EJIELIKU TOCYJAPCTBEHHBI YHUBEPCUTET um. N.A. BYHUHA

u"i’-::;f S
/s\ R
A e Sibs TB

rtr

111peii¢ro R %m Ta ; ' grc.\ra'mkn. ecre-

PABOYAA ITPOI'PAMMA IUCIUITIINHBI

b1.B.01.11 3ammurTa n 00padoTKa KOHPUICHIHAJILHLIX JOKYMEHTOB

Hanpagsaenne noaroroBku: /0.03.01 Ungpopmayuonnas 6ezonacHocmo

HanpaBaennocts (mpopuinb): Opeanuzayus u mexrHoio2uu 3auumsl uHpopmayuu (no ompac-
JU Ul 8 cghepe npogheccuoHaIbHOU OessmebHOCIU)

KBanundukauus (crenenn): oaxanasp

dopma 00yueHUs: ouHas

NueTuTyT: Mamemamuxu, ecmecmeo3HaHUs U MEXHUKU
Kadeapa: namemamuueckozo mooenuposanist, KOMnbIOMEPHBLIX MEXHOIO2ULL U UHDOPMAYUOH-
HOU b6e3onachocmu

ouHasi popma OYHO-3204YHAS 3a04Hasi (popma
dopma
Kype 4
CemecTp 8
Jeknun 28
JlabopaTopHble 3aHATHS 28
IIpakTHyeckne (CeMHHApPCKUE) 3aHATHS 28
B T. 4. IPAKTHYECKAs MOAT0TOBKA 4
®opma(bl) MPOMEKYTOYHOM aTTecTallMl | 3a4eT ¢ OLeHKOM
KonTpoJas
Hubie popmbl padoThl
CamocrositesbHast padora 60

Bcero uacos: 144
Tpynoemkoctb: 4  3a4eTHBIX €IMHHUIBI.

Pazpabotuuk(u) paboueil mporpamMmsl:
KaHouoam uzuko-mamemamuiecKkux Hayk, 0OueHm C.A. Pourynkun




|. OPTAHU3AIIMOHHO-METOJUYECKHA PA3IEJ

He.]'lb H3YyYCHUHA TUCHUILIINHBIL
—  O3HAaKOMJICHHE CTYICHTOB C OCHOBAMHU TEOPHH, HEOOXOIUMOU Il PEUICHUS] MPUKIIAJHBIX 33134
CO3/IaHUS U 3alIUTHI JOKYMEHTOB, a TAKXKE YIPaBIEHUE TOKYMEHTOO00POTOM OpraHU3aIuil.
3anaqn H3YYCHUA NTUCHUIIJIUHBI:
— W3yYeHHE OCHOBHBIX BOIIPOCOB COBPEMEHHOW TEOPHH 3allMTHI, MOJATOTOBKH, OOpPabOTKU JOKY-
MEHT0000pOTa;
— H3YYCHHE OCHOB JJOKYMCHTOBE/ICHUS;
— BOCHHTAaHUE JIEJIOBOTO H JIOTHYECKOTO MBIIUICHHS Ha MIPUMEPE PEIICHUs 3a]a4d CO3/IaHus U IPUH-
IIUTIOB OPT'aHU3AIUH IOKYMEHTOBE/ICHUSI.

Mecto pucuumiaunbl B crpykrype OIIOIL: peanusyercs B BapuaTUBHOW 4acTu
(gactu, popMupyeMoli ydacTHUKaMHu oOpa3oBaTelbHBIX OTHOIICHUI) Omoka b1. Juciu-

TUTUHBL (MOJTYIIH).

Il1aHupyemble pe3yJbTaThl 00yYeHHUS MO TUCIHUILINHE:

Kon NHaukaTopbl J0CTHKEHHST IInanupyemble pe3yJbTaThl 00yUYeHHs
KOMIETEHIIHH KOMMETEeHIIUH MO TUCIIUIJIHHE
YK-10 3HaTh! 3Haer:
- JICHCTBYIOIUE TPABOBLIC HOPMEI, | - OCHOBHBIC HOPMATHBHO-TIPABOBHIC AKTHI U
obecrieunBaronue 60pn0y C | JOKYMEHTHI, CBsS3aHHBIE C oOecredYeHueM
KOppYIIHen B Pa3IUYHBIX | 3aIIUTHl U OOPaOOTKM KOH(HUICHINATHHBIX
o0nacTsIX KU3HEACSITENbHOCTHU, a | JOKYMEHTOB.
TaK)K€ CHOCOObl  MPOUIAKTUKU
Koppynuuu ¥ (popMupoBaHUS
HETEPITMMOTO OTHOIIICHUS K HEH.
Ymern: Ywmeer:
- IUIAHUPOBaTh, OPTaHHW30BATh W |-  HCIOJB30BaTh  HOPMATHBHO-TIPABOBHIE
MPOBOUTH MEpPOMPUATHSI, | TOKYMEHTBI, CBSI3aHHBIE C OOecleYeHHeM
obecrieunBaroye (HOPMUPOBAHHUE | 3AIMUTHI U 00PaOOTKU KOH(PHUIACHITUATHHBIX
Tpa)K TaHCKOU MO3UIUU U | TOKYMEHTOB Ha MPEANPUATHSIX.
MPEIOTBPANICHUE KOPPYIIHA B
oO1iecTBe.
Braaners: Baapeert:
- OpaBWwIaMH  OOIIECTBEHHOIO | - HaBbIKaMH pabOThl €  HOPMATHBHO-
B3aMMOJICHCTBUS Ha OCHOBE | MPAaBOBBIMH JIOKYMEHTaMH, B YaCTHOCTH C
HETEPIUMOI0 OTHOILIECHUS K | HopMaTUBHOW Oa3oit P®, cBs3aHHBIMU C
KOPPYILIUH. obecrieueHreM  3alUThl W 00pabOTKHU
KOH(UIEHITNATBEHBIX JIOKYMEHTOB Ha
TIPEMPHUATHSIX.
[KC-1 3HaTh! 3Haer:
- CYIIHOCTh W TIOHATHE HWH(OpPMa- | - TMPaBOBbIE OCHOBHI HH(POPMAITMOHHON
IIMOHHOW 0€30MacHOCTH, Xapak- | Oe30MacHOCTH;
TEPUCTUKY €€ COCTAaBISIONINX, | - CIIOCOOBI OIeHKH A(DPEKTUBHOCTU MEpP IO
WMCTOYHUKU yTPO3 U MEpHl MO WX | 3amuTe ¥ 00paboTke KOH(UIEHIHATBLHBIX
MPEA0TBPAIIEHHUIO; JIOKYMEHTOB.
- METOBl U CPEACTBA YyMPaBICHHU
nHpopMalMoOHHOW  OGe30macHo-
CThIO, & TAK)K€ OCHOBHBIE MOIXO-
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6l K pa3paboTKe, peamu3alui,
IKCIUTyaTaIUH, JMarHOCTHKE,
aHaJIN3y, CONPOBOXKACHUIO U CO-
BEPILICHCTBOBAHUIO CUCTEM 3alllH-
Tl HH(POPMALIUH.

