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Beeoeniie

[IpakTHUecKHe 3aHATHA SBILTIOTCA HeOoTheMIIeMOH 4YacThl0 YueOHOIO IIpoIlecca, KOTOPBII
IIpeJICTaBIgeT COOOI eHYI0 CHCTEMY, I'Jle Kakgad ¢opMa HMeeT CBOe 3HAUeHHe H OIpejleIeHHbIe 3aIaum.
Ha IeKIOHHBIX 3aHATHAX IIPelloflaBaTellb CO37IaeT CTPYKTYPHO-TOTHYECKYH) MOJENb JIHCITHILIHHEL,
aKTyaTH3HpyeT 3HaUeHHe AHCIHIDIHHEL, (OPMIPYeET V CTYIEHTOB HHTepeC K IMpodaeMaM, pacCMAaTPHBAEMBIM
B yueOHOM Kypce, a TaK#ke JaeT OIpejleJleHHbIE YCTAHOBKH HA CAaMOCTOATENbHYIO JIeATeIbHOCTh CTY/IEHTOB
H XapakTep IIPOBeIeHH CeMHHApPCKUX (TIPaKTHUeCKIX ) 3aHITHIL.

CMEICII IIPaKTHYECKOTr O 3aHATHSA, KaK OJHOI W3 opM ydeOHOr O ITpoliecca, 3aKIHUYAeTCsS He TOIBKO B
OpraHH3al[HH TeKYIIero KOHTPOIA 3HAHHIl CTYHEHTOB, HO H B OpPTaHH3AI[HH MEKIHYHOCTHOIO OOIeHHA
CTYJEHTOB, B XO/[¢ KOTOPOrO IIPOHCXOIHT PealbHOe (POPMHPOBAHHE CHCTEMEI 3HAHHIT II0 THCIIHIUIHHE H II0
CIIEI[HAIIEHOCTH B I[e10oM. KpoMe TOro, IpakTHUYecKHe 3aHATHA IIPeAOCTABLIIOT IIHPOKHE BO3MOKHOCTH LT
OpraHH3al[HH IIPOJYKTHBHOIO TBOPYECKOrO MBIIDIEHHS H OCBOEHHS ITPO(eCCHOHAIBHBIX HABHIKOB
CTYAEHTOB.

Poirs mpenojaBaTellsi B OpTraHH3AI[HH IMPAKTHUECKOrO 3aHATHA, IIPekK]le BCETO, COCTOHT B TOM, UTOORI
IaTh PAN YCTAHOBOK IIO OPraHH3aliH JalbHeIIeil caMOCTOATEebHOH PaboThl CTYAEHTOB: YCTAaHOBKY Ha
IIOJTOTOBKY K IIPAaKTHUECKOMY 3aHATHIO, YCTAaHOBKY Ha TBOpPYECKOe MEKIHYHOCTHOe OOIIeHHe
nmpod)eCCHOHAIBHOTO XapakTepa HAa caMOM 3aHATHH, YCTAHOBKY Ha YIIyOleHHOe YCBOeHHe yueOHOro
MaTepHara H OOOTallleHHYI0 apryMeHTaI[HI0 TeX peIleHIIl, BHBOJOB, KOTOPBIE OCMBICIHBATICH HAa
IIpaKTHYeCKOM 3aHATHH, HO Telleph VKe B IIPoIlecCce BHeAYTHTOPHOH caMOCTOATeIIbHOH JIesTeTbHOCTH.

Pollb IMpaKTHUeCKHX 3aHATHII B YUueOHOM IIpoIlecce BakKHA €Ile H ITOTOMY, UTO CaMOCTOATeIbHAasd
ITOATOTOBKA CTYIEHTA K 3aHATHIO, a TaK Ke KIHBOE OOCYKJeHHE ITPOoOIIeM IUCI[HIIIIHLI HA CaMOM 3aHATHH
IIPHBOIAT K HeM30eKHOMY Pa3BHTHIO Y CTYIEHTOB CIIOCOOHOCTEIl K CaMOCTOATEIFHOMY MEBIIDIEHHIO H
AHATH3Y OBICTPO H3MEHSIOINEeNcA CHTVAI(HH. J[1Id CTYIEHTOB CIEIHATBHOCTH «TaMOKEeHHOE IeI0» 3TO
HrpaeT OocoOVI0 PONb, TaK KakK IT03BOJIAET IIPHOOpecTH OVIVIIMM CIIEIHATHCTAM BakKHEIIIe HaBBIKH
OPHEHTHPOBAHH A, OCMBICTIEHHA H BHEIAPEHHI B IPAKTHKY IIOCTOAHHO MEHIIOIIEHCA HOPMATHBHON H
3aKOHOJIATEIbHOIl 6a3kl, perlaMeHTHPYIOIIeH MedTelbHOCTh TaMOKEHHBIX OPTaHOB.

Peamm3ara (pyHKI[IIT TaMOKEHHBIX OPraHOB CBA3aHa ¢ O(pOpMIEHHEeM JOKYMEHTAI[HH Ha OyMaKHOM
H 31eKTPOHHOM HOCHTele. biaromaps 4eTkO OpraHH30BAHHOMY AEIOIPOH3BOACTRY PYKOBOIHTEIH MOT'YT B
1r00oe BpeMA IIOMYUYHTE PealbHYI KapTHHY AeATeIbHOCTH OpraHM3allii, B IIPOTHBHOM ciIyyae paboTa ee
COTPVIHIKOR M BCE IalbHelIIee e€ pa3BHTHE OYIeT HOCHTh XaOTHUHBLI XapaKTep.

TamoxkeHHBIe OpraHkl PocCCHIICKON Deleparii ABIAI0TCA €JHHOH CHCTEMOMH, AeATEIFHOCTE KOTOPOH
Oasmpyercad Ha OOIMX CHCTEMHBIX IIPHHI[MIIAX: I[EIOCTHOCTH, CTPYKTYPHOCTH, HepPapXIHYHOCTH,
B3aHMO3aBHCHMOCTH C OKPYKAIOIEI COI[HAIBHONH cpedoi. OTHOIIEHHA MeXAY TaMOKEHHBIMH OpraHaMH H
OpraHM3alAMH, YUYACTHHKAMH BHEIIHEIKOHOMHUYECKOH JIeATEIbHOCTH, JIPYTHMH TOCYTApCTBEHHBIMH
OpraHaMH ¥ OpPTaHM3AI[MAMII CTPOATCA IIOCPEIACTBOM OOMEHAa KOPPECIOHIEHINHE, OpraHH3aI[HOHHO-
PacCIOpATHTEIbHOH JOKYMEHTAI[HEH H HHBEIMH BHIAMH JOKYMEHTOB.

Omnpapmasiime cedd Ha ITPaKTHKe palHOHAIbHEIE (POPMBI H METOHBI CO3MaHHA H 00paboTKH
JTOKYMEHTOB MOI'YT OBITH JOBEJEHEI 10 VPOBHA OOIIE HOPMEI JIHIIE IIPH YCIIOBHI, UTO BCE YUACTBYIOII[IE B
Iporeccax co3faHud, oOpabOTKH H HCIIONB30BAHHA MJOKYMEHTOB H JAOKYMEHTHOH HHQoOpMaImi OyIyT
OOCTAaTOYHO TOUYHO IIPHIAEPAHBATECA B CBOEH [IEATENBHOCTH STHX €OHHBIX TIpaBII H HOPM
TOKYMEHTAI[HOHHOI O 00eCIIeueH .

AKTYaTbHOCTh H3VUEHHA THCIIHIUIHMHEI CTYIEHTAMH CIIEI[HAILHOCTH « TaMOKEHHOE JeI0» CBA3aHA C
TeM, UTO B TaMOKEHHBIX OpraHax HJET HepephlBHAA padoTa ¢ Pa3THUHBIMH JOKYMEHTAMH KakK
VIIPaBIEHYECKOro, TaK H CIeI(HUecKOoro TaMOXEHHOIO TOIKA, II03TOMY OYIVIIOI CIEeIHAaIHCT
TaMOKEHHOT O Jiea 0013aH 3HaTh VHHOHIHPOBAHHEIE IIpaBIUIa opopMiIeHHd H paboTH ¢ JTOKYMEH TaMH.

I[envro H3VUEHHA THCIIILIMHEL ABIAETCA 3HAKOMCTBO OOYYAROIIMXCA C CHCTEMOI HAYUHBRIX 3HAHIIL, a
TaK/ke METOJOB H CPeJCcTB, HeOOXOMHMEBIX IS OpraHH3aI[HH JOKYMEHTAI[HOHHOTO H HH()OpPMAaIlHOHHOIO
O0€eCITeUeHH 1 MeATEeTbHOCTH TaAMOK €HHEIX OPraHOB.

OcHoeHbiMU 3adayamu Kypca SABJLTIOTCS IIpHOOpeTeHHe CTYIeHTAMH 3HAaHINI B TaKHX OOIacTAX, Kak
TOKYMEHTHPOBAaHHE, HWHQOPMAIHOHHEIE CHCTEMBI, TeOpPHSI VIIPaBIEHHI, apXHBHPOBaHHE H p.,
HEeOOXOMIMBIX JIIIDROPIEHI 3NN AROKYMEH TAlIHOHHOr0 O0eCIIeUeHH I JIeATeIbHOCTH TaMOKEHHOIO OpraHa B

3N .
I&EJIDM KaK T{'}[%d&g 'ﬁf&'—?ﬂfﬂf mhi[ TdK H C HCIIOIL30BEAaHHEM HOBEBIX IH{@DPMHIHIDHI{BIH TE}{HDJIDI‘IIII),
eptuchmkat:  2CB000043E9ABEBB952205E 7/BAS00060000043E

QPLAHK3AIIH, AOKYMEHT ROTA, KOHKPETHOIO JMOMKHOCTHOIO JIHIA, a TaKKe IIPHOOPETEH IS IPAKTHYECKHX
HABBIKOB IIO0 IIOJTOTOBKE H OpraHH3alHH HCIIONHEHHSA Pa3IHYHOIO POJA HAOKYMEHTOB, IIPOBEIEHIIO
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JKCIIEPTH3H ITEHHOCTH

JOEKYMEHTOE, HCIIOINB3O0BAHHHK JOKYMECHTAIBHBIX IIOHCKOBBIX CHCTEM, CPCEICTE
BREIUICIIHT I HOH H OPITEXHHEKI B ITPOIECCE CO3TAHHA H VIIPABJICHHA JOKYMEHTAMII.
B PE3YJLTATE OCBOCHHHA JHCIHILIHHLBI CTYACHT JOJIZKEH.

Kon, ¢popmynHpoBKa

Kon, ¢popmymnHpoBKa

[ LmaHHpyeMbIe p €3YyIbTaThl 00YUEHHA I10 JHCIIHIUTHHE

KOMITETEHI [HH HHJTHKATOp (MOJTyN10), XapaKTEPH3YIOUIHE 3Tarlbl (OPMHp OBaHHA
KOMITETEHI [HI, HHJTHKAaTOPOB
OIK-2. CriocobeH | U-2omx.2 OcymecTBisaeT cbop, | OcBoHI OCHOBHEIE HOPMAaTHBHEIE H
OCYIICCTBIIATD cO op, | XpaHCHHC, TIPCO 6[] dA30BaHHE H | prerT OIHYEeCKHe ACTIEKTEI IIOJT OTOBKH H
obpaboTiy, aHaltis | Hepeaaty AQHHbIX ¢ | opopMIeHHS Ppa3IMYHOIO PoAa JIOKYMEHTOB
HaHHBIX  UIA  PCIICHHA | HCITOJIB30BaHHCM CETCBbLIX (}*T[PHBJIEH"-IECIGIK TAMOK e HHEIX H HP) H
I'p DdJECCHDHH JIBHBIX KOMIIBIOTCPHBIX TCXH OJIOTHH H
. | OpraHH3aIMH IeIOIPOH3BOACTBA B TAMOKEHHOM
3a7]a4, HH(QOPMHPOBAaHHA | OCHOBHBIX Tp €0 OBaHHIT oDrAHE:  [DHMEHSET VLT I —
OpraHoB HH( opMaL[HOHHOH P ’ P TIPHHIHIIbL pell
FOCYIAPCTBEHHON BIIACTH | GE30MacHOCTH. 3AIMHTH HHPOPMAIMH B TAMOKEHHBIX OpraHax
H oBIecTBA HA OCHOBE npH paboTe C AOKYMEHTAMH ¢ HCIIONE30BaHHEM
If]]-I(prMHLI;[fIDHI-IDﬁ H CETEBBIX KOMIIBHOTEPHBIX TeXHOJOrHH, IIOHHMAET
OoHOmHorpadHye cKoii 0CcOOEHHOCTH OpraHH3aI[HH H CTAHH
KyJbTypBbl c OOKYMeHTO00OpoTa B TaMOKEHHBIX OpraHax;
IMPHMEHEHHEM criocoDeH  ITOATOTORHTL H otbnpmm BCe& BHJIBI
HH( OpMAl[HOHHO- OPTaHH 3aI[H OHHO-PACIIOP AT EMTbHBIX
KOMMYHHKALHOHHBLX JOKYMEHTOB B  TAMOKEHHEIX  OpraHax ¢
TEXHOIOTHH H € yACTOM HCITOJIb30BaHHEM CETEBbIX KOMITbIOTEPHBIX
OCHOBHbBIX TP e0oBaHHI .
HH( OpMaL[HOHH O “eXIOTOTTL
630 CHOCTH IT/]-4omx- Ilpumvensier | OCBOMI  BH/BI  VIIPABIEHUECKHX  JOKYMEHTOB,
COBp €MeHHbIe HH(OPMALIMOHHBIE | [TOHHMAET HX POH M (PYHKIMHH HA Pa3HBIX STallax
Texnoiord - Ui peliCHI | ypapeHUecKoro TIpoIiecca; HCIIONMB3YET
CTaHAapTHbIX . 3ANAT | po3MoKHOCTH HOBBIX HH(}OpMAIH OHHBIX
rp opecCHOHAIbHOH .
TEXHOIIOTHH [UIA TIOATOTOBKH, O(OpMIEHHA,
AEATCIIBHOCTH H
HHG OPMHP 0Ba oprasos | TEPEAAMIL TIOHCKa H XpaHeHHT
rocyapcTBeHHoi  BiacTH  u | AOKYMEHTHDYEMON HHOpMAIIH, aHATH3IHPYET
oB1ecTsa. COCTOSHHE [JOKyMeHTooOOpoTa B IEIOM H

COIepKaHHE €ro OTHENbHBIX CTaJil, OCBOWI
ITOPAIOK BETOMCTBEHHOT O XPaHEHH I JOKYMEHTOB
H OpraHM3alHI0 HX [JeIONPOH3BOACTBA B
TaMO/KEHHBIX OpraHax (HOMEHKIaTypa [iell,
opmiipoRaHHe [e1, O(OPMIEHHA [ell), 3HaeT
OCHOBHl ApPXHBHOIO XpaHEHHA JOKYMEHTAI[HH
TaMOKEHHBIX OPraHOB, OCBOHII HOPMATHBHO-
METOQHUECKHE OCHOBBI OpraHH3aIMH CIYAOBI
TOKYMEHTAIHOHHOT 0 O0eCIIeYeHHA TaMOKEHHBIX
OpPTaHOB.

OIINCAHHE ITPAKTHYECKHUX 3AHSATHIA

Tema 1. Pouib, 3HaUeHHE H COJIEPKAHHE JEeJIONPOH3BOICTEBA B TAMOKEHHBIX OPraHax.
I IpakTirueckie 3aHaTHd Nol 2

I[enn:

PACCMOTPETE IIOHATHE, CYIDHOCTE POIIE H 3HAUECHHE MOCIOITPOH3BOJACTEA B TAMOAKCHHBIX OPI'aHAX,

H3YUHTH €r0 OCHOBHEIE ()YHKI[HI HOPMATHBHO-ITPABOBYIO 0a3y.

3name: OCHOBHbIe HOPMATHBHEIE H MeTOHYECKIE JOKYMEHTEHI IT0 BOIIPOCAM ITOATOTOBKH M O(OpMIEHHT
Pa3IHYHOTO Pojia JOKYMEHTOR (yIIpaBIeHYeCKIX, TAMOKEHHEIX M JIp.) H OpTraHH3aI[HH JIeOIIPOH3BO/ICTRA B
TaMOKEHHOM OpraHe, BO3MOKHOCTH HOBBIX MH(OPMAIIHOHHEIX TEXHOIOTHI, WCIIONb3YeMBIX LA
IIOATOTOBKH, OoopMIIeHH, TepeJadr, ITONCKA H XpaHeHH JOKYMeHTHpPYeMOil HH{@opMaIni, HOpMaTHBHO-
METOJ[HYeCKIe OCHOBEL OPFAHIRAINI PAGOTH CTYKOBH JOKYMEHTAIOHHOTO OOECIeUeHHT TaMOKEHHEIX
OpPIaHOB. ANEKTPOHHOW MOANUCHIO

Ve s T pHME TS a1 iKeVOCHOBHEre HOPMATHBHEIE H METOJHUECKHEe JOKYMEHTEI IIO BOIpOCaM
Bnaneneu: ebayxoeg TateAHa ANekcaHgpoBHa

IMOTOTOBKH H OQOPMIEHHS pPa3lIIYHOTO poJa JOKYMEHTOB H OpraHH3allHH JIeTOMPOH3BOJICTBA B

TaMOAKCHHOM DPFHHE.
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D opmupyemote komnemenyuu: OIIK-2 (-1, U-4).

AxmyaibHocmb membl: Bce COTPYTHHKH TaMOXKEHHEIX OPraHOB, YUACTBVIOIIHE B ITPOIlECCAX CO3JIAHHA,
00paboTKH H HCIIONB30BAHI A JOKYMEHTOB H JOKYMEHT HPOBAHH O HH(POPMAIHH TOIKHEL JOCTATOUHO TOYHO
IIPHAEPKHUBATECA B CBOEH IEeATEIBHOCTH EIMHBIX ITPAaBHI H HOPM [JOKYMEHTAI[HOHHOIO OOecIieueHHd,
IIOHHMATh POIb H 3HAUEHHE [IEIOIPOM3BOACTBA H JOKYMEHTO00OpOTa B OpPraHM3aIlHH IeATeThHOCTH
TaMOKEHHEIX OpraHOB PoccHH.

Teopemuueckaa 4dacmp: HeobOxommo oOparHTs BHHMAHHE HA TO, YTO, HECMOTPSA Ha BBICOKHE TEMIIBI
KOMITFFOTEPH3AIHH B padoTe TAMOKEHHBIX OPraHOB, HX JEeATEIBHOCTh ITOKA HEBO3MOKHA 0e3 OyMaKHOIT
TOKYMEHTAI[HH, IHPKYIHPYIOIIEI B cdepe OCHOBHOH [eATETPHOCTH H B IIPOIECCE TIPHHATHI
VIIPABIEHUECKHX PpelleHHil. J[a H IIpH IIOTHOM IIepexXOle Ha 3IeKTPOHHBIN JOKYMEHTOOOOPOT ITpaBIiIa
o OpMIIEHH I JOKYMEHTOBR He CHIIbHO IIOMEHAIOTCA. biaaromapsa 4eTKO OpraHH30BAHHOMY JIETOIIPOH3BOACTRY
PYKOBOIHUTEIH MOIYT B IF000€ BpeMd IIONYUHTH PEATBHYI0 KapTHHY HeATEIbHOCTH OpraHM3allii, B
IIPOTHBHOM clIyyae paboTa ee COTPYIHHKOB OYAeT HOCHTh XAaOTHUHBII XapaKTep.

IOpumirueckad OTBETCTBEHHOCTh 3a CO3JABAEMVI0O H HCIIONB3YEMYIO OOIIECTBOM [TOKYMEHTAI[HIO
paccpeoToueHa MEXKIY PAIOM OPraHOB T'OCYIAPCTBEHHOI BIACTH H VIIPABIEHHI B COOTBETCTBHH C HX
() VHKITHOHATBHBIMH OOS3aHHOCTAMH. OTO B IIEPBYIO ouepep [ ocyaapcTBeHHAd apXHBHAA ciayx0a PoccHH 1
Kommrer Poccuiickoit @eepaliii 110 CTaH JaPTH3AIII, METPOIOTHH H CEPTH (HKALIH.

BEIIEIAIOT CIeyOIHe HCTOUHHKH HOPM POCCHITCKOT O AeIOIIPOH3BOACTBA:

1. @emepanpHbOI 3akoH «O0 HH@OpMAIH, HH@OpMAaTH3allHH H 3aIuTe HH@opMmaipop. Ne 24-@O3 oT

20.02.95.

2. OcHoBH 3aKoHOoaTenbcTBa PD 00 apxueHOM (poHe. Ne 5341-1 ot 07.07.93.
3. VYxka3 Ilpesngenra P® ot 17.03.94 Ne 552 «OO0 yreepxaeHHH IlomoxeHHd o0 apXHBHOM ()OH]IE

Poccmiickoii @epepartiii 1 I1oI0KeHHA 0 TOCYIAPCTBEHHOI apXHBHOII ciyxoe.

4. OO0Iepoc cHiicKIOl KraccH(HKaTOp yirpaBieHueckoil qokyMeHTaui OK 011-93, seemen ¢ 07.01.94.
CoBMecTHOE mocTaHoBlIeHHe OT 30.11.81 ["'ockoMHTeTa 10 HayKe H TeXHHKe, [ occTaHgapTa M I TaBHOT O
APXHBHOTO ynpaBileHHd «OO0 yTBepAKIeHHH TIOIOBOrO ITONOKEHHSA O BEJIEHHH el OIIPOH3BOACTBA II0
IIpeJIOKEHIAM, 3adBIEHHAM H Kamod0aM T'pakJaH B TOCYJTAPCTBEHHEIX OpraHaxX, HA IMPeIIPHATHAX, B
VUPEXKIEHHAX H OPT aHH 3aI[HIX».

6. TOCT P 6.30-97 «YHH(QHIPOBAHHBIE CHCTEMBI [JOKYMEHTAI[HH. YHHQHIHPOBAHHAA CHCTEMA

OpraHH3ALHOHHO-PACIIOPATHT eTHOMH JOKYMeHTaIHH. T peboBaHN A K 0()OPMIIEHHEO JOKYMEHTOB
7. TOCT 6.104-84 «llpumaHme OPHIHUYECKOH CHIBI [JOKYMEHTaM HA MAIMHHOM HOCHTEIe H

MAIIHHOI paMMe, CO3TaBaeMBIM CPeCTBAMH BREIUICITHTETFHOH TEXHHKID)

8. T'OCT P 51141-98 «JlemommpoH3BOACTBO H ApPXHBHOE JIel0. T epMIHEL H OITpeIeleHILD).

N

OCHOBHEIM [IOKYMEHTOM, PETITaMEHTHPYIOIHM [JOKYMEHTOOOOPOT B TaMOKEHHBIX OpraHax SABILAETCSH
[Tpukaza @TC Poccum Nel331 or 9 mona 2014 r. «O0 YyTIBepKAeHHH THIIOBOH HHCTPYKIHH IIO
IETIOIPOH3BOACTRY H paboTe apxXHBa B TAaMOKEHHEBIX OpraHax POy

Bonpocot ana cobecedoeariia npaxknuideckoe 3aHantie Nel :
1. JIeTorpon3BOZICTRO - OCHOBHAA OOECIIEUHBAOIIAS (PYHKIHA YITPARIIEHIIA.
2. HopMmaTHBHO-MeTOo/Iueckad 0aza JelIopoH3BO/ICTRA.
3. JIOKYMeHTAIIA TAMOK EHHBIX OPTaHOB.
4. CHCTEMEI JOKYMEHTALTIHI.

Juckyccuontvie nemol dna kpyanozo cmona. Ilpaxnuiie ckoe 3aranmuie No2:
Tema Kpyrioro crona «SNeKTPOHHBIT H TPaHIIHOHHBI JOKYMEHTO000POT: ILEOCEI H MHHYCED»
CHCTEMBI 3TeKTPOHHOT 0 JOKYMEHTO000poTa
OIeKTPOHHBIT JOKYMEHT0000POT B TAMOAKEHHOI CHCTEME
ParioHamm3amia  JelIOIPOH3BOACTBA C IIPHMEHEHHEM 3IeKTPOHHOIO JOKYMEHTOOOOpoTa B
TAMOKEHHEBIX OpraHax

B o=

PexoMeHTAaI[HH 110 HD,[II OTOEBKC K KPVIIIOMY CTOIIY H €I'0 ITIPOBEIEHHED JaHBI B METOIHYCCEIX VEA3AHHAX

II0 CaMOCTOSTGIHHDH @y IEHTOR.
ANEKTPOH u I'IEJ,E[I'IHEbI{I
prvcbvkar:  2C0000043E9ABBBIS2205E7BAS00060000043E . .
ﬁw&mﬁ%y axie., ggrﬁcgg CIIPABOYHO-TIPABOBOI cHCTeMOI «TaMoKeHHbIe JOKYMEHTHD» ITaKeTa

MTPHEJIAJHBIX ITporpaMM AJTbTa MaKCcHMYM.
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1. Haitmure ITpukaza @TC Poccur Nel331 ot 9 nroma 2014 1. «O0 yTBep&KIeHHH THITOBOI HHCTPYKI[HH IO
IENOIIPOH3BOICTRY H padoTe apxmea B TAaMOXKEHHBEIX opraHax P®O». 3akoHcmekTHpyiite 11.4.3.11
HucTpyKiui. Haiire H 3aKOHCIIEKTHPYITTE IIpaBHiIa o) OpMIeHH I IIPHIOKEHHI K [TpHKa3am.

2. HafmiTe M 3aKOHCIEKTHPVHTE Ha3BaHHA BceX akToB Kommccmm EADC mo BompocaM ONpeaeneHHd,
KOHTPOIA H KOPPEKTHPOBKH TAMOKEHHOH CTONMOCTH BBO3HMEIX TOBAPOB.

3. HaiigpTe M 3aKOHCIIEKTHPVITE HA3BAaHHA JOKYMEHTOB PETTaMEHTHPYIOIIHX IIOPANOK ITOCTYILIEHHI Ha
CIIyA0Y B TAMOXEHHBIE OPTraHEL.

JTumepamypa
1. DOmoea, I'. B. OCHOBHI JIOKYMEHTOOOOPOTA B TAMOKEHHEIX opraHax : yued. mocobme / I'.B. Omoea. -
CIIG. : UHTepmemisa, 2014 -206 c. - ITpum.: c. 174-205. - Bubmiorp.: ¢.171-173. - ISBN 978-5-4383-
0065-6.
2. MuumH, O. B. 3ammura KOHQHIEHIHATLHOI HHGpOpPMAI[HH IIPH 3IEKTPOHHOM IOKYMEHTOO0OpOTe
|OmeKTpoHHEINH pecypc] @ yueGHoe mocobue / O. B. MummH, 1. B. MUHHH. — OIEKTPOH. TEKCTOBEIE
maHHbele. — HoBocHOHPCK | HOBOCHOHPCKITT rOCYIapCTBEHHBOT TeXHHUECKIIT YHIBepcHTeT, 2011 — 20
c. — 978-5-7782-1829-1.— PexmmM mgoctyma: http://www.iprbookshop.ru/44918.html
3. KoHHIeHIHAIBHOE JIEIOIIPOH3BOJICTBO H 3aIHINEHHBIN 3IeKTPOHHBIT JOKYMEHTO000POT ;| yUeOHHK /
AT. ©®abpuunop, A.C. JémyixuH, T.B. Kongpaimora, H.H. KynaeB. — Mockea : Jloroc, 2011. —452 c. —
(HoRag = yHHBEpCHTETCKAd OnOmMHoTEKA). —  Pexmm IOCTVIIA: II0  TIOJJIHCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=84996
4., http://www.customs.ru — caiit ®@eepaibHOIi TaMOKEHHOH CIIyKOB PO
5. http://biblioclub.ru/ - YHuBepcuterckad ombdanoreka ONLINE
6. http://www.iprbookshop.ru — SmexkrpoHHas 6nbanoreunas cucrema «IPRbooks»
7. http://www.gdm.ru. - opIIHaIsHEOI cAIlT I Ik IHH YIIPABJIAIOMX TOKYMEH TallHell
8. http://elibrary.ru/defaultx.asp - HayyHas 31MeKTPoHHAA OHOIHOTEKA

Tema No2. JOKYMEHTHI H CHCTE€MbI IOKYMEHTAllHH B TAMOKeHHBIX OpraHax.

