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1. Heau u 3a1a4m QU CHUTLTHHBI

1.1. Heau TUCHUNIHHBI
OOy4uTh CTYICHTOB MIPUHITAIIAM OpTraHU3aIluy KOHPUACHIINATBHOTO JOKYMEHTO000pOTAa.

1.2. 3agaum AMCHMIIMHBI
— ITlonyueHue cTyaeHTaMH 3HAHWN O MPHUHIMIIAX TOCTPOCHHUS WH(DOPMAIMOHHBIX CHUCTEM H
CTPYKTYpE CUCTEM JOKYMEHTAIIHOHHOTO 00ECIIeUCHHST,
— YMEHHI M HaBBIKOB IO PETVIAMCHTAIMH 3aIIUThl KOHPHUACHIIMATBHBIX JOKYMEHTOB Ha BCEX
JTamnax JOKyMEHTOO0O0pOTa.

2. Mecto aucunniimubl B ctpykrype OITIOII
Hucnurnmuna «/{oxymentoenenue» (b1.5.26) orHocutcs k 61oky 1 (6a3oBast 4acTp).
[TpenmecTByONUMH ~ TUCHUIUIMHAMHA, (OPMUPYIOIIMMH  HadajdbHbIC 3HAHUS, SBISFOTCS:
OpranuzallioHHOE W MpaBoBoe  obOecrneueHue uHpopmanuoHHOW  Oe3omacHocTH, OCHOBBI
YIIPABIICHUYECKOM JESATENBHOCTH, PyCCKHII S3BIK U KYJIBTYpa pPEUH.
[TocneayromuMu TUCHUIUIMHAMU SIBISIOTCS: 3alllUTa BBIMTYCKHON KBaTU(DHUKAIIMOHHOW pPaboOTHI,
BKJIIOYAs TIOATOTOBKY K MPOLEAYPE 3AIUTHI U MPOLEAYPY 3aIHTHI.

3. TpeOoBanus K pe3yJibTaTaM OCBOCHUS AUCHHILINHBI

[Tponecc n3yueHust JUCUUIUIMHBI HallpaBiieH Ha (POPMHUPOBAHUE CIETYIOIUX KOMIETCHIUI:

—  OIIK-5 cnocoOHOCTBIO UCTIONB30BaTh HOPMATHBHBIE MPABOBHIE aKThI B MPO(ECCHOHAIBHON
NesTeIbHOCTH;

B pesynbrare usydeHus IUCHUIUIMHBI O0Y4atOIUNiCs JOKEH:

— 3HaTh TEHJCHUMHU Ppa3BUTUS HHPOPMALMOHHO-JOKYMEHTAI[MOHHOIO oOOecreYeHus ¢
IIPUMEHEHUEM HOBBIX TEXHOJIOTHI; 3aKOHOMEPHOCTH JOKYMEHTOOOpA30BaHHUS; CUCTEMbl XpaHEHUs
TEeKylled U pEeTPOCHEKTUBHON JIOKYMEHTAllMW; 3aKOHOJATENIbHbIE W HOPMAaTUBHO-METOIMYECKUE
Marepuaibl M0 AOKYMEHTHPOBAHUIO M OpraHu3alMy paboThl ¢ JOKYMEHTaMU; KPUTEPUH U IPUHIUIIBI
OLICHKM IIEHHOCTH JIOKyMEHTOB M IMOPSAJIOK OIpPENEICHUs] CPOKOB UX XPaHEHUs; HOBeHIne
MH(pOPMALIMOHHBIE TEXHOIOTUH; COBPEMEHHBIE TEXHUUECKHE CPE/ICTBA YIIPABICHUS.

— yMeThb pa3pabarbiBaTh OpraHMW3allUOHHBIE M HOPMAaTHBHO-METOAMYECKHE JOKYMEHTHI I10
o0ecrnieueHnto0 NHPOPMAIMOHHON 0E€30MaCHOCTH aBTOMAaTU3UPOBAHHBIX CUCTEM; COCTABIATh U ODOPMIIATH
T00bIe BUBI JOKYMEHTOB; IPOEKTUPOBATh YHU(PUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIMH, OCYIECTBIISATh
UX BHEJIpEeHHe U obecrieyeHHe O€30MacHOCTU C HCIIOJIb30BAHMEM aBTOMATU3MPOBAHHBIX TEXHOJIOTUM;
aHAM3UPOBaTh COCTOSHUE CUCTEMbI 3allUThl KOH(PHUIEHIMAJIbHBIX JOKYMEHTOB KOHKPETHOM
OpraHM3allM; COCTABIATh TEXHUUECKOE 33JJaHUE Ha MPOEKTUPOBAHUE CHCTEM 3allUThl HHPOPMAIIMOHHO-
JOKYMEHTAIIMOHHOTO 00eCIeYeHus JesITeIbHOCTH KOHKPETHOM OpraHu3aluy; pa3padareiBaTh IPOCKTHBIE
pElIeHUs 10 COBEPUICHCTBOBAHUIO CHCTEM 3alllUThl JTOKYMEHTAllMOHHOTO OOECIeUeHHUs YIpPAaBJIEHUS B
1eJIOM (MJTH €€ OTAETIbHBIX COCTaBHBIX YacTei); pa3pabaTbiBaTh U BHEAPATh HOBEHIINE HHPOPMAIIHOHHBIE
TEXHOJIOTMM B OpraHM3alii; I[POBECTH SKCIEPTHU3Y LIEHHOCTH JIOKYMEHTOB, IOJIrOTOBUTh HX K
apXUBHOMY XPaHEHUIO WM YHUUTOXKEHUIO.

— BJaJeTb TEPMHUHOJIOTMEHM M  CHCTEMHBIM TIOAXOJOM IIOCTPOEHHUS  3alllMIIEHHOTO
JOKYMEHTO000pOTa; HaBbIKaMU (POPMUPOBAHUS U IPPEKTUBHOIO MPUMEHEHUS KOMILJIEKCa Mep (TpaBu,
porenyp, MPaKTUYECKUX MPUEMOB, PYKOBOISAIIMX MPHUHLMUIOB, METOAOB, CPEACTB) Ul OOecredeHus
MH(OPMAITMOHHON  0E30MacCHOCTH  aBTOMAaTU3MPOBAaHHBIX CHUCTEM; CIHOCOOHOCTHIO  HCHOJIb30BATh
HOPMAaTHBHBIE NIPABOBbIE AKThI B POPECCHOHAIBHON AEITEIbHOCTH.

4. O0beM TMCUMIJIMHBI M BH/IbI Y4eOHOH padoThl
OO6mass TpyAOEMKOCTh IHUCHUUIUIMHBI cocTaBisieT 3.0 3aueTHBIX €IUHUIBI U TpeAcTaBiIeHa B
tabmuue 4.1.
Tabnuna 4.1 — TpynoeMKOCTh AUCITUTUTHHBI

Bunbl yueOHOI nesTenbHOCTH Bcero gacos CemecTpsl

8 cemectp
AyIuTOpHBIE 3aHATHS (BCETO) 36 36
Jlexun 18 18
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[IpakTrueckue 3aHATHS 18 18
W3 Hux B UHTEpaKTUBHOM hopme 12 12
CamocrosiTensHas padbora (Bcero) 72 72
BrinonHeHne ToManTHuX 3aqaHui 32 32
[IpopaboTka JIEKIIMOHHOTO MaTepuaa 16 16
[TonroroBka K MpakTHYECKUM 3aHATHSAM, CEMUHApaM 24 24
Bcero (6e3 sx3amena) 108 108
OO0mmas Tpy10eMKOCTb, 4 108 108
3adyerHbie EquHutsn 3.0 3.0

5. Conep:xaHue TUCHMILIHHBI

5.1. Pa3aesnsl JUCHUIIMHGLI 1 BUABI 3aHATHI
Paznenbl nUCHMIUIMHBI M BUBI 3aHATUH IPUBEICHBI B Ta0uie 5.1.
Tabmuna 5.1 — Pa3gensl AUCHUIUIMHEL U BUABI 3aHITHH

Ha3zBaHus pa3zenoB AUCHUILIUHBI 2L 283 SRS e 8EL=28 =
8 cemectp
1 JIokyMeHT, ero cBoiicTBa, QyHKIUH U 2 0 4 6 OIIK-5
MPU3HAKH
2 JIoKyMEeHT Kak OObEKT HamaJeHus 1 4 4 18 26 OIIK-5
3alIUTHI
3 CiocoOBbI ¥ CpeacTBA JOKYMEHTUPOBAHUS 4 4 18 26 OIIK-5
4 CtpykTypa IOKyMEHTa, €T0 COCTaBJICHUE U 4 4 14 22 OIIK-5
odopmiieHrE
5 Knaccugukamus 10KyMeHTOB U CUCTEM 2 6 18 26  OIIK-5
JOKYMEHTHUPOBAHHS
6 MeTonuka periaMeHTaluu CoCTaBa 2 0 0 2 OIIK-5
KOH(UACHIIMAIBHBIX IOKYMEHTOB
Hroro 3a cemectp 18 18 72 108
Hroro 18 18 72 108
5.2. Conep:xanue pa3aejioB JUCHUIIHHBI (110 JEeKIIUAM)
Coneprkanue pa3esioB JUCHUTIINH (TIO JIEKIMSIM) MPUBEICHO B Taduie 5.2.
Tabnuna 5.2 — ConepxaHue pa3esoB JUCIMILINH (TI0 JISKLIUSAM)
{0 ¥ o) o o
Ha3zBanus pa3nenos Coneprxanue pa3aesioB TUCIHUIUINHEI 110 JIEKIMsIM 5 & S 34 = 3 2
8 cemecTp

1 JTokymeHT, ero [TousTus nudopmanms, cooOIIeHNnE, TOKYMEHT. 2 OIIK-5
CBOMCTBA, (DYHKIMH U CaoiicTBa HHpOpMALIMH, COOOIIEHUS U JOKYMEHTA.
MPU3HAKH OyHKIMKM coo0meHui U TokyMeHTa. OCHOBHBIE

npu3Haku AokyMmeHTa. KoHpuaeHnmnapHOCT

UHpOPMaIUHN U KOH(UACHIIHAIBHOCTD JOKYMEHTOB.

