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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

Opranuzanus paboTsl ¢ 00palleHUsIMU TPaKIaH,
KoHcanTuHr u aynuT B cpepe TOKyMEHTAIMOHHOTO
oOecrieyeHus yrpaBaeHUs,

JloKyMEHTHas! TMHTBUCTHKA,

CrannapTuzanus J0OKyMEHTallMOHHOTO 00eCTIeYeH s
yIIpaBIICHUS,

MesxayHapoHasi CTaHAapTU3aLUs YIIPaBICHUS
TOKyMEHTaIUEN,

Oduc-MeHeHKMEHT,

Oprann3animoHHOE MTPOEKTUPOBAHNE,
JIOKyMEHTHUPOBAHNUE CUCTEM MEHEIKMEHTA
KauecTBa,

PaboTa ¢ 0pHCHBIMU JOKyMEHTaMH

He npenycMmorpensl

Tpe6OBaHI/I$[ K «BXOJHBLIM)» 3HAHUAM, YMCHHWAM, HABbIKaM CTYJCHTA, HCO6XO)II/IMBIM
IIpu OCBOCHUU ,HaHHOfI JAUCTUITIINHBI 1 HpI/IO6peT€HHBIM B PC3YJILTATC OCBOCHUA

MPEAMICCTBYONTUX JUCITUTIIIAH:

Hucuunimza

TpeboBanus

OpTaHI/ISaHI/I}I pa6OTLI C O6paIJ_IeHI/I${MI/I TpaxJaaH

3HaeT: MpaBWJia MOJATOTOBKH yIPABICHUIECKUX
TOKYMEHTOB M 0OpallleHnui TpakiaH;
KIIACCU(UKAIIUIO PEKBU3UTOB, MPABUIT 0)OPMIICHHS
YIPaBICHYCCKUX TOKYMEHTOB M OOpalleHui
rpaXKIaH; MpaBUIa U TEXHOJIOTUU 00pabOTKI
BXOJISIIUX, UCXOISIINX ¥ BHYTPECHHUX OOpaICHHIM
rpaXKaaH, CUCTEMATU3AIUN JOKYMEHTOB U METOIUKH
COCTABJICHUSI HOMEHKJIATYPBI JIe]T YMEeT:
BOCIIPOU3BO/IUTH TIPABHJIA TIOATOTOBKU
YIPaBJICHYCCKUX JOKYMEHTOB M OOpallleHui
rpaxaaf; oGOPMIISTh PA3TUIHBIC BUJIBI
YIPaBICHYCCKUX JOKYMEHTOB, OOpaIlleHUI TpaXIaH
Ha YPOBHE BOCITPOU3BEICHUS IIA0JIOHOB;
BOCIIPOU3BOJIUTH MIPABHJIA M TEXHOJIOTHIO
00pabOTKH BXOAIINX, HCXOASIINX U BHYTPEHHUX
oOpallleHni TpakJiaH, CHCTEeMAaTH3aIluu JIOKYMEHTOB
U METOJIUKY COCTaBIICHUSI HOMEHKJIATYPHI 1T
VIMeeT MpakTUYECKUN OIBIT: UCIIOIb30BAHUS
MPABIJI TIOJTOTOBKH yIPABICHUECKUX JOKYMEHTOB,
oOpallleHn# TpakJiaH; OMMMCAHUS TIPABHIT

0o OopMIICHHUS yIIPABICHUYECKUX JOKYMEHTOB,
oOpallleHn# TpakJiaH; UCTIOIb30BAHMS IIPABUIT U
TEXHOJIOTHI 00pabOTKH BXOISAIINX, UCXOISIINX U
BHYTPEHHUX OOpAIlCHHUI IPaX<IaH, CACTEMAaTH3aIUN
TOKYMEHTOB U METOJMKHU COCTABIICHUS
HOMEHKJIATYPBI JeIT

OpraHu3anmoOHHOE MMPOESKTUPOBAHHE

3HaeT: Hay4HbIE METO/Ibl, IPUMEHSIEMBIE ITPU
VCCJIEJIOBAHUN OPTaHU3ALMU U €€ CTPYKTYPBI;
OCHOBBI HHPOPMAIIMOHHO-aHATUTUYECKOM
NIESTEIIBHOCTH B OPTaHU3allMOHHOM

MPOEKTUPOBAHUU U YIIPABICHUU TOKyMEHTalUen




'YMeeT: IPUMEHSTh Hay9YHbIE METOJIbI UCCIICIOBAHUS
NpY U3YYCHUN OPTaHU3AIMOHHON CTPYKTYPBI
CITyObI TOKYMEHTAIIMOHHOTO 00eCTIeUYeHUS
yIpaBJICHUS U apXUBHOTO XPaHEHHUS;, TPUMEHSTh
OCHOBBI HH(POPMAIIMOHHO-aHATUTUYECKOM
NesITeTIbHOCTH B c(hepe OpraHn3almOHHOTO
MPOSKTUPOBAHUS U YIIPABICHUS JTOKYMEHTAIUEH
MmMeeT mpakTUYECKHiA OTIBIT: TPUMEHEHHS HAyIHBIX
METO/IOB UCCIICIOBAHUS TIPU U3YUCHUH
OpTraHU3aIMOHHON CTPYKTYPBI CITY>KOBI
TOKYMEHTAIMOHHOTO 00€CTICUeHUS YIIPaBICHUS 1
APXMBHOTO XPaHEHHS;, TPUMEHEHHS OCHOB
WH(POPMAITMOHHO-aHATTUTHYECKOH IeATeIbHOCTH B
cepe opraHu3aIMOHHOTO MPOSKTUPOBAHUS U
yIpaBIeHUS TOKyMEHTaIueH

I[OKYMCHTHaH JIMHTBUCTHKaA

3HaeT: sI3bIKOBbIE 0COOCHHOCTH O(pHUIMATIBHO-
IEJIOBOTO CTUJISI COBPEMEHHOT'O PYCCKOTO
JTUTEPaTYPHOTO A3bIKA; SI3BIKOBBIE 0COOEHHOCTH
TOKYMEHTHBIX TEKCTOB, OTHOCSIIIUXCS K Pa3IUYHbIM
MOACTUIISAM O(PUIINATBHO-/IEIOBOTO CTHIIS;
S13bIKOBBIE HOPMBI B c(hepe MMCbMEHHOM J1€TT0BOM
pEYH; OCHOBHBIE TUIIBI OIIMOOK, BCTPEUYAIOLIUXCS B
TOKYMEHTHBIX TEKCTaX, MOABSA3BIK CIIEHUATbHOCTH;
CTPATEruy U TAKTUKU OCTPOEHUS YCTHOTO
TUCKypCca U MUCbMEHHOI'0 TEKCTa; HOPMaTHUBHO-
METOANYECKHE TOKYMEHTBI, aKThI (IIpaBuiIa,
MEPEYHH JOKYMEHTOB, MTOJIOKEHUS,
UHCTPYKILINU,KITacCU(PUKATOPBI, Ta0eIn
MpPUMEHSEMbIX (POPM JOKYMEHTOB U Jp.) 1O
TTOKYMEHTAIIMOHHOMY 00€CIIeYeHUIO yIpaBIICHUS;
MPUHLIMIIOB MJIAHUPOBAHUS 1€JI0BON KOMMYHHKAIUH
CEKpETapCKOH eATEIbHOCTH U IEATEIbHOCTH
PYKOBOJUTENSI YMEET: aHAIM3UPOBATh JOKYMEHTHbIE
TEKCTBI, OTHOCSIINECS K PA3JINYHBIM NOJACTHIISAM
0(QUINATBHO-/IEJIOBOTO CTUJISI, B ACMIEKTE S3BIKOBBIX
0COOEHHOCTEN; HAXOAUTh U KBAJTU(PHUIIUPOBATh
OLIMOKH, BCTPEUAIOIINXCS B TOKYMEHTHBIX TEKCTaX;
UCTIPaBIIATH OLUIMOKHU, BCTPEUYAIOIINXCS B
TOKYMEHTHBIX TEKCTaX, BBIJENATH CHIEUAIBHYIO
UH(OPMAIUIO B HAYYHBIX TEKCTAX; aHAIU3UPOBAThH
MH(GOPMAIIMOHHBIE TIOTOKU U TIPOLECCHI
UH(QOPMAIMOHHOTO B3aUMOJICHCTBUS B
OpraHMU3aliK; BECTH JI€JI0BbIE Oece/bl;
palOHAIBHO OPTaHNU30BaTh COOCTBEHHYIO

e TEIbHOCTh B KOHTEKCTE JIOKYMEHTHOM
JIMHTBUCTUKU U pEAIN3alliU JAEJI0BOU
KOMMYHHKAIIMM B YCTHOW U MMCbMEHHOMN opmax
lMeeT nNpakTUYECKUI OMBIT: JIMHIBUCTHYECKOTO
aHaJIM3a IOKyMEHTHBIX TEKCTOB, OTHOCSIINXCS K
PA3IMYHBIM MOJCTHIISM O(QUIIHATEHO-/1E€I0BOTO
CTHJISL; aHAJIN3a JOKYMEHTHBIX TEKCTOB B aCIleKTe
COOTBETCTBUS HOPMaM JIMTEPATYPHOTOSI3bIKA U
O(QUINATBHO-/IEJIOBOTO CTUJIS; pEAaKTUPOBAHUS
TTOKYMEHTHBIX TEKCTOB , 0(OPMIICHHS
npodeccuoHaNbHO-3HAYUMBIX TEKCTOB (YCTHBIX U

HI/ICLMCHHLIX), BKJIKOYas JCJIOBYIO IMEPCIUCKY C




COOJTIOIEHUEM PEYEBOT0 STUKETA; UCIIOIb30BAHUS
METOZ0B HayYHOI'O MCCIIEAOBAaHUSA U TEXHUYECKOTO
TBOPUYECTBA B KOHTEKCTE JTOKYMEHTHOMN
JIMHTBUCTUKH U PEAIM3aLNAN JAEJI0OBOU
KOMMYHUKAI[H B YCTHOW U MUCBMEHHOM popmax

