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l. Heau n 3a1a4u AUCHHUIIMHBI (MOYJIs1):
Ienu: mnoka3aTh TOCTPOEHHWE UM  COBEPIICHCTBOBAHWE  TEXHOJIOTMHM  3alUIIEHHOTO
JOKYMEHTOO0OpOTa B YCIOBUAX MPUMEHEHHUSI Pa3HOOOPA3HBIX TUIIOB HOCHTENEH JOKYMEHTHOM
nHpopmanuu (OyMakKHBIX, MATHUTHBIX U Jp.), & TAK)KE PAa3JIMUYHBIX CPEJICTB, CIIOCOOOB M CUCTEM
00pabOTKM U XpaHEeHHsI KOH(PUACHINATBHBIX JOKYMEHTOB.

3agaun:

1. orpejieNieHue MecTa KOH(PHUICHITMAIBHOTO IOKyMEHTO000pOTa B Pa3IMYHBIX CTPYKTYpax
yIpaBJICHYECKOH I TEILHOCTH;

2. M3YYCHHE CHCTEMBI 3alllUTHI, COJEpXKAIIEHCS B KOH(PHUIACHIUATHHBIX JOKYMEHTaX
uHdopmanuu;

3. W3YYCHHE HAayYHBIX, IPUKIATHBIX ¥ METOAMYECKHUX ACTICKTOB OPraHU3allii TEXHOJIOTHH

3aUThl 1 00paOOTKH KOH(HUICHIHAIBHBIX JOKYMEHTOB B YCIOBHUSAX yrpo3 MH(OPMAIMOHHON
0€30I1aCHOCTH.

1. MECTO JUCHUMIIJIMHBI B CTPYKTYPE OITIOII BO

VYueOnas aucuurminuHa (Moaynb) b1.0.183ammra  u  o0paboTka  KOHGUACHIMATBHBIX
JIOKYMEHTOB OTHOCHTCS K 00sI13aTCIIbHOM YaCTH MPOTPaMMBI.

[lepeuens mOCHEAYIOMUX YYEOHBIX TUCHUIUIAH, IJI1 KOTOPBIX HEOOXOIWMBI 3HAHUS,
YMEHHSI U HaBbIKHM, QopMupyeMmble naHHOM yueOHOW nucuurummHoi: b1.0.19 Uudopmaruka,
b1.0.33lokymentoBenenue. HopmaTtuBHBIE JOKYMEHTHI B cdepe HUHOOPMAIMOHHOU
0€30I1aCHOCTH.

I1l.  TPEBOBAHMUS K PE3YJBTATAM OCBOEHUS JUCHUIIJIMHBI
IIponiecc ocBoeHMs JUCUMIUIMHBI HanpaBiieH Ha popmupoBanue komnerenuuii OIIK-6
B cootBeTcTBHM ¢ PI'OC BO 1 OIl BO no nanHoMy HanpapieHHUIO MOATOTOBKH (CHELHMATBbHOCTH)
10.03.01 MudopmanmonHas 0€30MacHOCTb:

ITepedyens nuIaHNMpPyeMBbIX pe3yJIbTATOB 00Y4YeHHS MO0 JUCHUILINHE (MOAYJIIO),
COOTHECECHHBIX ¢ MHAUKATOPAMH JOCTUKCHUA KOMHeTeHlll/lﬁ

Komnerenuust NuaukaTopbl KOMNETEHIUI Pe3yabTaTnl 00yueHust

OIIK-6 Cmocoben npu | UK omke1 Opranmsyer 3ammry | 3HATS: HopmaTuBHO-TIpaBOBEIC

peuieHuu npodeccroHanbHbIX | MHGOPMaMKM  orpaHudyeHHoro | gokymentet  ®Ch, ®OCTOK  no

3aJa4 OpraHU30BbIBaTh 3alUTY | IOCTyHNa B COOTBETCTBUU C | OOECIEUSHHUIO pexumMa 3aIIHTHI

nHpopMaun OIPaHUYEHHOIO | HOPMATUBHO-IIPABOBBIMHU KOH(UACHIMANBEHO TOKYMEHTO000POTA.

JOCTyma B  COOTBETCTBUM C | aKTaMmw, MeTonuueckoil | YMeTb: QopmupoBaTh TpeOoBaHUS K

HOPMaTHUBHBIMU npaBoBeiMU | gokymeHTanmelr DCB  P®D, | obecneueHuro pexuma 3aIUTHI

aKTaMH, HopMaTuBHBIMH ¥ | DexepanpHoll  cimykObl 1O | KOH(UAEHIMATBEHO JOKYMEHTOO00POTA.

METOJMYCCKUMH  JIOKYMEHTaMH | TEXHHYECKOMY W SKCHOPTHOMY | Brmamers: A TMIHHCTpPaTHBHO-

denepanbHOM CITy>KOBI | KOHTPOJIIO. yIpaBlIeHYECKUMH 0COOCHHOCTH

6e3omacHoCTH Poccuiickoii dbopMupoBaHHA KOMIUIEKCA MeEp IO

Deneparum, ®DenepanbHOI 00€eCIIEYUEHNIO KOH(HUICHITHATHHO
CIyOBI TIO TEXHHYECKOMY U JTOKYMEHTOO000pOTA.

JKCIOPTHOMY KOHTPOIJIIO; UAK  omke> Jemonctpupyer | 3HaTh: TpeboBanust ~ HOPMAaTHUBHO-

3HaHUE TpeOOBaHUH | MPABOBHIX JOKYMEHTOB M METOJMUECKON

HOPMATHUBHO-TIPaBOBBIX  akToOB, | fokymeHTarmu @OCb, @OCTIK 1o

MeTO}IH‘IeCKOﬁ JOKYMCHTAIINU 00€eCIIeYeHNIO pexrMa 3alIUTHI

OCB PO, denepanbHO CykObl | KOHPHUICHIIMATEHO TOKYMEHTO000POTa

o TEXHHYECKOMY u | YMets:  [IpuMeHSITHP  HOpPMATHBHO-

9KCIIOPTHOMY KOHTPOJIIO. NIPaBOBbIE aKTBhl, METOJIMUECKHE

JIOKYMEHTBI dOHUB o 3alUTe

KOH(UAESHIIMAIBEHO TOKYMEHTO000pOTA.

Brnagers: HapblkamMu MPakTHYECKOTO

MIPUMEHEHHS TpeOoBaHMit o

obecrieueHII0 3aIUTHI

KOH(MHJISHITHAILHO TOKYMEHTO000pOTa.







IV. COILEPXAHHUE U CTPYKTYPA JUCIHHUIIVIMHBI

dopma NPOMeKYTOUHON ATTECTALMHU: 3a4eT
4.1 CopepxaHue JMCUMILIMHBI, CTPYKTYPHPOBAaHHOE MO TeMaM, C yKa3aHHeM BH/JI0B Y4eOHBIX 3aHATHIl M OTBEJEHHOr0 HA HHUX

KOJIN4YeCTBA AaKAACMHUYICCKHUX JaCcoB

O0beM TUCHHMILIMHBI COCTABJIAET 3 3a4eTHBIX equHnI, 108 yacos.

