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BBEJAEHHUE

JononHutenbHas npodeccuoHaibHas NporpaMma IMOBBIIICHUS KBaIU(DUKALIUN
«Kypc Mononoro corpyanuka. J1enonpou3BoACTBO B HAIOTOBBIX OpraHax» pean3yeTcs
B COOTBETCTBHUU CO CIIEAYIOIIMMH HOPMATHBHBIMHU MTPABOBBIMU aKTAMH:

— ®enepanbHbM 3aKOHOM OT 29.12.2012 Ne 273-®3 (¢ u3m. u nom.) «O0
oOpazoBanuu B Poccuiickoil deneparumny;

— ®enepanbHbiM 3ak0HOM 0T 27.07.2004 Ne 79-®3 (¢ u3M. u jgom.) «O
roCyIapCTBEHHOM IpakIaHCKON cimy»)0e Poccuiickoit deneparumy;

— VYkazom Ilpesunenta PO or 21.02.2019 Ne 68 «O mpodeccroHanbHOM
Pa3BUTHH T'OCYIapPCTBEHHBIX IPaKIaHCKUX ciayx)aumx Poccuiickoit denepanuny;

— [Tpukazom Muno6pnayku Poccuu ot 01.07.2013 Ne 499 (¢ u3m. u gom.) «O06
yrBepkaeHun  [lopsiika — opraHM3anuu W OCYIIECTBIIGHHS — 00Opa30BaTeIbHOM
JESTEIBHOCTH T0 IOTIOJIHUTEIbHBIM TPO(ECCHOHATIBHBIM IPOrpaMMamy,

— [Toctanosnenue IIpaButrensctBa P® ot 11.10.2023 Ne 1678 «O6
yrBepkaeHnu  [IpaBunm ~ TpuUMEHEHUs  OpraHU3alUsIMU, OCYIIECTBIISIOIUMU
o0pa3oBaTeNbHyI0  JCSTENBHOCTb,  AJIEKTPOHHOTO  OOY4YeHHS,  JAMCTAHIIMOHHBIX
00pa30BaTeNbHBIX TEXHOJIOTUN TIPH pean3aliid 00pa30BaTEIbHBIX IPOTPAMM))

— WHBIMU HOPMAaTHBHO-TIPABOBBIMHU aKTaMHU.

Bri6op TeM mporpamMmbl M €r0 OCHOBHOTO COJAEp)KaHMS MPOU3BENEH C y4ETOM
o0OecrieyeHrs TMPEEeMCTBEHHOCTH TOCYJapCTBEHHOTO 0O0pa30BaTEeNbHOTO CTaHIapTa
BBICIIIETO po¢heCCUOHATTBHOTO o0pa3oBaHHUs HaTpaBICHUHN MIOJITOTOBKHU
«[ocymapcTBeHHOE W MYHHIIMIIAJIBHOE YIpaBieHue», yTB. [Ipukazom MwuHOOpHAYKH
Poccun ot 13.08.2020 Ne 1016 «O6 yTBepxkaeHuu (enepanibHOr0 TOCyAapCTBEHHOTO
00pa3oBaTeNBLHOTO CTaHAApTa BBHICIIETO OOpa3oBaHUs - OakajaBpuar MO HAMPABIICHUIO
noaroroBku 38.03.04 'ocygapCTBEHHOE U MYHULIMIIATBLHOE YIIPABICHUE.

B cBs3u ¢ noBbIieHHEM TPeOOBaHM K YPOBHIO KBATM(DUKAIIUU TOCYIaPCTBEHHBIX
TPOKIAHCKUX CIIYXallMX W HEO0OXOJAMMOCTBIO OCBOCHHS COBPEMEHHBIX METOJOB
pemieHuss npodeccHoHanbHBIX 3adad nporpamma  «Kypc Momomoro corpynHHKa.
Jlenompon3BOACTBO B HAJIOTOBBIX OpPraHax» SIBISETCS BEChbMa aKTyalbHOW M 3aHUMAET
BAXKHOE MECTO B  Mmpouecce MNpUoOpeTeHuss  MpPOQPECCHOHANBHBIX  3HAHUU
TrOCYJapCTBEHHBIX  TPaXIAaHCKUX  CIyXKallWX,  BIEPBbIC  IOCTYNMHMBIIMX  Ha
rOCyIapCTBEHHYIO TPAXKIAHCKYIO CITYKOY.

[TporpamMmMa mpemHazHaYeHA TSI M3yYEHHUS] OCHOB JIEJIOMPOU3BO/ICTBA, MOTYUCHHS
3HaHUW B cdepe JTOKYMEHTOOO0OpOTa, TPUOOPETEHHS HABBIKOB IMPUMEHEHUS
COBPEMCHHBIX HMH(POPMAIIMOHHBIX TEXHOJOTUH B JACATEIBHOCTH TOCYAApCTBCHHBIX
OpTraHOB, MOBBIIICHUS YPOBHS MPOPECCUOHAIBHON KOMITETEHIIUH.

B cBs3u ¢ 3TUM uenv npozpammel noeviuienusa Keanugpukayuu COCTOUT B
MPUOOPETEHUHN TOCYAAPCTBEHHBIMH TPAKIAHCKUMHE CITYXKAIIUMH HEOOXOAMMBIX 3HAHUI
JUTSI BBITIOJTHEHUS Ha BHICOKOM TIPO(ECCHOHATFHOM YPOBHE CITY>)KEOHBIX 00S3aHHOCTEH, a
TaK)Ke YKpeIJieHue MHTepeca K BRIOpaHHOM mpodeccu.

B pamMkax 3asiBJI€HHOM MPOTPaMMBI JIOJKHBI OBITh PEIICHBI CIEYIONINE 3a0ayu’

1. 3y4uTh NpaBOBBIE OCHOBBI IO BEAECHUIO JEIOMPOU3BOCTBA,

2. TIO3HAKOMHUTBCS C COBPEMEHHBIMH HH(POPMALMOHHBIMH TEXHOJIOTHUSIMU,
UCIOJIb3yEMbIMHU B JIEATEILHOCTH MPU BEIEHUU JJOKYMEHTOOOO0pOTAa.



IHJIAHUPYEMBIE PE3YJIBTATBI OBYYEHMUSA

['ocyapcTBeHHbIE T'pa)KIaHCKHE CIIy)Kalllue, MpoIIee o0ydyeHue Mo JaHHON
porpamme, T0JKHbI 00J1a/1aTh CIEIYIOIUMU KOMIETEHIIUSIMMU:

e CIIOCOOHOCTBIO JAeicTBOBaTh B cooTBeTcTBHUM ¢ KoHcturymmein Poccuiickoit
®enepanyu, GpenepalbHBIMU KOHCTUTYLIMOHHBIMU 3aKOHAMH, (peiepabHBIMU 3aKOHAMH,
MHBIMA HOPMaTUBHBIMU MPaBOBBIMU akTaMu Poccuiickoit dexnepaiuu, odecreunBaTh UX
WCIIOJIHEHNE;

® BBICOKMM YPOBHEM IIPABOCO3HAHHUS U IIPABOBOM KYJIBTYPBI;

® CIOCOOHOCTBIO MOJAJEPKUBATh YPOBEHb KBAIM(UKALNKA, HEOOXOTUMBIA IS
HAJJICKAIIETO UCTIOTHEHUS TOJDKHOCTHBIX 00S3aHHOCTEH.

B pe3ynprare OCBOECHMS MAHHOW INPOrPAMMBI T'OCYJAPCTBEHHBIM TPaKIAHCKUU
CITyKalIuW JTOJKEH

3HAMb:

— OCHOBHBIE€ HOPMBI 3aKOHA I10 JAEJIONPOU3BOICTBY U JOKYMEHTOOOOPOTY;

— OCHOBBI J€JIOMPOU3BOICTBA U IOKYMEHTOO00POTA;

— IOPSAZOK IPUMEHEHUSA 3aKOHOJATEIbCTBA IIPU PETYIUMPOBAHUU JEATEIBHOCTH
rOCyZapCTBEHHBIX TPAXKITAHCKUX CITYKAILNX;

— COBpEMEHHbIE HH(OPMALMOHHBIE TEXHOJOTMH, MPUMEHSIEMbIE INPU BEICHUU
AJIEKTPOHHOT'O JOKYMEHTO000pOTA.

— ymemb:

— ONEpHUpOBaATh NIPABOBBIMU ITOHATHAMHU U HOPMaMU;

— paboTaTh C MEpPCOHANbHBIMH JAHHBIMU TOCYAAPCTBEHHBIX TIPaXIaHCKUX
CIIyalluX Mpu UX 00paboTKe, mepeiaye U XpaHEeHUH;

— OPUMEHSATh OCHOBHBIE NPHHIMIBI PabOThl C JAOKYMEHTAMH OrPaHUYEHHOIO
JNOCTYTIa U pacIpOCTPAHEHHUS;

61a0ems HAGLIKAMU.

— TOJATOTOBKM  CIYXEOHBIX  JOKYMEHTOB, cOopa, CHUCTEMaTU3alUd U
MCII0JIb30BaHUs MH(OpMauy;

— paboThl ¢ JOKYMEHTaMH, B TOM YHCJIE B 3JIEKTPOHHOM BH/JIE;

— NpUMEHEHUS HMHQPOPMAIMOHHBIX TEXHOJOTMH B paboTe C 3JIEKTPOHHBIMU
JNOKYMEHTAMU.
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YYEBHbBIN IIIAH
JOTIOTHUTEIBHOH MPOo(dhecCHOHAIBHON TPOTPaMMBI

Kypc mosnoaoro corpyanuka. /lesionpou3BocTBO B HAJI0TOBbIX OPraHax

I10 ITIOBBIIIICHUIO KBaJ'II/Iq)I/IKaI_[I/II/I (be,I[epaJ'IBHBIX rocyaapCTBCHHLIX I'PAXKAAHCKUX CIIY>KalllUX

denepanbHOM HATOTOBON CITY>KOBI
Tlonyuenue HosoU KoMnemenyuu, HeodXo0OUMOU OJisi NPOPECCUOHATLHOU OessMeIbHOCMU, U

Hean:

(unu) nosviulenue NPogheccuoHaIbHO20 YPOBHs 8 PAMKAX UMeroWelcsa Keanugurkayuu no
80NPOCAM OP2aAHU3AYUU OeONPOU3BOOCMBA 8 HAIO20BbIX OP2AHAX

Karteropus, rpynna
JOJIKHOCTEH:

IpomokuTEILHOCTH 18 uacos

o0y4eHmusI:

®opma o0yueHus:

20CY0apcmeentble SpancoOancKue cyicawue, Gnepsvie NPUHIMvle Ha
20CY0aApPCMEEHHYI0 2PAHCOAHCKYVIO CLYHCOY

3A04YHAA C UCNOJIb306AHUEM ducmaHuuomtblx 06pa306am€.7leblx

MEXHONI02ULl U INIEKMPOHHO20 00YUeHUsl 8 NOTHOM 00beMe ¢ OMpbleoM OMm
UCNOTHEHUSL CTLYHCEOHBIX 00513aHHOCMEN NO 3aMeuaemMol OOINCHOCIU
20CY0apCmEeHHOU pANCOAHCKOU CLyHCObL

PexuM 3ansaTuii:

2-8 yacos 6 0enw

KoauuecTBO 4acoB
o dopma
HaumMeHoBaHue pa3aeioB u 110 BUIaM 3aHATHU p .
Ne i/l M CHHILTH B MPOMEKYTOYHOM
cero -
JTeKINH PaKTH4YeCKHe arTecTauuu
3AHATUHA
| OO01mas yacThb 8 2 6 —
T ChenyanbHas 4acTh 9 1 8
Opranuzanus
1 JIETIOTIPOM3BOICTBA B HAJIOTOBBIX 7 1 6 3ayer
opranax
Hcnonp3oBaHnEe COBPEMEHHBIX
2 HHGOPMAIIMOHHBIX TEXHOJIOTHIA 2 0 2 3a4yer
B JICJIONPOU3BOJICTBE
SK3aMeH B popMe
Hrorosas arrecrauus 1 1 bop
TECTHPOBAHUS
18 3 15
UTOTO
KAJIEHJIAPHBIN YYEBHBIU I'PA®UK
Cpok 00y4eHwus 1o mporpamme
MOBBILICHUS KBaTU(UKAIUH, 1 2 3
HEIeINn
Cpok 00yueHud 110 IporpaMme
PO 06y porp 1213|456 9 (10|11]12|13 |14 |15
MOBBIIICHUS KBATH(DUKAINH, THA
Bupl 3aHsTHIA, TIPETyCMOTPEHHbBIE
MIPOrpaMMOM MOBBIILIEHNUS AlAIA|/A|K|A AlAIAIAIA|IA|A|H
KBTH(DUKAITIH

A — aynuTOpHas U caMOCTOATENIbHAs paboTa,

K — xanukynbl,
N — nrorosas arrecramus




PABOYHUE MTPOTPAMMBI JUCIIUILIAH (MOIYJIEI)
OBIIAS YACTh

PABOYAS ITPOI'PAMMA TUCIUAIIINHBI

Hauajno paﬁoTbl. OpFaHI/I3aIII/lOHHble U HOPMATUBHO-NIPAaBOBbIC OCHOBBI

(HanMeHoBaHMe yIeOHOI AUCIUIIIHHBL)

BBenenue

I[I/ICHI/IHJIHHa «Hauano pa6OTI>I. OpFaHI/IBaHI/IOHHLIe N HOPMATHUBHO-IIPABOBLIC
OCHOBBI» HAICJICHA Ha M3Y4YCHHC CTPYKTYPBI HAJIOT'OBBIX OPI'aHOB, 06HII/IX BOIIPOCOB
opraHu3anuu HX pa6OTBI HaAJIOT'OBBIX OPIaHOB, IIPABHII I[OKYMGHTOO60pOTa N 3alllUThI

MEPCOHANIBHBIX JAaHHBIX, OCHOBHOTO 3akoHa cTaHbl — KoHcturyuuun P®, ocHOB
HAJOTrOBOTO  QJIMUHHCTPUPOBAHUS,  OOMIMX  BOMPOCOB  AHTHUKOPPYHIIMOHHOIO
3aKOHOJIaTEIbCTBA U 3aKOHOJATENIbCTBA, PETYIUPYIOLIErO IPOXOXKIECHUE

roCyJIapCTBEHHOM IpakAaHCKOW CIY>KObI, BOIPOCH! COLMAIBHOM 3aIlIUThl U COLIMATBHBIX
rapaHTHI TOCYIAPCTBEHHBIX TPAXKIAHCKHUX CITYXKAIIIHX.

