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1. Heau u 3a1a4u TUCHUNIMHBI (MOIYJIA):

Jucuunnmnna «Kondunennmaisaoe JIEIIONPOU3BOACTBOY NpeaHa3HayeHa
100 y4arOIUXCS [0 HAIIPABICHUIOK Y IPABJICHUE MTEPCOHATIOM.

Heablo rmpernomaBaHusi JTUCHMIUIMHBL — sBIsieTcss  (opMupoBaHHE Yy  Oyaymux
CIICIUAJIUCTOB KOMIIJIEKCA 3HaHI/If/'I, YMGHI/H\/JI U MPAKTUYCCKUX HABBIKOB B oOnactu
KOH(DUICHITMAIEHOTO JICTIOTPOU3BOJICTBA, IMO3BOJISIIOIIUX OOECIEUNUTh YCICIIHYI  paboTy
CIIy)KObI ~ yIpaBIICHHUS TIEPCOHAIOM 3a cYeT (HOPMHUPOBAHUS ONTUMAIBHBIX  MOJCIEH
AOKYMCHTHUPOBAHUSA 3aIIUTHI ICPCOHAIIBHBIX JaHHBIX.

2. Mecto qucuunjunsl B cTpykrype OIIOII:

JlucuuninHa OTHOCUTCSI K BapUaTUBHOM YacTW JWCUUIUIMH NO BBIOOpY, Oazupyercs Ha
3HAHMS, TOJYYEHHBIX Ha JucuumuinHe OpraHu3anus M TEXHOJOTUs JOKYMEHTAI[MOHHOTO
obecrieueHust yrpasiieHus, Mpu3BaHa GOPMHUPOBATH Yy 00yJaromuxcs 6a30BbIE 3HAHUS U YMEHUS
JUIS JalbHEHIIEr0 OCBOCHMSI TaKUX JUCHUIUIMH Kypca, Kak JlokyMeHTanmoHHOe olOecreueHune
yIpaBlIeHUs MEpPCOHANIOM, 3allluTa NepCOHAIBHBIX JaHHBIX, ABTOMAaTHU3alMs YIpPaBJIE€HYECKON
NeSITeIbHOCTH.

3. TpeGoBaHus K pe3yabTATAM OCBOCHHUS JUCHUILIHUHBI (MOAYJIA):

IMporecc n3ydeHUs HAaIpaBjieH Ha (POPMUPOBAHHUE CIIEAYIONUX KOMITETEHIIUI:

— YMEHHE BECTH KaJpOBOE JEJIOMPOM3BOACTBO U OPraHM30BBIBATH apXMBHOE XpaHEHHE
KaJIPOBBIX JOKYMEHTOB B COOTBETCTBHH C JICHCTBYIONIMMH HOPMAaTHBHO-IIPABOBBIMH aKTaMH,
3HAHWEM OCHOB KaJpPOBOW CTATHCTHKH, BJIQJCHHEM HAaBBIKAMH COCTABJICHHS KaIpOBOM
OTYETHOCTH, & TaKKe HAaBBIKAMH O3HAKOMIICHUS COTPYAHHKOB OpraHM3allid C KaJpoBOM
JTOKYMEHTAIMEN W JACHCTBYIOIUMHI JIOKAJTbHBIMA HOPMATHBHBIMU aKTaMH, YMCHHE 0OECIICUMTh
3alUTy MEPCOHATBHBIX JaHHBIX coTpyaHukoB (ITK-13).

B pesynbTare nzydeHus AUCHUTUIMHBI CTYACHT JOJDKEH:

3HaTh mnpaBuwia KOH(UIACHIMAIBHOIO JCIONPOU3BOJCTBA, 3alIMTHl MEPCOHATBHBIX
JaHHBIX PA0OOTHUKOB

YMeTh IPUMEHSTh TEOPETHIECKHIE 3HAHUS Ha TIPAKTHKE.

BiafeTbHaBbIKaMK BeICHUS KOH(DUICHINATBHOTO JIEJI0MPOU3BOICTRO.

4. O0beM TUCUUIIMHBI (MOXYJISI) U BUAbI Y4eOHOIl padoThI
o4yHas popma oOyueHust

Bcero CemecTpbl

Buj yueOHoii padoThl 3:;:::5/1)( 3 4 5 6
€IIMHHIL

AynuTOpHbIE 3aHATHS (BCEro) 36 _ _ 36 _
B tom uncne: - - - - -

Jlexuuun 18 - - 18

[TpaxTudaeckue 3austus (113) 18 - - 18
CamocTosiTesqibHAsA padoTa (Bcero) 108 = = 108 =
B tom unce: - - - - -
pyaue 6uodvl camocmosmenvHol pabomuol 108 — — 108 —
Byt poMeXyTOUHOM aTTeCTallvH (3auem ¢ OYeHKOu) + - - + -
KonTakTHasi pabora (Bcero) 36 — — 36 —
OO01mmas TpyI0eMKOCTh 4achbl 144 _ _ 144 _

3a4ETHBIC SAUHULIBI 1 Z




3a04yHas (popmMa 00yUeHH st

Bcero CemecTpbl

Bup yueoHoii padoThl uacos /
3a4eTHBIX 3 4 5 6

eTMHHUI
AyIuTOpHDIE 3aHATHS (BCET0) 10 _ _ 10 _
B Tom uncie: — — - - -
Jlexun 4 - - 4 -
Ipaktnueckue 3anstus (I13) 6 — — 6 -
Cemunaps! (C) — — — — —
JlabopaTopusie pabotsl (JIP) - - - - -
CamocTosiTeJibHasi padoTa (Bcero) 130 = = 130 =
B ToMm uucie: — — - - -
Jpyaue 6uodvl camocmosimenvHol pabomol 130 — — 130 —
By mpoMeXyTOUYHO# aTTecTary (3auem ¢ oyenKoll) 4 - - 4 -
KoHnTakTHasi paboTa (Bcero) 10 — — 10 —
OO1as TPy 10eMKOCTh Yachl 144 _ _ 144 _

3a4ETHBIE €AUHHUIIBI 7 n

5. Conepxkanue QuCUUIIMHBI (MOLYJIs1)

5.1. Conep:xkaHue pa3aejioB U TeM IUCUUILIHHBI

Pa3nesa 1 HopmaTuBHO-MeTOAMYECKHE JOKYMEHTBI 10 3aMTe HHGOpMaun

Henu 3amutel kKoHpUIeHIMANbHON HHPOpMali. OCHOBHBIE TEPMUHBI U OTIPECIICHUS.
Buger TaitH w ux knaccuduxarusa. OCHOBHBIE CHOCOOBI 3alIUTHl  KOH(DHICHIIMATLHON
uHpopmanru. OCHOBHBIE 3a/laul KOH(DUIEHIMAIBLHOTO J1EI0NpOon3BoACTBa. OpraHu3aloHHas
CTPYKTypa B3aMMOJICHCTBUS noJipa3aesieHui obecrneynBaronmnx COXpaHEHHe
KOH(PUACHITHATHHON HHPOPMAIIHH.

Pa3znen 2 Meroauka perjiaMeHTAMH COCTABA KOH(PUIEHIIHAIbHBIX JOKYMEHTOB

Onpenenenue cocTaBa KOH(DUICHITNATBHBIX JIOKYMEHTOB. [lepeuenn
KOH(UIeHIMaBbHBIX cBeaeHni. PaspaboTka mepeuns koH(uIAeHIMATBHBIX cBeneHuid. dopma
nepeyHsi KOHPUIeHIUANbHBIX cBeleHud. ['pudbl u cpokn KOHOUIECHINATBHOCTH TOKYMEHTOB.
Crenenps KOHOUACHINATHLHOCTH.

Cucrembl nokymeHntauuu. [loaroroBka u u3gaHue KOH(PUIECHIIUMAIBHBIX JOKYMEHTOB.
PexBu3uThI orpanuueHus A0cTyna K JokyMeHTy. OdopmiieHre HEKOTOPhIX BHAOB JOKYMEHTOB:
OpPraHU3aI[MOHHBIX, PACIOPSIUTENbHBIX, CIPAaBOYHO-UH(POPMALIMOHHBIX, HAYYHO-TEXHUYECKHX,
HAy4YHO-HMCCIIEI0BATEIbCKHUX.

Pa3nen 3 Opranusanus padoThl ¢ KOHPHAEHIHAIbHBIMH I0OKYMEHTAMM

Tema 3.1 O0padoTKa JOKYMEHTONOTOKOB B OPraHU3allul

Crpykrypa 3aIMILEHHOTO JOKYMEHTO000pOTA. JIOKyMEHTONOTOKH:
BXOJSIIMI.N3JaBa€Mblii, BBLACIEHHOTO XpaHeHHs. (CoCTaB TEXHOJIOTMUECKHX JTalmoB U
oneparnuii. CyImIHOCTh 3ala4 ¥ OCOOEHHOCTH KOH(PHICHIIMAIBHOTO JEIONPOU3BOJICTBA.
Cucrema noctyna K KOHQUICHIIMATLHBIM JOKYMEHTaM.

[IpuHuunmel pacnpeneneHus JAOKYMEHTOB MEXIY PYKOBOJIUTEISIMU, CTPYKTYPHBIMH
MOJPA3ACIICHUSIMU U crienuanuctaMu. OyHKIIMOHAIbHAS TPUHAJIEKHOCTh JOKYMEHTUPOBAHHON
nHpopManuu. YpOBEHb KOMIIETEHIIUH JOKHOCTHBIX JIUI] PEIICHUH BOTIPOCOB, MOCTABJICHHBIX B
JoKyMeHTax. Peanuzanus nopsaka 10cTyna K KOHQUICHIMATFHBIM JOKYMEHTaM.

Tema 3.2 Yyer KOHQHICHIHAIBbHBIX JOKYMEHTOB




OOmue TtpeOoBaHHMS K YyYeTy KOH(DUICHIMAIBHBIX JOKYMEHTOB. Y4YeT W3JaHHBIX
KOH(UICHITMABHBIX JOKYMEHTOB. YYeT MOCTYMUBIINX KOH(MUICHIMATBHBIX JOKYMEHTOB. Y4eT
KOH(UIEHITMAIBHBIX JOKYMEHTOB BBIJICIEHHOTO XpaHeHus. KapTouHwlii cnocod yuera
TOKyMeHTOB. JKypHanabl WM KapTOTEKH Yy4€Ta M3JaHHBIX M TMOCTYMUBIIMX JOKYMEHTOB.
XKypHanbl ydera U3NAaHHBIX KOH(DUICHIIMAIBHBIX PACHOPSIUTEIBHBIX JOKYMEHTOB U
MpOTOKOJIOB. JKypHaym y4dera TMOCTYNUBIIUX KOHQUACHIIMAIBHBIX IAaKeTOB, KOTOPBII
npeAHa3HayeH, KpOMEe TOro, Ui MPOCTABIECHUS OTMETOK O B3STHH MOCTYIMHUBIIUX JOKYMEHTOB
Ha pa3IMYHbIE BUJBl y4eTa, a TaKXKe€ O BO3BpPATH OIIMOOYHO TMPHUCIAHHBIX JOKYMEHTOB.
Kypnans! yueta, moajexKalMX BhIJCICHHOMY XpaHEHHUIO.