Hroro
2 JIokyMeHT Kak 00beKT  OCHOBHBIE TEH/ICHIIMH UCTIOIb30BaHMS COBPEMEHHBIX 4 OIIK-5
HAITaJICHHS U 3aIIUTHI MH(POPMAITMOHHBIX TEXHOJIOTHH B 00eCTICUeHUH

yIpaBJIeHYE€CKOM JesiTeIbHOCTH. OCHOBHBIE

3aKOHOJIATEIIHHBIC U METOOJIOTHUECKUE
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3 Crioco0sI 1 cpencTBa
JOKYMEHTHUPOBaHHS

MPEINOCHIIKYA PACCMOTPEHUS JOKYMEHTA Kak 00beKTa
Hamaj eHus U 3amuThl. OpraHu3aoHHbIe U
TEXHUYECKHE KaHaJbl HECAaHKIIMOHUPOBAHHOTO
JocTyna K 10KyMeHTaM. JIOKyMEHTBI ¥ IEPCOHAI.

HUroro

3amauu 3amuThl THGOPMAIIUH IIPH €€
JIOKyMeHTUpOBaHUU. OCHOBHBIC CITOCOOBI U CPECTBA
nokymeHTHpoBaHus. Kimaccudukanmst Hocutenen
JIOKyMEHTHUpOBaHHOM nH(popMaruu. [TomIMHHOCTD
JTOKyMeHTOB. [1o/yTMHHBIE U TTO/IIOKHBIE TOKYMEHTHI.
Bunpr dhanscudukanum 10kyMeHTOB. CIOCOOBI
3aIUTHI TOKYMEHTOB OT (hajbcuduranuu.

SN

OIIK-5

HUroro

4 CtpykTypa JOKyMEHTa,
€ro COCTaBJICHHUE U
odopmiieHrE

5 Knaccudukanus
JIOKYMEHTOB U CHCTEM
JOKYMCHTHUPOBAHHUA

6 Metonuka
pernamMeHTanuu cocTaBa
KOH(UIEHITUATBEHBIX
JIOKYMEHTOB

Tunsl v BUABI JOKyMEHTOB, HX KJIaCCU(pHUKALIUS.
OO6ume TpeGoBaHUs K COCTABICHUIO H O(OPMIICHHIO
NOKyMeHTOB. OCOOCHHOCTH COCTABJICHUS U
oopMIICHHST OT/IEIBHBIX BU/IOB YIIPABICHYCCKHX
NoKyMeHTOB. OCOOCHHOCTH COCTABJICHUS U
o(opMIICHHST OTIEIIEHBIX BUIOB TEXHHUYESCKHX
JIOKyMeHTOB. TpeOoBaHuUS K COCTABICHHIO U
oopmIIeHNIO0 KOH(DUICHINATBHBIX JTOKYMEHTOB.

S

OIIK-5

Hroro

MeTtons! kaccupuKauKu U KOIUPOBAHUS JOKYMEHTOB
u cucrteM gokymeHTanuu. Knaccudukanus
JIOKYMEHTOB U Jie1. MeTouka coCTaBICHUs
kiaccupukaropoB. CUCTEMBI JOKYMEHTAIIHUH.
YHupUIMpOBaHHBIE CUCTEMBI TOKYMEHTALIUH.

N

OIIK-5

Hroro

Orarnbl onpeaesieHns cocTaBa KOHPUACHIIMATbHBIX
JNOKyMeHTOB. OCOOEHHOCTHU OIPE/IENIEHHsI COCTaBa
MH(pOpMaIH, OTHOCSILEHCS K CIIy’)KeOHO! TalHe.
OcHOBHBIE TpeOOBaHMsL, PEIbIBISEMbIE K
COCTaBJICHUIO U 0()OPMIICHUIO NTEpEUHEN
KOH(UACHIMAIBHBIX CBEJCHUN U U3aBaEMbIX
KOH(QHIEHIIUATbHBIX JOKYMEHTOB.

HUrtoro

N

OIIK-5

2

Nroro 3a cemecTp

18

5.3. Pazaesbl AMCUMILUIMHBI M MEKIMCUMILUIMHAPHBIE CBSI3H ¢ 00ecneYnBAKIIUMHY (PeAbLTYIIUMHU)
U o0ecneyrBaeMbIMH (IMOC/IEAYIOIIUMH) TUCHUIITIMHAMH
Paznensl MUCHUTUIMHBI U MEXIUCHUIIIMHAPHBIE CBSI3U ¢ 00ECTIEUYUBAIONTUME (TIPEIBITYITIMHI) U
obecreynBaeMbIMU (TIOCJIETYIONTUMH ) TUCITUTUTMHAMHE TPEICTAaBICHBI B TabuIe 5.3.
Tabnuua 5.3 — Paznensl IUCIUTUTMHBI B MeXAUCIUTITHHAPHBIE CBI3H

No paznenoB qaHHOUM AMCIUIUIMHBI, AJ1 KOTOPBIX HEOOXOIUMO
M3ydeHre 00eCneunBarouX U 00ecneunBaeMbIX JUCIUILTUH

1 2 3 4 5 6

HpCIIHleCTBy'IOH_[I/IC JAHUCIUITIINHBI

HammMeHnoBanme JUCIUITIINH

1 OpranuzalioHHOE U IPABOBOE

8 + + + + + +
obecrnieueHre NHGOPMAIIIOHHOM
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0€e30I1aCHOCTH

2 OCHOBBI yNpaBI€HYECKON
JeSITeIbHOCTH

+ + + + + +

3 Pycckuil s3bIK ¥ KYJIBTYpa peuu + + + +

[Tocnenyromue TUCITUATIITAHBI

1 3amura BbITYCKHOM
KBaJM(PHKALMOHHOM pabOoThI, BKITFOUAs
HOATOTOBKY K MPOLEAYPE 3alUThI U
IpOIEeIyPY 3aIIUTHI

5.4. CooTBeTcTBHE KOMIIETEeHIIM, (POPMUPYEMBIX P U3yYEeHUH TUCHHUILUIUHBI, 1 BUIOB 3aHATHI
CootBercTBHE KOMIETEHUUN, (HOPMUPYEMBIX MPH H3YyYECHUH AUCHMILIAHBL, U BHUJIOB 3aHITHIA
NpeICTaBICHO B Tabmuie 5.4.
Tabnmuna 5.4 — CooTBETCTBHE KOMIETEHIIMH, (HOPMHUPYEMBIX MPU HM3YyYEHUU IUCIMIUIMHBI, U BHJIOB
3aHATUN

2 = Bubl 3aHaTHI

= T = DOopMBI KOHTPOJISI

QS o o . S - < - S - o< -

< e = Eax 8= O = Qv

OIIK-5 + + + oMallHee 3aganue, OT4er mo
9

WHIUBUIyaJIbHOMY 3aJaHUIO,
KoHcIekT caMonoaroToBKy,
3amuTa otyera, Onpoc Ha
3aHATUIX, 3a4eT, Tect, OTUeT 1o
MIPAKTUYECKOMY 3aHSITHIO

6. UnTepakTUBHBIE METO/IbI U (POPMBI OPTraHU3AL UM 00yYeHH S
TexHOMOTMY HHTEPAKTUBHOTO O0YUEHHS PU pa3HbIX (opMax 3aHATUI MpHUBeneHBI B Tabmuie 6.1.
Tabmuma 6.1 — TexHOIOTMH UHTEPAKTUBHOTO 00YYEHHUs IPU Pa3HBIX popMax 3aHATUI

WNHTrepakTuBHbIC IpakTHYecKue  HTEepakTHBH
Metoasl Bceero, u
3aHATHUSA, Y bl€ JIEKIIUH, Y
8 cemecTp
[TpesenTanuu ¢ NCNOIB30BaHUEM 6 6 12
CJaiIOB ¢ 00CYXKICHHUEM
Case-study (MeToa KOHKPETHBIX 0
CUTYaIHil)
Pemenne cuTyaliuoHHBIX 3a1a4 0
Hroro 3a cemectp: 6 6 12
Uroro 6 6 12
7. JIaGopaTtopHbie padoThI
He npenycmorpeno PYIIL.
8. IIpakTnyeckune 3aHATHS (CEMHHAPDI)
HanmMeHnoBaHMe nMpakTHUECKUX 3aHATHNA (CEMUHAPOB) MPUBEICHO B Tabnuiie 8.1.
Tabnuna 8.1 — HaumeHoBaHue NPaKTUYECKUX 3aHATHH (CEMHHAPOB)
o [
HasBauus pasienon HanMmeHOBaHIe MPaKTHYECKHX 3ansTHii (cemumapos) { 8 € 82 = & 8
8 cemectp
2 JlokyMeHT Kak 00bekT  KaHanbl HeCaHKIIMOHUPOBAHHOTO JOCTYIIA K 4 OIIK-5
Hama/IeHus U 3alUThI JIOKyMEHTaM
Htoro 4
6




