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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;{pbl
nporokor Ne 12 oT « 26 » 11 2019 r
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
toBkH (crenmasnibHOCcTH) 10.03.01 MHbopmarmonnas 6e3omacHoCTh, yrBepxkaeHHOro 01.12.2016 rona,

paccmoTpena u onobpeHa Ha 3acenanuu kapenpsl KUBOBC «  » 20 roma, MPOTOKOI
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
OOy4uTh CTYAEHTOB MPUHIIMIIAM OpraHU3aluu KOH(UIEHIIMAIBHOTO JOKYMEHTO000pOTA.

1.2. 3amaum AMCHUIIIMHBI
— IlomyueHue CTyICHTaMH 3HAHMW O TMPHUHIMIIAX TOCTPOCHHS HMHMOPMAIMOHHBIX CHCTEM H
CTPYKTYpE CHCTEM JOKYMEHTAIIHIOHHOTO 00ECIICUCHHUS;
—  VYMeHUI ¥ HAaBBIKOB IO PErIAMEHTAIIMHU 3aIUThl KOH(HICHIIMAIBHBIX JOKYMEHTOB Ha BCEX
JTanax JOKyMEHT0000poTa.

2. Mecto mucuuniauebl B ctpykrype OIIOII
Juctunnuna «lokymentoBenenue» (b1.B.02.02) otHocutcs k 610Ky 1 (BapuaTHBHAsS 4acTh).
[TpeamecTBYIOMKUMI TUCIUITTHHAMY, (POPMUPYIOIIUMI HadaJIbHBIC 3HAHUS, SBISIOTCS: J{enoBbie
KOMMYHHKaI#, OpraHn3allioHHOE U TIPaBoBoe obecrnieueHne MHPOPMAIMOHHON O€30MacCHOCTH.
[TocnenyromumMy AUCIUILUTHHAMA SIBIISTIOTCS: 3alMTa BBITYCKHOW KBAIM()UKAITMOHHOW palOTHI,
BKJIIOYasl MOATOTOBKY K MPOLIEAYPE 3aIIUTHI U MIPOLEAYPY 3aIHTHI.

3. TpeOoBaHus K pe3yJbTaTaM OCBOCHHS THCHUIINHBI

[Iponecc n3ydeHus QUCIUIUIMHBI HATIPaBJIeH Ha (YOPMHUPOBAHUE CIIETYIOIINX KOMIETCHIIUI:

— OIIK-5 cnocoOHOCTBIO MCHONIB30BaTh HOPMATHBHbIE IMPABOBBIE aKThl B MPO()ECCHOHATBHOM
NEeSITETbHOCTH |

— TIK-13 crocoGHOCThIO NPUHUMATH ydacTre B (POPMUPOBAHUHU, OPTaHU30BBIBATH U MOJIEPIKHU -
BaTh BBHITIOJIHEHUE KOMILJIEKCa Mep Mo o0ecreyeHn0 UH(OPMAIMOHHON 0€30MacHOCTH, YIpaBIsATh MPO-
[IECCOM HX peayn3alii ;

B pesynpTare u3ydeHus IMCIUIIIMHBI 00YyJarOMIUNACS TOJIKEH:

—  3HATh TEHJCHIIUH Pa3BUTHs WH(OPMAIMOHHO-TOKYMEHTAITMOHHOTO 00ECTIEYCHHUSI C IPUMEHE-
HHEM HOBBIX TEXHOJIOTMI; 3aKOHOMEPHOCTU JJOKYMEHTOOOpa30BaHUs; CUCTEMbI XpaHEHUS TEKYIIeH U pe-
TPOCTIEKTHBHOHN JOKYMEHTAIIMH; 3aKOHOJATEIbHBIE W HOPMAaTHBHO-METOAMYECKUE MaTepHaibl MO JOKY-
MEHTHPOBAHHUIO U OpPTraHU3alMK PabOTHl C JOKYMEHTAMH; KPUTEPUH U MPUHIIMIIBI OLIEHKU IEHHOCTHU J10-
KYMEHTOB W TIOPSIIOK OTIPENENIEHUs] CPOKOB MX XpaHEHWs; HOBEHIIME WH(POPMAIMOHHBIC TEXHOJIOTHU;
COBpPEMEHHBIE TEXHUUECKHE CPEICTBA YIPABICHUS.

—  yYMeTh HCIOJIh30BaTh HOPMATHBHBIC MPABOBBIC aKTHI B CBOCH MPOQeCCHOHATFHON JAESITEINbHO -
CTH; pa3pabaTbiBaTh OPraHU3ALMOHHBIE 1 HOPMATUBHO-METOJMUYECKHE TOKYMEHTHI 10 00ECIIEUEHHUIO UH-
(dopMaMOHHON 0€30MaCHOCTH aBTOMATU3WPOBAHHBIX CHUCTEM; COCTABIATH M OGOPMIIATH JIHOOBIC BHIBI
JOKYMEHTOB; aHAJIM3UPOBATh COCTOSIHUE CUCTEMBI 3aIIUThI KOH(QUAECHIUAIBHBIX JOKYMEHTOB; COCTABIIATD
TEXHUYECKOE 3aJ]aHHe Ha MPOCKTUPOBAHUE CHUCTEM 3aIIUTHl HH(POPMAITMOHHOAOKYMEHTAIMOHHOTO 00eC-
HEUCHUS JESITEIbHOCTH (PUHAHCOBBIX U SKOHOMUYECKHUX CTPYKTYD.

—  BJIAJIeTh TEPMHUHOJIOTUEH U CUCTEMHBIM IMOJIXOAOM MOCTPOCHUS 3aIUIIEHHOTO JOKYMEHTOO-
O6opota; HaBbIKaMH (HOpMHUPOBaHUS U AP(HEKTUBHOTO MPUMEHEHHUs KOMITJIEKca Mep (TpaBwI, MPOIEAYD,
NPAaKTUYECKUX MPUEMOB, PYKOBOISIIMX MPUHIIMIIOB, METOJOB, CPEACTB) AJs oOecredeHus: nHpopMaru-
OHHOM 0€30MacHOCTH aBTOMATHU3UPOBAHHBIX CHCTEM; CIIOCOOHOCTBIO UCIOIb30BaTh HOPMATUBHBIE ITPABO-
BbIE aKThl B IPO(ECCHOHATIBHOM J1eATENFHOCTH.

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI padoThI
OO01ast TpyI0€MKOCTb JUCHUIUINHBI cocTaBisieT 2.0 3aUeTHBIX eIMHMILIbI U IIPeCTaBIeHa B TalOuu -

