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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 «loxkymentoBenenue» (b1.B.OJ1.7) otHocuTcs k 610Ky 1 (BapuaTvBHas 4acTh).
[TpenmecTBYIOMMUMU TUCIMILTHHAMY, (QOPMHUPYIOIIUMH HadaJlbHbIC 3HAHMSA, SIBISIOTCS CIETYIO-
mye AUcUUIUIMHBL: OpraHu3allMOHHOE M IPaBoOBoe obOecneueHre WHGPOPMALMOHHOW 0e30MacHOCTH,
OCHOBBI yIIpaBIEHUECKON NeATEIbHOCTH, PycCKuii SI3bIK U KyJIbTypa pEUH.

3. TpeGoBaHus K pe3yJibTATAM OCBOCHMS JUCUMILTUHBI

[Tponecc n3yyeHus JUCUMIUIMHBI HapaByieH Ha (JOPMUPOBAHUE CIEYIOIUX KOMIETSHIUI:

— OK-10 crnocoOHOCTHIO OCYIIECTBIATh MUCbMEHHYIO U YCTHYIO KOMMYHHKAI[MIO Ha PYyCCKOM
A3BIKE;

— OK-12 cnocoOHOCTBIO paboTaTh ¢ pPa3IMUYHBIMUA HH(GOPMAIIMOHHBIMU PECYpCaMU U TEXHOJIO-
THSIMH, TIPAMEHSTH OCHOBHBIE METO/IBI, CIIOCOOBI U CPENICTBA TTOTyUSHHSI, XPAaHEHUs, TIOUCKA, CHCTEMAaTH -
3a1uu, 06paboTKM U nepenadyn MHGOpMaIuu;

B pesynbrate n3ydeHus JUCIATUTMHBI CTYICHT JOJDKCH:

—  3HATh TEHJEHIUH Pa3BUTHs UH(OPMALIMOHHO-TOKYMEHTAIMOHHOTO 00ECTIE€YEeHHUs C IPUMEHE-
HHEM HOBBIX TEXHOJIOTHI; 3aKOHOMEPHOCTH JJOKYMEHTOOOPa30BaHUs; CUCTEMbI XPaHEHUS TEKYIIeH U pe-
TPOCHEKTHUBHON JOKYMEHTAIMH; 3aKOHOJATEJIbHbIe 1 HOPMAaTUBHO-METOAMYECKUE MaTepHaibl MO JOKY-
MEHTHPOBAHHUIO W OpPTaHU3AIMH PadOTHl C JOKYMEHTAaMH; KPUTEPUH W TPUHIIUAIIBI OIIEHKH IIEHHOCTH JI0-
KYMEHTOB U TOPSJIOK OIpEJeNIEHUs] CPOKOB MX XpaHEHHUs; HOBEHIIME MH(POPMAIMOHHBIE TEXHOJIOTHH;
COBpPEMEHHBIE TEXHUUECKHE CPEICTBA YIPABICHUSI.

— YMeThb IPOBOJUTH WHCTPYMEHTAJIBHBIH MOHUTOPHUHT 3alUIIEHHOCTH aBTOMATU3MPOBAHHBIX
0aHKOBCKMX CHCTEM; pa3padarhiBaTh MPEJIOKEHHUS MO0 COBEPIICHCTBOBAHUIO CUCTEMBI YIPaBIICHUS WH-
(dhopManoOHHON 0€30MacHOCThI0 aBTOMAaTU3UPOBAHHBIX OAHKOBCKUX CHCTEM; (GOopMUPOBaTh U 3P(HEKTHB-
HO NPHUMEHATh KOMIUIEKC Mep (TIpaBwiI, MPOLEAYP, NPAKTUIECKUX MPUEMOB, PYKOBOSIIUX MPHHLIUIIOB,
METOJIOB, CpeIcTB) s oOecriedueHUss HWH(POPMAIMOHHONW O€301aCHOCTH  aBTOMATU3UPOBAHHBIX
0aHKOBCKHX CHCTEM;

—  BJaJeThb TEPMHUHOJIOTHEN U CUCTEMHBIM MOAXO0AO0M MOCTPOCHHUS 3aIIUIIIEHHBIX aBTOMAaTHU3UPO-
BaHHBIX OAHKOBCKHX CHCTEM; HaBBIKaMHU (OPMUPOBAHHS U FPPEKTUBHOTO MPUMEHEHHS KOMIUIEKCAa Mep
(mpaBuI1, mpoueayp, NPaKTUYECKUX MPUEMOB, PYKOBOISIINX MIPUHIIMIIOB, METOAOB, CPEJCTB) AJis oOecrie-
4yeHus1 MHYOPMAIIMOHHOM 0€30MacHOCTH aBTOMATU3UPOBAHHBIX OAHKOBCKMX CHUCTEM M OaHKOBCKHX Opra-
HU3aIUH.

4. O0beM IMCHUILIMHBI U BHAbI y4eOHOI padoThl
OO01mast TpyI0eMKOCTh AUCIUILTHHBI COCTaBIIsAeT 3.0 3a4eTHBIX €AWHUIIBI U MIPE/ICTABICHA B Ta0JIH -

e4.1.
%a@mua 4.1 — Tpya0eMKOCTb JUCHHUILINHBI
Bunbl yueOHOI nesTebHOCTH Bcero gacos CemecTpsl
7 cemectp 8 cemecTp

AynuaTopHbI€ 3aHATHS (BCETO) 8 4 4
Jlexmn 4 2 2
[IpakTuueckue 3aHATHS 4 2 2
W3 HUX B MHTEpaKTHUBHOU (opMme 4 4
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CamocrosTenpHas paboTa (BCero) 96 32 64
Brinonnenue 1omManHux 3a1aHuid 16 16

IIpopaboTKa JTEeKIMOHHOTO MaTepuana 16 4 12
[ToaroroBka K MpakTUYECKUM 3aHATHUSAM, 44 12 32
ceMuHapam

BrImoHeHHE KOHTPOJIBLHBIX PadoT 20 20
Bcero (6e3 sx3amena) 104 36 68
[ToaroroBka u cnava 3avera 4 4
OO6miast Tpy1I0€MKOCTh 4 108 36 72
3auetHbie EquHutb 3.0 3.0

5. Conepxxanue I1MCUMILTHHBI

5.1. Pa3gennl AMCHUILIMHBI M BUALI 3AaHATHNA
Paziensl TUCHUIUTAHEI ¥ BUBI 3aHATUN PUBEICHBI B Ta0muiie 5.1.
Tab6muma 5.1 — Pa3gensl AUCHUIUIMHEL U BUABI 3aHSITHH

<
S 3
= | R | .= s
n S =
= § § S 5 % S
= g F g3 2.
Has3Banus pa3nenoB IUCHUATIIIMHBL % 5 S o O S5
£ ¢ 8 Bx g
: 5 =g &t
g | 2
@)
7 cemecTp
1 JIokyMeHT, ero cBOMCTBa, GYHKIIUH U TPU- 1 0 4 5 OK-10, OK-12
3HAKHU
2 CTpyKTypa TOKYMEHTA, €ro COCTaBJICHUE U 1 2 28 31 OK-10, OK-12
odopmiieHue
6 Crioco0bl U cpelICTBa JOKYMEHTUPOBAHHUS 0 0 0 0
Hroro 3a cemectp 2 2 32 36
8 cemecTp
3 JIokyMEeHT Kak OObEKT HamaICHHsI 1 3ally- 1 0 14 15 OK-10, OK-12
TBI
4 Knaccudukanusi JTOKyMEHTOB M CUCTEM J0- 0 0 0 0
KYMEHTUPOBaHHUS
5 Meroauka perflaMeHTali cocTaBa KOH(pU- 1 2 50 53 OK-10, OK-12
JEHIHAbHBIX JOKYMEHTOB
Hroro 3a cemectp 2 2 64 68
Hroro 4 4 96 104
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5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JTEKIIASIM)
CopeprkaHue pa3aesioB TUCIUTIINH (TI0 JIEKIUSIM) PUBEICHO B TabmuIie 5.2.

Tabmuua 5.2 - CogepkaHue pa3aesioB NUCIUIUIHH (TIO JICKIUSIM)

HasBanus paszgennos

Copeprkanue pa3aesioB TUCHUTLTAHBI IO
JICKIUSIM

TpynoeMKocCTsb,

q

dopMupyembie
KOMIIETEHIIUU

7 cemecTp

1 JloxymMeHT, ero cBOMCTBa, (PYHKIIHH
Y IPU3HAKU

[Tonstus nadopmarus, coodIIeHUE, J10-
KymeHT. CBolicTBa nH(pOpMaLIUH, CO00-
ICHHS ¥ ToKyMeHTa. DYHKITUU cooOIIe-
HUl ¥ ToKyMeHTa. OCHOBHBIE MPU3HAKH
nokymenTa. KoHpuaeHIIMATbHOCTD HH-
dbopMaruu 1 KOHPUACHIIUATHLHOCTD JI0-
KYMCHTOB.

—_—

Hroro

OK-10,
OK-12

2 CTpyKTypa JOKYMEHTa, €T0
cocTaBlieHuE U 0(OpMIIEHHE

Tuns! 1 BUIIBI JOKYMEHTOB, UX KJI1aCCH-
¢dukarms. Oouire TpeOoBaHUS K COCTaB-
JICHUIO U O()OPMIIEHUIO TOKYMEHTOB.
OcobenHoctu cocTaBiieHUs U 0hopmIie-
HUS OTJIEJIbHBIX BHJIOB YIIPABIEHYECKHX
TOKyMeHTOB. OCOOEHHOCTH COCTABJICHUS
1 0(hOpMIIEHUS OTJICJIbHBIX BHJIOB TEXHU-
YECKUX JIOKyMEHTOB. TpeboBaHus K co-
CTaBJICHUIO U O()OPMIIEHUIO KOH(PUIEH-
[IUATBHBIX IOKYMEHTOB.