Ne Pa3zjnen aucuuniauHbl/TEMa dopMa  TeKylIero
n/H Bunpl yueGHO# paboThI, KOHTPOJIsA
BKITIOYAsi CAMOCTOSITEIIEHYIO PadoTy ycneBaemMocTu/
00y4arouuxcsl, MPaKTUYECKYIO MOATOTOBKY U ®opma
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1 Pazpnen 1. Teopust KOHUIeHIUATBHOIO | § 05
JIOKYMEHT0000poTa
1.1 Breacnne 5 2 4
1.2 Crpyktypa 3aIIUIIEHHOTO JIOKYMEHTO000pOTa, | § 4 4 4 3amura [1TP
JOKYMEHTOIIOTOKHU, COCTaB TCXHOJIOTMYECKUX OTAIllOB H
onepauui




1.3 OpraHm3anoOHHBIE W METOAWYECKHE  IpoOieMsbl | 5§ 4 4 4 3ammra I[TP
ABTOMATH3aIMK JEJONPOU3BOICTBEHHBIX OIEpalui II0
JIOKYMEHTaM
1.4. Cragun 00pabOTKM ® 3alIUTHl KOH(PHICHIHATBHBIX | 5 4 4 4 3ammwra [P
JTOKYMEHTOB BXOJIHOTO ITOTOKA
15 Cragun 00pabOTKM ® 3alIUTHl KOH(PHICHIHATBHBIX | 5§ 4 4 4 3amura [1P
JTOKYMEHTOB BBIXOJHOTO U BHYTPEHHETO MTOTOKOB
@opMUpPOBaHHE W  XpaHEHUE Jel, coAepXkamux | 5§ 4 4 4 amura [1P
KOH(I)I/I[[eHHI/IaJ'[I)HBIe JOKYMCHTBI. COCTaBHeHI/Ie )54
opopMICHHE  HOMCHKIATYphl  Jell.  YHHUTOXKCHUE
KOH(I)I/IL[QHHI/IS.HI)HBIX JOKYMCHTOB
[Topsimox KOMIUJIEKTOBaHUS BEJOMCTBEHHOIO apxuBa W | § 4 4 2 3amura [1P
kinaccuuKanus  XpaHWIUIL  JOKYMEHTOB.  Y4er
KOH(UICHIIMATBHBIX  JICIOBBIX (YnpaBiIeHUYECKHX ),
TEXHUYCCKHUX, TEXHOJIOTHICCKAX M HAYYHO-TEXHUYCCKUX
MOKyMeHTOB B apxuBe. OOecredeHne COXpaHHOCTH
KOH(HICHIIHATBHBIX JTOKYMECHTOB
2 Paznen 2. DiekTpoHHBIH KOH(UMIEHUMAJBHBIA | 5§ 05
JOKYMEHT0000poT
2.1. Besbymaxubit  mokymeHtooOopor. JlokampHas u | § 4 6 4 3ammura [TP
KOMIUTEKCHAasl aBTOMATH3aIlMsl TIPOIECCOB  00pabOTKH
JIOKYMEHTOB B TOKYMEHTAIIMOHHOHU CITyK0e
2.2 Cocras KOH(UACHIMATBHBIX JOKyMEHTOB | § 4 4 1 SamuTa I[P
BBIUHCIIUTEIBHOTO IICHTPA, MX 00paboTKa M XpaHCHHE
4.0 | 3auer 8 34 34 31 TectupoBanue
pa6othl (B Tom uncie KCP) o6yuarommxcsi no 1ucuMiinHe
CamocTosiTenbHasi paboTa o0yyaroumxcs V4eOHo-
METOAUYECKOE
OneHouHOE
Cemectp HaszBanue pasnena, Temsl . Cpoku Tpynoemko obecrieueHne
Bun camoctosTensHoi paboTsl BBIMOJIHEHUS | CTh (4ac.) CPCACTBO CaMOCTOATEJIbHOU
paboThI
IIpopaboTka JIEKIIMOHHOTO MaTepHala 1o TeMe Pa0OoTa ¢ KHUTOU U N3 criucka
«CTpyKTypa 3alUIIEeHHOT0 JOKYMEHT0000poTa, KOHCIIEKTOM, MOJITOTOBKA . JINTEIATYPEL,
1 JIOKYMEHTOTIOTOKH, COCTaB TEXHOJIOTHIECKUX ATAIIOB U N 1-3 Henens 4 YcrHblii onpoc
OT4YECTAa 110 HaGOpaTOpHOI/I KOHCIICKT

onepauuii»

pabote




CamocTosTenbHasi paboTa 00ydaronmxcs V4ebHo-
METOAUYECKOE
Ouenounoe
Cemectp HaszBanue pasnena, Temsl B —— Cpoxu Tpynoemxo CPEIICTRO obecreuenue
UA CaAMOCTOATCIBHON PAOOTBL| - oy no e | ctn (uac.) pea CaMOCTOSATEIbHOM
paboTHI
IToaroToBka K NpakTUYECKOMY 3aHSATHUIO 10 TEME PaboTa ¢ KHUTOU U W3 criucka
«Opranu3anoHHbIE © METOANIECKHE IPOOIEMbI § KOHCIIEKTOM, MOTOTOBKA JINTEIIATYPEL,
2 aBTOMAaTHU3aAIMHU JEJIONMPOU3BOJACTBEHHBIX ONEpaIUH 110 o 3-4 HCICIIA 4
OTYCTA 110 IPAKTHICCKOU KOHCIICKT
JIOKYMEHTaM .
pabote YcTHBIN ompoc
IToaroToBka K NpakTUYECKOMY 3aHATHUIO 10 TEME PaboTa ¢ KHUTOM U N3 ciucka
«Cramun 06pabOTKH 1 3aIMUTH KOH(DHUICHINATBHBIX KOHCIIEKTOM, MOJITOTOBKA JINTEIATYPEL,
3 |ZOKYMEHTOB BXOIHOTO MOTOKaY . 5-6 Henens 4
OTYECTA 110 IPAKTHYICCKOU KOHCIICKT
pabote YcTHBIN onpoc
IToaroToBka Kk NpakTUYECKOMY 3aHATHUIO [0 TEME PaboTa ¢ KHUTOM U N3 cimcka
«Cramun 006pabOTKH 1 3aIIUTH KOH(DHUICHIINATEHBIX KOHCIIEKTOM, MOJITOTOBKA JINTEIATyPEL,
4 JIOKYMEHTOB BBIXOZHOTO W BHYTPEHHETO ITOTOKOB) . 7-8 Henens 4
0OTYECTA I10 ITPAKTHYCCKOU KOHCIICKT
pabote YcTHbIH onpoc
IToaroToBKa K MPaKTHYECKOMY 3aHATHIO ITO TEME Pa6orta ¢ kuuTOii U U3 cricka
«DopMupoBaHUE U XpAaHCHHE JICH, COJCPIKATITIX KOHCIIEKTOM, TIOFOTOBKA JINTEIATyPEL,
5 KOH(HAEHIMAbHBIE TOKyMeHThI. COCTaBlIeHHE 1 N 9-11 Henens 4 KOHCIICKT
odopmIieHre HOMEHKIATYPHI e Y HHUTOKEHUE OTHCTa IO HPAKTHICCKON
KOH(HICHIMAIBHBIX JOKYMEHTOB) pabore YCTHBIN ONPOC
IToaroToBKa K MPaKTHYECKOMY 3aHSATHIO ITO TEME N3 crimcka
«ITopsmI0K KOMIUIEKTOBAHUS BG,Z[OMCTBQHHS(I)FO apxuBa u PaboTa ¢ KHUTOMH 1 JINTEIIATYPEL,
K K K .
naccu(hUKAITUS XPAHUIIUI JOKYMEHTOB. YUeT KOHCIIEKTOM, MOFOTOBKA KOHCITCKT
6 KOH(HIEHINANBHBIX JIEJIOBBIX (YHIPaBIeHYECKHUX), N 12-14 uenens 2
TEXHUYCCKHUX, TCXHOJOTHUCCKUX U HAYYHO-TEXHHUYCCKIX 0THCTa IO HPAKTHICCKON
JIOKYMEHTOB B apxuBe. O0ecreueHue COXPaHHOCTH pabore
KOH(HJICHIIMAJIBHBIX JOKYMEHTOBY YcTHBII OoIIpocC
[ToaroroBka Kk MpakTUUECKOMY 3aHATHUIO 110 TEME PaboTa ¢ KHUTOMI U W3 coucka
«be30ymMakHbIit JOKyMeHTO00O0pOT. JIoKanbHas 1 KOHCIIEKTOM, TIOATOTOBKA JTUTETATyPBI,
7 KOMILIIEKCHAsI aBTOMAaTHU3aIHs IIPOIIECCOB 00pabOTKH . 15-16 nepens 4
OTUYCTA 110 NPAKTUYICCKOU KOHCIICKT

