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1. llesab ¥ 3a1a4M OCBOEHUSA TN CHUIJINHBI

JlucuuruivHa npeiHa3HaveHa Julst MOATOTOBKH CIICIHATMCTOB C BBHICIIUM IPO(EeCcCHOHATBHBIM
oOpazoBanueM 1o crenuagbHoCcTH «TamoxenHnoe aeno». Llenpio mpenogaBaHUs TUCIMILIHHBI
SBJIIETCS 3HAKOMCTBO OOyYalolIUMXcs C CHUCTEMOM 3HaHM, a TakXe METOJI0OB M CpEJICTB,
HEOOXOJMMBIX JUISi OpraHW3allyd JTOKYMEHTAlMOHHOTO W HH(OPMAIMOHHOTO oOecredeHus
YIPaBIEHYECKOW U KOHCYIbTALIMOHHOM 1€ATEIbHOCTH TAMOKEHHBIX OPTraHOB.

OCHOBHBIMU 33JlayaMH Kypca SIBJISIIOTCS NPUOOpETeHHE 3HAHMKW B TaKUX O00JACTAX, Kak
JOKYMEHTUPOBAaHHE M paboTa C JOKyMEHTaMH, WH(GOPMAIMOHHBIE CHCTEMBI JEIONPOU3BOICTBA,
apXUBUPOBAHME U JIp., HEOOXOIUMBIX [yl OpraHU3alMM JIOKYMEHTAallMOHHOIO oOOecreyeHus
NEeSITEeIbHOCTH TaMOXEHHOTO oOpraHa B IeJIoM (Kak TpaJuIUOHHBIM CHOCOOOM, Tak U C
HCI0JIb30BAHNEM HOBBIX MH(QOPMAIIMOHHBIX TEXHOJOTHI), a TakkKe MpUOOpETEeHHs] MPAKTHUECKUX
HaBBIKOB [0 TIOJITOTOBKE U OPTraHU3alMU UCTIIOJHEHUSI Pa3InYHOTO Poja JTOKYMEHTOB, IPOBEICHUIO
9KCHEPTU3bl LIEHHOCTH JIOKYMEHTOB, HCIIOJIb30BAHUIO JIOKYMEHTAIbHBIX IOHUCKOBBIX CHCTEM,
BBIYMCIUTEIBHONM W OPIrTEXHUKU B IPOLIECCE CO3JaHMsl W YIPaBJICHUS >KU3HEHHBIM LUKIOM
JIOKYMEHTOB.

2. MecTo aucuumiannbl B cTpykrype OOII
JucuumnnuHa «OCHOBBI TIOKYMEHTOOO0POTa B TaAMOXKEHHBIX OpraHax» OTHOCHUTCS K 0a30BoOM
JacTH yu4eOHOro miaHa. Ee u3ydeHue mpoxo uT BO 2 ceMecTpe.

3.Cesi3b ¢ nIpeaecTBYOIMMH U CHHIIIAHAMEA
JucuunnuHa Benercss Ha 1 Kypce, MOATOMY CBSI3U C MPEAbIAYIIMMU JHUCIHUIIMHAMA HE
HMEECT.

4. CBs13b € NOCJeAYOIUMHU TUCHUTLIUHAMU

Jucuumnnuna «OCHOBBI JOKYMEHTO000POTa B TAMOXKEHHBIX OpraHax» JaeT 0a30BYI0 OCHOBY
3HAHUN U MPAKTUYECKUX HABBIKOB JJIS U3YUEHUS! AMCLUUILIINH: «IEKTPOHHBIA JOKYMEHTOOOOPOT B
TaMO>KeHHbIX opra"ax/MHpopMannoHHbIe Pecypchl TAMOKEHHBIX OPTaHOBY.

5. IlepeyeHp IUIAHHMPYEMbIX pe3yJabTaTOB OOy4YeHHsl, HO JMCUHUILUIAHE (MOIYJIIO),
COOTHECEHHBIX € IUVIAHNPYEMBIMH Pe3yJIbTATAMM 0CBOEHHUSI 00pa30BaTe/bHOMH MPOrpaMMbl

5.1. HaumMeHoBanue KOMIeTeH U

HNunexkc DopMynHUpOBKa:
[1K-32 BJIQJICHUEM HAaBbIKAMU [PUMEHEHHUS B TaMOXEHHOM el
UH(GOPMAIMOHHBIX TEXHOJOTHMM U CpeACTB 0OecleYeHHs] UX
(GYHKIIMOHUPOBAHUS B LENAX HHPOPMAIMOHHOTO COMPOBOXKIACHUS
npodeccHoHaNbHON NesTeIbHOCTH

I1K-34 crocoOHOCThIO 00ecreunBaTh HHPOpMaLueil B chepe TaMOKEHHOTO
Jiefla  TOCY/JapCTBEHHBIE OpraHbl, OpraHu3allid U OTAEIbHBIX
rpaxkJaH

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

[Inanupyemsie pe3yabTaThl 00yUeHuUs 0 IUCHHUILTHHE (MOAYIIO), dopmupyemMble
XapakTepHU3YIOIIKe 3Tanbl POPMUPOBAHUS KOMITECTECHIIUHA KOMIIETEHIIUU
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3HaThB:

- OCHOBHBIC HOPMATHBHBIE W METOAWYECKHE JOKYMEHTBHI II0 BOIIPOCAM
MOJTOTOBKM M O(GOPMIICHUS PA3JIMYHOIO POJia JOKYMEHTOB (YIPaBJICHYCCKUX,
TaMOXKEHHBIX | JIP.) U OPTaHU3AIINH JCIOINPOU3BOICTBA B TAMOXXCHHOM OpTaHe;
- KJIaccu(UKaIMIO 3anuinaeMol nH(pOpMaIuy, TPUHIUIILL U CPEACTBA 3aIUTHI,
a TaKke PEXKUMBbI 3alIUIIAEMON I/IH(I)OpMaLII/II/I, UCIIOIb3YEMON B TaMOYKEHHBIX

opraHax;
- OCOOCHHOCTH OpraHM3alil ¥ CTaJduM JOKYMEHTOOOOpOTa B TaMO)XEHHBIX IK-32
opraHax.

- TpaBWwia TOATOTOBKM M O(OpPMICHHS BCEX BHIOB OPraHU3alMOHHO-
pacrnopaauTCIIbHBIX JOKYMCHTOB B TAMOXXCHHBIX OpraHax.

- BO3MOXHOCTH HOBBIX I/IH(i)OpMaHI/IOHHBIX TeXHOJ’IOI‘Hﬁ, HCIIOJIB3YEMBIX I

MOJrOTOBKH, O(QOpMIICHUS, Mepeiadn, TTOMCKa W XPaHEHUsl JTOKYMEHTUPYEMOM

WH(pOpMAaIUH;

- BHIBl YNPABJICHYECKHX JOKYMEHTOB, MX PO W (YHKIMM Ha Pa3HbIX JTarax
YIPaBJIEHYECKOr0 MPOIIecca;

3HaTh: [1K-34
- TpeboBaHMsI K OPOPMIICHHIO JOKYMEHTOB B TAMOXKEHHBIX OpraHax;

- MOopAOOK BCEIOMCTBCHHOI'O XpaHCHHUA MOOKYMCHTOB MW OpraHM3aluio HX
JeTIONPON3BOACTBA B TaMOXKEHHBIX ~ opraHax  (HOMEHKiatypa  Jied,

dbopmupoBanue a1, ohopMIICHUS JIeN)

- Ha3HAUCHHUEC U TOPAIOK HNPOBCACHHA IOKCIICPTHU3bI LHECHHOCTU JOKYMCHTOB B

TaMOXCHHBIX OpraHax.

- OCHOBBI apXHWBHOI'O XpaHCHUA JOKYMCHTAIUU TaMOXCHHBIX OPT'aHOB.

- HOPMAaTHBHO-METOIMYECKHE OCHOBBI OpraHm3anusi paboTBl  CIy>KOBI
JOKYMEHTAIlMOHHOTO 00ECTIeYeHNsI TAMOKEHHBIX OPraHOB.

Ymers:

- IPUMEHSATh Ha TPAKTUKE OCHOBHBIC HOPMAaTHBHBIE M METOJUYECKUE

JTOKYMEHTBI TI0 BONpOCaM IOATOTOBKH M OGOPMIICHHS Pa3IMYHOIO poja

TOKYMEHTOB W OpTaHU3alUH JETONPOU3BOICTBA B TAMOKEHHOM OpIaHe;

- TPUMEHATh HA TPAKTUKE HOPMATUBHBIE M METOAWYECKHE JOKYMEHTEI,
permaMeHTHpyIore OpraHu3anuio paboThl ¢ JTOKYMEHTaMH, COICpKaIliMU

CBEICHUS OTPAHHYCHHOIO PaCpPOCTPAHECHUS; IK-32
- AQHAJIM3MPOBATH COCTOSIHHE JOKYMEHTOOOOpOTa B IIENIOM M COJIEp)KaHHE €ro

OTJEIBbHBIX CTaJIHI;

- KIacCU(HIMPOBaTh JOKYMEHTAIIMIO TAMOKEHHBIX OPTaHOB.

-HACIIONB30BaTh ~ COBPEMEHHBIC  CPEICTBA  CBSA3M, OPraHM3AIMOHHON W
BBIYHCIIUTENBHON TEXHUKH ITPH paboTe C TOKYMEHTaMH, B TOM YHCIIe BEIOMpATh

HE00XOANMOe IMPOrpaMMHOE 00ecTiedeHe MM NHPOPMAIIMOHHBIE TEXHOIOTHH.

Ymers: I1K-34
- peanu30BBIBATh 3a/la4d W (PYHKIH CITyXObl JOKYMEHTAIIMOHHOTO OOECIICYeHHS

TaMOXXEHHOT'O OpraHa.

- aHAIM3WPOBAaTh OOIME TpeOOBaHWS K O(OPMIICHHIO PEKBHU3UTOB W BBHIOMPATH

HEOOXOUMBIE [T KOHKPETHOrO JIOKYMEHTa BHI OJaHKa ¥ COCTaB PEKBU3HTOB

JIOKYMEHTA.

- aHaJM3UPOBaTh M COCTABJIATH HOMEHKIATYPY JEN, COCTaB JOKYMEHTOB B

OTIENBHBIX JIeNaX, BBIABIATH HAPYLIICHHs B NpaBHiIax (OPMHUPOBAHHSA H

o OopMIICHHS JeIT;

- MPOBOAUTH SKCIEPTU3y LEHHOCTH JOKYMEHTOB, I'OTOBHTH HUX K apXHUBHOMY

XPaHEHHIO MM YHHUTOKEHUIO.

Baapers:

-HaBBIKOM pELICHHUs] CTAaHAAPTHBIX 334a4 NPO(PECCHOHANBHONW JeSTeNbHOCTH

MyTeM OpTraHu3alK paboOTHI C JOKyMEHTaMH B TAMOKEHHBIX OpTaHax; I1K-32

-HaBbIKOM 3allluThI CJ'Iy>KC6HOI71 I/IH(i)OpMaL[I/II/I, coaepmameﬁca B TOKYMCHTax.
-HaBbIKOM  HCIIOJIB30BaAHUA JOKYMCHTAJIbHBIX HH(bOpMaHHOHHO-HOHCKOBLIX
CUCTCM.




