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AHHOTaUs

HucuumnnuHa «3amura 1 00paboTka JOKYMEHTOB OIPaHUYEHHOIO JOCTYIMa) BXOAUT B
00pa3oBaTelbHYI0 MPOrpaMMy BBICIIETO OO0pa3oBaHUS — NPOrpaMMmy CIEHHUATUTETa IO
HarpaBjeHu0 moarotoBku/ crenuanbHocTH 10.05.05 «be3zonmacHOCTs MH(POPMAITMOHHBIX
TEXHOJIOTHII B TIPaBOOXPAHUTEIBHOU cdepe» HampaBiIeHHOCTH «OpraHu3anus W TEXHOJIOTHH
3amuThl nHGOopManuu (B HHGOPMALMOHHBIX cucTeMax)y». JucnuruinHa peanusyercs kadeapoi
«No34y,

JlucuuniauHa HaleJaeHa Ha GOpMUPOBAHKE Y BHITYCKHUKA CIIETYIOIIUX KOMITETEHIUI:

OIIK-4 «CrocoOeH BBIIOIHATH TEXHUKO-SKOHOMHYECKOE OOOCHOBAaHME IPOEKTHBIX
pellIeHui 1Mo CO3/ITaHUI0 CHUCTEeM oOecrieueHus HHPOPMAIIMOHHOM 0e30MacHOCTH, pa3padaThiBaTh
pabouyr0 TEXHUYECKYIO JIOKYMEHTAlUI0 B COOTBETCTBUU C JICUCTBYIOIIMMHU HOPMATHBHBIMU U
METOJUYECKUMH IOKYMEHTaMU B 00JIACTH 3aIUThI HH()OpPMALIUK»

OIIK-9 «CrocoOeH TPHUMEHATH TEXHOJOTHHM TIOJTYYCHHS, HAKOIUICHHS, XPAaHCHUS,
00pabOTKH, WHTEpPIpETAllMM M HCIOJb30BaHUS HWHGOpMAlMU B XO0/A€ MNpoQeccCHOHANIbHON
JIeSATETLHOCTH

CopepxaHue TUCHUIUIMHBI OXBAaTBIBAET KPYT BOIPOCOB, CBSI3aHHBIX CO CTPYKTYpOM
3alMIIEHHOT0 IOKYMEHTO000POTa, TOKYMEHTOIIOTOKAMH, COCTABOM TEXHOJIOTHYECKUX ITAIOB U
omepanuili 1O TMOATOTOBKE M  M3JaHUIO KOHQUACHIMATBHBIX  JOKYMEHTOB, YYeTy
KOH(UICHIIMATBHBIX JIOKYMEHTOB, TIOPSIIKY pPAacCMOTPEHUS ¥ HWCIOJHEHHUS JIOKYMEHTOB,
KOMUPOBAHUIO M  PAa3MHOXKEHUIO JIOKYMEHTOB, KOHTPOJS  HCIOJNHEHUS JOKYMEHTOB,
COCTaBIICHUI0O W O(QOPMIICHHIO HOMEHKIATYphl Jei, (OPMHPOBAHHWIO W XPAHCHHUIO eI,
colepKalxX  KOH(MUICHIMAIbHBIE  JOKYMEHTHI,  YHMUYTOXXEHUIO  KOH(UICHIMAIbHBIX
JOKYMEHTOB, TIPOBEpPKE HAIMYUS KOH(QUICHIMAIBHBIX JOKYMEHTOB, KOMIUICKTOBAHHUIO
BEJJOMCTBEHHOTO apXuBa H KJIacCU(UKAIMK XPAHUIUIL JOKYMEHTOB, OOECIEYCHHUIO
COXPaHHOCTH KOH(DHICHIIMAIBHBIX JOKYMEHTOB, MOPSIKY UCIOJIb30BAaHUS KOH(PUICHIIUATHHBIX
apXMBHBIX JOKYMEHTOB, a TaKX€ OpPraHU3allMOHHBIMU, TEXHUYECKUMU U METOAMYECKUMU
npoOjJeMaMyd  aBTOMAaTHU3aIlMU  JCJIONPOU3BOJACTBEHHBIX  OMepalnui, ¢ TOJArOTOBKAa K
NESTENIbHOCTH, CBA3aHHOM C OKCIUTyaTanuedl W 0O0CTy)KMBaHHEM COBPEMEHHBIX CHCTEM
AIIEKTPOHHOTO JOKYMEHTOO0OPOTA.

[IpenogaBanue AMCHUIUIMHBI MPEAyCMAaTpUBaeT Cleayromme (QOpMbl OpraHU3alNud
y4eOHOro mpolecca: JEKIUH, JIa0OpaTopHbIe padOTHI, CaMOCTOSITENIbHas paboTa CTy/ACHTA,
KOHCYJIbTALINH.

[IporpamMMoll AMCHUIUIMHBI MPEAYCMOTPEHBI CIEAYIOIIME BUIbI KOHTPOJIS: TEKYIIUMI
KOHTPOJIb YCIIEBAEMOCTH, IIPOMEKYTOUYHAsI aTTecTaIus B hopMe 3a4era.

OO0mast TpyA0eMKOCTh OCBOSHUS JMCIMILIMHBI COCTaBISET 3 3adeTHBIX eawHmibl, 108
4acoB.

SA3bIK 00y4YeHUS 110 AUCIUTUITMHE «PYCCKUH »



1. TIlepedeHb MIAHUPYEMBIX PE3YIHTATOB OOYUCHHUS 1O JUCIUTIINHE

1.1. Tlenu npenomaBaHus JUCITUTUTMHBI
[emsimMu M3y4YeHUs] TUCIUIUIMHEI «3amuTa 1 00pabdoTka JOKYMEHTOB OIPaHUYCHHOTO JOCTYIIa»
SBIISIIOTCS:
dbopMupoBaHre TPOGECCHOHATHHBIX HABBHIKOB, CBSI3aHHBIX CO CTPYKTYpPOW 3alIUIIEHHOTO
JOKYMEHTO000pOTa, JOKYMEHTOIIOTOKAMH, COCTABOM TEXHOJIOTMUECKUX 3TAloB U ONEpaluil Mo
MOJATOTOBKE ¥ W3JaHUIO0 KOH(MDUIEHIMAIBHBIX JIOKYMEHTOB, VYYeTy KOH(MUICHINATbHBIX
JOKYMEHTOB, TMOPSAIKY pACCMOTPEHHMS U HCIOJHEHUS JIOKYMEHTOB, KONHMPOBAaHHUIO U
Pa3MHOKEHHUIO JIOKYMEHTOB, KOHTPOJISI UCTIOJTHEHHS JOKYMEHTOB, COCTABJIICHUIO M O(DOPMIICHUTIO
HOMEHKJIATypbl JieJ, (OPMUPOBAHUIO U XPAHEHHUIO [I€J, COAEpKAIIUX KOH(HUICHIUAIbHbIC
JOKYMEHTBI, = YHHUYTOXXEHUIO  KOHQUACHIMATHHBIX  JIOKYMEHTOB, TMPOBEPKE  HAJIHUUs
KOH(MUICHIMANBHBIX  JOKYMEHTOB,  KOMIUICKTOBAaHHIO  BEJIOMCTBEHHOIO  apxuBa U
KJIACCU(UKALUN XPAHWIUI] JOKYMEHTOB, OOECIICYCHHIO COXPAaHHOCTH KOH(MUICHINATBHBIX
JIOKYMEHTOB, TMOPSAKY HCIONb30BaHUS KOH(PHUACHIUAIbHBIX apXUBHBIX JOKYMEHTOB, a TaKke
OpPTaHHW3AI[MOHHBIMH, TEXHUYCCKUMH ¥ METOJWYECKUMHU TpoOJieMaMH  aBTOMAaTH3aIluU
JEJIONPOU3BOJCTBEHHBIX ~ ONEpalyii, M TMOATOTOBKA K JEATENIbHOCTH, CBSI3aHHOW C
IKCIUTyaTaIlue 1 00CTy)KUBAHUEM COBPEMEHHBIX CHCTEM JIEKTPOHHOTO JOKYMEHTO000POTA;
CO3/IaHM€ TIPE/CTaBICHHS O 0Aa30BBIX TEOPETUUECKUX TOHATHUAX, JISKAIIUX B OCHOBE 3AIIUTHI
KOH(UICHIMATBLHOW WHPOPMAIMM Ha JTalmax €€ CO3/aHus, OO0pabOTKH, HWCIOJIb30BaHUS,
nepefaud M XpaHEHUs; O MecTe KOH(PHUACHLIMATBHOIO JOKYMEHTOO0OpOTa B CTPYKTypax
rOCYJapCTBEHHOTO M HETOCYIAapCTBEHHOr0 ympaBieHus, U poiu CiyxObl 0e30macHOCTH (UIn
Cnyx0p1 KOHOUICHIIMATBEHON TOKYMEHTAIIMU) MPEANPUATUS B PEHICHUH BOIMPOCOB 3aIllUTHI U
00paboOTKM KOH(PUACHIUATBHBIX JOKYMEHTOB; O HAYYHBIX MPHUHIMIAX, MPUKIAJAHBIX U
METOJUYECKUX aCMeKTaX OpPraHu3alliy TEXHOJIOTHU 3aIUThl U 00pabOoTKM KOHGUIACHIIMATBHBIX
JIOKYMEHTOB; Pa3BUTHE CIIOCOOHOCTEH K JIOTMYECKOMY U QJITOPUTMHUYECKOMY MHBIIIJIEHUIO,
HABBIKOB HWCIONB30BAaHUS COBPEMEHHBIX METOJOB, TEXHOJNOTUH W CPEACTB  3aIlIUTHI
KOH(pHUICHIIMAIIBHON HH(DOPMAITUH.

1.2. JlucuumiuHa BXOJIUT B COCTaB 0053aTeIbHON YacTH 00pa3oBaTeIbHON MPOTPAMMBI
BhICHIer0 oOpa3oBanus (nanee — OIT BO).

1.3. TlepeueHb MIAHUPYEMBIX PE3YIHTATOB OOYUEHHUS MO AUCIUILTUHE, COOTHECEHHBIX C
IUIaHUpyeMbIMH pe3ynbTratamu ocBoeHust OIT BO.

B pesynbrate u3yueHUs AMCHUIUIMHBI OOYYAIOUIUICS NOJDKEH O0NagaTh CIEAYIOUTUMU
KOMTICTCHIIMSIMY WJIM WX JacTsaMu. KOMIETeHIINY U WHIUKATOPHI MX JIOCTHKECHUS TIPUBEICHBI B
tabnure 1.

Tabmuma 1 — I[lepeyens KOMITETEHIIMI ¥ UHIUKATOPOB UX JTOCTHKEHUS

Kon u
Kareropus (rpymmna) Kox n HauMeHOBaHUE MHIMKATOPA
KOMITETEHITHH HAHMCHOBATHE JOCTIKEHUS] KOMITETCHIINT
KOMIIETEHINH

OIIK-4 Cnocoben

BBINOJIHATH TEXHUKO-

HKOHOMUYECKOE

000CHOBaHME

IIPOEKTHBIX OIIK-4.B.1 B1azneTs HaBbIKaMH pa3pabOTKH

peleHui mo TEXHUYECKOH MPOEKTHON JOKYMEHTAIIUU C
O6menpodeccnoHanbHble | CO3IaHUIO CUCTEM y4€TOM HOPMATHBHBIX ITPABOBBIX AKTOB,
KOMITETEHIIH o0ecrieueHus HOPMATHUBHBIX U METOJJUUECKUX

UH(POPMAIIMOHHOM JOKYMEHTOB IIPH OPTaHU3aINU CHCTEMBI

0€30MacHOCTH, 3alIUThl HH(pOpMAIUU

paszpabaThIBaTh

pabouyto

TEXHUYECKYIO

JOKYMEHTAIUIO B




COOTBETCTBUH C
JEHCTBYIOIUMHU
HOPMAaTUBHBIMH U
METOTUICCKUMU
JIOKyMEHTaMU B
00J1aCTH 3aIUTHI
nHpopmaruu
OIIK-9 Cnocoben
OIIK-9.3.2 3HaTh crieuanbHbIE
MPUMEHSITh
MH(OPMAIIMOHHBIE TEXHOJIOTUHU B
TEXHOJIOTHUHI .
pohecCuOHATBLHON JesTeNIbHOCTH
MOJTy4eHUs,
OIIK-9.V.1 ymeTbh NpoeKTUPOBATh MOJIEIH
HAKOIUICHUS,
JAaHHBIX, CETU M CUCTEMBI Ilepeiauul U
O6menpodeccuoHaIbHbBIE | XpAaHCHHS,
00paboTKu HHpOpMaUN
KOMIIETEHIIUU 00paboTKH,
OIIK-9.B.1 Bnanetrh HaBbIKaMU MOCTPOCHUS
MHTEPIIPETALUU U
CUCTEM YIPABIICHUS TAHHBIMH, U3BJICUCHUS
HCIIOJIH30BaAHUS
uH(popMaluu 3 6a3 1aHHBIX, €€ aHAIHN3a U
uH(pOpMaIUU B XO/1€ .
. | ucronmp3oBaHus B IPO(HeCCUOHATLHOM
poQeCCHOHAIBHON
JeSTeNIbHOCTH
JIESITEIbHOCTH

2. Mecro nucuuminHbl B cTpykType OI1
Jucnurnuna MokeT 6a3upoBaThCsl Ha 3HAHUSX, pPaHEee MPUOOPETEHHBIX 00YYaIOITUMUCS

IIPU U3YYECHHUH CIIEYIOUIUX TUCLIUIUINH:

— JluckpeTHas MaTeMaTUKa

— ®usnka

— MaremaTtrueckne 0CHOBbI 00pabOTKH MHPOpMALUU

— Teopus unpopmanun

— Texnuueckas 3amuTa HHGOpMaLUK

— OcHoBbI HH(OPMAIIMOHHOH 0€301MacCHOCTH

— 3ammura KOMIBIOTEPHBIX CETEN

— Pacnpenenennbie nH(GOPMALMOHHBIE CUCTEMBI
3HaHMs, TIOJIyYEHHBIE @IpUM M3YYEHUM Marepuaja JaHHOM JHCLUUIUIMHBI, HMMEIOT Kak
CaMOCTOSITENIbHOE 3HAUYE€HUE, TAK U UCIIOJIb3YIOTCS MTPU U3YUEHUH IPYTUX AUCLUILINH:

— Hay4yHo-TeXHHYECKUI cEeMUHAp

— TexHoa0ruM 3aUIIEHHOT0 JOKYMEHTO000pOoTa

— HudopmannonHo-aHanuTuyeckoe odbecrnedeHre mpaBooXpaHUTENIbHOM 1eATeNbHOCTH
— VYmnpasneHnue HHHOPMAIIMOHHON 0€30MaCHOCTHIO

— KommnerotepHas skcnepTusa

— TexHOJ0ruM 3alIUThI AIEKTPOHHBIX IIaTexen

— 3amuTa 6aHKOBCKOW MHGOpMaUu
— TexHONIOruM 3alUIIEHHOTO TOKYMEHTO000poTa

3. O0beM U TPYJI0EeMKOCTb JUCIUTUIUHBI
Jlanable 00 0o0meM oO0beMe TUCIUIUIMHBI, TPYJOEMKOCTH OTAENbHBIX BHUJIOB yueOHOMU
paboThI 1O TUCIUILIMHE (M paclpeielieHue 3TOH TPYA0EMKOCTH 110 CeMecTpaMm) MpeACTaBICHbI B
Tabymue 2.

