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|. HosicHUTEILHAA 3AIHCKA

1.1.esqpb 1 327294 JTUCHUNJIMHBI (MOTYJIsA)

[lenp MUCHUTUIMHBI: TMOATOTOBUTH BBIMYCKHUKA, O0JAJAIOIIEr0 3HAHUSIMH IPABOBOTO
pETyJIUPOBaHMS JOKYMEHTAIIMOHHOTO OOecredeHrss KOH(HIECHIIMAIBHON AeSTeTbHOCTH
YUpEXKIEHUN Pa3IMYHBIX OPraHU3alMOHHO-TIPABOBBIX (OpM; 3HAIOIIEro cHernupuky u
0COOCHHOCTH PAa0OTHI C JOKYMEHTaMH OTPaHUYEHHOIO JIOCTyNa B YCIOBUSX MPUMEHEHUS
TPaIUIIMOHHON U aBTOMATU3MPOBAHHOW TEXHOJOTUH UX 00pabOTKH, YMEIONUM paboTaTh C

MEPCOHATIOM, UMEIOIIMM JAOCTYH K KOH(UICHINANBbHON nHpOopManuu

3amaun TUCIUIUIMHBIL:

- U3Yy4YEHHUE 3aKOHOJATEIHbHON M HOPMATHBHO-METOJAMYECKOM 0a3bl JOKYMEHTAIIMOHHOTO
obecnieueHrs KOH(DUIECHITUAIEHOM IeATETbHOCTH;

- H3YYCHHUE CYIIHOCTH TIPOIIECCOB, MPOHMCXOAIMUX B 00JacTH KOH(DUICHIUAIBHOTO
JIeTIOTIPOU3BOICTBA U BBISIBJICHUE TCHACHIIUHI €0 Pa3BUTH.
- H3Y4YCHHC OCHOBHBIX HaHpaBJ’IGHI/Iﬁ U METOAOB 3alllUThI HOKYMGHTHPOBaHHOﬁ
nH(pOpMAMM OT PA3TMYHBIX BHUAOB Yyrpo3 B IMpoIecce ee¢ Co3maHus, oO0paboTKH,
UCIONIb30BaHUs, XPaHEHHUS.

- U3y4YEeHHE BOIMIPOCOB, CBSA3aHHBIX C 0COOEHHOCTSIMH PA0OTHI C IEPCOHAIOM, TOMYIIICHHBIM

K KOH(UIeHIMaIbHON HHpOpMAaIKY OpraHU3aluy.

1.2.®opmupyemMble KOMIIETEHIHH, COOTHECEHHbIE € IUVIAHMPYEMBbIMHM pe3yJbTaTaMu

00y4eHus 0 AMCHMILINHE (MOIYJII0):

pelars 3a1a4y,
CBSI3aHHBIE C
[ICUXOJIOTHYECKUMU
OCHOBaMHU YTIPABJICHHUS B
YCIIOBUSIX peaibHO

Koapbl Conepxxanue Ilepeuenn MJIAHUPYEMbIX pe3yJbTaToB
KOMIIETEHIIUHA | KOMIIeTeHIUI 00y4eHHUs MO JUCHUILINHE
[ICK-2.3 Croco0OHOCTBIO 3HaTh:
BBISBIISTE, 0000IIATh, [IpaBoBble ¥  OpraHU3allMOHHBIE  OCHOBBI
AACKBATHO OLICHUBATH U C.]'Iy>KC6HOI71 OCATCIIBHOCTH C yquOM

TpeboBaHUil MHPOPMAIIMOHHON O0€30MacHOCTH,
SIBIISTFOIIIAXCSI 00SI3aTEIBHBIMU K TIPUMEHEHUIO B
CIIy’)keOHOM 1eaTeTbHOCTH

YMers:

peliaTh CTaHAapTHBIC CUTYAI[UH, BOSHUKAIOIIHE

JENCTBYIOINX B IpoeccnoHaNbHOM 1eSTENBHOCTH B YCIOBUAX
CITy’K€OHBIX peanbHO ASUCTBYIOLINX CITY>KEOHBIX
MOJpa3/IeJICHUI C MOJIpa3IeJICHHI, C y4€TOM COBPEMEHHBIX
y4ETOM TpeboBaHui K MH(OPMAITMOHHON 06€30MacHOCTH
OpraHU3aIlMOHHO- OpraHu3aIu.

MPABOBLIX OCHOB Bnaners:




CITy’)KeOHOM HaBBIKAMHU OOecTiedeHUs THPOPMALIMOHHOM
JeSITebHOCTH 0€30I1aCHOCTH B CIIy>KE€OHBIX IOJpa3IeICHUSIX
MIPU CO3/IaHUH U IPUMEHEHUN
MH(POPMALIMOHHBIX PECYPCOB B
podecCHOHABHON IeATEIbHOCTH

[1K-29 CnocoOHOCTBIO 3HaTh:
co0JIr01aTh B COBPEMEHHYID  HOPMAaTHBHO-TIPaBOBYIO  0asy
npoeCcCuOHATHLHON 3alIUThl  KOHQHUACHIMAIBHOH  HH(MOpMAIIHUH;
JeSITeTbHOCTH OCHOBHBIC TMOHSTHS WM TEPMHUHBI B O00JIACTH
TpeOOBaHUs MPABOBBIX | 3aIIUTHI HH(OPMAIMK; OCHOBHBIC HAIIPABIICHUSI,
aKTOB B 00/1aCTH CrocoObl M METOABI 3aluThl, O00pPaOOTKH,
3alHUTHI XpaHeHHs KOHPUICHIIMATbHON HHDOpMAITHH
rOCyJ1apCTBEHHOM YMeTs:
TaiHbBI U paboTaTh C MEPCOHAJIOM, UMEIOIIMM JIOCTYIl K
UH(POPMALIMOHHOM KOH(HICHIIMATHHON HHOpMAIIH
0€30IaCHOCTH, pa3pabaThiBaTh JIOKAJIbHBIC HOPMATHBHBIC aKThI
o0ecnieunBaTth B o0yacT  3am|Thl  KOH(HUICHIHAIHHON
cOOJTI0ICHHE peKUMa uH(bOopMaIuu (TMOJI0KEHHS, UHCTPYKIIUU U JIp.);
CEKPETHOCTH. BBITOJHATH ONEpaly Mo 00paboTKe U 3aIIuTe
KOH(HICHIIMATBHBIX JOKYMEHTOB;
Biagers:

3HAHUSMU COBPEMEHHOW HOPMATHBHO-TIPABOBOM
0a3pl 3aMUTHl WHPOPMAIMH, TEXHOJOTHUSIMU
00paboOTKM U 3alMThl  KOH(MUICHIMATBHBIX
JIOKYMEHTOB, @ TaKXK€ TEeXHOJIOTWsMH PAOOTHI ¢
MEPCOHAIOM, HWMEIOUIUM JOCTYl K TaKuM
JIOKYMEHTaM.

1.3.MecTto aucuMIJIMHBI (MOAYJIs) B CTPYKTYype OCHOBHOIi 00pa3oBaTe/IbHOI
NMPOrpaMmblI

Huctunnuna (Moayns) b.1.B.11 «KonduaenmnuanpHoe AEIOMTPOU3BOACTBO» OTHOCUTCS K
BapHaTUBHOMN YacTu OJIOKA AUCLHUILUIMH Y4€OHOTO IJIaHa.

Jlist OCBOEHMSI JAMCUUIUIMHBI (MOIYJsl) HEOOXOOMMBI 3HAHUS, YMEHHsS M BIIAJCHUSA,
c(OpMHUPOBAHHBIE B X0/1€ U3YUCHHS CIETYIOLUIMX AUCUUIUINH U TPOXOXKICHHS MPAKTHK:
«OcHOBBI poccuiickoro mnpasa», «MHPOpMaMOHHO-KOMMYHUKALIMOHHBIE TEXHOJOTUU U
uH(popMalnoHHasi 6e30nacHOCThY, «llcuxonorust kaapoBoro MeHeKMeHTay, «llcuxonorus
6e3omacHocTn» «llcuxonmoruyeckue ciayObl B OpraHU3aLUIX ).

B pesynprare OCBOEHHUS IUCHUIUIMHBI (MOXIyJsi) (GOPMHUPYIOTCS 3HAHUSA, YMEHUS U
BJIaJICHUSI, HEOOXOAUMBIE /IJIs1 U3YUEHHUS CIIEAYIONIeH JUCIUIUIMHBL U TIPOXOXKACHUS MPAKTHK:
«IIcuxonornueckoe obecreueHne CiaykeOHON aesTenpbHOCTHY, «OpraHuzarus otbdopa,

00y4YeHHs U OLIEHKH IepCOHaIay.




2. CTpyKTYypa IMCUMILIMHBI (MOTYJIs1)

Cmpykmypa oucyuniaunst (M0o0y1s) 011 0OYHOU hopmbl 00yUeHUSA

OO0mast Tpy10EMKOCTb AUCHMILIMHBI COCTaBIsACT 2 3.€., 72 4., B TOM YHCIIe KOHTaKTHas paboTa

00yJaronmMxcs ¢ nmpenojaparesneM 28 4., IpOMEKYTOYHAs aTTeCTaIUsI 4.,
caMocCTosTeIbHas paboTa 00yJaromuXxcs, B T.4. KypcoBas pabota 44 4.

Bugsl yaeOHOM paboThI

Dopmbl
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1. | Pasnen 1. Beenenue. 8 4 4 8 Cobeceoosanue
CoBpemeHHAs npu npueme
HOPMAaTHUBHO- pe3yibmamos
npaBoBas 0a3a 8bINOJIHEHUS
KOH(UIEHIINATEHOTO NPAKMUYECKUX
JICIIOTIPOU3BOICTBA 3a0anuil
2. | Pazgen 2. 8 2 4
ITonsTre, 0coOEHHOCTH Onpoc
n OpFaHI/I3aHI/I5{
KOH(UICHIINATBHOTO
JIEJIONPOM3BOICTBA
3. | Pazgen 3. 8 2 4 6 Cobeceoosanue
npu npueme
TexHOIOrNH 3aIUTE punp
11 0GpaGoTK pe3yibmamos
BbINOIHEHUS
KOH(UICHITHATBEHBIX
NPAKMUYECKUX
IOKYMEHTOB ~
™ 3a0aHull
4, Paznen 4. 8 4 2 8 Cobeceoosanue
npu npueme
Obecneyenune ple) 3yﬂf MaAmMOs
COXPAHHOCTH H
BbINOJIHEHUS
KOH(MUIEHIINATEHOCTH
NPAKMUYECKUX
OKYMEHTOB .
JIOKYM 3a0aHUll
5. | Pazgen 5. 8 4 2 8 Cobeceoosanue
npu npueme
Ocobennoctu padbOTHI pinp
pe3yibmamos




C TIEPCOHAJIOM, BbINOJIHEHUS
JOTYIIEHHBIM K NPAKmMu4ecKux
KOH(HUACHIMATBHON 3a0anuil
uHpOopMau
6. 8 10 umoeoeas
3auér KOHMPONbHAS
paboma
umozo: 16 12 44
Cmpykmypa oucyuniaunst (Mo0y1s) 011 04HO-3A0UHOU POpMbL 0OYUEeHUA
OO01mas Tpy10EMKOCTh JUCIUIUIMHEI COCTAaBIIsACT 2 3.¢., 72 4., B TOM YHUCJIC KOHTAKTHas pabora
00yJaronmxcs ¢ npenojasareieM 16 4., IpOMEKYTOYHAs aTTeCTaIUs 4.,
caMmocCTosTeIbHas paboTa 00yJaromuxcs, B T.4. KypcoBas pabota 56 u.
Bunbl yueOHOM paboThI
T P DopMBbI
(B yacax) TEKYIIETro
KOHTPOJIS
KOHTaKTHas -
No Pasen 3 yCIIeBaeMOCTH,
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Pasnen 1. A 2 4 12 Cobeceoosanue
CoBpemeHHast npu npueme
HOPMAaTUBHO- pe3yibmamos
mpaBoBast 0aza 8bINOJIHEHUS
KOH(UICHITHATEHOTO NPAKmMu4ecKux
JIeNIOTIPOU3BOICTBA 3a0anuil
Paznen 2. A 2
[TonsTue, 10 Onpoc
0COOEHHOCTH 1
OpraHH3aIHs
KOH(UIEHIINATIbHOTO
JIeIOTIPOU3BOICTBA
Paznen 3. A 2 2 4 12 Cobecedosanue
npu npueme
ObecrieueHue punp
pe3yibmamos
COXPAHHOCTH H
BbINOJIHEHUS]
KOH(PHUACHITMAITBHOCTH




JIOKYMEHTOB NPAKmMu4ecKux
300aHUll
Pasnen 4. A
Ocobennoctr padboOThI Cobeceoosanue
C TIEPCOHAJIOM, 2 5 12 npu npueme
JOTYIIEHHBIM K pe3yibmamos
KOH(HACHIMAITBHON BbINOIHEHUS
uHpOopMauu
A 10 Umoz206as
3a4eT KOHMPONbHAS
paboma
HATOTO: 8 8 56
3. Conep:xkanue TUCHUILIUHBI (MOTYJIs1)
Ne | HaumeHoBaHue pa3jena Conep:xkanue
AUCHUIIMHBI
1 [Ipenmer, 3a1auu ¥ 3HAYCHHE Kypca.

