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PABOYAS ITPOI'PAMMA JUCHUITJIMHBI
b1.B.01.10 /loxymeHTOBe/leHHe U 3aIMIIEHHBIA JOKYMEHT0000pOT

Hanpagsaenne noaroroBku: /0.03.01 Ungpopmayuonnas 6ezonacHocmo

HanpaBiaenHocts (mpouiib): bezonacHocms KOMRbIOMEPHLIX cucmem (R0 OMpaciu uiu 8
cghepe npogheccuonanvholl dessmenbHoOCmu)

KBanndukauus (crenenn): 6axanasp

®opma 00yueHUs: ouHas

MHCTHTYT: MaTeMaTHKH, €CTECTBO3HAHUS U TEXHUKHU
Kadeapa: maremarnueckoro MoAeIMpOBaHUSI, KOMITBIOTEPHBIX TEXHOJOTUN U MHPOPMALIMOHHOM
0e30macHOCTH

oyHas ¢opma O0YHO-3204YHAN 3a04Has popma
dopma
Kype 3
Cemectp 6
Jlexknun 18
JlabopaTopHbIe 3aHATHS 18
I[MpakTuyeckue (ceMUHAPCKHE) 3aHATUSA 18
B T. 4. IPAKTHYECKAs MOATO0TOBKA 4
®opma(bl) MPOMEKYTOUHON aTTeCTANMHA 3auer
KonTtpoJasn
Hubie popmbl padoTh
CamocrositeibHas padora 90

Bcero uacos: 144
TpynoemkocThb: 4 3a4eTHBIX eIMHUIIbI.
Pazpabotunk(u) paboueil mporpamMMsbl: kanoudam nedazocuyeckux Hayk, ooyenm JI.H. Anexcanaposa




|. OPTAHU3AIIMOHHO-METOIMYECKUIA PA3JIEJI
HCJ’IL I/I3y‘IeHl/Iﬂ JUCIITUIIJIMHBI:

dbopMupoBaHue y 00y4yarommxcsi PyHIaMEHTATbHBIX TEOPETUICCKUX M MPAKTHYECKUX 3HAHUN B 00JacTH
pellIeHrs MPUKIIAJAHBIX 337a4 CO3JJaHHs U 3alUThI TOKYMEHTOB, a TAK)Ke yIpaBiIeHHE JOKYMEHTO0O0POTOM

OpraHu3aLui.

?.anatm H3YYCHUA TUCHUIIIIUHBI:

—  U3YYCHHE OCHOBHBIX BOIPOCOB COBPEMEHHOW TEOPUHU 3allUTHI, MOATOTOBKH, O0pabOTKH
JOKYMEHTO000pOTa;

- HU3YYCHUE OCHOB JOKYMCHTOBCICHM,

- BOCIIMTAaHHUE ACTIOBOI'0 U JIOTMYCCKOI'0O MBINUJICHUA Ha MPUMEPE PCHICHUA 3aJ4a4 CO3JaHUA U

MMPUHIHUIIOB OpraHnu3aiuu JOKYMCHTOBCACHU.

Mecto aucuunimusl B ctpykrype OIIOIL: peanusyercst B yactu, GopMupyemoit
YYaCTHHUKaMU 00pa30BaTeNbHBIX OTHOIICHHH 010Ka b1. Jlucuummuaer (Mogysn).

Ilnanupyembie pe3yJabTaThl 00YUEeHHUsI 0 JUCIHUIIMHE:

JESTEIIbHOCTH 0 00ECIIEYSHHIO 3alUThI
uH(popMaIuU B MPOIECCEe IKCILTyaTaIllun
ABTOMATHU3UPOBAHHBIX CHCTEM.

Kon NHIuKaTOpPbI 10CTHKEHUS IInanupyemsle pe3yJibTaThl
KOMIIETEeHIIHH KOMIIETEeHIIHH o0y4yeHHs MO THCHHILIHHE
IIKC-2 3HaTh! 3naer:
- OCHOBHBIE BHMIbl U KJIACCU(PMKALMIO | = OCHOBHBIE HOPMATHBHO-IIPABOBBIE
UH(POPMALIMOHHBIX PECYpPCOB | aKThl M JJOKYMEHTBI, CBS3aHHBIE C
opranu3aiuu (IpeAnpUsITHs); obecrieyeHreM 3alIUThl U 00pPabOTKU
- CYLIHOCTb npodeccuoHanbHo | KOHQUIEHIMAIBHBIX JJOKYMEHTOB;

- cnocoObl oueHKH 3((EeKTHBHOCTH
Mep 1o 3amure U o0paboTke
KOH(HICHIIMATBHBIX JOKYMEHTOB.

