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|. IlosicHUTENLHAS 3aMHCKA
1.1.eap 1 327294 JTUCHUNJIMHBI (MOIYJISA)

[enb MUCHUTUIMHBL: TIOJTOTOBUTH CIICIIMATNCTA, UMEIONIETO HABBIKK PA0OTHI ¢ JOKYMEHTAMHU
OTPAaHMYEHHOTO JOCTyNa B YCIOBUSAX NPUMEHEHHS TPAJAUIUOHHOW W aBTOMATH3WPOBAHHOUN
TEXHOJIOTHI 00pabOTKH.

3a7a4u JUCIATUINHEL:
- M3y4YUTh 3aKOHOAATEIHbHBIC U HOPMATHBHO-METOIUYECKHE TOKYMEHTHI, PErIaMEHTUPYIOIINE
MOPSITIOK 3aIUTHI B 00paObOTKH JOKYMEHTOB OIPaHUYCHHOTO JJOCTYIIA;
- IPUBUTH HABBIKM MTOJATOTOBKH M U3JIaHUS JIOKYMEHTOB OTPaHUYECHHOTO JIOCTYIIA;
- I3YYUTh MPaBUiIa OPraHU3aIliu BCEX ITAOB PadOTHI ¢ JOKYMEHTAMH OIPaHUYCHHOTO JOCTYIIA;
- OBJIQJICTh TEXHOJIOTUSIMH 3aIIUTHI 1 00PabOTKH TOKYMEHTOB OTPaHUYCHHOTO JIOCTYTIA.
- M3YYUTHh OCHOBHBIC HAMPABJICHHS M METOJbI 3aIUTHI JOKYMEHTHPOBAHHON HH(OpMAIMH OT

Pa3JInYHbIX BUAOB YI'PO3 B IIPOLECCE €€ CO3AaHN, O6pa6OTKI/I, HCIIOJIb30BAHHA, XPpAHCHH.

1.2.(I)0panyeMble KOMIICTCHIIUUA, COOTHECCHHBLIC C IVIAHUPYEMBIMHU pPeE3yJbTaTaMM

00yuyeHus Mo JIUCUMILINHE (MOIYJII0):

Konsl Conep:xanue IIepeuennb IVIAHMPYEMbIX pe3yJibTaTOB

KOMIIETeHIMIi | KOMIIeTEeH U 00yuyeHus1 0 TUCHHILINHE

[K-17 BJIAJICHUEM METOJaMHU 3HaTh: OCHOBHBIEC HAIPABIIEHUE TPABOBOTO
3alUTHI HHQOpPMALUH peryIupoBaHus 3alIUThl U 00pabOTKU

JIOKYMEHTOB OIPaHUYEHHOT'0 JOCTYTIA;
OpPraHM3aLMOHHBIE U TEXHOJIOTMYECKHE
0Cc00EHHOCTH pabOoThI ¢ JOKYMEHTaMH
OTrPaHUUYEHHOTO JOCTYIIa;

YMerb: pa3pabaTbiBaTh JOKaIbHbIE
HOPMAaTUBHBIE aKThl 1 HOPMATHUBHO-
METOAMYECKUE TOKYMEHTHI (ITOJI0KEHMS,
WHCTPYKIIUU U Jp.); COCTABIATH U OPOPMIISTH
JOKYMEHTBI OTPaHUYEHHOTO JI0CTYIIA,
BBITIOJIHATH OIEpaIMU M0 UX 00paboTKe U
3alUTe; OPraHU30BbIBATh PabOTY C
JIOKYMEHTaMU OTPAaHUYEHHOTO TOCTYyIa.
Biagets: 3HaHUAMHU COBPEMEHHON HOPMAaTHUBHO-
MpaBOBOM 0a3bl 3aIIUTHI U 00PAOOTKU
JOKYMEHTOB OI'PaHUYEHHOI'0 JOCTYTIA;
TEXHOJIOTHSIMU UX 00paOOTKH, XpaHEHUS U
WCIIOJIb30BaHUS.




I1K-38 BJIaJICHHEM HaBBbIKAMHU 3HaTh: OCHOBHBIE HAIIPABJICHUE TPABOBOTO
palbOTBI C IOKYMEHTAMH, | peryIMpoBaHHUs 3alIUTH U 06PabOTKH
ColieprRainMn JOKYMEHTOB OTPaHHYEHHOTO JOCTYIIa;
UHPOPMALINIO

OpraHHU3allMOHHBIC U TCXHOJIOTNYCCKUC
OrPaHUYCHHOTO JIOCTYIIa
0co0eHHOCTH paboTHI ¢ JOKYMEHTaMHU

OIrpaHU4YCHHOI'0 AO0CTYIIa,;

YMeTh: pa3pabaTeiBaTh JIOKATbHBIC
HOpPMAaTHUBHBIC aKThl 1 HOPMAaTUBHO-
METOAMYECKUE TOKYMEHTHI (ITOJIOKEHHUS,
WHCTPYKIIMHU U JIP.); COCTABISATh U OPOPMIIATH
JOKYMEHTBI OTPAaHUYEHHOTO JJOCTYTIA,
BBINOJIHATH OTIEPAIUH 110 UX 00paboTKe U
3alIUTe; OPraHU30BBIBATH PabOTY C
JOKYMEHTaMHU OIPaHHUYEHHOTO JIOCTYTIA.
BrnasieTs: 3HaHUSAMU COBPEMEHHOW HOPMATHBHO-
MPaBOBOM 0a3bl 3aITUTHI U 00PaOOTKH
JOKYMEHTOB OIpaHHYEHHOTO JIOCTYTIa;
TEXHOJIOTUSIMH UX 00pabOTKH, XpaHCHHUS U
WCTIOJIb30BaHUSI.

1.4.MecTo qucUMIUIMHBI (MOIYJIs1) B CTPYKTYype OCHOBHOM 00pa3oBaTeIbHON MPOrpaMMBI

Jucnunimza (Moayib) « TexHosnoruu 3amuTsl 1 00pabOTKH JOKYMEHTOB OIPaHUYEHHOTO
JIOCTyIIa OTHOCUTCS K BAPUATUBHOTO YacTH OJIOKA AUCHMILIMH Y4eOHOTO IUIaHa.

JUis OCBOEGHHS AUCHUIUIMHBI (MOIYJsl) HEOOXOAMMBI 3HAHUS, YMEHUS M BIaJCHHUS,
c(OpPMHPOBAHHBIE B XOJ€ H3YYEHHUS CIEIYIOIIMX IUCHUIUIMH M TMPOXOXKIEHHUS IMPaKTHK:
«lokymenroBenenue», «Opranuzanus u  TexHosnorus JOVY», «ApxuBoBeneHue»,
«MHdpopmanonHas 6e30MacHOCTb U 3aluTa UHPOpMALITUNY.

B pesynbrate OCBOEHHUS ITUCHMIUIMHBI (MOXyJsi) (OPMHUPYIOTCS 3HAHMSA, YMEHUS U
BJIAJICHUSI, HEOOXOUMBIE JUIS U3YyUEHHsI CIEIYIOUINX JUCHUILIMH U MPOXOXKJICHHS MPAKTUK:
«IIpaBoBasi periiaMeHTanusl 3allUThl U 0OpaOOTKM MEPCOHANbHBIX JAHHBIX», «OCHOBHBIE

HaIpaBJIEHUS 3alIUThl KOHPHUACHINATbHOH HHPOPMAIIUHU B KaAPOBOU CIIy)0e»

2. CTpyKTYypa IMCHUTLUIMHBI (MOTYJIs1)
Cmpykmypa oucuyuniaunst (M00ys) 01 0O4HOU hopmbl 00yUeHUSA

(2017 200 naédopa)




Obwas mpyooemkocmov oucyuniunvl cocmasisiem 3 3.e., 108 u., 6 mom uucie KOHMaKmMHAs
paboma obyuarowuxcs ¢ npenoodasamenem 42 u., npomescymounas ammecmayus 18 u.,
camocmoamenvras paboma odyuarouwuxcs 48 u.

Bunst yueOHoI paboThI
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1. | Pasnmen 1. 8 4 8 8 Cobeceoosanue
npu npueme
ITpaBoBOE
p pe3yibmamos
PeryTHpoBaHHe BbINOAHEHUS
3alIUTHl 1 00pabOTKH
NPAKMUYECKUX
JIOKYMEHTOB .
3a0aHull
OTPAaHUYEHHOTO
JOCTYyTIa
2. Pasnen 2. 8 2 4 6 Cobeceoosanue
npu npueme
JIoKyMeHTUpOBaHUE pesyIbmamos
uH(pOpMAIH BbINOJIHEHUS]
OTPaHMICHHOTO NPAKMUYECKUX
AocTyna 3a0anuil
3. | Pazgen 3. 8 2 4 6 Cobeceoosanue
npu npueme
Vuyer (peructpanus) Iej . ﬂf amOe
JIOKYMEHTOB pesy
BbINOAHEHUS
OTPAaHHYEHHOTO npaxmuseckix
oCTyIIa .
ety 3a0aHull
4, Pasnen 4. 8 2 4 8 Cobecedosanue
npu npueme
Opranuzanus 123 P
pe3yIbmamos
3alHIICHHOTO 6bINOAHEHUs
JIOKYMEHTO0000pOoTa npaxmuseciu
3a0aHUll
5. | Pa3znmen 5. 8 2 4 6 Cobeceoosanue
npu npueme
Cucremaruzanus u punp
pe3yIbmamos




XpaHeHHe 8bINOJIHEHUA
JIOKYMEHTOB NPAKMUYECKUX
OTPaHHYEHHOTO 3a0aHull
JIOCTyTIa B
JICIIONIPOU3BOJICTBE
6. | Pa3znmen 6. 8 2 4 8 Cobeceoosanue
npu npueme
O0ecrieuenue
pe3yIbmamos
COXPAHHOCTH H
8bINOJIHEHUA
KOH(MUICHIIMAIBLHOCT
NPAKMUYECKUX
Y JIOKYMEHTOB .
3a0aHull
OTPaHHYEHHOTO
JoCTyma
7. 8 18 6 UMo2o8asi
DK3amMeH KOHMPOJIbHAS
paboma
UMozo: 14 28 18 48

Cmpykmypa oucuyuniaunvl (MoOy1s) 01 O4HOU hOPMbL 00yUEeHUA

(2018 200 naoopa)

Obwas mpyooemkocms oucyuniunsl cocmasisem 3 3.e., 108 u., 6 mom uucie KOHMaKmuas
paboma obyyarowuxcs ¢ npenooasamenem 42 u., camocmosamenvHas paboma o0y4aOWUXC

66 u.

Bunsr yueOHOIT pabOTEI
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1. | Pasnmen 1. 7 4 8 12 Cobecedosanue
npu npueme
ITpaBoBoe pu b
pe3yIbmamos
peryJIMpOBaHUE
BbINOAHEHUS
3aIUTHl ¥ 00paObOTKH
NPAKMUYECKUX
OKYMEHTOB .
JIOKY 3a0anull
OTPaHUYECHHOTO




JIOCTyTIa

Paznen 2. 2 4 8 Cobeceoosanue

npu npueme
JIOKYMEHTHPOBaHHE pezyibmamos
uHpoOpMaLUn 8bINOIHEHUS
OTPaHUYECHHOTO npaKmuueckux
AocTyna 3a0anutl
Pasnen 3. 2 4 8 Cobeceoosanue

npu npueme
VYuer (peructparusi)

pe3yibmamos
JIOKYMEHTOB

B8bINOJIHEHUS
OTPaHUYECHHOTO

NPAKMUYECKUX
JOCTYTIa .

3a0aHull
Pasnen 4. 2 4 12 Cobeceoosanue

npu npueme
Opranu3zanus

pe3yibmamos
3AIUALLEHHOTO

B8bINOJIHEHUA
JIOKyMEHTO000pOTa

NPAKMUYECKUX

3a0aHUll
Pasmen 5. 2 4 8 Cobeceoosanue

npu npueme
Cucremarusauus u puTp

pe3yibmamos
XpaHeHHe

B8bINOJIHEHUS
JIOKYMEHTOB

NPAKMUYECKUX
OTPaHUYECHHOTO .

3a0aHull
JOCTYTIA B
JICITOTIPOU3BOICTBE
Pasmen 6. 2 4 10 Cobeceoosanue

npu npueme
Obecnieuenue

pe3yIbmamos
COXpPaHHOCTH U

B8bINOJIHEHUA
KOH(HICHIIHATBHOCT

NPAKMu4ecKux
U JIOKyMEHTOB .

3a0aHull
OTPaHUYECHHOTO
JOCTYTIa

8 UMo208asi

3ayer ¢ OLEHKOM KOHMPOIbHASL

paboma
UMmozo: 14 28 66

3. Conep:xkaHue THCHUTLIUHBI (MOTYJIs1)




HaumenoBanue pa3jaeina
AUCHHUILIMHBI

Conep:xxanue

Pasnen 1. Beenenue.

[TpaBoBoe perynupoBanue
3alIUTBl U O00pabOTKH JOKYMEHTOB
OTPAaHMYEHHOTO JIOCTYIIA

[Ipenmer, 3amaunm kypca. OOBEKT U MpeaMET
n3ydenus. O030p MCTOUYHUKOB U JUTEPATYpHl IO
Kypcy.

@®enepanpubiii 3akoH  «O0  wHDOpMaIMH,
MH()OPMAIIMOHHBIX TEXHOJOTHUAX UM O 3alluTe
nHbOpMAITHI Kak OCHOBA IIPaBOBOTO
peryIupoBaHUS OTHOIICHWH B cdepe 3amuThl
uH(pOpMAIHH.

Nudopmannonnsie pecypcbl U MHPOPMAIIMOHHAS
6e3omacHOCTh. JlOKyMeHTHpOBaHHE HH(POPMAIIH
KaKk  yCJlOBHE  BKJIIOYeHHMs  UH(pOpMauud B
nH(pOpPMaLIMOHHbBIE pecypchl. Nudopmanus
o0mieIocTynHass M OrPaHUYEHHOrO  JIOCTYIIA.
Knaccupukanusa wuHpOpManuu  OrpaHUYEHHOTO
JIOCTyTA. I'ocynapcrBeHHas TaiiHa u
KOH(UICHITMATbHAS uH(pOpMAITHSI. Busr
KOH(PHUACHIIMAIBHON HH(pOpMAIUH.

[TpaBoBoe peryiupoBaHue OTHOIICHUH,
CBS3aHHBIX C YCTAHOBJICHHEM, W3MEHEHHEM H
MIpeKpalieHueM pexxumMa KOMMEPUYECKOH,
ciyxeOHo#, mpodecCHOHANbHOM W APYTUX BUJOB
TaiiH.

AKTyanbHOCTh u 3HayeHue  pa3paboTKu
JOKQJTBHBIX HOPMATHUBHBIX akKTOB. [lopsyok wx
pa3paboTKH, CTPYKTYpa M COJIEpKaHNE Pa3/IeioB.

AHanu3 ombeiTa paboThl Yy OpraHu3aluii 1o
paspaboTke HOPMAaTHUBHBIX U METOJUYECKUX
JOKYMEHTOB B OOJIacTH 3aluThl U 00paboTKU
JIOKYMEHTOB OTPaHUYEHHOTO JJOCTYTIA.

