[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

ON0: LAMPEFICPEPETBGEAY KU U BBICILIET'O OBPA30OB!
Homxsocrs: LlupgkTop Mg%%%%%&ﬁé%@ﬂ%%%ﬂ@ﬁi%e 00pas

(enepanbHOro yHuBe
[lata nogmucanms: B B%Q??ﬁ%gCEBEPO -KABKA3CKUI QEAE

Vimkansibii ThbAERAREEHME nECTHTYT (rinan) «Ceepo-Kaskasce
d74ce93cd40e39275c3ba2f58486412a1c8ef96f

AHI I POCCUIICKOM ®EJIEPALIMU
DBATEIILHOC YUPECIKACHUE BBICIIETO
PAJIBHBI VHUBEPCUTET»

KOT0 (heiepaIbHOTO YHUBEPCUTETA)

MoanucaH: Le63yxoBa TaTbsHa AnekcaHapoBHa
[Oara: 2021-08-31 12:04:38

PABOYAS [TPOTPAMMA 1N

YTBEPX/IAIO
[Ipencenarens YC uHcTUTYyTA

CHUITJIMHBI

OCHOBBI IOKyMEHTOO0OPOTA B TAMOXXCHHBIX OpraHax
(BJIEKTPOHHBIN JOKYMEHT)

CnenumansHocTh 38.05.02. TaMokeHHOE €710
Cnemmanusanust TaMoKeHHbIH KOHTPOJIb
KBanudukanus BeimyckHuka CnenmuaanucT TAMOKEHHOT 0

JeJa

®dopma 00ydeHHUsT OUHAA
I'onx Hauama oOy4yenus 2021
Nzyuaetcs B 3 cemecTpe

[Taturopck, 2021 r.



1. llesqb ¥ 3a1a4M OCBOEHUSA M CIUNJINHBI

JlucuuruivHa npeiHa3HaveHa Julst MOATOTOBKH CIICIHATMCTOB C BBHICIIUM IPO(EeCcCHOHATBHBIM
oOpazoBanueM 1o crenuagbHoCcTH «TamoxenHnoe aeno». Llenpio mpenogaBaHUs TUCIMILIHHBI
SBIISICTCS 3HAKOMCTBO OOYyYalOIUMXCsS C CHCTEMOW 3HAHWH, a TakkKe METOJOB U CPEJCTB,
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
JOKYMEHTOB.

2. Mecto aucuumiimHbl B ctpykrype OOIT
JlucuuiuinHa OTHOCUTCS K 0a30BOM 4YacTH y4deOHOro ImiaHa. Ee m3ydeHue mpoXOoJIuT BO 3
ceMecTpe.

3.CBsi3b ¢ npeamecTBYIOINIUMH TUCITANINHAMH
JuctunnuHa cBs3aHa ¢ auciuminHaMu: [{udpoBas rpaMoTHOCTE M 00pabOTKa JaHHBIX,
[IpakTuka npodeccnoHaIbHON KOMMYHHUKAIIMM HAa PYCCKOM si3bIke, JleoBbIe KOMMYHHKAIIUU B
TaMOKEHHBIX OpraHax

4. CBs3b € MOCJAEAYIOIMMHA TUCHUIIIMHAMM

JuctunnuHa naetT 0a30BYIH0 OCHOBY 3HAaHWW WM TPAKTUYECKUX HABBIKOB JJISI HM3Yy4EHUS
muciuiinH: MHopMamoHHbIe TaMOXKEHHBIE TEXHOJIOTHH, TEXHOJIOTuU 3aniuThl HHOOPMAIUU B
TaMOYKEHHBIX OpraHax.

5. IlepeyeHp IUIAHHMPYEMBbIX pe3yJabTaTOB OOy4YeHHsl, HO JMCUHUILUIAHE (MOIYJIIO),
COOTHECEHHBIX € IUVIAHNPYEMBIMH Pe3Y/JIbTATAMM 0CBOEHHUSI 00pPa30BaTe/bLHOMH MPOrpaMMbl

5.1. HaumMeHoBanue KOMMIeTeH NI

Nunekc DopmyIUpOBKa:
OIIK-2 Crioco0eH ocymecTBiIsATh cOop, 00pabOTKy, aHAIMU3 NAHHBIX IS
peuieHusT Npo(ecCHOHANbHBIX 3ajad, WH(OPMHUPOBAHHUS OPraHOB
rocyJapCTBEHHOM BJIACTH U OOIECTBA HA OCHOBE HH(POPMALIMOHHOM
U o6ubnuorpaduueckoi KYJIBTYpBI c IPUMEHEHUEM
UH(POPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTMH M C Y4eToM
OCHOBHBIX TpeOOBaHUl HH(OpPMAIIMOHHON 0€30MaCHOCTH.

OIlK-2,1-1 Hcnonb3yer ocHOBHBIE 0a3bl 3HAHMH (CHPAaBOYHO-OMOIMOTEUHBIE,
CIPaBOYHO-IIPABOBBIE) IS peLeHHs CTaHJApTHBIX
npoecCHOHAIBHBIX 3aJ1ay.

OIIK-2, 1 -4 [Ipumensier coBpeMeHHble HH(OPMAIIMOHHBIE TEXHOJOTUU JUIS

pelIeHus CTaHAapTHBIX 3a/1a4 MPOo(ecCHOHANBHON AEATEIbHOCTH U
UH(GOPMHUPOBAHHUS OPTaHOB TOCYJAPCTBEHHOM BJIaCTH U OOIIECTBA.




5.2 3naHusi, yMeHHMsl, HABbIKM U (MJIH) ONBIT JeSITEJbHOCTH, XapaKTepPHU3YIIUe 3Tambl
¢dopmMupoBaHUs KOMIIETEHUM I

[Inanupyemsbie pe3yabTaThl 00yUYeHHUs 0 TUCHHUILTHHE (MOAYIIO), dopmupyemble
XapaKTepHU3YIOIIKe 3Tanbl POPMUPOBAHUS KOMITETECHIIHIHA KOMIIETEHIIUU

3HaTh:

- OCHOBHBIC HOpMaTI/IBHI)IC U METOAUYECKHC I[OKyMeHTBI 10 BOHpOC&M
MOJATrOTOBKK U O(OpMIIEHHs PAa3IMYHOTO POJA JOKYMEHTOB (yNpaBIEHYECKUX,
TaMOXXEHHBIX U JIp.) U OpTaHU3alLIMHU JAEIOIPON3BOICTBA B TAMOXXEHHOM OPTaHe;
- KIaccu(HKaIMIO 3amuinaeMol HH(GpOpMAaIuy, MPUHIUIIBI U CPEACTBA 3alUTEHI,
a TaKKE PSKUMBI 3alluIaeMol MH(OpMAIIUU, UCIOIb3YEeMOH B TaMOYKEHHBIX

OpraHax;
- OCOOCHHOCTH OpTraHM3allMM M CTaJUH JOKYMEHTOOOOpOTa B TaMOXXEHHBIX OIK-2. 1 - 1
opraHax. ’

- TpaBWia TOATOTOBKM M O(OpPMICHHS BCEX BHJIOB OPraHU3alMOHHO-

pactopsIANTENbHBIX JOKYMEHTOB B TAMOKEHHBIX OpPraHaXx.

- BO3MOXXHOCTH HOBBIX WH(OPMAIMOHHBIX TEXHOJOTHH, HCIOIb3YEMBIX JUIS

MOJITOTOBKH, O(QOpMIICHUS, Tepeiadn, MMONCKa U XPaHEHUs JIOKYMEHTHPYEeMOit

nHpopmaruy;

- BUIBl YNPaBJIEHYECKHX NOKYMEHTOB, WX POMM M (YHKIMM HA PasHBIX ATarax

YIIPaBIEHYECKOT0 TIPOIIECca;

3HaTh:

- TpeOoBaHMs K 0()OPMIIEHUIO JOKYMEHTOB B TAMOKEHHBIX OpTaHax; OIlK-2, U -4

- TOPSIOK BEIOMCTBEHHOTO XPAHEHUs JOKYMEHTOB M OpPTaHW3allui0 HX
JETIONPON3BOACTBA B TaMOXKEHHBIX ~ opraHax  (HOMEHKJIaTtypa  Jed,
dhopmupoBanue 1ei, o OpMICHHS J1EN)

- Ha3HAYCHHWE W TOPSJIOK MPOBEJCHUS SKCIEPTH3bI IIEHHOCTH JOKYMEHTOB B
TaMOXXCHHBIX OpTaHax.

- OCHOBBI apXHWBHOT'O XPaHEHHS JJOKYMEHTAIIUN TAMOXXEHHBIX OPTaHOB.

- HOPMATHBHO-METOJMYECKUE OCHOBBI ~ OpraHu3anusi paboOThl  CITYXKOBI
JOKYMEHTAIIMOHHOT'0 00eCIIeUeH s TAMOXKCHHBIX OPTaHOB.

Ymern:

- TPUMEHSATh Ha TMPAKTHKE OCHOBHbIE HOPMATHUBHBIE W METOJMYECKHE
JOKYMEHTBI 110 BOIPOCaM IOArOTOBKH M OGOPMIICHHS Pa3IMYHOrO poja
JOKYMEHTOB U OPTaHM3allUH JeTIONPOU3BO/ICTBA B TAMOXKCHHOM OpraHe;

- NPHUMEHATh Ha TPAaKTHKE HOPMATHBHBIE M METOJMYECCKHE OKYMEHTHI,
pErIaMeHTUPYIOIIHE OpraHU3alUI0 PaboThl C JOKYMEHTAMH, COJACpIKAIHMMH
CBEJICHHSI OTPAaHMYEHHOTO PACIIPOCTPAHCHUS, OIlK-2, -1
- QHAIM3HPOBATh COCTOSIHUE JOKYMEHTOO0OpPOTa B ILIEJIOM M COAEPXKAaHHE €ro
OTJEIBbHBIX CTaJIHI;

- KIIACCU(UIMPOBATh TOKYMEHTALMIO TAMOYKCHHBIX OPTaHOB.

-UCIMONB30BaTh ~ COBPEMEHHBIC  CPEICTBA  CBSI3M, OPraHU3aLHOHHOW |
BBIYHCIMTEIbHON TEXHUKH IIPU paboTe ¢ JOKYMEHTaMH, B TOM YHCJIe BBIOUPATD
HE00X0IMMOE MPOrpaMMHOE 00eCIIeueH e I HHPOPMAIIMOHHbBIC TEXHOJIOTHH.

Ymersb: OIlK-2, -4
- peaJM30BBIBATh 337a4d M (YHKIMH CITYXOBI JOKYMEHTAIMOHHOTO OOeCTIeUeHHs
TaMOXXEHHOT'0 OpraHa.

- aHAIM3WPOBaTh OOIME TpeOOBaHWS K O(OPMIICHHIO PEKBU3WTOB W BBIOMPATH
HEoOXOIMMbIe JUT KOHKPETHOrO JIOKYMEHTa BWJIl ONTaHKa M COCTAaB PEKBH3HTOB
JIOKyMEHTA.

- AQHAIM3UPOBATh M COCTABISATb HOMEHKIATYPY [eJl, COCTaB JOKYMEHTOB B
OTAENBHBIX JeflaX, BBUIBJISATH HapyLIeHHWs B MpaBujax (OpMHUpPOBAaHUS U
oopmieHus ner;

- NPOBOAUTH JKCIEPTU3Y LIEHHOCTH IOKYMEHTOB, TOTOBHTH MX K apXHUBHOMY
XPaHEHUIO MM YHUUYTOKEHHUIO.
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Baanerb:

-HaBBIKOM PEIICHHUS CTaHJAPTHBIX 3aad NPo(EeCCHOHATBHON JCATEIbHOCTH
MyTeM OpPTaHU3alUu PaOOTHI C JIOKYMEHTAMHU B TAMOXKCHHBIX OpraHax; OIK-2. U - 1
-HaBBIKOM 3aIIUTHI CIYXEOHON WH(pOPMAIIVH, COACPIKAIICHCS B IOKYMEHTAaX. ’
-HaBBIKOM HWCIIOJb30BaHMS JOKYMEHTAJIBHBIX HH(DOPMAIMOHHO-TIOUCKOBBIX
CHUCTEM.