Htoro

OK-10,
OK-12

Hroro 3a cemectp

8 cemecTp

3 JIoKyMeHT KaK OOBEKT HaMaJACHUs U
3aIUATHI

OCHOBHbBIE TEH/ICHIINH HCTIOJIb30BaHUS
COBPCMCHHBIX PIH(l)OpMaHI/IOHHI)IX TEXHO-
JIOTUH B 00ECTICUECHUH YIIPABICHYECKON
nesTenbHOCTH. OCHOBHBIE 3aKOHOAATEINb-
HbIE U METOAOJIOTUYECKHE MPEAIOCHIIKH
paccMOTpEeHUsI TOKYMEHTa Kak 00beKTa
HarnajeHus 1 3aiuTbl. OpraHu3aiuoH-
HBIC U TCXHUYCCKHUC KaHaJIbl HCCAHKIIUO-
HUPOBAHHOTO JIOCTYMA K JOKYMEHTaM.
JIOKyMEHTBI 1 ITepCOoHal.

Htoro

OK-10,
OK-12

5 Metoauka perjiaMeHTalul COCTaBa
KOH(I)I/IIIGHLII/IaJIBHBIX IIOKyMeHTOB

Ortansl onpeAeaeHns cocTaBa KOHPHUIEH-
[IUATBHBIX TOKyMEHTOB. OcoOeHHOCTH
OIIpeJIeNIEHNs COCTaBa MH(POPMALIUH, OT-
HOCSIIEHCS K CiTy>keOHOi TaiiHe. OCHOB-
Hbl€ TPeOOBaHMsI, IPEAbABISIEMBIE K CO-
CTaBJICHHIO U O(hOPMIICHUIO TIEpeUHe
KOH(UACHIMAIBHBIX CBEJCHUI U U3/aBa-
eMBIX KOH(UICHINAIBHBIX TOKyMEHTOB.

OK-10,
OK-12
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Utoro 1

Hroro 3a cemectp 2

Hroro 4

5.3. Pa3esbl AMCUMINIMHBI M MEKIMCUMIVINHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITyLIUMHU)
1 o0ecrneynBaeMbIMHU (IOCTEAYIOMIMMH) THCHUIIIHHAMHA
Paznenbl qUCHUIIIMHBL U MEXIUCUUIUIMHAPHBIE CBSI3M C 00€CTIeYMBAIOIIMMHU (MIPEIbIAYIIUMU) U
o0ecrieyrBaeMbIMH (TIOCIIEAYIOIIMMHI) TUCIMIUTMHAMU MIPE/ICTaBlIeHbI B Tabmuie 5.3.
Tabmura 5.3 - Paznensl AUCIUIUIMHBI 1 MEXIUCITUIUITMHAPHBIE CBI3H

Ne pazznennoB naHHON TUCHUIIIMHBL, JIs1 KOTOPBIX HEOOXOIUMO
HayuMeHOBaHME TUCIUILIMH U3y4yeHue 00eCIeUnBAIONINX U 00ECIICUNBAEMbBIX AUCIIUILINH

1 2 3 4 5 6

[IpenmecTByronme qUCUUILIMHBI

1 OpranuszanoHHOE U TPaBoOBoe odec-

neyeHue HHPopMaIMOHHON 6e30MmacHo- + +
CTH
2 OCHOBBI yIIPaBJIECHYECKON JIEATEIIHHO- n n
CTH
3 Pycckuit si3bIK U KYJIbTYypa peuu + +

5.4. CooTBeTCcTBHE KOMIIETEHIMI, (POPMHUPYEMBIX NPU U3YYECHUH IMCUMILVINHBI, 1 BUAOB 3aHATHH
CooTBeTcTBHE KOMIETEHIUH, (HOPMUPYEMBIX MpPH HM3yYECHUH AWCIUIUIMHBI, W BHJIOB 3aHATUN
MpeICTaBICHO B Tabmmiie 5.4
Tabmuna 5.4 — CooTBETCTBHE KOMITETEHITNI U BUJOB 3aHATUN, (HOPMUPYEMBIX MPU U3YUECHUU TUCITUTLIH -
HBbI

Bunwl 3agstuin

DOpMBI KOHTPOJIA

Komnerenuumn
Jlexun

+ | [IpakTudeckue 3aHATHS
+ | CamocTrosiTenbHas pabota

OK-10 + KonTponbshas pabota, lomamaee
3amanne, KoHCIIeKT camMoIoaro-
TOBKH, Onpoc Ha 3aHATHSIX, 3a-
yeT, OTUeT 1o NpakTUYECKOMY 3a-

HATUIO

OK-12 + + + KonTposnbhas pabota, lomamnee
3ajanne, KoncnekT caMomnoaro-
TOBKH, Onpoc Ha 3aHATHUIX, 3a-
yeT, OTYeT Mo NpakTUYECKOMY 3a-
HATUIO

6. UnTepakTHBHBIE MeTOAbI U (GOPMBI OPraHU3aALUH 00yYEeHUs
TexHOMOruM MHTEPAKTUBHOTO O0Y4EHHUs NMPH pa3HbIX (opMax 3aHATUH B 4acax MPUBEICHBI B Ta-
omue 6.1
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Tabmuia 6.1 — TexHoI0rMM HHTEPAKTUBHOTO 00YYEHHUsI IPU Pa3HbIX popMax 3aHATUH B yacax

WNHrepakTuBHBIE IpakTHYecKue | MIHTEpakTUBH
Mertosl Bcero
3aHATHSA bI€ JIEKLUU
7 cemecTp
Hroro 3a cemectp: 0 0 0
8 cemecTp
Pemenune cutyallMOHHBIX 3a1a4 2 2
[Ipe3eHTanuu ¢ UCNOIbL30BaHUEM 2 2
MyJbTUMEHA C 00CYKIECHUEM
Hroro 3a cemectp: 2
Hroro 2
7. JlabopaTtopHble paGoThl
He mpenycmorpeno PYII

8. IIpakTuyeckue 3aHATUSA (CEMUHAPDHI)
HanMeHnoBaH#e MpakTUYECKUX 3aHATUN (CEMHHAPOB) MPUBEACHO B Tabmmie 8. 1.
Tabmuna 8. 1 — HauMeHoBaHKME MPaKTUUECKUX 3aHATUH (CEMHUHAPOB)

g v =
I -
: i:
HanmMeHoBaHME IPAKTHYECKUX 3aHATUN = )
HasBanus paszenos z 5 o E
(cemuHapoOB) 8 g 2
X 8 =
> &3
= =
= S
7 cemecTp
2 CTpyKTypa IOKyMEHTa, €T0 Tunsl 1 BB TOKYMEHTOBDOPMYJISIp 10- 2 OK-10,
COCTaBJICHHE U 0POpMIICHUE KYMEHTa U ero coctaBHble 4acTHOCOOeH- OK-12
HOCTH COCTAaBJICHHS U O()OPMIICHUS TT0JI0-
YKEHUM, MPOTOKOJIOB, TOCTAHOBICHUHO-
COOCHHOCTH COCTaBJICHUS U O(OPMIICHHS
MPUKA30B, PACOPSHKEHU U yKa3aHUuiO-
COOCHHOCTH COCTaBJICHUS U O(OPMIICHHS
TEXHHYECKOro 3amanus, ordeta o HUP
Hroro
Hroro 3a cemectp
8 cemecTp
5 Meroauka perflaMeHTaIlii COCTaBa | DTaIbl ONpeaesIeH s COCTaBa KOH(pUICH- 2 OK-10,
KOH(HUICHITMATBHBIX JOKYMEHTOB HAATBHBIX TOKYMEHTOB. OCOOCHHOCTH OK-12
OTIpe/ieNICHUs cocTaBa MHGOPMAITUH, OT-
HOCSIIEHCS K clTy>keOHo# TaitHe. OCHOB-
HbIE TPeOOBaHUS, MIPEABABIIIEMbIE K CO-
CTaBJICHUIO U O(OPMIICHHUIO MEepeuHeit
KOH(HICHIIMATBHBIX CBEJICHUN U U3IaBa-
€MBbIX KOH(UICHIIMATBHBIX JOKYMEHTOB.
Hroro 2
Hroro 3a cemectp
Hroro 4
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Tabimue 9.1.

