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1. Heau v 3a1a4m M CHUTLIAHBI

1.1. Heau TUCHUNIHHBI
OOy4uTh CTYICHTOB MIPUHITAIIAM OpTraHU3aIluy KOHPUACHIINATBHOTO JOKYMEHTO000pOTAa.

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

2. Mecto mucuuninnbl B ctpykrype OIIOIIT
Hucnunmuna «/{okymentoenenue» (b1.B.O/1.1) otHocuTcs K 610Ky 1 (BapuaTUBHAS 4acTh).
[TpenmiecTBYIOMMHI ~ TUCHUIUIMHAMHA, (OPMHUPYIOIIMMUA HAdalbHBIC 3HAHUS, SBIISIOTCS:
JokymentoBeaenue, OpraHu3aliOHHOE W TMpPaBoOBoe olecreueHue HH(POpPMaMOHHOW Oe30MacHOCTH,
OCHOBBI yIIpaBIECHYECKOM 1eATENIbHOCTH, PYCCKU SI3bIK U KYJIBTYpa peyH.
[TocneayromumMu  IUCUUIUIMHAMU — SBJSIIOTCS:  JlokymeHTOBeneHue, 3amuTa  BBITYCKHOU
KBaJM(PUKAIIMOHHOM paboThl, BKIIIOUAs IIOATOTOBKY K MPOLEIYPE 3aIUTHl M MIPOLEAYPY 3aIHTHI.

3. TpeOoBanus K pe3yJibTaTaM OCBOCHUS AMCUMILINHBI

[Tponecc n3yueHust JUCUUIUIMHBI HallpaBiieH Ha (POPMHUPOBAHUE CIETYIOIUX KOMIETCHIUI:

— OK-12 cnocoOHOCTBIO paboTaTh € pa3NUYHBIME HH()OPMAIMOHHBIMH pECypcaMu |
TEXHOJIOTHSIMM, MPUMEHSATh OCHOBHBIE METOJbl, CIIOCOOBI M CPEICTBA IOJYYEHMS, XPaHEHMs, MOMCKA,
crcTeMaru3anum, 00paboTKy U epenadn nHPOPMaLNH;

— IIK-44 crnocoOGHOCTBIO OCYHIECTBIATH JOKYMEHTAllMOHHOE OOeCHeyeHHe YIpPaBICHUYECKOH
NesTeIbHOCTH;

B pesynbrare usydeHus IUCHUIUIMHBI 00Y4atoIUNiCs JOKEH:

— 3HaTh TEHJCHUMHU pa3BUTUS HHPOPMALMOHHO-JOKYMEHTAI[MOHHOIO oOOeCleYeHuss ¢
IPUMEHEHHEM HOBBIX TEXHOJIOTHI; 3aKOHOMEPHOCTH JIOKYMEHTOOOpA30BaHUS; CUCTEMbl XpaHEHUs
TEeKylled U pEeTPOCHEKTUBHON JIOKYMEHTAllM{; 3aKOHOJATEJIbHbIE U HOPMAaTHBHO-METOJIMYECKUE
Marepuasbl 0 JOKyMEHTHPOBAHUIO U OpPraHU3aluu paboThl C JOKYMEHTaMH.

— yMeThb UCIOJB30BaThb HOPMAaTHBHBIE IIpaBOBbIE akThl B CBOeH mpodeccrnoHalIbHON
JeSITeIbHOCTH; paboTarh ¢ pa3lInYHBIMU MH(DOPMALMOHHBIMU pECypCcaMu U TEXHOJOTHSIMHU, IPUMEHATH
OCHOBHBIE METO/Ibl, CIIOCOOBI M CPE/ICTBA MOMYUYECHHUs, XPaHEHUs, ITOMCKA, CUCTEMaTH3alluK, 00pabOTKU U
nepenayu MHGopMaIy COCTaBIATh U 0QOPMIISTh JF00bIE BUIBI JOKYMEHTOB.

— BJaJeTh TEPMUHOJIOTMEM M  CHCTEMHBIM  TIIOAXOJOM IIOCTPOEHHUS  3allULICHHOTO
JOKYMEHTO000pOTa; CIOCOOHOCTBIO OCYIIECTBIATh JOKYMEHTAllMOHHOE OOeclieueHue yIpaBIeHYeCKOM
NEeSITEIbHOCTH; CIHOCOOHOCTBIO HCMOJIb30BaTh HOPMAaTHBHBIE IPABOBbIE aKThl B MPOPECCHOHAIBLHOU
JESTEIbHOCTH.

4. O0beM IMCUMIJIMHBI M BH/IbI Y4eOHOH padoThl
OOmast TpyAOEMKOCTh JIUCLMILIMHBI cocTaBisieT 3.0 3a4eTHBIX €AMHUIBI U TpPEeACTaBIEHA B
Tabmuue 4.1.
Tabnuua 4.1 — TpynoeMKOCTh TUCIUIITUHBI

Bunbl yueOHOI nesTenbHOCTH Bcero gacos CemecTpsl
7 cemecTp 8 cemectp

AynuTOpHBIE 3aHITUS (BCETO) 8 4 4
Jlexun 4 2 2
[TpakTrueckue 3aHATHS 4 2 2
W3 HUX B MHTEpaKTUBHOU opme 4 4
CamocrosiTenbHas pabota (Bcero) 96 32 64
BrimonHeHne JOMAaIIHUX 3aaHUi 16 16

[TpopaboTka JEKIIMOHHOTO MaTepraa 38 10 28
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[TonroroBka K MpaKTHYECKUM 3aHSATHUSM, 42 6 36
ceMuHapam

Bcero (6e3 sx3amena) 104 36 68
[ToaroroBka u ciava 3adera 4 4
OO0mmas Tpy10eMKOCTb, 4 108 36 72
3aueTHble EauHuUIB 3.0

5. Conep:xaHue TMCHMILTHHBI

5.1. Pa3aesnl JuCcHUILIMHGLI 1 BUALI 3AaHATHI
Paznenbl TUCIMIUIMHBI M BUBI 3aHATUN TPUBEACHBI B Ta0OwuIe 5.1.
Ta6muna 5.1 — Pa3gensl AUCHUIUIMHEL U BUABI 3aHITUH

HasBauus pa3uenoB IUCLUILIMHBL L dr8e 8584 re88L=8¢25
7 cemecTp
1 JlokyMeHT, ero cBOiCcTBa, QyHKIIUH U 1 0 2 3 OK-12, TIIK-44
MpU3HAKU
2 JIoKyMEHT Kak OObEKT HamaJeHUs 1 1 1 16 18 OK-12, IIK-44
3aIUTHI
3 CiocoOBbI ¥ CpeaCTBa JOKYMEHTUPOBAHUS 0 1 14 15 OK-12, IIK-44
Hroro 3a cemectp 2 2 32 36
8 cemectp
4 CtpyKTypa IOKYMEHTa, €ro COCTaBJICHUE U 1 1 28 30 OK-12, IIK-44
odopmiieHHE
5 Knaccudukanus JOKyMEHTOB U CHCTEM 0 1 18 19 OK-12, IIK-44
JIOKYMEHTHUPOBAHUS
6 Mertonrka peraMeHTallul COCTaBa 1 0 18 19 OK-12, IIK-44
KOH(UACHIIUAIBHBIX IOKYMEHTOB
Hroro 3a cemectp 2 2 64 68
Hroro 4 4 96 104
5.2. Conep:kanue pa3aesioB JHCHUILIHHBI (110 JEKIUAM)
ConepxaHue pa3esoB TUCHMILUIMH (110 JIEKLIUSAM) IPUBEACHO B Tabuie 5.2.
Tabnuua 5.2 — CopepkaHue pa3aenoB JUCHUIUIMH (IO JEKIUSIM)
HasBanus pasnenon ConeprxaHue pa3aesioB TUCIUITIINHBI 110 JEKIUSAM F € 8= 8 >
7 cemecTp
1 JTokymeHT, ero [TousTus nudopmanms, coodlIeHne, TOKYMEHT. 1 OK-12,
CBOMCTBa, QYHKIINH U CaoiicTBa HHpOpMALIMH, COOOIIEHUS U TOKYMEHTA. [1K-44
MpU3HAKU OyHKIMKM coo0meHni U TokyMmeHTa. OCHOBHBIE
npu3Haku AokyMmeHTa. KoHpuaeHnmnapHOCT
uHpOpPMaIIUU U KOH(UACHIUAIBHOCTD JOKYMEHTOB.
Hroro 1
2 JlokymeHT kKak 00bekT  OCHOBHBIE TCH/ICHIINH HCIIOJIb30BaHUS COBPEMEHHBIX 1 OK-12,
HaTaICHUs U 3aIUThI MH(POPMAITMOHHBIX TEXHOJOTHH B 00ecrieyeHun [1K-44
yIIpaBIIEHYECKOH JesiTeTbHOCTH. OCHOBHEIC
3aKOHOJIATEJIbHbBIE U METO0JIOTHUECKUE
MPEAITOCHIIKH PACCMOTPEHHSI TOKYMEHTa Kak 00beKTa
Hanaj eHus u 3amuThl. OpraHu3aoHHbIe U
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TEXHUYECKHUE KaHaJIbl HECAHKIIMOHUPOBAaHHOTO
JocTyna K 10KyMeHTaM. JIOKyMEHTBI 1
nepcoHa.3aiauy 3aluThl THPOPMALUH NIPH €€ T0KY-
MeHTHpOBaHUH. OCHOBHBIE CIIOCOOBI M CPENICTBA J10-
KyMeHTHpoBaHus. Kinaccudukauus HocuTenel 10Ky-
MEHTHpOBaHHOU MHpopMaryu. [logmuHHOCTS
JOKyMEHTOB. [10/UIMHHBIE U TOUI0KHBIE TOKYMEHTHI.
Bunsl panscudukanymm 1okymeHToB. CriocoObt
3alUThl JOKYMEHTOB OT (habCcu(PUKALIH.