3 CnocoOb1 u cpenctBa  CriocoObI U cpeicTBa TOKYMEHTHPOBAHHMS 4 OIIK-5
JIOKYMEHTUPOBAHUS Vitoro
4 Ctpykrypa 1OKyMeHTa, Tumsl U BUIbI TOKYMEHTOB QOpMYIISIp TOKYMEHTA U 4 OIIK-5
€ro COCTaBJICHUE U ero cocraBHble 4acTu OCOOEHHOCTH COCTABJICHUS U
odopmiieHue o opMIIeHHUS TOJIOKEHHM, TPOTOKOJIOB,

noctanoBIeHU OCOOCHHOCTH COCTaBJICHUS U

ogopmIIeHUsI TPUKA30B, PACTIOPSHKEHUN U YKa3aHUMA

OCOOEHHOCTH COCTaBICHUS U O(OPMIICHUS

TEXHHYECKOTO 3aaaHusa, orueta o HUP

Hroro 4
5 Knaccudukanus Mertonb! knaccuukanu, KOTUPOBAHUS U 6 OIIK-5
JIOKYMEHTOB U CUCTEM UHICKCUPOBAHUS IOKyMEHTOB U CUCTEM
JIOKyMEHTUPOBAHUS JIOKyMEHTUPOBAHUS

Hroro 6
Hroro 3a cemectp 18

9. CamocTosiTesibHasi padoTa
Bunsl camocrosiTensHOM paboThl, TPYAOEMKOCTh U (POPMHUPYEMbIE KOMIIETEHIIUH MPEICTABICHbI B

tabnuue 9.1.
Tabmuua 9.1 — Bunel caMocTosTenbHON PabOThI, TPYIOEMKOCTh U (hOpMUPYEMbIE KOMIETCHIIHH
Bussl camoctosTensHoit XL & 4 2 2 E
Ha3zBaumus paznenon g 235 3 g 2 DOopMBI KOHTPOJISI
paboThI ~ 0 0= B 2
8 cemectp
1 JoxymeHT, ero [IpopaboTka JIEKITMOHHOTO 4  OIIK-5 3auer, Koncnekr
CBOICTBa, QYHKIINH U Marepuala camomnoArotoBku, Onpoc
MIPU3HAKU Vroro 4 Ha 3aHATUAX
2 JloxymeHT kak o0bekT  [loaroroBka k 6 OIIK-5 JloMmamaee 3aganue, 3a4erT,
HaraJeHus 1 3aIIUThI MPAKTUYECKUM 3aHATHSIM, Koncnekr
CeMUHapam caMonoJroToBku, Onpoc
Ha 3aHATHIX
[IpopaboTka JIEKITMOHHOTO 4 asa
Marepualna
BrlinonHenne noMamHmnx 8
3aJaHui
Uroro 18
3 CriocoOsbI U cpencTBa [TonroroBka k 6 OIIK-5 Jomaminee 3amanue, 3ader,
JIOKYMEHTUPOBAHUS MPaKTUYECKUM 3aHATHSIM, Ornpoc Ha 3aHATHSIX
CeMHHapam
[TpopaboTka JEeKIIMOHHOTO 4
Marepuana
Brlinonnenue noMamHmx 8
3aJaHui
Uroro 18
4 Crpykrypa nokymenta, IloaroroBka k 6 OIIK-5 Jomamnee 3ananue,
€ro COCTaBJICHUE U MPAKTUYECKUM 3aHATHSIM, Ornpoc Ha 3aHATHIX
odopmiieHue ceMuHapaMm
BrimotHeHME TOMaTHIX 8

3aJIaHUN
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Utoro 14
5 Knaccudukanus [ToxgroroBka k 6 OIIK-5 JloMmamaee 3amanue, 3a4erT,
JIOKYMEHTOB U CUCTEM MPAKTHYECKUM 3aHATHM, Onpoc Ha 3aHATUSX,
JIOKYMEHTUPOBAHUS ceMUuHapaMm OT4eT 1o MPaKTUIECKOMY
[TpopaboTka JIEKITMOHHOTO 4 SaHATHIO
Marepualia
BrimonHenue qoManiHux 8
3aJaHUN
Htoro 18
Hroro 3a cemectp 72
Uroro 72
10. KypcoBasi padora (npoekr)
He npenycmorpeno PVYII.

11. PeiiTuHroBasi cucteMa /IJisi OEHKH YCIIeBAeMOCTH 00y4Yar0IIUXCS

11.1. banjbHble OLEHKH JJIS1 3J1eMEeHTOB KOHTPOJIsI
Tabmuna 11.1 — bayutbHBIC OIIEHKH JIJIS1 SJIEMEHTOB KOHTPOJIS

. N MakcumanbHbIN
. MaxkcuManbHbIN MaxkcuManbHbIN
OneMeHTbl yueOHOU 0asu1 3a mepuoza Bcero 3a
6amt Ha 1-yto KT ¢ Gamn 3a nmepuon
NEATEIIbBHOCTU mexny 2KT u na ceMecTp
Hauasa ceMectpa  mexay 1KT u 2KT
KOHEI[ CeMecTpa
8 cemecTp
JomarmHee 3aganue 5 5 4 14
3ager 30 30
3amuTa oT4eTa 1 1 1 3
Koncnekr 1
CaMOTOATOTOBKH
Omnpoc Ha 3aHATHAX 2
Otuer o 3
UH/IUBUIYaIbHOMY
3aJJaHUIO
OTueT 1Mo NMPaKTHYECKOMY 15 15 10 40
3aHATHUIO
Tecr 5 5
HToro makcumym 3a 21 23 56 100
nepuo
Hapacraromum ntorom 21 44 100 100
11.2. Ilepecyer 0a/1710B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKH
[Tepecuet OamioB B OLIEHKHU 32 KOHTPOJIBHBIE TOUKH MpecTaBieH B Tadmmie 11.2.
Ta6muna 11.2 — Ilepecuer 0a1oB B OIIEHKH 32 KOHTPOJIHBIE TOUKH
baniel Ha 1aTy KOHTPOJIBHON TOUKU Onenka
>90% ot MakcuMaIbHOU cyMMBbI OaioB Ha naty KT 5)
Ot 70% 10 89% ot MakcuManbHON cyMMbl OansioB Ha nary KT 4
Ot 60% 10 69% OT MakCUMaIbHON CyMMBI OaiioB Ha nary KT 3
8
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< 60% ot MakcuManbHOU cymMMbl OaioB Ha gary KT 2

11.3. Ilepecyet cymMMbl 02/1J10B B TPAAUIIHOHHYI0 M MEKTYHAPOIHYIO OLIEHKY
[Tepecuer cymMbl OaIoB B TPAJUIIMOHHYIO M MEXIYHAPOIHYIO OILICHKY MPEICTaBIICH B TAaOIHIIE
11.3.

Tabmuma 11.3 — IlepecueT cyMMbI OaJUIOB B TPAAULIMOHHYIO U MEKIYHAPOIHYIO OLIEHKY
Htoroas cymma 6asios,

Ouenka (I'OC) YUYUTBIBAET YCIICIIHO CAAHHBIN Ouenka (ECTS)

HK3aMEeH

5 (omMuHO) (3a4TEHO) 90 -100 A (OTIM4HO)
85 -89 B (ouens xoporio)

4 (xopo1o) (3a4TeHO) 75-84 C (xoporo)
70-74
65 - 60 D (ynoBieTBOpUTENBHO)

3 (YyAOBIETBOPHUTENBHO) (3a4TEHO) 60 - 64 E (HocpeicTaeno)
2 (seynoBIIeTBOPHTEIHHO) (HE Hwuxe 60 6ammoB F (neynoBneTBopHUTEIIbHO)

3a4TEHO)

12. YuyeOHO-MeTOAMYECKOE U MH(OPMAIITUOHHOE O00ecTiedeHue TUCIUIINHBI

12.1. OcHoBHas JuTeparypa

1. JlokymMeHTOBelIEHHE : YUYEOHMK W MPAKTUKYyM JUIsl aKajeMuveckoro OakamaBpuara / JI. A.
Hoponuna [u np.] ; mox pen. JI. A. Jloponunoit. — 2-e¢ usn., nepepad. u gon. — M. : M3marenscTBO
HOpaiit, 2018. — 309 c. — (Cepus : bakanaBp. Axagemuueckuii kypc). — ISBN 978-5-534-03053-2.
[Dnexrponnsii pecype] - Pexxum goctyna: https://biblio-online.ru/viewer/DEO6DE28-E4E5-49FB-A620-
EEFAA357421B/dokumentovedenie#page/1, nara obpamenus: 07.06.2018.