9. CamocTrosiTesqibHasi paboTa
Bunbr camocTosTenbHOM paboThI, TPYAOEMKOCTh U (POPMUPYEMbIE KOMIIETCHIINH TPE/ICTABICHBI B

Tabmua 9.1 - Buasl caMoCTOATENBHOM PaOdO0ThI, TPYIOEMKOCTh B (POPMUPYEMBIE KOMITETSHIIUH

3 i
T
Bunap! camocTosTensHOM & > O
Hassanwus pasnenon z = DopMbI KOHTPOJIS
paloTEI L g 2
X g =
Y <
= S
7 cemecTp
1 JIokyMeHT, ero [IpopaboTKa JIEKIIUOHHOTO 4 |OK-10, 3auet, KoHcniekT camonof-
CBOMCTBA, QYHKIIUU U Marepuala OK-12 roroBku, Onpoc Ha 3aHs-
MIPU3HAKU Hroro THSX
2 Crpyktypa nokymeHnTa, |IlogroroBka k mpaxkrtuue- 12 |OK-10, JlomalHee 3alaHue,
€ro COCTaBJICHUE U CKHM 3aHATHSAM, CEMHUHA- OK-12 Omnpoc Ha 3aHATUAX
odopmiieHue pam
BrinosHeHne JOMAIIHUX 16
3aaHuN
Hroro 28
Hroro 3a cemectp 32
8 cemecTp
3 HokymeHT kak o0bekT | [lonroroBka k mpaxkTuye- 14 |OK-10, |3auer, KonTponbhas pabo-
HanaJeHus U 3alUThI CKHM 3aHSTUSAM, CEMHHA- OK-12 Ta, Onpoc Ha 3aHATHUSAX,
pam OT4er 1o MpaKTUYECKOMY
Hroro 14 SAHATHIO
5 MeTtoauka BrinosHeHNE KOHTPOJIBHBIX 20 |OK-10, 3adeT, KoHCciekT camorion-
perlaMeHTalu cocTaBa | paboT OK-12 rotoBk#, KoHTponbpHas pa-
KOH(UACHIINATEHBIX Ta, OTYEeT 10 IpaKkTHye-
OH(UACHIHAT [ToaroroBka Kk mpaxkTuye- 18 6ota, Ot4et no npa ©
JIOKYMEHTOB CKIM 3AEATHAM, CEMIHA- CKOMY 3aHSITHIO
pam
[TpopaboTka JIEKIIMOHHOTO 12
Marepuaia
Hroro 50
Hroro 3a cemectp 64
IloaroroBka u caada 3adera 4 3aueT
Hroro 100

HOCTHU JOKYMCHTOB;

9.1. TeMbI KOHTPOJIBHBIX PadoT
1. Pa3paboTka nepeuHelt CBEJACHUH, COCTABIISIFONINX KOMMEPUECKYIO U CITY)KEOHYIO TaliHY;

2. Pa3pabotka nepeuneit u3aBaeMbIX IPEANPUATHEM KOHPHUICHIIHATBHBIX TOKYMEHTOB;

3. CHuXeHue WIM CHIATHE CTENEHHM KOH(PHUIECHIMAIBbHOCTU CBEIACHUN U Ipuda KOH(UACHINAIIb-

4. Pa3paboTKa NOJOKEHHUS O CUCTEME JOCTYNa K KOH(PHICHINAILHBIM TOKYMEHTaM;

5. Dkcnepru3a HEHHOCTH KOH(HICHIIMAIBHBIX JTOKYMEHTOB B LIEJAX YCTAHOBJICHUS CPOKOB HMX
XpaHeHUs U 0TOOpa JOKYMEHTOB Ha OCHOBE ATHUX CPOKOB ISl apXUBHOTO XpaHEHUS U YHHUYTOKCHUS;

6. IlpoBeneHune aHaIUTUYECKOW pabOTHI MO MPEJOTBPALICHUIO YTEUKHU U yTPAThl KOH(PHUIACHIIH-

alIbHON MH(POPMAIIHH.
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9.2. TeMbl JOMANIHUX 3aJaHUK

1. Twumnsl ¥ BUABI JOKYMEHTOB
2. @opMyIsip JOKYMEHTa U €r0 COCTaBHbIE YaCTH
3. OcobeHHOCTH cOoCTaBleHUs U OOPMIICHUS TTOJIOKEHHM, TPOTOKOJIOB, TIOCTAHOBJICHUHA
4. OcobOeHHOCTH cOCTaBICHHS U 0)OPMIICHUS TPUKA30B, PACTIOPSHKEHUN U yKa3aHUN
5. OcobeHHOCTH cocTaBlieHUs U 0OPMIICHUS TEXHUYECKOTro 3a1anusi, otaeta o HUP
10. KypcoBas pa6orta (IIpoeKT)
He npenycmorpeno PYII

11. PeiiTuHroBasi cucremMa /isi OLEHKH YCIIEBA€MOCTH CTY/IeHTOB
He npenycmorpeno

12. YuyeOHO-MeTOAUYecKOe U MH(OPMAIIMOHHOE o0ecniedeHHe TUCHMILINHBI

12.1. OcHoBHas JuTEpaTypa
1. JlokyMeHTallmOHHOE oOecTieueHre yIpaBIeHHs U JIEIOMPOU3BOACTBO: YIeOHUK i OaKaiaB-
poB / U. H. Ky3nenos. - M. : FOpaiit, 2012. — 576 c. - (bakamasp). - bubnuorp.: c. 444-452 (nanuune B
oubmmoreke TYCVYP - 26 3k3.)

12.2. lonosiHuTEIbHAS JIUTEpaTypa

1. JokymenTtoBeneHue: yuyeOHUK ais By3oB / J. A. bapmae, B. b. KpaBuenko. - 2-e m3n.,
crepeotuil. - M. : Akanemusi, 2010. - 304 c. - (Boicuiee npodeccronanbHoe oopazoBanue. Mudopmaru-
OHHas 6e30macHOCTh). - bubmmorp.: ¢. 292-296 (manmuue B 6nbmoreke TYCYP - 2 7k3.)

2. KoH¢puaeHuunanbHOe A€IONPOM3BOJACTBO U 3AIIMIICHHBIM 3J€KTPOHHBIA JOKYMEHTOOOOPOT:
yuebnuk / H. H. Kynses; pen. H. H. Kynsies. - 2-e u3n., nepepad. u nom. - M. : Jloroc, 2013. - 500 c. :
Tabn. - (HoBas ynuBepcuterckas 6ubnuoreka). - bubmumorp.: c. 490-496 (nanuuue B Oubanorexke TYCYP
- 15 93K3.)

12.3 YueOHO-MeTOAHIECKHE MOCOOUS

12.3.1. O6s3aTe/IbHbIE Y4eOHO-METOANYECKHE MOCOOUSs

1. CoBpeMeHHOE Jeonpon3BOACTBO: yueoHoe nocodbue / M. B. Kupcanosa; Poccuiickas akaze-
Mus rocygapcTBeHHoU ciy»k0bl mipu Ilpesunenre PO, Cubupckast akageMus rocy1apcTBEHHOM CIIyKOBbI. -
4-e m3a. - M. : UHOPA-M, 2012. - 320 c. - (Boicmiee oOpazoBanue. bakanaBpuar) (Hanuuue B Oubnuore-
ke TYCVYP - 20 5k3.)

2. «Meroauyeckue yKa3aHusl K CaMOCTOATENIbHON paboTe no aucuuiuinHe JlokyMeHTOBeIeHUE»
[JIokanbHast ceTh Kad. K1B2BCJ: [DnmeKTpOHHBII pecypc]. -
http://kibevs.tusur.ru/sites/default/files/upload/work progs/gia/doc_sam.pdf

3. «Meronuveckue yKa3aHus K MPAKTHUECKAM 3aHITUSAM T10 TUCIHILIHHE JJOKyMEHTOBEICHHE)
[JlokanpHast cetb kap. KHWUBOBC]:: B gpyrom  wmecte, [DnekTpoHHBIH  pecypc]. -
http://kibevs.tusur.ru/sites/default/files/upload/work progs/gia/doc_pract.pdf

12.3.2 YuyeOHO-MeTOAMYECKHE TIOCOOUS ISl JIUI] C OTPAHNYEHHBIMHA BO3MOKHOCTSAMM 3/10POBbSI

Y4eOHO-MEeTOqMUECKNEe MaTepUabl ISl CAMOCTOSTEIBHON M ayTUTOpHOM paboThl 00ydaromumxcs
U3 YHCJIa MHBAIMAOB MPEAOCTABISIOTCS B (opMax, aJlalTUPOBAHHBIX K OTPAaHMYCHUSAM UX 30POBBS U
BOCTIpUATHS WH(POPMALIUH.

JJ1s1 JIMI ¢ HAPYIIEeHUSIMH 3PeHust:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe YBETUYECHHBIM HIPUPTOM.

JI1s1 JIMI ¢ HAPYIIEHUSIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie"yaTHOU hopme.

JI71s1 JIM1 ¢ HAPYLIEHHSIMH OTIOPHO-IBHIaTeJILHOTO anmapara:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B reyaTHou (opme.
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12.4. ba3pl JaHHBIX, HH(POPMALMOHHO-CIIPABOYHbIE, IOMCKOBbIE CHCTEMBbI B Tpedyemoe
NporpaMMHoe odecredeHune
1. Google; Wikipedia.

13. MarepuajbHO-TEXHMYECKOE 0O0ecneuyeHue JUCIUNINHBI
13.1. O0uue TpeOoOBaHUSI K MATEPHAJIBLHO-TEXHUYECKOMY 00eCle4eHH 0 TN CIUTIINHbI

13.1.1. Marepua/jibHO-TeXHUYECKOe o0ecnevyeHue sl JIEKIIMOHHBIX 3aHATH I
Jns mpoBeneHus 3aHATUN JIEKIIMOHHOTO TUIIA, TPYNIOBBIX U UHANBUYAbHBIX KOHCYJIbTAIUH, Te-
KYIIIETO KOHTPOJISI ¥ IPOMEKYTOYHOM aTTeCTAIlMH UCIIONIb3yeTCs yueOHast ayquTOpHs, C KOJIMYECTBOM I10-
CaJIOYHBIX MeCT He MeHee 22-24, 006opyIoBaHHAs JOCKOM M CTaHAApTHOH y4ueOHOI mebenbro. MMeroTces
HaTJISITHBIE TTOCOOMS B BUJIE TIPE3CHTAIIMH 110 JICKITMOHHBIM pa3jiesiaM JUCITUTUTHHBI.

