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1. IIEJIA U 3AJIAYM OCBOEHMS JUCLIMILINHBI

Lenu ocBoenus AMCHUMIIMHBI: GOpMUPOBaHUE y OyayIIUX OaKanaBpoB MPECTaBICHUS
BEJICHUH 0 3ammTe U 00paboTKe KOH(PUACHINATBHBIX JOKYMEHTOB, IPAaBUIIAX UX MOJATOTOBKU U
odopmiteHus B coorBeTcTBUH ¢ TpeboBanusimu ['OCTos.

3agaum ocBOeHHUS AUCHUIINHBI:

e 5ath OyaymmMm coenuaiuctaM B cdepe JTOKYMEHTAIIMOHHOTO O0eCreYeHUs
VOpaBlIEeHUS W apXHUBOBEJCHHUS 3HAHUA O KOH(PHMIEHIMAIBHBIX JIOKYMEHTaX, MpaBHJIaX HX
3alUTHl U 00pabOTKH;

® [OKa3aTh MeECTO KOH(UICHIMANBHOTO JenonpousBoicTBa B cucteme JOY
OpraHu3aIuy;

e JlaTh MpPEJCTaBICHHE O TEXHOJIOTHYECKUX OCOOCHHOCTSX OOpaOOTKH, HAKOILICHHUS,
XpaHeHus1 KOHQUICHIIMATbHBIX JOKYMEHTOB B OpraHU3aliy;

e npuBUTH, Oyaymmm  OakanaBpaM  TpaBWia TMOATOTOBKH H  OQOPMIICHUS
KOH(HICHIIMATBHBIX JJOKYMEHTOB, UX 3alIUTHI B COOTBETCTBUU ¢ TpeOoBanusiMu 'OCToB;

e chopmupoBaTth 0a30Bble HABHIKM OpraHHU3alUU PabOTHl C KOH(UACHIUAILHBIMU
JIOKYMEHTaMH Ha BCEX ATalax X MPOXOXKACHUS B OpraHU3aluu.

2. MECTO JUCIUIIJIMHBI B CTPYKTYPE OIIOII

JlucuumuinHa SBISICTCs 00SI3aTEIbHOM M OTHOCUTCS K BapuatuBHOW dactu bioka Bl
«lucuumunael  (MOIYNH)» OCHOBHOM mpodeccuoHanbHOM 00pa3oBaTeabHOW MPOTPaMMBbI
(OIIOIT), ycranaBnmuBaeMoli  By30oM. JlaHHas  JUCIHMILIMHA  SIBISETCS  OJHOH W3
OCHOBOTOJIATaIONINX JUCIUIUIMH B CUCTEME MOJArOTOBKU OakanaBpa mo HampasieHuto 46.03.02
«JlokyMeHTOBeIeHHE U apXuBOBeJAeHUE». OHA 0XBATHIBACT HMIUPOKHUI KPYT MPOOIEM U MOITOMY
CBs3aHA UCHUIUIMHAMHU, HANpaBIEHHBIMU Ha (hOpMHpOBaHHE KOMIETCHIUU MO HOPMATHBHO-
IIPAaBOBOMY 00€CIIEUEHHIO AETONPOU3BO/ICTBA.

JlucuuniuHa 9YuTaercs B 5-oM cemectpe 3-To Kypca CTyJeHTaM 04HOU (Gopmbl 00ydeHUs
u 0azupyeTcsi Ha OTJEIbHBIX KOMIIOHEHTAaX KOMIETEHINH, C(OOPMUPOBAHHBIX y O0YJAIOIITUXCS B
X0/ U3yUeHUs MPEIIIECTBYIONUX YIEOHBIX JUCIUILIINH Y4eOHOTO MIaHa!

e «Hcropus rocyupexnenuit Poccun»

«OducHbIe TEXHOIOTUNY;

«OCHOBBI KOH(PIUKTOIOTUNY;

«OCHOBBI IPOEKTHOT'O YIIPABICHUSY;

«CoBpeMeHHas OpraHu3alus roCyIpeKIeHun;

«CoBpeMeHHbIE UCCIIeIOBAHUS B IOKYMEHTOBEJICHUN U aPXUBOBEICHUIY,

e «MccnenoBarenbckass M NIpoekTHas  paboTta B JIOKYMEHTOBEJIEHUU U
apXUBOBEICHHUNY;

e «OCHOBBI NPEINPUHUMATEITHCKOTO MPABAY;

e «CouunanbHoe IpeanpUHUMATEIBCTBOY;

e  «JlOKyMEHTOBEIECHHEY;

e  «OpraHmu3aius ¥ TEXHOJOTHS TOKYMEHTAIIMOHHOTO 00€CTIeUeHHUs YITPABICHU»;

o «IIpodwmmakTuka KOPPYNIMH CPEACTBAMU JOKYMEHTAIMOHHOTO OOCCTICUCHHS
YIpaBICHUS»;

o  «DONEKTPOHHBIN JOKYMEHTOOOOPOT KaK HHCTPYMEHT OOPHOBI ¢ KOPPYIIIHE»;
«l"ocynapcTBeHHbIE, MyHUIIUTIAIbHBIE U BEIOMCTBEHHbBIE apXUBbBI»;
«JloKyMeHTaNIbHbIE UCTOYHUKH U3YyUYECHHS KYyJIbTYPHOTO HACIEIUs Kpash»;
«JloKyMeHTalIbHbIE UCTOUYHUKH U3YUECHUS Kpasi»;

«I'paxx1aHCcKOE TIpaBoO»;
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a TaKXKe NpU MPOXOXKACHUU YUEOHBIX M MPOU3BOJCTBEHHBIX MPAKTHK, BKIIIOYAs MPOEKTHYIO
JESATEIIBHOCTD.

JUig OCBOEHHS JUCLMIUIMHBI CTYAEHT JODKEH MMETh CIEAYIOIINE «BXOIHBIC) 3HAHMS,
YMEHMS1, HABBIKA U KOMIICTCHIIUH

® 3HAaTh HOPMATHBHO-METOAMYECKYI0 0a3zy IO JOKYMEHTAlMOHHOMY O0€CHedyeHUI0
yIpaBJeHUS,

® 3HATH MPaABUJIA COCTABICHUSI U OPOPMIICHHS YIIPABICHYECKUX JOKYMEHTOB,;

® CHOCOOHOCTBIO K KOMMYHMKALIMM B YCTHOW M NUCbMEHHOW (hopMax Ha PYyCCKOM M
MHOCTPAaHHOM  fA3BIKaX JJI1 pEIIeHUs 3a4ad MEXKJIMYHOCTHOIO U MEXKYJbTYpPHOTO
B3aMMOJCHCTBYS,

® CHOCOOHOCTBIO K CAMOOPIaHU3alUU U CaMO00pPa30BaHUIO.

PesynbraTel OCBOCHMS NUCIMILIMHBI OyAyT HEOOXOIUMBI Ul JallbHEHIIero mporecca
o0yuyeHMsI B paMKax MO3TalmHOro (OPMHUPOBAHUS KOMIIETCHIMH MpPU H3YYEHUH CIEIYHOIINX
CHeIHaJIbHBIX JUCLUILINH:

e «OpraHu3aoHHO-UH(POPMALIMOHHOE 00ECIIEUEHHE JEATEILHOCTH PYKOBOUTEIIS;

e «JlokyMeHTalMOHHOE O0ECIeUeHUE YIIPBICHUS B OI0/PKETHBIX OpraHU3aIUsIX»;

e «/lenoBoM ATUKETY;

«HpopMaIMOHHBIE TEXHOJIOTUN B JOKYMEHTAIlMOHHOM OOECIIEUEeHUH YIPABIICHUS U
apXUBHOM JIEJIEN;

e «Teopus MeHnemxMeHTa;

«HpopMmaIIoOHHOE MTPaBO»;

«MyHuIMnaibHble OPraHbl YIPaBIeHUS U MyHULUIIAIbHAS CITyK0a»;
«lIpenocraBnenue yciyr B apxuBax POy;

«YTpaBieHHE KaUeCTBOM»;

«Y1paBieHHE U3MEHEHUSIMNY;

«TexHonoruu npoaABMKEHNS HH(POPMALIMOHHBIX TPOJYKTOB U YCIyT»;
«MapkeTHuHT HH(POPMALMOHHBIX YCIyT»,

«OCHOBBI IEPETOBOPHOTO MPOLIECCAN;

«KopmopatuBHas yTHKa»;

«CrangapTu3aiys JOKYMEHTAMOHHOTO 00eCTIeYeHUs YIIPaBICHUS;
«TpynoBoe mpaBo»;

«KaznpoBoe 1enonpon3BoACTBO U apXUBbI JOKYMEHTOB I10 JMYHOMY COCTaBY»;
«YTpaBieHHE YEIIOBEUECKUMU PECypcaMuy;

«MeTo1bl NPUHATHS YIIPABICHYECKNUX PEIICHUN»;

«CouMoorus yrnpaBieHUs»;

«OCHOBBI COITMOJIOTUN B MAPKETUHIEY;

«Opranusanus 1 TOKyMEHTHPOBaHKE PA0OTHI C 0OpAIICHUSIMU TPAXKIAH;
«TexHonorust paboThl C 0OpAIICHUSIMU TPAKIAH»;

«Opranu3zanys paboThl ¢ AIEKTPOHHBIMU TJOKYMEHTAMN»;
«ONEKTPOHHOE AEIONPOU3BOACTBOY;

«JluniaoMaTudyeckuii MpOTOKOJI U ATUKETY;

«McKyccTBO J1€710BOT0 OOIICHUS Y,

«YmpaBieHHe JOKYMEHTaMH 3a PyOeKoM»;

«ApXUBBI MOJIMTUYECKUX MAPTUN U OOIIECTBEHHBIX OpraHU3aIHi;
«Hcropus apxuBoB Poccumny;

«HpOopMaAIIMOHHO-aHATTUTHYECKHE TEXHOIOTHI;

«AHaJIUTHKA TEKCTa»;

«CranmapTsl 0OPMIICHHUS JIETOBBIX TTUCEMY;
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o «IIpaBuna opopmieHus aenoBoi nepenucku B Poccuny;
o «IIpoexTHas eATEIbHOCTh APXUBOBY,
a TaKXke JJIs MPOXOXJACHUS MPOU3BOJACTBEHHBIX MPAKTUK, TOCYAapCTBEHHONW HWTOTOBOM

aTrTeCTanuu.

3. IEPEYEHb INTAHUPYEMBIX PE3YJBTATOB OBYUYEHUA 110 JUCHUIIJIMHE
MOAVYJIIO), COOTHECEHHBIX C IINTAHUPYEMBIMMU PE3YJbTATAMMU

OCBOEHMJI O11011
[Ipouiecc w3ydYeHHWs] AWCHMIUIMHBI HAMpaBIeH HA (OPMUPOBAHUE  CIEAYIONINX
KOMIIETECHIINH:
Koa n
Ilepeyenb MIaHMpPyeMbIX Pe3yJbTATOB 00yUEHHS MO0 JUCHHUIIIMHE
HAaNMEHOBaHHE
. (MOyJ110), COOTHECEHHBIX ¢ MHAMKATOPAMU J0CTHXKEHUS
peaaun3yemMoii N
KOMIIeTeHIIN I
KOMIIeTeHIINH
YK-2 U1 yx2
CriocoOeH  ompeaensaTh | 3HAaTh: BHIBI PECYPCOB M OTPaHHUYCHHIA, OCHOBHBIC METO/IBI OICHKH Pa3HBIX CIIOCOOOB

Kpyr 3aJad B paMKax
MOCTaBJICHHOM LU U

penieHust MpoecCHOHANBHBIX 3a/iad; AEHCTBYONIEEe 3aKOHOJNATEIBCTBO U MPABOBHIC
HOPMBI, pETYJIUPYIOIIUe MPOHECCHOHATBHYIO ICATCILHOCTD;