Baagers:
-METOAMKON TPOBEACHUS BCEX CTaJAMi JOKYMEHTOOOOpOTa  TaMOXKEHHOI'O OIIK-2, -4
OpraHa;

-TeXHOJIOTHed POpMUPOBaHHS U OOPMIICHUS 1]l B TAMOXKCHHBIX OpraHax;
-HAaBBIKOM COCTAaBJICHUA U O(i)OpMJICHI/ISI BCEX BHUJI0OB  YHPAaBJICHUYCCKUX
JOKYMCHTOB TaMOXCHHBIX OPTraHOB.

6.00beM y4eOHOI TUCIHITHHBI

O0bem 3ausgtuii: Mtoro 81 u. 3 3.¢.
B tom uncie aymutopubix 40,5 4.
W3 maux: Jlexmuiti 13,5 4.
[MpakTndeckux 3aHsaTuid 27 4.
CamocrositensHO# padoTs! 40,5 |.
3auét 3 cemecTp

7. Conep:kaHue TMCUUILIMHBI, CTPYKTYPHPOBAHHOE 110 TeMaM (pa3jejiaM) ¢ YKa3aHHeM
OTBe/ICHHOT0 HA HUX KOJMYeCcTBA aKa/JleMH4YeCKUX YacOB U BU/I0B 3aHATHI

7.1 TemMaTu4ecKHil MJIAH JUCIUIIINHBI
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Paznea 1. IIpaBniia JOKYMEHTHPOBAHHS B TAMOKEHHBIX OpPraHax
1 | Ponp, 3HadeHWe U CoJEpKaHUE OIIK-2: 15 3 - -
JIeTIOTIPOM3BOICTBA B TaMoKeHHbIX | W —1, U -4
opraHax.
2 | loKyMeHTBI u CHUCTEMEI OIIK-2: 15 3 - -
JOKYMEHTalluM B  TaMokeHHbIXx | WU —1,U -4
opraHax.
3 | TpeboBanus  k  0¢pOpPMIICHUIO OIIK-2: 3 6
JOKYMEHTOB B tamMoxeHHblx | WU -1, 1 -4
opraHax.
Pasnea 2. Ilopsiiok 10KyMEHT0000POTA B TAMOKEHHBIX OPraHax
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4 | JlokyMeHTOOOOpOT B TaMOXEHHBIX OIlIK-2: 1,5 3
OopraHax. n-1,1-4
5 | [opsimox BEJIOMCTBEHHOI'O OIIK-2: 15 3 40,5
XpaHEHHUs JOKYMEHTOB n| N-1,1-4
OpraHu3aius uX JIeONPOU3BO/ICTBA
B TAMO)KCHHBIX OpraHax.
Pa3nen 3. Oprannsanms apXuBHOTO XpaHEeHHUS M Pa0O0ThI CJIYK0 JOKYMEHTAIlHOHHOT O
o0ecrnevyeHnsl B TAMOKEHHBIX OpraHax
6 | Opranuzanus paboThI OIIK-2: 3 6 - -
BE€JOMCTBEHHOI'O apxuBa u n-1,1-4
SKCTIepTH3a IEHHOCTH JOKYMEHTOB
B TAMO)XCHHBIX OpraHax.
7 | Opranuzauust  pabOThl  CIYXKObI OIIK-2: 1,5 3
JOKyMeHTarmoHHoro ob6ecneuenus | U -1, U -4
TaMOYKEHHBIX OPTaHOB.
HTtoro 3a 3 cemecTp 13,5 27 - - 40,5
HUroro 13,5 27 - - 40,5
7.2 HamMeHOBaHME U COAEPRAHUE JIEKIUH
Ne NuTepakTHBHAA
Ten HaumeHoBaHUMe TeM QUCHHUILUIMHBI, KX KPaTKOe Oo0bem dopma
coJep:KaHue 4yacos
bl NpOBe/IeHUsl
3 cemecTp
Pasznea 1. IlpaBuiia 1OKyMEeHTHPOBAHMSI B TAMOKEHHBIX OPraHax
1 PoJib, 3HAUeHHEe M COJepPKAHHE eJONPOU3BOACTBA B 1,5
TAMOKEHHbIX OPraHax.
Jlenonpou3BoACTBO  Kak  o0ecrieuuBaromias — (QyHKIUS
yIpaBJIeHUs B TAMOKEHHBIX OpraHax.
HopmaruBHo-MeTomueckas  0a3a  JIeNONPOU3BOACTBA B
TaMOKEHHOM CHCTEME.
2 JIOKYMEHTBI H CHCTeMbI IOKYMEHTAIIMU B 15
TAMOKEHHBIX OpPraHax.
JIoKyMeHT, ero poib 1 (HyHKIIUH.
Knaccuduxarwst JokyMeHTOB.
JIokyMeHTalust TAMO>KEHHBIX OPraHOB.
CrniocoObl ¥ TEXHUKA CO3/IaHUsI JOKYMEHTOB.
IIpouecc yHupuKkanuu 1ea0npou3BOCTBA.
3 TpeOoBannss K  0QOpPpMIICHHIO JAOKYMEHTOB B 1,5 Jlexuus-
TAMO’KEeHHbIX OpraHax. BU3YaJIH3aLHs

OO6mue TpeboBaHMs K 0O(OPMIICHHIO PEKBU3UTOB IOKYMEHTA.
brnaHKy TOKYMEHTOB TaMOYKEHHBIX OPTaHOB.
TpeOoBaHMs K TEKCTaM CITy)KEOHBIX IOKYMEHTOB.




[MpaBuna moaroToBKH W OQOPMIICHUS] OTICIBHBIX BHJIOB 15
OpPraHU3aIllMOHHO-PACHIOPAIUTEIbHBIX  JOKYMEHTOB B

TaMOYKEHHBIX OpraHax.

JIOKyMeHTBl HMH()OPMAIIMOHHO-CIPABOYHOW TPYNIbI U
IpaBuIIa ux odopmieHus B TaMOXEHHOM
JIEJIOIIPOU3BOJICTBE.

Paznen 2. Ilopsinok 10KyMeHTO000pPOTA B TAMOKEHHBIX OPraHax
JI0KyMeHT0000pOT B TAMOKEHHbIX OpPraHax. 15 JIEKIUA C
[lonatue u  0COOEHHOCTH  JOKYMEHTOOOOpOTa B pazbopom
TaMOXEHHBIX OpraHax. KOHKPETHBIX
Conepxanue cTaiuii JOKyMEHTOO0OpOTa B TAMOKEHHBIX CUTYalHil
oprasax.

Perucrtpanus JOKYMEHTOB u MOCTPOEHUE
MH(POPMAITMOHHO-TIOMCKOBBIX CUCTEM B

JIETIOTIPOU3BOICTBE TAMOKEHHBIX OPTaHOB.
[Toncuer o6bemMa JOKYyMEHTOOOOpOTA.

PaGota ucnonuutenei ¢ fI0KyMeHTaMu.

KOHTpOJ'IB HUCIIOJIHCHUA JOKYMCHTOB B TaMOXXCHHBIX
opraHax.

ITopsiiok BeIOMCTBEHHOI0 XpPaHEHHUsI NOKYMEHTOB M 15

OpraHu3anusl WX JeJIONPOU3BOJACTBA B TAMOKEHHBIX
opraHax.

HomeHknaTypa nen: Ha3HaueHHeE, CTPYKTypa, MOPSIOK
hopmupoBaHus.

dopmupOBaHUE JIENT B TAMOKEHHBIX OpraHax.

[IpaBuna opopmiteHHE e B TAMOKEHHBIX OpraHax.
OnepatuBHOE XpaHEHHE JOKYMEHTOB M Jel B
TaMOXXCHHBIX OpraHax.

Pa3znen 3. Oprann3zanusi apXuBHOTO XpPaHEHHUsI U PA0OTHI CJIY:K0 JOKYMEHTAIIMOHHOT 0
olecrieyeHNs] B TAMOKEHHBIX OpraHax

Opranm3anuss pabOThl  BEJAOMCTBEHHOTO apXWiBa | 15 MYJIbTHMEARAIICK
JKCIIEpTH3a IICHHOCTH JOKYMEHTOB B TaMOXXCHHBIX U
opraHax.

Ha3nauenne © KpUTEpHHM OKCIEPTHU3BI  IIEHHOCTEH

JTOKYMEHTOB.

HpOBeI[eHI/Ie OKCHIEpTH3a LEHHOCTHU JNOKYMCHTOB B
TaMOXXCHHBIX OpraHax.

ITopsiiox MOATOTOBKM U MepeAauu JOKYMEHTOB B apXUBbI 1,5
TaMOXEHHBIX OPTaHOB.

ObecnieueHre COXpaHHOCTU JOKYMEHTOB apXHBa.
Opranmzanyusgs ¥ yd4eT  JJOKYMEHTOB B  apXHBE
TaMOKEHHOT'O OpraHa.

HayuHo-cripaBouHBIi anmapar K JOKyMEHTaM apXuBa.
Hcnonb3oBaHuEe JTOKYMEHTOB apXWBa TAMO>KEHHOTO
oprasa.

Opranusanus padoTbl CJayKO0bl JOKYMEHTAIHOHHOIO 1,5
obecrieyeHNsi TAMOKEHHBIX OPTraHoOB.

3amaun M QYHKIMH  CIOY)KObI  JIOKyMEHTAIIMOHHOTO
o0ecrieueHrst TAMOYKEHHOT'O OpraHa.




[lpaBa M OTBETCTBEHHOCTH CIYXKOBI OKYMEHTALIOHHOTO
obecrieueHHss M €€ B3aUMOOTHOIICHHS C  JPYTHMH
TI0/Ipa3/IeIICHISIMI TAMO>KEHHOTO OpraHa.

CoTpy/IHUKH OTBETCTBEHHBIC 3a JICJIONPOM3BOJICTBO B
TaMO>KEHHOM OpraHe.

Htoro 3a 3 cemecTp 13,5 4,5
Hroro 13,5 45
7.3 HaumeHoBaHue J1a00paTOPHBIX padoT
JlaHHbIi1 BU pabOThl HE IPEAYCMOTPEH YUEOHBIM TIJIAHOM.
7.4 HanmeHoBaHHe NMPAKTHYECKUX 3aHATHI
No HanmeHOBaHME T€M NUCLIMIUIAHBL, UX KPAaTKOE COAECpKAHUE O0bem WNHTepakTuBHas
Tembl 4acoB dopma
NIPOBEJCHUS
3 cemecTp
Paznen 1. [IpaBuia 10KyMeHTHPOBAHHUSI B TAMOKEHHBIX OPraHax
Tema Nel. Poab, 3HaUeHMe U cofiep:kaHMe TeT0NPOU3BOACTBA B TAMOKEHHBIX OpPraHax.
1 [Ipaktideckoe 3austue 1. Pomb, 3HAaueHWe u cojep)KaHHe 1,5
JeTIONPON3BOJICTBA B TaMOXKEHHBIX opraHax. HopmaTuBHO-
MeTorUeckast 06asa JeTIONpPOM3BOJICTBA B TAMOYKEHHOH CHCTEME.
1 [IpakTrueckoe 3aHsTHE 2. ONCKTPOHHBIA W TPAJIUIMOHHBIN 15 Kpyrasrii cron
JIOKYMEHTOO0O0POT: TUIFOCHI M MUHYCBI
Tema Ne2. JIokyMeHTbI H CHCTEMbI IOKYMEHTAIIMU B TAMOKEHHBIX OPraHax.
2 IIpaktrueckoe 3amHarue 3. JIOKyMEHTBI W CHCTEMBI 15
JOKYMEHTAIl! B TAMOKEHHBIX OpraHax.
2 [IpaxTudaeckoe 3anstue 4. [Iponecc yandukanum 15
JIETTOTIPOM3BOICTBA.
Tema Ne3. TpedoBaHus K 0(h)opMIIEHHI0 JOKYMEHTOB B TAMOKE€HHBIX OPraHax.
3 IIpaktrueckoe 3ausatue 5. TpeboBaHus K 0)OPMIICHHTO 15
JOKYMEHTOB B TAMOJKCHHBIX OpraHax.
3 IIpaktuueckoe 3aHsiTHe 6. BnaHKU AOKYMEHTOB TaMOXXEHHBIX 1.5
OpTaHOB.
TpeboBaHws K TEKCTaM CITy»KeOHBIX JIOKYMEHTOB.
3 [IpakTudeckoe 3ansTie 7. IIpaBuna moaroToBKH U OQOpMICHHS 1.5
OTJICTIGHBIX BUJIOB TOKYMEHTOB
3 [IpakTudeckoe 3ansarue 8. [IpaBuia pabotel ¢ nHpOpManueit 1,5 Kpyrnsrit cron
OIPaHWYEHHOIO JIOCTYIIA B TAMOKEHHBIX OpraHax
Paznen 2. [lopsiiok 10KyMeHTO000POTa B TAMOKEHHBIX OPraHax
Tema Ned JIokyMeHTOO0OPOT B TAMO’KEHHBIX OpPraHax.
4 [IpakTudeckoe 3anarue 9. [JokyMeHTOOOOPOT B TaMOXKEHHBIX 1,5
oprasax.
4 [Ipaktudeckoe 3amstue 10. PaGora wcmomHuUTENEH C 1,5

JOKYMCHTAMH U KOHTPOJIb UCIIOJIHCHUS.