13.1.2. MaTrepuajibHO-TEXHUYECKOE o0ecneyeHue IJisl NPAKTHYECKUX 3aHATHIl

Jlist mpoBeieHrsT TaOOPATOPHBIX 3aHATHH HUCIOJIB3yeTCs Y4eOHO-HCCIeNOBATEIbCKAS BBIYMCIIH-
TeabHas J1aboparopus, pacrojoxeHHas mo azapecy 634045, Tomckas oGmacte, T. Tomck, Kpachoap-
Melickas ynuia, 1. 146, 4 atax, ayn. 402. CoctaB o0opynoBanusi: YuebHast MmeOelb; JKpaH pa3IBUKHOM -
1 wr.; MynmeTumenuitaeiii mpoektop Benq — 1 mr.; Kommerotepsl kiacca He Hmwke AMD A8-5600K/
ASUS A88XM-A/ DDR3 4 Gb/ WD5000AAKX 500 Gb. ¢ mupokonoiaocHsM gocTynoM B Internet, — 15
mt.; Mcnonb3yeTcsl NUIIEH3MOHHOE MporpaMMHOe obecriedeHue, makeThl Bepcueil He Hmke: Microsoft
Windows 8.1 Professional; Visual Studio 2012; Oracle VM VirtualBox; VMware Player. Umeetcst mome-
HIEeHHE JUIS XpaHEeHUs U MPOPUIAKTUYECKOTO 00CTYKUBaHHs y4e€OHOTO 000PYIOBaHMUS.

13.1.3. MarepuajibHO-TeXHUYECKOe o0ecrnedyeHne 1JIsl CAMOCTOSITeJIbHOM PadoThI
Jnst camocTosATebHOM paboThl HCIIONBb3yeTcsl yueOHasi ayauTopHs (KOMIBIOTEpHBIN Kiacc), pac-
noJiokeHHast 1o agpecy 634034, r. Tomck, yin. KpacHoapmetickas, 146, 2 stax, aya. 204. CoctaB o6opy-
noBaHUs: yueOHast MeOenb; KommbioTepsl kinacca He Hike [I9BM INTEL Celeron D336 2.81T1. - 7 it
kommbioTepsl moAkItodeHbl Kk cetd MHTEPHET u oGecrieunBaroT 10CTyI B AJIEKTPOHHYIO MH(pOpMAITH-
OHHO-00pa30BaTEIbHYIO CPEY YHUBEPCUTETA.

13.2. MaTepuajibHO-TeXHHYECKOe oOecreyeHre TUCUMIIIMHBI JIS JIMI C OTPAHMYEHHbIMU
BO3MOKHOCTSIMH 3/10POBbS

OcBoenne mucuurmuivHbl guramMu ¢ OB3 ocymecTBiseTcst ¢ UCMOJIb30BAaHUEM CPEACTB OOydeHUS
00IIero U CIEUaIbHOTO Ha3HAUCHHUSI.

[Tpu oOy4yeHHH CTYAECHTOB ¢ HAPYLWIEHUSIMHU CJIyXa IPeIyCMOTPEHO MCIOIb30BaHUE 3BYKOYCHIIH-
BalOIEH amnmaparypbl, MYJIbTUMEIUWHBIX CPEACTB U APYIHUX TEXHUYECKUX CPEICTB MpHeMa/mepenadn
yueOHON MHGOPMAIMK B TOCTYIMHBIX (pOpMax ISl CTYJICHTOB C HAPYIICHUSIMU CITyXa, MOOMJILHOM CHUCTe-
MBI OOYYEHHSI JJIs1 CTYJACHTOB C MHBAJIUIHOCTHIO, MOPTATHBHOW MHIYKIIMOHHON CUCTEMbI. YueOHas ayiu-
TOpHSl, B KOTOPOM 00ydaroTCs CTYAEHTHI C HApyIICHUEM CilIyxa, 000pylIOoBaHa KOMITbIOTEPHON TE€XHUKOM,
ayIMOTEXHUKOW, BUACOTEXHUKOU, FJIEKTPOHHON JTOCKOM, MYJIbTUMEIUIMHON CUCTEMOM.

[Tpu 0O0ydeHnH CTYAEHTOB ¢ HAPYLIEHUSIMU 3PEeHUSIMHU MTPEAYCMOTPEHO HUCIIOJIB30BaHUE B JIEKIIH-
OHHBIX M yYEOHBIX ayIUTOPHSIX BO3MOXHOCTH MPOCMOTPA YIAJICHHBIX O0BEKTOB (HAmpuUMep, TEKCTa Ha
JTIOCKE WJIU Cllaiifla Ha SKpaHe) MPH MOMOIIHN BUICOYBEIMUUTENEH A yAaJleHHOTO TPOCMOTpa.

[Tpu 0O0y4eHHUU CTYICHTOB ¢ HAPYIIEHUSMH OMOPHO-ABUraTeIbHOI0 ANNAPATA UCIOIB3YIOTCS
aJbTEpPHATUBHBIE YCTPONCTBA BBOJAA MH(GOpPMAIMU U JAPYrUe TEXHUUYECKUE CPEICTBa MpueMa/mepenadu
yaeOHOM MH(pOpMAIUU B JOCTYIMHBIX (OopMax JJisi CTYICHTOB C HAPYHICHUSIMH OMOPHO-IBUTATEIHHOTO
anmnapara, MOOMIIbHOM cUCTEMBbI 00YyUEHUS IS JIFOJIEH ¢ MHBAIMIHOCTBIO.

14. ®oH OLIEHOYHBIX CPEICTB

14.1. OcHoBHBbIE TPeOOBaHMA K (POHIY OLIEHOYHBIX CPEICTB U METOANYECKHE PeKOMEHIallun
@DOH[I OLICHOYHBIX CPEJCTB U TUIIOBbIE KOHTPOJbHBIC 3aJJaHUsI, UCTIOIb3yeMbIe I OLIEHKH chop-
MHPOBAaHHOCTH U OCBOCHHS 3aKPEIUICHHBIX 32 JUCUUILIMHON KOMIETEHIIUN MPU MPOBEACHUU TEKYIIEH,
IPOMEKYTOYHON aTTeCTallMy MO JUCHUILIMHE MPUBEACH B MIPUIOKEHUH K paboueil mporpamme.

14.2 TpedoBanusi Kk (pOHIY OLEHOUYHBIX CPEACTB JJIsl JIUI] ¢ OTPAHUYEHHBIMHM BO3MOKHOCTAMU
310POBbSA
JI71s1 CTYIEHTOB C MHBATUIHOCTBIO MPEAYCMOTPEHBI TOTIOJHUTEIBHBIE OIIEHOYHBIE CPENICTBA, TTepe-
YeHb KOTOPbIX yKa3aH B TaOJMIIE.
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Tabauna 14 — lonoTHUTeIbHBIE CPeICTBA OLCHUBAHMS JISI CTYICHTOB C HHBAJTH/IHOCTBIO

KaTCFOpI/II/I CTYACHTOB

Buanl 1OMOIHUTEILHBIX OLIEHOYHEIX
CpEJIICTB

@DopMBbI KOHTPOJISI U OLICHKU
pe3yabTaToOB 00yUEHUS

C napyumeHusMu
ciryxa

TecTsl, MUCEMEHHBIE CAMOCTOSITEIIbHBIC
paboTHI, BOIIPOCH! K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI

[Tpeumy1ecTBEHHO MUCHMEHHAS
npoBepKa

C napymeHusMu
3peHus

CobecenoBanue 10 BOIPOCAM K 3a4eTy,
OIIPOC TIO TEPMUHAM

[TpenmMyIieCTBEHHO yCTHAs IPOBEPKa
(MHIMBUAYATBHO)

C napyueHusMu
OIIOPHO-
JBUTATEJILHOTO
anmapara

Pemenne MUCTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIC pa6OTI>I, IIMCBbMCHHBIC
CaMOCTOSTENIbHBIE Pa0OTHI, BOIIPOCHI K
3a4eTy

HpCI/IMyme()TBeHHO JUCTaHIITMOHHBIMUA
MCTOAaMM

C orpaHUuYEHHUSIMH 110
OO0IIEeMeTUITUTHCKIM
MOKa3aHUSM

TecTbl, MUCEMEHHBIE CAMOCTOSITEIIbHBIC
paboThl, BOMIPOCHI K 3a4ETy,
KOHTPOJIbHBIC PA0OTHI, YCTHBIE OTBETHI

[IpenMy1iecTBEHHO IPOBEpPKA
METOJIaMH, UCXO/ISl U3 COCTOSTHUS
00ydaronierocsi Ha MOMEHT IPOBEPKHU

14.3 MeToau4ecKue peKOMEHIANMH 110 OLEHOYHBIM CPeICTBaM JIsl JIMI ¢ OTPAHNYCHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI

Jns crynentoB ¢ OB3 npenycmarpuBaercst ocTynHas popMa NpeIoCTaBICHH 3a/1aHUi OLIeHOY -
HBIX CPEJICTB, @ UMEHHO:

- B IleyaTtHo# (opme;

- B Ie4aTHOU (hopMe C YBETUUYEHHBIM LIPUPTOM;

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- METOJIOM YTEHUSI ACCUCTEHTOM 3aJIaHus BCIIYX;

- IIPEJOCTABIICHUE 3a/1aHUs C UCIIOJIb30BaHUEM CYPIONIEPEBOA.

CryneHTaM ¢ MHBJIWAHOCTBHIO YBEJIMYMBAETCS BPEMsl Ha IMOJIIOTOBKY OTBETOB Ha KOHTPOJIbHbBIE
BOMPOCHI. J{JIsl TAKMX CTYAEHTOB MpeIyCMaTpUBAETCs JOCTYyMHas (popMa mpeaocTaBIeHUs] OTBETOB Ha 3a-

JaHus1, a MMCHHO:

- MMCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- HA0Op OTBETOB C MUCIIOJIH30BAHUEM YCIIYT ACCHCTEHTA,;

- MPEICTaBICHUE OTBETOB YCTHO.