[ IpakTHyeckie 3aHATHI No3 4
Ileas: mMyUHMTL NMOHATHE, (PVHKIHH H 3HAUEHHE PA3IHUYHBEIX JOKYVMEHTOB H CHCTEM IOKYMEHTAI[HI B
TaMOKEHHEIX OpraHax.
3rams: OCHOBHBIE HOPMATHBHEIE H METOJHUECKHE JTOKYMEHTEHI II0 BOIIPOCAM IOATOTOBKH H O()OpPMIIEHHA
Pa3THYHOI O PoJa JOKYMEHTOB (VIIPaBIeHUYECKNX, TAMOKEHHEIX H JIP.) H OpraHH3alliH JIeTOIPOH3BOJCTRA B
TAMOKEHHOM OpraHe; BHIRI VIIPABIEHYECKHX [OKYMEHTOB, HX POIH ¥ (YHKIMH Ha Pa3HbIX 3STaax
VIIPABIE€HYECKOrO ITPOIIECCA;
Ymems: TIpHMeHATE HA IIPAKTHKE OCHOBHEIE HOPMATHBHEIE H METOJIUECKHE TOKYMEHTEI IIO BOIIPOcaM
IIOATOTOBKH H OQOPMIEHHA Pa3THYHOIO PoJa [TOKYMEHTOB H OpraHH3aliH AellOIPOM3BOJCTBA B
TAaMOKEHHOM OpraHe; KIACCH(HIHPOBATh IOKYMEHTAI[HI0 TAMOKEHHBIX OPraHOB, HABBIKOM COCTABIEHHA H
o OpMIIEHH A BCEX BH/IOB YIIPABIEHYECKHX JOKYMEHTOB TaAMOKEHHBIX OpPraHOB.
b opmupyemote komnemeryun: OIIK-2
AxmyanroHocms memsl: TIOHHUMAHHE POTH H 3HAUEHHA JOKYMEHTOB H CHCTEM JOKYMEHTAI[HH B
OpPTaHH3aI[HH JEeATEeTFPHOCTH TAaMOKEHHEIX OpPraHoB PocCHH HIpaeT BakHYI0 POITF B CTAaHOBIEHHH
CIIEIHATICTa TAaMOKEHHOIO Jlella, T.K. HalpAMYI BIHAET HAa KAaueCTBO BBIIOMHEHHI HM CIYAeOHBIX
00 M3aHHOCTEH.

Teopemuueckana uacmn:

B Xote 3aHATHA IIOMHMO TPaHIIHOHHOTO coOeceOBAHIA, OYIeT IIPHMEHATHCA Takad HHTepaKTHBHAA (popmMa
KOHTPOJIA 3HAHII KaK OImil-ormpoc. CMBICI OIHIT-OIPOCOB B TOM, YTO HECKOIBKO UETOBEK OTBEUAIOT HA OMIH
BOIIPOC. BIIHII-OIIPOCEL IIPOBOIATCA HIA TOrO, YTOOBI ITOKAa3aThk Ppa3zHOOOpasHe MHEHHI II0 KaKOMYy-THOO
BOIIPOCY.

C IIOMOIIBI0 IIPEJIOKEHHON IHTeparypsl HeOOXOMHMO PAacCMOTPETh CIEQYIOIHE OCHOBHBIE ITOHATHA
TIETIOITPON3BOJICTRA:  JOKYMEHT, HH(pOPMAIMA, IOKYMEHTHPOBAHNE, [IEIOMPOH3BOACTBO, PEKBH3HUT, OIAHK,
HOMEHKIATYpA AelL, H Ap. CTymeHTy HeoOXOoauMO oOpaTHTh BHIMAHHE HA HECKOIBKO OCHOBHBIX 33/Ia4, KOTOPBIE
BRITOMHSIOT JTOKYMEHTEE By VPABIEHIN (HCTOYHIK H HOCHTETh HH(OPMAIHIL, CPEICTBO YIIPABIEHILT M OOpaTHOM
chHII), IIOTUEPKHYTE BHAUEHITE AR TOIT 13 STHX () YVHEKIHIT JOKYMeHTa B paboTe TaMOKEHHOrO OpraHa.

l[hwemﬂ;rm ’f‘c’:IMEﬂKEH}[BIX D]_:I[‘EIHDE “KaK OpPTAaHOB HCIIOTHHTENBHO BIACTH HMeET PSJ, OCOOEHHOCTEI].
BECL MACCHB ,[[DI(}MEHTDB IHIPK}UHIP}’IUI[II[K B TAMOKEHHBIX OpPraHax MOKHO Pa3/IeHTh HA JiBe OONIBIIIE IPYINILI

DGIUIIE WEH‘IE(:HIE ,[[DK}MEH'ILI H CIICHHAITEHBIE TAMOACHHBIE MTOKYMCHTEIL. KPDI\".[E TOro, CTVIEHT HOOILKCH
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3HAThH OCHOBHEIE C(PEpEl TAMOKEHHOTO JIEJIOIPOH3BOJICTRBA, KOTOPHIE JENATCS IO HAITPABIEHHAM IesATeIbHOCTH
TaMOKEHHOI'O OpraHa.

CVIIEeCTBYET P CHCTEM JOKYMEHTAI[HH, K KOTOPEIM OTHOCATCA: CHCTEeMA OpraHH3aI[i OHHO-ITPaB OB oI
TOKYMEHTAI[HI, CHCTeMA IUIAaHOBOH MOKYMEHTAI[HH, CHCTeMa PacHOpAIHTETIbHOH AOKYMEHTAI[HH, CHCTeMa
CIIPAaBOYHO-HH(OPMAITHOHHON H  CIIPABOYHO-AHATHTHUECKOH  JOKYMEHTAI[HH, CHCTeMa  OTUYeTHOIl
TOKYMEHTAI[HH. B Xofie OoTBeTa HeoOXOMHMO OXapaKTepH30BaTh 3TH CHCTEMBI JIOKYMEHTAI[HH, 3HATh HX
OCHOBHOE Ha3HayeHIe H 0COOEHHOCTH.

Bce MOKYMEHTEI II0 OTpakaeMbIM B HIX BHAAM IeATEIbHOCTH IeIATCA Ha JBe OONBIIIE T'PYIMIEL.
[leppad — 3TO MOKYMEHTHI I10 OOIMMM H aJAMHHICTPAaTHBHEIM BOIIpOCaM, T.e. II0 BOIIpocaM OOIIEro
VIIPaBIE€HHI TaMOKEHHOrO OpraHa H ero IeATeIbHOCThE. BTopad Ipyimia AOKYMEHTHL II0 (QDYHKI[HAM
ypaepiaeHnd. Kpome Toro, BHIJEIAIOT CIHEAVIOIHE CXeMBl KIacCH()HKAIHH JOKYMEHTOB. IIO
HaHMEHOBAaHHAM, II0 MECTY COCTABIIeHHA, II0 COAEpAKAHHI0, 10 (opMe, II0 CPOKaM HCIIOTHEHHA, IO
ITPOHCXOK IEHIIO0, IT0 CpeacTBaM (DHKCAI[HH H OT BHIa HOCHTEILA, IT0 TIIaCHOCTH.

BEIZETAIOT CIeyrolpe (pyYHKI[HI, KOTOphIe BEIIOMHAET JOKYMEHT:

o  (DYHKIIA JOKYMEHTHPOBAHILI ITPOIIECCOB, COOBITHIL, JIEIICTRINT H (pakTOR (TTIaRHAL),

*  OTYeTHO-KOHTPOIbHAA (PYHKIILT

* cyaeOHO-TIpaBroBasA (P YHKINLL,

*  VUETHO-KaJpPOBAI ()YHKIIILT,

»  yueOHAT YHKINLT,
e  (PYHKIILA HCTOPHYECKOI'O CBHAETENH CTBA TEXHHUYECKHX JTOCTH/KEHII HUTH KYIbTYPHOH IEHHOCTH.

YHHQIMIMPOBAHHEIE CHCTEMBI  JIOKYMEHTAI[HH -  3TO COBOKVIIHOCTH B3aHMOYBI3aHHBIX
VHH(HITHPOBAHHEIX (OPM JOKYMEHTOB, O0ECIIeUHBAIOINHX MOKYMEHTHPOBAHHOE IIPE/ACTABIEHHE TAHHBIX B
OIIpeJeTIeHHEIX BHAAX XO3MIICTBEHHOMN JIEeATEeIBHOCTH, CPEJICTB HX BeJeHH I, HOPMATHBHEIX H METO/HUYECKHX
MaTePHAJIOB 110 HX pa3padoTKe H IIPHMEHEHHEO.

B ocHoBe co3maHud Y CJl TeKHUT MeTOl YHH(HKAIIH — YCTAHOBIEHHE eqHHO00pa3md cocTaBa H opM
VIIPAaBIEHYECKHX MOKYMEHTOB, CO3/JaBAEMBIX IIPH PeIeHHH OJHOTHITHBIX VIIPABIEHUYECKHX (PYHKIFOT H
3a7au. Pazpaborka YCJ] BefeTcsa COOTBETCTBYIOIHMH MHHHCTEPCTBAM H BeJOMCTBAMH, KOTOPEIM IIOpyUYeHa
3Ta padora.

K cpegcTBaM cOCTAaBIEeHHA H H3TOTOBIEHHA TOKYMEHTOB OTHOCATCSA PYUHEIE ITHIMYIIHE CPEACTRA,
IMHIYIHEe MAIMWHKH, CIHEeIHAIM3HPOBAHHEIE IIPOrPpaMMHEIE IIPOAYKTEL JIA ITIEPCOHATBHEIX
KomMItbr0TepoB (I1K), meuararore ycrpoiicTBa mid [IK 1 HekoTopad Apyrad TeXHHKA.

Ilo pacrmpocTpaHEHHOCTH CpPeIH CPeACTBE COCTABIEHHSA TEKCTOBEIX [OKYMEHTOB IIPHOPHTET
IMIPHHAIIEKHT IIEPCOHAIBHEIM KOMIIBIOTEPAM, a 3aTeM PYUHEIM IMHINVIMHM cpeAcTBaM. TeKCTOBEIE
PEeNAKTOPE IPEACTABIAT 3HAUNTEIBHO OOIBINE BO3MOXKHOCTEH MId OQOPMIEHHSA TeKCTa, YeM
ITHIYINAsd MaIlMHKa. M CITonb30BaHHE II0J[3ar0IOBKOB, a03aI[HBIX OTCTYIIOB, YBEIHYEHHBIX IIPOOEIOB
MEKTY CTPOKAMH TEKCTa, BEIJAEIeHHEe KHPHBIM IIPHPTOM, KYPCHBOM, KHPHBIM KYPCHBOM, OOBIYHBIM H
JIBOITHEIM IIOJUEePKHBAaHIEM, H3MEHEHHEM pa3Mepa H THIIA IIPH@TA IIO3BONIET YIYUIIHTE BOCIIPHATHE
comepxanna. OJHAKO HCIIOIb30BAaHHE B OJHOM [JOKYMeHTe OONBIIOr0 KOIHYECTBAa IIPH(TOBR
Pa3IHYHBIX TAPHUTYP HE PEKOMEHAYETCA, TaK KaK 3aTPyAHAET BOCIIPHATHE CONEPAKAHHA (He CIedyeT
HCIIOIb30BaTh Oolee 2-3 MIPH()TOB OTHOBPEMEHHO).

[IpHHTEp — caMoe paclpocTpaHeHHOe IepHdepHitHoe ycTpoiicTBo IIK, mo3BOIArOIEe IIOIYUATh
TBEPAYI) KOIIHI0 BEIXOJHEIX JAHHBIX Balmeil padoTel. IIpHHTepEHl OBIBAIOT TpeX THIIOB. MAaTPHUHEIE,
CTPYIHEIE H ITa3epPHEIE.

IIpH H3TOTOBIEHHH [JOKYMEHTOB IIOCTOSHHOTO M [JOJNTOBPEMEHHOTO CPOKOB XpaHEHHA
HCIIONE3VIOTCA TONBKO MAaTPHYHEIE H Ia3€PHEIE IIPHHTEPEL.

OTIeTbHEIE BHYTPEHHHE JOKYMEHTEI, ABTOPAMH KOTOPHIX ABIAFOTCA JONKHOCTHERIE JIHITA, IHINYTCA OT
PYKH (3agBiIeHHe, O0bACHHTEIbHAS] 3aIMCKa H T. I1.). J[J14 ITOATOTOBKH JOKYMEHTOB MOTYT IIPHMEHATHC A
ABTOMAaTH3HPOBAHHbBIE TEXHOIOTHH. IIpH 3TOM co3aroTca 0a3sl JaHHBIX. KOPPECIIOHIEHTORB, (JOPM
TOKYMEHTOB, Tpa()apeTHBRIX TEKCTOB H TEKCTOBBIX 3ar OTOBOK, MAIIIMHHEIE PeTaKTOpP CKHe IIPOrpaMMEI H JIp.

Bonpocui ona cobeceooeariia. Ilpaknurieckoe 3aHanie Ne3:
. A FTAERDT TANIQUEEHHBIX OPTaHOB.

> CrdBREARRAR G
Cepmvdomkar: 2C0000043ESABBBS52205E7/BAS00060000043E y
Bna Mmﬁ. HI, KAK CREAGTRQ, VITPABIIEHIL H OOPATHOI CBA3H.

4. Cﬁ[ﬂ:ﬂ.ﬂ CXEMA IGIHCCII@]I]I{E]IHHI ,IIDK}MEHTDB
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6. CrocoOrI CO3IAHHA TOKYMEHTOB.
7. TexHHUecKHe CpeACTBA COCTABIIEHH I H H3TOTOBIEHIA JOKYMEHTOB.

Bonpocot ona cobecedoeariua. Ilpaxnurieckoe 3aHane Nod.
1. IloHATHe YHH(HKAI[HH JeI0IPOH3BOJICTEA.
2. 3ajayd H IelH YHH(HKAIIH JOKYMEHTOB.
3. YHu(HIHPOBAaHHBIE CHCTEMEBI JOKYMEHTAI[HH.

Ipaxnuiyeckoe 3a0anie.
3agaHie 1. Ha HPE,[[CTHBJIEHHDfI CXEME PACIIOIIOREHHA PEEKBH3IHTOE HA OnaHKe AJOKYMEHTOE TAMOZEEHHEBIX

OPTaHOE ITOOITHIIHTE HAZBAHIIA PEKBH3HTOB Dﬁl[[EI‘D I‘EPGDBDI‘D OIaHKa TaMOKEHHOI O OpIraHa (Pﬂ?,[[ﬂTD'L]HI:]ﬁ
MATCPHATL: DﬁIL[EUI CXEMA PACIIONIOHW EHHA PEKBEHIHTOE JOKYMCHT OB TaMOACHHBIX DPI‘EIHDB).

3aganue 2. Ha MMPpEACTABRIIEHHOM CXEMC PACIIOINIOHREHHA PEKBEHIHTOE Ha OIaHKe JOKYMEHTOBE TaMOKEHHBIX
OPTaHOEB ITIOOIHIIMHTE HA3ZBAHHIA PEKEH3HTOB OImaHKa IHChMA TaAMOKEHHOL O OpraHa (Pﬂ?l[ﬂTD‘]HI:]ﬁ MAaTEPHAI:
Dﬁl[[ﬂﬂ CXEMa PAacCIIOIOE €EHIA PEEBH3HTORB JOKYMEHTOR TaMOKEHHEBIX DPI‘HHDB) .

3agaHie 3. Ha IMMPpEACTABIIEHHOM CXEMEC PACIIOIIOHREHHA PEEKBEHIHTOE Ha Onanke JOKYMEHTOE TaMOECHHBIX
OPTaHOEB IIOOITHINMHTE HAa3BaHHA PEEKBH3HT OB OmaHKa IIPHKAa3a TAaMOARCHHOI'O OPraHa (Pﬂ?,[[ﬂTD"—]HI:Iﬁ MaTEPHAT:
Dﬁl[[ﬂ.ﬂ CXEMA PACIIONIOECHHA PEEBH3HTOE NOKYMEHTOB TaAMOKCHHBLX DPI‘EIHDB).

JTumepamypa
1. Omora, I'. B. OCHOBH JIOKyMeHT0000pOTa B TAMOKEHHBIX opraHax : yuel. mocobue / I'.B. Bmora. - CIIG.
: UaTepmemd, 2014 -206 c. - ITpum.: c. 174-205. - Bubmiorp.: c.171-173. - ISBN 978-5-4383-0065-6.

2. Mummg, O. B. 3ammra KOH(HISHIITHAIRHON HHGMOPMAIMH IIPH 3MeKTPOHHOM IOKYMeHTO000OpoTe
| OnmeKTpoHHEI pecypc| : yueOGHoe mocobne / O. B. MuumnH, 1. B. MHHHH. — 3JIeKTPOH. TEeKCTOBEIE
maHHble. — HoBocHOHPCK | HOBOCHOHPCKITT TOCYIAPCTBEHHBOT TEXHHUECKIINT YHIBepcHTeT, 2011 — 20
c. — 978-5-7782-1829-1.— PexmmM moctyma: http://www.iprbookshop.ru/44918.html
3. KoH(HIeHIMAIbHOe AeIO0ITPOH3BOACTRO H 3aIIMINEHHEOT NeKTPOHHBIN JOKYMEHTO0000pOT ;| yueOHHK /
AT . ®abprnunop, A.C. Jémymmnn, T.B. Konaparmosa, H . H. KyHsger. — Mockega : Jloroc, 2011. —452 c. —
(HoBasg  yHHBepcHTeTCKad  OHOIHOTEKa). —  PexmM  mocTyma: 10  IIOJIIHCKE. -
URL: http://biblioclub.ru/index.php?page=book&id=84996
4. http://www.customs.ru — caiiT @eepalbHOIl TAMOKXEHHOH CIYAOB PD
5. http://biblioclub.ru/ - Yaneepcurerckad oudinnorexka ONLINE
6. http://www.iprbookshop.ru — SnexTpoHHas ombinnoreynas cucreMa «IPRbooks»
7. http://www.gdm.ru. - opIIHaIsHEOI cailT I Ik IHH YITPABJIAIOIMX TOKYMEH TallHell
8. http://elibrary.ru/defaultx.asp - HayUHasg 3MeKTPOHHAA OHOTHOTEKA

Tema 3. TpedboBaHusi K 0o(pOpPMJICHH IO JOKYMEHTOB B TAMOKeHHBIX OPraHax.
Ipaxnuriecxue 3anamua Nes, 6,7, 8

Iens: m3yunth TpeOoOBaHMSA K OQOPMIEHHIO PAa3IHUHBEIX BHJIOB VIIPABIEHUECKHX JIOKYMEHTOB B
TaMOKEHHBIX OpraHax, HAy4YHThCS MCIIONB30BaTh OMaHKI H PEKBH3HTE JJOKYMEHTOB TaMOKEHHEIX OPraHOB.
3rnams: OCHOBHBIE HOPMATHBHEIE H METOJHUYECKHE JOKYMEHTEHI II0 BOIIPOCaM IIOATOTOBKH H O()OPMIEHHA
Pa3IHYHOTO POJia IOKYMEHTOR (VIIPABIeHYeCKHX, TAMOKEHHBIX H JIp.) H OpTaHH3aI[H JIeJIOIIPOH3BOJICTRA B
TAaMOKEHHOM OpraHe; ITPaRHiIA ITOATOTOBKH H O()OpMIEHHSA BCeX BHIOB OpPraHH3allHOHHO-PACIIOPSIHTEIbHBIX
JOKYMEHTOB B TAMOAKEHHBIX OpraHax; TpeOoBaHHA K OpOpMIIEHHIO JJOKYMEHTOB B TAMOKEHHEBIX OpraHax;
Vmems: IIpHMEHATh HA IIPAaKTHKE OCHOBHBIE HOPMATHBHBIE H METOIHYECKHE HOKYMEHTEI IIO0 BOIMPOCaM
IIOJTOTOBKH H O(QOpMIEHHA Pa3IHYHOIO PoJa JOKYMEHTOB H OpraHH3alHH JelOIPOH3BOJCTBA B
TAMOKEHHOM OpraHe; IIPHMEHATh HA TIIpaKTHKe HOpPMATHBHEIE H METOJHYECKHEe JIOKYMEHTEHI,
periIaMeHTHPYIOIHE OpraHH3alii padoThl € JOKYMEHTaMH, COAEpKAIlHMH CBeJeHHI OrpaHHUEHHOIO
pacIipocTpaHeHH I, HCIIONb30BaTh COBpPeMEHHEBIe CPEeJICTBA CBSA3H, OPTaHH3al[HOHHOI H BEIUHCIHTETBHOI
TeXHHKH ITpH padoreNeHIOKYMEHTAMHI, B TOM UHCIe BEIOHpaTk HEOoOXOMHMOe IIpOrpaMMHOEe OOecIleueHIHe
FLITH In{tpﬂpmamfﬂrﬂiiﬁf%H'F% Bﬁi‘bﬁtﬂo )

E.?Iqﬂfnm HABBIKOM CDCTEIBJIEHI[H H qupmemm BCeX BHJOB VIIPAaBIeHUECKHX JOKYMEHTOB TAMOKEHHEIX
OpPTaHOB.

@opyupy emsie Komnemeruy: OLIK-2



AKmyanoHocms memol: 3HaAHHE TIPABIIT OPOPMIEHHS H PadOoTHl ¢ Pa3THUYHBIMH BHIAMH JIOKYMEHTOB, B TOM
YHCIle JOKYMEHTOB COMepAKALX HHG(OPMAI[HI0 OrPAaHHYEHHOrO MAOCTYIIA, HIPaeT BaXKHYIO POIb B
CTQHOBIEHHH CIIEI[HATHCTA TAaMOKEHHOIO Mela, T.K. HaIpAMyH BIHAET HA KAUECTBO BBIIOIMHEHHA HM
CIYAeOHBIX 00I3aHHOCTEIT.

Te opeMIHeCKdA Hdcmb.

IIpn 1oAroTOBKE H O(POPMIEHHH [JOKYMEHTOB B TAMOMKEHHBIX OPraHaxX COTPYOHHKH, TIpeKIEe BCETO,
PYKOBOJICTBYVIOTCA THITOBOI HHCTPYKI[HEI IO JEIOIMPOH3BOACTBY H padoTe apXHBa B TAMOKEHHBIX OpraHax
P® c nocie yroIMe H3MEH EHH AMH, IT€PEUCIEHHFIMH BEIIIIE 3aKOHAMH, HHCTPYKIHAMH H CTaHIAPTAMH, a
TaKke TalelraMH VHHQIIIHPOBAHHBIX (OpM IOKYMEHTOB. HM3VUHB IIEPEUHCIEHHYH) HOPMATHBHO-
METOMHUECKY0 0a3zy, CTYHEHT cO3JacT A ceOA IIONMHOe IIPeJICTAaBIEHHA O IIpaBIiIaX IIOATOTOBKH H
o OpMIIEHH I JOKYMEHTOB.

Kaxmpni JOKYMEHT COCTOHT H3 OTHETBHBIX COCTABILIIOIHX €r0 3JIEMEHTOB, KOTOPHIE HA3RIBAKOTCA
PEeKBH3HTAMH (IIOJIHCH, IleyaTh, TEKCT, Ha3BaHHe MJOKyMeHTa H T.Z.). COBOKYIIHOCTh PEKBH3HTOB,
PACIIOTOKEHHBIX B JOKYMEHTE OIpedeleHHBIM 00pa3oM, COCTaBIAgeT ero (opMyidp. I ocymapCTBeHHBIIT
ctaHmapr P® P 6.30-97 «YHH(HIMpPOBAHHEIE CHCTEMEI JIOKyMeHTAlHH. CHCTEMa OpraHm3aIHoHHO-
pPaCIOpPAIHTEIRPHON  JOKYMEHTAIMID). Y CTaHAaBIHBaeT 29 OCHOBHBIX PEKBH3HTOB [IA JFOOBIX
VIIPaBIEHUYECKHX JOKYMEHTOB. CTYIEHT AOTAKEH 3HATh UTO, IIPH IIOJTOTOBKE JOKYMEHTOB B TAMOKEHHEBIX
OpraHax HCIIONB3YIOTCA PEKBH3HTEL OIpefelleHHbIe THIIOBOH HHCTPYKI[HEI II0 JeIOIIPOH3BOACTBY H padoTe
apPXHUBOB B TaMOXKeHHBIX opraHax P® [Ipuka3z @TC Poccux Nel331 ot 9 nrona 2014 1.

OO1pe TpedoRaHIA K OPOPMIEHHEO PEKBH3HTOR HCIIONb3YEMBIX B OKYMEHTAX TAMOKEHHBIX OPTaHOB HIIOKEHEI
B ITyHKTE 3.4. « THIIOBOI HHCTPYKIHEH IT0 JeIOIPOH3BOICTRY H padoTe apxXHBa B TAMOKEHHBIX OpraHax).

BlIaHK — 3TO CTAaHHAPTHBOI JTHCT OymMarH, Ha KOTOPOM OTOOpakeHa IIOCTOAHHAA HHGPOPMAIHA H
OTBEIEHO MECTO JI4 IlepeMEHHOH. Y CTAaHOBJIEHEI CIIeAYIOILHE BH/IEI OMAHKOB: OOIil OnaHK, OTaHK IHCEMA,
OllaHK KOHKPETHOrO BH[A MOKYMeHTa. TpeOoBaHId K OIaHKaM MOKYMEHTOB HCIIONB3YEMBIX B TAMOMKEHHBIX
OpraHax I3MOKEHH B II. 3.2.5. « THIIOBOH HHCTPYKIHEH IT0 [EIOIMPOH3BOJICTRY H padoTe apxHBa B
TaMOKEHHBEIX opraHax» (Hamee MHCTPYKI[HA).

CTyIeHT OOMAKEH H3YUHTh TpeOOBAaHHA K H3TOTOBIEHHIO, YUeTy, HCIIONb30BAHIIO, H XPaHEHHIO
repOOBBIX OIAHKOB TAMOKEHHEBIX OPraHOB H3IOKEHHBIE B THIIOBOII HHCTPYKIHH IIO JAEIOIPOH3BOMACTBY H
paboTe apxHBa B TAMOKEHHBIX OpraHax I1.3.3.

TekcToM VIIpaBIEHUYECKOTO [JOKYMEHTa SABIAETCA BRIPpAXKEHHOE CPEICTBAMH JIEMOBOTO A3BIKA
COZlepIKaHIe YIIPABIEHUECKHX OeHCTBHIL. TeKCT JOMKEH COMePXKaTh JOCTOBEPHYIO H AprYMEeHTHPOBAHHYVIO
HH() OPMAIHIO.

TekcThl JOKYMEHTOB O(OPMIAKOTCA B BHJIe AHKETHI, TaOIIMI[FI, CBAIHOIO TeKCTa, TpadapeTa HIH

coyeTaHHd 3THX opM. C TpeGOBAaHHAMH K TEKCTY JOKYMEHTOB TAMOMKEHHBIX OPTaHOB CTYHAEHT MOKET
O3HAKOMHTCA B II. 3.4.15. MHCTpYKI[HIH.
[IpaBnina odopMiIeHHA KOHKPETHEIX BHJOB [JOKYMEHTOB (IIPHKA30B, PaclOpsAKeHHI, aKTOB,
INOIKHOCTHBIX ITHCEM, ITPOTOKONOB, HOKYMEHTOB K 3aCeJaHHI0 KOMIIETHH) KOTOPBIE H3JAKOTCA H
IMUPKYIHPYIOT B TAMOKEHHBIX OpTaHaxX H3ITOKEHHl B II. 3.5. «OcoOeHHOCTH ITOATOTOBKH H O() OPMIIEHH I
OTHEIBEHEIX BHIOB TOKYMEHTOB» HMHCTPYKI[HH.

Bonpocwr dna cobecedoeanua no meme Ilpaxnurie ckoe 3aranmie NoJ:
TpebGoBaHia K OOPMIEHHIO IOKYMEHTOB B TAMOKEHHBIX OpraHax.
C1iocoOBI cO3TaHHA JIOKYMEHTOB.
T exHITUeCKI e cpecTBA COCTABIEHHA H 3T OTOBJIEHH I JOKYMEHTOR.
OOGILIT BHT H TIOHATHE PEKBIHZHTOR TIOKYMEHTA.
Oatipe TpeOoBaHIA K OPOPMIEHIT0 PEKBIHTOR TOKYMEHTA.
TpeGopantid K GmaHKaM JTOKYMEHTOB.
TpeGoranTA K TeKCTaM JJOKYMEHTOB.
OCHOBAHILA CO3JTAHISA JIOKYMEHTOR B TAMOMKEHHBIX OpraHaXx.
ITpaeruia MoroTORKH H o(pOPMIEHIA OT IENIFHBIX IOKYMEHTOB B TAMOK €HHBIX OpraHAX.