Tema NeS. Ilopsinok BeAOMCTBEHHOI0 XpaHEeHHsI JOKYMEHTOB W OPraHM3alUs UX JeJTONPON3BOICTBA

B TAMOKCHHBIX OpraHax.
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[Ipaktuueckoe 3anstue 11. Ilopsimok BeZOMCTBEHHOrO
XpaHEeHUs JOKYMEHTOB U OpraHU3alus UX AEJIONPOU3BOACTBA B
TaMO)KCHHBIX OpTaHaXx.

1,5




[Ipaktuueckoe 3ausTue 12. @opmupoBanue u opopmieHue aen
B TAMOXKEHHBIX OpTraHax.

1,5

Paznen 3. Oprann3anus apXuBHOI0 XpaHeHHs M PadoThI CJIyk0 TOKYMEHTAMOHHOT0 o0ecreyeHus B

TAMOYKCHHBIX OpraHax

Tema Ne6. Opranmnzanusi padoThl BeAOMCTBEHHOI0 APXHBA M IKCNEPTH3a HEeHHOCTH JOKYMEHTOB B

TAMOKCHHBIX OpraHax

6 [Ipaktnueckoe  3amsitme  13. OpraHumzamust  paGOTHI 1,5
BEIOMCTBEHHOT'O apXHBa U IKCIIEPTH3a LIEHHOCTH JIOKYMECHTOB
B TAMOYKCHHBIX OpTraHax.

6 [Tpaktuueckoe 3ausatue 14. [IpoBeneHue skcrepTH3a EHHOCTH 15
JOKYMEHTOB B TAMO)KEHHBIX OpraHax.

6 [IpakTideckoe 3anstrie 15. Opranuzamuss paOOTHl apXuBa 1,5
TaMO)KEHHOTO OpraHa, €ro 3a/1a4u U QyHKIHH.

6 [IpakTudeckoe 3anstre 16. Opranuzanus U y4eT JOKYMEHTOB 1,5

B apXUBEC TAMOXXCHHOI'O OpraHa.

Tema Ne7. Opranu3anus padoThl CJIy:K0bI JOKYMEHTAIMOHHOI0 00ecneyeHnsl TAMOKEHHbIX OPTraHOB.

7 [paktuyeckoe 3anstTie 17. OpraHuzanusi pabOTHI CITYKOBI 1,5 Kpyrnsrit cron
JOKyMEHTAIIMOHHOTO 00ecIiedeH s TAMOKEHHBIX OPTaHOB.
8 [IpakTudeckoe 3aHATHE 18. CoBepIIICHCTBOBAHUE 15
JOKyMEHTO00O0POTa B TAMOXKEHHBIX OpraHax
Hroro 3a 3 cemecTp 27 6
Hroro 27 6

7.5 TexHo10ru4ecKasi KapTa caMoCTOSITe/IbHOI PadoThl 00yUYAIOLIEr 0Cst

Konapr Hroroserii CpenctBa u OO0ObeM YacoB, B TOM YHCIIE
peanuzyem B 1eSTEIBHOCTH NPOIYKT TEXHOJIOTUU CPC | KonraktHas | Beero
BIXKOMIIET CcaMoOCTOS- OIIEHKHU pabora ¢

CTYJICHTOB o
CHIUHU TEJNLHOU MpenoaBaT
paboThl eJeM
3 cemecTp
CaMocCTOsITENBHOE Koncnexkr | CobOecenoBanue | 29,16 3,24 32,4
OIIK-2 U3y4YCHHUE
JUTEpaTyphl MO
temaM Nel - No7.
OITK-2 IToaroroBka k Koncnexkr | CobecenoBanue 7,29 0,81 8,1
MPAKTUYECKUM
3aHATHIM
Hroro 3a 3 cemectp | 36,45 4,05 40,5
Hroro | 36,45 4,05 40,5

8. ®OH/ OLEHOYHBIX CPEACTB /UISA NMPOBeJeHUs] MPOMEKYTOUYHOH aTTecTAUH 00y4aIoIUXCH
HO JMCIHILIMHE

8.1 Ilepeyen» KoMmeTeHIMI ¢ yKa3aHHEM JITANoOB UX ()OPMHUPOBAHUS B NpoLECCe OCBOCHHUS
OII BO. ITacnopT ¢poHIa OLIEHOYHBIX CPEICTB

Kon Oran CpenctBa u Tun KoHTpOIs Bun xontpons | HaumenoBanwue
olleHHBaeM | (opMHUpoBa | TEXHOJIOTHH (Texyrmii/ (Texyrmii/ OLIEHOYHOT'O
oit HUS OIICHKHU MIPOMEKYTOUHBIH ) TPOMEKYTOUHBIN ) CpencTBa
KOMIIETEHI] | KOMIIETEHII
U un (Ne
TEMBI)




OIIK-2 1-7

cobecenoBanue

TEeKYILIHI

YCTHBIN

Bomnpocsr
cobecenoBaHUs U
MIPOBEPKU
YPOBHS
00y4EeHHOCTH

JUIA

OIIK-2 3,7

cobecemoBanue

TEKYILHI

YCTHBIN

Ilepeuenn
JUCKYCCHOHHBIX
TEM U1l KpYyIJIoro
CTOJIa

OIIK-2 1-7

cobecemoBanue

TEKYILHI

HOUCHMEHHBIN

Kommiekt
TUIIOBBIX 3aJ1a4

8.2 Onucanmne nmokasaresjeid u KPUTEPUEB OLCHUBAHUSA KOMIIeTEHIIMIi Ha PA3JIUYHBIX Talmax
HX (l)OpMHpOBaHP[ﬂ, OIMUCAHMEC IIKAJ OHCHUBAHUSA