KomupoBanne u pa3sMHOXKEHHE KOHQPUIACHIMAIBHBIX JIOKYMEHTOB. PaspemieHue Ha
pa3MHOKEHHE TOKyMEHTOB. JKypHas ydyera pa3MHOKEHHS KOH(UICHIIUATBHBIX JOKYMEHTOB.

Tema 3.3 [IpoBepka HaJM4Ns KOHPUIEHINATBHBIX IOKYMEHTOB

Haznavenue u 3a1aum mpoBEepKH HAIWYHUsS JOKYMEHTOB, €]l U HOcUTENeH MHMOpMaIu.
Cdeprbr pacnpocTpaHeHuss TpoBepkH. TpeOoBaHUs, TpeabsABISEMble K TMpoBepke. Bumabl
npoBepok. [leprnoAnuHOCTh MPOBEPOK HATHYMS U YPOBEHb KOH(DUIEHIIMATILHOCTH WH(POpPMAITUH.
[TpoBepku periiaMeHTUPOBaHHBIE (mepuoanueckue) " HEpEerJIaMeHTHPOBAHHbBIC
(nenepuonnyeckue). TUNIOBOM cocTaB MpoLEAyp U ONepaluil MPOBEPKH HATUYUSL.

Tekymras mpoBepka HaMW4Uus JOKYMEHTOB, Jed M HocuTened mHdopmanuu. Ee menw,
COCTaB TIPOBEPSIEMBIX TOKyMEHTOB. OdopmieHue pe3yinbTaTa IPOBEPKH.

KBaprasibHass w r0/J0Basi MPOBEPKHM HAIWYMS JOKYMEHTOB, Jel W HOCHTE Jei
nHpopmanuu. Llenn mpoBepok 1 cocTtaB MpoBepsieMbIX T0KyMeHTOB. OdopmileHHe pe3yabTaToB
MIPOBEPOK.

ExeMecsunas mpoBepka HaIW4YUsl 0C000 BaKHBIX KOH(MUIEHIIMATBHBIX JOKYMEHTOB. Ee
LIEJIH, COCTAB MPOBEPAEMbIX JOKYMEHTOB. OdopmiieHre pe3yabTaTa MPOBEPKH.

[IpoBepka Hanmuuus AOKYMEHTOB, el M HOCHUTeNell HMH(OpMAalUM MpH YBOJIbHEHHUH
corpynuuka. Ee wnemm u odopmienue pesynbrata mnpoBepku. I[lopsmox mnpuema oT
YBOJIBHSIIOIIETOCST JIOKYMEHTOB, Jel W HocuTeneil umHbopmanuu. OdopmieHue pesynbrara
rpuemMa.

[IpoBepka Hammumst U cOXpaHHOCTH 0a3 AaHHBIX B DBM. llenu mpoBepku u MOpsIoK ee
npoBeneHusi. OdopMmieHue pe3yabTaTa MPOBEPKH.

[Ipeanocelnku HEpEeraaMeHTUPOBAHHBIX IMPOBEPOK HAIUYMS JOKYMEHTOB, JelI H
Hocutenedt nnopmanuu. Llenu mpoBepku, cOCTaB MPOBEPSEMBIX JTOKYMEHTOB U O(opmiieHHe
pe3ynbTaTa IpOBEPKHU.

Tema 3.4. CucremaTuzanmsi M XpaHeHHe KOH(PUIEHIIUATBHBIX IOKYMEHTOB

CocraBinenne U oQopMIIEHHE HOMEHKJIATypbl nen. Pa3paboTka HOMEHKIATypbl €.
3aroJoBKM  HOMEHKJIATypbl  gAein.  Pasgenst  Homenknatypsl  gen.  ®dopmupoBanue
koHuneHmaneueix  gen.  Odopmienue  koHGUIACHIMANBHBIX  Aed.  HomeHkiatypa
koH(uaeHManbHeIX Aen. ['pud koHdumeHnmanbHOoCcTH HOMeHKiIatyp nAen. CocTaBieHue
3aroJIOBKOB Jies. 3amojHeHue rpad HoMeHkmaTypsl nen. CrpaBka-zamectutens. Omnuck
NoKymMeHTOB Jena. Kaprouka yuera Bblgauu Jena. 3aBepUTENbHas HAAMNUCh  Jela.
JlononHuTenbHBIE TpeOoBaHUS K (DOPMHUPOBAHUIO B Jela KOH(PHUIECHIIMAIBHBIX JOKYMEHTOB.
Hymepanus nucroB. 3anojiHeHHE ONUCH JOKYMEHTOB Jena. (CocTaBlieHHE 3aBEPHUTENIbHOM
Haamucu. [IpommBka u onevyarsiBanue aena. OdopmieHue KapTouKky yueTa BblIa4yM Jeia

dopmMupoBaHHE U XpaHEHHE [eN, COJAepKalUX KOH(UIEHIMAIbHBIE JIOKYMEHTHI.
DKcnepTr3a HeHHOCTH KOH(PHUACHIINATBHBIX TOKyMEHTOB. [IoAroToBKa KOH(MUACHIINATHHBIX JIENT
U JIOKYMEHTOB JUIsl apXUBHOTO XpaHeHwus. [loaroroBka KOH(MUICHIMATBHBIX JIE1 U JOKYMEHTOB
JUIsl yHUYTOKeHUsl. HazHaueHue u 3ajaun cTaiuy MOArOTOBKU U Mepeaayu Je B apXuB.

[Ipoueaypa skcrnepTU3bl LEHHOCTH JIOKyMEHTOB. [loHSTHE «IKCIepTH3a UEHHOCTH
JOKYMEHTOB», €€ 3aJlaud, IPUHIIUIIEI U KpuTepuu. TpeOdoBaHus, IPEabIBIsIEMbIE K SKCIIEPTH3E.
Opranuzanus TpOBEACHUS IKCIEPTU3bl IIEHHOCTH JOKYMEHTOB. 3anaud, (YHKIWHU, COCTaB U
MOPSIIOK Pa0OTHI SKCTIEPTHOU KOMHUCCHUHU.



Oranbel NOPOBEAECHMUSI IKCHEPTU3bl LIEHHOCTH JIOKyMEHTOB. IIpoBepka Hamnuus
KOHOUACHIIMATBHBIX ~ JOKYMEHTOB. TWIIOBOH  cocTaB  omepauuii  KaXJIoro  dTara.
JlononHUTENbHbIE TPeOOBAaHUA K MPOBEACHUIO AKCIEPTHU3bl LEHHOCTH KOH(UICHIHATBHBIX
nokymeHToB. OdopMieHne pe3yabTaToB 3KCIIEPTU3BI.

OCOOEHHOCTH ~ JKCHEPTU3bl  LEHHOCTH  MAlUIMHOYMTAEMbIX,  ayJHOBH3YaJbHBIX,
KOHCTPYKTOPCKUX, TEXHOJIOTUYECKMX U HAYYHO-TEXHUYECKUX TOKYMEHTOB.

VYHuuto)KeHHe KOH(UICHIMAIBbHBIX JOKYMEHTOB. [IOpsiIOK YHHYTOKEHHS NEYaTHBIX
¢dopm, Opaka W JOKYMEHTUPOBAaHHE pPE3YJIbTATOB YHHYTOXXKEHUS B COOTBETCTBUH C YPOBHEM
rpuda KoHHUAEHIHATHHOCTH. HasHadeHne W 3agaudl CTaJuMl YHUYTOXXCHUS JOKYMEHTOB W
Hocutenedd mHpopmanuu. [Ipomemypa orbopa HOKyMEHTOB M HOCHTENeH HHPOpMAIUHM s
yanuTOXKeHUs. OpraHu3anusi U nopspok orbopa. TumoBoi cocraB omeparmii. OdopmiieHue
pe3ynbraToB oTOOpa. [Topsnok coctaBneHust 1 0POPMIIEHUS aKTa C BBIAECICHUN K YHUUYTOKEHUIO
JOKYMEHTOB, HE MOJUIekKAIINX XpaHeHuto. TpeboBaHMs MO0 BKIIOUYEHUIO B aKT JOKYMEHTOB, /€]
n Hocurtenedl uHpopmanuu. IloaroToBka K YHHUYTOXKEHHIO OyMaXKHBIX, MAIIMHOYMTAEMBIX,
ayJTMOBU3YaAJIbHBIX, KOHCTPYKTOPCKUX, TEXHOJIOTMUECKUX U HAYYHO-TEXHUYECKUX JOKYMEHTOB.

[Ipouieaypa yHHUYTOXKEHUS IOKYMEHTOB W Hocutened wuHpopmamuu. TpeboBaHus K
MIPOLIECCY YHUUTOKEHHSI JOKYMEHTOB B COOTBETCTBUU CO CTENEHbIO MX KOH(UICHIIMAIBLHOCTH.
CriocoObl M COCTaB TEXHOJIOTUYECKUX OMNEpaluil YHUUYTOKEHHSI JIOKYMEHTOB Ha pa3jIMYHBIX
HocuTensax uHpopmarmu. Ilopsnox BHECEHHS OTMETOK 00 YHHYTOXXEHMHM JOKYMEHTOB U
HocuTenel wuHpopManuu B y4yeTHble ¢opMbl. CpeacTBa OpraHU3alMOHHON TEXHHKH,
WCIOJIb3yeMblI€ MTPH BBITIOJIHEHUH TPOIIEIYPHI.

Pa3nen 4 ApxuBHOe XpaHeHHe KOH(PUACHIIMAIBHBIX JOKYMEHTOB

[Topsiiok KOMIUIEKTOBAHMSI BEIOMCTBEHHOIO apXuBa U KIACCHU(pUKAIUS XpaHUIIMILL
JOKYMEHTOB. Y4eT KOH(PUICHLIMAIbHBIX JIEJOBBIX  (YNPABIEHYECKUX), TEXHUYECKHUX,
TEXHOJIOTUYECKUX U HAYYHO-TEXHUYECKUX TOKYMEHTOB B apxuBe. HaydyHo-cripaBo4HBIN anmapar
K apXHUBaM JIOKyMEHTOB, NOPSAJIKa UCIOJIb30BAHUS KOH(QHUACHIINAIBHBIX ADXUBHBIX JJOKYMEHTOB;
000pYZIOBAHUIO APXUBOXPAHUIIHILL.

[Topsnok peanuzannu pa3peuInTeIbHON CUCTEMBI TPU BbIJIau€ JOKYMEHTOB U Aei. Cpoku
Bbilaud. Odopmienue Bo3Bpata gen. Ilopsaok Belgauum JOKYMEHTOB M A€l JPYTUM
YUPEXKIEHUSAM, OpraHu3aluusaM 1 pupmam.

[IpyHIMIBI pa3MeleHnsT apXUBHBIX A€l B XpaHwinie. CoCTaB U TUIBI UCIIOJIB3YyEMOTO
oOopynoBanus. OCOOEHHOCTH pa3MELIeHHsI el ¢ 0co00 BaKHBIMU KOHQUAECHIMAIbHBIMU
nokymeHTtamMu. CrnocoObl pa3MelleHHMs B XpaHWIUILE MAIIMHOYUTAEMBIX, ayIUOBH3YyaJIbHBIX,
TEXHUYECKUX, TEXHOJIOTUYECKUX U HAYYHO-TEXHUYECKUX JOKYMEHTOB.

