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1. HEJIb U 3AJJAYN U3YYUYEHUA ANCLHUTTIJINHBI

JucuuiuimHa «3ammra u  00paboTka KOH(HUACHIHATBHBIX JOKYMEHTOB)» pEalIHU3yeT
TpeOoBaHusl  (eepabHOTO  TOCYJApCTBEHHOTO  O0pa3oBaTENbHOIO  CTaHIApTa  BBICIIECTO
oOpa3oBanus 1o HampasiaeHuo moarotoBku 10.03.01 «MudopmanonHas 6€30mMacHOCTh.

LlenssMu  OCBOCHMS ~ TUCHMIUIMHBI  SIBIISIIOTCS  TI0Ka3aTh  IMOCTPOCHHE W IYTH
COBEPILIECHCTBOBAHUS TEXHOJOTHH 3alIMIIEHHOTO JOKYMEHTOOOOpOTa B YCIOBHUSX NPUMEHEHUS
Pa3HOOOPA3HBIX THUIIOB HOCUTENICH NOKYMEHTHOW MH(popManuu (OyMaKHBIX, MarHUTHBIX U JIp.), a
TaKXKe Ppa3JIMYHBIX CPEACTB, CIOCOOOB, CUCTEM OOpabOTKM M XpaHEHUS KOH(HICHIMATbHBIX
JIOKYMEHTOB: OyMa)XHBIX U 3JICKTPOHHBIX.

3ajaud TUCHUTIITUHBIL:

e ompeneneHrue Mecta KOHPUICHIIMATBLHOTO JOKYMEHTO000POTa B JTFOOBIX CTPYKTYpax
roCy/IapCTBEHHOW U HETOCYAapCTBEHHOM cdep;
® PACCMOTPEHHUE JOKYMECHTAI[HOHHOTO O0ECreueHHs] BCeX BUAOB KOH(UICHIIUAILHON

IEATeIbHOCTH;

e o0ecrmeyeHne 3alIWTHL, COAEpXKAIICWcs B KOH(DUICHIMAIBHBIX JTOKYMEHTaxX
nH(pOpMAIHH;

® pAacKphITHE  NPUHIMIOB, METOAOB M  TEXHOJNOTHH  KOH(UACHIHMAIEHOTO
TOKyMEHTO000pOTa;

® U3y4CHHME HAy4YHbIX, IPUKIAIHBIX M METOAMYECKUX acCIEKTOB OpraHHU3aluu
TEXHOJIOTUH 3aIIUTHl © 00pa0OTKH KOH(PHICHIIMATHHBIX JOKYMEHTOB.

2. MECTO JUCHUIIJIMHBI B CTPYKTVYPE OIIOII BO

Jucunmmna «3amuta U 00paboTka KOH(HUICHIMANBHBIX JOKYMEHTOB)» OTHOCHUTCS K
JUCIUIIMHAM T10 BBIOOPY CTYACHTOB y4eOHOro IiaHa o HampasieHuto noarorosku BO 10.03.01
«MuadopmanrionHas 6e301MacHOCTh, MPoGwIh: OpraHu3aius ¥ TEXHOJIOTHS 3aIIUTH HHPOPMAIIUH .

Huctunnuue «3amura U 00pabdoTka KOH(PHUIEHIIUAIBHBIX TOKYMEHTOBY» MPEAIIECTBYIOT
muciumuinHbl: «OcHOBBI MH(MOpMAaMOHHON Oe3omacHoCcTHY, «HopmaruBHas 6asza, Poccuiickue u
MEXTYHApOJHbBIE CTAaHIAPTHI MO0 MHPOPMAITMOHHOM 0€30MacHOCTHY, «/[OKyMEeHTOBEICHHEY.

OcBoeHME NaHHOHM UMCLUIUIMHBI, B CBOIO O4Yepeib, HEOOXOAUMO JUIsl YCTICITHOW HAayYHOU U
MPaKTUYECKON JeATEIbHOCTH MOCIE OKOHYAHUSI YHUBEPCUTETA.

3. TPEBOBAHMUA K PE3VJIbTATAM OCBOEHUA AUCLIUITIIMHBI

Pe3ynbTraTthl OCBOGHMSI OCHOBHOM 00pa3oBaTeNbHOM HpPOrpaMMbl BBICIIEr0 OOpa30BaHUSA
(OITOII BO) 6akanaBpuaTa onpeAenstoTcs IpuodpeTaeMbIMU BBITYCKHUKOM KOMIIETEHIIUSMH, T.€.
€ro CrioCOOHOCTBIO MPUMEHATh 3HAHUS, YMEHUS M JIMYHbIE KauecTBa B COOTBETCTBUHU C 3ajauyaMH
npoecCUOHATLHOMN 1eATEIbHOCTH.

[Iporiecc M3ydyeHus TUCHMILUIMHBI HamlpaBieH Ha (OpPMUPOBAHHE SJIEMEHTOB CIIEAYIOIIMX
koMmaereHui B coorBercTBUU ¢ PI'OC BO u OIIOIT BO no Hampasnenuto noarorosku 10.03.01
«MHpopmanoHHast 6e30MaCHOCTbY:

a) oomenpogeccuoHaibHbIMU KoMnereHuusivmu (OIIK):

CIIOCOOHOCTBIO HCNOJIb30BaTh HOPMATUBHBIE IPaBOBbIE AaKThl B MPOQPECCHOHANTBHON
nesirenbHOCTH (OIIK-5).

0) npodeccnonanbubiMu kKomnerenuusamu (I1K):

CIOCOOHOCTBIO  OPTaHU30BBIBATH TEXHOJOIMYECKMH IMpOLEecC 3aluThl  HMH(OpMaIuu
OTPaHUUYEHHOTO JOCTYIA B COOTBETCTBUU C HOPMAaTUBHBIMH [TPaBOBBIMU aKTaMU 1 HOPMAaTHUBHBIMH
MeToAnYecKUMH JokyMeHTamMu dDenepanbHoil cimyx0bl 6e3onmacHoctu Poccuiickoit ®@enepanum,
denepanbHOi ci1ykX0bI IO TEXHUYECKOMY M 3KcITopTHOMY KoHTpodto (ITK-15).



B pesynbprare nuzydeHus: JUCIUTIIMHBI CTYACHT JODKEH:

3HATh:

HOpPMATHUBHBIC TIPABOBBIC JOKYMEHTHI B 00JIaCTH HH(POPMAIMOHHOW 0€3011aCHOCTH U
3alMThl MHQOPMAIIUH, JIEHCTBYIONIYI0 CHUCTEMY HOPMATHBHO-TIPABOBBIX aKTOB B
obactu pohecCHOHATLHOM IS TEIIEHOCTH.

MpaBHUja MPOW3BOJICTBA M IPHEMKH pPAa0OT CHCTEM M KOMIUIEKCOB OXpaHHOM,
MOKApPHOW W OXPaHHO-TIO)KAPHON CHUTHAJHM3AIMU, ONpeesieMble TOKYMEHTaMHU
rOCy/IapCTBCHHBIX OPTraHOB;

BapHaHTBhl IOCTPOCHHS CTPYKTYp KOMIUIEKCOB TEXHHYECKUX CPEICTB OXPAaHBI,
crangaptel P® B oOnactu wuHOpManmoHHOW Oe30macHOCTH ©  00OpoTa
KOH(HICHIIMATBHBIX JJOKYMEHTOB.

YmMmeTh:

OCYIIECTBIATH COOp M aHanMM3 HHPOpPMAIMH, COJEp)Kalleiicss B HOPMATHBHBIX
MPaBOBbIX JOKYMEHTaX, IMPUMEHATHh JEHCTBYIOLME CTaHAAPThI, IOJOKEHUS U
WHCTPYKIIMA 1O  O(GOPMIICHUIO TEXHUYECKOH JOKYMEHTAIlMH, IMPUMEHSTH
JEWCTBYIOIINE CTAHJAPTHI, ITOJIOKEHHS U HHCTPYKIIHUH 110 0(POPMIICHHIO TEXHUYECKOM
JOKYMEHTAI1H.

BBIOpATh CTPYKTYPY MOCTPOCHHSI KOMILJIEKCHOM OXpaHbl 00BEKTa;

MPaBWJIBHO BBIOPATh MPHUOOPHI TEXHUYECKUX CPEACTB OXPaHBI Ui 3aJaHHOM CXEeMBbl
MOCTPOCHHUS 3alUThl 00BEKTA, MPOBOIUTH aHATN3 MH(POPMAIIMOHHON 0€30MacHOCTH
CHCTEM 3alllUIIEHHOT0 JOKYMEHTO000pOTA.

Baagern:

HABBIKAMU TOCTPOCHHSI CHUCTEMBI 3allMIICHHOTO JOKYMEHTOOOOpOTa Ha OCHOBE
IIPOBEICHHOr0 aHaJIn3a HH(POPMAIMOHHOM 0e30macHOCTH 00beKTa HH(POPMATH3ALIHH,
METOJIaMH MPOCKTHPOBAHMS KOMILUIEKCOB TEXHHYECKHX CPEJICTB OXpaHbl I
3aJJaHHOT0 00BEKTa

HABbIKAMHU TPUMEHEHUS TMOJOKEHUII HOPMATHUBHBIX MPABOBBIX JOKYMEHTOB IIpHU
o0OecrieyeHnr 3amuThl HHQPOpPMAIMM, HAaBBIKAMH HCIIOIH30BAHUS TOJOKEHUHN
HOPMAaTUBHO-TIPABOBBIX aKTaxX B MPO(ecCHOHATBHOM e TEIbHOCTH.

4. COHEPXAHUME U CTPYKTYPA JUCHUIIJIMHBI

B tabnuue 1 nmpuBoauTCS OmucaHWE COJEp)KaHUS IUCUUIUIMHBI, CTPYKTYPUPOBAHHOE IO
paszenaM, ¢ yKazaHUEeM IO KaXJIOMY pasjieny (GOpMbl TEKYIIET0 KOHTPOJIS: 3allluTa JJabopaTopHOH
pab6otsl (JIP), komnoxBuym (K), pydexnsiit kouTpois (PK), rectuposanue (T).

Tabmumna 1
HanmenoBanue Copaepxxanue pasnena/ TeMbl Kon ®opma
pasieia KOHTPOJUPYeMOii TEeKyIero
KOMIIETCHIIUH
KOHTPOJIA
(us1u ee yacTu)
1 | Bseoenue [Ipeanoceinku u  HampasieHust | OIIK-5 K, T, JP

COBEPIICHCTBOBAHMS TEXHOJIOTUH
3aILUTHI u 00paboTku
KOH(HICHIINATHHBIX JOKYMEHTOB B
YCIOBHUAX  Pa3BUTUSl  HAy4yHO-




TEXHUYIECKOTO nporpecca u
PBIHOYHBIX YKOHOMUYECKUX
OTHOLLUEHUH.

Ha3nauenue kypca u ero poiib B
MOJITOTOBKE  CHEHUAINCTOB IO
3amuTe  wHpopManuu.  MecTo
Kypca Cpeiad JpyruxX TUCIHILIHH
yuebHoro  tmaHa. CBs3p ¢

MIPaBOBBIMH, 9KOHOMMYECKHMH,
UH(POPMAIIMOHHBIMH "
TEXHUYECKUMU LMKJIaMU
JIMCITHATIIINH, METOJI0JI0THEN
3aIIUATEI uH(dopMaIuu,
JIOKYMEHTOBEICHUEM,

OpraHu3alMOHHOMN 3alUTON
uH(pOopMaIU u JIpYTUMU

JTMCIUITMHAMEA. MeToInKa paboThI
HaJ mpobiaemMamMu Kypca.

OcHogbl  mexHono2uu
3aWUUeHHO20
0oKyMenmoobopoma

TToustue "MokyMeHTo000poT".
OcHoBomnoararoiiee €JIMHCTBO
JIBUKCHHUS JIOKYMEHTOB u
nHpopmanuu. JJokyMeHTOO00pOT U
"JKU3HEHHBIM IUKI" JOKYMEHTA.
Ponb 1 MecTo mokymeHToo00poTa B
nporecce yIpaBIeHUS
OpPTraHU3AIMOHHBIMH CTPYKTYPaMH
u MIPOU3BOJICTBEHHBIMU
npoueccamu.  MHpopmanmoHHO-
JOKYMEHTAIMOHHOE OOecreueHne
NeSITeIbHOCTH, PabOTBHI.
TpeboBanus, mNpeaAbABIsEMbIE K
TOKyMeHT0000poTy. OcobeHHOCTH
ABTOMATHU3UPOBAHHOTO
06e30yMa)kKHOTO
JOKYMEHTO000pOoTA. Enunctso
MIPUHIIUIIOB u HaTpaBlIeHUN
IBYOKCHHSI  TPQJAUIUOHHBIX U
ANIEKTPOHHBIX IOKYMEHTOB.

OIIK-5

K, T, JIP

[lonamue u

cmpyKkmypa
0oKymenmoobopoma

CrabmipHasg I BCEX THIIOB
HOCUTENEN uHbopMaluu
CTPYKTypa JOKYMEHTO000poTA.
[TonsiTre "MOKYyMEHTOMOTOK", BU/IBI
IIOTOKOB M MX Ha3zHaueHwe. MecTto
JIOKYMEHTOTIOTOKOB B TEXHOJIOTHUHU

(GYHKIIMOHUPOBAHUS

OpTaHU3aIMOHHBIX CTPYKTYP
(yupexneHui, bupm,
BBIUUCITUTEIEHBIX IIEHTPOB,
CTPYKTYPHBIX HOJpa3/ieNIeHuH,
apXHBOB, pabounx MECT

COTPY/JIHMKOB), peLIaeMbIX 3ajad,
ABTOMATHU3UPOBAHHBIX CHUCTEM |

OIIK-5

K, T, JIP




nojcucTeM. Mex(dyHKIIMOHATbHAS
U MEXCTPYKTypHas  CYIIHOCTb
JOKYMEHTOIIOTOKA. O0BeM
JnoKyMeHTooOopoTa. HazHauenue u
METOIUKA nojicuera o0beM
nokymeHtoobopora. ConepxaHue
JIOKYMEHTOIIOTOKA.

