MUHUCTEPCTBO HAYKHU U BBICIIEI'O OBPA30BAHMU S POCCHHCKOH
OEJEPALIMH
(enepansHoe roCyapCTBEHHOE ABTOHOMHOE 0GPa3OBATEIIBHOE YUPENICHHE BBICLICTO
obpazoBaHus
"CAHKT-TIETEPBYPICKHI TOCYIAPCTBEHHBIM YHUBEPCUTET
ADPOKOCMHUYECKOI'O TTPUBEOPOCTPOEHM A"

Kagpenpa Ne 33
VYTBEPXJIAIO
OTBETCTBEHHBIH 3a o6pazoBareibHy10
nporpamMmy
JUT.H.,JIOLL.

Jluct cornacosanns paGouei NporpamMmbl THCUMIUIHHBL

24%19.02.2025 AJL XKykos

Iporpammy coctasmi (a)

2101, K.T.H.,JIOLL.
/

(1OMKHOCT, Y. CTENCHb, 3BaHue) / 277 7/ (noanvice, nata) (MEnLManbl, hamunms)

Wy

[TporpamMma ono6pena Ha 3denannn kapenpst Ne 33

«19» ¢pespans 2025 r, mpotokon Ne 7

3asenyrowuii kapeapoit Ne 33

///
JLT.H.,J0L, g 19.02.2025 C.B. Bessarees

(HO/DKHOCTD, Y. CTENCHB, 3BAHHC)

C.B. Bes3arees

(s, ami
7

(y4. cTenenb, 3paHKE) C (nonnuck, xara) (MuuLManb, pavuams)

3amecTHTe/Nb JAMPEKTOpa MHCTUTYTa Ne3 110 METOAHMUeCKOii paboTe
W&O}.ZOZS H.B. Pemernnkona

(nopmmes)

«19» dpespans 2025 r.

PABOYASI TIPOTPAMMA JIMCLIHUITIIFHBI

«3awura 1 06pa6o1'1<a JIOKYMEHTOB OIpaHHUYEHHOr0 J0CTyna)
(HanMCHOBAHHE JIHCLHILTRHB)

Kot HanpapieHus 10/rOTOBKH/
g o 10.05.05
CELHATEHOCTH
HaumeHOBaHHE HANPaBJICHUA Be30nacHocTh MHPOPMALMOHHBIX TEXHOIOTHH B
NOArOTOBKK/ CIIELHAIBHOCTH NpaBoOXPAHUTEIBHOI chepe
HaumenoBauue OpraHu3alysa 1 TEXHONOTHH 3aiuThl uudopmaunn (B
HAIPABJICHHOCTH UHPOPMALMOHHBIX CHCTEMAX)
dopma 06yueHust OYHas
Cox npuema 2025

Canxr-Tlerep6ypr— 2025

(ROMKHOCTD, Y. CTEMCHD, 3BAHUE) aﬁ) (MHHLmaTBl, GamMung)



AHHOTaNINA

JucuuiuimHa «3ammra U 00paboTKa JOKYMEHTOB OTPaHMYCHHOTO JIOCTYINa» BXOJAUT B
0o0pa30oBaTeNbHYI0 IPOrpaMMy BBICHIETO OOpa3oBaHUs — MpOrpaMMy CHelMaIuTeTa o
HampaBieHuio noArotoBku/ crneuuansHoctd 10.05.05 «bezonacHocTh  MHGOPMAMOHHBIX
TEXHOJIOTUI B NPaBOOXPAHUTENIbHOW cdepe» HampaBiIeHHOCTH «OpraHuszalnus M TEXHOJIOTMU
3anuThl HH(popMauK (B HHGOPMALMOHHBIX cHcTeMax)». JuciumimHa peanusyercs kapeapon
«Ne33».

JlucuuiuinHa HarelieHa Ha ()OPMHUPOBAHKE Y BBITYCKHUKA CIIETYIOIUX KOMITETCHIIUNA:

IIK-4 «CnocoOeH oOpraHu3oBbIBaTb M IPOBOAUTH MEPOIPUATUS IO KOHTPOJIIO 3a
oOecrieyeHneM  3amUTHl  HWHGOpPMAIMKM, B TOM  4YHCIE CBEACHUH, COCTAaBIISIONINX
roCyJJapCTBEHHYIO TaliHy, IPOBOIUTH aHAIN3 3P(HEKTUBHOCTH CUCTEMBbI 3aLUThI MH()OPMALIID)

CopnepxaHue IUCLUIUIMHBI OXBAaThIBAET KPYI BOIIPOCOB, CBSI3aHHBIX CO CTPYKTYpOil
3alIMIIEHHOT0 IOKyMEHTO000pOTa, T0KYMEHTOIIOTOKAaMH, COCTABOM TEXHOJIOTHYECKUX 3TAIOB U
omepalMii 1O TOATOTOBKE M  M3/IaHUI0  KOH(PUICHIMANBHBIX JOKYMEHTOB, y4eTy
KOH(QUICHIIMATBHBIX JIOKYMEHTOB, IOPAJKY PAaCCMOTPEHUS M MCIOJHEHHUS JIOKYMEHTOB,
KONUPOBAHUIO M  PAa3MHOXKEHUIO JIOKYMEHTOB, KOHTPOJS HCIOJHEHUS JOKYMEHTOB,
COCTaBJICHUI0 M O(GOPMIIEHUIO HOMEHKJIATYphl Jel, (OPMUPOBAHUIO M XPAaHEHUIO Jiel,
colepKammx  KOH()UICHIMANBHBIE  JOKYMEHTBHI, YHHUYTOXCHHIO  KOH(HICHIMAIbHBIX
JIOKYMEHTOB, IPOBEpPKE HAJIMuYusl KOH(PUICHLUMAIBHBIX JOKYMEHTOB, KOMIUIEKTOBAHUIO
BEJJOMCTBEHHOTO apxuBa M KJIacCU(UKALMU XPAaHWIMIL JOKYMEHTOB, 0OECIEUEHUIO
COXPAaHHOCTH KOH(UIEHIUAIBHBIX JOKYMEHTOB, HOPSAKY MCIOIb30BaHUS KOH(DUICHINAIBHBIX
apXUBHBIX JOKYMEHTOB, a TaKX€ OPraHM3allMOHHBIMU, TEXHHYECKUMH M METOJNYECKUMU
npobjieMaMu  aBTOMATU3alUU  JIeJIONPOM3BOACTBEHHBIX ~ ONEpalui, U MOJArOTOBKA K
JESTEIbHOCTH, CBA3aHHOM C DJKCIUTyatauued M O0OCIy’KMBAaHHEM COBPEMEHHBIX CHCTEM
3JIEKTPOHHOTO JOKYMEHT0000pOTA.

[IperoaBanyie MUCHMIUIMHBI TPEIyCMAaTPUBACT ClieAyIomme (HOpMBI OpraHU3alUN
y4eOHOro mpolecca: JEKIUH, jJa0opaTopHble paldoThl, CaMOCTOATENbHAs paboTa CTYyJEHTa,
KOHCYJIbTAI1H.

IIporpaMMoil IHUCHUIUIMHBI TPELYCMOTPEHBI CIEAYIOIIUE BHUABI KOHTPOJSA: TEKYIIMH
KOHTPOJIb YCIIEBAEMOCTH, IPOMEKYTOUHAs aTTecTals B popMe 3a4era.

OOwiast TpyAOEMKOCTh OCBOCHMS IMCLUIUIMHBI COCTaBiIseT 3 3a4eTHBIX enuHUuIbI, 108
4acoB.

SI3pIK 00y4EHUS 10 TUCIUITIIMHE KPYCCKUHN »



1. TlepeueHb MIIAHUPYEMBIX PE3YyJIBTATOB O0YUYEHUS MO TUCIUILINHE

1.1. Ilenu npenoaaBaHusi JUCIUTUIMHBI
[ensMu M3ydeHUs TUCHUIUIMHBI «3almTa 1 00padoTKa JOKYMEHTOB OTPAHUYECHHOTO JTOCTYIIa
SIBJISTFOTCSL:
dbopmupoBaHre MPOPECCHOHATBHBIX HABBIKOB, CBS3aHHBIX CO CTPYKTYpOH 3allUIIIEHHOTO
JIOKYMEHTO000pOTa, JOKYMEHTOIIOTOKAMH, COCTABOM TEXHOJIOTHUECKUX 3TAIMOB M ONEPAlUil 10
MOATOTOBKE ¥ M3JAHUI0 KOH(MUICHIHUAIBHBIX JOKYMEHTOB, Yy4YeTy KOH(HUICHIIMATbHBIX
JOKYMEHTOB, TOPSJIKY PACCMOTPEHHS U HCIIOJHEHUS JIOKYMEHTOB, KOIHMPOBAHHIO U
Pa3MHOXKEHHUIO JOKYMEHTOB, KOHTPOJISI UCIIOTHEHUS JOKYMEHTOB, COCTABJICHHUIO U O(DOPMIICHHIO
HOMEHKJIATYphI Jie7, (POPMUPOBAHUIO M XPAHCHUIO JIEJ, COACPKAIMMUX KOH(PHUICHIHATHHBIC
JIOKYMEHTBI,  YHHYTOKCHHUIO  KOH(MUICHIUAIBHBIX  JIOKYMEHTOB, TIPOBEPKE  HAIWYUS
KOH(UICHIMATBHBIX  JOKYMEHTOB,  KOMIUICKTOBAaHHIO  BEJOMCTBEHHOTO  apXWBa U
KJIaccu(pUKaMy XpaHWIUI] JOKYMEHTOB, OOCCIICUCHHIO COXPAaHHOCTH KOH(HUIACHIIMATBHBIX
JIOKYMEHTOB, TIOPSAKY HCIIONH30BaHUS KOH(PHUICHIIMAIHHBIX apXUBHBIX JOKYMEHTOB, a TaKke
OpraHU3aIlMOHHBIMUA, TEXHUYECKUMU W METOAMYECKUMU IpoOJeMaMHU aBTOMAaTHU3aIlUU
JIEJIONPOU3BOJICTBEHHBIX ~ ONEpalfii, © TMOATOTOBKA K JEATCIIBHOCTH, CBSI3aHHOW C
JKCILTyaTanue 1 00CIy>KMBaHUEM COBPEMEHHBIX CHCTEM AJIEKTPOHHOIO JJOKYMEHTO000pOTa;
CO3/IaHHE TPEJCTABJICHHS O 0a30BBIX TCOPCTHUCCKUX TIOHATHUAX, JISKANUX B OCHOBE 3aIIUTHI
KOH(pHUICHIMAIbHOW WH(GOpPMAIlMM Ha JTalax e¢ Co3JaHusl, O0O0paOOTKH, HCIOJIb30BaHUS,
nepeayl M XpaHEHWs; O MeCTe KOH(PHUACHIMAIHHOTO JOKYMEHTOOO0OpOTa B CTPYKTYpax
rOCYy/IapCTBEHHOTO M HETOCYJapCTBEHHOTO yIpaBieHus, U poiu Cmoyk0bl O6e3omacHoCcTH (WK
Cy>x0bl KOH(UICHIIMATLHOW JOKYMEHTAIIMN) MPEANPHUATHS B PEIICHUN BOIPOCOB 3alTUTHI U
00paboTKM KOH(PUACHLUUATHHBIX JOKYMEHTOB; O HAY4YHBIX MPHUHIUIAX, NPUKIAJAHBIX U
METOJIMYCCKUX aCIEKTaX OpPTraHWU3alUU TEXHOJIOTHH 3aIIUThI U 00pabOTKM KOH(MUICHIHATBLHBIX
JIOKYMEHTOB; pa3BUTHE CIOCOOHOCTEH K JIOTUYECKOMY U alTOPUTMHYECKOMY MBIIUICHUIO,
HABBIKOB HWCIIOJIb30BAaHUS COBPEMCHHBIX METOJOB, TEXHOJOTHH W  CPEJICTB  3aIIHUTHI
KOH(pHICHIIMAIBHON HH(OpMAITUH.

1.2. JlucummuimHa  BXOJUT B  COCTaB  4YacTH, (OPMUPYEMOH  yYaCTHHKAMHU
00pa3oBaTeNbHbIX OTHOIICHU, 00pa30BaTENbHOI MpOrpaMMbl BhICIIET0 00pazoBaHus (nanee —
OIT1 BO).

1.3. TlepeueHb IIAHUPYEMBIX PE3YIHTATOB O0YUEHUS MO AUCHHUIIINHE, COOTHECEHHBIX C
IUTaHUpYEeMbIMU pe3yibTatamu ocBoeHust OIT BO.

B pesynbrare m3ydeHus AMCHUIUIMHBI OOYUYAIOLIUICS MOJDKEH O0NanaTh CIEAYIOIUMU
KOMIICTCHIIMSIMY WJIM WX 9acTsMHA. KOMIIETeHIINA ¥ WHIUKATOPHI WX JOCTHIKCHHS TPUBEICHEI B
Tadmmie 1.

Tabmuma 1 — IlepeyeHb KOMIETSHIIMI ¥ MHIUKATOPOB UX JIOCTHKEHUS

Koo u
Kareropus (rpynmna) Kon n HauMeHoBaHME MHIUKATOPA JOCTUKEHUS
HaMEHOBaHUE
KOMITETEHIINH KOMIIETEHIIAH
KOMIIETEHIIN U

ITK-4 Criocoben
OpPTaHU30BBIBATH U
IIPOBOJUTH
MEPOTPHUSITHS 110

[1K-4.3.1 3HaTh MOHSTHE U COACPKAHUE
MOJUTUKH WH(POPMALIMOHHOM 6€30MacHOCTH,
MOKa3aTean KauecTBa U 3(PPEKTUBHOCTU CUCTEMBI

0€30MaCHOCTH MPEAIPUATHS
KOHTPOJIIO 32

[IK-4.Y.1 ymeTb BIAEIATH OOBEKTHI 3aIIUTHI
obecrnieyeHreM 9
[TpodeccronanbHbIE - CTPOUTH KOHLIEHIINIO UH(OPMAIIMOHHON
KOMIETEHIINU 0€30MMacHOCTH, PETyJINPOBATH MEPHI IO

uHpOpMaINH, B TOM o

. obecrniedeHnto nHHOPMAIIMOHHOW OE30MaCHOCTH

YHClie CBEACHUH,

[1K-4.B.1 BnaseTh HaBbIKaMU pa3pabOTKH
COCTaBJISAIOLINX .

I0JIOKEHUH, PETJIAMEHTOB U NIPOLIECCOB
roCy/1apCTBEHHYIO .

