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1. llesab ¥ 3a1a4M OCBOECHUS U CIUNJINHBI

JlucuuiuivHa npeiHa3HadeHa JUIst MOATOTOBKH CIIEUAIMCTOB € BBICIIUM MPO(ECCHOHATBHBIM
oOpazoBanueM 1o crenuadbHOCTH «TamoxenHoe aenoy». Llenpro mpernogaBaHUs TUCIHILIHHEI
SBIISICTCS 3HAKOMCTBO OOYyYalOIUXCsS C CHCTEMOW 3HAHMK, a TakkKe METOJOB U CPEJCTB,
HEOOXOJWMBIX Uil OpraHU3allyd JTOKYMEHTAIMOHHOTO W HMH(OPMAIMOHHOTO OOeCTeYeHuUs
YIPaBJIEHYECKONW U KOHCY/IbTALIMOHHOM 1€ATEIbHOCTH TAMOKEHHBIX OPTraHOB.

OCHOBHBIMU 33Jla4yaMH Kypca SIBJISIIOTCS NPUOOpETeHHE 3HAHMKW B TaKUX O00JACTAX, Kak
JOKYMEHTUPOBAaHHE M paboTa C JOKyMEHTaMH, WH(GOPMAIMOHHBIE CHCTEMBI JEIONPOU3BOICTBA,
apXUBUPOBAHME M JIp., HEOOXOJMMBIX JUIsl OpraHu3alMy JIOKYMEHTAllMOHHOIO oOecreyeHus
NEeSITEIbHOCTH TaMOXEHHOTO oOpraHa B IeJIoM (Kak TpaJuIUOHHBIM CHOCOOOM, Tak U C
HCI0JIb30BAHNEM HOBBIX MH(QOPMAIIMOHHBIX TEXHOJOTHI), a TakkKe MpUOOpETeHHs] MPAKTHUECKUX
HAaBBIKOB [0 TIOJITOTOBKE U OPTraHU3allMy UCIIOJHEHUS PA3IMYHOTO POoJAa TIOKYMEHTOB, IIPOBEIEHUIO
9KCHEPTU3bl LIEHHOCTH JIOKYMEHTOB, HCIIOJIb30BAHUIO JIOKYMEHTAIbHBIX IOHUCKOBBIX CHCTEM,
BBIYMCIUTEIBHON W OPIrTEXHUKH B IMPOLIECCE CO3JaHMsI W YIPaBJICHUS >KU3HEHHBIM LUKIOM
JOKYMEHTOB.

2. Mecto aucuuminHbl B cTpykrype OOII
JucuumnnuHa «/{okyMeHTalMOHHOE oOecrieueHue B TaMOXXEHHBIX OpraHax)» OTHOCHTCS K
BapUaTHBHOW YacTH y4eOHOTO I1aHa. Ee u3ydeHne mpoxouT BO 2 ceMecTpe.

3.CBsi3b C NPeAIECTBYOIHMH THCIUITHHAMHU
JuctunmuHa BeAeTcss Ha | Kypce, MO3TOMY CBSI3W C NPEAbIAYIIMMHU JUCHUIUTMHAMH HE
HAMEET.

4. CBs13b € nocJeAyOIUMHU TUCHUILINHAMHA

Jucuumnnuna «J{okyMeHTalMOHHOE Oo0ecrieueHHEe B TaMOKEHHBIX OpraHax» JaeT 0a30BYIO
OCHOBY 3HaHMW M TPAKTUYECKUX HABBIKOB JUISI HW3YYEHHS]  JUCHUIUIMH: «IJIEKTPOHHBIH
JOKYMEHTOOOOpOT B TaMOKEeHHBIX opranax/HMudopmaninoHHbIe pecypchl TAMOYKEHHBIX OPTaHOB).

5. IlepeyeHp IUIAHHMPYEMbIX pe3yJbTaTOB OOy4YeHHsl, HO JMCUHUILUIAHE (MOIYJIIO),
COOTHECEHHBIX € IUVIAHNPYEMBIMH Pe3Y/JIbTATAMM 0CBOEHHUSI 00pPa30BaTe/bLHOMH MPOrpaMMbl

5.1. HaumMeHoBanue KOMMIeTEeH Ui

Nunekc DopmyIUpOBKa:
[1K-32 BJIQJICHUEM HAaBbIKAMU T[PUMEHEHHUS B TaMOXEHHOM JIele
UHGOPMAIMOHHBIX TEXHOJOTHMM U CpPeACTB 0OECleYeHHs] UX
(GYHKIMOHUPOBAHUS B HENAX HHPOPMAIMOHHOTO COMPOBOXKACHUS
podeccHoHANBEHOM e TeNbHOCTH

I1K-34 CrocoOHOCTRIO 00ecieunBaTh HH(popMaIel B chepe TaMOKEHHOTO
Jiena TOCYAapCTBEHHBbIE OpraHbl, OpPraHW3alMd U OTAEIbHBIX
rpaxaaH

5.2 3HaHusi, yMeHHs, HABBIKH M (WJHM) ONBIT ACATEJbHOCTH, XapaKTepHU3YIIHe 3Tanbl
¢GopmupoBaHus KOMIIETCHUMH



[Tnanupyemsbie pe3yinbTaThl O0OYUCHUS MO JUCIHUILTHHE (MOIYIIIO),
XapaKTepPHU3YIOIIKE ATanbl (HOPMUPOBAHUS KOMITETCHIIUN

DopMupyemble
KOMIIETEHIIUU

3HaTh:

- OCHOBHBIC HOpPMATHBHBIE M METOJMYECKHE JJOKYMEHTHI MO BOIPOCAM
MOJATOTOBKK U O(OpMIIEHHs PAa3IMYHOTO POJa JTOKYMEHTOB (YNpaBiIEHYECKHX,
TaMOXXCHHBIX U JIp.) M OPTaHU3aIMH JIeONPOM3BOJICTBA B TAMOKEHHOM OpTaHe;

- KIacCHU(UKAIHMIO 3aiuiaeMol HHQopMalyu, TPUHIMITEL 1 CPEJICTBA 3aIIUTHI,
a TaKKe PeXHMBI 3allUIIAeMOi MH(OPMALIMH, UCIOIB3YeMOW B TaMOXKEHHBIX
opraHax;

- OCOOCHHOCTM OpraHM3alM M CTaJud JOKYMEHTOOOOpOTa B TaMOXKEHHBIX
opraHax.

- TpaBWia TOATOTOBKM M O(OpMICHHS BCEX BHJIOB OPraHU3alMOHHO-
pacropsAUTENbHBIX JOKYMEHTOB B TAMOYKEHHBIX OpraHaXx.

- BO3MOXXHOCTH HOBBIX WH(OPMAIMOHHBIX TEXHOJOTHH, HMCHOIb3YEMBIX JUIs
MOJrOTOBKH, O(QOpMIICHUS, Mepeadn, MOUCKA U XPaHEHUs JOKYMEHTHPYEeMOt
WH(pOpPMAIUH;

- BBl YNPABJICHYECKHX JOKYMEHTOB, MX PO W (YHKIMM Ha Pa3HbIX dTarax
YITPaBJICHYECKOr'0 MPOIIecca;

IK-32

3HaTh:

- TpeboBaHMsI K OPOPMIICHHIO JOKYMEHTOB B TAMOXKEHHBIX OpraHax;

- TOpSIOK BEIOMCTBEHHOTO XPAHEHUs JOKYMEHTOB M OpraHW3alfio HX
JeTIONPON3BOACTBA B TaMOXKEHHBIX ~ opraHax  (HOMEHKiatypa  Jied,
(dbopmupoBanue z1e1, 0hOpMIICHUS JET)

- Ha3HA4YeHHWE M TOPSAMOK MPOBEICHUS SKCHEPTHU3bl IIEHHOCTH JOKYMEHTOB B
TaMOJKCHHBIX OpraHax.

- OCHOBBI APXUBHOT'O XPAaHEHUS JOKYMEHTALUN TAMOKCHHBIX OPTaHOB.

- HOpPMAaTHBHO-METOIMYECKHE OCHOBBI OpraHm3anus paboTBl  CIy>KOBI
JOKYMEHTAIlMOHHOTO 00ECIeYeHNsI TAMOYKEHHBIX OPTaHOB.

I1K-34

Ymers:

- MPUMEHSATh Ha I[PAKTUKE OCHOBHBIE HOPMAaTHUBHBIE M METOAMYECKUE
JOKYMEHTBI IIO BONPOCAaM IOATOTOBKM M O(MOPMIEHHS Pa3IMYHOIO pona
JOKYMEHTOB M OpraHU3alMH AEIONPOU3BOICTBA B TAMOKEHHOM OPIaHE;

- IPHUMEHSTh Ha IPAKTUKE HOPMATHBHbIE M METOAWYECKHE JIOKYMEHTHI,
peryIaMeHTUPYIOIME OPTaHU3aLUI0 paboThl C JOKYMEHTaMH, COIEP)KalUMHU
CBEIIEHHS OTPaHU4YEHHOTO PACIIPOCTPAHEHMS;

- aHaNIM3UPOBAaTh COCTOSHHE AOKYMEHTOOOOpOTa B LIEJIOM U COAEP)KaHUE €ro
OTJEIBbHBIX CTaJIHI;

- KJIaccu(pUIMPOBaTh JOKYMEHTALIMIO TAMOKEHHBIX OPTaHOB.

-MCIIOJIBb30BaTh  COBPEMEHHBIE CPEICTBAa  CBA3M, OPraHU3aLMOHHOH U
BBIYMCIIUTEIBHON TEXHUKHU IpU padOTe ¢ JOKYMEHTaMH, B TOM YHCJIe BRIOMPATh
HE00XOANMOE IMPOrpaMMHOE 00ecTiedeHe I NHPOPMAIIMOHHBIE TEXHOIOTHH.

[1K-32

Ymers:

- peaJM30BBIBaTh 337a4d M (PYHKIHMH CITY)XOBI JOKYMEHTAIMOHHOTO OOeCTIeUeHHs
TaMOXXEHHOT'0 OpraHa.

- aHAIM3MPOBaTh OOIME TpeOOBaHWS K O(OPMIICHHIO PEKBU3WTOB W BBIOMPATH
HEOOXOIMMbIE JUTS KOHKPETHOrO JOKYMEHTa BUI ONTaHKa M COCTAaB PEKBH3HTOB
JIOKYMEHTA.

