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AHHOTaUs

HucuumnnuHa «3amura 1 00paboTka JOKYMEHTOB OIPaHUYEHHOIO JOCTYIMa) BXOAUT B
0o0pa3oBaTelbHYI0 IpOrpamMMy BBICIIEr0 O0pa30BaHHUS — MPOrpaMMy CIELUAIUTETa IO
HarpaBjeHu0 moarotoBku/ crenuanbHocTH 10.05.05 «be3zonmacHOCTs MH(POPMAITMOHHBIX
TEXHOJIOTHII B TIPaBOOXPAHUTEIBHOU cdepe» HampaBiIeHHOCTH «OpraHuzanus W TEXHOJIOTHH
3amuThl nHGOopManuu (B HHGOPMALMOHHBIX cucTeMax)y». JucnuruinHa peanusyercs kadeapoi
«Ne33».

JlucuuniuHa HalejaeHa Ha GOpMUPOBAHKE Y BBITYCKHUKA CIIETYIOIIUX KOMITETEHIUI:

[IK-4 «CnocobeH OopraHu3oBbIBaTh M TMPOBOJUTH MEPOIPHUATHS IO KOHTPOJIIO 32
oOecrieueHreM  3almIUThl  MHGOpPMAMK, B TOM  4YHCIE CBEACHUN, COCTaBJISIONIMX
TOCY/IapCTBEHHYIO TaliHY, IPOBOAUTH aHATN3 d3PGEKTUBHOCTH CUCTEMBI 3aIIUThHI HH(OPMALIUN)

CopepxaHue TUCHUIUIMHBI OXBAaTBIBAET KPYI BOIIPOCOB, CBSI3aHHBIX CO CTPYKTYpOH
3alMIIEHHOI0 JOKYMEHTO000pOTa, JOKYMEHTOIIOTOKaMH, COCTABOM TEXHOJOTMYECKUX ITAIlOB U
omepanuii 1O TMOATOTOBKE M  M3JaHUIO0 KOH(QUIACHIMAIbHBIX  JOKYMEHTOB, YYeTy
KOH(UICHIIMATBHBIX JIOKYMEHTOB, TIOPSIIKY PAacCMOTPEHUS ¥ HWCIOJHEHHUS JIOKyMEHTOB,
KOMUPOBAHUIO M  Pa3MHOXKEHUIO JIOKYMEHTOB, KOHTPOJS  HCIOJHEHHUS JIOKYMEHTOB,
COCTaBIICHUIO M O(GOPMIICHHIO HOMEHKJIATYpPHI JeN, (OPMHUPOBAHUIO M XPaHEHHUIO JIe,
colepKaluX  KOH(QUICHIMAIbHBIE  JOKYMEHTHI,  YHMUYTOXXEHHUI0  KOH(UICHIHATbHBIX
JOKYMEHTOB, TIPOBEpPKE HAIMYUS KOH(QUICHIMAIBHBIX JOKYMEHTOB, KOMIUICKTOBAHHUIO
BEJJOMCTBEHHOTO apxXuBa H KJIacCU(UKAIMU XPAHWIHIL JOKYMEHTOB, 00ECIEYEeHUIO
COXPAHHOCTH KOH(HUICHIUATHHBIX JOKYMEHTOB, MOPSIKY MCIIOIH30BAHUS KOH(MUICHIIMATHHBIX
ApPXUBHBIX JOKYMEHTOB, a TaKXe OPraHW3allMOHHBIMU, TEXHUYECKUMH M METOJIUYECKUMU
npobiieMaMu  aBTOMAaTU3allUM  JEJONPOU3BOACTBEHHBIX — ONEpanuii, © MOJArOTOBKAa K
NESTENIbHOCTH, CBA3aHHOM C OKCIUTyaTanuedl W 00CITy)KMBaHHEM COBPEMEHHBIX CHCTEM
AJIEKTPOHHOI'O JOKYMEHTO000pOTA.

[IpenogaBanue AMCHUIUIMHBI MpEAyCMAaTpUBaeT Cienyromue (GopMbl OpraHu3aluu
y4eOHOro mporiecca: JIEKIHUU, J1abopaTopHbie pabOThI, CaMOCTOSTENBbHAS padoTa CTYyICHTA,
KOHCYJIbTAIIHH.

[IporpamMMoil AMCHUIUIMHBI MPEAYCMOTPEHBI CIEAYIOIIME BUIBI KOHTPOJIS: TEKYIIMI
KOHTPOJIb YCIIEBAEMOCTH, IIPOMEKYTOUYHAsI aTTecTaIus B hopMe 3a4era.

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

S3pIK 00yueHus 0 JUCHMILIUHE KPYCCKUH »



1. TIlepedeHb MIAHUPYEMBIX PE3YIHTATOB OOYUCHHUS 1O JUCIUTIINHE

1.1. Tlenu npenomaBaHus JUCITUTUTHHBI
[emsimMu M3y4YeHUs] TUCIUIUIMHEI «3amuTa 1 00pabdoTka JOKYMEHTOB OIPaHUYCHHOTO JOCTYIIa»
SIBIISTFOTCSL:
dbopmupoBaHre TPOGECCHOHATHHBIX HABBIKOB, CBSI3aHHBIX CO CTPYKTYPOW 3alIMIIEHHOTO
JIOKYMEHTO000pOTa, JJOKYMEHTOIIOTOKAMHU, COCTABOM TEXHOJIOTMYECKHUX JTAIlOB M OIepalIyii 1o
MOJATOTOBKE ¥ W3JaHUIO0 KOH(MDUIEHIMAIBHBIX JIOKYMEHTOB, VYYeTy KOH(MUICHINATbHBIX
JOKYMEHTOB, TIOPSIIKY PACCMOTPEHUST W HCIOJHEHHS JIOKYMEHTOB, KOIUPOBAaHHIO |
Pa3MHOXKEHHUIO IOKYMEHTOB, KOHTPOJISI UCTIOJTHEHHSI JIOKYMEHTOB, COCTABJICHUIO B O(hOPMIICHUIO
HOMEHKJIATYPBI JIe]l, ()OPMHPOBAHUIO W XPAHCHUIO JIEJ, COJEpXKAIIuX KOHQUICHIMATbHBIC
JOKYMEHTBI, = YHHUYTOXXEHUIO  KOHQUACHIMATHHBIX  JIOKYMEHTOB, TMPOBEPKE  HAJIHUUs
KOH(QUIICHIIMATIBHBIX ~ JOKYMEHTOB,  KOMILUICKTOBAaHWUIO  BEJIOMCTBCHHOTO  apXWBa U
KJIACCU(UKALUN XPAHWIUI] JOKYMEHTOB, OOECIICYCHHIO COXPAaHHOCTH KOH(MUICHINATBHBIX
JIOKYMEHTOB, TOPSIKY HCIIOJIB30BaHMs KOH(MUICHIIUAIBLHBIX APXUBHBIX JOKYMEHTOB, a TaKXe
OpPTaHHW3AI[MOHHBIMHM, TEXHUYECKUMU ¥ METOJWYECKUMHU TpoOJieMaMu  aBTOMAaTH3allUU
JICIIOTIPOU3BOJICTBEHHBIX ~ ONEpallif, W TOATOTOBKA K JICATEIBHOCTH, CBSI3aHHOH ¢
IKCIUTyaTaIlue 1 00CTy)KUBAHUEM COBPEMEHHBIX CHCTEM JIEKTPOHHOTO JOKYMEHTO000POTA;
CO3JIaHUE TPEICTABICHHS O 0a30BBIX TCOPETHUCCKUX IMOHSATHUSAXK, JIGKAIIUX B OCHOBE 3aIlUTHI
KOH(UICHIMATBLHOW WHPOpPMAIMU HA JTalmax €€ Co3JaHus, OoO0pa0OTKH, WCIOJIh30BaHUS,
nepefay M XPaHEHUs; O MecTe KOH(MUICHIMAIBHOTO JIOKYMEHTOO0OpPOTa B CTPYKTYpax
rOCYJapCTBEHHOTO M HETOCYIAapCTBEHHOr0 ympaBieHus, U poiu CiyxObl 0e30macHOCTH (UIn
Cnyx0b1 KOHOUIACHIIMATBEHON TOKYMEHTAIMU) MPEANPHUATHS B PEIICHUHU BOMPOCOB 3aLIUTHI U
00paboOTKM KOH(PUACHIUATBHBIX JOKYMEHTOB; O HAYYHBIX MPHUHIMIAX, MPUKIAJAHBIX U
METOJMYECKMX aCIEeKTaX OPraHM3alliy TEXHOJIOTUHU 3aIIUThl U 00paObOTKU KOH(MUICHIINATBHBIX
JIOKYMEHTOB; Pa3BHUTHE CIIOCOOHOCTEH K JIOTHYECKOMY H QITOPUTMHYECKOMY MBIIUICHHUIO,
HABBIKOB  UCIIOJIB30BAHUS COBPEMEHHBIX METOJIOB, TEXHOJOTMH UM CpPEACTB  3allUThI
KOH(UICHINATLHOW HH()OPMAIIHH.

1.2. JlucuuninuHa BXOOUT B  COCTaB  4YacTH, (GOPMUPYEMOHl  y4yaCTHHUKaAMHU
00pa3oBaTeNbHBIX OTHOIICHUHM, 00pa30BaTEeIbHON MPOTrpaMMBbl BBICIIETO 0Opa30BaHMs (J1ajee —
OI1 BO).

1.3. TlepeuyeHb IUTAHUPYEMBIX PE3YJIETATOB OOYUEHUS 0 JUCIUTUIINHE, COOTHECECHHBIX C
TUTaHUpyeMbIMH pesynbratamu ocBoenust OIT BO.

B pesynbraTe m3ydeHUs JUCHUILIMHBI OOYUYAIONTUICS JOJDKEH OO0JIaIaTh CIEAYIONTUMU
KOMIETSHIMSIMU WM WX 9acTaMHu. KoMIEeTeHIINN U HHAWKATOPHI UX JTOCTHXKEHUS TPUBEICHBI B
tabnwue 1.

Tabnuna 1 — [lepeuens KOMIETeHIINI U UHAUKATOPOB UX JTOCTHKEHUS

Kareropus (rpymnma) Kon u Kon n HauMeHOBaHME HHIMKATOPA JOCTUKEHHUS
HAaMMEHOBAaHUE
KOMIIETEHIIUU KOMIIETEHIIUU
KOMIIETCHIUU

ITK-4 Criocoben
OpFaHI/I?:OBI)IBaTb nu
IPOBOJIUTh
MEPOIPUATUA 10

[1K-4.3.1 3HaTh NOHSATHE U COAEPKAHUE
MTOJTUTUKY WH(POpMAIMOHHOM 0€301MacHOCTH,
MoKa3aTeu KauecTBa U 3(pPeKTUBHOCTH CHCTEMBI

0€30MMacCHOCTH MPEATPUATHS
KOHTPOJIIO 32

[TIK-4.Y.1 yMeTh BBIIEISITH OOBEKTHI 3alTUTHI U
o0ecrieueHnueM N
[TpodeccuonanbHble — CTPOUTH KOHIIETILIHIO HH(OPMaLIMOHHON
KOMIIETEHIIUH 0€30I1aCHOCTH, PEryJIMpOBaTh MEPHI 110

uH(pOopMalnu, B TOM o

. obecrieueHn0 HHGHOPMAITMOHHON 0€30MaCHOCTH

quCJIE CBEACHUH,

[1K-4.B.1 BnaneTs HaBbIKaMH pa3pabOTKU
COCTaBJISOLIUX .

MOJIOKEHUH, PETJIAMEHTOB U MPOLIECCOB
rOCy/IapCTBEHHYIO .

B3aUMOJIEICTBUS CTPYKTYPHBIX 2JIEMEHTOB

TaliHy, IPOBOAUTH
¥> IPOBOA o0BbeKTa nHpOopMaTH3AUU
aHaJIu3




s dexTuBHOCTH
CUCTEMBI 3alTUTHI
nHpopmauu

2. Mecro nucuurumnbl B cTpyktype Ol
JluctumimHaa MOXKeT 0a3upoBaTHCS HAa 3HAHUSX, paHee MPUOOPETEHHBIX 00yJaIONTUMUCS

IIpU U3YUCHUU CIICAYIOIIUX OUCIHUILINH

JluckperHas MareMaTuka

dusuka

MaremaTiueckue OCHOBBI 00paboTKu HH(pOpMaUn
Teopus uapopmanun

Texnuueckas 3amura HHGOPMAIHH

OcHOBBI HH(OPMALIMOHHOH 0€301MacHOCTH

3amuTa KOMIbIOTEPHBIX CeTen

Pacnpenenennbie HHGOPMALIMOHHbBIE CUCTEMBI

3HAaHMs, IIOJIyYEHHBIE I[P M3YyYEHUM MaTepuajla JAaHHOM JHUCLUIUIMHBL, HMMEIOT Kak
CaMOCTOATENIBHOE 3HAYCHHE, TaK U UCIIOJIb3YIOTCS IIPU U3YYEHUU APYTUX JUCLHUIIINH:

HayuyHo-TexHuueckuii ceMuHap

TexHoMOrnu 3aIUIIeHHOTO JOKYMEHTO000poTa

WubopMannoHHO-aHATUTHIECKOE 00eCTIeYeHHE TPABOOXPAHUTEILHOU JIEATEITBHOCTH
VYpasnenue nHGpOpMaIMOHHOM 0€30IMaCHOCTHIO

KoMnbrorepHas 3kcrepTusa

TexHoI0ruM 3a1IUThI AJIEKTPOHHBIX TIaTEXKEH

3ammra 6aHKOBCKOW MH(POPMALIUU
TexHoIOrNH 3alUIIEHHOTO JOKYMEHTO000pOTa

3. OO0BEeM | TPYJOEMKOCTh JUCIIUILTAHBI
Jlanaple 00 o0meM oO0beMe MUCIUIUIMHBI, TPYIOEMKOCTH OTIENbHBIX BUAOB Y4eOHOM

paboTHI IO TUCIHUTUINHE (M pacIpeie]ICHIE dTOW TPYIOSMKOCTH MO0 CEMECTpaM) MPeACTABIICHBI B
Tadimue 2.