OntuManbHble YCIOBUS COXPAaHHOCTH JOKYMEHTOB: IPOTHBOIOXAapHas Oe30MacHOCTb,
TEMIIEPaTYPHO-BI&KHOCTHBIM, CBETOBOM, CAHUTAPHO-TUTMEHUYECKUH U MHBIE PEXKHUMBI.
TpeboBanus K oxpaHe U HOPSAKY A0CTyna B apxuB. [IpaBuia paboThl COTPYIHHKOB apXuBa U
noceruteneil. Ilnan sBakyauuum apxuBa B 3KCTpeMalibHBIX cuTyalusx. CrpaxoBble (OH[bI
JOKYMEHTOB, MX YydeT. Pexum XpaHeHHMs KOH(UACHUMAIBHBIX JOKyMeHTOB. Ilopsmok
oOparieHus ¢ KOHQUACHIUAIBHBIMU T0KYMEHTAMHU.

5.2 Pazgennl QMCHMIUVIMHBI M MEKIMCHUILIMHAPDHBIC CBSI3H C 00eclne4nBaeMbIMH
(mocsaenyrOmyMM) THCHUIITHHAMHA

Ne Ne TeM naHHO# JUCHHMILIMHBI, HEO0XOAUMBIX JIJIsI
Ne Hanmenosanue H3y4eHus odecneynBaeMbIX (MOCTAeYIOIINX) TUCIHIIIHH
/i oBecreuMBAEMbIX (TOCTIEYIOLINX) (BIUCHIBAKOTCS Pa3padoTYHKOM)
JTUCHUILTUH 1 5 3 4

1. | JlokyMmeHTanmoHHOE OOecTieueHrne + + + +

YIOpaBJICHUs IEPCOHATIOM
2 | 3amuTa MNEepPCOHANBHBIX JAHHBIX, | + + + +

aBTOMAaTHU3alldsl  yIpPaBICHUYECKOU

JIeSITEIbHOCTH




5.3. Pa3zenbl 1 TeMbl JUCHUILIMH (MOYJ1eii) U BUIbI 3aHATHI

| | Buapl 3aHgTHII B Yacax
BCEro
= ®
S HaumeHoBaHue pa3jeJia, TeMbl, =
qz (OpMBI POM €KY TOUHOIH =
3 aTrecTaluu § ;
2 : | B | :
- = g ; =
= | § | E| ¢
£ : | | ¢ g
= o = = @
1. | Pazgen 1 HopmaTuBHO-METOAUYECKHE 2 2 10 14
JIOKYMEHTBHI 110 3alUTe HHHOPMAIHK
2. | Paszmen 2 MerojuKka perjiaMeHTaIliu COCTaBa 2 2 10 14
KOH(UICHIIUAIBHBIX JOKYMEHTOB
3. | Paznmen 3 Opranu3anust paboTHI C
KOH(UACHIUATIBHBIMHU JTOKYMEHTAMHM
3.1 | Tema 3.1 OOpaboTKa JOKYMEHTOIIOTOKOB B 2 2 10 14
OpraHHu3aIiu
3.2 | Tema 3.2 Yuer KoH(pHICHIIMATBEHBIX 2 2 10 14
JIOKYMEHTOB
3.3 | Tema 3.3 [IpoBepka HamU4Us 4 4 20 24
KOH(HUIEHIIHAIEHBIX JOKYMEHTOB
3.4 | Tema 3.4. CucreMaTu3anus U XpaHEHUE 4 4 20 24
KOH(HUIEHITHATEHBIX JOKYMEHTOB
4 | Pasnen 4 ApxuBHOE XpaHEHUE 2 2 28 32
KOH(DHUIEHITHAEHBIX JOKYMEHTOB
3auem +
Bcero mo gucuuninne 18 18 108 144
6. IlepeyeHb CEeMUHAPCKUX, MPAKTHYECKHUX 3aAHATH U JIA0OPATOPHBIX padoT
Ne Ne paznena u Temsbl HammenoBanue ceMuHapoB, Tpymo OreHOYHBIE Dopmu
n/n JUCHUTUTAHBI (MOIYJIA) MPAaKTUYECKUX U JTaOOPaTOPHBIX €MKOCT cpelcTBa pyeMble
pabot b KOMIIET
(gac.) CHIIUH
1 2 3 4 5 6
1. | Pazmen 1 HopmaTtuBHO-TIpaBoBas 6a3a 4 Cxema I1K-13
HopmaTusHo- KOH(HUICHIINATHHOTO OTBETCTBEHHOC
METOIUYECKHE JIEIIOTIPOU3BOJICTBRA, TH 3a
JMOKYMEHTEHI TI0 3aIIUTe | OTBETCTBEHHOCTH 3a pa3liiallieHue pasriamieHue
nHpopMaIuu KOH(UICHITHATBHON HH()OpMaITUU KOH(UIECHIINA
JIBHOU
nH(OopMaIn
2. Pa3pnen 2 Meroanka Odopmiienne  opraHu3alMoOHHO- | 6 KP1
periaMeHTanuu pactopsINTENbHBIA JTOKYMEHTOB:
cocTaBa MIOJI0KEHHE, WHCTPYKITHS,
KOH(UACHIIUATBHBIX periameHr, IpaBuIIa,
JIOKYMEHTOB MIPHUKA3.pacropsHKeHu e, MPOTOKOIL,

aKT, IOBEPEHHOCTb, IOTOBOP.

Odopmrnenune Hay4YHO-
HCCIIEOBATEIBCKUX JOKYMEHTOB:
T3 nma HHP, or3eiB, oruer mo

HUP.




OdopmiieHue TIepevHS
KOH(HMICHITUAITBHBIX JOKYMEHTOB.
3. | Pazmen 3 Perucrpanus Bxoasmiei, KP 2
Opranusanus paboThl | HCXOJSINEH, BHYTpEHHEH
c KOH(UICHI[UATBHOM
KOH(UACHIUAIBHBIMU | JOKYMEHTAI[UU
JIOKYMEHTaMHU
Tema 3.1 O6paboTka
JIOKYMEHTOIIOTOKOB B
OpraHH3aINU
4, Tema 3.2 Yuer VYuer BXoAsIeH, HCXOAIICH,
KOH(HUACHIIUATBHBIX BHYTPEHHEH KOH(HICHI[HAIBHOM
JIOKYMEHTORB JIOKYMEHTAIIMH, JOKYMEHTAIIUU
BBIICJICHHOTO XPaHEHUS
5. Tema 3.3 IIpoBepka CocraBrieHne akTa MPOBEPKH
HaJIH4IUs KOH(HICHI[UAIBHBIX JOKYMEHTOB
KOH(UACHIIUATbHBIX
JIOKYMEHTOB
6. Tema 3.4. CocraBneHre HOMEHKIIATYPHI e
Cucremarusanus u KOH(HUICHIIHATBHBIX JJOKYMEHTOB
XpaHeHue
KOH(HUACHIUATBHBIX
JOKYMEHTOB
1. Paznen 4 ApxuBHOe CocraBieHue mepeaaToIHbIX KP 3
XpaHeHue omnrceit 0\KoH(UASHIIHATBHBIX
KOH(HUACHINATHHBIX JIOKYMEHTOB
JTOKYMEHTOB
6.1. [li1an camocTOSATEILHOM PA0OTHI CTYIEHTOB
No Tema Bun 3aganne Pexomennyem | Koanmuect
He/l. CaMoCTOSITeJIbHOI as BO 4aCOB
patoThI JUTepaTypa
1,2,3 Paznen 1 HopmatueHO- TToaroroska K | Bompocsr s | Pazpen 8 10
METOJMYECKHEe JOKYMEHThI | TPaKTHIECKOH CaMOCTOSATEIHHOTO
T10 3aIuTe HHPOPMAITUU pabote W3yYEHUS
45.6 Pasznen 2 Meroanka TToxgroroska K | Bompocsr s | Pazpen 8 10
periJaMeHTanuy cocTaBa MIPaKTHIECKON CaMOCTOSATEIHHOTO
KOH(UACHINATHHBIX pabote W3yYEHUS
JIOKYMEHTOB
7,8.9 Paznen 3 Opranuzanus IToaroroska K | Bonpocsl mia | Pazpgen 8 10
paboTsI ¢ MIPaKTHIECKON CaMOCTOSATEIHHOTO
KOH(UACHIINATHHBIMH pabote W3ydeHUs
JIOKYMEHTaMH
Tema 3.1 O6pabotka
JIOKYMEHTOIIOTOKOB B
OpTraHH3aIHN
10,11, | Tema 3.2 Yuer TToaroroska K | Bonpocsr s | Pazgen 8 10
12 KOH(UACHIIUATHHBIX MIPaKTUIECKON CaMOCTOSATEIBHOTO
JIOKYMEHTOB pabote W3yYEHUS
13,14, | Tema 3.3 IIpoBepka TToaroroska K | Bonpocsr s | Pasgen 8 20
15 HaJIH4Ius MTPAKTUIECKON CaMOCTOSTEIHHOTO




KOH(UACHIIUATBHBIX pabote U3yYCHUS
JIOKYMEHTOB
16, Tema 3.4. Cucrtemarusanusa | Iloaroroska K | Bonpocsr i | Pazgen 8 20
U XpaHCHHE MIPAKTUIECKON CaMOCTOSITEILHOIO
KOH(UACHIIUATBHBIX pabote U3yYCHUS
JIOKYMEHTOB
17,18 | Paznen 4 ApxuBHoe [MoaroroBka K | Bompocst st | Pasgen 8 28
XpaHeHue MIPAKTUICCKON CaMOCTOSITETLHOTO
KOH(HICHIINALHBIX pabore U3yYEHUS
JIOKYMEHTORB

IlepeyeHnb BOMPOCOB I CAMOCTOSITETLHOTO U3YUYEeHU I
Ponp KoOH(pHUIEHITHAIBHBIX JTOKYMEHTA B )KU3HH YeJIOBEKA U OOIIeCTBRA.
JlokymeHTHI B chepe 3amuThl HHPOPMALIHH.
BrusiHue TeXHUYECKHUX JOCTHIKCHHUH Ha 3alUTY KOH(QUICHIIMATHLHBIX TOKYMEHTOB.
JlokyMeHT Kak crioco0 ¢pukcanuu KOHQHUIEHINATbHON U CEKPETHON HH(OPMALIHH.

