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PazpaboTtunk(n) pabodeit mporpaMMel:
KaHOUOam uzuxo-mamemamuyeckux Hayk, OOueHm C.A. Pomynkun




Heab n3yyeHus TUCHUNIHHBI:
~  O3HAaKOMJICHHWE CTYJEHTOB C OCHOBAMH TEOPHH, HEOOXOAMMOM ISl PEIICHUS MPH-
KJIQIHBIX 33/1a4 CO3/IaHUs U 3aIUTHI IOKYMEHTOB, a TaKXe YIpaBICHHE TOKYMCH-
TOOOOPOTOM OpTaHU3AIIHHA.
3agaum n3y4yeHus1 IMCUMILINHBI:
~ W3YYCHHE OCHOBHBIX BOIPOCOB COBPEMEHHOW TEOPHH 3aIllUThI, TOATOTOBKH, 00pa-
OO0TKM TOKYMEHTO000POTa;
~  W3yYCHHE OCHOB JOKYMCHTOBE/ICHUS,
— BOCTIHTAHHE JCIOBOTO M JIOTHYECKOTO MBIIUICHUS Ha IPUMEPE PEIICHUS 3379 CO3-
JaHUS ¥ IPUHIIMIIOB OPTaHU3AINHN JJOKYMEHTOBEICHUS.

|. OPTAHU3AIIMOHHO-METOJUYECKHA PA3IEJ

Mecto nucuumiaunbl B cTpykrype OIIOIL: peanusyercss B BapMaTUBHOW 4acTu
(gacTtu, popMupyeMoil ydacTHUKaMU 00pa30BaTebHBIX OTHOIIEHU) Ooka b1. Jluciumn-

JUHBI (MOYJIN).

Il1aHupyembie pe3yJbTAThl 00y4eHHUs M0 TUCIHUIINHE!

Kon NHauKaTOpBI 10CTHKEHUS Ilnanupyemsbie pe3yJbTaThl 00yUYeHHs
KOMIIeTCHINH KOMIIeTeHIUU 0 JUCHMILIHHE
IIKC-1 3HATH: 3Haer:

- CYIIHOCTb M TIOHATHUC PIH(bOpMa-

LIMOHHON 0€30IacHOCTH, Xapak-
TEPUCTUKY €€ COCTaBJISIONIUX,
HUCTOYHHUKU YIPO3 U MEpHI IO UX

- OCHOBHBIC HOPMAaTHBHO-IIPABOBBIC AKThI U
JIOKYMEHTBI, CBSI3aHHBIC C OOeCIeUYeHHUEM
3alUTHl 1 00Pa0OTKH KOH(DUIEHITHATBHBIX
JIOKyMEHTOB,

IPEJOTBPALICHHUIO; - IpaBOBblE OCHOBBI HH(POPMALMOHHOM
METO/IBI M CPEACTBA YIPABJICHHUS | OE30MAaCHOCTH, 3HATh CIIOCOOBI OIICHKH
uHpOpMAllMOHHOM  Oe3omacHo- | A(PQPEKTUBHOCTM Mep IO 3alluTe H
CThbIO, @ TAK’K€ OCHOBHBIE MOAXO- | 00paboTKe KOH(UICHIIMATIBHBIX
bl K pa3paboTKe, peanu3alyd, | JOKYMEHTOB.
SKCILTyaTaIu, JIMarHOCTHKE,
aHaJN3y, COMPOBOXAEHUIO M CO-
BEPIICHCTBOBAHHUIO CHUCTEM 3alllH-
Thl HH(pOpMALIUU.

Ymers: Ymeer:

- OLICHMBATh 3AlUIIEHHOCTh, KJIac- | -  HCMOJb30BaTh  HOPMATHUBHO-IIPABOBBIE

cuUIUPOBAaTh OCHOBHBIE YIpO-
3bl, oOecmeyuBaTh HH(POpPMAIIH-
OHHYIO 0€30IMacCHOCTh KOMIIbIO-
TEPHBIX CHCTEM, IPUMEHss HEe00-
XOJIIMBIE IPOTPaMMHO-
anrmaparHble CpPeJCTBa U CUCTEMBbI
3alUThl HH(OPMALIUN;
NPUHUMATh YIPaBICHUECKUE U
aJIMUHUCTPATHBHBIC DEUICHUS B
cdepe 3amUTH THPOPMALIUH.

JIOKYMEHTHI, CBSI3aHHBIC C OOeCIeUYeHUEM
3alUTHl U 00Pa0OTKH KOH(MUICHIIMATBEHBIX
JIOKyMEHTOB Ha MPEANPHUATHSAX;

- OLICHHUBATh aJIMUHHCTPATHBHO-
YIIPaBICHYECKYIO u TEXHUYECKYIO
peann3yeMocThb u SKOHOMUYECKYIO
eJIeCO00pa3sHOCTh Mep IO  3alluTe |
o0paboTke KOH(HICHIIHATIbHBIX
JIOKYMEHTOB;

- MPOBOJIHMTH IKCIIEPUMEHTAIBHO-

HCCIIeIOBATENILCKYI0 pabOTy IpH aTTecTa-
J105058 TGHCKOMMyHI/IKaLII/IOHHBIX CUCTEM I10
3ammTe M 00paboTKe KOH(HUIACHITMATHHBIX




JOKYMCHTOB.