Tabmuia 2 — O0beM U TPYJ0EMKOCTh JUCITUTUITUHBI

TpynoeMKocTb 1o
Bun yuebHoit paboTbl Bcero ceMecTpam
No8
1 2 3

Oobwan mpyooemKocmp oucyunIuHsl, 3/ 108 3/ 108
3E/ (uac)
H3 nux uacoe npakmuueckoit n0020moeKu 17 17
Ayoumopnuie 3anamus, BCEro vac. 34 34
B TOM YHCIIE:

nexiuu (JI), (dac) 17 17

npakTuueckue/cemunapckue 3anarus  (I13),

(gac)

naboparopusie pabotsl (JIP), (dac) 17 17

KypcoBoii npoekT (pabdota) (KII, KP), (yac)

HK3aMeH, (Jac)
CamocmosamenvHnas paboma, Bcero (Jac) 74 74
Buo npomesicymounoit ammecmayuu: 3ayer, 3auer 3auer
mudd. 3auger, skx3amed (3auer, Judd. 3auq,




Dk3.*¥)

EX3

Ilpumeuanue: KaHIUAATCKHI SK3aMEH

4. ConepxaHue JUCITUTUTHBI

4.1. Pacnpeznenenue Tpy10€MKOCTH JTUCLUUILIMHEI 110 pa3/ieiaM U BUAAM 3aHATUMN.
Pazgenbl, TeMbI TUCITUTIIIMHBI M KX TPYJAOEMKOCTh IIPUBECHBI B Ta0IUIIE 3.

Tabmuua 3 — Paznesnsl, TeMbl TUCIUILINHBI, UX TPYA0EMKOCTh

Pa3iesbl, TEMbI TUCITUTITHHBI Jlewwmn | 113 (C3)) - JIP KT CPC
’ (gac) (gac) (gac) (gac) (dac)
Cemectp 8
Paszen 1. MHpOpMAaIOHHBIE PECYPCHI M YTPO3BI 2 2 10
KOH(UACHIMATBHON HH(OpMAITUU
Pazmen 2. 3amuTa KOHGHUIEHIIHATHFHONR HHDOPMALIIT 3 3 10
Paszen 3. Texnonorus 06paboTKn 4 4 10
KOH(UICHIIUAIBHBIX JOKYMEHTOB
Paznen 4. 3amura uupopMalu Ha 4 4 20
ABTOMATH3MPOBAHHBIX pabOYMX MECTax
Pazpmen 5. 3ammra 3neKTpOHHOTO JOKYMEHTO000pOTa 4 4 24
HUroro B cemectpe: 17 17 74
Hroro 17 0 17 0 74

HpaKTI/ILIeCKaﬂ IoATrOTOBKAa  3aKJIHOYacTCA B HCMMOCPCACTBCHHOM  BBLIINOJIHCHUHA

o0y4armuMucs

ONpEACNEHHBIX  TPYAOBBIX  (YHKIMH,  CBA3aHHBIX ¢  Oynyen

po(heCcCHOHATBHOMN NEeSATeIbHOCTBIO.

4.2. CopeprxaHue pa3/ieioB U TEM JICKIMOHHBIX 3aHITHH.
ConeprkaHue pa3/ienoB U TeM JIEKLIMOHHBIX 3aHATHI IPUBEEHO B Tabaule 4.

Ta6n1/1ua 4 — CO,I[C JKaHHUC pa3[iCJIOB U TCM JICKIHMOHHOI'O NUKJIA

Howmep pasznena

HazBanue u COACPIKAHUC PA3ACIIOB U TCM JICKITHOHHBIX 3aHATHH

1

Pazoen 1. Hnghopmayuonnsie pecypcot u yzpo3vt KOHghuoenuyuaivHou
uHpopmayuu

[Ipenmer, nenw, 3aa9u U coiep>kaHne Kypca B IIEJIOM, €r0 PO K MECTO B
MOJITOTOBKE CIEIHATICTOB MO 3amuTe nHpopmanui. OCHOBHEIE MTOHSTHS B
00J1acTH 3alIUTHI U 00pabOTKH KOHQUACHIIMATBHBIX IOKYMEHTOB. [Ipearnocsuiky u
HaIpaBIIEeHUS COBEPILICHCTBOBAHUS TEXHOJIOTHH 3aIIUTHl U 00paObOTKH
KOHQUJICHIIMAITBHBIX JJOKYMEHTOB B YCJIOBHSIX Pa3BUTHS HAYYHO-TEXHUUECKOTO
mporpecca U PhIHOYHBIX SKOHOMHYECKHX OTHOIEHHH. O030p H3ydaeMbIX
HCTOYHHUKOB U JINTEPATyphl. 3AKOHOIATEbHbIE AKTHI.

HopMmaTtusHble nokymMeHTbI. UHCTPYKIINK, METOJUYECKNE YKAa3aHUs U IIpaBUIIa.
O0s13arenpHas 1 JIOTIOJIHUTEIbHASL HAyYHAs U ydeOHas JIUTepaTypa.
[lepuognueckue nspanusa. OpraHu3anys NOUCKA HCTOYHUKOB U JINTEPATYPHI B
Hay4HbIX OMOIMOTeKaX 1 HHPOPMALMOHHBIX LIEHTPAX.

[Ipsimble 1 KOCBEHHBIE MCTOYHUKY HH(popMalinu. Hocurenn mpu3sHaKoBOn
nHpopmaruu. [lorstue gokymenta. OCHOBHBIE TOKAa3aTeN HCTOYHNKA
nHpopMaun: HHPOPMATUBHOCTD U HATAEKHOCTb.

Knaccudukarms nHGpopMaIMoHHBIX pecypcoB npeanpustus. MHGopmamoHHbie
pecypchl OTKPBITHIE M OTpaHHYEHHOTO A0cTyma. Hakonurenn nHGopMalimoOHHBIX
pecypcoB. JlokyMeHTaIus Kak ICTOYHUK MH(POpMaIMK OrpaHMYEHHOTO AOCTYIIA.
[onsiTHE KOHPHUASHINAIBEHOTO JOKYMEHTO000poTa. LleHHOCTh nHpOpMaLuy.
Texuuueckas u enoBast vHGopMaIus.

Knaccudukanus yrpo3. Yrpo3bl COXpaHHOCTH, IIEJIOCTHOCTH H




KOH(l)I/LZ[eHLII/IaIIBHOCTI/I I/IH(l)OpMaLII/IOHHLIX PECypCOB OIrpaHUYCHHOTO JOCTYTIIA.
Kanainsr HCCAHKIMOHUPOBAHHOI'O JOCTYIIA: OpTraHU3allMOHHBIC 1 TCXHUYCCKHEC.

Pazoen 2. 3awmyuma xKonguoenyuanvroii ungpopmayuu

Crioco0bl HECAHKIIMOHUPOBAHHOTO JIOCTYIA K UICTOYHUKAM KOH(UACHIIUAIBHON
nHpOpMaIuu.

[IpuHIHATIEI TOCTPOCHKE CHCTEM 3aIIUTH KOH(MUACHINANBHON HH(pOpMany.
KoMrutekcHOCTh cucTeM 3aimuThl nHGopMaIru. OCHOBHBIC MTOJICUCTEMBI CHCTEMBI
3aIIUTHI: TIPABOBAsl MOJCUCTEMA, OPTaHU3AIIMOHHAS MTOACUCTEMA, HHXEHEPHO-
TEeXHWYECKas MOJCICTEMA, MPOTrPaMMHO-aNapaTHas MoICHCTeEMA,
KpunTorpadudeckas moacucTeMa.

[TonsiTHE «1ETONPOU3BOACTBOY, €TO BOSHUKHOBEHUE U TIOCIEIYIOIIEE CMBICIIOBOE
pasButue. [IoHATHS «TOKyMEHTaIlMOHHOE 00eCTIeUeHNE YIIPABICHUD) U
«ynpaBleHHe JOKyMeHTarmeny. Tunusars, yanpukanus 1 periaMeHTaus
MPOIIECCOB JOKYMEHTHPOBAHHS U OPTaHU3alUU pa0OThI C IOKyMeHTaMu. Eunast
rocynapcrBeHHas cucrema jaenonpousBojcta (EI'CJ/I). Haznauenue u
conepkanue ['ocy1apcTBEHHOM CHCTEMBI IOKYMEHTAIIMOHHOTO 00ECTIeYeHHS
ynpasnenus ([CAOY). OcobeHHOCTH AETONPON3BOCTBA B
MPEANPUHUMATEIbCKUX ¥ KOMMEPUYECKUX CTPYKTypax, MaJioM OU3Hece.
Hampapnenus coBepieHCTBOBaHUS eI0npon3BoAcTBa. Kiaccnudukanus THIIOB U
METO/IOB HCIIOJIb30BaHUS B I€JIOMPON3BOACTBEHHBIX MPOIIECCaX OPTraHU3aIl[HOHHON
TeXHUKHU.

[lonsTre u cTpykTypa JoKyMeHTO000poTa. OCHOBOMONAraromiee eJMHCTBO
IBIOKCHUS JOKYMEHTOB U HH(popManuu. JJoKkyMeHTOOO0POT U «GKU3HEHHBIN IIHKID)
JOKyMeHTa. PoJib 1 MECTO TOKyMEHTO00OPOTa B MPOLIECCE YIPABICHHUSI
OpraHU3aIMOHHBIMU CTPYKTYPaMH ¥ IIPOU3BOJCTBCHHBIMY ITPOILIECCAMH.
TpeboBanwus, IpeabsBIIEMbIe K JOKYMEHTO000poTy. OcoOeHHOCTH
ABTOMAaTU3UPOBAHHOTO 0€30yMaKHOTO IOKYMEHTO000pOoTa. EMUHCTBO PUHITUIIOB
Y HalpaBJICHUN ABMKEHUS TPAJAULIIMOHHBIX U 3JICKTPOHHBIX JOKYMEHTOB.

[onsTHE «TOKYMEHTOIIOTOK», BHJIBI IOTOKOB M X Ha3HaueHHe. Mecto
JOKYMEHTOITIOTOKOB B TEXHOJIOTUH (PYHKIIMOHUPOBAHUS OPTaHU3AIIMOHHBIX
CTPYKTYP (YUpeKIeHUH, GUPM, CTPYKTYPHBIX MTOApa3e/ICHU, apXUBOB, pab0ounx
MECT COTPY/HHKOB), aBTOMATH3HPOBAHHBIX CUCTEM U mozicucTteM. ConepkaHue
JIOKYMEHTOIIOTOKa. Ha3zHaueHue u nepapxudeckas 3aBUCHMOCTh TEXHOJIOTHYECKUX
CTaJlui, Mpoueayp, onepanuii u nogonepaiuii. TUOBO#M COCTaB TEXHOJIOTHYECKUX
CTaJui BXOTHOTO (BXOSIIET0, TOCTYIAOIIET0), BEIXOIHOTO (OTIPaBIsSEMOTO,
WCXOJIAINEr0) ¥ BHYTPEHHETO JOKYMEHTOIIOTOKOB. VX B3aUMOCBSI3b C
MIPUMEHSIEMOH cucTeMol 00pabOTKH 1 XpaHEeHUs JOKyMeHTOB. Ha3zHaueHue u
METOMKA AITOPUTMHU3AITUH TEXHOJIOTHH TOKyMEHTOMmoToKa. [IpobmeMbr
LEHTpaIN3aINK U ACTIEHTPAIH3AIIH ITpoliecca 00pabOTKU XpaHEeHUs JOKYMEHTOB.
OpraHu3aioHHbIC U TEXHOJIOTMYECKHE acTIeKTHI IPOOIEMBI.

TeXHOJIOrMYeCKUE CUCTEMBI 3aIMThI U 00pabOTKH KOH(UICHIIMATBHBIX
JToKyMeHTOB. OCHOBHBIE TpeOOBaHMUsI, IPEIBIBISIEMbIC K 00pabOoTKe
KOH(MICHINATBHBIX JOKYMeHTOB. Kitaccuukanus TeXHOIOTHYECKIX CHCTEM
00pabOTKH 1 XpaHeHUs KOH(DUICHIIMATBHBIX JOKYMEHTOB: TPAIUIIUOHHBIC,
ABTOMATHU3UPOBAHHBIC U CMEIIaHHbIE. [IpeANMOCHIIKY 3BOIIOIMUA TEXHOJIOTHISCKUX
cucteM 00pabOTKU M XpaHEHHS JOKYMEHTOB. JIOKyMEHTOBEIUECKOE 3HAUCHHUE
COBEPIIICHCTBOBaHMSI HOCUTENS HH(DOPMAIIUU ¥ U3MEHEHUS! METOI0B PabOThI
YEJIOBEKA C IOKYMEHTOM.

Cnyx0a KOHOUACHIINATBHOMN TOKyMEHTAINH, ()YHKIIMOHAIBHEIE TPYIITHI (Y9aCTKU
JeSITENIbHOCTH) CITY>KOBI.

Pazoen 3. Texnonozusn oopadbomku KOHGUOEHUUATLHBIX OOKYMEHM OB

Yd4er nocTynuBIIMX MMAKETOB U JOKYMEHTOB. Ha3zHadeHue u 3a/1aum dTamna yuera
MOCTYNUBIIUX ITAKETOB U IOKYMEHTOB. THIIOBOI1 cOCTaB KOMIUIEKCA
TEXHOJOTHYECKUX MPOLEAYP y4eTa IMOCTYIUBIINX JOKYMEHTOB.
Pacnpenenenue, paccMOTpeHHE M HANIPaBJICHHE JOKYMEHTOB Ha UCIIOJIHEHHE.
Hasnauenwue u 3a7auu 3TaroB pacupeaesieHus, PACCMOTPEHUS W HATIPaBIICHUS
JIOKYMEHTOB Ha MCIOJIHeHHE. THTIOBOM COCTaB KOMITJIEKCA TEXHOIOTHUECKUX




MIpPOLEAYp paclpeAeeHns, paCCMOTPEHMS U HallpaBJiIeHHs JOKYMEHTOB Ha
ucrionHeHue. [1opsanok BeISBICHHUS KOHPHUICHIIMATIBHBIX JOKYMEHTOB,

coJiep KaIlInX KOMMEPUECKYIO TaiiHy W OCTYNMHBLINX Oe3 Tprda orpaHUYeHHS
noctyna. Kpurepuu nenecoodpasHocTu nepeHoca HHPOPMAH NOCTYIHBIINX
OyMa)KHBIX JOKyMEHTOB Ha MAallMHHBIM HOCUTENb. I [puHINIBI pacnpeneneHust
JOKYMEHTOB MEXIY PYKOBOIUTESIMH, CTPYKTYPHBIMHU IOAPA3AEICHUSIMU U
cnenuanuctaMy. OyHKIMOHATbHAS TPUHAUIEKHOCT TOKYMEHTHPOBAHHOM
nHpOpMaLuK. YPOBEHb KOMIIETCHIIMH JOJDKHOCTHBIX JIMI PELICHUH BOIPOCOB,
[IOCTaBJICHHBIX B J0OKyMeHTax. Ha3HadueHue u 3apa4n sramna noAroToBKU
KOH(UICHINAIBHBIX JOKYMEHTOB. THIIOBOM COCTaB KOMIIEKCA TEXHOIOTHYECKUX
MpoLeayp MOArOTOBKY KOH(UACHIMAIBHBIX TOKyMeHTOB. [loHsTHE «Tpuda
KOH(UICHINAIBHOCTI» WK «rprua orpaHudeHus nocrymnay. [Ipoueaypsl
W3MEHEHUS U CHATHSA Tpuda KOHGUACHINAIBLHOCTH ¢ JOKyMeHToB. Hocurenu
JOKYMEHTHPOBaHHON KOH(UACHIIMAIBHON HHPOPMAIIH.