5. IloHATue onepaTUBHON U PETPOCHEKTUBHON (MCTOPUUECKON) KOHPHUAECHINATBHON
JOKYMEHTHOM UHQOpMaIUH.

6. TloHsATHE IICHHOCTH TOKYMEHTHOH HH(pOpMaIuH, (aKTOPHI, BIHUSIONINE Ha
WH()OPMAMOHHYIO IIEHHOCTh JJOKYMEHTA.

7. BimsaMe MaTepualia HOCUTEIIS Ha JIOJITOBEYHOCTH JOKYMEHTA U COXPAHHOCTh
uH(popMaLnH.

8. HopmaTtuBHas periiaMeHTaIHs 3alUThl JOKYyMEHTUPOBAHHOM HH(pOpPMAITHH.

9. TocymapcTBeHHBIEC CTAaHIAPTHI 1O 3aNTUTE HHPOPMAIIUH.

10. TpebGoBanus k cocTaBICHUIO U 0(OPMIICHHIO KOHPUICHITMATBHBIX JOKYMEHTOB.

11. TeopeTuueckrie OCHOBBI SKCIIEPTU3bI LICHHOCTH KOH(DUIECHIINAIBHBIX JOKYMEHTOB.

12. JlesarenpHOCTh MEXBEIOMCTBEHHON KOMUCCHH TIO 3aAIUTE TOCYIaPCTBEHHOMN TalHBI.

13. TocymapcTBeHHOE pEryJupOBaHUE BOMPOCOB, CBSI3aHHBIX C 3AIUTOW M 00pPabOTKOMH
KOH(UICHIIMAIBHBIX TOKYMEHTOB.

14. Tlotoku KOH(UICHITUATBHBIX JIOKYMEHTOB. ITousatue «3alUIIEeHHBII
JOKYMEHTOO000pOT.

15. Tlopsimok pa3paboTKy nepedHs KOH(MUICHIIUAIBHBIX TOKYMEHTOB.

16. JlokaiibHble HOPMATUBHO-METOAWYECKHE JOKYMEHTHl 10 KOH(UICHIUAILHOMY
JIETIONIPOU3BO/JICTBY.

17. CoctaB TEXHOJIOTUYECKUX ITAMOB U onepanuii KOHQUICHIIMATBHBIX JOKYMEHTOB.

18. Ilpuem, mpenBapuTeNbHOE PACCMOTPEHHE TMOCTYMUBIIUX  KOH(MUACHIIMATBHBIX
JOKYMEHTOB.

19. Texnonorus oTnpaBKy KOH(PUAECHIIMATHHBIX JOKYMEHTOB.

20. Ocobennoctu oopMIIEHUS U3/1aBaeMbIX KOH(DUICHIIMATBHBIX JOKYMEHTOB.

21. Cucrema gocTyna K KOHQUICHIMAIGHBIM JOKYMEHTAM.

22. CTpykTypa 3alIuIIaeMbIX JOKYMEHTOIIOTOKOB.

23. Yder KOH(UIEHIUATBHBIX TOKYMEHTOB.

24. Tlopsaok pacCMOTPEHUS U UCTIOTHEHHS KOH(DUIECHITNAIBHBIX JOKYMEHTOB.

25. Pa3mHOxeHne KOH(PHUACHIUATHHBIX JOKYMEHTOB.

26. Kontponb ucnoaHeHust KOH(PUIESHITHAIBHBIX JOKYMEHTOB.

27. CocraBneHue u o(hopMiIeHHE HOMEHKIIATYphI Jell.

28. ®opmupoBaHHe U XpaHEHHE JIEN, COAePKAIUX KOH(DUICHIIHATbHBIE IOKYMEHTHI.

29. YHUYTOXEHUE KOHPHUICHIIUATHHBIX JOKYMEHTOB.

30. IIpoBepka HanMuus KOH(UACHIUATIBHBIX JOKYMEHTOB.

31. Tlopsimok  KOMIUIEKTOBaHHMS ~ BEJOMCTBEHHOTO  apXuBa  KOH(HIECHIIMAIBHOMN
JOKYMEHTAIUH U KJIacCU(UKALINS XPAHUIHII JOKYMEHTOB.

32. Yuer nenoBbIxX (YIPaBICHUYECKUX) U HAYYHO-TEXHUYECKHUX JTOKYMEHTOB B apXUBE.

33. OGecniedueHne COXPaHHOCTH KOH(PHUICHIIUATBHBIX TOKYMEHTOB.

N




34. HayuHo-cripaBOYHBIH anmapar K apXuBaM KOH(PUICHIUATBHBIX TOKyMEHTOB.

35. TNopsnok ucnonbp30BaHus KOH(UACHIIHAIBHBIX aDXHUBHBIX JJOKYMEHTOB.

36. O6opymoBaHNE APXUBOXPAHIIIUII.

37. Bupryansusie 3amuiieHasie ceta VPN.

38. bezonmacHOCTh MeXCETEeBOro 0OMEHa JaHHBIMH.

39. DBoronus cucteM 00pabOTKU M XpaHEHUS JOKYMEHTOB.

40. TexHOJIOTHH BIIEKTPOHHOTO JJOKYMEHTOO000POTA.

41. KOMIOHEHTHI CUCTEM 3JIEKTPOHHOTO JIOKYMEHTOO0O0pOTA.

42. JKu3HeHHBIN UK JOKYMEHTA B CHCTEMaX AJICKTPOHHOTO JJOKYMEHTO000POTA.

43. TumoBkie TpeOOBAHUS K CUCTEMAM JJIEKTPOHHOTO JOKYMEHTOO00pOTA.

44. Unrepdeiic, apxutekrypa M TpeOoBaHHA OE30MAaCHOCTH CHCTEM DIIEKTPOHHOTO
JTIOKYMEHTO000POTA.

45. Mecto cucTembl JIEKTPOHHOTO JOKYMEHTO00OpoTa B MH(OPMALMOHHOM cHcTeMe
TIPS ATTPUATHSL.

46. MoyTbHOCTh CHCTEMBI DJIEKTPOHHOTO apXHBa.

47. ABTOMaTu3MpoBaHHOE pabouee MeCTo.

48. JlemoBas moura. MeTop! OOpHOBI CO CITAMOM.

49. CoBepiieHCTBOBaHME HOCUTEINEH TOKYMEHTHPOBAHHON HH(OPMAITHH.

50. OpraHu3aoHHbIE " METOAMYECKHE PO OIEMBI aBTOMaTH3aIHN
JIETOTTPOU3BOICTBEHHBIX OTIEPAIUU.

51. JlokanbHasi aBTOMATH3aAIUs Ollepalvii yueTa JT0KyMEHTOB.

52. OYHKIMOHATBHBIE BOBMOKHOCTH CHCTEM KOMIUIEKCHOH aBTOMAaTH3aIUH.

53. KonduneHmnmansHple TOKyMEHTHI BBIYUCIHTEIBHOTO IIEHTPA.

54. TlocnemammHHasi TEXHOJOTHS MOATOTOBKY U U3JJaHUS TOKYMEHTOB.

55. DnekTpoHHAas MOANKUCH JOKYMEHTOB.

56. 3ammura 3JIEKTPOHHBIX JOKYMEHTOB.

57. Tlpuaanue 1OpUANYECKON CHIIBI 3JIEKTPOHHOMY IOKYMEHTY.

58. YHUYTOKEHHE IEKTPOHHBIX TOKYMEHTOB.

59. IlpeacraBneHue JOKYMEHTOB B AJIEKTPOHHOM BUJIE. DIEKTPOHHbBIE U3JAHMUSL.

60. OOBEKTHI 3aITUTHI B KOMIIBIOTEPHBIX HH()DOPMAITMOHHBIX CUCTEMAX.

6.2. MerToguyeckue YyKa3aHUsi 10 OPraHU3alMH CAMOCTOSITEJIbHOM PadoThI
CTY/IEeHTOB

1. CamocrosiTenbHas paboTa BbIpakaeTcs B  MOATOTOBKE OOyd4aromierocss K
MPaKTUYECKUM paboTaM Ha OCHOBAHMH TEOPETHUYECKOTO MaTepuaa.

2. B kauecTBe OpraHu3alMOHHBIX (OPM 3aHATHHA MO TUCHUIUIMHE Y4EOHBIM ILIAHOM
OTIpe/ieNIeHbI JICKIMOHHbIE, TPAKTUYECKHIE 3aHATHSL.

3. Ilpaktuueckue pabOTHl HampaBieHbl Ha OOy4YeHHE OCHOBaM pPa3pabOTKU
HOPMAaTUBHO-METOJMUYECKUX TOKYMEHTOB OpPraHM3allMd Ha OCHOBE TPEOOBAHUU CTaHIAPTOB.
Brinonnenue npaktuyeckux paboT MPOU3BOAUTCS KaXkAbIM UHAUBUIYATbHO.

4. Tekymuid KOHTPOJb YCIEBAEMOCTH IPEIOjaraeT OIECHKY BBINOJHEHHS BCEX BUIOB
paboT, mpeaycMOTPEHHBIX (hopMaMu KOHTPOJS 3HAHUK B COOTBETCTBHHU C pabodUeil MporpaMMoit
JWICLIUTLIVHBI.

5. K npoMexyTrouHOMY KOHTPOJBHOMY MEPOINPUATUIO JAOIMYCKAIOTCS TOJBKO TE,
KOTOpbI€ OTYMTAIUCh 3a MPONYUIEHHbIE 3aHATHS, T. €. BBINOJHWIM M 3alllUTUIM BCE
MPaKTUYECKHE PabOTHI.

7. IlpuMepHasi TeMATHKA KyPCOBBIX padoT (IP0eKTOB) (MPH HAJIUYNH)

He npenycMoTpeHa yueOHbBIM TIaHOM



8. YueOHO-MeTOIMYeckOoe M HMH(POPMALMOHHOe o0ecreyeHHe JUCHUILIMHBI
(Moxyas):

a) o0s13aTe/IbHAA JIMTEpaTypa:

1. Hexkpaxa, Annpeit BsiuecnaBoBuu.
Opranuzanus KOH(QUICHINATLHOTO ICIONPOU3BOACTBA U 3amuTa uHbopMmamuu [Tekcr]
yae0.nmocooue s cryn. By3oB / A. B. Hekpaxa, I'. A. llleBnoBa ; UH-T nH(MOPM. HAyK U TEXHO.
6e3omacHocTH, Poc. roc. rymanutap. yH-T. - M. : Akagem. poekt, 2007. - 220 ¢. : un. ; 21 cMm. -
(Gaudeamus). - ISBN 978-5-8291-0844-1 11 sk3.

