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1. HEJIb U 3AJJAYN U3YYEHUA ANCLHUTTIJIMHBI

HucnummuHa «3amura ¥ 00paboTka KOH(PHACHIMAIBHBIX JTOKYMEHTOBY» pealliu3yeT
TpeOboBaHus  (enepalbHOrO  TOCYJapCTBEHHOTO  00pa30oBaTeNbHOTO  CTAaHAapTa  BBICIIETO
oOpa3oBanus 1o HanpasineHuto moarotoBku 10.03.01 «MudopmanonHas 6€30mMacHOCTb.

LlensMu  OCBOEHUWSI  OUCLUIUIMHBI  SBJSIFOTCS  [OKa3aTh  IOCTPOCHHE W IYTH
COBEPILIECHCTBOBAHUS TEXHOJOTHH 3alIMIIEHHOTO JOKYMEHTOOOOpOTa B YCIOBHSX NPUMEHEHUS
Pa3HOOOpa3HBIX THIIOB HOCUTENEH NOKYMEHTHOW mH(popManuu (OyMakHBIX, MarHUTHBIX U Jp.), a
TaKXKe Ppa3JIMYHBIX CPEACTB, CIIOCOOOB, CHUCTEM O00pabOTKM M XpaHEHHUs KOH(HUICHIMATbHBIX
JOKYMEHTOB: OyMa)KHBIX U 3JICKTPOHHBIX.

3aja4uu TUCUUIUIMHBIL

e OIpeleIeHue MeCTa KOH(PHICHINAIBFHOTO TOKYMEHT0000pOTa B JIIOOBIX CTPYKTYpax
roCy/IapCTBEHHON U HETOCYAapCTBEHHOM cdep;
¢ PacCMOTPEHHE TOKYMEHTAIIMOHHOTO O0ecreueHHs BceX BUAOB KOH(UACHIIMATBHON

IeATEbHOCTH;

e oOecneueHWe 3alIMTHI, CoOJepXKamieics B KOHQHICHIMAIBHBIX JOKYMEHTax
nH(pOpMAIIHH;

e DacKpbITUE  TPHUHIMIIOB, METOJOB M  TEXHOJOTMH  KOH(UAECHIMAIHHOTO
IOKYMEHTO000pOTa;

¢ J3y4CHUE HAYyYHBIX, IPUKIAJHBIX M METOAUYECKUX aCIIEKTOB OpraHU3aluu
TEXHOJIOTUH 3aIUTHl © 00pa0OTKH KOH(PHICHIIMATBHBIX JOKYMEHTOB.

2. MECTO JUCHUIJIMHBI B CTPYKTVYPE OIIOII BO

Hucnnmmna «3amura U 00paboTka KOH(PHICHIHMATBHBIX JTOKYMEHTOB» OTHOCHTCS K
JUCIUILIMHAM TI0 BBIOOPY CTYACHTOB y4eOHOro IiaHa o HampasieHuto noarorosku BO 10.03.01
«Mudopmanmionnas  6e3omacHOCTb», Tpodwib: HHDOPMANMOHHO-aHAIUTUYCCKUE  CHUCTEMBI
(bUHAHCOBOT'O MOHUTOPHHTA.

Hucnurnnune «3amura 1 00paboTka KOH(MUIECHIIUATBHBIX JTOKYMEHTOBY» MPEIIICCTBYIOT
mucturinHel: «OcHOBBI MH(GOpMalMOHHON Oe3omacHocTH», «HopMatuBHas 6a3a, Poccuiickue u
MEX1yHapOAHbIE CTaHJAPThI 10 HHPOPMAITMOHHOM 0e30macHOCTY, «/{oKyMeHTOBeeHUEY.

OcBoeHME MJaHHOU NUCIUIUIMHBI, B CBOIO O4Yepeib, HeOOXOIUMO ISl YCTICITHOW HAyYHOU U
MPAKTUYECKON AESITEIbHOCTH MOCIe OKOHYAHUSI YHUBEPCUTETA.

3. TPEBOBAHUA K PE3VJIIbTATAM OCBOEHUA AVMCLUITJIIMHBI

Pe3ynbTatel OCBOGHHS OCHOBHOW 00pa3oBaTeNbHOM MPOrpaMMBbI BBICIIErO OOpa30BaHUS
(OITOIT BO) GakanmaBpuara OINpeAeNsSIOTCS MPUOOPETAEMBIMH BBITYCKHUKOM KOMIETEHIIHSIMH,
T.€. €ro CHOCOOHOCTBIO MPHUMEHSTHh 3HAHWS, YMEHHS W JIMYHBIE KayecTBa B COOTBETCTBUU C
3aauamMu Mpo(HecCHOHABHON eI TeTbHOCTH.

[Iporiecc W3y4deHWs MUCIMILIMHBI HANpaBieH Ha (OpMUPOBAaHHE DJIEMEHTOB CIIECAYIOIIMX
komnereHui B coorBeTcTBuu ¢ ®I'OC BO u OIIOII BO no nanpasienuto noarorosku 10.03.01
«HpopmanonHas 6€301acHOCTbY:

a) oomenpogeccnoHanbHbIMH KoMNeTeHuusaMu (OIIK):

CIIOCOOHOCTBIO HCTOJB30BaTh HOPMATHUBHBIE IIPABOBBIE AaKThl B MPOPECCHOHATHHOU
nesitenbHoCcTH (OIIK-5).

0) npodeccnonanbubiMu komnereHuuamu (I1K):

CIIOCOOHOCTBIO  OPTaHU30BBIBATh TEXHOJOTWYECKHH TMPOIECC 3alluThl  HH(OpMAIH
OTPAaHWYEHHOTO JIOCTylla B COOTBETCTBHM C HOPMATHUBHBIMH IPAaBOBBIMH aKTaMH U
HOPMATHBHBIMH  METOIMYECKHMH JToKyMeHTamMu ®DenepanbHOi  ciaykObl  0e30macHOCTH



Poccutiickoit @eneparuu, denepanbHO CIyKObI MO TEXHUYECKOMY M SKCIIOPTHOMY KOHTPOJTIO
(ITIK-15).

B PE3YIbTATC U3YUCHUA JUCHUIIJIMHBI CTYJCHT JOJIPKCH:

3HaTh:

— HOpPMaTHUBHBIE IIPABOBbIE JOKYMEHTHI B 00J1acTH MH(POPMAIIMOHHOM 0€30MMacHOCTH U
3alIMThl MHPOPMALUH, JEHCTBYIOIIYI0 CHCTEMY HOPMAaTHBHO-TIPABOBBIX aKTOB B
obactu podecCHOHATLHOM IS TEITBHOCTH.

— TIpaBWJIa MNPOU3BOJCTBA M MPUEMKU pPAOOT CHUCTEM M KOMILIEKCOB OXpPaHHOM,
MOKapHOW W OXPAHHO-TIOXKAPHON CHUTHAIHM3AIMH, OMpEACNsIeMble TOKYMEHTAMHU
rOCy/IapCTBCHHBIX OPTraHOB;

— BapHaHThl MOCTPOCHUS CTPYKTYpP KOMIUIEKCOB TEXHUYECKHUX CPEACTB OXpPaHBbI,
crangaptel P® B oOmactu wuHpopManmoHHON Oe3zomacHocTH ©  000pOTa
KOH(l)I/II[eHHI/IaJII)HI)IX AOKYMCHTOB.

Ymern:

— OCYHIECTBIATH cOOp ¥ aHanu3 HUHPOpMAIUH, COAEpKalleics B HOPMATHUBHBIX
IMpaBOBbIX JOKYMCHTAX, IPHUMCHATH I[CﬁCTByIOHIPIC CTaHAApThl, IIOJOXCHUA U
WHCTPYKIIMA 10  O(QOPMIICHHIO  TEXHUYECKOW  JIOKyMEHTAIlluW, NPHUMCHATH
JNCUCTBYIONUE CTAaHIAPTHI, TIOJIOKCHUS W HMHCTPYKIHH IO  O(OPMIICHHUIO
TEXHUYECKOH TOKYMEHTAIIUU.

— BBIOpaTh CTPYKTYPY HOCTPOCHHS KOMIUIEKCHON OXpaHbl 00BEKTa;

— TpPaBUIBHO BBIOPATh MPUOOPHI TEXHUUECKUX CPEACTB OXpaHBI AJi 3aJaHHOW CXEMBbI
MMOCTPOCHHUS 3aIIUTHI 00BEKTA, MPOBOIUTH aHATN3 WH(POPMAITMOHHON 0e301acHOCTH
CHCTEM 3aIIUIIEHHOTO JOKYMEHTO000POTA.

Baaners:

— HaBbIKAMHU TOCTPOCHHUS CHUCTEMBI 3alUIIEHHOTO IOKYMEHTOOOOpOTa Ha OCHOBE
MPOBEACHHOTO aHaiM3a WH(POPMaAITMOHHOM 0e301acHOCTH o0BbeKTa
I/IH(i)OpMaTI/ISaHI/II/I, MECTOAaMHU MPOCKTHUPOBAHUA KOMIIJICKCOB TCXHHUYCCKUX CPCIACTB
OXpaHbI 7151 33JTAaHHOTO 00BEKTa

— HaBbIKAMHU MPUMEHEHUS TOJOXKEHUH HOPMATHUBHBIX MPABOBBIX JOKYMEHTOB IpHU
oOecrieueHnn 3allIUThI I/IH(bOpMaIII/II/I, HaBBLIKAMHM MCIIOJIB30BAaHUSA IIOJIOKEHHUU
HOPMAaTUBHO-TIPABOBBIX aKTaxX B MPO(ecCHOHANbHOM e TEIbHOCTH.

4. COHEPXAHUE U CTPYKTYPA JUCHHUIIMHBI

B tabnune 1 mpuBoAMTCS OMUCaHUE COMEPKAHUsS TUCHUIUIMHBI, CTPYKTYPHUPOBAHHOE TIO
paszernaM, ¢ yKazaHHEeM T0 KaXIOMY paszeny (OpMbI TEKYIIEro KOHTPOJIS: 3alluTa JJabopaToOpHOU
pabotsl (JIP), xomnoksuym (K), pydexusiii koutposs (PK), tectuposanue (T).

Tabmuma 1
HaunmeHoBanue Copaepxxanue pasjiesna/ TeMbl Kon dopma
pa3aeaa KOHTPOJUPYeMOi TeKyIIero
KOMIIETCHIUH
(WM ee yacTu) KOHTPOJI3
1 | Bseoenue IIpennocsiikn  u  Hampasienus | OIIK-5 K, T, JIP
COBEPILICHCTBOBAHMS  TEXHOJOTHH
3aIUTBI " 00paboTKH




KOH(PHUICHIIMAIBHBIX JOKYMEHTOB B

YCIIOBHSIX pa3BuTHUs Hay4HO-
TEXHUYECKOrO nporpecca H
PBIHOYHBIX SKOHOMHUYECKUX
OTHOIIICHUH.

Ha3nauenme kypca W €ro poib B
HNOJArOTOBKE  CHELMAIUCTOB IO
3ammrTe MHGOpMauuu. Mecto Kypca
Cpeau ApPYrux AMCLUIUIMH y4eOHOro
mwiaHa. CBA3p € IPaBOBBIMH,
HKOHOMHUYECKUMH,
UH(POPMALOHHBIMH u
TEeXHUYECKUMHU LUKJIaMU
JUCLUTUTMH, METOJOJOTUEH 3alUTh
uHpOpMaLUY, JTOKYMEHTOBEICHUEM,
OpraHu3alMOHHOMN 3aIIUTON
uHpopManuu u JPYTUMH
TUCIUTUTMHAMHE. MeToauka paboThl
HaJ IpobiemMamMu Kypca.

OcHogbl  mexuono2uu
3AUUUEHHO20
00KyMeHmoobopoma

[Tonsitue " TOKyMEHTOO00pOT".
OcHoBoroararmiiee €IMHCTBO
JIBYDKEHUS JTOKYMEHTOB u
unpopmanuu. J[okyMeHTO000pOT U
"KU3HEHHBIM  LUKJI"  JTOKYMEHTA.
Pone u MecTo mOKyMEHTOOOOpOTa B
nporecce yIIpaBJICHUS
OpPraHU3alMOHHBIMU CTPYKTYpaMHu H
MPOM3BOJICTBEHHBIMH ~ TIPOIIECCAMH.
HNudopmannonHo-
JNOKYMEHTAIlMOHHOE  oOecreueHue
JeSITeIbHOCTH, PAOOTHI.

TpeboBanus, NpeabABISIEMbIE K
JToKyMeHToo0opoTy.  OcobGeHHOCTH
ABTOMAaTH3UPOBAHHOTO
0e30yMa)XHOTO JOKYMEHTO000pOTa.
Enuncrso MPUHIIAIIOB u
HarpaBJICHUH JIBUKCHHSI
TPAAULIMOHHBIX U  AIEKTPOHHBIX
JTOKYMEHTOB.

OIIK-5

K, T, JIP

Tlouamue u

cmpyKkmypa
00KyMeHmoobopoma

CraOwinbHast OId  BCEX  THUIIOB
HOCHUTENIeH HH(pOpMAIMH CTPYKTYypa
JIOKYMEHTO000POTA. [TonsTue
"TOKYyMEHTONOTOK", BU/Ibl IOTOKOB U
170.4 Ha3HA4YCHHUE. Mecro
JIOKYMEHTOIOTOKOB B TEXHOJOTUU
(GYHKIIMOHUPOBAHUS

OpraHU3aIMOHHBIX CTPYKTYP
(yupexneHui, bupm,
BBIYHCIUTENHHBIX LIEHTPOB,
CTPYKTYPHBIX MoJpa3/IeICHHH,
apXUBOB, pabounx MecCT
COTPYAHUKOB), pEIIaeMbIX 3aJad,

OIIK-5

K, T, JIP




ABTOMATH3UPOBAHHBIX  CHCTEM H
noacucreM. MexdyHKIIMOHAIbHAS U
MEXCTPYKTypHast CYIIHOCTB
JIOKYMEHTOTIOTOKA. O0BeM
JIOKyMeHToOOOopoTa. HasnaueHue u
METO/IUKA MojicucTa 00BeEM
nokymeHTtoobopora.  CoaeprkaHue
JIOKYMEHTOIIOTOKA.

