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I. IlosicHUTENbHASA 3alIMCKA
1.1.11esp ¥ 321a4U AUCHUNIIMHBI (MOIYJIA)

[lenp AMCHUIUIMHBL TMOATOTOBUTH CIEIUANKCTA, OOJANAIONMIEr0 3HAHUSIMH O IPAaBOBOM
pPETYIHPOBAaHUH  JOKYMEHTAIIHOHHOTO  OOEeCHedeHuss KOH(DHUICHIIMANBHONH  JesSTebHOCTH
OpraHM3alfii Pa3IMYHBIX OPraHU3AIMOHHO-TIPABOBBIX (OPM; HMMEIOMIETO HABBIKU PabOTHI C
KOH(UICHIMATFHBIMA ~ TOKYMEHTaMH B YCJIOBHSX MNPUMEHEHUS  TPAJAULIUOHHOW U
aBTOMATH3MPOBAHHOM TEXHOJIOTHI 00pabOTKH.

3ajaun JUCHUIUIMHBI COCTOSIT B CJIEIYIOIIEM:

- W3YYHTh 3aKOHOJATEIFHYIO M HOPMATUBHO-METOAMYECKYIO 0a3y TOKyMEHTAIMOHHOTO
obecrnievueHns KOH(DUIEHITNATEHOMN IeATETbHOCTH;

- HAYYUTHCA MIOHUMATh CYIIHOCTD MPOIECCOB, MPOUCXOISALIUX B 00IaCTH

KOH(bHZ[GHL[I/IaJILHOFO ACJIONTIPOU3BOJACTBA U BBIABIIATH TCHACHIIUK €TI0 PA3BUTUA.

MPUBUTH HABBIKU IMOATOTOBKH U U3JaHUA KOH(I)I/IILCHL[I/IEUII:HBIX AOKYMCHTOB,

HU3YYUTH IIpaBUJia OpraHu3anuu BCEX 3TAIlOB pa60T C KOH(bI/II[eHL[I/IaHBHBIMI/I AOKYMCHTaMU;

OBJIAJCTDh TCXHOJIOTHUAMHU 3allIUTHI U 06pa6OTKI/I KOH(bI/IIIeHI_[I/IaJIBHI:IX AOKYMCHTOB.

HU3YYUTHb OCHOBHBIC HAIIPABJIICHUSA U MCTO/AbI 3allIUTLL HOKYMCHTHpOBaHHOﬁ I/IH(I)OpMaI_[I/II/I oT

Pa3NUYHBIX BUAOB YIpo3 B MPOLIECCE €€ CO3aHMs, 00pabOTKHU, UCIIOIb30BaHH, XPAaHEHUSI.

1.2.®@opmupyeMble KOMIIETEHIIMH, COOTHECEHHbIE C IIAHMPYEMbIMH pe3yJbTaTaMu

00yueHusi 10 TUCHHUILINHE (MOIYJII0):

Koambt Coaepxanue Ilepeyenn IUVIAHUPYEeMbIX  Pe3yJIbTaTOB
KOMIIeTeHIUi | KoMIeTeHmii 00y4eHMs 1Mo TUCHUTIMHE
ITK-38 BJIaJICHUEM HaBBIKAMH 3HaTh:
paboThl ¢ fokyMeHTamu, | TpeOoBaHMS K OpraHU3alui U TEXHOJIOTHH
coZiepKaLUMHU 3alIUThl KOH(UACHIINATEHON
UHPOPMAaLINIO JTOKYMEHTHPOBAaHHON MH(OpMAIUH B Iporecce
OrPaHUYEHHOI0 JOCTyNa | ee 00pabOTKU M XpaHEHHUS.
YMmers:

MCIOJIL30BaTh B IIpOIecce 00padOTKu U
XpaHeHUs! KOHPUACHIIUATBHBIX JIOKYMEHTOB
METOJIbI U CITIOCOOBI 3aITUTHI HHPOPMAITUH.
Bnanets:

METOJIaMH 3alUThl KOHPUICHINATHHBIX
JOKYMEHTOB OT HECAHKLIMOHUPOBAHHOT'O
JIOCTYyTIa ITPU BBITTOJIHEHUHU
JEJIONPOU3BOICTBEHHBIX OIEPALUH.




1.3.Mecto paucnumiuHbl (MOAYJsI) B CTPYKType OCHOBHOH 00pa3oBaTeJbHOI
NpOrpaMmblI

Huctummuaa  (Moxynb) «KoHpuaeHIMansHOe IEIOMPOU3BOJACTBO»  OTHOCHUTCS K
BapHaTUBHON YacTH OJIOKA TUCILHILINH y4eOHOTO IJIaHa.

Jis ocBOEHUS AMCUMIUIMHBI (MOIyJsl) HEOOXOIUMBI 3HAHUS, YMEHHUS W BIAJICHUS,
c(OPMHPOBAHHBIE B XOJI€ M3YyUEHHs CIEAYIOIIMX JUCUUIUIMH U MPOXOXKIACHUS TPAKTHK:
«JlokymeHntoBenenue», «Opranuzauus u  TexHojorus JIOVY», «ApxuBoBeneHHE»,
«npopmanronHas 6e30MacHOCTb U 3alIMTa HH()OPMAITUI.

B pesynbraTe OCBOGHHS TUCHMIUIMHBI (MOAYJsA) (HOPMUPYIOTCS 3HAHHS, YMEHHA H
BJIaJICHUSI, HEOOXOIUMBIE JUISI U3YUEHUS CIEeIYIOMUX AUCUUIUINH U TMPOXOXKIACHUS MPAKTHK:
«Bammra u 00paboTKa TEPCOHANBHBIX JAHHBIX», «3amuTa KOHQUIACHIIMATLHOM
uHpopMauu B KaapoBou ciayxOe», «HpopMalMOHHO-TOKYMEHTAIMOHHOE OOeCIeUeHne
yTIpaBICHUS MIPOCKTaMM», «Opranu3aloHHO-/10KyMEHTAIlIHOHHOE obecrieueHue

ACATCIIBHOCTU PYKOBOJUTCIIS).

2. CrpykTypa IMCHHMILIMHBI (MOAYJISA)
CTpyKTypa IUCIUTUTHHEI (MOAYJIS) JUISl O4HO-3a09HOM (PopMBI 00yUeHuUs
(2017 rox nabopa)
OO0mast TpyA0eMKOCTh JUCHHUTUIHHBI COCTABISET 3 3. €., 108 4., B TOM unciae KOHTaKTHas
paboTta oOydJarommxcs c nmpenojaBareneM 24 4., MpoMeXyTodHas aTTecranus 18 4.,

caMmocTosiTeNlbHas pabota oOywaromuxcs 66 u.

Bunsl yueOHoI paboThI Dopsr
(B yacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHas -
Ne Pasnen _ % yCIIeBAaeMOCTH,
/0 | AMCUUIUIMHBI/ TEMBI % oé Ci % g g bopma ]
3 = ? 5 8¢ MIPOMEKYTOIHOMN
= ~ § > =5 g 2 E Q & arTecTaiyu (10
§ E S % = § 5| 25 3 cemecmpam)
o D) o 2 E s 5|2 8 0O
Q = Q E 5B & =
1. | Pazpen 1. Benenue. |7 4 10 Onpoc
CoBpeMeHHast Konmponvnuie
HOPMAaTUBHO- 80NPOCHI
npaBoBas 0aza
KOH(HICHIINATIHHOTO




ACIOMPOU3BOACTBA

2. | Paznmen 2. 2 8 Onpoc
Konmponvnvie
ITonsarue,
80NPOCHI
O0COOCHHOCTH H
OpraHH3aIHs
KOH(HICHIINATHHOTO
JIEIIOTIPON3BOICTBA
3. | Paznmen 3. 2 10 Cobecedosanue
JIOKyMeHTUpOBaHUE npu npueme
KOH(UICHITNATEHOM pe3yipmamos
uHpOpMaIUU 8bINOIHEHUS
NPAKmu4ecKux
3a0aHull
4. Paznen 4. 4 10 Onpoc
Opranusanus Konmponvnuvie
KOH(UIEHITNATEHOTO 80NPOCHI
JTOKyMEHT0000poTa
5. | Pazmen 5. 2 10 Cobecedosanue
npu npueme
CucremaTtuzauus u puTp
pe3yipmamos
XpaHeHue
8bINOIHEHUS
KOH(UICHIINATEHBIX
NPAKmMu4ecKux
JIOKYMEHTOB B .
3a0aHutl
JIEIIOTIPOU3BOICTBE
OpraHH3aIiH
6. | Paznen 6. 2 10 Onpoc
Konmponvnuie
Obecneuenue
80NPOCHI
COXPAaHHOCTH H
KOH(UICHIINATEHOCTH
JIOKYMEHTOB
7. umoz208asi
OK3ameH KOHMPONbHASL
18 8
paboma
umoeo: 16 66




CrpykTypa IUCHMITIHHBI (MOYJIs) UI 32049HON (hOpMBI 00yUECHHS
(2017 rox nabopa)
OO01mast TpyA0eMKOCTh TUCHUTUTHHBI COCTABISET 2 3. €., 72 4., B TOM YHCIIe KOHTaKTHas

paboTta 0OydYarommxcs C mpenojaBareieM § 4., caMOCTOsATeNbHasT paboTa 00yJaroIIMUXCs

64 u.

Bunst yueOHOI paboThI
Y P ®opMsbl
(B wacax) TEKYLIETO
KOHTPOJIS
KOHTaKTHast -
No Pa3z[eﬂ . % yCnieBa€MOCTH,
/1 HCIUILIAHBI/ TEMbI o D) ! =
S & % 5| & | npomexyTouHoi
& S
= < § 2 =5 5 2 E Q & arTecTaiyu (10
Q = = o
S 5 S |2 Rkl S 3 cemecmpam)
= % = S 2O F| &85
() () () a5l 5|5 O
@) = @) E S8R & =
1. | Pazgen 1. Beenenue. |7 2 10 Onpoc
CoBpeMeHHast Konmponvnuie
HOPMAaTHUBHO- 80NPOCHI
npaBoBas 0aza
KOH(HICHIINATIHHOTO
JIeIIOTIPON3BOICTBA
2. | Pazgen 3. 7 2 10 Cobecedosanue
JIOKyMeHTHUpOBaHUE npu npueme
KOH(HICHIIHATHLHON pes3yipmamos
uHpOpMaIUU 8bINOIHEHUS
NPAKMUYECKUX
3a0aHull
3. Paznen 4. 8 2 10 Onpoc
Opranuzanus Konmponvhnuvie
KOH(UIEHITNATEHOTO 80NPOCHI
JTOKyMEHT0000poTa
4. | Pazgen 5. 8 2 10 Cobecedosanue
npu npueme
CucremaTtuzauus u pUTp
pe3yipmamos
XpaHeHue
8bINOIHEHUS
KOH(UICHIINATEHBIX
NPAKMUYECKUX
OKYMEHTOB B N
AOKY 3a0aHull
JIeIIOTIPOU3BOICTBE
OpraHu3aIuu
5. umoz208asi




3auer

KOHMPONbHAS
paboma

umoceo.

64

CrpykTypa IUCHMITIHHBI (MOJYJIs) [UI 32049HON (hOpMBI 00yUECHHS

(2018 rox Habopa)

OO01mast TpyA0eMKOCTh TUCHUTUTHHBI COCTABISET 2 3. €., 63 4., B TOM YHCIie KOHTaKTHAs

paboTta oOydYarommxcs C mpenojaBareneM 6 4., caMOCTOsATeNbHAsT paboTa 00yJaroIIMUXCs

57 4.
Bunsl yueOHoit paboThI Dopms!
(B wacax) TEKYLIETO
KOHTPOJIS
KOHTaKTHAas -
No Paznen 3 yCIIEBaEMOCTH,
/1 | JMCUMIUIHHBY/TEMBI 0 2 3 E{ :mj = bopma
N § g; % g S L§ IPOMEKYTOUHON
= < 5 2 =5 g 2 E Q & aTTectaiyu (10
§ 5 S % = § 5| 23 3 cemecmpam)
) 0 ) 2 fls 5|l = 80O
@) = @) I =
1. | Pazgen 1. Beenenue. 7 2 14 Onpoc
CoBpeMeHHast Konmponvhuie
HOPMAaTHUBHO- 80NPOCHI
npaBoBas 0aza
KOH(HICHIINATIHHOTO
JIeTIOTIPOU3BOICTBA
2. Paznen 4. 7 2 14 Onpoc
Opranuzanus Huckyccus na
KOH(HICHIINATHHOTO cemunape
JOKYMEHT000O0pOoTa Konmponvhvie
80NPOCHI
3. | Paznmen 5. 7 2 14 Onpoc
Juckyccus na
CucremaTtuzauus u cemunape
XpaHCHHC Konmponvnvle
KOH(HICHIINATIBHBIX 60npocsl
JOKYMEHTOB B
JeTIOTIPOU3BO/ICTBE
OpraHu3aIIH
4. umozoeas
3ader ¢ OLEeHKOU KOHMPONbHAS




15 | paboma

umozo 2 4 57

Cmpykmypa oucyuniaunsl (MoOyns) 01a 04HOU hopMbl 00yUeHUA
(2019 200 naoopa)

OO0mas Tpy10EMKOCTh JUCIUIUIMHBI COCTAaBIIsIeT 2 3.€., 72 4., B TOM YHCJIC KOHTaKTHas paboTa
oOyJarommxcs ¢ mpenojaBareneM 28 9., CaMOCTOsITeNIbHAS paboTa oOyyaromumxcs 44 4,