B3aMMO/JICHCTBUS CTPYKTYPHBIX 3JIEMEHTOB

TalHy, IIPOBOJUTH
Y, IPOBOA 00beKTa nHpOopMaTU3ALUU
aHan3




3¢ (HeKTUBHOCTH
CHCTEMBI 3aIlUTHI
uHpopManuu

2. Mecro nucuurmHbl B cTpykType OI1
JucuunimHaa MoxeT 6a3upoBaThCS Ha 3HAHUSX, paHee MPUOOPETEHHBIX 00yUYaIOIUMUCS

IMpU U3YUYCHUM CIICAYIOINX NUCHUIIIINH

JluckperHas MareMaTuka

®dusuka

MaremaTrueckue OCHOBBI 00paboTKu HH(pOpMaUn
Teopus uapopmanun

Texuuueckas 3amuTa HHGOpMAIHH

OcHOBBI HH(OPMALIMOHHOH 0€301MacHOCTH

3amuTa KOMIBIOTEPHBIX ceTen

Pacnpenenennbie HHGOPMALIMOHHbBIE CUCTEMBI

3HaHI/I$I, IMNOJIYYCHHBIC IIpW H3YUCHUH MaTcpualia I[ElHHOfI JUCHUIINIMHBI, HMCIOT KakK
CaMOCTOATCIIBHOC 3HAYCHUE, TAK U UCIIOJIB3YOTCA IIPU U3YUCHUHN APYTI'UX NUCHHUILINH!:

HayuHo-TexHHn4ecKuil ceMuHap

TexXHOJIOTHH 3aIUIIICHHOTO JTOKYMEHTO000pOTa

NupopmanimoHHo-aHAIUTHYECKOE 00ecIIeueHrEe MTPaBOOXPAaHUTEIHHOM JIeATeIbHOCTH
Yrpasienrne nHGOPMAITMOHHOHN 0€301TaCHOCTHIO

KomneroTepHas skcneptusa

TexHonoruu 3auThl ANEKTPOHHBIX TIATEXKEN

3amuTa 6aHKOBCKON MH(pOpMAIUu
TexHOJIO0rrH 3alUIEHHOTO IOKYMEHTO000pOoTa

3. O0BeM u TpyI0EMKOCTh TUCITUTLIAHBI
Jlanubie 00 oOmieM 00beMe AMCIUIUIMHBI, TPYIOEMKOCTH OTIEIBHBIX BHJIOB y4eOHOM

paboThI 1O TUCHUIUTMHE (M pachpeielIeHHe dTOM TPYJ0EMKOCTH M0 CEMeCTpaM) MPeICTaBICHbBI B
Tabymue 2.

Tabmuua 2 — O6beM U TPYA0EMKOCTh IUCIUIIIINHbI

TpynoemMKocTs 1o
Bun yuebnoit paboThl Bcero ceMecTpam
Ne8
1 2 3

Oowan mpyooemKocmo OUCYUNIUHDL, 3/ 108 3/ 108
3E/ (uac)
H3 Hux uacoe npakmuueckoi no020moeKu 17 17
AyoumopHhuie 3anamus, BCETO vac. 34 34
B TOM YHCIIE:

nexuu (JI), (gac) 17 17

npaktudyeckue/cemunapckue 3anstus  (113),

(dac)

nabopaTtopHbie paboTs (JIP), (uac) 17 17

KypcoBoii mpoekT (pabota) (KII, KP), (gac)

9K3aMeH, (Jac)
Camocmosamenvnasn paboma, Bcero (dac) 74 74
Buo npomesccymounoit ammecmayuu:. 3a4er, 3auer 3auer
udd. 3auer, sk3ameH (3auer, Judd. 3ay,




‘ DK3.*%) ‘

*%
Ilpumeuanue: KaHIUAATCKHI SK3aMEH

4. CopepxaHue AUCIUTUTMHBI
4.1. PacnpeneneHue TPYIOSMKOCTH JUCIMILIAHBI IO pa3/ieiiaM U BUIAM 3aHSITHIA.
Paznensl, TeMBl AUCHUTIIMHBI U KX TPYAOEMKOCTh IPUBEICHBI B TaOIUIIE 3.

Tabmuna 3 — Pa3aensl, TeMbl AUCUUILIUHBL, X TPYAOEMKOCTh

Paznesnsl, TEMBI AUCIUITITMHBI Jlexwmn | 113 (C3)) - JIP KT CPC
’ (qac) (qac) (qac) (dac) (qac)
Cemectp 8
Paznen 1. H(bopManmoHHbIe peCypChl U YIPO3bl 2 2 10
KOH(UACHIMATBHON HHQOpMaIIUU
Paznen 2. 3amura KoHpHIACHIMAILHOW HHGOPMALHH 3 3 10
Paszen 3. Texnonorus 06paboTKn 4 4 10
KOH(UICHIIMAIBHBIX JJOKYMEHTOB
Paznen 4. 3amuTa uupopmalyu Ha 4 4 20
ABTOMATH3MPOBAHHBIX PA0OYMX MECTax
Paznien 5. 3amuTa 3JIeKTPOHHOTO JJOKYMEHTO000pOoTa 4 4 24
Hroro B cemecTpe: 17 17 74
Htoro 17 0 17 0 74

IIpakThueckass IOATNOTOBKA 3aKIIOYAETCAd B  HENOCPEICTBEHHOM  BBIIIOJIHEHUU
Oo0y4JaloIUMUC  ONpPENETICHHbIX  TPYAOBBIX  (YHKUMH,  CBSI3aHHBIX ¢ Oyn;yuuei
npodeCcCHOHATIBHOMN 1€ TETbHOCTBIO.

4.2. CopnepxaHue pa3/ieJoB U TEM JIGKIIMOHHBIX 3aHSATUH.
Coneprxanue pas3iesIoB U TEM JICKITMOHHBIX 3aHSITHI MPUBEICHO B TaOHIle 4.

Ta6muia 4 — ConepxaHue pa3esioB U TeM JIEKIIMOHHOTO UK

Howmep paznena Haszeanue u conep:xanue pas3iesioB U TEM JIEKIIMOHHBIX 3aHATHI
1 Pazoen 1. Hnghopmayuonnsie pecypcot u yzpo3vt KOHghuoenuyuaivHou
uHpopmayuu

IIpenmer, nenwu, 3aa4n ¥ coep>KaHNeE Kypca B LIEJIOM, €r0 pOJlb U MECTO B
MOJITOTOBKE CIIEIHATIMCTOB MO 3amuTe nHpopMaui. OCHOBHBIC MOHSTHS B
00J1acTH 3alIUTHI U 00pabOTKH KOHQUACHIIMATBHBIX IOKYMEHTOB. [Ipeanocsuiku u
HampaBJICHUs COBEPILIEHCTBOBAHMUS TEXHOJIOTUH 3aLIUTHI U 00pabOTKH
KOHQUJICHIMAITBHBIX JJOKYMEHTOB B YCJIOBHSIX Pa3BUTHS HAYYHO-TEXHUYECKOTO
mporpecca u PhIHOYHBIX SKOHOMHYECKHX OTHOIEHHH. O030p H3ydaeMbIX
HMCTOYHHUKOB H JIUTEPATypbl. 3aKOHOAATEIBHBIE aKTHI.

HopwmaTtusHbie nokymMeHTHl. MHCTPYKIIMHM, METOJUYECKNE YKa3aHUS U IIPaBUIIa.
OO6s13aTenpHas U JOTIOTHUTENbHAS Hay4YHasl ¥ yueOHas tureparypa.
[lepuognueckue nsganusa. OpraHu3anys NOUCKAa HCTOYHUKOB U JINTEPATYPHI B
Hay4HBIX OMOTMOTEKaX 1 HHPOPMALMOHHBIX LIEHTPAX.

[Ipsimble 1 KOCBEHHBIE MCTOYHUKY HH(popMarinu. Hocurenn mpu3sHaKoBoOn
nHpopmaruu. [lorstue gokymenta. OCHOBHBIE TOKAa3aTEeN HCTOYHNKA
nHpopMaun: HHPOPMATUBHOCTD U HATAEKHOCTb.

Knaccudukarms nHGpOpMaIMOHHBIX pecypcoB npeanpustus. MHbopmanronHbie
pecypchl OTKPBITHIE M OTpaHHYEHHOTO A0ocTyna. Hakonurenn nHGopMalimoHHbIX
pecypcoB. JlokyMeHTalus Kak ICTOYHUK MH(POpMaIMK OrpaHMYEHHOTO AOCTYTIA.
[onsiTHE KOHPUASHINAIBEHOTO JOKYMEHTO000poTa. LleHHOCTh nHpOpMaLuy.
Texuuueckas u jenoBas HHGoOpMaIus.

Knaccudukanus yrpo3. Yrpo3bl COXpaHHOCTH, LIETOCTHOCTH U




KOH(l)I/LZ[eHLII/IaIIBHOCTI/I I/IH(l)OpMaLII/IOHHLIX PECYypCOB OIrpaHUYCHHOTO JOCTYIIA.
Kanaisr HECAHKIMOHHUPOBAHHOI'O JOCTYIIA: OPpTraHU3AIIMOHHBLIC 1 TCXHUYCCKHC.

Pazoen 2. 3awmyuma xKonguoenyuanvhoii ungpopmayuu

Crioco0bl HECAHKIIMOHUPOBAHHOTO JIOCTYIA K HICTOYHUKAM KOH(PHUICHIIUATEHOM
nHpOpMaIuu.

[IpuHIHATIEI TOCTPOCHNE CHCTEM 3aIIHUTH KOH(UACHINANBHON HH(pOpMany.
KoMrutekcHOCTh cucTeM 3aiuThl HHGopMaIru. OCHOBHBIC MTOJICUCTEMbBI CHCTEMBI
3alUTHI: IPABOBas MOJCHCTEMA, OpraHU3aI[MOHHAS TOACUCTEMA, NHKCHEPHO-
TEeXHWYECKas MOJCICTEMA, MPOTrPaMMHO-aIlIapaTHas IMOCUCTEMA,
KpunTorpadugeckas moacucTeMa.

[NonsTHE «I1ETOMPOU3BOICTBOY, €I0 BOSHUKHOBEHUE U TIOCIICAYIOIIEE CMBICIOBOC
pasButue. [IoHATHS «TOKyMEHTAIMOHHOE 00eCIIeYeHNE YIIPABICHUD U
«yTpaBlieHHe JOKyMeHTarmeny. Tunmsamnus, yanpukanus 1 periiaMeHTaus
MPOLIECCOB JOKYMEHTHPOBAHHS U OPTaHU3aLMU pa0OThI C IOKyMeHTaMu. Eunast
rocyaapcTBeHHas cucrema jaenonpousBojctsa (EI'CJ/I). Haznauenue u
conepkanue ['ocynapcTBEHHOM CHCTEMBI IOKYMEHTAIMOHHOTO 00ECTIeYeHHS
ynpasnenus (['CAOY). OcobeHHOCTH AeT0NPOU3BOACTBA B
MPEAPUHUMATEIbCKUX ¥ KOMMEPUYECKUX CTPYKTypax, MaJioM Ou3Hece.
Hampapnenus coBepieHCTBOBaHUS e0Npon3BoAcTBa. Kiaccndukanus THIIOB U
METOJIOB MCIIOJIb30BaHUS B IEJIOMPON3BOACTBEHHBIX MPOIIECCaX OPraHU3aIllHOHHON
TeXHUKHU.

[lonsTre u cTpyKTypa JoKyMeHTO000poTa. OCHOBOMONAraroIiee eMHCTBO
IBIOKCHUS JOKYMEHTOB U HH(popManuu. JJoKkyMeHTOOO0POT U «OKU3HEHHBINA ITUKID)
JOKyMeHTa. PoJib 1 MECTO IOKYyMEHTO00OPOTa B MPOLIECCE YIIPABICHUS
OpraHU3aIMOHHBIMU CTPYKTYPaMH U MPOU3BOICTBCHHBIMHU ITPOLIECCAMH.
TpeboBanwus, IpeabsBIIEMbIE K JOKYMEHTO000poTy. OcoOeHHOCTH
ABTOMAaTU3UPOBAHHOTO 0€30YMaXKHOT'O JIOKYMEHTO000pOoTa. EMUHCTBO PUHITUIIOB
Y HampaBJICHUN ABMKECHUS TPAJAUIIMOHHBIX U 3JICKTPOHHBIX JOKYMEHTOB.

[lonsTHE «JTOKYMEHTOIIOTOK», BHJIBI IOTOKOB M X Ha3HaueHHe. Mecto
JIOKYMEHTOITIOTOKOB B TEXHOJIOTHH (DYHKIIMOHUPOBAHUS OPTaHU3AIMOHHBIX
CTPYKTYP (YUpexKIeHUH, GUPM, CTPYKTYPHBIX MMOApa3C/ICHU, apXUBOB, paboUnx
MECT COTPY/HHKOB), aBTOMATH3UPOBAHHBIX CUCTEM U mozicucteM. ConepxaHue
JIOKYMEHTOTIOTOKa. Ha3zHaueHue u nepapxudeckas 3aBUCHMOCTh TEXHOJIOTHUECKUX
CTaJlui, Mpoueayp, onepanuii u nogonepaiuii. TUOBON COCTaB TEXHOJIOTHYECKUX
CTaJui BXOTHOTO (BXOSIIET0, MOCTYIAOIIET0), BEBIXOAHOTO (OTIPaBIsSEMOTO,
WCXOJIAINEro) ¥ BHYyTPEHHETO JOKYMEHTOIIOTOKOB. VX B3aUMOCBSI3b C
MIPUMEHSIEMOH cucTeMoi 00pabOTKH U XpaHEeHUs JOKYyMeHTOB. Ha3sHaueHue u
METOJIMKA aJITOPUTMH3AIIMY TEXHOJOTHUH JIOKYMEHTONOTOKA. [1po0embl
LEHTpaIN3aINH U ACTIIEHTPAIH3AIIH ITpoliecca 00pabOTKU XpaHEeHUs JOKYMEHTOB.
OpraHu3aioHHbIC U TEXHOJIOTHYECKHE acTIeKTHI IPOOIEMBI.

TeXHOJIOrMYeCKUE CUCTEMBI 3aIIMThI U 00PabOTKH KOH(UACHIINATBHBIX
JToKyMeHTOB. OCHOBHBIC TpeOOBaHMsI, IPEIBIBISIEMbIC K 00paboTKe
KOH(MICHINATBHBIX JOKYMeHTOB. Kitaccuukanus TeXHOIOTHYECKIX CHCTEM
00pabOTKH 1 XpaHeHUs KOH(DUICHIIMATBHBIX JOKYMEHTOB: TPAIUIIHOHHBIC,
ABTOMAaTHU3UPOBAHHBIC U CMELIaHHbIE. [IpeAMOCHIIKH SBOJIIOIMY TEXHOJIOTHIECKUX
cucteM 00pabOTKU M XpaHEHHS JOKYMEHTOB. JlOKyMEHTOBEIUECKOE 3HAUCHHUE
COBEPIICHCTBOBAHMSI HOCUTENS HH(DOPMAIIUU ¥ U3MEHEHUSI METOI0B PabOThI
YEJIOBEKA C JOKYMEHTOM.

Cnyx0a KOHOUACHIINATBHON TOKyMEHTAINH, ()YHKIIMOHAIBHEIE TPy (Y4aCTKH
JeSITENIbHOCTH) CITYKOBI.