Biaajgers.
- KaTeropHaJIbHBIM aIlaparoM B | -
o0JracTu o0ecreueHus KOMILIEKca
MEp M0 aJIMHHHCTPUPOBAHHUIO U
JUArHOCTHKE CHCTEM  3all[UTEHI
nH(popManuu;

- [paBWJIAMH, METOJAaMHU, CPEJICT-
BaMH, MPOLEIypaMH YIPABICHHS | -
U aJIMHHUCTPUPOBAHUS HHPOP-
MAaI[HOHHOI 0E€30IMaCHOCTBI0 00b-
eKTa.

Baaneer:

HaBbIKAMU  PabOTBl C  HOPMATUBHO-
MPaBOBBIMU JIOKYMEHTAMH, B YaCTHOCTHU C
HOpPMATHBHON 0a3zoii P®, cBs3aHHBIMHU C

obecriedeHrEeM 3amUTBl U 00paboTKH
KOH(PHUICHIIMAIBHBIX ~ JIOKYMEHTOB  Ha
MPEANPUSITUSIX;

KOMILJIEKCOM MEp IO 3aluTe U 00paboTKe
KOH(UICHIINATLHBIX JOKYMEHTOB;

- 0a30BBIMHU HABBIKAMH 3aIlIUTHI 1 00pabOTKH
KOH(UACHIIMATBHBIX JOKYyMEHTOB.

Il. COAEP’KAHUE U OFBEM /IUCHHUIIVIMHBI

C YKazaHHuEM KoJINYeCTBa YaC0B, BLIACJICHHBIX HA KOHTAKTHYIO pa60Ty oﬁyqamumxcn

¢ nmpenoaaBartesieM (110 BUIaM Y4eOHBIX 3aHSITHI) U HA CAMOCTOATEIbHYI0 Pa00oTy

Ounas popMma 00yueHus1

Ne

HaunmeHnoBaHnue pa3ieJioB U TEM

Bcero AyauTOpHBIE 3aHATHS Cam.
4acoB JIK 113 Jb Pao.

Paspnen 1. «IIpeamer 3agauu u cogep:xxanue Kypca. Oc-
HOBHbIE MOHSITUSA B 00/1aCTH 3a1IUTHI U 00PadOTKH
KOH(UIEHINATbHBIX JOKYMEHTOB)»

10 2 2 2 4

1

Tema 1. [Ipeanoceliky U HanpaBIEHUs] COBEPIICHCT-
BOBaHUSI TEXHOJOTUH 3alIUTHl U 00pabOTKH KOH)U-
JCHITMATGHBIX JOKYMEHTOB B YCJIIOBHSIX Pa3BHTHUS
HayYHO-TEXHHYECKOTO MPOrpecca U PhIHOYHBIX KO-
HOMHWYECKHNX OTHOIIIEHHUH.

10 2 2 2 4

Paznen 2. «OCHOBBI TEXHOJIOTMH 3AIUILEHHOI0 0KY-
MEHT0000pPOTa»

24 4 4 4 12

2

Tema 2. Ilonarue "nokymentoo6opot". OcHOBOIMO-
Jlararomee €AMHCTBO JABMIKCHHA JOKYMCHTOB W HWH-
¢dopmanmu. JIOKyMEHTOOOOPOT M "KU3HEHHBIH
nuki" qokymeHTa. Posib 1 MecTo JOKyMEHTO0O0pOoTa
B MpOLIECCE YIPABIIEHUS] OPraHU3alMOHHBIMU CTPYK-
TypaMu U IPOU3BOACTBEHHBIMU MIPOLIECCAMU.

12 2 2 2 6

Tema 3. HWHpopmanMoHHO-I0KYMEHTAIIUOHHOE
obecnieueHue AesTenbHOCTH, paboThl. TpeboBaHus,
IpeabsBIsieMble K JOKYMEHT0000poTy. OcobeHHO-
CTH aBTOMAaTH3UPOBAHHOTO 0€30yMa)KHOTO JOKY-
MeHTO00OpoTa. ENMHCTBO NMPUHIMIIOB M HampaBJie-
HUHI ABVIKCHUSA TPAAUIUOHHBIX W JJICKTPOHHBIX 10-
KYMEHTOB

12 2 2 2 6

Pa3nea 3. «JlokyMeHTalMOHHOE 00ecrneyeHne ynpas-
JICHHHA, 3HAKHU U 3HAKOBbIC CUCTEMBI»

54 12 12 | 12 18

4

Tewma 4. [lousatue nokymentupoBanus. Koguposanue
nHpopmanuu. Buasr kog0B, CBOMCTBA KO/1a. 3HAKHA U
3HAKOBBIEC CUCTEMBI, X Kiaccudukamnus. EctecTBen-
HbIC U UCKYCCTBEHHBIE SI3BIKU.