Lo N R W=

nokyMeBORBaasE Q1A cobecedoeaniin no meme Ipaxnuidecxoe 3aranuie Noo:

1. Ho éﬂﬁﬁ'“ﬁﬁﬁ%iﬁ%n—c ABOYHOI TPYIIEI H TpaBHIa HX O(QOpPMIEHHS B TaMOKEHHOM
CepTydmKar: 000004 3E9ABEROED205E TBAB00080000043E
Bnaﬂcncu:ﬂe%]i;ggﬁ%ga%%%&hmcaH,.:LpDEHa | .
OcobeHHOCTH O()OPMIEHH A Me& TYHAPOIHOM JAeIIOBOI IePerTHcKH.

3. O(I]D];IM:IIEH[IE HII[]I{HBDB H IHJ[DPHJKEI—H[rI TAMOECHHOL'O DpI‘ElHEl
Nencteutened: ¢ 19.08.2022 no 19.08.2023



4.  OdopmiteHHe IHCceM H CITyAeOHOI IepEImCKH B TAMOKEHHBIX OpraHax
OdopMIIeHTe TTOMOAKEHHIT H HHCTPVKIHIL.

6. OdopMIeHTe ITPOTOKOIOB.
7. OdopMiIeHHe aKTOB H APYTHX HH(POPMALFIOHHO-CITPABOYHBIX JOKYMEHTOR

N

Hpaxmudeckue 3a0adua no meme IIpaxmirieckoe 3aianite Ney':

3agaHie 4. Ha IMPEACTABIIEHHOM CXEMEC PACIIOIOHREHHA PEEKBHIHTOE Ha Onanke JOEKYMEHTOE TaMOECHHBIX
OPTaHOB IIOOITHIMMHNTE HA3BaAHHA PCEKBH3HTOB OnmaHka PACIIOPAERCHITA TaMOKEHHOI'O OpraHa (Pﬂ?,[[ﬂTD"—I[—[BIfI
MATEPHAIL Dﬁl[[ﬂﬂ CXEMA PACIIONIOE CHHA PEEBH3HTOE NOKYMEHTOB TaMOAKECHHBLX DPI‘EIHDB).

3ajaHue 5. Ha IMMPpEACTABRIIEHHOM CXEMC PACIIOIIOHREHHA PEKBHIHTOE Ha OIaHKe JOKYMEHTOB TaMOMKEHHBIX
OPTaHOB IIOOIMHINMHTE HAa3EaHHA PEEKBH3HT OB OnaHKa ITPHKA34 TAMOAECHHOI' O OPIr'aHa (Pﬂ?ﬂﬂTD‘ﬂ{LﬁI MAaTEPHAT:
Dﬁl[[ﬂ.ﬂ CXEMaA PACITOINOREHHA PEKBEHIHTOE JOKYMCHT OB TaMOAKCHHBIX DPI‘EIHDE).

3agaHue 6. Pabora cO CIIpaBOYHO-ITPABOBOI CHCTeMOI «TaMOXeHHEBIe JTOKYMEHTHD) ITaKeTa ITPHKIIAHBIX
nmporpaMM Amsta Maxcmmym. Haiimure IIpnkxaz @TC Poccun or 30 okra0psa 2006 roma Nel062 «ob
o0ecreueHHH 0e30IMaCHOCTH HHQOPMAIHH IIPH HH(OPMAIHOHH OM B3aHMOEIICTBHH TaAMOKEHHBIX OPTaHOB C
VUACTHHKAMH BHEIIHEIKOHOMIUECKOI AeATeIbHOCTH H CeTAMH OOIIETro ITONb30BAHHD. [IpoaHammsHpyiiTe
cogepxanne IlomoxeHna 10 oOecreyeHH:0 Oe30IIaCHOCTH HH(OPMALMH IIPH  HCIIONb3OBAHII
HH(}OpPMAIH OHHO-BRIUICIHTEIFHBIX ceTell OOINEero IT0ONb30BAHHA B TAMOKEHHBIX OpraHaxXx PoccHIICKOIT
Denepanmn. KpaTko m300pa3suTe B CXeMaTHYeCKOM BH7IE MAEiCTBHA II0 OOeCIeUeHHI0 Oe30IIacHOCTH
HH(QOpMAIMH IIPH HCIIONH30BAHHH HH(POPMAIIHOHHO-BIUHCIHTEIFHBIX CeTeil OOINero MONh30BAaHHI B
TAMOKEHHBIX OopraHax PoccHICKOH Deaepariim.

Luckyccuontvie niemol dna kpyanozo cmona. Ilpaxnuiie cxkoe 3aranuie No§:

Tema xpyrmoro crona «lIpaBuia paboTsl ¢ HH(OpMAIHEH OrpaHHYEHHOrO JOCTYIIAa B TAMOKEHHBIX
OpraHax»

1. BHIRI orpaHIyeHHIi 110 JOCTYITY K HH()OPMAI[HH B TOCYAAPCTBEHHEIX OpPraHax HCIIOIMHHTEhHOI
BIIACTH

2. llpaBomasd 6a3za peraraMeHTHpPYIOIMad, padoTy ¢ HH(OPMAIIH OrPaHIYEeHHOr O OCTYIIa B
TaMOKEHHBIX OpraHax

3. Awnamns [Ipukaza @TC Poccuu Nel331 or 9 nrong 2014 1. «O0 yTBepKIeHHH THIIOBOH HHCTPYKI[IH
1O AEJIOIIPOM3BOJICTBY H paboTe apXHBa B TAMOKEHHBIX OpraHax POy

4, MexaHH3MBI 3aIHTH IOKYMEHTOR ¢ HHQOpPMAaIHEl OrpaHHUEHHOT O TOCTYIIA B TAMOKEHHBIX
OpraHax

5. CoeepureHCTBOBaHHE PabOTH ¢ HH(pOpPMALHEH OrpaHIYEHHOr O JOCTYIIAa B TAMOKEHHBIX OpraHax

Jumepanpa

1. Omora, I'. B. OCHOBH JIOKyMeHT0000pOTa B TAMOKEHHBIX opraHax : yuel. mocobue / I'.B. Bmora. - CIIG.
: UaTepmed, 2014 -206 c. - ITpun.: c. 174-2035. - Bubmiorp.: ¢.171-173. - ISBN 978-5-4383-0065-6.
2. Munmg, O. B. 3amura KoH(QHAEHIHATRHOH HH(OpMAI[HH ITPH 3IeKTPOHHOM JIOKYMEHTOOOOpOTE
|OnmeKTpoHHEI pecypc| : yuebHoe mocobne / O. B. Munnn, 1. B. MHHHH. — 3JIeKTPOH. TEeKCTOBEIE
maHHble. — HoBocHOHPCK | HOBOCHOHPCKITT TOCYIAPCTBEHHBOT TEXHHUECKIINT YHIBepcHTeT, 2011 — 20
c. — 978-5-7782-1829-1.— PexmmM moctyma: http://www.iprbookshop.ru/44918.html
3. KoH(HIeHIMAIbHOe AeIO0ITPOH3BOACTRO H 3aIIMINEHHEOT NeKTPOHHBIN JOKYMEHTO0000pOT ;| yueOHHK /
AT . ®abprnunop, A.C. Jémymmnn, T.B. Konaparmosa, H . H. KyHsger. — Mockega : Jloroc, 2011. —452 c. —
(HoBasg  yHHBepcHTeTCKad  OHOIHOTEKa). —  PexmM  mocTyma: 10  IIO/IIHCKE. -
URL: http://biblioclub.ru/index.php?page=book&id=84996
4. http://www.customs.ru — caiiT @eepalbHOIl TAMOKXEHHO CIYAOB PD
5. http://biblioclub.ru/ - Yaueepcurerckad oudnmoreka ONLINE
6. http://wwwghEbe ShOP. b J;%IEICI‘I)DHHHH Oombnnoreunas cucreMma « [IPRbooks»

- :? hittp:/wwwogdhnpes s oQITHaTEHEDD CAHT [ HIb THI VIIPaBIAIONNX JOKYMeHTaI[Hell

g http //elibr . i/ defAd it a8 p - HayuHa I 31IeKTPOHHAA OHOIHoTeKa

nercEemaNed JlokyMeHTOOG0POT B TAMOMKEHHBIX OPraHax.
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Ipaxmuieckue 3ananuia Ne9,10
Ilenn: H3YUHTH IIOPAMOK H IIPABHIIA JOKYMEHTO0000pOTa B TAMOKEHHBIX OpraHax, ero cTaJuH H 0COOEHHOCTH
OIIEepaIfiii HAa KaKJOH CTaJJHH.
3rams: TPaBHIIA ITOATOTORKH H O()OPMIEHHI BCEX BHJIOB OPTaHH3aIHOHHO-PACIIOPATHTEILHBIX JOKYMEHTOB B
TaMOKEHHBIX OpraHax; TpeGoBaHHA K 0(pOpPMIEHHI0 JOKYMEHTOB B TAMOKEHHBIX OpraHax;
Ymemsp: TIpHMEHAT:, HA IIPAKTHKE OCHOBHEIE HOPMATHBHEIE H METOMHUYECKHE JTOKYMEHTHI IO BOIIPOCAM
IIOJITOTOBKH H O(QOPMIEHHS Pa3HUHOIO pPoJa MJOKYMEHTOB H OpraHH3al[HH [eIOIPOH3BOJICTBA B
TAMOKEHHOM OpraHe; aHAM3HPOBATh COCTOAHIE MOKYMEHTOoOOOpoTa B IEIOM H COAEep/KaHHE Eero
OTHENbHBIX CTAIHM;
Baadems: HABRIKOM HCIIONB30BAHHSA JOKYMEHTAIBHEIX HH()OPMAIHOHHO-IIOMCKOBEIX CHCTEM; METOIHKOIN
IPOBEIEHIA BCeX CTAMII JOKYMEHT0000pOTa TaMOKEHHOIrO OpraHa;
@D opmupyemote komnemenrpr: OIIK-2 |
Axkmyansnocme memost: 3HaHHe 0COOEHHOCTeIl OpraHH3aI(HH CTaJHH AOKYMEHTO00OpOoTa B TAMOKEHHBIX
OpraHax, HIPaeT BaKHYIO POIh B CTAHOBIEHHH CIIEI[HAIICTA TAMOKEHHOI O Jiena, T.K. HaIPAMYIO BIHAET Ha
KAayeCTBO BEIIIOMHEHHS HM CIVAKEOHBIX oO0m3aHHOCTell. OCHOBHAf IIPogeCCHOHANBHAA HeATEIbHOCTh
COIIPOBOAAAETCA OONBIIMMM KOIMHYECTBOM VIIPaBIEeHUECKHX H OpPraHH3aI[HOHHBIX JIOKYMEHTOB, II03TOMY
BaKHO IIOHHMATH KakHM oOpa3oM OHH OOpalllaroTcAd B TaMOKEHHOM OpraHe H KakHe IIpaBHiIa paboTHI C

JOKYMEHTAMIH CYIIECTBEVHOT.

Teopemuueckaa 4acmo:

JIBM/KeHHe JOKYMEHTOB B (pe/lepallb HBIX OpraHaxX HCIIOMHHTEIFHOI BIAacTH ¢ MOMEHTA HX CO3JaHHS JUIH
ITOMYUYEHHS JI0 3aBePIIEeHII HCIIOMHEH A HIIH OTIIPaBKH 00pa3yeT JTOKYMeHTO000pOT.

Orgen moxkyMeHTarfHOHHoro obecrmeueHnsa (OJIO) TaMoOKeHHOro oOpraHa SBIAeTCA I[EHTPOM
ITOKYMEHTOOOOpPOTa, HO HAa HeM MAOKYMeHT000OopoT He 3akaHumBaeTci OJ[O TaMOXKHH TECHO CBS3aH C
ITOKYMEHTOOOOPOTOM JPYTHX ITOpa3AeleHHil TAMOKEHHOr O OpraHa M apXHBOM.

HyxHO oOpaTHTh BHHMAHHE Ha IIPHHINOILI OPTaHH3aIlHH TOKYMEHTO0000pOTa: B OpTaHM3aIlH JIOTKeH
CYIIeCTBOBaTh TOIBKO OJWH KaHAl IOCTYIUIEHHS JOKYMEHTOB, MOKYMEHT [OII&eH ITPHOBIBATh Y OJHOIO
HCIIOMHUTENA HIIH B OTHOM TIOJIpa3/ielleHIH TOMFKO OJIH pa3s.

CTyHeHT JOOIKeH 3HaTh, UTO IIOPANOK IIPOXOKIEHHSA HOKYMEHTOB H OIlepalHil ¢ HIMH, JOJKEeH
permamMeHTHpoBaThca HMHCTpykipiei, TaOeleM YHH(PHIIHPOBAHHBIX (JOPM JOKYMEHTOB, ITONOKEHHAMH O
CTPYKTYPHBIX ITOApa3AeleHHAX H JOMKHOCTHRIMI HHCTPYKIHAMH HX PaOOTHHKOB.

JIOKYMeHTEI, IIOCTYIIAIIIe B TaMOKeHHBIT opraH Ha OyMa/KHBIX HOCHTEIAX, IIPOXOIAT CIeXyIOIIHe
CTa[F: TIEPBHUHYI0 OO0paboTKy, IIpeJlBApHTEIbHOE PacCMOTPeHHe, PerHCTPaIlHI0, PacCMOTpPeHHe
PYKOBOZCTBOM H JOCTABISEOTCSA HCIIOIHUTEILIM.

[IpieMm H 1mepBoHauanbHad oOpal0oTKa IOCTYNAKIMMX B TaMOMKEHHBIH OpraH JOKYMEHTOB
OCVIIECTRIAETCA IIeHTPA30BAHHO OTHEeIOM JOKYMEHTAaI[HOHHOTO H 3aKII0YaeTcai B IIPOBEpPKe
IIPAaBHILHOCTH JIOCTAaBKH H I[€IOCTHOCTH BIOKeHHIl, (HKcalHH ¢aKTa IIOCTYIUIEeHHSI JIOKyMeHTa B
TaMOJKEHHEII OpraH H IIOJr0TOBKe KOPPECIIOHAEHITHH K Ilepeaye 110 Ha3HAUEHHIO.

[IpemBapHTENIBHOE PACCMOTPEHHE OCYILECTBIAETCS HCXOHA H3 OIEHKH COJepXAKaHHI AOKyMeHTa Ha
OCHOBAHHH pacIipe/ieleHHA (PYHKI[HII B TaMOKEHHOM opraHe. JIOKYMeHTHI IlepearoTcs PYKOBOJACTBY IUIH
HEITOCPECTBEHHBIM HCIIOMHHTEAM B JeHbh HX ITOCTYIUIEHHA Pe3yIhTaThl pacCMOTPeHHS H VKa3aHHA 110
HCIIOMHEHHIO TOKYMEHTOR JTAFOTCA B (JOPMe Pe30N0IHIT PYKOBOJCTBA TAMOKEHHOI O OpraHa (HIH OT/IEIOB).

Perncrpanus JOKyMeHTa 3aKIYaeTca B 3aIlCH HeOOXOIIMBIX CBeJleHHII O JIOKyMeHTe B
peTHCTpaIoHHEle (OpPMEI (KapTOUKH) TPaJHIHOHHBIM I aBTOMAaTH3HPOBAHHBIM CIIOCOO0M,
IIPHCBOEHHH JJOKYMEHTY COOTBETCTBYIOIIETO PETHCTPAIIHOHHOIO HOMepPa H IIPOCTABIEHHH €ro
HEITOCPEeCTBEHHO Ha IOKYMeHTe. PerHcTpalHH TIOjIe/KaT BCe CO3JAFOIIHecs B TAMOKEHHOM OpraHe
JTOKYMEHTEL H ITOCTYIIAOIIIeE OT APYTHX OpraHH3aIlHii H YACTHBIX JIHI]

PYKOBOJIMTEIH OT/IEJIOB TAMOKEHHOI'O OpraHa o0ecIleYHBal0T OllepaTHBHOE PACCMOTPEHIE TOKYMEHTOB,
TOBeJeHHe HX J0 HCIIONHHTeNIeH B JeHb IOCTYIUIEHHS, KOHTPOIh  3a KadeCTBEHHBIM HCIIOMHEHHEM
IIOKYMEHTOB ITO CYII[ECTBY BOITPOCOB.

[IpH pacCMOTpeHHH JOKYMEHTOB PYKOBOJHTENh OT/ela BRIAEIAeT MOKYMEHTHI, TPeOVIOIIe CPOUHOTO
HCIIONHeHHI. J[OKYMEHTHI, IIPHCIAHHbIE /I COINIACOBAHMA, PAcCMATPHBAIOICSA B IIEPBYI0 OUEpels.
VI CIIOMHHTENS  T10II €HTEL B JIeHb HX PEerHCTPalHH HIIH Ha CIeIYIOIl JeHb B COOTBETCTBHH C
YVKa3aHHEM PYKE) il (@POUHEIE TOKYMEHTSI IIEPEJA0TCS HeMe TEHHO.

Ceprvddl GFEOTTHEHIE: 3mymamamm§mmrﬁp{maﬂ

PIaReGep 1 OO PAOSTI-HECORGANGOIT T (hopMAIIHIH,

» IOITrOTOBKY ITPOeKTa JIOKYMEHTA;

RO epPMIICHHE 2 COTIACORANHHE, IIPE/ICTABIIEHIEe HAa ITOMIIHCAHHE (YTBEPKAEHHE) PYKOBOICTBOM

11



TaMOKEHHOT'O OpraHa.
[lemsr0 KoHmMpONA UcnoNHeHUA OOKYMeHmMAa ABIAeTCA 0OecIleueHHe CBOEBPEMEHHOIO H KayeCTBEHHOI O
HCIIOMHEHH ITOpYUeHHii, 3aHKCHPOBAHHEIX B JIOKYMeHTaX. B pe3ylbTaTe H3ydeHHA pa3fiella CTYIeHT
IO eH 3HaTh, UTO KOHTPOIFO ITO/jIekaT BCe JOKYMEHTHI, HMMeEOIie KOHKPETHOe ITOpYUeHHE H CPOK
HCIIOMHeHHA. KOHTPOIIb OCYINECTBIAHT PYKOBOMHTENH, OTAEN JOKYMEHTAI[HOHHOIO OO0ecITeueHH,
OTBETCTBEHHBIE HCIIOMHUTEIH H OTBETCTBEHHBIE 3a JeJIOIPOH3BOJICTBO B CTPYKTYPHBIX ITO/pa3 leleHH IX.
CTyAeHT JONAeH 3HaTh, YTO KOHTPOIIO ITO/JIeKaT Bce JOKYMEHTHI, HMEFOIIIie KOHKPeTHOe ITIOPYUeHHe
H CPOK HCITOJHEHHA.
OTMeTHM, UTO CPOKH HCIIONMHEHHS JOKYMEHTOB HCUHCIISIOTCS B KATeHJAPHBIX THAX C JATHI TTOJITHCAHH I
(YTBep:KIeHHI) JOKYMEHTA, a IIOCTYITHBIIHX H3 APYTHX OPTaHH3AI[MIl - C JaThl HX IIOCTYILIEHIA.

CPpOKH HCIIONHEHHSA JOKYMEHTOB OIPelelLTHTCA PYKOBOIMTENeM, HCXOAd H3 CPOKAa, YCTAHOBIEHHOIrO
OpraHH3aI[Hell, HallpaBHBINEI JOKYMEHT, HIIH B COOTBETCTBHH C IIEpeUHEM JOKYMEHTOB, ITOJIE KAII[HX
KOHTPOIIF0 3a HCIIONMHEHHeM, ¢ YKa3aHHeM CPOKOB HCIIOMHeHH . KoHeuHasd ara HCIIOMHEHHA YKa3bIBaeTCs
B TeKCTe JOKYMEHTA HIIH B Pe30TIOIHH PYKOBOUTEILS.

Bonpocut ona cobecedoeanuia . Ilpaknureckoe 3adanie Ne 9.
IToHATHE H OCOOEHHOCTH JOKYMEHTOOOOPOTA B TAMOKEHHBIX OpraHax.
Copepxanne CTaJHil TOKYMeHTO000pOoTa B TAMOKEHHBIX OpraHaXx.
PerucTpaiia JOKYMEHT OB
ITocTpoeHrie HHPOPMAIHOHHO-IIOHCKOBEIX CHCTEM B AEIOIPOH3B O/ICTB € TAMOK EHHBIX OPTaHOB.

BN

IIpakTHuyeckoe 3amaHue. CdopmupyiiTe cXeMy JKH3HEHHOIO I[HMKIA H IIPOXOKIEHHSI CTaJIinl
IOKYyMeEHTO00O0pOoTa BXOAMAIIETO TOKYMeHTa — IIHCEMO PEerHOHATBHOIO TAMOKEHHOIO VIIpaBileHHSI Ne 19-
06/457 «lloACHeHHSI K HCIIONL30BAHHIO HMHCTPYKIMH II0 OXpaHe Tpyda». CXeMy HYXKHO O(QOPMHTEL C
IIOACHEHIAMI H Pa300poM BcCexX OIepaliii IIPOHCXOMAIINX Ha TOM HIH HHOH CTaiH AOKYMEHTO00O0pOTA.

Bonpocwt ona cobecedoeariia. Ilpaknurieckoe 3ananie Ne 10.

1. ITomcyetr o6beMa JOKYMEHTOOOOPOTA.

2. Pabora HCIIOMHHTEIEH C JOKYMEH TAMH.

3. CPOKH HCIIOITHEHHA JOKYMEHT OB

4. KOHTpOIb HCIIOMHEHH A IOKYMEHT OB B TAMOKEHHBIX OpTraHax.
ITpakTH4YecKoe 3agaHue . CPopMHUPYITE CXeMY KHIHEHHOI O IIHKIA H IIPOXOKJEHH A CTaJHIT
ITOKYMEHTOOOOpOTa BHYTPEHHETO JTOKYMEHTa TaMOKHH CyxeOHAad 3alcKa HAaualbHHKA OT/IeNa KaJpoB 110
BOIIPOIIY ()OPMHPOBAHIA INTATHOI'O PACIIHCAHHA CTPYKTYPHBIMH I1OApa3/ielIeHH AMH TaMOKHH. CXeMy
HYAHO OQOPMHTE C ITOACHEHHAMH H pa30opoM BceX OIeparliil IIPOHCXOIAIIINX HA TOH HIH HHOH cTaHH
ITOKYMEHTOOOOpOTA.

JTumepamypa
1. Omora, I'. B. OCHOBH JOKYMEHTO0000pPOTAa B TAMOKEHHBIX OopraHax . yued. mocobmne / I'.B. Onoea. - CIIO.
: Uarepmemmd, 2014 -206 c. - ITpun.: c. 174-2035. - Bubmiorp.: c.171-173. - ISBN 978-5-4383-0065-6.
2. Munmma, O. B. 3ammura KOoH(QHIASHIHATLHOH HHQOPMAI[HI IIPH 3IeKTPOHHOM IOKYMEHTOOOOpOTE
| OnmeKTpoHHEIN pecypc] : yueOHoe mocobue / O. B. Munmn, 1. B. MHHHH. — DJIeKTPOH. TEKCTOBEIE
maHHble. — HoBocHOHPCK | HOBOCHOHPCKIOT rOoCcyIapCTBEHHBNT TeXHIUecKidl yHIBepcuTer, 2011 — 20
c. — 978-5-7782-1829-1.— PexmM moctyma: http://www.iprbookshop.ru/44918.html
3. KoH(HIeHIMAaIsHOe AeIOITPOH3BOACTRO H 3aIIHINEHHENT eKTPOHHBIN JOKYMEHT0000pOoT ;| yueOHHK /
AT. ®abpuunos, A.C. émyixuH, T.B. Kongpaiora, H.H. KyngeB. — Mockea : Jloroc, 2011. —452 c. —
(Horag = yHHBepCHTETCKAad OnOIHoTEKA). —  PexmMm IOCTVIIA: II0  TIOMIIICKE. —
URL: http://biblioclub.ru/index.php ?page=book&1d=84996
4, http://www.customs.ru — caiiT @eepalbHOIl TAMOKEHHOI CIYAOB PD
5. http://biblioclub.ru/ - Yaneepcurerckad cudinnorexa ONLINE
6. http://www.iprbookshop.ru LBJIEKIPDHHH,H ombnnoreuHas cucteMa «IPRbooks»
Hibrl FHIHAE HEI CaHT 1 FIIb FH YIIPaBILIIOINHX JOKYMEHTALH eH
CepBuchitp://elibraryrufdefauloscaspse HayuHa sz 3IeKTPOHHAA OHOIHOTEKA

JCRTE iTeHHE Ad1eKCaHO OB

Tema,NeS. ITopsiiok BeJJloMCTBeHHOr 0 XpaHeHH s JJOKYMeHTOB H OpPraHH3aiia HX JeJoNpoH3Bo/ICTBA B



TAMOKE€HHBIX OpraHax
Ipaxnurecxkue zananma Nell, 12

I[ens: H3YUHTH MTOPANOK BeIOMCTBEHHOTO XpaHeHHSI JOKYMEHTOB H OpraHH3aI[Hi HX AeIOIIPOH3BOJCTBA B
TAMOJKE€HHBIX OpraHax.

3rams: OCHOBHEIE HOPMATHBHBIE H MeTOHYECKHE JOKYMEHTHI II0 BOIIPOCAM IOJATOTOBKH H O(pOpMIeHHT
Pa3IHYHOrO POAA TOKYMEHTOR (YyIIpaBIeHYeCKHX, TAMOKEHHBIX H JIp.) H OpTraHH3aIfi JelOIPOH3BO/ICTRA B
TAMOKEHHOM OpraHe, BO3MOKHOCTH HOBHIX HH(OPMAI[HOHHEIX TEXHOJNOIHIl, HCIIONb3YEMEIX NI
IIOJIrOT OBKH, 0)OPMIEHH A, TIepeJaul, IOHCKA H XpaHeHH JOKYMEHTHPYeMOil HH(OPMAITHH.

Vmemsp: aHAI3HPOBATh H COCTABIATH HOMEHKIATYPY [Iell, COCTaB [OKYMEHTOB B OTIEeNbHBIX Jlellax,

BELABIIATH HApYIIIEHH B ITpaBIuIax (JOPMHPOBAHHA H 0)OpPMIIEHHA e,

Baaoems: TexHonorneil (opMHpoBaHHA H 0)OPMIEHHS JIeT B TAMOKEHHBIX OpraHax.

@ opmupyemote komnemenrpur: OIIK -2,

AI{I’;‘I‘]’M&HHEHHJ memuol; 3HAHIE IMOPATOKAa BEAOMCTECHHOI'O XPAHCHHA MOKYMCHTOE H OPI'aHH3aIlHA HX
ACIIOIIPOH3EOACTEA B TAMOMKCHHBIX OPI'aHAX, HI'PAET BaXHVH) POIIE B CTAHOBICHHH CIICITHATHCTA
TAMOKEHHOIO Jiella, T.K. HalpsAMVIO BIIHAeT Ha KAaueCTBO BEOIOMHEHHA HM CIYXKEOHBIX 0OO0sS3aHHOCTEI.
OcHOBHAA HpD(i]ECCIIDHﬂJII:HﬂH HEATEIILHOCTE COIIPOBOERITACTCA OOILIIMHM KOIHYECTBOM YIIPABIIEHYCCEIX H
OPTaHH3AITHOHHEIX HOKYMEHTOE, IIOOTOMY BaAHO IIOHHMATE KaKHM Dﬁpﬂ?ﬂM OHH Dﬁpﬂl[[ﬂIDTCH B
TaMOKEHHOM OpraHe, XpPaHATCA H KakHe IIpaBiiIa paOOThI ¢ JOKYMEHTAMH CVIIECTBYVIOT.

Teopemuueckasa uacms:

3aHATHA 110 TeMe Oy [IeT IIPOROUTECA B (pOpMe COOECEIOBAHHA.