YMeTh:

- BBLICIISTE u3 o0mmx
UH(OPMAIITMOHHBIX pecypcoB
TPEANPUSITHS uHdopmaruio,

MOJJIEXKALLYIO 3aIIUTE;
- CTPOUTH MOJIEIH 3aIUThl THPOPMALIUU
Ha OCHOBE aHanu3a CTPYKTYypbl H
coJiepKaHus MH(OPMaLIMOHHBIX
IIPOLIECCOB U 0CcOOEHHOCTEH
SKCILTyaTauuu ABTOMATU3HWPOBAHHBIX
CHCTEM.

Ywmeer:

- UCTIOJIb30BaTh HOPMAaTHUBHO-
NIPaBOBbIE JIOKYMEHTBI, CBSI3aHHBIE C
obecrieueHueM 3aluThl U 00pabOTKH
KOH(HICHIIMATBHBIX JOKYMEHTOB Ha
HpeI[HpI/IﬂTI/ISIX;

- OILICHUBAThH AIMUHUCTPATUBHO-
YIOPABIEHYECKYI0O M  TEXHHUYECKYIO
peann3yeMocTb M OKOHOMHYECKYIO
1eJ1ecO00pa3HOCTh Mep MO0 3allUTe U
o0paboTke KOH(UICHIIMATBbHBIX
JIOKYMEHTOB;

- IIpOBOAUTH OKCIICPUMCHTAJIbHO-
UCCIIEIOBATEIbCKYI0O  paboTy  mpu
arrecrauu TCJICKOMMYHUKAIITMOHHBIX
CHUCTEM [0 3amuTe U 00paboTke
KOH(bI/I)IeHHI/IaJ'IBHI)IX JOKYMCHTOB.

Baajgers:

- CIIOCOOHOCTBIO OTIpeeIATh
UH(pOpPMaIIMOHHBIE pecypcehl,
HOJJIeKAIIIe 3amuTe, yrpo3bI
0€e301acHOCTH uHpopMaun u
BO3MOJHBIC IMYTH HX pCajlv3allMi Ha

Baapeer:

- HaBbIKaMH PabOTHI ¢ HOPMATHBHO-
MPaBOBBIMU JIOKYMEHTaMHU, B
YAaCTHOCTH C HOPMaTHUBHOU 06a30i1 PD,
CBSI3aHHBIMU C 00€CIIeYeHHEM 3aIUThHI
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OCHOBE  aHajiM3a
COJIepKaHUS WH(POPMAIMOHHBIX
IPOIIECCOB U ocoOeHHOCTeH
JKCIUTyaTalldd  aBTOMATHU3UPOBAaHHBIX
CHCTEM:

- HaBbIKAMH peallu3alliil  MOJEJeH
3amuUTel  MHPOPMAIMM HAa  OCHOBE
aHaM3a CTPYKTYpPbl W COJCpKaHUs
UH(POPMALIMOHHBIX IIPOLIECCOB u
0coOeHHOCTEeH IKCILTyaTaIH
ABTOMATH3HUPOBAHHBIX CHCTEM.

CTPYKTYpbl  H

U 00paboTKM  KOH(UACHIUAIBHBIX
JOKyMEHTOB Ha TPEIIPHUSITHAX
- KOMIUIEKCOM Mep N0 3alluTe Hu

00paboTke KOH(pHICHIIMATBHBIX
JIOKYMEHTOB;
- 0a30BBIMM HaBBIKAMH 3alllUTHl H
00paboTkH KOH(HICHIIHATBHBIX
JIOKyMEHTOB.

1. COAEP’KAHUE U OB BEM /IUCHUIIJIMHBI
¢ YKa3aHMEM KOJIMYeCTBAa YaCOB, BbIICJICHHbIX HA KOHTAKTHYI0 padoTy 00y4arouuxcs
¢ nmpenogasaresieM (10 BUJIaM Y4eOHbIX 3aHATHI) M HA CAMOCTOATEIbLHYIO PadoTy