Hesn, 32024 1 MeCTO Y4eOHOM AUCUMILIMHBI B IPOLecce NMOBbILICHUS
KBAJTH(PUKALUH.

Ienvto w3ydyenus pucuuiuiudbl «Havano pabGotel. OpraHu3aliOHHBIE |
HOPMATHUBHO-TIPABOBBIE OCHOBBI» SIBIIETCS (POPMHUPOBAHUE Yy TOCYJIapCTBEHHBIX
FPaXJAHCKUX CIYyKAlMX, BIIEPBbIE NPUHATBIX HA TOCYAAPCTBEHHYIO TI'PaXKIAHCKYIO
CITyXKO0Yy:

— 3HaHui o mecte U ponr @HC Poccun, 0 CTpyKType U COCTaBE HAJIOTOBBIX
OpraHOB, OCHOBHBIX TPUHIIMIIOB OpTraHU3aIlMd HUX pabOThl W B3aUMOJCHCTBHUA, O

MpaBHIIaxX JIOKyMEHTO000pOTAa, 3¢ HEeKTUBHBIX criocobax HCIIOJIb30BaHUs
MH(GOPMALIMOHHBIX TEXHOJIOTHI BHYTPH CUCTEMbI HAJIOTOBBIX OPTraHOB;
— 3HaAHUU Konctutynun PO, o01ux BOIIPOCOB HaJIOTOBOI'O

3aKOHOJATENBCTBA, HAJIOTOBOTO KOHTPOJIS;

— MOJIy4EHUE HOBBIX HEOOXOAMMBIX  [IJIi  BBITIOJHEHUS  CIY>KEOHBIX
00sI3aHHOCTE Ha BBICOKOM TPO(PECCUOHATILHOM YPOBHE HABBIKOB IPUMEHEHUS
MIPaBOBBIX HOPM;

— yKpeIJIeHne UHTepeca K BbIOpaHHOM mpodeccuu.

B paMkax 3asBiIeHHOM 1IeJM JOKHBI OBITh PEIIEHBI CAEAYIOIINE 3a0auu.

— HOPMATUBHO-TIPABOBBIE ~ AaKThl,  PErVIAMEHTUPYIOUIUME  JACSTEIbHOCTb
denepanbHON HAIOTOBOM CITYXKOBI U €€ TEPPUTOPUATTLHBIX OPTaHOB;

— O3HAKOMMTH CITyIIATEJIE C COBPEMEHHOM CTPYKTYPOW HAJIOTOBBIX OPraHOB,
UX TIOJIHOMOYHUSMH U HAIIPaBJIECHUSIMU AESTEIbHOCTH;

— PacCMOTpPeTh OCOOEHHOCTH OCHOBBI HMH(DOPMAIMOHHOW OE€30MaCHOCTH H
3amuThl HHGOPMAIMH, OCHOBBI PA0OTHI C IEPCOHATBHBIMU JTAHHBIMHU;

— PACKpBITh COBPEMEHHbIE MH(MOPMALMOHHBIE TEXHOJOTHMU B JEATEIHLHOCTH
HaJIOTOBBIX OPTaHOB.



B cBsi3u ¢ Tem, 4TO CTPYKTypHbIE IPEeoOpa3oBaHUs U TEXHUYECKUN MPOrpecc
BHOCSIT 3HAUWTEIbHbIE H3MEHEHUS B XapakTep Tpyla, NPEAbsBIAs K COTPYAHUKAM
HAJIOTOBBIX OpraHOB 00Ji€e BBICOKHME TpPEOOBaHUS, YBEIMYMBAsI SKOHOMHMUECKYIO U
COLIMAJIbHYIO 3HAUMMOCTh PE3YJIbTAaTOB UX JEATEIbHOCTU qucuuminHa «Hauano paboTsl.
OpraHu3alluOHHBIE U HOPMAaTHBHO-IIPABOBBIE OCHOBBI» 3aHMMAET Ba)XHOE MECTO B
IPOLECCE MOATOTOBKA BHOBB NMPUHATHIX COTPYIHUKOB K BBIIIOJIHEHUIO BO3JIOXKEHHBIX Ha
HUX OOS3aHHOCTEH, OOHOBJEHMSI W 3aKpPEIUIEHHs UX TNPO(PECCHOHANBbHBIX 3HAHUU U
OBJIQJICHHUS] HAaBBIKAMH TNPO(PECCHOHANBHOTO B3aMMOJICHCTBHS B KIIIOYE COOJIIOICHUS
BHYTPUOPraHU3alMOHHBIX TPaBUJI U HOPMATUBHBIX IIPABOBBIX aKTOB.

Ilnanupyembie pe3yabTaThl 00y4eHHA

B pe3ynbprare OCBOEHHS NAHHOW IUCIUIUIMHBI FOCYAAPCTBEHHBIM T'pa)KHaHCKUN
CITyKalIuW JTOJKEH

3Hamo.

° Konctutymuio PO, @enepanphble 3akoHbl, yKas3bl [Ipe3unenra Poccuiickoi
Oenepannu, IloctanoBimenus IlpaBurensctBa Poccuiickont ®eaepanmid W HHBIE
HOPMAaTUBHO-IIPABOBBIC  AKThl MPUMEHUTEIBHO K  MCIOJHEHHUIO  JIOJDKHOCTHBIX
00513aHHOCTEH;

° OpraHu3allMOHHO-IPaBOBbIE OCHOBBI JedarenbHocTh PHC Poccum u ee
TEPPUTOPUAIBHBIX OPTaHOB;
. OCHOBBI HAJIOTOBOTO aJMHHUCTPUPOBAHUS, CYHUIHOCTb H COICPIKAHHUE

OCHOBHBIX MOHSITUM, KATErOpHi, WHCTUTYTOB, IIPABOBBIX CTATyCOB YYaCTHUKOB
HAJIOTOBBIX ITPABOOTHOLICHUH

o 3aKOHO/ATEIbCTBO, perynupyioiiee OCHOBBI MPOXOXKACHUS
roCyJIapCTBEHHOM TPaKJaHCKOM CITyKOBI.

. CYIIECTBYIOIINE COLMATIbHBIC TAPAHTHH TOCCITYKAIINX;

o OCHOBBI aHTUKOPPYMIIMOHHOTO 3aKOHOAATEeHCTBA;

o paBuJia JAEJIONPOU3BOICTBA U IOKYMEHTOOO0POTa B HAJIOTOBBIX OpPTraHax;

o npaBuiia paboThl C IEPCOHATBHBIMU JaHHBIMU;

o OCHOBBI IICUXOJIOTUH MPO(PECCHOHANBHON eI TeTFHOCTH.

ymemn.

o NPUMEHSTh MPABOBbIE HOPMBI, OTHOCAIIUECS K chepe mpodeccuoHaTbHON
JeSITeIbHOCTH;

o MPABUJIBHO COCTAaBJIATh U OPOPMIISITH COOTBETCTBYIOIINE JOKYMEHTHI,

. paboTaTh ¢ MepCOHATbHBIMU JTaHHBIMH;

. COOJTIOIATh ATUKY JIETIOBOTO OOIICHHS;

o pazpeiath KOHQIUKTHBIE CUTYaI|H.

671a0emsb HABLIKAMU

. MOJFOTOBKA TIPOEKTOB PEIIEHUH M CIyXeOHbIX JIOKYyMEHTOB, cOopa,
CUCTEMAaTU3allH 1 UCTIOJIb30BaHUS aKTyaJbHOU WH(POpMAIINH;

J aHamM3a pa3IMYHBIX T[PABOBBIX SBJICHUH B 00JAaCTH MPOXOXKICHUS

rOCYAapCTBEHHOM IPaKIaHCKOU CITY>KOBI.



Ne i/t HaunmenoBanue tem Bun zapatusa
1.1 O ®HC Poccun Jexyus
1.2 OcnoBsbl Poccuiickoii rocynapcrseHHocTd. Koncruryuus PO Jlexyus
1.3 OCHOBBI HAJIOTOBOTO AIMUHUCTPUPOBAHUS Jlexyus

3aKOHO/IATENbCTBO, PETYIHPYIOLIEE OCHOBBI IPOX0KICHUS
1.4 rOCYJapCTBEHHOM IPakIaHCKOM CITY>KObI Ipaxmuxka
15 AHTHKOPPYNIIMOHHOE 3aKOHOIaTEIbCTBO Ipaxmuxa
1.6 CouunanpHas 3allUTa U COIMAIbHbIC TapaHTHH Jlexyus
1.7 Jenonpou3BoACTBO U JOKYMEHTOOOOPOT Ipaxmuxa
1.8 [TpaBuinia paGoThI C IEPCOHATBLHBIMU JAHHBIMU Ipaxmuxa
1.9 [Tcuxomnorus mpodecCHOHATBHON ASSITeTLHOCTH Ipaxmuxa

Oo6beM 3anatuit — 5 yacoB (28% oT Bcero o6beMa MmporpaMMal)

PedepaTruBHOE oncanue Tem

1.1 O ®HC Poccun

OCHOBHBIE 3Tallbl CTAHOBJIEHUS HAJIOTOBOM cHCTEMBI coBpeMeHHON Poccun. ®HC
Poccuu: ctpykrypa, nomHomouusi, GpyHKIMHA, Muccus, sMonema, ¢uar. Manudect PHC
Poccun. [eknapanus dyenoBekoneHTpuyHOCTH. KagpoBbie npoekTsl u akTuBHOCTH OHC
Poccun.

1.2 OcnoBbl Poccuiickoii rocynapcrsenHoctu. Koncrurynus P@®

OCHOBHBIE 3Talbl Pa3BUTUSA OTEUYECTBEHHOW rocyaapcTBEHHOCTH. OCOOEHHOCTH
pycckoi rocyaapcTBeHHOCTH. OcHOBHbIEe monoxeHust Koncturyuuu P®: mnowsTue,
CYIIHOCTb, topuauueckue cpoiicTBa. lIpesumpent Poccuiickoit denepannu Kak TiiaBa
rocyJ1apCcTBa, OCHOBHBIE HANPABJIEHUSA AeATeIbHOCTH. [IpaBuTenscTBo PD.

1.3 OcHOBBI HAJIOTOBOI'0 A/IMUHUCTPHPOBAHUS

Cuctema HajmoroB u c6opoB B Poccuu. OOmmMe Mog0KEHUs HaJIOTOBOTO
3aKOHOJIATEIBCTBA.

1.4 3akoHOmaTeJbCTBO, peryJupyoiiee OCHOBBI MPOXO0KICHUSA
roCy1apCTBEHHO IPaKIAHCKOMN CIYKObI

OCHOBBI MPOXOXKJIEHUSI TOCYIAPCTBEHHON TpaxkaaHckoil cimyx0pl P®. Komekc
ATUKU U cliy>)keOHoro noBeaeHus roccayxamux @HC Poccun. 3anmpeTsl U orpaHnyeHus
Ha roccimyxOe. [lpaBa m o0s3aHHOCTHM Tocchyxamux. [IpencraBieHue CBEACHHI O
N0X0J1aX, pacxojax u ap.

1.5 AHTHKOPPYNIIMOHHOE 32KOHOAATEJIbCTBO

OcCHOBHBIE MOJIOKEHUA 3aKOHOAATENbCTBA PD 0 MpOTUBOAEHCTBUM KOPPYIILIMU B
roCyJlapCTBEHHBIX oOpraHax. KOH(IMKT UWHTEpecoB: TMOHATHE, MPEIOTBpaIICHUE,
BBISIBIICHUE, YPETYJIUPOBAHUE.

1.6 ConuanbHasi 3a1IUTA U COIUAJTbHbIE TAPAHTUHN




Jlenexnoe coxepxanue. Orurara Tpyna. Otaeix, paboTa, KOMaHIMPOBKA.
[Ipodeccuonanbuoe pazsutue. CmyxxkeOHoe Bpemsi. CiayKeOHBIM KOHTpakT. YdyacTue
COTPYIHHKA B OOIIIECTBEHHBIX 00HETUHEHUSIX.

1.7 lesionpon3BOACTBO U IOKYMEHTO000POT

HenonpousBoacTBo: uzydeHue cranaaptoB ['OCT. OcCHOBBI 3JEKTPOHHOTO
JOKYMEHTOO0OpOTa B JESATEIBHOCTH HAJIOTOBBIX OpraHoB. [lpuMeHeHue cHUCTEMBbI
AJNIEKTPOHHOTO JOKyMeHTooOopoTa Lotus Notes B pabGoTe COTPYIHHKOB HAJIOTOBBIX
OpTaHOB.

