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Beeoeniue

[IpaKkTHUecKHe 3aHATHA SBIAIOTCA HEOTheMIeMOil UacThi0 V4UeOHOrO IIpollecca, KOTOPBIMH
IIpe/icTaBIAeT coOOI eMHHYI0 CHCTEMY, I'/le Kakaasd opMa HMeeT CBOe 3HAUeHHe H OIpe/elIeHHEIe 3a IauH.
Ha IeKIQIOHHBIX 3aHATHAX IIPelOoflaBaTellb CO37[aeT CTPYKTYPHO-TOTHUECKYI0 MOJENh JIHCIHIUIHHEL,
aKTyaJI3HPyeT 3HAUeHHe JAHCI[HIDIHHEL, (OPMIpPYeT V CTYIeHTOB HHTepec K IpoliaeMaM, paccMaTPHBAEMBIM
B yueOHOM Kypce, a TaK/kKe JTaeT OIIpe/eleHHble YCTAHOBKH HA CAMOCTOATENBHYIO eITeThbHOCTE CTYIEeHTOR
H XapaKTep IPOBeeHH CeMIHApPCKUX (TIpaKTHUECKHX) 3aH ATHII.

CMBEICII ITPaKTHYECKOr 0 3aHATHA, KaK OTHOIH H3 (opM yueOHOr O ITpoIecca, 3aKIHYaeTcad He TOIRKO B
OpraHH3alHH TeKYIIero KOHTPONSA 3HAHHII CTYJeHTOB, HO H B OpPraHH3al[HH MeKIHYHOCTHOIO OOIIeHHS
CTYZIEHTOB, B XOJIe KOTOPOr 0 IIPOHCXOHT pealbHOe (pOpMHpPOBaHHe CHCTEMEI 3HAHHIL 110 AHCIHILIHHE H II0
CIIEIHAIEHOCTH B IeToM. KpoMe TOro, ImpakTHUYeCKHe 3aHATHA IIPeIOCTABIIIOT IMHPOKHE BO3MOKHOCTH LA

OPTraHH3AIIHH ITPOOYKTHEHOI'O TBOPHUECKOI'O MBIOIUIEHHA H OCBOCHHA HPD(I]ECCIIDHHJIBHLIK HABEBIKOE
CTYICHTOE.

Pormp mpernojapatens B OpraHH3alHH ITPAKTHUYECKOrO 3aHATHA, ITPekIe BCero, COCTOHT B TOM, YTOOBI
TATh PAJ YCTAaHOBOK ITO OPTaHH3aIHH JABHEHINel caMOCTOATEIFHOH paboThl CTYAEHTOB: YCTAHOBKY Ha
IIOATOTOBKY K TIPAKTHUECKOMY 3aHATHIO, YCTAHOBKY Ha TBOPYECKOe MEKIHYHOCTHOE OOIIeHHe
mpoeCCHOHATFHOTO XapaKTepa Ha CaMOM 3aHATHH, YCTAHOBKY Ha VIMYOIeHHOe YCBOEHHe Y4eOHOro
MaTepHana H oO0OralleHHYH apryMeHTaI[IF0 TeX peIlleHHii, BBRIBOJOB, KOTOPBIE OCMBICIHBAINChH HAa
ITPaKTHUECKOM 3aHATHH, HO TeIlepPh y&e B IIPOIlecce BHEAYAUTOPHON CAMOCTOATEIbHOI JeATeIbHOCTH.

Pollb ITpaKTHYECKNX 3aHATHII B YUeOHOM IIpOIlecCe BaKHa eIlle H II0OTOMY, YTO CAMOCTOSATEIhHAad
IIOJITOTOBKA CTY/IeHTa K 3aHATHIO, a TaK Ke KHBOoe 00CyXKIeHHe ITPo0iIeM AHCIHIUIMHEI Ha CaMOM 3aHATHH
IPHBOIAT K HeH30eKHOMY Pa3BHTHIO YV CTYAEHTOB CIIOCOOHOCTEH K CaMOCTOATEIbHOMY MBIIIDIEHHIO I
aHAII3y OBICTPO HM3MEHSIOINeNCcS CHTYAlHH. /[ CTYIEHTOB CIIEHHATBPHOCTH «TaMoKeHHOe Eemo» 3TO
Hrpaer ocoOyI POlIb, TaK Kak ITO3BOILAET IIPHOOpecTH OYAYIIHM CIeIHalHCTaM BakKHEHIIe HaBBIKI
OPHEHTHPOBAHHA, OCMEICIEHHI H BHEIPEHHA B IIPAKTHKY IIOCTOAHHO MEHIIOIIEHCA HOPMATHBHOH H
3aKOHOIATENbHOI 06a3kl, perIaMeHTHPVIOIIEH IedTeIbHOCTh TaMOKEHHEBIX OPTaHOB.

Peam3amusa QYHKIOT TAMOKEHHBIX OPTaHOB CBA3aHA ¢ O(pOPMIEHHEM JOKYMEHTAIHH Ha OYMAaKHOM
H 3IeKTPOHHOM HOCHTENE. brarogapa 4eTKO OPraHH30BAHHOMY JIEIOIPOH3BOJICTBY PYKOBOJHTETH MOT'YT B
mo00e BpeMA IMOTYUYHTh PEATbHYI0 KapTHHY JeATEeIbHOCTH OpPraHI3aIfii, B IIPOTHBHOM clIyuae padora ee
COTPYIHHKOB H BCE JalbHellllee eé paspHTHe OyIeT HOCHTh XAaOTHUHEI XapaKTep.

TamoxeHHEIe OpraHEl PoccHACKON @eepallii ABIAIOTCSA €IHHOH CHCTEMOH, JedTeIbHOCTE KOTOPOH
OazmpyeTrcad Ha OOMMX CHCTEMHBIX IIPHHIMIIAX. I[EIOCTHOCTH, CTPYKTYPHOCTH, HEPapXHUHOCTH,
B3aHMO3aBHCHMOCTH C OKPYKAFOIIEH COIHATLHOH cpeioH. OTHOIIeHHI MeXIY TaMOKEeHHBIMH OpraHaMH H
OPTaHM3aI[MAMH, VUACTHHKAMH BHEIIHESKOHOMHUYECKOH [eATEIBPHOCTH, IPYTHMH TOCYHAPCTBEHHBIMH
OpraHaMH H OpraHH3aIAMI CTPOATCA IIOCPeACTBOM OOMeHa KOPPEeCIIOHIEHIMeN, OpraHH3aIHOHHO-
PaACIIOPATHTETFHOH JOKYMEHTAI[HEH H HHBIMI BHIAMH JJOKYMEHTOB.

Onpapjapime cebd Ha IIPAKTHKE PpalHOHATBLHBIE (OPMBEI H METOIBI CO3JIAHHA H 0OpaldoTKH
JIOKYMEHTOB MOT'YT OBITH JOBEJEHEI A0 YPOBHA OOIIEl HOPMEI JIHIIb IIPH YCIOBHH, UTO BCe YUACTBYIOIIHE B
Imporeccax co3JaHnd, oOpabOTKH H HCIIONB30BAHHA MOKYMEHTOB H JOKYMEHTHOH HHQOpMAIHH OVIyT
OOCTAaTOUYHO TOUHO TIPHIAEPKHBATECA B CBOEH [EATEIBHOCTH STHX €IHHBIX IIPAaBHI H HOPM
ITOKYMEHTAI[HOHHOI'0 00eCIIeYeHH .

AKTYaIbHOCTh H3VUEHH S JHCIHIUIHHEL CTYAEHTAMH CIIEIHAIBHOCTH « T aMOKEHHOE JAeT0» CBA3aHa C
TeM, YTO B TaMOKEHHBIX OpraHax HJET HeIpephIBHad palora ¢ Pa3MHYHEIMH JOKYMEHTaMH Kak
VIIPpaBIeHUECKOr0, TaK H CIeMH(HUeCKOr0 TaMOKEHHOTO TONKA, II03TOMY OYIVIIHIA CIIEIHAIHCT
TaMOKEHHOI O Jella 00513aH 3HAaTh VHH(HIMPOBAHHEIE IIPARIUIa 0(pOpMIEHHI H Pa0OTHI C TOKYMEHTAMH.

I[envro N3YUEHH S THCI[HIUIHHBI ABIIACTCA 3HAKOMCTBO OOYUAROIIMHXCA C CHCTEMOH HayyHBIX 3HAHIOI, a
TAK/K€ METONOB H CPEACTB, HEOOXOMIMBIX I OpPraHH3aIlHH AOKYMEHTAIHOHHOIO H HH(OPMAIHOHHOI O
o0ecIieueHN JIeATeIh HOCTH TaMOKEHHEIX OPTaHOB.

OcHoeHbiMu 3a0ayamiu Kypca SBILIIOTCA IIPHOOpeTeHHe CTYAeHTaMH 3HAHHI B TaKHX OOTAcTAX, Kak
TOKYMEHTHPOBAaHHE, HH(MOPMAIHOHHEIE CHCTEMBI, TEOpHA VIIPAaBIEHHS, apxXHBHpPOBaHHE H  [Ip.,
AEOOXOIHNMEIX TEnhPh FRANRAAAL TTITOTTTOT T 0T RCIeUeHH A TeATeIHOCTH TaMOKEHHOTO OpraHa B

JOKYMEHT NOONUCAH
] SNEKTPOHHOW NOOMUCHIO BaHHEM HOBEIX I]H(I]DPMEH_HIDHI{BIK TEXHOIOT Hit ),
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JKCIIEPTH3EL IIEHHOCTH

AOKYMEHTOE, HCIIOIB30BAHHIO JOKYVMEHTAIIFHBLX IIOHCKOBBRIX CHCTEM, CPEICTE
BBRIUHCITHTEILHOM H OPITEXHHEKH B ITPONECCE CO3TAHHA H YVIIPABJICHHA NOKYMCHTAMH.
B pe3vJibTaTe OCBOECHHA JHCIHIIJIHHEBI CTYIECHT JOJIAKEH.

Kon, dopmymp oBka

Kon, ¢popmynHpoBKa

IlnaHHpyeMbIe pe3yJIbTaThl 00YUEHHA 10 JHCLHILTHHE

KOMITETEHI [HH HHIHKATOpa (MOZYIII0), XapaKTEPH3YIOIHE 3Tarlbl (JOPMHp OBAHHS
KOMITETEHLIHIA, HHJHKATOp OB
OIIK-2. CriocoGen | II-2omx>  OcymecTsiseT c60p, | Ocpop OCHOBHEIE HOPMATHBHEIE i
OCYLLIECTBIIATE cGop, | XpaHeHHe, Npeo0pasoBaHHE H | yeromyecKie ~— AcleKTEI  MOAFOTOBKH
00paboTKy, aHalhs | Hepeaaty AAHHBLR “ | opopMIeHHS pa3IHUHOrO pPoOJA JOKYMEHTOB
NAaHHBIX JUI PEIleHHs | HCIIOoNE3 OBaHHEM CETEBLIX | ( ronenveckHX, TAMOKEHHEIX M D)) H
rpodeccHoHaIBHBIX KOMIThIOTEPHBIX TEXHOJIOTHH H Y ’ '
sa5124, HHGOPMHp OB OCHOBHLIX IpeBOBAHEL] DpFEl}HI.BEIIH[[I JIEIOIIPOH3BOJICTBA B TAMOKEHHOM
- I HH(OPMALHOHHOE Oprame; ITPHMEHSeT TIPHHI[HIIEI H CpeJCcTBa
roCy/ap CTBEHHOH BIACTH | 6€30MacHoCTH. 3AINHTEL HH(QOPMAIMH B TAMOKEHHEIX OpraHax
H DSH_IECTEH Ha OCHOEC HPH PHGDTE C ,[[DE}MEHTHI?HI C HCTIOJES OBaHH EM
HH(Op MaL[HOHHOIH H CETEBbIX KOMIThHOTEPHBIX TEXHOJIOTHI, IIOHHMAET
OHOmorp adHYecKoi 0COOEHHOCTH OpraHH3aI[HH H CTaJIHH
KyJIbTypbl ¢ TOKYMeHTOoO0OpOoTa B TaMOKEHHBIX OpraHax,
MpHMCHCHHEM Cmoco0eH IOATOTOBHTE H O)OPMHTE BCE BHJIEI
HHhopMaLIHOHHO- OPTaHH3aLH OHHO-PACIIOPIHT eTEHBIX
KOMMYHIKA OHHBIX
T JTOKYMEHTOB B  TAaMOXKEHHEIX OpraHax c
TCXHOIOTHH H € YVUCTOM
» HCITIOJIB3 OBAHHEM CCTCBBIX KOMITbHOTCPHBIX
OCHOBHBIX TP eboBaHIii "
) TEXHOIOTHI.
HH(OPMALHOHH Of N -4onx-2 IIppmenser | OCBOHI BH ABIIEHUECKHX JIOKYMEHTOB
6€3 0racHOCTH. OfK-=2 P L YIIp a ='
COBpeMeHHbIe HH(OPMAlHOHHbIE | [TOHIIMAET HX POIIH H (PYHKIIH Ha Pa3HBIX 3Talax
TEXHOJIOTHH - AlA - PEIleHitl | yrnapmeHUecKoro TIpOIlecca; HCIIONE 3YET
cm&? APTHBIX . 3431 | posmokHOCTH HOBEIX HH(OPMAI[HOHHBIX
oheccHOHAIbHOH 8§
ggﬂmmmm ., | TEXHOIOTHIt 1  IOATOTOBKH, o opMITEHH,
HH(OPMHP OBAHH oprarop | TIEPEMAH, TOHCKA " XPaHeHH
rocymapcTBeHHol  BmacTH ¢ | AOKYMEHTHPYEMOH HH(OPMAINH, aHAIH3HpPyeT
oBI eCTRA. COCTOSHHE JIOKYMeHTooOOpoTa B IEIOM H

Collep&AaHHe €ero OTHAeNbHBIX CTa/il; OCBOII
MTOPAIOK BETOMCTBEHHOI O XpaHeHHA JTOKYMEHT OB
H OpraHH3alii0 HX [IelOIPOH3BOACTBA B
TaMOKEHHBIX oOpraHax (HOMeHKJIaTypa [ell,
(opMIpOBaHHE ell, O(QOpMIEHHS Mdel), 3HaeT
OCHOBHl apXHBHOTO XpaHeHHA JIOKYMeHTAaI[HH
TaMOKEHHBIX OPraHOB, OCBOWI HOpPMAaTHBHO-
METOHUeCKHEe OCHOBBRl OpraHH3aI[H CIYAKOBI
TOKYMEHTAIHOHHOT O Oo0ecIleueHHI TaMOKeHHBIX
OpPTaHOB.

1. Vd4EEHO-TEMATHYECKHH ITVIAH IIPAKTHYECKHX 3AHATHH

Kypc MICIHIDIHAEI MOCTPOEH Ha 0a3e JIIOTMUYeCKH B3aHMOCBSI3aHHBIX MOJyIel (pa3fenoB). YueOGHO-
TeMaTHUYeCKHII IUIaH JEICI{HIUIHHBI, pa3jelleHHbIT Ha yueOHBIe MOJIYIH, C VKa3aHHeM IIOCIeOBaTelbHOCTH
paccMaTpHBaeMBIX TeM 3aHATHII, o0beMa ayJAUTOPHBIX YACOB, OTBOMBIX UIS OCBOEHHS Y4eOHOrO
MaTepHala IT0 KakJoH TeMe, a TaKKe YaCOB I CaMOCTOATEIbHOH paboThl CTYAEHTOR, IIpeICTaBIeH B Tall.

HHHMEHDEHHHE, CoOaep:KanHieE H HHTCPAKTHB HBIC (bﬂprI IMPOBECIACHHA NMPAKTHYECKHX JAHATHH

No HamMeHoBaHHEe TeM JHCIHIUIHHEI, HX KPaTKoe COoJlepKaHHe O0reM HHTepakTHRHAA
Temer JaCOB dopma
| IIPOBEIEHHA
— OOKYMEHT NOANMCAH =

| SNEKTPOHHOWM NOANUCKIO
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HA B TAMOKEHHBIX OPraHax
DOM3BOJCTBA B TAMOYKEHHBIX OpPraHax.
COlepKaHHe 1.5




ACIIOIIPOH3IBOACTEA B TAMOXKCHHBIX OpPIraHax. H OPMATHEHO-
METOIIYIECKAA Oaza JCIOIMTPOHSEOICTEA B TAMOKEHHOH CHCTEME.

[IpaxkTHyecKkoe 3aHATHE 2. OIEKTPOHHBIN H TpaIHIIHOHHEIIT
JIOKYMEHT 0000POT: TUTFOCBI H MIHYCEI

1.5

KpyriaeIi cTon

Tema Ne2. JIoKyMeHThI H CHCTeMBI IOKYMEHTAIlHH B TAMOKeHHbIX Opr aHax.
2 IIpaktrHueckoe 3aHarHe 3. J[OKYMEHTRI H  CHCTEMEI 1,5
JIOKYMEHTAIlHH B TAMOKEeHHBIX OpraHax.
2 IIpakTHYECKOE 3aHATHE 4. IIpomecc  VHHpHKAITH 1,5
IOEeIOIIPOH3BOJCTRA.
Tema Ne3. TpedooBaHusi K 0(pOpMIEHH IO IOKYMEHTOR B TAMOJKEHHBIX OpraHax.
3 ITpaxkTHyeckoe 3aHaTHe 5. TpeOGopaHHA K O(OPMIEHHEO 1,5
JOKYMEHTOB B TaMOKEHHEBIX OpraHax.
3 IIpaxkTiyeckoe 3aHATHEe 6. BIaHKH AOKYMEHTOB TaMOKEHHBIX 1.5
OPT'aHOB.
TpeGoraHIA K TEKCTAaM CITYAKEOHBIX IOKYMEHT OB.
3 [TpakTHUeckoe 3aHATHE /7. [IpaBmia MOAr oTOBKH H O0(popMIIeHHA 1,5
OTAETEHBIX BHJIOB JIOKYMEHTOB
3 [TpaxkTtiueckoe 3aHdaTHe 8. IIpaBHma paboTel ¢ HHGpOpMAIHE 1,5 K pyTisiit cTon
OrpaHHYEHHOT0 JOCTYIa B TAMOXKEHHBIX OpTraHax
Pasznen 2. Ilopsiok JOKYMeHT00DOPOTA B TAMOKeHHBIX OpraHax
Tema Ned J[oKkyMeHT0000pPOT B TAMOXKEHHBIX OPr aH aX.
4 [TpaxkTHyeckoe 3aHATHE 9. J[OKYMEHTOOOOPOT B TaMOMKEHHBIX 1,5
OpraHax.
4 IIpaxktiyeckoe 3amarne 10. PabGora HcIomHHTedIel C 1.5
JOKYMEHTaMH H KOHTPOIE HCIIOTHEHHA.

Tema Ne5, HDpH,[[DI{ BEAJOMCTBEHHOTIO XPaHECHHA JOKYMCHTORB H OpPrami3alid HX JeJIOIPOH3IBOIOCTEA

B TaMOXKECHHLBIX OpPraHax.

5 IlpakTHueckoe 3aHarHe 11. I1IopaoK BeIOMCTBEHHOT O 1.5
XpaHeHHd JOKYMEHTOR H OpraHH3aI[HI HX JIETOIIPOH3BOJACTRA B
TAaMOKEHHBIX OpTraHax.

S [TpakTiyeckoe 3aHATHe 12. @opMirpoBaHie H o) OpMIeHHE JIeT 1,5
B TAMOXKEHHEIX OpraHax.

Paznesn 3. OpraHu3anus apxXuBHOT0 XpaHeHHS U padoThI CJIY?KO JOKYMeHTAIIHOHHOT 0 o0eclieueHHs B

TaMOKCHHBIX OPraHax

Tema Neb6. Op[‘ﬂHHEﬂHHH pﬂﬁﬂTbI BCAJOMCTBECHHOr 0 apxXipa H 3KCIHEPTH3A NEHHOCTH JOKYMCHTOB B

TAMOXKCHHBIX OpraHax

6 IIpaktiyeckoe  3aHATHEe 13,  Oprammzamua  paOoTEHI 1,5
BEJOMCTBEHHOTO apXHBa H 3KCIEPTH3a I[EHHOCTH JTOKYMEHTOB
B TaMOXEHHEIX OpraHax.

6 IIpakTHueckoe 3aHATHE 14. I[IpoBemeHIie SKCIIEPTH3a IIEHHOCTH 1,5
JOKYMEHTOB B TaMOKEHHEIX OpraHax.

6 IIpakTiHueckoe 3aHartHe 15. Oprammzamga paboTel apxXHBa 1,5
TaMOKEHHOT 0 OPraHa, ero 3aJaur 0 () YHKI[IH.

6 [TpakTiyeckoe 3aHqaTHe 16. OpraHm3amid H yueT JOKYMEHTOB 1,5

B APXHEE TAMOAKEHHOI'O OPIraHa.

Tema Ne7. Opranuzanusi padoThl CJIYKObI JOKYMeHTAIIHOHHOI'0 o0ecledeHH sl TAMOKeHHbIX OPraHoB.

! IIpakTHueckoe 3aHarHe 17. OpraHmzaigid padoThl CIYKOERL 1,5 KpyIImIi cTon
NOKYMEHTAI[OHHOI0 00ecIieueHI I TAMOKeHHBIX OPraHOB.
8 IIpakTHUECKOE 3AHATHE 18. COBEPILIEHCTEOBAHHE 1,5
IOKYMEHTO000pOTa B TAMOKEHHBIX OpraHax
HToro 3a 3 cemectp 27 6
AOKYMEHT NOANMCAH HToro 27 6
ANEKTPOHHOW NOA4NMMUCBIO
Ceptucukar:  12000002A633E3D113AD425FB50002000002A6
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Tema 1. Poab, 3HAaYeHHeE H COJIepKaHH e JeJIONPOH3BOACTRBA B TAMOKeHHbIX OpraHax.

I IpakTHueckme 3aHaTHI No 1,2

Ileaw: paccMOTpPeTh ITOHATHE, CYIIMHOCTH PONb H 3HAUEHHE JETOIPOH3BOACTBA B TAMOKEHHBIX OpPraHax,
H3YUHTE €r0 OCHOBHBIE (JYHKIHH HOPMATHBHO-IIPABOBYIO 0asy.

3ramp: OCHOBHBIE HOPMATHBHBIE H METOIHYECKHE JTOKYMEHTHI IO BOIPOCAM IIOATOTOBKH H O(OpPMIEHH I
PA3IYHOrO poAa AOKYMEHTOR (YIIPaBIeHUYECKHX, TAMOKEHHEIX H Ip.) H OpraHH3al[HH JeIOIIPOH3BOJICTBA B
TAMOKEHHOM OpraHe, BO3MOMKHOCTH HOBBIX HH(OPMAIMOHHBIX TEXHOIOTHIH, HCIIOIb3YEMBIX I
IIOJTOTOBKH, O(POPMIEHH I, IepeJaur, IIONCKAa H XpaHEHHS JTOKYMEHTHPYEMOIl HH(OPMAIHH, HOPMAaTHBHO-
MeTOJHYECKHE OCHOBBI OpraHm3aIii palboTel CIyXKOBl TOKYMEHTAI[HOHHOrO o0ecIieyeHHS TaMOKEHHBIX
OpPTaHOB.

Ymems: TIpHMEHAT: HA IIPAKTHKE OCHOBHEIE HOPMATHBHEIE H METOMHYECKHE NOKYMEHTEI IIO0 BOIIPOCAM
IIOATOTOBKH H OQOpPMIEHHI Pa3IHYHOIO PoJa MOKYMEHTOB H OpTaHH3aI[HH JelIOIPOH3BOJICTBA B
TaMOKEHHOM OpraHe.

Dopmupyemote komnemenynuu: OIIK-2 (-1, 1-4).

Axmyanstiocms memsi: Bce COTPYIHHKH TaMOKEHHBIX OPraHOB, YUACTBVIOIIHE B IIpoIeccax CO3JaHHI,
00padoTKH H HCIIONb30BAHI JOKYMEHTOB H JOKYMEHTHPOBAHHOH HH(POPMALIMH JOAKHEL JOCTATOYHO TOUHO
IIPHIEPAHUBATECA B CBOEH AEATENBHOCTH EIHHBIX TIPABHI H HOPM JOKYMEHTAI[HOHHOrO OOecIeueHHd,
IIOHHMATh POTh H 3HAYEHHE [EIOIPOH3BOJICTBA H [OKYMEHTOOOOpPOTa B OpraHH3aI[MH [IeATelhHOCTH
TaMOKEHHBIX OPraHOB POCCHII.

Teopemmueckaa =acmo: HeoOxommmo oOpaTHTh BHHMAHHE HA TO, YTO, HECMOTPA Ha BBICOKHE TEMIIbI
KOMITBIOTEPH3AIHH B padoTe TaMOKEHHBIX OPraHOB, HX HEeATEIBHOCTh ITOKAa HEBO3MOKHA Oe3 OyMaAKHOIT
NOKYMEHTAI[HH, IMHPKYIHPYIOIIEH B cdepe OCHOBHOH [eATEIBHOCTH H B IIPOIlECCE ITPHHATHI
VIIPaBIEHUECKHX PeIleHInl. /[a H IIpH ITOMHOM IIEpexojie Ha 3MEeKTPOHHBIN TOKYMEHTOOOOPOT IIpaBHIIA
oopMIEeHHA TOKYMEHTOR He CHIBFHO ITOMEHATCA. baarogapsa 4eTKO OpraHm30BaHHOMY JIEJIOIPOH3BOACTRY
PYKOBOJUTETH MOIYT B JIH0Oe BpeMd IIONYUHTh PeaTbHYH) KapTHHY [eATEIbHOCTH OpraHH3aIllHH, B
IIPOTHBHOM CIIyuae paboTa ee COTPYAHHKOB OYIeT HOCHTh XaOTHUYHBII XapaKTep.

IOpumueckasd OTBETCTBEHHOCTh 3a CO3JIaBAEMYI0 H HCIIONB3YEMYI) OOIIMECTBOM JOKYMEHTAI[HIO
paccpeqOoTOUEHA MeXKITY PAOOM OPraHOB TOCYHAPCTBEHHOH BIACTH H VIIPABIEHHSI B COOTBETCTBHH C HX
() VHKI[HOHATh HBEIMH O0M3aHHOCTAMH. DTO B IIEPBYIO odepelsb ['ocymapcTBeHHAad apXHBHAA cIyxda PoccHu u
KomureT PoccHiickoil @eiepaliiiy 110 CTaH JapTH3AIHH, METPOIOTHH H CePTH (PIHKAI[HIL.

BRIZIeNIrOT caeIyIoLe HCTOUHHKH HOPM POCCHIICKOT O JIeIOIIPON3BO/ICTRA:

1. @enmepansHenl 3akoH «O0 mH@oOpMaruu, MH@OpMaTH3aIHH H 3aIMTe HHQopMaIpm». Ne 24-@3 oT

20.02.95.

2. OcHOBH 3aKoHOIaTenscTBa P® 00 apxmeHOM goHIe. Ne 5341-1 ot (07.07.93.

Vka3 Ilpesumenra P@ or 17.03.94 Ne 552 «OO06 yrBepxmeHHH IlomoxeHmsa o0 apxXHBHOM (OH]Ie
Poccmiickoit @emeparii i I1omoKeHHA 0 TOCYIapCTBEeHH O apXHBHOM CIIyKOe.

4. OOmepoccmickiil KraccHpHKaTop yiparieHuecKoi goxkyMeHTarn OK 011-93, seemen ¢ 07.01.94.
CoBMecTHOE mocTaHoBlIeHHe OT 30.11.81 I'ockoMmTETa IO HAYKE H TeXHHKe, I occTaHmapTa H 1 TaBHOTrO
APXHBHOIO yIpaBiaeHHA «O0 yTBepAIeHHH THIIOBOTO ITONOKEHHS O BEJEHHH MeIOIIPOH3BOIACTBA IIO
IIPeFIOKEHHAM, 3adBIEHHAM H Kaxo0aM I'PakIaH B TOCYTAPCTBEHHBIX OpPraHAaX, Ha IPEMIIPHATHAX, B
VUPEKIEHHAX H OPraHH 3aI[HIx0).

6. TOCT P 6.30-97 «YHHQHIIIPpOBAHHEIE CHCTEMBI JOKYMEHTAlHMH. YHH(HIMPOBAHHAd CHCTeMAa

OpTaHI3aI[HOHH O- PACIIOP AMUTENBHON JOKYMeHTaI[HH. TpeOoraHHA K O() OPMIEHHEO JOKYMEHTOBY
7. TOCT 6.10.4-84 «llpumaHie OPHIHNUECKON CHIBI JOKYMEHTAaM Ha MAalllMHHOM HOCHTelIe H

MAIIHHOT paMME, CO3JaBAEMEIM CPeJICTBaMH BEIUH CITHTEIhHOH TeXHHKH
8. TTOCT P 51141-98 «JIenoIpoH3BOACTRBO H apXHBHOE JIEN0. TEePMIHEI H OIIPe e eHILD) .
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OCHOBHBIM JIOKYMEHTOM, PETrTaMEHTHPYIOIIHM JOKYMEHTOOOOPOT B TaMOMKEHHBIX OpraHax SABIAETCH
[Ipukaza @TC Poccum Nel331 or 9 mroma 2014 r. «O0 yTBepXAIeHHH THIIOBOH HHCTPYKI[HH IIO
IETOIPOH3BOICTBY H padoTe apXHBa B TAMOKEHHBIX opraHax PD»

Bonpocwt ona cobecedoeariia npaknurde ckoe 3ananiie Nel ;
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HuckyccuonHoie niemol 0 kpyenozo cmona. Ilpaxmiie ckoe 3ananuie Ne2:
1. Tema Kpyrioro croia «IeKTPOHHBN H TPaHIHOHHEL TIOKYMEHTOOO0P OT: ILTFOCHI H MIHYCED?
2.  CHCTeMSI 3IEKTPOHHOI O TOKYMEHT0000poTa
3. OIeKTPOHHBINH JOKYMeHTOOOOPOT B TAMOKEHHON CHCTEME
4.