Pazoen 3. Texnonozusn oopadomku KOHPUOEHUUATbHBIX OOKYMEHM 08

VYd4er nocTynMBIIKX MMAKETOB U JOKYMeHTOB. HazHaueHue u 3a/1aum dTana yuera
MOCTYIUBIIIKX ITAKETOB U IOKYMEHTOB. THIIOBOIT cOCTaB KOMILIEKCA
TEXHOJOTHYECKUX MPOLEAYP y4eTa MOCTYNUBIINX JOKyMEHTOB.
Pacnpenenenue, paccMOTpeHHE 1 HAIpaBJICHHE JOKYMEHTOB Ha UCIIOJIHEHHE.
Hasnauenwue u 3a7auu 3TaroB pacupeaesieHus, PACCMOTPEHUS W HATIPaBIICHUS
JIOKYMEHTOB Ha MCIOJIHeHHE. TUIIOBOM COCTaB KOMILJIEKCA TEXHOIOTHUECKUX




MPOLEAYp paclpeAeeHns, paCCMOTPEHMS U HallpaBJiIeHNs JOKYMEHTOB Ha
ucrionHeHue. [1opsanok BeISBICHHS KOHPHUICHIIMATIBHBIX JOKYMEHTOB,

coJiep KaIlInX KOMMEPUECKYIO TaiiHy W OCTYNHUBIINX Oe3 Tprda orpaHUYeHHS
noctyna. Kpurepuu nenecoodpasHocTu nepeHoca HHPOPMaIUH MOCTYMUBIINX
OyMa’KHBIX JJOKyMEHTOB Ha MaIIMHHbIN HOocuTenb. [IpuHIMIEl pacnpeaeneHus
JOKYMEHTOB MEXIY PyKOBOIUTESIMH, CTPYKTYPHBIMHU IOAPA3AEICHUSIMU U
cnenuanuctaMy. OyHKIMOHATbHAS TPUHAUIEKHOCTH TOKYMEHTHPOBAHHOM
nHpOpMaLuK. YPOBEHb KOMIIETCHIIMH JOJDKHOCTHBIX JIMI PELICHUH BOIPOCOB,
[IOCTaBJICHHBIX B J0OKyMeHTax. Ha3HadeHue u 3apa4n 3Tamna noaroToBKU
KOH(QUICHINAIBHBIX JOKYMEHTOB. THIIOBOM COCTaB KOMILIEKCA TEXHOIOTHYECKHX
MpoLeayp MOArOTOBKY KOH(UACHIHAIBHBIX TOKyMeHTOB. [loHsTHE «Tpuda
KOH(UICHINAIBHOCTI» WK «rpua orpaHudeHus nocrynay. Ilpouenyps
W3MEHEHUS U CHATHSA Tpuda KOHGUACHINATBLHOCTH ¢ JOKyMeHToB. Hocurenu
JOKYMEHTUPOBaHHON KOH(UACHIIMAIBHON HHPOPMAIIH.

VYuer, n3roToBlIeHNE U N3aHue KOHQHUIECHINAIBHBIX TOKyMeHToB. Ha3Hauenue u
3aJa4uy 3TanoB opOPMIICHHS U yueTa HocuTeIel KOH(puaeHInaaIbHON
WHPOPMALIUH, BBIIAYN UX UCTIONHUTEISM U TIpUEeMa OT UCHoHUTeNel. TumoBoi
COCTaB KOMILIEKCA TEXHOJIOTHIECKHUX MPOLeTyp OQOPMIICHHUS U yueTa HOCUTEIeH
KOH(pUICHINAIBHONW NH()OpMALMH, BBIIAYH UX UCIIOJHUTEISM U IpUeMa OT
vcnionHuTeneil. HazHauenue u 3a1auu 3TanoB y4era, U3TOTOBJICHUS U U3AaHUS
KOH(UICHIIUATIBHBIX JJOKYMEHTOB. THIIOBOM COCTaB KOMIUIEKCA TEXHOJIOTHIECKUX
MPOLIEAYP y4eTa KOH(pHUIEHIINATHHBIX JOKYMEHTOB. THITOBO cOCTaB Omepariui
MPOLEAYPHI U3aHHUS JOKyMEHTa. TeXHONIOrus corinacoBaHusl, NOAIMUCAHUS,
YTBEPXKIAEHMS JOKYMEHTA B TPAJULIMOHHOM JEJIONPOU3BOICTBE U
ABTOMAaTU3UPOBAaHHBIX crcTeMax 0opaboTku nanubix (ACO/]). HazHauenne u
3aJauy dTara KONMUPOBaHUS M Pa3MHOXKEHUs JOKYMEHTOB. Tunbl, 001acTh 1
YCIIOBUS PUMEHEHHS KOMTUPOBAILHON U MHOXKHUTEIBHOU TeXHUKUA. OCOOCHHOCTH
KOIMUPOBAaHUA MAIIMHOYUTACMBIX U aYJIUOBU3YAJIbHBIX TOKYMCHTOB.
MuxkpodunsmMupoBaHie JOKYMEHTOB. THITOBO cOCTaB oreparuii mpoIeayphl
[TOATOTOBKHU IOKYMEHTOB K KOIIMPOBAHUIO WIIM Pa3MHOXKEHHIO. YUeT JOKYMEHTOB.
TumoBo# cocTa onepaiuii Mpoueypsl 0hopMIICHHS PE3yJIbTATOB KOMTUPOBAHUS
WM Pa3MHOXKEHHUS. Y YeT U3rOTOBJIEHHBIX 3K3EMIUIIPOB JOKYMEHTA.

TexHO0rusg KOHTPOJISL HCTIONHEHUS TOKYMEHTOB U NopydeHnid. OCHOBHBIE 3a1a4u
CHUCTEMBI CPOKOBOT'O KOHTPOJIS 32 UCIIOJIHEHUEM JOKYMEHTOB.
IIpenynpeauTenbHblil KOHTPOJIb U KOHTPOJIb NOCIEAYIOINANA. THIIOBOH cocTaB
KOMIIJIEKCA TEXHOJIOIMYECKUX MPOLEYP KOHTPOJISL.

[Mopsinok paboOThI IepcoHaa ¢ KOH(GUACHIIUATBHBIMU JJOKYMEHTAMH U
Matepuaiamu. Haznadenue u 3ajaun sTana o0paboTka U31aHHBIX TOKYMEHTOB.
TumoBoi cocTaB KOMITIEKCAa TEXHOIOTUIECKUX MPOLeayp 00pabOTKH U31aHHBIX
nokyMeHToB. Ha3HaueHue 1 3a1a4u CTaguM COCTaBJICHUS U BEJCHUS
HOMCHKJIATYPbI ACI. MeTOI[I/IKa COCTaBJICHUA HOMCHKJIATYPBI A€ U3YyUCHUC
cocTaBa JOKyMEHTOB, pa3padoTKa KJIacCU()UKAIMOHHON CXeMbl HOMEHKIJIATYPBI,
(hopMyIMpOBaHHE 3ar0JIOBKOB J€J M UX CHCTeMaTH3alus, HHACKCUPOBAaHHE /e,
orpejieNieHre CpOKOB XpaHeHus Aen. [IpaBrna popMynpoBaHus 3ar0JIOBKOB €7l
IlepeueHb TOKYMEHTOB C yKa3aHUEM CPOKOB MX xpaHeHuda. HazHaueHue nepeyns.
Tunossle 1 BeJOMCTBEHHBIE IepeyHH. CTpyKTypa nepeuHei 1 MopsaoK UX
IIPUMCHCHMUS. ABTOMaTI/ISI/IpOBaHHI)Ie METOJIbI COCTAaBJICHHUA HOMCHKIIATYPhI JCII.
Oco0eHHOCTH COCTaBIICHHUSI HOMEHKIIATYPBI JIEJ ISl KOH(PHUIEHIIHATBHBIX
JOKYMEHTOB Pa3JIMYHOI0 THIIA M YPOBHS KoH(puAeHHanbHoCcTH. OdopmiieHHe
HOMEHKJIATyphl JI€Jl, €€ COIIacCOBaHME U YTBEpKJAeHHEe. THIIOBOH cocTaB oneparnui
MpoucaAypbl BEACHUA U 3aKPBITUA HOMCHKIIATYPHBI ACII.

Opranu3zanyst XxpaHeHUs! KOH(QHUISHIIMANbHBIX TOKyMeHToB. Ha3HadueHue u 3agaun
ctaguu (GOPMHUPOBAHUS U ONIEPATHBHOrO XpaHeHus nein. [lonstue «popmupoBaHue
nemy». LleHTpanu3oBaHHOE U ACTIEHTPATN30BAaHHOE ()OPMHUPOBAHNE U XPAHEHHUE JIET.
EnuHCTBO perucTpalluOHHOTO MHJIEKCA U MEeCTa XpaHEeHUs IOKyMeHTa. TuoBoin
COCTaB ONepauuil mpoueypsl GOpMUPOBAHHUS Aei. 3aBeCHUE [T IIOCTOSHHOTO U
BPEMEHHOTO CPOKOB XpaHeHHs1, odopmiieHHe 00JI0KKH Jiena. TpeboBaHusl,




MpEeNBABIAEMBIE K TPYIITUPOBKE JOKYMEHTOB B Jiea. TEXHOIOTNYECKHE ONepaIiiy
rpynmapoBky. OcoOeHHOCTH GOPMUPOBAHUS JIMYHBIX e, JlOTOTHUTEIHHBIC
TpeGoBaHUs K HOPMHUPOBAHUIO B [eNia KOHPHUACHIIMATBHBIX TOKYMEHTOB.
Hywmeparus nuctos.

3anosHeHHE ONUCH JOKYMEHTOB Jiesia. COCTaBIeHNE 3aBEPUTEIbHOM HAAIIUCH.
[IpomuBka u oneyareiBanue aena. OdopmiieHHE KapTOUKH ydeTa BbIIauu Jena.
TunoBoil cocTaB onepanuii npoueayps! xpaHeHus aein. [IpaBuna xpaneHust
JIOKYMEHTOB, BbIIa4M U IIpUeMa JIeJ, U3bATHE TIOKYMEHTOB U3 fena. HazHauenue u
COCTaB JOKYMEHTOB U JIeJI BBIIEJICHHOT0 XpaHeHusl. @OpMbI yueTa U ColepKaHus
perucTpupyeMbIx cBeAeHUH. TeXHOIOrHuecKne onepaluy nepeBoia JT0KyMEHTOB U
Jiell Ha BeIJeNieHHOe XpaHeHue. OCOOEHHOCTH IPYNITUPOBKH, yUeTa U XpaHSHUS
MAaIIMHOYUTAEMbIX, ayIHOBU3YaJIbHBIX, KOHCTPYKTOPCKO-TEXHOJIOTMYECKUX U
HAy4YHO-TEXHHYECKUX AJOKYMEHTOB. OCOOCHHOCTHU IPYIIUPOBKH, y4eTa U
XpaHEHUs TOKYMEHTOB JTUIJIOMAaTHYECKOH CITyKOBbI, Cy1eOHBIX, CIIeICTBEHHBIX,
HAJIOTOBBIX, TAMOXEHHBIX 1 MHBIX TOCYIapCTBEHHBIX OpraHoB. HazHaueHue u
3aJauy CTaJuy MOATOTOBKHU M Ilepeaayn e B apxus. [Ipouenypa sxcnepTusbl
LIEHHOCTHU TOKyMeHTOB. [loHATHE «3KCcTIepTH3a IEHHOCTH TIOKYMEHTOBY, €€ 3aJlauH,
MPUHIMIEL U KpuTepuu. TpeboBanus, mpeabsBisieMble K dKcnepTuze. Opranuzanus
MPOBEIEHHSI SKCIIEPTHU3bI IEHHOCTH JOKYMEHTOB. 3a1auu, QyHKIHUH, COCTaB U
MOPSIOK pabOoThl SKCIIEPTHON KOMHUCCHH. DTallbl TPOBEICHHUS SKCIIEPTU3EI
LIEHHOCTH JIOKYMEHTOB. THUIIOBOM COCTaB OlNepaldi Kaxaoro Tamna.
JlononHuTeNnbHBIE TPEOOBAHMS K IPOBEICHHUIO SKCIEPTHU3bI LIEHHOCTH
KOH(pUICHINAIBHBIX JOKyMEeHTOB. OopMiieHue pe3ynbTaToB 3KCIIEPTU3EL.
OCO6CHHOCTI/I OKCIICPTU3blI HCHHOCTH MAIIMHOYUTACMBIX, aYIMOBU3YyaJIbHbIX,
KOHCTPYKTOPCKO-TEXHOJIOTHYECKUX M HAYYHO-TEXHUYECKUX JOKYMEHTOB.
Haznauenwne u Buap! onuceii aein. [lopsmok cocraBinenus onvcu, ee opopmiieHue,
COTJIaCOBaHME U YTBEpKJAeHHE. TUIIOBOI cOCTaB omepanuii mporeaypbl
IIOATOTOBKH JEJI K IIepeaade B apXuB. THUIIOBOM COCTaB OIEpaLMA TPOLIEyPhI
nepenayu aen B apxus. HazHaueHue u 3a1auu cTaiuy YHUYTOXKEHUS TOKYMEHTOB U
Hocutesel napopmaruu. [Iporneaypa orbopa TOKyMEHTOB U HOCUTENICH
WHpOPMALIUH ISl YHUUTOXeHUs. OpraHu3aius 1 nopsqok oroopa. Tumnopoit
coctaB onepauuii. OdopmieHue pe3yapTatoB oToopa. Ilopsanok cocraBneHus u
oopMIIeHHs aKTa K YHUUTOKEHHUIO TOKYMEHTOB, HE MOJUIEKALINX XPAHCHHMIO.
TpeGoBaHus O BKIIFOUEHHIO B aKT JOKYMEHTOB, JIeJI U HOCHTENeH HH(pOpMaIInu.
HOHFOTOBKa K YHUYTOXCHUIO 6}/Ma)KHBIX, MAallIMHOYUTACMBIX, aYy/ITMOBHU3YyaJIbHbIX,
KOHCTPYKTOPCKO-TEXHOJIOTHUECKUX M HAYYHO-TEXHUYECKUX JTOKYMEHTOB.
[Iporneaypa yHHUTOKEHHUS IOKYMEHTOB M HOCUTENeH nHpopmaluu. TpeGoBaHus K
MMPOUCCCY YHUUYTOKCHUA TOKYMCHTOB B COOTBETCTBUH CO CTCIICHBIO UX
KoHpuIeHInanbHoCcTH. CriocoObl M COCTaB TEXHOJIIOTMUYECKUX Oleparui
YHUYTOXXEHUS TOKYMEHTOB Ha Pa3lIWYHbIX HocuTessax nHpopmanun. [lopsmox
BHECECHHUSI OTMETOK 00 YHUYTOKEHHH JJOKYMEHTOB M HOCUTENel HHPOpMaIiu B
yuaeTtHble hopMbl. CpeacTBa OpraHu3alMOHHON TEXHUKH, UCIOIb3YEMbIE TIPH
BBINOJIHEHUH Tpoleaypsl. OpraHu3zanus XpaHeH!s! KOHQHUISeHINATBHBIX
JOKYMCHTOB. OcHOBHBIE IpaBujia XpaHCHUA KOH(l)I/II[eHHI/IaJII)HbIX JOKYMCHTOB.
CBepKa HaJIn4uAa KOHq)I/IZIeHIII/IaHI)HBIX JOKYMCHTOB. OcHOBHBIE 3aa4Yu U KOMIIJICKC
TEXHOJIOTHYECKUX MPOLEAYP CBEPKU HATMYHS JOKYMEHTOB C IpuoM
KOH(UICHINATBHOCTH. THITOBAs MHCTPYKIIHS 110 0OECTIEYCHHUIO COXPAHHOCTH
KOHq)I/IJIeHIH/IaJIBHBIX JOKYMCHTOB. TeKymasI IIPOBEPKA HAJINYUA TOKYMCHTOB, ICJI
u Hocurened napopmanuu. Ee nenu, cocraB npoBepsieMbIX TOKYMEHTOB.
Odopmnenune pe3ynbTata npoBepku. KBapranbHas 1 rogoBas IpOBEPKH HAIWYHS
JIOKyMEHTOB, JIe/l 1 HocuTenel nadopmarmu. Llemn mpoBepox u cocran
poBepsieMbIX JOKyMeHTOB. OopMiieHHe pe3ynbTaToB NPOBepoK. Exxemecsunast
MPOBEPKa HAJIMUHUS 0CO00 BayKHBIX KOH(PHUICHIMATBHBIX JOKyMeHTOB. Ee menn,
cocTaB MpoBepsieMbIX JoKyMeHTOB. OdopmiieHne pesynbraTta nposepku. [Iposepka
HaJIMYUs TOKyMEHTOB, JIEN ¥ HOCUTeNeH HH(OopMany Ipy YBOIbHEHUH
corpyanuka. Ee nenn u opopmienue pesynprata nposepku. [lopsgok npuema ot
YBOJILHSIOIIETOCS JIOKYMEHTOB, Jiell 1 HocuTenel uadopmanmu. OdhopmiieHne