Baaners: [1IK-34
-METOIMKON TIPOBENCHUS BCEX CTaJWi JOKyMEHTOOOOpOTa
Oprana;

-TexHoNoruer (opMUPOBaHUS 1 O(OPMIICHUS IS B TAMOXKCHHBIX OpraHax;
-HaBBIKOM COCTaBJICHHS W O(GOPMIICHUS BCEX BHJOB YIPABICHYSCKUX

JOKYMCHTOB TaMOXCHHBIX OPIraHOB.

TaMOXXCHHOI'O

6.00beM yueOHOI TUCIUTLIHHBI

7.1 TemaTu4ecKMi MJIAH TUCHMILIMHBI

O0neM 3ausTuii: Utoro 81 4. 3 3.¢.
B ToMm umcine aymuropHbix 27 .
W3 mux: Jlexnuii 13,5 4.
[MpakTrdeckux 3ansatuii 13,5 4.
CamocTtosaTenbHON paboThl 54 .
3auét 2 cemecTp

7. CoaepskaHue IUCUMILINHBI, CTPYKTYPHMPOBAaHHOE 110 TeMaM (pa3aesiaM) ¢ yKazaHueM

OTBCACHHOI'0 HA HUX KOJINYECTBA aKAACMHUICCKHUX YaCOB U BU/10B 3aHATHH

KonrakTHast padora
odyuaromuxcs ¢
npenojaaBarTejieM, YacoB
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2 cemecTp
Pa3nen 1. [IpaBujia TOKyMEeHTHPOBAaHHUS B TAMOKEHHBIX OPraHax
1 | Ponp, 3HaueHWe U COJCpP)KAHHE [1IK-32 1,5 1,5 - -
JICJIONIPOU3BOJICTBA B TaMOKCHHBIX I1K-34
opraHax.
2 | JokymeHTbI u CUCTEMBI [1IK-32 1,5 1,5 - -
JOKYMEHTAallud B  TaMOKEHHBIX [1K-34
Oprasax.
3 | TpeGoBanus  k  0¢pOpMIIEHUIO [1K-32 3 3
JOKYMEHTOB B TaMOXEHHBIX [1K-34
Oprasax.
Paznea 2. Ilopsiok JOKYyMEHTO0000pPOTA B TAMOKEHHBIX OpPraHax
4 | IokyMeHTOOOOpOT B TaMOXEHHBIX TIK-32 15 15
oprasax. I1K-34
5 | [lopsimok BE€IOMCTBEHHOTO TIK-32 15 15 4
XpaHEHUs JOKYMEHTOB " [1K-34

opranusanus ux ACJIONPOU3BOACTBA




‘ B TaMO’KCHHBIX OpraHax. | ‘

Pa3nen 3. Oprannsanms apXuBHOIO XpaHEeHHUS M Pa0OThI CJIYK0 JOKYMEHTAIlHOHHOT O

o0ecrnevYeHUus B TAMOKEHHbBIX opranax

6 | Opranuzanus paboThI IK-32 3 3 - -
BE€IOMCTBEHHOI'O apxuBa u T1IK-34
IKCIEPTH3a IEHHOCTH JIOKYMECHTOB
B TaAMO>KCHHBIX OpTraHax.
7 | Opranuzauuss  pabOTBl  CIYXKObI [1K-32 15 15
JOKYMEHTAIIMOHHOTO 00ecTeueHus T1IK-34
TaMO>KCHHBIX OPTaHOB.
HToro 3a 2 cemecTp 13,5 13,5 - - 54
HUroro 13,5 13,5 - - 54
7.2 HaumeHoBaHMe U coiepKaHue JeKIU
Ne HNurepakTuBHas
Tem HanmeHoBaHMe TeM QMCHUILIMHBI, KX KPAaTKOE Oobem dopma
o cojiep:kaHue yacoB npoBexeHus
2 ceMmecTp
Pasnean 1. [IpaBuiia 1OKyMEHTHPOBAHUS B TAMOKEHHBIX OPraHax
1 PoJib, 3HAYeHHEe M COJEp:KaHHE eJIONPOU3BOACTBA B 15
TAMOKEHHBIX OpPraHax.
Jlenonpou3BOACTBO ~ Kak  oOecrieunBaromias — (PyHKIHS
yIpaBJIeHNs B TAMOKEHHBIX OpraHax.
HopmaruBHo-MeTomueckas 0a3a  JeNONPOU3BOACTBA B
TaMOKEHHOM CHCTEME.
2 JIOKyMEeHTBI M CHCTEMBbI IOKYMEHTAIIMU B 15
TAMOKEHHBIX OpPraHax.
JIoKyMeHT, ero poib 1 (HyHKIIMH.
Knaccuduxarwst JokyMeHTOB.
JlokyMeHTalus TAMO>KEHHBIX OPraHOB.
CriocoObl U TEXHUKA CO3JaHUS IOKYyMEHTOB.
[Ipouecc ynupukanuu nenonpou3BoCTBa.
3 TpeGoBanuss k 0oQOpMJIEHHI0 JOKYMEHTOB B 15 Jlexuus-
TaMOKEeHHbIX OpraHax. BU3yaIH3aIus
OO6rue TpeboBaHMs K 0O(OPMIICHHIO PEKBU3UTOB IOKYMEHTA.
branku TOKyMEHTOB TaMOKEHHBIX OPTaHOB.
TpeboBaHus K TEKCTaM CITYKEOHBIX JOKYMEHTOB.
[IpaBuna moaroToBKH M OQOPMIIEHUS] OTIEIBbHBIX BHJIOB 15

OpPraHU3allMOHHO-PACHIOPSAUTENBHBIX  JIOKYMEHTOB B
TaMOYKEHHBIX OpraHax.

JIOKyMeHTBl HMH(OPMAIIMOHHO-CIIPAaBOYHOW TPYNIbI U
npaBuiIa ux odopmieHus B TaMOKEHHOM

ACJIOMIPOU3BOJACTBE.

Paznea 2. Ilopsiiok 10KyMeHT0000POTA B TAMOKEHHBIX OPraHax




JIoKyMeHT0000pOT B TAMOKEHHBIX OPraHax. 15 JIEKLIHS C
[Monsitme wu  ocoOeHHOCTH  JOKYMEHTOOOOpoTa B pa3bopom
TaMOXXEHHBIX OpraHax. KOHKPETHBIX
Conepxkanue cTaiuii JOKyMEHTOO0OpOTa B TAMOKEHHBIX CHUTYalHil
opraHax.
Perucrpanus JTOKYMEHTOB " MOCTPOCHHE
MH(GOPMAITMOHHO-TIOUCKOBBIX CHCTEM B
JIETIOTIPOU3BOICTBE TAMOKEHHBIX OPTaHOB.
[Toncuer o6beMa JOKyMEHTOOOOPOTA.
PaboTa ncnonHuTENEH C TOKYMEHTaMH.
KoHTpons WCTONHEHUS JOKYMEHTOB B TaMOXKEHHBIX
opraHax.

5 15

Ilopsinok BeIOMCTBEHHOr0 XpaHeHUs] JOKYMEHTOB H
OpraHu3anusl WX /JeJONPOM3BOJACTBA B TAMOKEHHBIX
opraHax.

HomeHknaTypa [en: HasHaueHHe, CTPYKTypa, HOPSIOK
(dhopMupoBaHUsL.

dopmupoBaHue €7 B TAMOKEHHBIX OpraHax.

[IpaBuna odopmieHue e B TAMOKEHHBIX OpraHax.
OnepatuBHOE XpaHEHHE JIOKYMEHTOB U Jiel B
TaMO>KEHHBIX OpraHax.

Pa3znen 3. Oprann3zanusi apXuBHOT0 XpaHEeHUs U PA0OThI CJIY:K0 JOKYMEHTAIIHOHHOT 0

o0ecreyeHHusI B TAMOKEHHBIX opraHax

6

Opranuzanus paboOTbl BEJOMCTBEHHOTO apXuWBa U
JKCIEpTHU3a LIEHHOCTH JOKYMEHTOB B TaMO>KEHHBIX
oprasax.

Haznauenme w© KpUTepUH OSKCIEPTH3bl LEHHOCTEH
JIOKYMEHTOB.

[IpoBenenue »skcrepTH3a LEHHOCTH JOKYMEHTOB B
TaMO>KEHHBIX OpraHax.

15

MYJIBTHMECONAJICK
oA

[Topsiiok MOATOTOBKU U Mepeaayu JOKYMEHTOB B apXUBbI
TaMO>KEHHBIX OPraHOB.

ObecrieyeHre COXpaHHOCTU JOKYMEHTOB apXHBa.
Opranuzanus ¥ yd4eT JIOKYMEHTOB B  apXuBe
TaMO>KEHHOTO OpraHa.

HayuHo-cripaBouHBIi1 anmapar K T0KyMEHTaM apXuBa.
Hcnonb3oBaHue [TOKYMEHTOB apXWBa TaMO>XEHHOTO
oprasa.

15

Opranmszanust padoTsl CJOyKObI JOKYMEHTALHOHHOIO
o0ecrieYeHNs] TAMOKEHHBIX OPraHOB.

3amaun M QYHKIMM  CIOYKObl  JIOKYMEHTAIIMOHHOTO
obecrieyeHHst TAMO>KEHHOT'O OpraHa.

IlpaBa ¥ OTBETCTBEHHOCTb CIYXOBI JOKYMEHTAI[MOHHOTO
obecrieueHrss M €€ B3aUMOOTHOILEHHS C  JPYrHMMH
MOJpa3IeNeHUAMHI TAMOKEHHOTO OpraHa.

CoTpyAHHMKH OTBETCTBEHHBIE 3a JEJIONPOU3BOJICTBO B
TaMOKEHHOM OpraHe.

15

Htoro 3a 2 cemecTp

135

4,5




‘ Hroro 13,5 45

7.3 HaumeHoBaHue J1a00paTOPHBIX padoT
JlanHbIi B paOOThI HE IPETYCMOTPEH YYEOHBIM IUIAHOM.

7.4 HaumeHoBaHNe NPAKTHYECKUX 3aHATHI

Ne HanmeHnoBaHue TeM AMCHUILUIMHBI, X KPATKOE O6bem NHTrepakTuBHas
Tembl CoJIepXKaHue 4acoB dbopma
IIPOBEJICHUS
2 ceMecTp

Paspea 1. IlpaBuiia JOKYMEHTHPOBAHHS B TAMOKEHHBIX OpraHax

Tema Nel. PoJib, 3HaUeHHE U cOlep:KaHUE 1eJ0NPOU3BOACTBA B TAMOKEHHbIX OPraHax.

1 [Ipaktuueckoe 3anstue 1. Ponp, 3HaUeHHE U COJIEpKaHKE 1,5
JICIIOTIPOU3BOICTBA B TAMOKEHHBIX opraHax. HopMaTusHO-
MeTO/MYecKass 0a3a  JICJIONPOM3BOJCTBA B TAMOXKCHHOM
CHCTEME.

Tema Ne2. JlTokyMeHTBI M CHCTEMBbI JOKYMEHTALMM B TAMOKCHHBIX OPraHax.