HomeHKTIaTypa el - CHCTeMaTH3HPOBAHHEL IIepeueHh 3arOIOBKOB (HAHMEHOBAHIIT ) JIeT, 3aBOJHMBIX B

TaMOKEHHOM OpraHe, ¢ YKa3aHHeM CPOKOB HX XpaHeHHA, O OPMIEHHEII B YCTAHOBIEHHOM TIOPAIIKE.

HomeHKITaTypa Ael nIpeJHasHaueHa I
» TPYIOIHPOBKH HCIIOMHEHHBIX JOKYMEHTOB B JIela,

» CHCTeMaTH3aI[HH H yJeTa Je,

» OIpelelleHHI CPOKOB HX XpaHeHHS.

CTyIeHT IOIKEH 3HATh, YTO HOMEHKIATypa el HCIIOMh3YEeTCA IIPH IIOCTPOEHHH HH()OPMAI[HOHHO -
IIOHCKOBOH CHCTEMBI, SABIAETCA OCHOBOH [JId COCTABIEHHA OITMCEH Jed IIOCTOSHHOTO ¥ BPEMEHHOTO
(cBrmie 10 IIeT) XpaHeHH T, B apXHBe TaAMOKEHHOI O OpraHa HCIIONb3YeTcAd A ydeTra Jell BPeMEHHOro (10
10 7TeT BKIIOUHTETHLHO) XpaHeHHA IIopAIOK ITOCTPOEHHS HOMEHKTATYPEI €1 TaMOKEHHBIX OPraHOB
H3TOKEHEI B IT1.8 MHCTPYKITHIH.

@QopMHpOBaHHE  Jel - TPYIOIHPOBKA HCIIONMHEHHBIX JOKYMEHTOB B Jella B COOTBEICTBHH C

HOMEHKIATYPOI.

Jena B TaMOXKeHHOM opraHe (OPMHPYIOTCA [elleHTPalH30BaHO, T.e. B OTHelax H IPYIHX
CTPYKTYPHEIX IMoApasfiencHHIX. DOOpPMHpOBAHHEM J[Jel 3aHHMAIOTCAd IJII[a, OTBETCTBEHHEIE 3a
IEIOIPOH3BOACTRBO. KOHTpOIEF 3a IPaBIUIBHEIM (QOPMHPOBAHHEM eI B TaMOXEHHOM OpraHe
OCVIIECTBIIAETCA OTHEI0M (OTHeNeHIeM, TPYINION) JOKYMEHTAIH OHHOro 00eCIIeUeHH 4.

[Ipn dopMIpoBaHHH el COOIO JAXOTCA CIIEIVIOIHE IIPAaBHIIA;

» B JIeI0 IOMEIIAI0TCA TOIhKO HCIIOMHEHHEIE, IIPAaBHILHO O(QOpMIIEHHEIE JOKYMEHTEI B COOTBETCTBHH C
3arOMIOBKAMH JIeTT IT0 HOMEHKIATYPE,

» TIIOMEIIAIOT BMeCTe BCe [OKYMEHTEHI, OTHOCSIIHecS K pa3pellleHHIO OJHOIO BOIPOCA, I'PYIOIHPYIOTCA
B €10 JOKYMEHTEI OJHOI0 KaleHJAPHOIO Iofia, 3a HCKIUEHHEM IEPEeXOIAIHX, VIOIOBHEIX H
JTHYHBIX [T,

» pa3llelbHO TPYIIHPYIOTCA B Jela JOKYMEHTHI IIOCTOSHHOTO H BPEMEHHOIO CPOKOB XPaHEHH,
MAIIMHOTPaMMEI  ITOMEIATCA B Jiefla Ha OOIMHX OCHOBAHHAX (B COOTBETCTBHH C HOMEHKIATYPOIl
e ).

BTopoe 3aHATHE ITO TeMe OYeT IIPOBOIUTILCA B (pOpMe HHTEPAKTHBHOI HHTELIEKTYAlbHOH HIPHL.
Hcroms3ysd VKa3aHHVIO HIDKE THTeEpaTypy H IIPHBEJIEHHBIE Te3HCEI HeOoOXOMIMO IIOATOTOBHTBCA IIO
BOIIPOCAM 3aHATH A

[ToMCKOBBIE CHCTEMEI (TpajiIIOHHBIE KapTOUHbIE H ABTOMATH3HPOBAHHEBIE) CTPOSATCI HA OCHOBE

PErHCTPAI OHHBIX, KAPTOWel /Gl OaHKa pPerHCTPAIMOHHBIX JIAHHEIX. IIOMCK JIEN OCYINECTBILIETCS IIO
HOMeHKIaType WEKTAITHURATHCD® Temonpon3BoICTRY H paboTe apxHBa B TaMOKEHHBIX opraHax (1.4)

OITHEBIEART TTONCKOBRIE CHCTEMBI 110 TOKYMERTAM B TAMOKEHHBIX OpraHax.

Bnageneyp: ebayxoea TaTeAHa AnekcaHgpoBHa -
éﬁpﬂ OTKa I]H(i]DPME]lHHI ITPH HCITOJIIE30BEAHHH ABETOMATH3HPOBAHHBIX TEXHOIIOI'HI HEIIOIIPOH3BOJCTEA

DC}’I[[ECTBJIHETCH C ITOMOIIEED 6E1HEE1 HAHHEBIX, BKIHOUAKIINETO KOMIIIIEKC DHPE,[[EJIEHI{BIK 6&3 HAHHBIX.
Nencteutened: ¢ 19.08.2022 no 19.08.2023
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ABTOMATH3HPOBAHHENT OaHK MAHHBIX oOecIleurBaeT HHQopMaieil o000 BCeX TOKYMEHTax H MecTe HX
HaxOKIeHHI COTPYIHHKOB alllapara TAMOKEHHOI'O OpraHa IIpH IIOMOIIH BEIBOAA HH()OPMALIII Ha JIH CILIEN.
[ToncK HH(OPMAIMH IIPOH3BOMHUTCA HA ABTOMATH3HPOBAHHEIX PabOuyHX MecTaX H II03BOIAET IIONYUHTH
HHQPOPMAITHIO II0 BCEM HIM HECKOIBPKHM PEKBH3HTAM H TOUHOMY HaXOXKIEHHIO TOKYMEHTA B JTAHHBII
MOMEHT.

IIpH paccMOTpeHHH 3TOr0 BOIIpoca CTYAEHT J[JOMKEH TakKke pacckazaTk O IIPOrpaMMHOM
o0ecCIIeUeHHH, TI03BOIARINEM CO3MaBaTh 0a3kl JAaHHBIX H padoTaTh C HIIMH.

Ct. 139 TI'paxkmaHCKOTO KOJeKca OIpedelAroTcd VYCIOBHA, IIPH KOTOPHIX CIyxKeOHAd H
KOMMepUecKkasd HH@opMalHd ABIAETCA KOMMeEpUecKoi TaifHoil. IlepeyeHs HOKYMEHTOB TaMOKEHHBIX
OPra”HoOB, COAEPKAILIMX CIYAKeOHVI0 HH(OPMAI[HIO, IO eAKAI[VI0 3al[HTe, COMEePKHTCI B CIIEIHAIbLHEIX
IIOIOKEHHAX H HOPMATHBHEIX JOoKyMeHTax OTC Poccuu.

I{ensr0 OrpaHHYEHHA JOCTYIIAa K HHQOpPMAIHH ABIAETCS 3aIiTa CIyAeOHOIl JOKYMEHTHPOBaHHOIT
HH(OPMALHI, HellpaBOMepHOe oOpallleHHe ¢ KOTOPOI MOKET HaHeCTH Pa3InYHOr o poda yiuepo.

OCHOBHEIE HAIIPABIEHH A 3AIIHUTH CIYKeOHOH HHPOPMAITHH H3T0KEeHE B DelepalbHOM 3aK0He
Poccmiickoit @emeparmn "O0 mHpOpMAaIlH, HH(OPMATH3AIMH H 3aIliTe HHQopMaIi", a Takke IIprnkazax
H MHCTpYKIHAX H3gaBaeMbIX O TC PoccHH.

Bonpocot ona cobecedoeania. Ilpaxnuideckoe 3aHanie Nel 1:
HomeHKITaTypa gen: HazHaueHHe, CTPYKTYpa.
HoMmeHKIaTypa Iell: MOPAIOK (POPMHPOBAHH A
@ opMHPOBAHHE e B TAMOKEHHBIX OpraHax.
[TpaBmna oopMiIeHHe JET B TAMOKEHHBIX OpraHax.
OnepaTHBHOE XpaHEHHE JOKYMEHTOB H JIell B TAMOKEHHEIX OpraHax.
6. AmHaIH3 cOCTaBa HOMEHKIATYPHI el TAMOKEHHOI O OpraHa.

Nk =

I paxmurdecxue 3a0adua. Ilpakmirie ckoe 3aranuie Nel 2:
3aganne 1. Bam HeoOxXomMo HaiTH IIpoTOKON 3acelaHia aTTeCTAI[HOHHOI KOMICCHH HoMep 37-02/456.
PaccMoTpHTe HOMEHKIATYPy Hell TaMOKEHHOro opraHa. Ha3oBHTe HOMep Jiela B KOTOPOM BEL OyfeTe
HCKAaTh 3TOT JOKYMeHT. OIMIIHTE CXeMY HCIIONIb30BAHHA AOKYMEHTAIbHBIX HH()OPMAIHOHHO-IIOHCKOBBIX
CHCTEM B JJAHHOM ciayuae (Pa3gaToyHsOl MAaTepHal: HOMEHKIATYpa el TaMOKEHHOI O OpraHa).
3agmanue 2. Ha ocHOBe aHAM3a CTPYKTYPHI TAMOKHH H HOMEHKIIATYPHI JIeT 3a IPOIIDIBIA IIEPHOI, COCTAaBhTE
HOMEHKIATYPY MJel TaMOKEHHOrO opraHa Ha Oyayiupil kaneHAapHsni roj (Pa3maTouHsni maTepHan:
HOMEHKIaTypa el MHHepalIoBOACKOH TaMOKHH, CTPYKTYpa MHHEPATOBOACKOH TaMOAKHH).
3aganHe 3. PaccMoTpuTe MaKeT Jela CTPYKTYpHOro mojapaszfeneHHd. IIpoaHamms3HpyiTe COCTaB
JTOKYMEHTOB H IIPABIIBHOCTH €ro odopmieHHd. BrigBuTe M 0O0OCHYIITE HapyIIeHHSI B IIPaBIIIax
dopmupoBaHHA H odopMIeHHA Aena (Pa3gaTOYHBNI MaTepHAall: MAaKeThl Jed CTPYKTYPHBIX ITOApa3/IeleHHIT
TAMOKEHHBIX OPTAHOB).

JTumepamypa
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: Uarepmemmd, 2014 -206 c. - ITpui.: c. 174-2035. - Bubmiorp.: ¢.171-173. - ISBN 978-5-4383-0065-6.

2. Munmma, O. B. 3ammura KOoH(QHIASHIHATLHOH HHQOPMAI[HI IIPH 3IeKTPOHHOM IOKYMEHTOOOOpOTE
| OmeKTpoHHEIN pecypc] : yueGHoe mocobne / O. B. MuumnH, 1. B. MHHHH. — 3IeKTPOH. TeKCTOBEIE
maHHble. — HoBocHOHPCK : HOBOCHOHPCKII TOCYIapCTBEHHBIN TeXHIYeCKH YHHBepcHTeT, 2011 — 20
c. — 978-5-7782-1829-1.— PexuM goctyma: http://www.iprbookshop.ru/44918.html
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(Horag = yHHBepCHTETCKAad OnOIHoTEKA). —  PexmMm IOCTVIIA: II0  IIOJIIHCKE. —
URL: http://biblioclub.ru/index.php ?page=book&id=84996
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7. http:// wwwﬁﬂﬁﬁmm} FHIHAE HEI CaHT 1 FIIb FH YIIPaBILIIOINHX JOKYMEHTAI[HEeH
CepBuchitp://elibraryrufdefaulocaspse HaydHa sz 3IeKTPOHHAA OHOIHOTEKA
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Fema Ne6. OpranHH3aALHAPAOOTHI BeJJOMCTBEeHHOI0 APXHBA H YKCMEPTH3A e HHOCTH JOKYMeHTOB B TAMOMKe HHBIX
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opraHax
Hpaxnuruecxue zanamua Nel 3, 14,15,16

Ifens: M3YYHTH TOPAMOK OpraHH3aI[HH PaboThl BEJOMCTBEHHOI'O apXHBA H IOPAIOK 3KCIIEPTH3HI IIEHHOCTH

JOKYMEHTOBR B TAMOKEHHEIX OpPraHaXx.

3rams: OCHOBHbIE HOPMATHBHEIE H METOHUYECKHE AOKYMEHTEHI IO BOIIPOCAM IIOATOTOBKH H O()OPMIEHIA

PA3IHUYHOTO POJia OKYMEHTOR (YIIPABIEHUYECKHX, TAMOKEHHBIX H IP.) H OPTaHH3AIHH [IeIOII POH3BOJCTRA B

TaMOKEHHOM OPTaHe.

Ymems: TIPOBOOHTEL 3KCIIEPTH3Y IEHHOCTH [JOKYMEHTOB, T'OTOBHTE HX K APXHBHOMY XPAaHEHHIO HIH

YHHUT OK EHHIO.

Baadems: HABBIKOM OpraHH3AIHH PaboTHl ¢ JOKYMEHTAaMH B TaMOKEHHEIX OpraHax.

D opmupyemote komnemenyuu: OITK-2.

AxmyanvHocnns memsl: DKCIIEPTH3A IEHHOCTH JOKYMEHTOB H Ilepejiayua HX Ha apXHBHOE XpaHEeHHe — OHA

H3 BaXHEIIMX 3aBEPIIAIOIIHX CTamil [JOKyMeHTOoo0OpoTa TaMOKEHHBIX OpraHoB. OCHOBHAAL

IIpopeCCHOHAMBHAA JeATEIbHOCTh COIMPOBOKIAETCA OONBIIIM KOTHYECTBOM  YIIPABIEHYECKHX H

OpTraHH3aIlHOHHEIX JOKYMEHTOB, IIO3TOMY BaXHO ITOHHMATEL ITOPAJOK IPOBENEHHT SKCIIEPTH3EI IIEHHOCTH

JOKYMEHTOB H OCHOBEI IIepefayH HX HA ApXHBHOe XPaHEHHE.

Teopemuueckaa 4acmn:

DOKCIepTH3a IIEHHOCTH JTOKYMEHTOB - OIpe/eleHne HX I[EHHOCTH ¢ I[elbk oTOOpa Ha rocyIapCcTBEHHOE
XpaHeHHe H YCTAaHOBIEHHA CPOKOB XpaHEHHA  OKCIEpPTH3a I[EHHOCTH JOKYMEHTOB B TaMOKEHHOM
VIIPDABIEHHH, TaMOXHE, a TaKke TaMOXKEHHOM ITOCTe CO CTAaTyCcOoM IOPHAHYECKOr O JIHIA ITPOBOIHTC:

« B JIEIIONIPOH3BOACTBE - IIPH COCTABIEHHH HOMEHKIATYpP e, (OPMHPOBAHHH el H IIPOBEPKE
IIPABHIIBHOCTH OTHECEHH I JOKYMEHTORB K JleJaM, IIOJr OTOBKE JIeT K IIOCIeYIOIIEMY XPaHeHHIO,

* B apxmBe - B IIPoIecce IIOATOTOBKH el K IepeJaue Ha TOCyJapCcTBEHHOe XPaHEeHHE.

JI1d opraHH3allHH H IIPOBEJeHHA SKCIIEPTH3Hl I[EHHOCTH JAOKYMEHTOB, OTOOpa HX LA IlepeJaud Ha
TOCYJAPCTBEHHOE XPAaHEHHE, 4 TAKXKe JId KOHTPOII H OKazaHHI METOJHUECKOH ITOMOIIH B IIPOBEJEHHH
SKCIIEPTH3HI B TAMOKEHHOM OpPraHe CO3JaeTcAd ITOCTOAHHO [efCTBYIOIAA 3KCIIepTHAS KoMHccHA (OK).

[ TaBHEIMH 3aJauaMi apXHBOB ABITIOTCA:

» KOMILIEKTOBAHHE apXHBOB JOKYMEHTAMH, COCTAaB KOTOPHIX ITPeTyCMOTPeH ITOMOKeHIAMH 00 apXHBax;

» o0ecreueHHe COXPaHHOCTH, yueTa, KauecTBa oOpaboTKH, or0opa H HCIIONL30BAaHHA JOKYMEHTOB,
XpaHAIINXCA B apXHBaX, a TakKe IMOATOTORKA H Ilepegaya JOKYMEHTOB Ha TOCYAAapCTBEHHOE XPAaHEHHE,

» OCYIIecTBIeHHe MeTOAHYECKOrO PYKOBOACTBA H IIPOBEPOK COCTOSHHSA OpPraHM3aIf JOKYMEHTOB B
OEIOIPON3BOJICTBE TAMOKEHHOIO OpPraHa, a TaKkKe apXHBHOIO Jela H OpTaHH3al[HH JOKYMEHTOB B
IOEIOIIPON3BOJICTB € ITOJB ETOMCTBEHHEIX TAMOKEHHEIX OPTaHOB.

ApDXHBEI  TAMOXKEHHEIX OPraHoOB  XPaHAT JOKYMEHTEI armrapara 3THX OpPraHOB, OpTaHM3aIliil -

IIPeIIECTBEHHHKOBR YKA3aHHBIX TAMOKEHHBIX OPTaHOB H, IIPH HEOOXOMHMMOCTH, IPYTHX OpPraHH3alHil B

COOTBETCTBHH CO CIIHCKAMH OPTaHH3aIHH - HCTOUHHKOB KOMIUIEKTOBAHHA ApPXHUBOB, YTBEPKIEHHBEIMH

PYKOBOJTHT EIIIMH TaMOKEHHEIX OPraHOB.

OCHOBEl OpraHH3aiHH PadoTEl apXHBOB TAMOKEHHBIX OPTaHOB H3IOKEHEI B HCTPYKIHH 110 OpraHH3aLII

IETIOIPOH3BOACTBA H paboTe apXHBa TAaMOKEHHOTO OpraHa a Takxke B IlomoxeHHH 00 apXHBHOI cIyxOe

VIIPaBIEHHA, TAMOXKHH IUH TAMOXKEHHOIO IIOCTA €O CTAaTyCOM HOPHIHYECKOr O JIHIIA.

B apxXmBE TaMOXKEHHBIX OPraHOB II€PEJAOTCA Jela IIOCTOAHHOIO, BpeMeHHoro (cBeime 10 mer)
XPpaHEeHHT H II0 IHYHOMY cOcTary. HX mepeaya IIPOH3BOAHTCA TOTBKO ITO OITHCM.

Ilepemaua [en B apxXHB OCYIUECTBIAETCA IIO IpadHKy, COCTABIEHHOMY apXHBOM, COITIACOBAHHOMY C
PYKOBOJIHTEIIMH  CTPYKTYPHEIX  IIOApasfJelNeHI H  YIBEPKJIEHHOMY  HAUATRBHHKOM  OTJela
TOKYMEHTAI[HOHHOT O oOecreueHnd. IIpHeM KakJOro [ena IIPOH3BOMHICA 3aBEeIyIOLHM  apXHBOM
(OTBETCTBEHHBIM 3a apXHB) B IIPHCYTCTBHH COTPYIHHKA, CcHawIlero naeno. Ilepemauy menr B apxmB
permaMeHTHPYeT MHCTPYKITHA.

14 obecrieyeHH A COXPAaHHOCTH NOKYMEHTOB B apXHBE IIPOBOMHUTICA CIeMYROILII KOMILIEKC padorT,

BEJIFO UAFOTITHIL

» CO3/IaHHe ONTHMATBHBIX YCIOBHIT XpaHeHH TOKYMEHTOB;,

» pasMellleHHe JOKYMEHTOB B XPaHIIHINAX H HX ToIlorpadHpoBaHHe;

“P co0moIeHH e AOPAERA BERRAMHAIET H3 apXHBA;

uKar 00043E9ABBBSS2 TB%?%E%%%%EH H COCTOAHHA,
fﬁé ﬁ@:&emﬁsﬁ;ﬁwﬁ%@m@ SeCHot, CORpaROCT MoKy MeRTOB.

Konmiriekc JOKYMEHTOR, Dﬁpﬂ?}’IDI[H[}{CH B HOECATCILHOCTH TaMOKCHHOI'O OPraHa, COCTABIACT HX

I[DI(}MEHTEIJII:HI:]II (I]DH HD,[[ EJIHCCII(I]HI{EIHIEII ,[[DK}MEHTDB B HPEI[EJIHK @DHI[H IIOHHMAETCA HX
Nencteutened: ¢ 19.08.2022 no 19. DB 2023
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TPYIOIHPOBKA H pacIolokeHHe B GoHe. 3a eHHHITY KIacCH(HKAIHH ITPHHIMAETCA eIHIIA XpaHeHHd —
meno. KimaccHukarisa JOKYMeHTOR apXHBa perTaMeHTHPYeTcA IT.15.4 MTHCTpyKIpH.
YUeT TOKYMEHTOBR B apXHBe ABILIETCA OTHHM H3 CPeICcTB o0eclieueHHdI HX COXPAHHOCTH H KOHTPOIA
32 HX HATHYHEM. Y UeTY ITO/PIeKaT BCe XPaHAIIHecd B apXHBe JOKYMEHTEL, B TOM UHCIIE OITHCH JIEII.
YUyeT MTOKYMEHTOB B apXHBe OCHOBBIBAeTCA HA COOMIOAeHHH IIPHHIMIIOB IIEHTPAIM3AI[HH I
ITPeeMCTBEHHOCTH C YUETOM JOKYMEHTOB B JETOIIPOH3BOJICTBE H I'OCYJAPCTBEHHOM apXHBE.
IIpaBuna yueTa JOKYMEHTOR B apXHBaX H3JIOKEHEI B II. 15.6. MHCTpYKIHH
OCHOBHEIMH  (OpMaMH  HCIIOIb30BAHHA JOKYMEHTOB APXHBOB SABIAIOTCA. HH()OPMIPOBAHHE
PYKOBOACTBA H CTPYKTYPHEIX IIOApA3IeIeHHH TaMOMKEHHBIX OPraHOB, HCIIOMHEHHE 3allPOCOB JIPYTHX
OpTaHH3aI[HIl, HCITOIHEHHE 3aIIPOCOB COI[HAILHO - IIPABOBOr 0 XapaKTepa.
JIOKYMEHTHl apXHBa, KOTOpPEIe MOT'YT HaHeCTH VIinepO MHHTepecaM IOCyJApCcTBa HIH I'pakJgaHaM, [
HCIIOMH30BAHHA HE TTPEAOCTABIAOTCA.
ApxXHBHAA CIIpaBKa - O(HIMHMAILHO 3aBepeHHaA CIIPaBKa, HMEINAsd IPHIHYeCKYI0 CIUTY H coep/Kaliasd
cooOIIeHIe (TTOATBEPAIeHHEe) 00 HMMEIOIMMXCA B JOKYMEHTAX apXHBa CBEJIEHHAX, OTHOCAIIHXCA K
IIpeaMETY 3aIlpoca, ¢ YKa3aHHeM ITOHCKOBEIX JAHHEIX JOKYMEHTOB.

Bonpocst ona cobecedoeariuia. Ilpaxnurieckoe 3aHame Ne 13.
BI{CHEPTIHH INEHHOCTH TOKYMEHTOB B TAMOKCHHEIX OPI dHAX.
':I)}’HI(IHIII JKCIIEPTH3HEL I[EHHOCTeH JOKYMEHTOR.
3amaun H PYHKIHH apXHBa TAMOKEHHOT O VIIPABIEHIA, TAMOKHH, TAMOKEHHOIO TI0CTA.
Opraxm3ars padoTE apXHBA.

Bonpocot dna cobecedoearitia. Ilparxmnure ckoe 3aranuie Ne 14.
[Tepegaua el HA apXHBHOE XPaHEHHE.
OO0ecreyeHHe COXPAHHOCTH JIOKYMEHTOB apXHBa.
Knaccuduxarisg JOKyMEHTOB apXHBa.
Hcroms3oraHHe JOKYMEHTOR apPXIHEA.

el

B Lo =

Ipaxnuide ckue 3a0anua. 1lpaknureckoe 3aranue Ne 15,

3ajaHHe: PE,CCMDTPIITE Dﬁpﬂ?HH Pa3slIHYHBIX NTOKYMEHTOB TaMOKCHHBIX OPraHOB. OHPE,[[EJIIFTE CPOKH HX
OIIEPATHEHOI'O XPaHCHIA. HPDBE,IIIITE SJECIIEPTH3Y IHEHHOCTH 2STHX JOKYMCHTOE. OHPE,[[EJ]IITE CPOKH HX
APXHBHOI'O XPaHCHIA (Pﬂ?,[[ﬂTD"—]HI:]ﬁ MATEPHAL: KOIIHH JOKYMEHTOR TaMOK CHHEIX DPI‘EIHDE).

Ipaxnuide cxue 3a0anua. Ipakmudeckoe 3anamiuie Ne 16.
3aganie 1. PaGora co CIIpaBOUHO-IIPABOBOI CHCTEMOIl «TaMOKEHHEIE JOKYMEHTED» ITaKeTa ITPHEIAIHBIX
ImporpaMm AIbTa M akCHMyM.
1. Haitmure ITpukaza @TC Poccur Nel331 ot 9 nroma 2014 1. «O0 yTBep&KIeHHH THITOBOI HHCTPYKI[HH IO
IENOIPOH3BOICTRY H padoTe apxHea B TAaMOXKEHHBEIX opraHax P®O». 3akoHcmekTHpyiite 11.4.3.11
HucTpyKiui. Haiire H 3aKOHCIIEKTHPYITTe IIpaBHiIa o) OpMIeHH A IIPHIOKEHHI K [T pHKazam.
2. HafmiTe M 3aKOHCIEKTHPVHTE Ha3BaHHA BceX akToB Kommccmm EADC mo BompocaM ONpeaeneHHd,
KOHTPOILT H KOPPEKTHPOBKH TAMOKEHHOH CTOHMOCTH BBO3HMEIX TOBAPOB.
3. HaiigpTe M 3aKOHCIIEKTHPVITE HA3BAaHHA JOKYMEHTOB PETTaMEHTHPYIOIIHX IIOPANOK ITOCTYILIEHHI Ha
CIIyA0Y B TAMOXEHHBIE OPTraHEL.

3aganue 2. COCTaBhTE CIYKEOHOE I CHMO-HAIIOMHHAHIE 110 CIETYIOUHM JAHHBIM: aBTOP IChMAa — OT/IET
OpraHM3allHH TAMOXKEHHOI0 KOHTpOIA MHHepanoBOJACKOH TaMOKHH, IIOJIICERIBAET ITHCEMO HAUATLHHK
OTJella OpraHH3aIlHH TaMOXKEHHOro KOHTpolIfd MHHEpamoBOJCKOH TaMOXKHH — KallHTaH TaMOXeHHOH
ciyx0s1 Bomoxor H.B.; agpecat: mupextop TOO «JIMJEP» Coxonor A.H.; axgpec: yu. OcToxeHka, 1.9;
Mockea, 142274, OKIIO 04956728, OI'PH 1056600849824. MHH/KIIII 2508022310/624002004. 22
[TscEMO SBIIIETCA HAITIOMHHAHHEM O TOM, YTO HEOOXOMIMO IIPEIOCTABHTHL AOIONMHHTEIBHEIE CBEIEHHI O
CPOKax XpaHeHH I Ha TaMOKEeHHOM CKJIa/e ITapTHH MeOelH 10 KOHTpakTy Ne25 ot 14.02.2015.

AOKYMEHT MOAMWCAH
BNEKTPOHHOW MOAMMCHIO JTumepanypa

| . 2C0000043EIABBRIS2205E 7BAS00068000043E
[P"508a, T B, OCHOBEL IOKYMEHT0000pOTA B TAMOKEHHEIX OpraHax : yue. mocobue / I'.B. Bmopa. - CII6.
nageneu. e0D3YX0Bd 1dTbHHA EREdHOPOBHA

: UaTepmemd, 2014 -206 c. - ITpun.: c. 174-2035. - Bubmiorp.: ¢.171-173. - ISBN 978-5-4383-0065-6.