[Iponenypa oneHWBaHUS pPE3yJAbTATOB OOYUEHHS MHBAIHIOB 10 JUCIHUILIMHE IMPEIyCMaTpHBAET
npegocTaBieHre nHpopManuu B popmax, aaanTHPOBAHHBIX K OTPAHUYEHHSIM UX 37I0POBbsI U BOCIIPUATHS

UH(pOpPMALINH:

JL1s1 1M1 ¢ HApyIIeHUSIMM 3PeHust:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B [1e4aTHOU (hopMe yBETUYEHHBIM HIPUPTOM.

JI1s1 1M1 ¢ HApyIIeHUsIMM CJIyXa:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (popme.

JI1s1 1M1 ¢ HApyIIeHUSIMM ONIOPHO-ABUTaTe/ILHOI0 annapara:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou opme.

[Tpu HeoOxomMMOCTH /17151 00YYAIOIIUXCS ¢ MHBAIUIHOCTBIO MPOIEIypa OLICHUBAHUS PE3yIbTaTOB
00y4eHHUs1 MOXKET MMPOBOUTHCS B HECKOIBKO ITAIOB.
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IIpuniaoxenue 1
MHUHHUCTEPCTBO OBPA3OBAHUA U HAYKHU P®
®enepanbHOe roCyIapcTBeHHOE 0I0/ZKeTHOEe 00pa30oBaTe/IbHOe yUpesk/ieHue BbIcIIero 00pa3oBaHus

«TOMCKUM TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
VIIPABJIEHUA 1 PAIIMOSJIEKTPOHUKN»

(TYCVYP)
YTBEPXIAIO
[TpopekTtop mo yueGHOMI paboTe
I1. E. Tposin
«_» 20 T

®OHJT OLIEHOYHKIX CPEJCTB I10 YYEBHOUN JUCHUIIIMHE
JlokyMeHTOBeIeHU e

VYpoBeHb 00pa3zoBaHMs: BbIcIIee 00pa30BaHNe - CIIEUATHTET

HampaBienue noarotoBku (cneruanbHOCTh): 38.05.01 IxoHOMHYecKas 0e30MacHOCTh
Hanpasnennocts (mpouis): IKOHOMHKO-IIPABOBOE 00ecnedeHue IKOHOMUYEeCKOi 0e301acHOCTH
®opma 0OyueHus: 3a04Hast

®axkynbreT: 3uB®, 3a04Hblii U BeuepHuii paxkyabreT

Kadenpa: KHUBIBC, Kadenpa kommiaekcHoii uHHPOPMANMOHHOH 0€30MACHOCTH 3JIEKTPOHHO-
BBIYHCJIMTEIbHBIX CHCTEM

Kypc: 4

Cemectp: 7, 8

YueOHs1ii man #Habopa 2013 rona
Pa3zpaborunku:
— Accucrenrt kadg. BUC U. A. PaxmaneHko

— crapuuii npenoaasatens kad. KUBOBC I'. B. Iletposa

3auer: 8 cemecTp

Tomck 2017
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1. BBenenue

®onp ouenounsix cpeacts (POC) sBuseTcs NpuiIokKeHHEM K padoyeil mporpaMMe AUCHUTUTAHBI
(MpaKkTUKU) U TPEACTaBIAET CO00M COBOKYMHOCTh KOHTPOJIbHO-U3MEPUTEIbHBIX MaTepuajoB (TUIIOBbIE
3a/auMl (3a/1aHusl), KOHTPOJIbHBIE PaOOThI, TECTHI U JIP.) U METO/IOB MX MCIIOJIb30BaHMS, TPETHA3HAYSHHBIX
JUTSL U3MEPEHUS] YPOBHSI IOCTHKEHUS CTYICHTOM YCTAHOBJIEHHBIX PE3YJIbTATOB OOYUECHHS.

®OC no pucuuruivHe (IPaKTUKE) UCHOJIb3YETCs MPU MPOBEICHUH TEKYIIEro KOHTPOJIS yCIieBae-
MOCTH U IPOMEKYTOYHON aTTeCTalliu CTYICHTOB.

[Tepedens 3aKpeIICHHBIX 32 TUCHMILTMHON (PAaKTUKOM) KOMIIETEHIIUH MpuBeaeH B Tabmuie 1.
Tabmuna 1 — [lepedeHpb 3aKpEIUICHHBIX 33 TUCITUTIIMHON KOMIIETEHIIUN

Kon DopMyTUPOBKA KOMIETEHIIUN Oranbl GOpPMUPOBAHUS KOMITETEHITUI
OK-12 CIIOCOOHOCTHIO pabOTaTh C Pa3IMYHBIMHU HH- JlomKeH 3HaTh TEHACHIIMU Pa3BUTHS MH-
(OpMaLIMOHHBIMU PECYPCaMH U TEXHOJIOTUSAMH, | (pOpMaAIIIOHHO-T0KYMEHTAIIMOHHOTO 00ec-
MIPUMEHSITh OCHOBHBIE METO/IbI, CIIOCOOBI U MEYEHUs C MPUMEHEHNEM HOBBIX TEXHOJIIO-
CpeZCTBa MOIyUYeHHsI, XpaHCHHUS, TIOUCKA, CH- | THif; 3aKOHOMEPHOCTH JIOKYMEHTO00pa3o-
cTeMaTu3aluu, o0paboTKH U nepenadyn HHGOp- |BaHUS; CUCTEMbI XpaHEHUS TEKyLIeH U pe-
Maluu TPOCIIEKTUBHON JOKYMEHTALMH; 3aKOHO1a-
TeJIbHbIE 1 HOPMAaTUBHO-METOJMUECKHIE Ma-
OK-10 CIIOCOOHOCTBIO OCYIIECTBIISATh MUCHbMEHHYIO 1 p &

TEpUabI 10 TOKyMEHTHUPOBAHUIO U Opra-
HHU3aIuHU paboThI C JOKYMEHTaMH; KpHUTe-
PHH U IPUHIIMITEI OLIEHKH EHHOCTH JJOKY-
MEHTOB U MOPSIIOK OTPEICIICHHS] CPOKOB
UX XpaHEeHUs; HoBeMe HH(POPMAIOH-
HBI€ TEXHOJIOTUH; COBPEMEHHbIE TeXHUYE-
CKHE CPEJICTBA yIPaBIICHUS. ;

JloimkeH yMeTh IPOBOANTH HHCTPYMEH-
TaJbHBI MOHUTOPHHT 3aIIUIIEHHOCTH aB-
TOMaTH3MPOBAHHBIX OAHKOBCKHUX CHCTEM;
pa3pabaTteIBaTh MPEUIOKEHHS 10 COBEP-
IIEHCTBOBAHUIO CUCTEMBI YIIPABICHHS MH-
(dhopMaImoHHO# 06€30MaCHOCTHIO aBTOMATH -
3UPOBAHHBIX OAHKOBCKUX CHCTEM; (Op-
MHUPOBaTh ¥ 3(P(HEKTUBHO NTPUMEHSTh
KOMITJIEKC Mep (IpaBmJI, IPOLEAYD, MpaK-
TUYECKHX MPUEMOB, PYKOBOISIINX PHH-
IIUIIOB, METOJIOB, CPEACTB) ISl obecneye-
HUSI UH)OPMAIIMOHHOM 0€30MacHOCTH aB-
TOMaTH3UPOBAHHBIX OAHKOBCKHX CHUCTEM;;
JloipkeH BianeTb TEPMUHOJIOTHEN U CH-
CTEMHBIM MOAXOJIOM ITOCTPOSHHS 3aIllH-
IIEHHBIX AaBTOMaTU3UPOBAHHBIX
OaHKOBCKHMX CHUCTEM; HaBBIKaMH (HOpMHPO-
BaHU U 3PPEKTUBHOTO NPUMEHEHHUS
KOMITIeKca Mep (TIpaBwJI, IPOLEAYP, PAK-
TUYECKHX NMPUEMOB, PYKOBOISAIINX PHH-
IIUIIOB, METOJIOB, CPEACTB) ISl obecnede-
HUSI ”H)OPMALIMOHHOM 0€30MacHOCTH aB-
TOMaTH3MPOBAHHBIX OAHKOBCKHX CHCTEM U
0aHKOBCKHMX OpraHHM3alui.;

YCTHYIO KOMMYHHMKALIMIO Ha PYCCKOM SI3bIKE

OO0me XapaKTepUCTUKU TOKa3aTeleid M KPUTEPHEB OIICHWBAHMS KOMIIETEHIIM Ha BCEX JTamax
NpUBENICHBI B Ta0OmuIe 2.
Tabmuia 2 — O0mue XapaKTepUCTHKH MOKa3aTesed U KPUTEPUEB OLICHUBAHUS KOMIIETEHIIHIA IO ATaram

Tlokazarenu u

3HaTh YMeTh Braanern
KpUTEpUHU
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OTnu4uHO (BBICOKHI
YPOBEHD)

O6nagaet hakTHUECKUMU
U TEOPETUYECKUMHU 3HAHU-
SIMH B TIPEJIeIIax u3yJae-
MOIi 00JIACTH C TOHUMAaHH-
€M TPaHMI] IPUMEHUMOCTH

OO6nagaer Auana3oHOM
MIPaKTUYECKUX YMEHUH,
TpeOyeMbIX Ui Pa3BUTUSA
TBOPYECKUX pELICHUH, a0-
CTparupoBaHus Mpoodem

