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1. HEJIX OCBOEHUSA U CIHHUIIJINHBI

Heab: N3yuenre 0CHOB TOKYMEHTOBEICHUS, TEPMUHOJIOTHH, (POPMBI, COJICPIKAHUS
yIPaBICHYCCKUX TOKYMEHTOB, CHCTEM TOKYMEHTAIIUH, KOH(DUICHIIHATIHHOTO
JICITOTIPOU3BOICTBA ISl (POPMHUPOBAHHUS OCHOB IPAMOTHOW PabOTHI C JIOKYMEHTaMH,
U MOCTICIYIONIEro MPO(ECCHOHANIBHOTO PAa3BUTHSI, CAMOOPTaHH3AINHT U
camM000pa3oBaHusl BhIIYCKHUKA HallpaBjieHUus MoaArotoBku «Mupopmanuonnas
0€30IaCHOCTEY.

2. MECTO JUCHUILJIMHBI B CTPYKTYPE OBPA3OBATEJIBHOM
ITPOI'PAMMDbI

JMucuumiuna b1.0 JlokyMeHTOBeIeHHE OTHOCUTCS K 00s13aTebHOM yacTu bioka
1.

3. INTAHUPYEMBIE PE3YJIBTATBI OBYUYEHMUS 110 JMCHUIIJIMHE

Ko u HaumeHoBaHue Kon n HammeHoBaHue Ilnanupyemblie pe3yJbTaThl 00y4YeHUs MO
KOMIETCHIINN HHAUKATOpa JUCHUIIJINHE
BBIIYCKHHKA AOCTHIKCHUS
KOMIIeTEeHIUH

OIIK-6 - Cnocoben npu OIIK-6.01 - 3uamv:  npunyunel  u  opeanuzayuro  pabomel ¢
peutenuu Lemoncmpupyem OOKyMenmayuey, 6 MmMOM Hucie O02PAHUYEHHO20
npogheccuonanvivix 3a0a4 | HeoOX0ouMbvle 3HAHUA | OOCMYNA, C YYemom Oelcmeyrouux HOPMAMUBHBIX U
0p2anU308bI6aMb 3aWUMY | U HABLIKU 8 0baacmu MemoouyecKux O0OKYyMEeHmos 8 obnacmu
unpopmayuu nOCMpOeHUs u uHpOpMayUoHHOU He30nACHOCU.
02PAHUYEHH020 OOCYNA 8 | COBEPUEHCMBOBAHUSL

Ymems: ananusuposamv u o0b6obwams ocHogHvle
coomeemcmeuu ¢ MexHoN02UY

mpeboBaHusi HOPMAMUEHO-NPABOGLIX U MEMOOUYECKUX
HOPMAmMueHbIMu 3auuIeHHo20

OOKYMEHMO8 ¢ Yenvblo O0p2aHu3ayuu 3aujuiyeHHo20
npagosbIMU aKmamu, 0oKymenmoobopoma u

O00KYyMeHmoobopoma..
HOPpMAMUEHbIMU U 6 obaacmu
MemoOouHecKuMU npumenenus Braoemy: CnoCcoOHOCMbIO opeanuzayuu
OoKyMeHmamu asmomMamusupo6antvlX | mexnonoeuyecko2o npoyecca 3auwjumsl UHGOpMayuu
DedepanbHoli ciysnObl cucmem 0bpabomxu 02PAHUYEHHO20 docmyna c UCNOTIL30BAHUEM
besonacnocmu QoKymenmos aABMOMAMU3UPOBAHHBIX CUCTEM. .
Poccuiickoti @edepayuu, 02PaAHUYEHHO20

Dedepanvroil ciyxcovl no | docmyna
MEXHUYECKOMY U
9KCHOPMHOMY KOHMPOTIO

4. CTPYKTYPA U COAEP) KAHUE JUCIIUITJIMHBI*

O0BeM TUCIHHUIIIMHEI
Homep n
HaMMEHOBaHHUe (akageMu4ecKue 4achbl)
Coaep:xanue TUCHUILTUHBI
TeM U/WIA

KourakTHan

pa3nesioB/TemM
paborta
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m3

JIP

CPO

Paznen I. OTKpBITHII JOKYMEHTOO0OPOT.

Tewma 1. ITonsTue o
JTOKYMEHTE H €ro
¢bynaknun. CriocoObt
U CpelcTBa
JIOKYMEHTHPOBaHHMS

[Ipoucxoxxaenne  gokymeHTta.  Pacmmpenue
TIOHSATHSA «JTOKYMEHT». IIpaBoBon,
YIIPaBJICHUYECKUM, UCTOPUYECKU,
WHPOPMAIIMOHHBIA  aCTeKThl B OINPEICICHUH
nokyMmeHra.  OmpeneneHue  JAOKyMEHTa B
rocyAapCTBEHHBIX CTaHjapTax.
Undopmannonnas ¢yHKuus Kak  QyHKIUS
¢bukcauuu " XpaHEHUs HnH(pOpMAaLIUH.
KommyHukatuBHas ¢QyHKIMS Kak — (QyHKIHS
nepenayd  uHGOpPMaLUU. VYnpasneHnyeckas
¢GyHKIMA JOKyMEHTa W €€ 3HaueHue B
opranuzanuu  ynpasieHus. CouuanpHas U
npaBoBas (yHKIuMs AokymeHrta. KynbTypHas u
BOCTIMTAaTeIbHAS (PYHKIMS TOKyMeHTa. JlokymeHT
KaKk  HMCTOpuYeckuid  ucTouHuK.  IloHsTue
«JIOKyMEHTHPOBAHHE».  ODBOJIOLUS  CIOCOOOB
JIOKYMEHTHPOBaHUS. TexHuueckoe
JNOKyMeHTUpoBaHue.  POTOAOKYMEHTUPOBAHUE.
KunonokymMeHTHpoBaHue. dono (aynuno)
JNOKyMeHTUpOoBaHuEe.  JIOKyMEHTHpOBaHUE  C
IPUMEHEHUEM JIEKTPOHHO-BBIYUCIUTEILHON
TEXHUKU. ODJEKTPOHHbIE JOKyMeHThI. lloHsTHe
HOCHUTEJIsl IOKYMEHTHON MH(OpMaLUH.

Tema 2. CBoiicTBa 1
MPU3HAKH
JIOKyMEHTA.

OcHOBHbIE  CBOWCTBA M  COOTBETCTBYIOLIHE
MIPU3HAKH, oOpazytoliue JIOKYMEHT "
oOycnoBieHHble ero (¢QyHkuusmu. CpoiicTBa
JIOKYMEHTA! IOpUANYECKAs] cuia,
OPUTHHAIIBHOCTb, MOJJIMHHOCTh, KOMHHHOCTB.
[Tpuobperenne TOKyMEHTOM IOPUANYECKON CHIIBI.
HopmartuBHo-meToaunueckue MaTepUabl.
[Topsanox oopmieHus. OpuruHanbHOCTh
nokyMeHTa. [Ipu3Hak opurmHana, 3K3eMIUISpHI.
benoBuk u yepHoBuk. Oopmienue. ABTorpadsol.
[Mognmuunocte  nokymenrta. JlyOnmukar. Komwus
JOKyMeHTa, noHsaThe. Bemmcka. IOpunndeckas
cuia BBIIHCKHU. dakcuMUIbHbIE "
aBTomMarnyeckne konuu. KparHele — komuwm.
IOpuanueckast cuna xonuil. 3aBepeHHE KOIUM.
[lonatne o  KiIaccupukanmuu  JOKYMEHTOB.
[Tpu3Haku 1is1 KiIaccu(UKAIMA JOKYMEHTOB.

Tema 3. CucteMsl
JIOKyMEHTAIUH.