Tunwv
MEexXHON02ULEeCKUX
cucmem 06pabomru u
XpaneHus
O0OKYMEeHmMO8

THUIIOBOM COCTAaB TEXHOJIOTHYECKUX
CTaiuid  BXOJIHOTO (BXOJSILETO,
IIOCTYIAIOIIETO), BBIXOJIHOT'O
(oTmpaBisieMOro, HMCXOMSAIIET0) |
BHYTPEHHET0 JOKYMEHTOIOTOKOB.
Nx B3auMOCBSI3b C IPUMEHSEMOMN
cucTeMoil 00pabOTKM M XpaHEHUs
JIOKYMEHTOB. Haznauenne wu
METOAMKA AITOPUTMU3ALNN
TEXHOJOTHH  JIOKYMEHTOIOTOKA.
[IpoGnembl  HEHTpanu3aluu U
JEIeHTPATH3AIII nporecca
00pabOTKH XpaHEHUsI IOKYMEHTOB.

[IK-15

K, T, JIP

Cneyuguxa
MexXHOI02UU
3aUUEHHO20
00KyMeHmoobopoma

TToustue ""3aUIIIE HHBII
JOKYMEHTOO0OpOT", ero menu u
3aJauu. B3aumocBsi3b
3alMIIEHHOT0 JOKYMEHTO000poTa
C CHCTeMaMH, CpeACTBaMH U
METOJIaMHU 3aILUTHI
JOKYMEHTUPOBAaHHOMN
nHpOpMaIHH. 3aluIeHHbI
JOKYMEHTOOOOPOT U UCIOJIb3yeMast
TEXHOJIOTHYecKast cucrema
00paboTKH U XpaHEHUS
JNOKyMeHTOB. llenn W mnpuHIUMIBI
(GYHKIMOHATIBHON U MEPCOHATBHON
n30MpaTenbHOCTH B IOBEPUTENbHAS
cucrema JocTyna K
KOH(UIEHIIMAIBHBIM JTOKyMEHTaM
u 6a3am naHHbIX. IlepcoHanbHas
OTBETCTBEHHOCTh 3a COXPaHHOCTh
uHpopManuy, HOCHTEIS
nH(}OpPMALIUY U TOKYMEHTA.

IIK-15

K, T, JIP

Cmaouu obpabomxu u
3awumel
KOHGUOEeHYUATbHBIX
O0OKYMEHmMO8
6X00H020 NOMOKA.

Haznauenne wu 3amaum craauu
npruemMa M NepBUYHON 00paboTKu
KOH(HIEHIINATBHBIX JIOKYMEHTOB.
Tunosoit COCTaB onepanuit
IpoUEeaypsl  NpUeMa  IaKETOB,
KOHBEPTOB M MHBIX OTIIPABJICHUH,
MOCTYNUBIIMX W3  IOYTOBOTO
OTJEJNIEHUsT WJIK OT HapOYHOrO.
Yyer MIOCTYILJICHUH, COCTaB
(buKcupyeMbIX JaHHBIX. THUHOBOMN
COCTaB  oOlepauuil  MpPOLEaypbI
MIEPBUYHON 00paboTKn

IIK-15

K, T, JIP




JTOKYMEHTOB. IlepBuunas
o0paboTka MOCTYIUBIINX
MalIMHOYUTAEMbIX u

ayJMOBU3YaJIbHBIX TOKYMEHTOB.
Hasnauenue u 3a1aun craauu
MPEIBAPUTEIILHOTO PACCMOTPEHUS
U pacIpeie]IeHus! TOCTYMUBIINX
JOKYMEHTOB. THUITOBOM cocTaB
oIepanuii mporeIypbl
MIPEIBAPUTEIILHOTO PACCMOTPEHUS
noKyMeHTOB. [Topsiiok BeIsIBICHUS
KOH(HICHIINATBHBIX JOKYMEHTOB,
cozieprKalx KOMMEPYECKYIO
TallHy 1 mOCTyNUBLINX 0e3 rpuda
OrpaHMYEHUS JIOCTYIIA.

Cmaouu obpabomku u
3auumol
KOH@DUOEHYUANbHBIX
O0OKYMeHmos
8bIXOOHO20 u
BHYMPEHHEe20
HOMOKO8

Ha3znauenme wu 3agaum CcTaguu
UCIOJIHEHUs TOKyMeHTOB. [lonsaTue
"HCIIOJIHEHNE JIOKyMeHTa",
WHUIUUPYIOIINE YCIOBHS Hayasa
ucnonHeHust. Coctas mpoueayp.
TumnoBoii coctaB onepanuii
MPOIIEAYPHI COCTABICHUS TEKCTA
nokymenTta CoctaB, 0COOEHHOCTH
MIPUMECHECHHS 1 OPOPMIICHUS, yIET
OyMa)XHBIX M TEXHHUECKHUX
HOcHUTeNeH HH(OPMAITHH.
Kpurepuu u nopsiiok
OTpeIeJICHUs CTENEHU
KOH(HUACHITMAITBHOCTH
JIOKYMEHTOB, H3MEHEHHUS U CHATHUS
rpuda. OpranuzanuoHHbIE
0COOCHHOCTHU COCTaBJICHUS
KOH(UIEHIMATBHBIX JOKYMEHTOB
B ACO/I.

[IK-15

K, T, JIP

Cucmemamusayusi  u
onepamugHoe
XpaueHue
KOHMUOEeHYUAIbHBIX
O0OKYMeHmos u oeil.

Haznauenue u 3agauu craauu
COCTaBJICHUS U BEJICHUS
HOMEHKJIATYphI e1. MeTonuka
COCTaBJICHUS] HOMEHKJIATypbl JeJl:
U3Y4E€HHE COCTaBa JOKYMEHTOB,
pa3zpaboTka KjiaccuPpuKanoHHON
CXEMBbl HOMEHKJIATypHl,
(hopMyJIpOBaHUE 3aTrOJIOBKOB J1€]
U UX CUCTEMaTH3aLus,
WHJIEKCUPOBAHUE /e,
OIIpEEIIEHUE CPOKOB XPaHEHHUS
nen. [lpaBuna ¢popmynupoBanus
3aroyIoBKOB zeil. [lepedens
JIOKYMEHTOB C YKa3aHHEM CPOKOB
ux xpaHeHus. HazHauenue
nepevHs. Tunossie n
BEJIOMCTBEHHBIE IIEPEYHH.
CTpyKTypa nepeyHeil u mopsiioK

IIK-15

K, T, JIP




X IPUMCHCHHA.
ABTOMaTI/ISI/IpOBaHHBIe MCTOABI
COCTAaBJICHHUA HOMCHKJIATYPhI JCJI

ApxueHoe xpanenue
KOH@DUOCHYUANbHBIX
O0OKYMeHmMO8 U Oell.

[TonsTue "apxuB yupexaeHus,
OpraHM3aliy, TPeaNPHUITHS,
¢upmer". [lonsrue
"BegomMcTBeHHBIN apxuB". [loHsTue
"rocy1apCTBEHHBIN apxuB'.
B3aumocBs3p apXuUBOB U MOPSIIOK
HX KOMIUIEKTOBaHUs. Buabl
apXMBOB aKIIMOHEPHBIX M YACTHBIX
NPEINPUATHI. Y CIOBUSA NEpelavn
JOKYMEHTOB U JIeJT U3
BEJJOMCTBEHHOI'O apX1Ba Ha
rocy/1apCTBEHHOE XpaHEHHE.
TexHnueckuil (Hay4Ho-
TEXHUYCCKUI) apXUB. ApXUB
UH(POPMAIMOHHO-
BBIYHUCIIUTENILHOTO IIEHTPA.

[IK-15

K, T, JIP

10.

Ilposepka nanuuus
KOHMUOEHYUATbHBIX
O00KYMeHmo8, oel U
Hocumerneti
ungopmayuu

Hasnauenue u 3aga4n NpoBEpKU
HaJIU4us JOKYMEHTOB, A€ U
Hocutenei nadpopmarun. Chepsl
pacpoCTpaHEHUS IIPOBEPKHU.
TpeboBanusi, npebsABIsSEMbIE K
poBepke. Buasl mpoBepok.
[TeprouuHOCTH TPOBEPOK
HaJIU4us U ypOBEHb
KOH(PHUACHIIMAITBHOCTH
uHpopmanuu. [Iposepku
peraaMeHTHpOBaHHbIE
(mepuoanueckue) u
HEperIaMEeHTHPOBAHHbIE
(menepuonnyeckue). TUMoBoi
COCTAaB IPOLELYP U ONEepaUil
IIPOBEPKH HATMYUSL.

[K-15

K, T, JIP

1.

Memoouka
COBEPULEHCTNBOBAHUSL
MeXHON0UU
3auueHHo20
00KyMeHmoobopoma

[TpuHIHTIBI " HarpaBJIeHUs
COBEPILEHCTBOBAHUSI TEXHOJIOTHUHU
3alUIIEHHOT0 JOKYMEHTO000poTa.
3amayun W COCTaB  JTamoB
HCCIIEI0BAHU. Meroauka
pa3paboTku 3¢ deKTUBHOMN
TEXHOJOTHYECKON CXEMBI
JOKYMEHTO0000pOTa,
JOKYMEHTONOTOKAa W OTAEIbHOU
TEXHOJIOTHUECKOU CTaauu c
WCIIOJIb30BAHUEM  COBPEMEHHBIX
CHCTEM, U CIOCO00B 00pabOTKH U
XpaHeHUs KOH(UICHIIHATHLHBIX
JIOKYMEHTOB.

Meroanka hopmMyIupoBaHus 3a1a4
mo pa3paboTke MOTPEOUTENHCKUX
TpeOoBaHMil K

[K-15

K, T, JIP




ABTOMAaTU3WPOBAHHBIM  CHCTEMaM

00paboTKH U XpaHEHUS
KOH(UICHIINATBHBIX TOKYMEHTOB.
Metoauka pa3paboTKu
BHEMAIIMHHON YacTH
OPTraHU3aIMOHHOTO u
HH(POPMAIIMOHHOTO  OOecreYeHus
(GyHKIIMOHUPOBAHUS
aBTOMAaTH3UPOBAHHOM CHCTEMBI
00paboTKu U XpaHEHUS
KOH(UICHIINATBHBIX IOKYMEHTOB.
Metoauka pa3paboTKu
HarpaBJICHUN u croco6oB

KOHTpOJII W  aHalIM3a YpOBHA
3aIMILEHHOCTH JOKYMEHTOB.

CTpyKTypa AUCHUILIMHBI (MOAYJIs1)

Tabmuna 2. O01as Tpy10eMKOCTb TUCIUIUIMHBI COCTaBisIeT S5 3aueTHble equHuIlsl (180 yaca).

Bun padorsi TpyaoeMKOCTb, Yachl
7 cemecTp Bcero

OO0mast Tpy10eMKOCTh (B 32a4eTHBIX e IMHULIAX) 5 5
KonraktHasi pa6ora (B yacax): 56 56
Jlexyuonnvie sanamus (J1) 28 28
Ilpakxmuueckue 3auamus (113) 14 14
Cemunapckue sauamus (C3)
Jlabopamopuwvie pabomut (JIP) 14 14
CamocrosiTesbHas padora (B 4yacax) B T.4. 124 124
KOHTAKTHAasl:
Kypcosas padota (KP)/ Kypcosoit npoexr (KII)
CamocTosTeNnbHOE 3YUYEHHUE pa3esioB/TeM 97 97
[ToaroroBka U MpOX0XkKACHUE POMEKYTOTHOU 27 27
aTTecTaluu
Bua npomMeKyTOYHON aTTeCTAIIMN 9K3aMeH 9K3aMeH

Taomuua 3. JIeKUHOHHBIE 3aHATUS

Ne n/m Tema

1. Bgenenue

2. OCHOBBI TEXHOJIOTHH 3alTUIIEHHOTO JTOKYMEHTO000poTa

3. [TonsiTe U CTPYKTYypa JOKYMEHTOOOOpOTa

4, TUmbl TEXHOJIOTUYECKUX CUCTEM 00paOOTKHU M XpaHEHHUs JJOKYMEHTOB

5. Crnenmduka TEXHOJIOTHH 3aITUIIICHHOTO TOKYMEHT0000pOTa

6. Craguu 00pabOTKH U 3alTUTHl KOHOUICHIIMATHHBIX TOKYMEHTOB BXOJHOTO MOTOKA.

7. Cragun 00pabOTKM U 3aIIUThl KOH(UIEHIMAIBHBIX JOKYMEHTOB BBIXOAHOTO U
BHYTPEHHETO MTOTOKOB

8. CucremaTH3aius 1 ONepaTuBHOE XpaHeHHe KOH(DUIESHITMATBHBIX JOKYMEHTOB U JIEI.

9. ApXuBHOE XpaHEeHHE KOHDHUICHIINAIBHBIX JOKYMEHTOB U JIEI.
[TpoBepka Hanuuusi KOHPUACHIUATHHBIX TOKYMEHTOB, €T M HOCUTeNeH HHpopMaIun

11. MeToanka COBEPIICHCTBOBAHUS TEXHOJOTHH 3AIMIIEHHOTO TOKYMEHTO000pOTa
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Tabnuna 4. [IpakTuueckue 3aHATUS

Ne i/

Tema

Beenenue

OCHOBBI TEXHOJIOTHH 3alIUIEHHOTO JTOKyMEHT0000pOoTa

[loHsiTHe U CTPYKTypa JOKYMEHTO0O60pOTa

Tumbl TEXHOJIOTUYECKUX CUCTEM 00paOOTKHU M XpaHEHUS JOKYMEHTOB

CHGHI/I(bI/IKa TE€XHOJIOTHH 3allIUIICHHOI'O I[OKYMGHTOO6OPOT3

Cranuu 00pabOTKHY U 3aUThI KOHGUASHIIMATBHBIX JOKYMEHTOB BXOJIHOTO MOTOKA.

N B RN

Cragun 00pabOTKM W 3alIUThl KOH(UACHIHAIbHBIX JOKYMEHTOB BBIXOJHOTO H
BHYTPEHHETO IIOTOKOB

*

CI/ICTeMaTI/I?;aI_[I/ISI 1 OIICPATHBHOC XPAHCHUC KOH(l)I/IHeHL[I/IaJIBHbIX JOKYMCHTOB U JI€CJI.

ApXI/IBHOC XpaHCHHUEC KOH(bI/II[eHI_[I/IaJ'IBHBIX JOKYMCHTOB U JCJI.