YpoBuu HNnaukatopbl Jeckpunropsl
chopmu
POBaHHO 2 dania 3 danna 4 dasu1a 5 6assoB
cTH
KoMIeTe
HIM
OIlK-2
n-1
bazoBbiii | 3HaTh: Obyuatonuiics He | Umeer cnaboe, | JlemoHcTpUpyeT
- OCHOBHBIE | 3HACT: OrpaHUYEHHOE JIOCTaTOYHO MOJHOE
HOPMAaTHBHbIC u| - OCHOBHBIC | MPEACTAaBICHUE 00. | 3HAHHME:
METOJMYIECKUE HOpMaTHBHbBIC U | -OCHOBHBIX - OCHOBHBIX
JOKYMEHTBI 10 | METOJUYECKUE HOPMaTHBHBIX U | HOPMaTHBHBIX u
BOIIPOCAaM TIOJITOTOBKH | JOKYMEHTBI 1O | METOAMYECKUX METOIMYECKUX
u oopMIIeHHs | BOIpOcaM JOKyMEHTax 0 | IOKYMEHTOB o
Ppa3Iu4YHOrO poAa | MOATOTOBKH U | BOIpocam BOIIpOCaM
JOKyMEHTOB o opmIiteHns MOATOTOBKH U | MOATOTOBKU u
(ynpaBieHYeCKHX, pasiamgHOro  pozma | opopMIeHHUSI oopmiteHHs
TaMOXXEHHBIX M JIp.) U | JOKyMEHTOB pa3IM4HOrO  poja | PasIMuHOro pona
OpraHM3aIu (ynpaBneH4YeCKuX, JIOKyMEHTOB JIOKyMEHTOB
JENOTIPOM3BO/ICTBA B | TAMOXKEHHBIX H Jp.) | (yIpaBIeHUYECKUX, (ympaBIeHYECKUX,
TaMO>KEHHOM OpTaHe; u OpraHM3ally | TAMOXEHHBIX U JIp.) | TAMOXKEHHBIX U Ap.) U
- KJIacCH(UKaIMIO | IETONPON3BOACTBA | U OpraHM3ally | OpraHU3aluu
3aIHIIaeMOH B TaMO)KEHHOM | JICJIOTIPOM3BOACTBA | JICNONPOM3BO/CTBA B
nHpopmanuy, Oprasxe; B TaMO)KEHHOM | TaMO)KEHHOM OpTraHe;
MIPUHOMIBI M CPEACTBA | - KIAcCH(HUKALUIO | OpraHe; - Kiaccuukammu
3aIUTHI, a  TaKkKe | 3amuInaeMou - KIacCH(UKAINH | 3aIUIIaeMOit
PEXHUMBI 3alUIIAeMON | WHPOPMALIH, 3aIIMIIAEMON uHpopmanum,
nHpopmanuy, TIPUHIUTIBI U | nHpOpMAaInH, TPUHIIUIIBI "
HCTIONB3yeMOi B | CpPEACTBAa 3alWTHI, | MPUHIIUIIBI W | CpeAcTBax 3allUThI, a
TaMOXEHHBIX OpraHax; | a TaKXe PEeKHMBI | CPEICTBAX 3AIINUTHI, | TAKXKE peKIMax
- OCOOEHHOCTH | 3aIUIIAEMON a TaKKe peKuMMax | 3alMIacMou
OpraHM3alliy U CTaaAuM | UH(OOPMALUH, 3aIUIIAeMOi nHpopmanmy,
JOKyMEHTOO0OpOoTa B | MCTIONB3yeMOH B | mH(popManu, UCTIONB3yeMOH B
TaMOKEHHBIX OpraHax. | TaMO)KEHHBIX UCIIONB3YyeMOl B | TAMOMKCHHBIX
- TIpaBMyIa TOJITOTOBKH M | OpraHax; TaMO>KEHHBIX OpraHax;
o(hopMIICHHS BCEX BUIOB | - 0COOCHHOCTH | OpraHax; - 0COOEHHOCTAX
OpraHM3aIIOHHO- OpraHu3aIn 1 | -0COOCHHOCTSIX OpraHM3aIN "
PpacropsiAUTeIbHBIX cTajun OpraHu3aIn U | cTamusax
JIOKyMEHTOB B | IOKyMeHTOooOOpoTa | craamit JIOKyMEHTO0000poTa B
TaMOXXEHHBIX OpraHax. B TaMOXXEHHBIX | JOKYMEHTO00OpOTa | TaMOXXEHHBIX
- BO3MOXXHOCTH HOBBIX | OpTaHax. B TaMOXKEHHBIX | OpraHax.
nH(pOpManOHHBIX - TpaBIIa | OpraHax. - TIpaBWIa TIOATOTOBKH
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TEXHOJIOTHH, TIO/ITOTOBKH uj| - npaBuia | 1 OQOPMIICHHS BCEX
HCTIONIb3yeMBIX st | opopMIeHHST  BCeX | TIOATOTOBKH U | BHJIOB
TIOATOTOBKH, BUJIOB ohopMIIeHIST  BCEX | OpPraHW3aIliOHHO-
o opmIIeHUS, OpraHM3aIIOHHO- BUJIOB pacropsauTENbHBIX
repenadd, IIOMCKa U | paclopsOUTENbHBIX | OpraHH3allOHHO- JIOKyMEHTOB B
XpaHeHHs JIOKyMEHTOB B | pacropsauTeNbHBIX | TAMOXXEHHBIX OpraHax.
JIOKyMEHTUPYEMOH TaMOKEHHBIX JIOKyMEHTOB B |- BO3MOJKHOCTH
nH}popmanuy; OpraHax. TaMOKEHHBIX HOBBIX
- BHIBl YNPaBJICHYECKUX | - BO3MOJKHOCTH | OpraHax. nH(pOpMaIMOHHBIX
JIOKyMEHTOB, MX POJIM M | HOBBIX - BO3MOJKHOCTH | TE€XHOJIOTHH,
(¢yHKIMM Ha  pa3HbIX | MH)OPMAIMOHHBIX | HOBBIX UCTIONB3YeMbIX  JUIS
9Tarax YrnpaBJIEeHYECKOro | TEXHOJIOTHH, MH(OPMALMOHHBIX | HMOATOTOBKH,
nporiecca. UCTIONB3YeMBbIX JUIS | TEXHOJIOTHH, othopmieHus,
TIO/ITOTOBKH, UCTIONB3yeMbIX JUIsl | Hepelayn, MOHCKa W
othopmiieHus, TIO/ITOTOBKH, XpaHeHHs1
nepegayy, Imoucka | odopmiieHus, JIOKyMEHTHUPYEMOH
U XpaHeHHs | mepelayd, TMOoMCKa | MH(OpMaIIH;
JOKyMEHTUpYeMOH | 1 XpaHeHus | - BUJIBI
nuHpopmanum; JOKyMEHTUPYEMOH | YIpaBIIEHYECKUX
- BUJBI | MHGOpMaLUH; JIOKyMEHTOB, UX POJIH 1
YIPaBIICHYECKHX - BUIbI | QyHKIMM Ha pa3HbIX
JIOKyMEHTOB, UX POJIH | YIPABIEHYECKUX JTamnax
M QYHKIMM ~ Ha | JOKyMEHTOB, UX POJIH | YIPaBIEHYECKOTO
Ppa3HbIX JTamax | ¥ (QYHKUMM  Ha | mporecca
YIPaBIEHYECKOro Ppa3HbIX aTanax
nporiecca. YIPaBIIEHYECKOro
nporiecca.
Ymers: OOyuaromuiicst He He B monuoit mepe | JleMoHCTpUpYET
- HPUMEHATh Ha | yMeer: MOXKET YMEHHE
IPAKTUKE  OCHOBHBIC | - IPUMEHATb Ha | CAaMOCTOSTENBHO: CaMOCTOATENBHO: -
HOpMAaTHBHBIE U | IpaKTUKe -IIPUMEHSTh Ha | IPUMEHATH Ha
METOINYECKUE OCHOBHbIE NPaKTHKE IPaKTUKE OCHOBHBIE
JOKYMEHTBI 10 | HOpMaTUBHBIE U | OCHOBHBIE HOpMAaTHBHbBIE U
BOIIPOCAM IIOATOTOBKH | METOIMYECKUE HOpPMAaTHBHbIE U | MEeTOIUYeCKue
u o opMIIEHUS | TOKYMEHTHI 10 | METOOUYECKHe JOKYMEHTBI o
Ppas3INYHOrO pozma | Bompocam JOKYMEHTBI 1o | Bompocam
JOKYMEHTOB U | MOATOTOBKU U | BoIpocam HOJIr OTOBKH u
OpraHu3aIu ohopmiteHHs MO/ATOTOBKHU u | opopmieHus
JENONPOMU3BOACTBA B | PasiIM4YHOrO  pona | ohopMIIeHHS Pa3IMYHOTO poma
TaMOXXEHHOM OpTraHe; JOKYMEHTOB U | Pa3sNIMYHOTO  PoOja | JOKYMEHTOB U
- MPUMEHATD Ha | OpraHU3aLx JOKYMEHTOB U | OpraHu3alin
MPaKTHKE JeONPOU3BOJCTBA | OpraHU3alUH JeTOTIPOM3BOJICTBA B
HOpMAaTHBHBIE u|B TAMOXXEHHOM | NIEJIONPOM3BOJCTBA | TAMOXKEHHOM OpTaHe;
METOANYECKHE OpraHe; B TAMOXXEHHOM | -  TIPUMEHSTh  Ha
JOKYMEHTHI, - IPUMEHSATH Ha oprase; NPaKTHKe
pernaMeHTHpYoLure MIPaKTHKE - TPUMEHATh HA | HOPMATHBHBIE u
OpraHM3ali0 pabOTHl | HOPMATHBHBIE U NPaKTHKE METOINYECKUe
c JOKYMEHTaMH, | METOJHICCKHE HOpMAaTHBHBIE U | JOKYMEHTHI,
coZlepKaIMHU JOKYMEHTHI, METO/INYECKUE perIaMeHTHPYIOIINE
CBEICHHUS pernaMeHTHPYIOHU | TOKYMEHTEL, OpraHU3aLHio PadoTHI
OrPaHHYCHHOTO € OpraHu3aIuio pernaMeHTHpYIoLH | ¢ JOKYMEHTaMH,
pacnpocTpaHeHHs; paboTHI ¢ e OpraHU3aLMIO | COACPKALINMHU
- aHAIN3MPOBATH | JOKYMEHTaMHU, paboThI c | cBemeHHs
COCTOSTHHE COZIepKAIIMHU JOKYMEHTaMH, OrPaHHYCHHOT O
JOKYMEHT000OpOoTa B | CBEHCHHS COJIepKAIIMHU pacnpocTpaHeHHs;
LEJIOM M COfep)KaHHe | OrPaHHYCHHOTO CBEICHHS - KIaccH(HIPOBATH
€ro OT/ENbHBIX CTAJWH; | PaCHpPOCTPAHEHHS; | OTPAaHUYEHHOTO JIOKYMEHTAIIHIO
- KiaccnuIpoBaTh | - Kiaccuuuuposars | PAcHpOCTPaHCHUS, TaMOKEHHBIX OPTaHOB.
JIOKyMEHTAIMIO JIOKYMEHTAIMIO - KIaccU(pUIMpPOBATh | -MCIOIL30BAThH
TaMOXXEHHBIX OPraHOB. TaMOXEHHBIX JIOKyMEHTAIIFO COBPEMEHHBIE
-HCTIOJIb30BATh OpTaHoB. TaMOXEHHBIX cpencTBa CBSI3H,
COBpEMEHHBIE CPEACTBA | -MCIONb30BaTh OpraHoB. OpPraHM3alOHHOW W
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CBSI3H, COBpEMEHHBIE -HCIOJIb30BATh BBIYHCIIATEIBHON
OpraHM3alliOHHOW ¥ | CPE/ICTBa CBS3H, COBPEMEHHbBIE TEXHUKH TIpH paboTe
BBIYUCIIUTEILHON OpraHM3aIlIOHHON U | CPEe/ICTBa CBSI3M, | C JIOKYMEHTaMH, B
TEeXHUKH TIPH padOTe C | BBHIYUCIUTEIIHLHOH OpraHM3aIlIOHHON ¥ | TOM 4YHCIIE€ BBIOMPATh
JOKyMEHTaMH, B TOM | TEXHHKH IpH BBIYHCIIATEIBHON HeoOxommMoe
qrce BBIOMpaTh | pabore ¢ TEXHHUKH IpH | IPOrpaMMHOE
Heobxoanmoe JIOKyMEHTaMH, B pabote c | obecnieueHne 170101
MIpOrpaMMHOE TOM YHCIIe JIOKyMEHTaMH, B | MH(pOPMAIIOHHBIE
obecnieuenne WIN | BHIOUpATH TOM YHCIIE | TEXHOJOTHH.
nH(popManOHHbIE HeoOxommumoe BBIOMpATh
TEXHOJIOT M. porpaMMHOE HeoOxomumoe

obecnieyeHne nim porpaMMHOE

uH(pOpMaLMOHHEIE | oOecrieueHne  WIIH

TEXHOJIOT HH. nH(pOpMaLMOHHbIE

TEXHOJIOTHH.

Baagers:  -HaBbikoMm | OOywarommiics He | Cnabo Biaseer: JemoHcTpupyer

pelIeHUsT CTaHJaPTHBIX
3ama4
poheCCUOHATTLHOM
JeATENLHOCTH  IyTEM
opraHu3anuu padoThl C
JIOKyMEHTaMHU B
TaMOXCHHBIX OpTraHax;
-HaBbIKOM 3alIUThI
CITY)KeOHOM
uHbopmauu,
cojiepxauieics B
JOKYMEHTaX,;
-HaBBIKOM
UCIIOJIB30BaHUS
JOKYMEHTaJIbHBIX
UH(OPMALIMOHHO-
HIOMCKOBBIX CHCTEM.

BJIQJICCT:
-HAaBBIKOM PEIICHHS
CTaHIAPTHBIX 3a/a4
mpoheCcCUOHATTLHOM
JIeSITeIIBHOCTH
nyTeM
OpraHu3aIK
paboThI c
JIOKYyMEHTaMHU B
TaMO>XXCHHbBIX
opraHax;

-HaBBIKOM 3aIlUTHI
CITY>KeOHOI
undopmanuu,
coleprkaleiics B
JIOKyMEHTaX;
-HaBBIKOM PELLICHUsI
CTaH/IapTHBIX 3aj]a4
mpoheCcCHOHATTEHOM
JIeATENbHOCTH
nyTeM
OpraHu3alyu
paboTe c
JIOKyMEHTaMH B
TaMOXKEHHBIX
opraHax;

-HABBIKOM 3aIlUTHI
CITy>KeOHO
nHpOpMAIIHH,
colepkalieiics B
JIOKyMEHTaX;
-HaBBIKOM
HCIOIb30BaAHUS
JIOKyMEHTaJIbHBIX
HHPOPMAIIOHHO-
TTOMCKOBBIX CHCTEM.

-HaBBIKOM PCIICHHS
CTaHIAPTHBIX 33134
mpoheCcCHOHATTLHOM
JICSITEIIBHOCTH
nyTeM
OpraHu3aIK
paboThI c
JIOKYMEHTaMHU B
TaMO>XXCHHbIX
oprasax;

-HaBbIKOM 3alllUThI
CITy>KeOHOI
unpopmanuu,
colepskaiieiics B
JIOKyMEHTax;
-HaBBIKOM PCIICHHS
CTaHOAPTHBIX 3a1a4
podeCCHOHANBHOM
JIeSITeIbHOCTH
myTeM
OpraHu3alyu
paboTsr
JIOKyMEHTaMH B
TaMOKCHHBIX
oprasax;

-HaBBIKOM 3aIHTHI
CITy>KeOHOI
UHpOpMaLIH,
colepkauleiics B
JIOKyMEHTaX;
-HaBBIKOM
HCIIOJIb30BAHUS
JIOKyMEHTaJIbHBIX
WHPOPMAaIMOHHO-
MTOMCKOBBIX CHCTEM.

TIOJIHOE BIIaJICHHE:
-HaBBIKOM  pEeIICHHs
CTAaHIApPTHBIX 3a1ad4
npohecCHOHATBHOM
ACATCIBHOCTU ITYTEM
opraHu3anu padoTsl
C JOKyMEHTaMH B
TaMO>XXCHHbIX
opraHax;
-HaBbIKOM
ciryeOHO#
nuHpopmanuu,
cozeprKaleics B
JOKYMEHTaX;
-HaBBIKOM  peLICHHs
CTAaHJApPTHBIX 3alad
pohecCHOHATEHOM
JEATEIBHOCTH IIyTEM
OpraHu3aly PaboTHI
C JOKyMEHTaMH B
TaMOXXEHHBIX
Oprasax;
-HaBBIKOM
CITyKeOHOM
uHpopmanuu,
cozeprKaleics B
JOKYMEHTaXx;
-HaBBIKOM
UCIIOJIB30BAHHUS
JOKYMEHTAJIbHBIX
WHPOPMALIMOHHO-
TIOMCKOBBIX CHCTEM.

3aIIUTHI

3aIHTEI

IToBeime | 3HATH: OCHOBHBIE JlemoHCTpUpyeT

HHBIN HOpMAaTUBHbIE u rIIyOoKOe u
METOINYECKUE NpOYHOE  3HAHUE!
JIOKYM EHTBI mno OCHOBHbBIE
BOIPOCaM MOJTOTOBKU HOpMAaTUBHbBIE u
u oopmeHUs METOJINUECKUE
Ppa3InyHOro pona JIOKyMEHTBI mno
JIOKYMEHTOB BOIIpOCaM
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(ynmpaBneHYeCKuX,
TaMOXEHHBIX W 7p.) H
OpraHu3aluu
JIeTIONIPOU3BO/ICTBA B
TaMOXXCHHOM OpPTaHe;
0cOOEHHOCTH
OpraHu3aluy U CTaJUu
JIOKyMEHTOOOOpOoTa B
TaMOXXEHHBIX OpraHax;
- TIpaBIUIa MOJITOTOBKH U
othopMIIEHHUs BCEX BUIIOB
OpraHU3aliOHHO-
pacnopsiIUTeNIbHBIX
JIOKyMEHTOB B
TaMOXKEHHBIX OpraHax.