KoHcanTuHr u ayaut B cepe JOKyMEHTAI[HOHHOTO
oOecIeueHns ynpaBieHUs

3HaeT: npohecCuoHaIbHYI0 TEPMUHOIOTHIO U
OCHOBHBIE HAIPAaBIICHUs FOCY1apCTBEHHON
periaMeHTalu paboThl ¢ JOKyMEHTaMH U
OpraHu3aly UX XpaHeHus B Poccuiickoit
Ddeneparun; CUCTEMY OLICHKH MTOKa3aTelenciIyK0bl
TOKYMEHTAIlMOHHOTO 0OecreueH sl yIpaBleHus, ee
OCHOBHBIE T0Ka3aTean YMEET: aHaIUu3UpOBaTh
JTOKaJIbHbIE HOPMaTHUBHBIE aKThI C MO3ULUI
TOKYMEHTOBEJICHUS U apXUBOBEJCHMSI U OKa3bIBaTh
KOHCYJIBTaTUBHYIO MIOMOILb; TPUMEHSATH OCHOBBI
UH(POPMAITMOHHO-aHATUTUYECKOM JIeATEIbHOCTH
TUISIOLIEHKHU CITY>KObI TOKYMEHTAIlMOHHOTO
oOecrnieueHus ynpasieHus VimeeT npakTuyeckuit
OTIBIT: pa3padOTKU HOPMATUBHBIX U METOIMYECKUX
akToB 110 JIOY 1 ncnonp3oBaHUs METOJIOB
npoBeaeHus ayaura JJOY u apxuBHOrO ziena;
QHAJIMTUYECKON JEATEIIBHOCTH IPUMEHUTENIBHO K
OLIEHKE JIESATEIBHOCTH CITYKOBIJOKYMEHTAIIMOHHOTO
oOecrieyeHns yrpaBiIeHHs

MexayHapo/iHas CTaHIapTU3ALMS YIIPABICHUS
JTOKyMEHTalUEeH

3HAeT: OCHOBHBIE MEXKTyHAPOJHBIE CTAHAAPTHI U
HWHBIC JOKYMCHTEI B obnacTu CTaHJapTU3aluunu
TOKYMEHTAIMOHHOTO 00eCIIeueHus YIIpaBIeHUs U
ApXMBHOTIO J€J1a; IIPaBUJIa CAMOCTOSATEIIBHOTO
M3yYEHUS U aHAJIN3a OCHOBHBIX MEKIYHAPOIHbIX
CTaHAAapPTOB U MHBIX JJOKYMCHTOB B o0nacTu
CTaHJapTU3AMH JOKYMEHTAI[MOHHOTO 00ecreueHust
YIIPABJICHUS U ADXUBHOTO Jiejla YMEET:
QHAJIM3UPOBATh U NPUMEHATH OCHOBHbIE
MCXKIAYHAPOAHBIC CTAHAAPTHI U MHBIC JIOKYMCHTEI B
00JIaCTH CTaHIAaPTU3ALUHN JOKYMEHTAMOHHOTO
oOecrieueHns ynpaBIeHUs] U apXUBHOTO Jieja B
npogeccoHaIBHON cepe; CaMOCTOATENbHO
paboTaTh ¢ OCHOBHBIMU MEXKTyHAPOJHBIMU
CTaHJapTaMH U UHBIMH JOKYMEHTaMU B 00JacTu
CTaHJapTU3aluu JOKYMCHTAIIMOHHOT'O oOecrieyeHus
YIpaBIEHUS U apXUBHOTO nena Mmeer
HpaKTI/I‘IGCKI/Iﬁ OIIBIT: aHaJIn3a U UCIIOJIb30BaHUs B
npogeccruoHallbHON chepe OCHOBHBIX
MCXKAYHAPOAHBIX CTAHAAPTOB U UHBIX TOKYMCHTOB B
00JIaCTH CTaHAapPTU3ALUHN JOKYMEHTAHOHHOTO
oOecreueHrs ynpaBiIeH!sI U apXUBHOTO JIeNa;
CaMOCTOSATENILHOW PabOThI C OCHOBHBIMH
MCXKIAYHAPOJAHBIMHA CTaHAAPTAMU U MHBIMU
TOKYMEHTaMH B 00J1aCTH CTaHAAPTU3ALUN
TOKYMEHTAIlMOHHOTO 00eCTeueH sl YIIpaBIeHUs U
AQPXUBHOTO JI€JIa

I[OKYMCHTI/IPOBaHI/IC CHUCTEM MCHC/IPDKMCHTA
KadyeCTBa

3HAeT: CyIHOCTbh TOKyMEHTUPOBAHUS U OCHOBHBIC
ONpEeEICHUS; LEIU U 3a1a4l JJOKYMEHTUPOBAaHUs
TpeOOBaHUH K Ka4eCTBY MPOAYKIUH, IPOLIECCOB MU
YCIIYT, a TaKKe JOKyMeHTHpoBaHus B pamkax CMK;

COCTaB M CTPYKTYPY HOPMATUBHBIX JTOKYMEHTOB Ha




MPOAYKIINIO, IPOLECC WIIH YCIIYTY, a TAKKE B
noxkymeHTanuun CMK; TpeGoBaHus K JOKYMEHTAITUU
CMK, xapakTepuCTHKy OCHOBHOM JOKyMEHTALIUH
CMK, npouenypy NpoeKTUpPOBaHUs, YTBEPKICHHUS,
BBIITYCKa U ynpaBieHus gokymeHTanuun CMK
'YMeeT: cocTaBIATh U 0QOPMIISTh YIIpaBlIeHYECKUE
TOKYMEHTBI, B TOM YHCIIE HHPOPMAIIMOHHO-
CIIPaBOYHBIE, B COOTBETCTBUU C TPEOOBAHUSIMU
MPABOBBIX aKTOB M CTAHJAPTOB; HICHTU(PUITUPOBATH
HE0O0XOAMMbIe HOPMATHUBHBIE IOKYMEHTHI,
o0ecreyrBaroIMe Ka9YeCTBO MPOAYKIIUH, TPOIIECCOB
WIH YCIIYT, a TaKkke TpeOyeMble CHUCTEMOM
MEHEPKMEHTa KauecTBa; 00ecreynBaTh
BBIMIOJTHEHHE OCHOBHBIX TPEOOBAaHUM K CUCTEME
MEHEPKMEHTa KaueCcTBa MOCPE/ICTBOM pa3pabOTKH,
BHEJIPEHUS U aKkTyanu3anuu qokyMeHtanuu CMK
MeeT NpakTUYECKUN ONBIT: pa3padoTKH,
BHEJIPEHUS U aKTyaJIU3allMd OCHOBHBIX BUJIOB
TOKYMEHTOB, UCTIOIb3YyEMbIX COTPYIHUKOM
OpraHu3aliy; aHalu3a TpeOoBaHMI HOPMAaTHUBHBIX
TOKyMEHTOB K MIPOAYKIUH, IpOIeccaM HIIN
ycIyraM, UACHTU()UKAIIUA OCHOBHBIX JOKYMEHTOB -
KaK OOBEKTUBHOTO CBHJICTEIHCTBA BHITIOTHCHHUS
TpedoBanuiit CMK, pa3paboTkn HOpMaTUBHBIX
TOKYMEHTOB Ha IIPOAYKLHUIO, IPOLECC WIN YCIYTy
11 0OecTieyeH s KadyecTBa MPOIYKIUH, TPOLIECCOB
WM YCIIYT, a TAKXKE B PAMKaX BBIMOTHEHUS
TpedoBanuit Kk CMK

PaboTa ¢ 0pHCHBIMU JOKyMEHTaMH

3HaeT: HOpMaTUBHO-TIPABOBbIE aKThI B 00JIACTH
J1OY; TeHaeHIK pa3BUTHS JOKYMEHTAlHOHHOTO
oOecrieueHys ynpaBIeHHs; TEXHUUECKUE CPECTBA,
UCIIOJIb3yeMble B paboTe ¢ JOKYMEHTaMU; IpaBuiia
OpraHu3alu padboThl C JOKYMEHTAMH YMeEeT:
paboTaTh ¢ JOKyMEHTaMH ¢ Y4ETOM HOPMAaTHBHO-
MpaBOBBIX akTOB B oOsactu JIOY; yuuteiBaTh
TEH/JCHLUU Pa3BUTHS JOKYMEHTALlMOHHOTO
oOecrieueHrs ynpaBIeHUsl; IPUMEHSATh TEXHUUECKUE
CpeZCTBa, UCIIOIb3yeMbIE B paboTe ¢ JOKyMEHTaMH;
MPUIEPKUBATHCS MPABUII OPraHU3aluy paboTHI C
TOKyMEeHTaMH VIMeeT npakTHYeCcKuil ONbIT: paboThI
C JOKYMEHTAaMH C Y4ETOM HOPMATHBHO-IIPABOBBIX
akToB B obnactu JIOY; yuéra TeHIeHIMIA pa3BUTHS
TOKYMEHTAI[HOHHOTO 00ecreyeH s yIpaBIeHuUs;
[IPUMEHEHUS] TEXHUYECKUX CPEIICTB, UCIIOIb3YEMBIX
B pa0oTe ¢ JOKyMEHTaMH; MPUMEHEHUS MPaBUI
Oopranu3anu paboThl ¢ JOKyMEHTaMH

CrannapTuzaius JT0KyMEHTallMOHHOTO 00eCTIeYeH s
YIIPABJICHUS

3HAeT: OCHOBHBIE HAIIMOHAJIbHBIE CTAHIAPTHI U
WHBIC JIOKYMEHTHI B O0JIACTH CTaHIapTU3AINH
JTOKYMEHTAIMOHHOTO 00eCIIeueHus YIpaBIeHUs U
ApXMBHOTIO J€J1a; IIPaBUJIa CAMOCTOSATEIIBHOTO
W3yYEHUS U aHAJIN3a OCHOBHBIX HAllMOHAJIBHBIX
CTaHAAapPTOB U MHBIX JOKYMCHTOB B o0nacTu
CTaHJapTU3aMH JOKYMEHTAI[MOHHOTO 00ecreueHus
YIIPABJICHUS U APXUBHOTO Jiejla YMEET:
QHAJIM3UPOBATh U NPUMEHATH OCHOBHbIE