1.8 IlpaBuia paGoThI C NEPCOHATIBLHBIMU JAHHBIMU

OcHOBBI OpraHmu3aIuu odecreueHns 0€30MacCHOCTH MEPCOHATBHBIX JAHHBIX TIPH HX
00paboTke B MHGOPMAIIMOHHBIX CHCTEMAaX NMEPCOHATBHBIX JaHHBIX. OCHOBHBIC TOHSTHA.

1.9 Ilcuxosorust npogecCHOHAJIBLHOM 1eATEJIbHOCTH

Otuka nenoBoro oOmieHus. [lonsarue ctpecca u ero mpusHaku. CrocoObl €ro
npeososnienus. [lcuxonornyeckue mpruemMbl pa3penieHus: KOHQIUKTHBIX CUTYaIIUM.

MeTtoan4yeckue peKOMEeHIAUN

B yue6Holi paboTe NpuMEHSIOTCS COBpeMEHHbIE (POPMBI U METOIbI OOYUEHHUS.

B  cogepxkanum  oOydeHUsT  NPUOPUTET  OTHACTCS  KOMIUIEKCHOMY U
cOQIaHCUPOBAHHOMY COYETAaHUIO TEOPUU U TMPAKTUKUA TMPUMEHEHHUS JIEHCTBYIOIIMX
HOPMATUBHO-TIPABOBBIX AaKTOB, PETIAMEHTHPYIOIIUX JESITEIIbHOCTh TOCYAapCTBEHHBIX
IPKIAHCKUX CITYXAIIUX [0 BEBIOpAaHHOMY HaIllpaBJIEHUIO 00YUYEHUSI.

[Ipn cocraBieHHM JIEKIMOHHOTO MaTepHajia HEOOXOAUMO MpelycMaTpUBaTh
HaJM4Me CXeM, TaOJIML, PUCYHKOB M JIPYTUX CPEJICTB BU3yaIM3alMU U CTPYKTYpPHU3aLUU
y4eOHOro Marepuana.

Jlekuun ¥ 3aHATHS TPENCTaBIECHbl B (OpME BHUAECOYPOKOB M DJIEKTPOHHBIX
y4eOHUKOB. [IpogomKUTENBHOCTD KaXI0TO BUEOYpPOKa He Oosiee 15 MuHyT.

[IpakTrueckue 3ajaHusl MPEANOJIaraloT pa3dop CHOPHBIX U MPOOJIEMHBIX
CUTYaIINH U3 MPAKTUIECKOM pabOThI, CAMOCTOATEIFHOE PEIICHUE IPAKTUICCKUN 3a/IaHui
CIIyILIATEISIMHU.

[IpakTueckue ydeOHbIE MaTepHasbl MOATOTOBICHBI C MPUMEHEHHEM AKTUBHBIX
MeTOM0B OoOydeHusi. HHTepakTUBHbIE YYEOHHMKA ¢ TPEHAXKEPHI CTUMYIUPYIOT
ITO3HABATEJIHYIO JEATEIBHOCTD CITyIIAaTENeH.

OOyuyeHue TIOCTPOCHO Ha CaMOCTOSATEIBHOW paboTe CiymaTens, 3aJaHus
BBITIOJHSIOTCSL  CIIyIIATeIsIMU 0€3 HEMOCPEACTBEHHOIO YYacTHsl MpernojaBaTes, HO
00s13aTeIbHO C HE0OXOAWMOW oOpaTHOM CBsI3bIO. Y CHOyIIaTeled Bcerja ecTh
BO3MOKHOCTh 33J1aTh BOIIPOC M TOJYYHUTh HAa HEr0 OTBET MOCPEICTBOM OOpalIeHUusi B
JUYHOM KaOHWHETE.

OCHOBHBIMM BHJAMH CaMOCTOSITEJIbBHOM palOThl CiymaTeslssMu 0e3 ydacTus
npenojiaBareneit sipiserca GOpMUPOBAHUE U YCBOCHUE COJEPKaHMs MaTepuaia Ha 0ase
PEKOMEHI0BaHHOM yueOHOMI JUTEPATYPHI, BKJIIOYAS uH(pOpMaIIMOHHbIE
oOpazoBarenbHbIE peCcypChl (3JIEKTPOHHBIE YICOHUKH, dJIEKTPOHHBIC OMOIMOTEKH U JIp. ).

Kaxapiit oOyuaroiuiicss Ha Bech mepuoj oOyueHus 00ecrnevyeH WHANBUAYATbHBIM
HEOTPaHUYEHHBIM JOCTYIIOM K 3JIEKTPOHHBIM Y4€OHBIM MaTepuajaM, COACpPKAIIUM BCIO
HEOOXOUMYIO YUeOHYIO U y4eOHO-METOIUYECKYI0 MH(DOPMALIUIO M0 W3YYaeMbIM TeMaM
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JTUCUUTINHBI.

C menbio ompenesieHUss KayecTBa YCBOEHHUS MaTepualia MPOBOAMUTCS IMPOBEpPKa
3HAHWM CiymaTese C HUCIMOJIb30BAaHUEM COBOKYITHOCTH KOHTPOJIBHBIX 3aJlaHUd U
BOIIPOCOB B BHJI€ TEKYIIETO U UTOTOBOTO KOHTPOJIS.

Texkymuii KOHTPOJIb MOXKET OCYHIECTBIAThCA B (opMe MNPOMEKYTOYHOTO
TECTUPOBAHUSL.

Cnucok aureparypsl

1. Koncturyuus PO.

2. Hamoru u HamoroBoe aJAMHHHCTpHUpOBaHue: ydeOHuUK / mox pen. M.B.
Mumyctuna. - M.: [Ipocsemenue, 2015. - 912 c.

3. Hanoru u manoroo6noxenue / mox pen. I'. b. Ilonska. - 2-e u3x., mepepad. u
nor. - M.: FOpaiir, 2018. - 474 c.

4. AHTUKOpPYNIMOHHAS 3TUKA U CIY:K€OHOE MOBEACHUE: HAYyYHO-TIPAKTHYECKOE
nocooue. — M.: UHOPA-M, 2019. — 124 c.

5. AponoB, A.B. HanoroBasg mnoguTuka W HaJOTOBOE aAIMUHUCTPUPOBAHUE:
yueOHoe nocobue / A.B. ApoHoB; coaT. B.A. Kamun. - 2-e uzn. - M.: Maructp, 2019. -
544 c. - (Maructparypa).

6. I'paxnman, B.JI. T'ocymapcTBeHHas TpaxKaaHCKas Choyk0a: Y4eOHUK IS
akanemuuyeckoro OaxanaBpuata / B.JI. I'paxgan. - M.: FOpaiit, 2019. - 468 c.: un.-
(bakanaBp. AkajgeMHueCcKHil Kypc)

7. Hanorm um HanorooOioxeHue- KpaTKo B TaOnMIax: y4eOHO-METOIUYECKOe
nocobue. - H. Hosropoxa: IlpuBoKCKMIT MHCTUTYT NOBBIIeHUs KBamupukanuu OHC
Poccuu, 2021. - 162 c.

8. HamoroBoe agMWHUCTPUPOBAHWE W KOHTPOJb: yueOHWMK / mom penm. JI.W.
INonuapenko. - M.: Maructp, 2019. - 448 c. - (Maructp).

9. IlanoB, A.IO. OcoOeHHOCTH MPOTHUBOACUCTBUS KOH(JIMKTY HWHTEPECOB Ha
roCyJapCTBEHHOM T'pakIaHCKOU ciyk0e: ydeOHO-TIpakTHYecKoe Mmocodue (B cxemax u
onpenenenusix/ A.FO. ITanos. — H. Hosropox: Ipuomxckuit UTIK ®HC Poccuu, 2020.
— 64 c.

10. TTanckos, B. I'. Hanoru u Hamoroo6ioxeHue: Teopusi M mpakTthka. B 2-x T.
T.2: yaeOnuk u npaktukym / B. T'. Tlanckos. - 5-e uzn., mepepab. u gom. - M.: FOpaiir,
2016. - 398 c.

11. Trotun, JI.B. Hanorosoe mpaBo. Kypc nekuuidi [DneKTpoHHBIA pecypc].
Hoctyn u3 crpas.-ipaBoBoii cuctembl «KoHcynpTanTIImocy.

PABOYAS ITPOTPAMMA JTUCHUITJIMHBI

JlonosiHUTEIbHBIC 3HAHUSA

(HanMeHOBaHUE Y4eOHOU TUCIIUTUINHEI)

BBenenue

I[I/IC]_II/IHJ'II/IHEI «I[OHOJ'IHI/ITCJ'II)HBIG SHAaHWA» HaAICJIICHA Ha HMU3YYCHUC OCHOB
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uH(POPMaLMOHHONW  0€30MacHOCTH, paboThl € NPOrpaMMHBIMH  KOMIUIEKCAMH U
MH(POPMALIMOHHBIMU CHUCTEMAMM HAJIOTOBBIX OPIraHOB, a TaKXe MCIOIb30BAHUIO
COBPEMEHHBIX HH(OPMALIMOHHBIX TEXHOJIOTMA B paboTe COTPYIHUKOB HAJIOTOBBIX
OpIaHOB.

esau, 32124 1 MeCTO Y4eOHO JUCUUILJIMHBI B IIPOIecCe MOBbIIIEHMS
KBAJH(PUKAIMH.

I]enwvro n3yyeHns: TUCUUILIINHBI «J{OMTOTHUTEIBHBIE 3HAHUS SBIIACTCS:

— MOJIyYeHUE HOBBIX  HEOOXOJMMBIX [UJISl  BBINOJHEHUS  CIY>KEOHBIX
00sI3aHHOCTE HABBIKOB MPHUMEHEHHUS HWH(OPMALMOHHBIX KOMIUIEKCOB U PECYpPCOB,
aBTOMATHU3UPOBAaHHON MH(GOPMAIMOHHOM cucTeMbl «Hamor-3»;

— MOJIyYeHUE  OCHOBHBIX  3HAaHUW O  BOOpocaM  OOECreHeHHs
nH(POPMAITMOHHOM 0€30MTaCHOCTH U HUCIIOJIb30BaHUIO SJIEKTPOHHOU MOINCH;

— YKpEIUIeHUE UHTepeca K BBIOpaHHOU Mpodeccuu.

B pamkax 3asBi€HHOH 1I€JIM JOJKHBI OBITh PEILIECHBI CISAYIOUINE 3a0ayuu’

— U3YyYUTh BOIPOCH o0ecrieueHns HH(HOPMALMOHHON 0€30M1aCHOCTH;

— O3HAaKOMHTH CiIyliaTesed C TOHATHEM W Ha3HAYEHUEM DSJIEKTPOHHOU
ITO/TINCH;

— pazobpartbes ¢ ocHoBaMu paboTel B AIC «Haror 3»;

— o3HakoMuTh ciaymarened ¢ ceppucamu PHC Poccum misg coTpyaHUKOB
HaJIOTOBBIX OPTaHOB, a TaKke ¢ nHTepakTuBHbIMU cepBucamu ®HC Poccun;

— MOJIYYUTh HaBbIKK paOoThl B cucteme KoncynpranT Ilntoc.

B cBsf3M ¢ TeM, YTO TEXHUYECKUA MPOTPecC U pa3BUTHE HH(OOPMAIMOHHBIX
TEXHOJIOTM BHOCST 3HAUYMTEJbHbIE M3MEHEHMsI B XapakTep Tpyda, NPeIbsSBIsAs K
COTPYIHMKaM HaJOTOBBIX OpraHoB 0Oojiee BBICOKME TpeOOBaHUS, YBEIUUYUBAs
SKOHOMHUYECKYI0O M COLMAJIbHYI0 3HAUYUMOCTh PpE3yJbTaTOB UX JEATEIbHOCTH
OUCHUIUINHA «JlOTIONMHUTENbHBIE 3HAHUS» 3aHUMAET BaXXHOE MECTO B MPOLECCE
MOATOTOBKM BHOBb MPHUHATHIX COTPYJAHUKOB K BBIIIOJIHEHUIO BO3JI0KEHHBIX HAa HHUX
00s13aHHOCTEM, OBJA/ICHUS HaBbIKaMH A(G(HEKTUBHOTO HCIOIb30BAHMS COBPEMEHHBIX
UH()OPMAITMOHHBIX TEXHOJIOTHH.

Ilnanupyembie pe3yabTaThl 00y4eHHA

B pe3ynbprare OCBOEHHS NAHHOW IWUCLUIUIMHBI TOCYHAPCTBEHHBIM TI'Pa)KHAHCKUN
CIIyKalIuW JTOJKEH

3Hamy:

o OCHOBBI HH()OPMAIITMOHHON O€30MaCHOCTH U 3aIUThl HH(OpMAIIK;

° BO3MOKHOCTH MCIOJIb30BaHMs MHTepakTUBHBIX cepBucoB @PHC Poccuu;

. OCHOBBI IIPABOBOI'0 PETYJIMPOBAHUS MIEKTPOHHOMN MOIIUCH;

o OCHOBBI 2((HEKTUBHOTO TPUMEHEHUS HHOOPMAITMOHHBIX TEXHOJIOTHH;

ymemn:

o IPUMEHSITh TIPaBOBBbIE HOPMBI, OTHOCSIIMECH K cepe mpodeccnoHambHOM
JEeSTEIBbHOCTH B YACTH 3alIUTHl HMHPOPMALIUU U TPUMEHEHUS DJIEKTPOHHOMN MOJIUCH;

o MPAaBHJIBHO COCTaBISATH M O(QOPMIISATH COOTBETCTBYIOIIHE 3JIEKTPOHHBIC
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JOKYMEHTBI;
81a0emvb HABbIKAMU.

o paboThl ¢ mpaBoBbIMU cucTeMamu KoncynbTanT Ilmroc;

o MOJITOTOBKHU MIPOEKTOB PEIICHUH U CITy>KEOHBIX IOKYMEHTOB;

ymemy.

o MIPUMEHSTH MPABOBBIE HOPMBI, OTHOCAIIMECS K cdepe mpodeccnoHaTbHOMI
NEATEIbHOCTH;

o 3¢ (PeKTUBHO NPUMEHATh MH(GOPMAIIMOHHBIE TEXHOJOTUU B JESATEIBHOCTU

HAJIOTOBBIX OPIr'aHOB;
61a0emv HaABbIKAMUL.

o pabotel B AUUC «Hamor-3»;

° HCIIOJIb30BAHUA HHTCPAKTUBHBIX CepBI/ICOB;
o pabotsl B cucteme Koncynperant [iroc.