- aHAJM3UPOBaTh M COCTABJIATH HOMEHKJIATYPY JEN, COCTaB JOKYMEHTOB B
OTHENBbHBIX JIeaxX, BBIABIATH HApylNIEHHs B TNpaBWiIax (OPMHPOBAHUS U
oopmieHus ner;

- NPOBOAUTH IKCIEPTU3Y IIEHHOCTH JAOKYMEHTOB, TOTOBUTb MX K apXHWBHOMY
XPaHEHUIO WM YHUUYTOXKEHHUIO.

I1K-34

Baagern:
-HaBBIKOM pEIICHHUS CTaHJAPTHBIX 3aJad NPo(EeCCHOHATBHON JEATEIbHOCTH
ITyTeM OpPTaHU3alHUU PaOOTHI C JOKYMEHTAMHU B TAMOXKEHHBIX OpraHax;

I1K-32
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-HaBBbIKOM 3allluThI CJ'Iy>KC6HOI7[ I/IH(I)OpMaHI/II/I, conepmameﬁca B JOKYMCHTAax.
-HAaBbIKOM HCIOJB30BaHUA JOKYMCHTAJbHBIX I/IH(l)OpMaHI/IOHHO-HOI/ICKOBBIX
CUCTCM.

Baaners: [1K-34
-METOIMKON TIPOBENCHUS BCEX CTaJWi JOKYMEHTOOOOpOTa  TaMOXKXEHHOI'O
oprana;

-TeXHOJIorred POopMUPOBaHHS U OPOPMIICHUS 1]l B TAMOXKCHHBIX OpraHax;
-HaBBIKOM COCTAaBJICHHUA nu O(bOpMHCHI/Iﬂ BCEX BUI0B praBHeH‘IeCKHX
ILOKyMCHTOB TaAMOXXCHHBIX OpF AHOB.

6.00beM y4eOHOI TUCIUTLTNHBI

O0neM 3ausTuii: Utoro 81 4. 3 3.¢.
B tom uncne aymutopueix 10,5 4.
W3 mux: Jlekmuii 4,5 4.
[TpakTnyeckux 3aHsATHi 6 4.
CamocrositensHO# padoTsr 70,54.
3auét 2 cemecTp

7. CoaepskaHue IUCUMILINHBI, CTPYKTYPHMPOBAaHHOE 110 TeMaM (pa3aesiaM) ¢ yKazaHueM
OTBCACHHOI'0 HA HUX KOJIHNYECTBA aKAJAEMHUYIECCKHUX YaCcoB U BU/10B 3aHATHH

7.1 TemMaTu4ecKHil MJIAH JUCIUIIINHBI
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Paznen 1. [IpaBuiia JIOKYMEeHTHPOBAHHS B TAMOKEHHBIX OpPraHax
1 | Ponp, 3HaueHWe U COJCpP)KAHHE [1IK-32 1,5 - - -
JIEJIONPOU3BOJICTBA B TAMOKEHHBIX I1K-34
Oprasax.
2 | JokymeHTHI u CHUCTEMEI I1K-32 1,5 - - -
JOKYMEHTallud B  TaMO>KEHHBIX [1K-34
Oprasax.
3 | TpebGoBanus K 0(hOpMIICHHUIO I1K-32 15 15
JOKYMEHTOB B TaMOXEHHBIX [K-34
Oprasax.
Pasnea 2. Ilopsiiok J0OKYMEHT0000POTA B TAMOKEHHBIX OPraHax
4 | IokyMeHTOOOOpOT B TaMOXKEHHBIX TIK-32 - 15
oprasax. IK-34
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5 | Ilopsmoxk BEJIOMCTBEHHOT'O IK-32 -

XpaHEHUS JOKYMEHTOB u [1K-34
OpraHu3aius uxX Jel0NPOU3BO/ICTBA
B TAMOKCHHBIX OpraHax.

15

70,5

Pazjnen 3. Opranu3aumsi apXuBHOTO XpaHEeHHUsI M PA0OTHI CJIYK0 JOKYMEHTAIMOHHOT 0

o0ecrnevYeHUus B TAMOKEHHbIX opramax

6 | Opranuzanus paboThI [1K-32 - 15 - -
BE€IOMCTBEHHOIO apxuBa u T1IK-34
IKCIEPTH3a IEHHOCTH JIOKYMECHTOB
B TAMO>KCHHBIX OpTraHax.
7 | Opranuzanusi  pabOThl  CITYXKOBI IK-32 - -
JOKYMEHTAITMOHHOTO 00ecTeueHus TIK-34
TaMO>KCHHBIX OPTaHOB.
HToro 3a 2 cemecTp 45 6 - - 70,5
Hroro 4,5 6 - - 70,5
7.2 HamMeHOBaHME U COEPRAHUE JIEKIUH
Ne HNurepakTuBHas
Tem HaumeHoBaHUMe TeM QUCHHUILUIMHBI, KX KPaTKOe O0neMm bopma
coJep:KaHue 4yacos
bl NpOBe/IeHUsl
2 cemecTp
Pasznes 1. IlpaBuiia 1OKyMEeHTHPOBAHMSI B TAMOKEHHBIX OPraHax
1 PoJib, 3HAYeHHEe M COJepP:KAHHE JeJONPOU3BOACTBA B 15
TAMOKEHHBIX OpPraHax.
Jlenonpou3BOACTBO ~ Kak  obOecrieunBaromias — (PyHKIHS
yIpaBJIeHUs B TAMOKEHHBIX OpraHax.
HopmaruBHo-MeTomueckas  0a3a  J€NONPOU3BOACTBA B
TaMOKEHHOM CHUCTEME.
2 JIOKyMEeHTBI M CHCTEMBI JOKYMEHTAIIMU B 15
TAMOKEHHBIX OpPraHax.
JIoKyMeHT, ero poib 1 (HyHKIIUH.
Knaccuduxarwst JokyMeHTOB.
JlokyMeHTalus TAMO>KEHHBIX OPraHOB.
CriocoObl U TEXHUKA CO3JaHUS IOKYyMEHTOB.
[Ipouecc ynupukanuu nenonpou3BoCTBa.
3 TpeOoBannss K  0QOpMIICHHIO JAOKYMEHTOB B 15 Jlexuus-
TaMOKEHHBIX OpPraHax. BU3YyaIHU3aIus
OO6mue TpeboBaHMs K 0O(OPMIICHHIO PEKBU3UTOB IOKYMEHTA.
branku TOKyMEHTOB TaMOKEHHBIX OPTraHOB.
TpeboBaHus K TEKCTaM CITYKEOHBIX TOKYMEHTOB.
Hroro 3a 2 cemecTp 45
HToro 45




7.3 HaumeHoBaHue 1a00paTOPHBIX padoT
JlanHblii Buj paboThl HE IPEAYCMOTPEH YY€OHBIM TIAHOM.

7.4 HaumeHOBaHNe NPAKTHYECKUX 3aHATHI

Ne HanmeHnoBaHue TeM ITUCUMILIMHBI, UX KPATKOE O6bem WNHTrepakTuBHas
Tembl CoJIepXKaHue 4acoB dbopma
IIPOBEJICHUS
2 ceMecTp
Paznea 1. IlpaBuiia JOKyMeHTHPOBaHHUS B TAMOKEHHbIX OPraHax
Tema Ne3. TpeboBaHus K 0pOpMIIEHHI0 TOKYMEHTOB B TAMOKEHHBIX OPraHax.

3 [Ipaktnueckoe 3ansitue 1. TpeOoBanus k 0o(dopMIEHHIO 15

JOKYMEHTOB B  TaMOXXEHHBIX  opraHax. [IpaBuma

TIOJITOTOBKH ¥ O()OPMIIEHHS OTJIEIBbHBIX BUJIOB TOKYMEHTOB

Paznes 2. Ilopsiiok 10OKYMEeHT0000pOTA B TAMOKEHHbIX OPraHax
Tema Ne4 JlokyMeHTO00OPOT B TAMOKEHHBIX OpraHax.

4 [MpakTnaeckoe 3amarue 2. JIOKyMEHTOOOOpOT B 15

TaMOKEHHBIX  opraHax. Pabora wucmonHuTenen c

JOKYMEHTaMU ¥ KOHTPOJIb UCTIOJTHEHHUSL.

Tema NeS. Ilopsiiok BeIOMCTBEHHOI0 XPAHEHUS] JOKYMEHTOB M OPraHU3alMs UX
AeJONPOU3BOACTBA B TAMOKEHHBIX OPraHax.

5 [MpakTdeckoe 3ansthe 3. IlopsAIOK BEIOMCTBEHHOTO 1,5

XpaHEHUs JOKYMEHTOB u OpraHu3aIus ux

JEJIONIPOU3BOICTBA B TaMOXEHHBIX OpraHax.

®opmupoBanue u odopmiieHHE €T B TaMOXEHHBIX

OpraHax.

Tema Ne6. Opranmnszanusi padoThbl BeIOMCTBEHHOI0 AapXUBa M IKCIEPTH3a IIEHHOCTH
JOKYMEHTOB B TAMOKEHHbIX OpraHax

6 [Ipaktnueckoe 3anstue 4. IlpoBeaeHuwe dKcmepTusa 15

LIEHHOCTU JOKYMEHTOB B TAMOKEHHBIX OpraHax.