Paznen 2.

JIokyMeHTHUpOBaHHEe HH(POpPMaLIUU
OTPaHUYEHHOTO JIOCTYyIa

Omnpenenenve M perjaMeHTUPOBAaHUE COCTaBa
M31aBacMbIX JOKyMeHTOB. IIpaBoBoe oOCHOBaHUE
JUIs ~ YCTaHOBJEHHS  cOocTaBa  MH(OpMaIUH,
OTHOCHMOM K KOMMEpUYECKOH U CiTy>keOHOM TalfHaM.
Ortanbl  paboTel MO  pa3paboTke  IepeyHei
nH(pOpMAalLIUK, COCTABISAIOIIEH KOMMEPYECKYI0 U
cinyxxeOHyto  TaiiHbl.  Kputepum  oTHeceHUs
nHpopMallUd K KOMMEpPYECKOM U  CiyKeOHOM
taiiHam. Ctpykrypa Ilepeuns wuHbOpManmw,
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COCTaBJIAIOIIEH KOMMEPYECKYIO TaiiHy.
OcoOenHoctu coctapieHusi U cTpykrypa llepeuns
nH(OPMAIIMU, COCTABJISIIONICH CIYKEOHYIO TaifHy.
Lenb pa3paboTku [Tepeuns M3]1aBaeMbIX
JIOKYMEHTOB, ITOPSIIOK €ro pa3padOoTKH.

VYyer u oopmiieHne OyMaxXHBIX U 3JIEKTPOHHBIX
HocuTenell nHopMaluyu OrpaHUYEHHOIrO JOCTYIIA.
Bunpl anekTpoHHBIX HocuTenell  uHbopManuu
OTpaHMYEHHOT0  JOoCTyma. PernmameHTHpoOBaHUE
JocTyna K  TEepCOHANBHBIM  KOMIIbIOTEpaM,
UCTOJNB3YEeMBIX JUIsI  00paboTku  MH(OpMauu
OTPaHUYEHHOTO JOCTYIIA; a TaKKe K JEKTPOHHBIM
HOCHUTEIISIM WH(POPMAIIUK OTPAHUYECHHOTO JIOCTYTIA,
XPaHAIIUMCS BHE KOMITBIOTEPA.

Ocobennoctu odopmIIeHUS JIOKYMEHTOB
OTPaHUYEHHOTO JOCTyTA. PexBuzuthl,
UICHTUQUIHUPYIONIME JOKYMEHTBI, COJAepKalue
MH(OPMAIINIO, COCTaBISIOUIYI0 KOMMEPYECKYI0 U
CIIy)KeOHYO TalHBI Kak JIOKYMEHTBI
OTPaHUYEHHOTO JOCTYyIA.

Pasznen 3.

VYuyer (peructpanus) 10KyMEeHTOB
OTPaHUYECHHOTO JIOCTYTIA

OmnpenerneHne TOHITHA «ydeT JOKYMEHTOB» M
«perucTpanusi JIOKyMEHTOB, IPaBOMEPHOCTh UX
WCIIOIb30BaHUsI B OOJIACTH 3alIUThIl U 00pabOTKH
JOKYMEHTOB OTPaHMYCHHOTO JocTyma. llenu, BUabI
U CcrmocoObl ydeTa JOKYMEHTOB OTrPaHUYEHHOTO
JOCTyTIA.

Y4er Kak OCHOBHOE CpPEJICTBO OOECTICUeHUs
COXPAHHOCTH JIOKyMEHTOB.

IMoustne «U3JAHHBIE JIOKYMEHTBI» 5
TEXHOJIOTHS MX yUeTa.

OCOOEHHOCTH TEXHOIIOTUM Yy4YeTa BXOSIINUX
JIOKYMEHTOB OTPaHUYEHHOTO JIOCTYTIA.

Kputepun nepeBoja JIOKYMEHTOB
OTPAaHUYEHHOTO JOCTYIA Ha BBIIEIEHHOE XpaHEHUE.
TexHoyoruss ydera JOKYMEHTOB BBIJCICHHOTO
XpaHEHUS.

Paznen 4.
Opranu3anus 3almIleHHOTO

I[OKYMCHT0060pOTa

Onpenenenne MTOHATHSA «3alIMIIECHHBIN
JOKYMEHTO000poT». [IpHHIMIIBI  palnOHATBHOM
opraHuzan JokyMeHTtooboporta. CTpykTypa H
XapaKTEPUCTUKA JOKYMEHTOIIOTOKOB.

Cucrema noctyna k JokyMmeHTaM. OCHOBHBbIE
3a1a4u CUCTEMBI JOCTYTIA. [TonmrOoMOYMs
JOJDKHOCTHBIX JIMII II0 pa3pelieHur0 JOoCTyla K
nokymeHnTaM. [lopsaok odopmieHust pasperieHuit
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Ha JOCTYII K JOKYMCHTaM.
HpI/IeM, IMPOXOXKACHUEC U MOPAAOK HCIIOJIHCHUSA
BXOOAIIUX AOKYMEHTOB OI'PaHHMYCHHOI'O JOCTYIIA.

IlepBruunas o0paboTka. IIpensapurenbHOe
pPaccCMOTPEHHE. Paccmotpenue JIOKYMEHTOB
PYKOBOACTBOM OpraHu3aluu. Hanpasiienue

JIOKYMEHTOB Ha UCITOJIHEHUE.

OcobeHHocTn OpraHu3aIu WCTIOJTHEHUS
JOKYMEHTOB OIPaHHUYEHHOTO JIOCTYTIA.

[Mopsimok OTIIPABIICHHS JTOKYMEHTOB.
Opranu3anys IBHKCHHS BHYTPCHHUX JOKYMEHTOB.
OpFaHI/I3aL[I/IH JIBUKCHUSA JOKYMCHTOB
BBIJICJIICHHOI'O XpaHCHUS.

OcoOEHHOCTH OpraHu3allMk W  TEXHOJIOTHHU
KOHTPOJIA HUCITOJIHCHU A JAOKYMCHTOB
OTPaHUYEHHOIO JOCTYyIA.

Paznexn 5.

CucremaTuzanys U XpaHeHHUE
JOKYMEHTOB OIpPaHHYEHHOTO IOCTyTa
B JIJIONIPOU3BOJICTBE OPraHU3ALUH

Homenkinarypa z1enn Kak cocTaBHast 4aCTh CUCTEMBI
J0CcTyna K 1oKymeHTam. Oco6eHHOCTH
COCTaBJICHUS] HOMEHKJIATYPHI JIe] OTPAaHHYSHHOTO
JOCTyTIA.

TpeboBanus k popMupoBaHHIO U 0POPMIICHUIO
JeTT, COIepIKAIINX JOKYMEHTHI OTPaHHYEHHOTO
JOCTYyTIA.

[ToaroToBka JOKyMEHTOB OIpaHMYEHHOTO
JI0CTYyTA JUIsl Iepejaud B apXUB OpraHU3aIUH.
EnuHCTBO TEOpETHYECKUX U METOAMYECKHX OCHOB
MIPOBEICHUS SKCIIEPTU3HI IIEHHOCTH
OOIIEOCTYTHBIX U JOKYMEHTOB OTPAaHUYCHHOTO
JOCTyTIA.

Oco0eHHOCTH OpraHU3aIH U TPOBEICHUS
HKCHEPTU3bI IEHHOCTH JOKYMEHTOB
OTPaHUYEHHOI0 JOCTYyIHA.

Iopsimok cocTaBiieHUst U OPOPMIICHHS OTTUCEH
nen. loopopmienue nen. Ilopsiok nepenaun nen,
COJIep KAIINX JTOKYMEHTBI OTPaHUYEHHOTO JOCTYyIIa,
B apXHB OpTaHHU3aIINH.

[ToHsATHE «YHUYTOXKEHUE TOKYMEHTOB
OTPaHUYEHHOTO 10cTyMa». OCOOEHHOCTH
MOJITOTOBKH JJOKYMEHTOB OIpPaHHUEHHOTO JIOCTyTa
K YHUYTOXeHHUI0. TpeOoBaHUS K TEXHUYECKUM
CpeACTBaM YHUUTOKEHUS IOKYMEHTOB.

Pasznen 6.

TpeGoBaHust K CIy)KEOHBIM TIOMEIIEHUSAM, B
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OO6ecnieyeHre COXPaAaHHOCTH U

KOH(HICHIIMAIIBHOCTH JOKYMEHTOB

OT'PAHUYCHHOI'O JOCTYIIa

KOTOPBIX paboTtarT c
OTPaHUYEHHOTO JOCTYyIA.
YcioBusi Tpyna, opraHusanus ¥ o0OpyI0BaHUE

JOKYMCHTaMH

pabounx mect. [lopsnok odopmieHus aomycka

pabOTHHKOB K KOMMEpPYECKOH H  CIIy>KeOHOH

TalHaM W O0Oy4YeHUsi TMpaBWwjiaM paboThl ¢
JOKyMEHTaMU OTPAaHUYEHHOTO J0CTYyIA.

PernamentupoBanue rmnopsjaka oOpamlieHus ¢
JOKYMEHTaMU  OTPAaHMYEHHOro  JOCTyna
cpeacTBO  oOecriedeHHsi HX  COXPAaHHOCTH H

OpeaoTBpaAIICHUA YTCUKH conepmameﬁcx B HHUX

Kak

uHpOpMaInu.
Peanmzanusi cuctemMbl JOCTyNa K JTOKYMEHTaM.
[IpaBuia paboTel MepcoHala C JAOKYMEHTaMH

OTPaHMYEHHOTO  JOCTyna Ha OyMaXHBIX H
3JIEKTPOHHBIX HOCHUTEIISX.

IIpoBepku Hamuyus JOKYMEHTOB KaK Ba)KHOE
CPENCTBO KOHTpOJIA  3a  HX

COXpPaHHOCTBIO. Ha3HaquI/Ie, BHUAbI W IIPHUHIUIIBI

oOecrieueHus

MPOBEICHUS

MPOBEPOK  HAIAYHUS

OrpaHU4YC€HHOI0 JOCTYyIIA.

4. O0pa3oBaTeJIbHbIC TEXHOJIOTHH

No Buowt yueonoii
Haumenoeanue pazoena Oopa3zosamenvHble mexnonozuu
n/n padomul
1 2 3 4
1. | Paznenl. Beneunue. Jlexuus 1. JIekuus ¢ UCOIb30BaAHUEM
BUJICOMATEPHATIOB
[IpaBoBoe perynupoBaHue
3aIuThl 1 00pabOTKHU .
I[TpakTHueckoe BrinmonHenue npakTUYeCKuX 3a1aHui
JOKYMEHTOB OTPaHUYCHHOTO (3ansTre 1
JOCTYyTIa
ITonroroBka K 3aHITHIO C
CamocrosiTenbHas |MCITONB30BaHUEM HH()OPMAIIHOHHBIX U
pabora JJIEKTPOHHBIX PECYPCOB
2. |Pa3zmen 2. Jlexuus 2 Jleknus ¢ UCIIOIBL30BaHUEM
BHJICOMATEPHATIOB
JIoKyMeHTHUpOBaHUE [MpakTHyeckoe
3aHsATHE 2 .
nHhopManuu BrinonHeHue mpakTHYecKuX 3a1aHui

OIrpaHUYCHHOI'0 A0CTYyIIa

JIOKYMEHTOB
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TloaroroBka K 3aHIATHIO C
UCITOJIb30BaHUEM HWH(OPMAIMOHHBIX U

CaMocTosTeIbHas
pa6ota 3JIEKTPOHHBIX PECYPCOB
Paznen 3. Jlexnus 3 JIekus ¢ UCIOIL30BaHUEM
BHICOMAaTECPHAIIOB
VYuyer (peructpanus) A p
JOKYMEHTOB OIPaHMYEHHOTO |[IpakTHyeckoe BrinosiHeHUE MTPAKTUYECKUX 3aJaHUIM
3aHgaTHE 3
JIOCTyTa
IloaroroBka x 3aHIATHIO C
CaMocTosTeIbHas
WCIOJIb30BaHUEM HH(OPMAIIMOHHBIX U
pabora
3JIEKTPOHHBIX PECYPCOB
Paznen 4. Jlexuus 4 JIeknus ¢ ucnoab30BaHUEM
BHJICOMAaTEpHaJIOB
Opranuzanys 3ayIEeHHOr0 A p
JIOKyMEHTO000pOoTa
I[MpakTudeckoe BeInonHeHne MpakTUYECKUX 3aaHUI
3agstue 4
Camocrostensuas |[IOJTOTOBKA K 3aHATHIO C
UCIIOJIb30BaHUEM HH(POPMAIIMOHHBIX U
paborta
3JIEKTPOHHBIX PECYPCOB
Pasgen 5. Jlexus 5 Jlek1us ¢ UCIIO0JIb30BaHUEM
BUJIEOMATEPHAIIOB
CucreMaTH3anys U A P
JIOKYMEHTOB OTPaHUYEHHOTO
[IpakTuueckoe
JOCTyTa B o
O — BrinosiHeHNE TPAKTUYECKUX 3aJaHUN.
JIETIONPOU3BOJICTBE
OpraHu3aluu
IToaroroBka K 3aHSITHIO C
CamocTosTenbHas |yCc0b30BaHHEM HH(POPMAIMOHHBIX U
pabora 3JIEKTPOHHBIX PECYPCOB
Pasnen 6. Jlexuus 6 JIexums ¢ UCOJIb30BaHUEM
BHI€OMAaTEpHAIIOB
ObecnieueHne COXpaHHOCTH A p
1 KOH()UICHIIMATBHOCTH OO6cy>x1eHre BOITPOCOB 10 TEME 3aHSITHS
IIpaxTHueckoe
JIOKYMEHTOB
samsTHe 6 IloaroroBka K 3aHATHIO C
WCIIONIb30BaHNEM HH(OPMAIIMOHHBIX U
CamocrosiTenbHas |3IeKTPOHHBIX PECYPCOB
pabota IToaroroska Kk IpOMeEKyTOYHON

aTTeCTalu.




14

5. Ouenka nJIaHUPYeMbIX Pe3yJbTATOB 00yUYeHU s

5.1. CucreMa oleHUBAHU A

Texymuii KOHTPOJIb OCYIIECTBIISICTCS B BU/IE OIIGHOK KOHTPOJBHBIX padoT U 3aJaHuil Ha
NpakTHYeCKUX 3aHATHAX. KouTponbHas pabGora Nel BbIABISCT 3HAaHWE TPABOBBIX U
OPraHM3alMOHHBIX OCHOB PAa0OTHI C TOKYMEHTaMH OTPAaHMYEHHOTO JOCTYyIa M OLEHHUBACTCS JI0
15 GaynoB, koHTpOIbHAs paboTa Ne2 OKa3bIBACT 3HAHUS CTYJEHTOB 10 BOIIPOCAM OpTaHU3AIUH
paboThl ¢ JOKYMEHTaMH OTPaHMYEHHOTO JOCTyNa W BBIABISET TOTOBHOCTh CTYJEHTOB K
NpakTHYeCKOl  pabote, oueHuBaercs 10 15 OamnoB. MakcumarnbHas OLIEHKA BBITOTHEHUS
Ka)XJIOT0 MPAaKTUYECKOTo 3afaHus — 5 6ayuioB. [IpoMeKyTOYHBIH KOHTPOIb 3HAHUH MPOBOAUTCS
B (hopMe€ UTOTrOBOW KOHTPOJIbHON pabOThI U olileHuBaeTcs 10 40 6amos.