Ne n/nn HaumeHnoBanue tem Bun 3anarus
2.1 | OcHOBBI HHPOPMALMOHHOW OE30MTACHOCTH U 3AIIUTHI HHPOPMALIUU TTpakTHKa
2.2 OcHoBebl padotsl ¢ AUC "Hamor-3" Jlexust

[Ipaktuka
2.3 DddexTuBHOE TPUMEHEHHE NH(DOPMALIMOHHBIX TEXHOJIOTUI TTpaxTiKa
2.4 DIIeKTpOHHAs MOANICH [Ipaktuka
2.5 WnrepaxktusHble ceprckl DHC Poccun [IpakTrka
2.6 | Koncynbrant Ilmtoc, 'apant ITpakTuka

O0mwem 3anstuii — 3 yaca (17 % ot Bcero ooObeMa nmporpaMMei).
PedepaTuBHoe onucanue temM

2.1 OcHoBbl HHPOPMANMOHHOW 0€30MACHOCTH U 3aIMTHI HHPOPMALIUH

[Tonarue uHbopmanmoHHol Oe3zonacHocTu. MHpopmalus kak OOBEKT 3allUTHI.
Haubonee pacnpocTpaneHHbIe YIpo3bl Oe30macHocTH HHDopManuu. Mepsl obecrieueHus
nH(pOpMaITMOHHOM 6€30MTaCHOCTH U 3aIlUThI IEPCOHATBHBIX TaHHBIX.

OTBETCTBEHHOCTh TMOJb30BaTEEl M  JOJDKHOCTHBIX JIMII 3a HapylIeHUe
TpebOBaHMi1 MO 3amuTe HHHOPMAITUH.

2.2 OcHossl padotsl ¢ AUC "HaJjor-3"

ABtomatuzupoBanHas uH@popmanuonHas cuctema ®HC Poccum kak mudposas
skocucteMa. OcHoBsl paboThl ¢ AVIC «Hamor-3».

2.3 DddexTnBHOE NPpUMEHEeHNE HH(OPMALTMOHHBIX TEXHOJIOTHii

[Tpumenenne nHOOPMAITMOHHBIX TEXHOJIOTHH TP 00padoTKe JOKyMEeHTOB. PaboTta
B TEKCTOBBIX penlakTopax. Mcnonab3oBanne 0(puCHOTO MpOrpaMMHOT0 00eCIIeUeHHS.

2.4 DyjeKTPpOHHAS MOANNUCH

[loHaTHE M BUABI 3JIEKTPOHHOW moAnucH. CXeMbl MCHOJIb30BAHMS 3JIEKTPOHHOMN
HNOAMUCH. Y CIIOBUSI IPU3HAHUS SJIEKTPOHHBIX JOKYMEHTOB, MOANUCAHHBIX 3JIEKTPOHHON
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MOJIMUCHI0, PABHO3HAYHBIMM JOKYMEHTaM Ha OyMa)XHOM HOCHUTENE, MOJAMUCAHHBIM
COOCTBEHHOPYUYHOM MOJIMUCHIO.

2.5 UntepakTuBnblie cepsuchl ®DHC Poccun

O0630p MHTEPAKTUBHBIX CEPBHCOB HAJIIOTOBBIX OpraHoB. OCHOBHOE CoOlepKaHUE U
IPUMEHEHUE NHTEPAKTUBHBIX CEPBUCOB, pacnoyioxkeHHbIX Ha caiite @HC Poccun.

2.6 Koncyabrtant ILatoc, I'apanT

[IpaBoBbIE CUCTEMBI B JEATEILHOCTH HAJIOTOBBIX OpraHoB. OCHOBBI pabOTHI B
cucremax Koncynprant mutoc u ['apanr.

MeTozmqecKne PEKOMEHIAUNA

B yue6Hoii paboTe NpUMEHSIOTCSI COBpeMeHHbIEe (DOPMBI U METOIbI O0YUECHHUS.

B  comepxanuum  OOydeHHs  OPUOPUTET  OTHACTCS  KOMIUIEKCHOMY U
cOQIaHCUPOBAaHHOMY COYETAHUIO TEOPUM M TNPAKTUKA NPUMEHEHHS JEHUCTBYIOIINUX
HOPMAaTHBHO-TIPABOBBIX AKTOB, PErIAMEHTHPYIOIIUX JEATEIbHOCTh TOCYAApCTBEHHBIX
IPKIAHCKUX CITYXaIIUX M0 BEBIOpAaHHOMY HaIpaBJIEHUIO 00YUYEHUS.

[Ipu cocTaBieHUM JEKIMOHHOIO MaTepuajga HEOO0XOAMMO IpelycMaTpUBaTh
HaJU4KMe CXeM, TaOJIUIl, PUCYHKOB U JIPYTUX CPEJICTB BU3YATU3ALMHU U CTPYKTYypU3AIUU
y4eOHOTO MaTepHaia.

Jlekuum W 3aHATUS TpeNCTaBICHbl B (OpME BHUACOYPOKOB M DIEKTPOHHBIX
y4eOHUKOB. [Ipo10IKUTENBHOCT KAXI0TO BUIEOYpOKa He Oosiee 15 MUHYT.

[TpakTueckue 3agaHusl MpeAnoiaralT pa3dop CHOPHBIX U IPOOJIEMHBIX
CUTYyallMi U3 MPaKTUUECKOM pabOThl, CAMOCTOSITEIBLHOE PEIICHUE MPAKTUUECKUN 3aTaHuI
CITyLIaTeIISIMH.

[IpakTuyeckue yuyeOHblE MaTepHalbl MOArOTOBJIEHBI C MPUMEHEHHUEM AKTUBHBIX
METO0B OOydeHusi. MHTepakTUBHbIE YYEOHHMKM M TPEHAXKEPhl CTUMYJIUPYIOT
MO3HABATEJIbHYIO JEATEIBHOCTD CIyIIaTeNeH.

OOyuyeHue TNOCTPOEHO Ha CaMOCTOSATEIbHOW paboTe ciymaTens, 3aJaHus
BBITMIOJHSIOTCSL  CIIyIIATeIsIMU 0€3 HENMOCPEACTBEHHOI'O YYacTHsl MpernojaBaTelis, HO
o0s3aTebHO € HEOOXOMMMOW 00paTHOM CBA3BIO. Y cCIylIaTtened Bcerja ecThb
BO3MOXXHOCTh 3aJ]aTh BOIPOC U TMOJYYUTh HAa HEro OTBET MOCPEICTBOM OOpallleHus B
JTUYHOM KaOWHETe.

OCHOBHBIMH BHJIaMU CaMOCTOSATEIBHONM pabOThl CiylIaTeasiMu 0e3 ydacTus
npenoaaBaTesnieil sBisiercs GOpMHUpPOBAHUE U YCBOEHHUE COZIEpX aHUs MaTrepuaia Ha 0aze
PEKOMEHJOBAaHHOM yueOHOU JUTEPATYPHI, BKJIIOYAs uH(OPMAITMOHHBIE
oOpa3zoBaTebHbIE PECYPCHI (AIEKTPOHHBIE YUEOHUKH, DJIEKTPOHHBIC OMOIUOTEKH U JIp.).

Kax b1l oOyuaromumiicss Ha Bech nepuoj; o0ydeHus: o0ecreyeH UHANBUIYATbHBIM
HEOTPAHWYEHHBIM JTOCTYIIOM K AJIEKTPOHHBIM YYEOHBIM MaTepuaiam, CoAep>KaluluM BCIO
HEO0OXOAMMYIO YUeOHYIO0 U y4eOHO-METOUYECKYI0 MH(OPMAIUIO IO M3yYaeMbIM TeMaMm
JUCLUTUIMHBI.

C nenbto ompeneneHUss KayecTBa YCBOEHHUS MaTepualia MpPOBOAMTCS IMPOBEpPKa
3HAHUM CIIYIIATEJIE C HCHOJIb30BAHUEM COBOKYIHOCTHM KOHTPOJBHBIX 3aJlaHUM U
BOITPOCOB B BUJIE TEKYLIETO U UTOTOBOTO KOHTPOJIS.

Texymuii KOHTPOJIb MOKET OCYLIECTBIATHCS B (OpMe MPOMEKYTOUHOTO
TECTUPOBAHUS.
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C nenbro ompenesneHuss KayecTBa YCBOEHHs MaTepHalia MPOBOAMTCS IPOBEpPKA
3HAHWM CiymaTese C HUCIMOJIb30BAHUEM COBOKYITHOCTH KOHTPOJIBHBIX 3aJlaHUi U
BOIIPOCOB B BHJI€ TEKYIIETO U UTOTOBOTO KOHTPOJISL.

Texkymuii KOHTPOJIb MOXKET OCYHIECTBIATHCA B (QopMe MIPOMEKYTOUYHOTO
TECTUPOBAHUS, BBINOJHEHUS CIyHIATeNIIMH HWHAMBUAYAJbHBIX 3aJaHUil 1O Temam
U3y4aeMOU TUCUUILITUHBI.

Cnucok aureparypsl

1. ®enepanbubiii 3akoH oT 06.04.2011 roma Ne 63-®3 «OO0 35EKTPOHHOM
MIOJIITCH.

2. Hudopmanmonnas 6e3omacHoCcTh — B Tabmuimax u cxemax. H.I'. JlaGytun, O.U.
KinumuenkoB / VYueOHo-merogumueckoe mnocooue — H. Hosropon, IIpuBomkckuit
MHCTUTYT noBbieHus kpanpukauuu PHC Poccun, 2023. — 104 c.

PABOYAS ITPOTPAMMA JTUCHUITJIMHBI

CnpaBo4Ho

(HanMeHOBaHUE y4eOHON TUCIUTUINHEI)

BBenenue

I[I/IC]_II/IHJII/IHa «CnpaBquo» HanCJICHA Ha IIOJIYYCHHUC BO3MOKHOCTHU O3HAKOMUTLCA
C AOIIOJHUTCIIBHBIMHU MATCpHUaJlaMU, KOTOPBIC MOI'YT OBITH TOJIC3HEI B ACATCIBHOCTHU
COTPYAHHUKOB HAJIOI'OBBIX OPI'aHOB.

Hesn, 3a0aumn 1 MeCTO Y4eOHOM AUCUMILIMHBI B POLECCe NMOBbIMICHUS
KBAJIH(PUKALUH.

Ienvro nzyuennst nucUIIMHBL «CIIPaBOYHO» SIBIISIETCS:

— MOJIyYeHUE 3HAaHUN U HABBIKOB, HEOOXOIMMBIX JJIsl BHIIOJIHEHHUS CITY>KEOHBIX
00s13aHHOCTEH Ha BHICOKOM MPO(HECCUOHAILHOM YPOBHE;

B paMkax 3asBiI€HHOM LIeU JOKHBI OBITh PELIEHBI CAEAYIOIINE 3a0auu.

— O03HAKOMMUTBH CITYIIATENEN C MO3ULUAMU 3aMECTUTENEN pykoBoauTens LA,

— paccMOTpETh OCHOBBI MOYKapHOH 0€30MacCHOCTH, OXPAHbI TPY/Ia;

— paccMOTpeTh BONPOC, Kak OKas3blBaTh IIEPBYIO IIOMOLIb B Ciy4ae
HEO0OXOJMMOCTH IIPU OCYIIECTBIICHUU AEATEIHHOCTH.

B cBsi3u ¢ Tem, 4TO CTPYKTypHbIE IPeoOpa3oBaHUs UM TEXHUYECKUH Mporpecc
BHOCSIT 3HAUWUTENIbHBIE W3MEHEHHs B XapakTep TpyAd, NPEAbIBIAd K COTPYIHHMKAM
HAJIOTOBBIX OpPraHoB 0OoJiee BBICOKME TpPEOOBAHMSA, YBEIWYHBAS SKOHOMHUYECKYIO U
COLMAJIbHYIO 3HAYUMOCTh PE3YJIbTATOB HMX JAESATEIBHOCTH IUCHUIUIMHA «CIpaBOYHO»
3aHUMAET BAXXKHOE Mecmo B TIPOLIECCE MOATOTOBKA BHOBb NPHUHATHIX COTPYIHUKOB K
BBIMIOJIHEHUIO BO3JIOKEHHBIX HA HUX OOA3aHHOCTEH, OOHOBJIECHUS W 3aKPEIUICHHS HMX
npo(eCCUOHANBHBIX ~ 3HAHUHM M OBJQJACHUS  HaBBIKAMU  MPO(EeCcCHOHAIBHOTO
B3aUMOACUCTBUSL B KJIHOYE COONIOACHHUS BHYTPUOPTaHM3ALMOHHBIX MpaBUI U
HOPMAaTUBHBIX IIPABOBBIX AKTOB.
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Ilnanupyembie pe3yabTaThl 00y4eHHA

B pesynbrare OCBOCHHS MaHHOW MUCIUIUIMHBI TOCYAapCTBEHHBIN TpaKIaHCKUN
CITY KaIllui T0JKEH

3Hamo

o OCHOBBI TTO’KapHOM 0€30MMaCHOCTH,

o MpaBujIa OXpaHbl TPYIa;

o MpaBHJia OKa3aHuUs IEPBOM OMOIIIM Ha paboTe;

o o cepBucax ®HC Poccuu 1y1st COTpYTHUKOB HAJIOTOBBIX OPTaHOB.

ymemn:

o OPUMEHSTh MPaBOBbIE HOPMBI, OTHOCSIIMECS K cdepe npodeccuoHanbHOU
NEeSATENbHOCTH;

o OKa3bIBATh MEPBYIO ITOMOIIIb;

J ucrnons3oBath cepBucbl @HC Poccum miie  COTpYIHMKOB HallOTOBBIX

OpraHoOB 110 Ha3HAYEHHMIO;

671a0emv HABLIKAMU.