VYuer, n3roToBIeHNE U N3AaHue KOHPHUIECHINAIBHBIX TOKyMeHTOB. Ha3Hauenue u
3aJa4uy 3TanoB 0OPMIICHHS U yueTa HOCUTEIeH KOH(UACHINaTbHOR
WHPOPMALIUH, BBIIAYN UX UCTIONHUTEISIM U TIpUEeMa OT UCHoTHUTeNel. TumoBoi
COCTaB KOMIUIEKCA TEXHOJIOTHIECKHUX MPOLeTyp OQPOPMIICHHUS B yueTa HOCUTEIeH
KOH(pUICHINAIBHONW NH(OpMALHH, BBIIAYH UX HUCIIOJHUTENISAM U IIpUeMa OT
vcrionHuTeneil. HazHayenue u 3a1auu 3TanoB y4eTa, U3TOTOBJICHUS U U3AaHUS
KOH(UICHIIUATIBHBIX JJOKYMEHTOB. THIIOBOM COCTaB KOMIUIEKCA TEXHOJIOTUISCKUX
MPOLIEAYP y4eTa KOH(PHUIEHIIMATHHBIX JOKYMEHTOB. THITOBOM cOCTaB Omepariui
MPOLEAYPHI U3AaHUS JOKyMEHTa. TeXHONIOrus corinacoBaHusl, NOANUCAHUS,
YTBEPXKACHMS JOKYMEHTA B TPAJULIMOHHOM JEJIONPOU3BOICTBE U
ABTOMAaTHU3WPOBAaHHBIX crcTeMax 00paboTku nanubx (ACO/). Haznauenue u
3aJauy dTana KONUPOBaHUS M Pa3MHOXKEHUs JOKYMEHTOB. Tumsl, 001acTh 1
YCIIOBHS IPUMEHEHHUST KOITUPOBAILHON U MHOXHUTEIBHOU TeXHUKUA. OCOOCHHOCTH
KOIMUPOBAaHUA MAIMHOYUTACMBIX U ayIUOBU3YAJIbHBIX TOKYMCHTOB.
MuxkpodunsmMupoBaHie JOKYMEHTOB. THIIOBOM cOCTaB Omeparyii mporeayphl
MTOAITOTOBKHU IOKYMEHTOB K KOITMPOBAHUIO WM PA3MHOXKEHHIO. YYeT JOKYMEHTOB.
TunoBoli cocTaB onepanuii mpoueypsl 0opopMICHHS Pe3yIbTaTOB KOMUPOBAHUS
WM Pa3MHOXEHHUS. Y YeT U3rOTOBJIEHHBIX 3K3EMIUISIPOB JOKYMEHTA.

TexHoI0rusg KOHTPOJISL UCTIONTHEHHUS TOKYMEHTOB U opy4deHnid. OCHOBHBIE 3a7auu
CHCTEMBI CPOKOBOT'O KOHTPOJIS 32 UCIIOJIHEHUEM JIOKYMEHTOB.
IIpenynpeauTenbHblil KOHTPOJIb U KOHTPOJIb NOCAEAYIOINNA. TUIIOBOH cocTaB
KOMIIJIEKCA TEXHOJIOIMYECKUX MPOLETYP KOHTPOJIS.

[Mopsinok paboThI IEpCOHAIA ¢ KOHPHUACHIIUAIBHBIME JOKYMEHTAMH U
Matepuaiamu. Haznadenue u 3ajaun 3Tana o0paboTka U3IaHHBIX IOKYMEHTOB.
TunoBoii cocTaB KOMITIEKCAa TEXHOIOTHYECKUX MPOLEayp 00pabOTKH M31aHHBIX
NOKyMeHTOB. Ha3HaueHue 1 3a1a4u CTaJuM COCTAaBJICHUS U BEJCHUS
HOMEHKJIaTypHl Jiesl. MeTo/InKa CoCTaBIeHUs HOMEHKIIATYPHI AeJ: U3ydeHHe
cocTaBa JOKYMEHTOB, pa3padoTKa KJIacCU()UKAMOHHON CXeMbl HOMEHKIIATYPBI,
(hopMynrpoBaHHE 3ar0JIOBKOB €1 U UX CHCTEeMaTH3alllsl, HHACKCUPOBAaHHE A€,
orpejieNieHre CpOKOB XpaHeHus Aen. [IpaBrna popmyInpoBaHus 3ar0JIOBKOB €Tl
IlepeueHb TOKYMEHTOB C yKa3aHHWEM CPOKOB MX xpaHeHud. HazHaueHue nepeyHs.
Tunossle 1 BeJOMCTBEHHBbIE IepeyHH. CTpyKTypa MmepeuHei 1 MopsaoK UX
IIPUMCHCHMHS. ABTOMaTI/ISI/IpOBaHHI)Ie METOJIbI COCTAaBJICHHUA HOMCHKIIATYPhI JCII.
Oco0EeHHOCTH COCTaBIICHHUSI HOMEHKIIATYPBI JIEJT ISl KOH(PUISHIIHATBHBIX
JOKYMEHTOB Pa3JIMYHOI0 THIIA M YPOBHS KoH(uAeHMatpHocTH. OdopmiieHne
HOMEHKJIATyphl ]I, €€ COINIacCOBaHME U yTBEpKJAeHHEe. TUIOBOM cocTaB onepanui
MpoucaAypbl BEACHUA U 3aKPBITUA HOMCHKIIATYPBI ACII.

Opranun3zanyst XxpaHeHUs! KOH(QUISHIIMANBHBIX TOKyMeHToB. Ha3HadueHue u 3agaun
craguu (GOPMHUPOBAHUS U ONIEPATUBHOrO XpaHeHus nein. [lonstue «popmupoBaHue
nemy». LlenTpann3oBaHHOE U ACIEHTPATN30BAaHHOE (JOPMHUPOBAHNE U XPAHEHHUE JIET.
EnuHCTBO perucTpalluOHHOTO MHJIEKCA U MEeCTa XpaHEeHUs IOKyMeHTa. TurnoBoi
COCTaB ONepauuil mpouerypsl GOpMUPOBAHUS A€i. 3aBeACHUE JIe]l TIOCTOSHHOTO U
BPEMEHHOTO CPOKOB XpaHeHHs1, ohopMIleHHE 00JIOKKH Jiena. TpeGoBaHus,




MpeIbABIAEMBIE K TPYIIITUPOBKE JOKYMEHTOB B Jiea. TEeXHOIOTNYECKHE ONepaIiy
rpynnupoBkr. OcoOeHHOCTH (POPMHUPOBAHHUS JIMYHBIX Jei. JlomoIHUTeIbHbIE
TpeOoBaHUs K HOPMUPOBAHUIO B Jiesia KOH(DUACHIMATIBHBIX TOKYMEHTOB.
Hywmepanus nuctos.

3anosHeHNHEe ONUCH TOKYMEHTOB Jiesia. COCTaBIeHNE 3aBEPUTEIbHOM HAAIIUCH.
[IpomuBka u onevyareiBanue aena. OdopmiieHHE KapTOUKH yueTa BbIIauu Jena.
TunoBoi cocTaB onepanuii npoueaypsl XxpaneHus aein. [lpaBuna xpaneHus
JIOKYMEHTOB, BbIJIa4H U IIpreMa JIeJ1, U3bATHE TOKYMEHTOB U3 Jena. HazHauenue u
COCTaB JOKYMEHTOB U JIeN BBIAECICHHOTO XpaHeHus1. DopMEI ydera 1 coaep KaHus
perucTpupyeMbIix cBeieHUH. TeXHOIOrnuecKue onepatuy nepeBoia J10KyMEHTOB U
Jiell Ha BeIJeNieHHOe XpaHeHue. OCOOEHHOCTH IPYNITUPOBKH, yYeTa U XpaHeHHUs
MalIMHOYHTAEMBIX, 8y THOBU3YaIbHBIX, KOHCTPYKTOPCKO-TEXHOJIIOTHYECKUX U
HayYHO-T€XHHUYECKUX AOKYMEHTOB. OCOOEHHOCTHU IPYNIIUPOBKH, yUeTa U
XpaHEHUs TOKYMEHTOB JUINIOMAaTHYECKOH CTyKOBbI, Cy1eOHBIX, CIIeICTBEHHBIX,
HaJIOTOBBIX, TAMOKEHHBIX M HHBIX TOCYJapCTBEHHBIX OpraHoB. HazHadeHne u
3aJla4u¥ CTaJNU NOArOTOBKY U Iiepefadu el B apxuB. [Iponemypa skciepTH3sl
LIEHHOCTHU TOKyMEHTOB. [loHsATHE «3KCIIepTH3a LIEHHOCTH TOKYMEHTOBY, €€ 3aJIauH,
MPUHIMIEL U KpuTepuu. TpeboBanus, mpeabsBisieMble K dKkcnepTuze. OpraHuzanus
MIPOBEIEHUS SKCIIEPTHU3bI IEHHOCTH JOKYMEHTOB. 3a1auu, (QyHKINHU, COCTAB U
MOPSIOK pabOThl SKCIIEPTHON KOMUCCHH. DTallbl TPOBEICHUS SKCIIEPTU3EI
LIEHHOCTH JIOKYMEHTOB. THUIIOBOM COCTaB Olepalni Kaxaoro Tana.
JlononHuTeNnpHbIE TPEOOBAHMS K IPOBEAECHHUIO SKCIEPTHU3bI LIEHHOCTH
KOH(pHUICHINANBHBIX JOKYMEeHTOB. OopMieHne pe3ynbTaToB 3KCIIEPTU3BL.
Oco0eHHOCTH SKCIEPTH3BI IEHHOCTH MAITMHOYUTACMBIX, 8y THOBU3YyaJIbHBIX,
KOHCTPYKTOPCKO-TEXHOJIOTHYECKUX U HAYYHO-TEXHUUYECKHUX JOKYMEHTOB.
Haznauenwne u Buap! onuceit aein. [lopsgok coctaBieHus omucy, ee opopMIICHHE,
COTJIaCOBaHME U YTBEpKJeHHE. THIIOBOM cocTaB omnepanuii mporeaypbl
IIOATOTOBKH JEJI K IIepeaade B apXuB. THUIIOBOM COCTaB OIEpaLMi TPOLEypPbl
nepenady fei B apxuB. HazHaueHue U 3a1a4u cTagul YHUYTOKEHUS TOKYMEHTOB H
Hocutesel napopmaruu. [Iporeaypa orbopa TOKyMEHTOB M HOCHTEIICH
WHpOPMALUH [Tl YHHUTOKEeHUs. OpraHu3aius 1 Nopsaok oroopa. Tunooit
coctas onepauuii. OdopmieHue pe3yabTatoB oroopa. Ilopsanok cocraBneHus u
oopMIiIeHHs aKTa K YHUYTOXKEHHUIO TOKYMEHTOB, HE ITOJUIEKALINX XPAHCHHUIO.
TpeboBaHus O BKIIFOUEHHIO B aKT JOKYMEHTOB, JIe] M HocHTeNnel nHpopMaInu.
[MoaroroBka K yHHUTOKEHUIO OyMaXXHBIX, MAIIMHOYUTAEMBIX, 4yIHOBH3YAIbHBIX,
KOHCTPYKTOPCKO-TEXHOJIOTHYECKUX U HAYYHO-TEXHHUUYECKHUX JTOKYMEHTOB.
[Iponeaypa yHHUTOXKEHHS IOKYMEHTOB U HOCcUTeNnel nHdpopmaruu. TpeGoBaHus K
MIPOLIECCY YHUUTOXKEHHS JOKYMEHTOB B COOTBETCTBHUH CO CTETIEHBIO UX
KoHpuIeHInanbHoCcTH. CrocoObl M COCTaB TEXHOJIIOTMYECKUX Oleparui
YHHYTOXXEHUS JOKYMEHTOB Ha Pa3lWYHbIX HocuTessax nHpopmanun. [lopsmox
BHECECHHUSI OTMETOK 00 YHUUTOKEHHH JJOKYMEHTOB M HOCUTENe HHPOpMaIiu B
yuaeTHble GopMbl. CpeacTBa OpraHu3alMOHHON TEXHUKHU, HCIOIb3YEMbIE TIPH
BBINOJIHEHUH Tpoleaypsl. Opranu3zanus XpaHeH!s! KOHPHUISCHINATBHBIX
nokyMeHTOB. OCHOBHBIE MIPaBWIIa XpaHEHHs KOHPHICHIIUATBHBIX JOKYMEHTOB.
Caepka HaM4Hs KOH(UACHINATBHBIX JOKYMEHTOB. OCHOBHBIE 33J]a91 U KOMITJIEKC
TEXHOJIOTHYECKUX MPOLEAYP CBEPKU HATMYHSI JOKYMEHTOB C rpuoM
KOH(UICHINATHHOCTH. THITOBas MHCTPYKIHS MO 00ECTIEYSHNUI0 COXPAHHOCTH
KOH(MICHINATBHBIX JOKYMEHTOB. TeKyIias mpoBepka HATNYHSI JOKYMEHTOB, €T
u Hocurened napopmanuu. Ee 1enu, cocraB npoBepsieMbIX JOKYMEHTOB.
Odopmnenune pesynabrata npoBepku. KapranpHas v ro/10Bast HPOBEPKH HATHYHS
JIOKyMEHTOB, JIe/  HocuTenel nadopmaruu. Llemn mpoBepok u cocras
poBepsieMbIX JOKyMeHTOB. OopMiieHHe pe3ysIbTaToB NPOBEpoK. Exxemecsunast
MIPOBEPKa HAJIMUHUS 0CO00 BaKHBIX KOH(PpHUICHIMATBHBIX JOKyMEHTOB. Ee memnu,
cocTaB MpoBepsieMbIX AoKyMeHTOB. Odopmiienne pesynpraTa nposepku. [Iposepka
HaJIM4Us TOKyMEHTOB, JIEN ¥ HOCUTeNeH nH(OpMany Ipy YBOJIbHEHUHT
corpynHuka. Ee nenn u opopmienue pesynbrara nposepku. [lopsmok npuema ot
YBOJIBHSIONIETOCS JIOKYMEHTOB, Jiell 1 HocuTesel nadopmarmn. Odopmienue




pesyiabTaTa nmpuema. [IpoBepka HanM4Kst U cOXpaHHOCTH 0a3 naHHbIX B DBM. Llenn
MPOBEPKH U MOPSIOK ee mpoBeneHus. OdopMireHne pe3ysbTaTa MPOBEpPKH.
[IpenmnocbulkN HEpETIIaMEHTUPOBAHHBIX TPOBEPOK HAJIMUUS TOKYMEHTOB, JIENT U
HocuTenel napopmanun. Llemn mpoBepkH, cocTaB MIPOBEPSIEMbIX TOKYMEHTOB U
oopMieHe pe3ynbTaTa NPOBEPKH.