JAOKYMCHTOB B HOKyMeHTaHHOHHOﬁ CJ'Iy)K6€>)

pabote

YcTHBINM onpoc




CamocTosTenbHasi paboTa 00ydaronmxcs

YyebHo-

METOIUYECKOE
OneHouHoe
Cemectp HaszBanue pasnena, Temsl B —— Cpoxu Tpynoemxo CPEIICTRO obecreuenue
UA CaAMOCTOATCIBHON PAOOTBL| - oy no e | ctn (uac.) pea CaMOCTOSATEIbHOM
paboTHI

IToaroToBka K NpakTUYECKOMY 3aHSATHUIO 10 TEME PaboTa ¢ KHUTOU U W3 criucka

«CocraB KOH(OUACHITMATBHBIX JOKYMEHTOB KOHCIIEKTOM, MOJrOTOBKA JINTEIIATYPEL,
8 BBIYHCIIUTEIBLHOTO [IEHTPa, UX 00paboTKa U XpaHEHHE» o 17-18 nenens 1
oT4eTa I10 MPaKTUIECKOU KOHCIEKT

pabote

YcTHBIN Oonpoc




4.3. Conep:xaHue y4eOHOro MaTepuaJia
T 1. Beenenue.
CrpyKTypa 3alHUIIEeHHOr0 JOKYMEHTO000pOTa, JOKYMEHTOIIOTOKH, COCTAB TEXHOJIOTUIECKUX
3TANoB U oNepanun

T2.

Opranu3zanvoHHbIE u

METOJHUYCCKHUEC

JIeTIONIPOU3BOICTBEHHBIX OIEPALIUii [0 JOKYMEHTaM
T3. Cranun 06pabOTKH U 3aIUTHl KOH(PUASHINATBHBIX JOKYMEHTOB BXOHOTO MTOTOKA
T4. Cragum o00paOOTKM ¥ 3aIIUTHl KOH(QUACHIMAIBHBIX JIOKYMEHTOB BBIXOJHOTO U
BHYTPEHHETO IIOTOKOB
T5. ®opmupoBanne W XpaHEHHE EJ, COACPXKAIMX KOH(UICHIMATIbHBIE JTOKYMEHTHI.
CocraBnenne u o¢pOpMIIEHHE HOMEHKIATYPHI

JAOKYMCHTOB

JCII.

poOIIeMbI

aBTOMaTHu3aluu

YHUUTOXKEHHE KOH(UACHIUAIBHBIX

T6. Tlopsanok KOMIUIEKTOBaHHS BEJIOMCTBEHHOTO apXHMBa W KJIACCU(PHUKAIMA XPaHHIIHIL

JAOKYMCHTOB.

Vyer

KOH(UICHITMATBHBIX

JCJIOBBIX

(yrpaBiieHYECKHX ),

TECXHUYCCKUX,

TEXHOJIOTHYECKHX M HAyYHO-TEXHUUYECKHX JIOKyMEHTOB B apxuBe. OOecrieueHre COXpaHHOCTU
KOH(pMICHIIMAIBHBIX JIOKYMEHTOB

T7. be30yMaxHbId TOKyMEHTOOOOPOT.

MPOLECCOB 00PaOOTKH JOKYMEHTOB B JIOKYMEHTAIIMOHHOM CITy»K0Oe
T8. CoctaB KOH(pUICHIMATBHBIX JOKYMEHTOB BBIUMCIUTEIBHOTO IIEHTPA, UX 00paboTka u

XpaHeHue

JlokanpHass W KOMILIEKCHAS aBTOMaTHu3alusi

4.3.1. IlepeyeHb CEMHHAPCKHX, MPAKTHYECKHUX 3aHATHI M J1a0OPATOPHBIX padoT

Ne Ne HaumeHnoBanue TpynoemkocTs Ounenounsie | PopmMupyembie
/H | pa3gena CeMHMHAPOB, (uac.) cpeacrBa KOMIIeTEeHI[U U
U TeMBI NMPAKTHYECKUX U Bceero | U3 Hux (uHaUKATOPBI)*
JIa00pPaTOPHBIX padoOT | yacoB | MpaKTHYECKasi
MOAr0TOBKA

1 2 3 4 5 6 7

1 | B.T1. Beenenue. 4 ITucemennsiii | UK onxe.1
Crpykrypa TEKYILUN WK onke
3aIIHAIIEHHOT O KOHTPOJIb.
JIOKYMEHTO0000pOoTa, 3amura [1P
JIOKYMEHTOIIOTOKH,
COCTaB
TEXHOJIOTHYECKUX
3TANOB U ONepanuil

2 | T2. OpraHu3anoHHbIE ul|4 IMucemennswiit | MAK orke.1
METOOUYECKUE TEKYILUN WK onke
po0IeMbl KOHTPOJIb.
aBTOMaTHU3aluH Samura [1P
JIEIOTPON3BO/ICTBEHHBIX
ornepanuin o
JIOKYMEHTaM

3 | T3. Cragun o6pabotkun U | 4 [Mucemennsrii | UK ornke.1
3aIIUTHI TeKyUIUH VK orke.2
KOH(HICHIIHATIbHBIX KOHTPOJIb.
JIOKYMEHTOB  BXOJHOTO 3amura 1P
IIOTOKA

4 | T4. Cramuun  oOpabotku W | 4 [Mucemennspiii | UK omke.
3aIIUTHI TeKyLIUH VK one.2
KOH(UICHIIMATBHBIX KOHTPOJIb.




JIOKYMEHTOB BBIXOJIHOTO
Y BHYTPEHHETO MOTOKOB

3amura [1P

TS.

dopMHUpOBaHHE 51
XpaHeHue e,
COJIepKAIINX
KOH(UICHIIHATBLHBIC
JIOKYMEHTBI.
CocraBieHue H
odopmiieHHE
HOMEHKJIATypPbl Jen.
YHHYTOXKEHNE
KOH(HICHIIMATbHBIX
JIOKYMEHTOB

IInceMeHHBIN
TEKyLUH
KOHTPOJIb.
3amura I1P

WK orke.1
WK onke

Té6.