3aIUThl KH)OPMALIUH;

- [PUHUMATH YIIPABICHYECKUEC U
aIMHHUACTPATUBHBIC DEIICHUS B
cdepe 3amuTel THOOPMAIIHH.

YMmern: Ymeer:

- OLICHMBAThH 3aIUIIEHHOCTh, Kiac- | - OLICHUBATh aJIMUHUCTPATUBHO-
CH(UIUPOBATh OCHOBHBIC YIPO- | YIPaBICHUYECKYIO u TEXHUYECKYIO
3bl, oOecmeunBaTh WH(GOPMAIU- | PEATU3yEeMOCTh u HKOHOMHUYECKYIO
OHHYIO 0€30MacCHOCTh KOMIIBIO- | IIETIECOO0Pa3HOCTh Mep 10  3alUuTe U
TEPHBIX CHCTEM, IPUMEHssSI HeoO- | 00paboTke KOH(HICHIINATBHBIX
XOJIMMBIC IPOTPaMMHO- | TOKYMEHTOB,
anmapaTrHble CPeACTBa M CUCTEMBI | - MIPOBOJIUTH IKCIIEPUMEHTAIBHO-

UCCIICJIOBATEILCKYI0 pabOTy IpH aTTeCcTa-
UM TEJICKOMMYHHKAIMOHHBIX CHCTEM TIO
3almTe M 00paboTKe KOH(UIACHIIMATBHBIX
JTIOKYMEHTOB.

Baagers:

- KaTerOpUAIBbHBIM aIlllapaTtoM B
obOnacTh oOecrieyeHusT KOMILJIEKCA
MEp 10 aJIMHHHCTPUPOBAHUIO U

JIMAarHOCTUKE CHUCTEM  3allHThI
nH(pOpMAIIHH;
- T[paBWIaMH, METOJIAMH, CpeJ-

CTBaMH, TMPOIECAypaMu YIpaBiie-
HUS M aJIMHHHCTPHPOBAHUS HH-
dbopmarMoHHON  0e30MaCHOCTHIO
00BeKTa.

Baaneer:

- KOMIUIEKCOM Mep MO 3aliuTe u 00padboTke
KOH(HICHIIMATIbHBIX JOKYMEHTOB;

- 0230BbIMM HAaBBIKAMH 3alLUTHI U 00pabOTKU
KOH(HICHIIUATIbHBIX JOKYMEHTOB.

Il. COAEP’KAHUE U OFBEM JINCHHUIIJIMHBI

€ YKa3aHMEM KOJMYeCTBA YACOB, BbIIEJIEHHBIX HA KOHTAKTHYIO pa0oTy 00y4arouuxcs
¢ nmpenoaasarteseM (10 BUAAM Y4eOHbIX 3aHATHII) 1 HA CAMOCTOSATEILHYI0 padoTy

Ounas popma 00yueHust

No HaumeHoBaKHe PAYIETIOR H TeM Bcero AyIHMTOpHBIC 3aHATHS Cam.
4acoB JIK 3 Jb Pao.
Paznea 1. «IIpeamer 3agaum u cogep:kanue kypca. Oc- 10 2 2 2 4
HOBHbIC MOHATHS B 00/1aCTH 321U THI U 00padOTKH
KOH(UIeHIHAJIBHBIX IOKYMEHTOBY
1 | Tema 1. IlpeAnocbUIKM M HampaBlIEHUs] COBEPIICH- 10 2 2 2 4
CTBOBAHMSI TEXHOJIOTUU 3aIIMUTHI U 00pabOTKH KOH-
(buaeHIATBHBIX TOKYMEHTOB B YCJIOBUSX Pa3BUTHS
HayYHO-TEXHUYECKOI0 MPOrpecca U pbIHOYHBIX KO-
HOMMYECKHUX OTHOILIECHUH.
Pa3nea 2. «OcHOBBI TEXHOJIOTUH 3ALIUIIEHHOTO JI0KY- 24 4 4 4 12
MEHT0000poTa»
2 | Tema 2. Ilonstue "moxymentoobopot". OcHOBOIIO- 12 2 2 2 6
Jararoliee €IMHCTBO JABM)XEHUSI TOKYMEHTOB U WH-
dopmaruu.  JlIokyMeHTOOOOpPOT ¥ '">KU3HEHHBIN
Uk JokymMeHTa. Poiib 1 MecTo JOKyMeHTO0OO0pOoTa
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B IIPOLIECCE YIPABJICHUS OPTaHU3ALUOHHBIMU CTPYK-
TYpPaMH U IPOU3BOJACTBEHHBIMHU IIPOLICCCAMMU.