HAlIMOHAJIBHBIC CTAHAAPTHI U MHBIC TOKYMCHTEI B




00JIACTH CTaHIaPTU3AIIUHN JOKYMEHTAIIHOHHOTO
oOecrieueH s YIpaBIeH s U apXUBHOTO Jiejia B
npodeccuoHaNbHOM cdepe; caMOoCTOITETFHO
paboTaTh ¢ OCHOBHBIMHU HAI[HOHATHHBIMU
CTaHJapTaMH U UHBIMU JJOKYMCHTAaMU B obmactu
CTaHAapPTU3AIMH JJOKYMEHTAIIMOHHOTO 00eCICYeHHUS
yIIpaBJICHUs U apXUBHOTO aena Mmeer
MPaKTHYESCKHIA OIBIT: aHAJIN3a M UCTIOIh30BaHHS B
npodeccruoHanbHOi chepe 0OCHOBHBIX
HAIMOHAJILHBIX CTAHAAPTOB U MHBIX JIOKYMEHTOB B
00JIACTH CTaHIAPTU3AIIUHN JOKYMEHTAIIHOHHOTO
oOecrieueH s YIPaBJICH s U apXUBHOTO JIENa;
CaMOCTOSITEILHOM PabOThI C OCHOBHBIMH
HAIMOHAILHBIMH CTAHIAPTAMHU M UHBIMU
JTOKYMCHTaMU B O6HaCTI/I CTaHJapTU3alunu
TTOKYMEHTAIMOHHOTO 00€CIICUeHH s YIIPABICHHS U
ApXMBHOTO JIeia

Oduc-mMeHeHKMEHT

3HaeT: mpaBuJia MOATOTOBKH YIPABIEHYECKUX
TOKyMEHTOB; TEXHUYECKHUE CPEICTBA
TOKYMEHTAIMOHHOTO 00eCTIeYeH sl YIIPaBICHUS;
KJIacCU(PUKAIINIO PEKBU3UTOB, TIPaBUI O()OPMITCHHS
YIIPaBICHUYECKUX JOKYMEHTOB; ITpaBuja u
TEXHOJIOTUN 00PaOOTKH BXOISIINX, UCXOSAITUX
TOKyMEHTOB Y METOIMKU COCTABIICHUS
HOMEHKJIATYPBI JIeJ]1; OCHOBBI OpPTaHU3aIuu pabOThI
oduca YMeeT: MIPUMEHSTH MTPaBUIIa MOJTOTOBKH
VIIPABICHUYECKUX JTJOKYMEHTOB; UCIIOIh30BaTh
TEXHUYECKHUE CPEACTBA JOKYMEHTAIIMOHHOTO
obOecrieueHus yIpaBIeHHs; BOCIIPOU3BOIUTD
KIIACCU(UKAIIUIO PEKBU3UTOB, MPABUIT 0(OPMIICHHUS
VIIPABICHUYECKUX JTJOKYMEHTOB; UCIIOIH30BaTh
MpaBHia U TEXHOJIOTHUH 00paOOTKH BXOMISIINX,
HCXOMAIINX JOKYMEHTOB U METOJIUKH COCTABIICHHSI
HOMEHKJIATY Bl JIeJ; OPTraHU30BBIBaTh paboTy oduca
B KOHTeKcTe JIOY MMeeT npakTHUeCKnid OMbIT:
MPUMEHEHUS MTPaBUJI IOATOTOBKHU YIPABICHUYECKUX
TOKyMEHTOB; CTIOJIb30BaHMS TEXHUYECKUX CPEACTB
TOKYMEHTAIMOHHOTO 00eCTIeYeHHsl YIIPaBICHUS;
BOCIIPOM3BEICHUS KJIACCU(UKAIIMHA PEKBU3UTOB,
MpaBl OPOPMIICHUS YIIPABICHYECKHUX JTOKYMEHTOB;
WCITOJIb30BAHUS TIPABUIT M TEXHOJIOTUH 00pabOTKH
BXOSIINX, UCXOAIINX TOKYMEHTOB U METOIUKU
COCTaBJICHUSI HOMEHKJIATYPHI JIeJ1; OpraHU3aINH

pabotel oduca B konTekcre JJ0OY

4. O0béM 1 BUABI YUeOHOI1 padoOTHI

OO6u1ast TpyA0€MKOCTh JUCHUILUIMHBI COCTABIISAET 8 3.€., 288 4., 58,75 u.
KOHTAaKTHOU pabOoThl C MPUMEHEHUEM JUCTAHIITMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUI

Bun yueOHo# paboTh

Pacnpenenenue

Bcero 10 CEMECTpPaM B Hacax
4acoB Homep cemectpa
9 10




OO6mmast TpyI0EMKOCTh AUCIIUTLITNHBI 288 144 144
Ayoumopnvie 3aHAmMusL: 40 20 20
Jlexruu (JI) 20 10 10
[IpakTudeckue 3aHATUS, CEMUHAPHI U (MIIN) IPYTHE BUJIBI
ayuTOpHbIX 3aHsaTHi (I13) 20 10 10
JlaGoparopubie paboTsI (JIP) 0 0 0
Camocmosmenvuas paboma (CPC) 229,25 115,75 113,5
CamocTrosTepHOE U3yUueHHe PasaeNnos AMCUUILTHHD 1 100 50 50
MMOJITOTOBKA K BHITIOJIHEHUIO 3a1aHUI
Brimonnenue 3ananuit YK B "Onexrponnom FOYpI'Y" 89,25 45.75 43.5
IlonroroBka k 3a4eTy 20 20 0
[ToaroroBka K 3K3aMeHy 20 0 20
KoHcynpranyuy u npoMeKyTo4Hast aTTeCTalus 18,75 8,25 10,5
Bun koHTpOs (3a4eT, qud.3a4et, IK3aMeH) - 3a4eT HK3aMEH

5. Conep:kaHue QMCUUIIMHBI

O6beM ayTUTOPHBIX
pasjfena HanMenoBanue pa3ienos QUCHUILIMHEL 3aHSTHH 110 BU/IaM B 4acax
Beero |JI| 113 | JIP
1 [Ipenmer, copepxanue, 3a1aun Kypca. Llennas u 4 2| 2 0
koH(pHIEeHITMATbHAST HH()OPMAITHS.
) @DopMmbl 3aITUTHl THPOPMAIIMOHHBIX PECYPCOB OTPAHHYEHHOTO 4 21 2 0
mocTyna.
3 3aKOHOIATETHCTBO U IPYTHe HOPMAaTHUBHBIE MaTEPHUAIIbI TIO 4 2| 2 0
OpraHu3aui KOHQUACHIIMATEHOTO PEKUMA.
4 VcTouHNKY KOH(GUACHIMATEHOW HHDOPMAIIMU. YTPO3bl H KaHAIIbI 4 21 2 0
yTpaTbl KOHPUACHITHATHFHON HHPOpMAITUN
PernamenTtanus cocraBa KOHPUACHIIMAIBHBIX CBEACHUHN U MOPSIOK
5  |ux nokyMeHTHpoBaHUs . [loToku KOHGUIECHITUATBEHON 4 21 2 0
TOKyMEHTAIUU
TexHomoruueckre cucTeMbl 00pabOTKH U XpaHEHUS
6  |[KoH(HICHIIMAIBHBIX TOKYMEHTOB. YUeT KOHGUIECHITNATbHBIX 4 21 2 0
TOKyMEHTOB
7 JlokyMeHTupoBaHue KoHpUAeHIMansHOU nHopManuu. [Topsaok 4 21 2 0
PabOTHI UCTIONHUTENEH C KOH(DHUICHIIMAIBHBIMUA JOKYyMEHTaMHU.
3 [Topsimok MpoBEAEHUS COBEIIAHUMI U IIEPETOBOPOB 11O 4 2| 2 0
KOH(HICHIIMATBHBIM BOIIPOCaM, IpHUEMa MOCeTUTeNen
9 dopmupoBaHue, 0pOopMIIEHHE U XpaHEHHE KOH(PUIEHITUATbHBIX 4 2| 2 0
TOKYMEHTOB. YHUYTOXKEHUE KOH(DUICHIIMAILHBIX JOKYMEHTOB
10 [TpoBepka HaTM4YUS KOH(UICHIIHMATBHBIX JOKYMEHTOB, 1€ U 4 2| 0
HOCHUTENeH nHpOpMaIUN
5.1. Jlekuuu
Ne Ne Kon-
HanmenoBanue uim KkpaTkoe coAep:KaHue JEKIIMOHHOTO 3aHTHS BO
NeKIuujpasaena
4acoB
[Ipenmer, cogep:kanue U 3a1a4u Kypca. TepMHUHOIOTHS OCHOBHBIX TOHSATHI B
1 1 001acT KOH(PHUIEHITUATBHOTO IEJIONPOU3BOCTBA, €€ 3Botous. O1eHka )
TEPMUHOB B OT€UECTBEHHOM JUTEparype. Poiib Kypca B COBEpIIEHCTBOBAaHUHU
OopraHu3aiiy paboThl C JOKYMEHTAMH, CO3IaHUN ONITUMAJIbHBIX YCIOBUN PabOThHI




CITy>KOBI KOH(PHUIEHIIMATIBLHOTO JIEJIONPOU3BOICTBA, BHEAPECHUN TEXHUUECKUX
CpencTB 00pabOTKH TOKyMEHTHOW MH(POPMAIIUU. XapaKTePUCTHKA COBPEMEHHBIX
roCcylapCTBEHHBIX HOPMATUBHO- METOAMUYECKUX JJOKYMEHTOB, PETJIAMEHTHUPYIOIIUX
KOH(HICHINAIFHOE JIeIONPON3BOACTBO. [loHATHE IIeHHON HH(OPMAITHH.
LlenHocTh 1 noe3HOCTH HH(pOpMaru. Kpurepun 1ieHHOCTH HHPOPMAITMOHHBIX
pecypcoB. MHpopMaIoHHbIE pecypchl TOCYJapCTBEHHbBIE U HErOCYAapCTBEHHEIE.
Knaccudukarus nHHOpMAMOHHBIX POIYKTOB U YCIYT, HHPOPMAIIHOHHBIE
pECypCHI OTKPBITHIE M PECYPCHI OTPAHUYEHHOTO IOCTYTIA.