18 4 4 4 6

Tema 5. [luceMo. Dtansl pa3BuTHs nucbma. Bo3HUK-

18 4 4 4 6

3




HOBEHHE M pa3BUTHE pycckoro nucbma. M300pasu-
TEJIbHOE JOKyMEHTHpoBaHUE. ['paduyeckuii S3bIK.
I'paduueckne 0Opa3sl Kak COBOKYITHOCTh M300pa3u-
TEJIbHBIX 3JI€MEHTOB. TeXHHYecKoe TOKYMEHTUPOBA-
nue. Kaprorpadus. 1M306pa3uTtenbHoe HCKYCCTBO.

Tema 6. JlokymeHnTHpoBanue Ha (GOpMaIbHBIX (HC-
KYCCTBEHHBIX) s3bIKax. VICKyCCTBEHHbIE S3BIKH,
NpeJHa3sHauUeHHBIE Uil OOLICHUS MEXAY JIIOAbMU.
S3biku nporpammupoBanus. Cucremsl 3anucu. Cre-
Horpadus. [llndposanue nudopmarym.

18

Paznean 4. «Ctagum o6padboTKH U 32Tl KOH(PUIEH-
HHMAJTbHBIX JIOKYMEHTOB)

44

20

7

Tema 7. Ha3znauenwe u 3agaud CTajuu IMpuUema u
MEpPBUYHON 00pabOTKM KOH(QUACHLHAIBHBIX JIOKY-
MeHTOB. THWIOBOIl cocTaB omepanuii mpoueaypbl
MpueMa MaKkeToB, KOHBEPTOB U MHBIX OTIPaBJICHUH,
MOCTYNUBIIMX U3 MOYTOBOTO OTEICHUS WU OT Ha-
pOUYHOTrO0. Y4YeT MOCTYIUICHUH, COCTaB (PUKCHPYEMBIX
JaHHBIX.

22

10

Tema 8. TumoBoil cocTaB omnepauuidl MIPOLERYpPbI
MepBUYHON 00paboTKU HOKyMeHTOB. [lepBruuHas 00-
paboTKa MOCTYNMHUBIINX MAIIMHOYUTAEMBIX M ayIHO-
BU3YAJIbHBIX JIOKYMEHTOB. Ha3HaueHue u 3amgauu
CTaJMH TPEABAPUTEIHLHOTO PACCMOTPEHUS B pacipe-
JeTICHHsI TIOCTYMUBIIHUX JTOKYMEHTOB. THIIOBOW CO-
CTaB ONepaIfii MPOIEeAYpPhl MPEIBAPUTEIHHOTO pac-
CMOTpeHHsI TOKyMeHTOB. [lopsmoKk BBISBIECHUS KOH-
(bUAeHIINATEHBIX JOKYMEHTOB, COJAEPIKAIIUX KOM-
MEpUecKyIo TaiflHy U mocTynuBIIuX 0e3 rpuda orpa-
HUYEHUS JIOCTYTIA

22

10

Pa3nea 5. «CucremaTn3anus v onepaTuBHOE XPaHEHHE
KOH(HMICHIHUAIBHBIX JOKYMEHTOB.)

12

9

Tema 9. HazHaueHue u 3ama4yM CTaaud COCTABJICHUS
U BEJCHHUS HOMEHKIATYypbl Jed. MeTonuka cocTaB-
JIEHWsI HOMEHKJIATYphI JIeJI: U3y4eHUe COCTaBa JIOKY-
MEHTOB, pa3paboTKa KJIacCU(UKAIMOHHON CXEMBI
HOMEHKJIaTypbl, ((OPMYJIUPOBAHUE 3aT0JIOBKOB 1€ 1
UX CHUCTEMAaTHU3allus, UHAECKCUPOBAHUE €], Ompese-
JIeHWe CPOKOB xpaHeHus jaein. [IpaBuna ¢popmymnupo-
BaHMs 3aroyioBKoB jein. IlepedeHb JOKYMEHTOB C
yKa3aHHEM CPOKOB WX XpaHeHHs. Ha3znauenue me-
peunsi. TumnoBsle W BEJOMCTBEHHBIE TEPEUHH.
CtpyKkTypa nepedyHerl M MOpsAOK WX HPUMEHEHUS.
ABTOMATU3UPOBAHHBIE METOJIBI COCTaBJICHUS HO-
MeHKIaTypsl Jen. OCOOEHHOCTH COCTaBJICHHUSI HO-
MEHKIATyphl el Ui KOH(QUIACHIMATBHBIX JIOKY-
MEHTOB DPa3JUYHOTO THUIIA U YPOBHS KOH(HUICHIU-
anpHOCTH. OQopMIIeHHEe HOMEHKIATYPHI Ael, €€ CO-
IJ1aCOBaHWE W yTBEpXkAeHHUE. THUIOBOM COCTaB oOre-
pauuii mpoueaypsl BeIE€HUS U 3aKPBITUSI HOMEHKJIa-
TYpBI JeN

12




Dopma omuemuocmu 3auer ¢
OLICHKOM
Konmponw
Ox3amen
Hmozo 3a 8 cemecmp 144 28 28 | 28 60
B T.4. IPAKTHUYECKas MMOJATOTOBKA 4
UTOro 144 28 28 | 28 60