%Zgﬁl{lﬁa 4.1 — TpynoeMKOCTh JUCUUILIMHBI
Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl
7 cemecTp
AynuTopHble 3aHATUSA (BCETO) 36 36
Jlexknuu 18 18
[IpakTrueckue 3aHATHS 18 18
CamocTosiTenbHas paboTa (Bcero) 36 36
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[TpopaboTka JIEKITMOHHOTO MaTepraia 6 6
[ToaroroBka Kk NpakTU4YECKUM 3aHATUSAM, CEMUHApam 30 30
Bcero (0e3 ax3aMeHa) 72 72
OO6miast Tpy1I0€MKOCTb, 4 72 72
3aueTHnie EquHuIie 2.0 2.0
5. Conepxxanue IMCUMILIHHBI
5.1. Pa3nenbl AMCHMILIMHBI M BUAbI 3aHATHI
Pazniensl TUCIUIUTAHEI ¥ BUBI 3aHATHN PUBEACHBI B Ta0muiie 5.1.
Tabmumma 5.1 — Pa3enbl AUCIUTUIMHBI U BUBI 3aHITHI
Bcero
4acoB
[Ipaxk. Cawm. dopmupyembie
HazBanus pa3aenoB 1UCHUIUIMHBI Jlek., u (6e3
3aH., 4 | pab., 4 KOMIIETEHITUN
9K3aMEH
a)
7 cemecTp
1 JIokyMeHT, ero cBOMCTBa, (PYHKIIMH H MPH- 2 0 1 3 OIIK-5
3HaKU
2 JIokyMEeHT Kak OOBEKT HamaICHHsI U 3aIlH- 4 4 8 16 OIIK-5
THI
3 Crioco0bl M cpesIcTBa JOKYMEHTUPOBAHHUS 8 16  |OIIK-5
4 CtpykTypa IOKyMEHTa, €r0 COCTaBJIEHUE U 8 16 |OIIK-5
odopmiieHue
5 Knmaccudukanus TOKyMEHTOB B CUCTEM J10- 2 6 10 18 OIIK-5
KYMEHTHPOBAHHS
6 Meronuka perflaMeHTalul CoCcTaBa KOH(pHU- 2 0 1 3 OIIK-5, IIK-13
JEHINABHBIX JOKYMEHTOB
Hroro 3a cemectp 18 18 36 72
Hroro 18 18 36 72
5.2. Coaep:xanue pa3aejioB IUCHUILIUHBI (110 JIEKIIUSIM)
CopneprkaHue pa3ienaoB TUCIUILINH (TI0 JIEKIMSIM) IPUBEACHO B Tabnuiie 5.2.
Tabmuua 5.2 — CopeprkaHue pa3ienaoB JUCLUILIMH (110 JIEKIHIM)
Conepsxanue pasnaeiioB qucuuiuidiel (mo | Tpymoemkocts, | @opMupyemeie
HaszBanus pasnenos Aep pasi AHCH ( Py PMHPY
JICKITUSIM) q KOMITETEHITUU
7 cemecTp
1 JIokyMeHT, ero [TousiTus undopmanus, cooOIIeHue, TOKY- 2 OIIK-5
cBoiicTBa, GyHKIMHU U | MeHT. CBolcTBa HHPOPMALIUU, COOOIIEHUS 1
TIPU3HAKU nokymeHTa. OyHKIIUU COOOIIECHUH U JTOKY-
MeHTa. OCHOBHBIE MTPU3HAKU JOKYMEHTA.
KondunenuanbHOCTs MHGOPMAITIH U KOH-
buaeHINaTbHOCTD JOKYMEHTOB.
Hroro
2 JIOKyMEHT Kak OCHOBHbIE TEHJACHIIMN UCIIOIb30BAHUS 4 OIIK-5
OOBEKT HAIMAJCHUS U | COBPEMEHHBIX HHPOPMAITMOHHBIX TEXHOJIO-
3aIUTHI TUil B 00ecTieYeHIH YIPaBIeHUYECKOM /1es-
TeabHOCTH. OCHOBHBIC 3aKOHOJATEILHBIE 1
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MCTOAOJIOTHYCCKUC ITPCAIIOCBIIIKHM paCCMOT-
PCHUA JOKYMCHTA KaK 00BeKTa HamnaacHusa 1
3allHTHI. OpraHI/ISaHI/IOHHHe U TCXHUYCCKHEC
KaHaJIbl HCCAHKIIMOHUPOBAHHOT'O JOCTYIIA K
JOKYMCHTAaM. I[OKYMCHTBI " IICpCOHAJ.

Hrtoro

3 Crioco0sl U cpesicTBa
JOKYMCHTHUPOBAHUSA

3agaun 3alUThl UHGOPMAIIUU TP €€ JOKY-
MeHTHUpoBaHUHU. OCHOBHBIE CITIOCOOBI U CpeI-
CTBa JOKyMeHTupoBaHus. Kiaccudukarms
HOCHTENEH TOKyMEHTHPOBAHHOM HH(OopMa-
uuu. [HoxmmaHoCTh NOKYMeHTOB. [lommn-
HBIE U TIOJUI0XKHBIE TOKyMEHThI. Busel danb-
cu(UKaMu J0KyMeHTOB. CIIOCOOBI 3a1IUThHI
JIOKYMEHTOB OT (pasibcu(UKaLINN.

Hroro

OIIK-5

4 Ctpykrypa
JIOKYMEHTa, €ro
COCTaBIICHUE U
odopmiieHue

Twurel ¥ BUJIBI TOKYMEHTOB, UX KJaccu(uka-
st O6mre TpeOoBaHus K COCTABICHHUIO U
odopmiieHnto JokyMeHTOB. OcOOEHHOCTH
COCTAaBJICHUA U O(bOpMJIGHI/ISI OTACIIbHBIX BU-
JIOB yIIPaBJICHYECKHUX TOKYMEHTOB. OcoOeH-
HOCTH COCTaBJICHUS U 0POPMIICHUS OTHCITh-
HBIX BHJIOB TEXHUYECKHX JIOKyMEHTOB. Tpe-
OOBaHUS K COCTABJICHUIO M O(DOPMIICHHUIO
KOH(UICHIIUAIBHBIX JIOKYyMEHTOB.

Hroro

OIIK-5

5 Knaccudukarus
JIOKYMEHTOB U CUCTEM
JOKYMEHTHPOBAHUS

Mertonb! Knaccu(puKau U KOAUPOBAHUS
JOKYMCHTOB U CUCTEM JOKYMCHTAIIUH.
Knaccugukamnus 1okymMeHToB U aei. Mero-
JIMKa cocTaBlieHus Kiaccudukaropon. Cu-
CTEeMbI JOKYMEHTAIuH. YHU(PUIIUPOBAHHbIE
CHUCTEMBI NOKYMCHTAIIUH.

Hroro

OIIK-5

6 Metonuka
perimaMeHTanuu
cocraBa
KOH(pHIeHIINAIbHBIX
JIOKYMEHTOB

DTarsl ONpeeseHus cocTaBa KOH(OUICHIIH-
aJbHBIX TOKyMEHTOB. OCOOEHHOCTH OIpee
JICHUS COCTaBa MH(POPMAIINN, OTHOCSIICHCS
K cayxeOHoil TaliHe. OCHOBHbIE TpeOoBa-
HUS, TIPEIBSBISIEMBIE K COCTABICHUIO U
ohopMIIEHUIO TTepeYHeN KOH(UICHIIUAIb-
HBIX CBEJICHUH M M3/1aBaeMbIX KOH(HICHIIN-
AJIbHBIX TOKYMCHTOB.

Hroro

2

OIIK-5, IIK-13

Hroro 3a cemectp

18

5.3. Paznenbl JMCUMILVIMHBI M MEKIMCUMIUIMHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (PeAbl Ty IIUMHU)
U o0ecnieynBaeMbIMH (MOCJIEAYONIUMH) TUCHUIIHHAMU
Paznmensl TUCHUTUIMHBI M MEXIUCIUTUTMHAPHBIC CBSI3U C 00ECTICUMBAOIIMMHU (TIPEABIAYIIUMU) U
obecrieunBaeMbIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAME TIPEICTAaBIEHBI B TabmuIe 5.3.
Tabmuua 5.3 — Pa3nensl AUCHUTUIMHBI M MeXKAUCIUIINHAPHBIEC CBSI3U

No pasaciion HaHHOﬁ AUCHUIUIMHEBI, JJIS1 KOTOPBIX HCO6XOIII/IMO
HN3Y4YCHHUC 06€CHe‘II/IBaIOHII/IX H 00ecIieunBaeMbIX JUCHUITIINH

HaunmenoBanmue JUCHUITIIINH
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1 2 3 4 5 6
[IpenmecTByromme AUCHUILIMHbI
1 [lenoBble KOMMYHHKALIUU + + + + + +
2 OpraHu3allioHHO€E U ITpaBoBOE o0ec-
neyeHne nHPOPMALUOHHON 6e30MacHO- + + + + + +
CTH
[Tocnenyromue TUCIUIIITUHBL

1 3ammTa BBIMYCKHOM KBaTU(UKAITMOH-
HOM pa0OTHI, BKJIIOYAs! MMOJI'OTOBKY K N N N N N n
IPOLEAYpPE 3aUTHI U IPOIEAypY 3alllu-
THI

5.4. CooTBeTCcTBHE KOMIIETeHINI, (POPMHUPYEMBIX IPH H3YYCHUHU AUCHMILIMHBI, M BU/10B 3aHATHI
CootBercTBHE KOMIETEHLUH, (HOPMUPYEMBIX MPHU H3YyYECHUM AMCLUUIUIMHBI, W BHUJIOB 3aHATUN

MPEJICTABICHO B Ta0OJHIIE

5.4.