[TonsiTue TalHbl, cekpeTa, KoHpuaeHnuanbHOCTH. Kitaccudukanust BUI0B
HerocyaapcTBeHHOM TaitHbl. CirykeOHas Taiina. [IpodeccuonanbHas TaiiHa.
JlokyMeHTUpOoBaHHas HHPOpMaIUs (JOKYMEHTbI) CEKPETHAs U HECEKpEeTHasl.
[TonsiTHe KOH(PUACHINATHHOCTH KaK ONpeieleHne chepbl HECEKPETHOM
nHGOpPMAIIMN OIrPaHUYEHHOTO 1ocTyma. CylIHOCTh TEPMHHA, OCOOEHHOCTH U
yCII0BUS IpUMEHEeHus. [IpaBoBble U TEXHOIOTNYECKNE ACIIEKThI TPUCBOEHUS
nH(bOopMaIK Kareropuu koHpuaeHuuaibHoi. KonduaenuuansHuas nuHpopmanus u
ee BubL. [lepconanbublie qanHple. OrpaHUYeHns: Ha OTHECEHUE HH(POpMAIIUU K
KaTeropuu KoHpuaeHanpHoi. [loHsTHe KOHPUACHIINAIFHOTO JOKYMEHTA, €r0
ocobenHocTu. O0mmas knaccudukanus KOHPHUISHIMAIBHBIX JOKyMEHTOB. Cpoku
(mepuom) kKoHGUAECHITNATHLHOCTH. J{eTleHne TOKyMEHTOB Ha JOKyMEHTBI
KPaTKOBPEMEHHOTO U JIOJTOBPEMEHHOTO Meproa KOH(PUIECHIINATBHOCTH

HudopmarmonHas 0€30MacHOCTh KaK HHCTUTYT MH()OPMAIIMOHHOTO ITpaBa.
3aKOHOJATEIBCTBO B 007aCTH MHTEIIEKTYyalbHOM COOCTBEHHOCTH,
MH(QOPMAILMOHHBIX PECYPCOB, MH()OPMAIIMOHHBIX TPOIYKTOB U HHPOPMALIMOHHBIX
yCIIyT. 3aKOHOAATENBCTBO O OE30MACHOCTH U 3aIIUTe HHPOPMALMH, €r0 CTPYKTypa
U cofiepKaHKe. 3aKOHOJATEIbCTBO O 3aIIMUTE FOCYAAPCTBEHHOW U KOMMEPUYECKOU
TaliHbl, IEPCOHAIBHBIX JaHHBIX, €T0 CTPYKTYpa U COJIepKaHue

[TonsiTHe 1 KIaccu(UKaAIKs HCTOYHUKOB KOH(UACHIMAIBHOW HHPOPMAITUH.
XapakTepucTuka Kaxaoro ucrounuka. Kinaccuduxaiys kaHaioB 00beKTHBHOTO
pacrpocTpaHeHus] KOHPHUIESHIIMATbHON HHopMary. XapaKTepuCTHKA KaxkI0TO
KaHaja. Ya3BUMOCTh nHpopMaruu. MHTepec Kk HHpopMaIiK KaK MPeAnoCchUIKa
BO3HUKHOBEHU yrpo3bl. [loHATHE yrpo3sl (OMacHOCTH) HH(POPMAIHH, BUABI YTPO3.
Kanans! yrpatsl koHuaeHmanbHoi napopmanuu. [locneacTsust oopazoBanus
KaHaJla HECAaHKIIMOHMPOBAHHOTO JIOCTyNAa K HH(POPMALIUHU: YTpaTa HOCUTEIS
KoH(HIeHITMATBHON HH(pOpMAILIMH, pa3pylleHne nHPopMaIiy, ee Kpaxa,
Moaudukanus, moaMena, Gpanbcupukanys u ap. [ToHaTus pasriamenns U yTeuku
uHpopmarun. Kinaccudukanys opraHM3alMOHHBIX KaHAJIOB pa3IyialleHus
(ornmamienus) oHpUIESHIIMATHLHON HHOpMaIMU. XapaKTepUCTHKA KaKI0TO KaHaa,
KiaccupuKalus TEXHUIECKUX KaHAJIOB YTeUKH KOH(UICHIIMATbHON nHOpMaIuy,
XapaKTepUCTHKA Ka)KJJ0T0 KaHaJja.

[lepeueHp KOHMUICHIMATBHBIX CBeACHUN. [lenu u 3a1a4um nepeyuHs CBEACHHUIA,
HOCSIUX KOH(HUICHIIMAIBHBIN XapakTep. CocTaB CBEJCHUH, KOTOPHIE HE MOTYT
OBITh TaifHON. MecTo mepeyuHs: B CUCTEME 3aIlUThl HH()OpMAIUH.
Opraau3anoHHbie POpPMBI COCTABICHHS U BeleHHs niepeuneit. ConmeprkaHue
nporeaypsl pa3pabotku nepeuns. CyliecTByomue METOANKH cOopa, aHanu3a U
00006meHus ceaeHui. [lepeuens KOHGUACHITHATBHBIX JOKYMEHTOB.
Pasrpannuenue ypoBHs KOH(PpUICHINATBHOCTH CBEACHUH, OTIpE/IeIeHnE CPOKa
KOH(HIEHIINATBHOCTH, perlaMeHTalusl MeCcTa JOKYMEHTUPOBaHUS,
MCII0JIb30BaHUS U XPAHEHHUS, COCTaBa COTPYIHUKOB, KOTOPBIM 3TH CBEJCHUS
HeoOXoauMbl A1 padoTel. CofepkaHue MpoLe yphl BEACHHS MEPEUHS.
Opranu3zanys MoCTOTHHOM aKTyaau3alii U KOHKPETU3al[uu epeyHs, KOHTPOJIb
cocTaBa CBEJICHUH, BKIIIOYEHHBIX B IIepeueHb. Llenu u 3agaun pa3pemmTeabHON
(pa3rpaHUYUTENBHOM) CUCTEMBI AOCTYIIA K CEeKpeTaM opraHu3anuu. CTpykTypa
pa3penIuTeIbHON CUCTEMBI U €€ CBSA3h C TPEOOBAHUSAMH JICTIOBOM
11eJ1IeCO00Pa3HOCTH U MEPCOHAILHONW OTBETCTBEHHOCTH PYKOBOIHUTENEH U
coTpynHUKOB. OdopmiieHue pa3penieHust o J0MycKe COTPYAHHUKA K
KOH(DHIEHITMATBHBIM CBEICHUSIM (DUPMBI, OTBETCTBEHHOCTH TOJHKHOCTHOTO JIUIA




3a BbIIaHHOE paspemienue. Kpurepun gocryna. [lopsnok qocrymna k
KOH(UICHIIMAIBHBIM CBEICHUSIM MPEICTABUTENICH APYTHX CITYKAIIUX
rocyaapCcTBEHHBIX yupexxaeHuil. Kontpons 3a noctynom. Buas! yrpos
TPaIUIIMOHHBIM H AJIEKTPOHHBIM TOKYMEHTOIIOTOKAM, 33J1a4H 3aIUThI
JTOKYMCHTOITIOTOKOB. HOH}ITI/IC, NPUHIUIIBL, OCJIN U 3a1a4d 3allIUIIICHHOTO
TOKYMEHT0000pOTa KaK COBOKYITHOCTH JJOKYMEHTOIIOTOKOB. KpuTtepuu
0€30macHOCTH JOKYMEHT0000poTa. OCHOBHBIE TPEOOBAHUS K 3aIUILIEHHOMY
TOKyMEHT0000pOoTy. B3anMOoCBsI3b IepCOHANBHOM N30UPaTETLHOCTH B TOCTABKE
UH(QOPMAIIUH U PAa3pEIIUTENIEHON CUCTEMBI JocTyma. OcOOEHHOCTH 3alUIIEHHOTO
0e30yMaxHOTO (JIEKTPOHHOTO) TOKyMEeHT000O0poTa. Tumosas cTpykTypa
TCXHOJOTHYCCKUX CTaZ[I/Iﬁ BXOIHOT'O, BBIXOJHOI'O U BHYTPCHHETO ITOTOKOB
KOH(UACHIIMAIBHBIX TOKYMEHTOB. [IpHHIMTIHATEHAS] B3aMOCBSI3b
TOKYMEHTOIIOTOKA U IIPUMEHSEMOU TEXHOJIOTHYECKON CUCTEMBI 00pabOTKU U
XpaHEHHS JJOKYMEHTOB.