Pa3nen 1. Beenenue.

CoBpeMeHHAss HOPMAaTHBHO-TIPABOBAs
0a3a KOH(PUACHIIUATHHOTO JEIONPOU3
BOJICTBA

WNudopmanus u uapopmanmonHas 6€301acHOCTb.
JlokyMeHTHUpoBaHuEe HHPOPMAIUH KaK YCIOBHE
BKJIIOUEHUS HH(pOpMaluu B H”HPOPMAILIMOHHbIE
pecypcbl. MHpopmarus oliienocTynHas u
orpaHu4eHHoro aoctyna. Knaccugukarnus
UH(POPMALIMU OIPAaHUYEHHOTO JIOCTYTIA.
I'ocynapcTBeHHas TaliHa U KOHQUAESHIMATbHAS
nHpopmanus. Buasl koHpUaEHITMATBEHOM
nH(popManuu.

VYs3BuMocTh HH(GOpPMAIUK, €€ OCHOBHBIE (DOPMBI.
VYrpo3s! napopmaluu, BUasl yrpos3. Uctounuku u
CIOCOOBI 1eCTa0MITU3UPYIOIETO BO3ICUCTBHS Ha
JTOKYMEHTUPOBAaHHYIO HH(POPMALIUIO.
Hanpasienus, METO/IbI U CIIOCOOBI 3AIUTHI
KOH(HIEHIINATIbHON TOKyMEHTHPOBAHHOM
uHpopmanuu. Co3iaHnue HEOOXOAUMBIX YCIOBHI
JUTSL IPEIOTBPALICHUS YTPATHI U YTEUKH
nHpopManuii mpu o0paboTKe, XpaHEHUH U
WCIOJIb30BaHUS KOH(UICHIIMATBHBIX TOKYMEHTOB.
O3 PO «O6 nadopmaruu, nHGHOPMAITMOHHBIX
TEXHOJIOTUSX U O 3aIIUTE UH(OPMAITI KaK




OCHOBA IIPABOBOT'0 PEryJIUPOBAaHUs OTHOIICHUN B
cdepe 3amuThl HHGOPMAIIHH.

[IpaBoBoe€ perynupoBaHne OTHOIIEHUH, CBA3aHHBIX
C YCTaHOBJIEHUEM, U3MEHEHUEM U IIPEKPALLIEHUEM
peKuMa KOMMEPUYECKOH, CITyKeOHOW U IPYTUx
BUJOB TalH.

AKTYaJIbHOCTb Y 3HaU€HUE pa3pabOTKH JOKAIbHBIX
HOPMATUBHBIX aKTOB 110 KOHPHUACHIINATLHOMY
JIEJIONPOU3BO/ICTBY.

Paznen 2.

INousarue, 0COOEHHOCTH U
OpraHu3aIus KOHPHUICHIUATILHOTO
JIEJIONIPOU3BOICTBA

[loHsiTHE U OCHOBHBIE 33/1a4l KOH(PUAECHLINATBHOIO
Je0NpOon3BoAcTBA. OpraHn3alMOHHbIE U TEXHOJIOT
UYECKHe 0COOEHHOCTH KOH(UICHIIMATHLHOTO
nenonpousBojcTBa. OmpeneneHue cocraBa
U3/1aBa€MbIX KOH(QUACHIINAIbHBIX TOKYMEHTOB Ha
CTa/Iuy NOJArOTOBKH YEPHOBUKOB U MPOEKTOB
JIOKYMEHTOB. PerinaMeHTUpOBaHUE TEXHOJIOTHI
JOKYMEHTUPOBaHUA KOH(UIEHIMATbHON HH)OP-
Maiuu 1 paboThl ¢ KOHPHUACHINATHHBIMU
JIOKYMEHTaMHU.

PernamentupoBanue o0s3aHHOCTEN paOOTHUKOB,
JTOTMYIIEHHBIX K paboTe ¢ KOHPUIEHITUATLHBIMU
JIOKYMEHTaMH. Y CTaHOBJIEHHE NIEPCOHAILHOMN
OTBETCTBEHHOCTH 3a Y4€T, COXPAHHOCTh U MOPSJIOK
oOpallieHus: ¢ KOHPUAECHINATbHBIMU JTOKYMEHTAMH.
Opranu3zainoHHble GOopMbl KOH(DUIEHIINAIBHOTO
nenonpousBoAcTBa. OCHOBHas LIENb, 3a7a4U U
(GyHKIMU TOpa3iesie st KOH(UAESHIINATEHOTO
JIeNoNpon3BoicTBa. PazpaboTka monoxeHus o
NOJIpa3AeIEHNH, TOJDKHOCTHBIX HHCTPYKIUI
pabotHukaM. OCOOEHHOCTH HOPMUPOBAHUS Tpyia
pabOTHUKOB

no/ipa3iesieHns KOH(QUICHIIMAIBLHOTO JI€JI0IPOU3BO
JICTBA.

Paznen 3.

TexHonoruu 3amuThl 1 00paboOTKU
KOH(HICHIIMATIBHBIX JOKYMEHTOB

Lenu ornpeneneHus U periiaMeHTUPOBAHUS COCTaBa
M3/IaBaeMbIX KOH(PHICHIIMAIbHBIX JOKYMEHTOB.
[IpaBoBO€E OCHOBaHUE /JIsl YCTAHOBJIEHUS COCTaBa
nH(pOpMaILUK, OTHOCUMON K KOMMEPUYECKOM U
ciy>xeOHOM TaliHaM. DTanbl paboThI IO pa3zpaboTke
nepevyHeit nHGOpMaIiK, COCTABIISAIONICH
KOMMEPUYECKYIO U CITY)KEOHYIO TaifHBbI.
Odopmnenne OyMaKHBIX HOCUTEICH
KoH(puaeHIManbHON nHpopMarmu. Busr
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IEKTPOHHBIX HOCUTENEN KOH(DUICHIINATBHOM
UH(POPMALIUU U OCOOCHHOCTH UX 3aILUTHI
nHpopmanuu. PermamenTupoBanue 1ocrymna K
MEPCOHAIBHBIM KOMIIBIOTEPAM, UCTIOIb3yEMBIX IS
00paboTKK KOH(PUICHIIMATBHOM HH(OpMAINN; K
AJIEKTPOHHBIM HOCUTEISM KOH(UACHIIUAIEHON
UH(POPMALIMH, XPAHSIIUMCS BHE KOMIIbIOTEPA.

PexBU3UTHI, HACHTUPHULIUPYIOIIUE JOKYMEHTHI,
cojiepakalre nH(HOpMaIHIO, COCTABIIAIOLIYIO
KOMMEPUYECKYIO U CILY>KEOHYIO TalHbI KaKk
JOKYMEHTBI OTPAHUYCHHOTO JIOCTYTIA.

VYder Kak OCHOBHOE CPEJICTBO 00ECTICYCHHS
COXPaHHOCTH KOH(HUACHIHATBHBIX TOKYMEHTOB.
Bunst 1 crioco0b! yaera. TeXHOIOTHH ydeT
KOH(HICHIIMATIbHBIX JOKYMEHTOB B 3aBUCUMOCTH
OT BU/a yyerTa.

OnpeneneHne NOHATHS «3alLUILIECHHBINA
JOKYMEHTO000pOoT». [IpuHIMIIBI 1 0COOEHHOCTH
OpraHu3alH 3alUILEHHOI0 JOKYyMEHTO000pOTa.
PaspemuTenpHas cuctema g0cTymna K
KOHPUACHIIMAIBHBIM TOKyMeHTaM. OCHOBHBIE
3aauu CUCTEMBI ocTyma. [lomHoMouwHs
JOJDKHOCTHBIX JTUIL TTO Pa3pelieHnIo JOCTya K
KOH(HIEHIIMATIBHBIM JJoKyMeHTaM. [Topsaok
oopmieHns pa3pelieHui Ha T0CTYI K
KOH(UICHIIMATbHBIM JOKYMEHTaM.

[IpueM, npoxoxaeHUE U NOPSAAOK UCTIOTHEHUS
KOH(HUISHIINATBHBIX JOKYMEHTOB B OpTaHU3aIINH.
[Mopsimok moy4eHus, mepeiayn 1 Bo3BpaTa
KOH(HUICHIIMATBHBIX JOKYMEHTOB HCIIOTHUTEIISIMH.
Oco0eHHOCTH OpTaHU3aIUN UCTIOTHEHHS
KOH(HIEHIIHATIBHBIX JOKYMEHTOB.
CucrtemaTtu3anys 1 XpaHeHHEe KOH(OUACHIUATBHBIX
JIOKYMEHTOB B JICJIONIPOU3BO/ICTBE OPraHU3AIIUH.
Homenknarypa KoHpUIEHIMATBHBIX AET KaK
COCTaBHAsI YaCTh CHCTEMBI JOCTYIA K IOKYMEHTaM.
OcoGenHoctu hopmMupoBaHUs U 0POPMIIEHHUS
KOH(PHUACHITHATHHBIX JICII.

[MonroroBka KOHGUACHITHATEHBIX TOKYMEHTOB
JUTSL TIepeIavyl B apXUB OpTraHU3aIHH.
Oco0eHHOCTH TOATOTOBKY KOH(DUICHIINATBHBIX
JOKYMEHTOB K YHUUTOKEHHIO. TpebGoBaHMs K
TEXHUYECKUM CPEACTBAM YHUUTOKEHHS
JIOKYMEHTOB.
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Paznen 4.

Ooecrieuenue COXpPaHHOCTH u

KOH(HICHIIMAIBHOCTH JOKYMEHTOB

TpeboBaHMs K TOMELICHUSAM OPa3/ICICHUI
KOH(HUICHIINATLHOTO AEJIONPOU3BOICTBA U K
CIIy>k€OHBIM ITOMEIIEHUAM UCIIOJHUTENEH,
paboTarouux ¢ KOH(QUACHIIHATEHBIMU
JOKYMEHTaMH.

VYcnoBust Tpyaa, opraHusanysi 1 000pyaoBaHue
pabouux Mect. [lopsnok opopmienus nonycka
pabOTHHUKOB K KOMMEPUYECKOH U CITyKeOHOM
TailHaM ¥ 00y4eHus npasuwiiaM paloThI ¢
JIOKYMEHTaMu, 00ecrieueHus: UX COXPaHHOCTH U
KOH(UAEHIINAIBHOCTH.

[Topsinok obpatenus ¢ KOHPUACHITUATLHBIMU
JOKYMEHTaMH KaK CPEICTBO 00ecreueHMs UX
COXPAHHOCTH M IPEIOTBPALICHUS YTECUKH
cojiepxkaleiics B HUX uHpopmanuu. Peanuzanus
pa3pelnTENbHON CUCTEMBI IOCTyIIa K
KOH(UICHIIMATbHBIM JOKYMEHTaM.

[TpaBuiia paboThl IepcoHaa c
KOH(UACHIMAIbHBIMUA JJOKYMEHTaMH Ha OyMaKHBIX
U DJIEKTPOHHBIX HOCUTENSAX. Y CTAHOBIICHUS peKUMa
XpaHeHus1 KOHQUICHIIMATIbHBIX TOKYMEHTOB.
Iopsinok xpaHeHHs: KOH(PUICHIIMATBHBIX
JIOKYMEHTOB Ha pab04YMX MecTaX UCIOJTHUTEINEH.