Tema 3. HWubopmManmoHHO-T0KYMEHTAIIMOHHOE
obecrieueHre neATEILHOCTH, paboThl. TpeboBaHwMs,
IpeabsBIsiEMble K JIOKYMEHT0000poTy. OcobeHHo-
CTH aBTOMAaTH3UPOBAHHOTO 0e30yMakHOTO JOKY-
MeHTO00OpoTa. ENMHCTBO NMPUHLMIIOB U HampaBiie-
HUH JBWDKEHUS TPAJAUIMOHHBIX U 3JEKTPOHHBIX JO-
KYMEHTOB

12

Pasznen 3. «JlokyMeHTallHOHHOE O0ecneyeHue yrpaB-
JIeHHsl, 3HAKHU H 3HAKOBbIE CHCTEMbD»

54

12

12

12

18

4

Tema 4. [lonarue nokymentupoBanus. KogupoBanue
uHpopmanuu. Bunbel K010B, CBOICTBA KO/Ia. 3HAKU U
3HAKOBBIE CUCTEMBI, X Kiaccupuxamus. EctecTBen-
HBIE M HICKYCCTBEHHBIC SI3bIKHU.

18

Tewma 5. [Iucbmo. DTansl pa3Butus nucbMa. Bo3Huk-
HOBEHHE M pa3BUTHE pycckoro nucbma. M3o0pasu-
TelbHOE JOKyMeHTHpoBaHue. ['paduueckuil A3bIK.
I'paduueckue 00pasbl Kak COBOKYITHOCTh M300pa3u-
TEJIbHBIX 3J€MEHTOB. TexHnuyeckoe JOKyMEHTHPOBa-
nue. Kaprorpadus. M300pa3utenbHOe HCKYCCTBO.

18

Tema 6. JlokymeHTHpOBaHWE Ha (GOPMATBHBIX (HC-
KYCCTBEHHBIX) S3bIKaX. VICKYCCTBCHHBIC SI3BIKH,
NpeIHa3HAuUCHHBIC Il OOLICHHUS MEXIY JIFOJIbMHU.
SA3biku nporpammupoBanus. Cucremsl 3anucu. Cre-
Horpadus. [lludporanue nndopmarun.

18

Pa3nea 4. «Cragum o6padoTKu M 321U THI KOHUIEH-
HHAJbHBIX IOKYMEHTOB)

44

20

7

Tema 7. Hasnayenue u 3amayu CTaauu IpUeMa U
MEepPBUYHON 00pabOTKM KOHPUACHIMATIBHBIX OKY-
MeHTOB. TumoBol cocTaB omepauuid IPOLELypPbI
IpyueMa MaKkeToOB, KOHBEPTOB M MHBIX OTIPAaBJICHUM,
MIOCTYNMBIIUX K3 IIOYTOBOTO OTHAEIEHUS HIU OT
HapO4YHOro. Y4eT MOCTYIUIEHUH, cocTaB (UKcHUpye-
MBIX JaHHbIX.

22

10

Tema 8. TumoBoil cocTaB omnepauuii HPOLEIYpPbI
NepBUYHON 00paboTKM HOKyMeHTOB. [lepBuuHas 00-
paboTKa MOCTYNMUBIINX MAIIMHOYUTAEMBIX H ayJIHO-
BU3YaJIbHBIX JIOKyMEeHTOB. HaszHaueHue u 3amauu
CTaJUH TPEABAPUTEIHLHOTO PACCMOTPEHHS B pacIpe-
JeNICHUsI TOCTYMUBIINX JOKYMEHTOB. THMOBOH co-
CTaB ONepaIfii MpoLeayphl MPeABAPUTEIHLHOTO pac-
CMOTpEHUs JOKYMEHTOB. IlopsioK BBISBIEHUS KOH-
(bUACHITMATEHBIX JJOKYMEHTOB, COZIEPIKAIINX KOM-
MEpYECKYI0 TallHy ¥ MOCTyNuBLIMX 0e3 rpuda orpa-
HUYCHUS JIOCTYTIA

22

10

Pa3nea 5. «CucremaTnsanus v onepaTuBHOE XPaAHEHHE
KOH(])HI[EHIII/I&JII)HI)IX AOKYMEHTOB.»