PartmoHamm3amusa Jen OIIPOH3BOIOCTEA C IIPHMCHEHHEM JJICEKTPOHHOIO JTOKYMEHT 000 opoTa B
TAMOKCHHBIX OPI'aHaXx

PexoMeH JaI[HHU TI0 ITOATOTOBKE K KPYITIOMY CTOXY M €ro ITPOBeJleHHI0 JaHbI B METOIHUECKIX VKa3aHHIX
II0 CAaMOCTOATEIbHOI paboTe CTYeHTOB.

Ipaxmuueckoe 3a0arue. Padora cO CIIPAaBOYHO-IIPABOBOI CHCTeMON «TaMoOXKeHHEIE TOKYMEHTHD) IIaKeTa
IIPHEJIAQTHBIX ITporpaMM AJbTa MaKCHMyM.

1. Haiimute [Ipnkaza @TC Poccun Nel331 ot 9 nrond 2014 r. «O0 yTBep&IeHHH THIIOBOI HHCTPYKIHH 10
JETONPOM3BOACTBY H paboTe apxXHBa B TaMOKEHHBIX opraHax Pd». 3akoHcmekTHpyiite 11.4.3.11
HCcTpyKIH. HaliiTe H 3aKOHCIIEKTHPYIITe IIpaBHiIa o OpMIIeHHA IIPHIOKeHIOT K [IprHKazam.

2. Halimire H 3aKOHCIIEKTHPYVIITE Ha3BaHHA BceX akToR Kommccnn EADC 1o BopocaM OIpeneleHHd,
KOHTPOIA H KOPPEKTHPOBKH TAMOKEHHOI CTOHMOCTH BBO3HMEBIX TOBAPOB.

3. HaiiguTe H 3aKOHCIIEKTHPYITe HA3BaHHA JOKYMEHTOB PErTaMEeHTHPYIOINHX IOPSAAOK IOCTYIUIEHHS Ha
cIryA0Yy B TaMOKEeHHBIEe OPTaHEI.

JTumepamypa
1. 3mnoea, I'. B. OCHOBH JI0KYMEHTOOOOpOTAa B TAMOKEHHBIX opraHax : yued. mocobme / I'.B. Dmopa. -
CIIG. : UuaTtepmemsa, 2014 -206 c. - Ilpmn.: c. 174-205. - Bubmiorp.: ¢.171-173. - ISBN 978-5-4383-
00635-6.
2. Mumma, O. B. 3ammra KOH(QHAEHIIHATLHON HHPOpMAIHH IIPH 3IeKTPOHHOM IOKYMEHTOO0O0OpOTe
|OnekTpoHHENT pecypc] : yueObHoe mmocobme / O. B. MmuuH, 1. B. MHHHH. — DOIeKTPOH. TEKCTOBEIE
maHHele. — HorocHOHpCK : HOBOCHOHPCKIIT TOCyIapCTBEHHBIN TeXHYeckidl yHIBepcuTer, 2011 — 20
c. — 978-5-7782-1829-1.— Pexmm poctyia: http://www.iprbookshop.ru/44918.html
3. KoH(H IeHIIHATFHOE JIeTOIIPOH3BOACTBO H 3aIIHINEHHEIN IeKTPOHHBIN JOKYMEHT0000pPOT ;| VUeOHHK /
AT . ©®abpuunos, A.C. JémymumiH, T.B. Konmgparnora, H.H. Kynges. — Mockea : Jloroc, 2011. — 452 c. —
(Horas VHHBEPCHTET CKad OHOIMHOTEKA). —  Pexmm TOCTVIIA: II0  TIOJIIMCKE. —
URL: http://biblioclub.ru/index.php?page=book&1d=84996
4, http://www.customs.ru — caiiT @eJieparbHOI TaMOKEHHOI CTYKO PO
5. http://biblioclub.ru/ - YHuBepcurerckad ombamorexka ONLINE
6. http://www.iprbookshop.ru — OmekTpoHHad OHOmHoTeuHad cucTeMma «IPRbooks»
7. http://www.gdm.ru. - opHITHATEHEI CAIT [ HIIbIHI VIIPABILIFOINHX JOKYMEHTALH €M
8. http://elibrary.ru/defaultx.asp - HayuHad 3MeKTpoHHAad OHOIHOTEKa

Tema Ne2. JIoKyMeHTBI H CHCTeMbI JOKYMEHTAI[HH B TAMOKeHHBIX OpraHax.

I IpakTiuecke 3aHaTHd Ne3,4
Ifeas: M3y4YNTH IIOHATHE, (PYHKIHH H 3HAUEHHE Pa3MYHBIX TOKYMEHTOB H CHCTEM JOKYMEHTAI[HH B
TaMOKEHHBIX OpraHax.
3namp: OCHOBHBIE HOPMATHBHBEIE H METOIHYECKHE MOKYMEHTEHI IIO BOIPOCaM IIOATOTOBKH H O()OpMIEHHA
Pa3mUHOro pojia MOKYMEHTOB (VIIPaBIeHUECKHX, TAMOKEHHEBIX H JIP.) H OpraHI3aI[HH JeIOIPOH3BOICTRA B
TaMOXEHHOM OpraHe, BHJBI VIIPAaBIeHUECKHX JOKYMEHTOB, HX POIH H (YHKI[MH Ha pa3HBIX 3Talax
VIIpaBJIeHUECKOr O IpoIlecca;
Vmems: TIPHMEHATh HA IIPAKTHKE OCHOBHBIE HOPMATHBHEIE H MeTOMHUECKHE JOKYMEHTHl II0 BOIIpOcam
IIOATOTOBKH H OQOpPMIEHHSA Pa3IHYHOIO PoJa MJOKYMEHTOB H OpraHM3al(iH IelIOIPOH3BOJICTBA B
TaMOKEHHOM OpraHe, KIacCHQHIHPOBATh JOKYMEHTAIHI TaMOKEHHBIX OPraHOB, HABBIKOM COCTABIEHHA H
oopMIEHH BCeX BHOB VIIPABIIEHUECKHX JOKYMEHTOB TAMOKEHHBIX OPraHOB.
dopmupyemote komnemernyuu: OITK-2
AxmyansHocms memsl: ITIOHIMaHHE POITH H 3HAYEHHS [OKYMEHTOB M CHCTeM [JOKYMEHTAIHH B
. AOKYMEHT MNOAMNMMCAH )CCHH HIpPaeT BaXHYI0 POIk B CTAHOBIEHHH

SNEKTPOHHOW NOANMUCHIO -
| [ET Ha KauUeCTBO BERITIOITHEHHSI HM CJI}’H(EﬁI—[BIK
Ceptudukar: 12000002A633E3D113AD425FB50002000002A6
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B xXope 3aHATHA IIOMIMO TPa I OHHOr0 codece JOBAHIA, OYAeT IIPHMEHATHCA Takasd HHTepaKTHBHAL opMa
KOHTPOIA 3HAHHIT KaK OJI-orrpoc. CMBICI OIHI[-OITPOCOB B TOM, YTO HECKOILKO UEIOBEK OTBEUAROT HA OHH
BOIIPOC. BIHII-OIMPOCEI ITPOBOJATCA IS TOro, 4yroObl ITOKA3aTh pa3HooOpa3me MHEHHII II0 KaKoMY-IHOO
BOIIPOCY.

C TIOMOIIBI0 TIPeFIOAKEHHON THTepaTyPsl HeOOXOMUMO PACCMOTPETh CIIEIYIOIIE OCHOBHBIE TIOHATHA
JETOIIPOM3BOACTBA: JAOKYMEHT, HH(OPMAIRA, MOKYMEHTHPOBAHHE, AEIOIPOH3BOACTBO, PEKBH3HT, ONaHK,
HOMEHKIIATypa JelL, H ap. CTYIeHTY HeoOX0iMO o0paTHTh BHHMAHIE HA HECKOIIBKO OCHOBHBIX 3aJIay, KOTOPHIE
BHIIONHAOT JOKYMEHTHL B YIIPARIEHHH (HCTOYHHK H HOCHTEIs HH()OpPMAI[IH, CPeJCTBO YIIPARIEHHA H 00paTHOI
CBSA3H ), ITOUEPKHYTh 3HAUEHHE KAk JOi 13 3THX () VHKI[IIT JOKyMeHTa B pabore TaMOKEHHOI'O OpraHa.

JIOKyMeHTAIHA TAMOKEHHBIX OPraHOB, KaK OPraHOB HCIIOTHUTEIHLHON BIACTH HMEET PAT OCOOEHHOCTE.
Beck MacCHB JOKYMEHTOB IHPKYIIMPYEOILHX B TAMOKEHHBIX OpraHaX MOKHO pa3JAelHTh Ha [Be OONbIIIE IPYIHIILI
oOIIHe YIIpaBIeHYeCKHEe JOKYMEHTEI H CIIeI[HATbHEIE TAMOKEHHbBIE JOKYMEHTHI. KpoMe TOro, CTYIEHT JOTKEH
3HATh OCHOBHEBIE C(pephl TAMOKEHHOI'O JEIOMPOH3BOJICTBA, KOTOPEIE AEIATCA 110 HAIIPABIEHIAM JIeATeIbHOCTH
TaMOKEHHOI O OpraHa.

CYIIEeCTBYET PAJ CHCTEM JOKYMEHTAIHH, K KOTOPBHIM OTHOCATCA: CHCTEMa OPraHH 3aI[HOHHO-ITPaBOBOIT
TOKYMEHTAI[HH, CHCTEMA IUIAHOBOH MOKYMEHTAL[MH, CHCTeMAa PacIOpAMHTENbHOH JOKYMEHTAL[HH, CHCTEMA
CIIPABOUHO-HH()OPMAI[HOHHOH H  CIIPABOYHO-AHAMHTHUYECKOH  JOKYMEHTAI[HH, CHCTEMA OTYeTHOIl
JTOKYMEHTAaIlHH. B Xojie oTBeTa HEOOXOIHMMO OXapaKTePH30BATh 3TH CHCTEMBI JTOKYMEHTAI[HH, 3HATh HX
OCHOBHOE HAa3HAUEHHE H OCOOEHHOCTH.

Bce MOKYMEHTHI 110 OTpakaeMbIM B HHX BHAAM IeATEIFHOCTH [eATCA Ha JBe OOIBIIIE TI'PYIMIEL
Ileppad — 3TO HOKYMEHTHI II0 OOIMM H AJMHHHCTPATHBHEIM BOIIpOCaM, T.e. IIO BOIpPocaM OOIIEro
VIIPABIEHHA TAMOKEHHOIO OpraHa H €ro JedTeIbHOCThI0. BTopad rpymma JOKYMEHTHI II0 (PYHKI[IAM
yIpaBleHHsA. KpoMe TOro, BBEIJAEIAOT CHEAYIOINHE CXEeMBl KIacCH(PHKAIMH JIOKYMEHTOB: IIO
HAaHMEHOBAHIAM, II0 MECTY COCTABIEHHI, IO COJEepKaHHIO, 110 (opMe, II0 CPOKaM HCIIOMHEHHI, IIO
ITPOHCXOK IEHHE0, TI0 CpeACTBaM (PHKCAI[HH H OT BHIA HOCHTEN A, II0 TTaCHOCTH.

BBEIZEILAIOT CIeqyroIHe () YHKIIH, KOTOPEIE BEOIOMHAET JOKYMEHT:

¢  (QYHKIHA JOKYMEHTHPOBAHHA ITPOIECCOB, COOBITHIL, JIEMICTBHITH ()AKTOB (TTIaBHAL),

*  OTYETHO-KOHTPOIbHAA (PYHKILL

* CymeOHO-ITpaBoBad (YHKIILL

*  VUETHO-KAJIpOBasd (PYHKI[ILT,

e yueOHAA () YHKIILL,
*  (pYHKI[HA HCTOPHYECKOTO CBH/IETENHCTBA TEXHHYECKHX JOCTHKEHHI HIIH KYIIbTYPHOI I{EHHOCTH.

YHHU(QMIpPOBaHHEIE  CHCTEMBI  JOKYMEHTAI[HH - 3TO COBOKYIIHOCTH  B3aHMOYBSI3aHHBIX
VHH(HITIPOBAHHEIX (OPM JOKYMEHTOB, OOeCIIeUHBAIOIIHX JTOKYMEHTHPOBAHHOE ITPe/ICTABIeHHE TAHHBIX B
OITpeeIeHHBIX BHJIAX XO3AICTBEHHOM JIeATeTbHOCTH, CPEJICTE HX BeJeHH I, HOPMAaTHBHBIX H MeTO ITUeCKHX
MATEPHATIOB 110 HX pa3paboTKe H ITPHMEHEHHIO.

B ocHoOBe cozgaHud Y CJ IeKHT MeTO]T YHH(HKAI[NH — YCTaHOBIIeHHe eiHo00pa3ns cocTaBa H GopM
VIIpaBIeHYECKIX TOKYMEHTOB, CO3JaBaeMbIX IIPH PeIIeHHH OJHOTHIIHBIX YIIPABIeHUECKHX (PYHKIMIA H
3a7au. Pazpaborka YCJ] BelleTc s COOTBETCTB YIOIIHMH MHHHCTEPCTBAM H BeJOMCTBAMH, KOTOPEIM IIOPYUYeHA

3Ta pabora.
K cpencTteaM cOCTaBIIeHHA H H3TOTOBIEHHA AOKYMEHTOB OTHOCATCA PYUHbIE IHINYIIHE CpPeACTRa,
IMIIYIIHE MAIHHKH, CIEIHATH3HPOBAHHBIE IIPOrPAMMHBIE ITPOXYKTHL LA IIEPCOHATBHBIX

xoMIter0TepoB (IIK), mmeuararoie yerpoiictea mid [IK n HekoTopad apyrasd TeXHHKA.

IIo pacimpoCTpaHEHHOCTH CpeIH CPEICTB COCTABIEHHSI TEKCTOBHIX [OKYMEHTOB IIPHOPHTET
IIPHHAIEKHT IePCOHAMBHEIM KOMITBIOTEpPAM, a 3aTeM PYUHBIM ITHINVIIHM CpeIcTBaM. TeKCTOBEIE
PENAaKTOPE ITPe[CTABIAIOT 3HAUNTEIFHO OOIbIlle BO3MOKHOCTEH A OQOpMIEHHA TeKCTa, 4YeM
IHITYIAsd MAIFHKA. VcIIons30BaHHe II03arOIOBKOB, a03alHBIX OTCTYIIOB, YBEIHUEHHBIX ITPOOEIoB
MeXKIY CTPOKaMH TeKCTa, BEIJENEeHHEe KHPHBIM INPH(TOM, KYPCHBOM, KHPHBIM KYPCHBOM, OOBIUHBIM H
NBOITHEIM IIOMUYEPKHBAHIEM, H3MEHEHHeM pa3Mepa H THIIA IMPH@TA IO3BONAET VIVUIIHNTE BOCIIPHATHE
cogepxaHud. OHAKO HCIIONb30BAHHE B OJHOM JIOKYMEHTE OONBIIIOrO0 KOIMHUECTBA IIPHQTOBR

Pa3IMUHBIX TApHHTYP He peKOMeHAYyeTcA, TaK KaK 3aTpy[dHAeT BOCIIPHATHE COJIepXKaHHd (He CIexyeT

| AOKYMEHT MoanncAH

SNEKTPOHHOW NOANMUCHLIO Hoe ycTpoHcTEO IIK, ITO3BOILIIOINEE ITOMYUATh
|CepTudpukat; 12000002A633E3D113AD425FB50002000002A6 [IpHHTepH OGHIBAIOT TpeX THIIOB. MATpPHUHELE,
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[IpH H3rOTOBIEHHH JOKYMEHTOB IIOCTOSHHOIO H JOINTOBPEMEHHOIO CPOKOB  XpaHEHHA
HCITONIB3YIOTCA TOIBKO MAaTPHYHEIE H Ta3epHbIe IIPHHTEPHL.

OT/elbHBIe BHYTPEHHHE JJOKYMEHTHI, AaBTOPaMH KOTOPHIX ABISAIOTCA JOIKHOCTHEIE JIMIA, ITHIITYTCSA OT
PYKH (3asBIIeHHe, OOBACHHTEIbHAL 3alHCKa | T. 11.). 71 IO OTOBKH JTOKYMEHTOB MOT'YT ITPHMEHAThCA
ABTOMATH3HPOBAHHEIE TEXHOIOTHH. [IpH 3TOM co3ar0Tcs 0a3kl JaHHBIX: KOPPECIIOHIeHTOB, opM
JTOKYMEHTOB, Tpa()apeTHEIX TEKCTOB H TEKCTOBBIX 3arOTOBOK, MAIIIMHHEIE PeJAKTOPCKHE PO PaMMEL H .

Bonpocwt ona cobecedoeanuia. Tlpaxnurie ckoe 3aranuie Ne3:
JIOKyMEHTAII A TaMOKEHHBLX OPTraHOB.
CHCTeMBI JOKYMEHTALHH.
JIOKYMEHT KaK CPeICTBO YITIPABIEHIA H OOPATHOI CBA3H.
O0Ias cxeMa KIacCH(QHKAIHI IOKYMEHTOB.
OVYHKIIH JOKYMeHTa (HHPOPMAIIOHHASL, KOMMYHHKATHBHASL, ITPABOBAL H . ).
6. CmocoOrl CO3aHH I JOKYMEHTOR.
TexHIUecKHe cpeICTBA COCTABIEHIA H H3T OTOBIEHH A IOKYMEHTOB.

Al o e

-~

Bonpocot ona cobecedoeariua. Ipaknuiie ckoe 3aranmuie Nod:
1. TloHATHE YHH(PHKAIIH JIeTOIPOH3BOJICTRA.

2. 3agaud H IeTH YHH(HKAIIH JOKYMEHTOB.
3. VHH}HIMpPOBAHHBIE CHCTEMBI JOKYMEHTAI[HH.

I paxmuueckoe 3a0ariie.
3amanne 1. Ha mpeacTaBiIeHHOI cXeMe PACIONOKEHHA PEKBH3HTOB HAa ONaHKE JOKYMEHTOB TAMOKEHHBIX
OpPraHOB ITOITHIIMTE HA3BAHIA PEKBH3HTOB OOIIero repboBoro GraHka TaMOKEHHOro opraHa (Pa3maTouHsnt
MaTepHal: o0Inad cxeMa PacIoNOKeHHI PEKBH3UTOR JOKYMEHTOR TAMOKEHHBIX OPTaHOB).

3agaHie 2. Ha IMPEACTABIICHHOM CXEME PACIIOIIOREHHA PEKBEH3HTOE Ha Onanke JOKYMEHTOE TaAMOEKCHHBIX
OPIr'aHOE ITOIITHIIMHTE HASBAHHA PEEKEHIHTOR OIIaHka ITChMA TaMOKEHHOT O OpraHa (Pﬂ?l[ﬂTD"—]HI:Iﬁ MATEPHAT:
Dﬁl[[ﬂﬂ CXEMaA PACIIONONERCHHA PEKBH3HTOE JOKYMEHTOE TaMOEEHHELX DPI‘HHDB).

3aganue 3. Ha IMMPEACTABIICHHOM CXEME PACIIOIIOAREHHA PEKEH3HTOE Ha Onanke JOKYMEHTOER TAMOKCHHEIX
OPIraHOE ITOAIIHIIMHTE HAa3BaHHA PEEKBH3HT OB OnaHKa ITPHKA34 TAMOAKECHHOI' O OPI'aHa (Pﬂ?ﬂﬂTD‘ﬂ{LﬁI MATEPHAT:
Dﬁﬂ[ﬂﬂ CXEMaA PACIIOIIOAECHHA PEEKBHIHTOE JOKYVMEHTOR TaMOACHHBIX DPI‘EIHDE).

Jumepamypa
1. Omora, I'. B. OCHOBH J0KYMEHTOOOOpOTa B TAMOKEHHEIX OopraHax : yueb. mocodme / I'.B. Dmora. - CIIO.
: Uatepmemud, 2014 -206 c. - ITpun.: c. 174-205. - bubmnorp.: ¢.171-173. - ISBN 978-5-4383-00635-6.

2. Mummx, O. B. 3ampTta KOH(HIEHI[HATHHOH HHGMOPMAIHH ITPH 3IEeKTPOHHOM JOKYMEHTO0OOPOTE
|OnekTpoHHENT pecypc] : yueOGHOe mmocobme / O. B. MmmmH, 1. B. MHHHH. — DOIIeKTPOH. TeKCTOBEIE
maHHele. — HoBocHOHpCK : HOBOCHOHPCKIIT TOCYIapCcTBEHHBIN TeXHYeckidl yHmBepcuTer, 2011 — 20
c. — 978-5-7782-1829-1.— Pexmm poctyma: http://www.iprbookshop.ru/44918.html
3. KoH(H IeHI[HATFHOE ETOIIPOHM3BOICTBO H 3AIHINEHHEIN 3IIeKTPOHHBII JOKYMEHTO0000pOoT | YUeOHHK /
AT . ©®abpuunos, A.C. JémymumiH, T.B. Konmgparnora, H.H. Kynges. — Mockea : Jloroc, 2011. — 452 c. —
(Horas VHHBEPCHTET CKad OHOIHOTEKA). —  Pexmm TOCTVIIA: II0  TIOJIIICKE. —
URL: http://biblioclub.ru/index.php?page=book&id=84996
4, http://www.customs.ru — caiiT @eJieparbHOI TaMOKEHHOI CITYKOE PO
5. http://biblioclub.ru/ - Yaneepcurerckad cuonnorexka ONLINE
6. http://www.iprbookshop.ru — OnekTpoHHas GnbmioTeuHad cuctema «IPRbooks»
7. http://www.gdm.ru. - opHITHATEHEI CAIT I HIIbIHI VIIPABILIFOINHX JOKYMEHTALH €M
8. http://elibrary.ru/defaultx.asp - HayUHasA 3MeKTPOHHAd OHOIHOTEeKa

Tema 3. TpedboraHusi K 0o(pOpPMJICHH 0 JOKYMEHTOB B TAMOKeHHbIX OpraHax.
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3namsb: OCHOBHEIE HOPMATHBHEIE H METOIHYECKHE JOKYMEHTHI II0 BOIIPOCAM IIOATOTOBKH H O OPMIEHH T
Pa3UHOro pojia MOKYMEHTOB (VIIPaBIeHUECKHX, TAMOKEHHBIX H Ip.) H OpraHM3al[HH JelIONPOH3BOICTRA B
TaMOKEHHOM OpraHe, IIPaRHiIA IIOAT OTOBKH H O()OPMIIEHHA BCeX BHJIOB OPTraHH3al[H OHHO-PACIIOPA I TEIhHBIX
JIOKYMEHTOB B TAMOKEHHEIX OpraHax; TpeOOBaHNA K 0()OpPMIIEHIEO JTOKYMEHTOR B TAMOKEHHBIX OpraHax,
Ymems: TPHMEHAT: HA TPAKTHKE OCHOBHBIE HOPMATHBHEIE H METOOHUYECKHE JOKYMEHTHI IIO BOIIPOCAM
IIOATOTOBKH H OQOPMIEHHSA Pa3IHYHOIO PoOJa MAOKYMEHTOB H OpraHM3alfiii JelOIIPOH3BOJICTBA B
TAMOKEHHOM OpraHe, IIPHMEHATP Ha IIPAKTHKE HOPMATHBHEIE H METOJHUYECKHE JIOKYMEHTEHI,
pPErIaMEHTHPVIOIIHE OpraHH3aIfii padoTel C JOKYMEHTaMH, COJepKalllHMI CBeIeHHA OrpaHHYeHHOrO
PACIPOCTPaHEHHd, HCIIONb30BaTh COBPEMEHHEIE CPEICTBA CBA3H, OPraHM3al[HOHHOH H BRIUMCIHTEILHOMH
TEXHIKH IIpH paboTe ¢ JOKYMEHTaMH, B TOM YICIIE BRIOMpaTh HEOOXOIIMOE ITporpaMMHOE oOecIleueHHe
IUTH HH(OpMAIIIOHHEIE T€XHOIOTHI.

Baaodems: HAaBRIKOM COCTABIEHHSI H OPOPMIEHHI BCEX BH/OB YIIPABIEHYECKHX JOKYMEHTOB TAMOKEHHBIX
OPTaHOB.

@ opmipy emote Komnemeryae: OITK -2

AKmyansHocms memst: 3HaAHIE ITPABIII oQOpMIeHHA H paboThl ¢ pa3YHEIMH BHIAMH JOKYMEHTOR, B TOM
UClle IOKYMEHTOB COMEPAKAIMX HH(POPMAI[HIO OrPAaHHUYEHHOIO [OCTVIIA, HIpPaeT BakHYI POIL B
CTAHOBJIEHHH CIIEI[HAIHCTAa TaMOKEHHOIO [ela, T.K. HaIpAMYyK BIHAET HA KAUECTBO BBOIONMHEHHSI HM
CIIYK eOHBIX 00A3aHHOCTEI.

TEHPEHIHIIECKILH HACMbL.

[IpH moaroroBke H O(QOPMIEHHH MJOKYMEHTOB B TAaMOMKEHHBIX OpraHaX COTPYOHHKH, IIPEKIE BCETO,
PYKOBOACTBYHOTCSA THITOBOH HHCTPYKIHEH I10 AeIOIMPOH3BOACTBY H padoTe apXHBa B TAMOKEHHBIX OpraHax
P® c mmocueayroIHMH H3MeHEHH AMH, TIePeUrCIeHHBIMH BEIIIE 3aKOHAMH, HHCTPYKIHAMH H CTAaHAApPTaAMH, a
TaKke TalersaMH VHHPHIHMPOBAHHEIX (OpM TOKYMEHTOB. H3yumB TIepeuHCIeHHYH HOPMAaTHBHO-
MeTOQHYEeCKYyI0 0a3y, CTYHeHT co3HacT MiId ceOd IOMHOe ITPEACTABIEHHA O IIPaBHIAX IIOArOTOBKH H
o OpMIEHHA JOKYMEHTOB.

Kaxmpnl JOKYMEHT COCTOHT H3 OTHEIBHBEIX COCTABILIIOIMIX €r0 3JIEMEHTOB, KOTOPhIe HAa3BIBAKOTCSH
pPEKBH3HTAMH (IIOIHChH, IleYaTh, TEKCT, HA3BaHHE [OKYMeHTa H T.J.). COBOKYIIHOCTH PEKBH3HTOB,
PacIONOKEHHBIX B JIOKYMEHTE OIIpeleldeHHBIM 00pa30oM, COCTaBIAeT ero (opMyindp. I'ocyaapcTBeHHBIIN
ctaHgapt P® P 6.30-97 «YHH(HIIHpOBAaHHEIE CHCTEMBI IJOKYMeHTaIMH. CHcTeMa OpraHH3al[HOHHO-
PacCIOpPAMUTEIBHON  JOKYMEHTAI[HH». Y CTAaHABIHBAeT 29 OCHOBHBIX PEKBH3HTOB NId  IFOOBIX
VIIPABIEHUYECKHX MOKYMEHTOB. CTYHEHT HOIKEH 3HATh UTO, IIPH ITOATOTOBKE JOKYMEHTOB B TaMOKEHHBIX
OpraHax HCIIONb3YIOTCA PEKBH3HTEL OIpelielIeHHbIe THIIOBOH HHCTPYKIHEI 110 JeI0ITPOH3BOACTBY H padore
apXIBOB B TaMOKeHHBIX opraHax P® IIpnkaz ©®TC Poccum Nel331 ot 9 mrona 2014 1.

O01mnize TpeboBaHIA K 0) OPMIEHHEO PEKBH3HTOB HCIIONb3YEMBIX B TOKYMEHTAX TAMOKEHHBIX OPTaHOB H3TOKEHE]
B ITYHKTE 3.4. « TIOIOBOI HHCTPYKITHEI ITO JEIOIIPOH3BOICTBY H paboTe apXHBa B TAMOKEHHBIX OPraHaxy.

bllaHK — 3TO CTAHJAPTHBOI JmcT OyMaru, Ha KOTOpPOM OTOoOpakeHa IIOCTOAHHAS HHQopMAIA H
OTBEJIEHO MECTO JJId IIepeMEHHOI. Y CTaHOBIEHEI CIeIyIoIHe BH I OIIaHKOB: OOIMHIT OlaHK, OllaHK IHChMA,
OMaHK KOHKPETHOIO BHA JOKyMeHTa. TpeboBannd K OnaHKaM JOKYMEHTOB HCIIONb3YEMBIX B TaMOKEHHBIX
OpraHax H3JI0XKeHbI B II. 3.2.5. «THIIOBOH HHCTPYKIHEH IIO [AEIOIIPOH3BOJACTBY H paboTe apxHBa B
TaMOKEHHBIX OpraHax» (mxanee ITHCTPYKIIH).

CTyHeHT JOIKEH H3YUHTh TpeOOBaHMA K HM3TOTOBIEHHEO, Y4YeTYy, HCIIONb30BAHHIO, H XPaHEHHIO
repOOBEIX OTAaHKOB TAMOKEHHBIX OPTaHOB H3IOkKEHHbIEe B THIIOBOI HHCTPYKIHH IO JIETOIPOH3BOACTBY H
paboTe apxiBa B TAMOKEHHBIX OpraHax I1.3.3.

TexkcToM VIIpaBIeHUYECKOIO [JAOKYMEHTAa SBILIETCA BBIPAKEHHOE CpPEICTBAMH JIETTOBOIO  SA3BIKA
CoJlep/KaHHe yIIpaBIeHUeCKHX HeficTBHIl. TeKCT MOMKeH COHepKaTh JOCTOBEPHYIO H apryMeHTHPOBAHHYEO
HH() OPMAITHEO.