Tabmuna 2 — O6beM U TPYIOEMKOCTh TUCIUIIITMHbI

TpynoeMKocTh 1Mo

Bu eOHOI1 PabOoTHI Bcero
v p cemMecTpam




Neo§

1 2 3

Oowan mpyooemKocma OuUCUUNIUHDL, 3/ 108 3/ 108
3E/ (4ac)
U3 Hux uacoe npaKmuyecKkoi no020moeKu
AyoumopHhuie 3anamus, BCETO 4ac. 34 34
B TOM YHCJIE:

nexuun (JI), (gac) 17 17

npaktuyeckue/cemunapckue 3aastus  (113),

(gac)

naboparopusie padbots (JIP), (dac) 17 17

KypcoBoii mpoekT (padota) (KII, KP), (uac)

9K3aMeH, (Jac)

Camocmoamenvnan paboma, Bcero (4ac) 74 74
Buo npomesxcymounoi ammecmayuu: 3auer,

madd. 3ager, sk3amen (3auer, Judd. 3au, | 3auer 3auer
DK3.*%*)

EX3

IIpumedanue: xaHaUAATCKHI SK3aMeH

4. ConepxaHue JUCITUTUTHHBI
4.1. Pacnpeznenenue Tpy10€MKOCTH JTUCHUILIMHEI 110 pa3eiaM U BUAaM 3aHATHMN.
Pa3nensbl, TeMbl AUCHUIIIMHBL U UX TPYAOEMKOCTh MPUBEIEHBI B TabmuIe 3.

Tabnuna 3 — Paznesnbl, TeMbl TUCIMILINHBI, UX TPYAOEMKOCTh

Paznesbl, TeMbl JUCIIUITITUHBI Jlexunn | 113 (C3)) - JIP KII CPC
’ (dac) (dac) (qac) (qac) (qac)
Cemectp 8
Pasnen 1. MupopMalimoHHbIE PECYpChl M yTPO3bI 2 2 10
KOH(UACHIIMATBHON MH(OPMAITUU
Paznen 2. 3ammra koHpHUIEHITATEHOW HHOPMAITHH 3 3 10
Paznen 3. Texnonorus 06paboTku 4 4 10
KOH(UJICHIIUAIBHBIX JJOKYMEHTOB
Pasnen 4. 3amura nadopmalim Ha 4 4 20
aBTOMATH3UPOBAHHBIX pa0OYNX MeCTax
Paznen 5. 3amuTa 351€KTPOHHOTO JOKYyMEHTO000pOoTa 4 4 24
HUroro B cemectpe: 17 17 74
Hroro 17 0 17 0 74

IIpakTnueckass MOATOTOBKA 3aKJIIOYaeTCs B  HENOCPEICTBEHHOM  BBIIOJHEHUU
oOy4JarlolMMHUCS  OMNpEeNeJIeHHbIX  TPYAOBBIX  (YHKIMH,  CBSI3aHHBIX ¢  Oyayulei
npodeCcCHOHATIBHOMN 1S TeTbHOCTBIO.

4.2. CopneprxaHue pa3/ieioB U TeM JICKIIMOHHBIX 3aHITHH.
ConeprkaHue pa3/ieloB U TeM JIEKLIMOHHBIX 3aHATHI MPUBEICHO B TabnuIe 4.

Ta6m/1ua 4 — COI[C PKaHUC pa3[ICJIOB U TCM JICKIHMOHHOI'O NUKJIA

Howmep paznena Haspanue u conepxanue pas3iesioB U TEM JICKIIMOHHBIX 3aHATHI
1 Pazoen 1. Hughopmayuonnuvie pecypcol u yzpo3vt KOHuoeHuuaibHou
uHpopmayuu

[Ipeamer, menu, 3a1a4m U coiep>kaHue Kypca B IIEJIOM, €r0 POJIh M MECTO B
TTOATOTOBKE CIEITUAIKCTOB 110 3armuTe nHGopmarmiu. OCHOBHBIC TTOHATHS B




o0acTu 3ammThEl 1 00pabOTKN KOH(UICHIIMATBHBIX JOKYMEHTOB. [Ipeanockutku u
HaTpaBJICHUs COBEPIICHCTBOBAHMUS TEXHOJIOTUH 3allIUTHl 1 00PadOTKH
KOH(UICHIIUATBHBIX JJOKYMEHTOB B YCJIOBHSAX Pa3BUTHS HAYYHO-TEXHUYECKOTO
mporpecca v PoIHOYHBIX SKOHOMHYECKHX OTHOIEHHH. O030p H3ydaeMbIX
HCTOYHUKOB U JINTEPATYPhL. 3aKOHOIATCIHHBIC AKTHI.

HopmatuBHbIe TOKyMeHThI. HCTPYKIIMU, METOIMUECKHE YKAa3aHUs M TIPABUIIA.
O6s13aTenpHas U AOTIOIHUTEIbHASL HAyYHAas U yueOHas JIUTepaTypa.
[epuoanueckue nznanus. OpraHu3anus MOMCKa UCTOUHUKOB U JTUTEPATYPHI B
Hay4YHBIX OMOIMoTEeKax M MH()OPMAIMOHHBIX IIEHTpax.

[IpsmMbie U KOCBEHHBIE NCTOYHUKH HHpopMannu. Hocurenn npuzHakoBoi
uHpopmanun. [lonstue nokymenta. OCHOBHBIE TIOKa3aTeNIM HCTOYHHUKA
nHpopMaIun: THHOPMATHBHOCTE U HAIC)KHOCTB.

Knaccudukarmms nahopManoHHBIX pecypcoB npeanpustus. MabopmamonHbe
peCypCHI OTKPBITBIE M OTpaHHYEHHOTO AocTyna. Hakonurenn nHGpOpMamoOHHBIX
pecypcoB. JlokyMeHTaIus Kak ICTOYHUK HH(OpMAIMK OrpaHHYCHHOTO JOCTYIIA.
[onsTre KOHPUACHIINATEHOTO TOKyMeHTo000poTa. LleHHoCTs MHpOpMamy.
Texuuyeckas u JaeoBas HHGOpPMAIIHSL.

Knaccudukanms yrpo3. YTpo3sl COXpaHHOCTH, IIETOCTHOCTH H
KOH(PUICHIIMATEHOCTH HHPOPMAITMOHHBIX PECYPCOB OTPAaHHYCHHOTO JIOCTYIIA.
Kanaisr HCCAHKIMOHUPOBAHHOI'O JOCTYIIA: OpraHU3allMOHHBLIC U TCXHUYCCKHC.

Pazoen 2. 3awmyuma konguoenyuanvhoii ungopmayuu

Crioco0B! HECAaHKITMOHMPOBAHHOTO JIOCTYIA K HICTOYHUKAM KOH(PHUICHITHAIEHOMN
nH(pOpMAITHH.

[TpUHIUIIBI TOCTPOCHUE CHCTEM 3alUThl KOH(MUACHIUATBHON HHDOpMaLuy.
KoMruiekcHOCTh cucTeM 3aiuThl HHGopMaIlu. OCHOBHBIC MTOJACUCTEMBI CHCTEMBI
3aIUTHL: TIPAaBOBas MOJCUCTEMA, OPTaHN3AIIMOHHAS TIOACHCTEMA, HHKEHEPHO-
TeXHUYECKas MOJACUCTEMA, IIPOrpaMMHO-aIIapaTHasl MOACUCTEMA,
KpunTorpaduyeckas mojacucTema.

[onsiTHe «1ETONPON3BOICTBOY, €TO BOSHUKHOBEHHUE U TIOCIIEIYIOIIEe CMBICIIOBOE
pasButue. [ToHATHS «TOKyMEHTAIlMOHHOE 00ECTICeUeHNE YIIPABICHUD) U
«ynpaBJicHHE JJOKyMeHTarue». Tunusaius, yaudukaiys 1 periiaMeHTarvsl
MIPOIIECCOB JOKYMEHTHPOBAHHS W OPTaHU3alMU paOOTHI C IOKyMeHTaMu. EiHast
rocynapctBeHHas cucrema aenonpousBojctsa (EI'C/I). Haznauenue u
coziepkanue ['ocy1apcTBEHHOM CUCTEMBI JIOKYMEHTAIIMOHHOTO 00ECIICUCHHMS
ynpasnenus ([CAOY). OcobeHHOCTH 1eI0NPOU3BOCTBA B
MpeIIPUHUMATENBCKIX 1 KOMMEPUYECKUX CTPYKTypax, MaJioM Ou3Hece.
Hampapnenus coBepmeHCTBOBaHUS eonpon3BoAcTBa. Kiaccudukanus THIIOB U
METOJIOB HCIIOIH30BAHUS B JEIOMPOU3BOICTBEHHBIX MPOIIECCaX OPTraHU3aIMOHHOMN
TEXHUKHU.

[onsTre u cTpykTypa 10KyMeHTOo000poTa. OCHOBOMIONAraromiee eJMHCTBO
JBHOKCHUS JJOKYMEHTOB U MH(pOpManuu. JJoKyMeHTOO00POT M «GCKU3HEHHBIN IIUKII»
nmoKyMeHTa. Pois 1 MecTo JOKyMEHTO000pOTa B TIPOIIECCEe YIPaBICHUS
OpPTraHU3AIMOHHBIMU CTPYKTYPaMH ¥ IIPOU3BOJICTBEHHBIMH ITPOIIECCAMH.
TpeOoBanus, mpeabsBIIeMbIe K JOKYMeHTO000poTy. OcobeHHOCTH
ABTOMATHU3UPOBAHHOTO 0€30yMaKHOTO TOKyMEHTO000poTa. EAMHCTBO MPUHITUTIOB
Y HaNpaBJICHUN ABIKEHUS TPAJAUIIMOHHBIX U 3JICKTPOHHBIX JOKYMEHTOB.

[onsiTHe «TOKYMEHTOIIOTOK», BHJIBI IOTOKOB M MX Ha3HaueHHe. MecTo
JIOKYMEHTOITOTOKOB B TEXHOJIOTHH (DYHKIIMOHUPOBAHHUS OPraHU3aIMOHHBIX
CTPYKTYp (YUpEeKIEHUH, (GUPM, CTPYKTYPHBIX ITOApa3eIICHU, apXUBOB, pabounx
MECT COTPYJHUKOB), aBTOMATH3HPOBAHHBIX CUCTEM U nozicucteM. CoiepkaHue
JIOKyMEHTOIIOTOKA. Ha3zHadueHne u nepapxudeckas 3aBUCUMOCTh TEXHOJIOTHIECKHIX
CTaJIui, Mpoueayp, onepanuit u nogonepaiuii. TUIOBO#M COCTaB TEXHOJIOTHYECKUX
CTaiuil BXOAHOTO (BXOJISIIETO, MOCTYITAOIIETO), BEIXOIHOTO (OTIIPABIIIEMOTO,
WCXOJISIIIEr0) ¥ BHYTPEHHETO TOKYMEHTOIIOTOKOB. VX B3aUMOCBSI3b C
MIPUMEHSAEMOM CUCTEeMOM 00paObOTKH M XpaHEeHHsI TOKyMeHToB. Ha3zHauenue u
METOJIUKA AJITOPUTMH3AINY TEXHOJIOTUU IOKYMEHTOMOTOKA. [Ipodmembl
LEHTPpaIN3aINK U ACTIICHTPAIN3AINH ITpolecca 00pabOTKU XpaHEeHUs JOKYMEHTOB.




OpraHu3aiMoHHBIC U TEXHOJIOTMYECKUE aCTIEKTHI IPOOIEMEI.

TexHOMOTHYECKHE CHCTEMBI 3aIIUTH M 00pab0oTKH KOH(DHUICHITHATHHBIX
nokyMeHToB. OcHOBHBIE TpeOOBaHHMS, IPENbIBIIIEMbIE K 00paboTKe
KOH(MJICHIUATBHBIX JOKYMeHTOB. Kitaccuukanus TeXHOIOTHYECKIX CHCTEM
00paboTKH 1 XpaHeHHs KOH(UICHIINATHHBIX JOKYMEHTOB: TPaIUIINOHHBIC,
ABTOMATHU3UPOBAHHBIC U CMElIaHHbIe. [IpeImoChUTKH 3BOTIONUH TEXHOJIOTHYECKHX
crcteM 00pabOTKU 1 XpaHEeHUs TOKYMEHTOB. JJOKyMEHTOBeI4eCKOe 3HAUCHHUE
COBEPILEHCTBOBAHUS HOCHUTENSI HHQOPMAIMK ¥ N3MEHEHHUS] METOJI0B Pa0OTHI
YeloBeKa C IOKYMEHTOM.

Cnyx0a KOH(DUACHIIUATBHON TOKyMEHTAIMH, ()YHKITHOHAIBHBIC TPYIIIHI (Y4aCTKA
JeSITEIIBHOCTH) CITYKOBI.

Pa3zoen 3. Texnonozusa oopadomku KOHPUOEHUUATLHBIX OOKYMEHM OB

Y4er mocTynuBIINX MAKETOB U JOKyMeHTOB. Ha3zHadenue u 3aaun sTama yqera
MOCTYMHUBIIKX MaKETOB U JOKYMEHTOB. TUIIOBOI COCTaB KOMILIEKCA
TEXHOJIOTHUYECKHUX MPOLEIyp yueTa MOCTYIUBIIUX TOKYMEHTOB.