OuyHo-3204Has (popMa 00yUeHHS He peau3yercs
3aouHas popma 00ydeHHs He peaiu3yeTcs

I1l. OHEHOYHBIE MATEPUAJIBI V151 TIPOBEJEHUSI TEKYIIEN U
INPOMEXYTOUYHOU ATTECTAIIMU OBYYAIOIIUXCA 11O AUCHUIIJIMHE

Tekymias arrectaius NpoBoAUTCs B hopMme TecTa, pedepara.
Tumnosou BapuaHT TECTA

1. Uudopmanusa — 3to:

a) CBEJEHUS O JINLAX, (haKTaxX, COOBITUAX U SIBJICHUSX, [IEPEIaBaEMble Ha OyMa)KHBIX
WJIM MarHUTHBIX HOCUTENSX

0) cBeneHus o auIax, pakTax, COOBITUIX M ABJICHUSIX HE3aBUCUMO OT (POPMBI UX
MIPEICTABIICHUS

B) CBEJICHMS O JIMIAX, (paKTax, COOBITUSAX U SIBJICHUSIX, UMEIOLIUE OMPEACICHHYIO
CTOMMOCTD

2. JIOKyMEeHT — 3TO:

a) MaTepUaIbHBIA OOBEKT, SIBISIONIUNACS HOCUTENIEM OIPEACIICHHON NHPOpMALIUU U
MpeHA3HAYEHHBIN 1JI €€ Mepeiadyr BO BpEMEHU U ITPOCTPAHCTBE

06) mmct Oymaru oOmnpeaelieHHOro ¢opMara, coaepkamuid  HHPOPMALUIO O
Pa3TUYHBIX 00BEKTAX

B) MaTepHAIIbHBINA OOBEKT, yIOCTOBEPSIONINI JTHUYHOCTh YEJIOBEKA

3. K kakomy TUIy HOCUTENIEH JOKYMEHTOB oTHOCUTCSE CD-nuck?

a) OyMaxxHbIe

0) MarHUTHBIC

B) ONTUYECKHE

4. JIOKyMEHTBI, CO3/IJaHHbIC IOPUAUYECKUMHU WM (PU3NUECKUMU JIMIIAMU U
o(OpMJICHHBIE B OINPEACIIEHHOM MOPAJIKE, — 3TO:

a) JINYHbIEC JOKYMEHTBI

0) odunUaTbHbBIC TOKYMEHTHI

B) IEPBUYHbBIC JOKYMEHTHI

5. DKcmlyaTallHOHHOE CBOMCTBO IOKYMEHTA — 3TO:

a) ero CrocoOHOCTH MepeaBaTh HHPOPMAIIIO



0) COXpaHHOCTh JOKYMEHTa, KOTOpas 3aBUCUT OT MAaTE€pPHAIbHOTO HOCHUTENS U
CpEeJICTB MUChMa
B) aKTyaJIbHOCTb, JJOCTOBEPHOCTH U JIOCTYITHOCTh JJOKyMEHTa

6. O6MmeH uHdopmalmeit — 3To:

a) KOMMYHHKATUBHAsI PYHKIUS JOKyMEHTa

0) uadopmaloHHast GyHKIHUS JOKyMEHTa

B) COLIMAJIBHO-KYJIbTYpHasi (PYHKIMS TOKYMEHTa

7. PEKBU3HAT TOKyMEHTa — 3TO:

a) cXxema pacroJIoKEHUs onpeaeeHHON HHPOpMaIlUu BHYTPH IOKyMEHTA

0) perucTpalMOHHBI HOMEP TIOKyMEHTa

B) 00s13aTeIbHBIN AJIEMEHT 0(hopMIIeHUS! OPUIIMATTEHOTO JOKYMEHTA

8. bnaHk nokyMeHTa — 3TO:

a) JUCT OyMaru C 3apaHee BOCIPOM3BEICHHBIMU PEKBU3UTAMHU, COJEpKAIIUMU
MOCTOSIHHYIO0 HH(POPMAIIUIO 00 OpraHu3alii — aBTOpPE JOKYMEHTa

0) 3amoOJHEHHBIN MO MabIOHY JTOKYMEHT

B) JIOKyMEHT, pACIIOJIO)KEHHE Ie€4aTh M TMOANMCH Ha KOTOPOM OIpENemsieTcCs
rocyJapCTBEHHbIMA HOPMATUBHBIMU aKTaMU

9. 1oKyMeHTO000pOT — 3TO:

a) JIBMKEHUE JOKYMEHTOB C MOMEHTA UX CO3JaHUS WUJIU MOJTYYEHUS JI0 3aBEPIICHHUS
WCIIOJIHEHHMSI, OTIIPABKU WK CIa4u B apXUB