ITpoBepka HaIM4KsI KOHPUACHIIMATBHBIX JOKYMEHTOB, JIeJ1 1 HOCUTENeH HHPOpMaIuu

MeTtoanka COBCPHICHCTBOBAHUW A TCXHOJIOI'MH 3aIIUIIICHHOI'O I[OKYMCHTOO60pOTa

Tabmuna 5. JlabopaTopHble 3aHATHS

Ne i/

BOI[pOCbI, BBIHOCUMbBIC HA CAMOCTOATEC/ILHOC M3YUYCHHE

1.

CocraBiieHre IpUriIaleHus IpearnojaraeMomMy napTepy ¢

NIPEUIOKEHUEM IIPUHATh Y4YacTHE B MEXKAYHAPOAHOM CHUMIIO3UYME II0 BOIIPOCAM
3aIUIIEHHOIO

JIOKYMEHTO000pOTA.

CocraBiieHre IpUIIalleHus IpearnojaraeMomMy napTHepy ¢

Hpe[[J'IO)KeHI/IeM HpI/IHﬂTI) y‘-IaCTI/Ie B MC)KILYHapOI[HOM CI/IMHOSI/IYMG 10 BOHpOCﬁM
3JIEKTPOHHOTO

JIOKYMEHTO00O0pOTA.

CocraBiieHre AOKJIAIHON 3alMCKU O HAPYIICHUU
TEXHOJIOTHYECKOTO Tpoliecca mpu o0paboTke KOHGUIESHIINATBHBIX TOKYMEHTOB.

CocraBieHue nmpukasa 00 yBOJIbHEHHH paOOTHHMKA 3a HapylIeHHEe MpaBuil 00paboTKH U
apXuBallu KOHPHUIECHINAIbHBIX TOKYMEHTOB

CocraBneHue MMPEACTaBJICHUA O IPEMUPOBAHUN
pa60THI/IKOB CJ'IY)K6I)I KOHTPOJIA Ka4CCTBA 3a MOATOTOBKY NOKYMCHTAIMH.

CocraBieHre rapaHTHITHOTO TMChMa Ha OIUIATy
BBIITOJIHEHHBIX YCIIYT

CocraBieHue J0roBopa 0 HEpa3rjdalllCHUH.

OO0ecrieueHre COOTBETCTBUS Tpe6OBaHI/I5{M 3aKOHOAATCIIbCTBA.

Ta6n1/1ua 6. CamocTOATEIbHOE N3YUCHUC pa3aciioB JUCHUIIJIMHBI

Ne n/m Bonpocsbl, BBIHOCHMbIE HA CAMOCTOSITE/IbHOE H3YUYeHHe

1. CocraBieHne KOH(pUIEHIHAIbHBIX TOKYyMEHTOB

2. OdopmieHre JTOKyMEHTOB 10 JUYHOMY COCTaBY

3. JIOKyMEHTUPOBaHUE JEATEIHbHOCTH KOJJIETHAIbHBIX OPTaHOB

4. PacniopsauTenbHblE TOKYMEHTHI

5. CocraBrieHus JOKJIAAHBIX 3alIMCOK, aKTOB U CIIPABOK COJIEPKalINX KOHPUACHIIMATIHHYIO
uH(pOpMaIHIO

6. [Ipumenenue kpurepueB Npu 00pabOTKE BHYTPUOPTraHMW3ALMOHHONW JOKYMEHTAI[UU
KOH(HICHIIMATILHOT'O XapaKTepa

7. JlenoBoe MUCbMO B YCIOBUSAX YHU(DUKAIIUU

8. Jlenonpou3BoACTBO M0 MUChMaM I'pakJlaH KOH(UACHIIMAIBHOTO XapaKTepa
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5. OHHEHOYHBIE MATEPUAJIBI JUIAA TEKYIIEI'O U PYBEXXHOI'O KOHTPOJIA
YCIEBAEMOCTHU 1 IIPOMEXYTOYHOU ATTECTALIMU

@opMBI KOHTPOJIA TEKYHUIUX, PYOEKHBIX M MPOMEXKYTOUHBIX 3HAHUN CTYIEHTOB 10
JTUCITUTIIMHE OTIPEACISIOTCS B COOTBETCTBUU C YICOHBIM IIAHOM 00pa30BaTEIbHON POTPaMMBI U B
COOTBeTCTBUU ¢ JeiictByromuM [lonoxkeHnem o OalIbHO-pPEHTHHIOBOM CHCTEME OICHKHU
ycneBaemoctu cryneHTos KbI'Y.

Ot oOyuaromuxcsi TpeOyeTcsi MOCELIEHUE 3aHATUMN, BBIMOJHEHHE JAaOOpaTOpHBIX pPadoT,
3HAKOMCTBO C PEKOMEHJOBAHHOW JINTEPATYPOI.

[Ipu arrectanuu 00y4aromMXcsl OLIEHUBAETCS Ka4eCTBO pabOThl HA 3aHATUAX (YMEHHE BECTU
JUCKYCCHIO, CITOCOOHOCTh YEeTKO U EMKO (POpPMYIMpPOBATH CBOM MBICIIH), YPOBEHb MOJTOTOBKH K
CaMOCTOSITENIbHOM JIeSITEIbHOCTH, KA4eCTBO BBIMOJHEHUS 3aJaHui (IIpe3eHTalMii, IO0KJIaa0B,
BBITIOJTHEHHE Ta00PAaTOPHEIX paboT u ap.).

KoneunbiMu  pe3ynbTaTaMd  OCBOEHHUS ~ NpOTpaMMbl  AUCHMIUIUHBI  SIBISIOTCS
c(OpMUPOBAHHBIE KOTHHUTHUBHBIE JCCKPHUIITOPHI «3HATBHY», «YMETh», «BIIAJIETh», PACIHUCAHHBIC IO
OTJIeIbHBIM KOMITeTeHIIUSIM. DPOpMUpPOBAHUE STUX JECKPUIITOPOB MPOUCXOIUT B TEUCHHE BCETO
ceMecTpa TI0 dTaraM B paMKax pa3InIHOTrO BUJA 3aHATHH U CAMOCTOSITEIILHON paOOTHI.

5.1. OueHo4YHbIC MAaTEPHAJIBI AJISl TEKYIIEr0 KOHTPOJIS.

Ilenp TeKymero KOHTPOJISI — OIEHKa pe3yabTaTOB pabOThI B ceMecTpe W obOecredeHue
CBOEBPEMEHHOI 00paTHOU CBs3U, AN KOPpPEKUUU OOyuYeHUs, aKTUBU3ALUU CAMOCTOSTENbHOMI
pabotel oOyuwarouierocsi. OOBEKTOM TEKYIIET0 KOHTPOJIS SBJSIIOTCS KOHKPETHU3UPOBAaHHBIE
pe3ynbTaThl 00ydeHus (yueOHble JOCTHKEHHUS) IO JUCIUILTHHE.

Texymuii KOHTPOJIb YCIIEBAEMOCTH 00ECIIEYMBAET OLICHMBAHKE X0/1a OCBOCHHS TUCIIUILINHBI
«MHdopmalliOHHBIE TEXHOJOTWH B DJKOJOTHMW», OLEHKA KayecTBa IMOATOTOBKM HAa OCHOBAaHUU
BBITIOJIHEHHBIX 3aJJaHUM BEJETCS IpernoiaBaresieM (C 00CyXICHHEM Pe3yJIbTaTOB), OAJLIIbI

Kpurepun popmupoBanus oueHoK (OLeHUBAHMS) YCTHOI'O OIIPOCa

YcTHBIN onpoc SBISETCS OJHUM M3 OCHOBHBIX CITOCOOOB yué€Ta 3HAHUN 0O0yYaromierocs o
muctuminae  «MHpopMalMOHHbIE TEXHOJOTMH B JKOJOTUMY». Pa3BEPHYTHII OTBET JOJDKEH
MIPEACTABISITE COOOW CBSI3HOE, JIOTMUECKH IIOCJIEI0BATENIbHOE COOOIEHHEe Ha 3a/JlaHHYI0 TeMY,
MOKA3bIBaTh €r0 YMEHHE MPUMEHSTh OIPEICTCHHUS.

B pesynbTare ycTHOTO Onpoca 3HaHusl, 00yJaroerocs OIeHUBAIOTCS 110 CIEAYIOIICH ITKae:

3 6aq1a 2 daj1a 1 6aun 0 6a10B
CTaBUTCA, €CIIN | CTaBUTCA, €CJIA | CTaBUTCH, €CJIA | CTaBUTCA, eciu
00yYaroIHiAcs: oOyvaromuiics  fmaér | oOyvaronuiics oOyyJaronuiics
1) MIOJTHO M3JIaraeT | OTBET, OoOHapyXHBaeT 3HaHHE | OOHAPYKHBACT
V3YYEHHBI MaTepual, | yIOBJIECTBOPSIOMIUN TeEM | U [MIOHNMAaHWE | HEe3HAHHE OombIen
TagT MPaBIIILHOE | K€ TPeOOBAaHUAM, YTO U | OCHOBHBIX TIOJIO)KEHUH | 9acTH
oTpe/ieTICHHOE s O6amma  «l», HO | JaHHOW TEMBI, HO: COOTBETCTBYIOIIETO
SKOHOMHUYECKHIX norryckaet 1-2 ommokwu, | 1) n3Naraer paszena  M3ydaeMoro
TTOHSITHI; KOTOpBIE ~ CaM  JK€ | MaTepuan HEIMONHO U | MaTepuaya, JOIyCKaeT
2) 0oOHapy)XMBAeT | HCTIpaBIsieT, # 1-2 | AOIyCKaeT HETOYHOCTH | OMIMOKH B
MOHUMaHNe MaTepuana, | HeJo4yéra B|B orpeJiesieHNH | GOPMYIIUPOBKE.
MOXET 000CHOBATh | IMOCIIEOBATEIHLHOCTH M | IOHSTHIA,

CBOU CYXXICHHS, | SA36IKOBOM 0(OpMIIEHUH | 2) HE yMeeT
MPUMEHUTh 3HAHUS Ha | W3JaraeMoro. JIOCTAaTOYHO TIYOOKO W
MPaKTHUKE,  MPUBECTH JTIOKA3aTEeIBHO
HE00X0IUMBIE 000CHOBAaTh CBOU
MPUMEPBI HE TOJBKO IO CYXKICHHUSI M TPUBECTH
yueOHUKY, HO u CBOM MIPUMEPHI;
CaMOCTOSITETILHO 3) u3naraer
COCTaBIICHHBIE; MaTepHuan

3) u3naraeT HETIOCJICIOBATEIbHO U
MaTepuan JIOITYCKaeT OINUOKU B
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IOCICA0BATCIBHO u S3BIKOBOM Oq)OpMJ'ICHI/II/I
IpaBUJIBHO C TOYKH nu3jaracmMoro.

3pCHUA HOpM
JINTCPATYPHOI'O A3bIKA.

bamnbr «1», «2», «3» MOTYT CTaBUThCA HE TOJBKO 3a €JUHOBPEMEHHBIH OTBET, HO U 3a
paccpeoTOYeHHbIH BO BpPEMEHHU, T.€. 32 CyMMY OTBETOB, JaHHBIX Ha MPOTSHKCHUM 3aHATHUS.
HAYMCIAIOTCS B 3aBUCHMOCTH OT CJIOKHOCTH 3aJaHus.

5.2.  OneHouHble MaTepHAIbI Il CAMOCTOSTENILHON pabOThI 00yYaromerocs (THIOBbIE
3aaun) (MpY HATUIHH )

PaGouas nporpamma npeycMaTpuBaeT MPOBeICHUE JICKIIMOHHBIX, JA0OPATOPHBIX 3aHATHI,
a TaKKe caMOCTOsATENbHYI0 paboTy oOydatomuxcs. B ®I'BOY BO «Kabapauno-bankapckuit
roCy/IapCTBEHHBI YHUBEPCUTET» ACUCTBYET OaNIbHO-PEUTHHTOBAs CUCTEMA OLICHKU y4EOHBIX
JOCTHKEHUH 00YJaromMXCsi TI0 00pa30BaTEIbHBIM IIPOTPaAMMaM, PEaTU3yeMbIM Ha OCHOBAaHUH
benepanbHbIX TOCYAAPCTBEHHBIX 00pPa30BaTENbHBIX CTAHIAPTOB. balibHO-pEeHTUHTOBasE CUCTEMA
OLICHKHU 3HAHUH ABIISICTCS OI[HOﬁ N3 COCTABJIAIOIINUX CUCTCMBI YIIPABJICHUA KAQ4YCCTBOM
00pa3oBaTeNbHO 1eATeIbHOCTH B YHUBEPCHUTETE.

Bonpocui, évinocumbvle Ha Ko110K8UYM
(konTposmpyemas komnerenuus OIIK-S, ITK-15)

1 mouka:

1. Kakue ocHOBHbIE PEKBU3UTHI JOKYMEHTA BaM U3BECTHBI?

2. C Kaxo# 1eNbI0 B PEKBU3UTAX MUChMa CTABUTHCS (haMIITUS U TeIe()OH UCTIOTHUTEIS?
3. Kaxk odopmisiercs uupkynsipHoe TUCbMO?

4. Kak onpenensiercs Iopuauueckas cuia ciayKeOHO! JOKYMEHTaIuu?

5. TloHsATHE U MOJIHOMOYUS KOJJIETHATBHBIX OPTaHOB MPU COCTABICHUH TOKYMEHTAIUU.
6. Iloustue popmynspa-odpasma

2 mouka:
1. KakoBa kinaccudukaius pacnopsguTeabHON TOKyMeHTaluu?
2. Yro Takoe aKkT u cripaBka?
3. TloHsATHE TEXHOJIOTUYECKON TOKYMEHTALUU?
4. Yro Takoe TpadapeTHbIN TOKYMEHT?
5. UYro Takoe opraHM3alMOHHO-PACIOPAIUTENBHBIE TOKYMEHTHI?
6. PexBU3UTHI 1€70BOI0 MUCHMA.
7. OO6patueHus 1 GopMyJIspBI.
3 mouka:
1. Cytp genonpousBoacrtsa?
2. TlpoexT nokymeHnTa?
3. Kak odopmisercs mupKyisspHOE MUCbMO?
4. Kak onpenensiercs OpUIAYECKAs CUIIa CITYKEOHOW TOKYMEHTAIHH?
5. TloHsATHE U TOJHOMOYUS KOJJIETHAIBHBIX OPTaHOB MPU COCTABIEHUH TOKYMEHTALUU.
6. Ilonstue dhopmymnspa-obpasia
7. TloHsATHE NEPCOHANBHBIX JAHHBIX.
8. IIpoekT noxyMeHTa U MpuKa3 MOHATUS U GOPMBI KOH(DUICHIIMATBHBIX JOKYMEHTOB
9. OcobeHHOCTH O(PUIINATBHO-EIOBOIO CTUJIS IPH COCTABJICHUH IOKYMEHTA.
10. Opranusanusi KOHTPOJIS 32 UCIIOTHEHHEM KOH(DUIEHIIHAIbHBIX JOKYMEHTOB.