Pacmipenenenure, paccMOTpeHNE U HAIIpaBlieHHE TOKYMEHTOB Ha UCIIOTHEHHE.
Haznauenue u 3a1auu 3TarnoB pacupeeieHus], pPACCMOTPEHUS U HAIIPABJICHUS
JIOKyMEHTOB Ha HUCIIOJIHEHHE. THUIIOBOM COCTaB KOMIUIEKCA TEXHOJIOTHIECKUX
MPOLIEAYP paclpepeNeHrsI, PACCMOTPEHHSI U HapaBJIeHHs JOKYMEHTOB Ha
ncrnionHeHue. [lopsmok BEIsBIEHNS KOHPUICHITUAIBHBIX TOKYMEHTOB,
coJieprKaIuX KOMMEPUYECKYIO TalHY M MOCTYIHUBIIUX 0€3 Tprda orpaHUUCHUS
nocrtyma. Kpurepun nenecoo0pa3HOCTH IepeHoca HH(HOPMAITUH MTOCTYTHUBIIAX
OyMa)kKHBIX JJOKYMEHTOB Ha MAITUHHBIN HOCUTENb. [I[pHHIMIIEI pacipeeneHus
JIOKyMEHTOB MEXy PYKOBOJIUTEISIMHU, CTPYKTYPHBIMU HOPA3ICICHUSIMHI 1
creruanuctamu. OyHKIMOHAIBHAS PUHAJICKHOCTH TOKYMEHTHPOBAHHON
nH(pOopMaIui. Y PoBEHb KOMITETEHINH JOLKHOCTHBIX JIUIT PEIIEHIUH BOIIPOCOB,
MIOCTaBJICHHBIX B JOKyMeHTax. HaznaueHue u 3a1auu 3Tama noAroTOBKU
KOH(UICHIIUATIBHBIX JJOKYMEHTOB. THIIOBOI COCTAB KOMIUIEKCA TEXHOJOTHICCKUX
MPOLIEAYP ITOATOTOBKY KOH(PHUIEHITMAFHBIX TOKyMeHToB. [loHsTHe «rprda
KOH(MICHIINATBHOCTI WITN «Tprha orpaHndeHus AocTymnay. [Iporemxypsr
M3MEHEHUS U CHATHUS rprda KOHPUICHIIMATBHOCTH ¢ JOKyMeHTOB. Hocurenu
JOKYMEHTHUPOBaHHON KOH(PHUISHIIMATFHOW HHPOPMAIIHH.

VY4er, U3roToBleHNE U U3aHNe KOHPUICHIIMAIBHBIX JOKYMEHTOB. HasHaueHue n
3aJla4yM STarnoB opOpMIICHHUS U yueTa HOCUTEICH KOH(DUICHIINATBHON
nH(GOPMAITUH, BBIIAYN MX MCIIOJIHUTEIISIM U MpUeMa OT ucnojiHuTesneii. TunoBoi
COCTaB KOMILTEKCA TEXHOJIOTHIECKHX MPOIEyp 0hOPMIICHUS U y4eTa HOCUTENer
KoH(UICHIINATHHON NH(POPMAIINH, BBIIAYM UX UCTIOTHHUTENSIM U TIpUEMa OT
ucnonuureneid. Haznauenue v 3aa4uu 3TanoB y4ueTa, U3rOTOBIECHUS U U3JJaHUS
KOH(DMICHIINATBHBIX JJOKYMEHTOB. THIIOBOI COCTaB KOMILIEKCA TEXHOIOTUIECKIX
MPOLEAYP y4eTa KOH(PHIEHIIMATBHBIX JOKYMEHTOB. THIIOBOM COCTaB Omepariuii
MIPOTIEYPHI M3AHUS JOKYMEHTA. TeXHOIOTHS COTIACOBAHMUS, TTOAITICAHMSI,
YTBEP)KICHHSI TOKYMEHTA B TPATUITHOHHOM JIEJIONIPOU3BOJICTBE U
aBTOMATHU3MPOBAHHBIX cucTeMax 00padoTku naHubIX (ACO/). Haznauenue n
3a/1a9y dTara KOMMPOBAHUS U Pa3MHOKECHHS TOKyMEHTOB. THIIBI, 00J1aCTh 1
YCIJIOBUS IIPUMEHEHHMSI KOITUPOBAIBHON ¥ MHOKUTEIIBHOM TeXHUKH. OCOOEHHOCTH
KOIHMPOBAHUS MAITMHOYUTAEMBIX U ayTMOBU3YaIbHBIX TOKYMEHTOB.
MuxkpodunsmMupoBaHue JOKYMEHTOB. THITIOBO COCTaB OIeparyii mpoIeayphl
MTOATOTOBKHU JOKYMEHTOB K KOIIMPOBAHUIO MIIM PA3MHOXKEHHUIO. YUET TOKyMEHTOB.
TunoBoii cocTaB oneparuii mpoueypsl 0pOpMIICHUS PE3YIHTATOB KOMTUPOBAHUS
WJIU Pa3MHOKEHHUA. Y YeT U3rOTOBICHHBIX SK3EMIUISIPOB JOKYMEHTA.

TexHOoMOTHS KOHTPOJIS UCTIOTHEHUS JOKYMEHTOB U TTopydeHnid. OCHOBHBIC 3a/1a91
CHUCTEMBI CPOKOBOTO KOHTPOJIS 32 HCTIOJTHEHNUEM JIOKYMEHTOB.
[IpeaynpeauTenbHbIil KOHTPOJIb U KOHTPOJb ochHeAyomuid. TUnoBoi coctan
KOMIUIEKCA TEXHOJIOTUIECKHX TPOIIETyp KOHTPOJIS.

[opsmox paboTs! mepcoHana ¢ KOHGUASHIIUATLHBIME JOKYMEHTAMH U
Matepuaidamu. HazHadeHue u 3a1aun Tama 00paboTka U3IaHHBIX TIOKYMEHTOB.
TunoBo# cOCTaB KOMITIEKCA TEXHOJIOTHYECKUX MPOIenyp 00pabOTKH H3IaHHBIX




JOKyMeHTOB. Ha3zHaueHue ¥ 3a/1auvl CTaJIuM COCTABJICHUS U BEICHUS
HOMEHKJIATypHI Jiell. MeToInKa COCTaBIeHU HOMEHKIIATYPHI IeTT: H3yUeHHe
cocTaBa JOKYMEHTOB, pa3pa0doTKa Ki1acCH()UKAMOHHON CXeMbl HOMEHKIIATYPBI,
(hopMynupoBaHHE 3aT0JIOBKOB A€ U UX CHCTEMAaTH3alllsl, HHACKCUPOBaHHE A€,
oTIpesieTIeHrne CPOKOB XpaHeHus aen. [IpaBuna ¢hopMymupoBaHUs 3ar0JIOBKOB JIET.
[lepeuens TOKyMEHTOB C yKa3aHHEM CPOKOB WX XpaHeHUs. HazHauenne nepeyns.
TunoBelie 1 BeJOMCTBEHHbBIE iepeuHn. CTPpyKTypa MmepeuHeil v Mops oK Ux
MPUMEHEHUsS. ABTOMAaTH3UPOBAaHHBIE METO/IBI COCTABIICHUS HOMEHKJIATYPHI JIEI.
OcoOeHHOCTH COCTaBIIEHUS] HOMEHKIATYPHI JIEN 1T KOH(PUISHIINATbHBIX
JIOKYMEHTOB Pa3JIMYHOrO TUIA U YPOBHS KOH(pUACHIIMATBHOCTH. OdopMiIcHIE
HOMEHKJIATyphl ]I, €€ COTJIaCOBaHME U yTBEpKJAeHHe. TUIoBOi cocTaB onepanui
MIPOLIEAYPHI BEACHHUS U 3aKPHITHSI HOMEHKJIATYPHI Jell.

Opranuzamys xpaHeHus: KOHPHIEHITNATBFHBIX TOKyMEeHTOB. HazHauenne u 3agadu
cTanuu (GOPMHUPOBAHUS U OTIEPATHBHOTO XpaHeHus aei. [lonsatue «popmupoBanue
nemy». LleaTpanu3oBaHHOE U ACTIEHTPATN30BAaHHOE ()OPMHUPOBAHNE U XPAHECHHUE JIEI.
EnuHCTBO perucTpaliliOHHOrO HHIEKCA U MECTa XPAaHEHUS JOKYMEHTa. TUIOBOM
COCTaB onepanuii npoueayps GopMUPOBaHHUS Aei. 3aBeACHUE eI TIOCTOSHHOTO U
BPEMEHHOT'O CPOKOB XpaHEHUs, 0(opMIIeHHE 00JIOKKH Jiena. TpeboBanus,
MIpeIbSBIsEMbIE K TPYIITUPOBKE JOKYMEHTOB B Jiefia. TeXHOIOTHIECKHE OTepallii
rpynnupoBkd. OcobeHHOCTH GOPMUPOBAHUS TUUHBIX Aei. JloNOTHUTEILHBIE
TpeOOBaHUI K (POPMHUPOBAHMIO B JIe)Ia KOH(PHUICHIIMAIBHBIX JOKYMEHTOR.
Hywmepanus nuctos.

3anoJIHEHUE OMUCH TOKYMEHTOB Jieaa. COCTaBIICHHUE 3aBEPUTEIBLHON HAIIUCH.
[IpommBka 1 oneyarsiBanue aena. OpopmiieHHE KapTOYKH yueTa BbIIAuu JIea.
TunoBoil coctaB onepaunii npouenypsl XxpaneHus Aein. [IpaBuna xpaHneHus
JOKYMEHTOB, BBIJIa4H U TIpHeMa JIel, U3bATHE IOKYMEHTOB U3 Jena. HazHauenue u
COCTaB JIOKYMEHTOB U JI€J BBIIECIEHHOr0 XpaHeHus. DOpMbl yueTa U COAEPKaHus
pETUCTPUPYEMBIX CBEJAEHUMN. TEXHOIOrHYECKHE Olepallii NePeBoia TOKYMEHTOB 1
JIeJT Ha BBIZeNleHHOe XpaHeHne. OCOOCHHOCTH TPYIIITAPOBKH, yUeTa U XpaHEHUs
MAallMHOYUTACMBbIX, ay/JTUOBU3YAJIbHBIX, KOHCTPYKTOPCKO-TEXHOJIOTHICCKUX 1
Hay4YHO-TEXHUYECKHUX JOKYyMEHTOB. OCOOEHHOCTH TPYNITUPOBKH, yueTa U
XpaHEHUs IOKyMEHTOB JTUTUIOMATHUECKON CITYKObI, Cy/IeOHBIX, CIIeICTBEHHBIX,
HAJIOTOBBIX, TAMOXKEHHBIX M MHBIX TOCYJIapCTBEHHBIX OpraHoB. HazHaueHue u
3a7a4M CTaJUM NOATOTOBKU U Mepenauu e B apxuB. [Ipoiuienypa skcnepTusbl
IHEHHOCTU JOKYMCHTOB. ITonsarue «OKCIIEPTHU3a ICHHOCTHU JOKYMCHTOB», €€ 3a1a4u,
MIPUHIIUIIEL ¥ KpUTepuH. TpedoBaHus, IpeabsBIsIeMble K dKkcriepTu3e. OpraHu3arus
MMPOBECACHUS SKCIICPTU3BI HEHHOCTH JOKYMCHTOB. 33}13‘-11/1, q)YHKHI/II/I, COCTaB U
MOPSIIOK pabOThI IKCIEPTHOW KOMUCCHU. DTarlbl IPOBEICHUS KCIIEPTU3BI
[IEHHOCTH JIOKyMEHTOB. THIIOBOH COCTaB OIepalyii KaXkI0ro dTarna.
JlomoHuTENEHBIE TPEOOBAHUS K MTPOBEICHHUIO SKCIIEPTU3HI IICHHOCTH
KOH(PUICHIINATEHBIX JOKYMEHTOB. OhopMIIeHHE PEe3yTbTaTOB IKCIISPTH3BL.
Oco0eHHOCTH 3KCTIEPTH3BI IICHHOCTH MallTMHOYUTAEMbIX, 8y THOBU3yaIbHBIX,
KOHCTPYKTOPCKO-TEXHOJIOTUYECKUX U HAYYHO-TEXHHYECKUX JOKYMEHTOB.
Haznauenwne u Bun! onmceit aen. Ilopsmok cocTaBieHus onucH, ee 0hopMIICHHE,
COTJIACOBaHME M YTBEP)KIACHHE. THIIOBOM cOCTaB omepanuii mporeaypbl
MTOATOTOBKY JIeT K Tepe/iaue B apXuB. THIIOBOM COCTaB OMepallfii MpoIeaypbl
nepeaadyun A€ B apxXuB. Haznauenue u 3aaa4u CTau YHUUTOXKCHHUA JOKYMCHTOB 1
Hocureneit napopmarmn. [Iporeaypa or6opa T0KyMEHTOB U HOCHUTENEH
nH(pOopMaIuu Ul yHIYTOKeHUs. OpraHu3amus U mopsok otoopa. Tumosoit
coctas onepauuii. Opopmienue pe3yabratoB oToopa. [lopsnok cocraBneHus u
O(l)OpM.HeHI/ISI aKTa K YHHUYTOXCHUIO TOKYMEHTOB, HEC IMOJICKAIINX XPaHCHUIO.
TpeOoBaHMs 1O BKJIFOUEHUIO B aKT JJOKYMEHTOB, €]l M1 HOCUTENEH nH(opMaIuu.
[MoaroroBKka K yHUYTOXKECHUIO OyMaXKHBIX, MAIITMHOYNTACMBIX, Ay TUOBH3YAIbHBIX,
KOHCTPYKTOPCKO-TEXHOJIOTUYECKUX U HAYYHO-TEXHHUYECKHUX TOKYMEHTOB.
[Iponiemypa yHUYTOXKEHUS JOKYMEHTOB U HocHuTelel nHbopmanmu. TpeboBaHus K
MPOLECCY YHUUTOKEHHS JOKYMEHTOB B COOTBETCTBUH CO CTETICHBIO HX
KoH(puAeHIHATEHOCTH. CIIOCOOBI M COCTAB TEXHOJOTHIECKHUX OTIepaItnii




YHUYTOKEHHS JOKYMEHTOB Ha Pa3MYHBIX HOcuTensix nHdopmanuu. [lopsaok
BHECEHUSI OTMETOK 00 YHHYTOKEHUH JOKYMEHTOB M HOCUTENEeH nHPOpMaIiy B
yueTHble (opMbl. CpeicTBa OPraHU3aMOHHON TEXHUKH, UCTIOJIb3YEeMbIE MTPU
BBIMOJIHEHUH TIpoleayphl. OpraHu3anus XpaHeHus! KOHQUICHINATBHBIX
IOKyMeHTOB. OCHOBHBIE IIPAaBMIIA XPAHEHHSI KOH(PHUICHIIMATBHBIX JOKYMEHTOB.
CBepka HaIM4Ks KOHQUAECHIINATIBHBIX TOKYMEHTOB. OCHOBHBIC 3a/1a41 ¥ KOMILJIEKC
TEXHOJIOTHYECKUX MPOLEAYP CBEPKH HATUYHS JOKYMEHTOB C IpuoM
KOH(UICHIUANEHOCTH. THITOBas HHCTPYKIHSI 10 00ECTIEYSHUIO COXPAaHHOCTH
KOH(UICHINAIBHBIX JOKYMEHTOB. TeKkyIasi mpoBepKa HaJIM4uus JOKYMEHTOB, A€
u Hocurened napopmanuu. Ee nenu, cocraB mpoBepsieMbIX JOKYMEHTOB.
Odopmnenune pe3ynbrata npoBepku. KBapransHast U rooBasi IpOBEPKH HAIUYHS
JOKYMEHTOB, J1e]1 U HocuTeneil nadopmanun. Llenu npoBepok u coctas
IIpOBePsieMbIX JOKyMEHTOB. OopMiieHHE Pe3y/IbTaTOB NPOBEPOK. Exxemecsunast
MPOBEPKa HAJIMUUS 0CO00 BasKHBIX KOH(PHICHIMATBHBIX JOKyMeHTOB. Ee menn,
COCTaB IPOBEPsEMbIX JOKyMeHTOB. Odopmienue pesynbrara nposepku. [Iposepka
HaJINYMS TOKYMEHTOB, [IeJl U HOCUTeNed HH(pOpMaIuy IpH YBOJIbHEHUH
corpynuuka. Ee nenn u opopmiienue pesynbrara npoBepku. [lopsmok nprema ot
YBOJIBHSIOIIETOCS JJOKYMEHTOB, JIe] U HocuTenel napopmarmu. OpopmiieHne
pesynbraTa npuema. [IpoBepka Hammums 1 coxpaHHocTH 0a3 maHHeIX B OBM. Llenn
MIPOBEPKHU U MOPSIOK ee mpoBeaenus. OdopmiieHue pesynbrara IpOBEPKH.
IIpennocbulky HEPETIIAMEHTUPOBAHHBIX IIPOBEPOK HAIMYUS JOKYMEHTOB, €N U
HocuTenel napopmarnuu. Lleau mpoBepky, cOCTaB IPOBEPSIEMBIX JOKYMEHTOB U
oopmieHne pe3ynpTaTa NPOBEPKH.