2. KynseB, Hukomaii HukonaeBuu. KoHuaeHnmamsHOE IEIONPOU3BOJACTBO U
3aIUIICHHBINA DJIEKTPOHHBIA JOKYMEHTOOOOPOT [DNeKTpoHHBI pecypc] : yuebnuk / H. H.
Kynses. - OBK. - M. : Jloroc, 2011. - (HoBast yauBepcurerckast Onbiamorexa). - Pexxum pocryma:
343 "bubnmumorex". - Heorpaanu. nocrymn. - ISBN 978-5-98704-541-1

3. Ky3nenoBa, Mapuna BanepreBHa. JIoKyMeHTOBeA€HHE H JOKyMEHTAIIMOHHOE
obecnieuenue ynpasienus [Tekcr] : yuae0.-meron. mocobue / M. B. Ky3nenosa ; Upkyrckwuii roc.
yH-T, @ak. cepBuca u pexsamsl. - Upkyrck : U3n-so UI'Y, 2007. - 109 c. ; 20 cm. - bubnuorp.: c.
68-69. - ISBN 978-5-9624-0177-5 : Bcero 47

4. KprokoBa, Huna IlerpoBHa. JloKyMEHTHpOBaHHE YIIPaBICHUECKON MAEATEIbHOCTU
[Texct] : yue6.mocobue st cTya. By30B, o0yd. mo crer. 080502 "DxoHoMuUKa U yripaBiIeHUE Ha
npennpustun (o orpacisam)" / H. I1. Kprokosa. - M. : Uadpa-M, 2014. - 267 c. : Tabm. ; 22 cMm.
- (Beicmree oOpasoBanue: bakamaBpuar). - bubimorp.: c¢. 223-230. - ISBN 978-5-16-003134-7. -
ISBN 978-5-16-100463-0 :cupdax (15)

5. Kopuees, Uropp KoHcrantuHOBHY. YTpaBieHne JOKyMEeHTaMH [TeKCT] : ydeOHHWK
UIg CTyA.By30B, 00y4. mo cmeu. 032001.65 "JlokymeHTOBeneHHWE W JOKYMEHTAI[MOHHOE
ob6ecnieuenue ynpasnenus" / U. K. Kopuees, A. B. [Tmenko, B. A. Mamyprues. - M. : Uadpa-M,
2012. - 299 c. : Tabmn. ; 22 cMm. - (Beiciee oOpazoBanue). - bubnuorp.: ¢. 289-294. - ISBN 978-5-
16-003590-1 :cupdax (18)

0) 10MOJIHUTEIbHAS JIUTepaTypa:

1. Ky3uenoB, Uropr HuxomaeBwu. JloKyMeHTalMOHHOE oOOeCIeYeHUE YIpaBICHUS H
JEJIOTIPOU3BOJICTBO [ DIEKTPOHHBIN pecypc] : yUeOHHK AJI BBICII. U CPEJ.CIIeIl. yueO. 3aBeAcHUI
/ N. H. Ky3nenos. - OBK. - M. :lOpaiit ; [b. m.] : UJI KOpaiit, 2010. - Pexxum nocryna: . -
Pexxum noctyna: 9U3 "bubnuorex". - Heorpanunu. moctym. - ISBN 978-5-9916-0261-7. - ISBN
978-5-9692-0587-1:

2. KazakeBuu, Tatesina AjekcanmpoBHa. JlokymeHTanmoHHbId cepBUC [TekcT]
yueb.mmocodue / T. A. KazakeBuu, A. U. Tkamuu. - M. : Akagemus, 2010. - 159 c. ; 21 cm. -
(Beicuiee npodeccuonanbHoe obpazoBanue: Typusm). - bubmuorp.: c. 156-158. - ISBN 978-5-
7695-6443-7 : Bcero 6

3. Hemun, IOpuit Muxaitnosuu. J[lenonpousBoactBo. IloarotoBka ciykeOHBIX
nokymeHToB [Tekct] : Hayunoe uznanue / FO. M. [lemun. - 2-e u3n., nepepad. u gom. - M. :
[Tutep, 2007. - 224 c. ; 21 cm. - (CoBpemeHHbIit oduc - meHemkMeHT). - ISBN 5-469-00807-X
:cupdaxk (5)

4. Koprosa, Mapuna AnarosseBHa. KanpoBblif MenemxmeHT [Tekcr] : yuebd.mocobue mo
crnen. "Menemxkep opranuzauuu" / M. A. Koprosa. - PoctoB w/Jl : ®enukc, 2007. - 461 c. ; 20
cM. - (Boiciiee o6pazoBanue). - ISBN 978-5-222-12053-8 :cupdaxk (5).

B) basbl nannbIx. UHpopManuoOHHO-CIPABOYHbIE H MOUCKOBbIE CHCTEMBI
IIpaBoBbIe 6a3bl JaHHBIX «KOHCYIBTAHT ILTIOCY.

[Mopran ApxuBHoro arenrcTBa Poccuiickoit deneparuu - www.rusarchives.ru.
9BbC «PykoHT» - WWW.rucont.ru
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http://ellibnb.library.isu.ru/cgi-bin/irbis64r_15/cgiirbis_64.htm?LNG=&Z21ID=&I21DBN=ELEC&P21DBN=ELEC&S21STN=1&S21REF=1&S21FMT=fullwebr&C21COM=S&S21CNR=10&S21P01=0&S21P02=1&S21P03=A=&S21STR=%D0%9A%D1%83%D0%BD%D1%8F%D0%B5%D0%B2%2C%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B9%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%B8%D1%87
http://www.rucont.ru/
https://isu.bibliotech.ru/

9. MaTepHaJILHO-TEXHI/I‘IeCKOC odecneyeHue AUCIUITIIMHBI (MO)Iy.]'IH):

HaumeHnoBanue
CHenuaJbHbIX ITepeyennb JULEH3UOHHOTO
noMeleHuii u OcHaIEHHOCTb CHEeNHAJIBHBIX TOMeIeHU i 1 NMPOrPaMMHOI0 00ecIeyeHusl.
noMeIleHuH 1151 MOMeELIeHU i IJISi CAMOCTOSITeJIbHOI PaGoThl PexBHM3UTBI NOATBEPKIAIOIIETO
CaMOCTOATEJIbHOH AOKYMEHTa
padoThl
CrienmanbHbIe AynuTopus 000pyIoBaHa CIIEIAAIN3HPOBAHHOMN DreamSpark Premium, JTorosop Ne 03-
TIOMEIICHUS yaeOHOI MeOenbio Ha S50 mocaIoYHBIX MECT; 016-140t 30.10.2014
Vuebnas ayoumopus ons | 00OpynOoBaHA TEXHUYECKUMH CPEICTBAMU 00 yICHUS:
nposedeHust 3aHAmulL kommbrorep (Cucremubiii 6ok Intelpentium 4 2.8 0365ProPiusOpenStudents ShrdSvr ALNG
JNEKYUOHHO20 U GHz) (1 mrryka), Morutop LGL1453S (1 mTyka); subs VL NL I MthAcdmsStdnt
ceMUHapcKo2o mund, npoektop ViewSonicpjg 5134, skpau w/Faculty(15000 nunen3wuii)
nposedeHust MeKyue2o ScreenVtdiaEcot-3200*200MW 1:1, kooHKH,
KOHMPOJs u HabOpBI JIEMOHCTPALOHHOTO 00OpPYIOBaHHUS | Kaspersky Endpoint Security mistbusneca-
NPOMENCYMOUHOU y4eOHO-HATIISTHBIX TI0CO0MH, obecreunBaromme crannaptaelid Russian Edition. 1500-2499
ammecmayuu. TeMaTHYECKHe WLTIOCTPALNH, COOTBETCTBYIOIINE Node 1 year Educational License Ne 1B08-
paboyeii mporpaMMe TUCITUTLTHHBL 170221054045730177
«KoH(uIeHIMATBHOE AEJIONPOU3BOICTBOY.

CneuuanbHble AynuTopus 000pyIoBaHa CIIEIAATN3HPOBAHHON DreamSpark Premium, Torosop Ne 03-
TIOMEILEHMSL: y4eOHOI MeOenbio Ha 14 1mocaJouHbIX MeCT; 016-140t 30.10.2014
KOMNbIOMEPHbLIL KIACC 000py/I0BaHa TEXHHYECKUMH CPEIICTBAMH O0YUCHHS:
(yuebnas ayoumopust) Kommsrorepst (Cucremusrii 6ok AMDAthlonl1X2 0365ProPiusOpenStudents ShrdSvr ALNG
07151 2PYNNOBLIX U 250 3000 MI'1y(20 mrTyk), MornTOp subs VL NL I MthAcdmsStdnt
UHOUBUOYATHBIX LGFlatronL1742S (11 wryk), MoHHTOp w/Faculty(15000 nuuensnii)
KOHCYIbmayuti, ViewSonicVX715(9 mTyk)) ¢ BO3MOXXHOCTBIO
opeanuzayuu MOJIKITIOUCHHS K ceTH «HTepHeT» 1 obecredeHneM Kaspersky Endpoint Security mistbusneca-
CAMOCMOAMENbHO JIOCTYTIa B 3JIEKTPOHHYIO HH(pOPMAIMOHHO- crannaptHeiid Russian Edition. 1500-2499
pabomul, @ mom uucie, 00pa3oBaTeNIbHYIO Cpey OpraHu3alvy. Node 1 year Educational License Ne 1B08-
HayyHo- 170221054045730177
UCCne008amenbeKou

10. O6pa3oBaTte/ibHbIE TEXHOJIOTUM:

JIns [OCTWOXKEHHS TIIaHUPYEMBIX PE3YIbTaToB OOYYEHHs HCIIONB3YIOTCS pa3iudHbIe
00pa3oBaTeNIbHBIC TEXHOJIOTHH:

1. Ungpopmayuonno-pazeusarowue mexnonocuy, HaNpaBlICHHbIE Ha (QopMupoBaHue
CHCTEMbI 3HaHMI, 3allOMUHAHNE W CBOOOJHOE omepHpoBaHHE MMU.lMIcHonb3yercs: JeKIHOHHO -
CEMUHAPCKUH METOJl, CaMOCTOSITENIbHOE W3y4YCHHE JIUTEPaTypbl, HPUMEHEHHE HOBBIX
MHQOPMAIIMOHHBIX TEXHOJOTMH [UIi CaMOCTOSATENIFHOTO IIOTIOJIHCHUS 3HAHUH, BKIIOYAs
UCIIOJIb30BAHUE TEXHUYECKUX U JIEKTPOHHBIX CPEJICTB HHPOPMAIIHH.

2./leamenvbHOCmHblEe  NPAKMUKO-OPUECHMUPOBAHHbIE MEXHOIO2UlY, HAIPABICHHbIE Ha
(dopMHpoBaHHE CHCTEMbI TPO(PECCHOHANBHBIX TNPAKTUYECKUX YMEHHH, 00ecreYnBaromux
BO3MOXKHOCTh KAaYE€CTBEHHO BBINOJHATh NPO(ECCHOHANBHYIO JAesTeabHOCTb. Mcronp3yercs
aHAJIM3 PEUCBBIX U MOBEACHYECKHX OUIMOOK, POJIEBBIE MIPBI, CO3JaHUE 0Opa3IoB JOKYMEHTOB,
MOWCK ONTHUMAJBHBIX PEIICHUH KOHKPETHOH NPOM3BOJACTBEHHOHM MpoOiIeMbl MeToJoM «brain-
storming.

3.Passusaiowue  npobremMHO-OpUeHMUPOBanHble  MEeXHON02UY, HAIpPaBICHHbIE Ha
¢dopmMupoBaHHEe M  pa3BUTHE NPOOJIEMHOTO  MBIIUICHHUS, MBICIUTEIbHOW aKTUBHOCTH,
CMOCOOHOCTH BUAETh U (OPMYIHUPOBATH MPOOJIEMBI, BBIOMpPATh CIIOCOOBI M CpPEeACTBa IS MX
pewenus. Mcnonp3ytorcss BUAbl MPOOJIEMHOTO OOYYEHHUsS: OCBELIEHHE OCHOBHBIX TPYAHOCTEH
JIETIOBOrO  OOIIeHHsT Ha JeKIUsIX, YydeOHble JMCKYCCHM, KOJUIEKTUBHAs MBICIHUTEIIbHAS
JeATeNbHOCTh B TpYINax NpH BbIMNOJIHEHUH WHIUBUAYAJIbHBIX TPYMIIOBBIX 3aJlaHUM, MOUCK
ONTUMAJIbHBIX pEIIeHUH B pamMKax NpeUIoKeHHOW cuTyauuu oobmenusa. I[lpu stom
UCTIOJB3YIOTCS TEpBbIE TPU YPOBHSA (M3 UETHIPEX) CJIOXKHOCTH M CaMOCTOSTEIBbHOCTH:
npoOseMHOe H3JI0KEHHE Y4eOHOTro MarepHaja IperojaBaTesieM; CO3JaHHe IperoiaBaTesieM
npoOJeMHBIX CHUTyallMid, a o0y4aeMble BMECT€ C HHMM BKIIOYAIOTCA B HUX pa3pellieHue;
IIPEero/1aBaTellb JIMIIb CO3AaeT MPOOJIEMHYIO CUTYAIMIo, a pas3pemarT e€ oOydaemble B XOJie
CaMOCTOSITENIbHON JAEATEIbHOCTH.