J coOJII0ICHUS ITPaBUII ITO’KapHOW O€30MMaCHOCTH, OXpaHbl TPYAa;

o MPOBEACHUS MPOPUIAKTUUECKUX MEPONPUATUN NIJIi COXPAHEHHUS 30POBbS,
B YACTHOCTH BBIIIOJIHATH YIIPAXXHEHUS 110 IPOU3BOJACTBEHHON THMHACTHKE.

Ne i/ HanmenoBauune tem Bug 3austus

31 | O6pamenne 3amectureneii pykosoautens LA

32 | OCHOBBI IOXApPHOM 0E€30MaCHOCTH

3.3 | Oxpana Tpyna
' CamMocTosTenbpHas

3.4 | OxaszaHue nepBoi MOMOIIU pabota

35 HpOI/BBOI[CTBeHHaSI TMMHAaCTHKa

3.6 | Cepucel qus corpyauukos @HC Poccun

PedepaTuBHoe onucanue temM

3.1 Oopamenue 3amecTuresieil pykopoauress LA

OO6pamenue 3amectuteneit pykoBogutenss [[A K COTpyIHMKaM HaJlOTOBBIX
opranoB. Tennenuuu u nepcrnektusbl pazputuss PHC Poccuu.

3.2 OCHOBBI MOKAPHOH 0€30MACHOCTH

[IpaBmiia mnoBeneHUss B 4Ype3BbIUaiHOW cuTyaund. OCHOBHBIE HOpPMAaTUBHBIC
JIOKYMEHTBI, perIaMEHTUPYIOLIUE TpeboBaHMs MOKapHOM 0€30MacHOCTH.
Opranu3aiuoHHBIC MEPONPUATHS O O0ecleueHnto MoKapHoi Oe3omacHoCTH. Mephl
no>kapHoi 6e3omacHoctu. [IpaBuia moap30BaHMs YCTPOMCTBAMU JJIS TYIICHHS TTOXKAPOB

3.3 Oxpana Tpyaa

OcCHOBHbIE HOpPMAaTUBHBIE YCIOBHUS OXpaHbl Tpyaa. CTpaTerusi yrpaBlICHUS
oxpaHoii Tpyna B opranuzaiuu. CU3. Opronomuka pabouyero mMecra.

3.4 Oxa3zaHue nepBoii MOMOIIHU
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[Tonatne nepsou nomowmu. Kak ee npaBuibHO OKa3bIBaTh.

3.5 [IlpousBoacTBeHHAasi THMHACTHKA

B Buzmeo-ypoke TpenCTaBI€Hbl OCHOBHBIC YIPAXHEHUS I MOAJEpPKAHUS
HOPMaJIbHOTO (DYHKIIMOHUPOBAHUSI OpraHU3Ma YejoBeKa B paboueil 00CTaHOBKE.

3.6 Cepsucsl aas corpyaunkoB ®HC Poccun

O0630p HHTEPAKTHBHBIX CEPBUCOB HAJIOTOBBIX OPraHOB: BHJIbI, Ha3HAYCHUE,
pa3MelleHue.

MeTozmqecKne PERKOMEHIAUNA

B yue6Hoii paboTe NpUMEHSIOTCSI COBpeMeHHbIE (POPMBI U METOIbI O0YUCHHUS.

B  comepkanum  oOydeHHs  NPUOPUTET  OTHACTCS  KOMIUIEKCHOMY U
cOaaHCUPOBAHHOMY COYETAHUIO TEOPUU W TMPAKTHUKUA MPUMEHEHUS JEHCTBYIOIINX
HOPMAaTHUBHO-TIPABOBBIX AKTOB, PETJIAMEHTHUPYIOIIUX JEATEIbHOCTh TOCYIapCTBEHHBIX
IPaXTaHCKHX CIY>KaIllUX [0 BRIOPAaHHOMY HAIPABIICHUIO O0YUEHUS.

IIpu cocTaBieHUH JEKIMOHHOIO MaTepuaga HEoO0XOJUMO IpeaycMaTpUBaTh
HaJIM4Yue cXeM, TaOJHll, PUCYHKOB U JAPYTUX CPEACTB BU3yaJU3allUU U CTPYKTYpHU3aLUU
y4eOHOTO MaTepHaia.

Jlekuum W 3aHATUS TpeNCTaBICHbl B (OpME BHUACOYPOKOB M DIEKTPOHHBIX
y4eOHUKOB. [Ipo10KUTENBHOCT KAXI0TO BUIEOYpOKa He Oosiee 15 MUHYT.

[TpakTueckue 3agaHusl MpeAnoiaralT pa3dop CHOPHBIX U IPOOJIEMHBIX
CUTyallul U3 IPaKTUYECKOM pabOThl, CAMOCTOSTENIbHOE PEIICHNE IPAKTUUECKUN 3aJaHui
CITyIIATEISIMH.

[TpakTrdeckne y4deOHBIE MaTepHaabl TMOATOTOBICHBI C MPUMEHEHUEM AKTHBHBIX
MeTO/I0OB oOyueHus. VHTepakTHBHbIE YUYEOHUKH H TPEHAXKEPH CTUMYJIHUPYIOT
MO3HABATENBHYIO ACSITEILHOCTD CIyIIaTeNeH.

OOydeHrne TIOCTPOEHO HA CaMOCTOATENbHOW paboTe chymaTens, 3aJaHus
BBITIOJTHSIOTCSL  CIIyIIATEIsIMU  0€3 HEMOCPEACTBEHHOTO YYacTHsl MpernojaBaTess, HO
00s3aTeIbHO € HEOOXOAMMOW 00paTHOM CBsA3bIO. Y cliyliarened Bcerja ecTh
BO3MOXXHOCTh 3aJ]aTh BOIPOC M TMOJYYUTh HAa HEro OTBET MOCPEICTBOM OOpalleHUs B
JTUYHOM KaOWHETE.

OCHOBHBIMH BHJIaMU CaMOCTOSTEIBHOM pabOThl CiylIaTeasiMu 0e3 ydacTus
npenoaaBaTesnieil sBisieTcs GOpMHUpPOBAHUE U YCBOEHHUE COZIEpXKaHUs MaTtepuaia Ha 0aze
PEKOMEHI0BaHHOM yueOHoM JUTEPaTypBHl, BKJIIOYAst UH(POPMAIMOHHBIE
oOpazoBarenbHbIE peCcypChl (JIEKTPOHHBIC YICOHUKH, dJIEKTPOHHBIE OMOIMOTEKH U JIp. ).

Kax il oOyuaromumiicss Ha Bech nepuoj; o0ydeHus: o0ecreyeH UHANBUIYATbHBIM
HEOTPAHWMYEHHBIM JOCTYIIOM K DJIEKTPOHHBIM YY€OHBIM MaTepuajaM, COAECpPKAIIUM BCIO
HEO0OXOAMMYIO YUEOHYIO0 U y4eOHO-METOUYECKYI0 UH(OPMAIUIO IO M3YyYaeMbIM TeMaMm
TVCIIUTLITAHBI.

[TIpoBepka 3HaHUN CIyLIATENIEN IO TAHHOMY Pa3/Ieiny HE MPOBOIUTCS.

Cnucok aureparypsl
1.  DnexTpoHHbIE Marepuanbl, MNoAroroBiaeHHele i «Kypca wmomonoro

COTPYIHHKA» (3JIEKTPOHHBIC YUEOHUKH, TPEHAKEPDI, BUIACOYPOKH).
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CIIEUAJIBHASA YACTD
PABOYAS ITPOI'PAMMA IUCIUAIIINHBI

OpraHmaum{ ACJIONPOMNU3BOACTBA B HAJIOTOBLIX Opranax

(HauMeHOBaHue y4eOHOW IMCLUILIMHBY/pa3zierna)

BBenenue

Jucuunnnna «OpraHu3anys 1eJ0NpOU3BOJCTBA B HAJIOTOBBIX OpPraHax» BBEJICHA B
JOTIOJIHUTENBHYIO MPOPECCHOHATBHYIO Mporpammy «Jlenonpou3BoJACTBO B HAJOTOBBIX
opraHax» IO TOBBIMICHWIO KBaTHpUKAuu  (GeAepalbHbIX  TOCYIapCTBEHHBIX
IPKIAHCKUX CIIYXKalllMX, BIEPBbIE MNPHUHATHIX HA TOCYJAPCTBEHHYIO TPa)KIaHCKYIO
ciy’)k0y, C OTpPBIBOM OT HCIIOJIHEHHUSl CIIY>)KEOHBIX OOS3aHHOCTEH IO 3aMelacMon
TOJKHOCTH.

W3yyeHue naHHOW NUCHUMIUIMHBI MpEAroJiaracT ModydeHue Oa30BBIX 3HAHU,
HEO0OXOAMMBIX JUIsl paOOThI MPU BEJACHUH JICIIONPOU3BOICTBA, & TAK)KE 3HAHUN B 00JIaCTH
paboThI C BJEKTPOHHBIM OOMEHOM JIaHHBIMU B HAJIOTOBBIX OpraHax.

B cBs13u ¢ noBbIIeHreM TpeOOBaHUN K YPOBHIO KBATHU(PUKAIIMUA TOCY1apCTBEHHBIX
TPOKIAHCKUX CIIYXalMX W HE0OXOJMMOCTBbIO OCBOCHHS COBPEMEHHBIX METOJOB
pemieHus npodecCuoOHaNbHBIX 3a7ad JucuuIuinHa « OpraHu3anus JeI0NpOU3BOJCTBA B
HAJIOTOBBIX OpraHax» SBIAETCS BECbMA AaKTyaJlbHOW M 3aHMMAET Ba)XHOE MECTO B
npoliiecce BEACHUs JENONPOU3BOACTBA, B pad0TE C 3JIEKTPOHHBIM OOMEHOM JaHHBIMH B
HAJIOTOBBIX OpraHax.

Hesn, 3a0aun 1 MeCTO Y4eOHOM AUCUMILIMHBI B POLECCe NMOBbIMICHUS
KBAJIH(PUKALUH.

Henvrwo uzyuenusn oucyunaunvt «OpraHuzanys JIeJONPOU3BOJCTBA B HAIOTOBBIX
opraHax» COCTOMT B TOJYYEHUU TOCYJAPCTBEHHBIMH T'PAXKIAHCKUMHU CIY>KallUMU
HEOOXOJMMBIX 3HAHMM M TNPUOOPETEHWU HABBIKOB /I BBITIOJIHEHUS Ha BBICOKOM
poheCCHOHAIBHOM YPOBHE CITY)KEOHBIX 00S3aHHOCTEH, a TakKe YKpeIUICHHE WHTepeca
K BBIOpaHHOI Mpodeccumu.

B pamMkax 3asBiIeHHOM 11€7T1 JOTKHBI OBITH PEIICHBI CIASAYIONINE 3d0ayuu.

1) 03HAKOMHUTH CIyIIATEJICH C OCHOBAaMH JCIIONMPOM3BOACTBA, 3JICKTPOHHOTO
JOKYMEHTOO00pOTa, a TaKXe aKTyaJbHBIMA BOIpOcaMH pPabOThl €O CITy)KeOHOM
uH(popmanuei;

2) paccMOTpeTh 0COOEHHOCTH MPUMEHEHHUS 3aKOHOIaTeIbCTRA,

3) paccMOTpeTh OCHOBHBIC CBOMCTBA OE30MACHOCTH MPH paboTe ¢ nHpopMaIren
OTPaHUYCHHOTO PACIPOCTPAHEHUS.

Ilnanupyemblie pe3yabTaThbl 00y4eHUs

B pesynbprare OCBOEHMS NaHHOW IJUCHUIUIMHBI TOCYJAPCTBEHHBIM TI'DaKIAHCKHUN
CITyKaIIUU JTOJKEH
3HAMb.
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— OCHOBHBIE HOPMBI 3aKOHA IO JIEJOMPOU3BOJCTBY U JOKYMEHTOOOOPOTY;

— TpaBWia  JEJONPOM3BOACTBA U JOKYMEHTOOOOpPOTa, TNPOIKCAaHHBIE B
MHCTPYKIIUH 1O JEJIONPOU3BOICTBY;

— TopAIoK 0OPMIIEHUS TOKYMEHTOB;

— COBpEMEHHbIe MH(OPMAIIMOHHBIE TEXHOJOTUH, MPUMEHSIEMbIE B JCATEIHHOCTU
BEJICHUS AJIEKTPOHHOTO JJOKYMEHTO000POTa;

— TIpaBuUJIa APXUBHOTO XPAaHEHUS TOKYMEHTOB.

— ymemb:

— ONepUpOBaTh NPABOBBIMU IMOHATUAMH U HOPMaMU;

— paboTaTh C TEpPCOHAJIBHBIMU JAaHHBIMH TOCYAAPCTBEHHBIX TI'PaKIAHCKUX
CITyXKallKX;

— UCIOJIb30BaTh B pabOTE MpaBUIIa JEIONPOU3BOACTBA;

— OPUMEHSATh OCHOBHBIE NPHUHIMUIBI PadOThl C JOKYMEHTAMH OTPaHUYEHHOIO
JOCTyIla ¥ pAaCIPOCTPAHEHHUS];

671a0emb HABLIKAMU.

