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1. llesu u 3212494 AU CIUILIHHBI

[ens: momroToBka 6akasaBpoB K Oymayiiel mpodecCuoHaAIbHON AesSTETHHOCTH Ha OCHOBE
V3YUYCHUS NMPABOBBIX, OPTaHU3AIMOHHBIX, TEXHUYECKUX U TEXHOJIOTMYECKHUX MPOLIECCOB,
peanu3yMX MEXaHU3Mbl KOH(UICHIINATBHOTO JACIONPOU3BOJICTBA U 00ECIIEUNBAOIIUX
3alUTy KOH(DUACHIIMAIbHON HHPOPMALINY B YUPEKICHUH. 3aJ]auu: — PACCMOTPETh
TEOPETUYECKUE U METOIMUECKUE BOMPOCH 00eCIedeHUsI MHPOPMAIIMOHHOM
0€30MaCHOCTH; — U3YUYUTh METOJIbI 3alIUTHI KOH(PHUISHIIMAIBHOW HHGOpMAIIUU OT
Pa3IMYHBIX BUJOB YTpo3 B IIpoLiecce €€ co3anusi, 00pabOoTKH, UCTIONb30BAaHUS U
XPaHEHHUsI; — U3YUUTh MPOLEeCC IBUKEHUS KOHPUIECHIIMATBHBIX JJOKYMEHTOB B
opraHu3zanuu; — cHopMHUPOBATH Y 0OYHAIOIINXCS MTPEICTABICHUE O PEKUME COXPAHHOCTH
KOH(PUACHIIMAIBHBIX JOKYMEHTOB; — HAyYUTh PabOTaTh C IOKyMEHTaMU, COACPKaAITUMHU
KOH(PUACHIIMATBHYIO HH(POPMAITHIO.

Kpartkoe conepxxanne TUCHUILTHHBI

[Ipenmer, conepxanue, 3aa4u AUCHUIUIMHBL. [[eHHas n koHpuACHIIMATbHAS
uHpopmarusi. PopMel 3aIIUTE HHOOPMALIMOHHBIX PECYPCOB OIPAHUYEHHOTO JIOCTYIIA.
3aKOHOAATENBCTBO U IPYrMe HOPMAaTUBHbIE MaTepHaIbl 10 OpraHU3aI|H
KOH(pUACHITMAIBHOTO pekuma. McTounnku KoHpuaeHnaIbHOW nHDOpMaIi. YTrpo3sl U
KaHaJbl yTpaThl KOH(UICHIHATIbHON nHpopMannu. PermamMenTanus cocrana
KOH(pUIEHITHANBHBIX CBEJCHUM U MOPSAIOK X AJOKyMeHTHpoBaHus. [loToku
KOH(UIEHITNATBHON TOKyMEeHTaluU. TeXHOIOTHYeCK1e CUCTEMBI 00PaOOTKH M XpaHEHUS
KOH(UIEHITNATBHBIX JOKYMEHTOB. Y4eT KOH(pHUIECHIIHAIBHBIX JOKYMEHTOB.
JlokyMeHTHpoBaHue KoHpuaeHraibHol nHdopmaruu. Ilopsaok paboTsl UCTIOTHUTENEH
C KOHQUACHIMATLHBIME JOKyMeHTaMu. [lopsiiok mpoBeeH s COBEIIAHMIA U TIEPETOBOPOB
10 KOH(PHUICHIIMATHHBIM BOTIPOCaM, puema noceruteneid. @opmupoBanue, oQpopmIiieHHnE
U XpaHeHue KOHPUICHIIMATbHBIX JOKYMEHTOB. YHUUTOXKEHUE KOHPUIECHIIUATbHBIX
NOoKyMeHTOB. [IpoBepka Hanmu4yusi KOHPUACHIIMAIBHBIX JOKYMEHTOB, JIeJl 1 HOCUTENEeH
uHbOpMAaLIIH.

2. Komnerenuum o0y4yaromerocsi, (popMupyemMblie B pe3yJibTare 0CBOCHHA
AUCHUNIMHBI

[TnaampyemMble pe3yabTaThl OCBOCHUS [Tnanupyemblie pe3yabTaThl
OIT BO (kommieTeHIIun) 00ydYeHHUS 110 AUCITUTUTHHE

3HaeT: 3aKOHO/ATEIbHYI0 1 HOPMAaTHBHO-
METOIMYECKYI0 06a3y BeleHHsI KOH(DUICHIINATBHOTO
TIeTIONPOM3BOJICTBA; OCHOBHBIE HAIIPABICHHS
3alUThl KOH(PHUICHIMAILHON HH(OpMAIIUH;
KPUTEPUH U CITIOCOOBI JOCTYIA epcoHasa K TaiiHe
¢bupmbl, HHOOPMAITMOHHBIM CHCTEMaM

'YMeeT: HCIOoIb30BaTh METO/IBI 3AIIUTHI
KOH(UACHINAIBHOW HHPOPMALIUH; UCIIOIB30BATh
KPUTEPUH U CITIOCOOBI JOCTYIa epcoHasa K TaiiHe
¢upmbl, THOOPMAITMOHHBIM CHCTEMaM

MeeT NpaKTUYECKUAN OMIBIT: MCIIOIb30BAHUS
METOJIOB 3aIUTHl KOH(PHICHIIMATHHON
UH(pOpMALINH; NCTIONB30BAHHS KPUTEPUEB U
Croco00B 1OCTyNa MEpCcoHaa K TaiHe (PUPMBI,
MH()OPMALTMOHHBIM CHCTEMaM

[TIK-1 CniocobGeH opranu3oBbIBaTh PabOTy 1O
JOKYMEHTUPOBAHUIO AESITETbHOCTH MPEINPHUITHS




3. Mecto aucuumiaibl B cTtpykrype Ol BO

[Tepeuens npenmecTBYOMUX AUCIHUILINH,
BUJIOB pabOT y4eOHOro IjiaHa

[TepeyeHs MOCICTYIONIMX AUCIATLINH,
BUJIOB paboT

KoHcanTuHr u aynuT B cpepe TOKYMEHTALMOHHOTO
oOecrieueHus ynpaBJeHUs,

JlOKyMEHTHasi IMHTBUCTHKA,

Oduc-MeHeHKMEHT,

Opranu3alnoHHOE MPOEKTUPOBAHHUE,
JIOKyMEHTHPOBAHNE CHCTEM MEHEKMEHTA
KauecTBa,

Opranu3zanus paboThl ¢ 00paIIeHUSIMU PaXaaH,
Crannaptuzanus J0OKyMEHTallMOHHOTO 00eCTIeYeH s
yIIpaBIICHUS,

MesxayHapoHasi CTaHAapTU3aLuUs YIIPaBICHUS
TOKyMEHTalUen

He npenycmorpensl

Tpe6OBaHI/I$I K «BXOAHBIM)» 3HAHHAM, YMCHHAM, HaBbIKaM CTYJICHTA, HCO6XOI[I/IMI>IM
IIpu OCBOCHHUHU I[aHHOfI JUCHUITIINHBI 1 HpHOGpCTeHHLIM B PE3YJIbTATC OCBOCHUA

MPEAIECTBYOIINUX TACIUTLIINAH:

JlucuurinHa

TpeboBanus

Opranu3zanus paboThl ¢ 00paIeHUSIMH FpaXKaaH

3HaeT: MpaBuiia MOATOTOBKU YIIPaBICHYECKHUX
TOKYMEHTOB U 00palleHnii TpaxkiaH;
KJIacCU(PUKAIINIO PEKBU3UTOB, TIPaBUI O(OPMIICHHS
YIIPABICHUYECKUX JTOKYMEHTOB U OOpaIieHui
rpakJiaH; MpaBUjIa U TEXHOJIOTHH 00paboTKH
BXOJISAIIUX, UCXOSIIUX ¥ BHYTPEHHUX O0paIeHUA
rpakaaH, CHCTEMaTU3aluu JOKYMEHTOB U METOJUKHI
COCTaBJIEHUS HOMEHKJIATYPhI A€ YMEET:
BOCHPOU3BOAUTH MTPABUIIA MOATOTOBKHU
YIIPABICHUYECKUX JTOKYMEHTOB U OOpaIieHui
rpakaH; 0OPMIIATh Pa3INYHbIC BUIBI
YIPaBICHYCCKUX JJOKYMEHTOB, OOpaIIeHU TpaxIaH
Ha YPOBHE BOCIPOM3BEICHHUS A0JOHOB;
BOCIPOU3BOAUTH MTPABUIIA U TEXHOJIOTHIO
00pabOTKHU BXOMSIINX, UCXOISAITUX ¥ BHYTPEHHUX
oOpaleHul rpaxaaH, CUCTeMaTh3aluu JOKYMEHTOB
1 METOAUKY COCTaBJICHUS HOMEHKJIATYPhI Je1
MmeeT npakTUYECKUI ONBIT: UCIIOIb30BaHUS
MPaBWJI MOATOTOBKH YNPABICHYECKUX JOKYMEHTOB,
oOpalleHuH Tpa)kJaH; OMUCaHUs TPaBUIT
odopMIIEHHUS YIIPABICHUYECKUX JTOKYMEHTOB,
oOpaleHui rpa)kiaH; UCIOJIb30BAHUS IPABUIT U
TEXHOJIOTUI 00paOOTKH BXOASIINX, UCXOMISAIINUX 1
BHYTPEHHUX OOpaICHHIA TpaXKT1aH, CUCTEMATHU3aINN
TOKYMEHTOB Y METOJIUKH COCTaBJICHUS
HOMEHKJIATyphbl eI

JloKyMEHTUpOBaHUE CUCTEM MEHEI)KMEHTA
KaueCTBa

3HaeT: CYIITHOCTb JOKYMCHTHUPOBAHUS U OCHOBHBIC
onpeseNeHus; el U 3a7a4H TIOKyMEHTUPOBaHUS
TpeOOBaHUH K Ka4eCTBY MPOAYKIIUH, IPOIIECCOB MU
YCIIYyT, a TaKKe JOKyMeHTHpoBaHus B pamMkax CMK;
COCTaB U CTPYKTYPY HOPMATUBHBIX JOKYMEHTOB Ha