B pesynbraTe TEKymero M MpOMEXKYTOYHOTO KOHTPOJIS 3HAHMW CTYACHTHI IMOIYyYaroT

COOTBCTCTBYIOIIIYIO OLICHKY 3ad 3K3aMCH.

®opMa KOHTPOJISA Makc. K0J1M4ecTBO 0AJJIOB
3a oany Bcero
padorty

Texymui KOHTPOJIb:

Koumponvnas paboma Ne 1 15 b6annos 15 bannos
Konmponvnas pabomuvr Ne 2 15 6annos 15 b6annos
Buwinonnenue npakmuueckux 3aoanuti (memot 1-6) 5 6annos 30 6annos
IIpomexxyTouHas arrecranus 40 bannos

(nucomennvii omeem na 4 eonpoca 6 popme 3auema c
OYeHKOlL)

Hroro 3a cemectp (Oucyunaumy) 100 6annos
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[TosydyeHHBI COBOKYMHBIN pe3ybTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO LIKATY OLICHOK U B
IKajay oleHok EBponeiickoii cucTteMbl iepeHoca U HakorieHus kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM C TaOIUIICH:

100-6amnpHast T oA HLHORHAs 1K [xana

IKanxa panutt KA ECTS

95 -100 A
OTIIUYHO

83-94 B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D
YJIOBJIETBOPUTEILHO

50-55 E

20-49 FX
HEYJIOBJICTBOPUTEIIBHO HE 3aYTCHO

0-19 F

5.2.KpnTep1m BbICTABJICHUA OLICHKHU IO JUCHUIIJIMHE

Banasl/ Ouenka no Kpurtepuu onenkn pe3yibTaToB 00y4eHUs 10
Ixana AMCHUILIMHE AMCHUILIMHE
ECTS
100-83/ COTITUIHOY/ BricTaBisiercst o0y4aromemMycs, €CIIi OH TITyOOKO U
IIPOYHO YCBOWJI TEOPETUYECKUN U MPAKTHYECKUI
A,B «3a4TEHO P Y P P
MaTepuai, MOXXeT IPOJEMOHCTPUPOBATh 3TO Ha 3aHATUSX
(oTruHO)»/ .
U B XOJI€ IPOMEKYTOYHON aTTeCTaLlUU.
«3a4TEHO»

OOyuaromnuiics HCUEPIBIBAIOIIE U JOITMYECKH CTPOITHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBsI3bIBaTh TEOPUIO C
IIPaKTUKOM, CIIPaBIISIETCS C PEIIEHUEM 3a/ad
npo¢eccuOHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, NPaBHJILHO 0OOCHOBBIBAET MIPUHATHIE
pelIeHus.

CB00OIHO OpHEHTUPYETCS B YUEOHOH 1
npodeccHoHaIbHON IuTeparype.

OneHka o JUCHUIUIMHE BBICTABIIAIOTCSA 00YYArOIEMYCs C
YYETOM pE3yIbTATOB TEKYIIEH U IIPOMEKYTOUHOU
aTTECTALlNN.

Komnereniuu, 3akpeniéHnble 3a AUCIUIUTMHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUII».
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Banapl/
HIkaJuaa
ECTS

Onenka o
JUCIHUILIHHE

Kpurepun oueHKH pe3yJibTATOB 00y4eHHs 10
AUCHUILINHE

82-68/

«XopouIoy/

«3aUTEHO
(xopor10)»/

«3a4YTCHO»

BricTaBnsiercst o0ydaromemycs, eCiIi OH 3HaeT
TEOPETUYECKHUI M MPAKTUICCKUH MaTepral, IPaMOTHO U 110
CYIIIECTBY M3JIaraeT €ro Ha 3aHITHSAX U B XOJIC
MMPOMEKYTOYHON aTTECTAIlMHU, HE JOMYCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaromnuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJI0’KEHUS [IPU PELICHUH IPAKTUYECKUX 3a/1a4
poQeccCHOHaIbHOM HANPABICHHOCTH PA3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH JJIsI ’TOTO HaBBIKAMH
U IpUEMaAMH.

JlocTaTOYHO XOPOIIO OPUEHTUPYETCS B yUeOHOU U
npodeccnoHanbHOM TUTEpaType.

OneHka o JUCLUIUIMHE BBICTABIIIOTCS 00Y4arOIEMYCS C
y4E€TOM PE3YNbTATOB TEKYIEW U IPOMEKYTOUHOU
aTTECTALUN.

Kommnereniuu, 3akperi€HHbIe 3a AUCITUTUTHHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHIiN.

67-50/
D,E

«YIOBIIETBOPH-
TEJILHOY/

«3aUTCHO
(ynoBnerBopu-
TEIILHO)»/

«3a4YTCHO»

BricTaBnsiercsa oOy4aromemMycsi, €CiIi OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUIN U IPAKTUYECKUNA MaTepual,
JIOTTYCKaeT OT/ENIbHbIE OMMUOKU MPH €ro U3JI0KEHNUHU Ha
3aHATUSIX U B XOJI€ TPOMEKYTOUHOM aTTeCTaluH.

OOyuaronuiicss HCIIBITBIBAET ONPEACIEHHBIE 3aTPYAHEHHS
B IPUMEHEHUH TEOPETUYECKUX IOJ0KEHUH NPU PELICHUH
MPaKTUYECKHX 3a]a4 NPo(eCCUOHANIBbHON HAIIPABIEHHOCTH
CTaHIapTHOI'O YPOBHS CIIOKHOCTH, BJIAJIEET
HEOOXOAMMBIMU U1l 3TOTO 0a30BBIMH HaBbIKAMH U
IIPUEMAMH.

JleMOoHCTpUpYyEeT JOCTaTOYHBIM YpOBEHb 3HAHUS yU4eOHOU
JIUTEpaTyphl 10 JUCLHUILIMHE.

OneHka 1Mo JUCHHUIUIMHE BBICTABISAIOTCS 00YYarOEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTaluu.

Komniereniuu, 3aKkpeni€HHble 3a TUCIUTITMHOM,
c(hOopMHUPOBAHBI HA YPOBHE — «IOCTATOYHBIN.

49-0/
F,FX

«HCYHNOBJICTBOPUTC

JIBHOY/

BricraBnsiercs o0yuaromemMycs, €ciid OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, JoMycKkaeT rpyoble OIIMOKY IpU ero
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Bbanasl/ Ouenka no Kpurepun oueHKH pe3yJibTATOB 00y4eHHs 10
HIkaJuaa JUCIUIIJINHE JTUCIUIIINHE
ECTS
HE 3a4TEHO W3JI0’KEHUU Ha 3aHATHSIX U B XOJ€ MPOMEXYTOUHON
aTTeCcTalluu.

OOyu4aronuiicsi UCTIBITHIBACT CEPhE3HBIC 3aTPYAHEHUS B
IIPUMEHEHHUH TEOPETUYECKUX MOJI0KEHUM IIPU PELLICHUH
MPAKTUYECKHX 33/1a4 MPO(HEeCCHOHATLHON HAIPaBICHHOCTH
CTaHIAPTHOI'O YPOBHS CJIIOKHOCTH, HE BJIAJIEET
HEOOXOAUMBIMU JIJIS1 3TOTO HABBIKAMU U MPHUEMaMHU.

JlemoHcTpupyeT (hparMeHTapHbIe 3HaHUS Y4eOHON
JTUTEPATyphl 10 AUCLUIIIHHE.

OneHka no JUCHUILIMHE BBICTABISAIOTCS 00y4aroleMycs ¢
y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTALUN.

KomrmereHium Ha ypoBHE «JOCTaTOYHBIIY, 3aKPETUIEHHBIE
3a TUCIUILINHOM, HE CPOPMUPOBAHBI.

5.3. Oueno4nble cpeacTBa (MaTepUAJIbl) AJIsl TEKYIIEro KOHTPOJIS yCIeBaeMOCTH,
NPOMEKYTOYHOM aTTecTANMU 00y4al0IIMXCS N0 JUCHUILIHHE (MOOY10)

Ilpumepnwvie onpocvl kK KOHmpobHOU pabome Nol:
1. IlpaBoBOE peryupoBaHue OTHOIICHUH, CBA3aHHBIX C YCTAHOBIICHHEM, H3MEHEHUEM U
MIPEKPALICHUEM PEKUMA KOMMEPUYECKOU TalHBI.
2. [Mops ok oOpariieHus co ciyxeOHoi HHPOopMaIre OrpaHUYeHHOTO PACIIPOCTPaHEHUs B
denepanbHBIX OpraHax BIACTH U MOJABEIOMCTBEHHBIX UM OpTaHU3aAIUsX.
3.0c00eHHOCTH MPABOBOTO PETYJIMPOBAHMS HH(DOPMAIIHH, COCTABIISIONICH
npoecCuoHaNbHYIO TalHY.
4. OpraHuzalvoOHHBIE U TEXHOJOTHYECKHE OCOOEHHOCTH KOH(MUACHIIMATBEHOTO
JIeNTOTIPOU3BO/ICTBA
5. IlonsiTie 1 33124 KOHQUACHIIMATEHOTO AETIONPON3BOICTBA. [[pHHIINIIBI €ro opraHu3anuu
u chepa AesITeIHbHOCTH
6. ConepxaHue MOHATHS «OpraHU3aIUs KOHPUACHIIUATHHOTO JEIOMPON3BOACTBA»
Ipumepnvie 6onpocwi K KOHMpOILHOU pabome No2:
1.HomeHkmartypa Jies Kak cOCTaBHas 4aCTh CUCTEMBI JJOCTYTa K KOH(PHICHIIATBHBIM
nokymeHTaM. OCOOEHHOCTH €€ COCTaBICHUS U O(POPMIICHUSI.

2. OcobennoctH popmupoBanust U opopMiIeHNs KOHPHUICHIIMATIBHBIX A€,
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3. Topsmox moAroTOBKY M Nepenaddl KOH(PHICHINAIBHBIX /I B apXUB OPraHU3ALNH
4. TpeOoBaHuUs K OpraHU3auy pabOThl MO YHUUTOXKEHUIO KOH(PUICHIINAIBHBIX JOKYMEHTOB
5. Iopsitox 0TOOpa ¥ TEXHOJIOTHS YHHUTOXECHUS KOH(PHICHIIMATIBHBIX JOKYMEHTOB

6. PexxuM xpaneHust KOH(QUICHIUAIBHBIX TOKyMEHTOB

Cnucok BONPOCOB /Jisl IPOMEKYTOUYHOM aTTeCTALMYU N0 JUCHUIIHHE:

1. JlaTb XapaKTEepUCTHKY OCHOBHBIX HOPMATHUBHBIX IPABOBBIX aKTOB B 00J1aCTH
KOH(UICHIIMATBEHOTO JIEIOMPOU3BO/ICTBA.

2. Kakum 006pa3oM ocyIiecTBIseTCs MPAaBOBOE PEryIMpoBaHNe KOH(PUICHIIUATBHON
uH(popMalnu (Ha MpuMepe: NepCOHANbHBIX JaHHBIX, KOMMEPUYECKOH TaiHbI, CIyKEOHON TallHbI,
npodeccuoHaNbHOM TallHbI U Ap.)

3. Ilepeuens nHPOPMAINH, COCTABIAIONIEH KOMMEPUYECKYIO TaifHy (IIesIb pa3paboTKH, ero
Ha3Ha4YCHHE U MOPSAJIOK pa3paboTKU)

4. Ilepeuens uHpOpMaIH, COCTABIISIONICH CITy)eOHYI0 TaliHy (11es1b pa3paboTKH, ero
Ha3Ha4Y€HHE U NOPSAJOK pa3paboTKH)

5. [lepeueHs M3TaHHBIX KOHPHUICHIIUATBHBIX JOKYMEHTOB (II€7Tb Pa3padOTKH, €ro
Ha3Ha4YeHHE U MOPSAIOK pa3paboTKu).

6. TpeboBanus Kk opraHu3auu KOHPHUACHIIMATHHOTO JAETONPOU3BOICTBA B YUPEIKICHUU.

7. OcoOeHHOCTH JOKYMEHTHPOBAHUS KOH()UACHINAIBHOW HHPOPMALIHH.

8. VYder xoH(HIEHINATBHBIX JOKYMEHTOB KaK OCHOBHOE CPEACTBO 00ECIIEYEeHHUS X

COXPaHHOCTH.

9. TpeboBaHuUs K OpraHU3aLMU 3aLIMIEHHOTO JOKYMEHTOO00POTa B YUPEIKICHUH.

10. Cucrema gocTyna K KOHQUICHINAIBHBIM JOKYMEHTaM KaK OCHOBA ISl OPTaHU3aI[IH
JBWKEHUS! KOH(DUICHIIMAIBHBIX JIOKYMEHTOB B YUPEKICHUH.