Hroro 1
Hroro 3a cemectp 2
8 cemectp
4 CtpykTypa TOKyMeHTa, THIIBI U BUJIbI TOKYMEHTOB, UX KJIACCU(DUKAIIUS. 1 OK-12,
€ro COCTaBJICHUE U OO6mue TpeGoBaHUs K COCTABICHUIO M O(YOPMIICHHIO [1K-44
odopmiieHuEe JTOKyMeHTOB. OCOOEHHOCTH COCTABJICHUS U

o(opMIIeHHUs OTJEIBbHBIX BUJOB YIPABICHUYECKUX
JOKYMEHTOB. OCOOCHHOCTH COCTaBJICHUS U

0o opMIIeHHUS OTJEIBbHBIX BUJOB TEXHUUECKHUX
JIOKyMeHTOB. TpeboBaHus K COCTaBICHUIO U
o(opMIIeHNIO0 KOHPHUACHIIUATBHBIX TOKYMEHTOB.

Hroro 1
6 Metonuka DTaIlbl ONpeCeIICHHS COCTaBa KOH(PUICHIIMATBHBIX 1 OK-12,
perIaMeHTaIluy CocTaBa  AOKYMEHTOB. OCOOCHHOCTH OIpEICTICHHS COCTaBa T1K-44
KOH(HICHITHATBHBIX UH(POPMAITUH, OTHOCSIIEHCS K CIY)KeOHOH TaliHe.
JIOKYMEHTOB OcHoBHBIE TPeOOBaHHUS, TIPEIBIBISICMBIE K

COCTAaBIICHUIO U OPOPMIICHUIO MIEpPEeUHE
KOH(UIEHIIMATBHBIX CBEJICHUN U U3IaBAEMBbIX
KOH(HICHITUATBHBIX TOKYMEHTOB.

Uroro 1
Hroro 3a cemectp 2
Hroro 4

5.3. Pazaesbl AMCUMILUIMHBI M MEKIMCUMILUIMHAPHBIE CBSI3H € 00ecneYnBAKIIUMHY (PeAbLTY IIUMHU)
U oOecneynBaeMbIMU (NMOCJAEAYIONIUMHU) JUCHUTIIMHAMU
Paznenbl TUCHUIUIIMHBL M MEXIUCIUTUTMHAPHBIC CBS3U C 00ECTICYMBAIOIIMMHU (TPEABIAYIINMH) U
o0ecrieynBaeMbIMU (TIOCJIEIYIONTMMH ) AUCITUTUTHHAME TIPEICTaBIeHbI B TabmuIe 5.3.
Tabnuua 5.3 — Pazaens! IUCHUTUTHHBI M MEKIUCIUILTHHAPHBIE CBSI3U

No paznenoB qaHHOUM NUCHMIUIUHBL, 11 KOTOPBIX HEOOXOIUMO

HanMenoBanue QUCIAILIMH n3yyeHre 00eCeyrBaOINX U 00eCIIeunBaeMbIX AUCHUIUINH
1 2 3 4 5 6

[IpenmecTByronme TUCHUIITHHbI

1 lTokymeHTOBEICHHE + + + + + +

2 OpraHu3alnioHHOE U IIPABOBOE

oOecrieueHre NHGOPMAIIIOHHOM + + +

0€30MacHOCTH

3 OCHOBBI yIIPaBIEHYECKON + + +

JESATEIBHOCTU

4 Pycckuil A3BIK U KyIbTypa peuu + +
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[Tocnenyromue TUCITATIITAHBI

1 JlokymeHTOBEAEHUE + + + + + +

2 3amura BbITYCKHON
KBaJM(PUKALMOHHOM paboThl, BKIIHOUas
MOJATrOTOBKY K IIPOLEAYPE 3aLUTHI U
IpOoLEeIypY 3aIlUThI

5.4. CooTBeTCcTBHME KOMIIETEHIUIi, (pOPMHUPYEMBIX NPU U3YUYEeHHUH TUCHMIIIMHBI, 1 BU0B 3aHATHI
CooTBeTcTBHE KOMIETEHLUH, (OPMUPYEMBIX MPH H3YYEHUH AMCUUIUIMHBI, U BUAOB 3aHATHIM
MPEACTABICHO B Ta0muiie 5.4.
Tabnmuma 5.4 — CooTBEeTCTBHE KOMIETEHIMH, (OPMHUPYEMBIX NMPH H3YYEHUH AUCHUIUIMHBI, ¥ BHJIOB
3aHATHH

Bunrnl 3anstuit

DopMbI KOHTPOJIS

Komrie
TCHIIU
Hu

[} . . < . .
= = 828 = O = &

OK-12 + + + Homamnee 3aganue, Koncriekr
CaMOIIOATOTOBKH, 3alluTa
otuera, Onpoc Ha 3aHATHUSAX,
3auet, Tect, OTuer 0o
MIPAKTHYECKOMY 3aHSATHIO

[1K-44 + + + oMartHee 3ananne, KoHcrexr

2

CaMOITOATOTOBKH, 3aIuTa
otuera, Onpoc Ha 3aHATHSIX,
3aueT, Tect, OTuer no
MPAKTHYECKOMY 3aHSTHIO

6. UnTepakTuBHbIE MeTOABI U (OPMBI OPraHU3ALMHN 00yUYEeHHUS
TexHOMIOruM HHTEPAKTUBHOTO OOYUSHHSI ITPH Pa3HbIX (hopMax 3aHATHI NpUBeIEHBI B Tabmure 6.1.
Tabnuna 6.1 — TexHOIOrMM HHTEPAKTUBHOIO 00YYEeHHUs IPU Pa3HbIX popMax 3aHATUN

