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PABOYAS ITPOI'PAMMA JUCHUITJIMHBI (MOJAYJIA)

1. [losicHUuTeJIbHAA 3aNIMCKA
1.1. Heanb u 3agaum JMCUMILITUHBI (MO1YJIs1)

Heap kypca: dopMupoBaHue 3HAHHMM Yy CTYIEHTOB IO HAYYHBIM, HPUKIATHBIM H
METOJMYECKUM AacleKTaM OpPraHW3alluy BBINOJHEHUS TEXHOJOTMYECKHMX CTaJWil, Mpoueayp u
omepanuii B Mporecce pPacCMOTPEHUs, WCTOTHEHHS W HWCIOJB30BaHUS KOH(MUIACHIIMATHLHBIX
JOKYMEHTOB B JIOOBIX CTPYKTypax TOCYIJapCTBEHHONM U HETOCYJapCTBEHHOH  cdep,
MPOEKTUPOBAHKUE PALMOHAIBHON TEXHOJOTHYECKONH CXEMbl 3alllMIIEHHOTO JOKYMEHTOO00O0pOTa.
[Ipu 3TOM JOKYMEHTOOOOPOT OTpakaeT BECh "KH3HEHHBIM IUKJI" JOKYMEHTa, BKIIOYas €ro
MCIIOJIb30BAHUE HA CTAJUU ApXUBHOT'O XPaHEHUSI.

3apaum kypca:

o (dhopMUpOBaHHE 3HAHUH TI0 TIPOOJIEMaM TMOCTPOSHUSI M COBEPIICHCTBOBAHUS TEXHOJIOTUHU
3aIUIIEHHOTO JOKYMEHTO000POTa;

. IIPUMEHSTh Pa3HOOOpa3HbIE THUIBI HOCUTENIEH NOKYMEHTHOW MH(popManuu (OyMa’kHbIE,
JJIEKTPOHHBIE U JIP.);

o OBJIAJICTh PA3JIMYHBIMH CPEJICTBAMH, CIIOCOOAMU M CHCTEMaMH OOpa0OTKH W XpaHCHUS
KOH(UICHIIMATBHBIX TOKYMEHTOB;

. OBJIAJIETh HEOOXOIMMOM TEPMHUHOJIOTHUEH;

. c(hopMHUPOBATHh HABBIKH MPO(PECCHOHATIEHOTO TO/IX0/1a K paboTe ¢ KOHPUACHITUATHHBIMU

JAOKYMCHTAaMHU U IMOCTPOCHUA 3allTUIICHHOT'O I[OKYMCHT0060pOTa.

dopmupyemble KOMIETEHIIMH, COOTHECEHHBIE C IJIAHUPYEMBIMU PE3yJIbTaTaMH O0Y4EeHMUSI

M0 TUCIUIUIUHE (MOOYIO):

Konw! Ilepeyennb IJIAHUPYEMbIX pe3yJIbTaToB

KOoMIIe- Coaepxanue KOMIeTeHIHU I 00y4eHHs 10 JUCHUIIIMHE

TeHIHH

[IK-8 | cmocob6HOCTBIO oopmiaTh | 3HaTh:  OCHOBBI ~ WMH(OPMALIMOHHOTO  MpPaBa,
pabouyo TEXHUYECKYIO | CYIIHOCTh KOHQUACHIINATHLHOCTH UHGOPMALUU U
JOKYMEHTALUIO c y4eToOM | 3HaTh  BHUJAbl  HOCHUTeNed  HMHPOpPMALUU U
NEHCTBYIOIUX HOPMATHUBHBIX U | 0COOEHHOCTHU (PMKCallMK HAa HUX MH(GOpMaIuy,
METOJINYECKUX JOKYMEHTOB YMmerb: opopMiATE  pabouyyl0 TEXHHYECKYIO

JTOKYMEHTAllMI0 C  yY4E€TOM  JEHCTBYIOIIUX
HOPMAaTUBHBIX U METOANUYECKUX TOKYMEHTOB

BrmageTs: HaBbIKAMM  HCIIOIB30BATH  OCHOBBI
NpPaBOBBIX 3HAHMA B  pa3iIMYHBIX  cdepax

JIeSITETTbHOCTH
ITK-9 CIOCOOHOCTBIO OCYIIECTBISThH | 3HATH: OCHOBHYIO HAyYHO-TEXHUYECKOH
nmoadop, U3y4eHHe U 000OIIeHUE | TUTepaTypy, HOPMAaTUBHBIE W METOIUYECCKHE
Hay4YHO-TEXHUYECKON JIOKYMEHTBI B obnactu o0ecrieueHus

JUTEPaTypbl, HOPMATHUBHBIX M | HHPOPMAIIMOHHON 0€30MaCHOCTH
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METOIUYECKIX MaTepuaioB, | YMeTh: OQGOPMIISTE pPabOYyI0 TEXHUYECKYIO
COCTaBJIATHL 0030p IO BOMPOCaM | JOKYMEHTAI[MI0 C  Y4eTOM  JCHCTBYIOIIUX
obecricueHrss MHPOPMAIIHOHHON | HOPMATHUBHBIX M METOJUYECKUX JIOKYMEHTOB
0e30MmacHOCTH 110 MPOQIII0 CBOeH | Brnajers: HaBBIKAMH  UCIOJIB30BAaTh  OCHOBBI
npodecCHOHATbHOM NpaBOBBIX 3HAHWUK B  pas3IMyHbIX  cdepax
ACATCIIbHOCTHU ACATCIIbHOCTU

1.1.MecTO OJUCHUIUIMHBI B CTPYKTYpPE OCHOBHON 00pa30BaTeNbHOM MPOrpaMMbl

HuctunmuHa (Moaynb) «3ammra B 00paboTKa KOH(MUICHIIMAIBHBIX JOKYMEHTOB)
BXOJIUT B BapUATUBHYIO YaCTh IHKJA AWCIMIUIMH MOATOTOBKH CTYIEHTOB IO HAMPABICHUIO
noxrotoBkn  10.03.01 «Mudopmanmonnas OGe3omacHOCThY». JMCIUIUIMHA —peamu3yercs
kadeapoit MupopmanmonHoit 6€30macHOCTH.

Jlis ocBOeHMsI JAMCUUIUIMHBI (MOIYyJsl) HEOOXOAMMBI 3HAHHS, YMEHHUS U BIAJCHHUS,
c()OPMUPOBAHHBIE B XOJAC HM3YYCHUS CISAYIOIMUX TUCHHUILUIMH ¢ TPOXOXICHUS MPAKTHK:
«[IpaBoBoe obOecrieuenne HHDOPMAIMOHHOK Oe3omacHOCTHY, «OCHOBBI HH(DOPMAITMOHHON
Oe3omacHoCTHY, «OprannzannoHHoe odecreueHrne nHHOPMaMOHHON 6€30MaCHOCTIY.

B pesynbrare ocBOGHMS NUCUHUIUIMHBI (MOAyJsi) (OPMUPYIOTCS 3HaHUS, YMEHUS H
BJIQJICHUS, HEOOXOAMMBIC JUIS TPOXOXKACHHUS JUCHHMIUIMH «3amuTta WHGOpMANUd OT
HECAHKI[MOHHUPOBAHHOTO JIOCTYMa», «AyauT WHOOpPMAIMOHHOW Oe3omacHOCTHY, «CHCTEMBI

yTpaByieHUs! HH()OPMAIIMOHHON 6€3011aCHOCTHY.

2. CTpyKkTypa AMCUMILTUHBI (MOYJIs1) 1JI51 04HOI (popMBbI 00yUeHUsI
OO0mmas Tpya0eMKOCTh JUCIUILINHBI cocTaBisieT 3 3. €., 108 4., B TOM 4mclie KOHTaKTHas
paboTta oOydaromuxcs c npenojaBateneM 42 4., camocTosTeNnbHas pabora oOyuaromuxcs 48

4., IPOMEXKYTOUHas arrecranus — 18 u.

Buabl yuedHoi1 padoThI
(B yacax)
KOHTAKTHas Dopmbl
TeKyliero
=¥ ® KOHTPOJIfA
= <
Ne Pa3zjnen nucuunaiMHbl/TeMbl S i yenesaemoctu,
n/n = e |5 ;E - < ¢dopma
O 2 | % = x| T = & NPOMEKYTOYHOM
E ] [} x| © F =
= E 2 e = B s S aTrecTanmm (no
& = | E = g§ £9 28| cemecmpam)
=S |ZEEF 25 28
a 5| & 6 <
=385 | = =
1 | Beenenue. 4| 2 - 2 | CobGecenoBanue.
2 OCHOBBI TEXHOJIOI'NHA 4 - -
3ALUIIEHHOIO
JOKYMEHTOOBOPOTA
2.1. | IousiThe U CTPYKTYpa 4 | 2 - 4 |-
JTOKyMeHT0000poTa




THUIBI TEXHOIOTHYECKUX CHCTEM
00pabOTKH B XPaHCHHMS

JTOKYMECHTOB
2.2. | Cneun¢uka TEXHOIOTHH -
3aIIUIIEHHOTO
JIOKYMEHTO000pOTa
3. CTAJJUU OBPABOTKU 1 -
3ALIUTBI BXOASLNX
KOH®UJAEHIINAJIBHBIX
JOKYMEHTOB
3.1. | [Ipuem, nepBuuHas oopaboTKa, Onenka
MpeaBapUTeIbHOE PACCMOTPEHHUE BBITIOJTHECHHUS
U pacrpeneneHue BXOIIIINX HPaKTHIECKOTO
(mOCTYNUBIINX) TOKYMEHTOB 3aJlaHus 110
METO/Iy aHalln3a
KOHKPETHBIX
cutyarmii (AKC)
3.2. | Yuer BxoasmuXx (MMOCTYNUBIINX ) Ornenka
JOKYMEHTOB ¥ (hOpMHUPOBaHHE BBITIOJTHEHHUS
CTIPaBOYHO-UH(POPMATHOHHOTO HPaKTHIECKOTO
0aHKa JJAHHBIX 110 JJOKyMEHTaM 3a/1aHus 110
METO/Iy aHallnu3a
KOHKPETHBIX
cutyarmii (AKC)
3.3. | KommupoBanwue u pa3MHOKEHHE Ornenka
JIOKYMEHTOB. BBITIOJTHEHHUS
PaccmoTpenne pykoBoauTenem u HPaKTHYECKOTO
nepeayda JOKyMEHTOB Ha 3a7aHus IO
WCTIOJTHEHUE METO/Iy aHaIln3a
KOHKPETHBIX
cutyaruii (AKC).
KonTponbHas
pabora
4. | CTAAMU OBPABOTKHU U -
SAIUTBI
KOHOUAEHIINAJIBHBIX
JJOKYMEHTOB
NCXOOAIIEIO 1
BHYTPEHHEI'O ITOTOKOB
4.1. | Yyer ucxomsammx Ouenka
(oTmpaBnsieMbIX) U BBITIOJTHCHHUA
BHYTPEHHHX JJOKYMEHTOB. TIpaKkTHYCCKOro
DKcreuIMonHas 06paboTka 3ajiaHu o
OTHPaBISAEMBIX TOKYMEHTOB METOLy aHaiusa
KOHKPETHBIX
cutyarmii (AKC)
4.2. | NciomHeHNEe TOKYMEHTOB. Orenka
Kontposnbs ucnonHenus BBIIIOJIHCHUA
JIOKYMEHTOB HPaKTUIECKOTO
3a7aHus IO
METOJIy aHaJIu3a
KOHKPETHBIX
cutyarmii (AKC)
5. | CUCTEMATU3ALUA U
OIIEPATHMBHOE

XPAHEHHME




KOHO®OUJAEHIIMAJIBHBIX
JOKYMEHTOB U JIEJI

5.1. | Homenknarypa nei. 2 2 4 | Ouenka
®opMupoBaHuE U BBITIOJTHEHHS
OIlEpaTUBHOE XpaHEHUE JEIl HPaKTUICCKOro
3a/1aHUs 10
METO/Iy aHAITH3a
KOHKPETHBIX
curyaruii (AKC)
5.2. | IlogroroBka u mnepeaayva e B - 2 4 Onenka
apXuB BBITTOJTHCHHST
MPAKTHIECKOTO
3a/1aHUs 110
METO/Iy aHAITH3a
KOHKPETHBIX
curyaruii (AKC)
5.3. | YHUUTOXEHHE JOKYMEHTOB U - 2 2 OueHka
HoOcHUTeNnel nH(popMaLuK BBITTOJTHCHUS
MPAKTHYECKOTO
3aJIaHUsI TI0
METO/Iy aHAITH3a
KOHKPETHBIX
curyaruii (AKC)
6. | APXMBHOE XPAHEHUE

KOH®UJAEHIMAJIBHBIX

JJOKYMEHTOB U JIEJI

6.1. | KommuiekroBanue apxusa, - 2 4 | Onenka

KIacCUUKALUS U yUeT JIe. BBITIOJIHEHUS
MPaKTHYECKOTO
3aJIaHus 110
METO/Iy aHAIH3a
KOHKPETHBIX
curyauuii (AKC)

6.2. | HayuHo-cripaBouHBIH ammapar - 2 4 | Onenka
Y OpraHM3aIlHs UCTIOIb30BAHUS BBINOJIHEHHS
apXMBHBIX JTOKYMEHTOB MPaKTHICCKOT O
ObecnieueHre COXpaHHOCTH 3a/1aHus 110
JIOKYMEHTOB U JIE] B ADXUBE. METONy aHaimsa

KOHKPETHBIX
curyauuii (AKC)
7. | IPOBEPKA HAJIMYU A - 2 4 | Onenka
KOH®UJEHIIMAJIBHBIX BBITIOJIHEHHS
JOKYMEHTOB, JEJI 1 IPaKTHYCCKOTO
HOCHUTEJIEU 3a/1aHHs 110
MHOOPMAINU METO/Iy aHAIIM3a
KOHKPETHBIX
curyauuii (AKC)
TectupoBanue
8. | METOAMKA 2 - 4 | KonTposbHas
COBEPHIEHCTBOBAHUA pabora
TEXHOJIOT' MU
SAHIMOIEHHOI'O
JJOKYMEHTOOBOPOTA
10 | Dx3ameH 18 Bormpocsr mo
owmetam
HTroro 20 22 18 48




3. Conep:xkanue JUCHUNIMHBI (MOAYJIs)

TEMA 1. BBEIEHUE

[Ipenmer, 3amaun u cojepxanHue Kypca. OCHOBHBbIE MOHSATHS B O0JIACTH 3alllUTHl U
00paboTKN KOH(HUICHIIMATLHBIX JIOKYMEHTOB.

[TpenmochUIKK U HAINPaBJICHUS COBEPIICHCTBOBAHUS TEXHOJIOTHH 3alIUTHl U 00pabOTKH
KOH(UICHIIMATBHBIX JOKYMEHTOB B YCIOBHSX PAa3BUTHS HAYYHO-TEXHHUYECKOTO IMporpecca u
SKOHOMMYECKUX OTHOILIEHUI.

Haznauyenue kypca u €ro poiib B MOATOTOBKE CHEIHAIUCTOB IO 3alIUTE MHPOPMAIIH.
Mecto Kypca cpeau JApPYyrux JAUCHUIUIMH ydyeOHoro 1uiaHa. CBs3b €  MPaBOBBIMH,
YKOHOMHUYECKUMH, HHPOPMAITMOHHBIMU M TEXHUYESCKUMH IUKJIAMU JUCIHMILIAH, METOIOJIOTHEH
3auUThl MHGOpPMAIlMK, JOKYMEHTOBEJICHHEM, OPraHU3allMOHHOW 3alUTOd WHGOpMaluu U
JIPYTUMHU JUCIUILTMHAMHU.

Metoauka paboThl Haj MpodIeMaMu Kypcea.

0030p M3yYaeMbIX UCTOYHUKOB U JINTEPATYPHI. 3aKOHOAATEIbHBIC aKThl. HopMaTHBHBIC
JOKYMEHThl. WHCTpyKIMHM, MeTOAMYECKHWEe yKazaHus © mnpaBuna. OOs3atenvHas U
JOTIONTHUTEIbHAS HayyHas U ydeOHas nuteparypa. [lepuommueckue uznanus. OpraHuzanus

IMMOUCKAa UCTOYHUKOB U JIUTCPATYPHI B HAYYHBIX oubinnorexkax u I/IH(bOpMaIII/IOHHI)IX HCHTpax.

TEMA 2. OCHOBbBI TEXHOJIOTHHA 3AIMUINTEHHOI'O
JOKYMEHTOOBOPOTA

2.1. TlousAiTHE M CTPYKTYpPa JAOKYMEHT0000poTa. THNBI TEXHOJOTHYECKHX CHCTEM
00padoTKU U XPAHEHUS TOKYMEHTOB.

[Tonsitue "noxymeHT0000pOT". JIOKYMEHTOOOOPOT M '"KMU3HEHHBIM IUKI" TOKyMEHTA.
Posib 1 MecTO TOKYMEHTOO0O0pOTa B MPOLECCE YIIPABICHUS OPraHU3alMOHHBIMU CTPYKTYPaMHU U
NPOM3BOJICTBEHHBIMH  TIporieccamu.  VH(pOpMaIMOHHO-TOKyMEHTAIIHOHHOE  o0OecTieueHne
JeSITEIbHOCTH, pabOTHI.

TpeboBanus, peabsBIIsieMble K JTIOKYMEHTOOOOPOTY. OcobenHoctu
aBTOMATH3UPOBAHHOTO  0e30yMaKHOro  JOKyMEHT000opoTa. EQWMHCTBO  NPUHLMIOB U
HaINpaBJICHUH IBUKCHUS TPAJAUIIUOHHBIX U JJIEKTPOHHBIX TOKYMEHTOB.

CrabunbHas I BCEX THIIOB HOCUTENEH MHGOPMAIMH CTPYKTypa TOKYMEHTOOOOpOTa.
[TonsiTve "NMOKyMEHTONOTOK", BU/BI OTOKOB U MX Ha3HaueHHE. MecTO JOKYMEHTOIIOTOKOB B
TEXHOJIOTUM  (YHKIMOHUPOBAHUS  OPraHM3ALMOHHBIX  CTPYKTYp (ydpexnaeHuidd, dupm,

BBIUMCIUTENbHBIX IIEHTPOB, CTPYKTYPHBIX TMOJpa3elieHud, apXuBOB, paboOyux MecCT
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COTPYAHUKOB),  pellaeMbIX  3aJad, aBTOMATU3UPOBAHHBIX CHUCTEM U  IOJCUCTEM.
MexyHKIIMOHAIBHAS U MEXCTPYKTYPHAS CYLITHOCTh IOKYMEHTOIOTOKA.

O6wem noxymeHnTooboporta. Coaepxanue J0KyMEHTOIIOTOKA.

TunoBoil cocTaB TEXHOJIOTMYECKUX CTaJAUN BXOAALIEro (MOCTYMAIOILEro), UCXOJAIIEro
(oTmpaBisgeMoro) MW BHYTPEHHEro JIOKYMEHTONOTOKOB. MX B3auMOCBSI3b C HpUMEHSEMOH
cucreMoid 00paOOTKM M XpaHEHHS JOKYMEHTOB. Ha3HadeHune W MeTOoAMKa alropuTMU3ALUU
TEXHOJIOTHUH TOKYMEHTOIIOTOKA.

[TpoOnembl HEeHTpanu3alMM M JEeLEHTpaIu3aluu Ipolecca OoOpabOTKH W XpaHEHHUs
JOKYMEHTOB. OpraHu3alilOHHbIE U TEXHOJOTUYECKUE ACIIEKThl IPOOIIeM.

[TpennocbuUIKM  3BOJIOLNUM  TEXHOJIOTMYECKMX CHCTEM O0pabOTKM U XpaHEHMs
JIOKYMEHTOB. JIOKyMEHTOBEIYECKOE 3HAUEHUE COBEPIIEHCTBOBAHUS HOCHUTENS MH(OpMALMM U
U3MEHEHUs METO0B pabOThI YeloBeKa ¢ JoOKyMeHToM. Kiaccugukaius TUIIOB CUCTEM.

CymHocTh, HpeuMyllecTBa W HEJNOCTaTKH TPAJAULMOHHON, JeJIONPOU3BOACTBEHHON
(py4HOH, MEXaHU3UPOBAHHOW) TEXHOJIOTMYECKON CHCTEMBI 00pa0OTKH U XpaHEHHUS JOKYMEHTOB.
YHUBEPCAIILHOCTh CUCTEMBI, €€ TPUCTIOCOOIEHHOCTh K JII00OMY THITY HOCHTENS HHPOPMALIUU 1
1000 OpraHU3aIlMIOHHON CTPYKTYpE.

[Tonstue  "nemompomsBoactBo".  IloHATHS ~ "MOKyMEHTAalMOHHOE  oOecleyeHue
ynpasineHus" u "ympasieHue AokyMeHTanuei". Tunusanus, yHUpUKaLus W periaMeHTalus
IPOLECCOB  JIOKYMEHTUPOBAHMS M  OpraHu3auvd paboTel ¢  JOKyMeHTamHu. Enunas
rocynapcTBeHHas cuctema jaenonpousBoactBa (EI'CHl). Hasnauenme u  coaepxaHue
['ocymapcTBeHHOM cHCTeMBI JOKyMEHTalMoHHOro obecneyenus ympasienus (I'CHOVY).
Oco0eHHOCTH JIETOPOU3BOJICTBA B KOMMEPUECKUX CTPYKTYypax, MajgoM OU3HECE.

HampaBnenus coBepiieHCTBOBaHUS JeNONpou3BoAcTBa. Krnaccudukanus THIOB U
METO/IOB MCIIOJIb30BaHMS B JI€JI0IPOU3BOICTBEHHBIX IIPOLIECCAX OPTaHU3ALIMOHHON TEXHUKH.

JlokanpHass aBTOMAaTH3alUsl OTIENbHBIX JIE€JIONPOU3BOJCTBEHHBIX OIEpalyil: yuyera
JIOKYMEHTOB U CIPaBOYHON pabOThI, MOMCKA JOKYMEHTOB, KOHTPOJISI UCIIOJIHEHUS, COCTABICHUS
JIOKYMEHTOB, (OPMUPOBAHUS HOMEHKJIATYPHI JIEI.

KommniekcHast aBTomMaTtu3upoBaHHas cucremMa o00paboTku JokymMeHToB (ACO/I).
@YHKIMOHAIBHBIE  BO3MOXKHOCTM  CHCTeMbl. Ee  TexHojormdeckass B3aUMOCBS3b  C
TOKyMeHTOooOopoToM. DyHKIMOHAJIbHAs CTPYKTypa H BHEMalIMHHOE HWH(OPMAIMOHHO-
JIOKYMEHTAIlMOHHOE 00eCIieueHne CUCTEMBI.

ABTOMaTH3aIMs JJOKYMEHTAIMOHHOTO OOECTeYeHusl ynpaBieHus. TumoBas CTPyKTypa
3agau B 6mokax ACO/l. biok nokymentupoBanus uHpopmarun. biok o6paboTku M XpaHeHHS
JIOKYMEHTOB U (WJIM) CBEJICHUN O TOKyMEeHTaX. biok mpaBoBoil 1 HHPOPMAITMOHHOMN TTOIEPIKKH

pelIaeMbIX 334 U BBIIOJHAEMBIX (YHKIIHIA.
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ABTOMaTH3WpOBaHHBIC paboune MecTa U JoKajabHbIe ceTH APM kak Hanbosiee MacCOBBIT
BapuaHT TexHuueckoro obecneuenuss ACO/L. [Tpunnuns! nHpopManmoHHO# B3auMocBszn APM
PYKOBOJUTENEH U CIELUAINCTOB YUPEKIACHUS, COTPYJTHUKOB CITY>KOBI JOKYMEHTAIIHH.

CymHOCTh, NpEeuMylIecTBA M HEJOCTAaTKM CMEHIAHHONW TEXHOJIOTUYECKOW CHCTEMBI
00paboTKM M XpaHeHHUs IOKYMeHTOB. CTpyKTypa CHCTEMbI, MPHUHIMIIBI €€ B3aUMOCBS3U C
JIOKyMEHTOO0OPOTOM.

2.2. Cnenu¢uka TeXHOJIOTMH 3ALUIIIEHHOT0 JOKYMEHT0000pOTa

AHanu3 yrpo3 HECaHKIIMOHUPOBAHHOTO MOJIyUYEHHUsI TOKYMEHTUPOBAHHON MHpOpMaIuy,
XUIICHUS WJIA YHUYTOXKEHHUS JOKYMEHTOB, UX (anbcupukanud wWid TOAMEHBI B
JOoKyMeHTonoTokax. Knaccudukanus kaHaioB NPakTUYECKOW peaau3alud BO3MOXKHBIX YIpO3.
[Tpenmnonaraemble pyOeKu U YPOBHHU 3aLUThI JOKYMEHTOIIOTOKOB.

[TonsiTrie "3aUIUIIEHHBIN JOKYMEHTOOOOPOT", €ro mend U 3agaud. B3auMocBs3b
3alUIICHHOTO JOKYMEHTOOOOpOTa C CHUCTEMaMM, CpPEACTBAMH W METOJAaMU  3alUThI
JOKYMEHTUPOBAaHHOW WHpopManuu. 3allUIIeHHBIH JOKYMEHTOOOOPOT |  HCIOJIb3yeMast
TEXHOJIOTHYECKasi CucTeMa 00pabOTKH U XpaHEHUS IOKYMEHTOB.

[lenn u npuHUUNB (PYHKIIMOHATBHON W IMEPCOHANBHON HM30MPATENbHOCTU B JOCTaBKE
JOKyMEHTHUPOBAHHON uHpopManuu morpedutensiM. M30upaTenbHOCT, W pa3peuInuTenbHas
CUCTEMa JlocTyna K KOH(UIEHIMAIbHBIM JOKyMEeHTaM H 0a3aM JaHHbIX. [lepcoHanbHas
OTBETCTBEHHOCTb 32 COXPAHHOCTh HH(OPMALIUN, HOCUTENS HH)OPMALIUU U TOKYMEHTA.

BriieneHHbii MOTOK KOHGUACHIIMATBHBIX JOKYMEHTOB M aBTOHOMHAs TEXHOJOTHS HUX
o0paboTkn u  xpaHeHus.  OpraHu3alliOHHbIE W TEXHOJOTHYECKHE  OCOOEHHOCTH
JIEJIOTIPOU3BOJICTBA IO KOH(MUICHIIUATBLHBIM JOKyMeHTaM. [loomnepaliMoHHBIN y4eT ABUKEHUS
KOH(PHUICHIIMAIBHBIX JIOKYMEHTOB M JOCTYINa K HUM PYKOBOJWTEJIEH M CIEIUATUCTOB. YUeT
YUCTBIX ~ HOcWUTene  uHbopManuy, NpeAHa3HAYEHHbIX i1  JOKYMEHTHPOBAHUS
kKoH(puAeHIMansHOM  uHpopmanmu. [lepuoguveckrie ©  pa3oBble  MPOBEPKU  HAIWYHUS
KOH(HICHIINATBHBIX TOKYMEHTOB.

[Totok  KOH(UIOEHIMATBHBIX  JOKYMEHTOB, HE  BBIICJICHHBIH W3  OOIIEro
JOKYMEHTOTIOTOKA, M TpPUMEHsSeMasi TEXHOJOTHs HX OOpabOTKM U XpaHEHUs. Y CIOBUS
peanu3anuu moJ00HON CXeMBbI JBUKECHHS TOKYMEHTOB. [IpUHIIUIIBI 3alTUTHl TOKYMEHTOIIOTOKA,
3aIUIEHHAss TEXHOJOTUS. YPOBEHb KOHPUACHIIMATHHOCTH WHHOPMAIIMK W  KPUTEPUHU
MPUMEHEHUS BBIJICJICHHOW WM HEBBIICJICHHOM TEXHOJOTHMH OOpa0OTKM U  XpaHEHUs
KOH(UICHIIMATBHBIX JOKYMEHTOB.

Ocobennoctn  ACO/l, mnpenHa3Ha4eHHBIX I OOpPaOOTKM  KOH(UACHIHATBHBIX
nokymeHTOB. [lombiTkn Tummm3anuu cucteM. TACO/]. OpranuzanmoHHoe 00ecTieueHne 3aIuThl

MMOTOKOB JIOKyMeHTHpoBaHHOK uHpopmaruu B ACO/I.
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TEMA 3. CTA/MHU OBPABOTKM W 3ANWUTHI BXOJAAIINX
KOHOUJAEHIIMAJBHBIX JTOKYMEHTOB

3.1. Ilpuem, mnepBuuyHass o0paldoTka, mnpeABapUTeJbHOE PACCMOTPEHHE W
pacnpejeeHue BXOASIIHX (IIOCTYNUBIINX) JOKYMEHTOB

Ha3nauenue u 3ajauM cTrajiuy IpUeMa U NEpBUYHOM 0OpabOTKH KOH(PHICHIMAIbHBIX
JOKyMeHTOB. THIIOBOI cocTaB omnepauuil mpouenypsl IpuemMa MaKkeTOB, KOHBEPTOB M HHBIX
OTIIPABJIECHUM, OCTYNUBILUX W3 IOYTOBOTO OTJEIECHUS WIM OT HAPOUYHOI'O. YYeT NOCTYIUIEHUH,
cocTaB (PMKCHPYEMBIX JaHHBIX. THIIOBOW cOCTaB onepanuil mpoueaypsl NepBUYHON 00pabOTKH
NOoKyMeHTOB. IlepBuuHas o00paboTka BXOAAUMX (MOCTYNMBIIMX) MAIIMHOYMTAEMBIX U
ayJIMOBU3yaJIbHBIX JOKYMEHTOB.

Ha3nauenue u 3amaum craguu NpeABapUTEIbHOIO PACCMOTPEHUS U PACIPEAETICHUS
BXOJAIIMX  (MOCTYNMBIIMX) JOKYMEHTOB. TuIOBOH cocTaB  omepanuil  mpouesypbl
IPEBApUTEIILHOIO PACCMOTPEHUST JTOKYMEHTOB. [lopsgoK BbIABIEHUS KOH(UIEHLUAIBHBIX
JOKYMEHTOB, COJEpPXAIIUX KOMMEPUYECKYI0 TailHy M NOCTYNUBIIMX Oe3 rpuda orpaHmYCHHS
JocTyma.

Kpurepuu wnenecoobpazHocTH mepeHoca HHGOpMAlMKU IOCTYNMBIIMX OyMa)KHBIX
JIOKyMEHTOB Ha MallIUHHBIN HOCHUTENb.

[Topsimok omnpeneneHus paliiOHaILHOTO MapIIpyTa ABMXKEHUS JJOKYMEHTA.

[TpuHIMIBI pacnpeneneHns JOKYMEHTOB MEXAY PYKOBOAUTEISIMHU, CTPYKTYPHBIMHU
NoJpa3fesIeHUsIMU U cnenuanuctamu. OyHKIMOHaIbHas IPUHAUIEKHOCTD JOKYMEHTUPOBAHHOM
uHpopMalUu. YPpOBEHb KOMIIETEHLUMH JODKHOCTHBIX JIMI TpPU PEIIEHHWH BOIPOCOB,
MOCTaBJIEHHBIX B JIOKyYMEHTax. Peanuzanus nmopsaka J0cTyna K JOKyMEHTaM.

TunoBoil coctaB omnepanuii MpOIEAypbl paclpeiesieHuss MOCTYNUBIIUX JOKYMEHTOB.
Cocras rpyImi J0KyMEHTOB.

[TpaBuna paboOTBHl COTPYTHUKOB CITY>KObI JOKYMEHTAIMM M BBIYUCIUTEIHHOTO LIEHTpa C
KOH(UICHIMATBHBIMHA JOKYMEHTaMU, MOPSI0K XpaHEeHUsI JOKYMEHTOB Ha UX pab0vYNX MecTax.

CpenctBa  OpraHM3allMOHHOM  TEXHUKHU,  HUCIOJb3yeMble  TPU  BBHIIOJHEHUH
PacCMOTPEHHBIX CTAAMM, TPOLEAYP U ONEpaLUii.

3.2. Yuer Bxoasmux (MOCTYNHMBIINX) JOKYMEHTOB H (DOPMHPOBAHHE CINPABOYHO-
MH(OPMALMOHHOI0 0aHKA JaAHHBIX M0 JOKYMEHTaM

Haznauenue u 3aaun cTaguu yuyera NOCTYNUBIIMX TOKYMEHTOB. COOTHOIIEHUE yyeTa U
perucTpalMu  JOKYMEHTOB. lLleHTpain3oBaHHas W JCLEHTPAJIN30BAaHHAs  PETUCTPALIUSL.
OpnHOKpaTHOCTH perucTpanuu JokyMeHnTa. CoctaB IpoLeayp CTaquH y4eTa JOKYMEHTOB.

TumoBoil coctaB omnepanuii mpoueaypbl WHACKCUPOBaHUA TOKyMEeHTOB. Ha3HaueHwne

mpouenypsl, TpeOOBaHUS K CHCTEME WHACKCUpPOBaHWA. EAMHCTBO WHAEKCAa I BCETO
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"JKU3HEHHOr0 MHKJa" JOKyMEeHTa. Buabl HHAEKCOB, WX TMPEUMYIIECTBA M HEIOCTATKHU.
NubopMaTUBHOCTh MHAEKCA, €ro CTPYKTypa. YCIOBUS HCIIOJB30BAHUS M HEIOCTATKU
MOPSIIKOBOM HyMepaluu JOKYMEHTOB BCETO MOTOKA (BAJIOBOM HyMEpAIlUH).

TunoBoil cocTaB onepanyii TpoleAyphl MEPBUYHON PErUCTPALUA UCXOAHBIX CBEICHUI O
nokymeHnTe. OOG0OCHOBaHME COCTaBa MCXOJHBIX CBEACHUMN, MOUICKAIINUX 3aUCH MO JOKYMEHTaM
pa3IMYHOTO THMA W YpPOBHSA KOoH(puIAeHIHMaTbHOCTH. HaszHaueHwe u cdepa mocieayromero
UCIIOJIb30BAaHUsl Kaxaoro nmnokaszarens. Ilokazarenn '">KM3HEHHOro LMKJIA" JOKYMEHTA.
[Toxazarenu yuerHsie. [Tokazarenu nmouckoBbie, CIPABOUYHBIE U KOHTPOJIbHBIE.

Hocurenu 3amucu UCXOAHBIX CBEACHMI O JOKyMeHTe. JKypHanbl ydera (peructpariuu)
JIOKYMEHTOB. PerucTpannoHHO-KOHTPOJIBHBIE KapToukw. Bumaeorpamma (marpunia, ¢opmar)
yaeTHOH Gopmel. [IpaBuna 3amonnenus rpad u 30H y4eTHON (HOPMBIL.

BapuaHTbl TeXHOIOTMM BBOJIa HMCXOJHBIX CBEACHHMH O JOKyMeHTaXx B 0a3y JaHHBIX
ACOJ. CocraB onepanuii. [IpeumyiiectBa BBoaa B 0a3y JaHHBIX TEKCTOB YHHU(PUIIMPOBAHHBIX
OyMaxkHBIX JOKyMeHTOB. [lopsimok xpaHeHus OyMaKHBIX JOKYMEHTOB IIpH JajbHEUIEM
WCIIOJIb30BAHUU WX JIEKTPOHHBIX KOMUM (AJIEKTPOHHBIX IOKYMEHTOB).

Oco0eHHOCTH yueTa MAllIMHOYUTAEMBIX U ayIUOBU3YAIbHBIX TOKYMEHTOB.

TunoBo# cocTaB omepanuil mpoueaypsl GOPMUPOBAHUS CIIPABOUHO-MHPOPMAITHOHHOTO
OaHka AaHHBIX MO JokyMmeHTaMm. CocTaB W Ha3HAY€HWE CIPABOYHBIX, YYETHO-CIPABOYHBIX U
CIIPaBOYHO-KOHTPOJIbHBIX KapTOTeK. DYHKIIMOHAIBHBIE BOZMOXXHOCTH KapTOTEKH, HAIIPaBICHUS
MOBBILICHUS €€ HH()OPMATUBHOCTH.

3amaun ¥ MOPSAOK BeACHUS (aKTyallU3alliK) )KypHAJIOB ydeTa u kapToTek. OO0CcHOBaHME
COCTaBa JOTOJHUTEIBFHO PETUCTPUPYEMBIX CBEIEHUM, WX Ha3HadeHue. [IpaBuia BHeCEHHs
W3MEHEHUN W JIONOJIHEHWM B HMMEIOIIMECS 3alucH. THUIOBOM COCTAaB ONEpalMii IPOLELypbl
BEJICHUS TPAJAUIIMOHHOTO CIIPAaBOYHO-UH(POPMAIIMOHHOTO 0aHKa JaHHBIX.

OyHKIIMOHATBHBIE BO3MOKHOCTH aBTOMATH3UPOBAHHOTO CIIPABOYHO-MH(POPMAITHOHHOTO
O6anka naHHbeix ACOJ[. CocraB BBIXOAHOW HWHGOPMAIMKH B 3alPOCHOM U 0€33aIpOCHOM
pexKUMax.

3.3. KonupoBaHue u pasMHOKeHHe NJOKYMEHTOB. PaccMoTpeHne pykoBoauTe eM H
nepenava JOKyMEHTOB Ha UCIIOJIHEHH e

Ha3znauenne w 3amauu CcTaguyd KOTHMPOBAHHWS W PA3MHOXKEHHUS JOKYMEHTOB. THITHI,
00J1aCTh M YCJIOBHSI TMPUMEHEHHUS KOMHPOBAILHON M MHOXHUTEIbHOW TeXHHKUA. OCOOEHHOCTH
KOMUPOBAHUS JJICKTPOHHBIX U  ayJUOBH3YalbHBIX JOKYMEHTOB. MHUKpODUILMUPOBAHUE
JIOKYMEHTOB.