— NOATOTOBKM  CIY)K€OHBIX  JOKYMEHTOB, cOopa, cuUCTeMaTH3alud U
MCIIOJIb30BaHUs HH(OpMAIUY;

— paboThl ¢ JOKYMEHTaMU;

— NpPUMEHEHUS HMH(POPMAIMOHHBIX TEXHOJOIMH B paboTe C 3IEKTPOHHBIMU
JOKyMEHTaMH.

No i/t HaumenoBanue tem Bun 3anstus
1 Opranuzanus 1eJ10NPOU3BOACTBA B HAJIOTOBbIX OPraHax
1.1 l'ocynmapcTBeHHBIE CTAaHIAPTHI IEIOTPON3BOICTBA Jlexyus
Ilpakmuka
1.2 [IpaBoBBIE OCHOBBI 3aIUTHI HHGOPMAITUH Jlexyus
Ilpakmuka
1.3 ApPXHUBHOE JIEIT0 Jlexyus
Ipaxmuka
1.4 KoHnenmust 371€KTpOHHOTO JOKYMEHTO000POTa B JEATEIHPHOCTH HATOTOBBIX Jexyus
OpraHoB Ipaxmuxa
15 [IpuMeHeHne CUCTEMBI DIEKTPOHHOTO JoKyMeHToo00poTa "Lotus Notes" B pabote Jexyus
HAJIOTOBBIX OPraHOB. Hpakmuka
1.6 AKTyaJIbHBIE BOITPOCHI OPraHU3aINU Pa0OThI C OOPANCHUSIMH TPaXKIaH Jlexkyus
IIpaxkmuka
1.7 ITopsiok ucHoNb30BaHUS IEKTPOHHOM MOJNKMCH B HAJIOTOBBIX OpraHax Jlexyus
IIpaxkmuka

O0bem 3ansaTu 1o aucuuruimHe — 7 9acoB (39% ot Bcero o0bema nporpaMmabl)
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PedepaTuBHoe onucanue reM

1.1 TocyaapcTBeHHbIE CTAHAAPTHI 1eJIONPOU3BOACTBA
OCHOBHBIE HOPMaTHUBHO-3aKOHOJATEIBLHOE AaKThl, PErIAMEHTHUPYIOIIHNE BOIPOCHI

JCIIOTIPON3BOICTBA U JTOKYMEHTO000pOTA. ['ocymapcTBeHHBIC CTaHIIaPTHI
JCIIOTIPON3BOICTBA
1.2 TlpaBoBble OCHOBBI 3aIIUTHI HHpOPMALIMU

[TpaBoBoe peryJIupoBaHue BOIIPOCOB o0ecrneveHus TeSTELHOCTH

rOCYJIapCTBEHHBIX TPAXKIAHCKUX CIIYKAIIUX HAJOTOBBIX OPraHOB. AHAIU3 Pa3IUYHBIX
CUTYaIlMi, BOSHUKAIOIMNUX NPH peanu3anui GyHKINA TPAKIAHCKUX CIYXKaIIuX. 3alluTa
uH(GOPMAIIUU C YIETOM HOPM H 3aKOHOB.

1.3 ApxuBHOe JeJj10

[IpuMeHeHne 3aKOHOAATENCTBA MO APXMBHOMY JE€IONPOU3BOACTBY. IlpaBuna u
MIPUHIUIBI PA0OTHI B apXUBE.

1.4 KoHuenmusi 3J1eKTPOHHOTO JOKYMEHTO000pOTa B JeSITEJILHOCTH HAJIOTOBBIX
OPraHoB

HopmatuBHOE perynupoBaHUe 3JIEKTPOHHOTO J0KyMeHTooOopoTa. Konmenius
AJIIEKTPOHHOTO JIOKYMEHTOOOOpOTa, OCHOBHBIC HampaBiieHUs. [IOHATHS U TPUHIUIIBI
noctpoeHus cuctembl DJ10. O630p HHCTPYKIHMH MO JISTIOITPOU3BOICTBY.

1.5 [IlpumeHeHMe cHCTeMbl JIEKTPOHHOIO A0KyMeHTooOopoTa '"Lotus Notes" B
padoTe HAJTOTOBbIX OPTraHOB.

Opranuzanust padotsl ¢ JokyMeHTamu B cucteMe D10 B xoae nH(OPMAIMOHHO-
aHAIUTHYECKOW paboThl 1O OOpallleHusM TpaxaaH, B T. Y. OpraHu3anus
JOKYMEHTO000pOTa, MOPSAJOK OOpabOTKM U PETUCTPALMHM MOCTYHNAOIIUX JOKYMEHTOB,
paboTa ¢ OpraHu3alMOHHO-PACTIOPSAUTENBHBIMU JOKYMEHTaMH. TeHIEHIUN Pa3BUTHSI.
1.6 AKTyajbHble BONPOCHI OPraHU3alUM PadoThl ¢ 00palleHUSIMH TPAKIAH

[IpaBoBOE peryivpoBaHHE NPABOOTHOIICHHH, CBSA3aHHBIX C PACCMOTPEHUEM
oOpameHuii  rpaxaaH. AJIMUHUCTPATUBHBIE  TPOLEAYPHl 1O  OOECIEYEHUIO
CBOEBPEMEHHOTO U TOJHOTO PAacCMOTPEHHsSI OOpaleHuil TpakjaaH, IPUHITHIO 110 HUM
pEelIEHU U HAIpPaBJIEHUIO 3asBUTENSIM OTBETOB B YCTAHOBJICHHBIM 3aKOHOAATEIHCTBOM
Poccuiickon denepanuu Cpok.

1.7 Tlopsaok MCNOJIb30BAHUSA FJIEKTPOHHOM MOANMUCH B HAJIOTOBBIX OPraHax

[IpaBoBOE perynupoBaHHE BOIPOCOB, KAaCAIOUIUXCS CEPBUCHOTO OOCTY>KWBAHUS
HAJIOTOTUIATEIIBLIIIUKOB C HCIOJIb30BaHUEM HWH(MOOPMAIMOHHBIX TEXHOJOTHH. Pasputue
CEpPBUCHOTO OOCITY)KMBaHUSl HAJOrOIUIATENBUIMKOB C HCHOJb30BaHUEM HHTEPHET-
cepBucoB @HC Poccun «JInunHbIi KaOMHET HaJOTOIIATEbIIMKA JJI PU3UUECKUX JIUID,
«JInynpli kaOWHET HaJOroIIaTENbIIUKA WHIWBHUIYAIBHOTO MPEANPUHUMATENS.
[Topsimok MCHOIB30BaHUS JIEKTPOHHOU MOAMUCH. AHAIN3 MPAKTUUECKUX CHUTYAIMM IO
paccMaTpUBaEMbIM BOIIPOCAM.
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IIpakTnyeckue 3aganus (MpUMepbI)

1. Ha ocnHoBe 3Hanuii HarmmonansHOTO cTanmapra poccuiickoit dpenepanuu I'OCT P
7.0.97-2016 wu WHCTpyKIIMM TIO JI€TONPOU3BOJCTBY IOATOTOBHTE I1a0JIOH
HCXOJAILET0 MUChMA B APYTrOM HAJIOTOBBINA OpraH.

2. Uto sABISETCS MUHUMAJIBHOM COCTABJISIONICH 3JIEKTPOHHON TaOIUIIbI?

3. I'me pacronokeHa (QyHKUMS B  JOKYMEHTE, IIO3BOJISIIONIAS  COXPaHUTh
WHTEPBAJIbHBIE HACTPOMKHM TEKCTAa «IO0 YMOJYAHUIO» [JI1 HUX JaJbHEHIIEro
MEPCOHATILHOTO UCTIOIB30BaHUA?

MeTozmqecKne PEKOMEHIAUNA

[ToBbilieHHe KBamuUKAIUK TPAKIAHCKUX CIIYXKAIIUX OCYIIECTBIACTCS C
WCMOJIb30BAHUEM C MCIIOJIb30BAHUEM JMCTAHIIMOHHBIX TEXHOJOTHMH M 3JEKTPOHHOTO
oOyueHHus. YUUTBHIBAE€TCS paclpeesieHne BPEMEHM Ha TEOPETUUYECKU MaTepuan u
BBINIOJTHEHUE TPAKTHYECKUX 3aJ]aHU B COOTBETCTBUU C YTBEPXKIACHHBIM Y4eOHO-
TEMaTUYECKUM TUIAHOM.

CiymaTeny caMOCTOSITEIbHO U3YYal0T MaTepUal Mo KaXxa0u TEME.

B xoxe camoctosaTensHOl paOOThl CIyIIATENSM MPEJOCTABISIETCS BO3MOXHOCTD
MOJIb30BAHUSI MHTEPHET pecypcaMH Y4eOHOro 3aBEJCHHS, Ha KOTOPBIX pPa3MEHICHBI
AJIEKTPOHHBIE YYEOHUKH, BHJIEOYPOKH, IMPE3CHTAIMH, TECThl U JpPyrue oOydaroliue
MaTepUaIbl.

[IpenycMoTpeHa BO3MOXHOCTh CBSA3aTbCS C MPENOAaBaTEIEM Jid MOJIYYEHUS
KOHCYJIbTaIINH.

OCHOBHBIMM BHUJAMU CaMOCTOSITEJIbHOW pPabOThl CiymaTeasMu 0e3 ydacTus
npenojaBaresieil sapisieTcs GopMHUpPOBAHUE U YCBOCHHUE COJICpKaHMS MaTepualia Ha 0ase
PEKOMEHI0BAaHHOU y4eOHOM JUTEPaTypHhl, BKJTFOYAs MH(pOpMAIIMOHHBIE
o0OpazoBaTeIbHbIE PECYPCHI (JIEKTPOHHBIC YUCOHUKH, DJICKTPOHHBIE OMOINOTEKH U JIp.).

C wnenblo ompeneneHHs KadyecTBa YCBOCHMS MaTepUalia MPOBOJIMUTCS NPOBEpPKa
3HAHMM CIIYLIATEJIE C HCHOJIb30BAHUEM COBOKYIHOCTHM KOHTPOJIBHBIX 3a/JlaHUM U
BOIIPOCOB B BUJIE UTOTOBOT'O KOHTPOJIS.

Kaxnprit oOywaromuiics Ha BeChb NEpPHUOJ] OOy4YEHHUs JIOJDKEH ObITh oOecredeH
WHUBUTyJIbHBIM HEOTPAHUYEHHBIM JIOCTYTIOM K 3JIEKTPOHHBIM YUEOHBIM MaTepuaiam,
coJiep KalliuM BCIO HEOOXOIUMYI0 yU4eOHYIO0 U yueOHO-METOIUYECKYI0 MH(POPMAIIUIO TIO
M3y4aeMbIM TEMaM.

C uenplo ompeAesNeHUs] KayecTBa YCBOEHMSI MaTepualia MPOBOJMTCS MPOBEpPKa
3HAHWM CIIYIIATEJIEl C HCMHOJIb30BAHUEM COBOKYIMHOCTH KOHTPOJBHBIX 33JlaHUN U
BOINPOCOB B BUJIE TEKYIIETO U UTOTOBOTO KOHTPOJIS.

Tekymuii KOHTPOJIb MOXKET OCYHIECTBIATHCS B (QopMe MNPOMEKYTOYHOTO
TECTUPOBAHUSI.

C uenbro ompeneneHHs KadyecTBa YCBOCHMSI Marepuana MPOBOJAUTCA IMPOBEPKa
3HAHWM CIIYHIATEJIEl C HCHOJIb30BAHUEM COBOKYIMHOCTH KOHTPOJBHBIX 33JlaHUN U
BOIIPOCOB B BUJIE TEKYIIETO U UTOTOBOTO KOHTPOJIS.