HTroro 3a 2 cemectp 6
Htoro 6

7.5 TexHo10rn4YeCcKas KApTa CaMOCTOSATEJILHOIM Pad0ThI 00Y4aK0LIerocs

Konasr Urtorosriit CpenctBa u O0ObeM JacoB, B TOM YHCIIE
peanusyem NPOIYKT TEXHOJIOTUH CPC | KonraktHas | Bcero
Bun nesrenbHOCTH
BIXKOMIIET CTYICHTOB CaMoCTOs- OLIEHKU pabora ¢
EHIUH TENbHOU Mperno/aBaT
paboThI eJeM
2 ceMecTp
CaMOCTOSITENbHOE Koncnekr | CobGecenosaune | 62,37 6,93 69,3
ITK-32 U3y4eHHUE
[1IK-34 JIUTEPATYpPHI 110
temaMm Nel -7,
K-32 ITonroroBska k Koncnekr | CobecenoBanue 1,08 0,12 1,2
MPaKTUYECKUM
TK-34 3aasaTusaM Nel-7
Hroro 3a 2 cemectp | 63,45 7,05 70,5
Hroro | 63,45 7,05 70,5




8. DoHJ OLEHOYHDBIX CpeacTB IJisi MPOBEACHUA HpOMe)l(yTOqHOﬁ arrecranuun oﬁyqammnxcﬂ
HO JTUCHUIIJIMHE

8.1 Hepeqeﬂb KOMIIeTEeHIIMH ¢ YKa3aHUuEM I3TalloB UX (l)OpMI/IPOBaHI/IH B Ipouecce OCBOCHUA

OII BO. ITacnopT (poHAa OLIEHOYHBIX CPEICTB

Kon Oran CpencrtBa u Tun KoHTpOIIA Bun xkontpons | HaumeHoBaHue
oleHuBaeM | (opMHpOBa | TEXHOJIOTHU (Texymuii/ (Texymuii/ OLICHOYHOI'O
on HUS OLICHKU IPOMEKYTOUHBII ) TPOMEKYTOUHBIH ) CcpeacTBa
KOMIIETEHI] | KOMIIETEHI
uu un (Ne
TEMBI)
IK-32 1-7 cobecemoBanme TEKYITUH YCTHBIN Bompocsr TUTST
[1K-34 coleceloBaHUs U
MIPOBEPKH
YPOBHSI
00y4EeHHOCTH
[1K-32 1-7 cobeceoBaHNE TEKYITHHA nucbMeHHBI | Komrurekr
[1K-34 THIIOBBIX 33124

8.2 Onucanue nokasareseil ¥ KpUTeprueB OLCHUBAHUS KOMIIETCHIMI Ha Pa3JIMYHbIX 3Tanax
ux GopMHpOBaHUs, ONIUCAHUE IIKAJ OLleHUBAHUS

YpoBun HNuaukaropbl Jdeckpunropbl

chopmu

POBaHHO 2 dania 3 6aana 4 das1a 5 6ass0B

cTH
KoMIeTe
HIUHA

IK-32

bazoBbiii | 3HaTh: Obyuatormuiics He | meer cnaboe, | JlemoHCcTpUpyeT
- OCHOBHBIE | 3HACT: OrpaHUYEHHOE JIOCTaTOYHO IOJHOE
HOPMaTHBHBIE ul - OCHOBHBIC | MPEACTaBICHUE 00. | 3HAHHE:
METOJIYECKHE HOPMaTHBHBIE U | -OCHOBHBIX - OCHOBHBIX
JOKYMEHTBI 10 | METOJUYECKUE HOPMaTHBHBIX U | HOPMaTHBHBIX u
BONPOCAM MOATOTOBKH | JOKYMEHTBI 10 | METOUYIECKUX METOIMYECKUX
u oopmIIeHHs | BOpocam JOKyMEHTax 10 | TOKYMEHTOB 1o
Ppa3Iu4IHOTO poAa | MOATOTOBKH 1 | BOmpocam BOIIPOCaM
JOKyMEHTOB othopmiteHHs MOATOTOBKH W | IOATOTOBKU "
(ynpaBieHYeCKHX, pazmugHOrO  pona | odopMIIeHHUS oopmenus
TaMOXXEHHBIX U Jp.) W | JOKYMEHTOB Pa3IMYHOrO  POJA | Pa3IMIHOTO pona
OpraHu3aIyn (ynpaBieH4YECKHX, JIOKyMEHTOB JIOKyMEHTOB
JETOTIPON3BO/ICTBA B | TAMOXKEHHBIX U Jp.) | (yIpaBIeHUYECKUX, (ympaBIeHYECKUX,
TaMOXEHHOM OpTaHe; u OpraHM3ally | TAMOXXCHHBIX U 1Ip.) | TAMOXKEHHBIX H Ap.) U
- KJIacCH(MKaIMIO | IETONPON3BOACTBA | U OpraHM3allM | OpraHU3alNuu
3aIHIIaeMOH B TaMO>KEHHOM | JICJIOTIPOM3BOACTBA | JIC/ONIPOM3BO/ICTBA B
nHpopmanuy, Oprasxe; B TaMO>KEHHOM | TaMO)XEHHOM OpTraHe;
MIPUHOMIBI ¥ CPEACTBa | - KIAcCH(HUKANWIO | OpraHe; - Knaccuukammn
3aIUTHI, a  TaKkKe | 3aluIaeMou - KIaccH(UKAINW | 3aIUIIaeMOoit
PSXKAMBI 3alUIAEMON | WHPOpMAIUH, 3aIUIIAaEMONR nHpOpMAaINH,
nHpopmanuy, TIPUHIONTIBI u | nHpOpMAaIHH, TIPUHIIATIBI "
WCTIONB3yeMOi B | CpeACTBAa 3alWTHI, | MPUHIIUIIBI W | CpeACTBax 3allUThI, a
TaMOXKEHHBIX OPTaHax; | a TaKXKe pPEXHUMBI | CPEACTBAX 3aIIUTHI, | TaKXKe pexIMax
- 0COOEHHOCTH | 3amuiiaeMoi a TaKKe pEeXHMax | 3alHIIaeMOH
OpraHM3alliy U CTaaAuM | UH(OOPMALUH, 3aIINIIAeMOH nHpopmanuy,
JOKyMEHTO00OpOTa B | UCTIONB3yeMOH B | MH(OpMaIuy, UCTIONB3yeMOH B
TaMO)KEHHBIX OPraHax. | TaMOXKCHHBIX WCTIONb3YyeMOl B | TAMOMKCHHBIX
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- TIpaBWJIa MOJIOTOBKH M | OpraHax; TaMO>KEHHBIX OpraHax;
o(opMIIEeHHS BCEX BUIOB | - 0COOEHHOCTH | OpraHax; - 0COOEHHOCTSIX
OpraHM3aIIOHHO- OpraHu3aIlyn U | -0COOCHHOCTSIX OpraHu3aIyn "
PpacIopsauTebHBIX cTajgun OpraHu3aIyn U | cramusax
JIOKyMEHTOB B | JOKYMEHTOO0OpOTa | cTajguil JOKYMEHTO000pOTa B
TaMOXXEHHBIX OpraHax. B TaMOXXEHHBIX | JOKYMEHTO000pOTa | TaMOXXEHHBIX
- BO3MOXHOCTH HOBBIX | OpTaHax. B TaMO)KEHHBIX | OpraHax.
nH(OpMAaIMOHHBIX - NpaBWIa | OpraHax. - IpaBUja IIOATOTOBKH
TEXHOJIOTHH, TIOJITOTOBKU u|- npaBwia | 1 OhOpPMIIEHHSA BCEX
UCIIONB3YEMbIX Juist | opopMIeHHsT  BCeX | TIOATOTOBKH U | BHJIOB
TIOATOTOBKH, BUJIOB obopMIeHHs ~ BceX | OpraHH3al[MOHHO-
o opmIeHus, OpraHM3aIIOHHO- BUJIOB pacrops AU TENbHBIX
nepeayy, IOWCKA | | PAcCHOPSANUTENbHBIX | OPTaHU3alMOHHO- JIOKyMEHTOB B
XpaHeHHsI JIOKyMEHTOB B | pacropsauTeNbHBIX | TAMOXXEHHBIX OpraHax.
JIOKyMEHTUPYEeMOH TaMOXEHHBIX JIOKyMEHTOB B |- BO3MOJKHOCTH
uHbopMaLUH; OpraHax. TaMOKEHHBIX HOBBIX
- BHIBI YNPaBJICHYECKUX | - BO3MOXKHOCTH | OpraHax. nH(pOpMaIMOHHBIX
JIOKyMEHTOB, MX POJIM M | HOBBIX - BO3MOXKHOCTH | TEXHOJIOTH,
(GyHKIMM Ha  pa3HbIX | MH)OPMAIMOHHBIX | HOBBIX UCTIONB3YeMbIX  JUIS
JTanax YIpaBJIEHYECKOro | TeXHOJIOTHH, MH(OPMALMOHHBIX | MOATOTOBKH,
nporiecca. UCIONIB3YeMbIX IS | TEXHOJOTHH, othopmieHus,
IIOAT' OTOBKH, HCIIOJIB3YEMBIX [JIs nepeaadn, MmorucCkKka H
oopmiieHus, MOATOTOBKH, XpaHEHUs
nepefadd, MoucKa | ohOpMIIEHHS, JIOKyMEHTHUPYEMO
51 XpaHeHHs | Tepefayd, ToHcKa | MHpOpMaIHK;
JIOKYMEHTHUPYEMOUN | U XpaHeHus | - BUJIBI
uHpopmanum; JIOKyMEHTUPYEMOH | YIpaBIIEHYECKHX
- BB | HHQOpPMALNY; JIOKYMEHTOB, MIX POJII U
YIPaBICHYECKHX - BUJbI | QyHKIMM Ha pa3HbIX
JIOKYMEHTOB, X POJIH | YHPaBICHYECKHX JTanax
M (yHKOMM ~ Ha | JOKYMEHTOB, MX POJH | YNPaBICHYECKOIO
Pa3HBIX oTamax | ¥ (QyHKOMM  Ha | Ipolecca
YIPaBICHYECKOr0 PasHBIX JTanax
nporiecca. YIPaBICHYECKOr0
nporecca.
Ymers: OOyuaromuiicst He He B momnoit mepe | JdemoHCcTpHpyeT
- NPUMEHATH ~ HA | yMeEeT: MOXKET YMEHHE
NPaKTUKE  OCHOBHBIE | - TPHUMEHATh Ha | CAMOCTOSATEIBHO: CaMOCTOATENBHO. -
HOpMAaTHUBHBIE U | paKTUKe -IIPUMEHSTh Ha | IPUMEHATH Ha
METOANYECKHE OCHOBHBIE IPaKTHKE IPaKTUKE OCHOBHBIE
JOKYMEHTBI 10 | HOPMAaTHBHEIE U | OCHOBHBIE HOpMAaTHBHBIE "
BOIPOCaM TOATOTOBKH | METOIMYECKUE HOpMAaTHBHBIE U | METOMYECKUe
u o(hopMIIEHHS | TOKYMEHTHI 1o | METOOHYECKHe JOKYMEHTBI o
Ppas3IMgHOro pozma | Bompocam JOKYMEHTBI o | BOIpocam
JOKYMEHTOB U | MOATOTOBKU U | BOIpocam HOJIr OTOBKH "
OpTaHU3aIIH oopmenus MOAT OTOBKH u | ohopmieHus
JeNONPOM3BOACTBA B | PasiM4YHOrO  pona | ohopMIICHHS Pa3IHMYHOTO pona
TaMOXKEHHOM OpTaHe; JOKYMEHTOB U | Pa3sIMYHOTO  poja | JOKYMEHTOB "
- NPUMEHATh  HA | OpraHU3aldH JOKYMEHTOB U | OpraHu3alin
MPaKTHKE JEONPOU3BOJCTBA | OpraHU3alUH JICITIOTIPOM3BOJICTBA B
HOpMAaTHBHBIE u|B TAMOXXEHHOM | JIeJIONPOM3BOJCTBA | TAMOXKEHHOM OpTaHe;
METOANYECKHE Oprase; B TAMOXXEHHOM | -  TIPUMEHSTh  Ha
JOKYMEHTHI, - IPUMEHSATH Ha Oprase; NPaKTHKE
pernaMeHTHpyroLue MPaKTHKE - TPUMEHATh HA | HOPMATHBHBIC "
OpraHM3ali0 paboOTHl | HOPMATHBHBIE U NPaKTHKE METO/INYECKUe
c JOKYMEHTaMH, | METOJHICCKHE HOpMAaTHBHBIC U | JOKYMEHTHI,
CoZIepKaIMu JIOKYMEHTBI, METOUYIECKHE perilaMeHTHPYIOIIHE
CBEICHHS perTaMeHTHPYIOIHN | JTOKYMEHTBI, OpraHM3aIio paboThI
OrpaHNYEHHOTO € OpraHu3anuio pernaMeHTHpyIomu | ¢ JIOKYMEHTaMH,
pacIpocTpaHeHus; paboTsI ¢ e OpTaHM3aIMIO | COEPKALIMIMHU
- aHAJM3UPOBATH | JIOKyMEHTaMH, pabotsl c | cBeneHus
COCTOSIHHE COZEpKAIIMHU JIOKyMEHTaMH, OrpaHUYEHHOT O
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JIOKYMEHTO000pOTa B | CBEICHUS COJICPIKATITIMHA pacrpoCTpaHCHHUS;
[EJIOM W COJEpXKaHWE | OrPAaHUYCHHOTO CBEJICHUS - KIaccH(HIPOBATH
€r0 OTIICNBHBIX CTAIWN; | pacCpOCTPaHEHHS, | OrPaHHYCHHOTO JOKyMEHTALIIO
- KJIacCH(UIIMPOBaTh | - KIaccU(UIMpoBars | PACTPOCTPAHCHUS; TaMOKEHHBIX OPraHOB.
JIOKYMCHTAIIO JIOKYMCHTAITAIO - KIaccU(pUIMpPOBaTh | -MCIONL30BAThH
TaMOXEHHBIX OPTraHOB. TaMOXXCHHBIX JIOKYMCHTAITAIO COBpPEMECHHBIC
-HCITOJTb30BaTh OpTaHOB. TaMOXCHHBIX cpeacTBa CBSI3H,
COBPEMEHHBIC CPEIICTBA | -HUCIOIb30BaTh OpTaHOB. OpPTraHU3aIMOHHONH W
CBSI3H, COBpPEMEHHBIC -HCIIOJTb30BaTh BEIYUCITUTEIHHON
OpPTaHU3AI[MOHHON W | CPElCTBA CBS3M, COBpPEMEHHBIC TEXHUKHA TIpU padoTe
BBIYHCITUTEITILHON OpPTaHU3aI[MOHHON U | CpPEeICTBa CBS3H, | C JIOKyMCHTAMH, B
TEXHUKHU MPH padoTe C | BHIYUCIUTEILHOM OpPTaHU3aI[MOHHOM M | TOM YHCJIC BBHIOMPATh
JOKYMCHTaMH, B TOM | TEXHHKH IIPH BBIUHCITUTEIBHON HE00X0TUMOe
qHUCIe BBIOUpATH | paboTe ¢ TEXHUKHU MpH | TIPOrPaMMHOE
HE00X0IUMOe JIOKYMCHTaMH, B pabote c | obecnieueHue WIH
TPOrPaMMHOE TOM YHCJIC JIOKYMCHTaMH, B | MH(OpMAIOHHbBIE
obecrieycHue WU | BBIOUPATh TOM YHCJIC | TEXHOJOTHH.
UH(POPMAIMOHHBIC HE00X0TUMOe BBIOMpATH
TEXHOJIOT . MPOrPaMMHOE HE00X0TUMOe