11. Knaccugukanus 1 cucteMaTH3aus KOHPHUISHIMATbHBIX JOKYMEHTOB B
JIeNIOTIPOU3BOICTBE OPTaHU3ALIHH.

12. OcobenHoCTH XpaHEeHUsT KOH(PHUIEHIINATBHBIX JOKYMEHTOB B JIEIIOTIPOU3BO/ICTBE
OpraHu3aIuHg.

13. TpeboBaHus kK 006€CTIEUEHUIO COXPAaHHOCTH U KOH(UICHIIMAIBHOCTH JOKYMEHTOB B
JIeNTOTIPOU3BOICTBE OPTaHU3AIHH.

14. Tlopsanox oOpaieHus! UCTIOTHUTENEH ¢ KOH(UIECHIIMATbHBIMUA JOKYMEHTaMHU.

15. Ha3znauenue, BUABI ¥ IPUHITUIIBI TIPOBEICHUS POBEPOK HANNYHS KOHPHICHIIHATHHBIX

JAOKYMCHTOB.
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16. MHCTpYyKIMA 0 KOH(PUIEHIIMATIBHOMY JEIONPOU3BOACTBY KaK OCHOBHOM TOKYMEHT,
periaMeHTUPYIOLIU MOPSAAO0K 3alUThl U 00pPaOOTKU T0KYMEHTOB B YUPEXKICHHUH.
17. OcHOBHBIE HaNpaBIIEHUS COBEPIICHCTBOBAHUS TEXHOJIOTHH 3alIUTHI U 00pabOTKU

KOH(l)I/IZ[eHI_II/IaJIbHBIX JOKYMCHTOB

6. YueOHO-MeTOAMYecKOe 1 MH(OPMAINITHOHHOE O0ecreyeHue TUCIIUTIITHHbI

6.1. CHnHCOK HCTOYHHUKOB U JIUTEPATYPhI

HcTounuku

OcHoBHBIE
®denepanbhbiii 3ak0H oT 27 utoiisg 2006 r. N 149-03 "O6 undopmarun, HHGOPMAITMOHHBIX
TEXHOJIOTUSIX U O 3aIuTe HHopMamy». [ DIeKTpoHHBIH pecypc]// CipaBOYHO-TIONCKOBAs
cucreMa «Koncynerantllirocy. URL:
http://www.consultant.ru/document/cons_doc_LAW 6179/
®epnepanbubiii 3ak0H 0T 27.07.2006 Ne 152-03 «O nepcoHanbHBIX JAHHBIX». [DJIEKTPOHHBIN
pecypc]// CnpaBouno-morckoBas cucrema «Koucynbrantllmroc». URL:www.consultant.ru »
document » cons_doc_LAW_61801/
®enepanbhbiii 3aK0H 0T 29.07.2004 Ne 98-D3 «O koMMepUecKkoil TaitHe». [DIeKTPOHHBIN
pecypc]// CnpaBouno-niouckoBas cuctema «KoncynprantlImrocy». URL:
http://www.consultant.ru/document/cons_doc_LAW 48699/
3akon Poccuiickoit ®enepanun ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOH TaiiHe».
[DnexTponnsIit pecypc]// CripaBouHo-nonckoBas cuctema «Koncynprantllmtocy. URL:
http://www.consultant.ru/document/cons_doc_LAW 2481/
Va3 [Ipe3unenta PO ot 06.03.1997 Ne 188 «O06 yrBepxxaenuu [lepeuns cBenenuit
KOH(PHUACHITMAIBHOTO XapakTepay. [DJeKTpoHHBIM pecypc]// CrnpaBOYHO-TIOMCKOBAs CHCTEMa
«Koncynprantllmocy. URL: http://www.consultant.ru/document/cons_doc_LAW_ 13532/
Va3 I[Ipe3unenta PO ot 30 Hos6ps 1995 r. Ne1203 «O06 yTBepkIeHUN TIepeyuHs CBEIEHU,
OTHECEHHBIX K TOCYJapCTBEHHOM TaiiHe». [DnekTpoHHbIH pecypc]// CrpaBoUYHO-TOMCKOBas
cucrema «Kouncynprantlntoc». URL:
http://www.consultant.ru/document/cons_doc_LAW_ 8522/
[TocranoBnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O6 yrBepxaenun Ilonoxenus o
nopsiike OOpalleHuss co CIyKeOHOM HWHQOpMalueil OrpaHHYEeHHOr0  PAaCHpPOCTPAHEHUs B
denepanbHbBIX OpraHax HCIOJHUTEIbHON BIACTH YIOJHOMOYEHHOM OpraHe YNpaBieHHS

HCIIOJIb30BAaHUEM  aTOMHOM OHEprui ©W  YINOJIHOMOYCHHOM OpraHe€ II0 KOCMHUYECKOM


http://www.consultant.ru/document/cons_doc_LAW_48699/
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JEATEIIbHOCTH. [DneKTpOHHBIN pecypc]/ CnpaBo4YHO-MIOMCKOBAs cucrema

«Koncynsrantlmroc». URL: http://www.consultant.ru/document/cons_doc_LAW 54870/
JlomosiHUTEIbHBIE

['paxxnanckuii konekce Poccuiickoit @enepamnnu (4acteb 4). [DnekTpoHHbIN pecype]// CipaBouHo-
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B kawyectBe MaTepuamIbHO-TEXHHMUYECKOTO OOecleyeHusl JUCIHUILUIMHBL TOoTpedyeTcs
HeoOxouMoe Jist o0yueHus: 000pyAoBaHue, JeMOHCTPAalMOHHbIE TPUOOPHI, MyJIbTUMEIUNHBIC

Cpe/cTBa.

TpebGoBanusi K ayIuTOpUSM — ayJUTOpPHUsS AODKHA OBITh OCHAIlEHA KOMIIBIOTEPOM,

IMPOCKTOPOM U SKpPaHOM JJIA MPCACTABICHUA SJICKTPOHHBIX HpGSGHTaHI/Iﬁ.

CocraB nporpammuoro odecnedenns (IIO), coBpeMeHHBIX MPogeccHoHATBHBIX 0a3
nanHbIX (b/1) u undopmaunonno-cnpaBounbie cucrem (MCC) (2017 r.)

1. Ilepeyens 110

Tabnuya 1
Nent Haumenosanue [10 [IpousBonurens | Crocod pacnpocTpaHEHUs
/i (ruyernsuonnoe unu
Cc80000HO
pacnpocmpansiemoe)
1 Adobe Master Collection CS4 Adobe JINLIEH3MOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JINLIEH3MOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINLIEH3MOHHOE
11 | Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
2. llepeyens B/{ u UCC
Tabnuya 2

Nen/mt HanmenoBanue
MesxyHaponansle pedepatuBHble HaykoMeTpuueckue bJl, moctynHbie B pamMkax
HaAIIMOHAJIBHOM noamucku B 2017 1.
Web of Science
Scopus
[Tpodeccuonanpubie moMHOTEKCTOBBIE b/, TOCTyMHBIE B paMKaX HaI[MOHATHHOU
moamucku B 2017 1.
XKypnansr Oxford University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypnanst Taylor and Francis
[TpodeccuonanpHbie MOMTHOTEKCTOBBIE b1
JSTOR
W3nanus no o01eCTBEHHBIM U TYMaHUTAPHBIM HayKaM
KommbroTepHbIe CIIPaBOYHBIE TIPABOBBIC CHCTEMBI
KoncynwranT [Lntoc,
l"apanT

CocraB nporpammHuoro odecnedenus (IIO), coBpeMeHHBIX NPo¢ecCHOHATBHBIX 0a3
nanubix (b/1) u undopmanuonno-cnpaBounbie cucrem (MCC) (2018 r.)
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Tabnuya 1
Nent Haumenosanwue [10 [TpousBogutens | Croco0 pacrpocTpaHeHUs
/m (ruyenzuonnoe unu
c60000HO
pacnpocmpausiemoe)
1 Adobe Master Collection CS4 Adobe JIAIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINLIEH3MOHHOE
3 Windows 7 Pro Microsoft JIAIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIAIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINLIEH3MOHHOE
11 | Kaspersky Endpoint Security Kaspersky JIUIIEH3MOHHOE
2. Ilepevens bl u UCC
Tabnuya 2
Norr/nn HaumenoBanue

Web of Science
Scopus

Mexaynapoanslie pedeparuBHble HaykoMmeTpuueckue b/l, moctynHbie B pamkax
HanuoHaJILHOU moanucku B 2018 .

noanucku B 2018 r.

SAGE Journals

Kypnaner Oxford University Press
ProQuest Dissertation & Theses Global

Kypnansr Taylor and Francis

[Ipodeccuonanbubie motHOTEKCTOBBIE BJI, JOCTYHBIE B paMKax HAIlMOHATIbLHON

JSTOR

[Tpodeccuonanbabie MOJIHOTEKCTOBBIC B/

W3pganus no O6I_HCCTBCHHLIM 1 T'YMAHUTApPHBIM HAYKaM

Koncynerant [lmtoc,
l"apanTt

KOMHI:I—OTepHI)IS CITPAaBOYHBIC IIPABOBBIC CUCTCMBI

Cocras nporpammuoro odecnedenus (I10), coBpemeHHBbIX podeccHoHAIBHBIX 023
aanHbIxX (B/1) 1 undopmanuonno-cnpasounbie cucrem (MCC) (2019 r.)

1. Ilepeyens 11O

Tabnuya 1
Nort/ Haumenoranue I10 [IpousBoAUTEND Croco0 pacnpocTpaHeHHS
n (ruyenzuonnoe unu c60600HO
PACNPOCMpansiemoe)
1 Adobe Master Collection CS4 Adobe JIAIIEH3MOHHOE
2 Microsoft Office 2010 Microsoft JIAICH3MOHHOE
3 Windows 7 Pro Microsoft JIAIEH3MOHHOE
7 Microsoft Share Point 2010 Microsoft JIAICH3MOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3MOHHOE
12 | Windows 10 Pro Microsoft JIAICH3MOHHOE
13 | Kaspersky Endpoint Security Kaspersky JUIIEH3UOHHOE
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2. llepeuens B/l u UCC
Tabnuya 2

Neni/n HaunmenoBanue
MesxyHaponanslie pedeparuBHble HaykoMmeTpuueckue bJl, nocrynueie B pamkax
HalIMOHAJIBHOMN noamucku B 2019 r.
Web of Science
Scopus
[Tpodeccuonanpubie monHoTeKcTOBBIE b/l, TOCTYyIHBIE B paMKaX HAI[MOHAJIBHOM
noamucku B 2019 r.
Kypnaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypnanst Taylor and Francis
DNeKTpOHHBIEC W3/IaHuUs U3JATeNbCTBA Springer
[Ipodeccuonanbubie MOIHOTEKCTOBBIE B/
JSTOR
W3nanus o oO1eCTBEHHBIM U TYMAaHUTAPHBIM HayKaM
KomnbroTepHble CipaBOYHbIE MPABOBBIE CUCTEMBI
Koncynbrant Ilmtoc,
I'apanT

8. OOecmeueHne o00pa3oBaTeILHOIO MpoLecca I JHUIl € OrPaAaHUYEHHBIMU

BO3MOKHOCTSIMH 310POBbS U HHBAJIU/I0B

B xoze peanu3zanuu JUCIUTUTAHBI HCIIOJIB3YOTCS CIICIYIOIIUE TOTOJHUTEILHBIC

METOAbI 06y‘-ICHI/I$I, TCKYIIETO KOHTPOJIA YCIIEBACMOCTH U HpOMe)KYTOHHOﬁ arTecralmuu
06yqa}01111/1xc;1 B 3aBUCUMOCTH OT UX MHIAUBUIYAJIbHBIX 0COOEHHOCTEH:

. JUTSI CTIETIBIX U CTIa00BUISIINX:

- JIeKIMU O(GOPMIIIOTCS B BHJIE€ JIEKTPOHHOIO JOKYMEHTA, JOCTYMHOIO C MOMOIIBIO
KOMITbIOTEpA CO CHEIMATN3UPOBAHHBIM IIPOIPAMMHBIM 00€CIIEUeHUEM;

- INHUCBbMCHHBIC 3adaHUWs BBIIIOJHAOTCA Ha KOMIIBIOTEPE CO CIHCHUATIU3UPOBAHHBIM
mporpaMMHbBIM 06CCHC‘-I€HI/ICM, HJIKM MOT'YT OBITH 3aMEHEHBI YCTHBIM OTBE€TOM;

- obecnieunBaeTCs MHAWBUIyAIbHOE paBHOMEpHOE ocBelieHne He menee 300 Jrokc;

- JUId BBITOJIHEHUS 3a/laHusl MPH HEOOXOAMMOCTH NPEAOCTABISAETCS YBEINYMBAIOLIEE
YCTPOHCTBO; BO3MOXHO TAaK)K€ MCIIOJIb30BaHUE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCbMEHHBIE 3a/1aHusl OQPOPMIISIOTCS] YBEIMUEHHBIM HIPUPTOM;

- DK3aMeH U 3a4€T MPOBOJATCS B YCTHOW (hopMe WM BBHINOJHSIOTCS B MUCHMEHHOU
¢dopme Ha KOMITBIOTEPE.

° AJI TIIYXUX U CJ'I8.6OC.IIBII_HaH_II/IXI
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- JeKuMH O(OPMISIIOTCA B BMJIE 3JIEKTPOHHOIO JOKYMEHTa, JHOO IpenoCTaBIseTCs
3BYKOYCWJIMBAIOLIAsl annapaTypa UHAUBUYaIbHOTO [10JIb30BaHMS;

- MUCHbMEHHBIE 33JJaHNS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCHbMEHHOM (hopme;

- 9K3aMEeH M 3a4€T MPOBOMATCS B IMHUCHBMEHHOH (opMe Ha KOMIIBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.

J JUIsl JIML C HApyLIEHUSIMH OIIOPHO-/IBUTATEIBHOTO arapaTra:

- JIeKIMU O(GOPMIIIOTCS B BHJIE JIEKTPOHHOIO JOKYMEHTA, JOCTYIHOIO C IOMOIIBIO
KOMIIbIOTEPA CO CHELMATM3UPOBAHHBIM IIPOrPaMMHBIM 00€CIIeUeHHEM;

- TNHCHMCHHBIC 3aJIaHUs BBIOJNHSIOTCS Ha KOMIIBIOTEPE CO CIEHUATU3UPOBAHHBIM
MIPOrpaMMHBIM 00€CIIEYCHUEM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOH (hopMe WM BBINOJIHAIOTCA B MUCHbMEHHOM
(dopme Ha KOMITBIOTEpE.

[Tpu1 HEOOXOMUMOCTH TIPETyCMaTPUBACTCS YBEITNUYECHUE BPEMEHHU IS TIOATOTOBKU OTBETA.

[Iponienypa  mpoBeAeHHsST  NPOMEXKYTOYHOM  arrectamuu Uit OOyJaromuxcs
YCTaHABIMBACTCS C Y4YETOM HX HMHIUBUAYAJIbHBIX ICUXO(QHU3MUYECKUX OCOOEHHOCTEH.
[TpomexyTouHas aTTecTalysi MOKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

[Tpu mpoBeneHNH TPOIEAYPHl OLEHUBAHUS PE3yIBTATOB OOyUYEHHs MPEayCcMaTpUBaeTCs
UCTIOJIb30BAaHNE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBSI3W C HHIMBUAYAIbHBIMU
0COOEHHOCTSAMHU O00y4aroIuxcsi. DT CPEICTBa MOTYT ObITh IPEJOCTaBIECHbl YHUBEPCUTETOM,
WJIA MOTYT MCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPE/ICTBA.

[IpoBenenne mpoueAypbl OIECHWUBAHHUS PE3yJAbTaTOB OOYYECHHs JIOMYyCKAaeTCs ¢
UCTIOJIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecneunBaercs A0CTyN K HH(GOPMAIMOHHBIM U OMOIMOrpauueckuM pecypcaM B CETH
WutepHer Ui Kaxjaoro oOydaromierocs B ¢opmax, aJalTHPOBAaHHBIX K OTPAaHHYEHHUSAIM HUX
3I0POBBSI ¥ BOCTIPHSITHS MHPOPMALINH:

® IS CIIENBIX U CIA0O0BUISIINX

- B Ie4aTHOM (hopMe YBEIMYEHHBIM HIPUPTOM;

- B (popMe 3IEKTPOHHOTO IOKYMEHTA;

- B (hopMme ayanodaiina.