Bunsl yueOHoI paboThI Dopsr
(B yacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHas -
No Paznen . % yCnieBacMoOCTHU,
/0 | JAMCUUIUINHBI/ TEMBI E oé Ci c% é g bopma )
. S = > g g S MIPOMEKYTOIHOMN
% = = E 5 é =| & El 3 9 arrecranuu (1o
% g % é E L§ E é ; § cemecmpam)
O | = o |[E8|5 8 a
1. | Pazpen 1. Benenue. |7 2 4 8 Onpoc
CoBpemeHHas Luckyccus na
HOPMAaTHUBHO- cemunape
npaBoBas 0aza Konmponvnvie
KOH(HICHIINATIHHOTO 60npOChbl
JIeTIOTIPOU3BOICTBA
2. | Paznmen 2. 7 2 4 Onpoc
Konmponvnuie
ITonsarue,
60npocwl
0COOEHHOCTH U
OpraHH3aIus
KOH(HICHIINATIHHOTO
JIeTIOTIPOU3BOICTBA
3. | Pazpmen 3. 7 2 4 6 Cobecedosanue
JIOKyMeHTHUpOBaHUE npu npueme
KOH(UICHITHNATEHOM pe3yibmamos
uH(popManuu 8bINOIHEHUS
NPAKmMu4ecKux
3a0anuil
4. Paznen 4. 7 2 2 8 Onpoc
Opranuzanus Juckyccus na
KOH(HICHIINATHHOTO cemunape
JOKYMEHTO00O0pOoTa Konmponvhvie
60npocyl
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5. | Pazmen 5. 7 2 4 6 Cobecedosanue
npu npueme
CucremaTtuzauus u puTp
pe3yibmamos
XpaHeHue
8bINOIHEHUS
KOH(UICHIIMATEHBIX
NPaKmu4ecKux
JIOKYMEHTOB B .
3a0anuil
JeTIOTIPOU3BO/ICTBE
OpraHH3aIiH
6. | Paznen 6. 7 2 2 6 Onpoc
5 Juckyccus na
Obecneuenue cemunape
COXpPAaHHOCTH U Koumponvhuvie
KOH(HICHIINATLHOCTH 60npoCchL
JOKYMEHTOB
7. 7 6 umoz2086as
3auéT ¢ OLIEHKOMU KOHMPONbHAS
paboma
umozo. 12 8 8 44
Cmpyxkmypa oucyuniunvl (Mo0yns) 011 O4HO-3A04UHOU HopMmbl 00yUeHUA
(2019 200 naoopa)
OO0mas Tpy10EMKOCTh JUCIUIUIMHBI COCTAaBIIsIeT 2 3.€., 72 4., B TOM YHCJIE KOHTaKTHas paboTa
oOyyaronuxcs ¢ npenogasateneM 16 4., camocrosTenbHas padoTa oOyyaromuxcsi 56 4.
Bunst yaeOHOI paboThI
Y P DopMBbI
(B yacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHAas -
No Pazen _ % yCIIEBaEMOCTH,
/1 WCITUTUTHHBI/TEMBI ) ; =
JUCLL GEJ E g c% S dbopma
S ) % £ 5 \3| MpOMeKyTOUHO#
& S
= ~ § 2 =5 = 2 E Q S| arTecTaiy (1o
Q = = o
g 5 = |5 5|88 82 2 cemecmpam)
= i = S 2 |© 2| &5
() () () 5|8 5|2 5 ©
Q = Q E 5B & =
1. | Pazgen 1. Benenue. |7 2 2 12 Onpoc
CoBpemeHHas Luckyccus na
HOPMAaTHUBHO- cemunape
npaBoBas 0aza Konmponvnvie
KOH(HICHIINATIHHOTO 60npOChbl
JIeTTOTIPOU3BOICTBA
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2. Paznen 2. 7 2 2 11 Onpoc
Juckyccus na
JIOKyMEHTUPOBaHUE
. cemunape
KOH(UICHITNATEHOM
Konmponvnuie
uHpopManuu
60npocyl
3. | Paznmen 3. 7 2 2 11 Onpoc
Opranuzanus Luckyccus na
KOH(UICHITNATEHOTO cemuHape
JOKYMEHT000O0pOTa Konmponvnvie
60npocyl
4. | Paznen 4. 7 2 2 11 Onpoc
CucreMaTuzanus u Juckyccus na
XpaHeHue cemunape
KOH(UICHIINATBEHBIX Konmponvhvie
JIOKYMEHTOB B 60npochl
JIEIIOTIPOU3BOICTBE
OpraHH3aIiH.
5. 7 11 umoeoeas
3auér ¢ OLICHKOM KOHMPONbHAS
paboma
UTOTO: 8 8 56
3. Copep:kanue TUCHUNIMHBI (MOLYJIs)
Ne | HammeHnoBanue pasaesa Coaepxxanue
AUCHUTLTHHBI
1 [Tpenmer, 3aJaud M 3HAUCHUE Kypca.

Pasgen 1. Beenenue.

CoBpeMeHHast HOpMaTUBHO-TIPaBOBAsI
6a3a KOH(HUIESHIINATHLHOTO EJIO0NPOH3
BOJICTBA

XpoHojoruueckue pamku  Kypca. OOBeKT U
npeamer  u3ydeHus. OO30p  HCTOUHUKOB U
JUTEPATypHI 10 Kypcy.

@3 PD «O6 wunpopmanun, HHPOPMAIUOHHBIX
TEXHOJIOTUSIX M O 3alluTe HWHPOpPMALUU» Kak
OCHOBA IPABOBOT'0 PETYIUPOBAHMS OTHOIICHUH B
chepe  3ammThl  MH(OPMAIUH. IIpaBoBoe
peryiupoBaHHe  OTHOIIEHHWH,  CBA3aHHBIX  C
YCTQHOBJICHHEM, W3MEHEHHEM U MpeKpalleHuemM
pe)kuMa KOMMEpPYECKOW, CIYKEOHOM W JApyrux
BHUJOB TaiiH.

AKTyallbHOCTh M 3HAUY€HHUE pa3pabOTKU JIOKAIbHBIX
HOPMATHUBHBIX AaKTOB IO KOH(UACHIIUAIEHOMY
nenorpousBoAcTBy. Ilopsgok wux pa3paboTky,
CTPYKTYpa U COJIEpKaHHUE pa3/ieoB. AHAIN3 ONbITa
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paboThl opraHu3anuii Mo pa3paboTKe HOPMATUBHO-
METOIMYECKUX JIOKYMEHTOB B obmactu
KOH(HICHIINATHLHOTO I€JI0NPOU3BOJICTBA.

Paznen 2.

ITousarue, 0COOEHHOCTH U
opranu3aiys KOHQHUICHIIUATHHOTO
JIEIIOTIPON3BOICTBA

[ToHsATHE U OCHOBHBIE 321241 KOH(PHUICHIIMATIHHOTO
nenorpou3BoacTBa. OpraHu3auoHHbIE U TEXHOJIOT
MYEeCKHe  OCOOCHHOCTH  KOH(MICHIMATBHOTO
JeTOTIPOU3BO/ICTBA. Onpenenenue cocraBa
U3JaBaeMbIX KOH(HUICHIMATIBHBIX JOKYMEHTOB Ha
CTaguM TOATOTOBKM UEPHOBHUKOB U IPOEKTOB
JOKYMEHTOB.  PerimameHTUpOBaHHE TEXHOJIOTUU
JOKYMEHTHUPOBAaHUs KOH(PHUACHIMATEHONU HHPOP-
MalMu U paboTel € KOH(HUIECHIHAIHHBIMHU
JTOKyMEHTaMH.

PernamentupoBanue 00s3aHHOCTEH paOOTHUKOB,
JOMYIIEHHBIX K paboTe ¢ KOH(PHUICHIINATbHBIMU
JOKYMEHTaMU.  YCTaHOBJICHHE  IEPCOHAIBHOU
OTBETCTBEHHOCTH 32 yUYeT, COXPAaHHOCTb U MOPSAIOK
oOparieHus ¢ KOHQUACHIIUATEHBIMU IOKYMEHTaMH.
Opranuzannonubie  (HOpMbl  KOH(PHIECHIIMAIHLHOTO
nenorpousBoacTtBa.  OCHOBHas 1efb, 33Ja4d U
byHKIMH  Tozpa3feNieHus  KOH(UIEHIHMAIbHOTO
JIeTIOTIPOM3BO/ICTBA. Y CTAHOBIIEHHE €ro craryca,
YHCJICHHOTO U JIOJDKHOCTHOTO cocTaBa. Pa3paboTka
MOJIOKEHUS O TOAPA3JCNICHUH, JOKHOCTHBIX
MHCTPYKIUH paboTHUKaM. Ocobennoctu
HOPMHPOBAHHUS Tpyaa pabOTHUKOB
Mopa3ieNieHus] KOH(QUICHIIMAIBHOTO JEIOPOU3BO
JICTBA.

Paznen 3.

JIOKyMEeHTUPOBaHUE
KOoH(UIEHINATEHON HHpOpMan

OnpeneneHne M perNIaMEHTUPOBAHHUE —COCTaBa
U3J1aBaeMbIX KOH(UICHUIMAIBHBIX JOKYMEHTOB.
IIpaBoBO€ OCHOBaHHWE [UIsl YCTaHOBJIEHHS COCTaBa
uH(pOpMalliM, OTHOCHMOW K KOMMEpPYECKOW |
ciTy>keOHOH TaifHaM. Dtanbl paboThI 1O pazpaboTke
nepevyHen uHpopManuy, COCTAaBJIAIOLIEN
KOMMEpUYECKYI0 U CIIy:KeOHylo TaifHbl. Kputepun
OTHECeHUs1 HHGPOpPMAIMM K KOMMEPUECKOW H
cinyxeOHoit  taiiHam.  Crpykrypa  Ilepeuns
uHPOpPMALMK,  COCTAaBIIAIONIEH  KOMMEPUYECKYIO
TaiiHy. OCOOEHHOCTH COCTaBJCHHUS M CTPYKTypa
Ilepeuns uHpopManuy, COCTAaBJISIOLIEN
ciy)keOHyto Taiiny. Llens paspabotku Ilepeuns
U3JaBaeMbIX KOH(UICHUIMANBHBIX JOKYMEHTOB,
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MOPSIOK €0 pa3paboTKH.

VYdaer u odopmieHne OyMaXHBIX U 3JIEKTPOHHBIX
HocUTeNnel  KOH(UACHUUAIBbHOW  MH(pOpMAalHUU.
Buibl 571€KTpOHHBIX HOCUTENNEH KOHDUICHIINATb-
HOW mH(popmanmu. PermameHTHpOBaHHE TOCTYyNa K
NEPCOHATBHBIM KOMITBIOTEPAM, UCIIOIb3YEMBIX IS
00paboTKN KOH(HIEHIHMAILHONH HHPOpMaLUHN; a
TaKxKe K AIIEKTPOHHBIM HOCUTEIISIM
KOH(pHUIECHIIMATBHONH HH(pOpMAIUK, XpaHIIIUMCS
BHE KOMITBIOTEPA.

TpeboBaHust K COCTaBICHHIO, OQOPMICHHIO H
y4eTy YepHOBHUKOB, IPOEKTOB KOH(HUACHIIUAIBHBIX
JTOKYMEHTOB.

Ocobennoctu odopmiieHUsT KOHPUACHIUATHHBIX
JTOKYMEHTOB. PEKBHU3HUTBHI, HIACHTUDUIHPYIOLIUE
JTOKYMEHTHI, coJiepxKarue UH(OpMALHIO,
COCTABJIAIOLIYI0O KOMMEPYECKYI0 M CIyXeOHYIO
TalHBI KaK JOKYMEHTBI OTPAHUYEHHOTO JOCTYTIA.

Paznen 4.
Opranuzanus  KOH(UICHIINAIEHOTO

JTOKyMEHT0000poTa

Omnpenenenue  MOHATUS  «KOH(MICHIIMATBHBIN
JTOKyMEHTO000poT». [IpUHIMIIEI — panuoOHaIBHOMN
OpraHu3aIy KOH(PHUAESHIINATLHOTO JOKYyMEHT0000
pora. CTpyKTypa 1 XapaKTepUCTHKA JOKYMEHTOIIO-
TOKOB.

Cucrema  goctynma K  KOH(MICHIHAIBbHBIM
nokymeHTaM. OCHOBHBIE 3a/1a4M CUCTEMBI JJOCTYTIA.
[TorHOMOYHS JTOJKHOCTHBIX JIMII 1O Pa3peIICHHIO
JI0CTyNa K KOH(UICHIUANBHBIM JOKYMEHTaM.
[Topsimox odopmieHust paszpemieHuid Ha AOCTYH K
KOH(HICHIINATBHBIM IOKYMEHTAM.

OmnpeneneHue MOHATUH «y4eT JOKYMEHTOBY» H
«perucTpamnust JTOKYMEHTOB, IPaBOMEPHOCTh UX
UCTOJNB30BaHUSI B 00]AacTH KOH(UICHINATBHOTO
nenorpousBoacTBa. Llenu, Buabl U crnocoObl yuera
KOH(QHUICHIIMATbHBIX  JOKYMEHTOB. Y4YeT Kak
OCHOBHOE CpEICTBO OOEeCHeueHHsI COXPaHHOCTH
KOH(HUICHIIMATbHBIX ~ JTIOKYMEHTOB. [TonsiTue
«W3JIaHHBIE KOH(HUICHIMAIbHBIE JOKYMEHTB» H
TeXHOJIOTusl UX ydera. OCOOCHHOCTH TEXHOJIOTUU

ydeTa BXOJSILINX KOH(UICHITNATEHBIX
JIOKYMEHTOB.