obecreyeHre HiTH MPOrPaMMHOE

HHPOPMALMOHHBIC | OOECIECUCHHE  HJIH

TEXHOJIOTUH. nH(pOpMaLMOHHBIE

TEXHOJIOI'UHU.

Baaners:  -HaBeikoM | OOyuwarounmmiics He | CnaGo Biajeer: JemoHcTpupyer

PEUHICHUA CTaHAApPTHBIX
3a1a4
poheCCUOHATTLHOM
JEATENbHOCTH  IIyTeM
opraHuzanuu padoThl C
JOKYMEHTaMH B
TaMOXEHHBIX OpraHax;
-HaBBIKOM 3QIIUTHI
CITyeOHO
undopmanuu,
coleprKaleics B
JOKYMEHTaX;
-HaBBIKOM
HCIIONB30BAHUS
JOKYMEHTaJIbHBIX
nH(pOpMaIMOHHO-
TIOMCKOBBIX CHCTEM.

BJIaJIeeT:
-HaBbIKOM PCIICHHSA
CTaHJApTHBIX 3aJa4
mpoheCCHOHATTEHOM
JeATENbHOCTH
yTeM
OpraHu3aLN
paboTsI c
JOKYMEHTaMH B
TaMOXKCHHBIX
OpraHax;

-HaBBIKOM  3aIlUTHI
CITy>KeOHOI
undopmanum,
coleprkalieiics B
JOKYMEHTaXx;
-HaBBIKOM PELICHUS
CTAHJAPTHBIX 337124
npodeCcCHOHATBLHOM
JesATENbHOCTH
yTeM
OpraHU3aLiN
paboTst c
JOKYMEHTaMH B
TaMOXKEHHBIX
opraHax;

-HaBBIKOM  3aIl[UTHI
CITY’KeOHO
nHpOpMAIIHH,
colepkalieiics B
JOKYMCHTAX;
-HaBBIKOM
HCTIONTb30BAHUSA
JIOKyMEHTaJIbHBIX
“H(pOpMaIMOHHO-
TIOMCKOBBIX CHCTEM.

-HaBbIKOM PCIICHHUSA
CTaHJIAPTHBIX 3aja4
mpoheCcCHOHATTLHOM
JEATEbHOCTH
IyTeM
OpraHu3aliu
paboTsr c
JOKyMEHTaMH B
TaMO>KEHHBIX
opraHax;

-HaBBIKOM 3aIlUTHI
CITy>keOHOIt
uHpOpMaLnH,
couepkauleiicss B
JOKyMEHTaXx;
-HaBBIKOM PELICHUS
CTaH/apTHBIX 3aJad
mpodeccruoHaNnbHOM
JEeATEBHOCTH
MyTeM
OpraHu3aIyn
paboTst c
JOKyMEHTaMH B
TaMO>KEHHBIX
OpraHax;

-HaBBIKOM 3aIIUTEI
CITY’KeOHOI
nHpOpMaLNH,
colepkauieiics B
JOKyMEHTaXx;
-HaBBIKOM
WCTIOIb30BaHUS
JIOKyMEHTaJIbHBIX
nH()OpPMALTMOHHO-
TIOMCKOBBIX CHCTEM.

TIOJTHOE BIIa/ICHHE:
-HaBbIKOM PCIICHUSA
CTaHJIAPTHBIX  3aJa4
pohecCHOHATEHOM
JEATEIBHOCTH IIyTEM
OpraHu3aliy pPaboTHI
C JOKyMEHTaMH B
TaMOXXEHHBIX
oprasax;
-HaBBIKOM
CITyKeOHOM
uHpopmanuu,
cozeprkaleics B
JOKYMEHTaX;
-HaBBIKOM  pELIeHHs
CTAaHOAPTHBIX  3a]ad
podeCcCHOHANBHON
JEATEIBHOCTH IIYTEM
OpTaHU3aIUl PabOTHI
C JOKyMEHTaMH B
TaMOXXEHHBIX
oprasax;
-HaBBIKOM
CITy>ke0HOI
nHpOpMAaINH,
cozieprKalecs B
JOKYMEHTaX;
-HaBBIKOM
UCIIOJIB30BAHHUS
JOKYMEHTAJIbHBIX
WHPOPMAIIMOHHO-
TIOMCKOBBIX CHCTEM.

3aIMThI

3aIUTHI




TToBpImIE
HHBINA

3HaTh: OCHOBHBIE

HOPMAaTUBHBIE u
METOIIECKUE
JIOKYMEHTBI o
BOIPOCaM TOATOTOBKH
u oopmitennst
Pa3IMYHOrO pona
JIOKYMEHTOB
(ynmpaBieHYeCKHUX,
TaMOXXCHHBIX W Jp.) U
OpraHM3alux

JIeTIONPOM3BOJICTBA B
TaMOXXEHHOM OpIaHe;
0CcOOEHHOCTH
OpraHu3aluy U CTaJuu
JIOKyMEHTO00OpOoTa B
TaMOXXEHHBIX OpraHax;
- TIpaBIUIa MOJITOTOBKH U
othopMIIEHHUs BCEX BUJIOB
OpraHU3alOHHO-
pacnopsiIUTeNIbHBIX
JIOKYMEHTOB B
TaMOXKCHHBIX OpraHax.