Ilpumepvr mecmogwvix 3a0anuii
(konTposmpyemas komnerenuus OIIK-S, ITK-15)
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ITosiHbIii MepeveHb TeCTOBBIX 3aaHuii npeacrasieH B JOUC

1. Hudopmanus, 3apuKcupoBaHHAs HA MATEPUAITBEHOM HOCUTEINE, C PEKBU3UTAMH,
MO3BOJIAIOIIMMU €€ UJIEHTU(UIIUPOBATh, HA3bIBACTCS

a) JO0CTOBEPHOM

b) koHpUIACHIMATHHON
C) JOKYMEHTHPOBAaHHOMU
d) xoMMepueckoi TalHOI

2. Tlo moctynHocty HHPOPMAIUS KIaCCHPHUIUPYETCS Ha

a) OTKPBITYIO HHGOPMAIHIO U TOCYIAPCTBEHHYIO TalHY

b) koHbuaeHIMATEHYIO HHYOpPMAIHIO 1 HHPOPMAIIHIO CBOOOIHOTO JIOCTYIIA

¢) uH(OPMAIIHIO C OTPAHHYCHHBIM JOCTYIIOM M OOIIEAOCTYIHYIO HHPOPMAIIHIO
d) Buabl HHPOpPMALIUY, YKa3aHHBIE B OCTAIBHBIX ITYHKTaX

3. K koHpuaeHIMaNBHON HHPOPMAIIUHA OTHOCSITCS JOKYMEHTHI, COJIEPIKAIIINIE

a) WHQOPMAIMIO O TpaXaaHax

b) 3akoHOmaTENbHBIE aKThI

c) "Hoy-xay"

d) cBemeHus 0 30J0TOM 3amace CTPaHbl

4. BbeszomacHoCTh HH(POPMAIIH -

a) TMPOIECC CO3/IaHUs M UCIIOJIh30BAHUS B aBTOMATU3HUPOBAHHBIX CUCTEMAX CIICIIHAIbHBIX
MEXaHH3MOB, MOJIJICPKUBAIONINX YCTAHOBJICHHBIN CTATYC €€ 3aIlUIIICHHOCTH

b) momuepkaHue Ha 3aJJAaHHOM YPOBHE TEX MapaMEeTPOB HAXOISIICHCS B
ABTOMATHU3UPOBAHHOW CUCTeME MH(DOPMAIIMH, KOTOPBIC XapaKTePU3YIOT YCTAaHOBIICHHBIH
CTaTyc ee XpaHeHUs, 00pabOTKH U MCIIOJIb30BaAHHUS

C) COOBITHS WM JICHCTBUS, KOTOPBIC MOTYT BBI3BaTh HapyIIeHHE () YHKITHOHUPOBAHHUS
ABTOMATH3UPOBAHHOMN CUCTEMBI, CBA3aHHOE C YHHUTOXCHHUEM I
HECAaHKIMOHUPOBAHHBIM HCIIOJIB30BAaHUEM 00pabaThIBaeMOM B Hel WH(OpMAITUN

d) cocrosiHHE 3alMIIEHHOCTH HH(pOpMaIuK XpaHuMas 1 oopabaTeiBaeMasi B
ABTOMATU3UPOBAHHOW CUCTEME, OT HETaTHBHOT'O BO3JICHCTBHUS HA HEE C TOYKHU 3PCHHUSI
HapyIIeHUs ee GU3NUYECKON U JJOTHYECKOH I[EJIOCTHOCTH HIIM HECAHKITMOHUPOBAHHOTO
JOCTyTa

5. 3anpemeHo OTHOCHUTH K I/IH(l)OpMaI_II/II/I OTpaHUYCHHOI'0 AOCTYyIIa

wnhkw

~

a) uWHOOPMAIUIO O YPE3BBIUANHBIX CUTYAIUIX

b) uHOpMAIUIO O AEATEIBHOCTH OPTaHOB FOCYJAPCTBEHHOM BIIACTH
C) JIOKYMEHTBI OTKPBITBIX apXUBOB U OMOIMOTEK

d) Bce, mepeynciieHHOE B OCTAJIBHBIX MMYHKTAX

Bonpochl KOHTPOJISI CAMOCTOAATEILHOM PA00THI CTY/ICHTOB
(konTposmpyemas komnerenuus OIIK-5, ITK-15)

ITpaBusa paGoThl COTPYIHUKOB CIYXObI JOKYMEHTAIIUHN U BEIYUCIUTEIBHOTO LIEHTPA C
KOH(UIEHIMATBbHBIMU JOKYMEHTaMU, MOPSII0K XpaHEHUs JOKYMEHTOB Ha UX paboumx
MecTax.

CpencrTBa opraHn3aliMOHHON TEXHUKH, UCIIOIb3YEMBIE ITPU BBIITOJIHEHHS PACCMOTPEHHBIX
CTaAui, MPOUEAYp U OIEpaLIUM.

Ha3nauenue u 3a1a4n cTaguy ydera MOCTYNHUBIINX JOKYMEHTOB.

CooTHo1IEHNE yueTa U PETUCTPALIMUA JOKYMEHTOB.

[{eHTpanu3oBaHHas U IEHEHTpAIN30BaHHas perucrpanns. OJHOKPATHOCTh PErUCTPALIMHI
JOKYMEHTA.

Cocras npouenyp cTaiuu ydera JOKyMEHTOB.

Tunosoi cocras onepanui Ipoueaypbl HHACKCUPOBAHUS JOKYMEHTOB.

Haznauenue npouenypsl, TpeOOBaHUS K CUCTEME WHIEKCUPOBAHUS.
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9. EnuHCTBO MHAEKCA 71 BCETO "KU3HEHHOT0 LIMKJIA" TOKYMEHTA.
10. Buasl HHAEKCOB, MX MPEUMYIIECTBA U HETOCTATKH.

5.3 ®opmMmbI U coaep:kaHue py0e:KHOTO KOHTPOJIS

PyOexupiii 1

MIPOMEKYTOUHBIN

KOHTPOJIb OCBOCHUA

CTYJICHTOM

JUCHUITIINHBI

OCYIIECTBIISICTCS B paMKax 0a/uIbHO-PEHTHHTOBOM cuCcTeMbl. Pacnipeienenue 6aijioB B COOTBETCTBUH
¢ nevictByrommM [lonoxerreM o 0aIbHO-PEHTUHTOBOM CUCTEME OLIEHKH yCIIeBAEMOCTH CTYICHTOB
KBI'Y npuseneno B Tabnwuiie 7.

Tabnuua 7
Pacnipenenenue 6amioB B COOTBETCTBHHM C JIeHCTBYOMMM [loioskeHreM 0 OaTbHO-PEHTHHTOBOM
CUCTEME
Ne peittunrooit | KomnmokBuym | JIab.mpaktukym | Ilocemaemocts | TectupoBanue | Mroro
TOYKHU
1 7 8 3 5 23
2 7 8 3 5 23
3 7 8 4 5 24
Tabmuna 8
Kputepuu oneHku
Bunx meponpustus Kpurepnn onenku bayel
KomnnokBuym (ycTHbIN - SICHOCTb, YETKOCTb U JOKA3aTEJIbHOCTh 0-21 6ann
OIIpOC I10 TEME) U3JI0’KEHUSI OTBETOB Ha BOIIPOCHI;
- BIIQJICHHE CIICIUATbHBIMU TEPMUHAMU;
- CHCTEMHOCTb 3HAHUH IO TEMATHKE
JlabopaTopHoe 3aHsTHE - MIOHUMAaHHME 1EJIU U 3a/1a4 padOThI 0-24 6amna
- BBITIOJTHEHHUE 33JIaHul 1 00paboTKa
pe3yJIbTaToB
- OTYET U 3ammTa J1a00paTopHOil paboTHI
KomnerotrepHoe Pe3ynbratel TecTUpOBaHUS 0-15 6annos
TECTUPOBAHUE TIO (KonmnyectBo 6aminoB = 5*@, ¢ - nons
pazaenaM JUCHUILINHBI MIPaBIJILHO OTBEYEHHBIX TECTOB IO TEME).
[Tocemenue 3anaTuii [Tpu 6omnee 3 nmponyckax 0e3 yBaKUTEITbHON 0-10 6ammoB
MIPUYMHBI 3aHATHI aHHYIUPYIOTCS OB
3auer SICHOCTB, YETKOCTh U JOKA3aTEIbHOCTh 0-30 6anoB
U3JI0’KEHUSI OTBETOB Ha BOIIPOCHI;
- BJIQJICHUE CTICIMAILHBIMU TEPMUHAMU;
- CUCTEMHOCTb 3HAHUU [0 TEMATHKE
JTUCIUTUTUHBI B TIEJIOM
Hrorosas orienka 0-100 6amnoB

Bonpocsl BbiHOCHMBIE HA 3k3aMeH (KOHTpoJsnpyemble komnetenuuu OIIK-5, TIK-15)

NoUnAEBD =

OcCHOBHBIE TTOHATHS B 00JIACTH 3aIIUTHI M 00pabOTKH KOHPUACHITHATHHBIX JOKYMEHTOB.
[TonsiTue "noxymeHTO000pOT".

JlokyMeHTOOOO0pOT U "KU3HEHHBIN HUKI" TOKyMEHTA.
TpeGoBanusi, MPeABABIIEMbIE K TOKYMEHTOOOOPOTY.
Oco0eHHOCTH aBTOMAaTU3UPOBAHHOTO 0€30yMaKHOTO IOKYMEHTOO00pOoTa.
CrabunbHas UIsl BCeX THIIOB HOCHTENEH HHPOpMAINK CTPYKTYpa JOKYMEHTO000pOoTa.
[TonsiTe "MOKYMEHTOMOTOK", BUJIbI TTOTOKOB M UX Ha3HAYEHUE.
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10.
11.
12.
13.
14.

15

16.
17.

18.

19.
20.

21.

22.

23.
24.

25.
26.
27.
28.
29.
30.
31.

32.
33.

34.

35.

36.
37.

38.

39.

40.
41.

O6BeM T0OKyMeHTO000poTa.

Ha3nadenne u MeToauka rnojcuera 00beM JTOKyMEeHTO000poTa.

ConepxaHue TOKyMEHTOIIOTOKA.

Hasnadyenue n MeTOAMKA aJITOPUTMHU3AIMH TEXHOJIOTHH JOKYMEHTOIIOTOKA.
OpraHu3anvoHHbIE U TEXHOJIOTHYECKUE aCHIEKTHI POOIeM.

[IpeArnochIIKY SBOIONNMY TEXHOJIOTHYECKUX CUCTEM 00paObOTKH U XpaHEHHUS JTOKYMEHTOB.
[TonsiTus " nOKyMEHTaLlMOHHOE OOecTieueHue yrpaBiaeHus" 1 "ynpaBiieHue T0KyMeHTauuen" .

. TI/IHI/ISaHI/IH, yHI/I(bI/IKaI_[I/IH " periiaMcHTanus ImpoucCcCoB JOKYMEHTUPOBAHUA U OpraHru3allui

paboThI C TOKYMEHTaMH.

Enunas rocymapcrBennas cuctema aenonpousBojactsa (EI'C/I).

Haznauenue u copepkanue ['ocynapcTBeHHON CUCTEMBI IOKYMEHTAIMOHHOTO 00eCTIeYeHHUs
ynpasnenus (I'CJJOY).

OcoOeHHOCTH J1e0IIPOU3BO/ICTBA B MPEANPUHUMATEIBCKUX U KOMMEPUECKUX CTPYKTYpax,
MaJioM OHU3Hece.

Hampasnenus coBepIeHCTBOBaHUSI 1E€I0IIPOU3BOICTBA.

Knaccudukanus TUIOB U METOAOB UCIOJIb30BAaHUS B JIEIOMPOU3BOJICTBEHHBIX IMpolieccax
OPraHU3aLMOHHON TEXHUKH.

KommuiekcHast — aBTOMaTu3upoBaHHas  cucrema oOpabotku  gokymenta (ACO/).
@OYHKIMOHATbHBIE BO3MOKHOCTH CUCTEMBI.

OyHKIMOHANBHAS CTPYKTypa W HEMallMHHOE HH()OPMAIMOHHO-IOKYMEHTAlMOHHOE
o0ecre4eHne CUCTEMBI.

ABTOMaTH3aIUs JOKYMEHTAIIHOHHOTO 00ECTIeYeHHs! YIIPaBICHUSI.

CymHOCTh, NpPEUMyLIECTBA U HEJOCTAaTKU CMEIIAHHOM TEXHOJOTHYECKOW CHUCTEMBI
00paboTKU U XpaHEHUsI TOKYMEHTOB.

Knaccugukaius kaHaaoB IpaKTHIECKON pean3aiiii BO3MOXKHBIX YTPO3.

[Ipenmonaraemble pyOeKu U YPOBHHU 3aIUTHI JOKYMEHTOIIOTOKOB.

[TonsTHE "3aIUIICHHBIH JOKYMEHTOOOOPOT", €ro 1eNU 1 3a/1a4H.

B3anMocBs3b 3alUIIEHHOTO JOKYMEHTOOOOpOTa C CHUCTEMaMH, CPEACTBAMH M METOJaMH
3alUThl JOKYMEHTUPOBAHHON UHQOPMAIIUH.

BeiieneHHbpli OTOK KOH(MICHIMANBHBIX JOKYMEHTOB M aBTOHOMHAs TEXHOJIOTHS MX
00paboOTKH M XpaHEHHUSI.

OpraHuM3allMOHHbIE ¥ TEXHOJIOTUYECKHE  OCOOCHHOCTH  JIEIONPOM3BOJCTBA IO
KOH(UIEHIIMATBHBIM JOKYMEHTaM.

