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PABOYAA ITPOI'PAMMA IUCIUITIINHBI

b1.5.14 3ammuTa n 00padoTKka KOH(PUICHIMAJIHLHBIX TOKYMEHTOB

Hanpasaenue noaroroBku: /0.03.01 Ungopmayuonnas 6ezonacnocms
Hanpasaennocts (mpodunb): Opeanusayus u mexnono2us sauwumsl ungopmayuu (no

ompacnu unu 8 cghepe npogeccuoHanrbHoOU deamerbHOCmu)

KBanndukauus (crenenn): 6axanasp
®opma 00yueHUs: ouHas

NHeTuTyT: MaTeMaTHUKH, €CTECTBO3HAHUS U TEXHUKHU
Kadeapa: maTeMaTn4eckoro MOAEIMPOBaHKS U KOMIBIOTEPHBIX TEXHOJIOTHI

ouHasi popma

OYHO-3204YHAS 3ao4yHas popma
dbopma

Kypc 2
Cemectp 4
Jekuun 18
JlabopaTopHble 3aHATHS 18
I[IpakTHyeckne (ceMHHAPCKUE) 3aHATHS 36
KouncyabTanuu 2

®opma(bl) MPOMEKYTOYHOM aTTECTALIUH

9k3amen - 0,3

KonTpoas 27
HNubie popMbl padoThI
CamocrositesbHass padora 42,7

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

Pazpabotuuk(u) paboueil mporpamMmsl:

KaHOUOam _huzuko-mamemamuieckux HayK, OOUeHm

C.A. Pomynkun




|. OPTAHU3AIIMOHHO-METOJUYECKHA PA3IEJ
Iesab n3yyeHus: AMCUMIIHHBI:
~  O3HAaKOMJICHHME CTYJEHTOB C OCHOBAaMHU TE€OPHUM, HEOOXOAMMOH JUIsl PELIEHUs MpH-
KJIQJHBIX 3a/1a4 CO3/JAaHUA U 3allUThl JOKYMEHTOB, a TAK)KE YIPABICHUE JOKYMEH-

TOOOOPOTOM OpTaHU3AIIHHA.
3agaum n3y4yeHus1 IMCUMILINHBI:
~ H3YYCHHE OCHOBHBIX BOIPOCOB COBPEMEHHOM TEOPHH 3aIlllUThI, TOATOTOBKH, 00pa-
OO0TKM TOKYMEHTO000POTa;
~  W3yYCHHE OCHOB JOKYMCHTOBE/ICHUS,
— BOCTHMTAHHE JIETIOBOTO M JIOTUYECKOTO MBINUICHUS Ha TIPUMEPE PEIICHUS 3a71a4 COo-
3IaHUSI ¥ IPUHITATIOB OPTaHU3AINH TOKYMEHTOBEACHHUS.

Mecto mucuumiaunbl B cTtpykrype OIIOII: peanusyercs B pamkax 6a30BOi 4acTH
6moka b1. Jlucuuruinnel (Moynun).

Ilnanupyembie pe3yJabTaThl 00YYCHHUs 10 TUCIHUIIMHE!

Kon NuaukaTopsl JoCTHKEHUS IInanupyemsle pe3yJibTaThbl 00y4eHHs
KOMIIEeTeHIHH KOMIIeTeHIIHH M0 AUCHMIJIHHE
OIIK-5 3HaTh: 3naer:

- OCHOBHBIE HOPMATHBHO-TIPABOBBHIE | - OCHOBHBIE HOPMAaTHBHO-TIPABOBBIE AKTHI H
aKThl U JIOKYMEHTHI, CBSI3aHHbIE C | JIOKYMEHTBI, CBsI3aHHBIE C OOecreueHUueM
obecriedyeHneM 3alMThl U 00pabOTKH KOH(UICHIINATBHBIX
npogeccuoHaIbHON JIOKYMEHTOB,

NeSTeTbHOCTH; - TpaBOBbIE OCHOBHI HMH()OPMAIIOHHOMH

- IIPaBOBBIE OCHOBBI | 0€30IaCHOCTH, 3HAaTh CIIOCOOBI OIIEHKH
nH(pOpPMAIIMOHHON Oe30MacHOCTH, | 3(PGEeKTUBHOCTH Mep MO 3alluTe |
3HATh CHOCcO0BI OLIEHKU | 00paboTke KOH(HIEHIINATIbHBIX
3¢ (HeKTUBHOCTH Mep 10 | JTOKYMEHTOB.

MH(pOPMALMOHHOM 0€30MacHOCTH;

- OpraHMU3aIMOHHO-YIIPaBIE€HYECKHE
METO/bI PabOThl B KOJUIEKTUBE U
HOpPMATHBHBIE TpPeOOBaHUS, IpH-

MEHsieMble IIPU aTTeCTalluu Teje-
KOMMYHHUKAITHOHHBIX CHCTEM.

Ymers: Ymeer:

- WUCTOJNB30BaTh  HOPMATHBHO- | -  HCIOJB30BaTh  HOPMATHBHO-TIPABOBEIC
IIPaBOBBIE JOKYMEHTBI, CBA3aHHBIE | JOKYMEHTHI, CBS3aHHbIE C OOecledeHHueM
C oOecrieueHreEM 3aIUTHl 1 00pa0OTKU KOH(PUIEHITUATBHBIX
npodeccuoHaIbHON JIOKYMEHTOB Ha MPEIIPUATHSIX;
NeSTeTbHOCTH  Ha  OOBEKTax | - OIICHUBATh aJIMAHUCTPATHBHO-
3aIIUTHI; yIpaBJIEHYECKYIO u TEXHUYECKYIO

- MOTHBHPOBAaHHO OOOCHOBBIBAThH | PEAIN3YEMOCTb " YKOHOMHYECKYIO
yIpaBJIeHYECKHE  pelleHus B | 1eJecoo0pa3HOCTh Mep MO0 3alluTe U
o0nactu oOecnieueHus | 0o0OpaboTKe KOH(UICHIIMATBHBIX
MH(POPMAIIMOHHON 0€30MacHOCTH | JOKYMEHTOB,