TumoBoil cocTaB omnepanuii MpoUeaypbl NOATOTOBKH TOKYMEHTOB K KOMHUPOBAHUIO WIIU

Pa3MHOXKEHHIO. YUYeT IOKyMEHTOB. THIOBOW cocTaB omepanuii mpoueaypsl odopmieHuUs
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pPEe3yNbTAaTOB KOMUPOBAHMS WIIM PA3MHOKEHUS. YUET U3rOTOBJICHHBIX dK3EMIUISIPOB TIOKYMEHTA.
[Topsimoxk yHUYTOXKEHUS Te4yaTHbIX (opMm, Opaka H JTOKYMEHTHPOBAHUE PpE3yJbTaTOB
YHUYTO)XCHHUSI B COOTBETCTBHH C YPOBHEM Ipr(a KOHPHUICHIIUATHHOCTH.

Ha3nauenne u 3agaun craguu. TUIOBON cocTaB omeparnuil Ipoueaypbl pacCMOTPEHUS
JOKYMEHTOB pykoBoauTeneM. CocTaB omnepanuii, BBIITOJIHAEMBIX pedepeHTOM pPYKOBOIUTEIIS.
CocrtaB onepaiyii, BBIIOJHIEMbIX CaMHUM PYKOBOAMTENEM. TpeboBaHUS K (OPMYINPOBAHHIO
3aJ]aHN, MOPYYEHUN MO HCHOJHEHUIO JOKYMEHTA U ONPEAECIICHUIO COCTAaBA MCIIOJIHUTENEH U
cpokoB uctosniHenus. [IpaBuia paboTel pyKoBOAUTENS U €r0 pedepeHTa ¢ KOHPHUISHIUATbHBIMU
JIOKyMEHTaMHU, MOPSI0K XPaHEHUs JOKYMEHTOB Ha pabounXx MecTax.

BuemamunHnas TexHosoruss (QyHkuuoHupoBaHus APM pykoBoguTens B pexuMe
"PaboTra ¢ MalIMHHOMN ManKoi JOKYMEHTOB". ABTOMaTHU3MPOBAHHOE PELICHHUE 3aay [IPaBOBOU U
nH(GOPMaLMOHHON MOJAECPKKU TPUHUMAEMBIX PELICHHH.

TunoBoil coctaB omepauuii Hpouenypbl IepeAauyd JIOKYMEHTOB Ha MCIOJIHEHHUE.
[Topsimox noBeAeHUsT 10 WCIHOIHHUTENSA COJEPKaHUS KOH(MUACHIMAILHOTO JOKYMEHTa |
pesomonuu  pykoBogutens. Ilopsmok nepemadnm JTOKyMEHTa Ha MCIOJHEHHE HECKOJIbKHM
CTPYKTYPHBIM NOJIpa3/ieNiCHUAM WK crenuanuctam. Ilopsanok nepeMenieHus: JOKyMeHTa MEXAY
PYKOBOJMTEIISIMU U CIIELIMAIMCTAMU. THUIIOBON COCTAB YYETHBIX ONECPALIUNA.

[TpeumyiiecTBa nepenayu CHeUaIMCTaM 3JIEKTPOHHOTO JOKYMEHTA B JIOKAJIbHYIO 0a3y
nanHbix APM. Tlopsook mepemMenieHus MAllMHOYUTAEMbIX JOKYMEHTOB B  BBIYHCIUTEIIBHOM
neHTpe. CocTaB y4eTHBIX ONepanuil.

TumoBonn  cocras omepalyii  NpoLEeAypbl  KOPPEKTUPOBaHUS  CIIPABOYHO-
MH(OPMaLlMOHHOTO OaHKa JIaHHBIX 10 JTOKYMEHTaM B pe3yjbTaTe UX PacCCMOTPEHHS U Mepenadu
Ha UCITOJIHEHHE.

TEMA 4. CTAINMHU OBPABOTKH H 3AHNUTHI KOHOUJAEHIINAJIBHBIX
JOKYMEHTOB HCXOJAIMEI'O 1 BHYTPEHHET'O ITIOTOKOB

4.1. VYdyer wucxoasamux (OTHPaB/JsieMbIX) M  BHYTPEHHHUX JIOKYMEHTOB.
JKcneMIMOHHAasE 00padoTKa OTIPABJIsIEeMbIX IOKYMEHTOB.

Ha3nauenue u 3amaud cTajuu ydyeTa HMCXOIAMMX (OTHpABIsIEMbIX) UM BHYTPEHHUX
NOoKyMeHTOB. LlenTpanu3anus ydyera. Coctas npouenyp.

[Tpoueaypa MHAEKCUPOBAHUS UCXOSAIIETO (OTIPABISEMOr0) U BHYTPEHHETO JOKYMEHTA.
WudopmaninonHasi CcBsI3b OPOLEAYPbl C YYETHBIMH OMNEPAlUSIMHU CTaJAUM HCHOJHEHUS
JIOKYMEHTOB.

ITpouenypa ¥ HOCUTENM 3allUCH HUCXOAHBIX CBeIeHUMHM O JokymeHTax. CocraB
(GUKCUpYyEeMBIX CBeIeHHH 00 OTHpPaBIsEMbIX HHULMATUBHOM M OTBETHOM JOKYMEHTaX, O

BHYTpEHHEM JIoKyMeHTe. OOOCHOBaHUE COCTaBa CBE/ICHUH, Ha3HAUCHUE U c(epa MOCIETYIOETO
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UCMONB30BaHUSl  KaxJaoro nokaszarens. OcCOOEHHOCTM  ydeTa  MallMHOYUTaeMbIX U
ayJMOBU3YaIbHBIX JOKYMEHTOB, COCTaB (PMKCUPYEMBIX CBEICHUH.

Ctpykrypa  CnpaBOYHO-WH(OpPMAMOHHOTO  OaHKa  JAaHHBIX 1O  HCXOJSIIUM
(oTmpaBisgeMbIM) U BHYTpeHHUM AoKyMmeHTaM. [Iponenypa popmupoBanus OaHKa 1aHHBIX.

ITponienypa nepeaayn BHYTPEHHUX JOKYMEHTOB JJIsl MCIOJHEHUS WM UCHOJIb30BaHMUA.
TumoBoii cocTaB omepanuii NpouUeaypsl MOATOTOBKH U HEepeiadd OTIPABIIEMBIX JTOKYMEHTOB
JUTSL DKCTIIETUIIMOHHON 00paboTKH.

Ha3nauenne ¥ 3ajaud  CTaaAuM  OSKCIEAMLMOHHOM  0OpabOTKHM  HMCXOASIIUX
(oTnpaBisgeMbIX) JOKYMEHTOB. THIIOBON cOCTaB MpOLEAYpbl KOHTPOJIS KOMIUIEKTHOCTH
JOKYMEHTOB. THIIOBO cOCTaB Mpoueaypbl KOHBEPTOBaHUS TOKyMeHTOB. [IpaBuiia opopmieHus
KOHBEPTOB (IIAKETOB) C KOH(MUIECHIUATBHBIMU JOKYMEHTaMH. THIIOBOM COCTaB oOIlepanui
opolenypsl Iepefadd KOHBEPTOB (IIAKETOB) HAPOYHBIM MM B IOYTOBOE OT/ENICHHE.
Odopmiienne peectpos. [lopsaok nokyMeHTHpoBaHUs (pakTa Nepefayd HapOYHbIM KOHBEpTa
(makera) aapecary.

[IpaBuna oTmpaBiieHus TenerpamMmm, (PakcoB JIEKTPOHHBIX COOOIICHUH.

OcCOOeHHOCTH  YNAaKOBKM M OTIPABICHMSI AJIEKTPOHHBIX U ayJHOBHU3YyalbHbIX
JIOKYMEHTOB.

CpencTBa OpraHU3allMOHHONW TEXHUKH, HCIOJB3yeMbIe TPHU BBHIMOJIHEHUH TPOIEIyp U
onepaunui.

4.2. UcniosiHeHue NOKyMeHTOB. KOHTPOJIb HCIIOJIHEHUSsSI JOKYMEHTOB.

Ha3nauenne u 3ajgauu CTaJuM HCHOJHEHUs JOKyMeHTOB. IloHATue "HcmonHeHHe
JIOKyMEeHTA", MHULIMUPYIOLINE YCIOBUS Hadasa ucrnoinHeHus. CocTaB nmpouenyp.

TunoBoil cocraB omepanuil OpOLEAYypbl COCTaBIeHMs] Tekcra JokymeHTta. Cocras,
0COOEHHOCTH TPUMEHEHUS M OQOpPMIICHHS, ydeT OyMaXHbIX W TEXHHUYECKHUX HOCUTeNei
uHpopmanuu. Kpurepun u nopsijiok onpeieneHus CTeneHu KOHPHISHIMAIbHOCTH IOKYMEHTOB,
u3MeHeHuss u  cHatHs  rpuda.  OpraHM3alMOHHBIE  OCOOCHHOCTH  COCTAaBJICHUS
KOH(UAeHIMANbHBIX JoKyMeHTOB B ACO/I.

TumoBoii coctaB omnepauuii NpoOUEAYpbl H3TOTOBIEHUS JoKyMeHTa. OdopmieHue
KOH(HJICHIIMATIBHOTO JOKyMEHTa. THUIOBOM COCTaB y4YeTHBIX ONepaluii MpHu MedyaTaHuu |
nepeneyaThIBaHIH MTPOEKTa JIOKYMEHTa, Tiepeiade IeYaTHOTO MaTepraa UCTIOTHUTEN0. DopMbl
ydeTa ¥ paBuia ux 3amonHeHus. [lopsaok yHHITOXKEeHUST YepHOBUKA JTOKYMEHTA, HCTIOPUYEHHBIX
JHUCTOB W COMYTCTBYIOIIMX MaTepuayioB. OdopmiieHHe pe3ylbTaToB yHUYTOXKeHHs. [IpaBuia
neyaTaHus TOJA JAMKTOBKY M ¢ Juktodona. TpeOoBaHus K H3TOTOBIEHUIO 0CO00

KOH(MUICHIMANBHBIX JTOKyMEHTOB. (CocCTaB y4YeTHBIX OIepaluii OpU aBTOMaTHYECKOM
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W3TOTOBJICHUM JOKyMeHTa Ha IpuHTepe. COCTaB y4YeTHBIX OIepalyil MpU H3TOTOBICHUHU
YEePTEeKHO-TPAPHUECKUX, Ay AUOBU3YATBHBIX U JIEKTPOHHBIX JOKYMEHTOB.

TumoBoil cocraB  omnepanuid  OPOLEAYPbl  M3JAHUS  JOKYMEHTA. TeXHOJIOTHs
COIIACOBaHUs, MOANMCAHNS, YTBEP)KIEHUS JOKYMEHTA B TPAJULMOHHOM JEJIONPOU3BOACTBE U
ACO/I.

TpaauuMoHHOE M aBTOMAaTU3MPOBAHHOE HOPMATUBHOE, CIIPABOYHOE U MH()OPMAIIMOHHOE
00CiIyKMBaHUE IpOIECCA HCIIOJHEHUS AOKyMeHTa. /[OKyMEHTHpOBaHHE CaHKLIHMOHHPOBAHUS
JIOCTyIlla IepcoHaja K 0a3aM JaHHBIX, ydeT npoctyna. ONHUCh JTOKYMEHTOB M HOCHUTEJEH
uHpopMalMy, HaxoIdmMxcs y crneuuanucta. [IpaBunma  pabGoThl  cnenuanucra ¢
KOH(HICHIIMATHHBIMHI TOKYMEHTAMH, MOPSJOK 00ECIEUeHUs] COXPAaHHOCTH JOKYMEHTOB Ha €To
paboueM Mecre.

HazHauenne M 3amauv cTaguu KOHTPOJIA HCIOJHEHUS AOKYyMEHTOB. KOHTposb Kak
(GyHKLUS yIpaBieHUs] NMPOU3BOACTBEHHBIMH, SKOHOMHYECKUMHU M COLMAJIBbHBIMH IIPOLECCAMHU.
KOHTposIb  CpPOKOB  MCHOJHEHHsI JOKYMEHTOB, 3aJaHud M nopydeHuid. KoHTpoib
peIyNPEANTEIbHBIA (TEKYIIHI) ¥ TOCIS YOI (MTOrOBBIN). 3a1a4n 3aIUTh HHOOPMAILIUY B
IIPOLIECCE KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB.

CocTaB KOHTPOJIMPYEMBIX JOKYMEHTOB U CPOKH UX MCIIOJIHEHUS.

TunoBoil coctaB omnepauuid MNPOUEAYPbl IOCTAHOBKM JOKYMEHTOB Ha KOHTPOJIb.
Meronuka  ¢GopMupoBaHUS ~ TPAAMLIMOHHOTO  MWJIM  aBTOMAaTHU3MPOBAHHOTO  CIPABOYHO-
UH(POPMALIMOHHOTO 0aHKa JaHHBIX IO KOHTPOJIUPYEMBIM JOKYMEHTaM.

Tunosoli coctaB onepauuii MpoUeAypsl BEAECHUS KOHTPOJIA. AKTyaln3anys CIpaBO4YHO-
nH(popMallMOHHOTO 0aHka AaHHbIX. CripaBouHas padoTa MO KOHTPOJIHUPYEMBIM JOKYMEHTaM U
HAallOMMHAHUS MCMIONHUTENSIM. TexHomoruss paboOThl € TPAAMIMOHHOM KapTOTEKOM U
BHEMAIIMHHAs TEXHOJIOTHs KoppekTupoBanus 6anka qanHbix ACO/I.

TunoBoi cocTaB MpoLELyphl aHAINW3a UCIOJHUTENBCKOW AUCHUIIIMHBL. TpalulnoHHAs
texnosorusi u TexHoyorus B ACOJI. Hcnonp3oBaHuMe pe3ynbTaToOB aHaiu3a B paboTe ¢
IIEPCOHAIIOM.

TEMA 5. CHUCTEMATU3AIIUA U OINEPATUBHOE XPAHEHUWE
KOHOUJAEHIMNAJIBHBIX TOKYMEHTOB M AEJI

5.1. HomenkJartypa aei. ®opMupoBaHue M OlIEPATHBHOE XPaHEHHUeE e,

Haznauenwne un 3aaa4n CTaguu COCTABJICHHUA W BCACHHA HOMCHKIIATYPBI JCII. MeTOIH/IKa
COCTaBJIGHUS ~ HOMEHKJIATYyphl  JeJl:  W3Y4YeHHE  COCTaBa  JIOKyMEHTOB,  pa3paboTka
KJIacCU(UKALMOHHOW CXEMBbl HOMEHKJIATyphl, (OPMYIMPOBAHUE 3aroJIOBKOB 11 M HX
cUcTeMaTH3allisd, HWHAEKCUPOBAaHUE JieN, OINpeJAeieHue CpOKOB XpaHeHus pen. IIpasuia

dbopMynupoBaHUs 3aroyioBKOB Jien. [lepedueHb TOKYMEHTOB C yKa3aHHEM CPOKOB UX XpaHEHHS.
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Hasnauenne nepeuns. TunoBbie 1 BeAOMCTBEHHbIE NepeuHn. CTpyKTypa MepeuHel u MmopsioK
UX IPUMEHEHUSI. ABTOMATU3UPOBAHHBIE METO/Ibl COCTABJIEHNUSI HOMEHKJIATYPBI JIE.

OCOOCHHOCTH COCTaBIICHUSI HOMEHKJIATYPHI 1€ JUIS KOH(GUACHIUATBHBIX TOKYMEHTOB
Pa3IMYHOIO TUIIA U YPOBHS KOHPUIECHIIMATBHOCTH.

OdopmiieHre HOMEHKJIATYphI JIe]1, €€ COIJIACOBAHUE U YTBEP)KICHHE.

TunoBo# cocras onepanuil IpoLeypbl BEACHUS U 3aKPBITU HOMEHKJIATYPBI JEIl.

Haznauenue u 3amaun craguu GOPMHUPOBAHUS U ONEPATUBHOTO XpaHeHus jaen. [lonsTue
"(bopmupoBanue nen". LleHTpanu3oBaHHOE U JACLEHTPAIN30BaHHOE (JOPMUPOBAHUE U XpaHEHUE
nenn. ENMHCTBO perucTpaliiOHHOTO MHIEKCA U MECTA XPAaHEHUs JOKYMEHTA.

TumnoBoli cocTaB ormeparuii Tporeaypbl (GopMHpOBaHHS JCi. 3aBEICHUE eI
MIOCTOSTHHOTO ¥ BPEMEHHOT'O CPOKOB XpaHeHHs, odopmieHue oON0XKH aena. TpeGoanwus,
IpEIbABISEMBIE K TIPYNNMPOBKE JOKYMEHTOB B J€ja. TEeXHOJOrMYecKHe OIepaluuu
IrpynnupoBKU. Pacnipenenenyre JOKyMEHTOB BHYTPH J€ja.

HononuurenbHbie TpeOoBaHus K (QopMUpOBaHUI0O B jJela KOH(QUICHIIMATBHBIX
nokyMeHTOB. Hymepauus sucroB. 3amojiHeHHME ONUCH JOKYMEHTOB jena. CocraBiieHue
3aBepuTeNbHON Haamucu. [IpommBka u omeuarbiBanue aena. OdopmileHHE KapTOUYKH Yydera
BBIJIa4M JieNa.

TunoBo# coctaB oneparuil npoueayps! xpaseHnus aei. [IpaBuna xpaHeHUs: TOKYMEHTOB,
BBIJIAYX U ITPUEMA JIEJT, U3BSITHE JOKYMEHTOB U3 JIETa.

Ha3HaueHune m cocTaB JOKYMEHTOB M €] BbIAEIEHHOro XpaHeHus. dopmbl ydera u
COZIEpKaHUs PETUCTPUPYEMBIX CBEICHUN. TeXHOIOrMYECKUE ONEPALMH IIEPEBOIA JOKYMEHTOB U
JIeJ1 Ha BBIJICJICHHOE XpaHEHUE.

Oco0OeHHOCTH TPYNIHUPOBKH, YU€Ta U XPAHEHUS MalIMHOYUTAEMBbIX, ayJAHOBU3YalIbHbIX,
KOHCTPYKTOPCKHX, TEXHOJIOTUYECKUX U HAYYHO-TEXHUUECKUX JTOKYMEHTOB.

CpenctBa OpraHM3allMOHHOM TEXHUKH, MCIOJIb3YyEMbIE IPU BBIIOJHEHUHU IPOLENYp U
onepanuii JaHHOUW CTaJauu.

5.2. IloaroroBka u nmepeaaya Jaeji B apXus

Ha3nauenue u 3a1aum cTaguu NOATOTOBKY U NIEPENAYH 1€ B APXUB.

ITpouenypa skcnepTH3bl IIEHHOCTHM JOKYMEHTOB. IloHsaTme "skcmepTusa IEHHOCTH
JIOKYMEHTOB", €€ 3a/lauM, MPUHIMIBI U KpuTepuu. TpedoBaHus, NpeabsIBIIeMble K dKCIIEPTH3E.
Opranuzanys NpoBEACHUsI HKCIEPTU3bl [IEHHOCTH JOKYMEHTOB. 3ajiaud, (YHKIUH, COCTaB U
HOPSI0K PadOTHI HIKCHIEPTHON KOMUCCHH.

Otanbl NPOBENEHUS SKCIEPTU3bl LIEHHOCTH OKYMEHTOB. THUIIOBOIl cocTaB oleparuil
KaXJ0ro Jtamna. JlomonHuTeNnbHble TpeOOBaHMS K MPOBEACHUIO SKCIEPTHU3bl ILIEHHOCTH

KOH(UICHIMATBHBIX JOKYyMEHTOB. OdopMieHHEe Pe3yIbTaTOB KCIIEPTU3HI.
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OcoOeHHOCTH  JKCHEPTU3bl  ILIEHHOCTH  MAIIMHOYMTAEMBIX,  ayAHOBU3YaJIbHbIX,
KOHCTPYKTOPCKHUX, TEXHOJIOTHYECKUX U HAYYHO-TEXHUYECKUX JOKYMEHTOB.

Hasnauenue um Buuel omuceit nen. [lopsmok cocraBieHus omucH, ee odopmiieHue,
COTJIaCOBAHUE U YTBEPKIECHUE.

TunoBoil cocras onepanuil Npoueaypbl HOATOTOBKY A€l K IIepejadye B apXUB.

TuroBoii cocTaB onepauuii MpoUeypsl IEPEIadn 1€ B APXUB.

5.3. YHnUTOXKEHME TOKYMEHTOB U HocuTe el nHopManun

Haznauenue u 3amauu CTaAuM YHHUYTOXKEHHS JOKYMEHTOB M HOCHTENEH HH(pOpMAaIUH.
[Tpouenypa oT6opa TOKYMEHTOB U HOCHTENEH HHPOpMAINK A yHUYTOXKeHUs. OpraHu3zaius u
nopsiiok orbopa. TumoBoit coctaB omepauuit. Odopmiienue pesynbTaToB otdopa. [lopsgox
COCTaBJICHUS U OPOPMIICHUS aKTa O BBIJCICHUH K YHUUYTOKECHHUIO JIOKYMEHTOB, HE MOJIJICKAIINX
xpaHeHuto. TpeOoBaHMs MO BKIIOYEHUIO B aKT JOKYMEHTOB, J€JI U HOcUTEeNed HH(OopMaiuu.
[lonrotroBKa K  yYHUYTOXKEHUIO  OyMaKHBIX,  MAIIMHOYMTAEMBIX,  ayJUOBHU3YaJbHBIX,
KOHCTPYKTOPCKHX, TEXHOJIOTMUYECKUX U HAYYHO-TEXHUYECKUX JOKYMEHTOB.

[Tpouilenypa yHHYTOXKEHUS JTOKYMEHTOB W HocuTened wuHbopmamuu. TpeOoBaHHS K
MPOLIECCY YHUYTOXKEHUS JTOKYMEHTOB B COOTBETCTBUHU CO CTEMEHBIO UX KOH(PUACHIIUAIHLHOCTH.
CnocoObl ¥ COCTaB TEXHOJIOTMYECKUX OINEepaluii YHHUTOXKEHHUS JOKYMEHTOB Ha pPa3IMYHBIX
HocuTeNsiX uHpopManuu. [lOpsSIOK BHECEHHS OTMETOK OO0 YHHYTOXEHWU JTOKYMEHTOB U
HOocuTeNne wuHbopMmanuu B y4deTHbie ¢opmbl. CpencTtBa OpPraHU3allMOHHON TEXHHUKH,
HCIIOJIb3YEMbIE MTPU BBITIOJIHEHUH MPOLEAYPHI.

TEMA 6. APXWBHOE XPAHEHUE KOHOUAEHIINAJIBHBIX
JOKYMEHTOB U JIEJI

6.1. KomniiekToBanne apxuBa, Kjiaccupukaums v yuer JeJl.

[Tonsatne "apxuB ydpexIeHHs, OpraHu3auuu, npeanpustus, ¢upmsl". IloHsTHe
"BenoMmcTBeHHbIN apxuB". Ilonstue "rocymapcTBeHHbIM apxuB". B3anMOCBS3b apXUBOB MU
MOPSIIOK UX KOMIUIEKTOBAHMS. BHbI apXMBOB aKIIMOHEPHBIX U YAaCTHBIX NPEANPUATHNA. Y CIIOBUS
nepeadn JOKYMEHTOB W JIeJ M3 BEIOMCTBEHHOIO apXHMBa Ha TOCYIAapCTBEHHOE XpaHEHUE.
TexHuueckuil (Hay4HO-TEXHMYECKHH) apXuB. ApXHB HH(POPMAIMOHHO-BBIUUCIUTEIBHOTO
LIEHTpa.

[lonsiTHEe "KOMILJIEKTOBAaHHE BEAOMCTBEHHOro apxmuBa'. VICTOUHMKM KOMIUIEKTOBAHUSI.
TumoBoil cocraB mpoueayp M Ollepauui KOMIUIEKTOBaHMsS apxuBa. llopsgok mpuema
JIOKYMEHTOB B apXUB OT CTPYKTYPHBIX IOAPA3ACICHUN U NPEeInpUATUN. MeToauka MpoBEpPKU

NPaBUIBHOCTH OPOPMIICHHS JIeNT ¥ O CEH.
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Knaccudukanust u rpynmnupoBka Jien B apxuBe. THUIOBOW COCTaB MPOIEAYP U ONEpaIni.
@®onaupoBanue gokymeHTtoB. [lonstue "apxuBHbIi QoHa", BuAbl ¢GoHIAOB. Cxembl
cucTeMaTH3aluu apXxuBHOTO (poHaa. [TocienoBaTenbHOCTS TPYIIUPOBKH JIeT (POHA.

[Topsinok mpoBeAEHUS! SKCHEPTU3bl LEHHOCTH JOKYMEHTOB B BEJOMCTBEHHOM AapXMBE.
CocTas npoueayp U onepaiui.

Hasnauenue u 3amaum ydera apXwBHBIX Jein. TpeGoBanus Kk ydery. TWMoBOH cocraB
orepanuii MpoUeayphl 3alHCH HCXOAHBIX CBeleHH 00 apxuBHOM jene. CocTaB MCXOIHBIX
CBEIICHUI M WX IIeJieBOe Ha3HaueHue. YueTHble GopMbl U ux coctaBieHue. [lopsiiok BHeceHUs
M3MEHEHUH B yYETHBIE ()OPMBI.

6.2. Hay4yHo-cipaBOYHBIH anmapar M OPraHu3auMs HCHOJb30BAHUS APXMBHBIX
noKymMeHTOB. O0ecrieueHre COXPAHHOCTH JOKYMEHTOB M /1eJ1 B apXuBe.

Haznauenue u 3amaum HayuHo-cmpaBoyHoro amnmapata (HCA) x apxuBHBIM jAenam u
JokymeHTaM. Buabl u neneBoe wucnonb3oBaHue kaxaoro suaa HCA. Hocurenu HayuHO-
CIpPaBOYHOTO ammapara. THIIOBOW cOCTaB MpOLEAyp W omnepanuii (GOpMHUPOBAaHHUS M BEICHUS
HCA. TexHonorust aBTOMaTU3MPOBAHHOTO PEIICHUS YYETHBIX M HAayYHO-CIIPABOUHBIX 3aJay B
apXxuBe.

OCHOBHbBIE HampaBJ€HUS HUCIOJb30BAHUSA APXUBHBIX JIOKYMEHTOB B HAayYHBIX,
MPAKTUYECKUX W COIMAJbHBIX LEJIX. THUITOBOW COCTaB MPOLEAYpP M ONEpaUi MO MOArOTOBKE
JOKYMEHTOB K MWCHOJb30BaHUIO. [lOpsAAOK BbIIauM apXMBHBIX CHPAaBOK M BBIIMCOK U3
JOKYMeHTOB. [lopsmok  ucnosib30BaHUs  JOKYMEHTOB B HayuHbIX wensax. [lopsmok
nH(pOpMalMOHHON paboThl apxuBa. [lopsa0K UCTIOIB30BaHUS IEKTPOHHBIX, ayJHOBH3yaTbHBIX,
TEXHUYECKUX, TEXHOJIOTUYECKUX U HAYYHO-TEXHUUECKUX JTOKYMEHTOB.

TumoBoi cocTaB NpoueAyp M OINEpaluid BbIAYM APXUBHBIX JEJI HCIIOJIHUTEISM.
OcHoBanus ¥ npaBuia ohpopMieHus Boigaun. [lopsaok peanuzaiuu pa3penuTeIbHON CUCTEMbI
npu Bblade JokyMeHToB U aen. Cpoku Beigaun. Odopmiienue Bo3Bpara nen. [lopsaok Beaun
JIOKYMEHTOB U JIeJ1 IPYTUM YUpeKICHUSIM, OpraHu3alusIM 1 pupmam.

[IpuHIMITBEI pasMenieHusl apXUBHBIX A€ B XpaHwiuile. COCTaB UM TUIBI UCIIOIb3YEMOTO
o0opynoBanusi. OCOOEHHOCTH pa3MelleHHst /el C 0co00 BaKHBIMU KOH(HUACHIHATLHBIMU
nokymeHTamMu. CrocoObl pa3MelleHHs B XPaHWIHINE AJICEKTPOHHBIX, ayJUOBU3YaIbHBIX,
TEXHUYECKUX, TEXHOJIOTUYECKUX U HAYYHO-TEXHUYECKUX JOKYMEHTOB.

OnTuManbHbIE YCIOBUS COXPAaHHOCTHU JOKYMEHTOB: MPOTHUBOMOXAapHas 0e30MacHOCTD,
TEMIEPATyPHO-BIIAJKHOCTHOM, CBETOBOM, CAHUTAPHO-TUTMEHUYECKHMM W HUHBIE PEXKUMBL
TpeOGoBaHus K OXpaHE U MOPSAIKY AOCTymna B apxuB. [IpaBuia paboThl COTPYIHUKOB apXuBa U
noceruteneid. I[lnan sBakyanum apxuBa B 3KCTpeMaibHbIX cuTyauusx. CTpaxoBbie (HOHJbBI

JIOKYMEHTOB, UX y4YeT.
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OpraHu3anMoHHas TEXHHMKA, [IpeJHa3HaueHHas JJI1 MCIOJIb30BaHUs B  palote
COTPYAHHUKOB apXUBa.

TEMA 7. HPOBEPKA HAJIMYHUA KOHONJAEHIIMAJBHBIX TOKYMEHTOB,
JIEJI M HOCUTEJIEH TH®OPMAIIMN

Ha3nauenue u 3aja4uv MPOBEPKU HAIMYMS JOKYMEHTOB, J€7 U HOCHTEIEeH HH(pOpMAIUH.
Cdepsl pacnpocTpaHeHuss NpoBepkH. TpeOoBaHUS, NPEIBABISIEMbIE K TPOBEpKe. Buabl
npoBepok. IlepnoguuHOCTh MPOBEPOK HAIMYHS U YPOBEHb KOH(DUICHINATBHOCTH HH(POPMALIHH.
[TpoBepku periiaMeHTHPOBAaHHbBIC (meproanUecKue) " HEperJIaMeHTUPOBAHHbBIE
(Henepuoauveckue). TUMOBOW cocTaB MPOLEAYP U ONEepalnil IPOBEPKU HATTHYUSI.

Texymas mpoBepka HaJIWYMS TOKYMEHTOB, A€ W HocuTenedl mHpopmanuu. Ee nemw,
COCTaB MIPOBEPSEMBIX JOKYMEHTOB. OdopMiieHHE pe3ysbTaTa IPOBEPKU.

KBapranbHas W Tr0J0Bas MPOBEPKH HAIMYMs JOKYMEHTOB, JieJI W HOCHTEJICH
uHpopmanuu. Llean mpoBepok U cocTaB MpPoBepseMbIX T0KyMeHTOB. OopmiieHre pe3ylbTaToB
MPOBEPOK.

EsxemecsiuHasi mpoBepKa HaJIHM4UUs 0c000 BaXKHBIX KOH(HUIACHIMAIBHBIX TOKYMEHTOB. Ee
I[EJIM, COCTaB MPOBEPSAEMBIX JOKYMEHTOB. OdopMiieHHE pe3ylibTaTa MPOBEPKH.

[TpoBepka Hanmuuus JOKYMEHTOB, Jlell M HOcuTesned HMH(opManuu Hpu YBOJbHEHHUU
corpynnuka. Ee memn wu odopmienue pesynbrata npoBepkd. [lopsgok mpuema OT
YBOJIBHSIIOILIETOCST JOKYMEHTOB, Jel U Hocutened wuHpopmammu. OdopmiieHue pesyiabTara
npuema.

[TpoBepku HaIMUUSA U COXPAHHOCTH 0a3 JaHHBIX B aBTOMAaTU3WPOBaHHOH cucteme. Llenn
MIPOBEPKH U TOPSIOK ee poBeneHus. OhopmiieHue pe3yabTara IpOBEpKH.

HpeI[HOCBIJ'IKI/I HCPCTIIAaMCHTHPOBAHHBIX IMPOBEPOK HAIWYHA JOKYMCHTOB, JOCII U
HocuTeneil napopmanuu. Llenn mpoBepkH, cOCTaB MPOBEPSEMBIX JTOKYMEHTOB M o(opmieHHe
pe3ysbTara MpoBEPKH.

TEMA 8. METOAMKA COBEPHIEHCTBOBAHUA TEXHOJIOI'MU
SAHIUIIEHHOTI'O JOKYMEHTOOBOPOTA

[IpyHIMIIBI ¥ HampaBI€HHWS  COBEPIICHCTBOBAHUSA  TEXHOJOIMM  3aIUILIEHHOIO
JIOKYMEHTO0000pOTa. 3a/1aui U COCTAB HTANOB MCCIIETOBAHMUS.

COop HCXOOHBIX JaHHBIX, METOJAbI cOOpa M CrnocoObl (UKCUPOBAHUS TOTYYEHHBIX
JaHHBIX. AHaJIM3 MCXOAHBIX JaHHbIX. ['padumyeckume Meronpl aHamuza. CrocoObl
CUCTEMATH3allMM MAaTEpUajoB aHalIM3a JUIsl MPOEKTUPOBAHMS JIOKAJIBHBIX M KOMILJIEKCHBIX

HaHpaBHeHI/Iﬁ COBCPUICHCTBOBAHUA TCXHOJIOTUN IIOKYMGHTOOGOPOTa.
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Meronnka pa3paboTku 3()(PEKTUBHOW TEXHOJIOTHYECKOW CXEMBbI JTOKYMEHTOOOOpOTa,
JOKYMEHTOIIOTOKA M OTAEIbHON TEXHOJOTHYECKOW CTaJAMU C HMCIOJIB30BAHUEM COBPEMEHHBIX
CHCTEM H c1I0cO00B 00pabOTKU U XpaHEHHS KOH(PUICHINATBHBIX JOKYMEHTOB.

Mertoanka popmynupoBaHus 3a1a4 10 pa3padboTKe TpeOOBaHUM K aBTOMaTU3MPOBAHHBIM
cucreMaM 00pabOTKH U XpaHEHUs1 KOH(PUICHIIMATIbHBIX JIOKYMEHTOB.

Metoauka pa3pabOTKH BHEMAIIMHHOW YacTH OPraHU3alMOHHOTO M MH(OPMAIIMOHHOTO
obecrieyeHnss (YHKIMOHUPOBAHUS aBTOMATH3MPOBAHHOM CHCTEMBI OOpaOOTKM W XpaHEHHS
KOH(HIEHIIMATIBHBIX JJOKYMEHTOB.

Metonrka pa3paboOTKU HampaBiIeHUH M CHOCOOOB KOHTPOJS M aHalu3a YPOBHS
3alIUIIEHHOCTH JOKYMEHTOB B TMIPOIECCe HMX JBW)KCHUS, PACCMOTPEHHUS, HWCIOJIHEHUS U
UCTIOJIb30BaHUSI.

Mertoauka pa3paboTku U O(OpMIIEHHS HOPMATHMBHO-METOAMYECKMX MAaTepuajoB IO
periaMeHTaluy IpOLEeccCOB O0pabOTKM M 3allUThl KOH(PUICHLIMAIBHBIX JIOKYyMEHTOB B
NEeSITeIbHOCTH YUPEXKICHUH, OpraHu3aliii, IpeAnpusITid 1 GupM, a TaKke B chepe apXUBHOTO
XpaHEHHS U MCIIOJIb30BAHMS ITHX JIOKYMEHTOB.

Mertonrka BHeApeHHs Pa3pabOTaHHBIX HAINPaBJIEHUH M CIIOCOOOB COBEPLICHCTBOBAHMS
TEXHOJIOTUM  3alUIIEHHOI0  JOKYMEHTOO0OpOTa B  NPAaKTUYECKYI0  JIEATEIbHOCTh

OpPraHU3alMOHHBIX CTPYKTYD.

4. Ob6pa3oBaTejibHbIE TEXHOJIOTHH

[Ipu peanuzaumm paboyeil mHporpaMMbl JUCHUIUIMHBI «3ammTa u  o0OpalboTka

KOH(I)I/II[GHI_II/IEUIBHBIX JAOKYMCHTOB» UCIIOJIb3YKOTCA CICAYIONINC 06p330BaTeJ'IBHBIe TCXHOJIOTHUH:

No Bugpl yueOHbIX
HaumenoBanue paszena . O0pa3oBaTeNbHbIE TEXHOJOTHH
n/m 3aHATHI
1 2 3 4
1 |Bgenenmue. Jlexmms 1. Jlexmus.
Huckyccns.
2 |OCHOBBI TEXHOJIOT MU
J 2.
3ALUIIEHHOTO e JlHCKyCCHS.
JOKYMEHTOOBOPOTA
3 ggﬁ[ﬁ%%l%g)g ;ggﬁg(ﬂ Jlexums 3. BeInosHeHHEe MPaKTHYECKOTO 3aIaHusI TT0
KOH®MIEHLIAJIBHBIX [IpakThyeckoe |METONY aHAIM3a KOHKPETHBIX CUTYyalUi
JIOKYMEHTOB SAITHE - (AKC)
4 |CTAIMUN OBPABOTKU 1 1 5
3ALMTBI Mewrg 4. C;;(;I/Z;;I pilgggreﬁ;KﬁgzxﬁqGCKoro
KOHOUAEHUUAJIHBIX TpaxTueckoe 3aJ]aHUs TI0 METOJTY aHaIM3a KOHKPETHBIX
ﬁgig%g&g?g " SapATHC. curyarmii (AKC).
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Ne HaunmenoBanue paznena Bret yqe6“H171x Ob6pazoBaTenbHbIE TEXHOIOTHU
/T 3aHATUI

1 2 3 4
BHYTPEHHEI'O ITOTOKOB

5 |CUCTEMATHU3ALUA N Texms 5 Jlexuusi ¢ pa360poM KOHKPETHBIX
OIIEPATMBHOE XPAHEHUE - i cuTyauuii. BbIMomHeHNe TPaKTUYECKOTro
KOHOUAEHIINAJIBHBIX 3apaKTpéqec1<oe 3a1aHMS TI0 METOy aHaJIN3a KOHKPETHBIX
JIOKYMEHTOB U JIEJT e - curyammii (AKC)

6 |APXIMBHOE XPAHEHUE Tlexuust 6. Jlekusi ¢ pa3bopoM KOHKPETHBIX
KOHOUJIEHIIUAJIBHBIX paKTitecKoe cuTyaluil. BelnoiHeHUE TPAKTUUECKOTO
JIOKYMEHTOB U JIEJ P 3aJIaHUS [I0 METO/Iy aHaJIn3a KOHKPETHBIX

SarTHe. cutyanuit (AKC)

7 |IIPOBEPKA HAJIMYNA j r— Jlexuust ¢ pa360pOM KOHKPETHBIX
KOHOUAEHIINAJIBHBIX 0 i cuTyanuid. BeImonHeHe NpakTHIeCKOro
JOKYMEHTOB, IEJI 1 Saiiig?emoe 3aJ[aHUs TI0 METOIY aHaIM3a KOHKPETHBIX
HOCUTEJIEM UHOOPMAIMH ' curyauuii (AKC)

8 IMETOJUKA
COBEPIHIEHCTBOBAHUNA Tlexums 8
TEXHOJIOI'MA ) Jluckyccusl.

SAIMUIIIEHHOI'O
JJOKYMEHTOOBOPOTA
5. OneHka IJIaHUPYeMbIX Pe3yJIbTATOB 00y4eHHs
5.1. Cucrema onleHUBaHUA

Cucrema TEKYIIETO M MPOMEKYTOYHOTO KOHTPOJISI 3HAHWN CTYAEHTOB MO JHMCIUIUINHE
«3Gammra 1 00paboTKa KOH(UIECHIMAIBHBIX TOKYMEHTOB)» BBICTPAUBAETCS B COOTBETCTBHM C
y4eOHBIM IIJITAHOM OCHOBHOW 00pa30BaTeIbHON MPOTrpaMMBbl U MpeaycMaTpuBaeT 1 KOHTPOIbHYIO
paboty, 1 TecTupoBaHKe, KOJUIOKBHYM H IIPOMEKYTOYHBINH KOHTPOIb (IK3aMEH).