2 [Ipaktnyeckoe 3aHsTHE 2. JIOKYMEHTBI W CHCTEMBI 15
JOKYMEHTAITMH B TAMOXXCHHBIX OpraHax.

Tema Ne3. TpedooBaHus K 0pOpPMJIEHHI0 TOKYMEHTOB B TAMOKEHHBIX OPraHax.

3 [Ipaktuueckoe 3anstue 3. TpeboBanus k 0GOPMIICHUIO 15
JOKYMEHTOB B  TaMOXXEHHBIX  opraHax. [lpaBmia
TIOZTOTOBKH ¥ O(OPMIICHHSI OT/ICITBHBIX BUJIOB IOKYMEHTOB

3 [Ipaktnueckoe 3amstue 4. IlpaBuma paboTel € 15 Kpyrasriii cron
nHpOpMaIMel OrpaHHYEHHOTO JOCTyNa B TaMOXCHHBIX
opranax

Pasznes 2. [lopsaiok JOKYMEHTO000POTA B TAMOKEHHBIX OPraHax

Tema Ned JlokymMeHT0000POT B TAMOKEHHBIX OpraHax.

4 [Ipaktnueckoe 3anatue 5. JlokymeHTOOO00pPOT B 15
TAMOXXCHHBIX  opraHax. Pabora wucnomHuTened ¢
JOKYMEHTAaMH ¥ KOHTPOJIb HCITOJTHEHHSL.

Tema NeS. Ilopsi10K BeIOMCTBEHHOI0 XPaHEHHSI JOKYMEHTOB M OPraHu3alus UX
JAeJ0NPOU3BOACTBA B TAMOKEHHBIX OPraHax.

5 [Ipaktuueckoe 3ansaTue 6. IlopsmoKk BEIOMCTBEHHOTO 1,5
XpaHCHHS JOKYMEHTOB u opraHu3aus HX
JIEJIOTIPOU3BOICTBA B TaMOXKEHHBIX opraHax.
dopmupoBaHue u odopmieHHE AT B TaMOXKCHHBIX
opraHax.

Pa3nen 3. Oprannsanys apXuBHOTO XPAHEHHUA M PA0OTHI CJIYK0 JOKYMEHTAIIHOHHOT O
olecrieyeHNs] B TAMOKEHHBIX OPraHax

Tema Ne6. Opranusanus padoThl BeIOMCTBEHHOT0 apXHBA M YKCNEPTH3a EHHOCTH
AOKYMEHTOB B TAMOKCHHBIX OpPraHax

6 IIpaktuyeckoe 3anstue 7. IIpoBeneHue skcnepTH3a 15
[IEHHOCTH JOKYMEHTOB B TAMOYKE€HHBIX OpTraHax.

6 IIpaktudeckoe 3anatue 8. Opranuzanus paboThl apXuBa 15
TaMOXEHHOT'0 OPraHa, ero 3aJauu U (PyHKIHH.

Tema Ne7. Opranusanus padoTsl ¢/1yK0bl JOKYMEHTAMOHHOI0 00ecrevYeHusi TAMOKEHHBIX
OPraHoB.

7 ‘ IIpakTuyeckoe 3anarue 9. Opranuszaiysi paboThl CIyXKObI ‘ 15 ‘ Kpyrusiii cron
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AOKYMCHTAIITMUOHHOT'O

obOecrieueHumst

TaMOXXCHHBIX

opraoB. CoBepLIEHCTBOBAaHHE JOKYMEHTOOOOpOTa B
TaMOXXEHHBIX OpraHax
HToro 3a 2 cemecTp 13,5 3
Hroro 13,5 3

7.5 TexHoJiornyeckasi KApTa cCaMOCTOATEJIbHOI PadoThI 00y4aIoLIerocs

Konawr Urtorosniii CpenctBa u O0beM 4acoB, B TOM YHCIIE
peanusyem IIPOIYKT TEXHOJIOTUHU CPC | KonraktHas | Beero
Bun nesrenpHOCTH
BIXKOMIIET camocTos- OIICHKHU paboTa c
CTYJICHTOB o
EHINU TENBHON MperoaBaT
paboThl eJeM
2 ceMecTp
CaMocTosTensHoe Koncnekr | CobGecenoBanne | 43,25 481 48,06
I1K-32 U3y4eHUe
[1K-34 JUTEPATYpPHI 110
TemaM Nel -7.
ITK-32 IToxaroroBka K Koncnekr | CobecenoBanue 5,4 0,54 5,94
) MPAKTUICCKAM
TK-34 3agsaTusam Nel-7
Htoro 3a 2 cemectp | 48,65 5,35 54
Hroro | 48,65 535 54

8. ®oHA OLEHOYHBIX CPeACTB JIsl NMPOBeeHUs] TPOMEKYTOYHON aTTecTalMu 00y4aroLIUXCs
HO TMCIHIJIMHE

8.1 IlepeyeHb KOMIETEHUMH ¢ YKA3aHUEM JITANOB UX (POPMHUPOBAHMS B Mpolecce OCBOCHUS
OII BO. ITacnopT (poH/1a OLIEHOYHBIX CPEICTB

Kon Ortan CpencrtBa u Tun KoHTpOJIA Bug xoutpons | HanmenoBanue
olieHuBaeM | (GOpMHpOBa | TEXHOJIOTHUHU (Texymuii/ (Texymumii/ OIIEHOYHOT'O
oH HHUS OLIEHKU MIPOMEKYTOUHBIHN )| TPOMEKYTOUHBIN ) cpeicTBa
KOMIIETEHI] | KOMIIETEHI]
uu un (Ne
TEMBI )
[1K-32 1-7 cobecenoBanue TeKYILUN YCTHBIN Bompocsr TS
[1IK-34 cobecenoBaHus U
MIPOBEPKHU
YpOBHS
00y4eHHOCTH
ITK-32 3,7 cobecenoBaHue TEeKYIIUI YCTHBIN [lepeuenn
[1IK-34 JUCKYCCHUOHHBIX
TeM I KPYyTJIoro
croja
[1K-32 1-7 cobecenoBanue TEeKYIIUH nuceMeHHsli  |Kommiekt
[1K-34 THIOBBIX 33724

8.2 Onucanue nokasareJieil 1 KpUTEPHEB OLCHMBAHUS KOMIIETCHIMI HA Pa3IMYHbIX 3TANAax
ux ¢popMUpPOBAHMSA, ONUCAHME IIKAJ OLleHUBAHUS
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YpoBuu Nnaukatopbl Jeckpunropsi
chopmu
POBaHHO 2 Daia 3 6asnna 4 0ayu1a 5 6aJsu10B
CTH
KOMIIETE
HIMI
MK-32
ba3oBblii | 3HaTh: OOyuaronuiics He | Wmeer cimaboe, | JJemoncTpupyer
- OCHOBHBIC | 3HACT: OrpaHUYEHHOE JIOCTaTOYHO TOJHOE
HOPMAaTHBHBIC u| - OCHOBHBIE | MpE/CTaBlIeHnEe 00. | 3HAHHE:
METOAMICCKHE HOPMAaTHBHBIC U | -OCHOBHBIX - OCHOBHBIX
JIOKYMEHTBI 0 | METOIMYECKUE HOPMATHUBHBIX U | HOPMAaTHBHBIX u
BOMPOCaM TIOATOTOBKH | JIOKYMEHTBI MO | METOAMYCCKHIX METOAMYCCKIX
u ohopmIleHns | BOpocam JIOKyMEeHTaxX 1o | JIOKYMEHTOB o
pas3nu4HOro poAa | MOArOTOBKH U | BOmpocam BOITpOCaM
JIOKyMEHTOB oopmiteHUs MOJrOTOBKH U | TIOArOTOBKH u
(ynpaBiieHYeCKHX, pasnuuHOro  pona | odopmiieHHs oopmiteHHs
TAMOXCHHBIX U JIp.) U | JOKYMEHTOB pa3NMYHOrO  poja | pa3InuHOro pona
OpraHu3au (ynpaBieHYECKHX, JIOKYMCHTOB JIOKYMCHTOB
JIETIONPOU3BOJICTBA B | TAMOXKEHHBIX U JIp.) | (YIpaBiIEeHUECKHX, (ympaBiIeHYECKUX,
TaMO>XEHHOM OpraHe; 5 OpTaHU3aIK | TAMOXEHHBIX U Jp.) | TAMOXEHHBIX U Jp.) U
- KI1accu(UKAIMIO | JICNIONPOM3BOACTBA | U OpraHu3aIiy | OPTaHU3aAIIH
3alMIIaeMOoi B TAaMO)XEHHOM | JICJIOTIPOM3BOACTBA | JIEJIONIPOM3BOJICTBA B
uH(pOpMaIUH, oprase; B TaMO)XEHHOM | TaMO)XEHHOM OpraHe;
NPUHIMIBI ¥ CPEICTBA | - KJIAacCHM(UKAIIUIO | OpraHe; - KinaccupuKanuu
3allUTBl, a  TakXke | 3allMIaeMoin - KiIaccu(HKaIMK | 3alUIaeMOi
PSKUMBI  3alMIAEMON | HHPOPMALIUH, 3aIUIIAEMON uHpOpMAaITHH,
undopmanuu, TPUHITUTIBI u | uHpopmanmy, TIPUHIIHAIIBI u
UCTIOJIB3yeMOM B | CpeICTBa 3aIMTHI, | IPUHLUIIBI U | CpencTBaxX 3allHThl, a
TaMOXXCHHBIX OpraHax; | a TakXe pPEeXKHUMBI | CPEeACTBax 3aIlIUTHI, | TAKXKe pexxumax
- 0COOEHHOCTH | 3alUIaeMON a TakKe peKUMax | 3allMIaeMou
OpraHu3alyy U CTajuM | UHGOpMALUH, 3aIIUIIaeMOI nuHpopmanuu,
JIOKyMEHT0O0OpOoTa B | UCIONB3yeMON B | MHpoOpMaluy, UCTIONB3yeM Ot B
TaMOXXCHHBIX OpraHax. | TaMOXXEHHBIX UCTIONIB3yeMOH B | TAMOXEHHBIX
- TIpaBWIA MOATOTOBKU U | OpraHax; TaMOXKEHHBIX opraHax;
o(opMIIeHHS BCEX BUIOB | - OCOOCHHOCTH | OpraHax; - OCOOCHHOCTSAX
OpTaHU3aI[OHHO- OpTaHU3aIH U | -OCOOEHHOCTSX OpTaHU3aINH u
paciopsIuTeIbHBIX CTaIun OpTaHU3aIIH U | cTagusax
JOKYMEHTOB B | JOKyMeHTOoOOpoTa | cTamumit JIOKYMEHT0000pOTa B
TaMOKEHHBIX OpraHaXx. B TAMOXXEHHBIX | TOKYMEHTOOOOPOTa | TaMOXKEHHBIX
- BO3MO)KHOCTH HOBBIX | OpraHax. B TaMOXXCHHBIX | OpraHax.
HHPOPMAMOHHBIX - TpaBWiIa | OpraHax. - TIPaBWIA TIOATOTOBKH
TEXHOJIOTHH, TIOATOTOBKH u| - mpaBmwia | 1 OpOpMIICHHS BCEX
HCTIONB3yEeMBIX Uit | ohopMIIeHHST ~ BCEX | TTOATOTOBKH W | BUIOB
TTOJIT OTOBKH, BUJIOB ohopMIIeHIST  BCEX | OpTaHU3AIIOHHO-
otopmIieHus, OpTaHU3AIFIOHHO- BUJIOB pacropsauTENbHBIX
rmepefayd, TOWCKa U | PacHOPSIOUTEIBHBIX | OPraHU3aIIOHHO- JIOKYMEHTOB B
XpaHeHUS JIOKYMEHTOB B | pacHOpSAOUTENbHBIX | TAMOXEHHBIX OpraHax.
JIOKYMEHTHUPYEMOM TaMOKEHHBIX JIOKYMEHTOB B |- BO3MOYKHOCTH
rHpOPMAIINY; OpraHax. TaMOKEHHBIX HOBBIX
- BUIBI YNPABICHYCCKHX | - BO3MOXKHOCTH | OpraHax. HHPOPMAITMOHHBIX
JOKYMEHTOB, MIX POJU ¥ | HOBBIX - BO3MOXKHOCTH | TEXHOJIOTHH,
¢byHKII  Ha  Pa3HBIX | HHQOPMAIIMOHHBIX | HOBBIX UCTIONB3yeMBIX  JUIS
STarax YIpaBIeHYeCKOro | TEXHOIIOTHH, WHPOPMAIMOHHBIX | TTOATOTOBKH,
Tporecca. HCTIONB3yEeMBIX JUISl | TEXHOIIOTHH, oopmienus,
TTOJIT OTOBKH, UCTIONIB3YeMBIX JUISA | TIepeavd, IMONCKa W
oopmienus, TIOAT OTOBKH, XpaHEHHS
repeaayd, TIOUCKa | ohOopMIICHHUS, JIOKYMEHTHPYEMO#t
u XpaHeHHs | Tiepefayy, TIOucKa | HHPOPMAINY,
JTOKYMEHTHUPYEMOH | | XpaHeHHs | - BUJIBI
WHpOPMAIINH; JIOKYMEHTHUPYEMOH | YIpaBICHUESCKHX
- BUIBI | MH(OpMAIH; JTIOKYMEHTOB, UX POJIH U
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YIpaBIIEHYECKIX - BUBI | QyHKIMM Ha pasHBIX