Pazoen 4. 3awmquma ungopmayuu Ha A6MOMAMUIUPOCAHHBIX PAOOUUX MECHAX
ABTOMaTH3MPOBaHHEIE paboure MecTa ¥ JJoKanbHble ceTH APM. Dransl pa3sutus
AJIEKTPOHHBIX (aBTOMATHU3UPOBaHHBIX) opricoB. COCTaB M CTPYKTypa THIIOBOTO
APM. ABTomaTH3upoBaHHbIE paboyre MecTa U JoKajabHble ceTh APM kak
HanboJIee MaCCOBBII BApHAHT TEXHUYECKOT0 00ecreueHUsI aBTOMAaTH3UPOBAHHBIX
cucreM 06pabotku gaHHbIX (ACO/). [IpuHiuns! nHGOPMALMOHHON B3aUMOCBSI3U
APM pykoBoauTenel 1 CHELUAIMCTOB YUPEKICHUS, COTPYIHUKOB CITY>KOBI
nokyMeHTaru. CynHOCTb, MPEUMYIIIECTBA U HEIOCTATKH CMEIIaHHON
TEXHOJIOTHYECKON cucTeMbl 00pabOTKU U XpaHEeHUs TOKyMeHTOB. IIpuunHsl ee
LIMPOKOTO UCHONb30BaHusA. CTPYKTypa CUCTEMBI, IPUHIIUIIBI €€ B3aUMOCBSI3HU C
JIOKyMEHTOOOOPOTOM.

Knaccudukanus coBpeMEHHBIX CHCTEM YIpaBJIeHHsI 0a3aMu JaHHBIX. DBOJFOIIHS
CYB/. OcHoBHbIE (H)yHKIUH CUCTEM YIIpaBiIeHUs 0a3aMu JaHHBIX. Tumnosas
opraHusanys 1 odecreyenne nHHOPMaINOHHON 0€30MaCHOCTH COBPEMEHHBIX
CYB/. Jlornueckas opranuzanus coBpeMeHHbIX CYB/[. OcHOBHBIE TPOTpaMMHO-
TEXHUYECKHe Mepbl obecnieueHrs: HH(POpMaIMOHHOM Oe30acHOCTH:
ayTeHTU(UKAIMA U UICHTUYHOCTD, yIIPABICHNUE IOCTYTIOM, TOAJIEPKKA
LIEJIOCTHOCTH, ITPOTOKOJIMPOBAHNE U ayAuT. JIoKanpHas aBTOMATH3aINS OTIAEIbHBIX
JEJIOTIPON3BOICTBEHHBIX ONEpaIliii y4eTa JOKYMEHTOB 1 CIIPAaBOYHON padOTHI,
MOKCKa JOKYMEHTOB, KOHTPOJISI UCTIOJTHEHHS, COCTaBJICHUS JOKYMEHTOB,
(hopMupoBaHusT HOMEHKJIATYpHhI Jien. KoMIulekcHas aBTOMaTU3MPOBaHHAs CHCTEMA
00paboTKH TOKyMeHTOB. PYHKIIMOHAIFHBIE BO3MOKHOCTH CHCTEMBL. Ee
TEXHOJIOTHYECKAas B3aUMOCBS3b C IOKYMEHT0000poToM. DyHKIIMOHAIbHAS
CTPYKTypa U BHEMALIMHHO-MH(POPMAIIMOHHO-JOKYMEHTAIlIHOHHOE 00eCTIeYeHnEe
CHCTEMBbl. ABTOMATH3AIINS JIOKYMEHTAITMOHHOTO 00eCTICUeHHs YITPaBIICHNSI.
Tunosas crpykTypa 3axa4 B 61okax ACO/. brok 1oKkyMeHTHpOBaHUS
nHpopmanun. biok 00paboTku 1 XpaHEeHHS JOKYMEHTOB H (MJIM) CBEICHHUI O
JOKyMEHTaxX. biiok npaBoBoii 1 HHPOPMAIIMOHHON TOIICPIKKH PElIaeMbIX 33724 1
BBITIOTHAEMBIX (QyHKITMI. BapuaHThl TEXHOJIOTHH BBOJA NCXOJHBIX CBEIEHHM O
nokymenTax B 0a3y ganueix ACO/l. CocraB onepauuii. [Ipenmyiiectsa BBoAa B
0a3y 1aHHBIX TEKCTOB YHU(UIIMPOBAHHBIX OYMaXKHBIX JOKyMEHTOB. [lopsaok
XpaHeHus OyMakHbIX JJOKYMEHTOB IIpU AajbHEHIEM UCII0Ib30BAHUM UX
AIIEKTPOHHBIX KO (3IEKTPOHHBIX JOKYMEHTOB).

TunoBas opranu3zanus U obecneueHre HHGOpPMaIMOHHON Oe30MacCHOCTH




coBpemeHHbIX CYB/I. TumnoBoii cocras onepauuii npoueaypsl GOpMHPOBAHUS
CIPaBOYHO-UH(GOPMALMOHHOIO OaHKa TaHHBIX 10 JOKyMeHTaM. DyHKIIMOHAIbHbIE
BO3MOXXHOCTH aBTOMAaTHU3UPOBAHHOTO CIPAaBOYHO-UH(POPMALIMOHHOTO OaHKa
nanHbrx ACO/]. CocraB BeIX0IHOM WH(OPMAIIMH B 3aIIPOCHOM U 0€33aIIPOCHOM
pexxumax. OpraHu3alioHHOE U HH(POPMALIMOHHOE COOTHOIIEHHE LICHTPAIbHOMN 1
JIOKaJIbHBIX 0a3 AaHHBIX. BHEMaIIMHHAs TEXHOJIOTHUA aKTyalu3aliy
aBTOMATH3MPOBAHHOTO OaHKa JaHHBIX. ABTOMAaTU3UPOBAHHOE PEUICHUE 3a1a4
MPaBOBOH ¥ MHPOPMALTUOHHOHN MONJCPKKA IPUHIUMAEMBIX PEIICHHUH.
[IpenmymiecTBa nepegay CoEMUANNCTAM 3JIEKTPOHHOI'O TOKYMEHTA B JIOKAJIbHYIO
6a3y nanubix APM. Tlopsaok nepeMenienns: MalInHOYUTAEMBIX JOKYMEHTOB B
BBIUHCIUTENHHOM IIeHTpe. CoCcTaB y4eTHBIX onepauuil. TumoBoi coctaB onepanni
MPOLEIyPbl KOPPEKTUPOBAHUS CIIPAaBOYHO-MH()OPMAIIMOHHOIO OaHKa AAHHBIX I10
JOKYMEHTaM B PE3YJIbTaTe UX PAaCCMOTPEHHUS U NIEPEAaYy Ha HCIOJIHEHHE.

5 Pa3zoen 5. 3auwguma 3nekmponnozo 0oKymenmoodopoma

Cpenctsa 3amuthl COJl. Yrpo3sl AJsl CUCTEMBI IIEKTPOHHOTO JOKYMEHTOO0O0POTA.
Obecrieuerne COXpaHHOCTH TOKyMeHTOB. O0ecrieueHre 0€30macHOTO TOCTYIIA.
Pasrpannuenus npas nons3oBareds. [IpaBuna pasrpannyenus nocryna. CyObeKThl
noctyna. O6bexTsl noctyna. Ilopsaok u ycnosus gocryna. IlpaBa cyobexToB
nocryma. [lpaBa agmuancTpaTopa. [IpaBa monp3oBarens. O0s3aHHOCTH CYOBEKTOB
nocryma. llepedenp 3anpeneHHbIX JeHCTBHM pH padoTe ¢ KOHPHUIESHITNATEHO
nHpopmanuen A cyorekToB noctyna. Konpunennuansnocts. ObecneueHme
NOAJIMHHOCTH TOKYMEHTOB. [IpoTOoKOMMpOBaHuE NEUCTBUIN MOJIb30BATEICH.
3akoHogarenbpHOe perynupoBanne. OTBETCTBEHHOCTh CyObEKTOB JOCTYHA.

4.3. Ilpaktuyeckue (CeMUHAPCKUE) 3aHATHUS
TeMmbl MpakTUUECKUX 3aHATHI U UX TPYAOEMKOCTb IPUBECHBI B TAOIUIIE 5.

Tabmuna 5 — [IpakTuueckue 3aHsATHS U UX TPYJOEMKOCTh

3 aux Ne
Ne | Tems! npaktuyeckux | POpMBI MPAKTUYECKUX | TPYIOEMKOCTh, |MPAaKTHUYECKOH |pasmierna
/1 3aHATHI 3aHATHI (dac) MMOATOTOBKH, | AUCIIHAIL

(gac) JIMHBI

VY4eOHBIM MJIaHOM HE IPEAYCMOTPEHO

| |

Bcero

4.4. JlabopaTtopHble 3aHATUS
Tembl 1a00paTOPHBIX 3aHATHH U UX TPYJOEMKOCTb IPUBEICHBI B TaOIUIIE 6.

Tabmuna 6 — JlaboparopHble 3aHATHS U UX TPYJOEMKOCTh

No Tpynoe Ne

HaumenoBanue nabopaTtopHbIx paboT MKOCTb, (4ac) paszena
/i ’ JUCITUTUTHHBI
Cemectp 8
[Ipuem, nepBuunas o0paboTKa, MpeIBapUTEIILHOE 2 1

paccMOTpPEHHE U paclpe/ieNIEHUEe MOCTYMUBIINX
KOH(DMICHIINATEHBIX JJOKYMEHTOB.

TpaauLMOHHBIN yYeT MOCTYNUBIINX JOKYMEHTOB U 2 2
(bopMHpOBaHUE CLPAaBOYHO-UH(POPMALIMOHHOTO OaHKa TaHHBIX
110 JJOKYMEHTAaM.

ABTOMAaTH3MPOBAHHBIN YUIET MOCTYIMUBIINX JOKYMEHTOB U 2 3
(hopMupoBaHUE CIPaBOYHO-UH(POPMAIIIOHHOTO OaHKa JaHHBIX
0 JJOKYMEHTAaM.

OdopmiieHre 1 yueT HocuTeNe KOHPHICHINATLHON 2 3




I/IH(l)OpMaI_II/II/I. H3rorosieHue KOH(l)I/I,Z[CHLII/IaJ'ILHLIX JAOKYMCHTOB.

TexHn4yeckue cpencTsa 3aluThl OT YTEUKH WHGOPMAIIHH TT0 2
MPOBOJHBIM JTUHUAM. KOHTPOIH HCTIOMHEHUS
KOH(pMJICHIIUATIBHBIX JOKYMeHTOB. KonupoBanue u
pa3MHOKEHHE TOKYMEHTOB.

Y4eT moAroToBICHHBIX (M3MaHHBIX ) KOH(DHICHIINATHHBIX 2
JIOKYMEHTOB. VIHBEHTapHBIN y4eT JOKYMEHTOB U U3JaHH.
OKCcreuIMoHHas 00pa0d0oTKa OTIIPABIIIEMBIX JIOKYMEHTOB. 2

Howmenxmarypa nen. @opmupoBanne u ohopMIeHHe Aedl.
YHUUTOXKEHUE TOKYMEHTOB, JIeJI U HOCUTelNeH nHpopmanuu.
[ToaroToBka gen k nepegayde B BEIOMCTBEHHBIN apXuB.

KoMmriekToBanme BEIOMCTBEHHOTO apX1Ba, KIIACCU(MUKAITHIS 1 3
yuaet aen. OpraHn3anys UCTIOIb30BAHHUA APXUBHBIX TOKYMEHTOB
u obecnieueHus ux coxpanHoctu. [IpoBepka Hamnyust
JIOKYMEHTOB JIeJI U HOCUTEJIeH nH(OpMaInu.

Bcero: | 17

4.5. KypcoBoe nmpoeKTHpOBaHKE/ BBITIOJHEHUE KyPCOBOU PabOTHI
Y4eOHBIM MJIaHOM HE MPEayCMOTPEHO

4.6. CamocrosrenbHas padoTa 00yJaronuxcs
Busiel caMocTosITeNIbHOM pabOThI U €€ TPYAOSMKOCTh ITPUBEICHBI B TaOIHUIE 7.

Tabmuna 7 — Bunbl caMmocTosTenbHONU pabOThI M €€ TPYAOEMKOCTh

. Bcero, | Cemectp 8,
Bua camocrositensHOM paboThI
qac qac
1 2 3
W3ydeHne TeopeTHuecKoro MmaTepuania
50 50
qucturaHbl (TO)
Kypcosoe npoektupoBanue (KII, KP)
Pacuerno-rpadpuueckue 3ananus (PI'3)
Beinonnenue pedepara (P)
IToaroToBKa K TEKYIIEMY KOHTPOJIIO 10 10
ycneBaemoctu (TKVY)
Homamaee 3amganne (/13)
Kontposbuble paboTsl 3a04HrkoB (KP3)
IToaroroBka K MpoMeXyTOYHOU
14 14
atrectrauuu (ITA)
Bcero: 74 74

5. Ilepedyenn yueOHO-METOIUYECKOTO 0OECTICUCHUS
JUIS CAMOCTOSITENIbHON PaboThl 00yYaroImuXcs MO JUCHUIUTHHE (MOJTYJIIO)
Y4eOHO-MeTOAMYECKE MaTepHalbl Il CaMOCTOSITEIbHON padoThl 00yJaromMXCsl yKa3aHbl B
. 7-11.