pesyabTata npuema. [IpoBepka HanM4Kst U cOXpaHHOCTH 0a3 naHHbIX B DBM. Llenn
MPOBEPKH U MOPSJIOK ee mpoBeneHus. OdopMiIeHHe pe3ynbTaTa MPOBEPKH.
[IpenmnocbulkN HEpETIaMEHTUPOBAHHBIX TPOBEPOK HAJIMUUS JTOKYMEHTOB, 1€ U
HocuTenel napopmarun. Llemn mpoBepkH, cocTaB IPOBEPSIEMBIX TOKYMEHTOB U
oopMieHHe pe3ynbTaTa NPOBEPKH.

Pazoen 4. 3awyuma ungpopmayuu na agmMoMamu3upoOCaHHHLIX pabouux mecmax
ABTOMaTH3UPOBaHHbBIE paboyre MecTa U JJoKanbHbie ceTd APM. Dransl pa3Butus
3NEKTPOHHBIX (aBTOMATH3UPOBAHHBIX) 0(UCcOB. COCTaB M CTPYKTYpa THIIOBOTO
APM. ABTOMaTH3MpOBaHHEIC pabodre MecTa M JIOKaabHbIe ceThn APM kak
Han0oJiee MacCOBBIN BAPHUAHT TEXHUUYECKOr0 00ECIIeYeH s aBTOMAaTH3UPOBAHHbBIX
cucreM obpabotku gaHHbIX (ACOM). [IpuHunnsl HHGOPMALMOHHOW B3aUMOCBSI3U
APM pykoBoauTeNnei 1 CEaTUCTOB YUPEKICHHS, COTPYIHIKOB CITYKObI
nokyMmeHTanuu. CyIHOCTb, IPEUMYIIECTBA U HEJOCTATKH CMELIaHHON
TEXHOJIOTHYECKON cHCTeMbl 00pabOTKU M XpaHEeHUs TOKyMeHTOB. [IpuunHs! ee
LIMPOKOTO UCTIONB30BaHMs. CTPYKTYypa CUCTEMBI, IPUHIIUIIBI €€ B3aUMOCBSI3H C
JIOKYMEHTO000POTOM.

Knaccugukanus coBpeMEHHBIX CHCTEM yIpaBJieHHsI 0a3aMu JaHHBIX. DBOJFOIHS
CYB/. OcHoBHBIE (hyHKIIMU CUCTEM YIIpaBJeHUs 0a3aMu JaHHBIX. THIOBas
OopraHm3anys u odecredeHre nHHOPMAITMOHHONW 0€301MacHOCTH COBPEMEHHBIX
CYBU. Jlornyeckas opranuzauus coBpeMeHHbIX CYBJ[. OcHOBHBIE MPOrpaMMHO-
TeXHUUYECKUE MEphI o0ecrieueHus: HH(PpOPMAIIMOHHON 0€30acHOCTH:
ayTeHTU(HUKAIMA U UICHTUYHOCTD, yIIPaBJICHHUE TOCTYIIOM, TOAJEPKKA
LIEJIOCTHOCTH, POTOKOJIMPOBAHKE U ayaAuT. JIOKaibHast aBTOMaTH3aLUs OTAEIbHBIX
JIeTIOTIPOU3BOJICTBEHHBIX ONEpallnii yueTa JOKYMEHTOB 1 CIIPaBOYHON paboThl,
MOMCKa JOKYMEHTOB, KOHTPOJISI UCTIOJHEHHUS, COCTaBJICHHUS JOKYMEHTOB,
(hopMHUpOBaHUs HOMEHKIATYpHI €. KoMIuiekcHasi aBToMaTU3UPOBaHHAs CUCTEMa
00paboTKH TOKyMeHTOB. OyHKIIMOHATIBHBIE BO3MOYKHOCTH CUCTEMEL. Ee
TEXHOJIOTHYECKAs B3aUMOCBSI3b C IOKYMEHTO000poTOM. DYyHKIIMOHATIHHAS
CTPYKTypa U BHEMALIMHHO-MH()OPMAIIMOHHO-JOKYMEHTAllHOHHOE 00eCTIeYeHUEe
cucTeMbl. ABTOMAaTH3aLUsl JOKYMEHTALIMOHHOTO 00€eCTIeyeH s YIIPaBICHuUSI.
Tunosas cTpykTrypa 3aaa4 B 010kax ACO/l. biok 1o0KyMeHTHpOBaHUS
nH(popMmaruu. brok 00paboTKN U XpaHEHUS JOKYMEHTOB U (WJIH) CBEICHUH O
JOKyMeHTax. biiok npaBoBoii 1 HHGOPMALMOHHON MOAIEPIKKH PELIaeMbIX 3a1a4 1
BBHIMTOJTHSIEMBIX (DYHKIWH. BapuaHThI TEeXHOJIOTHH BBOJIA UCXOIHBIX CBEICHUH O
nokymenrax B 6a3y nanHeix ACOJl. Cocras onepanuii. [Ipenmymiectsa BBoaa B
0a3y IaHHBIX TEKCTOB YHU(UIIMPOBAHHBIX OYMa)KHBIX JOKyMEHTOB. [lopsaok
XpaHeHus1 OyMaXHbIX TOKYMEHTOB IIPH AaJbHEHIIIEM HCIOIb30BAHUH UX
3JIEKTPOHHBIX KOMHH (3JIEKTPOHHBIX TOKYMEHTOB).

TumoBast opranuzanus u odecnedeHre HHPOPMaIMOHHOM Oe301acHOCTH
coBpemeHHbIX CYB/I. TunoBoii cocras onepaunii npoueaypsl GOpMUPOBAHUS
CIPaBOYHO-HH(POPMAIIMOHHOTO OaHKa TAHHBIX 10 IOKyMeHTaM. OyHKIIHOHAbHBIE
BO3MOXXHOCTH aBTOMATH3UPOBAHHOTO CIPAaBOYHO-HH(OPMAIIMOHHOTO OaHKa
naaHeix ACO/l. CocraB BbIXOAHOW HH(OpMAIMK B 3aIIPOCHOM H 0€33aIpOCHOM
pexxumax. OpraHu3alMoHHOE ¥ MHPOPMAITMOHHOE COOTHOIIIEHUE [IEHTPATBHOHN 1
JIOKaNbHBIX 0a3 JaHHBIX. BHEMaIIMHHAS TEXHOJIOTHS aKTyaIn3al[iH
aBTOMATH3MPOBAHHOTO OaHKa JaHHBIX. ABTOMAaTU3UPOBAHHOE PELICHHUE 3a1a4
MPaBOBOH ¥ MHPOPMALIMOHHOHN MOAJECPKKA NPUHUMAEMBIX PELICHUH.
[Ipenmy1iecTBa nepeaaydy crienuanucTaM 3JIEKTPOHHOTO JOKYMEHTa B JIOKATbHYIO
0a3y nanubix APM. Ilopsaok nepeMenienns: MallnHOYUTAEMbIX JOKYMEHTOB B
BBIYHCIUTENBHOM IIeHTpe. COCTaB y4eTHBIX onepannii. TUIIOBO# cocTaB onepanni
MPOIIETyPbl KOPPEKTUPOBAHUSI CIIPABOYHO-MH()OPMAIIMOHHOTO OaHKa JaHHBIX 110
JIOKYMEHTaM B Pe3yJIbTaTe X PACCMOTPEHHS M Mepelavuy Ha HCIIOJHEHHE.

Pazoen 5. 3awguma 31eKmpoHH020 00OKyMeHmoodopoma

Cpenctsa 3amuthl COJl. Yrpo3s! AJsl CUCTEMBI DIIEKTPOHHOTO JOKYMEHTO000POTA.
OO0ecrieyeHre COXPaHHOCTH JOKyMeHTOB. O0ecrnedeHre 0e30MacHOro I0CTyIa.
Pasrpannuenus npas nons3oBarens. [IpaBuna pasrpannyenus noctyna. CyObekThl
noctyna. O6wexTsl foctyna. [opsinok u yenosus nocryna. [IpaBa cyObexToB




noctyna. [IpaBa agmunauctparopa. [Ipasa nonb3oBatens. O6g3aHHOCTH CyOBEKTOB
nocrymna. [lepedeHp 3anpenieHHbIX ISHCTBHI ITpH paboTe ¢ KOH(DHACHIIMAIBLHOM
nHpopmanuei a1 cyorekToB noctyna. KonpunennuansHocts. ObecneueHme
MOJIMHHOCTH AOKYMEHTOB. [IpoToKonnpoBanue 1eHCTBUI MOTB30BaTENCH.
3akoHoAaTenpHOE perynupoBanre. OTBETCTBEHHOCTh CYOBEKTOB JOCTYIIA.

4.3. TlpakTtuueckue (CEMHUHAPCKHUE) 3aHATHS
Tembl IpakTHUECKUX 3aHATHI U UX TPYTOEMKOCTh IPUBEICHBI B TA0JIHIIC 5.

Tabmuna 5 — [IpakTuueckue 3aHsITHsI U UX TPYI0EMKOCTh

N3 Hux No
No | Tembl npaktrueckux | opMbl IpakTUYECKUX | TpPyAO0EMKOCTb, |IPaAKTUYECKOM |pasjieia
/1 3aHSATUN 3aHATUN (uac) MMOATOTOBKH, | THUCITHIT
("ac) JIMHBI
VY4eOHBIM MJITaHOM HE MPEAYCMOTPEHO
| |
Bcero
4.4. JlabopaTropHble 3aHATUS
Tembl 1aG0OpaTOPHBIX 3aHATUH U UX TPYAOEMKOCTh IPUBEACHBI B Ta0IHIIE 6.
Tabmuua 6 — JIabopaTopHbI€ 3aHATHS U UX TPYIOEMKOCTb
Ne Tpynoe Ne
HaunmenoBanue 1ab0paTopHbIX paboT paszena
n MKOCTb, (Jac) MCLUATUIHHDL
Cemectp 8
[Tpuem, nepBuuHast 06paboOTKa, MPeABAPUTETHHOE 2 1
PAacCMOTPEHHUE U pacipe/ielieHHe MOCTYUBIINX
KOH(MJICHIIMAIbHBIX JOKYMEHTOB.
TpaauuMOHHBINA YYET NOCTYMUBIIUX JIOKYMEHTOB 1 2 2
(bopMEpoBaHKE CIIPABOYHO-MHPOPMAIIOHHOTO OaHKa JaHHBIX
110 TOKYMCHTAaM.
ABTOMAaTH3UPOBAHHBIHN y4eT MOCTYNUBIINX JOKYMEHTOB U 2 3
(bopMHpoBaHHe CIIPABOYHO-MHPOPMALIOHHOTO OaHKa JTaHHBIX
10 IOKYMEHTaM.
OdopmiieHHEe U YUE€T HOCUTENIeH KOH(PHUICHIIHAILHOM 2 3
nHpopmaiun. M3rotosneHre KOHQHICHINATBHBIX JJOKYMEHTOB.
TexHHYECKHE CPEACTBA 3aIIUThI OT yTEUKH HHPOPMAIHH 10 2 4
HPOBOJHBIM JIMHUSAM. KOHTPOIIb HCTIOTHEHHS
KOH(UJICHIIMATIBHBIX JOKYMeHTOB. KonupoBanue u
Pa3MHOKCHHUE JIOKYMEHTOB.
V4er moJAroTOBICHHBIX (M3aHHbIX) KOH(DUICHIIHATBHBIX 2 4
JOKYMEHTOB. MIHBEHTapHBIN yueT TOKYMEHTOB U M3IaHHI.
JKcneMIoHHass 00paboTKa OTIPABISEMbIX JIOKYMEHTOB. 2 5
Homenknarypa gen. @opmupoBanue 1 0hOpMIICHHUE JIe.
VHHUUTOKCHHE IOKYMEHTOB, JIC]l 1 HOCUTEIeH HHPOPMAIIHH.
IToaroToBKa eI K Tepejiade B BEJIOMCTBEHHBIM apXHB.
KomMrutekToBaHne BEIOMCTBEHHOTO apXHBa, KiacCu(hUKamus u 3 5
ydet aei. OpraHu3alus UCIOIb30BaHUs aPXUBHBIX JOKYMEHTOB
u obecnevyeHnst UX COXpaHHOCTH. [IpoBepka HaTHuHs
JIOKYMEHTOB JIe]l © HocuTeseld nHpopMaIvH.
Bcero: | 17




4.5. KypcoBoe nMpoeKTHupoBaHKE/ BBHITTOJIHEHUE KyPCOBOH PabOTHI
Y4eOHBIM MJIAHOM HE IPEAYCMOTPEHO

4.6. CamocrosTenpHas paboTa 00yJaronuxcs
Bunbl caMmocTosiTenbHON pabOTHI U €€ TPYAO0EMKOCTh IPUBEICHBI B TabuUIe 7.

Tabauna 7 — Bunabl camocTosTenbHON paboThl U €€ TPYA0EMKOCTh

N Bcero, | Cemectp 8,
Bun camocrositensHoi paboThl
qac qac
1 2 3
M3ydeHne TeOpeTUYecKOro Marepuasia
50 50
qucuuriaHel (TO)
KypcoBoe npoektuposanue (KII, KP)
PacuerHo-rpaduueckue 3ananus (PI'3)
Brmonnaenue pedeparta (P)
[ToaroroBka K TeKyIiemMy KOHTPOJIO 10 10
ycneBaemoctu (TKY)
Jomamrnee 3ananue ([13)
KonTponbubie pabotsl 3a04HNKOB (KP3)
IToaroroBka K MpoOMeXyTOYHOU 14 14
arrectaruu (I1A)
Bcero: 74 74

5. IlepeueHb yueOHO-METOINYECKOTO 0OECTIeUeHUS
JUISL CAMOCTOSTENTEHON PabOThl 00YUaOIMIUXCS TTO AUCIUTUIMHE (MOIYJTIO)
Y4eOHO-MeTOInYeCKHe MaTepualibl JUIsl CAaMOCTOSITEIbHON paboThl OOYYalOLIMXCS yKa3aHbl B
.. 7-11.