JIOKyMEHTOB, UX POJH | YIPaBICHIECKUX JTamnax

n  ¢(yHEKIMM  Ha | IOKYMEHTOB, MX POJH | YIPABIEHYECKOTO

Ppa3HBIX JTarmax | ¥ (QYHKIMM  Ha | mporecca

YIPaBIIEHYECKOro Ppa3HBIX JTamnax

Tnporiecca. YIpaBIIEHYECKOro

Tporiecca.

Ymers: OOyyaromuiicst He He B nonnoit mepe | [leMoHCTpHpYeT
- TIPUMEHSTH Ha | ymeeT: MOXKET yMeHHE
MPAaKTUKE  OCHOBHBIE | - TIPUMEHATh Ha | CAMOCTOSTENHHO! CaMOCTOSITENIbHO. -
HOPMaTHBHBIE U | TIpaKThKe -IIPUMEHSTh Ha | IpUMEHSTh Ha
METOJIMYECKHe OCHOBHEBIE TPaKTHKE NPaKTHKE OCHOBHBIE
JOKYMEHTBI 1O | HOpMaTUBHEIE U | OCHOBHBIC HOpMaTHBHBIE u
BOIIPOCAaM TIOJI'OTOBKH | METOJIMYECKHE HOpMaTHBHbBIE U | METOIUYECKHE
u ohopMIIeHUS | TOKYMEHTBI 1O | METOANYECKHUE JIOKYM EHTBI o
pas3nu4HOrO poxa | Bompocam JIOKYMEHTBI 1o | BONIpocam
JIOKyMEHTOB U | TOATrOTOBKH U | BOmpocam MOATOTOBKH! u
OpraHu3au othopmiteHns MO/ATOTOBKH u | opopmieHus
JIeTIONPOU3BOJICTBA B | pa3iM4HOrO  pona | opopmiieHHs pas3In4IHOTrO poxna
TaMO>KEHHOM OpTaHe; JIOKyMEHTOB U | pa3IMYHOTO  poJia | TOKyMEHTOB u
- MPpUMEHATH Ha OopraHu3anuun JAOKYMEHTOB n OpraHmu3anun
NpaKTHKE JICTIONPOU3BOJICTBA | OpraHH3aluH JIeTIONPOU3BOJICTBA B
HOpMaTHBHbBIE u|B TaMOXXEHHOM | JICJIOTIPOM3BOZACTBA | TAMOXXEHHOM OpraHe;
METOJIMYECKUE oprasxe; B TaMO)XEHHOM | -  TIPUMEHSTh  Ha
JIOKYMEHTHI, - IPUMEHATH HA oprase; IIPaKTHUKE
PErIIaMEHTUPYIOIIUE IMpaKTHUKE - MPpUMEHATH Ha | HOpMAaTHUBHBIC )51
OopraHu3aiuro pa6OTbI HOpPMAaTHWBHBLIC U IMpaKTHUKE METOAUYECCKUC
c JOKYMEHTaMH, | METOIUYECKHe HOpPMAaTHBHBIC U | TOKYMEHTHI,
CoZep KaIIIMHU JOKYMEHTHI, METOINYECKHe pErIaMeHTHPYIOIIHE
CBEJICHHS PErIaMEeHTHPYIONH | JTOKYMEHTHI, OpTaHU3aINI0 PabOTHI
OrpaHHYEHHOT O € OpraHU3aIuio perIaMeHTHPYIOIHU | C JIOKYMEHTaMH,
pacrnpocTpaHeHHUs; paboTsI ¢ e OpPTaHU3AIHIO | COEpKAIIUMHU
- AQHAJIM3UPOBATD | JOKYMEHTaMH, paboTsr ¢ | cBeneHus
COCTOSIHUE CoJep KalIMU JIOKYyMEHTaMH, OrpaHUYEHHOT O
JIOKyMEHT0000pOoTa B | CBEICHHS CoJIep KaIIMH pacmpocTpaHeHus;
LEJIOM U COAep)KaHHEe | OrpPaHMYEHHOTO CBENICHUS - KIaccH(MIPOBaTH
€ro OTIENbHBIX CTAIUN; | paCOpOCTpaHEHH; | OrpaHHYEHHOTO JIOKyMEHTALIHIO
- KIIacCU(UIIPOBATH | - KIacCHHIMpoBaTs | PACTIPOCTPAHCHUS, | TaMOyKEHHBIX OPTaHOB.
JOKYMEHTAIIO JIOKYMEHTAIIIO - KIacCU(UIMPOBATh | -HMCIIOIB30BAThH
TaMOKEHHBIX OPTraHOB. TaMOKEHHBIX JIOKYMEHTAIIIO COBpPEMEHHBIE
-HCIIONIb30BATh OpTraHOB. TaMOKEHHBIX cpencTBa CBSI3H,
COBpPEMEHHBIE CPENICTBA | -HUCIONb30BaTh OpTaHOB. OpPTaHM3AIMOHHON W
CBSI3H, COBpPEMEHHBIE -HICTIONTB30BATh BEIYUCITUTEIHHOM
OpPTaHU3AI[IOHHOH ¥ | CPEICTBA CBS3M, COBpEMEHHBIE TEXHUKHA TpU padoTe
BBIYHCIIATETHHON OpPTaHU3AIMOHHOM U | CpPEeICcTBa CBSI3W, | C JIOKyMEHTaMH, B
TEXHUKH TPU padoTe ¢ | BEIYUCIUTEIHHOMN OpPTaHU3AIMOHHON M | TOM YHCIIE BBHIOMPATH
JOKYMEHTaMH, B TOM | TEXHHKH IIPH BEIYUCITUTEIHHOMN HEoOXoIMMoe
qucie BBIOMpATH | pabore ¢ TEXHUKHU IIpH | IPOrpaMMHOE
HEOOXOaMMOEe JIOKYMEHTaMH, B pabote c | obecrieueHme 158)851
TIpOrpaMMHOE TOM YHCIIe JIOKYMEHTaMH, B | MHPOpMAIIMOHHBIE
obecrieucHre WIH | BEIOWPATH TOM YHUCTIe | TEXHOIIOTHH.
WHPOPMALINOHHBIC HE00X0auMOe BEIOMpATH
TEXHOJIOTUH. TIpOrpaMMHOE HEoOX0IMMOoe

obecTiedeHre Wi MPOTPaMMHOE

WHPOPMAIIMOHHBIE | OOecreueHne  WIn

TEXHOJIOTHH. nH(OpMAaLMOHHBIE

TEXHOJIOTHH.

Bnagerb:  -HaBpikoM | OOyuarommiicss He | Cmabo Brageer: JemoncTpupyet

peIIeHNs CTaHAAPTHBIX
3ama4
podeCCHOHATHFHOM
JESITeTPHOCTH  ITyTEM

BJIaJIECT:
-HaBBIKOM PELICHUS
CTaH/IapTHBIX 3a7a4
npodeccroHaNbHON

-HaBBIKOM PEIICHHUS
CTaHIAPTHBIX 3a/1a4
npodeccroHATBHOMN
JIeSITEITbHOCTH

MIOJIHOE BJIAJICHUE:
-HaBBIKOM  PEIICHUS
CTaHIAPTHBIX  3a/ad
npodecCroHaTHHOM
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opraHu3anuy padoTsl C
JIOKyMEHTaMH B
TaMOXKECHHBIX OpraHax;
-HaBBIKOM 3aIUTHI
CITY)KeOHOM
nH}popmanum,
coJiepkaleics B
JOKyMEHTaXx;

-HaBBIKOM
WCIIONIb30BAHMS
JIOKyMEHTaJIbHBIX
nH(pOpMaNOHHO-
TIOMCKOBBIX CHCTEM.

JeATENEHOCTH
myTeM
OpraHu3aIyu
pabotst c
JOKYMEHTAMH B
TaMOXEHHBIX
OpraHax;
-HABBIKOM  3all[HThI
CITY>)KeOHOH
nHpopmanun,
colepkaiieiicss B
JIOKYMEHTaX;
-HaBBIKOM PEIICHHUS
CTaHJAPTHBIX 3a/1a4
mpoheCCUOHATTLHOM
JIeATENbHOCTH
nyTem
OpraHU3aIin
paboTHI c
JOKYMEHTaMH B
TaMOXXCHHBIX
opraHax;
-HaBbIKOM 3alllUThI
CITy>keOHOI
uHpopmanuu,
cozepxauieics B
JOKYMEHTAaX;
-HaBBIKOM
UCIIOJIb30BAHHMS
JIOKyMEHTaJIbHBIX
nH()OpMALIMOHHO-
MOMCKOBBIX CHCTEM.

nyTeM
OpraHU3alix
pabotsl c
JOKYMEHTaMH B
TaMOYKEHHBIX
opraHax;
-HABBIKOM 3aII[HTHI
CITY>KeOHOH
nHpopmanu,
colepxamieiicss B
JIOKYMEHTaX;
-HABBIKOM PEIICHHUS
CTaHJIAPTHBIX 3a/1a4
mpoheCcCHOHATTLHOM
JIeATENbHOCTH
nyTem
OpraHU3aIin
paboThI c
JIOKYMEHTaMH B
TaMOXEHHBIX
opraHax;
-HaBbIKOM 3alllUThI
CITy>KeOHOI
uHpopmanuu,
coiepxaiencs B
JOKYMEHTaX;
-HaBbIKOM
UCIIOIb30BAHHMS
JIOKYMEHTaJIbHBIX
nH(pOpMALIMOHHO-
TIOMCKOBBIX CHCTEM.