[lepeveHb KOMITETEHINIA C YKa3aHUEM ATAIoOB X (POPMHUPOBAHUS B TPOIIECCE OCBOCHUS

JUCHUIINIMHBI IPEACTABIACTCA B BUJIC Ta6J'II/II_[BI:

No Konmponupyemowie pazoensi Koo Haumenoeanue
n/n OUCUUNTIUHDL KOHmMpPOupyemoii OUEHOUYHO020 cpedcmea
KoMnemenyuu
1. 1-4 I1K-8 [Inan MIPaKTUIECKOT O
3aHATHUS
2. 5-7 [1K-8, T1K-9 [Inan MIPaKTUYECKOIO
3aHATHUS
3. 7-8 IK-8, T1K-9 [Inan MIPaKTUYECKOI0
3aHATHUS

[To xaxmomy Buay U (hopme KOHTPOJS NPETyCMOTPEHO CIEAYIOIIEE paclpeeicHHe

OaJLIOoB:
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Cucrema TEKylIero M MPOMEXYTOUHOTO KOHTPOJIS 3HAHUM CTYAEHTOB MO JAUCLHUILIMHE
«Bammra u 00paboTKa KOH(HIECHIIMAIBHBIX JOKYMEHTOB» MPEIyCMATPUBACT CJEAYIOIIce
pacnpezeneHue:

3a pabOTy Ha MPAKTUYECKUX 3aHATHIX — 10 5 OAJUIOB 3a KaXKJ0€ MPAKTUUECKYIO padoTy;

3a KOHTPOJIbHYIO paboty 1o Teme 3.3 u mo teme 8. — 10 10 6amios;

3a UTOrOBYIO paboTy- TecTHpoBaHue (9k3ameH) — 110 40 6ayuioB

Hroro: 100 6amioB 3a ceMecTp (AUCIUTIINHY).

KoHTtposbHast pabota mpoBoauTcs mociie u3ydeHus tembl Ne 2 (2.1. u 2.2.) u 1o mocie
TeMbl Ne 8.

TecTupoBaHuE MPOBOTUTCS ITOCIIEC U3YICHHS BCEX TEM.

[TosrydeHHBII COBOKYITHBIN pe3yIbTaT KOHBEPTHPYETCS B TPAIUIIMOHHYIO IIKATY OIICHOK
U B IIKany olieHOK EBpormelickoii cuctemMbl nepeHoca u HakorieHus: kpeautos (European Credit

Transfer System; ganee — ECTS) B cooTBeTCTBHM € TabIuUIIEH:

100-6ammpHast TpazmHonHas mKana [kaia
nIKasa ECTS
95— 100 A
83 o4 OTJIMYHO B
68 — 82 XOpOIIIO 324TEHO C
56 — 67 D
50 _55 YIIOBJIETBOPUTEIHHO E
20 —49 FX
019 HEY/IOBJICTBOPUTEIILHO HE 3aUTCHO F

5.2. Kputepun BbICTaBICHHUS OLIEHKH 10 TUCIUTIIIIHE

Banasl/ Ouenka no Kpurtepuu onieHKH pe3y/abTaToOB 00y4eHHs MO AUCHHUILINHE
Ixana AUCHUILINHE

ECTS

100-83/ 3aUTEHO BeicraBisiercss oOydaromemycsi, €ciid OH TITyOOKO M NPOYHO
A,B YCBOWJI TEOPETUYECKHM M NPAKTUYECKHM MaTepHall, MOXKET

IIPOJEMOHCTPUPOBaTh 3TO HAa 3aHATUAX M B XOHE
IIPOMEKYTOUYHOM aTTECTAL[UH.

OOyuaromuiics HMCUepbIBaONIE M JIOTUYECKH  CTPOHHO
u3NaraeT ydeOHBIH MaTepuaj, yMeeT YBS3bIBaTh TEOPHIO C
IIPAKTUKOM,  CHOpaBIs€TCS  C  pPEUICHHEM 3a1a4y
npodeccuoHanbHOM  HANpaBiIEHHOCTH  BBICOKOTO  YPOBHS
CJIO’)KHOCTH, MPaBUIIBHO 00OCHOBBIBAET NMPHHSTHIE PELICHHUS.
CBOOOIHO OpHEHTHpYeTCS B y4eOHOM U MpodeccCHOHaTbHOU
JUTEpaType.

OneHka MO AMCLUUIUIMHE BBICTABISIOTCS oOOydaromeMmycs ¢
Y4ETOM PE3YNbTATOB TEKYIIEH U IPOMEKYTOYHOU aTTECTALUH.
Kommerenmumn, 3aKpEIUIEHHBIC 3a JTUCIIAIIINHOM,
c(OpMHPOBAHbI HA YPOBHE — «BBICOKHII».
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Banany/
HIxkana
ECTS

Onenka nmo
AUCHUIIJINHE

Kputepun oneHkn pe3yibTaToB 00y4eHUsI MO AUCHMUILINHE

82-68/

3a4YTCHO

BricTaBnsercs 00yyaroiemMycs, €Clii OH 3HAaeT TEOPETUUECKHI
Y IIPAKTUYECKUH MaTepHuall, TpaMOTHO U IO CYIIECTBY U3Jaraet
€ro Ha 3aHATHSAX M B XOJ€ NPOMEXYTOYHOW aTrTecTaluH, He
JIOITYCKasl CYIECTBEHHBIX HETOYHOCTEM.

OOyuaromuiics  TPaBUIBHO  NPUMEHSET  TEOPETHYECKUE
II0JIO’KECHHUS pu peleHnn IIPAKTUYECKHUX 3a1a4y
npoeCCHOHATPHON ~ HANpPaBICHHOCTH  Pa3HOrO  YPOBHS
CJIO)KHOCTH, BJIaJIeeT HEOOXOJUMBIMM JUI 3TOr0 HaBbIKAMHM U
IpUEMaMH.

JlocTaTouHO ~ XOpOIIO  OpPUEHTHUpYETCsT B y4eOHOH H
npodeccuoHanbHOM TUuTEpaType.

OneHka MO AMCLUMIUIMHE BBICTABIAIOTCS oOOyuaromemycs ¢
Y4E€TOM PE3YNbTATOB TEKYIIEH U IPOMEKYTOYHOU aTTECTALINH.
Komnerennuu, 3aKpEIIEHHbIE 3a JUCLUILINHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOIINIY.

67-50/
D, E

3a4TCHO

BeicraBisiercss oOydaromiemycsi, eciud OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETHUYECKUM U MPAKTUYECKUIM MaTepual, JOIyCKaeT
OTJIeJIbHBIE OIIMOKH MPHU €ro U3JI0)KEHUH Ha 3aHATHUAX U B X0/
IIPOMEKYTOUYHOM aTTECTALUU.

OOyuarouuiics HCHBITBIBAET OIpEeIEHHbIE 3aTPyIHEHUS B
IIPUMEHEHUN TEOPETUYECKUX IIOJIOKEHUN TpU PELICHHUH
NPaKTUYECKUX 3a/ad MNpOoQecCHOHaIbHON HaNpaBIeHHOCTU
CTaH/JapTHOIO YPOBHS CII0)KHOCTH, BIIaJeeT HEOOXOIUMBIMU
JUIs ATOro 0Aa30BBIMU HABBIKAMH U IPUEMAMHU.

JleMOHCTpUpYeT [OCTaTOYHBIA YpOBEHb 3HAHHUS yueOHOMU
JIUTEPATypBI 110 AUCLHUIIIIMHE.

OueHka 1o JUCIMIUIMHE BBICTABISAIOTCA oOyuarolemycs ¢
Y4ETOM PE3YNBTATOB TEKYILEH U IPOMEKYTOYHOU aTTECTALUH.
Komnereniuu, 3aKPEIJIEHHBIE 3a JUCLUTUTUHOM,
c(OpPMHPOBAHBI HA YPOBHE — «JJOCTATOUHBINY.

49-0/
F, FX

HE 3a4TCHO

BrictaBnsercs oOydaromeMycsi, €ciii OH He 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U NIPAKTUUECKUN MaTepuall, 10IyCKaeT
rpyoOble OIIMOKM MpPU €ro M3JI0KEHWH Ha 3aHATUSAX U B XOJE
IIPOMEXYTOUHOM aTTeCTaluu.

OOyyaromuiicss HCHBITHIBAET CEPbE3HBIE 3aTPyJHEHUS B
IIPUMEHEHUN TEOPETUUYECKUX IOJIOKEHUH TpU  pELICHUN
MPAKTUYECKUX 3a7ad NpodecCHOHaIbHOW HaNpaBIE€HHOCTU
CTaHJAPTHOTO YPOBHSI CIIOKHOCTH, HE BJIaJIe€T HEOOXOAMMBIMU
JUTSL 5TOTO HaBbIKAMHU U TIpUEMaMHU.

JlemoHcTpHpyeT (dparmeHTapHble 3HAHUS yueOHO
JUTEPATYpPHI MO TUCHUIUINHE.

OneHka MO AMCUMIUIMHE BBICTABISIOTCS oOyyaromemycs ¢
Y4ETOM PE3YNbTATOB TEKYIIEW U MPOMEKYTOUHON aTTECTALlUH.
KoMmnereHun Ha ypOBHE «JIOCTaTOYHBIN)», 3aKPEIUIEHHBIE 3a
JMCLMIUIMHOM, HE ¢()OPMUPOBAHBI.
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5.3. Ouenounblie cpeacrBa (MaTepuaJjibl) AJA TEKYHIEro KOHTPOJISAA YCIIeBaeMOCTH,
NPOMEKYTOYHOH aTTecTauMu Oo0y4aloluxcsl IO IUCHUILUINHE (MOOynl0) — npoeepKa

chopmuposannocmu komnemenuuii - INK-8, IN1K-9

Texkywuii Konmpoap (eéapuanm 3a0aHUs KOHMPOIbHOU padomsl no meme: Y4Uer
H3AHHbIX KOH(PUIEHIIHATbHBIX TOKYMEHTOB)

[Tocne moamucaHusi PyKOBOJAUTEIEM MPEANPHUATUS KOH(PUACHINATBHBINA JOKYMEHT OBLI
BO3BPALIEH Ha y4yacCTOK WM3/JaHHBIX KOH(QHIEHIMAIbHBIX JOKYMEHTOB HCIIOJIHUTENIEM 30TOBBIM
A.B. ¢ COOTBETCTBYIOLIEH OTMETKOM «O BO3BpATE» JUIsl OTIPABKHU.

Hcxonnple naHHble AOKyMeHTa: TexHudueckoe 3amaHue (Ha 65 mucrax B 2-X 9IK3.,
oTrrnevarad ¢ MarHuTHOro Hocuresst Yu.Ne 17mu-KT).

? Ocywecmeumb ydyem OOKyMeHmCl 6 coomeemcmeyrwux pecucmpayuOHHblX JICYPHALAX.

a) IIpowsBecTu OTIpaBKY JAOKYMEHTa C 3alOJHEHHUEM HEOOXOIMMBIX YYETHBIX Tpad B
xypHane. OtnpaBneHue 10KHO ObITh 3adpukcupoBano 3a Mex.Ne 107 KT ot 00.00.00 r.

0) JlokymeHT ObUT OTIPABIICH HA COTIACOBAHHME C COMPOBOIUTEIHHBIM IMMCHMOM U Yepe3
Mecs1 BepHyJcs ¢ oTMeTKON «CornacoBaHo». [IponsBecTu oTIpaBKy JOKYMEHTa Ha BPEMEHHOE
[I0JIb30BAHUE, C 3aloJHEHHMEM HEOOXOIMMBIX Y4YeTHBIX Trpad B kypHaie. OTpasuTh
PETUCTPALMIO CONPOBOAUTEIBHOIO MUChMa K OCHOBHOMY JJOKYMEHTY.

1 B) TexHHYecKOe 3aJjaHME BEPHYJIOCh Ha MPEANPUSATHE C  OTMETKOU
«CornacoBaHo» uepe3 mecaul. [Ipon3BecTy yueT NoJy4eHHOTO JOKYMEHTA ¢ 3al0JHEHUEM BCEX
PETUCTPAIIMOHHBIX (hOPM U Irpad »KYPHAIOB.

Ipomesicymounslii Konmpoay (eapuanm mecma) — HPOGEPKaA CPHOPMUPOCAHHOCHU

komnemenyui - INK-8, ITK-9

VYKakuTe HOMep MPaBUIIBHOTO OTBETA
1. KonduaenunanbHoe JeI10NpOU3BOACTBO PACIPOCTPAHAETCS HA TIOKYMEHTBI, COAEPIKaIIIHE:
A). 'ocynapcTBeHHYIO TalfHYy.
b). Kommepueckyto u cinykeOHyIo TaliHy.
B). OTKpBITBIE TOKYMEHTHI.

YkakuTe HOMep MPaBUIBHOTO OTBETA
2. Opranuzanus KOHQUIESHITUATHFHOTO JASIOMPOU3BOACTBA BKIIIOYAECT:
A). OdopmiieHne pa3penuTeNbHON TOKyMEHTAIUH.
b). Tloy4yeHue TUIEH3WH Ha MPABO OPraHU3aUN KOHPUICHIIMATHLHOTO JISIIOIPOU3BOICTRA.
B). Coznanmne koHPHUISHIIUATBHOTO TIOIpa3AeIeHUsI.

VYKakuTe HOMep NPaBUIIBHOIO OTBETA
3. Hocutenem, wuMerOmMUM COpOLIIOPOBAHHBIA BHA C MPOHYMEPOBAaHHBIMU JIUCTAaMU H
KOHTPOJIbHBIM JINCTOM, SIBIISIETCSL:
A). PabGouas TeTpajs.
b). UeprexHo-rpaduueckas TeTpab.
B). Crieib6;0KHOT.

VYKakuTe HOMep NMPaBUIBHOIO OTBETA
4. HocuteneMm, MMEIOIINM 3aBEPUTENBHYIO HAANUCh U IPOLIMBKY JUCTOB, SBISETCS:
A). PabGouas teTpanb.
B). UeptexxHo-Tpaduueckast TeTpasb.
B). Crieni6s0KHOT.
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VYkaxute HOMep MPaBUIBHOIO OTBETA
5. K 251eKTpoHHBIM (MAIIMHHBIM ) HOCHTEJISIM OTHOCSITCS:
A). PabGouas teTpazb.
b). OtnenbHble TUCTHI
B). Ontuueckue quckw.
I'). Crieib10KHOT.

YKaKuTe HOMEp MPaBUIBHOTO OTBETA
6. Yder OyMaXXHBIX M MAIlTUHHBIX HOCUTEJICH TIPOM3BOAMTCS MO KaXKIOMY BUy TalHBI:
A).CoBmecTHO
b). PaznensHO

VYkaxute HoMep NPaBUIbHOTO OTBETA
7. Peructpanusi KOHQUACHIUATEHOTO HOCUTENS IIPOU3BOJUTCS C MOMEHTA!
A). Co3nanus Ha HeM IPOEKTa JOKYMEHTA.
b). Co3nganust Ha HEeM YepHOBHKA JIOKYMEHTA.
B). [loyuenus 3asBKU OT UCTIOJHUTENS O HEOOXOIMMOCTH CO3/IaHHsI YEPHOBHKA (TIPOEKTA).

VYKakuTe HOMep NPaBUIBHOIO OTBETA
8. KonmuecTBO OoTHeUaTaHHOTO MPOEKTa KOH(DUICHIIMAIBHOTO JOKYMEHTA OIPEeIisieT:
A). PykoBoautens nojpasieneHus KOH(QUIEeHINAIbHOTO JeJIONPOU3BOCTBA.
b). PykoBoaurens npeanpusiTus.
B). UcnionauTENb.
I'). PaboTHuk nospa3zaeneHuss KOHPUACHINAIBLHOTO JeJIOIPOU3BOICTBA.

VYkaxxute HOMep IPaBUIBHOTO OTBETA
9. Yuer KoHOUAESHIIMATBHBIX JOKYMEHTOB BBIIEJICHHOTO XpPaHEHHsI OXBAaThIBAET BCE:
A). KondunenuuanbHble HOCUTEIH.
b). IokyMeHTbI, MOCTYNUBIINE U3 CTOPOHHUX MPEANPUITUH.
B). loxymeHTBI, He noasiexaniye noII1BKe B Jena.

VYkaxute HOMep MPaBUIHLHOTO OTBETA
10. JocraBka KOH(pHIEHITUAIBHBIX JTOKYMEHTOB OCYIIECTBISIETCS C TIOMOIIIBIO:
A). OOBIYHOM TIOUTHI.
b). CnernanbHOM MOYTHI
B). DnexkTpoHHO# MOYTHI.

VYkakute HOMep MPaBUIbLHOIO OTBETA
11. IlepBuyHas perucTpanus NOCTYMUBIINX KOH(OUACHIUAIBHBIX JTOKYMEHTOB TPOU3BOIUTCS :
A). B xxypHane u3gaHHbIX TOKYMEHTOB.
B). B xxypHaiie NOCTYyNHMBIINX JOKYMEHTOB.
B). B nakeTHOM *XypHale.

VYkaxnute HOMEp MPaBUIBHOTO OTBETA
12. B cnyyae oOHapykeHUs (pakTa HapylIeHHs IETOCTHOCTH IMakeTa ¢ KOH(UIEHIUAIbHBIMU
JIOKyMEHTaMHU HE0OXO0UMO:
A).3apeructpupoBaTh KOH(UICHLIHUAIbHBIE JOKYMEHTHl MO >XypHay «Hapymenuil pexuma
KOH(QUICHIIUATBbHOCTH.
b). CocTaBuTh aKr.
B). B sxxypnarne peructpanuu KOHQUICHINAIBHBIX TOKYMEHTOB YKa3aTh ()aKT HAPYIICHHS.
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Ipomescymounsiii Konmpons (6apuanm KOHmMPpPOabHOU padomsl) no meme: Meroanka
COBEPLICHCTBOBAHHUS TEXHOJIOTHM 3alIUIIEHHOI0 JOKYMEHT0000poTa — npogepka
chopmuposannocmu komnemenuuii - INK-8, IN1K-9

Leasb paGoTbl: Ha NPAKTUYECKUX MpPUMEpPax Ha OCHOBE JIEJIOBOM UIPHI IOKa3aTh BCE
9Tanbl TEXHOJOTHM 3alMIIEHHOTO JOKYMEHTOOOOpOTa M €ro COBEPLIEHCTBOBAHMS, COCTABUB
METOAMYECKHI TOKyMeHT. JlenoBasi urpa MpoBOAMTCS B JIBa ATalla M paccyrTana Ha rpymmy 20-25
YeJIOBEK.

IHopsinok BHINOJIHEHHS /1€JI0BOM UTPHI:

Ha mnepBom 3tame oOCyIIECTBISETCS TEOPETUUECKOE H3YyYEHHE BOIPOCOB, CBS3AaHHBIX C
COBEpLIEHCTBOBAHUEM TEXHOJIOIMH 3aLUIIEHHOTO JIOKyMEHTO000pOTa.

Ha BTOpOM 3Tame Ha NpakTUKE CTYAEHTaMU M3y4aeTCsl TEXHOJIOTHSI MPOXOKACHUS U
00pabOTKU OCHOBHBIX KOH(PHICHIIMATIBHBIX JJOKYMEHTOIIOTOKOB,

OpraHu3alysi KOHTPOJIS HCIOJHEHUS KOH(QMACHIMAIBHBIX JOKYMEHTOB M CHCTEMBbI JIOCTYNa K
KOH(UIEHIIUATBHBIM JJOKYMEHTaM.

CryneHTbl pacnpeneisiioTcs Ha MOJATPYIIbl B COOTBETCTBUM C OCHOBHBIMU YYacTKaMHU
CIy’Obl  3aKpBITOTO JEJIONPOU3BOJACTBA (BXOJSIINX, W3JAHHBIX, HCXOJAIINX, KOHTPOJII
WCTIOJHEHUS U 1. ).

Jlyig mpoBeieHus aTTecTalluy Ha3HavyaeTcsl apOUTp U3 YUCIia mpenoaaBaTesnen.

N3yunB ucxomHplii MaTepuall 10 Hadajla JeJIOBOM Wrpbl (JIEKIUHU, Y4eOHBIE IOCOOWS,
HOpPMAaTHBHBIE JJOKYMEHTbI M 1P . ), CTYAEHTHI IPUCTYNAIOT K OTBETaM Ha TEOPETUUECKUE BOMPOCHI,
IPEJIOKEHHbIE B KAaueCTBE «Pa3MUHKH» Ha 3TOM 3Tame urp. Bompocel 3agaetr apOoutp mocie
OoOBsBJICHUS Hayajga UIphel (B BHJE KOPOTKOro crmucka). OTBETbI Ha BOMPOCHI MOTYT OBITH
o(opMIIEHBI B TUCBMEHHOM BH/JIE WJIM YCTHO (B 3aBUCUMOCTH OT >KeJaHusl UrpokoB). B teuenue 30
MHUHYT CTYJIEHTBl OTBEUAIOT Ha MPEJIOKEHHBIE BOMPOCHI, @ 3aTEM OTBETHI IPE/ICTABIISIIOT apOUTPY.
3a HKOHOMHIO BpeMeHH apOUTphI 100aBisiioT 1 Gasm.

CryneHTsl B MOATPYNIAax CaMOCTOSITEIBHO PACHPEAEAIOT OO0SI3aHHOCTH C  Y4ETOM
OpPraHU3aTOPCKUX CHOCOOHOCTEH, TICHXOJOTHYECKUX XapaKTEepUCTHK, MpodeccrnoHalbHbIX
3HAHUM.

Bropoii 3Tanm urpel MOET MPOBOAUTHCS TOCIE MepephiBa. JTa 4acTh UIPHI SBISETCA
HauboJsee CI0XKHOM, TaK KaK Ha 3TOM JTare CTYAEHThl UTPOKH JOJDKHBI 3aHATHCS MPAKTUUYECKUM
BBLITTOJTHEHUEM 3aJaHUH.

PaGotry cnemyer HauaTh ¢ pa3pa0OTKM  TPUMEPHOM  CXEMbl  3aIUILIEHHOIO

JIOKyMEHTO000pOoTA.
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3areM Ui MOATPYIIBI CTYAEHTOB y4acTKa MOCTYMUBIIUX (BXOISIIMX) JOKYMEHTOB (MK
HOATPYII, €CIH UX HECKOJBKO) IIeTIeCOO0pa3HO COCTABUTh KOMILUIEKC OINEPOrpaMM JIBIKEHHS
MOCTYNHBILIMX KOH(PUICHIMATBHBIX IOKYMEHTOB:

- IOCTYNUBUINX B aJjpec CTPYKTYPHBIX MOJIpa3aesieHue, 00CTyKUBaEMbIX CIEI[YACTIAMU;

- IOJUIEKAIUX JAOKIJIay PYKOBOACTBY MPEANPHUATHS U KOHTPOJIIO UCIIOJHEHNUS;

- BO3BPAILICHHBIX KOH(PHUICHIINATBHBIX JJOKYMEHTOB;

- KOH(QUACHIMAIBHBIX JOKYMEHTOB, IMOCTYIHMBIIUX 0€3 CONPOBOJUTEIHHOTO MHUCHhMA H
MO/JIEXKAIIUX BBIICJICHHOMY XPaHEHHUIO;

Kaxxnas noarpynmna (eciay X HECKOJIBKO) BBIIIOJIHSAET BCE MPEAIOKEHHbBIE BAPUAHThI M
BBHIOOPOYHO (B 3aBUCUMOCTH OT 3aJlaHUS MPETOaBaTeisi), a pe3yabTaThl NPOJCIAHHON paboThI
MPEIICTABISIET apOUTpy.

Breimonnenue 3toro 3amanusi TpeOyeT mpeAenbHOro BHUMaHUS UTpokoB. CocTaBiieHue
ONEPOrpaMM MPEIIOJIAraeT BKIKUYEHHE B MX COCTaB 3HAUMUTEIBHOIO KOJIMYECTBA ONEpalui ¢
JIOKyMEHTaMH, [103TOMY B OTHENbHBIX CIydasX L€JIecO00pa3HO MPEACTaBIATh OINEpOrpaMMbl
CXEMAaTHUYHO.

B xayecTBe JOMOTHUTENBHOIO 3aJaHUs TPYIIIaM CTYACHTOB MPEIaratoTcsl HEMpaBUIbHO
COCTaBJIEHHBIE omeporpammbl. OnpezeneHre cocTaBa OIIMOOYHBIX IMO3UIMHM B TeUeHHE 3-X
MUHYT AaeT MPeuMYIIecTBO B 2 Oana.

Ha nanHom sTame 1enoBoil WIpbl UMUTHUPYIOTCSA MPOLECCHl ydeTa KOH(UICHIMATbHBIX
JIOKYMEHTOB, 3aOJIHIIOTCS HEOOXOUMbIe YUeTHbIE (DOPMBI, OCYIIECTBIISIETCS IPEBAPUTEILHOE
paccMOTpeHHe U pacrpeieleHne KOH(QUIeHIMAIbHBIX TOKyMEHTOB IO UCTIOTHUTEISIM.

JIOKYMEHTBI IIEpeJatoTCsl Ha PACCMOTPEHNE PYKOBOJUTEINIO JJIsl BHIHECEHUSI PE3OJIIOLINH.
CryneHTbl JOJKHBI MPAaBUIBHO 3allOJIHUTh JKypHal ydera Iepefaud KOH(PHUAECHUIHATbHBIX
JIOKYMEHTOB. [Ipeanaraercs HECKOIBKO BApUAHTOB 3allOJHEHUS KypHaIa.

[Tocne BBINOJIHEHHUS TOTrO 3a7aHusl apOUTpP OILIEHHWBAET OTBETHI U PE3YNIbTaThl BHOCUT B
CBOM OLICHOYHBIN KypHaJI.

3areM CTYIEHTbl, UMUTUPYS TMPOILECC HCIOIHEHMS], JOJKHBI MPOCTaBUTh OTMETKY 00
O3HAKOMJICHUM HCIIONHHUTENeH C KOH(MUICHUMAIbHBIM JOKYMEHTOM U 00 HWCHOJHEHUH
JIOKYMEHTa B CaMOM KOH(UIeHIMaNbHOM aoKyMmeHTe. Ilocie 3Toro cryaeHThl B JKypHaie
(kapTouke) ydeTa KOH(DHICHIIMAIBHBIX JOKYMEHTOB 3aIOIHSIOT rpadbl 0 Tiepenade JOKyMEHTOB
Ha MCIOJHEHNUE U UX Bo3BpaTe. [Ipu BBIMOIIHEHNHN 3TOTO 3aJaHus CTYACHTaMHU 3allOJIHSIETe TaKkKe
OIKCH JTOKYMEHTBI, HAXOSAIIUXCS Y UCTIOJTHUTEIS.

B kOHLE »3TOro 3aHATUS 3alONHACTCS KOHTPOJIBHBIM KypHal. Ilo kaxaomy
KOH(QUICHIIMATFHOMY JOKYMEHTY B rpade «J/IBuxkeHHe [TOKyMEHTa» YyKa3bIBaeTCs €ro

MECTOHAXOXICHUC.
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BeinonHeHHOE 3aaHne IPeICTaBIIAETCsS apOUTPyY Ha OLIEHKY.

Jpyras rpynna cTyJeHTOB (y4aCTOK KOHTPOJISI UCIIOJIHEHUS IOKYMEHTOB) IPUCTYMAET K
COCTaBJICHUIO NIEPEYHS ONEpaIuii 10 MOCTAHOBKE KOH(PUICHINATBHOTO TOKyMEHTa Ha KOHTPOJIb
U OCYULIECTBJIEHUIO KOHTPOJISI UCIIOJHEHHUS.

Ocy1iecTBieHne KOHTPOJIS UCIOJIHEHUS IpearosiaraeT rnepenady KOH(QHUIACHIMAIbHBIX
JOKYMEHTOB B CIY)KOy KOHTpoJiA. B CBSI3M C 3TUM Ha JaHHOM JTale UIPhl MpeNrojaraeTcs
COCTaBJICHUE CTYJEHTAMU CXEMBI MpHeMa-Tiepeiadl KOH(PUACHIUAIBHBIX JTOKYMEHTOB MEXIY
y4acTKaMM CIIyObl KOH(HAECHIHAIBHOIO JEJIONPOU3BOACTBA. DTO OYyAyT CXEMbl Ieperadu
KOH(HIEHIIMAJIBHOTIO JOKYMEHTa JUIsl y4eTa ¢ y4acTKa MOCTYNMBIIMX JOKYMEHTOB Ha y4acTOK
JOKYMEHTOB HHBEHTAapHOIO YydeTa M IHepeJaud KOH(PHUACHLMAIbHOIO JIOKYMEHTa B
1oJipa3/iesieHue KOHTPOJIS CIIy>KObI 3aKPBITOTO JI€JI0IPOU3BOJICTBA.

CryneHTtsl pa3pabaTbiBalOT (IIPOEKT) MHCTPYKLHUIO O MOPSAAKE KOHTPOJS HMCIIOJHEHHS
KOH(HICHIIMAJIBHBIX JOKYMEHTOB, BCIIOMHUB JJIi 3TOrO BCIO TEXHOJOTHMYECKYIO CXEeMY
KOHTpOJIsI “cniosiHeHUsl. CTy€HThI ONPEEIsAIOT CTPYKTYPY HHCTPYKIMH, YCTAaHABIIMBAIOT COCTAB
U KOJMYECTBO MPWIOKEHUH (eciu 3T0 HeoOXOIuMO WIM 3allJIJaHUPOBAHO CTYAEHTAMH),
COIJIACOBBIBAIOT CTPYKTYPY MHCTPYKLMHU C PYKOBOJMTEIEM TIPYIIbl U IMPEIOCTABISIOT €€ Ha
YTBEpXKJICHHE apOUTpYy.

[Tocne 3TOrO CTYIEHTHI ATON TPYIIIBI JENIal0T OTMETKY Ha JTOKYMEHTE O IMOCTAHOBKE €ro
Ha KOHTPOJIb, 3aMOJIHAIOT KOHTPOJBHYIO KapTOuKy. [103UI1K1 KOHTPOJIbHON KapTOUKU CTY/IEHTHI
pa3pabaThIBalOT CaMOCTOSTENILHO, ONPEEIUB Ul 3TOT0, KaKUe CBEJACHUS UM HEOOXOIUMBI IPH
OpraHMU3ali KOHTPOJIS UCTIOJTHEHHUS.

3areM CTyAEHTbl (OPMHUPYIOT KOHTPOJbHYIO KapToTeky. Ilocie ucmonHeHus rpymnmna
CHUMAeT KapTO4YKy C KOHTPOJI M JeJIaeT OTMETKY 00 MCIIOJIHEHWM Ha KapToyke (a Ha caMoM
JIOKYMEHTE JieJIaeT UCTIOJHUTED).

BeinonHeHHbIe 33/1aHUS TIepeatoTcst apOuTpy.

Crnenyromass rpynma (WM TPYNNbl) HMUTHPYIOT TIPOIECC OTMPABJICHHS TISATH
KOH(UICHIIMATBHBIX JOKYMEHTOB B CTOPOHHHE OpraHU3aIiH.

Hauunaercs BbIOJIHEHUE 33jaHUs ¢ ODOPMIICHHUS MTAaKeTa, a 3aTeM peecTpa Ha OTIPaBKY
KoppecnoHieHIMU. CTYyAEHTBhl JOJDKHBI NMPABHJIBHO OIPEASIUTh KOJIMYECTBO HEOOXOIMMBIX
HK3EMILUIIPOB peecTpa W MOPSAJOK JBIKEHHUS, OPOPMIIEHHS W MECTOHAXOXKICHMS Ka)JI0To
9K3EeMILIsIpa peecTpa.

Jlanee CTyZAEHTBHI 3alONHSIIOT JKypHaJl y4yeTa PEECTPOB, NPUHATHIX M3 CIEHYACTEH,
O0pOpPMIISIOT Pa3HOCHBIM >KypHal HpU Mepeade AOKYMEHTOB B HE3aKOHBEPTOBAaHHOM BHJIE,
3aIOJHAIOT rpadbl XKypHaja ydeTa rnepejadu J0KyMEHTOB.

BrimonHeHHBIE 3a/1aHKS OLICHUBAIOTCS apOUTPOM.
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Ilocne 3TOro UrpokM MpUCTYNAIOT K cocTaBieHHIo [lonoxkeHus o cucreme JIocTyna K
KOH(HICHIIMATIBHBIM JOKyMeHTaM. I 37TOro Heo0X0AUMO ONPEAETUTh CTPYKTYPY HMOJIOKECHHUS,
YCTAaHOBUTb COCTaB M KOJHMUYECTBO HPUWIOKEHUH (€CIM 3TO HEOoOXOJMMO), COIJIacoBaTh
CTPYKTYPY MOJIOKEHUS C PYKOBOJUTEIEM IPYIIIIbI U IPEACTaBUTh €€ Ha YTBEPXKICHHUE apOUTpYy.

ITocne 3TOro CTyIeHTHI yCTaHABIMBAIOT II€PEUYEHb OCHOBHBIX BOIIPOCOB, KOTOpBIE OyIyT
BKJIFOUCHBI B ITOJIOKEHUE, CAMOCTOSITEIIBHO ONPEJEIISIIOT €ro CTPYKTYpy. 3ateM GopmynupyroTcs
Ha3BaHUA TEMaTHUYECKUX Pa3JIEIIOB, ONPEAEIACTCS IOCIEJ0BATEIIBHOCTD UX PACIOI0KECHHUS.

ApOuTp OLEHMBAET IOJIHOTY, Ka4eCTBO IPEJCTABICHHOIO JOKYMEHTa M 3aTpaueHHOE
BpEMsi.

K nHauvany npoBeneHus A€NOBOW WIpPbI JOKEH OBITH IOATOTOBIEH MACCHUB YCJIOBHO
KOH(QHICHIIMATIBHBIX JOKYMEHTOB, B COCTaBe KOTOPOTO JOJDKHBI OBITh JOKYMEHTHI,
OPEJCTABIAIOIINE  OCHOBHBIE  JIOKYMEHTOIIOTOKM,  XapakTepHble I 3alUILEHHOIo
JIOKYMEHTO000pOoTa:

- IOCTYNUBIINE (BXOASIINE) TOKYMEHTBI;

- OTHpaBJIsieMble (UCXOASAIINE) TOKYMEHTBI;

- BHyTpEHHHUE (U3/1aHHbIE) JOKYMEHTHI.

Kpome Toro, B mporecce MpOBEACHUS JI€IOBOW WIPbl CTYACHTHI JIOJKHBI OBITh
oOecreveHbl CleAyIUMU JOKYMEHTaMH U popMaMu yuera:

- METO/IMYECKUMU MaTepualaMH IO MPOBEACHUIO JIETOBOI UIPbI;

- KapToukaMM (>KypHaJlaMH) yueTa KOH(QUAECHIUAIBHBIX TOKYMEHTOB,;

- IaKeTaMH, JJIs1 OTHPAaBKU KOH(PHIEHIIMATIBHBIX JOKYMEHTOB;

- peecTpamu.

['pynmbl MOTYT MEHSATHCS MECTAMHU JUIsI BHIOJHEHUS! HOBBIX 3a/1aHUH.

ITocne oxoHuaHMs JENOBOM HMIpbl MOABOJAUTCS OOIIMNA HMTOT. ATTECTAlMIO MPOBOAUT
apOUTp, CYMMHUpPYS KOJHMYECTBO OaisioB, HAaOpaHHBIX YYaCTHHKAMHU WIPbl B Tpolecce

BBITMIOJTHEHUSI KaXKJIOTO 3Tana U 0 pe3yibTaTax cooOLIaeT CTyIeHTaM.

Ilpomescymounas ammecmayus (npumepnvle KOHMPONAbHBIE 80NPOCHL NO Kypcy) —

npoesepka cpopmuposannocmu komnemenyuii - ITK-8, ITK-9

1. TlonsiTue u CTpyKTypa AOKYMEHTOOOOpOTa, TpeOOBaHHS K JIOKYMEHTOOOOPOTY;
IPOLIECCHl YIIPaBIEHUS, JOKYMEHTOO0OPOT U JOKYMEHTAIMOHHOE 00eCTIeYeHUE YIIPABICHHMS.
2. 3alMIICHHBIH JTOKYMEHTOOOOpPOT (JOKYMEHTOIOTOK), CTPYKTypa 3aIlMIICHHBIX

JIOKYMEHTOIIOTOKOB, 1I€JIeBasi B3aUMOCBSI3b TEXHOJIOTHYECKUX CTaJAUN, IPOLEAYp U Oleparuii.