BbIOMpaTh onTuMaibHble | M/I-2 yk2
CHocoObl MX peuleHus, | YMeTb: IPOBOAWTh aHaIW3 IOCTaBJICHHOW INeaun u QopMmynupoBars 3ajaauu,
HCXoad U3 | HeOOXOOUMBIE JUIs €€ JIOCTIIKCHUS, AHAIN3UPOBATH ANbTEPHATHUBHBIC BapHaHTBHI,
JCHCTBYIONIMX TPABOBBIX | MCIIOIb30BaTh HOPMATHBHO-IIPABOBYIO JOKYMEHTAaIMIO B cepe mpodeccHoHAIbHON
HODPM, HMMEIOIINXCS | ESTEIbHOCTH.
pecypcoB u | UA-3 yx2
OTpaHUICHUH Brnanetrs: Meroamkamu pa3pabOTKM IENM M 3agad NPOEKTa; HaBBIKAMH pabOTHI C
HOPMAaTUBHO-NIPaBOBOU JOKYMEHTalUEH.
YK-11 WUJ-1 yxll
CriocobeH 3HaTh 3HAUEHHE OCHOBHBIX IIPABOBBIX KATETOPHH, CYIIHOCTh KOPPYMNIHOHHOIO
dbopmupoBaTH MOBe/IeHHsT U (OPMBI €ro TPOSIBNCHNS B PasTHYHbIX ctepax OOIIECTBEHHOH KHU3HH.
JleMoHCTpHpYeT 3HaHHE poccHiicKoro 3aKOHO/IATENNbCTBRA, a TaKxe
HETCPIIUMOC
AQHTUKOPPYIIIIMOHHBIX CTAHAAPTOB MOBEICHNS, YBaKEHNE K NIPABY M 3aKOHY
OTHOIICHHUEC K UJI-2 yxl1
KOppyHNUHOHHOMY YMeTh OlEHMBaTh W WACHTU(QUIMPOBATH KOPPYILIMOHHBIE PHCKH, TPOSBISET
MMOBEICHUIO HETepIIMMOE OTHOIIECHHE K KOPPYINIMOHHOMY ITOBECHUIO
NA-2.1ykl1
YMeTp MNpaBUIBHO AaHAIM3UPOBATh, TOJIKOBATh W TPHUMEHATH HOPMBI IIpaBa B
pa3nuuHbIX cepax COLMAIBLHOM AEATeNbHOCTH, a Takke B cdepe MpOTHBOJCHCTBHS
KOPPYIIIHH
NA-3ykll
BnazseTs ciocoOHOCTBIO OCYIIECTBIIATE COLUATBHYIO U IPO(ECCHOHANBHYIO
JIeSITeIIbHOCTh aH OCHOBE PAa3BUTOTO NPABOCO3HAHUS U c(hOPMHUPOBAHHOH IIPABOBOI
KyJIbTypBI
K-3 N-1 nx3
Cnocoben 3HaTh: MpaBUJIa XPAHEHUs, yuyeTa U HCIOJIb30BaHMSA apXUBHBIX HPEIMETOB; METOJbI
OpraHU30BBIBATh nH(popManMoOHHOI 6€30I1aCHOCTH | 3aIIUTHI HHpOpManny;
XpaHeHue u yuer | UJI-2 nk3
ApXUBHBIX  TMPCAMCTOB, | YMeTh: WCIOJB30BaTh 3HAHUS B MPO(ECCHOHAIBLHON NEATEeIHbHOCTH,; OPTraHU30BLIBATDH
TpeOyromux 0COOBIX | B cBOE MPO(ECCHOHATBHO AEATENHHOCTH 3aIIUTY U GE30MaCHOCTh JAHHBIX

PEKMUMOB XpaHCHUA

N-3 k3

Brnagers: npuHIMITAMH, METOZAMH H HOPMAaMH  OpTaHM3allUH, XPaHCHUS,
KOMILUICKTOBaHUS, Y4€Ta ¥ HCIIOIB30BAHUS aPXUBHBIX JOKYMEHTOB; HABBIKAMHU PaOOTHI
C JIOKYMEHTaMH, COJICPKAIIMHU HH(GOPMAIIMIO OTPAHUYCHHOTO JOCTyIa

K-5

Crioco0OeH OCyIIeCTBIATh
[IPHUEM TIPEIMETOB,
TpeOyIomuX

N-1 nx3

3HaTh: PErIaMEHTAIMIO COCTaBa KOH(PUICHIIMATBHEIX JOKYMEHTOB U CBEIICHHIA,
MOPSIIOK  PabOTHI C TOKYMEHTAMH, COACPIKAIINMHU HH()OPMAIIMIO OTPAHUICHHOTO
JIOCTYIIA.
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JTOKYMEHTAJIEHOTO
odopmiteHHs 0c000it
CJIOKHOCTH
(rocymapcTBeHHBIE
Harpagbl 0 TOKYMEHTHI K
HUM, OpYyKHE,
JparolieHHbIC METaJIBI 1

WJI-2 nx3

YMmeTp: o00pabaThiBaTh TOKYMEHTHI, conepame HH(GOPMAIHI0 OTPAaHUICHHOTO
JOCTyIIa ¥ MOATOTABIMBATH UX K Ilepeaadye Ha XpaHCHUE

WJI-3 nk3

Bragerp: TEXHOJOIHMYECKMMH HaBBIKAMH Pa0OTHI C JOKYMEHTaMH, COJACP)KaIlMMH
nH(OpMAaLMIO OTPaHMYECHHOTO JIOCTYIA.

Crioco0OeH OCYIIECTBIATh
OpraHu3aIui pabodero
MIPOCTPAHCTBA, CO3[aHUE
u obecrieueHue
ONTHMAJIbHBIX YCIOBHI
BBINIOJTHEHHS TPYIOBBIX
¢yHKUAH pabOTHHKaMU
OpraHu3aLiH

KaMHH)
MK-10 NJ-1 nx10
CriocoOeH OCYIIeCTBIIATh | 3HATh: METOIBI YNPaBICHHS, MPUMEHICMbIC B HH()OPMAIMOHHO-T0KYMEHTAIIMOHHON
JIOKYMEHTallMOHHOE NESATETbHOCTH W apXMBHOM  JIeJe; COBPEMCHHBIC TCHICHIMA B  00JIacTH
obecrnieueHue JIOKYMEHTOBEICHUSI ¥ apXWBOBEICHHS; TPEOOBAaHMS B OpraHU3AIMH KaJpOBOTO
yIpaBJIeHUS JIEITIOTIPON3BOICTBA
OopraHu3aIen NJI-2 nx10
YMeTh: OLEHUBATh MOCJIEIACTBUSI H3MEHEHHsS BHYTPEHHEM U BHELIHEH Cpelbl;
MPUMEHATH HHPOpMannoHHBIe TexHOoJIorud B JJOY 1 apXxuBHOM [erne;
NA-3 nx10
Bnagetb: cnocoOHOCTBIO cO3/1aBaTh M BECTH CHUCTEMBI JOKYMEHTAIIMOHHOTO
obecrieueHrs ynpapieHus] B OpraHu3alyu
nK-11 NI-1 oxll

3HaTh: HOpMaTHUBHBIE TPeOOBaHUS 10 (POPMUPOBAHUIO NIPABUI TEXHUKU OE30MACHOCTH;
NI-2 nxl1

YMeTh: MPUMEHATh 3HAHUSI HOPMATHBHBIX TPEOOBAaHM IPH OpraHH3aluu pabovero
NPOCTPAaHCTBA W OOECIEYEHUHM ONTHMAIBHBIX YCIOBHH BBINOJHEHUS TPYIOBBIX
hyHKIHIA

NA-3 nkll

Bragers: coco0eH oCcyNIeCTBIATh OPTaHU3aLHI0 pabovYero MpoCTPaHCTBA, CO3/1ABAThH
1 obecrieyrnBaTh ONTHMAJIbHBIC YCIOBHUS JUIsl BBIIOJIHEHHS TPYAOBBIX (DYHKIIHIA.

4. OBIIAA TPYJOEMKOCTDb JUCIIAIIJIMHBI

4.1. O0beM IMCHMILUIHHBI B 3a4eTHBIX equHunax (scero) — 6 3ET.

4.2. O0beM THCHUILIMHBI MO0 BUAaM y4eOHOH padoTsl (B yacax): 216

KosauyectBo yacoB (popma o6yueHusi — ouHasi)
Bup yuyeoHoii padoTbi Bcero no B T.4Y. [10 CeMeCTPpaM
MJIaHY 5 6
1 2 3 4
KonrakTHas paboTa 00y4arommxcs ¢ 90/90* 90/90* -
MIPEToIaBaTeNIeM B COOTBETCTBUH C
VYII
AyIUTOpHBIE 3aHATHS:
e JIEKIUU 18/18* 18/18* -
® CCEMHUHApBI U IPAKTHYCCKUEC 72[72* 72[72* -
3aHSATHS
e jabopaTopHbIE pabOTHI, - - -
IPAKTUKYMBI -
CamocrosTenbHas pabora 54 54 -
dopma TeKyIero KOHTPOJIS 3HAHUW M | TECTHPOBAHME, TECTUPOBaHUE, -
KOHTPOJISI CAMOCTOSITEIIbHON paboThI: YCTHBIN ONPOC, | YCTHBIN oMpoc, -
TECTHPOBaHUE, KOHTP. paboTa, JIeTIoBast UTpa JIeTIoBast UTpa -
KOJUTOKBUYM, pedepar u ap. (He MeHee
2 BHJIOB)
Kypcosast pabota - -
Dopma A Crpannna 6 uz 25
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Buasl npoMeKyTOUYHOM aTTeCTaluu JK3aMEH OK3amMeH -
(9x3amMeH, 3a4eT) 36 36
Bcero 4acoB mo JuciHuIINHE 180 180 =
*B cirydae HEO0XO0IUMOCTH UCTIOJIb30BAHUS B y4eOHOM rporecce

YaCTUYHO/MCKIIIOUUTEIBHO JUCTAHLMOHHBIX 00pa30BaTENIbHBIX TEXHOJOTMH B Tabiule depes
CJIelI yKa3zaHo KoiuyecTBO yacoB pabotsl [IIIC ¢ oOyuarommmucs Ais IpOBEISHHs 3aHITUN B
JUCTAHIIMOHHOM (hopMate ¢ IPUMEHEHUEM IEKTPOHHOIO 00yUYCHHUSI

4.3. ConepxaHue TMCUHILITUHBI (MOayJis1). PacnipenesieHue 4acoB 1o TeMaM U
BH/1aM y4eOHOil padoThbI:

dopma 00yueHUs — ouHas

Bujbl yueOHbIX 3aHATHH

AyauTOpHBIE 3aHATHS

dopma
NpakTH- | Jadopa- |3aHATHA B
CaMocTo-| TEKYyIIEero
Haszpanue pa3ngesnoB u tem | Beero YyeCcKHe | TOPHbIe | HHTEpaK-
JEKIN w ATCJIbHAsA| KOHTPOJSA
3aHATHSA, paﬁoTbI, THUBHOU o
U pabora | 3HaHUWI
ceMUHa- | mpakTu- | ¢dopme
pbl KYMBI
1 2 3 4 5 6 7 8
1.ITousarue 13 4 - - - 9 -
KOH(UIEHIMATBEHOM
nHpopMaUn u
KOMMEPYECKOM TallHbI B
3aKOHOJIAaTEJIbCTBE P®.
OcHOBBI MIOCTPOEHUS
CUCTEMBI 3aIIHUTHI
uHpopMaMu
2. Opranuzanus 21 2 10 - - 9 TEeCTHPOBa-
KOH(UIEHIIMATBHOTO HHe,
JIEJIONIPOU3BO/ICTBA YCTHBIA
ornpoc,
3.CocraB 27 4 14 - 4 9 TeCTHPOBa-
KOH(HICHIIMATIbHON Hue,
uHpopMauu u YCTHBIU
nokymeHToB. Crucrema O1poc,
JOCTYyIIa K
KOH(PHUACHITHATHHBIM
JIOKYMEHTaM.
4. TloagroroBka, m3gaHue, | 27 2 16 - 4 9 TECTUPOBA-
MOJIy4eHHE M OTIpaBKa Hue,
KOH(PHUACHITHATHHBIX YCTHBIX
JIOKYMEHTOB. OIIpOC,
JienoBast
urpa
5. PasmHOXeHUE U 27 2 16 - 2 9 TECTUPOBA-
KONMHPOBaHHE Hue
KOH(UIEHITHATBEHBIX AcoBad
urpa

Dopma A
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JIOKYMEHTOB.
Opranu3anys UCTIOJTHEHHS
KOH(UICHITHATEHBIX
JOKYMEHTOB.

6.DopmupoBanmne 29 4 16 - - 9 TECTHPOBA-
KOH(UICHIMATBHBIX Je]T U Hue
HOATOTOBKA UX K II€peaaue YCTHBIH
Ha apXWBHOE XpaHECHHE. ompoc
Pexxum coxpaHHOCTH W
KOHTPOJITb HAITUYHUS
KOH(HICHIINATIBHBIX
JOKYMEHTOB.

36

HUTOI'O: 180 | 18 72 - 10 54 -

5. COJIEP)KAHUE TUCLUATIJINHBI (MOIY.JIST)

Tema 1. Ilonsitne KOHpUIEHIHAILHOH MHPOPMALUM U KOMMepPYecKOi
TaliHbI B 3aK0HOAATEILCTBEe P®. OCHOBBI MOCTPOECHHUSA CUCTEMbI 3alIIUTHI HH(POPMAIIUH.
CymHocTh, 3a1a4d M1 OCOOCHHOCTH KOH(DHUICHIMAIBHOTO JeNIONPOU3BOACTBA. [loHsATHE
KOH(pUIeHIIMaIbHONH uHpopMauuu. Buasl koHbuaeHumaneHbix cBeneHuil. OnpeneneHue U
NPU3HAKH KOH(PHUICHIMATBHBIX JTOKYMEHTOB. DKOHOMHYECKAs 0€301MacHOCTh. 3aKOHOAATEIbHOE
peryiaupoBaHue paboThl ¢ KOHOUACHIUAIBHBIMU JOKYMEHTaMH. YPOBHU KOH(HIEHIMAIbHOMI
uHpopmanuu. Yrpossl Oe3onacHoctu (Pusnueckue yrpos3sl 0€30M1aCHOCTH; HCKYCCTBEHHbBIE
yrpo3bl). OCHOBHBIE KaHAJIbl YTEUKH HH(OPMAIIHH.