[TpoBepku HaIM4MsI KOHPHUIEHIIMATBHBIX
JOKYMEHTOB KaK Ba)KHOE€ CPEJICTBO 0OecreueHus
KOHTPOJIS 32 COXPaHHOCTHIO KOH(PHIEHIIUATbHBIX
nokyMeHToB. Ha3zHaueHue, BUIbI ¥ IPUHIUIIBI
MIPOBEICHUS TIPOBEPOK HATHUUS
KOH(UIEHIIMATBHBIX JOKYMEHTOB.

Paznen 5.

OcoOeHHocTH pabOTHI C IEPCOHATIOM,
JIOMYIIEHHBIM K KOH(UASHIINATEHON
uH(popManun

[Ipuem u mepeBo COTPYIHUKOB Ha paboTy,
CBSI3aHHYIO C IOCTYIIOM K KOH(UACHIIUATHHON
nH(pOpMaIIUK OpraHU3aAIIH.

[Ipouenypa nogdopa kannuaatos. Hanpasnenus
MTOVMCKA KaH/MIaTOB HA TOJDKHOCTh, CBI3aHHYIO C
BIIaJIeHNEM KOH(PUACHIINATBHOU HHPOPMAIIUEH.
Henu u nmops1ok mpoBeAeHHs codeceJoOBaHUi ¢
KaHJIMJaTaMH Ha JOKHOCTh. CodeTaHue
TPaIUIIMOHHBIX KAIPOBBIX U MCUXOJIOTHUYECKUX
METOJIOB 0TOOpa KaHAnAaToB. M3ydeHue u
MPOBEpKa JOKYMEHTOB, MPEICTABICHHBIX
KaHJIMJaTOM Ha 10JDKHOCTh. [lopsnok odopmueHus
00s13aTeIbCTBA (COTTIAICHHS) O Hepa3TIallCHUH
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KOH(pUIeHIIMaIbHOH uHpopmauu. [Topsiok
oopMIIeHHs TPYIOBOIO 10I0OBOpa € paOOTHHUKOM,
UMEIOILUM JIOCTYT K KOHQUASHINATbHON
uHpopmanuu opranuzayu. @opMrupoBaHUEe €ro
anyHoro aena. Opranu3anus 03HaAKOMIICHUS
pabOTHUKOB C MpaBUIaMH PabOTHI C
KOH(HUICHIIMATHHBIMU JOKYMEHTAMHU.

Texymas pabota ¢ nepcoHanoM, o0IagaroIUM
KOH(puaeHIIMaIbHON HH(OpMaIuei.

OOyueHnue u cucreMaTH4eckoe HHCTPYKTHPOBAHHE
COTPYAHUKOB. MeToi1Ka 00y4eHUs! COTPYIHUKOB
npaBuiIaM 3auTel nHPopManuu. KonTposs 3a
co0II0ICHUEM [TEPCOHAIOM TPeOOBAHUM 110 3aIUTe
UH(OPMALIMU B €r0 OCHOBHBIE ()OPMBI. YUeT
CTETIEHU OCBEIOMJICHHOCTH COTPYAHUKOB B
KOMMEPUYECKOM U ClTy>keOHOM TaliHaxX OpraHu3aluu.
[IpoBenenue ciayxeOHBIX pacciael0BaHUN 1O
(dakTam yTeuku MHQOPMALUU U yTPaThl
KOH(HICHIIATIbHBIX JOKYMEHTOB.

Oco0eHHOCTH yBOJIbHEHUS paOOTHHUKOB, UMEIOLINX
JOCTYTI K KOH(PUACHITUATHLHON HHPOPMAIIUH.

[Topsimox yBosbHEHUS paOOTHHKA, IMEIOIIETO
J0CcTyMNa K KOHPUIeHIMaIbHON HHPOpMAIUH.
Opranuzanus 1 Nops0K IPOBEIEHUS
cobeceZI0BaHUs C YBOJIbHSIOIUMCS paOOTHUKOM.
AHanu3 NpuYMH YBOJIBHEHUS COTPYIHUKOB U
pa3paboTKa MporpaMMbl, HCKJIIOYAIOIIUE 3TH
HOPUYHHBI.

4. O0pa3oBaTesibHbIE TEXHOJIOTHH

No Buowl yueonoi
Haumenoseanue pazoena OoépazoeamenbHble mexHON0ZUU
n/n paoomul
1 2 3 4
1. | Pa3nen 1. Beenenue. Jlexrus 1, 2 Jlexmus ¢ UCIOJIL30BAHUEM
CoBpeMeHHass HOpMaTUBHO- BH/IEOMATEPHAIIOB
npaBoBas 0aza B .
BIIOJIHEHNE TTPAKTHYECKUX 3aJaHUI
KOH(UIEHITNATEHOTO IIpakTireckoe p a
3aHsaTHe 1
JIEIIOTIPOU3BOICTBA

IloaroroBka x 3aHITHIO C
WCIOJIb30BaHNEM HH(OPMAIIMOHHBIX U
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CamocrosTenbHas [3JICKTPOHHBIX PECYPCOB
pabora
2. |Pa3men 2. Jlexmus 3 Jlekuus ¢ uCoab30BaHUEM
BHJIEOMATEPHAIIOB
ITousarue, 0COOEHHOCTH U
Onpoc
OpraHu3aius
KOHQU/ICHIMATBHOTO IloaroroBka x 3aHIATHIO C
ACTIONPOU3BONCTEA CaMocTosiTenbHas |MCIIOIb30BaHUEM WH(OPMAIMOHHBIX U
pabora 3JIEKTPOHHBIX PECYPCOB
3. |Pa3men 3. Jlexnusa 4 Jleknus ¢ HCHOIb30BaHUEM
BUJICOMATEPHUATIOB
TexHOIOrnu 3aIuTEl 1
obpaborkn I[IpakTudeckoe BrinosiHeHUE TPAKTUYECKUX 3aJaHUIM
KOH(HUACHITHATBHBIX 3aHATHE 2
JTOKYMEHTOB
IloaroroBka x 3aHIATHIO C
CamocTosTenbpHas
pa6oTa UCIIOJIb30BaHUEM HH(OPMAIIMOHHBIX U
3JIEKTPOHHBIX PECYPCOB
4 |Pa3zgen 4. Jlekuusa 5 JIeknus ¢ uCcnoab30BaHNEM
BUJIEOMATEPHUATIOB
ObecrieueHre COXpaHHOCTU
1 KOH(PHUICHIIMATBHOCTH
NOKYMCHTOB IIpakriaeckoe BrinosiHeHUE MPAKTUYECKHUX 3aJaHUI
3aHsTHe 3
ITonroroBka K 3aHITHIO C
WCIIOIb30BaHUEM WH(OPMAIMOHHBIX U
CaMOCTOATENBHAS |371eKTPOHHBIX PECYPCOB
pabora
5 [Pa3pen 5. Jlexuus 6 Jlexnus ¢ UCIOJIL30BAHUEM
BUIEOMATEPHAIOB
OcobenHoctu paboThl C p
MIEPCOHAJIOM, JIONYIIEHHBIM
K KOH(I)HHCHHH&HBHOﬁ HpaKTI/I‘-IeCKOC Brinmonnenue MPAaKTUYCCKUX 3aﬂaHHI>'I
uHGopmaIIH 3aHATHE 4
IToaroroBka K 3aHSTHIO C
CamMocrosrenpHasg |MCIIOJIB30BAHUEM I/IH(i)OpMaHI/IOHHI)IX u
pabora 3JIEKTPOHHBIX PECYPCOB

5. Ouenka nJIaHUPyeMbIX Pe3yJbTATOB 00y4YeHHs

5.1. CucreMa oleHUBAHU A
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®opmMa KOHTPOJIS Makc. K0J1M4ecTBO 0aJ1JI0B
3a oany Bcero
padory

Texynui KOHTPOJIb:

8bINOIHEeHUe npaKkmuyeckux 3a0anuti (memol 1, 3-5) 15 b6annos 60 b6annos

[IpomexyTounas aTrecTanus 40 6annos

(nucomennviti omeem na 4 eonpoca 6 popme 3auema ¢

OYeHKoll)

HToro 3a cemectp (Oucyuniumy) 100 6annos

[Tonmy4yeHHBIM COBOKYMHBIN pe3yabTaT KOHBEPTHPYETCS B TPAIULIMOHHYIO KAy OLIEHOK U B
HIKay olleHoK EBporeiickoii cucteMsl nepeHoca 1 HakorieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B coOoTBETCTBUM € TaOIULIEH:

100-6ambpHas Tpa O As KaTa Ixana

[IKajIa PaHIo ECTS

95 -100 A
OTJINYHO

83-94 B

68 — 82 XOpOIIIO 3a4TCHO C

56 — 67 D
YIOBJIETBOPUTEIHHO

50 - 55 E

20-49 FX
HEYOBJIETBOPUTEIILHO HE 3a4TEHO

0-19 F
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5.2.KpuTepuu BbICTABJIEHHSI OLIEHKH M0 JUCUMUILIIUHE

Banany/

HIxkana
ECTS

OuneHka mo
JTUCHUILIMHE

Kpurepun onenkn pe3yabTaToB 00y4eHHUs 110
AUCLHMILIAHE

100-83/
AB

«OTIIMYHOY/

«3a4TEHO
(oTm4HO)»/

«3a4YTCHO»

BricraBnsiercst o0yuaromemMycs, eciu OH rITyOoKo 1
IIPOYHO YCBOWJI TEOPETUYECKUN U NIPAKTHYECKUI
MaTepuai, MOXXET IPOJEMOHCTPUPOBATh 3TO Ha 3aHITUSX
U B XOJI€ IPOMEKYTOYHON aTTECTALlUN.

OO0yyaromuiics HCYEPIIBIBAIOIIE U JTOTHYECKH CTPOHHO
u3naraet yueOHbI MaTepua, yMeeT YBSI3bIBaTh TEOPHIO C
MPAKTUKOM, CIIPABIISCTCS C PEIICHUEM 3aj1a4
npodeccnoHanbHOM HAIPaBICHHOCTH BHICOKOTO YPOBHS
CJIO)KHOCTH, MPABHIIBHO 000CHOBBIBAET IPHHSATHIC
penieHusl.

CB00OIHO OpUEHTUPYETCS B y4EOHOH U
npogeccuOHALHOMN JINTEpaType.

OneHka no JUCHUILIMHE BBICTABIISIOTCS 00ydaronemMycs ¢
Y4ETOM PE3YIbTATOB TEKYIEW U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerenium, 3akpeniéHnble 3a AUCIHUIUIMHOM,
c(hopMHUPOBAHBI HA YPOBHE — «BBICOKHI.

82-68/

«XOPOIIO»/

«3aYTEHO
(xoporto)y/

«3a4YTCHO»

BricTaBnsiercs o0y4aromemMycsi, €Cii OH 3HaeT
TEOPETHUYECKUH U MPAKTUYECKUI MaTEpHall, TPaMOTHO U 10O
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJI€
MIPOMEKYTOUYHON aTTECTAllNU, HE JHOIYCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicss IpaBUIbHO IPUMEHSET TEOPETHUECKHE
[IOJI0’KEHUS IIPU PELICHUH IIPAKTUYECKUX 3a/1a4
npogeccHOHaTbHON HANPaBIEHHOCTH Pa3HOIO YPOBHS
CJIO’KHOCTH, BJIa/Ie€T HEOOXOJUMBIMH ISl ’TOTO HABBIKAMH
U IPUEMAMH.

JlocTaTouHO XOPOIIO OPUEHTUPYETCS B YICOHOU 1
npodeccuoHabHOM TUTEpaType.

OreHka 1Mo JUCHHUIUIMHE BBICTABISIOTCS 00YYaIOLIEMYCs C
y4€TOM PE3YJIBTATOB TEKYILEH U IPOMEKYTOUHON
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Banany/
HIkaJuaa
ECTS

Onenka o
JTUCIHUIIINHE

Kpurepun oueHKH pe3yJibTaTOB 00y4eHHs 110
AMCHMILINHE

aTTeCTaluu.

Komnereniuu, 3aKkpeniénnble 3a JUCUUILTMHON,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHIi.