TexcTel OOKYMEHTOB O(OPMILIIOTCA B BHE AHKETHI, TAOIIMIBI, CBA3HOIO TeKCTa, Tpadapera HIH
coueTaHHd 3THX (opm. C TpeGOBaHHAMH K TeKCTY JOKYMEHTOB TAMOMKEHHBIX OPTaHOB CTYIEHT MOKET
O3HAaKOMUTCA B II. 3.4.15. THCTPYKI[HI.

IIpapmna odopmiaeHHd KOHKPETHBIX BHIOB  JOKYMEHTOR  (IIPHKA30B, PACIOPSKEHHI, aKTOB,
NOIKHOCTHBIX IMHMCEM, TIPOTOKOJIOB, [OKYMEHTOB K 3aCelJaHHI0 KOUIETHH) KOTOpPBIE H3JAIOTCA H
T T TS MERT NOAAWGAR T T T 3.5. «OcoBeHHOCTH ITOATOTOBKH H O(OpPMIEHIA

| SNEKTPOHHOW NOAMACKIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6

Bnapeney:  le63ayxosa TaTbAHa AnekcaHapoBHa ie IIpaxknuriecxkoe 3anamue NeJ:
HHBIX OPIrdHax.

Nencreutened: ¢ 20.08.2021 no 20.08.2022
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2. CiocoOm co3aHHd JOKYMEHTOB.

3. TexHmyecKHe cpeJACTBA COCTABIEHNA H H3TOTOBIEHHA JOKYMEHTOB.

4,  OOInRui BHIH IIOHATHE PEKBH3HTOB JOKYMEHTA.

5. OO0mpie TpeGoBaHIA K 0() OPMIEHHIO PEKBI3HTOR JIOKYMEHTA.

6. TpeGopaHIAK OIaHKaM JOKYMEHTOB.

7. TpeOGoBaHMAK TeKCTaM JJOKYMEHTOB.

8. (OCHOBAHH CO3TAHI JOKYMEHTOB B TAMOKEHHBIX OPTaHAX.

9. IIpaBmia oAroToBKH H 0)OPMIEHH OTHETEHBIX IOKYMEHTOR B TAMOKEHHBIX OpraHax.

Bonpocwt 0na cobecedoeariin no meme IIpacnurieckoe 3ananiie No6:
1.  JIOKYMeHTHI HH(OPMAIHOHHO-CIIPABOUYHON I'PYIIIEI H IIPaBHIa HX OQOPMIEHHA B TaMOKEHHOM
JEIOIIPOH3BOJICTBE.
2. OcoOeHHOCTH O()OpPMIEHI MK TYHAPOTH O JETOBOI TIePEeIH CKH.
3.  OdopmireHe IPHKA30B H PACTIOPSTK EHIIT TAaMOKEHHOT O OpraHa
4. OdopMIeHHE ITHCEM H CITyKeOHOI ITePEIHCKH B TAMOKEHHBIX OpraHax
5. OdopMiIeHHe ITOIOK EHIIT H HHCTPYKITHIL.

6. OdopmiIeHHe IIPOTOKOIIOB.
7. OdopmiieHte aKTOB H IPYTHX HH(OPMAIHOHHO-CITPABOYHBIX JIOKYMEHTOB

Hpaxknnideckue 3a0adua no meme Ilpaxkmiide cxoe 3anamiie Ne7':

3agaHue 4. Ha IMMPEACTABRIIEHHOM CXEMC PACIIONIOECHHA PEEKBH3HTOE Ha OnaHKe JOKYMEHTOR TaMOKCHHBIX
OPIraHOE IIOHITHITHTEC HA3BAHHA PEEBH3HTOE O1aHKa PACIIOPAECHHA TaMOKCHHOI'O OPI'aHa (Pﬂ?,[[ﬂTD"—H—II:Iﬁ
MaTEPHAT. Dﬁl[[ﬂﬂ CXEMaA PACIIOIIOARCHHA PEEBH3IHTOE JOKYMEHTOE TaMOKCHHBIX DPI‘EIHDB).

3aganue S. Ha IMMPEACTABIICHHOM CXEME PACIIOIIOAREHHA PEKEH3HTOE Ha Onanke JOKYMEHTOER TAMOKCHHEIX
OPIr'aHOB ITOAIIHIMMHTE HAa3BaHH A PEEBH3HT OB OnaHKa ITPHKA34 TAMOKEHHOI' O OpPI'aHa (Pﬂ?,[[ﬂTDIJHI:]fI MATEPHAT:
Dﬁﬂ[ﬂﬂ CXEMaA PACIIOIIOAECHHA PEEKBHIHTOE JOKYVMEHTOR TaMOACHHBIX DPI‘EIHDE).

3agaHHe 6. PaGoTra cO CIIpaBOYHO-IIPABOBOI CHCTeMOH «TaMoKeHHBIe JTOKYMEHTBI» ITaKeTa ITPHKIAIHBIX
mporpaMM Amsta Makcumym. Haifmure IIpnxaz @TC Poccmn or 30 oxradpa 2006 roma Nel062 «o0
oOecreueHHH Ge30IIaCHOCTH HHQOPMAIHH ITIPH HHQOPMAIHOHHOM B3aHMOJIEHCTBHH TAMOKEHHBIX OPTaHOB C
VUACTHHKAMH BHEITHEIKOHOMITUECKOH AeATeIIbHOCTH H CeTAMH OOIIErO ITONb30BAHILT). [IpoaHanm3mpyiiTe
comepxanne IlomoxeHma 1o oOecreueHHr0 Oe30ITaCHOCTH HH(OpPMALHH IIPH  HCIIOIb30BAHHH
HH(OPMAIIHOHHO-BBIUHCIIHTETbHBIX CeTell OOINEero IONb30BAHHSI B TaMOKEHHBIX OpraHax PoOCCHIICKOI
Demepaipn. Kpatko m300pa3suTe B CXeMAaTHYECKOM BHJE [IeHCTBHA II0 OOecIleyeHHr0 Oe30IIacHOCTH
HHGOPMAIIMH IIPH HCIIONb30BAHHH HH(OPMAI[HOHHO-BRIUHCIHTEIbHEIX CeTei OOIIMero IT0ONh30BAHHA B

TaMOKEHHEIX opraHax PoccHIICKOH Deaepalfii.

Huckyccuontoie niemol o kpyaiozo cmona. Ilpaxnie cxkoe 3ananmie NeS:

Tema xpyrmoro crona «IIpapmna paborsl ¢ HHPOpMAIHeH OrpaHYeHHOTO IOCTYIIa B TAMOKEHHBIX
OpraHax»

1. BHIbI orpaHHYeHHI 110 JOCTYITY K HH(OpMAIHH B TOCYAAPCTBEHHBIX OpraHax HCIIOIHH TEIBH O
BIIACTH

2. IlpaBomasg 6aza permaMeHTHPVIOINAL, padboTy ¢ HHPOPMAIHH OT PAHIUEHHOI O JJOCTYIIa B
TaMOKEHHBIX OpraHax

3. Amamn3 [Tprnkaza ©®TC Poccun Nel331 ot 9 mronsg 2014 1. «O0 yTBepK IeHIH THIIOBOH HHCTPYKI[HI
IIO JIEIOIIPOM3BOCTRY H paboTe apXHBa B TAMOKEHHBIX opraHax PO»

4, MexaHH3MBbI 3aIHTH TOKYMEHTOB ¢ HHPOPMAIHEH OrPaHHYeHHOIO JOCTYIIA B TAMOKEHHBIX
OpraHax

5. CoeeplueHcTBOBaHIE PabOTEI ¢ HH(POpMAIHEH OrpaHHYEHHOI O AOCTYIIA B TAMOKEHHBIX OpraHax

AOKYMEHT NoanmncAH
SNEKTPOHHOW NOAMUCHIO
Ceptudukar: 12000002A633E3D113AD425FBS50002000002A6

Bnapenedy: lebayxora TatbaHa AnerkcaHapogHa

2l

5IX opraHax : yue0. rmocodne / I'.B. Dmora. - CIIO.
mHorp.: ¢.171-173. - ISBN 978-5-4383-0065-6.
Nencreutened: ¢ 20.08.2021 no 20.08.2022
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2. Mummx, O. B. 3ammTta KOH(HIEHI[HATRHOH HHG(OPMAIHH IIPH 3IeKTPOHHOM JOKYMEHTO00OpOTE
[OneKkTpoHHENT pecypc| : yueGHOoe mocobme / O. B. MuuuH, 1. B. MHHHH. — 3JIeKTPOH. TEKCTOBBIE
maHHele. — HoBocHOHpCK : HOBOCHOHPCKHIT TOCYIapPCTBEHHEBIN TeXHHUeCKHiT yHIBepcuTeT, 2011 — 20
c. — 978-5-7782-1829-1.— Pexum poctyia: http://www.iprbookshop.ru/44918.html

3. KoH(H IeHIIHATFHOE JIEIOMPOH3BOACTBO H 3aAIIIIEHHBIT 3MeKTPOHHBEIT JOKYMEHTO000POT | VUeOHHK /
AT . ®abpmunop, A.C. JémyiuxuH, T.B. Konpgparioea, H.H. KyHsger. — Mockea : JIoroc, 2011. — 452 c. —
(HoBas = VHHBepCHTETCKad OHOIIHOTEKA). —  PexmM  gocTyIa: II0  TIOJIIHCKE. -
URL: http://biblioclub.ru/index.php?page=book&1d=84996

4, http://www.customs.ru — cailt ®emepaisHOIl TAaMOKEHHOI CIYAKOL PO

5. http://biblioclub.ru/ - YHueepcurerckad ombdmamoreka ONLINE

6. http://www.iprbookshop.ru — 3nekrpoHHad ouémoreurasd ciucreMa «IPRbooks»

7. http://www.gdm.ru. - opHIHATEHEN caiT I MBI VIIPABILIIOIIIX JOKYMEHTAIH el

8. http://elibrary.ru/defaultx.asp - HayyHas 3MeKTPOHHAA OHOIHOTEKA

Tema Ned JJokyMeHTO0O0POT B TAMOKEeHHbIX OpPraHaXx.

I paxknueckue 3anamua Ne9,10
I[ens: H3YUHTH MOPAAOK H IIPaBIIIa JOKYMEHTOOOOPOTA B TAMOKEHHBIX OpraHax, ero cTaJuH H 0cOOeHHOCTH
OIIEPAITHI HA KaXIOH CTaIHH.
3name: TIpaBIIIA ITOATOTOBKH H O OPMIEHH A BCEX BHIOB OPTaHH 3AI[HOHH O-PacIIOp ATHTENBHEIX JOKYMEHTOR B
TaMOKEeHHBIX OpraHax; TpeOGoBaHIA K 0)OPMIEHIE0 JOKYMEHTOB B TAMOKEHHBIX OpraHax;
Ymemsp: TIpHMeHAT:, HA IIPAaKTHKE OCHOBHBIE HOPMATHBHBIE H METOAHUYECKHE MOKYMEHTEHI II0 BOIIPOCAM
IIOATOTOBKH M O(QOpPMIEHHA Pa3IHUYHOTO poJa MJOKYMEHTOB H OpraHH3aIlMH JIeIOIIPOH3BOACTBA B
TAMOKEHHOM OpraHe, AHAIH3HPOBATh COCTOAHIE JOKYMEHTOOOOpOTa B IEIOM H COJEp/KaHHE Ero
OTHEIbHBIX CTAJTHIL;
Baaodems: HAaBRIKOM HCIIONB30BAHHA IOKYMEHTAIbHBIX HH(OPMAI[HOHHO-TIOHCKOBBIX CHCTEM, METOHKOIT
IIPOBEJIEHI A BCeX CTAINL JOKYMEHTO000pOoTa TAMOKEHHOI O OpPraHa,;
@ opmuipy emore komnemernat: OITK-2 .
Axmyanorocms memst: 3HaHIE OCOOEHHOCTEH OpraHH3aI[HI CTaIiH JOKYMEHTOOOOpOTa B TAMOKEHHEIX
OpraHax, HIPaeT Ba)KHYI0 POTh B CTAHOBIEHWH CIIEIHAIHCTAa TAMOKEHHOI O JIela, T.K. HAIIPAMYIO BIIHIET Ha
KaueCTBO BEITIOTHEHHA HM CIyXKeOHBIX oOg3aHHOCTell. OCHOBHAA IIpodpecCHOHAIBHAA eATEIbHOCTh
COIIPOBOKTAETCA OONBIMHMM KOTHYECTBOM VIIPABIEHYECKHX H OPraHH3alHOHHBIX JOKYMEHTOB, ITO3TOMY
BaXKHO ITOHHMATh KakHM oOpa3oM OHH OOpaIlaloTcAd B TaMOXKEHHOM OpraHe H KaKHe IIpaBmiIa pabOoTHI C
JOKYMEHTAMH CVIIECTB VIOT.

Teopemuueckana 4acmo:

JIBHKEHHE TOKYMEHTOB B (pefepalbHbIX OpraHax HCITOIHHTEIsHOM BIACTH C MOMEHTA HX CO3JaHHA HITH
ITOMYUYEeHH A JI0 3aBEPIIEHI A HCIIOMHEHH A HIIH OTIIPABKH 00pa3yeT JOKYMEHTOOOOPOT.

Otmen goxkyMeHTampoHHoOro olOecrmeueHnda (OJIO) TaMoKeHHOrO oOpraHa SBIIETCA I[EHTPOM
IOKYMEHT0000pOTa, HO HAa HEM [OKYMEHTOOOOpOoT He 3akaHumBaercad. OJIO TaMOMKHH TeCHO CBA3aH C
JTOKYMEHTO00OPOTOM APYIHX IOApa3ieIeH T TaMOKEHHOI O OpTaHa H apXHBOM.

HyxHO oOpaTHTh BHHMAHIE HA IIPHHI[HIEI OPraHM3aI[HH JOKYMEHTOOOOPOTA: B OpPraHH3aI[HH IOIIKEeH
CYIL[ECTBOBATh TOMBKO OIMH KaHAN ITOCTYIUIEHHSA JOKYMEHTOB, MOKYMEHT [OMKEH ITPHOBIBATH YV OJHOTO
HCIIOMHHTEN S HIIH B OTHOM ITOJpa3eleHHH TOIbKO OJHH pas.

CTYJeHT IOIKEH 3HATh, UTO ITOPANOK IPOXOXKJEHHA NOKYMEHTOB H OIlepalliil ¢ HHMH, JOTXK €H
permaMeHTHpoBaThcA WMHCTpyKIpHe, TadeneM VHHPHIIHPOBAHHBIX (DOPM TOKYMEHTOB, ITONIOKEHHAMI O
CTPYKTYPHBIX IOAPA3AENeHHIX H JOTAKHOCTHEIMH HHCTPYKI[HAMI HX PaOOTHHKOB.

JIOKYMEHTBI, IIOCTYIIAIOIHE B TAMOKEHHBIT OPraH Ha OyMaXKHBIX HOCHTEIAX, ITPOXOMAT CIIEXYIOIIHE
CTaguH. IIEpBHYHYH 0OpaboTKy, IIpeJBapHTEIbHOE PacCMOTPEHHE, PErHCTPalHi0, PacCMOTPEHHE
PYKOBOACTBOM H JOCTABILTFOTCS HCITOTHH TEILIM.

[IpeM H mepBOHAUalkHasg oOOpabdOTKa IIOCTYIIAKOIHX B TAMOXKEHHBOI OpraH JOKYMEHTOB
OCYIIECTBIIAETCA I[EHTPAH3OBAHHO OTHEIOM JOKYMEHTAI[HOHHOTO H 3aKIIOYAaeTcId B  ITPOBEPKE
IIPAaBHIIBHOCTH JIOCTABKH H I[ETOCTHOCTH BIIOKEHHII, (HKCAI[HH (QaKTa IIOCTYIUIEHHSA [TOKYMEHTa B
TAMOKEHHBIT OPTaH M IIOAr OTOBKE KOPPECIIOHIEHINNH K IIepeIaue 110 Ha3sHAUEHHIO.

AOKYMEHT NOANUCAH HCXO/I H3 OIEHKH COJepKaHHi JOKYMEHTa Ha

3NEKTPOHHOW NMOANMUCHIO
'Cepricdbukat | 12000002A633E3D113AD425FB50002000002A6 are. JIOKyMEHTHI IEPE/A0TCA PyKOBOJCTBY HIIH

'Briapeney: - le6ayxosa TaTbaHa Anekcanapoeta ind. Pe3ylIbTaThl pacCMOTPeHHA H YKa3aHHA IO
] LOBOICTEA TAMOKEHHOI'O OPI'aHAa (HJI[I DTI[EJIDB).
[eitictentenex: ¢ 20.08:2021 no20.08.2022 OJUMEIX CBeJEHHH O JOKYMEHTE B



PETHCTPALIHOHHEIE (JOPMEI (KaPTOUKH ) TPAIHI[HOHHBIM HIH aBTOMATH3HPOBAHHEIM CITOCODOM,
IIPHCBOEHHH JOKYMEHTY COOTBETCTBYIOIIETO PErHCTPAI[HOHHOIO HOMEPA H IIPOCTABIEHHH €TI0
HEIIOCPeACTBEHHO Ha JIOKYMeHTe. PerHcTpaiii ITojyiexKaT BCce CO3JArOIHecsd B TaMOXKEHHOM OpPraHe
JTOKYMEHTHI H IIOCTYIAFOIIHE OT IPYTHX OPraHH3aI[Hil H YACTHBIX JIHI]

PYKOBOJUTEIH OT/EIOB TAMOKEHHOIO OpraHa o0ecIeUHBaroT OllepaTHBHOE PacCMOTPeHHE JOKYMEHTOR,
JTOBEJIEHHE HX [0 HCIOMHHTeNel B [HeHb IIOCTYIUIEHHS, KOHTPOIbL 3a KaueCTBEHHBIM HCIIOHEHHEM
IOKYMEHTOB IIO CYII[ECTBY BOITPOCOB.

ITpH paccMOTpeHHH JOKYMEHTOB PYKOBOIUTENS OT/ENa BBRIAENAET NOKYMEHTHI, TPeOVIOIIHE CPOUHOr O
HCIIOMHEHHA. J[OKYMEHTHI, IIPHCIAHHBIE [NId COITTACOBAHHSA, PACCMATPHBAIOTCA B IIEPBYI0 OUepep.
HcnomHnTens mMonyyaeT AOKYMEHTHI B JeHb HX PETHCTPAIMH I Ha CIEXYIOIIIHI JIeHh B COOTBETCTBHH C
YKa3aHHeM PYKOBOAHTENA oTAena. CpoUuHble JOKYMEHTEI IlepeJaroTCa HeMeUIEHHO.

HcItonHeHHe AOKYMEHTA IIPeXyCMaTPHBAET:
» cOop u 06paboTky HeoOXOHMOIT HH(pOPMAIIIH,
» IOATOTOBKY IIpOeKTa JOKYMEHTA;
ero opopMIIeHHE, COITIacCOBAHIE, IIPeCTABIEHHE HAa ITOMIIHCAHHE (YTBEPAAEHHE) PYKOBOICTBOM
TaMOKEHHOI' O OpraHa.

[1eIbE0 KOHMPO/IA UCHONHEeHUA 0OKYMeHNa ABIIAeTCA 00ecIIeyeHHe CBOEBPEMEHHOI 0 H KaUeCTB EHHOT O
HCIIOTHEHH A ITIOPYYeHH T, 3a()HKCHPOBAHHEIX B JIOKYMeHTaxX. B pe3ynbTare H3yUeHHA pa3jena CTYIeHT
IO €eH 3HATh, YTO KOHTPOIIO ITOMIEKAT BCE MOKYMEHTEI, HMEROIIHE KOHKPETHOE IIOPYUYEHHE H CPOK
HCIIOTHEHH 4. KOHTPOIb OCYINECTBILIIOT PYKOBOIUTENH, OTHEN JOKYMEHTAIIHOHHOTO 00eCIIeUeHH 4,
OTBETCTBEHHBIE HCIIOHUTEIN H OTBETCTB EHHEIE 3a JEeIOIIPOH3BOACTBO B CTPYKT YPHEBIX IIOAPA3 eI €HIAX.

CTyAeHT JOIAKEH 3HATh, UTO KOHTPOIIO ITO/jIekaT BCe JOKYMEHTHI, HMEFOIIHE KOHKPETHOE IIOPYUEHH e
H CPOK HCITOTHEHHA.

OTMETHM, YTO CPOKH HCIIOMHEHHA JOKYMEHTOB HCUNCIAIOTCA B KATeHJAPHBIX JHAX ¢ JAThI IO C aHH 1
(VTBEpEAeHHA) TOKYMEHTA, a IIOCTYIIHBIIHX H3 IPYTHX OPTaHM3aI[Hil - C JATHl HX ITOCTYIUIEHH A

CpOKH HCIIONMHEHHA TOKYMEHTOB OIIPEeHEeAr0TCA PYKOBOMHTENEM, HCXOHOA H3 CPOKA, YCTAHOBIEHHOIO
OpraHH3aIfHel, HAIPAaBHBINEH MOKYMEHT, HIH B COOTBETCTBHH C IIEPEUHEM JAOKYMEHTOB, ITOIIEHKAIIHX
KOHTPOIEO 3a HCIIONHEHHEM, C YKa3aHHeM CPOKOB HCIIOMHEHHA. KOHeuHasd aara HCIIOMHEHHS YKA3BIBAETCH
B TEKCTe JOKYMEHTA HIH B PE30IOIHH PYKOBOIHTEA.

Bonpocst ona cobecedoeariua . Ilpaknuiie ckoe 3aranie Ne 9,
IToHSITHE H 0COOEHHOCTH I[DK}MEHTDD@DPDTH B TAMOMKCHHEIX OPIrdHaXx.
CopepkaHIHe CTaIi JOKYMeHT0000pOoTa B TAMOKEHHBIX OPTaHax.

Perucrpaigis JOKYMeHT OB
[TocTpoeHHe HHPOPMAITHOHHO-TIOHCKOBBIX CHCTEM B JIEJTOIPOH3BOJICTB € TAMOK EHHEIX OPTAaHOB.

B =

IIpakTHUyeckoe 3aganue. CdopMHpyiiTe CcXeMy KH3HEHHOIO I[HKIA ¥ IIPOXOKIEHHI CTajil
JTOKYMEHTO0000pO0Ta BXOJAIINETO AOKYMEHTa — IIHCEMO PETHOHATLHOIO TAMOKEHHOTO VIIpaBIeHHI Ne 19-
06/457 «llogcHeHHSI K HCIIONB30BAHHIO HHCTPYKIMH IO oxXpaHe Tpyaa». CXeMy HYAKHO O(OPMHTE C
ITOACHEHH AMH H pa300poM BcexX OIlepalfiii IIpOHCXOMAIIHX Ha TOH IUIH HHOM CTaJHH JOKYMEHTO000poTa.

Bonpocot ona cobe cedoearitia. Ilpaxnuideckoe 3arnamuie Ne 10,

[Toxcuer o0BeMa TOKYMEHTOOOOPOTA.
Pabora HCITOMTHHT el el ¢ JOKYMEHTaMH.
CPpOKH HCIIOTHEHH S JJOKYMEHTOR

4, KOHTpOIb HCIIOTHEHH I JOKYMEHTOB B TAMOAKEHHBIX OpraHax.
ITpakTHYecKkoe 3aqaHie . CHopMUPYITe CXEMY KH3HEHHOT O ITHEIA H IIPOXOK TeHII CTaIIl
JTOKYMEHT0000pOTa BHYTPEHHEr O IOKYMeHTa TaMOKHH ClyxkeOHad 3aIlicKa HauallbHIKa OT/Aella KaJpoB 110
BOITPOIY ()OPMHPOBAHH A IITATHOT O PACIIHCAHNA CTPYKTYPHBIMH IIOAPa3/IeIeHHAMI TaMOKHH. CXeMy
HYKHO 0() OPMUTE € IMOSCHEHHAMH H Pa300poM BCeX OIleparliil ITPOH CXOIAIIIX Ha TOH HIIHM HHOH CTaJHH
IOKYMEHT0000pOTa.

2 B =

OJOKYMEHT NoAarnncAH
SNEKTPOHHOW NOANMUCHIO |
Ceptudbukar: 12000002A633E3D113AD425FB50002000002A6 pd
Bnapeneti: - ' LLle6ayxosa TatbaHa AnekcaHaposHa bIX OpraHax : yue0. mmocobue / I'.B. Smopa. - CIIO.

mHorp.: ¢.171-173. - ISBN 978-5-4383-0065-6.
Nencreutened: ¢ 20.08.2021 no 20.08.2022

13



2. Mummx, O. B. 3ammTta KOH(HIEHI[HATRHOH HHG(OPMAIHH IIPH 3IeKTPOHHOM JOKYMEHTO00OpOTE
[OneKkTpoHHENT pecypc| : yueGHOoe mocobme / O. B. MuuuH, 1. B. MHHHH. — 3JIeKTPOH. TEKCTOBBIE
maHHele. — HoBocHOHpCK : HOBOCHOHPCKHIT TOCYIapPCTBEHHEBIN TeXHHUeCKHiT yHIBepcuTeT, 2011 — 20
c. — 978-5-7782-1829-1.— Pexum poctyia: http://www.iprbookshop.ru/44918.html

3. KoH(}H IeHIIHATFHOE JIETOIIPOH3BOCTBO H 3aINHINEHHEIN SeKTPOHHEII JOKYMEHTO000POT | YUeOHHK /
AT . ®abpmunop, A.C. JémyiuxuH, T.B. Konpgparioea, H.H. KyHsger. — Mockea : JIoroc, 2011. — 452 c. —
(HoBas = VHHBepCHTETCKad OHOIIHOTEKA). —  PexmM  gocTyIa: II0  TIOJIIHCKE. -
URL: http://biblioclub.ru/index.php?page=book&1d=84996

4, http://www.customs.ru — cailt ®emepaisHOIl TAaMOKEHHOI CIYAKOL PO

5. http://biblioclub.ru/ - YHuBepcurerckad ombdamoreka ONLINE

6. http://www.iprbookshop.ru — 3nekrpoHHad ouémoreurasd ciucreMa «IPRbooks»

7. http://www.gdm.ru. - opHIHATEHEN CaiT I I VIIPABILIIOIIIX JOKYMEHTAIH el

8. http://elibrary.ru/defaultx.asp - HayyHas 3MeKTPOHHAA OHOIHOTEKA

Tema NeS. Ilopaaok BeJOMCTEEHHOI 0 XpAHEHHA JOKYMEHTOR H OPraHM3anua HX JeJIONPOH3BOCTRA B
TaMOKCHHBIX OPraHax
Ipaxniveckxue 3ananua Nel 1, 12

I[ean: M3YyUNTH MOPSIOK BeJOMCTBEHHOIO XpaHEHHA JOKYMEHTOB H OpPTaHM3aIlMA HX AeIOIIPOH3BOJICTRA B
TaMOKeHHBIX OpraHax.

3ramp: OCHOBHEIE HOPMATHBHBIE H MeTOJHYEeCKHE JOKYMEHTHI II0 BOIIPOCAM IIOJTOTOBKH H O(opMIeHHS
Pa3HUHOrO Pojia JOKYMEHTOB (YIIpaBIeHUYeCKHX, TAMOKEHHBIX H JIP.) H OpraHH3aI[HH JIeIOIPOH3BOJICTBA B
TaMOKEHHOM OpraHe, BO3MOKHOCTH HOBHIX HH(POPMAIIMOHHBIX TEXHONOTMII, HCIONMb3YeMBbIX LA
IIOITOTOBKH, O() OPMIIEHH A, TlepeayuH, IIONCKA H XPaHeHHA JTOKYMEHTHPYeMOIH HH(OpMAaI[HH.

Vmems: aHATH3HPOBATh H COCTABILATE HOMEHKIATYPY [, COCTaB JOKYMEHTOB B OTJIETBHEIX [lelax,

BEIABIIATH HAPYIIEHIA B IIpaBIIaxX (OPMHPOBAHHA H 0Q)OPMIEHHA JIE.

Baadems: TexXHOIOTHEeH (QOpMIPOBAHIA H 0(DOPMIEHHA JIe]I B TAMOKEHHBIX OpraHax.

@ opmupy emore Komnemernae: OITK -2,

AKkmyaiovnocms memsbl: 3HaAHHE ITOPAAOKA BEIOMCTBEHHOTO XPaHEHHA OOKYMEHTOB H OpPraHH3alHi HX
OETOIMPON3BOJICTBA B TAMOKEHHBIX OpraHax, HIpaeT BaXkHYI0O POIF B CTAaHOBIEHHH CIIEI[HATHCTA
TaMOKEHHOTO [ela, T.K. HaIpiAMVIH BIIAeT Ha KayeCTBO BBIIMONHEHHSI MM CIYAKeOHBIX O0S3aHHOCTEI.
OcHOBHasA IpodecCHOHANRHAA JEATEIFHOCTE COIMPOBOAKAAETCA OONBIIMMM KOIHYECTBOM VIIPABIEHUYECKHX M
OpPraHM3al[HOHHBEIX OKYMEHTOB, IIO3TOMY Ba/XHO IIOHHMAaTh KakHM oO0pa3zoM OHH oOOpalllatoTcid B
TAaMOKEHHOM OpraHe, XpaHATCA H KaKHe ITpaBiiIa padoThI ¢ JOKYMEHTAMH CYIIECTBVIOT.