30

3. Yrpo3sl (peasibHbICe W TOTEHIIMAIBHBIC OIMACHOCTH) IICHHOW JTOKYMEHTHPOBAHHOM
uHpOpPMaLlMM B TOTOKAaX, BUAbl M NPUYMHBI BO3SHHUKHOBEHHS yrpo3, HANpPaBICHHUS 3aIIUTHI
UH(POPMALIUK TSI CHUOKEHUS YA3BUMOCTH UH(POPMALIUH.

4. Oob6ecneunBaroniass Leldb MU MECTO B JOKYMEHTONOTOKax, IOHATHE M TUIIBI
TEXHOJIOTUYECKUX CUCTEM OOPaOOTKU U XPpaHEHHsI JOKYMEHTOB.

5. TpapuumonHoe KOHGHUICHIIMATIBHOE JICIOIPOU3BOCTBO, IPEHUMYILECTBA U HETOCTATKU
ATON CUCTEMBI, IIyTH €€ COBEPILIEHCTBOBAHMUSI.

6. ABTOMaTH3UpPOBaHHbIE CHUCTEMbl OOpPabOTKM M  XpaHEHHUA JOKYMEHTOB,
TEXHOJOTMYECKass  B3aMMOCBA3b  C  IPOLECCOM  YOPABIEHUA U TPAAULMOHHBIM
JIETI0NIPOU3BOJICTBOM.

7. llpuHIMITBI W 1[IeJ€BO€ Ha3HaueHHe (DYHKIMHM y4yeTa JOKYMEHTOB, JeJ, HOCHUTEINeH
uHpOpMallMY, MAIIMHHBIX MAacCUBOB U T.I., KaK OCHOBBI 3aIHUThl JIOKYMEHTHPOBAHHOM
uHpopmanuu.

8. TpeboBanust K yudeTHOMY anmapary (y4eHO-CIPaBOYHOMY OaHKy JaHHBIX IIO
JOKYMEHTaM), BHJbl W  METOAbl IIOCTPOEHUS  YYETHOIO ammapara B YCJIOBHSX
(YHKLMOHUPOBAHUS TPAJIULIMOHHBIX U aBTOMATU3HUPOBAHHBIX TEXHOJIOTUYECKUX CUCTEM.

9. JKypHanbHble, KapTOYHbIE U 3JIEKTPOHHBIE (OPMBI yuyeTa KOH(PUICHIMATBHBIX
JIOKYMEHTOB, Ha3HaU€HUE KOHTPOJIBHOTO JKypHaia (OMHMCH) YYETHBIX KapTOUeK.

10. OcoOGeHHOCTH TMOCTPOEHUS M OKCIUIyaTallid AaBTOMAaTHU3WPOBAHHBIX CHUCTEM,
NpeHa3HAYSHHBIX JJIs 00pabOTKU U XpaHEHUsI KOH(PUIeHIIMATbHBIX JOKYMEHTOB.

11.JIpuem u nepBuyHass o0OpaboTKa BXOJAMMX (HOCTYNUBIIMX) MAaKeTOB C
KOH(UICHIMATBHBIMA JOKYMEHTaMHU.

12.Vuer Bxoaamux (MOCTYNUBIINX ) KOH(UICHIIMAIbHBIX JOKYMEHTOB.

13.Pacnipenieniene 1 paccMOTpeHHE KOH(UACHIMAIBHBIX JTIOKYMEHTOB PYKOBOJCTBOM
npeanpustust, CiayxO0bl 0€30MaCHOCTH, CTPYKTYPHOTO TMOJpPA3JENeHUs] U OTBETCTBEHHBIM
HCIIOJTHUTEIIEM.

14.Ilepenaua BXoAsgmuX (MOCTYMHMBIIMX) JOKYMEHTOB HCIOJHUTENSM M Ha Jpyrue
YUYaCTKH JIEJIONPOU3BOJICTBEHHOM CITYKOBI.

15. Ha3znauenwe ¥ 3ajauM CTagudl HCIOJHEHUS U HCIOJIB30BAHUSA JIOKYMEHTOB
(O3HaKOMJIEHHSI C JOKyMEHTaMH), CTPYKTypa CTaIul MCIHOJHEHHUs] KOH(PUACHINAIbHBIX
JTOKYMEHTOB.

16. LleneBoe OCHOBOMOJArarollee Ha3HAUEHUE, YCTAHOBJIIEHHE, MU3MEHEHHE U CHATHE
rpuda orpaHuyeHus NOKyMeHTa. IlepedyeHb CBeIeHMH, COCTABIAIONMX KOH(HUACHIUAIBHYIO

nHpopmanuto. Buasl rpudoB orpaHudeHHs.
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17. Bugpl, HazHadeHue U ohopMIICHHE HOCUTENICH KOHGUIECHITHATLHON HH(OpMAITUH, UX
y4eT U opraHu3anys paboTsl ¢ HUMH UCIOJTHUTEINCH.

18. TlpaBuna coctaBieHust U OPOPMIICHHS TeKCTa KOH(PUIACHIINATHLHOTO JOKYMEHTA.

19. W3roroBieHue MOATOTOBIEHHBIX KOH(QUAECHUMAIBHBIX  JOKYMEHTOB, Y4YeT
YEPHOBUKOB U IIPOEKTOB JOKYMEHTOB.

20. ITopsnok 1 crocoObl BhIJAYM M3TOTOBJICHHBIX MPOEKTOB TOKYMEHTOB M YEPHOBHKOB
UCTIOJIHUTEIISIM, TIepPeTeYaThIBaHNE JINCTOB U IOKYMEHTA B IIEJIOM. Y UYETHBIE OTICpPAIIHH.

21. MWzpanue (BU3MpOBaHUE, COIVIACOBAHME, IMOJANMCAHUE U  YTBEpPXKJIEHUE)
KOH(HIEHIIMATIBHBIX JOKYMEHTOB.

22. PeanpHble U TOTEHIUAIBHBIE YTPO3bl TPATUIIMOHHBIM U AJIEKTPOHHBIM JTOKYMEHTaM,
BO3HHKaroImue mpu padore ¢ HUMU. lopsmok pemeHus 3aaad 3alIdThl TOKYMEHTHPOBAHHOU
uHpopmanuu.

23. Ilopsiiok oopMIIEHUS AOCTYNA UCHOJHUTENEH U UHBIX JHIl K KOH(QUAECHIHATbHBIM
JOKYMEHTaM, MpaBuiia MpueMa-nepeaad T0KyMEeHTOB.

24. TlpaBmwma pabOThl PYKOBOJWUTEICH ¥ UCIHOTHUTENCH ¢ KOH(DUICHIMATLHBIME
TPAJULIMOHHBIMU U JIEKTPOHHBIMU JJOKYMEHTaMH. 3aJjaudl 3alUThl HH(POPMALUU, HOCUTEINS U
KOMITbIOTEpA OT HECAaHKIIMOHUPOBAHHOT'O JJOCTYIIA.

25.KOHTpOIIb UCIIOJIHEHUS IOKYMEHTOB U IOPYYEHUH.

26. KonupoBanue, pa3MHOXKEHHE U THPAKUPOBAHUE KOHPHIEHIUATBHBIX TOKYMEHTOB.

27. Yuer u 00paboTKa U3JAHHBIX HCXOAAIMX (OTHPABISIEMBbIX) M BHYTPEHHUX
KOHQUIIEHIIMATIbHBIX  JOKyMeHTOB.  [lopsgok  mepenauM  BHYTPEHHMX  JIOKYMEHTOB
UCTIOJTHUTEIISIM.

28. IlakeTupoBanue KOHPUACHINATbHBIX TOKYMEHTOB.

29. DxcneaunuoHHas 00paboTKa HCXOASIMX (OTMIpaBiIsAeMbIX) KOH(UICHIIMATBHBIX
JTIOKYMEHTOB.

32.Ha3zHaueHue W 3aJaud HOMEHKJIATyphl KOH(HIEHIUANbHBIX €], COCTaBJIECHHE,
odopmIIeHHEe U 3aKPHITHE HOMEHKJIATYPHI.

33.ITopsaaok (opMyIHpOBaHUS 3arOJIOBKOB JEJ, ONPENEICHUsI CPOKOB XpaHEHUs AeN U
COCTaBa UCHOJHUTENEH, TOMYIIEHHBIX K JIEIy.

34.®opMupoBaHUEKOHPUACHIINATBHBIX J1€7 (TOMOB), UX O(opmIIeHHEe TpHU 3aBEACHUH,
(bOpMHUPOBAHUY ¥ 3aKPHITHH, KOHTPOJb TOAIINUBKA JOKYMEHTOB.

35. Hasnayenue, o001acTb TPUMEHEHUS M OCOOCHHOCTM HWHBEHTApHOTO YydeTa
JOKYMEHTOB, MOPAIO0K pabOThl HCIIOTHUTENEH C TOKYMEHTaMU MHBEHTapHOTO y4eTa.

36. Kputepuu n ycioBus nepeBofa KOH(PHIACHIMAIbHBIX JOKYMEHTOB Ha BBIACICHHOE

XpaHEHue, MOPSI0K JOCTYyTa U pabOThI C TOKYMEHTAMHU BbIIEJICHHOTO XPaHEHUSI.
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37. IloaroToBKa 1 MOPSIIOK Mepeaayr KOHPUACHITMATBHBIX 1€ B BEIOMCTBCHHBIM apXHB.

38.1IpaBuna cocTtaBieHUsl ONUCEH J1€1 MOCTOSHHOTO U JUIMTEIBHOTO CPOKOB XPaHEHHS.
®dopma onucwu.

39. OcHoBaHus, NOPSAAOK U CIOCOOBI OPOPMIICHHUSI YHUUTOXKEHHUS KOH(PUICHIMATIbHbBIX
JIOKYMEHTOB, J1e1 U HocuTened nHdopmaruu. dusndeckne cnocoObl YHUUTOKEHHSI TOKYMEHTOB
Ha pa3IMYHbIX HOCUTEISX.

41.Ha3nauenue u (GopMbl yyeTa 3aKOHYEHHBIX TIPOU3BOJCTBOM /i€ (TOMOB), KYPHAJIOB U
KapTOTEK.

42. Tlopsanok Tekyuiero (OnepaTUBHOIO) XpaHEHHs] KOH(PHIECHIMAIbHBIX JOKYMEHTOB,
el W HOCUTeNed WHQPOpPMalWu OTPaHWYCHHOTO JOCTYIa, METOAbl oOOecredeHus uX
COXPaHHOCTH.

43. IlpaBuna pa®oThl HCTIOIHUTENEH ¢ pabOUYMMU NaNKaMH U CIIEYeMOIaHaMHU, TTOPSAI0K
BE/ICHUS BHYTPEHHEH ONMCH JOKYMEHTOB, HAXOAAIIMXCS Y UCTIOJIHUTEIIS.

44 ITopsaok yyeTa TEXHUYECKUX JIOKYMEHTOB (KOHCTPYKTOPCKHX, TEXHOJOTMYECKUX U
ap.).

45. Ha3znaueHue, NPUHLMUIIBL, BUJIbI, IEPUOJAUYHOCTD U MOPSIOK MPOBEAEHUS IIPOBEPOK
HaJIN4YMs KOH(PHUICHIIMATIbHBIX JOKYMEHTOB, €] U HOcUTeNlel HH(OopMaIuy.

46. ExenHeBHas, MecsyHas W KBapTajbHas NMPOBEPKU HaJIM4UMsi KOH(UIEHIUAIbHBIX
JIOKYMEHTOB, COCTaB MPOBEPSIEMbIX TOKYMEHTOB U TEXHOJIOTUS BEJICHUS MPOBEPOK.

47. IIpoBepka HaIM4Us JOKYMEHTOB Y UCIOJHUTENEH U TOPsiiKa paOOThl UCIIOTHUTENECH
¢ KOH(UEeHIIUAIBbHBIMU JOKYMEHTaMH.

48.I'onoBas mpoBepKa HaIMYKS KOH(UIEHIIMAIBHBIX JTOKYMEHTOB, COCTaB MPOBEPSIEMbIX
JIOKYMEHTOB M TE€XHOJIOTHUS BEJCHUS IPOBEPKHU.

49. HaznaueHue, Tansl 1 0pOpMIICHHE PE3YJIbTaTOB SKCIEPTU3bI IEHHOCTU JOKYMEHTOB.

50. OmpeneneHue NOHATHSA «BEJOMCTBEHHBI apXWB», €ro 3alayd, KOMIUIEKTOBAHHE
apXuBa, apXUBHBIE (DOH/BI U APXUBHbBIE KOJIJICKIIUH.

51. CocraBienue 1 0popMIIEHHE apXUBHBIX ONMUCEN (TOT0BBIX Pa3/AesoB OMUCEH) Jell.

52. CucreMa Hay4HO-CIIPAaBOYHOIO ammapara K JOKYMEHTaM U JIeJaM BEIOMCTBEHHOI'O
apxuBa.

53.0cHOBHbIEe HampaBieHUs U  (OPMBI HUCIHOJIB30BAaHUS JOKYMEHTOB U  Jell
BEJIOMCTBEHHOTO apXH1Ba B HAYYHBIX U MPAKTHUYECKUX IIEJISAX.

54. Cucrema KiacCU(pHUKAIMA U CUCTEMATH3aIMK JOKYMEHTOB M JIe]l B BEJJOMCTBEHHOM
apxuBe.

55. OcHOBHBIC HampaBjieHHUs OOECIICUCHUs] COXPAHHOCTH JOKYMEHTOB U Jel B

BCAOMCTBCHHOM apXHBC.
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56. CocraB yueTHOro arrmnapara KOH(UIeHIIHAIbHBIX JOKYMEHTOB U JIeJl BEJOMCTBEHHOTO
apxuBa.

57. lopsnok AocTyma u paboThl HCIIOTHUTEICH ¢ KOHPUACHIUATHHBIMU JOKYMEHTAMHU U
JIeJIaMy BEZJOMCTBEHHOT'O apXHBa.

58. Yuer u XxpaHeHue 0co0O0 IEHHBIX KOH(UIEHIMAIbHBIX JOKYMEHTOB M el B
BEJIOMCTBEHHOM apxuBe. CTpaxoBoe KOMHUPOBAHUE 0COO0 IIEHHBIX JOKYMEHTOB.

59. CpenctBa OpraHu3allMOHHOW © O(DHCHONH TEXHWKH, MPEAHA3HAYCHHOW IS
obecrieueHuss  3PGEeKTUBHONH  pabOThl  COTPYJHHMKOB  CIOYKObl  KOH(DHICHIIMAIBHOTO

JACJIOITPOU3BOJACTBA.

6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 00eceyeHne U CUMILTUHBI

6.1. CIrCOK HCTOYHUKOB U JINTEPATYPHI

OcHoBHas JInTeparypa

Kondunenmnuansnoe nenonpousBoAcTBo : yued. mocobue / T.A. I'yryeBa. — 2-e u3n.,
nepepad. u gorn. — M. : UTHOPA-M, 2017. — 199 c. — (Beicmiee obpa3oBanue: bakanaBpuar).
— www.dx.doi.org/10.12737/23514. - Pexum JOCTYTIa:

http://znanium.com/catalog/product/766722

Hekpaxa A.B., llleBnoBa I'.A. Opranuzanus KOHQUACHIUATHLHOTO JEIONPON3BOACTBA U
3ammTa uagopmanun. M.: Akagemudeckuit mpoekt, 2007. — 220 c.

KynsieB, H. H. KonpunennuanbHoe Ae100pOU3BOJICTBO M 3AIIUIICHHBIA 3JIEKTPOHHBIN
JOKYMEHT0000poT[ DnekTpoHHbIi pecypc] : yueObnuk / H. H. Kynses, A. C. [Iémymkun, A. T
®abpuunoB; mox obm. pen. H. H. Kynsesa. - M.: Jloroc, 2011. - 452 c. - (HoBas
yHHUBepcHUTeTcKas OmbOnmumoreka). - ISBN  978-5-98704-541-1. - Pexum pocryna:
http://znanium.com/catalog/product/468998

Kynses, H. H. KondunenunansHoe AeI0NpOU3BOACTBO M 3AIIUIIEHHBIN 3JIEKTPOHHBIN
nokymentoobopot: yueonuk / H. H. Kynses, A. C. Iémymkun, A. I'. ®abpuynHoB; moj ooul.
pen. H. H. Kynsesa. - M.: Jloroc, 2013.

JlonmoJiHUTeIbHAS JIUTepaTypa

1. Jlapua M.B., PreickoB O.W. DnekTpoHHbIE TOKYMEHTHI B yrpasiennn: Metoz. [Tocobue/
BHUUJAL M., 2008
2. brikoBa T.A., Bsnosa JI.M., Cankuna JI.B. Jlenonmpou3BoacTBo: Y4eOHUK A BY30B/

[Tox obmr1. pea. mpod. T.B.Ky3HenoBoi. — 2-e uzf., nepepad. u gom. . M.: MIIOIP, 2006

3. AnekcennieB A.M. KondunennmansHoe nenomnpousBogctBo. — M.: OO0 «Kypnan
«Ympasinenue nepconanom», 2003. -200c.
Ba3bl 1aHHBIX, THPOPMALMOHHO-CIIPABOYHbIE H MOUCKOBBIE CHCTEMbI:

Ilepeuens b/l u UCC

Nerr HaunmenoBaunue
Javi

1 | KomnbroTepHbI€ CIPaBOYHBIE IPABOBBIE CUCTEMBI
Koncynperant Ilmroc,
I"apanT



http://znanium.com/catalog/product/766722
http://znanium.com/catalog/product/468998
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7. MaTepuajibHO-TEXHUYECKO€E o0ecnevyeHne JUCHUIIIMHBI/ MOTYJIA
MarepuanbHO-TeXHHUECKas 0a3a BKIIOYaeT yueOHbIe ayJUTOPHUHU ISl IPOBEICHUS 3aHATUI
JICKIITMOHHOT' O THIIA, 3aHSITI/If/'I CeMI/IHapCKOI‘O THIIA, prHHOBBIX nu I/IHI[I/IBI/II[yaJIBHbIX
KOHCYJIBTAIMH, TEKYIIETr0 KOHTPOJIS M MPOMEXYTOYHOM aTTECTallUH.

CoBpeMEeHHbI KOMITBIOTEPHBIN KJIACC OCHAIIICH

Ilepeyens IO
Nent Haumenosanue 110 [IpousBoguTens Crioco6
/m pacrnpocTpaHeHHs
(ruyensuonnoe unu
c680000HO
pacnpocmpatsemoe)
1 Microsoft Office 2010 Microsoft JIMIIEH3HOHHOE
2 Windows XP Microsoft JIMIICH3MOHHOEC
3 Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE

BKJIIOYAIOIMI HapsAAy ¢ KOMIbIOTEpaMHM, MOJAKIOYEHHBIMU K ceTh MHTepHeT, 3KpaH u
IPOEKTOP:
JUISL IEKLIMOHHBIX 3aHITUH — ayauTopusi, ooopyaosanHas [1K u nmpoexkropom;
JUISl IPAaKTUYECKUX 3aHATUH — KOMITbIOTEPHBIH Kitacc.
JUIS IPOMEKYTOUYHON aTTeCTallui — ayTUTOPUs, KOMITbIOTEPHBIN Kitacc.
Jnist ipoBeieHus MPaKTHYECKUX 3aHATHIA U TEKYIIEro KOHTPOJIS 3HAHUS HEOOXOIUMBI:
KOMIUIEKTHI (Ha OyMa)KHOM HOCHUTENIE U B 3JIEKTPOHHOU popme) 3agaHuil 11st paboThI;
KOMIUIEKThl pa3JaTOYHOro Mmarepuaia (Ha OyMaXHOM M 3JIEKTPOHHOM HOCHUTENSX IO
TeMaM 3aHSATUH).
Jlist TpoBeIeHNUS 3aHATHH JIEKIIMOHHOTO TUTIA TIPEIAraloTCsl TEMaTHIECKUE MUILTIOCTPALUU

B (hopmare npezenrauuii PowerPoint.

8. O0ecneuyenune 00pa3oBaTeJHLHOI0 NMPOLECCA HJIS JIMI C OTPAHMYEHHBIMU

BO3MOKHOCTSAIMM 310POBbA U HHBAJIMI10B

B xozae peanuzanny IMCHUTIIIMHBI HCTIOIB3YIOTCS CIEAYIOIIUE JTOITOJHUTEIbHBIC
METOJIbl O00Yy4YeHHMsI, TEKYIIEro KOHTPOJS YCHEBAEMOCTH W MPOMEXKYTOUHOM arTecTaluu
00y4aromuxcst B 3aBUCUMOCTH OT UX MHMBHIyaJIbHBIX OCOOEHHOCTEH:
e JUIS CIENbIX U CIa00BUIAIINX:
- JeKIUH O(OPMISIIOTCS B BHJE AJIEKTPOHHOIO JOKYMEHTA, JOCTYHHOIO C MOMOILBIO
KOMITBIOTEpA CO CHEIMATH3UPOBAHHBIM MTPOrPaMMHBIM 00eCTieueHHEM;
- THMCbMCHHBIC 3alaHUs BBIIIOJHAIOTCS Ha KOMIBIOTEPE CO CIENHATU3UPOBAHHBIM

IIporpaMMHBIM 06ecnequI/IeM, WK MOT'YT OBITH 3aMEHEHBI YCTHBIM OTBETOM;
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- o0ecrnieunBaeTCsl MHIUBUIyAIbHOE paBHOMEPHOE ocBelieHue He meHee 300 Jirokc;

- JUIS BBIIOJHEHUS 33aJaHHUS TNPH HEOOXOJMMOCTH TPEIOCTABISCTCA YBEINYHMBAIOLICE
YCTPOHCTBO; BO3MOXHO TAK)KE€ MCIIOJIb30BaHHE COOCTBEHHBIX YBEINYHBAIOIINX YCTPOICTB;

- IUCbMEHHBIE 3a7JaHUs O(POPMIISIOTCS YBEITMYEHHBIM IIPUPTOM;

- 9K3aMEH M 3au4€T MPOBOAATCS B YCTHON (hOpMe UM BBIIOIHSIOTCA B TUCbMEHHON (hopMe Ha
KOMIIBIOTEPE.

® Ui IIIyXMX M cIa00CTBIIIAIHX:

- Jekuud O(OPMIIIOTCS B BHJIE JJIEKTPOHHOTO JOKYMEHTa, JHUOO MPeaoCTaBIsETCS
3BYKOYCHJIMBAIOIIAs anlapaTypa UHAWBUIYAIbHOTO MOJIb30BaHMS;

- IUCbMEHHBIE 3aJJaHUs BBIIIOJIHAIOTCS Ha KOMIIbIOTEPE B MUCbMEHHOM (opMe;

- 9K3aMeH U 3a4€T MpOBOJATCS B IHCBMEHHOW (QoOpME Ha KOMIIBIOTEPE; BO3MOXKHO
npoBeeHue B (hopMe TeCTUPOBAHMUS.

e Ul JIML C HAPYLIEHUSIMU OIOPHO-/IBUTaTEILHOIO anapara:

- JeKIUH O(OPMISIFOTCS B BHJE AIIEKTPOHHOTO JOKYMEHTa, JOCTYHHOTO C MOMOIIBIO
KOMITbIOTEpA CO CHELMATM3UPOBAHHBIM [IPOrPaMMHBIM 00ecCIIeueHUEM;

- TIHUCBMEHHBIC 33JaHUS BBINOJHAIOTCA HA KOMIBIOTEPE CO CHELHMAIU3UPOBAHHBIM
MIPOrpaMMHBIM 00€eCIIeYeHUEM;

- 9K3aM€EH U 3a4€T MPOBOAATCS B YCTHOU (pOpME MU BBIMOIHSIOTCS B MTUCbMEHHOM (hopMe Ha
KOMIIBIOTEPE.

ITpu HEOOXOMUMOCTH MpelycMaTpUBaETCs yBEIMUEHUE BPEMEHH /IS TOATOTOBKU OTBETA.

[Ipouenypa  mnpoBeneHHUs  MPOMEKYTOUYHOM  arTecTaluu A 0Oyvaroummxcs
YCTaHABIMBAETCS € Y4YETOM UX HUHAWBUIYAJIBHBIX ICUXOPU3NYECKUX OCOOEHHOCTEM.
[TpomexyTouHast arTecTalus MOXKET IPOBOJUTHCS B HECKOJIBKO 3TAIlOB.

[Tpu npoBeneHNH TPOLEAYPHl OLEHUBAHUS PE3YJAbTATOB OOYyUEHHsI MpeaycMaTpHBAETCs
UCIIOJIb30BaHME TEXHUYECKUX CpEACTB, HEOOXOAUMBIX B CBSI3U C HHIUBUAYAJIbHBIMHU
OCOOEHHOCTSAMHU OO0Y4YaloIIUXCsl. DTU CPEeACTBA MOTYT OBITh IPEIOCTABIEHb YHHUBEPCUTETOM,
WJIM MOTYT HUCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUUECKUE CPE/ICTBA.

[IpoBeneHre mpoueAypbl OLIEHUBAHMUA  pE3ylbTaroB  OOy4eHHUs JOMyCKaeTcs ¢
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00Pa30BaTeIbHbBIX TEXHOIOTUH.

ObecnieunBaeTcss 10CTyn K MH(OPMALMOHHBIM M OHOIHOrpaduueckuM pecypcam B CETH
WuTepHer s Kaxaoro oOywaromierocst B ¢gopMmax, aJalnTHPOBAHHBIX K OTPaHUYEHHSIM HX
3JI0pOBbsI U BOCTIPHSATHS HHPOPMALIUU:

® JUIs CJICIBIX U CIa0OBUIAIINX:
- B ICYaTHON (pOopMe yBETUUEHHBIM IIPHUPTOM;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;
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- B popme ayaunodaiina.
e U MIIYXHX M cIabOCIbIIIANIUX:
- B IeYaTHOU opMme;
- B (hopme 3IEKTPOHHOTO IOKYMEHTA.
e IS OOYYArOIIMXCS C HAPYIICHUSIMU OIIOPHO-/IBUTATEILHOTO armapara:
- B IeYaTHOU opMme;
- B (hopme 31eKTPOHHOTO TOKYMEHTA;
- B popme ayauodaiina.

Y4eOHbIC ayAUTOPHUH IS BCEX BUJIOB KOHTAKTHOW M CAMOCTOSITEIILHOW pabOThI, HAYIHAS
OnbIMoTeKa W WHBIC TTOMEUICHUS JJIsi O0y4YeHHUS] OCHAIICHBI CICIHAIBLHBIM OO0OPYJIOBAaHHEM W
yu4eOHBIMU MECTaMH C TEXHHUYECKUMHU CPEJICTBAMU O0yUEHUS:

® IS CIENBIX U CI1a00BHUISAIINX:

- YCTpOMCTBOM JJ1s1 CKaHUpoBaHuA U uTeHus ¢ kamepoit SARA CE;

- nucreeM bpaiina PAC Mate 20;

- npunTepom bpaitnss EmBraille ViewPlus;

e U MUIYXHX U cIaOOCbIIIANIUX:

- aBTOMAaTHM3UPOBAHHBIM padOYMM MECTOM Ui JIIOJEH ¢ HapylieHHeM cliyXxa |
¢J1a00CIIBIIAIINX;

- aKYCTHYECKHH YCUIIUTENb U KOJIOHKH;

e I 00YYAIOIIUXCS C HAPYIICHUSIMUA OMTOPHO-ABUTATEIILHOTO arapara;

- IepPeIBIKHBIMH, PETYIUPYEMBbIMH dproHoMuueckumu napramu CH-1,

- KOMITBIOTEPHOW TEXHUKOMU CO CIIEUAIbHBIM MPOrPpaMMHBIM 00€CIIEYEHHUEM.

9. Metoan4eckue MaTepHaJIbl
9.1. Ilnan Jexkuui

Jlexuwms 1. (Tema 1). BBenenue - (2 gaca).

Jlekuus 2. (Tema 2. 2.1.). IloHaTHe U CTpyKTypa JOKyMeHTooOOpoTa. Turmbl
TEXHOJIOTHYECKUX CUCTEM 00paOOTKU M XpaHEHUs TOKYMEHTOB - (2 Jaca).

Jlexuus 3. (Tema 2.2.). Crienuuka TEXHOJOTUH 3aIUIIEHHOTO JOKYMEHTO000poTa. - (2
qaca).

Jlexkums.4. (Tema 3. 3.1.). Ilpmem, mnepBuuHas 00paboOTKa, MpPeIBAPUTEIHLHOE
PacCMOTpPEHHE U paclpeie]ICHue BXOASIIUX (MOCTYNUBILINX) TIOKYMEHTOB - (2 yaca).

Jlexuus 5. (Tema 3.2.). Yuer Bxoasmux (IOCTYMUBIINX) JOKYMEHTOB U ()OPMHPOBAHUE

CIIPaBOYHO-UH(DOPMAITMOHHOTO OaHKA JAHHBIX 0 IOKYMEHTaM - (2 4yaca).
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Jlexumst 6. (Tema 3.3.). KommpoBanne u pa3sMHOXEHHE JOKYMEHTOB. PaccMoTpeHme
PYKOBOJMTEIEM U IIEpeIaya JOKYMEHTOB Ha UCIIOJHEHHE - (2 yaca).

Jlexkuusa 7. (Tema 4. 4.1.). VYuer ucxomamux (OTOPaBISEMBIX) U BHYTPEHHHX
JIOKYMEHTOB. DKCIEAUIIMOHHAs 00pab0TKa OTIPaBIIsIEMbIX JOKYMEHTOB - (2 yaca).

Jlexums 8. (Tema 4.2.) - UcniomHeHue 1oKyMeHTOB. KOHTpOIb MCTIOMHEHUS TOKYMEHTOB -
(2 gaca).

Jlexuus 9. (Tema 5. 5.1.) Homenknarypa nen. @opMupoBaHUE U ONEpaTUBHOE XPaHEHUE
nen. llogroroBka u mepemavya el B apxXuB.  YHUYTOXXEHHE JOKYMEHTOB M HOCHUTENEH
uHpopmanuu. KowmmnekroBaHnue apxuBa, Kiaccupukanus U yder nen. HayuHo-crpaBouHBIN
amrmapar W OpraHu3alUs MCIIOJIb30BAaHMS apXUBHBIX JOKyMEHTOB. OOecrieueHne COXpaHHOCTH
JIOKYMEHTOB U JIeJl B apXuBe - (2 Jaca).

Jlexkiuss 10. (Tema 8.) MeTtoauka COBEPIICHCTBOBAHUSI TEXHOJOTHUHU 3alllUIICHHOTO

JIOKyMEHT0000poTa - (2 yaca)

9.2. IlaHbl NPaKTHYECKUX 3aHATHIA
1. IlpakTnuyeckoe 3ansaTue Ne 3. (Tema 3. Ctagum o0padOTKM M 3aIIUTHI BXOJASALIMX
KOH(puIeHIaNbHBIX Ao0kyMeHTOB. 3.1. Ilpuem, mepBuuHas o0paboTka, HpeaBapUTENBHOE
paccMOTpeHHe M pacrpeiesieHre BXOAAIMNX (TIOCTYMUBIINX ) TIOKYMEHTOB). (2 4aca) - npogepka
chopmuposannocmu komnemenyuii - 1NK-8
Heab pa0oTbl: U3ydeHHWE TEXHOJOTMH HAYaJbHOM CTaguM pabOThl C BXOJAMIMMHU
JOKYMEHTaMH.
B pe3syabrarte BbINoJHeHUs1 pa00ThI CTYAEHThI 10JKHbI:
- 3HaTh TUIIOBOW COCTaB OIEpalii MPOLEAYphI IpUeMa IMaKEeTOB, IEPBUYHON 00pabOTKH
Y NIPEBAPUTEIBHOTO PACCMOTPEHUS MTOCTYIUBIINX JOKYMEHTOB;
- HMMeTh MNPAaKTUYECKHE HABBIKK I10 3alOJHEHHIO YUYETHBIX (OpM HadalnbHOM CTaIuu
IpuemMa JOKyMEHTOB;
- 3HATh [IPUHLMIIBI pACIPEAEIICHUS JOKYMEHTOB MEKTY PYKOBOJUTEISIMU M pAOOTHUKAMHU.
KoHnTposbHbIe BONPOChI:
HazoBute ocHOBHBIE 11eNTH y4eTa KOH(HUICHIIMATBHBIX JIOKYMEHTOB?
3 xak1x cocTaBHBIX YacTel COCTOUT MPOLECC yueTa KOH(PUIEHIIHAIbHBIX JOKYMEHTOB?
HasoBuTe 0OCHOBHBIE CHCTEMBI, BUIBI U CIIOCOOBI yueTa KOH(UIEHIIUATbHBIX JOKYMEHTOB?
Kakue yuerHbie popMbl IPUMEHSIOTCS I yUeTa JJOKyMEHTOB BXOJISILIETO TOTOKa?

Kak ocymecTBnsieTcs: yueT BXOJSIIHX JOKYMEHTOB, IIOJTyYeHHBIX B Hepabouee Bpems?

2 T L

Kak ocymectsisercss mpueM MakeToB, MMEIOIIMX MOBPESKACHUS WIM HapylIeHUs B

odopmiieHun?
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7. Kak ocymiecTBisieTcs mepechuiKa OIMO0YHO MPUCITaHHBIX JOKYMEHTOB?
8. Kak nepenatorcs naketsl ¥ mometkoi "JInano"?
9. KakoB nopsi 10K MOTy4eHHUs] HE3aKOHBEPTOBAHHBIX JOKYMEHTOB?
IHopsinok BHINOJHEHHUS PAKTHYECKOH PadoThI
1. [Ipoananu3upoBaTh TEXHOJIOTUYECKUIN MPOIECC MMOIYUYECHUS U BCKPBHITHS TAKETOB CO
CAATOYHBIM JIOKYMEHTOM (PeecTpoM, Pa3HOCTHBIM )KYPHAIIOM, PACIHCKOM U Ap.). UTo
npoBepsieTcs Ha makere? YTo cBepsieTcs Ha MakeTe U B peectpe?
2. YuyecTb B KypHajie y4yeTa MMaKeTOB U B MAKETHO-KOHTPOJIbHOM >XypHaisie (MCXOIHbIE
JaHHBIE TIPEIOCTABIISET MPENO0/1aBaTeNb TUCIUIUINHBI):
2.1.  Tlaker, noiy4eHHBIN B Hepabouee BpeMs;
2.2.  JIoKyMeHT, pHUCIaHHBIH BO BPDEMEHHOE IOJIb30BAHHE;
2.3.  BosBpallleHHBIH TOKYMEHT;
2.4.  OmuOOYHO MPUCIIAHHBINA IOKYMEHT;
2.5.  JlokymeHT 0e3 CONMpPOBOIUTEIHLHOTO MHUCHMA, TOJUICKAIIMNA Tepenade U ydeTy Ha
y4acTKe HHBEHTAPHOTO y4eTa JOKyMECHTOB;
2.6.  JlokyMeHT ¢ COPOBOAUTENHHBIM ITHUCEMOM.
3. CocTaBHTH aKT O MOBPEXKIECHUU HIIM HAPYIIEHUH B 0OPMIICHUH TTaKeTa.

CnucoK HCTOYHHKOB U JuTeparypbl:

Kondunenmnuansnoe nenonpousBoAcTBo : yued. mocobue / T.A. I'yryeBa. — 2-e u3n.,
nepepad. u jon. — M. : UHOPA-M, 2017. — 199 c. — (Bricuuee oOpa3zoBanue: bakanaBpuar).
— www.dx.doi.org/10.12737/23514. - Pexum JIOCTyTA!

http://znanium.com/catalog/product/766722

Hekpaxa A.B., llleBnoBa I'.A. Opranuzanus KOHQUACHIUATHLHOTO JEIONPON3BOACTBA U
3ammrTa uagopmanun. M.: Akagemudeckuit mpoekt, 2007. — 220 c.

AnexcenueB A.M. KonduaenumansHoe penompousBoactso. — M.: OO0 «Kypnan
«Ympasnenue nepcoHaiomy», 2003. CC.40-55.

IpakTuueckoe 3ansitue Ne 2. (Tema 3. Ctagum 00paGoOTKH M 3alIMTHI BXOASIIIHUX
KOH(UAeHINATbHBIX T0KYMeHTOB. 3.2. VYdyerT BXOASMUX (MOCTYNUBIINX) TOKYMEHTOB H
bopMupoBaHHE CIPAaBOYHO-MH(POPMAIMOHHOTO OaHKa JaHHBIX MO JOKyMeHTaM). (2 4yaca) -
npoesepka chopmuposannocmu komnemenyuii - 1NK-8, IK-9

Heabp paGoThl: M3yuyeHHE TEXHOJOTMU JIBUXKEHHS JIOKYMEHTOB BXOJSIIETO MOTOKA W
(hopmMupoBaHHE CIPaBOYHO-HH(POPMAIIMOHHBIX KaPTOTEK.

B pe3yabrarte BbINOJIHeHUs1 PA00ThI CTYAEHTHI 10JKHbBI:

- 3HATh COCTaB YYETHBIX (JOPM, MPUMEHAEMBIX JUIsl yueTa MOCTYNUBIINX JOKYMEHTOB;

- HMeTh TMpEJACTaBIeHHE 00 OCHOBHBIX IIPaBMWJIAX IIOCTPOCHUS  CIIPABOYHO-

MH(POPMAIIMOHHOTO amnmnapara;
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- MMETh NIPaKTUYECKHE HABBIKH 10 3aMOJIHEHUIO YYETHBIX (POPM BXOJSIIETO MMOTOKA;

- 3HaTh 06 OCHOBHBIX HalpaBJICHUAX COBCPIICHCTBOBAHUA TCXHOJIOIMHU YUCTa
IMOCTYIIMBHINX NOKYMCHTOB.