NHTrepakTuBHbIC IpakTHYecKue  HTEepakTHBH
MeTtoabl Bcero, u
3aHSITHS, 9 bI€ JICKIUH, U
7 cemecTp
Hroro 3a cemectp: 0 0 0
8 cemecTp
Pemenue cutyalilnoHHbIX 3a/1a4 2 2
[Ipe3eHTanuu ¢ UCHOIB30BaHUEM 2 2
CJaiIOB ¢ 00CYXKICHHEM
Hroro 3a cemectp:
Uroro 2 2
7. JIabopaTropHbie padoThI
He npenycmorpeno PVYIL
8. IlpakTHyecKue 3aHATHSA (CEeMHUHAPBI)
HanMeHnoBaH#e MpakTHYECKUX 3aHIATUN (CEMUHAPOB) MPUBEACHO B Tabmnwie 8.1.
Tabnuua 8.1 — HaumeHoBaHMe MpakTHUECKUX 3aHATUHN (CEMUHAPOB)
HasBanwust paznenon HaumeHoBaHMe TPaKTHUECKUX 3aHATUH (CEMUHAPOB) F 8 € 8= % e
7 cemecTp
2 JlokymeHT Kak 00bekT  KaHasibl HECAaHKITMOHUPOBAHHOTO JTOCTYIA K 1 OK-12,
HaITaJeHAs U 3aIIUTHI JIOKYMEHTaM T1K-44
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Utoro 1
3 Crioco6s! 1 cpenctBa  CriocoObl M CpeaCcTBa JOKYMEHTHPOBAHUS 1 OK-12,
JIOKYMEHTHUPOBAHHUSI Vitoro 1 [1K-44
Hroro 3a cemectp 2

8 cemectp

4 Crpykrypa 1oKymMeHTa, Tumsl U BUAbI TOKYMEHTOB DopMyIisip TOKyMEHTa 1 1 OK-12,
€ro COCTaBJICHUE U ero coctaBHble yacTi OCOOCHHOCTH COCTABIICHUS U [1K-44
odopmiieHue o(opMIIeHHUS TOJIOKEHH, TPOTOKOJIOB,

nocTaHoBIeHU OCOOCHHOCTH COCTaBJICHHUSI U

ogopMIIeHUs] TPUKA30B, PACHIOPSHKEHUN U YKa3aHUM

Uroro 1
5 Knaccudukanms MeTtonsl KnaccupuKaIK, KOTUPOBAHUS U 1 OK-12,
JIOKYMEHTOB U CUCTEM WHCKCHPOBAHUS IOKyMEHTOB M CUCTEM [TK-44
JIOKYMEHTHUPOBaHUS JIOKyMEHTUPOBaHUS

Hroro 1
Htoro 3a cemecTp
Uroro

9. CamocrosiTesibHasA pabdora
Bunasr camoctosiTenbHON paboThI, TPYAOEMKOCTh B (JOPMUPYEMBIE KOMIIETCHIIUH TPEACTABICHBI B

Tabmuue 9.1.
Tabnuma 9.1 — Buabl caMoCTOATENbHON paboThI, TPYIOEMKOCTh B (hOpMUpPYEMbIe KOMIIETECHIHH
Buner camocTosTenbHON 2 45223 =
HasBanus paszienos A 5552 2 DopMBI KOHTPOJIS
paboThI © o= 0 Z
7 cemecTp

1 JoxymeHT, ero [IpopaboTka JIEKITMOHHOTO 2 OK-12, 3auet, Koncnekr

CBOWCTBa, QYHKIINH U Marepualna [1K-44 camomnoArotoBku, Omnpoc

MpU3HAKU Vitoro Ha 3aHATUAX, TecT

2 JlokymeHT kak o0bekT  [loaroroBka k 4 OK-12, JlomamHee 3aganue, 3ader,

HaMa/IeHUs U 3alUThI MPAKTHYECKUM 3aHATHM, [1K-44 Koncmekr
CEeMHHapaM CaMoMoATr0TOBKH, Ompoc
[TpopaboTKa JEeKIIMOHHOTO 4 Ha 3aHATHAX, TecT
marepuaia
BrimonHeHne qoManrHux 8
3aJaHui
Uroro 16

3 CrocoOsbI 1 cpencTBa [TogroroBka k 2 OK-12, JloMmamaee 3agadue, 3a4erT,

JIOKYMEHTUPOBAaHUS MPAKTHYECKUM 3aHSATHSIM, [1K-44 Onpoc Ha 3aHsTHsX, TecT
ceMUuHapaMm
[TpopaboTka JIeKIIMOHHOTO 4
Marepuasa
BeImonHeHe JOMaNTHIX 8
3aJaHuN
Uroro 14

Hroro 3a cemectp 32
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8 cemectp

4 Crpykrypa nokymenta, IloaroroBka k 18 OK-12, Tect
€ro COCTaBJICHUE U MPaKTUYECKUM 3aHATHSIM, I1K-44
odopmiieHue ceMUuHapaMm

[TpopaboTka JIEKITMOHHOTO 10

Marepualia

Hroro 28
5 Knaccudukanms [ToaroroBka k 18 OK-12, Tect
JIOKYMEHTOB U CUCTEM IIPAKTUYECKUM 3aHATHAM, [1K-44
JIOKYMEHTHUPOBaHUS ceMUuHapaMm

Htoro 18
6 Meronuka [TpopaboTka JIEKITMOHHOTO 18 OK-12, Tect
perlaMeHTaly COCTaBa  Marepuania [1K-44
KOH(HIEHITUATbHBIX Vitoro 18
JIOKYMEHTOB
Hroro 3a cemectp 64

[TonroroBka u caaua 3adeTa 4 3auer
Hroro 100

10. KypcoBas pa6ora (mpoeKT)
He npenycmorpeno PYIIL.

11. PeiiTuHroBasi cucreMa /IVisi OHEHKH yCIIeBAeMOCTH 00y4YAKOIIUXCH
PeliTuHroBas cucreMa He UCIIOJIb3YeTCs.

12. YuyeOHO-MeTOAMYECKOE U MH(OPMAIITHOHHOE O00ecTiedeHue TUCHUIINHBI

12.1. OcHoBHas JuTEparypa

1. JloxymeHTOBeneHHE : y4eOHMK M IMpPAKTUKyM JJs akajgeMmudeckoro OakanaBpuara / JI. A.
Hoponuna [u np.] ; mox pen. JI. A. JlopoHuHoit. — 2-e¢ usn., nepepad. u jgon. — M. : M3marenscTBO
FOpaiit, 2018. — 309 c. — (Cepus : bakanaBp. Axagemuueckuit kypc). — ISBN 978-5-534-03053-2.
[DnexrponnsIii pecype] - Pesxum poctyna: https://biblio-online.ru/viewer/DEO6DE28-E4E5-49FB-A620-
EEFAA357421B/dokumentovedenieffpage/1, nara o6pamenus: 08.06.2018.

2. CoBpeMeHHOE JeIONPOU3BOACTBO: YdeOHOoe mocodome / M.B. Kupcanoma; Poccuiickas
Axkanemus roc. cinyxOsl npu [Ipesunenre PO (PAI'C). - 4-e uzn. - M.: HUL] UH®PA-M,2014 - 312c.:
60x90 1/16. - (Bsiciiee oopazoBanue: bakanasp.). () ISBN 978-5-16-004491-0: [nekTpoHHbIi pecypc]
- Pexxum pgoctyna: http://znanium.com/catalog/product/395921, nara obpamenus: 08.06.2018.

12.2. lonoiHuTeAbHAS JUTEpPaTypa

1. Kyszuenos, M. H. JlokymeHTalimoHHOEe oOecTeueHrue YIpaBiIeHUsS U JIETOTPOU3BOJCTBO :
yueOHuk a1 6akanaspoB / M. H. Ky3zunenos. — M. : U3narensctBo IOpaiit, 2015. — 575 ¢. — (Cepus :
bakanasp. [puxmagaoit kypc). — ISBN 978-5-9916-3606-3.: [DnexTpoHHEIH pecypc] - Pexxum gocryma:
https://biblio-online.ru/viewer/8E1A3667-AB58-4A55-B794-FCOFOD93A8AF/dokumentacionnoe-
obespechenie-upravleniya-i-deloproizvodstvo#page/1, nara oopamenus: 08.06.2018.

2. KynseB, H. H. KonduaeHnmanbHOe AEIONPOU3BOJACTBO M 3alIMIICHHBIH AIEKTPOHHBIH
JNOKyMEHTO000poT [DnexkTpoHHbiii pecypc] : yuebnuk / H. H. Kynses, A. C. Hémymxkun, A. I.
®abpuunoB; mon obmr. pen. H. H. Kynsesa. - M.: Jloroc, 2011. - 452 c. - (HoBast yHuBepcurerckas
oubmmoreka). - ISBN  978-5-98704-541-1. [Onextponsblii pecypc] - Pexum pmocryna:
http://znanium.com/bookread2.php?book=468998, nara obpamienus: 08.06.2018.