JIEATETBHOCTH TyTEM
OpraHu3aliu paboThI
C JOKyMEHTaMH B
TaMOYKEHHBIX
OpraHax;
-HaBBIKOM
CITY>KEeOHOM
nHpopmanum,
coJieprkaieics B
JIOKYMEHTaX;
-HaBBIKOM  pEIICHHs
CTAaHJApPTHBIX 3a1ad4
npohecCHOHATBHOM
JICATETBHOCTH TYTEM
OpraHu3aniu padoThl
C JOKyMEHTaMH B
TaMOXKEHHBIX
opraHax;
-HaBBIKOM
CITY>KEeOHOM
uH(pOpMAaIHH,
coaeprKaliencs B
JIOKYMEHTaX;
-HaBbIKOM
HCIIONTb30BaHUS
JOKYMEHTAJIbHBIX
UH(OPMAIIOHHO-
TIOMCKOBBIX CHCTEM.

3allUThI

3allUThI

TloBpImIe
HHBIN

3HaTh: OCHOBHBIE
HOPMaTHBHBIE u
METOIYECKHE
JOKYMEHTBI o
BONPOCaM MOATOTOBKU
u ohopmiteHns
Ppa3Iu4YHOTrO pona
JOKyMEHTOB
(ynpaBieHYeCKHX,
TAaMOXEHHBIX U [p.) U
OpraHM3aIN
JETONPON3BOJICTBA B
TaMO>KEHHOM OpTaHe;
0COOEHHOCTH
OpraHM3allM U CTaJuH
JIOKYMEHT000OpoTa B
TaMO)KEHHBIX OpPTaHax;
- TIpaBMJIa TIOJITOTOBKH U
o(hopMITCHHS BCEX BHIOB
OpraHM3aIIOHHO-
PpacropsiaUTeIbHBIX
JIOKyMEHTOB B
TaMOXXEHHBIX OpraHax.

- BO3MO)XHOCTH HOBBIX
nH(pOpPMAIMOHHBIX
TEXHOJIOT U,
HCTIONB3yeMBIX
TIOATOTOBKH,

IS

JleMoHCTpUpYET
LIIyO0OKO€e u
NpOYHOE  3HAHHE!
OCHOBHBIE
HOpMAaTHBHBIE u
METOANYECKUe
JOKYMEHTEI 1o
BOIIPOCaM

MO OTOBKU u
oopmiteHHst
pasIM4yHOrO  pona
JOKYMEHTOB
(ynpaBieHYECKHX,
TaMOXKEHHBIX U Jp.)
u OpraHU3alux
JIETIOTIPOU3BOICTBA
B TaMOXXCHHOM
oprase;
0COOEHHOCTH
OpraHU3alux "
CTaauu
JIOKYMEHTO000pOTa
B TaMO>KEHHBIX
opraHax;

- TpaBWiIa
TIOZITOTOBKH "
oopMIIeHHST  BCeX
BHJIOB
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odopmIteHHUS,
nepenavd, IIOMCKa |
XpaHEeHUs!
JIOKYMEHTHPYEMOH
nH}popManuy;

- BUJBI YIIPaBICHUECKHX
JIOKyMEHTOB, UX POIU U
(yHKIMM Ha  pasHBIX
JTanax ynpaBJIeHIECKOro
Tporiecca.

YMeTb: - TpUMEHSTH
Ha TPAKTHKE OCHOBHBIE
HOPMAaTHUBHBIE u
METOANYECKHE
JIOKYMEHTBI h(s)
BOIPOCaM HOITOTOBKH
u oopmiteHuns
Ppas3IMYHOro pona
JIOKYMEHTOB u
OpraHu3alun
JIeTIONPOM3BOJICTBA B
TaMOXKEHHOM OpIaHe;

- TpUMEHATH  Ha
MPaKTHKE
HOpMAaTHBHBIE u
METOANYECKHE
JIOKYMEHTBI,
pernaMeHTHpyomue
OpraHu3amui  padoThI
c JIOKYMEHTaMH,
coJepKaIuMHU
CBEIICHUSA
OTPaHUYECHHOTO
pacIpocTpaHeHHs;

- wiaccuuImpoBarh
JIOKyMEHTALIO
TaMOKEHHBIX OPTaHOB.
-HCTOJIb30BATh
COBpEMEHHBIE
cpencTBa CBSI3H,
OpraHU3alMOHHON U
BBIYUCITUTENBHON
TEeXHHUKH TIpH pabore ¢
JIOKyMEHTaMH, B TOM

yHcie BBIOMpATh
HEeoO0X0oauMOoe
MPOrpaMMHOE
obecrneueHue WIN

nH(OpPMAIMOHHBIE

OpraHU3alHOHHO-
PpachopsTUTETBHBIX
JIOKYMEHTOB B
TAMOKEHHBIX
opraHax.

- BO3MOXHOCTHU
HOBBIX
nH(pOpMaMOHHBIX
TEXHOJIOT'UH,
UCIIONB3YeMbIX IS
MO OTOBKHY,
oopmiteHus,
nepeaayu, IMoucKa u
XpaHeHUs
JIOKYMEHTHUPYEMOI
nHpopmanuy;

- BUJIBI
YIPaBIEHYECKHUX
JIOKYMEHTOB, UX POJIH
n  GyHKIMM  HA
PasHBIX JTanax
YIPABJIEHYECKOTO
nporecca.

JemoncTpupyer
HOJTHOE u

YBEpEHHOE yMEHHE
CaMOCTOSITETBHO:
- NpUMEHATH Ha
[PaKTHKE OCHOBHBIE
HOPMATHBHBIC "
METOUYECKUEC
JOKYMEHTBI no
BOIIpOCaM
HOATrOTOBKU "
oopmiteHuUs
pasiau4HOro  poza
JOKYMEHTOB u
OpraHu3anuu
JCTONIPOM3BO/ICTBA
B TaMO)XEHHOM
oprasxe;

- TOpUMEHATH Ha
MPaKTHKE
HOpMAaTHBHBIE 3
METOANYECKHE
JOKYMEHTBI,
perilaMeHTHP YIOIIH
e OpraHU3aLHIo
paboTs c
JOKYMEHTaMH,
coziep KaIuMu
CBEICHHS
OrpaHUYECHHOTO
pacnpocTpaHeHHs;
- KIacCU(HIMPOBATH
JIOKYMEHTAIIIO
TaMOXKEHHBIX
OpTaHOB.
-HCIIONIb30BATh
COBpEMCHHBIE
CpencTBa CBSI3H,
OpraHU3alMOHHON U




TEXHOJIOTHH. BBIYHCIHTEIBHOM
TEXHUKHU npu
pabote c
JIOKYMEHTaMH, B
TOM quce
BBIOMpATh
HEOOX0qUMOe
HPOrpaMMHOE
obecrieueHne  WIH
uH(pOPMaLUOHHBIE
TEXHOJIOTUH.

Buagers: JleMoHCTpHUpYeT

-HaBBIKOM  PEILICHUs YBEpEHHOE

CTaHJApTHBIX  3ajad BJIaJICHUE:

npodecCHOHAIBHOM -HAaBBIKOM PELICHUS

NeATeIbHOCTH  IIyTeM CTAaHJAPTHBIX 3ajay

OpraHu3aluu padoThl C npodecCHOHaILHON

JIOKyMEHTaMH B JEeATEIbHOCTH

TaMOXXEHHBIX OpraHax; IyTeM OpraHu3aluu

-HaBBIKOM 3aIIUTHI paboThI c

cIryxeOHoI JOKYMEHTaMH B

uH(poOpMaLuH, TaMOXXEHHBIX

cozepKarnencs B OpraHax;

JIOKYMEHTax; -HABBIKOM  3aIIUTHI

-HaBBIKOM  PEIICHUA CIyxeOHOI

CTaHIApTHBIX  3ajad uH(pOpManUH,

npodeccroHaIbHON conepxanieics B

NeATeTIBHOCTH  IIyTeM JOKYMEHTaX,

OpraHu3aluy paboThI C -HABBIKOM DeILECHHS

JIOKYMEHTaMH B CTAaHJAPTHBIX 3ajay

TaMOXXEHHBIX OpraHax; npodecCHOHAILHON

-HaBBIKOM 3aLIUTEI JEeATETbHOCTH

CITyxeOHOI IyTeM OpraHu3aluH

uHdopmanum, padoThI c

cozepKaruencs JOKYMEHTaMH B

JIOKYMEHTaX; TaMOXXEHHBIX

-HaBBIKOM opraHax;

HCIIONB30BaHUS -HABBIKOM ~ 3aIIUTHI

JIOKYMEHTAaIBHBIX CITykeOHOI

nH(pOpMaIMOHHO- uHpopmanuu,

TIOMCKOBBIX CHCTEM. comepKalericss B
JOKYMEHTaX;
-HABBIKOM
UCIIONB30BAHHUS
JOKYMEHTAIBHBIX
UH(OPMALMOHHO-
TIOMCKOBBIX CHCTEM.