Tunw
MEXHON0SUYECKUX
cucmem obpabomku u
XpaHenus
OOKYMEHMO8

TumoBoil coCTaB TEXHOJIOIMYECKUX
CTaauii  BXOAHOTO  (BXOJISAIIETO,
MOCTYMAIOIIET0), BBIXOJHOTO
(OTIpaBIIEMOT0, HUCXOMSAIICTO) H
BHYTPEHHET0  JJOKYMEHTOIOTOKOB.
MX B3auMOCBA3b C NPUMEHSAEMOUN
CHUCTEMON 00pabOTKM | XpaHCHHS
JIOKYMEHTOB. Haznauenue 51
METOIUKA IITOPUTMU3ALUN
TEXHOJIOTHH JIOKYMEHTOIOTOKA.
[TpoGnembr HEHTpaIN3aluu u
JIeIEHTpaIU3aIu1 nporecca
00pabOTKK XpaHEHUS TOKYMEHTOB.

[TK-15

K, T, JIP

Cneyucghuka
MexXHOI02UU
3auUUeHHO20
00KyMeHmoobopoma

ITousTue "'3aIMIICHHBIN
JOKyMEHTOO0OpOT", ero uemu u
3ama9i. B3auMOCBs3b 3aIMIICHHOTO
JIOKyMEHTO000pOTa C CHCTEMaMy,
CpeACTBAaMU M METOJaMHU 3allUThI
JIOKyMEHTUPOBAHHON WH(pOpMaIUU.
3aluIIeHHbI  TOKYMEHTOO00pOT U
UCIIONIb3yeMast TEXHOJIOTHYECKAs
cuctemMa o0OOpaOOTKM M XpaHEHHs
JOKyMeHTOB. llenm u mnpuHUIMIBI
(GYHKIMOHATBFHON M TEPCOHATBHOMN
M30UPaTeIbHOCTH B JIOBEpUTENIbHAS
cHcTeMa JIOCTYyTIa K
KOH(MUICHIIMATBEHBIM JTOKYMEHTaM H
06azam  nmanHbIX.  [lepcoHanbHas
OTBETCTBEHHOCTh 32 COXPaHHOCTh
uHpopmanuu, HOCHTEIIS
nH(OpMaIIUU U TOKYMEHTA.

[K-15

K, T, JIP

Cmaouu obpabomku
u 3auumol
KOH@UOEHYUATbHBIX
OOKYMEHmMO8
BX0OHO20 NOMOKA.

Hazpauennme w 3amaum  CcTaguH
npueMa M TepBUYHOW 00paboTKH
KOH(UICHIMAIBHBIX  JOKYMEHTOB.
Tumnosoi COCTaB onepauuin
pOLEAYPHI npuema MaKEeTOB,
KOHBEPTOB M HHBIX OTIPAaBIEHU,
MOCTYMUBIINX u3 MIOYTOBOTO
OTJIEJIEHHSI WJIM OT HAPOUYHOIO. YUeT
MOCTYIUIEHUH, cOCTaB (PUKCUPYEMBIX
JaHHBIX. THUIIOBOM coCTaB omepauuiu
poLeaypsl MEpPBUYHON 00paboTKH
nokyMeHToB. [lepBuuHas oOpaboTka
MOCTYNHUBIIMNX MAIIMHOYUTAEMBIX H

[IK-15

K, T, JIP




ayIMOBU3yAJIbHBIX IOKYMEHTOB.
Ha3nauenue u 3amaun ctaguu
MPEBAPUTEIIBHOTO PACCMOTPEHUS U
pacipeneneHus MOCTyMUBIINX
JIOKYMEHTOB. TuoBoi cocran
OIepanuil poueaypsl
MPEBAPUTEIIBHOTO PACCMOTPEHUS
JIOKyMeHTOB. [lopsi/1oK BBISBICHUS
KOH(HICHIIMAIBHBIX TOKYMEHTOB,
COJIEpXKAIINX KOMMEPUYECKYIO TAHY
Y TIOCTYNMUBIIKMX 0e3 rpuda
OTpaHUYEHUS JOCTYIIA.

Cmaouu obpabomku
u 3auumol
KOH@UOCHYUATbHBIX
O0OKYMEHmMO8
BbIXOOHO20 u
BHYMPEHHE20
HOMOK08

Hasnauenne w® 3agauM  CTaauu
UCIIOJIHEHUSI JTOKYMEHTOB. llonsitue
"MCIIOJTHEHHE JIOKymeHTa",
WHULIMUPYIONIME YCIOBUS Hayaia
ucnonHeHus. CocraB mpoueayp.
TunoBoii coctaB onepauuii
MPOLEAYPHl COCTABIICHUS TEKCTa
nokymenTta CoctaB, 0COOEHHOCTH
MPUMEHEHUS U OPOPMIICHUS, yUET
OYMa)KHBIX Y TEXHUYECKUX
HocuTene napopmannu. Kpurepuun
Y TIOPSIIOK OIPEICIICHUS CTETICHU
KOH(UICHIIMATBHOCTU JOKYMEHTOB,
WU3MEHEHUS U CHATHS rpuda.
OpraHu3alMoOHHbIE 0OCOOCHHOCTH
COCTaBJICHUS KOH()UICHIIUATBHBIX
nokymeHToB B ACO/I.

ITK-15

K, T, JIP

Cucmemamuszayus  u
onepamusHoe
Xpanenue
KOHQUOeHYUATTbHBIX
O0OKYMEeHmMO8 U Oell.

Haznaduenwne u 3a1aun CTaanu
COCTaBJICHUS U BEACHUS
HOMEHKJIATyphI J1e7. MeTtoauka
COCTaBJICHUS] HOMEHKJIATYphI 1€
M3y4eHUE COCTaBa JJIOKYMEHTOB,
pa3paboTka Ki1accuGuKaIMnOHHON
CXEMbI HOMEHKJIATYPBHI,
dbopMynupoBaHUe 3ar0JIOBKOB /1€ U
WX CHCTeMaTHh3allusl,
WHJEKCUPOBAHUE JIE]1, ONIPEICIICHUE
CcpokoB xpanenus nen. [IpaBuiia
(bopMyIUpPOBaHUS 3ar0JIOBKOB JIEII.
[lepevyeHb TOKYMEHTOB C YKa3aHUEM
CpOKOB uX xpaHeHusi. HazHnauenue
nepeyvHs. TUmoBssle U
BEJIOMCTBEHHBIE TIEPEUHH.
CTpyKTypa nepevHeil u mopsaoK ux
MPUMEHEHHUs. ABTOMAaTU3UPOBAHHbBIE
METO/bI COCTABJICHUS
HOMEHKJIATypHhI el

[K-15

K, T, JIP

ApxusHoe xpanenue
KOHQUOEHYUATTbHBIX
OOKYMEHmMO8 U Oell.

[TonsiTre "apxuB yupexaeHus,
OpraHu3aluy, NPeANPUATHS,
¢bupmbl". [loHsTHE "BEJOMCTBEHHBIH

[IK-15

K, T, JIP




apxuB". [lonsaTHe "rocynapcTBEeHHbBIN
apxuB". B3auMocBs3b apX1UBOB U
MOPSAIOK UX KOMIUIEKTOBaHUs. Bubl
apXMBOB aKLIHOHEPHBIX U YACTHBIX
NpEaNpUATHIL. Y CIOBUS NTepeadn
JIOKYMEHTOB U JIEN1 U3
BEJIOMCTBEHHOTO apX1Ba Ha
roCy/1apCTBEHHOE XpaHEHHUE.
TexHauveckuii (Hay4HO-
TEXHUUYECKUI) apXUB. ApXUB
HMH(OPMAaLIMOHHO-BBIUHCIUTEILHOTO
LIEHTpA.

10.

IIposepkra nanuuus
KOH@UOCHYUATbHBIX
O00KYMeHmo8, 0ell U
Hocumenet
ungopmayuu

Haznauenue u 3a1auu mpoBepKU
HAJINYMS JOKYMEHTOB, J€ 1
Hocureneit unopmanmu. Chepsr
pacrpoCTpaHeHHS TPOBEPKH.
TpeGoBanusi, MpeabsABIsEMBbIC K
IIpoBEpKe. Bupl MpoBEpOK.
[TeproarYHOCTH MPOBEPOK HATUYHS
¥ YPOBEHb KOH(UIACHINATEHOCTH
uHpopmanuu. [IpoBepku
periIaMeHTHPOBAHHBIC
(mepuoguveckue) u
HEeperiaMeHTUPOBAHHbIE
(menepuoauyeckue). Tunopoi
COCTaB IIPOLELYp U Onepanuin
MPOBEPKU HAIUYUSL.

ITK-15

K, T, JIP

11.

Memoouka
COBEPULEHCINBOBAHUSL
MexHoI02UU
3auuUeHH020
00KyMeHmoobopoma

[TpuHIHATIBI " HaIpaBJICHUS
COBEPILIECHCTBOBAHUS  TEXHOJOTHH
3alUIIEHHOTO  JIOKYMEHTO000pOTA.
3anaun u COCTaB ATANoB
HUCCJICIOBAHMS. Meroanka
pa3paboTKu 3P PeKTUBHOMN
TEXHOJOTHYECKON CXEMBI
JIOKYMEHTO0000pOTa,
JIOKYMEHTONIOTOKa ¥ OTJEJIbHOU
TEXHOJIOTUYECKOM CTaJ1H c
UCTIOJIb30BaHUEM COBPEMEHHBIX
cucTeM, M CcHnocoOOB 00pabOTKH H
XpaHEHHS KOH(HICHITHATHHBIX
JIOKYMEHTOB.

Meroanka QopMynmupoBaHus 3a1ad
no pa3paboTke MOTPEOUTETHCKUX
TpeOOBaHUI K aBTOMAaTU3UPOBAHHBIM
cucreMaM OOpabOTKH M XpaHEHHS
KOH(HICHIINATHHBIX JOKYMEHTOB.

Meroanka pa3paboTku
BHEMAIIMHHOMN 4acTH
OpraHU3aIMOHHOTO u
nH(pOPMAITMOHHOTO obecrieueHus
(GYHKITMOHUPOBAHHUS

aBTOMaTHSHPOBaHHOﬁ CHUCTEMBI

[K-15

K, T, JIP




00paboTku u XpaHeHUs
KOH(UICHIIMATLHBIX JOKYMEHTOB.

Meroanka pa3paboTKu HaIpaBICHUI
U CIOCOOOB KOHTPOJISL M aHaiu3a
YPOBHS 3alTUIIIEHHOCTH JOKYMEHTOB.

CrpykTypa AMCUMIIMHBI (MOXYJIs1)

Ta6mmma 2. O01mas Tpy10eMKOCTh TUCIUILIMHBI COCTABIIACT 5 3aueTHble enuHUIBI (180 vaca).

Buj pa6orsi TpyaoeMKoCTb, Yacol
7 cemecTp Bcero

OO0masi Tpy10eMKOCTD (B 32a4€THBIX eIMHHUIAX) 5 5
KonrakTHas pa6ora (B yacax): 56 56
Jlexyuonnwvie sanamus (J1) 28 28
Ilpaxmuueckue sanamus (113) 14 14
Cemunapckue 3auamus (C3)
Jlabopamopuwsie pabomut (JIP) 14 14
CamocrosiTesibHas padoTa (B 4acax) B T.U. 124 124
KOHTAKTHAasl:
Kypcosas pa6ora (KP)/ Kypcosoii npoext (KII)
CaMocTOATeIbHOE U3YUYCHHE Pa3eNIOB/TEM 97 97
IToaroToBKa U MPOXOXKACHUE IPOMEKYTOUHOU 27 27
aTTecTaluu
Buj npoMexyTouHOI aTTeCTANIMU 9K3aMeH 9K3aMeH

Taobmuua 3. JIeKUHOHHBIE 3aHATUS

Ne i/ Tema

Bsenenue

OCHOBBI TEXHOJIOTHHU 3allIUIICHHOIO ,Z[OKYMeHTOO60pOTa

[ToHsiTHe U CTPYKTypa JOKYMEHTO0O0pOTa

Tumpl TEXHOJIOTHYECKUX CUCTEM O6pa6OTKI/I 1 XpaHCHUA JOKYMCHTOB

Crenuduka TEXHOJIOTHH 3alTUIIIEHHOTO JOKYMEHTO000poTa

Craguu 06paboTKH U 3alIUThl KOHQUICHIIMAIBHBIX TOKYMEHTOB BXOJIHOTO MOTOKA.

AR Rl Rl i b

Cragun 00pabOTKM W 3alUThl KOH(QUACHIUAIBHBIX JOKYMEHTOB BBIXOJAHOTO U
BHYTPEHHETO MOTOKOB

8. Cucremaru3zaiys 4 olepaTuBHOE XpaHeHHEe KOH(UIEHIIMAIbHBIX TOKYMEHTOB U JIeJ.
9. ApXHMBHOE XpaHEHHE KOH()UIEHIUAIBHBIX JOKYMEHTOB U JIEI.
10 ITpoBepka HaIM4UKs KOHPHUISHIIMATBHBIX JOKYMEHTOB, JIeJ1 1 HOCUTENeH HHPOpMalluu

MeToarKa COBEPIICHCTBOBAHUS TEXHOJIOTUH 3aIUIIIEHHOTO TJOKYMEHTO000pOTa

Tabnuua 4. [IpakTuueckue 3aHsATHS

Ne i/m Tema
1. Brenenne
2. OCHOBBI TEXHOJIOTUH 3aIUIIEHHOT0 JOKYMEHT0000pOoTa
3. [TonsiTHe W CTPYKTYpa JOKYMEHTO0OOpOTa
4. THIBI TEXHOJIOTHYECKUX CUCTEM 00pabOTKH U XpaHEHUs TOKYMEHTOB
5. Crniennduka TEXHOJIOTUY 3aIIMIEHHOTO JOKYMEHT0000poTa
6. Craaun o0pabOTKHU U 3alUThI KOH(UICHINAIBHBIX JJOKYMEHTOB BXOAHOTO ITOTOKA.




7. Cramun 00paGOTKM W 3amuThl KOH(PHUIACHIIMAIHHBIX JOKYMEHTOB BBIXOJHOTO U
BHYTPEHHETO MOTOKOB

8. CI/ICTCMaTI/ISaHI/IH " OIICPATHBHOC XPAHCHUC KOH(I)I/I,HGHHI/I&HBHBIX JOKYMCHTOB U JI€CJI.

ApXUBHOE XpaHEHUE KOH(UACHINAIBHBIX TJOKYMEHTOB H JIEIL.