® U TIYXHUX M cIa0O0CITBIIIAIHNX:

- B Me4aTHOU (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

e st 00YYAIOMIUXCSI ¢ HAPYIICHUSIMU OTIOPHO-IBUTaTEILHOTO arapara:

- B Ie4aTHO (hopme;
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- B (popme 3JEKTPOHHOTO IOKYMEHTA;
- B popme ayauodaiina.
VyeOHble ayauTOpUM JJisi BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITEIbHOW paboOTHI,
HayyHass OWOJMOTEKa W WHBIC TIOMENICHHs JUis OOydYeHHsS OCHAIICHBI CICIUATbHBIM
00opyA0BaHHEM U Y4EOHBIMU MECTaMU C TEXHUYECKHUMH CPEACTBAMU O0YyUECHHUS:
® JIJIS1 CIICNBIX M CITAa00BUISIIMX:
- YCTPOMCTBOM 15l CKaHUpoBaHus U ureHus ¢ kamepoit SARA CE;
- nucrieeM bpaiins PAC Mate 20;
- mpunTepoM bpaitng EmBraille ViewPlus;
® JIJIS TUIYXHX U CIIA0O0CIBIIIANINX:
- aBTOMATH3WPOBAaHHBIM pabOYMM MECTOM I JIIOJeH C HapyIIeHHEM CcliyXa H
CIa0OCTBIIIAIINX;
- aKyCTUYECKHI YCUIUTENb U KOJIOHKH;
7151 O0YYaIONINXCS ¢ HAPYIICHUSIMUA OTIOPHO-ABUTATEIFHOTO anmapara;
- IepeIBIKHBIMH, PETYJIUPYEMbIMH 3proHoMuueckumu napramu CU-1;

- KOMHBIOTCpHOﬁ TEXHHUKOM CO CIICHUAJIbHBIM IPOIrpaMMHBIM 00eCIICUCHHEM.

9. Meroanueckue MaTepuasbl
IInanbl cCeMUHAPCKUX M NPAKTHYECKUX 3aHATHI

Tema 1 (4 u.) IIpaBoBoe peryJupoBaHue 3alUTBI U OOPadOTKM /OKYMEHTOB
OrPaHUYEHHOrO A0CTyIAa

Ilenp 3aHATHA: M3yYEHHE HOPMATUBHBIX ITPABOBBIX AKTOB, PErVIAMEHTHPYIOUIUX 3alUTY
1 00paboTKy MH(pOpMaIMK OTPAaHUYEHHOTO JOCTyIa

®dopma npoBeieHNs — BHIITOJIHEHUE MPAKTUYECKUX 3a/1aHUH.

3anaHus:

- M3yuuts ®enepanbhpiii 3akoH PO ot 27.07.2006 Ne 149-®3 «OO6 wunpopmaimu,
MH(POPMALIMOHHBIX TEXHOJIOTUSAX M O 3alluTe MHPOPMALUU» U BBISBUTH OCHOBHBIE NMPUHIIMIIBI
IPaBOBOIO PErYJIMPOBaHUs B cepe 3auThl MHGOpMAIIH.

- N3yunth 3akoH P® ot 21.07.1993 Ne 5485-1 «O rocynapcTBeHHOM TaliHE» U BBISIBUTH
OCHOBHbIE HaNpaBJIEHUSI MPABOBOTO PETYJIUPOBAHUS OTHOIIECHWUH, BO3HUKAIOMIMX B CBA3H C
OTHECEHUEM CBEACHMM K rOCYJapCTBEHHOH TallHE, X 3aCEKPEUMBAHUEM WM PACCEKPEUNBAHUEM

U 3aIIMTON B MHTEpecax olecrnieyeHus 6e3onacHocTu PO.
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- N3yuute ®@enepanbubiii 3akoH PO ot 29.07.2004 Ne 98-D3 «O koMMepYECKOW TailiHE»
U BBIIBUTb OCHOBHBIC HAIpPAaBJICHHsI IMPABOBOIO PETyJIMPOBAHUS OTHOIICHHH, CBS3aHHBIX C
YCTaHOBJIEHUEM, U3MEHEHHUEM U MPEKPAILCHUEM PEKUMA KOMMEPUYECKOM TaliHBI.

YKa3zaHus 10 BBIOJHEHUIO 3a1aHUI:
Ha ocHoBe u3yueHus: nepeyrcieHHbIX BBIIIE 3aKOHOIATEIbHBIX aKTOB COCTABUTh KOHCIIEKT IO
CIEeyIOIIEeMY TIaHy:

- JaiiTe ompejereHUe MOHATHIA: obnazatens WHGOpMaLMU; AOCTYN K HHGPOpPMAILUH;
KOH(UICHIMATLHOCTh ~ WH(GOpPMAIlMK;  TPEAOCTaBICHHE W Tepefada  HHPOpMAIUH;
rocyapcTBEHHas TaiiHa, CUCTEMa 3allUThl TOCYIapCTBEHHON TaliHbL, TpU() CEKPETHOCTH, TOIMYCK
U JIOCTYIl K TOCYJIapCTBEHHOHN TaiiHe; KOMMepuecKas TaiHa; WH(OpMalus, COCTaBISIOLIAS
KOMMEPYECKYI0 TaiiHy (CEeKpeT NpPOM3BOJCTBA); KOHTPAreHT; pasrialieHue WHGOpMAIHH,
cocTaBisitolel kommepueckyto TaiiHy (Ne 149-@3, c¢1.2; Ne 5485-1 (c1.2), Ne 98-D3 cr. 3);

- MEPEeUrCINTe BHUABI MHPOpPMAIMK B 3aBUCUMOCTU OT KaTeropuu AocTyma K Hel (No
149-®3, ct1.5, m.1-3);

- Ha30BHTE KaTeropuu WH(pOpMAaIuu, JOCTYN K KOTOPHIM HE MOXKET OBITh OIpaHUYCH B
cooTBeTcTBUU C 3akoHOM (Ne 149-®d3 cr.8 1n.4), BbIAECIUB CBEACHHUS, KOTOPbIE HE MOTYT
COCTaBIATH KoMMepuecKyto TaitHy (Ne 98-D3 cT.5);

- TmepevyucnurTe TpeOoBaHMs K OrpaHUYeHUIO JocTyma K nHpopmanuu (Ne 149-D3 ct.9);

- JaiiTe omnpejeseHUe MOHATHS «CUCTEMa 3aluTa MH(pOpMaluW» U yKa3aTh LENIU €€
cozpanus (Ne 149-®3 c1.16 11.1-2);

- Ha30BHUTE IMOJHOMOYHS TOCYJIApPCTBEHHBIX OPTraHOB M JIOJDKHOCTHBIX JIMII B O0JIACTH
OTHECEHUs CBEACHUI K TrOCyAapCTBEHHOM TaliHe u ux 3ammure (Ne5485-1. pasna.1 ct.4);

- ONpPEAENUTE MPUHIMIBI U MOPAIOK OTHECEHHUS] CBEACHUN K TOCYJAapCTBEHHOW TaWHE
(Ne5485-1. paszn.3 c¢t.6-9,11);

- OTIpPECIIUTE MOPSAOK paccekpeunBanus cBefeHui (Ne5485-1. pazn.4 )

- Ha30BUTE MOPSIOK 3aIIUTHI rocyAapcTBeHHOM TaitHbl (Ne5485-1. pa3n.6)

-Ha30BUTE, KTO HMeEeT TpaBO Ha OTHeceHHMe uHpopmanuu K UHOpPMALINH,
COCTABJISIIONIEH KOMMEPUECKYI0 TaWHy, TEPEUUCIUTh CIOCOOBl TOJYyYeHUS YKa3aHHOU
uHpopmanuu (Ne 98-D3 ct.4);

- MepeyuciauTe mpasa obianaTens MHPopMmauuu B oOmactu ee 3ammThl (Ne 149-03
cT.6), TaKxKe MEpbl TI0 OXpaHe KOH(PHIECHIUATBHOCTH WH(POPMAINH, COCTaBISIONIEH
KOMMEPUYECKYIO TailHy, KOTOpbIE JOJKHBI MpuHUMaThes ee oOnanareneM (Ne 98-D3 cr.10);

- OXapakTepu3yWTe MOPSIOK OXpaHbl KOH(UIEHIMAIBHOCTH HMH(GOpMallMd B paMKax

TpyZ0BbIX oTHOWEHUH (Ne 98-D3 cr.11);



27

- OTpeJeNIuTe MOPSA0K MPEIOCTaBIeHUSI HHPOPMAIIIH, COCTABISIONIEH KOMMEPUECKYIO
taiiny (Ne 98-D3 cT.6);

- MepevyrciauTe TpPeOOBaHUS MO OXpaHe KOH(PHICHIHMAIHLHOCTH HH(OpMAIUH NpH ee
IIPEIOCTABIEHUU B OpraHbl I'OCYJapCTBEHHON BIAacTH, MECTHOro camoymnpasieHus (Ne 98-03
ct.13);

- IepeyrcianTe 00s3aHHOCTH o0JaaaTess HHGOPMAIMU B 00JIACTH 3aITUTHl HHPOPMAIIHH
(Ne 149-®3 c1.16 1.4, 6);

- ONpeAeTNTe OTBETCTBEHHOCTH 3a MPaBOHAPYIIEHUS B cdepe 3aiuThl HHOOPMAINH, B
YaCTHOCTH, WH(OpMaInu, cocTaBistomed kommepueckyto TaiHy. (Ne 149-D3 cr. 17, Ne 98-03
cT.14).

Ha ocHOBe KOHCIIEKTa CTYJAEHTHl J€Jal0T BBIBOJ O COCTOSIHUM COBPEMEHHOMU
HOPMAaTUBHO-TIPABOBOM 0a3bl 3aIIUTHI U 00pabOTKH MHPOPMAITUU OTPAHUICHHOTO JOCTYTIA.
Bompocs! 1151 KoHTpOIIS:
1.Kakue Buabl HHQOpMAIMK BXOAST B MOHITHE «MHPOPMAIUSI OTPaHUYSHHOTO JoCTymna?
2.KakuM 00pa3oM OCYILECTBISETCS IPaBOBOE PEryJIMPOBAaHUE OCHOBHBIX BHJIOB
uH(pOpMaLMU OTPAaHUYEHHOTO JoCcTyna?

3.Kakum 06pazom mpoUCXOIUT MOPSAOK 3aCEKPEUUBAHUS  PACCEKPEUUBAHMS CBEACHMUIA,
COCTaBIISIFOLIUX FOCYAaPCTBEHHYIO TaliHY?

4.0xapakTepu3yuTe CUCTEMY 3aIUThI TOCY1apCTBEHHON TalHBI.

5.. Kakue obmiue 4epThl 1 Kakue pa3inyusi MOKHO BBISIBUTDH B IMOHATHSIX «KOMMeEpYECKas
TaifHa» U «CEKPEeT MPOU3BOACTBA»?

6. Kakue BuIbl CBeACHHN BXOIIT B TMOHATHE «HMH(OpPMAIHs, COCTaBIAIONIAS
KOMMEPYECKYIO TaAHY»?

7.YT0 moHMMaeTcs B 3aKOHE TI0/I «KKOMMEPYECKOHN TaitHOM»?

8.Kakue Mepbl NOJIKHBI HPEINpHHITH oOjazarenu WHGOpMaluU [Js YCTaHOBJICHUS
pEeKMMa KOMMEPUYECKON TalHbI?

9.Kakum o00pa3oM JODKHBI OBITH OpPraHM30BaHAa OXpaHa KOH(UAECHIUAILHOCTH
uH(pOpMalLMU B paMKaX TPYAOBbIX OTHOLIECHUH ?

10.0npenenuth MOPSAIOK MPEAOCTABICHUS HHPOPMAIIUH, COCTABIISIONIEH KOMMEPUYECKYIO
TaliHy

11.I1lepeuncnuth TpeOOBaHUS MO OXpaHE KOH(UACHIMAIBHOCTH WH(pOpMAUU TPU ee
MIPEJIOCTABIIEHUU B OPTaHbl TOCYJapCTBEHHOM BJIaCTH, MECTHOTO CAMOYTIPaBIICHUS

12.Ha3zoBuTE BUABI OTBETCTBEHHOCTH 32 HApYIICHHE 3aKOHOAATEIHCTBA O KOMMEPUECKOM

TaliHe
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13.ITopsiaok 3amuThl 1 0OPabOTKH JOKYMEHTOB, COJEPIKAIINX CIY>KEOHYI0 HH(POPMAIIHIO
OTPaHUYEHHOT0 PaCHIpPOCTPaHEHUS

CnucoKk UCTOYHUKOB!
®enepanbublii 3akoH ot 27 utonst 2006 r. N 149-03 "O6 unpopmanmu, nHGOPMAITHIOHHBIX
TEXHOJIOTHAX U O 3a1uTe HHhopMaIuny. [ DneKTpoHHBIH pecypc]// CripaBOYHO-TTOMCKOBAS
cucrema «Kouncynprantlntoc». URL:
http://www.consultant.ru/document/cons_doc_LAW_ 6179/
®enepanbHblil 3ak0H 0T 27.07.2006 Ne 152-®3 «O nepcoHalIbHBIX JaHHBIX». [ DIEKTPOHHBIN
pecypc]// CnpaBouno-nouckoBas cucreMa «Koncynprantlrocy. URL:www.consultant.ru »
document » cons_ doc LAW 61801/
®enepanbhblil 3ak0H 0T 29.07.2004 Ne 98-D3 «O koMmMepueckoi TaiiHe». [DIeKTPOHHBII
pecypc]// CnpaBouro-niorckoBast cuctema «KoncynprantlImrocy. URL:
http://www.consultant.ru/document/cons_doc_LAW_48699/
3akoH Poccuiickoit @enepaunn oT 21.07.1993 Ne 5485-1 «O rocynapcTBeHHOU TailHEe».
[DnexTponHsIit pecypc]// CnpaBouno-niorckoBast cuctema «KoncynerantlImrocy. URL:
http://www.consultant.ru/document/cons_doc_LAW 2481/
Va3 [Ipesunenta P® ot 06.03.1997 Ne 188 «O06 ytBepxknenuu [lepeuns cenenuit
KOH(UICHIIMATLHOTO XapakTepay. [ InekTpoHHbIN pecypc]// CripaBOYHO-TIOUCKOBAs CUCTEMA
«Koncynsrantllmoc». URL: http://www.consultant.ru/document/cons_doc_LAW_ 13532/
Vka3 Ilpesunenta PO ot 30 HosiOps 1995 1. Ne1203 «OO yTBep:k/1eHUN NIEpEeUHs CBEIEHUH,
OTHECEHHBIX K TOCYJapCTBEHHOM TaiiHe». [DnexTpoHHbIH pecypc]// CrpaBouHO-TOMCKOBas
cucrema «Koncynpsrantllmroc». URL:
http://www.consultant.ru/document/cons_doc_LAW 8522/
[TocranoBnenue [IpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepkACHUU
[TonoxxeHus o mopsiike oOpaieHus co ciay>keOHol nHpopMalueil OrpaHuYeHHOI0
pactpocTpaHeHHs B eiepalIbHbIX OpraHaxX UCTIOTHUTENBHOM BIACTH YITOTHOMOYEHHOM
OpraHe ynpaBJeHHs UCIOJIb30BAaHUEM aTOMHOM SHEPIUU M YIIOJHOMOYEHHOM OpraHe 1o
KOCMHUYECKOU JeATETLHOCTHY. [ DNEeKTPOHHBIN pecypc]// CripaBOYHO-TIOMCKOBAsI CUCTEMA

«Koncynsrantlmoc». URL: http://www.consultant.ru/document/cons_doc_LAW 54870/

Tema 2 (2 u.) lokymMeHTHpPOBaHHe HHPOPMALUH OTPAHNYEHHOT0 T0CTYTA
Ilenp  3aHATHA: U3ydyeHHE  OCOOEHHOCTEW  JIOKYMEHTHpPOBaHUS  HMH(OpMamuu
OTPAaHUYEHHOTO J0CTYyIa.