Kpurepuu rnepeBoia KOH(UICHITNATEHBIX
JIOKYMEHTOB Ha BBIJICJIEHHOE XpaHEHHUE.
TexHonorus ydera KOH(UICHITNATEHBIX

AOKYMCHTOB BBIICJICHHOTO XpaHCHMU.
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[IpueM, npoxoXkAeHWE M TMOPAIOK HCHOTHEHUS
BXOJSIIUX  KOHQHUACHIHATBHBIX  JOKYMEHTOB.
IlepBuunas o0paboTka. IIpenBaputenbHoe
paccMmoTtpenue. PaccmoTpenue KoH(pUIeHIMATBHBIX
JTOKYMEHTOB PYKOBOJICTBOM YUPEKACHUSI.
Hanpasnenne koH(UIEHINANBHBIX TOKYMEHTOB Ha

HUCITIOJTHEHHE.
Ocob0eHHoCTH OpraHu3aluu HUCITOJTHEHUS
KOH(UICHIINATEHBIX JIOKYMEHTOB. [Topsnok

OTIpPAaBICHUS KOH(PHUICHIMAIBHBIX JOKYMEHTOB.
Opranuszanus JBUYKEHUS BHYTPEHHUX
KOH(HICHIIMATBHBIX JOKYMEHTOB. Opranuzanus
IBIDKEHUSI  KOH(HUICHIHMAIbHBIX  JOKYMEHTOB
BBIJICJICHHOT'O XPaHEHUS.

OcoOeHHOCTH ~ OpraHM3allid M TEXHOJOTHH
KOHTPOJIA HCIIOJTHEHUS KOH(HICHIINATIBHBIX
JOKYMEHTOB.

Paznen 5.

CI/ICTeMaTI/ISaLII/IH H XPAaHCHHUC
KOH(I)I/IZLGHL[I/IEU'H:HBIX AOKYMCHTOB B
ACIJIOMPOU3BOACTBC OpraHnu3alinn

Homenknatypa KOHOUAEGHIMANBHBIX JI€1 Kak
COCTaBHAsl YaCTh CUCTEMBI JIOCTYIA K JOKYMEHTaM.
OcobenHoctu COCTaBJICHUS HOMEHKJIATypBI
KOHpHUIeHIMAaIbHBIX  jaen. dopMmupoBanue U
odopmiieHre KOHPUACHIIMATBHBIX JICTI.

[MonroroBka KOH(UICHINANBHBIX JOKYMEHTOB IS
nepeayd B apXUB  OpraHu3anuu. EauHCTBO
HOPMATUBHO-METOJMUECKUX M  TEOPETUUYECKUX
OCHOB  TIPOBEJEHHSI  DKCIEPTU3Bl  LEHHOCTH
OO0IIEOCTYITHBIX u KOH(HICHIINATIBbHBIX
NOKyMeHTOB. OCOOEHHOCTM  OpraHu3aluu |

MIPOBEICHUS 3KCIEPTU3BI IICHHOCTH
KOH(UICHITNATEHBIX JIOKYMEHTOB. [Topsinok
COCTAaBJICHUS u odopmIIeHUS omucen

KOH(UICHINATBLHBIX JEIT.

Hoodopmienue KOH(UICHITHATLHBIX JIedL.
[Topsimox mepemaun KOH(PHUACHIIMANBHBIX JEN B
apXUB OpPraHU3aliu.

[TonsiTHE  «YHUYTOXKEHHE  KOH(MUICHIIMATBHBIX
JIOKYMEHTOBY. OcobenHoctu MOATrOTOBKHU
KOH(UICHIINATBLHBIX TOKYMEHTOB K YHHUYTOKEHHUIO.
TpeboBanus K TEXHUYECKUM cpeacTeam
YHUUYTOXKEHHUS TOKYMEHTOB.

Paznen 6.

TpeboBanust K TIOMEIIEHUSAM  TOAPA3CICHHMA
KOH(HIECHIIMAIBLHOTO  JIENIONPOU3BOACTBA U K
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ObecnieueHne COXpaHHOCTHU U

KOH(I)HZ[GHL[I/IEU'H:HOCTI/I AOKYMCHTOB

CITy>K€OHBIM ITOMELICHUAM UCIIOIHUTENEeH, paboTato
IUX ¢ KOHPHUICHIIMATbHBIMU JOKYMEHTAMHU.
VYcnoBust Tpyda, OpraHum3anusi ¥ 00OpyZOBaHUE
pabounx w™ect. [lopsnok odopmieHHs TOMycKa
pabOTHUKOB K KOMMEpPYECKOW M  CIIy)KeOHOH
TaiiHaM U 00y4eHUs IpaBuiIaM pabOThI ¢ KOH(PUACH
[IUATEHBIMU JIOKyMEHTaMH.

PernamentupoBanue mopsaka —oOpameHus ¢
KOH(HICHIIMATBHBIMU JTOKYyMEHTaMH KaK CpPEICTBO
o0ecreyeHnss X COXPaHHOCTU U MPEJOTBPALICHUS
YTEUKH CcoJepKalleiics B HHUX HHPOpPMALHUU.
Peanuzanus cucremsl 1ocTyna K KOH(GUICHINATb-
HBIM JOKyMeHTaM. [IpaBmiia paGoThl mepcoHana c
KOH(HUICHIINATBHBIMHU TOKYMEHTaMH Ha OYMasKHBIX
U JICKTPOHHBIX HOCUTEIISX

[TpoBepku HaJINYUs KOH(HICHIINATIBHBIX
JOKYMEHTOB KaK Ba)KHOE CpPEJCTBO oOOecreueHUs
KOHTPOJIS 332 UX COXpaHHOCThI0. Ha3HaueHue, BUIbI

U TPUHLMIBL [POBEICHUS IIPOBEPOK HAIUYUSA

KOH(HUICHIINATBHBIX JOKYMEHTOB

4. O0pa3oBaTe/IbHbIE TEXHOJIOTHH

No Buowt yueonoi
Haumenoeanue pazoena OopazosamenvHuble mexnonocuu
n/n paoomul
1 2 3 4
1. | Paznenl. Benenue. Jlexuus 1. JIex1us ¢ UCII0Ib30BaHUEM
BUJICOMATEPHATIOB
CoBpeMeHHass HOpPMaTUBHO-
mpaBoBast 0aza Cemunap 1, 2 OO6cyx1eHrne BOIPOCOB CEMUHAPCKOTO
3aHSTHS
KOH(HICHIINATIHHOTO
JEJIONPOU3BOJICTBA CamocrosiTensaas |IIOATOTOBKA K 3aHATHIO C
pabota UCIIOJIb30BaHUEM HH(OPMAIIMOHHBIX U
3JIEKTPOHHBIX PECYPCOB
2. |Pazgen 2. Ilousarue, Jlexmus 2 JIeKIIHs ¢ UCIIOJIb30BaHUEM
BUJICOMATEPHATIOB
0COOEHHOCTH 1 OpTaHU3aIHs
KOH(bI/IZ[GHLII/IaHLHOFO CamocTosTenbHas HO,Z[FOTOBKa K 3aHATHUIO C
abota
JIENOTPON3BO/ICTBA p UCIIONIb30BaHUEM HH(OPMAIIMOHHBIX U
3JIEKTPOHHBIX PECYPCOB
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Pasnen 3. Jlexuus 3 JIeknus ¢ UCIOJIb30BaHUEM
BHJIEOMATEPHAIIOB
JIOKyMEeHTUPOBaHUE
KOH(HICHIINATLHON I[IpakTuyeckoe BrinonHeHne npakTU4eCcKux 3aJaHui
3aHsTHE 1
uHpopMauu
IToaroroBka k 3aHATHIO C
CamocrosTenpHas
UCIIONIb30BaHUEM HH(OPMAIIMOHHBIX U
pabota
3JIEKTPOHHBIX PECYPCOB
Pasnen 4. Jlexuus 4 JIex1us ¢ UCII0Ib30BaHUEM
BHUIEOMAaTEPHUAIIOB
Opranuzanus a p
KOH(HICHIINATIHHOTO OO6cyxeHre BOIIPOCOB CEMHUHAPCKOTO
Cemunap 3 3aHATHUA
JTOKyMEHT0000poTa
IToaroroBka x 3aHATHIO C
CaMocTosTenbHast
octrodte UCIIONIb30BaHUEM HH(OPMAIIMOHHBIX U
pabora 3JIEKTPOHHBIX PECYPCOB
Paznen 5. Jlexuus 5 JIex1us ¢ UCII0Ib30BaHUEM
BHJIEOMATEPHAJIOB
CucreMaTuzanus u
XpaHEHHE
[IpakTHueckoe
KOH(UICHIIMATEHBIX B o
sangTHE 2 BITIOJIHEHUE MPAKTUUECKUX 3aaHUI.
JIOKYMEHTOB B
JIENOTPOU3BOICTEE CamocrosTenpHas -
paBota OJr0TOBKA K 3aHATHIO C
OpraHusalin HCIIOJIb30BAaHUEM HH(POPMALIMOHHBIX
3JIEKTPOHHBIX PECYPCOB
Pasnen 6. Jlexmus 6 Jleknus ¢ UCIOJIb30BaHUEM
BHJIEOMATEPHAJIOB
ObecrieueHne COXpaHHOCTH
U KOH(UICHINATBHOCTH OO6cyxeHne BOIIPOCOB CEMHUHAPCKOTO
CemuHap 4 3aHATHUA
JIOKyMEHTOB
IToaroroBka k 3aHATHIO C
UCIIONIb30BaHUEM HH(OPMAIIMOHHBIX U
CamocrosTenpHas
3JIEKTPOHHBIX PECYPCOB
pabota

IToaroroBka K mpoOMeXyTOYHOMN
aTTeCTaluu.
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5. OneHka IVIaHUPYeMBbIX Pe3yJIbTATOB 00y4eHHus

Texymuii KOHTPOJIb OCYIIECTBIISIETCS B BUJIE OLIEHOK KOHTPOJILHBIX PabOT U 3alaHuil Ha
npakTU4Yeckux 3aHATusax. KonrponsHas pabota Nel BBISBIIsIET 3HaHHE TPABOBBIX U
OpTraHU3aI[MOHHBIX OCHOB pa0OTHI C KOH(UACHIUAILHBIMU TOKYyMEHTAaMH | OI[EHUBAeTCs 110 15
0asu1oB, KOHTpOJbHAst paboTa Ne 2 moka3bIBaeT 3HAHUS CTYJCHTOB 110 BOIIPOCAM OPTaHU3ALUU
paboThl ¢ KOHPUIECHIIMATHHBIMU JOKYMEHTAMHU U BBISBIIIET TOTOBHOCTh CTY/IEHTOB K
MPAKTUYECKON pabore, olleHnBaeTcs A0 15 6amioB. MakcumanbHas OIICHKA BBITIOJTHEHUS
KaX/10TO MPAKTHYECKOTO 3aJjaHus — 5 0aJIJIOB, BBICTYIUICHHUS Ha ceMUHAapax - [IpomMexyTouHbIi
KOHTPOJIb 3HAHUN TPOBOJUTCS B (POPME UTOTOBOI KOHTPOJILHOW paboOTHI U olleHuBaeTcs 10 40
0aJIoB.

B pesynbprare TEKyILIEro ¥ IPOMEKYTOYHOTO KOHTPOJISA 3HAHUM CTYIEHTHI I10Jy4aroT

COOTBCTCTBYIOIIYIO UTOTOBYIO OLICHKY.

5.1. CucTremMa oLleHUBaHUSA

®opma KOHTPOJIA Makc. KoJ1H4ecTBO 021108
3a ogny Bcero
padory

Texymui KOHTPOIIb:

- KonmponvHas paboma Ne [ 10 6annos 10 6annos

- KonmponvHas paboma Ne 2 10 6annos 10 6annos

- yuacmue 8 OUCKYCCUU, BLICMYNJIEHUs HA ceMuHapax |5 bannos 30 6annos
(memwt 1-6)

- 8bINOJIHEHUE NPAKMUYecKux 3a0anutl (memot 3,5) 5 6annos 10 b6annos
[TpoMexyTodHas aTTecTalus 40 6annos
(nucomennwvlll omeem Ha 4 éonpoca 6 popme 3auema c
OYeHKOolL)

HToro 3a cemectp (Oucyuniuny) 100 6annos

[Tosy4ueHHBII COBOKYIHBIN pe3ybTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO LKAy OLIEHOK U B
IIKally OIleHOK EBporeiickoii cucteMsl epeHoca 1 HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHHM ¢ TaOnuIeit:
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100-6amnpHas Tra . [Ixana

Kata paAVIIMOHHAS IIIKaJa ECTS

95 -100 A
OTIUYHO

83 -94 B

68 — 82 XOpOIIO 3a4TE€HO C

56 - 67 D
yIOBJIETBOPUTEIHHO

50-55 E

20 -49 FX
HEYIOBIETBOPUTEIHHO HE 3a4TEHO

0-19 F

5.2.KpuTepum BbICTABJICHUS] OLIEHKH MO AUCHUIIHHE

Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
HIkana JMCUMILINHE AMCHUILINHE
ECTS
100-83/ «OTITUYHOY/ BricraBnsiercs oOyuaromemMycs, €ciid OH ITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
A.B «3a4TEHO P Y p P
MaTepua, MOXKET IPOJEMOHCTPUPOBATH 3TO HA 3aHITUAX
(oTIHuHO)»/ .
U B XOZI€ IPOMEKYTOUHOM aTTECTALMU.
«3a4TEHO»

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
IIPAKTUKOM, CIIPABIISICTCA C PEIICHUEM 3aad
npodeCCUOHATLHON HAMPAaBIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, TPaBUJIbHO OOOCHOBBIBAET MPUHSATHIE
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeccCHOHAIBHOM JIUTEepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKHUI.
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Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

82-68/
C

«XOpouIo»/

«324TEHO
(xoporo)»/

«3a4YTCHO»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepuai, paMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B XOJE
IIPOMEKYTOYHON aTTECTAllUU, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIECHUHN ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMIPABICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH JJIsl ’TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATBLHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerenmuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUI».