ITopsimox
KOMILJICKTOBAHUS
BEJIOMCTBEHHOT'O apXHBa
51 KJaccupukanus
XPaHWIHIL JTOKyMEHTOB.
VYuer
KOH(UICHIIHATBEHBIX
JIEJIOBBIX
(YympaBIIEHYECKUX ),
TEXHUYCCKHX,
TEXHOJIOTHYECKHUX u
HAYYHO-TEXHHYCCKHUX
JTOKYMEHTOB B apXUBE.
Obecneuenue
COXPaHHOCTHU
KOH(pHICHIIMATBHBIX
JTOKYMEHTOB

ITuceMeHHBIN
TEKYIUN
KOHTPOJIb.
SammuTa ITP

HI[K OIIK6.1
HI[K OIIK6.2

T7.

be30oymakubIi
JIOKYMEHTOOOO0POT.
JloxanpHas u
KOMILJIEKCHAs
aBTOMATHU3aluA
npoIeccoB  00paboTKU
JOKYMCHTOB B
JOKyMEHTAalMOHHOMN
cayx0e

IInceMeHHBIN
TEKYILUN
KOHTPOJIb.
3amrura 1P

NJIK orike.1
WK orixe.2

T8.

Cocras
KOH(pHICHITHATBHBIX
JIOKYMEHTOB
BBIYUCITUTEILHOTO
LEHTpa, UX 00paboTKa U
XpaHeHHE

ITnceMeHHBIN
TEeKYIUN
KOHTPOJIb.
3amqura I1P

MK onie.1
MK orke.2

CTY/ICHTAMH B PAMKaX CaMOCTOsITeIbHOI padoTsl (CPC)

4.3.2. Hepeqeﬂb TEM (BOl'[pOCOB), BbBIHOCMMBIX Ha CaMOCTOATEC/IbLHOEC HU3YUYCHHE

Ne
n/n

Tema

3aganue

dopmupyemast
KOMIIETEHIIUs

WK
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2 3 S
Brenenue. OcMbIcieHne OIIK-6 WK orke.1
T1 CrpykTypa 3alIuiieHHOTo | MaTepuaia WJIK onks.2
JOKYMEHT0000poTa, JIEKLIHH.
JIOKyMEHTONOTOKH,  cocTaB | [logroroBka
TexHosiornueckux drtanoB u | [LP.1.
onepauui
T2. OpranuzanuonHsie ¥ | OcMbICIEHUE OIIK-6 UK orie.1
METOIUYECKHUE po0JieMbl | MaTepuana WJIK onks.2
aBTOMaTHU3AIMU JIEKILIHH.
JIEIOTIPON3BOICTBEHHBIX [Toaroroska
onepauui 1o J0KyMeHTaM [1.P.2.
T3. Craguu o00pabotku u | OcMBICICHUE OIIK-6 UJIK onike.1
3alIUThl KOH(UICHIMANBHBIX | MaTepuaja WJIK ons 2
JIOKyMEHTOB BXOJHOTO | JICKITUH.
MOTOKA [ToaroroBka
I1.P.3.
T4. Cramum o6pabotku u | OcMbicieHne OIIK-6 WK orke.1
3alUThl KOH(QUICHUUAIbHBIX | MaTepuana WJIK onks.2
JOKYMEHTOB  BBIXOJHOI'O U | JIEKLIMH.
BHYTPEHHETO ITOTOKOB [Toaroroska
[1.P.4.
TS. dopmupoBaHHe u | OcMbIciieHHe OIIK-6 UJIK onke.1
XpaHEHHUE [eJI, COAEprKaluX | MaTepuaia WJIK onxs.2
KOH(UIEHIAIbHbIE JIEKLIUM.
nokymeHThl. CoctaBinenue u | [logroroBka
opopmiienne HoMeHknaTypsl | [L.P.5.
JeIl. YHHUUTO)KEHUE
KOH(PUICHITNATBHBIX
JIOKYMEHTOB
T.6ITopsinox OcMEbIcTIeHne OIIK-6 UK orike.1
KOMIIJIEKTOBaHUS MaTepualia WJIK onks.2
BEJIOMCTBEHHOI'O apXWBa U | JEKIHM.
kinaccudukanus  xpanwmil | [TogroroBka
JIOKYMEHTOB. Vyer | I1.P.1.
KOH(UICHITMATBHBIX IETIOBBIX
(yrpaBleHYECKHX ),
TEXHUYECKHUX,
TEXHOJIOTUYECKUX M HAy4YHO-
TEXHUYECKUX JIOKYMEHTOB B
apXxuBe. Obecneuenue
COXPaHHOCTH
KOH(UICHITNATBHBIX
JIOKYMEHTOB
T7. be3oymaxknbiii | OcMbIcTIeHNE OIIK-6 NJIK onke.1
JIOKyMEHTOOOOPOT. Marepuaia WJIK onxs.2
JlokambHast W KOMIUIEKCHAS | JIEKIUH.
aBTomMaTtu3anus  mpoieccoB | [loaroroska
obOpaboTku  nmoxkymeHtoB B | [L.P.6.
JIOKYMEHTAIIMOHHOM CITy)0e
T8.Cocras OcwMbicenne OIIK-6 UK onike.1
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KOH(UAECHIINATBHBIX Marepuana WK onke2
JIOKYMEHTOB JIEKITUH.
BBIUHUCIIUTENBHOIO HEHTPA, ux | [logrotoBka  k
obpaborka u  xpanenue | [1.P.7.

METOJIOB U CPEJCTB 3alllUThI
nHpopmaruu

4.4. MeToau4ecKue yKa3aHHs 110 OPraHU3aliH CAMOCTOSITeIbHOM Pa0doThI CTYACHTOB
CamocrosarenbHass pabora OakanaBpOB — WHAMBHIyalbHas YydeOHas MesITEIbHOCTD,
ocylecTBisieMass 0e3 HENOCPEACTBEHHOIO PYKOBOJACTBA MpErnoiaBaTels, B XoJe KOTOpou
OakamaBp AaKTHUBHO BOCHPHUHUMAET, OCMBICIMBAET IMOJYyYEHHYI0 HH(pOpMaIuio, pemaer
TEOPETUYECKHE U MPAKTUUECKUE 3a/1a4H.
Ha camocrosiTenbHy0 pabOTy BBIHOCATCS CIEAYIOIIME BOMPOCHI M 3aJaHHs MO TeMaM
JUCLUTUIMHBL:
T 1. Benenue.
CtpyKTypa 3aIlHUIIEHHOr0 J0KyMEHT0000pOTa, JOKYMEHTOIIOTOKH, COCTaB TEXHOIOTMYECKHX
JTAIOB U OIlepalun
T2. OpraHu3anvoHHbIe u METOANYECKHUE po0IeMbl aBTOMaTH3alUU
JIEJIONPOU3BOJICTBEHHBIX ONIEPALIUN IO JOKYMEHTaM
T3. Cranun 06pabOTKH U 3alUThl KOHGUAESHINATBHBIX JOKYMEHTOB BXOHOT'O ITOTOKA
T4. Craguu 00pabOTKM W 3alIUTHl KOH(HUACHIHAIBHBIX JOKYMEHTOB BBIXOJHOTO U
BHYTPEHHET'0 IOTOKOB
T5. ®opmupoBaHue M XpaHEHHE eJ, COJACpXKAIUX KOH(UICHIMATbHBIE JOKYMEHTHI.
CocraBnenue M O(QOpPMIIEHUE HOMEHKJIATYphbl €. YHHUYTOXKEHHE KOH(PUICHIHATbHBIX
JIOKYMEHTOB
T6. TlopsaoK KOMIUIEKTOBAHHS BEJIOMCTBEHHOI'O apXHBa W KJIACCU(PHUKAIMA XPaHWIIHIL
JOKYMEHTOB. Yd4eT KOH(HMICHIMAIbHBIX JIEJOBBIX (YHpPABICHYECKHX), TEXHUYECKHUX,
TEXHOJIOTUYECKUX M HAayYHO-TEXHUYECKUX JIOKYMEHTOB B apxuBe. OOecrieueHre COXpaHHOCTH
KOH(HICHIINATIBHBIX JOKYMEHTOB
T7. be30yMmaxxkHbIi JTOKyMEHTOOOOPOT. JIokampHas W KOMIUICKCHAsh aBTOMATH3aIIUS
IPOIIECCOB 0OPaOOTKHM TOKYMEHTOB B JIOKyMEHTAIIHOHHOH CITy»)0e
T8. CocTtaB KOH(UIEHIMATBHBIX JOKYMEHTOB BBIUMCIUTEIBHOTO IIEHTPA, UX 00paboTka u
XpaHeHue
4.4. TlpumepHasi TEeMAaTHKA KyPCOBBIX padoT (MPOEKTOB) HE MPEIYCMOTPEHO