<D0pMa MMPOBCACHU — BBIITOJIHCHUC TPAKTUUCCKHUX 3aJJaHui


http://www.consultant.ru/document/cons_doc_LAW_13532/
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Samanus:

1. Ilpoananu3upoBaTh TMepedyHH HUHPOPMAIUHU, COCTABISAIOLIEH KOMMEPYECKYI0 U
CITyeOHYI0 TaifHBI OpPraHU3AIIHiA, BEIIBUTH OLMTHOKH B MX COCTABJICHHH.

2. Pa3paboTarh TpPOEKT MEpeYHs HU3aBaeMbIX JTOKYMEHTOB OTPAaHUYEHHOTO JOCTYIIa
OpraHu3alluy;

3. Odopmuts B TeTpaau MOKYMEHT OTPAHHYEHHOTO JOCTYNMa B COOTBETCTBUHU C
tpeboBanussMu ['OCToB u TpeOGOBaHUSIMU 3aITUTHI HHPOPMAIIHH.

Vkazanusa no evinonnenuro 3a0anuil.
1. TIlpoanamu3upoBaTh NpPEAIOKEHHBIC TIPEMoOJaBarejeM IepeuyHd HHGOpMaIuH,

COCTaBJISIOLIEH KOMMEPUECKYIO0 WJIM CIIy>)KEOHYIO TaillHbl KOHKPETHBIX OpraHM3allil, BBIIBUTH
HEJIOCTAaTKU B UX CTPYKTYpE, COIEPKaHUH U OPOPMIICHHH, CIIEJIaB COOTBETCTBYIOIIHNE 3alIUCH B
TeTpaau;

2. Ha ocnoBe nepeuHst uH(GOpMaIliy, COCTaBISIONICH KOMMEPUECKYI0 TalfHy, ONPeeIUTh
KOHKPETHBIE BHJIBI JJOKYMEHTOB, B KOTOPBIX 3Ta WH(pOpMaNHs I0DKHA OBITh 3a)MKCHpOBaHA.
[Tocne ycraHOBIIEHHS cOCTaBa JOKYMEHTOB OIpEAENseTcsl Kpyr JUL, HMMEIOIIUX IMpaBo
COCTaBJISITh, HOJANMCHIBATH, YTBEPKAAThb KaXKIAbIM BHUJ JOKYMEHTa U OpPraHHU3alud, KOTOPHIM
JTaHHBIA JIOKYMEHT JOJKeH HampaBlsAThCA. Jlarmee HYKHO COCTaBUTh U O(DOPMHUTH MEpeueHb
M371aBaCMbIX KOH()HUICHIINATBHBIX JOKYMEHTOB.

3. B rterpagm coctaBuTh W O(POPMUTH AOKYMEHT B COOTBETCTBHUHU CYLIECTBYIOIIUMH
TpeboBanusimu. [lpu sToM ocoboe BHUMaHME O0OpaTUTh Ha OQOpPMIEHUE PEKBU3UTOB,
UACHTUPHUIMPYIOLHMX JOKYMEHTBI, COAepKalie HHPOPMAIIHIO, COCTABIISIOLIYI0O KOMMEPUYECKYIO

U CIIy>)KEOHYIO TalfHbI, KaK JOKYMEHTbl OTPAaHUYEHHOTO JJOCTYTIA.

BOHpOCLI JJIs1 KOHTPOJIA:
1. Kaxoit HOpMaTHBHLIﬁ AOKYMCHT SBJISICTCS IIPABOBBIM OCHOBAHUEM I YCTAHOBJICHU S

COCTaBa CBEJICHUI OTHOCHMBIX K KOMMEpUYECKO! TaifHe

2. Kakum o00pa3oM B KOH(QUICHIHMAIBHOM JE€JIONPOU3BOJCTBE IMPOUCXOIUT KECTKOE
periaMeHTHPOBaHUE COCTaBa U3aBaEMbIX IOKYMEHTOB?

3. HazoBuTe 11en1b ¥ Ha3HAa4YeHUE MEPeyHst HHPOPMALUH, COCTABIISAIONIEH KOMMEPUYECKYIO
TallHy W TepedyHs M3/1aBaeMbIX KOH(UIEHIMANTBHBIX JOKyMeHTOB. Ompenenure, Kak
B3aMMOCBS3aHbl 3TH JIBa JOKYMEHTA.

4. HazoBute 0COOCHHOCTH pa3pabOTKH TiepeuHs WHHOPMAIMH, COCTaBIISIONICH
CITy>K€OHYIO TalHy.

5. B kakux w0enax MNpoBOAAT y4yeT U o(opMiIeHHWE HOCHTENed KOH(PUICHIMATbHOM

uH(pOpMalMK; YEPHOBUKOB U MPOEKTOB KOH(DUIEHIINAIBHBIX JOKYMEHTOB?
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6. HazoBuTe ocobeHHoCTH 0(hOpMIIEHHS TOKYMEHTOB OTPaHHUYEHHOTO JIOCTyIa

CnucoK UCTOYHUKOB U JIMTEPATYPHI:

Hcrounuku:
®denepanbhbiii 3aK0H OT 29.07.2004 Ne 98-D3 «O koMMepUecKoi TaitHe». [ DIEKTPOHHBIH
pecypc]// CnpaBouno-niouckoBas cucrema «KoncymnprantlImrocy. URL:
http://www.consultant.ru/document/cons_doc_LAW_48699/
[Tocranosnenue IIpaButenscrBa PO ot 03.11.1994 Ne 1223 «OG6 yTBepxkaeHUN
[TonoxxeHus o nmopsiake oopamieHust co ciykedHoi nHpopmanred OorpaHUYEHHOTO
pacripocTpaHeHusi B (¢efepaibHbIX OpraHax MCIOJIHUTEIbHOW BJIACTH YIOJIHOMOYEHHOM
OpraHe yMpaBJICHHWs HCIOJb30BAaHUEM AaTOMHOM SHEPrUM M YIOJIHOMOYEHHOM OpraHe o
KOCMHUYECKOW JACSITeNbHOCTH». [DIeKTpOoHHBIH pecypc]/ CnpaBOYHO-TIOMCKOBAas CHCTEMaA
«KoncynsrantlLmrocy. URL: http://www.consultant.ru/document/cons_doc_LAW_54870/

Jlureparypa:
KonpuaeHnmansHoe 1eI0NpOnu3BOACTBO U 3alIMIIECHHBIA AICKTPOHHBIH  JTOKYMEHTOOOOPOT :
[yaeOnuk] / H. H. Kynses, A. C. demymxkun, T. B. Kougpamosa, A. I'. ®abpuyHoB ; 1moa o0,
pen. H. H. Kynsesa. - 2-e uza., nepepa0. u nomn. - Mocksa : Jloroc, 2013. - 497 c.

Tema 2 (4 1.) Yuer (peructpanusi) nHGOpMAIMHA OTPAHUIECHHOTO JOCTYIa

[lenb 3aHATHS: U3YUYEHHE TEXHOJIOTHH ydeTa (perucrpaiuu) JOKYMEHTOB OTPaHUYEHHOTO
JO0CTyTIA.

dopma NpoBeEHNS — BBIIIOJIHEHUE NPAKTUYECKUX 3alaHUN.

3agaHus:

1. Tlpoananu3upoBaTh COCTaB U pacHojiokeHue rpad B KapTouke (KypHaie) yuera
U3JIAaHHBIX, BXOJSIIMX JOKYMEHTOB M JOKYMEHTOB BBIJEJIEHHOTO XpaHeHus. Paspaborars u
000CHOBATh NPEJIOKEHHS MO0 COBEPIICHCTBOBAHHUIO YKA3aHHBIX YUYETHBIX (PErHCTpallMOHHBIX)
(GopM B COOTBETCTBUU C IPUMEHSAEMOM TEXHOJIOTHEH yUerTa.

2. Y4yecTp (3aperucTpupoBaTh) B JKypHajJaX WM KapTOYKax pa3jMuYHbIX BUJOB YydYeTa
HECKOJIBKO TOKYMEHTOB.

3. CocraBuTh OMEpOrpaMMbl yuyeTa (PerucTpalnu) U3JaHHbIX, BXOIAIIMX JOKYMEHTOB U
JIOKYMEHTOB BBIJIEJICHHOT'O XpPaHEHUS.

VYka3aHus 1o BEIIOTHEHHIO 3aJaHIH:

1. TIpoananu3upoBaTh COCTaB M pacHojiokeHue rpad B KapTOUKax M KypHalax yuera

(peFI/ICTpaI_II/II/I) HU3JJaHHbIX, BXOIAIIUX HJOKYMCHTOB, JOKYMCHTOB BBIJICJICHHOTO XpaHCHMUA.


http://www.consultant.ru/document/cons_doc_LAW_48699/
http://www.consultant.ru/document/cons_doc_LAW_54870/

31

Onpenenuts coctaB OJOKOB HMH(pOpManuu (BKIIOYAIOIMIMX COBOKYIMHOCTh OJHOTHITHBIX
orepauuii Mo y4yeTy) Mo KaXJI0W M3 yKa3aHHBIX YYETHBIX (OPM U COCTaBUThb UX IpaduuecKyro
CTPYKTYpPY B COOTBETCTBHUHU C IIPUMEHSAEMOM TEXHOJIOTHEHN ydeTa (perucTpanun).

2. YdecTb (3aperucTpupoBaTh):

- B KapTouke (’KypHaJie) y4yeTa U34aHHbIX JOKYMEHTOB /IBa JJOKYMEHTA!

a) MUCbMO C IPHJIOKEHHEM B JABYX SK3EMIUIIPAX, MEPBBIH SK3EMIUIIP HaIpaBiseTcs B
CTOPOHHIOK OPraHM3alMI0, BTOPOH 3K3EMIUISP — MOAIINBAETCS B J€TI0;

6) oruer o HUP mnamewaran B aAByX sk3emruisipax. [locne BHeceHHs IONMOTHEHUH U
W3MEHEHUH, IeperneyaraH Kak HOBBIM JOKyMEHT B JABYX JK3emIuripax. IlepBslil sxk3emiunip
OoTyeTa OTIPABIIAETCA B CTOPOHHIOK OPraHU3alyi0, BTOPOM DJK3EMIUISAP IEPEBOAMTCA Ha
BbIJIEJICHHOE XPaHEHHUE;

- B )KypHaJle yueTa IaKeTOB U B KapTouKe (’KypHaJie) y4eTa BXOIAUX JOKYMEHTOB:

a) MakeT, OJyYSHHbIN B Hepabouee BpeMs;

0) 1OKyMEHT, IPUCIaHHbII BO BpEMEHHOE 110JIb30BAaHUE;

B) BO3BpAILIEHHBIN JOKYMEHT;

I)JOKYMEHT 0e3 CONpPOBOJUTEIBHOrO NHCHbMA, MOMISKAIIMHA y4YeTy IO BBIICICHHOMY
XPaHEHUIO;

1)IOKYMEHT C COIIPOBOUTEIbHBIM IUCEMOM;

- B KapTouKe (’KypHaJie) y4eTa JOKYMEHTOB BbIJICJICHHOI'O XpPaHEHUS:

a) U3/1aHHBIN IOKYMEHT;

0) BXOASAILINI JOKYMEHT, HOCTYIUBIINNA 6€3 COMPOBOAUTENBHOTO NMUCHMA;

B) BXOJSLIMNA JOKYMEHT, IOCTYIUBIINI C CONPOBOAUTENBHBIM TUCHMOM;

I')I0OKYMEHT, COPMUPOBAHHBIN U3 HECKOJIBKUX JTOKYMEHTOB BbIICJIEHHOTO XPaHEHHUS.

3. Ilpu cocraBneHUM oneporpamMmsbl B TaOJUYHOM (opMe HEOOXOAMMO OTPa3UTh: KTO, B
KaKoW TIOCJeI0BaTeIbHOCTH, B KAaKOW B3aMMOCBSI3M BBINOJHSET TE€ WJIM HHbIE OIeEpaluu,
OTHOCAIIMECS K ydeTy (perucrpanuu) JTOKYMEHTOB OrpaHHYeHHOro JocTtyma. B cronbmax
OIeporpamMMbl OTPAKAIOTCA MOAPA3ACIEHUS, UCIIOJHUTENN, @ B CTPOKaX — IOCJIENOBATEIbHBIC
onepanuu. B siuelikax Ha nepeceyeHuu CTPOK U CTOJIOLOB JAAI0TCS OMMCAHKUE OTepaIiu.

Bormpocs! [uist KOHTpOIIS:

1. HaiiTe onpeneneHus NOHATUN «y4eT JOKYMEHTOBY» U « PETUCTpALUsl JOKyMEHTOBY.

2. Ilepeuncnure 1eau yuera KOH(UACHIUAIBHBIX JOKYMEHTOB.

3. HazoBuTe 1 maiiTe KpaTKkylo XapaKTepUCTUKY BHIAM y4eTa KOH(OUICHIIMAIBHBIX TOKYMEHTOB.
4. Kakue cnocoObl yueTa MpUMEHATCS AJis ydyeTa KOHGUASHIMAIbHBIX JoKyMeHToB? Ha3zoBure

HUX HCAOCTATKU U TPCUMYILICCTBA.
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5. Kakue Buabl KOHGUACHIMATBHBIX JOKYMEHTOB BXOST B COCTAaB JOKYMEHTOMOTOKA M3/IaHHBIX
JIOKYMEHTOB?
6. Kakue nBa sTama MOXXHO BBIICIUTh B TEXHOJOTHHU ydYeTa BXOJISAIINX KOH(HICHIIUATHHBIX
JIOKYMEHTOB?
7. HazoBuTe OCHOBHBIE KPUTEpUU IepeBoja KOHPUIACHIIMATBHBIX JOKYMEHTOB Ha BbIIEICHHOE
XpaHEeHHeE.
8. IlepeuncnuTe MCTOYHHKHU MOCTYIUICHHS KOHQUIACHIIMATBHBIX JOKYMEHTOB Ha BBIJCIICHHOE
XpaHEeHHeE.
9. Kakum o6pazom odopmisitorcs KOHPHUACHLIHAIbHBIE JTOKYMEHTHI, IE€pEeBE/ICHHbIE Ha
BBIJICJICHHOE XpaHEHHE?
CnucoK UCTOYHUKOB H JINTEPATYPHI:
Hcrounuku:
®enepanbubiii 3ak0H 0T 29.07.2004 Ne 98-®3 «O koMMepueckoW TaliHe». [DIEKTPOHHBIN
pecypc]// CnpaBouno-niouckoBas cuctema «Koncynsrantllmrocy». URL:
http://www.consultant.ru/document/cons_doc_LAW_48699/
[Tocranosnenue IIpaButenscrBa PO ot 03.11.1994 Ne 1223 «O0 yTBep)aeHUN
[TonoxkeHus o mopsiike oOpamieHus co cay>ke0Hoi nHbopMaluei OrpaHUYCHHOTO
pacrpocTpaHeHusi B (elepanbHBIX OpraHax HMCIOJMHUTEIBHOW BJIACTH YHOJIHOMOYEHHOM
OpraHe yMpaBJICHHWs HCIOJb30BAaHUEM AaTOMHOM SHEPrUM M YIOJIHOMOYEHHOM OpraHe o
KOCMHUYECKOU JIeATeTbHOCTHY. [DNeKkTpoHHbINH pecypc]/ CrnpaBoYyHO-TIOMCKOBAasi CHUCTEMa
«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/
Jlureparypa:
KonduaenmnuaibHOe IeI0MPOU3BOJCTBO U 3ANTUIICHHBIA SJEKTPOHHBIA  TOKYMEHTOOOOPOT :
[yaeOnuk] / H. H. Kynses, A. C. emymkun, T. B. Kongpamosa, A. I'. ®abpuyHoB ; mo oOmr.
pen. H. H. Kynsesa. - 2-¢ u3., nepepad. u jon. - Mocksa : Jloroc, 2013. - 497 c.