Teopemuueckana wacmop:
3aHATHA 110 TeMe Oy IeT IIPOBOJUTHCA B (popMe coOeceIOBaHHA.
HoMmeHKTaTypa Ael - CHCTEMATH3HPOBAHHLIT ITepeUeHb 3ar0JI0BKOB (HANMEHOBAHMIT) JIEN, 3aBOIHMEIX B
TaMOKEHHOM OpraHe, C YKa3aHHeM CPOKOB HX XpaHeHHd, O)OPMIEHHBII B YCTAHOBIEHHOM ITOPAIKE.

HoMeHKIIaTypa el npeJHasHaueHa I
» TPYIOIHPOBKH HCIIOMHEHHBIX JOKYMEHTOBR B JIena,

» CHCTeMAaTH3aI[iH H yueTa JIel,
» OIlpeJleIeHHs CPOKOB HX XpaHEHHA.

CTyAeHT JOTMKEH 3HATh, YTO HOMEHKIATypa Jel HCIIONb3YeTCA IIPH IMOCTPOEHHH HH()OPMAIHOHHO -
IIOHCKOBOI CHCTEMBI, SABIAETCSI OCHOBOH /I COCTABIEHHA OIHCEH el IIOCTOAHHOIO H BPEMEHHOIO
(cepmare 10 11eT) XpaHEeHI, B apXHBe TAMOKEHHOI O OpraHa HCIIONb3YETCA LA yueTa Jell BpeMEHHOr O (0
10 meT BKIIOUMTEIBHO) XpaHeHHA. IIOpAHOK IIOCTPOEHHA HOMEHKIATYPHI el TAaMOKEHHBIX OpraHoB
H3IIOKEHEI B 1.8 HHCTPYKIIHIL.

(I)DPMIPDBHHIIE AET - TPVIOIHPOBEKA HCIIOIIHEHHEBIX HTOKYVMEHTOE B JI€Ia B COOTBEICTEHH C
HOMEHKIATYPOH.

Jema B TaMOKeHHOM oOpraHe (OPMHPVIOTCA [eI[€EHTPalH30BaHO, T.e. B OTAelaXx H JIPYIHUX
CTTUT TIMIITTY  TTATNA D TTATATT I aw MArrrmanarrans . Ta™  I9HMAIOTCIS 1T OTRETCTREHHEIE 29
_ OOKYMEHT NoanncAH ta,
| ANEKTPOHHOM MoaNUCHIO OMHPOBAHHEM €I B TaMOAKCHHOM  OpPIraHE
\Ceprudukat: 12000002A633E3D113AD425FBS0002000002A6 HTAI[HOHHOI 0 00eCIIEUeHT .

Bnapeneu: llebayxoea TateaHa AnexkcaHapoBHa He IIpaBHIa:
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» B JeI0 IOMEIIATCA TOILKO HCIIONMHEHHBIE, ITPAaBHILHO O()OpMIEHHEIE JOKYMEHTEL B COOTBETCTBHH C
3aTOJIOBKaMH el 10 HOMEHKIIATY]E;

» TIIOMEIAI0OT BMeCTe BCe JOKYMEHTEI, OTHOCAINHECS K pa3pellleHHI0 OJHOrO BOIPOCa;, I'PYINIHPYIOTC
B JEI0 JOKYMEHTEI OJHOIO KaJIeHJAPHOTO IOoJa, 3a HCKIIUYEHHEM II€PEXOIIIIHX, VIOIOBHEIX H
JTHUYHBIX Jel;

» pasmelbHO TPYIOIHPYIOTCA B Jela JOKYMEHTHI IIOCTOSHHOIO H BPEMEHHOIO CPOKOB XpaHeHH,
MAaIlHHOT PaMMEBI  ITOMEII[AXOTCA B Jiela Ha OOIMMX OCHOBAHHAX (B COOTBETCTBHH C HOMEHKIATYPOIl
Ien).

BTopoe 3aHATHE 110 TeMe OyeT IPOBOMHUTHCA B (pOopMe HHTEPAKTHBHONH HHTEIUIEKTyalbHOIl HIPEHL.
Hcrmomp3ysd VKa3aHHVIO HIDKE IHTepaTypy H TIPHBEAEHHBIE Te3HCHI HEOOXOMIMO IIOJTOTOBHTBCA IIO
BOITPOCaM 3aHATILL

ITOMCKOBBIE CHCTEMEI (TPaJHI[HOHHBIE KapTOUHBIE H ABTOMATH3HPOBAHHBIE) CTPOATCA HA OCHOBE
PETHCTPAI[HOHHEIX KapTOyeK IIH OaHKa PErHCTPAI[IOHHBIX MaHHBIX. IIOHCK €1 OCVILECTBIAEICA IIO
HOMEHKIaType Iel. MHCTPYKIMA 10 IeIONPOH3BOACTBY H padoTe apxXHBa B TaMOKEHHBIX opraHax (1m4)
OITHCBHIBAET ITIOHCKOBEIE CHCTEMEI IO TIOKYMEHTAM B TaMOKE€HHBIX OpTaHax.

O0paboTrka HHGOPMAIHH IIPH HCIIOIh30BAHHH ABTOMATH3IHPOBAHHBIX TEXHOIOTHI JIeTOIPOH3BOICTBA
OCVILIECTBILIETCA C IIOMOINBEI0 OaHKa MAHHBIX, BKIFOUAROIIEr0 KOMIUIEKC OIIpeJeleHHBIX 0a3 TaHHBIX.
ABTOMATH3HPOBAHHENI OaHK JAaHHBIX oOeclieuyHBaeT HHQopMmalpeil o000 Bcex MOKYMEHTaxX H MeCTe HX
HAXOKIeHH A COTPYIHHKOB allllapara TaMOKEeHHOr O OpraHa IIpH IIOMOIIH BRIBOJIA HH(OPMAIIH Ha JIHCILIEN.
[Tonck HHGOpMAIHH IIPOH3BOMHUTICA HA aBTOMATH3MPOBAHHEIX pabouMX MecTaX H ITO3BONAET IIOTYUHTh
HH(QOPMALIHIO II0 BCEM IUIH HECKOIBKHM PeKBH3HTAM H TOUHOMY HAXOKIEHHIO JOKYMEHTAa B JTaHHELL
MOMEHT.

IIpH paccMOTpEHHH 3TOTO BOIIpOoca CTYIAEHT JIOILKEH Takke pacckasaTek O IIporpaMMHOM
o0ecIieueHH, IT03BOJLIIOINEM CO3MaBaTh 0a3kbl JAaHHEIX H padoTaTk C HHMI.

Ct. 139 TI'paxJaHCKOrO KOJleKca OIpeIelsdroTcd VCIOBHI, IIPH KOTOPHIX CIykeOHad U
KOMMepUecKad HH@OpMAaIHA SABIAeTCA KOMMepuecKoil TaiiHoii. [lepeueHs IJOKYMEHTOB TaMOX EHHEIX
OpPraHoOB, COAepAKaIlHX CIyXKeOHYI0 HH(OpMAaIlHIo, IOIEeKaIlyI0 3allHTe, COMEPAKHUTCA B CIIEI[HAIhHBIX
IIONIOK EHHAX H HOPMATHBHEIX JoKyMeHTax @ TC PoccHH.

[{elIbr0 OrpaHHUeHH A AOCTVIIA K HH()OPMAIHH ABILIeTCA 3allHTa CIIVKeOHOI JOKYMEHTHPOBAHHOIT
HH()OPMAIIIIH, HellpaBOMePHOe oOpallleHHe ¢ KOTOPOH MOKeT HaHeCTH Pa3IYHOro poja yirepo.

OCHOBHEI€ HAITPARIEHH A 3aIHTHI CIIVAeOHOH HH(OPMAIH H3T0KEHE B DellepalbHOM 3aKOHE
Poccmiickoii @epeparun "O06 HHGOpMAIHH, HH()OpMAaTH3aINH H 3all[HTe HH@opMaIHH", a Takke [Iprka3zax
H HHCcTpyKImax m3gaBaeMeIX OTC PoccHm.

Bonpocwr ana cobecedoearia. Ilpaknurieckoe 3aHamue Nel 1:
HomeHrmnaTypa fen: HazHayeHHe, CTPYKTYpa.
HoMeHKIIaTypa [Iell: MOopAIoK (OPMHPOBAHH .
D OopMHPOBAHHE JIeT B TAMOKEHHEIX OpraHax.
ITpaBmna opopMmiIeHHE [Ie]l B TAMOKEHHBIX OpraHax.
OIepaTHBHOE XpaHeHHe JOKYMEHTOB H JelI B TAMOKEHHEIX OpraHax.
6. AHaM3 cOCTaBa HOMEHKIATYPHL JIET TAMOKEHHOI' O OpraHa.

Al o

I paxnmuiye cxue 3a0anua. 1lIpaxnuidecxoe 3ananmie Nel 2:

3aganne 1. BaM HeoOxXomiMo HaiiTi IIpoTokonl 3acefaHI A aTTeCTALOHHON KOMHCCHH HoMmep 37-02/456.
PaccMOTpHTe HOMEHKIATYPY el TaMOKEHHOro opraHa. HazoBHTe HOMep [ela B KOTOPOM BHEI Oymere
HCKaTh 3TOT JOKyMeHT. OIHIIMHNTe CXeMy HCIIONb30BAaHHA JOKYMEHTAIBHEIX HH(OPMAIHOHHO-IIOHCKOBEIX
CHCTEM B JAHHOM ciIydae (Pa3gaTouHsli MaTepHal: HOMEHEKIATypa el TaMOKEeHHOr O opraHa).

3aganue 2. Ha ocHOBe aHam3a CTPYKTYPHI TAMOKHH H HOMEHKIATYPHL Jell 3a ITPOIILILII IePHO, COCTABhTE
HOMEHKIATYPY [Hell TaMOKEHHOIO OpraHa Ha OVIOVINI KaleHJApHBOI rof (Pa3gaTouyHBNl MaTepHAal:
HOMEHKIATypa Ael MHHepaToBOACKOI TaMOKHH, CTPYKTYPa MHHePaTOBOACKOI TaMOKHH).

3aganue 3. PaccMoTpHTe MakeT Jlella CTPYKTYPHOrO IToApasjieleHHs. IlpoaHamm3upyiTe cocTaB
JIOKYMEHTOB H IIPaBIUIBHOCTE ero odopmieHHA. BrigBHTe H OOOCHYITE HaApPYVIIEHHd B IIpaBHIax
i NOKYMEHT NOANUCAH JHAI: MAKEeTHI eI CTPYKTYPHEBIX ITOApa3aeleHHi

. SNEKTPOHHOW NOAMUCHIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu: le6ayxoea TateaHa AnekcaHgpoBHa

ypa
Nencreutened: ¢ 20.08.2021 no 20.08.2022
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1. Omoea, I'. B. OCHOBH J0KYMeHT0O000pOTa B TAMOKEHHEIX opraHax : yueb. mocodme / I'.B. Dmora. - CIIO0.
: Uatepmeud, 2014 -206 c. - ITpun.: c. 174-205. - bubmnorp.: ¢.171-173. - ISBN 978-5-4383-0065-6.

2. Muumx, O. B. 3ampTta KOH(HIEHI[HATRHOH HHG(OPMAIHH ITPH 3IeKTPOHHOM JOKYMEHTOO0OOPOTE
|OneKkTpoHHENT pecypc| : yueGHoe mocobme / O. B. MuuuH, 1. B. MHHHH. — 3JIeKTPOH. TEKCTOBBIE
maHHble. — HoBocHOHpCK : HOBOCHOHPCKHIT TOCYIAPCTBEHHBIN TeXHHUECKHIT yHIBepcHTeT, 2011 — 20
c. — 978-5-7782-1829-1.— Pexum poctyia: http://www.iprbookshop.ru/44918.html
3. KoH(H IeHITHATFHOE IeTOIIPOH3BOICTBO H 3AIHINEHHBIN 3IIeKTPOHHBII JOKYMEHTO0000pOoT | YUeOHHK /
AT . ®abpmunop, A.C. JémyiuxuH, T.B. Konmaparmosa, H.H. KyHiaer. — Mockea : JIoroc, 2011. — 452 c. —
(HoBag = VyHHBepCHTETCKasd OHOIHOTEKA). —  PexmM = pgocTyma: II0  TIOJIIHCKE. -
URL: http://biblioclub.ru/index.php?page=book&i1d=84996
4. http://www.customs.ru — caiiT @eJiepalbHOI TaMOKeHHOI CI1yKO PO
5. http://biblioclub.ru/ - Yaneepcurerckad ouonnoreka ONLINE
6. http://www.iprbookshop.ru — 3nekTpoHHad ouomoreurnad ciucreMa «[PRbooks»
7. http://www.gdm.ru. - opHIHATEHEN caiT I HIIB I YIIPABILIIOIIIX JOKYMEHTAIH el
8. http://elibrary.ru/defaultx.asp - HayUHaA 3MeKTPOHHAA OHOIHOTEeKa

Tema Nub. UpI‘HHHEHI[HH pﬂﬁﬂThI BEJOMCTBEHHOI'O APXHBA H FKCIIEPTH3IA HEHHOCTH TOKYMEHTOB B TAMOMKEe HHBIX
Opramax

Ipaxmuyeckxue 3anamua Nel 3, 14,15,16

H €1b. H3VUHTE ITOPAOOK OPraHH3aIlHH pﬂﬁDTI:I BEAOMCTECHHOI'O ApPpXHEA H IIOPAITOK JKCIIEPTH3EL IIEHHOCTH
JOKYMEHTOR B TAMOKECHHBIX OPTraHAX.

3ramp: OCHOBHBIE HOPMAaTHBHBIE H METOMHUYECKHE AOKYMEHTEI IIO BOIIPOCAM IIOATOTOBKH H OQOpPMIEHHI
PA3IYHOrO poAa JOKYMEHTOR (YIIPaBIEHUYECKHX, TAMOKEHHBIX H Ip.) H OPTaHH3AIHH JeIOIIPOH3BOJCTBA B
TAMOKEHHOM OpraHe.
Ymems: TIPOBOIHMTE 3KCIEPTH3Y IEHHOCTH JOKYMEHTOB, TOTOBHThR HX K apXHBHOMY XPaHEHHIO IIIH
VHIUTOXKEHHIO.
Baiademsp: HaBBIKOM OpPraHH3AIHH Pa0OTHI ¢ JOKYMEHTAMH B TAMOKEHHBIX OpraHax.
Dopmupyemote komnemernyuu: OIIK-2.
Axkmyansnocms mempl: SKCIEPTH3A IEHHOCTH JIOKYMEHTOB H IlepeJaya HX Ha apXHBHOE XpPaHEHHe — OJHA
M3 BaXKHENIMX 3aBepIIArINUX CTaguil JOKyMeHTOoo0OpOoTa TaMOKEHHBIX OpraHoB. OCHOBHAAd
nmpodeccHOHATFHAA HeATebHOCTh COIPOBOKIAETCA OOIBINMHMM KOMHYECTBOM  VIIPABIEHUYECKHX H
OpPTraHH3AIHOHHEIX JOKYMEHTOB, IIO3TOMY BaXHO ITOHHMATE ITOPANOK IIPOBENEHWA SKCIIEPTH3EI I[EHHOCTH
JOKYMEHTOB H OCHOBEI ITEPEJAYUN HX HA AaPXHBHOE XPaHEHHE.
Teopemuueckana wacmo:

DKcIepTH3a IeHHOCTH JOKYMEHTOR - OIPeJieleHIe HX IIEHHOCTH C I[eTb0 0TOOopa Ha ToCcyIapCcTBEHHOE
XpaHeHHe ¥ YCTAHOBIEHHS CPOKOB XPaHEHHTI OKCIEepPTH3a I[EHHOCTH [JOKYMEHTOB B TaMOXKEHHOM
VIIPAaBIE€HHH, TAMOXKHE, a TaKke TaMOKEHHOM ITOCTE CO CTATyCOM IOPHIHYECKOr O JIHI[A IIPOBOJHTC:

* B JOEIOIPOH3BOIACTEE - IIPH COCTABJICHHH HOMEHEIIATYDP HOEIL (prMIIPDBﬂI—HHI Il H IIPOBEPKE
IMPABHIIFHOCTH OTHECCHILA JOKYMCHTOE K JCIIaM, IIOATOTOBKE IEII K ITOCITEAYHINEMY XPAHCHHED,

* B apxmHBe - B IIPOIeCCE MO OTORKH JIeN K Iepeaue Ha TOCyIapCTBEHHOe XPaHEHHE.

JII opraHm3aiHH H IIPOBEJIeHHS 3KCIIePTH3HI I[eHHOCTH JOKYMEHTOB, OTOOpa HX LI Ilepellaud Ha
TrOCYAAapCTBEHHOe XpaHeHHe, a TakkKe I KOHTPOII H OKa3aHHd MeTOHYECKOH ITOMOIIM B ITPOBEeHHH
3KCIIEPTH3E] B TAMOKEHHOM OpPraHe CO3JIaeTCsA ITOCTOSHHO eHCTBYIOINAA 3KCIepTHas KoMHccHA (OK).

[ TaBHBIMH 3aJTaUaMH apXHBOB ABIIAFOTCS:
» KOMIUIEKTOBaHHe apXHBOB JIOKYMEHTAaMH, COCTAR KOTOPHIX ITpeayCMOTPEH IMOMOKEeHHAMH 00 apXHBax,
» o0ecleueHHe COXPaHHOCTH, yueTa, KauecTBa o0OpaOoOTKH, oTOOpa H HCIONHh30BAHHSA JIOKYMEHTOB,

XPpaHAIIMXCS B apXHBaX, a Tak/Ke IIOJIT OTOBKA H Tepeiada JOKYMEHTOB Ha TOCYTapCTBEHHOE XPaHEHIE;

» OCVIIeCTRIeHHe MeTOMIYeCKOrO0 PYKOBOJCTBA H ITPOBEPOK COCTOSHHS OPTaHH3aIfH JIOKYMEHTOB B

IEeTIOIIPOH3BO/ICTBE TAMOKEHHOIO OpraHa, a TakkKe apXHBHOTO Jlela H OpPraHH3aI[HH JOKYMEHTOB B

TEeTTOIIPOH3BO/ICTBE TIOJIBEJOMCTR EHHEIX TAMOKEHHBIX OPTaHOB.

Anvrimrr  Tanramrarmrry. anrarran . vnaTtraoT TTATITIATITIT gl apaTa STHX OpraHoB, OpraHH3 argnt -

! AJOKYMEHT NoarnmMcAH | .

] SNEKTPOHHOM NOAMUCHLIO , IIpH HeOoOXOTHMOCTH, JPYTHX OpraHm3amii B
| Ceprudukar: | 12000002A633E3D113AD425FB50002000002A6 B KOMIDIEKTOBAHHA apXHBOB, YTBEECPKJICHHBIMH
:| Bnapenew; Liebayxosa TateAna AnexcaygpoBHa

| AHOE H3IIO0OACHEI B I/IHCTI]}?I(I[IHI IO OpPraHH3allHH
Nencreutened: ¢ 20.08.2021 no 20.08.2022
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JETOIPOH3BOACTBA H padoTe apXHBA TaMOKEHHOIO OpraHa a Takke B IlomoxeHHH o0 apXHBHOI CiIyxOe
VIIPABIEHH A, TaMOXKHH IIH TAMOKEHHOI'0 IIOCTA CO CTAaTYCOM HOPHIHUECKOr O THITA.

B apxmBEH TaMOXEHHBIX OPraHOB IIEPEHArOTCA [ela ITOCTOAHHOTO, BpeMeHHoro (cBemue 10 Ier)
XpaHeHHd H II0 THYHOMY cOoCcTaBy. [ X mepegaua IMPOH3BOIHTCA TOMHKO ITO OITHCSM.

ITepemaua men B apXHB OCYINECTBIAETCSA ITO0 TPaHKy, COCTABIEHHOMY apXHBOM, COITIACOBAHHOMY C
PYKOBOJUTEIAMH  CTPYKTYPHEIX — IIOApA3JeNeHIIT H  VIBEPKIEHHOMY  HAUAIBHHKOM  OTJiela
NOKYMEHTAIlHOHHOro o0ecimeueHnd. IIpHeM KakIoro Aenra ITPOH3BOMHTCA 3aBeAYIOIMHM apXHBOM
(OTBETCTBEHHBIM 3a apXHB) B IIPHCYTCTBHH COTPYAHHKA, cHarollero pgeno. Ilepemauy men B apxuB
permaMeHTHPYeT MHCTPYKIIHAL.

g obecleyeHHa COXPAaHHOCTH JAOKYMEHTOB B apXHBE ITPOBOMHTCA CIIEIYIOIIMII KOMIUIEKC pador,
BEITFOUYAFOIITHI
» CO3JaHHEe ONTHMAIbHBIX YCIOBHIT XpaHeHH TOKYMEHTOB;
» pasMellleHHe JOKYMEHTOB B XpaHWIMIIAX H HX ToIoOrpadHpoBaHHE;
» coOmro/ieHIIe TTOPSAIKA BEIJJAUH JIEN H3 apXHBa;
» y4eT JOKYMEHTOB, IIPOBEPKA HX HAIYII H COCTOSHILT,
ob0ecrieueHN e (PHIHKO-XHMITUECKOH COXPAHHOCTH JJOKYMEHTOB.

KoMIUTIeEKC [OKYMEHTOB, OOpPa3yHOIIHXCA B HeATETPHOCTH TAaMOKEHHOTO OpraHa, COCTaBIgeT HX
NOKYMeHTANbHEIN ¢oHa Ilom KraccHuKaimeili MOKYMEHTOB B Ipedenax (OHAA TIOHHMAETCA HX
ITPYIOIMPOBKA H pacIoliokeHHe B (oHae. 3a eHHHITY KIAacCH(HKAIHH IIPHHIMAETCA €I HIIA XPaHEeHHd —
meno. Kimaccndukarusa JOKYMEHTOR apXiBa periTaMeHTHPYeTcs I 15.4 NHCTPYKITHH.

YueT JOKYMEHTOB B apXHBE ABIACTCA OJHHM H3 CPeACTB OOeCIIeUeHH I HX COXPAaHHOCTH H KOHTPOILA
32 X HATHUHEM. YUeTy ITO/NIeXaT Bce XPaHdIIHecd B apXHBE TOKYMEHTEI, B TOM UHCIIEe OITHCH JIell.

YUeT JOKYMEHTOB B APXHBE OCHOBBRIBAETCSA HA COOIIOIEHH IIPHHIHIIOB IEHTPATH3AI[HH H
IIPEEMCTBEHHOCTH C YUETOM JTOKYMEHTOB B JIETOIIPOM3BOJICTBE H I'OCYIAPCTB EHHOM apXHBE.

[IpaBiina yueTa JOKYMEHTOB B apXHBaX H3IOAKEHEI B II. 15.6. MHCTPYKIMH

OCHOBHBIMH  (popMaMH  HCIIOIB30BAHHA JOKYMEHTOB apXHBOB SBIAIOTCA. HH(POPMHPOBAHHE
PYKOBOJICTBA H CTPYKTYPHEIX ITOJPA3JeIeHIiI TaMOXKEHHRIX OpPraHoOB, HCIIOTHEHHE 3allPOCOB JIPYIHX
OpTaHI 3aIlHil, HCIIOTHEHHE 3aIIPOCOB COIHATRHO - IIPABOBOI 0 XapaKTepa.

JIOKYMEHTEl apXHBa, KOTOPEIE MOI'YT HAHECTH YIUepO HHTepecaM IOCyAapcTBa HIIH I'pakJaHaM, AJLd
HCIIONh30BAHH A HE IIPeJOCTABIIAIOTCA.

ApxHBHAaA CIIpaBKa - O(pHIHAIBFHO 3aBepPeHHAas CIIPpaBKa, HMERINad IPHANUYECKYIO CHIIY H COfepKalias
coolOIenne (IMOATRepAAeHHe) 00 HMEINHXCAd B JOKYMEHTAX apXHBAa CBEIEHHAX, OTHOCAIIHXCA K

IMMPpEAMETY 3alfpoca, C YEKa3aHIHEM ITOHCKOBBLX TAHHBIX TOKYMEHTORB.

Bonpocot ona cobecedoeariua. Ipaxnuiie ckoe 3arname No 13,
OKcIepTH3a I[eHHOCTH JOKYMEHTOB B TAMOKEHHBIX OpraHax.
DYHKI[HH 3KCIIePTH3EL IIeHHOCTEel JOKYMEHTOB.
3amaun 1 QYHKIHH apXHBa TAMOKEHHOT O YITPaBIeHH L, TAMOKHI, TAMOKEHHOT O IIOCTA.
Opraxmzaiua paboTH apXHea.

Bonpocot ona cobecedosariia. Ilpakmirdeckoe 3aranie No 14,
[lepenada el Ha apXHBHOE XPaHEHIE.
OOGecreueHIie COXPAaHHOCTH JOKYMEHTOB apxXHBa.
KnaccHukausa JOKyMeHTOB apXHBa.
Hcrons30BaHHe JOKYMEHTOB apXHBA.

bl

Lo =

I paxmueckue 3adanua. 1paknureckoe 3ariane Ne 1.

3aganue: PaccMmoTprTe 00pasibl pa3HYHBIX JOKYMEHTOB TaMOKEHHBIX OpraHoB. OIIpefelHTe CPOKH HX
OIlEpPAaTHBHOTO XpaHeHHd. [IpoBeuTe SKCIIEPTH3Y IEHHOCTH 3THX [OKYMeHTOB. OIpelelnTe CPOKH HX
ApXHBHOTr O XpaHeHH (Pa3IaToUHbIT MaTepHal: KOITHH JOKYMEHTOB TaMOAKEHHEBIX OPraHoB ).

Ipaxmrieckue 3aoanua. Ipaknureckoe sarianue Ne 16.

AOKYMEHT NOANMCAH TamoKeHHEIE TOKYMEHTED) IaKeTa ITPHKIATHBIX
SNEKTPOHHOW NOANANCBIO

'l CepTudurkar: 12000002A633E3D113AD425FBS50002000002A6

Bnapeneu: LWebayxoea TaTeAHa AnekcaHgposHa 4 1. «O6 YIBCPACHHH THIIOBOH HHCTPYKIIHH IIO

| { opraHax P®d». 3akoHcHeKTHpyHTEe I11.4.3.11
|QeitcTenteneH: ¢ 20.08,2021 no 20:08:2022 JMIIEHHSA IIPHIOKEHI K [ prKaszam.
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2. HailimuTe H 3aKOHCIIEKTHPYIITe Ha3BaHH I BceX akToR Kommccrnn EASC 1Mo BolrpocaM oIlpe/IelleH s,
KOHTPOIA H KOPPEKTHPOBKH TaMOKEHHOII CTOHMOCTH BBO3HMBIX TOBAPOB.

3. HaiiguTe o 3aKOHCIIEKTHPYIITE HA3BaHHA JOKYMEHTOB PerIaMeHTHPYIOINX IIOPAIOK IOCTYIUIEHHA Ha
cIryA0Yy B TaMOKEeHHBIEe OPTaHEI.

3aganue 2. CocTaBeTe CIYAKeOHOe IIHChMO-HAIlTOMHHAHHE II0 CIIeIYIOIIIM JAaHHEIM. aBTOP IMHChMAa — OTJIEN
OpTraHM3aIHi TAaMOXKEHHOr0 KOHTPOIA MHHEPATIOBOICKOI TAaMOMKHI, ITOMIIICHIBAET IHICHMO HAYAILHHK
OTZelna OpraHH3alHi TaMOKEHHOrO0 KOHTPOId MHHepalOoBOACKOH TaMOKHH — KallHTaH TaMOKEeHHOH
cryxOr1 BomoxoB HM.B.; agpecar: mipektop TOO «JIMJIEP» Cokomor A.H.. agpec: yia. OcToxkeHKa, 1.9;
Mockea; 142274; OKIIO 04956728; OI'PH 1056600849824; MHH/KTIII 2508022310/624002004. 22
[IHCEMO fABIISETCS HAIIOMHHAHHEM O TOM, YTO HEOOXOIHMMO IIPeIOCTABHTEL IOIIOIHHTEIRHEIE CBEIEHHI O
CpoKax XpaHeHHd Ha TaMOKEHHOM CKIaje TapTHH Mebernt 1o KoHTpakTy Ne25 ot 14.02.2015.

Jdumepamypa
1. Dmora, I'. B. OCHOBHI JJOKYMeHT0OOOOpOTa B TAMOKEHHEBIX opraHax : yueb. mocobue / I'.B. Smosa. - CII6.
: UaTepmemis, 2014 -206 c. - ITpm.: c. 174-205. - Bubnamorp.: ¢.171-173. - ISBN 978-5-4383-0065-6.