6. IlepeueHb MEYATHBIX M ANEKTPOHHBIX YUCOHBIX M3TaHUN
[lepedyeHb neyaTHBIX U SJIEKTPOHHBIX YUEOHBIX M3/IaHUH MpHUBeieH B TabauIle 8.
Tabauna 8— IlepedeHb MeYaTHBIX U AJIEKTPOHHBIX YUEOHBIX H3JaHHM

Komuaectso
3K3EMIUIIPOB B
Ulg_ll_ﬂi)lr;)/ec bubnuorpaduueckas ccplika 6H(6KJEZ(E€CKG
AJIEKTPOHHBIX
9K3EMIUISIPOB)
004 Undopmannonnsii menemxment [Tekcr] : yue6nuk / H. M. | 50
n74 Ab6pukees [u ap.] ; pea. H. M. A6nukees. - M. : UHOPA-M, 2012.
- 400 c.
681.3 Mensnukos, B. II. Hudopmanumonnas GezomacHocts [Tekcr] : | 40
M 48 yueoHoe rmocooue st CI1O / B. I1. Mensaukos, C. A. KiefimeHOB,
A. M. Ilerpakos ; pex. C. A. KieiimeHoB. - 7-e u3n., 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 :
HNH®PA-M, 2012. - 352 c.
355/359 OreHKa YCTOWYMBOCTH (DYHKIIMOHUPOBaHUSA 00BbeKTOB 3KOHOMUKHK | 200
0-93 [Tekcr] : MeToaMUYECKHE YKa3aHUs K NPAKTHUECKUM 3aHATHsIM / C.-




ITerepO. Troc. yH-T a’pokocm. mpubopoctpoenus ; Coct. A. B.
Martsees, 0. B. Cumarun. - CII6. : U3a-Bo 'VAII 2013. - 44 c.

X Tpudonosa, Imus BuxropoBHa. Opranusamus o6pabotku | 60
T 69 MEPCOHANTLHBIX JTAHHBIX B COOTBETCTBUM C 3aKOHOJIATEILCTBOM PD
[Texcr] : yuebnoe mocobme / FO. B. Tpudonona ; C.-Iletepb. roc.
YH-T adpokocMm. rpudopoctpoenus. - CI16. : Usn-Bo I'YAIL 2013. -

99 c.
004 Momak, Hwuxonaii  Hukomaeuu  (mpod.).  3amumenusie | 40
M 87 nHpOTETeKOMMYHHUKAu. AHamu3 #u cuHTe3 [Tekcr]

mororpadus / H. H. Momak ; C.-Iletep6. Toc. yH-T a3poKOCM.
npubdopoctpoenus. - CII6. : Mzn-Bo I'VAIL 2014. - 197 c.

004 Momak, Hwukonaii  HukomaeBmu  (mpod.).  Opranuzamms | 40
M 87 Oe3omacHoro moctyna kK wH(OpMarmoHHBIM pecypcam [Tekcr]

yuebnoe mocodue / H. H. Momak, T. M. Tarapaukosa ; C.-Iletep0.
roc. YH-T a’spokocMm. mpubopoctpoenus. - CII6. : Uzn-so ['VAIIL,

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

VH-T SKOHOMHKH U (uHaHCOB ; pen. B. B. Tpopumos. - 3-e uzm.
repepad. u Io1. - DJIEeKTPOH. TeKCTOBEIE naH. - M. : FOpaiit, 2012.

X CmupHOB, A. A. Obecriedenrne HHPOPMAITMOHHONW 0E30MMacHOCTH B | 2
C50 YCIIOBUSIX BUpTyanu3auu oodiiectsa : OnbiT EBpomnetickoro Coro3a
[Texcr] / A. A. Cmupnos. - M. : JOHUTU-HAHA : 3akoH u
npaBo, 2012. - 159 c.

004(075) AcraxoBa, A. B. MHdpopMannoHHbIE CHCTEMbI B JKOHOMHKE H | 5
A91 3ammTa HHGOPMALMHU Ha MPenpusaTHIX - yaactHrKax BOJ] [Tekcr]
: yuebHoe mocodme / A. B. AcraxoBa. - CII6. : Tpounkuii mMocT,
2014. - 216 c. : puc., Taby. - bubawmorp.: ¢. 210 - 214

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

M 48 MenbnukoB, A. U. Kynpusnos, 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'. Onudep, H. A. Onudep. - M. : Topsiuas

ymHus - TenekoM, 2014. - 644 c.

7. TlepedeHb 3IEKTPOHHBIX 00Pa30BaTENbHBIX PECYPCOB
MH(}OpPMallMOHHO-TEIEKOMMYHHUKAIIMOHHOM cetn «IHTepHEeT»
Ilepeuenn JJIIEKTPOHHBIX 00pa3oBaTeNbHBIX pecypcoB UH(pOpPMaIMOHHO-
TEJIEeKOMMYHUKalIMOHHON ceTu «UWHTepHeT», HEOOXOAMMBIX Jii OCBOCHHUS JUCIHUILIMHBI
npuBezieH B Tabnuue 9.

Tabmuna 9 — IlepedueHb SIIEKTPOHHBIX O0pa30BATEIbHBIX PECYPCOB HMH(POPMAIIMOHHO-
TEJIEKOMMYHUKAaMOHHOM ceTh «HTepHET»

URL anpec HaumenoBanue
www.intuit.ru Harmonansseiii OtkpeiTeiil YHuepcurer "MHTYUT"

8. IlepeueHp HHPOPMALIMOHHBIX TEXHOJIOTUI
8.1. [lepeyeHp mporpaMMHOTO OOECTeUeHHs, HCIOJIB3yEeMOTO IPH OCYIIECTBICHUU
00pa30oBaTeNLHOTO MpoIiecca MO AUCIUIIIUHE.
IlepedeHp ucnonbp3yeMoro NporpaMMHOro odecredeHus npeacrasieH B Tadbaune 10.

Tabmuua 10— Ilepedenb nporpaMMHOTo o0ecrieyeHHs

Ne /1t Haunmenosanue

He npenycmotpeno




8.2. Ilepeuenp WH(pOPMAITMOHHO-CIIPABOYHBIX CHCTEM,HCITIOTh3YEMBIX npu
OCYIIECTBIIEHUU 00pa30BaTEIHLHOTO MPOIIecca MO AUCIUILTHHE

[lepeyeHb HCMONB3YEMBIX HH(POPMAIMOHHO-CIIPABOYHBIX CHUCTEM TPEACTaBICH B
tabnuie 11.

Tabnuna 11— I[lepeuenb HHGOPMAITMOHHO-CIIPABOYHBIX CUCTEM

Ne i/t HaumenoBanue

He npenycmorpeno

9. MarepuanbpHO-TeXHUYECKast 6a3a
CoctaB  MaTepUAIbHO-TEXHUYECKOH 0a3bl, HEOOXOMUMOW Ui  OCYIICCTBIICHUS
00pa30BaTeNLHOTO MpoIiecca MO TUCIUTUIHHE, IPEICTaBIeH B Tabmuiel?2.

Tabauna 12 — CoctaB MaTepHalibHO-TEXHUUECKON 0a3bl

N Howmep aynutopun
HammeHnoBaHMe COCTaBHOM YacTH MaTepHaIbHO-
Ne /it . (pu
TEXHUYECKOH 0a3bl
HEOOXOAMMOCTH)
1 JlexuimoHHast ayAuTOpUs
2 KomnbroTepHbld Ki1acce

10. Onenounsle cpeacTBa AJs NPOBEICHHS IPOMEXYTOUHOM aTTecTallu
10.1. CocTaB OIIEHOYHBIX CPEICTBIJIS MPOBEACHUS TMPOMEKYTOYHOH aTTEeCTaINH
oOy4aromuxcs Mo AUCUUIUINHE IPUBEACH B Tabnuie 13.
Tabmuua 13 — CocTaB OIEHOYHBIX CPEACTB ISl IIPOBEICHHSI TPOMEKYTOYHOM aTTeCTAINH

Bun HpOMe)KYTOqHOﬁ aTTCCTallun Hepequb OLOCHOYHBIX CPpCACTB

3auer Crircox BOIpOCOB;
Tectsr;
3anauu.

10.2. B kauyectBe KpUTEpUEB OICHKH YPOBHA C(HOPMUPOBAHHOCTH (OCBOCHUS)
KOMIIETEHIIMH 00y4YarolMMHcs MpUMEHseTcsl 5-0ajuibHas IIKaja OLEHKU C(HOPMHUPOBAHHOCTU
KOMIIETEHIIMH, KOTopas npuBeaeHa B Tabnuie 14. B TeueHune cemecTpa MOXKET MCIOJIB30BATHCS
100-0annpHast ~ mKajma  MOJIYJIBHO-PEWTHMHTOBOM  CHUCTEMbl ~ YHUBEpPCUTETa,  IpaBHUIa
HCIIOJIb30BaHUsl KOTOPOW, YCTAHOBJIEHBI COOTBETCTBYIOLIUM JIOKaJIbHBIM HOPMAaTHUBHBIM aKTOM
I'VAIL
Tabauna 14 —Kputepuu ouieHKH ypoBHS ¢hOPMHUPOBAHHOCTH KOMIETEHUUHN

Or11eHKa KOMITETEHITUH

Xapakreprucrrka chOpMUPOBAHHBIX KOMIIETEHIIAI
5-0ayuIbHas mIKana P P (bopup

— oOyyvaromuiicss TiIyOOKO M BCECTOPOHHE YCBOMJ IPOrpPaMMHBIN
MaTepHal;

— YBEPEHHO, JIOTUYHO, [10CJIEI0BATEIbHO U TPAMOTHO €r0 U3J1araer;

— ONUPAsACh HA 3HAHUS OCHOBHON M JIOMOJHHUTENBHOH JHUTEPaTypHI,

«OTIIAYHOY "
GATICHOY TECHO TPUBS3LIBAECT YCBOCHHBIC HAYYHBIE MOJOXKECHHSI C MPAKTUIECKON
JIESITEIILHOCTHIO HAIPABJICHHS;
— yMeJi0 000CHOBBIBAET U apTYMEHTHPYET BBIJIBUTACMBIC UM HJICH;
— JIeJIaeT BBIBOALI H 000OIIEHHUS;
— cBOOOJIHO BJIAJEET CHCTEMON CIIEIMAIM3HPOBAHHBIX IOHITHIH.
— 00yJaromuics TBEPIO YCBOWIT MPOTPAMMHBIN MaTepHaj, TPaMOTHO H
[0 CyIIEeCTBY HW3JIaraeT €ro, ONUpasCh Ha 3HAHUS OCHOBHOU
«XOPOILIO» JTUTEPaTyPHI,
«3a4TEHO» — He JIOMYCKAeT CYNIECTBEHHBIX HETOYHOCTEM;

— YBSI3bIBAET YCBOCHHBIC 3HAHUS C NPAKTHYECKOH NIESITEIBbHOCTHIO
HaIpaBJICHUS;




Or11eHKa KOMITETEHITUH

5-0ayubHas mKana

XapakreprcTrka ChOpMUPOBAHHBIX KOMITCTECHITHIA

— apryMEHTUPYET Hay4YHbIC TIOJIOKCHUS;
— JIeJIaeT BBIBOJIBI U 000O0IEHMS;
— BJIJICET CHCTEMOMU CIIeUaTN3UPOBAHHBIX TTOHSITHH.

«YOOBJICTBOPUTCIIEHO
(GauTCHO»

— o0yyaroluiicss yCBOMJI TOJBKO OCHOBHOW IpPOrpaMMHBIA MaTepua,
[0 CYILIECTBY M3JaraeT €ro, ONMpasch Ha 3HAHUSA TOJIBKO OCHOBHOM
JUTEPATyPHI;

— JIOIYCKaeT HeCYIECTBEHHbIE OIIMOKN 1 HETOYHOCTH;

— UCTIBITHIBACT 3aTPYJHEHHUS B MPAKTUYECKOM IPUMEHEHUU 3HAHHM
HaIlpaBJICHUS,

— cnabo apryMeHTUPYET Hay4YHbIE TTOJI0KEHUS;

— 3aTpyaHseTCs B JOPMYITUPOBAHUHU BBIBOJIOB M 0000IIEHNUI;

— YaCTUYHO BJIaJIC€T CUCTEMOM CeIMaTu3UPOBAHHBIX MTOHSITHIA.

«HCYHAOBJICTBOPUTCIILHO»
«HC€ 3a4TCHO»

— o0OyJaromuiicss HE YCBOWJI 3HAYUTCIBHOM YacTH MPOrPaMMHOTO
MaTepuana,

— JIOMYCKaeT  CYyIIECTBCHHbIC  OIMMOKM W  HETOYHOCTH  TpHU
paccMOTPEHHH MPOOJIEM B KOHKPETHOM HaIPaBJICHUY;

— UCTIBITBIBACT TPYJHOCTH B MPAKTHYSCKOM MPUMEHEHUH 3HAHMIA,

— HE MOXET apryMEHTHPOBATh HAYYHBIC TOJIOXKCHHUS;

— He GOpMYJIHUPYET BBIBOJIOB H 0000IICHUI.

10.3. TunoBbie KOHTPOJILHBIC 3a/IaHUS WIH WHBIC MAaTECPHAIBI.
Bormpocs (3agaun) A1 9K3aMeHa MpeICTaBIeHbI B TadauIe 15.
Ta6muma 15 — Borpocsl (3agaun) 115 2K3aMeHa

Ne i/t

Kon

[lepeuens BompocoB (3aa4) AJsl IK3aMeHa
WHJUKATOpa

Y4eOHBIM MJIAHOM HE IPEIYCMOTPEHO

Bompocs (3agaun) ans 3aueta / qud¢. 3adera npeacrasieHsl B Tadauie 16.
Tabnuua 16 — Borpocs! (3a1aum) ais 3aueta / audd. 3ayera

Ne i/m [Tepeuens BompocoB (3aa4) ans 3a4dera / audd. 3auera

Kon
WHJIUKAaTOpa

1 1. Ananutuueckas padota B chepe O6e3omacHoCTH [1K-4.3.1

MH(}OPMALIUU U CHUCTEMA 3alUThl UHHOPMAILIMOHHBIX
pecypcoB.