Tema 4 (2 4.) Opranu3zanus 3aMILEHHOTO JOKyMEHTO000pOoTa.

Henp 3aHATHA: U3yuyeHUE OCOOEHHOCTEH OpraHu3aluy JBUXKEHHUS JIOKYMEHTOB
OTPaHMUYEHHOIO0 JIOCTYIA B YUPEXKACHUN C MOMEHTA UX MOJIyYE€HHUS IO 3aBEPLICHMSI UCIIOJIHEHUS.

@dopma NpOBENEHNUS - BBIIOJIHEHNE IPAKTUUECKUX 3a/1aHUN.

3amanus:

1. Pa3paborats [lonoxxenue o cucteme JocTyna K JOKyMEHTaM.
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2.PaccMoTpeTh NOPSAAOK MPOXOXKAEHUS, HCIOMHEHMS M OO0pabOTKM M3JAHHBIX U
BXOJSIIUX JOKYMEHTOB OIPaHMUYEHHOT'O IOCTYTIA.

Yxazanus no evinoanenuro 3a0anuii.

1. Ilpu pa3pabotke IlomokeHuss o cuctemMe AOCTyna K JOKYMEHTaM HCIOJIb3YIOTCS
TUIIOBBIE CTPYKTYphl pa3lMUYHBIX OpraHM3aluu. B mepBoM pasjene yka3blBaeTcsi Ha3Hau€HHUE
[TonoxeHus; HOpPMaTHUBHbIE JOKYMEHTbl, Ha KOTOpPBIX OHO Oasupyercs; cdepa ero
pacrpoCTpaHeHHs; OCHOBHBIC 3aJ]aud W TPUHIMIIBI CHCTEMBI JIOCTYyNa; Ha KOTO BO3Jaraercs
OTBETCTBEHHOCTb 32 HEBBINOJIHEHUE TpeOoBaHUI [1010KeHNs; KEM OCYIIECTBISETCS KOHTPOJIb
3a cobmogenreM HopM Ilonoxenus. Bo BTopoMm paszene, KOTOpbIi cocTaBisieTcsl B TaOJIUYHOM
(dopMe, HYKHO pPACKPBITh IOJHOMOYMS JOJDKHOCTHBIX JIMIL[ IO Pa3pelleHUI0 JocTyna K
JIOKyMeHTaM. B TpeTbeM pazjese Heo0X0AUMO OTPa3HUTh MOPSAOK JOCTYIA K Pa3IMYHbIM BUIAM
JTOKYMEHTOB U fenam. OTnenbHbIM pasaenoM [1omokeHns MOKeT OBITh PEAyCMOTPEH MOPSAI0K
JIOCTyIa K JIOKYMEHTaM JIMIl, He paboTarolluX Ha JAAHHOM HPEANPHUSATHU (IIPU BBITOJHEHUU
COBMECTHBIX paboT u JIp.)

2. CTyAeHTHI 3aOIHAIOT KAPTOYKU yueTa BXOAAIINX JOKYMEHTOB.. Ha ocCHOBe KapTouek
3aMoNHAOTCS Tpadbl KypHajla ydeTa BXOISIIIUX JTIOKYMEHTOB, IEpEelaHHBIX Ha PAacCMOTpPEHHUE
PYKOBOJICTBOM, JUIsl CIETYIOIIMX BApPUAHTOB:

-IOKYMEHTBI TEpeJaloTcsl PYKOBOJUTEII OpraHU3allid M OCTaloTCs Yy Hero s
BBIHECEHHUS PE3O0JIIOLINY;

-TOKYMEHTHI JIOKJIAJBIBAIOTCS PYKOBOJIUTENIO B MPHUCYTCTBUM PAOOTHUKA CITYKOBI
KOH(pHIEHIIMATIBHOTO Jenonpou3BojacTBa. [locnme gokiaga M BBIHECEHUS PE30JIOLMH  OHHU
MOJHOCTBIO €My BO3BPAILAIOTCS;

-ocjie JI0Kjaza JBa JOKYMEHTa OCTAaloTCsl JJIi PAacCMOTPEHMS] Y pPYKOBOJIUTEINS
OpraHM3ali, OCTaJbHbIE — BO3BPALIAIOTCA pPaOOTHUKY CIIY>KObl KOH(HIECHINAIBHOTIO
JIeJIONPOU3BO/ICTBA.

B terpagu cinenyer oopMHUTH PE30JIOLUIO HAa TOKYMEHT, YUUTBIBAs, YTO OHA SIBISETCS
YCIIOBHEM JIOCTyIa UCHIOJTHUTENEH K JOKYMEHTY; 0OPMHUThH (DaKT O3HAKOMIJIEHUS HCIIOJTHUTEIS C
JOKYMEHTOM OTPaHHYE€HHOTO [OCTyIa, Tepelayd JOKyMEHTa Ha WCIIOJHEHHEe W BO3Bpara
JIOKYMEHTa OT UCTIOJIHUTEIIS.

Jlanee CTYJIEHTHI 3aMONHAIOT Ipadbl KAPTOUKH ydyeTa BXOAAIIMX JOKYMEHTOB O Iepeaaye
Ha HCIIOJIHEHHE M BO3BpaTe JOKYMEHTa, a TaKKe COOTBETCTBYIOIIME Tpadbl KOHTPOIHLHOTO
XypHaina. [Ipu 3TOM TOKHBEI OBITH PACCMOTPEHBI CIIEAYIONINE BApUAHTHI:
- HECKOJIbKO MCITOJTHUTENEH TOTyYaeT JOKYMEHT 110 YacTsIM;

- UCIIOJIHUTCIIN MTOJYYAOT JOKYMCHT ITOOUCPCAHO,
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- UCTIOJTHUTEJIb MIOCTIE€ UCTIOIHEHNUS TOKYMEHTA BO3BPAILAET €r0 YacTb.

Crnenyromuii 3tan - oopMIIEHHUE peecTp Ha OTIPABKY JOKYMEHTOB. [l 3TOro Hy»HO
OTIPENIeIUTh KOJMYECTBO HEOOXOAMMBIX 3K3EMIUIIPOB peecTpa, MOPSIOK ero opopMIICHUS U
MECTOHAXO0XACHUS KaKI0T0 SK3EMIUISIPA peecTpa:

- 1P LEHTPAJIM30BaHHOM CUCTEME BEIEHUS J1eII0IPOU3BOJICTBA;

-IpH  JICLIEHTPAJIM30BAHHON CUCTEME BEJIEHUs JeNONpPOU3BOACTBA (PacCMOTPETh
BapHaHT COCTABJICHUS CBOJIHOTO PEECTPa);

- JOKYMEHTBI OTIIPABIIAIOTCS aJipecaTy 4epe3 MyHKT (esIbACBSI3H (CIEICB3H);

- JOKYMEHTBI OTIPABIIAIOTCA aipecaTy HEMOCPEICTBEHHO KyPbEPOM.

B kaprouke yuera W3JaHHBIX JOKYMEHTOB 3allOJHHUTH TIpadbl 00 OTHpaBiIeHUU
JIOKYMEHTOB:

- IOKyMEHT, OTIIPaBJICHHbII 0€3 COMPOBOAUTEIBHOIO TUChMA;
- JOKYMEHT, OTIIPABJICHHBII C COIIPOBOIUTEIbHBIM TUCEMOM.

3. Ha ocHoBe wusydeHuss TpeOOBaHHN COBPEMEHHBIX HOPMATHBHO- METOIMUYECKUX
JIOKYMEHTOB 110 JIEJIONPOU3BOCTBY U C YUETOM TpeOOBaHUM 3alluThl HH(OpMaLuu Ipu padboTe ¢
JOKYMEHTaMU OrPaHMYEHHOI'O [JOCTyla BBIIBUTh U 3amucarb B TETPaad OCOOEHHOCTHU
OpraHu3alK U TEXHOJIOTMH KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB.

Bomnpocs! 1151 KOHTpOJIs:

1.IlepeuncianTe OCHOBHbBIE IPUHIUIIBI PAllMOHATIBHON OpraHU3allH JJOKyMEHTO000pOoTa.
2.HazoBute OCHOBHBIE (DaKTOpBI, OKa3bIBAIOIIME BJIMSHUE HA  OPraHU3alHIo
3aLUIIEHHOT0 IOKYyMEHTO000poTa.

3.CtpyKTypa 10KyMEHTO000pOTa M COCTaB OCHOBHBIX JJOKYMEHTOIOTOKOB.

4. HazoBUTE OCHOBHBIE 3a/1a4H CUCTEMBI JOCTyTA K JIOKYMEHTaM.

5. HazoBuTte »Tanbl NpOXOKAEHUS U MCIOIHEHUS U3JAHHBIX U BXOSIIMX JOKYMEHTOB
OTPaHUYEHHOTO JIOCTYyIA.

6. B ueM 3akio4aroTcss 0cOOEHHOCTH OpraHU3alUU U TEXHOJIOTUH KOHTPOJIS MCTIOJIHEHHUS
JIOKYMEHTOB OTPaHUYEHHOI0 JocTyna?

Cnrcok UCTOYHUKOB U JIUTEPATYPhI:

Hcrounuku:
®enepanbHblil 3ak0H 0T 29.07.2004 Ne 98-D3 «O koMMepueckoi TaiiHe».  [DNEKTpOHHBIN
pecypc]// CnpaBouno-niouckoBas cuctema «Koncynsrantllmrocy. URL:
http://www.consultant.ru/document/cons_doc_LAW_48699/

[TocranoBnenue [IpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepxkaAeHUN

[Tonoxenus o mopsake ooparieHus co cayxe0Hoi HHpopmalueil orpaHUYEHHOTO
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pactipocTpaHeHuss B (eAepalbHBIX OpraHax HCIOJHUTEIBHONH BJIACTH YIOJIHOMOYEHHOM
OpraHe yNIpaBJCHHs KCIOJIb30BAaHHEM AaTOMHOW SHEPrUM W YIOJHOMOYCHHOM OpraHe Iio
KOCMHYECKOU JICATEIILHOCTHY. [DneKkTpoHHbIH pecype]// CrpaBOYHO-IIOMCKOBAs CHUCTEMa
«Koncynwrantllmtoc». URL: http://www.consultant.ru/document/cons_doc_LAW 54870/
Jluteparypa:

KoHduneHnuaapHOe IEIOMPOU3BOICTBO M 3aLIUINCHHBIN AJIEKTPOHHBIA  TOKYMEHTOOOOPOT :
[yaeOnuk] / H. H. Kynses, A. C. Jemymkun, T. B. Konapamosa, A. I'. ®adpuunoB ; mox o0,
pen. H. H. Kynsesa. - 2-¢ uzj., nepepa0. u nomn. - Mocksa : Jloroc, 2013. - 497 c.

Tema 5 (2 4.) CucremaTuzanusi ¥ XpaHCHHE JOKYMEHTOB OI'PAaHMYECHHOIO JOCTyHa B
JIETIOTPOU3BO/ICTBE OpraHU3aIuN

Lenp 3ansaTHS: U3yuyeHHUE OCOOCHHOCTEW COCTABJICHUSI HOMEHKIIATYD J€ OTPAaHUUYECHHOTO
noctyna; popmupoBaHus U opopmIIeHUE e OTPAaHUYSHHOTO JOCTYIIA; MOATOTOBKH YKa3aHHBIX
JIeN 1S TIepe/iaur B apXUB OpraHU3aIHH.

@opMa pOBEACHUS — BBIIIOJIHEHNE IPAKTUYECKHUX 3aIaHUMN.

3amanusi:

1.Ilpoananu3upoBaTh HOMEHKIJIATYphl JIe1 OrPaHUYEHHOTO JOCTyINa OpraHHU3allHii,
BBISIBUTH OITMOKH B UX COCTABJICHHH B O(DOPMIICHHH.

2.M3yunth TpeOOBaHHS HOPMATHUBHO-METOJIMWYECKUX JOKYMEHTOB K IOATOTOBKE
I[OKYMGHTOB K caadec B apXI/IB OpFaHI/I3aIII/II/I nu Tpe60BaHI/I$I II0 3alIIuTe I/IH(i)OpMaIH/II/I HpI/I
MPOBEJICHUH YKAa3aHHOTO BUJa paOOTHI.

3.CocraBute mnpoTokon 3acemanusi [IJIDK, B KOTOpoM OTpakeHbl pPe3yJbTaThI
HpOBeIIGHI/ISI BKCHepTI/ISI)I IIECHHOCTH I[OKYMCHTOB OFpaHquHHOFO I[OCTyrIa.

6.COCTaBI/ITI> aAKT O BBIIACJICHHUU K yHI/I‘-ITO)KeHI/IIO JIOKYMGHTOB OFpaHI/I‘IeHHOFO )IOCTyHa,
HE MOJJIekKAUX JATbHEHIIEMY XPaHEHHUIO.

VkazaHus o BEINOTHEHUIO 3aJaHHI:

1.Ilpoananu3upoBaTh HOMEHKJIATYPY J€J, BBIIBUTh HEAOCTATKHM B €€ COJEPKAHUM M
0ohOopMIIEHHUH, CIIETaB COOTBETCTBYIOIINE 3aITUCH B TETPAJIU.

2. B mporoxoire 3aceqanus [1JI9K crnexyer oTpa3uTs:

- Kakue Jiena U JOKYMEHTHI BBIJEICHHOTO XpaHEHUs (C YTOYHEHHBIMH 3arojOBKaMH,
rpudamMu orpaHWYEHHUs AOCTYyMa, CPOKAMH XpaHEHWs) TOJUIeKaT IMepeAade Ha apXHBHOE
XpaHeHue (pa3IeTbHO TOCTOSHHOTO U BPEMEHHOTO XPaHECHHUS);

- KaKue )IOKYMGHTBI N3 KaKux IOei HeO6XO}II/IMO NU3BSIATHh U HepeH_II/ITI) B leyroe JACJI0 1IN

chopMHpOBaTH HOBOE JIEIIO;
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- Kakue Jena, JOKYMEHTbl U3 Jiell U JOKYMEHTHl BbIJICJIEHHOTO XPaHEHUs MOAJexar
YHUYTOKEHUIO;

- C Kakux JeJ, JOKYMECHTOB BBIJICJIEGHHOIO XPAaHEHHUS WM OTJAEIbHBIX JOKYMEHTOB,
HOJIINTHIX B JIeNa, JOJDKEH ObITh CHAT rpu( KOHOUIACHIMAIBHOCTH C YKa3aHUEM, MOAJICKUT JIH
JOKYMEHT, C KOTOpPOTro CHUMaeTcs Irpu¢ KOH(GUIACHIMATBLHOCTH, U3BATUIO U3 Jella WIN JOKEH
OCTaBaThCs B HEM.