[TpoBepka HanMuusi KOHQUACHIUATIBHBIX TOKYMEHTOB, €] U HOCcUTeNel nHpopMauu

Metoauka COBCPHICHCTBOBAHUS TCXHOJIOI'MU 3alITUIICHHOI'O I[OK}’MGHTOO60p0Ta

Ta6mmma 5. JlabopatopHbie 3aHATHS

Ne i/ Bonpockl, BBIHOCHMbIE HA CAMOCTOSITE/IbHOE H3YyUeHHe

1. CocrapiieHue MpUralieHus npeanojaraeMomy napTHepy ¢
NPEUIOKEHUEM MPHUHATH y4acTHE B MEXAYHApOJHOM CHMIIO3MYME IO BOIpOcCam
3aLUIIEHHOTO
JIOKYMEHT0000poTa.

2. CocrapiieHue NMpUTIIALIEHUS IPEANoaraeMoMy apTHEPY C
NpeJIOKEHUEM MPHUHITH y4acTHE B MEXAYHApPOJHOM CHMIIO3MYME IO BOIpOcCam
AIIEKTPOHHOTO
JIOKYMEHT0000poTA.

3. CocraBieHue JOKJIaJHON 3aMUCKU O HApYLLIEHUU
TEXHOJIOTHYECKOT0 Ipoliecca npu o0padoTke KOHPHACHINATbHBIX TOKYMEHTOB.

4. CocraBienue nmpukasa 00 yBOJIbHEHUH paOOTHHKA 32 HApYyIICHHE MPaBmil 00pabOTKH H
apXuBalliu KOHQUICHIUATbHBIX IOKYMEHTOB

5. CocraBieHne IpeACTaBICHUS O TPEMUPOBAHUN
pabOTHUKOB CITY>KOBI KOHTPOJISI KAUEeCTBA 32 MOJATOTOBKY JTOKYMEHTAIIUH.

6. CocraBieHre rapaHTUIHOTO TMChMa Ha OIUIATY
BBIMIOJTHEHHBIX YCIIYT

7. CocTaBieHue 10roBopa 0 HepasrialeHHH.

8. OGecnieyeHne COOTBETCTBHS TPEOOBAHUSAM 3aKOHOIATEILCTBRA.

Tabmuna 6. CamocTosTEIbHOE H3yUEHUE Pa3/IeIOB JUCIUILIUHBI

Ne i/m Bonpochbl, BBIHOCHMBIE HA CAMOCTOSITEIbHOE H3YYCHHE

1. CocraBieHne KOH(UISHIMAIbHBIX JOKYMEHTOB

2. OdopmiieHre JOKYMEHTOB 110 INYHOMY COCTaBY

3. JIOKyMEHTUpPOBaHUE NIE€ATEIbHOCTU KOJIJIETHAIbHBIX OPTaHOB

4. PacniopsiutenbHble TOKYMEHTHI

5. CocraBneHus  JOKJIAOHBIX  3allUCOK, AKTOB M CIPAaBOK  COZAEpXKaIIUX
KOH(UICHIMAIBbHYIO HH(POpMaIIHIO

6. [IpumeHeHne KputepueB Npu 00pabOTKE BHYTPUOPTaHU3ALMOHHOW TOKYMEHTAIllUU
KOH(HICHIIMAIIBHOTO XapaKkTepa

7. JlenoBoe NUChMO B YCIOBUSAX YHU(PHUKAIUU

8. Jlenonpou3BoACTBO MO NMUChMaM I'paxk/iaH KOH(QUISHIIMAILHOTO XapaKTepa

5. OHHEHOYHBIE MATEPUAJIbBI JUIA TEKYIIEI'O U PYBEXXHOI'O KOHTPOJIA
YCHEBAEMOCTHU U ITPOMEXYTOUYHOM ATTECTAIIUA

@opMBbI KOHTPOJIA TEKYLUIUX, PYOEKHBIX M IPOMEXKYTOUHBIX 3HAHUN CTYIEHTOB IO
JUCLUTUIMHE ONPEEIISIOTCS B COOTBETCTBHM € Y4eOHBIM TIAaHOM 00pa30BaTeNbHONW MPOTpaMMBbI U B
COOTBETCTBUU ¢ jAccTByrommM [lojoxkeHneM o0 OaJTbHO-PEUTHHTOBOM CHCTEME OIICHKH
ycneBaemocTu ctyaeHToB KBI'Y.

Ot oOyuaromuxcst TpeOyeTcsi MOCELEHHE 3aHATUM, BBINOJIHEHHE J1aOOpaTOpHBIX padoT,
3HAKOMCTBO C PEKOMEHOBAHHOM JIUTEPATypPOH.
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[Tpu arrecTauy 00yJarOIIMXCsl OIICHUBAETCS KAYeCTBO PabOTHI HA 3aHATUSX (YMEHHE BECTH
JUCKYCCHIO, CIIOCOOHOCTh YeTKO U EMKO (OPMYIUPOBATH CBOM MBICIIH), YPOBEHb MOJITOTOBKU K
CaMOCTOSITEJIbHOW JCSTEIbHOCTHA, KAa4yeCTBO BBINOJTHEHUS 3aJaHui (Mpe3eHTalMi, JOKIa/I0B,
BBITIOJIHEHHE JTA0OPATOPHBIX padOT | JIp.).

KoneunbiMu  pesynbraramMy  OCBOCHHMS  HPOrpaMMbl  JUCHUIUIMHBI  SIBJISIFOTCS
c(hOpMUPOBAHHBIE KOTHUTHUBHBIE JECKPUNTOPBI «3HATBh», «YMETb», «BIAJIETh», PACHUCAHHbBIC IO
OTAENbHBIM KOoMIeTeHIus M. DopMupoBaHuEe 3TUX JECKPUIITOPOB MPOUCXOAUT B TEUEHHE BCETO
ceMecTpa 10 dTarnaM B paMKax pa3IMYHOro BUJa 3aHATHI U CaMOCTOSITENIbHOM paboTHI.

5.1. OueHo4YHbIe MAaTEePHAJIBI /ISl TEKYLIET0 KOHTPOJIS.

Lenp Texkymiero KOHTPOJSI — OILEHKa pe3yabTaToB paboThl B cemecTpe U olecredeHue
CBOCBPEMEHHOH OOpaTHOW CBsI3W, A KOPPEKIUU OOyUYeHUs, aKTUBU3ALUU CaAMOCTOSTEILHOMN
paboTtel oOyuaromierocsi. OOBEKTOM TEKYIIETO0 KOHTPOJS SIBISIOTCS KOHKPETH3WPOBAHHBIE
pe3ynbTaThl 00ydeHus (yueOHbIe TOCTHKEHUS) IO AUCIUILTUHE.

Texymuii  KOHTpOJIb YCIEBAEMOCTH OOECIEYMBACT OLEHUBAHUE XOJa OCBOCHUS
aucuuIiuHbel  «HpOpMAIIMOHHBIE TEXHOJIOTUU B JKOJOTHHY», OLIEHKAa KadecTBa MOJTOTOBKH Ha
OCHOBaHUHU BBINOJIHEHHBIX 3aJaHU BeJETCs MpernojaBaTesieM (C OOCYXKIEHHEM pe3yNbTaTOB),

OaLIbl

Kpurepun popmupoBanus oueHoOK (OLEHUBAHMS) YCTHOI'O OIIPOCa
VYCTHBIN onpoc SABISETCS OJHUM M3 OCHOBHBIX CIIOCOOOB yué€Ta 3HAHUN 00yYaromierocs o

JUCHUITIIINHE «I/IH(I)OpMaLII/IOHHBIe TCXHOJIOTMM B 3JKOJOIHU».

Pa3BépHyThIi OTBET JOJKEH

IPENCTABIATh COOOM CBSI3HOE, JIOTHYECKH IIOCIIEAOBATEIBHOE COOOLICHUE Ha 3aJaHHYI0 TEMY,
IIOKa3bIBaTh €T0 YMEHUE IPUMEHSITD OIPEACICHUSI.
B pesympraTe ycTHOrO oOmpoca 3HaHHS, OOYYAIOIIETOCs OICHUBAIOTCS IIO CIIETYIOIICH

LIKAJIE:

3 danna 2 daana 1 6ana 0 6ajJ10B
CTaBUTCA, €CJIH | CTaBHUTCH, €CJIH | CTaBHUTCH, €CJIM | CTaBUTCH, eciu
oOyJatromuiics: oOyJarouiics nmaér | oOydaromuiics obyJatomuiics
1) TTOJTHO OTBET, oOHapyXHBaeT 3HaHHWE | OOHAPYKHUBAET
W3JIaraeT  U3YyYEHHBIN | yIOBJIETBOPSIOLIMIA 51 TIOHUMAaHHUE | HE3HAHHE OosbIeH
Marepuan, AT | TeM jke TpPeOOBaHMSIM, | OCHOBHBIX ITOJIOKCHUH | 4acTH
MPaBHIILHOE yTo W Juia Oamta «1», | JaHHOHM TeMBbI, HO: COOTBETCTBYIOIIETO
OTIpeNIeTICHHOE HO  jomyckaeT 1-2 | 1) u3JaraeT pasmena  M3y4aeMoro
9KOHOMUYECKUX OIIMOKHU, KOTOpbIE caM | MaTepuall HEINOJHO U | MaTepualia, JOMyCKaeT
TTOHSTHI; e WcmpaBisier, U 1-2 | JOIMycKaeT HETOYHOCTU | OIIMOKHU B
2) oOHapyXuBaeT | Hemouéra B|B onpeaeneHuH | (HopMyIUpOBKe.
MOHUMaHUE MaTepuaa, | MOCAeI0BATeILHOCTH U | TIOHSTHIA,

MOXKET 000CHOBATh | SI3BIKOBOM 2) HE yMmeer
CBOH cyxnaeHus, | opopmieHHH JIOCTATOYHO TIIyOOKO H
MPUMEHUTh 3HAHUS HAa | U3JIaraeMoro. JTIOKa3aTeIbHO
MPaKTUKE,  MPUBECTH 000CHOBAaTh CBOH
HEOO0XOINMBIE CYXKICHUSI M TIPUBECTH
MIPUMEPBI HE TOJIBKO TIO CBOM NIPUMEPHI;
Y49eOHHKY, HO u 3) n3Jaraet
CaMOCTOSITETLHO MaTepuan
COCTaBJICHHEIE; HETOCTIEIOBATEILHO |
3) n3naraer JIOIYCKaeT OIINOKH B
MaTepHual SI3BIKOBOM
MOCIIEI0BATEIIEHO u odopmIIeHUU
MPaBWJIBHO C  TOYKHU M3JIaraeMoro.

3peHUs HOPM

JUTEPATYPHOTO S3bIKA.
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bamner «1», «2», «3» MOTYyT CTaBUTbCS HE TOJIbKO 3a €IMHOBPEMEHHBIA OTBET, HO U 3a
paccpeioTOYCHHBIA BO BpPEMEHHU, T.€. 3a CyMMY OTBETOB, JAaHHBIX Ha TMPOTSHKCHUU 3aHSATHS.
HAYHCIIAIOTCS B 3aBUCHUMOCTH OT CJIOKHOCTH 3aaHUS.

5.2. OreHOYHBIC MaTEePHAIIBI TSI CAMOCTOSTEILHON paboThl 00yJaromerocs (TUIIOBBIE
3a/1auu) (IpU HATTUYUH)

PaGouas mporpamma mpeaycMaTpuBacT MPOBEICHUE JICKIIMOHHBIX, TA00OPATOPHBIX 3aHATHH,
a TaKk)Ke CaMOCTOSITeNIbHYIO padoTy obyuatomuxcs. B ®I'bOY BO «Kabapauno-bankapckuit
rOCY/IapCTBEHHBI YHUBEPCUTET» JACUCTBYET OANTEHO-PEUTHHTOBAsI CUCTEMA OIICHKH yUeOHBIX
JTOCTHKEHHUI 00yJaromuxcs 1o 00pa3zoBaTesIbHBIM IPOTrpaMMaM, PEaTu3yeMbIM Ha OCHOBAaHUH
denepanbHBIX TOCYIAPCTBEHHBIX 00pPa30BaTENbHBIX CTAaHIAPTOB. balIbHO-pEHTHHTOBAsT CUCTEMA
OLICHKH 3HAHU SIBJISIETCS OJTHOM U3 COCTABIISIOIIUX CUCTEMBbI YIPaBIECHUSI KaYeCTBOM
00pa30BaTeNbHON 1eATENbHOCTH B YHUBEPCUTETE.

Bonpocut, ebinocumble Ha KOJLLOKEUYM
(kouTposmpyemas komnerenuus OIIK-5, ITK-15)

1 mouka:

1. Kakue oCHOBHBIC PEKBU3UTHI TOKYMEHTA BaM U3BECTHBI?

2. C Kakoy 1ebI0 B PEKBU3UTAX ITUCbMa CTABUTHCS (aMUJIUS U TEIePOH UCTIOTHUTEIS?
3. Kaxk odopmisiercs mupKyIsspHOE TUCBEMO?

4. Kak onpenensiercs OpuauecKas cuia cay:KeOHO! JOKYMEHTaIuu?

5. TloHsiTHE ¥ MOTHOMOYHUS KOJUJIETHAJIHBIX OPTAHOB MPU COCTABJICHUH JTOKYMEHTAIIUH.
6. Iloustue popmynsapa-odpasia

2 mouka:
1. KakoBa knaccudukanus pacopsIuTeNIbHON TOKyMeHTauuu?
2. Yro Takoe aKT U crpaBka’?
3. TloHsTHE TEXHOJOTUYECKON JOKYMEHTAITUHU?
4. Yro Takoe TpadapeTHbIi JOKYMEHT?
5. Uro Takoe opraHM3alMOHHO-PACIIOPAIUTEIbHbIE JOKYMEHTHI?
6. PexBu3uTHI 1€70BOr0 NMUCHMA.
7. OO6paienus u GopMyIspsI.
3 mouka:
CyTb nenomnpousBojicTBa’?
ITpoekt noxymeHnTa?
Kax odopmisercs nupkyiasipHOe MUCHMO?
Kak onpenensiercs ropuauueckas cuia cirykeO0HOH JOKyMeHTauu?
[ToHsiTHE ¥ TOJTHOMOYHSI KOJUIETHAIBHBIX OPTraHOB IPU COCTaBICHUH JOKYMEHTAIUH.
[TonsiTue popmynspa-odpasia
[TonsiTve MepcOHaNbHBIX JTaHHBIX.
[TpoekT 1oKyMEeHTa U MPUKa3 NOHATHS U (POPMBI KOHPUICHIIUATBHBIX JOKYMEHTOB
OcoOeHHOCTH OPHUINAIBHO-/IETIOBOTO CTHJISL IPU COCTABIIEHUH JTOKYMEHTA.
0 Opranuzanys KOHTPOJIS 32 UCTIOJTHEHUEM KOH(UACHIIUAIBHBIX TOKYMEHTOB.