12

9

Tema 9. HasgaueHue U 3aa4d CTagUU COCTABIICHUS
M BEJCHUS HOMEHKIATypbl Jed. MeToauka cocTas-
JIEHWSI HOMEHKJIATYPhI JIeNI: U3y4eHHEe COCTaBa JIOKY-

12
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MEHTOB, pa3paboTKa KIACCU(DUKAIMOHHOW CXEMBbI
HOMEHKJIATYpHhI, (GOPMYIUPOBAHKE 3ar0JIOBKOB JIe] U
UX CHCTEMAaTU3alusi, UHJICKCUPOBAHUE JIEJI, OIpe/ie-
JICHHE CPOKOB XpaHenus jaei. [IpaBuia ¢popmynupo-
BaHUS 3arojIoBKOB Jeil. llepeueHb TOKYMEHTOB C
yKa3aHHEM CpPOKOB WX XpaHeHusi. HaszHaueHue re-
peuns. TwumoBble W BEIOMCTBEHHBIC TICPCUYHHU.
CrtpykTypa mepeyHeld W TOpSAOK MX IPUMCHEHUS.
ABTOMATH3UPOBAHHBIE METOABl COCTABIICHUS HO-
MeHKIaTypbl Jien. OCOOCHHOCTH COCTaBIICHHSI HO-
MEHKJIATYphl N7 IS KOHQUIACHIIMATBHBIX J[OKY-
MEHTOB Pa3jIMYHOIO THIIA M YPOBHS KOH(UICHIIHU-
anpHOCTH. OQopMIIeHHEe HOMEHKIIATYpHI JIell, €€ COo-
rJIACOBaHUE W yTBEpKACHHE. THUIIOBOHM cocTaB orie-
paruii mporeaypsl BeIeHUS U 3aKPBITHS HOMEHKIIA-

TYpHI JIen
dopma omuemnocmu 3auer ¢

OLICHKOM
Konmponw
Hmozo 3a 8§ cemecmp 144 28 28 28 60
B T.4. IPAKTHYECKAs MTOJTOTOBKA 4
UTOoro 144 28 28 | 28 60

OuHo-3204Has popma 00yUeHUS HE peaiu3yeTcst
3aouHast popma o0yueHHs He peau3yercs

I11. OEHOYHBIE MATEPHUAJIBI JIJIS IPOBEJAEHUS TEKYIIENA U
MPOMEXKYTOUHOM ATTECTAIIMU OBYYAIOIIUXCS IO JUCHUIIJIUHE

Tekymas arrecrainus mpoBoauTcs B hopme TecTa, pedepara.

Tumnosoi BapuaHT TecTa

1. Uudopmanust — 3to0:

a) CBelEHUS O IMIax, (akrax, cCOOBITUAX W SIBIECHUSX, MepelaBacMble Ha OyMa)KHBIX MWIIH
MarHMTHBIX HOCUTEISAX

0) cBeneHus 0 MUIaX, paKTax, COOBITUAX U SBJICHUSAX HE3aBUCHMO OT ()OPMBI UX MPE/ICTaBICHUS

B) CBEICHHUS O JIMLAX, (PaKTax, COOBITUSAX U ABJIEHUSIX, UMEIOLINE OMPEIEICHHYIO0 CTOUMOCTD

2. JIoKyMeHT — 3T0:

a) MaTepualbHBI OOBEKT, SBISIIOIIMIICA HOCUTENEM OIpeaeleHHOW HHQOopMaluu U
IIpeIHa3HAYEHHBIN AJIs €€ MepeAadn BO BPEMEHU U IPOCTPAHCTBE

0) muct Oymaru omnpeaeneHHoro ¢popmMara, coaepKaniuii HHHOPMAIUIO O PA3IMYHBIX 00BEKTAX

B) MaTepUAIbHbIN 00BEKT, YIOCTOBEPSIOUINHA TMUYHOCTh YEIOBEKa

3. K xakoMmy Ty HOcuTeNe TOKYyMEeHTOB oTHOCUTCSI CD-nnck?

a) OyMa)KHbIE

0) MarHUTHBIE

B) ONTHYECKHUE



4. JIOKyMEHTHI, CO3/JaHHbBIC HOPUIUYECKUMH WU (PU3NYECKUMHU JUIAMU U O(OpPMIIEHHBIE B
OIIpeJIeJIEHHOM TOPSI/IKE, — 3TO:

a) TMYHbIC TOKYMEHTHI

0) ourmanbHbIe TOKYMEHTHI

B) IEPBUYHBIE JJOKYMEHTBI

5. DKCIUTyaTallMOHHOE CBOMCTBO JOKYMEHTAa — 3TO:

a) ero CrocoOHOCTh MepeIaBaTh HHPOPMAIIHIO

0) COXpaHHOCTh JOKYMEHTa, KOTOpasi 3aBUCHT OT MaTePHAIbHOIO HOCUTEIS U CPEACTB MUChMa
B) aKTyaJIbHOCTb, JOCTOBEPHOCTb U JOCTYITHOCTh JOKYMEHTA

6. O6men nnpopmanueir — 370:

a) KOMMYHUKaTUBHasl (YHKIUS JOKYMEHTa

0) nHpopmanmoHHas GyHKIUS JOKYyMEHTA

B) COLIMATIbHO-KYJIbTYpHAs (PYHKIHS JOKYMEHTA

7. PEKBU3UT JOKYMEHTA — 3TO:

a) cXxema pacroJoKeHus onpeAeNeHHOM HH(OPMAaLIUK BHYTPU TOKYMEHTa

0) perucTpalMoHHbBIA HOMEpP JOKYMEHTa

B) 00s13aTeIbHBIN AIeMEHT 0OopMIIeHUS OPHUIHAILHOTO TOKYMEHTA

8. brank nokymeHnta — 3T10:

a) naucT Oymaru c 3apaHee BOCIPOU3BEACHHBIMU PEKBU3UTAMH, COJCPXKAIIMMH MOCTOSHHYIO
nHpopManuo 00 OpraHu3aIi — aBTOPE JOKYMEHTa