6. IlepeueHb MEYaTHBIX U ANEKTPOHHBIX YUEOHBIX U3TaHUN
[lepedyeHb MEYaTHBIX U SJCKTPOHHBIX YIEOHBIX M3IaHUH MPUBEIEH B Ta0IHUIE 8.
Ta6mmia 8— IlepeueHp MeYaTHBIX W AIEKTPOHHBIX YYCOHBIX U3JaHUN

\ Iudp/ \ bubnuorpaduueckas ccpiika \ KomrdectBo




URL aapec AK3EMIUTSIPOB B
oubnmioTexe
(kpome
3IIEKTPOHHBIX
IK3EMILISPOB)
004 Nudpopmanmonnsii Menemkment [Tekcr] : ydeOnmk / H. M. | 50
74 Aopukees [u np.] ; pen. H. M. A6nukees. - M. : UHOPA-M, 2012.
-400 c.
681.3 MenbuukoB, B. I1. Hudbopmaimonnas 6e3omacHocth [Tekcr] 40
M 48 yaebHoe mocooue mist CI1O / B. I1. Mensaukos, C. A. KneiimeHoB,
A. M. Iletpakos ; pea. C. A. KieiimeHoB. - 7-¢ u3a., crep. - M. :
Axanemus, 2012. - 332 c.
004 ®denorosa, E. JI. HHbopManinoHHbIE TEXHOJIOTUH M cHCcTeMbI | 50
o 34 [Texcr] : yuebHOe mocobue / E. JI. denotoBa. - M. : ®OPYM :
NH®DPA-M, 2012. - 352 c.
355/359 OrneHka yCTOWYMBOCTH (DYHKITMOHUPOBaHUSI 00BEKTOB 3KOHOMUKH | 200
0-93 [Texkcr] : MeTomuyeckue yKka3aHUs K MPaKTHIeCKUM 3aHATHIM / C.-
IleTep6. Toc. yH-T a’spokocM. mpubopoctpoenus ; Cocr. A. B.
Martsees, 0. B. Cumarun. - CII6. : U3g-so I'VAII, 2013. - 44 c.
X Tpudonosa, Imms BuxtopoBHa. Opranuzamus o0pabotku | 60
T 69 MEPCOHANIBHBIX JAHHBIX B COOTBETCTBHUU C 3aKOHOJATENbCTBOM PD
[Texcr] : yueObHoe mocooue / HO. B. Tpudonora ; C.-IletepO. roc.
VH-T a’pokocM. ripubopoctpoenus. - CI16. : Uza-Bo ['YAIL 2013. -
99 c.
004 Momak, Hwukonma#i  Hukomaesuu  (mpod.).  3amwurmienssie | 40
M 87 UHPOTEICKOMMYHHUKAMK. AHamu3 W cuHTe3 [Tekcr]
monorpadust / H. H. Momak ; C.-Iletep6. roc. yH-T a3pOKOCM.
npubopoctpoenus. - CII6. : Mzn-o I'VAIL 2014. - 197 c.
004 Momrak,  Huxonait  Hukxomaesmu  (mpod.).  Opranuszanms | 40
M 87 0e30macHOro JocTyna K MHPOpPMaUMoOHHBIM pecypcaMm [TekcT]
yuebnoe nocodue / H. H. Momak, T. M. Tarapaukosa ; C.-Ilerep0.
roc. YH-T a’3pokocM. npubdopoctpoenus. - CI10. : M3n-so ['VAIIL,
2014.- 121 c.
004 NudopManmmoHHble CHUCTEMBI W TEXHOJOTMH B HKOHOMHUKe H | 1
ni4 ynpasiieHHH [DnekTpoHHbIA pecypc] : yueonuk / C.-Ilerep6. roc.
VH-T 9KOHOMHKH u (UHaHCOB ; pen. B. B. Tpopumos. - 3-e uzn.
niepepad. u JIo1. - DJIEKTPOH. TEKCTOBBIC AaH. - M. : IOpaiit, 2012,
X CmupHoB, A. A. Obecrieuenue nHPOPMALMOHHON 06€30MacHOCTH B | 2
C50 yCIOBHUSX BUpTyanu3anuu odbuiectsa : OnbiT EBponeiickoro Corosa
[Texcr] / A. A. CmuphoB. - M. : IOHUTHU-JTAHA : 3akon u
mpaso, 2012. - 159 c.
004(075) ActaxoBa, A. B. WudopmanuoHHBIE CHCTEMBI B 3KOHOMHKE H | 5
A 91 3amuTa HH(OpMaIuu Ha IpeaAnpuaATUsaX - yaactHukax BO/l [Tekcr]
: yueOHOe mocodue / A. B. Acraxosa. - CII6. : Tpounkuii mocr,
2014. - 216 c. : puc., Tabn. - bubauorp.: c. 210 - 214
004 MenbaukoB, B. I1. 3amura nadopmanuu [Teker] : yaeonuk / B. I1. | 10
M 48 MenbpaukoB, A. W. KynpusaoB, A. I'. Cxuptnamze ; pen. B. 11
MenbHukoB. - M. : Akagemus, 2014. - 304 c.
004 Omugep, B. I'. bezomacHocTh KOMIBIOTEpHBIX ceTed [Tekcr] 10
0-54 [yuebnoe mocodue] / B. I'. Omudep, H. A. Onudep. - M. : 'opsiuas

nuHus - Tenmekom, 2014. - 644 c.

7. TlepeueHb 3IEKTPOHHBIX 00Pa30BaTENBHBIX PECYPCOB

HH(}OPMaLIMOHHO-TEJIEKOMMYHUKAIIMOHHO ceTu «IHTepHeT»




[epeueHn AIIEKTPOHHBIX 00pa3oBaTebHBIX pecypcos UH()OpPMAIIMOHHO-
TEJICKOMMYHHKAMOHHOW ceTH «lHTepHeT», HEOOXOIMMBIX [UIi OCBOCHUS HCIHILINHBI
npuBezieH B Tabnuue 9.

Tabmuma 9 — IlepedyeHb SIEKTPOHHBIX O0pa30BATENIBHBIX PECYpcoB HH(MOpPMAIMOHHO-
TEJICKOMMYHUKAIIMOHHOU ceTh «HTepHEeT»

URL aapec HaumenoBanue
www.intuit.ru Hanmonanpasiii OTkpeiTeiid YaUBepcuTeT "MHTYUT"

8. Ilepeuenr HHPOPMALTMOHHBIX TEXHOJIOTUI
8.1. IlepeyeHp mpOrpaMMHOIO OOECHEYECHHUS, HCHOIB3YeMOTO MpPU OCYIIECTBICHUU
00pa30BaTENILHOTO MpOoIEcca 10 JUCIUIIIHHE.
[Tepeuens nCmosIb3yeMoro NporpaMMHOTO oOectieueHus npeacTasieH B Taduuie 10.

Tabmuna 10— [TepeueHs mporpaMMHOT0 00€CIICUCHIS

Ne i/t HanmenoBanue

He npenycmorpeno

8.2. [lepeuenn MH(POPMAIMOHHO-CITPABOYHBIX CUCTEM,HCII0JIb3yEMbIX npu
OCYIIECTBIICHHH 00pa30BaTeILHOTO MpoIiecca Mo AUCIHUITITHHE

[lepeyeHp WCMONB3yeMBbIX WH(POPMALMOHHO-CIIPABOYHBIX CHCTEM MPEICTABICH B
Tabymue 11.

Tabmuna 11— Ilepedyens HHPOPMATMOHHO-CIIPABOYHBIX CHCTEM

Ne i/t HaumenoBanue

He npenycmorpeno

9. MarepuanbHO-TeXHUYECKas Oa3a
CoctaB  MaTepHAIbHO-TEXHUYECKOH 0a3bl, HEOOXOMUMOW Ui  OCYIIECTBIICHUS
00pa3oBaTeNbHOTO Mpoliecca Mo AUCHUILINHE, pecTaBieH B Tabiauuel 2.

Tabmuna 12 — CoctaB MaTepHaIbHO-TEXHUYECKON 0a3bl

. Homep aynuropun
No 11/ HaumeHoBaHMe COCTaBHOM YacTH MaTepHalIbHO- (rpn
h TEXHUUYECKOH 0a3bl P
HEOOXOJMMOCTH)
1 JlexumonHast aynuropus
2 KommnbroTepHslil kitace

10. OueHouHbIe cpeACTBA ISl IPOBEICHUS TPOMEKYTOUHOUN aTTECTAIINH
10.1. CocTaB OIEHOYHBIX CPEIACTBIJIA TPOBEJACHHUS IMPOMEKYTOYHONW aTTeCTaIlluu
oOyJaronuxcs Mo AUCHUIUINHE MPUBEACH B Tadbnuie 13.
Tabmuma 13 — CocTaB OIEHOYHBIX CPEACTB Il IPOBEICHHS POMEKYTOYHOH aTTeCTaIluN

By npomexxyTo4HOM aTTecTanuu [lepedyeHp OLICHOYHBIX CPEACTB

3aueT Cnucok BOMpoCoB;
TecTsr;
3agaun.

10.2. B kayecTBe KpUTEpUEB OICHKH YPOBHSA C(HOPMUPOBAHHOCTH (OCBOCHUS)
KOMIIETEHIIMI OOYyJaloUIMMHCS TPUMEHSETCS 5-0ayulbHasi MIKajla OEHKH C(HOPMHUPOBAHHOCTH
KOMIIETEHIINI, KoTopas mpuBeaeHa B Tabuune 14. B TeueHne cemecTpa MOXKET UCIOIb30BaThCS
100-6ammpHas  mIKama ~ MOAYJIBHO-PEUTHMHTOBOM  CHCTEMBl  YHHUBEpPCUTETa,  IpaBuja




HCIIOJIB30BaHUA KOTOpOﬁ, YCTAHOBJICHBI COOTBCTCTBYIOIIUM JIOKAJIbHBIM HOPMATUBHBIM aKTOM

I'VAIL

Tabmuna 14 —Kpurepuu onieHKH ypoBHS c(pOPMHUPOBAHHOCTH KOMIETEHITHH

Or11eHKa KOMITETEHITUI

5-0ayubHas mKana

XapakTepucTrka c(hOpMUPOBAHHBIX KOMITETEHIIMIH

— oOyyaromuiicss TIyOOKO M BCECTOPOHHE YCBOWJI IPOTPAMMHBII
MaTepua;

— YBEpPEHHO, JIOTUYHO, [10CJIEI0BATEILHO U TPAMOTHO €T0 U3JIaracr;

— ONMHUpPAsCh Ha 3HAHHUS OCHOBHOM W JOMOJHUTEIBHOU IJUTEPATYypHI,

«OTIIMYHO) J
GATTCHO TECHO TMPHUBSA3BIBAET YCBOCHHBIE HAYYHbIC TTOJIOKEHHS C MPAKTUUYECKOM
JIeATEeTbHOCTBIO HAIIPABIICHUS;
— yMeno 000CHOBBIBAET U ApTYMEHTUPYET BBIJIBUTACMEBIE UM HJICH;
— JIeJIaeT BBIBOALI M 000OIICHHUS;
— CBOOOJTHO BJIQJICET CUCTEMON CITCIIMAIM3UPOBAHHBIX MIOHITHA.
— o0yyJaroluiics TBEPI0 YCBOMII MPOTPaMMHBINA MaTepuai, rpaMOTHO U
[0 CYUIECTBY H3JaraeT €ro, ONUPasCh HAa 3HAHUS OCHOBHOWU
JTUTEpaTypHI,
OO — HE JIOIYCKAET CYIIECTBEHHbBIX HETOUHOCTEN; y
GAITCHOY — YBSI3BIBAET YCBOCHHBIE 3HAHUS C MPAKTHUYECKOW JI€ATEIbHOCTHIO
HaIlpaBJICHUS,
— apryMEHTUPYET Hay4YHBbIE MTOJ0KEHHUS;
— JIeJIaeT BBIBOALI H 000OIIECHHS;
— BIIAJICET CHCTEMOM CIICIIMAIM3UPOBAHHBIX TOHITHH.
— o0Oyyarouuiicss yCBOMJI TOJBKO OCHOBHOW IPOrpaMMHBIA MaTepua,
M0 CYILIECTBY H3JaraeT €ro, ONMpasCh Ha 3HAHHUS TOJbKO OCHOBHOMU
JUTEpaTyphl;
(YTORIIETRODHTETBHOY | JIOTTYCKaeT HECYIIECTBEHHbIE OITMOKH U HETOYHOCTH; 3
GATTCHOY — UCTIBITBIBACT 3aTPYAHEHHUS B TMPAKTUYECKOM PUMEHEHWW 3HAHUM
HaIlpaBJICHUS;
— c1abo apryMeHTHPYeT HayuHbIE MTOJI0KECHHUS,
— 3aTpyAHsieTcs B (OpMyITUPOBaHUHU BBIBOJIOB M 0000IIIEHUI;
— YAaCTUYHO BJIAJICET CHCTEMOM CHEIIMATN3UPOBAHHBIX MMOHITHH.
— oOyyJaronuiicss He YCBOWJI 3HAYUTEIBHOM 4YacTH MPOrPaMMHOTO
MaTrepuana;
(HEYTIORIETRODHTEITHHO | JIOTYCKaeT  CYIIECTBEHHbIE  OIMUOKA U He.TO‘IHOCTI/I npu
PacCMOTpPEHHH MPOOJIEM B KOHKPETHOM HAINpPaBIICHUH;
«HE 3a4TEHO»

— MCTIBITBIBAET TPYIHOCTH B MPAKTHYECKOM IPUMEHEHNUN 3HAHUI;
— HEe MOXKET apryMEeHTHPOBATh HAY4YHbIE MTOJIOKECHMUS,
— He (JOpMYJIHPYET BBIBOJAOB U 0000IICHHH.

10.3. TunoBble KOHTPOJILHBIE 3a/1aHUS WM UHBIE MaTePHAIIBI.
Bomnpocsr (3agaun) ass 9K3aMeHa mpeICTaBIeHb! B Tabuie 15.

Tabnuna 15 — Bonpocs! (3agaun) 11 9K3aMeHa

K
Ne mi/mm [Tepedyens BonmpocoB (3a1av) s IK3aMeHa o
WHAWKATOpa
Y4eOHBIM IIJIAHOM HE MPEAYCMOTPEHO
Bomnpocs! (3agaun) muis 3adera / nug¢. 3auera npeacrapieHs! B Tadnuie 16.
Tabmuna 16 — Bonpocs! (3agaun) s 3adera / qudd. 3adera
Kon
Ne n/mt [Tepeuens BonpocoB (3agau) 1 3ayera / nud¢. 3auera
P P (sanas) s sasera / . saue WHAWKATOpa
1 1. AranmuTryeckas pabora B cepe 6e301macHOCTH OIlK-4.B.1

nH(pOpMaINU U CHCTEMa 3aIUTH HHPOPMAIIOHHBIX PECYpPCOB.
2. JlokyMeHTHpOBaHUE KOH(PHIEHIIMATBHON HH(OPMALIHH.