Ilpumepovt mecmoswix 3a0anuil
(konTposmpyemas komnerenuus OIIK-5, ITK-15)

IHos1HBIA MepeYeHb TeCTOBBIX 3aJaHni npeacrasiaeH B JOUC

1. Wudopmarnus, 3apukcupoBaHHas Ha MaTepUATHFHOM HOCUTENIE, C PEKBU3UTAMH,
MO3BOJIIOIIMMU €€ HICHTU(DHUIIUPOBATh, HA3BIBACTCS
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a) JO0CTOBEPHOM

b) koHpUIACHIMATHHON
C) JOKYMEHTHPOBAaHHOM
d) xoMMepueckoi TalHOI

2. Tlo moctynHocTr HHPOPMAIUS KIACCUPUIMPYETCS Ha

a) OTKPBITYIO HH(GOPMAIHIO U TOCYIAPCTBEHHYIO TalHY

b) koubuaeHIMATEHYIO HHPOpPMAIHIO 1 HHPOPMAIIHIO CBOOOIHOTO JIOCTYIIA

¢) uH(OpPMAIIHIO C OTPAHHYCHHBIM JOCTYIIOM M OOIIEAOCTYIHYIO0 HHPOPMAIIHIO
d) Buabl HHPOPMALIUY, YKa3aHHBIE B OCTAIBHBIX ITYHKTaX

3. K xondpuaeHunanbHoi HHGOPMAIIUU OTHOCITCA JOKYMEHTBI, COJIEprKallie

a) WHQOPMAIMIO O TpaXKaaHax

b) 3akoHOmaTENbHBIE aKThI

c) "Hoy-xay"

d) cBemeHus 0 30JI0TOM 3amace CTPaHbI

4. BbeszomacHocTh HH(pOPMAITIH -

a) mpoueccC Co3aaHuA U UCIIOJIb30BAHMA B ABTOMATU3UPOBAHHBIX CUCTCMAX CIICIHHAJIbHBIX
MCXaHU3MOB, INIOAACPKUBAIOIIUX yCTaHOBJICHHI)If/'I CTaTyC €€ 3alllMIICHHOCTH
b) MNOAACPIKAHUC Ha 3aJaHHOM YPOBHC TCX IIapaMETPOB HaXOﬂHmeﬁCﬂ B

ABTOMATH3UPOBAHHOMN cUCTeME HH(POPMAIINH, KOTOPBIE XapaKTEPU3YIOT YCTAHOBICHHBIN

CTaTyc ee XpaHeHHs, 00pabOTKH U MCIIOJIb30BaAHHS

C) COOBITHS WM JICHCTBUS, KOTOPBIC MOTYT BBI3BaTh HapyIIeHUE (YHKITHOHUPOBAHHUS
ABTOMATH3UPOBAHHOM CUCTEMBI, CBA3aHHOE C YHHUTOXCHHUEM HITU
HECAaHKIMOHUPOBAHHBIM HCIIOJIB30BaHUEM 00pabaThIBaeMOU B Hel WH(OpMAITUN

d) cocTosiHME 3aIUIIEHHOCTH HH(pOpMaIUK XpaHuMas 1 oOpabaTeiBacMast B
ABTOMATH3UPOBAHHOM CUCTEME, OT HETAaTHBHOT'O BO3/ICHCTBUS Ha HEE C TOYKU 3PCHUS
HapyIIeHHs e¢ PU3NUECKON U JIOTHIECKOH LETOCTHOCTH WM HECAHKIIMOHUPOBAHHOTO
JOCTyTa

5. 3anpemeHo OTHOCHUTH K I/IH(i)OpMaI_II/II/I OTpaHUYCHHOI'O OOCTYIIa

wnhw

S e e

a) uHOOPMAIUIO O YPE3BBIUANHBIX CUTYAITHUIX

b) wuHbOpMaIKIO O 1EATETHPHOCTH OPTaHOB TOCYJAPCTBEHHO BIIACTH
C) JIOKYMEHTBI OTKPBITBIX apXUBOB U OMOINOTEK

d) Bce, mepeynCiieHHOE B OCTAJIBHBIX MMYHKTAX

Bonpochl KOHTPOJISI CAMOCTOATEILHOMH PAa00THI CTY/ICHTOB
(konTposmpyemas komnerenuus OIIK-5, ITK-15)

IIpaBuina paGoThI COTPYIHUKOB CIY>KObI JOKYMEHTAI[UH U BBIYMCIUTEIBHOTO LIEHTPA C
KOH(UIEHIMATBbHBIMU JOKYMEHTAaMH, MOPSI0K XpaHEHUsI JOKYMEHTOB Ha UX pabodmnx
MecTax.

CpencrBa opraHn3aliMOHHON TEXHUKH, UCIIOIb3YEMBIE ITPU BBIITOJIHEHHS PACCMOTPEHHBIX
CTaaui, IPOLEAYP U ONEpaLUi.

Ha3nauenue u 3a1aun cTaguy ydera NOCTYIHUBIINX JOKYMEHTOB.

CooTHoIIEHNE yyeTa U PETUCTPALIMU TOKYMEHTOB.

[{eHTpanu3oBaHHAas U TEUEHTpAIN30BaHHas perucrpanus. OHOKPATHOCTh PErUCTPALMH
JOKYMEHTA.

Cocras npouenyp craanu ydera JOKyMEHTOB.

Tunosoi cocras onepanui Ipoueypbl HHACKCUPOBAHUS JOKYMEHTOB.

Hasnauenue npouenypsi, Tpe60BaHI/I$I K CHCTEME I/IH)IeKCI/IPOBaHI/ISI.

EnuncTBO MHAEKCA U1l BCETO "»KM3HEHHOTO UKJIA" JOKYMEHTA.

0 Bunbl nHIEKCOB, X MPENMYIIECTBA U HEAOCTATKH.

14



5.3 ®opMbI U coaepkaHue py0e:KHOTO0 KOHTPOJIS

PyOexuplii  u

MIPOMEKYTOUHBIN
OCYIIECTBIISIETCS. B paMKax OaJuIbHO-PEUTHHTOBOI

KOHTPOJIb OCBOCHU

CHUCTCMBI.

CTYJICHTOM
Pacnpenenenue

TIUCLUATUINHBI
OaJUIOB B

COOTBETCTBUM C JeiictBytomuM [lomoxkeHneM o OalbHO-PEUTUHTOBOW CHUCTEME OLIEHKHU
ycneBaemoctu ctynentoB KbI'Y npuseaeno B rabmure 7.

Tabnuua 7
Pacnipenenenue 6amioB B COOTBETCTBHHM C JieHcTBYOMMM [lo0keHreM 0 OaJTbHO-PEHTHHTOBOM
CUCTEME
Ne peiituHroBou Komnoksuym | Jlab.npaktukym | [locemaemocts | TectupoBanue | HMtoro
TOYKHU
1 7 8 3 5 23
2 7 8 3 5 23
3 7 8 4 5 24
Tabmuna 8
Kputepuu oneHku
Bun meponpusitus Kpurepnn onenku bael
KonnokBuym (ycTHbII - SICHOCTb, YETKOCTb U JJOKA3aTeJIbHOCTh 0-21 6amn
OIIpOC 110 TEME) U3JI0’KEHUSI OTBETOB Ha BOIIPOCHI;
- BIIQJICHHE CIICIUATBHBIMU TEPMUHAMU;
- CHCTEMHOCTb 3HAHUM 110 TEMATHKE
JlaGopaTopHoe 3aHsTHE - MIOHUMAaHME 1EJIU U 33/1a4 padOThI 0-24 6amna
- BBINTOJTHEHHUE 33JIaHul 1 00paboTKa
pe3yJIbTaToB
- OTYET U 3aIuTa J1a00paToOpHOM pabOTHI
KomnerorepHoe PesynbTarsl TecTupoBaHus 0-15 6annos
TECTUPOBAHUE TIO (KonmnyectBo 6aminoB = 5*p, ¢ - 1014
pazzenaM JUCIUIINHBI MIPaBIJIBHO OTBEYEHHBIX TECTOB 10 TEME).
[Tocemenne 3auATHiA [Tpu 6omnee 3 nmponyckax 0e3 yBaKUTEITbHON 0-10 6amnoB
MIPUYMHBI 3aHATHI aHHYTUPYIOTCS OBl
3auer SICHOCTb, YETKOCTh U JI0Ka3aTEIbHOCTh 0-30 6anos
U3JI0’KEHUSI OTBETOB Ha BOIIPOCHI;
- BIIQJICHHE CTICIUATBHBIMU TEPMUHAMU;
- CUCTEMHOCTb 3HAHUN 10 TEMaTHKE
JVCHUTIIIMHBI B 1IEJIOM
Hrorosas orienka 0-100 6amnoB

Bonpocs! BbiHOCHMBIE HA 3K3aMeH (KoHTposaunpyemble komnetenuuu OIIK-5, TIK-15)

OO N L AW~

10 CopnepxaHue TOKyMEHTOIIOTOKA.
11. Haznauenue u MeTouKa aJIrOPUTMHU3ALINHN TEXHOJIOTMHU JOKYMEHTOIIOTOKA.

OcCHOBHBIE TTOHATHS B 00JIACTH 3aIIUTHI M 00paObOTKH KOH(PUACHITUATHHBIX JOKYMEHTOB.
[TonsiTue "noxymeHTO000pOT".

JlokyMeHTOOOO0pOT U "KU3HEHHBIN HUKI" TOKyMEHTA.
TpeboBanust, mpeabsBIsieMble K TJOKYMEHTO000POTY.

Oco0OeHHOCTH aBTOMAaTU3UPOBAHHOTO 0€30yMaKHOTO IOKYMEHTO000pOoTa.
CrabunbHas Ui BCeX THIIOB HOCUTENeH HH(popMaluu CTPYKTypa JOKYMEHTO000pOTa.
[TonsiTHe "MOKYyMEHTONOTOK'", BUJIBI TOTOKOB M X Ha3HAYEHHE.
O6BeM TI0KyMeHTO000poTa.

Ha3nauenne u MeTouka rmojcdera 00beM T0KyMEHTO000poTa.
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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.
42.

OpranuzanroHHbIC U TEXHOJIOTHYECKUE aCTIEKTHI IPOOIeM.
[TpenmnochbUIKu 3BOTIOLUUU TEXHOJIOTUYECKUX CUCTEM 00paOOTKH U XpaHEHUs JOKYMEHTOB.

[TorsiTust  "JAOKYMEHTAIlMOHHOE  o0ecrieueHue  ympaBieHus' W "yropaBieHHE
JIOKyMEHTanueu".
Tunu3zarus, yHuGUKAIKs ¥ perJIaMEHTAIUs TPOIECCOB IOKYMEHTHPOBAHUS U OPTaHU3AIHH

paboThI C TOKYMECHTAMH.

Enunas rocynapcrsennas cucrema aenonpousBojactsa (EI'C/).

Hasnauenwne u conepxanue ['ocyqapcTBEHHON CHCTEMBI JOKYMEHTAIIMOHHOTO 00ecIieueHus
ynpasinenus (I'CHOY).

OCcoOCHHOCTH JIETTONPOU3BOICTBA B MPEANPUHUMATEIILCKAX U KOMMEPUYECKHX CTPYKTYpax,
MaJioM OH3HEce.

HampaBneHus coBepIIeHCTBOBaHUS JEIONPOU3BOICTRA.

Knaccudukanus THIIOB U METOAOB MCIOJIL30BaHUS B JICJIOMPOW3BOJACTBEHHBIX MPOIECCcax
OpraHU3aIMOHHON TEXHUKH.

KommiekcHasi  aBTromartu3upoBaHHasi cucrema oOpabotrku  nmokymenta (ACOU).
OYHKIHOHATbHBIE BO3MOKHOCTH CUCTEMBI.

OyHKIMOHATBHASL CTPYKTypa W HEMallMHHOE WH()OPMAIMOHHO-TOKYMEHTAIIMOHHOE
00ecIreueHne CUCTEMBI.

ABTOMAaTH3aIMA TOKYMEHTAIIMOHHOTO 00€CIIeUeHHUs YIIPABICHHUS.

CymHOCTh, NpPEUMYIIECTBA U HEAOCTATKH CMEIIAHHON TEXHOJIOTUYECKOW CHCTEMBI
00pabOTKH M XpaHECHHSI TJOKYMEHTOB.

Knaccudukanus kaHaaoB MPaKTUYECKON peaan3aiui BO3SMOXKHBIX YIPo3.

[Ipeanonaraembie pyOeKu U YPOBHHU 3aIIUTHI JOKYMEHTOIIOTOKOB.

[TonsTre "3amMIIEHHBIA JOKYMEHTOOOOPOT", €ro LEeNH U 3aJa4H.

B3auMocBsI3b 3aIUIICHHOTO JOKYMEHTOO0OpOTa ¢ CUCTEMaMH, CPEACTBAMH M METOIaMH
3aIlUTHl JOKYMEHTHUPOBAHHOW HH(OPMALIUU.

BrigenenHplii MOTOK KOH(QHUACHIIMATBHBIX JOKYMEHTOB M aBTOHOMHAS TEXHOJIOTHUS WX
00paboOTKH U XpaHEHHUSI.

OpraHu3alliOHHbIE ¥ TEXHOJOTUYECKHE  OCOOCHHOCTH  JICJIONPOU3BOJACTBA  TIO
KOH(UICHIIMATEHBIM TOKYMEHTaM.

Yder YHCTBIX HOCHTENCH WH(POpPMAIUK, TPEAHA3HAYCHHBIX [UISI JIOKYMCHTHPOBAHUS
KOH(pHIEHIIMATbHON UH(OPMAIIHH.

[Tepuoardeckue U pa3oBbIe MPOBEPKH HATMIHS KOH(DUICHIINATBHBIX TOKYMEHTOB.