0) 3aMOJIHEHHBIH 10 Ma0JII0OHY JOKYMEHT

B) JIOKyMEHT, PAcIIOJIOKEHUE MeYaTH M MOANKCH Ha KOTOPOM OMpPEEIseTCs] TOCyIapCTBEHHBIMHU
HOPMAaTUBHBIMH aKTaMH

9. JokyMeHTOOOOpOT — 3TO:

a) ABIDKEHUE IOKYMEHTOB C MOMEHTA MX CO3JIaHUS WJIH TMOJIyYEHUS JI0 3aBEpPIICHUS UCIIOTHEHUS,
OTIIPABKH WJIM CAAYH B apXUB

0) ABMKEHHE JJOKYMEHTOB Uepe3 CeKpeTapsi-IeI0NpPOU3BOAUTENS K PYKOBOIUTENIO KOMITAHUN

B) OOMEH IOKyMEHTaMH MEXAY ABYyMs U 0ojiee opraHu3aluusiMu

10. XapakTepucTiuka JOKyMEHTO000pOTa, KOTOpas BKIOYAET BCE MHCTAHIIMU HA MYTH JBMXKEHUS
JOKYMEHTa OT CO3JJaHHs YePHOBUKA (FITH TTOTYYEHHS ) 0 TIOAMIUBKY B JIEJI0, — ITO:

a) MyTh IBHKEHUS

0) MapLIPYT ABHKEHUS

B) KapTa JBUKECHHS

11. OnepatuBHOE MPOXOXKICHHUE JOKYMEHTa MO HamOoJiee KOPOTKOMY M MPSIMOMY MapIIpyTy C
HaUMEHBUIMMHU 3aTpaTaMHU BPEMEHU — 3TO:

a) IJIaBHOE MPaBUJIO0 OpraHU3alluy JJOKYMEHTO000pOTa

0) HeloCTHXKMMAs 11eJTb OpraHu3aluy JOKYMEHT0000poTa
B) OIMH U3 ATAIIOB ONTUMHU3AIIUN OU3HEC-TIPOIIECCOB

12. CnoxuBlieecs MM OPraHU30BaHHOE B Ipeaenax HH(POPMAIMOHHON CHCTEMBl IBH)KEHUE
JaHHBIX B OMpEJEeICHHOM HAaIpaBJICHUH, TIPU YCIOBUH, YTO Y 3TUX JAHHBIX OOMIMN MCTOYHUK M OOIIHIi
MPUEMHUK, — 3TO:

a) TOKYMEHTO000pOT

0) JOKYMEHTOIOTOK

B) TOKYMEHTHPOBaHUE

13. O6beM T0KyMEHTO000pOTa — 3TO:

a) KOJIMYECTBO WHTEpHET-TpaduKa, MCIOJb30BAaHHOTO OpPraHU3alluel 3a OIMpPEACNICHHBIH TEePHOT
BpEMEHHU

0) cyMMapHO€ KOJIMYECTBO IOKYMEHTOB B apXMBE OpraHU3aluu

B) o0miee KOJIMYECTBO JOKYMEHTOB, IOCTYNUBIIMX WM CO3JAaHHBIX OpraHu3aluer 3a
ONPENIEICHHBIN NTEPUOJ BPEMEHH

14. JIoKyMEHTONOTOKH IO HAIPABJICHUIO AETATCS Ha:
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a) TOPU3OHTAIILHBIC U TIEPEKPECTHHIC

0) TOpU3OHTATILHBIE U BEPTUKAJIBHBIE

B) TOPU30HTAJIBHBIC H BOCXOASIINE

15. JIOKyMEHTOMOTOKH I10 OTHOIIEHUIO K YIPABICHYECKOMY OOBEKTY ACTATCS Ha!

a) BXOJAIINE U UCXOISIIHE

0) BXoAsIIMe, UCXOIAIINE U BHYTPEHHHE

B) JIMYHBIC U OPUITHATHHBIC

16. 3anuch y4eTHBIX JaHHBIX O JIOKYMEHTE MO yCTAaHOBIEHHOH (opme, puxcupyromiei ¢pakt ero

CO3aaHus, OTIIPABJICHUA WX IIOJIYUYCHUSA, — OTO!:

a) perucTpanus J0KyMeHTa

0) nmepBuyHas 00pabOTKa JOKyMEHTA

B) oopMIIEHUE TOKYMEHTA

17. UcnoyiHeHUE TOKYMEHTa — 3TO:

a) MOATOTOBKA IMPOEKTAa OTBETHOT'O JOKYMEHTA, €T0 COTJIACOBAHHUE C COUCITOIHUTEIISIMH

0) KOHTPOJIb 32 COOJIIOJICHUEM CPOKOB, YKa3aHHBIX B TJOKyMEHTE

B) TIPOIIECC MOANMCAHUS JOKYMEHTOB, IPEACTABICHHBIX CEKPETAPEM

18. JIOKyMEHT WJIM COBOKYITHOCTb JOKYMEHTOB, OTHOCSIIIUXCSI K OJHOMY BOIPOCY WU YYacTKy

JEeSATEIIbHOCTH, TOMEIIEHHBIX B OTICIILHYIO O0JIOKKY, — ITO:

a) daiin

0) nemo

B) apXHB

19. Pacnionioskurte B paBUIILHON MTOCIEA0BATENBHOCTH ATaMbl 00paOOTKU BXOASIIUX TIOKYMEHTOB,

Ha4yuHaA € IICPBOIo:

a) 03HAaKOMJICHHE B CTPYKTYPHOM ITOJpa3/ICJICHIH WU HCIIOJTHCHUE

0) SKCcTIeIMIIMOHHAs 00paboTKa

B) perucrpanus

20. PacnonoxuTe B MPaBWIBHOW TOCIEAOBATEIIBHOCTA 3Talbl O0O0paOOTKH HMCXOASIINX

AOKYMCHTOB, HAYHMHAasA C MEPBOro:

ok~

a) PKCIeTMIIMOHHast 00paboTka
0) peructpanus
B) pa3paboTKa MPOEKTa JOKYMEHTa B CTPYKTYPHOM I0JIpa3/IeieHUN.