Tabmuma 5.4 — CoOTBETCTBHUE KOMITETCHIINHA, ()OPMUPYEMBIX MTPU W3YYCHUU NUCHIUILIAHBI, U BUIAOB 3aHS -

THI
Kommerennu Buns! 3anathii
@DOpMBI KOHTPOJIA
u Jlek. [Ipak. 3aH. Cam. pa6.
OIIK-5 + + Ompoc Ha 3ansATHAX, Tect
IIK-13 + Omnpoc Ha 3aHsaTHAX, Tect
6. UHTepakTHBHBbIE MeTO/ABLI U (POPMBI OPraHU3ALUH 00yYeHH S
He npenycmorpeno PVYII.
7. JJaGopaTtopHbie padoThI
He npenycmorpeno PVYII.

8. lIpakTHYeckue 3aHATHA (CEMUHAPBHI)
HanmMeHnoBaHnue npakTHUeCKuX 3aHATHN (CEMHUHAPOB) MpUBEIeHO B Tabmmie 8.1.
Tabmuua 8.1 — HaumeHoBaHME MPAKTUUYECKHUX 3aHATUH (CEMHUHAPOB)
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HaumeHnoBaHue nmpakTH4eCKUX 3aHATUI Tpynoemkocts, | Dopmupyembie
HazBanus pa3nenos
(cemuHapoB) q KOMITCTCHITH
7 cemecTp
2 JIOKyMEHT Kak KaHasb!l HECaHKIIMOHUPOBAHHOTO AOCTYTIA K 4 OIIK-5
OOBEKT HAMAJICHUS U | JOKYMCHTAM
SallHThI Htoro 4
3 Cnoco0Os1 u cpeacta | CriocoObI ¥ CpeICTBA JOKYMEHTUPOBAHUS 4 OIIK-5
JOKYMEHTHPOBAHHS |y o 4
4 Crpykrypa Tunel 1 BUIBI JOKYMEHTOB POpMyIIsIp TOKY- 4 OIIK-5
JIOKYMEHTa, €r0o MEHTAa U ero cocTaBHble yacTu OcoOeHHOCTH
COCTaBIICHUE U cocTaBleHUS! M O(hOPMIICHHS TTOJIOKEHUH,
odopmieHue MIPOTOKOJIOB, MOCTaHOBJIEHUH OCOOCHHOCTH
cocTaBieHus U 0(hOpMIICHHSI IPUKA30B, pac-
nopsbkeHui u ykazanuit OCoGeHHOCTH CO-
CTaBJICHUS U 0POPMIICHUSI TEXHUYECKOTO 3a-
nanus, oraera o HUP
Uroro 4
5 Knmaccudukanus | Metoabl kiaccuduKaIuy, KOJUPOBAHUS U OIIK-5
6



JOKYMCHTOB U CUCTEM
AOKYMCHTHUPOBAaHUSA

KYMCHTHPOBAHUA

HHACKCUPOBAHUSA JOKYMCHTOB B CUCTEM J10-

HUtoro

Hroro 3a cemecTp

9. CamocrosiTesqibHasi pabdoTa
Bunel camocrosiTensHOM paboThl, TPYIOEMKOCTh U (pOpMHUpyeMble KOMIIETEHITMH TPECTaBICHbI B

tabmmue 9.1.
Tabmuua 9.1 — Buasl caMoCTOATENBHON pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIIUN
Bunbl camocrostensHol | TpynoemkocTs, | DopMupyemblie
HasBanns paznenos a 2 ’ pMHPY @DOpMBI KOHTPOJIA
paboThI q KOMITIETEHI[A
7 cemecTp
1 JIokymeHT, ero [IpopaboTka JIEeKITMOHHO- 1 OIIK-5 Ormpoc Ha 3aHATHSAX,
CBOICTBa, (YHKIIMH |TO MaTepHana Tect
Y IPU3HAKH
pusHa Hroro 1
2 JIOKyMEHT Kak [ToaroroBka k nmpakTuye- 7 OIIK-5 Ormpoc Ha 3aHATHUSX,
OOBEKT HaMaJCHUs |CKUM 3aHATUSAM, CEMUHA- Tect
Y 3aILUTHI pam
[TpopaboTka neKInOHHO- 1
ro Marepuana
Hroro 8
3 CriocoObI [ToaroroBka k mpakTuye- 7 OIIK-5 Onpoc Ha 3aHSTHSX,
cpencTBa CKHUM 3aHSTUSM, CEMHUHA- Tect
JOKYMEHTHPOBAHHS | pam
[TpopaboTka JTeKIMOHHO- 1
ro Marepuana
Utoro 8
4 Ctpykrypa [ToaroroBka Kk npakTuye- 7 OIIK-5 Ornpoc Ha 3aHATUSAX,
JIOKyMEHTa, €T0 CKHUM 3aHSTUSAM, CEMHUHA- Tect
COCTaBJICHUE U pam
MJICHU
odopmierme [TpopaboTka JIEKITMOHHO- 1
ro Marepuaina
Hroro 8
5 Knmaccudukanus | IlogroroBka k mpakTude- 9 OIIK-5 Onpoc Ha 3aHATHSX,
JIOKYMEHTOB U CKHUM 3aHSITUSIM, CEMHUHA- Tect
CUCTEM pam
AOKYMEHTHPOBAHHA [TpopaboTka neKIHOHHO- 1
ro Marepuaia
Uroro 10
6 Metomuka [TpopaboTka JIEKITMOHHO- 1 OIIK-5, ITIK-13 |Onpoc Ha 3aHATHAX,
periiaMeHTaluumu ro Marepuaia Tect
cocTaBa Viroro 1
KOH()UICHIINATBHBI
X JIOKYMEHTOB
Hroro 3a cemectp 36
Hroro 36
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10. KypcoBoii npoekrt / kypcoBasi padota
He npenycmotrpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU YCIIeBAeMOCTH 00y4aroumuxcst

Tabmuua 11.1 — banibHble OLIEHKH JUISI 3JIEMEHTOB KOHTPOJISI

11.1. banjbHbIe OLEHKH JJIsl 3JIEMEHTOB KOHTPOJIA

. . MaxkcumanbHbIN
. MaxkcumanbHbIN MaxkcuMabHBIH
DneMeHTHl y4eOHOU 6asu1 3a mepuon Bceero 3a
6amn Ha 1-yto KT ¢ |  Gamnn 3a mepuon
NEeITENbHOCTH mexnay 2KT u Ha ceMecTp
Hauyana cemectpa | mexnay 1KT u 2KT
KOHEIl ceMecTpa
7 cemecTp

Ormpoc Ha 3aHATUAX 20 30 20 70
Tect 30 30
Hrtoro makcumyM 3a nepu- 20 30 50 100
on

Hapacraromum ntorom 20 50 100 100

11.2. Ilepecyer 0a/1710B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKH
[Tepecuer OanoB B OLIEHKH 32 KOHTPOJIbHBIE TOUKHU MpeAcTaBieH B Tabuune 11.2.
Tabmuua 11.2 — [lepecueT 06ayuI0B B OLIEHKH 3@ KOHTPOJIbHBIE TOUKH
banibl Ha 1aTy KOHTPOJIBHON TOYKH OneHka

> 90% ot MakcuMabHON cyMMbI OansioB Ha naty KT 5

Ot 70% no 89% ot makcumanbHO cymmbl OansoB Ha Aaty KT 4

Ot 60% 1o 69% ot makcumasibHON cymMbl OaiioB Ha aaty KT 3

< 60% ot MakcuMasbHOU cyMMBI O6astoB Ha aaty KT 2

11.3. IlepecueT cymMmMbI 02J1JIOB B TPAAULIMOHHYI0 U MEKIYHAPOAHYIO OLIEHKY

[Tepecuer cymMbl OaJIJIOB B TPAAMLMOHHYIO U MEXIYHAPOIHYIO OIICHKY INpEJICTaBleH B TabJHIe
11.3.