- BO3MOXXHOCTH HOBBIX
HUH(OPMaLMOHHBIX
TEXHOJIOTUH,
HCIIONB3YEMbIX TUIst
MIOATOTOBKH,
oopmieHus,
nepefayn, IOUCKAa |
XpaHeHUs
JIOKYMEHTHPYEMOH
uHdopmanuy;

- BUZABI YIIPaBICHYECKHX
JIOKyMEHTOB, UX POJIU U
(GyHKIMM  Ha  pasHbIX
STanax ynpaBJIeHIECKOro
Tporiecca.

Ymerb: - OpHUMEHATH
Ha NPAaKTHKE OCHOBHbBIE
HOpMAaTHBHBIE u
METOANYECKHE

JIOKYMEHTBI o
BOIPOCaM TOITOTOBKH
u oopmiteHns
Ppas3IUgHOro pona
JIOKYMEHTOB n
OpraHu3aluH

JICII0NPON3BOACTBA B

JlemoHCcTpUpyeT
rI1yooKoe )it
NpOYHOE  3HAHHE!
OCHOBHBIC
HOpMAaTHBHBIE "
METOJUYECKUE
JIOKYMEHTBI o
BOIIpOCaM
HOJTOTOBKU "
oopmiteHns
pasiIMYHOro  poxa
JOKYMEHTOB
(ynpaBiieHUECKHX,
TaMOXCHHBIX U JIp.)
" opraHu3anin
JICITONIPOM3BO/ICTBA
B TaMOXCHHOM
opraxe;
0COOEHHOCTH
OpraHu3aniu u
cTaguu
JOKYMEHTO0000pOTa
B TaMOXKEHHBIX
opraHax;

- HpaBmiIa
HOATOTOBKH "

ohopmIleHHsT  BCEX
BUIIOB
OpraHU3alHOHHO-
pacnopsiauTeIbHBIX
JIOKYMEHTOB B
TaMOKEHHBIX
opraHax.

- BO3MOXKHOCTH
HOBBIX
UH(POPMALMOHHBIX
TEXHOJIOT'UH,
UCIIONB3YEMbIX IS
MOATOTOBKHY,
oopmiteHus,
nepenayn, IMoucKa 1
XpaHeHUs
JIOKYMEHTHPYEMON
uH(pOpMALUH;

- BUIBI
YIPABICHYECKHX
JOKYMEHTOB, UX POJIH
u  (QyHKIMH ~ HA
Pa3HBIX JTanax
YIPABJICHYECKOTO
npolecca.

JeMoHcTpupyeT
TIOJTHOE u

YBEpPEHHOE YMEHHE
CaMOCTOSITEIBHO:

- TPUMEHATH Ha
NPaKTHKE OCHOBHBIE
HOPMAaTHBHEIE "
METOUYECKUE
JOKYMEHTBI o
BOIPOCaM
HOJTOTOBKU "




TaMOXEHHOM OpTaHe;

- MIPUMEHSATh Ha
MPaKTHKE
HOPMATHBHBIE u
METOAMYECCKHE
JIOKYMEHTBI,
periaMeHTHPYIoLIne
OpraHU3anui  paboThl
c TTIOKyMEHTaMH,
cofiepKaIIUMU
CBEJIEHUS
OrPaHUYCHHOTO
pacnpocTpaHeHHs;

- wiaccuuimpoBars
JTOKYMEHTAIIFO
TaMOYKEHHBIX OPraHoB.
-HMCITOIb30BATh
COBpEMEHHBIE
cpencTaa CBSI3H,
OpraHU3alHoOHHON U
BBIYHCIIUTENLHON
TEeXHUKHU TIpH pabote ¢
MOKYMEHTaMH, B TOM
qucie BBIOMpATh
HEO0X0oaUMOE
MPOrpaMMHOE
obecrieueHme WU
HH(OPMAIMOHHBIE
TEXHOJIOTUH.

Baagern:

-HABBIKOM  PELICHUs
CTQHHAPTHBIX  3a1ad
npoheccroHaIBHOI
IEATENBHOCTH  IIyTeM
OpraHu3aliu paboTHI C
JOKYMEHTaMH B
TaMO)KCHHBIX OpraHax;
-HaBBIKOM 3aIIHATHI
CITy)KeOHOM
nHbOpMaIUH,
cozepKaleics B
JOKYMEHTAX;
-HABBIKOM  PCLICHUS
CTQHHAPTHBIX  3ajad
podeCCHOHATBHOR
NEATEIBHOCTH  MyTeM
OpraHu3aliu paboThI C
JIOKYMEHTAMH B
TaMO)KEHHBIX OpraHax;
-HABBIKOM 3aIUTHI
CITykeOHOH
nHbOpMaIUH,

odopmieHHs
pasnmuHOoro  poxa
JIOKYMEHTOB u
OpraHU3aluH
JIETOTNPOU3BOJICTBA
B TaMOXCHHOM
opraxe;

- TpUMEHATH Ha
HPaKTHKE
HOpPMATHUBHBIC u
METOJUYECKUE
JOKYMEHTEI,
periaMeHTHpPYIOIH
e OpraHM3aLHI0
padoTsI c
JOKYMEHTaMH,
COZIePIKAIIUMHU
CBEJICHUS
OrpaHUYCHHOTO
pacrpoCTpaHeHus;
- wiaccu(pHIMpOBaTh
JIOKYMEHTALIO
TAMOYKCHHBIX
OpTraHoB.
-HCIIONB30BATh
COBPEMECHHBIC
cpencTaa CBSI3M,
OpraHU3alHOHHON U
BBIYUCITUTEIEHON
TEXHHKU npu
padore c
JOKYMEHTaMH, B
TOM YHCIIe
BBIOMpATh
HEo0X0oauMOe
OpOrpaMMHOE
obecrieueHne  WIH
UH(POPMAINOHHBIE
TEXHOJIOT UH.

Jemonctpupyer
YBEpEHHOE

BJIaICHHUC!:
-~HaBBIKOM PECIICHUSA
CTaHJAPTHBIX 3aaad

poheCcCHOHAILHOM
JESATETBHOCTH
IyTeM OpTaHU3alHK
paboTsr c
JIOKyMEHTaMU B
TaMO>KCHHBIX
opraHax;
-HaBBIKOM 3alIHUThI
CITyxeOHOI
nH(pOpMALUH,
coaepkaueiics B
JOKYMEHTaX;

-HaBBIKOM PCHICHUS
CTAaHIAPTHBIX 33134
mpodeCCHOHAIBHOI
JIEATETBHOCTH

MyTeM OpTaHU3aIUH
paboTsI c




coJieprkaleics B
JOKyMEHTaXx;

-HaBBIKOM
WCTIONIb30BAHMS
JIOKyMEHTaJIbHBIX
nH(pOpMaNOHHO-
TIOUCKOBBIX CHCTEM.

JIOKyMEHTaMH B
TaMO>KEHHBIX
OpraHax;
-HaBBIKOM
CITyKeOHOH
nHpopmanum,
colepxaiieiicss B
JIOKyMEHTaX;
-HAaBBIKOM
UCIIOIb30BAHHMS
JIOKYM €HTaJIbHBIX
nH(pOopMannoHHO-
TIOMCKOBBIX CHCTEM.

3alllUThI

IIK-34
Ba3zoBeiii | 3HaTh: -TpeboBanus k | OOyuaromuiics He | MMeer cnaboe, | JleMoHCTpHpYET

o(hopMIIEHUIO 3HaeT: TpeOOBaHUs | OrpaHHMYCHHOE JIOCTaTOYHO TOJHOE
JIOKyMEHTOB B | K ohopMIIeHHIO | TIpeAcTaBlieHHe 00: | 3HaHHe o:
TaMOXKEHHBIX OpraHax; | JOKyMEHTOB B | TpeOOBaHMAX K | TpeOOBaHMX K
“HOPSIOK TaMO>KEHHBIX o(hopMIIeHHIO ohopmIIeHHIO
BeOMCTBEHHOTO opraHax; JIOKyMEHTOB B | JIOKYMEHTOB B
XPaHEHHs JIOKYMEHTOB | MOPSIOK TaMO)KCP‘{HI)IX TaMOYXEHHBIX
)51 OopraHusaluro Hux BCIOMCTBCHHOI'O opraHax, OpraHax;
JICJIONPOU3BOJICTBA B | XpaHEHUs TIOpsIIKE THIOpsIIKE
TaMO>XEHHBIX OpraHax | JOKYMCEHTOB n BCIOMCTBCHHOI'O BCIOMCTBCHHOI'O
(HOMeHKJIaTypa  JieJl, | OpraHM3alfi0  HX | XpaHEeHHs XpaHeHHs
¢dopmupoBaHHe [N, | ACNONPOU3BOACTBA | JOKYMEHTOB U | ZOKyMEHTOB U
o opmIIeHus 1en) B TAMOKCHHBIX | OPTaHM3aLMI0  UX | OPTraHU3ALHIO ux
Ha3HauYeHUE W IOPSANOK | OpraHax JETONPOU3BOACTBA | JENONPOU3BOACTBA B
HPOBECHUS (HOMeHKIIaTypa B TAMOXEHHBIX | TAaMOXKEHHBIX
9KCIEPTU3Bl LIEHHOCTH | Jell, oprasax oprasnax
JIOKYMEHTOB B | (hopMupoBaHue (HOMEHKIIaTypa (HOMeHKIaTypa Jen,
TAMOXEHHBIX OpraHax. | mey, o¢opMIIeHHUs | Ael, (opmupoBanue e,
OCHOBBI apXHMBHOT'O | JIen) (hopmupoBanue otopmiteHus zien);
XpaHeHUS Ha3HAYCHHUE u | gen, o¢popMIICHHS | Ha3HAYCHUH u
JOKYMEHTalluH HOPSIIOK nen); HOPSIOK TIPOBEICHHS
TaMOXXEHHBIX OPI'aHOB. | MPOBEICHUS Ha3HA4YCHUH U | DKCHEPTHU3bI
HOPMAaTHBHO- 9KCIIEPTH3BI HIOPSIIOK LIEHHOCTH
METOANYECKHE OCHOBBI | LIEHHOCTH HPOBEICHHS JOKYMEHTOB B
opraHmzanyss  pabOTHl | JOKYMEHTOB B | OKCIEPTH3HI TaMOXXEHHBIX
CITY>KOBI TaMOXEHHBIX LIEHHOCTH oprasax;
JOKYMEHTAIIHOHHOT'O OpraHax. JOKYMEHTOB B | OCHOBaxX apXMUBHOTO
obecrieueHus OCHOBBI apXUBHOT'O | TAMOXKEHHBIX XpaHSHUS
TaMO)KCHHBIX OPTaHOB. | XpaHCHUS oprasax; JOKYMEHTAIH!