12.3. YueOHO-MeTOAMYECKHE MOCOOUSA

12.3.1. O0s13aTesibHbIC YUeOHO-MeTOAMYeCKHe MOCo0us
1. Ilerpoma, I. B. JlokymenTtoBenenue: Mertonuueckue yka3zaHUs K INPAKTUYECKUM 3aHSATHSAM
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[DnexTponnslii pecypc] / I. B. Ilerposa, 1. A. Paxmanenko — Tomck: TYCVYP, 2016. — 31 ¢. — Pexum
noctyna: https://edu.tusur.ru/publications/7711, nara o6pamenus: 08.06.2018.

2. Meroauydeckue yka3zaHUs JJIs BRITOTHEHHUS CAMOCTOSTEILHON U MHAUBHUIYAILHON pabOTHI IO
JTUCIUTUTMHE "JloxymMmeHTOBEeIeHUE" . [OnexTpoHHbIN pecypc] - Pexum JIoCTyna:
http://kibevs.tusur.ru/sites/default/files/files/upload/metodicheskie_ukazaniya_po_samostoyatelnoy i_ind
ividualnoy rabote studentov.pdf, nara oopamenus: 08.06.2018.

12.3.2. YuyeOHO-MeTOAUYECKHE TOCOOUS sl JIMI[ C OTPAHMYEHHBIMHU BO3MOKHOCTSIMH 310POBbS U
UHBAJH/I0B

Y4ueOHO-MEeTOANYECKHE MaTePHaIbl JUIS CAMOCTOSTEIbHOM U ayTUTOPHON paboThl 00ydaromuxcs
U3 YKCIIA JIMI C OTPAaHUYEHHBIMU BO3MOXXHOCTSIMH 3/I0POBbSI M MHBAJIMIOB MPENOCTABISAIOTCSA B (popMmax,
aJlalITUPOBAHHBIX K OTPAaHUYCHUSM UX 30POBbS M BOCIIPUATHS HH(OPMALIHH.

JI1s1 JIMI ¢ HApYUIEHUSIMM 3PeHust:

- B ()OpME IEKTPOHHOTO JIOKYMEHTA;

- B II€YaTHOH (hOpME YBETUUECHHBIM MIPH(TOM.

JI1s1 1M1 ¢ HAPYLIEHUsIMM CJIyXa:

- B ()OpME EKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHOM (hopme.

JIJ1s1 JIMIL ¢ HAPYIIEHUSIMH ONIOPHO-ABUIaTeILHOTO anmapara:

- B (hopMe DIIEKTPOHHOTO TIOKYMEHTA,;

- B TIe4aTHOU (hopMme.

12.4. Ilpodeccuonanbubie 6a3bl JAHHBIX U HHGOPMALMOHHBIE CIIPABOYHBIE CHCTEMBI

1. ®CTOK Poccun denepanbHas ciayxba MO TEXHUYECKOMY M OSKCIOPTHOMY KOHTPOIIIO
https://bdu.fstec.ru/documents

2. lleHTp KOMIETEHIIMM TIO BOMPOCAM JOKYMEHTALMOHHOTO OOECHEUeHHsI YIpPaBICHUS U
apxuBHoro jena http://edou.ru/

3. Hudopmannonno-npasoBoii moptain http://www.garant.ru/

13. MarepuaibHO-TeXHHYeCKOe o0ecreyeHue TUCHMILVIMHBI M TpedyemMoe NporpaMMHoOe
obecrnieyenme

13.1. O0mue TpedGoBaHNs K MATEPHAIBLHO-TEXHHYECKOMY M IPOrPAMMHOMY 00eCIIeYeHH IO
AUCHHUTINHBI

13.1.1. MarepuajibHO-TeXHHYECKOE U MPOrPaMMHOe obecrnedeHne sl JJeKIMOHHbIX 3aHATH I
Jlns npoBeneHust 3aHATUN JIEKIMOHHOIO THIA, IPYNIOBBIX U WHIUBUIYAJIbHBIX KOHCYJIbTALlUH,
TEKYILIEro KOHTPOJIS U MPOMEKYTOUYHON aTTeCTallMd MCHOJIb3yeTcs yueOHasi ayAUTOpPHUsS C KOJMYECTBOM
MI0Ca/I0YHBIX MeCT He MeHee 22-24, 000pyaoBaHHas JOCKOM M cTaHIapTHOM yueOHoM Mebenbto. Merores
JI€MOHCTpallMOHHOE 000pylOoBaHHE M Y4eOHO-HAIIsAHblE MOcoOus, oOecredrBarole TeMaTHYeCKue
WJUTIOCTPAIUH 110 JIEKIIMOHHBIM pa3ziesiaM IUCHUIUINHBIL.

13.1.2. MarepuajibHO-TEXHHYECKOE U MPOrpaMMHOe ofecriedeHne ISl MPAKTHYECKUX 3aHATHI
Aynutopus "VIHTEepHET-TeXHOIOTHI U MHPOPMAITMOHHO-aHAIMTUYECKOM IeITeTbHOCTH"
yueOHasi aynuTopus s TMPOBEACHUS 3aHATUN JIEKIIMOHHOTO THMA, y4deOHas ayguTOpus Ul
MIPOBEICHUSI 3aHATUNA MPAKTUUECKOTO TUTIA, ydeOHas ayIuTOpHUs JJIsl IPOBEJICHHUS 3aHATHH J1a00paTOpHOTO

THIIA
634045, Tomckast obnacts, . Tomck, yi. KpacHoapmetickasi, 1. 146, 402 ayn.
Onwucanue uMeroierocs 000py10BaHuUs:
- DKpaH pa3aBUKHOM;
- Mynsrumenuitnbiit mpoexkrop View Sonic PJD5154 DLP;
- Kommnbrorepsr AMD A8-5600K/ ASUS A88XM-A/ DDR3 4 Gbh/ WD5000AAKX 500 Gb (15
IIT.);

- Komneroteper: DEPO Neos DF226/ 13-7100/ DDR4 8G/ XKectkuii muck 500G/ mbits/ Ki1aBua-
Typa/ MOHUTOP (6ILT.);
- KommiekT cnienmanu3upoBaHHON yaeOHOM MeOemu;
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- PaGouee mecto mpenogaBarensi.
[IporpammHuoe obecrieueHue:

— Kaspersky endpoint security
— Microsoft Windows 10

13.1.3. Marepua/ibHO-TeXHHYeCKOe M IPOrPaMMHoOe obecredyeHune I CAMOCTOATeIbHOI padoThl
Jiiss caMoCTOsTEIbHON pabOThl MCHONB3YIOTCS y4eOHBbIE ayIUTOPHH (KOMITBIOTEPHBIE KIIACCHhI),
PacCIOJIOKEHHBIC TI0 aJIpecaM:
- 634050, Tomckast o6macTb, . Tomck, Jlernna npocriekr, 1. 40, 233 ayn.;
- 634045, Tomckas obmacts, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayn.;
- 634034, Tomckast o6nacTh, . Tomck, Bepmmauna ynuna, 1. 47, 126 ayn.;
- 634034, Tomckast obmacts, I. Tomck, Bepmmanna ynuna, 1. 74, 207 ayn.

CocrtaB 000py10BaHUS:

- yaeOHast meOeb;

- komneroTepsl kinacca He Hike [I9BM INTEL Celeron D336 2.8I'T1. - 5 mit.;

- KOMITHIOTEPHI TMOAKIIOUEHBI K ceTh «VHTepHEeT» M 00ecrneyuBaloT AOCTYI B AJIEKTPOHHYIO
nH(OPMAIMOHHO-00Pa30BaTENIbHYIO Cpelly YHUBEPCUTETA.