Tema 2. Opranu3anusi KOH(pUIEHINAIBLHOIO 1eJI0NPOU3BOICTBA.
CymHOCTh ¥ 33148 KOHPHUASHINATBHOTO AeI0Npon3BoAcTBa. HopMaTuBHbIE TOKYMEHTHI

s opramzanuun  C3M  Ha npeanpuatuu.  BHyTpuopraHums3auuMoHHas —perjamMeHTanus
koHpuaennuanbHoro JIOY. Cnyx0a KoH(GUIESHIIMATHLHOTO EJIOMPOU3BOJICTBA: CTPYKTypa U
HopsIoK opranuzanuu. TpeGoBaHUs K COTPYIHUKAM, UMEIOIINUM JIOCTYN K KOH(HIESHIIMAIbHON
uH(pOpMallUU, UX OTPaXKEHHE B JIOJDKHOCTHBIX MHCTPYKIMsX. [lepcoHanbHas OTBETCTBEHHOCTh
32 COXPaHHOCTb KOH(MUACHUIHMAIBHBIX JOKYMEHTOB. TpeOoBaHHS K TMOMEIIEHHIO CIIy>KOblI
koH¢puaeHmansHoro JJOY. Opranusaius nNoCTOSHHO IEHCTBYIOIIEH SKCIIEPTHON KOMUCCHH.

Tema 3. CoctaB KOH(pHUIEHINAIBbHONH HHPOPMALUU U 10KYMeHTOB. Cucrema
AOCTYNA K KOH(pUAECHIIHAJBHBIM JOKYMEHTAM.

Onpenenenue  cocraBa  KOHQHUAEHIMATbHOW  WHPOpPMAMK U JOKYMEHTOB.
3aKkoHOAATENbHBIE OTPaHUYEHHs Ha COCTaB KoH(uIeHIHanbHON wHHopmannuu. OCHOBHbBIE
sTambl cocTaBieHus llepeunelt KoHuUAEHIMATBLHOW HH(GOPMAIMU MU JIOKYMEHTOB (HPMBI.
Crpyktypa Ilepeuneit, mopsimok ux ytBepxkaeHus. ['pudsl koHdunenumanbHocTH. Cpoku
koH(puaeHnmanbHOCTH. OdopmiieHre M3MEHEeHH, BHOCUMBIX B [lepeunn kKoHpuaeHIMAIBHON
uHpOpMaLUU U JTOKYMEHTOB. [IoHsATHE cHCTeMBbI JOCTyNa K KOH(QUACHIUAIBHBIM JTOKYMEHTAM.
TpeboBanust k cucreMe J0cTyna K KOH(UIEHIUAIbHBIM JOKyMeHTaM. PaspemurenbHbIi
HOpsiIoK  paboThl ¢ KOHOUAECHIMANbHBIMH  JoKyMeHTamu. «[lomoxkeHne o pexume
KOMMepYeCKoH (ciykeOHOM) TaifHbl opranu3anun». OTBETCTBEHHOCTh 3a HAPYIICHHE PEXUMa
KoHpuIeHmaabHocTH. OdopmieHne paspemieHuid Ha paboTy ¢ KOH(UACHUIMAIbHBIMU
JokyMeHTaMu. CorameHne 0 HepasrilalleHu KOMMEPYECKON TallHBI.

Dopma A Crpannna 8 uz 25
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Tema 4. IloaroroBka, W3AaHue, MOJy4YeHHEe U OTHPABKA KOH(QHUIEHIIHAILHBIX
JTOKYMEHTOB.
[Topsimok  paboOThI C HMCXONSAIIUMH, BXOISAINIUMH, BHYTPCHHUMH KOH(HUICHIUATHHBIMU
JIOKYMEHTaMH: OCHOBHBIC JTalbl IMOJTOTOBKA W H3MaHHUS KOH(MUICHIMAIHLHOTO JIOKYMEHTA.
Odopmiienne u y4yer HocuTened KOoHOUACHIMaTbHOW WHpopMmanuu. M3roTtoBieHHe U ydeT
MPOEKTOB KOH(PUIACHIMAILHBIX JTOKYMEHTOB. OdopMiICHHE H31aBaeMbIX KOH(UICHIMAIbHBIX
JIOKYMEHTOB. PEKBU3UTHI KOH(PUACHIIUATHHOTO JOKyMeHTa. OCHOBHBIE 3Talbl B OCOOECHHOCTH
00pabOTKH BXOIAMMX KOHPHUICHIMAIBHBIX JOKYMEHTOB. OOmue TpeOoBaHUS K y4eTy
KOH(UICHIIMATBHBIX JOKYMEHTOB. OCOOCHHOCTH PETHCTPAIlUU BXOIAMINX KOH(MUICHIIMATBLHBIX
JOKYMEHTOB. Ilopsiiok 00pabOTKH HMCXOIANMX KOH(PHIACHIUAIBHBIX JOKYMEHTOB. CrocoObl
MEPEChUIKN  KOH(PHUICHIIUAIBHBIX JOKYMEHTOB. YdYeT KOH(HICHIIMAIBHBIX JOKYMEHTOB
BBIICJICHHOTO  XpaHeHus. @Dopmbl  ydera. JlomoJHUTENBHBIC MpaBuia  pabOTBI ¢
KOH(MUICHIMATBLHOW  JoKyMeHTamueid. CucreMa  3JIEKTPOHHOTO  KOH(PHUICHIIUATHHOTO
JOKyMeHTooOopoTa. Mepbl 10 oOecrieueHHO HH(DOpPMAIMOHHOW OE30MaCHOCTH Ha YpPOBHE
nepcoHayia. ConuaabHO-TICUXOJIOTHYECKUE MEPHI 3aIIUTH HHPOPMAITHIH.

Tema S. PasMHOXeHHMEe M KONUPOBaHHE KOH(PHUICHUMAJIBHBIX JTOKYMEHTOB.
Opranu3anus MCNOJTHEeHUsS] KOHQUIEHIIHATbHBIX T0KYMEHTOB.

OrpanuyeHuss Ha pa3MHOKEHHE M KOIMUPOBAaHHE KOH(PUACHIUATHHBIX TOKYMEHTOB.
OpraHmauHs{ KOHI/IpOBaHI/Iﬂ nu CHOCO6I)I 3alllUThl OT HGC&HKHI/IOHI/IPOBB,HHOFO KOHI/IpOBaHI/IFI.
Onpenenenne TUpaXka KOH(PHUIEGHIUANBHBIX JOKyMeHTOB. Odopmienue paspemieHus Ha
KOIIMPOBaHUE. YUeT KONUPOBaHUA. YJAOCTOBEpEHUE KONUI KOH(PHUAECHUUAIbHBIX JTOKYMEHTOB.
OdopmieHue BBIITHCOK u3 KOH(HICHIIMATBHBIX JIOKYMEHTOB. Pacnpenenenue
KOH(i)I/IZIGHIII/IaJII)HI)IX I[OKyMeHTOB II0 HCITIOJIHUTCIISIM. OHpeILCJIeHI/Ie CpOKOB HUCITIOJIHCHU S
KOH(MUICHIMANBHBIX  JOKYMEHTOB. OdopMmieHre pe3oNionuu Ha  KOH(PHACHIUATHHOM
IIOKYMGHTC. OCO6€HHOCTI/I Hepeﬂaqn KOH(i)I/II[CHLII/IaJH)HI)IX IIOKYMCHTOB Me)I(Ily HCIIOJTHUTCIISIMU.
KonTposns 3a ucnonnenneM KOHPUACHIIUATBHBIX TOKYMEHTOB.

Tema 6. ®opMupoBaHHe KOH(UIEHUHMAJIBLHBIX /ieJl H NMOATOTOBKA HX K Nepegaye
HAa apXuBHOe XpaHeHue. Pe:KuM COXPaHHOCTH M KOHTPOJIb HAJMYUSA KOHPHICHIHAILHBIX
JAOKYMEHTOB.

CocraBrnenne U OoQOpMIIEHHE HOMEHKIATyp KOH(UIEHIHaIbHbIX nen. TpeboBaHus K
3arojoBkaM Jen. Mupekcaums nen. Ilopsnok ¢opmupoBaHusi KOH(UIEHIMANBHBIX JEI.
Odopmnenne KoOHPHUIACHIMATBHBIX  JEJ. OKCHEpPTH3a I[EHHOCTH  KOH(PUACHIIMATHHBIX
NOoKyMeHTOB. [lonroToBka KOH(pUIEHIMAIBHBIX €1 U JOKYMEHTOB JUIsl apXUBHOTO XPaHEHHs.
[TonroroBka KOH(UIEHIMANBHBIX J€1 M JOKYMEHTOB Juld YyHUYTOXXeHusd. [lopsnok
YHUUYTOXKEHUS KOH(QHUIEHIMAIbHBIX JOKYMEHTOB. PexuMm XpaHeHHMs KOHQUAECHIHAIbHBIX
noKkyMeHTOB. TpeOoBanusi k xpaunununly. [lopsmox oOpamieHuss ¢ KOH(PHUACHIMAIbHBIMUA
nokymeHTamu. Ilopsiiok Bbiaun M paboThl ¢ KOH(UACHIMAIBHBIMU JOKyMeHTaMu. [IpoBepku
HaIU4Yusl KOH(QUIEHIMATbHBIX JOKyMEHTOB. HazHaueHuwe, BUABI W TNPUHIMIIBI MPOBEICHUS
npoBepok. HeperinaMmeHTHbIE MPOBEPKU HAMU4Msl KOHPHIECHIMAIBHBIX HOCUTENEH, TOKYMEHTOB
u nen. AkKTel TpoBepok. IIpoBeneHne BHYTpPEHHHX pacciieloBaHUW 1O (akTam yTpaThl
(pasrnameHus) KOHPHUAESHIIMATBHBIX JOKYMEHTOB.

6. TEMbI IPAKTUYECKHNX 1 CEMUHAPCKHUX 3AHATHIA

Tema 2. Opranu3zanusi KOH(QUIEHIIHAIHHOTO 1€JI0NMPOU3BOACTBA.

3AHSATHE 1,2
dopma poBeACHUSA — CEMUHAP, JUCKYCCHUS.

Dopma A Crpannna 9 uz 25
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Bonpochl mo Teme (17151 OOCYKICHUS HA 3aHITHH, JJII CAMOCTOSTEIILHOTO U3yYCHUs).

1. [TousiTHs «1IeHHOCTH UHGOPMALTUUY U «KOH(PHUICHIIUATBHOCTH HHPOPMALHI.

2. CyIIHOCTh ¥ PUHITUIIBI OTPAHUYEHUS JTOCTYTA K MH()OPMALIUY U IOKYMEHTAM.

3. IIpaBoBbIE OCHOBBI PAaOOTHI C TIOKYMEHTaMHU, COJIEPKAIIIMH FOCYAapCTBEHHYIO TalHy.

4. HopMaTHUBHO-TIPaBOBbIE OCHOBBI OPTaHU3ALUU PA0OTHI C JOKYMEHTAMHU, COACPKaAUMU
KOMMEPUYECKYIO TaiHy.

5.HopmatuBHO-MeTOIMUeCKass  0a3a  opraHu3anuu  pabOTBl € JOKYMEHTaMmH,
COJIepKalIMHU CITY>KEOHYIO TalHy.

3AHATHE 3,45
®dopma NpoBeIeHUs — CEMUHAP, TUCKYCCHS.
Bonpocsl mo Teme (a1 00CYXK/I€HHs HA 3aHATUH, 11 CAMOCTOSITEIbHOIO U3YUEHHUS).
1. Maiite onpeaeneHue KOHPUACHIIUNATLHOMY JIEJIOMPOU3BOJICTBY.
2. JaiiTe onpezaeneHne KOHPUIEHINAIBHOMY 3JIEKTPOHHOMY JJOKYMEHTOOOOPOTY.
3. Ha3oBuTEe OCHOBHBIE MOJOXEHHUS MHCTPYKIUHU TI0 OPTaHU3AIMH KOH(PHUIECHIIHATIHLHOTO
JIOKYMEHTO000pOTa.
4. Kax BBIMJISAUT JIEKTPOHHBIN JOKYMEHTOOOOPOT B CUCTEME COBPEMEHHOT0 OaHKa.
5. KakoBbl OCHOBHbIE ITpaBUJIa XpaHEHHsI KOHGUASHIIMAIbHON HHpOpMauun?
9. U3 yero cOCTOUT D3JIEKTPOHHOE XPAHWJIMILE HJIEKTPOHHBIX KOH(PHIECHIUAIbHBIX
JIOKYMEHTOB?
3aganue.
[Tpoananusupyiite 3akoHOJATENIbHBIE AaKThI, perJIaMEHTHpyole padoTry cC
KOH(HICHIINATHHBIMU JOKYMEHTAMH, U COCTaBbTE TAOJHILY:

Haszeanue 3axkonooamenvrho2o akma PeeﬂaMeHmupyeMble B80NpoCyHl

1. 1.

JIuteparypa: cnpaBo4HO-TIpaBOBBIe cUCcTEMBI «l'apanT», «KoHcynbTanT [Lmrocy.

Tema 3. CocTaB KOH(pUAeHINAILHOI HHpoOpManuu U J0KyMeHTOB. CucTeMa jaocTyna K
KOH(UIEHIIUATBHBIM JOKYMEHTaM.

3AHSATHE 6,7,8

dopma npoBeieHns: — CEMUHAP, TUCKYCCHS.

Bonpocel mo TeMe (117151 00CYKICHHS Ha 3aHATUH, TSI CAMOCTOSITEITLHOTO U3YUCHUS ).