4.JIuuHoCmMHO-0pUEHMUPOBAHHbIE MEXHON02UU 00yYeHus:, O0O0ECIIeYMBAIOIINE B XOC
y4eOHOro mporecca y4eT pasluYHbIX CIIOCOOHOCTEW 00y4aeMbIX, CO3JaHHE HEO0OXOIUMBIX
YCJIOBI/Iﬁ AJId pa3sBUTUA UX WHAWBUAYAJIbHBIX CHOCO6HOCTeﬁ, Pa3BUTUC AKTUBHOCTHU JIMYHOCTU B
yueOHOM Tiporiecce. JIMYHOCTHO-OPUEHTUPOBAHHBIC TEXHOJOTMHM OOYUCHHsS pPEalU3yIOTCS B
PE3YyIbTAaTC UHANBUAYAIIBHOT'O O6H_[eHI/ISI npenoaaBareyid U CTyJACHTA IIPU IMPOBCACHUUN POJICBBIX
urp, Ipu BBITIOJTHCHUU JOMAIITHUX WHAWBHUIYAJIbHBIX 3aIIaHI/II>’I, Ha CXKCHCICIBbHBIX
KOHCYJIbTallHUAX.

5. Mogenb TO3MIMOHHOTO OOYYeHHsI BKIIOYACT: IMO3HABATCIBHYIO JCATEIBHOCTD
ydamuxcs, YCUJICHHUEC MCKIMYHOCTHOT'O B3aHMOI[eI7[CTBPI?[ npenoaaBaTeyid U ydalucrocs, CHATUC
HaNPSDKCHHS, CBI3aHHOTO C (POpPMaBbHBIM aCIIEKTOM B OOYUCHHH.

Meroauka MO3UIIMOHHOTO OOYYEeHHUS. OOyueHue COTJIaCHO TMO3UIIMOHHON METOJIHUKE
BKJIIOUYAET TPH 3Tara:
1 osranm — wWHQOPMAIMOHHBIM, CcIylmaHue JIeKIUi, caMmocTosiTenpbHas paboTa ¢

COOTBETCTBYIOIIMM TEME MATEPHUATIOM.

2 3Tam — CMBICJIOBOM aHAJIM3 BCETO HM3YYEHHOTO Marepuana Mo TeME C Pa3IMYHbIX
MO3ULIHM.

3 3Tamn — JeMOHCTPAalMOHHO-TUCKYCCHOHHBIM, Y4aluecs BBICTYIIAIOT MEPe]l ayIUTOPUEH.

[lepBrlit MHpOPMALIMOHHBIA 3Tarl. Ha mnepBoM osrame riaBHYH pOJIb HIpaer
MpenogaBaTeNib Kak U B TPAJAUIIMOHHON CHUCTeMe 00ydeHusl. Marepuai 1mojgaeTcsl B JICKIIMOHHON
dbopme, ydaruecss YUTAIOT PEKOMEHIOBAaHHYIO JIUTEpaTypy mo teme. IIpenomaBarens Bmpase
MPOBOJIUTh WHJIWBHUAyAJIbHBIC, (DPOHTAIHHBIE OTIPOCHI, 3aKPEIUISIONIYI0 MPAKTHIECKYI0 PaboTy
JUISl BBISICHEHUS CTEIIEHN YCBOCHUS MaTepuaa.

Bropoii cmbicoBoi sTan.  OH 3aK/I0YaeTCs B aHAJIM3€ BCEro Marepualia ¢ OJHOU U3
MO3HUIIMI W BBITIOJIHEHHE JCUCTBUH, COOTBETCTBYIOIIMX BBIOPAHHOW TO3WIMU. ODTO YPOK
cUCTeMaTH3aluu U 0000IIeHHUs Marepuaia, KOTOPbIH MOXKET MpPEaIIeCTBOBATH KOHTPOJBHO-
3a4€THOMY YypOKy. BTOpoii »Tam BO3MOXKHO OpraHu3oBaTh ABYMs crocobamu. lcmoco® —
yyamgecs: JAENATCS Ha T[PYONbl  COOTBETCTBEHHO KOJMYECTBY IO3HMIMHA  BBIOPAHHBIX
MpenoAaBaTesieM I JaHHOro ypoka. I[lo3umuio MoXeT MpeAcTaBiIsATh OAWH YyYalllMics Wil
HECKOJIbKO. 3apaHee 3aroTaBJMBAIOTCS OJIaHKH, B KOTOPBIX YKa3bIBae€TCS Ha3BaHUE MO3UIIUH,
npecienyemas Leb.

OcHOBHBIE BHUJBI CPENCTB, MPUMEHsIEMble B OOyYEHHH: MOHSTHE, MPEACTABICHHBIEC B
3HaKOBOH (hopMe, cxeMaTHIeCKHe N300paKeHUs, CHUMBOJIHUYECKHE U300paxeHHUsI.

IIepBas nozunus — [lonsitue.

Henp: CocTaBUTh CIIUCOK MOHSATUM, PACKPBIBAIOIIKUX U3YUYEHHOE COJIEp)KaHUE MaTepuasa
U JaTh ONpEEeIICHHE.

DTa no3uuus CTaBUT Mpe] yYalllMMUCS PEIpOAYKTUBHOO 3a/1auy, HO € MOKHO MpPHUIaTh
Y aHAIUTUYECKUUN XapakTep, T.€. YCTAHOBHUTh B KaKOil Mepe BHIOpaHHBIC MOHSTHS PAaCKPBIBAIOT
coZepKaHUE U3YYEHHOTO MaTepuana.

Bropas no3unus — Cxema.

Hens: [IpenctaBuTh M3y4EeHHBIN MaTepuand B BHAE CXEMBI T.€. CXeMAaTUYHO M300pa3uTh
OCHOBHBI€ €/IMHUILIBI MaTepHaa.

Tperss nosunus — Tesuc.

Lens: B »xkarbIx Te3ucax nepeaarb OCHOBHOE COAECpKaHUE MaTepuaa.

JlaHHO¥ MO3UIMK HE CIIEyeT NMPUJIaBATh AHAIMTUYECKUM OTTEHOK T.K. B MOCIEIYIOIIUX
MO3UIUAX JJI 3TOTO MPEAYCMOTPEHBI BapUaHThI MO3uIKiA. HeoOXoauMo 3a0CTpsiTh BHUMaHUE
Ha CBOpadyMBaHUs B 00jiee KOMIAKTHYIO (opmy.

Uersepras no3unusa — CUMBOJL.

Lens: B cumBonunyeckoii hopMe 0OTpa3uTh CoepKaHue U3yYEHHOTO MaTepuaa.



[Ipenyaraercss HapuCcOBaTh HATJSIIHBIA 00pa3, OTpa)kaloLIM M3y4YeHHBIH MaTepuai. B
YKa3aHHBIX MO3HUIHUAX CTAJIKUBAIOTCS JBE CTOPOHBI: MPEIMET, KOTOPBINA JOJDKEH OBITh MO3BaH U
CyOBeKT — ydaliuiics, KOTOpPBIH H3MEHsETCs, pa3BuUBaeTcs. Eciam mpeaMer OTuyXaeH OT
JMYHOCTH YYaIIerocs, 3TO MPUBOJUT K HEKEIAHUIO U3ydaTh MpeaMeT U GOPMAaTIbHO U3Y4aTh s
cnaun sk3ameHa. HeoOXoauMo co3maTh CUTYalWIO0, B KOTOPOW M MPEIMET W ydJalluhcs ObLIH
OJINHAKOBO 3Ha4uMbI. /115t 3TOr0 BBOAUTHCS /ABE no3unuu — Kputuk u Anosorer.

[TsaTas no3unus — Kputuk.

Hens: B uccnengyemom marepuane oOHapyKUTh HECOOTBETCTBUS U IPOTUBOPEUHMSL.

Ora no3uius OCHOBaHAa Ha OOBEKTMBHOM aHAlM3€ COJAEpKaHMs MaTepuaya MpeaMera,
MIPOJAEIIAHHOTO  yYalIUMHUCSA, OHA XapaKTepU3yeT HENPUHATHE YYAIIUMHUCS H3Y4EHHOTO
Marepuana.

[ecTast mo3unust — Anosorer.

Henp: [Toq4epKHYTh MOJI0KUTEIBHBIE CTOPOHBI U3YYEHHOTO MaTepHAIIa.

[lo3uums HampaBieHa Ha NOJYEPKUBAHME IIOJIOKUTENIBHBIX MOMEHTOB, KOTOPBIE
CYLIECTBYIOT B IpeaMeTre 00bekTHUBHO. Kpome yKka3aHHBIX MO3UIMI BBEAECHBI MHTEIPATUBHBIC
MO3UIMU, KOTOpBIE CBA3BIBAIOT OOBEKT — HU3YYEHHBIM Marepuaq U CYObEeKT — JHUYHOCTh
yuarnierocsi. CHUMaIOT OTUYX/I€HHUE MEX/1y IPEAMETOM U YHalUMCS.

Cenpmast mo3utusi — Pednexcus.

Henp: [ToHATH TPYIHOCTH, CBA3aHHBIE C YCBOCHUEM MaTepHaa.

VYyamemycs HE0OXOIUMO COCpPEAOTOUMTHCS Ha cede, OCO3HaTh CBOM CYOBEKTHUBHBIE
TPYIHOCTH B OCBOEHUHU U3YYEHHOTO MaTepHaIa.

BoceMmas no3unus — Bompoc.

enb: CocTaBuTh coniepxKaTeIbHbIE C YCBOCHHEM MaTepuara.

BapuaHT: npu npoBeACHHH IEMOHCTPALMOHHO-IMCKYCHOHHOIO JTama 3afaTbh BOIPOC
IIPEICTAaBUTEINIO Ka)KI0M MMO3ULINN, COTJIACHO €r0 LENH, 3a1a4H.

Hessitas nozunus — [IpakTuka.

Ilenb: YcTaHOBUTH CBSA3b M3YYEHHOI'O MaTepualla C IPAKTUKOM, IPUMEHEHUEM €ro B
IIPAKTUYECKON JESATEIbHOCTH, €TI0 MPEIMETHOCTH.

Hecaras nozunusa — MexnpeaMeTHbIe CBSA3H.

Iens: OTpa3uth CBA3b U3YYCHHOTO MaTepHuala € APYTMMU U3YYEHHBIMH AUCLUAIIIIMHAMM.

Bapuant: OTpa3zuts cBA3b U3y4ECHHOTO MaTepHalla B paMKax OJHOW JUCLUILIMHBL

OnuHHaAnaTas no3uus — JKCIepT.

Henb: OueHUTH AEATENBHOCTh BCEX YYaCTHUKOB y4yeOHOro mpolecca B TOM 4YHCIE U
IIPETOIaBaTENs.

[IpumennMa no3unus Ha TPETHEM 3Talle.