67-50/
D.E

«YIOBIETBOPH-
TEJILHOY/

«3aUTEHO
(ynosnerBopu-
TEJILHO)»/

«3a4YTCHO»

BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTepUall,
JIOMYCKAET OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUU Ha
3aHATHAX U B X0J1€ IPOMEXKYTOUHOM aTTeCTalUH.

OOyJaronuiicst UCTIBITHIBAET OIPEICIEHHBIE 3aTPYAHCHUS
B IIPUMEHEHUU TEOPETHUUECKUX TIOJIOKEHUH MPU pelICHUH
MPAKTUYECKHX 33729 MPO(heCcCHOHATLHOW HAIIPABICHHOCTH
CTaH/IaPTHOTO YPOBHS CII0)KHOCTH, BIIAJCET
HEOOXOIMMBIMH IJISI 3TOr0 0a30BEIMH HAaBBIKAMH U
IPUEMAMH.

JIeMOHCTpHpPYET I0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUILIINHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnerenmuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOUHBIIH).

49-0/
F,FX

«HCYHOOBJICTBOPUTC

JIBHO»/

BricraBnsiercs oOyuaromemMycs, €ciii OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, J0MmycKaeT rpy0obie OUIMOKH IpU ero
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Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
HIxaja JMCUMILINHE JMCUMILINHE
ECTS
HE 3a4TEHO U3JI0’)KEHUU Ha 3aHATHSIX U B XOJ€ IPOMEXYTOUHON
aTTeCcTaluu.

OOyuyaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHECHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJI0KEHUN IIPU PEILICHUU
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHON HAPaBICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIAJIEET
HEOOXOIMMBIMU JIJISl 3TOTO HAaBBIKAMU U IPHUEMaMHU.

JleMOHCTpHpYeT (pparMeHTapHbIe 3HAHHS YIeOHOM
JUTEPATyphI IO TUCHUTUIHHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

KomMmnereHuu Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AUCUUIUIMHON, He C(OPMHUPOBAHBI.

5.3. OueHouHble cpeacTBa (MATEPHAJIbI) VISl TEKYIET0 KOHTPOJISI yCIIeBaeMOCTH,
NMPOMEKYTOYHOM ATTeCTANMH 00y4alOIHUXCS M0 JUCHUILIHHE (MO0Y110)

Ipumepnsie sonpocel Kk KOoHmMpoabHOU pabome Nol:

1. IlpaBoBoe peryaMpoBaHHWE OTHOILICHWH, CBSI3aHHBIX C YCTAHOBJICHHEM, H3MEHEHUEM H
IIPEKPALICHUEM PEKUMA KOMMEPUECKOU TalHBI.

2. Iopsinok obOparieHust co cinykebHoil nHpopMaleil orpaHMuYEHHOTO PACIPOCTPAHEHUS B
(enepanbHBIX OpraHax BIACTH U MOABEJOMCTBEHHBIX UM OpraHU3aIHsIX.

3.0cobennoctu IIPaBOBOIO peryaupoBaHus uHpOopMauy, COCTaBJIAIOLIEN
poeCCUOHATIBHYIO TalHY.

4. OpraHu3alMOHHBIE U TEXHOJIOTUYECKHE 0COOCHHOCTH KOH(UACHIINAIBHOTO
JeTIOTIPON3BOICTBA

5. IlonsTHe 1 3a7aun KOH(PHUIECHIIMAIBHOTO AETI0NPON3BOACTBA. [IpHHIIUIIBI €10 OpraHUu3aIiH
U cdepa IesITeNbHOCTH

6. ConepxaHue MOHATHS «OPraHU3aIHsl KOH(PUACHIINATBEHOTO AETI0MPOU3BOICTBAY

Tpumepnsie sonpocevl kK KOHMpPOaLHOU pabome Ne2:
1.HomeHnkmnaTypa fien Kak cCocTaBHasl YacTh CUCTEMBI JOCTYTA K KOH(DHUIEHITUATBHBIM

nokymeHTaM. OCOOCHHOCTH €€ COCTaBJICHHUS U O(POPMIICHUSI.
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2. OcobenHoctu GopMHUPOBaHUS U OPOPMIICHHS KOH(PUACHITUATBHBIX JEI.

3. Tlopsaaok MOArOTOBKH U Nepeaayl KOH(QUACHIIUAIBHBIX JIE)I B apXHUB OpraHU3aluu
4.TpeboBaHus K OpraHU3aMy PadOThI IO YHUUYTOKEHUIO KOH(PUICHIINATBHBIX JOKYMEHTOB
5. Ilopsiiokx 0TOOpa | TEXHOJOTHUSI YHUUTOXKEHHUS KOH(PHUICHIIMATBHBIX JOKYMEHTOB

6. Pexxum xpaHeHus! KOH(QUACHIMAIBHBIX JOKYMEHTOB

Cnmcox BONPOCOB /ISl MPOMEKYTOYHOM aTTeCTANMY 10 JUCIHUILIHHE:

1. JlaTh XapakTEepUCTHKY OCHOBHBIX HOPMATHUBHBIX TIPABOBBIX AaKTOB B O0JIACTH
KOH(HICHIIMATIHHOTO IETONPOU3BO/ICTBA.

2. Kakum o00pa3oM OCYIIECTBISIETCS MPABOBOE PpEryJIUpOBaHUE KOH(PHICHIMAIHHON
uHpopManuu (Ha IpuMepe: MEePCOHATBHBIX TaHHBIX, KOMMEPUYECKON TaiiHbI, CITy>KeOHOH TalHBI,
npodecCUOHATBLHON TalHBI U JIp.)

3. Ilepeuens uH(pOpMAIH, COCTABIAIONICH KOMMEPUECKYIO TaliHy (11eJb pa3padOTKH, €ro
Ha3HAYEHUE U MOPSIOK pa3pabOTKH)

4.IlepeueHnp WHQPOPMALIMHU, COCTABISIONICH CiIy)XeOHYI0 TaiiHy (ULelIb pa3pabdOTKH, €ro
Ha3HAYEHUE U MOPSIOK pa3paboTKH)

5.IlepeyeHb W3MaHHBIX KOH(HUIEHIMAIBHBIX JOKYMEHTOB (1leb pa3palOTKH, €ro
HA3HA4YCHHE U MOPSIOK pa3padoTKH).

6. TpeboBaHUs K OpraHU3aluy KOH(PUICHIUATBHOTO JIEJIONPOU3BO/ICTBA B YUPEKICHUH.

7. OcoOeHHOCTH AJOKYMEHTUPOBAHHS KOH(PHUACHIINATLHONH HH(POPMAITUH.

8.Yuer KOHOQUACHIHMATBHBIX JOKYMEHTOB KaK OCHOBHOE CpEICTBO OO0ECIEUYEeHHUs HX
COXPAaHHOCTH.

9. TpebGoBaHus K OpraHU3aIMU 3aIIMIICHHOTO JOKYMEHTO000POTa B YUPEKICHHUH.

10.Cucrema moctyna K KOH(UICHIIMAIBHBIM JOKYMEHTaM KaK OCHOBA JJIsi OpraHU3alud
JBIKEHUS] KOH(UACHIIMAIBHBIX IOKYMEHTOB B YUPEKICHUH.

11.Knaccudpukanmms u  cucTeMaru3auus  KOH(QHUICHIMAIbHBIX  JOKYMEHTOB B
JIEJIONPOU3BOCTBE OPraHU3aLINN.

12.0cobeHHOCTH XpaHeHHA KOH(PUACHIMATBHBIX JOKYMEHTOB B JICJIONPOHU3BOJCTBE
OpraHM3aliu.

13.TpeGoBanusi kK 00ECNEUYEHUIO COXPAHHOCTH M KOH(HUACHIUAILHOCTH JOKYMEHTOB B
JIEJIONPOU3BOCTBE OPraHU3aLINN.

14. Topsaok oOpalieHus UCTIONIHUTENEH ¢ KOH(PHUICHIINATbHBIMI JOKYMEHTAMHU.

15.Ha3nauenue, BUbl U MPUHIMITEI TIPOBEICHHS TPOBEPOK HANWYHS KOH(PUICHIIMATBHBIX

JOKYMEHTOB.
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16.MHCTpYKIUS 110 KOH(PHUIECHIIMATLHOMY AEJIONPOU3BOICTBY KaK OCHOBHOM JOKYMEHT,
periIaMeHTHPYIONIUI MOPSAIOK 3aLIUTH U 00pa0OTKU JOKYMEHTOB B YUPEKICHUU.
17.0cHOBHBIC HAINpaBICHHUS COBEPIICHCTBOBAHUS TEXHOJOTMH 3alllUTHI U 0O0PabOTKU

KOH(bI/I,ZleHL[I/IaJH:HBIX HAOKYMCHTOB

6. YuyeOHO-MeTOAMYeCcKOEe U HH(POPMALMOHHOE 00ecneuyeHue TUCIHIIMHBI

6.1. CnuCOK HCTOYHHKOB H JINTEPaTypbl

HUcTounuku

OcHoBHBIC
®enepanbHblii 3akoH 0T 27 utoist 2006 r. N 149-D3 "O06 undopmaium, nHPOPMAMOHHBIX
TEXHOJIOTUSX U O 3aIuTe HHGopMaIum». [ DIeKTpoHHBIH pecypc]// CipaBOYHO-TIOUCKOBAS
cucrema «Koncynprantllmroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 6179/
@enepanbhblil 3akoH oT 27.07.2006 Ne 152-®3 «O nepcoHalbHBIX JaHHBIX». [DNEKTPOHHBIN
pecypc]// CnpaBouno-mouckoBas cucrema «Koucynmprantllmocy. URL:www.consultant.ru >
document > cons_doc LAW_ 61801/
®enepanbHblil 3akoH 0T 29.07.2004 Ne 98-D3 «O xomMmepueckoil TaliHe». [DIEKTPOHHBIN
pecypc]// CnpaBouHo-nionckoBast cuctema «KoncynbrantlLrocy.
URL:http://www.consultant.ru/document/cons_doc LAW 48699/
3akoH Poccuiickoii ®enepaunn ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOH TalHEM.
[DnexTponHsIi pecypc]// CnpaBouHo-miorckoBast cucteMa «KoncynbrantlImrocy. URL:
http://www.consultant.ru/document/cons_doc LAW 2481/
Va3 I[Ipesunenta PO ot 06.03.1997 Ne 188 «O06 ytBepkaenuu Ilepeuns cBenenuit
KOH(HJICHIIMATIBHOTO XapakTepa». [DnekTpoHHbIH pecypc]// CrnpaBoYHO-ITOMCKOBAas cHCTEMa
«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 13532/
Va3 [Ipe3unenta PO ot 30 Hoa6ps 1995 r. Ne1203 «O06 yTBepkaeHUM NIepeUHs CBEACHUH,
OTHECEHHBIX K TOCYIapCTBEHHOM TaifHe». [DnekTpoHHbIH pecypc]// CipaBOYHO-TIOMCKOBAs
cucrema «Koncynsrantllmroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 8522/
[TocranoBnenne [IpaBurensctBa PO ot 03.11.1994 No 1223 «O6 yrBepxkaenuu [lomoxenus o
nopsiike OOpalleHus cO CIIy)kKeOHON HHQpOpManueil OrpaHUYEHHOrO  PacHpPOCTPAHEHUS B
(denepanbHBIX OpraHax HWCHOJHHUTEIBHOM BJIACTH YIOJHOMOYEHHOM OpraHe yHpaBJiCHUs

HWCIIOIb30BAHUEM aTOMHOM OHCprui W  YHOOJHOMOYCHHOM OpraHC 1IIO KOCMHYECKOI



23

NEATEITBbHOCTI. [DneKTpOHHBIH pecypcel// CrnipaBoYHO-IIOMCKOBAs cucremMa

«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/
JlomostHUTEIbHBIE

I'paxnanckwii kogexce Poccuiickoit @enepanuu (4actsb 4). [DnekTpoHHbIN pecypc]// CipaBodHO-

nouckoBas cucreMa «KoncynprantlImrocy». URL:

http://www.consultant.ru/document/cons_doc LAW 64629/

@enepanbublii 3akoH oT 09.02.2009 Ne 8-03 «O06 obecmeueHuu goctyna K WHGOPMAIUU O

NESITEeIbHOCTH TOCYJApCTBEHHBIX OpPraHOB M OPraHOB MECTHOTO  CaMOYIPAaBJICHHUS».