JOKYMEHTaIlH{ OCHOBaX apXMBHOTO | TAMO)KEHHBIX

TaMOXXEHHBIX XpaHeHUs OpTraHoB.

OpTaHOB. JOKYMEHTAIlH! HOPMAaTHBHO-

HOPMAaTHBHO- TaMOXXEHHBIX METOINYECKUe

METOANYECKHE OpTraHoB. OCHOBax

OCHOBBI HOPMAaTHBHO- OpraHu3aliy PaboTHI

OpraHu3aLus METO/INYECKUE CITY>KOBI

paboTel  CcIy>KOBI | OCHOBax JIOKYMEHTAITHOHHOT O

JOKYMEHTAIIHOHHOT | OpraHM3alyy obecrieueHus

0 obecriedeHnsl | pabOTBI  CIIY’KOBI | TaMOXKEHHBIX

TaMOXKEHHBIX JOKYMEHTAIIHOHHOT | OPraHoB.

OpTaHoOB. 0 obecrieueHus

TaMOXKEHHBIX
OpraHoB.

Ymers: - | Obyuarommiicss He | Cmabo, HE B | JleMOHCTpUpYET
PeaM30BBIBATh 331341 U | YMEET: - | monHOK Mepe | yMeHHe: -
(byHKIIN CITyXOBI | pea30BbIBATH yMeerT: - | peayM30BBIBATE 3a/1a4H
JIOKyMEHTAI[MOHHOTO 3aMauil M (YHKOUM | PEaTn30BBIBATh u  QyHKIHEE  CITY)KOBI
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obecrieueHust CITYKOBI 3a/a9M U (PYHKIMM | JOKYMEHTAIMOHHOTO
TaMOXXEHHOTO OpTaHa; JIOKyMEHTAIIMOHHOTO | CITY>KOBI obecrieueHnst
-aHAM3UpOBaTh  o0IMe | obecriedeHyst JIOKyMEHTAIIMOHHOTO | TAMOXXEHHOT'O OpraHa;
TpeOoBaHMS K | TAMO)KEHHOTO obecrieueHnst - AHAI3HPOBATh
o OpMITECHHFO oprasa; TaMOXEHHOTO obnme TpeOOBaHHS K
PEKBHMBUTOB W BHIOWpATH | - AHAIIM3UPOBATH | OpraHa; oopMITeHHIO
HEo0XO/IMMbIe vl | oOmme TpeOoBaHus K | - AHAIMB3UPOBATh | PEKBU3UTOB u
KOHKPETHOTO JIOKYMEHTa | O(OPMIICHHIO o0rpe TpeOoBaHKs K | BBHIOMpAThH
BUA ONaHKa W COCTaB | PEKBH3HTOB u | ohopmieHnto HEoO0XOIMMBbIe VIS
PEKBI3HUTOB JIOKyMEHTa; | BBIOMpATh PEKBH3HTOB U | KOHKPETHOTO
aHaJIM3UPOBATh W | HEOOXOAMMBbIE Ui | BBIOMpATH JIOKYMEHTa BUJ| OaHKa
COCTaBJIATh KOHKPETHOTO HEOOXOIMMBIE Ul | M COCTaB PEKBU3WTOB
HOMEHKJIATypy  JeJ, | JOKyMEeHTa BUJ | KOHKPETHOTO JIOKYMEHTa,;
COCTaB JIOKyMEHTOB B | OllaHKa ¥ COCTaB | JIOKyMEHTa BUJ | - aHAJIN3UPOBaTh U
OT/IENBHBIX Jieax, | PEKBU3UTOB OmaHka W cOCTaB | COCTaBJIATh
BBISBJISITh HApyLIEHUs | JOKYMEHTa; PEKBH3UTOB HOMEHKJIaTypy Jel,
B npaBWiax | - aHAIM3UPOBATh M | JIOKYMEHTA; COCTaB JIOKYMEHTOB B
(dbopMupoBanust U | COCTaBIISITH - aHaTM3UpOBaTh W | OTHENBHBIX  JIeNax,
ohopMIIeHHS JIed; HOMEHKJIATypy IeJ, | COCTaBJIsTh BBISIBIISITh
-TIPOBOJNTH COCTaB JIOKyMEHTOB | HOMEHKJIATYpy Jel, | HapylleHHs B
OKCIICPTU3Y HEHHOCTH B OTACIBbHBIX COCTaB JOKYMCHTOB IpaBujiIax
JOKYMEHTOB, T'OTOBUTH Jacinax, BBISABJIATH B OTACIIbHBIX d)OpMI/IpOBaHI/IH u
ux K APXUBHOMY HapyHmeHus B JAcinax, BBISABIISATH Od)OpMJ'[eHI/IH pI(SA) Y
XPpaHCHHUIO Ui IpaBujiax HapyHmeHus B - MpOBOJUTH
YHUYTOXEHHUIO; (dbopMupoBaHus ¥ | mpaBUiIax JKCIIEPTU3Y
ohopMIIeHHS JIel; (dopMupoBaHus ¥ | IEHHOCTH
- IPOBOJIUTH ohopmIteHus JIel; JIOKYMEHTOB,
JKCIIEPTU3Y -IIPOBOJIUTh TOTOBUTh  HX K
LICHHOCTH 9KCIIEPTUIY ApPXUBHOMY
JOKYMEHTOB, LIEHHOCTH XPaHCHUIO W
TOTOBUTH HX K JOKYMEHTOB, YHUYTOXEHUIO;
ApXUBHOMY TOTOBUTH HMX K
XPaHEHUIO WIIH ApPXUBHOMY
YHUYTOXECHHUIO. XPaHEHUIO WIH
YHUYTOXEHHIO;
Baapetn: - metogukoii | Obyuatomuiics He | He B momuoit mepe | HemoHCTpHpyeT
MPOBEICHUS BCEX | BIIajeerT: - | Bazeer: - | Xopolee BlajeHuUe: -
cTaaui METOIUKOU METOIUKOU METOIUKOUN
JOKYMEHT0000poTa NPOBEJEHUST  BCEX | MPOBEACHUS  BCEX | MPOBEICHHS BCEX
TaMO>XEHHOI'0 OpraHa; cTagun cTaaun cTagun
- TEXHOJOTHEH | JOKyMEHT0000poTa | JOKYMEHT000OpoTa | JOKyMEHTooOopoTa
(bopMupoBaHHs U | TAMOXEHHOI'O TaMOXXEHHOT'O TaMOXXCHHOT'O
opopMIIeHHsI el B | OpraHa; oprasa; opraHa;
TaMOXXEHHBIX opraHax; | - TEXHOJIOTHEN | - TEXHOJIOTHEN | - TEXHOJIOTUEH
- HABBIKOM | ¢opmupoBaHus U | GopmMupoBanus u | HOPMUPOBAHUSA u
COCTABIICHUS u | opopmruernus nen B | opopmiieHHs e B | opopMIIeHHS Ol B
o opMIIeHUS BCEX | TaMOXXEHHBIX TaMOXXEHHBIX TaMOYXEHHBIX
BUJIOB OpraHax; oprasax; oprasax;
YIPaBICHICCKHX - HaBBIKOM | - HaBBIKOM | - HaBBIKOM
JOKYMEHTOB COCTaBJICHUSA U | COCTaBIJICHUS U | COCTaBIICHUS "
TAMOXXCHHBIX OpTaHoOB. | odopMieHus Bcex | opopmieHnss BcexX | oQOpMIICHHS  BCeX
BUJIOB BUJIOB BUJIOB
YIPaBICHYECKHX YIPaBICHYECKHUX YIIPABICHYECKHX
JOKYMEHTOB JOKYMEHTOB JOKYMEHTOB
TaMOXXEHHBIX TaMOXXEHHBIX TaMOXXEHHBIX
OpTraHOB. OpTraHoB. OpraHoB.

TToBpImIe
HHBINA

3HaTh: - TpeOOBAHMS K
o(hopMIICHHIO

JIOKyMEHTOB B
TaMOXXEHHBIX OpraHax;

- OpAA0K
BCAOMCTBCHHOI'O

JeMoHcTpupyet
r1yooKoe i
NIPOYHOE 3HAHWSA O:
- TpeOOBaHMSIX K
ohopmiteHHIO
JIOKyMEHTOB B
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XpaHEHUs] TOKyMEHTOB
U OpraHu3alfi  HX
NETIOTNPOM3BOJICTBA B
TAMOXKCHHBIX OpraHax
(HOMeHKIaTypa  [Ien,
¢dopMupoBaHHe el
oopmiteHus iein)

Ha3Ha4YeHHE U IOPSIOK

TIpOBEACHUSA
OKCIIEPTHU3bl IIEHHOCTHU
JAOKYMEHTOB B

TaMOXXCHHBIX OpraHax;
- OCHOBBI apXHBHOTO
XpaHeHUs
JTOKYMEHTAI[HN
TaMOXKCHHBIX OPTaHOB.
HOPMAaTHBHO-
METOIUYECKUE OCHOBBI
opraHuzans  paboThI
CITyxOBbI
JTOKYMEHTAI[HOHHOTO
obecrnieueHus
TaMOXKCHHBIX OPTaHOB.

YmeTh: -
PEANTH30BBIBATH 3aaUK U
GbyHKIMN CITY>KOBI
JTOKYyMEHTAIAOHHOTO
obecrieueHust
TaMOYKEHHOTO OpPraHa.