2. Munmma, O. B. 3ammra KOH(QHAEHI[HATLHOI HH(OpMAIHH IIPH 3IeKTPOHHOM ITOKYMEHTO0O0OpOoTe
|OnekTpoHHENT pecypc]| : yuebGHoe mmocodme / O. B. MunmH, 1. B. MHHHH. — OIEKTPOH. TEKCTOBEIE
maHHele. — HorocHOHpCK : HOBOCHOHPCKIIT TOCyIapCTBEHHBIN TeXHYeckidl yHIBepcuTer, 2011 — 20
c. — 978-5-7782-1829-1 . — Pexum poctyia: http://www.iprbookshop.ru/44918.html
3. KoH(H IeHIIHATEHOE JIETOIIPOH3BO/CTBO H 3aIlHINEHHBIH 3IeKTPOHHBIH JOKYMEHTO000POT : YUeOHHK /
AT . ©®abprunor, A.C. émyummH, T.B. Konmparnora, H.H. Kynaer. — Mockea : Jloroc, 2011. — 452 c. —
(Horas VHHBEPCHTET CKad OHOITHOTEKA). —  Pexmm TOCTVIIA: II0  TIOJIINCKE. —
URL: http://biblioclub.ru/index.php?page=book&1d=84996
4. http://www.customs.ru — caiit ®@emepaisHOIl TaMOKEHHOI CTyAKOb PO
5. http://biblioclub.ru/ - YHuBepcurerckad ombdamoreka ONLINE
6. http://www.iprbookshop.ru — SnekTpoHHasa GnbmoreuHad cuctema «IPRbooks»
7. http://www.gdm.ru. - opHIHATEHEI CaiT I I VIIPABILIIONIX JOKYMEHTAIH el
8. http://elibrary.ru/defaultx.asp - HayuHas 3MeKTPOHHAA OHOIHOTEKA

Tema 7. Op[‘ﬂHHEﬂHHH pﬂﬁﬂTLI C.]'[}"Hfﬁbl JOKYMCHTAIIHOHHOT O obDecrneueHHs TAMOKeHHBIX Opra”mos

Ipaxmuyeckoe 3ananue Nel 7

I[eas: M3YUHTH OPTraHH3AIHOHHO-ITPABOBEIE OCHOBBI PAOOTHL CIYAOBl JTOKYMEHTAIIOHHOIO OOECIIeYeHH A
TaMOKEHHEIX OPTaHOB
3nams: OCHOBHBIE HOPMATHBHEIE H METOHUYECKHE JOKYMEHTHI II0 BOIIPOCAM ITOATOTOBKH H O(OPMIEHI I
Pa3IUHOrO Pojia JOKYMEHTOR (VIIpaBIeHYECKHX, TAMOKEHHEIX H Ip.) H OPraHM3aIfiH JIelIOIIPOH3BOJICTRA B
TaMOKEHHOM OpraHe.
Yamems: peamir30BEIBATE 3aJIAUH H (PYHKIHI CIIYAOR JOKYMEHTAIMOHHOIO O0ECIIEUEHH A TAMOKEHHOI O OpraHa.
Baaodems: HaBRIKOM OpraHH3aIH PadoTHl ¢ JOKYMEHTAMH B TAMOKEHHBIX OpraHax.
Dopmupyemote komnemeryuu: OITK-2.
Axmyanonocmes memor: Clyxda JOKYMEHTAIHOHHOIO OOecCIleYeHH S TaMOKEHHOI0 OpraHa — 3TO BaKHBII
OpraHH3aIH OHHO-YIIPABIEHUECKIOT MeXaHH3M, II03TOMY BaAKHO 03HAKOMHUTCA ¢ (QYHKI[HAMI, 0013aHHOCTAMH
OpraHN3aI[HOHHBIMH OCHOBAMH PAa0OTEHI CIIVAOH JTOKYMEHTAI[HOHHOI O O0eCIIeUeHH 4.
Teopemuueckaa dacmp: 3HAUEHHE JIEIOIIPOH3BO/ICTBA B AEATEIFHOCTH OPTaHOB H opraHu3aiui ©TC PO
OIIpeAeNIeTCA eTHHCTBOM CHCTEMEI — B3aHMOCBA3LI0 H B3aHMOIEHCTEHEM B OCYIECTBIEHHH TaMOKEHHOTO
Iena H B3aHMO3aBHCHMOCTRH) TaMOKEHHOI CHCTEMEI ¢ OKPYZKAIOIIEei cpeoil — ¢ peaepalbHEIMH OpraHaMH
TOCYIApPCTBEHHOM BIAacTH CYOBeKTOB DelepallHi, pa3IHUHBIMH O0BeHHEHH AMH H CTPYKTYPaMIT
VUACTHHKOB BHEIIHE3KOHOMIUECKHX CB3EI.

B3anMoaeficTBHA BHYTPH TaMOKEHHOH CHCTEMBI H C BHEIIHHMH 3lIeMeHTaMH O0YCIABIHBAIOT BHICOKHIT
ToOKyMeHTo00O0poT. HOpHmIueckasd  COCTOATENBRHOCT:  OOparmaeMBIX  JOKYMEHTOB  OIIPEIEIAeTC

:| HAOKYMEHT MNOANMCAH MeM CTaHJAPTOB, IIPHHATHEIX HAa TePPHTOPHIL
QNIEKTPOHHOW NMoAarnncbio

]
CepTudikar:  12000002A633E3D113AD425FB50002000002A6

Bnapeneu: Lliebayxoea TaTtbAHa AnekcaHapoBHa dOecreueH (OﬂO) OCYILICCTBJIACT (IJ}TIICIHIII

. O10 gBngeTcsa CTPYKTYPHEIM IIOApA3/IeIEHHEeM
AeicreureneH: ¢ 20.08.2021/no20.08.2022 JAIIPHHKY TaMOXKEHHOI'O OpraHa.
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B cBoeii pabore oOTHEenT PYKOBOACTBYETCA HEHCTBYIOIUHM  3aKOHOAATENLCTBOM, ITPHKA3AMIL,
pacropskeHIsIMH  DeflepabHOII TaMoKkeHHON ciayx&O0b Poccmiickoit @enepammn (©TC Poccmm), 10-
TTOK EHFL IMI 0 PETHOHATEHOM TaMOKEHHOM VIIPABIEHHH, TaMOKHE, TaMOKEH
HOM ITOCT€, IIPAaBHJIAMH H MeTOMHYECKHMH YKa3aHHAMH POCCHIICKOrO apxXHBa, APYTHMH AeHCTBYIOIIHMH
HOPMATHBHBIMH, METOIYECKHMH TOKYMEHTAMH B OOIACTH AOKYMEHTAIHOHHOIO O0eCIIeUeHH A YIIP AaBIIEHH A,
IETOIPOH3BOICTBA, APXHBHOIO JIelIa H IIOIOKEHHEM 00 OT[ele.
3amaur 0 PYHEKIHH CTyAOb JOKYMEHTALIOHHOT'O OOECIIEYeHHA TAMOKEHHBIX OPTaHOB.

OcHOBHEIMH 3aJayaMi OJ[O IBIAFOTCA:

— olecIieueHne OpraHH3aIMH eTOINPOH3BOACTBA B TAMOKEHHOM OpPraHe B COOTBETCTBHH C THIIOBOI
HHCTPYKI[HEI IO JeIOIPOH3BOACTBY H paboTe apXHBa B TAMOKEHHEIX OpraHax;

— pa3paboTka, BHeIpeHHE HOBHIX TEXHOIOTHYECKHX IIPOI[eCCOB PaboThl C JOKYMEHTAMH H JOKYMEHTHOI
HH(}OpMAaIHell Ha OCHOBE HCIIONB30BAHMA CPeACTB OPTaHH3AI[HOHHON H BEIUNCIHTEILHOH TEXHHKH, B
TOM UHCIIE VIIOPAAOYEHHE COCTaBa IOKYMEHTOB H HH(OPMAIMOHHBIX IIOKA3aTeleil, COKpalleHHe HX
KOITHYECTBA H OINTHMH3AIMHI JOKYMEHT OIIOT OKOE;

— OCVIIEeCTBIEHHE KOHTPOIA 3a CBOEBPEMEHHEIM ITPOXOXKIEHHEM, HCIIOTHEHHEM H KaueCTBEeHHEIM
o OpMIIEHHEM JOKYMEHTOB, AHAIN3 HCIIOTHUTEILCKOM JIH CITHIUIHHEL,

— obecrieueHmne orOopa, yueta 141 COXPAHHOCTH TOKYMEHTOB, 00pa3yIOIHXCA B
NEATEIFHOCTH TAMOKEHHOTO OpPraHa, HX apXHBHOE XPaHEHHE, a TAaKKe OpraHH3alHd padoThl apXHBa
TAaMOKEHHOI' 0 OpraHa, 3KCIEPTHOI KOMHCCHH (OK) IO 3KCIepTH3e TOKYMEHTOB, B TOM YHCIIE
IIOJIBETOMCTB EHHEIX TaMOKEHHEIX OPTaHOB,

— OpraHM3alHd METOJHYECKOH IOMOIIH B padoTe ¢ JOKYMEHTAMH, B TOM YHCIE H ITOJBEIOMCTBEHHBIM
TAaMOKEHHEIM OpPraHaML,

— oDecreueHe pexHMA JOCTYIIA H HCIIOIH30BAHHA JOKYMEHTHOM HH()OPMAI[HH.

IIpara 1 00M3aHHOCTH COTPYIHHKOR OJ[O H3IOKEHBE B JOIKHOCTHEIX HHCTPYKIMAX H [lomoxkeHHH 00
OTJeNe.

OJ10 HaxomuTCI B TECHOM B3aHMOJIEHCTBHI CO BCEMH PYKOBOJHTENIAMH CTPYKTYPHEIX ITOApa3AeleHH
TAMOKEHHOI'0 OpraHa - IT0 BOIIPOcaM BeJIEHHT JEeIOIIPOH3BOJCTBA, OPraHH3aIlHH KOHTPOII H IIPOBEPKH
HCIIOTHEHH A, COBEPIIEHCTBOBAHHA CTIUIA H METOOB PAdOTHI € JOKYMEHTAMH, TIOAT OTOBKH H ITPeACTaBIeHHA

HeOOXOHMBIX PYKOBOJICTBY AOKYMEHTOB, HCIIOIB30BAHH A CIIyAKeOHOI HH(opMarim. KpoMme TOro cTyIeHT
JTOJIZK €H 3HAaTh 110 KaKHM BollpocaM coTpyaHHdaeT OJ1O ¢ npHaHUYecKoil ciryx0o0ii, ¢ KaJpoBoil cryx0oil, co

CIryKO0il MaTeEpHAILHO-TEXHHUECKOI0 O0eCIIeUeH A, CO CIIyKOaMI aBTOMATH3AIH TAMOKEHHOI O OpraHa.

3aHATHE 110 TeMe OyHeT IIPOBOJHILCA B (opMe OOCYXKIEHHA HOKIAZOB H THCKYCCHOHHEIX TEM.

IToaroToBKA K 3aHATHIO BKIIFOYAET:

- H3YUEHHE THTePaTyPHI,

- oTOOP BOITPOCOR I OOC VK IEHH A,

- IIOATOTOBKY JOKIIaJa H IIPe3eHTaIlHH.

JloKimaj [OOKeH cofiepkaTh KOHCTAaTHPYIOIYK0 YacTh, B KOTOpOIl o0oO3HaueHa aKTyalbHOCTH
BHIOPAHHOI TeMBI, OCHOBHYIO YACTh, PACKPHIBAFOIIYI) HAHOOIEE TOPAYHE aCIIEKTH TEMBI H 3aKIFOUHTEhHYEO
YACTE.

Luckyccuortvie memol ona kpyiozo cmona. Ilpaknuide ckoe 3ananuie Nel 7
Tema Kpyrioro crona « OpraHu3aiga padoThl CIyKOb JOKYMEHTAIOHHOTO 00ecIieUeHH A TaMOKEHHBIX
opraHoB. CoOBEepPIIEHCTBOBAHIE JJOKYMEHTO000POTA B TAMOKEHHBIX OpraHax»
1. TIpoGmeMsl TOKYMEHTAIHOHHOIO O0ecIieYeHH I qeATeTbHOCTH TAMOKHH.
2. Krnaccuguxaima (akTOpoB, BIHAIOIIHX HA POCT IOKYMEHTOOOOpPOTAa B TAMOKEHHOM OpraHe, H HX
XapaKTepPHCTHKA.
3. AHaTH3 IPHYHH POCTa COCTaBa H BHAA JOKYMEHTOB B TAMOKEHHOM OpraHe.
4. YPpOBHH ABHEKEHHA H 0OpabOTKH HH(OPMAIIH B CHCTEME YIIPABIEHIA TAMOKEHHBIX OPTAHOB.
5. Pomk H MeCTO PaHOHAIBHOIO AOKYMEHTOOOOpPOTA IIPH CO3JaHHH HH(OPMAIHOHHOH Oa3kl
KOPITOPaTHBHOI HH(POPMAITHOHHOH CHCTEMBI.

Bonpocwt ona cobecedoeariua IIpaknurie ckoe 3aHanute Nel 8
1. 3amaur H GYHKIFH CIYAOBI JOKYMEHTAIHOHHOT'O O0ECTIEUEHH T TAMOKEHHOT O OPTaHA.

AOKYMEHT MOAMNMCAH 0 00eCIIeueHH I H €€ B3aMOOTHOLIEHHA C IPYTHMIT
QNEKTPOHHOW MNOoArnMCbiO

Ceptudurkar:  12000002A633E3D113AD425FBS0002000002A6

Bnageney:  UWe6ayxoea TatbsiHa AnekcaHapoBHa 0 obecrmeyeHHS C JIPYTHMH ITOApA3/IeNeHIMA

Nencreutened: ¢ 20.08.2021 no 20.08.2022
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4, CDTP}F,II}[[]ICII OTECTCTECHHEIE 34 JEIOIIPOH3BOJICTEO B TAMOAKEHHOM OPIdHE.
J. H]_J‘EIBH H OTECTCTEEHHOCTD CJI}*]K@I:I JOKYMEHTAITHOHHOL'O oOecIIeueHH I TAMOKEHHBIX OpPIraHOB

Jumepanpa
1. Bmora, I'. B. OCHOBH JOKYyMeHT0OO0OpOTa B TAMOKEHHEBIX opraHax : yueb. mocobue / I'.B. Dmoga. - CIIG.
: Uatepmeud, 2014 -206 c. - ITpun.: c. 174-205. - bubmnorp.: ¢.171-173. - ISBN 978-5-4383-0065-6.

2. Muumx, O. B. 3ampTta KOH(HIEHI[HATRHOH HHG(OPMAIHH ITPH 3IeKTPOHHOM JOKYMEHTOO0OOPOTE
|OnekTpoHHENT pecypc| : yueGHoe mocobme / O. B. MuuuH, 1. B. MHHHH. — 3JIeKTPOH. TEKCTOBBIE
maHHele. — HoBocHOHpCK : HOBOCHOHPCKINT TOCYIaPCTBEHHBIN TeXHIYecKidl yHIBepcuTer, 2011 — 20
c. — 978-5-7782-1829-1.— Pexmnm poctyiia: http://www.iprbookshop.ru/44918.html
3. KoH(H IeHIIHATFHOE JETOITPOH3BOICTBO H 3aIIHINEHHEII 3TeKTPOHHBIT TOKYMEHTOO00POT ;| YUeOHHK /
AT . ®abpmunop, A.C. Jémyiuxun, T.B. Konpgpariora, H. H. KyHser. — Mockea : JIoroc, 2011. — 452 c. —
(HoBag = VyHHBepCHTETCKasd OHOIHOTEKA). —  PexmM = pgocTyma: II0  TIOJIIHCKE. -
URL: http://biblioclub.ru/index.php?page=book&i1d=84996
4. http://www.customs.ru — caiiT @eJiepalbHOI TaMOKeHHOI CI1yKO PO
5. http://biblioclub.ru/ - Yaneepcurerckad ouonnoreka ONLINE
6. http://www.iprbookshop.ru — 3nekTpoHHad oudmoreurHad ciucteMa «IPRbooks»
7. http://www.gdm.ru. - opHIHATEHEN caiT I HIIB I YIIPABILIIOIIIX JOKYMEHTAIH el
8. http://elibrary.ru/defaultx.asp - HayUHaA 3MeKTPOHHAA OHOIHOTEeKa
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Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6

Bnapeneu: lLlebayxoea TateAHa AnekcaHapoBHa

Nencreutened: ¢ 20.08.2021 no 20.08.2022
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COJEPKAHHE

BBEJIEHHE

1. AKTYAJIBHOCTD, IIEJIb A 3AJJAYHN MU3VYYUYEHHWSA JUCITUITJINHEI

2. OBIIASI XAPAKTEPHCTHUKA CAMOCTOSTEJBHOI PABOTEI CTYJIEHTA

IIPH U3YVHEHHWHW JUCIITAIIJINHBI

3. METOIUYECKHE PEKOMEHJAIIUH 11O U3YVIYEHHUIO TEOPETHUYECKOI'O
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BBEJEHHE

IlomHoe  ocBoeHHe  MaTepHaila VY4eOHOIO Kypca  HEBO3MOXKHO 0e3  aKTHBHOH
CaMOCTOSTEIIPHOH paldoTel  cTyAeHTa. Kak ¢Qopma y4ueOHO-BOCIIHTATEIILHOIO IIpOIlEcca,
caMocTOSTeNbHAas padoTa cTyAeHTa o0namaeT pAaIoM 0COOeHHOCTEH IT0 CPaBHEHHIO C aVIHTOPHBIMH
3AHSTH SIMIL.

Bo-TiepBEIX, caMocTOsATEeIpHASA padoTa BEIpabaThIBacT YMEHHE OPHEHTHPOBATHCSI B ITOTOKE
HH()OPMAIHH, CITOCOOHOCTh K caMO0Opa30BaHHIO H HAKOIUIEHHIO 3HAHHH.

BO-BTOPEIX, OTIHYHTEIILHOH YEPTOH CaMOCTOSTEJIbHOH PaloTHl SBIISIETCS €€  SPKO
BBIpaKEHHBIH HHANBHAYVAILHBEIH XapakTep. CaMocTosTelbHas paboTa — BTO BaKHeHINasg Qopma
CaMOBBIPaKEeHH A THYHOCTH, ITPOSIBJIIEHHE €€ MHIHBHIYaJIBHBIX BO3MOKHOCTEH H UepT. B mpolecce
CaMOCTOSTEIIBHOH Pa0OThI PaCKPHIBAKOTCS CIIOCOOHOCTH YelIOBeKa, (POPMHPYIOTCS er0 KauecTBa Kak
TBOPUYECKOH JIMYHOCTH.

B INoAroTOBKE CIIEIMAIICTOB TAMOMXKEHHOIO JIEIa CAMOCTOSATEIbHAS padoTa HIPAaeT 0COOYIO
POJIb, TAK KaK IT03BOJSET IIPHOOPECTH HE TOIBKO 3HAHISA, HO H BaKHEHIIIE HABBIKH OCMBICIIEHHS H
aHaIM3a IIOCTOSHHO MeH SFOIIEHN CS SKOHOMHUKO-TIOJIMTHYECKOH CHTYaI[HH.

[lenb caMocTOSATENBHON PadOoTHl CTYAEHTOB — C IIOMOIIBI OIMHCAHHBEIX B METOIHYECKHX
YKa3aHHSAX METOAHK CaMOCTOSTEIILHO H B TIOJIHOH MEPE OCBOMTH YUEOHBIH KYPC IHCIMIUTHHEI
«OCHOBBI JIOKYMEHTOOOOPOTA B TAMOXKEHHEIX OpraHax». CamMocTosrelbHas padoTa CTYIEHTOB B
paMKax JUCIMIUINHEL HMEET 3aJauH:

—IIOBBIIIATh YPOBEHh ITPO(PECCHOHAIIBPHEIX 3HAHHI, Pealli3ys CIIELHAIBHEIE CPeJcTBa H
METOJBI TIOJTYYEHH I HOBOI'O 3HAHH T,

—HCIIOJIB30BATh MIPHOOPETEHHEBIE 3HAHNUSI H YMEHH S B IIPAKTHUECKOH JIESITEIbHOCTH,

—aHAJIM3HPOBAaTh H HCIIOIb30BaTh Pa3INMYHbIE HCTOYHHKH HH(OPMAaIIH,

—IIPHMEHSITh METOJBI cOOpa H aHalM3a HHQOPMAIHH IS IIPHHSATHS YIIPaBIeHYECKHX
pereHui H 0()OpPMIIEHHS HX B JJOKYMEHTAI[HIO.

OcHOBHasI 3ajlaya BBICIIEr0 0Opa30BaHHS 3aKIIOYaeTCsI B (POPMHPOBAHHH TBOPYECKOI
TIMYHOCTH CITEI[HACTa, CIIOCOOHOIO K CaMOPasBHTHIO, CaMOOOpa3OBaHHIO, HHHOBAI[HOHHOH
HeSTENIbHOCTH. PellleHHe 3TOH 3aauyd BpPSI M BO3MOJKHO TOJIBKO ITYVTEM IlEpelayHl 3HAHHI B
TOTOBOM BHe OT ITperofaBareld K CTyaeHTy. HeoOxXommmo IepeBecTH CTYAEHTa M3 ITaCCHBHOIO
MOTPpeOHTENSA 3HAHHH B AaKTHBHOIO HMX TBOpPIA, YMEIOMIEro CQOPMYIHpPOBaTh IIpolOIeMy,
IPOAHAIIM3HPOBATE IIYTH €€ PelleHHsd, HauTH OITHMAIbHEIH pe3yiIbTaT M J0Ka3aTh €ro
IIPaBHIIBHOCTh. B 3TOM IJIaHEe clIeqyeT IMpPH3HaATh, UTO caMOCTOsATeNnbHas padoTa cTyaeHToB (CPC)
SIBILIETCS HE IPOCTO BaKHOH OpMOH 00pa30BaTEIbHOIO IIPOIECCa, a JOIDKHA CTaTh M0 OCHOBOM.

CamocTosTenbHas padoTa CTyIeHTa - 3TO Jr00as AeATelIbHOCTh, CBSI3aHHAS C BOCIIHMTAHHEM
MBIIIIIEHHS OyAyInero mpodeccHoHana. JIFoOoH BHI 3aHSATHH, CO3JAIOINHH YCIOBHS JUIS
3aPOKIECHUS CaMOCTOSTEIIbHOM MBICIH, II0O3HABAaTEIIbHOH AaKTHBHOCTH CTYJEHTA CBSI3aH C
CAMOCTOSTEIIFHON paboToOH. B IIHPOKOM CMEBICIIE IIOJ CaMOCTOSTEIIBHOH PpabOTOH CIIEAYET
IIOHIMAaTh COBOKYITHOCTEH BCEH CaMOCTOSTEIHFHON AEITEIILHOCTH KaK B YUEOHOH ayIHTOPHH, TaK H
BHE €€, B KOHTAKTe C IIPEIOfaBaTelIEM H B €r0 OTCYTCTBHH.

CaMocTOosTelIbHASA padoTa peam3yeTcs B CIEAVIOIINX BHIAX:

1. HemmocpeacTBeHHO B Ipollecce ayAHUTOPHBIX 3aHATHII - Ha JIEKIHSX, ITPAKTHYECKHX H

[NOKYMEHT MOJNMWUCAH
SNEKTPOHHOMU MNOANUCHIO ACITHCAHN S - Ha KOHCYIbTALMSIX 110 YUeOHBIM

|Ceprucpukar:  12000002A633E3D113AD425FB50002000002A6 .
ROURACAM, RicbiGad RODE A ak b HAALMH 330/DKEHHOCTEN, IIPH BBITIOITHEHHH

]
Nencreutened: ¢ 20.08.2021 no 20.08.2022



3. B Oubmioreke, qoma, Ha Kadeape IMPH BBOIOITHEHHH CTYAEHTOM Y4eOHBIX H TBOPYECKHX
3a]1au.

['paHHiel MeXAy BSTHMH BHIaMH PaboT JOCTAaTOYHO PasMBITBI, a CaMH  BHIEI
CaMOCTOSTEIBHOI PabOTHI IePeceKat0TC .

PaccMarpuBass BOIIPOCEI CaMOCTOSTEIBHOM pPabOThl CTYAEHTOB, OCOOYIO POJIb OTBOJIST
BHeayIUTOPHOH pabore. ClaeayeT OTMETHTB, YTO JJISI aKTHBHOI'O OBJIAJEHHS 3HAHHSAMH B IIPOIECCe
AYAUTOPHOH PpadoThl HEOOXOAHMO, II0 KpaHHEH Mepe, IOHHMMaHHe Y4eOHOro MarepHala, a
HanOoIee ONTHMAIBHO - TBOPYECKOE €TI0 BOCITPHSTHE.

[Tpu m3ydyernu auciiimumael CPC qoImKHA IIPEACTABIAThE €QUHCTBO TPEX B3aHMOCBSI3aHHBIX
dopM:

1. BHeayauTopHas caMocToATelbHAas padora,
2. AymuTOpHasl caMOCTOSTelIbHas padoTra, KOTOpas OCVIIECTBIIIETCS IO HETTOCPEACTBEHHBIM
PYKOBOJCTBOM ITPEIOgaBaTENd,

3. TEGP‘IECKEIH: B TOM HHCJIC HAYIHO-HCCIICHOBATCIIbCKAA pﬂﬁﬂTﬂ.

AOKYMEHT NoanmncAH
SNEKTPOHHOW NOAMUCHIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6
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1. AKTYAJIBHOCTB, IIEJIb U 3AJTAYH U3YYEHUA JJUCITUITJIMHEI

Peammzaid (YHKI[IIT TAMOXEHHBIX OPTraHOB CBA3aHa C O(OPMIEHHEM [IOKYMEHTAI[HH Ha OyMaXHOM H
3JeKTPOHHOM HocHTele. HecMOTpA Ha BEICOKHE TeMIIBI KOMITbIOTEPH3aI[MH B paboTe OpraHH3alfiii, HX
IEeATEeIbHOCTE TI0Ka HEBO3MOKHA 0e3 OrpOMHOIO KOMHYeCcTBa OyMaKHON JOKYMEHTAI[HH, ITHPKYIHPYIOIIeil
B cdepe IIPOH3BOJCTRA HIH B ITPOIeCCe IIPHHATHS VIIPABIEHUYECKIX PeIeH .

brarogaps 4eTKO OPraHH30BAHHOMY EIIOIIPOH3BOJICTBY PYKOBOIHTEIHM MOILYT B JTH00e BpeMd
IIOMYYHTE PEABHYI0 KapTHHY JIeATEIbHOCTH OpraHH3al[HH, B IIPOTHBHOM CIyuae padoTa ee COTPYIHHKOB H
BCE MabHellee e€ pa3BUTHe OyIeT HOCHTh XaOTHYHBIT XapaKTep.

TamoxeHHEIe OpraHbl PoccHHCKOH @efeparui ABILTFOTCA €THHOH CHCTEMOM, JedTeIEHOCTE KOT OPOil
O0azmpvercd Ha OOIMHX CHCTEMHBIX ITPHHIIIIAX. IIETIOCTHOCTH, CTPYKTYPHOCTH, HePapXHUHOCTH,
B3aHMO3aBHCHMOCTH C OKPYAKAIIEH COIHAILHOH cpeioil. OTHOIIEHH I MeXK Ty TaMOKEHHBIMH OpPr aHAMH
H OpTaHH3aI[HAMH, YUYACTHHKAMH BHEIIHEeIKOHOMHYECKOH JeAT eI HOCTH, APYTHMH I'OCYIapCTBEHHBIMH
OpraHaMH H OpraHH3aIfAMH CTPOATCA IIOCPeICTBOM 00OMeHa KOPPeCIIOH IeHIH eil, OpraHH3aIfiOHHO -
PacIIOpATHTEIBHOH TOKYMEHTAIHE H HHEIMH BHIAMH JOKYMEHTOB.

Onpaprapime ce0d Ha IIPaKTHKE palloOHATbEHEIE (QOPMEI H METOIOEl CO3JaHHA H 00paboTKH
JIOKYMEHTOB MOT'YT OBIThH JOBEJEHBI A0 YPOBHA OOIIeil HOPMBI JHIb IIPH YCIOBHH, UTO BCE YUACTBYIOIIIE B
ITpoIeccax CO3MaHHg, oOpaloTKH H HCIIONL30BAHHA JOKYMEHTOB H JIOKYMEHTHOH HH(pOpMAINH OyIyT
JOCTAaTOUYHO TOUHO IIPHAECPKHBATECA B CBOEH JIEATETPHOCTH 3THX €QHHBIX TIIPAaBHI H HOPM
TOKYMEHTAI[HOHHOIO 00eCIIeUeHH .

AKTYaIbHOCTh H3YUEHH S JHCIHIUIHHEL CTYAEHTAMH CIIEIHAIBHOCTH « T aMOKEHHOE JAeI0» CBA3aHa C
TeM, YTO B TaMOKEHHBIX OpraHax HJET HeIpephlBHAd paboTa C Pa3IHUHBIMH JOKYMEHTAMH Kak
VIIPAaBIEHUYECKOTO0, TaK M CIEIH(HUECKOr0 TaMOKEHHOrO TOIKA, IT0O3TOMY OVIVIIMII CIEI[HaIICT
TaMOKEHHOI O Jelia 00513aH 3HATh VHH(HIPOBAHHEIE IIPABIUIa 0(pOpMIEHHI H PaOOTHI C JOKYMEHTAMH.

I[envro M3YUEeHN QUCIHIUIHHBI ABIIAETCA 3HAKOMCTBO OOYUAROIIHXCA C CHCTEMOI HaYUHBIX 3HAHIIL, a
TAK/KE€ METONOB H CPEJICTB, HeOOXOMHMEIX [IA OpTaHH3aIlHH AOKYMEHTAI[HOHHOIO H HH(OPMAIHOHHOIO
o0ecIieueHN JIeATeIh HOCTH TaMOKEHHEIX OPTaHOB.

OcHogHbIMU 3adadamu Kypca SBILTIOTCA IIPHOOpeTeHHe CTYAEHTAaMH 3HAHHII B TaKHX 00IacTiaX, Kak
IOKYMEHTHPOBAaHHe, HH(QOPMAI[HOHHEIE CHCTEMBI, TeOpHA VIIPAaBIEHHS, apxXHBHpPOBaHHEe H  [Ip.,
HeOOXOIHMBIX JIS OPTaHH3aI[HH IOKYMEHTAI[HOHHOrO O0ecIleueHH I JeATelbHOCTH TaMOKEHHOIO OpraHa B
I[e]IOM (KaK TPaJHI[HOHHBIM CIIOCOOOM, TakK H C HCIIOIb30BAaHHEM HOBHIX HH(POPMAITHOHHBIX TEXHOIOIHIT),
OpraHHI3alHi JOKYMEHTO000pOoTa KOHKPETHOT O JOIKHOCTHOIO JIHI[A, a TaKAKe IMIPHOOpeTe I ITPaKTHIECKHX
HABRIKOB ITO IIOATOTOBKE H OpPTraHH3aIfMH HCIIONMHEHHT Pa3IHUHOIO Ppoja HAOKYMEHTOB, ITPOBEIEHHIO
SKCIIEPTH3EI IEHHOCTH JOKYMEHTOB, HCIIOIB30BAHHIO JOKYMEHTATBHEIX IIOHCKOBEIX CHCTEM, CPEICTB
BEIUHCIIHTEIRPHOH H OPTTEXHUKH B IIPOIIECCE CO3AHHA H YIIPABIEHHA JIOKYMEHTAMH.