2. lokyMeHTUpOBaHNEe KOHGUACHIIMATHHOU HH(POpMAIUH.
3. McToOYHUKH HOPMATUBHOTO PETYIHPOBAHUS
KOH(UIEHIIMAIBHOTO J1€70IPOU3BO/ICTBA.

4. Hanpasnienust o0ecriedeHust 6€30macHOCTH
MH(OPMALIMOHHBIX PECYPCOB.

5. Opranu3zanus KoH(OUISHIINATEHOTO JIeJI0MPOU3BO/ICTRA.
6. Opranuzanusi KOHQUIECHITUATFHOTO JOKYMEHTO000pOTA.
7. Opranuzanusi opuCHON AeATETLHOCTH.

8. Opranuzaius paboThI C TOKyMEHTaMHU, COJEPIKAITIMH
CITY)KeOHYIO TalHYy.

2 9. Opranuzanus paboThI C MEPCOHATHLHBIMU JAHHBIMHU. [K-4.V.1

10. [lepconan B cucreMe KOHPUACHITUATHHOM 3aIIUTHI
nH(pOpMaLINH.

11. [ToaroroBka KOH(UACHIIUAIBHBIX TOKYMEHTOB JJIs
ApPXMBHOTO XPaHEHUS U YHUYTOKEHUSI.

12. TlpoBepka HaMU4Ms U YHUUTOXKEHNE KOH(PUACHIINATBHBIX
JOKYMEHTOB, JIeJl 1 HOCUTeleld HHPOpPMAaLIUH.

13. TIpoBepku HaIMUYUsI KOH(OUICHIMAIBHBIX JIOKYMEHTOB.




14. Pabora ¢ nmepcoHaaoM, BIAACIONIM KOH(PUACHIIHATEHON
nH(popMaIuen.

3 15. Pa3amHOXeHHE KOHPUACHITUATBHBIX JOKYMEHTOB. T1K-4.B.1
16. Pexxum xpaHeHHst KOHPUACHINATBHBIX JOKYMEHTOB H
oOpalieHus ¢ HUMH.

17. CocraBienue HOMEHKIIATYp, (popMupoBaHUE U
odopmiieHre KOHPUIACHIIMAIBHBIX JICII.

18. Texnosorus 00paboTKu KOHGUACHIUATIbHBIX TOKYMEHTOB.

4 19. Texnonorust 06pabOTKH MOATOTOBICHHBIX TIK-4.V.1
KOH(HICHIIMAIBHBIX JJOKYMEHTOB.

20. Texnonorust 00pabOTKU MOCTYMUBIINAX
KOH(UIEHITMATBHBIX JOKYMEHTOB.

21. Yyet koH(pUICHIIUATBHBIX TOKYMEHTOB.

22. ®opMHUpOBaHKE U XpaHECHHE KOH(PHICHIIMATIbHBIX JEJI.

[lepeyeHnp TeM Ui KypCOBOTO IPOEKTUPOBAHUS/BBIIONHEHNUS KypCOBOH paboThI
npe/cTaBIeHbI B Ta0muie 17.
Tabmuua 17 — IlepeueHp TeM sl KYPCOBOTO MPOSKTUPOBAHMS/BBIIOTHEHHUS] KYPCOBOM paboThI

No 1/ [TpuMepHBIii epedeHb TeM AJ1s KypCOBOTO IPOEKTUPOBAHUS/BBIIIOTHEHUS
3 KYpCOBOi1 pabOThI

Y4eOHBIM MJIaHOM HE IPEIYyCMOTPEHO

Bompocsl s mpoBeneHHs TPOMEXKYTOYHOM aTTECTallM B BUAE TECTUPOBAHHUS
npeJcTaBieHbl B Tabnuue 18.

Tabmuua 18 — IIpumepHbIi epeueHb BOIIPOCOB ISl TECTOB

Kon

Ne ni/m [TpumepHBIii TepeueHb BOMPOCOB IS TECTOB
UHAMKATOpa

1. KonbuaennuansHas nHGopManus.

2. Knaccudukanus u BuIsl ”HGOpMALUK KOH(GHUIESHIIMATBHOTO XapakTepa.
3. JIOKyMeHTBbI, COCTaBIISIONINE TailHy CIEICTBHS U CYAOIPOU3BO/ICTBA.
4. ndopmarus, cBA3aHHas ¢ IPOPECCHOHATBHOM JeSITeIbHOCTHIO.

5. Nudopmarnusi, cBS3aHHAS ¢ KOMMEPUYECKON EATETLHOCTBIO.
Kommepueckas TailHa 1 TEXHOJIOTUS €€ 3allUThI.

6. adopmaryst o cymHoCTH U300peTeHus, MOJIE3HONW MOACTH WU
MIPOMBIIIIIEHHOT0 00pa3ia (IPOr3BOICTBA HOY-XAaY )

7. 'ocynapcTBeHHas TaiiHa.

8. Opranmzanus paboThI C JOKYMEHTAMH, €€ IOKyMEHTAIMOHHOE
obecrieyeHue.

9. llopsiaok Beie3Aa 3a rpanuny Poccuiickoit denepanuu, ero
JIOKYMEHTAIIMOHHOE 0OecrieueHue.

10. Orpanuuenue Bble31a rpaxkiaH, OCBEJJOMJIEHHBIX B HH(OPMAIUH
OrPaHUUYEHHOT'0 JOCTYIA.

11. Cucrema opraHoB 3alUThl FOCYJAPCTBEHHOM TaliHbI 1
KOH(UACHIIMAIbHOU HHPOpMaLIUU

12. Opranusannu, 3aHUMAIOIIUECS 3ALUTON JOKYMEHTUPOBAHHOM
MH(POPMALIUU OTPAHUYEHHOTO AOCTyIa

13. Opranusanyy, 3aHUMAIOLIUECS, PEXKUMOM CEKPETHOCTH M OXPaHOU
37aHUU Y IOMEIIECHUI

14. KapareabHO-BOCIIUTATENIBHBIE MEPBI 10 3aAIUTE JOKYMEHTUPOBAHHOM
MHPOPMALIUU OTPAHUYEHHOTO JOCTYIA U UX IPAaBOBOE 0OeCIeUeHHeE.
15. YcTaB opranuzaiuu, yapexacHusl.

16. JloroBop Ha BITIOJHEHUE Pa0OT.

17. [IpeacepTH(PUKALMOHHBIN 3Tall OEHKH TOTOBHOCTU OpPraHU3alluu.




18. DTan npenBapuTEeNbHON OLIEHKH TOTOBHOCTH IIPOBEPsieMOM
OpraHM3allMU U OLEHKU CUCTEMbI KaueCTBa.

19. HanpaBieHus pa3BUTHS CUCTEM OLIEHKU U MOJATBEPKICHUS
COOTBETCTBUSI.

20. Cpoku mipoBesieHus padoT.

21. KorduneHmmaibHOCTh HHDOPMAIINH.

22. YcmoBus 0TKasa B cepTuduKanmm

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

24. Opranusaiuu, 3aHIMAarOIINECs, PEKUMOM CEKPETHOCTU U OXPAHOU
3IaHUN U TOMEUIEHU I

25. KaparenbHo-BOoCIUTAaTENbHBIE MEPHI 1O 3aIUTE JOKYMEHTHPOBAHHOMN
nH(GOpPMaIMU OTPAaHUYEHHOTO JIOCTYIA M UX NMPaBOBOe 00ecreUeHue.

[lepeyeHb TeM KOHTPOJIBHBIX pabOT MO JUCHUILIMHE OOYYarOMIUXCS 3a0YHOU (POPMBI
00ydeHus1, IpeICTaBICHbI B Ta0mie 19.

Tabmuna 19 — IlepeyeHb KOHTPOIBHBIX PadOT

Ne n/m [lepeueHb KOHTPOJIBHBIX PAabOT

He npenycmorpeno

10.4. Meroguueckue  Marepuaibl,  ONPEACHSAIONIME  HPOIEIyphl  OICHUBAHHS
UH/IMKAaTOPOB, XapaKTepU3YIOIIMX d3Tanbl (HOpPMUPOBAHMS KOMIIETEHLHUH, COAEpKarcs B
JOKaJIbHBIX HOpMaTuBHBIX akrtax [VYAIIL, peraMeHTHpPYOIUX MOPSIAOK U IpOLEAypy
IPOBE/ICHUS TEKYIIEro KOHTPOJISI YCIIEBAEMOCTH U IPOMEKYTOUHON aTTeCTallui O00ydaromuxcs
I'VAIL

1. MeToauyeckue yKkazaHus JJIsl 00y4aKOIIMXCS 110 OCBOEGHUIO U CIIUIIJINHBI

[lensiMu M3y4yeHHs] OUCHUIUIMHBI «3ammTa U o0padoTKa TOKyMEHTOB OTPaHUYEHHOTO
JOCTyTIa» SBISIOTCS:

(dbopMupoBaHHEe NMPOPECCUOHANBHBIX HABBIKOB, CBSI3aHHBIX CO CTPYKTYpPOM 3aIMILIEHHOTO
JIOKYMEHTO000pOTa, JOKYMEHTOIIOTOKAMH, COCTABOM TE€XHOJIOTHYECKHUX 3TarloB U ONeparuii mo
MOJArOTOBKE M U3JaHUI0 KOH(MUIEHIHUAIbHBIX JIOKYMEHTOB, YYe€Ty KOH(UICHIHMATIbHBIX
JOKYMEHTOB, MOPSAJIKY pAacCMOTPEHHMsT U HCIOJHEHUS JIOKyMEHTOB, KONHMPOBAaHHUIO U
Pa3MHOXXEHUIO JOKYMEHTOB, KOHTPOJISI HCIIOJTHEHUS JOKYMEHTOB, COCTaBJIEHUIO U O(POPMIIEHUIO
HOMEHKJIATyphl JeJl, ()OPMHUPOBAHUIO U XPAHEHUIO JEJ, COJepKalluX KOH(UACHIUAIbHbIE
JOKYMEHTBI,  YHMUYTOXEHUIO  KOH(QUACHIMAIbHBIX  JIOKYMEHTOB, IpPOBEpKE  HaJIM4us
KOH(QHJIEHIIMATIbHBIX  JOKYMEHTOB,  KOMIUJIEKTOBAaHHUIO  BEJAOMCTBEHHOIO  apXWBa U
KJIaCCU(UKALMN XPAHWIUI] JOKYMEHTOB, OOECIEYEHHI0 COXPaHHOCTH KOH(UICHIMATIbHBIX
JIOKYMEHTOB, MOPSJIKY HCIIOJb30BaHMs KOH(QUACHIUAIBHBIX APXHWBHBIX JOKYMEHTOB, a TaKXe
OpPraHU3al[MOHHBIMHM, TEXHUYECKUMH M METOJWYECKMMHU MpobdieMamMH aBTOMAaTH3alUuU
JIEJIONPOU3BOJCTBEHHBIX ~ ONEpalyii, M TOATOTOBKA K JEATEIBHOCTH, CBSI3aHHOW C
IKCIUTyaTaluel u 00CITyKUBAaHUEM COBPEMEHHBIX CUCTEM IEKTPOHHOTO JOKYMEHTO00O0POTa;

CO3/IaHUE MPEJCTAaBICHUS O 0a30BBIX TEOPETUUECKUX IOHATHUAX, JIEKAIIUX B OCHOBE
3alUThl KOH(UIEHIMATbHOW HHPOpPMAIMK Ha dTarnax ee co3/laHus, 00paboTKH, UCTIOIb30BaHUS,
nepefayd M XpaHEHHUs; O MecTe KOH(UIEHIMAIBbHOTO JOKYMEHTOOOOpOTa B CTPYKTypax
rOCyJJapCTBEHHOTO M HETOCYAAapCTBEHHOTrO yrpasiieHus, U poau Ciyk0bl Oe3omacHOCTH (MIH
Cayx0bl KOHOUIESHIIMATLHONH JTOKYMEHTAlUN) MPEANpPUATHS B PELUICHUH BOIPOCOB 3AIIUTHI U
00paboTKM KOH(PUACHLUUATbHBIX JOKYMEHTOB; O HAay4YHBIX MPHUHIMIAX, MPUKIAJAHBIX U
METOAMYECKHX acleKTax OpraHU3allii TEXHOJOTWHU 3aIIUTHl U 00pabOTKU KOH(UIEHINATBHBIX
JIOKYMEHTOB; 5




pa3BUTHE CIIOCOOHOCTEH K JIOTHYECKOMY M aJTOPUTMHUYECKOMY MBIIUICHUIO, HABBHIKOB
UCIIOJIb30BaHUsI COBPEMEHHBIX METOJIOB, TEXHOJOTHH M CPEACTB 3aIIUThl KOH(HIACHIIMATBHON
uHpopmanuu.

Meroanueckue ykazaHusi s OOYyYAOIIMXCA 10 OCBOEHHMI0 JIEKIMOHHOIO
MarTepuasa

OcHOBHOE Ha3zHAaYeHUE JIEKIIMOHHOTO Marepuajga — JOTHYECKH CTPOMHOE, CHUCTEMHOE,
rIyOOKOe M SICHOE H3JIOKEHHE ydeOHOro marepuana. HasHaueHue COBpEMEHHOHN JIEKIMH B
paMKax JUCIHUIUIMHBI HE B TOM, YTOOBI MOJYYUTh BCIO HMH(OPMAIMIO 1O TeME, a B OCBOCHUU
byHIaMEHTANBHBIX MPOOJIEM AWCIUIUIMHBI, METOJI0OB HAYYHOTO ITO3HAHUS, HOBEHUIINX
JTOCTHIKEHUH HAay4YHOW MBICTU. B yueOHOM mporiecce JICKIUS BBITIOIHSAET METOI0JIOTHYECKYIO,
OpraHU3AIMOHHYI0 ¥ MHPOPMAIMOHHYI0 (YHKIMU. JIEKIHs packpblBaeT MOHATHUHHBIN arrmapar
KOHKpPETHOW o0jacTu 3HaHUSA, €€ MPOOJEMBI, JaeT IENbHOE MPEJCTABICHUE O TUCIUILINHE,
[MOKA3bIBAET B3AaUMOCBA3b C APYTUMU JUCLUIIMHAMMU.

[LmanupyeMbie pe3yJbTaThl IIPH OCBOSHUHU 00YYaIOIIMMCS JISKIIMOHHOI'0 MaTepHaa.