2. CoBpeMeHHOE JIeJIONmpOu3BOACTBO: YuebHoe mocobme / M.B. Kupcanosa; Poccwuiickas
Axanemus roc. ciyx0sl npu I[Ipesugenre PO (PAI'C). - 4-e uzn. - M.: HULl UH®PA-M,2014 - 312c.:
60x90 1/16. - (Bwiciiee obpasoBanme: bakamasp.). (m) ISBN 978-5-16-004491-0: B apyrom wmecre,
http://znanium.com/bookread2.php?book=395921 [Onextponusiii pecypc] - Pexum gocryma:
http://znanium.com/catalog/product/395921, nara o6pamenus: 07.06.2018.

12.2. lononHMTEIBHAS IUTEPATypa

1. Kysnenos, U. H. JlokymMeHTallMOHHOE oOecreueHre YNpaBiI€HUsS M JI€JIONPOU3BOACTBO :
yuebHuk ans 6akanaspoB / . H. Ky3neuos. — M. : UsnarensctBo FOpaiit, 2015. — 575 ¢. — (Cepus :
bakanasp. [Ipuknaanoit kypc). — ISBN 978-5-9916-3606-3.: [DnexTponHsIii pecypc] - Pexxum nocryma:
https://biblio-online.ru/viewer/8E1A3667-AB58-4A55-B794-FCOFOD93A8AF/dokumentacionnoe-
obespechenie-upravleniya-i-deloproizvodstvo#page/1, nara obpamenus: 07.06.2018.

2. Kynses, H. H. KonduaeHnmampHOEe IEIONPOU3BOACTBO M 3AIIHUIICHHBIA 3JICKTPOHHBIN
TOKYMEHTO000poT [DnektponHbiii pecypc] : yuebnuk / H. H. Kynses, A. C. Hémymxkun, A. TI.
®abpuunoB; non obmi. pen. H. H. Kynsesa. - M.: Jloroc, 2011. - 452 c. - (HoBast yHuBepcurerckas
oubmuoreka). - ISBN  978-5-98704-541-1. [Onexktponsbsiii pecypc] - Pexum pocryna:
http://znanium.com/bookread2.php?book=468998, nara obpamienus: 07.06.2018.

12.3. YueOHO-MeTOAUYECKHE MOCOOUS

12.3.1. O0s3aTebHBIC y4eOHO-MeTOAMYECKHE T0COOHs

1. Ilerpoma, I. B. JlokymeHTOBeneHune: MeToauveckue yka3zaHUsi K MPAKTHUECKUM 3aHATUSM
[Dnexrponnsiii pecypc] / I. B. Ilerposa, . A. Paxmanenko — Tomck: TYCVYP, 2016. — 31 ¢. — Pexum
nocryna:  https://edu.tusur.ru/publications/7711  [OnektpoHHblif  pecypc] - Pexum  gocryma:
https://edu.tusur.ru/publications/7711, nara o6pamenus: 07.06.2018.

2. Meroanueckue yka3zaHUs JJIsl BHIIOTHEHHUS CAMOCTOSTENIbHON U MHAUBHUIYaIbHON pabOThI MO
UCOUIUINHE "lokymeHTOBEeIEHUE" Pexum JlocTymna:
http://Kibevs.tusur.ru/sites/default/files/files/upload/metodicheskie_ukazaniya po_samostoyatelnoy i_ind
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ividualnoy_rabote_studentov.pdf [DneKTpOHHBIN pecypc] - Pesxxum JOCTYyTIA:
http://kibevs.tusur.ru/sites/default/files/files/upload/metodicheskie_ukazaniya po_samostoyatelnoy i _ind
ividualnoy rabote studentov.pdf, nara o6pamenus: 07.06.2018.

12.3.2. Y4yeOHO-MeTOAMYECKHE TTOCOOUS JISl JIMI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 310POBbS U
HHBAJINI0B

Y4eOHO-METOMUYECKUE MaTepPHAIIBI JIJIsi CAMOCTOSTEIPHON U ayAUTOPHON PabOTHI 00yJaroIIMXCs
W3 YKCia JIMI ¢ OTPAaHUYCHHBIMUA BO3MOKHOCTSIMH 370POBbS M MHBAJIHUIAOB MPEAOCTABISIOTCSA B (hopmax,
aIaTUPOBAHHBIX K OTPAHHYCHUSM UX 3JI0POBBS U BOCTIPUSATHUSI HHPOPMAIIHH.

JLJ1s1 JIMI ¢ HAPYIIIEHUSIMU 3PEeHUsI:

- B (hopMe PNIEKTPOHHOTO IOKYMEHTA;

— B IIe4aTHOW (hopMe YBEITUUEHHBIM IIPH(PTOM.

JlJ1st 1M1 ¢ HAPYIIEeHUSIMU CJIyXa:

- B (hopMe PIIEKTPOHHOTO IOKYMEHTA;

- B TIe4aTHOU (hopme.

Jlais1 U1 ¢ HAPYIIeHUSIMU ONIOPHO-BUTaTeILHOI0 annapara:

- B (hopme 37EKTPOHHOTO IOKYMEHTA,;

- B Ie4aTHOU (hopme.

12.4. IlpodeccuonasibHbie 0a3bl JAHHBIX U HHPOPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI

1. ®epepanbHas chnyxba MO TeXHUYECKOMY U 3KkcrnoptHoMmy KoHTpoiato PCTIK Poccun
https://bdu.fstec.ru/documents

2. lleHTp KOMIIETEHIIMH IO BOMPOCaM JOKYMEHTAI[MOHHOTO OOECHeueHUs YIpaBlIeHUS U
apxuBHOTro nena http://edou.ru/

3. Hudopmanronno-npaBoBoi noprain http://www.garant.ru/

13. MarepuaibHO-TeXHHYECKOe 00ecrieyeHue TUCHHUILINHBI U TpedyeMoe MPOrpaMMHoOe
o0ecreuenue

13.1. O6uue TpedoBaHNs K MATEPHATbHO-TEXHMYECKOMY M MPOrPAMMHOMY 00ecredeHn 0
AMCUMILTNHBI

13.1.1. MarepuaJIbHO-TeXHHYECKOE M IPOrpaMMHOe o0ecredeHne I JeKINOHHBIX 3aHATHI
s mpoBenieHus 3aHATUN JIGKIMOHHOTO THUIA, IPYNIOBBIX U WHAWBUIYAJIbHBIX KOHCYIBTAIU,
TEKYLIECTO KOHTPOJA U HpOMe)KYTO‘lHOI;'I aTTCCTAllUU HUCIIOJIB3YCTCA yqe6Ha$[ ayauTopusa € KOJIHUYECTBOM
MOCAJOYHBIX MECT He MeHee 22-24, 000opynoBaHHAas JTOCKOM M CTaHAApTHOW yueOHOM Mebenbio. MMeroTcs
JEMOHCTPAIIMOHHOE 000pyI0BaHWE M Yy4eOHO-HAIISAHBIE TOCOOUs, 00ECIeYnBaIOIINE TEMaTHYECKUE
WITIOCTPALUH 110 JICKIIMOHHBIM pa3zeaM JUCLUIUINHBL

13.1.2. MarepuaJIbHO-TEXHHYECKOE M IPOrpaMMHOe o0ecredeHue I MPAKTHYEeCKUX 3aHATHI
Aynutopust IHTepHET-TeXHOIOTUi 1 HH(POPMALMOHHO-aHAINTUYECKON 1eATEIbHOCTH
ydyeOHasi aynuTOpHsl I TPOBEICHUS 3aHSATHUW JICKIIMOHHOTO THIIA, ydeOHas ayauTopus s
IIPOBENICHU 3aHATUI MPAKTUUECKOTo TUIIA, yueOHas ayAUTOpus JJs IPOBEACHUS 3aHATHH 1a00opaTopHOro

THUIIA

634045, Tomckas obmacts, . Tomck, yn. KpacHoapmeiickas, 1. 146, 402 ayn.

Ornrcanre UMEIOIEToCs 000PYyIOBaHHUS:

- DKpaH pa3aBUKHOM;

- MynsTumenuiinsiii npoextop View Sonic PJD5154 DLP;

- Kommneroreper AMD A8-5600K/ ASUS A88XM-A/ DDR3 4 Gb/ WD5000AAKX 500 Gb (15
IIT.);

- Kommuiekt cniennanusupoBanHoi yueOHON Mebenu;
- Pabouee mecTo mpenomaBarens.

[TporpamMHoe oOecnieueHue:

— Kaspersky endpoint security

— Microsoft Windows 10
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13.1.3. MarepuajibHO-TeXHHYECKOEe U IPOrPaAMMHOe obecredyeHne IJIsl CAMOCTOSITeIbHOM padoThl
st camocTosATeIbHOM pabOThl MCHONB3YIOTCS Y4YeOHBIE ayaIuTOpUU (KOMITBIOTEPHBIE KIIACCHI),
PacCTOI0KEHHBIE TI0 apecam:
- 634050, Tomckast obmacts, T. Tomck, Jlennna npocnexr, 1. 40, 233 ayn.;
- 634045, Tomckast o6macTb, . Tomck, yn. Kpacnoapmetickas, a. 146, 201 ayn.;
- 634034, Tomckas o6aacTs, I. ToMck, Bepmmanna ynuna, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacThb, . Tomck, Bepmmauna ynuna, 1. 74, 207 ayn.