3. IcTOYHUKN HOPMATUBHOT'O PETYIUPOBAHUS
KOH(MACHIIMATBHOTO AETONPOU3BOJICTBA.




4. HanpaBnieHus obecrieueHus: 6€30macHOCTH
MH()OPMAIMOHHBIX PECYPCOB.

5. Opranu3anus KOHQUICHINATIBHOTO AEJIONPOU3BO/ICTBA.
6. Opranu3zanusi KOHQUICHIIMAIBHOTO JOKYMEHTO000POTA.
7. Opranuzanus OpUCHON AESITETLHOCTH.

8. Opranu3zanus paboThI ¢ JOKYMEHTAMH, CO/ICPKAIIMU
CITY)KEOHYIO TaliHy.

2 9. Opranu3zanus paboThI C IEPCOHATBLHBIMU JTAHHBIMH. OI1K-9.3.2
10. Ilepconan B cuctemMe KOHPHUICHIIMATHHOMN 3aIIUTHI
uHpopmanuu.

11. TIToaroroBka KOH(PUACHIHMAIBHBIX TOKYMEHTOB IS
APXMBHOTO XPAHEHUS U YHUUTOXKCHUSI.

12. TIpoBepka HATUYHS U YHHUTOKEHUE KOHPUACHIIMATLHBIX
JIOKYMEHTOB, JIeJl U HOCUTEJICH HH(POPMAIIUH.

13. TIpoBepku Hamu4Msi KOH(DUIEHITUAIBHBIX JOKYMEHTOB.
14. PaGoTa ¢ nepcoHayioM, BIaACIOITUM KOH(PHICHIIMAIbHON
uHpopManuei.

3 15. Pa3mHOXeHME KOHPUACHITUATBHBIX JOKYMEHTOB. OIIK-9.V.1
16. Pexxum xpaHeHus: KOHPUICHIIMATBHBIX JJOKYMEHTOB U
oOparleHus: ¢ HUMH.

17. CoctaBnenue HOMEHKIATYp, GopMupoBaHUE U
odopmiIeHHe KOHDUICHIIMATBHBIX JICI.

18. Texnonorust 00pabOTKU KOHPHUICHIHUATBHBIX TOKYMEHTOB.

4 19. TexHonorus 00pabOTKH MOATOTOBICHHBIX OIIK-9.B.1
KOH(HICHIIMATBHBIX JOKYMEHTOB.

20. TexHosorust 00pabOTKH MOCTYMHBIINX
KOH(UICHIIMATBHBIX JOKYMEHTOB.

21. Yuer KoH}UACHIIUATHHBIX TOKYMEHTOB.

22. ®opmupoBaHUE U XpaHEHUE KOH(PUACHIIUATBHBIX JIE.

[lepeuenp TeM I KypCOBOTO MPOEKTHUPOBAHUS/BBIIIOJHEHUS KypCOBOM pabOThI
MpeJICTaBIeHbI B Ta0nwuie 17.
Tabnuna 17 — Ilepeyens TeM Juist KypcOBOrO IPOEKTUPOBAHMSI/BBIIIOIHEHUSI KYPCOBOM pabOTHI

No 11/ [TpuMepHBIii IepedeHb TeM il KypCOBOIO MPOEKTUPOBAHUS/BBITOIHEHHS
- KypcOBOI pabOThI

Y4eOHBIM IJIAHOM HE MPEAYCMOTPEHO

Bonpocsl s npoBeneHuss NPOMEXKYTOYHOM aTTecTalMd B BHUJAE TECTUPOBAHMSA
IpeJICTaBICHBI B Ta0wmIe 18.

Tabmmma 18 — [IpumepHBIii IepedeHb BOITPOCOB TSI TECTOB

Kon

Ne n/mt ITprMepHBIii TepeueHb BOIPOCOB ISl TECTOB
WHJMKaTOpa

1. KonbuaennuanpHas nHGOpMAIIHSL.

2. Knaccudukanms u BuIsI HHPOpMALUU KOHPHUIESHIIMATHHOTO XapaKkTepa.
3. JIOKyMEHTBI, COCTaBIISOLIME TaiiHy CIEICTBUS U CyIONPOU3BOACTBA.
4. Undopmanus, cBA3aHHas ¢ IPOPECCUOHANBHOM EATeNbHOCTBIO.

5. Mudopmanusi, cBA3aHHAS ¢ KOMMEPUYECKOHN €ATEIbHOCTBIO.
Kommepueckas TaliHa ¥ TEXHOJIOTHS €€ 3alHTHI.

6. udopmanust o cylHOCTH U300pETEHUS, OJIE3HON MOAEIN WU
MIPOMBINIIJICHHOTO 00pasia (Ipon3BOICTBa HOY-Xay)

7. I'ocynapcTBeHHas TalHa.

8. Opranmzarysi paboOTHI C JOKYMEHTaMH, €€ IOKyMEHTAIMOHHOE
obecrieyeHue.

9. lMopsinok Beie3Aa 3a rpanuity Poccuiickoit deneparym, ero




JIOKYMEHTAIIMOHHOE 00ecIieyeHue.

10. OrpanuueHue Bbie3/a rpakaaH, OCBEIOMIICHHBIX B HH(POpMAIHH
OTPaHUYEHHOTO AOCTYTIA.

11. Cuctema opraHoB 3alliMThl TOCYJAPCTBEHHOM TailHBI U
KOH(UICHINAIBHON HpOpPMAITUN

12. Opranuzanuu, 3aHIMAOIINECS 3aITUTON JOKYMEHTUPOBAHHON
MHPOPMALIUU OTPAHUIEHHOTO JOCTyIa

13. Opranuzanuu, 3aHUMAIOIIHUECS, PEKUMOM CEKPETHOCTH U OXPaHOU
3IaHUN U TIOMELIEHUI

14. KaparenbHO-BOCIUTATEILHBIE MEPHI 10 3aIUTE JOKYMEHTHPOBAHHOM
nH(pOpPMaIMU OIPAaHUYEHHOTO JTOCTYIA U UX MPaBOBOE 00ECIICUCHHE.

15. YcTaB opranuzanuu, yapexaeHus.

16. JToroBop Ha BBIMOJTHEHUE PabOT.

17. TlpeacepTuduKallnOHHBII 3Tal OLEHKA TOTOBHOCTH OpraHU3allny.
18. Dran npenBapUTEIBHON OLIEHKU TOTOBHOCTH IIPOBEPSEMON
OpraHM3alMU U OLEHKU CUCTEMBI Ka4eCTBa.

19. HanpaBienus pa3BUTUS CUCTEM OLIEHKH U OJTBEPKACHUS
COOTBETCTBUSI.

20. Cpoxku npoBeicHUS padoT.

21. KorduneHmmaibHOCTh HH()OPMAIINH.

22. YcnoBus oTKa3a B cepTuUKau

23. Dran npoBeneHus cepTU(UKALMOHHON MPOBEPKH C COCTABIICHUEM aKTa
OLICHKH

24. Opranuszauuu, 3aHUMAaOIINECs], PEXUMOM CEKPETHOCTU U OXPaHOU
3IaHUN U TOMEUIeHU I

25. KaparenbHO-BOCIIMTATENbHbBIE MEPHI 10 3aAIUTE TOKYMEHTUPOBAHHOM
MH(POPMALIMU OTPAHUYCHHOTO JOCTYIA U MX MPABOBOE 0OecCIeueHHe.

[lepeueHb TeM KOHTPOJBHBIX PabOT MO MUCHUIUIMHE OOYYaIOIIUXCS 3a09HOU (hOPMBI
o0ydeHus1, Ipe/ICTaBICHbI B Ta0mie 19.

Tabmuua 19 — IlepeueHb KOHTPOJIBHBIX paboOT

No /it [TepeyeHb KOHTPOJIBHBIX PabOT

He npenycmorpeno

10.4. Meroguueckue  Marepuaibl,  ONPEACHSAIONIME  TPOIEIyphl  OLICHUBAHHS
UH/IMKATOpPOB, XapaKTEpU3YIOIIUX d3Tanmbl (HOPMUPOBAHHMS KOMIIETEHLUH, COAep)Karcs B
JOKAJIbHBIX HOpMaTuBHbIX akTax [YAIL, pernmamMeHTHpYyIOIIUX TMOPSIIOK U HPOLENypY
IPOBE/ICHUS TEKYILEro KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOUHON aTTecTaluy 00y4JaroImuXxcs
I'VAIL

1. Meroguveckue yKazaHus AJis1 00y4aHOIIMXCS 110 OCBOCHUIO TN CIUIIJINHBI

[ensiMu M3ydeHMs] TUCHUIUIMHBI «3ammra U o0paboTKa JIOKYMEHTOB OTpPaHHYEHHOTO
JIOCTYyIa» SIBIISIOTCA:

dbopMupoBaHUe NMPOPECCUOHANBHBIX HABBIKOB, CBSI3aHHBIX CO CTPYKTYPOW 3aIIMILEHHOTO
JIOKYMEHTO000pOTa, JOKYMEHTOIIOTOKAMHU, COCTABOM TEXHOJIOTMYECKHUX 3TAaroB U ONeparui 1o
MOATOTOBKE W W3JaHUI0 KOH(MUICHIIMAIBHBIX JOKYMEHTOB, Yy4YeTy KOH(MHUIECHIINATbHBIX
JOKYMEHTOB, TIOPSAKY PAcCCMOTPEHUsS] M  MCIIOJHEHHUSI JOKYMEHTOB, KOIMPOBAaHUIO U
Pa3MHOXKEHHUIO TOKYMEHTOB, KOHTPOJISI UCIIOJHEHHSI JOKYMEHTOB, COCTABJICHUIO U O(hOPMIIEHUIO
HOMEHKJIATyphl JieJ, (JOPMUPOBAHUIO M XPAHCHUIO €, COACpKAIMMUX KOH(PHUICHIHUATHHBIC
JOKYMEHTBI, = YHUYTOXXEHUIO  KOHQUACHLUUAIbHBIX  JOKYMEHTOB, IpPOBEpKE  HaJIU4us
KOH(UICHIIMATBHBIX  JOKYMEHTOB,  KOMIUICKTOBAHHIO  BEJOMCTBEHHOTO  apXWBa U




KJacCU(UKAUN XPAaHWIUIL JOKYMEHTOB, OOECIICUEHUIO COXPAaHHOCTH KOH(UICHIMATBHBIX
JOKYMEHTOB, MOPSAKY HCIONb30BaHUS KOH(PHUACHIIUAIbHBIX apXUBHBIX JOKYMEHTOB, a TakKke
OpPraHM3allMOHHBIMU, TEXHHYECKUMH W METOJMYECKHMH MpoOJieMaMH aBTOMAaTHU3alUU
JIEJIONPOU3BOJICTBEHHBIX ~ ONEpalMii, ¥ MOATOTOBKA K JIE€ATEJIIbHOCTH, CBSI3aHHOM C
AKCIUTyaTalel U 00CTyKUBAaHUEM COBPEMEHHBIX CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTa;

CO3/IaHME TMPEJCTaBICHHUs] O Oa30BBIX TEOPETUUYECKUX MOHATHSIX, JIEKAIIUX B OCHOBE
3alUThl KOH(DUICHIMAIBHOW HH(POPMAIIUY Ha 3Tanax ee co3AaHus, 00pabOTKH, UCIIOIb30BaHUS,
nepefaud M XpaHEHUs; O MecTe KOH(PHUACHLUUATBHOIO JOKYMEHTOOOOpOTa B CTPYKTYpax
rOCYJapCTBEHHOTO M HETOCYAAapCTBEHHOTrOo yrpaBiieHus, U poiau Ciyx0bl 6e30macHOCTH (MU
Cnyx0b1 KOHOUICHIMATBEHON TOKYMEHTAI[MH) MPEINPHUATHS B PEIICHUH BOIPOCOB 3aLIUTHI U
00paboTKM KOH(MUICHIMAIBHBIX JOKYMEHTOB; O HAy4YHBIX NPUHIMIAX, NPUKIATHBIX U
METOJMYECKUX aCMeKTaX OpPraHu3aliy TEXHOJIOTMU 3alUThl U 00paboTKM KOH(GUIACHIIMATBHBIX
JIOKYMEHTOB; 5

pa3BUTHE CIIOCOOHOCTEH K JIOTUYECKOMY W aJrOPUTMHUYECKOMY MBIIIJICHUIO, HABBIKOB
UCTIOJIB30BaHUSI COBPEMEHHBIX METOJIOB, TEXHOJOTHIA M CPEACTB 3alIMThl KOH(HUICHIHATHLHON
uHpopmanuu.

Mertoauyeckue yka3aHusi [JJIs1i OOy4alOIIMXCS 10 OCBOCHHI0 JIEKIIHOHHOIO
MaTepHuaJa

OcHOBHOE Ha3HA4Y€HUE JIEKIIMOHHOTO MaTepuajia — JIOTUYECKH CTPOMHOE, CHCTEMHOE,
rIyOOKoe W SCHOE U3N0KeHHEe yueOHoro marepuana. HasHaueHue COBpEMEHHOM JIEKIIMH B
paMKax JWCHUIUIMHBI HE B TOM, YTOOBI MOJYYUTh BCIO MH(POPMALHIO TIO TeME, 2 B OCBOCHHUH
dbyHIaMeHTalIbHBIX Mpo0JeM JUCHMIUIMHBL, METOJOB HAY4YHOTO IIO3HAHHWSA, HOBEHIINX
JOCTUKEHUI HayyHOUW MbIcau. B yueOHOM mporiecce JIEKIHs BBIIOJIHSAET METO/I0JIOTMYECKYIO,
OpraHHU3aIMOHHYI0 U MHPOpMaIMOHHYI0 (QyHKIUU. JIeKus packpbpiBaeT MOHATHIHBIN anmapat
KOHKpETHON oO0jacTu 3HaHUA, €€ MpoOJeMbl, JAaeT LENbHOE IPEICTaBICHUE O AUCLUIUIMHE,
MOKAa3bIBA€T B3aUMOCBS3b C APYTUMU AUCIUIUIMHAMM.

[InaHupyeMble pe3yibTaThl IPU OCBOEHUU 00YYaOUIMMCsl JIEKIIMOHHOTO MaTepuara;

— TIOJYyYEHHE COBPEMEHHBIX, LEJIOCTHBIX, B3aMMOCBA3aHHBIX 3HAaHUN, YpPOBEHb
KOTOPBIX OINPEAEIAETCS LIEIEBOM YCTAHOBKON K KayKJJOM KOHKPETHOU TEME;

— TIOJy4Yy€HHE ONbITa TBOPUYECKOMN pabOThl COBMECTHO C MPEIO/IaBATENEM;

— pa3BuTHEe NpO(ECCHOHAIBHO—JENOBBIX  KauecTB, JIIOOBM K MpeAMeTy H
CaMOCTOSITEIBHOTO TBOPYECKOI'O MBIILITICHHUS.