Y4yer 4uCTBIX HOCUTENeW HWH(pOpMAlMK, NpPeAHA3HAYEHHBIX M JIOKYMEHTHPOBAHHUS
KOH(pHUACHIIMAIIBHON HH(DOpMAITUH.

[Tepuonuueckre u pa3oBble MPOBEPKH HATMYUS KOH(UACHIUAIBHBIX TOKYMEHTOB.

[ToTok KOHQUIEHIINANTBHBIX JOKYMEHTOB, HE BBIJECIEHHBIM U3 00IIEro JOKYMEHTOIOTOKA, U
npUMeHsieMast TEXHOJIOTHsI UX 00pabOTKH U XpaHEHUs!.

YpoBeHb KOHPUACHIINATBLHOCTH HH(POPMALIUK ¥ KPUTEPUU IPUMEHEHMSI BbIIETICHHON UJTU HE
BBIJICJIEHHON TEXHOJOIMHU 00pabOTKU U XpaHEHUs KOH(UAECHIIMATBHBIX TOKYMEHTOB.
Ocobennoctu ACO/], npeaHa3sHaueHHBIX A1 00pabOTKH KOHPUAECHINATbHBIX TOKYMEHTOB.
[TonbITKM TUMHM3ALUN CUCTEM.

TACO/.

Opranu3anvoHHOe OOecreueHre 3alMThl MOTOKOB JIOKYMEHTHPOBAaHHON HMH(pOpMaIu B
ACO/.

[Tpuniunel, cnocoObl M CPEACTBAa 3alMTHl TEXHUYECKUX HOCUTeNed uHpopMaluu
MaITMHOYNTAEMBIX JIOKYMEHTOB Ha BHEMAITMHHBIX CTAIHUSIX UX 00paOOTKH, YHHUTOKCHUS H
XpaHEHHUS.

Haznauenne u 3amauM craguu NpueMa M MEPBUYHON OOpaOOTKH KOH(HIAECHIHATbHBIX
JIOKYMEHTOB.

TunoBoii cocraB oneparuii npoueypsl IeEpBUYHON 00paOOTKU TOKYMEHTOB.

[TepBuynas 00pabOTKa NOCTYMUBIIMX MAITMHOYUTAEMbIX U ayIHOBU3yalIbHbBIX JOKYMEHTOB.
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42. HazHaueHMe W 3aJauyd CTaJWM IPEIBAPUTEIBLHOIO PACCMOTPEHMSI U  PACHpPENETICHUS
HOCTYNMUBIIUX TOKYMEHTOB.

43. Kputepun 1e1ecoo0pa3HOCTH TepeHoca HMH(OpManuu  MOCTYNMMBIIUX  OYMasKHBIX
JOKYMEHTOB Ha MAIIMHHBINA HOCUTEIIb.

44. ITopsnok ompeieieHts paliMOHaIbHOIO MapIIpyTa ABMXKEHUS JJOKYMEHTA.

45. IlpuHuMIbl — pacnpeieseHus JOKYMEHTOB MEXIY PYKOBOJIUTENSAMH, CTPYKTYpHBIMHU
NOJIpa3/IeJICHUsIMU U CIIELIUATUCTAMH.

46. OyHKIMOHATIbHAS TPUHAJIC)KHOCTh JOKYMEHTUPOBAHHOW MH(OpMaIny.

47. TunoBo# cocTas oleparuil npoueaypsl pacipeaesIeHns NOCTYIUBIINX JOKYMEHTOB.

48. MeToanka aBTOMaTU3MPOBAHHOTO penieHus 3anaun "[Ipoknagka mapmpyra'.

49. IlpaBuiia pabOTHl COTPYJHHKOB CIY)KObI JOKYMEHTALMHM M BBIYHUCIHUTEIBHOTO ILIEHTPa C
KOH(QHICHIIMATIbHBIMI JJOKYMEHTAMH, MOPSAOK XPaHEHUs JOKYMEHTOB Ha HX paboumx
MecTax.

50. CpencTBa OpraHU3alMOHHON TEXHHMKH, UCIOJIb3yEeMble IPU BBIMOJIHEHUS PAaCCMOTPEHHBIX
CTaJIuii, MPOLEYP U OIEPALIUH.

51. Ha3znauenue 1 3a7jauyl CTaAUK y4yeTa HOCTYMUBIINX JTOKYMEHTOB.

52. CoOTHOILIIEHUE Y4€Ta U PErUCTPalluU JIOKYMEHTOB.

53. llenTpaninzoBaHHas W JeLEHTpanu30BaHHas peructpanus. OJHOKPATHOCTb PErUCTpalvu
JIOKYMEHTA.

54. CoctaB nporenyp cTauu yuyeTa JOKYMEHTOB.

55. Tunosoii cocras onepanui IpoLeypbl HHACKCUPOBAHUS JOKYMEHTOB.

56. Haznauenue npoueaypsl, TpeOOBaHUS K CUCTEME WHAECKCUPOBAHUS.

57. EquHCTBO MHJEKCA /1715 BCETro "KU3HEHHOTO IIMKJIA" TOKYMEHTA.

58. Buasl MHIEKCOB, UX MIPEUMYIIECTBA U HEJJOCTATKH.

59. UudopmaTUBHOCTH UHAEKCA, ET0 CTPYKTYpA.

60. Yci1oBHs UCIIONIB30BaHUS U HEJIOCTATKU MOPSIKOBONH HyMEpaluu JOKyMEHTOB BCEro MOTOKA
(BaJIOBOM HyMEpAIIHH).

KonTpoJs KypcoBbIx pador
KypcoBblie paboTbl He IPEyCMOTPEHBI.

Kpurtepuu ¢popMupoBaHus OLIEHOK 110 MPOMEKYTOYHOM aTTecTAllNU

MaxkcumanbHas cymma (100 6amnoB), HabupaeMasi CTYA€HTOM 110 JUCIUIUIMHE BKIIOYAET JIBE
COCTAaBJISIOLIHE:

— nepeas cocmaeiAwas — OIEHKA pPEryIspHOCTH, CBOEBPEMEHHOCTH U KadecTBa
BBITTOJIHEHUS CTYACHTOM Y4eOHOW paOOTHI 110 M3YUEHHIO JUCIUIUIMHBI B TESYEHUE TIEPUO0/1A U3YICHUS
JTUCITUIIIMHBL (CeMEeCTpa, WM HECKONIBKHX CeMecTpoB) (cymma — He Oonee 70 OamnoB). bammsr,
XapaKTEPU3YIOIINE YCIIEBAEMOCTh CTYACHTA MO IUCIHIUIMHE, HAOMPAIOTCS MM B TEUCHHE BCETO
nepuoJia 00y4eHus 3a U3y4eHUe OT/AEIbHBIX TEM U BBIITOJHEHHE OTJEIBHBIX BUJIOB paloT.

— emopas cocmasnAlowas — OUEHKA 3HAHWUN CTYJEHTa 10 pe3yabTaTaM NPOMEKYTOYHOH
arrectanuu (He 6omee 30 —OamioB).

Kpurepuem oneHkn ypoBHS C(OPMHUPOBAHHOCTH KOMIIETEHUMH B pamMKax YydeOHOH
JVICIIATUTHHBI SIBIISICTCS DK3aMEH.

OOmmit Oanmnm  Tekymero M pyOeXHOro KOHTPOJS CKJIaAbIBA€TCS U3  CIEAYIOIUX
COCTaBISIONIMX MpuiiokeHue 2. B TeueHnne ydyeOHOro mporiecca CTyJEHT O0Si3aH OTYUTATHCS I10
TEOPETUYECKOMY MaTepHaly U MPAKTUUYECKUM 3aHATHUAM: ONPOCHI, MHIUBUAYyaTbHbIC 33/1aHUSI.

I[envro npomesicymounvix ammecmayuil o TUCIUTUTAHE SIBIISIETCS OI[CHKA KauyecTBa
OCBOCHHMS JUCLUUIUIMHBI 00y4YaromIUMUCS.

Kpumepuu OUCHKU Kauecmeéa oceoenun ()ucuunﬂunbl
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Ouenka «omauunon— om 91 0o 100 6ann106 — TeoOpeTNIECKOE COJIEPKAHNE KypCa OCBOECHO
MOJTHOCTHI0, 0€3 Mpo0OesioB, HE0OXOAMMBIC TTPAKTUUECKHE HABBIKK PAOOTHI C OCBOCHHBIM
MaTepuaioM chOpMUPOBaHEL. Bce mpeaycMoTpeHHBIe TpOorpaMMoil 00y4ueHus yaeOHbIe 3a/1aHus
BBITMIOJTHEHBI, KAYECTBO MX BHIIIOJHEHHS OLEHEHO YHCIOM 0ailioB, OJMM3KUM K MakcuMalnbHOMY. Ha
9K3aMeHEe CTYJCHT AEMOHCTPHPYET IITyOOKHE 3HAHUS MPEyCMOTPEHHOTO MPOrpaMMOii MaTepuaia,
yMEeT YEeTKO, TAKOHUYHO U JIOTHYECKH [OCJIeIOBATEIbHO OTBEYATh HA IIOCTABJICHHBIE BOIIPOCHI.

Ouyenka «xopouto» —om 81 00 90 6annoe — TeopeTUYECKOE CoJIepKaHue Kypca OCBOEHO,
HEO0OXOUMBbIE TPAKTUUECKHUE HABBIKU Pa0OThI CPOPMUPOBAHBI, BHITIOJHEHHbIC YUEOHbIE 3a/1aHUS
coJiepKaT He3HaunTeNbHbIe OMMOKU. Ha sK3aMeHe CTyJeHT JeMOHCTPUPYET TBEPAOE 3HAHUS
OCHOBHOTO (IIPOTrpaMMHOI0) MaTepHualia, yMeeT 4eTKO, TPaMOTHO, 0€3 CyIIECTBEHHBIX HETOYHOCTEH
0TBEYATh Ha IMOCTABJICHHBIE BOIPOCHI.

Ouenka «yooeiemeopumenvno» —om 61 0o 80 6annoe — TeopeTUIECKoe CoAepKaHue Kypca
OCBOCHO HE MOJIHOCTHIO, HEOOXOMMBIE MPAKTUYECKHE HABBIKU paboThl chopMUpOBaHBI YACTUYHO,
BBITNIOJTHEHHBIE YUeOHBIE 3a/laHus coJepKaT rpyobie omnOku. Ha sx3aMeHe cTyIeHT IeMOHCTpUpPYET
3HaHUE TOJBKO OCHOBHOTO MaTepHaia, OTBETHI COJAEpkKAaT HETOYHOCTH, cabo apryMEHTHPOBAHBI,
HapyIIeHa MOCIe0BATEIbHOCTD U3I0KEHUS MaTepraia

Ouyenka «neyooenremeopumenvHo» — om 36 0o 60 6annoe — T€OPETUUECKOE COJIEPKAHUE
Kypca He OCBOE€HO, HEOOXOMMbIE MPAKTUYECKUE HABBIKK PaOOTHI HE C(HOPMUPOBAHDI, BHITIOTHEHHBIE
yueOHbIE 3alaHusl COAEp)KaT TpyOble OIMMOKH, IOTOJHUTENFHAs CaMOCTOSITEeNbHAs padoTa Haj
MaTepuaioM Kypca He MPUBEIET K CYIIECTBEHHOMY MOBBIIICHUIO Ka4eCTBA BBIMOIHEHUS YUCOHBIX
3amanmii. Ha sKk3amMeHe CTYIeHT JeMOHCTPHPYET HE3HaHWe 3HAYUTEIHHONW YacTH MPOTrPaMMHOTO
MaTepuaina, CYIIECTBEHHbIE OIIMOKM B OTBETaX Ha BOMPOCH, HEYMEHHE OPHUEHTUPOBATHCS B
MaTepuaie, He3HAHUE OCHOBHBIX TOHSITHN JUCIUILTAHBL.

6. METOIUYECKHE MATEPHAJIbL, OHPEAEJIIIOIIUWE TTPOLENYPBI
OLIEHMBAHUNA 3HAHUHW, YMEHWH, HABBIKOB U (MJIN) OIIBITA

JNEATEJIBHOCTU

OO0muit 6a1 TeKymero u pyoeKHOTO KOHTPOJIS CKJIAJIBIBAETCS U3 CIEAYIONIUX COCTABIISIOMINX
(mpunoxenue 2). KputeprueM omieHKH ypoBHS c(HOPMHUPOBAHHOCTH KOMITIETCHIIUN B paMKax
y4eOHOM TUCITUILIMH B 5 ceMecTpe ABIsAETCS 3a4eT. L[ebro mpoMeKyTOUHBIX aTTeCTaI|i 110
TUCITUIIIMHE SBJSIETCS OI[EHKA KayecTBa OCBOCHUS TUCIUILIMHBI 00yJaromuMucs. TunoBsie
3ajanus, odecneunBaromue Gpopmuponanue komrerenuun OIIK-5, ITK-15 npencrasiieHs B

Tabnuue 9

Tabmauna 9. Pe3ynbraThl 0CBO€HUS yueOHON JUCIMILIMHBL, OJUIEKAIINE TPOBEPKE.

Pe3yabTaTnl 00yyeHus

OcHoBHbIE MOKA3aTeJIN OLlEHKH

By onieHOYHOT O

(koMHneTeHIMH) pe3yJIbTATOB 00y4YCHHS MaTepHuaJia
CTIIOCOOHOCTH MPHUMEHSTh 3uamo: HOpPMAaTHBHBIC npaBoBsie | KomokBuym
COOTBETCTBYIOLIHH JOKYMEHTHI B 00iacti MHGOPMAIMOHHOH | BeimonHenue u
MaTeMaTHYeCKUi ammapar | 0e30MacHOCTH M 3allUThl WH(GOpPMAIWH, | 3aIIuTa
JUISL peLIeHus JCUCTBYIOIIYI0 CHCTEMY HOPMATHUBHO- | JJaOOpaTOpHBIX paboOT
poeCCHOHATBHBIX 33J1ad | TIPABOBBIX aKTOB B obmactu | TectupoBanue
(OIIK-5) npoecCHOHATBHON e TENbHOCTH. (paznmen 5)

Ymems: ocymecTBiATh cOop u anamu3 | KomtokBuym
uHpopMaIuy, coaepxanieics B | Beimonnenue n
HOPMATHBHBIX TIPAaBOBBIX JOKYMEHTaX, | 3allUTa

MPUMEHSITh JACWCTBYIOIINE CTAaHIAPTHI, | JaOOPATOPHBIX paboT
TTOJIOKCHHUS 171 WHCTPYKIIUU no | TectupoBanue

0 OpMIICHHUIO TEXHUUYECKOH | (pazmen 5)
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JTOKYMEHTAITUH!, TPUMEHSTh JIEHCTBYIOIINE
CTaHJapThI, MOJOKEHUSI U UHCTPYKLHH T10
0(OpMIICHUIO TEXHUYECKOMH
JIOKYMEHTAIUH.