Ta6muma 11.3 — IlepecueT cyMMbl 0aJIJI0B B TPAAMLIMOHHYIO U MEXKTYHAPOIHYIO OIICHKY

Nrorosas cymma 0asios,
Onenka (I'OC) YYHUTBIBACT YCTCIIHO CAAHHBIN Onenka (ECTS)
9K3aMeH
5 (oTM4YHO) (3aYTEHO) 90 - 100 A (0oTU4HO)
85 -89 B (o4enp xoporiio)
4 (xopo1io) (3a4TeHO) 75 - 84 C (xopor1o)
70 - 74 D( )
TOBJICTBOPUTEILHO
3 Y ) 65 - 69 Y P
TOBJIETBOPUTENIBHO) (3a4TE€HO
Y P 60 - 64 E (mocpencTBeHHO)
2 (HCYROBIICTBOPHTENLHO) (HE Hwmxe 60 6ammos F (HeynoBneTBOpHUTENHHO)
3a4TEHO)

12. YueOHO-MeTOAUYecKOe U MHGOPMANIMOHHOE O0ecTieYeHrue TUCIHIIINHBI

12.1. OcHoBHas JuTepaTypa
1. denonpousBoacTBO [DnekTpoHHBIH pecypc]: Yuebnoe nocodbue / JI. U. KazakeBuu - 2018.
132 ¢. — Pexxum noctyma: https://edu.tusur.ru/publications/7542 (mara oopamenus: 15.06.2021).

12.2. lonostHUTEILHAS JIATEPATYpa
1. JloKyMeHTalMOHHOE 0OecTIeueHre YIPABICHUECKUX pelieHnuH [ DIeKTpoHHBINA pecypc]: Yueb-
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Hoe nocobue / I1. B. Cenuenko, FO. I1. Exnakos, B. E. Kupuenko - 2018. 180 ¢. — Pexxum poctyna:
https://edu.tusur.ru/publications/8555 (nara obpamenus: 15.06.2021).

12.3. YueOHO-MeTOAUYECKHE MTOCO0OU

12.3.1. O0s3aTesibHbIE YUeOHO-MeTOAuYeCKH e MOCO0Uus

1. JlokyMeHTOBe[eHHE [DIEKTPOHHBIA pecypc]: MeTtoauueckue yka3aHusi K MPaKTUYECKUM 3a-
watusm / I. B. TlerpoBa, M. A. Paxmanenxko - 2016. 31 c¢. — Pexum pgoctyma:
https://edu.tusur.ru/publications/7711 (mara obpamenus: 15.06.2021).

2. Meronuueckue ykazaHUs AJis BHIIIOJTHEHHUS CAMOCTOSTENIbHOM M MHAMBUYaIbHOM pabOThI 110
JUCLUIIIINHE "JlokymeHTOBeicHHE" . [DneKTpOHHBIH pecypcl: — Pexxum JOCTYIIA:
http://kibevs.tusur.ru/sites/default/files/files/upload/metodicheskie ukazaniya po samostoyatelnoy i ind
ividualnoy rabote studentov.pdf (mara o6pamenus: 15.06.2021).

12.3.2. YueOHO-MeTOAMYECKHE MIOCOOMS 1JIs1 JIMI C OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbS H
WHBAJIUI0B

Y4eOHO-MeToqMUeCKre MaTeprabl ISl CAaMOCTOSTEIbHON U ayTUTOpHOM paboThl 0Oyyaromumxcs
U3 YMCIIa JIUI] C OTPaHMYEHHBIMI BO3MOKHOCTSIMU 3I0POBBSI 1 MHBAJHJIOB MPEIOCTABISIOTCS B (popMax,
a/IalITUPOBAHHBIX K OTPAaHMYEHUSIM UX 3/I0POBbS U BOCIIPUATHUS HH(DOPMAIIHH.

JL1s1 I ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETUYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIIeHUsIMH CJIyXa:

- B (hopMe IIEKTPOHHOTO TOKYMEHTA;

- B IeyaTHou opme.

Jl1s1 1M1 ¢ HAapyIIeHUsIMM ONIOPHO-ABUTaTeJIbHOI0 annapara:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (hopme.

12.4. IIpo¢eccnonaibHbIe 0a3bI JAHHBIX U MHPOPMALMOHHBIE CIIPABOYHbIEC CHCTEMBbI

1. ®CTOK Poccun depepanpHas ciayxk0a MO TEXHHYECKOMY U 3KCIIOPTHOMY KOHTPOIIIO
https://bdu.fstec.ru/documents

2. lleHTp KOMIIETEHIIMH IO BOIPOCAM JOKYMEHTAIMOHHOTO 0OecreueH sl YIpaBlIeHUs U apXHB-
HoTO nena http://edou.ru/

3. HWudopmanmonHo-npaBoBoii nmoprtai http:// www.garant.ru/

4. JIonmoJHUTENbHO K MPOPECCHOHATBHBIM 0a3aM JaHHBIX PEKOMEHAYETCS UCII0JIb30BaTh HHPOP-
MallMOHHbIE, CIPAaBOYHbIE U HOPMATHBHBIE 0a3bl JaHHBIX https://lib.tusur.ru/ru/resursy/bazy-dannyh

13. MaTtepuaibHO-TEXHMYECKOE 00ecneyeHue TUCIUILJIMHBI U TPpedyeMoe MPorpaMMHoOe
ob0ecneueHue

13.1. O6uue TpedGOBaHMA K MATEPHAJBHO-TEXHUYECKOMY H IIPOrPAMMHOMY 00ecIie4YeHHI0
AUCHMILTHHBI

13.1.1. MaTepuaJibHO-TeXHHUYECKOE U IPOrPAMMHOe o0ecrnevyeHue sl JIEKIIMOHHbIX 3aHATHH
Jlst mpoBeieHus 3aHATUH JICKIIMOHHOTO TUIIA, TPYIIIIOBBIX U MHIAWBUYaTbHBIX KOHCYJAbTALIUH, TE-
KYIIETO KOHTPOJIS M MIPOMEKYTOYHOU aTTECTAIlUU MCIOIB3YeTCs yIeOHas ayquTOPHs ¢ KOJTUIECTBOM I10-
CaZIOYHBIX MecT He MeHee 22-24, 006opynoBaHHAs JOCKOM M CTaHAApTHOH yueOHOIl mebenbro. MMeroTes
JIEMOHCTPAIIMOHHOE 000pYIOBAaHUE U YU4€OHO-HATIIAIHBIE TTOCOOMsI, 00€CTICUNBAIOIINE TEMATHUECCKUE WJI-
JIOCTPALIMHU 0 JIEKIIMOHHBIM pa3JielaM TUCIUIUINHEI.

13.1.2. MaTepuaJIibHO-TeXHUYECKOEe U NIPOrPAMMHOe o0ecnedyeHue J1Jisi NPAKTHYECKUX 3aHA T
Aymutopust IHTepHET-TeXHOJIOTHI 1 HHPOPMALTMOHHO-aHATUTHYECKON IeATEIIbHOCTH
yueOHas ayuTOpuUs JUIsl IPOBEICHUS 3aHATUH JIGKIIMOHHOTO TUIA, yueOHas ayIUTOpUs JIsl IPOBE -
JICHUS 3aHSATUI MPAKTUIESCKOTO THIA, yueOHAas ayUuTOPHS JJIs IPOBEACHUS 3aHITHIA TaO0OPaTOPHOTO TUTIA
634045, Tomckas obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 402 ayn.
Onwucanue uMeronierocs 000pyI0BaHuUs:
- DKpaH pa3aBUKHOM;
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- MyneTumenuitabiii mpoekrop View Sonic PJD5154 DLP;

- Kommeroreper: AMD A8-5600K/ ASUS A88XM-A/ DDR3 4 Gb/ WD5000AAKX 500 Gb/
MBIIIB/ KaBuatypa/ MOHUTOp (1511T.);

- Kommerotepsr: DEPO Neos DF226/13-7100/ DDR4 8G/ XKectkuii nuck S00G/ MblIiib/ K1aBuaTy-
pa/ monuTop (61IT.);

- KommuiekT cnenuann3upoBaHHON yueOHOM MeOen;

- PaGouee mecto mpenogaBarens.