- aHAIM3HPOBaTh OOIIME
TpeOOBaHHS K

ohopMIIeHHIO
PEKBU3UTOB M BHIOMPATH

HEOOXO/IMMEIE bint
KOHKPETHOTO JIOKyMEHTa
Byn ONAaHKA M COCTaB
PEKBH3HUTOB JIOKYMEHTA.
- aHauW3WpoBaTh M
COCTaBIIATh
HOMEHKIIATYpy  JIel,
COCTaB JIOKYyMEHTOB B
OT/IENTBHBIX nerax,
BBISABJIATH HApYIICHHUS
B MpaBHIax
(bopMHUpoBaHUs "
oopmitenus ser;

- TIPOBOJIHTH
9KCIIEPTU3Y TEHHOCTH
JIOKyMEHTOB, TOTOBHTH

TaMO>XXCHHBIX
opraHax;

- MOPSIIKE
BEIOMCTBEHHOI'O
XpaHEHUsI
JIOKYMEHTOB u
OpPraHu3alui  HX
JIETIOTIPOU3BO/ICTBA
B TaMOYKEHHBIX
opraHax
(HOMEHKIIaTypa Jied,
(hopmupoBanue aei,
oopmiteHus sien);

- Ha3sHAYEHWH U
MOPSTOK
MPOBEICHHSI
IKCTIEPTH3BI
LIEHHOCTH
JIOKYMEHTOB B
TaMOYKEHHBIX
oprasax;

- OCHOBAax
ApPXHUBHOTO
XpaHeHHsI
JIOKYMEHTAIMH
TaMOYKEHHBIX
OpTraHoB.
HOPMAaTHBHO-
METOINYECKUE
OCHOBax
OpraHU3anuu
padoThI CITyXOBI
JIOKYMCHTAI[HOHHOT
o obecneuenust
TaMOKEHHBIX
OpTraHoB.

Jemonctpupyer
MIOJTHOE OCO3HAaHHOE

YMEHHE: -
PEATH30BHIBATH
3a7a9u W (YHKIHA
CITY’KOBI
JIOKyMEHTAIIMOHHOT'O
obecrieueHmst
TaMOYKEHHOTO
oprasa.

- aHATM3UPOBAThH
oluwe TpeOOBaHHUs K
oopMIIeHHIO
PCKBU3HTOB u
BBIOMpATH
HEOOXOOUMBIE IS
KOHKPETHOT'O
JIOKyMEHTa BUJL
OJlaHKAa H COCTaB
PEKBU3HTOB
JIOKyMEHTA.

- aHaTU3UPOBaTh W
COCTaBIIATE
HOMEHKJIATYPY He,
COCTaB JIOKYMEHTOB
B OTHENLHEIX JIENax,




X K  apXUBHOMY
XpaHEHHIO Wi
YHUYTOXXEHUIO.

BBISBIISITH
HapyILCHUS B
npaBuiIax
¢dbopMupoBaHus U
odopmIIeHHS 1eT;

- IIPOBOJUTH
IKCIEPTU3Y
LEHHOCTHU
JIOKYMEHTOB,
TOTOBUTH HX K
apXHBHOMY
XpaHEHUIO WIH
YHUUTOXXEHHIO.
Buapers: - MeToaukoi JemoncTpupyer
HpPOBEIEHUS BCEX YBEpPEHHOE u
CTauit MOJTHOE BJaJIeHHE: -
JIOKyMEHT0000poTa METOAUKOMN
TaMOXEHHOT'0 OpIaHa; MPOBEIEHUST  BCEX
- TEXHOJOrHen cranuit
(dbopMupoBaHust u JIOKyMEHT0000poTa
obpopmiieHHsT Jen B TaMO>KEHHOT O
TaMOXEHHBIX OpraHax; oprasa;
- HaBBIKOM - TEXHOJIOTUEH
COCTaBJICHUS U ¢dbopMupoBaHust "
o opmiteHUs BCEX oopmiteHnst ien B
BUJIOB TaMO>KEHHBIX
yIIpaBIE€HYECKUX opraHax;
JOKyMEHTOB - HaBBIKOM
TaMO)KEHHBIX OPTaHOB. COCTaBJICHUS u

oopmiieHnst  Bcex
BHUJIOB
YIIPaBICHICCKHX
JOKYMEHTOB
TaMOYKCHHBIX
OpraHoB.

Onucanue MKAaJIbl OLEHUBAHUSA
IIpomeskyTOoUHAs aTTeCTALMS

[IpomexyrouHas arrectanus B popmMe 3ayera.

Hpoueﬂypa 3a4€Ta KaK OTACJIbHOC KOHTPOJIbHOC MCPOIIPUATHUC HE IMPOBOJUTCA, OOCHUBAHUC

3HAHUM 06yqa}01ueroc;1 MNpouCxXoauT TII0 pPe3yjibTaTaM TCKYIICIO KOHTPOJIA.

Heo6xoanmo

BBIIIOJIHUTb BCC IIPAKTUYCCKUC 3adaHUA, HpOfITI/I CO6€C€I[OBaHI/Ie II0 BCECM TEMaM IIPAKTHYCCKHX

3aHATUN.

3adeT BBICTABIISIETCS IIO pe3yibTaTaM pa6OTBI B CEMCCTPEC, IIpUu cCcaaydc

BCeX 3aJaHuil,

MPEeIyCMOTPEHHBIX TEKYIIIMM KOHTpOJIEM ycrieBaeMocTu. Eciu 1o utoram cemectpa o0yJaromuncs
umeet oT 33 1o 60 6amioB, eMy CTaBUTCS OTMETKa «3auTeHo». OOydaroiemMycs, UMEIoIIeMy 0
UTOraM cemectpa MeHee 33 OalljIoB, CTABUTCS OTMETKA «HE 3a4TEHOY.

Konuuecmeo b6annoe 3a 3auem (Ssay) npu pasiuyHwlx peumuH206blx 6annax

no 0MCUMI’UZMH€ no pesyiomamam pa6ombl 6 cemecmpe

PeHTHHTOBBIN 02/1)1 IO TUCIHUILINHE
1o pe3yJabTaTam padorbl B cemectpe (Reex)

KosmmuecTBo 6a/1710B 32 324eT (S;au)

90 < Reen <60 40
39 < Reen< 50 35
33 <Reen<39 27

Reen< 33 0
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8.3 TunoBble KOHTPOJIbHbIE 32/IaHUS UJIH MHbIE MATEPHUAJIbI, HE00OX0AUMBbIE VISl OLEHKH
3HAHMA, YMEHHIi, HABLIKOB H (MJIH) ONBITA AeATeJbHOCTH, XaPAKTEPU3YIOIIHUX ITANbI
¢dopmMupoBaHUs KOMIIETEHUN I

TunoBeie KOHTPOJILHBIC 3aJJaHUS WIJIM MHBIE MaTepUAIIbl, HEOOXOIUMBIC IS OIICHKU 3HAHUM,
YMCHHM, HABBIKOB W (WJIHM) OIBITA JIEATEIBHOCTH, XaPAKTEPHU3YIOIIUX JTarmbl (OPMUPOBAHUS
KOMITIETCHIIMH M3J10KeHbI B DOHI€ OLIEHOUHBIX CPEICTB JUCUUILIMHBI.

8.4 Meroanueckue MaTepuaJibl, oNpeae/silONIde NMPolUeaypbl OLeHUBAHUSI 3HAHUI, YMEHWI,
HABBIKOB M (MJM) ONBITA [1eATEJbHOCTH, XapPaKTepHU3YWIIUX IJTanbl (OPMHPOBAHUS
KOMIIeTeHIM i

Texkymas arrectaums CTyJIeHTOB IIPOBOJIUTCS MPENOAABATENIEM, BEAYIIUM MMPAKTUUECKHUE
3aHATUSL 10 JUCUUIUIMHE, B Cleayronmx ¢Gopmax: TpaaullMOHHBIA CEMHUHAp, KPYTJbIH CTOJI,
BBITIOJTHEHUE TMPAKTHUECKUX 3anaHuii. K mpakTudyeckoMy 3aHSATHIO U KPYTJIOMY CTOJY CTYJIEHT
JIOJDKEH TIOJITOTOBUTH OTBETHI HA BOMPOCHI, MEYATHBIA BAapHUAHT KOHCIIEKTA. 3alluTa KOHCIEKTa
MpoXoauT B (opme AOKIana CTyAEHTa IO BBIOJTHEHHOM pabdoTeé M OTBETOB Ha BOIPOCHI
npenogaBaTessi. MakcUMallbHOE KOJIMYECTBO OalIOB CTYACHT IIOJyYaeT, €CIM OH aKTUBHO
y4acTBYeT B paboTe, BJIaJIeeT MaTepUaIoM, YMEET JIOTHYHO M YETKO W3JIaraTh MBICITH, TBOPUYECKH
MOJXOJUT K PEIICHHI0 OCHOBHBIX BOTPOCOB TEMBI, MOKa3BAET CAMOCTOSITEIIbHOCTh MBIILICHUS,
ohopMIIeHHE KOHCIEKTa COOTBETCTBYET YCTAHOBJIEHHBIM TPEOOBAHHSAM, a KOHCIIEKT IOJIHOCTBHIO
pacKpbIBaeT CyTh BOIIPOCA.

OcHoBaHMEM 7151 CHUKEHUEM OTICHKH SIBIISTFOTCSI:

- c1aboe 3HaHWE TEMBI 1 OCHOBHOW TEPMHHOJIOTHH;

- IACCUBHOCTH Y4acCTHs B IPYIIOBOM paboTe;

- OTCYTCTBHE€ YMEHHMS IMPUMEHHUTh TEOPETUYECKHE 3HAHMS JUIS PELICHHUS NPaKTUYECKUX
3a1ay;

- HECBOEBPEMEHHOCTh MPEOCTABIECHUS BBINOJIHEHHBIX padoT.

Kputepun oneHuBaHusi pe3yiabTaTOB CaMOCTOSITENIbHON pabOThl (KOHCHEKT) MPUBEICHBI B
@oHJIEe OLEHOYHBIX CPEACTB MO TUCHUIUIMHE «JloOKyMEHTallMOHHOE OOecleyeHre B TaMO>KEHHBIX
OpraHax».

IIpoMe:XyTOYHBII KOHTPOJIb B (popMe 3aueTa.

3aueT Kak OTAEJIIbHOE KOHTPOJIBHOE MEpPONpPUITHE HE NpOoBOAUTCA. BricTaBisercs
HAKOIUTEJBHO 32 pabOTy B TEYCHUH CEMECTPA.