[ToTok KOH(pUIECHIIMATHHBIX JOKYMEHTOB, HE BBIICICHHBIN 13 00IIEr0 JOKYMEHTONOTOKA, U
pUMEHsieMast TEXHOJIOTHsI UX 00pabOTKU U XpaHEHUSI.

YpoBeHb KOH(PHUACHIUATHHOCTH WHGOPMAIMU U KPUTEPUH MPUMEHEHUS BBIICTICHHOW WU
HE BBIJICJICHHON TEXHOJIOTUH 00pabOTKH M XpaHECHUS KOH()UICHITNATEHBIX JOKYMEHTOB.
Ocobennoctu  ACOJI, mnpenHazHadyeHHBIX JUII  OOpaOOTKM  KOH(HUACHIHATHHBIX
JIOKYMEHTOB. [TOTIBITKY TUITA3AIIMHA CUCTEM.

TACOU.

Opraan3aniioHHOE OOeCredYeHre 3allUThl MOTOKOB JOKYMEHTHPOBAHHOW WH(OpMaIuu B
ACO/.

[TpuHIMITBI, CITOCOOBI W CPEACTBA 3AIIUTHI TEXHHYSCKUX HOCHUTENICH HWH(POpMAIUN
MAIIMHOYUTAEMBIX TOKYMEHTOB HAa BHEMAIIIMHHBIX CTAIUAX UX 00paOOTKH, YHUUTOKECHUS U
XPaHCHUS.

Ha3snauenue u 3amaum craguu mnpueMa M MEePBUYHONW 00pabOTKM KOHGUACHIIMATBHBIX
JIOKYMEHTOB.

TumnoBo# coctas oneparuii mpoueaypsl IepBUIHON 00pabOTKH JOKYMEHTOB.

[TepBuaHas 00padOTKa MOCTYIMHBIINX MAIIMHOYNTACMBIX M ayIHOBU3YAIBHBIX JOKYMEHTOR.
Hasnauenme wu 3amaum CTajuM MPEIBAPUTEIHLHOTO PACCMOTPEHHS] U PacCIpeneTeHHs
MOCTYIHBIIAX JOKYMEHTOB.
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43. Kputepun 1enecoo0pa3HOCTH TepeHoca HMH(OpMAlMM  MOCTYMHMBIIUX  OyMa)kKHBIX
JOKYMEHTOB Ha MalllMHHBIN HOCUTEIIb.

44. ITopsnok ompeieieHts paliiOHaIbHOIO MapIIPyTa ABMXKEHUS JJOKYMEHTA.

45. IlpuHuMIbl  paclpesieneHus JOKYMEHTOB MEXAY pPYKOBOIUTEISIMH, CTPYKTYPHBIMU
NOJIpa3IeJICHUsIMU U CIIELIUATUCTAMHU.

46. OyHKIMOHATBHAS TPUHAIJICKHOCTh JOKYMEHTUPOBAaHHOW MH(OpMaIuu.

47. TunoBo# cocTas oleparuil npoueaypsl pacpeaesIeHns NOCTYIUBIINX JOKYMEHTOB.

48. MeToanka aBTOMaTU3MpPOBAHHOTO penieHus 3agaun "[Ipoknaaka mapupyra'.

49. IlpaBuiia pabOTHl COTPYIHHKOB CIY)KOBI JOKYMEHTAIMHM M BBIYUCIUTEIBHOTO LIEHTpPA C
KOH(QUICHIIMATIbHBIMU JJOKYMEHTAaMH, IMOPSAAOK XpPaHEHUs JIOKYMEHTOB Ha HX pabouux
MecTax.

50. CpencTBa OpraHu3allMOHHON TEXHMKH, MCIOJb3yeMble IPU BBIIOJHEHHUSI PACCMOTPEHHBIX
CTaJIuii, MPOLEIYp U OIEPALIUH.

51. Ha3znauenue 1 3a7jauyl CTaAUN y4yeTa MOCTYNUBIINX TOKYMEHTOB.

52. CoOTHOIIIEHUE YU€Ta U PErUCTPALIUU TOKYMEHTOB.

53. llenTpaninzoBaHHas W JELEHTpalIu30BaHHas peructpanus. OJHOKPaTHOCTb PETrUCTpaluu
JIOKYMEHTA.

54. Coctas mmpouenyp CTaauu yuera JOKyMEHTOB.

55. Tunosoii cocras onepanui IpoLeypbl HHACKCUPOBAHUS JOKYMEHTOB.

56. Haznauenue npoueaypsl, TpeOOBaHUS K CUCTEME UH/IEKCHPOBAHMUS.

57. EquHCTBO MHJEKCA J1J1s BCETro "KU3HEHHOTO LIMKJIA" TOKYMEHTA.

58. Buasl HHIEKCOB, UX MIPEUMYLIECTBA U HEJJOCTATKH.

59. UudopmaTUBHOCTh UHAEKCA, ET0 CTPYKTYpa.

60. YciioBHs UCIIONIB30BaHUS U HEJIOCTATKH MOPSIKOBON HyMEpaluu JTOKyMEHTOB BCEro MOTOKa
(BaJIOBOM HyMEpALIHH).

KonTpoJs KypcoBbIx pador
KypcoBblie paboTbl He IPEyCMOTPEHBI.

Kpurtepuu ¢popMupoBaHus OLIEHOK N0 MPOMEKYTOYHOM aTTeCcTAlINU

MaxkcumanbHas cymma (100 OamioB), HaOupaeMasi CTYJEHTOM IO AUCHMIUIMHE BKIHOYAET
JIBE COCTaBJISIOIINE:

— nepeas cocmaenAowjas — OLEHKA PpEerylsipHOCTH, CBOEBPEMEHHOCTHM M KauyecTBa
BBIMIOJTHEHUSI CTYJIEHTOM Y4eOHOW paboThl MO H3YYEHMIO IUCHUIUIMHBI B TEUEHUE Iepuoja
U3y4YeHHs! TUCIUIUIMHBI (CeMecTpa, WM HECKOJIIBKMX CeMeCTpoB) (cymma — He Oosiee 70 Oaios).
banmel, xapakTepusyoolire ycrneBaeMOoCTh CTYJAEHTa MO JUCIUIUIMHE, HAOUPAIOTCsd UM B TEUCHHE
BCETO0 Meproia 00yueHHs 32 U3yUeHHE OTJIENIbHBIX TEM U BBIIIOJIHEHUE OT/AEIbHBIX BUAOB padoT.

— emopas cocmasnAlowas — OLEHKA 3HAHUN CTYJIEHTa IO pe3yJbTaTaM MPOMEXYTOYHON
arrectanuu (He 6omnee 30 —6amioB).

Kpurepuem oneHku ypoBHS C(HOpPMUPOBAHHOCTH KOMIETEHIMH B pamMKax YydeOHOMH
JUCHHUITIIMHBI SABJISIETCA 3K3aMCH.

OOmmit Oanmnm  Tekymero M pyOeXKHOro KOHTPOJS CKJIAAbIBA€TCS U3  CIEAYIOIIUX
COCTaBISIONIMX MpHiiokeHue 2. B Teuenne ydyeOHOro mporiecca CTyIEHT O0si3aH OTYUTATHCS I10
TEOPETUYECKOMY MaTepHaly U MPAKTUUYECKUM 3aHIATHUAM: ONPOCHI, MHIUBUIYaJIbHbIC 3a/1aHUSI.

Lenvio npomesicymounvix ammecmayuil N0 JUCLUIUIAHE SIBJISAETCS OLIEHKA KauecTBa
OCBOCHMS JUCLUUIUIMHBI 00y4YaromUMUCS.

Kpumepuu OUECHKU Kauecmea oceoenun Oucuunﬂunbl

Ouenka «omauunon— om 91 oo 100 6annoe — reopeTnvecKkoe cojiep:kaHue Kypca 0CBOEHO
MOJIHOCTBIO, 6e3 Mpo0esioB, He0OX0AUMBIE IPAKTUYECKHUE HABBIKUA PAOOThI C OCBOEHHBIM
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MatepHuaioM copMHpOBaHbI. Bee mpeaycMoTpeHHbIe TporpaMMoii 00yueHHs yueOHbIe 3a1aHus
BBITMIOJTHEHBI, KAYECTBO MX BHIIOJHEHHS OLEHEHO YHCIOM 0aiioB, OM3KUM K MakcuMalbHOMY. Ha
9K3aMeHEe CTYJCHT AEMOHCTPHUPYET IITyOOKHE 3HAHHS MPEyCMOTPEHHOTO MPOrpaMMOii MaTepuaia,
yMEeT YEeTKO, TAKOHUYHO U JIOTHYECKH 1OCJIeI0BATEIbHO OTBEYATh HA MOCTaBJICHHBIEC BOPOCHI.

Ouyenka «xopouto» —om 81 00 90 6annoe — TeopeTUYECKOE CoJIep>KaHUE Kypca OCBOEHO,
HEO0OXOIUMbIE TPAKTUYECKHUE HABBIKU PabOThI CPOPMUPOBAHBI, BHITIOJHEHHbIE YUEOHbIE 3a/1aHUS
coJiepKaT He3HauuTeNbHbIe OMMOKU. Ha sx3aMeHe CTyJeHT JeMOHCTPHUPYET TBEPAOE 3HAHUS
OCHOBHOTO (IIPOTrPaMMHOI0) MaTepHualia, yMeeT 4eTKO, TPaMOTHO, 0€3 CYIIECTBEHHBIX HETOUHOCTEH
OTBEYATh Ha IMOCTABJICHHBIE BOIPOCHI.

Ouenka «yooenremeopumenvho» — om 61 0o 80 6annoe — TEOPETUYECKOE COJIEPIKAHKUE
Kypca OCBOCHO HE IOJHOCTHIO, HEOOXOAUMBIE NMPAKTUUYECKUE HABBIKH PabOThI cHOpMUPOBAHBI
YaCTUYHO, BBINOJHEHHbIE yuyeOHbIE 33/JlaHUs CcoAepKaT rpyoOble omuOku. Ha sk3ameHe cTyaeHT
JEMOHCTPUPYET 3HAHUE TOJBKO OCHOBHOTO MaTepuaia, OTBETHI COAEPHKAaT HETOYHOCTH, CIIado
apryMeHTHPOBAHbI, HAPYIIEHA MOCIEI0BATEIbHOCTh U3JI0KEHHS MaTepHraa

Ouyenka «neyooeiemeopumenvno» — om 36 0o 60 6annoe — T€OPETUIECKOE COJIEPKAHUE
Kypca HE OCBOEHO, HEOOXOJUMbIe MPAKTUYECKHE HABBIKU paboTbl HE Cc(HOpPMUPOBAHBI,
BBINTOJIHEHHBIE Y4EOHBIC 3aJaHUsl COJEpKAT TPyObIe OMMOKH, JOTOJTHUTENbHAS CaMOCTOSTENIbHAS
paboTa HaJ MaTepualioM Kypca HE TMpPHUBEAET K CYIIECTBEHHOMY IOBBIIICHUIO KadyecTBa
BBITIOJIHEHHS y4eOHBIX 3amaHuii. Ha sx3aMeHe CTYAEeHT NeMOHCTPUpPYET HE3HAHHE 3HAUYUTEIbHON
YacTh MPOTPaMMHOIO MaTepuala, CYIIECTBEHHbIE OIIMOKM B OTBETAaX Ha BOIPOCH], HEYMEHHUE
OpPUEHTHPOBATHCS B MaTepHalle, He3HAHNUE OCHOBHBIX TIOHATHIA AUCIUTUINHBL.

6. METOIUYECKHE MATEPHAJIBL, OPEAEJIIIOIIWE TTPOLENYPBI
OLIEEHMBAHNA 3HAHUHW, YMEHUH, HABBIKOB U (MJIN) OIIBITA
JNEATEJIBHOCTU

OO0muit 6a1 TeKyIero u pyoeKHOTO KOHTPOJIS CKJIAIBIBAETCS U3 CIEAYIOIIUX COCTABIISIOMINX
(mpunoxenue 2). KputeprueM o1ieHKH ypoBHS c(hOPMHUPOBAHHOCTH KOMIIETEHIIMN B paMKax
yueOHOM TUCITUILIMH B 5 ceMeCTpe ABIsAeTCS 3a4eT. L[ebro mMpOMEeKyTOYHBIX aTTEeCTAI|H 110
TUCITUIIIMHE SBJISIETCS OI[EHKA KadyecTBa OCBOCHUS JTUCIUILIMHBI 00yJaromuMucs. TUnoBsie
3ajanus, odecneunBaromue Gpopmuponanue kommnereniuu OIIK-5, ITK-15 npencrasiieHs B
tabnurue 9

Ta6J'II/II_Ia 9. Pe3y.]'II>TaTBI OCBOCHU: y‘Ie6H0ﬁ AUCHUIUINHBI, ITOAJICKAIINUEC IIPOBCPKCE.

Pe3ysbTaThl 00yuenus OcHOBHbIE MOKA3aTeJIN OLIEHKHU Buja oneHounoro
(komMneTeHIMH) pe3yJbTaToB 00y4eHHs MarepHaJia
CHOCOOHOCTH PUMEHSATH 3uamo: HOpPMAaTHBHBIC npaBoBbie | KomtokBuym
COOTBETCTBYIOIIHI JOKYMEHTBI B 00JIaCTH MH(QOPMAaLMOHHOW | Beimonnenue u
MaTeMaTHYECKUH armapar | 0€30IMacHOCTH W 3allMThl WHGOpPMAIWH, | 3aIIUTa
JUISL peLIeHus JEHCTBYIOIYI0 CHUCTEMY HOPMAaTHUBHO- | Ja0OpaTOPHBIX paboT
poeCCHOHATBHBIX 3314 | TIPAaBOBBIX aKTOB B obmactu | TectupoBanue
(OIIK-5) po(hecCHOHANBLHOM e TENLHOCTH. (paznmen 5)
Ymemow: ocymectBisath cOop um aHamu3 | KommokBuym
uHpopManuy, cojiepkamiencs B | Beimonuenue u
HOPMATHUBHBIX TPABOBBIX JOKYMEHTaX, | 3allluTa
OPUMEHATHh  JIGHCTBYIOIIME CTaHIAPTHI, | JJaOOPaTOPHBIX paboT
MIOJIOKCHHS u UHCTPYKIIUU no | TectupoBanue
0(pOPMIICHHIO TEXHUYECKOH | (pazzgen S)
JOKYMEHTAITUH, TPAMEHSTh ICHCTBYIOIINE
CTaHJAPTHI, MOJIOKEHHUS] U UHCTPYKIIUHU T10
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0hOpMIICHHUIO TEXHUYECKON

JIOKYMEHTAIWH.