[TporpamMHOe obecrieueHue:

— Microsoft Windows 10

— Visio

13.1.3. MarepuajbHO-TEXHUYECKOE U MIPOrPaMMHOe odecredeHue IS CAMOCTOATEILHOI padoThI
Jist caMoCTOSTeNbHOM paboThl HCMONB3YIOTCA yueOHbIE ayAUTOPUU (KOMITBIOTEPHBIC KJIAccChl),
PacCIOJIOKEHHBIE TIO aJIpecaM:
- 634050, Tomckast o6nacTb, T. Tomck, Jleanna mpocmexr, 1. 40, 233 ayx.;
- 634045, Tomckas obmacTs, T. Tomck, yin. Kpacnoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast obnacTb, . Tomck, Bepmmauna ynuna, 1. 47, 126 ayn.;
- 634034, Tomckast obmacTs, T. Tomck, Bepmmanna ymuia, 1. 74, 207 aya.

CocTtaB 000py/IOBaHUSA:

- yueOHasi MmeOerb;

- komneroTepsl kinacca He Hike [I9BM INTEL Celeron D336 2.8['T . - 5 miT,;

- KOMOBIOTEPHI MOJIKIIOUYEHBI K ceTu «/HTepHeT» U 00ecreynBaroT JAOCTYI B AIIEKTPOHHYIO HH-
(hopManmOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

[TepeyeHb MPOrpPaMMHOTO 0OECTICYCHUS:

- Microsoft Windows;

- OpenOftice;

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

- Google Chrome.

13.2. MatepuaibHO-TeXHHYECKOe o0ecriedyeHre JUCIUIIIHHBI /ISl JIMI ¢ OTPAHHYeHHBIMHU
BO3MOKHOCTSIMM 310POBbSI M HHBAJINU/0B

OcBoeHME NUCUUIUIMHBI JIMLAMU C OTPAHUYEHHBIMU BO3MOYKHOCTSMHU 3JI0pPOBbS U MHBAIHMJIAMU
OCYIIECTBIISIETCA C UCIIOIb30BAaHUEM CPEJICTB 00yUEHHs OOILEro U ClelnaaIbHOTr0 Ha3HAaYEHHUSI.

[Tpu 3aHATHAX ¢ O0YYaIOUIMMHUCS ¢ HAPYIIEHUSAMH CJIyXa MPelyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLEH anmapaTypbl, MyJIbTUMEIUWHBIX CPEJICTB U APYTUX TEXHUUYECKUX CPEACTB Mpuema/nepesa-
4y yuyeOHOM nHpOpMALIUU B TOCTYNHBIX (POpMax, MOOMIIBHOM CUCTEMBI MTpenoiaBaHus il 00YJaroLIXC s
C WHBAJIMIHOCTHIO, TOPTATUBHON MHIYKIIMOHHOM CUCTEMBI. Y4eOHasl ayTuTOpUs, B KOTOPOU 3aHUMAIOTCS
oOyyaroliecsi ¢ HapyllIeHHEM CllyXa, 00Opy/lI0BaHA KOMITBIOTEPHOM TEXHMKOM, ayIMOTEXHUKOH, BUIEO-
TEXHUKOM, FJIEKTPOHHON JOCKOW, MYJIbTUMEIUMHON CHCTEMOM.

[Tpu 3aHATHAX C OOYYAIOUIMMHUCS ¢ HAPYLIEHUSIMH 3PEHUSIMH IIPEIYCMOTPEHO HCIIOJIb30BAHKE B
JIEKIMOHHBIX U YU€OHBIX ayJUTOPUAX BO3MOXKHOCTH MTPOCMOTPa yAaJIEeHHBIX 00BEKTOB (Hanmpumep, TeKCcTa
Ha JIOCKE WM CJIaiiia Ha SKpaHe) MPHU MOMOIIM BUACOYBEINIUTENEH A1 KOM(POPTHOTO POCMOTPA.

[Tpu 3aHATHAX C 0OYy4YaIOIIUMUCS € HAPYLIEHUSIMH OIOPHO-ABUIaTeIbHOIO annapara HCIoJb-
3YIOTCS aJbTepPHATUBHBIE YCTPOHCTBA BBO/IA MH(OPMAIIMK U IpYTHE TEXHUUYECKUE CPENICTBA ITpreMa/mepe-
nauu yueOHo# nHpopMaluu B TOCTYIHBIX (opMax, MOOMIIbHOM cucTeMbl 00ydeHHs ISl JIHo/Iel ¢ WHBa-
JUAHOCTBIO.
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14. Ouenoqnme MaTepuaJdbl H METOAUYECCKHUEC PCKOMECHAAIUHA 110 OPraHu3aliuu U3y4cHus
AUCHHUITINHBbI

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB U METOANYECKUE PEKOMEH AU
Jnis onleHKH cTenieHr C(hOPMHUPOBAHHOCTH U YPOBHSI OCBOCHHS 3aKPEIUICHHBIX 32 JHCLUUIUIMHON
KOMIICTCHITUI MCTIOJIB3YIOTCS OLIEHOYHBIE MaTepUalibl B COCTARBE:

14.1.1. TecToBBI€ 3a7aHUA
1. I[Tpomecc co3manust u opopMiIeHUS JOKYMEHTA JTO:
A. Jlenonpous3BOJCTBO;
b. /lokyMeHTHpOBaHHUE;
B. Cranpapruzanus;
I'. Vauduxanus.
2. Naiite onpenenenue repmuny «MHapopmanus», KOTOpoe 3aKOHOAATENBHO 3aKPEIUICHO.
A. DT0 cBeZieHMsI 0 JIMLAX, [IpeIMeTax, BJICHHUIX U Ipolieccax, He3aBUCUMBIX OT (POPMBI X
MIpe/ICTaBIICHNUS,
b. PykonucHBIN WM MallMHHBIA TEKCT, HAIIUCAHHBIN YEJIOBEKOM;
B. Curnan unu ¢axTt, ONMUCHIBAIOIINN KaKoe-THu00 SBICHUE;
I'. HaGop omnmcaTenbHON XapaKTepUCTUKH, KAKOTO-THOO0 MPEAMETA, C LETbI0 HCTIOIb30BaHUS
JOAbMH.
3. SI3bIKM TOKYMEHTUPOBAHUS B amiapare ynpaBiIeHUs IEIsATCs Ha:
A. Ha TexHMY€CKU U UCKYCCTBEHHBIH S3bIK C UCIOIb30BAHUEM COOTBETCTBYIOIIETO HOCUTETIS;
b. Ha pycckuii 1 HHOCTpaHHBIN S3bIKY;
B. SI3piku co 3HakaMu npenuHaHus u 0e3;
I'. Ha ecrecTBeHHbIE U HCKYCCTBEHHbIE SI3bIKU C UCIIOIb30BAHUEM COOTBETCTBYIOLETO HOCUTEIS.
4. BeiOepere QyHKIMIO TOKYMEHTa HE OTHOCSIIYIOCS K OCHOBHBIM:
A. YrpaBieHueckas;
b. KommyHnukatuBHas;
B. KynsrypHas;
I'. IloyuurenbHas;
5. BeiGepete BepHyI0 KiIacCH(PUKALNUIO TOKYMEHTOB IO CPOKaM XpaHECHHUS:
A. Jlo 10 ner, cBrime 10 jeT, BEUHBIC;
b. 1o 5 ner, no 15 ner, cBeimme 15 ner;
B. o 3 ner, no 10 net, BeuHkle;
I'. 1o 1 roma, mo 10 neT, BeuHsbIC;
6. Jlaiite mpaBunsHOE onpenenenue abopesuarypsl OPJ] B 06mactu kinaccudpukanuu 10KyMEHTOB
A. OOBEKTUBHO-pAIIMOHATIEHAS JOKYMECHTAITUS;
b. OnucarenbHO-pacnpenenuTenbHas T0KyMEHTaLUs;
B. OueHo4HO-pYyKOBOAIIAS TOKYMEHTAITHS;
I'. Opranu3zanmoOHHO-pacopsAUTENbHAS JOKYMEHTAIUSI.
7. Ykaxure paszzaen, kotopbiii HE BXoauT B TEKCT TUIIOBOTO ycTaBa?
A. PykoBOICTBO;
b. Peopranusanus u TMKBUAALNS TPEIIPUATHUS;
B. IloreHuunanbHble yrpo3bl J€TEIbHOCTH;
I'. B3auMoOTHOIIICHMUS, CBS3H.
8. TexcT nmpukasa 110 OCHOBHOM JEATEIIBHOCTH COCTOUT U3 YaCTEH:
A. KoHcTaTupyoias u pacrnopsiuTebHas;
b. OnucarenbHast, KOHCTaTUPYIOLIAs, PACHIOPSAAUTEIbHAS;
B. Pacnopsaurenshas;
I'. OnucarenbHas U pacnopsauTeIbHasl.
9. J1aTo¥ CIpaBKH SABJIAETCS J1aTa:
A. CocTaBieHus CIIpaBKH;
b. Ilonnucanus cnpaBku;
B. 3 ans ¢ natel cocTaBieHMs CIPABKY;
I'. 2 paGouux IHS C 1aThl HOAMUCAHMSI CIIPABKH.
10. MakcuManbHbIl CPOK JOBEPEHHOCTH:

CornacoeaHa Ha noprane Ne 51460 11



A. 1 rona;

b. 2 rona;

B. 3 rona;

I'.5 ner.