Ounas ¢popMma o0yueHust

Bcero AyauTopHbie Cam.
Ne HaumeHnoBaHue pa3aeioB U TeM 4ACOB 3aHATHSA Pab.
JIK | 113 | Jb
Paznea 1. [lonsiTie u 0cod0eHHOCTH KOH(pUAEHIMAIBHOI
uHopmanuu. O0mAasi XapakTepuCTHKAa HOPMATHBHOM 32 4 4 4 20
NpaBoBoii 0a3bl
1 Tema 1. O6mme nonoxenus. KondunenuuanbHuas 16 9 9 9 10
uH(pOpMaLUs: COAEpKaHUE MTOHITHS U 0COOEHHOCTHU
2 Tema 2. XapakTepucTUKa OCHOBHOM HOPMAaTHUBHO-
npaBoBoii 0a3el Poccuiickoit ®Penepauuu  1pu
pabore C KOH(pUACHIMAIbHOW WH(MOpPMAaIUEH.
OcobenHoctu jgoctyna K KOH(HUICHIMATHLHOU 16 9 2 2 10
JIOKYMEHTHPOBaHHON MH(OPMAIMH, COCTABISIOLIECH
CITY>K€0HYI0, KOMMEPUYECKYI0, MPOPECCHOHATBHYIO
TallHBI, CEKpeT NpPOM3BOJCTBA (HOy-xay) H
CI1yKeOHbII cCeKpeT IPOU3BOJCTBA
Paszpnen 2. JlokyMeHTHpOBaHKE H y4er
KoHuaeHIHANbHOIT  MHopmanmuu. Opranusaunus 32 4 4 4 20
KOH(UICHINATBHOI0 JOKYMEHT0000POTA.
3 |Tema 3. OcobeHHOCTH JOKYMEHTHPOBAHHS
KOHpuIeHIMaabHOi uHpopMaru. OcobeHHOCTH
CO3MaHMUSI M M3TOTOBJIEHUS KOH(UICHIHATBHBIX 16 2 2 2 10
JOKYMEHTOB ¢ nomompro cpeacts OBT, wux
TIeuaTaHus, THPRKUPOBAHMSI, PA3MHOKESHHUSI.
4 | Tema 4. OcobGeHHOCTHM Yyd4eTa M pPErucTpaluu
KOH(HICHIIMATBHON JIOKYMEHTHPOBAaHHOU
uH(pOpMaLIUH. VYyer KOH(UIEHIIMATBEHOM 16 2 2 2 10
uHpOpMallUM TpPU €€  aBTOMAaTU3UPOBAHHOMN
00paboTKe.
Pasnen 3. PaspemmrtenbHasi cucTemMa [J0CTyna K 32 4 4 4 20
KOHGUIeHIIHAIbHOI HHGOpMAUKN
5 | Tema 5. OcHOBHBIE TPEOOBAHMS K pa3peIIUTeTbHON 16 5 5 5 10
CUCTEMeE JIOCTyMa.




6 | Tema 6. OcHOBHBIE TPEOOBAHUS K pPa3peIINTEILHON 16 2 5 5 10
CHCTEME JIOCTYTIA.
Pazgen 4. Cucrema 3alMIIEHHOr0 3JEKTPOHHOIO 48 5 5 5 30
JOKYMEHT0000poTAa
7 |Tema 7. OcoOeHHOCTH KOH(MUACHIUAILHOTO
AJNIEKTPOHHOTO  JIOKyMeHTooOopoTa.  OCHOBHBIC 16 9 5 5 10
BUABl yrpo3 HH(GOPMAIMOHHONH 0e30macHOCTH
OpraHu3aIuH.
8 |Tema 8. Opranmszanuss padOT TpU CO3TAHUHU
CHCTEMBI 3aIUTHI AIIEKTPOHHOTO 16 9 9 9 10
JTOKyMeHToOOOpoTa.  OOecrneueHue  KOHTPOJIS
3alIMThI AEKTPOHHOTO JOKYMEHTO000POTA.
9 |Tema 9. Arrectauus aBTOMAaTH3WPOBAHHBIX
UHPOPMALIMOHHBIX  CHCTEM TI0  TpeOOBaHUSM
0e30MacHOCTH uH(pOpMAaIUH. 3amura  OT 16 2 2 2 10
BPECIOHOCHBIX ~ MpOrpamMM.  3alluTa  CHUCTEMBI
AJIEKTPOHHBIX COOOIICHUIA
3auem
Konmponw
Hmozo 3a 6 cemecmp 144 18 18 | 18 90
B T.4Y. IPaKTHYECKasl NOJArOTOBKA 4 2 2
HUTOIO 144 18 | 18 | 36 36

OuyHo-3204Has1 popMa 00yUeHHS
(He peanuzyeTcs)

3aounas ¢popma o0yueHus

(He peanuzyeTcst)

TunoBoii BApMAHT KOHTPOJILHOM PadoOTHI

1. Uudopmanus — 3t0:

a) CBCIACHHUA O JIMIax, (I)aKTaX, COOBITHSX H SBJICHUAX, TICPCAABACMBIC HA 6yMa)KHI>IX NI MAarHUTHBIX

HOCHUTECIIAX
6) CBCIACHUA O JIMIax, Q)aKTaX, COOBITHSX U SBIICHUSAX HE3aBHCHUMO OT q)OpMBI UX TIpCACTABJICHUA

B) CBCACHH O JINIIax, Q)aKTax, COOBITHSX U ABJICHUAX, UMCIOITHUE ONPECACICHHYIO CTOUMMOCTD

2. IOKyMeHT — 3TO:

a) MaTepUaJIbHBIM O0BEKT, SIBJISIOMIMICS HOCUTENEM ONpeIe]ICeHHON HHPOPMAIK U ITpeIHa3HaYeHHBIN

IJIg €€ Iepeiavr BO BPpEMCHHA U IPOCTPAHCTBE

0) muct Oymaru onpeeraeHHoro ¢popmara, coaepKaniuii HHHOPMAITHIO O PAa3IMYHBIX 00BEKTaX

B) MaTCpI/IaJ'ILHHﬁ O6’beKT, y,HOCTOBCpHIOH.II/Iﬁ JIMYHOCTH YCJIIOBCKA

3. K kakoMy TuIly HOCHUTENEH TOKYMEHTOB OTHOCUTCS CD-nuck?

a) OyMa)kHbIe
0) MarHUTHBIE

Tekyiias arrectanys NpoBOAUTCS B (opMe KOHTPOJIbHOU paboThl, pedepara.