V. YYEBHO-METOINYECKOE U THOOPMAILIMOHHOE OBECIIEYEHHUE
JUCHUITVIMHBI (MOY JIA)

DnekTpoHHas HHPOPMAIMOHHO-00pa30BaTeIbHas cpela YHUBEPCUTETa 00eCIeUnBaeT JOCTY
K 3JIEKTPOHHBIM YUEOHBIM M3IaHUSIM U 3JIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcam,
yKa3aHHBIM B paboueil mporpaMme TUCIUIUIUHBI (MOIYIIS).

bubnuoreunslii GoHT YKOMIUIEKTOBaH MEYaTHBIMU 3aHUSIMU U3 pacueTa He menee 0,25
9K3EMILISIPA KaKA0TO U3 M3/IaHUH Ha OJJHOTO 00YyJaromerocs U3 Yrcia JIL, OTHOBPEMEHHO
OCBaMBAIOIINX COOTBETCTBYIOUIYIO JUCIUIUTUHY (MOAYJIB).

1. A.H. Kpumrrantok «KoHbuneHIranpHoe JeT0IPOU3BOACTBO U 3al[MTa KOMMEPYECKOIt
TaifHbDy: Kypc nekuii http://biblioclub.ru/index.php?page=book&id=428611 Open :
MABHUB, 2014. 100% onnaiig.

2. B.B. Ilepcuanos, E.3. Kupeera, M.H. KazakoBa «2nekrpoHHOE 0hrcHOE
JIeNIONPOU3BOACTBO»: yueOHuk //biblioclub.ru/index.php?page=book&id=434743 M. ; bepnun
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: upexr-Menua, 2016  100% onnaiin.

0) nepuoauYeCcKUe U3TAHUS
B) CIIMCOK ABTOPCKUX METOAMYECKUX Pa3padoTok:
r) 0a3bl JAHHBIX, HHPOPMAIMOHHO-CIIPABOYHBIE U MONCKOBbIE CHCTEMBI
1. Hayunas 6ubnunorexa UI'Y http://library.isu.ru/ru/resources/edu_resources/index.html
2. Bl xumur w npojospkarommxcs — m3manmii  http://ellibnb.library.isu.ru/cgi-
bin/irbis64r_15/cqiirbis_64.htm?LNG=&C21COM=F&I21DBN=IRCAT&P21DBN=IRCAT
3. DneKkTpoHHBIN YnTabHbIN 3a1 «budanoTex» https://isu.bibliotech.ru/.
4. DnexkTpoHHas OubnuoreuHas cucrema «M3naarensberBo «Jlanby http://e.lanbook.com.
5. Dnekrponnas 6udauoreunas cucrema «PYKOHT» http://rucont.ru.

VI.MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI
MOAYJIs)
6.1. YueoHo-1a00paTOpHOE 000pPyI0BaHME:
Kiacc 3BM, aynuropust 323 A, ocHalleHHasi BBIYUCIUTEIBHOW TEXHUKOM, CHEIUATbHBIM
ITO u cBOGOAHBIM JOCTYIIOM B ceTh Internet.

6.2. IIlporpamMHoOe obecrnieyeHue:
1. ABBY PDF Transformer 3.0 Ilaker u3 10 memmennnix munieHsuii Per Seat (10mui.) EDU. Kon
nozuru: AT30-1S1P10-102 Kotuposka Ne 03-165-11 ot 23.11.2011. beccpouHo.
2. Microsoft OfficeProPlus 2013 RUS OLP NL Acdmc. Koutpakt Ne 03-013-14 ot 08.10.2014.Homep
Jlunensun Microsoft 45936786. beccpouno.
3. WinPro10 Rus Upgrd OLP NL Acdmc. Cy6urensuonnsiit gorosop Ne 502 ot 03.03.2017 Cuet Ne
®P3- 0003367 ot 03.03.2017 Akt Ne 4496 ot 03.03.2017 JIunensust Ne 68203568. beccpouHo.
4. Kaspersky Free (exeromno oOHOBasiemoe [1O). VYcnoBus WHCIONB30BaHUS IO CCHUIKE:
http://www.kaspersky.ru/free-antivirus/ . beccpouro.

6.3. TexHn4yeckne M JIeKTPOHHbIE CPeICTBA:
MyabTUMEAUHHBINA IPOEKTOP, FKPaH (110 HEOOXOIUMOCTH ), MEJIOBask M MapKepHas 10CKa.
VII.OBPA3OBATEJIBHBIE TEXHOJIOI'NHU
Ha nekuusx MCmonb3yroTcs aKTUBHBIE METOJbI 00yUYeHHs (KOMIBIOTEPHBIX CUMYJISAIIHA,
pa300p KOHKpETHBIX cutyanuil). [lpakTuueckue 3aHATUS TPOBOJATCS B MHTEPAKTUBHON (hopme.
JlaGopaTopHbie pabOThI TPOBOJAATCS ¢ Ucoib3oBanueM [I19BM c nocnenyromieit 3anuroii.

VIII.OOEHOYHBIE MATEPHAJIBL JUIA TEKYIIET'O KOHTPOJIA U
ITPOMEXYTOYHOU ATTECTALIUA

Tekymuii KOHTPOJIb peaIM3yeTCs B BUJI€ MUCbMEHHOTO TeKyIero Kourposs Ha [131-1136,
npu 3amure Jadopatopbix padot JIP1-JIP3. Tekymuii KOHTPOJb HANpaBlieH Ha BBISBICHUE
chopmupoBanHocTH kommnereniuu [1K-1.

Jnis peanuzanil TEKYIIET0 KOHTPOJSI HCIONb3YyeTCsl OaUIbHO-PEUTHHTOBasl CHUCTEMa
OIICHKH, IPUHSTAS] B YHUBEPCHUTETE.

3a nocernienne oqHOro BuAa 3ausATus qaetcs 0,6 6amna (25 3anaruit (JI+I13+JIP)*0,6 6amna
= 15 GamioB), MaKCUMaJIbHOE KOJIMYECTBO OAJITIOB 3a MUChbMEHHBIN KOHTposih Ha CKP — 5 6anos,
3a I3 — 54 OamnoB (6 neryuek *5 Oamma= 30 OaymioB, pelieHHe 3ajady y JOCKH WM
CaMOCTOSITEIIbHOE JOCPOYHOE PEIICHUE BCEX 3a7a4, BRBIHOCUMBIX Ha [13 — 6 3anstuii*4 6amma=24
6amioB), maboparopusie padotsl (JIP) — 30 6amnos (3*JIP*10 6amnos=30 6aos).