11. B xakoit cpok JOIKHO OBITH pACCMOTPEHBI 3asBJICHUS U Kal0oObl TpaXkaaH (KpoMe TOKYMEHTOB
TPEOYIOIUX JTOMOJIHUTEIbHBIE TIOBEPKH)?

A. Jlo 7 pabouux mHEl;

b. 1o 1 mecsa;

B. o 15 paGounx nHel, HCKIIIOUasi MepBBIi YeTBEPT MecALa U THU WHBEHTAPH3AIUH;

I'. JIo 2 mecsines.

12. Kakoro BuJ1a HOMEHKJIATyphbl HE CYIIECTBYET:

A. UnauBuayanbHas;

b. Tunopas;

B. Ilpumepnas;

I'. OpranuszanuoHHasl.

13. YkaxuTe ommbouHyto popmy Ie10mMpoOru3BOACTRA:

A. CtpykTypHOE;

b. LlenTpanuzoBaHHoe;

B. Cmemannoe;

I'. leueHTpanin3oBaHHOE.

14. Kakoe BpeMsi XpaHHUTCSI IOTOBOP MOCIIE €ro UCTEUCHUSI WK MIPU YCIOBUU €TI0 BBITIOJHEHUS
(uck09asi 1OroBopa Ha OOJIBIIYIO CYMMY WJTH UMEIOIINE BaKHOE 3HAYCHHE).

A. 8 Mecs11eB;

b. 3 rona;

B. 5 net;

I'. 7 ner.

15. PactiopsianTenbHbIE TYHKTHI B IOKYMEHTE «IPUKa3» CTPOST MOCIEIOBATENILHO MO CXEME:!
A. Onncanune — UCIIOJIHUTEND — JICHCTBHE;

b. Mcnonnurens — NeNCTBUE — CPOK UCIIOIHEHUS;

B. JleiicTBHE — UCTIOTHUTEND - CPOK JCHUCTBUS;

I'. Oncanue - UCTIOIHUTEND — CPOK AEHCTBHUSL.

16. Kakoii(ue) Bua(bl) OTBETCTBEHHOCTH MPETyCMOTPEH(bI) 32 pasmianieHue KOMMEPUYECKOMU
TaHBI?

A. IMCUUIUIMHApHAS U aIMUHUCTPATUBHAS

B. muctmmnuHapHas v rpaXk1aHCKO-TIPaBoOBas

C. yronoBHas

D. Bce Boimenepeuncnenusie (O3 «O kommepueckol TaitHe» [cT. 14])

17. Yto HE OTHOCUTCS K MpaBWiaM KOH(PHUIECHIIUATBLHOTO JOKYMEHTO000poTa?

A. KOITIErHabHOCTh MPOIETyPhl YHUUTOKEHHS TOKYMEHTOB, COICPKAINX KOH(PHUICHIIUATHHYIO
undopmartuto (KIN)

B. Benenne yuéra Bcex KOHGUACHIUATBHBIX ToKyMeHTOB (K1), BKITIO4ast uX KOmuu

C. nucpMeHHas ¢ukcarus odparieHuit paboTHIKOB K K/

D. o6s3atensHoe npumenenne AVC npu padote ¢ K]

18. KJI, oTHOCSIIMECS K KAKUM TOKYMEHTOIOTOKAM, HE TIOJIJIEkKAT YUETY B OpraHu3anuu’?

A. K], noctynarouue B OpraHu3anuo

B. nokymenTanus npyrux opranusamnui, coaeprkamas KU1

C. K1, otnipaBiisiemMble U3 OpraHU3alud

D. BHyTpeHHsa ToKyMeHTanus, coaepsxarias KN

19. Kakyro nadopmaiuio He BKIItoyaeT B ce0s PermameHT moctyna K KoHQUISHITHAIBHOM
uHpopmaru?

A. Xpyr IUI, UIMEIOIIUX MPABO JIaBaTh pa3pelieHre Ha IOMYCK U JOCTYN K KOHPUACHIIMATHLHOMI
nHbopMaru

B. criucok nuir, IMErOIUX TOCTYI K ONpeAeNEHHBIM BUaM KOH(DUIECHITNAILHON nHOopManuu.
C. nopsiiok ohopMIIeHHsI pa3pelIeHn Ha JOCTYI K KOH(OHUICHIIMATbHON HH(OPMAIIHH 1
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NPEAOCTaBICHUE €€ TI0Ib30BaTEISIM.

D. nopsinok yuera Bbl1aud KOH(DUIEHIIMAIBHON TOKYMEHTHPOBAHHOM MH(DOpMALIUH.

20. JlonomHEeHHs 1 U3MEHEHUS COCTaBa CBEJICHMIA, BKIIFOUCHHBIX B [lepeueHb KOH(UICHITNATBEHOMI

JOKYMEHTHUpPOBAaHHOW MH(}OpMalLKH, a TakKKe U3MEHEHHE CTENEeHU MX KOH(PHUIEHIUATbHOCTH MO-
TyT

OCYIIECTBIIATHCA C pa3pelieHus] pyKOBOJUTENSI OpraHu3aly U BHOCUTHCs B Ilepedens 3a moamnu-
CAMU

(BpIOCpPUTE HEBEPHBINA OTBET). ..

A. pyKoBOAUTENEH CTPYKTYPHOTO MOIPA3ACICHHS 110 MPUHAICKHOCTH HH(POPMAITUU

B. cmyx0b1 6€3011acHOCTH OpraHU3aIiu

C. Bcex COTpYAHUKOB, HIMEIOLINX MPABO JOCTYIA K JaHHBIM CBEICHHSIM

D. cimyx0b1 A€IOTPOU3BOICTBA

21. lokymMeHTUpOBaHHAs HH(POpMAITHS — 3TO. ..

A. 3aduKcupoBaHHas HA MaTepUaIbHOM HOCHUTEIE yTeM JOKYMEHTHPOBaHUs UH(OpMaLns ¢

PEKBU3UTAMH, TTO3BOJISIOIIMMU ONPENETUTh TaKyI0 HH(OPMAIUIO WIH B YCTAHOBICHHBIX

3aKOHOMATENhCTBOM Poccuiickoit denepanuu ciiydasx ee marepuanbHbid HOocutenb (N 149-03
«0O06

nHdopmaru, THPOPMAITMOHHBIX TEXHOJOTUAX U O 3aIuTe nHpopMarum» [cT. 2])

B. cBenenust (cooOuieHus, JaHHbIE) HE3aBUCUMO OT (POPMBI UX MPEICTABICHHS

C. undopmarius, 3apuKCUpOBaHHAs Ha MaTepUaIbHOM HOCHUTENE, TOCTYI K KOTOPOM CTPOTro

OTIpeIeNIEH PeriaMeHTOM OpraHUu3aluu

D. uadopmanus B nmucbkMeHHOH (hopme, ohopMIICHHAS 110 OTpeIeIEHHBIM MMPABHIIaM U HeCyIas

OTIpeIeNIEHHYIO IECHHOCTD JUIsl OPTaHU3aluu

22. Kakoe yciioBue He sBIICTCS 00s3aTebHBIM 711 o0ecreueHus: opranu3amuu gocryna k KJI:

A. 3HaHUE COTPYIHUKOM TPEOOBAHUI HOPMATHBHO-METOJMUYECKUX JOKYMEHTOB IO 3aIIUTE

uHGOpPMAIUN U COXPAHEHUIO TalHBI

B. Hanmmune HeOOXOIMMBIX YCIOBUH B oduce st paboThl ¢ KOHPHUICHIIMATBHBIMU TOKYMEHTAMHU

u 6a3zaMu JaHHBIX

C. HanMuYUy NOANKUCAHHOTO CTOPOHAMM TPYAOBOTO JOrOBOpa (KOHTpAKTa), UMEIOLIETO MyHKT O

COXpaHEHUU TalHbl OPraHU3alMH, U TOAMUCAHHOTO 00s3aTeIbCTBA O HEPa3IIIAIIeHUH CTaBIINX