I1l. OHEHOYHBIE MATEPUAJIBI VISI TPOBENEHUST TEKYIIEA 1
IHPOMEXYTOUYHOU ATTECTAIIMU OBYYAIOIIINXCA ITO JUCHUITJIMHE




B) ONITHYECKHUE
4. JIOKyMEHTBI, CO3/IaHHBIC IOPUANMYECKUMU WM PUINISCKUMU TUIIaMHU U 0(DOPMIIEHHBIE B ONIPEICICHHOM
MopsAJIKE, — 3TO:
a) JIMYHbIE TOKYMEHTHI
0) odunManTbHBIE JOKYMEHTHI
B) ICPBUYHBIC JJOKYMEHTBI
5. DKCITyaTaliMOHHOE CBOMCTBO JJOKYMEHTAa — 3TO:
a) ero CrocoOHOCTD NepeaBaTh HHPOPMALIUIO
0) COXpPaHHOCTh TIOKYMEHTa, KOTOpasi 3aBUCUT OT MaTepUaIbHOI'O HOCUTENISI U CPEJICTB MUChMa
B) aKTYyaJIbHOCTh, JIOCTOBEPHOCTh M JJOCTYITHOCTh IOKyMEHTa
6. OOMeH nH(popManuen — 3T1o:
a) KOMMyHUKaTUBHasl (DYHKIUS JOKYMEHTA
0) nuapopManoHHas PyHKIUS JOKyMEHTA
B) COLIMATIbHO-KYJIbTYpHAsA (QYHKIHS JOKYMEHTa
7. PEKBU3UT JOKYMEHTa — 3TO:
a) CXeMa pacroIOKEHHUs ONpeaesIeHHON HH(POPMAaIIUN BHYTPH TOKYMEHTa
0) perucTpallMOHHBI HOMEpP TOKyMEHTa
B) 00s13aTeIBHBIN AIEMEHT 0(hOpMIICHHUST OPHUIIHATILHOTO IOKYMEHTA
8. biaHk 1o0KymMeHTa — 3TO:
a) auct Oymarm C 3apaHee BOCIPOW3BEICHHBIMH PEKBU3UTAMH, COACPIKAIIMMU MOCTOSHHYIO
uHpopmMalno 06 opraHu3auu — aBTOPE TOKyMEHTa
0) 3aII0JTHEHHBIN 10 MIA0JIOHY TOKYMEHT
B) JOKYMEHT, PAcIOJIO)KCHHE Ie4YaTH M TOJNHCH Ha KOTOPOM OMpEIeNseTcss rocyaapCTBEHHBIMU
HOPMATUBHBIMH aKTaMH
9. JokyMeHT0000pOT — 3TO:
a) IBW)KEHUE JIOKYMEHTOB C MOMEHTa MX CO3/IaHUS WM TOJYYSHHs 10 3aBEPIICHUS WCIIOJHEHHUS,
OTIIPaBKU WJIM CJJa4U B apXUB
0) ABIKEHHE JOKYMEHTOB Yepe3 CeKpeTaps-AeIONPON3BOANUTENS K PYKOBOIUTEIO KOMITAHUH
B) OOMEH JIOKyMEHTaMH MEXAy ABYMS U 0oJiee OpraHu3alusaMu
10. XapakTepucThka IOKYMEHTOOOOPOTa, KOTOpas BKJIIOYAET BCE HWHCTAHIMM HA TYTH ABHKCHUS
JIOKYMEHTA OT CO3/IaHUs YePHOBUKA (MIIM MOTyUYEHUs1) 10 MOIIINBKH B JI€10, — 3TO:
a) MyTh JBIKCHUS
0) MapHIpyT ABHXKEHHS
B) KapTa JBUKECHUS
11. OnepaTuBHOE NPOXOXKAECHUE JOKYMEHTa MO Haubojiee KOPOTKOMY M NPSIMOMY MapIIpYyTy C
HAaNMEHBIINMH 3aTpaTaMH BPEMEHU — JTO:
a) IJIaBHOE MPaBUIIO0 OpTraHU3aIlMU JOKYMEHTO000pOTa
0) HeAOCTHXKUMAasI 11€TIb OPTaHU3aluK JOKYMEHT0000poTa
B) OZIMH U3 3TAIlOB ONTUMHU3ALUN OU3HEC-TIPOLIECCOB
12. CnoxwuBiieecs Wil OPraHM30BaHHOE B Tpe/einax WHPOPMAIMOHHON CHCTEMBI JBIDKEHHE JTAHHBIX B
OTIpeIeICHHOM HampaBleHUH, IPU YCIOBUH, YTO y ATUX JAHHBIX OOIIUNA UCTOYHHUK U OOIIUN MPUEMHUK,
— 9TO:
a) TOKyMEHTO0000pOT
0) TOKyMEHTOTIOTOK
B) TOKYMEHTHUPOBaHUE
13. O6BemM TOKYMEHTO000pOTa — 3TO:
a) KOJMYECTBO HWHTEpHET-TpaduKa, HCIOIH30BAHHOTO OpTraHM3aIMeil 3a OIpeAeNeHHBIH Mepruo.l
BpEMEHHU
0) cyMMapHO€ KOJMYECTBO IOKYMEHTOB B apXHBE OpraHU3aIl[uu
B) 00IIlee KOJMYECTBO JOKYMEHTOB, MOCTYNUBIINX MM CO3JJaHHBIX OpraHU3aIlfel 3a ONpeleeHHbINH
NepUOJT BpeMEHH!