1. VYcnous, no3BOJAIONIME OTHECTH MHPOPMAIIUIO K KATETOPHUH KOMMEPUYECKOH TaifHBI.

2. OxapakTepusyiTe 3aKOHOJATEIbHBIC OTPAaHMYEHHS] HAa COCTaB KOH(HICHIIHAIHHON
UHpOpMaLINH.

3. Topsaok paboTHI ¢ UCXOMAIIMMH, BXOASIINMH, BHYTPEHHUMH KOH(QHICHIINATEHBIMU
JIOKYMEHTaMH: OCHOBHBIE ATAIlbl MOJATOTOBKH U U3JaHUS KOH(PUIECHIIMATIBHOTO IOKYMEHTA.

4. OdopmieHnue u yueT HocuTenel KoHGUACHINaIbHOH HHPOpMAIUH.

5. Wsroromnenue u yyet mpoekTOB KOH(PHIECHIIMAIBHBIX JOKYMEHTOB.

6. Odopmienne u3naBaeMbIX KOHOUACHITMATBEHBIX TOKYMEHTOB.
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7. PexBH3UTH KOHOUACHIIMATHLHOTO JOKYMEHTA.

8. OcHOBHBIE JTanbl U OCOOCHHOCTH OOpaOOTKM BXOIANIUX KOH(DHICHIIMAIBHBIX
JIOKYMEHTOB.

9. OOGmue TpeGoBaHUA K YUeTy KOHPHUACHIIUATBHBIX JOKYMEHTOB.

10. OcobeHHOCTH pPEerucTpanny BXOAAIINX KOH(DUICHINAIBHBIX IOKYMEHTOB.

11. Tlopsmok 06pabOTKU MCXOMAMINX KOH(MUICHIIUAIBLHBIX TOKYMEHTOB.

12. Cnoco6b! nepecbUki KOH(PHUICHIIMATBHBIX JOKYMEHTOB.

13. Vwuer koHpUAEHIUATBHBIX JOKYMEHTOB BBIJICJICHHOI'O XpaHEHHUSI.

14. ®opmbl yuera. JlomomHUTENbHBIE TpaBwia paboTbl C  KOH(HICHIHAIBHOMN
JIOKYMEHTAIIUECH.

15. Cucrema 351eKTpOHHOT0 KOH(PUICHIIMATBHOTO TJOKYMEHTOO00O0pOTA.

16. Mepsl o obecniedeHu o0 HHPOPMAITMOHHOM 0€30IMaCHOCTH Ha YPOBHE ITEPCOHAIA.

17. CoumanbHO-TICUXOJIOTHYECKUE MEPHI 3aIIUTH HHPOPMAIUH.

3AHSATHE 9,10

dopma npoBeieHus], CEMUHAP, TUCKYCCHUS.

Bonpocel mo Teme (i OOCYXICHUS Ha 3aHATHUH, JJISI CaAMOCTOSITEILHOI'O
W3YUYCHHUS).

1. OcHoBHble 3Tanbl cocraBieHus: llepeuneii KoHpUIEHIMATHHONH HHPOPMAIUK U
JIOKyMeHTOB  (upmbl. Oxapakrepusyiite cTpykTypy llepeuneif, mnopsaok ux
YTBEPIKIICHUSL.

2. Hazosure CPOKH KOH(UICHIIMATbHOCTH, NepeynciInTe rpugsl
KOH(HICHIIMATLHOCTH.

3. Kakum o6pazom odopmistoTcss U3MeHeHMs, BHocuMble B Ilepeunu

KOH(HICHIIMATHHON HH()OPMAIIMH U TOKYMEHTOB.

3ananmue.

Ha ocHoBe m3yueHHs 3aKOHOIATEIBHBIX aKTOB COCTaBbTE U O(OPMHUTE B COOTBETCTBHH C
TpeOOBaHUAMH MEPEYHU KOH(PUIEHINANBHON MHPOPMALIMU 1 U3/1aBaeMbIX KOH(HIECHIIMAIbHBIX
JOKYMEHTOB JIJIs1 KoMMepUeckoi pupMbl. CocTaBbTE MPUKA3 O BBEJACHNUM TIEPEUHS B JICHCTBHE.

3AHSATHUE 11

®opMa MpoBeACHUS — CEMHUHAp, JUCKYCCHSI.

Bonpocel mo TeMe (117151 00CYKI€HHS Ha 3aHATUH, ISl CAMOCTOSITEILHOTO U3YUCHUS).

1. Kak Bpl monumaeTre omnpeaencHHe CUCTEMa JAOCTyNa K KOH(UIEHIMATIBHBIM
nokymeHntaM. OTBeT 000CHYMHTE.

2. Kakue TpeOoBaHUS TPEIBABISAIOTCS K CHCTEME JOCTyna K KOH(UIEHIMAIbHBIM
JIOKYMEHTaM.

3. CyIIHOCTh pa3pelIuTeNbHOM CUCTEMBI JOCTYTA K KOH(PUIEHITUAIBHBIM IOKyMEHTaM.

4. Yto Takoe pa3permnTeTbHBINA MOPSA0K paboThl ¢ KOH(OHUICHIIMATEHBIMU JOKYMEHTAMH.

5. Oxapaktepusyiite nokyMeHT «llomokeHue o pexume KOMMEpuecKoi (CirykeOHO)
TaHBI OpraHUu3aIumny.

Bonpocel o TeMe (117151 00CYXICHHS Ha 3aHATUH, TSI CAMOCTOSITEITLHOTO U3YUCHUS ).
3AHSATHE 12

dopma npoBeieHns: — CEMUHAP, TUCKYCCHS.

Bonpocsl mo Teme (17151 00CYKJI€HHS HA 3aHATHH, JJIS1 CAMOCTOSITEIBHOTO U3yUYEeHHUS).
1. OTBETCTBEHHOCTH 32 HapyllIeHUE peKuMa KOHPHUICHINATbHOCTH.

3aganme.

1. OdopmuTe Pazpenienue Ha paboTy ¢ KOH(UICHIMATBHBIMA JOKYMEHTAMHU.

2. Odpopmure CormnaiieHre o HepasrialleHnd KOMMEPUYECKON TaiHBbI.
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Tema 4. [loaroroBka, u3aanue, NoJy4eHne U OTNPABKa KOH(PUAEHIIHATIbHBIX
AOKYMEHTOB

3AHATHE 13,14,15
dopma NpoBeICHUS — CEMHHAP, TUCKYCCHSI.

Bonpoch! o Teme (17151 0OCY>KICHUS HA 3aHITHH, JJII CAMOCTOSTEIILHOTO U3yYCHUs).

1. Kak npoBoautrcs paboTa ¢ UCXOASIIMMHU, BXOISIIMMH, BHYTPEHHUMH
KOH(HICHIIMATIBHBIMI JIOKyMEeHTaMH. Ha30BUTE OCHOBHBIE 3Tambl IMOATOTOBKH W W3JaHUSA
KOH(UICHIIMATLHOTO IOKYMEHTA.

2. Kakum oOpa3oM mpoxoauT o(opMIIEHHWE M yYeT HOCHTENeW KOH(HISHIIHATIbHON
uHpopmanuu.

3. Kak u3roToBIMBarOTCI M OCYUIECTBISIETCS YYeT MPOEKTOB KOH(DUICHIIMATBHBIX
JIOKYMEHTOB.

4. TlepeuncnuTe U OXapaKkTepU3yHTe PEKBU3UTHI KOH(OUICHIMAIBHOTO JOKYMEHTA.

3AHSTHE 16,17

dopma npoBeIeHUs] — CEMUHAP, TUCKYCCHS.

Bomnpockl o TeMe (117151 00CYKI€HHS Ha 3aHATUU, JUISI CAMOCTOSITEILHOTO U3YUCHUS).

1. TIlepeuncnute crocoObl MEePeCbUTKU KOHPUACHIINATHHBIX TOKYMEHTOB.

2. Yder KOHQUIACHIUATBHBIX TJOKYMEHTOB BBIICJICHHOTO XpaHEHHUS.
3ananmue.
1. PazpabotaiiTe cHUCTEMY Y4YETHO-PETUCTPANMOHHBIX (OPM JJIsi KOHTPOJS 32 HOCHUTEISIMH
KOH(UICHIMATBHOU HH(OPMALIUU U POSKTaMH IOKYMEHTOB.
2. CocTaBbTe IOKyMEHT y4eTa KOH(PHUICHIIMATHHBIX JIOKYMEHTOB BBICTICHHOTO XPAHCHUSI.
3. IlpoBemute 00pabOTKYy W pPETUCTPALMIO KOMIUIEKTAa BXOASIIUX H  HUCXOJSIINX
KOH(PHUICHIIMAIBHBIX JIOKYMEHTOB, TIOJY4eHHOr0 OT TmpenonaBarens. [lpoctaBeTe Bce
HEOOXO0IMMbIe OTMETKH U UHAEKCHI HA IOKYMEHTAX.

3AHATHE 18, 19

®dopma NnpoBeIeHNs] — CEMUHAP, TUCKYCCHS.

Bonpocsl mo Teme (7151 00CYK/I€HHs HA 3aHATHH, 11 CAMOCTOSITEIBHOTO U3YUEeHHUS).
1. JlononHuTtenpHbIEe MpaBuiia pabOThl C KOH(PUIEHIIMAIBHON TOKyMEHTAIUEH.
2. CucreMa 3JeKTPOHHOTO KOH(UACHIIMAIBHOTO JOKYMEHTO000pOTa.
3. Mepsl o obecriedeHno HPOPMALMOHHOM OE30MaCHOCTH HA YPOBHE IepCcoHaa.

4. COHH&HBHO'HCHXOHOFH‘IGCKHC MCPBI 3allIUThI I/IHCI)OpMaI_II/II/I.

3AHSTHE 20
dopma NpoBENEHUS — CEMUHAP, TUCKYCCHSI.
Bonpocel mo TeMe (117151 00CYKICHHS Ha 3aHATUH, TSI CAMOCTOSITEITLHOTO U3YUCHUS ).
3ammra M 0OCYXJE€HHE NOJrOTOBJICHHBIX IPE3CHTAlMH U MOJBEJACHUE HTOTOB IO
M3Y4YeHHOH TeMe (2 rpynibl CTYI€HTOB).
3aganue.
1. TloaroroBuTh WpE3EHTALMIO 1O TOJIrOTOBKE, W3JaHHIO, OTHOPAaBKE M XPaHEHUIO
KOH(HICHIIMATBHBIX JOKYMEHTOB.

3ananue Ha neaoByo urpy (AU-1):
[IpakTnueckast paboTa CTyJEHTOB B MajbIX rpymnmnax (mo 3-5 yenosek). ['pynmsl
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MOJTy4aloT JOKYMEHTHI M DPACIPEACTSIOT UX M0 HCHoMHUTEIsIM. OQOpMISIIOT BBIUCKY U3
KOH(UICHIIMATBFHOTO JOKyMeHTa. [lo 3aBeplieHMH NPOM3BOAMTCA 3aciIylIMBaHUE JOKJIana
KQKIO0W MaJIOH TPYIIIBI, 00CYKICHNE U UTOTOBOE OIEHUBAHUE C YIaCTHEM TIPEIIoIaBaTers.
Bpewms - obmee 60 muH. (50 MuH. — caMocTosITeNIbHAs padoTa, 10 MUH. — 00CYX)ACHUE KaXKI0TO
JIOKJTIaj1a).

Tema 5. Pa3MHOkeHHe M KONMPOBaHUE KOHPUIEHINATbHBIX IOKYMEHTOB.
Opranu3anus ucnoJHeHUus KOHQUIEHIUATbHBIX JOKYMEHTOB.

3AHSATHE 21,22,23

dopma MpoBeIeHUsT — CEMUHAP, TUCKYCCHSI.

Bomnpocsl mo Teme (17151 00CYKICHHS HA 3aHSATHH, JIJISI CAMOCTOSITEIIBHOTO H3YUYCHHUS).

1. Kakue orpaHnyeHuss Ha pa3MHOXKEHHE U KOMHPOBAHUE KOH(HICHIIUATBHBIX
JIOKYMEHTOB CYIIIECTBYIOT.

2. Oprasm3anusi KONUPOBAHUS M CIOCOOBI 3aIMTHl OT HECAHKIIMOHHPOBAHHOTO
KOTIMPOBAHHUSI.

3. Tupax KOHPUICHINATHHBIX TOKYMCHTOB.

4. Odopmienue paspelieHuss Ha KOIMUPOBAaHUE. YUeT KONMUPOBaHUS. Y IOCTOBEpPEHHE
KONUI KOHPHUICHIIUATBHBIX TOKYMEHTOB
3ananue.

1. Odopmure pa3penieHue Ha KOMUPOBaHUE KOHPUICHIIMATBLHBIX JOKYMEHTOB.

2. Ilposeaute mporenypy ya0CTOBEPSHHS KOIMH KOH(PHUICHIIMAIBLHOTO JOKYMEHTA

3AHSATHE 24,25,26

dopma poBeIeHs — CeMUHAp, IUCKYCCHS, IeTI0Basi UTpa.