B HECTaHJAPTHBIX CHTyalUsX W | - MIPOBOJTUTH IKCTIEpUMEHTAIBHO-
TOTOBHOCTb ~ HECTHM 32  HHUX | UCCIIEJOBATEIbCKYIO pabOTy NpHU aTTecTaluu
OTBETCTBEHHOCTb; TEJIEKOMMYHHUKAIIMOHHBIX CHCTEM TI0 3aIIUTe




- OIICHWBATh AJMHHUCTPATHBHO-
VIIPABJICHYECKYI0 U TEXHUYECKYIO
peann3yeMocThb u
HKOHOMHYECKYIO
11eJ1ec000pa3HOCTh Mep o
nH(pOpMaIMOHHOM 06€30MMacHOCTH;
- TPOBOAMTH SKCIEPUMEHTAIHHO-
UCCIICIOBATEIbCKYI0 paboTy TIpHu
aTTeCTallUd TEJEeKOMMYHHKAIIMOH-
HBIX CHCTEM.

1 00paboTKe KOH(PHICHIIHATIBHBIX JOKYMEH-
TOB.

Baaners:

- HaBBIKaMH PabOTHI C HOPMATHUBHO-
MPaBOBBIMU  JIOKYMEHTAMH, B
YaCTHOCTH C HOPMAaTHBHOM Oa3oi
PO, cBa3aHHBIME C 00CCIICUCHUEM
MH(POPMAIMOHHON 0O€30MacCHOCTH

Ha KOHKPCTHBIX 00BeKTax
3alllMUThI,
- KOMIIJICKCOM MCEp oo

nH(pOpPMaIIMOHHOM 0€301MacCHOCTH;
- 0a30BBIMH HAaBBIKAMHU OKCIICPH-
MEHTaJIbHO-HCCIICIOBATEIbCKUX Pa-
0oT.

Baaneer:

- HaBbIKAMH pabOTBl C HOPMATHUBHO-
MPABOBBIMU JIOKYMEHTAMH, B YACTHOCTH C
HOpMaTHBHON 0azoii P®, cBsA3aHHBIMEH C
o0ecrieyeHHEM 3alUTEl U 00pabOTKH
KOH(MUICHIMANBHBIX  JIOKYMEHTOB  Ha
PEITPHUATHSIX

- KOMILJIEKCOM MEp IO 3aluTe U 00paboTke
KOH(UICHIMATBHBIX JOKYMEHTOB;

- 0a30BBIMHM HaBBIKAMHM 3aITUTHI H 00PaOOTKH

KOH(HUICHIIMATHHBIX JIOKYMCHTOB.

OIIK-7

3HaTh:

- OCHOBHBIE BHJBI U Kiaccu(puka-
LU0 MH(QOPMALMOHHBIX PECYPCOB
OpraHu3aINH;

- MOJIeJIU yrpo3 MH()OPMAITMOHHON
0€30MacHOCT U HapyLIUTelNeH,
METOAMKH OLIEHKH PHUCKOB peau-
3allMyd Yyrpo3 Npu (YHKIIMOHUPO-
BaHUM 00BEKTA 3allUTHI;

- TpUHIUIBI obOecrieueHus UHEPOP-
MaIMOHHOM 0e30IacHOCTH € TO-
MOIIBIO TIPOTPAMMHO-ATIIIapaTHBIX
U TEXHUYECKHX CPEJICTB 3allUThI
nH(popMaLuu;

- TEPMUHOJIOTHIO, OCHOBHBIE PYKO-

BOJSIIMNE W  PErjJaMEeHTUPYIOIINE

JOKYMEHTbl B o0jactu uH(popMa-

IIMOHHOM 0€3011aCHOCTH.

3Haer:

- OCHOBHBIC BHUIBI U KHaCCI/I(i)I/IKaHI/IIO HNH-
(OpMaIMOHHBIX PECYpPCOB OpPTraHU3aIUH;

- TIPUHIMIBI 00ECTIeYeHHs 3aIIUTHI U 00pa-
00TKH KOH(HUACHIUATHHBIX JOKYMEHTOB C
IIOMOIIBIO HpOFpaMMHO-aHHapaTHI)IX nu
TEXHUUYECKHUX CPEACTB 3allUThl MH(pOpMa-
1.

Ymern:

- BBIIEIATH U3 00MUX MH(pOpMaIIH-
OHHBIX PECYPCOB IpPENIpPUATUS
nH(pOpMaLIKIO, MOANEKALIYI0 3a-
INTE;

- CTPOUTH YacTHBIE MOJETH Yyrpo3
MH(POPMALMOHHOM 0e30macHOCTH
NPEaNpusATHs, TPUMEHSITh Ha
MIPAKTUKE METOJUKHU OLIEHKU pHC-
KOB peaju3aluyl yrpo3 npu QyHk-

Ymeer:
- BBIACTATh M3 OOmUX HWH(HOPMAIMOHHBIX
pECypcoB  MpeAnpuatvus HHPOpPMAIIHIO,

MOJISXKAIIYI0 3aluTe U 00paboTKe KOH-
bUICHIMATBHBIX TOKYMEHTOB;

- OmpeneisTh HEOOXOAUMBIN MHCTPYMEHTa-
puii, mporpaMMHO-arnapaTHble U TEXHUYe-
CKHE CPEJICTBA 3alllUThl U 00pabOTKH KOH-
bUIeHIMATBHBIX TOKYMEHTOB;

- peaJu30BbIBaTh MOJIUTUKY 3aIllUTHI U 00pa-
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[IMOHUPOBAHUH OOBEKTA 3aIIUTHI, | OOTKH KOH(UIEHIMAIBHBIX JOKYMEHTOB,
- OmpeneNsTb HEOOXOAUWMBIN HH- | IPUMEHITh HOPMATHBHO-IIPABOBHIE aKThl U

CTpYMEHTapuH, MPOrPaMMHO- | HOPMATUBHO-TIPABOBEIE JIOKYMEHTHI B 00JIa-

anmapaTHble U TexHudeckue cpen- | ctu Ub.