0) IBIKEHHE JOKYMEHTOB Yepe3 CeKpeTaps-AeIONpPOU3BOIUTENS K PYKOBOAUTEIIO
KOMITAaHHH

B) 0OMEH JOKYMEHTaMH MEXIy IBYMs M 00Jiee OpraHu3alusIiMu

10. XapakTepucTuka JOKYMEHTOOOOpPOTa, KOTOpas BKJIIOYAET BCE MHCTAHIIMM Ha
MyTH JIBWKEHUS JOKYMEHTA OT CO3JaHWs YepHOBUKA (WM TONYYCHUS) IO MOAIIUBKU B
JeJ10, — 3TO:

a) MyTh IBUKECHUS

0) MapIIpyT ABUKCHUS

B) KapTa JABMKCHUS

11. OnepaTuBHOE MPOXOXKIACHHE JOKYMEHTa MO Hanbojiee KOPOTKOMY U MPSIMOMY
MapHipyTy ¢ HAMMEHBIIIMMHU 3aTpaTaMi BPEMEHH — 3TO:

a) TJIaBHOE MPABWIJIO OPraHU3alUU JJOKYyMEHTO000pOTa

0) HeOCTIKUMas TIeJIb OpPTaHU3aIui JOKYMEHTO000poTa
B) OJIMH M3 3TAMOB ONTUMHU3AINNA OM3HEC-TIPOIIECCOB

12. CnoxuBiieecss WM OpPraHU30BaHHOE B Mpeaenax MH(POPMAUMOHHOW CHUCTEMBbI
JBIDKEHUE JAHHBIX B OIPEACIICHHOM HAIIPaBJICHUH, TIPH YCJIOBHH, YTO y 3THX JaHHBIX
OOIIIMIT UICTOYHUK U OO MPUEMHUK, — ITO:

a) T0OKyMEHTOO00OpOT

0) TOKYMEHTOIIOTOK

B) JOKYMEHTHPOBAHUE

13. O6peM 10KyMEHTO0O0pOTa — 3TO:

a) KOJMYECTBO MHTEpHET-TpaduKa, MCIOJb30BAaHHOTO  OpraHM3aued  3a
OTIpe/ieNIeHHBIA IEPUO BpEMEHU

0) cyMMapHO€ KOJMYECTBO TOKYMEHTOB B apXMBE OpraHU3aI[1H

6



B) 00I1[ee KOJMYECTBO JOKYMEHTOB, MOCTYNHBIINUX WM CO3JaHHBIX OpraHu3anuein
3a OMpeIeNICHHBIN Mepruo BpeMEHH

14. JIOKyMEHTOIMOTOKH MO HAIMIPaBJICHUIO JEJISTCS Ha:

a) TOPU30HTAJIbHBIE U MIEPEKPECTHHIC

0) rOpU30HTAJILHBIE Y BEPTUKAIbHbBIC

B) TOPU30HTAIbHBIE U BOCXOISIIUE

15. JIOKyMEHTOMOTOKH MO OTHOILIEHHUIO K YIPABIEHYECKOMY OOBEKTY JIETSATCS Ha:

a) BXOJAIIUE U UCXOJSIIINE

0) BXOJIAIIHE, UCXOSIIINE U BHYTPEHHHE

B) JINYHBIC U O(PHUIIMATIEHBIC

16. 3amuch y4YeTHBIX JaHHBIX O JOKYMEHTE [0 YCTaHOBIEHHOW ¢opme,
bukcupyromeit hakT ero co3aaHus, OTIPABICHUS WIH MTOJIY9eHUs, — ITO:

a) perucTpanus T0KyMeHTa

0) nepBuyHas 00paboOTKa JOKYMEHTa

B) opopMIICHUE TOKYMEHTa

17. UcnionHeHnEe TOKYMEHTa — 3TO:

a) TMOATOTOBKA NPOEKTa OTBETHOTO JOKYMEHTa, €ro COIJaCOBAHHUE C
COUCIIOJIHUTESIMU

0) KOHTPOJIb 32 COOJTIOICHHUEM CPOKOB, YKAa3aHHBIX B JJOKYMEHTE

B) MpOIIECC MOANNUCAHUS JOKYMEHTOB, IPEICTABICHHBIX CEKpETapEM

18. JIOKyMEHT WM COBOKYITHOCTH JOKYMEHTOB, OTHOCSIIUXCSA K OJHOMY BOIIPOCY
WM YYaCTKY JEATeITbHOCTH, IOMEIICHHBIX B OTACIBHYIO 00JIOXKKY, — 3TO:

a) daiin

0) neno

B) apXUB

19. PacnionoxuTe B MpaBUIBLHOMN MOCIEA0BATEILHOCTH ATabl 00paOOTKH BXOASIINX
JOKYMEHTOB, HAUMHasl C IEPBOTO:

a) 03HaKOMJICHHE B CTPYKTYPHOM MOJpa3AeICHUHN WU UCIIOJIHEHNE

0) sKkcrienuIMoOHHas 00paboTKa

B) perucTparus

20. Pacronoxxute B TPaBUIBHOM MOCJIEIOBATENIBHOCTH 3Tambl  00pabOTKH
UCXOSIINX IOKYMEHTOB, HAUWHAas C TIEPBOTO:

a) SKCIeANITMOHHAsI 00paboTKa

0) peructpanus

B) pa3paboTKa MpoeKTa JOKYMEHTa B CTPYKTYPHOM IOIpa3/IeICHUH.