— TMOJIyYEHHE COBPEMEHHBIX, LEJIOCTHBIX, B3aUMOCBS3aHHBIX 3HAHUW, YpPOBEHb
KOTOPBIX ONPEIEISIETCS LEIIEBOM YCTAHOBKOM K KaXK/10M KOHKPETHOU TEME;

— TIOJIyY€HHUE OTbITa TBOPUECKOM pabOTHl COBMECTHO C MPEIOaBaTeIeM;

— pa3BuTHE TPO(HECCHOHATHLHO—ICIIOBBIX  KAdecTB, JIIOOBM K MpeaMery |
CaMOCTOSITELHOTO TBOPUYECKOT'O MBIIIIEHUS.

— TOsIBJIEHHE HEOOXOAMMOro HHTEpeca, HEOOXOAMMOrO JIJIsi CAMOCTOSITEIIBHONW PaOOTHI;

— [OJIyYEHUE 3HAaHUKW O COBPEMEHHOM YPOBHE DPa3BUTHs HAyKH U TEXHUKU U O
MIPOTHO3€ WX Pa3BUTHUA Ha OJIMKANUIIINE TOJIBI;

— Hay4HTCs METOJWYECKH 0OpalaThiBaTh MaTepuan (BBIACISTH TJABHBIE MBICIU U
MOJIOKEHUSA, TMPUXOAUTH K KOHKPETHBIM BbIBOJAM, TMOBTOPATh HX B  Pa3IUYHBIX
(bopMyIIHpPOBKax);

— TOJIyYeHHE TOYHOTO MOHUMAHUS BCEX HEOOXOAMMBIX TEPMUHOB U TIOHSTHIA.

JIEKIIMOHHBI ~ MaTepUal MOXKET CONPOBOXKAATHCSA JEMOHCTpPAllMEd CIAJ0B U
WCIIOJIb30BAHUEM pPa3/laTOYHOr0 Marepuana TMpU TPOBEACHUH KOPOTKUX AUCKYCCHH 00
O0COOCHHOCTSIX MPUMEHEHHSI OTAECTBHBIX TEMATHK IO TUCIUTUIHHE.

CTpykTypa IpeoCTaBACHMS JSKIIMOHHOI0 MaTepHaa:

Paznen 1. MadopmainimonHbie pecypehl B yTpo3bl KOH(PHIEHITMATFHOW HHPOpMAIHH

Paznen 2. 3amura koHQUASHIIMATHLHON MH(POPMAIHH

Paznen 3. Texnonorus 00pabOTKU KOHDUICHIIMATIBHBIX JOKYMEHTOB

Pasnen 4. 3amura nHGOpPMAaMK HA AaBTOMATU3UPOBAHHBIX PA00OYUX MECTAX

Paznen 5. 3amura 3meKTpOHHOTO JOKYMEHTO000pOTa

MeTtoauyeckne ykasaHusi AJdsl 00y4alOIIMXCS IO NPOXOXKIACHHIO J1a0OpPaTOPHBIX
pa6ort

B xozme BbIMONHEHMS J1a0OpPAaTOPHBIX pabOT OOyYaromMiCs JOJDKEH YIriIyOuTh U
3aKpenuTh 3HAHUS, NMPAKTUYECKUE HABBIKM, OBJIA/JIETh COBPEMEHHOW METOJUKON M TEXHUKOH
HKCIEPUMEHTAa B COOTBETCTBUHM C KBAJTU(PHUKAIMOHHON XapaKTEpUCTHKON 00ydarolierocs.
Brinonnenne 1abopaTopHbIX pabOT COCTOUT M3 3KCIEPUMEHTAIbHO-TPAKTUYECKOM, pacueTHO-
AHAIUTUYECKON YacTe U KOHTPOJIbHBIX MEPOIIPUATHIA.

Brimonnenne nmabopaTopHBIX PabOT 0O0ydaromuMCs SIBISETCS HEOThEMJIEMON YacThIO
U3yYeHHUs] JUCHMIUIMHBI, OIpeneiseMoil y4eOHbIM IUTAaHOM, M OTHOCHTCA K CpPEICTBaM,
o0OecreynBaroIUM pelIeHre CIEAYIOMNX OCHOBHBIX 33/1a4 Y 00y4arolerocs:

— TnpuoOpeTeHHe HaBBIKOB MCCIEAOBAaHUSA IPOLECCOB, SBIEHUH U OOBEKTOB,
M3y4aeMbIX B paMKaxX JaHHOM TUCIUIINHBI,

— 3aKpeIuvleHHe, Pa3BUTHE U JeTallu3alls TEOPETUUYECKHX 3HAHUU, TMOJYyYEHHBIX Ha
JEKLUSAX;

— ToJlyueHHe HOBOM MH(OpMAINH 110 N3y4aeMON AUCIUILINHE;



— T[pHOOpeTeHHe  HABBIKOB  CAMOCTOSITEIBHOM  paboThl ¢ J1a0OpaTOpHBIM
000pyI0BaHHEM U TPUOOPaAMHU.

3aganue u TPeOOBaHHUS K IPOBEICHHIO JIA00PATOPHBIX padoT

B xone BeImonHeHUs 1a0OpaTOPHBIX paboT oOydarolMics MAOKEH YIIIyOuTh U
3aKpENUTh 3HAHUSA, MPAKTUYECKUE HABBIKH, OBJIAJIETh COBPEMEHHOW METOJIMKONM U TEXHUKOU
JKCIIEPUMEHTa B COOTBETCTBHHM C KBaIM(PUKAMOHHON XapaKTEPUCTHUKON 00ydaromerocs.
Brimonaenne n1abopaTOpHBIX pabOT COCTOMT U3 3KCIIEPHUMEHTAbHO-TIPAKTUYECKON, PacyeTHO-
AHAJIMTUYECKOM YacTel U KOHTPOJIbHBIX MEPOIPUATHIA.

Brimonnenue 51abopaTtopHBIX pabOT OO0yYaromUMCs SIBJISETCS HEOTHEMJIEMOH YacThIO
U3YYCHUS] JUCIUIUIMHBI, OMpeNesiseMOoil Y4eOHbIM IUIaHOM, M OTHOCUTCSL K CpEelCTBaM,
00eCTIeYNBAIOIIUM pPEIICHUE CIECTYIONUX OCHOBHBIX 33J1au Yy 00y4aroIerocs:

— NpUOOpeTeHHE HaBBIKOB MCCIEAOBAaHUSA IPOLECCOB, SBIEHUH U OOBEKTOB,
M3Yy4aeMbIX B paMKax JaHHOM JMCLUIUINHBL

— 3aKperuvieHUe, pa3BUTHE U JCTalIM3alus TEOPETHUUYECKUX 3HAHUMN, MOJYYEHHBIX Ha
JICKIIMSIX;

— TIOJy4YeHUE HOBOHM MH(OPMAIIMH 110 H3y4aeMOU JUCIIUILINHE;

— T[pHOOpeTeHHe  HABBIKOB  CAMOCTOSTEIBbHOH  paboThl ¢ J1a0OpaToOpHBIM
o0opyaoBaHHEM U pubopamu.

3amanus A1 J1a0OpaTOPHBIX PAbOT 3aKIHOYAIOTCS B PEIICHHUH 3a7a4, PACCMOTPEHHBIX B
X0/¢e JIEKITMI, TAKNX KaK:
1. Ilpuem, mepBuuHas 0OpabOTKa, MPEABAPUTEIHLHOE PACCMOTPEHHUE W PpaCIpeACIICHHUE

HOCTYNUBUIMX KOH(UIEHIUAIBHBIX JOKYMEHTOB.
2. TpamuuuoHHBIA yYeT WOCTYNUBIIMX JOKYMEHTOB U (POPMHPOBAHUE CIIPABOYHO-
MH(POPMALIMOHHOTO 0aHKa JaHHBIX MO JOKYMEHTaM.
3. ABTOMaTH3MpPOBAHHBIA y4YeT MOCTYNMUBIIMX JOKYMEHTOB M ()OPMHPOBAHHE CIIPABOYHO-
MH(OPMaLMOHHOTO OaHKa TaHHBIX IO JOKYMEHTaM.
Odopmiienne u yuet HocuTeneil KoH(pUACHIIMAIbHOW HHPOPMALIUH.
N3zrorosneHne KOHPUAESHIIMATBHBIX JOKYMEHTOB.
TexHuueckue cpecTBa 3alUTHI OT YTEUKU HHPOPMALIUH 110 TPOBOJAHBIM JIUHUAM
Kontpons  ucnoiHeHuss  KOHOQUACHIUAIBHBIX  JOKyMeHTOB. KomwupoBanue u

N o ok

Pa3MHOXEHHUE JOKYMEHTOB.
8. VYuyer moaroToBIeHHBIX (M3IaHHBIX) KOH(DUICHINAIBHBIX TOKYMEHTOB.

9. VHBeHTapHBIN y4eT JOKYMEHTOB M W3JJaHHM.

10. DkcriequiionHas 00paboTKa OTIIPABISIEMBIX JOKYMEHTOB. HoMeHKIaTypa siei.

11. ®opmupoBanue u opopmiIeHHE JeIl.

12. YHuuToX€eHNe JOKYMEHTOB, Jiell U HocuTenel HHopMarum.

13. [loaroroBka Jien1 K nepeaaye B BEJOMCTBEHHbIH apXuB.

14. KommuiekToBaHHE BEIOMCTBEHHOT'O apXUBa, KilacCU(pUKaLUs U yUeT JIe.

15. Opranusanus HCHOIb30BAHUS APXUBHBIX JTOKYMEHTOB U 00€CIIEUEHUsI MX COXPAHHOCTH.
16. [IpoBepka HanMUYUs TOKYMEHTOB JIe] U HOCUTeNel nH()OpMAaITHH.

JlaGopaTopHble 3aHATHS MPOBOMATCS TIOCTE YTCHHSI JICKITUH, JAIOIMMX TEOPETUIECKUE OCHOBBI
JUTSL KX BBITTOJIHEHUS. J[OIycKaeTcsl BBIMOHEHNE JTA00PATOPHBIX 3aHATHH JIO IPOYTEHUS JICKIUH C IEeITBI0
oOneryeHnss W3y4YeHHs] TEOPETHYECKOrO0 Marephaja IpW HAJIMYUU OINHCAHUN pPadoT, BKIFOYAIOIIMX
HEOOXOUMBIC TCOPETHUYSCKUE CBEJCHMS HJIM CChUIKM Ha KOHKPETHBIC y4eOHbIEC HM3IaHUS, COJCpIKAIINE
9TH CBEJICHUS.

[IpemogaBarens UMeET MPaBoO OMPEACIATH COJEpKaHKE Tab0PATOPHBIX PadOT, BEIOUPATH METOIBI
U CpEJICTBA MPOBEACHUS JIA00PATOPHBIX MCCIEA0BAaHUN, HANOOJIEEe TIONHO OTBEYAIOIUE HX OCOOCHHOCTSIM
1 00ecTIeuynBaloIIre BEICOKOE Ka4eCTBO yaeOHOTo Iporiecca.



[IpenomaBatens ¢GopMuUpyeT pPyOCKHBIE W HMTOTOBBIE PE3YIbTaTHl (PEHTHHTH) CTyACHTA IIO
pe3yibTaTaM BBITOTHEHHS J1a0OpaTOPHEIX PadoT.

Ha naGopaTtopHoM 3aHATHH CTYACHT MMEET NPaBO 33/aBaTh MpeEnojaBaTento U (W) J1abopaHTy
BOMPOCHI IO COJACPKAHHWI0O W METOAMKE BBHIMONHEHHS PabOTBI W TpeOOBaTh OTBETAa MO CYIIECTBY
obpareHus.

CryneHT mMeeT MpaBO Ha BBITOIHEHHE JTa00paTOpHOW pabOThI IO OPUTHHAIBFHOW METOAHKE C
corylacusi TIpemoJaBaTelsl W MOJ €ro Haa30poM — MpH Oe3yCIOBHOM COONIOJACHUU TpeOOBaHUN
Oe30MmacHOCTH.

K BrImomHeHUIO 1a60paTOpHOIT PabOTHI AOMYCKAIOTCS CTYICHTHI, OATBEPANBIINE TOTOBHOCTD B
o0beMe TpeOOBaHUH, COAEPKAIIMXCS B METOAWYECKUX YKa3aHMSAX K JabopaTopHOH paboTe W (Win) B
YCTHBIX MPEABAPUTEIbHBIX YKa3aHUSIX MPenoaaBaTes.

B xome maGopaTOpHBIX 3aHATHH CTYAEHTHI BeAyT HEOOXOIWMBIE 3aIMCH, COCTABISIOT (TIO
TpeOOBaHUIO MpPENoaBaTelis) UTOTOBBIH MUCHMEHHBIH O0T4eT. Ha mepBoM 3aHATHH LUKIA 1aO0paTOPHBIX
paboT mpenoaaBaTenb NOJDKEH JaTh KOHKPETHBIE YKa3aHUS IO COCTABICHHIO U O(OPMIICHHIO OTYETOB C
1eapio obecrieueHusT ennHOOOpasus. B 3aBHUCHMOCTH OT OCOOCHHOCTEH ITMKIIA JTAOOPATOPHBIX 3aHSITHMA
OTYET COCTABILIETCSI KaKIBIM CTYACHTOM WHIMBHIYaJbHO, JIMOO oOmuil oT4eT — moArpymmoil m3 2-3
cryaentoB. Ilo oxoHwanunm nabopaTopHOW pabOTHI CTYJNEHTHI OOS3aHBI MPEICTaBUTH OTYET
MPENOABATEN0 sl MPOBEPKU C mocienyromed 3amuroil. Ilo cornacoBanuio ¢ mOpenoaaBaTelieM
JIOIyCKaeTCsl TPEJICTaBICHHE K 3allUTe OT4eTa O JabopaTopHOil paboTe BO BpeMs CIIEIYIOLIEro
nabopaToOpHOTO 3aHATHS WM B MHIUBHyalbHbIE CPOKH, OTOBOPEHHBIE C MpenoaaBareneM. Jlomyckaercs
TI0 COTJIACOBAHHMIO C MPEToiaBaTeieM NPeACTaBIIsATh OTYET O JabopaTopHO paboTe B 3JEKTPOHHOM BHJIE.

JlabopaTopHOe 3aHATHE COCTOMT W3 CIEAYIONIMX SJIEMEHTOB: BBOJHAS YacTh, OCHOBHAs W
3aKITIOYHUTENBHASL.

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

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

— M3JI0’KEHHUE TEOPETHYCCKUX OCHOB paboTHI;

— XapaKTepHUCTUKa COCTaBa U OCOOCHHOCTEH 3aannii pabOThl U 00BSICHEHHE METOAOB (CIIOCOOOB,
MIPUEMOB) UX BBITTOJTHEHHUS;

— XapaKkTepuCTHKa TPEOOBaHMI K pe3ysIbTaTy padoThI;

— MHCTPYKTaX MO TEXHUKE OE30IIaCHOCTH MPHU SKCIUTYyaTAIH TEXHUYECKHUX CPE/ICTB;

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

— YKa3aHMsI 10 CAMOKOHTPOJIIO PE3YJIbTaTOB BBIIIOJIHEHUS 3aIaHUH CTYACHTAMH.