[TapameTpsl OIIEHOYHOT'O CpeNCTBA AJII MUCHMEHHOTO TEKYIIETr0 KOHTPOJS M pElICHUS
3a/1a4¥ y JOCKHU WIIM CAMOCTOSITEIBHOTO JOCPOYHOTO PEIICHHs BCEX 3a/1ad, BBIHOCHMBIX Ha [131-
[136. ITapametpsl orieHouHOTO cpeactra ais KCP.
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KpHTenmi Orenka / 0amisl
PHTEP OTIn4HO Xopouio Y 1oBiIEeTB. Heynosu.
OLICHKU
5 6ajuIoB. 3,5 6ata 2 Gamna. 0 6amnoB
3agaHue He
ITomHOCTRIO A
He nonnocrteio BBITIOJIHEHBI MJIN
ITonHOCTBIO U BBITIOJIHEHEI BCE
BBITIOJTHEHBI 3aJaHue
KOPPEKTHO 3aJaHM,
Brmmonaenune 3a1aHusl, BBIIIOJIHEHO HE
N BBITIOJIHEHBI BCE | JIOMYIIIEHBI
3aJaHuH JOMYILIEHbI OJJHA — | TOJHOCTBIO U
3aaHuUsl. OJlHa — JIBE
JIBE OIIMOKH. JIOTYIIIEHO OoJee
OIINOKH.
3-X omuooK.

[TapaMeTphl OLICHOYHOT'O CPEJICTBA JIJISl 3aLIUTHI JlabopaTopHbIx padot JIP1-JIP3

KonTenii Orenka / 0aisl
(I))HGHEI/I OT1iIu4HO Xoporio VY noBneTs. Heynosi.
7-10 6ayu1oB 4-6 Gamna 1-3 Oaina. 0 6am10B
B 1niestom otuer Otyer He
odopmiieH o opMIIEH.
KOPPEKTHO,
CJIEIaHbI OTuyet odopmieH
Otuet odopmiieH $op
BBIBOJIbI, HO CO 3HAYUTEILHLIMHA
[IOJTHOCTBIO.
AMEIOTCS 3aMeYaHUsIMH,
HNwmerorca
IMonHocTEIO K HE3HAYUTEIIbHbIE BBIBOJIBI HE
3aMeyaHus 1o

KOPPEKTHO HENOCTATKU. MOJIHBIC, TIPH

odopmienuto,

odopmIteH [Tpu 3amure 3aIUTE CTYACHT C

BBIBOJIBI CIEJIAHEI
OTYET, CJICIAHbI | CTYJICHT TPYJIOM
HE ITOJIHOCTBIO.

BBIBOAIBIL. [1pun [MOKa3bIBAET Mo sammre dbopmyupyeT cBoU
BrmmostHenue | 3amure [IOHUMAET c I;KHCHHH MBICIIH, HE
3aaHni [IOKa3aHO Marepuania, y MIPUBOIUT

MTOBEPXHOCTHBI,
BCECTOPOHHEE U | IPUBOJIUT SO MPUMEPBI, HE 1aeT
riryookoe MIPUMEPBI, HO P OTBETa Ha
OIINOKHU, TPUMEPHI
3HaHHE HACIIBITHIBAET JIOTIOJTHUTEIIHHEIE
HE TIPUBOMSTCS,
Marepuaia. 3aTpyaHEHUS C BOITPOCHI
OTBETHI HA
BBIBOJAMH,
JIOTIOJTHUTEIIHHEIE
OJIHAKO
BOTIPOCHI HE
IOCTATOYHO
YBEpEHHBIE.
[IOJIHO OTBEYAET
Ha
JIOMOIHHATEIbHEIE
BOTIPOCHL.

BOHpOCBI JJIA IUCBbMEHHOTI'O TCKYIICTO KOHTPOJIA IMMPHUBCACHBI HUXKE!

1. ®opMupoBaHHe U XpaHEHUE JIeJ1, COAEPKALINX KOH(DUIEHIINAIbHbIE JOKYMEHTBI.
2. CocraBienue 1 opopmIIeHHE HOMEHKIIATYPhI JIEI.

3. YHnuTOoXXeHue KoH(pUACHIUATBHBIX JOKYMEHTOB

4. Ilpuem, nepBudHas 00pabOTKa, MPeIBAPUTEIHHOE PACCMOTPEHUE U PACTIPEICIICHNE
NOCTYIUBIINX JOKYMEHTOB.

5. TpamuIMOHHBIN YYeT MOCTYMUBIINX TOKYMEHTOB U ()OPMHUPOBAHUE CITPABOYHO-
MH(POPMALIMOHHOT0 0aHKa JaHHBIX MO JOKYMEHTaM
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6. ABTOMaTU3MPOBAHHBIN yUYET MOCTYNUBIINX JOKYMEHTOB U (POPMHUPOBAHKE CIIPABOYHO-
nH(}OpMaITMOHHOTO OaHKa JAHHBIX MO JIOKYMEHTaM

7. OgopmieHne U y4eT HocuTenei KoHpuAeHIInaIbHOW HHPOpMaLuu

8. Ctaguu 00pabOTKH U 3aIIUThl KOHPUIEHIIMATIBHBIX JOKYMEHTOB BBIXOJAHOTO U BHYTPEHHET O
IIOTOKOB

9. M3roToBieHne KOH(PpUICHINATIBHBIX TOKYMEHTOB

10. [TopsA0K KOMIIEKTOBAHHUS BEJIOMCTBEHHOTO apXHBa U KIacCU(UKAIUS XPAHUIIUII
JIOKYMEHTOB.

11. Yder koH(pUICHINATBHBIX JETOBBIX (YIPABICHYECKHX ), TEXHUUYECKUX, TEXHOJIOTHUECKUX U
HaY4YHO-TEXHUYECKHUX JIOKyMEHTOB B apXMBeE.