Kpurepun orieHMBaHMs y4aCTHUKOB IIpoLiecca:

[IsTh GamnoB — B OTBETE HPUCYTCTBYET JIOTMUYECKas CBS3b, PacCyXAEHHUE, OLIEHKa 3a
COOCTBEHHOE CYX/IEHUE HE CHHKACTCH.

Yerpipe Oama — B OTBETE MPHUCYTCTBOBAIO JIOTHYECKOE PACCYXJEHUE, HO JOMYCKaTh
HEKOTOPBIE HETOYHOCTH.

Tpu Gamia — B oTBETE OTCYTCTBOBAJIO JIOTHUECKOE PACCYXKJEHUE, HO YYaIIUHCS MOXKET
OIEpUPOBATh OCHOBHBIMU MOHATHIMM.

JlBa GaJuia — OTCYTCTBYET CBSI3HBIM pacckas, HET 3HaHUH, (JaKTOB, OCHOBHBIX OHSATHI.

JUid cHATUS OTUYYXAEHHOCTH MEXIY NPENOoJaBaTEIeM M y4JallMMMCS CaMOBBIPAXKECHHUS
yyaluxcs, pa3BUTHE TBOPYECKHX CIIOCOOHOCTE Ha OCHOBE M3YYEHHOTO Marepuana
npenHazHaueHsl no3unuu [lostsr u Teatp.

JBenaanaras nosunus — [103ThL.

Henb: CouMHUTH CTUXOTBOPEHME, APYrod BHJ MO3TUYECKOTO MPOU3BEICHMS, KOTOPOE



oTpakaio Obl caM M3y4eHHBIH MaTepHuaj UK MPOLEeCcC N3YUCHHUS.

Tpunanuaras nosunus — Tearp.

Lens: Pa3pirpars TeaTpanu3oBaHHYI0 MUHHATIOPY, OTPAaXKAIOIIYI0 U3YUYEHHBIM MaTepuan
WM MPOLIECC €r0 U3YyUEHUSI.

MexaHn3M [T03HABATEIbHON JIEATEIIBHOCTH YYAIIUXCSI MOXKET ObITh OTPaXEH B MO3ULIUU
— JluanexTuk, ydJamiupecs IPUMEHSIOT  MEXaHM3M  TBOPYECKOTO  MBIIUIEHUS  Ha
IIPOTUBOINIOCTABICHUH ITPOTUBOIIOJIOKHOCTEH.

2 crioco6 — Kaxxpomy ydariemycst 1aeTcst 3aJaHue: paCCMOTPETh 3YYEHHBIH MaTepHal C
HECKOJIbKUX IO3ULMH OJHOBPEMEHHO (BO3MOXHO CO BceX 14 mno3umuil) U MNpercTaBUTh
IIMCBMEHHBIA OT4YeT. B JaHHOM ciydae Takylo CHUCTEMY ONpPOCAa MOKHO paccMaTpuBaTh Kak
KOHTPOJIb ITOJYYEHHBIX 3HAHUH 110 U3y4EHHOH TEME.

Tpernil 1eMOHCTPAMOHHO-AUCKYCUOHHBIN JTaIl.

Ha srom srane ywammuecs NpeacTaBisiOT HapaOOTaHHBIM Marepuan ayauTopuu. B
ciydae paboThl ydaliuxcs B ayJJUTOPUHU U TPYNIIOBOM BBICTYNAIOT BCE YYAaCTHUKU Ipymnbl. Eciu
9TO JIOMAIllHEE 3a/laHu€ MOXKHO BBICTYIIUTh WHIUBUIYAJIbHO WM JOTOJHWUTH BBICTYILJICHHE
MEPBOro yYaCTHUKA MO UHTEPECYIONIEH MO3UIINH.

I'pynna ydamuxcss uiM WHAWBUAYAJIBHO MOOYEPEIHO JIEMOHCTPUPYIOT pPe3yibTaThl,
OTBEYAIOT Ha BOMNPOCHI U CAAIOT OJaHK MpernojaBaTesio WiK 3KcrnepTam. ['pynna, pabdoTtaromas
no no3uuu CuMBoJ 1 Cxema pUCYIOT Ha TOCKe. BpeMs BBICTYIUIEHUS! PErIaMEHTHPOBAHO.

OcobOyro ponb u 3 3Tame OTBOAAT Tpymmne ODKCHepThl U Bompoc OHHM OIEHWBAIOT
BBICTYIUICHHUE, 33JJaI0T COJEPIKATEIbHbBIE BOIIPOCHI.

PaboTta ywammxcs OIeHUBAETCs TPYIMIOW DKCHEPTOB, MpENojaBaTeIeM, YUalTUMUCS.
OueHnBaemasi Tpynmna MOXET HE COIrJallarbCsi C OUEHKOW, HO T.K. JESATENbHOCTh TI'PYIIIbI
3auKCHUpOBaHa Ha OJJaHKE MMEET BO3MOKHOCTh OOBEKTHBHO OIEHUBATh PadOTy, PE3YJIbTATHI.
I'pynna He coriacHas ¢ OLIEHKOM MMeEET IPaBO OTCTaWBaThb CBOM MHTEPECHI, IPUBOJSL BECOMBIE
apryMEHTHI.

3aKIroYeHue

B nponecce paGoThl, BBICTYIUICHUS! YYalIUXCsS MPOUCXOAUT OCMBICICHHE MaTepuaia C
Pa3HbIX TOUEK 3pEHUs, JOCTUTAEeTCS €MHCTBO BCEX YUaCTHUKOB mpoiiecca 0oydenus. Coznaercs
MOJIOKUTETIbHAS AMOIIMOHAIbHAS aTMocdepa.

[To3unnonHas Mojens 00ydeHus CHUMaeT popMaibHble MOMEHTHI Y4eOHOTO Ipoliecca,
OTUYXXJICHHE MEXAYy MpernojaBarejeM M y4dallUMHCS, MEXKAY H3YYCHHBIM NIPEIMETOM U
y4aluMHCS.

11. Ouenounnie cpeacrsa (OC):
11.1. OueHo4HbIe cpeaCTBA JJIs1 BXOJAHOT0 KOHTPOJIS

PexBU3UTHI TOKYMEHTOB B cooTBeTCTBUHU ¢ TpeboBanusimu ['OCT P 7.0.97

11.2. OueHo4HbIe CpPeACTBa TEKYILIEro KOHTPOJS

KonrponsHas pabora 1

CucremMaTH3upoBaTh PEKBU3UTHI KOH(UICHINATLHOCTH

KonrponbHas padora 2

CocTaBUTh NAMATKY 110 OpraHU3aluK KOH(DUASHINAIFHOTO JIEJIONPOU3BOJICTBA

KonrponsHas padora 3

CocTaBUTh PEKOMEHJALMKM T10 OPraHU3allMU APXMBHOTO XpaHEHHs KOH(UICHIMATbHON
JOKYMEHTAINN.



11.3. OueHo4HbIe cpeacTBa AJIs NPOMEKYTOYHON aTTecTaluu

[TpomexyTodHast aTTecTanus — 3a4er.

Bomnpocsl k 3auery

1. Kanansl ¥ ciocoObl HECAHKIIHOHUPOBAHHOTO TIOTYYCHHSI HHPOPMAITUH.

2. KonbuneHmanbHbIi T0KyMEHTOO00OPOT KaK KaHaJl JOCTYIIA.

3. Mecrto wu 3HadeHHWE 3aMUTHl KOHQUIACHIHMAIHHBIX JOKYMEHTOB B CHCTEME
MH(GOPMAIIMOHHOHN 0€301acHOCTH.

4. KouduaeHnuanpHas wHPOpMaIms B cuUcTeMe HHGMOpPMAIMH C OTrpaHUYCHHBIM
JOCTYIIOM.

5. OcobenHoctn  KOHQUACHIUAIbHOW  WHOpMAIMM B  KOMMEPYECKHX U
TOCYIapCTBEHHBIX MPEANPUATHSIX (YIPESIKICHHUIX).

6. PexuM koMMepUecKoil TalfHBI M €r0 YCTaHOBJICHHE.

7. KoH(}uaeHIHAIBHOCTh KaK MEXaHW3M 3allUThl KOMMEPUYECKOM, OaHKOBCKOM,
npodeccrnoHabHOM, cIyXKeOHOH TallH U Apyroil uHpopmauu.

8. HopmartuBHO-TIpaBoBasi 6a3a OXpaHbl KOMMEPYECKOW TalHBI, IEPCOHATBHBIX JTAaHHBIX
1 UHTEIJIEKTYalbHOW COOCTBEHHOCTH.

9. Tlopsaok opraHu3anuu KOHPHICHITHATBHOTO OYMaKHOTO JeITOTIPOU3BOICTBA.

10. OcHoBHBIE MTpaBUIIa KOHPHICHIIHATHHOTO TOKYMEHTOO00pOTA.

11. Dranel opranu3anuy KOHQUICHIIHAIBHOTO TOKYyMEHTOO00POTa;

12. HopmaTHBHO-OpraHU3alHOHHBIC JOKYMEHTHI, HE0OX0TUMBIC TUTST
KOH(UIEHITNAIBHOTO

13. nmemompou3BOICTBA.

14. Vuyer koH(pHUACHIHAIBHBIX TOKYMEHTOB.

15. Tlopsimox paccMOTpeHHST H  HMCHOJHEHHMS KOH(DHICHIMAIBHBIX JOKYMEHTOB;
pa3MHOKeHHE KOH(UICHIINATbHBIX JOKYMEHTOB.

16. KonTposas ucnosHeHnuss KOHPUACHITUATBHBIX JOKYMEHTOB.

17. CoctaBnenue u opopmacHIE HOMEHKIATYPHI JE.

18. dopmupoBaHHUe U XpaHEHHUE A€, COAEPKAIINX KOH(PHUICHIIMATIbHBIC TOKYMEHTHI.

19. VHuuToxeHue KOH(UIECHIIUATBLHBIX JOKYMEHTOB.

20. ITpoBepka HamM4MsI KOHPUICHIIUATBHBIX JOKYMEHTOB.

21. Tlopsgok  KOMIUIEKTOBaHMSI  BEJOMCTBEHHOTO  apxXuBa  KOH(HIECHUIUATbHON
JOKYMEHTAIMH U KJ1acCu(UKalKs XpPaHUIHIL JOKYMEHTOB.