Pazoen 4. 3awyuma ungpopmayuu na agmMoOMamu3uPOGAHHBLIX paboOUUX Mecmax
ABTOMaTH3UPOBaHHbBIE paboyre MecTa U JJoKanbHbie ceTd APM. Dransl pa3sutus
3IIEKTPOHHBIX (aBTOMATH3UPOBAHHBIX) 0(pHCcOB. COCTaB U CTPYKTYpa THIIOBOTO
APM. ABTOMaTH3MpOBaHHEIC pabodre MecTa 1 JIOKaabHbIe ceTn APM kak
HanOoJiee MacCOBBIN BAPUAHT TEXHUUIECKOTO 00ECIIeUeH ] aBTOMAaTH3UPOBAHHBIX
cucreM obpabotku ganHbIX (ACO/M). [IpuHunnsl HHGOPMALMOHHOW B3aUMOCBSI3N
APM pykoBouTeNeH 1 CIEUATUCTOB YUPEKICHHS, COTPYAHUKOB CITYKOBI
nokymeHTanuu. CyIHOCTh, IPEUMYIIECTBA U HEJOCTATKH CMELIaHHON
TEXHOJIOTHYECKON cHCTeMbI 00pabOTKU M XpaHEeHUs TOKYMEeHTOB. [IpuinHbI ee
LIMPOKOTO UCTONB30BaHus. CTPYKTypa CUCTEMBI, IPUHLIUIIBI €€ B3aUMOCBSI3H C
JTIOKYMEHTOOOO0POTOM.

Knaccudukanus coBpeMEHHBIX CHCTEM yIpaBJIeHHs 0a3aMu JaHHBIX. DBOJIOIHS
CYB/. OcHoBHBIE ()yHKIIMU CUCTEM YIpaBJieHUs 0a3aMu JaHHBIX. THUmoBas
opraHm3anys u odecredeHre nHHOPMAITMOHHONW 0€301MacHOCTH COBPEMEHHBIX
CYBU. Jlornyeckas opranuzauus coBpeMeHHbIX CYBJ[. OcHOBHBIE MPOrpaMMHO-
TeXHUUYECKUE MEphI o0ecnieueHust HHPpOPMAIIMOHHON 0€30acHOCTH:
ayTeHTU(UKAIMA U UICHTUYHOCTD, YIIPABICHUE TOCTYIIOM, TIOAJIEPKKA
LIEJIOCTHOCTH, POTOKOJIMPOBAHKE U aynuT. JIoKaibHast aBTOMaTH3aLUs OTAEIbHBIX
JIeTTOTIPOU3BOJICTBEHHBIX ONEpallnii yueTa JOKYMEHTOB U CIIPaBOYHON paboThI,
MOMCKa JOKYMEHTOB, KOHTPOJISL UCTIOJHEHHUS, COCTaBJICHNUS JOKYMEHTOB,
(hopMHUpOBaHUs HOMEHKIATYpHI es1. KoMIuiekcHasi aBToMaTU3UPOBaHHAs CUCTEMa
00paboTKH TOKyMeHTOB. OyHKIIMOHATIBHBIE BO3MOYKHOCTH CUCTEMEL. Ee
TEXHOJIOTHYECKAsi B3aUMOCBS3b C IOKYMEHT0000poToM. DyHKIIMOHATbHAS
CTPYKTypa U BHEMALIMHHO-MH()OPMAIIMOHHO-JOKYMEHTAlIHOHHOE 00eCTIedeHue
cUCTEMBbl. ABTOMATH3alUs JOKYMEHTAMOHHOTO 00eCeuYeHNs YIIPaBICHNU.
Tunosas cTpykTypa 3aaa4 B 010kax ACO/l. biok mokyMeHTHpOBaHUS
nH(popMaruu. brok 00paboTKN U XpaHEHUs JOKYMEHTOB U (W) CBEICHUN O
JOKyMeHTax. biiok npaBoBoit 1 HHGOPMALMOHHON MOAIEPIKKH PELIaeMbIX 3a1a4 1
BBHITTOJTHSIEMBIX (DYHKIUI. BapuaHThI TEXHOJIOTHH BBOJIA UCXOIHBIX CBEICHUH O
nokymeHnTax B 6a3y manHeix ACO/l. CoctaB oneparuii. [Ipenmyiiectsa BBos1a B
0a3y IaHHBIX TEKCTOB YHU(UIMPOBAHHBIX OyMasKHBIX JOKyMEHTOB. [lopsaok
XpaHeHus1 OyMa)XHbIX TOKYMEHTOB IIPH AaJbHEHIIEM HCIOIb30BAHUH UX
JNEKTPOHHBIX KOMHH (3JIEKTPOHHBIX TOKYMEHTOB).

Tunosas opranu3zanus u odecneueHre HHGOPMaAIMOHHON Oe3011acCHOCTH
coBpemeHHbIX CYB/I. TumnoBoii cocras onepaunii npoueayps GopMUPOBAHUS
CIPaBOYHO-WH(POPMAIIMOHHOTO OaHKa TAHHBIX 10 IOKyMeHTaM. DyHKIIMOHAbHEIE
BO3MOXXHOCTH aBTOMATH3UPOBAHHOTO CIPAaBOYHO-UH(POPMAIIMOHHOTO OaHKa
naaHeix ACO/l. CocraB BbIXOAHOW MH(OpMAIMK B 3aIIPOCHOM U 0€33aIpOCHOM
pexxumax. OpraHu3almoOHHOE ¥ HHPOPMAITHOHHOE COOTHOIICHUE [IEHTPATBHOH 1
JIOKaNbHBIX 0a3 JaHHBIX. BHEMaIIMHHAS TEXHOJIOTHS aKTyaTU3aIiH
aBTOMATH3MPOBAHHOTO OaHKa JaHHBIX. ABTOMAaTU3UPOBAHHOE PELICHHUE 3a1a4
MPaBOBOH ¥ MHPOPMALIMOHHOHN MOIJECPKKA NPUHUMAEMBIX PELICHUH.
[IpenmymiecTBa nepeaady crienuanucTaM 3JIeKTPOHHOTO JOKYMEHTA B JIOKAJIHHYIO
0a3y nanubix APM. Ilopsaok nepemenienns: MaliHOYUTAEMbIX JOKYMEHTOB B
BBIYHCIUTENBHOM IIeHTpe. COCTaB y4eTHBIX onepannii. TUoBoi cocTas onepanni
MPOIIETyPbl KOPPEKTUPOBAHUSI CIIPABOYHO-MH(OOPMAIIHOHHOTO OaHKa JaHHBIX 110
JIOKYMEHTaM B pe3yJbTaTe X PACCMOTPEHHS M Mepeladyn Ha MCIIOJHEHHE.

Pazoen 5. 3awguma r31eKmpoHH020 00OKyMeHmoodopoma

Cpenctsa 3amutel COJl. Yrpo3s! AJsl CUCTEMBI DJIEKTPOHHOTO JOKYMEHTOO00POTA.
ObecniedueHre COXpaHHOCTH TOKyMeHTOB. O0ecmedeHne 0€30I1acHOTO JOCTYTIA.
Pasrpannuenus npas nons3oBares. [IpaBuna pasrpannyenus nocryna. CyObekThl
noctyna. O6wexTsl focryna. [opsinok u ycnosus nocryna. IlpaBa cyObexToB




noctyna. [IpaBa agmunauctparopa. [Ipasa nonb3oBatens. O643aHHOCTH CyOBEKTOB
nocrymna. [lepedeHb 3anpenieHHbIX ASHCTBHI ITpH paboTe ¢ KOH(DHASHIIMATBLHOM
nHpopmanmen ans cyorexToB noctyna. Konpunennuansnocts. ObecneueHme
MOJUIMHHOCTH AOKYMEHTOB. [IpoTOoKONIMpoBanue 1eHCTBUI MOIB30BaTENCH.
3akoHOAaTeNpHOE perynupoBanre. OTBETCTBEHHOCTh CYObEKTOB JOCTYyIIA.

4.3. Tlpaktuyeckue (CEMUHAPCKUE) 3aHITHS
Tembl mpakTUUECKUX 3aHATHI U UX TPYJOEMKOCTb IIPUBE/ICHBI B TAOJIHIIE 5.

Tabmuua 5 — [IpakTryeckue 3aHATHS U UX TPYJOEMKOCTb

U3 Hux Ne
Ne | Tewmsbl npaktudyeckux | @opmel IpakTU4ecKuX | TpyaoeMKOCTh, |IIPAKTHUYECKOM |pasnena
/o 3aHATHI 3aHATHAI (dac) IIOJTOTOBKH, | TUCLIMII
(dac) JIUHBI
Y4eOHBIM IIJIAaHOM HE TPETyCMOTPEHO
| |
Bcero
4.4, JlabopaTopHBbIC 3aHATHS
Tewmbl TabopaTOPHBIX 3aHATHH U UX TPYIOSMKOCTh IPUBEACHBI B Ta0OHIIC .
Tabnuna 6 — JlaboparopHble 3aHATHS U UX TPYJOEMKOCTh
Ne Ne
Tpynoe
HanmenoBanue 1a00paTopHbIX padboT paszzena
I MKOCTb, (4ac) o a—
Cemectp 8
[Ipuem, nepBuuHast 06paboOTKa, MPEABAPUTEITHHOE 2 1
pPacCMOTPEHHUE U PACTIPE/ICTICHUE MOCTYMUBIINX
KOH(UJICHIIUATIBHBIX JJOKYMEHTOB.
TpaauuMOHHBINA YYET NOCTYIUBIINX JOKYMEHTOB U 2 2
(dhopMHpOoBaHHUE CIIPABOYHO-UH(GOPMAIIMOHHOTO OaHKA TAHHBIX
110 TOKYMCHTAaM.
ABTOMAaTH3UPOBAHHBIHN y4eT MOCTYNUBUINX JOKYMEHTOB U 2 3
(hopMHpOBaHHUE CIIPABOYHO-UH(POPMAIIMOHHOTO 0aHKA JAHHBIX
O JIOKYMEHTAM.
OdopmiieHHEe U yUeT HOCUTENeH KOH(PHUICHIIUAILHOM 2 3
nHpopmarun. M3rotosnenre KOHQHICHINATBHBIX JOKYMEHTOB.
TexHuueCKHe CpeCTBA 3AUTHI OT YTEYKH WHPOPMAITUH T10 2 4
MPOBOJHBIM JTHHUSAM. KOHTPOJIb UCTIOTHEHHUS
KOH(UJICHIIUATIBHBIX JOKYMeHTOB. KonupoBanue u
pa3MHOKEHHUE JOKYMEHTOB.
Yd4er noAroToBIEeHHBIX (M3JaHHBIX) KOHPUIESHITHATEHBIX 2 4
JIOKYMEHTOB. MIHBEHTAapHbII yueT JOKYMEHTOB U M3JIaHHH.
DKcneauIoHHas 00paboTKa OTIIPABIIIEMBIX JTOKYMEHTOB. 2 5
Howmenxknarypa nen. @opmupoBanue 1 0pOpMIICHUE JE.
YHUYTOXKEHUE JTOKYMEHTOB, JIe]l U HOCUTEJIel HH(pOpMAIINH.
IMoaroroBka Jien k nepejiave B BEJJOMCTBEHHBIN apXUB.
KomrmnekToBaHue BEIOMCTBEHHOTO apXHBa, KiacCU(pHUKaIUs 1 3 5
yuet fen. OpraHu3anus UCIoIb30BAHUS APXUBHBIX JOKYMEHTOB
u o0ecrieuyeH s MX COXpaHHOCTH. [IpoBepka Hamuust
JIOKYMEHTOB JIell H HocuTeseld HHpopMaIuH.
Bcero: | 17




4.5. KypcoBoe nmpoeKTHpOoBaHKEe/ BHITIOTHEHUE KypCOBOU PabOTHI
Y4eOHBIM IIJIAHOM HE TIPEAYCMOTPEHO

4.6. CamocrosTenbHas paboTa 00yJaroIIuXCcs
Buibl camocTosiTenbHOM paboThl U €€ TPYJI0EMKOCTh ITPUBEICHBI B TabHIIe 7.

Tabmuua 7 — Bugsl caMoCcTosTeNbHON PabOTHI M €€ TPYIOEMKOCTb

. Bcero, | Cemectp 8,
Bun camocrosiTensHO#M paboThI
qac qac
1 2 3
W3ydeHne TeopeTHuecKoro MmaTepuania
50 50
nucuuruael (TO)
KypcoBoe npoextuposanue (KI1, KP)
Pacuerno-rpadpuueckue 3ananus (PI'3)
Brimonaenue pedepara (P)
IToaroToBKa K TEKyIIEMY KOHTPOJIIO 10 10
ycneBaemoctu (TKVY)
Jomamnee 3aganne (/13)
KonTponbubie pabotel 3a04uHNKOB (KP3)
IToaroroBka K MpoOMeEXyTOUHOU
14 14
atrecrauuu (I1A)
Bcero: 74 74

5. [lepedyenn yueOHO-METOIUYECKOTO 00ECTICUCHUS
JUTSL CAMOCTOSITEIBHON pabOThI 00YYArOMIMXCS IO TUCITUTUINHE (MOIYITIO)

Y4eOHO-MeTOAMYECKNE MaTepHasbl Il CaMOCTOSITENIbHON padOThl 00yYaromMXCsl yKa3aHbl B
. 7-11.