Bonpocsl mo Teme (7151 00CYK/I€HHs Ha 3aHATHHU, 11 CAMOCTOSITEIBHOTO U3YUEeHHUS).
1. Odopmiennie BHITUCOK U3 KOHPHIEHIUATbHBIX TOKYMEHTOB.
2. Pacnipenenenrie KOHQHUIECHIMATIBHBIX JOKYMEHTOB 110 HCIIOTHUTEISM.
3. Onpenenenne CPOKOB NCTIOTHEHUSI KOH(DHUICHIINATBHBIX JTOKYMEHTOB.
4. OdopmiieHre pe30TIOLUH Ha KOH(DUACHIMATIBHOM JOKYMEHTE.
5. OcobenHocTu nepenadn KOH(QUISHIIMATBHBIX JOKYMEHTOB MEXAY UCIIOTHUTESIMHU.
6. KoHTposb 32 ucrioIHeHNEeM KOH(PHIEHIIMATIbHBIX JOKYMEHTOB.

3AHSTHUE 27,28

dopMa MpoBEeACHUS — CEMHUHApP, JUCKYCCHSL.
3ananue.

1. CocraBpTe OIIOK-CXEMYy TEXHOJIIOTHUYECKOTO TIpoIlecca KOHTPOJIS 3a CpPOKaMU
WCITOTHEHUS KOH(UICHIIUATBLHBIX TOKYMEHTOB.

2. Odopmute pe30nmouni0 Ha KOH(UIEHIIMATFHOM JOKYMEHTE M MPOCTaBbTE HA HEM
HEOOXOIUMBIE OTMETKH 00 MCITOJIHEHHUH.

3. 3amonHUTE 5 KOHTPOJIBHBIX KAPTOUYEK HA KOH(UIEHIINABHEIE TOKYMEHTHI.

Tema 6. ®opmupoBaHMe KOHQHUICHUHMAJIBHBIX e M INMOArOTOBKAa HMX K Iepegadye Ha
apxuBHOe XpaHeHHe. Pe:XKHM COXPAHHOCTH M KOHTPOJIb HAJIUYUA KOH(PHICHUHATbHBIX
JAOKYMEHTOB.

3AHSTHE 29,30,31
dopma NpoBeEeHNsI — CEMUHAP, TUCKYCCHS.
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Bonpochl mo Teme (17151 OOCYKICHUS HA 3aHITHH, JJII CAMOCTOSTEIILHOTO U3yYCHUs).

1. CocraBnenne u  opoOpMIIEHHE  HOMEHKIATyp  KOH(QHUIEHIMAJIbHBIX  JEI.
OxapakTepu3yiTe 4eM OTIMYACTCS COCTaBIeHHWE M O(OpMIIEHHE KOH(UICHIMANBHBIX AET OT
OTKPBITOT0J1EIIPOU3BOCTBA.

2. TpeGoBanus k 3arojoBkam jaen. MHuekcanus nen.

3. [Mopsnok dhopmupoBaHus KOHPUICHITUATBHBIX JCII.

4. OdopmiieHre KOHPHUACHITNATBHBIX Je]l.
3apganue.

1. CocraBbTe HOMEHKJIATYpy KOH(UIACHIMANBHBIX Aen ¢upmbl. Omnpenenure, YTO
OTJIMYAET MPEACTABICHHYIO (OpMY OT OOBIYHON HOMEHKJIATYPBI €.

3AHSATHE 32,33,34

dopma npoBeeHns — CeMUHAP, TUCKYCCHsI, IeI0Basi Urpa.

Bomnpockl o TeMe (117151 00CYKI€HHS Ha 3aHATUU, ISl CAMOCTOSITEILHOTO U3YUCHUS).
1. DkcnepTH3a EHHOCTH KOH(PHUIEHIIUAIBHBIX TOKYMEHTOB.

2. [TonroroBka KOH(MUICHINAIBHBIX JCT U IOKYMEHTOB JJISI apXUBHOTO XPAHCHHSL.

3. [loaroroBka KOH(UAECHIINAIBHBIX J€] U JOKYMEHTOB Il YHUYTOXKEHUS.

4. TTopsaI0K YHHUYTOXKEHUS KOHPHUICHIUATBHBIX JOKYMEHTOB.

3anaHue Ha ae10oByI0 urpy (AU-2):

[IpakTuueckast paboTa CTyJIEHTOB B MaybIX Ipynmnax (1o 3-5 yenosek). I'pymnmbl gensres
Ha:  OKCIEPTHYI0  KOMHCCHMIO M  CHELHAIUCTOB,  OCYILECTBISIOLUIMX  IOJOTOBKY
KOH(HICHIIMATIBHBIX JOKYMEHTOB IS CJadyd Ha apXuWBHOE XpaHeHue. Pa3pabareiBaroT
JIOKYMEHTBI. aKT IepeJauyd KOH(UIEHLUANbHBIX JOKYMEHTOB Ha apxuBHoe xpaHeHue. [lo
3aBEpIICHUH TPOM3BOIUTCS 3acIyIIMBAaHHE TOKJIAAa KaKJOW Mol TpYMIbI, 00CYXICHHE U
UTOTOBOE OLICHWBAHHE C YYaCTUEM IPETO1aBaTels.

Bpewms - obmiee 60 muH. (50 MuH. — camocrosiTenbHas padora, 10 MuH. — o0Cy)aeHHe
KaXXI0T0 JIOKIIa/a).

3AHSATHE 35,36

dopma MpoBEACHUS — CEMHUHAP, JUCKYCCHSL.

Bonpocsl mo Teme (17151 00CY>KICHHS HA 3aHITHH, AJII CAMOCTOSITEIbHOTO U3yUeHUs).

1. PexxuMm xpaHeHust KOHQUIEHIIMATBHBIX TOKyMEHTOB. TpeboBaHus K XpaHWIIHIILY.

2. [Topsnox obpaieHus ¢ KOH(DUIESHITHAIBHBIMHI TOKYMEHTaMHU.

3. [Nopsimok BeIIauH U PabOTHI C KOH(PHUICHITUATBHBIMU JIOKYMEHTAMH.

4. IIpoBepku HaIMuMs KOH(UICHIIHATBHBIX JOKYMEHTOB.

5. Haznauenwue, BUABI U TPUHITUIIBI IPOBEJICHUS TPOBEPOK.

6. HepernameHTHbIE IPOBEPKH HAIWYHS KOH(MUICHIIMATBHBIX HOCUTENEH, JOKYMEHTOB U
Jell.

7. Axtel mpoBepok. [IpoBeneHune BHYTPEHHHUX paccieloBaHUN MO (akTaMm yTpaThl
(pasrnameHus) KOHQUICHIIUATBLHBIX TOKYMEHTOB.

3aganue.

1. Odopmure cmpaBKy-3aMEeCTHUTENb, BHYTPEHHIOIO ONWUCh W JIUCT 3aBEPUTEIH
KOH(UICHIINATBLHOTO JIeNa.

2. Ha ocHOBe M3y4YeHHBIX HOPMATHBHO-IIPABOBBIX aKTOB COCTaBbTE MEpedcHb TprudOB
KOH(UICHIIMATEHOCTU U CEKPETHOCTH.
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[lpakTuyeckne  (CeMUHApCKHUE  3aHATHS)  MPEACTABISAIOT  COOOM  JeTaln3aluio
JIEKIIMOHHOTO TEOPETHYECKOro MaTepuaina, MPOBOASATCS B IENAX 3aKpeIuieHdus Kypca u
OXBAaThIBalOT OCHOBHBIE Pa3/ebl.

OcHoBHOM (popMOl TpPOBENEHUS CEMUHAPOB U MPAKTUUYECKUX 3aHITUNA SIBIISETCS
oOcyxenue HanOoiee MPOOJIEMHBIX M CIOXKHBIX BOINPOCOB IO OTICIBHBIM TE€MaM, a TaKKe
pelieHue 3a1ad U pazbop MPUMEPOB M CUTyalluil B ayJUTOPHBIX yCIOBHUSIX. B o0si3aHHOCTH
MpenoiaBarelis BXOAAT: OKa3aHUE METOJIMYECKON MOMOIIU U KOHCYJIbTUPOBAHUE CTYACHTOB IO
COOTBETCTBYIOIIUM TEMaM Kypca.

AKTUBHOCTb Ha IPAKTUYECKUX 3aHATHUIX OLEHUBAETCA I10 CJICIYIOIIUM KPUTECPHUSIM:

® OTBETHI HA BOIIPOCHI, IPEyIaracMble IPENnoaaBaTeiieM;
® y4YacTHE B IUCKYCCHSIX;
® BBINIOJIHEHUE MPOEKTHBIX U UHBIX 3aJaHUM.

Joxnaapl ¥ ONIMOHUPOBAHUE JOKJIAJOB MPOBEPSIOT CTENEHb BIAJCHUS TEOPETHUYECKUM

MaTepuaIoM, a TakKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUM.

7. JABOPATOPHBIE PABOTbI, IPAKTUKYMbI

Janusiii Bug pabotsl He ipenycMoTpen YII.

8. TEMATHUKA KYPCOBBIX, KOHTPOJIbHbBIX PABOT, PE®EPATOB

Jannslit Bug paboTsl He peaycmoTper YII.

9. IEPEYEHb BOITPOCOB K OK3AMEHY

1. Knaccuduxanus nHpopmMavu U JOKYMEHTOB 110 KaTErOpHsIM JIOCTyIa.

2. Buspl cBefileHnH KOH(PUICHIIMATBHOTO XapakTepa.

3. IloHsiTHE KOMMEPYECKOH TalHBI, €T0 3aKOHOJaTeIbHAas 0a3a.

4. TToHsiTHE rOCyTapCTBEHHOM TallHBI, €r0 3aKOHOJaTeIbHas Oa3a.

5.HopmatuBHo-ipaBoBasi 0aza opraHuzanu padoOThl € JOKYMEHTaMH, COJEpKalluMHU
CIIy’KeOHYIO TaliHy, TaillHy CIeICTBUS U CYIONPOU3BOICTBA.

6. CyurHocTs 1 3a7ja4i KOH(UACHIMAIBHOTO Je0NPOU3BOICTBA.

7. KomIuiekc BHYTpHOpPraHU3allMOHHBIX JOKYMEHTOB, PETIaMEHTHUPYIOMNX KOH(UIEHIIUAIbHOE
JOYV.

8. Craryc, CTpyKTypa U MOPSIIOK OpraHu3ainy ciry>k06l koHpuaernuansHoro J10Y.

9. IlepcoHasibHasi OTBETCTBEHHOCTh 33 COXPAHHOCTb KOH(PHIEHIIMATIbHBIX JOKYMEHTOB.
10.Texnomorust cocraBieHus llepeunss kKoH(UICHIMANBHOW WHPOPMALUU M JTOKYMEHTOB
(bUpPMBI.

11. TpeGoBaHus K CUCTEME JOCTyNa K KOHPHUICHINATbHBIM JTOKYMEHTaM.

12. «IlonoxxeHne 0 pexuMe KOMMEpYECKOH (CiykeOHOM) TallHbl OpraHu3alun» - CTPYKTYpa,
cojiepaHue, opsI0K 0hOPMIICHHS.

13. Odopmienue paspemieHuit Ha paboTy ¢ KOH(OUICHINAIBHBIMUA JJOKYMEHTaMH M COTJIAIlICHHH
0 HepasrjalleHUH TalHBbI.

14. Dranbl NOATOTOBKY M W3JIaHUSI KOH(HUAESHIIMATBLHOTO JOKYMEHTA.

15. Yyer Hocuteneit ”HPpOpMaLMK U TPOEKTOB KOHPUACHIINATIBHBIX IOKYMEHTOB.

16. OcobennocTr 06pabOTKK BXOASIIINX KOH(PUICHIIMATBHBIX JOKYMEHTOB.

17. Dramnbl 06pabOTKH UCXOIAUTNX KOH(MUICHIIMATBHBIX JOKYMEHTOB.

18. KonduneHnmaabHble JOKYMEHTHI BBIIETICHHOTO XPaHEHHS.

19. Tponexyps! THPAXKUPOBAHUS U KOMTHMPOBAHUS KOH(DHUICHIINATBHBIX TOKYMEHTOB.
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20. YnocroBepenue Konuii 1 0popMIIeHHE BBIITUCOK U3 KOH(PHUACHIMATBHBIX JOKYMEHTOB.

21. Opranu3anys HCIOTHEHHS KOH(DUICHIINAIBHBIX TOKYMEHTOB.

22. KoHTpomb 32 UCTIOTHEHNEM KOH(UICHIMAIBHBIX IOKYMEHTOB.

23. HomenkiaTypa KOH(PHUICHIIHAIBHBIX JIC]I.

24. ®opmupoBanue 1 0QopMIICHHE KOH(PHUICHIIUATBHBIX JETI.