5. PaccMOTpeTh cOCTaB 1 MOPSAOK 3aMOTHEHUS Ipad aKkTa O BBIICICHUH K YHUYTOXKEHUIO
JOKYMEHTOB OrPaHHYEHHOrO JOCTyIa, HE TMOMJISKANIMX XPAHEHUIO, BHECEHHs B HHUX
ucnpasieHuil. OGopMUTh TOPSAOK U3BATHS JOKYMEHTOB IOCTOSHHOTO XpaHEHHUs W3 [elna,
MOJJICKAIIEr0 YHUUTOKEHHUIO (OTMETKa B akTe 00 YYETHBIX HOMEpax, 3arojioBKax JOKYMEHTOB,
MHJICKCHI JIe]l M HOMeEpa JINCTOB, OTKyJa JOKYMEHT H3BAT M Kyda oH moamwut). IIpoBectn
NPOBEPKY MPAaBUIBHOCTH COCTaBIeHHA W opopmiieHus: akta. OPopMUTH UTOTOBYIO 3allUCh B
aKkTe 00 YHUUYTOXKEHUH JIOKyMEHTOB U JIeTI.

Bonpocsr 11st KOHTpOIIS:

1. [aiite ompeneneHue TOHATUS «HOMEHKIATypa J€J OTPAHWYCHHOTO JOCTyIa» |
HA30BHUTE €€ OCHOBHBIC (DYHKIINH.

2. [ToueMy HOMEHKJIATypa JIeN SABJISETCS COCTABHOM YaCThIO JOCTYyNAa K TOKyMeHTam?

3. HazoBuTe 0COOEHHOCTH COCTaBIIEHUSI HOMEHKJIATYPhI JIEJI OTPAHUYEHHOTO JTOCTYIIA.

4. B gem cocTosat ocoOeHHOCTH (hOPMHUPOBAHUS JIEJT OTPAHUICHHOTO JIOCTYyIa?

5. Kakum o6pazom oopmiisieTcst Aesio Py €ro 3aBEIEHUH, BEICHUH U 3aKPBITHH?

6. Ilepeuncnurte BUIBI pabOT, KOTOPbIE MPOBOJATCS MpPH CAAaye B apXUB JIOKYMEHTOB
OTPaHUYEHHOTO JOCTYyIHA.

7. HazoBuTe menu M OCHOBHBIE 33Jayd pabOThl MO YHUYTOXKEHHUIO JIOKYMEHTOB U

HOcUTeNeH NHpOpMali OTPaHUYEHHOTO JI0CTYyIIA.

CrnucoK UCTOYHHUKOB M JIUTEPATYPHI:

Hcrounukn:
®enepanbHblil 3ak0H 0T 29.07.2004 Ne 98-D3 «O koMMepueckoi TaitHe». [DIeKTpOHHBIN
pecypc]// CnpaBouno-nouckoBasi cucreMa «Koucymnprantlmrocy. URL:
http://www.consultant.ru/document/cons_doc_LAW_ 48699/
[Tocranosnenue IlpaButenscrBa PO ot 03.11.1994 Ne 1223 «O0 yTBepx)aeHUU
[TonoxxeHus o mopsiike oopamieHus co ciaykedHoi nHpopMaluei OorpaHIYeHHOTO
pactipocTpaHeHuss B (eAepalbHBIX OpraHax HCIIOJHUTEIHHOH BJIACTH YIOJIHOMOYEHHOM

OopraHe€ YHOpaBJICHUA HCIOJIb30BAHUCM aTOMHOM OHEpIruu MW YNOJIHOMOYCHHOM OpraHe I10
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KOCMHYECKOW JIeATEITLHOCTHY. [DIeKTpoHHBIH pecypc]/ CrnpaBoYyHO-TIOMCKOBAasi CHCTEMa

«Koncynpranrllimrocy. URL: http://www.consultant.ru/document/cons doc LAW 54870/
Jlureparypa:

KonpuaeHnuansHoe IeI0nporu3BOACTBO U 3aNIUIIEHHBIA AIEKTPOHHBIA  JTOKYMEHTOOOOPOT :

[yaeonuk] / H. H. Kynses, A. C. lemymkun, T. B. Kongpamosa, A. I'. ®abpuyHoB ; moj o0mr.

pen. H. H. Kynsesa. - 2-¢ u3z., nepepab. u gom. - Mocksa : Jloroc, 2013. - 497 c.

Tema 6 (2 4.) OOecrmeueHHe COXPAaHHOCTH W KOH(MUIACHIIMATBLHOCTH JOKYMEHTOB
OTPaHUYEHHOTO JIOCTYIIA.

Henp  3ansATHA: M3ydeHHE  TpeOOBaHMH K  OOECHEUEHUI0  COXPAaHHOCTU U
KOH(HICHIIMATHLHOCTH JJOKYMEHTOB OIPaHHYEHHOTO JIOCTYTIA.

dopma mpoBeIeHUsT — OTBETHI HA BOMPOCKHI U 00CYXACHHUE MPEI0KEHHBIX TPOOIEMHBIX
TEM.

Bompocs! qiist 06cyxnenus:

1. TpeboBaHMs K TOMELIEHUSAM MOJPA3AEICHUN KOH(PUIEHIMAIBHOIO JEJI0NPOU3BOICTBA
U K CIyXeOHbIM TOMELICHUSM HCIOJIHUTENeH, paboTaloumx ¢ KOH(HUACHIHUATHLHBIMU
JIOKYMEHTaMHU.
2. Topsimox oopMiIeHUsI TOMyCKa paOOTHUKOB K TOCYNAapCTBEHHOH, KOMMEPYECKOH U

ciykeOHOM TaliHaM U 00y4yeHHs MpaBUiiaM pabOThl C TOKYMEHTAMH.

3.ITpaBuna paboThl MepcoHana ¢ JOKyMEHTaMH OIpaHHMYEHHOI'0 J0CTya Ha OYMakKHbIX U
AIIEKTPOHHBIX HOCUTEIISAX

4.1IpoBepky HalIU4yusl JOKYMEHTOB OIPAaHMYEHHOI'O [OCTyla KaK Ba)XKHOE CPEICTBO
oOecrieueHrs KOHTPOJIS 32 X COXPAHHOCTBIO

Hctounnku u nureparypa:

Hcrounuku
3akoH Poccuiickoit ®enepanun ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOH TalHE».
[DnexTponnsIit pecypc]// CripaBouno-nionckoBas cucrema «Koncynprantllmoc». URL:
http://www.consultant.ru/document/cons_doc_LAW 2481/

JIureparypa
KondunennmaabHoe 1eI0NpOU3BOACTBO U 3aLUIICHHBIN 3JIEKTPOHHBIA  JTOKYMEHTOO0O0POT :
[yaeonuk] / H. H. Kynses, A. C. lemymkun, T. B. Kougpamosa, A. I'. ®abpudHoB ; o 0011,
pen. H. H. Kynsesa. - 2-¢ u3j., nepepa0. u jom. - Mocksa : Jloroc, 2013. - 497 c.
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AHHOTAIUA ITNCHUIIJINHBI

JucuumnnuHa (MOIyNb) peanu3yercs Ha (akKynbTeTe JOKYMEHTOBEACHUS M TEXHOTPOHHBIX
apXuBOB Kadeapoi JOKYMEHTOBEICHUS, Ay IMOBU3YATbHBIX H HAYYHO-TEXHUYCCKIX apXUBOB.
[{enb MUCIUTUIMHBL: TIOJITOTOBUTH CIECIIHATUCTA, UMEIOIIETO HABBIKU PAa0OTHI C IOKYMEHTAMHU
OTPAaHWYEHHOTO JIOCTyIla B YCJIOBUSX MPUMEHEHHUS TPAJAWIIMOHHOW W aBTOMAaTHU3HPOBAHHOMN
TEXHOJOTHI 00pabOTKH.
3ana4yu TUCIUTUINHEIL:
- M3yYUTh 3aKOHOJATEIbHBIC U HOPMATHBHO-METOJIUYECKHE JOKYMEHTHI, PErIaMEHTUPYIOIIHE
MOPSIIOK 3aIUTH B 00pa0OTKH JJOKYMEHTOB OIPaHUYCHHOTO JJOCTYIIA;
- IPUBUTH HABBIKY MMOATOTOBKH U U3JIaHUS JOKYMEHTOB OTPaHUYEHHOTO JIOCTYIIA;
- U3YYUTH MPaBUIIa OpPraHU3AIMU BCEX ITAMOB PabOTHI C JOKYMEHTAMH OTPAaHUYEHHOTO JIOCTYIIa;
- OBJIQJICTh TEXHOJIOTUSIMH 3aIIUTHI 1 00PaOOTKH JIOKYMEHTOB OTPAaHHYECHHOTO JIOCTYTIA.
- W3YYUTHh OCHOBHBIC HANPABJICHHUS M METOJBI 3alUTHl JTJOKYMCHTHPOBAHHONW WMH(POpPMAIUU OT

Pa3JIMYHbIX BUAOB YI'PO3 B IMIPOLECCE €€ CO3AaHN, 06pa60T1<1/1, HCIIOJIb30BAHUA, XPAHCHUA.
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Jucnurnuza (MoIyJib) HarpaBiieHa Ha (GOPMUPOBAHKE CICTYIONTUX KOMIICTCHITUH:

[1IK-17 - BmajenreM MeTOaMu 3aIUThl HHGOPMAITIH

[1K-38 — BrnagcHreM HaBBIKAMH PAa0OTHI C JOKYMEHTaMU, COJEPKAIIMMH UH(POPMAITUIO
OTPAHUYEHHOTO JIOCTYTIA.

B pe3ynbraTe 0cBOCHUS AUCUUIUIMHBI (MOAYJIs) 00y4arOIIUNACS JOKEH:

3HaTh: OCHOBHbIE HAMPABJICHHUE MTPABOBOIO PETYIMPOBAHUS 3aIIUTHI U 00pabOTKU
JIOKYMEHTOB OTPAaHUYEHHOTO JOCTYTa; OPraHU3alMOHHBIC M TEXHOJIOTHIECKIE OCOOEHHOCTH
paboThI C TOKYMEHTaAMH OTPAHUYCHHOTO JOCTYIIA;

YMmeTh: pa3pabaThiBaTh JIOKaJIbHbIE HOPMATUBHBIE aKThl U HOPMATHBHO-METOJUYECKHE
JOKYMEHTBI (IIOJIOKEHUS, HWHCTPYKUUU U JIp.); COCTaBIATh M O(OPMISATH JOKYMEHTHI
OTPAHUYEHHOTO JOCTYIIA, BBITIOJNHATEH OTEPAIlMU MO0 MX 00pabOTKe W 3allUTe; OPTaHU30BHIBATH
paboTy ¢ JOKyMEHTaMHu OTpaHUYEHHOTO JOCTYyIIA.

Brnagerb: 3HaHUSMU COBPEMEHHOI HOPMATHBHO-TIPABOBOW 0asbl 3alUTBl U 00pabOTKH
JOKYMEHTOB OTPAaHMYEHHOTO [JOCTyMNa; TEXHOJOTHSIMH UX OOpaOOTKH, XpaHEHUs u
UCTIOJIb30BaHUS

[lo nucuunmHe (MOAYJIO) MNPEAYyCMOTpEHa MPOMEXYTO4YHas arrecrauus B (opme
JK3aMeHa.

OO0mass TPyIOEMKOCTh OCBOEHHUS JUCHUIUIMHBI (MOJIYJIS) COCTaBIsieT 2 3a4eTHbBIC

CAUHUIIBI.
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JIUMCT UBMEHEHUI

[puioxenne 2

Teker aktyanusanuu win npunaraeMsii Kk PIIJ[ nokymeHT,
COJIeprKallMi H3MECHEHHUS

Jara

Ne
IPOTOKOJIA

1. O6HOBIEH CRUCOK UCTNOYHUKOS U IUMepamypbl

2. ObHosnena cmpykmypa OuUCYuniursl 0Jisk O4HOU Popmbl
00yueHUs

3. Obnosnen cocmag npoepammnozo ovecneuenus (110),
co8pemenHblX npogheccuonanvhvix 6as oannvix (bB/]) u
ungpopmayuonno-cnpasoynwvle cucmem (MCC)

13.09.2017

Ne 1

1. O6HOBIEH CRUCOK UCTOYHUKOS8 U TUMePamypbl

2. ObHosnena cmpykmypa OuCYuniunbsl 0Jisk O4YHOU Gopmbl
0byuenus

3. Obnosnen cocmag npoepammnozo obecneuenus (110),
cospemenHblx npogheccuonanrvhvix 6as oannvix (bB/]) u
ungpopmayuonno-cnpasoynwvle cucmem (MCC)

05.09.2018

Ne

106n0861e1 cocmas npoepammnozo obecnevenus (110),

co8pemMeHHbIX npogeccuonanvhuvix 6az oannvix (b/) u

ungopmayuonno-cnpasounvie cucmem (MCC)
Hpunoscenue 2.1.

2206 2020

10
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Ilpunoscenue 2.1.

Cocras nporpammuoro odecnedyenus (IIO), coBpeMeHHBIX PO(ecCHOHATBHBIX 0a3

nanubix (b/1) u undopmanuonno-cnpaBounbie cucrem (MCC) (2020 r.)

Ilepeuens 11O
Nenn Haumenosanue 10 [IpousBoauTens Coco0
/m pacrpocTpaHeHHS
(ruyensuonnoe unu
c60000H0
pacnpocmpansemoe)
1. Adobe Master Collection CS4 Adobe JIALIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JINIEH3UOHHOE
3. Windows 7 Pro Microsoft JINLIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
5. Windows 10 Pro Microsoft JINLIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMLIEH3UOHHOE
7. Microsoft Office 2016 Microsoft Jlunen3snonHoe
8. Zoom Zoom JINIEH3MOHHOE
IHepeyens B/l u UCC
Ner HaunmenoBanmne
/m
1 | MexnyHnapoassle pedepaTuBHble HaykoMeTpuueckue b/l, nocrynHeie B pamkax
HalMoHAIILHOM nmoanucku B 2020 T.
Web of Science
Scopus
2 | [Ipodeccuonanbubie moTHOTEKCTOBBIE B/], MOCTYyHBIE B paMKax HallMOHAIBHON
noamnucku B 2020 T.
Kypnansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypnansl Taylor and Francis
3 | Ilpodeccuonanbubie moaHOTEKCTOBBIE B/
JSTOR
W3nanus o oOIeCTBEHHBIM U TYMaHUTAPHBIM HAayKaM
OnektponHas 6ubimoreka Grebennikon.ru
4 | KoMmbroTepHbIE CIIPAaBOYHBIC TIPABOBHIE CUCTEMBI

KoncynsranT Ilntoc,
I"apanT
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