14. JIokyMEHTONOTOKH IO HAMPABJICHUIO JCIISTCS Ha:

a) TOPU3OHTAIILHBIC U IEPEKPECTHHIC

0) rOpU30HTAIbHBIEC 1 BEPTUKAIBHBIC

B) TOPU30HTAJIBHBIE U BOCXOISIINE
15. JIOKyMEHTOIIOTOKH 10 OTHOLICHUIO K YIPABICHYECKOMY OOBEKTY AEIATCS Ha:

a) BXOZSIIUE U UCXOIAIINE

0) BXoJsIIHe, HCXOAAIINE U BHYTPEHHHE

B) JIMYHBIC U OQUIHATBHBIC
16. 3anmch yUETHBIX JaHHBIX O JOKYMEHTE 110 yCTaHOBJICHHOH (opMe, GUKCHpYIoIIeH (HakT ero co3aanus,
OTIPABJICHUS WX TOTYYEHUs, — ITO:

a) perucrpanus J10KyMeHTa

0) mepBu4Has 00pabOTKa JOKyMEHTA

B) oopMIICHHE TOKYMEHTA
17. UcnionHeHue 10KyMEHTa — 3TO:

a) IOATOTOBKA IPOEKTa OTBETHOT'O IOKYMEHTA, €0 COTJIACOBAHUE C COMCIIOIHHUTEIISIMH

0) KOHTPOJIb 32 COONIOIEHUEM CPOKOB, YKa3aHHBIX B JJOKYMEHTE

B) ITPOIIECC MOIMHCAHMS JOKYMEHTOB, IPEACTaBICHHBIX CEKpEeTapeM
18. JIOKyMEHT WM COBOKYMHOCTh JOKYMEHTOB, OTHOCSIIMXCSI K OJHOMY BOINPOCY WM YYacTKy
IEATeIHOCTH, IIOMEIICHHBIX B OTICIBHYIO O0JIOKKY, — 3TO:

a) aiin

0) nemno

B) apXuB
19. Pacmonoxkutre B TpaBHIBHOHM IOCIEIOBATEIBHOCTH 3Talbl OOpaOOTKM BXOISAIMIMX IOKYMEHTOB,
HAYMHAas C IEPBOTO:

a) O3HAaKOMJICHUE B CTPYKTYPHOM IOJIpa3/IeJICHUH W UCIIOJTHEHUE

0) sKcTIeqUIMOHHAsE 00padoTKa

B) perucTpanus
20. Pacrnonoxure B TPaBHIBHOW ITOCIIEAOBATEIBHOCTH ATallbl OOPa0OTKM HCXOAAIINX TOKYMEHTOB,
HayMHAs C IEPBOTO:

a) SKCIeTUIIMOHHas 00paboTKa

0) peructpanus

B) pa3paboTKa MPOEKTa JOKYMEHTa B CTPYKTYPHOM MOJPa3IeICHHUH.

IIpumepHas TemaTuka pedeparon

1. IlpoBenenue ciyxeOHOro pacciefoBaHus M0 (akTaM yTeUKH KOH(UACHIUAIBHON
nH(pOpMAINH, yTPaThl HOCUTEINEH, COJepKAIINX TaKue CBEJCHHUS, a TaKXKe Mo (aKTaM MHBIX HAPYIICHUH
pekuMa KOH(UACHIUAIBHOCTH.

2. OcobeHHOCTH TMpeaoCTaBICHUS WHHOPMAIUHU, KIACCU(PUKANUSI HHPOPMAIMK 0 TPaBY
J0CTyna K MHGopMaruu.

3. DOrtambl 00pabOTKM BXOAANIMX W BHYTPEHHUX JTOKYMEHTOB, TOPSIOK Yy4eTa BXOJSIINX
KOH(HIEHIIMATIBHBIX JJOKYMEHTOB.

4.  OO0bexTb HHPOPMAITMOHHOTO MPaBa.

5.  Opranuzanuss  JOKYMEHTOOOOpPOTa,  OCHOBHble  TpeOOBaHUS K  OpraHU3alUH
JOKYMEHTO000pOTa IS KOHPHICHIIHATHHBIX JOKYMEHTOB.