W3BECTHBIMU JIUITY KOHPUICHIIUATHHBIX CBEICHUHN M COOMIOICHUS TIPABUIT MX 3alTUTHI

D. Hanuune B OpraHu3aIiiu Cy>KObl 0€301MacHOCTH

14.1.2. Tembl 0IPOCOB HA 3aHATHAX

[TonsTus uHpoOpManus, coodienue, JokyMeHT. CBoicTBa MH(POPMAIMH, COOOIIEHUS U TIOKYMEH-
ta. OyHKuuu coobueHuil u gokymeHTa. OCHOBHBIE NPU3HAKU JTOKyMeHTa. KoHpuaeHIMaaIpHOCTh HH-
dopmanuu 1 KOHQUACHIUAIBHOCTD JJOKYMEHTOB.

OcHOBHbBIE TEHJCHIIUU HCIOJIb30BAaHUSI COBPEMEHHBIX MH(OPMALIMOHHBIX TEXHOJOTUI B obecre-
YEHUM YNPABICHYECKOH JeATeNbHOCTH. OCHOBHBIE 3aKOHOJATEIbHBIE U METONOJOTNYECKUE TIPEAIOCHLI-
KU pacCMOTPEHMs JOKYMEHTa Kak 00beKTa HanaJAeHus 1 3aiuThl. OpraHu3aluoHHbIE U TEXHUYECKUE Ka-
HaJIbl HECAaHKLIMOHUPOBAHHOI'O 10CTYIA K JOKyMEHTaM. /JJOKyMeHTBI U IEpCOHAIL.

3aaun 3auThl UHGOPMALIUK NP €€ JOKYMEHTUpOBaHUU. OCHOBHBIE CITIOCOOBI U CPEACTBA JIOKY-
MeHTHpoBaHus. Kiaccudukanus HocuTened NOKYMEHTUpOBaHHON uHpopmauuu. [TojyimHHOCTH JOKY-
MeHTOB. [loanuHHbIE U TOATOXKHbBIE JOKYMEHThI. Bunbl danscudukanuu 10kyMmeHToB. CriocoObl 3alUThl
JIOKYMEHTOB OT (habCU(DUKALIUH.

Tunsl 1 BUIBI JOKYMEHTOB, WX Kiaccudukaius. OOume TpeOoBaHus K COCTaBICHUIO B oopmIie-
HUIO JOKYMEHTOB. OCOOCHHOCTH COCTaBJICHUS U O(POPMIICHHUS OTJCNIbHBIX BUAOB YIIPABIEHYECKHUX JIOKY-
MeHTOB. OcOOEHHOCTH COCTaBICHUS U OOPMIICHUS OTIEIbHBIX BUJIOB TEXHUYECKUX JTIOKYMEHTOB. Tpe-
O0BaHMA K COCTABJICHUIO U O()OPMIICHUIO KOH(PHICHIIMATIBHBIX JJOKYMEHTOB.

Mertonpl knaccu@uKany 1 KOAUPOBAHUS TOKYMEHTOB U CUCTEM AokyMeHTauuu. Kiaccudukanus
JIOKYMEHTOB U Jesl. MeTouka cocTaBieHus kiaccupukaropoB. CUCTEMBbl JOKyMEHTAIUU. YHUDUIUPO-
BaHHBIE CUCTEMBI JJOKYMEHTAIIUH.

Otansl ONpeaesneHus cocTaBa KOHPHUIECHIMAIbHBIX JOKYMEHTOB. OCOOEHHOCTH ONpeeeHHs Co-
cTaBa MH(pOpPMAIIUU, OTHOCSIICHCS K ciy>ke0HO# TaitHe. OCHOBHBIE TpeOOBaHUS, MPEABIBISIEMBIE K CO-
CTaBJICHUIO U O(GOPMIICHHIO NepeuHeil KOH(UACHIMAIBHBIX CBEACHUN W M3aBacMbIX KOH(HICHIHUAIb-

CornacoeaHa Ha noprane Ne 51460 13



HBIX TOKYMCHTOB.

14.1.3. 3auér

JoxymenT. CBoiicTBa, GyHKIMU U IPU3HAKU

1. {aiite onpenenenue uudopmanuu. Onpenennure UepapxXudecKyro CTPYKTypy HHBApUAHTHBIX

CBOICTB HH(pOpMaLIUK.

2. JlaiiTe onpeseneHus OHATHIM COOOLIEHHE U IOKyMeHT. HazoBuTe CBOIMCTBA, OTJIMYAIOLINE

JOKYMEHT OT COOOIICHHS.

3. HazoBuTte 1 oxapakTepu3yiTe OCHOBHBIE (DYHKLIMH TOKYMEHTA.

4. HazoBute u oxapakTepusyiiTe OCHOBHbIE TPU3HAKU JOKYMEHTA.

5. Jlaiite onpenenenue KoHpuaeHIHANbHOCTH HHPopManuu. [losicHuTe nonsrue

KOH(pHJIEHIIMAIBHOTO JIOKYMEHTA, OINpEAEIUTe MepPeueHb CBEACHUMN, SBISIIOMIMXCS KOHQUIACHIIN-
aJIbHBIMHU.

JlokyMeHT KaK 0OBbEKT HallaJeHUsI U 3aLUThI

1. HazoBuTe npaBa u o0s13aHHOCTH 00Onajarens nHpopmauuu. [lepeuncianre 0CHOBHbBIE KaTETOPUH

CBEICHUH, K KOTOPBIM (pesiepaabHbIMU 3aKOHAMH YCTaHABJIMBAETCS OTpaHUUYEHUE TOCTYIIA K

UHpOPMAITUH.

2. Ha3oBuTe 1 oxapakTepu3yiTe OCHOBHBIC MOKA3aTENIN 3aIMIIIEHHOCTH HH(OpMaIuH,

LUPKYJIUPYIOLIEN B CUCTEME YIIPABIICHMUS.

3. OxapakTepu3yiTe OCHOBHbIE HCTOYHUKH MH(MOPMALIUU U METO/IbI MOITYYEHUS OT HUX

UH(pOPMAIUH.

4. Naiite xiiaccu(UKalKiO OCHOBHBIX YIPO3 JOKYMEHTUPOBAHHON MH(POPMALIUH.

5. HazoBuTe OCHOBHBIE OpraHU3alMOHHbIe U TexHn4Yeckue kaHanbl HCJl k JoKyMeHTUpOBaHHOU

uHGOpPMaIH U JalTe UX KPATKYIO XapaKTEpPUCTUKY.

6. OxapakTepu3yiTe OCHOBHBIE BU/Ibl HECAHKIIMOHUPOBAHHBIX BO3/AECHCTBUI Ha

JIOKYMEHTHPOBAaHHYIO HH(OpMAITHIO.

7. Ha3oBuTe ycnoBusl, KOTOpPbIE MOTYT IOBJIEYb 3a c000i1 yiepO obsasaTento KOHPHUAESHIMATbHON

uHpopMmaruu. O 4eM CBUJIETENIbCTBYIOT JaHHBIE YCIOBUS?

Crioco0bl 1 cpeacTBa JOKYMEHTHPOBAHUS

1. HazoBuTE OCHOBHBIE 3a]1a4y 3alIUThl HTHPOPMALMK IIPH €€ JoKyMeHTHpoBaHuH. Ha3oBuTe

OCHOBHBIE OTJINYUS KOH(PHUIESHIIMAIBLHOTO 1IOIPOU3BOACTBA OT OTKPHITOTO.