Nencteutened: ¢ 19.08.2022 no 19.08.2023
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2. MummH, O. B. 3amura KOH(HIeHIHATHHOH HH(OPMAIHMH IIPH SIeKTPOHHOM JOKYMEHTO0000pOoTe
| OnmeKTpoHHEIN pecypc] : yueOHoe mocobue / O. B. MunmnH, 1. B. MHHHH. — DOJIEeKTPOH. TEKCTOBEIE
maHHble. — HoBocHOHPCK | HOBOCHOHPCKIOT rOoCcyIapCTBEHHBNT TeXHIUecKidl yHIBepcuTer, 2011 — 20
c. — 978-5-7782-1829-1.— PexuM mgoctyma: http://www.iprbookshop.ru/44918.html

3. KoH(HIeHIMAaIsHOe AeIOITPOH3BOACTRO H 3aIIHINEHHENT eKTPOHHBIN JOKYMEHT0000pOoT ;| yueOHHK /
AT. ®abpuunos, A.C. émyixuH, T.B. Kongpaiora, H.H. KyngeB. — Mockea : Jloroc, 2011. —452 c. —
(Horag = yHHBepCHTETCKAad OnOIHOTEKA). —  Pexmm JOCTVIIA: II0  TIOJJIHCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=84996

4, http://www.customs.ru — caiiT @eIepalbHOIl TAMOKEHHOI CIYAOB PD

5. http://biblioclub.ru/ - YHHBepcuTeTcKad Ombamorexka ONLINE

6. http://www.iprbookshop.ru — SmexkrpoHHas 6nbnnoreurHad ciucrema «IPRbooks»

7. http://www.gdm.ru. - opHITHATBHELT caiT I HIIh I YITPABJLAOIIIX JOKYMEH TalHeil

8. http://elibrary.ru/defaultx.asp - HayuHad 3MeKTpoHHaA OHOIHOTEKa

Tema 7. OpTﬂHIfIBﬂHHH pﬂﬁﬂTLI C.]]}’H{ﬁbl AOKYMEHTAIIHOHHOTO o0ecI1edeHHs TaMOKeHHbIX Opra"vos

I paxmueckoe 3ananie Nel7

Ilens: H3YUNTH OPraHH3AIMOHHO-IIPABOBBIE OCHOBHI PalOTHI CIYAOBRl JOKYMEHTAI[HOHHOTO O0ecIeueHI
TaMOKEHHEIX OPTaHOB

3rams: OCHOBHBIE HOPMATHBHEIE H METOHUYECKHE TOKYMEHTEHI II0 BOIIPOCAM IIOATOTOBKH H O(OpMIEHH T
PA3IHYHOTO POJia MOKYMEHTOR (YIIPABIEHUECKHX, TAMOKEHHBIX H JIp.) H OPTaHH3aI[H JIETOIIPOH3BOICTBA B
TaMOKEHHOM OPTaHe.

Vmems: pealnr30BbIBaTh 3a7Ia4H H YHKIMH CITYAOBI IOKYMEHTAI[HOHHOr O 00eCIIeUeH A TAMOK EHHOT'O OpraHa.
Baadems: HABBIKOM OpraHH3aIHH PAdOTHI C JOKYMEHTAMH B TAMOKEHHBIX OpraHax.

b opmupyemore komnemenyun: OIIK-2.

Axmyanorocms memot: CiyxOa JOKYMEHTAITHOHHOrO O0ecCIeueHHd TaMOKEHHOIO0 OpraHa — 3TO BaKHBIA
OpTaHH3AIHOHHO-YIIPABIEHYECKIIT MEXAHI3M, TI03TOMY BaKHO O3HAKOMHTCA C (PYHKI[HAMH, OOA3aHHOCT IMIT
OpraHI3aI[HOHHBIMI OCHOBAMH Pa0OTHI CIYAOB OKYMEHTAIIOHHOTO O0eCIIeUeH .

Teopemuuecrkana uacms: 3HAUEHHE JETOIPON3BOJICTBA B JeATEIFHOCTH OpPraHoB M opraHm3aipni OTC PO
OIpeJenaeTCa eTHHCTBOM CHCTEMEI — B3aHMOCBA3BI0 H B3aHMOJAEHCTBHEM B OCYILECTBIEHHH TaMOKEHHOT'O
JIela H B3aHMO3aBHCHMOCTEI TAMOKEHHOH CHCTEMBI ¢ OKPYAKAIOIIEH cpeloi — ¢ heJeparTbHBIMI OpraHaMH
TOCYJAPCTBEHHOM BIACTH CyOheKTOB Peepanii, pa3THUHbIMH O05eJHHEHHAMH H CTPYKTYPaMH
VUACTHHKOB BHEIIHEIKOHOMHUYECKHX CBA3EH.

B3aiMOIefiCTBHA BHYTPH TaMOKEHHOH CHCTEMEBI H C BHEIIHHMH 31eMeHTaMH O0YCIaBIHBAIOT BEICOKHIT
TOKYMEHTOOOOpOT. HOpHAHYeckasd  COCTOATENBHOCTh  OOpallfaeMBIX  JIOKYMEHTOB  OIIPeelIAeTC s
IIPAaBIIBHOCTRED HX O(OpMIIEHHI H Yyuyera, COOIIOJIEHHEM CTAaHJAPTOB, IIPHHATBIX HA TEPPHTOPHH
rocygapcTaa.

Otmen (oTmeleHHe, TpPyIa) TOKyMeHTaHOHHOro olOecredyeHHS (OJ[O) oOCYILECTBIAET (DYVHKI[HH
ITOKYMEHTAI[HOHHOT O 00ecIIeyeHHd B TaMOKeHHOM opraHe. O[O ABIAETCA CTPYKTYPHBIM IIOApa3ieleHIeM
TAaMOKEHHOI'O OpTraHa H ITOJUHH IeTCA HEIIOCPEeACTBEHHO HAaYaTbHIIKY TaMOKEHHOI' O Opr aHa.

B cBoeil pabore oOTHeN PYKOBOJACTBYETCA JEHCTBYIOIHMM 3aKOHOJATEILCTBOM, ITPHKA3AMI,
pacropsokeHHAMH @efepalbHO TaMOKEHHONH CcaykOs Poccrmiickoii @emepampin (OTC Poccum), Imo-
10K EHISIMH 0 PETHOHATTEHOM TaMOKEHHOM VIIPABIEHHH, TaMOXKHE, TaMOXKeH
HOM ITOCTe, ITPAaBHIIAMH H METOMHYECKHMH YyKa3aHHIMH POCCHIICKOrO apXHBa, APYTHMH [IeHCTBYIOIIHMH
HOPMATHBHBIMH, METOHUECKIMH JOKYMEHTAMH B OOIIACTH JOKYMEHTAI[HOHHOI'O O0eCIIeUeH I YIIPABIEHH 4,
IETIOIPOH3BOJCTRA, APXHBHOIO JeJIa H IIOI0KeHHeM 00 OT/Iene.
3ayiaun H PYHKI[HH CIITY/KOBI JJOKYMEHTAIHOHHOT O 00eCIIeYeH T TAMOKEHHBIX OPTraHOB.

OCHOBHBEIMH 3agayamMi OJ[O ABIIFOTCA:

— oOecreueHHe OPra’HH3allHIi OCIOIIPOH3BOJACTEA B TAMOACHHOM OpPraHEe B COOTBETCTBEHH C THITOBROIT
I]]-ICTP}*ICIHIEIT IO OTETOIIPOH3BOACTEY H pﬂﬁDT € APXHEA B TAMOZRKCHHBLX OPIraHAX,

pa3paboTKa, BHeIpeHHe HOBEIX TEXHOIOTHYECKHX ITPOIlecCOB pabOTHI ¢ JOKYMEHTAMH H JOKYMEHTHOI
HH( OpMAaIlHelCHA/ D¢HOBE |HOIEOIIb 30BAHH A CPEJICTE OPraHH3aI[HOHHON H BEIUHCIHTEILHOH TEXHHKH, B
_TOM_ urCIe 3?‘1'[0 )5 ﬁgﬁgﬁﬁ@” ijET)ﬂBﬂ TOKYMEHTOB H HH(})OPMAIHOHHEIX ITOKa3aTelleil, COKpallleHHe HX
ICEJ'J]IFLIEETBH U ONTHMIZAIINS, JOKYMEHTOII OTOKOB;

= DC}’I[[ECTBJIEHIIE KOHTPOIIA 34 CBOEBPeMEHHBIM IIPOXOKJIEHHEM, HCIIOMHeHHEM H KauecTBeHHBIM

fei D(I]DPMZIIEHIIEM ,[[DI{}*IVIEHTDB AHAII 3 HCIIOIMHHUTEb CKOH I CIMILIINHEL,
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— oOecIleueHHE orbopa, yuera 151 COXPAHHOCTH TOKYMEHT OB, 00pa3yIOIHXC B
IEeATEeTbHOCTH TaMOXEHHOIO OpraHa, HX apXHBHOe XpaHEHHe, a TakKe OpTraHm3alid paboThl apxHBa
TAMOKEHHOTO OpraHa, SKCIepTHOH KommccHH (OK) o 3KclmeprH3e TOKYMEHTOB, B TOM UICIE
IIOABEOOMCTBEHHEIX TaMOKEHHEIX OPraHOB;

— OpraHm3aIfisd METOTHUYECKOI IIOMOIIH B padoTe ¢ JOKYMEHTAMH, B TOM YHCIE H ITOJIBEIOMCTBEHHBIM
TAMOKEHHEIM OPraHAaM

— obecIeyeHHe peKHMA TOCTYIIA H HCIIONb30BAHIA JOKYMEHTHOI HH(OPMAIIH.

ITpara H 00A3aHHOCTH COTPYIHHKOB OJ]O H3I0XKEeHEl B JOMKHOCTHBIX HHCTPYKIHAX H IlomoxeHHH 00

OTJeIe.

OJO HaxogHTCA B TECHOM B3aMMOJEICTBHH CO BCEMH PYKOBOIHTEIAMH CIPYKTYPHBIX ITOApa3JeleHII

TAMOKEHHOT'O OpraHa - II0 BOIIPOcaM BEJEHHI IeTOIPOH3BOJICTBA, OpPraHH3aIlHH KOHTPOIA H IIPOBEPKH

HCITOMHEHH, COBEPIIEHCTB OBAHIA CTIIIA H METOIOB PadOTHL ¢ TOKYMEHTAMI, IIOJITOTOBKH H ITPeICTABIEHIT

HeOOXOIMEIX PYKOBOJICTBY MOKYMEHTOB, HCIIONb30BAHHA CIyAKeOHOH HHQopMalHH. KpoMe TOro CTyHAeHT

IOIKeH 3HATh 110 KaKHM BoIrpocaM coTpyaanuaeT O[O ¢ ropHmirdecKoi cayx0oil, ¢ Kaaporoil ciryx0oii, co

CIyX00il MaTepHaTbHO-TEXHIYECKOTO OOecIIeYeHHA, CO CIYXKOaMH aBTOMATH3AIHH TaMOKEHHOI O OpraHa.

3auATHe MO0 TeMe OyIeT IIPOBOAHTLCA B (hopMe OOCYAKIEHHA MHOKIAZAOB H HCKYCCHOHHBIX TEM.

IToaroToBKa K 3aHATHIO BKITIOUAET!

- H3YUEHHE THTEPATYPEL,

- oTOOP BOITPOCOB I OOCYK IEHI A,

- IIOATOTOBKY JOKIIaJa M IIpe3eHTaIHH.

JloKmaym  HOMAKEH coJiepKaTh KOHCTATHPYIOIYED YacTh, B KOTOpPoil o00O3HAUeHAa aKTyalbHOCTEH
BRIOPAHHOI TEMBI, OCHOBHYIO UAaCTh, PACKPHIBAIOIIYI0 HAHOONIEE TOPAUNE ACIIEKTHI TEMBI H 3aKTIOUHTEIIFHYIO
JACTE.

Huckyecuonnvie memvt 01a kpy2iozo cmona Ilpaknueckoe 3anamiie Nel 7
Tema xpyrioro crona « OpraHu3aig padoThl cIyKOBl JOKYMEHTAIHOHHOIO O0eCcIeYeHHA TaMOKEHHBIX
opraHoB. COBePIIEHCTBOBAHHE JOKYMEHT0000pOTa B TAMOKEHHBIX OpraHax»
1. IIpoGiemMsl TOKYMEHTAI[HOHHOT O O0eCIIeYeHH I JeATe TbHOCTH TaMOAKHI.
2. Kimaccupuraunga (akTOpoB, BIHAIOIIHX Ha POCT TOKYMEHTOOOOpOTa B TaMOKEHHOM OpraHe, H HX
XapaKTepPHCTHKA.

3. Amami3 IMpHYHH POCTa COCTaRa H BHJIA JOKYMEHTOB B TAMOKEHHOM OpTaHe.
4, VYpoBHH IBHKEHHI H 00padOTKH HH(OPMAIHH B CHCTEME YIIPaBIeHHA TaMOKEHHBIX OPTaHOB.
5. Polp H MeCTO PaIHOHAIBHOTO JOKYMEHTOOOOpPOTAa IIPH CO3JaHHH HH(OPMAIHOHHOH O0a3kl

KOPITOPaTHBHOH HH()OPMAaI[HOHHOI CHCTEMBEL.

Bonpocot o cobecedoeara Ilpaxnurieckoe 3aranie Nol 8
3a/faun H (YHKIHH CIIYAOBI JOKYMEHTAIHOHHOrO 00ecrieyeHH I TAMO/KEHHOIO OpraHa.

2. IIpapa H OTBETCTBEHHOCTh CITYKOBI IOKYMEHTAIHOHHOTO 00eCTIeYeHH H ee B3aHMOOTHOIIEHHS C PYTHMH
TO/Ipa3 ielIeHIAMH TaMO/KEHHOI O OpraHa.

3. B3aNMOOTHOIIEHHS CIYAOBl JIOKYMEHTAI[HOHHOrO OOecIeueHHA C JPYITHMH  ITOApa3JielleHIAMH
TaMOKEHHOT'O OpraHa.

.

4, CoTpyJIHHKH OTBETCTBEHHEIE 3a JAeIOIPOH3BOACTBO B TAMOKEHHOM OpTaHe.
5. IIpapa H OTBETCTBEHHOCTH CIIYAOBI IOKYMEHTAITHOHHOTO 00eCIIeYeHH I TAMOK eHHBIX OPTaHOB

Jdumepamypa
1. Omnoera, I'. B. OCHOBH JIOKyMeHT0000pOTa B TAMOKEHHBIX opraHax : yueb. mocodue / I'.B. Bmora. - CIIG.
: UaTepmemis, 2014 -206 c. - IIpun.: c. 174-205. - bBubmiorp.: ¢.171-173. - ISBN 978-5-4383-0065-6.

2. MummH, O. B. 3ammra KOH(QHIEHITHATBHOH HH(OPMAIMH IIPH 3IEKTPOHHOM JOKYMEHTO0000pOoTe
|OmeKTpoHHEINH pecypc] @ yueGHoe mocobue / O. B. MummH, 1. B. MUHHH. — OIEKTPOH. TEKCTOBEIE
maHHbele. — HoBocHOHPCK | HOBOCHOHPCKITT rOCYIapCTBEHHBOT TeXHHUECKIIT YHIBepcHTeT, 2011 — 20
c. — 978-5-7782-1829-1.— PexmmM mgoctyma: http://www.iprbookshop.ru/44918.html
3. KoH(HIEHIIHATFHOE JeIOIIPOH3BOACTRO H 3aAIMIIEHHENT 3MEKTPOHHEIN IOKYMEHT0000pOT © YUeOHHK /

AT. @aﬁpn%?@é?j%@[ﬁr PQH% T.B. Kouapamora, H.H. Kynses. — Mockea : JIoroc, 2011. —452 ¢. —

=

codkHOBASA 0 YVHUBEPEHTETCKATR 1 OHOIHOTEKA). —  PexmMm IOCTVIIA: II0  IIOJIIHCKE. —
sSnalfRLL: hitped/bibhoclab. rufindesxephp ?page=book&i1d=84996

4., http://www.customs.ru — caiit ®@eepaibHOIi TaMOKEHHOH CIyKOB PO
nedrhttpi//biblioclub.ru/ - YmBepcurerckas ononnorexka ONLINE
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6. http://www.iprbookshop.ru — SmekrpoHHas 6nbnnoTeuHad ciucrema «IPRbooks»
7. http://www.gdm.ru. - oQHIHAIBHELT caliT I 'HIIb I VITPABJLIOIIIX JOKYMEH TalHeil
8. http://elibrary.ru/defaultx.asp - HayyHad 3MeKTPoHHAA OHOIHOTEKa
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BBEJAEHHE

IlomHOE OCBOeHHME MarepHana V4eOHOrO Kypca HEBO3MOXKHO 0e€3  aKTHBHOH
CaMOCTOSTEIIbHOH paldOoThl  cTyAeHTa. Kak ¢opma y4eOHO-BOCIHTATEIIbHOIO ITPOIECCa,
caMOCTOSITeJIbHag padoTa CTyAeHTa 00nagacT pSAAOM 0COOeHHOCTEH 10 CPaBHEHHIO C aYJHT OPHBIMH
3AHSTHSIMH.

Bo-TIepBEIX, caMOCTOSATEIbHAS padoTa BeIpabaThIBaeT YMEHHE OPHEHTHPOBATHCS B ITOTOKE
HH(}OPMAIHH, CITIOCOOHOCTh K CaMOOOpa30BaHHIO H HAKOTIIIEHHIO 3HAHHI.

BO-BTOPEIX, OTJHYHTENLHOH YEePTOH CaMOCTOSATEIRHOH paloThl SBISIETCS €€ SPKO
BBIPaKeHHBIH HHAHBHIYAJIbHBIH XapakTep. CaMocTosATelIbHas paboTa — 3TO BaKHeiInmas (opma
CAMOBBIPAKEHHS THYHOCTH, IIPOSBJIEHHE €€ HHAUBHAYAIbHBIX BO3MOKHOCTEH H 4epT. B mpollecce
CaMOCTOSTEeIIbHOH paboThI paCKPhIBAIOTCS CITOCOOHOCTH YeJIOBeKa, (DOPMHPYIOTCS ero KauecTBa KaK
TBOPYECKOH JIMYHOCTH.

B IMoAroToBKe CIIEIHACTOB TaMOKEHHOTO Jella caMOCTOSTelIbHag padoTa HrpaeT 0coOVIO
POIIb, TaK KaK ITO3BOISET ITPHOOPECTH He TOIBKO 3HAHHS, HO H BaKHEHIINEe HABBIKH OCMBICIIEHHS H
aHaJI3a ITOCTOSHHO MEHSFOIIEHNCS SKOHOMHKO-ITOJIMTHYECKOH CHTYaI[HH.

[lens camocTOoSATEnbHOM PadOTHl CTYAEHTOB — C IIOMOIINBIO OITMCAHHBIX B METOIHYECKHX
VKa3aHNSIX METOAHK CAaMOCTOSIEIBPHO M B IIOJIHOM MeEpPEe OCBOHTE YUeOHBIH KYpPC IHCI[FIIIIHHEBI
«OCHOBBI JJOKYMEHTOOOOpPOTAa B TaMOKEHHBIX OpraHax». CamMocTosTelnbHas padoTa CTYIAEHTOB B
paMKax JHCIHIUIHHEI HMEET 3aJauH:

—TIOBBIINIATE YPOBEHL IIPO()eCCHOHANBHBIX 3HAHMI, pealH3ysd CIelHadbHbIle CpeJCcTBa H
METOIBI ITOJIYYEHH I HOBOI'O 3HAHH I,

—HCIIOIB30BATh IMTPHOOPETEHHBIE 3HAHM S H YMEHH S B IIPAKTHUECKOH JIesSTelIbHOCTH,

—aHAIIH3HPOBATh H HCIIOIL30BaTh Pa3IHYHbIe HCTOYHHKH HH(pOPMAIHH,

—IIPHMEHSITh MeTOJbI cOopa M aHamM3a HHQOPMAIMHM I IIPHHATHS VIIPaBIeHYEeCKHX
pelIeHHit H o(pOpMIEHHSI HX B JOKYMEHTAITHIO.

OcHOBHag 3ajJaya BBICIIEr0 0O0pa30BaHHS 3aKMo4yacTcd B (POPMHPOBAHHH TBOPYECKOH
JTHMYHOCTH CIIEIMAIMCTa, CIIOCOOHOIO K CaMOPasBHTHIO, CaMOOOpa30BaHHIO, HHHOBAI[MOHHOM
HeSTEIBPHOCTH. PellleHHe 3TOH 3aJauyd BpPS JIH BO3MOXKHO TOJIBKO ITYVIEM IIEpedauyd 3HAHHI B
TOTOBOM BHJIe OT ITpPerofaBareid K CTYAeHTY. HeoOXoauMO MmepeBecTH CTYAEeHTa H3 ITACCHBHOIO
NMOTpeOHTEeN 3HAHHH B AKTHBHOTO HX TBOpPI@, YMeIKIIero c(popMyIHPOBaTh IpoliIeMy,
IIPOAHAJIN3HPOBATE IIVTH €€ PelleHHsS, HaHTH OITHMAJbHBIA Ppe3ylIbTal M JOKa3aTh Ero
MIPaBIJIBHOCTh. B ATOM IDIaHe cleayeT IMPH3HATh, UTO CaMOCTOSTeIbHasI padora cTyjaeHToB (CPC)
SBIIIETCA He IPOCTO BaKHOMH (popMoil 00pa3zoBaTeIbHOrO IMpollecca, a JOIKHA CTaTh €70 OCHOBOI.

CamocTosTenbHas padoTa CTy[eHTa - ATO Jr0as AedTelIbHOCTh, CBS3aHHAS C BOCIIHTAHHEM
MBIIIUIIEHHS OyAyInero mnpodeccHoHama. JIrFoOoH BHJ 3aHSATHI, CO3JAIOI[HII YCIIOBHS IS
3aPOKIACHHS CaMOCTOSTEILHOH MBICIH, II0O3HABATEILHOH AaKTHBHOCTH CTVAEHTA CBS3aH C
CAMOCTOSITEIIbHOH pPadoTOH. B IIHPOKOM CMBICIIE IIOJ CaMOCTOSTEIIBHOH PadOTOH CIeayeT
TIOHHMAaTh COBOKYITHOCTh BCEH CaMOCTOSTEIIbHOH IeITelIbHOCTH KaK B YUeOHOH ayIHTOPHH, TaK H
BHE €€, B KOHTAKTe C IIPeIofaBaTelleM H B €0 OTCYTCTBHH.

CamocTosTeNnbHas padoTa pealH3yeTcs B CIEAYIOIHX BHAAX:

1. HemocpeAcTBeHHO B IIpollecce ayAHUTOPHBIX 3aHSATHH - Ha JIEKIHIX, IMPaKTHUYECKHX H
CEMHHAPCKHX 3aHITHIX.

2. B KOHTakTe ¢ IperogaBareileM BHE PaMOK PacITHCAaHHS - Ha KOHCYIIbTAIHAX IT0 Y4eOHBIM
BOITPOCAM, B XOJie TBOPUYECKHX KOHTAKTOB, ITPH JIMKBHAALMH 3aJ0JDKEHHOCTEH, ITPH BBIIIOITHEHHH
HHINBHAYAJIbHBIX 3aJaHI H T 1.

OKYMEHT MNOANMCAH
3.B 6}[@&\%{.@@&@;" cHa Kadeape ITPH BEIIOIHEHHH CTYAEHTOM Y4eOHBIX H TBOPUYECKHX
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PaccMarpHBass BOIIPOCHl CaMOCTOSTENIBHOH paloThHl CTYAEHTOB, OCOOYIO POIb OTBOIST
BHeayIHTOPHOH pabote. ClaeAyeT OTMETHTE, YTO JJII aKTHBHOI'O OBJIAJIEHH S 3HAHHSMH B ITPOLIECCE
ayIHUTOPHOH paboThl HEOOXOMHMO, II0 KpanHeH Mepe, ITOHHMaHHe Y4eOHOro MaTepHaa, a
HaHOOIIee ONTHMAIILHO - TBROPYECKOE EI'0 BOCIIPHUSTHE.

[Ipu m3ydenmn gucipiuinHel CPC qoimKHa MpeAcTaBIsITh EAMHCTBO TPEX B3aHMOCBS3aHHBIX
dopM:

1. BHeayauTOopHasa caMocTosSTelIbHas padora;

2. AyauTOpHas caMOCTOSTelnbHas padoTa, KOTOpas OCVYINECTBIIETCS IIOJ HEIOCPeICTBEHHBIM
PYKOBOJICTBOM ITPEITOAaBaTENL,

3. TBOpYECKas, B TOM YHCIIE HAYYHO-HCCIIeIOBATENIbCKasl padoTa.

AOKYMEHT MNOANMCAH
SNEKTPOHHOW NOAMWMCLIO

Ceptvdmkatr: 2C0000043E9ABBB952205E7BAS00060000043E
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1. AKTYAJIBHOCTD, IIEJIb 1 3AJTAYHN U3YYEHNWNA TUCIHHTAIIJINHEBI

Peamnzamia QYHKIII TaMOXKEHHBIX OPraHOB CBA3aHA ¢ OoOpMIeHHEM AOKYMEHTAI[HH Ha OyMaKHOM H
3MEeKTPOHHOM HOCHTene. HecMOTpS Ha BBHICOKHE TEMIbI KOMIIbIOTEPH3AIHH B paloTe OpraHm3aIfiii, HX
IEATENBFHOCTS II0KAa HEBO3MOKHA 0€3 OrpPOMHOI0 KOTHUYECTBA OyMakKHOI JOKYMEHTAI[HH, I[H PKYIHPYIOIIEil
B c(pepe IIPOH3BOACTRBA HIIH B IIPOIECCE IIPHHATHA YIIPABIEHUYECKHX PeIleHHI.

braromaps 4eTKO OPraHH30BAHHOMY [IETOIPOH3BOJICTBY PYKOBOJHTEIH MOTYT B Ir00Oe BpeMd
IIOTYYHTh PEATBHYI0 KAPTHHY AeATeIbHOCTH OpPTaHH3al[lH, B IIPOTHBHOM cIy4ae padora ee COTPYAHHKOB H
BCE anbHelllee eé pasBHTHE OYAeT HOCHTh XaOTHUYHBIT XapaKTep.

TamoxeHHbIe opraHel Poccuiickon @eepal(iH IBIIFOTCA €JHHOH CHCTEMOI, IeATEeTFHOCTE KOTOPOH
0azupyeTcd Ha OOIIIX CHCTEMHBIX ITPHHIMMIIAX: I[ETOCTHOCTH, CTPYKTYPHOCTH, HEPAPXIUHOCTH,
B3aHMO3aBHCHMOCTH C OKPYKArOIIEeH COIHAIEHON cpefoi. OTHOIIEHHT MeX Ty TaMOXKEHHEIMH OpTaHaMH
H OpPraHH3aIIMH, VUACTHHKAMH BHEIITHEIKOHOMHYECKOH AedTeIIbHOCTH, TPYTHMH I'OCYJaPCTBEHHBIMHI
OpraHaMH H OPTaHH3AIHAMI CTPOATCA ITOCPeICTBOM 00MeHa KOPpecIIOHIeHI[Hell, OpraHH 3aI[HOHHO-
PACIIOPATHTENFHON JOKYMEHTAI[HEH M HHBIMH BHIAMIH JIOKYMEHTOB.

Omnpapmasiimie ce0d Ha ITPaKkTHKe palHOHAIbHEIE (POPMBI H METOHBI CO3MaHHA H 00paboTKH
JOKYMEHTOB MOTYT OBITH JIOBEEHBI A0 VPOBHSA OOINEH HOPMBI JIHIIb IIPH YCIOBHIH, YTO BCE VUACTBYIOIIHE B
Iporeccax co3gaHHA, OOpalOTKH H HCIIONb30BAHHA JOKYMEHTOB H JOKYMEHTHOI HHGpOpMAIMH OyIyT
JOCTAaTOUHO TOUYHO IIPHJEPKHBATECA B CBOEH JIEATENIEHOCTH 3THX EeOHHBIX TIPaBHI H HOPM
TOKYMEHTAI[HOHHOT O 00€CTIeUeH .