— TOsBJIEHUE HEOOXOAMMOI0 HHTEpEca, HEOOXOAMMOTIO AJIsi CAMOCTOSITENIbHOM paboThI;

— TIOJy4YyeHHE 3HAHUNW O COBPEMEHHOM YpPOBHE pAa3BUTHS HAyKM U TEXHUKH U O
IIPOTHO3€ UX Pa3BUTHSI HA ONMKailine rofbl;

— HaAy4YHTCS METOJUYECKHM O0padaThiBaTh MaTepuan (BBIACNATH TJIABHBIE MBICTH H
MOJIOKEHUSI, TMPUXOJUTh K KOHKPETHBIM BBIBOJAM, IMOBTOPSATH HX B  Pa3IUYHBIX
bopMynupoBKax);

— TOJIyueHHE TOYHOT'O IOHUMAaHHUs BCEX HEOOXOIUMBIX TEPMUHOB U TIOHSATHH.

JleKMOHHBI  MaTepuad MOXKET COINpPOBOXKAATHCS JIEMOHCTpALMEN  ClIaliloB U
HCIIOJIb30BAaHUEM pa3aTOYHOrO0 MaTepuaja IMpH MPOBEIEHUU KOPOTKHX JHUCKYcCUHl 00
0COOEHHOCTSX MPUMEHEHHS OTJENIbHBIX TEMATHK 10 TUCLHILIIHE.

CrpyKTypa NpeaocTaBiIeHUs JEKIMOHHOTO MaTepraa:

Paznen 1. MadopmanmoHHbIe pecypchl U YIpo3bl KOHOHUICHIIHATBHOW HHPOPMAIH

Paznen 2. 3amura koHQUACHIIMATBEHON HHPOPMALIUT

Paznen 3. Texnonorust 00pabOTKM KOH(GHUIESHIIMATBHBIX JOKYMEHTOB

Paznen 4. 3amura nHpOpPMANIMK HA AaBTOMATH3HPOBAHHBIX PA0OYUX MECTaxX
Pazgen 5. 3ammTa 371€KTPOHHOTO JOKYMEHTO000pOTa

Metoanyeckue yka3aHus s O0OyYAOIIUXCS MO MNPOXO0XKIEHUIO JA00PATOPHBIX
padot



B xopme BeImOMHEHHMS J1a0OpAaTOPHBIX paboT oOy4aromMHCs MOJDKEH YIIyOuTh U
3aKpeNUTh 3HAHMS, NMPAKTHUYECKUE HABBIKHM, OBJA/ETh COBPEMEHHOH METOAMKOW M TEXHHKOU
OKCIEPUMEHTAa B COOTBETCTBHUH C KBATU(PHUKAIMOHHONW XapaKTEPUCTHKONW OO0YyJaromerocs.
Beinonnenune 1abopaTopHbIX pabOT COCTOMT M3 SKCIIEPUMEHTAIbHO-IIPAKTUYECKOM, pacyeTHo-
AQHAJIMTUYECKOMN YacTel U KOHTPOJIBHBIX MEPOIIPUATHI.

BeinonHenue 51abopatopHbIX paboOT 0O0y4yaromMMCs SIBJISIETCS HEOTHEMJIEMOH 4YacThIO
U3yYeHHs] JTUCLHMIUIMHBI, OIpeNensieMoil y4eOHbIM IUTAaHOM, M OTHOCHUTCS K CpEICTBaM,
o0ecreyrBaroIUM pelIeHue CIeyIOIUX OCHOBHBIX 33Ja4 y 00y4aromerocs:

— T[pHOOpeTeHHE HAaBBIKOB HCCIENOBAaHMS NPOIECCOB, SBICHUH H  OOBEKTOB,
U3y4aeMbIX B PAMKAX JaHHOW JUCLUIUINHBI;

— 3aKpeIUIeHHE, Pa3BUTHE U JETATW3alUsl TEOPETHMUYECKHX 3HAHHM, MOJTY4YEHHBIX Ha
JCKITHSIX;

— IOJIyuyeHHe HOBOM MH(OpMAIMH 10 U3y4aeMOH TUCLUIIMHE;

— T[pHOOpeTeHHe  HABBIKOB  CAMOCTOSITEIbHOM  paboThl ¢ J1a0OpaTOpHBIM
o0opysoBaHHEM U pUOOpamHu.

3ananue u TpeOOBaHUA K NPOBEACHUIO J1a00PATOPHBIX padoT

B xone BeimonHeHus 1a0OpaTOpHBIX pabOT oOydaromuiics JODKEH YriayOuTh H
3aKpENUTh 3HAHUS, NPAKTUYECKUE HABBIKM, OBJIAJETh COBPEMEHHOM METOIMKONM M TEXHUKOU
HKCIEPUMEHTa B COOTBETCTBUM C KBAIM(PUKALMOHHON XapaKTEpUCTHKOW 00ydarolerocs.
Beinonnenue 1abopaTopHbIX pabOT COCTOMT M3 3KCIEPUMEHTAIbHO-IIPAKTUYECKOM, pacyeTHO-
AQHAJIMTUYECKON YaCTeH U KOHTPOJIBHBIX MEPOIIPUATHI.

BeinonHenue 51abopaTtopHbBIX paboOT 0O0y4yaromMMCs SIBJISIETCS HEOTHEMJIEMOH 4YacThlO
U3y4eHHs] TUCHMIUIMHBI, OIpeNeisieMoil y4eOHBIM IUTAaHOM, W OTHOCHUTCS K CpEICTBaM,
o0ecreyrBaroIuM pelIeHUe CIeIyIONUX OCHOBHBIX 33/1a4 y 00y4aromerocs:

— TnpuoOpeTeHHe HaBBIKOB MCCIEAOBAaHHSA MPOLECCOB, SBIEHUH U OOBEKTOB,
M3Y4aeMbIX B paMKax JJaHHOW JUCIUIINHBI,

— 3aKpeIUICHHE, PA3BUTHE M JETAIN3alMs TEOPETUYECKUX 3HAHWN, IOJYyYEHHBIX Ha
JEKLUSX;

— TOJy4YeHHe HOBOM MH(OpMAaLMU 110 U3ydaeMON AUCIUILIMHE;

— TnpuoOpeTeHHe  HaBBIKOB  CAMOCTOATEIbHOW  paboTel ¢ 71a00paTOpHBIM
000pyI0BaHUEM U IPUOOPaAMHU.

3ananus Ui 1Ta00OpaTOPHBIX padOT 3aKITIOYAIOTCS B PEIICHUH 3a7a4, PACCMOTPEHHBIX B
XOJI¢ JISKIIMI, TAKUX KaK:
1. Tlpuem, mepBuuHas 00pabOTKa, MPEIBAPUTEIHLHOE PACCMOTPEHHUE U pacCIpeesieHHUe

MOCTYNHUBIINX KOHPUACHIINATIBHBIX JOKYMEHTOB.

2. TpamuuuoHHBIH yYeT TOCTYNMUBIIMX JOKYMEHTOB W (OPMHPOBAHWE CIIPABOYHO-
MH(OPMALIMOHHOTO OaHKa TAHHBIX MO0 JOKYMEHTaM.

3. ABTOMaTH3MpPOBAHHBIA y4eT MOCTYNUBIIHUX JOKYMEHTOB U (DOPMHPOBAHUE CIIPABOYHO-

UH(POPMALIMOHHOTO 0aHKa JaHHBIX MO JOKYMEHTaM.

Odopmiienne u yder HocuTeneil KoH(puACHIIMAIbHOW HHPOPMALIUH.

W3zrorosneHne KOHPHUACHIINATBHBIX JOKYMEHTOB.

TexHuueckue cpescTBa 3alUTHl OT YTEUKH HH(POPMALIUH 110 IPOBOAHBIM JTHUHUSM

N o o bk

KoHTponb  HCIOJNIHEHWS  KOHPUACHIHAIBHBIX  JIOKyMEHTOB. KommpoBanwe U
pPa3sMHOKEHUE TOKyMEHTOB.

8. Yuyer moaroToBIeHHBIX (M3IaHHBIX ) KOHPUACHITUATBHBIX JOKYMEHTOB.

9. MHBeHTapHBIN y4eT JOKYMEHTOB M M3aHUH.

10. DxcnenunonHas 00paboTKa OTIpaBIIsIEMbIX TOKyMEHTOB. HomeHkIaTypa nein.

11. ®opmupoBanue u opopmICHHE JeII.



12. YHUYTOXEHHUE TOKYMEHTOB, JIeJ1 U HOCUTENeH HH(OpMaIUH.

13. TloaroroBka jien K nepeaade B BEJOMCTBCHHBIN apXUB.

14. KomruiekToBaHHE BEIOMCTBEHHOTO apXHBa, KIACCU(DUKALNS U yUET JIeI.

15. Opranu3aius UCTIOIB30BaHUS APXUBHBIX JIOKYMEHTOB U O0ECIICUCHHUS UX COXPAaHHOCTH.
16. IIpoBepka HanMuMs TOKYMEHTOB JIe] U HOCUTeNeil nH(OpMaIIHH.

JlaGopaTopHble 3aHATHS MPOBOJTCS IIOCTE YTCHMS JICKIHMH, NAIOMINX TEOPETHYECKHE OCHOBBI
JUTSL MX BBIMOJIHEHHS. J{omycKaeTcst BBIOTHEHUE TaOOpaTOPHBIX 3aHITHH 10 MPOYTEHUS JEKIHA € HEeTbI0
oOierdyeHns H3y4eHHs TEOPETHYECKOTO MaTepualia TNpU HaJMYUM ONMCaHUK padoT, BKIFOYAOMIMX
HE0OX0IMMbIE TEOPETHYECKUE CBEIACHHS WINM CCHUIKM HAa KOHKPETHBIC ydeOHBIC M3IaHHS, COAEpIKaIIne
9TH CBE/ICHUSL.

[IpenonaBarens UMeeT MPaBO ONPEACTIATH CoJlepKaHue TabopaTOPHBIX paboT, BEIOMPATh METOIBI
U CpEJCTBA MPOBEACHNUS Ta0OPATOPHBIX NCCIIEI0BaHU, HanOoJIee MOTHO OTBEYAIOIINE UX OCOOCHHOCTSIM
1 00ecIeunBaroIINe BEICOKOE Ka4eCTBO Y4eOHOI 0 Iporecca.

[IpenonaBarens QopMupyer pyOeKHbIE M WTOTOBBIE PE3YJNbTaThl (PEUTHHTH) CTyJEHTa MO
pe3ynbTaTaM BEITIOTHEHHS JTA00paTOPHBIX PadoT.

Ha maGopaTtopHOM 3aHSITHH CTYACHT UMEET MPaBO 3a/1aBaTh MPENoaaBaTeno u (Win) 1ab0paHTy
BONPOCBI IO COACPKAHUIO W MCETOAUKE BBIIIOJHCHUA pa6OTI)I u TpC6OBaTI) OTBE€TAa IO CYHICCTBY

oOpaiteHusl.

CryneHT WMeeT MpaBO Ha BBIOJNHEHHE Ta00paTOpHOW padOThI M0 OPUTHHAIBFHOW METOAHKE C
coryiacisl TIpemojaBaTelsl W MOJ €ro Haa30poM — MpH Oe3yCIOBHOM COONIIOJCHUU TpeOOBaHUN
0e30MacHOCTH.

K BeImonHeHnio 1abopaTopHOi pabOTHI IOMTYyCKAIOTCS CTYACHTHI, IOATBEPAUBIINE TOTOBHOCTh B
o0peme TpeOOBaHM, COMEp)KAIIMXCS B METOAMYECKUX YKa3aHUSIX K JabopaTtopHO# paborte m (wim) B
YCTHBIX IIPEABAPUTEIbHBIX YKA3aHUAX MIPEIOaBaTeIIs.

B xone naGopaTopHBIX 3aHATHH CTYIOEHTHI BEOyT HEOOXOAMMBIE 3alHCH, COCTABISIIOT (IO
TpeOOBaHUIO MpPENOoAaBaTesisl) UTOTOBBIM MUCbMEHHBIH oT4eT. Ha mepBoM 3aHATHM LHKIIa 1a00paTOPHBIX
paboT mpenosaBarelib JJODKEH JaTh KOHKPETHbIE YKa3aHUS MO COCTABICHUIO U O(OPMIIEHHIO OTYETOB C
Henbio obecredeHust equHoo0pasus. B 3aBucHMOCTH OT 0COOEHHOCTEH LUKJIA 1a0OpaTOPHBIX 3aHATUM
OTYET COCTABISETCA KaXKIbIM CTYACHTOM HHIUBHIYalTbHO, JUOO OOMIMH OTYET — HOArpymnmou u3 2-3
crynentoB. [lo oxoH4WaHun nabopaTOpHOW pabOTHI CTYJEHTHI OOS3aHBI MPEJCTaBUTH OTYET
IIPENOJABATENI0 Uil INPOBEPKU € Mocieayromen 3amurod. Ilo cormacoBaHuio ¢ IpenojaBaTesieM
JOITyCKaeTCsl TpeACTaBlIeHHE K 3alluTe OT4YeTa O JIadopaTOpHOM paboTe BO BpeMs CIEAYIOIIErO
71a00paTOPHOTO 3aHATHS WM B MHANBHUyalbHbIE CPOKH, OTOBOPEHHBIE ¢ IpenoaBareneM. Jlomyckaercs
TI0 COIVIACOBAHHUIO C IPenoaBaTesieM MPeICTaBIATh OTUYET O Ja00paTOpHOI paboTe B 3IIEKTPOHHOM BUIIE.

JlaGopaTopHOE 3aHATHE COCTOUT M3 CIEAYIOIIMX 3JIEMEHTOB: BBOJHAs 4acTh, OCHOBHas MU
3aKJIIOYUTENIbHAS.

BBogHast yacTh oOecrieyrBaeT MOJTOTOBKY CTYJCHTOB K BBINOJIHCHHUIO 3aaaHuii paboTel. B ee
COCTaB BXOJJIT:

— ¢dopMyaMpoBKa TEMBI, LEIM W 3aJad 3aHATHS, OOOCHOBaHME €ro 3HAaYMMOCTH B
npodecCHoHANBHON OATOTOBKE CTYACHTOB;

— N3JI0’KEHHE TEOPETHIECKUX OCHOB PaOOTHI;

— XapaKTEepHUCTHKA COCTaBa U 0COOEHHOCTEN 3ajaHnii paboThl 1 00BsICHEHHE METOAOB (Ccr10co00B,
NPHUEMOB) UX BBIIOJIHEHHUS;

— XapaKkTepuCTHKa TPEOOBAaHMH K pe3yNbTaTy padoThI;

— MHCTPYKTAX 11O TEXHUKE 0€e30MacHOCTH ITpU SKCILTyaTallu TCXHUYCCKUX CPEACTB,

— MPOBEpKa FOTOBHOCTH CTYAEHTOB BBIIIOJIHATH 3a7aHus paboThI;

— YKa3aHHMs 110 CAMOKOHTPOJIIO PE3YJIbTaTOB BBIIIOIHEHUS 3aIaHUH CTYICHTaMH.