[OnexTponnslii  pecypc]/ CnpaBouno-mouckoBasi cucrema «Koncymprantllmocy. URL:

http://www.consultant.ru/document/cons_doc LAW 84602/

[Tpuka3 @enepanbHoro apxuBHoro areHtctBa oT 11.04.2018 Ne 44 «OO0 yTBepkIeHUH

[IpuMepHO#l HMHCTPYKIMM TIO JEJONPOU3BOJACTBY B TOCYJApCTBEHHBIX OPTraHU3AIUSAXY.

[OnexTponnslii  pecypc]/ CnpaBouno-mouckoBasi cucrema «Koncymprantllmocy. URL:

http://www.consultant.ru/document/cons_doc LAW 305137/

ITpuka3 MunucrepctBa PO mno wnamoram u c6opam ot 03.03.2003 Ne BI-3-28/96 "O06

YTBEP)KICHUM TOPAAKA JOCTyHNa K KOH(HUIEHIMAIbHONW HH(POPMAlUU HAJIOTOBBIX OPraHoB'.

[DnexTponnslii pecypc]// CnpaBouHo-niouckoBas cuctema «Koncynsrantlmocy». URL:

http://www.consultant.ru/document/cons_doc LAW 41541/ .

Jlutreparypa

OcHoBHast
KondunennuansHoe 1eI10MpOU3BOJACTBO U 3AIIUIICHHBIA 3JIEKTPOHHBIM  JTOKYMEHTO00O0pOT :
[yae6nuk] / H. H. Kynses, A. C. lemymkun, T. B. Konnpamosa, A. I'. ®abpuuHoB ; mox o0,
pen. H. H. Kynsesa. - 2-e uzn., nepepa6. u gon. - Mockaa : Jloroc, 2013. - 497 c.

JononHutenbHan
brikoa T.A. JlokyMeHTAIIMOHHOE O00OeCTIeueHUE YIIPaBICHHUS (JIeTOPOU3BOJICTBO)
[DnexTponHBIii pecypc] : yuebnoe mocodue / T. A. beikosa, T. B. Ky3ueuosna. - 2-e u3.,
nepepad. u gor. - Mocksa : Uadpa-M, 2018. - 304 c. — Pexum nocryna: URL
http://znanium.com/go.php?id=942800
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7. MartepuajibHO-TeXHHYECKOe o0ecrevyeHne JUCUMILUIUHBI (MO1YJIs1)

B xauectBe MaTCprUaJIbHO-TCXHUYICCKOTO obecrieueHUs JUCIHUITIIINHBI HOTpCGyCTCH

HeoOxoauMmoe it 00yueHHst 000pyAOBaHKe, JEMOHCTPAIMOHHbBIE PHUOOPHI, MYJIbTUMEINIHbIC

CpencTBa.

TpeboBanust K ayAuTOpPHSIM — ayIAUTOPHUS JOJDKHA OBITh OCHAIlEHAa KOMITBIOTEPOM,

MMPOCKTOPOM U SKPAaHOM JIA MPCACTABJICHUSA SJICKTPOHHBIX Hpe3eHTaL[I/H7L

CocraB nporpammuoro odecnevyenusi (I10), coBpemeHHbIX NpogecCHOHATBHBIX 0a3 TaHHBIX
(b)) n nungopmanmonHo-cnpasounbie cucrem (MCC) (2017 r.)

1. Ilepeuens 11O

Tabauya 1
Nen Haumenosanue 110 ITpousBopurens | CnocoO pacnpocTpaHeHUs
/i (uyensuonmoe Uil
€c80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JINLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
11 | Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE
2. Ilepeyens B u UCC
Tabauya 2
Neri/im HaumenoBanue

Web of Science
Scopus

Me:xnyHapossblie pedpepatuBHble HayKoMeTpudeckue B, focTynHble B pamKax
HalMoHaJbHON noamicku B 2017 r.

nognucku B 2017 1.

SAGE Journals

Kypnanb! Oxford University Press
ProQuest Dissertation & Theses Global

Kypnainbl Taylor and Francis

[TpopeccuonanbHble NoJHOTEKCTOBBIE b1, MOCTYNHbIE B paMKax HalMOHAJILHON

JSTOR

[TpodeccuonanbHbie nosHOTEKCTOBbIE BT

M3pnanus 1o oO1EeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm

Koncyabrant [Tntoc,
I'apanT

KOMHbIOTCprIe CIIPABOYHLIC MTPABOBLIC CUCTEMbI

CocraB nporpammuoro odecnevyenusi (I10), coBpemeHHbIX NpogecCHOHATBHBIX 0a3 TaHHBIX
(b)) n nungopmanmonHo-cnpasounbie cucrem (MCC) (2018 r.)

1. Ilepeuens 11O
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Tabauya 1
Nen Haumenoanue 110 ITpousBopurens | CnocoO pacnpocTpaHeHUs
/i (uyensuonmoe uiu
€c80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JINLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
11 | Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE
2. Ilepeyens B u UCC
Tabauya 2
Neri/im HaumenoBanue

Me:xnyHapossblie pedepatuBHble HayKoMeTpudeckue B, focTynHble B pamkax
HalMoHaJIbHON noamicku B 2018 r.

Web of Science
Scopus

nognucku B 2018 r.

SAGE Journals

Kypnaubl Taylor and Francis

Kypnanb! Oxford University Press
ProQuest Dissertation & Theses Global

[TpopeccuonanbHble NoJHOTEKCTOBBIE b1, MOCTYNHBIE B paMKax HalMOHAJILHON

JSTOR

[TpodeccuonanbHbie nosiHOTEKCTOBbIE BT

M3pnanus no oOeCTBEHHbIM U T'YMAHUTAPHBIM HayKaM

Koncyabrant [1ntoc,
I'apanT

KOMHbIOTCprIe CIIPABOYHLIC MTPABOBLIC CUCTEMbI

CocraB nporpammuoro odecnevyenusi (I10), coBpemeHHbIX NpogecCHOHATBHBIX 0a3 TaHHBIX
(b)) n nungopmanmonHo-cnpasounbie cucrem (MCC) (2019 r.)

1. Ilepeuens 11O

Tabauya 1
Nen/ Haunmenosanue 1O ITpoussopuTens Cnoco6 pacrpocTpaHeHHs
n (auyensuonroe uau c60600HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JINLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
12 Windows 10 Pro Microsoft JIMLIEH3UOHHOE
13 | Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE
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2. Ilepeyens B u UCC
Tabauya 2

Nen/n HanmenoBanue
MexnyHapossblie pedpepatuBHble HayKoMeTpudeckue B, focTynHble B pamkax
HalMOHaJIbHON noamicku B 2019 r.
Web of Science
Scopus
[TpopeccuonanbHble NosHOTEKCTOBBIE b1, MOCTYNHBIE B paMKax HalMOHAJILHON
nopgnucku B 2019 r.
Kypnanbel Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnainel Taylor and Francis
DJIEKTPOHHbIE U3[laHKs U3/IaTebCTBA Springer
[TpodeccuonanbHbie nosiHOTEKCTOBbIE BT
JSTOR
W3panus no o0111eCTBEHHBIM ¥ TYMaHUTAPHBIM HAyKam
KomnbloTepHble cripaBOYHbIE TPABOBbIE CUCTEMBbI
Koncynbsrant Iimoc,
I'apanT

8. OOecneyenne o00pa3oBaTe/LHOIO MpouHecca AJAsl JHUI € OrPAHHMYEHHBIMU

BO3MOKHOCTSIMM 310POBbA 1 HHBAJIUI0B

B xoje peanuzanuy IUCHUIUIMHBI UCIIONb3YIOTCS CIEAYIOLUE TOTOIHUTEIbHbIE

METObl 00YUYEHHS, TEKYIIEr0 KOHTPOJIS YCIEBAEMOCTH U MPOMEXKYTOUHOW aTTeCTaIlH
00yyYaromuxcs B 3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

o JUISL CJICTIBIX U CJIA0O0BUISIINX:

- JIGKIUU O(QOPMIISIOTCS B BHUJE 3JCKTPOHHOTO JOKYMEHTA, JOCTYIHOIO C IOMOIIBIO
KOMIIBIOTEpA CO CHELMATU3UPOBAHHBIM IPOTPAMMHBIM 00€CIIEUEHUEM;

- NHMCHbMEHHBIE 3aJaHMsl BBINOJIHSIOTCS Ha KOMIIBIOTEPE CO CHELUAIN3HPOBAHHBIM
MPOTpaMMHBIM 00€CTIeueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieynBaeTCs HHIMBUYallbHOE paBHOMEpHOE ocBemieHrne He meree 300 IoKc;

- JUId BBITOJIHEHUS 3a/laHUsl NMPH HEOOXOAMMOCTH MPEJOCTABIISETCS YBEIMYHBAIOIEE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEINYMBAIOIINX YCTPONUCTB;

- MUCHbMEHHBIE 3aJ]aHNsl OPOPMIISIOTCS YBEIMYSHHBIM HIPUPTOM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOM (popMe WM BBINOIHSIOTCS B NMHUCHMEHHOMN
(dopme Ha KOMITBIOTEPE.

J IUISL TIIYXHMX M C1a00CIbIIAIINX

- Jekuud o(OpMIIIOTCS B BHJIE 3JEKTPOHHOTO JOKYMEHTa, JHOO MpPeqoCTaBISeTCs

3BYKOYCHWJIMBAIOIIAA anraparypa MUHAUNBUAYAJIbHOT'O MOJIb30BAHNA,
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- MUCHbMEHHBIE 33J[aHUs BBITIOJIHAIOTCS] HA KOMITBIOTEpE B MUCbMEHHOU (opMme;

- 9K3aMeH M 3a4éT MPOBOJATCS B IMHUCHBMEHHOH (opMe Ha KOMIIBIOTEPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.

J IUISL JIAL] C HApYIIEHUSIMH OTIOPHO-BUTATEILHOTO anapara:

- JIGKIUU O(QOPMIISIOTCS B BHUJE 3JCKTPOHHOTO JOKYMEHTA, JOCTYIHOIO C IOMOIIBIO
KOMIIBIOTEpA CO CIEIHMATU3UPOBAHHBIM ITPOrPAMMHBIM 00eCTICUeHUEM;

- TNUCHMEHHBbIC 3aJaHMs BBINOJHIIOTCA HA KOMIIBIOTEpPE CO CIEHHUATU3UPOBAHHBIM
MIPOTPaMMHEIM 00€CTICUeHUEM;

- DK3aMeH U 3a4€T MPOBOAATCA B YCTHOH (popMe WM BBINOIHAIOTCS B NMHUCHMEHHOMN
(dbopme Ha KOMITBIOTEPE.

[Tpy HEOOXOIUMOCTH MpelyCMaTpUBACTCS YBETUUYEHUE BPEMEHHU AJIS TIOATOTOBKU OTBETA.

[lponienypa  mpoBeAECHUST  NPOMEXKYTOUHOM  aTTecTauuu Uil OOydaromuxcs
YCTAHABIMBACTCSI C Y4YETOM UX HMHIUBUAYAJIbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTeCTAIMsI MOXKET MTPOBOJAUTHCS B HECKOJIBKO ATAIIOB.

[Tpu mpoBeneHNM TPOLEAYPH OLECHUBAHUS PE3yJIbTATOB OOyUEHHs IMpeaycMaTpuBaeTCs
UCTIOJIb30BAaHUE TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYaJIbHBIMH
0COOEHHOCTSAMHU O0yYaroImuxcsi. OTH CPEACTBa MOTYT OBITh MPEJOCTABICHBI YHUBEPCUTETOM,
WJIA MOTYT HCTIONIb30BAThCSl COOCTBEHHBIE TEXHUYECKHE CPEIICTBA.

[IpoBenenne mpoUEAYypbl OLIEHUBAHHUA PpE3YIbTAaTOB OOY4YEHHs JIOMyCKAaeTcss ¢
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHA.

ObecnieunBaeTcst JOCTYI K MHGOOPMAIIMOHHBIM U OubimorpaduyeckuM pecypcam B CeTH
WuTepHeT Ui Kaxkaoro oOydaromerocst B (opmax, aganTUPOBAHHBIX K OTPAHUYCHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMAIUH:

® IS CJICTIBIX U CITA0OBUIAIINX:

- B IeYaTHON (popMe yBEIMUEHHBIM HMIPUPTOM;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B hopme aynnodaiina.

® U TIYXMX M CIa0O0CHbIIAIINX:

- B Me4aTHOH opMme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA.

e /I 00yYaIOMIKUXCSl ¢ HAPYIICHUSMHU ONIOPHO-ABUIaTeIbHOTO anmapara:

- B Me4aTHOHU opMme;

- B (hopMe 3IEKTPOHHOTO JJOKYMEHTA;

- B hopme aynnodaiina.
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Y4eOHbIC ayqUTOpPHHM M7 BCEX BHUIOB KOHTAKTHOH W CaMOCTOSITENILHON paloThI,
HayyHass OuONMMOTeKa ¥ WHBICE TIOMEHICHHsI Ui OOydYeHHs OCHAIICHBI CIeNUaTbHBIM
o0opyoBaHNEM U Y4eOHBIMU MECTaMU C TEXHUYECKHUMHE CPEICTBAMU OOYUCHHUS:
® IS CIICTIBIX M CTAOOBUISTIIHX:
- YCTPOMCTBOM JUIsl cKaHMpoBaHUs 1 uTeHus ¢ kamepoil SARA CE;
- nuctuieeM bpaiing PAC Mate 20;
- npunTepoM bpaitng EmBraille ViewPlus;
® ISl TUIYXHX U CIA0OCIBIIIAIINX:
- aBTOMATH3UPOBAHHBIM pabOYMM MECTOM Ui JIIOJCH C HapylmIeHHEM CcIyxa H
C1a00CIIBIIIAIINX
- aKyCTUYECKUH YCHIIMTEh U KOJIOHKH;
® U151 OOYYAIOIINXCS C HAPYIICHUSIMU OTIOPHO-IBUTATEIBLHOTO anmapara:
- IEPEIBIKHBIMHY, PETYJIUPYEMBIMH 3proHoMuueckumu napramu CU-1;

- KOMIIBIOTEPHON TEXHUKOW CO CHEUATbHBIM MTPOrPaMMHBIM 00€CIICUeHUEM.