Texymuii KOHTPOIh MOXKET OCYIIECTBIATBCA B (opMe MPOMEKYTOUHOTO
TECTUPOBAHUS, BBIMOJHEHUS CIYIIATEISIMA WHAWUBUAYAIbHBIX 3aJaHUl 1O TeMam
M3y4aeMOU TUCUUILUIAHBI.
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Cnmcok JurepaTrypsl

1. Oenepanpubiii 3akoH or 27.07.2006 Ne 149-03 «O6 wunbopmarmu,
MH(OPMAITMOHHBIX TEXHOJIOTHSX U O 3alUTe NHHOPMALIII

2. ®denepanpHbii 3akoH 0T 06.04.2011 roma Ne 63-®3 «OO6 »aeKTpOHHOU
TOJITTUCH

3. ®enepanbHbiil 3ak0H 0T 02.05.2006 Ne 59-®3 «O mopsiake pacCMOTPEHUS
oOpallleHu rpaXkjaH POCCUICKON (eaeparm

4. ®enepanbhblil 3ak0H OT 09.02.2009 Ne §8-D3 «O06 obecriedennu aoctymna K
uHDOpPMAITUU O JEATeITLHOCTH TOCYJAapPCTBEHHBIX OPTaHOB W OPraHOB MECTHOTO

CaMOyTpaBIICHUS

S. [Mpukaz ®HC Poccum ot 18.11.2009 Ne MM-7-4/558@ «Pernament
BEJICHUS JIeJTOTIPOU3BOICTBA MOJIb30BATEISIMU CHUCTEMBI AJIEKTPOHHOTO
JOKYMEHTOO0OpOTa»

6. [Ipukaz ®HC Poccun ot 21.07.2011 Ne MMB-7-10/459@ «O6
YTBEPXKACHUU TOpsAKa OOMEHa JOKyMEHTaMH, COJEpKallUMU KOH(PHUICHUUAIbHYIO
uH(DOpMAIUIOY»

7. ITpukaz ®HC Poccun ot 21.04.2021 Ne EJI-7-24/391@ «O pabote ¢
HECEKpeTHOM uHpopManueil, JocTynl K KOTOpoW orpaHuudeH (enepaabHbIM
3aKOHOJIaTEIbCTBOM,

a Takke choykeOHoW  uH(popmauued, OrpaHMYeHHME Ha  pacHpOCTpaHEHUE
KOTOPOM AUKTYETCS CIIyKEOHOU HEOOXOAUMOCTHIOY

8. [Tpuka3z ®HC Poccum ot 29.12.2022 N EJ[-7-10/1289@ «O06 yTBepkacHUN
TUoBOM MHCTPYKLIMH MO AEIONPOU3BOACTBY B ynpasieHun denepanbHONM HAJIOTOBOM
cyk0bl o cyOwekty Poccuiickoii ®enmepaniu U B MEXKPETMOHAIBHOW HMHCHEKIIMU
®denepanabHON HATIOTOBOM CITYXKOBD»

Q. Cucrema snektponHoro nokymentoodopora MOHC Poccun (COA-UDHC).
PykoBojactBo nonw3oBatend. @I'YITI 'HUBII MHC Poccuu

10. HamumonanbHbil cTangapt poccuiickoit peaepanuu. [OCT P 7.0.97-2016
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PABOYAS ITPOI'PAMMA TUCIUAITINHBI

Hcnonb30BaHue COBpEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOT UM B
JAeJIONPOU3BOJACTBE

(HauMeHOBaHue y4eOHOW IMCLUILIMHBY/Pa3zierna)

BBenenue

HeoOxoauMbIM  yCIIOBUEM KAauyeCTBEHHOT'O BBIIIOJIHEHUSI CBOUX JOJIKHOCTHBIX
O0s13aHHOCTEM  COTPYJAHMKaMH  HAJOTOBBIX  OpPraHOB  SIBJSIETCS  HAJM4YME Y
rOoCylapCTBEHHbIX IpaxaaHckux ciayxamux @OHC Poccun  chopmMupoBaHHBIX
npo(eCCUOHATBHBIX KOMIIETEHUUH, BKJIIOYAIOMIMX 3HAHUS, YMEHHUS, HaBBIKM B YacTH
paboThI C UCTIOIB30BAHUEM COBPEMEHHBIX HH()OPMALIMOHHBIX TEXHOJIOTUH.

Jucuunnuna «lcnonp30BaHue COBPEMEHHBIX HMH(OPMALMOHHBIX TEXHOJIOTMH B
NEIONPOU3BOACTBE»  3aHMMAET  BAXHOE  MECTO B IIPOLECCE  MOJy4YECHUS
PO ECCUOHAIBHBIX KOMIIETEHIUH.

Hcrnonb3oBaHWe COBPEMEHHBIX  MH(OPMAIMOHHBIX  TEXHOJOTHWA  SIBISETCA
HEOOXOJMMBIM YCIIOBUEM BBINOJHEHUSI (YHKIMOHAIBHBIX OOS3aHHOCTEN, BO3JIaraeMbIxX
Ha COTPYIHHMKOB HAJIOTOBBIX OpraHoB. IIporpammusiii npoaykt «MoilOducy» sBisercs
aNbTEPHATUBOW MHOCTPAHHOMY MPOrpaMMHOMY OOECIIEUEHHIO U CIOCOOEH peniaTh BCeE
3a/layd, KOTOpBIE JTOJKHBI pelaTbCs OPUCHBIMU NpUIOKEeHUsIMU. OQHAKO Ha JTaHHBIN
MOMEHT B IPOLIECCE MOATOTOBKU JIOKYMEHTOB MCIIONB3YETCs TaKkKe M MPOAyKThl MS
Office, nanpumep, MOATOTOBKA JOKYMEHTOB ¢ ITOMOIIBI0 peaaktopa MS Word.

esu, 32124 1 MeCTO Y4eOHOI JUCUHUILJIMHBI B poIecce MOBbIIIEHMSI
KBaJIH(PUKAIIMH.

Lenvio U3y4eHUs JUCLMILTUHBI «Mcnonp3oBaHue COBPEMEHHBIX
MH()OPMAITMOHHBIX TEXHOJOTUN B JEIOMPOU3BOJICTBE» SIBISETCS (DOPMUPOBAHUE HOBBIX
M pasBUTHE  paHee  NPUOOpPETEHHBIX  MPOPECCHOHAIBHBIX  KOMIETCHIIMIA
rOCyIapCTBEHHBIX ~ TPAKIAHCKUX  CIYXKAIIMX  HAJIOTOBBIX OpPraHOB B  4YacTd
WCITOJIb30BAaHUS COBPEMEHHBIX HWH(DOPMAIMOHHBIX TEXHOJIOTHMH TIPU  BBITOJTHCHHUH
MpoQeCCHOHANIBHBIX 3a/1a4.

B pamkax 3asBI€HHON AUCHIUTUIMHBI JOJDKHBI OBITH PEIICHBI CIASAYIOUTNE 3A0aylL.

— m3yuuth OQysknuonan [0 «MS Office» nmna pemenus 3amad 00pabOTKH
nH(OPMAITUU U TIOJITOTOBKHU JIOKYMCHTOB;

— u3yuuTh BoO3MOXHOCTH pabdorel B Il «MoitOduc» mnpu MNOATOTOBKE
OpraHU3aIMOHHO-PACTIOPSANTEIBHBIX ~ JOKYMEHTOB  COTJIACHO  HMHCTPYKIIUKA  TIO
JeJIONPOU3BOCTBY.

Ilnanupyembie pe3yabTaThl 00y4eHHA

B pe3ynbprare OCBOEHHS NAHHOW IWCLUIUIMHBI FOCYAApPCTBEHHBIM TI'PaXKAAHCKUN
CITY’KaIllUW JTOJKEH:

3Hamy.

— ocHOBBI paboThI ¢ T10 «MS Officey;
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— ocHoBHO# ¢yrKroHan [10 «MoitOduc TekcTy;

ymemb:

— HCIIOJIb30BaTh MPOTPAMMHBIE POTYKTHI;

— paboTaTh B TEKCTOBBIX PeIaKTOpax Mjisi opOopMIICHUS JOKYMEHTOB;

— CO037aBaTh CIIHUCKH JIIOOOTO YPOBHS;

— pabotath ¢ TabauiamMu, GopMUPOBaTh U 00padaTHIBATH OTUETHI;

61adems HABLIKAMU:

— CO3JaHHWS JTIOKyMEHTOB C HCIOJB30BAaHUEM  PA3IUYHBIX POTPaMMHBIX
oOecrieyeHu.

Ne i/m HaumeHnoBanue tem Bun 3anstus
Hcnonb30BaHre OTEYECTBEHHBIX MPUKIIAJAHBIX O(UCHBIX MPUIOKECHH B
2.1 JIeJIONIPOU3BOJICTBE IIpakmuxa
Hcnons3oBanue oucHbIX IIPUIIOKEHUN npu IIOArOTOBKE
2.2 pacIoOpsAIUTENIBHBIX JOKYMEHTOB Ipaxmuxka

O6bem 3ansaTuii o nucuuruimHe — 2 yaca (11% ot Bcero o0beMa mporpammeai).
PedepaTruBHOE oncanue Tem

2.1. Ucnosib30BaHHe O0T€YeCTBEHHBIX MPUKJIAAHBIX 0(UCHBIX NPHUJI0KEHUI B
1eJ10NPOU3BOACTBE

OcHoBHble mnporpamMmmuble TpoaykThl T «MoiOducy». Pa3Butre HaBBIKOB
paboThl ¢ nmporpamMMHbIM obecnieueHrueM «MoitOduc Tekct» u «MoitOduc Tabnuiay.
Coznanne pacopsSANTEIbHBIX TOKyMEHTOB. PaboTa ¢ Tabnuiamu.

2.2. Hcnoab3oBanume  OQUCHBIX  NPHJIOKEHUH  NPH  MOATOTOBKE
pacnopsiiNTeJIbHbIX IOKYMEHTOB

TexHonmorun o0O0pabOTKH TEKCTOBOM HMHGOPMAIMK C TIOMOIIBI0 TEKCTOBOTO
penakTopa: QopMaTdpoBaHHWE TEKCTa, MapaMmeTpbl MmpudTa, ab3ama, CTpaHUIBI,
BbIpaBHMBAHME TEKCTa B ab3ale, padoTa CcO CHUCKAMHM TEKCTa, MCIOJIb30BAHHE
KOJIOHTUTYJIOB JJIi HaBUrallud B JIOKyMEHTE, aBTOMAaTH4YeCKas HyMepalus CTpPaHUIL;
aBTOMATHYEeCKasi pacCTaHOBKa IIEPEHOCOB, MpoBepka opdorpadpuu. Ilpakrnueckue
MPUMEpPHI MOATOTOBKU JJOKYMEHTOB, IPUMEHSEMBIX B HAJIOTOBBIX OpraHax.

IMpakTuyeckue 3agaHus

1. Kak Ha3pIBaeTCsi OKHO B TEKCTOBOM penaktope «MoiOduc Tekcty,
MpeHa3HaYeHHOE 1JI1 OBICTPOTO TTOMCKA U BBITIOJIHEHUS] KOMaH 1?

2. Kakum o00pa3oM BBI3BIBAETCS OKHO OBICTPBIX JEHCTBUA B TEKCTOBOM
penaktope «MoitOduc Texct»?

3. MOXHO M HM3MEHUTh PEXKUM OTOOpaXCHHUS MaHEIM HWHCTPYMEHTOB B
TekcToBOM peaakrope «MoiOduc Texer»?

4. Vicnonb3ys codetanue knaBuil «MoitOduc Tabnuimay (Topsdue KIaBUIIH),
OMHWINUATE TOCIEAOBATEILHOE BBITIOJIHEHHE CIEIYIONUX TPOLEAyp ¢ TaOTUIHOU
00JacTbIO:

—  BBIJICJICHUE TAOJHIIbI;
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—  KONUPOBAHHE TAOJIUIIHI;
—  BCTaBKa JIaHHBIX TaOJIMIIbI.
5. [IpousBeaute mepeBoa TEeKCTOBOTO JokymeHTta «MoiOguc Tekct» B
HEpeIaKTUpYyeMblil popmar maHHBIX ¢ pacuiupenueM .pdf U HCMONb30BaHMEM KOMaHI,
PacHoJIOKEHHBIX B OKHE OBICTPBIX JACHCTBUM.

MeTozmqecKne PERKOMEHIAUNA

[ToBbiieHre KBAMM(PUKANUKA TPAXKTAHCKAX  CIYXKAIIUX  OCYIIECTBISIETCS C
WCIIOJB30BAaHUEM C UCIIOJIb30BAaHUEM JIUCTAHIIMOHHBIX TEXHOJOTUM M 3JIEKTPOHHOTO
oOyueHHus. YUUTBHIBAE€TCS pachpeesiecHue BPEMEHM Ha TEOPETUUYECKU MaTepuan u
BBITIOJTHEHHWE TPAKTUUECKUX 3aJaHui B COOTBETCTBUU C YTBEPXKJICHHBIM Y4eOHO-
TEMATHYCCKHUM IIJITAHOM.

Ciymiarenn caMOCTOSITEIRHO U3y4aloT MaTepUall 1O KaXKI0M TeMe.

B xonme camocTosiTenpbHOM PabOTHI CAyMIATENSIM MPEAOCTABISCTCS BO3MOXKHOCTD
MOJIb30BaHUSI HMHTEPHET pecypcaMyd Y4deOHOTO 3aBECHHUS, Ha KOTOPBIX pPa3MEICHBI
AJICKTPOHHBIE YYCOHUKH, BHJICOYPOKH, MPE3EHTAIMH, TECThl W JApyrue oOydaromiue
MaTepualbl.

[IpenycMoTpeHa BO3MOXHOCTH CBSI3aThCS C MPENOAABATENEM ISl MOJYYEHUS
KOHCYJIbTaIINH.

OCHOBHBIMM BHUJAMU CaMOCTOSITEJIbHOW pPabOThl CiylmiaTeasMu 0e3 ydacTus
npenojaBaresiei saBisieTcs GopMUpOBaHUE U YCBOCHUE COJECPKaHUSI MaTepuasia Ha 0ase
PEKOMEHI0BAaHHOU y4eOHOM JUTEPaTypHI, BKJIFOYAs UH(pOpMAIIMOHHBIE
oOpazoBaTrenbHbIE pecypchl (JIEKTPOHHBIE YICOHUKH, DJIEKTPOHHBIE OMOTUOTEKH U JIp.).

C uenblo ompeaeseHUsl KauyecTBa YCBOCHMS MaTepuayia MPOBOJMUTCS IPOBEpKa
3HAaHUW CIyIIATEJIEe C WCIIOJb30BAHUEM COBOKYIHOCTH KOHTPOJIBHBIX 3aJJaHUui |
BOIPOCOB B BUJIE UTOIOBOI'O KOHTPOJIS.

Kaxnprii oOywaromuiics Ha BeChb NEpPHUOJ] OOy4YEHHUs JOJDKEH ObITh oOecredeH
WHJIUBUAYaJIbHBIM HEOTPAaHWYEHHBIM JIOCTYIIOM K 3JIEKTPOHHBIM YUEOHBIM MaTepuajiaM,
COJICPIKAIlIUM BCIO HEOOXOIUMYIO YUEOHYIO M y4eOHO-METOAUYCCKYI0 MH(DOPMAIIHMIO T10
M3y4yaeMbIM TEMaM.