MecTo 1 Ha3HaYeHUE TEXHOJIOTHUECKON cucTeMbl 00pabOTKU U XpaHEHUS
KOH(UACHIUAIBHBIX JOKYMEHTOB. MeToinuecKkre OCHOBBI 00paOOTKH U XpaHEHHS
OTKPBITBHIX U KOH(PHUIEHIIMATbHBIX JOKYMEHTOB. [IpenmyniecTBa 1 HeJOCTaTKU
TpaJIUIIMOHHON TEXHOJIOTHYECKOM CUCTEMbI 00pa0OTKM U XpaHEHUs TOKYMEHTOB.
Oco0eHHOCTH aBTOMaTHU3UPOBAHHOM TEXHOJIOTMYECKOM CUCTEMBI 00pabOTKH
KOH(UACHIMAIBHBIX TOKYMEHTOB. L{enu u 3a1aun y4yeta KOH(UACHIUATBHBIX
TOKYMEHTOB U HOCHUTeNEeH KOH(UIEHIINAIbHOM TOKyMEHTalllH, crienuduueckue
MPUHIMIEI yueTa. Buibl yuera, nX MECTO B TEXHUUECKOH cucTeMe 00paboTku u
XpaHeHUs1 KOH(DUIEHIINAIBHBIX JOKYMEHTOB. OYHKIMH U CTPYKTypa
TPaJUIIMOHHOTO CIIPABOYHO-UH(POPMALIMOHHOTO OaHKa IaHHBIX 110 JOKYMEHTaM
(’KypHaJIOB YYETHO-KOHTPOJIbHBIX KYpHAJIOB, KapToTek). CocTaB npouesyp
AQBTOMATH3UPOBAHHOTO yueTa OyMa)KHBIX U 3JIEKTPOHHCHIX KOH(PHICHIIMAIbHBIX
TOKYMEHTOB. DYHKIIMM aBTOMAaTH3UPOBAHHOTO CIIPaBOYHO-MH(POPMAIIHIOHHOTO
OaHKa JaHHBIX 110 JOKyMeHTaM. Ha3HaueHue cTpaxoBoil yueTHOH KapTOTEKH.
[IpaBrna npruMeHEHUS HIEKTPOHHOMN MOJAIUCH 32 MOJIyYEHUE
nokyMeHTa.HazHaueHuen nporenypbl yueTa oCTYNUBIINX KOHBEPTOB, ITAKETOB.
HaznaueHue u nporeypbl yueTa MoCTYNUBIIUX KOHPUACHINATIbHBIX TOKYyMEHTOB

Yrpo3bl nHpOpMaLMK Ipy JOKYMEHTUPOBAHUH U 3a]1auu ee 3amuThl. Kputepun
OTHECEHHsI JOKYMEHTOB K KaTeropuu koH(puaeHuuanbHelx. [lepedens
KOH(HIEHIIMATBHBIX JOKYMEHTOB (PUPMBI. JTaIbl MOATOTOBKH (MCIIOTHEHMS)
KOH(UACHIIMAIBHBIX TJOKYMEHTOB: 1) mpolenypa 3tana onpeieiaeHus ypoBHs
rpuda KOHPUAECHINATLHOCTH MIPEINOIAaraeMoro 10KyMeHnTa. Buasl rpudoB u
OrpaHUYUTENBHBIX 0TMETOK. Oopmiienue rpuga u ormerok. [Topsmok
[IPUCBOEHUS, U3MEHEHUS U CHATUS Tpuda KOHGUIESHIIMAIBHOCTH; 2) TIpoLieypa
[peABAPUTEIHHOIO yueTa OyMakKHbIX M TEXHUYECKHX HOCUTeNeH
KOHUIEHIIMATBbHON HHpopManuu. Bunbl HocuTenewt napopmanuu. MapkupoBka
HocuTesel. opMbl yueTa HoCUTENEH; 3) MpoLeaypa COCTaBICHUS
KOH(HIEHIIMATBHOTO T0KyMeHTa. OCOOEHHOCTH COCTABICHUS YEPHOBUKA U
BapHUaHTOB TEKCTa KOH(UACHIIMAILHOTO T0KYMEHTa; 4) mpolielypa U3roTOBICHUS
OpUTHHAaNa KOH(QUIEHIIMAIBHOTO JoOKyMeHTa. DopMbl yueTa poeKToB
MOATOTOBJIEHHBIX TOKYMEHTOB. [IpaBuia 3amuTsl HHGOPMAIMK U TOKYMEHTOB pU
M3TOTOBJIEHUH NMPOEKTOB OyMa)KHBIX U 3JIEKTPOHHBIX JOKyMEHTOB. [lopsaok
YHUUYTOXXEHHSI YEPHOBUKOB; 5) MPOLEypa N3JaHusl IOATOTOBIECHHBIX
KOH(HIEHIIMATBHBIX JOKYMEHTOB, 0COO€HHOCTH COTJIACOBAHMUSI, MOJMUCAHUS U
yTBepkAeHH. [1ops1oK KONMPOBAaHUS U TUPAKUPOBAHUS KOHPHICHIIMATIBHBIX
TOKYMEHTOB. YTpO3bl U3/JaHHBIM JJOKYMEHTAaM M 33/1a4M UX 3aluThl. OcOOEHHOCTH
KOHBEPTOBAHUS (MMAKETUPOBAHUS) OTIIPABIAEMBIX KOH(DUIECHIINATBHBIX
TOKYMEHTOB, JOCTaBKHU UX ajpecaraM. OCoOOEHHOCTH HalpaBICHUs HAa UCIIOJHEHHUE
W3aHHBIX BHYTPEHHHUX J0KyMEHTOB. OCOOEHHOCTH Nepesayn ajpecaram 1o
HE3aIUIICHHBIM JIMHUSAM CBSI3U (DaKCHUMUIIBHBIX, JNEKTPOHHBIX TOKYMEHTOB,
TeJIerpaMM, TEJIEKCOB YIpo3bl JOKYMEHTaM B Ipolecce paboThl ¢ HUMH
PYKOBOAMTENEH, CIIEMATNCTOB M TEXHUUECKUX COTPYIHUKOB (DPMPMBI, 3a]1auu




3alUTHl TOKYMEHTOB, CIIoCOOBI peaan3aliy pa3pernTeIbHON
(pa3rpaHUYUTENHHOM) CUCTEMBI JOCTYIIAa K OYyMa)KHBIM U DJIEKTPOHHBIM
nokyMeHTaM. OCOOEHHOCTH IPOLETypbl pACCMOTPEHUS IOKYMEHTOB
pykoBoauTeneM. OCOOEHHOCTH MPOIIeTyp 03HAKOMIICHHSI UCIIOTHUTENEH C
TOKYMEHTaMH U NIepeiadyn JOKyMEHTOB Ha ucnoiHeHue. OCOOeHHOCTH MPOoLeyp
MOJTyYeHUs JOKYMEHTOB OT UCTIOJHUTENEH U Mepeiaund JOKYMEHTOB B pyTHe
noApa3AeNeHHs CITy>KObl KOHPUISHIINATBFHON JoKyMeHTanuu ¢pupmsl. [IpaBuna
paboThl IEpcoHaa ¢ JOKYMEHTaMH Ha OyMa)KHBIX M TEXHUUECKUX HOCHUTEIISX, C
HIIEKTPOHHBIMH JJOKYMEHTaMH. YYeT JOKYMEHTOB, HAXOISAIIMXCS Y UCTIOTHUTEIIS.
[Topsimok paGoTH UCTIOTHUTENIEH CO CPECTBAMHU BHIYUCIUTEILHON U
OpraHU3alMOHHON TEXHHUKH, CpeACTBaMU cBs3H. [lopsaiok XpaHeHus! TOKYMEHTOB
Ha pabodyem mecTe. XpaHEeHHE TOKYMEHTOB B Hepabodee Bpemsi

Buzbl coBenianuii v neperoBopos [IpaBuiia moAroTOBKH M MPOBEACHUS COBEIIAHUI
U TIeperoBopoB. JJokyMeHTHpoBaHue HHGOpMAINH, OPOPMIICHHE CTEHOTPAMM,
MPOTOKOJIOB U APYTUX JOKYMEHTOB. [OpsS0K HCIONB30BaHUS ayuO0- U
Bujeo3anmucu. THkeHepHO-TeXHUYeCKUe TPeOOBaHUS K MIOMEIIEHUSIM, UX OXpaHe.
OO0s3aHHOCTH YYaCTHUKOB COBEIIIAHHM, TIEPETOBOPOB M OTBETCTBEHHBIX 32 UX
npoBeneHne. Knaccudukanus nocerureneil. [IpaBuna paboThl ¢ MOCETUTENSIMH
Pa3TUYHBIX KiaccuPuKamoHHBIX Tpynn. O013aHHOCTH OTBETCTBEHHBIX 32 MPUEM
noceTuteneil. MeTopl KOHTPOJIS TIOBECHHUS MMOceTUTeNe.u TpeboBanus K
MOMEIIECHUSM ISl TPUEMA TTOCETUTEIICH.

Yrpo3bl TIOKyMEHTaM B Iporecce (POpMUPOBAaHHUS UX B JIEJIa U XPAHEHUs], 3aIlIUThI
TOKyMeHTOB. OCOOEHHOCTH 0OPMIIEHHUS AeTIa MIPH €ro 3aBe/IeHUH U
¢dopmupoBanuu. [IpaBuia popmMupoBaHHs U XpaHEHUS JIET C
KOH(UACHIMAIBHBIMU T0KyMeHTaMU.OCOOEHHOCTH 0pOpPMIICHHUS IeTa IIPH €ro
3aKkpbITHH. OCOOEHHOCTH SKCIEPTU3bI IIEHHOCTH KOH(UIEHIIUAIBHBIX JOKYMEHTOB
U TIPOLIEAYPbI COCTABICHHSI OIUCH JIe], IepelaBaeMbIX B apXuB GpupMbl. [Topsaok
XpaHEHUs Jell B Cilyk0e KOH(QUICHIIMAIBHBIX JOKYMEHTAIUU U apXUBe (GUPMBbI
(BemomcTBeHHOM apxuBe). Kimaccudukaiys apXuBHBIX 7€, HAyYHO-CIIPaBOYHBIN
anmapart, OpraHu3alus UCIOIb30BaHMsI JOKYMEHTOB U JIeNl. YTPO3bl JOKYMEHTaM B
[IpoLECCe YHUUTOXKECHNS U 3aJ]a4y 3alIUThI TOKyMEHTOB. [Iponenypa cocraBieHus
aKTa Ha YHUYTOXKEHUE KOH(UIEHIIMAIBHBIX JOKYMEHTOB U aei. CocTaB
TOKYMEHTOB, IPOEKTOB JIOKyMEHTOB, MaTepUaJIOB U HOCUTEIEH HHPOPMAIIH,
yHUUTOXaeMbIX 0e3 akTa. [Ipouenyps! Gpu3nuecKoro yHUUTOKEHUS TOKYMEHTOB 1
€€ JJOKyMEHTHPOBAHNE

10

10

Ha3znauenue, 3a1a4u ¥ TUIIBI IPOBEPOK HAJIMUUS KOHPHUICHIIMATBHBIX
TOKYMEHTOB, Je7l K HOCHTeNnel nHpopMarui. MeToauka BeZeH!sI IPOBEPKU
Hasnuus. ExxeniHeBHas MpoBepKa UCHOIHUTENEM HaJIM4Ks KOH(UACHIIUAIBHBIX
MaTepuaioB Ha pabouem mecte. [Ipolieaypa npoBepku NpaBUIbHOCTU PabOThI
UCTIOJIHUTENEeH ¢ KOH(UACHINAIbHBIMU JOKyMeHTaMH. COoCTaB MpoBepsieMbIX
TOKYMEHTOB IIpH KBapTaJIbHOM MTPOBEpKE HAINYMS T0KyMEHTOB. CocTaB
POBEPSAEMBIX JOKYMEHTOB IIPH FO1I0BOM MPOBEPKE HATMUUS IOKYMEHTOB.
[TpoBepka HAIMYUS TOKYMEHTOB 0C000i 1ieHHOCTH. OCHOBAaHUS U TIOPSIOK

IIPOBCACHUA HeperﬂaMeHTHPOBaHHOﬁ IIPOBECPKU HAJIMYHNA CHHBIX JOKYMCHTOB.