[lonsitue «cucrema nokymeHtanun». OCHOBAHUS
KJ'IaCCI/ICbI/IKaHI/II/I CUCTEM )IOKYMGHTaHI/II/I. COCTaB nu
co/iepXKaHue CHCTEM JIOKYMEHTAIIWH,
o0ecreynBaroIInux (GYHKIIMOHATIBHYIO
JIeSITeIIbHOCTD MpEeANPUSITHS. Cucremsnl
YIIPaBICHUYCCKOM JIOKyMEHTAIINH, cHCcTEMa
OpraHU3aLMOHHO-IIPAaBOBOM JOKyMEHTalNH,
CHCTEMa TIUIAaHOBOM JIOKyMEHTAallud, CHCTEMa
paCHOpHI[HTGHBHOﬁ ILOKYMCHTaLII/II/I, CUCTEMaA
JIOTOBOPHOM JTOKYMEHTAllMM, CUCTEMA OTYETHOU
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JIOKYMEHTAaLUH, CUCTEMA nH(OPMAIIMOHHO-
CIIPAaBOYHOM M AHAJIUTHUYECKON JTOKYMEHTAIlWH.
CI/ICTCMI:I HpOHSBOI[CTBGHHOfI ,Z[OKYMGHTaI_II/II/I, nux
3aBUCHMOCTh  OT  TIpeAMeTa  JIeITeIbHOCTH

HNPEAIPUITHSL.

OCHOBHBIE npaBmiIa OpraHu3anuu
JIOKYMEHTO000pOoTA. [MonsTe
«IOKYMEHTOO00POTY. JIOKyMEHTO00O0pOT:
LEHTPAIM30BAHHBIN M YPOBHSA CTPYKTYpPHOI'O
HO/Ipa3IeCHUsL. Tursl JIOKYMEHTOB,

COCTABIISIIOMIUX JOKYMEHTOO00POT —(BXOZAIIHME,
ucxondmue, BHyTpeHHue). CXema [BUKEHUS H
TEXHOJIOTUSI 00paboTKM MoKyMeHTOB. (Cxema
HAIPAaBJICHUs [BUKEHUS IIOTOKOB BXOJSAIIMX
Tema 4. JIOKyMEHTOB, WX COPTUPOBKA, PETUCTPAlUs U
Oprannsanus NopanoK paccMoTpeHus. Cxema HarpapleHHS
paboTsI ¢ JBUKEHHS TOTOKOB HCXOISMIUX JIOKYMEHTOB. 4
AOKYMCHTaMH Ha Iopsmox  uX  cocraBieHMss  O(OpMIICHHS,
TpCUIPUATHH. perucTpalid M OTIPAaBKM.  BHyTpeHHMe
NOKyMeHTHl IIpoxokaeHue MX Ha  OTanax
IOJTOTOBKH, O(OPMJIECHHSI U HCIIONHEHMS. Yder
00beMa JIOKYMEHTO00OpoTa. Y4er, IIpaBuia
nojicyeTa JOKYMEHTOB M BBIYMCJIEHHE 00beMa
JIOKyMeHTO000poTa. Perucrpamust I0KyMEHTOB.
OOmMe npaBuIa PETMCTPAlUU  JOKYMEHTOB.
Wnpekcanus J0KyMeHTOB. DOpMBI PErMCTpaluy
JIOKYMEHTOB M TIOPSAAOK HUX  3aIlOJHEHMS.
KOHTPOJIb HCHONHEHHS JOKYMEHTOB.

Pazpnen 11. KonguaeHuuajibHblii JOKYyMEHTO00OPOT.

OcHoBHbIE TEPMUHBI " ONpEIECICHUS.
[IpennpuHnMartenbckast JEeSATEIbHOCTD.
KomMmepueckasi TaiiHa; OCHOBaHHME OTHECEHUS
uHpopMaIu K KOMMEPUECKOI TalHe;
oOranarenb KOMMEpYECKON TalHbI
IIPOMBIIITIEHHBIN LINMHOHAX; HOCHTEIb
nHpopManuy; KOHQUACHIHATIbHBIA JIOKYMEHT;
Tema 5. Cenenus, | KOHQUICHIMAIBHOE JIEIONPOU3BOACTBO. Bubl

OTHECEHHEIE K CBEJICHUM, COCTABJISIONTNE KOMMEPUYECKYIO TalHY.
KaTeropuu KommMmepueckast nahopmaius; mporu3BoICTBEHHAS
OrPaHHYCHHOTO nHpopManus (HOy-X2y); OpraHu3alMOHHO-
JOCTYTIA. ynpaBieH4eckas nHpopmanus. VCKIIIounTenbHOe

MpaBo (MHTEJUIEKTYalIbHast COOCTBEHHOCTS). Buipl
TalH B  TPaXIAHCKOM  3aKOHOAATEIhCTBE
Poccuiickoit denepanuu u IPYIIIBI
KoHbuAeHIManbHOM uHpopManuu. [lonsTue wu
NPUHIUAINIBI  OpPTaHU3alud  KOH(QHUIACHIIHAIEHOTO
JIOKYMEHTO000pOTa: pa3peliuTenbHas cucremMa
JIOCTyTa (PCL) K  KOH(HUIACHIHAIbHBIM

JIOKYMEHTaM.
Tema 6. Ctpykrypa | CYIHOCTb M OCOOCHHOCTH KOH(UICHIHAIBLHOTO
3AMIUIIEHHOTO JIETIONPOU3BO/ICTBA. Opranuzanus
Z[OKYMGHTOO60p0Ta. KOH(i)I/II[eHHI/IaHBHOFO ACJIOIIPOU3BOACTBA.

CtpykTypa 3alllMIIAEMBIX JIOKYMEHTOIOTOKOB.
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Opranuzanuss ¥ OCHAILlEHUE TOAPA3IEICHUS
KOH(HIEHIIMATIBHOT O JIEJIONPOU3BOCTBA.
Cozanue MOCTOSHHO JIEHCTBYIOIIEH IKCIEPTHOM
komuccnn (I1J19K).

Tema 7.
Opraam3anus
KOH(pHIeHIINAaTEHOT
0
JIEeJIOMPOU3BOJICTBA.
JI0OKyMEHTOITOTOKH,
COCTaB
TEXHOJOTHYECKUX
3TaIoB U OIEepalyi.

Omnpenenenue  cocraBa  KOH(HUICHIHAIBHBIX
JOKYMEHTOB: pa3paboTKa IepeuHsl CBEJCHHUH,
COCTaBJIAIOLINX KOMMEPUYECKYIO TaiiHy
OPEANpUATHS;  OTPAHUYEHUS,  ONpeAeIEHHbIE
3aKOHOJIATEILCTBOM Ha OTHECEHHE HH(OPMAIHH K
KOMMEpUYECKOl TaiiHe, pa3paboTka IepeyHs
W3aBaeMbIX KOH(HICHIHMATIbHBIX JOKYMEHTOB;
OIIpEeJIeJIEHNE YPOBHS 3aKPbITOCTH MH(OpMaLUH,
CTeTIeHM  KOHOQUACHIMATBHOCTH U rpuda
KOH(UICHIIMATBHOCTH. JIOKyMEHTONOTOKH,
COCTaB TEXHOJIOTMYECKHX 3TAlOB U OIEpaIHii:
BHEIIHUI M BHYTPEHHUH JIOKYMEHTOOOOpOT;
OTIpeNIeIeHue CTaAui BXOJHOTO, BBIXOJHOTO H
BHYTPEHHEI0 JIOKYMEHTOIIOTOKOB; OpraHU3alysl
LIEHTPAJIM30BaHHOM, JELEHTPAIM30BAHHON WU
CMEIIaHHON cHucTeMbl 00pabOTKH JOKYMEHTOB.
CrpykTypa 3alMIIaeMbIX JOKYMEHTOIOTOKOB.

Tewma 8.
IloaroroBska u
H37aHue
KOH(HICHITNATHHBI
X JTOKYMEHTOB.