CocraB 000pyn0OBaHuUsA:

- yueOHast MmeOerb;

- komnbioTepsl kiaacca He Huxke [I9BM INTEL Celeron D336 2.81T1. - 5 it

- KOMIIBIOTEPHI MOJKIIOUEHB K ceTu «VHTepHeT» M 00ecrneynBaloT AOCTYH B 3JIEKTPOHHYIO
nH(POPMALIMOHHO-00pa30BaTEIbHYIO Cpey YHUBEPCUTETA.

[lepeyeHp MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 mis Windows;
- 7-Zip;

- Google Chrome.

13.2. MarepuajibHO-TeXHHUYECKOEe O0ecnedeHne U CHUIJINHBI ISl JIUI[ ¢ OTPAHNYeHHbIMHU
BO3MO’KHOCTSIMM 310POBbSI  HHBAJIU/10B

OcBoeHME IUCUUIUIMHBI JINIAMU C OTPAHUYEHHBIMU BO3MOYKHOCTSIMM 310POBbS W HWHBaJIUIaMU
OCYILECTBIISIETCS C UCTIONB30BaHUEM CPEACTB 00YUEeHHUs OOIIETO W CIEIMAIbHOTO Ha3HAUCHHMS.

[Tpu 3aHATHAX ¢ OOydarOUIMMUCA € HAPYLIEHHSIMH CJIyXa [PEeJyCMOTPEHO MCIIOIb30BAHUE
3BYKOYCUJIMBAIOIIEH amnmaparypbl, MYJIbTUMEAUMHBIX CpPEIACTB W JPYIHMX TEXHMUYECKUX CPEICTB
npuema/mepenadu ydeOHOW MHGpOpMAaLUU B AOCTYNHBIX (opMax, MOOMIIBHOM CHUCTEMBI MpErojaBaHUs
Uil 0Oy4aIOMIMXCS C WHBAIMAHOCTBIO, MOPTATUBHOW MHIYKIIMOHHON CHUCTEMBI. YueOHas aynmuTopus, B
KOTOpPOW 3aHMMAIOTCSl OOyyaroIiuecss ¢ HapylIeHHEeM cilyxa, 00OpylOoBaHa KOMIIBIOTEPHON TEXHHUKOH,
ayIMOTEXHUKOH, BUICOTEXHUKOU, MIEKTPOHHOMN JOCKOH, MYIIBTUMEINHHON CUCTEMOM.

[Tpu 3aHATHAX C OOYYAIOUIMMHUCS € HAPYLIEHUSIMH 3PeHUSIMM IIPEIYCMOTPEHO UCIIOJIb30BaHHE B
JIEKIMOHHBIX U YU€OHBIX ayAUTOPUSIX BO3MOKHOCTH ITPOCMOTPA YAAJIEHHBIX 00BEKTOB (HallpUMep, TEKCTa
Ha JIOCKE WM Cllaiifia Ha SKpaHe) MpH MOMOIIM BUAECOYBETUUUTENEH 17151 KOM(OPTHOTO MPOCMOTpa.

[Ipu 3aHATHAX ¢ OOYyYalOIIMMHUCA € HApPYLIEHHMSIMM OINOPHO-IBMIaTeJIbHOIO ammapara
HCIIONIB3YIOTCSl aJIbTepHAaTUBHBIE YCTpPOMCTBa BBOAA HH(OpPMAMU U JApyrue TEXHUYECKHE CpeiCcTBa
npuema/mepenadu ydeOHOW HMHGpOpPMALUU B AOCTYMHBIX (popMax, MOOMIIBHOW CHUCTEMbI OOy4YeHMS JUIs
JIIOAEN C MHBAJIIMIHOCTBIO.

14. OueHo4yHbIe MaTepHaJIbl 1 METOAHMYECKHE PEKOMEHAANMH 110 OPraHN3alUM U3yYeHHUs
JTUCIHHUIIINHEI

14.1. Conep:kanue OLCHOYHBIX MATEPHAJIOB M METOAHMYECKHE PEKOMEH AN
21.]'[5[ OLICHKU CTCIICHU C(l)OpMI/IpOBaHHOCTI/I U YPOBHS OCBOCHHUA 3aKPCIUICHHBIX 34 JIHCHI/IHJIHHOﬁ
KOMITETEHIII UCIIONIBb3YIOTCSl OLIEHOUHBIE MaTepUabl B COCTABE:

14.1.1. TecToBbI€E 3a1aHUA
1. I[Tporecc co3nanust u opopMICHUS JOKYMEHTA 3TO:
A. Jlenonpoun3BoACTBO;
b. lokyMeHTHpOBaHHUE;
B. Crangapruzanus;
I'. Yauduxarms.

2. [latite onpenenenune tepmuny «MHpOpMaInsy, KOTOPOE 3aKOHOIATEIHHO 3aKPEIIICHO.

A. DTo cBejeHus O JMIAX, MpeAMETax, SBICHUAX U MpOIeccax, HE3aBHUCUMBIX OT (OpMBI HX
MIPEJICTaBICHHUS,
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b. PykonucHbI WM MAalIMHHBIA TEKCT, HAITMCAHHBIA YEJI0BEKOM;

B. Curnain unu ¢akT, OnuChIBAIONNN KaKoe-1100 sSBIECHUE;

I HaGop omucarenbHOM XapaKTEpPUCTUKH, KAaKOrO-TMOO IMpeaMeTa, ¢ IeIbI0 HCIOIb30BaHUS
JFObMU.

3. SI3p1IKM TOKYMEHTHPOBAHUS B allapare yIpaBiIeHUs JEJATCS Ha:

A. Ha TexHu4ecKkuii 1 MCKYCCTBEHHBIHU SI3bIK C UCIOIb30BAHUEM COOTBETCTBYIOIIETO HOCUTEIIS;
b. Ha pycckuii 1 ”HOCTpaHHBIN A3bIKH;

B. fI3bIku cO 3HaKaMu IIpeNnUHaHUA U O€3;

I'. Ha ecTecTBEeHHBIE U HCKYCCTBEHHBIE I3BIKU C UCIOJIb30BAHUEM COOTBETCTBYIOIIETO HOCUTEIIA.

4. Boibepere (pyHKIHIO TIOKyMEHTa HE OTHOCSIIIYIOCS K OCHOBHBIM:
A. YrpaBieHueckas;

b. KommyHukarvuBHas;

B. Kynerypnas;

I'. [ToyuurenbHas;

5. Beibepete BepHYIO Ki1accu(UKALMIO TOKYyMEHTOB 110 CPOKaM XpaHECHHUS:
A. Jlo 10 mer, cBoimre 10 set, Be4HbIC,

b. lo 5 ner, no 15 net, cBoime 15 neT;

B. Jlo 3 net, no 10 net, BeuHbIe;

I'. Io 1 roxa, no 10 neT, BeuHkic;

6. Jlalite npaBunbHOe onpezeneHue abopesuarypsl OP/] B ob6nactu kinaccupukayy J0KyMEHTOB
A. OObeKTUBHO-pallMOHAIbHAS TIOKYMEHTALUS;

b. OnucarensHO-pacnpeaenuTenbHas JOKyMEHTALMS;

B. OnieHouHO-pyKOBOSIIAS TOKYMEHTAIINS;

I'. Opranu3anOHHO-PACHOPSAUTENbHAS TOKYMEHTALUS.

7. Ykaxure pazznein, kotopslid HE BXoquT B TeKCT TUIIOBOTO ycTaBa?
A. PykoBOICTBO;

b. Peoprannszanus u MTMKBUIALNS TIPEATIPUSITHS;

B. IloreHnnanbHbIe yrpo3sl AEATEIbHOCTH;

I'. B3auMoOTHOIIIEHUS, CBSI3H.

8. TexcT nmpukasa 110 OCHOBHOM J€ATEIBHOCTH COCTOUT U3 YaCTEH:
A. KoHcratupyomas u pacrnopsiuTenbHasi;

b. OnucarenpHas, KOHCTaTUPYIOLIasl, paCOPSAUTENbHAS;

B. PacnopsurensHas;

I'. OnucarenbHast U paciOpsAUTEIbHAS.

9. Jlaroii cipaBKH SIBJISIETCS Jara:

A. CocraBieHus CIIpaBKu;

b. Ilognucanus cripaBky;

B. 3 nH4 ¢ 1aTel cOCTaBICHUS CIIPABKY;

I". 2 paGouux mHS C 1aThl TOJIMUCAHUS CIIPABKH.

10. MakcuManbpHBIA CPOK JOBEPEHHOCTH:
A. 1 r1ona;

b. 2 rona;

B. 3 rona;

I. 5 ner.

11. B xako# cpok JTOJDKHO OBITH PAaCCMOTPEHBI 3asBJICHUS U 5Kaj00bl TpaXkaaH (KpoMe JOKYMEHTOB
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TPeOYIOIUX JTONMOTHUTENBHBIC TOBEPKH)?
A. 1o 7 paGouux aHEH;
b. mo 1 mecsma;
B. 1o 15 pabGouunx mHEe, UCKITIOUas EPBHIN YeTBEPT MeCAIla U THA WHBEHTApU3AIUH;
I'. Do 2 mecsiueB.

12. Kakoro BuJ1a HOMEHKJIATyphl HE CYIIIECTBYET:
A. UnguBuayanbHas;

b. Tunogas;

B. Ilpumepnas;

I'. Opranu3zanuoHHasl.