MPOAYKIIMIO, TPOLECC WIIH YCIIYTY, a TAKXKE B




nokymenrtanun CMK; TpeboBaHus K JOKyMEHTAIMH
CMK, xapaKkTepUCTUKY OCHOBHOM TOKYMEHTALIMHI
CMK, npouenypy nIpoeKTUpOBaHuUs, YTBEPKIECHUS,
BBIITyCKa U ynpasieHusa nokyMmentanuu CMK
'YMeeT: coCTaBIATh U 0pOPMIIATE yIIpaBleHUECKHE
TOKYMEHTBI, B TOM 4HCIIe HHPOPMAIIMOHHO-
CIPaBOYHBIE, B COOTBETCTBUH C TPEOOBAHUSIMHU
MPAaBOBBIX aKTOB U CTaHJAPTOB; UJIEHTU(DUIIUPOBATD
HEOOX0IMMbIE HOPMATUBHBIE JJOKYMEHTHI,
o0ecrevnBaroIre KauecTBO MPOIYKIIUH, TPOLIECCOB
WIN YCIIYT, a TakXKe TpeOyeMble CHCTeMOn
MEHEIKMEHTa KauyecTBa; 00ecreunBaTh
BBITTOJTHEHHE OCHOBHBIX TPEOOBAaHUH K cUCTEME
MEHEIKMEHTa KauyeCcTBa MOCPEACTBOM pa3padOTKH,
BHEJIPEHUS U akTyanu3zanuu jokyMentanuun CMK
MMeeT nmpakTUYeCKui OIbBIT: pa3padoTKH,
BHEAPEHUS U aKTyaIM3al[il OCHOBHBIX BH/IOB
TOKyMEHTOB, UCIIOJIb3YyEMBIX COTPYIHUKOM
OpraHu3aIiK; aHAIN3a TPeOOBaHUI HOPMATUBHBIX
TOKyMEHTOB K IPOAYKIUH, IpoLeccaM HIN
yciyram, UACHTU(PUKAIIMA OCHOBHBIX JOKYMEHTOB -
KaK OOBbEKTUBHOT'O CBHJIETEIHCTBA BHITIOTHEHUS
TpedoBanuit CMK, pa3paboTku HOpMaTUBHBIX
TOKyMEHTOB Ha MPOIYKIIHIO, IPOLECC WU YCIYTY
U1 00eCTIeYeHUsI KaueCcTBa MPOIYKIMH, TIPOIIECCOB
WM YCIIYT, a TAKXKE B PAMKAX BBINOTHEHUS
TpeboBanmuii Kk CMK

Opranu3alliOHHOE IPOEKTHPOBAHNE

3HAeT: Hay4YHbIE METO/IbI, IPUMEHSIEMBIE IIPU
WCCJIEIOBAHUN OPTaHU3AINH U €€ CTPYKTYPBI;
OCHOBBI HH(POPMAITMOHHO-aHATUTHYECKON

e TEIbHOCTH B OPTaHU3allMOHHOM
[IPOEKTUPOBAHNU U YIIPABJICHUH TOKyMEHTALUEN
'YMeeT: IPUMEHSATh Hay4YHbIE METOJIbI UCCIIeI0OBAHUS
[IPYU N3y4YEHUH OPTaHU3aL[MOHHOMN CTPYKTYpbI
CITy’KObI TOKYMEHTAIIMOHHOTO 00ecreueHus
YIPaBICHUS U ApXUBHOT'O XPAaHEHHUS; IPUMEHSTh
OCHOBBI HTHPOPMAIIMOHHO-aHATUTUYECKOM
NesITeIbHOCTH B c(hepe OpraHn3alluOHHOTO
MPOEKTUPOBAHUS U YTIPABJICHUS JOKYMEHTaIUe
lIMeeT NpakTUYECKUN ONBIT: IPUMEHEHUS HayYHbIX
METO/I0B UCCIIEIOBAHUS ITPH U3YUEHUU
OpTraHU3aLMOHHON CTPYKTYPBI CITY>KOBI
TOKYMEHTAIMOHHOTO 00ecTeyeH sl yIpaBIeHus U
AQPXMBHOT'O XPAaHEHUS; IPUMEHEHHS OCHOB
MH(GOPMAITMOHHO-aHATUTUYECKOH 1eATEIbHOCTH B
cepe opraHu3aMOHHOT0 POSKTUPOBAHUS U
yIpaBIeHUs TOKyMEHTaluen

Oduc-mMeHeHKMEHT

3HaeT: MpaBWia NOJArOTOBKU yIPaBIECHUECKUX
TOKYMEHTOB; TEXHUYECKHE CPENCTBA
TOKYMEHTAIMOHHOTO 00eCTeueH sl yIIpaBIeHuUs;
KJIaccU(UKALIUI0 PEKBU3UTOB, IPABUI O(OPMIICHHS
YIpaBICHUYECKUX JOKYMEHTOB; ITpaBuiia u
TEXHOJIOTMU 00PaOOTKU BXOISAIINX, HCXOIAIINX
TOKYMEHTOB U METOJMKHU COCTABIICHUS
HOMEHKJIATYPbI J1e]1; OCHOBBI OpraHU3aluu paboThI

oburca YMeeT: NpUMEHSTh MPaBHJIA TTOJITOTOBKH




yIpaBIeHYECKUX JTOKYMEHTOB; UCIIOJIb30BaTh
TEXHUYECKHE CPEJICTBA JOKYMEHTAIIMOHHOTO
oOecrieyeHns yIpaBieHHsI; BOCIPOU3BOAUTH
KJIacCU(PUKAIINIO PEKBU3UTOB, TTPaBUI O(OpPMIICHUS
yIpaBIEHYECKUX JTOKYMEHTOB; UCIIOJIb30BaTh
MpaBujIa U TEXHOJIOTHH 00paOOTKU BXOISIIINX,
UCXOJSIINX JIOKYMEHTOB M METOJTUKH COCTABJICHUS
HOMEHKJIATYPBI JIeJ1; OpraHU30BbIBaTh paboTy oduca
B KoHTekcTe JIOY MMmeeT mpakTUUECKUi OIBIT:
MPUMEHEHHUS TPABIJI OJTOTOBKU yIPaBICHUECKUX
TTOKYMEHTOB; UCIIOJIb30BaHUS TEXHUYECKUX CPEICTB
TOKYMEHTAI[MOHHOTO 00ecTeyeH sl yIpaBIeHuUs;
BOCTIPOM3BEICHHS KIIaCCU(PUKALIMU PEKBU3UTOB,
paBuI 0POPMIICHUS YTIPABICHYECKHUX JTOKYMEHTOB;
WCTIOJIb30BaHMS MIPABUI U TEXHOJIOTUU 00pabOTKH
BXOJIAIIUX, UCXOSIINX TOKYMEHTOB U METOJIUKH
COCTaBJICHUs HOMEHKJIATYPbI JIEJ; OpraHu3aIuH
paboThl orica B koHTEKCTE JJOY

I[OKYMCHTHaSI JIUHT'BUCTHKA

3HAET: MOABA3bIK CHEIHATIbLHOCTH; CTPAaTeTuu U
TaKTUKH IIOCTPOEHHUSI YCTHOTO IUCKypCca U
MUCHbMEHHOTO TEKCTa; HOPMAaTUBHO-METOJUUECKUE
TTOKYMEHTBI, aKThl (IIpaBUJIa, IEPEYHU JOKYMEHTOB,
MOJIOKEHHSI, UHCTPYKLNHU,KJIACCU(PUKATOPHI, Ta0eIH
npUMEHsIeMbIX (POPM JTOKYMEHTOB U Jp.) MO
TOKYMEHTAIlMOHHOMY 00€CIIeYeHUI0 YIIPaBIEHUS;
MPUHLIMAIIOB INIAHUPOBAHUS 1E€JI0BOM KOMMYHHKAIIMH
CEKpeTapCcKoil 1eATeIbHOCTH U IEITEIbHOCTH
PYKOBOJUTEIIS, A3BIKOBbIE OCOOCHHOCTH
O(QUINATIBHO-/IEJIOBOTO CTUJISI COBPEMEHHOTO
PYCCKOTO JIUTEPATyPHOTO SI3bIKA; SI3bIKOBBIE
0COOEHHOCTH JOKYMEHTHBIX TEKCTOB, OTHOCSIIIUXCS
K Pa3IMYHBIM MOJACTUISIM O(QHUIIHATHHO-]IEIIOBOTO
CTHJISL; A3BIKOBBIE HOPMBI B c(hepe MMCbMEHHOMN
1IeJI0OBOM peyun; OCHOBHBIE TUITBI OITHOOK,
BCTPEYAIOLINXCS B IOKYMEHTHBIX TEKCTaX YMeEeT:
BBIJICJIATH CIIEHUAIbHYIO HH(OPMAIIHIO B HAYYHBIX
TEKCTaX; aHAJIM3UPOBATh NHPOPMAIIIOHHBIE TOTOKU
U MpOLIeCChl UHPOPMAITMOHHOTO B3aUMOJICHCTBHS B
OpraHMU3allK; BECTH JI€JI0BbIE Oecebl;
paloOHAIBLHO OPTaHNU30BaTh COOCTBEHHYIO

e TEIbHOCTh B KOHTEKCTE JIOKYMEHTHOM
JIMHTBUCTUKU U PEAJIN3ALIUN JAETI0OBOU
KOMMYHHKAI[MM B YCTHOW U MUCbMEHHOH (opmax,
QHAJIM3UPOBATh JOKYMEHTHBIE TEKCTHI,
OTHOCSIINECS K PA3IMYHBIM MOJICTHIIAM
0(pUIIMATBHO-JIEIOBOTO CTHIISA, B ACTIEKTE SI3BIKOBBIX
0COOEHHOCTEN; HAXOUTh U KBAIU(PHUIIUPOBATH
OLIMOKH, BCTPEUAIOLINXCS B JOKYMEHTHBIX TEKCTaX;
MCIIPABIISATh OLIMOKH, BCTPEUAIOIINXCS B
JTOKYMEHTHBIX TeKcTax MImeeT npakTu4ecKkuil OmbIT:
odopmIteHUs TPOQeCCUOHATFHO-3HAYUMBIX TEKCTOB
(YCTHBIX M MUCBMEHHBIX ), BKIIIOUasi 1€JIOBYIO
MEPETNCKY C COOIOIEHNEM PEYEBOTO ITHKETA,
MCII0JIb30BaHMs METO/IOB HAYUYHOTO UCCIIEI0BaHUS U
TEXHUYECKOTO TBOPUYECTBA B KOHTEKCTE

IlOKyMCHTHOfI JIMHIBUCTUKU U pCaJin3aliuiu JIEJI0BOM




KOMMYHUKAI[MH B YCTHOW U MUCBMEHHOH (popmax,
JTMHTBUCTUYECKOTO aHAJIN3a TOKyMEHTHBIX TEKCTOB,
OTHOCSIIIMXCS K Pa3JIMYHBIM ITOACTUIIAM
o(ULMaNTbHO-EI0BOTO CTUIIS; aHAJIN3A
JTOKyMEHTHBIX TEKCTOB B aCIIEKTE€ COOTBETCTBHUS
HOpPMaM JINTEPaTypPHOT0sA3bIKa U O(PHULINATBHO-
[1€JI0BOTO CTUJIS; PEIAKTUPOBAHUS JOKYMEHTHBIX
TEKCTOB