AKTYaTbHOCTE H3YUEHHA THCIIHIIIIHEL CTYIeHTaMH CIIEIIHATFHOCTH « T aMOXKeHHOe Je10» CBA3aHa C
TEM, UYTO B TaMOKEHHBIX OpraHax HIeT HenpeprlBHad paboTa C pa3IHUHBIMH JOKYMEHTAMH Kak
VIIPABIEHUECKOI 0, TaK M CIENH(HUECKOr0 TAaMOKEHHOIO TONKA, II03TOMY OYAYILFGI CIELHAIHNCT
TAMOKEHHOT 0 Jief1a 0043aH 3HATh YHH(MHIPOBAHHEIE IIPaBHiIa O0(OpMIeHHI H Pad0ThI ¢ IOKYMEH TaMH.

I[envro N3YUEHH S THCIHIUIHHEL SBIIAETCA 3HAKOMCTBO OOYUAROIIMHXCA C CHCTEMOH HAyUHBIX 3HAHIOI, a
TAK/Ke METOHOB H CPeICTB, HEOOXOIHMBIX JIf OpPTaHH3aI[MH TOKYMEHTAI[HOHHOIO H HH(}OpPMAIHOHHOIO
o0ecIieueHH d JIeITeTbHOCTH TaAMOKEHHBIX OPTaHOB.

OcHoeHbimu 3a0adamiu Kypca SBILIFOTCA TMPHOOpeTeHHe CTYJIeHTAMH 3HAHIMI B TaKHX OO0IacTAX, Kak
IOKYMEHTHPOBAHHE, HWH(OPMAIIOHHBIE CHCTEMBI, TEOPHA VIIPABIEHHA, apXHBHpPOBaHIE H [p.,
HEeOOXOUMBIX I OPTraHH3AIHH JOKYMEHTAI[THOHHOTO OOecIIeUeHHA AeATEeTbHOCTH TaMOXEHHOIO OpPraHa B
IeTOM (KaK TpaJHIHOHHBEIM CIIOCOOOM, TaK H C HCIIOIb30BAHHEM HOBBIX HH(POPMAIMOHHBIX TEXHOIIOTHIT),
OpTraHI3aIHi JOKYMEHTO000pOTa KOHKPETHOIO JOIKHOCTHOIO IHI[A, a TaKKe ITPHOOPeTeHHA IIPaKTHYECKHX
HABEIKOB IIO0 TIOATOTOBKE M OPraHM3aI[Mi HCIIOTHEHHI Pa3IHYHOIO pPoOJia HAOKYMEHTOB, IIPOBEIEHHEO
SKCIIEPTH3EI IIEHHOCTH  JIOKYMEHTOB, HCIIONL30BAHHIO JOKYMEHTAIBHBIX ITOHCKOBEIX CHCTEM, CPEJICTB
BEIUHCITHT TR HOH H OPITEXHHKH B IIPOIlECCE CO3MAHNT H VIIPABIEHH I JOKYMEHTAMI.

H3yuerue OUCHHIILHBL ROMOZAEN. CPOPMUPOSAINL ¥ CHIY0EeHING Cledyiouiiie npoeccluoHalbHble
KoMnemeHuuu:

Kon, ¢popmynHpoBKka Kon, ¢opmynHpoBKka [ LnaHHpyeMBbIE pe3yIbTaThl 00YYEHHA 10 JHCLIHILIHHE
KOMIIETEHI [HH HH/HKaTOp a (MOJIyII10), XapaKTEPH3VIOITHE 3Taribl (pOPMHpP OBaHH:A
KOMITETEHL[HH, HHIHKATOPOB
OIK-2. CriocobeH | {-2omk-> Ocyumectsiser c6op, | OcBoun OCHOBHEIE HOpPMATHRBHEIE 151
OCYHIECTBIIATD cbop, | XpaHeHHe, IpeobpaszoBaHHE H METOTHUECKHE ACIIEKTEL ITOT OTOBKH H
0obpaboTky, aHalis | Tepeliaty HAHHbBIX ¢ | opopMileHHA Ppa3MYHOIO Poja JOKYMEHTOB
HaHHbIX  TUIA  pPCIOCHHA HCIIOJIIB30BaHHCM CCTCBBIX (}’]TPEBJI EHYEeCKH X TAMOK EHHELX H HP) H
1P OECCHOHAIIBHBIX KOMIIBIOTEPHRLY - TEXHOJIOTHH - H OpraHH3aI[HH JeIOIMPOH3BOJICTBA B TAMOKEHHOM
3a7]a4, HH(QOPMHPOBaHHA | OCHOBHBIX Tp €O oBaHHIT _
o OpraHe, IIpHMeHAE€T IIPHHI[MILI H CpeICTBa
OpraHoB HH( opMaL[HOHHOH
FOCYZIaPCTBEHHON BIACTH | GE30MACHOCTH. 3AIHTEL HHQOPMAIH B TaMOKEHHBIX OpraHax
H oBGImecTBa HAa OCHOBE npH paboTe ¢ AOKYMEHTAMH ¢ HCIIONE30BaHHEM
Pﬂ-Id)DpMﬂLl;HDI—]I—IDﬁ H CETEBBIX KOMIIBIOTEPHBIX TﬁEI—IG.HDFIfﬂTI; IIOHHMAET
6HOmHOrpadHYe CKQRDKYMEHT MOAMMCAH 0CO0EHHOCTH OpTaHH3aI[HH H CTaJHH
KyJIbTypBI SNEKTPGEHOM NOAMNNACEIO TOKYMEHTOOOOpOTA B TAMOKEHHBIX OpraHax;
w%éﬂmﬁ?mmm359;&55&95zznﬁE?BaamaﬁmmnaaE 5
naneneuy; llleGayxoea TaTenAHa AnexkcaHgpoBHa CIIOCOOUCH IHOATOTOBHTE H Cﬂi]DvaﬂI’II: BCEC BHJBI
HH( OpMaL{HOHHO- OpraHH 3aI[H OHHO-PACTIOPSTHT EMTBHEIX

KOMMYHHEKAL[HOHHbIX

JOKYMEHT OB B TAMOEEHHBIX OpraHax C




TEXHOJIOTHH H ¢ YUCTOM HCTIOJIB30BaHFHEM CETCBLIX KOMIThHOTCPHDBIX

OCHOBHBIX  TpeOOBaHHIT TEXHOJIOTHEL.
HH( OpMaLHOHHOF -domx.2 Ilpumenser | OCBOIIT  BHIRL  VIIPABIEHUECKHX JOKYMEHTOB,
G€30r1a CHOCTH. COBP €MEHHbIE HH(POPMALIMOHHBIE | [TOHMMAET HX POIH H (PYHKIHH HA PasHBIX 3TAIAX
TEXHOIOMHH U PEIIeHA | yipapneHYecKoro IpoIlecca; HCIIQIB3YET
(TatHfaprblx 3a8a% | g o3MOKHOCTH HOBBIX HH(OPMAIHOHHEIX
o(heccHOHATEHOI .
pog TEXHOIOTHII /IA TIOATOTOBKH, O(OPMIEHHS,
AERTEIIBHOCTH "1 epemaun IIOHCKA H AHEeHH
I’]H(lJDpMHpDEHH}IH OpraHoB p A, . XP
rocymapcTBenHol  mmact | AOKYMEHTHPYeMOH HHGOPMAIMHI, aHATH3HPYET

oBurecTsa. COCTOAHNE JOKyMeHTooOOpoTa B I[eIOM H
COllepKaHHe ero OTHENbHBIX CTaJil, OCBOHI
IIOPAIOK BEJIOMCTB EHHOT O XpaHeHHA JOKYMEHTOB
H OpraHH3alHi0 HX JelOIPOH3BOACTBA B
TaMOKEHHBIX OpraHax (HOMeHKIaTypa [ell,
opmupoRaHHe el, O(OPMIEHHSA Mell), 3HaeT
OCHOBHl ApXHBHOTO XpaHeHHSA JOKYMeHTAaI[HH
TaMO/KEHHBIX OpPraHOB, OCBOHII HOPMATHBHO-
METOIHUEeCKHE OCHOBBI OpraHH3al[MH CIY&OBI
TOKYMEHTAI[HOHHOI O O0ecIleyeHHI TaMOKeHHBIX
OpPTaHOB.

2. OBIIIASI XAPAKTEPUCTHKA CAMOCTOSTEJIBLHOU PABOTHEI CTYJIEHTA IIPU
N3VUYEHHNHU JUCITHIIJINHEBI

Bugbl BHeayHTOpPHOH caMocTOATENbHOH padoThl CTYZAEHTOB, HCIIONb3YEMblE B paMKax JaHHOrO Kypca
OHCLIHIUTHHBI CJIEJTY HOIIHE:
e TI000p H M3yUYeHHE H KOHCIIEKTHPOBAHHE THTePATYPHBIX HCTOUHHKOB,
e IIOATrOTOBKA K co0eceI0BaHHIO;
¢ TIOArOTOBKA K BEIIIOTHEHHIO ITPAKTHUYECKHX 3aJTaHII,

® IIOATOTOBKA K KPYITIOMY CTOTIY.
AyITHTOpPHASA caMOCTOSATeIbHAd padoTa peaTH30BRIBAETCA ITPH IIPOBeIEHIH MPaKTHIECKHX 3aHATHII B

CIIe IYEOIIHX BHJIAX:
—  CaMOCTOSATEIEHOIrO H3Y4YeHHA IIPHHI[HITHAIBHEIX CXeM, MAKeTOB JOKYMEHTOB;
—  paboTa B paMKaxX KPYIIIOro CTONA;
—  BRIOIONHEHHE ITPaKTHUYeCKHX 3aJIaHHII.

AymuTopHas caMocTosATelbHaA paboTa CTYAeHTOB IIO3BONAET CJelaTh ITpolecc oOyueHHS Oolee
HHTEPECHBIM H IIOMHATh AKTHBHOCTh 3HAUYHTEHLHOH YACTH CTYIeHTOB B TI'pyIllle. BHeayIUTOpHAsS HMeeT
OrPOMHOE 3HAUYeHHA I (JOPMHPOBAHHS 3HAHHIT H HABBIKOB.

Ha meppoM 3Talle HeOOXOAUMO O3HAKOMHTHECA ¢ paboueil ImporpamMMOoil JHCIMIIIHBI, B KOTOPOII
PacCMOTPEHO COJlep/KaHHe TeM ITPAKTHYeCKHX 3aHATHI, TeMBl H BHIBI caMOCTOATeIbHOH paborel. Ilo
KakJOMY BHIY CaMOCTOATEIBRHOH palbOoTEI IIpeTyCMOTPEHHEI OIpefleléHHEIE (OPMBI OTUETHOCTH. OHH
H3M0KeHbl B (DOHJe OIEHOUHBIX CPeJCTE H B MeTOOHUECKHX pPeKOMEeHJAIHAX 11 CTYIEHTOB IIO
OpraHH3aIl[HH CaMOCTOSTENbHOH PpaboThl 10 ICHHIDIHHE « OCHOBBI JOKYMEHTOOOOPOTa B TaMOKEHHBIX
opraHax». JId VCIEIIHOTO OCBOEHHI JHCHIOIIMHEL, HeOOXOJHMO BBIOIONHHTh CIHEAYIOIHE BH]IBI
CaMOCTOATeIbHOIH padOTHI.

CaMOCTOSATETFHOE H3YUeHIEe JTHTepaTyphl IO TeMaM AHCIHIIIHHEI MOKHO ITOApa3feTHTh Ha OTJeTbHEIE
BHJIBI CaMOCTOATEIBHOI paboTH: H3yUeHHe OCHOBHOI JIHTepaTyphl, H3yUeHHe IOIMOMHHTEIbHOI ¢
MeTO/JHUeCKOH THTepPaTypPEl, a TaKke KOHCIIEKTHPOBAaHHE H3YUEHHBIX HCTOUHHKOB. ClIeIyeT OTMETHTH, UTO
0e3 KOHCIIEKTHPOBAHH ITOTHOIIEHHOE H3YUeHHe IHTePaTyPEl He BO3MOKHO.

CaMOCTOATEeTbHAS ITOATOTOBKA K IPAaKTHUECKOMY 3aHATHIO 3aKIFOYaeTcsd B ITPOUMTHIBAHHH KOHCIIEKTa
CDDTBETCTB}TDMEHDW%DWHDHH YHTalack MO JAHHOH TeMe), UTEHHH COOTBETCTBVIOINIErO pazjiela
yueOHHKa H ITePHEOMerdMHiRQEVEVIABHEIMI 3aJauaMH 3TOH ITOATOTOBKH OORIUHO SABIAIOTCSA: ITOBTOpPEHHE
TEOPETie cRITR SHARINT e RO HITHrX "B  PANIKAX ayHTOpHOI padOTEL, pacIlpeHIe H YIIIyOleHHe 3HAHHIT ITO
Bnafieney; llleBayxoea TaTeAHa AnekcaHgpoBHa ” »

TeMeé 3aHATHSI, SHAHMA, IIONyUeHHEIe B IIpoljecCe TAaKoH CaMOCTOSTeNhHOH paGOTH, ABILIIOTCA
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Kpyrasni cTON — 3TO MeTOJ aKTHBHOTO OOYYEHHH, OJHA H3 OPraHH3aI[MOHHBIX (POPM IIO3HABATEIbHOIM
TEATETBHOCTH YUAIITHXCS, ITO3BOILIIONIAL 3aKPEIHTE IIOYUeHHEIEe PaHee 3SHAHIA, BOCIIOTHHUTE HETOCTAROIIYEO
HH(}opMaIo, cHOPMHPOBATh YMEHHA PeEIIaTh IIPOOIeMBbl, YKPEITHTh ITO3HI[HH, HAYUHTh KYIbTYPE BEIeHH T
THCKYCCHH. XapaKTepHOH UYEePTOH «KPYTIOro CTONA» ABIIETCI COUeTaHHe TeMaTHUeCKOH THCKYCCHH C
T'PYIOIOBOH KOHCYIBTAIHEH.

OCHOBHOI I[EIBE0 IIPOBEIEHHA «KPYITIOrO CTONA» SABIIAETCA BRIpAOOTKA Yy VUaIHXCA IIPOodeCcCHOHAbHBIX
YMEHHI H3IaraTh MBICITH, apTyMEHTHPOBATh CBOH COOOpaKeHHsd, OOOCHOBHIBATE ITPENIaraeMble PEIIIEHHT H
OTCTAaHBATh CBOH YyOexJeHHA IIpH 3TOM ITPOHCXOMHT 3aKpelrieHHe HH(OPMAIHH H CaMOCTOATETbHOIT
PaboTHI C JOIIOIMHHT THHBIM MATEPHAIOM, a TAK/Ke BELABIEHIHE ITPOOIEM H BOIIPOCOB I OOCYKTEHHU.
BaxHOII 3agauel IIPH OpraHH3aIIH «KPYIIOr 0 CTONA» ABIIAETCA:

. o0CyXkIeHHe B XO/e M CKYCCHH OJHOI-IBYX IMPOOIIEMHEIX, OCTPBIX CHTYAIIII 110 TAHHOH TeMe;

. JULTIOCTPAIfH MHEHHI, ITONOKEHHI ¢ HCITOIh30BAHIeM Pa3IMUHBIX HArJIATHBIX MATEPHAIOB (CXeMBI,
IHarpaMMEbl, TpadHKH, ayIHo-, BHAE03aIHCH, (POTO-, KITHOJOKYMEHTHI );

. TITATeTEHAA MOArOTOBKA OCHOBHBIX BEICTYIIAFOINIX (He OTPaHHUHBATHCA JOKIAJaMH, 0030paMiH, a

BEICKA3EBIBEATE CEOC MHEHIIC, HOKA34dTEIIECTEA, HPT}MEHTLI).

METOANYECKHE PEKOMEHJAIIMK 110 HM3YYEHHIO TEOPETHYHECKOI'O
MATEPHAJIA

B mpoliecce caMOCTOATENBHOM IMOATOTORKH K IIPAKTHUECKHM 3aHATHAM CTYIEHT MOKET II0b30BaThCA
PA3IHUYHBIMH HCTOYHHKAMH. K I'TaBHBIM H3 HIX OTHOCATCA: padouad IrporpamMma IHCIIHIDIHHBL, JIEKIHH 110
COOTBETCTBYIOIIEHl TeMe, y4eOHHKH H YyueOHble ITocoOmda. Hauamo camMocToATelIbHOH pabdoTel — 3TO
O3HAKOMIIEHHE C palbouell IIporpaMmoii IHUCIMIUIHHBI, 3aTeM CIeIyeT IIOBTOPHTh MaTepHal JIEeKI[HH.
[IpofioK eHHe CaMOCTOATEIbHON PadOTHl — 3TO H3YUEHHE TEMBI IIPAKTHYECKOTr O 3aHATHA 10 YueOHHKaM H
yueOHBIM ITOCOOHAM. DTO BaKHO H HeOoOXOIHMO, TaK KaK B HHX PAJ BOIIPOCOB PacKpheIT Gomee moapolHO,
yeM B JeKIHH. CrueayeT NMPHACPAKHBATHCA CIICKA PEeKOMEHIOBAHHON JHTEPaTypPhl, KOTOPBIH JEIMHTCA Ha
OCHOBHYE0 H MJOIONHHTENbHYI0. OJOHAKO B y4yeOHHKAX MOKET He OKa3aTbCid aHAlH3a COBPEMEHHBIX
SKOHOMHUYECKHX ITPOI[ECCOB, IT0O3TOMY HApAMy € OCHOBHBIM MATEpPHATIOM IIPH IIOJITOTOBKE K CEMHHApY
MOKHO TIOTH30BAaThCSA JIOMOTHHTEIFHBIMH HCTOUHHKAMH, MATepHATaMH, PAacIIONOKeHHEIMH B TI00AIbHOIT
ceTH HTepHET, T.e. IIOTb30BaThCA NHTEPHET-pecypcaMH.

[Tocie H3yUeHHS OCHOBHOH H JIOIIOMHHTENbHO JIHTEPATYPhl II0 KOHKPETHOH TeMeé HACTYIIAeT CaMbIil
TBOPYECKHIT 3Tall IIpollecca IIOJrOTOBKH K CEMHHAPCKHM 3aHATHAM — CaMOCTOATEIFHOEe OOIyMBIBaHHE
MaTepHama. Ha 3TOM 3Tale OKOHUYATEIbHO OCBAaHBAaeTcA MarepHal, HHGopmarmd IpHoOperaeT Qopmy
3HAHMIL, a ITPOJIOIKEHHE 3TOrO IIpollecca IPHBOIUT K BEI3PERAHIEIO H (POPMIIPOBAHHIO BHIBOIOB.

3aBepIIAOIIHIT ATAIl IIOATOTOBRKH K ITPAKTHYECKIM 3aHATHAM — 3TO OTBETHL HA IIPOBEPOUYHEIE BOIIPOCHI
H BBINIONHEHHE 3afaHHil. ECIH IIpOiiIeHkl BCE 3TAllbl CAMOCTOATEIBHOI PpaboThl, TO HA IPAKTHUECKOM
3AHATHH BEL CMOKET€e YIIIYOHTh ITOHHMAHHE TeMBI, OTBEUAasA Ha KOHTPOILHEIE BOIIPOCEL, YUACTBYA B KPYIIIOM
CTOJIE IT0 Pa3IHUYHBIM HAYUHBIM IIPOOIIeMaM.

ITpoBepKka MONYUEHHBIX B XO€ CAaMOCTOATEIsHOI paboThl 3HAHII, YMEHHH H HABBIKOB IIPOBOIHTCA B
BHJE cobeceqOBAHHA H IIPOBEPKH KOHCIIEKTA. 3aKTFOUHTETBHBIM 3TAIIOM OCBOEHHSA MHCI[HIUIHMHBEI ABIAETCA
sK3aMeH. KpHTepHH OI[€HHBAHHA OTBETOB HA BOIIPOCH IIPHBeHNeHbI B DOHJIe OIEHOUHBIX CPEACTB IIO
ITICITHIUTIHE.

[Tpu pabore ¢ KHHT O HeOOXOIHMO TTOA00paTh IHMTEPaTypPy, HAYUHTHCA IIPABHILHO €€ UHTATh, BECTH
3armicH. JImd moadopa IHTepaTyphl B OHOMHOTEKE HCIIONB3YIOTCA al(aBHTHBOI H CHCTeMATHYECKHIT
KaTaJIOTH.

[TpaRHIBHENT ITOA00P YUeOHHKOB PeKOMEHIYETCA IIPellogaBaTeleM, UHTAIIHM JIeKITHOHHBIT KYpC.
HeoOxomumas auTepaTypa MOXKeT OBITh TaKke YKa3zaHa B MeTOAMYECKHX pa3paldoTkax II0 JAHHOIT
ITHCITHIUIIHE.

N3yuad marepHal 0 Y4eOHHKY, CIeIyeT IePeXOMHTh K CIEIYIOIIeMY BOIIPOCY TOIBKO ITOCTE
IIPAaBIIBHOI O YACHEHHA ITPEIBIAYILET O.

Ocoloe BHHUMAHHE cleayeT oOpaTHTh Ha OIIpeHeleHIe OCHOBHBIX IMOHATHIH JHCIHILIHHEL CTYIEeHT
TOTIK EH HD,I[pDGH% Kﬁqaéggl aTb IIPHMEPE, KOTOPEIe IOACHSIOT Takie OMpEeJeleHIS, M YMeThb CTPOHTH
AHAJIOTHYHEIE mgﬁaﬂ@mmmn. HyxHo 1mo0HBaTbCA TOUYHOIO IIPEICTABIEHHA O TOM, UTO
I3yHaes. PToIes e ¢ DeTHBAMEREOIOPHBICOKGHCIIEKTHL. [IpH H3YUEHHH MaTepHana 110 YUeOHHKY II0Ie3HO B
TETPAAN (A CHETAATTEHE 0T AEAHAIX MONAX) MOMOMHITE KOHCIIEKT JEeKIUii. TaM Ke cIeayeT OTMEYATH
BOIIPOCHI, BBIJIETEHHBIE CTYIEHTOM I KOHCYIbTAIHH C IIPEITOJABATEIEM.
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PazmyaroT [Ba BHJA UYTEHIS IePBHYHOE H BTOPHYHOE. Ilepeuyroe - STH BHIMATEIBHOE,
HETOPOILIHBOE UTeHHE, IIPH KOTOPOM MOKHO OCTAHOBHTBCA Ha TPYAHBIX MecTaX. Ilociae Hero He JOIKHO
OCTaThCA HH OHOTO HEIIOHATHOr O OnoBa. CojiepKaHie He BCerJa MOKeT OBITh IIOHATHO ITOCIIEe TIePBHYHOIO
YTeHHS. 3ajiaua eniopuvHoz2o UTEHUA ITOTHOE YCBOEHHE CMBICTA.

CamocToATe TbHAA pad0Ta ¢ yueOHMKAMM M KHHMTaMH (a Takke caMOCTOATeNbHOE TEOPETHUECKOe HCCIIeIOBaHHE
npodieM, 0003HAYEHHBIX IIPEIoiaBaTelleM Ha JIEKIHAX) - 3TO BaKHelillee ycIoBHe (GOPMHPOBAHNA Y ce0s
HAy4HOro cItoco0a 1mo3Hannsa. OCHOBHEBIE COBETHI 3/I€Ch MOKHO CBECTH K CIIETYFOILIIM:

- COCTABHTBH IlepeueHb KHHT, C KOTOPBIMH CIe/yeT IT03HAKOMHTECSL,

- IlepedyeHb JOIKEH OBITh CHCTEMATH3HPOBAHHBIM (UTO HeOOXOJUMO [UIA CeMHHApPOB, UTO A
9K3aMeHOB, UTO IIPHT OHTCA AL HAIMHMCAHH A KYPCOBBIX H JHILIOMHBIX padoT).

- 00sg3aTelbHO BBOIHCHIBATh BCE BBIXOJHEIE JAHHBIE TI0 KaKIOH KHHTe (ITPH HAIDCAHHH KYPCOBBIX H
JUIUIOMHBIX PaboT 3TO ITO3BOIHT OUEHh CIKOHOMHTh BPEMA).

- pazo0parbcad A celd, KakHe KHHTH (IUIM KakHe IJIaBhl KHHT) ClIeayeT ITpouyHTaTs Oolee
BHIIMATEILHO, a KaKHe - IIPOCTO IIPOCMOTPETS.

- IIPH COCTABIEHHH IIepedyHeil JIHTepaTyphl CIeQyeT IIOCOBETOBAThCA C IIPellofaBaTelsAMH H
HAaYUHBIMH PYKOBOJHTEIIMH, KOTOPBIE IIOMOT'YT IIVUIlle COPHEHTHPOBATHCA.

- BCe IIPOYNTaHHbIE KHUTH, YUeOHHKH H CTaThH CleJlyeT KOHCIIEKTHPOBAaTh, HO 3TO He O3HAYAEeT, UTO
HAJ0 KOHCIIEKTHPOBAaTh «BCE IIOJIPAD». MOKHO BBIINCHIBATH KpPaTKO OCHOBHBIE HJEH aBTopa H
HHOT A IIPHBOIHTE HaHOoIee SPKIe H ITOKa3aTellbHbIe I[HTATEHI.

- B paboTe ¢ HAy4yHOI JMTeparypoil ciexyeT BhIpadoTark B cebe CIIOCOOHOCTH «BOCIIPHHIMATD)
CIIOAHBIE TEKCTBIL, NI 3TOCO JIYUIIIM IIPHEM - HAYUHTHCA «UHTATh MeJJIeHHO», KOrja ITOHATHO
KakJ[0oe ITPOUHTAHHOE CIOBO (a4 eCIH CIOBO HEe3HAaKOMOe, TO IHOO C ITOMOINBH CIOBaps, IMHOO C
ITIOMOIIIBEO ITPeIToIaBaTeln s 00M3aTellbHO ero y3HATh).

METOJHUYECKHUE YKA3AHUS 11O BUJTAM CAMOCTOSTEJILEHOHN PABEOTEL

Bua neaTeJIbHOCTH CTYACHTA. CAMOCTOATEIIbHOE H3VUCHIIC JTOITEPATYPEL 11O TEMAM Neol-7.

CaMOCTOATENFHOE H3YVUEHHE THTEPATYPEHI 10 TeEMAaM THCIIHIUITHHLI MOXKHO IIOJIPA3JIeTHTE Ha OTJeNbHEIE
BHIBI CAaMOCTOATENBHOH paboTH: H3YUEHHE OCHOBHOI IHTEpaTyphl, H3YUYEHHE IOIMOTHHTEIBHOH H
METOJHUECKOH THTEPATYPE], a TaKke KOHCIIEKTHPOBAHIE H3YUEHHEIX HCTOUHHKOB. ClIeIyeT OTMETHTH, UTO
0€3 KOHCIIEKTHPOBAHHA ITOTHOIEHHOE H3yUYeHHE IHTePaTyPhl HE BO3MOKHO.

CaMocTOATeIbHAad IIOArOTOBKA K IMPAKTHUYECKOMY 3aHATHIO 3aKTIOUYAETCA B IIPOUHTHEIBAHHH KOHCIIEKTA
COOTBETCTBVIOIIEIH JEKI[HH (eCIH OHA UYHTATach IO JAHHOI TeMe), UTEHHH COOTBETCTBYVIOIIETO pa3fiena
y4yeOHHKA H IIEPBOHCTOUHHKOB. " TaBHEIMH 3afayaMH 3TOI IIOATOTOBKH OOBIUHO ABILIFOTCA:

- TIOBTOPEHHE TEOPETHUECKHX 3HAHII, YCBOEHHBIX B paMKaxX ayAHTOPHOH paboTHI,

- pacUMpeHHe H YIIyOIleHHe 3HAHHII 110 TeEMe 3aHATHA.

3HaHIA, ITOTYYEHHEIE B ITPOIleCCE TAKOIl caMOCTOATEIhHONH palbOTHI, ABIAIOTCA TeOopeTHUecKoil 0a3oil
I 0OC YA AEHI A BOIIPOCOB IIPAKTHYECKOT O 3aHATHA.

JI714 BBIOIOMHEHHA [JAHHOTO BHAA CAMOCTOATEIBHOI PadoThl CTYIEHTOB, HEOOXOMHMO CAMOCTOATEIBHO
H3YUHTH OTHEILHEIE BOIIPOCH M3 KAXKJAOH TeMBI MUCIHHIUIHHEI, IIONB3YACH IIPH 3TOM PEKOMEH JOBAHH O
THTEPATYPOIL.