[TepedeHp MpoOrpaMMHOTO 00ECTICUEHUS:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

13.2. MarepuajibHO-TeXHMYECKOe oOecnevyeHre TUCUUIIIMHBI JIs JIMI[ ¢ OrPAHMYEHHbIMHU
BO3MO’KHOCTSIMM 310POBbSI  HHBAJIU/10B

OcBoeHME NUCUUIUIMHBI JINIAMU C OTPAHMYEHHBIMU BO3MOYKHOCTSIMM 30POBbS W WHBaJIUIaMU
OCYIIECTBIISIETCS C UCIOJIb30BAHUEM CPEJICTB OOYUEHHS OOILIEro U CelnaabHOrO Ha3HAuEHUSI.

[Tpu 3aHATHSAX ¢ OOydYarOUIMMHUCSA € HAPYLIEHHSIMH CJIyXa MPEeJyCMOTPEHO MCIOIb30BAHUE
3BYKOYCUJIMBAIOIIEH amnmaparypbl, MYIbTUMEAUMHBIX CpPEIACTB W JPYIHMX TEXHMUYECKHX CPENICTB
npuema/mepenauu ydeOHOW HMH(pOpPMALUU B AOCTYMHBIX (popMax, MOOMIIBHOW CHUCTEMBI MpErnojiaBaHUs
Ui 00y4aroIMXCcsl ¢ MHBAJIMIHOCTBIO, MOPTATUBHON MHAYKIIMOHHON cHUCTEMBbl. YueOHasl ayluTopus, B
KOTOpPOW 3aHMMAIOTCSl OOyyaroIiuecss ¢ HapylIeHHEeM cilyxa, 00OpylOoBaHa KOMIIBbIOTEPHON TEXHUKOH,
ayIMOTEXHUKOH, BUICOTEXHUKOU, MIEKTPOHHOMN JOCKOH, MYIBTUMEINHHON CUCTEMOM.

[Tpu 3aHATHAX C OOYYAIOUIMMHUCS € HAPYLIEHUSIMH 3PEHUSIMM IIPEIYCMOTPEHO UCIOJIb30BaHKE B
JIEKIMOHHBIX U YU€OHBIX ayAUTOPUSIX BO3MOKHOCTH ITPOCMOTPA YAAJIEHHBIX 00BEKTOB (HalpUMep, TEKCTa
Ha JIOCKE WM ClIaiifia Ha SKpaHe) MpH MOMOIIM BUACOYBETUUUTENEH 1151 KOM(OPTHOTO MPOCMOTpa.

[Ipu 3aHATHAX ¢ OOYyYalOIIMMHUCA € HApPYLIEHHMSIMM OIIOPHO-IBMIaTeJIbHOIO Aammapara
UCHONB3YIOTCS aJbTEPHATUBHbIE YCTPOMCTBA BBOJA HMH(OpPMAIMM U JApPYrHe TEXHUUYECKUE CpelCTBa
npuema/nepenadd yueOHOM MHQPOpMalMKU B JOCTYNHBIX (hopMax, MOOMIBHON CUCTeMBbl OOy4YeHHs AJis
JIOZIEN ¢ UTHBAJIMJHOCTBIO.

14. OHeHO‘lHl)Ie MarTrepvajJabl H METOANICCKUE PEKOMCHAALIMMA 110 OPraHU3allMi U3YYCHUSA
AU CIHUIIIIMHbI

14.1. Coaep:xaHue OLEHOYHBIX MATEPHAJTIOB U METOAUYECKHE PEKOMEHAAIMU
21.]'[5[ OLOCHKU CTCIICHHU C(l)OpMI/IpOBaHHOCTI/I nu ypOBHH OCBOCHMHA 3aerHJ'IeHHBIX 3a JIHCHI/IHJIHHOﬁ
KOMIIETEHIIUH UCIOJIb3YIOTCS OLIEHOUYHbIE MaTepUalibl B COCTABE:!

14.1.1. TecToBble 3a1aHus
1. ITpomecc co3nanust u opopMICHHUS JOKYMEHTA 3TO:
A. Jlenonpou3BOJCTBO;
b. lokymMeHTHpOBaHHUE;
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B. Crangapruzanus;
I'. Yauduxarms.

2. [latite onpenenenue tepmMuny «MHpopMatusy, KOTOPOE 3aKOHOIATEIHHO 3aKPEIIICHO.

A. DTO cBejeHus O JIMIAX, MPEAMETax, SIBICHHUSIX W MPOIEeccax, HE3aBUCUMBIX OT (OPMBI HX
MIPE/ICTABIICHHUS;

b. PykonucHbIN WM MAIIMHHBIA TEKCT, HAITMCAHHBIA YEJIOBEKOM;

B. Curnai unu ¢akT, OnuCchIBaIOIUN KaKoe-11u00 sSBIECHUE;

I HaGop omucarensHOW XapaKTEPUCTUKH, KAaKOro-TuOO MpenMeTra, ¢ IeNbl0 UCIOIb30BAHUS
JIFOAbMU.

3. SI3p1IKM TOKYMEHTHPOBAHUS B allapare YIpaBiIeHUs JEJATCS Ha:

A. Ha TexHU4ecKuil U MCKYCCTBEHHBIHU SI3bIK C UCIOIb30BAHUEM COOTBETCTBYIOIIETO HOCUTEIIS;
b. Ha pycckuii 1 ”HOCTpaHHBIN S3bIKH;

B. fI3pIku cO 3HaKaMu NpenuHaHus U 0e3;

I'. Ha ecTecTBEeHHBIE U HCKYCCTBEHHBIE A3BIKM C UCIIOJIb30BAHUEM COOTBETCTBYIOIIETO HOCUTEIIA.

4. BeiOepere QyHKIUIO TOKYMEHTA HE OTHOCSIIYIOCS K OCHOBHBIM:
A. YrmpaBieHueckas;

b. KoMMmyHuKaTuBHas;

B. Kynbryphas;

I'. [loyunrenbHas;

5. Beibepete BepHYIO Ki1accu(UKALNUIO TOKYMEHTOB 10 CPOKaM XpaHEHHUS:
A. Jlo 10 mer, cBoimre 10 set, Be4HbIC,

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

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

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

6. Jlaiite npaBunbHOe onpezaeneHue abopesuarypsl OP/] B o6nactu kinaccupukanuy J0KyMEHTOB
A. OObeKTUBHO-pallMOHAIbHAS TOKYMEHTALUS;

b. OnucarensHO-pacnpeaenuTenbHas JOKyMEHTAIMS;

B. OnieHOUHO-pYKOBOISIIIAS TOKYMEHTAIINS;

I'. Opranu3anoOHHO-PACHOPSAUTENbHAS TOKYMEHTALUS.

7. Ykaxure paszznen, kKotopbiii HE BXOAMT B TEKCT TUIIOBOTO ycTaBa?
A. PykoBOICTBO;

b. Peopranusanus 1 TMKBUIALNS IPEAIPUATHS;

B. IloreHnnanbHble yrpo3sl AEATEIbHOCTH;

I'. B3auMOOTHOIIEHU, CBA3H.

8. TexcT nmpukasa 1o OCHOBHOM J€ATEIBHOCTH COCTOUT U3 YaCTEH:
A. KoHcratupyomas u pacropsinTenbHasi;

b. OnucarenpHasi, KOHCTaTUPYIOLIAs, PACIIOPAIUTENIbHAS;

B. PacniopsaurensHas;

I'. OnucarenbHast U paciOpsIAUTEIbHAS.

9. Jlaroii cipaBKH SIBJISIETCS JaTa:

A. CocraBieHus CIIpaBKu;

b. Ilognucanus cripaBky;

B. 3 nH4 ¢ 1aTel cOCTaBICHUS CIIPABKY;

I'. 2 paGouux HS C 1aThl TOJIUCAHUS CIIPABKH.

10. MakcuManpHBIM CPOK TOBEPEHHOCTH:
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A. 1 rona;
b. 2 rona;
B. 3 rona;
I'. 5 ner.

11. B xakoii Cpok JTIOJDKHO OBITh PACCMOTPEHBI 3asIBJICHHS U JKAJIOOBI TpaKaaH (KpoMe TOKYMEHTOB
TpeOyYIOIIMX JIOTOIHUTENbHBIE TTOBEPKH)?