67-50/
D,E

«YIOBIIETBOPH-
TEJILHOY/

«3aYTEHO
(ynoBneTBopu-
TEJBHO)»/

«3avYTCHO»

BricraBnsiercst o0yyaromemycs, €Cii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U IIPAKTUYECKUNA MaTepual,
JIOITyCKAET OTAEIbHBIE OMMOKH MPH €T0 U3JI0KECHUH Ha
3aHATHUSX U B XOJI€ IPOMEKYTOUHOM aTTECTALUM.

OOyyaromuiics UCTBITHIBAET OMPeIeIEHHbBIC 3aTPYAHCHUS
B IPUMEHEHHUH TEOPETUYECKUX MOJIO0KEHUN MTPU PELICHUN
MPaKTUYECKHX 33724 MPO(eCcCHOHALHOM HAIIPaBICHHOCTH
CTaHJAPTHOI'O YPOBHSI CIIOAKHOCTH, BJIaJICET
HEO0OXOIUMBIMHU ISl 5TOTO 0a30BBHIMH HAaBBIKAMU U
MpUEMAMHU.

JleMOoHCTpUpYyeT JOCTaTOYHBIM ypOBEHb 3HaHUS y4eOHOI
JIUTEPaTypsl 110 AUCLUIIIMHE.

OneHka 1o JUCHHUIUIMHE BBICTABISAIOTCS 00YJaIOIEMYCs C
y4€TOM PE3YJIBTATOB TEKYIIEH U IPOMEKYTOUHON
aTTECTALlUN.

Komniereniuu, 3akpeni€éHnble 3a JUCUUIITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «IOCTATOYHBIN).

49-0/
F.FX

«HEYJOBJIETBOPUTE
JIBHOY/

HEC 3a4TCHO

BrictaBnsiercs oOyuaromemMycs, €Ciii OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKUIA U MPAKTUUECKUI
MaTepHal, JoMycKaeT rpyoble OIIMOKU TP ero
U3JI0’KEHUU Ha 3aHATHAX U B XOZE MPOMEKYTOUHON
aTTeCTallUN.

OOyyaromuiics UCIIBITHIBAET CEPhEIHBIE 3aTPYAHEHUS B
MPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH MPHU pelIeHUH
MPaKTUYECKHX 3aj1a4 MPpo(hecCHOHAbHOM HallpaBI€HHOCTH
CTaHJIapTHOI'O YPOBHS CII0)KHOCTH, HE BJIa/I€ET
HE0OXOIMMBIMHU ISl 5TOTO HaBbIKAMU U TIPUEMaMHU.

JleMoHCTpHpYeT (pparMeHTapHbIe 3HaHUS YIeOHOH
JIUTEPATYypPHI 110 TUCLHUIIIVHE.

OneHka no JUCHUILTMHE BBICTABIISIOTCS 00ydaromemMycs ¢
Y4ETOM PE3YIbTATOB TEKYIIEH U MTPOMEKYTOUHOMN
arTecTaluu.
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Bbanabl/ Ouenka no Kpurepun oueHKH pe3yJibTaTOB 00y4eHHs 110
Hxana AUCHHUILINHE AMCHMILINHE
ECTS

KomnereHuu Ha ypoBHE «10CTaTOYHBINY, 3aKpEINIEHHbIE
3a AMUCUUIUINHON, HE C(OPMHUPOBAHBI.

5.3. OneHovHble cpeacTBa (MaTEepHAJIbl) AJISl TEKYIIEr0 KOHTPOJIS yCIIeBaeMOCTH,
NPOMEKYTOYHOM aTTecTANMU 00y4aroIUXCcs M0 JUCHUILIUHE (MOOY10)

IIpumepHvie onpocwvl k KonmpoavHou pabome Ne 1:

1.  IIpaBoBoe perynupoBaHH€ OTHOIICHUM, CBS3aHHBIX C YCTAaHOBICHUEM, U3MEHEHHEM U

MPEeKpalEeHUEM peKIMa KOMMEPUECKON TailHbI.

2.  Tlopsimox obparieHus co ciay)eOHOH HHPOpMaIUeii OrpaHUICHHOTO PACIIPOCTPAHCHHUS
B (heZiepabHBIX OPTaHax BJIIACTHU M IMOJABEIOMCTBEHHBIX UM OPTraHU3aIUsX.

3. OcoOeHHOCTH MPAaBOBOTO PETYIUPOBAHMS UHPOPMAIINH, COCTABIISIONICH

poeCCHOHATILHYIO TalHY.
4.  Opra"u3aiMOHHBIE U TEXHOJIOTHYECKHE OCOOCHHOCTH KOH(DHUICHIIMATIBEHOTO

ACJIOIPOU3BOJACTBA

IIpumepnsvie sonpocel Kk KOHmMpoabHOU pabome Ne 2:

1. OcobeHHocTu mpreMa Ha paboTy pabOTHUKOB Ha padOTy, CBSI3aHHYIO C JOCTYIIOM K
KOH(UICHIMATBbHON HH(OPMaLUK OpraHU3alIiH.

2. B yem 3akiogaercs Tekyas paboTa ¢ HEpCOHAIOM, JIOMYILIEHHBIM K
KOH(HIEHIIMATBHON MH(OPMAIIMK OpraHU3aIuH?

3. Kakum 00pa3oM ocymiecTBIsSeTcs perjiaMeHTanus 00s13aHHOCTE! JOIKHOCTHBIX JIMIL,
CBSI3aHHBIX CO cOOpOM, 00pabOTKOM U XpaHeHHEeM KOH(UACHIIMAaTbHOU nHpopMaun?

4. Oco0eHHoCTH yBOJIBHEHUS (PacTOPKEHUS TPYAOBOTO JOIOBOPA) C paOOTHUKAMH,

JOMYIICHHBIM K KOH(I)HHCHHH&HBHOﬁ I/IH(I)OpMaI_[I/II/I OpraHu3alvu.

Cnucox BONPOCOB 1Jisl IPOMEKYTOYHOM aTTeCTANMH N0 JUCHUILIHHE:
1. JlaTe XapaKTepHCTUKY OCHOBHBIX HOPMAaTHBHBIX IPABOBBIX aKTOB B 00JaCTH
KOH(HIEHIIMATIHLHOTO eT0NPOU3BOJICTBA.

2. KakuMm 006pa3om oCyIecTBISIETCS TIPABOBOE PETYIUPOBAHNE KOH(PUICHITUATBLHOM
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nHpopManuy (Ha IpuMepe: MePCOHATBHBIX JIaHHBIX, KOMMEPYECKOH TaifHBbI,
CITy»XKeOHOU TaiHbI, TpodecCuoHaTLHOM TalHBI U JP. )

3. Ilepedyenp nHpopmanmu, COCTABIAIONIEH KOMMEPUYECKYIO TaiHy (Leib pa3paboTKHy,
€ro Ha3HAa4YeHHUE U MOPSAIOK Pa3pabOTKH)

4. Tlepeuenn uH(pOpPMAIIH, COCTABIAIONICH CITy)KEOHYIO TailHY (11eJ1h pa3pabOTKH, €ro

Ha3HAYCHHE U MOPSIO0K pa3pabOTKH)
TpeboBanus K opraHu3anuy KOHOUICHINAIBHOTO JEONPOU3BOACTBA B YUPEKICHHH.
OcobenHocty paboThl ¢ KOH(DUACHINAIBHBIMUA JOKYMEHTAMH B YUPEKACHUU.

Tpe6OBaHI/IH K OpraHu3anuvy 3alluICHHOT O I[OKYMGHTOO60p0Ta B YUPCIKACHUU.

© N o o>

TpeboBaHus K 00eCIEUeHUI0 COXPAHHOCTH U KOH(UACHIUAIBHOCTH JOKYyMEHTOB B

JeJI0NIPOU3BOACTBE OPraHU3alHH.

9. Tlopsmok oOpamieHust UCTIONHUTENEH ¢ KOH(PUICHINATBHBIMHA JOKYMEHTAMHU.

10. Ha3nauenwue, BU/Ibl ¥ IPUHIIMIIBI IPOBEACHUS IPOBEPOK HATMUYUS KOH(DUICHIUAIBHBIX
JOKYMEHTOB.

11. MucTpyKius mo KOH(GUICHINATEHOMY JIEITOIPOU3BOJICTBY KaK OCHOBHOM JIOKYMEHT,

peraaMeHTHPYIOLINH MOPSIIOK 3alIUThl 1 00paOOTKH TOKYMEHTOB B YUPEKICHUU.

11. ITpuHIUIBI TOCTPOCHUS U 3a]1a4l CUCTEMBbI JOCTYIa K KOH(UACHIIMAIBHBIM
JOKYMEHTaM.

12. Kakum 00pa3oM MOKHO pa3rpaHHYUTh JOCTYIT UCIIOHUTENEH K KOH(UACHITHATEHBIM
JTOKyMeHTaMm?

13. Onpenenute NopsAAOK AOCTYIA K IEPCOHATILHOMY KOMIIBIOTEPY, CEPBEPY, KOTOPHIE
UCTOJIB3YIOTCS sl 00pabOTKH KOH(UASHINATBEHON HHDOpMAIUH.

14. Kakum o0pa3oM MOXKHO OPTaHHU30BATh JOCTYII K 3JIEKTPOHHBIM HOCUTEISAM
KOH(UICHIMATbHON HH(pOpMaLY, XpaHsllelcs BHe KoMIbloTepa?

15. Kakum 00pa3oM J10JIKEH OCYLIECTBISATHCS IPUEM U TIEPEBOJ] COTPYTHUKOB Ha padoTy,
CBSI3aHHYIO C JIOCTYIOM K KOH(pUIEHIHATbHOM nHpopMauu?

16. ITouemy B opraHu3ariii He0OX0IMMa IMOCTOsTHHAS paboTa ¢ mepcoHaiam,
JOTYIIEHHBIM K KOHPUACHIINAIbHOU nHpOopManun?

17. B yeMm 3akito4aeTcs TeKyIas paboTa ¢ IepCOHAIOM, JOMYIIEHHBIM K
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KoH(puACHITMaIbHONU nHpOpMaruu?
18. B 4em cocTosT 0COOEHHOCTH YBOJIBHEHUS PAaOOTHHUKA, UMEIOIIETO JOCTYIT K

KoH(puaeHIMaTbHON nHpopMarmu?

6. YueOHO-MeTOAUYeCcKOe M1 MH(OPMAIMOHHOE 00ecTiedeHue N CIUTIINHbI

6.1. CHHCOK HCTOYHHMKOB U JIUTEPATYPbI

HcTouynuku

OcHoBHBIC
®enepanbHhblii 3akoH oT 27 uronst 2006 r. N 149-D3 "O6 undopmaruu, vHGOPMALTMOHHBIX
TEXHOJIOTUSX U O 3aIIuTe HHpOopMaIimy. [ DNeKTpoHHBIH pecypc]// CipaBOYHO-TIONCKOBAs
cucreMa «Koncynerantllmrocy. URL:
http://www.consultant.ru/document/cons_doc_LAW 6179/
®enepanbubiii 3ak0H 0T 27.07.2006 Ne 152-03 «O nepcoHanbHBIX JAHHBIX». [DIEKTPOHHBIN
pecypc]// CnpaBouno-morickoBass cucrema «Koucymnprantllmoc». URL:www.consultant.ru »
document » cons_doc_LAW 61801/
®enepanbHblil 3ak0H 0T 29.07.2004 Ne 98-D3 «O koMMepuecKoi TaitHe». [DJIEKTPOHHBIN
pecypc]// CnpaBouno-niouckoBas cuctema «KoncynsrantlLrocy». URL:
http://www.consultant.ru/document/cons_doc_LAW_48699/
3akoH Poccuiickoit ®enepauun ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOH TaiiHE».
[DnexTponnsIit pecypc]// CripaBouno-mouckosas cucrema «Koncymprantlmtoc». URL:
http://www.consultant.ru/document/cons_doc_LAW 2481/
Va3 [Ipe3unenta PO ot 06.03.1997 Ne 188 «O06 yrBepxkaenuu Ilepeuns cBenenuit
KOH(PHUACHITMAIBHOTO XapakTepay. [DIeKTpoHHBI pecypc]// CrnpaBOYHO-TIOMCKOBAs CHCTEMa
«Koucyasrantlmroc». URL: http://www.consultant.ru/document/cons_doc_LAW_13532/
Va3 I[Ipe3unenta PO ot 30 HosOpst 1995 r. Ne1203 «OO0 yTBepKAeHUN TIEpeUHs CBEICHUH,
OTHECEHHBIX K TOCYapCTBEHHOM TaitHe». [DnexkTpoHHbIH pecypc]// CrpaBoUHO-TOMCKOBas
cucrema «Kouncynprantlmtocy». URL:
http://www.consultant.ru/document/cons_doc_LAW 8522/
[TocranoBnenue IlpaButenscta PO ot 03.11.1994 Ne 1223 «O06 yrBepxaenuu Ilonoxenus o
nopsiike oOpalleHuss co CIy)KeOHOH uHpopMaluel OrpaHWYeHHOTO0 pPACHpPOCTPAHEHUS B
denepanbHBIX OpraHax HWCIOJHUTEIbHON BIACTH YHIOJHOMOYEHHOM OpraHe yIpaBieHUS

HCIIOJIF30BAaHUEM  aTOMHOM OHEpIruu W YIIOJIHOMOYCHHOM  OpraHe¢ 110 KOCMHYECKOM


http://www.consultant.ru/document/cons_doc_LAW_48699/
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JIEATEIILHOCTH. [D1eKTpOHHBIH pecypc]/ CnpaBoOYHO-TIOMCKOBAs cucrema

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

['paxxnanckumii konexce Poccuiickoii @enepanuu (4acts 4). [DnexTpoHHbI pecype]// CipaBodHO-

nouckoBas cucteMa «Koncynprantllmoc». URL:

http://www.consultant.ru/document/cons_doc_LAW_ 64629/

Oenepanbubiii 3ak0H 0T 09.02.2009 Ne 8-d3 «O06 obecnedeHun noctyna K HHOOpPMALUU O

JESATEIbBHOCT  TOCYJApCTBEHHBIX OPraHOB M  OpPraHOB  MECTHOTO  CaMOYIIPABJICHUSI.