Yyer u odopmieHrne OyMaXHbIX HOCHUTENEH
KoHuneHanpHoi nHpopmaruu. [logroroska u
paboTa co crenoI0KHOTaMHU, CTCHOTPAPUISCKUMHU
u pabounmu terpagsmu. [loaroroBka u u3nanue
KOH(UACHIIMATBHBIX JOKYMEHTOB. V3roToBieHue
U y4yeT  TPOEKTOB KOH(HICHIINATIBHBIX
NOKyMeHTOB. IleuaTp MPOEKTOB JOKYMEHTOB.
IIpaBunma  cormacoBaHuss M YTBEPXKACHUSA
OQUIMANBHBIX  JIOKYMEHTOB. Odopmnenue
KOH(HICHITHATBHBIX JOKYMEHTOB.
OO6mepoccuiickuit Kiaccudukrarop
ynpaeinendeckoir  gokymenrtamuu  (OKYJ1-93).
I'OCT P 7.0.97-2016 « Cucrtema cTtaHgapToB MO
UHpOpMaLHU, OMOIMOTEUHOMY U U3ATEIHCKOMY

Jely. OpraHu3anmoHHO-PACTIOPSAUTETbHAS

JMOKyMeHTaiusi. TpeboBaHuss K OQOPMIICHHUIO

JIOKYMEHTOBY.

Yuer KOH(UICHITHATTEHBIX JTIOKYMEHTOB.
Tema 9. Yuer [IpuHIMOBI  BKIIOYEHHMsS  Pa3IMYHBIX  THIIOB
KOHQUICHUMAMLHEL | 5 pro\aTH3MPOBAHHBIX CHCTEM B TPAIMIHOHHBIN
X IOKyMCHTOB. JIOKyMEHTOO0O0POT. DNIEKTPOHHBIN

JIOKYMEHTOO0O0POT.
Tema 10. ITopsmox | [Topsimok ~ paccMOTpeHUsT W UCHOJTHEHUS
paccMoTpeHus 1 KOH(HICHIIMATBHBIX JOKyMEeHTOB. KomupoBanue
UCIIOJIHCHHSI u pa3MHOXKEHHE KOH(HUICHIIMATbHBIX
KOH(UICHINANBHEL | JIOKYMEHTOB. KonTponb HCTIOJTHEHUS
X JIOKYMEHTOB. KOH(MUIEHIIMATBHBIX ~ JOKYMEHTOB. OOuiue
Cocrasnenune MpaBHja COCTABJICHHWS HOMEHKJIATYPHI  JICIl.
HOMEHKJIATYP, 3amonHeHHe HOMEHKJIATYphl Jie’d 1o  QopMe.
(opmuposanue u dopMupOBaHUE W XpaHEHHUE e, COJEpIKAIIUX
odopmiienue KOH(HICHIIHATIbHBIC JIOKYMEHTBI.
KOH(UACHIMANBHEL | DOPMHUPOBAHUE KOH(DUACHIMAIBHBIX JIel B
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X JIeIL. TeueHWe KajleHaapHoro roga. Odopmienune
KOHQMICHIMANBHBIX  fed.  IloArotopka
nepeaya el Ha apXMBHOE XPaHEHHE.

[IpaBuna OpOBENEHHS DKCIEPTH3Bl IIEHHOCTH
NOKyMeHTOB. OIpejeNeHre CPOKOB XpaHEHUs
nen. IlpaBuna paGoTHl C BEJOMCTBEHHBIMH H
rOCYJlapCTBEHHBIMU  apxuBaMu. COCTaBIECHHE
onuceit TepenaBaeMbIX MaTepHasoB.
VHUYTOXEHHE KOH(DUIECHIUAIBHBIX JOKYMEHTOB.
Co3gaHne  KOMHMCCMU  JUI  YHHYTOKEHHUS

Tema 11. JIOKYMEHTOB u Jel. YHUUYTOKEHHE

Iloaroroska KOH(QUAECHIMANBHEIX  JOKYMEHTOB.  IlpaBmia

KOHQUACHUMANBHBL | prinonpenns  omepaldii 1O YHHYTOXKEHHIO

X IOKYMCHTOB JUI1 | yocpreneit unpopmanun. CocTaBieHne akToB 00

apXHUBHOTO YHHYTOXKEHHMH. PerjaMeHTHbIE MPOBEPKH HATUYHUS

XPaHCHHUA. JIOKYMEHTOB. I[Ipoepku HAIIMYHs

TpoBepkn HAMMMA | ¢ oy neHIManbHBIX  HOKYMeHTOB.  [IpoBepka

KOHQUICHWHMATBHEL | [oapypnocT  TIPOCTABJICHHE — PEKBH3UTOB

X JOKYMCHTOB.

JIOKyMEHTOB. E’keHEBHas IpOBEpPKa HaIU4us
JNOKyMeHTOB. KBapranpHas ¥ ronoBast IpOBEPKU

HaJIW4us JOKYMEHTOB. BrepernameHnTHbIC
NPOBEPKH  HAIUYHUS  JOKYMEHTOB. OOBbeMbI
MpOBEJICHUs] MPOBEpOK. IlepeueHsb NOMKHOCTHBIX
JMI, TPH OTCYTCTBHH KOTOPBIX  JOJDKHBI
MPOBOJUTHCSI  BHEPETJIAMEHTHBIE  TPOBEPKHU
HaJIAYHs.
Tema 12. Kanaunsl yTEUKHU JIEKTPOHHOMU
ABTOMAaTU3MPOBAHH | KOH(HUACHITHATHHON uHpopmanuu, THIIBI
bI€ CUCTEMBI ABTOMATH3MPOBAHHBIX CHCTEM JUIsI padOTHI ¢
0e30yMaxHOM KOHOUIACHIMATLHOW HH(OpManuen, CcpeacTBa
TEXHOJIOTUH Kpunrorpaduaeckoi 3aIUTHI
yHnpasJIeHAA KoH(HIeHIIMATbHON HH(OPMAITUH.
JIOKYMEHT0000POTO
M. CoBpeMeHHbIE
TCXHOJIOT'UU
3alIUTHI OT yTe‘IKI/I
KOH(UICHIIUATBHOM
WHQOPMAIHH.
YTpo3bl  JJNEKTPOHHOMY  JTOKYMEHTY, MEpbI
3aUThl  (OpraHW3alMOHHBIC MEpPbl  3allUTHI,
Tema 13. 3amura _ | mangaTHOE yIIpaBJICHHE JOCTYIIOM,
KOHOMICHIMANBHON | 1y r 0110 TB30BATEIbCKAS onepanoHHast
HE(OpMAIH B CHCTEMa), TEXHMYECKHE YCTPOICTBA BBIBOJAA Ha
KOpHOpaTI/IBHBIX

CCTsX Ha dTaliax
BBOJIa U BbIBO/JlA.

nevatb. CrocoObl 3aluThl KOH(GUICHIMATBLHOM
uHpOpMAIllMM HA JTalmax BBOJAA H BBIBOJA
uHbOpMAIllMd W3  KOPIOPATUBHBIX  CETEH.
Cpencrtaa 3aIUTHI AJIEKTPOHHOMN
KOHGUACHIIMATBHONU HH(OPMALIUU.