- BO3MOXHOCTH HOBBIX
HUH(OPMaLMOHHBIX
TEXHOJIOT U,
UCIIONB3YEMbIX ULt
HOATOTOBKY,
oopmienus,
nepefayu, IOUCKAa U
XpaHeHUs
JIOKYMEHTHPYeMOH
nHdopmanuy;

- BUABI YIIPaBICHYECKHX
JIOKyMEHTOB, X POIU U
(GyHKIMM  Ha  pasHbIX
9Tanax ynpaBJIeHIECKOro
Tporiecca.

Ymerb: - OpUMEHATH
Ha NPaKTHKE OCHOBHbIE
HOpPMaTHBHBIE u
METOAUYECKUE

JIOKYMEHTBI 1o
BOMPOCAaM TOATOTOBKH
n ohopmIIeHHs
Ppa3IuIHOTO pona
JIOKyMEHTOB u
OpTaHHU3aLNH

NETONIPOU3BOACTBA B
TaMO)KEHHOM OpTaHe;

- MIPUMEHSATh Ha
IIPaKTUKE
HOPMaTHUBHBIC u
METOANYECKUE
JIOKYMEHTHI,
PperIaMeHTHpPYIOIIHe
OpraHu3alul  paboThl

MOATOTOBKU "
odopmieHHs
pasnmuHOoro  poxa
JIOKYMEHTOB
(ympaBICHUECKIIX,
TaMOXEHHBIX U JIp.)
u OpraHu3aluu
JeTONPOU3BOCTBA
B TaMOXXEHHOM
Oprase;
0COOEHHOCTH
OpraHu3aluu u
cTaauu
JIOKyMEHTO0000poTa
B TaMOXKEHHBIX
oprasax;

- npaBuiIa
HOJTOTOBKH u
opopmITeHHsT  BCex
BUJIOB
OpraHU3alHOHHO-
pacropsiauTeIbHBIX
JIOKYMEHTOB B
TaMOXKEHHBIX
opraHax.

- BO3MOXKHOCTH
HOBBIX
UH(POPMALMOHHBIX
TEXHOJIOTUH,
UCIIONB3YEMbIX TS
MIOArOTOBKHU,
oopmiteHus,
nepenayn, MoucKa 1
XpaHeHUS
JIOKYMEHTHPYEMOI
uHpopmanum;

- BUIBI
YIPABICHYECKHUX
JIOKYMEHTOB, UX POJIH
u  (QyHKIMH ~ HA
PasHBIX JTanax
YIPABJIEHYECKOTO
polecca.

JeMoHcTpupyeT
MIOJTHOE u

YBEpCHHOE yMEHHE
CaMOCTOSITEITBHO:
- TPUMEHATH Ha
TIPaKTHKE OCHOBHBIE
HOPMAaTHBHEIE "
METOIUYECKUEC
JTIOKYMEHTBI Mo
BOIIpOCaM
TO/ITOTOBKH u
oopmiteHuUS
pasimMuHOro  poja
JOKYMEHTOB u
OpraHu3anuu
JIETONPOM3BO/ICTBA
B TaMOYKEHHOM
oprasxe;

- TpPUMEHATH Ha




c JIOKYMEHTaMH,
CoJIepIKaIUMHU
CBEJICHUS
OrPaHUYECHHOT'O
pacrpocTpaHeHus;

- wiaccuduimpoBars
JIOKYMEHTALIAIO
TaMOXKEHHBIX OPraHoB.
-HCITOJIb30BATh
COBpEMEHHBIE
cpencTaa CBSI3H,
OpPraHU3alHoOHHON U
BBIYHCIIATENLHON
TEeXHUKHU TpH paboTe ¢
JOKYMEHTaMH, B TOM
qucie BBIOMpaTh
HEo0X0oaUMOE
MPOrpaMMHOe
obecrieueHme WU
uH(OPMAIMOHHBIE
TEXHOJIOTUH.

Baagern:

-HaBBIKOM  DCIICHUS
CTaHIAPTHBIX  3a/a4
npodeccroHaIbHOI
NEATETBHOCTH  MTyTEM
OpraHuzanuu paboTsl C
JIOKyMEHTAMHU B
TaMOXXEHHBIX OpraHax;
-HaBBIKOM 3aIIUTHI
ciyxeOHOo#
nHbOpMaIUH,
cozeprKaleics B
JOKYMEHTaX;

-HaBBIKOM  PEIICHUS
CTaHIAPTHBIX  3ajad
npoheccroHaIBHO
NEATeTIBHOCTH  ITyTeM
OpraHu3aliu paboTHI C
JIOKYMEHTaMH B
TaMOXKCHHBIX OpraHax;
-HaBBIKOM 3aIIUTHI
ciyxeOHOI
nHbOpMaIUH,
cozeprkaleics B
JOKYMEHTaX;

-HaBBIKOM
HCIIONB30BaHHS
JIOKYMEHTaTBEHBIX
HH(OPMAIMOHHO-
TIOMCKOBBIX CHCTEM.

MPaKTHKE
HOpMAaTHBHBIE "
METOANYECKUE
JIOKYMEHTBI,
PperiiaMeHTUP YIOIIH
e OpraHH3aLHI0
paboTsI c
JOKYMCHTaMH,
COZIePIKAIIUMHU
CBEJICHUS
OrpaHUYCHHOTO
pacIpoCTpaHeHNs;
- wiaccu(pHIMpOBaTh
JIOKYMEHTALIO
TaMOYKEHHBIX
OpTraHoB.
-HCIIONB30BATh
COBPEMEHHBIC
CpencTaa CBSI3N,
OpraHMU3alOHHON U
BBIYHCITUTEIEHON
TEXHHKU npu
pabore c
JOKYMEHTaMH, B
TOM 4uCIe
BBIOMpATh
Heo0XoauMoe
OpOrpaMMHOE
obecrieueHne  WIH
UH(POPMAIIHOHHbIC
TEXHOJIOT UH.

Hemonctpupyer
YBEpEHHOE

BJIaJCHUC!:
-~HaBBIKOM PCIICHUS
CTaHJAPTHBIX 3aJa4

podeccroHAILHOM
JIeATETBHOCTH
MyTEM OpTaHU3aIUH
padoThI c
JIOKYMEHTaMH B
TaMOYKEHHBIX
opraHax;
-HAaBBIKOM  3allUThI
ciryxeOHOo#
uH(pOpMaLUH,
coaepkaleiics B
JIOKyMEHTaX;

-HaBBIKOM PEIICHUS
CTaHJAPTHBIX 3a7a4

podeCCHOHATBHON
JEATETBHOCTH
IIyT€M OpraHU3aluu
paboTs c
JIOKYMEHTaMH1 B
TaMO>KCHHBIX
opraHax;

-HaBBIKOM 3alIHUThI
ciyxeOHOo#
uH(pOpMALUH,

coiepkalleiics B
JIOKYMEHTaX,




-HaBBIKOM
WCTIONIH30BAHMS
JIOKYM €HTaJIbHBIX
nH(popMannoHHO-
TIOMCKOBBIX CHCTEM.

OIIK-2
nu-4
BazoBerii | 3HaTh: -TpeboBanus k | OOywarommiics He | MMeer cnaboe, | JleMoHCTpHpYET

o(hopMIIEHHIO 3HaeT: TpeOOBaHUs | OrpaHHMYCHHOE JIOCTaTOYHO TOJHOE
JIOKyMEHTOB B | K o(hopMIICHHIO | TIpeAcTaBieHHe 00: | 3HaHHe o:
TaMOXKEHHBIX OpraHax; | JOKyMEHTOB B | TpeOOBaHMAX K | TpeOOBaHMX K
~HOpATOK TaMO>KEHHBIX o(hopMIIeHHIO ohopmIIeHHIO
BEOMCTBEHHOTO oprasax; JIOKyMEHTOB B | JIOKYMEHTOB B
XPAHEHWS JIOKYMEHTOB | TIOPSIOK TaMOXKEHHBIX TaMO)KEHHBIX
U OpraHW3alMi0 UX | BEJIOMCTBEHHOTO OpraHax; OpraHax;
JIETIONPOU3BOJICTBA B | XpaHEHUs TIOpsIAKE TIOpsIAKE
TAaMOXKEHHBIX OpraHax | JOKyMEHTOB U | BEJOMCTBEHHOIO BE/IOMCTBEHHOT'O
(HOMeHKJIaTypa  JieJl, | OpraHM3alfi0  HX | XpaHEeHHs XpaHeHHs
¢dbopMupoBanue  Jen, | JEJIONPOU3BOJCTBA | JTOKYMEHTOB U | JOKyMEHTOB u
ohopMIIeHUS JIen) B TAMO)KEHHBIX | OPTaHM3AIMI0 WX | OpraHU3alMI0 ux
Ha3Ha4YeHUEe W MOPSJIOK | opraHax JICTIONPOU3BOJICTBA | JIEJIONPOU3BOJICTBA B
MPOBEACHU A (HOMCHKHaTypa B TaAMOXXCEHHBIX | TAMOXCHHBIX
9KCIIEPTU3bl I[IEHHOCTH | JIel, opraHax opraHax
JIOKYMEHTOB B | (hopMupoBaHue (HOMeHKIIaTypa (HOMeHKnaTypa Jen,
TAMOXXEHHBIX OpraHax. | mey, o¢opMIIeHHUs | Ael, (dopmupoBanue e,
OCHOBBI ApXHMBHOT'O | JIen) (hopmupoBanue oopmiteHus sien);
XpaHeHUs Ha3HAYCHHUE u | gen, o¢pOopMIIeHHS | Ha3HAYCHUH u
JOKYMEHTalluH HOPSIIOK nen), HOPSIOK MPOBEICHUS
TAMOXXEHHBIX OPI'aHOB. | MPOBEICHUS Ha3HA4YCHUH U | DKCIEPTHU3bI
HOPMAaTHBHO- 9KCIIEPTU3BI HOPSIIOK LICHHOCTH
METOIMYECKUE OCHOBBI | LIEHHOCTH HPOBEICHUS JOKYMEHTOB B
opraHmzanysi  paboTHl | JOKYMEHTOB B | OKCIEPTH3bI TaMOXXEHHBIX
CITY>KOBI TaMOXXEHHBIX LIEHHOCTH oprasax;
JOKYMEHTAIIHOHHOT'O Oprasax. JOKYMEHTOB B | OCHOBaX apXHBHOTO
obecrieueHus OCHOBBI apXUBHOTO | TAMOXXEHHBIX XpaHeHUS
TAMOXXEHHBIX OPI'aHOB. | XpPaHEHUS Oprasax; JOKYMEHTAIH!

JOKYMEHTaIlH{ OCHOBaX apXMBHOTO | TAMO)KEHHBIX

TaMOXEHHBIX XpaHeHUS OpTraHoB.

OpTaHOB. JOKYMEHTAIlH! HOPMAaTHBHO-

HOPMAaTHBHO- TaMOXXEHHBIX METOINYECKUe

METOANIECKHE OpTraHOB. OCHOBax

OCHOBBI HOPMAaTHBHO- OpraHu3aliH PaboTHI

OpraHU3aLus METOINYECKUE CITY>XOBI

paboTel  cIy>KOBI | OCHOBax JIOKYMEHTAI[HOHHOT O

JOKYMEHTAIIHOHHOT | OpraHM3alyH obecrieueHnst

0 obecriedeHusl | pabOTBI  CIIY’KOBI | TAMOXKEHHBIX

TaMOXKEHHBIX JOKYMEHTAIIHOHHOT | OPraHoB.

OpTaHOB. 0 obecriedeHus

TaMOXXEHHBIX
OpraHoB.