6. CyObekTsl HHPOPMALMOHHOTO MpaBa.

7. Buasl 6mankoB. CoctaB u mpaBmia oQoOpMIICHUS PEKBU3UTOB 00ImIero OmaHka, OmaHKa
nUchbMa. XapaKTepUCTUKU MHPOPMALIMOHHOM 0€30MacHOCTH.

8. TpeOoBanusi K OGOPMIICHUIO PACTIOPSIUTEIBHBIX IOKYMEHTOB (IIPUKa3, pPacmopspKEeHUE,
peleHue, TPOTOKOI).

9.  [IpwHOUTIBI TOCTPOCHUS CHCTEMBI HHPOPMAIIMOHHOM 0€301MacHOCTH.



10. Opraamzanus ciyO0bl JeIONPOU3BOJICTBA, CTPYKTypa, 3agaud M (QYHKIUH CITY>KOBI
JOKYMEHTAI[MOHHON OpraHu3alliy YIMPaBICHHUs MO OOECIEUEHUI0 COXPAHHOCTH KOH(HICHIIUATBHBIX
JOKYMEHTOB.

11. OcHOBHBIC LM U 33]Ia4H 110 00ECTICUeHUI0 HH(POPMAITMOHHON 0€30MaCHOCTH.

12. TpebGoBanus kK O(GOPMIICHHIO OPraHU3AlMOHHBIX JTOKYMEHTOB (ITOJIOKEHWE, MHCTPYKIIUS,
PYKOBOJCTBO, IOTOBOD).

13. OcHoBHBIE METOIBI OOecIIeueHusT HH(POPMAITMOHHOM 0€301MacCHOCTH.

[TpomexxyTouHast arrectanuss OOydalOLIMXCS OCYIIECTBIsIETCS B (opMme 3aueTa C
VCIIOJIb30BAHUEM CIIEAYIOIINX OLIEHOYHBIX MaTEPUAIIOB: nepeyenb 60Npocos K 3auemy.

Bomnpocs k 3a4eTy
(6 cemecTp, ouHasi opMa 00yUeHHS)

1. O6ume mnonoxenus. KouduaenumanpHas wuHQOpPMAIUA: CoOAep)KaHUE TOHATHS U
OCOOEHHOCTH.

2. IlepconanbHble naHHBIE. TeXHOIOTHH 00PAaOOTKH MEPCOHATBHBIX JAHHBIX.

3.  Taiina cinencTBus U CyJONPOU3BO/ICTBA.

4.  CnyxeOHas TaliHa.

5. TIpodeccruonanpHas TalHa.

6. Kommepueckas TaitHa.

7. XapakTepucTHKa OCHOBHOM HOPMAaTHBHO-IPaBOBOM 0a3wl Poccuiickoit Denepanmu mpu
pabote ¢ KOH(UACHINATEHOW HHPOPMAITUEH.

8. OcobeHHOCTM JocTyna K KOH(QUACHUUAIbHOW JOKYMEHTUPOBAHHOM HWH(OpMaLuy,
COCTABIISIIOLICH CITy)KEOHYI0, KOMMEPUYECKYI0, TPOPECCHOHATBHYIO TalfHBI, CEKPET MPOU3BOACTBA (HOY-
Xay) U CIIy>Ke€OHBIN CeKpeT NPOU3BOJICTBA.

9.  OcoOeHHOCTH JOKYMEHTHPOBaHUS KOH(UACHINATEHOW HHPOPMALIUH.

10. Onmnpenenenue cTeneHW OTpaHUYEHUs JOCTYNa K JIOKYMEHTaM M MCIIOJIb30BaHME OTMETKU
KOH(HUIESHIIMATHFHOCTH MTPH 0POPMIICHUN JTOKYMEHTOB.

11. OcobeHHoCTH OmpeieNeHus CTENEHH OTPaHUYEHuUs JOCTyNa K MH(OpMAIHH.

12. OcoOeHHOCTH CO3/IaHUSl M M3TOTOBJICHUS KOH(MUACHIMAIBHBIX JOKYMEHTOB C IIOMOIIBIO
cpeactB OBT, ux neyaranus, THpKUPOBAHUSA, PA3MHOKEHHS.