A. 1o 7 pabouux aHEH;

b. no 1 mecsma;

B. 1o 15 pabGouunx aHE#, UCKITFOUas IEPBBIN YETBEPT MecsIa U IHU HHBCHTApU3aIlUu;

I'. Mo 2 mecsiueB.

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

b. Tunogas;

B. Ilpumepnas;

I'. Opranu3zanuoHHasl.

13. Ykaxxure omub04HyI0 (hOpMY IEIONPOU3BOACTBA:
A. CtpykrypHO€;

b. llenTpanu3oBaHHOE;

B. Cmemannoe;

I'. lenenTpanu3oBaHHOE.

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

A. 8 meca1ieB;

b. 3 rona;

B. 5 ner;

I'. 7 ner.

15. PactiopsiauTeNnbHbIE TYHKTHI B IOKYMEHTE «IIPUKa3» CTPOSIT MOCIEA0BATENIbHO MO CXEME:!
A. Onucanue — UCIOJIHUTEIb — IeHCTBUE;

b. McnonHuTens — 1eMCTBUE — CPOK UCTIOJIHEHU S,

B. /lelicTBHE — UCITOJIHUTEND - CPOK JICHCTBHS;

I'. Onucanue - UCMIOJIHUTENb — CPOK JEHCTBHUS.

16. Kaxkoii(ue) Buzi(bl) OTBETCTBEHHOCTH NPEAYCMOTpPEH(bl) 3a pa3IIalleHHe KOMMEpYeCKOM
TaHbI?

A. TUCHMITTIMHAPHASA U aIMUHUCTPATUBHAs

B. muctumuimHapHas v rpak JaHCKO-TIPaBOBast

C. yronoBHas

D. Bce Boimenepeuncieruble (O3 «O kommepueckoit TaitHe» [cT. 14])

17. Yto HE OTHOCHUTCS K MpaBHJIaM KOH(UIEHIIUATEHOTO JOKYMEHTO000poTa?

A. KOJIJIeTHanbHOCTh MPOLEAYPhl YHUUTOXKEHHUS JOKYMEHTOB, COAEPIKAIIMX KOH(UACHIHAIBHYIO
unpopmarnuto (KN)

B. Benenue yuéra Bcex koHpUIeHIMAIBHBIX JoKyMeHTOB (K1), BKiItouas uX KOuu

C. nuceMeHnHas Qukcarus oopamienuit paboTHHKoB K KJ|

D. o6s3arensnoe npumenenne AVC npu pabdote ¢ KJ|

18. K/I, oTHOCsAIIMECS K KAKUM JOKYMEHTOIIOTOKAM, HE MTOJUIEKaT Y4€Ty B OpraHu3annn’?

A. K]I, mocTymaroniyie B OpraHU3aImio
B. noxymenTanus npyrux opranusauuil, conepskamas K1
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C. K1, otnpaBinisiemMble U3 Opranu3aluu
D. BHyTpeHHsa TOKyMeHTalusl, cogepsxkarias KN

19. Kakyro wndopmamnuio He BKIo4aeT B cebs PermameHT mocTtynma K KOHGUIEHIIMATHLHOMN
nHpopmanuu?

A. Kpyr Jull, UMEIOIIKX MPaBO JaBaTh pa3pellieHre Ha JOMYCK U JOCTYI K KOH(MUICHIIMAIbHOMI
uHpOpMaLuU

B. ciucok nun, MMEIIUX AOCTYI K ONpeAeNEHHBIM BUIaM KOH(UIESHIIMATIbHON HHpOpMaluu.

C. mopsimok odopMmieHHs pa3pemieHuid Ha JOCTYN K KOH(HUICHIUAThHOW WH(OOpMAIUU H
MIPEIOCTAaBIICHUE €€ MOJIb30BATEISIM.

D. nmopsanok ydera BelAa4M KOH(UICHINAIBHOW JOKYMEHTHPOBAHHOW MH(POPMAITUH.

20. [lomoiHeHUs U W3MEHEHHS COCTaBa CBEJICHUH, BKIIFOUCHHBIX B [lepederb KOHGUACHIINATLHOMI
JOKYMEHTHPOBAaHHON WH(MOpPMAIMK, a TAaKXKEe H3MEHECHHE CTCNEeHH HMX KOH(MHUIEHIIMATLHOCTH MOTYT
OCYILECTBIATHCSA C Pa3pELICHUsT PYKOBOAUTEN OpraHu3alvMu U BHOCUTHCS B llepedeHb 3a moanucsamu
(BbIOCpPUTE HEBEPHBIN OTBET)...

A. pyKOBOIUTENEH CTPYKTYPHOTO MOPA3ACICHUS 10 TPUHAUICKHOCTH HH(DOPMAITUU

B. city:x0b1 6€30macHOCTH OpraHU3aIiu

C. Bcex COTpYAHUKOB, HMEIOLIUX MPABO AOCTYIA K JAHHBIM CBEACHUSIM

D. cimy»0bl 1€T0TPOU3BOJCTBA

21. JlokymMeHTUpOBaHHAasl HHPOPMALUS — 3TO. ..

A. 3aduKcupoBaHHAass Ha MaTepPHAIBLHOM HOCHTENE IMyTEeM JIOKYMEHTHPOBAaHUS HH(MOpMAIus C
PEKBU3UTAMM, IO3BOJIIOUIMMU  ONpPENEeNUTh Takyl HUHPOPMAIMI0 MIM B  YCTAaHOBJIEHHBIX
3akoHONaTrenbcTBOM Poccuiickoit Dexepannu ciydasx ee marepuainbHblii HOocuTenb (N 149-03 «O6
uHpopMaLuu, NH(OPMALMOHHBIX TEXHOJIIOTUAX U O 3aIuTe MHGopmauun» [cT. 2])

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

C. undopmanus, 3aUKCUPOBAHHAs HA MAaTepUAIbHOM HOCHTEJE, JOCTYNl K KOTOPOM CTpOro
OIIPEJEIIEH PENNIAMEHTOM OPraHU3aLUuU

D. undopmanus B nucbMeHHON (hopme, opopMIICHHAs MO ONpeneNEHHBIM IPaBUIaM U Hecyluas
OIPENENIEHHYIO LIECHHOCTb Ul OpraHU3aluu

22. Kakoe ycioBue He sIBIETCS 00s13aTeNbHBIM JIJ1s1 o0ecrieueHus opranu3aiuu gocryna k KJI:

A. 3HaHUE COTPYIHUKOM TpeOOBaHMII HOPMATUBHO-METOIUWYECKUX JIOKYMEHTOB IO 3allUTe
WH(OPMAITUU ¥ COXPAHCHHUIO TAWHBI

B. Hannume HeOOXOMUMBIX YCIOBHIA B odrice s paboThl ¢ KOHPHUACHIIUATHHBIMU JOKYMEHTAMU
u 6a3aMu JTaHHBIX

C. HaNMYMU TOJMMCAHHOTO CTOPOHAMHU TPYAOBOTO JOTOBOpa (KOHTPAKTa), UMEIOIIETO MYHKT O
COXpaHEHWW TaWHBI OPTraHW3AlMHU, W TIOANMCAHHOTO 00s3aTeNbCTBA O HEpa3IIAIEHHH CTaBIINX
W3BECTHBIMU JIUIY KOHPUACHIIMATBHBIX CBEIEHUN M COOMIONEHHUS IPABIIT UX 3aIUTHI

D. nanuuue B opranuzanuu ciyx0bl 6€30MacHOCTH

14.1.2. Tembl JOMAIIHUX 3aJaHUH

Mertonsl  knaccuUKAMM, KOAUPOBAHMS W  HMHJCKCUPOBAHUS  JIOKYMEHTOB U  CHCTEM
AOKYMCHTHUPOBAaHUA

Turel 1 BUIBI JOKYMEHTOB

Dopmynsap JOKYMEHTA U €r0 COCTABHBIE YACTH

OcobeHHOCTH cocTaBIeHus M 0(OPMIICHHS TOJIOKEHUH, TPOTOKOJIOB, TOCTAHOBIICHHUH

OcoOeHHOCTH cOCTaBlIeHUS U OQPOPMIIEHHUS IPUKA30B, PACTIOPSKEHUHN U YKa3aHUH

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
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1. Haiite ompenenenue uHpopmamuu. Onpenennte UEepapXudecKylo CTPYKTYpy HHBapHaHTHBIX
CBOICTB nH(pOpMaIIH.