9. MeToanyecKkne MaTepHaJIbI
IL1aHbl cCeMUHAPCKHUX M NPAKTHYECKUX 3AHATHHI

Tema 1 (2 4.) CoBpeMmeHHass HOPMaTHBHO-TIpaBOBas 0a3a KOH(HIEHIHMAIHLHOTO
JeTIOTIPON3BOICTBA

Llenp 3aHATHA: M3y4YEHHE HOPMATHUBHBIX IPABOBBIX AaKTOB B 00JAacTH 3allUTHI
KOH(HISHIINATBLHON HH(pOpMAITUH.

d®opma npoBeieHUsI — OTBETHI Ha BONPOCHI U 0OCYXIEHUE MPEII0KESHHBIX MPOOIEMHBIX
TEM.

Bomnpocs! 11 o0cykaeHust:

l.®enepanbubiii  3akoH PO ot 27.07.2006 Ne 149-03 «OO06 wuHbpopmanuy,
MH(POPMALMOHHBIX TEXHOJIOTUSAX M O 3aIIUTe HHPOPMALUK) U OCHOBHbBIC IPUHIIUIIBI TPABOBOTO
perynupoBaHus B cepe 3aluThl HHPOPMALIUH.

2.0OCHOBHBIC HamNpaBJICHHUSA IPABOBOTO PETYJIUPOBAHHUS OTHOIICHUH, CBSI3aHHBIX C
YCTAHOBJICHHEM, U3MEHEHHUEM U MPEKpallleHueM peXrMa KOMMEPUECKOil TaliHbl B COOTBETCTBUH
¢ ®enepanpHpiM 3aKk0HOM P® o1 29.07.2004 Ne 98-D3 «O xommepuecKoil TaliHe.

3.IlpaBoBoe peryiupoBaHue CITy>KeOHOM uHpopMauu OTPaHUYEHHOTO
pacripocTpaHeHus (ciry>keOHas TaiiHa).

4. Buns! npodeccnoHaibHOM TaitHbl, 0COOCHHOCTH UX IIPABOBOTO PETYIMPOBAHUS.
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Cnucok MCTOYHUKOB:
®enepanbhblii 3akoH 0T 27 utoist 2006 r. N 149-D3 "O06 undopmaium, nHPOPMAIMOHHBIX
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KOH(HICHIINATIBLHOTO XapaKkTepa». [ DIeKTpoHHbIH pecypc]// CripaBOUYHO-TIONCKOBAs CUCTEMA
«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 13532/
Va3 I[Ipesunenta PO ot 30 Hos6pst 1995 r. Ne1203 «OO6 yTBepkIeHUN TIepEUHs CBEICHU,
OTHECEHHBIX K TOCYIapCTBEHHOM TaifHey». [DnekTpoHHbIH pecypc]// CipaBoYHO-TIOMCKOBAs
cucrema «Koncynprantllmroc». URL:
http://www.consultant.ru/document/cons_doc LAW_ 8522/
[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepKaeHUU
[Tonoxenus o mopsiake odpaleHus co ciayxe0Hoi HHpopManueil orpaHUYEHHOTO
pacripocTpaHeHHs B (heiepalibHBIX OpraHax UCIOJHUTEIBHOM BIACTH YIIOJIHOMOYEHHOM
OpraHe ynpaBJIeHHs UCIIOIb30BaHUEM aTOMHOM SHEPTUU M YIOJTHOMOYEHHOM OpraHe Mo
KOCMHYECKOU JAEATEIbHOCTIY. [DNeKTpoHHBIN pecypc]// CripaBOYHO-TTOMCKOBasi CHCTEMa

«Koncynprantlnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/

Tema 3 (4 u.) JlokymMeHTHpOBaHNE KOH(UICHINAIBHON HHPOpMALIUU
Lenp 3aHATHS: U3yuyeHHE OCOOCHHOCTEH JOKYMEHTHUPOBAHHS KOH(UICHINAIBHOM
uHpOpMaLUH.

®opma IPOBEAECHHUS — BBIIOJHEHUE TPAKTUUYECKHUX 3aJaHUN
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3agaHus:

1. Tlpoananm3upoBaTh TMEpeYHH HMHPOPMAIIUHM, COCTABISAIONICH KOMMEPUYECKYI0O U
CITy’KeOHYI0 TaliHbl OpraHu3aluii, BEISIBUTH OIIMOKH B UX COCTABJICHUU.

3. PazpaboraThb MNpOEKT NepeuHs U3JaBacMbIX KOH(PHUICHIMAIBHBIX JOKYMEHTOB
OpraHu3aIuy;

4. CocraBuThb B TETPaAM YEPHOBUK KOH(UACHIIMAIBLHOTO JIOKYMEHTa, IPaBHIBLHO
pacIoJIOKUB  PEKBU3UTHI, COCTaBISIOMIKME (OPMYISIp JOKYMEHTa, a TaKKe pPEKBH3UTHI,
HEOOXOonUMBIE sl W3JaHMs JOKyMeHTa. OCYIIEeCTBUTh YYeT UEpPHOBHKAa U IIPOEKTa
KOH(HICHIIMATIBHOTO JOKYMEHTa B KapTouke (KypHase) ydyeTa M3JaHHbIX KOH(PHUIACHIHMATbHBIX
JOKYMEHTOB.

6. Odopmutrh B TeTpaau KOH(QUACHIUAIBHBIA JOKYMEHT B COOTBETCTBUU C
tpeboBanusimu 'OCTa u TpebGoBaHUSIMHU 3aIIUTHI HHPOPMALIUH.

YKa3aHus 110 BBIIIOJIHEHUIO 3aJaHUN:

1. ITlpoananu3upoBaTh MNepeyHH HWHPOPMALIUU, COCTABISIONIEH KOMMEpPYECKYIO WU
CIIy’)KeOHYIO0 TalHbl KOHKPETHBIX OpraHU3allfii, BBIABHUTH HEJOCTaTKHU B UX CTPYKTYpe,
COJZIepKaHUU M O(POPMIICHHH, C/I€TaB COOTBETCTBYIOIINE 3AMCH B TETPAIH;

2. Ha ocHoBe niepeuHsi HHGOPMAIINUHU, COCTABISIONIEH KOMMEPUECKYIO TaliHy, OTIPEIEIUTh
BUJBl JIOKYMEHTOB, B KOTOpBIX 3Ta HH(popmaius nobkHa ObITh 3adukcupoBana. Ilocie
YCTAQHOBJICHHS COCTaBa JIOKYMEHTOB OIpENEIUTe KPYr JHI, HMEIOIIUX IpPaBO COCTABIATH,
MOJNHUCHIBaTh, YTBEPKIATh KaKIbIH BUA JIOKYMEHTa M OpPraHM3alUU, KOTOPBIM JaHHBIN
JTOKYMEHT JIOJDKeH HampaBisaTbes. Jlamee coctaBpTe M OQOpMHUTE IEpeueHb H3/1aBACMbBIX
KOH(HICHIINATBHBIX JOKYMEHTOB.

3. B terpagu coctaBuTh U 0)OPMUTH KOH(PHUACHIUAIBHBINA TOKYMEHT B COOTBETCTBUHU
CylIecTBYIOIIMMHU TpeboBanusiMHu. Ilpu 3TOM ocoboe BHHMMaHHEe OOpaTUTh Ha odopmieHHe
PEKBU3UTOB, MICHTH(PHUUUPYIOIIMX TOKYMEHTHI, CoJepKaliue MH(OPMAIHIO, COCTaBIISIONIYIO
KOMMEPUYECKYIO U CITyKeOHYIO TaiHbI, KaK TOKYMEHTHI OTPaHMYEHHOTO JIOCTYTIA.

Bonpocs! 115t KOHTpOIIA:

1. Kakoif HOpMAaTUBHBIN TOKYMEHT SIBISICTCS MPABOBBIM OCHOBAaHUEM JJISl YCTAHOBIICHUS
COCTaBa CBEJCHUMN, OTHOCUMBIX K KOMMEPYECKOH TailHE

2. Kakum o0pa3oM B KOH(HIEHIMAIHLHOM JEJIONPOU3BOACTBE MPOUCXOAMUT >KECTKOE

PErIIaMCHTUPOBAHUEC COCTABA U3ABACMBbIX I[OI(yMeHTOB‘.7
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3. HazoBuTe 1enb M Ha3HAUYECHUE MEPEYHsI MHPOPMALIUHU, COCTABIISIONICH KOMMEPUECKYIO
TallHy W Tepe4yHs W3/1aBaeMbIX KOH(PHUICHIMATIBHBIX JOKyMEHTOB. Ompexnenure, Kak
B3aMMOCBSI3aHbI 3TH JIBa JOKYMEHTA.

4. HazoButre 0c0OOEHHOCTH pa3pabOTKU TepedyHs WHGPOpPMALKUU, COCTABISIOMIECH
CITy’K€OHYIO0 TalHYy.

5. B Kakux UHeNAX MNPOBOAAT y4yeT W O(OpMIIEHHWE HOCHTENEeH KOH(HICHIHMAIHHON
MH(POpPMALIMY; YEPHOBUKOB U MIPOCKTOB KOH(PHICHIIMATIBHBIX JOKYMEHTOB?

6. HazoBute ocobeHHocTr opopmieHns KOHPHUIECHIIMAIbHBIX JOKYMEHTOB.

CucoK HCTOYHHUKOB U JIUTEPATYPhI:

Hcrounuku:
@enepanbHblil 3akoH 0T 29.07.2004 Ne 98-D3 «O xomMmepueckoil TaliHe». [ DIEKTPOHHBIN
pecypc]// CnpaBouno-niouckoBas cuctema «Koncynbrantllmrocy». URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/
[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepKaeHUU
[Tonoxenus o mopsiake odpaleHus co ciayxeOHoi HHpopManueil orpaHUYEeHHOTO
pacripocTpaHeHuss B (efepalibHBIX OpraHax HMCIOJHUTEIBHON BJIACTH YIOJIHOMOYEHHOM
OpraHe yMpaBJICHUS HCIOJIB30BAaHHUEM AaTOMHOM SHEPruM W YIOJIHOMOYEHHOM OpraHe Iio
KOCMHMYECKOW JIEATENIbHOCTHY. [DNeKTpoHHBIH pecype]// CrpaBouyHO-IOMCKOBas CUCTEMa
«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/

Jlureparypa:
KondunenmnuanbHoe 1e10NpOU3BOICTBO U 3aIUIIEHHBIN 3JEKTPOHHBIM  JOKYMEHTOOOOPOT :
[yae6nuk] / H. H. Kynsies, A. C. lemymkun, T. B. Konnpamosa, A. I'. ®abpuuHoB ; mox o0,
pen. H. H. Kynsesa. - 2-e uzn., nepepa0. u nom. - Mocksa : Jloroc, 2013. - 497 c.

Tewma 4 (2 1.) Opranusaius KOHQUACHIUATHLHOTO JOKYMEHTO000pOTA.

Llenb 3aHATUSA: U3yUeHHE OCOOCHHOCTEH IBIMKEHHS KOH(UICHIMANBHBIX JOKYMEHTOB B
OpraHM3allMi ¢ MOMEHTA UX MOJIy4EHHUS 1O 3aBEPLICHUS UCIIOJIHEHNUS.

dopma MpoBeZICHUs - OTBETHI HA BOMPOCHI U 00CYXIEHUE MPEIOKEHHBIX MPOOIEMHBIX
TEM.

Bomnpocs! 11 o0cyxaeHust:

1. OcHOBHBIE TPEOOBAHMSI CUCTEMBI JOCTYTA K KOH(PHUICHIIMATHHBIM TOKYMEHTAM.

2. TlpuHOMIBI OpraHM3aluU KOH(QUACHIMAIBFHOTO JOKYMEHTOOOOpOTa U OCHOBHBIE

(baKTopBI, OKa3bIBAOIINEC BIIMAHUC HA €TI0 OpraHu3alulo.