Ymers: - | Obyuarommiics He | Cmabo, HE B | deMoHCTpHpYET
peaNT30BBIBATh 3a/1a4H U | yMEeT: - | monHOM Mepe | yMeHHe: -
byHKIIN CITY’>KOBI | pea30BHIBATH yMeeT: - | pean3OBBIBATH 3a/1a4N
JIOKyMEHTAIMOHHOTO 3a/aul U (PyHKIMM | pean30BBIBATH n  (QYHKIMH  CITY>KOBI
obecreueHust CITYKOBI 3amaul ¥ (YHKOUW | JOKYMEHTAIFIOHHOTO
TaMOXXEHHOTO OpTaHa; JIOKyMEHTAIIMOHHOTO | CITY>KOBI obecrieueHnst
-aHAIM3UPOBaTh  o0mme | obecriedeHust JIOKyMEHTAIIMOHHOTO | TAMOXXEHHOT'O OpTaHa;
TpeOOBaHMS K | TAMO)KEHHOTO obecreueHnst - AHATM3HPOBAThH
0(hOPMITCHHFO OpraHa; TaMOKEHHOT'O obmme TpeboBaHWS K
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PEKBIBUTOB W BHIOWpATH | - AHAIM3UPOBATH | OpraHa; oopMIIeHHIO
HEOO0XO/IMMbIe v | oOmme TpeOoBaHus K | - AHAIB3UPOBATh | PEKBU3UTOB u
KOHKPETHOTO JIOKYMEHTa | O(OPMIICHHIO oOrre TpeOoBaHMs K | BBIOMpATH
BUJ ONlaHKA © COCTaB | PCKBH3HUTOB 1 | ohOpMITCHHIO HEOOXOJIIMBIC JUTSt
PEKBI3HUTOB JIOKYMEHTA; BBIOWPATH PEKBIBUTOB M | KOHKPETHOTO
aHaJIM3UPOBATh W | HEOOXOAMMBIE Ui | BBIOWMpATH JIOKyMEHTa BUJ| OaHKa
COCTaBJIATh KOHKPETHOTO HEOOXOIMMBIE Ul | M COCTaB PEKBU3UTOB
HOMEHKJIIATypy  [ell, | JOKyMeHTa BUJ | KOHKPETHOTO JIOKyMEHTa;
COCTaB JIOKyMEHTOB B | OlaHKa ¥ COCTaB | JIOKyMEHTa BUJ | - aHAJIN3UPOBATh U
OT/IENBHBIX Jenax, | PEKBUZUTOB OmaHka W cOCTaB | COCTaBJIATh
BBISIBIISITH HApYLICHUs | JOKYMEHTa; PEKBH3HTOB HOMEHKJIATypy Je,
B MpaBWIIaX | - aHaJIM3UPOBAaTh M | JIOKYMEHTa; COCTaB JIOKYMEHTOB B
(dbopMupoBaHust U | COCTaBIISITH - aHaJIM3UpOBaTh W | OTHENBHBIX  JIeNax,
ohopMIIeHUS JIed; HOMEHKJIATypy IeJ, | COCTaBJIsTh BBISIBIISITh
-TIPOBOJNTH COCTaB JJOKyMEHTOB | HOMEHKJIATYpy Jej, | HapyIleHHs B
9KCIIEPTU3y LIEHHOCTH | B OT/ICNIBHBIX | COCTaB JOKYMEHTOB | TpaBHJIax
JOKyMEHTOB, TOTOBHUTH | JieJlaX,  BBISBIATH | B OT/IENBHBIX | (DOPMUPOBAHUS u
UX K  apxXUBHOMY | HapylICHHs B | Aenax, BBIBIATH | 0(OPMIICHUS JIET;
XpaHEHHIO WU | TIpaBUiIax HapyIIeHHs B |- MPOBOJIUTH
YHUUTOXXEHHIO; ¢opMupoBaHusT | | mpaBUiIax OKCTIEPTH3Y
ohopMIIeHHs JIel; (dopMupoBaHus ¥ | IEHHOCTH
- IPOBOJIUTH ohopmIteHus JIel; JIOKYMEHTOB,
OKCIIEPTU3Y -[IPOBOJUTDH T'OTOBUTH ux K
LEHHOCTH IKCTIEPTH3Y aApXHBHOMY
JAOKYMEHTOB, HOEHHOCTHU XpaHCHHIO nin
TOTOBHUTH UX K JAOKYMEHTOB, YHUYTOXCHHUIO;
APXUBHOMY TOTOBUTH ux K
XPaHEHHIO WIN apXUBHOMY
YHUUTOXEHHUIO. XpaHEHHIO WIH
YHUUTOXKEHHIO;
Buaanerts: - metonukoii | OOyuaromuiics He | He B momHo# mepe | JlemoHCTpupyet
HPOBEICHUS BCEX | BIIaJieeT: - | BIageer: - | Xopolee BlaJcHUE: -
craaui METOIUKOU METOIUKOU METOIUKOUN
JOKYMEHT0000poTa NPOBEICHUSI  BCEX | MPOBEACHHUSI  BCEX | IPOBENEHUS BCEX
TaMO>XEHHOI'0 OpraHa; cTagun cTaaun cTagun
- TEXHOJOTHEH | JOKyMEHT0000poTa | JOKYMEHT000OpoTa | JOKyMEHTooOopoTa
(dopMupoBaHus U | TaMOXEHHOTO TaMO>XEHHOTO TaMO>KEHHOT'O
opopMileHHsI el B | OpraHa; oprasa; oprasa;
TaMO)XEHHBIX OpraHax; | - TEXHOJIOTHEN | - TEXHOJIOTUEN | - TEXHOJIOrUeH
- HaBbIKOM | (opmupoBanuss u | GopMupoBaHus U | HOPMHUPOBAHUS u
COCTaBJICHUS u | opopmieHus xen B | opopmieHus men B | opopmieHHS 1en1 B
o opmiIeHNS BCEX | TAMOXKEHHBIX TaMO>KEHHBIX TaMO>KEHHBIX
BHIOB OpraHax; OpraHax; OpraHax;
YIIPaBIEHYECKHX - HaBBIKOM | - HaBBIKOM | - HaBBIKOM
JOKyMEHTOB COCTaBJICHHA 1 | COCTaBJICHHSA W | COCTaBICHUS "
TaMO)KEHHBIX OPTraHoOB. | oopmiieHHs Bcex | opopmiieHHs BceX | opopMmileHHS  BCeX
BUJIOB BHUJIOB BUJIOB
YIIPaBIEHYECKUX YIIPaBIEHYECKUX YIIPABICHIECKUX
JIOKyMEHTOB JIOKyMEHTOB JIOKyMEHTOB
TaMO>KEHHBIX TaMO>KEHHBIX TaMO>KEHHBIX
OpTaHoOB. OpTaHoOB. OpraHoB.

TloBpImIe
HHBINA

3HaTh: - TpeOoBaHUA K
oopMIeHNIO

JOKYMEHTOB B
TaMOXXEHHBIX OpraHax;

- MOPSIIOK
BEJOMCTBEHHOT'O

XpaHEeHHUs JOKyMEHTOB
M OpraHu3alMi0 HX
JENONIPOU3BOACTBA B
TaMOXKEHHBIX ~OpraHax
(HOMeHKIaTypa  Jied,

JlemoHCTpUpyeT
IyooKoe u
MPOYHOE 3HAHHA O:
- TpeOOBaHHAX K
ohopmiteHHIO
JIOKyMEHTOB B
TaMO>KEHHBIX
OpraHax;

- MopAAKe
BCIOMCTBCHHOI'O
XpaHCHUA
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dbopMupoBaHue  Jei,
odopMITCHHS JeT)
HA3HAYCHUC U TIOPSIOK

MIPOBEECHUS
SKCHEPTU3bl IIEHHOCTU
JIOKyMEHTOB B

TaMOXXCHHBIX OpraHax;
- OCHOBBI apXHBHOTO
XpaHeHHUs
JOKYMEHTAIHN
TaMOXKCHHBIX OPTaHOB.
HOPMAaTHBHO-
METOIUYECKUE OCHOBBI
opraHuzans —paboTh
CITyxOBbI
JTOKYMEHTAI[HOHHOTO
obecrnieueHus
TaMOXKCHHBIX OPTaHOB.

YMmerthb: -
PEANTM30BBIBATH 3aaUK U
(byHKUIMH CITYKOBI
JTOKYyMEHTAIAOHHOTO
obecrieueHns
TaMOKEHHOTO OpTaHa.

- aHAIM3HPOBaTh OOIIMEe
TpeboBaHus K

ohopMIIeHHIO
PEKBI3UTOB U BBIOMpATH

HEOOXO/IMMEIE bint
KOHKPETHOTO JIOKyMEHTa
Byg OlaHKA M COCTaB
PPEKBH3HUTOB JIOKYMEHTA.
- aHaIM3WUpOBaTh M
COCTaBIIATh
HOMEHKJIATYpy  [el,
COCTaB JIOKYyMEHTOB B
OT/IENTBHBIX nerax,
BBISBJIATH HApYIICHHUS
B TpaBHIax
(bopMHupoBaHHS u
oopmitenus ser;

- TIPOBOINTH
9KCIIEPTH3Y TIEHHOCTH
JIOKyMEHTOB, TOTOBHTH
UX K  apXHBHOMY
XpaHEHHUIO WA
YHUUYTOKEHHIO.

JIOKYMEHTOB u
OpraHM3aIlMi0  UX
JIETIONPOU3BO/ICTBA
B TaMOYKEHHBIX
opraHax
(HOMEHKIIaTypa Jied,
(hopMmupoBaHue aei,
oopmiteHus sien);

- HasHAYeHWH U
TOPSTOK
MPOBEICHHSI
IKCTIEPTH3BI
LIEHHOCTH
JIOKYMEHTOB B
TaMOYKEHHBIX
opraHax;

- OCHOBAax
ApXHUBHOTO
XpaHeHHsI
JIOKYMEHTAIHH
TaMOYKEHHBIX
OpTraHoB.
HOPMAaTHBHO-
METOINYECKUE
OCHOBaXx
OpraHu3aIuu
padoTsI CITyXKOBI
JIOKYMCHTAI[HOHHOT
o obecneuenust
TaMOKEHHBIX
OpTraHoB.

Hemonctpupyer
MIOJTHOE OCO3HAaHHOE

YMEHHE! -
PEATH30BHIBATH
33739 W (YHKIHH

CITyKOBI
JIOKYMEHTAIMOHHOTO

obecrieyeHns
TaMOKEHHOTO
oprasa.

- AHAITM3UPOBATH
oluwe TpeOOBaHHUs K
ohopMIIeHHIO
PEKBH3UTOB u
BBIOMpATH
HEOOXOOUMBIE IS
KOHKPETHOT'O
JIOKyMEHTa BHI
OnaHka W COCTaB
PEKBH3UTOB
JIOKyMEHTA.

- QHANM3WPOBATH M
COCTaBIIATh
HOMEHKIIATYpy e,
COCTaB JIOKYMEHTOB
B OT/JCTIbHBIX JIENaX,
BBISIBIIATH
HapyIIEHHs B
MpaBuiIax
dbopmupoBanus  u
oopmiteHus sien;




- MIpOBOAUTDH

JKCIEPTU3Y
LEHHOCTU
JIOKYMEHTOB,
TOTOBUTH UX K
ApXUBHOMY
XpaHEHUIO WA
YHUYTO)KEHUIO.
Bnapers: - MeToaukoin JemoHncTpupyer
NIPOBEIEHUS BCEX YBEpEeHHOE u
CTauii MIOJHOE BJaJIeHUE: -
JIOKyMEHT0000pOoTa METOAUKOMN
TaMOXEHHOT'0 OpIaHa; MPOBEIEHUST  BCEX
- TEXHOJOTHen cranuit
(dbopMupoBanust u JIOKyMEHTO0000poTa
obpopmiieHUsT 1€l B TaMO>KE€HHOT' O
TaMOXEHHBIX OpraHax; oprasa;
- HaBBIKOM - TEXHOJIOTHeH

COCTaBJICHHS u
oopmieHus BCEX
BU0OB
yIIPaBIEHYECKHX
JIOKYMEHTOB

TaMOXCHHBIX OpTaHOB.

¢dbopMupoBaHUS U
oopmiieHHs A€ B
TaMO>XXCHHbIX
opraHax;

- HaBbIKOM
COCTaBIICHUS u
oopmiieHHs  BCEX
BHUJIOB
yITPaBJIEHYECKHX
JTIOKYMCHTOB
TaMOYKEHHBIX
OpTraHoB.

Onucanmne MKAaJIbLI OEHNBAHNUSA
B pamMkax peHTHHrOBOM CHCTEMBI YCIEBAEMOCTh CTYAEHTOB MO KaXJAOW JUCHUILUIMHE
OIICHUBAETCS B X0JI€ TEKYIIETO KOHTPOJISI ¥ TPOMEKYTOYHOM aTTECTAIUH.