MK-34
basoBsiit | 3uaTh: -TpeboBanus k | OOyuatomiics ne | Mmeer cimaboe, | JemoHCTpHpyeT

o(hOpMIIEHHIO 3HaeT. TpeOOBaHMS | OrPaHUYCHHOE JOCTaTOYHO TIONHOE

JIOKyMEHTOB B | K ohOpMJICHHIO | MpEeNCTaBICHUE 00 | 3HAHHUE o:

TaMO)XEHHBIX OpTraHax; | JOKYMEHTOB B | TpeOOBaHMAX K | TpeOoBaHMAX K

~HOPSTOK TaMOXEHHBIX o(hopMIICHHIO o(hopMIICHHIO

BEIOMCTBEHHOTO OpraHax; JOKYMEHTOB B | IOKyMEHTOB B

XDAHEHHS JOKYMEHTOB | TOPSIOK TaMOXKEHHBIX TaMOXXCHHBIX

W OpraHu3alUi0 HX | BEIOMCTBEHHOrO opraHax, opraax,

NIETIOTNPOM3BOJICTBA B | XpaHCHUS TOpsi/IKe MOpsAKe

TAMOXXCHHBIX OpraHax | JOKYMEHTOB U | BEIOMCTBEHHOTO BEIOMCTBEHHOT'O

(HOMEHKJIaTypa  Jell, | OpraHH3ali0  HX | XpaHCHHs XpaHeHUs

(dopMHupoBaHHE €N, | JSNONPOU3BOJACTBA | JOKYMEHTOB U | JOKYMEHTOB u

ohopmIIeHHs JIeT) B TAMOXXCHHBIX | OpPTaHHM3allMI0  HX | OpraHM3AIHUI0 HX
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Ha3HaYeHUE U TOPSJIOK | opraHax JIETIONPON3BOJICTBA | JIETOIPON3BOJICTBA B
TIPOBEICHUS (HoMeHkmaTypa B TaMOXKEHHBIX | TAMOXKCHHBIX
9KCIIEPTU3bl [IEHHOCTH | JIEd, opraHax opraHax
JIOKyMEHTOB B | (hopmupoBaHue (HoMeHkmaTypa (HOMeHKIIaTypa Jed,
TaMOXKEHHBIX OpraHax. | zenm, odopMileHHs | e, (hopmupoBanue jen,
OCHOBEI ApPXUBHOTO | JIeN) (hopmupoBaHue oopmIeHHS AeN);
XpaHeHHs Ha3HaYeHUE u | nen, ohopMIIeHHUS | Ha3HAYCHUH u
JOKyMEHTAIU TIOPSIIOK Jien); TIOPSIZIOK TTPOBEICHUS
TaMO)KEHHBIX OPTAaHOB. | MPOBEICHUS Ha3HAYCHUH U | DKCTIEPTHU3BI
HOPMaTHBHO- 9KCIIEPTHU3BI TIOPSIIOK HEHHOCTH
METOJIMYECKHE OCHOBBI | IEHHOCTH TIPOBEICHUS JIOKyMEHTOB B
opraHuzanysi  paboThl | JOKYMEHTOB B | DKCIIEPTHU3HI TaMO)KEHHBIX
CITyKOBI TaMO>KEHHBIX HEHHOCTH oprasax;
JIOKyMEHTAIIHOHHOT'O opraHax. JIOKyMEHTOB B | OCHOBax apXHBHOI'O
obecnieueHns OCHOBBI apXMBHOT'O | TAMO>KEHHBIX XpaHCeHUsI
TaMO)KEHHBIX OPTaHOB. | XpaHEeHUs oprasax; JIOKyMEHTal11

JIOKyMEHTaIlu1 OCHOBaX apXHWBHOTO | TAMOXKEHHBIX

TaMO>KEHHBIX XpaHeHHs OpraHoB.

OpraHoB. JIOKyMEHTaIlu1 HOPMaTHBHO-

HOPMaTHBHO- TaMOXKEHHBIX METOJUYECKHE

METOJMYECKUE OpraHoB. OCHOBax

OCHOBBI HOpPMAaTHUBHO- OpraHmu3anun pa6OTI)I

OpraHu3aiys METOJUYECKUE CITYXKOBI

paboThl  CiyXOBI | OCHOBax JIOKyMEHTaI[HOHHOT'O

JAOKYMEHTAIUOHHOT OopraHnu3anun 06ecnequl/I${

0 obecrieueHus | paboThl  CHYXOBI | TAMOXKEHHBIX

TaMOXXCHHBIX JAOKYMEHTAlUOHHOT OpraHoB.

OpTaHOB. 0 obecreyeHus

TaMOXEHHBIX
OpraHoB.

Ymers: - | Obyyarommiics He | Cnabo, HE B | HdeMoHCTpUpYET
Ppeanu30BbIBATh 3a/aUM U | yMEeT: - | monHoM Mepe | yMEeHHeE: -
GbyHKIIMH CIyXOBI | pean30BbIBATH yMeeT: - | peanM30BBIBATEL 3a/1a4H
JIOKyMEHTAIIMOHHOT'O 3a/auM U (yHKIMH | peasM30BbIBATH U (QYHKIMH  CITY)KOBI
obecrieyeHus CITY>KOBI 3a7auM U (YHKIMH | JOKyMEHTAIMOHHOTO
TaMOKEHHOT'O OpraHa; JOKYMEHTAIMOHHOTO | CITYXKOBI obecrieueHnst
-aHANIM3UPOBATh  o0IMe | obecrieueHus JOKYMEHTAIMOHHOTO | TaMO)KEHHOT'O OpTaHa;
TpeOOBaHUS K | TAMOKEHHOTO obecrieyeHunst - AHAJIM3UPOBATH
o opMITEHHFO oprasa; TaMOXEHHOTO olume TpeOOBaHHs K
PEKBU3UTOB M BHIOMpATH | - AHAIIM3UPOBATH | OpraHa; oopMITEeHHIO
HE00XOIMBIE 1 | obmye TpeOoBaHuI K | - AQHAJIM3HPOBATh | PEKBUBUTOB u
KOHKPETHOTO JIOKYMEHTa | O(OpPMIICHHIO oOme TpeboBaHMs K | BBIOMpATH
BUI ONaHKA © COCTaB | PEKBH3HWTOB 1 | 0ohOpMITCHHIO HE00XOIMBIE hiniv:
PEKBU3UTOB IOKYMEHTa; | BBIOMpaTh PPEKBU3UTOB U | KOHKPETHOTO
AHAJIN3UPOBATH U | HeoOXOOMMBIE Ui | BBHIOMpATh JIOKyMEHTa BHJI OJTaHKa
COCTaBIIATh KOHKPETHOT'O HeoOXOIMMble  JUISL | M COCTaB PEKBH3HTOB
HOMEHKJIaTypy  [Jell, | JOKyMeHTa BUJ | KOHKPETHOTO JIOKYMEHTa,;
COCTaB JOKYMEHTOB B | OJaHka M COCTaB | JIOKYMEHTa BHJ | - aHAIM3HPOBATh H
OTIENbHBIX Jenax, | PeKBH3HTOB OlaHKa ¥ COCTaB | COCTaBIISThH
BBISIBISITH HApYIICHUS | JIOKYMEHTa; PPEKBU3UTOB HOMEHKIIATYpy eI,
B NpaBWiIax | - aHAJIM3HPOBaTh M | JOKYMEHTa; COCTaB JIOKYMEHTOB B
(bopMupoBaHus U | COCTaBIISITH - QHaNIW3UPOBATh U | OTHENBHBIX  Jeiax,
o opMIIeHHS JeT; HOMEHKJIATypy JAeN, | COCTABISATH BBISIBIISITD
-IIPOBOIUTh COCTaB JIOKyMEHTOB | HOMEHKIATYpY Jel, | HapyLIeHHs B
9KCIIEPTHU3y LEHHOCTH | B OTHEJBHBIX | COCTaB JOKYMEHTOB | MpPaBHJIAX
JOKYMEHTOB, TOTOBHUTH | J€NaX,  BBIABIATH | B OTIENBbHBIX | (OPMUPOBAHHUS "
UX K  apXUBHOMY | HapyIICHUS B | Jenax,  BBIABIATH | 0()OPMIICHUS JIET;
XpaHCHUIO WM | TpaBHIIaxX HapyICHUS B |- MIPOBOJIUTH
YHUUYTOXKESHUIO; (dopMHUpOBaHHS W | TpaBHIIAX 9KCIIEPTU3Y

ohopmIIeHNS JIeT; (¢opMupoBaHus ¥ | EHHOCTH

- IPOBOZTUTH ohopMIIeHHS e, JIOKyM E€HTOB,

IKCIIEPTUIY -TIPOBOJTUTh TOTOBUTh  HX K
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LEHHOCTHU SKCHEPTU3Y APXUBHOMY
JIOKYMEHTOB, LHEHHOCTU XPaHEHHIO 130 05
TOTOBUTH HUX K JIOKYMEHTOB, YHUYTOKEHUIO;
ApXUBHOMY TOTOBUTH HX K
XPaHEHHIO WIIH ApXUBHOMY
YHUYTOXXEHHUIO. XpaHEHHIO 13005
YHUYTO)KECHUIO;
Buaaners: - meroqukoii | O0yuatommiicss He | He B momnoit Mepe | [leMoHCTpHpyeT
MIPOBEIEHUS BCEX | BIAJEET: - | Bageer: - | Xopolee BIaJeHUE: -
CTauii METOUKOI METOUKOI METOAUKON
JIOKyMEHT0000pOoTa NPOBENIEHUs]  BCEX | MPOBENEHHS  BCeX | MPOBEIEHUS BCEX
TaMOXEHHOT'0 OpraHa; | CTagui cTanuit cTanuit
- TEXHOJIOTHEH | TOKyMEHTO00opoTa | IOKYyMEHTO00OpoTa | JOKyMEHTO0OopoTa
(dbopMupoBaHust U | TAMOXXEHHOIO TaMOXKEHHOT' O TaMOKEHHOT' O
obopmiieHHsT el B | OpraHa; OpraHa; oprasa;
TaMOXEHHBIX OpraHax; | - TEXHOJOTHEH | - TeXHoOJIoruen | - TEXHOJIOTHeH
- HaBbIKOM | (opmupoBanusi ¥ | GopmupoBanus U | hopMHpOBaHUS u
COCTaBJICHUS u | opopmiteHust nen B | opopmiieHus: nen B | opopmiieHuss jgen B
o opmiteHns BCEX | TAMOXEHHBIX TaMOYKEHHBIX TaMOKEHHBIX
BUJIOB OpraHax; OpraHax; opraHax;
yIIpaBIE€HYECKUX - HaBBIKOM | - HaBBIKOM | - HAaBBIKOM
JIOKYMEHTOB COCTaBJICHUS U | COCTaBIICHUS U | COCTaBJICHUS u
TaMOXXEHHBIX OpraHoB. | odopmiieHuss Bcex | opopmiieHuss Bcex | opopmiieHHss — Bcex
BHIIOB BUJIOB BUJIOB
yIpaBIeHYECKUX yIpaBIeHYECKUX YIpaBIEHYECKUX
JIOKYMEHTOB JIOKYMEHTOB JIOKYMEHTOB
TaMOXEHHBIX TaMOXXEHHBIX TaMOYKEHHBIX
OpraHoB. OpraHoB. OpraHoB.

TloBpImIe
HHBIH

3HaTh: - TpeboBaHUA K
o(hopMIICHUIO

JOKYMEHTOB B
TaMOXEHHBIX OpraHax;

- HOPSIIOK
BEJIOMCTBEHHOT'O
XpaHeHUsT JOKYMEHTOB
U OpraHu3alliio WX
JeNONPOU3BOACTBA B
TAMOXXEHHBIX OpraHax
(HOMeHKTIaTypa  [ed,
¢dbopMupoBanue  jen,
ohopMIIeHUS [1e1)
Ha3HA4YeHUE U MOPSITOK
TIPOBECHUS
9KCIEPTU3Bl [IEHHOCTH
JOKYMEHTOB B
TaMOXXEHHBIX OpraHax;
- OCHOBBI apXHBHOT'O
XpaHeHUS
JOKYMEHTalluH
TaMOXKEHHBIX OPT'aHOB.
HOPMAaTHBHO-
METOANYECKHE OCHOBBI
opraHuzaysi  paboThHI
CITY>KOBI
JOKYMEHTAIIHOHHOT'O
obecnieueHnst
TaMOXKEHHBIX OPT'aHOB.