Tema 14. OcHOBHEIE
BOIIPOCKI
IMPUMCHCHUA
3JIEKTPOHHOM

Anamurryeckuii 0030p 3akona ot 06.04.2011 N

63-D3 «O0 3IEKTPOHHOMU [IOAITHUCID.
CoOOTHOIIICHHE JJICKTPOHHBIX JIOKYMEHTOB C
JOKYMEHTaMHd  Ha  OyMa)XHOM  HOCHUTEIE.
Hcmonib30BaHne  3JIEKTPOHHOW  TOMAINUCH  TPHU
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TTOIITHCH. OKa3aHUU TOCYHApPCTBEHHBIX U MYHULMITAIBHBIX

YCHYT. [Tepememenue JJIEKTPOHHBIX

KOH(UIEHITNATBHBIX JOKYMEHTOB.
KonTpoJas: 0
Bcero nmo gucuunuHe: 36 24 24 60

*3JIT — 3aHATHS NTEKUHMOHHOTO TUNA, [13 — Bce BUABI 3aHATHII CEMUHAPCKOTO THIIA, KPOME J1a0OPaTOPHBIX

pa6or, JIP — maboparopusie pabotsl, CPO — camocTosTenpHas paboTa 00yJaromerocs

5. YYHEBHO-METOJNYECKOE U UH®OOPMAILIMOHHOE
OBECIIEYEHMUE JUCIIUITJINHBI

5.1 Pexkomenayemas JuTeparypa

bubanorpapuyeckoe onucaHue u3gaHus (aBTop,
3arJjiaBme, B, MeCTO M IO/l M3aHNs, KOJI. CTP.)

DJIeKTPOHHbIE pecypchl

1. KpacunbaukoBa E.B. JlokymeHnToBenenue : yueGHoe
nocobue / E.B. Kpacunsnukosa, E.B. Ueprok .—
Canxkt-IlerepOypr : M3a-Bo CIIOIDY, 2014 — 79 ¢. —
CBeneHus JOCTYIHBI Takke 1o MHTepHeTy:
opac.unecon.ru .

http://opac.unecon.ru/elibrary/elib/454506942.pdf]

2. JlokyMeHTOBeIcHUE : yUeOHUK U MpakTHKyM / JILA.
Jloponuna [u ap.] ; nox pegakuueit JI.A. JIopoHUHOM.

— 2-e u31., mepepad. u 101, — DJIEKTPOH. JaH. — 96C tOpaiit
Mocksa : M3natensctBo FOpaiit, 2019. — 309 c.

3. Ymakosa O.A. JlokyMeHTOBEACHHE : yueOHOE

rocobue . — OnektpoH. AaH. — M. HULl UTHOPA-M,  |55c zNANIUM

2017. - 64 c.

4. Maitoposa E.B. 3amura n 06pabotka
KOH(HICHIIMATIBHBIX JOKYMEHTOB : yueOHoe nocodue /
E.B. Maiioposa .- Cankt-IletepOypr : M3a-BO
CII6I'DY, 2016 .- 80 c. — CBeneHHs JOCTYITHBI TAKXKe
o MHTepHeTy: opac.unecon.ru .

OPAC.UNECON.RU

5. Maiioposa E.B. 3amuTa u 06paboTka
KOH(UICHIIMATBHBIX JOKYMEHTOB : Ja00paTOPHBII
npaktukym / E.B. Maiioposa . - Caukr-IletepOypr :
N3n-Bo CIIOIDY, 2021. - 1 daiin (764 Kb) — Texker
DIIEKTPOHHBIN: OPac.unecon.ru .

OPAC.UNECON.RU

6. KpacuibHukosa E.B. JlokymeHTOBeIeHHE :
MPaKTUKYM JUIS 3aHATHI ceMuHapckoro tuna / E.B.
KpacwibpaukoBa, E.B. Maiioposa. - Caakt-IlerepOypr:
M3n-Bo CIIOIDY, 2021. - 1 daiin (892 Kb) — Teker
PIIEKTPOHHBINA: OpPac.unecon.ru .

OPAC.UNECON.RU



http://opac.unecon.ru/elibrary/elib/454506942.pdf
ЭБС%20Юрайт
%20ЭБС%20ZNANIUM
OPAC.UNECON.RU
OPAC.UNECON.RU
OPAC.UNECON.RU

5.2 IlepeveHb JTUIEH3MOHHOTO U CBOOOTHO PACTIPOCTPAHSIEMOI0
NMPOrpaMMHOI0 of0ecrneYyeHus, B T.4. 0T€YeCTBEHHOI 0 MPOU3BOACTBA

- 7-Zip
- Microsoft Office Professional
- Microsoft Windows Professional

5.3 Ilepeuens nHpopManuOHHbIX cipaBoYHbIX cucteM (MCC) u
COBpPEeMEHHBIX NpodeccuoHanbHbIX 0a3 JaHHbIX (CIIB/)

Ne HaumenoBanue CIIBJI/ UCC
1. DsekTpoHHas oubnuoteka Grebennikon.ru — www.grebennikon.ru
2. Hayunast anektponnas ouonuoreka eLIBRARRY — wwwe.elibrary.ru
3. Hayunast anektponnas oubnuoreka KubepJlennka — www.cyberleninka.ru
4. baza nanneix [IOJITTPE/] CripaBounuku — Www.polpred.com
5. baza nanaeix OECD Books, Papers & Statistics na miargopme OECD iLibrary
www.oecd-ilibrary.org
CrnpaBouHas npaBoBas cucrema Koncynprantlntoc (MHCTaIMpOBaHHBIN pecype
6.
CIIOI' DY mmm www.consultant.ru)
7 Cnpapounas npaBoBas cuctrema «I'’APAHT» (nHcTammpoBanssiii pecype CIT6I DY
' WITH WWW.garant.ru)
8 WudopmanroHHo-cripaBouHas cuctemMa «Komeke» (MHCTaIIMPOBaHHBIN pecypc
' CII6I DY mmm www.kodeks.ru)
9. DsekTponHas oubnmmoreunas cuctema BOOK .ru - www.book.ru
10. DnexrponHas GuGmmoreunas cuctema D5C FOPAUT — www.urait.ru
1. 3H€KTpOHH-O-6I/I6HI/IOTGIIHaSI cuctema SHAHUYM (ZNANIUM) —
Www.znanium.com
12. DnektponHas oubnmoreka CII6I' Y- opac.unecon.ru

6. MATEPUAJIbBHO-TEXHUYECKOE OBECIIEYEHHUE
JUCIHUITINHBbI
g peanuzannu JaHHOW AUCIUIUIMHBI UMEIOTCS CIICUAIBHBIC TTOMEIICHUS

JUIS. TIPOBEICHUSI 3aHATHI JIEKIIMOHHOTO THUIMA, 3aHATHM CEMHUHApPCKOro THIIA,
KYpPCOBOI'O MPOEKTUPOBAHUSA (BBIMOJHEHHUS KYpPCOBBIX palbOT) TpYyIMIOBBIX U

VH/IMBUIYaJIbHBIX KOHCYJIbTAIUN,

TEKyLIEr0 KOHTPOJSA W IPOMEKYTOYHOU

arTeCTaluu, a TAKoKC MOMCILCHUA JJId CaMOCTOSITCIILHOU pa6OTBI.

HOMGH_IGHI/IH OCHAIIICHBI 06OPYI[OB8,HI/ICM N TCXHHUYCCKHMH CPCIACTBAMH

oOy4eHusl.

[ToMemennss i1 CaMOCTOATENIBHOM pPadOThl 00YYaIOMIMXCS OCHAIICHBI

KOMITBIOTEPHON TEXHUKOM C BO3MOKHOCTBIO MOJKIIOUEHUs: K cetu "VMHTepHer" u
oOecreyeHrueM JJOCTYIIa B JJIEKTPOHHYI0 HHPOPMALIMOHHO-00pa30BaTEIbHYIO CPEeLy
YHUBEPCUTETA.



http://www.grebennikon.ru/
http://www.polpred.com/
http://www.oecd-ilibrary.org/
http://www.znanium.com/

HanmeHoBaHMe y4eOHBIX AyIMTOPHIi, IEPeYeHb

Anpec

(MecTOMmoJI0KEHH E)
y4eOHBbIX
ayAUTOPHUIi
Ayn. 2014 YueOnas aynutopus (as IpoBeAeHUs 3aHATHI TekiuoHHoro tumna | 191023, r. Cankr-
W 3aHATHA CEMHHAPCKOTO THUIIA, KypCOBOTO NpOeKTHpoBaHwus (BbimosiHeHus | [letepOypr, yII.