Kontpomupyer pabory,
MIPOBOJIMT OIIEHKY, COBEP-
IIIEHCTBYET ACHCTBUSA pa-
0OOTBI

Xoporio (6a30BbIi

3HaeT (aKThl, MPUHIIMIIEI,

OOiagaeT quanas’oHoOM

beper oTBETCTBEHHOCTH 3a

3aaa4

YPOBEHB) IPOLIECCHI, OOIIKME MOHA- | TPAKTHYECKUX YMEHUH, 3aBeplICHHE 33134 B HC-
THS B IIpeJeNiaX u3ydae- | TpeOyeMBbIX JJIsl pelieHHsl | CIIeIOBaHUH, ITpHCIIocad-
MO¥ obmacTu OIIpECIeHHBIX IPOOJIEM B | IMBACT CBOE TMOBEJICHUE K

00JIaCTH UCCIIEIOBAHUS 00CTOSITEIHCTBAM B pellie-
HUU TIpoOIeM

VYnosnerBopurens- | Obnanaer 6a30BbiMH 00- | O0naaeT OCHOBHBIMU PaGoraer npu npsimom Ha-

HO (TIOpPOTOBBII IIMMHU 3HAaHUSAMU YMEHUSMH, TpeOyeMbIMH | OJTFOJICHUN

YPOBEHB) JUTSL BBITTOJTHEHHUST TIPOCTHIX

Tabmuma 3 — Dramsl

2 Peasn3zanuss KOMIETeHIHM I

2.1 Komnerennusa OK-12

OK-12: cnoco6HOCThIO paboTaTh ¢ pa3InYHBIMU MHPOPMAIIMOHHBIMH PECYpCaMH U TEXHOJIOTHS -
MU, TIPUMEHSATH OCHOBHBIE METOJBI, CIIOCOOBI U CPECTBA MONYYCHUS, XpaHEHUs, TIOUCKA, CUCTeMaTH3a-
1Mn, 00pabOTKH U epeaaun nHOpMAaITIH.

Jnst popmMupoBaHUs KOMIIETEHIIMH HEOOXOMMO OCYIIECTBUTH PSJ] TANOB. DTarbl (HOPMUPOBAHUS
KOMIIETCHITNH, MPUMEHSIEMbIC JJISI STOTO BHJBI 3aHATUNA W MCIOJIB3YEMbIE CPEACTBA OIEHWBAHMS TPE]I-
CTaBJICHBI B TAOIHIIE 3.
OpPMHPOBAHUS KOMIIETSHIIMH M HCTIOJIb3YEMbIC CPEICTBA OLICHUBAHUS

CocTasn

3HaTh

YmMmeTs

Bnanets

CopepxaHue 3Ta-
OB

OCHOBBI COBPEMEHHOTO
JIOKYMEHTOBEICHUSI, HE00-
XOJIUMBIE ISl aHATTN3a
SKOHOMHYECKHX MPOoIec-
COB U MTPOTHO3HPOBAHHSI,
OcHOBHbIE IOHATHUS KOH-
(bUICHIMATEHOTO JTOKY-
MeHTo000poTa; OCHOBHBIC
TIPUHIIMITEI 3aIUTHI HH-
dhopmanuu npu ee J0Ky-
MEHTUPOBAaHUM; 3HATh KaK
paboTath ¢ pa3IMIHBIMU
MH(POPMALMOHHBIMU pe-
cypcamu U TEXHOJIOTHSIMH,
MIPUMEHSTh OCHOBHBIE Me-
TOJIbI, CTIOCOOBI U CPeI-
CTBa MOJY4YCHHUS, XpaHe-
HUS, TIOUCKA, CUCTEMAaTH-
3anuu, 00paboTKU U mepe-
nadd nHOpMaIum.

[IpumensATH METOIBI
COBPEMEHHOT0 JJOKYMEH-
TOBEJICHUS AJIs ONITUMHU3a-
MU pereHus npodeccuo-
HaTbHBIX SKOHOMUYECKUX
U YIIpaBJICHYECKUX 3a/1aY;
YMeTb paboTaTh ¢ paziany-
HBIMH UH()OPMALIMOHHBI-
MU pecypcaMu U TEXHOJIIO-
TUSIMH, IPUMEHSITh OCHOB-
HBIE METOBI, CIIOCOOBI U
CpeICTBa MOJIy4eHus, Xpa-
HEHUSI, IOUCKA, CHCTEMa-
TH3aIUU, 00pabOTKH U
nepeaayn HHPOpMaIH;
YMeTh ueHTuUIIpoBaTh
KaHaJIbl HECaHKIIMOHUPO-
BaHHOTO JIOCTYyTa K KOH-
(bUICHIIMATEHBIM JJOKY-
MEHTaM M ONPeneysaTh (-
(eKTUBHBIE CTTOCOOHI 3a-
IIUTHI TOKYMEHTOB.

Crniocobamu 1 cpeacTBaMu
JTOKyYMEHTHpoBaHus;, Bia-
JIeTh METOJIaMH KJlaccuu-
KalluK, KOJUPOBAHUS U UH-
JEKCUPOBAHUS TOKYMEH-
TOB U CHCTEM JIOKyMEHTH-
poBanust; HaBslkamu npu-
MEHEHHUs1 COBPEMEHHOTO
aBTOMaTH3HPOBAHHOTO
UHCTPYMEHTApHs U1 pe-
IICHUS] 5KOHOMHYECKUX
3aga4; Bnagets cnocoOHO-
CTBIO paboTaTh C pa3nuy-
HBIMU MH()OPMAIIOHHBI-
MU peCypcaMu M TeXHOJIO-
T'MSIMHU, IPUMEHATh OCHOB-
HBIE METOIBI, CIIOCOOBI U
CpeACTBa MOJIy4eHUs], Xpa-
HEHHMS, TIOUCKA, CUCTEMa-
THU3aIUHU, 00pabOTKH U
nepeaayd HHPOpMaIu.

Bunn! zanstui

* lHTepakTUBHBIE MPAK-
TUYECKHUE 3aHATHS,

* HHrepakTUBHBIC JIEK-
iy,

* VHTepakTHBHBIE ITpaK-
THYECKUE 3aHATHS,

* lHrepakTUBHBIC JIEK-
U,

* lHTepakTUBHBIE NTPAK-
TUYECKUE 3aHATHS,

* CamocrosTrenbHas pa-
0oTa;
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* [IpakTrueckue 3aHs-
THS,

e Jlexnum;

* CamocrosTenbHas pa-
oora;

* [IpakTuueckue 3aHs-
THS,

o Jlexmmuy;

» CamocTosiTeNnbHas pa-
oora;

Hcnonb3yembie
CpeICTBa OLICHUBA-
HUS

* KonrponwsHas pabora;
» JloMariHee 3aJaHUE;

* Koncnekr camonoaro-
TOBKHU;

* Omnpoc Ha 3aHATHUSX;

* Oryer 1o npakTuye-
CKOMY 3aHSTHIO;

e 3auer;

» KoHnTtponbHas pabora;
» JlomariHee 3a7aHue;

* KoHcIekT caMomoaro-
TOBKU;

* Omnpoc Ha 3aHATHUSIX;

e Ortuer 1o npaxkTHye-
CKOMY 3aHSTHIO;

* 3auer;

» JlomaiHee 3a7aHHuE;
* Ort4er Mo npakTuie-
CKOMY 3aHSTHIO;

e 3auer;

DopMyJIMpPOBKa MOKA3aTeJIe U KPUTEPUEB OLEHUBAHUS JAHHOW KOMIIETCHIMU IIPUBEICHA B Ta-

omune 4.
Ta6muia 4 — [TokazaTenu ¥ KPUTEPUU OLIEHUBAHUS KOMIIETEHIIMH HA 3Tanax

Cocras 3HaTh YMmeTs Bnanets
OtnnyHO * OoGnagaet axTuye- * Ob6nanaer auanazoHom | * KouTpomupyet paboTy,

(BBICOKHUI YPOBEHbD)

CKUMH U TCOPCTHUCCKU-
MU 3HAaHHUSIMU B IIpeaeIax
M3y4aeMoil 00sacTH ¢ 1o-
HUMaHHEM TPaHUIl IpH-
MEHUMOCTH ;

MIPaKTUYECKUX YMEHUH,
TpeOyeMbIX 1JIsl pa3BUTHUS
TBOPYECKUX PEILLICHUN,
a0CcTparupoBaHus
po0Jem ;

MIPOBOJIUT OIIEHKY, COBEP-
HICHCTBYET JCHCTBHS pa-
OOTHI ;

Xoporto (6a30BbIH

* 3naet (paKThl, IPUHIH-

e (OOmagaer gUana3oHoOM

* beper oTBETCTBEH-

CTBHIX 3a]1aY;

YPOBEHb) b1, TIPOLIECCHI, O0IINE IIPaKTUYECKUX YMEHUH, HOCTb 32 3aBCPLICHHUC 3a-
MIOHSTHS B IPEJeNIaX U3y- | TPEOYEeMBIX JUIsl PEIICHHs | J1ad B UCCIICOBAHHH,
gaeMoi 00JIacTH OTIpeIeTICHHBIX MPOOJIEM | TPHUCIIOCAOINBACT CBOE

B 00JIACTH HCCIIE/IOBA- TIOBEICHUE K 00CTOSTEIb-
HUS ; CTBaM B PEUICHUU
po0JeM ;

VYnosnerBoputenbH | * O6nagaet 6a30BBIMU * OOmagaer ocHOBHBIMH | * PaGoraer mpu npsMom

0 (IOpOroBeIi 00IIMMH 3HAHUSIMU; YMEHUSMH, TPEOYEMBIMH | HAOIOJICHUH;

YPOBEHb) JUIs1 BBITIOJTHEHUS TIPO-

K€.