Brademy: HaBbIKaMH TPUMEHEHHS KoiokBuym
MOJIOKEHUI HOPMATUBHBIX MPABOBBIX Beimonnenue u
JOKYMEHTOB IPH 00€CIICYCHUH 3aIUThI 3alTa
nH(OpMAaIINY, HABBIKAMH UCIIOJI30BAHUS | JIAOOPATOPHBIX paboT
MOJIOYKEHHI HOPMATUBHO-TIPABOBBIX aKTax | TecTupoBaHue
B Ipo(ecCHOHATLHON 1A TEIHHOCTH. (pazgen 5)
CIIOCOOHOCTHIO 3namu: ipaBuIIa MPOU3BOJICTBA U NpHeMKH | KomokBuym
OpPTraHU30BBIBATH paboT cucteM M KOMIUIEKCOB OXpaHHOH, | BrimonHeHnue u
TEXHOJIOTUIECKUH TPOIIECC | TOXKAPHOU " OXpaHHO-TIOXKAPHOU | 3aIIuTa
3alUThl HH(pOpPMAIUU CHTHAJIN3ALUH, orpenieNsgeMble | 1a00paTOpHBIX padboT
OTPaHUYEHHOTO JOCTYIA B | JIOKyMEHTaMHU T'OCYJIapCTBEHHBIX opraHoB; | TectupoBaHue
COOTBETCTBUH C BAapUAHTHI IIOCTPOEHHUS CTPYKTYp | (pa3zmen 5)
HOPMaTHUBHBIMH KOMIUICKCOB ~ TEXHHYECKHX Cpe/CTB
MIPABOBBIMHU aKTaMH H oxpaHbl, craHaaptel P® B oOmactu
HOPMaTHUBHBIMH WHPOPMAIIMOHHOK  Oe30macHOCTH U
METOAMYECKUMHU obopora KOH(HICHIINATEHBIX
JOKYMEHTaMHU JIOKYMEHTOB,
denepanbHOM CITyKOBI Ymems: BBIOpaTh CTPYKTYpY mocTpoenus | KomiokBuym
Oe3omnacHocTu Poccuiickol | KOMITJIEKCHOM OXpaHbl 00bEKTA; Brinonnenue u
Oenepaunn, OenepabHON | TPABHIIBHO BBIOpPATH puOOpHI | 3aIuTa
CIIyKOBI 110 TEXHUYECKOMY | TEXHHYECKMX  CPEACTB  OXpaHbl  JUIs | JaDOpaTOpHBIX paboT
Y DKCIIOPTHOMY KOHTPOJIFO | 33JJaHHOM CXEMBl TOCTPOCHHS 3amuThl | TecTupoBanue
(ITK-15) 00BbeKTa, MIPOBOJIUTH aHanus | (paszgen S5)
WH(POPMAIIMOHHON 0€30IacHOCTH CUCTEM
3alUIIEHHOTO JIOKYMEHTO00O0pOTa.
Brnademuy: HaBBIKAMH TIOCTPOCHUS CUCTEMBI | KommokBuym
3alIMIIEHHOT0  JIOKyMeHTooOopoTa Ha | Beimonnenue n
OCHOBE MIPOBEIEHHOTO aHaM3a | 3aIuTa
nH(OpPMAIIMOHHON 0€30MacHOCTH 00BEKTa | JJaOOpaTOPHBIX paboT
nHpOpMaTH3aNH, metonamu | TectupoBanue
MPOEKTUPOBAHHUS KOMILIEKCOB | (pa3zen S)
TEXHUYECKUX  CPEICTB  OXpaHbl  JUIA

3aaHHOI'O 00BeKTa

7. YYEBHO-METOJWYECKOE OBECITEYEHUE JUCLUITIJIMHBI

7.1. HopmatuBHO-IIpaBoBas 6aza

1. ®enepanbhbiii 3akoH oT 20 deBpanst 1995 r. Ne24-03 «O0 nnpopmanuu, HHPopMaTH3aLUU
¥ 3aIUTe UH(OPMAIIN».
2. ®epepanpHbii 3ak0H OT 06.10.1997 r. Ne131-®3 "O rocynapcTBeHHON TaliHe".

W

3akoH PD o1 25.12.1992 r. "O 6e3omacHoCcTH".

4. @enepanbHblii 3aK0oH OT 4 utois 1996 r. Ne 85-03 «O0 yyacTuu B MEKIyHAPOTHOM
UHPOPMALIMOHHOM OOMEHe».

9]

®enepanbHblil 3ak0H 0T 16 depains 1995 r. Nel5-D3 «O cBsazu».

6. ®denepanbubiii 3ak0H 0T 8 aBrycra 2001 r. Ne 128-D3 «O nuueH3upoBaHUM OTAEIBHBIX

BUO0OB ACATCIBHOCTH.

7. ®enepanbublii 3akoH oT 10 stHBaps 2002 1. Ne 1-D3 «O0 31ekTpoHHOI 1U(POBOi

MOAITACH.
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10.
11.
12.

13

16.

®enepanbHblil 3akoH 0T 19 deBpanst 1993 r. Ne 4524-1 "O ¢denepanbHbIX opraHax
MPaBUTEIHLCTBEHHON CBSI3U U MH(popMaruu'.

®enepanbhblil 3ak0H 0T 30.12.1999 r. Ne 226-®3 "O6 opranax deaepanbHON CITyKObI
6e3onacHocTH B Poccuiickoit denepanun.

®enepanbhblil 3ak0H 0T 31.07.1998 1. Ne 154-D3 "O cepruduxanmu npoyKIuu u ycryr".
3akoH PO ot 18.04.1991 r."0 munuuu".

®enepanbhblil 3ak0H oT 12.08.1995 r. "O6 onepaTuBHO-PO3BICKHOM IEATEIBHOCTH .

. 3akoHP®ot 11.03.1992r. "O yacTHOI 1ETEKTUBHON U OXPAHHOM AESTEILHOCTH" .
14.
15.

3akon P® ot 13.11.1996 1."O6 opyxun".

VYronosusIil koaeke PD-rinasa 28. [Ipectyruienns B cepe KOMIBIOTEPHONU HHPOpMAITUH.
(Cratps 272. HerpaBOMEpHBIi JOCTYH K KOMITbIOTEpHOM nHpopmanuu; Ctatbst 273.
Co3naHue, UCTI0JIb30BAHUE U PACIIPOCTPAHEHHE BPEIOHOCHBIX ITporpamm; CtaThsa 274.
Hapymenue npasun skcrryaranuu 9BM, cucremsl O9BM nnu ux cetn).

VYka3 [Ipesunenrta Poccutickoit @enepanuu ot 19 depans 1999 r. Ne 212 «Bompocsl
I'ocynapcTBenHoOM TexHUYeCKON KoMuccuu npu Ipesnnente Pocculickon @enepanumy.

7.2. OcHOBHas JIUTEpaTypa

. bucrokoB B.M. 3ammra u 06paboTka KOHPHUICHINATHHBIX JOKYMEHTOB: y4eOHOE TTocoome /

B.M. buctokos. CtaBpomnoub: CeBepo-KaBkasckuii heaepanbublii yauBepeuteT, 2016. — 153
c. http://www.iprbookshop.ru/66019.html

bucroxos B.M. 3amura n 06paboTka KOHPHUACHIUATBHBIX JOKYMEHTOB: MpakTukyM / B.M.
bucrokoB. Craspomoiib: CeBepo-KaBkasckuii penepansubiii yausepcurer, 2016. — 116 c.
http://www.iprbookshop.ru/66060.html

Hlansrun B.®. 3ammra koMnbeioTepHoi nHGOpMaun. I GheKTUBHBIE METOBI U CPEICTBA/
B.®. [ITanpruH. Caparos: [TpodobpazoBanue, 2017. — 544 C.
http://www.iprbookshop.ru/63592.html

7.3.JloniomHUTENbHAS IUTEpaTypa

KonduaennumanpHoe AeTOMPOU3BOACTBO M 3aLTUIIICHHBIM 3JIEKTPOHHBIN JOKYMEHTOOO0POT
[DnekTponnsbIit pecype] : yaeOnuk / H.H. KynsieB [u 1p.]. — DIEKTpOH. TEKCTOBBIC TaHHBIC.
— M. : Jloroc, 2016. — 500 c. — 978-5-98704-711-8. — Pexum pgocrtyna:
http://www.iprbookshop.ru/66416.html

[Terpos C.B. Uadopmanronnast 6€30macHOCTb [ DNEeKTpOHHBIN pecypce] : yueOHoe mocodue /
C.B. Ilerpos, II.A. KucnsikoB. — DneKTpoH. TeKcToBble naHHble. — CapatoB: Aii [Iu Ap
byke, 2015. — 326 ¢ — 978-5-906-17271-6. — Pexum Jocryna:
http://www.iprbookshop.ru/33857.html

Ioproxuna E.IO. HMudopmanmonnas 0e30MacHOCTh [DIEKTPOHHBIN pecypc| : yueOHoe
nocobue / E.}O. I'oproxuna, JI.U. JlutBunoBa, H.B. TkaueBa. — DNEKTPOH. TEKCTOBBIC
naHHbele. — Boponex: Boponexckuii ['ocynapcTBeHHbI ArpapHblii YHUBEPCUTET HM.
WNmneparopa Ilerpa Ileporo, 2015. — 221 c. — 2227-8397. — Pexum nocryna:
http://www.iprbookshop.ru/72672.html

®omun JI.B. HudopmarnmonHas 0e30macHOCTh [DNEeKTpOHHBIN pecypc] : y4deOHO-
METOJMYECKOe [MMOCOOMe JJisi CTYAEHTOB 3a04HOM (opMBl 00ydeHHs HampaBICHUS
noarotoBku 38.03.05 «busznec-undopmaruka» / J[.B. ®oMuH. — DIEKTPOH. TEKCTOBbIE
nannbie. — CapartoB: By3oBckoe oOpazoBanue, 2018. — 125 c¢. — 978-5-4487-0299-0. —
Pexum noctyna: http://www.iprbookshop.ru/77318.html
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7.4 Ilepuonnueckue u3gaHus (razeTa, BECTHUK, OIOJUIETEHB, JKYPHAI)

[TepedeHb NEPHOTUYECKUX U3AHUHI, TTOTydaeMbIx OnommoTekoit KbI'Y:
e Becrauk MI'Y. BrruncnurenpHas MaTeMaTHKa U KHOCPHETHKA
e BectHuk poccuiickoro o6mecTa THGOPMATUKU U BEIYUCIUTEILHOU TEXHUKU
e Uudopmaruka u oopa3zoBaHue
e ludopmanoHHbIe TEXHOJIOTUU
e Mup IIK
e [lepcoHasbHBIN KOMIIBIOTEP CETOAHS
e [IporpammupoBaHue
e Hudopmannonnas 6€30macHOCTb

7.5 .uTepHeT-pecypchbl

l. 3amumieHHbt ToKkyMeHT0000poT / Cheprl nmpuMeHeHus: [DNEeKTPOHHBINA pecypc]| —
https://www.rutoken.ru/technologies/using/docflow

2. 3amnuIeHHbIH JOKYMEHTO000pOT - Digital Design-
digdes.ru/products/zaschischenniy-dokumentooborot.

3. 3alUIIeHHBI  TOKyMEHTOO00pOoT - OnekTpoHHble Oducusie Cucremsl -

https://www.eos.ru/eos_special program/eos vuz

7.6.CoBpeMeHHbIe ITpodeccroHabHbIe 0a3bl JaHHBIX
1. baza manueix Science Index (PUHLY) http://elibrary.ru
2. HanmonanwsHas snexrponnas oubdauorexa PI'b https://H36.pd
3. Kpynneiimas eaunass 0a3a [JaHHBIX, COJAEp)Kalllas aHHOTAUMKM U HH(OpManui o
HUTUPYEMOCTH PEICH3UPYEMO HAyYHOW JIUTEPaTypbl, CO BCTPOCHHBIMH HMHCTPYMEHTaMHU
OTCJICKUBAHMS, aHATN3a U BU3YaJTU3aIMH JAHHBIX. WWW.SCOpUS.com

4. http://pravo.gov.ru/ OduunanbHbIi HHTEPHET-MOPTAJ MPaBoBOil HH(OpMaIH

5. PCI Security Standards Council — http://www.pcisecuritystandards.org.

6. Crannaptsl HH(MOpPMAIIMOHHON 0€30IaCHOCTH B KpeIUuTHO-(pUHAHCOBOH cdepe. CTaHAapTHI
banka Poccuu — http://www.abiss.ru/doc

7. Threatpost https://threatpos Caiit 06 unpopmannonsnoii 6e3onacHoctu ot Kaspersky Lab.

ABTOPUTETHBIN UCTOYHUK, HAa KOTOPBIN CCHUTAIOTCS BEAYIIME HOBOCTHBIE areHTCTBA, Takue Kak The
New York Times u The Wall Street Journal.

8. Security Lab http://www.securitylab.ru/ IIpoekt kommnanuu Positive Technologies. [Tomumo
HOBOCTEH, SKCIIEPTHBIX cTaTel, copTa, popyma, Ha caiiTe ecTh pa3Jieln, I71e ONepaTuBHO MYOIUKYeTCs
uHpopManus 00 YI3BUMOCTSX, a TAK)KE JAI0TCS KOHKPETHBIE PEKOMEHIANNH 110 UX YCTPAHEHHIO.

9. Anti-Malware  https://www.anti-malware.ru/ HHbopManMoHHO-aHATUTUYECKUNH  LIEHTD,
MOCBSIIEHHBIN MHpOpMamoHHON Oe3omacHocTH. Anti-Malware IpoOBOAUT CpPaBHUTENIbHBIE TECThI
AHTUBHUPYCOB, MyOIMKYET aHATUTUYECKUE CTAThHU, SKCIIEPThI IPUHUMAIOT Y4aCTHE B TUCKYCCUSAX HA
hopywme.