CTBa 3alIUTHI HH(OPMAIHH;
- pealu30BbIBaTh TOJUTHKY WH-
dbopMarmoHHOK 0e30MMacHOCTH,
NPUMEHSTh HOPMAaTHUBHO-IIPAaBOBBIC
aKThl U HOPMAaTHUBHO-TIPABOBBIC JIO-
KyMeHTHI B obnactu Ub.

Baaners: Baaneer:

- CHOCOOHOCTBIO OMNPENENATh HH- | - CIHOCOOHOCTBIO OIpenessTh HH(OpMaIU-
(opMalMOHHBIE PECYpPChl, TO/UIe- | OHHBIE PECYPCHI, MOAJIESKAIINE 3alIUTE U
JKaIMe 3alluTe, yrpo3bl Oe3omac- |  00paboTke KOHPHUIACHIIMAIBHBIX JOKYMEH-
HOCTH WHGOpPMAIMM M BO3MOX- | TOB, YIpO3bl CBSI3aHHBIC C 3AIIUTOW M 00-
HbIE MyTH WX pealiu3alliid Ha Oc- | pabOTKOM KOH(PUACHUUATHHBIX JOKYMEH-
HOBE aHajM3a CTPYKTYPhI U CO- | TOB M BO3MOJKHBIC IYTH UX pPeallM3allid HA
JepKaHUs UHGOPMAIIMOHHBIX | OCHOBE aHAIM3a CTPYKTYPBI U COJEP>KaHUS
NpOIeCCOB W OCOOCHHOCTEH | WH(POPMALMOHHBIX MPOIECCOB U OCOOCH-
GbyHKIIMOHUpOBaHMST O0OBEKTa 3a- | HocTed (YHKIIMOHUPOBAHUS OOBEKTa 3a-
IIUTHI: IIUTHI.

METOJIMKAMH TIOCTPOCHHUS YacT-
HOW MojenHu yrpo3 WHpopManu-
OHHOH 0€30MacHOCTH Tpenupus-
THS;

HaBBIKAMH YCTaHOBKH, HACTPOHKHU
U METOJaMH, HHCTPYMEHTaMH Te-
CTUPOBaHUS IPOTrpaMMHO-
amnmapaTHbIX W TEXHUYECKHX
CPEACTB 3allUThl HH(OPMALIUH;

- pa3pabarbIBaTh MPOEKTHI HOpMa-
TUBHBIX u OpraHU3aIOHHO-
pacropsIuTeNbHBIX  JOKYMEHTOB,
periaMeHTUpyouMx paboTy 1o
3anTe HHPOpPMaLUH.

Il. COAEP’ KAHUE U OB BbEM JUCHUIIJIMHbI

€ YKa3aHMEM KOJHMYEeCTBA YACOB, BbIICJECHHbIX HA KOHTAKTHYIO padoTy 00y4aroumuxcs
¢ mpemnoaasarteseM (110 BUAAM Y4eOHbIX 3aHATHI) 1 HA CAMOCTOSITEILHYIO padoTy

OuHas popMma o0yueHust

Ne HanMeHoBAHME DA3TEIOB H TeM Bceero AyAUTOpHBIE 3aHATHUSA Cam.
- pa 4acoB JK 113 Jb Pa6.
Paznen 1. «IIpeamer 3agauu u cogep:xxkanue Kypca. Oc- 14 2 4 2 10

HOBHbIE IIOHATHSA B 00/1aCTH 321LMTHI U 00padOTKH
KOH(PHICHIHAIBHBIX JOKYMEHTOB)

1 | Tema 1. Ilpeanoceiiku M HampaBiIeHHUs COBEPUICH- 14 2 4 2 10
CTBOBAHUS TEXHOJIOTHH 3aIIUTHI U 00pabOTKU KOH(H-
JICHIUANBHBIX JOKYMEHTOB B YCIOBHUSIX DPa3BHTHUS
HAyYHO-TEXHUUYECKOTO TMPOrpecca M PhIHOYHBIX KO-
HOMHUYECKHX OTHOIIECHUM.
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Paznen 2. «OCHOBBI TEXHOJIOTHH 3AIUIIEHHOT0 10KY-

MCH

TO00OPOTAY

24

16

2

Tema 2. Ilonsatue "nokymentoobopotr". OcHoBomOMNA-
rarouiee eIMHCTBO JBWIKEHUS JOKYMEHTOB W MH(OP-
Maruu. JJokyMeHToO000pOT U ">KU3HEHHBIN MUKI" J10-
KyMeHTa. Poilb U MecTo JOKyMEHTOOOOpOTa B IpO-
1ecce yIpaBJICHUS] OpraHU3allMOHHBIMU CTPYKTYpPaMU
Y TIPOM3BOICTBEHHBIMU MPOIECCAMHU.

12

Tema 3. MHpopManmonHO-I0KyMEHTAIIMOHHOE 00ec-
MeYCHUE JIeATEILHOCTH, paboThl. TpeboBaHwMsl, peIb-
SIBJISIEMBIE K JIOKYMEeHT0000poTy. OCOOEHHOCTH aBTO-
MaTHU3UPOBAHHOTO 0E€30yMa)KHOTO JTOKYMEHTOOOOPO-
Ta. ENMHCTBO NMPHUHIIUIIOB W HAIPABJICHUN JBHIKCHUS
TPaTUIIMOHHBIX U SJICKTPOHHBIX JIOKYMEHTOB

12

Pa3znen 3. «/lokyMeHTaIIMOHHOE 00ecIeYeHHe yIpaBJie-

HHUHA

» JHAKH U 3HAKOBbIC¢ CUCTEMBbI»

27

12

15

4

Tema 4. [lonstue noxymentupoBanusi. Koauposanue
uHpopmanuu. Buabl Ko10B, cBoiicTBa Koaa. 3HaKU U
3HAKOBBIE CHCTEMBbI, UX Kiaccudukanus. EcrecTBeH-
HBIEC U UCKYCCTBCHHBIE SI3bIKU.

Tema 5. IluceMmo. Dtansl pa3Butus nucbMa. Bo3HUK-
HOBEHHE M pa3BUTHE pycckoro mnuchma. KM300pazu-
TEIbHOE JOKYMEHTUpOBaHUE. ['papuueckuil s3bIK.
I'pacdmueckue obpaszbl Kak COBOKYMHOCTh H300pa3u-
TEJNBHBIX JJIEMEHTOB. TeXHHYeCKOoe JTOKYMEHTHpPOBa-
nue. Kaprorpadus. M306pa3zurenbHoe HCKYCCTBO.