C wmenbro ompeneneHus KadyecTBa YCBOCHMSI Marepuana MPOBOJUTCA IMPOBEpPKa
3HAHUM CIIYIIATEJIEl C HWCHOJIb30BAHUEM COBOKYIMHOCTH KOHTPOJBHBIX 33JlaHUN U
BOINPOCOB B BUJIE TEKYIIETO U UTOTOBOTO KOHTPOJIS.

Tekymuii KOHTPOJIb MOXKET OCYIIECTBIATHCS B (opMe MPOMEXKYTOYHOTO
TECTUPOBAHUSI.

C uenplo ompeAeNeHUs] KayecTBa YCBOEHMsI MaTepualia IMPOBOJMTCS IMPOBEpPKa
3HAHWM CIIYIIATEJIE C HCHOJIb30BAHUEM COBOKYIHOCTHM KOHTPOJIBHBIX 3a/JlaHUM U
BOIIPOCOB B BUJIE TEKYIIETO U UTOTOBOTO KOHTPOJIS.

Texymmuii KOHTPOJIb MOXKET OCYIIECTBIAThCA B (opMe MPOMEKYTOUHOTO
TECTUPOBAHUS, BBIMOJHEHUS CIYIIATESIMU WHIUBUAYAIbHBIX 3aJaHU TI0 TeMam
M3y4aeMOU TUCIUIUINHBI.
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Cnmcok JurepaTrypsl

1. TI'puneBa E.I'. Ilporpammuoe o6Gecneuenne «MorOduc craHgapTHBINY.
«MoOduc tekct»: ydebHo-Meroauueckoe rnocodue/ - H. Hosropoa: IIpuBoinkckuii
UHCTUTYT noBbIieHus kpanuduxanuu GHC Poccun, 2020. - 85 c.

2. DJEKTpOHHBIE MaTepHalibl, MOATOTOBIEHHbIE Tl «Kypca MOJI010T0 COTpYIHHUKA

(2JIEKTpOHHBIC YICOHUKH, TPEHAXKEPHI, BUJICOYPOKH ).
OPTAHU3ALIUOHHO-NNEJATI'OI'NMYECKHE YCJIOBUSA

[ToBbileHNE KBATU(PUKAIIUU TPAKIAHCKUX CITYKAIIUX OCYIIECTBIISIETCS B 3a04HOMN
dopMe C HCHOIB30BAHMEM JIMCTAHIIMOHHBIX OOpa30BATENbHBIX TEXHOJOTUH U
AJIEKTPOHHOTO OOy4YeHHUsI B MOJTHOM OOBEME C OTPBHIBOM OT HCIIOJHEHHUS CIIY>KEOHBIX
00s3aHHOCTEN MO 3aMeIaeMOM JOHKHOCTU TOCYAapCTBEHHOM IrpakIaHCKoW ciykObl. B
CoJIep>)KaHUU O0y4YEHUSI IPUOPUTET OTAACTCSA MPAKTUUECKON HAMPaBICHHOCTH O0y4YeHUS
C COONIOICHHEM KOMILJIEKCHOrO cOaJaHCHUpOBAaHUS TEOPUM M MPAKTUKH HPUMEHEHUS
HOPMAaTUBHO-TIPABOBBIX AKTOB, PETJIAMEHTUPYIOIIUX JIE€ATEIbHOCTh T'OCY/IapPCTBEHHBIX
IPa)/IaHCKUX CIIy>KalllMX I10 BBIOPAHHOMY HaIlPaBJICHUIO 00YUYEHHUS .

[Tpu peanuszanuu y4yeOHOro mpouecca o0sA3aTeIbHO YUUTHIBAETCS paclpeesieHue
BPEMEHM Ha TEOPETUYECKUH W MPAKTUYECKUHM Marepual B COOTBETCTBUU C
YTBEPKJACHHBIM Y4eOHO-TEMaTUYECKUM IJIaHOM. [IpakTHueckre 3aHATUS MPEANoaraoT
pa300p CHOPHBIX U MPOOJIEMHBIX CUTYalUil U3 MPAKTUYECKON pabOThI, CAMOCTOSITEILHOE
pEIICHUE MPAKTUYECCKUAN 3aJTaHUM CITyIIATEISIMU.

Kax b1l oOyuaromuiicss Ha BeCh nepuoj o0ydeHus: o0ecreyeH UHANBUIYATbHBIM
HEOTPAHWYEHHBIM JOCTYIIOM K DJIEKTPOHHBIM YY€OHBIM MaTepuajam, COAEPKaIIUM BCIO
HEOOXOAMMYI0 Y4YeOHYI0 M y4eOHO-METOAMYECKYI0 HMH(MOpPMAIMI0 10 H3YyYaeMbIM
MoaynsM. MiMeeT BO3MOXKHOCTH 3a/laTh BOMPOC M TMOJYYUTh HA HETO OTBET B JIMYHOM
KaOHWHEeTe yepe3 CUCTEMY COOOIIEHUH ¢ IPENoJaBaTeIeM Wik KypaTopoM OOy4eHHUS.

Bo03MOXXHOCTh 33/1aBaTh MHTEPECYIOIIME BONPOCHI MO MIporpamme oOydeHHs Ha
dbopyMe W TONly4aTh KOHCYJBTAllMM B pEXHME on-line y mpemnojaBareneil Kypca
COXpPAaHsETCs BO BECh MeprOJl 00yUEHUSI.

OOyueHue conpoBOXKIAAETCS YU€OHBIMU U METOJUUYECKIUMHU BHI€OMaTEpUATaMU.

B mpomecce mpaktuyeckoro oOydeHHs 0co00e¢ BHHUMAaHUE CIIEAyeT YISIATh
(GOpMUPOBAHHUIO M PA3BUTHIO Yy CIyIIaTelde NpPaKTUYECKUX YMEHUN, HABBIKOB U
komneTeHuud. Ilpu BeimomHeHnn npaktudyeckux 3aganuii no AWC «Hamor 3»
00s13aTeTbHO MCTOJIB30BAHUE OCHOBHBIX BHUACOTPEHAXKEPOB 1O TEXHOJOTHUU PAOOTHI C
EKIL.

VYuebnas 6aza AkaJeMUU OCHAI[EHA COBPEMEHHBIMU TEXHUYECKHMHU CpEJICTBAMU
st obecniedeHus: ydyeOHoro mpouecca. Mcmonb3yroTcsi MHTEpaKTUBHbIE YUEOHUKH,
COJZIeprKaIlie TEOPETHUECKHEe MaTepuanbl W TPAaKTHUECKWE 3aJaHus, TPU OTOM: a)
MPOUCXOIUT MITHOBEHHOE HauMCJIeHHEe 0assioB 32 OTBETHI, B PE3YJIbTATE YETO CIYIIATENb
Cpa3y HEMOCPEICTBEHHO B XOJ€ HM3yUEHHUS TEOPETUYECKOro MaTepuaia BHUIUT CBOU
yCIEeXU Ha «IIKaje Mporpecca» Wi 0) Mpu HEMPaBUILHOM PEIICHUU 3a]ad CIyIIaTeNb
OTCBUIaETCS. K TOBTOPEHHMIO TEOPETHYECKOr0 MaTepuaia, W3JI0KEHHOTO paHee B
yueOHuke. JlaHHas cucTtemMa CcamoOIpPOBEPKU B YUYEOHUKE IO3BOJISIET CIylIaTeNlsM B
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yno0HO# ¢GopMe OIEHUTh YPOBEHb CBOMX 3HAHUW WM TOIATOTOBUTHCSI K HTOTOBOMY
TECTHUPOBAHMUIO.

Peanuzanus mporpamMmbl oOecriedMBaeTCsi KaK INTATHBIMHU IPENoaaBaTesIsIMU
CHelUaIu3upoBaHHBIX Kadenp AKaJeMuu, TaK U PYKOBOISIIMMU U  HAy4dHO-
neJarortueckuMu pabOTHUKaMU opraHuzanuii u Benymmx BY3oB, npuiexkaemMbiMu
K peajn3alyy IporpaMMbl Ha YCIIOBUSIX MPaXKJaHCKO-TIPABOBOTO JI0roBopa (KOHTPAKTA).

®OPMbBI ATTECTAIIUA

Onenka KayecTBa OCBOCHMS IIPOrpamMMBl BKJIFOYAET TEeKYLIUI
W/WJIH IPOMEXYTOYHBIN KOHTPOJIb, @ TAK)KE UTOTOBYIO aTTECTAIHIO O0YYaIOITIXCA.

Texymuii KOHTPOJb W/HWIM TMPOMEXKYTOUHAs aTTecTalusi TMPOBOJUTCA B
cooTBeTCcTBUHM C [l0N0KeHNEM, YTBEPKIEHHBIM PEKTOPOM AKaJIEeMHH.

[lopsnoxk mnpoBeneHUss HMTOTOBOM  arrectauuu  omnpeneneH  [lomoxeHuem
00 UTOTrOBOM aTTECTALIMH, YTBEPKACHHBIM PEKTOPOM AKaJAEMUH.

OLHEHOYHBIE MATEPHUAJIbBI

Hepeqenb BOIIPOCOB, BbIHOCHUMbIX HA 9K3aMCH

1. Ha yem ocHOBaH MPUHIUIIT AJIEKTPOHHOTO JOKYMEHTO0O0poTa?
2. Uro aBnsercs «equuuiieit nadopmarun» B COJ1?
3. Kakas cucrema «COJ[-perrnon» HampapiieHa Ha 00eCTieYeHe BO3MOKHOCTH

(dbopMHpOBaHUS MTPEATIOKEHUIN OT paOOTHUKOB HAJIOTOBBIX OPTaHOB I10 MOBBIIIEHUIO
KadecTBa o BceM HanpasieHusaM aestenpsHoctu PHC Pocenn?

4, Kakue BuabI 3JIEKTPOHHBIX NTOANIKACEN onpeaeneHbl DenepaibHbIM 3aKOHOM OT
06.04. 2011 No 63-®3 «O06 »nexTpoHHOM oanucu"?

5. Yrto obecrieunBaeT JICKTPOHHAS TTOAMUCH HA IOKYMEHTE?

6. OcHOBHBIE TPUEMBI pa0OTHI B CUCTEME JIEKTPOHHOTO JOKYMEHTO000pOTa
HasoroBbIx opranoB Lotus Notes.

1. B xakoii 6a3e nanabix COJI Lotus Notes MIpouCXOIUT perucTpaiys BXO e
KOPPECTOHAEHIINU ?

8. Yro siBnsieTca 0a30BbIMU CBOMCTBAMH 0€30MaCHOCTH MHGOpMALIUK?

9. Kakoi1 HopMaTUBHBIN JOKYMEHT MPEIOCTABIISET IEPEUYEHD CBEICHUIN

KOH(HUIEHIIUAIBHOTO XapakTepa PD?

10. Ilo xakuM ypoBHSM pa3zfieneHsl Borpockl B uHTepHeT-cepBruce ®HC Poccun
«YHacTo 3amaBaeMble BOIIPOCHD)?

11. Kaxkas opraHu3aius OCyIIecTBISET BblJady KBaTHU(PHUITIPOBAHHOTO cepTH(HKATA
(Bergauy YKOII)?
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IIpuMepbI TECTOBBIX BOIIPOCOB

1. Yro sBnsiercsa «eauuuiiet nadopmarumn» B COJ1?

a.
b.
C.

d

JIoKyMeHT
Daitn
[Tpukas
[Tucemo

2. Kto BmpaBe (dopmupoBath mpemiokeHus B 0aze MaHHBIX «VHHUITMATHBBI
pabotHukoB ®HC Poccumn»?

a.
b.
C.

d.

Cotpynnuku llentpanbaoro annapata ®HC Poccun

JIro0o# COTpYyTHUK HAJIOTOBOTO OpraHa

Cotpynnuku Ynpasnenuit ®HC Poccum no cydobektam Poccuiickoit
denepanuu

COoTpyIHUKH  MEXPETHOHAIBHBIX  MHCIEKIMM 1O  OKpyram
Poccuiickoit @enepanuu, uenrpaipbHoro annapata ®PHC Poccun

3. Lotus Notes. Peructpamus BXoAsmieil KOPPECIOHACHIIMNA MPOUCXOIUT B
baze manunIx

a.

b.
C.
d

«Kanuensipusi»
«Peructparop»
«KommyTraTop»
«ITopyuenus»

4. Lotus Notes. Kakyro komaHay Ha MaHENId HHCTPYMEHTOB MPOTPaMMBI
HEOOXOMMO HCIOJIL30BaTh JJIsi JIOOABICHHUS CBSI3HM PETUCTPUPYEMOTO
JIOKyMEHTA C IPYTUMHU BXOISIIIUMH TOKYMEHTaMU ?

a.

HetictBue /J106aBUTH CBS3b

b. JleiictBue /[JoKyMeHT

C.
d.

[TpaBka/BcTaBuTh
[TpaBka/ JIo6aBUTH CBA3B

JIuaMm, ycrienmrHo OCBOMBUIMM JIONOJIHUTEIbHYIO MPO(EeCCUOHATBHYIO MPOrpaMMy
MOBBIIICHUS] KBAIM(PUKALUUM W MPOLIEAIIMM HWTOTOBYIO aTTECTALMIO, BbIIACTCS
Y0CTOBEPEHUE O MOBBIIICHUH KBAIU(PHUKAIIMK YCTAaHOBICHHOTO 00pa3iia B 3JI€KTPOHHOM

BHJIE.

[TpopekTop no yueOHo# paboTe / VLW““’/ N.B. Koxxanosa

i
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