KYPCOBBIX paboT), TPYIITOBBIX U HHIUBUIYAJTBHBIX KOHCYJIBTANN, TEKYIIETO
KOHTPOJISI ¥ TIPOMEKYTOUYHOM aTTECTAINN), 000PYI0BaHA MYJIbTUMEIHIHBIM
komIuiekcoM.Crienuanu3upoBaHHas ~ Mebenb W o0opynoBaHue: YdeOHas
Mebenp Ha 56 Tocalo4HBIX MeCT (CTOJI y4eOHBIM 28MIT.CTylIbhEB SOIIT.),

paboyee MecCTO mpenojaBaTensi, CTOJI M/M,  JOCKa MeJloBas 2 IIT.
(omHOCekoHHas ), kKadeapa lmr.,ctyn lmr.Komosrorep Intel i3-2100 2.4 Ghz
/4Gb/500Gb/Acer V193 19" - 1 wt., Mynbrumeauiinsiii mpoexktop Optoma x
400 - 1 wt., OkpaHn ¢ anexkrpornpuog, DRAPER 96 160x210 - 1 mrr. Habopst
JIEMOHCTPAIIMOHHOTO ~ 00OpYyJOBaHMS H  y4eOHO-HAIJSIIHBIX  TOCOOMIi:
MYJIBTUMEIUIHBIC TPHIOKEHUS K JICKIMOHHBIM KypcaM M IPaKTUYeCKUM

3aHATUAM, HHTCPAKTUBHBIC y‘-I€6HO-HaI‘H$II[HBIe rmocoOus.

Kanan I'puboenona,
30/32, nutep «Aw,
«b», «P»

Ayn. 2020 KoMmmproTepHblil K1acc (sl MPOBEACHUS MPAKTUYECKUX 3aHATUH,
KYPCOBOI'O NPOEKTHUPOBAHUS (BBIIOIHEHHS] KYpPCOBBIX padOT) ¢ IPUMEHEHUEM
O6opynoBaH MYJIbTUMEAUHHBIM

BBIYMCIIMTEIILHOM TeXHI/IKI/I).

KoMIuIekcoM.CrieliMau3upoBanHas ~ Me0elnb W 00opyoBaHHe: YdeOHas
MeOellb Ha 25 IMOCaJ0YHBIX MECT, pabodyee MeCTo IpernojaBaTelis , JTOCKa
MapKepHas Ha KOJIECUKaX 2 MIT., CTOJ 11IT., CTyJI 61UT., %Kalt03u 211T., BElIajika
croiika 2mr.Komnerorep Intel 15-7400/16Gb/1Th/ Bumeokapra NVIDIA
GeForce GT 710/Monutop DELL S2218H - 25 kad
TEJICKOMMYHUKAMOHHBIH HacteHubi [[MO IIIPH-3-6.650 - 1 mrT., ,
Kommytatop ProCurve Switch 2626 - 1 mr., MyJabTUMEIUIAHBIA TPOEKTOP
Optoma x 400 - 1 mwr.,, Dkpan mnoampyxuHeH.pyuHor MW Cinerollo
200x200cm (S/N) - 1 mT.

yqe6HO-HaFJ15[)IHI)IX IMOCOOHIA: MYHI)TI/IMGJII/II;'IHBIC MPUITOKECHUA K JICKIITMOHHBIM

IIT.,

Habopsl nemoHCTpaniioHHOro 00OpyAOBaHUs U

KypcaM HW THPAKTHYCCKHUM 3aHATUAM, HHTCPAKTHBHBLIC yqe6HO-HaFH$I}1HBIe

nocoOus.

191023, r. Cadkrt-
[TerepOypr, yII.
Kanan I'puboenona,
30/32, nutep «Ay,
«b», «P»

JlabopaTopHbie palbOTHI MO JUCHUIUIMHE TIPOBOJISTCS B JIaOOpaTOpHH

«HXXEHEPHO-TEXHUYECKON  3aIlUTHI,
3aIlUTBLY.

nabopatopus [IporpammHo-anmapaTHOn

Jlabopatopuss NHkeHepHO-TeXHUYECKON 3amuThl, jaboparopusi [Iporpammuo-

armnapaTHOM 3allUTHI.

Bux yuednbIx Aapec, Ne ayautopun

JlabopaTopHoe obopyaoBanue

3aHATHH
JlaGopatopHbie 191023, r. Cankr- CneunanusupoBaHHass ~ MeOenb U 00OpyAOBaHUE:
padoTEI [TetepOypr, yn. Kanan VYueOnass mebens Ha 30 mocamounsix MecT (Ilapta

I'puboenona, 30/32,
nutep «A», «by, «Py,

nByxmectHas — 11 mwrt., cton — 8 wT., cTybsa- 30 mwT.);
2 pabouux MecTa mpemnogaBaTens (2 croina, 2 CTyJa);

10




aymuropus Ne 2057

cron — 1 mT.; TpuOyHa A BBICTYIUIEHUI — | mmT.;
mKad JUIst JOKYMEHTOB — | IIT.; CTEH]Ibl HACTEHHBIE
npoOKoBbIE — 2 1IOT.; IIKap HACTEHHBIA CO
CTeKJITHHBIMH CTBOpKaMH — 4 mT.; JOCKa s
MAapKEpPOB JBYXCTOPOHHSS — | IIT.; MEPCOHAIBHBIN
kommeiotep IBM PC-coBmectumsiii (i5-3470/RAM
8Gb/HDD 500Gb/Win7pro) — 7 wr.; nepcoHaNbHbIN
kommbeiotep IBM PC-coBmectumsiii (i3-2100/RAM
8Gh/HDD 500Gb/Win7pro) — 8 mir.; KOMMYyTaTop
Cisco JUIi  OpraHM3allid  JIOKAJbHOM  CeTH
1abopaTOpHH C MOJKIIOUYCHUEM K ceTH "MHTepHeT" 1
obecreyeHnemM J0CTyIa B 3JIEKTPOHHYIO
MH(POPMALMOHHO-00pa30BaTEIbHY IO cpeny
opranuzanuu — 1 wr.; mkag cepBepubiii 42U — 1 mit.;
mkad TeleKOMMyHHUKanMoHHbH 20U — 1 mr;
npoektop NEC ME-401X — 1 mT.; skpan mius
npoekropa Screen Media Goldview 244*244MW
HACTEHHBIH — 1IIT.; aKycTHYecKas CHUCTeMa Mapka
Microlab wmomens Pro2— 1 mr.; kommyTtaTop
koHcoibHbIi  Trend Net TK-803R — 1 mr;
pa3BerBuTEeNbh BUuAcocuraana Aten VS-92A — 1 mr.;
nabopatopubiii crenn HIIT «Yurex-Ilpopu» «O3-
MPy» — 1 mrt.; naboparopusiii crenn HII «Yurex-
[Tpodpu» «OLUT-MP» — 1 wrT.; 1abopaTOpHBIA CTEH]
HIIIT «Yurex-Ilpopu» «DOS-HP» — 1 xomiuiekr;
komruiekT rmakaroB HII «Yurex-IIpodm» — 1 mT.;
reHeparop akycruueckoro myma JII'II-301 AO
«Jlaboparopust ITIIII» — 1 mT.; BUOporeHeparop
JIT'II-403 B xoMILIeKTe ¢ BUOpOIpeoOpa3oBaTeIsiMu
JIBII-20, JIBII-2T AO «Jlab6oparopus IITIII» — 1
mT.; GuIbTp cereBor oxHodazHeii JIOC-10-1d AO
«JTa6oparopus TIIIII» — 1 mT.; reHepaTop mryma mo
LETIsIM AJIEKTPONHUT., 3a3emil. u [IDMU JIT'TI-503 AO
«JTa6oparopus IIII» — 1 mT.; ycTpOMCTBO 3aIIUTHI
teneoHHbIX JuHUM ['panut-8 abonentckoe AO
«Jlabopatopus IIIIII» — 1 mT.; cepep HP-DL — 5
mt.; Kommyrtatop Cisco Small Business SF302-08 —
4 mt.; Kommyrarop Cisco 2950 — 3 mr.; KommyTarop
Cisco 3560 — 1 mit.; BecipoBoHO# MapIipyTH3aTOP
TP-Link TL -WR941 ND; DnekTpoHHBIC KIHOUU
Guardant — 16 mT.; oruerymmureiap OY-5 — 1 mwmir.;
ormerymmrens OI1-4(3)-BCE — 1 wmr. HaGopst
JE€MOHCTPALlUOHHOTO  000pyJoBaHMsI M y4eOHo-
HarJIAHbIX 0COOMIA: MYJIbTUMEAUITHBIC
OPWIOXKEHNUsT K JIGKIHOHHBIM  Kypcam U
IPAKTUYECKUM 3aHATUSM, MHTEPAaKTUBHbIE Y4eOHO-
HarJsiHble ocoOusl.
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7. METOAUWYECKUE YKA3ZAHUA U1 OBYUYAIOLIEI'OCH 11O
OCBOEHUIO JUCHUITIMHbI