6. IlepeueHb MeYaTHBIX U ANEKTPOHHBIX YU€OHBIX U3JAaHUN
[lepedyeHb neUaTHBIX U DJEKTPOHHBIX YYeOHBIX M3/IaHUH MPUBEIEH B TaOIUIE 8.
Tabnuua 8— [lepeyeHp Me4YaTHBIX U AJIEKTPOHHBIX YUEOHBIX U3AaHUMN

Kommuectso
JK3EMIULPOB B
Ug_ll_nigec bubnuorpagpuyeckas ccpuika 614(6;1;;(:\::@
AIIEKTPOHHBIX
9K3EMIUISIPOB)
004 Undopmannonnsii menemxment [Tekcr] : yueOnuk / H. M. | 50
n74 Abpukees [u ap.] ; pea. H. M. A6aukees. - M. : UTHOPA-M, 2012.
-400 c.
681.3 Menbnukos, B. II. Hudopmanumonnas GezomacHocts [Tekcr] : | 40
M 48 yaebHoe rmocoowue st CI1O / B. I1. Mensaukos, C. A. KnefimeHoB,
A. M. Ilerpakos ; pen. C. A. KneitmeHnos. - 7-¢ u3z., crep. - M. :
Axanemus, 2012. - 332 c.
004 ®enotosa, E. JI. WndopmannoHHble TEXHOJIOTHU U cucTeMbl | 50
O 34 [Texcr] : yuebHOe mocobue / E. JI. denotoBa. - M. : ®OPYM :
NH®DPA-M, 2012. - 352 c.
355/359 OreHKa YCTOMYMBOCTH (DYHKIIMOHUPOBaHUSA 00BbeKTOB 3KOHOMHUKH | 200
0-93 [Tekcr] : MeToaMUYECKHE YKa3aHMs K NPAKTUUECKUM 3aHATHsIM / C.-




ITerepO. roc. yH-T a’pokxocm. mpubdopoctpoenus ; Coct. A. B.
Martsees, 1O. B. Cumarun. - CII6. : U3a-Bo I'VAII 2013. - 44 c.

X Tpudonosa, Immus BuxropoBHa. Opranusamus o6pabotku | 60
T 69 MEPCOHANTLHBIX JTAHHBIX B COOTBETCTBUM C 3aKOHOJIATEILCTBOM PD
[Texcr] : yuebnoe mocobme / HO. B. Tpudonona ; C.-Iletepb. roc.
YVH-T a3pokocM. mpudopoctpoenus. - CI16. : Uza-so ['YAIL 2013. -

99 c.
004 Momak, Hwuxonaii  Hukomaesuu  (mpod.). 3amwumennsie | 40
M 87 nH(pOTETeKOMMYHHUKAu. AHanmu3 W cuHTe3 [Tekcr]

mororpadus / H. H. Momak ; C.-lIlerep6. roc. yH-T a’pOKOCM.
npubopoctpoenus. - CII6. : Mzn-Bo I'VAIL 2014. - 197 c.

004 Momak, Hwukonaii  HukomaeBmu  (mpod.).  Opranuzamms | 40
M 87 Oe3omacHoro moctyna Kk mH()OpPMAalMOHHBIM pecypcam [Tekcr]

yuebnoe nocodbue / H. H. Momak, T. M. Tarapaukosa ; C.-Iletep0.
roc. YH-T a’pokocMm. mpubopocrpoenus. - CII0. : M3n-Bo ['VAIIL,

2014.- 121 c.
004 NudopManmmoHHbIe CHUCTEMBI W TEXHOJOTHMH B HKOHOMHKe H | 1
n74 yrpasieHuH [ DAeKTpOoHHBIN pecypc] : yueOnuk / C.-Iletep0. roc.

VH-T 9KOHOMHKH u ¢uHaHCOB ; pen. B. B. Tpopumos. - 3-e uzn.
niepepad. u Jo1. - DIEeKTPOH. TeKCTOBBIE AaH. - M. : FOpaiit, 2012.

X CmupHOB, A. A. Obecriederrne WHPOPMAITMOHHONW OE30MMacHOCTH B | 2
C50 YCIIOBHUSIX BUpTyaiu3aiuu oodiectsa : Onbit EBponetickoro Coro3a
[Texcr] / A. A. CmumprOB. - M. : IOHUTU-HAHA : 3akon u
npaso, 2012. - 159 c.

004(075) AcraxoBa, A. B. MHpopMalnnoHHBIE CHCTEMbI B JKOHOMHKE H | 5
A91 3ammTa HHGOPMALMHU Ha MPeInpusaTHIX - yaacTHHKax BOJ] [TekcT]
: yuebnoe mocodue / A. B. AcraxoBa. - CII6. : Tpourkuit MocT,
2014. - 216 c. : puc., Tabxa. - bubmmorp.: c. 210 - 214

004 MenpHaukos, B. 1. 3amura undopmanyu [Teker]| : yueOnuk / B. I1. | 10

M 48 MensnukoB, A. U. Kynpusuos, A. I'. Cxuptnanze ; pen. B. IL
MenpHukoB. - M. : Axkagemus, 2014. - 304 c.

004 Omugep, B. I'. bezonacnocts kommbioTepHbix cetedd [Texcr] : | 10

0-54 [yuebnoe mocodue] / B. T'. Oxudep, H. A. Onudep. - M. : Topsiuas

ymHus - TenekoMm, 2014. - 644 c.

7. TlepedyeHb AIMEKTPOHHBIX 00pa30BaATEIBHBIX PECYPCOB
nH(OPMaIIMOHHO-TEIIEKOMMYHUKAITMOHHOM ceTu « IHTepHeT»
[lepeuens AIIEKTPOHHBIX o0pa30BaTeNbHbIX pecypcoB MH(pOpPMaLOHHO-
TEJIeKOMMYHUKAIIMOHHONW ceTn «HTepHeT», HEOOXOAMMBIX JJii OCBOCHHUS TUCIUILIAHBI
npuBezieH B Tabnwmue 9.

Tabmuua 9 — IlepedyeHb 3JIEKTPOHHBIX O0pa30BaTEIbHBIX PECYpPCcOB HH(POPMALUOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTn «HTepHEeT»

URL anpec HaumenoBanue
www.intuit.ru Harmonanessiiit OtkpeiTeiil YHusepcurer "MHTYUT"

8. Ilepedens MHPOPMAITMOHHBIX TEXHOJIOTHI
8.1. [lepeyeHp mpPOrpaMMHOTO O0OECHEUEHUS, HCIOIb3YEMOI0 TMpPH OCYIIECTBICHUU
00pa30BaTeNILHOrO MpoIecca MO0 AUCLUIINHE.
[lepedyeHp UCONB3yeMOro MPOrpaMMHOr0 odecriedueHus npejacranieH B Tadbuuie 10.

Tabmumna 10— [TepeueHs mporpaMMHOT0 00€CIICUCHHS

Ne /1t Haunmenosanue

He npenycmotpeno




8.2. Ilepeuenn MH(POPMALOHHO-CITPABOYHBIX CUCTEM,HCII0NIb3yEMBIX pu
OCYIIECTBJICHUH 00pa30BaTEILHOTO MpOoIiecca Mo AUCIUIIITHHE

[lepeyeHp HCMONB3yeMbIX HH(POPMALMOHHO-CIIPABOYHBIX CHCTEM MPEJCTABICH B
Tabymue 11.

Tabmuna 11— Ilepedyens HHPOPMALIMOHHO-CITPABOYHBIX CHCTEM

Ne i/t HaumenoBanue

He npenycmorpeno

9. MarepuaiabHO-TeXHHUYECKas 0a3a
CoctaB  MaTepUAIIbHO-TEXHUYECKOH 0a3bl, HEOOXOIUMOW Ui  OCYIIECTBICHUS
00pa3oBaTeNBFHOTO MpoIiecca Mo AUCLUIINHE, TPEACTaBIcH B Tabuuiel 2.

Tabmuna 12 — CoctaB MaTepHaIbHO-TEXHHYECKON 0a3bl

. Homep aynuropun
No 1/ HaunmeHnoBaHMe COCTaBHOM YacTH MaTepUalbHO- (rpi
- TEXHUYECKOH 0a3bl P
HE00X0JMMOCTH)
1 Jlek1iMOHHAsl ayIUTOPUS
2 KomnbroTepHslii Ki1ace

10. OueHo4HBIE CpeACTBA ISl POBEICHUS TPOMEKYTOUHOUN aTTECTAIINH
10.1. CoctaB OLEHOYHBIX CPEACTBAJI MPOBEIACHHUS MPOMEKYTOUHONW AaTTeCcTalluu
00yJaromuXxcs 1Mo JUCIUTUINHE MPUBEACH B Tadymie 13.
Tabnuna 13 — CoctaB OIEHOYHBIX CPEACTB ISl IPOBEICHHSI IPOMEKYTOYHOM aTTeCTaIlUH

Bua npomexyTo4HON arTecTanuu [lepedyeHp OLICHOYHBIX CPEACTB

3auer Cnucok BOIpOCOB;
TecTtsr;
3agaun.

10.2. B kayecTBe KpUTEpUEB OLEHKH YPOBHSA C(HOPMUPOBAHHOCTH (OCBOEHUS)
KOMITETEHIIMI OOYyJaloUIMMHCS TPUMEHSETCST 5-0ajuibHasi MIKajla OUEHKH C(HOPMHUPOBAHHOCTU
KOMIIETEHIIMH, KoTopasi mpuBejeHa B Tabuune 14. B TeueHne cemecTpa MOXKET UCIOIb30BaThCsA
100-6annpHast ~ mKajma ~ MOAYJBHO-PEUTHHTOBOW  CHCTEMBI ~ YHUBEPCUTETa,  IpaBHIIa
UCIIOJIb30BaHUSI KOTOPOW, YCTAHOBJIEHBI COOTBETCTBYIOIIUM JIOKAJbHBIM HOPMATHUBHBIM aKTOM
['YAIL
Tabmuua 14 —Kpurepuu olieHKH YpoBHS c(hOPMHUPOBAHHOCTH KOMIETEHIUH

Or11eHKa KOMITETEHIUI

Xapakrepuctrka chOpMUPOBAHHBIX KOMIIETEHIIN
5-0ayutpHad mIKama paKTep (bopep

— oOyyaromuiicss TIayOOKO M BCECTOPOHHE YCBOWJI IPOTPAMMHBIN
MaTepHai;

— YBEPEHHO, JIOTUYHO, I10CIIEI0BATEILHO U TPAMOTHO €0 M3J1araer;

— OIIpasACb Ha 3HaHUA OCHOBHOH M )IOHOJ'IHPITCJ'II)HOﬁ JIMTCPATYPBhI,

«OTJIMYHOY O
GAUTCHOY TECHO MPUBS3bIBAET YCBOCHHBIC HAYYHBIC TTOJIOKEHUS C MMPAKTUIECKON
JIeATETbHOCTBIO HAIIPABIICHUS;
— yMeTno 000CHOBBIBAET U apTYMEHTUPYET BBIIBUTAEMBIE UM UJIEH;
— JIeJIaeT BBIBOALI M 00OOIICHHS;
— CBOOOJTHO BJIQ/ICET CUCTEMOM CIIEIUATM3UPOBAHHBIX MIOHITHM.
— o0yyJaroIuiicss TBEPI0 YCBOWI MPOTPaAMMHBINA MaTepuan, TPaMOTHO H
M0 CYHIECTBY M3JaraeT €ro, OINUpasiCh Ha 3HAHUS OCHOBHOM
«XOPOITIO» JTUTEPaTyPHI,
«3aUTEHO» — HE JIOMYCKAeT CYIIECTBEHHBIX HETOYHOCTEH;

— YBA3BIBACT YCBOCHHBLIC 3HAHHUA C HpaKTI/I‘-ICCKOﬁ ACATCIIBHOCTBIO
HaITpaBJICHHUA,




Or11eHKa KOMITETEHITUHN

5-0aiubHas mKana

XapaxrepucTrka chopMUPOBAHHBIX KOMIIETEHIUI

— apryMEHTUPYET HAYYHBIC TTOJIOKEHUS;
— JIeJIaeT BBIBOALI U 000OIICHHUS;
— BJIQJICET CUCTEMOM CICIMATU3UPOBAHHBIX TOHSITHH.

— 00y4Jaromuiicss yCBOMJI TOJIBKO OCHOBHOHM NMPOrpaMMHBIM MaTepual,
II0 CYHIECTBY M3JIaracT €ro, ONMpasch HA 3HAHUSA TOJIBKO OCHOBHOMU
JUTEPATYPBI;

— JIONyCKaeT HeCYIIECTBEHHBIE OIIMOKU U HETOYHOCTH;

«yJIOBJIETBOPUTEIILHO) o
GATTCHON — ACTBITHIBAET 3aTPYAHEHHS B IMPAKTUYECKOM NPUMEHECHUM 3HAHUU
HaIpaBJICHUS;
— c1abo apryMeHTHPYET HayIHbIC MTOJI0KEHNS,
— 3aTpyAHsieTcs B (OpMYyITUPOBAHUN BBIBOJIOB M 000OIICHUI;
— YAaCTHUYHO BJIAJICET CUCTEMOM CHEIIMATN3UPOBAHHBIX OHSITUH.
— oOyyaroluiicss HEe YCBOWJ 3HAYUTENBHOH 4YacTH MPOrPaMMHOTO
Marepuaa;
— JIOTYCKAaeT  CYIIECTBEHHbIE  OMMUOKKM W  HETOYHOCTH  IIPH
«HEYIOBJIETBOPUTEIILHOY
paccMOTpEeHHH MTPOOJIEM B KOHKPETHOM HaIPaBIICHUY;
«He 3a4TCHO)

— MCIIBITBIBAET TPYIHOCTH B IPAKTUYECKOM IPUMEHEHNHU 3HAHUH;
— HE MOXKET apryMEHTHPOBATh HaAy4YHbIE [TOJIOKECHMUS,;
— He (HOPMYIHPYET BHIBOJAOB U 0000IICHHIA.

10.3. TunoBbie KOHTPOJIbHBIC 3a/IaHUS WM UHBIC MaTEPHAIIBI.
Bormpocs! (3agaun) nis sK3aMeHa IpeIcTaBlIeHbl B Tadimie 15.

Ta6muma 15 — Borpocs! (3amaun) 115 2K3aMeHa

No i/t

Kon

Ilepedens BonpocoB (3aad) a1 SK3aMeHa
P P ( ) HHIWKaTOopa

Y4eOHBIM IIAHOM HE MPETYCMOTPEHO

Bomnpocs! (3agaun) muis 3adera / nug¢. 3auera npeacrapieHs! B Tabnuue 16.
Tabmuna 16 — Bonpocs! (3agaun) mis 3adera / qudd. 3adera

Ne /it [Tepeuens BompocoB (3agayu) myist 3adeta / nudd. 3auera

Kon
WHIAMUKATOPA

1 1. Aranutuueckas padota B cepe 0e30macHOCTH [1K-4.3.1

nH(OpMAIIUY U CHCTEMa 3alTUThl UHGOPMAIIMOHHBIX
peCypCoB.

2. lokyMeHTupOBaHUE KOHPUACHIINATbHOW HH(OpMaIUY.
3. UcToUHMKM HOPMATUBHOTO PETYIUPOBAHUS
KOH(UIEHINATEHOTO JIeTOMPOU3BOICTRA.