32

3. Crpykrypa KOH(QUIACHIMAIBHOTO JOKYMEHTOOOOpPOTa M COCTaB  OCHOBHBIX
JOKYMEHTOIIOTOKOB.

4. Yder xoH(UICHIMANBHBIX JTOKYMEHTOB KaK Ba)KHEWIee CPeACTBO O0ecredyeHus: MX
COXPaHHOCTH.

5. OcobeHHOCTH JBMXKEHUS M UCTIOJHEHUS] KOH(PHUIACHIHMAIbHBIX JOKYMEHTOB.

CucoK HCTOYHHUKOB U JIUTEPATYPhI:

Hcrounuku:
®enepanbHblil 3akoH 0T 29.07.2004 Ne 98-D3 «O komMmepueckoi TaiiHe». [DJIEKTPOHHBIN
pecypc]// CnpaBouno-niouckoBas cuctema «Koncynbrantllirocy. URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/
[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «OO0 yTBepKaeHUU
[Tonoxenus o mopsiake oopaleHus co ciayxeOHoi HHpopManueil orpaHUYEeHHOTO
pactipocTpaHeHuss B (efepalibHBIX OpraHax HMCIOJHUTEIBHONM BJIACTH YIOJIHOMOYEHHOM
OpraHe yMpaBJICHUS HCIIOJIB30BAaHHEM AaTOMHOM SHEPruM W YHOJIHOMOYEHHOM OpraHe Iio
KOCMHMYECKOW JIeATENIbHOCTHY. [DNeKkTpoHHBIH pecype]// CrpaBouHO-IOMCKOBAas CUCTEMa
«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/

Jlureparypa:
KondunennuanbHoe 1e10NpOU3BOICTBO U 3aIUIIEHHBINA 3JEKTPOHHBIM  JOKYMEHTOOOOPOT :
[yae6nuk] / H. H. Kynsies, A. C. lemymkun, T. B. Konnpamosa, A. I'. ®adpuuHoB ; mox o0,
pen. H. H. Kynsesa. - 2-e uzn., nepepa0. u nom. - Mocksa : Jloroc, 2013. - 497 c.

Tema 5 (4 u.) Cucrematuzalyss ¥ XpaHEHHE KOH(DUICHIMAIBHBIX JIOKYMEHTOB B
JIeTIOTIPON3BOICTBE OPTraHU3AINH

Llenb 3aHATHS: U3yYeHHE 0OCOOEHHOCTEH COCTABICHUSI HOMEHKIATYp KOH(PUICHIINATBHBIX
nei; popmupoBanus U ohopmiieHUsT KOHOUACHIIMATHHBIX J€I; TOJATOTOBKY KOH(UICHIIHATEHBIX
JIeT1 I7Is1 TIepelaud B apXHUB OpraHU3aLnH.

®opMa IpOBEACHUS — BBIIIOIHEHUE IIPAKTUYECCKUX 3aJaHUN.

3agaHus:

1.Ilpoananu3upoBaTh HOMEHKJIATYpbl KOH(UICHIMANBHBIX J€J OpraHu3aluid, BBISBUTH
OLIMOKH B MX COCTaBJICHUH U O(hOpMIICHUU.

2.M3yunth TpeOOBaHUS HOPMATHBHO-METOIMYECKUX JOKYMEHTOB K TIOATOTOBKE
JOKYMEHTOB K C/ade B apXuB OpTraHU3allMM W TpeOOBaHUS MO 3amuTe HH(DOpMAIUH IpH

IIPOBEJIEHUH YKa3aHHOI'O BUJA paOOTHI.
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3.CocTaBuTh NIpHUKa3 O CO3JAaHUM IOCTOSIHHO JACHCTBYIOLIEH 3KCIEPTHOM KOMHCCUU
(ILI2K).

4.CocraButh nporokon 3acemanus IIJIOK, B KOTOPOM OTpak€Hbl pE3yJIbTATHI
MIPOBEICHUS SKCIIEPTU3HI IEGHHOCTH KOH(UACHIMAIBHBIX IOKYMEHTOB.

5.CocTaBUTh aKT O BBIJCIICHUH K YHHYTOXKEHUIO KOH(UACHIIUMAIBHBIX JOKYMEHTOB, HE
MOJIEXKAIUX JAIbHEHIIEMY XPaHEHHUIO.

YKa3aHus 110 BBIIIOJIHEHUIO 3aJaHUN:

1.IIpoananu3upoBaTh HOMEHKJIATYPY KOH(HUACHIMAIBHBIX JeJ, BHIIBUTh HEJIOCTATKU B
ee coJepkaHuu U 0(hOPMIICHUH, CeNIaB COOTBETCTBYIOLIHME 3aIIUCH B TETPAJIH.

2. .IloaroroButh npukas o cozganuu [1/I19K .B Hem m0mKHBI OBITH ONpEAETIeHbI COCTaB
KOMHCCHH, €€ 3a/aud, QyHKIUU, TOPsI0oK paboTel. Cienyer oOpaTuTh BHUMAaHKE Ha 33a4 U
(GYHKIMH  KOMMCCHHM, CBf3aHHbIE C  OpraHu3alueld  3almThl  KOH(UACHIHATBLHOU
JOKYMEHTHPOBAaHHON MH(OpMAIUH.

3. B mporoxone 3aceqanus [1/I9K cnexyer orpasuts:

- KaKue Jiela U JOKYMEHTBI BBIIEICHHOIO XpaHEHMs (C YTOUHEHHBIMH 3arojIOBKaMH,
rpudamMu  KOH(PUICHIMATHHOCTH, CPOKAaMHU XpaHEHHs) MOJUIekaT Ieperade Ha apXHUBHOE
XpaHeHue (pa3JesIbHO MOCTOSIHHOIO M BPEMEHHOT'O XpaHEHHUs);

- KaKue JJOKYMEHTBI U3 KaKuX JIeJl HeoO0XOIMMO H3bATh U MEPEIIUTh B IPyroe Aeio WU
copMHpOBATH HOBOE JIEJIO;

- Kakue Jena, JTOKYMEHTBl M3 el U JOKYMEHTBI BBIJIECJICHHOIO XPaHEHUS MOJJIEKaT
YHUUYTOKEHUIO;

- C Kakux JeJl, TOKYMEHTOB BBIJEJICHHOTO XPAHEHUS WIN OTACIBHBIX JIOKYMEHTOB,
MOJIINTHIX B JIeNIa, JOJDKEH OBITh CHAT rpu( KOH(DUICHINATBHOCTU C YKa3aHUEM, TTOISKUT JIH
JTOKYMEHT, C KOTOPOr0 CHUMAaeTcs Ipu¢ KOH(DUICHINAIBHOCTH, U3bATHIO U3 JIeJIa WIN JI0JDKEeH
OCTaBaThCs B HEM.

5. PaccMOTpeTh cOCTaB 1 MOPSIOK 3aMOHEHUs Ipad akTa O BBIACICHUH K YHUUTOKEHHIO
KOH(HICHIIMATIBHBIX JJOKYMEHTOB, HE TOJUICKAIIUX XPAaHEHUIO, BHECEHUSI B HUX UCIIPAaBJICHUI.
OdopMHUTh TOPANOK HM3BIATHS JOKYMEHTOB ITOCTOSIHHOTO XpaHEHHUs W3 Jiejla, IMOJJIeKAIero
YHUYTOXXEHHUIO (OTMETKA B aKTE 00 YYETHBIX HOMEpPAaX, 3ar0JIOBKaX JIOKYMEHTOB, MH/AEKCHI /I 1
HOMEpa JMCTOB, OTKyJa JOKYMEHT u3BAT W Kyda OH noawwut). [IpoBectu mnposepky
NPaBUIBHOCTH cOCTaBieHUs U odopmieHus akta. OQOpMUTH MTOTOBYIO 3alUCh B akTe 00

YHUYTOKCHUHU KOH(l)I/I,Z[eHL[I/IaJH:HBIX AOKYMCHTOB U JCJI.
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Bormpocs! juist KOHTPOIIA:

1. MaiiTe onpeneneHre MOHATUS «HOMEHKJIATypa KOH(PHUICHIMATBHBIX JE» U Ha30BUTE
ee OCHOBHbBIE (DYHKIIUH.

2. Tlouemy HOMEHKIATypa KOH(QUACHIHUAIBHBIX J€1 SBIAETCS COCTABHOM YaCThIO
J0CTyTa K KOH(QUICHIMAIBHBIM JOKYMEHTaM?

3. HazoBuTE 0OCOOEHHOCTH COCTaBJICHUS] HOMEHKJIATYPbl KOH(DHUICHIINATBHBIX JIE.

4. B yem cocTosT 0co6eHHOCTH (POPMUPOBAHUS KOH(DUACHINAIBHBIX J1e1?

5. Kakum ob6pazom odopmiisiercs: KOHOUICHIIMATBEHOE 110 MPH €0 3aBEJICHUH, BEICHUN
U 3aKpbITUH?

6. Ilepeuncnure BHIBI PabOT, KOTOpBIE MPOBOIATCA CIIyKOOW KOH(PUICHIHMATBHOTO
JIeTIOTIPOM3BO/ICTBA TIPH ClIaue B apXUB KOH(PHUICHIIMATBHBIX JOKYMEHTOB OpraHU3alHH.

7. Ha3zoBuTe LeM U OCHOBHBIE 3aJaud pabOThI O YHHUUYTOXKEHUIO KOH(UACHIMAIBHBIX
JTOKYMEHTOB M HOCUTEJIeH HH(OpMAIUH.

CucoK UCTOYHHUKOB U JIUTEPATYPBhI:

Hcrounuku:

@®enepanpubiii  3akoH 0T  29.07.2004 No 98-®3 «O KoMMepuecKoWl TalHe».
[DnexTponHsIii pecypc]// CnpaBouHo-niorckoBast cucteMa «KoncynbrantlImrocy» . URL:
http://www.consultant.ru/document/cons_doc LAW_ 48699/

[Tocranosnenue IlpaButensctBa PO ot 03.11.1994 Ne 1223 «O0 yTBepKaAeHUU

[Tonoxenus o nmopsiake odopaleHus co ciayxeOHoi HHpopManueil orpaHUYSeHHOTO
pactipocTpaHeHuss B (efepalibHBIX OpraHax HMCIOJHUTEIBHON BJIACTH YIOJIHOMOYEHHOM
OpraHe yMpaBJICHUS HCIIOJIB30BAaHHEM AaTOMHOM SHEPruM W YIOJIHOMOYEHHOM OpraHe Iio
KOCMHMYECKOW JIeATENIbHOCTHY. [DNeKkTpoHHBIH pecype]// CrpaBouHO-IOMCKOBasi CUCTEMa
«Koncynprantllnrocy. URL: http://www.consultant.ru/document/cons_doc LAW 54870/

Jlureparypa:

KondunennuanbHoe 1e10NpOU3BOICTBO U 3aIUIIEHHBINA 3JEKTPOHHBIM  JOKYMEHTOOOOPOT :
[yae6nuk] / H. H. Kynsies, A. C. lemymkun, T. B. Konnpamosa, A. I'. ®adpuunoB ; mox o0,

pen. H. H. Kynsesa. - 2-e uzn., nepepa0. u nom. - Mocksa : Jloroc, 2013. - 497 c.

Tema 6 (2 u.) OGecnieyueHre COXpPaHHOCTH U KOH(PUICHIIUATBHOCTH JOKYMEHTOB.
[lenp  3ansATHS: M3ydeHHE  TpeOOBaHMM K  0OECNEUYEHUI0  COXPAaHHOCTH U

KOH(I)I/IILGHL[I/IEUILHOCTI/I AOKYMCHTOB.
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®opma npoBeeHU — OTBETHI HAa BOIPOCH U 00CYKJICHHE TPEATIOKEHHBIX MPOOIEMHBIX
TEM.

Bomnpocs! 11 o0cykaeHus:

1. TpebGoBaHUs K MOMEILEHHUIM MOIpa3AeieHUN KOH(PHUICHIIMATBHOTO JIeIONPOU3BOICTBA
U K CIOyXKeOHbIM TIOMEUICHUAM HWCIHOJHHUTENEH, paboTalomux C KOH(pHUICHIHUATbHBIMH
JTOKYMEHTaMH.

2. INopsipok oopmieHHs oMTycka paOOTHUKOB K KOMMEPYECKON U CIy>KeOHOM TaitHaM u
o0y4yeHHs IpaBuiIaM pabOThl ¢ KOH(DUICHINAIBHBIMU JOKYMEHTAMH.

3.IlpaBuna paboTHl MepcoHana ¢ KOHPHUIACHIIMAIBHBIMU JOKYMEHTAaMH Ha OyMa)KHBIX U
AJIEKTPOHHBIX HOCUTEISAX

4.IlpoBepku Hamuuusl KOH(PUACHIMAIBHBIX JOKYMEHTOB KaK BaXHOE CPENICTBO
obecriedeHns: KOHTPOJIS 32 UX COXPAHHOCTHIO

Jlureparypa:
KondunennuanbHoe 1e10NpOU3BOACTBO U 3AIUIIEHHBIN 3JICKTPOHHBIH  JOKYMEHTOOOOPOT :
[yae6nuk] / H. H. Kynsie, A. C. lemymkun, T. B. Konnpamosa, A. I'. ®abpuvHoB ; o1 0011,

pen. H. H. Kynsesa. - 2-e uzn., nepepa0. u nom. - Mocksa : Jloroc, 2013. - 497 c.
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AHHOTAIUA JTNCHUIIJINHBI

HucuuruinHa  (MOxynb) — peanusyercs Ha  (akyJbTeTe JOKyMEHTOBEOCHHS U
TEXHOTPOHHBIX apXWBOB Kadeapoil JOKYMEHTOBEACHHUS, ayIMOBH3YalIbHbIX M HAy4YHO-
TEXHUYECKUX apXUBOB.