KouTtposibHbIe BONIPOCHI:

1. Kakume rpynmbl JOKYMEHTOB BXOASIT B COCTaB JOKYMEHTONOTOKA
MNOCTYMUBIINX KOH(OUICHINAIBHBIX TOKYMEHTOB?

2. T'me ocymiecTBisieTCs MPUEM M PETUCTPALHS TOCTYNUBIINX JOKYMEHTOB?

3. Kak oopmiisroTcs moCTynuBIINE JOKYMEHTHI IOCJIE PETUCTPaLin?

4. I'me craBuTCcs mTaMn Ha JOKYMEHTaX, MPHCIAHHBIX BO BPEMEHHOE
MoJib30Banue?

S. Kak yuuThIBalOTCST mNpu pEruCTpallud W XPAHATCS  HECEKPETHbBIC
MPUITOKEHUS?

6. KakxoBbl ocoOeHHOCTH pabOThl C CEKPETHBIMH PACIOPSIUTEIHHBIMU
JIOKyMeHTaMu?

7. B kakux ciydasx AOKYMEHT BO3BpAIIA€TCs OTHPABUTENIO 32 BXOJSAIIUM
HOMepoM?

8. Kak mpourcxoaut 03HaKOMJIEHHE C JOKYMEHTaMU UCTIOTHUTENEH?

9. Kakue KapTOTEeKH JOKYMEHTOB MOTYT CO3/IaBaThCSI B OPraHU3aIlui?
ITopsinok BHINOJIHEHUS NPAKTHYECKOH padoThI

1. CocTaBUTH OoneporpaMmy Iiponecca ydueTa nNoCTynuBIINX JOKYMCHTOB I10 cnez[y}omeﬁ

dopme:
Ne HaunmenoBaHue onepanuu Cnerncassp Jpyrue ydacTku
n/n ciryx0b1 KJI
1 2 3 4

YcaoBHEIE 0003HAYCHUS:

IT - maket

I — nokymeHT

[DX - )xypHan yueTa nmakeToB (TaKETHBIN KypHA)
K - kapToUKa ydeTa BXOJISAIINX JIOKyMEHTOB

YO - yyernble Gpopmbl ipyrux ygactkoB K/I.

2. OCYU_[CCTBI/ITB yuer (I/ICXO,Z[HBIC JAHHBIC MPEAOCTABJIACT IIPCIIOAABATCIIb ,Z[I/ICI_II/IHJ'II/IHBI):

2.1. TokymeHTa, IPUCIAHHOTO C COMTPOBOAUTENbHBIM, TUCEMOM;

2.2.. JlokymeHTa, MPUCIAHHOTO C COMPOBOIUTEIBHBIM MUCHbMOM U MOICKAIIETO Mepeaayde
Ha UHBEHTAPHBIN y4acTOK;

2.3. JlokymeHTa, MpHUCIAHHOTO 0€3 COMPOBOAWTENHLHOTO MHChbMAa W TOMAJICKAIIETO

repeaade Ha UHBEHTAPHBIN y4acTOK.
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3. OdopmuTh OTBET HA JOKYMEHT, PHCIIAHHBIN U3 IOMYNHEHHOTO YUPEKICHHS.

4.  Ompenenutb CTPYKTYpY U COPMUPOBATH KAPTOTEKU MOCTYIHBIINX JOKYMEHTOB.

5. Odopmure B IKypHaTe EKEJHEBHYIO NPOBEPKY IPABWIBHOCTH  PETHCTPALUU
MOCTYIMUBUIMX JTOKYMEHTOB.

CnHcoK MCTOYHMKOB M JIUTEPATYPbI:

1. Hekpaxa A.B., llleBiosa I'.A. Opraau3zanusi KOHQUIESHIIMATHLHOTO JIEJIOIPOU3BOICTBA
u 3amuTa uapopmarmu. M.: Axkagemudeckuit mpoekt, 2007. — CC.50-61.

KonduaenmmanpHoe aenonpou3BoacTBo : yued. mocooue / T.A. 'yryeBa. — 2-¢ u3n.,
nepepad. u qon. — M. : UHOPA-M, 2017. — 199 c. — (Bricmee obpa3oBanue: bakanaBpuar).
— www.dx.doi.org/10.12737/23514. - Pexum JOCTYTIa:

http://znanium.com/catalog/product/766722

IpakTuuyeckoe 3ansatue Ne 3. (Tema 3. Ctaguu o0padoTKM M 3alMTHI BXOASIIIHX
KOH(puaeHHUaNbHBIX AokyMeHTOB. 3.3. KomupoBaHue u pa3MHOXKEHHE JIOKYMEHTOB.
PaccMoTpeHre pyKOBOIUTENIEM H Iepe/iaua JOKYMEHTOB Ha HCHOJHEeHUE). (2 4aca) - npoeepka
chopmuposannocmu komnemenyuii - 1NK-8, IK-9

Hesab padorbl: U3yyeHHE TEXHOJIOIMUYECKUX MPOLIECCOB, MOPSIKA yuyeTa U 00ecreyeHus
TpeOoBaHMI 3alUThl MH(POPMALMKM NPH KONMPOBAHMM M PA3MHOKEHMHM KOH(DUICHIIMATBbHBIX
JOKYMEHTOB.

B pe3syabrarte BbINoJHeHUs1 pa00ThI CTYAEHThI 10JKHbI:

- 3HAaThb OCHOBHBIE CHOCOOBI, TEXHUYECKHE CPEACTBA W TEXHOJOTM KOIMPOBAaHUS U
Pa3MHOKEHHS! KOH(DUIEHIIMATBHBIX JJOKYMEHTOB;

- 3HaTh cocTaB ¢GopM ydeTa, NpPUMEHSeMbIX MpH YydeTe KOH(UICHINAIbHBIX
JOKYMEHTOB B IIPOLIECCE KOMTUPOBAHUS U Pa3MHOKEHUS,

- OBIQJETh MNPAKTUYECKUMH HaBbIKAMHM TI0 BEIEHHUIO ydeTa MpH KOMHPOBAHUU U
Pa3MHOKEHUH KOH(HUICHIIMAIBHBIX JOKYMEHTOB U O(POPMIICHHUIO UX PE3YJIbTATOB;

- 3HaTh CIOCOOBl YHMUTOXXEHMsI Opaka, oO0pa3yrolierocst B IMpolecce KOMUPOBaHUS U
Pa3sMHOXKEHHUS, YHMUYTOXKEHUS pa3zIMyHbIX HoOcuTenell wuHbopMaluy, NPUMEHSEMbIX MpH
Pa3MHOKEHUH;

- yMeTb 0OpPMUThH Pe3yJIbTaThl YHUUTOKEHUS Opaka, HocHTeNlel MH(pOpMaIK ¢ y4eTOM
rpuda orpaHu4eHHs J0CTyIa KOMUPYEMOTo M pa3MHOKEHHOTO MaTepuaa;

- 3HaTh TPeOOBaHMS 3aALIUTHI MHPOPMAIIMH B MPOIIECCE IKCIITyaTalluu KOMUPOBATBHONU U
MHOXKUTENBHON TEXHUKHU; XPaHEHUS! JOKYMEHTOB, TPOMEXYTOUYHBIX HOCUTEJIEH, KoK 1 Opaka.

KoHTpoJsbHBIC BOIPOCHI:

1. Ha3zoBure OCHOBHBIE CIOCOOBI M TEXHUYECKHE CPEICTBA JJsl KONUPOBAHHUA U

Pa3MHOKEHHSI KOH(PUICHITHATTBHBIX JIOKYMEHTOB.
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2. Kakue QopMbl ydeTa TNpPUMEHSIOTCS IPHM  KONMPOBAHMM M Pa3MHOKEHUM
KOH(HICHIIMATBHBIX JJOKYMEHTOB?
3. HazoBure oOCHOBHBIE TpeOOBaHMS 3alUTHI MPU KOMHUPOBAHWM W  Pa3MHOKEHHH

KOH(HICHITUATBHBIX IOKYyMEHTOB?

4. Kakue  TpeOoBaHUS  MpPEmbABIAIOTCS K JOKYMEHTaM,  [OJUISkKAlUM
MUKPO(DUIBMUPOBAHUIO?
S. KaxoB mopsimok odopmiieHHs1 COPOBOAUTENBHBIX MUCEM (TIepedHeii) K TOKyMEHTaM,

HAaIpaBJIsieMbIM HA MUKPO(QUIBMUPOBaHHE?

6. KakoB mopsfok ydera MOCTYNMBIIMX Ha MHUKPO(WIBMHUPOBAHUE IOKYMEHTOB M MX
MIO/ITOTOBKH K MUKPO(MUIBMUPOBAHUIO? YUeT HOCUTENeH U MUKPO(DHIEMOB?

7. JomyckaeTrcst 11 U3bSATHE WM MOHTUPOBaHHE KapoB B Mukpodmisme? Eciu na, To
Kak opopmisercs’?

8. Kak odopmisercs 3aka3-Hapsg Ha  pa3sMHOXKEHME  KOH(HIACHIMAIbHBIX
JIOKYMEHTOB?

9. Kak ocymectBisieTcs: ydeT KOH(UICHINATBHBIX TOKYMEHTOB NPH MX TOCTYIUICHUH U B
IIPOLIECCE PA3MHOKEHUS HA MHOXKUTEIBHOM ydacTKe?

10. Kakue TpeOoBaHUS NMPEABIBISIOTCS K OGOPMIICHUIO PE3YIbTaTOB Pa3MHOKEHMS Ha
NO/UTMHHYKE (OpUrHHase) KOH(OUIEHIIMATIBHOIO JOKyMeHTa?

11. KaxoB nopsiiok yuera Konuid KOHPUICHIMATFHBIX JIOKYMEHTOB (110 BUIaM yueTa)?

ITopsinok BHINOJHEHHS NPAKTHYECKOH padoThI

1. OdopmuTh B )KypHaJIe yuyeTa MUKPO(DUIbMOB:

1.1. Mukpodunsm Ha uznenue [11-131cc, u3roroBneHHOe MPEANPUIATHEM (xom);
Jiep>KaTelb MO IMHHUKA (xom); compoBoauTenbHoe nmuchbmMo yd.  oT 00.00.00; ucxomsiiee
conpoBogutTenbHoe mucbMo y4.  orT 00.00.00. (ucxoaHble AaHHBIE MPEAOCTABIAIOTCS
npernoiaBaTesaeM JUCIUIUIMHBI);

2. Ocdopmuts B Hapsae Ha pa3MHoXkeHue, JKypHame yuera HapsoB,
KypHane ydera BbINOIHEHHS pabOT MO HapsiiaM:

2.1. Pa3zmMHOX€eHUE U NIEpEIUIET JOKYMEHTA, IPUCIAHHOTO JUIs CBEIEHU: y4.  , Ha 25 1.,
B 10 7K3., 51. Opaka;

2.2. Pa3MHOXEeHUE JOKYMEHTA BbIICIIEHHOTO XpaHeHus: yu.Ne | Ha 20 1., B 3 3K3., 31.
Opaka;

2.3. Pa3MHOX€HUE TOKYMEHTA, NOCTYIHUBIIETO C TAPAaHTUITHBIM IUCBMOM U3 CTOPOHHEN
opranuzaiun: ya.Ne  nHa 10m, B 30 3k3., 10m1. 6paxa. [TosicHuTh crienuduky opopmiIcHHs
paspeleHus Ha pa3MHOXKCHHE.

3. OdopMuth pe3yabTaTbl pa3MHOKEHHS Ha MOJAJUHHUKAX TOKYMEHTOB, B JopMax ydera.
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4. TIpoBectn HeoOXoaMMBIC 3amich U oTMeTKH B"Hapsine Ha pasmHoxkenue", «KypHane
ydeTa BBIIOJIHEHUS paboT 1o Hapsiiam" 00 YHHUTOXKEHHH HocuTenei nadopmamu u 6paxa.

CHUCOK MCTOYHUKOB M JINTEPATyPhbI:

1. Hexpaxa A.B., llleBnioBa I'.A. Opranuzanust KOH(QpUISHINATBHOTO AEJIONPONU3BOICTBA
u 3amuta naopmaruu. M.: Axkagemuueckuii mpoekt, 2007. — CC.76-82.

2. Anekcennies A.W. KonduaennuanpHoe aenomnpou3BoactBo. — M.: OO0 «Kypnan
«Ympasienue nepconaiomy», 2003. CC.86-91.

3. KonduaeHuuanpHoe IEI0MPOU3BOICTBO : yued. mocodue / T.A. I'yryeBa. — 2-e u3j.,
nepepad. u non. — M. : UH®PA-M, 2017. — 199 ¢. — (Bricmiee oOpa3zoBanue: bakanaBpuar).
— www.dx.doi.org/10.12737/23514. - Pexum JOCTyTa:
http://znanium.com/catalog/product/766722

IIpaktuyeckoe 3ansitue Ne 4., (Tema 4. Craauu o00paGOTKH MW 3aIIUTHI
KOH(QUICHIUATBbHBIX JAOKYMEHTOB HCXOJSIer0 W BHYTpPeHHero mnorokos. 4.1. VYwuer
UCXOJAIIMX (OTHPABISEMbIX) W BHYTPEHHMX JOKYMEHTOB. OKCIEIUIMOHHas oOpaboTka
OTIPABJIIEMbIX TOKYMEHTOB). (2 Waca) - nposepka cpopmuposannocmu komnemenyui - IK-
8, IK-9

Leab paboThl: H3yuyeHHE TEXHOJIOTUM JBWXKEHHUS OTIPABISAEMBbIX M BHYTPEHHUX
JIOKYMEHTOB.

B pesyabTrare BbINOJHEHHsI PA00THI CTYAEHTHI J0JKHbBI:

- 3HaTh COCTAB YYETHBIX (OPM, IPUMEHSIEMBIX JUIS yUeTa OTIPABISAEMbIX U BHYTPEHHHUX
JIOKYMEHTOB;

- UMeTb NpeJICTaBlIeHne 00 OCHOBHBIX MPAaBUJIaX MMOCTPOEHUS YUETHO-MH(POPMAIITMOHHOTO
amnmapara;

- MMETh PAKTHYECKUE HABBIKH MO 3alI0JTHEHUIO YIETHBIX (JOPM HUCXOIIATO U BHYTPEHHETO
MOTOKA;

- UMeTb Mpe/CTaBlieHue 00 OCHOBHBIX HANpPABIECHUSX COBEPILEHCTBOBAHMS TEXHOJOTHMMH
ydeTa OTIIPABISAEMBIX U BHYTPEHHUX JOKYMEHTOB.

KoHTpoJ/ibHBIC BOIPOCHI:

1. Kakue cnocoObl yuyera ydeTHble (OPMBI NPUMEHSIOTCS JUIA y4deTa JOKYMEHTOB
HCXOJALIETO U BHYTPEHHETO MOTOKOB?

2. Kakue rpynmbl JOKYMEHTOB BXOIST B COCTaB JOKYMEHTOIIOTOKA ITOATOTOBIICHHBIX
JIOKYMEHTOB?

3. KaxoBbl 0COOEHHOCTH TMPOXOMKIEHUSI MOATOTOBJIEHHBIX JIOKYMEHTOB, MpEIHa3HAYEHHBIX
JUIsl BHYTPEHHETO MOJIb30BaHUs?

4. B uyeM cOCTOAT pa3inyMsl TEXHOJIOTUM Yy4eTa IOJArOTOBJIEHHBIX IOKYMEHTOB IpU

KapTOYHOM U >KypHAJIBHOM crioco0ax yuera?
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5. Kax odopmisiercs Ha mpeanpusTHM clada HCHOJHUTEIEM HE BCEX AIK3EMILISIPOB
JIOKymMeHTa?

6. Kak ocymecTBisiercs oTnpapieHne KOH(PUICHIMATBHBIX IOKyMEHTOB?

7.  OcoOEHHOCTH OTIPABIICHUS TAKETOB B CTOPOHHIOIO OpraHU3aINI0?

IHopsinok BBINOJHEHHUS MPAKTHYECKOH PadoThI

1. Onpenenuth coctaB ONOKOB MH(OpPMAIMS, BKIFOYAIOMIMX COBOKYMHOCTH OJHOTHITHBIX
olepalnyy No y4eTy B >KypHajle (KapTOuyKe) ydera IOATOTOBJIEHHBIX NOKyMeHTOB. Harpumep:
0110k MH(OPMAIH O CAMOM JOKyMEHTE, 010K nH(pOopMary 00 OTIPABICHUH TOKYMEHTA U T.JI.

2. YdecTh B JXypHaje ydeTa MOJTOTOBJICHHBIX JOKYMEHTOB (MCXOJHBIE JTaHHBIC IO
KaKJOMY JIOKYMEHTY IPEJOCTaBIsAET PENo1aBaTelb IUCIUILUINHBI):

2.1.  JIOKyMeHT ¢ CONPOBOAMTEIHHBIM MHUCBMOM B 2-X 9K3.: 1-if 9K3. HampaBisercs B
CTOPOHHIOK OpraHU3alLMIO, 2-i JK3. - OAIIMBAETCS B JEIIO.

2.2. Otuetr 0 HYP Hameuaran B 2-x 3k3. Ilociie BHeECEHU OONOJHEHUE U U3MECHEHUH
neperneyaTaH Kak HOBBIM JOKYMEHT B 2-X 9K3. C M3MEHEHHEM KOJMYECTBA JIUCTOB: l-i 3K3.
OTIIPaBJIEH B CTOPOHHIOIO OpraHU3aluIo, 2-i - MOALIUT B JIEJO.

3. HasBarp W wucnpaButh OMMOKKM B 3aMOJHEHUU (GOPM ydeTa MOATOTOBICHHBIX
JOKYMEHTOB (00pa3Iibl HEMPaBIILHO 3aM0OHEHHBIX ()OPM CTYICHTHI ONYYAIOT y MpernogaBaTens).

4. OdopMUTH MAKET HA OTMPABKY KOPPECIOHACHIIMHU C COJEPKAIUMHUCS B HEM TpeMs
JOKYMEHTaMH, OJMH U3 KOTOPBIX OTIPABIISETCS C COMPOBOIUTENBHBIM MUCHbMOM B 2-X 3K3.

CnHCOK HCTOYHHMKOB M JINTEPaTyphbl:

1. Hexpaxa A.B., llleuosa I'.A. Opranu3zanusi KOHGUIESHIIUATEHOTO JEIOMPOU3BOICTBA U
3amuTa nHPopmarmu. M.: Axkagemuueckuid mpoekt, 2007. — CC.61-71.

2. AnexkcennieB A.M. KonduaenumanbHoe penomnpousBoactBo. — M.: OO0 <« Kypnan
«Ynpasnenue nepconanom», 2003. CC.77-78.

IIpaktuyeckoe 3ansitue Ne S. (Tema 4. Craauu o00padoTKH M 3alIUThI
KOH(UICHIHAIBHBIX JOKYMEHTOB MCXOASAIIEI0 U BHYTPEHHEro morokos. 4.2. Vcnonxnenue
JOKYMEHTOB. KOHTpOJIb MCIIOJIHEHHS TIOKYMEHTOR). (2 4aca) - nposepka cghopmuposannocmu
komnemenyuiu - I1NIK-8, IMK-9

Leanb paGoThl: npuBUTHE CTyEHTaM HaBbIKOB padoThl Ha [IK ¢ mpukianHoi mporpammoit
"KOHTpOJIb NCNIOIHEHUS TOPYYEHNI pyKOBOJICTBA" M1 MACCHBOM JJOKYMEHTOB K HHUM.

B pesyabrarte BbINOJHeHHsI PA00THI CTYAEHTHI J0JKHbBI:

- 3HaTh MOPAIOK OPraHMU3ALMH U TEXHOJIOTHIO KOHTPOJISI UCTIOTHEHHS KOH(DUICHIINATBHBIX
JOKYMEHTOB;

- yMeThb oOecrieunBarh 3amuTy HHPoOpMarmu Tpu pabore ¢ KOH(PHUICHIMATHLHBIMHU
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JTOKYMEHTaMU;

- WMeTh TNpe[cTaBlIeHHe O pPaboTe THIIOBOW MPOrpaMMbI IO KOHTPOJIKO HCIIOTHEHUS
JIOKYMEHTOB.

KouTtposibHbIe BONIPOCHI:

1. KakoBbl 3a/1aul KOHTPOJISI UCTIOTHEHHS CITYXKEOHBIX JJOKYMEHTOB?

2. B yem  cocTosST  OCOOCHHOCTH  OpraHM3allMd  KOHTPOJSI  WCIIOJHEHUS
KOH(HICHIIMATBHBIX JJOKYMEHTOB?

3. KaxoBa TexHOJOTHs KOHTPOJISI UCTIOTHEHHS JOKYMEHTORB?

4. Yto 3HauuT "CpoKOBBIX" U 'comepaTeNbHBIN" KOHTPOJIb OKYMEHTOB U KTO €ro
OCyIIEeCTBIsIET?

5. Kakue cyiecTByrOT CpOKM UCHIOJIHEHHUS IOKYMEHTOB U KEM OHH YCTaHABJIMBAOTCS?

6. Kak ocymectpisiercss ©3MEHEHHE CPOKA UCTIOIHEHHS JOKyMEHTOB?

7. KakoB nopsiioK CHATHSI JOKYMEHTa ¢ KOHTPOJIsA?

8. Uro Takoe pEerucTpanMoOHHO-KOHTPOJIbHAs KApTOYKAa W KakhUe PEKBH3UTHI B Hee
BXOIAT?

9. Kakoil ¢aitn sBnsiercs ¢aiiiom 3amycka mporpaMmbl "KOHTpOIb HCIONHEHUS
NOpy4YeHuil pykoBocTa"?

10. Yro BXOomAT B OCHOBHOE MeHIO TporpamMmbl "KOHTpOIb HCIONHEHHS MOpYdYeHHIt
pykoBozacTBa'?

11.  Yro BXOIMT B MOAMEHIO OT/IEIbHBIX MO3HLIMIA OCHOBHOT'O MEHIO ITPOrpaMMbl?

12. Kak ocymiecTBisieTcss MOUCK W pelIeHHe OCHOBHBIX 3a4au mporpammbl "KoHTposb
VCIIOJTHEHUS TOPYUYEHHUM PYKOBOACTBa»?

13.  Kak ocymiecTBisieTcs pOCMOTP KOHTPOJIBHBIX KapTOUEK MACCUBA JIOKYMEHTOB?

14.  C noMompro Kakux KIaBUII 3anoHstoTCs osuimu PKK?

15. C nomomiplo Kakux KIaBHII OCYIIECTBIAETCS KOMMPOBAaHUE, CTUPAHUE, MPOCMOTD,
pelaKTHpOBaHUE, 3aKperyIeHHe?

16. Kakme wmaccu(uKaTopbl WCHONB3YIOTCS B mporpamMe "KOHTpONb -MCIIONHEHHS
NOpy4YeHuil pykoBojcTBa"?

ITopsinok BHINOJIHEHHS NPAKTHYECKOH PadoThI

1. 3Bamomuuts HOByto PKK, BkmOUMB ee B yike CyLIECTBYIONIMI MAaccUB JOKYMEHTOB
(mo3urmu PKK cTyneHThI 3anoHSIOT CaMOCTOSTENbHO MOCTIEe aHajn3a CYIIECTBYIOLIEr0 MacCcuBa
KapTOYEK).

2. OcymiecTBUTh POCMOTP U KOPPeKTUPOBKY MaHHbIX PXK 1o Bumy moxkymeHta, mo
CPOKY HCIIOJHEHUSI U J]aT€ 3aKPbITHSI.

3. CdopmymupoBaTh 3ampoc ¥ BBIBECTH Ha 3KpaH (II€4aTh) OTPEIAKTUPOBAHHYIO
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CIpaBKy IO JOJTOCPOYHBIM JOKYMEHTaM M OIPEAEIECHHOMY HWHTepBany aar. IlpencraButh
pacreyaTKy IpernoaaBaresto.

4. VYnamite U3 MaccuBa KOHTPOJIbHBIX KapTouek HoByro PKK.

Yxka3zanus 1o BbIIOTHEHUIO 32 aHUIi:

1. CrynmeHTBl CaMOCTOSTENBHO M3YYAlOT MaMSTKY 10 padote ¢ mporpammont "KoHTposb
UCTIONHEHUS TopydeHuii pykoBocTBa" Ha 1K, ynenuB ocHOBHOE BHHMaHHE OpraHu3aiyy (haisioB
IpOrpaMMBbl [Tl €€ MPABUIIBHOTO "3amycKa' U pelieHts OTAEIbHBIX 3a1au.

2. CTyngeHTbl CaMOCTOSITENIBHO M3Y4alOT OTAENbHbIE KOMaH[Ibl, HEOOXOIUMBbIE IS
zanonHeHus: PKK ¢ momoripio TekcToBOro penaktopa (mepexo/y ¢ JaTUHCKOTO Ha PyCCKUM mpudT,
BCTaBKa CUMBOJIOB, yJJaJICHUE, 3aMEHA U JIPYI'He ONEepaLUU C TECTOM).

3. Jlis BBINONHEHMSI 3a/IaHMi, UCTIONB3Ys KiaBuim «Enter», «Endy, «Page upy, «Page downy,
«Ins» u ap., OCyIIECTBUTH MTPOCMOTP U KOPPEKTUPOBKY JAHHBIX MAaCCUBA, a TAKXKe CPOPMHUPOBATH
3aIpoc ¥ BBIBECTH HA HKpaH (Ie€4aTh) CIPABKH M0 MPEIOKEHHBIM 3aauaM.

4. Hcnone3ysi OCHOBHOE MEHIO IPOIpaMMbl OCYLIECTBUTH YAAJIECHUE BBEACHHON HOBOMU
PKK.

CnmcoKk HCTOYHUKOB M JIUTEPATYPHI:
1. Hexpaxa A.B., lleBunoa I'.A. Opraau3zanusi KOH()UICHIIMAIBHOTO JIEJIONPONU3BOJICTBA U
3amuTa nHPopmaruu. M.: Axkagemuueckuid mpoekt, 2007. — CC.82-88.

2. AnexkcennieB A.M. KonduaenumanbHoe penomnpousBoactBo. — M.: OO0 «Kypnan
«Ynpasnerue nepconanom», 2003. CC.96-102.

3. Kynsies, H. H. KondwuaenumansHoe 1emonpon3BOACTBO U 3AIIUIIICHHBINA JIEKTPOHHBIN
JTOKYMEHT0000poT[ DneKkTpoHHbIi pecypc] : yuebnuk / H. H. Kynses, A. C. [Aémymkun, A. T
®abpuunoB; mox obm. pea. H. H. Kynmsea. - M.: Jloroc, 2011. - 452 c. - (Homas
yHHBepcuTeTcKass Oubnmuoreka). - ISBN  978-5-08704-541-1. - Pexum poctyma:
http://znanium.com/catalog/product/468998

IIpakTnuyeckoe 3ansatue Ne 6. (Tema 5. Cucremarnzanusi 1 onepaTuBHOe XpaHeHHe
KOH(QUICHIUATBbHBIX A0KYMeHTOB M naed. S.1. Homenknatypa aen. ®opmupoBaHue u
orepaTuBHOE XpaHeHue jaei). (2 yaca) - nposepka cpopmuposannocmu komnemenyuu - 1K-
8, INK-9

Leab padorsl: M3yueHue nopsjaka cocTaBiaeHus, 0pOpMIICHHUS U BeICHHsI HOMEHKIIATYp
7eTl, COAEp KalMX KOH(HIECHIMAIbHbIE JOKYMEHTHI. V3ydeHne TexXHOIOrnu (OpMHPOBAHUS U
otopmiteHHs Jiel, coAep KaIiX KOH(pHISHIMATbHBIE JOKYMEHTBI ISl X ONEPaTUBHOIO XpaHEHHSI.

B pesyabrare BbINOJIHEHHsI PA00THI CTYAEHTHI J0JKHbBI:

- 3HaTh COCTaB HOPMATHBHO-METOJUYECKUX JOKYMEHTOB, PETJIaMEHTUPYIOIIUX MOPSIA0K

pa3pabOTKK HOMEHKIIATYP JIeJI, COACPKAIMX KOH(DUICHIIUATbHbBIE TOKYMEHTHI;
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- U3YYUTh METOJIUKY COCTABJICHUSI HOMEHKJIATYp KOH(PHUICHIIMATBHBIX JeJ: e ¢ rprudom
"IICIT"; men, comepKamux KOMMEPYECKYIO TaliHy, a TAaK)Ke TOPSAI0K UX 0QPOPMIICHUS, BEACHHUS U
3aKPBITHS;

- TO3HAKOMHUTHCS C HA3HAUYCHHEM, CXEMaMH IIOCTPOCHUS TIEepPEeyYHs JIOKYMEHTOB C
yKa3aHHEM CPOKOB XpaHECHHSI,

- IMETh MPAKTUYCCKUE HABBIKU B COCTABIICHWH, OPOPMIICHNH, BEJICHUH HOMEHKIIATYPHI
Jel, cosieprkaiieid KoH(pHUIeHIIaIbHbIE JOKYMEHTHI.

- 3HAaTh COCTaB HOPMATHBHO-METOJJMUYECKUX JTOKYMEHTOB, PEIIIAMEHTUPYIOIIUX MOPSIOK
dbopmupoBaHus ¥ 0HOPMIICHHS JIETT;

- 3HaTh TpeOOBaHUS W MOPSIOK (HOPMHUPOBAHUS U O(DOPMIICHHS JIEI, COJCPIKAIINX
KOH(UICHIIMATLHBIC JOKYMEHTOB;

- y™meTh c(OpMHPOBATH JEIO B COOTBETCTBUU C JCHCTBYIOIIMMH TPEOOBaHUSIMH U

O(i)OpMI/ITB €ro C MOMCHTA 3aBCACHUS U 10 3aKPbITUS.

KoHTpoJibHBIE BOIPOCHI:

1. Yro Takoe kinaccupuKalus U CUCTEMaTH3aLMsI HCIIOJIHEHHBIX T0KyMeHTOB? [1o
KaKMM IpU3HAKaM KIacCU(UIUPYIOTCS TOKYMEHTHI?

2. KakoBbI OCHOBHBIE TIPUHIIMITBI KJIACCH(PHUKAINN TOKYMEHTOB?

3. Maiite onpeneneHue MOHATUS "HOMEHKIATYphI fen". Kakue CymecTByrOT BUIBI
HOMEHKJIaTyphl Jen?

4. HazoBuTte u oxapakTepusyite nenu U QyHKIIMY HOMEHKJIATyphl Jen?

5. KaxkoB nopsgok pa3paboTKH, COTIACOBAaHUS U YTBEPKICHUS HOMEHKIIATYPhI A€l
CTPYKTYpPHOTO MOAPAa3/IeICHUS U NPEANPUATHS?

6. OxapakTepu3yiTe COCTaB JOKYMEHTOB, BKJIFOYAa€MbIX B HOMEHKIIATYpPY A€,
coJiepKalyto KOHPUASHIHATBHYIO0 HHPOPMAIIUIO.

7. Kaxkne >eMeHTHI BXOIAT B COCTaB 3arojioBKa aea?

8. Kakwue cymecTByrOT CXeMbI TOCTPOSHHUS] HOMEHKIIATYPHI fiet. VX HemocTtaTky u
npeuMyiiecTsa’?

9. KakoB nops1oKk pacnojokKeHus AeJ B HOMEHKIAType U KaK MPOU3BOJUTCS UX
HHAeKcanus’?

10. Yro BKIIOYaeT B ce0s 0ohopMIICHUE U BEACHNE HOMEHKIIATYPHI J1eT?

11. Ha ocHOBaHMU KaKoOro JOKYMEHTa OIPEIEISIIOT CPOKU XPAHEHUS IOKYMEHTOB,
BKJIIOUEHHBIX B HOMEHKJIaTypy? Ha3Hauenue, BUJ1, cxeMa OCTPOEHUs ATOr0 JOKYMEHTa?

12. Yro monmmaetcs oy popmupoBanreM aen? Ha kakom ydactre OHO OCYIIECTBIsETCs?

13. Kakue TpeGoBaHMs HEOOXOAMMO COONIIOAATh MpH (POPMHUPOBAHUHM €N, COJEPIKAIINX
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KOH(UICHIIMATBHBIE JOKYMEHTHI?

14. Kak ocymiecTBisieTcsi IpHeM JOKYMEHTOB ISl TIOMIIMBKU C BXOJSILETO, M UCXOASIIETO
y4acTKoB?

15. Yo BritouaeT B ceds noustue "odopmiienue aen'?

16. Kak ocymiectBisieTcs HyMepalys JUCTOB B eax?

17. Kaxk oopmisieTcs Ae70 Ipu €ro 3aBeieHIH?

18. Kakue n3meHeHust MOTYT OBITh BHECEHBI B O()OPMIICHUE JIe1a B TEYCHHE Toaa?

19. Kak odopmiisercs 10 Ipu ero 3aKpbITHN ?

20. B kakux ciaydasx U Kak OCYHIECTBIIICTCS U OPOPMIISIETCS U3bATHE JTOKYMEHTOB W3
nena’?

10. Kak mpoucxo T Bbl1aua J1eJ1 UCTIOIHUTENSIM?

IHopsinok BBINOJHEHUS MPAKTHYECKOH PadoThI

1. OmpenenuTh CpOKM XpaHEHHUS NPEUIOKEHHBIX IPENOJaBATEIeM KOHKPETHBIX
JTOKYMEHTOB. OIpenenuTh CPOKH XpPaHEHUS IO BUAAM JOKYMEHTOB.

2. [Ilpoanamm3upoBaThb NPEIVIOKEHHBIE  IPEMOJAaBaTeNIeM  HOMEHKIATYpbl  JIedl.
Pe3ynbrarhl aHanmu3a 3anucaTth B TETPaAH U 1aOOPaTOPHBIX padoT.

3. CoctaButh W O(GOPMUTH HOMEHKIATYpy Jel CTPYKTYPHOTO TMOApa3ieieHUs B
COOTBETCTBUM €  TpeOOBAHUSMH,  MPEIBSIBICHHBIMH  COBPEMEHHBIMH  HOPMAaTHUBHO-
METOAMYECKIMH JJOKYMEHTaMHU.

Yka3zaHusi 1o BbINOJIHEHUIO 3aJaHNMH

1. JInst onpenieneHusi CpOKOB XpaHEHUS MPEUI0KEHHBIX BUOB JIOKYMEHTOB CTY/I€HTaM
HEOO0XO0IMMO: TPOAHAIM3UPOBATE MPEUIOKEHHBIN MEPEYeHb JTOKYMEHTOB C yKa3aHHEM CPOKOB
xpanerus. C 3TO# LeNbI0 OHHM JOJDKHBI ONPENENUTh BUJ, Ha3HAUYCHHE M COCTAaB JJOKYMEHTOB
NEepPEeYHs, paCCMOTPETh €r0 CTPYKTYPY U MOPAAOK nMpuMeHeHus. [Tono0pate mo nepeyHto cTaTbu
JUIS TIPEJUIOXKEHHBIX TPENoAaBaTesieM KOHKPETHBIX JTOKYMEHTOB, OMPEIENIUTh 10 KaKOro CpoKa
UX CIIEIYEeT XpaHUTh.

2. Jlng aHanM3a HOMEHKJIATYPHI €T CTYACHTHI ONPEACISIOT BUI HOMEHKIIATYPHI, CXEMY
MOCTPOCHMS, BBIABISIIOT HEIOCTaTKH B (OPMYJIHMPOBKE 3arojJIOBKOB [I€JI, YCTAHABJIMBAIOT
NPaBUWIBHOCTh HMX DPACIOJNOXKEHHUS B pa3/ielax HOMEHKJIATYphI, ONPEAESIOT, NMPaBHIBHO U
YCTaHOBJICHBI CPOKU XpaHEHHs JOKYMEHTOB M BhIOpaHa cMCTeMa MHieKcanuu nen. Kpome toro,
CTYACHTBHI TIPOBEPSIOT COOTBETCTBHE HOMEHKJIATYPHI JEN YCTAaHOBJICHHOH (hopMe, BBISBIISIOT
HaJIM4YKE APYrUX HEJOCTATKOB B COCTaBICHUHU U OPOPMIICHUU.

3. CTymeHTBl CaMOCTOSITENIBHO COCTABISIOT U OGOPMISIOT B HOMEHKIATYpy Jel
MpeJIOKEHHBIA TpenojJaBaTesieM IEepeuyeHb 3arojOoBKOB €N, PEAaKTHpPys HUX UM BHOCS

JOIMMOJTHUTEIIBbHBIC, OTCYTCTBYIOIIUME B HUX CBCIACHUA.
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Iopsinok BBINOJHEHHUS MPAKTHYECKOH PadoThI

1. TIIpoBeputs MpaBWILHOCTH (POPMHUPOBAHUS JBYX I, MPEATIOKEHHBIX MPETIOIABATEIIEM C
y4eTOM TPEIJIOKEHHBIX TpernojaBaTeNieM C y4eToM TNpHu3HakoB kiaccupukammm. (B cimydae
HEOOXOIUMOCTH JieJIa TOJKHBI OBITh TIEpeOPMHUPOBAHBI).

2. Odopmuth nema B COOTBETCTBHHM C TPEOOBAHMSIMH HOPMATHBHO - METOJIUYECKHUX
JIOKYMEHTOB.

Yka3aHusl o BbINOJIHEHNIO 3a1aHMii:

1. CryneHThl IpOCMATPUBAIOT MOJUCTHO JOKYMEHTBI, IPEIJI0KEHHBIC MPEIo/aBaTelieM
u ¢opmupyoT (unu nepedhOpMUPOBBIBAIOT) JABa Jeia B COOTBETCTBUU C MPHU3HAKAMU
KJIaCCU(UKAUKA ¥ CUCTEMAaTH3allMM JOKYMEHTOB B Jelie; a Takke C TpeOOBaHUSIMU,
NpeIbsIBIsIEMbIMA K (opMHupoBaHWIO el (OAHO JENIO0 JOHKHO OBITh HE3aKOHYCHHBIM).
CryneHThl 00pamaroT BHUIMaHHE Ha IPABUJILHOCTD MPYIIUPOBKU JOKYMEHTOB BHYTPH €.

2. 3arem ctyaeHTbl 0GopMIISIOT fena. [Ipu 3ToM 0IHO AeN0 AOMKHO OBITH OOPMIIEHO
B COOTBETCTBHH C TPEOOBAaHUSMH, MPEABIBIIEMbIMA K 0POPMIICHHUIO Jieia IPH €T0 3aBEJICHUH,
a Ipyroe - NpH €ro 3aKpbITUH.