[Ipuctynas K W3yYEeHUIO TUCHUIUIMHBI, OOydYaromeMmycsi HEoO0XOIMMO
O3HAKOMUTBHCSA CO CIACAYIOUUMH IOKyMEHTAMU:

- y4eOHO-METOIUYECKON TOKYMEHTAIIUEH;

- JOKAJIbHBIMM ~ HOPMAaTHUBHBIMU  aKTaMH,  PErJIaMEHTUPYIOUIUMU
OCHOBHBIE  BOMPOCHl OpPraHM3allUd U  OCYILIECTBJIECHUA 00Opa3oBaTeNbHOM
JeSTeIbHOCTH, B TOM YHUCJI€ PETJIAMEHTUPYIOLIUE MOPSII0K IPOBEACHUS TEKYIIETO
KOHTPOJIS yCTIEBAEMOCTH M MPOMEKYTOYHON aTTeCTalluu 00yJatoIuXcs;

- rpaduxkoM KOHCYJbTaIHi COTPYJIHUKOB npodeccopcko-
IPENno/IaBaTeNbCKOr0 COCTaBA.

VYpoBeHb M riayOMHAa OCBOEHUS AMCIUIUIMHBI OMPEIEISIIOTCS aKTUBHOU U
CHCTEMAaTUYeCKOW paboToil 00ydaromuxcsi Ha JIEKIIMOHHBIX 3aHITHSIX, 3aHITHIX
CEMHHAPCKOTO THWIIA, BBIIOJHEHWEM CAaMOCTOSTEIbHOW PabOTHl, B TOM 4YHCIIE B
YacTH BbIICJICHUS HAaOOJIee 3HAYMMBIX M aKTyaJIbHBIX MPOOJIEM TSl JAIbHEUIIIETO
u3ydeHus. OcoObIM YCJIOBHEM Ka4eCTBEHHOTO OCBOCHUS IUCIUIUIMHBI SIBISCTCS
abdekTuBHAsS opraHu3anMs TpyJa, TMO3BOJISIONIAS paclpeiesiuTh yueOHYIO
Harpy3Ky paBHOMEPHO B COOTBETCTBHHU C TpaduKoM yueOHOTO mporecca.

[Ipy moAroTOBKE K Y4EOHBIM 3aHITHSIM OOYYArOIIMMCS IMPEIOCTABISCTCS
BO3MOXKHOCTh ~ TOCEIIEHUS  KOHCYJNbTALIUA  COTPYIHHUKOB  MpodeccopcKo-
npenojasarenbckoro coctaBa CIIOI'DY cornmacHo pacnucaHuio, yCTaHOBICHHOMY
B rpayike KOHCYJIbTAIIH.

AynutopHas W BHeayAMTOpHas pabora oOydaromuxcs JO0JDKHAa OBITh
HarmpasJieHa Ha (popMHUpOBaHHE:

— (yHIaMEeHTaIbHBIX OCHOB MHUPOBO33PEHUS oOyuaronmxcs U
€CTECTBEHHOHAYYHOT'O TTO3HAHMUS,

— 0asuCHBIX 3HAHUH, COOTBETCTBYIONIMX HAMpPaBICHUIO TOJATOTOBKH M|
3asBJICHHON MpPOQECCHOHATLHON 001acTH, (HOPMUPYIOMIUX IIEJIEBYIO U
npodeccHoHanbHY0 OCHOBY JIJIsl TOJITOTOBKH KaJpOB;

— mpodeccrnoHaNbHBIX KOMIETEHIUH OPHUEHTHPOBAHHBIX Ha yAOBJIETBOPEHHE
NOTPEOHOCTEN phIHKA TPY/A;

—  WHAMBUAYAJbHON TPAEKTOPUU MOCPEICTBOM OCBOCHHS YHHKAIBLHOrO Habopa
npo(ecCHOHANBHBIX KOMIETEHUMN JOMOJHIIOUMX KOMIIETEHTHOCTHYIO
MOJenb  OOydarolerocsi, 3a CYET OpPUEHTAlMM Ha  KOHKPETHBIE
npo¢ecCuOHaIbHBIE CHIEUAIN3UPOBaHHbIEC 001aCTH 3HAHUH, ONIpeeIsieMble
IpECTaBUTENIIMU PbIHKA TPYAQ;
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— METaHaBBIKOB OOYyYarolIMXCs, TAKUX KaK: KOMaHJHas paboTa U JIUIEpCTBO,
aHalu3 JaHHBIX, HU(POBBIE HABBIKH, pa3pabOTKa M peaau3anusi MPOCKTOB,
MEKKYJIbTYPHOE B3aUMOJACHCTBUE.

8. OCOBEHHOCTH OCBOEHUA IUCHUIIJIMHBI UIs1 UHBAJIN1OB
N Jinil C OrPAHUYEHHBIMUA BO3MOKHOCTSAMMA 310POBbBSA

OO0yuenune o0yJaronuxcsi ¢ OrpaHUICHHBIMHI BO3MOKHOCTSIMU 3/I0POBbS MIPU
HEOOXOJMMOCTH  OCYIIECTBIISIETCS HA OCHOBE aJalTUPOBAHHOW  paboueit
NporpaMMbl  C  HCIIOJIB30BAHMEM  CIICIUATBHBIX  METOJOB  OOydYeHUS |
TUIAKTHYECKUX  MaTepHalioB, COCTaBICHHBIX C YYETOM  OCOOCHHOCTEH
NICUXO(PU3NIECKOTO PAa3BUTHSA, WHAMBUAYATHHBIX BO3MOXHOCTEH M COCTOSIHHS
3JI0POBbs TAKUX 00yUaromuxcs (00yJaromierocs).

B 1memsix ocBoeHHs Y4eOHOM NpOrpaMMbl JHCHMIUIMHBI WHBAJIAIAMU H
JUIIAMH  C  OTPAaHUYCHHBIMH  BO3MOXKHOCTSMH  3JIOPOBbS Y HUBEPCHUTET
00€ecCIIeunBacT;

— JUIsl UHBAJIUJIOB M JIMI] C OFPAHMYEHHBIMU BO3MOKHOCTSMH 3JI0POBbSI IO
3pEHUI0: pa3MElICHHE B JIOCTYMHBIX AJisi 00yYaroluXcsl, SBISIOIIUXCS CIENbIMU
Win  cIa0OBUISAIIMMU, MECTaX W B aJalTUPOBAHHON (QopMe CHpaBOYHON
uH(pOpMAIMM O pACNHCAHUM YYEOHBIX 3aHATUH; NPHUCYTCTBHE aACCHUCTEHTA,
OKa3bIBaIOIIET0 00yYaroeMycst HEOOXOJUMYIO TOMOIIIb; BBITYCK albTEPHATUBHBIX
(GopMaTOB METOANMYECKUX MATEPUAJIOB (KPYIHbIN WpU(T uinu aynuodaissl);

— JUIsI UHBAJIUJIOB U JIMI[ ¢ OTPAHUYEHHBIMU BO3MOKHOCTSMH 310POBbSI 110
CIIyXY: HaJUIeXKalllMMHU 3ByKOBBIMU CPEJICTBAaMU BOCIIPOU3BEICHNE HHPOpMAITUY;

— JUI1 MHBAJIUAOB M JUIl C OIPAHUYCHHBIMU BO3MOXKHOCTSIMH 3J0pPOBbS,
MMECIOIINX  HAPYLICHUS  OMOPHO-JABUTaTEIbHOTO  ammapara: BO3MOXHOCTb
OecTpenaTCTBEHHOT0 JOCTyIa 00yJaronuxcsi B y4eOHbIE MOMEIIEHUs, TyaleTHhIC
KOMHAThl U JApyrue momenieHus kadeaphl, a Takke NpeObIBaHHE B YKa3aHHBIX
MTOMEIIICHUSX.