4. HanpaBnenus obecrieueHus: 6€30nacHOCTH
MH(POPMAITMOHHBIX PECYPCOB.

5. Opraau3anus KOHQUACHITHATHHOTO JIeTIOTIPOU3BOJICTBA.
6. Opranuzanus KoH(OUICHIIHATEHOTO TIOKYMEHTO000pOoTa.
7. Opranuzanus opUCHON AeSITETLHOCTH.

8. Opranm3anus paboThI C TIOKYMEHTAMH, COACPIKAITUMU
CITYKEOHYIO TallHy.

2 9. Opranu3zanusi paboThI C TIEPCOHATHLHBIMU JAaHHBIMH. [IK-4.V.1

10. I[lepconan B cuctemMe KOHGHUIESHIIMATHLHON 3aIUTHI
uHpopMaluu.

11. [ToaroToBka KOHPUACHIINATHHBIX JOKYMEHTOB JIJIs
ApXHUBHOT'O XPAaHEHUSI U YHUUTOKEHUSI.

12. TIpoBepka HAMUYMSI U YHUUTOKEHHE KOHPUACHIINATHHBIX
JIOKYMEHTOB, JIeJ1 1 HOCHUTENIeH nH(OpMaInu.

13. IIpoBepku HammuHsi KOHGUIESHITUATBHBIX TOKYMEHTOB.




14. PaGoTa ¢ nmepcoHaioM, BIaACIONTUM KOH(DHICHIIHATLHON
nHpopManmen.

3 15. PazMHOXeHHE KOHPUACHIIMATBHBIX TOKYMEHTOB. [1IK-4.B.1
16. PexxuMm xpaHeHusT KOH(UICHIIUATBHBIX TOKYMEHTOB U
oOparieHus: ¢ HUMHU.

17. CocTtaBneHre HOMEHKIATYP, GOPMHUPOBAHUE U
odopmiieHre KOHPUICHIIMATBHBIX JIETI.

18. TexHosorusi 06pabOTKN KOH(UACHIIUAIBHBIX TOKYMEHTOB.

4 19. Texnomorust 06pabOTKH MOATOTOBICHHBIX [K-4.Y.1
KOH(UIEHITMATEHBIX JOKYMEHTOB.

20. TexHomorust 06pabOTKH MOCTYIUBIIUX
KOH(UIEHIIMATBHBIX JOKYMEHTOB.

21. Yyer koHpHUICHIMATIBHBIX JOKYMEHTOB.

22. ®opMHpPOBAHHUE U XPAHCHHE KOHMUICHITUATBHBIX JEI.

[lepeuenr TeM [l KypCOBOTO MPOCKTUPOBAHUSA/BBIIIOIHEHUS KYpCOBOM pabOTHhI
MpeICTaBICHBI B Tabwuie 17.
Tabmuna 17 — Ilepeyers TeM Juisi KypcOBOTO MPOEKTUPOBAHMSI/BBITIOIHEHUS KYPCOBOI pabOTHI

No 11/ [TpuMepHBIii IepeYeHb TeM Il KYPCOBOTO MPOSKTUPOBAHUS/BITTOIHEHHS
B KypCOBOH paboThI

Y4eOHBIM IIIaHOM HE MPEAYCMOTPEHO

Bompocer st mpoBeneHUsT TPOMEXKYTOYHOW aTTECTAllMM B BHJE TECTUPOBAHHUS
MpeACTaBICHBI B Ta0nwuie 18.

Tabnuna 18 — [IpumepHbIil nepeyeHb BOPOCOB JJIs TECTOB

Kon

Ne /i IIpuMepHBIii IepeYeHb BOIIPOCOB ISl TECTOB
WHJUKATOpa

1. KonduaennuansHas nHGopManms.

2. Knaccudukanus u Busl ”HGOpMaLUK KOHGHUIEHIIMATBHOTO XapakTepa.
3. JIOKyMeHTBbI, COCTaBIISIONINE TailHy CIEICTBHS U CYyIOIPOU3BO/ICTBA.
4. ndopmarus, cBA3aHHas ¢ IPOPECCHOHATBHOM JeITeIbHOCTHIO.

5. Mndopmanus, cB3aHHas C KOMMEPUYECKOH AEATEIbHOCTBIO.
Kommepueckas TaliHa U TEXHOJIOTHS €€ 3alIUTHI.

6. Mndopmarys o CymHOCTH H300peTeHH s, TOJIE3HON MOJETH WU
MPOMBILITIEHHOTO 00pas3ia (IPOM3BOACTBA HOY-Xay)

7. 'ocynapcTBeHHas TaitHa.

8. Opranusanus paboThl C TOKYMEHTaMH, €€ JOKYMEHTAIHOHHOE
obecrieyeHue.

9. llopsiaok Beie3Aa 3a rpanuny Poccuiickoit denepanuu, ero
JOKYMEHTAIIMOHHOE 00ecreueHue.

10. OrpanuueHnue Bble31a rpax/JiaH, OCBEJOMJIEHHBIX B HHPOpPMALIUU
OrpaHUUYEHHOT'0 JOCTYIA.

11. Cucrema opraHoB 3alUThl FOCYJAPCTBEHHON TaliHbI U
KOH(UACHIIMAIbHOU HHPOpMaLIUU

12. Opranusannu, 3aHUMAKOIIUECS 3aALUTON JOKYMEHTUPOBAHHOM
MH(pOPMAaLUU OTPAHUYEHHOTO AOCTYIA

13. Opranusanyy, 3aHUIMAIOLIUECS, PEXKUMOM CEKPETHOCTH U OXPaHOU
3IaHUN U TOMEUICHUN

14. KapareabHO-BOCIIUTATENIBHBIE MEPBI 10 3aIUTE JOKYMEHTUPOBAHHOU
MHGOPMALIMU OTPAHWYEHHOTO JOCTYIA U UX IPaBOBOE 0OecreueHHe.
15. YcTaB opranuzaiuu, yapexacHusl.

16. JloroBop Ha BITIOJTHEHUE PAOOT.

17. [IpencepTH(UKALMOHHBIN 3Tall OLEHKH TOTOBHOCTH OpPraHU3allMu.




18. DTan npenBapuTENbHON OLIEHKH TOTOBHOCTH IIPOBEPSIEeMOM
OpraHM3allMU U OLIEHKU CUCTEMbI KaueCTBa.

19. HanpaBieHus pa3BUTHS CUCTEM OLIEHKU U MOJATBEPKICHUS
COOTBETCTBUSI.

20. Cpoku mpoBesieHus padoT.

21. KorduneHmmaibHOCTh HH)OPMAIINH.

22. YcnoBus 0TKasa B cepTuduKammm

23. Dran npoBeneHus cepTU(UKANMOHHON MPOBEPKH C COCTABIICHHUEM aKTa
OLIEHKH

24. Opranuzaiuu, 3aHIMAarOIINECs, PEXKUMOM CEKPETHOCTH U OXPAHOU
3IaHUN U TOMEUIEHUI

25. KaparenbHo-BOCTIMTAaTENbHBIE MEPHI 10 3aIIUTE JOKYMEHTHPOBAHHOMN
nH(GOPMAIIMU OTPAaHUYEHHOT'O JTOCTYIA U UX MPaBOBOE 00ECIICUCHHE.

[lepeyeHbp TeM KOHTPOJBHBIX PabOT MO AMCLUMUIUIMHE OOYYAIOUIMXCS 3a04HON (HOpPMBI
oOydeHus1, IpeacTaBieHbl B Tabmuie 19.

Tabmuna 19 — [lepedeHb KOHTPOIBHBIX PadOT

Ne /i [lepeyeHb KOHTPOJIBHBIX PabOT

He npenycmotpeno

10.4. Meroauueckue  Marepuaibl,  ONpPEACISAIOIIME  HPOLEIypbl  OLIEHUBAHMS
WH/IMKATOPOB, XapaKTEPU3YIOIIUX dSTanbl (HOPMUPOBAHMS KOMIIETCHIIUH, COAEp)KaTcs B
JOKAJIBHBIX HOpMaTuBHBIX akTax [YAII, pernameHTUpyOIIMX NOPAAOK M IPOLERYPY
NPOBEICHUS TEKYILEro KOHTPOJISI YCIIEBAEMOCTH M MIPOMEKYTOUHON aTTeCTAllMi 00yJaroIInuXCs
I'VAIL

1. MeTonnqecm{e YKRazaHuda OJas oﬁyqammnxm II0 OCBOCHMIO JUCIHHUIIJIMHbI

[lenssMu M3ydeHUs IUCHMIUIMHBI «3aliuTa U 00paboTKa JTOKYMEHTOB OIPAaHMYEHHOIO
JIOCTYTIa SIBJISIIOTCS:

(dopmupoBaHre MPOopECCHOHATBHBIX HABBIKOB, CBA3aHHBIX CO CTPYKTYpPOW 3aIMIIEHHOTO
JOKYMEHTO000pOTa, JOKYMEHTOIIOTOKAMHU, COCTABOM TEXHOJIOTMYECKHUX JTAaloOB U ONEpaluid 1o
NOJArOTOBKE M H3JIaHUIO KOH(PUISHIMAIbHBIX JOKYMEHTOB, Y4eTy KOH(pUICHIHATbHBIX
JOKYMEHTOB, TMOPSAIKY pAcCMOTPEHMsT U HCIIOJIHEHUS JIOKYMEHTOB, KONHMPOBaHUIO U
Pa3sMHOXKEHHUIO TOKYMEHTOB, KOHTPOJISI HCIIOJIHEHUS IOKYMEHTOB, COCTABJIEHUIO U 0(hOPMIICHHUIO
HOMEHKJIATypbl JieJ, (OPMUPOBAHUIO M XPAHEHUIO JI€J, COJAEpKAIIUX KOH(HUIECHIUAIbHbIE
JOKYMEHTBI, ~ YHUYTOXXEHHIO  KOH(HIEHIMAJIbHBIX  JIOKyMEHTOB, IpOBEpPKE  HaJIU4Us
KOH(QUICHIMATBHBIX  JOKYMEHTOB,  KOMIUIEKTOBAHMIO  BEJIOMCTBEHHOI'O  apXuBa U
KJaccu(UKAUN XPAaHWIUIL JOKYMEHTOB, OOECIEUYEHUI0 COXPAaHHOCTU KOH(UIEHINAIbHBIX
JIOKYMEHTOB, MOPSAKY HCIONb30BaHUS KOH(PHUACHIINAIbHBIX apXUBHBIX JOKYMEHTOB, a TaKke
OpPraHU3allMOHHBIMU, TEXHHYECKUMH U  METOJUYECKUMH MpoOJieMaMHd  aBTOMATHU3aLUU
JEIIONPOU3BOJCTBEHHBIX ~ OMEpaluii, M TOATOTOBKA K JEATENIbHOCTH, CBSI3aHHOW C
HKCIUTyaTaei u 00CITyKMBAaHUEM COBPEMEHHBIX CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTa;

CO3/IaHME TPE/CTaBICHHUs] O Oa30BBIX TEOPETUUYECKUX MOHATHUSIX, JIeKAIIUX B OCHOBE
3alUThl KOH(DUIEHIMAIBHOW HH(OpPMAIMK Ha 3Tanax ee co3JaHus, 00pabOTKH, UCTIOIb30BaHMS,
nepefaud M XpaHEHUs; O MecTe KOH(PHUACHLUMAIBHOIO JOKYMEHTOOOOpOTa B CTPYKTypax
rOCyJapCTBEHHOTO U HETOCYAapCTBEHHOTrO yIpaBiieHUs, U poiu CiyxObl Ge3omacHOCTH (MiIn
Cnyx0bl KOHOUICHIMATBEHON TOKYMEHTAIlMU) MPEANpHUsATHS B PELIEHUH BOIPOCOB 3alllUTHI U
00paboTKM KOH(MUICHIMAIBHBIX JOKYMEHTOB; O HAy4YHbIX NPUHIMIAX, NPUKIATHBIX U
METOJUYECKUX aCleKTaX OpraHu3alliy TEXHOJIOTMU 3alUThl U 00pabOoTKU KOH(GUIACHIMATbHBIX
JIOKYMEHTOB; 5




pa3BUTHE CIIOCOOHOCTEH K JIOTUYECKOMY W alTOPHUTMHYECKOMY MBIIUICHUIO, HABBIKOB
UCIIOJIb30BAaHUSI COBPEMEHHBIX METOJOB, TEXHOJOTHI M CpPEACTB 3alIUThl KOH(HIAECHIIMAIbHON
uHpOpMaLnH.

Meroanyeckue yka3aHusi s OOYYAKIIMXCH 10 OCBOCHHMIO JIEKIMOHHOIO
MaTepuaJa

OcHOBHOE Ha3Hay€HUE JIEKIMOHHOIO Marepuaja — JOTMYECKH CTPOMHOE, CHCTEMHOE,
rIyOOKOe W SCHOE W3JIOKEHHEe ydeOHoro marepuana. HasHaueHuE COBPEMEHHOW JICKIIMH B
pamMKax JUCIUIUIMHBI HE B TOM, YTOOBI MOJYYUTh BCIO MH(OPMAIMIO 1O TEME, a B OCBOCHUU
dyHIaMEHTAIBHBIX MpoOJeM IUCHHMIUIMHBI, METOJO0B HAYYHOTO IIO3HAHUWS, HOBEHIINX
JOCTHKEHUI HaydyHOU MbIciu. B yueOHOM mporecce JEeKIUsl BBITOJIHAET METOA0JIOTHYECKYIO,
OpPraHU3alMOHHYI0 U MHPOPMALMOHHYIO (YHKIUH. JIEKIUs pacKpbIBaeT MOHATUHHBIN anmapar
KOHKpETHON oO0jacTu 3HaHUA, €€ MpoOJeMbl, JaeT LENbHOE MPEJCTaBICHUE O TUCIUILINHE,
MOKAa3bIBAET B3aUMOCBS3b C IPYTUMH JUCHUIIIMHAMH.

[InaHupyeMble pe3ynbTaThl IPU OCBOSHUU 00YYaIOUIMMCs JIEKIIMOHHOTO MaTepuara;

— TMOJIyYEHUE COBPEMEHHBIX, LEJIOCTHBIX, B3aUMOCBI3aHHBIX 3HAHUW, YpPOBEHb
KOTOPBIX OINPEIEIISIETCS 1EJIEBOM YCTAHOBKOM K KaXK/10M KOHKPETHOU TEME;

— TIOJIy4EHHE OIbITa TBOPUECKOM PabOTHI COBMECTHO C MPEIOaBaTeIeM;

— pa3BuTHE TPO(ECCHOHATHLHO—ICIIOBBIX  KA4ecTB, JIIOOBM K MpeaMery |
CaMOCTOSTENILHOTO TBOPYECKOTO MBILIIJICHUS.