KoHcanTuHr u ayqut B cepe JOKYMEHTAIMOHHOTO
obecrieyeHns yrpaBaeHHsI

3HaeT: mpodeccCHoHANbHYIO0 TEPMUHOIOTHIO U
OCHOBHBIE HAIIPaBJICHUs IOCY1apCTBEHHON
pernaMeHTanun paboThl C JOKYMEHTaMU U
OpraHu3aluu UX XpaHeHus B Poccuiickoit
denepannn; CUCTEMY OIEHKH ITOKa3aTeIeHCITyKObI
TOKYMEHTAIIMOHHOTO 00ecTieueHus yIpaBJIeHus, ee
OCHOBHBIE IT0KA3aTeNIN YMEET: AaHAIU3UPOBATH
JIOKaJIbHbIE HOPMAaTUBHBIE aKThI C IO3ULUIM
TOKyMEHTOBEJICHHSI U apXUBOBEACHUS U OKA3bIBaTh
KOHCYJIBTaTUBHYIO IIOMOILb; IPUMEHSATH OCHOBBI
MHGOPMAIIMOHHO-aHATTUTHUECKOM JIeATeNbHOCTH
TUISIOIIEHKH CITYKOBI JIOKYMEHTAIIMOHHOTO
oOecrieueHus ynpasieHus Mimeer mpakTuueckuit
OTIBIT: Pa3paOOTKU HOPMATUBHBIX U METOINYECKHX
axToB 1Mo JIOY u ucmnoib30BaHus METOA0B
nposeneHus aynura JIOY u apxuBHOTro z1€na;
QHAJIMTUYECKOM I€ATEIbBHOCTH IPUMEHUTEIBHO K
OLIEHKE JIeATEIbHOCTHU CITY>KOBIIOKYMEHTAIIMOHHOTO
oOecrieueHrs ynpaBIeHHs

MexayHapoIHas CTaHIapTU3ALMS YIIPABICHUS
TOKyMEHTaIeu

3HaeT: OCHOBHBIE MEXKTyHAPOIHBIE CTAHIAPTHI U
UHbBIE IOKYMEHTHI B 00J1aCTH CTaHAAPTU3ALNN
NTOKYMEHTAIMOHHOTO 00€CTIEYeHHs YIIPABICHUS U
QPXMBHOTO JIeJ1a; IPaBUJIa CAMOCTOSATEIBHOTO
N3YyUYCHHUA U aHaJIn3a OCHOBHBIX MCKIYHAPOIHBIX
CTaHJIapTOB U MHBIX JTOKYMEHTOB B 00JacTH
CTaHJapTU3aluu JOKYMCHTAIIMOHHOT'O oOecrieyeHus
yIpaBJIEHUS U apXUBHOTIO Jiesia YMeerT:
AHAJIM3UPOBATh U IPUMCHATH OCHOBHBIC
MEXXTyHapOIHbI€ CTAHJapThl U UHBIE JOKYMEHTHI B
00JIaCTH CTaHIAPTU3AIUH JOKYMEHTAITMOHHOTO
oOecrieyeHns yIpaBieHHs U apXUBHOTO Jiefia B
npogdeccuoHaNnbHOM cdepe; caMOoCTOATETbHO
paboTaTh ¢ OCHOBHBIMHU MEX1yHAPOIHBIMU
CTaHJapTaMH U UHBIMU JOKYMCHTaMU B o0nacTu
CTaHJapTU3ALMH JOKYMEHTAI[MIOHHOTO 00ecreueHus
yIIpaBJIEHUs U apXUBHOTO aena Mmeer
NPaKTUYECKHH OTBIT: aHAJIN3a U UCIIOJIb30BAHUS B
npodeccroHanbHOM chepe OCHOBHBIX
MEXXTyHApOJIHBIX CTAaHAapPTOB U UHBIX JJOKYMEHTOB B
00JIaCTH CTaHIAPTU3AIUHN JOKYMEHTAIMOHHOTO
oOecrieyeHns yIpaBieHHs U apXUBHOTO JIeNa;
CaMOCTOSITEJIbHON pabOThl ¢ OCHOBHBIMU
MEXXTyHAapOIHBIMU CTaHJapTaMH U UHBIMU
JTOKYMCHTaMU B o0nacTu CTaHJapTU3alunu
TOKYMEHTAIMOHHOTO 00eCIIeueHus YIpaBIeHUs U
AQpXHMBHOTO JIeJia

CrangapTuzanus JOKYMEHTAIIHOHHOTO 00eCTICYCHHUS
YIPABJICHUS

3HAeT: OCHOBHEIC HAallMOHAJIbHBIC CTaHAAaPThI 1

HHBIC JOKYMCHTEI B obmactu CTaHJapTU3aluu




TOKYMEHTAIMOHHOTO 00CCIICUCHHUS YIIPABICHUS U
QPXHUBHOTO JIeJ1a; MPaBUIa CAMOCTOSTEILHOTO
N3YyUCHUA U aHalin3a OCHOBHBIX HAIMOHAJIbHBIX
CTaHIapPTOB U MHBIX JJOKYMEHTOB B 00JIaCTH
CTaHdapTU3aluu JOKYMCHTAIIUOHHOTO 06€CHe‘-IeHI/ISI
yIPaBJICHUS U apXUBHOTO Jiejla YMeeT:
AHAJIM3UPOBATh U IPUMCHATH OCHOBHBIC
HaIMOHAJIbHBIE CTAHIAPTHI U UHbBIC JTOKYMEHTHI B
00JIACTH CTaHIAPTU3AIUHN JOKYMEHTAIIHOHHOTO
oOecrieueH s YIpaBIeH s U apXUBHOTO Jiejia B
npodeccuoHaNbHOM cdepe; caMOoCTOITETFHO
paboTaTh ¢ OCHOBHBIMHU HAI[HOHATHHBIMU
CTaHJapTaMH U UHBIMU JJOKYMCHTAMU B oOmactu
CTaHAapPTU3AIMH JJOKYMEHTAIIMOHHOTO 00eCICYeHHUS
yIIpaBJIICHUs U apXUBHOTrO aena Mmeer
MPaKTHYESCKHIA OIBIT: aHAJIN3a M UCTIOIh30BaHHS B
npodeccruoHanbHOi chepe 0OCHOBHBIX
HAIMOHAJILHBIX CTAHAAPTOB U MHBIX JIOKYMEHTOB B
00JIACTH CTaHIAPTU3AIIUHN JOKYMEHTAIIMOHHOTO
oOecrieueH s YIpaBJICH s U apXUBHOTO JIENa;
CaMOCTOSITEIIbHOM PabOThI C OCHOBHBIMH
HAIMOHAILHBIMH CTAHIAPTAMHU M UHBIMU
JTOKYMCHTaMU B O6HaCTI/I CTaHJapTU3alunu
TTOKYMEHTAIHOHHOTO 00€CTICUeHHs YIIPABICHHS U
ApXMBHOTO JIeJia

4. O0béM 1 BUABI YUeOHOI1 padoThI

OO6m1ast TpyA0€MKOCTh JUCHUIUIMHBI COCTABIISET 8 3.€., 288 4., 58,75 .
KOHTAKTHOU pabOoThl C MPUMEHEHUEM JUCTAHIITMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUI

Pacnpenenenue
Bcero M0 ceMecTpaM B yacax
Bun yuebHoM paboThI
4acoB Homep cemectpa
9 10
O6mast Tpy10EMKOCTh AUCIIUTUIMHBI 288 144 144
AyoumopHvie 3auamusi: 40 20 20
Jlexuuu (JI) 20 10 10
[IpakTudeckue 3aHATUS, CEMHUHAPHI U (HITN) IPYTHE BHUIBI
aynuTopHbIX 3aHsaTHi (I13) 20 10 10
Jlabopatopusie pabotsl (JIP) 0 0 0
Camocmosmenvuas paboma (CPC) 229,25 115,75 113,5
CamocrosTepHOE U3yUeHHE PasaeNos ANCLUILIAHBL 1 100 50 50
[MOJrOTOBKA K BBHITTOJHEHUIO 3aJaHHI
[ToaroroBka K sK3aMeHy 20 0 20
Brmonnenue 3aganuit YK B "Onexrponnom FOYpI'Y" 89,25 45.75 43.5
IlonroroBka k 3a4eTy 20 20 0
KoHcynpranyuy u npoMeKyTo4Hast aTTeCTalus 18,75 8,25 10,5
Bu koHTpoIIs (3adeT, 1ud.3aueT, SK3aMeH ) - 3a4eT 9K3aMeH