25. DKcriepTu3a HEHHOCTH M TOATOTOBKA KOH(HICHINAIBHBIX JOKYMEHTOB U JIE]l K apXUBHOMY
XpaHEHHUIO.

26. Ilopsnok yHUYTOXKEHUS KOHPHICHINATBHBIX JTOKYMEHTOB.

27. PexxuM XxpaHeHUs1 KOH(PHICHIIMATIBHBIX JOKYMEHTOB U MOPSI0K X BBIJAYH.

28. IlpoBepkn Hamnuusg KOH(UACHIMAIBHBIX JOKYMEHTOB: BUJBI, LEIH, OQOpMIEHHUE
pE3yJIbTATOB.

29. DTarel opraHu3anuy KOHPUICHIINAIHHOTO COBEIAHMS.

30. OdopmieHre TOKYMEHTOB KOH(PHUICHIINATHHOTO COBEIIAHUS.

10. CAMOCTOATEJbBHASA PABOTA CTYAEHTOB

Coneprkanue, TpeOOBaHHMS, YCIOBUS U TOPSIOK OPraHU3alMU CaAMOCTOSTEIBHON PabOThI
o0ydJarmuxcs ¢ yaetroM (Gopmbl 00yUeHUS ONPEIEISIFOTCS B COOTBETCTBUH ¢ «[lostoxkeHnem 06
OpraHu3aliil CaMOCTOSITEIIbHONH pPa0OThl OOYYAIONIMXCS», YTBEPKIACHHBIM YYECHBIM COBETOM
Yal'V (mporokos Ne8/268 ot 26.03.2019 1.).

®dopma 00yUueHUs — ouHasl.

dopma
Bua camocrosiTeJlbHOM padoThI KOHTPOJISA
(npopabomka yuebrno2co mamepuana, Oobem | (nposepra
Ha3zBaHue pa3iesioB u TeM peuierue 3a0ad, peghepam, 00KIAO, B peutenus
KOHMPOAbHASL paboma, no020moeKa K yacax 3a0ad,
coaue 3a4ema, dK3amena u op.) peghepama u
op.)
1. ITonsTne e [IpopaboTKa yueGHOrO MaTepHaa ¢ 9 TECTHPOBAHHE,
KOH(HACHIMAIBHON UCIIOJIb30BAHUEM PECYPCOB yueOHO- YCTHBIN
nH(popMaLuU U METOAMYECKOTO U MH(OPMAITMOHHOTO O1Ipoc,
KOMMEPYECKOU TailHbI B obecreyeHns JUCIHUIIINHEI, J3K3aMeH
3aKoHonarenscTe PO. e I[loAroToBKa K TECTHPOBAHHIO;
OCHOBBI TOCTPOEHHUS e JloaroroBka K ciade ’K3aMeHa
CUCTEMBI 3aIIUThI
nH(popmManuu
2. Opranusanust e [IpopaboTka yueOHOTO MaTepuaa ¢ 9 TECTUPOBAHUE,
KOH(pUIEHIHATBHOTO HCIIOJIb30BAHUEM PECYPCOB yUeOHO- YCTHBIN
JEJI0IPOU3BOICTBA METOAMYECKOTO U MH(POPMAITHOHHOTO 011poc,
oOecreyeHns JUCIUITINHEI, 9K3aMCH
e [loaroroBka K TECTHPOBAHUIO;
e JloaroroBka K caade K3aMeHa
3. CocraB e [IpopaboTka yuyeOHOTO MaTepuaa ¢ 9 TECTUPOBAHME,
KOH(UIEHIHATBHON HCIIOJIb30BAHUEM PECYPCOB yUeOHO- YCTHBIN
nHpopmManuy u METOAMYECKOTO U MH(POPMAITHOHHOTO ompoc,
nokymeHToB. Cucrema o0ecreuenys IUCIUILIMHEL; 9K3aMeH
A0CTyIa K e [loAroToBKa K TECTHPOBAHHUI;
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KOH(bI/IIleHHI/IaJIBHHM e JloaroroBka K cgade sK3aMeHa
JIOKYMEHTaM.
4. TloxroroBka, usnanue, | e IIpopaboTKa yueOHOro Marepuaia c 9 TECTUPOBAHHE,
IIOJIy4YCHUE U OTIPABKA | UCIOJIB30BAHUEM PECYPCOB yU4eOHO- YCTHBIN
KOH(HIEHIINATIbHBIX METOAMYECKOTO U HH(POPMAITHOHHOTO 011poc,
JIOKYMEHTOB. obecrneueHUs TUCITUTIINHEL, JieoBas

e [loaroroBka K TECTUPOBAHUIO; urpa,

e [loAroTOBKA K claue 3K3amMeHa 9K3aMCH
5. PazmHOXeHME 1 e [IpopaboTka yueOHOTO MaTepHaa ¢ 9 TECTHPOBAHMUE,
KOTIMPOBaHUE HCIIOJIL30BAHUEM PECYPCOB y4eOHO- YCTHbIH
KOH(HICHIIHATIBHBIX METOAUYECKOr0 ¥ HH(POPMAIIMOHHOTO ompoc,
JAOKYMCHTOB. obOecrneueHUs TUCIUILINHEL ACI0BaA
Opraxunsanust e [loaroroBka maTepuanoB s urpa,
HCIIOJIHCHUA JIOKJIaJ1a [0 pe3yJibTaraM JeJI0BOMU 9K3aMCH,
KOH(UICHITHATEHBIX UIPHI;
AOKYMCHTOB. e [loAroToBKa K TECTUPOBAHUIO;

o IloaroroBka K ciaade sK3aMeHa
6. ®opmupoBanue e [IpopaboTka yueOHOTO MaTepuaa ¢ 9 TECTUPOBAHME,
KOH(UICHIHATBHBIX JIENT HCIOJIb30BAHUEM PECYPCOB YUEOHO- YCTHBIH TIpoC,
M HOATOTOBKA UX K METOIMICCKOT0 U HH(HOPMAITMOHHOTO 9K3aMCH
repelaye Ha apXuBHOE obecreyeHns JUCLHUIIINHEI,
Xxpanenue. Pexxum e [loaroToBKa MaTepUAIIOB IS
COXPaHHOCTH ¥ KOHTPOJIb | noKJIaJa IO pe3yJbTaTaM AeI0BON
HalIn4usa UIPBI;
KOH(MIECHINATBHBIX e [loaroroBka K TECTUPOBAHUIO;
MOKYMCHTOB. e [loaroroska K caade K3aMeHa

11. YYEBHO-METOJINYECKOE 1 TH®OPMAIIMOHHOE OBECIEYEHUE
TV CHMUILIAHBI

a) Cnucok pekoMeHAyeMO JINTepaTypbl
OCHOBHAsI:

1. Kysuenosa, . B. KondunennuaipsHoe AEIOMPOU3BOIACTBO W 3AIIUIICHHBIA SJIEKTPOHHBIN
JIOKYMEHTO0000pOT : yuyeOHoe mocobue ans 6akanaspoB / W. B. Ky3nenosa, I'. A. XauaTpsH. —
Mocksa : A# Ilm Ap Memma, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr :
anektpoHHbl // Ludposoit obpazoBatenbhbiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/97083.html

2. Cnnuak, A. B. KonduaenuumansHoe 1enomnpou3BoACTBO : yuebHoe nocodue / A. B. Cninyaxk.
— HmxnaeBapToBck : HmkHEBapTOBCKHIT TOCyIapcTBeHHbIH yHUBepcuTet, 2020. — 120 ¢. —
ISBN 978-5-00047-558-4. — Tekcr : anextponHsiit / Llndpooit obpazoBarensublil pecype IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/118982.html.

JOIMOJIHUTEJIbHA .

1. Kysuenos, U.H. JlokymeHTanmonHoe obOecmedeHune ympaBieHus. J[OKyMEHTOOOOpOT u
JIEIONPOU3BOJICTBO : YUeOHHK U MpakTUKyM it By30B / W. H. Ky3nenoB. — 3-e uzn., nepepad.
u jorn. — Mocksa : MznmarensctBo HOpaiit, 2022. — 461 c. — (Bwicmiee oOpa3oBanue). —
ISBN 978-5-534-04275-7. — Texkct : snekTpoHHBIH // OOpa3zoBarenpHas muatdopma HOpait
[caiiT]. — URL.: https://urait.ru/bcode/488697.

2. KondunenmmanbHoe AeTOMPOU3BOACTBO U 3alUIICHHBINA ANEKTPOHHBIA JOKYMEHTOOOOPOT :
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yuebnuk / H. H. Kynses, A. C. Jémymxkun, A. I'. ®abpuunos, T. B. Konnpamesa ; nox
penakuueit H. H. KynseB. — Mockasa : Jloroc, 2016. — 500 ¢. — ISBN 978-5-98704-711-8. —
Texkcr : anexktponnbiit // Lludposoit oopazosarensHbiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/66416.html.

3. Munyk, C. B. 3amuTa u 00paboTka KOHPHIEHINAIBHBIX JOKYMEHTOB. Bupl TaiiH : yueOHOE

nocodbue / C. B. Munyk. — Jlumeuk : JIumeukud rocyaapCTBEHHBIN IeJaroru4ecKui
yausepcuteT umenu [LI1. Ceménona-Tsu-1lanckoro, 2017. — 61 ¢. — TekcT : 3IeKTPOHHBIH //
[Mudposoit  obpazomatenwpHbIi  pecypc IPR SMART :  [caiir]. —  URL:

https://www.iprbookshop.ru/100923.html

4. Ceprues, 0. H. CrannapTsl uHGOpMaIIMOHHON 6€30macHOCTH. 3auTa 1 00padoTKa
KOH(HICHIIMATIBHBIX JTOKYMEHTOB : yuebnoe nocobue / FO. H. CerueB. — CapatoB : By3oBckoe
obpaszoBanme, 2018. — 195 ¢c. — ISBN 978-5-4487-0128-3. — TekcT : 2JIEKTPOHHBIN //
[ludpposoii  oOpazoBatenpHbli  pecypc  IPR SMART :  [caiir]. —  URL:
https://www.iprbookshop.ru/72345.html

y'leﬁHO-MeTOIlI/I‘{eCKaH:

1. Nmxunsesa JI. K. Metoauueckue pekoMeHIAlUU Al CAMOCTOSITEIbHON pabOThl CTYACHTOB
no mucnuiumHe «KoHuaeHmamsHOe AETONPOU3BOACTBO» sl OakajlaBpuaTa HaIlpaBICHHS
46.03.02 «/lokymenroBenenue u apxupoBenenue»/ / JI. K. Umkunsesa; Yal'V, ®ak. KylabTypsl
U HUCKycCTBa. - YubsiHOBCK : Yal'VY, 2019. - 3arn. ¢ skpana; HeomyOnukoBaHHBIA pecypce. -

OnektpoH. TekcrtoBele gaH. (1 gaitn @ 280 Kb). - Tekct : 3IEKTPOHHBIN.-
http://lib.ulsu.ru/MegaPro/Download/MObject/7804
Cornacopano:
AR RSN 2N —
ﬂDanOfTﬁ:‘prﬂHHKa nayyudf GHGancTERY / GUO “# nosnmon fﬁm

0) IIporpammHoe obecneyeHue:

e OnmnepannonHnas cucreMa Windows;
e Jlaker oducHbix nporpamm Microsoft Office.
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8) [podecconanbupie 6361 FANNLIX, HHPOPMANHOHHO-CIIPABOYHBIC CHCTEMBI

1. DaekTponno-onbanoTe HbIC CHCTEMBI:

1.1. Hudposoii obpazosarenstnii pecype [PRsmart : anexrponno-6ubanoreynas cucrema :
caiir / 000 Komnauus «Aii I[lm Ap Memman., - Caparos, [2022]. - URL:
http://www.iprbookshop.ru. — Pexum pocryna: jns saperucTpup. nonb3osateneil. - Tekcr :
3IEKTPOHHBII,

1.2. O6pasosarensnas miaropma FOPANT : o6pazosatensusiii pecype, neKTponHas
Gubmmorexa : caiit / OO0 Daexrponnoe uamarenscrso IOPAWT. — Mocksa, [2022]. - URL:
https://urait.ru. — PesxuM Z0CTyNa: V15 3aperucTpUp. noassosaresneii. - TeKeT : aneKTPOHHBII.

1.3. Baza nannnix «nexrponnas GuGmmorexa texunyeckoro BY3a (OBC «Koncynsrant
cryjienTay) : anexkTponHo-OubamoTeynas cucrema : caitr / OOO [Momurexpecype. — Mocksa,
[2022]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexnm nocryna: juis 3aperucTpup.
noab3osareseit. — Teker : AMeKTPOHHBIH.

1.4. DBC Jlans : anexrponro-OuGmuoTeunas cucrema : caift / OO0 9BC Jlans. — Canxr-
Ilerepbypr, [2022]. — URL: https://e.lanbook.com. — Pexum joctyna: ans 3aperucrpup.
noas3osareneit. — TEKCT : MeKTPOHHbIH,

1.5, 9BC Znanium.com : 31eKTpoHHO-OHOAHOTEYHas cucreMa : caiit / OO0 3nanuym. -
Mocksa, [2022]. - URL: http:/znanium.com . — Pexum aoctyna :@ Juisi 3apeructTpup.
nosb3osareneit. - TEKeT : 21eKTPOHHBIH.

2. KoncyasrantlLuoc [Dnexkrponnsii pecype]: cnpaBounas npapopas cucrema. /000
«Koucyawrant [lmoc» - Dnexrpon. aau. - Mockea : Koncynsrantllmoc, [2022].

3. Ba3bl JaHHBIX HEPHOAMYECKHX H3aHmii:

3.1. Baza jasHBIX nepuoamvecknx u3auuii EastView : anexrponnsie xypuamet /| OO0
UBUC. - Mocksa, [2022]. — URL: https://dlib.eastview.com/browse/udb/12. ~ Pexum nocryna :
JUIS @BTOPH3. NoJib3oBareseif. — TeKeT : aNeKTpoHHbIi.