[To okOHYaHUM CTYACHTHI IPOBEPSIOT MPABUIHLHOCTH (pOopMHUpOBaHUS U 0HOPMIICHHS AeI

apyr y apyra. [IpenonaBatens oleHMBaeT Ka4eCTBO BHIMOJIHEHHON PaOOTHI.

CnuCOK MCTOYHUKOB H JINTEPATypPhI:
Hekpaxa A.B., IlleBnoBa I'.A. Opranuzanusi KOHQUAECHINATBHOIO AEIONPOU3BOACTBA U
3ammta uHpopmanuu. M.: Akanemuueckuii npoekrt, 2007. — CC.88-101.

Anekcenne A.M. KonduaenumansHoe naenonpousBoactso. — M.: OO0 «Kypnan
«Ynpasnenue nepconanom», 2003. CC.105-114.

Konpunenmuansnoe nenonpou3BoacTBO : yued. mocodbue / T.A. I'yryeBa. — 2-e u3f.,
nepepad. u qon. — M. : UHOPA-M, 2017. — 199 c. — (Bsicmiee obpa3oBanue: bakanaBpuar).
— www.dx.doi.org/10.12737/23514. - Pexum JIOCTYTIA:
http://znanium.com/catalog/product/766722

Kynses, H. H. KondunenunanbHoe Aem0NpOU3BOACTBO M 3AIIUIIEHHBIN AJIEKTPOHHBIN
JOKYMEHTO0000poT[ DnekTpoHHbIH pecypc] : yueOnuk / H. H. Kynses, A. C. Iémymkun, A. T.
®abpuunoB; mox ob6bm. pea. H. H. Kynmsea. - M.: Jloroc, 2011. - 452 c. - (Homas
yHHUBepcuTeTckast  Ombnmumoreka). - ISBN  978-5-98704-541-1. - Pexum pocryna:
http://znanium.com/catalog/product/468998

IpakTuyeckoe 3ausitue Ne 7. (Tema 5. CucremaTu3anus U onepaTuBHOE XpPaHeHHe
KOH(pUIeHIINATBLHBIX TOKYMEHTOB U Ae. 5.2. [ToaroroBka u nepesaya el B apxuB). (2 yaca)
- npoesepka chopmuposannocmu komnemenyuii - 1NK-8, ITK-9

Lesab paGoThl: H3yueHNe KOMIUIEKCA padoT M0 MOJrOTOBKE KOH(PUICHIUATBHBIX JOKYMEHTOB K

rnepcaaydc B BC,HOMCTBCHHBII)’I ApPXHB, COCTaBa HOPMATUBHO-METOAUYCCKUX JOKYMCHTOB I10 TEMC.


http://znanium.com/catalog/product/766722
http://znanium.com/catalog/product/468998
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B pe3yabTare BbINOTHEHHs! PA00THI CTYACHThI 10JIKHBI:

- W3Y4YHTh BHIBI palOT, COCTABIIIOMIMX TOHATHE "HAay4YHO-TEXHHYECKas o0paboTka
JIOKYMEHTOB",

- 3HATh ONpeJAEJCHUE MOHATUS "IKCIEepPTU3a LIEHHOCTH JOKYMEHTOB", ee MPUHLHUIBI U
KpUTepuy; TpeOOBaHHMS K OpraHM3alMMd IPOBEICHUS HKCIEPTU3bl LIEHHOCTH JIOKYMEHTOB MU
HOPSIOK 0(OPMIICHHS €€ PE3YIIbTaTOB;

- HMETh NPEJCTaBICHUE O TPEOOBAHUAX K COCTABICHHIO W O(GOPMIICHHUIO ONHCEH e,

CHCI_[I/I(bI/IKa COCTaBJICHHUA H O(l)OpMJ'IeHI/IH ormcei ACI, COACpKalIUuX KOH(l)I/II[eHHI/IaJ'IBHBIe

JIOKYMEHTBHI.
KoHTposibHbIE BONPOCHI:
1. JlaiiTe ompenencHUe TMOHATHS «HAYYHO-TEXHUYECKas 00paboTka MTOKyMEHTOB». Kakwe

BUbI pa60T BKJIFOYAET B ce0s 3TO MOHATHE?

2. UTo Takoe «3KCIepTH3a LEHHOCTU JOKYMEHTOB»?
3. [lepeunciure U oxapakTepU3yuTe MPUHLIUIBI U KPUTEPUH SKCIIEPTU3bI IICHHOCTU?
4, Kakue tpebGoBaHusl MpeabsABISIOTCS K OpraHU3AlMH IIEHHOCTH JOKYMEHTOB M KaKOBBI

sTansl ee npoBeaeHua? Kakue skcnepTHbIe HAyYHO-COBEIIATEIbHbIE OPTaHbl CYIIECTBYIOT?
5. HazoBute ocHoBHble 3amauun u ¢yaknuun [[OK (BemomctB) m DK  yupexaeHuid,
OpraHu3aui, NpeaIpUATHN U CTPYKTYPHBIX IIOIpa3ICICHUN.

6. Kaxk opranusyercs pabora [1OK u 9K?

7. Kak opopmitsitoTcst pe3yabTaThl SKCIEPTU3bl LEHHOCTH JOKYMEHTOB?

8. Yro Takoe "onuce"? Ha kakue kaTeropuu Aei COCTaBISAIOTCS ONUCH?

9. N3 xakux rpad cocTosAT onmucaTeNIbHbIe CTAThU OMHICH?

10.  Yewm BbI3BaHBI OCOOEHHOCTH COCTaBJICHHS W O(OPMIICHHUS OIUCEH Iel, COAepKallnuX

KOH(UICHIIMATBHBIE TJOKYMEHTHI?

11. KakoBbl TpeOOBaHHS K COCTaBICHHIO U O(OPMIIEHHIO OMHUCU JEN CTPYKTYPHOTO
MO/Ipa3/iesIeHUs B IETIOTIPOU3BOICTBE OPTaHU3aIuHN?

12. Kax cocraBmsiercss u oopmisieTcss TOJOBOM pa3jiesl CBOAHOM OMHUCH JEN MOCTOSTHHOTO

XpaHeHI/IH? Kakue JAOKYMCHTBI BKIIFOUAKOTCA B 9Ty OITHNCH?

13.  Uro Takoe 3aKOHUEHHAs OIMKUCH JeJl TOCTOSHHOTO WIIH JOJTOBPEMEHHOTO XpaHeHUs?
14. Kaxkue cymecTByrOT cXxeMbl CHCTEMAaTH3aIUH el apXuBHOTO GoHma?

15. KakoB nopsiiok nmoanucanusi, COrJlaCOBaHUS U YTBEPKJIECHHS CBOJHON ONUCH JIEeT?
16.  Yto BXOAMT B HAyYHO-CIPAaBOUHBIN anmapar onucu? KakoBa ux xapakTepucTuka’?

ITopsinok BHINOJIHEHHS MPAKTHYECKOH padoThI
1. Pa3zpabotats [Tonoxenue 00 SKCIIEpTHON KOMUCCUHA KOHKPETHOTO MPEITPHUSITHSI.

2. [IpoBectu 3KcnepTH3y IEHHOCTH fena ¢ oTMeTkou "OITK".
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3. M3yuuth W TpOaHATM3UPOBATH MPEIJIOKEHHBIE IPENOAABaTe/ieM 3aKOHYEHHBIE OMUCH  JIET.
Pe3ynbTarel aHanmm3a OTpasuTh B TETPAAU I Ja00paTOPHBIX padoT.

Yka3aHusi o BbINOJIHEHNIO 3a1aHMii:

1. CrymeHThl H3y4alOT HOPMATUBHO-METOAWYECKHUE JIOKYMEHTBI, pPErJIaMEHTHUPYIOITHE
OPraHU3AIHIO U MPOBEACHHE SKCIIEPTH3bI IIEHHOCTH JTOKyMeHTOB. (IlepeueHs u momoopKy HOpMaTHBHO-
METOJMYECKUX JOKYMEHTOB MPEJOCTABISCT IMpenojaBareib IUCUUIUIMHBI). Ha ocHoBe 3THX
JIOKYMEHTOB, @ TaKK€ HMCIONb3ys UCXOJHbIC JaHHbIC, TPEUIOKEHHBIC MPENoaBaTesieM, CTYACHTHI
pazpabarsiBatot [onoxeHne 00 SKCIIEPTHOM KOMUCCHH KOHKPETHOTO MTPEATIPUSITHS.

2. CryneHsl TpOBOIAT TONHUCTHBIA mpocMoTp fAena ¢ ormerkod "OIIK" ¢ wmenbro
OTpe/IeTICHHs] U BBIJCIICHUSI U3 UX COCTaBa JIOKYMEHTOB, MOAJSKAIINX JATLHEUIIEMY XPaHEHHIO.
3areM CTyAeHTHl TepeOpMHUPOBBIBAIOT Jella W OOECICUMBAIOT YUYET M3BIMAEMBIX JIOKYMEHTOB.
N3bsiThIe TOKYMEHTBI CTYAEHTHI MOJIIMBAIOT B JIEN0, COOTBETCTBYIOLIEE MO0 COIEPKAHUIO U CPOKAM
XpaHeHHsl, BHOCST W3MEHEHUsI B ero odopmieHue win GopMHUPYIOT HOBOE Jeno, opopmiisis ero B
COOTBETCTBUH C CYIIECTBYIOIIUMH TPEOOBAHUSIMHU.

3. CTymeHTBI TPOBOMSAT aHAIM3 MPEIOKCHHBIX 3aKOHYCHHBIX OMNHCEH Jen, oOpamas
BHMMaHHE Ha COCTaB HAY4YHO-CIIPABOYHOrO ammapara M MPaBWIbHOCTh €ro OQOpMIICHHS.
[TonpoOHO paccmaTpuBaeTCs OmMucaTelbHAas CTAaThs OMUCH, OTMEYAETCS CXeMa CHUCTeMaTH3alliu
JIOKyMEHTOB B HEH, MPaBUILHOCTh O()OPMIICHHS] UTOTOBOM 3alliCHU K ONMHUCH U T.1I. Pe3ynapTaTe
aHaJIn3a OTPAKAIOTCS B TETPAU JUIsl JIaOOPATOPHBIX padoT.

CnHCOK HCTOYHHMKOB M JINTEPaTyphbl:

Konpunenmmansnoe nenonponu3BocTBO : yued. mocodbue / T.A. I'yryeBa. — 2-e u3.,
nepepad. u qon. — M. : UHOPA-M, 2017. — 199 c. — (Bsicuiee obpa3oBanue: bakanaBpuar).
— www.dx.doi.org/10.12737/23514. - Pexum JOCTyTA!

http://znanium.com/catalog/product/766722

Hekpaxa A.B., llleBnoBa ['.A. Opranu3zanus KOHQUACHINAILHOTO JEJIONPON3BOACTBA U
3ammra uHpopmanuu. M.: Akanemuueckuit mpoekt, 2007. — 220 c.

Kynses, H. H. KondunenunansHoe AeM0NpPOU3BOACTBO M 3aIIUIIEHHBIN AJIEKTPOHHBIN
JOKYMEHTO000poT[ DnekTpoHHbIN pecypc] : yueObnuk / H. H. Kynses, A. C. Iémymkun, A. T
®abpuunoB; mox obm. pea. H. H. Kynmsea. - M.: Jloroc, 2011. - 452 c. - (Homas
yHHUBepcuTeTcKast  OmbOnmumoreka). - ISBN  978-5-98704-541-1. - Pexum pocryna:
http://znanium.com/catalog/product/468998

IIpakTuyeckoe 3ansitue Ne 8. (Tema 5. CucremaTusanusi 4 onepaTuBHOE XpPaHeHHe
KOH(HIEeHIIHAJBHBIX JOKYMEHTOB W JeJ. 5.3. YHUYTOXEHHE JTOKYMEHTOB M HOCHUTEJEH
uHopmanun). (2 yaca) - nposepka cgpopmuposannocmu komnemenyuu - IK-8, IK-9

Hean padoThbI: 3aKpeIJICHHWE TEOPETUYECKMX 3HAHUWA W OBJAJCHHUE IPAKTUYECKUMHU
HaBBIKAMH 10  BBIBICHHIO, OTOOpY Ha  yHUUYTOXKEHHE, (DU3MUECKOMY  YHUYTOKCHHIO

KOH(UICHITMATHEHBIX JOKYMEHTOB 1 O(DOPMIICHHIO €10 PE3YIIbTATOB.


http://znanium.com/catalog/product/766722
http://znanium.com/catalog/product/468998
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B pe3yabrarte BbINoIHeHUs1 pa00ThI CTYA€HThI 10JKHbBI:

- M3Y4YUTh OpPraHU3aIMOHHO-TIPABOBOE oOOecIieueHne padoT IO BBIABICHHIO, OTOOpY,
XPaHEHUIO ¥ YHUUTOKEHHUIO KOH(MHICHIIMATBHBIX JOKYMEHTOB U HOCUTENEH MH(OPMALH, YTPATHBIINX
MPAKTUYECKOE 3HAYCHHE U HE NMEIOIIMX HAYYHO-UCTOPUUECKON IIEHHOCTH;

- 3HaTh TEXHOJIOTUIO OTOOPA KOH(MHUICHIIMATBHBIX TIOKYMEHTOB U UX YHHUUTOKEHUS;

- OBJAJETh TPAKTUYECKMMHM HAaBBIKAMH IO O(GOPMJIEHHUIO YYETHBIX JOKYMEHTOB IIO
pe3yabTaTaM YHHUTOXKEHHUS,

- 3HaTh CIOCOOBI M TEXHUYECKHE CpEACTBA YHUYTOXKEHHUS  HOCUTeENeH
KOH(pHUACHITMAIBHOU HH(pOpMAIINH;

- 3HaTh W YMEThb NPHMEHATh Ha TPAKTHKE TPEeOOBAaHWS 3alIUTHl WH(YOPMAIMH TIPU
MIPOBE/ICHUH PAOOT 10 YHHUYTOKEHHIO KOH(PHICHIIMAIBHBIX IOKYMEHTOB.

KoHTposibHbIE BONPOCHI:

1. HasoBure 1menu M OCHOBHBIE 337a4M MO YHHUUYTOKEHUIO KOH(PHICHIIMATBHBIX JTOKYMEHTOB U

Hocurener nadopmarmm. Kak opopMIIsiFoTest pe3yabTaThl YHHUTOXKCHHUS?

2. KaxoB mopsiioK CO3/1aHus SKCIIEPTHBIX KOMUCCHIA TI0 OTOOPY JeT 1 TOKYMEHTOB, HX COCTaB

U TpeboBaHMUsI, IPeIbABISEMbIC K dKCIIepTam?

3. HazoBute Buibl KOH(UIEHIIMAIBHBIX JOKYMEHTOB U JIeJl, HOcUTesel MH(pOopMaluH,
BKJIFOYAaEeMbIE B aKkT (IIOJUIEXkAIEe U HE MOAJIEKAIINE) PACCMOTPEHHIO AKCIIEPTHBIMU KOMUCCHSIMU;
YHHUTOKaeMble Oe3 BKITFOUSHHS B KT, HO C OTMETKON B YYETHBIX IOKYMEHTAX.

4. Kaxue TpeOoBaHusI PEABSIBISIOTCS K COCTABICHUIO M O(DOPMIIEHHIO aKTOB HA YHUYTOXEHHE?
KakoB nopsiiok opopmiieHus: BHECEHUI N3MEHEHUH B aKThI?

5.Kakoii moOpsaoK YCTaHOBJIEH JUIsi OTOOpa JOKYMEHTOB, BKIIIOUEHHBIX B aKThl Ha
yHnuTo)keHne? HazoBure TpeOoBaHWS, MPEObsBIsSEMble K TPOBEPKE K KOH(HIECHIHMATHHBIX
JIOKYMEHTOB IIPH UX 0TOOpE Ha YHUUTOXKEHUE?

6. Kakue TpeOoBaHMS NPEABABISIOTCS K XPaHEHHIO KOH(HUIACHIHAIbHBIX JOKYMEHTOB,
OTOOpaHHBIX K YHUYTOKEHHIO?

7. HazoBure OCHOBHBIE TpeOOBaHHS 3alIUThl MHPOPMAIMHU MPU TPAHCIIOPTUPOBKE M
($U3NUEeCKOM YHHUYTOKEHUU KOH(QUACHIMAIBHBIX JIOKYMEHTOB W HOCHTEeNed HHpopmMaimuy;
COCTaB JIUII, TPOU3BOAALINX YHUUTOKEHHE T U JJOKYMEHTOB, MaKyJIaTyphl.

8. Kakumm crocob6aMu yHUUYTOXKAIOTCS KOH(MUICHIUAIBHBIE JOKYMEHTBI M HOCHTEIH
uH(popmanun?

9. KakoB mopsiiok oopMIIeHHsI OTMETOK 00 YHHUYTOKEHUU KOH(PHUICHIIUATBHBIX
JOKYMEHTOB M HOCUTEJIEH HH(OPMAINK B YUYETHBIX JOKYMEHTaX?

IHopsinok BBINOJHEHHUS MPAKTHYECKOH PadoThI

1. ObopMUTh Ha YHUUTOXKEHHE CIAEAYIOUINE TOKYMEHTHI U JIena:
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1.1. KsapranbHble IUIaHBI pabOTHI IO OCHOBHBIM BOIIPOCaM JAESTENbHOCTH MPEANPUSTHS.
— Jlemo Ne 02-03 32 20 r., koHpuAeHIMATLHO, HA 200 nHcTax;

1.2. HopmaTtuBHO-METOAMYECKHE JOKYMEHTHI IO OpraHHW3aluu JIeJIOMPOU3BOJICTBA
(maMATK1, HTHCTPYKIINH, MpaBuja, MeToauueckue ykasanus). -[emno Ne 01-153a20  r.,
KoH(puaeHIHaIbHO, Ha 150 nmuctax. M3 nena moiexar YHUUTOKESHHIO : MHCTpyKIIHMSA O
MPOBEJCHUM MPOBEpPOK Hanmnuus, yu.Ne25, Ha 45 nucrax; Meroauueckue yka3zaHus IO
0 OpPMIICHHUIO KOH(DHIEHITUATBHBIX JOKYMEHTOB, yu.Ne4(, Ha 52 nucrax.

1.3. Yepnosuk gokymenTta "l[lepcriekTuBHBIN TU1aH pa3Butus orpaciu Ha 20 -20  rr.",
yd. Ne 25 Ha 5 nucrax.

2. PaccMoTpeTb M NPOKOMMEHTHPOBATH MOPSAOK H3BATHUS JIOKYMEHTOB W3 JIela,
MOJICXKAIIETO YHUUTOXKEHUIO.

3. PaccMmoTpeTh creayronie BapuaHThl YHUUTOKEHHSI YePHOBUKOB KOH(HIEHIIUATBHBIX
JOKYMEHTOB, HCTIOPUEHHBIX JIUCTOB CHEI0JIOKHOTOB U KOPEIIKOB CIEI[0JIOKHOTOB:

3.1. HcnomuuTenh NPUHOCUT HA OTNPABKY KOH(PUICHIUATBHBIA JOKYMEHT U
yepHOBUK. JleiicTBus corpyaHuka KJ[ W ucnonHurtens no npueMy-nepenade JOKYMEHTa,
YEpPHOBHKA, YHUUTOKEHHOT'O YEPHOBUKA.

3.2.  HcnomHuTenb Mpu OTIpPaBKE JOKYMEHTa CIaeT YEPHOBHK U OJHOBPEMEHHO C
9TUM oOpamaeT BHMUMaHHe cotpyanuka KJ[ Ha TO, cTO B CHENOJOKHOTE OCTajCs BapUaHT
yepHoBHKa. JlefictBue coTpynnnka K] 1 ucronHuTens Mo yHUYTOKEHUIO YEPHOBUKA.

3.3. Cienl0J0KHOT MOTHOCTHIO UCTIONB30BaH. [ops0K ero criucanus ¢ UCTIOMHUTEIIS.

Yka3zaHusi 1o BbINOJIHEHUIO 3aJaHNMH

1. CryaeHTBI CaMOCTOSATENIBHO OIPEACNAIOT, KAaK YHUYTOXKAIOTCS MPEIOKEHHBIE
JTOKyMeHTHI (110 akTy, ¢ otMeTkoi DIIK unu 6e3 DIIK).3atem oHn 0hOpMIISIIOT JOKYMEHTHI Ha
yHHUYTOXKeHUE. [Ipr 3TOM CTYIEHTHI JOMKHBI PACCMOTPETh COCTAB M MOPSAIOK 3aMoIHEHUS Tpad
aKTa, BHECEHHE MCIPABJICHUN B HEro, MPOBECTH IPOBEPKY MPABUIBHOCTU COCTABICHHUS M
odpopmitenus akta. OGOpMHUTH UTOTOBYIO 3aIUCh B aKTE 00 YHHUTOKEHUU JOKYMEHTOB H JIEJI.

2. CTyneHThl JOJKHBI MPOKOMMEHTHPOBATH TOPSIOK YHUUYTOXKEHHS TOKYMEHTOB W3
Jena (B KakuX ClydasiX JIeJI0 OCTaeTcs, a M3bIMAIOTCS JOKYMEHTBI, B KaKMX - YHUUYTOXKAETCA
neno). Kak 3to orpakaercs B akTe?

3. CTyneHThl OTBEUAIOT Ha MPE/JIOKCHHBIE BapUAHTHI B TETPAIU IS J1aOOPATOPHBIX
pabor.

CnHCcOK MCTOYHHMKOB M JIUTEPATyPHI:

KonduaenmmanpHoe nenonpou3BoacTBo : yued. mocooue / T.A. I'yryeBa. — 2-e¢ u3n.,
nepepad. u qon. — M. : UHOPA-M, 2017. — 199 c. — (Bricmiee obpa3oBanue: bakanaBpuar).
— www.dx.doi.org/10.12737/23514. - Pexum JIOCTYyTIA:

http://znanium.com/catalog/product/766722


http://znanium.com/catalog/product/766722

53

Hexkpaxa A.B., llleBuosa I'.A. Opranusaiusi KOHQHIESHIIMAIHLHOTO JIEIONPOU3BOJCTBA U
3amuTa nHpopmaruu. M.: Akanemuueckuii mpoekt, 2007. — 220 c.

Kynsie, H. H. KondunennuanpHoe ASTOMPON3BOACTBO U 3AlUIICHHBIN 3JIEKTPOHHBINA
JTIOKYMEHTO000poT[ DnekTpoHHbI pecype] : yuebnuk / H. H. Kynses, A. C. [Iémymkun, A. T
®abpuunoB; mox obm. pen. H. H. KynseBa. - M.: Jloroc, 2011. - 452 c. - (Homas
yHUBepcuTeTCKass  OmbOnmuoreka). - ISBN  978-5-98704-541-1. - Pexum  gocrtyma:
http://znanium.com/catalog/product/468998

IIpakTuyeckoe 3ansitue Ne 9. (Tema 6. ApxuBHOe XpaHeHHe KOH(PHIEHIHAIbHBIX
AOKYMeHTOB H aeji. 6.1. KommekroBanue apxupa, knaccuduranus u y4der nein.). (2 gaca) -
npoesepka chopmuposannocmu komnemenyuii - 1NK-8, IK-9

Heab padoThl: U3yyeHHE UCTOYHUKOB KOMILJICKTOBAHHS apXHBa, CXEM KiacCcU(UKAINK
JIeJT apXUBHBIX (POHIOB, OOMIMX M CHEIU(PUYHBIX HMPUHIHUIIOB yuyeTa KOH(PHUICHIUATbHBIX e,
CUCTEMBI YUETHBIX JIOKYMEHTOB B BEZJOMCTBEHHOM apXMBE.

B pe3yJsbTare BbINOJHEHHS PadOTHI CTYACHTHI 10/ZKHBI:

- 3HaTh OCHOBHBIE M BTOPOCTEIICHHBIE MPU3HAKHU TPYIIITUPOBKH JIET;

- UMeTh TMpeAcTaBlieHHe 00 UCTOYHMKAaX KOMIUIGKTOBAaHMSI apxXuBa M CXeMax
KJaccuuKaum e ero poHmoB;

- 3HaTh OCHOBHbIE YUETHbIE (JOPMBI apXMBa U TPEOOBAHMS K UX 3alIOJIHEHHUIO;

- IOJYYUTh MPAKTHUECKUE HABBIKU IO 3aMIOJIHEHUIO U BEJCHUIO YUETHBIX JOKYMEHTOB.

KoHnTpoJsbHbBIE BONIPOCHI:
1. Kakue kareropuu Jien rnepenaroTcs Ha XpaHEeHHE B BEJOMCTBEHHBIN apXUB?
2. KaxoB nmopsipok nepemayn nen u3 ciryxxosl (otnena) KJ{ B Be1oMCTBeHHBIN apXuB?
3. HazoBuTe npusHaku rpynnupoBkH nei. Kakue npuzHaku SBISIOTCS OCHOBHBIMH, KaKue -
BTOPOCTENEHHBIMU?
4. Kakue MOryT ObITh CXeMbI KJIaCCU(UKALIUU el apXUBHBIX (POHJIOB U B KAKUX CIy4yasX OHU
MIPUMEHSIOTCS?
5. KakoBbl 001uMe U crienraabHble TPUHIIUILI Y9eTa KOH(UICHIIMATBHBIX JOKYMEHTOB B
BEJJOMCTBEHHOM apXHBe?
6. HazoBuTe OCHOBHBIC YUETHBIC €IMHUIIBI BETOMCTBEHHOTO apXuBa?
7. Kakue yueTHble (hOpMBI UCTIOIB3YIOTCS B BEIOMCTBEHHOM apXuBe?
8. KakoBbI OCHOBHBIE Pa3]INYMS B YUETE€ OTKPHITHIX U KOH(PHICHIIUAIBHBIX JEN B
BEJIOMCTBEHHOM apXuBe?

IHopsinok BHINOJHEHHUS MPAKTHYECKOH padoThI

1. PaccmoTpeth TpeOoBaHMS K 3alIOJHEHUIO YYE€THBIX (DOpM, TPUMEHSIEMBIX B
BEJJOMCTBEHHOM apXUBE:

- KHUTHU y4CTa NOCTYIUICHUA U BBIOBITHSA JAOKYMCHTOB;
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crvcka (poHIIOB;

nucta GoHNa;

KapToukH (oHTa.

2. B3sath Ha y4yeT apxuBHbIN (HOH/ (110 TPEITI0KEHHON MTPETNOo1aBaTesIeM OIUCH ).

w

. BHecTn HeoOX01MMbIe M3BMEHEHHS M1 OTMETKH B YYETHBIC JIOKYMEHTHI B CBSI3H C:

- BBIOBITHEM W3 OIHCHU JABYX JIET;

- pacCeKpeYMBaHUEM B OIKMCH OJHOTO JIeJa.

Yxa3zanus 1o BbIIOTHEHUIO 32 aHUIi:

1. IIpoananu3upoBaTh HAUMEHOBAHUS Tpad B MPEIIOKEHHBIX YUETHBIX (hopMax.
O6paTI/ITI) BHUMAaHHEC Ha TO, B KaKUX q)opMax 1 KAaKHNC N3MCHCHUSA TOJIKHBI 6I)ITI> BHCCCHBEI B
CBsI3H C B3JTHUECM HaA yqu KOH(l)I/IIleHIII/IaJIBHI)IX I[OKYMCHTOB.

2. CTyAeHTBI CAaMOCTOSTEIHLHO ONPEIEIISIIOT, HA OCHOBAaHUH Yero, Kakue yuyeTHbIe (hOpMbI
U KaK JOJKHBI ObITh ODOPMIIEHBI ITPH MIOCTAHOBKE HA yUeT apXUBHOTO (OHJA.

3. CHayvasia CTy/I€HBI JCJIal0T B OIMMMCH OTMETKH O BHIOBITUM U PACCEKPEUMBAHUU I,
3aTeM MEPECOCTABIISACTCA UTOTOBas 3aruch Kk onucu. [locie yero HeoOXoMMbIE H3MEHEHUS
BHOCSITCS] B KHUTY Y4eTa MMOCTYIUICHUS U BBIOBITHS IOKYMEHTOB, JIUCT (GOHJIA U KapTOUKy (OH/A.

[IpenogaBaTens mpoBepsieT MPaBUIBLHOCTH MPOJEIAHHON PabOTHI.

Cnucox HCTOYHHKOB U JUTEPATYPHLI:

Kondunenmnuansnoe nenonpousBoAcTBo : yued. mocobue / T.A. I'yryeBa. — 2-e u3n.,
nepepad. u jon. — M. : UHOPA-M, 2017. — 199 c. — (Bricuuee oOpa3zoBanue: bakanaBpuar).
— www.dx.doi.org/10.12737/23514. - Pexum JIOCTyTA!

http://znanium.com/catalog/product/766722

Hekpaxa A.B., llleBnoBa I'.A. Opranuzanus KOHQUACHIUATHLHOTO JEIONPON3BOACTBA U
3ammTa uapopmanun. M.: Akagemudeckuit mpoekt, 2007. — 220 c.

Kynsies, H. H. KondunennuanpHoe AeT0MpoOU3BOACTBO M 3alUIIEHHBIA SJIEKTPOHHBIN
JTIOKYMEHTO000pOT[ DnekTpoHHbIH pecype] : yuebnuk / H. H. Kynses, A. C. Iémymkun, A. T
®abpuunoB; mox ob6bm. pen. H. H. KynseBa. - M.: Jloroc, 2011. - 452 c. - (HoBas
yHHUBepcHTeTCKass  OmbOmmoreka). - ISBN  978-5-98704-541-1. - Pexum pocryna:
http://znanium.com/catalog/product/468998

Ipakruuyeckoe 3ansaTHe Ne 10. (Tema 6. ApxuBHOe XpaHeHHe KOH(HIEHIUATBHBIX
AOKYMEHTOB H Jesl. 6.2. HayuyHo-cripaBOYHBIM amnmapaT W OpPraHU3alusl HCIOJIb30BAHUS
apXUBHBIX JIOKyMEHTOB. O0ecrieueHre COXpaHHOCTU JOKYMEHTOB M JieNl B apxuBe). (2 yaca) -
npoesepka chopmuposannocmu komnemenyuii - 1NK-8, IK-9

Hean paboThl: u3ydeHHWE OCOOCHHOCTEH COCTaBiIeHUS H OGOPMIICHHS HAy4YHO-
CIPAaBOYHOIO amnmapaTa K KOHQUACHIHaIbHBIM IOKYMEHTaM apXH1Ba; OCHOBHBIX HANpaBICHUH U
UCTIOJIb30BaHUS KOH(UCHIIMANBHBIX apXUBHBIX JIOKYMEHTOB U 00eCIeYeHNe UX COXPAaHHOCTH.

B pe3yabTaTe BbINMOJHCHUSA paﬁDTbI CTYACHTDBI T0JI2KHbI:
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- 3HaTh 3aJa4d M COCTaB HaydHO-cmpaBouHoro ammapara (HCA) k mokymeHTam
BEJIOMCTBEHHOT'O apXUBa;

- YMEeTh coCcTaBIsATh OCHOBHBIE BBl HCA K KOH(UACHIMAIBHBIM JOKYMEHTAM;

- 3HaTh, KAK OCYIIECTBIISIETCS BblAay4a JeJ1 BO BPEMEHHOE 10JIb30BAHUE;

- UIMETb NPAKTUYECKUE HABBIKK B O(POPMIIEHUU apXUBHBIX CIIPABOK, KOMHI1 (BBIITUCOK) 110
3arpocam, COLIMAIBLHO-TIPAaBOBOIO XapaKTepa;

- UWMEThb IPEACTABIEHWE O NPOBEACHUM IPOBEPOK HAIUYMSI U COCTOSIHUS
KOH(UICHIIMATBHBIX JIe]T B BEIOMCTBEHHOM apXHBE.

KoHTposibHbIE BONPOCHI:

1. Jns kakux 1ened B BEIOMCTBEHHOM apXWBE CO3/A€TCs HAay4YHO-CIPABOYHBIN
anmapar K KOHHUICHIINAIbHBIM JTOKyMeHTe?

2. Ha3zoBuTe OCHOBHBIE BHUJIbI HAYYHO-CIIPABOYHOTO almapara K KOH(QHUACHIHATbHBIM
JIOKYMEHTaM BEIOMCTBEHHOI'O apXuBa?

3. KaxoB cocraB cipaBOYHOTrO ammapara Onucu?

4. Yro BKIOYaeT B ceOs TUTYJIbHBI JIMCT M 3aBEpUTENbHAs HAINUCh OIUCHU
KOH(UICHIIMABHBIX JOKYMEHTOB?

5. KaxoBbl cocTaBHbIE YaCTH M MCTOYHHMKHM HANHMCaHUS HCTOPHKO-apXeorpaduyeckoro
MPEIUCIOBUS K OUCH KOH(UIEHIINAIbHBIX JOKYMEHTOB?

6. Kaxue ¢opmbl UCTONB30BaHUS KOH(PHUICHINUATBHBIX JIOKYMEHTOB CYIIECTBYIOT B
BEJJOMCTBEHHOM apXHBe?

7. Kak ocymectBinsercs Bbljauya KOHQHUIESHIMAIbHBIX JOKYMEHTOB U3 BEJOMCTBEHHOTO
apxuBa?

8. KaxoBsl mpaBuiia paboTHl UCTIOIHUTENEH ¢ KOHPHUICHINATHHBIMHA JOKYMEHTAMH?

9. Uro npexacTaBisoT cOO0N TEMAaTHUECKUE U COLIUAIBHO-TIPABOBBIE 3aITPOCHI?

10. HazoBuTe BUIBI MPOBEPOK HAJIMYUS M COCTOSIHMA €Nl B BEIOMCTBEHHOM apxuBe?
KaxoBbl TpeboBaHUS K X TTPOBEACHHUIO?

11. Kak ocymiecTBisercsi po3bICK HeOOHAPYKEHHBIX JIeJ1 B BEIOMCTBEHHOM apXuBe?

12. KakoB mopsiiok mnepegaud el U3 BEeIOMCTBEHHOI'O apXHWBa Ha TOCYAApCTBEHHOE
XpaHeHue?

ITopsinok BbINOJIHEHUS NPAKTHYECKOH PadoThI

1. Ilpoananu3upoBaTh MpeIOKEHHYIO MTPETNOAaBaTEeIeM apXUBHYIO OIKCH CO CIIPAaBOYHBIM
anmapatoM. OGOopMHUTE HEJOCTAIOIINE JICMEHTHI.

2. CoctaBuTh 3aKa3 (TpeOOBaHKE) HA BhIJAUY Je]1 U3 BEIOMCTBEHHOTO apXHBa.

3. CoctaBuTh 1 0pOPMUTH APXWBHYIO CHPABKY C TPU(OM OrpaHUUEHHsS JOCTYIa IO

JIOKYMEHTaM apXUBHOTO (OH[A.
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4.CocTaBUTh aKT MPOBEPKH HAJIUYUS M COCTOSHUS 1€l (POHIA, B KOTOPOM OAHO JEJI0 He
00HApYKEHO.

5. OpopMHTB PO3BICK U CIIHCaHUE HEOOHAPYKEHHOTO B X0JI€ IPOBEPKU HAJIMYUS JIea.

VcxonHble JaHHbIE IPEJOCTABIIAIOTCS NPEnoaBaTeieM JUCHUIUINHBL.

Yka3aHus 1o BbIIOJIHEHUIO 3aIaHMI:

1. BBISIBUTH OTCYTCTBHE HEOOXOJMMBIX COCTaBISIOLIMX CIPAaBOYHOIO ammnapara K
apXUBHOM OMHUCH, IPEAJIOKEHHOH npenoaaBateneM. OGopMUTh HEOCTAIOIINE COCTABIISIOIINE.

2. 3anoJIHUTh NpeJUI0KEHHbINH OaHK (TpeOoBaHUE) HA BBIAAUY JI€1a U3 BEJJOMCTBEHHOTO
apxuBa (UCXOJIHbIE IaHHbIE JIeJ1a CTYACHThI COCTABIISIFOT CAMOCTOSATEINBHO).

3. CryneHTbl JOJDKHBI COCTaBUTh APXUBHYIO CIpPaBKYy IO  IPEAJIOKEHHBIM
npernoiaBaTeyeM apXuBHBIM JoKyMeHTaM. OOpaTUTh BHUMAaHKE HA MPABUILHOCTH O(OPMIICHUS
CIOpaBKM B Ciydyae Haluuusi B JOKYMEHTaX KOHQHIEHIMAIbHBIX cBeaeHuid. OOpasen
oopmIIeHHs apXUBHOM CIIPaBKH MPEIOCTABIAETCS penojaBaTeieM JUCLUIUINHBL.

4. Tlocne cocraBieHuss U O(GOPMIICHHS aKTa MPOBEPKH HAIMYHUSA U COCTOSHHS e
CTyJEHTaM HEOOXO/IMMO CJIeNaTh B OIIMCH OTMETKY O IPOBEIEHHOM MPOBEPKE.

5. Jlnd BBINOJHEHUS HTOr0 3aJaHMs CTyAeHThl 3anonHsAoT "Kaprouky yuera
HeoOHapyxeHHbIX Jen" (OOpasen odopmienus Kaproukum ydera mpenocTaBisercs
npenojaBaTesieM JUCHMILIMHEL), 3aTeM 0pOopMIISIIOT "AKT 0 HEOOHApPYKEHUU e, TyTH pO3bICKa
KoTopelx ucuepnanbl" (OOpazenr odopmieHus AKTa MpeIoCTaBIsSIeTCs NpernoaaBaTeaeM
mucuuruiveel). Tlocne 3Toro BHOCATCS HEOOXOAMMbIE U3MEHEHUS B OIKCH, JUCT (OHJA, KHUTY
ydyeTa MOCTYMJICHUS U BBIOBITHS TOKYMEHTOB M KapTOUKy (OHJA.

[IpenogaBaTens IpoBepsieT NPAaBUILHOCTh BBIMOJIHEHUS 3aJaHUH.