5. ConepkaHue TUCHMIIIMHBI




O0BeM ayTUTOPHBIX
paizgena HanmeHoBaHMe pa3aenoB JUCIUIIINHBL 3AHATHH 110 BUIIAM B Hacax
Bcero |JI| 113 | JIP
1 [Ipenmer, conepxanue, 3a1aun Kypca. Liennas u 4 2| 0
KOH(UIEHITMATbHAs HH(OpMaITHsI.
5 ®opmbl 32Tl THPOPMAILIMOHHBIX PECYPCOB OTPAHUYEHHOTO 4 2| 2 0
nocTyna.
3 3aKOHOJATEIBCTBO U APYTUE HOPMATUBHBIE MAaTEPUAIIBI 10 4 21 2 0
OpraHu3ai KOHQUACHIIMAIBHOTO PEKUMA.
4 VcTouHNKY KOH(PHUIEHIIMATBHON HHOpMAIMU. YTPO3bl U KaHAIIBI 4 2| 9 0
yTpaThl KOHQUIEHIIMAIbHON HH(OpMALK
PernameHTanus cocraBa KOHQHUIECHIMAIBHBIX CBEAECHUI U IOPSII0K
5  |ux moxymeHtupoBaHus . [IoTOkM KOHpUASHIINATEHON 4 21 2 0
TOKyMEHTaluu
TexHonornueckue cucTeMbl 00padOTKH U XpaHEHUS
6  |[KOH(pHUIEHIMATBHBIX JOKYMEHTOB. YUeT KOH(PHICHIIMAIbHBIX 4 2| 2 0
TOKYMEHTOB
7 JlokyMeHTUpoBaHuE KOHpUAeHIIMaIbHOU nHdopmanuu. [lopsaok 4 2| 9 0
pa0OThI HCHIONHUTENIEH C KOH(DUEHIIMATbHBIMUA JOKYMEHTaMH.
3 [Topsiiok poBeIeHNsI COBELIaHUH U IEPETOBOPOB 110 4 2| 2 0
KOH(UACHIMAIBHBIM BOIIPOCAM, TIPUEMa MTOCETUTENEH
9 ®opmupoBanue, ohopMIIeHHE U XpaHEHNE KOHPHUICHITHATBHBIX 4 21 2 0
JTOKYMEHTOB. YHHUUTO)KEHHE KOH()UCHIINATbHBIX JOKYMEHTOB
10 [IpoBepka HaM4yus KOH(GUICHIMAIBHBIX JOKYMEHTOB, 1€ U 4 2| 2 0
HocuTenel HHpopMaIu
5.1. JIleknun
Ne Ne Kox-
HaumeHoBaHMe MM KpaTKoe COAEpKaHUE JIEKIIMOHHOTO 3aHATHUS BO
NeKIuu[pa3aena
4acoB
[Ipenmer, cogepkanue U 3aa4u Kypca. TepMUHOTIOTHS OCHOBHBIX MOHSATHI B
00macT KOH(PHUIEHITUATHHOTO JIETIONPOU3BOICTBA, €€ dBoroIus. OmeHKa
TEPMUHOB B OTEUECTBEHHOI uTeparype. Poib Kypca B COBEpIIEHCTBOBAaHUH
Opranu3aiy paboThl ¢ JOKyMEHTaMH, CO3JaHUN ONTUMAJIBHBIX YCIOBHIA PabOTHI
CITy>KObI KOH(PHUIEHIINAIBHOTO JIeJIONPOU3BOACTBA, BHEAPEHNH TEXHUUECKUX
1 | |cpeacTB 00paboOTKH TOKYMEHTHOH HH(popManuu. XapakTepruCcTUKa COBPEMEHHBIX )
rOCy/1lapCTBEHHBIX HOPMATUBHO- METOAMUYECKUX JJOKYMEHTOB, PEIIAMEHTHPYIOIINX
KOH(UACHIIMAIBHOE JIeTONPOU3BOICTBO. [IoHATHE 1IeHHOH nH(popManny.
LlenHoCTh ¥ NIONE3HOCT MH(OpMau. Kpurepun ieHHOCTH HHPOPMAITMOHHBIX
pecypcoB. MH(popMannoHHbIE pecypchbl TOCYIapCTBEHHBIE H HETOCYIapCTBEHHEIE.
Knaccudukarus nH(GOpMaLMOHHBIX IPOJYKTOB U YCIYT, HH(POPMAIIMOHHbIE
pECYPCBI OTKPBITBIE U PECYPCHI OTPaHUYEHHOI'0 I0CTYTIA.
[TonsiTHe TaiiHbl, cekpeTa, kKoHpuaeHIHnanbHOCTH. Kinaccudukarus BuaoB
HerocyaapcTBeHHOM TaitHbl. City)xeOHast TaitHa. [Ipodeccronanbhas TaitHa.
JlokymeHTUpOoBaHHas: HHPOpMAIHs (JOKyMEHThI) CEKpeTHast U HECEKpEeTHasl.
[TonsTHe KOHPUICHITMATHFHOCTH KaK OIpeaesieHne cepbl HECEKPETHOM
MH(OPMAIIUN OTpaHUYEHHOTrO AocTymna. CyIHOCTh TEPMUHA, 0COOEHHOCTHU U
2 2 |ycimoBus nmpuMeHeHus. [IpaBoBbIe M TEXHOJIIOTMYECKHE ACIIEKThI TPUCBOEHUS 2
uH(pOpMaIuK Kateropuu koHpuaeHuuansHoi. KonpunennmansHas napopmanus u
ee Bubl. [lepconanbHbie qanHble. OrpaHueHUsl Ha OTHECEHHE UH(DOpPMaLIUU K
KaTeropuu KoHpuaeHanbHOU. [ToHsTHE KOHPUASHIINATBEHOTO TIOKYMEHTA, €T0
ocobeHHocTH. Ob1Ias KiIaccupuKanus KOHGUIECHIIMAIBHBIX JOKYMEHTOB. Cpoku
(mepuon) KoHpUIECHIMATBHOCTH. JleeHHe JOKYMEHTOB Ha JIOKYMEHTHI




KPaTKOBPCMCHHOI'O U TOJITOBPECMCHHOTO IIEproaa KOH(bI/II[eHI_[I/IaJIBHOCTI/I

HudopmanmonHas 0€30MacHOCTb KaK MHCTUTYT HH()OPMAIIMOHHOTO ITpaBa.
3aKOHOJATeIbCTBO B 007aCTH HHTEIIEKTYaIbHOM COOCTBEHHOCTH,
MH(POPMAILMOHHBIX PECYPCOB, MH)OPMAIIMOHHBIX TPOIYKTOB U MH(POPMALIMOHHBIX
yCIIyT. 3aKOHOZIATEIbCTBO O O€30MaCHOCTH U 3aIlUTe MH(OPMAIMH, €T0 CTPYKTypa
U cofiepKaHKe. 3aKOHOJATEIbCTBO O 3aAIIMTE FOCYAAPCTBEHHON U KOMMEPUYECKOM
TailHbI, IEPCOHANBHBIX TAHHBIX, €0 CTPYKTYpa U COJIEpKaHUE

[TonsiTve n kIaccupuKaus HICTOUHUKOB KOH(QUACHIIMAIBbHOU HH(OpMaIUK.
XapaKkTepuCTUKa KaKI0ro ucTouHrka. Kiaccudukanys kaHaioB 00beKTHBHOTO
pacnpoCTpaHeHUs KOHPUISHIIMAIbHON HHPOpMaLMK. XapaKTEepUCTHKA KaX10TO
KaHaJa. YA3BUMOCTb HH(popManuu. MHTepec K MHPOpPMAIMK KaK MPEANOoChlUIKa
BO3HUKHOBEHUS yrpo3bl. [loHsATHE yrpo3bl (0OMacHOCTH) HH(OPMALUK, BUIBI YTPO3.
Kanaubl yTpaTsl KoHQUIeHIMaabHON nHpopmarmu. [locienctsus oOpazoBaHus
KaHaja HECAaHKIIMOHUPOBAHHOTO JIOCTYIA K MH(GOPMAIMK: yTpaTa HOCUTENs
KOH(UACHIMAIBHOW HHPOPMAIIUK, pa3pylIeHHe HHPOPMAIUH, ee Kpaxa,
MouuKalus, NoAMeHa, ¢paabcupukanus u 1p. [loHsaTHs pa3rialmenns U yTeuku
uHpopmarun. Knaccudukaius opraHM3allMOHHBIX KaHAJIOB pa3MialleHus
(ormamenus) oHpuAEHIMAIbHON HHpOopMannu. XapakTepuCcTHKa Ka)KI0To KaHaJa,
KJIaccu(UKaUs TEXHHIECKUX KaHAJIOB YTEUKU KOH(PHUISHIIMATbHON HH(pOpMAIHH,
XapaKTepUCTHKA Ka)KJJ0ro KaHaJja.

[lepeueHnb KOHMUICHIMATBHBIX CBeCHUN. [lenn u 3a1a4m mepeyuHs CBEACHHIA,
HOCSIINUX KOH(pUIEHIHAIbHBIN XapakTep. CocTaB cBeIeHUH, KOTOpbIE HE MOTYT
OBITH TaifHON. MecTo rmepeyHs: B CUCTEME 3aIlUThI HH()OpMAITUH.
OpranuzanroHHble GOpMBI COCTaBICHUA U BeieHud nepeuneil. CopepxaHue
mpolieypbl pazpadboTku nepeuns. CylecTByrolre METOIMKN coopa, aHaIn3a U
00001eHus cBenenui. [lepeyeHp KOHPUIECHITUATBHBIX TOKYMEHTOB.
Pasrpanndenne ypoBHs KOHQUICHIIMATEHOCTH CBEJICHUH, OTIpeIeIICHHE CpOoKa
KOH(HIEHIINATBHOCTH, perIaMeHTalUsI MeCcTa JOKYMEHTUPOBAHUS,
MCIIOJIb30BaHUS U XPAHEHHUS, COCTaBa COTPYIHUKOB, KOTOPBIM 3TH CBEICHUS
HeoOXoauMbl A1 padoTel. CofepkaHue POl yphl BECHHUS MEPEUHS.
Opranu3anys MoCTOTHHOM aKTyaTu3alui U KOHKPETU3AI[UU NIePEeYHs, KOHTPOJIb
COCTaBa CBEJICHUI, BKIIFOUCHHBIX B IiepeyeHb. L{enn u 3agauun pazpemmrensHon
(pa3rpaHUYUTENBHOM) CUCTEMBI JOCTYIIA K CeKpeTaM opraHuzamuu. CTpykTypa
pa3pennTeIbHON CUCTEMBI U €€ CBSA3b ¢ TPEOOBaHUSIMHU J1€JI0BOM
11€J1€CO00Pa3HOCTH U NIEPCOHATIBLHON OTBETCTBEHHOCTH PYKOBOJIUTENEH U
coTpynHUKoB. OdopmiieHue pa3penieHus o J0MycKe COTPYAHUKA K
KOH(DHUIEHITUATBHBIM CBEICHUSM (DUPMBI, OTBETCTBEHHOCTh JIOJHKHOCTHOTO JIUIIA
3a BeIIaHHOE pazpemenne. Kpurepun noctyna. [lopsinok nocryna
KOH(DHICHITUATBHBIM CBEICHUSM MIPECTABUTENCH JPYTUX CITYKAIIX
roCyJapCTBEHHBIX yupexaeHuil. Kontpois 3a noctynoMm. Bunasl yrpos
TPATUIIMOHHBIM U AJIEKTPOHHBIM JOKYMEHTOMOTOKAM, 3a/1a4M 3alTUThI
TOKyMEHTOIIOTOKOB. [IoHsATHE, NPUHIMIIBL, UETHU U 3a4a4U 3alUIIEHHOTO
TOKYMEHTO00OOPOTa KaK COBOKYITHOCTH JIOKYyMEHTOIIOTOKOB. Kpurepuu
0e301acHOCTH IOKyMeHT0o00opoTa. OCHOBHBIE TPEOOBaHHUS K 3aAIIUIIIEHHOMY
TOKyMEHT0000poTy. B3anMOoCBs3b IepCcOHANBHOM N30MPATETLHOCTH B TOCTABKE
WHGOPMAITIH U Pa3pelInTENbHON CUCTEMBI 1ocTyna. OCOOEHHOCTH 3alUIIIEHHOTO
0e30yMaxHOTO (NIEKTPOHHOTO) JOKYyMeHTO000poTa. THUIOBast CTPyKTypa
TEXHOJIOTUYECKUX CTAJMIM BXOJHOTO, BBIXOAHOTO U BHYTPEHHETO TOTOKOB
KOH(HUIEHITMATBHBIX TOKYMEHTOB. [[pHHIMITHATBEHAS B3aUMOCBSI3h
TOKYMEHTOIIOTOKA U IIPUMEHSEMOM TEXHOJIOTMYECKOM CHCTEMBI 00pabOTKU U
XpaHEHUs JOKYMEHTOB.