Texkyuuii KOHTPOJIb
PeliTUHrOBas OlICHKA 3HAHUH CTY/IEHTA

Ne i/ Buj gestenbHOCTH CTYIEHTOB Cpoku KoanuectBo
BBITIOJIHEHUS 0aIoB
3 cemecTp
1. [TpakTrueckoe 3ansaTHe Neb 5 Henens 15
2. ITpakTnueckoe 3anstue Nell 11 menens 15
3. [IpakTrueckoe 3ansaTue Nelb 15 "Henens 25
Hroro 55
Htoro 3a 3 cemectp

MaxkcuManabHO BO3MOXKHBIN 0ajll 32 BeCh TEKYIIMH KOHTPOJb YCTaHABIMBAETCS PAaBHBIM 55.
Texyiee KOHTPOJBHOE MEPONPUATHUE CUUTAECTCA CHAHHBIM, €CIM CTYACHT IMOJY4YWJ 3a HEro He
MeHee 60% OT yCTaHOBJICHHOTO Ul 3TOT0 KOHTPOJISI MakCUMaJIbHOTO Oasuia. PedTuHroBeIi Oa,
BBICTABJSIEMBIN CTYAEHTY 3a TEKyLIee KOHTPOJIBHOE MEPOINPHUATHE, CHAHHOE CTYACHTOM B
YCTaHOBJICHHbIE T'Pa(UKOM KOHTPOJIBHBIX MEPONPUSATHI CPOKH, OIpenenseTcs CleayIoUM

obpa3zom:
YpoBEHb  BBINOJHEHUS KOHTPOJBHOTO PelitunroBeiii  Gann B % or
3a/IaHUst MaKCHMaJIbHOTO Oajijla 3a KOHTPOJIBHOE 3a/IaHNe)
OTan4HbIN 100
Xopomuii 80
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Y 10BIIETBOPUTEITHHBIN 60

HeynoBneTBopHUTEIbHBIH 0

IIpomexxyTouHas aTTecTANNS

[TpomexyrouHas aTrectanus B fopMe 3adera.

[Ipouemypa 3adera Kak OTACILHOE KOHTPOJIHLHOE MEPOIIPHUITHE HE TIPOBOJUTCS, OLICHUBAHUE
3HAHWIA 00YYAOIIErocs MPOUCXOIUT IO Pe3yJIbTaTaM TEKYIIEro KOHTPOJIS.

3aueT BBICTABIIACTCS IO pe3yyibTaraM pabOThl B CEMECTpe, MPH clade BCEX KOHTPOJIBHBIX
TOYEK, MPEAYCMOTPCHHBIX TEKYIIMM KOHTPOJEM YCIeBaeMOCTH. Eciu mo wuroram cemecTpa
oOyuatonuiics umeer ot 33 mo 60 OGaIoB, eMy CTaBUTCS OTMETKa «3auTeHo». OOydaroniemycs,
HMMEIOIIeMY TI0 UTOTaM ceMecTpa MeHee 33 0aJlIoB, CTABUTCSI OTMETKA «HE 3aYTEHOY.

Konuuecmeo 6annoe 3a 3auem (Ssay) npu paziuuHuix petimuHe08bix 06aiiax
10 QUCYUNIUHE NO Pe3VTbMamam pabomsl 8 cemecmpe

PeliTUHTOBBIN 0a/1J1 1O TUCHUIJIMHE KosmmuecTBo 6a/1/10B 32 3a4eT (Ssaq)
1o pe3yJabTaTam padothl B cemectpe (Reex)
50 £ R¢en <60 40
39 < Reen< 50 35
33 <Reex <39 27
Reen< 33 0

8.3 TunoBbie KOHTPOJILHbIE 32IaHUS WM MHbIE MATEPHAJIbL, HE00X0AMMbIe 1JIs1 OLEHKH
3HAHUI, YMEHHH, HABBIKOB U (MJIM) ONbITA AeSITeJIbHOCTH, XaPAKTEPU3YIOIIHUX ITAMNBI
¢dopmMupoBaHUs KOMIIETEHIM I

TunoBble KOHTPOJILHBIEC 3aJJaHUS WJIM MHbIE MaTepHallbl, HEOOXOIMMBbIE Ui OILICHKU 3HAHUI,
YMEHHM, HaBBIKOB W (WIM) OIBITa JEATEIbHOCTH, XapaKTEPHU3YIOIIUX dTarnbl (OPMUPOBAHUS
KOMIETEHIIUH U3J105K€HbI B POH/IE OLIEHOYHBIX CPEJACTB JUCLUIIIINHBI.

8.4 MeToanuyeckne MaTepuajibl, onpeaessiloniue Npoueaypbl oOleHUBAHUS 3HAHWMN, YMEHUI,
HABBIKOB M (MJIM) ONBITA [IeATEJNbHOCTH, XAPAKTEPU3YIOIIUX 3Tanbl (GoOpMUPOBAHUSA
KOMIIeTeHI M i
Texkymasi arrecralmusi CTYJAEHTOB TPOBOJMUTCS IMPENOJAaBaTEIEM, BEAYIIMUM MPAKTUYECKUE
3aHATUS 10 JUCHUUIUIMHE, B Cleayrommx GopMmax: TpaJIulUOHHBIA CEeMHHAp, KPYIJBIH CTOI,
BBITNOJIHEHUE MPAKTUYECKUX 3alaHuil. K MpakTHueckoMy 3aHSITHIO M KPYTJIOMY CTOJY CTYIEHT
JIOJDKEH TOJATOTOBUTH OTBETHI HA BOIPOCHI, MEUATHBIA BapHaHT KOHCHEKTA. 3alldTa KOHCIEKTa
mpoxoauT B ¢opMe JOKIaAa CTyIeHTa IO BBIMOJHEHHOH paboTe W OTBETOB Ha BOMPOCHI
npenojaBatens. MakcUManbHOE KOJMYECTBO OalljIOB CTYACHT TMOJy4aeT, €ClIM OH AaKTUBHO
y4acTBYeT B paboTe, BIaJeeT MaTepUaIoM, YMEET JIOTHYHO M YETKO U3JIaraTh MBICIIH, TBOPYECKU
MOJXOJAUT K PEUICHUI0 OCHOBHBIX BOIPOCOB TEMbI, MOKA3BAET CAMOCTOATEIBHOCTh MBIIICHUS,
oopMIIEHHE KOHCIIEKTa COOTBETCTBYET YCTAHOBJICHHBIM TPEOOBAaHHUSAM, a KOHCIIEKT MOJIHOCTBIO
pacKpbIBaeT CyTh BOIIpOCa.

OcHoBaHUEM JJI1 CHUKCHHEM OIICHKH SIBJISIOTCS:

- cnaboe 3HaHue TeMbl 1 OCHOBHON TEPMUHOJIOTHH;

- MACCUBHOCTH YYacCTHs B TPYIIIOBOM paboTe;

- OTCYTCTBUE YMEHHMSI MPUMEHUTHh TEOPETUYECKHUE 3HAHMS JUISl PELICHUs MPaKTUYECKUX
3aj1a4;

- HECBOEBPEMEHHOCTh MPEJOCTABIICHHS BBIIOJHEHHBIX padoT.

Kputepuu onieHHBaHHS PE3yIbTATOB CAMOCTOSITENILHON padOThl (KOHCIEKT) MPUBEICHBI B
@DoHJIe OILIEHOYHBIX CPEACTB MO AuCHUILTHHE «OCHOBBI JOKYMEHTOOOOpPOTa B TaMO>KEHHBIX
OpraHax».

IIpoMe:KkyTOUHBI KOHTPOJIb B GOpMeE 3aueTa.
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3ayer Kak OTHEIbHOE KOHTPOJBHOE MEpONpUsATHE HE TMPOBOAUTCS. BeicTaBisercs
HAKOTIMTEIBHO 32 pabOTy B TEUEHUH CEMECTpa.

OneHka «3a4TE€HO» BBICTABISETCA CTYACHTY, €CIM CTYACHT IMOCeIal JIeKIHOHHBIE U
MPAKTUYECKHUE 3aHATHSL, MIPOIIET cOOeCe0BaHM S, IPEIbSIBII KOHCIIEKT IO BCEM TEMaM IPOTPaMMBI
JMCIMIUTAHBI, BBITOJHUI BCe (DOPMBI CaMOCTOATENbHON paboThl. Ha cobecenoBaHuy OTBETHI Ha
BCE TIOCTABJICHHBIE MPENOJaBaTejeM BOIPOCHI C OICHKOHW OTBETa Ha «YAOBJICTBOPHUTEIBHO» H
BEIIIIE.

OneHka «He 3a4TE€HO» BBICTABIIAETCS CTYACHTY, €ClIU OH mpomycTil 6oiiee 40% 3aHATHI 110
JIMCUUIUIMHE, HE TIpomiesl cobecepoBaHUE MO0 KOHTPOJILHOW paboTe, HE BBINOJIHHUI Bce (OPMBI
camocTosiTeNibHbIe paboThl. Ha cobecenoBaHny HE OTBETHJI HAa MOCTABJICHHBIC IPETOJaBaTENIeM
BOTIPOCHI U3 CITUCKA BOIIPOCOB ISl IPOBEPKU YPOBHS O0YIEHHOCTH.

9. Meroauyeckue yKazaHus /sl 00y4ar0LUXCH M0 OCBOCHUIO THCHUTIIUHBI

Ha nepBom srtame HEoOXOOMMO O3HAKOMUTHCA € paboyell MporpaMMoi JUCIUIUIMHBL, B
KOTOPOIl pacCMOTPEHO COJIEP)KaHUE TEM MPAKTUYECKUX 3aHSITHH, TEMbl U BUJIbI CAMOCTOSATEIbHON
pabotel. Ilo kakmomy BHy CaMOCTOATEIbHON pabOThl MPEILyCMOTPEHBI ONpeaes€HHbIE (HOPMBI
otueTHOCTU. OHU U30KeHbl B DOHAE OLIEHOUYHBIX CPEJACTB U B METOAMUYECKUX PEKOMEHAALUIX
JUIS CTYJIEHTOB IO OpraHu3alld  CcaMOCTOSITeNbHOM  paboTel Mo AucuuIiuiiHe «OCHOBBI
JOKyMEHTOO0OpOTa B TaMOKEHHBIX opraHax». /[l ycmemHoro OCBOEHUS IUCIUIUIUHBI,

HEOOXOJIMMO  BBITIOJHUTH  CJICAYIOIIHE  BUIBI  CAMOCTOSITEILHOW  PabOTHI,  HCIOJB3YS
peKOMEHTyeMble HCTOYHUKHA WH(OPMAITHH.
No PexomeHnyemMble HICTOUHUKH UH(OPMAITUH
/| Bug camocTosTensHOl paboThI (Ne icrouHmMKa)
OcnoBnas | Homonuu- | Meroau- HNutepner
TeNbHAas yeckast -pecypchl
1 | CamocrosTensHOE U3yYeHUE JIUTEePaTypPhl 1 1,2 1,2,3 1,2,3
o Temam Nel - Ne7,
2 | [logroroBka K MpakTUYECKUM 3aHSATHUSIM 1 1,2 1,2,3 1-5

10. Y4yeOHO-MeTOAMYECKOE U HH(POPMALIMOHHOE 00ecnievyeHue JUCIUITHHbI
10.1. IlepeyeHb OCHOBHOI W [ONMOJHUTEJbLHOW JIUTEPATYPbl, HEOOXOAUMOM IS
OCBOEHHSI THCIHUIJIHHBI
10.1.1. IlepeyeHb OCHOBHOM JIUTEPATYPHI:
1. DOmnosa, I'. B. OcHOBBI 1OKYMEHTOOOOPOTa B TaMOXKEHHBIX OpraHax: y4e0. mocobue / I'.B.
Onosa. - CII6. : Unrepmenus, 2014 -206 c. - [pun.: c. 174-205. - bubaunorp.: ¢.171-173. -
ISBN 978-5-4383-0065-6.