12. OGecrieueHrne COXpaHHOCTH, KOIMPOBAHUE U PA3MHOKEHUE KOH(PUACHIIUATBHBIX
JIOKYMEHTOB

13. IIpoBepka Hanuuusi KOH(PUACHIUATBHBIX TOKYMEHTOB, JIeJI U HOCUTENeH nHpopManun
14. be30yMakHBIN JOKYMEHTOOOOPOT.

15. JlokanbpHas ¥ KOMILJIEKCHAs aBTOMATH3AIHs TPOLIECCOB 00PaOOTKU TOKYMEHTOB B
JOKYMEHTALMOHHOM CITyK0e.

16. CocTtaB KOHQUACHIIMATBEHBIX JOKYMEHTOB BRIYHCIUTEIBHOTO IIEHTPA, X 00paboTKa U
XpaHEeHHe

17.CoctaB KOH(UICHINAIBHBIX TOKYMEHTOB BEIYUCIUTEIILHOTO IIEHTPa, UX 00paboTKa U
XpaHEeHHE

18. Yuer noAroToBieHHBIX (M3JaHHBIX) KOH(PUACHIIUAIBHBIX TJOKYMEHTOB

[TepedyeHb NpUMEPHBIX BOIIPOCOB IS 3aIIMTHI PAKTUYECKUX paboT:
[TP1. Buas! konpuneHmanbHoi nHGopmarmr. OCHOBHBIE PEKBH3HUTHI JOKYMEHTA.
ITP2. Ilomsatue «¥Opunuueckas cuiaa JAOKyMEHTa». Buapl pa3MHOXKEHHBIX JIOKYMEHTOB.
Knaccudukanus 10KyMeHTOB.
ITP3.OcHOBHBIE rpyNIIBI OPraHU3aMOHHO-PACIOPSIUTENBHBIX JOKYMEHTOB.
[TP4 OcHoBHbIE MNPUHUUMBI KOH(QUACHIUAIBHOTO JIOKYMEHTO000pOTa. 3aIlUIIEeHHOCTh
JOKYMEHTONOTOKOB. OdopmiieHre KOHPHUIEHIIMATbHBIX JOKYMEHTOB.
[TP5. Pa3pemuTenpHas cuctemMa A0CTyIa K KOHQUACHINAIBHBIM JOKYMEHTaM.
[TP6. DnekTpoHHBINH KOH(PUICHIIMATBHBIN JOKYMEHTOOOOPOT.
[TP7. 3amuieHHOCTh AIEKTPOHHOTO JOKYMEHTO000pOTA.

OreHOYHBIE CPE/ICTBA ISl IPOMEKYTOYHOM aTTecTanun (B popme 3ayera).

@dopma NPOMEKYTOUHOTO KOHTPOJIS — 3a4eT. 3a4eT BBICTABIISAETCS 110 UTOTaM M3y4YEHUs
JUCLIUIUINHBL B TEUEHUE CEMECTpa NPU YCIOBUM IMOJIOXKHUTEIBHBIX PE3YJbTAaTOB 3allUTHl BCEX
71a00paTOPHBIX pabOT, MPEyCMOTPEHHBIX IPOTPAMMOIA.

[TpomexyTouHasi aTTecTalys HarpaBieHa Ha MPOBEPKY C(HOPMHUPOBAHHOCTU KOMIIETECHIIMN
OIIK-6 u mpoBoxutcs B ¢opme TecTupoBaHus. [ peanuszanuu MpoMeXyTOYHOTO KOHTPOJIS
UCTIONIb3YeTCs OaJIIbHO-PEHTUHTOBAs CHCTEMA OIICHKH, IPUHSATAsE B YHUBEPCUTETE.

3ayeT BBICTABISIETCS IO CyMMe 0aioB, MONyYEHHBIX IPU U3YUYEHUH JUCUUIUINHBL.
YcBoenue 0akanaBpoM U3y4yaeMoM TMCHUIUITMHBI MakcUMaiibHO onieHuBaeTcs 100 6amtamu. 13

HUX 90 6ayioB 00ydaroImMics MOXKET HaOpaTh B TeueHue cemectpa u oT 0 10 10 6annoB MoryT
OBITH JTaHBI B KAYECTBE «ITPEMHUATBHBIX» 0aJIOB 32 aKTUBHBIE (POPMBI pabOTHI, BLICOKOE KAa4eCTBO
BBINTOJIHEHHBIX JTA00PATOPHBIX | T.JI.

[TapamMeTpsl OIIEHOYHOTO CPEACTBA JIJIs aTTeCTalliu B (hopme 3auera.
HTOroBe1ii ceMeCTPOBBIN PEUTUHT ‘ AxagemMudeckas OlLl€HKA
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0-59 6asuioB «HE 3a4TECHO»

60-100 GaymtoB «3a4TEHO»

Marepuanbl AJsi NPOBedeHHs] TeKYUIero W MPOMEKYTOYHOT0 KOHTPOJISI 3HAHUIA
CTYAEHTOB:
IIpumep TecTa 1Ji1s1 NPpOBeieHUsI IPOMEKYTOUHOI aTTecTannuu B popMme 3aue
O0pa3elr THIOBOTO UTOTOBOTO TECTA MO AUCLUILIMHE 32 BECh EPUO]] OCBOCHUSI:
1. Yro monumaercs moj KOH(OUICHINATBHOCTHI0O HHPOPMAITHH?

A).O6Gs3arenbpHOe TUISt BBITIOJTHEHUS JIAIIOM,
HOJYYHMBIIUM JOCTYII K ONpeesieHHON nHpopManuu, TpeOoBaHUE He TepeIaBaTh TaKyro
uH(GOpMaLIMIO TPETHUM JIHIIaM 0e3 coriacus ee oOianaTes.

B). Orpannuenue nocryna Kk ”HGOPMALIUU TPETHUX JIUII.
B). Mudopmarus noctyn kK KOTOpOi OrpaHUYEH.

2. Kem siBnsietrcs o6manarens nHbopMaiuu corjiacHo 3akony o6 nadopmanun?
A). JIno caMocTOSITEIBHO CO3/aBIee HH(PpOpMaIio

B). JIutio nonyuusiiee nH(GOpMAIIHIO HAa 3aKOHHBIX OCHOBAHUSX.

B).JIumo, CaMOCTOSITENILHO co3/1aBIlee uH(pOpMaLIHIO
au00 TMoJIyuyMBILIEEe HAa OCHOBAHMU 3aKOHA WM JOroBOpa IIPaBO paspeliath WU
OTpaHUYMBATh AOCTYI K HH(OpMAILIHH, OTIpEAeieMOil 10 KaKUM-TU00 MprU3HaKam

3. B kakoM HOpPMaTHUBHOM aKT€ MPEJICTABIICHBI ONPEIEIEHUsI MOHATUN «IOKYMEHTHPOBaHHAas
uHopMaIusa» U «IOKyMeHT»? J[aiiTe onmpeneneHrs STUM TTOHSITHSIM.

A).TOCT P 54471-2011/1SO/TR 15801:2009;
b). TOCT P 7.0.8-2013;
B). TOCT 2.051-2013.

4. Yro Takoe KOH(pHICHIINATIbHAS JOKYMEHTUPOBAaHHAS HHpOpMaIs?
A). 3adukcupoBaHHass Ha HOcHTeNe HMHQOpPMAIMS C PEKBU3UTAMHM, MO3BOJIAIOIMIMMU €€

UACHTU(DUIIUPOBATD;
b). Oto cTpykrypupoBanHas uapopmanus, 3apuKkcupoBaHHas Ha HOCUTEIE,

B). JloxymeHTtupoBaHHasi 3auKCUpPOBaHHAas Ha Hocutene HHopmanms, IOCTyH K
KOTOPOM OrpaHHYMBAETCS B COOTBETCTBMM C 3aKOHOAATEIHCTBOM Poccuiickon
denepanum.