MecTo 1 Ha3HaYeHHE TEXHOJIOTUYECKOM CUCTEMbI 00pabOTKH U XpaHEHUs
KOH(HIEHITUATBHBIX JOKYMEHTOB. MeToan4yeckre OCHOBBI 00pabOTKHU U XpaHEHUs
OTKPBITHIX U KOH(UACHIMAIBHBIX TOKYMEHTOB. [IpenMyiiecTBa 1 HeIOCTaTKU
TPaJAULIMOHHON TEXHOIOTUYECKON CUCTEMBI 00paOOTKH U XpaHEHUS JOKYMEHTOB.
Oco0EHHOCTH aBTOMAaTH3UPOBAHHOM TEXHOJIOTMYECKON CHUCTEMBI 00pabOTKH




KOH(UACHIMAIBHBIX TOKYMEHTOB. Llenu u 3a1aun y4yeTra KOH(UACHITUATBHBIX
JTOKYMEHTOB U HOCUTEJIeH KOHPHICHIIMAIbHON TOKYMEHTALNH, Clie[udpuueckne
MPUHIMIEI yueTa. Buisl yuera, nX MECTO B TEXHHUECKOH crucTeMe 00paboTku 1
XpaHEHUs KOH(UICHIUAIBHBIX T0KyMEHTOB. DYHKIIMU U CTPYKTYypa
TPaIUIIMOHHOTO CITPABOYHO-UH(POPMALIMOHHOTO OaHKa IaHHBIX 110 JOKYMEHTaM
(’KypHaJIOB y4E€THO-KOHTPOJIBHBIX KYPHAJIOB, KapToTek). CocTaB npoueayp
AQBTOMATH3UPOBAHHOTO yueTa OyMa)KHBIX U 3JIEKTPOHHCHIX KOH(PHICHIIMATBHBIX
OKyMeHTOB. DYHKIIMU aBTOMaTU3UPOBAHHOI'O CIIPABOYHO-UH(POPMALIMOHHOTO
0aHKa JaHHBIX 110 JOKyMeHTaM. Ha3HaueHune cTpaxoBol yUETHON KapTOTEKH.
[IpaBui1a IpPUMEHEHNUS MIEKTPOHHOM MOATIHCH 32 MOJTyYEHUE

noxkymeHTa. HazHaueHuen npoueaypsl yuera NOCTYUBIINX KOHBEPTOB, ITAKETOB.
Ha3znaueHue u npoueaypsl yuera NoCTYIUBIINX KOH()UICHINATBHBIX JOKYMEHTOB

Yrpo3bl nHpOpMaLUK IpU JOKYMEHTHPOBAHUH U 3aJ1auu ee 3amuThl. Kputepun
OTHECEHHsI JOKYMEHTOB K KaTeropuu KoH(puaeHunanbHeIx. [lepedenn
KOH(HIEHIUATBHBIX JOKYMEHTOB (PUPMBI. JTaIbl MOATOTOBKH (MCIIOTHEHHMS)
KOH(UACHIIMAIBHBIX IOKYMEHTOB: 1) Mporenypa 3tana onpeieiaeHus ypoBHs
rpuda KOHPUACHINATLHOCTH MIPENOoIaraeMoro 10KyMenrTa. Buasl rpudoB u
OrpaHUYUTENBHBIX 0TMETOK. Odopmienue rpuda u ormerok. [lopsaok
MPUCBOEHUS, U3MEHEHUS U CHATHUS Tpuda KOHGUIESHIIMAIBHOCTH; 2) Tpoleypa
MpeABAPUTEIHHOIO yueTa OyMakKHbIX M TEXHUYECKHX HOCUTeNEeH
KoH(pUIeHIIMaNbHON HHPopMau. Buaesl Hocuteneit nuHpopmanuu. MapkupoBka
Hocutenel. PopMbl ydeTa HOCUTENEH; 3) MpoLeaypa COCTaBICHHS
KOH(HIEeHINATBHOTO T0KyMeHTa. OCOOEHHOCTH COCTaBJICHUS YePHOBUKA U
BapHUAHTOB TEKCTa KOH(UACHIINAILHOTO T0KYMEHTa; 4) mpolielypa U3roTOBICHHUS
OpuUTHHAaNa KOHQUIEHIINAIBHOTO JoKyMeHTa. DopMbl yueTa MpoeKToB
MOATOTOBJIEHHBIX TOKYMEHTOB. [IpaBuia 3amuTsl HHGOPMAIMK U TOKYMEHTOB MpU
M3TOTOBJICHUH NMPOEKTOB OyMa)KHBIX U 3JIEKTPOHHBIX JOKyMEHTOB. [lopsaok
YHUUYTOXXEHHSI YEPHOBUKOB; 5) MPOLeypa N3aHusl IOATOTOBIEHHBIX
KOH(HIEHIINATBHBIX JOKYMEHTOB, 0COOEHHOCTH COTJIACOBaHMSI, MOMUCAHUS 1
yTBepKaAeHH. [10opsIoK KONMMPOBAaHUS M TUPAXKHUPOBAHUS KOHPHICHIIMATIBHBIX
TOKYMEHTOB. YTpO3bl U3/IJaHHBIM JJOKYMEHTaM M 33/1a4M UX 3auThl. OcCOOEHHOCTH
KOHBEPTOBaHUS (MAKETUPOBAHUS) OTIIPABISEMBIX KOH(DUICHIINATBHBIX
TOKYMEHTOB, JOCTaBKHU UX ajpecaraM. OCOOEHHOCTH HapaBJICHUs Ha UCIIOTHEHHUE
W3aHHBIX BHYTPEHHHUX J0KyMeHTOB. OCOOEHHOCTH Mepeaayn ajgpecaram 1o
HE3aIUIICHHBIM JIMHUSAM CBSI3U (DaKCHUMUIIBHBIX, JNEKTPOHHBIX TOKYMEHTOB,
TeJIerpaMM, TEJIEKCOB YIpo3bl JOKYMEHTaM B Ipolecce paboThl ¢ HUMH
PYKOBOAMTENEH, CIIEUATNCTOB U TEXHUUECKUX COTPYIHUKOB (PUPMBI, 3a]1a4u
3alUThI TOKYMEHTOB, CIIoCOOBI peaan3aliy pa3penTeIbHON
(pa3rpaHUYUTENBHOI) CUCTEMBI JJOCTYIa K OyMaXKHBIM U 3JIEKTPOHHBIM
nokymeHTaM. OcoOeHHOCTH MPOLEAYPbl PACCMOTPEHHSI JOKYMEHTOB
pykoBoauTeneM. OCOOEHHOCTH MPOIeTyp 03HAKOMIIEHHSI UCIIOTHUTENEH C
TOKYMEHTaMH U Nepeadyn JOKyMEHTOB Ha ucnoiHeHue. OCOOeHHOCTH MPOoLelyp
MOJTy4eHUs JOKYMEHTOB OT UCIIOJHUTENEH U Mepeiaul JOKYMEHTOB B IpyTHe
noapasAeeHHs CIIy>KObl KOH(PUISHIIMATbHON JoKyMeHTanuu ¢pupmsl. [IpaBuna
paboThI IEpCcoHAa € JOKYMEHTaMH Ha OyMa)KHBIX U TEXHUUECKUX HOCUTEISX, C
DIIEKTPOHHBIMU IOKyMEHTAMHU. YUeT JOKYMEHTOB, HAXOASAIINXCS Y UCTIOIIHUTEISL.
[Topsimok paGOTHI UCTIOTHUTENIEH CO CPEACTBAMHU BBHIYMCIUTEILHON 1
OpraHU3al[MOHHON TEXHUKH, CpecTBaMU CBsA3H. [Topsnok XpaHEeHHs] TOKYMEHTOB
Ha pabodem mecTe. XpaHeHHE JOKYMEHTOB B Hepabodee Bpemst

Bupl coBenianuii v neperoBopos IIpaBuiia moAroToBKH M MpOBEACHUS COBEIIAHUI
U TIeperoBopoB. JJokymMeHTHpoBaHue HHGopMaIiK, 0pOpMICHHE CTEHOTPAMM,
MMPOTOKOJIOB U APYTUX JOKYMEHTOB. [IOpSI0K HCIONB30BaHUS ayquo- U
BUJeo3anmucy. THkeHepHO-TeXHUYeCKHe TPeOOBaHUS K TIOMEIIIEHUSIM, UX OXpaHe.
OO0s3aHHOCTH YYaCTHUKOB COBEIIIAHMIM, IEPETOBOPOB U OTBETCTBEHHBIX 32 UX
npoBeneHue. Knaccudukanus nocerureneil. [IpaBuna paboThl ¢ mOceTUTENSIMH
PA3IMYHBIX KJIacCU(PUKAMOHHBIX rpyni. O0I3aHHOCTH OTBETCTBEHHBIX 32 MPUEM




noceTureneil. MeToasl KOHTPOJIS OBEAEHUS MoceTuTeNne.n TpedoBanus K
MOMELICHUSM JUJIsl IPUEMa MOCETUTENEH.

Yrpo3bl TOKyMEHTaM B mporecce (POpMUPOBAaHHUS UX B JIeJIa U XPAaHEHUs], 3aIlIUThI
nokyMeHTOB. OcoOeHHOCTH 0(hOpPMIICHHS JieTa IIPH €ro 3aBeICHUN U
dbopmupoBanuu. [IpaBuna popmMupoBaHUs U XpaHEHUS €T C
KOH(UACHIHAIBHBIMU T0KyMeHTaMu.OCOOEHHOCTH 0POPMIICHHUS IeTIa IIPH €ro
3aKkpbITHH. OCOOEHHOCTH SKCIEPTU3bI IIEHHOCTH KOH(DHIEHIUAIBHBIX JOKYMEHTOB
U TIPOLIEYPbI COCTABICHHSI OTUCH JIe], IepelaBaeMbIX B apXuB GpupMbl. [Topsaok
XpaHEHUs Jell B CiIyk0e KOH(UACHIMAIBHBIX JOKYMEHTAIUU U apXUBe GUPMBbI
(BemomcTBeHHOM apxuBe). Kiaccudukanms apxXuBHBIX A€, HAyYHO-CIIPABOYHBIN
anmapart, OpraHu3alus UCIOIb30BaHMs JOKYMEHTOB U JIeNl. YTPO3bl JOKYMEHTaM B
[poLECcCe YHUUTOXKEHNS U 3aJ]auM 3alIUThI TOKyMEHTOB. [Iponenypa cocraBieHus
aKTa Ha YHUYTO)XKEHUE KOH(UIEHIINAIBbHBIX JOKYMEHTOB U jen. CocTaB
TOKYMEHTOB, IPOEKTOB JIOKyMEHTOB, MaTepUaJIOB U HOCUTENIEeH HHPOPMAIIH,
yHUUTOXKaeMbIX 0e3 akTa. [Ipouenypsl Gpu3nuecKoro yHUUTOKEHUS TOKYMEHTOB 1
€€ JJOKyMEHTHPOBAHNE

Ha3znaueHnue, 3a1a4d ¥ TUIIBI IPOBEPOK HAJIMUUS KOHPHUICHIIMATBHBIX
TOKYMEHTOB, JIeJl U HocuTesei nudopmannu. Meroauka BeieHNs TPOBEPKU
HanuKs. ExxeniHeBHas MpoBepKa UCHOIHUTENEM HaJIM4Ms KOH(UACHIIUATBHBIX
MaTepuaioB Ha pabouem mecte. [Ipolieaypa npoBepku npaBUIbHOCTU PabOThI
10 10  |[ucnonHMTENEN ¢ KOH(PUICHIMATBHBIMU JOKyMeHTaMu. COCTaB MpOBEPSAEMBIX 2
TOKYMEHTOB IIPH KBapTaJIbHOU MPOBEpKE HAIUYMS T0KyMEeHTOB. CocTaB
[IPOBEPSAEMBIX IOKYMEHTOB IIPU T'OIOBOM ITPOBEPKE HAINYMS TOKYMEHTOB.
[IpoBepka HaIMYUS TOKYMEHTOB 0C000i 1IeHHOCTH. OCHOBAaHUS U OPSATAOK
IPOBEICHNSI HEPENIAMEHTUPOBAHHOM MPOBEPKH HAJIMUNUS HEHHBIX TOKYMEHTOB.