OcHOBHast 4acTh BKIIIOYAET MPOLIECC BHIIOIHEHHS J1a00paTOpHOil paboThI, 0popMIICHHE OTYETa U
ero 3ammuty. OHa MOXET CONPOBOXKAATHCS JIOTOJHUTEIBHBIMU Pa3bCHEHHSAMH 10 XOay paloThl,
YCTpPaHEHUEM TPYJHOCTEH MpHU €€ BBHIIOJIHEHUH, TEKYUIUM KOHTPOJIEM U OIEHKOW pEe3yJbTaToB
OTACIIBHBIX CTYACHTOB, OTBETAMU Ha BOIIPOCHI CTYACHTOB. Bo3moxHO HpO6HO€ BBIITOJTHCHUEC
3aaHusI(1if) 10 pyKOBOJICTBOM IPETIO1aBaTeIs.

3aKIII0YATENbHAS YacTh CONCPIKUT:

— MMO/IBEJICHUE OOLINX UTOTOB 3aHSTHS;

— OIIEHKY Pe3yJIbTaTOB PaOdOTHI OTACIBHBIX CTY/ICHTOB;

— OTBETHI Ha BOIIPOCHI CTY/ICHTOB;

— BBIJJAYy PEKOMEHJIAIMIA 110 YCTPAHEHHUIO POOETIOB B CUCTEME 3HAHHI U YMEHHH CTYJICHTOB, I10
YIIyYIICHHUIO PE3yIbTaTOB PaOOTHI;

— cOOp OTYETOB CTYAEHTOB ISl IPOBEPKHU, M3JI0KEHHE CBEIEHHI, KacalolMXcs MOATOTOBKH K
BBITIOJIHEHHUIO CIICIYIOIIEH paOOThI.

BronHas u 3akmtounTebHAS YACTH JTAOOPATOPHOTO 3aHATHS MPOBOAITCS hpoHTabHO. OCHOBHAS
4acTh MOKET BBIMOJHATHCS WHAWBUAYATBHO WIM KOJUIEKTHUBHO (B 3aBUCHMOCTU OT ()OPMBI OPTaHU3aLNU
3aHSTHSA).

Crpykrypa u popma otuera o jadopaTropHoii padore

Otuér mo maGopaTopHOl paboTe OoPopMIISIETCS WHAMBHAYAIBHO KAXKIBIM CTYJIECHTOM,
BBITIOJIHMBIIIMM ~ HEOOXOJIUMBbIE (HE3aBUCHMO OT TOTO, BBIMOJHSJICS JIM OKCIEPUMEHT
WHAWBUIYAIBHO WA B COCTaBE TPYIIIBI CTYIeHTOB). CTpaHUIIBI OTUETa CleAyeT IPOHYMEPOBATh
(TUTYJIBHBIN JIUCT HE HyMepyeTcs, Jajee HUJeT CTpaHuua 2 W T.A.). TUTYJIbHBIN JIUCT OTYETA
JOJKEeH coniepkath Ppasy: «OTué€r mo madopatopHoil pabote «Ha3Banue paboThl», UyTh HIDKE:



BeimonHm cTyneHT rpynnsl (HoMep rpymmbl) (PaMumus, HHUIMAIB)». BHU3Y nHcTa ciemyer
yka3zaTh Tekymuid roxa. Hampumep, Otuér mo mabGoparopnoit pabore Ne (HOmMep pabOThI)
«BBeneHnue B cieKTpayibHBIN aHanu3», Beimonnui cryaent rpynnsl 5221 MBanos M.U. Bropas
CTpaHHLla TEKCTa, CIEAyIoUas 32 TUTYJIbHBIM JIMCTOM, JOJDKHA HauumHaThecs ¢ nyHKTa: Llens
paboTel. OTUéT, KaK MpaBUIIO, TOJIKEH COAEPKATh CIAEAYIOUINEe OCHOBHbBIE pa3/Ieibl:

1. Llenb paboTHI;

2. Teopernueckas 4acTb;

3. IIporpammHOe 0OecrieueHme, UCII0JIb3YEMOE B paboTe;

4. Pe3ysbTaThl;

5. BeiBOABI.

B cnyuyae He06X0IMMOCTH B KOHIIE OTYETa MPUBOAUTCSA MIEPEUEHB JINTEPATYPHI.

TpebdoBanus k oopMIiIeHHIO 0TYeTa 0 J1abopaTopHOIi padoTe

Teopernueckas 4yacThb JODKHA COAEPKATh MHUHHUMYM HEOOXOJIMMBIX TEOPETHUECKHX
CBeleHUIl O mpeaMmeTHoi obOmactu. He crmemyer KomupoBaTh LEIMKOM WM YacTUYHO
METOMYECKOoe Imocodue (onucanue) JJadbopaTtopHO pabOThl WM pa3ieiibl YICOHHKA.

B paznene Ilporpammuoe obecrieueHre HEOOXOIUMO OIKCATh, C TMOMOIIBIO KaKUX
MHCTPYMEHTAIBHBIX CPEJICTB M KakKUM 00pa3oM ObUIM pa3paboTaHbl MOJAETH M IOTYYECHBI
pe3ynbTaThl. PucyHKH, OIOK-CXEMBI, ONMCAaHHE MOJACTH M €€ OCOOCHHOCTEH, HEOOXOIMMOCTh
OTJIAJKU — BCE ATO JOJKHO OBITH MPEACTABICHO B YKa3aHHOM pasjiede.

Pasnen PesynbraThl BKIIIOYaeT B €€0S CKPHUHILOTHI IPOrPAMMHOIO IPHIIOKEHHUS,
MOJly4YeHHbIE TPHU BBHINOTHEHUH JabopaTopHoil paboThl. Pucynku, rpaduku u TaOIHIIBI
HYMEPYIOTCS U MOANUCHIBAIOTCS 3ar0JI0OBKaMHU.

BbIBo/IbI HE AOKHBI OBITH MPOCTHIM MEPEUYUCICHUEM TOTO, YTO CAENAHO. 37eCh BaXKHO
OTMETHTb, KaKue HOBBIC 3HAHHS O MPEIMETE MCCICAOBAHUS OBLIH MOJyYEHBI TPU BBHIIOJHEHUN
paboThl, K YeMy MHPUBENO OOCYKIEHHE Pe3yJbTaTOB, HACKOJIHKO BBIMIOJIHEHA 3asBJICHHAS II€Jb
paboTel. BpiBogpl mo pabore KaxkIplii CTYAEHT JeNaeT caMocTosTeslbHO. B ciydae
HEOOXOUMOCTH B KOHIIE OTuéra mpuBoguTcs CHUCOK IJUTEPaTyphbl, HCIOJIB30BAHHON IpU
MOJrOTOBKE K paboTe. B Tekcre oTuéra nenaroTcst KpaTKUE CChUIKM Ha JUTepatypy (y4eOHUKH,
CIPAaBOYHUKH, UHbIE UCTOYHUKH. ..) HOMEPOM B KBaJpaTHBIX CKOOKax, Hamp., [1]. JIutepatypHsie
UCTOYHUKHA HYMEPYIOTCSl TI0O MEpe WX TIOSBJICHHUS B TEKCTe OT4éTa. B KOHIE oTuéTra nmaéres mx
nopoOHbIi criicok. Ha BCce MCTOUHMKHM CIUCKA JUTEPATYPhl JOJKHBI OBITh CCBUIKH B TEKCTE
0TuéTa, TaM, I'Ie TO HEOOXOIUMO.

IIpu cnade oTuéra mpenojaBaTeab MOXET ClleNaTh YCTHbIE M NMHCbMEHHBIE 3aMeYaHus,
3a/1aTh JOTOJIHUTEIbHBIE BONPOCHL. Bce OTBETHI Ha JOIMOJHUTENbHBIE BOMPOCH, 00CYXKIEHUS
BBIMOJIHSIOTCS CTY/IEHTOM Ha OTJIENbHBIX JINCTaX, BKIIOYAEMbIX B OTYET (IIPU ATOM B TEKCTE
OCHOBHOTO OTu€Ta JeJIaeTCsi CHOCKA WJIM JPYroil 3HAa4oK, KOTOpoMy OyJIeT COOTBETCTBOBATh
HOBbII Matepuai). [Ipu 3TOM NUCbMEHHBIE 3aMeuYaHUs IPeNoAaBaTelis JOJDKHBI OCTaTbCs B
TEKCTe JJIs ICHOCTU JUHAMMKH pabOThI HAJl OTYETOM.

O0BéM oTuéTa MOHKEH OBbITh ONTUMAIBHBIM IS TOHUMAHHUS TOTO, YTO M Kak clienal
CTYJEHT, BBINONHASA pabory. OOsi3aTenbHble TpeOOBaHUS K OTYETY BKIIOYAIOT OOLIYI0 U
CHelHaTbHYIO TPAMOTHOCTD U3JI0KEHHs, a TAKXKe aKKypaTHOCTh O(hOpMIICHUSI.

[Tocne mpuéma npenogaBaTesieM OTYET XpaHUTCS Ha Kadeape.

MeTtoauueckue yka3aHus J1Jisi 00y4arOUUXCS MO MPOXOKAEHUIO CAMOCTOSITEIbHOM
padoThbI

B Xoje BBIOTHEHHUS CaMOCTOSATENBHONW pabOThI, OOYUAIOIIHIICS BBHIIOMHSIET paboTy MO
33JJaHUI0 M TIPU METOJAMYECKOM PYKOBOJCTBE IPEIOAaBaressi, HO 0e3 ero HelmoCpeICTBEHHOTO
y4acTusl.

st oOyvaroruxcst o 3a04HOM ¢GopMe OOy4eHHs, CaMOCTOSATENIbHass paboTa MOXKET
BKIIIOYATh B ce0s1 KOHTPOIBHYIO paboTy.



B mporiecce BBITOTHEHUSI CaMOCTOSTEIBLHON pabOTHI, y o0ydaromerocss GopMHUpPYETCs
1eecoo0pa3Hoe TUIAHUPOBAHKUE PaboOUero BPeMEeHH, KOTOPOE MO3BOJISIET UM Pa3BHBATh YMEHUS
Y HaBBIKH B YCBOCHHMU W CHUCTEMAaTH3aIlMM MPUOOpPETACMBIX 3HAHWH, 00ECIIEYMBAET BBICOKUI
YPOBEHb YCIEBAEMOCTH B TMEPHOJ OOYYCHHS, IOMOTAeT TIOJTYYUTh HABBIKM ITOBBIIICHUS
poeCCHOHATBHOTO YPOBHSI.

MeToauyeckuMl ~ MaTepualaMH,  HAMPaBJSIONIMMH  CaMOCTOSITENIbHYIO  paboTy
00yYaromuXcs SBISIOTCS:

—  y4eOHO-METOJINYECKUN MaTepHall 1o TUCIHUILIHHE;

—  METOJMYECKHE YKa3aHHsI 110 BBHIMOJTHCHUIO KOHTPOJIBHBIX Pa0bOoT (11 00yJaromuxcst
1o 3a049HOU (popme oOydeHHS).

MeToanuyeckue yKazaHusi JJIsi 00y4alIIMXCH IO MPOXO0KIAECHUIO MPOMEKYTOYHOM
aTrecTanuu

[IpomexyTouHas  arTectanus  OOydYalOIIUXCS  MpeAycMaTpuUBaeT  OLICHUBAaHUE
IPOMEKYTOUYHBIX ¥ OKOHYATEIFHBIX PE3yJIbTaTOB 00yueHHs 1Mo aucuuruinHe. OHa BKIIIOYAET B
cebst:

— D9JK3aMeH — (opma OLIEHKM 3HaHUH, MONYyYEHHBIX OOydYarolMMcS B IPOLIECCE
U3yYeHHs BCEW NMCUMUIUIMHBI WK €€ YacTH, HAaBBIKOB CAMOCTOSITENIbHOU pabOThI, CHOCOOHOCTH
NPUMEHATh UX JJIs pEUIeHUsl NMPAKTHUYECKUX 3ajad. JK3aMEH, Kak MpaBWIO, MPOBOJUTCS B
IIEPUOJ HK3aMEHALlMOHHOM CECCHMM M 3aBEpIIACTCA aTTECTAlMOHHOM OLEHKOW «OTINYHOY,
«XOPOLIOY, «YIOBIETBOPUTEIBLHO», «HEYIOBIECTBOPUTEILHOY.

— 3a4eT — 3T0 (opMa OLIEHKH 3HAHUH, MOJYyUYEHHBIX O0yUYaIOIIUMCS B XOJI€ U3YUYCHUS
y4e€OHOM MCUUIUIMHBI B LIEJIOM UJIM IPOMEXYTOUHas (110 OKOHYaHUM CEMECTpPa) OLIEHKAa 3HaHUMN
00y4JaromuMCcs 10 OTIENbHBIM pa3fieliaM TUCIUIUIMHBI C aTTECTAlMOHHON OLIEHKOW «3aYTeHO»
WJIU «HE 3a4TECHO».

— 1uddepeHIpPOBaHHbBIM 3a4eT — 93TO (opMa OLEHKM 3HAHUM, IOJyYeHHBIX
00y4JarmuMcsl TpU U3YYCHUU AUCHUILTHHBI, TPU BBIMOTHEHUH KYPCOBBIX IMPOEKTOB, KyPCOBBIX
paboT, HAyYHO-UCCIEA0BATEIbCKUX paOdOT U MPOXOXKIEHUU MPAKTUK C aTTECTAIIMOHHOW OIIEHKOM
«OTJIIMYHO», «XOPOILIO0», «yIOBIETBOPUTEIBHOY, «HEYIOBIETBOPUTEIBLHON.

Cucrema OLEHOK IpH MPOBEIECHUU INPOMEKYTOUHOW aTTeCTallMd OCYILIECTBISETCS B
COOTBETCTBUM C TpeboBaHusMH [lonokenuit «O TeKyleM KOHTpOJE YCIEBAEMOCTU U
IPOMEXYTOUHOM arrectanuu ctyaeHToB ['YAII, oOyuwarommxcs Mo nporpaMmaM BBICIIETO
oOpazoBanusi» U «O MOAYJIBHO-PEUTHHIOBOM CHCTEME OLIEHKM KadecTBa Y4eOHOW paboTh
ctynentoB B 'Y AIDy.



Jluct BHeceHUs U3MEHEHUH B pabouyto IporpaMMy JTUCIUILINHBI

JlaTta BHECeHUs
N3MEHCHHI 1
JIOTIOTHCHUH.

IToanuce BHECHIETO
W3MEHEHHUS

ConeprxaHne N3MEHEHHH W JOTIOTHEHUI

JlaTa 1 Ne

MPOTOKOJIA
3aceaHus
Kadeapsl

Iommuce
3aB.

kadempoit