OcHOBHas 4acTh BKJIFOYAET MPOIECC BBHIMTOTHEHUS JJaO0OPaTOpHOIl paboThI, 0OpOopMIIEHNE OTUETA U
ero 3amuty. OHa MOXET CONPOBOXKIATHCS MOMOJHUTEIBHBIMH Pa3bsCHEHUSAMH IO XOAy paboThl,
YCTpaHEHHEM TPYAHOCTEH MpH €€ BBHINOJIHEHWH, TEKYIIMM KOHTPOJIEM M OLEHKOH pe3yJIbTaToB
OTACIIBHBIX CTYACHTOB, OTBETaMMU Ha BOIIPOCHI CTYACHTOB. Bo3moxkHO HpO6HOe BBIITOJTHCHUEC
3agaHusA(1if) IO/ PyKOBOACTBOM MPENOAaBATENS.

3aKIII0YNTENbHAS YacTh COACPKUT:

— MO/IBEJICHNE OOLIUX UTOTOB 3aHSTHS;

— OLICHKY pe3yJIbTaTOB PadOThl OTAEIbHBIX CTYIEHTOB;

— OTBETHI HA BONPOCHI CTYJCHTOB;



— BbIJIaYy PEKOMEHIAIIHMI 110 YCTPAHEHUIO MPOOEIIOB B CUCTEME 3HAHHMM M YMEHHH CTYICHTOB, 110
VIIYHIIEHUIO PE3yIbTaTOB PaboTHI;

- C60p OTYCTOB CTYACHTOB IJid IMPOBCPKU, U3JTOKCHHUEC CBCI[GHI/II‘/'I, Kacaromuxcs IMOoAroTOBKH K
BBITIOJTHCHHUIO CIICTYFOIIEH paOOThI.

BronHas u 3akIrounTebHAS YACTH JJA0OPATOPHOTO 3aHATHS MPOBOAITCS GpoHTaTBHO. OCHOBHAS
YacCTb MOXKET BBINIOJTHATHECA HHAWUBUAYAaJIbHO UJIW KOJIJICKTUBHO (B 3aBHCUMOCTH OT (bOpMBI OopraHusanuu
3aHATHSA).

Crpykrypa u ¢popma ordera o 1adopaTopHoii padote

Otuér no saboparopHoil paboTe OoQOpMIISETCS MHIUBUAYAIBHO KaXKJbIM CTYAEHTOM,
BBIIMOJIHUBIIMM ~ HEOOXOAMMBbIE (HE3aBUCUMO OT TOTO, BBINOJHSAJICS JIM OSKCIHEPUMEHT
WH/MBUYaJIbHO UM B COCTaBE TPYIIbI CTYAEHTOB). CTpaHUIbl OTYETA CIIEAYET IPOHYMEPOBATh
(TUTYJIBHBIM JIUCT HE HyMeEpyeTcs, Jajee WAeT CTpaHuua 2 U T.A.). TUTYJIbHBIM JUCT OT4ETa
JOJDKEH conepxkath ¢paszy: «Otuér no nadoparopHoil padore «Hazpanue paboTbl», UyTh HUXKE:
Boinonuun ctyneHT rpynnsl (Homep rpynnsl) (Pamwinsd, MHULKMAB)». BHU3Y nucta cnexyer
ykazath Tekymwmii roa. Hampumep, Otuér mo naGoparopnoii pabore Ne (Homep paboThI)
«BBezneHue B crieKTpasibHbIN aHanu3y», Beimonnun crynent rpymnmnsl 5221 MBanos M.M. Bropas
CTpaHMIIa TEKCTa, CIeAYyIoIlas 3a TUTYJIbHBIM JHMCTOM, IOJDKHAa HauMHAThcs C MyHKTa: Llens
paboTel. OTYET, Kak MPaBUIIO, T0JKEH COAEPKATh CIAEAYIOIME OCHOBHBIE Pa3/Ieibl:

1. ens paboThI;

2. Teopetnueckast 4acTh;

3. IlporpaMmmHOe obecrieyeHue, UCIob3yeMoe B padoTe;
4. Pe3ynbTaThl;

5. BeIBOZIBI.

B ciayuyae He0OX0AMMOCTH B KOHIIE OTUETA IPUBOAMUTCS [IEPEUEHB JIUTEPATYPHI.

TpebdoBanusi K 0(p)OpMIIEHUIO OTHYETA 0 JIA0OPATOPHOIT padoTe

Teopernueckass 4yacTb JODKHA COAEPKATh MHHMMYM HEOOXOJIUMBIX TEOPETHUECKHUX
cBelleHul o TmpeaMmeTHoi obOmactu. He ciegyer komupoBaTh IIETUKOM MM YaCTMYHO
METOMYECKOe Mocodue (onmucanue) JJ1adopaTtopHOi padOTHl WK pa3ieibl YYeOHHKA.

B pasgene IlporpammHoe oOecrieueHHe HEOOXOAMMO OINHUCATh, C IMOMOILIBIO KaKHX
WHCTPYMEHTAJIbHBIX CPEJICTB M KakuM o00pa3oM ObUIM pa3paboTaHbl MOJEIH M TIOJYyYEHBI
pe3yibTarhl. PUCYyHKH, OJIOK-CXEMBbI, ONMUCaHME MOJENU U e€ 0COOEeHHOCTEeH, HeoOXOAMMOCTh
OTJIQJIKU — BCE ATO JOJKHO OBITh NMPEACTABICHO B YKA3aHHOM paszJielie.

Paznen Pesynprartel BKIIOYaeT B ce0s CKPUHIIOTHI HPOTPAMMHOTO HPUIIOXKEHUS,
MOJIyUEHHBbIE TIPU BBINOJHEHUHM JabopaTopHOil paboThl. PucyHku, rpadguxku u TaOIUIBI
HYMEPYIOTCSI U ITOANIUCHIBAIOTCS 3ar0JIOBKaMHU.

Bb1BO/IbI HE JAOKHBI OBITH MPOCTBIM MEPEUYUCICHUEM TOTO, YTO CAENAHO. 37eCh BaXKHO
OTMETHTb, KaKue HOBBbIE 3HAHHS O MpeIMeTe UCCIIeAOBAaHUs OBLIM MOJyYEHBI MPU BBHITIOJHEHUU
paboThl, K YeMy MpUBETIO OOCYKIEHHE Pe3yJbTaTOB, HACKOJBKO BBIIIOJIHEHA 3asBJICHHAS LEJb
pabotel. BpiBombl 1o paloTe KaXAbI CTyAEHT JelaeT caMoCTosTenbHO. B ciyudae
HEOoOXOIUMOCTH B KOHIlE OT4éra mpuBoguTcs CHUCOK JIMTEPaTyphbl, HCIOJIb30BAHHON IpHU
MOJATrOTOBKE K padore. B TexcTe oTuéra AenaroTcs KpaTKHE CChUIKM Ha JITepaTypy (yueOHHKH,
CIPABOYHHKH, HHBIE UICTOYHHKH. ..) HOMEPOM B KBaJIpaTHBIX CKOOKax, Harp., [1]. JIureparypubie
VCTOYHUKN HYMEPYIOTCS IO MEpPE UX MOSIBJIEHUS B TEKCTe OT4€TAa. B KOHIE oTu€Ta naércs mx
no/ipoOHBIN cnrcok. Ha Bce MCTOUHMKM CHUCKA JUTEPATypPhl JOJKHBI ObITh CCBIJIKA B TEKCTE
oT4éTa, TaM, Iie TO He0OXOAUMO.

[Ipu cpaue oTuéra mpemnojaBaTelb MOXKET CHENaTh YCTHbIE M MUChMEHHbIE 3aMEYaHus,
3aJaTh JIOTOJIHUTENbHBIE BOMPOCH. Bce OTBETHI Ha JOMOJHUTENBHBIE BOMPOCHI, 0OCYKICHUS
BBITMIOJHSIOTCS CTYJEHTOM Ha OTIEJbHBIX JIMCTaX, BKIIOYAEMBIX B OTYET (MPU 3TOM B TEKCTE
OCHOBHOTO OTYETa JIENaeTCsl CHOCKA WJIM JIPYroil 3HA4OK, KOTOpOMY OYyIEeT COOTBETCTBOBATh
HOBbII Matepuai). [Ipu 3TOM NUCBMEHHBIE 3aMeuaHUs NPENoAaBaTels AOJDKHBI OCTaTbCsi B
TEKCTE JUI ICHOCTH TUHAMUKH PaOOThI HAJ OTYETOM.



O0béM oTuéTa NOJDKEH OBITH ONTUMATBHBIM JJIi TOHUMAHHUS TOTO, YTO W KakK CIenal
CTYJEHT, BBINOJHAS pabory. OOsi3aTenbHble TpeOOBaHUS K OTYETY BKIIOYAIOT OOHIYIO U
CIEIHAIBHYIO TPAMOTHOCTD M3JIOKEHHUS, a TAKXKE aKKypaTHOCTh OPOPMIICHUSI.

[Tocne npuéma npenoaaBareneM oTYET XpaHUTCA Ha Kadeape.

Metoanyeckue ykazaHusi J1jisi 00y4alOmMXcs MO0 MPOXO:KICHUI0 CAMOCTOATEIbHOM
padoThI

B Xxoje BBIIOTHEHUS CaMOCTOSTEIBHONW pa0OTHI, OOYUYAIONIUICS BBIMIOIHSAET paboTy 1O
3aJJaHUI0 U TIPU METOAMYECKOM PYKOBOJCTBE IpErojaaBaressi, HO 0e3 ero HemocpeICTBEHHOTO
y4acTusl.

s oOywarommxcsi 1o 3a04Hoil ¢opMe 00ydeHHs, caMOCTOsTeNbHas paboTa MOXKET
BKJIIOYATh B €051 KOHTPOJIbHYIO paboTy.

B mporecce BBIMOTHEHHSI CaMOCTOSTENbHON paboThl, Yy obydaromierocs (hopMupyercs
1enecoo0pa3Hoe IIAHUPOBaHUE Pabovero BpEMEHH, KOTOPOE MO3BOJISIET UM Pa3BUBAaTh YMEHUS
U HaBBIKM B YCBOGHHUHM U CHCTEMAaTH3allMU MPUOOpETaeMbIX 3HAHHI, 0oO0ecreunBaeT BBICOKUMN
YPOBEHb YCIIEBAEMOCTH B IEPHOJ OOYYCHHS, IOMOTAeT TOJYyYUTh HABBIKA TIOBBIIICHUS
pohecCHOHANBLHOTO YPOBHSL.

MeroandueckuMu ~ MaTepualiaMH, — HANpPaBJSIIOIIMMU  CaMOCTOSATENIbHYIO  padoTy
00y4aromuXxCs SBISIFOTCS:

— y4eOHO-METOJIMYECKHI MaTepHall Mo AUCIHUILIMHE,

—  METOJMYECKHE YKa3aHHS IO BBHIMOJHCHHIO KOHTPOJBHBIX PadOT (U1 00YyJaroIIuXcs
1o 3a04HO (hopme oOyueHus).

MeTtoanyeckue yka3aHusl AJsi O0y4AIOLIMXCH 1O NMPOXOKACHUIO MPOMEKYTOYHOMI
aTTecTanuu

[IpomexyrouHas  artectanus  OOydalOmIUXCs — MpeAycMaTpUBaeT  OIICHHBaHHE
MPOMEKYTOUHBIX U OKOHYATENIbHBIX PE3yJbTaTOB OOy4eHHS MO AucHuIUImHe. OHA BKIIIOYAET B
ceOs:

— D9K3aMeH — ¢opMa OIEHKM 3HAHMM, TOJYYCHHBIX OOy4YalomUMCs B TIpoOIecce
W3Yy4YEHUsI BCEH JMCIUIUIMHBI UM €€ YacTH, HAaBBIKOB CAMOCTOSITEILHON padOThI, CIIOCOOHOCTH
NPUMEHATh MX JJIs pEUIeHUsl NMPAKTHUYECKUX 3ajad. JK3aMEH, Kak MpPaBWIO, MPOBOJUTCS B
MEepUoJ, SK3aMEHAIIMOHHOM CECCHMM M 3aBEPIIAETCS aTTECTAIMOHHOMW OIEHKON «OTIUYHOR,
«XOPOLIOY, «YAOBJIETBOPUTEIHLHO», «HEYIOBIETBOPUTEIHHO.

— 3ader — 9T0 (hopma OIEHKHU 3HAHUMU, MOTYYEHHBIX OOYYAIOIIMMCS B XOJI€ U3yUEHUS
y4eOHOM TUCUUIUIMHBI B 1IEJIOM WJIM MTPOMEKYTOUHas (M0 OKOHYAaHUU CEMECTpa) OIleHKa 3HAHUMN
00ydJaromuMcs 1Mo OTIEIbHBIM pa3feliaM TUCIUILUIMHBI C aTTECTAllMOHHON OIICHKOM «3aYTeHO»
WITH «HE 3a4TCHO.

— muddepeHIMpoBaHHbI 3aueT — 3T0 ¢opMa OIEHKA 3HAHWHM, TOTYyYEeHHBIX
0o0ydJarmuMcs TPU U3YYCHUH AUCIUILTHHBI, TPU BHIMOTHEHUH KYPCOBBIX MPOEKTOB, KYPCOBBIX
paboT, HAyYHO-UCCIIEIOBATEILCKUX PA0OT U MPOXOKICHHUH MPAKTUK C aTTECTAITMOHHOMW OIEHKON
«OTIUYHOY, «XOPOIIO», KyJAOBIECTBOPUTEIBHOY, «HEYJOBIETBOPUTEIHLHO.

Cucrema OIEHOK TPH TMPOBEACHUU TMPOMEKYTOYHOM aTTeCTAllMd OCYIECTBISETCS B
COOTBeTCTBUU ¢ TpeboBanusmMu [lonoxkenuit «O TeKkymeM KOHTPOJE YCIEBAEMOCTH U
MPOMEXKYTOUHOM arrectanuu cryaeHToB ['YAII, oOywarommuxcs 1mo mporpammam BbICIIETO
obOpazoBanusi» U «O MOAYITHHO-PEUTUHIOBOW CHCTEME OIICHKH KadecTBa ydeOHOW paboTh
ctyaeHToB B 'Y AID».



Jluct BHeceHUs U3MEHEHUH B pabouyro MporpamMmy JUCIHUILIAHBI

JlaTta BHECEeHUs
N3MEHCHHI 1
JIOTIOTHCHUH.

IToanuce BHECHIETO
A3MEHEHHUS

Coneprxanne N3MEHEHHH W JOTIOTHEHUI

JlaTa 1 Ne

MPOTOKOIA
3aceaHus
Kadeapsl

Ionmuce
3aB.
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