5.2. IlpakTHyecKne 3aHATHS, CEMUHAPBI

Ne
3aHATHA

Ne

pas3aciig

HanmenoBanue uinmn KpaTKOC COACPIKAHUC MMPAKTUYCCKOI'O 3aHATHA, CCMUHApa

Koi-
BO
4acoB

Cemunap no teme: [Ipeamer, cogepsxkanue, 3anaun kypca. Llennas u
KOH(UAeHIMaNbHas HHPOpMAIHSL.

Dopmbl 3aUTHl THPOPMAIIMOHHBIX PECYPCOB OTPAHMYEHHOTO JOCTYTIA.

3aKOHOAATENHCTBO U JIpyTrie HOPMATHBHBIE MAaTEPHAIIBI IO OPTaHU3ALUH
KOH()MICHIMAIBHOTO PEXKUMA.




4 4 VcTouHUKN KOH(PHUIESHIIMATBEHON HH(pOpMaIK. YTpo3bl U KaHAJIbl yTPaThI )
KOH(UIEHITHATEHON HHGOPMAITHH
5 5 PerimamenTanus coctaBa KOH(OHUICHITMAIBHBIX CBEACHUNA U TIOPSI0K HX )
nokyMeHTUpoBaHus . [loToku KoOHPHUIESHITMATHHON JOKYMEHTAIIMH
6 6 TexHonoruueckue cucTeMbl 00padOTKH U XpaHEHUS KOH(PUICHIIMATbHBIX )
TTOKYMEHTOB. Y4eT KOH(PHICHITHATBHBIX JOKYMEHTOB
7 7 JloKyMEeHTHpOBaHNE KOHpHUAEHIMaTbHON HHpopMmarmu. [Topsmok paboTel )
VCTIOJTHUTEIICH ¢ KOH(PHUICHITUATLHBIMHU JIOKYMEHTAMH.
3 2 [Topsimok mpoBeeHNsT COBENIAaHUHN U TIEPETOBOPOB 10 KOH(DHICHITMAIbHBIM )
BOIIPOCAM, IPUEMA MTOCETUTENEN
9 9 dopmupoBaHue, 0pOpMIICHHE U XpaHEHHE KOH(PUACHIIUATBHBIX IOKYMEHTOB. )
YHUUTOXKEHUE KOH(UICHIIMATBHBIX JOKYMEHTOB
10 10 [TpoBepka HaMIUsT KOHQUICHITUATBHBIX JOKYMEHTOB, €] U HOCHTEIICH 5
nHpOpMaLuU
5.3. JIaboparopHbie padoThI
He npenycmorpenst
5.4. CamocrosiTesibHasi padoTa CTyIeHTAa
Bremonaenune CPC
Crnucoxk nureparypsl (¢ yKazaHUEM Kon-
IMogsug CPC pas3zenos, ras, CTpaHull) / ccbuika Ha  [CemecTp| BO
pecypc qacoB
CaMOCTOSTELHOE U3YUCHHUE PA3IENo
I/I(IDVI H;HI;/II;I‘{bII)}IfI HoI/I éiofliai Bgnjz)n]j{eHmo OYMI: Ne l c. 5-46, Ne2 ¢. 10-130, Ne3 c. 9 50
FHCTITS a 12-370 Ned ¢. 9- 110
3aaHuH
Brimonaenue 3agannii DYK B
https://edu.susu.ru 10 43,5
"Onexrponnom KOYpI'Y" p ’
oMrOTOBKA K 3a4eT OVM: Ne 1 ¢. 5-46, Ne2 c¢. 10-130, Ne3 c. 9 20
A M 12-370 Ned ¢. 9- 110
HONrOTORKA K SK3AMEH OYMJI: Ne 1 c. 5-46, Ne2 c. 10-130, Ne3 c. 10 20
8 y 12-370 Ned ¢. 9- 110
Brimonaenue 3agannii DYK B
https://edu.susu.ru 9 45,75
"Onexrponnom FOYpI'Y" p ’
CaMOCTOSTERLHOE U3YUSCHHUE PA3IEIIOB
WCHUIUINHEL U TI0, r};TOBKaE BSHOHHGHI/IIO OYMIL: Ne 1 c. 5-46, Ne2 c. 10-130, Ne3 c. 10 50
FUCTITL A 12-370 Ned ¢. 9- 110
3agaHui

6. (I)OHI[ OLCHOYHBIX CPEACTB AJA NMPOBCACHUA TEKYIIECT0 KOHTPOJA YCIIEBAEMOCTH,

NMPOMEKYTOYHOM aTTeCTallMu

Kontpons xauecTBa ocBoeHUs1 00pa30BaTeabHON IPOrpaMMBbl OCYIIECTBISIETCS B
cootBercTBHH ¢ [Tonokenrem o 6aTbHO-PEUTUHTOBON CUCTEME OIICHUBAHUS PE3YIbTaTOB
y4eOHOH JESITENIbHOCTH 00yHarOIINXCS.

6.1. KouTpoabubie meponpusitusa (KM)

HazBanue
Ne | Ce- Bun Makc.
KOHTpPOJIBHOTO |Bec [opsnox HaunceHus 6aIIoB
KM |mectp| KoOHTpoOss Oamn
MEPOTIPUSITHS

Yuu-
THIBA-
eTCA B




ITA

Texymui
KOHTPOJIb

Tect 1

0,1

10

BrinonHeHne TeCTOBOrO 3a1aHus
OCYILECTBIISIETCS Ha MOpTaje « QIEKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). CtyneHty
MPEIOCTABISETCS 2 MOMBITKH C
OTpaHUYEHUEM IO BPEMEHU JIJIsi
[MPOXOKJICHUS KaKJI0r0 TecTa. Meron
OLICHUBAHUS — BBICILIAsA OLIEHKA 110 UTOraM
BCEX MOMNBITOK. B citydae, eciau cTyaeHt
HaOupaet meHee 60% OanoB, O €ro
pocb0e npernoaBaresb NpeJoCTaBIseT
JTOTIOJTHUTENbHBIE TONBITKY.

3a4CT

Texymui
KOHTPOJIb

Tect 2

0,1

10

BhIMosTHEHNE TECTOBOTO 33/1aHHS
OCYILIECTBIISIETCS Ha TTOpTalie « DIEKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). Ctynenty
MPEIOCTABIISIETCS 2 TOTBITKU C
OrpaHMYECHUEM TI0 BPEMEHH IS
[TPOXOKICHMS KaX10ro Tecta. Meron
OLICHWBAHHMS — BBICIIIAS OIIEHKA 110 UTOTaM
BCEX MOMBITOK. B ciydae, ecim cTyaeHT
HaOupaet meHee 60% Oanos, MO ero
MpockOe NpernoaaBaTelb MPEA0CTaBISET
TOTIOJIHUTEIBHBIE TTOTBITKH.

3a4CT

Texymnii
KOHTPOJIb

Tect 3

0,1

10

BrImoHEHIE TECTOBOTO 3aaHuUs
OCYILECTBIISIETCS Ha TOpTalie « DJIEKTPOHHBIN
IOYpI'Y" (https://edu.susu.ru). CtyneHTy
MPEAOCTABISIETCS 2 TOMBITKU C
OTpaHUYEHUEM I10 BPEMECHH ISt
[IPOXOKICHMS KaX10ro Tecta. Meron
OLICHUBAHUS — BBICIIAs OIICHKA TI0 UTOTaM
BCEX MOMBITOK. B ciydae, eciu cTyaeHT
Habupaet meHee 60% 0anoB, 1Mo ero
MpockOe MpenoaaBaTelb MPeI0CTaBIISET
TIOTIOJTHUTEITBHBIC MTOTIBITKH.

3a4CT

Texymni
KOHTPOJIb

Tect 4

0,1

10

BrinosmHeHe TeCTOBOTO 3aJaHus
OCYIIECTBIISIETCS Ha TIOpTalie « NEKTPOHHBIN
IOVYpI'Y" (https://edu.susu.ru). CtyneHTy
[PEAOCTABIISIETCS 2 MOMBITKU C
OTpaHUYEHUEM 110 BPEMEHH ISl
MTPOXOXKIACHHS KaXKJ0TO TecTa. MeTo
OLICHHMBAHUS — BBICIIAs OI[EHKA 10 UTOram
BCEX MOMBITOK. B citydae, eciu cTyaeHT
HabupaeT meHee 60% OanoB, 1Mo ero
pockOe MpenoaaBaTelb NPeI0CTaBIIsET
TTOTIOJIHUTENIbHBIE TTOTBITKH.