IIpumepHas Tematuka pedeparon
IIpoBenenue ciayxeOHOro paccienoBaHus NO (akTaM YTEUKM KOH(HUAEHIMATbHONH HH(OpMaIuu,
yTpaThl HOCUTENEH, CoAepkKallluX TaKue CBEJIEHUs, a TaKKe MO (akTaM MHBIX HapyILIEHHH pexuma
KOH(HIEHIIMATIbHOCTH.
Oco0eHHOCTH TIpeAoCTaBlIeHUs MHpOpManuH, Kiaccudukanus nHGOpMaluu Mo IpaBy JocTyna K
uHpopMalnu.
Otanbl  00pabOTKM  BXOMSIIMX W BHYTPEHHUX JOKYMEHTOB, TMOPAJOK ydYeTa BXOJSIINX
KOH(HIEHIIMATIBHBIX JJOKYMEHTOB.
O6bexTsl THHOPMAITMOHHOTO MPaBa.
Opranuzanus JOKyMEHTO000pOTa, OCHOBHBIE TpeOOBaHMSA K OpraHM3alluU JOKyMEHTooOOpoTa st
KOH(HIEHIINATBHBIX JJOKYMEHTOB.
CyOBexTsl HHPOPMALIMOHHOTO MPaBa.
Bunapr GnankoB. CoctaB u mpaBuia o(QOPMIICHHS PEKBH3WUTOB 0OIIero OjiaHka, OJIaHKa MHCHMA.
XapaKkTepuCcTUKH HHPOPMALMOHHOM O€30MacHOCTH.
TpeboBanust Kk 0OpMIECHUIO PACHOPSAUTEIBHBIX JOKYMEHTOB (TpHKa3, pacrnopssKeHUe, peuieHue,
IIPOTOKOJI).
[TpuHIMIIBI TOCTPOEHUS CUCTEMbI HH(POPMAIIMOHHOM 0€301acHOCTH.



10. Opranuzamusi  COy)KObl ~ JETONPOM3BOJACTBA, CTPYKTYpa, 3adaud ©W  (QYHKIUHA  CIYKOBI
JOKYMEHTAI[MOHHON OpraHU3aliK YIPABICHUS MO0 00ECIICUYCHUIO COXPAHHOCTH KOH(HUICHIINATHHBIX
JTOKYMEHTOB.

11. OcHOBHBIC 1IeNH U 33]Ia4H 110 00eCTICUeHUI0 HH(POPMAITMOHHON 0€3011aCHOCTH.

12. TpeboBanus K OQGOPMIICHHUIO OPraHU3alMOHHBIX JIOKYMEHTOB (TIOJIO)KCHHE, HWHCTPYKIIHS,
PYKOBOJICTBO, TOTOBOD).

13. OcHoBHBIE METOIBI OOCCTICUCHHS HH(OPMAITHOHHON O€3011aCHOCTH.

[IpoMexyTouHas arTecTanusi 00y4aromuXcsl OCYIIeCTBIsAETCS B (opMe 3aUeTa C OLEH-
KOH C HCIIOJIb30BAHUEM CIEAYIOIUX OLIEHOYHBIX MATEPUANIOB: NEpeyeHb ONPOCO8 K 3a-
yemy.

Bomnpockl K 3a4eTy
(8 cemecTp, ouHas popma 00yUeHNsI)

1. OcHOBHBIE TIOJIOKEHUS TIO IOKYMEHTHPOBAHUIO.

[Ipeamer u 3amaum Kypca. CTaHOBJIEHHE U Pa3BUTHUE JEJIONPOU3BOJCTBA KaK HAYYHOW JHUCLMILINUHBI,

€€ MeCTO B CUCTEME HayK.

MeTtob! vccieIoBaHUS TOKYMEHTOBeAUecKuX mpodiem. OOIieHayYHble U CrielnaibHbIe METOIBI.

KonpuneHmmansHoe MUCHhMO B YCIOBUSAX YHUDUKAIIMH

Bunbl koH(pUIEHITHANTBHBIX JOKYMEHTOB U UX KJIaCCU(PUKALIUS.

OcHoBHbIE (DYHKIIUU IETOMPOU3BOJICTBA, UX OCOOCHHOCTH MPH paboTe ¢ KOH(MUICHINAILHOW UHOP-

Maruei.

7. IlpaBOBOH, ympaBiIeHYECKHH, UCTOPUIECKHA, HH)OPMAITHOHHBIN aCIeKThl B KOH(PUACHIUAIBHBIX J10-
KYMEHTOB.

8. Komuposanue nHpopmanmu. Buabl Ko10B, cBOCTBa Koia. 3HAKW W 3HAKOBBIE CHCTEMBI, HX KIIACCH-
bukamys.

9. I'padmueckuii s3uk. ['paduueckre 0Opa3sl Kak COBOKYITHOCTh M300Pa3UTEILHBIX JJIEMEHTOB. TeXHHU-
yeckoe JokyMeHTupoBanue. Kaprorpadus.