10.1.2. IlepeyeHb JONOJHUTEIbHOM JIUTEPATYPHI:

1. UNmeitnoB B.S. 3amwura xoHduaeHuuanbHoW uHpopManuu: yded. mocobue s By30B / B.A
Nmeiinos, M.B. MeuatynsH. — Mocksa.: ®opym,2013. -254 c.: un.; 22 — (Beicuiee o6pa3zoBaHue) .
—I'pud: Pex YMO. —ISBN 978-5-91134-336

2. KoHpuaeHnManbHOE AEIONPOU3BOJICTBO M 3ALIUIIEHHBIH 3JIEKTPOHHBIH JOKYMEHTOOOOPOT
[DnexTponnsblii pecype] : yueOnuk / H. H. Kynses, A. C. démymkun, A. I'. ®abpuunos, T. B.
Konpgpamesa ; nox pen. H. H. Kynses. —OnekTpoH. TekcroBble qanusie. — M. : Jloroc, 2013 —
452 c. — 978-5-98704-711-8 — Pexxum goctyna: http://www.iprbookshop.ru/9083.html

10.2. IlepeyeHb Y4eOHO-METOAUYECKOr0 OOeCHeYeHUs] CaAMOCTOSATEIbHON PadoThl
o0y4aromuxcst o JMCHHILIMHE
1. MeTtoauueckue peKOMEHAAUH ISl CTYJACHTOB M0 OPraHU3alMi CaMOCTOSITENIbHOW paboThl 1O
mucuuIuiiHe «OCHOBBI IOKYMEHTOO0OpOTa B TAMOXKEHHBIX opranax», Omosa I'.B., 2019.
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2. Metoauueckue ykazaHus 1O BBITIOJHEHUIO MPAKTUYECKUX pabOT IS CTYACHTOB MO JUCLUTUINHE
«OCHOBBI IOKYMEHTOO00pOTa B TAMOXKEHHBIX opranax», Jmnosa ['.B., 2019.

3. ®oHI OIEHOYHBIX CPEACTB MO AUCHUIUIMHE «OCHOBBI JOKyMEHTOOOOPOTa B TaMOMXEHHBIX
opraHax»

10.3. Ilepeyenr  pecypcoB  HHGPOPMANMOHHO-TEJEKOMMYHHMKANIMOHHON  CeTH
«HTEpHET», HEOOXOMMBIX JIJIsl 0CBOEHHST THCIMIIIHHbI
Humepnuem-pecypceol:
1. http://www.consultant.ru/online/ - CiipaBouHo-TipaBoBast cucTemMa
2. http://elibrary.ru/defaultx.asp - Hayunas snekTpoHHas OHOIHOTEKA
3. http://akvest.donrta.ru/ - «Axagemuueckuii  BecTHUK PocroBckoro  ¢dwimana Poccuiickoit
TaMOYKEHHOM aKaJeMUN» - HAYYHO-TIPAKTUYECKUH KypHAI.
Dnekmponnvie OudIUOMEUHbIE CUCHEMBL:
4. http://biblioclub.ru/ - Yuusepcurerckas oudianoreka ONLINE.
5. http://www.iprbookshop.ru — Dnekrponnast 6ubnuoTeunas cuctema «IPRbooksy»
Ilpogheccuonanvhvie 6azvt 0anHvlX
6. http://www.gdm.ru. - obunmambHbIi callT ['MIbINN YIPABISAIONIAX JOKYMCHTAIIUCH

11. IlepeyeHb MH(POPMALMOHHBIX TEXHOJOTHM, HCIOJB3YEeMBIX NPH OCYLIECTBJICHUH
o0pa3oBaTeIbHOr0 IpoLecca MO0 [JAMCHMIUIMHE, BKJIKYasg IepeYeHb INPOrpPpaMMHOIO
o0ecrnieyeHNst M HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

HNudopmMaumoHHble TEXHOJIOTHH:
Hcnonb3oBanue cnenuanbHbIX UHPOPMAIMOHHBIX TEXHOJOTHH JUIsl OpraHu3aluu yueOHOTro
nporiecca He TpedyeTcs.

HNudopmanmoHHbie CIPABOYHbIE CHCTEMbI:
1. http://www.consultant.ru/online/- cnipaBounas npaBoBas cucrema Koncysprant Imoc

IlepeyeHb MporpaMMHOro odecrneyeHuss U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM
- Microsoft Windows 7

- Microsoft Office
- OPTIMA-WorkFlow

12. Onucanue MaTepHAJIbLHO-TEXHHYECKOH 0a3bl, HEOOXOAMMON IJIs1 OCYHIECTBJICHHS
00pa3oBaTeJILHOI0 Mpolecca Mo JMCHUIINHE

JIeKIIMOHHBIE 3aHATHS AynuTtopus, YKOMIUIEKTOBAaHHAs CHEIMATIM3HUPOBAHHON MeOebio
U TEXHUYECKUMHU CpEACTBAMH OOyuYeHUSs, CIyXallUMH s
npeacTaBieHus ydeOHOM uHbopManuu OO0IbIION ayIUTOPUH:
NEepEeHOCHOM HOYTOyK, MpOEKTOp, [O0CKa. Y4eOHO-HarysHble
nocoOusi B BUJIE TEMATUUECKUX MPE3EHTAIUI, COOTBETCTBYIOIIUX
pabounM MporpaMMamM TUCIUILTUH

[IpakTHuecKue 3aHATHS Aymutopus, oOopyaoBaHHas ydyeOHOH  MeOenblo, JIOCKOH

JlaGopaTopHble 3aHATHS KJacCHOM 3-X cTBOpuYaToOid, KOMIIbIOTEpaMu B cOope - 8§ mIT.

['pymmoBsie u | AyauTopus nojkio4deHa k cetu «HTepHeT».

VHMBHUyaJIbHbIC

KOHCYJIbTALIUU

Texylmuii KOHTPOJIb

Hrorosas arrecranus Aymutopus, YKOMIUIEKTOBAaHHAs CHEIMAIM3UPOBAHHON MeOesbio
U TEXHUYECKMMHU CPEJCTBAMU 00y4eHUs

CamocrosTenbHas paboTta Aymitopus Ui CaMOCTOSITENIBHOM paboThl, 00OpyJOBaHHAs
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y4eOHO#l Mebenbio, TOCKOU KII. 3-X CTBOpUaTasi, KOMIBIOTEpaMH B
coope - 12 mT. Aymuropus noaximoueHa K cetu «MHTepHET»,
UMEETCS JIOCTYN K O3JICKTPOHHBIM OWOJIMOTCYHBIM CHUCTEMaM H
AIIEKTPOHHOU nH(pOpPMALMOHHO-00pa30BaTEIbHOI cpene
YHUBEPCHUTETA.

13. OcoOeHHOCTH OCBOEHHMS [IMCHUILIMHBI (MOAYJIsI) JHMIAMHM C OrpaHHYeHHBIMU
BO3MOKHOCTSIMH 310POBbSI

OOyuarommMcss € OTPaHUYCHHBIMA ~ BO3MOXKHOCTSIMH  37I0POBbS  IIPEIOCTABIISIOTCS
CTeNMaNbHbIe YYeOHHWKH, Y4YeOHBIE IOCOOMS W JUIAAKTUYECKHE MaTepHaibl, CHelHabHbIC
TEXHUYECKHE CpeAcTBa OOy4YeHHS KOJUIEKTUBHOTO W HWHIMBUIYaJbHOTO TMOJB30BAHUSA, YCIYTH
accHCTeHTa (IIOMOIIIHKKA), OKa3bIBAIOIIET0 00yJaromuMcs He0OX0IUMYIO0 TEXHUUECKYIO TOMOIIb, a
TaKXe YCIyT'H CypAONEepEeBOAYNKOB U TH(IOCYPAOTIEPEBOTIHKOB.

OcBoeHHEe AMCIUIUIMHBI OOYYAIOUIMMHCS C OTPAaHMYEHHBIMH BO3MOXKHOCTSIMH 37I0POBBS
MOKET OBITh OPTaHW30BAHO COBMECTHO C JPYTMMH OOYYalOMIMMHUCS, a TaK JX€ B OTHIENBHBIX
rpyImax.

OcBoeHHE AMCIUIUIMHBI OOYYAIONIMMHCS C OTPAaHHMYEHHBIMH BO3MOXKHOCTSIMH 37I0POBBS
OCYIIECTBIISIETCS C YYETOM OCOOCHHOCTEH TICHXO(U3NYECKOTO pa3BUTHS, WHAWBUIYATbHBIX
BO3MOJKHOCTEH M COCTOSIHUS 37I0POBBSI.

B mensx mocTymHOCTH TOJIyd€HHUS BBICHIETO OOpa30BaHUs MO 00pa30BaTEIBHONU MPOTPaMMe
JUIIAMHA C OTPAaHWMYCHHBIMH BO3MOXXHOCTSIMH 3JIOPOBBSI TIPU OCBOSHHH JIUCIMILIHHBI (MOIYJIs)
obecnieunBaeTcs:

1) anst I ¢ OTpaHUYCHHBIMU BO3MOYKHOCTSIMHU 37I0POBBSI TIO 3PCHHIO:

- IPUCYTCTBHE ACCHCTEHTA, OKA3bIBAIONIUI CTYICHTY HEOOXOIUMYIO0 TEXHUIECKYIO TIOMOIIIb C
YUETOM HHIUBUAYaIbHBIX OCOOCHHOCTEH (IMOMOTraeT 3aHsATh padouee MeECTO, TepeIBHraThCs,
MPOYHTATh U OPOPMHUTH 3a/IaHUE, B TOM YHUCIIC, 3AITKCHIBAs 1TOJI JUKTOBKY),

- MHCHMEHHBIE 33/IaHUs, a TaK)Ke MHCTPYKIUU O TOPSAKE WX BBIMOJHEHHUS OQOPMIITIOTCS
YBEIMYCHHBIM HIPUPTOM,

- CHelUalbHbIC YYCOHHWKH, y4eOHbIE MOCOOMS M JUIAKTHYECKHE MaTepuaibl (MMEroIIne
KpYIHBIA mpudT nau ayauodanisr),

- MHIMBHIyaJlbHOE paBHOMEpHOEe ocBerieHue He MeHee 300 JrOKC, - MpH HEOOXOAMMOCTH
CTYICHTY JJIsl BBIITOJIHEHHSI 33JJAaHUS TTPEOCTABIISCTCS YBEIUYNBAIOIIEE YCTPOHUCTBO;

2) ISt JIAL C OTPAHUYCHHBIMHA BO3MOXHOCTSIMH 3JIOPOBBS IO CITYXY:

- IIPUCYTCTBUE ACCHCTEHTA, OKA3bIBAIOLIUI CTYICHTY HEOOXOIUMYIO0 TEXHUYECKYIO MTOMOIIb C
Y4ETOM HHJMBHUIYaIbHBIX OCOOCHHOCTEW (IIOMOTaeT 3aHATh padouee MECTO, TepeJIBUraThCs,
MPOYHTaTh U OPOPMUTH 3a/IaHUE, B TOM YHUCIIC, 3AIUCHIBAS TIO]] TUKTOBKY),

- o0ecrieurBaeTCsl HAJMUME 3BYKOYCHUIIMBAIOIICH ammaparypbl KOJUIEKTHBHOTO TMOJIb30BAHUS,
npu  HEOOXOAMMOCTH OOydaromeMycs MpeJOCTaBIsICTCS 3BYKOYCHJIMBAKOIIAS — armaparypa
WH/IMBUTYJILHOTO T0JIb30BaHMSI,

- obecnieunBaeTCs HAAJISKAIIMMU 3BYKOBBIMH CPEJICTBAMM BOCIIPOU3BEICHHS HH(OPMAIIUH;

3) Ui UL ¢ OTPAaHUYEHHBIMH BO3MOXHOCTSIMM 370POBbS, UMEIOIIUX HAPYIIEHUS OMOPHO-
JIBUTATENFHOTO ammapaTta (B TOM YHCIE C TSHKENBIMH HApyIIEHUSMHU JBUTATENBHBIX (YHKIUN
BEPXHUX KOHEYHOCTEH MIIM OTCYTCTBHEM BEPXHUX KOHEUHOCTEH):

- THMCbMEHHBIE 3a/laHMsl BBINOJHSIOTCS Ha KOMIIBIOTEPE CO CHELHATU3MPOBAHHBIM
IIPOrpaMMHBIM 00ecrieueHHEeM WM HaIMKTOBBIBAIOTCS aCCUCTEHTY;

- 10 XKEJIAHUIO CTYJICHTA 3aJ]aHUsl MOTYT BBIIIOJIHATHCS B YCTHOU (opMme.
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