Hiyuernue 0uCHUNILHBL ROMOZAEM CPOPMUPOEAND YV CHIY0 eHIMG Cledyroniiie npogeccluoHalvrble
KOMREemeHy .

Kom, opmymipoBka Kop, popmynHpoBKka [TnaHHpyeMble pe3yIbTaThl 00y YeHHA 10 JHCLHILUTHHE
KOMIIETEHLHH HHIHKATOpa (MOJYII0), XapaKTepH3VIOIHE 3Tarbl (pOpMHpP OBaHHA
KOMIIETeHLIHI, HHIHKAaTOpP OB
OIK-2. CnocoGen | IT0-2omc> OcymecTsiser ¢60p, | Ocpom OCHOBHEIE HOPMATHBHEIE H
OCYILIECTBIIATh c6op, | XpaHeHHe, [PpeoOpasoBaHHE H | pjeToMHUECKHE A CTIEKTEI IIOJT OTOBKH I
00paboTky, aHaIlH3 | repegavy TaHHbBIX C

opopMIIeHHSA Pa3IHYHOTO PoOJa JOKYMEHTOB

AdHHbBIX A CIICHHA | HCITOJ B3 OBAHHCM CETCBbIX
A UL P N (VIIpaBIeHYeCKHX, TaMOXKEHHBIX H [Ip.) H
l'IdeJE:CCHDHH.]'IhHhIK KOMIIBHOTCPHBIX TCEXHOJIOTHH H
.. | OPTraHH3AITHH OEIOIIPOH3BOICTEA B TaMOEKCHHOM
3ajla4y, HH(OpMHp OBaHHA | OCHOBHBIX TpeOdoBaHHIT _
OPraHOB Pﬂ-Id)DpMﬂLHiDPHiGﬁ OpraHe, IIPHMEHICT IIPHHITHIIEI H CPEICTEA
mcyﬂapcmemmﬁ BIacTH | 6e3o0macHocT SAaIlTHThI I]]-Iq]DpMElI_HIII B TAMOACHHBIX OpPI'aHax
H GSH_IECTEH HAa OCHORE ITPH pﬂﬁDTE C HOKYVMEHTAMI ¢ HCITOJIb30BaHHEM
Pﬂ-I(I)DpMﬂL[HDI—]I—IGﬁ H CETCBBIX KOMIIBIOTCPHBIX 'I‘EKHD.]'IDFHﬁ; ITOHHMAET
OHOMmHorp agHuYecKoH 0COOEHHOCTH OpraHH3aI i H CTa/IHH
JORIETYPE] NOKYMEHT NOAMUCAH MOKYMEHTOo000poTa B TaMOXKEHHBIX OpraHax;
] ANEKTPOHHOM NOANMUCHIO crroco0eH TIOATOTOBHTE H O(OPMHTE BCe BHIIEI
:'Cepmctmwa'rf 12000002A633E3D113AD425FB50002000002A6 OpTaHH3aIHOHHO-PACIIOPATHT ETEHBIX
fBﬂEI,EI,EﬂEL.If LLIEEE‘_‘,"KGEEI TateAHa .ﬂxﬂEHEEIH,D,p'DEHa ,HDK}MEHTDB B TaAMOEEeHHEIX DPFHHHK C
HCTTOJIb3 0B aHHEM CETCBbBIX KOMITBIOTEPHBIX
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OCHOBHBIX  TpeboBaHHI TEXHOJIOTHIA,

HH(popMaLIHOHHOI

6€3 0racHOCTH. T-4omn-2 ITpumensier | OCBOINI BH/BI VIIPABIEHYECKHX JOKYMEHTOB,
cOBpeMeHHbIe HH()OPMAIHOHHBIE | [TOHHMAET HX POIH H (PYHKIHH Ha pa3HBIX 3Talax
TEXHOJIOTHH — UId - PEIlieHHA | yrpaRIeHYecKor o ITpolecca; HCIIONB3YET
CTadnapTHbIx 3a7la | po3MOKHOCTH HOBBIX HH)OpMAITHOHHBIX

ocheccHOHATbHOH i}
pog TeXHONOIHIl 1 IIOATOTOBKH, O(OpPMIEHHH,
IeATETBHOCTH H
Iepeaaumd, IIOHCKA H XpaHeHH g

HH(}OpPMHp OBaHHA OpraHoB . _
rocygapcTBeHHoi  Bmacty 1 | AOKYMEHTHPYEMOIH HH(OpMAIHH;, aHAIH3HPYET

oBI eCTRA. COCTOAHHE JOKyMeHTooOOpoTa B IEIOM H
COollep&AaHHe ero OTHelNbHBIX CTaHil, OCBOII
MTOPAIOK BETOMCTBEHHOI O XpaHEeHH I JOKYMEHTOB
H OpraHH3ali HX [JIelOIPOH3BOICTBA B
TaMOKEHHBIX oOpraHax (HOMeHKJIaTypa [ell,
(opMIpOBaHHE ell, O(QOpMIEHHS Mdel), 3HaeT
OCHOBHl apXHBHOTO XpaHeHHA JIOKYMeHTAaI[IHH
TaMOKEHHBIX OPraHOB, OCBOWI HOpPMAaTHBHO-
METOHUeCKHEe OCHOBBRl OpraHH3aI[H CIYAKOBI
JNOKYMEHTAI[HOHHOT O O0ecIleyeHH TaMOKeHHBIX
OpPTaHOB.

2. OBIIIASYI XAPAKTEPUCTHKA CAMOCTOSTEJBHOII PABEOTHI CTYJIEHTA ITPH
N3YUYEHHHU JUCITHITJINHBI

Buipl BHeayAUTOPHOH CaMOCTOATENbHOH pafoThl CTYEHTOB, HCIIONb3yeMblE B paMKax JaHHOTO Kypca
JHCL{HTUTHHBI CJIE]Ty IO LIHE:
e 1I0J00p M H3yUeHHe H KOHCIIEKTHPOBAaHHE IHTePaTYPHEIX HCTOUHHKOB,
* IIOJrOTOBKA K co0eceJOBAHHIO;
® IIOJrOTOBKA K BRIITOITHEHHIO ITPaKTHYEeCKHX 3 TaHIil;
® IIOJrOTOBKA K KPYITIOMY CTOIY.
AyIHTOpHAA caMOCTOATeIbHAd padoTa pealH30BEIBAET CA IIPH IIPOBeIeHHH IIPaKTHYeCKHX 3aHATHIL B
CIIETYIOIIHX BHAX:
—  CaMOCTOATEeIbFHOI0 H3YUeHH I IIPHHIMIIMHAIBHEIX CXeM, MAKETOB JOKYMEHTOR;
—  paboTa B paMKax KpPyIJIOrO CTONA;
—  BBHIIONHEHHE ITPaKTHYeCKIX 3aJaHHI.

AyIHTOpHAA caMOCTOATeNbHAas padoTa CTYIAEHTOB IIO3BONAET CHenaTh IIporecc oOyueHHA Oomee
HHTEPECHEIM H IIOJHATh AKTHBHOCTh 3HAUHTEIBLHOH YacTH CTYJIEHTOB B TpyIllle. BHeayIHTOpHAsA HMeEET
OrPOMHOE 3HAUeHH LT (JOPMIPOBAHIA 3HAHHIT H HABKIKOB.

Ha meppoMm 3Tame HeoOXOIHMO O3HAKOMHTHCSA C paboueil IMporpaMMOo JTHCI[HILIMHEIL, B KOTOPOI
pacCMOTPeHO coJiep/KaHHe TeM IIPaKTHUeCKNX 3aHATHII, TeMbl H BHIBI CaMOCTOSTeIbHOI padoTel. Ilo
KaKJOMY BHJY CaMOCTOSTEIBHOH paboTHI IIpeIyCMOTPEHEI OINpeAeléHHbIE (OPMBI OTYETHOCTH. OHH
M3II0KeHEI B OHJIe OIEHOYHBIX CPeJCTB H B MeTOOHUeCKHX PpeKOMEHJAHAX JIA CTYIEHTOB IIO
OpraHH3aIlHH CaMOCTOATENRHOH padoTH IO AHCIHIDIHHE «OCHOBEI JOKYMEHTO0O0OpOTa B TaMOKEHHBIX
opraHax». JIII VCIEIIHOIO0 OCBOEHHSA MJHCIHIUIHHEL, HeOOXOMMO BBINOIHHTE CIEeAVIOIIHE BHIEI
CaMOCTOATEILH Oif Pa0OTEHIL.

TexHomorHuecKas KApTa cCAMOCT OATe IbHOM PadoThI 00yUAIOIIIerocs

Kon OO0beM 4YacoB, B TOM 4HCIIE
peaH3yYEMOH BH geaTenbHOCTH Cpenctsa H
KOMIIETEHLHH CTYJIEHTOB TERHOJOHH OLetid KoHTakTHasA
No CPC pabota ¢ | Becero
OOKYMEHT NoanuncAH [1p erojaBaTeseM

B SNEKTPOHHOW MOAMNCHLIO
|Ceptuchukar:  12000002A633E3D113AD425FB50002000002A8

| Bnageneu:  Le6ayxoBa TaTbaHa AneKkcaHopoBHa
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TTK-1 (I1]1- ITonroroBka K | CobDecenoBaHHe 7,29 0,81 8.1
d1rc1) IMp aKTHYECKHM 3aHATHAM
TTK-12 (M ]I-
21K-12)
HMToro 3a 3 cemecTp 36,45 4,05 40,5
Hrtoro | 36,45 4,05 40,5

BuIb1 H coJiepKaHHe CaMOCTOATe/IbHOMH PadoThI CTYAeHTA; (DOPMbI KOHTPOIA

No

HanmMeHoOBaHHe paszac/ioB H TEM JHCHHILJIHHBI, HX KPaATKO€ COOCPAKaHHE,
BH/I CAMOCTOATEILH Ol pﬂﬁDTbI

dopmMa KOHTPOJIA,
npoayKkT CPC

3 cemecTp

Ponlb, 3HauyeHHe M coJepKaHHe [eJIONPOU3BOACTBA B TaMOYKEHHBIX
OopraHax.

CamocnioanieibHoe U3yieHile aumepantypol Ho 60HPOCAM

J1eIoImpoH3BO/ICTRO KaK 00eCIIeUHBAaroIad (PYHKITHS YITPABIIEHNA B TaMOKEHHBIX

OpraHax.
H opMariBHO-MeTO [HUecKasd 0a3a IeIOIPOH3BOICTEA B TAMOKEHHOI CHCTEME.

Iloozomoexka Kk Kpyaiomy cmoJsy

CobeceoBaHIIE,
KOHCITEKT

I,}:[IIC}I'E:gr"I'll'“[IEHTImI H CHCTEMEBI JOKYMEHTAIIHH B TAMOKECHHLBIX OPTraHaXx.
CamocnoaniebHoe H3VYHEHLE JIUMEe pPainypol HOo 60HPOCAM

JIOKyMeHT, ero polb H () YHKI[HH.
KimaccH(pHKAIA IOKYMEHTOB.

JIOKyMeHTAaITH A TaMOAKEHHBIX OPTaHOB.
CrocoOBl H TeXHHKA CO3aHHA JTOKYMEHTOR.

[Iporrecc YHH(HKAIIH JAeTI0IIPOH3BO/ICTRA.

CobeceoBaHIE,
KOHCITEKT

TpedoBanns Kk o(popMJIEeHH IO JOKYMEHTOR B TaAMOKeH HbIX OpraHax.

CamocmoanieibHoe u3yieHile Jumepaniypol Ho 0P ocam

Obrre TpeOoBaHIA K 0 OPMIEHHEO PEKBH3IHTOR JOKYMEHTA.

BIaHKH JOKYMEHTOB TAMOKEHHBIX OPTaHOB.

TpeGoBaHILA K TEKCTaM CITYA eGHBIX JJOKYMEHTOB.

[IpaBHIa MOAT OTOBKH H 0)OPMIEHHSI OTJeThHBIX BHIOB OpraHH3al[HOHHO-
PacIIOPAIHTEFHBIX JOKYMEHTOB B TAMOKEHHBIX OpraHax.

JIOKyMeHTBHI HH(OPMAI[HOHHO-CIIPABOYHOI TPYIIIEI H ITPaBHIIAa HX O opMIIeHH A
B TAMO’KEHHOM JIeIOIPOM3BOJCTRE.

Oco0eHHOCTH 0()OPMIEHHI MeKYHAPOTHOH eIOBOMH ITepeITHCKH.

Iloozomoexa Kk kpyaiomy cmosny

CobeceoBaHIIE,
KOHCITEKT

Cepruthukar:
Bnageneu:
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JIOKYyMeHT0000pOT B TAMOKeHHBIX OpraHax.

CamocmoamenvHoe U3VHeHUe JUNepamypol HO e0ONPOCAM
IToHSTHE H OCOOEHHOCTH JOKYMEHTOO 0 OpOTad B TAMOACHHBIX OPI'daHAX.

CD,[[EP}I{EIIH[E CTa/ HII I[DK}MEHTDD@DPDT d B TAMOAECHHBIX OPI'aHaX.

Peruncrpaiis JOKYMeHTOB H IIOCTPOeHHe HH()OPMAIHOHHO-TTOHCK OBBIX
CHCTEM B JETIOIPOH3BOACTBE TAMOKEHHBIX OPraHOB.

ITomcueT o0BeMa JOKYMEHT0000pOTA.
Pabora ICIIOTHUTeell C JIOKYMeHTaMH.

KDHTPDJII: HCIIOTHCHH A TOKYMEHTOE B TAMOMKECHHEIX OPIraHax.

CobeceoBaHIIE,
KOHCITEKT

AOKYMEHT TNOANMACAH
QNEKTPOHHOUW MOoArnniCbiO
12000002A633E3D113AD425FB50002000002A6

Llebayxora TateAHa AnekcaHpoBHa

P 0 OpraHHzaiud HX

oM
- (popMHPOBAHH A.

CobecemoRaHIE,
KOHCIIEKT




dopMHpOBaHHE el B TAMOKEHHBIX OpraHax.
[IpaBuia odopMIIeHHE JIell B TaMOKEHHBIX OpraHax.
OrnepaTHRHOE XpaHEHHEe JOKYMEHTOB H JIel B TAMOKEHHBIX OpraHax.

6 OPFHHHEHHHH pﬂﬁDTbI BCEAOMCTBECHHOTIO apXHeEa H 3KCIEPTH3a NEHHOCTH
JOKYMEHTOB B TAMOMKCHHBIX OPraHax.

CamocmoamenvHoe U3VHeHUe JUNepamypol HO e0ONPOCAM
HasHaueHie H KPHTCPHH 2KCIICPTH3EL IIeHHOCT el JOKYMEHTOR.

HPDB CHIEHHE SKCIIEPTH3A IIEHHOCTH JOKYMEHTOE B TAMOACHHBIX OPI'aHax. Cobec € HOBaHIIC,
HDPH,[[DE IIOAI OTOBEKH H IIEPETAYH TOKYMCEHTOE B aPXHBEL TaMOKCHHEIX KOHCIIEKT
OPTaHOB.

OOecIrieueHIe COXPaHHOCTH JIOKYMEHTOB apXHBA.

OpraHmzaig 1 y4eT JOKYMEHTOB B apXHBe TaMOKEHHOIO OpraHa.
HayuHo-CIIpaBOUYHBIT armrapaT K IOKyMeHTaM apXHBa.

M crons30BaHIEe JOKYMEHTOR apXiBa TaAMOKEHHOI'O OpraHa.

7 Oprannzanusa padoTsl CIyKObI JOKYMEHTAHOHHOIO od0ecrneueHus
TAMOYKEHHBIX OPTaHOB.

Camocnioanienvproe UsydeHue auniepantypol o é0Npocam

3agaun B QYHKIGH CcIy:KOBI JOKYMeHTaI[HOHHOro obecrieueHHs TamokeHHoro | CobecelioBaHIIe,
Oprasa. KOHCITEKT
[TpaBa H OTBETCTBEHHOCTh CIYAKOBl IOKYMEHTAI[HOHHOTO OOECIIEUEHH T H €€
B3aHMOOTHOIIEHH I C APYTHMH ITOJpa3 AeIeHHAMH TAMOKEHHOI O OpraHa.
COTPYIHHKH OTBETCTBEHHBIE 3a JIETOIPOH3BOJICTBO B TAMOKEHHOM OpraHe.
I1o0zonogka K Kpy2nomy chiosy

Htoro 3a 4cemMmecTp 3auer

CaMOCTOATETFHOE H3YYEHHE ITHTePaTyprl II0 TeMAaM JHCIFOILINHEL MOXKHO ITOAPA3ZIEIHT: Ha OTJEILHEIE
BHIEI CAMOCTOATENHHOII PadoThl: H3YUeHHE OCHOBHOH IHTEPATYpPhl, H3YUEHHE JOIOMHHTEIBHON H
METOIUECKOH JHTEPATYPEL, a TakKe KOHCIIEKTHPOBAHHE H3VUEHHBIX HCTOUHHKOB. ClIeXyeT OTMETHTE, UTO
0e3 KOHCIIEKTHPOBAHH A ITOITHOI[EHHOE H3yUeHHE THTEPaTyPhl HE BO3MOKHO.

CaMocToATeTbHAA IIOATOTOBKA K IPAKTHUECKOMY 3aHATHIO 3aKIIOYAETCd B IIPOUHTHEIBAHIH KOHCIIEKTA
COOTB €TCTBYIOIIEH JEKI[HH (eClH OHA YHTalachk II0 JAHHOH TeMe), UTeHHH COOTBETCTBYIOIIETO pa3zjena
yuyeOHHKAa H IIEPBOHMCTOYHHKOB. [ IAaBHBIMH 3aJayaMH 3TOH ITOATOTOBKH OOBIUHO ABIIAFOTCA. ITOBTOPEHHE
TEOPETHYECKIX 3HAHHII, YCBOEHHBIX B paMKaxX ayJHTOPHOH paboThl, pacIIHpeHHe H YIIYOlIeHHe 3HAHHUII 110
TeMe 3aHATHA. 3HaHHd, IIONYUYEHHBEIE B IIPOIlecCeé TaKOH CaMOCTOATEIHHOH paldoThI, ABIAHOTCA
TeopeTHUecKoi 0a30i IId 00CYAAeHH A BOIIPOCOB ITPAKTHUECKOr O 3aHATHA.

Kpyriaelit cTol — 3TO MeTOJ aKTHBHOrO OOYVYeHHH, OAHA H3 OpPTaHH3AI[HOHHBIX (JOPM IT03HABATEIHHOIT
HeATEeIILbHOCTH YUAIIHXCA, II03BOIAIOINAS 3aKPETHTE ITOYUEeHHEIE paHee SHAHHA, BOCIIOIHHTE HEIOCTAFOIIYIO
HH(pOPMALHEO, CPOPMIPOBATh YMEHH S PellaTh IIPOOIeMsl, YKPEIIHTh ITO3HIIHNH, HAayUHTh KYIbTYPe BedeHHI
THCKYCCHH. XapaKTepPHOH 4YepTOH «KPYIIOro CTONA» ABIAETCA COUEeTAHHEe TeMATHUECKOH MIHCKYCCHH C
TPYIOIOBOH KOHCYIBTAIHE.

OCHOBHOIT I[ETBI0 TIPOBEIEHHA «KPYIJIOr0 CTONA» ABIIAETCA BBHIPAOOTKA Y ydal[HXcAd ITPodecCHOHAIEHBIX
YMEHHIT H3Iararh MBICTH, apTyMEHTHPOBATh CBOH COOOpaxeHH A, 0OOCHOBBIBATH IIpeIaraeMble PeIleHHT H
OTCTaHBaTh CBOH YyOexJeHHA. [IpH 3TOM ITPOHCXOMHUT 3aKpeIUleHHe HHQOPMAIMH H CaMOCTOSATEIBHOI
PabOoTEI € JOIMOTHHTEIBHEIM MAaTEPHAIIOM, A TAK/KE BEIABIEHHE IIPOOIEM H BOITPOCOB LA 0OC YK TEHTIA.
BaxxHOI 3agaueil IPH OpraHH3aIiH «KPYITIOTr 0 CTOIa» ABIIAETCA:

. oOCyKJIeHHe B XO/Ie JHCKYCCHH OTHOII-/IBYX ITPOOIEMHEIX, OCTPEIX CHTYAIIIII ITO JTAHHOH TeME;

. HIUTEOCTPAIIA MHEHHIT, ITOJIOKEHHIT ¢ HCITONb30BaHHEM Pa3IHUHBIX HATTLIJHBIX MATEPHAIOB (CXeMEL,
JTHarpaMMEl, TpadiKH, ayIHo-, BHAe03aIMHCH, (POTO-, KIHHOJOKYMEHTHI );

) TINATelbHad IIOJrOTOBKA OCHOBHEIX BRICTYIIAOINHX (He OrpaHHYHBATHCA JOKIAJaMH, o030paMiH, a

BEICKASBIBATE CEOE MHEHHE, JOKA3aTCIIbECTEA, ﬂpI‘}’IvIEHTI:I).

T T T AOKYMEHT noanucAaH T IO U3YHEHHKO TEOPETHYECKOI'O

. SNEKTPOHHOW NOAMUCHIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6
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COOTBETCIBYIOLIEH TeMe, YUueOHHKH H YyueOHBle ITocoOHMA. Hayamo caMoCTOATeNIBHOH paboTkl — 3TO
O3HAaKOMIIeHHe ¢ paboueil ITporpaMMoil JHCIIHILIHHBEL, 3aTeM CIeAyeT IIOBTOPHTh MATepHal JEeKI[HH.
[IpogonKeHIe caMOCTOATEIbHOH PabOTEl — 3TO HM3yYeHHEe TEMBI IPaKTHYeCKOr 0 3aHATHA IO YUeOHHKaM H
yueOHBIM ITOCOOHAM. DTO BakHO H HeOOXOIHMO, TaK Kak B HHX PAJ BOIIPOCOBR PACKPHIT Oolee IMOIpoOHO,
yeM B JeKiMH. CleayeT NMPHEePAKHBAThCA CITICKA PEeKOMEHIOBAHHON ITHTepaTyphl, KOTOPEIL JeITHTCS Ha
OCHOBHVI0O H JOIONHHTEIBRHYRH. OmHako B yyeOHHKAaX MOMKET He OKa3aTbCid aHaln3a COBPeMEHHBIX
SKOHOMIYECKHX IIPOILIECCOB, II03TOMY HapsAIy ¢ OCHOBHBIM MaTepHalOM IIPH IIOATOTOBKE K CeMHHapy
MOKHO IIOTh30BaThCA JIOMONMHHTETbHEIMH HCTOUHHKAMI, MaTepHalaMH, PAcCIONOKEHHBIMH B TIIOOATBHOI
ceTH IHTepHeT, T.e. II0Ih30BaThCA FITHTepHET-peCcypCcaMH.

[Tocime H3yUYeHH S OCHOBHOI H JIOIOTHHTEIBFHON ITHTEPaTYPhl II0 KOHKPETHOH TeMe HACTYIIaeT CaMbIi
TBOPYECKHI ATall IIpollecca IIOATOTOBKH K CEMHHAPCKHM 3aHATHAM — CaMOCTOSTEIbHOE OOXyMBIBAHHE
MaTepHana. Ha 3ToM 3Talle OKOHYATEIRHO OCBAMBaeTCsd MaTepHal, HH@opMaimd IpHoOperaer Qopmy
3HAHHII, A IPOJIOIIK EHIE 3TOTO IPOIlecca IIPHBOAUT K BRI3PEBAHHE0 H (POPMHPOBAHIEO BEIBOJIOB.

3aBepIIArOINi 3Tall IIOATOTOBKH K IMIPAKTHUYECKHM 3aHATHAM — 3TO OTBETHL Ha IIPOBEPOUHEIE BOIIPOCEHI
H BBEIOIONHEeHHe 3aJaHuil. Eca IpoiifjeHsl BCe ATAllkl CAMOCTOATETbHOH paboTel, TO HA ITPAKTHUECKOM
3aHATHH BEL CMOKETE YIIIYOHTh IIOHHMAaHIe TeMbI, OTBeUasd Ha KOHTPOIbHEIE BOIIPOCH], YUaCTBYA B KPYIIOM
CTOJ€ IT0 Pa3IHYHBIM HaYUHEIM ITPOOIIEMaM.

[IpoBepKa ITONYUEHHEIX B XOJle CAMOCTOATEIBHOI paboThl 3HAHMIT, YMEHHI H HABBIKOB ITPOBOMITICA B
BH/Ie coOeceIOBaHHA H IIPOBEPKH KOHCIIEKTA. 3aKIHUHTEIbHBIM 3TAllOM OCBOEHHS ICIHIUINHEL SBISeTCA
sK3aMeH. KpHTepHH OI[eHHBAHHS OTBETOB Ha BOIIPOCH ITpHBeNleHEI B (DOHE OIEHOUHBIX CPEJICTB IO
T CI[HITIIHHE.

[Ipu paGoTre ¢ KHHTOH HeoOXOMUMO ITOA00PaTh IHTEPaTyPy, HAYUHTHCA IIPABIIIBHO €€ UHTaTh, BECTH
3armicH. J[1g mopdopa JmTepaTyphl B OHOMOTEeKe HCIIONB3VIOTCA al(aBHTHBEIT H CHCTeMaTHYeCKHI
KaTalOTH.

[IpaBIIBHEDLT ITO00P YUeOHHKOBR peKOMeHIyeTCA IperoiapaTelleM, UHTAIIHM JIeKI[HOHHEIT KYPC.
HeoOxommMasd mnHTepaTypa MOXeT OBITP TakKke YyKa3aHa B METOAHYECKHX pa3paldoTKax II0 JAHHOI
I CITHITITHHE.

N3yyas marepHan o yuyeOHHKY, cClIeyeT IEepPeXOJHTh K CIeQyIOIIeMy BOIPOCY TOIBKO ITOCIE
IIPABHIBHOIO YACHEHH ITPeIbl IYIIErO.

Ocoboe BHHMaHHE CclIeyeT oOpaTHTh Ha OIpeJlelleHHe OCHOBHBIX TOHATHIl JUCIHILIHHEL. CTYIEHT
JOIAKeH IIOApPOOHO pa30HpaTh IIPHMEPHI, KOTOpPEIE ITOACHSIOT TakKHe OIpedelleHHd, H YMeTh CTPOHTE
aHAJIOTHYHBIE TIPHMEPHEl CaMOCTOATEIbHO. HyKHO HOoOHBAThCI TOYHOTO IIPEJCTABIEHHS O TOM, 4TO
m3yuaels. [1ole3Ho COCTaRIATh OIMOPHBIE KOHCIIEKTHL. [IpH H3yUeHHH MaTepHalna 10 yueOHHKY IT0Ie3HO B
TeTpagn (Ha CIEIHAIbHO OTBEJEHHBIX ITOIAX) MOIONHATh KOHCIIEKT JeKimii. TaMm ke cileIyeT OTMedaTh
BOITPOCHI, BBIZIETIEHHBIE CTYIEHTOM I KOHCVIIbTAI[HH C TIPEIToaBaTeleM.

Pa3myaroT [Ba BHIA YTeHHS, IIEPBHYHOE H BTOpPHUYHOe. [lepeuuroe - 3TH BHIMATEIbLHOE,
HETOPOIUIHBOE UTeHHEe, IIPH KOTOPOM MOKHO OCTAHOBHTHCA Ha TPYAHBIX MecTaX. Ilocie Hero He JOIKHO
OCTaThCA HH OJJHOTO HEIOHATHOr O onoBa. CojiepKaHie He BCerJja MOKET OBITh IIOHATHO ITOCIIE ITIEPBHYHOTO
yTeHHd. 3a/iaua eniopuiHo20 UTeHN A IIOTHOE YCBOEHHE CMEBICIA.

CamocrosiTelbHass pabota ¢ ydeOHHKAMH H KHHTaMH (a TaK:ke CaMoCTOSITeNbHOe TeopeTHUecKoe HCClleJOBaHHe
npodineM, 0003HAYeHHBIX IIPENIoAaBaTelleM Ha JIEKIAX) - 3TO BaxkHellllee YCIOBHe (POPMIPOBAHHA Y cel
Hay4HOro ciroco0a mo3HaHng. OCHOBHBIE COBETEHI 3/[eCh MOKHO CBECTH K CIIeTYFOII[HM:

- COCTaBHTH NepeUueHbh KHHT, C KOTOPBIMH CIIeIyeT II03HAKOMHTH CS,

- IlepeueHb [OOMKEeH OBITh CHCTEMATH3HPOBAHHEIM (UTO HeOOXOOHMO I CEMHHAPOB, UTO NIA
3K3aMeHOB, UTO IIPHTOAHUTCA [ HAIMCAHH 1 KYPCOBBIX H JHINIOMHBIX paldoT).

- 00s3aTeThbHO BHIMMICHBATE BCE BRIXOJIHEIE JJAHHEIE T10 KAk JOH KHHTe (IIPH HAITHCAHNH KYPCOBBIX H

JIIIIOMHBIX paboT 3TO O3B OIHT OYeHb C3KOHOMHTE BPeMH).