Tema 6. JlokymeHnTHpoBaHue Ha GOPMATIBHBIX (UCKYC-
CTBEHHBIX) fA3bIKaX. VICKyCCTBEHHBIE S3bIKH, MpEIHA-
3HAYCHHBIC IS OOWICHHUS MEXIY JIOIbMH. S3BIKK
nporpammupoBanusi. Cuctemsl 3amucu. CteHorpa-
¢us. Hludposanue uHbopmaum.

Pa3nea 4. «Ctaguu o6padoTKH M 3a1IUTHI KOH(PUIECHIIU-
AJIbHBIX IOKYMEHTOB»

28

20

7

Tema 7. Ha3naueHue u 3aa4u CTaJUU NpUEMa U Tep-
BUYHOI 00paboTKH KOH(UICHIMAIBHBIX TOKYMEHTOB.
TuroBoii cocTaB onepanuii IpoLeayphl IpUeMa Mmaxe-
TOB, KOHBEPTOB U MHBIX OTHPABICHUN, MOCTYIHUBILNX
W3 TIOYTOBOTO OTAEICHHS WIU OT HApOYHOTO. Y4er
MIOCTYIUJICHUH, COCTaB (PUKCUPYEMBIX JTaHHBIX.

14

10

Tema 8. TunoBol coctaB onepanuii Mpoueaypsl mep-
BUYHOI 00paboTku nokymMeHTOB. llepBuunas oOpa-
00TKa TIOCTYNMUBIIAX MAITMHOYUTAEMBIX W ayTHOBH-
3yallbHBIX JOKyMEHTOB. HazHaueHue M 3a1a4u cTaauu
MPEBAPUTEIILHOTO PACCMOTPEHUS W paCIpe/IeIeHuUs
MOCTYMUBUIMX JOKyMEHTOB. THUIIOBOH cOCTaB omepa-
UH TIPOIETyphl TMPENBAPUTEIHHOTO PACCMOTPEHUS
JTOKyMEHTOB. [IOpsiIOK BbISBIEHUS KOH(HIEHIIMATb-
HBIX JOKYMEHTOB, COJAEPKAIIMX KOMMEPYECKYIO Taii-
HY ¥ IIOCTYNMBIIUX 0e3 rpuda orpaHudeHus 10CTyna

14

10

Pa3nea 5. «CucremaTnzanms v onepaTuBHOE XpaHEeHUe

KOH

(l)lfl)leH].lI/IaJ'IbeIX JOKYMEHTOB.>»

14,8

10,8




9 | Tema 9. Ha3nauenue u 3aauu craauu coctapienus u | 14,8 2 4 2 10,8
BEJICHUSI HOMEHKJIATyphl J1e]1. MeToarKa cOCTaBIeHUs
HOMEHKJIATYphl JIeJI: U3YyYEHHE COCTaBa JOKYMEHTOB,
pa3paboTka KiacCU(PUKAIMOHHON CXEMbl HOMEHKIIa-
TypHl, (popMyIupoBaHHE 3aroJOBKOB /1€ U MX CHUCTE-
MaTtu3anus, NHJIEKCUPOBAHUE JIE]l, ONPEEICHUE Cpo-
KOB XpaHeHus nein. IlpaBuna popmynupoBanus 3aro-
n0BKOB Jen. IlepedyeHb OKYMEHTOB C YKa3aHHEM
CpOKOB uX XpaHeHus. Haznauenue nepeuns. Tunoseie
U BEJIIOMCTBEHHbIE NepedyHH. CTpyKTypa mepedHen u
MOPSIIOK MX MPUMEHEHUS. ABTOMAaTU3UPOBAHHBIC Me-
TOJBI COCTABJICHUSI HOMEHKIATYpHI 1ei1. OcobeHHoCTH
COCTABIJICHUS] HOMEHKJIATYphl AeN UId KOH(HICHIIH-
aNbHBIX JOKYMEHTOB pA3JIM4YHOIO THUIA W YPOBHS
KoH(puaeHanbHocTh. OdopmiieHne HOMEHKIATYPbI
JieN, €€ COIVIACOBAHME U yTBepKJAeHue. TumnoBou co-
CTaB Omepaluil mpolueaypsl BEICHUS U 3aKPBITUS HO-
MEHKJIATYyphl A€l

Koncynomayuu 2

Konmponw 27

Oxzamen 0,3

Hmozo 3a 4 cemecmp 144 18 36 18 427
UTOoro 144 18 36 18 42,7

OuHo-3204Has popma 00yUeHUS HE peaiu3yeTcst
3aouHast popma o0yueHHsI He pean3yercs

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

Tekymas arrecrainus mpoBoauTcs B hopme TecTa, pedepara.
Tumnosoi BapuaHT TEecTa

1. Uudopmanus — 3to:

a) CBEJICHUS O JIMLAX, (haKTaxX, COOBITUAX U SIBICHUSX, IIEpe/laBaeMble Ha OyMa)kKHBIX
WJIM MarHUTHBIX HOCUTEJSIX

0) cBeleHUs O JuUIAX, QakTax, COOBITUSIX W SBJICHUSIX HE3aBUCUMO OT (OPMBI HUX
peACTaBICHUS

B) CBEJICHMS O JIMIAX, (paKTax, COOBITUAX U SIBJICHUSX, UMEIOIIHUE OIpPEeICHHYIO
CTOUMOCTH

2. JIOKyMEHT — 3TO:

a) MaTepUaTbHBIA OOBEKT, SIBISIONIUNACS HOCUTENIEM OIPEACIICHHON HHPOpMAIIUU U
MpeHa3HAYEHHBIN 1JI €€ Mepeiaurd BO BpEMEHU U MTPOCTPAHCTBE



0) mmct Oymaru omnpeaelieHHOro ¢opMara, coaepKamuii WHGOPMAIMIO O
Pa3IMYHBIX 00BEKTAX