CnucoK HCTOYHHKOB U JUTEpaTyphbl:

KonpuneHmuansHoe Ienonpon3BocTBO : yued. mocodbue / T.A. I'yryeBa. — 2-e 3.,
nepepad. u qon. — M. : UHOPA-M, 2017. — 199 c. — (Bsicmiee obpa3oBanue: bakanaBpuar).
— www.dx.doi.org/10.12737/23514. - Pexum JIOCTYTIA:

http://znanium.com/catalog/product/766722

Hekpaxa A.B., lllepnoBa I'.A. Opranuzarusi KOHOUISHIIMATBEHOTO JEIOMPOU3BOACTBA 1
3ammra uHpopmanuu. M.: Akanemuueckuit mpoekt, 2007. — 220 c.

Kynses, H. H. KondunenunansHoe AeM0NpOU3BOACTBO M 3AIIUIIEHHBIN AJIEKTPOHHBIN
JOKYMEHTO000poT[DnekTpoHHbIH pecypc] : yueObnuk / H. H. Kynses, A. C. Iémymkun, A. T
®abpuunoB; mox obm. pea. H. H. KynmseBa. - M.: Jloroc, 2011. - 452 c. - (Homas
yHHUBepcuTeTcKast  OmbOnmumoreka). - ISBN  978-5-98704-541-1. - Pexum pocryna:
http://znanium.com/catalog/product/468998

IIpakTuyeckoe 3ansatue Ne 12. (Tema 7. IlpoBepka Hamuuus KOH(PHUICHIIMATHHBIX
JOKYMEHTOB, A€l W HocuTelned uHpopmanmm). (2 4yaca) - npoeepka cghopmuposannocmu

komnemenyuiu - I1NIK-8, IIK-9
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Heanb padorbi: 3ydeHne OCHOBHBIX THIIOB, BHIOB TPOBEPOK HATMUMS KOH(MHICHITMATHHBIX
JIOKYMEHTOB, TEXHOJIOTHH MX TIPOBEZICHIST M O)OPMIICHHS pE3YIbTaTOB.

B pe3yabTare BbINOJHEeHUS PA0OTHI CTYI€HTHI J0JIKHbI:

- 3HaTh OCHOBHBIE THITbI ¥ BUJIbI IPOBEPOK HATMYMS KOH(DUAECHIMATBHBIX IOKYMEHTOB;

- 3HATh TEXHOJIOTUIO MIPOBE/ICHUS TPOBEPOK HATUYMS KOHPUACHIMATBHBIX TOKYMEHTOB;

- 3HaTh TPEOOBAHUS K OPOPMIICHHIO PE3YJIBTATOB MMPOBEPOK HATMUKS KOH(DUICHITHATLHBIX

JIOKYMEHTOB;

- MMETb NPAKTUYECKUE HABBIKH MO MPOBEACHHUIO IPOBEPOK HANNYMS KOHPHUACHIIUATBHBIX
JIOKyMEHTOB U O(POPMIICHUIO PE3YIILTATOB MPOBEPOK HAMMYKS KOHPHACHIIUATBHBIX TOKYMEHTOB;

- UMETb MpeICTaBlIeHNe 00 OCHOBHBIX HANPABJICHUSIX COBEPIICHCTBOBAHMUS TEXHOJIOTHN
TIPOBEICHUSI TIPOBEPOK HATMYMSI KOH(PHICHITNATEHBIX JJOKYMEHTOB.

KoHTposibHbIE BONPOCHI:

1. UYro npencrasiser coOOH MpoBepKa HATMYKS KOH(PUASHINATBHBIX JOKYMEHTOB?

2. HazoBute OCHOBHBIC LIEJIH IMPOBEPKH HATMIMS KOH(PHICHIMATBHBIX IOKYMEHTOB?

3. KakoBbI OCHOBHBIC (DYHKIHH IPOBEPOK HATMUHS KOH(PHICHITMATHHBIX JOKYMEHTOB U
CHOCOOBI MX peanu3anuu?

4. HazoBute OCHOBHBIE THIIBI M BHUAA TIPOBEPOK HAMMUMS KOH(UICHIIMATBHBIX
JIOKYMEHTOB.

5. B xkakux cimydast 1 Kak OCyIIEeCTBIISIETCS ITPOBEPKA JOKYMEHTOB Y UICTIOJTHUTETIEH ?

6. B uéM cocTosT 0COOEHHOCTH MPOBEPKU HATMYMS JTOKYMEHTOB, COJICPIKAIIMX CBEJICHHS,
COCTABJIAIOIINE KOMMEPYECKYIO TaliHy MPEIIPHUSITHS?

7. Kax ocymiecTBisitoTCs MPOBEPKU HATMYMS U COCTOSTHUS /1€ B apxuBe?

Iopsiiok BHINOJIHEHUS MPAKTHYECKOH PadoThI

1. CocTaBUTh MOOMEPAMOHHYIO TEXHOJIOTUYECKYIO CXEMY TMPOBEICHHUS TEKYIeH MPOBEPKU
HATMYMS KOH(UICHIMABHBIX JTOKYMEHTOB. O(OpMUTH pe3ynbTaThl TEKYIIEH MPOBEPKU HATHUHS
KOH(UICHIMATIBHBIX JIOKYMEHTOB B YUETHBIX (DOpMax.

2. CoCTaBUTh TEXHOJIOTUYECKYIO CXEMY IPOBEJICHHS KBAPTAIGHOW TPOBEPKH HATUYHUS
KOH(UICHIMABHBIX JTOKYMEHTOB. OGOpMHUTH pe3ylbTaThl KBApTAIbHON MPOBEPKH HATHYHUS
KOH(HICHIMATIBHBIX JOKYMEHTOB.

3. CocraBUTh TEXHOJOTHUYECKYIO CXEMYy TIPOBEICHHS TOJOBOM TIPOBEPKH HAJIMYHS
KOH(pMICHIMATLHBIX JOKYMEHTOB. OPOpMUTH pe3ysIbTaThl IPOBEICHNS TOAOBON MTPOBEPKU HATUYHS
KOH(HICHIMATIBHBIX JOKYMEHTOB.

Yka3zaHusi 10 BBIIOJTHEHUIO 3aIaHUI:

1. CTyneHThl ONpeaesisioT YTO U B KAKOM MOCIJIEIOBATEILHOCTA MPOBEPSAETCA BO BpEMs

TEKyIIed TPOBEPKHM HAIWYMSA U TPEACTaBIsAOT B Tpaduueckoir ¢opme. OHM  memaror
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COOTBETCTBYIOLIIE OTMETKM M 3alMCH B YYETHbIX (opmax Ui CIEAYIOUMX YYacTKOB
JIETIONPOU3BOICTBEHHBIX CITYKO:

- Y4acTOK MPEIBAPUTEIHHOTO yUeTa;

- Y4acTOK MCXOJSIINX KOH(UICHIMAIBHBIX JJOKYMEHTOB;

- Y4aCTOK BXOJSIIMX KOH(PUACHINATGHBIX TOKYMEHTOB,;

- Y4acTOK MHBEHTAapHOTr'O y4eTa;

- y4acTOK XpaHEHUS KOHQPHICHIMATIBHBIX [eN, a TaKKe I YHUYTOKAECMBIX
JIOKYMEHTOB.

2. Ilpu kBapTanbHOM MPOBEPKE HATMYMS CTYICHTBI OCYILECTBIISIIOT IPOBEPKY:

- HaJIMYMs MOCTYNHUBIIMX JOKYMEHTOB;

- Ha y4acTKe y4eTa JieJl U MHBEHTApHBIX IOKYMEHTaX;

- JIOKYMEHTOB, B3SITHIX Ha MPEABAPUTENbHBIN yUET;

- Ha/M4MA UCXOPIIMX JOKYMCHTOB;

IIPAaBUJIBHOCTY Pa3MHOKEHHS JIOKYMEHTOB.

CraBsTCsl yCIOBHBIE OTMETKHM B JKypHalax (KapToukax) ydera MpPOTUB IPOBEPSIEMBIX
no3uuuil (B JXypHajlaXx - Ha CBOOOJHOM MECTE) JIENAeTCsl 3allUCh O MPOBEIECHUHM KBAPTAIbHON
IIPOBEPKH M HE3aKPBITBIX Jefax (ecid TaKkoBbIE €CTh). Pe3ynbTaTbl MpOBEPKU OPOPMIISIOTCS
AKTOM.

3. Ilpu ro10BOM MPOBEPKU HANUYUS CTYACHTHI IPOBEPSIIOT:

- KOH(U/IeHIMATbHbIE TOKYMEHTBI, YUCISIIUECs 32 BCE TOJbl Ha Y4aCTKaX WHBEHTAPHOIO
ydeTa U HOMEHKJIaTYPHBIX JEIT;

- KOH(UJICHIMAIIbHBIE IOKYMEHTHI U JIeJIa 33 BCE TObI C MPOCUETOM JIUCTOB;

- HEMOJLIUTBIE, HECOPOIIIOPOBAaHHbIE KOH(UIEHIMAIbHBIE TOKYMEHTHI C IMPOCYETOM
JHUCTOB?

- YYeTHBIE U CIIPaBOYHbBIE KAPTOTEKU (KOH(DUICHIMAIBHBIE), KAPTOUKU U KypPHAJIBI;

- KIIOYU OT CeH(OB MCHOTHUTENIEH U IJA€ XPaHATCS MOCTOSIHHO WJIM BPEMEHHO
KOH(UICHIMATIbHBIE TOKYMEHTBI.

CraBsiTcsl YCIIOBHBIE OTMETKH (J1BE mocieHue udpsl mposepseMoro roja). PesynbraTs
roZIoBoil mpoBepku odopmisitorcss akToM. [Ipu Hamuuuu rpyOBIX HapylIeHUH M OIIMOOK,
BBISIBJICHHBIX ITPOBEPKOM, M3JA€TCs NMPUKA3 O HAIOXKEHUM B3BICKAHUM HA COOTBETCTBYIOIIHX
JTOJKHOCTHBIX JIMII.

4. KoHpuneHumanpHble JTOKYMEHTHI TIPOBEPSIOTCS HE3aBHUCHUMO OT BpPEMEHHM HX
NOJIy4eHUsT WIH co3faHusA. HoMeHknaTypHele 1ena M JOKYMEHTBl HWHBEHTAapHOIO ydeTa
IIPOBEPSIOTCSA MO €IWHUIAM XPAHEHHUSA, a JOKYMEHTBI, B3ATbI€ Ha IPECABAPUTEIBHBIA y4YeT -

nonuctHO. [To pe3ynpraTam npoBepKH COCTABIISAETCS aKT.
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Hekpaxa A.B., llleBnoBa I'.A. Opraau3zanusi KOHQUACHIIUATHHOTO JICTOTPOU3BOJICTBA U
3amuTa nHpopmarmu. M.: Akagemudeckuii mpoekt, 2007. — CC.121-137.

AnekcennieB A.M. KondunennumansHoe nenonpousBojactBo. — M.: 000 «KypnHan

«Ynpasnenue nepconanomy, 2003. CC.138-155.

10. MeToauuyecKue PCKOMEHIANHA 110 OPraHn3anuu CaMOCTOAITEIbHOM p360TbI

TpynoeMKOCTh OCBOEHHUS AMCIUIUIMHBI «3ammTa U o0paboTka KOH(HICHIMAIBHBIX

TOKyMeHTOB» cocTaBisieT 108 yacoB, n3 HUX 48 4acoB OTBEICHBI Ha CAMOCTOSITEIBHYIO paboTy

crynenra (CP).
Bun paboter Conepxanue Tpynoem- Pexomennanuu
(mepeyeHpb BOIIPOCOB) KOCTb
CaMOCTOSITE
JIHOU
paboTsl
(B yacax)
[ToaroroBka k | CpaBHUTH HOHATHUS [Tpoananu3upoBaTh MaTepual U3
nexuuu Tema | "mokymeHToo6opot" u 2 3aKOHOAATEIbHBIX, HOPMATUBHBIX
Ne2 2.1. JIOKYMEHTO000pOT U JIOKYMEHTOB, Y4€OHUKOB
«ITonsaTHE M "KU3HEHHBIN nuKIi" Kondunennuansnoe
CTPYKTypa JTIOKYMEHTA. JIeJIONPOU3BOJICTBO : y4ued. nmocobue /
JOoKyMeHT000 | KakoBbl posib 1 MecTo T.A. I'yryeBa. — 2-e u3f., nepepad. u
opoTta JTIOKYMEHTOO0O0pOTa B non. — M. : UHOPA-M, 2017. —
Tumnbl nporecce ynpaBieHHs 199 c¢. — (Beicuiee obOpa3oBaHue:
TEXHOJIOTUYEC | OPTaHU3aAIMOHHBIMHU bakanaBpuar). —
KUX CHCTEM CTPYKTYpaMH H www.dx.doi.org/10.12737/23514. -
00paboOTKHM M | MPOU3BOJICTBEHHBIMU Pexnm JOCTYyTIA:
XpaHEeHHUsI nporeccamu. Kak http://znanium.com/catalog/product/7
JIOKYMEHTOB» | IOHUMAETCSI B COBPEMEHHOM 66722

MUpe «uH(POPMAIIMOHHO-
JTOKYMEHTAI[HOHHOE
obecrneucHUe IEeITCIbLHOCTH,
paboTH.

Hekpaxa A.B., [IlleBmoBa I'.A.
Opraamzanus  KOH(PHUIACHIIMAIBHOTO
JEONPOU3BO/ICTBA u 3almTa
uHpopmanuu. M.: AxameMUUYeCKHi
npoekt, 2007. — 220 c.

Kynses, H. H. Konduaenmuansnoe
JIENONPOU3BOJCTBO U 3AIUIICHHBIN
AJIEKTPOHHBIN

JTOKYMEHTO000POT[ DNIeKTPOHHBII
pecypce] : yuebnuk / H. H. Kynses, A.
C. Aémymikun, A. I'. ®abpudHOB; 1101
oom. pexn. H. H. Kynsera. - M.:

Jloroc, 2011. - 452 c. - (Hosas
YHUBEpPCUTETCKass  OMOIMoTeka). -
ISBN 978-5-98704-541-1. - Pexum
JOCTyMa:

http://znanium.com/catalog/product/4
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68998

IToaroroBska K
CEMHUHAPCKOM
y 3aHATHIO
Tema Ne2. 2.2.
«Cnenuduka
TEXHOJIOTHH
3aIUIICHHOIO
JIOKYMEHTO00
opoTa»

[IpoBectn KaccupuUKaUIo
KaHaJIOB MIPaKTUYECKOU
peanuzanuu BO3MO>KHBIX
yrpo3. [Ipennonaraembie
pyOeXyu U YPOBHM 3alUThI
JIOKYMEHTOTIOTOKOB.

B kxakoM HOpMaTMBHOM
JIOKYMEHTE OTpa)XeHO
IOHATHE "3aIUIITEHHBIA
JTIOKYMEHTOO00pOT".

Kakosa IIEPCOHAJIbHAS
OTBETCTBEHHOCTb 3a
COXPAaHHOCTh HMH(pOpMaIuH,
HocHuTenss uWHGOpPMALUU U

[IpoananusupoBath MaTepuail U3
3aKOHOJATEIIbHBIX, HOPMATHBHBIX
JTOKYMEHTOB, YU€OHUKOB

Vkas3 [Ipe3unenra Poccuiickoi
Oenepanuu ot 6 mapta 1997 roma N 188
«O0 yTBepKISHNH ITEPEYHS CBEICHUI
KOH(UIACHIIUAIBHOTO XapakTepa» (B pel.
VYkaza I[Ipesugenra PO ot 23.09.2005 N
1111)

Hekpaxa A.B., llleBoBa I'.A.
Opranu3aiys KOHQUICHIIHATEHOTO
JIEIIONIPOU3BOJICTBA U 3aIlUTA
uHopmanuu. M.: AkageMuueckuit
mpoekt, 2007. — CC.15-42.
Anekcenien A.W.

JIOKYMEHTA.
KakoBbl opraHu3anoHHbIe Kongunenimansroe )
u X HONOLHHECKIE nenornpou3BoacTBo. — M.: OO0
0COBCHHOCTIL «XKypnan «YnpasneHue
nepconaiom», 2003. CC.21-30.
JIEJIONPOU3BOICTBA 1o
KOH(HIEHIINATIbHBIM
JJOKYMEHTaM.
[TonroroBka k | KakoBo  Ha3zHaueHue [Tpoananu3upoBaTh MaTepual u3
1a00paTOpHOM | 33aYu  CTaAUM NpUEMa H y4eOHUKOB
Y 3aHATHIO IIEPBUYHOMN 00paboTKn Hekpaxa A.B., [lleBuosa I'.A.
Tema Ne3. KOH(UIEHIMATBbHBIX Opranu3zanys KoH(QUACHINAIBHOTO
3.1.1Ipuem, JIOKYMEHTOB? JEJIONIPOU3BOJICTBA U 3allUTa
[epBUYHAas Kaxkosa [epBUYHAs nHpopmanuu. M.: AkazeMudecKuit
o0paboTka, obOpaboTka BXOJIAINX mpoekt, 2007. — CC.42-50.
npeaBapuTensb | (MOCTYNMBILIKX) Anexcennen A.U.
HOE MalIMHOYUTAEMBIX " Kondunennmansaoe
pacCMOTpEHHE | ayJAHMOBU3YAIbHBIX nenonpou3BoacTBO. — M.: OO0
" JIOKYMEHTOB? «KypHan «Ynpasinenue
pactipenenenu | Onpenenure TUIIOBOM nepconaiom», 2003. CC.40-55.
€ BXOJSIINX COCTaB onepauui
(MOCTYNUBIIN | IPOLEAYPHI
X) IIPEIBAPUTEIILHOTO
JIOKYMEHTOB pPaccMOTPEHHMSI TOKYMEHTOB?
ITonroroBka k | KakoBo cooTHoIIEHHE yueTa IIpoananusupoBate MaTepuail U3
JEKIMOHHOMY | U perucrpanuu y4eOHUKOB
3aHaTHIO TeMa | TOKyMEHTOB? Hekpaxa A.B., llleBioBa I'.A.
Ne3. 3.2. KakoBel 3amaum craguu Opranuzanys KOHQHUICHIHATBHOTO
«Yuer yuera MOCTYIUBIINX JEJIONPOU3BO/ICTBA U 3allUTa
BXOISIIIINX JIOKYMEHTOB? nHpopmanuu. M.: AkaneMuaeckuit
(moctynuBum | KakoBbl HEJ0CTaTKU npoekT, 2007. — CC.50-61.
X) MTOPSIAKOBOM HyMepauu Anexcenuen A.U.
JOKYMEHTOB M | IOKYMEHTOB BCErO IOTOKA Kondunennmansaoe
dbopmupoBann | (BaJIoBOM Hymepanuu)? nenonpou3BoacTBo. — M.: OO0
e cnpaBouyHo- | KakoB  TumoBoil  cocTaB «KypHnan «Ynpasinenue
nH(pOpMaIMOH | omepanuii MPOIIETYPHI nepconanomy, 2003. CC.78-83.
HOrO banKa TCPBHAHOM — perucTpattii brikoBa T.A., Bsanosa JI.M., Cankuna
JAHHBIX TI0 UCXOJHBIX  CBEICHHUH O

JI.B. Jlenmompou3BoacTBo: YUeOHHK



http://znanium.com/catalog/product/468998

61

JOKYMCHTaM»

JTIOKYMEHTe?
[Ipoananu3upoBaTh Tpadsl
KYpPHaJIbI yueTa
(peructpanuu) JOKYMEHTOB
u perucTpanoHHO-
KOHTPOJIbHBIX KapTOYEK?

st By3oB/ Ilom ob6m. pex. mpod.
T.B.Ky3nenoBoii. — 2-¢  wu3l,
nepepad. u mom. . M.: MIIDDP, 2006.
CC. 236-250, 250-262.

JlappkoB H.C. JlokymeHTOBEICHUE:
yaeOHoe mocobue. — M.: ACT:
Boctok-3anan, 2008 — CC.339-352.

[Toaroroska k
JEKIIMOHHOMY
3aHATHIO Tema
Ne3. 3.3.
«Konuposanu
eu
pa3MHOKEHHUE
JIOKYMEHTOB.
Paccmotpenue
PYKOBOJAMTEIIE
M U Iiepenayda
JIOKYMEHTOB
Ha
WCIIOJTHEHUE

KakoBb1 cTaIuu
KOITMPOBAHUS u
Pa3MHOXXEHHS JOKYMEHTOB?
Onpenenure THUIIOBOU
COCTaB ornepanuin
MPOLIEYPHI MTOATOTOBKH
JTIOKYMEHTOB K
KOITUPOBAHUIO WIn
Pa3MHOKEHUIO?

Kakos MOPSIOK
YHUYTOXEHUS TEeYaTHBIX
dhopwm, Opaka u
JIOKYMEHTUPOBaHUE

PE3YNIbTaTOB YHHUYTOXKECHUS
B COOTBETCTBHH C YPOBHEM
rpuda
KOH(UIeHIMaTbHOCTH?
KakoB  TumoBoifi  cocraB
onepanuit IIpOLEIyPHI
nepeayd JOKYMEHTOB Ha
HCIIOJIHEHUE?

[IpoananuzupoBath MaTepuan u3
Y4eOHHKOB

Hekpaxa A.B., llleBuosa I'.A.
Opranu3anys KoHGUACHINATILHOTO
JIEJIONIPOU3BO/ICTBA U 3aIUTA
nHpopmanuu. M.: AkaieMUIecKuit
mpoekt, 2007. — CC.76-82.
AnekcenneB A. .
Kondunennmansaoe
nenonpou3BoicTBo. — M.: OO0
«Kypnan «Ynpasnenue
nepcoHanom», 2003. CC.86-91.
brixoBa T.A., Bsanosa JI.M., Cankuna
JI.B. lenonpoun3BoaCcTBO: Y4YeOHUK
s By30B/ [lox o6, pea. mpod.
T.B.Ky3HenoBoii. — 2-e u3n.,
nepepad. u gon. . M.: MIIOIP, 2006.
— CC.266-275.

IToaroroska k
1abopaTopHOM
y 3aHATHIO
Tema Ne 4.

4.1. «Yuer
UCXOJISIINAX
(oTmpaBsieMsbl
X) "
BHYTPEHHUX
JIOKYMEHTOB.
DKCNEIUIMOH
Has 00paboTka
OTIIPaBISIEMBI
X
JIOKYMEHTOB)

KakoBel  cramgum  yuera
MCXOISIIIX
(oTmpaBseMBbIX) u
BHYTPEHHUX JIOKYMEHTOB?
ITonroToBUTH OmNEpOrpaMMy
cocTaBa porenyp
UH/IEKCUPOBAaHUS
HCXO/ISIIETO
(oTnpaBisieMoro) U
BHYTPEHHETO JIOKyMEHTA.
KakoBrnl cTaguu
SKCITEIUITMOHHOMN
o0paboTku UCXOJISIINX
(oTmpaBIIieMbIX)
JIOKYMEHTOB?
OcoOeHHOCTH YNAaKOBKH U
OTIIPaBJICHHUS
MaIIMHOYUTAEMBIX "
ayJTMOBHU3yalbHBIX
JIOKYMEHTOB?

[Ipoananu3upoBath MaTepuai u3
y4eOHHKOB

Koudunennuansnoe
JIEJIOTIPOU3BOJICTBO : yueb. mocobue /
T.A. I'yryeBa. — 2-e u3f., nepepad. u
norn. — M. : UIHOPA-M, 2017. —
199 c. — (Bsicuiee oOpa3oBaHme:
bakanaspwuar). —
www.dx.doi.org/10.12737/23514. -
Pexum JIoCTyma:
http://znanium.com/catalog/product/7
66722

Hekpaxa A.B., [IlleBuoBa TI.A.
Opranuzanus  KOH(PHUICHIIUATBHOTO
JIeTIOTIPOU3BOICTBA u 3aImuTa
uHpopmanuu. M.: AxameMUUECKHI
npoekt, 2007. — 220 c.

Kynses, H. H. Konduaenmuansnoe
JEJONPOU3BOJICTBO U 3AUIUIIEHHBIN
AJIEKTPOHHBIN

JOKYMEHTOO000POT[ DNEKTPOHHBIIHA
pecype] : yuebnuk / H. H. Kynses, A.
C. démymxun, A. I'. ®abpuuHOB; 1101
oom. pexn. H. H. Kynsema. - M.:



http://znanium.com/catalog/product/766722
http://znanium.com/catalog/product/766722

62

Jloroc, 2011. - 452 c. - (Hosas

YHHUBEpPCHUTETCKasi Oubnmoreka). -
ISBN 978-5-98704-541-1. - Pexum
JocTymna:

http://znanium.com/catalog/product/4
68998

[ToaroroBka k | KakoBsl craauu [IpoananusupoBaTh MaTepuail U3
71a00paTOPHOM | MCIIONIHEHUS  JOKYMEHTOB? y4eOHUKOB
y 3aHATHIO KakoB  TumnoBoii  cocraB Hekpaxa A.B., llleBuosa I'.A.
Tema Ne 4. VYETHBIX  OIepaluid Ipu Opranuzanys KOHQUICHIINATBHOTO
4.2. rneyaTaHuu u JIEJIONPOU3BO/ICTBA U 3allUTa
«/cronHeHue | mepemneyaTbiBAHUM MPOEKTA unpopmanuu. M.: AkaieMudecKuit
JOKYMEHTOB. | JJOKYMEHTA, nepeaayde npoekT, 2007. — CC.82-88.
KonTpons MEeYaTHOTO Marepuaia AunexkcenieB A. 1.
VCIIOJTHEHUS HCIIOJIHUTENIO? Kondunennmansaoe
JOKyMEHTOB» | KakoBbl cTajiuu KOHTpPOJsS nenonpou3BoicTBo. — M.: OO0
WCIIOHEHUSI  JIOKYMEHTOB? «Kypnan «YnpapieHue
KakoBo WCIIOJTHEHUE nepconanom», 2003. CC.96-102.
JOKYMEHTOB, 3alaHUM U brixoBa T.A., Bsanosa JI.M., Cankuna
nopy4yeHui? JI.B. lenonpoun3BoacTBO: Y4eOHHUK
KakoB  TumoBoii  coctaB s By30B/ [lox o6, pea. mpod.
orepanun MpOLENYPbI T.B.Ky3HenoBoii. — 2-e u3n.,
MMOCTAaHOBKH JIOKYMEHTOB Ha nepepad. u gom. . M.: MIIOOP, 2006.
KOHTpPOJIb? — CC.266-275.
[Topsimok COCTaBJICHUS
Metonuku  GopMUpOBaHUS
TPaJIULUOHHOTO WIH
aBTOMAaTU3UPOBAHHOTO
CIPaBOYHO-
nHpOpMallMOHHOTO  OaHKa
JTAHHBIX 1o
KOHTPOJIUPYEMBIM
JIOKyMEHTam?
IToaroroBka k | KakoBbl CTaguu [Ipoananu3upoBaTh MaTepuan u3
71a00paTOPHOM | COCTAaBJIEHHUS U  BEACHUSA HOPMATHBHBIX JOKYMEHTOB U
y 3aHATHIO HOMEHKJIATyphl nen? y4eOHUKOB:
Tema Ne 5. Pacemotpets oOmiue IlepeyeHb TUIIOBBIX JOKYMEHTOB,
5.1 TpeboBaHuss K MeToauku 00pa3yIoMIMXCs B ESITEIbHOCTH
«HomenknaTy | cocTaBiieHHs OpraHu3alMi, C YKa3aHUEM CPOKOB
pa zien. HOMEHKJIATyphl JIeIL: xpaHeHus. YT1B. Pocapxusom
DopMUpPOBaHU | U3yUYECHHE cocraBa 06.10.2000 (pen. ot 27.10.2003). M.,
eun JOKYMEHTOB,  pa3paboTka 2000
OlepaTUBHOE | KJIACCU(UKALIMOHHOW CXEMBbI Hekpaxa A.B., llleBioBa I'.A.
XpaHeHue HOMEHKJIaTypHl, Opranuzaiiys KOHQUACHINATEHOTO
pi (53 % (dbopmynupoBaHue JIeJIONPOU3BOJICTBA U 3allUTa
3ar0JIOBKOB  Je1 U UuX uHpopmanuu. M.: AkazeMuuecKuit
CHCTEMaTH3allus, mpoekT, 2007. — CC.88-101.
WHJICKCUPOBAaHUE en, Anexcennes A.N.
orpezeneHue CPOKOB Kondunennuansnoe
XpaHeHus Aedl. nenonpoussoacTso. — M.: OO0
IIposectun aHaJInu3 «Kypnan «YnpapieHue
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HOPMAaTUBHOTO  JOKYMEHTa
110 KOTOPOMY OIPEAEISIOTCS
CpOKHU XpaHeHus
JOKYMEHTOB.

nepconaiomy, 2003. CC.105-114.
T.B.Ky3nenona, Cankuna JI.B.,
brikoBa T.A. JJokyMeHTallUOHHOE
obecrieueHure yrpaBicHus: Y YeOHHUK.

M.: MILI®DP, 2007. - CC.282-290.

IToaroroBka k
1a00paTOpHOM
y 3aHATUIO
Tema Ne 5.

5.2.
«IToaroroska
U miepeiaya
JIeT B apXUBY

KaxoBbl cTagnu noJiIroToBKu
U Tiepeauu Jell B apxuB?

KakoBa npoueaypa
SKCIEPTHU3BI LIEHHOCTHU
JIOKYMEHTOB?

[Tepeuncnuts JTaIlbI
MPOBEICHUS 3KCIEPTU3BI
LICHHOCTH JIOKYMEHTOB.

TurnoBoil coctaB ornepanuit
Kakgoro drarma?

KakoB TumoBOM coOCTaB
onepanui MpoLEeIypbl
MOATOTOBKU JIEN K Iepeade
B apXuB?

KakoB TuIOBOM  CcOCTaB
onepanui MpoLEeIypPbl
nepeayu Jes B apXus?

[IpoananusupoBate MaTepuail u3
HOPMAaTUBHBIX JOKYMEHTOB U
y4eOHUKOB:

[lepeueHb THMOBBIX JOKYMEHTOB,
00pa3yIIUXCS B ICATCIHHOCTH
OpraHu3aluii, ¢ yka3aHHeM CPOKOB
xpaHenus. YT1B. Pocapxusom
06.10.2000 (pen. ot 27.10.2003). M.,
2000

Hexkpaxa A.B., lllenoBa I'.A.
Opranu3zanys KoH(QUACHINAILHOTO
JIEIIONPOU3BOJICTBA U 3aIl[UTa
uHpopmanuu. M.: AkaJleMUIeCKUit
npoekt, 2007. — CC.101-121.
Anekcennen A.U.
Kondunennuansnoe
nenornpou3BoacTBo. — M.: OO0
«KypHuan «YnpasneHnue
nepconaiom», 2003. CC.120-123.
T.B.Ky3nenosa, Cankuna JI.B.,
brikoBa T.A. JlokymeHTaIImOHHOE
obecriedeHre ynpasiaeHus: Y YeOHHK.
M.: MLI®OP, 2007. - CC.295-314.

IToaroroska k
1abopaTopHOM
y 3aHATHIO
Tema Ne 5.

5.3.
«YHHYTOXKEHU
€ JOKyMEHTOB
W HOCHTEIICH
UHpOpMALIUN

KakoBrsl cTaguu
VHUYTOXKCHUS JIOKYMEHTOB
u Hocutenew nndopmarmn?
KakoBa mponenypa orbopa
JOKYMEHTOB W HOCHUTeNeH

nHpopmauu VIS
YHUUTOKEHUA?
Kaxkos MOPALOK

cocTaBIeHUS U 0(hOpMIIEHUS
aKkTa O BBIJIEICHHH K
YHUUYTOKEHUIO IOKYMEHTOB,
HE MOJIJIEKANUX XPAHEHUIO?

IIpoananusupoBate MaTepuail u3
HOPMAaTUBHBIX JOKYMEHTOB U
y4eOHUKOB:

IlepeueHb TUMOBBIX JOKYMEHTOB,
00pa3yIoIIUXCs B ESITEIbHOCTH
OpraHu3altii, ¢ yKka3aHHEM CPOKOB
xpaHenus. YT1B. Pocapxusom
06.10.2000 (pexn. ot 27.10.2003). M.,
2000.

Hekpaxa A.B., [lleBmoBa I'.A.
Opranuzanust KOH(QUIEHINATBHOTO
JIeJIONPOU3BOJICTBA U 3allUTa

Kakue TpeGoBaHuUs uHpopmanuu. M.: AkazeMuueckuit
MIPEBSIBIISTIOTCS K npoekT, 2007. — CC.110-137.
CpeAcTBaM Anekcennen A.N.
OpPraHU3alMOHHON TEXHUKH, KonduaenmnumanpHoe
UCIOJIb3YEMBIE pu nenonpoussoacTso. — M.: OO0
BBIITOJIHEHUM  NPOLEAYPHI «Kypnan «YnpasineHue
YHUYTOXXCHUS? nepconaiom», 2003. CC.127-130.
T.B.Ky3nenona, Cankuna JI.B.,
breikoBa T.A. JlokyMeHTallMOHHOE
oOecrieueHre yrpaBiieHUs: Y YeOHUK.
M.: MLI®DP, 2007. - CC.295-300.
ITonroroBka k | [lonarue "apxuB [Ipoananu3upoBaTh MaTepual U3
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1a60paTOPHOM
y 3aHATUIO
Tema Ne 6.

6.1.
«KoMIuiekToB
aHue apXuBa,
KJaccuukanm
S U yUYeT JIe»

YUPEXAEHUs, OpraHu3aluy,
npennpustus, ¢upmel" u

noHATHE "BEIOMCTBEHHBIN
apxuB".

IlonsaTrne "KOMILIEKTOBaHUE
BEJIOMCTBEHHOTO0  apxuBa'.
HUcrounukmu
KOMILICKTOBAHMUS.

KakoB  THIIOBOM  coOCTaB

npoueayp W Olepanuiu
KOMILIEKTOBaHUS apXuBa?
O6mue  TpeOoBaHUS K
COCTaBJICHUIO Meroauku
IIPOBEPKU IIPaBUJIBHOCTH
o(opMIIeHHUS JeJT U OTHCeH.

HOPMAaTUBHBIX JOKYMEHTOB U
y4eOHUKOB:

[lepeueHb TUMOBBIX JOKYMEHTOB,
00pa3yrIUXCS B ICATCIHHOCTH
OpraHu3aluii, ¢ ykazaHHEeM CPOKOB
xpaHenus. YT1B. Pocapxusom
06.10.2000 (pen. ot 27.10.2003). M.,
2000

Hekpaxa A.B., llleBoBa I'.A.
Opranu3aiys KOHQUACHIIHATEHOTO
JeJIONPOU3BOICTBA U 3alUTa
uHpopmanuu. M.: AkaleMUIeCKUit
npoekt, 2007. — CC.101-121.

ATnekceHIieB AN.
KondunenmmanpHoe
nenornpousBojcteo. — M.: 00O
«Kypnan «YmpaBieHue
nepconaiom», 2003. CC.120-123.
KondunennmansHoe

JeNOMPOU3BOACTBO : y4el. mocodue /
T.A. I'yryeBa. — 2-¢ u3., epepad. u
mon. — M. : HH®PA-M, 2017. —
199 c. — (Bsicmee oOpa3oBaHHE:
bakanaspmuar). —
www.dx.doi.org/10.12737/23514. -
Pexum Jocryna:
http://znanium.com/catalog/product/7
66722

Kynses, H. H. Kondunenunansuoe
JENONPOU3BOJCTBO M 3alUIICHHBII
BJIEKTPOHHBIN

JOKYMEHTOO000POT[ DNEKTPOHHBIIH
pecypce] : yueonuk / H. H. Kynses, A.
C. émymxun, A. I'. ®abpuuHOB; 110A
oom. pexn. H. H. Kynsea. - M.:
Jloroc, 2011. - 452 c. - (Hosas

YHHUBEpCUTETCKass  Oubnuoreka). -
ISBN 978-5-98704-541-1. - Pexum
JOCTyTIa:

http://znanium.com/catalog/product/4
68998

IToaroroBka k
n1abopaToOpHOM
y 3aHATHIO
Tema Ne 6.

6.2. «HayuHo-
CIIPaBOYHBIN
anmnapar u
OpraHu3aus
WCIIOJIb30BaHU
s ApXHUBHBIX

KaxkoBbl
Ha3Ha4YeHUe "
HAy4YHO-CITPAaBOYHOIO

OCHOBHOE
3a1a49u

anmnapara (HCA) K
ApXUBHBIM nenam u
JOKyMeHTam?

Hazosurte HOCUTEIH
Hay4HO-CIIPAaBOYHOIO
arnmapara?

KaxoBrbl OCHOBHBIC

[IpoananusupoBath MaTepuail u3
HOPMAaTUBHBIX JOKYMEHTOB U
y4eOHUKOB:

[lepeyeHb TUNIOBBIX JOKYMEHTOB,
00pa3yoIuXcs B A€ATEIbHOCTH
OpraHu3altii, ¢ yKa3aHUEM CPOKOB
xpaHeHus. YTB. PocapxuBom
06.10.2000 (pexn. ot 27.10.2003). M.,
2000

Hekpaxa A.B., llleBiioBa I'.A.
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JIOKyMEHTOB
Obecneuenue
COXPaHHOCTH

JIOKYMEHTOB H
JIeJT B apXHUBE»

HanpaBJICHUS
WCIIONBb30BAHUSI  apPXUBHBIX
JIOKYMEHTOB B  Hay4YHBbIX,
MPAKTUYECKUX u
COIIMAJIbHBIX IEIIIX?

KakoB TumoBoii  cocraB
npoueayp W onepamui
BbIJAYM  apPXUBHBIX  JIeJ
HCITOJIHUTEIAM?

KakoBbl TIPUHIIATIBI

pa3MEIIeHHUs] apXUBHBIX JIEJ
B XpaHuuIe?
KaxoBbr
YCJIOBHS
JIOKYMEHTOB:
MIPOTHUBOIIOKAPHAS
0€301IacCHOCTD,
TEMIIEPaTypPHO-
BJIa)KHOCTHOM, CBETOBOM,
CaHUTAPHO-TUTUECHUYECCKUI
U UHBIE PEKUMBI?