5.2. llpakTHyecKne 3aHATHSA, CEMUHAPBI

Ne Ne Koa-
HaumeHoBaHMe MM KpaTKO€ COAEpKaHUE MPAKTUYECKOTO 3aHATHUS, CEMUHApa BO
3aHATHA|pa3IENa)
4acoB
1 1 Cemunap no teme: [Ipeamer, cogepkanue, 3aaauun Kypca. Llennas u )
KOH(UIeHIIMANbHAs HHPOPMAIHSL.
2 2 |®opmbl 3aUTHl HH(GOPMALIMOHHBIX PECYpPCOB OTPAHUYEHHOTO JI0CTYyIA. 2
3 3 3aKOHOAATEIBCTBO U IPYTMEe HOPMATUBHBIE MaTepUabl 10 OpraHu3aluu )
KOH(HICHIIMAIBHOTO peXUMa.
4 4 VcTouHUKY KOH(PHUIESHIIMATBEHON HH(pOpMaIK. YTpo3bl U KaHAJIbl yTPaThI )
KOH(UIEHITHATEHON HHGOPMAITHH
5 5 PernmamenTtanus coctaBa KOH(OUIEHIIMAIBHBIX CBEACHUN U TIOPSAOK UX 5
OKyMEHTUpOBaHHUs . [10TOKM KOHPUIECHIIMATBHON TOKYMEHTaluN
6 6 TexHonmornueckue cucteMbl 00pabOTKU U XpaHEHHs KOH(DUIEHIINATbHBIX ’
JTOKYMEHTOB. Y4eT KOH(PUIEHIUATbHBIX TOKYMEHTOB
7 7 JlOKyMEeHTHpOBaHNE KOHpHUAEeHIIMaTbHON HHpopMmarmu. [Topsimok paboTs )
VCTIOJIHUTEJIEH ¢ KOH(UIEHIIMAIbHBIMUA JOKYMEHTaMH.
] 3 [lopsaok npoBenecHUs COBeH_[aHI:II‘/'I U TIEPErOBOPOB 110 KOHPHIEHIIMATIBHBIM )
BOIIPOCaM, IIpUeMa IOCETUTENEH
9 9 dopmupoBanue, ohopMIIeHHE U XpaHEHNE KOH(PHUICHIIMATBHBIX JOKYMEHTOB. )
YHUUTOXKEHUE KOH(UICHIIMAIBHBIX JOKYMEHTOB
10 10 [IpoBepka HanMuusi KOHOUIECHIIUAIBHBIX JOKYMEHTOB, JeJl U HOCUTEIeH )
nHGOpMaLUN

5.3. JIaboparopHbie padoThI



He npenycMoTpenbt

5.4. CamocrosiTesibHasA padoTa CTyAIeHTA

Brimonuenne CPC

Crrcoxk nuteparypsl (C yKazaHUEM Koi-
[Monun CPC pasmelios, raB, CTpaHuil) / ccbuika Ha  [CeMecTp| BO
pecypc 4acoB
CaMoCTOsITebHOE N3YUYCHHUE Pa3/ICIIOB
NMCIMIUTMHBI ¥ TIOATOTOBKA K BhIMOAHEeHHI0 [QYMJI: Ne 1 ¢. 171-256, Ne2 c. 5-97, 9 50
3aJaHui
CamocCTOsITebHOE N3YUCHHUE PA3/ICIIOB
TUCIIUILIMHEI ¥ IIOATOTOBKA K BIMOMHEHUIO (DYMI: Ne 1 ¢. 171-256, Ne2 c. 5-97, 10 50
3aJaHui
[ToaroroBka K sK3aMeHY OVYM: Ne 1 c. 171-256, Ne2 ¢. 5-97, 10 20
P;Liiﬁiiiii;aggfi??y Ks https://edu.susu.ru 9 45,75
[ToaroroBka K 3a4eTy OYMJI: Ne 1 c. 171-256, Ne2 ¢. 5-97 9 20
P;Liiﬁ?iiii;afgg???y Ks https://edu.susu.ru 10 43,5

6. @oH/1 OLIEHOYHBIX CPEACTB /ISl MPOBeeHNsI TEKYIEro KOHTPOJIsl YCIIeBAeMOCTH,
NMPOMEKYTOYHOI aTTecTAllUN

KonTponb kauecTBa 0CBOECHUS 00pa30BaTEIbHON MPOrpaMMbl OCYILECTBIISETCS B
cootBeTcTBUH ¢ [lonokennem o 6aNIbHO-PEUTUHTOBOM CUCTEME OIICHUBAHUS PE3YIbTaTOB
y4eOHOU JeSITeIbHOCTH 00yHarOIINXCS.

6.1. KonTpoabubie meponpusitusa (KM)

Ne
KM

Ce-
MECT]

Bung
KOHTPOJISL

Hazsanue
KOHTPOJIBHOTO
MEPOTIPUSITHS

Bec

Makc.
oat

[Topsiaok HauucaeHus: 6aioB

Yun-
THIBA-

eTCs B
[TA

Texymni
KOHTPOJIb

Tect 1

0,1

10

BrimmosHeHE TECTOBOTO 3aJaHUs
OCYILECTBIISIETCS Ha TOpTalie « DJICKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). CtyneHTy
MPEIOCTABIISICTCS 2 TIONBITKH C
OrpaHUYCHUCM 110 BPEMCHH IJIA
MPOXOXKIICHHS Ka)JI0ro TecTa. Metos
OLCHUBAHHWA — BbICIIAasA OILICHKA I10 UTOT'aM
BCEX MOMBITOK. B ciyvae, eciim cTyaeHT
Habupaet menee 60% OaoB, 1O €ro
poCcKOe NPErnoaaBaTellb MPEI0CTABIISCT
JOIIOJTHUTCJIBHBIC ITOIIBITKHA.

3a4CT

Texymui
KOHTPOJIb

Tect 2

0,1

10

BrimmosHeHHUE TECTOBOTO 3aJaHUS
OCYIIECTBIISIETCA HA MOpTalie « DIEKTPOHHBII
HOYpI'Y" (https://edu.susu.ru). CtyneHty
MPEIOCTABIISETCS 2 MOMBITKH C
OFpaHI/I‘-IeHI/IeM 10 BpeMeHI/I JUIA
[MPOXO’KJICHUS KaXKJ10r0 TecTa. Meron
OILICHHWBAHNU — BBICIIAsA OLCHKA I1I0 UTOraM
BCEX MOMBITOK. B ciyyae, eciau cTyneHT

3a4CT




Habupaet menee 60% OanoB, O €ro
pock0e MpenoaBaTesb MPeI0CTaBISCT
JTOIIOJTHUTCJIIBHBIC ITOIIBITKH.

Texymui
KOHTPOJIb

Tect 3

0,1

10

BrinonHeHne TeCTOBOro 3a1aHus
OCYIECTBIISIETCS Ha MOpTaje « QIEKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). Ctynenty
MPEIOCTABISETCS 2 MOMBITKH C
OTpaHUYEHUEM IO BPEMEHU JIJIsi
MPOXOKJICHUS Ka)KJI0r0 TecTa. Meron
OLICHMBAHUS — BBICILIAs OLIEHKA 10 UTOraM
BCEX MOMNBITOK. B ciiydae, eciau cTyaeHt
HaOupaet menee 60% OanoB, O ero
Mpocb0e npernoaBaresb IpeJoCTaBIseT
JTOTIOJTHUTENbHBIE TONBITKH.

3a4CT

Texymui
KOHTPOJIb

Tect 4

0,1

10

BhIMoTHEHNE TECTOBOTO 33/1aHUS
OCYILECTBIISIETCS Ha TTOpTalie « DIEKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). Ctynenty
MPEIOCTABIISIETCS 2 TOTBITKU C
OTpaHMYECHUEM TI0 BPEMEHH IS
[TPOXOXKICHMS KaX10ro Tecta. Meron
OLICHWBAHHMS — BBICIIIAS OIIEHKA 110 UTOTaM
BCEX MOMBITOK. B ciydae, ecim cTyaeHT
HaOupaet meHee 60% OanoB, MO ero
MpockOe NpernoaaBaTelb MPEA0CTaBISET
TOTIOJIHUTENBHBIE TTOTBITKH.

3a4CT

Texymui
KOHTPOJIb

3amanue 1

0,2

10

CTyzieHT BBINOJIHAET 3a/laHie B DIEKTPOHHOM
FOVYpl'y, BbICBITAET €ro mpenoaaBaTelo.
OTBeT HaH KXXJObIH BONIPOC WM 3aJJaHUE C
apryMEeHTaMH U CCbUIKaMH Ha JUTEpaTypHbIE
VCTOUYHUKH, 0POPMIICHHOE COINIACHO
TpeboBaHusAM cTanaapTa. Kpurepuu
OLIEHUBAHUA - B 3aJJaHUU. MaKkCUMabHOe
kosmuecTBO Oaysos - 10. IIpu onieHnBanun
[PE3YJIBTaTOB MEPOIPUSATHUS UCIIOIB3YETCS
0aJUTbHO-PEUTHHTOBAsI CUCTEMA OIICHUBAHUS
[PEe3yJIbTaToB yUeOHOH NesTeTbHOCTH
oOyuarontuxcst (yTBepKJIeHa MPUKa30M
pektopa ot 24.05.2019 . Ne179).

3a4CT

Texymuin
KOHTpPOJIb

3amanue 2

0,2

10

CTyZIeHT BBINIOJHSET 3aJIaHUE B DJIEKTPOHHOM
O VYpl'y, BbIChLIAET €ro mpenogaBaTelo.
OTBET HaH KXJIO0bIH BOIPOC WUJIK 3aJaHuE C
apryMEHTaMU U CChUIKaMU Ha JINTepaTypHbIE
MCTOYHHUKH, 0(OPMIIEHHOE COITIaCHO
TpeOoBaHUAM cTanaapra. Kpurepun
OLICHMBAHUS - B 33JaHUU. MakcuMallbHOE
konmuecTBO O0aisos - 10. Ilpu onennBanun
PE3yIBTaTOB MEPOTIPUSATHUS UCTIONb3YETCS
0aITbHO-PEUTUHTOBASI CUCTEMA OI[CHUBAHHUS
pe3yabTaTOB yUeOHOM NeSTEIIbHOCTH
oOyyaromuxcs (yTBEpKIeHa MPUKA30M
pekropa ot 24.05.2019 . Ne179).