10.  MudopmannonHas 6e3onacHocTh 6aHkoB https://ib-bank.ru/ OtpacneBoii moprain

11. http://VOID.RU Caiit VOID.RU npencrasinsieT cO0010 HE3aBUCUMYIO IMPECCY, OCBEIIAIOIIYIO

BONPOCHl HH(OPMALMOHHONW O€30MacHOCTH - YA3BUMOCTEH B MPOrpaMMHOM OOECHEYeHHUH,
TEXHOJIOTUI cOopa nHpOpMaLUU, TEXHOJIOTUH COXPAaHEHUS IETTOCTHOCTH CUCTEM.
12.  http://Security. NNOV.ru Security. NNOV sBnsieTcss OAHUM U3 HauOoJiee IMOCEIIaeMBbIX

Poccuiickux pecypcoB TOCBSIIEHHBIX HH(pOpMannoHHOW Oe3zomacHoctd u OezomacHoctu [T
TEXHOJIOTHI M IOCTYIICH KaK Ha PyCCKOM, TaK M Ha aHTJIUHCKOM SI3BIKaX.
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7.7.MeTonuyecKkue YKa3aHus MO NMPOBeIeHNI0 PA3JITUYHBIX Y4eOHbIX 3aHATHI U IPYTrUM
BH/aM CAMOCTOAATEJIbHON padoThl

MeToanyecKkue peKOMeHAANMH M0 U3Yy4YEeHH IO TUCHUILIMHBI /15 00y4Yalouxcs

[lpuctymas K W3y4EHUIO AUCHMIUIMHBI, OOydaromemycs HEOOXOJMMO O3HAKOMHTBHCS C
TEMAaTUYECKUM IUIAHOM 3aHATUH, CIHCKOM PEKOMEHJIOBaHHOH yueOHOU nmtepatypsl. Criemyer
YACHHUTD TIOCIIEIOBATEILHOCTD BBIMOIHEHUS MHIMBHIYAIbHBIX yIEOHBIX 3a/laHHU, 3aHECTH B CBOIO
pabouyro TeTpaab TEMBI U CPOKH ITPOBEICHUS CEMUHAPOB, HATMCAHUS Y4COHBIX U TBOPUYECKUX PaOOT.
[lpn w3ydeHMM JAUCHMIUIMHBI OOydaroliyecs BBINOJIHAIOT CJICAYIONIME 3aJaHusi: HU3y4aroT
PEKOMEH/IOBAaHHYIO Y4YEOHYI0 M HAaydHYIO JUTEepaTypy; HHUIIYT KOHTPOJbHBIE Pa0OThI, TOTOBAT
JIOKJIaabl M COOOLICHUS K MPAKTHUYECKUM 3aHSATHSAM; BBIIOIHSAIOT CAMOCTOSTEIIbHBIC TBOPUYECKHE
paboThl, y4yaCTBYIOT B BBIIIOJHEHHM MPAKTUYECKHX 33aHUN. YPOBEHb M TIIyOMHA YCBOCHUS
JUCLUIUIMHBL 3aBUCST OT AaKTUBHOM M CHCTEMaTH4YeCKOM pabOThl Ha JIEKIHSX, W3y4CHUS
peKOMeHI[OBaHHOI;'I JIMTCPATYPhI, BHIITOJTHCHUA KOHTPOJbHBIX MTMCbMCHHBIX SaI[aHI/Iﬁ

Kypc wu3ywaercs Ha JeKkuusx, 1a0OpPAaTOPHBIX 3aHATUAX, IPU CAMOCTOSTEIBHOW U
WH/IMBUYaIIbHOM paboTe oOydaronmxcs. OOyJyaromuics AJ1s HOTHOTO OCBOSHHS MaTeprala JOKEH
HE IPOITYCKaTh 3aHATHS M aKTHBHO y4aCTBOBATh B yueOHOM mporiecce. JIEKIu BKITI0YaIOT BCE TEMBI
U OCHOBHBIE BOINPOCHI TEOPUHM W TpakTHKH. [y MakcumanbHOW 3()()EKTHBHOCTH H3ydeHUS
HEOOXOIMMO TOCTOSHHO BECTH KOHCIICKT JICKIIMH, 3HaTh PEKOMEHIYEMYIO IIPEroaBaTesieM
JATCPATYpPy, IMO3BOJAIOIIYIO AOOMNOJHWUTL 3HAHUA MW JIYYIIC IIOATOTOBUTLCA K Ha60paT0pHI)IM
3aHATHSM.

B cooTBeTcTBUY C y4eOHBIM IJIAHOM Ha KOKAYIO TEMY BBIIEIEHO HEOOXO0ANMOE KOIMYECTBO
YacoB TPAKTHYECKUX 3aHATHUH, KOTOpPBIE TMPOBOJATCA B COOTBETCTBUM C  BOIPOCAMH,
PEKOMEHZOBaHHBIMU K M3YYCHHUIO 110 ONpeAeieHHbIM TeMaM. OOyuarommecs MOJDKHBI PEryisipHO
TOTOBUTHCS K J1JaOOPATOPHBIM 3aHATUSIM M YU4aCTBOBATh B 00CYX/eHHH BOmpocoB. [Ipu moaroroske
K 3aHATHUSAM CIIENYET PYKOBOJICTBOBATHCS KOHCHEKTOM JICKIHUA M PEKOMEHIOBAHHOM JTUTEPATypPOU.
Temarnyeckuii TmaH JUCHUIUIMHBL, y4eOHO-METOJMYECKHE MaTepuainbl, a TaKKe CIUCOK
PEKOMEH0BaHHOH JINTEpaTyphl IPUBEICHBI B paboyeil mporpaMmme

MeTtoauyeckue pekoMeHAAlMM NMPU padoTe HAJ KOHCIIEKTOM BO BpeMsl NpPOBeleHUs!
JICKIMH

B nponecce NEeKIIMOHHBIX 3aHATUH LienecooOpa3HO KOHCIEKTUPOBATh Y4eOHBIM MaTepua.
Jis  9TOro MCMONB3YHOTCS OOIMME M YTBEpAUBINMECS B MpaKTHUKE IMpaBUia, M IMPHEMBI
KOHCIICKTUPOBAaHUA J'ICKIII/II7L

KoHcnexktupoBaHue JIEKIUN BEAETCA B CIIELUATIBHO OTBEEHHON JJIs 3TOTO TETPAIN, KaXkK bl
JIUCT KOTOpOI\/'I JOJDKCH HUMCTH II0JIsA, Ha KOTOPBLIX ACJIAIOTCA IMOMETKHU U3 peKOMeHHOBaHHOﬁ
JUTEPATypBl, TOMOJIHSAIOLINE MaTepHal MPOCIyILIaHHOMN JIEKIIUH, a TAKXKe MOJYEePKUBAIOINE 0COOYIO
BAXXHOCTBH TCX UK UHBIX TCOPECTUUCCKHUX TTOJI0KEHUH.

IenecooOpa3Ho 3anmuchIBaTh TEMY U IUIAH JIEKIHMH, pEKOMEHIYEeMYIO JIUTEPATypy K TeMe.
3anucu pas3fenioB JIEKIMH JOJDKHBI MMETh 3arojIOBKH, IOJ3arojIOBKH, KpacHble CTpoOKu. Jlis
BBIJICJICHUS PA3/EIOB, BBIBOJOB, ONPENEICHHUM, OCHOBHBIX MAECH MOXHO MCIIOJIb30BaTh I[BETHBIE
KapaHJany 1 GJIoMacTephl.

Ha3BaHHble B JIEKI[MM CCHUIKM HA MEPBOMCTOUYHUKU HA/l0 MOMETHTh Ha MOJSAX, YTOOBI MpHU
CaMOCTOSITEIbHOMN pa60Te HaWTH ¥ BITHMCaTh UX. B KOHCHIEKTE JAOCJIOBHO 3alTMCBIBAKOTCA ONIPEACIICHUA
MOHATHUH, KaTeropuit 1 3akoHOB. OcTalbHOE JOKHO OBITH 3aMCAHO CBOUMH CJIOBAMHU.

Kaxxnomy oOyuaromemycs He0OXOAMMO BbIpabOTaTh M HCIOJNB30BATh JOIYCTHUMbIE
COKpallleHUs] HanboJsiee pacpoCTPaHEHHBIX TEPMUHOB U IOHSATHIA.

MeToanuyecKue PEKOMEHAAIMH 10 MOATOTOBKE K ﬂﬂﬁOpﬂTOprlM 3aHATUAM

JlaGopaTopHble 3aHATUS — COCTaBHAasi 4acTh y4eOHOro IMpoliecca, rpymnmnoBas Gopma 3aHsITHHA
IOpU aKTHMBHOM y4yacTHH oOydarounuxcs. JlaGopaTopHble 3aHATHS CIOCOOCTBYIOT YIIIyOJIEHHOMY
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U3YyYEHHUIO HauboJee CIOKHBIX MPOOJIeM HAyKH U CIIY>KaT OCHOBHOM (hOpMOIi MOJIBEACHUSI UTOTOB
CaMOCTOSTEIIbHON paboThl oOyuaromuxcs. Llenbro 1abopaTopHBIX 3aHATHH SBISIETCS yTayOJeHrue U
3aKpeIUIeHUEe TEOPETUYECKUX 3HAHHM, MOJyYEHHBIX OOYYAIOUIMMHCA Ha JIEKUUSAX M B IpoIecce
CaMOCTOSITEIIFHOTO HM3y4YeHHs Y4YeOHOro MaTepuania, a, CJIeJOBaTeIbHO, (OPMHPOBAHUE y HHX
OTIpENIeIICHHBIX YMEHUN U HaBBIKOB.

B xoje moAroToBkyu K 1a00paTOPHOMY 3aHATUIO HEOOXOAUMO NMPOYUTATH KOHCIIEKT JICKIIHH,
U3YYUTh OCHOBHYIO JIMTEPATypy, O3HAKOMHTHCSA C JOIMOJHUTEIBHON JHMTEPaTypOl, BHIIIOJHHUTH
BBIJIJAHHBIC TIperoJiaBaTesieM 3afaHus. [lpu 3TOM ydYecTh PEKOMEHJAllMU MpernojaBaTels Hu
TpeGoBaHus porpaMMel. JlopabaTeiBaTh CBOM KOHCIEKT JICKIMH, Jejast B HEM COOTBETCTBYIOIIHE
3aITUCH U3 JIUTEPATYPHI.

XKenatenpHO MpH MOATOTOBKE K JIAOOPATOPHBIM 3aHATHUSAM 10 AUCHUILUIMHE OJHOBPEMEHHO
UCTIOJIb30BaTh HECKOJIBKO HCTOUHUKOB, PACKPHIBAIOIIUX 33JJAHHBIC BOTIPOCHI.

MeToan4yeckne peKOMEHIAIUN 110 OPraHU3aIlUN CAMOCTOSITEIbHOM PadoThI

CamocrtosiTenpbHasi paboTra OOydYalOMUXCS — CIOCOO0 AaKTUBHOTO, IIEJICHAPABICHHOTO
pruoOpeTeHUs: 00yJarOIIMMHKCS HOBBIX JUIsl HEr0 3HAHUW M YMEHUH 0€3 HEeIOCPEICTBEHHOTO y4aCTHS
B 3TOM IIpoLiecca npenojanatesieil. [loBbllieHne poau caMoCcTOATENbHON padOThl 00yJaroUXcs Ipu
MPOBEJICHUH PA3TUYHBIX BUJOB YU€OHBIX 3aHATUHN Mpe/Ioaraer:

— ONTMMM3ALUIO METOA0B 0OYYEHUA, BHEAPEHNE B YYEOHbIN NPOLECC HOBbIX TEXHONOTUN
0oby4yeHMA, MOBbIWAWMX MPOM3BOAUTENIBHOCTL TPyAa NpPenofasaTensa, aKTUBHOE
MCNONb30BaHME MHPOPMALMOHHBIX TEXHONOTUIM, NO3BONAOWMX Oby4yatouemycs B
yAobHoe ansa Hero Bpemsa ocBamBaTb y4ebHbIM MaTepuan;

— LWMPOKOE BHeApEeHME KOMMNbIOTEPU3NPOBAHHOIO TECTUPOBAHUA;

— COBEPLUEHCTBOBAHWE METOAMKU NPOBEAEHUA MPAKTUK UM Hay4yHO-UCCAEeAO0BaATE/IbCKOM
paboTbl 06y4YaroLMXCA, MOCKO/IbKY MMEHHO 3TWM BWAbl y4ebHOM paboTbl B NepByto
ouyepeab roToBAT 0Oy4aOLWMXCA K CAMOCTOATENIbHOMY BbIMOHEHUIO NPOGECCMOHABHbIX
3agavy;

—  MOAEpPHU3aLMIO0 CUCTEMbI KYPCOBOIO M AUNIOMHOFO NPOEKTUPOBAHWUSA, KOTOPAA AO/IXKHA
noBblWaTb PoNb 06yyaloLWmxca B nogbope matepmnana, NOUCKe NyTei peleHna 3aaay.

CamocrosiTennbHasi paboTa NPUBOAUT OOYYAIOMMUXCA K TOJTYYEHUIO HOBOTO 3HAHMS,

VIOPSAOYCHHUIO M YTIyOJICHUIO UMEIOIIMXCS 3HaHUH, (OPMUPOBAHUIO y HETO MpodeccHoHaTbHBIX
HaBBIKOB U yMeHuM. CamocTosiTenbHas paboTa BBITOTHAET Pl HYHKIIAN:

—  Pa3BUBaAOLLYIO;

—  MHPOpMaLMOHHO-0b6yYatoLLYIO;

—  OPMWEHTUPYIOLLYIO U CTUMY/INPYIOLLYIO;

—  BOCMUTbLIBAOLLYHO;

—  MCCNeAoBaTENbCKYIO.