Brademw: HaBbIKaMH IPUMEHEHMSI Konnoksuym
MOJIOKEHUH HOPMATUBHBIX MPABOBBIX Brimonnenue u
JIOKYMEHTOB IpU 00€CIICUEHUH 3alUThI 3almra
nH(pOpMaIUY, HABBIKAMH HUCIIOJIB30BAHUS | JIAOOPATOPHBIX paboT
HOJIOKEHUH HOPMATUBHO-IIPABOBBIX akTax | TectupoBaHue
B IPO(eCCHOHATBHON IS TETLHOCTH. (paznen 5)
CHOCOOHOCTBIO 3uamy:  mpaBwia  npousBoactBa U | KomnokBuym
OpraHu30BBIBATH npueMKd paboT CHUCTeM U KOMIUIEKCOB | Beimonnenue u
TEXHOJIOTUYECKUH MPOLIECC | OXPAHHOW,  MOXKAPHOM M OXPAaHHO- | 3aIlMTa
3alUThl HH(OPMAIHH MOXKapHOW CHTHAJIM3AIUH, OIpeeisieMble | JJaDOopaTOpHBIX paboT
OrPaHUYEHHOrO JOCTyIa B | JIOKyMEHTaMU IOCyJapCTBEHHbIX opraHoB; | TecTupoBaHue
COOTBETCTBUHU C BapUaHTbI IIOCTPOEHHUS CTPYKTYp | (pa3zen 5)
HOPMAaTHUBHBIMU KOMILIEKCOB ~ TEXHHYECKHX CpeAcTB
NPaBOBBIMHU aKTaMU U oxpaHbl, craHgaptel P® B oOnactu
HOPMAaTHUBHBIMU MHPOPMALIMOHHOM  Oe3omacHoCTH U
METOANYECKUMU obopora KOH(HICHIIMATBHBIX
JIOKYMEHTaMHU JJOKYMEHTOB,
DenepanbHO CITyKOBI Ymemvw: BbIOpaTh CTPYKTYpy mnoctpoenus | Kommoksuym
6e3omacHocTH Poccuiickol | KOMILICKCHOM OXpaHbl 00BEKTA; Beimonuenue u
Oenepanun, PenepanbHON | MPaBUIBHO BBIOpATh npuOopHI | 3aIMTa
CIIy’KOBbI 10 TEXHUYECKOMY | TEXHHYECKMX  CPEACTB  OXPaHbl  JUIA | JIAOOPATOPHBIX paboT
Y DKCIIOPTHOMY KOHTPOJIXO | 33JJaHHOM CXEeMBl TIOCTPOCHHUs 3amuThl | TecTupoBanue
(ITIK-15) 00beKTa, MIPOBOJIUTH aHanus | (paszen 5)
MH(OPMaLIMOHHON 0€30IaCHOCTH CUCTEM
3alIMIIEHHOT0 IOKYMEHTO000poTa.
Brademy: HaBBIKAMU nocrpoerns | Komnoksuym
CHCTEMBI 3alMIIEHHOTo | BrimonHeHnue u
JTOKYMEHT0000poTa Ha OCHOBE | 3aIUTa
MPOBEIEHHOI0 aHaIN3a MH()OPMAITMOHHOHN | 1JabOpaTOpHBIX paboT
Oe3omacHocTH 00bekTa MHPopMaTu3anuy, | TectupoBanue
METOJaMU TMPOEKTUPOBAHUS KOMIUIEKCOB | (pa3zaen 5)

TCXHUYCCKUX CpCaACTB
3aJaHHOT'O 00BeKTa

OXpaHbI JIIsA

7. YYEBHO-METOJWYECKOE OBECITEYEHUE JUCLUITJIMHBI

7.1. HopmatuBHO-IpaBoBas 6aza

1. ®enepanbbiii 3akoH oT 20 deBpanst 1995 r. No24-03 «O06 undopmanuu, HHPopMaTH3ALUU
¥ 3aIIUTe UHOPMAINY.
2. ®enepanbublii 3ak0H 0T 06.10.1997 1. Ne131-@3 "O rocynapcTBEHHOM TaitHe".

W

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

4. @enepanbHblii 3aK0H OT 4 utoist 1996 r. Ne 85-03 «O0 yyacTuu B MEKIyHAPOTHOM
UH(POPMALIMOHHOM 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
BUJIOB JICATEIBHOCTI.
7. ®enepanbublii 3akoH oT 10 sHBaps 2002 1. Ne 1-D3 «O0 3nekTpoHHOI 1M(pOBOi

MIOAITACH.

8. denepanbHblii 3akoH oT 19 deBpans 1993 r. Ne 4524-1 "O ¢enepanbHbIX OpraHax
MPaBUTEIHLCTBEHHON CBSI3U U MHGOpMaruu'.
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10.
11.
12.
13.
14.

15

16.

®enepanbhblii 3akoH 0T 30.12.1999 r. Ne 226-D3 "O06 opranax denepaabHON CITyKObI
6e3onacHocTH B Poccutickoit Denepanmn’.

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

®enepanbHbliil 3ak0H oT 12.08.1995 r. "O6 onepaTuBHO-PO3BICKHOM IEATEIBHOCTH .
3akoHP®oT 11.03.1992r. "O yacTHON JETEKTUBHOM M OXPAHHOMW JIEATEIBHOCTH .

3akon P® ot 13.11.1996 1."O6 opyxun".

. YronoBHubi# kogeke Pd-rimapa 28. [IpectryrieHus B chepe KOMIbIOTEPHOW HH(POPMAIIHH.

(Cratps 272. HerpaBOMEpHBI JOCTYHI K KOMITbIOTEepHOM nHpopmanuu; Ctatbs 273.
Co3nanue, UCTI0JIb30BAHUE U PACIIPOCTPAHEHUE BPEIOHOCHBIX ITporpaMm; CtaThs 274.
Hapymenue npasun skcrnyaranuu 9BM, cucremsl 9BM unu ux cetn).

VYka3 [Ipesunenta Poccutickoit @enepamnuu ot 19 depans 1999 r. Ne 212 «Bompocsl
I'ocynapcrBenHoOM TexHUYeCKON KoMuccuu npu Ipesnnente Pocculickont @enepanumy».

7.2. OcHOBHas JUTEpaTypa
bucrokor B.M. 3amuta 1 06paboTka KOHUACHIMATLHBIX JOKYMEHTOB: ydeOHOe rmocodue /

B.M. buciokoB. CraBponons: CeBepo-KaBkaszckuil ¢enepanbubiii yausepcurer, 2016. —
153 c. http://www.iprbookshop.ru/66019.html

bucroxo B.M. 3amura n 06paboTka KOHPHUACHIUATHHBIX JOKYMEHTOB: MpakTukyMm / B.M.
bucrokoB. Craspomoinb: CeBepo-KaBkasckuii denepansubiii yausepcurer, 2016. — 116 c.
http://www.iprbookshop.ru/66060.html

Hlanerun B.®. 3ammra koMnbioTepHOi HHGOpMauu. I GheKTHBHBIE METOBI U CPEICTBA/
B.®. [ITanpruH. Caparos: [TpodobpazoBanue, 2017. — 544 C.
http://www.iprbookshop.ru/63592.html

7.3.JloniomHUTENbHAS TUTEepaTypa

KonduaennuanpHoe AeT0MPOU3BOACTBO M 3aUTUIIICHHBIM 3JIEKTPOHHBIN JOKYMEHTOOOOPOT
[DnekTponHsbIit pecype] : yaeOnuk / H.H. KynsieB [u ap.]. — DIEeKTpOH. TEKCTOBBIC JIaHHBIE.
— M. : Jloroc, 2016. — 500 c. — 978-5-98704-711-8. — Pexum pgocryna:
http://www.iprbookshop.ru/66416.html

[Terpor C.B. Uudopmanronnast 6€30macHOCTb [ DNEeKTpOHHBIN pecypce] : yueOHoe mocodue /
C.B. Ilerpos, I1.A. KucnsikoB. — DeKTpoH. TeKcToBble naHHble. — CapatoB: Aii [Iu Ap
byke, 2015. — 326 ¢ — 978-5-906-17271-6. — Pexum Jocryna:
http://www.iprbookshop.ru/33857.html

loproxuna E.IO. Hudopmanmonnas 0e30mMacHOCTh [DIEKTPOHHBIN pecypc]| : yueOHoe
nocobue / E.}O. TI'oproxuna, JL.U. JlutBunoBa, H.B. TkaueBa. — DNEKTPOH. TEKCTOBbIE
naHHble. — Boponex: Boponexckuii I'ocynapcTBeHHbI ATrpapHbIii YHHUBEPCHTET HM.
WNmneparopa Ilerpa Ileporo, 2015. — 221 c. — 2227-8397. — Pexum nocryna:
http://www.iprbookshop.ru/72672.html

®omun JI.B. HudopmarnmonHnas 06e30macHOCTh [DNEeKTpOHHBIH pecypc] : y4eOHO-
METOJMYECKOe IMOocoOMe Mjisi CTYAEHTOB 3a04YHOM (QopMBl 00ydeHHs] HampaBICHUS
noarotoBku 38.03.05 «busznec-undopmaruka» / J[.B. @oMuH. — DIEKTPOH. TEKCTOBBIE
nanubie. — 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 .Ilepuonndeckue u3ganus (ra3eTa, BECTHUK, OIOJUIETCHb, dKYpPHAI)

[Tepeuenp nepuoINUECKUX U3JaHHN, TTOTydaeMbIx Oudmuorexoit KBI'Y:
¢ Bectauxk MI'Y. BeruucnurenbHas MmaTeMaTHKa U KHOEpHETHKA
BecTtHuk poccuiickoro oduiectBa HHPOPMATHKU M BEIYUCIUTEIBHON TEXHUKU
WNudopmarrka u obpazoBanue
HNudopMannoHHbIE TEXHOIOTHH
Mup IIK
ITepcoHanbHbBI KOMITBIOTEP CETOJIHS
IIporpammupoBanue
NudopmarnmonHas 6€301macHOCTh

7.5 .nTepHeT-pecypesl

1. 3ammmeHHb JoKkyMeHT0000poT / Cdepbl mpuMeHeHus [DIeKTpoHHBIH pecype] —
https://www.rutoken.ru/technologies/using/docflow

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

3. 3amMImeHHbl  JOKYMEHTO000poT -  DnektpoHHble OducHpie CucTeMbl -
https://www.eos.ru/eos_special program/eos vuz

7.6.CoBpeMenHble TpodeccroHalIbHbIC Oa3bl JAHHBIX
l. baza nannbix Science Index (PUHL) http://elibrary.ru
2. HarnmonanwsHas anekrponHas ounodmuoreka PI'B https://H306.pd
3. Kpynueiimas enuHas 0a3a JaHHBIX, COJAEpXKallas aHHOTAMM W WHQPOPMAILHIO O
[MUTUPYEMOCTH  PEICH3UPYEMOM HAyYHOW JIUTEPaTyphl, CO BCTPOCHHBIMH HHCTPYMEHTaMHU
OTCJIKUBAHHMS, aHATIM3a U BU3YAJTU3aI[MH JAHHBIX. WWW.SCOpUS.com

4. http://pravo.gov.ru/ OdunmanbHbIi HHTEPHET-TIOPTA MPAaBOBON HHPOPMALIUU

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

6. CrannapTel HTHPOPMAIIMOHHON 0€30MaCHOCTH B KpeauTHO-GuHaHCOBOM chepe. CTaHaapThl
banka Poccun — http://www.abiss.ru/doc

7. Threatpost https://threatpos Caiit 060 uHpopmarmonnont 6e3omacHoctu ot Kaspersky Lab.

ABTOPHUTETHBIN UCTOYHUK, HA KOTOPBIHA CCHUIAIOTCS BEAYyIlME HOBOCTHBIE areHTCTBA, Takue Kak The
New York Times u The Wall Street Journal.

8. Security Lab http://www.securitylab.ru/ Ilpoext komnanuu Positive Technologies. [Tomrmo
HOBOCTEW, OKCHEepPTHBIX cTaTei, codra, ¢Gopyma, Ha caiTe eCThb pasleN, TJe OIEePaTUBHO
nyonukyercs nHpopMmanus 00 yA3BUMOCTAX, a TAaKXKe JAIOTCS KOHKPETHbIE PEKOMEHJIAIMH 110 MX
YCTpaHEHHUIO.

9. Anti-Malware https://www.anti-malware.ru/ WnpopmManlMoHHO-aHATUTUYECKUNA  LIEHTD,
MOCBSIIEHHBIN HHpOpMamoHHON Oe3omacHocTH. Anti-Malware IpoOBOAUT CpaBHUTENbHBIE TECTHI
AHTUBHUPYCOB, MyOIMKYET aHATUTUYECKUE CTAThU, SKCIIEPThI IPUHUMAIOT Y4aCTHE B TUCKYCCUSX Ha
hopywme.

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

11.  http://VOID.RU Caiitr VOID.RU mnpencraBiasier co000 HE3aBUCUMYKO  IIpeccy,
OCBEIIAMINIYI0 BOMPOCH HWH(M)OPMAIIMOHHONH O€30MacHOCTH - YA3BHUMOCTEH B TPOTPaMMHOM
o0ecreyeHnt, TEXHOIOrui coopa HH(POPMAIH, TEXHOJIOTHI COXpaHEHHsI LIEIIOCTHOCTU CHCTEM.