B) MaTepHAIbHBIA OOBEKT, Y0CTOBEPSIOMINIA JTUYHOCTh YEJIOBEKa

3. K xakoMy TUIly HOCUTENEN JOKYMEHTOB OTHOCUTCA CD-1uck?

a) OyMa)kKHbIC

0) MarHUTHBIC

B) ONITHYECKHUE

4. JIOKyMEHTHI, CO3/JaHHBIC IOPUIUYCCKUMH WIN (PU3NISCKUMH JUIAMHA U
o(opMIIEHHBIE B ONPEICICHHOM MOPSIIKE, — 3TO:

a) TINYHBIC TOKYMEHTBI

0) opuIraTbHbIe JOKYMEHTHI

B) IEPBUYHBIC TOKYMEHTBI

5. DKCITyaTallMOHHOE CBOMCTBO JJOKYMEHTA — 3TO:

a) ero CrocoOHOCTH NepeaaBaTh HHHOPMAIUIO

0) COXpaHHOCTh JOKYMEHTa, KOTOpas 3aBUCUT OT MAaTE€PUAIBHOTO HOCUTENS U
CpEJICTB MHUChMa
B) aKTyaJIbHOCTb, JJOCTOBEPHOCTH U JIOCTYITHOCTb JJOKyMEHTa

6. O6MmeH uHdopmaImeint — 3To:

a) KOMMYHHKATUBHAsI PYHKIUS JOKyMEHTa

0) undopmarnmonHast GyHKIHS TOKYMEHTa

B) COITMATBHO-KYJIbTYpHAs (PYHKITHS JOKYMEHTA

7. PEKBU3UT TOKYMEHTA — 3TO:

a) cXeMa pacroJIOKCHHS ONPEACIICHHON HH(OPMAITMN BHYTPU JOKyMEHTA

0) perucTpalOHHBIN HOMEP TOKYMEHTa

B) 00s13aTEJIbHBIN 3JIEMEHT OPOopMIICHHS OPUITUATIBHOTO TOKYMEHTA

8. bnank nokyMeHTa — 3TO:

a) JMcT OyMard C 3apaHee BOCIPOW3BEACHHBIMH PEKBU3UTAMHU, COJCPKAIIUMHU
MOCTOSIHHYIO HH(OpMAIMIO 00 OpraHU3aIlui — aBTOPE JTOKYMEHTa

0) 3amoJTHEHHBIN MO MabIOHY JTOKYMEHT

B) JOKYMEHT, DAclOJIO)KCHHE IeYaTh M TOJNUCHA Ha KOTOPOM OIpEAesIeTCs
rocyJapCTBEHHbIMA HOPMATHUBHBIMU aKTaMU

9. lokyMeHTO000POT — 3TO:

a) IBMKEHUE TOKYMEHTOB C MOMEHTA UX CO3JaHUS WUJIU MOJTYUYEHUS /10 3aBEPIICHHUS
WCIIOJTHCHHM S, OTITPABKH WM CIAA4H B apXUB

0) IBIWKEHHE JOKYMEHTOB Yepe3 CeKpeTaps-AeiONpPOrU3BOIUTENS K PYKOBOAUTEIIO
KOMITaHUN

B) 0OMEH JOKYMEHTaMH MEXIy IBYMs U 00Jiee OpraHu3alusIMu

10. XapakTepucTuka JOKYMEHTOOOOPOTa, KOTOpas BKJIIOYAET BCE WHCTAHIMHM Ha
NyTH JABWKEHUS JOKYMEHTa OT CO3JaHUs YepHOBUKA (WM TONYYCHHS) IO MOAIIMBKU B
1eJ10, — 3TO:

a) MyTh IBUKECHUS

0) MapIIpyT ABHKCHUS

B) KapTa JBI>KCHUS



11. OnepatuBHOE MPOXOXKACHUE NOKYMEHTa MO HanOojiee KOPOTKOMY U MPSIMOMY
MapIIpyTy ¢ HAMMEHBIINMHU 3aTpaTaMU BPEMEHU — 3TO:

a) IIaBHOE IPAaBUJIO OpraHU3aluH T0KyMEHTO000poTa

0) HEAOCTMXKMMAs LIeb OPraHU3alnu JOKYMEHTO000pOTa
B) OJIMH U3 3TAIlOB ONTUMU3ALUU OM3HEC-TIPOLIECCOB

12. CnoxwuBiieecs Wi OPraHU30BaHHOE B Ipenenax MH(POPMALMOHHON CHCTEMBI
JBUKCHUE JAHHBIX B OINPEAEICHHOM HAIIpaBJICHWHU, IPU YCIIOBUH, YTO Y ATHX JaHHBIX
OOIIMI1 UICTOYHUK U OO MPUEMHUK, — 3TO:

a) TOKYMEHTOO00pOT

0) TOKyMEHTOTIOTOK

B) JOKYMEHTHPOBAHHE

13. O6BpeM TOKyMEHTO000POTa — ITO:

a) KOJMYECTBO MHTEpPHET-TpaduKa, MCHOJb30BAHHOIO OpraHM3almued  3a
ONpPENEICHHBIN ITEPUOT BpEMEHU

0) cyMMapHO€ KOJIMYECTBO IOKYMEHTOB B apXUBE OpraHU3aI[1iu

B) 00I[ee KOJIMUYECTBO JOKYMEHTOB, IMOCTYIUBIIUX WM CO3JaHHBIX OpraHU3anuen
3a OIIPENIEJICHHBIN IEPHUOJ BPEMEHH

14. JIOKyMEHTOIIOTOKH MO HAITPaBJIEHUIO JEJISTCS Ha:

a) TOPU30HTAIIBHBIE U MIEPEKPECTHHIE

0) TOpU30HTAJIbHBIE U BEPTUKAJIbHBIE

B) TOPU3OHTAJIbHBIE U BOCXOSIINE

15. JIOKyMEHTOIOTOKH MO OTHOLLIEHUIO K YIPABIEHYECKOMY OOBEKTY JETATCA Ha:

a) BXOJSIINE U UCXOISIINE

0) BXOJAIIUE, UCXOASAIINE U BHYTPEHHUE

B) JINYHbIE U O(PULIHATIbHBIE

16. 3anMch yYeTHBIX JaHHBIX O JOKYMEHTE [0 YCTaHOBJIEHHOW (opme,
(pukcupyromeit pakT ero co3iaHus, OTIPABICHUS WIH MTOJy4YE€HUs, — ITO:

a) peructpaimus J0KyMeHTa

0) nepBuyHas 00pabOTKa JOKYMEHTa

B) opopMIICHHE TOKYMEHTa

17. UcnioniHeHKe TOKyMEHTa — 3TO:

a) TMOArOTOBKA IPOEKTa OTBETHOIO JIOKYMEHTa, €ro COIJJaCOBaHUE C
COMCHIOJIHUTEISIMU

0) KOHTPOJIb 3a COOJIIOICHUEM CPOKOB, YKA3aHHBIX B JOKYMEHTE

B) IIPOLIECC MOANMMCAHMS TOKYMEHTOB, IPEICTABICHHBIX CEKPETapeM

18. JIoKyMEHT WJIM COBOKYIHOCTbH JIOKYMEHTOB, OTHOCSIIIUXCSA K OJHOMY BOIPOCY
WM YYaCTKY JI€SITeIbHOCTH, TIOMEILEHHBIX B OTACIbHYIO 00JI0KKY, — 3TO:

a) daiin

0) nemno

B) apXUB

19. PacnionoxuTe B paBUIBLHON MOCIIEI0BATEILHOCTH ATANbl 00Pa0OTKU BXOSAIINX
JOKYMEHTOB, HAUYMHAs C IEPBOIO:

a) O3HAKOMJIEHHE B CTPYKTYPHOM ITOJIPA3/I€JIEHUN UIH HUCIIOJTHEHUE

0) sKkcrienuIMoOHHas 00paboTKa



B) perucrpauus

20. Pacnomoxkute B MPaBUIBHON TMOCIEIOBATEIIBHOCTH dTanbl  00pabOTKU
UCXOJISIIINX TOKYMEHTOB, HAUMHAS C TIEPBOTO:

a) DKCIeIUIIMOHHAsT 00padoTKa

0) peructpanus

B) pa3paboTKa MpoeKTa JJOKYMEHTa B CTPYKTYPHOM IOJIpa3/icICHUH.

IIpumepHas TemaTuka pedeparon

1. TlpoBenenue ciyxeOHOTO paccienoBaHus MO (akTam yTeuku KOHGUACHIIHMAIBHOMI
uH(pOpMaIliU, YTPaThl HOCUTENEH, COAepKAIINX TaKHUEe CBEICHHUS, a Takxke Mo (pakram
MHBIX HApYIICHUH pexxuMa KOHPHUICHIIUATbHOCTH.

2. OcoOeHHOCTH MpeAocTaBiIeHHs HHPOpMAIUH, KiIaccuPuKaus nH(HOpMaIUU 10 MpaBy
J0cTyna K HHQopMaluu.

3. Ortamnbl 00pabOTKH BXOJSIIMX U BHYTPEHHUX JTOKYMEHTOB, MOPSAJOK y4yeTa BXOISIINX
KOH(UACHIUATIBHBIX TOKYMEHTOB.

4. OObeKThl UH(POPMAITMOHHOTO TPaBa.

5. Opranuzanus  JOKYMEHTOOOOpPOTa, OCHOBHBbIE TpeOOBaHUSI K  OpraHHU3aIlUU
JIOKyMEHTO000pOoTa JIJIsl KOH(MUIEHIIUATBHBIX JJOKYMEHTOB.

6. CyObexThl HH(GOPMAIITMOHHOTO MPaBa.

7. Buapl 6mankoB. CoctaB u npaBuia 0hOpMIICHUS PEKBU3UTOB OOIIEro OjaHka, OJaHKa
MMCbMa. XapaKTePUCTUKU MH(POPMALMOHHOM 0€30M1aCHOCTH.

8. TpeboBanuss K  OQOPMIICHHIO  PACIOPAIUTENBHBIX  JOKYMEHTOB  (TpUKa3,
pacmnopspKeHue, petieHne, mpOTOKO).

9. IpuHIHMIIBI TOCTPOEHUS CHCTEMbI HHPOPMAITMOHHOM 0€301acHOCTH.

10.Opranu3zamusi cmy>KObl IETOMPOU3BOJICTBA, CTPYKTYpA, 3adaud W (YHKIUU CIYXKOBI
JOKYMEHTAI[MOHHOM OpraHW3allii YIpaBiICHUs 10 OOECHEUeHUI0 COXPaHHOCTH
KOH(UACHIIUATIBHBIX TOKYMEHTOB.

11.OcHoBHBIE 1I€JIM U 33]1a4¥ TI0 00ecTieueHnI0 HHGOPMAIIMOHHON 0€30MacHOCTH.

12. TpeboBanust K OGOPMIICHHIO OPraHU3AIMOHHBIX  JIOKYMEHTOB  (TIOJIOKEHHE,
MHCTPYKLUS, PyKOBOJICTBO, IOTOBOP).

13.0OcHoBHBIE MeTO/IBI 0OecTiedeHUs] THOPMAIIMOHHON 0€30TaCHOCTH.

ITpoMexyTouHas arrecTays 00ydarolmuXxcs OCyIECTBISIETCS B (POpME 3K3aMeHa C Uc-
[I0JIb30BAHUEM CIIEYIOIINX OLIEHOUHBIX MaTEPUAIIOB: nePeyeHb 6ONPOCO8 K IK3AMEHY.

Bomnpocsl k 3xk3aMeny
(4 cemecTp, ouHast popma 00yUeHUsI)

1. OcHOBHBIE NOJIOKEHUS 110 JOKYMEHTHPOBAHUIO.

2. [Ipeamet u 3amaun kypca. CTaHOBIECHUE W Pa3BUTHE JCIONPOU3BOJICTBA KaK HAYYHOU
JTUCITUTUINHBI, €€ MECTO B CHCTEME HayK.