3.2. eLIBRARY.RU: nayunas aiektponnas Oubnmorexka : caitr / OOO Hayunas
Onektponnas bubnmoreka. — Mocksa, [2022]. — URL: http://elibrary.ru. — Pexunm nocryna : s
aBTOpH3. nosb3osareseil. — TekeT : 21eKTPOHHBIH

3.3. Dnexrponnas Oubamoreka «M3parensckoro jgoma «I'peGennuxon» (Grebinnikon) :
anextponnas 6ubmmorexka / OO0 W] I'pebGennnkon. — Mocksa, [2022]. — URL: https://id2.action-
media.ru/Personal/Products., — Pexum jgocryna : s aptopu3. nonb3opareneil. — Texer
MEKTPOHHBII,

4. ®depepansuas rocyaapersennas ungopmanuwonnas cucrema «Hammonaasnas
yaekTponnas Gubanorexay» : dekTponnas Gubmmorexka : caiit / ®I'BY PI'B. — Mocksa, [2022]. -
URL: https://uab.pd. — Pexum nocryna : anst noassosareneii sayunoit 6ubnnorexu. — Teker :
NIEKTPOHHBINA,

5. SMART Imagebase : Hayuno-nupopmannonnas 6aza nanuex EBSCO // EBSCOhost :
[nopran]. - URL: https://ebsco.smartimagebase.com/?TOKEN=EBSCO-
1a2f8c552a76d8229047223a7d6dc9c&custid=s6895741. — Pexum nocryma : Juis  aBTopHs.
nons3osareneif. — M3obpakenue : aeKTpOHHEIE.

6. ®epepanbubie HHGOPMALHOHHO-00PA30BATE/ILHBIE MOPTAILE:

6.1. Exnnoe okno socryna K obpasosaTensHbIM pecypeanm : denepansusiii nopran . — URL:
http://window.edu.ru/ . — Tekcr : 3NEKTPOHHEII.

6.2. Poccuiickoe obpaszosanue : (enepanbubiit nopran / yapeaurens PrAY «®ULITO». -
URL: http://www.edu.ru. — Texer : 21eKTpoHHbIii.

7. Obpazoparensusbie pecypent Yal'y:

7.1. Dnextpounas OGubmmoreynas cucrema Yal'V : moayns «Dnexkrponnas Oubamorexay
ABUC Mera-ITPO / 000 «Jlara Dxcnpecc». — URL: http://lib.ulsu.ru/MegaPro/Web. — Pexum
JOCTYTIA : A7 noab3oBateseii Hayunoit Oubanorexu. — Teker : anekTpoHHbIii.

COI'JTACOBAHO:
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12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JUCIUIIJINHbI

Aymutopun U1 IPOBEIEHUS JIEKUMH M CEMHHAPCKUX 3aHATHH, U1 HpPOBEICHUS
TEKYIIEro KOHTPOJII U IPOMEXKYTOUHOM aTTECTAllUM, TIPYNIOBBIX M HWHAWBUIYAJIbHBIX
KOHCYJIbTAIUH.

AynuTOpHHM yYKOMIUIEKTOBAHBI ~CICIUATU3UPOBAHHONH MeOenblo, Y4eOHOW JTOCKOM.
Aynutopuu A NMPOBEACHUS JIEKUU 000pylOBaHbl MYJbTUMEIUIHBIM 00OpYIOBAHUEM IS
npefocTaBieHuss MHPOpMauuu Oonbmiol ayautopud. [lomemieHus Uisi CaMOCTOSTEIHLHOU
paboThl OCHAILIEHbl KOMIIBIOTEPHOW TEXHUKOM C€ BO3MOXHOCTBIO MOJKIIOYEHUS K CETH
«MHTepHeT» M O0ecrevYeHueM JOCTyNa K AIIEKTPOHHON HH(OpMaImoHHO-00pa30BaTeIbHOM
cpezie, SIeKTPOHHO-ONOJIMOTEYHOH cucTeme.

13. CIIEIJMAJIBHBIE YCJIOBUA JJISA OBYUYAIOIUXCA
C O'PAHUYEHHBIMH BO3MOXKHOCTAMMU 3/10POBbA
B cinydae HeoOxomumocTH, OOydarOUMMCA U3 4YMCIAa JMII C OrPaHUYEHHBIMHU
BO3MOXHOCTAMU 3O0POBbBA (HO 3as1BJIICHUIO O6yanOIH€FOC$I) MOr'yT npemjiiarateCia OJHU U3
CIIEAYIOIUIMX BapUaHTOB BOCHPUATHS HMHPOpPMAUMM C Y4YeTOM MX HHAMBUIYaIbHBIX
MCUXO(PHU3NIECKUX 0COOCHHOCTEH:
— 7S JUI ¢ HApyIICHWSMHU 3pCHUS: B MEYaTHOW (opMe yBeNIWYeHHBIM MpPUPTOM; B (Gopme
JIEKTPOHHOIO  JIOKYMEHTa; B Qopme aynuodaiina (mepeBoa ydeOHBIX MarepuaioB B
aynuodopmar); B medaTHoOM ¢opme Ha s3bike bpailid; uMHAMBHUAyaJIbHbIE KOHCYJIBTAllUU C
[pUBJICUEHUEM TU(IIOCYPIOTIEPEBOAUNKA; MHIAMBUAYAIbHBIE 3aJJaHUs U KOHCYJIbTALINY;
— JUIs MLl C HAapyIIEHWSIMH CIyxa: B Te4YaTHOH (opme; B ¢GopMe DIIEKTPOHHOTO JTOKYMEHTA;
BUJEOMATEepHalIbl C CYOTUTpaMu; WHIUBHIYyaJbHblE KOHCYJbTAlMM C  IPHUBJICUYCHUEM
CypAaornepeBoauIrKa; MHAUBHUAYAJIbHBIC 3aIlaHUA U KOHCYJIbTAlluH,
— JIJIS1 JTUI] C HApyIIESHUSIMUA OTIOPHO-JIBUTATENILHOTO afiapara: B meyatHoit popme; B popme
AJIEKTPOHHOI'0 IOKYMEHTa; B (hopMe ayanodaiina; MHIMBUIyaTbHbIE 33/1aHUS U KOHCYJIbTAIUH.
B ciydae HEOOXOUMOCTH HCHOJIB30BAHUSA B Y4€OHOM IPOLIECCE YACTUYHO/UCKIIOUUTEIBHO
JMCTAaHIIMOHHBIX 00pa30BaTeNbHBIX T€XHOJIOTUH, opranuzamus padotsl [II1C ¢ oOyuarommmucs ¢
OB3 u uHBamuaamMu MpeaycMaTpUBaeTCs B 3JIEKTPOHHOM HH(POPMAIMOHHO-00pa30BaTeIbHOM
Cpezie ¢ Y4eTOM X HHIAMBHYaJIbHBIX NCUXO(PHU3MUECKUX 0COOEHHOCTEH

Ae ettt

Pa3paboTunk JOUEHT JLLK. NmkuHsieBa
(noonucw) (OondrcHocms) (@H0)
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IIpuiaoxenne 1.

11. YYEBHO-METOJUYECKOE U HTHOOPMALIMOHHOE OBECIIEYEHUE
JTUCHUIINHbBI

a) CnucoK peKoOMeH1yeMO# JIUTepaTypbl
OCHOBHASI:

1. Kysnenos, M. H. [loxymeHTanmonHoe oOecrieueHue yrpaBieHus. J[OKyMeHTOOOOpOT
JIEIONPOU3BOJICTBO : YUeOHUK U mpakTukyM s By30B / W. H. Ky3nenoB. — 4-e uzn., nmepepad.
u jor. — Mockga : U3narensctBo HOpaiit, 2023. — 545 c. — (Bricmiee oopazoBanue). — ISBN
978-5-534-16003-1. — Texkcr : snexTpoHHEIH // OOpa3oBarenbHas miardgopma FOpaiit [caiit].
— URL.: https://urait.ru/bcode/523612

2. Cnmuak, A. B. KonduneHmaibHoe 1eI0MpOoU3BOACTBO : yueOHoe mocodue / A. B. Crinyaxk.
— HwxueBapToBck : HukHeBapTOBCKMI rocyaapcTBeHHbIN yHuBepcuter, 2020. — 120 ¢. —
ISBN 978-5-00047-558-4. — Tekcr : anextponnsiii / Llndpooit obpazoBarensuslii pecypc IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/118982.html.

JOIMOJTHUTECJIbHAA

1. KondunennuanbHoe AeTOMPOU3BOACTBO U 3AIIUIIEHHBIA 3JIEKTPOHHBIA TOKYMEHTOOOOPOT :
yueObnuk / H. H. Kynses, A. C. [Jémymxkun, A. I'. ®abpuunos, T. B. Konngpamesa ; mox
penaknueit H. H. KynseB. — Mocksa : Jloroc, 2013. — 452 ¢. — ISBN 978-5-98704-711-8. —
Texkcr : anmexkrponnbiit // Ludposoit oopazosarensHbiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/9083.html

2. Kysznenosa, U. B. KonduneHnuanpHoe AETONPOU3BOACTBO M 3AIMUIICHHBIA AJIEKTPOHHBIN
JIOKYMEHT0000pOT : yuyeOHoe mocodue g 6akanaBpos / M. B. Ky3uenosa, I'. A. XauarpsH. —
Mocksa : A# Ilm Ap Memma, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr :
anektpoHHbl // Ludposoit obpazoBatenbHbiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/97083.html.

3. Munyk, C. B. 3anmra u 06paboTka KoH(GUICHIIMATBHBIX JOKYMEHTOB. Bubl TaiiH : yueOHOE

nocoobue / C. B. Munyk. — Jlunenk : Jlunmenkuil rocyaapCTBEHHBIH Ie€Jaroruyeckuit
yausepcuteT umenu I1L.I1. Ceménona-Tsu-1lanckoro, 2017. — 61 ¢. — TeKcT : 37IeKTPOHHBIH //
[Mu¢pposoit  obOpazoBarenbHbii  pecypc IPR SMART :  [caiit] —  URL:

https://www.iprbookshop.ru/100923.html
4.  Cprues, FO. H. CrannapTsl uHpOpMalMOHHOM 6€30macHOCTH. 3aluTa U 00padoTKa

KOH(HIEHIIMATIBHBIX TOKYMEHTOB : yuebHoe nocobue / FO. H. CprueB. — CapatoB : By3oBckoe
obpazoBanme, 2018. — 195 c. — ISBN 978-5-4487-0128-3. — Tekcr : 2JIEKTPOHHBIN //
[udpoBoit  obpazoBatenbubiii  pecypc [PR SMART :  [caiit] —  URL:

https://www.iprbookshop.ru/72345.html

Y4eOHO-MeTOAUYeCKA:

1. Mmkunsesa JI. K. Metogudeckne peKOMEHIAIMN JUIsl CAMOCTOSTEILHON PabOThl CTYJEHTOB
no nuciuiuinHe «KoHduaeHnaapHOe IeNOMPOU3BOJACTBO» s OakajgaBpuara HampaBlICHUS
46.03.02 «loxymenrtoBenenue u apxuBoenenue»/ / JI. K. Nmkunsesa; Ynl'Y, ®ak. KyabTypsl
U UCKyCCTBa. - YIbsiHOBCK : Ynl'Y, 2019. - 3arn. c¢ skpana; HeonmyOnmkoBaHHBIA pecypc. -
OnekTpoH. TekctoBele gaH. (1 daim @ 280 KBb). - Tekcr : 2JI€KTpOHHBIN.-
http://lib.ulsu.ru/MegaPro/Download/MObject/7804

CornacoraHo:

/MYZLLO/W&‘%‘ / //ZZZ/M//Q— Z/ /// JW ‘6/‘7{/———/ /ﬂ_’—ﬂfﬂ/pydﬁ)

JloHOCTD COTPYAHNKA HayyHOI GHBIHOTeRH @HO
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[Ipunoxenue 2.
0) IIporpamMmHoOe oOecnieyeHue:
e OmnepanuonHas cucremMa Windows;
e [laker oducHbx mporpamm MicrosoftOffice.
e Cucrema «Antumuiaruat.BY3»

B) [Ipodeccuonasibubie 0a3b1 JAHHBIX, HHPOPMANMOHHO-CIIPABOYHbIE CHCTEMbI:

1. Dy1eKTPOHHO-0UOJINOTEYHbIE CUCTEMBbI:

1.1. Hudposoii obpazoBarenbHbiii pecypc I[PRsmart : snexTpoHHO-OMOIMOTEYHAS
cucrema : caiir / OOO Kowmnaums «A# Ilu Ap Menmay». - Caparos, [2023]. — URL:
http://www.iprbookshop.ru. — Pexxum mocTyma: uis 3aperdMCTpHp. Mojib3oBareiei. - Tekcr :
3JIEKTPOHHBIMN.

1.2. O6pasoparensuas miathopma FOPAMT : o6pasoBaTenbHbIil pecype, 3MEKTPOHHAS
6ubnmorexa : caiit / OO0 DnektponHoe m3narensctBo FOPAWUT. — Mocksa, [2023]. - URL:
https://urait.ru. — Pexxum goctyma: s 3aperucTpup. mojab30Baresieh. - TEeKCT : 2JIEeKTPOHHBIH.