13. Oco0eHHOCTH yueTa v peruCTpaliui KOH(PpUICHIINAIBHOM TOKYMEHTHPOBAHHOW HH(OPMAIIHH.

14. Vwuer xoH(puUIEHIMAIBHONW HHPOPMALIUU IPU €€ aBTOMATU3UPOBAHHOM 00pabdoTKe.

15. OcHoBHBIE TpeOOBaHUS K PA3PELINTENBLHON CHUCTEME IOCTYyIIA.

16. OcHoBHBIE TpeOOBaHMS K pa3pelINTEIbHOIN cucTeMe JOCTyIa.

17. OcobenHocT KOHPUACHIIUATHHOTO JIEKTPOHHOTO JJOKYMEHTO000pOTA.

18. OcHoBHBIE BUIBI YTPO3 HH(OPMAIIMOHHON 0€30IaCHOCTH OpraHU3alHH.

19. Opraamzanus paboT MPHU CO3AHUN CHCTEMBI 3aIUTHI AIEKTPOHHOTO JIOKYyMEHTO000pOTA.

20. OO6ecrieueHue KOHTPOJIS 3aLIUThI 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

21. Arrecramysi  aBTOMAaTH3MPOBAHHBIX  WH(POPMALMOHHBIX CHUCTEM 10  TpeOOBaHHSIM
6e30macHOCTH HHPOPMALIUH.

22. 3ammrta OT BPEJIOHOCHBIX MPOTPAMM.

23. 3ammTa CUCTEMBI AIEKTPOHHBIX COOOIICHHIA.

IV. IEPEYEHDB JUTEPATYPBI, HEOBXOJIUMOM 1JIs1 OCBOEHUS
JAUCIIUTIJINHBI
4.1. OcHOoBHAasI JJUTEpaTypa

1. BesomacHOCTH 2JIEKTPOHHOrO JIOKYMEHTO00OpOTa : ydebHOe mocobue : [16+] / FO. M.
Kazakos, P. A. ®unmunnos, JI. b. ®ununmnosa [u ap.]. — Mocksa ; bepnun : Jlupekr-Menua, 2021. — 54 c.
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— Pesxxum moctyma: mo moamucke. — URL: https://biblioclub.ru/index.php?page=book&id=602225 (nara
oopamenus: 18.04.2024). — bubnuorp. B kH. — ISBN 978-5-4499-1928-1. — TekcT : 2IEKTPOHHBIH.

2. Kopuees, MW.K. KoubuneHiumansHoe IeIONPOM3BOJACTBO : yYeOHHMK s BY30B /
. K. Kopnees, A. B. ITmienko, B. A. MamypueB. — 3-e u3z., nepepad. u gom. — Mocksa : M3aaTenscTBo
IOpaiir, 2024. — 46 c. — (Bricmiee oopazobanue). — ISBN 978-5-534-18511-9. — TekcT : 31eKTpOHHBIH
// Obpa3zoBaresnbHas wiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/535209 (nara obpamieHus:
18.04.2024).

4.2. JlonoJIHUTEIbHASA JINTEPATYpPa

1. buciokos, B.M. 3amura u 00paboTka KOHGHIESHIMATIBHBIX JOKYMEHTOB : yueOHoe rmocooue /
B.M. bucrokoB ; Ceepo-KaBkasckuii penepanpubiii yauepcuteT. — CtaBponoiib : CeBepo-KaBkazckuii
@®enepanbublii yausepcurer (CKDY), 2016. — 153 c. : tabn. — Pexxum gocryma: mo noanucke. — URL:
https://biblioclub.ru/index.php?page=book view red&book id=458917 (nara obpamuenus: 18.04.2024). —
bubnuorp. B kH. — TeKcT : 371€KTPOHHBIN.

2. JloxymeHTtoBeaeHue : ydeOHoe mocobue : [16+] / coct. C.B. Munyk ; Jlunmeukuit
rocynapcTBeHHbli nenarornueckuit yausepcurer umenu 1. I1. CemenoBa-Tsu-1llanckoro. — Jlunenx :
Jluneukuit rocyaapcrBeHHblii nexarornueckuil ynuBepcuter umeHu ILII. Cemenosa-TsuH-Ilanckoro,
2017. - 4. 1. - 55 ¢ : wun. — Pexum goctyma: mo mommucke. — URL:
https://biblioclub.ru/index.php?page=book view red&book id=576848 (mata obpamenus: 18.04.2024).
— bubamorp. B kH. — TeKCT : 3IEKTPOHHBIH.

3.  Munyk, C.B. 3amurta u 06paboTka KOHGUACHINATLHBIX JTOKYMEHTOB: BuIbl TaiiH :/ C.B.
Munyk ; Jluneuxuit rocyaapctBeHHbI neparornyeckuil ynusepcuter umenu II. I1. CemenoBa-TsH-
[MManckoro. — Jlunmeuk : Jluneukuid rocyJapCTBEHHbIM Ienarornuyeckuid yHusepcutrer uMeHu ILII.
CemenoBa-Tan-Illanckoro, 2017. — 62 c. : wun. — Pexum pocryma: no mnognucke. — URL:
https://biblioclub.ru/index.php?page=book_view red&book id=577437 (mara obpamenus: 18.04.2024).

— bubamorp. B kH. — TeKCT : 3IEKTPOHHBIH.