5. JlaliTe onpeneneHnst TOHSATHIM «IOKyMEHTHPOBAHUE):

A). Ilporecc 3anucu nHMOPMALIUK HA HOCUTENIE 00eCTICUHBAIOIINIA € CHITY;

b). PernamenTrupoBaHHBIN Tpoliece 3anicu HHGOpMaIuK Ha OyMare Wid MHOM HOCHUTEJIE
o0ecrieynBaroImuii e€¢ cuiy;

B). [Ipomiecc co3manus u 3anucu HHOOpPMAIUH.
6. [Tewats — 310

16



A). YCTpoiCTBO, UCNONB3YyEMOE Ul 3aBEPEHUS MOJIMHHOCTH MOANUCU JOJKHOCTHOTO
JIMIA IOCPEICTBOM HAaHECEHUS €r0 OTTUCKA Ha JOKYMEHT;

b). YcrpoiicTBo, Hcnionb3yeMoe A1 IPOCTaBIEHNU OTMETOK O PETHCTpalM JOKYMEHTA;

B). D10 y ans npocTaBieHUst OTMETOK O IOJUIMHHOCTH JOKYMEHTA;
7. Naiite onpenenenue nousatusim ltam:

A). D10 yCTpOHCTBO MPSIMOYTOJABHON (GOPMBI JUIsl TPOCTABICHUS] OTMETOK O PETUCTpaLU
JIOKYMEHTA;

b). D10 y 115 npocTaBieHuss OTMETOK O NOJUIMHHOCTH JIOKYMEHTA;

B). D10 ycTpoiicTBO npsAMOYTronbHOM (HOPMBI UIS IPOCTABICHHUSI OTMETOK CIIPABOYHOTO
XapakTepa O IOJly4YE€HUH, PEruCTpaliy, MPOXOKICHUH, UCIIOJHEHUH TOKYMEHTOB U JIp.

8. llaiiTe onpenenenue nousatue biank qokymeHTa —

A). D10 nucT GymMaru Wiy 3JIeKTPOHHBIN MAOIOH C PEKBU3UTAMH, UACHTUPHIHUPYIOUIIMA
aBTOpa OPUIHATBHOTO JOKYMEHTA;

b). DT0 1OKYMEHT ¢ peKBU3UTaMU aBTOPa;

B). D10 NOKYMEHT ¢ pEeKBM3MTaMHU C PEKBU3UTAMHU, MICHTU(ULHUPYIOIUMH aBTOpa
o(pHUIIMaNTBHOTO JOKYMEHTA.

9. JIokyMeHTOOOOPOT — 3TO:

A). JIBmkeHre TOKYMEHTOB B OpraHHU3aIlnH;

B) I[BI/I)KGHI/IG AOKYMCHTOB B OpraHH3alvi ¢ MOMCHTA HUX CO3JaHHA HUJIU MOJIYUCHHUA OO0
3aBEPIICHUS UCTIOJIHCHUS HITH OTIIPABKH;

B) I[BI/I)KGHI/IG AOKYMCHTOB B OpraHu3anyu ¢ MOMCHTA UX CO3JaHHA WUJIW IOJIYUCHHUSA D0
3aBEPIICHUsI UCTIOJIHCHHUS HJIH OTIIPABKH.

10. Peructparus ToOKyMeHTa:

A). IlpucBoeHne JTOKYMEHTY pPETHUCTPAllMOHHOIO HOMEpa M BHECEHHME JaHHBIX O
JOKYMEHTE;

b). Buecenue qaHHBIX O JJOKYMEHTE B PErHCTPALMOHHO-YUETHYIO (OpMY;

B). nprucBoeHrE TOKYMEHTY PETUCTPAIIMOHHOTO HOMEpa ¥ BHECEHUE TAHHBIX O IOKYMEHTE
B PErHCTPALMOHHO-YUETHYIO (hopMy

11. HomeHnknaTypoil KOHPHUAESHIIMATBHBIX JIE]T CUNTACTCS:

A). OdopmieHHBIH B YCTaHOBJIEHHOM TIOPSIKE CHUCTEMATH3UPOBAHHBIA TEpPEUYCHB
HAauMEHOBAHMH JI€JI, 3aBOAMMBIX B OPraHU3alluy, C yKa3aHUEM UX UHJEKCOB (HOMEPOB), CPOKOB

XPaHEHMS U JIUL, KOTOPBIM IIPEAOCTABIECHO MPABO MOJIb30BAHUS STUMH JI€JIaMU

b). [lepeuenr HaMMEHOBaHMA J1€71, 3aBOIMMBIX B OpPTaHU3ALIMH, C YKa3aHUEM UX MHIIEKCOB
(HOMEpOB), CPOKOB XpaHEHHUS U JHI], KOTOPHIM MPEIOCTABIEHO MPAaBO MOJIb30BAHUS 3TUMHU
Jienamus;

B). Ilepeuenr HauMeHOBaHU /1€71, 3aBOJIMMBIX B OpraHU3aI[1H.

12. ®opmupoBaHue fena 3To:

A). I'pynnupoBKka UCTIOIHEHHBIX JOKYMEHTOB B JIEJI0;

b). I'pynnupoBka MCMOJHEHHBIX JOKYMEHTOB B JICJI0O B COOTBETCTBHU TPEOOBAHHSIMHU,
YCTaHOBJICHHBIMH B OpTaHU3ALINY;

B). I'pynnupoBka MCMOJIHEHHBIX TOKYMEHTOB B JI€JI0O B COOTBETCTBUM C HOMEHKJIATYpOil
ACJI U UX CUCTEMAaTU3alud BHYTPU ACTIa

13. Odopmiienue nena:
A). IloaroroBka jiena K UCTIOJHEHHUIO;
b). IloaroroBka jgena k mepegade B CUCTEMY JOKYMEHTOOOOPOTa OpraHU3aIlNH;
B). [ToaroroBka nena k mepeaade Ha apXUBHOE XpaHCHHE.
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14. 3neKTpOoHHBIN JOKYMEHTOOOOPOT:

A). Enunbiii MexaHu3M 1o paboTe ¢ JOKyMEHTaMH, MPEICTaBICHHBIMU B 3JIEKTPOHHOM
BUJIE, C peasTu3aIieil KOHIETUN «0e30yMaKHOTO JeTI0MPOU3BOICTBAY;

b). Mexanusm 1o pabote ¢ JOKyMEHTaMH, IPEICTABICHHBIMH B 3JIEKTPOHHOM BUJIE;

B). MexaHu3m co3ianusi JOKYMEHTOB B 3JICKTPOHHOM BHJIE.

15. CucremMa 31€KTPOHHOTO IOKYMEHTO000pOTA:

A). IIporpammHoe oOecrieueHue st pabOThl C AIEKTPOHHBIMU JIOKYMEHTAMHU Ha BCEX
CTaJIUsIX UX KU3HCHHOTO ITUKJIA: CO3/IaHUE, PEIAaKTUPOBAHNE, XPAHCHHUC,

B). IlporpammHuoe obecriedeHue isi pabOThI C AIEKTPOHHBIMH JIOKYMEHTAMH;

B). IIporpammHoe obecrieueHre IIsi CO3AaHus ICKTPOHHBIMH JOKYMEHTOB.

Ne Bua xonrpos KonTposmpyemsie KouTposmmpyemsie
TeMbl (pa3aeabl) KoOMIIeTeHIuu/
HHINKATOPBI

1 2 3 4

1 TecToBoe 3aganue T1-T8 OIIK-6
MK orike.1
NJIK orks.2

Pa3pabGorunkmu:

JouenTt kadeapsr POuPD < O — Cepénxun C.I1.

[Iporpamma paccMoTpeHa Ha 3aceanuu Kadeapsl paguoPU3NK U PATHOITEKTPOHUKH

«27» dpespans 2023 r. nporoxoa Ne 7

N.0. 3aB. xadeapoit Konecuux C.H.

Hacrosimas mporpamMma, He MOKET OBITh BOCHpOM3BEIE€Ha HU B Kakoil dopme 0e3

NpEeaABapUTCIIbHOTO ITIMCBMCHHOI'O pa3pClICHUA Ka(be,[[pbl-paBpaGOT‘-H/IKa mporpaMmal.
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