IIpumepHas TemaTuka pedeparon

1. IlpoBenenue cnykeOHOTO paccieAoBaHUs MO (hakTaM YTEYKHM KOH(UICHIIMATIbHON
nHPOpMAIH, YTPaThl HOCUTENEH, COAepKAIINUX TaKhe CBEIEHUS, a TakkKe Mo (akTam
MHBIX HApYyIIEHUN pekruMa KOHPUICHITUATHHOCTH.

2. OcobeHHOCTH TIPeIOCTaBICHUST MH(POPMaIUU, Kiaccupukamus nHpopmaIuu mno npaBy
JocTyna K uHpopMaIuu.

3. DOramnbl 00pabOTKH BXOJSIIMX U BHYTPEHHUX JOKYMEHTOB, MOPSAIOK y4YeTa BXOISIINX
KOH(UIEHIIMATBHBIX JOKYMEHTOB.



4. OOBeKThl MH(HOPMALIMOHHOTO MPaBa.

5. Opranuzanus JOKYMEHTOOOOpPOTa, OCHOBHBbIE TpeOOBaHUS K  OpraHHU3aluU
JOKYMEHT0000pOTa 11 KOH(PUICHIIMATBHBIX JTOKYMEHTOB.

6. CyObeKkThl HH()OPMAITMOHHOTO TIpaBa.

7. Buapl 6mankoB. CoctaB 1 npaBuia 0hOpMIICHUS PEKBU3UTOB OO1Iero OjaHka, OJaHKa
nuchMa. XapaKTepUCTUKUA WHPOPMAITMOHHON 0€30M1aCHOCTH.

8. TpeboBanuss K  OQOPMIICHHIO  pACIOPATUTEIBHBIX  JOKYMEHTOB  (TpWKa3,
pacrnopsbKeHue, petieHue, mpoTOKO).

9. IpuHIMIIBI TOCTPOEHUSI CUCTEMbI HHPOPMAITHOHHOM 0€30MacHOCTH.

10.Opranuzamusi ciy>K0bl JETONPOU3BOJICTBA, CTPYKTYpPA, 3adaud U (YHKIUU CIYHKObI
JOKYMEHTAIMOHHOM OpraHu3alliil yMpaBiIeHUs MO OOECHEUYCHUI0 COXPAHHOCTH
KOH(DMICHIIMATBHBIX TOKYMEHTOB.

11.OcHOBHBIE 1IEH U 33]]a4U TI0 00ECTICUCHUI0 HHPOPMAITMOHHOM 0€301aCHOCTH.

12. TpeboBanust K OGOPMIICHUIO OPraHU3AIMOHHBIX  JIOKYMEHTOB  (IIOJIOXKEHHE,
UHCTPYKLUS, PyKOBOJICTBO, IOTOBOP).

13.0OcHoBHBIE METO/IbI OOecTiedeHus] THHOPMAIIMOHHON 0€30MacHOCTH.

[IpomexxyTouHast aTTecTalusi 00Y4aIOIIUXCsl OCYIIECTBIAECTCS B JOpMe 3aueTa C OLICH-
KO C MCHOJIb30BAHUEM CIIEAYIOIIMX OLIEHOYHBIX MAaTE€pUalIOB: nepeyeHb 8ONpocos8 K 3a-
yemy.

Bomnpocs! k 3auery
(8 cemecTp, ouHas popma 00yUeHUsI)

-

. OCHOBHBIE TIOJIO)KEHUSI IO JOKYMEHTHUPOBAHHUIO.
2. Ilpenmet u 3agaun Kypca. CTaHOBJIEHUE M Pa3BUTHE JIEJIONPOU3BOJCTBA KaK HAyYHOU
JUCLUIUINHBI, €€ MECTO B CHCTEME HAYK.
3. MeTonpl uccaeoBaHus JOKYMEHTOBeaUecKuX IMpobsieM. OOIIeHaydHbIE U CIICIIUab-
HbIE METO/BI.
. Kondunennuansnoe nuchbMo B YCIOBUSX YHUDHUKAIIAN
. Buzpl koH(bUIEHIIMATBHBIX JOKYMEHTOB U UX KJacCU(UKAIIHs.
. OcHOBHBIE (PYHKITUU IETOMPOU3BOJICTBA, UX OCOOCHHOCTH Mpu paboTe ¢ KOH(HUICHIIH-
anbHOU MH(pOpMaIuei.
7. IIpaBoBOH, yIpaBlIE€HYECKUN, UCTOPUYECKUM, MHPOPMALMOHHBIA aCTEKThl B KOH(DHU-
JEHIUATBHBIX JOKYMEHTOB
8. Konuposanue unpopmaru. Buasl kogoB, cBOCTBA KoAa. 3HAKU U 3HAKOBBIE CUCTEMBI,
uX Kiaccudukarusi.
9. I'paduueckuit s3pik. ['paduueckue 0Opas3bl Kak COBOKYNMHOCTh M300pa3UTENbHBIX dJie-
MeHTOB. Texnnueckoe qokymeHTHpoBanue. Kaprorpadus .
10.TpagunuonHble cOCOObI TOKyMEHTUPOBaHMs. PyuHble mumIyniye cpencrsa, UX J10cC-
TOMHCTBA U HEJOCTATKH.
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11.Tlonatue HOCcUTENS KOHPHUICHIIMATBHON TOKYMEHTUpOBaHHOM nH(popmanuu 12 OOmue
U crnenuduyecKkue CBONCTBAa JOKYMEHTHPOBAHHON HH(POpPMALMU: TPAHCIUPYEMOCTD,
JUCKPETHOCTb, LIEHHOCTh, TIOJIHOTA, TMOJE3HOCTh U JIp.