V. IEPEYEHb PECYPCOB HH®OPMAIIMOHHO-
TEJEKOMMYHUKAIIMOHHOU CETH «<MHTEPHET», HEOBXOJANMbIX
JJIAA OCBOEHUA AUCIIUITJIMHBI

Ne Ccpliaka Ha HaumeHoBaHue pa3padoTKH B 3J1eKTPOHHOI
f uH(GOpMaIMOHHBIH pecypc dopme Aoctrynnocts
1. http://edu.ru/ Poccuiickoe oopa3zoBanmue:
DenepaabHblii nopraj. Briroyaer CBoboaHbIi JocTyn
CCBUIKM  Ha  MOpTajlbl W CalThI
00pa3oBaTeNbHBIX YUpEKIACHUH;
rOCy/1apCTBEHHBIE oOpasoBarebHbIe
CTaHAApThl; HOPMATUBHBIE JIOKYMEHTHI;
KaTaJor  J3KCKYpCMH H  OOydYaromIux
MIpOrpamm.
http://citforum.ru/database/o HudopMarimoHHO-aHATTUTHYECKHE
2. shd/contents.shtml MaTepuabl CBOOOIHBIN TOCTYT

V1. COBPEMEHHBIE TIPO®ECCHUOHAJIBHBIE BA3bI TIAHHBIX
N UTHOOPMAILIMOHHBIE CITPABOYHBIE CUCTEMBbI

DeKTPOHHO-0MOINOTeYHAs Perucrpanust  depes  mr000i
cuctema (9bC) YHUBEPCUTETCKUN KoMIibloTep. B

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

YHuBepcurerckas OuoImoTeKa
OHJIANH

ILaJIBHefIL[IeM NpeaOCTaBIACTCA
HEOrpaHWYEHHbIN
I/IHI[I/IBI/II[yaJIBHBIf/’I A0CTyIl us3

000 TOYKH, B KOTOPOU UMEETCS
JOCTYII K cetu MHTEepHeT

Www.garant.ru

WNudopmannoHHO-TIPaBOBO
nopran

CBOOOIHBIN TOCTYII

3. | wwwe.elibrary.ru

Poccutickuii nHGOpMaIIMOHHBIN
nopranx B 00JacTH  HayKH,

CBoboaHbIi JoCTyI

4. | www.consultant.ru

TEXHOJIOTUM,  MEIAMLUHBI U
00pa3zoBaHus
Pocculickas KOMIIBIOTEPHAs

CIIpaBOYHO-IIpaBOBasA CUCTEMA

CBoboaHbIi JoCTYI

VII. JMOEH3UOHHOE N1 CBOBO/HO PACITPOCTPAHAEMOE

IHPOI'PAMMHOE OBECIHHEYEHHUE

[Ipn peanuzanuu y4eOHOM IUCHUIUIMHBI TPUMEHSIETCS CJENYyIOIee JUIEH3MOHHOE M CBOOOJHO
pacrpocTpaHsieMoe IPorpaMMHOe oOecreyeHue:

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

ViIl. OBOPYAOBAHUE U TEXHUYECKHUE CPEJICTBA OBYYEHUNA],
HEOBXO/IMUMBIE JUISA OCYIHECTBJIIEHUSA OBPA3OBATEJIBHOI'O

HNPOLECCA 11O AUCIUIIJIMHE

VYyeOHble 3aHATHS MPOBOAATCS B ayAMTOPUAX, YKOMIUIEKTOBAHHBIX CIEIMAIU3UPOBAHHOM
MeOenpio, B TOM YHCJIE€ CTAllMOHAPHBIMH HJIM TIEPEHOCHBIMH TEXHHUYECKUMH CPEICTBAMH OOYUYCHHUS
(IpoeKTop, 3KpaH, KOMIBIOTEP/HOYTOYK).

JlaGopaTopHbIe 3aHATHS, TPYNIOBBIE W WHAWBUAYAIbHbIE KOHCYJIBTAIlMH, TEKyIas W
IPOMEXYTOUHAsT aTTeCTAllMM MPOBOJATCS B CHELUATU3UPOBAHHBIX KOMIIBIOTEPHBIX KJIAccax.
[lepeyeHbp OCHOBHOTO OOOPYIOBaHUS: aBTOMATH3MPOBAHHBIE paboO4YMe MecTa C KOMITBIOTEpaMH,
nporpaMMHoe o0ecrieyeHre o0Iero u npo(eccCHoHaAIbHOTO Ha3HAUYEHUS.

CamocrosTenpHas paboTa MPOBOAUTCS B KAOMHETAaX, OCHAIIEHHBIX KOMITBIOTEPHOH TEXHUKOU
C BO3MOKHOCTBIO TMOAKIIOYEHUs K ceTH «VIHTepHeT» M olecledeHneM JOCTyNa B 3JIEKTPOHHYIO
nH(pOpMaAIMOHHO-00Pa30BaTENBHYIO CPEly YHUBEPCUTETA.
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