2. JaiiTe ompeneneHus MOHSATHUSAM COOOIIEHHWE W JOKYMEHT. Ha3oBHUTE CBOHCTBA, OTIMYAIOIIHE
JIOKYMEHT OT COOOIIICHHSI.

3. HazoBuTe 1 oxapakTepu3yiTe OCHOBHBIE (DYHKIIUU JOKYMEHTA.

4. HazoBuTe U 0XapaKTEPU3yHUTE OCHOBHBIC IIPU3HAKU JOKYMEHTA.

5. Jaiite omnpexneneHue  KoHpHUIEHIMaTbHOCTH  uMHGopmanuu. llosicHuTe  mOHsATHE
KOH(UIEHIMAIBHOTO JOKYMEHTA, ONPEIEINTE IePEUeHb CBEICHUH, SABISIFOIUXCSA KOHPHUICHIIMATbHBIMH.

I[OKYMGHT KaK OOBEKT HalmaaACHUA M 3alllMThI

1. HazoBure npasa u o0s3aHHOCTH oOsaaaresns nHpopmanuu. [lepeuricinre 0OCHOBHbIE KaTErOpUU
CBEICHHI, K KOTOpbIM (enepaabHbIMH 3aKOHAMH YCTAHABIMBAETCS OTPaHMYCHHE JIOCTyHa K
nHpopmaIuu.

2. HazoBuTe M oOXapakTepu3ylTe OCHOBHBIC IIOKA3aTeNM 3allUIIEHHOCTH HWH(POPMAIIH,
LUPKYIUPYIOLIEH B CUCTEME YIIPABICHMSL.

3. OxapaxkTepu3yiiTe OCHOBHBIC HCTOYHUKM HH(GOPMALMKM W METOABl IMONYYCHHS OT HHUX
nH(popMaIuu.

4. laiiTe KIacCU(UKAINIO OCHOBHBIX YTPO3 JJOKYMEHTUPOBAHHOM WH(POPMALINH.

5. Ha3oBuTe OCHOBHbIE OpraHu3alMoOHHbIe U TexHuueckue kaHaibl HCI K 10KyMEHTHpOBaHHON
MHPOPMALIUYU U JJANTE UX KPATKYIO XapaKTEPUCTHKY.

6.  OxapakrepusyiiTe =~ OCHOBHBbIE  BHUJABl  HECAHKLIMOHMPOBAHHBIX  BO3JCHCTBUI  Ha
JOKYMEHTHPOBAHHYIO WH(OPMALIUIO.

7. Ha3oBuTe ycinoBusi, KOTOpble MOTYT IIOBJIEUb 3a COOOH yiiepO obanaTesnto KOH(UACHIMaIbHON
uHpopmanuu. O 4eM CBHIETEIbCTBYIOT JaHHbBIC YCIOBHS?

Crioco0bl 1 cpeacTBa JOKYMEHTHPOBAHUS

1. Ha3oBuTe OCHOBHBIC 3aJa4yd 3alIUTHI MHPOPMAIMH MpPH €€ JOKYMEHTHpoBaHWU. HazoBute
OCHOBHBIE OTJINYUS KOH(PHUIESHIIMAIBHOTO J1EIOIPOU3BOACTBA OT OTKPBITOTO.

2. Kak ocyuiecTBisieTcs 3amiuTa KOHQUACHINAIBHOU UHQOpPMALIMK OT yTpaThl U YTEUKU IPU €€
JOKyMeHTHpoBaHHU. Ha3zoBuTe xapakTepHble OMIMOKM NpU JOKYMEHTHPOBAHMHM KOH(DUICHIHATBHOM
nH(pOpMaIuy, CO3at0IINe TPEANOCHUIKY JJIsl €€ YTEUKH U yTpaThl.

3. Ha3oBuTe 1 OnuIIMTE OCHOBHBIE CITIOCOOBI M CPEJCTBA JOKYMEHTUPOBAHUS HH(POPMAIUH.

4. IlpuBenure KiacCUPUKALUIO HOCUTENEH HHPOPMALIUH.

5. Uro noHumaercd moJ NOMIMHHOCTBIO JOKyMeHTa? (OXapaKTepu3yMTe OCHOBHBIE BUbI
¢danbcupuKauy T0KyMEHTOB U HOCUTENIEH JOKYMEHTHON nHpopmanuu. [IpuBenute npumMepsl.

6. OxapakrepusyiiTe OCHOBHBIE (POPMBI 3aLIUTHI TOKYMEHTOB M HOCHUTEIEH JOKYMEHTHPOBAHHOM
uHpopmanuu. [IpuBeaure npuMepsl.

7. Ha3oBuTE OCHOBHBIE BUBI TEXHUUECKOTO UCCIEAOBAaHUS TOKyMEHTOB. llepeunciuTe npusHaku
MMUTAIUU OTTHCKA M1€YaTu, CIIOCOObI 3alUThHI IeYaTy OT MOJIEIIKH.

CrpyKkTypa JOKyMEHTa, €ro COCTaBlIeHHE U 0(hOpMIIEHNE

1. I[TpuBenuTe OCHOBaHUS KiaccU(PHUKAIIMK OCHOBHBIX TUIIOB JOKYMEHTOB. [IpuBeanTe mpumepsl.

2. aiiTe kaccu(pUKALMIO U Ha3HaU€HHE OCHOBHBIX THUIIOB YIPaBIEHYECKHX JTOKYMEHTOB.

3. JMaiiTe xnaccuuKaIuo 1 Ha3HAYCHUE OCHOBHBIX THIIOB TEXHUUYECKUX TOKYMEHTOB.

4. [Maiite ompeneneHuss TMOHATUH «pOpMYIsp» U «PEKBU3UT». HazoBUTE pPEKBU3UTHI,
OTIpE/IETISIONINE FOPUIUUECKYIO CUITY JOKYMEHTA.

5. IlepeuncnuTe U NOSICHUTE OCHOBHBIE PEKBU3UTHI JOKYMEHTA.

6. HazoBute ocHOBHBIE TpeOOBaHMS K COCTAaBY U O(POPMIICHUIO PEKBU3UTOB KOH(MUICHIIMATBHBIX
JOKYMEHTOB.
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MGTOI[I/IKa periraMCHTAalMKU COCTaBa KOH(I)I/II[GHHI/IEUIBHBIX JOKYMCHTOB

1. Tlepeuncnure STambl OIpeNENEHUS] COCTaBa KOH(MUICHUIMANBHBIX IOKyMeHTOB. [loscHute
0COOEHHOCTH OTpEe/IeTICHUsI COCTaBa MH(OPMAIUHU, OTHOCSIIEHCS K CITy)KeOHOH TaifHe.

14.1.4. Bonpocbl Ha caMONIOATOTOBKY

Mertonsl  knaccuUKaMKM, KOAUPOBAHMS W  HMHICKCHPOBAaHUS JOKYMEHTOB W  CHCTEM
JOKYMEHTHPOBAHUS

Tunel ¥ BUIBI JOKYMEHTOB

DopMyssip JOKYMEHTA U €r0 COCTABHBIE YaCTH

Oco0eHHOCTH cOCTaBIeHUs M 0(OPMIICHHS TTOJIOKEHUH, TPOTOKOJIOB, TOCTAHOBIICHHUH

Oco0eHHOCTH COCTaBIIEHUS U OPOPMIICHHUS TPUKA30B, PACTIOPSDKEHUN U YKa3aHUMA

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

CrniocoObI 1 cpelicTBa JOKYMEHTUPOBAHUS

KanaJibl HECaHKIITMOHMPOBAHHOT'O AOCTYNA K JOKYMEHTaM

14.1.5. Tembl OIPOCOB HA 3aHATHAX

[Tonatus wuHpoOpmManus, coobueHne, JokyMmMeHT. CBoilcTBa HH(pOpPMALUKM, COOOIEHUS WU
nokymenta.  ®ynHkumm  cooOmieHuit ¥ gokymeHTa.  OCHOBHBIE  NPU3HAKM  JOKYMEHTA.
Kon¢puaenumanbHOCTh HHGOPMALIUU U KOH(UACHIUAIBHOCTD JOKYMEHTOB.