13. Ykaxkure omub04HyI0 (hOpMy IEIONPOU3BOACTBA:
A. CTpyKTypHOE;

b. llentpanusoBanHoe;

B. Cmemannoe;

I'. lenenTpanu3oBaHHOE.

14. Kakoe BpeMsi XpaHUTCSl JOTOBOP IMOCIE €r0 MCTEUCHUS! WJIM MPHU YCIOBHH €TO BBITIOJHEHUS
(uckIiroyast 10roBopa Ha OOJBIIYI0 CYMMY HJIM UMEIOIINE BaKHOE 3HAYCHHE).

A. 8 meca1ieB;

b. 3 rona;

B. 5 ner;

I'. 7 ner.

15. PactiopsiauTeNbHbIE TYHKTHI B IOKYMEHTE «IIPUKa3» CTPOST MOCIEI0BATENIBHO 10 CXEME:
A. Onucanue — UCIONHUTEND — IEHCTBHE;

b. UcnonauTens — 1eMcTBUE — CPOK UCIIOTHEHUS;

B. [lelicTBUE — UCIIOJIHUTEND - CPOK JICHCTBHS;

I'. Onucanue - UCIIOJIHUTEIb — CPOK JICUCTBUS.

16. Kaxkoii(ue) Buzi(bl) OTBETCTBEHHOCTH NPEAYCMOTpeH(bl) 3a pa3malleHne KOMMEpYeCcKOM
TaHBI?

A. TUCHMITTIMHAPHAS U aIMUHUCTPATUBHAs

B. muctumuimHapHas v rpak JaHCKO-TIPaBOBast

C. yronoBHas

D. Bce Brienepeuncnenssie (O3 «O kommepueckoil TaitHe» [cT. 14])

17. Yto He oTHOCUTCA K NpaBUiIaM KOH(PHUAESHIINAIBLHOTO JOKYMEHTO000poTa?

A. KONJIernanbHOCTh MPOLEAYpPhl YHUUTOXKEHHUS JOKYMEHTOB, COAEPXKAIIMX KOH(UACHIUAIBHYIO
unpopmarnuto (KN)

B. Benenue yuéra Bcex koH(pUaeHIHATbHBIX JoKyMeHTOB (K/I), BKitodas MX KOmuu

C. nuceMeHHas Qukcanus oopamiennit pabotHrkoB Kk KJ|

D. o6s3arensHoe npumenenue AVIC npu padote ¢ K]

18. K/I, oTHOCsAIIMECS K KAKUM JOKYMEHTOIIOTOKAM, HE MOJUIEKaT Y4€Ty B OpraHu3annn’?
A. K]I, mocTymaromniyie B OpraHu3aImo

B. noxymenTanus npyrux opraHusanuil, conepskamas K1

C. K/I, otnpaBiisiemMble U3 OpraHU3alun

D. BHyTpeHnHss nokymeHTanus, cogeprxkamas K1

19. Kakyro umHbpopmanuio He BKIOYaeT B ceds PermameHT moctyna K KOH(QUACHIIMAIBHON

uHpopmauu?
A. Kpyr Jull, UMEIOIIMX MPaBO JaBaTh pa3pelleHue Ha JIOMYCK U JOCTYN K KOH(UIEHINATbHOMI
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uHpOpMaLuu

B. cnincok nu1, HMEroImKX JOCTYI K ONpeesIEHHBIM BU1aM KOH(QHUAECHIIMATbHON HH(DOpMALHH.

C. mopsnok odopmieHHs pa3pelleHui Ha JOCTYNn K KOH(UIeHIManbHOH uH(pOpMaLUu H
IIPEIOCTABIICHUE €€ MOJIb30BATEISIM.

D. nopsagok ydera BblAauM KOHOUACHIMAIBHOW JOKYMEHTHPOBAHHOW HH(OPMALIUH.

20. [lomoHEeHUsT U M3MEHEHHSI COCTaBa CBEJICHUH, BKIIFOUCHHBIX B [lepeueHb KOHGUACHIINATLHOM
JOKYyMEHTHPOBAaHHON WH(MOpPMAIMKM, a TAaKXKEe H3MEHEHHE CTCNEeHH HMX KOH(MUIEHIIMATLHOCTH MOTYT
OCYILECTBIATHCS C PA3PELICHUsI PYKOBOAUTENS OpraHuM3aluu U BHOCUTHCS B IlepeueHb 3a moamnucsaiMu
(BbIOCpPUTE HEBEPHBIN OTBET). ..

A. pyKOBOIUTENEH CTPYKTYPHOTO MOPA3ACICHUS 10 TPUHAUICKHOCTH HH(DOPMAITUU

B. cyx0Ob1 6€3011acHOCTH OpraHu3aIuu

C. Bcex COTpYAHUKOB, UMEIOLIUX MPABO AOCTYIA K JAHHBIM CBEACHUSIM

D. ciryxOb1 1eT0OITPOU3BOJICTBA

21. lokyMeHTHpOBaHHAass HHpOpMAIU — 3TO. ..

A. 3adukcupoBaHHas Ha MaTepPHAIBLHOM HOCHTENE IMyTEeM JIOKYMEHTHPOBAaHUS HMH(OpManus C
PEKBU3UTAMM, IO3BOJIIOUIMMU  OINpPENENUTh Takyl0 HUHPOPMALMI0 WIM B  YCTAaHOBJIEHHBIX
3akoHONarenbcTBOM Poccuiickoit Dexepanuu ciydasx ee marepuainbHblii HOocuTenb (N 149-03 «O6
uHpopMalLuu, HH(POPMALMOHHBIX TEXHOJIOTUAX U O 3amuTe HHGopmaumn» [cT. 2])

B. cBenenwust (cooOmieHus1, TaHHbIE) HE3aBUCUMO OT ()OPMBI UX MPECTABICHHS

C. undopmanus, 3aUKCUpOBaHHAs HAa MAaTepUAIbHOM HOCHTEJE, JOCTYNl K KOTOPOM CTpOro
OIpe/IeNEH pEerIaMEHTOM OpraHU3aluu

D. undopmanus B nucbMeHHOU (hopme, opopMIIeHHAs MO ONpeieNEHHbIM IpaBUiIaM U Hecyluas
OTpeIeNEHHYIO IEHHOCTD JIJIsl OpraHu3alun

22. Kakoe yclioBHE HE SIBIISIETCS] 0053aTeIIbHBIM IS 00eCcTieueHUs Opranu3anuu gocryma kK KJ1:

A. 3HaHHME COTPYIHHUKOM TpeOOBaHHI HOPMATHBHO-METOIUYECCKHX JOKYMEHTOB IO 3alllUTe
WH(OPMAITUU ¥ COXPAHCHHUIO TAHBI

B. Hannune HEOOXOAUMBIX YCIIOBHIA B oduce Ui paboThl ¢ KOH(DUICHIIMAIBHBIMUA JOKYMEHTAMU
u 6a3aMu JTaHHBIX

C. HaNMYMU TOJMMCAHHOTO CTOPOHAMHU TPYAOBOTO JOTOBOpa (KOHTPAKTa), UMEIOIIETO MYHKT O
COXpaHEHWW TaWHBI OpTraHW3alMM, W TIOAMUCAHHOTO O00S3aTeIbCTBA O HEpPA3IVIAICHHH CTaBIINX
W3BECTHBIMU JIUIY KOHOUACHIIMATBHBIX CBEIEHUN M COOMIONEHNUS IPABIIT UX 3aIUTHI

D. nanuuue B opranuzanuu ciyx0bl 6€30MacHOCTH

14.1.2. Tembl JOMAIIHUX 3adaHUH

Meronsl  knaccupuKalMM, KOIUPOBAHMS W  MHICKCUPOBAaHUS JIOKYMEHTOB U  CHCTEM
AOKYMCHTHUPOBAaHUA

Turel 1 BUIBI JOKYMEHTOB

Dopmynsap JOKYMEHTA U €r0 COCTABHBIE YaCTH

OcobeHHOCTH cocTaBleHus U 0(OPMIICHHSI TOJI0KEHUH, TPOTOKOJIOB, TOCTAHOBIICHUH

OcoOeHHOCTH CcOCTaBIIEHUS U OQPOPMIIEHUS IPUKA30B, PACTIOPSHKEHUN U YKa3aHUM

OcobeHHoCTH cocTaBieHus M 0(OpMIICHHs TEXHUYECKOTO 3a1aHus, otueta o HUP

CrniocoObI 1 cpesicTBa TOKYMEHTUPOBAHUS

KaHnaubl HeCaHKIIMOHUPOBAHHOTO JOCTYIIA K IOKyMEHTaM

14.1.3. 3auér
Joxyment. CBoiicTBa, GYyHKIMH U IPU3HAKU

1. Haitte ompenenenune uHpopmauuu. Omnpeneanute HUepapXUUecKyl0 CTPYKTYpPY HMHBAapHAHTHBIX
CBOMCTB MH(OpMaIHH.

2. JlaiiTe ompeneneHUss TOHATHSAM COOOIIeHHe U JTOKyMeHT. Ha3oBuTe CBOWCTBA, OTIMYAIOIINE
JOKYMEHT OT COOOILIECHHS.

3. HazoBuTe u oxapakTepu3yiTe OCHOBHbIE (YHKIIMU JJOKYMEHTA.

4. Ha3zoBuTe U 0XapaKTepU3yiNTe OCHOBHBIE IPU3HAKHU JOKYMEHTA.
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5. Jaiite omnpeneneHue  KoHQHUIEHIMAaTbHOCTH  HHpopmauuu. IlosicHure  moOHsATHE
KOH(UIEHIMAIBHOIO JOKYMEHTA, ONPEIEIUTE ePEUeHb CBEICHUMH, SABISIFOIMXCSA KOHPHICHIIMATbHBIMH.