Ne PexoMeH/TyeMEBle HCTOUHHKH HH()OpMAIIH
LTI Tembl mIA CaMOCTOATEIHLHOIO (Ne HCTOUHHKA)
H3YUEeHILT OcHoBHadg | Jomonun | Metomm- HHTepHET-
-TeJIbHAd | 4ecKasd PecypcCE
1 | Pomb, 3HaueHHe H  COJOEpKaHHE 1 1,2 1.2 1-5
NETOIPOH3BOJICTBA B TAMOKEHHBIX
OpraHax.
2 WQWEBHHMCAH H CHCTEMEI 1 1,2 1.2 1-5
FEKVMEHTALIANCLB TaMOKeHHBIX
Cepruchukar: - 2COY0QSPRE{HRBI52205E7BAS00060000043
- I DEOOBAHME K O(OPMIEHHIO 1 1,2 1,2 1-5
JTOKYMEHTOBR B TAMOKEHHBEIX OpraHax.
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4 | JIoKyMeHTOO0OpPOT B TaMOKEHHBIX 1 1,2 1,2 1-6
OpraHax.

5 | Ilopsamok BeJOMCTBEHHOTO XpaHEHHT 1 1,2 1.2 2-6
JNOKYMEHTOB H  OpraHm3alHi HX
NENOIPOH3BOJICTBA B TAMOMKEHHEIX
OpraHax.

6 | OpraHm3amgs paboTHL 1 1,2 1.2 1-3
BEJOMCTBEHHOI'0 apXHBa H 3KCIIepTH3a
I[EHHOCTH JOKYMEHTOB B TAMOKEHHBIX
Opra”ax.

7 | OpraHm3amgs paboTHI CITYKOBI 1 1,3 1,2 3-6
JTOKYMEHT al[H OHH OT'O o0ecIIeueHH I
TAMOKEHHBIX OPTAHOB.

IlepeueHb OCHOBHOMH JIHTEPATY PhI:
2. Dnoera, I'. B. OCHOBHL TOKyMeHTOO0OpOTa B TaMOXKEHHBIX opraHax: yuel. mocobmne / I'.B.
Omora. - CIIO. : UutepMmemisa, 2014 -206 c. - IIpumn.: c. 174-205. - bubmiorp.: ¢.171-173. - ISBN 978-5-

4383-0065-6.

IlepeyeHb JONMOJHUTENLH O JIHTEPATYPhI:

1. Mmumn, O. B. 3anmra KOH(QHASHI[HATRHON HHGOPMAIHI IIPH 31eKTPOHHOM IOKYMEHTOO00pOoTe
|OnekTpoHHENT pecypc] : yueOHoe mocobme / O. B. MummH, 1. B. MuHHH. — OIeKTpPOH. TEKCTOBEIE
maHuele. — HoBocuOmpck : HoBocHOHPCKHIT TOCYJapCTBEHHENT TeXHHUeCKInl yHHBepcHTeT, 2011 — 20 ¢
— 978-5-7782-1829-1. — Pexum goctyma: http://www.iprbookshop.ru/44918.html

2. KoH(upaeHIHATEHOE [JEIOIPOH3BOACTBO H 3allMIIEHHBNII SIEKTPOHHBIN JOKYMEHTOOOOPOT
yueOHIK / A.I'. @abpuunoB, A.C. JémymmwiH, T.B. Koxgparrora, H.H. KyageB. — Mockga : Jloroc, 2011. —
452 c¢. — (Horaa vyHHBepcHTeTCKad OHOmMmHMoTeKka). — PeXHM [ocTyila: TIO0 IIOMIHCKE. —
URL: http://biblioclub.ru/index.php?page=book&1d=84996

Ilepeyens y4eOHO-MeTOJHYECKOT0 oOecledeHHS CAMOCTOATE/NbHOIl padoThl 00y4YalomHXCcA IO

OUCIIHILJINHE

1. MerogHueckHe peKOMEHOALHH JIJIA CTYJEHTOB 0 OpPraHH3al[HH CcaMOCTOATENbHOH padoThl [0 AHCLIMILUIHHE
«(OCHOBBI JOKYMEHTO000pPOTa B TaAMOKEHHBIX OpraHax», AHoxHHa A.T1

2. MerogHuieckHe VKa3aHHA I10 BbIMOIHEHHIO IIPaKTHYECKHX paloT A CTYyJEHTOB I10 JHCLIHIUIHHE <«(OCHOBBI
I OKyMEHT0000p 0Ta B TaMOKEHHBIX opraHax», AHoxHHa A.TL

3. @oH]1 OLIEHOYHBIX CPEJICTB I10 AHCLMIUIHHE «OCHOBBI JOKYMEHTO000p 0Ta B TAMOKEHHBIX OpraHax»

IlepeyeHn pecypcoB HH (GopMaIlH OHH O-TeJIeK OMMY HHK allH OHH Oii ceTH «AHTepHeTY,
He0o0X0OHMBIX )11 OCBOEHHA AHCIIHILIHHBI
Humepnem-pecypcot:
1. http://www.consultant.ru/online/ - ClipaBo4YHO-ITpaBOBasd CHCTEMA
2. http://elibrary.ru/defaultx.asp - HayuyHasd 3IeKTPOHHASA OHOIHOTEKa
3. http://akvest.donrta.ru/ - « AKaJjeMHUecKHII BeCTHHK PocCToOBCKoro ¢riuHara PocCHIICKO TaMOXKeHHOI
aKaJIeMIID - HayUHO-IIPAKTHYe CKI KYypHAIL.
JeKmp oHHblE OULDIILOMEUHbLE CILCINEMBL:
4. http://biblioclub.ru/ - YanBepcuterckad oudbmroreka ONLINE.
5. http://www.iprbookshop.ru — SnexkrpoHHas oubiamoreuHas cucrema «IPRbooks»
Ilpogeccuonanvroie 0a3vl 0 AHHBIX
6. http://www.gdm.ru. - opIIIHATBHEIN cailT I HIILIHI VIIPABIAIOINX JOKYMeHTAIH el

CHCTeMaTH3HPORATh IIPOUNTAHHOE IIOMOJKeT BeJleHHe 3alHceil.

CyllecTByeT HeCKOIbKO (pOpM BelleHHS 3aImcell — IUIAH (IIPOCTOH H pa3BepPHYTHNI), BBITHCKH, TE3HCHI,
AHHOTAI[I, Pe3roMe, KOHCIIEKT.

ITnan, SBILLICH /HAHOOMEEO

ANEKTPOHHOW MNOLNW
BOIIPOCOB, paCCM&TP | EMBIX

DII (I]DPMDII 3aIllICH IIPOYHTAHHOI'O, IIPeJCTAaBILIET co0oil IIEPEUYEHD
ACMBIX _IEHI]TE HITH C']EHTI:E [ImaHoM, ocoOeHHO PasBEPHYTEIM, YﬂDﬁHD ITOIIL30BATECA
IEPH, -HOAr OTOBKE, TE‘I{CTH. 1GDﬁCTﬂ3BI—H—,[DI‘D EBICTYIUIEHHA IIOI CTaThH Ha KaKVIO- - 00 TEMY. Kax prit IIYVHKT
IINTaHA PacKpBRIBAET OJHY H3 CTOPOH II?GPHHHDII TEMBI, 4 BCE IIYHKTBI B COBOKYIIHOCTH OXBATHIBAIOT €€
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bonee CIOXKHOH H COBEPIIEHHON (POpMOIl 3armceil ABISAIOTCA Me3uchl — CEKATOE H3IOKEHHE OCHOBHBIX
IIONOKEHHI TeKcTa B (opMme VIBEPKIEHHA IIH OTPHIIAHHA. Te3HCH COCTaBIAKOTCA IIOCIE
IIPEIBAPHTEILHOTO 3HAKOMCTBA C TEKCTOM, IIPH ITOBTOPHOM IIPOUTEHHH. OHH CIYAKaT 19 COXPaHEHHT
HH(OPMAIHI B ITAMATH H ABIIAIOTCAI OCHOBOI I THCKYC CHH.
AHnomauua — XpaTKkoe H3IOKEHHE COIepAKaHHe — HaeT oO0Ilee IIpeficTaBIeHHE O KHHTe, OpOIIIOpE,
CTaTheE.
Pesrome KpaTKO XapaKTePH3YeT BEIBOJEL, ITTaBHEIE HTOT'H IIPOH3BEAEHH .
HamnGomee pacmpocTpaHeHHOH M JKelaTrelbHOH (opMoil 3armiceil ABIIAeTCAd KoHcnekm. JKenaTelbHO
HAUHHATE KOHCIIEKTHPOBAHHE IIOCIE TOrO, KaK BCE IIPOH3BENEHHE IIPOUHTAHO H COCTABIEH €ro IINIaH.
OCHOBHYI0 TKaHL KOHCIIEKTA COCTABJIAIOT TE3HCEI, JOIIOMHEHHEIE PACCYXKIECHHUAMH H JOKA3aTelhCTBAMH.
KOHCITEKT MOXKeT OBITh TEeKCTYAIbHBIM, CBOOOJHBIM HIH TeMaTHUECKHM. TeKCTYAIbHBII KOHCIIEKT
CO3/MAaeTCd H3 OTPHIBKOB IIOJJIMHHHKA — I[HTAT, C COXPAaHEHHEM JIOTHKH H CTPYKTYPHL TekcTa. CBOOOIHBIT
KOHCIIEKT OCHOBAH HA H3IOKEHHH MaTepHala B YIOOHOM NI YHTATEId IOpAKe (HAIpHMep, MBICIH,
pa30dpocaHHbIe ITO BCel KHHIE, CBOMATCSI BOEOHHO). B TeMaTH4YeCKOM KOHCIIEKTE 3a OCHOBY OepeTcs Tema
HIH IpodiieMa, OH MOMKeT OBITh COCTABIEH II0 HECKONBKHM HCTOUHHKAM. OKOHOMHIO BPeMEHH IIPH
KOHCITEKTHPOBAHHH JAeT HCIIOIb30BAHHE PA3IHUHOIO POJa COKpaIleHHil, aO0peBHATYPHI H T. II.

Hmozosestit npodyKkm camocmoAmeabH ol pad omot. KOHCIIEKT.

Cpedcmea u mexnoo2ii oyenKi: codeceI0BaHHE.

Hopaook opopmnerua u npedocmasierua: opopMIAeTcd B BHIAe KOHCIIEKTAa H ITPETOCTABILAETCA
IIpH coOeceTOBAHHI HA IIPAKTHUECKOM 3aHATHH.

Kpumepuu ovenueanua: MpueeieHr] B QOH/E OIeHOYHEIX CPEACTB 10 JHCIHIUITHHE

Bug neATelILHOCTH CTyJdeHTa: IIOJITOTOBKA K MTPAKTHUECKOMY
3aHgaTHIONe],3,4,5,6,7,8,9,10,11,12,13,14,15,16 (TpaJaHOHHELI CeMITHAD).

[IpaKkTHUuecKHe 3aHATHA SBISIOTCI BaXHOH COCTABHOII 4YacThr0 VYueOHOIO IIpoIecca B BY3e.
[TpaKkTHUeCKHE 3aHATHA CIIOCOOCTBYIOT PA3BHTHIO ITO3HABATEIBHBIX CIIOCOOHOCTEH, CaMOCTOATEIhHOCTH
MBIIUIEHHS H TBOPUYECKOIl aKTHBHOCTH. OCHOBHAA HX I[ellb — He B3aHMHOe HH(POPMHPOBAHHE VUACTHHKOB,
a COBMeCTHBII TIOHCK. IIOHCK KayeCTBEHHO HOBOI'O 3HAHHA, BHIpa0aTkIBAEMOro B XOjie OOCYXKIeHIH T
ITOCTABIIEHHBIX ITpOoOIeM.

BaxHbEIM (aKTOpOM Pe3yIbTAaTHBHOCTH [aHHOIO BHIA 3aHATHII ABRIAETCA IIPOIeCC IO OTOBKH,
OCHOBHOIT ()OpMOIi KOTOPOro ABIAETCA CaMOCTOATEIbHAL padora.

[ImaHRl TIpaKTHUYECKHX 3aHATHI, HX TeMaTHKa, peKOMeHIyeMas IHTepaTypa COOOINArTCA
IPEeIIolaBaTeleM HAa BBOMHBIX 3aHATHAX HIIM B METOMHUYECKHX VKA3aHILIX II0 IIOJr OTOBKEe K IIPAaKTHYECKIIM
3AHTTH M.

TpamiimpionHasds ¢opMa IIpOBeAeHHA IIPAKTHUECKOrO0 3aHATHA IIOJpa3yMeBaeT. BBICTYILIEHHA C
OTBeTaMH Ha BOITPOCHI, IOIIOMHEHHN A, YYACTHEe B OOCYAKIEHHH 3aTPOHYTOH IIPOOIEMEL.

[TocnemoBaTeTbHOCTE IIOJTOTOBKH K IMTPAKTHUECKOMY 3aHATHIO:

1. JleTallbkHO HM3YUNTE IIIAH ITPAKTHUYECKOr O 3aHATHA, OCMBICIIHTE COJep/KaHHe BOIIPOCOR, BEIHOCHMBIX
LA OOCYAIEHILST, O3HAKOMITHCA ¢ METOIHYECKIMI PeKOMEH TAIMHAMII K CEMIHAPY, CIIHCKOM IIpeII0AKeHH O
ITHTEPATYPHIL.

2. BHHMATEIILHO IIPOYHTATh TEKCT JEKIHH II0 COOTBETCTBYIOIIEI TeMe, UTO II03BOIHT IIOTHEE IIOHATE
CMEICII H OCHOBHOE COJePKaHHe BOITPOCOB, BEIHOCHMEBIX Ha OOCYXKIeHHE.

3. HallTH COOTBeTCTBVIOIIMII pa3fel B YyueOHHKEe, O3HAKOMHTBECI C HHM. [ IIOMTHOIEHHOI
IIOATOTOBKH K 3aHATHIO UTEHHdI yuyeOHHKAa MOXKET OKa3aTbCAd HeJOCTAaTOYHO — B Y4eOHBIX ITI0COOHIX
H3JIararoTCcAd TOIBKO IIPHHIHITHAIBHEIE OCHOBEI Kypca, B TO BpeMsA KaK B MOHOI'pa(pHAX H CTaThiaX HA TY HIH
HHYI0 TeMY IIOJHHMAaeMBIi BOITPOC paccMaTpHBaeTCA TOCTaTOUYHO IMOAPOOHO H ITTYOOKO, C Pa3HBIX PaKypPCOB.

4. TlomoOpares B OHOMIOTEKe HIH B HH(OPMAIIHOHHBIX Oa3ax IHTepHeTa MOHOIpadHH, CTaThH,
TOKYMEHTEI, KOTOpPHIE PEKOMEHOBAHEI I IIOATOTOBKH K 3aHATHI. BHIMATEIEHO O3HAKOMHTLCA C
COJlepKaHHeM KHHIH IIH CTaThH, OTMETHTh T€ YacTH TeKCTa, B KOTOPBIX BOIIPOCHI CeMHHAPa, PACKPBIBAROTCS
HanOomee raydoko H mmoapobHo. Ele pa3 ImpounTars OTMeUeHHEB yUueOHBIT MaTepHal, BRIJIEHTE ITTaBHEIE
MBICITH.

5. Ilpomymars pa3BepHYTHIE 3aKOHUYEHHBIE OTBETHl HA ITPeIOKEHHBIe BOIIPOCHL, OIMHPasICch Ha
MaTepHall Hemwaﬁ}mm [pAA H JOIIONMHAA €r0 JAHHBEIMH H3 JOIMOTHHTEIFHBIX HCTOUHIKOR.

6. CocT

: tT\lﬂiHI-]I:]]uI IUIAH-KOHCIIEKT OTBeTa. K OHCIIEKTEI JIVUITIE BCETO JEIATh B TOH
Ceprudmkar: 2C0000043ESABBBO952205E7BAS00060000043E

7B fad &y Bs KQIQRQMRE HAELCH FGHIHH ITIOTAHHOMY ITPEIMETY.
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7. ECIM ITpH ITOAT OTOBKE BRICTYILIEHHA HCIIONb30BaNach JOIOMHHTENbHAS IHTepaTypa He H3 IepeyuH s,
IIPeNIOKEHHOT O ITpelloiaBareneM, HeOoOXOANMO OTMETHTH BEIXOJHBEIE [JAHHEIE HCTOUHHKA C YKa3aHHEM
HOMEPOB CTPAHHII,

8. BRHIY TPYI0EMKOCTH ITOATOTOBKY K IPAaKTHUeCKOMY 3aHATHIO Hellb3d OTKIAbIBATh HA TTOCT e THHIT
leHb. HakaHyHe IIONe3HO ellle pa3 BHHMATEIBHO ITPOUNTATh y/Ke TOTOBBII KOHCIIEKT ITO TeMe CeMHHAapa,
TIATETHHO IIPOAYMAaTh CBOE YCTHOE BEICTYILIEHHE.

[1pu MOAr oTOBKE K IMPAKTHUeCKOMY 3aHATHIO HeOOXOHMO YUHTHIBATh CIEAYIOIHe TPeOOBAHHA:

1. TOTOBHTBECA K CEMHHAPY CIIeIyeT 110 BceM 0e3 HCKIHUYeHH BOIIPOCaM.

2. OTBeT JOMAKEH CTPOrO COOTBETCTBOBATH ITOCTABIEHHOMY BOIIPOCY,

3. BrICTYILIEHHE JOIKHO CTPOHTHECA CBOOOIHO, YOeJHTEIbHO H apryMeHTHPOBAHHO. DTOr0 MOKHO
TOOHTHCA JHING IIPH XOPOIeM BIAJleHHH MaTepHalIoM. BEICTYIUIeHHEe He JOKHO CBOJHTHCS K IPOCTOMY
YTEHHF0 KOHCITEKTa.

4. TTo KaxIOMy BOIIPOCY CeMHHapa cileyeT ObITh TOTOBBIM BEICKA3aTh COOCTBEHHYIO TOYKY 3PEHI,
cOoOCTBeHHOE OTHOIIEHHE K MCTOPHYECKOH ITpodaeMe.

5. 3aKaH4YMBAaThH BEICTYIUIEHHE HeOOXOIIMO BEIBOJIOM, B KOTOPOM AOIIAHA IIPO3BYYATEH I'IaBHASI HAEA
BEICTYIUIeHH . Harmpumep: «[lompomd HTOr, ClIeayeT OTMETHTb, 4YTO..»;, «I3ydeHHe MaHHOrO BOIIPOCA
IIPHBEIO K CIeAYEOIIIM BEIBOIAM.. ).

6. BpeMsd BEICTYILUIEHHA He JIOJKHO IIPEBHIINATH TpeX — IIATH MHHYT. 3aMeuYaHHd, BO3PaKEHHI H
IO OMHEHH S CITeYFOT OOBIUHO 110 OKOHUAHHH TeKVIIET O BRICTYILIEHHS.

BEITOMHEHHE 3THX TpeOOBaHMIT IIO3BOIHT PACCMOTPETE ITOCTABIEHHbIEe BOIPOCH B IIOMHOM O00BeMe H
IacT BO3MOKHOCTh BCEM JKeIaroIHM BBICKazaThcsA 10 Ipobneme. K ydyacTHio B OOCYKIAEHHH ITPOOJIEMEL,
3aTPOHYTOIH B BHICTYIUIEHHH, JIOMKEH CTPEMHThCSI KaKApIi CTYIeHT. J[JI1 3TOoro HeoOXOHMO BHHMATEIbHO
CIYIIIATh BBICTYIIAIOIIETr O, ITOIMEYATh OCOOEHHOE B €r0 CYKJIeHHAX, YIaBIHBATh HEJOCTATKH H BO3MOJKHEIE
OIMHOKH H, €CIIH HY/KHO, BRICTYIIHTh, He JOKHIAACH 3aKTHYHTEIBHOTO CIOBA ITpenofaBareld. [IpH 3ToMm
oOpaTHTF BHHMAaHHEe Ha TO, YTO ellle He OBUIO CKa3aHO, HIIH IIO[JIePKAaTh M Pa3BHTh BEICKA3aHHYIO
HHTEPECHYIO MBICIIh.

B KOHIIe 3aHATHA IIpeloaBarels OB eJeT HTOTH BEICTYIUIEHHII — BBIBOJBI, CKOHCTPYHPOBAHHEIE HA
IIPaKTHYeCKOM 3aHATHH, KOTOpPhIe HYKHO 0043aTelIbHO OTMETHTE B CBOHX KOHCIIEKTAaX H, eCIIH IToTpedyeTcs,
BHECTH B HHX HCIIPaBIeHHSI H JOMOTHeHHA. TakuMm oOpa3oM, ITpaKTHUYeCKOe 3aHATHE He IIPOHJeT A
CTYJEHTOB JapoM, 3aKpellieHIe Pe3yIbTaTOB 3aHATHA BeleT K IYUIIeMYy YCBOEHHIO MAaTepHala H3YIeHHOI
TeMbI. BHINIENTpHBeeHHAA ITpOIeypa HONAKHA IPAKTHKOBAThCA PEeTrYIAPHO — CTAOWIbHAA H IIPHIIeKHAA
paboTa B TeueHHe CceMecTpa OmpelelaeT yCIeX Ha CECCHIH.

HerpammuonHad ¢QopMa IIpoBelleHHS IIPAKTHUECKOIO 3aHATHA IIOgpa3yMeBaeT IIIIPOKOE
HCIIONB30BaHHe B YUeOHOM IIPOIecCe HHTEPAKTHBHBIX (hOPM.

Humepaxkmuenoe odyuenne — 310 oOyueHHe, IIPH KOTOPOM ITpelofaBaTells H CTYJeHThl HaXOIATCA
B pekHMe JHAIOra, Yro BO3MOKHO B (popMme y4eOHBIX HIP H cHTyaluii. I{ens MHTepaKTHBHOrO 00yueHHS
COCTOHT B CO3JITaHHH KOM()OPTHBEIX YCIOBHIT 00yUeHH, ITPH KOTOPBIX CTYIEHT UYBCTBYET CBOIO YCIIEIIHOCTS,
CBOI HHTEIEKTYaIlbHYI0 COCTOSTEIbHOCTh, UTO JIelaeT IIPOAYKTHBHEIM II03HABaTebHEIH ITpolecc. B xoxe
3aHATHIL, IIPOBOJMIMBIX C HCIIONb30BAHHEM AaKTHBHEIX (opM oOyueHHS, He [ArOTCA TOTOBBIE 3HAHMHA,
IIperogaBaTelb MO0y & JaeT CTYAEHTOR K CAaMOCTOSATeIs HOMY ITOHCKY HH(OpPMAITHH.

ITonroToBKa K BEITOMHEHHH IPAKTHUYeCKHX 3aay (3a IaHHii )

[IpakTHUecKOe 3aHATHE — OJHA M3 OCHOBHEIX (OpM oOpraHH3allHH Y4eOHOro IIpoIfecca,
3aKIFOYANOINAACS B BBEIOIOTHEHHH CTYJeHTaMH IIOJ PYKOBOICTBOM IIpellOfaBaTels KOMIDIeKca yueOHBIX
3aJIAHIIT C I[eIBE0 YCBOEHHA HAYYHO-TEOPETHYECKHX OCHOB Y4eOHOH MHCI[HILIHHBEL, ITPHOOpETeHHI
IIpaKTHUeCKHX YMeHIIT H HABBIKOB, OITRITA TBOPUYECKOMH JIeATeIbHOCTH.

Opmnoit 13 ¢GopM TeKYIIero KOHTPOIS YCIIeBaeMOCTH OOYYANINMUXCA HA IPAKTHUYECKHX 3aHATHIX
ABIIAFOTCA ITPAKTHYECKHE 3a[aHI

[{enp IpaKkTHYeCKOr o 3aJaHis — IpHOOpeTeHHe YMeHHIT H HAaBBIKOB IIPAKTHYECKOH JIeATEebHOCTH II0
H3y4aeMOi JTHCITHILIHHE.

3aiaur MpaKTHUeCKHX 3aJaHIbi: 3aKpelllieHHe, VIIyOleHHe, pacllHpeHHe H AeTalH3aIisd 3HAHMII
CTYIEHTOB IIPH pelleHHH KOHKPeTHBIX 3aJlad, pa3BHTHE IIO3HABATENFHEIX CIIOCOOHOCTEM,
CaMOCTOATEIFHOCTH MBIIUIEHHS, TBOPYECKOH AKTHBHOCTH, OBIAJieHHe HOBBIMH MeTOJaMH H MeTOJIHKAMH
II?}H{E}HIH KOHKPBTHOIEH ﬁeﬁmaan IHCIIMIUIHHBI, oOy4yeHHe IIpHeMaM pelleHHd ITPaKTHYeCKHX 3ajJad,

ﬂﬁDTI{ﬂ CIL Mﬁ?&dﬁ f&ﬁqﬂ%ﬁ’ﬂm OCMBICIIEHHA IIOINIYHUEHHBIX 3HAHMI 19 BBEOIOTHEHHST 3aTaHII;
(ﬁgm wrkat: 2C0000043ESABBB952205E7BAS00060000043E

SHEHCHILE, s DAUTOHANBHORD,  GOHETAHIL L KONIEKTHBHOI M HHIHBHAyadbHOH ¢opM oO0yueHns. IIpn
BBEIIOMHEHHH IPaKTHUYECKHX 3aJIAHHIT HMeeTCSd BO3MOKHOCTh COUeTaTh pa3HooOpa3Hble BHIEL JeATeIbHOCTH

Dﬁ OHTAIIBEH _‘f'I]]IDB SAHATHA 110 IIa HHTHBEH ITO CO3MAET VCIOBHA
BHTE]‘IEH c 1(;]98 2022 no 19}6}80?[]? YID PEIM, A MH}TD Ha y AT
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middepeHIIHaN H HHINBHAYATH3AIHH padoThl ¢ OTHEIbHBIMH CTYAEHTaMH, a Takke A oTpaboTKH H
3aKpeIUIeHHA Pa3Hoo0pa3HEIX YMEHHIT H HABEIKOB.

ITo XapaxkTepy BBOIONHAEMEBIX CTYAEHTAMH 3aJaHIil IPaKTHUECKHE 3aJaHHd ITOApa3JelliroTCcAd Ha:
O3HAKOMHUTEIBHEIE, ITPOBOMHMEBIE C I[EThI0 3aKpellIeHHs H KOHKPETH3al[HH H3YUEHHOIO TeOpPeTHUEeCKOIro
MaTepHala, aHAIHTHUECKHe, CTaBAINHE CBOel I[eIhl0 TIONy4YeHHEe HOBOII HH(OpMAIlHI HAa OCHOBE
(hOpMAIH30BAHHBIX METOHOB, TBOPUECKHE, CBA3AHHBIE C IIONIYYEHHEM HOBOII HHQOPMAIHH IIYTEM
CaMOCTOATEIIFHO BEIOPaHHEBIX ITOAXOI0B K PEeIlleHHE0 3a/1ay.

1. BrOromHeHHe pacyeTHBIX 3afaHidi. PacuerHoe 3aJaHme IIpefcTaBIIIeT co0oil 4eTKOo
C(hOpMYITHPOBAHHYI0O MATEMATHUYECKYIO 3aJlady C YKa3aHHeM KOHKPETHEHIX ITapaMeTPOB, PacueThl KOTOPBIX
HeoOXOaHMO ITpoH3BecTH. Harpumep, HaiiTH o01acTs OIpeaeleHH s PYHKIHI, BEUHCIHTL OOIMHIT HHTerpal
M depeHIIHATFHOIO YPaBHEHH S, PEIIHTh CHCTEMY ITHHEIHIX YPaBHEHHII ¢ ITOMOIIBpIH 0OpaTHOI MaTpPHIEI
H 7Ap. PasHOBHIHOCTRH PpacyeTHBIX 3aJaHMil SABIAFOTCA pacyeTHo-TpadHUyeckHe 3ajaHud. Harmprmep,
ITOCTPOHTH I'padHK (PYHKIMMH; IIPOBECTH IIOTHOE HCCIeOBaHHe (PYHKI[IIT H IIOCTPOHTh HX IPadHKIL.

2. BEITIOTHEHHEe pacueTHO-aHATHTHUECKHX 3aJaHHIl. pacCUHTaTh H IIPOAHATH3IHPOBAThH ITOKA3aTelH
(CoLfalbHEIE, AKOHOMITUECKHE, (DHHAHCOBEIE ), CIIelIaTh COOTB €TCTBYIOIIHE BEIBOEI, ATk OL[€HKY CHTYaL[HI,
OITPeeIHTh BIMAHHE OTHAEIBHBIX (PAKTOPOB H YCIOBHIT HA PA3BHTHE CHTYAI[HI.