3. Metoas! uccienoBanusi JOKYMEHTOBemYecKux mpobieM. OOieHayYHble U CTIeIHallb-
HBIE METO/IBI.



4. KonduaeHmmanbHOEe MUCHMO B YCIOBUAX YHU(PDUKAINH

5. Buapl koH(UIEeHIIMATBEHBIX JOKYMEHTOB U UX KJacCU(pUKaIIuS.

6. OcHOBHbIE (PYHKIIUU JETOMPOU3BOJICTBA, UX OCOOCHHOCTH MpHU padoTe ¢ KOH(MUICHIIU-
anpHOM MH(pOpMaImei.

7. IIpaBoBO#, ymnpaBiIeHUYCCKUM, UCTOPUUECKUH, WH(POPMAIIMOHHBIM acleKThl B KOH(H-
JEHIIUATBHBIX TJOKYMEHTOB

8. Konuposanue unpopmaruu. Buasl kKo10B, CBOMCTBA KOAa. 3HAKH U 3HAKOBBIE CUCTEMBI,
WX KjaccuuKarms.

9. I'padmueckuii s3b1k. ['paduueckne 0O6pasbl Kak COBOKYMHOCTh M300pa3UTENbHBIX 3Jie-
MeHTOB. TexHnueckoe noKymeHtupoBanue. Kaprorpadus .

10. TpagummoHHBIE CITOCOOBI JOKYMEHTHPOBAaHUS. PydHbBIE NMUITyIHE CPENCTBA, WX JIO-
CTOMHCTBA ¥ HEJIOCTATKH. .

11.TTonsiTe HOCUTENST KOHPUACHIIMATBHON JOKYMEHTUpOoBaHHOM nHpopMmanuu 12 Oo1ume
U crnenupuyecKue CBONCTBAa JOKYMEHTHPOBAHHON HH(POPMAIMU: TPAHCIUPYEMOCTD,
JTUCKPETHOCTD, LIEGHHOCTb, IOJIHOTA, TIOJIE3HOCTH U Jp.

12.TlonsiTust «croco® JAOKYMEHTUPOBAHUS», «CPEIICTBO JIOKYMEHTHPOBAHUS», «CHCTEMa
JIOKYMEHTUPOBAHUSI.

13.[lonsiTust «uHMOpPMAIIMOHHAST EMKOCTBY», «UH(DOPMATUBHOCTHY, «UH(MOpPMAIMOHHAS
IUIOTHOCTH JIOKYMEHTa.

14 .TlonsiTue HOCUTENSA JOKYMEHTUPOBAHHON MH(OpMAIUH.

15.11enb 1 ocHOBHBIE MeTOABI Kilaccudukanuu. Mctopudeckoe pa3BuTue crnocoO0B Kiac-
cuuKaIuu JOKYMCHTOB.

16.[TonsTHe TekcTa HOKyMeHTa. DyHKIMOHATLHBIE OCOOCHHOCTH TEKCTOB MHMCHMEHHBIX
TOKYMEHTOB. IHTepPTEeKCTYaTbHOCTb.

17.11oHsiTHE «JTIOKYMEHTHBIE PECYPChI», UX 001as xapakTtepucThuka. COOTHOIIEHUE JTOKY-
MEHTHBIX U WH()OPMAITMOHHBIX PECYPCOB.

18.CymHocTh M1 0COOEHHOCTH JOKYMEHTHOW KOMMYHHKAIMU. JIOKyMEHTHBIC MOTOKHU, UX
OCHOBHBIE CBOMCTB.

19.VaudunmpoBaHHbIe CUCTEMBI IOKYMEHTAIIMU. | 0Cy/TapCTBEHHbIE CTaHIAPTHI HAa JTOKY-
MEHTAIIHIO.

20.TlonsTHE TIEpCOHATBHBIX JIAHHBIX.

21.TTpoexT KoH(DUIECHIIUATHFHOTO JOKYMEHTA U MTPUKa3 MOHATUS U (DOPMBI.

22 .Ilonstre opuImaIbLHOTO TOKYMEHTA.

23.Peructparnust JOKyMEHTOB U BHJIBI PACTIOPSAIUTEIIBHON JOKYMEHTAITUH.

24.CocTaBiieHHE OTYETOB.

25.0cob6eHHOCTH O(PUITHaTBLHO-AEIOBOTO CTHIIS.

26.Peructpanus u ydet qoKyMeHTOB. OpraHu3aiys KOHTPOJS 32 UCTIOJTHEHUEM JTOKyMEH-
TOB.

2. XpaHeHue JOKYMEHTOB U COCTaBJICHUE HOMEHKIIATYP.
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IV. IEPEYEHD JJUTEPATYPBI, HEOBXOJNUMOW JUISI OCBOEHMS
JUCHUILIAHBI

4.1. OcHoBHasI JIUTEPATYypa

1. Munyk, C.B. 3anura u o6paboTka KOH(DHUICHIIHATBHBIX JOKYMEHTOB: BU/IbI TalH :/
C.B. Munyk ; Jluneukui rocyJapCTBEHHbIA MEIarorndyecKuii YHUBEPCUTET UMEHHU
I1. I1. CemenoBa-Tsn-Illanckoro. — Jluneuxk : JIunenkuii rocya1apCcTBEHHBIN MeAaro-
rudyeckuil yausepceuteT umenu I1LI1. CemenoBa-Tan-111anckoro, 2017. — 62 c. : i
— Pexum JOCTyIIa: o IIOJIIUACKE. —
URL.: https://biblioclub.ru/index.php?page=book_view red&book id=577437 (na-
ta oOpamenus: 01.09.2020). — bubnuorp. B KH. — TEKCT : 31€KTPOHHBIN.

4.2. lonosHUTEIbHAS JIUTEPATYpPa

1. bucrokos, B.M. 3amuTra n 06paboTka KOH(OUICHITHATBHBIX JIOKYMEHTOB : y4eOHOE 1MO-
cooue / B.M. buctokos ; CeBepo-KaBkazckuii penepanbabiii yauBepcutet. — CTaBpo-
noJib : CeBepo-KaBkazckuit ®enepanbubiii yausepcuter (CKOY), 2016. — 153 c. :
TaoJI. — Pexxum JIOCTyma: 1o MOJATIUCKE. —
URL.: https://biblioclub.ru/index.php?page=book_view red&book id=458917 (nata
obpamenus: 01.09.2020). — bubauorp. B kH. — TeKCT : 37IEKTPOHHBIH.