[Onextponnsliii  pecypc]/ CnpaBouno-mouckoBasi cuctema «Koucynprantllmroc». URL:

http://www.consultant.ru/document/cons_doc_LAW_ 84602/

[Tpuxaz denepanbHoro apxuBHoro areHtctBa oT 11.04.2018 Ne 44 «O0 yTBepkIeHUU

[TpriMepHOI HHCTPYKLIMHU IO JIEIONPOU3BOJCTBY B FOCYIAPCTBEHHBIX OPTaHU3ALIMSIX ).

[OnextponHblii  pecypc]// CnpaBouno-nouckoBas cuctema «Koncynbrantllmtoc». URL:

http://www.consultant.ru/document/cons_doc_LAW_ 305137/

[Tpuka3 MunncrepctBa P® mno namoram um cbopam ot 03.03.2003 Ne BI'-3-28/96 "O06

YTBEPXKACHUM TOpsSAKa AOCTyNa K KOH(MUICHIHMATbHOM HH(GOpMalMu HAJIOTOBBIX OpraHoB'.

[DnexTponHbIii pecypc]// CnpaBouHo-niouckoBas cuctema «KoncynprantlLmtoc». URL:

http://www.consultant.ru/document/cons_doc_LAW 41541/

Jlureparypa

OcHoBHast
Koudunenmnuansnoe Aem10Mpon3BOACTBO U 3aIUIICHHBIN AIEKTPOHHBIA  TOKYMEHTOOOOPOT :
[yaeonuk] / H. H. Kynses, A. C. demymikun, T. B. Kongpamosa, A. I'. ®aGpu4HOB ; 1o oo1I.
pen. H. H. Kynsesa. - 2-¢ u3j., nepepa0. u jom. - Mocksa : Jloroc, 2013. - 497 c.

AononHutenbHan
beikoBa T.A. JIokyMeHTalIMOHHOE 0OeCIIeUeHUe YIIpaBIeHHUs (JIETOIPOU3BOICTBO)
[DnexTpoHHEIH pecypc] : yaeOHOoe ocoome / T. A. beikora, T. B. Ky3nernosa. - 2-e u3.,
nepepad. u gom. - Mocksa : Madpa-M, 2018. - 304 c. — Pexxum nocryna: URL
http://znanium.com/go.php?id=942800

7. MarepuaJIbHO-TeXHHYECKOe o0ecneyeHue TUCHUILUIUHBI (MO1YJIs1)
B kadecTBe MaTepHalbHO-TEXHUYECKOTO 00eCIIeYeH s TUCIUTUTHHBI TOTPEOyeTCs HE00X0uMOoe

IUIst 00y4eHust 000pyJ0BaHKE, AEMOHCTPALMOHHbIE IPUOOPHI, MyJIbTUMEAUIHBIE CPECTBA.


http://www.consultant.ru/document/cons_doc_LAW_305137/
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TpebGoBanusi K ayguTOpUsSIM — ayIUTOPHUS JOJDKHA OBITh OCHAIllEHA KOMIIBIOTEPOM,

IMPOCKTOPOM U SKpaHOM JJIA HNPECACTABICHUA SJICKTPOHHBIX HpGBGHTaHHﬁ.

[IporpaMMHBIE CpencTBa, 3aJ€HCTBOBAHHBIE B Tpolecce OO0ydeHHs: O(UCHBIA MaKeT

npuioxenuit Microsoft Office.

8. Ob0OecneuyeHue o0pa3oBaTeJIbLHOIO Mpolecca Uil JHI € OrPpaHUYeHHBIMHU

BO3MOKHOCTSAIMH 310POBbA U UHBAJIU/I0B

B xone peanuzanuu AUCHUTUITMHBI HCTIONB3YIOTCS CIEAYIOUINE TOTIOTHUTENbHbIE

METOJIbI O0YYEHHSI, TEKYIIEr0 KOHTPOJIS YCIEBAEMOCTH U MPOMEKYTOUHON aTTeCTalluu
06yqalonmxcs{ B 3aBUCHUMOCTH OT UX MHAUBUAYAJIbHBIX OCOOEHHOCTEH:

o JUTSI CTICTIBIX M CTTAa00BUISIINX:

- JeKIuu OQOPMIISIOTCS B BHJIE JJICKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TIOMOIIBIO
KOMIIBIOTEpA CO CIEeLUaTIN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- THCbMEHHbIC 3aJ]aHMs BBIMOJHSIOTCS Ha KOMIBIOTEPE CO CHEIHATU3UPOBAHHBIM
MPOrpaMMHBIM 00€cTiedeHUEM, UM MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM,;

- obecnieunBaeTCs MHIWBUIyaAIbHOE paBHOMEPHOE ocBeleHne He meHee 300 Jrokc;

- JUIS BBIIOJIHCHUS 3aJIaHUsl TIPH HEOOXOJWMOCTH MPEIOCTABIISCTCS YBEITHYUBAIOIIECE
YCTPOMCTBO; BO3MOYKHO TaKKe UCIIOJIb30BAaHHE COOCTBEHHBIX YBETUUHMBAIOIINX YCTPOUCTB;

- MUCbMEHHBIE 3a/1aHusl OPOPMIISFOTCS YBETHUEHHBIM HIPUPTOM;

- DK3aMeH U 3a4€T MPOBOJATCS B YCTHOW (hOpMe WM BBINOJHSIOTCS B NMHCbMEHHOMN
dbopme Ha KOMITBIOTEpE.

o JUTSL TITYXHUX ¥ CIa00CTBIIIAIIHX

- JeKiuu O(OpMIIAIOTCS B BHUJIE SJIEKTPOHHOTO JOKYMEHTa, JTUOO MpeqoCTaBIsSETCS
3BYKOYCHJIMBAIOIIIAs anaparypa HHANBUAYAIBHOTO TIOJTb30BaHUS;

- IMCbMCHHBIC 3a/IaHUs BBIMTOJIHAIOTCSA HA KOMITBIOTECPE B MHUCbMEHHOU Q)opMe;

- DK3aMEH M 3a4€T NPOBOAATCS B NMHCbMEHHON (opMe Ha KOMIBIOTEPE; BO3MOXKHO
poBeJIcHUE B JOpME TeCTUPOBAHUS.

° JUIA JINL ¢ HApYILIEHUAMU OIIOPHO-IBUTAaTEILHOTO alapara:

- JeKuu OQOPMIISIOTCS B BUIE IJIEKTPOHHOTO JAOKYMEHTA, JOCTYIMHOTO C TOMOIIBIO
KOMITLIOTCPA CO CIICHUATIM3UPOBAHHBIM IPOI'PAMMHBIM O6CCHC‘ICHI/IGM;

- THCbMEHHbIE 3aJ]aHMsl BBIMOJHSIOTCS Ha KOMIBIOTEPE CO CHEHHATU3UPOBAHHBIM

MIPOrPaMMHBIM 00eCTIeYeHUEM;
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- DK3aMeH U 3a4€T MPOBOJATCS B YCTHOW (hOopMe WM BBINOJHSIOTCS B MHCbMEHHOMN
dbopMe Ha KOMITbIOTEDE.

[Tpu HEOOXOMMMOCTH MpEyCMaTPUBACTCS YBEITUUYEHUE BPEMEHHU ISl TIOATOTOBKU OTBETA.

[Iponienypa  mpoBeAeHHsT  NPOMEXKYTOYHOM  arTecTau Uit OOy4aroIuxcs
YCTaHABIMBACTCS € YYETOM UX UHAMBHUAYAIbHBIX IMCUXO(U3MUYECKHX OCOOEHHOCTEH.
[TpomexxyTouHast aTTecTalys MOXKET IPOBOIUTHCS B HECKOJIBKO 3TAIOB.

[Tpu mpoBeneHNH TPOLEAYPHl OLECHUBAHUS PE3YIBTAaTOB OOy4YeHHS MPEAyCMAaTPUBACTCS
UCTIOJIb30BAaHNE TEXHUYECKUX CPEACTB, HEOOXOAUMBIX B CBA3M C HWHAWBUAYAJIbHBIMH
OCOOCHHOCTSAMU OOY4YalOIIUXCsl. DTU CPEACTBA MOTYT OBITh MPEIOCTABICHBI YHHUBEPCUTETOM,
WJIM MOTYT HUCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUUECKUE CPE/ICTBA.

[IpoBenenne mpoueAypbl OLECHUBAHHUA PE3YNBTaTOB OOYYEHHUS JOMYyCKaeTCsl C
UCTIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHIA.

ObecnieunBaeTcs JOCTYN K MHPOPMAIIMOHHBIM U OUOIHorpaduyeckuM pecypcam B CETU
WuTtepHer s Kaxkaoro oOywaromierocss B ¢opMmax, aJalnTUPOBAHHBIX K OTPaHUYEHHUSM HX
3JI0POBBSI ¥ BOCTIPHSITUS HHPOPMALIH:

® JIJIS CIIENBIX U CAaOOBUISIINX:

- B IeyaTHOM (hopMe yBEeJIMYEHHBIM HIPU(TOM;

- B (hopMe 3IEKTPOHHOTO TOKYMEHTA;

- B (hopMme ayanodaiina.

® JUIS TIYXHX M CIa0O0CITBIIIAIIHX:

- B meyaTHoH (opme;

- B (hopMe 3JEKTPOHHOTO JJOKYMEHTA.

e 117151 O0yYarONIMXCs ¢ HApYIIEHUSIMU OTIOPHO-ABUTATEIBHOTO anmnapara:

- B Ie4aTtHoO (opme;

- B (hopMe 3IEKTPOHHOTO TOKYMEHTA;

- B (hopMme ayanodaiina.

VY4ueOHble ayAUTOPUM JUISI BCEX BUJAOB KOHTAKTHOW W CaMOCTOSTENILHOW paloThI,
HayyHas OuWOIMOTeKa W WHBIE TOMENICHHUs i OOyYeHHUS OCHAIICHBI CIEUATbHBIM
000pyI0BaHNEM U YI€OHBIMU MECTaMHU C TEXHUYECKUMHU CPEACTBAMHU O0OYUICHUSI:

® JIJIS CIIENBIX U CIAOOBUISAIIIHX:

- YCTPOMCTBOM Jisl CKaHUpoBaHus U ureHus ¢ kamepoit SARA CE;
- mucruieeM bpaitns PAC Mate 20;
- npuntepoM bpaitng EmBraille ViewPlus;

® Ui TIIYXUX U CJIaGOCJII:HHaH_[I/IXZ
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- aBTOMATU3MPOBAHHbIM pabOYMM MECTOM MJs JIOAEH C HapylIeHHEeM cilyXxa |
CJ1a00CIbIIIAIINX;
- AKyCTMYECKUI YCUIIUTEIb U KOJIOHKH;
e 11 00y4aroIIKXCsl ¢ HApYUIEHUSMHU OIIOPHO-ABUIaTeIbHOIO anmapara:
- IepEeIBUKHBIMU, PETYJINPYEMBIMU 3proHoMuueckumu napramu CHU-1;

- KOMITBIOTEPHOM TEXHUKOU CO CIEIUATBHBIM IPOTPaMMHBIM 00€CIICUCHHUEM.