JlemoHCTpUpPYET
rIyoOKO€e u

[POYHOE 3HAHHS O:
- TpeOOBaHUSIX K

oopmiteHHIO
JOKYMEHTOB B
TaMOYKCHHBIX
opraHax;

- HOpsIIKe
BEJOMCTBCHHOI'O
XpaHCHHUsI
JOKYMEHTOB U
OpraHM3alfio0  HX
JEITOMPOM3BOICTBA
B TaMOYKCHHBIX
opraHax

(HOMEHKIIaTypa Jed,
(dhopMupoBaHUE e,
odopmIeHHS OeN);

-  Ha3HaYeHUH U
MOPSIZIOK
MPOBEICHUS
9KCTIEPTHU3BI
LIEHHOCTHU
JIOKYMEHTOB B
TaMOKEHHBIX
opraHax;

- OCHOBax
apXUBHOTO
XpaHCHUS
JTIOKYMEHTAIUH
TaMOKEHHBIX
OpraHoB.
HOPMATHBHO-
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MCTOOUYCCKUEC

Ymers: -
peaJIM30BbBIBATE 33a1a9H U
yHKIH CITYKOBI
JIOKYMEHTaIOHHOTO
obecrieueHust
TaMO)KEHHOTO OpraHa.

- aHAMM3MpPOBaTh OOIMe
TpeboBaHMs K
o(hopMIIEHHIO
PEKBI3UTOB W BBIOMpATh
HEOOXOUMBIE iyt
KOHKPETHOTO JIOKyMEHTa
BUI OJAaHKA W COCTaB
PEKBI3HTOB IOKYMEHTA.
- QHANM3UPOBATh U
COCTaBJISATh
HOMEHKIATypy  Jel,
COCTaB JOKYMCHTOB B
OTIEIbHBIX nenax,
BBUIBILITh  HAPYIICHUS
B npaBuiIax
(dbopmupoBanust u
oopmiienus ze;

- [POBOIHTh
9KCIEPTH3y LEHHOCTH
JOKYMEHTOB, T'OTOBUTH
UX K  apXUBHOMY
XPaHEHHUIO WK
YHHYTOXCHHIO.

OCHOBaX
OpraHu3aIu
pabotst CITyXKOBI
JIOKYMEHTAI[HOHHOT
) obecneueHus
TaMOKEHHBIX
OpraHoB.
JemoHncTpupyer
ITOJIHOE OCO3HAHHOE
yYMEHHE! -
PpeaIM30BBIBATH
337a9M W (YHKIHU
CITYKOBI
JIOKyMEHTAIIMOHHOT'O
obecrieueHust
TaMOYKEHHOI'0
oprasa.

- aHAMBUPOBAThH
oOue TpeOOBaHMs K
ohopMIIeHHIO
PPEKBH3HUTOB it
BBIOMpATH
HEOOXOIUMBIE IS
KOHKPETHOT'O
JIOKyMEHTa BUJ
OlaHKka M COCTaB
PPEKBH3UTOB
JIOKyMEHTa.

- aHaJNM3MpOBaTh H
COCTaBJIATh

HOMCHKIIATYpy Jel,
COCTaB JOKYMCHTOB
B OT/C/BHBIX JeNax,
BBISIBIISITD
HapyIICHUS B
npaBUiIax
dbopmupoBanus  u
oopmiteHus sien;

- HOPOBOHTH
IKCHEPTH3Y
LEHHOCTH
JOKYMEHTOB,
TOTOBUTH  HX K
ApPXUBHOMY
XpaHEHHUIO A
YHHUYTOXEHHIO.

Baangers: - MmeTonukon
MIPOBEACHHS BCEX
craaui
JIOKYMEHTO000pOTa
TaMOYXEHHOT'O OpraHa;

- TEXHOJIOTHEN
(bopMHupoBaHHS u
opopmiieHuss nmen B
TaMOXCHHBIX OpraHax;
- HaBBIKOM
COCTABIICHUSI u
oopmeHus BCEX
BUJIOB
YIpaBIeHIECKUX
JIOKYMEHTOB

JeMoHcTpupyeT
YBEpEeHHOE "
MOJIHOE BJIaJICHUE: -
METOJINKOH
MPOBEACHHUSI  BCEX
cTaaui
JOKYMEHTO000pOTa
TaMOXXEHHOT'O
opraHa;

- TEXHOJIOTUeH
(dopMupoBaHU ~ H
oopmiieHust ien B
TaMO>KCHHBIX
opraHax;

- HaBBIKOM




TaMO’KCHHBIX OpPTaHOB.

COCTaBJICHUSI 5§
odopmiieHHS  BCEX
BHUJIOB
YIPaBICHIECKUX
JIOKYMEHTOB
TaMOYKEHHBIX
OpTraHoB.

Onucanue mIKAJbI OLCHUBAHUSA
B pamkax peUTHMHIOBOM CHCTEMBI YCIEBA€MOCTb CTYACHTOB IO KaXXJOM AMCLUILUIMHE
OLICHUBAETCA B XO/1€ TEKYLIETO KOHTPOJISI ¥ TPOMEKYTOUYHOM aTTECTALUH.

Texkymmii KOHTPOJIb
PeliTHHrOBasi OLIEHKA 3HAHMI CTY/EHTA

Ne n/m Bun nestenpHOCTH CTYyIEHTOB Cpoxku KomnuecTso
BBITIOJTHEHUS 0anioB
2 ceMecTp
1. [TpakTrueckoe 3ansTue NeS 5 Henens 15
2. [Tpaktnueckoe 3anstue Nell 11 menens 15
3. [Tpaktrueckoe 3anstue Nelb 15 "Henens 25
HUroro 55
Htoro 3a 2 cemecTp

MakcumanbHO BO3MOXKHBIM 0ayl 32 BECh TEKYIIMK KOHTPOJb YCTAaHABIMBACTCS PaBHBIM 55.
Tekyiee KOHTPOJBHOE MEPONPUATHE CUUTAETCS CHAHHBIM, €CIIM CTYACHT MOJY4YHJ 3a HEro He
MeHee 60% OT yCTaHOBJIEHHOTO Ui 3TOTO KOHTPOJIS MakCUMalbHOTO Oayuia. PelTuHroBbIN Oan,
BBICTABJISIEMbIN CTYAEGHTY 3a TEKyllee KOHTPOJIbHOE MEPOIpHUSITHE, CAAHHOE CTYACHTOM B
YCTaHOBJICHHBIE T'Pa(PUKOM KOHTPOJIBHBIX MEPONPUSTUI CpPOKH, OINpEAesseTcs] CIeAYIOUUM

00pazom:
YpoBeHb  BBINOJHECHUS KOHTPOJIBHOT'O PeliTunroBeiii  6amn B % or
3a/laHus MaKCHMaJIbHOTO Oajijla 3a KOHTPOJBHOE 33aJJaHHE)
OTnuyHBIH 100
Xopommuii 80
Y T0BIETBOPUTEILHBIN 60
HeynonerBopuTenbHbII 0

IIpomeskyTOYHAA aTTEeCTALMSA

[IpomexyrouHas aTrrectanus B popmMe 3ayera.

[Ipouenypa 3auera Kak OTAEIbHOE KOHTPOJIBHOE MEPOINPHUIATHE HE MPOBOJUTCS, OLIEHUBAHHE
3HaHUH 00yyaroIIerocs NPOUCXOIUT MO Pe3ysbTaTaM TEKYLIEro KOHTPOJIS.
3a4eT BBICTABISIETCA IO pe3yibTaTaM paboThl B CEMECTpe, MPU cllaye BCEX KOHTPOJBHBIX
TOYEK, IMPENYCMOTPEHHBIX TEKYIIMM KOHTPOJEM YycleBaeMocTH. Ecium mo uroram cemecTpa
oOyyaromuiicss umeer ot 33 1o 60 6amuioB, eMy CTaBUTCS OTMETKa «3adyTeHo». OOydaroliemycs,
UMEIOIIEMyY IO UTOTaM ceMecTpa MeHee 33 06aioB, CTaBUTCS OTMETKA «HE 3aUTEHO.

Konuuecmeo b6annoe 3a 3auem (Ssay) npu pasiuyHwix peumuH2o6blx 6annax

no OMCL;MI’UZMHQ no pesyiomamam pa607’l’lbl 6 cemecmpe

PeliTHHTOBBIN 02/1J1 O AUCHMILIIHHE
110 pe3yabraTam pa6orsl B cemecTpe (Reex)

KosmmuecTBo 6217108 32 3a4eT (Siau)

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

Reen< 33 0
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8.3 TunoBbie KOHTPOJILHBIE 3aJaHUSI WIN HHbIE MATepHaJIbl, He00X0AUMbIe /15l OLEHKHU
3HAHUI, YMEHHUI1, HABLIKOB M (MJIH) ONBITA AeATEJbHOCTH, XaPAKTePHU3YIOIIMX dTANbI
(popMupoBaHMs KOMIIETEHIUH

TunoBble KOHTPOJIbHBIE 3aJIJaHUSI WJIM MHbIE MaTepUalIbl, HEOOXOIMMBIE Ui OLIEHKU 3HAHU,
YMEHUH, HaBBIKOB W (WJIM) OIBITA JESATEIBHOCTH, XapaKTePU3YIOMIUX O3Tambl (OpPMHPOBAHUS
KOMIIETEHIIUH U3JI05KE€HbI B POH/E OLIEHOYHBIX CPEIACTB JUCLUIIINHBI.

8.4 Meroanueckue MaTepuasibl, ONpeaesoNie NPoueaypbl OLEHUBAHUS 3HAHUI, YMEHUI,
HABBIKOB M (WJM) ONbITA [1eATEJbHOCTH, XapPaKTepU3yUMX 3Tanbl (opMUPOBaHUS
KOMIIeTeHIM i
Texkymass arrecTalusi CTYAE€HTOB TIPOBOJUTCSA TMPENOJAaBaTeNeM, BEAYIIHM MPAKTUUECKHUE
3aHATUSL 10 JUCUUIUIMHE, B CIEAYIOMUX (opMax: TPaJWIMOHHBIA CEeMHHAp, KPYIJIBIA CTOI,
BBITIOJTHEHUE TMPAKTHUYECKUX 3anaHuii. K mpakTHdyeckoMy 3aHSATHIO U KPYTJIOMYy CTOIY CTYJEHT
JIOJDKEH TIOJITOTOBUTH OTBETHI HA BOMPOCHI, MEYATHBIA BAapHUAHT KOHCIIEKTA. 3alluTa KOHCIIEKTa
MpoxXoauT B (opme AOKiIana CTyACHTa 110 BBINOJHEHHON paboTe W OTBETOB HA BOIPOCHI
npenogaBaTensi. MakCHUMallbHOE KOJIMYECTBO OasIoB CTYJASHT TMIOJy4YaeT, €CIHM OH aKTHBHO
y4acTBYeT B paboTe, BJIAJICET MaTepUaIoM, YMEET JIOTHYHO M YETKO W3JIaraTh MBICITH, TBOPUYECKH
MOJXOJUT K PEIICHUI0 OCHOBHBIX BOTIPOCOB TEMBI, MOKa3BA€T CAMOCTOSTEIHLHOCTh MBIIIJICHUS,
ohopMIIeHHE KOHCIEKTa COOTBETCTBYET YCTAHOBJIEHHBIM TPEOOBAHHSAM, a KOHCIIEKT IMOJIHOCTBHIO
pacKpbIBaeT CyTh BOIIPOCa.