Lenb AMCUMIUIMHBL MOATOTOBUTH CIICHHUATUCTA, O0JIAAIOMIET0 3HAHUSAMHU O IPABOBOM
pEeryJupoOBaHUM  JOKYMEHTAIMOHHOTO  oOecreueHus KOH(UACHUUAIBHOW  JESTeIbHOCTH
OpraHu3alMii Pa3IMYHBIX OPTraHU3AIMOHHO-TIPABOBBIX (OPM; HMEIOIIETO HAaBBIKU pabOTHI C
KOH(QHUICHIIMATbHBIMU  JTOKYMEHTaMH B  YCJOBUSAX  NPUMEHEHHS  TPATUIMOHHOH H
aBTOMATH3HPOBAHHOM TEXHOJIOTHI 00pabOTKH.

3amaun AUCIUILTUHBI COCTOAT B CIIEIYIOIEM:

- U3YYUTh 3aKOHOJIATEIBHYIO u HOPMaTUBHO-METOIUYECKYIO 6azy
JOKYMEHTAIIMOHHOTO 00ecTieueHNsl KOH(PHUICHIIMATIBHOHN eI TebHOCTH;

- HAy4YUThCS TOHMMATh CYIIHOCTh IIPOLIECCOB, MPOUCXOAALIMX B O0JIACTH
KOH(HICHIINATIHHOTO IeTONPOU3BOJICTBA U BBIABIATH TEHACHIIUH €TI0 Pa3BUTHSI.

- TPUBUTH HABBIKHU MOATOTOBKU M W3JaHHU KOH(PHUICHIIMAIBHBIX JJOKYMEHTOB,;

- M3YYMTh TpaBWJIa OPraHM3alMM BCEX 3TamoB padoT ¢ KOH(UACHIHMATHHBIMH
JTOKYMEHTaMHU;

- OBJIQJIETh TEXHOJOTHUAMH 3AIIUTHI U 00paOOTKH KOH(UACHINAIBHBIX JOKYMEHTOB.

- U3y4YUTb OCHOBHBIC HANpABICHUS W METOJbl 3AIIUTHl JIOKYMEHTHPOBAHHOM
uH(pOPMALIUU OT Pa3IMYHBIX BUJOB YTPO3 B MPOLIECCE €€ CO3AaHus, 00pabOTKH, HCIIOIB30BaAHMS,
XpaHEHHUSI.

JucuuruinHa (MOyJb) HanpaBJieHa Ha (POpMUPOBaHUE CIIETYIOIUX KOMIIETCHIIHH:

[IK-38 — BriageHueM HaBbIKAMU pabOTHI C JOKYMEHTaMH, COJAEPKAIIMMHU MH(POPMALIUIO
OrPaHUYEHHOI0 JOCTYyIA.

B pesynbrare 0OCBOCHUS AUCHUILTUHBI (MOYJIsl) 00YYaIONUIUICS JOMKEH:

3HAaTh:

TpeOOBaHUS K  OpraHu3alMM M  TEXHOJOTMM  3aIlUThl  KOH(UACHIUATBLHOU
JOKYMEHTHUPOBAaHHOM HH(OpMAaIHH B Ipoliecce ee 00padOTKH U XpaHEHUSI.

YMers:

UCIIONIb30BaTh B Tpolecce 0OpaboTKM M XpaHEHHsS KOH(HUICHIHAIbHBIX JOKYMEHTOB

METOBI M CIIOCOOBI 3aLUTHI UH()OPMALIHH.
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Bnanets:

METOJIaMU  3aIUTHl KOH(PHUACHIMATHHBIX JTOKYMEHTOB OT HECAaHKIMOHHUPOBAHHOTO
JIOCTYyTa IIPU BBITIOJIHEHUH JI€JIONPOU3BOJICTBEHHBIX ONEPALIUA.

[To aucuunmuHe (MOIYIIO) MPEeIyCMOTPEHA MPOMEKYTOUHAs aTTecTanus B hopMe 3auera
C OILIGHKOM.

OO0mast TpyA0€MKOCTh OCBOSHUS TUCIUTUTHHBI (MOAYJIS) COCTABIISACT 2 3aU€THBIC SAMHHUIIBI.
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IIpuniaoxenne 2

JIUCT UBMEHEHUN
Ne TekcT akryanusauuu uiam npunaraemoiii K PITJT jokymenr, Hara Ne
Cofiep>Kallyii U3MEHEHUS MPOTOKOJIA
1. 1. O6HOBAEH CNUCOK UCMOYHUKOB U AUMEPAMYPbL 22.05.2017 e. Ne 10

2. ObHo8.1€HaA CMPYKMYPA OUCYUNAUHDBL O OUHO-3AOUHOLL U
3a04HOIL hopM 0OYUeHUA

2. 3. Obnosaen cocmas npopammro20 obecneuenus (I10),
COBPEMEHHBIX NPOecCUOHANbHBIX 6a3 Oanubix (B) u
uHgopmayuorno-cnpasounvle cucmem (MCC)

3. 1. O6HOBAEH CNUCOK UCMOYHUKOS U AUMEPAMYPbL 25.05.2018 e. Ne 10
2. ObHoBAeHA CMPYKMYPA OUCUUNAUHBL OASL 3AOYHOIL
opmblL 006yuerus

4,
3. Obnosaen cocmas npopammro20 obecneuenus (I10),
COBPEMEHHBIX NPOecCUOHANbHBIX 6a3 Oanubix (B ) u
uHgopmayuorno-cnpasoynvle cucmem (MCC)
5. 1. O6HOBAEH CNUCOK UCMOYHUKOS U AUMEPAMYPbL 22.06.2020 Ne 10

IIpunoscenue 2.1.

2.00H08.0eHa cMPYKMYPA OUCUUNAUHBL OASL OYHOLL, 3A0YHOLL
opm obyuenus

Ilpunoscenue 2.2.

6. 3. Obnosaen cocmas npopammro20 obecneuenus (I10),
COBPEMEHHBIX NPOhecCUOHANbHBIX 6a3 OanHbix (B ) u
uHgopmayuorno-cnpasounvle cucmem (MCC)
Ipunaoscenue 2.3

IIpunoscenue 2.1.

JIutepaTtypa (0CHOBHAsI)

OpranuzallioHHOE U TMPaBOBOE oOecmeueHne WHGOPMAIMOHHONW O€30MacHOCTH : yUeOHHWK U
npaktukyM s By30B / T. A. [lonsikoBa, A. A. Ctpenbuos, C. I'. UyOykosa, B. A. Huecos ; mox
penakuueit T. A. [TomsikoBo#, A. A. CtpenbiioBa. — Mocksa : M3natensctBo FOpaiit, 2020. —
325 ¢. — (Bricmiee oOpaszoBanme). — ISBN 978-5-534-03600-8. — Tekct : 37€KTpOHHBINA //
OBC KOpaiir [caiiT]. — URL: https://urait.ru/bcode/450371

Ilpunoscenue 2.2.
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Cmpykmypa oucuyuniaunvl (Mo0yns) 0na 04HOU hopMbl 00yUeHUA

(2020 200 naoopa)

OO0mas Tpy10EMKOCTh JUCHUIUIMHBI COCTAaBIIsIeT 2 3.€., 76 4., B TOM YHCJIC KOHTaKTHas paboTa
oOyJarommxcs ¢ nmpenojaBaresneM 28 9., CaMOCTOSTENIbHAS padoTa oOyyarormumxcs 48 4.

Bunsl yueOHoI paboThI

DopMBbI
(B yacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHAas -
No Paznen % yCneBacMoOCTHU,
w| 4
/1 HCIHUILIAHBI/ TEMbI ) ; =
AucH, E E g c% S g dbopma
S & % 5| 3 | mpomesxyTouHOM
[
= ~ § > =5 g 2 E Q & arTecraiyu (10
Q = = o
S 5 S |2 £l & 2% 2 cemecmpam)
= i = S 2 |l©e 3| &5
() () () a5 5|2 5 ©
Q = Q E 5B & =
1. | Pazpen 1. Benenue. |7 2 4 8 Onpoc
CoBpemeHHas Huckyccus na
HOPMAaTHUBHO- cemunape
npaBoBas 0aza Konmponvnvie
KOH(HICHIINATIHHOTO 60npOChbl
JIEIIOTIPON3BOICTBA
2. | Paznmen 2. 7 2 4 Onpoc
Konmponvnuie
ITonsarue,
80NPOCHI
0COOEHHOCTH U
OpraHH3aIvs
KOH(HICHIINATIHHOTO
JIEIIOTIPON3BOICTBA
3. | Paznmen 3. 7 2 4 6 Cobecedosanue
JIOKyMeHTHUpOBaHUE npu npueme
KOH(UICHITNATEHOM pe3yipmamos
uH(popManuu 8bINOIHEHUS
NPaKmu4ecKux
3a0anuil
4. Paznen 4. 7 2 2 8 Onpoc
Opranuzanus Juckyccus na
KOH(HICHIINATIHLHOTO cemunape
JOKYMEHTO00O0pOoTa Konmponvhvie
80NPOCHI
5. | Pazmen 5. 7 2 4 8 Cobecedosanue
npu npueme
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CucremaTtuzanus u pe3yibmamos
XpaHeHue 8bINOIHEHUS
KOH(UICHIINATEHBIX NPAKmMu4ecKux
JIOKyMEHTOB B 3a0aHull
JIEIIOTIPOU3BOICTBE
OpraHH3aIiH
6. | Paznen 6. 7 2 2 8 Onpoc
Juckyccus na
Obecneuenue cemunape
COXPAaHHOCTH H Koumponvhnuvie
KOH(HICHIINATLHOCTH 60npoceL
JOKYMEHTOB
7. 7 6 umoeoeas
3auéT ¢ OLEHKOMU KOHMPONbHAS
paboma
umoeo: 12 8 8 48

Cmpykmypa oucuyuniaunst (MoOy1s) 01s 3a04HOU hopmbl 00yUeHUA
(2020 200 naoopa)

OO0mas Tpy10EMKOCTh JUCIUIUIMHBI COCTAaBIIsIeT 2 3.€., 76 4., B TOM YHCJIE KOHTAaKTHas paboTa
o0yJaronuxcs ¢ mpenojapareyneM 8 4., caMoCTosTeIbHas paboTa oOydatonuxcs 68 4.

Bunsl yueOHoi paboThI Dopubi
(B gacax) TEKYLIETO
KOHTPOJIS
KOHTaKTHasi -
Ne Pasnen _ % yCIIEBaEMOCTH,
/0 | JAUCHUILTUHBY/TEMbI % oé Ci % é g bopma )
. 3 = > § S S MIPOMEKYTOUYHOM
e ~ = = 5[5 & g £| 8 ©f arrecramum (no
§ E S % = § = 82 2 cemecmpam)
o D) o af|s E|lg s O
Q = Q E sF & =
1. | Pa3nen 1. Beenenne. | 8 2 14 Onpoc
CoBpeMeHHast Konmponvnuie
HOPMAaTHUBHO- 80NPOCHI
npaBoBas 0aza
KOH(HICHIINATHHOTO
JIeTTOTIPON3BOICTBA
2. | Pazpen 2. 8 2 12 Onpoc
JIOKyMEeHTHUPOBaHHE Huckyccus na
cemunape
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KOH(HICHIINATLHON Koumponvnuvie
uHpopMauu 60npocwl
3. Pazpnen 3. 8 2 15 Onpoc
Opranusarnus Koumponvhuvie
KOH(UIEHITNATIEHOTO 60npocyl
JTOKyMEHT0000poTa
4. | Pazpen 4. 8 12 Onpoc
Juckyccus na
CucremaTtuzauus u cemunape
XpaHCHHC Konmponvhuie
KOH(UICHIINATEHBIX onpocel
JIOKYMEHTOB B
JIeTOTIPOU3BO/ICTBE
OpraHH3aIiH
5. 8 15 umoz2086ast
3auéT ¢ OLEHKOU KOHMPONbHAS
paboma
umozo. 8 4 68

Ipunoscenue 2.3.

Cocras nporpammuoro odecnevyenusi (I10), coBpemeHHbIX NpogecCHOHATBHBIX 0a3 TaHHBIX
(b)) n nungopmanmonHo-cnpasounbie cucrem (MCC) (2020 r.)

1. Ilepeuens IT1O

Nen Haumenoanue 110 ITpousBopuTens Crnoco6
/m pacnpocTpaHeHust
(uyen3uoHHOE UMY
€c80000HO
pacnpocmpanaemoe)
1. Adobe Master Collection CS4 Adobe JINIIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3. Windows 7 Pro Microsoft JIMIEH3NOHHOE
4. Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
5. Windows 10 Pro Microsoft JIMIEH3NOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMLIEH3MOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe
8. Zoom Zoom JINIIEH3MOHHOE

2. Ilepeuens B/ u NUCC
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Nerr

/n

HanmeHnoBanue

Me:xnyHapossblie pedpepatuBHbie HayKoMeTpudeckue B, focTynHble B pamkax
HanyoHaJbHO! noamicku B 2020 r.

Web of Science

Scopus

[TpopeccuonanbHble NoJHOTEKCTOBBIE b1, MOCTYNHbIE B paMKax HalMOHAILHON
nognucku B 2020 .

Kypnanbsl Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnainbl Taylor and Francis

[TpodeccuonanbHbie nosHOTEKCTOBbIE BT
JSTOR
N3nanus no o611ecTBEHHbIM U TYMAHUTAPHBIM HAyKaM
DnekTpoHHasi oudbmoreka Grebennikon.ru

KOMHbIOTeprIe CIIPABOYHLIC MTPABOBLIC CUCTEMBbI
Koncynbsrant Imoc,
I'apanT
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