3a4CT

Texymnii
KOHTPOJIb

3amanne 1

0,2

10

CTyZIeHT BBINOJHSET 3aJIaHUE B DJIEKTPOHHOM
FOVYpl'y, BbIChIIAET €ro npenoaaBaTeo.
OTBET HaH KXXIO0bIM BONPOC WUJIW 3aJaHuE C
apryMEHTaMHU U CChUIKaMU Ha JINTepaTypHbIE
MCTOYHUKH, 0(OPMIIEHHOE COITIaCHO
TpeboBaHusAM cTaHaapTa. Kpurepun
OIICHWBAHUA - B 3aJaHUHU. MaKkCUMaJIbHOE
konuuecTBo Oaisos - 10. [Ipu onleHnBanun
pE3yIbTaTOB MEPOIPUATHS UCTIONIB3YETCS

6aJ'IJ'ILHO-peI>iTPIHFOBa’I CHUCTCMA OLICHHUBAHU

3a4CT




PEe3yJITaTOB YUYEOHOU eATeTbHOCTH
oOydarommxcs (yTBepKaeHa MTPUKA30M
pekropa ot 24.05.2019 . Ne179).

Texymni
KOHTPOJIb

3amanue 2

0,2

10

CTyneHT BBINONHAET 3a/laHHE B DIEKTPOHHOM
IO VYpl'y, BBICBUIAET €ro MpenoaaBaTeto.
OTBeT HaH KXIObIH BONIPOC WM 3aJJaHUE C
apryMEHTaMH M CChUTKaMH Ha JINTepaTypHbIC
VMCTOUYHUKH, 0POPMIICHHOE COTIIACHO
TpeboBaHusAM cTanaapta. Kpurepuu
OLICHUBAHUS - B 3aJJaHUU. MaKkCUMalbHOE
konuuecTBo O6aisios - 10. [Ipu onleHnBanun
[PE3YJIBTaTOB MEPONPUSATHS UCIIOIB3YETCS
0aJUTbHO-PEUTHHTOBAsI CHCTEMA OICHUBAHUS
[pe3yNIbTaToOB yUeOHOH NesTeTbHOCTH
oOydarommxcs (yTBepKaeHa MTPUKA30M
pekropa ot 24.05.2019 . Ne179).

3a4CT

Texymnii
KOHTPOJIb

3amanue 3

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 Oaisos - 10. Ilpu ouennBanun
[PE3YJIBTaTOB MEPONPUSATHUS UCIIOTIB3YETCs
0aJUTbHO-PEUTHHTOBAsI CUCTEMA OIICHUBAHUS
[pe3yJIbTaToB yUeOHOH NesTeTbHOCTH
oOyuaromuxcs (yTBepKaeHa MTPUKA30M
pexTopa ot 24.05.2019 . Ne179).

3a4CT

[Tpome-
KYTOUHAS
arTecTanus

HUrorosniit
TecT 9
CeMecTp

30

[IpomexxyTouHas aTTecTanus IPOBOJUTCS Ha
nopraiie «nexkrpoHHsid OYpI'Y"
(https://edu.susu.ru). B HazHaueHHOE 11O
PACIIMCAHUIO BPEMS CTYACHT MPOXOIUT
BUJICO- U ayAHO-UICHTU(UKALIUIO U
BBITIOJTHSET TeCT. CTYIEHTY IIPEI0CTaBIIAECTCS
1 mompITKa ¢ OTPaHUYEHUEM 10 BPEMEHHU IS
MPOXOXKICHUS TecTa. [[oMbITKY OlIeHUBAIOTCS
aBTOMAaTUYECKU: MaKCUMaJbHBIN Oal 3a
Kaxkabli Borpoc - 1. KomnuecTBo Bonpocos -
30. MeTtoq olleHUBaHUS — BEICIIIasg OLICHKA.

3a4CT

10

Texymni
KOHTPOJIb

Tect 5

0,1

10

BrinosHeHe TeCTOBOTO 3aJaHus
OCYIIECTBIISIETCS Ha TIOpTaie « NEKTPOHHBIN
IOVYpI'Y" (https://edu.susu.ru). CtyneHTy
[PEAOCTABIISIETCS 2 MOMBITKU C
OTpaHUYEHUEM 110 BPEMEHH ISl
MTPOXOXKIACHHS KaXKJ0TO TecTa. MeTo
OLICHHMBAHUS — BBICIIAs OI[EHKA 10 UTOram
BCEX MOMBITOK. B citydae, eciu cTyaeHT
HabupaeT meHee 60% OanoB, 1Mo ero
pockOe MpenoaaBaTelb NPeI0CTaBIIsET
TTOTIOJIHUTENIbHBIE TTOTBITKH.

OK3aMCH|

10

10

Texymnii
KOHTPOJIb

Tect 6

0,1

10

BrimmosHeHNE TECTOBOTO 3aJaHUS
OCYILECTBIISIETCS Ha MOpTaje « NEeKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). CtyneHTy

IPCAOCTABIIACTCA 2 TIOMBITKH C

OK3aMCH




OrpaHUYCHUCM 11O BPECMCHU IJId
NPOXOXKICHHS KaXKa0ro Tecta. Meron
OLICHHUBAaHUs — BbICIIIasd OLICHKA 11O UTOIramM
BCEX MOMBITOK. B ciydae, eciu cTyneHT
HaOupaet menee 60% OanoB, O €ro
pock0Oe MpenoaBaTesb MPeI0CTaBISCT
JTOIIOJTHUTCJIIBbHBIC ITOIIBITKH.

11

10

Texymui
KOHTPOJIb

Tect 7

0,1

10

BrinonHeHne TeCTOBOroO 3a1aHus
OCYIIECTBIISIETCS Ha MOpTaje « QIEKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). CtyneHty
MPEIOCTABISETCS 2 MOMBITKH C
OTpaHUYEHUEM IO BPEMEHU JIJIsi
[MPOXOKJICHUS KaKJI0r0 TecTa. Meron
OLICHMBAHUS — BBICILIAsA OLIEHKA 10 UTOraM
BCEX MOMNBITOK. B citydae, eciau cTyaeHT
HaOupaet meHee 60% OanoB, O ero
pocb0e npernoaBaTesb IpeJoCTaBIseT
JTOTIOJTHUTENbHBIE TONBITKY.

ODK3aMCH

12

10

Texymui
KOHTPOJIb

Tect &8

0,1

10

BhIMmoTHEHNE TECTOBOTO 33/1aHUS
OCYILECTBIISIETCS Ha TTOpTalie « DIEKTPOHHBIN
HOYpI'Y" (https://edu.susu.ru). Ctynenty
MPEIOCTABIISIETCS 2 TMOTBITKU C
OrpaHMYECHUEM TI0 BPEMEHH IS
[TPOXOKICHMS KaX10r0o Tecta. Meron
OLICHWBAHHMS — BBICIIIAS OIIEHKA 110 UTOTaM
BCEX MOMBITOK. B ciydae, ecim cTyaeHT
HaOupaet meHee 60% OanoB, MO ero
MpockOe NpernoaaBaTelb MPEI0CTaBISET
TOTIOJIHUTEIBHBIE TTOTBITKH.

OK3aMCH|

13

10

Texymui
KOHTPOJIb

3amanue 4

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. MaKkCcUManbHOE
kosmuecTBO O0aisios - 10. IIpu onleHnBanuu
[PE3YJIBTaTOB MEPOIPUSATHUS UCIIOIb3YETCS
0aJUTbHO-PEUTHHTOBAsI CUCTEMA OIICHUBAHUS
[Pe3yJIbTaToOB yUeOHOH NesTeTbHOCTH
oOyuarontuxcst (yTBepKJIeHa MPUKa30M
pekropa ot 24.05.2019 . Ne179).

OK3aMCH

14

10

Texymuin
KOHTpPOJIb

3amanue 5

0,2

10

CTyZIeHT BBINIOJHSET 3aJIaHUE B DJIIEKTPOHHOM
O VYpl'y, BbIChLIAET €ro mpenogaBaTelo.
OTBET HaH KXIObIH BONPOC WUJIK 3aJaHuE C
apryMEHTaMHU U CChUIKaMU Ha JINTepaTypHbIE
MCTOYHHUKH, 0(OPMIIEHHOE COITIaCHO
TpeOoBaHUAM cTanaapra. Kpurepun
OLICHMBAaHUS - B 33JaHUU. MakcuMallbHOE
konmuecTBO Oaisos - 10. IIpu onennBanun
PE3yIBTaTOB MEPOTIPUSATHUS UCTIONb3YETCS
0aITbHO-PEUTUHTOBAsI CUCTEMA OI[CHUBAHHUS
pe3yabTaTOB yUeOHOM NeSTEIIbHOCTH
oOyyaroruxcs (yTBEpKIeHa MPUKA30M
pekropa ot 24.05.2019 . Ne179).

OK3aMCH




15

10

Texymni
KOHTPOJIb

pekropa ot 24.05.2019 . Ne179).

CTyJeHT BBINOJIHSET 33aJlaHKe B DIIEKTPOHHOM
IO VYpl'y, BICBUTIAET €ro mpenoaaBaTeto.
OTBET HaH KXJOBIN BOIIPOC UJTH 3aIaHHE C
apryMEHTaMHU U CChUIKAaMU Ha JINTepaTypHBIC
VMCTOUYHUKH, 0POPMIICHHOE COTJIACHO
TpeboBaHUsAM cTaHaapTa. Kpurepun

Bamanne 6 |0,2| 10 |omenuBanud - B 3ajgaHuu. MaKkCHMaJIbHOE PK3aMeH
kosmmuecTBO 0amioB - 10. [1pu onieHuBaruM
PE3YIBTaTOB MEPOTIPUSATHUS UCTIOIH3YETCS
OaJTbHO-PEUTHHTOBAs] CUCTEMA OIICHUBAHUS
PE3yIBTATOB YUEOHOU NESTEIIEHOCTH
oOydarommxcs (yTBepKaeHa MTPUKA30M

16

10

[Tpome-
KYTOUHas - | 30

arreccranusa
OrpaHUYCHUCM 110 BPEMCHHU JJIA

[IpomesxyTouHast aTTecTalus NPOBOJUTCS Ha
rnopraie «nekrponnsiid OYpl'Y"
(https://edu.susu.ru). B Ha3HauenHoe 1o
PACIIMCAHHIO BPEMS CTYACHT MPOXOIUT
BUJICO- U ayIHO-UICHTU(UKALIUIO U
Hrorosriit BBIITOJTHIET DK3aMEHAIIMOHHBIN TECT.