B pamMkax kypca BBITIOJHSIFOTCS CIEAYIONINE BUJIBI CAMOCTOATEILHON PabOTHI:

— MpopaboTka y4yebHOro martepuana (NO KOHcMeKTam, y4yebHOM W  HayyHOM
nutepaTtype);
— BbINosHEHME pa3HOYPOBHEBbIX 3343aHUN;
— Pabota c TecTamu 1 BONpocamu A1 CaMOMpPOBEPKU;
— BbINONHEHME UTOrOBOW KOHTPO/IbHOM PaboThbl.
OOyJaromumMcs peKOMEHIYeTCsl ¢ caMOro Havalla OCBOCHHUS Kypca paboTaTh C JIUTepaTypoi
U IpeJylaraéMbIMU 33IaHUSIMH B (popMe MOJITOTOBKU K OYEPETHOMY ayJIUTOpHOMY 3aHsaTHIO. [Ipn
ATOM aKTYaIM3UPYIOTCS HMEIOIIMECs 3HAHUSA, a Takke co3fmaercs 0a3a Ans YCBOGHUS HOBOTO
MaTepuaia, BO3HUKAIOT BOIIPOCHI, OTBETHI HA KOTOPbIE O0yYaIOUIHiiCs MOTyYaeT B ayAUTOPHUH.
Heo0xo1uMo OTMETHTh, YTO HEKOTOPBIC 3a/laHus IJII CAMOCTOSITENBHON PabOTHI MO KypCy
UMEIOT ompenaeneHHyro cnenuduky. [Ipu ocBoeHnn Kypca 00y4aromuics MOXKET IMOJIb30BaThCS
OubnMMoTekol By3a, KOTOpas B TOJHOW Mepe oOecreueHa COOTBETCTBYIONIEH JHUTEpaTypou.
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3Ha‘-II/ITeJ'IBHyIO noMoIb B IMOATOTOBKC K OUCPCAHOMY 3aHATUIO MOKCT OKa3aTb I/IMCIOH_II/II\/'IC}I B
y4eOHO-METOIUIECKOM KOMILIEKCE KPaTKHd KOHCIEKT JIeKIIUH. OH jk€ MOKET UCTIOIh30BAThCS U JIs
3aKpeIUICHUs] TOJyYeHHOTO B ayauTopuu marepuana. CamocrodrenbHas pabdoTa 00ydaromuxcs
IPeyCMOTPEHA YYeOHBIM IIJIAHOM U BBITIOJHSCTCS B 00513aTEIIBHOM MOPSAKE. 3aTaHUs TPETIOKEHBI
0 K&KJI0H U3y4yaeMOi TeMe U MOTYT FOTOBHTHCS MHAMBHUIYaIbHO W B rpymre. [1o HeoOxoaumoctu
00yJaromuicss MOXKET o0paIaThCsi 332 KOHCYJbTAIlMEeH K MPEToAaBaTeNo. BeimonHeHne 3aqanuit
KOHTPOJIMPYETCS U OLIEHUBACTCS TPEIOIaBaTEIICM.

JInsi  yCTIeNIHOM OpraHu3allii CaMOCTOSITENIbHOW paboThl BCE aKTHBHEE IPHUMEHSIOTCS
pa3HooOpa3Hble 00pa3oBaTENbHBIE PECypchl B ceTH HTEpHET: CHUCTEMBI TECTUPOBAHUS TIO
pa3InYHBIM 00J1acTsIM, BUPTYaJIbHBIC JICKITUH, JIAOOPATOPUH, TIPU ITOM TTOJIB30BATEIO JOCTATOYHO
UMETh KOMIIBIOTEP U MOJKIIOUeHUE K VHTEpHEeTY JUIsl TOrO, 9TOOBI CBSA3AThCS C MPENOoIaBaTesieM,
pemarh BBIYUCIUTEIBHBIC 33Ja4d M T0Jy4aTh 3HaHWs. VIcronmb30BaHHE CETEH YCHIMBAET POIb
CaMOCTOSITENILHOM paboThl O0ydYaIOMUXCSI W TO3BOJISET KapIWHAIBHBIM 00pa3oM HW3MEHUTh
METO/IMKY TPETOaBaHuUs.

OOyuaronuiicss MOXKET MOJIydaTh BCE 33/1aHUSI M1 METOIMYECKHE YKa3aHUs 4epe3 cepBep, YTo
JIaeT €My BO3MOXXHOCTh MPHUBECTH B COOTBETCTBHE JIMYHBIC BO3MOXXHOCTH C HEOOXOIUMBIMH ISt
BBINTOJIHEHHS paboT Tpyao3arparamMu. OO0y4aronuiicss *UMeeT BO3MOKHOCTD BBITIOJIHATEH paboTy JoMa
WIA B ayauTopud. bosbpiioe BOCIHUTATENbHOE U 00pa30BaTEIbHOEC 3HAYECHUE B CAMOCTOSTEIHLHOM
y4eOHOM TPyJe OO YyJAIOIINIICS UMEET CAMOKOHTPOJIb. CaMOKOHTPOJIb BO30YKIAET U MOIEPKUBACT
BHUMaHHE M WHTEPEC, MOBBINIACT aKTUBHOCTh MaMSITH W MBIILIICHHUS, TO3BOJIAET OOydYaronieMycst
CBOCBPEMCHHO OOHAPYXHTh M YCTPAaHUTh JOIYIICHHbIC OMIMOKH M HEIOCTATKH, OOBCKTHBHO
OIIPENICIIUTh YPOBCHb CBOUX 3HAHUM, IPAKTHUECKUX yMeHHH. CaMoe JJOCTYITHOE U IIPOCTOE CPECTBO
CaAMOKOHTpPOJIA C IPUMCHCHUEM I/IH(l)OpMaLII/IOHHO-KOMMyHI/IKaIII/IOHHI)IX TEXHOJIOTHUH - 3TO paa
TECTOB «On-line», KOTOPHIC MO3BOJIAIOT B PEKHME PEATBHOTO BPEMEHH OINPEICIUTh CBOW YPOBCHb
BJIaACHUA MPECAMCTHBIM MATCpUaiOM, BBIABUTH CBOH OLIMOKHU U MNOJIYYUTb PCKOMCHIOAIUU 110
CaMOCOBEPIIICHCTBOBAHUIO.

MeToanyeckne peKOMeHIAUMH 110 padoTe ¢ JTUTEPATYPOit

Bcro nuTepaTypy MOXKHO pas[eiuTh Ha YYCOHUKH M y4eOHBIC TOCOOWS, OPUTHHAILHBIC
Hay4YHbIe MOHOTpapUUYECKUE UCTOUYHUKHU, HAyYHbIE MyOIHUKAIMK B IEpUOIUYEecKOr meuaT. 13 Hux
MO>KHO BBIJICIIUTB JINTEPATYPY OCHOBHYIO (PEKOMEHIYEMYIO), TOTOJIHUTEIBHYIO U JTUTEPATYPY IS
yrayOJIeHHOTO U3YYEHUS JUCIUILTAHBL.

N3yuenne MUCHUIUTMHEI CIeyeT HAYMHATh ¢ YUYeOHHKA, TOCKOIBKY YUeOHUK — 3TO KHUTA, B
KOTOPOW H3JI0KEHbI OCHOBBI HAayYHBIX 3HAHUHM MO ONPENEICHHOMY MPEIMETY B COOTBETCTBUHU C
HEISIMU U 3aJ1adaMu 00y4deHUsI, yCTAaHOBJIEHHBIMU TIPOTPAMMOM.

[Tpu pabote ¢ muTEpaTypoil HEOOXOUMO YUUTHIBATh, YTO UMEIOTCS Pa3IMYHbIE BUABI YTCHUS,
Y KQKJIBIN U3 HUX MCTOJB3YETCs Ha OMPEIeNIEHHBIX dTalax OCBOCHHS MaTepuara.

[IpeaBapuTenbHOE YTEHHE HAIPABICHO HA BBISABICHUE B TEKCT€ HE3HAKOMBIX TEPMHHOB U
MOMCK MX 3HAYEHUs B CIIPABOYHOM JIUTEpaType. B 4acTHOCTH, IPU YTEHUHU YKAa3aHHOUN JTUTEPATYPHI
HE00X0UMO MOAPOOHEHIIIMM 00pa30M aHATU3UPOBAThH MOHSTHS.

CKBO3HOE uUTeHHE NpearnoJjiaraeT MpoYTEeHHE MaTepuana OT Hayaina Jo KoHia. CKBO3HOE
YTeHHUE JTUTEPATyphl U3 MPUBEACHHOIO CIIMCKA J1a€T BO3MOXKHOCTh 0OydaroImumMces copMupoBaTh
CBOJI OCHOBHBIX MOHATHI U3 U3y4aeMol 00JIacTh U CBOOOIHO BIAJACTh UMHU.

Bri6opouHoe — Ha060pOT, UMEET IENbI0 TOUCK U 0TOOp MaTepuaia. B pamMkax 1aHHOTO Kypca
BbIOOPOYHOE UYTEHHUE, KaK CrIoco0 OCBOEHUS COJEpXKaHUS Kypca, JOJDKHO HCIOJIb30BaThCS TNPHU
MOATOTOBKE K MPAKTUYECKUM 3aHSITHSM MO COOTBETCTBYIOIIUM pa3jieiiaMm.

AHaTUTUYECKOE YTEHHE — OTO KPHUTHYECKHH pa3dop TEKCcTa ¢ TOCICAYIONIUM €ro
KOHCTIIEKTUpOoBaHWeM. OCBOEHHE yKa3aHHBIX MOHATUH OyaeT Haubosee 3¢ HEeKTUBHBIM B TOM cllyuae,
€CJIM TIPW YTCHUH TEKCTOB 0OydJaronuiics OyaeT 3aaBaTh K ’TUM TEKCTaM BOIPOCHL. YacTp n3 3THX
BonpocoB copmynupoBana B @OC B mepeyHe BOMPOCOB aiisi coOecenoBanus. [lepeueHsb ITHX
BOITPOCOB OTPAHUYECH, TIOITOMY BaXKHO HE TOJIHKO COJIEpKAaHUE BOIIPOCOB, HO CaM MPUHITUTI OCBOCHUS
JUTEPATYPHI C TOMOIIBIO BOIPOCOB K TEKCTaM.
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[enpi0 M3ydalOMIEro YTEHUS SIBIISETCS TNIyOOKOE M BCECTOPOHHEE MOHMMaHUE YueOHOM
uHpopmannu. EcTe HECKOTBKO MPUEMOB U3YYarOIIETo YTEHUS: YTEHHE M0 AITOPUTMY IIpeIoiaraet
pa3Obuenue uHPOpMaLUU Ha OJOKH: Ha3BaHHWE; AaBTOpP; HMCTOYHUK; OCHOBHAas UJAeS TEKCTa;
dakTHyecKuil MaTepual; aHajdu3 TEKCTa IYTEM COIOCTABIICHUS HMEIOLIUXCS TOYEK 3PEHUS 10
paccMaTpUBaeMbIM BOIIPOCAM; HOBH3HA.

[Iprem nMocTaHOBKH BOIPOCOB K TEKCTY UMEET CIICAYIOIINUN alrOPUTM:

— MeAJIeHHO NPOYUTATb TEKCT, CTapaAaCb MOHATb CMbIC/ U3/IOXKEHHOTO;

—  BblAE/NIUTb K/lOYEBbIe C/I0BA B TEKCTE;

— nocTapaTbCA NOHATb OCHOBHbIE MAEN, NOATEKCT M 0bLWMin 3ambicen aBTopa.

[Ipuem Te3upoBaHus 3akioyaeTcsi B (OPMYJIUPOBAHUU TE3MCOB B BHJIE TOJOXKCHHM,
YTBEPKJICHUM, BBIBOJOB.

K osromy MOXHO [00aBUTh U UHBIE MpHEMb: mpueM pedepupoBaHus, MpUEM
KOMMEHTHPOBAHUSI.

Baxnoil cocrapinstomieil J1r000r0 CONMIHOTO HAay4YHOTO M3JAaHMS SIBISETCS CIIMCOK
JUTEpaTyphl, Ha KOTOPYIO ccbUlaeTcs aBTop. I[IpM BO3HMKHOBEHHMHM HMHTEpeca K KaKOW-TO
o0cyxaeMoli B TeKCTe mpoliiemMe BCerja eCTh BO3MOKHOCTh OOPaTUTHCS K CIIUCKY OTHOCSIIEHCS K
Hel juTeparypbl. B 3ToM ciydae Bes mpoOiieMa Kak Obl pa30MBaeTCs Ha COCTABIISIIOLIUE YaCTH,
KaXKIasi U3 KOTOPBIX MOXKET U3Yy4aThCsl OTIENbHO OT Apyrux. IIpu 3TOM BakHO HE TepsATh U3 BUAA
OOIIMH KOHTEKCT U HE TIOTPYXKaThCsA Ype3MEPHO B JIETAIN, IOTOMY YTO TaKHMM 00pa3oM MOXKHO He
YBUJETH [JIABHOTO.

8. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JUCLHUITIJIMHBI

Criennanu3upoBaHHbIE ayAUTOPHUH, UCIIOIb3yEMbIE ITPU IPOBEICHUH 3aHITUN JIEKIIUOHHOTO
tuna Ne42, Ned43, No4l, Ne48 Ne58 ocHallieHbl MYyJIbTUMEIUUHBIM MPOEKTOPOM M KOMIUIEKTOM
anmnaparyphbl, O3BOJISIIOIIEH JJEMOHCTPUPOBATh TEKCTOBbIE U I'pa)UueCKue MaTepUabl.

Ha3Banue mabopaTtopuui B KOTOPBIX MPOXOAAT 3aHATHSA: JlaGoparopust “CHCTEMBI KOHTPOJIS H
ynpasienust jgocrynom”, JlaGopatopunm TexHuueckod 3amutsel uHpopmanuu, Jlaboparopus
Kpunrorpaduueckoit 3amuts! nHpopmanmu, Jlabopatopus “3amuménnoit o06padoTku nHbopMau
B opranuzaiuu’, Microsoft Office, 7-zip, Adobe Acrobat Reader DC u np.

CryneHTsl UMEIOT AOCTYH Yepe3 MHTepHeT A0CTyN K eAMHOMY 00pa3oBaTeIbHOMY MOpTAaly,
I71€ B OTKPBITOM JIOCTYII€ MMEIOTCS PECcypchl y4EeOHO-METOIUYECKON JIUTEPATYPHI, SBISIOMIMECS
pa3paboTkamu Beaymmx BY3oB Poccun.
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JIner nepeyrBep:xaennst padoydeii nporpaMMbl JHCHUTIAHBI

Pabouas nporpamma:
onobpena Ha 2020/2021 yueOnsiii rox. [Ipotokon No  3acemanus kadenpsl oT « _ » 2020 T.

PazpaboTumk mporpaMMel
3aB. kadenpoit
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