3a4CT

Texymui
KOHTPOJIb

3amanue 3

0,2

10

CTyZIeHT BBINIOJHSET 3a/IaHUE B DJIIEKTPOHHOM
FOVYpl'y, BbIChIIAET €ro npenoaaBaTeo.
OTBET HaH KXXIO0bIM BONPOC WUJIW 3aJaHuE C

APTYMCHTAMU U CCHIJIKAMH Ha JIMTCPATYPHBIC

3a4CT




VCTOUYHUKH, 0POPMIICHHOE COTIIACHO
TpeboBaHusAM cTanaapta. Kpurepuu
OLICHHWBAHHUA - B 3a/laHHUU. Makcumansaoe
koymmuecTBO 0amioB - 10. [1pu oneHuBanumM
PE3YJILTATOB MCPOMIPUATHUSA UCIIOJIB3YCTCA
0aJIbHO-PEUTUHTOBAsI CUCTEMA OILICHUBAHUS
PE3yJIbTaTOB YUYEOHOU eATeTbHOCTH
oOydarommxcs (yTBepKaeHa MTPUKA30M
pekropa ot 24.05.2019 . Ne179).

IIpome-
JKyTOYHAas
arTecTanus

Hroroserit
TeCT 9
CEMECTp

30

[TpoMexyToYHas aTTeCcTalHs IPOBOIUTCS HA
rnopraie «nekrponnsid IOYpl'Y"
(https://edu.susu.ru). B Ha3HauenHoe 1o
PACIUCAHUIO BPEMsI CTYACHT ITPOXOIUT
BUJICO- U AyAHO-UICHTH(OUKAIINIO 1
BEITTONTHSET TeCT. CTYICHTY MPEI0CTaBISIeTCS
1 momBITKA ¢ OrpaHUYEHUEM 110 BPEMEHH ISt
MpOXOXKIeHHs TecTa. [IoMbITKM OI[CHUBAKOTCS
ABTOMAaTHUYECKU: MAaKCUMaJIbHBIN Oa 3a
KaK]1pIi Borpoc - 1. KomnyecTBo BOnpocos -
30. MeToz olieHMBaHUS — BbICIIAs OLICHKA.

3a4CT

10

Texymui
KOHTPOJIb

Tect 5

0,1

10

BEIMmoTHEHNE TECTOBOTO 33/1aHUS
OCYILECTBIISIETCS Ha TTOpTalie « DIEKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). Ctynenty
MPEAOCTABIISIETCS 2 TOTBITKU C
OrpaHMYEHUEM TI0 BPEMEHH IS
[TPOXOXKICHMS KaX10r0o Tecta. Meron
OLICHWBAHHMS — BBICIIIAS OIIEHKA 110 UTOTaM
BCEX MOMBITOK. B ciydae, ecim cTyaeHT
HaOupaet meHee 60% 0anoB, O ero
MpockOe NpernoaaBaTelb MPeI0CTaBISET
TOTIOJIHUTEIBHBIE TTOTBITKH.

OK3aMCH|

10

10

Texymnii
KOHTPOJIb

Tect 6

0,1

10

BrIMoHEHIE TECTOBOTO 3aaHuUs
OCYILECTBIIIETCS Ha TTOpTalie « DIEKTPOHHBIN
IOYpI'Y" (https://edu.susu.ru). CtyneHTy
MPEIOCTABIISIETCS 2 TOMBITKU C
OTpaHUYEHUEM I10 BPEMECHH ISt
[IPOXOXKICHMS KaX10ro Tecta. Meron
OLICHUBAHUS — BICIIAs OIICHKA TI0 UTOTaM
BCEX MOMBITOK. B ciydae, eciu cTyaeHT
Habupaet meHee 60% 0anoB, 1Mo ero
MpockOe penoaaBaTelb MPeI0CTaBIISET
TIOTIOJTHUTEITBHBIC MTOTIBITKH.

OK3aMCH|

11

10

Texymni
KOHTPOJIb

Tect 7

0,1

10

BrinosmHeHe TeCTOBOTO 3aJaHus
OCYIIECTBIISIETCS HA TIOpTaie « NEKTPOHHBIN
HOVYpI'Y" (https://edu.susu.ru). CtyneHTy
[PEAOCTABIISIETCS 2 MOMBITKU C
OTpaHUYEHUEM 110 BPEMEHH ISl
[TPOXOXKACHHS KaXKJ0TO TecTa. MeTo
OLICHHMBAHUS — BBICIIAs OI[EHKA 10 UTOram
BCEX MOMBITOK. B citydae, eciu cTyaeHT
HaOupaeT meHee 60% 0anioB, 1Mo ero
pockOe MpenoaaBaTelb NPeI0CTaBIIsET
TTOTIOJIHUTENbHBIE TTOTBITKH.

OK3aMCH|

12

10

Texymnii
KOHTPOJIb

Tect &8

0,1

10

BrInmojiHEHWE TECTOBOIO 3aaHUs
OCYILIECTBJISIETCS] HA OpTaje « IEKTPOHHBIN

OK3aMCH|




HOYpI'Y" (https://edu.susu.ru). CtyneHty
NpPEeIOCTABISIETCS 2 TOMBITKHU C
OrpaHUYCHUCM 11O BPECMCHU IJId
NPOXOXKICHHS KaKa0ro Tecta. Meron
OLCHUBAHHWA — BbICIIAasA OLICHKA I10 UTOT'aM
BCEX MOMBITOK. B ciydae, ecnu cTyneHT
HaOupaet menee 60% OanoB, O €ro
pock0e MpenoaBaTesb NPeI0CTaBISCT
JOIIOJTHUTCJIIBHBIC ITOIIBITKHA.

13

10

Texymni
KOHTPOJIb

3aganue 4

0,2

10

CTyneHT BBINONHAET 3a/laHHE B DIEKTPOHHOM
IO VYpl'y, BBICBUTIAET €ro MpenoaaBaTeto.
OTBeT HaH KXJObIH BONIPOC WM 3aJJaHUE C
apryMEHTaMH M CChUTKaMH Ha JINTepaTypHbIC
VCTOUYHUKH, 0POPMIICHHOE COTIIACHO
TpeboBaHusAM cTanaapta. Kpurepuu
OLIEHUBAHUS - B 3aJJaHUU. MaKkCUMalbHOE
konuuecTBo O6aisios - 10. [Ipu onleHnBanun
[PE3YJIBTaTOB MEPONPUSATHUS UCIIOIB3YETCS
0aJUTbHO-PEUTHHTOBAsI CHCTEMA OICHUBAHUS
[Pe3yNIbTaToOB yUeOHOH NesATeTbHOCTH
oOydarommxcs (yTBepKaeHa MTPUKA30M
pekTopa ot 24.05.2019 . Ne179).

OK3aMCH|

14

10

Texymnii
KOHTPOJIb

3amanue 5

0,2

10

CTyzieHT BBINOJHAET 3a/laHie B DIEKTPOHHOM
O VYpl'y, BeICBITAET €ro mpenoaaBaTelo.
OTBeT HaH KXXJObIH BONIPOC WM 3aJJaHUE C
apryMEHTaMH M CChUTKaMH Ha JINTepaTypHbIC
VCTOUYHUKH, 0POPMIIECHHOE COINIACHO
TpeboBaHusAM cTanaapta. Kpurepuu
OLIEHUBAHUA - B 3aJJaHUU. MaKkCUMalbHOE
konuuecTBo O0aisios - 10. IIpu ouennBanun
[PE3YJIBTaTOB MEPONPUSATHUS UCIIOIB3YETCs
0aJUTbHO-PEUTHHTOBAsI CUCTEMA OIICHUBAHUS
[Pe3yJIbTaToB yUeOHOH NesTeTbHOCTH
oOyuaromuxcst (yTBepKaeHa MTPUKA30M
pexTopa ot 24.05.2019 . Ne179).

OK3aMCH|

15

10

Texymnii
KOHTPOJIb

3amanue 6

0,2

10

CTyzieHT BBINOJIHAET 3a/laHie B DIEKTPOHHOM
FOVYpl'y, BeICBITAET €ro mpenoaaBaTelo.
OTBeT HaH KXXJObIH BONIPOC WM 3aJJaHUE C
apryMEeHTaMHU U CCbUIKaMH Ha JIUTEpaTypHbIE
VCTOUYHUKH, 0POPMIICHHOE COINIACHO
TpeboBaHusAM cTaHaapTa. Kpurepuu
OLIEHUBAHUA - B 3aJJaHUU. MaKkCUMabHOe
kosmuecTBO O0aisios - 10. IIpu onleHnBanuu
[PE3YJIBTaTOB MEPOIPUSATHUS UCIIOIB3YETCS
0aJUTbHO-PEUTHHTOBAsI CUCTEMA OIICHUBAHUS
[Pe3yJIbTaToOB yUeOHOH NesTeTbHOCTH
oOyuaronuxcst (yTBEepKJIeHa IPUKa30M
pekropa ot 24.05.2019 . Ne179).

OK3aMCH

16

10

[Ipome-
KyTOYHAst
aTTecTanus

Hroroserit
TECT

30

[IpomexxyTouHas aTTecTalust IPOBOJUTCS Ha
nopraie «nekTpoHHsi FOYpI'Y"
(https://edu.susu.ru). B HazHauenHoe 110
pacTIMCaHUIO BPEMS CTYAEHT MPOXOIHUT
BUJICO- U ayAHO-UIEHTU(UKALINIO U
BBITTOJIHSAET DK3aMEHALIMOHHBIN TECT.
CryneHTy npeaocTaBisieTcs 1 momneITka ¢

OrpaHUYCHUCM IO BPCMCHH IJId

OK3aMCH|




HpOXO)K,Z[eHI/DI TECTa. HOHBITKI/I OILICHHUBAKOTCA
ABTOMATHYECKH: MAKCUMAaJIbLHBIN 0aji 3a
Kax]1bIi Borpoc - 1. KomnyecTBo BONpocos -
30. MeTton olileHUBaHUS — BEICIIIAs OLICHKA.