OO6yuaronuecs u3 yuciaa uHBaIUI0B U aull ¢ OB3 obecrieueHbl ne4aTHBIMU
u (waM) DOIEKTPOHHBIMH  OOpa3oBaTeIbHBIMH  pecypcamMu B ¢opmax,
aIaNTHPOBAHHBIX K OTPaHUYEHUSM WX 3710poBbs. OOpa3oBaHWe OOYUYAOIMIUXCS C
OTPAaHUYCHHBIMH BO3MOXXHOCTSIMH 37I0POBbSI MOXET OBITh OpPraHHW30BaHO Kak
COBMECTHO C JIPYTUMHU OOYYAIOMIMMHCS, TaK W B OTACIbHBIX TPYIIAx WU B
OTJICJIbHBIX OpTaHU3aIUSIX.
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®OH/J ONEHOYHBIX CPEACTB

1.1 KoHTpoJIbHBIE BONPOCHI U 32aHUSA K IPOMEKYTOYHOI aTTeCTAIUU

[Tonsatue nokymenrta. CriocoObl, CpeacTBa nepeaayn MHPOpMalnu, JOKYMEHTHPOBAaHHAs
uH(popMaLus.

@OyHK1uKM J0KyMeHTOB. Cioco0bI U cpesicTBa JOKYMEHTHPOBAHUS.

CaoiicTBa nokymeHTa. Kinaccuduxanuus 10KyMEHTOB.

Yaudukanms u crangaptusanus. OnpeneneHne MOHATUN «yHU(PUKAIMS JOKYMEHTOB» H
«CTaHApTU3ALMS JOKYMEHTOBY.

Conepxanue u o6nacte npumenenuss [OCT P 7.0.97-2016 «Cucrema cTaHgapToB IO
uHpopMauuy,  OuOIMOTEYHOMY U M3JaTelbckoMy  geny.  OpraHu3aluoOHHO-
pacnopsiuTenabHas JoKyMeHTanus. TpedoBaHus K 0(hOpPMIIEHHUIO TOKYMEHTOBY.

YHupuuupoBaHHas  CHCTEMa  OPTaHU3AIMOHHO-PACTIOPSAUTEIHHON  JIOKyMEHTAIUU
(YCOP/). O6mepoccuiickuii knaccudukatop ynpasieHdeckoi qokymentanuu (OKY ).

OpranuzanuoHHble JOKyMeHThl. CosepkaHue yrnpaBieHYeCKol (QyHKIUH.
PacniopsimuTenbHble TOKYMEHTHI.
HNHpopMannoHHO-CIIPABOYHbIE JOKYMEHTBI.

JIOKyMEeHTHpOBaHHE JAEATEIbHOCTU KOJUIETHANbHBIX opraHoB. Odopmiienue, Gpopmysip,
PEKBU3UTHI, oAnucanue. [loaHble u KpaTkue NpOTOKOJIBI.

CucreMa mI1aHOBOM TOKYMEHTALIUH.
Cucrema OTYETHOM TOKYMEHTALIUU.

KampoBass moxkymentanms. YHuQUIHpOBaHHBIE (GOPMBI JTOKYMEHTOB H TIpaBHIA HUX
ohopMIICHHS.

JIoKyMEHTOO0O0pOT: HEHTPATU30BAHHBIA M YPOBHS CTPYKTYPHOTO MOApa3ieicHus. THurbl
JIOKYMEHTOB COCTABJISIONINX TOKyMeHTo000poT. Bxomsimue. Ucxomsiimue. BayTpennue.

CxeMa JBWKEHUS W TEXHOJOTHUS 00pabOTKH JOKYMEHTOB. Bxosmsmme nokymeHThl. Cxema
HaIpaBJICHUS JIBXKEHUS TOTOKOB BXOJIAIIUX JOKYMEHTOB, UX COPTUPOBKA, PETUCTPAIUS U
MOPSIIOK paCCMOTPEHHUSI.

Hcxogsamme nokyMeHTel. (CXxema HampaBlIeHHMs JBHKEHHMSI IIOTOKOB — HCXOZSIIMX
nokyMmeHToB. llopsaok wux coctaBineHus, OG(OpMIIEHUS, PETHUCTPAMUd U OTIIPaBKU.
Buytpennue nokymeHtel I[IpoxoxaeHue MX Ha 3Tamax MOJATOTOBKH, O(QOPMIICHHUS H
VCITOJIHEHMSL.

VYyet o6beMa JokyMeHTO000poTa. OOBEM JOKyMEHTOOOOPOTA.

KommMmepueckas taiina. CBeieHHsI, COCTABIISIONINE KOMMEPUYECKYIO TalHY.
Buppl TaitH B rpaxkgaHCKOM 3aK0HOAATENbCTBE Poccuiickoit @enepanuu.
[ToHsiTHE M TPUHILIUIIBI OPraHU3aluK KOHPUACHIINATIHLHOTO JOKYMEHTO000pOTA.
PaspemmrensHas cucteMa J0CTyNa K KOH(PHUIEHITUATBHBIM TOKyMEHTaM.
Cucrembl ynpaBleHUs TOKyMEHTaMH, UX Kiaccupukanus, GyHKIUU U 33/1a4H.
DJIEKTPOHHBIN ApXUB MPEATPUSITHS.

Kanans! yreuku koHbUISHIMATEHOW HH(DOPMALINH.

W3onupoBaHHas aBTOMATU3UPOBAHHAs CHUCTEMa JJsi pabOThl ¢ KOH(UISCHIMAILHON
uHpopManuen.

CucTtemMbl aKTUBHOT'O MOHUTOPUHTA paOOYMX CTaHIIMH MMOJIb30BaTENCH.
CpencTBa KOHTEHTHOTO aHAIM3a UCXOISAIINX MAKETOB JTaHHBIX.

CpencrBa kpuntorpaduueckoi 3auThl KOHPUICHITUATHPHOW HHPOPMAITUH.
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29.

BrigeneHHbli CErMeHT TEPMUHAIBLHOTO JOCTYTa K KOHPHUICHIIMATHHON HHPOPMAIUH.

30. Mepsl 3amUTHI KOH(pUIEHIIHATLHOK HH(GOPMALUK B KOPHOPATUBHBIX CETAX Ha 3TAlax BBOJA
Y BbIBOJIa (OpraHU3al[MOHHbIE, MAH/IATHOE YIIPABJIEHNE JOCTYIOM, MHOTOIIOJIb30BaTENbCKAs
OIlepalMOHHAs CUCTEMA).