2.2 Komnerennus OK-10
OK-10: cmocoGHOCTBIO OCYIIECTBIIATh MTUCEMEHHYIO U YCTHYIO KOMMYHHUKAITHIO HA PYCCKOM SI3bI-

st popMupOBaHHS KOMIIETEHIIMK HEOOXOMMO OCYIICCTBUTH PSJT 3TAIOB. DTarbl (YOPMUPOBAHUS
KOMIICTCHIINU, HpI/IMCHSICMBIG JJId 9TOIr0 BUIOBI 3aH51TPII>i nu I/ICHOHB?)yeMLIe Cpe,Z[CTBa OILICHHUBAaHUA Hpez[-
CTaBJIEHBI B TAaOJIHIIE 5.
OpMI/IpOBaHI/DI KOMIICTCHIINU U I/ICHOJ'II:?)yeMBIC Cpe,Z[CTBa OILICHHUBAaHUA

Tabmuma 5 — Dransl

Cocras

3HaTh

YMeTh

Braanern

CopepxaHnue 3Ta-
OB

OCHOBHBIE ITpaBHUJIa CO-
CTaBJICHUS TEKCTOB CITy-
XKEeOHBIX JOKYMEHTOB;
OCHOBHBIE JINHTBUCTHYE-
CKHE HOPMBI JJOKYMEHTH-
poBanus; crienuduky ap-
TYMEHTaluu 1npu ¢op-
MHUPOBAaHHH OpPTraHHU3AIH-

KpCaTUBHO MBICIIUTH U
TBOPYECKH PelIaTh Mpo-
(heccruoHaNbHBIC 3a/1a4H,
MIPOSIBIISITH HHUITIATUBY, B
TOM YHCJIC B CUTyallUAX
pucka. ohOpMIISATh U TIPEJI-
CTaBJIATh JOKYMCHTAJIbHO
HYKOHOMUKO-TIPABOBYIO WH-

COCOOHOCTHIO TPAMOTHO
JTOKYMEHTHPOBATh CBOU
pelieHUs. BJIaeTh OCHOB-
HBIMU (YHKITHOHATbHBIMH
CTHJISIMHM PEUH B TUCHMECH-
HOM M yCTHOM (hopmax Ha-
BBIKAMH 00O0OIIIEHMS, BOC-
npuATUS HHGOPMAIUU U
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OHHO-YITPAaBJICHYECKON J0-
KyMEHTAIIUH, CTICITUPHUKY
JI€JI0BOrO MUCBMEHHOTO
CTWJISL apTyMEHTaLUH.

dhopmanuo; IpPUMEHSThH
MOJIyYeHHBIC 3HAHUS B
npodecCHoHaTbHON J1es-
TEABHOCTH, UCIIOJIL30BaTh
Ha MIPaKTUKE 3HAHUS N0~
BOT'O JJOKYMEHTUPOBAHUS,
MPUMEHSATH B KOHKPETHBIX
JKM3HEHHBIX 00CTOSITEIb-
CTBax 3HaHHUA OCOOEHHO-
CTEH JIEI0BOr0 IMCHMEH-
HOTO CTHJIA.

MMOCTaHOBKH HEOOXO/U-
MBIX 1IeJIel; HaBBIKAMH CO-
CTaBJICHUA U O(pOpMITEHUS
YIPaBIEHYECKUX, IKOHO-
MHUKO-TIPaBOBBIX U KOH(U-
JEHIIMATBHBIX JOKYMEH-
TOB; HaBBIKAMU PAOOTEHI C
pa3IUYHBIMHU BUAAMH HC-
TOYHUKOB MH(OPMAITUH.

Bunwl 3ansatuit

* llHTEepaKkTUBHBIC MPaAK-
TUYECKUE 3aHATUS;

* lHTepakTUBHBIC JIEK-
U,

* IIpakTuueckue 3aHs-
TUS;

o Jlexnuwm;

* CamocrosTenbHas pa-
0oTa;

* VHrepakTuBHBIE ITpaK-
TUYECKUE 3aHATHUS;

* lHTepakTUBHBIC JIEK-
uu,

* IIpakTnueckue 3aHs-
THUS;

* Jlekumu;

* CamocTosiTenbHas pa-
0oTa;

* HHrepakTUBHBIE ITpaAK-

TUYECKHE 3aHSTHSI,
* CamocTrodTenbHas pa-
oora;

Hcnonb3yembie
CpeICTBa OLICHUBA-
HUS

* KonTponwsHas paborta;
* JlomaliHee 3aJjaHueE;

* KOHCHEKT caMOnoAro-
TOBKH,

* Ompoc Ha 3aHATHSX;

* Oryer 1o npakTuye-
CKOMY 3aHSITHIO;

» KoHnTtponbHas pabora;
* JlomamHee 3a7aHue;

* KoHcIekT caMomoaro-
TOBKU;

* Omnpoc Ha 3aHATHSIX;

e Ortuer 1o nmpaxkTHye-
CKOMY 3aHSITHIO;

» JlomaliHee 3a7aHue;
* Oryer 10 npakTUuyie-
CKOMY 3aHSTHIO;

e 3auer;

e 3auer; * 3ayer;
DopmMynUpOBKA MOKA3aTENEH U KPUTEPUEB OLECHHUBAHUS JAHHOW KOMIIETCHIIMU MPHUBEIECHA B Ta-
Omune 6.
Tabmuia 6 — [TokazaTenu ¥ KPUTEPUU OLIEHUBAHUS KOMIIETEHIIMH Ha 3Tanax
CocraB 3HaTh YmeTh Bnagets
O1nununo * TEHJICHLUU PA3BUTH * MPOBOJUTH UHCTPY- * TEPMUHOJIOTHEN U CU-

(BBICOKHI YPOBEHB)

UH(POPMAITUOHHO-OKY-
MEHTALMOHHOTO o0ecre-
YEeHUsI C IPUMEHEHNUEM
HOBBIX TEXHOJIOTHIA; 3a-
KOHOMEPHOCTH JTOKYMEH-
TOOOpa30BaHUs; CUCTEMBbI
XpaHEHUs TEKYILEeH U pe-
TPOCIIEKTUBHOM JOKY-
MEHTAI1H; 3aKOHO/1a-
TEJbHBIE 1 HOPMAaTUBHO-
METOINYECKHE MaTepra-
JIBI IO TOKyMEHTUPOBA-
HUIO U OPTaHHU3aLUU Pa-
OOTBI ¢ JOKYMEHTaMH;
KPUTEPUN U TIPUHLUIIBI
OLICHKH LIEHHOCTH JIOKY-
MEHTOB U IOPSJI0K OIpe-
JIEJIEHUsI CPOKOB MX Xpa-

MEHTaIbHBIM MOHHUTO-
PUHT 3aIUIIICHHOCTH aB-
TOMaTU3UPOBAHHBIX DKO-
HOMHKO-TIPABOBBIX CH-
cTeM; pa3pabaTbiBaTh
MIPEIOKEHUS 110 COBEP-
[ICHCTBOBAHHUIO CUCTEMBI
ynpasieHus: HHGOpPMaIH-
OHHOM 0€30IMaCHOCTBIO
ABTOMAaTU3UPOBAHHBIX
HKOHOMHUKO-TTPABOBBIX
cucreM; (opmupoBars u
3¢ (HEeKTUBHO PUMEHSTH
KOMIUIEKC Mep (TIpaBuI,
MpOLIEeTyp, MPAKTUYECKUX
MIPUEMOB, PYKOBOISATITIX
MIPUHIIUIIOB, METOJIOB,
CpenCTB) IS obecreye-

CTEMHBIM TIOJTXOJIOM TI0-
CTPOEHUS 3alIUIIEHHBIX
ABTOMATH3UPOBAHHBIX
KOHOMHKO-TIPABOBBIX
cHCTeM; HaBBIKaMH (op-
MUpOBaHUS U dPHEKTUB-
HOTO TTPHUMEHEHUS
KOMILIeKca Mep (TpaBu,
IPOIEAYP, TPAKTHUECKHUX
MIPUEMOB, PYKOBOSIIUX
MPUHIIAIIOB, METO/IOB,
CpencTB) 11 obecrede-
HUSI THPOPMAITMOHHOM
0e30MacHOCTH aBTOMATH-
3UPOBAHHBIX YKOHOMUYE-
CKHX CHCTEM ;
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HEHUS1; HOBEUIIINE HH-
(opMaIMOHHBIE TEXHO-
JIOTUH; COBPEMEHHBIE
TEXHUYECKHE CPEACTBA
yTIpaBJeHUSL. ;

HUS HTHPOPMAIIMOHHOM
0e30I1acHOCTH aBTOMAaTH-
3MPOBAHHBIX YKOHOMHYE-
CKHX CUCTEM ;

Xoporio (6a30BbIi

¢ TCHACHIHWU Pa3BUTHUA

* IPOBOJIUTH UHCTPY-

* TEPMHUHOJIOTUEHN U CH-

KOHOMEPHOCTH IOKYMEH-
TOOOpa30BaHUs;, CUCTEMBI
XpaHEHUs JOKyMEHTa-
II1H; 3aKOHO/IATEIIbHBIC U
HOPMATUBHO-METOANYC-
CKHE MaTepHalIbl IO J10-
KYMEHTUPOBAHUIO U Op-
TaHU3AIUH pabOTHI C J10-
KYMEHTaMH; KPUTEPUHU U
TPUHIUITBI OIIEHKU
[EHHOCTH JJOKYMEHTOB U
TIOPSIIOK OTPECTICHHS
CPOKOB UX XPaHCHUA,;
TEXHUYECKHE CPEACTBA
yIIpaBIICHUS;