6.2. Ilpouenypa nposeaeHusi, KpUTEPUH OLlEHUBAHUSA

Bung
MIPOMEKYTOYHON [Ipouenypa nposeneHus
aTTecTaluu

Kpurepun
OLICHUBAHUS

Ha sKx3aMeHe npoucXoauT OlleHUBaHUE y4eOHOU e TENIbHOCTH

00y4aroLXcs M0 TUCHMIUIMHE HA OCHOBE B3BELIEHHOW CyMMBI

3K3aMC€H MMOJIYYCHHBIX OIICHOK 3a KOHTpOHBHO-pCfITHHI‘OBI:IG

MEpONPHUATHS TEKYILIET0 KOHTPOJIS U 3a/laHUe ITPOMEKYTOUHOM
arrecranuu.

B coorBercTBUU C
. 2.5, 2.6
[Tonoxxenus

Ha 3adere mpoucxoauT olleHUBaHUE YI€OHOU e TEIHOCTH
oOyyaronuxcs o AUCUUIIMHE Ha OCHOBE B3BEIIEHHON CYMMBI
3a4eT MOJIYYEHHBIX OIICHOK 33 KOHTPOJIbHO-PEUTHUHIOBbBIE
MEPONPHUITHS TEKYIIET0 KOHTPOJIS U 3aJJaHNE ITPOMEKYTOUYHOM

aTTeCTalluu.

B cooTBeTCcTBHM C
. 2.5, 2.6
[Tomoxxenusa

6.3. ITacnopt oHaa OLIEHOYHBIX CPEACTB

Ne KM

Komnerennun Pesynbrarsl 00yueHus

9[10]11]12{13|14{15]|16

3HaeT: 3aKOHO/IATEIbHYI0 U HOPMAaTHBHO-
METOIMYECKYIO 0a3y BeJleHHs KOH(UICHINAIBHOTO

MK-1 ACJIOIIPOU3BOACTBA; OCHOBHEBIC HAIIPABJICHUA 3alllUThL

KOH(UACHIUAIBHOW HHPOPMAITUH; KPUTEPUH U
CITOCOOBI JJOCTYIIA TIEPCOHAIIA K TaitHe GUPMBI,
UH(OPMAITMOHHBIM CHCTEMaM

'YMEET: HCI0Ib30BaTh METOAbI 3aIIUThI

MK-1 KOH(HIeHIMATbHON NH(POPMAIIIH; UCIIONIb30BaTh

KPUTEPHH U CIIOCOOBI JOCTYIIA IEpCOHAlIa K TaifHe
¢bupmbl, UHYOPMALIMOHHBIM CUCTEMaM

HMmeeT mpakTHYEeCKUI OMBIT: UCITOJIB30BAHUS METO0B
3alUThl KOH(PHUISHITUATHHON HH(POPMAIIHH;

[1K-1 MCIIOJIb30BaHUs KPUTEPUEB U CIIOCOOOB J10CTYIA HHHH
nepcoHasa K TaifHe pupmbl, HHOPMALIMOHHBIM
CHCTEMaM

TumnoBbie KOHTPOJIBHBIC 3a1aHUS 110 KaAXKAOMY MCPOIIPUATHIO HAXOAATCA B

IIPUITOKCHUAX.

7. YueOHO-MeTOoAMYEeCKOe 1 MH(OPMAIIMOHHOE O0ecredeHUe TUCHUIIMHBI

IHeuaTHas y4yeOHO-MeTOAUYECKAS] JOKYMEHTALMS
@) OCHOBHAs TUMepamypa:
He npenycmorpena

0) OononHumenbHas Iumepamypa:
He npenycmorpena

8) omeyecmeenHbvle U 3apydedicHble HCYPHATLL N0 OUCYUNIUHE, UMelowuecs 8 bubiuomexe:




He npenycMoTpenbt

2) MemoouuecKkue YKazaHus 01 Cmyo0eHmos no 0C80EHUI0 OUCYUNTUHDL.

Kocrteirosa, JI.A. JlIokyMeHTUpOBaHUE yIPaBIECHYECKON AEATEIbHOCTH.
Meronnueckue ykazaHusl K BHIIIOJTHEHUIO TOMAIITHETO 3aJaHus [ DIIEKTPOHHBIM
pecype] : metoguueckue ykazanus / JI.A. Kocteirosa, F0.}O. Koctioxun, A.B.
AnekcaxuH. — DnekTpoH. gaH. — Mocksa : MUCHUC, 2011. — 24 c. — Pexum
noctymna: https://e.lanbook.com/book/64491. — 3ari. ¢ skpana.

l.

U3 HUX: Y4eOHO-Memoouyeckoe obecneyerue camocmosamenbHol pabomsl CmyoeHma:
Kocrteirosa, JI.A. JIokyMEHTUpPOBaHUE yIIPABIECHYECKON AEATEIbHOCTH.
Meronuueckue ykazaHusl K BHITIOJTHEHUIO JIOMAIITHETO 3aaHus [ DJIIEeKTPOHHBIM
pecypc] : metoguueckue ykazanus / JI.A. Kocteirosa, 10.1O. Koctroxun, A.B.
AJlekcaxuH. — ONeKTpoH. JaH. — Mocksa : MUCHUC, 2011. — 24 ¢. — Pexum
noctymna: https://e.lanbook.com/book/64491. — 3ari. ¢ skpaHa.

I.

JJleKTPOHHAsA y4eOHO-MeTOANYeCKasl JOKYMeHTaIusl

HaunmenoBanue
No Bux peeypeas bubnuorpaduyeckoe onrcanue
JUTEpaTypbl JNIEKTPOHHON
¢bopme
[TaBnoBa, P. C. Konpuaenuunansnoe nenonpoussonactso / P. C.
SEC [TaBmoBa. — CankT-IletepOypr : Jlanp, 2022. — 380 ¢. — ISBN
OcHoBHas 978-5-507-44694-0. — Texcr : 3neKTpoHHbIH // JIaHb :
1 N30aTelILCTBA
muTeparypa Tt PIIEKTPOHHO-O0MOMMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/266795 (nata obparueHus:
03.04.2025). — Pexxum moctyna: AJis aBTOpH3. TIOJIB30BaTENCH.
Crmuak, A. B. KonpuaeHnuumansHoe qenonpon3BoiCTBO :
SEC yuebHoe nocobue / A. B. Cninuak. — HuwxneBaprosck : HBI'Y,
JlonotHUTE IHHAS 2020. — 118 ¢. — ISBN 978-5-00047-558-4. — Texkcr :
2 M3/1aTeNIbCTBA .
nmuTepaTypa o QIIeKTPOHHBIH // JIaHb : 3IeKTPOHHO-OMOIMOTEeUHAs CUCTEMA. —
URL: https://e.lanbook.com/book/208217 (nara oOpareHus:
03.04.2025). — Pexum noctymna: g aBTOPU3. MOIb30BATEICH.

[lepedeHb UCTIONB3YEMOIO MTPOrPAMMHOIO O0ECIICUEHMS:

1. Microsoft-Windows(6eccpodno)

2. Microsoft-Office(6eccpouno)

3. ®TAOY BO "HOYpI'Y (HNY)"-ITopran "Onexkrponnsiii OYpI'Y"
(https://edu.susu.ru)(6eccpodno)

[Tepedenp ucnonb3yeMbIx MpoheCcCHOHANBHBIX 0a3 TaHHBIX U HH()OPMAITMOHHBIX
CIIPABOYHBIX CUCTEM:

Her

8. MarepuajibHO-TeXHHYECKOE o0ecreYeHne 1 CIUIITHHbI

Bun 3anarui

Ne
ay/I.

OcHoBHOE 000pyIOBaHKE, CTEH B, MAKETHI, KOMITBIOTEPHAS TEXHUKA,
MPeIyCTaHOBICHHOE MPOTPpaMMHOE 00ecTIedeHHEe, UCTIONb3yeMOe st

Pa3INYHBIX BUIOB 3aHATHI




DOK3aMeH

118a
(2)

Kommerorep 15 m.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V ¢ BbIxogoM B IHTEpHET U 1OCTYIIOM B MOPTAT «DIEKTPOHHBIN
HOYpI'Y»; Komnwiorep 1 mr. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz,
8,00 I'b O3VY); UntepaktuBHas nocka [QBoard PS, ITpoextop EPSON,
HayIIHUKY ¢ MukpodoHom Logitech, Morutop-15 mt. Microsoft — Windows
(6eccpouno), Microsoft-Office (6eccpouno)

Jlexuun

118a
(2)

Kommwrorep 15 mt.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V ¢ BeixooM B IHTEpHET U 1OCTYIOM B MOPTal «DIEKTPOHHBIH

O YpI'Y»; Kommprotep 1 mt. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz,
8,00 I'b O3VY); UntepaktusHas gocka [QBoard PS, IIpoekrop EPSON,
HayTHUKHU ¢ MUKpodoHoMm Logitech, Monutop-15 mt. Microsoft — Windows
(6eccpouno), Microsoft-Office (6eccpouno)

KonTpomns
CaMOCTOSITEIILHOMN
paboThI

118a
)

Kommerorep 15 m.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V ¢ BeixonoM B IHTEpHET U TOCTYTIOM B MOPTAI « DIEKTPOHHBIH
HOYpI'Y»; Komnsrotep 1 mr. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz,
8,00 I'b O3VY); UntepaktuBHas nocka [QBoard PS, IIpoextop EPSON,
HayIHUKHN ¢ MUKpodoHoM Logitech, MouuTop-15 wt. Microsoft — Windows
(6eccpouno), Microsoft-Office (6eccpouno)

CamocTosreapHas
paboTa cTyaeHTa

118a
(2)

Kommerorep 15 mT.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BbIxoaoM B IHTEpHET U 1OCTYIIOM B MOPTa «DIEKTPOHHBIN
HOYpI'Y»; Komnwiorep 1 mt. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz,
8,00 I'b O3VY); UntepaktuBHas nocka [QBoard PS, ITpoextop EPSON,
HayIHUKHY ¢ MUKpodonoM Logitech, MonuTop-15 wt. Microsoft — Windows
(6eccpouno), Microsoft-Office (6eccpouno)

3auer

118a
(2)

Kommwrorep 15 m.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3Y c BeIx010M B VIHTEpHET U JOCTYIIOM B IOPTAN « DNEKTPOHHBIN

O YpI'Y»; Kommbrotep 1 . (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz,
8,00 I'b O3VY); Untepaktusnas gocka [QBoard PS, IIpoekrop EPSON,
HayImHUKH ¢ MUKpodoroM Logitech, Monutop-15 mt. Microsoft — Windows
(6eccpouno), Microsoft-Office (6eccpouno)

IIpaxTuueckue
3aHATHUS U CEMUHAPBI

118a
)

Kommerorep 15 m.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c BeIxonoM B IHTEpHET U 1OCTYNIOM B MOPTaN « DIEKTPOHHBII
HOYpI'Y»; Komnsiorep 1 mr. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz,
8,00 I'b O3VY); UntepaktuBHas nocka [QBoard PS, IIpoextop EPSON,
HayIIHUKY ¢ MukpodoHom Logitech, Morutop-15 mt. Microsoft — Windows

(6eccpouno), Microsoft-Office (6eccpouno)