9. Meroanueckue MaTepuasbl
ILi1aHbl NPpAKTHYECKUX 3aHATHI

Tema 1 (4 4.) CoBpemeHHas HOPMAaTHBHO-TIpaBOBas 0aza KOH(PHICHIMAIHLHOTO
JIEJIONIPOU3BOJICTBA

Llenp 3aHATHSA: M3y4eHHE HOPMATUBHBIX IIPABOBBIX AaKTOB B 00JacTH 3alllUThI
KOH(UICHINATLHOW HH()OPMAIIHH.

dopma NnpoBeIeHNs — BHIIIOJIHEHUE PAKTUYECKUX 3a/1aHUH.

3ajaHus:

- M3yuuts ®epepanbhplii 3akoH P ot 27.07.2006 Ne 149-®3 «OO6 wunpopmanuy,
MH(OPMALIMOHHBIX TEXHOJIOTUSX U O 3alIUTe MHPOPMAIUN» U BBIIBUTH OCHOBHBIE MPUHIIUITBI
IIPABOBOI'0 PETYIUPOBaHUs B cepe 3aluThl HHHOPMALIHH.

- M3yunts 3akoH PD ot 21.07.1993 Ne 5485-1 «O rocynapcTBeHHOI TallHE» U BBISIBUTH
OCHOBHBIE HaIPaBJICHUS IPAaBOBOIO DPETYJIUPOBAaHUs OTHOIIECHUH, BO3HUKAIOIIHUX B CBS3H C
OTHECEHUEM CBEJCHMH K rOCyJapCTBEHHO! TaliHe, X 3aCEKPEUYMBAHUEM HIIM PACCEKPEUMBAHUEM
U 3alUTOM B MHTepecax oOecnieueHus 6ezonacHocTH PD.

- N3yunth @enepanbhblil 3akoH PO ot 29.07.2004 Ne 98-03 «O koMMepuecKon TaitHe»
U BBIABUTH OCHOBHBIE HAIIPaBJICHMs IIPAaBOBOIO DETYJUPOBAaHUs OTHOIIEHUMH, CBSI3aHHBIX C
YCTaHOBJIEHHEM, U3MEHEHNEM U MPEKpaIICHUEM PeKUMa KOMMEPUYECKON TalHBI.

VYKka3aHus 110 BBINOJHEHUIO 3aJaHUM:

Ha ocHOBe u3ydeHMs] NEpEUYMCICHHBIX BBIIE 3aKOHOAATENBHBIX AaKTOB COCTABHUTH
KOHCIIEKT TI0 CJIEIYIOIIEMY IUIaHY:

- JaiiTe ompejeNeHUEe MOHATUN: obnagarens WHGOpPMALUU; JOCTYN K HHGOpMalUu;
KOH(QUICHIMATBHOCTh  MH(GOpMalMU;  TMpeAOoCTaBiIeHHe W mepedadya  HHPOpMaIuy;
rocyJapCTBEHHAs TaifHa, cucTeMa 3alUThl TOCY/1apCTBEHHON TaifHbI, Ipu( CEKPETHOCTH, JOMYCK
U JIOCTYIl K TOCYJapCTBEHHOW TaiiHe; KOMMepdyecKas TaiHa; HMH(OpMaLus, COCTaBIIONIAS
KOMMEpYECKYI0 TalHy (CEKpeT MpPOM3BOJCTBA); KOHTPAreHT; pa3riiamieHue WH(opmaiuu,

cocTaBisitomel komMmepueckyto TaiiHy (Ne 149-@3, c¢1.2; Ne 5485-1 (c1.2), Ne 98-D3 cr. 3);
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- MEPEeUrcInTe BHUIbI MHQOpPMAIMK B 3aBUCUMOCTH OT KaTeropuu jaocTtyna kK Hel (Ne
149-®3, ct1.5, m.1-3);

- HA30BUTE KaTeropuu MH(OPMAIMH, JOCTYIl K KOTOPBIM HE MOXET OBITh OTPaHUYCH B
cooTBeTcTBUU C 3akoHOM (Ne 149-®3 c1.8 1.4), BBIACIUB CBEJIEHUS, KOTOPbIE HE MOIYT
COCTaBJIATH KOMMepUecKyto TaiiHy (Ne 98-D3 cT.5);

- MepevyuciuTe TpeOOBaHUS K OrpaHUUCHHUIO 1ocTyma K nHpopmaruu (Ne 149-D3 ct1.9);

- JaiiTe onpeneNeHue MOHATUS «CHCTEeMa 3alluTa MHPOpPMALUU» M yKa3aTh LEIU ee
coznanus (Ne 149-03 c1.16 11.1-2);

- Ha30BUTE TMOJHOMOYHS TOCYIAapPCTBEHHBIX OPraHOB U JOJKHOCTHBIX JIMII B OOJACTH
OTHECEHUs CBEACHUI K roCcy1apCcTBEHHOM TaliHe u ux 3ammurte (Ne5485-1. pasna.1 ct.4);

- ONPENEIUTE NPUHUMUIIBI U MOPSAJOK OTHECEHUS CBEACHUN K TOCYJApCTBEHHOM TalHE
(Ne5485-1. pasn.3 cr.6-9,11);

- OIIpEICNIUTE MOPSIIOK paccekpeunBanus cBefaeHui (Ne5485-1. pazn.4 )

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

-Ha30BUTEe, KTO MMEET TMpaBO Ha OTHeCeHHe WHpOpManuu K UHPOPMALNH,
COCTABJISIIONIEH KOMMEpPUYECKYI0 TalHy, TIE€PEUUCIUTh CIOCOOBI TMOJy4YeHUs YKa3aHHOU
uHpopmanuu (Ne 98-03 ct.4);

- MepeyrciauTe Mpasa obnanaTens MHPopMmauuu B obsactu ee 3amuthl (Ne 149-03
CT.6), TaKxe MEphl 1O OXpaHe KOHPUIACHIIMATHPHOCTH WH(GOPMALINK, COCTaBIISIONICH
KOMMEPUYECKYIO TallHy, KOTOpbIE JOJKHBI pUHUMaThCs ee obnanarenem (Ne 98-d3 cr.10);

- OXapakTepusyiTe MOpsSIOK OXpaHbl KOH(PHICHIMAIBHOCTH HH(OpMaIUM B pamKax
TpyAoBBIX oTHOIeHUH (Ne 98-D3 ct.11);

- OMpeJeNuTe MOPSI0K IPEIOCTaBICHUS HHPOPMAIIMH, COCTABISIONIEH KOMMEPUECKYIO
taiiny (Ne 98-®3 cT.6);

- TMepeduciauTe TpeOOBaHUS IO OXpaHe KOH(PHIECHUUAIbHOCTH HHGOpMAlUU NIpU ee
IIPEIOCTABIEHUN B OpraHbl I'OCYJapCTBEHHOM BIAcTH, MeCTHOro camoympasieHus (Ne 98-D3
ct.13);

- IepevncianTe 00s13aHHOCTH 0Oazarens nHGOpMaluy B 00JIaCTH 3alUThl HH(OpMaLUu
(Ne 149-®3 c1.16 1.4, 6);

- ONpeAeTnTe OTBETCTBEHHOCTh 3a MpaBOHAPYILIEHUS B cdepe 3aluThl HHPOpMAaLUH, B
YaCTHOCTH, HMH(OPMAIUK, COCTaBIAIOMENH KomMepueckyto TaitHy. (Ne 149-D3 ct. 17, Ne 98-03
cT.14).

Ha ocHOBe KOHCIEKTa CTYAEHTHI J€JaloT BBIBOJ O COCTOSIHUM COBPEMEHHOMU

HOPMAaTHUBHO-TIPABOBOM 0a3bl 3aIIUTHI U 00paOOTKH MH(OPMAIIH OTPAHUYEHHOTO JOCTYIIA.
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Bomnpocs! u1st KOHTpOJIS:

1.Kakue Buab! MHQOpMAIMK BXOJAT B IOHATUE «MH(OPMALUA OrpaHUYEHHOI'0 10cTymna’?

2.KakuMm 00pa3oM OCYIIECTBIISCTCS IPABOBOE pErYIMPOBAHUE OCHOBHBIX BHUIOB
UH(POPMALIUU OTPAaHUYEHHOTO 10CTYyra?

3.Kakum 00pa3oM NpoucxoAuT HOPsI0K 3aCEKPEUNBAHUS M PACCEKPEUUBAHUS CBEACHUH,
COCTaBJIAIOLIMX TOCYAAPCTBEHHYIO TaliHy?

4.0xapakTepu3yuTe CUCTEMY 3aIUTHI TOCYIaPCTBEHHOU TalHBI.

5. Kakue o0mue 4epThl U Kakue pa3Iuydusi MOKHO BBISIBUTH B IMOHATHAX «KOMMeEpYecKas
TallHa» U «CEKPET MPOU3BOACTBAN?

6. Kakue Buapl cBeieHUH BXOJAT B TMOHATHE «HMH(OpPMAIMs, COCTABISAIONIAS
KOMMEPUYECKYIO TallHy»?

7.Y10 NOHMMAaETCs B 3aKOHE 110J] KKOMMEPUYECKON TalHON»?

8.Kakue Mepbl JNODKHBI HPEANPHUHATH 00Jaaaresd HHGOPMALMM A yCTAaHOBICHMS
peKrMa KOMMEPUYECKON TaliHbI?

9. Kakum 00pa3oM JODKHBI OBITh OpPraHMW30BaHAa OXpaHa KOH(UACHIHNAIHLHOCTH
UHPOPMALINU B paMKaX TPYIOBBIX OTHOIICHHUIT?

10.0Onpenenuth NOPSIOK NPEAOCTaBICHUS HH(OPMALIUY, COCTABISAIONIEH KOMMEPUECKYIO
TaliHy

11.Ilepeuncnute TpebOBaHUS MO OXpaHe KOH(GUACHIMAIBLHOCTH HMHGPOpPMAIMU TpU €€
IIPEIOCTABIEHUHU B OPTaHbl TOCYAAPCTBEHHOM BJIaCTH, MECTHOTO CAMOYTIPABIICHUS

12.Ha3oBuTe BUIBI OTBETCTBEHHOCTH 33 HAPYLIEHUE 3aKOHOJATEIBCTBA O KOMMEPUECKON
TalHe

13.ITopsinok 3ammThl 1 00padOTKH TOKYMEHTOB, COJEPKAIINX CIIYKEOHYI0 HH(OPMAIUIO
OTPaHUYEHHOT0 PacCHpPOCTPaHEHUS

CnuCcoK UCTOYHUKOB:

®enepanbHblif 3akoH oT 27 utoist 2006 r. N 149-d3 "O06 undopmanumy,
UH(POPMALIMOHHBIX TEXHOJIOTHSAX U O 3aluTe HHPOpMaIU». [ DIeKTPOHHBIH pecypc]/
CnpaBouHo-nionckoBas cuctema «Koncynprantllmroc». URL:
http://www.consultant.ru/document/cons_doc_LAW 6179/

®enepanbHblil 3akoH 0T 27.07.2006 Ne 152-®3 «O nepcoHalbHBIX JaHHBIX).
[DnexTponHsIi pecypc]// CnpaBouno-miorickoBast cucteMa «Koncynbrantlmrocy.
URL:www.consultant.ru » document > cons doc LAW 61801/

®enepanbHbii 3aK0H 0T 29.07.2004 Ne 98-D3 «O koMMepUEeCKON TaillHE.