ﬂOKYMeHT KaK 00OBEKT HarmaaCHus U 3alllUThI

1. HazoBuTe npaBa u o6si3aHHOCTH 0Onaaarens unpopmanuuu. [lepeuncinure 0CHOBHbIE KaTeropuu
CBEICHUH, K KOTOpPHIM (henepanbHBIMA 3aKOHAMH YCTAHABIMBAETCS OrPaHUYCHHE JOCTyla K
nHpopmaIuu.

2. HaszoBuTre U oOxapaKkTepU3ylTe OCHOBHBIC IIOKA3aTeM 3alIWINEHHOCTH WH(POPMAIIHH,
HUPKYIUPYIOLIEH B CUCTEME YIPABICHHUS.

3. OxapakTepu3yiiTe OCHOBHBIC HCTOYHUKM HH(GOPMALMM W METOABl MONYYCHHS OT HHUX
nHpopmaIuu.

4. aiiTe KIacCU(PHUKALNIO OCHOBHBIX YTPO3 JJOKYMEHTUPOBAHHOM HH(pOpMALIUH.

5. HazoBuTe OCHOBHBIE OpraHU3aLMOHHBIE U TexHUYeckue kaHaibl HC/| Kk 1OKyMeHTHUpOBaHHOMN
nH(OPMAIUU U TAUTE UX KPATKYIO XapaKTEPUCTHUKY.

6. OxapakTepuszydTe  OCHOBHBIE  BHJbl  HECAHKIIMOHUPOBAHHBIX  BO3JAEHCTBUH  Ha
JTOKYMEHTHPOBAHHYIO HH(OPMALIUIO.

7. HazoBuTe ycinoBusi, KOTOpbIE MOTYT MOBJIEeYb 3a c000i1 yiiepO obnagarento KOHPUACHIIUATLHON
uHpopmaruu. O 4eM CBUICTEIBCTBYIOT IaHHBIC YCIIOBHUS?

Crioco0bl 1 cpeacTBa JOKYMEHTHPOBAHUS

1. Ha3oBuTe OCHOBHBIC 3aJa4yd 3alIUTHl MHPOPMAIMKM MpPH €€ JOKYMEHTHpoBaHWU. HazoBute
OCHOBHBIE OTJINYUS KOH(PHUIESHIMAIBHOTO J1EIOIPOU3BOACTBA OT OTKPBITOTO.

2. Kak ocymiectBisiercs 3amuTa KOHOUACHIHAISHOW WHPOPMALIMU OT yTPAThl U YTEUKH TP €e
JOKyMeHTHpoBaHUU. Ha3zoBuTe xapakTepHble OHMIMOKHM NpU JOKYMEHTHPOBAHUHM KOH(DUIEHLHATBHOM
nH(OPMaIINH, CO3/IAIOIHNE TIPEATIOCHUIKH JUIS €€ YTEeUKU M YTPAThI.

3. Ha3oBuTe 1 onuuIMTe OCHOBHBIE CIIOCOOBI M CPEJCTBA JOKYMEHTUPOBAHUS HH(POPMALUH.

4. IpuBeaute Ki1accupUKAIMIO HOCUTEICH HHPOPMAITUH.

5. Yro mnoHMMaeTcs NOA MOAJIMHHOCTBbIO AoKyMeHTa? OxapakTepus3ylTe OCHOBHBIE BH/[IbI
¢danbcupuKauy T0KyMEHTOB U HOCUTENIEH JOKYMEHTHON nHpopmauuu. [IpuBenute npumMepsl.

6. OxapakrepusyiiTe OCHOBHBIE (POPMBI 3aLUTHI TOKYMEHTOB MU HOCHUTENEH JOKYMEHTHPOBAHHOU
uHpopmanuu. [IpuBeaure npuMepsl.

7. Ha3oBUTE OCHOBHBIE BUBI TEXHUUECKOTO MCCIEA0BAaHUS TOKyMEHTOB. llepeuncinuTe npusHaku
MMUTAIUU OTTHCKA M1€YaTu, CIIOCOObI 3alUThHI IeYaTy OT MOJIEIIKH.

CrpykTypa JOKyMEHTa, €ro COCTaBlIEHHE U O(hOpMIIEHUE

1. I[TpuBenuTe OCHOBaHUS KiaccU(PUKAIIMK OCHOBHBIX TUIIOB JOKYMEHTOB. [IpuBeauTe mpumepsl.

2. JTaiiTe kaccu(pUKALMIO M Ha3HaU€HHE OCHOBHBIX THUIIOB YIPaBIEHYECKHX JTOKYMEHTOB.

3. laiite knaccupUKaUO 1 Ha3HAYE€HHE OCHOBHBIX TUIIOB TEXHUYECKUX JIOKYMEHTOB.

4. [Maiite omnpeneneHuss MOHATUH «hOpMyIsip» U «pPEKBU3UT». HazoBUTE pPEKBU3UTHI,
OIIPENEIISAIONINE OPUANYECKYIO CUITy JOKYMEHTA.

5. IlepeuncnuTe U NOSICHUTE OCHOBHBIE PEKBU3UTHI JOKYMEHTA.

6. HazoBuTe ocHOBHBIE TPeOOBaHMS K COCTAaBYy U OQOPMIICHUIO PEKBU3UTOB KOH(PHIEHIIUATBHBIX
JOKYMEHTOB.

MeTO}II/IKa periraMC€HTaluu CoCTaBa KOH(bI/I}IeHL[I/IaJ'IBHBIX JOKYMCHTOB

1. Tlepeuncnure HSTambl OMNpeAENEeHUs COCTaBa KOH(PUACHLIMAIbHBIX IOKyMeHTOB. IlosicHuTe
0COOEHHOCTH OIpeIeNIeHHs COCTaBa MH(POPMAIIH, OTHOCSIIEHCS K CITy)KeOHO TaliHe.

14.1.4. Bonnpocbl Ha CaMONIOATOTOBKY
Metonpl  knaccuukanuv, KOJUPOBAHUS W  HMHJAEKCUPOBAHUS JOKYMEHTOB U  CHUCTEM
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JNOKYMEHTHUPOBaHUS
Tumsl 1 BUIBI TOKYyMEHTOB
DopMyIsip TOKYMEHTA U €r0 COCTABHBIE YACTH
OcobeHHOCTH cOCTaBIICHUs H O(DOPMIICHHSI TIOJIOKEHUH, IIPOTOKOJIOB, TTOCTAHOBJICHHUI
OcobeHHOCTH cocTaBIeHUs U 0(OPMIICHHS TPUKA30B, PACTIOPSDKEHUN U YKa3aHUH
OcoOeHHoCTH cOCTaBlIeHUS U 0POPMIICHUSI TEXHUUECKOT0 3aanusi, oryeta o HP
Crioco0bl 1 cpeacTBa JOKYMEHTHPOBAHUS
Kanasnbl HeCaHKIIMOHUPOBAHHOTO JOCTYIA K TOKyMEHTaM

14.1.5. Tembl HHAUBUAYAJILHBIX 3aJaHUI

Metoapl  knaccH(pUKAIMKM, KOTUPOBAHUS W  HMHACKCUPOBAHUS JOKYMEHTOB U  CHUCTEM
JOKYMEHTHPOBaHUS

Turibl 1 BUIBI JOKYMEHTOB

DopMyssip JOKYMEHTA U €r0 COCTABHBIE YaCTH

Oco0OeHHOCTH COCTaBIICHUS U 0POPMIICHUS TIOJIOKESHUM, TIPOTOKOJIOB, TOCTAHOBJICHHIA

Oco0eHHOCTH COCTaBJICHUS U OPOPMIICHHUS IPUKA30B, PACTIOPSHKEHUN U YKa3aHUM

OcobeHHOCTH COCTaBIICHUS U 0POPMIICHUSI TEXHUIECKOTO 3a1anus, ordyeta o HIAP

CniocoObI 1 cpelicTBa JOKYMEHTUPOBAHUS

Kananpl HECaHKIMOHMPOBAHHOTO AOCTYIA K JOKYMEHTAM

14.1.6. Tembl OIPOCOB HA 3AHATHSAX

[Tonsatus wuHpoOpmanus, coobueHue, IokyMeHT. CBoiicTBa HHpOpPMAIUKM, COOOLIEHUS MU
nokymenta.  @®ynkuum  cooOmieHuit ¥ gokymeHTa.  OCHOBHBIE  NPU3HAKM  JOKYMEHTA.
Kon¢puaenuumanbHOCTh HHGOPMALIUU U KOH(DUACHIUAIBHOCTD JOKYMEHTOB.