- pa3zoOpatbcad A cebd, Kakme KHHTH (IUIH KakKHe TIIABRl KHHTI) ClIeayeT IIPOUHTarhk Oollee

BHHMATEILHO, a KaKie - IIPOCTO IIPOCMOTPETE.

- IIpH COCTABIIEHHH IlepeyHel JHTepaTyphl CIeIyeT IIOCOBETOBATHCA C IIPelojaBaTelIMH H

HAyUHRIMH PYKOBOJHTEILIMH, KOTOPBIE ITIOMOTYT JIYUIlle COPHEHTHPOBATE CSL.

- BCe IIPOUNTAHHbIe KHITH, YUeOHHKH H CTAaThH CIeQyeT KOHCIIEKTHPOBATh, HO 3TO HE O3HAUAET, UTO

NOKYMEHT MOaOnmucAH SBOTHCEIBATE KPATKO OCHOBHEIE HICH ABTOpa H

SNEKTPOHHOW NOOMUCHIO bI€ ITHTATEI.
Ceptudhukat:,12000002A633E3D 113AD425FB50002000002A6 100TaTE B cebe CcIIocOoOHOCTE «B OCITPHHHMATEY
Bnapeneu: lLlebayxoea TareaHa AnexkcaHopoBHa ‘AVUITHCS «UHTATH MeIEHHO», KOLJA IOHSTHO
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Ka:kJOE€ ITPOUHTAHHOE CIIOBO (El €CIIH CIOBO HE3HAKOMOE, TO mHOOo C ITOMOIINEED CIIOBAPA, OO0 C
IIOMOINBIO ITPEIIOTABAT €ILA 00s3aTelLHO ero }P}HHTI:).

4. METOJINYECKHE YKA3AHHS 11O BUJJAM CAMOCTOSITEJILHOH PABOTHL
Bu/J 1esiTeJIbHOCTH CTY/IeHTa: CaMOCTOATeNLHOe H3yUeHHe IINTepaTyphl 1o TeMaMm Nel-7.

CaMOCTOATEeTEHOE H3YUEHHE JIMTEPATYPEL I10 TEMAM JH CIFIUIHHEI MOXKHO IIOPA3AeIHTE HA OTAENLHEIE
BHIBI CAaMOCTOATENBHOH paboThHl: H3YUeHHE OCHOBHOH IHTEPATYpPhl, H3YUEHHE OIMONMHHUTENIBHOH H
METOJIUECKOH THTEPATYPhI, a TaKKe KOHCIIEKTHPOBAHHE H3VUEHHEBIX HCTOUHHKOB. ClIeayeT OTMETHTh, UTO
0e3 KOHCIIEKTHPOBAHH A IIOITHOI[EHHOE H3yUeHHEe IHTepaTyPhl He BO3MOKHO.

CaMocTodaTeTbHAd IMOATOTOBKA K IIPAKTHUECKOMY 3aHATHIO 3aKIHOUYAETCA B IMIPOUYHTEIBAHHH KOHCIIEKTa
COOTB ETCTBYIOILEH JEKI[HH (€CIIH OHA UYHTalack II0 JAHHOI TeMe), UTEHHH COOTBETCTBYIOIIErO pa3zena
yueOHHKA H IIEPBOHCTOYHHKOB. " TaBHEIMH 3a/a4aMH 3TOI ITOJr OTOBKH OOBIUHO ABILIFOTCA:

- TIOBTOPEHHE TEOPETHUECKHX 3HAHIHI, YCBOEHHEIX B paMKaX ayJAHTOPHON paboTHI,

- pacllHpeHye H YIIyOleHHe 3HAHIIT IT0 TeMe 3aHATHA

3HaAHH L, TONYUYEHHBIE B ITPOIlecCe TAaKOH CaMOCTOATEIBHOH padoTHl, ABILIIOTCA TeopeTHUecKOoH 0a3oil
1 OOCYAKEHH BOIIPOCOB IIPAKTHUYECKOI'O 3aHATH.

l[JI.‘E[ BBITIOTHEHHSI JAHHOTO BHJOA CAMOCTOATELHOMH pﬂﬁDTI:I CTYICHTOR, HED@KD,IH]I\'![D CaMOCTOATEIILHO

H3YVUHTE OTJIENIRHEIE BOIIPOCEI H3 KaXKJIOH TEMEI JHCIHIUIMHEBI, ITOIB3YACHE IIPH 3TOM PEKOMEH JOBAHHOH
THTEPATYPOH.

No PexoMeH Ty eMBle HCTOUHHKH HH(}OpMaIHu
IUTI TeMBI MII cAaMOCTOATEIFHOIO (No HCTOUHHKA)
H3YUCHH A OcHoBHaA | Jomonun | MeTom- HHTepHET-
-TelIbHAd | UecKad PecypcHI

1 | Ponms, 3HaueHHe H  COJepKaHHE 1 1,2 1.2 1-5
JEeIOIIPOH3BOACTBA B  TaMOKEHHBIX
OpraHax.

2 | JloKyMeHTEI H CHCTEMEI 1 1,2 1.2 1-5
ITOKYMEHTAI[HI B TAMOKEHHBIX
OpraHax.

3 | TpebGoraHma K 0 OpMIIEHHEO 1 1,2 1,2 1-5
JIOKYMEHTOB B TAMOKEHHBIX OpPraHaXx.

4 | JoKyMeHTOO0OpPOT B TaMOKEHHBIX 1 1,2 1,2 1-6
OpraHax.

5 | IlopamoKk BeIOMCTBEHHOTO XpaHEeHHA 1 1,2 1,2 2-6

NOKYMEHTOB H  OpraHm3aid HX
IIETIOIIPOM3BO/ICTBA B TAMOKEHHBIX
opraHax.

6 | Opranm3zaimsa PaboTEL 1 1,2 1.2 1-3
BeJOMCTBEHHOI O apXHBa H 3KCIIepTH3a

I[EHHOCTH JIOKYMEHTOB B TaMOKEHHBIX
OpraHax.

7 | Opranm3ang PaboTHL CIIYAKOBI 1 1.3 1,2 3-6
JOKYMEHTAI[HOHHOT O oOecIieueHHd
TaMOKEHHBIX OpPraHOB.

ITepeyeHb OCHOBHOIl JIHTEpPaTy PblI:

2. Jmora, I'. B. OCHOBE JOKYMEHTOOOOpPOTa B TAMOKEHHBIX opraHax: yued. mocobue / I'.B.
Omora. - CIIO. : UHTepmemisa, 2014 -206 c. - Ilpumx.: c. 174-205. - bubnmorp.: ¢.171-173. - ISBN 978-5-
| AOKYMEHT NoanmncAH

SNEKTPOHHOW NOAMUCHIO
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maHHele. — HorocuOmpck : HoBocHOHPCKITT TOCYIAPCTBEHHENT TeXHHUYecKHil yHHBepcHTeT, 2011 — 20 c.
— 978-5-7782-1829-1.— Pexum moctyia: http://www.iprbookshop.ru/44918.html

2. KoH(pHAeHIHATBHOE JIeIOIIPOH3BOICTRO H 3AIHINEHHEN 3JIeKTPOHHBIN JOKYMEHTO000POT :
yueOHnk / A.I'. @abpmunor, A.C. JlémyiuxuH, T.B. Konaparora, H.H. Kyasger. — Mockea : Jloroc, 2011. —
452 c¢. — (Homas vymHuBepcuTerckad OmOmioreka). — PeXHM [TocTyira: IO IIOMIHCKE. —
URL: http://biblioclub.ru/index.php?page=book&i1d=84996

HE[]E‘IEHL }"IEﬁHD-METD,[[H‘IEEI{DI'D ob0ecieueHHs1 CAMOCTOSTEJIbLHOH pﬂﬁDTLI ﬂﬁ}"lﬂlﬂ[ﬂl—ﬂiﬁﬂ IO

OUCIHHILTHHE

1. MeToHueckHe peKoMeHOalHH A4 CTYAEHTOB I10 OpraHH3al[HH CcaMoCTOATENbHOH padoThl [M0 JHCLIMTLTHHE
«OCHOBBI JOKYMEHT0000p 0Ta B TAMOKEHHBIX opraHax», AHoxHHa A.TL

2. MeromHueckHe yKa3aHHA 10 BBIMOJMHEHHIO TIPAKTHYECKHX padoT JUIA CTYAEHTOB IO JHCIIHIUIHHE «OCHOBBI
TOKYMEHT0o000p 0Ta B TaMOKeHHBIX op raHax», AHoxHHa A.IT.

3. @oHy OLIEHOYHBIX CPECTB IT0 JHCIHITIHHE «OCHOBBI JJOKYMEHT0000p0Ta B TaMO/KEHHBIX Op raHax»

Ilepeyens  pecypcoB  HH(POPMAIlHOHHO-TEIEKOMMYHHKAIHOHHOA  ceTH  «HTepHeT»,
HeoOXOJUMBIX 11 OCBO€HHS T CII HILIHH bI
Hrmepnem-pecypcol:
1. http://www.consultant.ru/online/ - CIipaBo4YHO-IIpaBOBAd CHCTEMA
2. http://elibrary.ru/defaultx.asp - HayuHasg 3IeKTPOHHA OHOTHOTeKa
3. http://akvest.donrta.ru/ - « AxageMHUecKHIT BeCTHHK PocToRcKoro (rnnana Pocciiickoil TaMOK eHHOI
aKaJeMHI» - HAYUYHO-ITPAKTHYECKITT AKYpPHAIL.
IAeKMpPOoHHbLE D1LDIILOMEUHbLE CILCINEMDbL:
4. http://biblioclub.ru/ - YHneepcurerckas ondnmorexka ONLINE.,
5. http://www.iprbookshop.ru — 3nekTpoHHaa OnbnmoTeuHas cucTeMa «IPRbooks»
Ipogpeccuornanvrvie 0a3vl 0AHHBIX
6. http://www.gdm.ru. - opHIHATEHEN caiT I B VIIPABILIIOIIIX JOKYMEHTAIH el

CHCTEMAaTH3HPOBATE IIPOUHTAHHOE IIOMOKET BeJIEHHE 3aIlHCEH.

CyIleCTBYeT HECKOIBKO (JOPM BeIeHHS 3aIliceil — IUIaH (IPOCTOH H Pa3BEPHYTEHIN), BEIIHCKH, TE3HCHI,
AHHOTAIH A, PE3F0OME, KOHCIIEKT.

ITnan, seuIsgack HamOonee KpaTKoi GopMOH 3alliCcH IPOYHTAHHOIO, ITpefcTaBiIdeT coOoil IepedyeHb
BOIIPOCOB, PacCMaTPHBAEMBIX B KHITE HIIH cTaThe. IImaHoM, ocoOOeHHO pa3BepHYTHIM, YIOOHO ITOIb30BATHC
IIPH ITOATOTOBKE TEKCTAa COOCTBEHHOI'O BBICTVILIEHHA IUIM CTAaThH Ha KaKyro-IHOO TeMy. KaXIeOl ITVHKT
IUIaHA PACKpPHIBAeT OTHY M3 CTOPOH H30paHHON TeMbI, a BCe IIYHKTEI B COBOKYIIHOCTH OXBATBHIBAIOT €€
I[ETIKOM.

Boree CIOKHON H COBEpIIMEHHOH (OpMOI 3aImiceil ABIAIOTCA Me3Hcsl — CKATOe H3TOKEHHEe OCHOBHEIX
IIOTOKEHIIT TeKcTa B (opMe VIBEPAMEHHA IIH OTPHIAHHA. Te3MCHl COCTABIAIOTCA  IIOCIE
IIPeJBAPHTENFHOIO 3HAKOMCTBA C TEKCTOM, IIPH ITOBTOPHOM IIpouTeHHH. OHH CIyXaT IA COXPaHEHHT
HH(OPMAI[HH B ITAMATH H SABILAFOTCA OCHOBOH JUIA JHCKYCCHH.

Annomanua — Kparkoe H3IOKEHHEe COJEpAKaHHe — JdaeT oOIee IIpeICcTaBIeHHE O KHHTe, OpOIIrope,
CTaThe.

Pesrome KpaTKO XapaKTePH3YeT BEIBOMABI, TTIABHEIE HTOTH ITPOH3BEIEHHA.

Hamnbomnee pacIpocTpaHeHHOH H JKelaTelbHOIl QopMoil 3armicell SBIAETCI KoHcnexkm. JKelaTellbHO
HAUHHAaTh KOHCIIEKTHPOBAHHE IIOCIE TOr0, KaK BCE IIPOHM3BEINEHHE ITPOUHTAHO H COCTABIEH €ro IUIaH.
OCHOBHYI0O TKAHb KOHCIIEKTA COCTABIAIOT TE3UCHI, HOIIOMHEHHBIE PACCYKIEHHAMH H [OKA3aTelIbCTBAMHU.
KoHCITeKT MoOkKeT OBITh TeKCTYalbHBIM, CBOOOJHBIM HIIH TeMaTHUeCKHM. TeKCTyalbHBII KOHCIIEKT
CO3/IaeTCAI H3 OTPHIBKOB ITOJIHHHIKA — I[HTAT, C COXPaHeHHeM IIOTHKH H CTPYKTYPHI TekcTa. CBOOOIHBLL
KOHCIIEKT OCHOBAH HAa H3IOKEHHH MarepHala B yI0OHOM I UYHTaTelld IOpAAKe (HAIpHMep, MBICIH,
pa30pocaHHbIe IT0 BCeil KHHTe, CBOOATCA BOEIHHO). B TeMaTHueCKOM KOHCIIEKTe 3a OCHOBY OepeTcsd TeMa
IDIH ITpo0ileMa, OH MOKET OBITh COCTABIEH IT0 HECKOIBKHM HCTOUHHKAM. OKOHOMHIO BpPeMEHH IIPH

KOHCIIEKTHPOBAHHH JACT HCIIOIL3 OBAHIEC PA3THUYHOI'O POda CDKPHI[[EHI[ﬁ, ﬂﬁﬁPEBIIﬂT}*PI:I HT.IIL
Hmo20&ntil nn0AVKM. cAMOCINIMEIBH 0L Daf omnl: KOHCIIEKT.

AOKYMEHT NnoaricAH
SNEKTPOHHOW NOAMUCHIO
Ceptucnkar:  12000002A633E3D113AD425FB50002000002A6 MIACTCA B BH/AE KOHCIIEKIA H IIPENOCTABIIACICH
IBnageneyy: Webayxosa TateaAHa AnekcaHapoBHa

OUYHBIX CPEJACTE IIO OHCIFIIIIHE
Nencreutened: ¢ 20.08.2021 no 20.08.2022
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Bun HeiTeJIbHOCTH CTYAEHTA: IIOT OTOBKA K IIPaKTHYECKOMY
3aHATHION1,3,4,5,6,7,.8,9,10,11,12,13,14,15,16 (TpaIuiiOHHELI CEMITHAD).

[IpaKkTHUecKHe 3aHATHA SABILTIOTCA BaKHOII COCTABHOH YacThk Y4eOHOro IIpolecca B BY3e.
[IpaKkTiuecKie 3aHATHA CIIOCOOCTBYIOT PA3BHTHIO IIO3HABATEIBHEIX CIIOCOOHOCTEH, CaMOCTOSATEIhHOCTH
MBITIDIEHHA H TBOPUECKOI aKTHRHOCTH. OCHOBHAA HX I[€lh — HE B3aHMHOE HH()OPMHPOBAHIE VUACTHHKOB,
a4 COBMECTHBINl IIOHCK. IIOHCK KauyeCTBEHHO HOBOI'O 3HAHHI, BEIPA0aTEIBaEMOIO0 B XOJIe OOCYXKIeHHT
IIOCTABJIEHHBIX ITPOOIeM.

BaxHBEIM (paKTOPOM Pe3yIsTAaTHBHOCTH [JAaHHOIO BHAA 3aHATHIl ABIAETCA ITPOIECC IIOJT OTOBKH,
OCHOBHOIT ()OpMOIl KOTOPOr 0 ABIIAETCA CaMOCTOATeIbHAL padoTa.

[Imamel TIpaKTHUECKHX 3aHATIOL, MX TeMaTHKa, PpeKOMeHIyeMasd JIHTepaTypa COOOIIATCA
IIPEIIOJARATeIeM HAa BRBOMHBIX 3aHATHAX IUIH B METOTHUYECKHX YKa3aHHIX I10 IIOATOTOBKE K ITPAKTHUECKHM
JAHSTTILIM.

TpamuigionHad ¢opMa IIPOBeeHHA IPAKTHUECKOrO 3aHATHA IIOAPAa3yMEBAET: BBICTYILUIEHHI C
OTBeTaMH Ha BOITPOCHI, JIOMOTHEHHA, YYacTHe B 00CYK IeHHH 3aTPOHYTOH ITpo0IIeMEL.

[IocneOBAT €M HOCTH ITOJTOTOBKH K IIPAKTHUECKOMY 3aHATHIO:

1. JleTambHO H3YUHTE IIIAH IIPAKTHYECKOr O 3aHATHA, OCMBICIIHTE COAepAKaHHE BOIIPOCOB, BEIHOCHMELX
1 OOC YA IEHIT, 03HAKOMHTECA C METOIUECKIMI peKOMeHIAIAMH K CEMHHAPY, CITHCKOM ITPe/I0K €HHOIT
THTEPaTYPHI.

2. BHHMATETsHO ITPOYNTATh TEKCT JIEKI[HH II0 COOTBETCTBVIOIIEI TeMe, UTO II03BOIHT II0THEE ITOHATEH
CMBICII H OCHOBHOE COJIepKaHHe BOIIPOCOB, BEIHOCHMEBIX Ha OOCYKIeHIE.

3. HailTH COOTBETICTBYIOIIMII pa3lenl B VyueOHHKEe, O3HAKOMHTHCA C HHM. J[Id ITOTHOLEHHOII
IIOJTOTOBKH K 3aHATHIO 4YTeHHA yueOHHKAa MOKET OKa3aThCid HEIOCTaTOUHO — B YVUYeOHBIX ITOCOOHAX
HM3IararoTcad TOMBKO IMPHHIIHATLHEIE OCHOBEI Kypca, B TO BpeMdA KaKk B MOHOTpaiiaxX H CTAThAX HA TY I
HHYE0 TeMY ITOJHIMaeMBLi BOIIPOC pacCMAaTPHBAETCA JOCTATOYHO MOIPOOHO H IIIYOOKO, C pa3HBIX PaKypCoOB.

4. TlogoObpare B OHOMMOTEeKe HIH B HHpOpMAIMOHHBIX Oaszax HHTepHera MOHOTpagHH, CTaThH,
HOKYMEHTEI, KOTOpPHIE PEKOMEHIOBAHBI 1A TIOATOTOBKH K 3aHATHI. BHHMATEIBFHO O3HAKOMHTBCA C
COIepKaHHeM KHHUTH UM CTAaThH, OTMETHTH T€ YACTH TEKCTA, B KOTOPHIX BOIIPOCHI CEMIHAPA, PACKPHIBAIOTCA
HanbomIee ITYOOKO H ITOApoOHo. Elle pa3 mpounTarsk OTMEUEeHHEBNT YUeOHBOT MaTepHal, BEIJEIITh IIaBHEIE
MBICJIH.

5. IlpomyMars pasBEPHYTBEIE 3aKOHUEHHBIE OTBETHI HA IIPEMIOKEHHBIE BOIIPOCHI, OIHpasACh Ha
MaTepHaI JIEKIIH, YueOHHKA, PACIIHPAL H IOIIOTHAL er0 JaHHBIMI H3 JOIMOITHHTEIBHEIX HCTOUHHKOB.

6. CocTaBHTh KpPaTKHil ITHCEMEHHBINH IUIAH-KOHCIIEKT OTBeTa. K OHCITEKTHI Tyullle BCErO Jelarh B TOI
e TeTpaj, B KOTOPOIH BeIYTCA IEKI[HH ITOJAHHOMY IIpeIMETY.

7. ECIIH IIPH ITOAr OTOBKE BRICTYILIEHH A HCIIOIL30BATACh HOIMOMHHTEIbHAL IHTepaTypa He H3 IIEPEeUH .,
ITPEIOAK EHHOT O ITpeloaBaTeneM, HeoOXOMHMO OTMETHTh BBEIXOJHBIE JAHHBIE HCTOUHHKA C YKa3aHIEM
HOMEPOB CTPAHHII.

8. BRHIY TPYA0EMKOCTH ITOATOTOBKY K ITPAKTHUECKOMY 3aHATHIO Hellb34 OTKIAJbIBATh HA ITOCIIE THINI
neHb. HakaHyHe IIONE3HO €Ile pa3 BHHMATEIbHO IIPOUHTATh YViKe IOTOBBRII KOHCIIEKT ITO TEME CEMHHAapa,
TINATETBHO IIPOAYMAaTh CBO€ YCTHOE BEICTVIUIEHHE.

[IpH ITOATOTOBKE K IIPAaKTHYECKOMY 3aHATHEO HeOOXOMIIMO YUHTHIBATh CIIEeVIOIIe TpeOOoRaHIA:

1. T OTOBHTECA K CEMIHAPY CIEeAYET IO BCeM 0e3 HCKITHUYEHH I BOIIPOCAM.

2. OTBET JOIIKEH CTPOro COOTBETCTBOBATH IIOCTABIEHHOMY BOITPOCY,

3. BRICTYILIEHHE JONKHO CTPOHTHCSA CBOOOMHO, YOeTHTEThHO H apryMeHTHPOBAHHO. OTOTO0 MOKHO
TOOHTBCA JIHIIE ITPH XOPOIIEM BIAJIEHHH MaTepHalIoM. BEICTYIIIEHHe He TONKHO CBOIHTHLCS K IIPOCTOMY
YTeHHI0 KOHCIIEKTA.

4. Tlo KaXIOMY BOIIPOCY CEMIHApA CIeyeT OBITh TOTOBBIM BEICKA3aTh COOCTBEHHYIO TOUKY 3PEHIA,
cOOCTBEHHOE OTHOIIEHHE K HCTOPHYECKOH mpobiaemMe.

5. 3aKaH4MBaTh BHICTYILIEHHE HEOOXOIIMO BEIBOJIOM, B KOTOPOM JIOT/KHA IIPO3BYYATh ITaBHAA HIed
BeICTyIUIEHHA. Hamprmep: «llogBomd MTOr, CilIeQyeT OTMETHTH, UTO...», «l3ydeHHe TAaHHOro BOIIpOca
IIPHBETO K CIETYIOIHM BEIBOIAM. . ).

6. BpeMd BEICTYIUIEHHS He JONM/KHO TIPEBBINIATE TpeX — IIATH MHHYT. 3aMEUAHHA, BO3PaKEHHA H
JIOITONTHEHHA CIIEAYI0T OOBIUHO IT0 OKOHYAHHH TEKYIIEr O BHICTYILUIEHH 1.

JJ,DWMEHTT‘]D,EI,HH&AH ©Th IIOCTABIICHHBIE BOIIPOCEL B ITOIIHOM 00BeMe H
| SNEKTPOHHOWM NOOANUCLIO obneme. K yuyacTiro B oOCYXKIeHHH ITPOOIIEMEL,
‘Ceptudukat;; 12000002A633E3D113AD425FB50002000002A6 . cryzent. JUIS 5TOro HeOOXOMHMO BHIMATEIBHO
IEnaneneu: WWebayxoea TateAHa AnekcaHOpoBHA

KIOCHHAX, YVIABIIHBEATE HETJOCTATKH H BO3MOZAHEIC
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o0OpaTHT:F BHHMAHIE HAa TO, UTO ellle He OBUIO CKa3aHO, HIH IOAJepKaTk H Pa3BHTh BHICKA3aHHVIO
HHTEPECHYIO MBICIIE.

B KOHI[E 3aHATHA IIPEIIOJABATEND IMMOABEAEeT HTOI'H BEICTYIUIEHHH — BBIBOJBI, CKOHCTPYHPOBAHHBIE HA
ITPAKTHYECKOM 3aHATHH, KOTOPhIe HYAHO 0043aTelbHO OTMETHTh B CBOHX KOHCIIEKTAaX H, €CIH IoTpedyercH,
BHECTH B HHX HCIIPABIIEHHA H JOIMOTHEHHA. TakuM o0pa3oM, IIpaKTHUeCKOe 3aHATHE HE IIPOIJleT NId
CTYAEHTOR JapoM, 3aKpeIUIeHHE Pe3yIFTaTOR 3aHATHI BeJeT K TYUIlleMYy YCBOEHHIO MaTepHana H3YVUEHHOH
TeMBl. BERIOIenpuBeeHHasd IIporleaypa JOMKHA ITPAKTHKOBATHCA PETYILIPHO — CTaOWiIbHAd H IIpHIeKHAST
paboTa B TEUEHHE CeMecTpa OIpeHeldeT YCIleX Ha CeCCHIL.

HerpammmpionHad ¢opMa IIPOBeeHHd IIPAKTHUYECKOrO 3aHATHA IIOJpa3yMeBaeT IIHPOKOE
HCIIONI30BaHIE B YUeOHOM IIPOI[eCCe HHTEPAKTHRHBIX (POPM.

Humepaxmueénoe obydenue — 310 o0yueHHe, IIPH KOTOPOM IIPEIlOJABATEND M CTYAEHTEI HAXOMITCA
B peXHME Hanora, YTo BO3MOKHO B (hopMe YUeOHBRIX HIP H CHTVaIHii. I]ens HHTepaKTHBHOIO OOyUYeHH
COCTOHT B CO3JJaHHH KOM()OPTHBIX YCIIOBHIT OOYUEHHA, ITPH KOTOPEIX CTYIAEHT UYBCTBYET CBOK VCIIEIIHOCTE,
CBOK HHTEIUIEKTVAIbHYE) COCTOATEIRHOCTE, UTO JIENaeT IMMPOJYKTHBHEIM ITO3HABATEILHBIH IIpoIiecc. B xXoje
3AHATIOL, TIPOBOMHMEIX C HCIIONB30BAHHEM AKTHBHEIX (PopM OOVUEHHA, HE [JArOTCA TOTOBBIE 3HAHIAL
IIPENOIaBaTelk ITOo0YK aeT CTYIEHTOB K CaMOCTOATEIhHOMY IIOHCKY HH () OPMAITHH.

IToaroToBKa K BROIOMHEHHH ITPAKTHUYECKHX 3a1ad (3aaHHil)

[IpakTHUecKkoe 3aHATHE — OJHA M3 OCHOBHEIX (OpPM OpraHH3alii y4yeOHOro IIpollecca,
3aKTFOYAIOINAACA B BEIIOMHEHHH CTYIEeHTaMH ITOJ PYKOBOICTBOM IIperojaBaTelsd KOMIUIeKca Y4eOHBIX
3aJIaHIL C I[EIBE0 YCBOEHHSI HAYUHO-TEOPETHUYECKHX OCHOB Y4eOHOH MHCI[HILIHHBEI, ITPHOOpeTeHH A
IIPAaKTHUYECKHX YMEHHIH H HABBEIKOB, OIIBITA TBOPUYECKOH AeATEIbHOCTH.

OmHoill n3 (opM TeKVIIero KOHTPOIA YCIIeBAeMOCTH OOYYAIOIIHXCA HA IPAKTHUECKHX 3aHATHAX
ABIIAFOTCA MPAKTHUYECKHE 3aTAHH .

ITems IMpakTHYeCKOro 3ajaHid — IIpHoOpeTeHne YMeHHH H HAaBBIKOB ITPAKTHUECKOI IeATeThbHOCTH I10
H3YYAEMOI JHCIIHIUTHHE.

3amauyn IIpaKTHYECKHX 3aJaHHil: 3aKpellieHHe, VIIyOlIeHHe, pacIlHpeHHe H JeTallH3allii 3HAHMI
CTYHEHTOB IIPH  PeIlleHHH KOHKPeTHBIX  3aJady, pPa3BHTHe II03HABATEIBbHBIX  CIIOCOOHOCTEI,
CAMOCTOATETFH OCTH MEBIIDIEHHA, TBOPUECKOH AKTHBHOCTH, OBJAJ€HHe HOBEIMH METOJAMH H MeTOJHKAMI
M3YYeHHSA KOHKPeTHOH VyueOHOM MICHIIUIMHEL oOOy4YeHHe IIpHeMaM pellleHHd IIpaKTHYecKHX 3a/Jad;
BEIpabOTKa CIIOCOOHOCTH JIOTHYECKOrO OCMBICIEHHSI ITONYUYEHHBIX 3HAHIOI U1 BBEIIOMHEHHS 3aaHHIIL;
oOecIieyeHHe PaIoHATFHOIO COUEeTAHHA KOIUIEKTHBHON H HHIHBHIAyaIbHOH ¢QopMm oOyueHmd. Ilpm
BBRITONTHEHHH ITPAKTHYEeCKHX 3aJaHHI HMeeTCAd BO3MOKHOCTh COUETAaTh Pa3HOOOpa3HbIe BHIEL JeATEIbHOCTH
o0yuaeMBIX: ()POHTABHYI0, TPYINIOBYIO, 3aHATHA II0 ITapaM, HHAHBHIVAIbHYIO. JTO CO3IAeT VCIOBHA NI
mHQdepeHIHaH H HHIHBHAVATH3aIHH PadoTEl ¢ OTHEILHBIMH CTYAEHTAMH, a TaKke I OoTpadoTKH H
3aKpeIlIeHH A Pa3Ho00pa3HEIX YMEHHIT H HABBIKOB.

IIo xXapakTepy BBIMOMHAEMBIX CTYAEHTAMH 3aJIAHHI IPAKTHUECKHE 3aJaHHd IMOApPa3JIeIdr0TCa Ha:
O3HAKOMHTEIBHEIE, IIPOBOJHMEIE C I[ETBI0 3aKPeIUIEHHd H KOHKPETH3AIMH H3YUEHHOIO TEOPETHUECKOTO
MaTepHaTa, aHATNTHUYECKHE, CTaBAIHE CBOEH I[eThI0 TIONVYEHIHE HOBOII HHQOPMAIMH HAa OCHOBE
(hOpMAaTN30BAHHEIX METOJOB, TBOpPUECKHE, CBJI3aHHBIE C IIOIYUEHHEM HOBOH HHQOpMAIMI IIyTEM
CaMOCTOATEIHH O BRIOPAHHEIX IIOJIXOMO0B K PEIlleHHI0 3a/1ay.