[DnexTponnsIii pecypc]// CipaBouHo-niouckoBas cuctema «KoucynsrantlLimroc». URL:
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http://www.consultant.ru/document/cons_doc_LAW 48699/

3akoH Poccutickoit @enepanuu ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOU TailHE».
[DnexTponnsIii pecypc]// CnpaBouno-nionckoBas cuctema «KoncynsrantlLrocy. URL:

http://www.consultant.ru/document/cons_doc_LAW_ 2481/

Vka3 I[Ipesunenra P® ot 06.03.1997 Ne 188 «O06 yrBepxknennu [lepeuns cBenenuii
KOH(UICHIIMATLHOTO XapaKTepay. [ DNeKTpoHHBIH pecypc]// CipaBOYHO-TIOUCKOBAs CUCTEMA
«Koncynprantllnroc». URL: http://www.consultant.ru/document/cons_doc LAW 13532/

Va3 [Ipe3unenta PO ot 30 HosOpst 1995 1. Ne1203 «OO0 yTBep>KACHUYU MEepeyuHs
CBEJICHHI, OTHECEHHBIX K TOCY/IapCTBEHHOM TaiHe». [DnekTpoHHbIN pecypc]// CipaBodHO-
nouckoBas cucrema «KoncynprantlLirocy». URL:
http://www.consultant.ru/document/cons_doc_LAW 8522/

[TocranoBnenue [IpaButenbecrBa PO ot 03.11.1994 Ne 1223 «O0 yrBepx)acHUH

[TonoxkeHus o mopsiike oOparieHust co cnykedHol nHpopMaluen OorpaHUYEHHOTO

pacnpocTpaHeHus B ¢eiepalbHbIX OpraHax UCIOIHUTEIBHOMN BIACTH YITOIHOMOYEHHOM
OpraHe yrnpaBJ€HHUS UCIOJIb30BAaHUEM ATOMHOU SHEPTUU U YIIOJTHOMOYEHHOM OpraHe 1o
KOCMHUYECKOU JIEATETbHOCTHY. [ DNIEKTPOHHBIN pecypc]// CripaBouHO-TIOMCKOBasE CUCTEMA

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

Tema 3 (4 4.) TexHOJIOTUY 3aIUTHI K 00PAOOTKU KOHPHICHIIUATBHBIX TOKYMEHTOB.

®opma npoBeieHNs — BHIIIOJIHEHUE MPAKTUYECKUX 3a/IaHUH.

3agaHust:

1. TIlpoananu3upoBaTh MEpeYHH HMHPOPMALUHU, COCTABIAIOLIEH KOMMEPUECKYI0 U
CIIy’keOHYI0 TallHbI OpraHU3aliii, BEISIBUTH OLIMOKH B UX COCTABJICHHH.

2. OdopMuTh B TETpaad IOKYMEHT OTPAHMYCHHOTO JOCTYIIa B COOTBETCTBHH C
tpeboBanusiMu 'OCToB u TpeboBaHUAMHU 3aTUTHI HHGOPMAIUH.

3. CocTaBuTh ONEpOrpaMMbl ydera (PerucTpalii) U3JaHHbIX, BXOAAIIMX JOKYMEHTOB U
JIOKYMEHTOB BBIJIEJICHHOT'O XpPaHEHUS.

4. Pazpab6orats [lonoxkeHne o cucTemMe 10CTyna K JOKyMEHTaM.

5. Ilpoananu3upoBaTb HOMEHKJIATYpPbl €]l OrPAaHUYEHHOI'O JOCTYyINa OpraHu3alui,
BBISIBUTH OLIMOKH B UX COCTaBJIEHUHU U OPOPMIICHUH.

6. U3yuntp TpeOOBaHHS HOPMATHBHO-METOJMYECKUX JOKYMEHTOB K TOJTOTOBKE
JOKYMEHTOB K CJade B apXWUB OpraHu3allMd M TpeOOBaHMs IO 3aluTe HHGOpPMaLuu HpU

MPOBEJICHUH YKa3aHHOTO BUJa paOOTHI.
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VYKka3aHus 110 BBIIOJIHEHUIO 33JaHUN.

1. Ilpoananu3upoBaTh MNPEUIOKEHHBIE MpENoJaBaTeieM MepeyHu HHpOpMaIH,
COCTaBIISIIONIEH KOMMEPUYECKYIO WM CIY>)KEOHYIO TallHbI KOHKPETHBIX OpPraHW3alluii, BHISIBUTH
HEJIOCTAaTKU B UX CTPYKTYpE, COIEpKaHUH U OPOPMIICHHH, CIIEJIaB COOTBETCTBYIOIIHNE 3aIIMCH B
TeTpau;

2. B Tterpaau coctaBUTh U OPOPMHUTH JOKYMEHT B COOTBETCTBUHU CYILECTBYIOIIUMHU
tpeboBanusimu. Ilpu sTOM oOcoboe BHHMMaHHe OOpaTUTh Ha O(OPMIICHHE PEKBU3UTOB,
UACHTH(DUIUPYIOMUX TOKYMEHTHI, COAepkKaline HH(HOPMAIIHIO, COCTABIISIONYI0 KOMMEPYECKYIO
U CIIy’)KeOHYIO TaliHbI, KaK JOKYMEHTBI OTPAaHMYEHHOTO JOCTYTIIA.

3. IIpu cocraBneHUM oreporpaMMbl B TaOIWYHOU (popmMe HEOOXOAUMO OTPA3UTh: KTO, B
KaKO#M I0CJIeI0BATEIbHOCTH, B KAaKOW B3aMMOCBSI3W BBITNOJHSAET TE€ WM HHBIC OIEpalvu,
OTHOCSIIMECS K Yy4eTy (perucTpauuu) JAOKYMEHTOB OIpaHMYEHHOro joctryna. B cronmbmax
OTeporpaMMbl OTPAXKAIOTCA TMOPa3ACNEHUs, UCIIONHUTENN, a B CTPOKaX — IMOCIe0BaTeIbHbIC
onepaiuu. B suelikax Ha nepeceuyeHun CTPOK U CTOJIOIOB AAI0TCS OMUCAHKUE OTepaIiH.

4. Tlpu paspaborke IlomokeHuss o cucTeMe JOCTyma K JOKYMEHTaM HCHOJb3YIOTCS
TUIIOBBIE CTPYKTYpPHl Pa3jMUYHBIX OpraHu3aluu. B mepBoM pasnene yka3bplBaeTcs Ha3Hau€HUE
[TonoxkeHus; HOpMaTHBHBIE JIOKYMEHTBI, Ha KOTOPBIX OHO Oasupyercsi; cdepa ero
pacupoCTpaHEHUsl; OCHOBHBIE 33/1aud U MNPUHIMIBI CUCTEMBI JOCTYIA; Ha KOrO BO3JIAraeTcs
OTBETCTBEHHOCTh 32 HEBBINIOJIHEHUE TpeOoBaHUil [lonokeHus; keM OCYIIEeCTBISETCS KOHTPOJIb
3a cobmoaenueM HopM [lonoxenus. Bo BTopom paszerne, KOTOpbIH COCTABISAECTCS B TAOJIUYHOM
dbopMe, HYXKHO pPACKPBITh IOJHOMOYHUS JOJKHOCTHBIX JIMIl MO pa3pelieHuI0 J0CTyna K
JTOKyMeHTaM. B TpeThem pazjiene HeoOX0IuMO OTpa3uTh MOPSAIOK JOCTYIA K pa3InYHBIM BHIaM
JOKYMEHTOB U JienaM. OtnenbHbIM pazzienoM [lonoxeHust MokeT ObITh MPEAYCMOTPEH MOPSIOK
JIOCTyIa K JOKYMEHTaM JIMIl, HEe palOoTaroluX Ha JAaHHOM MNPEANpUSITHH (IIPU BBHIMOJTHEHUU
COBMECTHBIX paboT U 1p.)

5. Ilpoananu3upoBaTh HOMEHKIATYPY /€M, BBIIBUTH HEAOCTAaTKH B €€ COJEPKaHUU U
o OpMIICHHH, C/IeTIaB COOTBETCTBYIOIIUE 3aMTUCH B TETPAIH.

Bomnpocs! 1151 KOHTpOJIs:

1. Kakwmm o6OpazoM B KOHPUACHIMAIHHOM JIETOTPOU3BOACTBE  IMPOUCXOIUT
perjiaMeHTUPOBAaHUE COCTaBa U3/1aBAEMbIX JOKYMEHTOB?

2. HazoBuTe 11e)1b M Ha3HAYCHHE TIepeyHsl MHPOPMAIINH, COCTABIISIFOIICH KOMMEPUYECKYIO
WIM CIy)XeOHyl0 TalHBI M TIEepeyHs M3JAaBaeMbIX KOH(MUIEHIMAIbHBIX JIOKYMEHTOB.
Omnpenenure, Kak B3aUMOCBSI3aHbI 3TH JIBa JJOKYMEHTA.

3. HazoBure ocobeHHOCTH 0POpMIICHUS KOHPHUICHIINATBHBIX JOKYMEHTOB.
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4. IlpuHIMIBI OPraHU3alMK 3alIUIICHHOTO JOKYMEHTOO00pOTa U OCHOBHBIE (PaKTOPHI,
OKa3bIBAIOLIME BIMSHNE HA €T0 OpraHU3aIuIo.

5. Oco0eHHOCTH TBUKCHHS U UCTIOTHEHUST KOH(HICHIIUATBHBIX TOKYMEHTOB.

6. Homenknarypa KoH(pUISHIMATBHBIX AET KaK COCTaBHAs YacTh CHCTEMBI JOCTyMa K
KOH(UICHIIMATBLHBIM JOKYMEHTaM?

7. Ha3oBuTe 1leTU U OCHOBHBIE 33Ja4id pabOThI MO YHUYTOXKEHUIO KOH(QUACHIINATBHBIX
JIOKYMEHTOB ¥l HOCUTEIICH MHPOpMAITHH.

CHucoK UCTOYHUKOB M JTUTEPATYPHI:

Hcrounuku:
®enepainbhblil 3ak0H 0T 29.07.2004 Ne 98-D3 «O koMMepueckoit TaitHe». [ DIeKTpOHHbIN
pecypc]// CrnpaBouHo-tiorickoBas cucreMa «KoncynbrantlImrocy. URL:
http://www.consultant.ru/document/cons_doc_LAW_48699/
[TocranoBnenue [IpaButensctBa PO ot 03.11.1994 Ne 1223 «O06 yTBepxaeHUU
[TonoxkeHus o mopsiAke oOpamieHus co cnykedHoi nHpopMalein OorpaHUYeHHOTO
pacnpocTpaHeHusi B (eaepa’dbHbIX OpraHax HCIOJIHUTEIbHOW BJIACTU YHNOJHOMOYEHHOM
OpraHe yIpaBJIeHUS MCIONb30BAaHUEM AaTOMHOW HHEPrMM U YIOJIHOMOYEHHOM OpraHe 0
KOCMHUYECKON JAeSITeNbHOCTUY». [DNeKTpoHHbIN pecypc]/ CrnpaBoYyHO-TIOMCKOBas cHCTEMa
«KoncynpsrantlLmrocy. URL: http://www.consultant.ru/document/cons_doc_LAW_54870/

JIuteparypa:
Kon¢uaenuuansHoe 1e100pou3BOJACTBO U 3alIUILEHHBIM 3JEKTPOHHBIA  JOKYMEHTOOOOPOT :
[yueOnuk] / H. H. Kynses, A. C. [lemymkus, T. B. Konnpamosa, A. I'. ®abpuuHoB ; 1oj o011.
pen. H. H. Kynsesa. - 2-e uza., nepepa0. u nomn. - Mocksa : Jloroc, 2013. - 497 c.