12.TlonsiTUst «croco0 JAOKYMEHTUPOBAHUS», «CPEIICTBO JIOKYMEHTHPOBAHUS», «CHCTEMa
JTOKYMEHTUPOBAHUS.

13.ITonsatuss «uHPOpMalIMOHHAsT EMKOCTB», «HMH()OPMATUBHOCTBY, «HH(POPMAIMOHHAS
IUIOTHOCTh JIOKYMEHTa.

14.TlonsiTME HOCHUTENA JOKYMEHTUPOBAHHOM MH(OpMALUK.

15.11ens 1 ocHOBHBIE METO/ABI Kiaaccudukanuu. Mctopuaeckoe pa3BuTHE CIIOCOO0OB Kilac-
cupuKaluu JOKYMEHTOB.

16.Ilonatue Tekcra nokyMeHTa. DYHKIIMOHAIbHBIE OCOOCHHOCTH TEKCTOB MHCHMEHHBIX
TOKYMEHTOB. IHTepPTEeKCTYaTbHOCTb.

17.11oHsITHE «JIOKYMEHTHBIE PECYPChI», UX 001ast xapakTepucTrka. COOTHOIIEHUE JTOKY-
MEHTHBIX U UH()OPMAITMOHHBIX PECYPCOB.

18.CymHOCTh 1 OCOOEHHOCTH TOKYMEHTHOM KOMMYHHUKAIMH. /JJOKyMEHTHbIE MOTOKH, UX
OCHOBHBIE CBOMCTB.

19.VuudunmpoBaHHbIe CUCTEMBI TOKYMEHTAlUU. [ 0Cy/1apCTBEHHbBIE CTAH/IaPThI HA JIOKY-
MEHTALHIO.

20.IToHsATHE TTEPCOHANIBHBIX JTAHHBIX.

21.1TpoexT KoH(DUICHIIUATHFHOTO JOKYMEHTA U MPUKa3 MOHATUS U (POPMBI.

22 .IlonsaTre opuIMaILHOTO TOKYMEHTA.

23.Peructpanus 1TOKyMEHTOB U BUBI PACTIOPSIAUTEIHHON JOKYMEHTAITHH.

24.CocTaBieHne OTYETOB.

25.0co6eHHOCTH 0(UIIHATTEHO-IETOBOTO CTHIISL.

26.Peructpanus u ydet qoKyMeHTOB. Opranu3aius KOHTPOJS 32 UCTIOJHEHUEM TOKyMEH-
TOB.

27.XpaHeHue JOKYMEHTOB U COCTaBJICHUE HOMEHKJIATYP.



IV. IEPEYEHD JJUTEPATYPBI, HEOBXOJNUMOW JUISI OCBOEHMS
JUCHUILIAHBI

4.1. OcHoBHasI JIUTEPATYypa

1. Munyxk, C.B. 3anura u 06paboTka KOHOHUICHIIHATBHBIX JOKYMEHTOB: BU/IbI TalH :/
C.B. Munyk ; Jluneukui rocyJapCTBEHHbIA MEIarorudyecKuii YHUBEPCUTET UMEHHU
I1. I1. CemenoBa-Tsan-Illanckoro. — Jlunenxk : Jlunenkuii rocy1apCTBEHHBIN eaaro-
ruueckuii yausepcurer umenu ILII. CemenoBa-Tsn-1llanckoro, 2017. — 62 c. : un.
— Pexum JIOCTyIIa: 10 MOJIIHCKE. —
URL.: https://biblioclub.ru/index.php?page=book_view red&book id=577437 (na-
ta obpamienus: 01.09.2021). — bubauorp. B kKH. — TEKCT : AIEKTPOHHBIH.

4.2. lonosHUTEIbHAS JIUTEPATYpPa

1. buctokos, B.M. 3ammTa u 006paboTka KOHPUACHIIUATBHBIX JOKYMEHTOB : Y4€OHOE I10-
cooue / B.M. buctokoB ; CeBepo-KaBkazckuii penepanbubiii yauBepcuter. — CTaBpo-
noisib : CeBepo-Kaskazckuit denepanbubiii yausepcuter (CKOVY), 2016. — 153 c. :
TaoJI. — Pexxum noCTymna: 1o MOATIUCKE. —
URL.: https://biblioclub.ru/index.php?page=book_view red&book id=458917 (nara
obparmienus: 01.09.2021). — Bubauorp. B kH. — TEKCT : 3JIEKTPOHHBIH.