2. Kak ocymecTtsisieTcs 3auTa KOH(pUIeHIMaIbHON HHPOPMALIUK OT YTPaThl U YTEUKH IIPU €€

JOKyMEeHTUpoBaHuU. Ha3oBuTe XapakTepHble OMIMOKHU MPHU JOKYMEHTUPOBAHUU KOH(HIECHIIHAIb-
HOM

UH(POPMAIUH, CO3/AI0IINE TPEANOCHUIKH JUIs €€ YTEUKH U yTPaThl.

3. Ha3zoBuTe 1 ONMILINTE OCHOBHBIE CIIOCOOBI U CPEJICTBA IOKYMEHTUPOBAaHUSI UH(POPMALIIH.

4. ITpuBeaure KinaccupUKaMIO HOCUTENEH HHPOPMALIUH.

5. Yrto nmoHUMaeTcs Mo NOAJIMHHOCTBIO ToKyMeHTa? OxapakTepu3yiTe OCHOBHBIE BU/IbI

danbcupuKanuy JOKyMEHTOB U HOCUTEJEeH JOKyMeHTHOM uHpopmaruu. [IpuBennTte npumepsl.

6. OxapakTepu3yiiTe OCHOBHBIE (DOPMBI 3aIIUTHI JOKYMEHTOB U HOCUTEJNEH TOKYMEHTHUPOBAHHOM

uHpopmarun. [TpuBeaure npumepsl.

7. Ha30BUTE OCHOBHBIE BU/IbI TEXHUYECKOIO UCCIIEOBAaHUS JOKYMEHTOB. [lepeuncinute npuzHaku

UMHTALUU OTTUCKA TI€YATH, CIOCOOBI 3aLUThI IEYAaTH OT MOJJICIIKH.

CrpyKTypa JOKYMEHTa, €ro COCTaBJICHHE U 0POopMIIEHUE

1. IlpuBeanTe OCHOBAaHUS KJIaCCU(PHUKAIIUU OCHOBHBIX THUIOB JOKyMEHTOB. [IpuBenute mpumMepsl.

2. Naiite knaccupuKaluio U Ha3HAYEHUE OCHOBHBIX TUIIOB YIPABICHUYECKUX JOKYMEHTOB.

3. JlaiiTe knaccuuKauo 1 Ha3HAYCHHE OCHOBHBIX TUIIOB TEXHUUECKUX JJOKYMEHTOB.

4. aiite onpeneseHus NOHITUNA «POopMyIsIp» U «peKBU3UTY». HazoBuTE peKBU3UTHL,

OIPEAEIAIOIINUE FOPUINIECKYIO CUITY TOKYMEHTA.

5. IlepeunicnuTe U MOSICHUTE OCHOBHBIE PEKBU3UTHI JOKYMEHTA.

6. Ha3oBuTe 0CHOBHBIE TPEOOBAaHUS K COCTaBY U O(OPMIICHUIO PEKBU3UTOB KOH(UACHIINATBHBIX

JIOKYMEHTOB.

Mertonuka periaMeHTaluu cocTaBa KOH(UACHIUAIBHBIX IOKYMEHTOB

1. [lepeunciauTe 3TaIbl ONPEEIICHUS COCTaBa KOHPUACHIINAIbHBIX TOKYMEHTOB. [losicHuTE

0COOEHHOCTH OIpeesICHHs COCTaBa HH(POPMAIIUH, OTHOCSIIEHCS K CITy>keOHOI TaliHe.
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14.2. TpeGoBaHHs K OLCHOYHBIM MATEPHAJIAM JJISl JIUI] C OTPAHHUYCHHBIMHU BO3MOKHOCTAMH

310POBbS U HHBAJINI0B

st mui ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI M1 MHBAJIHMJIOB MPEAYCMOTPEHBI JOTOIHU -
TeJbHbIE OLIEHOYHbIE MaTepHUaIIbl, IEpeUeHb KOTOPBIX YKa3aH B Tabnuue 14.
Tabmuua 14 — JlomoMHUTENBHBIE MaTepHallbl OLICHUBAHUS ISl JIUIl C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU

3JI0pPOBbsI 1 HHBAJIHJIOB

Kareropuu
00y4arommxcs

Bup! JONOTHATEBHBIX OIEHOYHBIX
MaTepuaioB

@®OopMBI KOHTPOJISL U OI[CHKH
pe3yabTaTOB 00yUCHUS

C napyueHusmMu
ciyxa

TecTbl, MUCEMEHHBIE CAMOCTOSITEIIEHBIC
paboThI, BOTIPOCHI K 3a4eTy,
KOHTPOJIbHBIE pabOTHI

[IpenMy11eCTBEHHO MMCHMEHHAs
IIPOBEPKa

C HapymeHHIMHU
3peHus

CobecenoBanue 1Mo BOIpOcaM K 3a4eTy,
OIPOC 0 TEPMHHAM

[TpenMyIIeCTBEHHO yCTHAs TIPOBEPKa
(MHIUBUYaTbHO)

C napyueHusMu
OIIOPHO-
JIBUTATEIILHOTO
armapara

Perienue qucTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIE
CaMOCTOSITENIbHBIE PabOTHI, BOIIPOCHI K
3a4eTy

HpeI/IMyIJ_[eCTBCHHO JUCTaHIIMOHHBIMHA
METOAAMU

C orpaHUYEHUSIMH I10
00LIEMETUIIMHCKUM
MOKA3aHUSM

TecTbl, MICEMEHHBIE CAMOCTOSTENLHEIE
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PAOOTHI, YCTHBIE OTBETHI

[IpenmyecTBEHHO TPOBEPKa
METO/IaMU UCXOS U3 COCTOSIHUS
o0ydJaromierocst HA MOMEHT ITPOBEPKHU

14.3. MeTroauyeckue peKOMEHIAUMHU 110 OLEHOYHBIM MATEPHAIaM JIsl JIUL C OTPAHUYEHHBIMH
BO3MOKHOCTSIMU 3/10POBbSI 1 HHBAJIN/I0B

Jnis nui ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBSI M MHBAIUIOB TPEAYCMAaTPHUBACTCS JI0-
cTynHas (hopMa MpeoCTaBICHUS 3aJaHUH OLIEHOUHBIX CPEJICTB, @ UMEHHO:

- B reyaTHou (opme;

- B IIeyaTHO! (hopMe ¢ YBETHMUYEHHBIM HIPUPTOM;

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- METO/IOM YTEHUS ACCUCTEHTOM 3a/1aHUs BCIYX;

- IIPEJOCTABJICHUE 3a/1aHUs C UCTIOJIb30BAaHUEM CYpPJIOTIEPEBO/IA.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXKHOCTSIMU 3/I0POBbSI M MHBAIHMIAM YBEIHMYUBACTCS BpEMs Ha
HOJ'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BOIPOCHL. [l TakKUX 00y4aroIuXcs MpeycMaTpuBaeTCsl JOCTYII -
Hast popmMa MpeoCTaBICHHS OTBETOB HA 3a/1aHUs, @ IMEHHO:

- IUCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- HabOp OTBETOB C UCHOJIb30BAaHUEM YCIIYT ACCUCTEHTA;

- MIPEJICTABICHUE OTBETOB YCTHO.

[Tponienypa ornieHHBaHUs pe3yIbTaTOB OOYYEHMs JIMIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbsl 1 MHBAIHJIOB IO JUCUUIUIMHE TPEIyCMaTPUBACT MPEIoCTaBIeHne HHopManuy B popMax, aaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 3A0POBbS U BOCIPUATHS HH(POpMALIUK:

JL1s1 i1 ¢ HApYIIEHUSIMH 3PeHust:

- B (hopMe 3NIEKTPOHHOI'O IOKYMEHTA;

- B IIeYaTHO! (hopMe yBEIMUEHHBIM HIPUPTOM.

JList M1 ¢ HapyLIeHUusIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

JLst M1 ¢ HapyLIeHUsIMU OIIOPHO-ABUTaTeJILHOIO0 annapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU hopme.

ITpn HEOOXOMUMOCTH TS JIUL] C OTPAaHUYEHHBIMHU BO3MOXHOCTSIMU 3/I0POBbs U MHBAJIUI0B IpOLIE-
Jypa OILICHUBAHUSI PE3yIbTaTOB 00yUEHUsI MOXKET MPOBOAUTHCS B HECKOIBKO ITAIOB.
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