2. JloxymeHntoBeaeHue : yueoHoe nocoodue : [16+] / coct. C.B. Munyk ; JIuneuxuit rocy-
IapCTBEHHBIN negarornyeckuil yausepcuteT nmeHu I1. I1. CemenoBa-Tsau-1llanckoro.
— JIunenk : Jlumenkui rocy1apCTBEHHBIN Meaarornuecknii yausepceuteT umenu 1111
CemenoBa-Tan-Ilanckoro, 2017. — Y. 1. — 55 c. : mn. — Pexxum nocryna: mo nmoamnuc-
ke. — URL: https://biblioclub.ru/index.php?page=book view red&book id=576848
(mara oopamenusi: 01.09.2020). — bubauorp. B KH. — TEKCT : 3JI€KTPOHHBIN.

V. IEPEYEHb PECYPCOB HH®OPMALIMOHHO-
TEJEKOMMYHHUKAIIMOHHOM CETU «MHTEPHET», HEOBXOINMBIX
JUISI OCBOEHMS TUCIATIIMHBI

CcpLika Ha HaumeHnoBanune pa3padoTkn

., . JocrynHocth
HHPOPMaLMOHHBII pecypc B 2JIEKTPOHHO# (hopme
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1. http://edu.ru/ Poccuiickoe oopa3oBa-
Hue: PenepaabHbIH CBo0oaHbIi JoCcTYyn
nopraJj. Bkiaroyaer
CCBUIKM Ha TMOpTalbl H
caiThl 00Opa3oBaTEIbHBIX
YUpeXKACHUH; Tocyaap-
CTBECHHBIC obpazoBa-
TEJIbHBIE CTaHJAPTHI;
HOPMATHUBHBIE JTOKYMEH-
ThI; KaTaJIOT SKCKYpCUl 1
00y4arouuX Nporpamm.

http://citforum.ru/database/osbd/contents.shtml WNudopmannonHo-
2. aHanuTH4eckue matepu- | CBOOOIHBIN JOCTYI
aJIbl
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https://biblioclub.ru/index.php?page=book_view_red&book_id=577437
https://biblioclub.ru/index.php?page=book_view_red&book_id=458917
https://biblioclub.ru/index.php?page=book_view_red&book_id=576848
http://edu.ru/

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

Perucrpanus yepes Jiro-
00if YHUBEPCUTETCKHI
KOMIIBIOTED.

DNeKTPOHHO-ONOIMOTeYHAs o
B nanpHeiimem npemo-

- cucrema (ObC
1. | http://www.biblioclub.ru ( ) CTaBISICTCS HEOTPaHUYCH-
YHuBepcuterckas 6ubimoreka oH- . .
At HBII WHAWBUTYaTbHBINA

JIOCTYII U3 JII0O0M TOUKH,
B KOTOPOW UMeeTCs J10-
cTyn K cetu MHTEpHET

www.garant.ru y .
WNudopmanmoHHO-TIpaBOBOH MopTal CB0OOIHBIH JOCTYT

Poccuiickuit nHGOpMAITMOHHBIN TTOP-
3. | www.elibrary.ru TaJI B 00JIACTH HAYKH, TEXHOJIOTHH, CBOOOHBINI JOCTYTT
MEJTUIMHBI H 00pa30BaHuUs

Poccuiickas KOMIIBIOTEPHAS CIIPABOY-
HO-IIPaBOBasi CUCTEMA

4. | www.consultant.ru CBOOOHBII JOCTYTT

VIl. JUOEH3UMOHHOE U CBOBO/HO PACITPOCTPAHSAEMOE
IHPOI'PAMMHOE OBECIIEYEHHUE

HpH pcalin3anun yqe6H01?I JAUCHHUILINHBI IIPUMCHACTCA CICAYIOMICC JIMICH3MOHHOC U CBO-
00JIHO pacIpoCTpaHsIeMOe ITPOTPaMMHOE 00ECIICUCHHE:

- Microsoft Windows;

- Microsoft Office;

- Libre Office u mp.

ViIl. OBOPYAOBAHUE U TEXHUYECKHUE CPEJACTBA OBYYEHUNAI,
HEOBXO/UMBIE JIJ151 OCYHECTBJIEHUSA OBPA30OBATEJIBHOI'O
HNPOLECCA 11O AMCIUIIJIMHE

YueOHble 3aHITHSI TPOBOJSTCS B ayJIUTOPHUAX, YKOMIUIEKTOBAHHBIX CHEIUATIH-
3UPOBAHHON MeOEsbIO, B TOM YHCJI€ CTAIIHOHAPHBIMU MM IEPEHOCHBIMU TEXHUYECKU-
MU CpecTBaMu 00ydeHuUsl (MPOEKTOP, IKPaH, KOMIIBIOTEP/HOYTOYK).

JlaGopaTopHble 3aHATHSI, TPYNIOBbIE U UHIMBHUIYAIbHBIC KOHCYJIbTAIIUU, TEKY-
1jasi ¥ IpoMEKyTOYHAs aTTECTAlMK MTPOBOASATCA B CIIEIUATU3UPOBAHHBIX KOMITBIOTEP-
HBIX Kiaccax. [lepedeHr OCHOBHOTO OOOpYAOBaHUS: aBTOMATH3UPOBAHHBIC paboune
MeCTa ¢ KOMITbIOTEpaMH, POrpaMMHOE OOecTieueHre O0IIero U mpodecCHOHATEHOTO
Ha3HAYCHUSI.

CamocTtosiTenbHas padoTa MPOBOAUTCS B KaOMHETaX, OCHAIIEHHBIX KOMITbIOTEP-
HOW TEXHUKOU C BO3MOXHOCTBIO MOJKIIOUEHUs K ceTu «IHTepHeT» u obecneueHueM
JIOCTYTIA B AJIEKTPOHHYIO0 HHPOPMALIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA.

[IpenycMOTpeHbl TTOMEIIESHUSI JIJII XpaHEHUSI U MPOYUIAKTUYECKOTO O0CTYKHU-
BaHMS y4eOHOro 000PY/I0BaHMUS.
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