2. JlokymeHnToBeneHue : yueOHoe rnmocooue : [16+] / coct. C.B. Munyk ; Jlumnenkuii rocy-
JnapcTBeHHbIN nenarornyeckuid yausepcutetr uMenu 11. I1. Cemenona-Tsn-I1Ianckoro.
— Jluntenk : Jlunenkuil TOCyTapCTBEHHBIN Negarornyeckuil yaupepcuretr umenu [LI1
CemenoBa-Tan-IlIanckoro, 2017. — Y. 1. — 55 c. : un. — Pexxum poctyna: mo moamnuc-
ke. — URL: https://biblioclub.ru/index.php?page=book_view red&book id=576848
(mata oopamenwus: 01.09.2021). — bubimorp. B KH. — TeKCT : 3JEKTPOHHBIH.

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

Ne

Ccpbliika HA HaumeHnoBanue pa3padoTku
nn

. . HoctrynHocrs
HH(OpPMalLMOHHBII pecypc B 3JIeKTPOHHOM (opme

1. http://edu.ru/ Poccuiickoe o6pa3oBa-
Hue: DegepanbHbIi CBoOOIHBIHM J0CTYT
nopraJj. Bkiaroyaer
CCBUIKM Ha TOpPTaNbl H
caifTel 0Opa3oBaTeIbHbIX
YUpPEKIEHUN; Trocynap-
CTBEHHbIC o0pazoBa-
TeJIbHbIE CTaHIAPTHL;
HOpPMAaTHBHBIE JOKYMEH-
TBI; KaTAJIOT KCKYPCHM 1
00yYaromux Mporpamm.

http://citforum.ru/database/osbd/contents.shtml HudopmannonHo-
2. aHanutudeckue mare- | CBOOOAHBIN TOCTYI
puanbl
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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 uepes jro-
00l YHUBEpCUTETCKUI
KOMIIBIOTED.

DIeKTPOHHO-OUOIMOTEeUHAS o
B nanbnelimem npenoc-

_ cucrema (ObC
1. | http://www.biblioclub.ru ( ) TaBJIIETCS HEOTPAHUYEH-
YHuBepcurerckas 6ubIMOTEKa OH- . .
it HBI WHIWBUIYaJIbHBIN

JOCTYI U3 JIF0OOH TOUKH,
B KOTOPOM MMEETCs 10C-
Tyl K cetu MHTEepHET

Www.garant.ru o .
HNudopmannoHHo-1IpaBoBOi opTal CBoOOIHBII JOCTYTT

Poccuiickuit nHGOpPMAITMOHHBIN TTOP-
3. | wwwe.elibrary.ru TaJl B 00JIACTH HAYKH, TEXHOJIOTHH, CBoOoaHBIi JOCTYI
MEIUIMHBI 1 00pa3oBaHus

Poccuiickas KOMIIBIOTCpHAsA CIIpaBO4-
HO-IIpaBOBasg CUCTCMaA

4. | www.consultant.ru CBOOOIHBIN TOCTYII

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

HpH pcain3annunu yqe6Hoﬁ JAUCHUILINHBI IIPUMCHACTCA CIICAYIOIICC JTUICH3NOHHOC U CBO-
00JIHO pacIpoCTpaHsIeMOe IIPOrPaMMHOE O0ECIICUCHHE:

- Microsoft Windows;

- Microsoft Office;

- Libre Office u ap.

VIll. OBOPYIOBAHUE U TEXHUUYECKHE CPEJCTBA OBYUEHMNS,
HEOBXOJIMMBIE JJISI OCYIECTBJIEHUS OBPA30OBATEJIBHOIO
MPOLECCA MO JUCIHUATIIMHE

YueOHble 3aHITHSI TPOBOJSITCS B ayJAUTOPUSIX, YKOMIUIEKTOBAHHBIX CHEIUAIIH-
3UPOBAHHON MeOEbIO, B TOM YHCJIC CTAIIHOHAPHBIMH WJIM IEPEHOCHBIMU TEXHUYECKH-
MU CpelcTBaMu 00ydeHusl (MPOSKTOP, IKPaH, KOMIIBIOTEP/HOYTOYK).

JlaGopaTopHble 3aHATHSI, TPYNIIOBBIC U WHIWBHIYAIbHBIC KOHCYJIbTAIIUHU, TEKY-
1iasi ¥ IpoOMEKYTOYHAs aTTECTALMK TPOBOASATCS B CEIUATU3UPOBAHHBIX KOMITBIOTEP-
HBIX Kiaccax. [lepedeHr OCHOBHOTO OOOpYAOBaHUS: aBTOMATH3UPOBAHHBIC paboune
MeCTa ¢ KOMITbIOTEpaMH, POrpaMMHOE OOecTieueHre O0IIero U mpodecCHOHATEHOTO
Ha3HAYCHUSI.

CamocTosiTenbHas paboTa MPOBOAUTCS B KaOMHETaX, OCHAIIEHHBIX KOMITBIOTEP-
HOW TEXHUKOU C BO3MOXHOCTBIO MOJKIIOUEHUs K ceTu «IHTepHeT» u obecneueHueM
JIOCTYTIA B JIEKTPOHHYIO HHPOPMALIMOHHO-00pa30BaTENbHYIO CPE/ly YHUBEPCUTETA.

[IpenycMoTpeHbl TTOMEIIESHUST 1T XpaHEHUST U MPOQUIAKTUYECKOTO O0CTYKU-
BaHMS y4eOHOr0 000pYI0BaHMUS.
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