Tewma 4 (2 4.) ObecnieueHre COXPaHHOCTH U KOH(DHUICHIIMATTBHOCTH JJOKYMEHTOB.
Lens 3amATHS: W3ydyeHHWE  TpeOOBaHWMHW K  OOCCIEUYCHHIO  COXPAHHOCTH |
KOH(UICHIIMATEHOCTU JOKYMEHTOB.
dopma mpoBeIeHUsT — OTBETHI HA BOMPOCKHI U 00CYKICHUE MPEJIOKEHHBIX TPOOIIEMHBIX
TEM.
Bonpocsr 1uist 06cyxienus:
1. TpeGoBanus K TOMELIECHUSAM MOJpa3AeTICHII KOH(DHUICHIIUAIBHOTO JETIONPOU3BOICTBA
U K CIy)XeOHbIM TIOMEUICHHSM HCHONHUTENeH, paboTalomux ¢ KOH(PHUIACHIUATHHBIMU
JIOKyMEHTaMH.
2. Iopsimok oopmiteHHS T0ITyCKa pAOOTHUKOB K KOMMEPUYECKOUN M CITYKEOHOM TaifHaM 1

o0y4yeHHs ITpaBUiIaM PabOTHI ¢ KOH(PUICHINATBHBIMUA JOKYMEHTAMH.


http://www.consultant.ru/document/cons_doc_LAW_48699/
http://www.consultant.ru/document/cons_doc_LAW_54870/
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3.IlpaBuia paboThl MepcoHaia ¢ KOHPHUICHIIMAIbHBIMEI JOKYMEHTAMHA Ha OyMaXHBIX H
AJIEKTPOHHBIX HOCHTEIISIX

4 IlpoBepkr HaaWuusi KOH(MUICHIMAIBHBIX JIOKYMEHTOB KaK Ba)XXHOE CPEICTBO
obecrieyeHrs KOHTPOJIS 3a UX COXPAHHOCTBIO

Jluteparypa:
KonduneHnuaapHOe 1EIOMPOU3BOICTBO M 3AIUIIEHHBIN 3JICKTPOHHBIA  JIOKYMEHTOO00O0POT :
[yaeOnuk] / H. H. Kynses, A. C. lemymikun, T. B. Konnpamosa, A. I'. ®abpu4HOB ; 1101 0011,
pen. H. H. Kynsesa. - 2-e uzj., nepepa0. u nomn. - Mocksa : Jloroc, 2013. - 497 c.

Tema 5. (4 4.) OcobeHHOCTH pabOTHI ¢ IEPCOHAIOM, TOMYIIEHHBIM K KOH(GUICHIIMATBEHOMI

uHpopmanuu.

HCJII) 3aHATUA: U3YUYUTDH IMOPAI0K pa6OTBI C IIEpCOHATIOM, UMCHOIIIUM JOCTYII K

KOH(pHICHIIMAIbHON HH(OpMAITUH.

CDopMa IMPOBCACHUA — OTBCTHI HAa BOIIPOCHI U O6CY)KIICHI/IC MMPCAJTOKCHHBIX

MPOOJIEMHBIX TEM.
Bompocsr 1ist 06cyxieHus:

1. OpFaHI/BaHI/IH 1 TCXHOJIOTHSA ITOUCKA KAHAUAATOB HA NOJIDKHOCTD, CBA3aHHYTIO C

JOCTYIOM K KOH(UIEHITMATbHON HH(pOpMaIIHH.
2. llenu v mopsiIOK MPOBEEHUS COOECEIOBAHMI C KaHAUIaTaMH Ha IOJKHOCTb.

3. HOpHI{OK MMPOBCACHUA ITPOBECPKU JOKYMCHTOB, IPCACTABJICHHBIX KAHAWAATAMU Ha

JOJIXKHOCTbD.

4. TpeboBaHus K 0OPMIICHHUIO 00s13aTENbCTBA (COTIANIEHNS) O HepasTIallleHu!

KOH(pHUICHIMAITBHON HH(DOpMAITUH.

5. OpFaHI/IBaHI/IH TCKyIJ.ICfI pa6OTLI C NCPCOHATIOM, UMCIOIICTO JOCTYII K

KOH(pHIEHIIMATBHON HH(OPMAITHH.

6. Oco0eHHOCTH YBOJIBHEHUS paOOTHUKA, UMEIOIIETO JOCTYM K KOH(PUACHINAIbHON

uHpOpMaLIUH.
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Jlutepatypa

KonpuaeHnuansHoe JeI0npOru3BOCTBO U 3alUIIEHHBIN 3JICKTPOHHBIA  JJOKYMEHTOOOOPOT :
[yaeOnuk] / H. H. Kynses, A. C. lemymikun, T. B. Kornpamosa, A. I'. ®abpu4HOB ; 1101 0011,
pen. H. H. Kynsesa. - 2-¢ u3z., nepepab. u jgom. - Mocksa : Jloroc, 2013. - 497 c.
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AHHOTAIUA TNCHUTIJIMHBI

JucnummuHa (MOIyNb) peain3yeTcss Ha TICUXOJOTHMYecKoM (akynpTeTe Kadeapoid
JOKYMEHTOBE/ICHUS, ayJMOBU3YAIbHBIX M HAay4YHO-TEXHUYECKMX apXuWBOB (hakynbTeTa
JIOKYMEHTOBEJICHUS M TEXHOTPOHHBIX apXxuBOB McTopuko-apxuBHoro nacturyra PITY.

[lenb NUCUUIUIMHBL: TOATOTOBHUTH BBIMYCKHUKA, O0Ja/aOLIEro 3HAHUSMHU IPABOBOIO
peryaupoBaHus  JTOKYMEHTAIMOHHOTO  OOecre4YeHus: KOH(PHUACHIHATBHONH  JeSTeIbHOCTH
YUPESKACHUN Ppa3IMYHBIX OPraHW3alMOHHO-TIPABOBBIX (OPM; 3HAIOLIETO0 CHENU(PHUKY H
0COOCHHOCTH pPa0OTBHl C JOKYMEHTaMH OTPAaHUYEHHOTO JOCTyNa B YCIOBHUSX MPUMEHEHUS
TPaJULIMOHHON W aBTOMATH3WPOBAHHOM TEXHONOTUH WX 00paboTKH, yMermuM padboTaTh C
NEPCOHATIOM, UMEIOIIMM JAOCTYI K KOH(UICHIMAIBHON HHpOpMauu

3amaun JUCHUTIINHBI:

- U3y4YeHHE 3aKOHOJATEIIbHON U HOPMATUBHO-METOUYECKON 0a3bl TOKYMEHTAMOHHOTO
obecrnieueHns KOH(UICHITUAIBHON 1eATeIbHOCTH;

- W3y4YeHHE CYIIHOCTH IMPOIECCOB, MPOUCXOAANIMX B 00JacTH KOH(UICHINAIBHOTO
JIeJTOTIPOU3BO/ICTBA U BBISIBJICHNE TEHACHIINHN €T0 Pa3BUTH.

- W3y4yeHHE OCHOBHBIX HANpPaBIEHUH M METOJOB 3alllUThl JTOKYMEHTHPOBAaHHOM
uH(pOpPMAIIMU OT Pa3IUYHBIX BUIOB YTPO3 B MPOLIECCE €€ CO3/1aHusl, 00pabOTKH, UCTIOIb30BaHUS,
XPaHCHUS.

- HW3yYEHHE BONPOCOB, CBS3aHHBIX C OCOOEHHOCTSAMH pabOTBl C IEPCOHAIIOM,

JAOMYIICHHBIM K KOH(I)HHCHHH&HBHOﬁ I/IH(I)OpMaI_[I/II/I OopraHu3anuvu.

JuctunnuHa (MOIyJb) HarpaBjieHa Ha GOPMHUPOBAHUE CIAEAYIOIMINX KOMITIETCHIIHH:

[ICK-2.3 - crnocoOHOCTBIO BBISBIATH, 0000MaTh, aJCKBATHO OICHWUBATHL W pEIIaTh
3a/1ay¥l, CBS3aHHBIE C TICUXOJOTHYECKMMH OCHOBAMH VIPABICHUS B YCIOBUAX peaTbHO
NEUCTBYIONINX CIYKEOHBIX TMOAPA3JEICHUH C YY4eTOM OpraHU3alMOHHO-TIPABOBBIX OCHOB
CITY)KEOHOU NeSITeTbHOCTH.

B pe3ynbraTe 0cBOEHUS NUCHUIUIMHBI (MOAYIIS) 00ydaromuics JOMKEH:

3HaTh:!

MIPABOBBIE U OPTaHU3AIMOHHBIE OCHOBBI CITY)KEOHOU JMESTENBHOCTH C YYeTOM TpeOboBaHU
nH(pOpPMAITMOHHOW 0€30TaCHOCTH, SIBJISIONINXCS 0053aTeTbHBIMU K TMIPUMEHEHHIO B CITY)KCOHOM
JEeSITeIbHOCTH.

YMeTs:
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pemaTh CTaHJapTHBIC CUTYAIMH, BO3SHUKAIONIME B MPO(ECCHOHAILHOW NESTEILHOCTH B
YCIOBHSAX pEaJbHO JCHWCTBYIOIIUX CIYKEOHBIX TOApPA3JCIICHHA, C YY4ETOM COBPEMEHHBIX
TpeboBaHU K MHPOPMAITMOHHON 06€30MaCHOCTH OpTaHHU3AIHH.

Biagers:

HaBbIKaMH  oOecrieueHuss ~ MHGOPMAIIMOHHOW  O€30MacCHOCTH B CIY)KEOHBIX
NOJpPA3NICICHUsIX ~ MPH  CO3JaHMM W TNPUMEHEHHHM HWHQPOPMAIMOHHBIX  PECYpCOB B

po(hecCHOHATTLHOM e TEIILHOCTH.

IIK-29 - cmocoOHOCThIO cOOMII0AaTh B MPO(ECCHOHATBLHON JEATeIbHOCTH TPEOOBAHMS
MPaBOBBIX aKTOB B OOJIACTH 3aIMTHl TOCYJAapCTBEHHOW TaillHBI W HWH(OPMALMOHHON
0e30MMacHOCTH, 00eCIIeYrBaTh COOJIIOICHUE PEKIMA CEKPETHOCTH.

B pesynbpTaTe ocBOCHMS TUCHUILUIMHBI (MOJYJIS) 00YUYaIOIIUNACS TOJKEH:

3HaTh:

COBPEMEHHYIO HOPMATHUBHO-TIPABOBYIO 0a3y 3alIUThl KOHGUICHIIMATFHOU HH(OpMALINK;
OCHOBHBIC TOHATHS M TEPMHUHBI B 00JacTH 3aIIuThl MH()OPMAIMH; OCHOBHBIC HAIIPABICHHS,
CIOCOOBI M METO/BI 3aLIUTHI, 00pabOTKH, XpaHEHUs! KOHPUACHIIMATbHOW HH(OpMaLun

YmeTh:

paboTath C MepCOHAIOM, UMEIOLIUM JIOCTYI K KOH(pUIECHIIMANbHON HH(popMauu

pa3pabaTbIBaTh JIOKAIbHBIE HOPMAaTUBHBIE aKThl B 00JaCTH 3aIIUTHl KOH(UICHINAIEHON
uH(popManuu (MOJT0KEHHSI, UHCTPYKLIUHU U JIp.);

BBITOJIHATH ONEpaIiy o 00paboTKe U 3aIuTe KOH(PUASHINATBHBIX JOKYMEHTOB;

Biagers:

3HaHUSIMH ~ COBPEMEHHOW HOPMAaTHBHO-TIPAaBOBOM  0a3pl  3aIIMTBl  WH(OpPMAIHH,
TEXHOJIOTUSIMI 00paOOTKH ¥ 3aIIUTHI KOHPUICHIINATBHBIX JIOKYMEHTOB, a TAK)KE TEXHOJIOTHUSIMH

paboTHI C MEPCOHATIOM, UMEIOIINM JIOCTYT K TAKUM JJOKYMEHTaM.

[To mucuunianHe (MOAYNIO) TPEAYCMOTpPEHAa MPOMEXYTOUYHas arrectanus B (opme
3a4era.
OO0mass TPyIOEMKOCTb OCBOEHHUS JUCHUIUIMHBI (MOJYJsS) COCTaBiIsieT 2 3a4yeTHbIE

CAWHUIIBI.



Ipunooicenue 2

YTBEPXIEHO YTBEPXJ/IAIO
IIpoToxon 3acemanus kadenpsr PyxoBogurens OII BO
Ne oT

(nazeanue)

(noonucw, ¢h.u.o.)

JIUCT U3SMEHEHUM

B pa0oueii mporpamMme (Mooy/ie) TUCIUTUIAHBI

(Hazeanue OUCYUNIUHbBL)

10 HAIPABIICHUIO MMOJATOTOBKHU (CHEYUATbHOCTNU)

Ha 20 /20  y4eOHBIA TOA

1.B BHOCATCA CJICAYIOIINE NU3MCHCHUS:

(an1emenm pabouetl npoepammol)

) N ;

| 8 ;

| .

2.B BHOCSTCS CJISYIONIHE N3MCHCHHUS:

(anemenm paboueti npoepammot)

2 L ;
2 ;
2.0 .
3.B BHOCSITCS CJIEYIOIINE H3MEHEHHS:

(a1emenm paboueil npoepammol)

R 2 N ;

3.0 .

Cocmasumens HOONUCD pacuugposka noonucu

dama
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