OCHOBHBIC TEHJCHIIMM HCIIOJNb30BAHUS COBPEMEHHBIX WH(MOPMAIMOHHBIX TEXHOJOTUH B
o0ecreyeHnn yrpaBieHUYeCKoW JesTenbHOCTH. OCHOBHBIE 3aKOHOJATENbHbIE M METOJO0JOIMYECcKUe
MPEIIOCHIIKA PACCMOTPEHMs JIOKYMEHTAa Kak OObeKTa HamafeHus U 3aumuTbl. OpraHuzaldoHHbIE U
TEeXHUYECKHE KaHaJIbl HECAaHKIIMOHUPOBAHHOTO JJOCTYIA K TIOKyMEHTaM. JJOKyMeHTBI 1 TepcoHall.

3amaun 3amuThl MHGOpMAIMK TIPH €€ JOKyMEeHTHpoBaHMH. OCHOBHBIE CIIOCOOBI M CPEICTBA
nokymeHTHpoBaHus. Knaccudukanus Hocutened TOKyMEHTUpOBaHHOM uHGpopmauuu. lloammHHOCTD
noKyMeHTOB. [lo/uIMHHBIE W TMOUIOKHBIE NOKYMEHTHL. Buiel danmbcudukanun nokymeHToB. CrocoObl
3alIUThl JOKYMEHTOB OT (haibCcu(UKALIH.

Tunsl ¥ BuABl JOKYMEHTOB, uX Kiaccupukauusa. OOmue TpeOoBaHHS K COCTABIEHUIO U
oopmienuto  10KyMeHTOB. (OcoOEHHOCTHM cOCTaBleHMs W  O(OPMIIEHUS  OTIENbHBIX  BHJIOB
YIOPaBICHUYECKUX JOKYMEHTOB. (OCOOEHHOCTH COCTaBl€HHS U O(OPMIIEHHS OTIENbHBIX BHJIOB
TEXHUYECKMX JIOKYMEHTOB. TpeOoBaHMS K COCTaBICHHUIO M OQOPMIEHHIO KOH(HUACHIHAIBHBIX
JIOKYMEHTOB.

Mertozps! kiaccu(UKauy 1 KOTUPOBaHUS JOKYMEHTOB M CUCTeM JIokyMeHTauuu. Kinaccudukanus
JOKYMEHTOB © Jen. Meroauka cocraBieHus kiaccudukaropoB. CucTeMbl  JTOKyMEHTallUH.
VYHUPUIIPOBAHHBIE CUCTEMbI JOKYMEHTAIUH.

Otanbl ONpENENIeHUs COCTaBa KOH(PHUACHLUMAIbHBIX JTOKyMEHTOB. OCOOEHHOCTH OIpeleIeHUs
cocraBa MH(popMalMM, OTHOCALIEHCS K ciykeOHoM TaitHe. OCHOBHBbIE TpeOOBaHMs, NPEAbSBIsIEMbIE K
COCTaBJIEHUI0O U  O(OpMJIEHMIO TMepeuyHeld KOH(PUIEHIMAIbHBIX CBEACHUH U HM3/1aBa€MbIX
KOH(UIEHIIMAIBHBIX JTOKYMEHTOB.

14.1.7. Bonipocs! 1711 NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CEeMHUHAPaM
Kanasibl HECaHKIITMOHMPOBAHHOTO AOCTYNA K JOKYMEHTaM
Crioco0bl ¥ cpeacTBa JOKYMEHTHPOBAHUS
Metonpl  knaccuukanuy, KOJUPOBAHUS W  HMHAEKCUPOBAHHSA JOKYMEHTOB U  CHUCTEM
JOKYMEHTUPOBAHUS

14.2. TpeOoBaHUs K OLIEHOYHBIM MaTePHUAJIAM ISl JIUI[ ¢ OTPAHUYEHHBIMHA BO3MOKHOCTAMU
310POBbSl 1 HHBAJIU/I0B
Jns 7oy ¢ OrpaHUYEHHBIMH  BO3MOMKHOCTSIMH  37I0POBbSl M HMHBAJIUJOB MPETYCMOTPEHBI
JIOTIOJTHUTENbHBIE OLIEHOYHBIE MaTepHUAIIbI, IEpeUeHb KOTOPHIX yKa3aH B Tabmuie 14.
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Ta6Jmua 14 — I[OHO.HHI/ITGJIBHBIG Marepuajibl OUCHUBAHUS IJId JIUI[ C OrPAHUYCHHBIMU BO3MOKHOCTSIMU

3I0pPOBbSI M HHBAJIHMIOB

Kareropun
00yJarommxcst

C HapyueHusaMu
cryxa

C HapyueHusaMu
3peHus

C HapymeHusiMu
OIIOPHO-
JIBUTATEIBHOTO
anmnapara

Buasl TOIMOIHUTEIILHBIX OLICHOYHEBIX
MarepualoB

TecTbl, TUCEMEHHBIE CAMOCTOSATEIILHBIC
paboThI, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PAOOTEHI

CobecenoBaHue 110 BOIIPOCAaM K 3a4€ETy,
OIIPOC 10 TEPMHUHAM

Pemenne MuCTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIC pa6OTBI, IIMCHbMCHHBIC
CaMOCTOSATENIFHBIE PAa0OTHI, BOIPOCHI K
3auery

@opMbI KOHTPOJIS U OLEHKHU
pe3yJIbTaTOB O0yUYEHUS

[IpenMy111eCTBEHHO TUCBMEHHAs
IIPOBEpKa

[TpenMyIIeCTBEHHO yCTHAsI TPOBEPKa
(MHAWBUIYATIBHO)

HpeI/IMyH_IeCTBeHHO JAUCTaHIITMOHHBIMU
MCTOJaMH

C orpaHuyYeHUSIMU 110
O0IIEeMETUITUTHCKIM
MMOKa3aHUsIM

TecTbl, MUCbMEHHBIE CAMOCTOSITEIIbHBIC
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIBbHBIE PA0OTHI, YCTHBIE OTBETHI

[IpenMy1ieCTBEHHO IPOBEPKA
METOJIaMH UCXOSl U3 COCTOSHUSA
00yyaronierocst Ha MOMEHT IIPOBEPKU

14.3. MeToguueckne peKoOMeHAalHH M0 OIleHOYHBIM MaTepuajiaM JJisl JIUL ¢ OTPAHHYeHHbIMU
BO3MOKHOCTSIMH 3/10POBbSI 1 MHBAJIN/10B

Jns nun ¢ OrpaHMYeHHBIMH BO3MOXKHOCTSIMHU 3JI0POBbSI M WHBAJIMJOB IIPEIYyCMAaTPUBACTCS
nocTynHas popMa nperocTaBiIeHUs 3aJaHUH OLIEHOYHBIX CPEICTB, 3 UMEHHO:

- B TIeYaTHOU (opMe;

— B TIe4aTHOW (hOpMe C YBEITHMUSHHBIM MIPUPTOM;

- B (hopMe PIIEKTPOHHOTO TOKYMEHTA,;

- METOJIOM YTEHHS aCCUCTEHTOM 33/IaHUS BCIYX;

- NpeAO0CTaBICHUE 3aJaHHsI C UCIIOJIb30BAaHUEM CYpJI0IIEPEeBOIa.

JluaM ¢ OrpaHWYEeHHBIMH BO3MOXKHOCTSIMM 3/10pOBbsI M MHBAJMIaM YyBEJIMUYMBAECTCS BpeMs Ha
MOATOTOBKY OTBETOB Ha KOHTPOJIbHBIE BOMPOCHL. [l Takux 0Oydaromuxcsi MpeaycMaTpuBaeTcs
nocTtynHas popMa npeocTaBIeHHsI OTBETOB Ha 33/1aHUs, 3 UMEHHO:

— MMCbMEHHO Ha Oymare;

- HaOOp OTBETOB Ha KOMIIBIOTEPE;

- Ha0Op OTBETOB C MCIOJIB30BAHUEM YCIYT aCCUCTECHTA;

- IPEACTaBICHNE OTBETOB YCTHO.

[Ipoienypa oOuEHWBaHUS pPE3YJIbTaTOB OOYYEHHUS JIMI[ C OrPAaHUYCHHBIMH BO3MOXKHOCTSIMH
3I0POBbS M MHBAJIMJIOB MO JUCLUIUIMHE MpPEIycMaTpUBaeT IMpeocTaBleHue MHpopManuu B (opmax,
aIaTHPOBAHHBIX K OTPAHUYCHHUSM UX 370POBbS M BOCIPUATHS HH(OPMAIIHN:

JL1s1 1ML ¢ HApyLIeHUSIMM 3PeHust:

- B (hopMeE DIIEKTPOHHOTO IOKYMEHTA;

- B [Ie4YaTHON (hopMe YBETUUEHHBIM IIPUPTOM.

JI1s1 1M1 ¢ HApYLIeHUsIMM CJIyXa:

- B (hopMe DIIEKTPOHHOTO TOKYMEHTA,;

— B Ie4aTHo opme.

JIJ1s1 i1 ¢ HAPYUIEHUSIMHM ONIOPHO-ABUTATEJLHOI0 annapara:

- B (hopMe PIIEKTPOHHOTO TOKYMEHTA;

- B MIe4aTHOU (opMme.

[Tpy HEOOXOOUMOCTH JUISl JIMII C OrPAaHHMYEHHBIMH BO3MOXHOCTSIMHM 37I0POBbS M HMHBAJIMJIOB
MpoIieTypa OIICHUBAHUS PE3YIBTaTOB 00yYSHHS MOYKET MTPOBOAUTHCS B HECKOIBKO ITAIIOB.

CornacoBaHa Ha noptane N2 24784

17