1. DBrIOIomHeHHe pacueTHBRIX 3ajjaHMil. PacueTHoe 3ajaHie IIPeJICTAaBRIAeT CcoO0OH UeTKOo
C(hopMYIHPOBAHHYI0 MAaTeMATHUECKYIO 3aJlady C YKa3aHHeM KOHKPEeTHBIX IIapaMeTPOB, PacyeThl KOTOPBIX
HeOOXOIMO ITPOM3BECTH. HarpumMep, HaiiTH oOIIacTh OIpeaeleHHsd (PYHKI[HIT, BEIUHCIHTE OOIIIT HHTerpal
THQPepeHIHaT b HOTO VPaBHEHI, PEIHTh CHCTEMY IHHENHBIX YPaBHEHIIT C IIOMOIIBIH O0OpaTHON MaTPHILEI
H ap. PasHOBHIHOCTBI0 pacUeTHBIX 3aJlaHHIl SABIAIOTCA pacueTHO-TpadHuecKHe 3ajaHud. Hamprmep,
IIOCTPOHTE I'padHK (PYHKIHH, IPOBECTH IIOTHOE HCCIeJOBaHHE (PYHKIIIT H ITOCTPOHTE HX I'PagHKH.

2. BHIIOIHEHIE pacueTHO-aHAIMMTHYECKHX 3a[aHifi. pacCUMTaTh H IIPOAHAIH3HPOBATh ITOKA3aT eIl
(CoIMHAlbHEIE, SKOHOMHYECKHE, (PHHAHCOBEIE), CIeIaTh COOTBETCTBYIOIIIE BEIBOIEL, JATh OIEHKY CHTYaI[HII,
OIPEHEeHTE BIILTHIE OTHAEIFHEIX (PAKTOPOB H YCIOBIIL HA Pa3BHTHE CHTVAI[HH.

3. BHIIONHEHHEe aHATHTHUYECKHX 3aJaHIii: IIpOaHAI3HPOBATh (PAKTOPEL, XapaKTepH3VIOIIHE
OIIpPENETIEHHYI0 CHTYAI[HIO, COCTABHTE aHATHTHYECKYIO 3aICKY, JATh OI[eHKY 3TOH CHTYAI[HH.

[TpakTHYeCKHe 3aJaHHA MOT'YT BBINMOMHATHCA KaK HHIMBHAYAIbHO, TaK H HeOOIBIIMMH TPYIMIaMH.

i NOKYMEHT NOOMMCAH PYKOBOJICTEOBATLECA  CIIEIVHOIITHMH DﬁIUIII\-ﬂI
| SMNEKTPOHHOW NOAMUCHIO
.ana,qeneu: Webayxora TateaHa AnekcaHOpoBHAa

TeMe, H3YUHTh PeKOMeHAYeMYI0 THTepaTypy, B

'NecTenTeneH: ¢ 20.08.2021 no 20.08.2022 HIaM, TO HIOIYdHTb HOMEP BapHaHIla HCXOIHBIX
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JAHHBIX Y IIpelofaparensd, JHOO IToAo0parhk HCXOAHBIE AAHHBIE CAMOCTOATENBHO, HCIIONB3YA Pa3IMYHEIE
HCTOYHHKH HH(OpPMAaI[HH (110 KOHKPEeTHOI OpTraHH3allHi, PETHOHY, BUAY AeATeIbHOCTH H T.IL.).

JI14 BEITIOMHEHWSA ITPAKTHYECKOrO 3aJJaHHA MOKET HCIIONbh30BaThCA METOJ, MANLIX Ipymar. Pabora B
MAIBIX TPVINIaX IIpeIionaraeT pelleHHe OIpellelleHHBIX 00pa30oBaTEIBHEIX 3ajlady B paMKax HeOONMbIIHX
TPYIOI C TIOCTHEAYIOIIM OOCYAJIeHHEeM IIONYYeHHEIX Pe3yIbTaTOB. OTOT MeETO[ Pa3BHBAeT HABHIKH
COTPYTHIUECTBA, MJOCTIUKEHHSI KOMIIPOMHCCHOIO  PeIleHHd, aHaIHTHYeCKHe CIIOCOOHOCTH. OH
IIpeaycMarpHBaeT paciipelelieHHe B paMKaxX TPYIIIBL poleil: BeayIlero (opraHu3arop padoThl TPVIIIEI),
ceKpeTaps (3alHCHIBaeT Pe3yIbTaThl OOCYEKJIEHHA ), JOKIauiKa (IIpeCTaBIAeT Pe3yIbTaTkl KOIUIEKTHBHOT O
aHai3a podiaemMel). CMBICT paboTHl 3aKIrOYaeTcd He TOIBKO B TOM, UTOORI C()OPMYIHPOBATh peIlleHHe
Kakoi-THOO 3alaul, HO H OOBEeKTHBHO OI[EHHTh Kak CBOI paboTy, TaKk M Pe3yiIbTaTkl padoTHl PYTHX.
Pe3ynbTaThl paboThI IPYIOL OL[eHHBAKTCA 10 BEIPAaOOTAHHOI 3apaHee IIKale OaJLIOB.

JI14 BBIOIONMHEHHS PacUeTHBIX 3aJaHHii oOydaroleMycsd HeOoOXOHMO: — COCTaBHTh alTOPHTM
peIreHns, IIPH BEOIOMHEHHH OOOCHOBHIBATH KaKIpIH 3Tall PelIeHHd, HCXOId H3 TeOPEeTHYECKHX ITON0KeHHIT
Kypca, — PpellleHHe 3allHChIBaTh IOAPOOHO, BBRIUMCIEHHA pacIiollaraTh B CTPOrOM IIOPAJAKE, — IOBECTH
pelreHHe 10 OKOHYATEILHOTO OTBeTa, KOTOPOro TpedyeT YCIOBHE 3a/IaHHA.

BrI1oHeHHe PacueTHO-aHATHTHYECKHX 3@ IAHHIT OCYILECTBILIETC B CIIe ZyFOILei
IIOCIIeOBATEIbHOCTH: — H3YUHTh IIOKA3aTelH, XapaKTepH3VIOIHe OIpeelleHHYH CHTYaI[HI0, H ()OPMYIIEL
NI HX pacuyera, — BEISBHTH, Kakie (paKTOpHI BIIIAIOT HA BETHUHHY 3THX ITOKa3aTelel; — HaliTH UHCIOBEIE
3HAUEHHA TI0Ka3aTreseil, — cAelaTh COOTBETCTBYIOIIHE BBIBOIBIL.

JI714 BBITIOMHEHHS AHATHTHYECKHX 3aJaHHil HeOOXOMIMO: OIpeelHTh, KaKoH MeTOIHKOH MOKHO
BOCIIONb 30BATHCA, YTOOBI BRIIIOMHHUTE 3aJaHHe, H3YUHTh 3TY METOMHKY, — OIIPeelllTh, KaKyr0 HH(}OpMAaIHIo
HeoOXomuMo coOpaTh NIAd BBRIIIOMHEHHSA 3aJaHHA, — IOJTOTOBHTh HCXOIHBIEC JaHHBIE IS HX aHATH3a, —
IIPOAHATH3HPOBAaTh COOPaHHYI HH(OPMAIMI0, CJIelaTk COOTBETCTBYIOIIHE BBIBOABL, — JIaTh OIEHKY
cuTyaruu. Hampumep, jid Toro, 4ToOBl IIPOBECTH OIEHKY IIOTEHIHAlIa TEPPHTOPHH, HeOoOXOIHMO
O3HAKOMHTHCA C TIOHATHEM IIOTEHI[Hala TEPPHTOPHH H €ero COCTABIAIOIIHMH, (QaKTopaMH, €ro
OITPEHEe/LAOIIHMH, H3VYHTh METOMHKH €ro OLEHKH, IoAo0paTs HH(OPMALHIO I BBOIONIHEHHA
ITPAKTHYECKOr O 3aTaHHA 110 KOHKPETHOH TepPHTOPHH (PeTHOH, MYHHITHIIATEHOE 00pa30BaHHE).

Hmozosstii np o0yKm camocmoamenbi o pad omest; KOHCIIEKT.

Cpedcmea i mexHoaozun oyerHki: codeceIOBaHHE.

Hopaook opopmnerua u npedocmaenenua: opopMisgeTca B BHIE KOHCIEKTAa H IIPEAOCTABIAETCH
IIpH coOeceIOBAHHH HA IMPaKTHUYeCKOM 3aHATHI.

KPHIHEPIHJ OUECHUGARNA. TIDHBCIICHEL B DOHe OIEHOUHBIX CPEIOCTE TIO THCITHILITHHE

BuJ 1eATeIbHOCTH CTYAEeHTa: IO OTORKA K IIPaKTHYeCKOMY 3aHATHIO Ne 1,3,17 (KpyIIIsOi cTOM).

Ha mpakTHYeCKHX 3aHATHAX HCIIONB3YIOTCS CIeIYyIoIlas HHTepaKTHBHAA (popMa oO0yUeHH A — KPYTIIBIH
CTOI.

Kpyrasni cTol — 3TO MeTOJ AaKTHBHOIO OOVUeHHSA, OJHA H3 OPraHH3aIHOHHBIX (QOpM
IIO3HABATENNPHON [JeATEIBPHOCTH, IIO3BOIIIOINAA 3aKpelMTh IIONIVUEHHEIE PaHEe 3HAHHA, BOCIIOIHHTE
HEeJIOCTAOIY HH(GOPMAIHI0, CPOPMHPOBAThH YMEHHA Pellarh ITPOOIIEMbI, VKPEIHTh IIO3HIHH, HAYUHTh
KYILTYpPE BeJeHH TICKYCCHH. XapaKTepPHOH UepTOiH «KPYIIIOro CTONa» ABIIAETCSA COUeTAHHE TeMAaTHUYECKO
I CKYCCHH C T'PYIIIIOBOH KOHCYIIb Tal[HEH.

OCHOBHOI  IEMBI0 IIPOBEHAEHHA «KPYIJIIOrO CTONaA» SABIAETCA BBIPAOOTKA Yy  Y4YaIlHXCA
IIpoeCCHOHANBHEIX VMEHIIT H3lIarark MBICIH, apPryMEHTHPOBATh CBOH CcOOOpaxeHHdI, OOOCHOBHIBAThH
IIpeIaraeMble PellleHHsI H OTCTAaHBaTh CBOH YOeXKIeHH I IIpH 3TOM IIPOHCXOIHT 3aKpeIlIeHie HH(OpPMAaIHH
H CaMOCTOATETBHOH PadOTHl C JIOMOTHHTENLHEIM MaTepHAalIOM, a TAaKke BBIABIEHHE ITPOOIIeM H BOIIPOCOB
1 O0C VK JTeH A

BaxHoIl 3aaueil IpH OPTaHH3AIHH «KPYIIIOT O CTONa» ABIIETCA:

¢ 00CYXKIEHIE B XOJIe ICKYCCHH OJIHOM-BYX IMTPO0IeMHBIX, OCTPBIX CHTYAIHIL II0 JAHH O TEME;

® HIUTFOCTPAI MHEHHIT, TIOIOK EHII C HCIIOMb30BAHH EM PA3IHUHBIX HATTIAAHBIX MATEPHAIIOB (CXEMEL,
IHarpaMMel, TpadHKH, ayaHo-, BHIE03aIHCH, POTO-, KHHOAOKYMEHTEI ),

e TI[aTelbHAA ITOATOTOBKA OCHOBHBIX BBICTYIAFOIIHX (HE OrpaHHYHBATHCA JOKIATaMH, 0030paMH, a

] NOKYMEHT MoanncAH
SNEKTPOHHOW MNOANMUCHIO HTHEIBATH HEKOTOPEIE OCOOEHHOCTH:
Ceptudmkar:  12000002A633E3D113AD425FB50002000002A6 THM, T.e. TPOIMECC KOMMYHHKAI[WI, OGIIEHTLS,
Bnapeneu; lebayxoea TatesaHa AnekcaHgapoeHa -
] » (He cIy4yailHO OH IIPHHAT Ha IIepPeroB opax), T.e.
| fAecteurenen: ¢ 20.08.2021 no 20.08.2022 ) 3aTBUIOK, KaK HA OOBIUHOM 3aHSATHH, B I[€IOM
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IIPHBOAUT K BO3pPACTAHII0 AaKTHBHOCTH, VBEIHUEHHIO UHCIA BBICKA3BIBAHIHI, BO3MOKHOCTH JIHYHOLO
BKIIOUEHHSA KakJOTO Vyualerocs B oOOCYKJeHHe, IIOBBIIIAET MOTHBAI[HEO VYAIHXCSI, BKIFOYAET
HeBepOallbHEIE CPEJICTBA OOIEeHHA, TakKHe KaK MIMIKA, KeCThI, SMOIHOHATbHEIE TPOABIEHH .

0) IpelofaBaTelb TaKkKe paclonaraici B oOIeM Kpyry, KaKk PaBHOIPABHBOI WieH TPYIIBI, 4YTO
co3ZaeT MeHee (POPMATBHYIH0 OOCTAHOBKY ITO CPAaBHEHHIO C OOIENPHHSATON, TZle OH CHIHUT OTHAEIBHO OT
CTYZEHTOB OHH oOpallleHhl K HeMy JHIOM. B KIacCHYeCKOM BapHaHTe YYACTHHKH aIpecyrT CBOH
BEICKA3BIBAHILA IIPEHMYIIECTBEHHO €My, a He IPYyT OPYry. A ecl IpelojaBaTellb CHIHT CPedH CTYIeHTOB,
oOpaIleHHs WIEHOB TPYIOIBI JIPYT K JAPYIY CTAHOBATCA OOlee YACTHIMH H MeHee CKOBAaHHBIMH, 3TO TaKXkKe
crroco0CcTBYeT (pOPMHPOBAHIED OINarolpHATHOH OOCTAaHOBKH NIA ICKYCCHH H PA3BHTHA B3aHMOIIOHHMAHIA
MeK Ty IIpelrojiaBaTeneM H CTYIeH TaMH.

«KpyTimeIit cTom» 1enecoo0pa3Ho OPraHH30BaTh CIETYIOILIM 00pPa3oM:

1) TIpemmogarareneM GOpPMYIHPYIOTCSA (PeKOMEHIYeTcd ITPHBIEKATh H CaMHX CTYJIEHTOB) BOIIPOCHI,
o0cyXkIeHIe KOTOPBIX ITO3BOIIHT BCECTOPOHHE PACCMOTPETh ITPOOIIeMY;,

2) Bollpockl paclipelellSr0TcA IO IIOATPYIIIIAaM H pa3faroTcd YYACTHHKAM [UIA IlelleHAIPaBIeHHOM
IIOT OTOBKH;

3) 11 ocBellleHHA CIIeIH(HIeCKHX BOIIPOCOB MOI'YT OBITH IIPHITIAIIEHE]I CIIEIHAIHCTEI (FOPHCT,
COITHOIOT, TICHXOIOr, 3KOHOMHCT);

4) B Xope 3aHATHA BOITPOCH PACKPHIBAFOTCS B OIPe/elIeHHOI ITOCIeI0BATETEHOCTH.

BEICTYIUIEHHA CITEIHAIBHO IIOTOTOBIEHHEIX CTYIEHTOB OOCYAKIAIOTCA H JIOMOIHAIOTCA. 3aJarTcA
BOITPOCHI, CTY/IEHTHI BBICKA3EIBAKOT CBOH MHEHH S, CIIOPAT, 0OOCHOBBIBAXOT CBOK0 TOUKY 3PEHI .

OCHOBHYH) 4YacTh «KPYIJIOLO CTOI@» II0 NHO0I TeMaTHKe COCTABIAKOT MOHCKYCCHA H JeOaThl.
Juckyccua - 370 BCeCTOPOHHee 0O0CYK IeHHe CIIOPHOr O BOIIPoca B ITyOIMMYHOM cOOpaHHI, B YacTHOI Oecefle,
criope. JIpyTHMH CIIOBAMH, JHCKYCCHS 3aKTHOUaeTCAd B KOIWIEKTHBHOM OOCYAEHHH KaKoro-Imibo BOIIPoca,
ITpo0IeMBl HIIH COIOCTABIEHHH HH(pOPMAIHH, HeH, MHeHHNII, IpeIoxeHini. [emn mpoBeleHH A JHCKYCCHH
MOTYT OBITh OUeHb Pa3HOOOpa3HbIMH: OOyUeHHe, TPEHHHI, IHArHOCTHKA, IpeoOpa3oBaHie, H3MEHEHHE
YCTAaHOBOK, CTHMYJIMPOBaHHE TBOPUECTBA H .

B OCHOBe «Kpyrioro croina» B GopMme dedamos - cBOOOIHOE BBICKA3BIBaHHE, 00OMEH MHEHHAMH II0
IIPEUIOK EHHOMY CTYIeHTaMH TeMATHUeCKOMY Te3HCY. Y UACTHHKH Ae0aToB IIPHBOMAAT IIPHMEpPHI, (aKTHL,
apTYMEHTHPYIOT, JIOTHUHO JIOKA3bIBAKT, ITOACHAIOT, AT HH(popmanmo H T.4. [Ipolexypa mebGaToB He
NOIIYCKaeT THYHOCTHRIX OIIEHOK, SMOI[HOHANBHBIX IIPOABIIeHHIT. OOCYXKIaeTcA TeMa, a He OTHOIIEHHE K Hell
OTJIETHHBIX YUACTHIKOB.

OCHOBHOE OTIHuHe 1e0aTOB OT AUCKYCCHI COCTOHT B CIeIyROIeM: 3Ta ¢opma «KpPyriIoro CTOIay
IIOCBAINEHA OHO3HAUHOMY OTBETY Ha IIOCTABIEHHBIT BOIPOC — Ja HIH HeT. [IpHueM ojmHa TIpyIla
(VIBepKOarollHe) SBIAeTCA CTOPOHHHKAMH IIONOKHTEIRHOIO OTBETa, a Apyrasd Irpyimia (OTPHIAOILHE) —
CTOPOHHHKAMH OTPHIATELHOTO OTBETA. BHYTPH KaOH H3 TPYIOI MOI'YT O0Opa30BBIBATHCA 2 ITOATPYILIIHL,
OJTHA ITOATPYIINIa — IIOJ0MpPaeT apryMeHTEL, a BTopasd — pa3padaThiBaeT KOHTPApTyMEHTHL.

JeGaTsl OpMIPYIOT:

* yMeHHe (POPMHPOBATh M OTCTAHBATh CBO ITO3HITIIO;

® OpaTOPCKOE MacTePCTBO H YMEHHE BECTH [[HATOT;

® KOMAaH JHBII TyX M JTHAEPCKHE KauecTRa.

«Kpyrisni ctony B opMe AeGaToB pazBHBAET CIIOCOOHOCTH H (JOPMHPYET HeoOXOHMEBIE HABBIKH LA
BeJIeHILA JHalora:

¢ pa3BHTHE KPHTHUECKOTO MBINDIEHH (pallHOHANBHOEe, pedleKCHBHOEe H TBOPUECKOE MEIIIIIEHIIE,
HeoOXomuMoe IpH (POPMYIHPOBAHHH, OIpejleleHHH, OOOCHOBAHHH H aHal3e OOCYKJaeMBIX MBICIEH H
HIel);

® pa3BHTHE KOMMYHHKATHBHOI KYIIbTYPhI, HABBIKOB ITYOIMUYHOTO BEICTYILJIEHH A,

* (hpopMIIpOBAHNE HCCIEAOBATENBCKHX HABBIKOB (ITPHBOAHMEIE apTyYMEHTHI TPeOVIOT JOKa3aTellbCTBa H
IIPHMEPOB, 1A IIOHCKA KOTOPHIX HeoOXoauma paboTa ¢ HCTOUHHKAMH HH(OpPMAIHH);

* (popMIIpOBAaHNE OPraHH3AI[HOHHBIX HABBRIKOB (IIO/[pa3yMeEBAOTCA HEe TONBKO OPTaHH3AI[HI0 CaMOTO
ce0s, HO H H3TaraeMbIX MaTepPHAaIOB),

* (popMIIpOBAHNE HABRIKOB CIYIIIAHHA H BeJleHH 3aICell.

B mefaraxX ITDHHIMAKT VYACTHE IBe KOMAHIBI (OIHA YTBEPKTAeT Te3HC, a JApyrad ero OTPHIaeT).

ZI an%%ﬁgﬁngg?‘%‘aﬂ%: & ' IBVX IUIH TPeX HIPOKOB (CIHKepoB). CYTh HIPEHI
‘CepTudbikat:  12000002A633E3D113AD425FB50002000002A6 0 CIOpPOHY, CYACH, B TOM, HI0 Ballil apr'yMEHIB
‘Briapeney: '~ leBayxosa TatesiHa AneKcaHApoBHa d.

KOHCIIEKT JOKIAanA.
NencrenTenen:c 20.08.2021 no 20.08. 2022
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Iopaook opopmiernua u npedocmasieHuAa: NOKIa oQopMISseIcsa B BHJEe KOHCIIEKTa H

IMMPEJOCTABIIACTCA ITPH CDﬁECE,[[DBElHIHI Ha ITPAKTHYECKOM 3aHATHH.
KPHHIEPIHJ CUERHGARNA. TIPDHECICHEL B DOHIE OIEHOYHBIX CPEICTE IIO THCITHIIIIHHE

5. KOHTPOJILHBIE TOYKHM 1 BHJIbI OTYETHOCTH 11O HUM

T exymHii KOHTp 0J1b padoThI CTYIEHTA MPOXOJAUT 3 pa3a B ceMecTp. J[o KOHTPOIbHOH TOUKH CTYIE€HT JOJIKEeH
BBITIOJIHHTh BCE 3aJaHH:A, IPEIY CMOTP €HHbIE TP apHKOM ITp OBEJIEHHA TP akTHYEeCKHX 3aHATHH. 1Ip ofiTi cobeceqoBaHHA
I10 TeMaM, [MPHHATh YYaCTHE B KPYIJIOM CTOJIE, BBIMOJHHTD ITPAKTHYECKHE 3 aJlaHHA.

PeHTHHI 0BASI OI[¢ HKA 3HAHHH CTY/IeHTA

Ne 11 By neAaTenbHOCTH CTYEHTOB Cp OKH BBITTOJTHEHHA KomiecTBO
DaJLIoB
3 cemecTp
1. IIpakmHueckoe 3aHATHE Ned S HeenA 15
2. lIpakTH4yeckoe 3aHATHE Nel 1 11 Henensa 15
3. lIpakTH4yeckoe 3aHATHE Nol 5 15 HenenA 25
Hroro 55
Hroro 3a 3 cemecTp

MakcHManbHO BO3MOKHBIH Oasul 3a Bech TEKYINHI KOHTPONb YyCTaHaBJIHBaeTcsAd paBHBIM S5, Tekymiee
KOHTP OJIbHOE€ MEPOIIPHATHE CUHTAETCA CaHHBIM, €CIH CTYOEHT ITOIY4YHI 3a Hero He MeHee 60% OT yCTaHOBJIEHHOIO
IUIA 3TOr0 KOHTP 0JIs1 MaKcHMalbHOro Oanmna. PeATHHroBblil Oalul, BbICTABIAEMBIH CTYEHTY 3a TeKyI€e KOHTP OJIbHOE
MEP OIIPHATHE, CJaHHOE CTYJE€HTOM B YCTAaHOBJIEHHbIE€ IPaHKOM KOHTPOJBHBIX MEPOIIPHATHIT CPOKH, OMpefeAeTCA
CIETYIONTHM 00pa3oM:

Y POBEHE BEOIOMHEHHA KOHTPOIBEHOIO 3aJIAHHT PelfTHHTOBELI Oamn (B % OT MaKCHMAaThbHOLO
Oannma 3a KOHTPOJIBbHOE 3aIaHIeE)
OTIHYHBIT 100
X oport 80
Y IOBIETBOPHT ETLHEIH 60
HeyaoBaeTBOPHT eTbHEIH 0

VUEBHO-METOJIUTYECKOE 5| NH®OPMAIITHOHHOE OBECIIEYEHUE
TACHHILIAHEI

1. IlepeyeHb OCHOBHOII JIHTEPATY PhI:
3. BOmora, I'. B. OCHOBH JOKYMeHTOO0OOpOTa B TAMOKEHHBIX opraHax: yuel. mocobme / I'.B. Dmora. - CII0.
: Uatepmema, 2014 -206 c. - ITpu.: c. 174-205. - Bubmnorp.: ¢.171-173. - ISBN 978-5-4383-0065-6.

2. IlepevyeHb JOMOJHHUTEIbHON JTHTEPATY PbI:

1. Munma, O. B. 3ampra KOH(HIEHIIHATRHOI HHGOPMAIMH IIPH 3IEKTPOHHOM JOKYMEHTOOOOPOTE
|OmexTpoHHEIN pecypc] : yueGHoe mocobue / O. B. MummH, 1. B. MHHIHH. — 35IeKTPOH. TeKCTOBBIE
maHHble. — HoBocHOMpcK : HoBOCHOMPCKIIT TocyIapCcTBeHHBNI TeXHIUecKHii yHuBepcureT, 2011 — 20 c.
— 978-5-7782-1829-1.— PexmmM goctyiia: http://www.iprbookshop.ru/44918.html

2. KoHQHIeHI[HAIBHOE [IEeIOIMPOH3BOJACTEO H 3aIl[HINEHHBIN 3IeKTPOHHBIH TOKYMEHTO000pOT | YUeOHHK /
AT . ®adbpuunor, A.C. JémymxmH, T.B. Kongparora, H.H. Kyuses. — Mocksa : Jloroc, 2011. — 452 c. —
(HoBas  yHmHBepcHTeTcKad  OmOIHOTEKa). - Pexnm TOCTVIIA: ITO TIOJIITI CKE. -
URL: http://biblioclub.ru/index.php ?page=book&1d=84996

3. IlepeyeHb YUeOHO-MeTOHYECKOr0 o0ecIeueHHA CAMOCTOATE/IbHOM padoThl 00y4YaKIHXCA I10
TUCITHILTHH e
1. MeTomueckne peKOMeHJAIHH A CTYAEHTOB II0 OpPraHH3al[HH CaMOCTOATEIbHOH  paloThl IO
mrcmmmme «OCHOBEI ,[[DI(}MEHTDDﬁDpDTa B TAMOKEHHEIX DpI‘ElHElK}} AnoxmHa AIL.

2—NeTo T NOKYMEHT I'IDD,I'IHCAH CHIFO TIpd JCKHX padoT I CTYAEHTOB II0 IHCIHIUIHHE

1 SNEKTPOHHOW NOONMUCBIO 1oxziHa AL

Ceprudhnkar: - 12000002A633E30113AD425FB50002000002A6 'iI{}MEHTDDGDpDTa B TAMOKEHHEIX OpPraHaxy
Bnapeneu: lLlebayxoea TateAHa AnekcaHapoBHa
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4. [IlepeueHb pecypcoB HHGpOPpMAlHOHHO-TEIEKOMMYHHKAIIHOHHONT ceTH «HHTepHeT»,
HeoOXOJUMBIX /11l OCBO€HHs JH CII HILTHH bI
Hrmepnem-pecypcol:
3. http://www.consultant.ru/online/ - CIipaBoYHO-IIpaBOBAI CHCTEMA
4. http://elibrary.ru/defaultx.asp - HayuHas 3MeKTpoHHAasA OHOIHOTEKA
3. http://akvest.donrta.ru/ - « AkageMHUecKHIT BeCTHHK PocToBRCKOro (prurnana Pocciiickoil TaMOK eHHOI
aKaJeMHI» - HAYUHO-ITPAKTHYECKITOT AYpPHAIL.
IAEKMPOHHBLE DO ILONEUHbLE CILCINEMDbL.
4. http://biblioclub.ru/ - YHnBepcurerckas ondnmoreka ONLINE.
5. http://www.iprbookshop.ru — SnexrponHag GHOmioTeunas cuctemMa «IPRbooks»
Ipogheccuonanvrsie 0a3vl 0AHHBIX
6. http://www.gdm.ru. - opHIHATHHEI CaiT I I VIIPABILIIONIX JOKYMEHTAIH el

HEpElIEHI: HHq)DpMﬂHHDHHLII TEIHD.]]DI‘I—‘Iﬁ, HCIIOJIB3YEMBIX MPH OCYHIECTBJICHHH DﬁpﬂRDBﬂTE.]II:HDI'D
nmponecca no JHCHHILIHHE, BRJAKYAA NEPeYCcHB Ipor paMMHOIO obecrieueHHsl H I-‘IH(prMﬂHHDHHLIK
CIIPpAaBOYHLBIX CHCTEM

HNHopManiHOHHEIE TEXHOJIOTHH:
M crions30BaHHe CIIEIHATLHBIX HH(OPMAIHOHHBIX TEXHOIOTHIT I OpraHH3aIiH yueGHOro Impolecca
He TpeOyeTcs.

HH@popMalHOHHbIE CIIPABOYHbIE CHCTEMbI:
1. http://www.consultant.ru/online/- cripaBouyHas ImpaBoBasd crcTeMa KoHcymsTaHT I11rocC

IlepedyeHb NporpaMMHOro odecrevyeH ust
- Microsoft Windows 7
- Microsoft Office
- OPTIMA-WorkFlow

AOKYMEHT NoanmncAH
SNEKTPOHHOW NOAMUCHIO
Ceptudurkar: 12000002A633E3D113AD425FB50002000002A6
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