— TOsBIIEHHUE HEOOXOAMMOI0 HHTEpeca, HEOOXOAUMOTIO AJIsi CAMOCTOSITENIbHOM paboTHI;

— [OJIydYeHUE 3HAHUUM O COBPEMEHHOM YPOBHE DPa3BUTHs HAyKM U TEXHUKU U O
MIPOTHO3€ UX Pa3BUTHS HA ONMKaMIINe TOIbL;

— HAY4YUTCS METOJWYECKH 00padaThiBaTh MaTepuan (BBIACIATH TJABHBIC MBICIH H
MOJIOKEHUS, TPUXOJUTH K KOHKPETHBIM BBIBOJAM, IIOBTOPATh HWX B  PAa3JIAYHBIX
dbopMynupoBKax);

— TIOMy4YeHHE TOYHOTO TOHUMaHUS BCEX HEOOXOMUMBIX TEPMHUHOB U MIOHSATHH.

JIekuMOHHBI MaTepuall MOXET CONPOBOXKIATbCA JEMOHCTpauued CIaiJoB H
UCIIONIb30BAaHMEM pa3aTOYHOTO MaTepuaja TMpH MPOBEIECHUU KOPOTKHX JUCKYCCHUH 00
OCOOEHHOCTSIX MPUMEHEHHS OT/IETHHBIX TEMATHK 110 JUCIUTIIIMHE.

CTpyKTypa NpeaoCcTaBIeHUs JEKIIMOHHOTO MaTepHraa:

Paznen 1. MnpopmannonHble pecypchl U YIpo3bl KOHGHUAESHIMATBHON HHPOPMALH

Paznen 2. 3amura koHpUAEHITMATEHON HPOPMAIHH

Paznen 3. Texnonorust 00pabOTKH KOH(MUIESHIIMATBHBIX JOKYMEHTOB

Pasnen 4. 3amura nHGOpMaNMK Ha ABTOMATU3MPOBAHHBIX PA0OYMX MECTAX

Paznen 5. 3ammra 3neKTpOHHOTO JOKYMEHTO000pOTa

Mertoauyeckue ykazaHusi AJasl 00y4alolIUXCH IO MPOXOKACHUIO JIA0OPATOPHBIX
pador

B xone BeimonHeHus m1a0OpaTOpHBIX pPadOT oOydaromUiCAs MAOMKEH YIIIyOUTbh H
3aKpENUTh 3HAHUS, NMPAKTUYECKUE HABBIKM, OBJIAJETh COBPEMEHHOW METOIMKONM M TEXHHUKOU
HKCIIEPUMEHTa B COOTBETCTBUM C KBAIM(PHUKAIIMOHHON XapaKTepUCTHKOW 00ydaromerocs.
BrimonHenue 1abopaTOpHBIX pabOT COCTOUT M3 IKCIEPUMEHTAIbHO-TIPAKTUYECKOH, pacyeTHO-
AQHAJIMTUYECKON YacTe U KOHTPOJIBHBIX MEPOITPUATH.

Brinmonnenue 51abopaTopHBIX pabOT OOy4aromMMCS SIBISIETCS HEOTHEMIIEMOM YacThIO
W3YYEHUS JUCLUIUIMHBI, ONIpeNesnseMoll y4eOHBIM IUIAaHOM, M OTHOCHUTCA K CPEICTBaM,
00ecreynBaroIUM pelIeHUe CIeIyIOIMX OCHOBHBIX 33/a4 y 00y4aromerocs:

— TnpuoOpeTeHHe HaBBIKOB MCCIEAOBAaHHSA MPOLECCOB, SBIEHUH U OOBEKTOB,
M3Y4aeMbIX B paMKax JaHHOW JUCIUILINHBL,

— 3aKpeIuleHHe, Pa3BUTHE U JeTalu3alls TEOPETUUYECKUX 3HAHUN, MOJYyYEHHBIX Ha
JEKIUSX;

— TOJIyueHHe HOBOM MH(OpMAIMH 110 3y4aeMOH TUCIUILINHE;



— T[pHOOpeTeHHe  HABBIKOB  CAMOCTOSITEIBHOM  paboThl ¢ J1a0OpaTOpHBIM
000pyI0BaHUEM U TPUOOPAMH.

3ajanue U TPeOOBAHUSA K MPOBEACHUIO JIA00OPATOPHBIX PadoT

B xozme BeImOMHEHHS J1a0OpaTOPHBIX paboT oOy4aromMHCsS [OJDKEH YIriIyOuTh U
3aKpENUTh 3HAHUS, NPAKTUYECKUE HABBIKM, OBJAJECTh COBPEMEHHOM METOIMKONM M TEXHHUKOU
OKCIIEPUMEHTAa B COOTBETCTBHUH C KBATU(HUKAIMOHHONW XapaKTEPUCTHKONW OOYyJaromerocs.
Beinosnnenune 1abopaTopHbIX pabOT COCTOMT M3 SKCIEPUMEHTAIbHO-IIPAKTUYECKOM, pacyeTHo-
AQHAJIMTUYECKON YaCTeH U KOHTPOJIBHBIX MEPOIIPUATU.

BeinonHenue 51abopatopHbIX padoOT 0O0y4yaromMMCs SIBJISIETCS HEOTHEMJIEMOH 4YacThIO
U3yYeHHs] JTUCHMIUIMHBIL, OIpenensieMoil y4eOHbIM IUTAaHOM, M OTHOCHUTCS K CpEICTBaM,
o0ecreynBaroIuM pelIeHue CIeIyIOIUX OCHOBHBIX 33Ja4 y 00y4aromerocs:

— NpUOOpeTeHHE HAaBBIKOB MCCIEAOBAaHUSA IPOLECCOB, SBIEHUH U OOBEKTOB,
M3Y4aeMbIX B paMKax JJAHHOW JUCIUILIMHBL,

— 3aKpeIUICHHE, PAa3BUTHE U JETAIN3alHs TEOPETUYECKUX 3HAHUMU, IOJYYEHHBIX Ha
JEKLUSX;

— TOJyueHHe HOBOM MH(OPMAINH 10 N3Y4aeMOH JTUCIUILINHE;

— T[pHOOpeTeHHWE  HABBIKOB  CAMOCTOSTEIBHOH  paboThl ¢ J1a0OpaTOpHBIM
000py/TI0BaHUEM U TPUOOPAMHU.

3ananus Uit 1JaOOpaTOpHBIX padOT 3aK/IOYAIOTCS B PELIECHUH 3ajad, PAaCCMOTPEHHBIX B
XOJI€ JISKLUH, TAKUX KaK:
1. Ilpuem, nepBuyHas oOpabOTKa, MpPEABAPUTEIHFHOE PACCMOTPEHUE M PpaclpeiesiCHHue

HNOCTYNUBIIMX KOH(UEHIUANBHBIX JTOKYMEHTOB.
2. TpamuuuoOHHBIA yYeT NOCTYNMUBIIMX JOKYMEHTOB U (OPMHPOBAHUE CIIPABOYHO-
WH(POPMALMOHHOTO 0aHKa JAaHHBIX MO JOKYMEHTaM.
3. ABTOMaTH3MpPOBAHHBIA y4YeT MOCTYNHUBIIUX JOKYMEHTOB M (POPMHUPOBAHHE CIIPABOYHO-
MH(OPMaLIMOHHOTO OaHKa TaHHBIX IO JOKYMEHTaM.
Odopmiienne u yder HocuTeneil KoH(puACHIIMaIbHOW HHPOPMALIUH.
W3zrorosneHne KOHPHUAESHIMAIBHBIX JOKYMEHTOB.
TexHuueckue cpescTBa 3alUThl OT YTeUKH HHPOPMALIUHU 110 POBOAHBIM JTMHUAM
Kontpons  ucnoiHeHuss  KOH(QUACHUMAIBHBIX  JOKyMeHTOB. KommpoBanue wu

N o ok

Pa3MHOXEHHUE JOKYMEHTOB.

8. VYuyer moAroToBIEHHBIX (M3aHHBIX) KOH(DUICHINAIBHBIX TOKYMEHTOB.

9. VHBeHTapHBIN y4eT JOKYMEHTOB U W3JJaHHH.

10. DkcriequiionHas 00paboTKa OTIIPABISIEMBIX TOKyMeHTOB. HoMeHKkaTypa nen.

11. ®opmupoBanue u opopmiIeHHE JeIl.

12. YHuuToXeH"e JOKYMEHTOB, Jie]l 1 HocuTenel HHopMarum.

13. [loaroroBka Jien1 Kk nepeaaye B BEJOMCTBEHHbIH apXuB.

14. KommuiekToBaHHE BEIOMCTBEHHOT'O apXUBa, KJIacCU(UKALUSA U yUeT Jell.

15. Opranu3anus UCHoIb30BAHUS APXUBHBIX JOKYMEHTOB U 00ECIIEYeHUsI UX COXPAHHOCTH.
16. [IpoBepka HanMUYUs TOKYMEHTOB JIe] U HOCUTeNel nH()OpMAITHH.

JlaGopaTopHble 3aHATHS MPOBOMATCS TIOCTE YTCHHSI JICKITUH, JAIOMMX TEOPETUIECKUE OCHOBBI
JUTSL KX BBITTOJTHEHUS. J[OycKaeTcsl BBIMOHEHNE JTA00PATOPHBIX 3aHATHH JIO IPOYTESHUS JICKIUH C IETbI0
oOneryeHnss W3y4YeHHsS TEOPETHYECKOTO0 Marepuaja NpW HaJIWMYUU ONHCAaHUN pPa0OT, BKIIFOYAIOIINX
HEOOXOUMBIC TCOPETHUYSCKUE CBEJCHMS HJIM CChUIKM Ha KOHKPETHBIC y4eOHbIC M3JaHUS, COICpIKAIINe
9TH CBEJCHUS.

[IpemogaBarens UMeET MPaBO OMPEAEIATH COJEpKaHKE Ta00PAaTOPHBIX PadOT, BELIOUPATH METOIBI
U CpEJICTBA MPOBEACHUS JIA00PATOPHBIX MCCIEA0BAaHNN, HANOO0JIee TIOJHO OTBEYAIOIUE HX OCOOCHHOCTSIM
1 00ecTIeunBaloOIIre BEICOKOE Ka4eCTBO yUueOHOT0 Iporiecca.



[IpenomaBatens ¢GopMupyeT pPyOEKHBIE W HMTOTOBBIE PE3YIbTaThl (PEHTHHTH) CTYyACHTA IIO
pe3ynbTaTaM BBITOTHEHHS JTa00paTOPHEIX PaboT.

Ha naGopaTtopHoM 3aHATHH CTYACHT MMEET MpaBo 3a/JaBaTh MpenogaBaTento U (i) J1abopaHTy
BOMPOCHI IO COJAEPKAHHWI0O W METOAWKE BBHIMOMHEHUS Pa0OTBl W TpeboBaTb OTBETAa IO CYLIECTBY
obpareHus.

CryneHT WMeeT MpaBO Ha BBIOJIHEHHE Ta00paTOpHOW PadOTHI M0 OPUTHHAIBFHOW METOIHUKE C
coryiacusl TIpEmojaBaTelsl W MOJ €ro Haa30poM — MpH Oe3yCIOBHOM COONIIOJCHUU TpeOOoBaHUN
0e301macHOCTH.

K BrImonHeHUIO 1a00paTOpHOil PabOTHI AOMYCKAIOTCS CTYACHTHI, TIOATBEPANBIINE TOTOBHOCTD B
o0beMe TpeOOBaHUH, COAEPIKAIIMXCS B METOAWYECKUX YKa3aHMSAX K JaboparopHoil paboTe u (wim) B
YCTHBIX MPEJBApUTEIbHBIX YKa3aHUAX TPEroaaBaTes.

B xome maGopaTOpHBIX 3aHATHH CTYAEHTHI BeIyT HEOOXOIWMBIE 3aIMCH, COCTABISIOT (TIO
TpeOOBaHUIO MpPENOaBaTelis) UTOTOBBIH MUCHMEHHBIH O0T4eT. Ha mepBoM 3aHATHH LUKIA 1a00paTOPHBIX
paboT mpenoaaBaTenb IOJDKEH aTh KOHKPETHBIE YKa3aHUS MO0 COCTABICHUIO U O(OPMIICHHIO OTYETOB C
1eapio obecrieueHusT ennHOOOpasus. B 3aBUCHMOCTH OT OCOOCHHOCTEH ITMKIIA JTAOOPATOPHBIX 3aHITHMA
OTYET COCTABILIETCSI KaKIBIM CTYACHTOM WHIMBHIYaJbHO, JIMOO oOmuil oT4eT — moArpymnmoi m3 2-3
crynentoB. [lo oxoHwanum nabopaTopHOW pabOTHI CTYJEHTHI OOSA3aHBI MPEIACTaBUTH OTYET
MPENOAaBATEN0 [Jsl MPOBEPKU € mnocieayromed 3amutod. Ilo cormacoBaHuio ¢ mOpenofaBaTeieM
JIOIyCKaeTCsl TPEJCTaBICHHE K 3allUTe OT4eTa O JadopaTopHOil paboTe BO BpeMs CIIEIYIOLIEro
n1abopaToOpHOTO 3aHATHS WM B MHIUBHUyalbHbIE CPOKH, OTOBOPEHHBIE C MpenoaaBareneM. JJomyckaercs
0 COTJIACOBAHHMIO C MPEToiaBaTeieM NPEeACTaBIsATh OTUET 0 JabopaTopHol paboTe B 3JICKTPOHHOM BHJIE.

JlaGopaTopHOe 3aHATHE COCTOMT W3 CIEAYIONIMX S3JIEMEHTOB: BBOJHAS YacTh, OCHOBHAs W
3aKITIOYHUTENBHAS.

BBogHas yacTh oOecrieyrBaeT MOJTOTOBKY CTYJCHTOB K BBINOJIHCHHUIO 3aaaHuii paboTel. B ee
COCTaB BXOJIAT:

— (¢OopMynIHpOBKa TEMBI, LeIM U 337a4 3aHATHS, OOOCHOBAaHWE €ro 3HAYNMOCTH B
npodecCHOHANBEHON TTOATOTOBKE CTYACHTOB;

— M3JI0KEHHUE TEOPETUYCCKUX OCHOB paboTHI;

— XapaKTepHUCTUKa COCTaBa U OCOOCHHOCTEH 3aannii paboThl U 00BSICHEHNE METOAOB (CIIOCOOOB,
MIPUEMOB) UX BBITTOJHEHHUS;

— XapaKkTepuCTHKa TPeOOBaHMI K pe3ynbTaTy paboThI;

— MHCTPYKTaX MO TEXHUKE OE30ITaCHOCTH MPHU SKCILTYyaTAIH TEXHUYECKHUX CPE/ICTB;

— IIPOBEPKA TOTOBHOCTH CTY/ICHTOB BBITIOJHATH 33/1aHUS paOOTHI;

— YKa3aHHMs 10 CAMOKOHTPOJIIO PE3YJIbTaTOB BBIIIOJIHEHUS 3aIaHUH CTYICHTAMM.