3. BroolonHeHHe aHATHTHUYECKHX 3aJaHHil: I[POAaHAIMM3HPOBATh (AKTOPBI, XapaKTepH3YIOIIHE
OITpeeleHHYI0 CHTYAI[II0, COCTAaBHTh AHAIMTHUECKYEO 3aIlHCKY, TAaTh OIeHKY 3TOIH CHTYAI[HH.

[TpakTHYecKHe 3aJaHHd MOI'YT BBROIONMHATHCA KaK HHIHBHIYATRHO, TaK H HeOOIBIIMMH TI'PYITIAMI.
IIpH BROIOMHEHHMH IIPAaKTHUECKHX 3aJaHHil CIeQyeT PYKOBOACTBOBATHCA CIEIYIOIOHMH  OOIIIIMI
PEeKOMEH JTALTH AMI.

J7d4 BBEOIOMHEHHSA IIPAaKTHUECKOrO 3aJaHHA HeOOXOMO BHHMATEIBHO IIPOUHTAThH 3aJ[aHHE,
IIOBTOPHTE JIEKITHOHHBII MaTepHal II0 COOTBETCTBYIOIIEI TeMe, H3VUHNTh PeKOMEHIYEMYIO IHTeparypy, B
T.U. JOIOMHHTEIbHYIO, €CIIH 3ajlaHHe BBIJaeTcd II0 BapHaHTaM, TO ITONYYHTh HOMEP BapHAaHTa HCXOIHBIX
TAaHHBIX Y IIperrojaBareld, MO0 Iomo0park HCXOOHBIE JAaHHBIE CAMOCTOATEIBHO, HCIIONB3YyA Pa3IHUHBIE
HCTOUYHHKH HH(OpMAaIHH (IT0 KOHKPEeTHOI OpraHIM3allii, PeTHOHY, BH/IY IeATeIbHOCTH H T.IL.).

J[71 BBIOTOMHEHHA ITPAKTHYECKOTrO 3aJaHHI MOKET HCIIONb30BAThCSA METOJ MalbkIX I'pyimi. PaGora B
MAalbIX TPYIIIAxX IIpedIioaraeT pelleHre OIpeeleHHbIX 00pa3oBaTelbHBIX 3aJauy B paMKaxX HeOOIBIIX
TPYIOI C TIOCIEOYIOINHM OOCYKIAeHHeM IIONYUYEeHHBIX Pe3yIbTaTOB. OTOT MeTOJ, Pa3BHBAeT HABBIKH
COTPYAHHUECTBA, JOCTHKEHHSA KOMIIPOMHCCHOIO  peIleHHs, aHaJINTHUeckHe cIocoObHocTH. OH
IIpeaycMaTpHBaeT paciipefieieHiie B paMKax TPYIIEl Poieii: BeayIero (opraHm3arop padoTEl T'PYILILHL),
ceKkpeTaps (3aImCEIBAeT Pe3yIbTaThl OOCYAIEHHA), JOKTAAUIKA (IIPeACTaBIgeT Pe3yIbTaThl KOUIEKTHBHOI O
aHanH3a 1mpodineMer). CMBICT pabOTEL 3aKIIOYAETCA HE TONBKO B TOM, UTOORI CPOPMYIHpPOBaTh pPeIleHIe
KaKof-1m00 3aJaul, HO H OOBEKTHBHO OIIEHHTh KaK CBOK padoTy, Tak H pe3ylnbTaThl paboThl JAPYTHX.
Pe3ysTarsl pabOTHI TPYINI OI[EHHBAKTCA 110 BEIpaOOTaHHOI 3apaHee IIKaie OallIoB.

JI7d BBIOIOMHEHHA PacyeTHBIX 3afaHHil o0ydarolmeMycid HeoOXOJHMO: — COCTaBHTh AT OPHTIM
pelleHI s, IIPH BEIITOTHEHHH OOOCHOBEIBATh KaK I HTAll PellleHH A, HCXOMA H3 TeOPEeTHUECKHX ITONIOK eHIIT
Kypca, — pelleHHe 3aIliCBIBaTh IIOJPOOHO, BBIUMCIEHHS paclolaraTe B CTPOrOM IIOPAOKe; — IOBECTH
pelileHIe 10 OKOHYATEIbHOI O OTBETA, KOTOPOr o TpedyeT YCIOBHE 3aJaHIiA.

BrOIomHeHHe pacyeTHO-aHATHTHYECKHX 38 TaHHIT OCYILIECTBILAETCA B ClIe QyIOoIIelt
ITOCIIEJOBATEIFHOCTH. — H3YUHTh IIOKA3aTellH, XapaKTepH3VIOIHe OIpeIeIeHHY CHTYAIHI0, H (POPMYIIEI
I HX pacueTa, — BBIABHTH, KakHe ()aKTOPHl BIMAIOT HA BEIIHUHHY HTHX ITOKAa3aTelleil, — HallTH UHCIIOBEIE
3HAUeHH q IIOKa3aTeleil, — CIeTaTh COOTBETCTR VIO E BEIBO/IEL.

JI71d BBROIOMHEHHS AHATHTHUECKHX 3aJaHiii HeoOXOIHMO: OIpelelHTh, KaKOH METONHKOI MOMKHO
BOCIIONIb30BAThCA, UTOOBI BEOIONMHHUTE 3aJJaHHE, H3VUHTh 3Ty METOIHKY, — OIPeJeHTh, KaKyr HH()OPMAI[HIO
HeoOXoauMoO coOpark AJIA BROIOMHEHHA 3aaHIA, — ITOATOTOBHTh HCXOMHBIE JaHHBIE 1A HX aHalIH3a, —
ITPOAHATH3HPOBATE COOpPaHHYI HHQOPMAIIHIO, CJelaTh COOTBETCTBVIOIHE BBIBOALL, — [ATh OIEHKY
cHTyami. Hampmmep, misg Toro, 4roObl IIPOBECTH OLIEHKY IIOTEHI[HAlla TePPHTOPHH, HeOoOXOIHMO
O3HAKOMHTBCA C IIOHATHEM IIOTEHIHAala TEePPHTOPHH H €ro COCTABIAIOIINIMI, (QaKTOpaMH, ero
OITPEeJEIAIONIHMI, H3YUHTh METOMUKH €ro OIleHKH, Iofo0pars HHQOpPMAIHI0O IS BEIIOTHEHHI
ITPAKTHYECKOr O 3aJJaHHd 110 KOHKPETHOI TEPPHT OPHH (PETrHOH, MyHHI[HIIAIIEHOE 00pa30BaHHe ).

Hmozoewtil / AMENbHOU Padonst. KOHCIIEKT.
Cpedcmed. 2\ ?ﬁﬂ”ﬁﬁ?ﬂm: coOeceIOBaHIE.
CeptudigcaT:  2C0000043E9ABBB952205E /BASDO0G0000043E
8nanendd ODANRK, QP OPMLEHUA U DO OCMasieHuA: OPOPMIIETCS B BHJIE KOHCITEKTA H IIPETOCTABIAETCA

ITPH CD@ECEI[DBEIHIHI Ha ITPAKTHYECKOM 3aHATHH.

Kpumepun ouenueana;: nMpHeeIedsl B QOoHIE OIIeHOUHEIX CPEICTE II0 ICITHIIITHHE
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BHJ JesATeJIbHOCTH CTYIeHTAa: IIOAr OTOBKA K ITPpaKTHUeCKOMY 3aHATHE0 Ne 1,3,17 (KpYyIIiBLi CcTOI).

Ha mpakTHYeCKIX 3aHATHAX HCIIOML3YVIOTCA CIeQVIoIad HHTepakTHRHAA (popMa oO0yUeHHI — KPYITIbIT
CTOI.

Kpyraeni crom — 3TO MeTOJ aKTHBHOIO OOyYeHHA, OJHAa H3 OpraHM3allHOHHBIX (opMm
IIO3HABATEIbHOH [JeATENIPHOCTH, IIO3BOIAIOINAA 3aKPENHTh IIONYVUEHHBIE PaHEe 3HAHHA, BOCIIOIHHTH
HEJOCTAIIIYI HHQOPMAIH0, CHOPMHPOBATh YMEHHA PeIlaThk ITPOOIeMbI, VKPEIIHTh IIO3HIIH, HAYUHTEH
KYJIBTYPE BeIeHHA JUCKYCCHH. XapaKTePHOH YepTOoi «KPYIIOro CTOIa» ABIIETCI COUETAHHE TeMATHYECKOH
IHCKYCCHH C TPYIIIIOBOH KOHCYIIBTAIHEH.

OCHOBHOH I[ETBI0 IIPOBEIEHHA «KPYIIOIO CTOda» ABIAeTCAd BEIpabOTKa VY  ydal[HuxcA
IpoeCCHOHAMBHEIX YMEHHII H37araTh MBICIH, apryMeHTHPOBaTb CBOH cooOpakeHHA, OOOCHOBBLIBATH
ITpeIaraeéMele PEIIeHHS H OTCTanBaTh CBOH YyOeXKIeHHA. [IpH 3TOM IIPOHCXOMHT 3aKpeIUleHHe HH(OPMAI[IH
H CaMOCTOATEIBHOH PadoThl C AOMOMHHTEIFHEIM MaTepHaloM, a TaKke BEIABIEHHE IPoOIeM H BOITPOCOB

LA OO CY K IEHH 1.
Ba:KHOIT 3aaueil IIpH OpraHH3aIiH «KPYIIOro CTONA) ABILIETCH:

* 00CYyKJIeHHEe B X0Jle AHCKYCCHI OJHOH-TBYX IMPOOIeMHEIX, OCTPEIX CHTYAI[HIt IT0 JAHHOI TeMe;

® IULTIOCTPAIHI MHEHHI, ITOT0KEHHI ¢ HCIIOIb30BaHHEM Pa3IHUHEIX HATILIJHEIX MATEPHAIOB (CXeMEI,
THArpaMMEL, TpadHKH, ayIHo-, BHA03aIMHCH, (POTO-, KITHOJOKYMEHTEI );

® TINATEIHFHAS IIOJrOTOBKA OCHOBHBIX BBRICTYITAKOIINX (He OrPaHHUHBATHCHA JOKIAJIAMI, 0030paMH, a
BEICKA3hIBAaTh CBOE MHEHHE, JIOKA3aTellbCTBA, apIyMEHTHI).

[1pH IMpoBeIeHHH «KPYTIIOrO CTOIA» HeoOXOMIMO YUHTEIBATh HEKOTOPEIE OCOOEHHOCTH:

a) HYXHO, UTOORI OH OBIT JeHCTBHTEIFHO KPVIIEIM, T.e. ITPOIeCC KOMMYHHKAITHH, OOIIEHTA,
IIPOHCXOHII «IlIa3a B IIazay. [IpHHITHII «KpYIIIOro cTola» (He CIyYailHO OH IIPHHAT Ha IIepPeroBopax), T.e.
pacIorokeHHe YYACTHHKOB IIHI[OM JpYyTr K JIPYTY, a He B 3aThUIOK, KaK HAa OOBIYHOM 3aHATHH, B I[€JIOM
IPHBOANT K BO3pPACTAaHMI0 AaKTHBHOCTH, VBEJIHMYEHHIO UMCIA BBICKA3HIBAHIMIL, BO3MOKHOCTH JIHYHOIO
BKIIOUEHHA KakJOro Vyyaigeroca B OOCYyKJeHHe, IIOBBIIIAET MOTHBAIIHK) YYAaIl[HXCI, BKIHYAET
HepepOallbHEIE CpelicTBa OOIIEeHH S, TaKHe KAK MHMHKA, KeCThI, 3MOIHOHAILHEIE ITPOSBIIeHHA.

0) IpenojaBaTels Tak/Ke paclolaraici B oOmeM Kpyry, KaKk pPaBHOIIPABHEIN WIEH TIPYIOIEL, YTO
co3/laeT MeHee (JOPMATBHYI0 OOCTAHOBKY II0O CPAaBHEHHIO C OOIIEIIPHHATOI, T'le OH CHAHT OTJEIBFHO OT
CTYIEHTOR OHH oOOpallleHHI K HeMy IIHIIOM. B KIacCHUeCKOM BapHaHTe YYAacTHHKH aJpeCyIOT CBOH
BEICKA3BIBAHI A IIPEHMYIIECTB EHHO €My, a He JIPYT JAPYry. A eclIH IIpelloJlaBaTelb CHJIT CpPeIH CTYIeHTOB,
oOpallleHHs WIEHOB TPYIOIBL JIPYT K JAPYTY CTaHOBATCA Oollee YACTHEIMH H MeHee CKOBAHHEIMH, 3TO TaKKe
CIIocoOCTBYeT (pOPMHPOBAHIEIO OIar OMPHATHOH 0OCTAHOBKH I AHCKYCCHH H Pa3BHTHSI B3aHMOIIOHHMAHH A
MeK Ty IpelloaBaTeleM H CTYyIeHTaMH.

«Kpyrisni cTomy merecoobpa3Ho OpraHH30BaTh CIeTYIOIHM 00pa30M:

1) IlpemomaraTeneM (pOpMYIHPYIOTCA (PeKOMeHIyeTCSA IIPHBIEKATh H CAaMHX CTYIEHTOB) BOIIPOCEHL,
00CyXJIeHHe KOTOPBIX ITO3BONIHT BCECTOPOHHE PACCMOTPETh IIPOOIEMY,

2) Bompocsl pacnpeJelndioTcA IO IOATPYIOIaM H Pa3faroTcsa YYacTHHKAM [JId IlelleHaITpaBIeHHO
ILOJITOT OBKH

3) Jlna ocBemeHHA CIeMH(HYeCKHX BOIPOCOB MOTYT OBITH IIPHTJIAINEHEI CIIEI[HATHCTEI (FOPHCT,
COI[MONIOT, IICHXOJIOr, SKOHOMIICT);

4) B Xope 3aHATHA BOIIPOCH PAaCKPEIBAKOTCA B OIpeielIeHHOI I10CIeI0BaTe b HOCTH.

BEICTYIUIEHHA CIEIHAIBHO ITOJTOTOBIEHHEIX CTYIEHTOB OOCYAKIAIOTCA H JIOMOIHAIOTCA. 3aJaroTcA
BOITPOCEHI, CTY/IEHTEI BRICKA3EIBAIOT CBOH MHEHILA, CIIOPAT, 0OOCHOBEIBAIOT CBOI TOUKY 3PEHHA.

OCHOBHYI0 4YACTh «KPVIJIOrO CTOIa» IO JHOOH TeMAaTHKe COCTABISAIOT [HCKYCCHA H IeOaThl
JucKyceua - 3T0 BCeCTOPOHHEe 00C VK IeHHE CIIOPHOTO BOIIPOca B ITyOIHYHOM coOpaHHH, B UacTHOH Oecefle,
criope. JIpyTHMH CIOBAMH, AHCKYCCHS 3aKIHYAETCA B KOIWIEKTHBHOM OOCYAIEHHH KaKoro-IHOO BOIIPOCa,
IIpoOIeMEI HIIH COITOCTABIEHHHN HH(OPMAIIHI, HeH, MHEHHII, IIpeIIoXK eHiil. 1[eTH MpoBeIeH s THCKYCCHI
MOryT OBITH OuYeHb Ppa3zHoOOpa3HEIMH: o0ydueHHe, TPeHHHI, JAHArHOCTHKA, IIpeoOpa3oBaHHe, H3MEHEHHE
YCTAaHOBOK, CTHMYIIHPOBAHHE TBOPUYECTBA H JIP.

B OCHOBe «Kpyrioro crona» B opMme dedamoé - cRBOOOJHOe BEICKA3bIBaHIEe, OOMEH MHEHHAMH IIO
IIPeNIOKEHHOMY CTYJAEHTaMH TeMaTHYeCKOMY Te3HCY. YUAcTHHKH Je0aTOB IPHBOMAT IIPHMeEPHI, (DaKTHL

apryMEHTHPVIO ﬁnEmpmﬂmﬁBmT TIOACHSAIOT, JaroT HHGopMmaipko H T.14. IIporemxypa medaToB He

%H%QT JHHBQCTHLES OHCH OF.o IMOIITHOHAIBHBIX ]TPD}IBJIEHIHI OﬁC}WKI[HETCH TeMa, a He OTHOIIEHHE K Hel
FTHEIIBHBLX IWAHACTHHKOBYa AnekcainposHa
OCHOBHOE OTIIHUHE ,[[EﬁﬂTDB oT ,[IIICK}FCCIIfI COCTOHT B CICEIOVIOIINEM:. 23TA @DPMH CKPYVIIIOIO CTOIIa»
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(YIBEpXTAIOIlHE) ABIAETCA CTOPOHHHKAMH IIOMOKHTEIBHOIO OTBETA, a Apyrad TPyIia (OTPHIArOINHeE) —
CTOPOHHHKAMH OTPHIATEIFHOIO OTBEeTAa. BHYTPH KakToH H3 I'PYIOI MOI'yT 0o0pa3OBBIBATHCA 2 IIOAL PYILIIEI,
OJTHA IIOJr PYILIIAa — IOJ0HPAET apryMEHTHI, a BTOpad — pa3padaTrhlBaeT KOHTPAPTYMEHTHL.

JHebaTsl (hopMIPYIOT:

¢ yMeHHEe ()OPMHPOBATh H OTCTAHBATh CBOI ITO3HITHID,

® OPaTOPCKOE MacTEPCTBO M YMEHHE BECTH THAJIOT;

® KOMAH/HBOI AyX H JIHIEPCKHE KauecTBa.

«Kpyriusni ctom» B popMe aeGaToB pa3BHBAET CIIOCOOHOCTH H (JOPMHPYET HeOOXOIMEbIe HABBIKH JITIA
BEJEHI A JHAIOTa:

® pa3BHTHE KPHTHYECKOIO MBIIUIEHHA (PaIiOHAIBHOE, pedieKCHBHOE H TBOPYECKOEe MBIINIEHHE,
HeoOXOIMOe TIpH (QOPMYIHPOBAHHH, OIpeleleHnH, OOOCHOBAHHH H aHAIN3e OOCYAKJAaeMBIX MBICIEH H
HIEN),

¢ pa3BHTHE KOMMYHHKATHBHOI KYIBTYPHL, HABBIKOB ITYOIIHUHOTO BEICTYILIEHHT,

¢ (popMIPOBAHHIE HCCIEIOBATENhCKHX HABBIKOB (IIPHBOIMMEIE apTyYMEHTHI TPeOYIOT MOKA3aTEIbCTBA H
IIPHMEPOB, I IIOHCKA KOTOPBIX HeoOxomma padboTa ¢ HCTOUHHKAMH HH () OPMAIIHH ),

¢ popMHpOBAHNE OPTAHM3AIMOHHBEIX HABBHIKOB (IIO[IPAa3yMEBAOTCA HE TONHKO OPraHH3aI[HI0 CaMOro
ceds, HO M H3NIaraeMbIX MaTepHalIoB),

¢ (popMIpOBAHHE HABBIKOB CIIVIIAHH A H BEIEHH I 3aIHCEIT.

B pebarax IpHHHMAKT VYacTHe [[Be KOMaH[pI (OHA YTBEPXKIAeT TE3HC, a APyras ero OTPHIAaeT).
KOMAHBI B 3aBHCHMOCTH OT (popmaTa J1e0aTOR COCTOAT M3 ABYX HIIH TPeX HIPOKOB (CIIHKEPOB). CYTh HIPHI
3aKIIF0YAETCA B TOM, UTOOBI YOeIHTh HEHTPAIbHYI TPEThI0 CTOPOHY, CY/EH, B TOM, UTO BAIllH apryMEHTHI
nyurtie (yOeIHTeIbHeE), UeM apryMEHTEI Balller O OIIIIOHEHTA.

Hmozosotil np 00yKm camocmoamensHoil padbomst. KOHCIIEKT TOKTaJa.

Cpedcmea u mexnoo02iui oyernKi: codeceJOBaHHE.

Hopaoox ogopmaenua u npeoocmasienua: JIOKIAL odopmiIdgercd B BHIAe KOHCIIEKTA H
IIPeJOCTaBIAeTCA IIPH cOOeCeIOBaHHH HA IIPAKTHYECK OM 3aHATHI.

Kpumepuu oyenueanua: npHeeaeHsl B OOH/IE OLEHOUHBIX CPEACTB II0 JHCIHIUIHHE

5. KOHTPOJILHBIE TOYKH 1 BUJABI OTYHETHOCTH 110 HUM

TeKyuHii KOHTp ok paboTel CTYJIEHTa MPOoXoHT 3 pas3a B ceMecTp. [0 KOHTP 0JIbHOH TOYKH CTYJIEHT JIOJAKEH
BBITIOJHHTD BCE 3aJIaHHA, TP €YCMOTP €HHbIE IPapHKOM IPOBEIEHHA IpaKTHYeCKHX 3aHATHIL [Ipoiimi cobecemoBaHHA
10 TEMaM, IMPHHATE YYaCTHE B KPYIJIOM CTOJIE, BBITTOMHHTE MPaKTHUYECKHE 3 aJjaHH:.

PeHTHHI OB AA OLleHKA 3HAHHH CTVJIeHTA

Ne ri/m1 BH neAaTeIbHOCTH CTYIEHTOB Cp OKH BBITTOJIHEHHA KonHuecTBO
OansoB
3 cemecTp
1. IIpakTHueckoe 3aHATHE Ned 5 HenenA 15
2. IIpakTHYecK o€ 3aHATHE Nel 1 11 "Henens 15
3. IIpakTH4ecKoe 3aHATHE Nol 5 15 Henens 25
Hroro 55
Hrtoro 3a 3 cemecTp

MakcHManbHO BO3MOMHBIH Oann 3a Bech TEKVIIHII KOHTPOJIb YCeTaHaBIHMBaeTca paBHBIM S5. Tekyiee
KOHTPOJIBHOE MEPOIIPHATHE CUHTAETCA CaHHBIM, €CJH CTYOEHT ITOIYUYHI 3a Hero He MeHee 60% 0T yCTaHOBIIEHHOI'O
IJIA 3TOr0 KOHTP 014 MaKcHMaJsbHoro 0asima. PeATHHroBblil Oalul, BeICTaBIAEMBIE CTYZEHTY 3a TeKyllee KOHTP OJIbHOE
MEPOIIPHATHE, CJaHHOE CTYJEHTOM B YCTAaHOBJIEHHBIE€ Ipa()HKOM KOHTP OJIbHBIX MEPOIIPHATHIL CPOKH, OIIpeenAeTcA
CJIEYOIHM 00p a3 oM:

YPOBEeHF BREIOIOMHEHHSI KOHTPOILHOIO 3aJaHH A PeliTHHTOBEIIT Gamn (B % OT MAKCHMAIbHOTO
Oarra 3a KOHTPOILHOE 3aJ[aHIe)
OTIIHYHBI 100
Xoporot 30
Y TOBIIETBOPHTEIH HEIH 60
Hey monn g i T iciio 0

Cepmudomkatr: 2C0000043ESABBB952205E7/BAS00060000043E
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TUACITHILINHEI
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1. IlepeueHbs OCHOBHOIl THTEPATYPHI:
3. Dmora, I'. B. OCHOBH JOKYMEHTOO0O0pPOTa B TAMOKEHHEIX opraHax: yued. rmocobme / I'.B. Omoea. - CII0.
- Uatepmemus, 2014 -206 c. - ITpu.: c. 174-205. - Bubnauorp.: ¢.171-173. - ISBN 978-5-4383-0065-6.

2. IlepeueHb JONMOJHHTEILHOM JTHTEPATY PhI:

1. Muanxa, O. B. 3ampTta KOHPHIASHIIHATBHOIN HHQOPMAIHH IIPH 3SIeKTPOHHOM IOKYMEHTO000pOoTe
|OnekTpoHHENT pecypc] : yueOHoe mocobme / O. B. Munmna, M. B. MuHHH. — OIeKTpPOH. TEKCTOBEIE
maHHele. — HoBocuOmpck : HoBOoCHOHPCKHIT TOCYJapCTBEHHBNOT TeXHHUecKInl yHuBepcurer, 2011 — 20 c.
— 978-5-7782-1829-1.— Pexum moctyma: http://www.iprbookshop.ru/44918.html

2. KoH(uaeHIIHAILHOE OeTOIPOH3BOACTBO H 3AIMINEHHENT IEeKTPOHHBIT AOKYMEHTOOOOPOT | YUeOHHK /
AT . ®abpruunor, A.C. JIémymuH, T.B. Kongparora, H. H. KynaeB. — Mockea : Jloroc, 2011. — 452 c. —
(Horas VHHBEPCHTETCKAA OondmioTeka). — PexmM TOCTVIIA: 110 TLOJITH CKE. —
URL: http://biblioclub.ru/index.php?page=book&id=84996

3. IlepeueHb YueOHO-MeTOAHYECKOT0 o0ecnieueHHs] CaMOCTOATE/IbHOH padoThl 00yYAKIIMXCA 110
OHCIHHILJIHHEe
1. Meromyeckine peKOMeHJAIHH 1A CTYAEHTOB IIO OpraHH3al[HH CaMOCTOATENbHOII paloTEl  IIO
IICITHIUIHE « OCHOBBI JOKYMEHTOO0OPOTAa B TAMOKEHHBIX OpraHax», AHoxmHa A.Il.
2. MeromiuecKkie VKa3aHHA II0 BBIMIONHEHIIO IIPAaKTHUeCKHX padoT MIAd CTYAEHTOB IO [IHCIHILIHHE
«OCHOBEHI JIOKYMEHTOO00POTAa B TAMOKEHHBIX opraHax», AHoxXmHa A IT.
3. @OH/ OL[EHOYHEIX CPECTB IO JHCIITLIHE « OCHOBH JOKYMEHT0000pPOTa B TAMOKEHHEIX OpraHax»

4. IlepeueHbr pecypcoB HHGPOPMAIHOHHO-TEJIEKOMMYHHKAIIHOHHOH ceTH «lHTepHET»,
He00X0AMMBIX JJI1 OCBOEHHA AU CHUIJIHHbI
Hrmeprnem-pecypcot:
3. http://www.consultant.ru/online/ - CriipaBoUHO-IIpaBOBas CHCTeMA
4. http://elibrary.ru/defaultx.asp - HayuHad 31MeKTpoHHAad OHOIHOTeKa
3. http://akvest.donrta.ru/ - « AkageMHUeCKHIl BeCTHHK PocToOBCkoro ¢minanra PoccHiicKoil TaMOKeHHOI
aKaJleMHID) - HAyUHO-IIPaKTHYeCKHIT KYpPHAIL.
JLeKMpPOHHbLE DILDILOMEUHbIE CLCINEMDbL.
4. http://biblioclub.ru/ - YHmBepcuTerckad omdmioreka ONLINE.
5. http://www.iprbookshop.ru — SnexrponHasd Omnbnnoreunasd cucreMa «IPRbooks»
Ipogeccuonanvroie dasvl 0 AHHBIX
6. http://www.gdm.ru. - opHITHATEHEIN CaiT [ TUIbIH YVIIPABIAOIIHX JTOKYMEHTAIHET

HE]]E‘IEHI: HHq)DpMﬂHHDHHLII TEIHD.]IDI‘I—‘Iﬁ, HCIIOJIb3YEMBIX IIPH OCYHICCTBJICHHH DﬁpﬂRDEﬂTE.]ILHDI'D
Impogecca nmo JHCHHILJIHHE, BRJAKYAH HNEPEeYCHb IMPpOorpaMMHOroO ob0ecnieyeHHs] H HH(DD[)MHHHDHHLII
CIpaBOYHBIX CHCTEM

HHdopManioHHbIE TEXHOJTOTHH:
M crions30BaHie CIEN[HATPHBIX HH(OPMAITHOHHBIX TEXHOIOT I I OpraHM3aIiH yueOHOT o IIpolfecca
He TpeOyercs.

WU HdopMalniHOHHBIE CIIPABOYHbIE CHCTEMBI:
1. http://www.consultant.ru/online/- cripaBouHasd mpaBopasd cucteMa KoHcyirsTaHT [1mroc

IlepedyeHb Mpor paMMHOI0 obecneyeHHs
- Microsoft Windows 7
- Microsoft Office
- OPTIM A-WorkFlow

OOKYMEHT NOANWMCAH
3NEKTPOHHOW NOONMCLIO
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Hnageneu LIeD3yxoBd iTeHHE Ad1eKCaHdDOBHLS
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