22. Yyer N1enoBbIX (YIPaBICHYECKUX) U HAYYHO-TEXHUYECKHUX JTIOKYMEHTOB B apXUBE.

23. ObecnieueHrEe COXPAaHHOCTH KOH(PUACHITUATBHBIX JIOKYMEHTOB.

24. HaydHo-crnipaBOYHBIH anmapaT K apXuBaM KOH(PHUIECHIIUATbHBIX TOKYMEHTOB.

25. Tlopsimok  MCIOJIB30BaHHUS ~ KOH(MUICHIMANBHBIX  ApXMBHBIX  JIOKYMEHTOB;
00opynOBaHKE apXUBOXPAHUITHUIII.

IIpakTryeckue 3agannst

1. Odopmurh nprka3 0 Ha3HaAYECHUH OTBETCTBEHHOTO 3a BeJeHHE KOH(MUICHIIMATHEHOTO
JIeTOTIPOU3BOICTBA.

2. OdopmMuTh mNpuKa3 O Ha3HAYCHUH OTBETCTBEHHOTO 3a BEJCHHWE M XpaHEHUU
TPYIOBBIX KHIKEK.

3. OdopmMuTh MpHKa3 O CO3JaHUU KOMHCCHUU TPOBEPKH HAJIMYUS M COCTOSHUS
KOH(UIEHITNAIBHBIX JOKYMEHTOB.

4. OdopMuTh mpHKa3 O AUCHUILUIMHAPHOM B3BICKAHUU MEHEKEPY MO MepcoHaly 3a
yrepro Tpyaosoi kumxkku M.1. FBaHoB.

5. Odopmuts mpukaz o6 yrBepxkaeHuu [lonoxeHus o 3ammure KOHPUACHIUATHHBIX
JOKYMEHTOB.

6. OdopMuTh aKT 0 HEOOHAPYKEHUU JIHCTA BO BXOSIIEM MTUCHME.

7. OQopMUTH aKT O CNHCAHUM U YHUYTOKEHHH HUCIOPYCHHOTO ONaHKa TPYHOBOI
KHIDKKH.



8. OdopMuTh aKT IPOBEPKU HAIMYHUS U COCTOSIHHS KOH(PHUIACHIINATBHBIX JOKYMEHTOB.

9. Odopmuth axT 00 YHHUYTOXKEHHHM JOKYMEHTOB, CPOK XpaHEHHUsS, KOTOPBIX
3aKOHYHJICSL.

10. Odgopmutrp  axT mepenadya  KOHPUACHIMAIBHBIX  JOKYMEHTOB  JIPyromy
OTBETCTBEHHOMY JIMILY B CBSI3U C YBOJIHbHEHUEM.

11. OdopMHTB THCT-3aMECTUTEH BEIIAHHOTO JJOKYMEHTA.

12. OdopmHTB KapTy-3aMECTHTENb BBIAAHHOTO JeTIa.

13. OdopmuTh cripaBKYy O PO3BICKE YTPAYEHHOTO KOHPHICHIIMATHHOTO JOKYMEHTA.

14. Odopmurs JOKJIaHYO 3aIUCKY 0 HEHaJyIeKalen OpraHu3anuu
KOH(HUISHIINATBFHOTO JTIONPOU3BOJICTBA B OPraHU3aAIIH.

15. Odopmuth kpaTkuii TpoTokoJ 3acemanus CoBera pykoBojacTBa ¢ Tpudom «Jlis
CITy’K€OHOTO TI0JIb30BAHUS.

16. OdopmuTb 001105KKY KOHOUACHIIUAIEHOTO Jiea (JUIEBYI0 U 000POTHYIO CTOPOHBI).

KpuTtepuu onieHKH NpoMe:KyTOYHOH ycIeBaeMOCTH

1. 3naHuMe OCHOBHBIX OOBEKTOB M3ydaeMOW MpeIMEeTHOW o0nacTu, TiyOrHa U MOJHOTA
PacKpbITUSL BOIIPOCA.

2. BnaneHwe TEpMHUHOJIOTHYECKUM aIllapaTOM U HCIIOJIB30BAHHE €TO MTPH OTBETE.

3. YMeHHe OOBSCHUTH CYNIHOCTH SIBJICHWUH, COOBITHH, MPOIECCOB, JIENAaTh BBIBOJBI U
0000111eHuS, 1aBaTh apryMEHTHPOBAHHBIE OTBETHI.

4. BnaneHue MOHOJOTHYECKOW pedbl0, JOIMYHOCTh M TOCJIEI0BAaTEIbHOCTh OTBETA,
yYMEHHE OTBE€YaThb Ha IIOCTABIIEHHBIE BOIPOCHI, BbIpaKaTh CBOE€ MHEHHE MO OOCYXJIaeMoi
npoOieme.

5. YMeHue npuMeHsITh 3HaHHS Ha MTPAKTHKE.

Onenka Onucanune

OLIEHUBAETCSI OTBET, KOTOPHIN IMOKA3bIBAET MPOYHBIE 3HAHUS OCHOBHBIX OOBEKTOB M3y4aeMOil
MPEIMETHON 00JIaCTH, OTJIMYAeTCs TIJYOMHOH M TIOJIHOTOH pAaCKPBITHS TEMBI; BJIaJICHHE
TEPMHUHOJIOTHYECKAM alllapaToM; YMEHHE OOBSCHATH CYIIHOCTH, SBIIEHHH, IIPOIECCOB,
COOBITHH, NeNaTh BBIBOABI W OOOOIIEHUS, JaBaTh apryMEHTHPOBAaHHBIE OTBETHI, MPHBOIWTH
MIPUMEPBHI; CBOOOTHOE BIIAJIEHIE MOHOIOTHYECKON PEUbI0, IOTHIHOCTh M ITOCIEIOBATENFHOCTD
oTBeTa. B TecTOBBIX 3aJaHUSAX BBHIOTHSET paBmiIbHO 86-100% 3amanuii.

OLIEHUBAETCSI OTBET, OOHAPYKMBAIOLIUI IMPOYHBIE 3HAHUSI OCHOBHBIX OOBEKTOB B H3ydaeMOH
MIPeIMETHON OO0NIaCTH, OTIWYaeTcsl TAYOMHOH M TIONHOTON pAacKpBITHUS TEMBI; BJaJICHHE
TEPMHUHOJIOTHYECKUM alllapaToM; YyMEHHE OOBSICHATH CYIIHOCTb, SIBJIEHHH, IPOLECCOB,
4 COOBITHH, NIeNaTh BBHIBOABI W OOOOIIEHWsS, JaBaTh apryMEHTHPOBAHHBIE OTBETHI, MPHUBOIUTH
IIPUMEPHI; CBOOOAHOE BJIAJICHUE MOHOJIOTMYECKOH PeUbl0, JOTMYHOCTh U IOCIIEN0BATEIbHOCTh
orBera. OIHAKO AOMYCKAETCsl OAHA - IBE€ HETOYHOCTH B OTBETE.

B TecToBbIX 3amaHuAX BRITOIHSET NpaBuiIbHO 85-71% 3anaHuii.

OLICHUBACTCSI OTBET, CBUJACTEIbCTBYIOIIMH B OCHOBHOM O 3HaHMHM OOBEKTOB H3y4aeMOH
MIPEIMETHON 007acTH, OTIWYAIOIIUNACS HEIOCTATOYHOW TIYOMHOHW W TONHOTOH PacKpPBITHS
TEMbl; 3HAaHHEM OCHOBHBIX BOIPOCOB TEOPHUH; Cl1ab0 c(HOPMHUPOBAHHBIMU HABBIKAMH aHAJIN3a
SIBICHWH, TIPOLIECCOB, HEJOCTATOUYHBIM YMEHHEM [aBaThb apryMEHTUPOBAHHBIE OTBETHl W
MPUBOAUTH IPHUMEPHI; HEAOCTATOYHO CBOOOTHBIM BIIAJCHUEM MOHOJOIMYECKOH PpeUblo,
JIOTUYHOCTBIO W  IIOCJTENOBATENLHOCThIO OTBeTa. Jlomyckaercs HECKOJIbKO OIIMOOK B
COJIep’)KaHUH OTBETA.

B tecToBbIX 3aaaHUAX BBITONHAET IpaBuiibHO 70-60% 3amanuid.

OLICHWBAETCsl OTBET, OOHAPYKWBAKOIIUA HE3HAHUE TPOIECCOB HM3YyYaeMOH MpeaIMETHON
o0JIacTH, OTIMYAIONINICS HErIyOOKUM PacKPBITHEM TEMbl; HE3HAHHEM OCHOBHBIX BOIPOCOB
Teopuu, HecPOPMHUPOBAHHBIMU HABHIKAMM aHAJIM3a SBJICHUH, MPOIECCOB; HEYMEHHEM JaBaTh
apryMEHTHPOBaHHBIC OTBETHI, CIAOBIM BJIAJICHHEM MOHOJIOTUYECKOH PEUYbl0, OTCYTCTBHEM
JIOTUMHOCTH U TIOCIJIEZI0BATEIEHOCTH. JIOMYCKAIOTCS CePhEe3HbIE OMIMOKU B COJIEPKAHUH OTBETA. .
B TecToBbIX 3aAaHUIX BBIOIHAET IPaBUIBHO MeHee 59 % 3anaHuil.




OueHo4YHbBIE

cpeacTBa,

o0ecrmeYynBaroIue

AUArHOCTURY

chopmMupoBaHHOCTH

KOMHeTeHHHﬁ, 3asiBJICHHBIX B paﬁoqeﬁ NnmporpaMmme JUCIUuIJIMHbI (MOL[yJIﬂ)

Pe3ynbTaT AMAarHOCTUKHU
copmMupoBaHHOCTH
KOMIeTeHIUii*

ITokazarean

Kpurepun

CooTBercTBHE/
HECOOTBETCTBHE

NMPOMEKYyTOYHAsK
arrecranus

I1K-13

3HaTh paBUiIa
KOH(HICHI[UATLHOTO
JIEeIONPOU3BOJICTBRA,
3aIUThI
MepPCOHATBHBIX
JTAHHBIX PaOOTHUKOB
YMeTb NPUMEHSATH
TEOPETUUYECKUE
3HAHUS Ha MPAKTHUKE.
Bnaners HaBBIKaMu
BEJICHUS
KOH(HICHI[UAITBHOTO
JIEIOTIPOU3BOJICTRO.

1. 3HaHNE OCHOBHBIX
00BLEKTOB
U3y4aeMoun
IIPEIMETHON
obnactu, TIyOuHa 1
MOJTHOTA PACKPBITUS
BOIIpOCA.

2. Bnanenune
TepMI/IHOJ'IOFI/I‘-IeCKI/IM
armnapaToM u
HCIIOIL30BAHUE €r0
IIpU OTBETE.

3. VYmenne
OOBICHUTD
CYIIHOCTb SIBJICHUIA,
COOBITHH,
MIPOIIECCOB, JIeNIaTh
BbBIBOJbI 1
000011eH S, TaBaTh
apryMEHTUPOBAaHHBIE
OTBETHI.

4, Brnanenue
MOHOJIOTHYECKOU
peYbIo, JIOTHIHOCTD
u
MOCJIEI0BATEILHOCTh
OTBETa, YMCHUE
OTBeYaTh Ha
IIOCTaBJICHHbIE
BOIIPOCHI, BEIpAKaTh
CBOE MHEHHUE I10
o0cyxaaeMoit
mpooeme.

5. Ymenne
MIPUMEHSTH 3HAHUS
Ha TPaKTHKE.

OTBeTHII HA
BOIPOCHI B
o0neme Ooree
60% / "He gocTur
MTOPOrOBOT0
IMOKa3aTems

3a4€T

PazpaboTyuku:

K.M.H., JIOLIEHT
(3aHumaemas 00JIHCHOCMb)

M.B. Ky3nenosa

(unuyuansl, pamunus)

(noonucs) j/'

Hacrosimas nporpamMa He MoO:KeT OBITH BOCIIPOM3BeJeHAa HU B Kakoil (popme 0Oe3
NpeIBAPUTEIbHOI0 NMCHbMEHHOI0 paspelieHns Kadeapbi-pa3padoTyuKa NporpaMmal.