OueHka «3ayT€HO» BBICTABISECTCA CTYIEHTY, €CIU CTYAEHT I[OCellal JEKIHOHHbIE H
MIPAKTUYECKUE 3aHSTHSI, IPOLIEN coOOece0BaHUsl, IPEAbIBUI KOHCIEKT 110 BCEM TeMaM IpOTrpaMMbl
JUCHUIUTMHBI, BBIMOJIHUI BCe (POPMBI caMOCTOATENbHON paboThl. Ha cobecenoBaHuu OTBETUN Ha
BCE IMOCTABJICHHBIC IPENOAABATEIEM BOIPOCHI C OLEHKOW OTBETa HAa «YyAOBJIETBOPUTEIBHO» U
BBILIE.

OrneHka «He 3a4T€HO» BBICTABIIACTCS CTYACHTY, €CIU OH HpomycTiil 6oiee 40% 3aHsATHIl 110
JTUCHMIUIMHE, HE Mpollesl coOeceloBaHUE MO KOHTPOJbHOW paboTe, He BBIMOIHUI BCE (OPMBI
camocrosiTenbHble paboThl. Ha coOecenoBaHnu HE OTBETWJ HAa IMOCTAaBIIEHHBIE IPEINOJaBaTelIeM
BOMPOCHI U3 CIIMCKA BOMTPOCOB sl MPOBEPKH YPOBHS OOYUEHHOCTH.

9. MeToauyeckne yKkazaHus 1Jisi 00y4alOIHUXCsl 110 OCBOCHHIO M CHUTIIMHBI

Ha nepBom »Tame HeoOXOAMMO O3HAKOMHUTbCA € pabouel MporpaMMmoil AMCIUIUIMHBI, B
KOTOpPO# pacCMOTPEHO COJEP)KAHUE TEM NMPAKTUYECKUX 3aHITHM, TEMbl U BUJII CAMOCTOATEIBHON
pabotsl. Ilo kaxkgoMy BHIY caMOCTOSITENIBHOW pabOThI MPELYCMOTPEHBI OIpenenéHHbIe (HOpMBbI
oTueTHOCTU. OHHM H30%keHbl B DOHAE OLIEHOYHBIX CPEACTB U B METOAMUYECKUX PEKOMEHIALMUAX
JUIL CTYIEHTOB IO OpraHU3alliM  CAMOCTOSITEIbHOM  paboTel  mo auciuiuinHe «OCHOBBI
JOKYMEHTOO0OpOTa B TaMOXEHHBIX oOpraHax». Jlis yCHEMIHOTO OCBOCHMS JUCHMILIHHBI,
HEOOXOJMMO  BBINIOJHHUTH  CIEAYIOIIME  BUABI  CAMOCTOSATENBHOM  pabOThI,  HMCIOJIB3YS
PEKOMEHIyeMble HICTOUHUKU UH(DOPMAITUH.
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Ne PexomeHtyembie HCTOYHUKH HH(pOpMAITHU
m/n | Bug camocrositensHO paboTh (Ne rcrouHmnKa)
OcHoBnas | [Jononnu- | Metoau- WuTepuer
TeJIbHAas yeckast -pecypchl
1 | CamocrosiTeIbHOE U3YYCHHUE JTUTEPATYPHI 1 1.2 1,2,3 1,23
mo Temam Nel - Ne7,
2 | IlogroroBka K MpakTHYECKUM 3aHITHSIM 1 1.2 1,2,3 1-5

10. YueOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 00ecieyeHue TUCIUIIMHBI
10.1. IlepeyeHb OCHOBHOW ¥ /ONOJHHUTEJIbHOH JIMTEPaTypbl, HEOOXOAUMOW JIsl
OCBOEHMS THCHHUIIHHBI
10.1.1. ITepeyeHb OCHOBHOI JINTEPATYPbI:
1. Dnosa, I B. OcHOBBI 1OKyMEHTOOOOpPOTa B TaMOXXEHHBIX opraHax: y4ye0. mocobue / I'.B.
Onoga. - CII6. : UaTepmenus, 2014 -206 c. - [pun.: ¢. 174-205. - bubnworp.: ¢.171-173. -
ISBN 978-5-4383-0065-6.

10.1.2. IlepeyeHb JONOJHUTEILHOM JTUTEPATYPbI:

1. NmeiinoB B.4. 3amura koHuaeHnmanbHol wHbopMaruu: y4ued. mocodue ans By3oB / B.SA
NmeitnoB, M.B. Menatynsa. — Mocka.: ®@opym,2013. -254 c.: wi.; 22 — (Beiciiee oOpazoBaHue) .
— I'pud: Pex YMO. —ISBN 978-5-91134-336

2. KondunennuaabHoe IEIOMPOU3BOJCTBO M 3aAIUINCHHBIM AJIEKTPOHHBIH JOKYMEHTOOOOPOT
[OnexTponnsiit pecype] : yuebnuk / H. H. Kynses, A. C. [Iémymkun, A. I'. ®abpuunos, T. B.
Konpgpamena ; nog pen. H. H. KynseB. —2nekTpoH. TekcToBble nanHeie. — M. : Jloroc, 2013 —
452 c. — 978-5-98704-711-8 — Pexxum nocryma: http://www.iprbookshop.ru/9083.html

10.2. TlepeyeHb YueOHO-METOAUYECKOT0 OO0eCIeYeHUsI CaMOCTOATENbHONH PadoThI
o0yyaromuxcs 1Mo JMCIHHIJINHE
1. Meroauueckue peKOMEHIAlMK JJIsl CTYIEHTOB [0 OPraHU3ali CaMOCTOSATENbHOW pPalbOTHI 1O
mucuuIuinHe «JlokyMeHTalmoHHOe 00ecrieueHue B TAMOKEHHBIX OpraHax».
2. Meroauueckue yka3zaHusl [0 BBIIOJHEHUIO PAKTUYECKUX padOT JUIsl CTYACHTOB M0 JUCIUILINHE
«JlokyMeHTalmoOHHOE 00ecreueHre B TAMOKEHHBIX OpraHax».
3. @OHJ OLEHOYHBIX CPEACTB MO AUCHHUIIIMHE «J[OKyMEHTallMOHHOE 00eCledeHre B TaMO>KEHHBIX
oprasax»

10.3. Ilepeyenr  pecypcosn HH(OPMALMOHHO-TEJEKOMMYHUKAMOHHOM ceTH
«HTepHET», HEOOXOAMMBIX /IS OCBOCHHUST THCIMILTHHBI
Humepnem-pecypcot:
1. http://www.consultant.ru/online/ - CripaBouHO-TIpaBoBasi cuctema
2. http://elibrary.ru/defaultx.asp - HayuHas snekTpoHHas OHOIHOTEKA
3. http://akvest.donrtaru/ - «Akagemudeckuii  BecTHHMK PocroBckoro  ¢uiamana  Poccuiickoit
TAMOYKEHHOH aKaJeMHI» - HAyIHO-TIPAKTUIECKUIT K ypHAJT.
Inekmponnvie 6ubIUOMEUHBIE CUCHEMbL:
4. http://biblioclub.ru/ - Yuusepcurerckas 6ubmrnoreka ONLINE.
5. http://www.iprbookshop.ru — Dnekrponnas oubdnuoreunas cucrema «[PRbooks»
Ilpogheccuonanvuvie 6azvl dannvix
6. http://www.gdm.ru. - opuitnanbHeIi caiT ['WiIbIuK yIPaBISIONIMX JOKYMEHTAIHEH

11. Ilepeyenb MHGPOPMALMOHHBIX TEXHOJIOTHIl, MCIOJB3YeMbIX NPH OCYILIECTBJICHUH
o0pa3oBaTeIbHOI0 TMpoHecca MO JAMCHMILVIMHE, BKJIKYasg IepedYeHb IPOrPaMMHOIO
ol0ecrieyeHnsl 1 MHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM
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http://www.consultant.ru/online/
http://elibrary.ru/defaultx.asp
http://akvest.donrta.ru/
http://biblioclub.ru/
http://www.iprbookshop.ru/
http://www.gdm.ru/

HNHpopmManoHHbIC TEXHOJIOTUH:
Hcnonp3oBaHue crienuagbHbIX UHPOPMALMOHHBIX TEXHOJOTHH Il OpraHu3alud yueOHOTO
mporiecca He TpedyeTcs.

HNudopmanmnoHHbIe CIPABOYHbIE CHCTEMBI:
1. http://www.consultant.ru/online/- cnpaBounas npaBoBas cucrema Koncysprant [itoc

Hepeqeﬂb NnporpaMMHoOro OﬁCCHe‘leHI/Iﬂ n I/IH(l)OpMaII]/IOHHLIX CIIpaBOYHBIX CUCTEM
- Microsoft Windows 7
- Microsoft Office
- OPTIMA-WorkFlow

12. Onucanue MarepHaJbHO-TEXHHYECKOH 0a3bl, HeOOXOAMMON [Jisl OCYLIeCTBJICHUS
o0pa3oBaTe/IbHOIO NMpolecca Mo AUCHUIINHE

MynbTUMeINUiHAsS ayAUTOpUsl NIl TPOBEICHMS JIEKIIMOHHBIX 3aHATUH, 0OOpyaOBaHHAs
yueOHOM MeOenblo, JOCKOW MarHuTHO-MapkepHou 1-amementHoi 120%240, wmynbTuMenua-
poekTopoM EpPSONn, yueOHO-HarISIIHBIMU TOCOOHSIMHU.

AynuTtopus Uid TPOBEIEHUS NPAKTUYECKUX 3aHSITUHA, TPYIMNIOBBIX U HHIUBUIYATbHBIX
KOHCYJIbTAIMM, TEKYIIEro KOHTPOJISI M HPOMEXYTOYHOM arrectanuu, oOOpyaoBaHHas y4deOHOM
Me0enblo, T0OCKOH K. 3-X CTBOpYATOM, KOMIBIOTEPaMHU B cOOpe - 8 mT. AyIuTOpus MOAKIIIOUEHA K
cetu «IHTEpHETY.

AynuTtopus JUisl CaMOCTOSITENIbHOM paboThl, 000pyaoBaHHAsE yueOHO MeOemnbio, JOCKOW KII.
3-X CTBOpUYATOM, KOMIBIOTEpaMHU B cOope - 18 miT., Aynutopust moakiroueHa K cetn «HTepHET,
UMeeTcs AOCTYI B 2JIEKTPOHHYIO 00pa30BaTENIbHYIO Cpelly YHUBEPCUTETA.
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