ONITUMAJIbHBIE
COXPaHHOCTH

Opranu3anys KoHGUACHINATLHOTO
JIEJIONIPOU3BO/ICTBA U 3aIUTA
nHpopmanuu. M.: AkageMuuecKuit
npoekt, 2007. — CC.101-121.
Anexcennes A.U.
Kondunenmmansaoe
nenonpou3BoicTBo. — M.: OO0
«Kypnan «Ynpasnenue
nepconaiom», 2003. CC.120-123.
KondunennuansHoe
JIEIONIPOU3BOJICTBO : y4ueb. mocodue /
T.A. I'yryeBa. — 2-¢ u3., nepepad. u
mon. — M. : HH®PA-M, 2017. —
199 c¢. — (Bwicmiee oOpa3zoBaHue:
bakanaBpwuar). —
www.dx.doi.org/10.12737/23514. -
Pexxum JIOCTyMa:
http://znanium.com/catalog/product/7
66722

Kynses, H. H. Koundunennmansnoe
JEJIONPOU3BOJICTBO M 3aUIUIICHHBIN
3IIEKTPOHHBIN

JTOKYMEHTOOO0OPOT[ DIEKTPOHHBIN
pecypc] : yuebnuk / H. H. Kynses, A.
C. démymikun, A. I'. ®abpudHOB; 1101
obom. pea. H. H. Kynsesa. - M.:

Jloroc, 2011. - 452 c. - (Hosas
YHHUBEpCUTETCKasi Oumbiauoreka). -
ISBN 978-5-98704-541-1. - Pexum
J0CTyna:

http://znanium.com/catalog/product/4
68998

IToaroroBka k

KakoBo Ha3HA4YCHUC n

[Tpoananu3upoBaTh MaTepual u3

1a00paTOPHOM | 33J1a4M TPOBEPKU HATAYUS 2 y4€OHHUKOB:

Y 3aHATHIO JIOKYMEHTOB, Zen 5 Hekpaxa A.B., llleBnoBa I'".A.

Tema Ne 7. HocuTenel napopmarun? Opranuzanust KOH(QUIEHINATBHOTO

«IIpoBepka OcHoBHbIE TpeOoBaHus, JIeJIONPOU3BOJICTBA U 3allUTa

HaJIN4Us NpeabsIBIIIEMbIE K TIPOBEPKE uHpopmanuu. M.: AkazeMuuecKkuit

KOHPHUACHIMA | HAMMYUS WU WX BHUIBI U npoekt, 2007. — CC.121-137.

JIBHBIX MIEPUOJUYHOCTb? Anekcennes A.1.

JIOKYMEHTOB, Kaxos MOPALOK KondunennuansHoe

JeN U opopmienus  pesynbrarta nenonpoussoacTso. — M.: OO0

HOCHUTEJIEH MIPOBEPKHU? «Kypnan «YnpasineHue

uHpOpMALIUN nepconaiomy, 2003. CC.138-155.

[ToarotoBka k | KakoBbl 3amaum M cocTaB [Tpoananu3upoBaTh MaTepual u3

1a00paTOPHOM | ATATNOB HCCIIEIOBAHUS 2 y4€OHHUKOB:

y 3aHATHUIO TE€XHOJIOTMH 3allUIIEHHOTIO KoubuieHmanmHoe

Tema Ne 8. JTOKyMEHTOoOO00poTa? . 6 6uc /

MeTona JeJIONPOU3BOJICTBO : y4ed. mocobu
T.A. T'yryeBa. — 2-e u3., nepepad. u

coBepiieHcTBO | KakoBbl CrocoObI fom. — M. : UHOPA-M, 2017. —

BaHui CHCTEMATH3ATIHH 199 c. — (Bsicmiee oOpa3oBaHme:

TEXHOJIOTHHI MaTepuajoB aHaiau3a s

bakanaspuar). —



http://znanium.com/catalog/product/766722
http://znanium.com/catalog/product/766722
http://znanium.com/catalog/product/468998
http://znanium.com/catalog/product/468998
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3alMIICHHOTO | MPOEKTHPOBAHUS www.dx.doi.org/10.12737/23514. -
JOKYMEHTOO00 | JIOKAIBHBIX M KOMILIEKCHBIX Pexum JIOCTYTIA:
opoTa HaIpaBJIeHUI http://znanium.com/catalog/product/7
COBEPILICHCTBOBAHUS 66722
TCXHOIIOrHH Hexpaxa A.B., [IlleBuoBa T'.A.
JTOKyMeHTOoOoOopoTa? o
pranuzanusi  KOH()HUICHIMAILHOTO
KaxoBa CTPYKTypa
JIEJI0TPOU3BOJICTBA Hu 3aIIuTa
MeTtonuku pa3paboTku . .
. uHpopmanuu. M.: AKageMHUYECKHHA
dhdeKxTHBHON N npoekt, 2007. — 220 c.
TEXHOJIOTHYCCKOM  CXEMBI
I[OKYMCHTOO60pOTa, KyHSIeB, H. H. KOH(l)I/IHeHLII/IaHBHOG
JIOKYMEHTOIOTOKA U JEJIOMPOU3BOJICTBO M 3alIUIICHHBIN
OTIEIbHON BHCKTpOHHbeI
TEXHOJOTHYECKON CTaauu C JOKYMEHTOO000POT[ DNEKTPOHHBIIH
UCIIOJIB30BaAHUEM pecypc] . y‘-I€6HI/IK / H. H. KYHFIGB, A.
COBPEMEHHBIX CHCTEM U C. Aémymikun, A. I'. ®abpudHOB; 1101
croco0oB  00paboTKH U oom. pen. H. H. Kynsesa. - M.:
XpaHeHUs Jloroc, 2011. - 452 c. - (Hosas
KOH(l)I/IIleHIII/IaJIBHI)IX YHUBCPCUTCTCKAA 6I/I6JII/IOT€K3.). -
I[OKYMGHTOB? ISBN 978-5-98704-541-1. - Pexum
JOCTYyIIa:
http://znanium.com/catalog/product/4
68998
ITogrotoBkax | Tema Ne 2 «OcHOBBI «CM. CCBIJIKY Ha JIEKIUU U
(MCK) TEXHOJIOTHH 3allUIIeHHOIO MPaKTUYECKHUE 3aHATHS, MaTEpUaIIbI
KOHTPOJILHOH | IOKYMEHTO000pOTay KOTOPBIX MOTYT OBITh TIOJIE3HBIMU
pabote 2.1. «IlonsTtue u cTpykTypa MIPU TIOJITOTOBKE, a TAKKE

noKyMeHTooOopoTa. Tumsl
TEXHOJIOTUYECKUX CUCTEM
00pabOTKH U XpaHEHUS
JIOKYMEHTOB)

2.2. «Cnenuduxa
TEXHOJIOTUM  3aLIUILEHHOTO
JJOKYMEHT0000pOoTa»

PEKOMEH1yeMble UCTOYHUKU U
JUTEpaTypy MO JaHHBIM TEMaM.

ITogroroska k
(MCK)
KOHTPOJIBHOU
pabore

Tema 3. «Ctagun
00pabOTKH U 3aITUTHI
BXOJISIIHNX
KOH(PHUACHITHATHHBIX
JIOKYMEHTOBY

Tema 4. «Ctagnu
00pabOTKH U 3aIIUTHI
KOH(PHUACHITHATHHBIX
JIOKYMEHTOB UCXOJISIIETO U
BHYTPEHHETO TTOTOKOBY
Tema 5. «CucremaTusanus
Y OTIEPAaTHBHOE XpaHEHUE
KOH(UICHITMATEHBIX
JIOKYMEHTOB U JIET»

Tema 6. «ApXUBHOE
XpaHEeHUE
KOH(UICHITNATEHBIX

«CM. CCBIIKH HA JIEKIUU U
MPaKTUYECKUE 3aHATHS, MaTEPHUAITBI
KOTOPBIX MOTYT OBITh MTOJIE3HBIMU
P TIOJITOTOBKE, a TAKKE
PEKOMEH]1yeMble UCTOYHUKH U
JUTEPATypPy MO JAaHHBIM TEMaM.



http://znanium.com/catalog/product/766722
http://znanium.com/catalog/product/766722
http://znanium.com/catalog/product/468998
http://znanium.com/catalog/product/468998
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JIOKYMEHTOB U JIEJ»

Tema 7. «IIpoBepka
HaIU4us
KOH(UICHITNATEHBIX
JIOKYMEHTOB, nen u
HoOcHUTeNel HH(pOopMaIU»
Tema 8. «MeToauka
COBEPILIECHCTBOBAHHUS
TEXHOJOTHH 3allUIICHHOTO
JOKYMEHTO000pOTa»

IToaroroBka k

TeMbl IUCHUITINHEL

«CM. CCBIIIKM Ha JICKIIMHU U

MIPOMEKYTOUH 6 MPAKTUYCCKHUE 3aHATHS, MaTePHAJIbI
Oif aTTecTaliu KOTOPBIX MOTYT OBITh MOJIC3HBIMHU
(3x3amen) [IPH TIOJITOTOBKE, a TAKXKe
PEKOMEHTyeMbIC UCTOYHHKH U
JUTEPATyPy MO TaHHBIM TEMaM.
Hmoeo no oucyuniune 48
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Tlpunoowcenue 1

AHHOTAIMS JUCHMUTLINHEI

Jucnunnuna «3amuTta 1 00padboTka KOHGUACHIIMATIBHBIX TOKYMEHTOB)» pealn3yercs B
COOTBETCTBUHM C TpeOOBaHUSAMH (elepalbHOr0 TOCYAAPCTBEHHOTO 00pa30oBaTEIbHOTO
CTaHJIapTa BBICIIET0 00pa3oBaHus 1Mo HampasieHuio moarotosku 10.03.01 «MupopmanmonHas
0e3onacHOCThY (KBamu(duKanus (CTENeHb) «OakalaBpy»), YTBEPKICHHOTO M BBEICHHOTO B
neicTBUe mpukazoM MuHucTepcTBa oOpa3oBanus u Hayku P® or 01 mekabps 2016 .
Ne 1515.

Hucnnmumna «3ammra 1 00paboTka KOH(OUACHIUAIBHBIX JIOKYMEHTOB» BXOAHWT B
BapUATHBHYIO YaCTh LMKJIA JUCIHUILIUH MOJATOTOBKU CTYIEHTOB MO HAMPABICHHUIO MOATOTOBKU
10.03.01 «MudopmarmonHas 6€301aCHOCTDY.

JucuuiuimHa peanusyercs Ha (akynbreTre HH)OPMAIIMOHHBIX CUCTEM U 0OE30MaCHOCTH
kadenpoit wmHPOpManmoHHOW Oe3omacHocTH MHCTHTYTa HWH(DOPMAIMOHHBIX HAyK W
TEXHOJIOTUI 0€30MacHOCTH.

Heabp kypca: dopMupoBaHHe 3HAHHM y CTYACHTOB IO HAYYHBIM, MPHUKIAJHBIM H
METOJMYECKUM acCleKTaM OpraHM3allMM BBIMOJIHEHUSI TEXHOJIOTMUYECKUX CTaAui, mpouenyp u
ornepanuil B MpOLIECCE PACCMOTPEHHUsS, HCIOIHEHHS M HCIHOJb30BaHUSA KOH(UIACHIMATIbHBIX
JOKYMEHTOB B JIIOOBIX CTPYKTypax TOCYIapCTBEHHON M HErocyaapcTBEHHOW cdep,
IPOEKTHPOBAHUE PAIlMOHAIBHON TEXHOJIOTMYECKOH CXEeMbI 3alllMIEHHOr0 JIOKyMEHTO00OopoTa.
[Ipu 3TOM JOKYMEHTOOOOPOT OTpakaeT BeCh "KU3HEHHBIM IUKJI"' JOKyMEHTa, BKIIOYas €ro
MCIIOJIb30BaHUE Ha CTAJNH apXUBHOI'O XpaHEHHUS.

CTpyKkTypa Kypca MpeanojaraeT pacCMOTPEHHE TEOPETHMUYECKHMX WU MPaKTUYECKUX
ACTMEeKTOB B paboTe ¢ KOH(PHUICHIIHATBHBIMU JOKYMEHTAMU Ha MPEANPUSATHH, a TaKKe pa3doop Ha
MPAKTUYECKHUX MpUMepax CUTyalui ¢ KOHQUIEHIUAIbHBIM JOKYMEHTOO0OPOTOM.

Jucyunnuna nanpaénena na gpopmupoganue ciedyrouux KOMnemeHyuti 6blnyCKHUKA:

I1K-8 - cnocoOHOCTBIO OGOPMIIATh PabOYYI0 TEXHHYECKYIO JOKYMEHTAIUIO C y4eTOM
JeMCTBYIOIMX HOPMATUBHBIX U METOJJUYECKUX JOKYMEHTOB

IIK-9 - cmocoOHOCTBIO OCYIIECTBIATh TOA00P, HM3YYCHHE H 000O0IIeHHWE HaydHO-
TEXHUUYECKOH JIUTepaTypbl, HOPMAaTUBHBIX U METOJUYECKUX MaTE€pPHAJIOB, COCTaBIATH 0030p MO
BormpocaM  oOecrieueHUs  MHPOPMALMOHHOM  Oe3omacHOCTM MO  HpoduiIo  CBOeH
po(ecCHOHATLHOU IS TEIIEHOCTH

Jucnunnuna uzydaetcs B 4-om cemectpe. OO0miasi Tpy10€MKOCTb OCBOCHHUSI TUCIIUTUIUHBI

coctaBisieT 3 3adeTHeie eauHuIbl (108 waca). IIporpamMmol AMCHUTUIMHBI TPETYCMOTPEHBI
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JeKIroHHbIe 3aHaTHs — 20 Yyaca, MpakTHYecKue paboThl — 22 4acoB, CaMOCTOSITENIbHAs paboTa
cryneHTa — 48 gJaca.

[IpenycMOTpeHBI CIEAYIOIIME BHUABI KOHTPOJS OCBOEHUSA JUCUMIUIMHBL: TEKYILIHMI
KOHTpPOJIb YCIEBAEMOCTU B (opMe KOHTPOJIBHON PabOThl U TECTa, a TaKkKe MPOMEKYTOUHBIN

arrecragus B (bopMe OK3aMcCHa.
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JIUCT UBMEHEHUI

Ilpunooicenue 2

No | Texkcr akTyanuzanuu uiau npuiaraembii K PITJ] mokymeHT, Hara No
COZIEPIKAILNI U3MEHEHHUS MIPOTOKOJIA
1 | Obnosnen cocmag npoepammnozo obecnevenus (110), 29.06.2017 a. 10
COBPeMEeHHbIX NpogeccuoHanbHvlx 6as oanuvix (B/) u
ungopmayuonro-cnpasounwvie cucmem (MCC)
2 | ObHosnena 0cHOBHASL U OONOIHUMENbHAS TUMEPAmypd 26.06.2018 2. 20
3 | Obnosnen cocmas npoepammuozo obecneuenus (110), 26.06.2018 e. 20
COBPeMEHHBIX NpogeccuoHanbhvlx 6a3 oanuvix (B/) u
ungopmayuonno-cnpasoynvie cucmem (MCC)
4 | Obnosnena ocHo8HAs U OONOIHUMENbHASL IUMEPAMypd 29.08.2019 .. 1
5 | O6nosnen cocmas npoepammuozo obecneuenus (110), 29.08.2019 .. 1
COBPeMEHHbIX npogeccuoHanbhvlx 6a3 oanuvix (B/) u
ungopmayuonno-cnpasoynwvie cucmem (MCC)
6 | Obnosnena cmpykmypa oucyuniunsl (Mo0YJst) OJist OUHOU 23.06.2020 2 14
Gopmvl 0oyuenus (2020 2.)
7 | ObHosnena ocHosHas u OONOIHUMENbHASL IUMEPAmMypa 23.06.2020 2 14
8 | Obnoesnen pazoen n.4 ObpazosamenvbHvle MmexHoI02UU 23.06.2020 2 14
9 | Obnosnen cocmas npoepammuozo obecneuenus (110), 23.06.2020 2 14
cospemenHbIX npogheccuoHanrbhvix 6as oannvix (b/]) u
ungopmayuonno-cnpasounvie cucmem (MCC)
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[Ipunoxenue 1
K JIUCTY U3MEHEHUI

1. CoctaB nporpammuoro odecnedenusi (IIO), coBpeMeHHBIX MPo(ecCHOHATIBLHBIX 0a3

nanubix (b/]) n undopmannonno-cnpaBounbie cucrem (MCC) (2017 r.)

Ilepeuens 11O
Tabauya 1
Nent Haumenosanue [10 [IpouzBoautens | Cnocob pacnpocTpaHeHuUs
/m (ruyenszuonnoe unu
c60000H0
Pacnpocmparsiemoe)
1 Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
2 Windows XP Microsoft JIALIEH3NMOHHOE
3 Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
4 OC «AnbsT O6pazoBaHue» 8 00O «bazanpT | TUIIEH3UOHHOE
CIIO
Ilepeyens B/l u UCC
Tabnuya 2
Nerr/in HaumenoBanue

Mexaynaponansie pedeparuBHbie HaykomeTpuueckue bJ1, noctymnbie B paMkax
HanuoHaJIbHOU moanucku B 2017 .

Web of Science

Scopus

[Tpodeccuonanbubie moHOTEKCTOBBIE BJI, JOCTYIHBIE B paMKax HaIlMOHATIBHOU
noxmucku B 2017 T.

Kypuaner Oxford University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis

KomnbroTepHble cipaBOYHbIE PABOBBIE CUCTEMBI
Koncynprant [Lmtoc,
I'apanT

Cocrasurens: K.z, nouent, I'.A. IlleBiosa
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[Ipunoxenue 2
K JIUCTY U3MEHEHUI

2. O0HOBJIEHHE OCHOBHOM ¥ JIONOJTHUTEIbHOM JuTepaTypsl (2018 1.)

B paszmen 6. YueOHo-meromumyeckoe M HHGPOPMALMOHHOE o0ecneveHre JTUCHMIIIHMHBI
BHOCATCS CIEAYIONINE U3MEHEHUS:
1. Jononuute pasnaen Acmounuxu

®enepanbublii 3akoH oT 27.07.2006 Ne 149-@3 «O06 mrpopmanuu, HHPOPMALUOHHBIX
TEXHOJIOTHSIX u 0 3aIuTe uH(pOpMaIIUN, Pexum JocTymna:
http://www.consultant.ru/document/cons_doc_LAW 61798/

®enepanbubii 3akoH 0T 29.07.2004 No 98-03 «O koMmepueckod TaitHe», Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW_48699/

VYka3 Ilpesunentra Poccuiickoit @eneparuu ot 06.03.97 Ne 188 “O06 yTBepkIeHUU
MepeyHs CBEJICHUI KOH(PHUACHIIMAIBHOTO xapakrepa’, Pexxum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW 13532/

[locranoBnenue IlpaButensbcrBa Poccuiickoit @enepauuu ot 03.11.94 Ne 1233 «O6
yrBepxkaeHun [lonoxenus o mopsake oOpaiieHus co ciyxebHoi nHpopMalueil orpaHuYeHHOTO
pacnpocTpaHeHuss B (elepalbHBIX OpraHax WCIOJHUTEIBLHON BIacTW», PexuMm mocTyma:
http://www.consultant.ru/document/cons_doc_LAW 54870/

3. CocraB nporpammHoro odecneuenus (I0), coBpeMeHHbIX podeccHOHATBHBIX 0a3
nanubIxX (b/]) n undopmannonno-cnpaBounbie cucrem (MCC) (2018 r.)

Ilepevens I1O
Tabnuya 1
Ner/ Haumenosanue 110 IIponsBoaurens Crioco0 pacnpocTpaHeHHs
n (ruyensuonnoe unu c60600HO
PACnpoOCmpansieMoe)
1 Adobe Master Collection CS4 Adobe JMLEH3MOHHOE
2 Microsoft Office 2010 Microsoft JIMIEH3MOHHOE
3 Windows 7 Pro Microsoft JIALIEH3MOHHOE
4 AutoCAD 2010 Student Autodesk CBOOOJTHO
pacnpocTpaHsIeMoe
5 Archicad 21 Rus Student Graphisoft CBOOOIHO
pacnpocTpaHsIeMoe
6 SPSS Statisctics 22 IBM JIULIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMIIEH3MOHHOE
8 SPSS Statisctics 25 IBM JINIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMIIEH3MOHHOE
10 OC «Anbt ObpazoBaHue» 8 00O «bazanbT | IUIEH3UOHHOE
CIIO
11 Microsoft Office 2013 Microsoft JINIEH3UOHHOE
12 | Windows 10 Pro Microsoft JIMIICH3MOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
Ilepeyens B/l u UCC
Tabauya 2
Neri/mm HaumenoBanue



http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_48699/
http://www.consultant.ru/document/cons_doc_LAW_13532/
http://www.consultant.ru/document/cons_doc_LAW_54870/
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MexnayHapoanbsie pedepaTuBHbIE HaykoMeTpuueckue bJl, mocTymnHple B pamMkax
HaMOHAJILHOM noanucku B 2018 r.

Web of Science

Scopus

[Tpodeccuonanbubie moTHOTEKCTOBBIC B/I, JOCTYITHBIE B paMKax HaIlMOHAIbHON
noamucku B 2018 T.

XKypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnaner Taylor and Francis

DJIeKTPOHHBIE U3aHKs U3aTeIbCTBa Springer

[TpodeccruonanbHbie MOJIHOTEKCTOBBIE b1
JSTOR
W3 nanust mo oOniecTBEHHBIM M T'YMaHUTAPHBIM HayKaM

KoMnbrorepHsbie clipaBOYHBIE TPABOBBIE CUCTEMBI
Koncynsrant Ilmtoc,
I'apanT

Cocrasutens: K.n.H, nonenr, I'.A. llleBnosa
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[Ipunoxenune 3
K JINCTY U3MEHEHUH

4.00HOBJIeHHE OCHOBHOI U JTOMOJHUTEILHOI JuTepatypsl (2019 r.)

B paszmen 6. YueOHo-meromumyeckoe M HHGPOPMALMOHHOE o0ecneveHre JTUCHMIIIHMHBI
BHOCATCS CIEAYIONINE U3MEHEHUS:
Hononuute pasnen /JonorHumenvuas iumepamypa

Nudopmanmonnas 6e30nmacHOCTs U 3amuTa uHGopmarmu : yued. mocobue / bapanosa
E.K., babam A.B. — 4-¢ u3a., mepepad. u qon. — Mocksa : PUOP : UHOPA-M, 2019. — 322
c. — (Boicmiee obOpazoBanue). — Ww.dx.doi.org/10.12737/11380. - Tekcr : 3JMEKTPOHHBIH. -

URL: https://new.znanium.com/catalog/product/1009606

5. Cocrtas nporpammuoro odecnieyenust (II0), coBpeMeHHBIX MPo(hecCHOHATILHBIX 0a3
nanubIX (b/1) u undpopmannonno-cnpapounbie cucrem (MCC) (2019 r.)

Ilepeuens IO

Nenr Haumenosanue 110 [IpouzBoauTenb Cmoco6

/m pacrpocTpaHeHHsI

(nuyenszuonnoe unu
€c80000HO
PACnpoOCmpaHsiemoe)
1 Adobe Master Collection CS4 Adobe JUIICH3UOHHOE
2 Microsoft Office 2010 Microsoft JUIICH3UOHHOE
3 Windows 7 Pro Microsoft JIALIEH3UOHHOE
4 AutoCAD 2010 Student Autodesk CBOOOIHO
pacnpocTpaHsieMoe
5 Archicad 21 Rus Student Graphisoft CBOOOTHO
pacnpocTpaHsieMoe
6 SPSS Statisctics 22 IBM JIULIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JUIICH3UOHHOE
8 SPSS Statisctics 25 IBM JIALIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JUIIEH3UOHHOE
10 | OC «Anbt O6pazoBaHue» 8 00O «bazanpet CIIO | nM1IeH3MOHHOE
11 Microsoft Office 2013 Microsoft JIALEH3MOHHOE
12 | Windows 10 Pro Microsoft JINIEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMIEH3MOHHOE
14 | Microsoft Office 2016 Microsoft JIALIEH3MOHHOE
15 | Visual Studio 2019 Microsoft JINIEH3UOHHOE
16 | Adobe Creative Cloud Adobe JUIIEH3UOHHOE
IHepeyens B/l u UCC

Nonn HammenoBanme

/m

1 | MexnayHnaponausie pedepaTuBHble HayKoMeTpudeckue b/, mocTymHbie B paMkax

HalMoHAJILHOU moanucky B 2019 r.
Web of Science
Scopus
2 | Ilpodeccuonanbublie nomHorekcToBble b/I, mocTynHble B paMKax HallMOHAIBHOM



https://new.znanium.com/catalog/product/1009606
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nonmucku B 2019 r.
Kypuansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypuansr Taylor and Francis

3 | [Ipodeccrnonanbubie momHOTEKCTOBBIC B]]

JSTOR

W3manust mo o0IIeCTBEHHBIM U TYMaHUTAPHBIM HayKaM
DnexTponHas 6ubnmoreka Grebennikon.ru

4 | KoMIbIOTEpHBIE CITPABOYHbBIE TPABOBBIE CUCTEMBbI
KoncynperanT Iroc,
I'apanT

CocTaBUTEND:
K.n.1, nouenrt, I'.A. IlleBnosa
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[Ipunoxenue 4

K JINCTY H3MEHEHUH

6. O0HOBJIEHHE CTPYKTYPBI JUCHHUIJIMHBI (MOTYJI51) AJ1s1 04HOii (popmbl 00yuenus (2020 r.)

CrpykTypa AMCIMILUIMHBI (MOAYJIs) AJ151 04HOH (pOpMBI 00yUeHH S

OO6mmast TpyA0€MKOCTh JUCITUIUIMHBI COCTABIAET 3 3. €., 114 4., B TOM 4yucie KOHTaKTHas

pabora oOydaroImuUXxcs C npemnojaBarteseM 42 4., camMocTosTeNlbHAs paboTa oOydaromuxcs 54

4., IPOMEXKYTOUHAas arrecranus — 18 u.

Buabi yuedHoii padoThl

(B yacax)
KOHTaAKTHAas (I)Oprl
TeKy1LIero
=9 ® KOHTPOJISA
= =
Ne p 2 = yCIeBaeMoCTH,
a3zeJs1 JUCHUILINHBL/ TeMbl !
n/u 5 ¢ |5 2 i ¢dopma
O < = |2 |Ex E E £ | npomexyTOYHOI
=S| 2|2 |EEl cs E arrecrauuu (no
2|5 |2 E g Z £ 3 g E| cemecmpam)
S | C €588 3E 28
S £ = g e S
=55 |= |[©9=
1 | BBenenue. 4| 2 - 2 | CobecenoBanue.
2 | OCHOBbBI TEXHOJIOI'MA 4 - -
3ALLMILEHHOTO
JOKYMEHTOOBOPOTA
2.1. | IlonsTHe U CTpyKTYypa 4 | 2 - 4 |-
JTOKyMEHT000O0pOTa
THITBI TEXHOJOTHYECKHX CUCTEM
00pabOTKH 1 XpaHEHU
JOKYMEHTOB
2.2. | Cneuncuka TEXHOJIOTUH 4 | 2 - 4 |-
3AIMIIEHHOTO
JTOKyMeHT0000poTa
3. | CTAAMU OBPABOTKHU U 4 - -
3AILATEI BXOISIIINX
KOHOUJEHIIMAJIbHBIX
JOKYMEHTOB
3.1. | [Ipuem, nepBuuHas oOpadoTKa, 4 | 2 2 2 | Ouenka
HpeBapUTEIEHOE PACCMOTPEHHE BBITIOJTHEHHUS
U pacrpeeseHue BXOISIINX HPaKTUYECKOTO
(TOCTYNHBIINX) TOKYMEHTOB 3aJaHus IO
METO/ly aHaIIN3a
KOHKPETHBIX
curyauuii (AKC)
3.2. | Yuer Bxogamux (moctynuBmmx) | 4 | 2 2 2 | Ouerka
JTOKYMEHTOB ¥ (HOPMHUPOBAHHE BBITIOJTHCHHUS
CIIPaBOYHO-UH(POPMAIIMOHHOTO HPaKTUYECKOTO
0aHKa JJaHHBIX 110 JJOKyMEHTaM 3aJaHusl IO
METOJIy aHaJIN3a
KOHKPETHBIX




a4

curyauuii (AKC)
3.3. | KonupoBanue u pasMHOKEHHE 2 Ornenka
JOKYMCHTOB. BBITIIOJTHCHUS
PaCCMOTpCHI/Ie PYKOBOAUTECIICEM U MMPAKTHUYCCKOT' O
nepeaayda JOKyMEHTOB Ha 3aJ1aHUs 110
HUCIIOJIHCHHUEC METOLY aHaIn3a
KOHKPETHBIX
curyauuit (AKC).
KonTponbhas
pabora
4, | CTAAMU OBPABOTKHU U -
SAILINUTHI
KOHOUAEHIMAJIBHBIX
JJOKYMEHTOB
NCXOOAIIEIO N
BHYTPEHHET'O I[TIOTOKOB
4.1. | Yuer ucxomsmmx 2 OueHka
(oTmpaBisieMbIX) U BBITIOJTHEHHS
BHYTPEHHUX JOKYMEHTOB. IPaKTUIECKOro
DKcreauIonHas 00paboTka 3ajiaHus 1o
OTHPAaBIAEMBIX TOKYMEHTOB METONy aHannsa
KOHKPETHBIX
cutyarmii (AKC)
4.2. | UcnonHeHUE TOKYMEHTOB. 2 OueHka
KonTpose ucnosnenus BBIINOJIHCHHS
,Z[OI(YMCHTOB MMPAKTUYECCKOT O
3a/1aHUs 10
METO/Ty aHaITH3a
KOHKPETHBIX
cutyarmii (AKC)
5. | CUCTEMATU3ALIUA U
OIIEPATMBHOE
XPAHEHUE
KOH®UAEHIMAJIBHBIX
JOKYMEHTOB U JIEJI
5.1. | HomeHnkuatypa nein. 2 Ornenka
®opMupoBaHue U BBITIOJTHEHHSI
OIIEPaTUBHOE XpaHEHUE J€EIl HPaKTUICCKOro
3a/1aHAs 10
MCETOAY aHa/In3a
KOHKPETHBIX
cutyarmii (AKC)
5.2. | IlogroroBka u nepeaada Jaei B - OueHka
apXI/IB BBITIOJTHCHUA
IIPaKTUYECKOT O
3a/1aHAs 10
MCETOAY aHa/In3a
KOHKPETHBIX
cutyarmii (AKC)
5.3. | YHHUTOXKEHHE TOKYMEHTOB U - OueHka
HocuTenel nHdopMaruu BBINOJTHCHHS
IMPAKTHYECKOT' O
3aJ1aHUs 110
MCTOAY aHa/In3a
KOHKPETHBIX
cutyarmii (AKC)
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6. | APXMBHOE XPAHEHUE 4
KOH®UJIEHIIMAJIBHBIX
JJOKYMEHTOB U JIEJI
6.1. | KommuiekroBanue apxusa, 4| - 2 4 | Onenka
KJIacCU(PUKALKS B YUET JIe]I. BBIIIOJTHEHHS
IPAKTUYECKOTO
3a/1aHAsA 10
METO/Ty aHaITH3a
KOHKPETHBIX
cutyaruii (AKC)
6.2. | Hayuno-cipaBouHblii anmapar | 4 | - 2 6 | Ouenka
Y OpraHu3aIs UCIOJIb30BaHUS BBIIIOJTHEHHS
apXUBHBIX JTOKYMEHTOB NPaKTUICCKOTr o
ObecnieueHre COXpaHHOCTH 3aliaHus 1o
JIOKYMEHTOB U JIE]l B apPXHBE. METONy aHannsa
KOHKPETHBIX
cutyaruii (AKC)
7. | IPOBEPKA HAJIMYUA 4| - 2 6 | Ouenka
KOH®UJAEHIMAJIBHBIX BBITIOJIHEHUS
JOKYMEHTOB, JEJI 1 IPaKTHICCKOTO
HOCHUTEJIEU 3a/1aHHs 110
HH@OPM AHI/H/I METOAY aHa/In3a
KOHKPETHBIX
cutyaruii (AKC)
TectupoBanue
8. | METOAMKA 41 2 - 6 | KonrpombHast
COBEPHIEHCTBOBAHUA pabora
TEXHOJIOT' MU
SAHIMIIEHHOI'O
JJOKYMEHTOOBOPOTA
10 | Ok3amen 4 18 Bompocs 110
omeram
Hroro 20 22 18 54

7. O0HOBJIEHHE OCHOBHOW M JONOJHUTEIbHOM JuTepaTypbl (2020 r.)

B paznen 6. YueOHo-MeTOoqUYecKOe 1 MH(OPMAIIMOHHOE O0ecredyeHHue TUCIUTIITUHbI
BHOCSITCSI CJIEAYIOLINE U3MEHEHHUS:

HononHutk paznen JdonoaHuresibHas JuTepaTypa
CeprueB, 1O. H. Crangaptel uHpopmManmonHoi Oe3omacHocTH. 3ammra M 00paboTKa
KoH(pUACHIHATBHBIX JokyMeHToB / HO. H. CprueB. - MockBa : UH®PA-M, 2020. - 223 c. -
(Beicmiee o6pazoBanue: Crnernuanutet). - ISBN 978-5-16-016533-2. - TekcT : 2IEKTPOHHBIN. -
URL: https://znanium.com/catalog/product/1178148

I'yryesa, T. A. KorpuaennuansHoe aenonpou3Boactso / T. A. I'yryesa. - 2-e u3j., nepepad. u
nom. - Mocksa : UHOPA-M, 2021. - 199 c. - (Beicmiee obpazoBanue: Cnenuanutert). - ISBN
978-5-16-016537-0. - Teker : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1178154

8. B namemenT pabodyeit mporpammel m.4 OOpa3oBaTejibHbIE TEXHOJOTHH BHOCSTCS
CJIEIyIOIINE U3MEHEHUS:

B mepuon BpeMEHHOTO MPHOCTAHOBICHUS MOCEHICHUS OOYYAIOIUMUCS MOMEUICHUH |
tepputopun PITY. ana opranuzamuu ydeOHOTO mpolecca C MPUMEHEHHEM JJIEKTPOHHOTO



https://znanium.com/catalog/product/1178148
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06y‘-IeHI/I$I U JUCTAaHIIMOHHBIX O6paBOBaTCJIBHI:IX TEXHOJIOT U MOTYT OBITH HCIIOJIB30BAHEI

CICOYIOIIUEC O6paSOBaTeJ'II>HBIe TCXHOJIOTHH:

— BHUJICO-JICKIUU;

— OHJIAWH-JIEKIIUH B PEKUME PEAIBHOTO BPEMEHU;

— DJICKTPOHHBIC YUCOHUKHU, YUeOHBIC MOCOOUS, HAYYHBIC H3AAHUS B AJICKTPOHHOM BHJIC U
JOCTYT K HHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM peCypcaM;

— CHCTEMBI JIJI1 3JIEKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIbTALIMU C UCIIOJIb30BAHUEM TEIEKOMMYHUKAILMOHHBIX CPEJICTB.

9. B smemeHT paboueil mporpammbl 7. MaTepuajibHO-TeXHHYECKOe oOecrevyeHHe
AUCHHUILIMHBL/MOIYJIS BHOCSITCS CJICIYIOLIME U3MEHEHUSI:

Ilepeuens Bl u UCC

Neni/n HaunmenoBanue

1 MexnayHnaponnsie pedeparuBHble HaykomeTpuueckue bJl, mocTymHble B paMKax
HaroHaJIbHOU moanucku B 2020 r.
Web of Science
Scopus

2 [Ipodeccuonansubie momHoTekcToBhle B/, nmocTymHble B pamMkKax HalMOHAIBHON
nonamucku B 2020 .
XKypuaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Xypuaner Taylor and Francis

3 [Tpodeccuonanpabie MOTHOTEKCTOBBIE B[
JSTOR
N3nanus mo o011ecTBEHHBIM U TYMaHUTAPHBIM HayKaM
DnektponHas 6ubnnorexka Grebennikon.ru

4 KommbrorepHbie cripaBOYHBIEC TPABOBLIE CHCTEMBI
Koncynsrant Ilntoc,
I'apanTt

B onement paGouelt mporpammel 7. MaTepHajbHO-TeXHHYeCKoe olecnedyeHue
AUCHMIJIMHBI/MOIYJIAA BHOCSTCS CJIETYIONINE U3MEHEHUS:
CocraB nporpammHuoro odecnevyenus (I10)
Nort Haumenosanue 110 [IpouzBoaurenn Crioco6
/i pacrpocTpaHeHus
(ruyensuonnoe unu
€80600HO
pacnpocmpatsiemoe)

1 Adobe Master Collection CS4 Adobe JIMIIEH3UOHHOE

2 Microsoft Office 2010 Microsoft JINIEH3UOHHOE

3 Windows 7 Pro Microsoft JIMIIEH3MOHHOE

4 AutoCAD 2010 Student Autodesk CBOOOTHO

pacrpocTpaHsIeMoe
5 Archicad 21 Rus Student Graphisoft cBOOOIHO
pacrpocTpaHsIeMoe

6 SPSS Statisctics 22 IBM JIMIICH3UOHHOE

7 Microsoft Share Point 2010 Microsoft JIMIICH3UOHHOE

8 SPSS Statisctics 25 IBM JIMIIEH3UOHHOE

9 Microsoft Office 2013 Microsoft JIMIICH3UOHHOE

10 | OC «Anbpt O6pazoBanue» 8 00O «bazanpt CIIO | nureH3noHHoe

11 | Microsoft Office 2013 Microsoft JIMIIEH3MOHHOE

12 | Windows 10 Pro Microsoft JIMIICH3UOHHOE




80

13 | Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE

14 | Microsoft Office 2016 Microsoft JIUIEH3HOHHOE

15 | Visual Studio 2019 Microsoft JIMLEH3UOHHOE

16 | Adobe Creative Cloud Adobe JTUICH3NOHHOE

17 Zoom Zoom JINIEH3UOHHOE
CocraBuUTEIb:

K.n.1, nouent, I'.A. [lleBosa