OCHOBHBIC TEHJCHIIUM HCIIOJNB30BAHUS COBPEMEHHBIX HWH(MOPMALMOHHBIX TEXHOJIOTHH B
o0ecreyeHny yrpaBieHUYeCKOW JiesTenbHOCTH. OCHOBHBIE 3aKOHOJATENbHbIE M METOJO0JOIMYECcKHUe
MPEIIOCHIIKA PACCMOTPEHMsI JIOKYMEHTAa Kak OObeKTa HamaJeHus U 3aumuTbl. OpraHuzaldoHHbIE U
TEeXHUYECKHE KaHaJIbl HECAaHKIIMOHUPOBAHHOI'O JJOCTYMA K IOKyMeHTaM. JIOKyMEHTHI U IepCOHAIL.

3ajauu 3auThl THPOPMALIUU NIPU €€ JOKyMEHTHpoBaHUH. OCHOBHBIE CIIOCOOBI M CPEJCTBA IOKY-
MeHTUpoBaHUs. Kiaccudukamus Hocutened JAOKyMEHTHpoBaHHOM uHGopmanuu. IlogmuHHOCTBH
IoKyMeHTOB. [lo/uIMHHBIE W TOUIOKHBIE JOKYMEHTHL. Buiel danbcuduranun 1oxkymMeHTOB. CriocoObl
3alIUThl JOKYMEHTOB OT (haibCcru(UKALIIH.

14.1.6. Bonipocs! 171 NOATOTOBKM K NPAKTHYECKUM 3aHATHAM, CEMUHAPAM
Kanaiibl HeCaHKITMOHHUPOBAHHOTO JA0CTYNA K JJOKYyMEHTaM
CniocoObI 1 cpenicTBa JOKYMEHTUPOBAHUS

14.2. Tpeﬁona}ma K OCHOYHBLIM MaTepuajJgam AJd JUI ¢ OrpaHUuIC€HHBIMUA BO3MOKHOCTSAMHU
310pOBbH U UHBAJIU/I0B
I[J'ISI Jan; € OrpaHUYC€HHBIMHU  BO3MOXHOCTAMHU 3A0POBbSA W HHBAJIWMAOB MNPEAYCMOTPCHBI
AOMOJHUTEIIBHBIC OLICHOYHBIC MAaTCpHaJIbl, IICPCUCHb KOTOPBIX YKa3aH B Ta6J'II/ILIe 14.
Ta6J'II/IHa 14 — I[OHOJ'IHI/ITGHI)HI)IG Mar€puajibl OUCHUBAHUA IJId JIML C OTPaHUYCHHBIMH BO3MOKHOCTSAMU
340pOBbI U UHBAJIUIOB

Kareropun Buipl 10OMOMHUTENBHBIX OLIEHOUHBIX @DopMBI KOHTPOJIS ¥ OLIEHKU
00y4aroIuxcs MarepuasoB pe3yabTaToB 00yUEHUs

TGCTI)I, IMUCBMCHHBIC CaMOCTOATCIIBHBIC

[Ipenmy1iecTBEHHO MUCEMEHHAs
paboThl, BOTIPOCHI K 3a4eTy,

C HapymeHusaMu

ciyxa IIPOBEpPKA
yx KOHTPOJIbHBIE Pa0OThI pOBep
C napymenussmu | CobecenioBaHue 10 Borpocam K 3auety, [IpenMyliiecTBeHHO ycTHas IpoBepKa
3peHUst OIIPOC 10 TEPMUHAM (MHIUBUYaTbHO)
C HapymeHusIMu Pelienne AMCTaHIIMOHHBIX TECTOB,
OIIOpHO- KOHTPOJIbHBIE Pa0OThl, MUCbMEHHbIE  [IpenMyInecTBeHHO AUCTAaHIIMOHHBIMU
JIBUTATEJILHOTO CaMOCTOSITeNIbHbIE pabOThI, BOIIPOCHI K METOJIaMH
anmnapara 3a4eTy
C orpannuenussmMu o TecTel, TUCBMEHHBIE CAMOCTOSITENIBHBIE [IpenMy1ieCTBEHHO IIPOBEPKA
o01IeMeTUIIUHCKUM paboThl, BOIIPOCHI K 3a4ETY, METO/IaMH UCXOAS U3 COCTOSHUS
IMOKa3aHUSAM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHl ~ 00YYaloIerocs Ha MOMEHT IPOBEPKU

14.3. Meroguyeckne peKOMEHAAUMH 110 OLEHOYHbIM MaTepHaIaM JJIsl JIML C OTPAHUYEHHBIMH
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BO3MOKHOCTSIMU 3/10POBbSI 1 MHBAJIN/I0B

Jis Ui ¢ OTpaHMYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSI M HWHBAIHMJIOB MPEIyCMaTpPHBACTCS
nocTtymnHas popMa nperocTaBIeHHs 3aJaHU OLIEHOYHBIX CPEICTB, 8 UMEHHO:

- B Ie4aTHoM (opme;

- B TIe4aTHOW (hopMe C YBEITHMUSHHBIM MIPUPTOM;

- B (hopMe AIIEKTPOHHOTO TOKYMEHTA,;

- METOJIOM YTEHHS aCCUCTEHTOM 33/1aHUS BCIYX;

- NpeA0CTaBICHUE 3a/IaHHsI C UCIIOIBb30BAaHUEM CYPJIOTIEPEBO/IA.

Jluam ¢ OrpaHWYEeHHBIMH BO3MOXKHOCTSIMH 3/I0POBbsSI M MHBAJIHJaM yBEJIHMUYMBACTCS BpeMs Ha
MOJrOTOBKY OTBETOB Ha KOHTPOJBHBIC BOMPOCHL. [l Takux OOydYaromuxcsi MpeayCcMaTpuBaeTCs
noctymnHas popMa mperoCcTaBIeHHsI OTBETOB Ha 33/1aHUS, 3 UMEHHO:

- NUCHbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C UCIIOJIB30BAHUEM YCIIYT aCCUCTCHTA;

- IPEACTaBICHNUE OTBETOB YCTHO.

[Iponienypa oueHUBaHHUS pPE3YJAbTaTOB OOYYEHHUS JUI] C OrPAaHUYECHHBIMH BO3MOXXHOCTSIMH
3I0POBbSl M MHBAJIMJIOB 10 JUCHUIUIMHE MPEIyCMaTpPHBAET MpeaocTaBicHue WHPOpMauu B Gopmax,
aIalTHPOBAHHBIX K OTPAHUYCHUSM UX 370POBbS M BOCIPHUATHS HH(OPMALIHN:

JlJ1s1 JINI ¢ HAPYUIEHUSIMH 3PeHUst:

- B (hopMe PIIEKTPOHHOTO TIOKYMEHTA,;

— B IIe4aTHOW (hopMe YBEITUUEHHBIM IIPH(PTOM.

JI1s1 IM1 ¢ HAPYLIEHUSIMM CJIyXa:

- B (hOpMeE DIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOM (hopme.

JlJ1s1 JIN1 ¢ HAPYUIEHUSIMH ONOPHO-ABUTATEJLHOTO annapara:

- B (hopMe DIIEKTPOHHOTO TIOKYMEHTA,;

- B TIeYaTHOU (hopMme.

[lpr HEOOXOMUMOCTH JUISL JIMII C OTPAaHHMYCHHBIMH BO3MOXHOCTSIMH 37I0POBbsS W HMHBAJIH]IOB
IpoIieTypa OIICHUBAHUS PE3YIbTaTOB 00yUEHUS MOXKET MPOBOAUTHCS B HECKOJIBKO 3TAIOB.
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