1.3. baza nanubIx «2nekTpoHHas Oubnuoreka Texuudeckoro BY3a (ObC «Koncynbrant
CTYACHTa») : AJIEKTPOHHO-OMOnoTeuHas cuctema : cadt / OOO Ilomurexpecype. — Mocksa,
[2023]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum noctyma: s
3apPErUCTPUP. MOJIb30BaTENEH. — TEKCT : JIEKTPOHHBIN.

1.4. OBC Jlans : anekTpoHHO-0nOMMOTEeYHast cucteMa : cailT / OO0 OBC Jlanb. — CaHKT-
[TerepOypr, [2023]. — URL: https://e.lanbook.com. — Pexxum noctyma: uis 3apeructpup.
nosb30BaTenen. — TeKCT : 2JIEKTPOHHBIMN.

1.5. OBC Znanium.com : 31eKTpoHHO-01OmmoTeuHas cuctema : caut / OO0 3HaHUyM. -
Mockga, [2023]. - URL: http://znanium.com . — Pexum mgoctyma : s 3aperucTpup.
IIOJIB30BaTENeN. - TEKCT : AIEKTPOHHBIN.

2. KoncyabTanTtlliaroc [DnekTpoHHBIN pecypc]: cripaBoyHas mpaBoBas cucrema. /OO0
«Kouncynbrant [Tntocy - DnexktpoH. naH. - Mocksa : Koncynerantlntoc, [2023].

3. ba3bl JaHHBIX NEPUOANYECKUX U3TAHUI:

3.1. eLIBRARY.RU: nayuynas snekTpoHHass Oubnuorexa : caiir / OOO Hayunas
Onekrponnas bubianoreka. — Mockga, [2023]. — URL: http://elibrary.ru. — Pexxum noctyma : ajist
aBTOPU3. NOJIb30BATENEN. — TEKCT : AIEKTPOHHBIN

3.2. DnexTponHas Oubnmoteka «M3garensckoro noma «I'pedennukoB» (Grebinnikon) :
anekTponHas Oubnmoreka / OOO W]l [I'pebennmkoB. — Mockpa, [2023]. — URL:
https://id2.action-media.ru/Personal/Products. — Pexwum gocTyna : it aBTOPH3. TMOJIb30BaTEIIEH.
— TeKCT : 3NEKTPOHHBIM.

4. ®egepanbHadg rocygapcrseHHasi MHpopmanumonnas cucrema «HanmonaabHas
3JIeKTPOHHAsI OU0JMOoTeKa» : HeKTpoHHas Oubnuoreka : caidt / ®I'BY PI'b. — Mockasa, [2023].
— URL: https://H36.pd. — Pexxum poctyna : 11 nonas3oBaTesneil HayuyHoi 6ubnuoreku. — Tekcr :
ANEKTPOHHBIN.

5. Poccuiickoe odpa3oBanue : penepanbublii nopran / yupeaurenb GIAY «DULITO».
— URL: http://www.edu.ru. — TekcT : 3JeKTPOHHBIIA.

6. ODuaexkrponHas OmOamoreynass cucrema Yal'¥V : wmoayns «OJIeKTpoHHas
O6ubamorexa» ABUC  Mera-IIPO / OO0  «/lara DOxcopece». —  URL:
http://lib.ulsu.ru/MegaPro/Web. — Pexxum noctyna : 1uis mojib30BaTeseii HayYHONH OMOIUOTEKH. —
TekcT : 31MeKTPOHHBIN.

Cornaconano: 1
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11. YYEBHO-METOJUYECKOE U HTHOOPMALIMOHHOE OBECIIEYEHUE
JTUCHUIINHbBI

a) CnucoK peKoOMeH1yeMO# JIUTepaTypbl

OCHOBHASI:

1. Kysnenos, . H. JlokyMeHTanmoHHOE oOecredeHue ympaBiieHus. J[OKyMEHTooOOpoT u
JIEIIONPOU3BOJICTBO : YUeOHUK U mMpakTukyM 1is By30B / W. H. Ky3HenoB. — 4-e uzn., nmepepad.
u jor. — Mockga : U3narensctBo HOpaiit, 2024. — 545 c. — (Bricmiee oopazoBanue). — ISBN
978-5-534-16003-1. — Texkcr : anexTpoHHEIH // OO0pa3oBarenbHas miardgopma FOpaitt [caiit].
— URL.: https://urait.ru/bcode/535548.

2. Comuak, A. B. KondunenmaibHoe 1eI0Mpou3BOACTBO : yueOHoe mocodue / A. B. Crnnyaxk.
— HwxueBapToBck : HukHeBapTOBCKUI rocyaapcTBeHHbIN yHuBepcuter, 2020. — 120 ¢. —
ISBN 978-5-00047-558-4. — Tekcr : anextponnsiii / Llndpooit obpazoBarensuslii pecypc IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/118982.html.

JOTIOJIHUTEIbHAA:

1. KondunennuanbHoe AeTOMPOU3BOACTBO U 3AIIUIIECHHBIA JIEKTPOHHBIA TOKYMEHTOOOOPOT :
yuebnuk / H. H. Kynses, A. C. Jémymxkun, A. I'. ®abpuunos, T. B. Konngpamesa ; mox
penaknueit H. H. KynseB. — Mocksa : Jloroc, 2016. — 500 ¢. — ISBN 978-5-98704-711-8. —
Texkcr : anmexktponnbiit // Lludposoit oopazoBarensHbiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/66416.html

2. Kysznenoa, U. B. KonduneHnuaapHoe AETOMPOU3BOACTBO M 3AIMUIICHHBIA AJIEKTPOHHBIN
JIOKYMEHT0000pOT : yuyeOHoe mocobue g 6akanaBpos / 1. B. Ky3uenosa, I'. A. Xauarpsa. —
Mocksa : A# Ilm Ap Memma, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr :
anekTpoHHb // Ludposoit obpazoBatenbubiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/97083.html.

3. Munyk, C. B. 3anmra u 06paboTka KoH(GUICHIIMATBHBIX JOKYMEHTOB. Bubl TaiiH : yueOHOE

nocoobue / C. B. Munyk. — Jlunenk : Jlunmenkuil rocyaapCTBEHHBIH Ie€Jaroruyeckuit
yausepcuteT umenu I1L.I1. Ceménona-Tsu-1lanckoro, 2017. — 61 ¢. — TeKcT : 37IeKTPOHHBIH //
[Mu¢pposoit  obOpazoBatenbHbii  pecypc IPR SMART :  [caiit] —  URL:

https://www.iprbookshop.ru/100923.html
4.  Cprues, FO. H. CrannapTsl uHpOpMalMOHHOM 6€30macHOCTH. 3aluTa U 00padoTKa

KOH(HIEHIIMATIBHBIX TOKYMEHTOB : yuebHoe nocobue / FO. H. CprueB. — CapatoB : By3oBckoe
obpazoBanme, 2018. — 195 c. — ISBN 978-5-4487-0128-3. — Tekcr : 2JIEKTPOHHBIN //
[udpoBoit  obpazoBatenbhbii  pecypc [PR SMART :  [caiit] —  URL:

https://www.iprbookshop.ru/72345.html
Yy4eOHO-MeTOANYeCKas:

1. Mmkunsesa JI. K. Metogudeckne peKOMEHIAIMN JUIsl CAMOCTOSTEILHON PabOThl CTYJEHTOB
no nuciuiuinHe «KoHduaeHnaapHOE MEIOMPOU3BOJACTBO» i OakajgaBpuara HaNpaBlICHUS
46.03.02 «loxymenrtoBenenue u apxuBoBenenue»/ / JI. K. Nmkunsesa; Ynl'Y, ®ak. KyabTypsl
U UCKyCCTBa. - YIbsiHOBCK : Ynl'Y, 2019. - 3arn. c¢ skpana; HeonmyOnmkoBaHHBIA pecypc. -
OnekTpoH. TekctoBele gaH. (1 daim @ 280 KBb). - Tekcr : 2JI€KTpOHHBIN.-
http://lib.ulsu.ru/MegaPro/Download/MObject/7804

Coznacoeano:

I'n. oubnuomexapo / Iessaxoea H.H. / |  25.05.2024
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0) IIporpamMmHoOe oOecnieyeHue:
e OmnepanuonHas cucremMa Windows;
e [laker oducHbx mporpamm MicrosoftOffice.
e (Cucrema «Antumiaruar.BY3»

IIpogheccuonanvrvie 6azvi OanubIX, UHGOPMAYUOHHO-CNPABOUHBLE CUCTIEMbL

1. Dy1eKTPOHHO-0UOJINOTEYHbIE CUCTEMBbI:

1.1. Iludporoit obpazoBarenbHbIii pecypc IPRsmart : 3iekTpoHHO-OHOIHMOTEUHAS
cucrema : caiit / OOO Kommanus «Ait [Iu Ap Memma». - Capatos, [2024]. — URL:
http://www.iprbookshop.ru. — Pexxum gocTyma: Ui 3aperMCTpHp. MMojib3oBareieit. - Tekcr :
JJIEKTPOHHBIN.

1.2. O6pasoBarensHas miardgopma IOPAWT : 06pa3oBaTebHblil pecype, MeKTPOHHAs
6ubamorexa : caiit / OO0 DnekrponHoe u3natenbetBo «FOPAUT». — Mocksa, [2024]. - URL:
https://urait.ru . — Pesxxum gocTtyma: uist 3aperucTpup. MoJb30Batelei. - TEKCT : 37IeKTPOHHBIH.

1.3. ba3za manubx «OnexTpoHHas Oubmuoreka texuuaeckoro BY3a (ObC «KoncynbpranT
CTYJEHTa») : IEKTPOHHO-OubnuoTeuHas cucrema : caiit / OOO «Ilonurexpecype». — Mocksa,
[2024]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum nocrtyma: s
3aperucTpHp. Noab30BaTeNel. — TEKCT : 3MEKTPOHHBIMH.

1.4. KoHCynbTaHT Bpada. DICKTPOHHAS MEIUIIMHCKAs OMOJIMOTEKa © 0a3a TaHHBIX : CAWT /
OOO «Bpbicmias 1mKoJia oOpraHU3allMd M YIOpaBJICHUS 3ApaBOOXpaHeHUeM-KoMIuieKCHbIH
MEIUIIMHCKUI KOoHcanTuHr». — Mocksa, [2024]. — URL: https://www.rosmedlib.ru. — Pexum
JOCTyMa: 7Sl 3aPETUCTPUP. Mosib3oBareneil. — TeKCT : 3IeKTPOHHBIM.

1.5. Bonburas MmeauIMHCKass OMOTMOTEKA © AJICKTPOHHO-OMOIMOTEYHAs CUCTEMA © CalT /
OO0 «bykam». — Tomck, [2024]. — URL: https://www.books-up.ru/ru/library/ . — Pexum
JIOCTyNa: JJIsl 3apETUCTPHP. MOJIb30BaTeNeh. — TEKCT : 3JIEKTPOHHBIN.

1.6. OBC Jlanp : snekTpoHHO-OMOMMOTEUHas cuctema : caiit / OO0 3BC «Jlanpy». —
Canxkr-IlerepOypr, [2024]. — URL: https://e.lanbook.com. — Pexum moctyma: uist 3aperucTpup.
nosb30BaTenen. — TeKCT : 2JIEKTPOHHBIM.

1.7. OBC Znanium.com : »3JeKTpOHHO-OMOMMOTeUHass cuctema : cait / OOO
«3Hanuym». - Mocksa, [2024]. - URL: http://znanium.com . — Pexum moctyma : st
3apErUCTPUP. MOJIb30BaTENEH. - TEKCT : ANEKTPOHHBIN.

2. Koncyabsrantllimioc [DnekTpoHHBIN pecypc]: cripaBodHas npaBoas cucrema. / OO0
«Koncynbrant [lmocy - DnektpoH. gaH. - Mocksa : KoncynerantlLiioc, [2024].

3. eLIBRARY.RU: nayunas snexkTpoHHas Oubnuorexa : caiit / OOO «Hayunas
Onekrponnas bubnmoreka». — Mocksa, [2024]. — URL: http://elibrary.ru. — Pexxum nocryna :
JUI aBTOPH3. MOJIb30BaTeNe. — TeKCT : AIeKTPOHHBIHN

4. MenepajbHas rocyaapcrBeHHasi HuHpopMmanuoHHas cucrema «HauuonanbHas
3JIeKTPOHHAs OMOIMOTEKAY : dIIEKTpOHHAs OnbnoTeka : caiit / ®I'BY PI'B. — Mocksa, [2024].
— URL: https://H36.pd. — Pesxxum moctyna : 115 mosib3oBaTeseil HayqHoW OuOanoTeku. — Tekcr :
JJIEKTPOHHBIN.

5. Poccuiickoe odpa3zoBanme : dhenepanbubiii moptai / yupenurenb OI'AY «OUL[TO».
— URL: http://www.edu.ru. — TekcT : 3JeKTpOHHBIA.

6. DaexkTponHass OudamoreynHasi cucrema Yal'yV : woaymp «DJIeKTpOHHAs
6ubnuorexa» ABUC  Mera-IIPO / OOO  «J/lara Okcmpece». —  URL:
http://lib.ulsu.ru/MegaPro/Web. — Pexxum moctyna : 1yis1 mosib30BaTeieil HayqHOH OMOIMOTEKH. —
TekcT : ANeKTPOHHBIH.

Wmxenep Beqymuii Ulypenko FO.B. 2024
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