10. TpaguumoHHBIE CITOCOOBI IOKYMEHTHPOBAHHUS. PydHbIe MUIyImuye cpeacTBa, UX JOCTOMHCTBA M HEJO-
CTaTKH.

11. TlonsiTue HOCHUTENST KOHPUACHIIMAIBHONU JOKYMEHTHPOBaHHOM nHpopManuu 12 O0ume u cnenudu-
YeCKUE CBOMCTBA JIOKYMEHTHUPOBAHHOW HH(OpPMAIMH: TPAHCIUPYEMOCTb, TUCKPETHOCTh, IIEHHOCTD,
MIOJIHOTA, MOJIE3HOCTh U .

12. TlonsiTus «cmoco0 TOKYMEHTHPOBAHUS», «CPEICTBO JOKYMEHTHUPOBAHUM», «CUCTEMa JOKYMEHTHUPO-
BaHUS».

13. TlonsiTus «uHbOpMaIIMOHHAs EMKOCThY», «MHPOPMATHBHOCTLY», «MHPOPMAIIMOHHAS TIIOTHOCTH JOKY-
MEHTa.

14. TlonsiTue HOCUTENS JOKYMEHTUPOBAHHOW HH(pOpMAIIHH.

15. Ilenp 1 OcHOBHBIE METOBI Kiaccudukanuu. Mctopudeckoe pa3BuTHE CIOCOO0B KilaccupuKammuu J0-
KYMEHTOB.

16. [TonsaTHe TekcTa moKyMeHTa. DyHKIMOHATBHBIE OCOOEHHOCTH TEKCTOB MUCHMEHHBIX JIOKYMEHTOB.
HNHTepTekcTyanbHOCTb.

17. TlonsiTHE «IOKYMEHTHBIE PECYpChl», UX oOmias xapakrepucTrka. COOTHOIIEHUE TOKYMEHTHBIX U MH-
(opMaIMOHHBIX PECYPCOB.

18. CymHocTh M OCOOSHHOCTH JOKYMEHTHOW KOMMYHHUKAauH. [|OKyMEHTHBIE MOTOKH, WX OCHOBHBIC
CBOMCTB.

19. VauduuupoBaHHbIE CHCTEMBI IOKyMEHTAIUU. [ 0CyTapCTBEHHBIE CTAaHIAPTHI Ha JIOKYMEHTAIIHIO.

20. INonsATHE TIEPCOHALHBIX TAaHHBIX.
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21. IIpoekT KoH(MUIESHIINATHFHOTO JOKYMEHTA U MPUKa3 OHATHS U (DOPMBI.

22. Tlonatue ohUIMaATBEHOTO TOKYMEHTA.

23. Perucrpanus JOKYMEHTOB U BUJIbI PACIIOPSIUTEIBHON TOKyMEHTAIINH.

24. CocraBiieHUE OTYETOB.

25. OcobeHHOCTH 0(UIIHATIEHO-IEIOBOTO CTHIIS.

26. Perucrpanus 1 yueT TOKyMeHTOB. OpraHu3aiiis KOHTPOJIS 32 UCIIOJIHEHUEM IOKYMEHTOB.
27. XpaHeHue TOKYMEHTOB M COCTABJICHUE HOMEHKIIATYP.

IV. IEPEYEHD JIJUTEPATYPBI, HEOBXOJIUMOW JUISI OCBOEHMS
JUCHUATIIMHBI

4.1. OcHoBHas JqUTEpaTypa
1. Munyk, C.B. 3amura u o6paboTka KOH(pHICHIMATBHBIX JOKYMEHTOB: BUbI TaiiH :/ C.B. Munyk ;
Jluneuxkuil rocynapcTBeHHbIH nexarormdeckuit yHuepcuter wumenu II. II. Cemenoa-TsH-
[ITanckoro. — Jlunenk : JIMneukui rocy1apCTBEHHBIN Ienarorudeckuii yuHusepcurer umenu ILI1
CemenoBa-Tan-1llanckoro, 2017. — 62 c¢. : w1 — PexuMm [gocTyma: 1O TOAMHCKE. —
URL.: https://biblioclub.ru/index.php?page=book_view red&book id=577437 (mara oOparueHus:
01.09.2021). — bubnuorp. B KH. — TeKCT : 3JIEKTPOHHBIH.

4.2. lonosHUTEILHAS JIUTEPATYpPAa

1. bucrokoB, B.M. 3ammra u 00paboTka KOH(pHUICHUIUATBHBIX IOKYMEHTOB : ydeOHOe mocolue /
B.M. buciokoB ; Cesepo-KaBkasckuii (enepanbubiii yauBepcurer. — CraBpornons : Ceepo-
Kaskasckuit @enepanpubiii yausepcuter (CKOY), 2016. — 153 c. : tabn. — Pexxum poctyma: mo
moxnucke. — URL: https://biblioclub.ru/index.php?page=book_view_red&book id=458917 (nara
obpamienus: 01.09.2021). — bubmuorp. B KH. — T€KCT : 3JEKTPOHHBIA.

2. JlokymeHrtoBeaeHue : yuebHoe mocodue : [16+] / coct. C.B. Munyk ; Jlunenkuii rocy1apcTBEeHHBIN
negarornyeckuil yausepcurer uMmenu l1. I1. CemenoBa-Tsan-11lanckoro. — JIuneuk : Jlunenkuii roc-
yaapcTBeHHbIN nenaroruueckuil yausepcurer umenu [LI1. CemenoBa-Tsau-Illanckoro, 2017. — Y. 1.
- 55 c. : UIL. - Pexxum JocTymna: o MTOJIINCKE. -
URL.: https://biblioclub.ru/index.php?page=book_view red&book _id=576848 (nara oOpareHus:
01.09.2021). — Bubnuorp. B KH. — TEKCT : AIEKTPOHHBIH.