OcHOBaHMEM [1J151 CHUKEHUEM OLICHKH SIBJISFOTCS:

- caboe 3HaHue TeMbl 1 OCHOBHON TEPMUHOJIOTHUH;

- IACCUBHOCTH Y4acCTHs B IPYNIOBON padoTe;

- OTCYTCTBHE YMEHHMS INMPUMEHHUTHh TEOPETUYECKHE 3HAHMS JUISl PELICHHsS NPaKTUYECKUX
3a1ay;

- HECBOEBPEMEHHOCTh MPEOCTABIECHHS BBIIOJIHEHHBIX padoT.

Kputepun oneHuBaHusi pe3yiabTaTOB CaMOCTOSITENIbHON pabOThl (KOHCIEKT) MpPUBEICHBI B
@DoHJIe OLIEHOYHBIX CPEACTB MO JUCHUILUIMHE «OCHOBBI JOKYMEHTOOOOpPOTa B TaMO>KEHHBIX
OpraHax».

IIpoMe:XyTOYHBII KOHTPOJIb B (popMe 3aueTa.

3aueT Kak OTAEJIIbHOE KOHTPOJIBHOE MEpPONpPUITHE HE NpoBOAUTCA. BricTaBisercs
HAKOIUTEJBHO 32 padOTy B TEUCHUH CEMECTPA.

OueHka «3ayT€HO» BBICTABISAETCA CTYIAEHTY, €CIM CTYNEHT MOCellal JIEKIHOHHbIE H
MIPAKTUYECKUE 3aHSTHSI, IPOLIEN cOOeceJOBaHU S, MPEABIBII KOHCIEKT IO BCEM TeMaM IPOTrpaMMbI
JUCHUIUTMHBI, BBIMOJIHUI BCe (POPMBI caMOCTOATENbHON paboThl. Ha cobecenoBaHuu OTBETUN Ha
BCE IOCTABJICHHBIEC IPENOAABATEIIEM BOIPOCHI C OLEHKOM OTBETa Ha «YIOBJIETBOPUTEIBHO» U
BBILIE.

OrneHka «He 3a4TE€HO0Y» BBICTABIIACTCS CTYACHTY, €l OH mpomycTtui 6onee 40% 3aHATUi MO
JTUCHUIUIMHE, HE MpoIIeNl coOeceloBaHHWE MO KOHTPOJIbHOW paboTe, He BBIMOIHUI BCE (OPMBI
camocTosiTeNbHbIe paboThl. Ha coOecenmoBaHnn He OTBETWJI Ha TMOCTaBJICHHBIE MpernojaBaTelieM
BOMPOCHI U3 CIIMCKA BOMIPOCOB ISl POBEPKH YPOBHS 0OYUEHHOCTH.

9. Meroau4eckue yKkazaHus AJ1s1 00y4arOIUXCH MO0 OCBOCHUIO TUCHHUIINHBI

Ha nepBom »Tame HeoOXOAMMO O3HAKOMHUTbCA ¢ pabouel MporpaMMmoil AMCIUIUIMHBI, B
KOTOpPO# pacCMOTPEHO COJAEP)KAHME TEM IPAKTHUUECKUX 3aHATHI, TEMbI U BUJbI CAMOCTOSITEILHON
pabotsl. Ilo kaxxgoMy BHIY CaMOCTOSITENILHOW pabOThl MPEAyCMOTPEHBI OIpenaenéHHble (HOpMBbI
oTueTHOCTU. OHHM U30keHbl B DOHAE OLIEHOYHBIX CPEACTB U B METOAMUYECKUX PEKOMEHIALUAX
JUIL CTYIEHTOB IO OpraHU3alliM  CaMOCTOATENbHOH  paboTbl  mo aucuumiuHe «OCHOBBI
JOKYMEHTOO0OpOTa B TaMOXEHHBIX oOpraHax». Jlis yCHEMIHOTO OCBOGHHS JUCLMIUIMHBL,
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HEOOXOMMO  BBINIOJHUTH  CJICAYIOIIME  BUIBl  CAMOCTOSITENILHOW  pabOTHI,  HCIOJB3YS
pEKOMEHIyeMble UCTOYHUKH WH(HOPMAITUH.
Ne PexomeHryembie HCTOYHUKH HH(pOpMAIHU
n/m | Bun camocTosiTennsHON paboThI (Ne ncrouHmka)
OcHoBnas | Jononnu- | Metoau- WuTepuer
TeJIbHAas yeckast -pecypchl
1 | CamocTrosiTeIbHOE 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-MeToqn4eckoe U HHGopManmoHHoe odecrnevyeHne THCHUIIHHBI
10.1. TlepeyeHb OCHOBHOi M JONOJIHUTEJIbHON JHUTepaTypbl, He0OXOAMMOM s
OCBOEHMS THCIUIIHHBI
10.1.1. ITepeyeHb OCHOBHOI JINTEPATYpPbI:
1. Dnosa, I B. OcHOBBI 1OKYyMEHTOOOOpPOTa B TaMOXXEHHBIX opraHax: y4ye0. mocobue / I'.B.
Onoga. - CII6. : UaTepmenus, 2014 -206 c. - Ipun.: ¢. 174-205. - bubaworp.: ¢.171-173. -
ISBN 978-5-4383-0065-6.

10.1.2. IlepeyeHb JONOJHUTEILHOM JTUTEPATYPbI:

1. NmeiinoB B.4. 3amura koHuaeHnmanbHoi wHbopMaruu: y4ued. mocodue ans By3oB / B.SA
Nmeiinos, M.B. Menatynsa. — Mocksa.: ®opym,2013. -254 c.: mi.; 22 — (Beicmiee oOpa3zoBanue) .
— I'pud: Pex YMO. —ISBN 978-5-91134-336

2. KondunennuaabHoe IEIOMPOU3BOJCTBO M 3aIUINCHHBIA AJICKTPOHHBIA JOKYMEHTOOOOPOT
[OnexTponnbiii pecype] : yueonuk / H. H. Kynses, A. C. Ié¢mymkun, A. I'. ®abpuunos, T. B.
Konpgpamena ; nog pen. H. H. KynsieB. —2nektpoH. TekcToBble nanHeie. — M. : Jloroc, 2013 —
452 c. — 978-5-98704-711-8 — Pexxum pocryma: http://www.iprbookshop.ru/9083.html

10.2. TIlepeyeHb YueOHO-METOAUYECKOT0 OO0eCIeYeHUsI CaAMOCTOSATEJIbHOH PadoThI
o0yyaromuxcs 1Mo JMCHHIJIMHE
1. Meroauueckrue peKkOMEHAANN JJIsl CTYJICHTOB [0 OPraHU3all CaMOCTOSITEIbHONH paboThl IO
mucriurnHe «OCHOBBI IOKYMEHTOO00OpOTa B TAMOKEHHBIX opraHax», Jmosa ['.B., 2019.
2. Meroauueckre yka3aHus [0 BBHIOJHEHUIO MPAKTUYECKUX PabOT AJISl CTYIEHTOB MO JAUCHUIUIMHE
«OCHOBBI IOKYMEHTOO0OPOTa B TAMOXKEHHBIX opranax», Jmosa I'.B., 2019.
3. @OoHJ OLEHOYHBIX CPEACTB MO AUCHHUIUIMHE «OCHOBBI JOKYMEHTOOOOpPOTa B TaMOYKEHHBIX
oprasax»

10.3. Ilepeyenr  pecypcosn HH(OPMALMOHHO-TEJEKOMMYHUKAMOHHOM
«HTEpHET», HEOOXOAMMBIX JIJISi OCBOECHHS THCIMILIAHbI
Humepuem-pecypceol:

1. http://www.consultant.ru/online/ - CripaBo4HO-TIpaBoBasi cucrema

2. http://elibrary.ru/defaultx.asp - HayuHas 3nekTpoHHas OUOIMOTEKA

3. http://akvest.donrtaru/ - «Akagemuyeckuii  BECTHUK  POCTOBCKOTO
TaMOYKCHHOI aKaJJeMUI» - HAYYHO-TIPAKTUUECKU T KYypHAIL.
dnexkmponnvie GudIUOMEUHBIE CUCIEMBL:

4. http://biblioclub.ru/ - Yuusepcurerckas 6ubnrnoreka ONLINE.

5. http://www.iprbookshop.ru — Dnekrponnas 6ubnmmoreunas cucrema «IPRbooks»
Ilpogpeccuonanvnuvie 6azvt Oannvlx

6. http://www.gdm.ru. - opunmanbHbIi caliT [ MIbIUN YIPABISIONUX JOKYMCHTAIIUCH

CeTn

¢unuana  Poccuiickoii
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11. Ilepeyenb MHGPOPMALMOHHBIX TEXHOJIOTHIl, MCIOJIB3YyeMbIX NPH OCYLIECTBJICHUH
o0pa3oBaTeIbHOI0 IpoLecca MO JAMCHMILVIMHE, BKJIKYasg IepedYeHb IPOrPaMMHOIO
olecrieyeHNs] 1 MHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM

HNHpopmManoHHbIEC TEXHOJIOTHH:
Hcnonp3oBaHue crienuaibHBIX WHPOPMAIMOHHBIX TEXHOJIOTUH Ui OpraHU3aluyd y9eOHOTO
rpoiiecca He Tpedyercs.

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

Hepeqeﬂb NMporpaMMHoOro oﬁecneqeﬂml /| I/[H(l)OpMaIII/IOHHI)IX CIIPaABOYHBIX CUCTEM
- Microsoft Windows 7
- Microsoft Office
- OPTIMA-WorkFlow

12. Onucanue MaTepHMaJIbHO-TEXHHMYECKOH 0a3bl, HEOOXOAUMON I OCYLIECTBJICHHUS
0o0pa3oBaTe/IbHOIO NMpolecca Mo AUCHUIINHE

MynbTUMeUiHAs ayAuTOpUsl A TPOBENCHHS JIEKIIMOHHBIX 3aHATUH, OOOpyaoBaHHAas
yueOHOM MebOenblo, JOCKOW MarHuTHO-MapkepHou 1-smementHoit 120%240, wmynbTuMenua-
npoexkTopoM EpPSON, yueGHO-HATTISATHEIMU TIOCOOUSIMH.

Aymuatopus JUIsi TIPOBENIEHUS TMPAKTHYECKUX 3aHSATUH, TPYNIOBBIX W WHAWBUIYaTbHBIX
KOHCYJIBTAIIMH, TEKYIIEro KOHTPOJS W TMPOMEKYTOYHOM aTTeCTalluu, 0OOpyJOoBaHHAs Y4eOHOU
MeO0enbIo, TOCKOM KII. 3-X CTBOPYATOM, KOMITBIOTEPAMH B cOOpe - 8 MT. AyIUTOPHS MMOJKITIOUEHA K
cetu «MIHTEpHETY.

Aymuatopus Uil CaMOCTOSITEILHOM paboThl, 000py/I0BaHHAST y4eOHOW MeOeNbIo, JOCKOM KJI.
3-X CTBOpUYATOM, KOMIBIOTEpaMHU B cOope - 18 miT., Aynuropust moakiroueHa k cetn «MHTepHET,
MMEeTCs IOCTYI B AJIEKTPOHHYIO 00pa30BaTeNIbHYIO Cpely YHUBEPCUTETA.
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