31. Texuuueckue ycTpoiCTBa BEIBOJA HA TI€YaTh KOH(DUIEHIUAIBHBIX JOKYMEHTOB.

32. Cnoco6sl 3amuThl KOHHACHINATLHON HHGOPMALUK B KOPHOPATHBHBIX CETAX HA JTarax
BBOJIa U BBIBOJIA.

33. CpencTsa 3amuUTHI IEKTPOHHOM KOH(HUIEHIHATLHOH HHPOPMALIHH.

34. Cocra koH(pUIEHIMATEHEIX JOKYMEHTOB B JJIEKTPOHHOM BHJIE.

35. Dransl paspaborku [Nonoxenus o KU B 311eKTPOHHOM BHJIE.

36. IIpou3BOILHOE YIIPaBJIEHHUE JOCTYIIOM.

37. Merku 6e30MaCHOCTH.

38. IlpuHyauTENbHOE YIIPABICHUE JOCTYIIOM.

39. OcobenHocTH XpaHeHMs CBOAHON HMH()OPMAILMM, MHTEIUIEKTYyalbHOH COOCTBEHHOCTH H
KOH(UCHINABHBIX JOKYMEHTOB.

40. Cosnanue cuCTEMBI 3aIIUTHI KOHPUIEHINANbHOM nHpopManuu. TpeGoBanus obecreueHus
0€301acCHOCTH U 3alIUThl HHPOPMAIUH.

41. VYcras opraHuzanuy 0o 3amure KOHQUAEHINAIbHOM MHOOPMALIUH.

42. KosieKTHBHBI J0r0BOp OPraHU3alUM 110 3alUTe KOH(OHIECHINAILHON HHPOPMALIUH.

43. Bugsl snekTponHoii nognucu. OcHOBHbIE MonokeHus OeepanbHoro 3akona ot 06.04.2011
N 63-®3 (pex. ot 10.07.2012) «O06 37€KTPOHHOU MOAITHUCH.

44, Peructpanus goxymeHtoB. OOIIMe IIpaBHMia PETHCTPAlMM JOKyMEHTOB. MHuekcaumus
JIOKyMeHTOB. KOHTPOJIb UCITOTHEHHS TOKYMEHTOB.

45. HomeHKnaTtypa Jell, METOIUKA €€ COCTABJICHHS.

46. ®dopmupoBaHue U TeKyllee XpaHeHue aen. Ilpasuna Gopmuposanus aen. OpraHuzanus
OTIEPATUBHOTO XPAHECHUS JOKYMEHTORB.

47. Tloaroroska e K mepeade U MopsAA0K IepeIadu el B apXUB I NaIbHEHIIEr0 XPaHEHH .

48. Dkcneprusa IEHHOCTH JOKYMEHTOB.

49. Odopmnenne nen. Opopmienue o6noxku aen. Cocrapienue onmceil. [Topsaaok nepegaun
JIOKYMEHTOB Ha XpaHEHUE B apXUB.

50. Cocrasnenue akToB O BbIIEIEHUN JOKYMEHTOB K YHHUTOKEHHIO.

1.2 Tembl IMCbMEHHBIX PadOT
PaGoueit mporpamMMoi TUCIUTUTMHEI HE TTPELyCMOTPEHO.
1.3 KoHTpoJibHBbIE TOYKH
HoMmep KOHTPOJILHOI Tun KOHTPOJIbHOMI Cnoco0 npoBeaenust Homepa Tem
TOYKH TOYKH

1 Tecm ¢ NOMOWbIO 1-3
mexHu4YecKkux cpedcme
u qu)OpMal{uOHHblx
cucmem

2 Tecm C NOMOULBIO 5-10

MexHu4ecKux cpeocma
U UHPOPMAYUOHHBIX
cucmem
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1.4 /Ipyrue o0beKTbI OllCcHUBAHMS

Paboueit mporpaMMoi AMCIUTUIMHBI HE TIPETyCMOTPEHO.

1.5 CamocrosiTesqibHasi padoTa 00y4arouierocs

HaumeHOBaHUA CaMOCTOATEJIbHOMH PaboThI Homepa tem
Tlooecomoska K 1eKyUOHHBIM U NPAKMUYECKUM 1-4,6-13
3AHAMUAM
Paboma ¢ ananumuueckumu 6azamu OaHHbLIX, 5,14
HOPMAMUBHBIMU OOKYMEHMAMU, CNPABOYHOU
aumepamypou

1.6 llIkana oeHNBAHUSA pPe3y.JIbTATA

[IIkaJyibl OIICHWBAHUS W MPOIECTYyPHl OIICHHUBAHUS PE3yJIBTATOB OOYUYEHUS IO
AUCHUIIMHE  periameHTUpytoTcss  [lonmokeHnmeM O  TEKyIIeM  KOHTpPOJIC
YCIIEBAEMOCTH W TIPOMEKYTOYHOM aTTECTAI[MM OOYYaIONUXCS IO IMporpaMMmaM
BbICIIEr0 oOpa3oBanus U [lonoxenueM o 0aUIbHO-PEUTUHTOBOM CUCTEME.

Jnst oueHku cHOPMUPOBAHHOCTU PE3YJIbTATOB OOYYEHHS TIO JUCIMIUIMHE
HCIOJIb3yeTCsl 0aJIbHO-PEiTHHIOBAsI CHCTEMA YCIeBAeMOCTH 00y4al0NXCS:

@®opMOil UTOTOBOTO KOHTPOJS TO AWCIHUIUIMHE SIBIACTCS HK3aMeH (WU
i pepeHInpOBaHHBIN 3a4€T), UTOTOBas OIIeHKa (DOPMHUPYETCSI B COOTBETCTBUU CO
IIKaJION, TPUBEJICHHOW HUXKE B TAOJIHIIE:

bauibt Ouenka
<=54 HEYJOBJIETBOPUTEIHHO
55-69 YIOBIIETBOPUTEIIHHO
70-84 XOPOIIIO
>=85 OTIIUIHO

HIkana oueHuBaHus pe3yjabrara

2 (6amrt 1o 54) | demoHCTpupyeT HENOHMMaHUE poOsieMbl. MHOTHE TpeOOBaHUs, IPEIbIBIIEMbIE K
3aJIaHUI0 HE BBITOJIHCHBI.

JeMoHcTpUpyeTCes IEpBUYHOE BOCHIpUsiTHE MaTtepuana. PaboTa He3akOHYECHA U /WIH
3TO IJIaruar.

3 (6amn 55-69) | JleMOHCTpUPYET YaCTHYHOE TIOHUMAHHE MPOOIIeMbl. BOBIIMHCTBO TPpeOOBAHMHA,
NPEABSBISIEMBIX, K 33J]aHUIO BBHITIOTHEHBI.

BiianeHue aiieMeHTaMu 3a1aHHOTO MaTepUaa. B OCHOBHOM BBIIIOJIHEHHBIN
MaTepuaj MOHSITEH U HOCUT LEJIOCTHBIN XapakTep.

4 (6ann 70-84) | JIleMOHCTpHpYET 3HAYUTEIBHOE TOHUMAHHUE MTPOOIEMbI 0003HAYCHHON
TUCIUTUTMHON. Bee TpeGoBaHust, IpeabsBiIsieMble K 3a/IaHHIO BBITIOJIHEHEI.
ConeprxaHue BBITIOTHEHHBIX 33JaHUI PACKPBITO U PACCMOTPEHO C pa3HbIX TOYEK
3pCHHUSL.
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5 (6amn 85-100) | JleMoHCTpHpPYET MOTHOE IOHUMaHue TpobiieMsl. Bee TpeboBaHus, IPeIbIBIsSEMbIE
K 33JIaHUIO BBIITOJIHEHBI.

[TpoIeMOHCTPHUPOBAHO YBEPEHHOE BIIAJICHUE MATCPUATIOM JUCIUITIHHBIL.
BrimonnenHsie 3aJaHus HOCAT HEJIOCTHBIX XapaKTEP, BBIIIOJIHCHBI B IIOJTHOM
o0BeMe, CTPYKTYpUPOBAHBI, TIPEACTABICHBI PAa3JIUNYHbBIC TOUYKH 3PCHUS,
MPOJICMOHCTPHUPOBAH TBOPYCCKUI MOAXO/.
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