OcHOBHast 4acTh BKIIIOYAET MPOLIECC BHIIOIHEHHS J1a00paTOpHOil paboThI, 0popMIICHHE OTYETa U
ero 3ammty. OHa MOXET CONPOBOXKAATHCS JIOTIOJHUTEIBHBIMU Pa3bICHEHUSIMH 110 XOAy paloTHl,
YCTpaHEHHEM TPYAHOCTEH MpHU €€ BBIIOJIHEHUH, TEKYUIUM KOHTPOJIEM M OIEHKOW pEe3yJbTaToB
OTACIIBHBIX CTYACHTOB, OTBETaAMMU Ha BOIIPOCHI CTYACHTOB. Bo3moxHO HpO6HO€ BBIITOJTHCHUEC
3aaHusI(1if) 101 pyKOBOJICTBOM IPETIO1aBaTeIs.

3aKIII0YATENbHAS YacTh COICPIKUT:

— MMO/IBEJICHUE OOLINX UTOTOB 3aHSITHS;

— OIIEHKY Pe3yJIbTaTOB PabOTHI OTACIBHBIX CTY/ICHTOB;

— OTBETHI Ha BOIIPOCHI CTY/ICHTOB;

— BBIJJAYy PEKOMEHJIAIMIA 110 YCTPaHEHHUIO POOEIOB B CUCTEME 3HAHUW U YMEHHI CTYACHTOB, IO
YIIy4IIEHUIO PE3yIbTaTOB PaOOTHI;

— cOOp OTYETOB CTYACHTOB Ul POBEPKH, U3I0KEHUE CBEIEHHH, KacalolIMXCs MOATOTOBKH K
BBITIOJIHEHHUIO CIICIYIOIIEH paOOThI.

BronHas u 3akmtounTebHAS YACTH JJAOOPATOPHOTO 3aHATHS MPOBOAITCS hpoHTaATBHO. OCHOBHAS
4acTh MOKET BBIMOJHSITHCS WHAWBUAYAJIBHO WIHM KOJUIEKTUBHO (B 3aBUCMMOCTH OT ()OPMBI OpraHU3aLIH
3aHSTHSA).

Crpykrypa u ¢popma ordera o 1adopaTopHoii padore

Otué€r mo smaboparopHOi padboTe OPOPMIIIETCS WHIWBUIYAIHPHO KAXKIBIM CTYICHTOM,
BBITIOJTHUBIIIAM ~ HEOOXOJMMbIE (HE3aBHCHMMO OT TOTO, BBIMONHSUICS JIM JKCIEPUMEHT
WHIWBUIYaJIbHO WM B COCTaBE TPYIIIHI CTYyIeHTOB). CTpaHUIIBl OTUETA CIeAyeT MPOHYMEPOBATh
(TUTYNBHBIN JTUCT HE HyMepyeTcs, Jnajnee UIAeT CTpaHula 2 W T.A.). TUTYIbHBIA JTUCT OTYETA
JIOJDKEH conepkath Ppaszy: «OTuér mo mabopaTtopHoit padote «HazBanue paboThl», 4yTh HUXKE:



Boeinonnun cryaeHt rpynns! (Homep rpynnsl) (Pamunus, MHULKAIB)». BHU3Y nucra cienyer
yKkazaTh Tekymui roa. Hampumep, Otu€r mo maGoparopHoit pabote Ne (HOMep pabOThI)
«BBezneHue B clieKTpasIbHBIN aHanu3y», Beimonnun crynent rpynmsl 5221 Meanos U.M. Bropas
CTpaHHLIa TEKCTa, CIEAyIoUas 3a TUTYJIbHBIM JIMCTOM, JOJDKHA HauMHAThCs ¢ myHKTa: llenp
paboTsl. OTUET, KaK IpaBUIIO, TOJIKEH COAEPKATh CIEAYIOIINE OCHOBHbBIE Pa3/IEibl:

1. ens paboTHI;

2. Teopetnueckast 4acTh;

3. IIporpammHoOe obecrieueHue, UCIoib3yeMoe B paboTe;

4. Pe3ynbTaThl;

5. BuiBOIbIL.

B ciiydae HE0OXOIUMOCTH B KOHIIE OTYETAa IPUBOAUTCS TIEPEUCHB JTUTEPATYPHI.

TpebdoBanusi K 0(p)OpMIIEHUIO 0TYETA 0 JIA0OPATOPHOIT padoTe

Teopernueckass 4acTh JOJDKHA COAEPKAaTh MHHUMYM HEOOXOIAMMBIX TEOPETUUECKUX
cBeleHM o mpeaMeTHOM oOnactu. He cnegyeTr konmupoBaTh LETMKOM WJIM YaCTHYHO
METOIMYECKOe TTocoOue (Omrcanue) JJabopaTopHON pabOThl WK pa3Aeiibl yIeOHUKA.

B pasnmene IlporpammHoe obecrneueHue HEOOXOJUMO OIHUCATh, C MOMOIIBIO KaKUX
WHCTPYMEHTAJIBHBIX CPEJICTB M KakKuM 00pa3oM ObUIM pa3paboTaHbl MOJEIH M TOJYYEHBI
pe3ynbTaThl. PUCYHKH, OJIOK-CXEMbl, ONMHMCAHHWE MOJAETU U e€ OCcOoOeHHOCTeH, HEe0OXOIUMOCTh
OTJAJIKHA — BCE 3TO JOJDKHO OBITH MPEICTABICHO B YKa3aHHOM pasJerie.

Pasnen PesynpTaThl BKIIOYaeT B ce0S CKPHUHILOTHI MPOTPAMMHOTO MPHIIOKEHUS,
MOJIydCHHBIE TIPU BBHIMOJIHEHUH Ja0opaTopHOl paboTel. PucyHku, rpaduku u TaOIUIIBI
HYMEPYIOTCS U MOANKCHIBAIOTCS 3ar0JIOBKAMHU.

Bb1BO/IbI HE JAOKHBI OBITH MPOCTHIM MEPEUUCICHUEM TOTO, YTO CAENIAHO. 31EeCh BAXKHO
OTMETHUTh, KaKh€ HOBBIC 3HAHUA O MPEAMETE UCCIETOBAHMs ObLIN MOTYyYEHBI MPHU BBHITOJIHEHUU
paboThl, K YeMy IpUBENIO OOCYKIEHHE PE3YyJbTAaTOB, HACKOJBKO BBIIIOJIHEHA 3asBJICHHAs 1IE€Jb
paboTel. BpiBoAbl MmO paboTe KaXIbl CTYAGHT JeJaeT CcaMocCTosTeNbHO. B ciydae
HEOoOXOIUMOCTH B KOHIE OoTuéra npuBoguTcsi CHUCOK JIMTEpaTyphbl, HCIOJIb30BAHHON IpU
HOJArOTOBKE K padore. B TexcTe oTuéra AenaroTcst KpaTKUe CChUIKM Ha JIMTepaTypy (yueOHMKH,
CIPABOYHHKH, UHbIE UICTOYHMKH. ..) HOMEPOM B KBaJIpaTHBIX CKOOKax, Hamp., [1]. JIureparypHbie
UCTOYHHUKH HYMEPYIOTCSl IO Mepe UX TMOSABJIECHUS B TEKCTe oTuéra. B koHIE oTuéra naéres mx
nopoOHbI crincok. Ha BCce MCTOYHMKM CITUCKA JUTEPATYPHI TOJKHBI OBITh CCBUIKH B TEKCTE
0T4éTa, TaM, Iie ’TO He0OXOAUMO.

[Ipu cpaue oTuéra mpemnojaBaTelb MOXKET CIENaTh YCTHBIE M MUCHbMEHHBIE 3aMEYaHus,
3aJaTh JIONOJIHUTENbHBIE BOMPOCH. Bce OTBETHI Ha JOMOJHUTENBHBIE BOMPOCHI, 0OCYXKICHUS
BBITIOJTHSIFOTCSL CTY/IEHTOM Ha OTJENBHBIX JINCTaX, BKIIOYAEMBIX B OTUYET (IIPU ITOM B TEKCTE
OCHOBHOT'O OTYETa JIeJIaeTCsl CHOCKA WM JIPYroil 3Ha4yoK, KOTOpoMYy OyJIeT COOTBETCTBOBATh
HOBBII Matepuain). [Ipu 3TOM NHUCHMEHHBIE 3aMEUaHUs IPETOAaBaTeNsl JOJDKHBI OCTaTbCs B
TEKCTE JUIs ICHOCTH TUHAMUKH PaOOThI HaJ OTYETOM.

O0BéM oTuéTa MOIHKEH OBITh ONTUMAIBHBIM JUISi TIOHUMAaHHS TOTO, YTO M KakK CHeJal
CTYAEHT, BBINONHAA paboTy. OOs3aTenbHble TpPeOOBaHUS K OTYETY BKIIOYAIOT OOIIYI0 U
CHEIHAJIbHYIO0 TPAMOTHOCTb U3JI0KEHHUS, a TAK)KE aKKypaTHOCTh O(OPMIICHHUS.

[Tocne mpuéma npenojaBarenaeM oTYET XpaHUTCA Ha Kadepe.

Meroanyeckue ykazaHusi il 00y4arIMXCH MO0 NMPOXOKACHHUIO CAMOCTOATEIbHOMI
padoThI

B xone BBIMOSHEHUSI CaMOCTOSITEIBHOW PabOThI, 00YJarONIUICs BBITIOIHAET PaboOTy 1O
3a/IaHUI0 M TIPU METOJMYECKOM PYKOBOJICTBE IMperojaBaTelis, HO 0e3 ero HemocpeaCTBEHHOTO
y4acTHs.

s oOydarommxcsi Mo 3a04HOil ¢GopMe OOydeHHs, CaMOCTOSITENbHAas padoTa MOXKET
BKJTFOYATh B CEOsI KOHTPOIBHYIO padoTYy.



B mporiecce BBIMOTHEHHSI CaMOCTOSITENILHON paboThl, Yy oOydaromierocst (GhopMupyercs
nenecooOpa3Hoe IIaHupOBaHUE pabouero BpeMEeHH, KOTOpOe MO3BOJISIET UM pa3BUBATh YMCHUS
Y HaBBIKA B YCBOGHHWU W CHCTEMAaTH3allMU MPUOOpETaeMbIX 3HAHUH, 00ECIEeYMBACT BBICOKUM
YPOBEHb YCIIEBAEMOCTH B TIEpUOJ OOYUYCHHs, IIOMOTAeT IIOJYYUTh HABBIKH TTOBBINICHHS
po(hecCHOHATLHOTO YPOBHSL.

MeroauyeckiMH ~ MaTepuallaMH,  HaNpaBJSIONIMMU  CAMOCTOSITENIbHYHO — paboTy
00yJarouuxcs SBISIOTCS:

—  y4e0OHO-METOINYECKHUI MaTepHall 1o AUCIUILTHHE;

— METOJUYECKHE YKa3aHUs MO BBIMOJHEHUIO KOHTPOJIBHBIX paboT (it 00ydaromuxcs
10 3204HOM (hopme 0OyueHHs ).

MeToauyeckue yka3aHusl AJisi 00y4AIOIIMXCH MO NMPOXOKIEHUIO MPOMEKYTOYHOI
aTrecTanuu

[Ipomexyrounas  arrectanus  OOydYaIOMIMXCS — MPEAyCMaTpUBAeT  OICHUBAHHE
MIPOMEKYTOUHBIX U OKOHYATEIbHBIX PE3YyIbTaTOB 00y4deHMs MO auciuruiiHe. OHa BKIIIOYaeT B
ceost:

— D9K3aMeH — (opma OLEHKH 3HaHUM, MONYyYEHHBIX OOYYalIIUMCA B Ipolecce
M3YYEHHUS BCEW MUCIUIUIMHBI WM €€ YacTH, HAaBBIKOB CAMOCTOSATEIbHOU paboThl, CHOCOOHOCTH
NPUMEHATh MX JJIsl pPEHICHUS MPAKTHUYECKUX 3a7ady. JK3aMEH, Kak MpPaBWIO, MPOBOAUTCS B
nepuoj] SK3aMEHAIIMOHHOW CECCHMM W 3aBEPIIAeTCS AaTTECTAIlMOHHOM OIICHKOW «OTIMYHOY,
«XOPOIIOY, «YTOBICTBOPUTEIHLHOY, «HEYIOBIECTBOPUTEIHHOY.

— 3a4eT — 3To (opMa OLIEHKH 3HAHUH, MOJYYCHHBIX OOYyYaIOIIUMCS B XO/€ U3yUYCHUS
yueOHOM TUCIUIUIMHBI B LIEJIOM WJIM IPOMEXYTOUHas (10 OKOHYaHUU CEMECTpa) OlIeHKa 3HAHUI
00ydJaroumMcs 1o OTIEIbHBIM pa3jienaM JUCHUIUIMHBI C aTTECTAIMOHHOW OLICHKOM «3a4TeHO»
WIH «HE 3aU4TEHOY.

— muddepeHIMpPOBaHHbI 3ad4eT — JTO0 ¢dopMa OIEHKA 3HAHWH, TOTYyYCHHBIX
00ydJaroumMcs Mpy U3yYCHUH JUCIUIUIMHBI, TIPU BBIITOJIHEHUH KYPCOBBIX IMPOEKTOB, KYPCOBBIX
paboT, Hay4YHO-HCCIEA0BATENBCKUX PAOOT M MPOXOKICHUH MPAKTUK C aTTECTAllMOHHON OIIEHKOU
«OTJIIMYHOY, «XOPOLIO», «yIOBIETBOPUTEIBHOY, «HEYI0BIETBOPUTEIHLHO.

Cucrema OLEHOK IpPH MPOBEACHUU MPOMEKYTOUHOM AaTTECTAlMM OCYIIECTBIAETCS B
cooTBeTCTBUU ¢ TpeboBanusimu Ilomoxkeruit «O TekylieM KOHTPOJIE YCIIEBAEMOCTH U
MPOMEXKYTOUHOM arrectanuu cryaeHToB ['YAII, oOywarommuxcss 1Mo mporpammam BBICIIETO
obpazoBanus» U «O MOIYTBHO-PEUTHHTOBOM CHCTEME OIICHKM KadyecTBa y4yeOHOW palboThI
ctyneHtoB B 'Y AI».



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.

kadempoit