V. IEPEYEHb PECYPCOB UH®OPMAIIMOHHO-
TEJEKOMMYHUKAIIMOHHOMN CETU «MHTEPHET», HEOBXO/JUMBbIX
JJIA OCBOEHUSA IUCHUITIJIMHBI

Cceblika HA HaumeHnoBanue pa3padoTku
nn . . HoctrynHocrs
HHPOPMALMOHHBII pecypc B JIEKTPOHHOI1 opme
1. http://edu.ru/ Poccuiickoe o6pa3oBa-
Hue: degepanbHbIi CBoOOIHBIH J0CTYT

nopraJj. Bkiaroyaer
CCBUIKM Ha TOpTaJbl H
caifTel 0Opa3oBaTeIbHbBIX
YUpEKIAEHUM; rocyuap-
CTBEHHbIE o0pa3oBa-
TeJIbHbIE CTaHAAPThI;
HOPMAaTUBHBIE JIOKYMEH-
ThI; KaTaJIOT SKCKYPCHU 1
00yYaromux Mporpamm.
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Wudopmannonso-
aHanuTHYecKue Marepu- | CBOOOIHBIN HOCTYI

V1. COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX
N UHOOPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI

1. | http://www.biblioclub.ru

DIIeKTPOHHO-OUOIMOTEeUHAS
cuctema (3bC)

YHuBepcurerckas OMOINOTEKa OH-
JanH

Perucrpanus yepes Jnto-
00l YHUBEPCUTETCKUI
KOMITBIOTED.

B nanbheiimem npeno-
CTaBJISIETCS HEOTPAHUYECH-
HbIM MHJIUBULYAJIbHBIN
JOCTYM U3 JI000H TOUKH,
B KOTOPOW MUMeEETCs J10-
cTyn K cetu MHTepHer

Www.garant.ru

HNudpopManimoHHO-TIPpaBOBOM MOPTAI

CBoOoOIHBIHM JOCTYM

3. | wwwe.elibrary.ru

Poccuiickuit nHGOpMaAIMOHHBIN TTOP-
TajJ B 00JaCTH HAyKH, TEXHOJIOTUH,
MEIHIIMHBI 1 00pa30BaHus

CB0OOIHBIH JOCTYN

4, www.consultant.ru

Poccuiickas KOMIIBXOTCpHAs CIIPpaBOY-
HO-IIpaBOBasg CUCTCMaA

CBoOOIHBIHM JOCTYT

VII. JUOEH3UMOHHOE U CBOBO/JHO PACITPOCTPAHSAEMOE

IHPOI'PAMMHOE OBECIIEYEHHUE

ITpu peanuzanuu y4eOHON AUCHUIUIMHBI IPUMEHSETCS CIenyollee JUIEH3NOHHOE U CBOOOIHO pacIpo-
CTpaHseMO€e IIPOrpaMMHOE 00eCIIeUeHueE:

- Microsoft Windows;
- Microsoft Office;
- Libre Office u ap.

ViIl. OBOPYJAOBAHUE U TEXHUYECKHUE CPEACTBA OBYYEHMUSI,
HEOBXO/UMBIE JIJ151 OCYHIECTBJIEHUSA OBPA30OBATEJIBHOI'O

MPOLECCA MO JUCIHUATIIMHE

YueOHble 3aHATHS MPOBOMAATCS B AYIAMTOPHUAX, YKOMIUICKTOBAHHBIX CIEIIHATH3UPOBAHHOM
Me6eJ'II)I-O, B TOM YHCJIC CTAlMOHAPHBIMU HJIM MEPECHOCHBIMU TEXHHUYCCKUMU CPCACTBAMU O6yquI/I$I
(IpoeKTOop, 9KpaH, KOMITbIOTEP/HOYTOYK).

JlaBoparopHble 3aHATHS, TPYNIIOBbIE M UHAUBHIyaJbHbIE KOHCYJIbTALMU, TEKYyIIas U MpoMe-
JKYTOYHAs aTTECTAI[H MPOBOJATCS B CIIEIHMATHM3HPOBAHHBIX KOMITBIOTEPHBIX Kilaccax. [lepedeHs oc-
HOBHOT'O 00OpYIOBaHUs: aBTOMATH3MPOBAHHBIE pabOYMe MecTa ¢ KOMITBIOTepaMH, MPOrpaMMHOE
obecrnieueHre o0Iero 1 NpoQPecCUOHANTBHOTO HA3HAYCHHUS.

CamocrosiTenpHass paboTa MPOBOIUTCS B KaOMHETaX, OCHAIICHHBIX KOMIBIOTEPHON TEXHUKOM
C BO3MOXKHOCTBIO MOJKIIOYECHUS K ceTh «MHTepHeT» U o0ecreueHneM JI0CTyna B 3JEKTPOHHYIO WH-
(dhopmMarmoHHO-00pa30BaTEIbHYIO CPEAy YHUBEPCUTETA.

[IpexycMOTpeHbI HOMEIICHHUS TSl XpAaHEHUS! H TPO(PHUIAKTUIECKOT0 00CTYKHBaHHsI y4eOHOTO

000opyToBaHUs.
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