12.  http://Security. NNOV.ru Security. NNOV sBnsiercs OAHUM U3 HauOoJiee IMOCEIaeMbIX
Poccuiickux pecypcoB TOCBSIIEHHBIX HWH(OpMannoHHOW Oe3zomacHoct U OezomacHoctu [T
TEXHOJIOTHH 1 JOCTYICH KaK Ha pyCCKOM, TaK M Ha aHTJIIMACKOM SI3BIKAX.
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7.7.MeToau4ecKkue yKa3aHHUs MO NPOBEACHUI0 PA3JIMYHBIX YUYeOHBIX 3aHATHI U IPYTUM
BH/IaM CAMOCTOSITEJIbHOH PadoThI

MeTtoanyeckue peKOMeHAAUH M0 H3YyYEeHHIO THCIUTLIMHBI J1JIs1 00y4Ya0IuXCH

[Ipuctynass K H3Yy4eHUIO AMCUUIUIMHBI, OOYyJarolmeMycsi HEOOXOAWMO O3HAKOMHTBCS C
TEMAaTUYCCKHM IUIAHOM 3aHATUH, CIIMCKOM PEKOMEHJIOBAaHHOH y4yeOHOW ymtepatypbl. Criemyer
YACHUTDH MOCJICAOBATCIIbHOCTDL BBIITOJHCHUSA WHAWNBUAYAJIBbHBIX y‘-Ie6HBIX 3a[[aHI/H>'I, 3aHECTHU B CBOIO
pabouyro TeTpaab TEMbl M CPOKH MPOBEACHUS CEMHHApOB, HAIMCAHUS Y4EOHBIX M TBOPUYECKUX
pabot. Ilpy M3ydeHHH NUCHUIUTHHBI OOYYalOIIUEecs] BBHITIOTHSIOT CICAYIONINE 3aJaHMs: U3ydaroT
PEKOMEH/IOBAaHHYIO YUYEOHYIO M HAyYHYIO JIUTEpaTypy; HHIIYT KOHTPOJbHBIE Pa0OThI, TOTOBSAT
JOKJIaadbl U COO6IJ.[€HI/I$I K NPAaKTHYCCKUM 3aHATHAM, BBIIOJIHAKOT CAMOCTOATCIIBHBIC TBOPYCCKUC
paboThl, y4acCTBYIOT B BBIIIOJHEHHHM MPAKTUYCCKUX 33JaHUN. YPOBEHb M TIIyOMHA YCBOCHUS
JUCHUIIJIMHBI 3aBUCAT OT aKTUBHOM M CHCTEMAaTHYECKOU pa60TBI Ha JICKOUAX, HU3YUCHUA
PEKOMEHIOBAaHHOH JINTEPATYPhI, BBIIIOJIHEHUS! KOHTPOJIBHBIX THCBMEHHBIX 33 JaHHIA

Kypc wusyudaercs Ha nexkuusx, J1a0OpaTOPHBIX 3aHATHSX, [PU CAMOCTOSATEIbHOW H
WHAUBUAYaAbHON paboTte oOydaromuxcs. OOyyaromwuiicss AJis TOJHOTO OCBOEHHUS Marepuana
JIOJKCH HE TPOIYCKATh 3aHATHS U aKTUBHO y4acCTBOBATh B yU4eOHOM mporiecce. JICKITMU BKITFOYar0T
BCE TEMbl U OCHOBHBIC BOIPOCHI TEOPHHM W TPAKTUKU. {151 MakcuManbHOW 3(h(deKTHBHOCTH
HN3YUCHUA HGO6XOIII/IMO IIOCTOSIHHO BCCTU KOHCIICKT JIGKIII/Iﬁ, 3HATh PEKOMCHAYEMYIO
NperoIaBaTesieM JIMTEPATyPy, MO3BOJISIONIYIO JOMOJHUTh 3HAHWS W JIyYllle IOATOTOBUTBCS K
71a00PaTOPHBIM 3aHITHSIM.

B cooTBeTCcTBUU C yUEOHBIM IUIAHOM Ha KOKAYIO TEMY BBIJICICHO HEOOXOAUMOE KOJIUYECTBO
qacoB IMPAKTUYCCKUX 3aHﬂTHﬁ, KOTOPLIC IPOBOAATCA B COOTBETCTBUU C BOIIpocamMu,
PEKOMEHIOBaHHBIMU K M3YYEHHIO IO ompezeneHHbIM TemaM. OOydaromuecs: TOKHBI PerysipHO
TOTOBUTBHCA K J'Ia60paTOpHI)IM 3aHATUAM WU y4aCTBOBAThH B O6CY)K[[€HI/II/I BOITPOCOB. HpI/I IIOATOTOBKE
K 3aHSTHSAM CJIEyeT PYKOBOACTBOBAThCS KOHCIIEKTOM JICKIIM U PEKOMEHIOBAHHOW JIMTEPATYPOH.
TemaTnuecknii 1IaH JUCHUITIINHBI, yqe6HO-MeTOIIHHCCKHC Marepuajibl, a TaKXE CIHUCOK
PEKOMEHI0BAaHHOM JTUTEepaTyphl MPUBEACHBI B paboueii mporpamme

MeToanyeckue peKOMeHIAUMH NPH padoTe HAJ KOHCIEKTOM BO BpeMsi NPOBeAeHHUS
JIEKIU U

B mporecce NMEKIIMOHHBIX 3aHATHH 1ernecoo0pa3HO KOHCIEKTUPOBATh YUEOHBIM MaTepual.
Hnst 9TOro WCHONB3YIOTCA O0OIHMe W yTBEPAUBIIMECS B TMPAKTUKE TpaBuia, U TMPUEMBI
KOHCIIEKTUPOBAHUSI JICKLIUM.

KoncnektupoBanue JeKIMKA BENETCS B CHEUHUAIBHO OTBEICHHOM JIA 3TOTrO TETpau,
Ka)XIbIi JINCT KOTOPOW JOJKEH UMETH I0JIS, Ha KOTOPBIX JENAal0TCs TOMETKU U3 PEKOMEHI0BaHHOM
JIUTEPATyphl, AOMOJHSAIOIIME MaTepuaja MPOCIYIIAHHON JIEKIMU, a TakKe MOJYEPKUBAIOIINE
0CcO0YI0 B&KHOCTh T€X WU MHBIX TEOPETUUECKUX MOJIOKESHUH.

[lenecooOpa3Ho 3amuchiBaTh TEMY M IIJIaH JICKIIUH, PEKOMEHIYEMYIO JIMTEPATYpy K TeMe.
3anucu pas3fenoB JIEKIUU JOJDKHBI MMETh 3aroJIOBKM, IOJ3arojoBKH, KpacHble CTpoku. Jlis
BBIJICTIEHUS] PA3J/IeJIOB, BBIBOJIOB, ONPEIEIICHUN, OCHOBHBIX HJAEH MOKHO HMCIIOJb30BaTh I[BETHHIC
KapaHaalm u GromMacTepsl.

Ha3BaHHbIE B JIGKITMU CCBHUIKA HA TIEPBOMCTOYHUKH HAJO MOMETHTHh Ha TOJISIX, YTOOBI MpHU
CaMOCTOSITENILHOM pa0oTe HAaWTH M BOHCATh HMX. B KOHCIEKTE JJOCIOBHO 3allMCHIBAIOTCS
OTpeNeNieHUsT TOHATHH, KaTeropuii m 3aKkoHOB. OCTaJlbHOE JOMKHO OBITH 3alMCAaHO CBOWMH
CJIOBaMH.

Kaxnomy oOydarormemycst HE0OXOAMMO BBIPA0OTaTh M HWCIOJIB30BaTh JOIYCTUMBIE
COKpaIleHus: HanboJiee paclpoOCTPAHEHHBIX TEPMUHOB U MOHSTUH.

MeToanyecKue PEKOMEHAAIMH 10 MOATOTOBKE K ﬂﬂﬁOpﬂTOprlM 3aHATUAM

JlaGopaTopHble 3aHATUS — COCTaBHAs 4acTh y4eOHOro mpoliecca, rpymnmnoBas Gopma 3aHsITHIA
OpU aKTMBHOM y4yacTUH oOydarouuxcs. JlaGopaTopHble 3aHATHS CIOCOOCTBYIOT YIIIyOJI€HHOMY
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U3YyYEHHUIO HanboJee CIOKHBIX MPOOJIEeM HAyKH U CIIY>KaT OCHOBHOM (hOpMOIi MOJIBEACHUSI UTOTOB
CaMOCTOSITENIbHON paboThl oOyuaromuxcs. Llenbro 1abopaTopHBIX 3aHATHH SBISIETCS yTayOJaeHnue u
3aKpeIUIeHUEe TEOPETUYECKUX 3HAHHM, MOJyYECHHBIX OOYYAIOUIMMHCSA Ha JIEKIUSAX M B IpoIecce
CaMOCTOSITEIILHOTO HM3y4YeHHs Y4eOHOrO MaTepuana, a, CJIeJOBaTeIbHO, (OPMHPOBAHUE y HHX
OTIpENIeIICHHBIX YMEHUN U HaBBIKOB.

B xo/e moAroToBkyu K 1a00paTOPHOMY 3aHATHIO HEOOXOAUMO MPOYUTATH KOHCIIEKT JICKIIHH,
U3YYUTh OCHOBHYIO JIMTEPATypy, O3HAKOMHTHCS C JOMOJHHUTEIBHOH JMTEpaTypOd, BBITIOIHHUTH
BBIJJAHHBIC TIperoJiaBaTeieM 3aiaHus. [Ilpu 3TOM ydecTh pPEKOMEHJAllMU TpenojaBaTeis Hu
TpeboBaHus MporpaMMel. JlopabaTbiBaTh CBOM KOHCIIEKT JICKIIMH, J€ias B HEM COOTBETCTBYIOIINE
3aITUCH U3 JIUTEPATYPHI.

XKenatenpHO MpH MOATOTOBKE K JIAOOPATOPHBIM 3aHATHUSAM I10 JAUCHUILUIMHE OJHOBPEMEHHO
UCTIOJIb30BaTh HECKOJIBKO HCTOYHUKOB, PACKPHIBAIOIIUX 33JJaHHBIC BOTIPOCHI.

MeToan4yeckne peKOMEHIAIUN 110 OPTraHU3AIUN CAMOCTOSITEIbHOM PadoThI

CamocrosiTenpHasi paboTra OO0y4YalomUXCA — CIOCOO AaKTUBHOTO, II€JICHAIIPABICHHOTO
npuoOpeTeHus: OO0y4arONIMMUCS HOBBIX JJIi HETO 3HAHMW M YMEHHIl 0e3 HEemocpeJCTBEHHOTO
ydacTusi B O9TOM TMpolecca mnpenojaBaresneii. lloBeilieHne poiau caMOCTOSTENBHOM pabOThI
00y4aromuxcs Mpu NPOBEACHUN PA3IMYHBIX BUAOB YUCOHBIX 3aHATHI MPEANONaraeT:

—  ONTMMM3AUUIO METOA0B 06y4YeHus, BHegpeHUe B yYebHbI NPoLecc HOBbIX TEXHOOTU
oby4yeHMA, MOBbLIWAKWMX NPOM3BOAUTENIBHOCTL TPyAa NpenogasaTens, aKTUBHOE
MCNONb30BaHME WHPOPMALMOHHBIX TEXHONOMMIM, MO3BONAKWMX Oby4yarolemyca B
yAobHoe ansa Hero Bpemsa ocBamBaTb y4ebHbI MaTepuan;

— WKWPOKOE BHeApeHMEe KOMMbIOTEPU3NPOBAHHOTO TECTUPOBAHMS;

— COBEpPLUEHCTBOBAHWE METOAMKM NPOBEAEHMA MPAKTUK M Hay4YHO-MUCCAEeL0BATENbCKON
paboTbl 06y4YalOLWMXCA, MOCKOJIbKY MMEHHO 3TM BuAbl y4ebHOM paboTbl B nepsyto
ouepenb roToBAT obyyarowmxca K CaMOCTOATE/IbHOMY BbIMOJIHEHUIO
npodeccnoHanbHbIX 3a4aY;

— MOAEPHM3ALMI0 CUCTEMbI KYpPCOBOFO M AWUMJIOMHOIO MNPOEKTUPOBAHWUA, KOTOpas
[O/I)KHA NOBbILWATb PONb 0byYatoWmMxca B noabope matepuana, NOUCKE NyTeN peLleHns
3ajau.

CamocrosiTennbHasi paboTa TPUBOAUT OOYYAIOMMUXCA K TOJTYYEHUIO HOBOTO 3HAHMS,
VIOPSAOYCHHUIO M YTIyOJICHUI0 UMEIOIIMXCS 3HaHUH, (OPMUPOBAHUIO y HETO MpodeccHoHaTbHBIX
HaBBIKOB U yMeHUM. CaMmocTosiTenbHast paboTa BBITOIHAET Pl HYHKIIAN:

—  pasBMBalOLLYIO;

—  MHOOPMaLMOHHO-00YyYatoLLYIO;

—  OPWEHTUPYIOLLYIO U CTUMYINPYIOLLLYIO;

—  BOCMWTbIBAIOLLYIO;

—  MCcCNeaoBaTeNbCKyo.

B pamkax kypca BBIOJIHSIOTCS CIEAYIOIINE BUIbI CAMOCTOSATEIbHON pabOThI:

— MpopaboTka y4yebHOro martepvana (MO KOHCMEKTam, Yy4yebHOM W HayyHOM
nutepaTtype);

— BbInoNHEeHWe pa3HOYPOBHEBbIX 3a4aHNI;

— Paborta c Tectamu 1 BONpocamm s CaMoNpOBEPKY;

— BbINONHEHWME UTOrOBOWM KOHTPO/IbHOM PaboThbl.

OOyJaromumMcs peKOMEHIYeTCsl ¢ caMOro Havalla OCBOCHHUS Kypca paboTaTh C JIUTepaTypoit
U TIpeJJIaraeMbIMU 3aIaHUSIMU B (pOpME MOJTOTOBKH K OYEPEIHOMY ayIUTOpHOMY 3aHsATuio. [lpu
ATOM aKTYaIM3UPYIOTCS HMEIOIMECs 3HAaHUSA, a Takke co3faercs 0as3a A YCBOCHUS HOBOTO
MaTepuraia, BO3HUKAIOT BOIIPOCHI, OTBETHI HA KOTOPbIE O0YYaIOLIHIiCs MOTyYaeT B ayIUTOPUH.

Heo0xomuMo OTMETHTh, YTO HEKOTOPBIC 3a/laHusl JJI CAMOCTOSTENBHONH PabOTHI IO KypCy
UMEIOT ompeneneHHyro cnenuduky. [Ipu ocBoeHnn kypca 00y4aromuics MOXKET IMOJIb30BaThCS
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OuOMMOTEeKON By3a, KOTOpas B TOJHOH Mepe obOecredeHa COOTBETCTBYIOUICH JHMTEPaTypOM.
3HAUNTENBHYIO TOMOIIb B IOJITOTOBKE K OUYEPEAHOMY 3aHATHIO MOXET OKa3aTh MMEIOLIMHCS B
y4eOHO-METOIMYECKOM KOMIUIEKCE KPATKHH KOHCHEKT JieKIuid. OH e MOXKET HCIOJIb30BaThCs U
JUTSL 3aKPETUICHUS TTOJTyYeHHOT0 B ayAUTOpHH MaTepraia. CamocTosTenbHas paboTa 00ydaronuxcst
IOpeIyCMOTpEHa Yy4YeOHBIM IUITAHOM U BBINOJHSETCS B 00S3aTENBHOM MOpSAAKE. 3aJaHus
IPETI0KEHBI [0 KaXKI0M N3yd4aeMOi TeMe M MOTYT FOTOBUTHCS MHAMBUAYAIBHO WIH B Tpymme. [1o
HEOOXOIMMOCTH OOYYaIOUIMHCS MOXET o00pamaTtbCsi 3a KOHCYNbTallMel K IPEenoAaBaTelio.
BrimonHenue 3a1anuii KOHTPOIUPYETCS U OLICHUBACTCS TIPETIOIaBATEIIEM.