TeCT Crynenty npeaocrasisieTcsi | momnsITka ¢

MPOXOXKIeHUS TecTa. [[onbITKY OLleHUBaIOTCS
aBTOMATHUYECKH: MAKCUMAJILHBIN OaII 3a
Kax]1bIi Borpoc - 1. KonmnyecTBo BOnpocos -
30. MeTton orieHMBaHHs — BEICIIAs OIICHKA.

OK3aMCH|

6.2. Ilpouenypa nposeaeHusi, KpUTEPUH OLlCHUBAHUSA

Bun
MIPOMEKYTOYHOMN [Iponenypa nposenenus Kpurepun
OLICHUBAHHS
aTTeCTaluN
Ha 3aueTe mpouCXOAUT OLICHUBAHUE yUEOHOU eSTeIbHOCTU
o0y4Jaroluxcs 1o JUCLMIUIMHE Ha OCHOBE B3BELIEHHOM CyMMBI |B cooTBeTCcTBUU €
3a4er MIOJIyYEHHBIX OLICHOK 32 KOHTPOJIbHO-PEUTHUHIOBbIE nm. 2.5, 2.6
MEpPONPUATHS TEKYILEr0 KOHTPOJIS U 3a1aHue NpoMexxyTouHol ([TosnoxkeHus
aTTeCTalHH.
Ha sk3amMeHe NpouCXOaUT OLEHUBaHUE YUeOHOH NeATeIbHOCTH
00y4aromuxcst Mo AUCIHUIUIMHE HAa OCHOBE B3BEUICHHON CyMMBI |B COOTBETCTBHH C
9K3aMEH HOTY4EHHBIX OLIEHOK 32 KOHTPOJIbHO-PEUTHHIOBbIE nm. 2.5, 2.6
MEPOTIPHUATHS TEKYIIEro KOHTPOJIS 1 3a/1aHKIe IPOMEKyTOUHOH ([TomokeHus
aTTeCTalUH.
6.3. Ilaciopt poHIa OLIEHOYHBIX CPEACTB
Ne KM

KommnereHnuuun Pesynbrarsl 00yueHus

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

3HaeT: 3aKOHOAATCIIbHYI0O U HOPMAaTUBHO-
MCTOAUYCCKYTO 6a3y BCACHUA KOH(I)I/II[CHLII/IELHBHOTO
JACJIOITIPOU3BOACTBA; OCHOBHBIC HAIIPABJICHUA 3alllUThL

KOH(HIeHIIMaTbHON MH(POPMAIINH; UCIIOJIb30BaTh

[1K-1 g HHHH A
KOH(UACHIMAIBHOW HHPOPMAIIUK; KPUTEPUH U
CIOCOOBI IOCTYTIA IEPCOHANA K TaliHe (QUpPMBI,
MH()OPMALMOHHBIM CHCTEMAM
YMeeT: HCIOJIb30BaTh METObI 3AILUTHI
K-1 Bl 3410 A




KPUTEPUU U CTIOCOOBI IOCTYIIa TIEpCOHANA K TaiiHe
(bupmbl, THPOPMAITMOHHBIM CHCTEMaM

HMmeeT mpakTUYEeCKUI OMBIT: UCIIOJIB30BAHUS METOI0B
3aIuThl KOH(DHUISHITUATHHON HHPOPMAIIHH;

[1K-1 MCIIOJIb30BaHUS KPUTEPUEB U CIIOCOOOB 10CTYTIA HHHH + H H
nepcoHana K TaiiHne Gpupmbl, HHPOPMAIIMOHHBIM
cucTeMam

TumnoBbie KOHTPOJIBbHBIC 3alaHUS 110 KAXKAOMY MCPOIIPUATHIO HAXOAATCA B
IMPUITOKCHUAX.

7. YueOHO-MeTOoAMYECKOEe M MH(OPMAIIMOHHOE O0ecredeHue TUCIUIIIMHBI

IeuaTHas y4yeOHO-MeTOAUYECKAS] JOKYMEHTALUS
@) OCHOBHAs TUMepamypa:
He npenycmorpena

0) OononHumenbHas IUmepamypa:
He nmpenycmorpena

8) omeuecmeenHvle U 3apyOedHCHbIe HCYPHANLL NO OUCYUNTUHE, UMelowuecs: 8 bubiuomexe:
He npenycmoTpenbl

2) MemoouuecKkue YKazaHus 0is Cmy0eHmos8 no 0C80EHUIO OUCYUNTUHDL.

1. Kocrteirosa, JI.A. JlIokyMeHTUpOBaHUE yIIPABIECHYECKON AEATEIbHOCTH.
MeTtoanveckue yka3aHus K BBITIOJHEHUIO JIOMAITHETO 3adaHus [ DIEeKTPOHHBIN
pecypc] : metoguueckue ykazanus / JI.A. Kocteirosa, 10.10. Koctroxun, A.B.
AnekcaxuH. — DnekTpoH. gaH. — Mocksa : MUCHUC, 2011. — 24 ¢. — Pexum
noctyma: https://e.lanbook.com/book/64491. — 3aru. ¢ ’3xpaHa.

U3 HUX: Y4eOHO-Memoouyeckoe obecneyerue camocmosamenbHol pabomsl CmyoeHma:

1. Kocreirosa, JI.A. JlIokyMeHTUpPOBaHUE yIIPABIEHYECKON AEATEIBHOCTH.
Meronnueckue ykazaHus K BHITTOJTHEHUIO TOMAIITHETO 3aaHus [ DJIeKTPOHHBIN
pecypc] : metoguueckue ykazanus / JI.A. Kocteirosa, 10.1O. Koctioxun, A.B.
AJlekcaxuH. — OnekTpoH. Jad. — Mocksa : MUCHUC, 2011. — 24 ¢. — Pexum
noctyna: https://e.lanbook.com/book/64491. — 3aru. ¢ 3xkpaHa.

JJIeKTPOHHAsAA Y4eOHO-MeTOANYeCKast JOKYMeHTaIusl

HanmenoBanue
Bun
No pecypca B bubnuorpadpudeckoe onrcanue
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[lepedeHpb UCTIONB3YEMOTO MTPOTPAMMHOTO OOECIICUECHHUS:

1. Microsoft-Windows(6eccpodno)

2. Microsoft-Office(6eccpouno)

3. ®I'AOY BO "IOYpI'Y (HIVY)"-Ilopran "Dnexrponnsiit OYpl'Y"
(https://edu.susu.ru)(6eccpouno)

[Tepeyens ncnoab3yeMbIX NpodeccruoHanbHbIX 0a3 JTaHHBIX U UH(OOPMAIMOHHBIX
CIIPABOYHBIX CUCTEM:

Her

8. MaTepI/IaJIbHO-TeXHI/I‘leCKOC o0ecreueHue AUCHUII/INHBI

Bun 3agatui

No
ay/l.

OcHoBHOE 000pyIOBaHNE, CTEH/IbI, MAKEThI, KOMITLIOTEPHASI TEXHHKA,
NpeAyCTAaHOBJICHHOE IPOTPAaMMHOE 00ecIieueHIe, UCTIONb3yEeMOEe IS
Pa3IMYHbIX BUIOB 3aHITHIA

Kommerorep 15 mt.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3Y c¢ BeIX0/10M B MIHTEpHET M JOCTYIIOM B TIOPTANT « DIEKTPOHHBIN

Jauer 118a [FOYpI'Y»; Kommnetorep 1 mt. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz,
(2) 18,00 I'b O3VY); UnTepaktuBHas nocka [QBoard PS, [Ipoextop EPSON,
HayIIHUKY ¢ Mukpodonom Logitech, Monutop-15 mt. Microsoft — Windows
(6eccpouno), Microsoft-Office (6eccpouno)
Kommbrorep 15 mT.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V ¢ BbixoioM B IHTEpPHET U IOCTYIIOM B MOPTAI « DJICKTPOHHBIH
[Tpaktraeckue  |118a [FOYpI'Y»; Kommerorep 1 mt. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz,
3anatusa u cemuHapsei|(2) (8,00 I'b O3VY); UnrtepaktuBHas nocka [QBoard PS, IIpoextop EPSON,

HayImHUKH ¢ MUKpodonom Logitech, MouuTop-15 mt. Microsoft — Windows
(6eccpouno), Microsoft-Office (6eccpouno)

OK3aMeH

118a
(2)

Kommnwrorep 15 mt.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V ¢ BeixonoM B IHTEpHET U JOCTYIIOM B MOPTaI « DIEKTPOHHBIH

O YpI'Y»; Kommbrotep 1 mit. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz,
8,00 I'b O3VY); Untepaktusnas gocka [QBoard PS, IIpoekrop EPSON,
HaymHUKH ¢ MUKpodonom Logitech, MonuTop-15 mT. Microsoft — Windows

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




CamocrosiTenbHas
pabora cryaeHTa

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)

KonTposb

Kommwrorep 15 mt.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3V c Bbixo0M B UHTEpHET U 1O0CTYNIOM B OPTaN « DIEKTPOHHBIN

. |118a [FOYpI'Y»; Komnbrotep 1 mT. (Intel(R) Core(TM) i7-7700 CPU @ 3.60 GHz,
CaMOCTOATELHON (2) 18,00 I'b O3Y); UntepaktuBHas nocka [QBoard PS, IIpoekrop EPSON,
paGoret HayImHUKH ¢ MEKpodoHoM Logitech, Monutop-15 mt. Microsoft — Windows
(6eccpouno), Microsoft-Office (6eccpouno)
Kommerorep 15 m.(Intel(R) Celeron(R) CPU J1800 @ 2.41 GHz, 4,00 I'b
O3Y c BeIX0/10M B IHTEpHET M JOCTYIIOM B TIOPTANT « DIMEKTPOHHBIN
 ro— 118a [FOYpI'Y»; Kommetorep 1 mt. (Intel(R) Core(TM) 17-7700 CPU @ 3.60 GHz,
(2) 18,00 T'b O3VY); UntepaktuBHas nocka [QBoard PS, IIpoextop EPSON,

HayIHUKHN ¢ MUKpodoHoM Logitech, MouuTop-15 wt. Microsoft — Windows

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