JInst yCTIeUIHOM OpraHM3aldd CaMOCTOSTENILHOM paboOThl BCE AKTHBHEE IPHUMEHSIOTCS
pa3HoOoOpa3Hble 00pa3oBaTeNbHBIE PECYpChl B CeTH VIHTEpHET: CHCTEMBl TECTUPOBAHHUS IO
pa3NIUYHBIM 00JacTsAM, BUPTYaJIbHBIC JIEKIIUH, JJAOOPATOPUH, TIPU STOM TTOJIB30BATEIIO JOCTATOYHO
UMETh KOMIBIOTEP U MOJAKIIOUCHHE K MHTepHeTy 11 TOro, 4ToOBI CBSI3aThCS C MPENOAaBaTelIeM,
pemath BBIYUCIUTENbHBIC 33Ja4d M TOJy4aTh 3HaHWA. VICronb30BaHME CETEH YCHUIIMBAET pOIb
CaMOCTOATENIFHOM pPa0OTHl O0y4aloUMXCsl M TO3BOJIICT KapAWHAIBHBIM 00pa3oM H3MEHHTh
METOAMKY TPETNOAaBaHuUs.

OOyuaronuiics MOXET MoJIydaTh BCE 3a/laHUs] M METOJIMUECKHE YKa3aHUs Yyepe3 cepBep, UuTo
JIaeT €My BO3MOXXHOCTh MPHUBECTH B COOTBETCTBHE JIMYHBIC BO3MOXHOCTH C HEOOXOIUMBIMH ISt
BBINOJIHEHUST paboT Tpyno3arpatamu. OOydarouuiics MMeeT BO3MOXKHOCTb BBIIOJHATH paboTy
JoMa WIM B ayJUTOpUH. boibpmioe BocnuTarenbHOE M 00pa3oBaTeNbHOE 3HAYEHHE B
CaMOCTOSITEIbHOM ~ y4eOHOM Tpyle oOydaroluiics HMeeT CaMOKOHTpoJb. CaMOKOHTPOJIb
BO30Y)KJaeT M MOJICP)KUBACT BHUMAHNUE U UHTEPEC, TOBBIMIACT aKTHBHOCTh MAMATH U MBIIUICHUS,
HO3BOJISIET OOyYarolIeMycsi CBOEBPEMEHHO OOHAPYXUTh M YCTPAHHUThH JIOMYLICHHBIC OMIMOKH MU
HE/IOCTAaTKH, OOBEKTUBHO ONPEACIUTh YPOBEHb CBOMX 3HAHMHU, NMpaKkTHUECKMX ymeHui. Camoe
JOCTYIIHOE M TIPOCTOE CPEICTBO CAMOKOHTPOJII C INPHUMEHEHHEM HH(pOPMAIMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJOTHU - 3TO DPSAJ TECTOB «on-line», KOTOpBIE MO3BOJSIOT B PEKHME
pEaNbHOr0 BPEMEHH OIPEICTIHTh CBOW YPOBEHB BIAJICHHS NPEIMETHBIM MaTE€pUAIOM, BBISIBHTH
CBOM OIIMOKH U TIOJTYYUTh PEKOMEHIAIMU TI0 CAMOCOBEPIICHCTBOBAHHUIO.

MeTtoanyecKkue peKOMeHAalMM M0 padoTe ¢ JUTEPATYPOid

Bcro nutepaTypy MOXHO pa3faenuTh Ha Y4eOHUKH M ydeOHbIe MOCOOUs, OpUTHHAIbHBIC
Hay4YHbIe MOHOTpa(UIEeCKHe HCTOYHIKH, HAYYHBIC IMyOJIHKAIIMHA B IEPUOTUYECKON neyatn. Y3 HUX
MO>KHO BBIIETTUTH JUTEPATypPy OCHOBHYIO (PEKOMEHIYyEeMYI0), TOTIOTHUTEIbHYIO U JUTEpaTypy A
YIITYyOJIEHHOTO 3y4YEeHUsT AUCIUTUINHBL.

W3ydyeHne TUCHUIUIMHEI ClielyeT HaYMHATh ¢ Y4eOHHKa, MOCKOJIbKY YUeOHUK — 3TO KHUTA, B
KOTOPOH H3JI0’)KEHBI OCHOBBI HAYYHBIX 3HAHHWH IO ONPEAETICHHOMY NpPEAMETY B COOTBETCTBUU C
HEJSIMH U 33J1a4aMU 00Y4YeHHUsI, yCTaHOBJICHHBIMH MPOTPAMMOH.

[Ipu pabGote c nmuTepaTypoil HEOOXOIWMO YYHUTBHIBATH, YTO HMEIOTCS PA3IUYHBIC BUJIBI
YTEHUS, U KaXIbIi U3 HUX UCTOIb3yeTCs Ha ONpeeNIEHHBIX dTarax OCBOSHHUS MaTepHaa.

[IpenBapuTensHOE YTCHWE HANPABJICHO HA BBISBICHHE B TEKCTE HE3HAKOMBIX TEPMHHOB U
MOKCK WX 3HAYCHHsI B CIIPABOYHOM JUTEeparype. B 4acTHOCTH, MpU YTEHUH yKa3aHHOW JTUTEPATypPhI
HEO0OXOAMMO MOAPOOHEHTITIM 00pa30M aHATM3UPOBATH TTOHSITHSI.

CKBO3HOE UTEHME IpeJIojaracT MpoYTeHWe MaTepuaia OoT Havaia 10 KoHua. CKBO3HOe
YTEHUE JINTEPATypPhl U3 MPUBEACHHOTO CIUCKA JaeT BO3MOXKHOCTh OOydarommMmcsi c(hOpMHUpPOBATh
CBO/JI OCHOBHBIX MOHATHH U3 N3y4yaeMoi 00JacTH U CBOOOJHO BIIAJIETh UMH.

Bri6opounoe — Ha0060pOT, UMEET IEIbI0 TMOUCK U OTOOp MaTepuana. B pamkax maHHOTO
Kypca BHIOOPOYHOE YTEHHUE, KaK CIOCO0 OCBOEHHUS COAEP)KaHUS Kypca, JNOJKHO MCIOJIb30BaThCs
IIPY TIOJTOTOBKE K MPAKTUIECKAM 3aHSATHSIM MO0 COOTBETCTBYIOIIUM pa3zeiiaM.

AHalUTHYECKOE YTEHHE — OTO KPUTHYECKUH pa3dbop TeKCTa C MOCIECAYIOUUM €ro
KOHCHeKkTupoBaHueM. OcCBO€HHE yKa3aHHBIX MOHATHH Oyner Haubosnee 3((EKTHUBHBIM B TOM
ClIydae, eClH MPY YTEeHUH TeKCTOB 00ydJaromuiics OyaeT 3a1aBaTh K 9TUM TEKCTaM BOMPOCHl. YacTh
13 3TUX BOMpocoB chopmynupoBana B POC B mepedne BOMpPOCoB st codbecenoBanums. [lepeuenn
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ATUX BOINPOCOB OTPAaHUYEH, MOATOMY BAXXHO HE TOJBKO COAEp)KaHUE BOIPOCOB, HO CaM MPHHLIUI
OCBOEHUS JIUTEPATYPHI C IIOMOILIBIO BOIIPOCOB K TEKCTaM.

Lenpi0 M3ydaroOMIEro YTEHUS SBIISETCS TIIyOOKOE€ M BCECTOPOHHEE MOHMMaHUE Y4eOHOM
uHpopmanuu. EcTh HECKOIBKO NPHUEMOB U3YYAIOLIEr0 YTEHHUS: YTEHHE 10 alfOPUTMY
npeznonaraeT pasoueHue uHGoOpMaM Ha OJIOKH: Ha3BaHME; aBTOP; MCTOYHUK; OCHOBHAS Hes
TeKcTa; (paKTUYEeCKHil MaTepual; aHajdu3 TeKCTa IIyTeM COMOCTABIICHUSI UMEIOIIUXCS TOUYEK 3pEHUs
10 paccMaTpUBaeMbIM BOIIPOCAM; HOBH3HA.

[Iprem mocTaHOBKH BOIIPOCOB K TEKCTY UMEET CIEAYIOIIUN allrOPUTM:

— MeAJ/IeHHO NPOYUTaTb TEKCT, CTapaAChb NOHATb CMbIC/ U3/10XKEHHOTO;

— BbIJENUTb KlOYEBbIE C/I0BA B TEKCTE;

— nocTapaTbCA NOHATb OCHOBHbIE MAEU, NOATEKCT 1 06LWMIA 3ambicen aBTopa.

[Ipuem Te3upoBaHus 3akioyaeTcsi B (OPMYIUPOBAHUU TE3MCOB B BHJIE IOJOXKCHHH,
YTBEPKJICHUM, BBIBOJOB.

K »sromy MoOXHO [00aBUTP U UHBIE IMpHEMbl: MpueM pedepupoBaHus, MOpHUEM
KOMMEHTHPOBAHUSI.

Baxnoif cocrapnstomieil J1r000r0 COMHMIHOTO HAay4YHOTO W3JAHMS SIBISETCS CIIMCOK
JUTEpaTyphl, HAa KOTOPYIO CccbulaeTcs aBTop. [Ipym BO3ZHMKHOBEHHMH WHTEpeca K KaKOW-TO
o0cyxaeMoii B TEKCTe mpobiiemMe BCerja €CTh BO3MOKHOCTh OOPAaTUTHCS K CIIMCKY OTHOCSIIEHCS K
Hel juTeparypbl. B 3ToM ciydae Bcsa mpoOiieMa kak Obl pa30MBAETCs Ha COCTABIISIIOIIME YaCTH,
Ka)KIasi U3 KOTOPBIX MOXKET U3Yy4aThCsl OTIACNBbHO OT ApyruX. [Ipu 3TOM BakHO HE TEpSTh U3 BHIA
OOIIMK KOHTEKCT U HE TIOTPYKAThCS YPE3MEPHO B JIETAIH, IOTOMY YTO TaKUM 00pa3oM MOXHO HE
YBUJETH [JIABHOTO.

8. MATEPUAJIbBHO-TEXHUYECKOE OBECIIEYEHUE JUCLHUITIJIMHBI

Criennanu3upoBaHHbIE ayAUTOPHUH, UCIIOIb3yEMbIE NTPU MPOBEICHUH 3aHATUN JIEKIINOHHOTO
tuna Ne42, Ne43, Ne4l, Ne48 Ne58 ocHamieHbl MyJIbTUMEIUHHBIM IPOEKTOPOM M KOMIUIEKTOM
anmnaparyphbl, O3BOJISIFOIIEH JEMOHCTPUPOBATh TEKCTOBbIE U I'pad)uuecKue MaTepuabl.

Ha3zBanue nabopaTopuu B KOTOPBIX MPOXOJAT 3aHATUA: JlaGopatopus “CHCTEMBI KOHTPOJIS M
ynpasienust jgocrynom”, JlaGopatopum Texnuueckoi 3amuTsel uHGopMmanuu, Jlaboparopus
Kpunrorpadpuueckoit  3amutel  uHOpmanuu, JlaGoparopus  ‘“BamuméHHol  00pabOTKU
uH(popmanuu B opranuzauun’, Microsoft Office, 7-zip, Adobe Acrobat Reader DC u ap.

CTyneHTbl UMEIOT AOCTYI Yyepe3 MIHTepHeT AOCTyN K eAMHOMY 00pa3oBaTeIbHOMY MOpTaly,
I71€ B OTKPBITOM JIOCTYII€ UMEIOTCS PECcypchl y4EOHO-METOJUYECKOW JIUTEPATYphl, SIBISIOIIMECS
pa3paboTkamu Beaymmx BY3oB Poccum.
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JIucr nepeyrBep:kieHus padoyeil NporpaMmMbl JHCHHUIJIHHBI
Pabouas mporpamma:

onobpena Ha 2017/2018 yue6nsiit ron. [Iporokon Ne  3acemanus xadeapsi
or« » 2017r.
B pabouyro nporpaMmmy BHECEHBI CIEAYIOIINE U3MEHEHUS:

1. B ugactu pasnena ((yLIe6HO-MeTO,Z[I/I‘ICCKO€ n I/IHd)ODMaI_[I/IOHHOC obecreyeHune AUCTTUITIIMHBD)

Pa3paboTuuk mporpamMMsI
3aB. kadeapoii

Ono6pena Ha 2018-2019 y4eOHBII ro.

[Iporokon Ne  3acenmanus kadempsl oT « _ » 2018 .

B pabouyro nporpaMmy BHECEHBI CIICAYIONINE W3MCHCHHS:

1. B dyactu pazmena «YueOHO-MeToaudeckoe W uHGMOpMAIMOHHOE o0ecrneueHue

HCITUITIIMHBID)
; B yactu VII B CBs3M C YTBEPXKJICHHEM IMOPSAKA OpPraHM3allMM M OCYIISCTBJICHHUS

06Da3OBaT€.HI>HOI7I ACATCIBHOCTH  II0 O6Da3OBaTeJII)HI)IM oporpaMMaM  BBICHICTO

o0pa3oBaHus, nporpaMmaMm OakajiaBpyara, IIPOorpaMMaM CHEUHUAJIUTETa, IIporpaMmaM
maructparypsl (IIpukaz Munoopraayku Ne31 ot 05.04.2017 1.)

Pa3paboTunk nporpaMmsl
3aB. kadenpoit

Opno6pena Ha 2019/2020 yueOHBINH TOA.
[Ipotokon Ne_ 3acemanus kadeapsl OT «_ » 20 1.

B pabouyto mporpaMMy BHECEHBI CIIEAYIONINE U3MEHEHUS:
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