TOMAaTHU3UPOBAHHBIX KO-
HOMHUYECKHX CHCTEM;
NPUMEHSITh CUCTEMBI
ynpasieHus: HHGOpMaIy-
OHHOM 0€301aCHOCTHIO
aBTOMAaTH3HPOBAHHBIX
HKOHOMHYECKHUX CHCTEM;
NPUMEHSTh CTAaHIAPTHBIC
IPOIIEIYPbI, PAKTHYC-
CKHE TIPUEMBI H CPEJICTBA
Iutst obecriedyeHust uHHOP-
MAaIlMOHHOI 0€e30I1acHO-
CTH aBTOMAaTHU3UPOBaH-
HBIX SKOHOMUYECKHUX CH-
CTEM ;

YPOBEHbB) UH()OPMAITMOHHO-IOKY- MEHTAaJIbHBIM MOHHTO- CTEMHBIM I10JIX0JIOM I10-
MEHTALIMOHHOTO 00€eCIie- | PHUHT 3alIUIICHHOCTH aB- | CTPOEHHUS 3alUIIEHHBIX
YEHUSI C IPUMEHEHUEM TOMATU3UPOBAHHLIX KO- | aBTOMATU3UPOBAHHBIX
HOBBIX TEXHOJIOTHM; 3a- HOMUYECKUX CUCTEM; 9KOHOMUKO-IIPABOBBIX
KOHOMEPHOCTU NOKYMEH- | NPUMEHITHL CUCTEMBI CHUCTEM; HaBBIKaMH (op-
TOOOpAa30BaHUs; CUCTEMBI | yIpaBlIeHUS HHPOpPMAIIU- | MUPOBAHUS U TIPUMEHE-
XpaHeHus JOKyMEHTa- OHHOM 0€30IMacHOCTBIO HUS KOMIUIeKca mMep (Tpa-
IIUH; 3aKOHOJATENIBbHLIE U | aBTOMATU3UPOBAHHBIX BUJI, IIPOLIERYP, IIPAKTH-
HOPMAaTHUBHO-METOAUYE- SKOHOMHUYECKHUX CUCTEM; | YECKHUX IIPUEMOB, METO-
CKHE€ MaTepHasbl 10 10- IIPUMEHATH KOMILIEKC JIOB, CPEJICTB) JIJIst 00ec-
KYMEHTHUPOBAHUIO U Op- Mep (mpaBwiI, IpPOLEayp, | MedeHus nHHOPMAITHOH-
raHu3auu padoThI C 10- | MPAKTHYECKUX MPUEMOB, | HOW 0€30MacHOCTH aBTO-
KyYMEHTaMU; KPUTEPUU U | PYKOBOIAIIUX MPUHIIU- MaTHU3UPOBAHHBIX JKOHO-
IIPUHLUIILI OLIEHKHU OB, METOJIOB, CPEJICTB) MUKO-IIPABOBBIX CUCTEM ;
IIEHHOCTH JOKYMEHTOB U | JiIsl oOecrieueHust nuHdop-
HOPSI0OK OIpeaeIICHUS MaIMOHHOM 0€301acHO-
CPOKOB UX XpaHCHU, CTHU aBTOMAaTU3UPOBAH-
COBPEMEHHBIE TEXHUYE- HBIX DKOHOMHUKO-IIPABO-
CKHUE CpeACTBa ynpaniie- BbIX CHUCTEM ;
HHUA ;

VYIOBIETBOPUTENLH | * TEXHOJOTUU WH(MOpPMA- | * MPOBOAUTH UHCTPY- * TEPMHUHOJIOTUEN T0-

o (HOpOFOBBIP'I IMOHHO-AOKYMCHTAIIH- MEHTAJILHBIII MOHUTO- CTpOCHH 3aLUIICHHBIX

YPOBEHB) OHHOTO 00OECIICUYCHHMSI; 3a- | PUHT 3alIUIICHHOCTH aB- | aBTOMAaTH3UPOBAHHBIX

3KOHOMI/IKO-HpaBOBbIX
CUCTEM; HaBBIKAMH TIPH-
MEHEHHS KOMILIEKCa Mep
(mpaBw1, TIpotIeTyp,
[IPAKTUYECKUX IPUEMOB,
METOJIOB, CPEJICTB) AJIS
oOecnieyeHus: HHPpoOpma-
[IHOHHOI 0€30I1aCHOCTH
aBTOMaTI/I3I/IpOBaHHBIX
9KOHOMHKO-TIPABOBBIX
CHCTEM;

TUPOBAHHA

3 TunoBble KOHTPOJILHBIC 3a1aHUS

Jns peanuzanyy BhIIENEPEYUCIECHHBIX 3a/1a4 00y4EHHS! UCIOJIb3YIOTCS TUIIOBbIE KOHTPOJIbHBIE
3aJJaHUs WIM UHBIE MaTepHajbl, HEOOXOIUMBbIE /ISl OLEHKU 3HAHWM, yMEHUH, HaBBIKOB M (WJIM) OIBITA Je-
ATEIBHOCTH, XapaKTEPU3YIOUINX STarbl (JOPMUPOBAHUS KOMIETECHIINI B MPOIECCE OCBOSHHS 00pa3oBa-
TEJBHON IIPOTPaMMBl, B CJIIELYIOIEM COCTABE.

3.1 Bonpochl Ha caMONOATOTOBKY
— Meromp! knaccuduKkanyy, KOAUPOBAHNSA M WHACKCHPOBAHHUS JOKYMEHTOB U CHCTEM JOKYMEH-
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— Tuneru BUbI JOKYMCHTOB

— @opmyssip IOKyMEHTa U €r0 COCTABHBIEC YaCTH

— Oco0eHHOCTH COCTaBICHUS U OPOPMIICHUS TOJIOKEHU, TPOTOKOJIOB, TOCTAHOBICHUI
— OcobeHHOCTH COCTaBICHUS U 0POPMIIEHUS IPUKA30B, PACTIOPSKEHUHN U YKa3aHUN

— Oco0OeHHOCTH COCTaBJICHUS U OPOPMIICHHUSI TEXHUIECKOTO 3a1anus, oTueta o HUP

— Croco0bI 1 cpeacTBa JOKyMEHTHPOBAHUS

— Kanansl HeCaHKIMOHUPOBAHHOTO JOCTYIA K IOKYMEHTaM

3.2 3auér

— Jokxyment. CBOMCTBa, QYHKIIUH U IPU3HAKU

— 1. [aiite onpenenenne undopmanuu. Onpenennure nepapXxuieckyro CTpyKTypy HHBApUAHTHBIX
CBOICTB MH(OpPMALIUK.

— 2. JlaiiTe onpenenieHus MOHATUSIM COOOIICHUE U TOKyMEHT. HazoBuTe CBOMCTBA, OTIMYAIOIINE
JIOKYMEHT OT COOOIIEHUSI.

— 3. HazoBute u oxapakTepu3yliTe OCHOBHbIE (DYHKIIMU JOKYMEHTA.

— 4. HazoBuTe 1 0OXapakTEPU3yUTe OCHOBHBIC TPU3HAKH JTOKYMEHTA.

— 5. JlaiiTe onpenenenue KOHQUIEHIMAILHOCTH HH(opMaruu. [losicHuTe MOHATHE KOH(UACHIU -
AJIBHOTO JJOKYMEHTA, OTpe/IeINTE MepeueHb CBEACHUH, ABISAIOMNXCSA KOHPUISHINATBHBIMU.

— JloKyMeHT Kak OOBEKT HalaJeHHs U 3allUThl

— 1. Ha3zoBute npaBa u 00s3aHHOCTH 00anaTens napopmanuu. [lepeuncinre OCHOBHBIE KaTero-
pHUM CBEICHUH, K KOTOPBIM (heiepabHBIMU 3aKOHAMHU YCTAHABJIMBAETCSI OTPaHUYEHUE AOCTyIa K MH(Op-
MaruH.

— 2. HazoBuTe n oxapakTepu3yiTe OCHOBHBIE IIOKA3ATENN 3alIMIEHHOCTH UH()OpMAIUU, IUPKY -
JUPYIOILEH B CUCTEME YIIPaBJICHHUS.

— 3. OxapakrepusyiiTe OCHOBHbIE HICTOYHUKH HH(POPMALIMK U METO/IbI OIY4YEHUS OT HUX UH(OP-
MarluH.

— 4. JlaiiTe kmaccu(puKanuio OCHOBHBIX yTPO3 JOKYMEHTHPOBAHHOW MH(OPMAITUH.

— 5. Ha3oBuTe OCHOBHbIE OpraHM3alMOHHBIE U TexHu4eckue kaHanbl HC/I k TokyMeHTupoBaH-
HOU MH(OPMAIUK U TaliTe UX KPATKYIO XapaKTEPUCTHKY.

— 6. OxapaxTepusyiiTe OCHOBHbIE BUbl HECAHKIIMOHUPOBAHHBIX BO3JIEHCTBUI HA JOKYMEHTHPO-
BaHHYIO MH(OPMALIHIO.

— 7. HazoBure ycnoBusi, KOTOpBIE MOTYT MOBJICYH 32 CO00H ymep0d 00a1aTento KOHPUICHIINATh-
Ho nH(popmaruu. O yeM CBUAETENbCTBYIOT IaHHBIE YCIOBUS?

— CnocoOsbl 1 cpeicTBa JOKYMEHTHPOBAHMUS

— 1. Ha3oBuTe OCHOBHBIE 33/1a4M 3alIUThl MH(OPMALMK NIPU €€ JOKyMeHTHpoBaHuH. HazoBure
OCHOBHBIC OTJINUHUS KOH(PHUIAESHIIMATBFHOTO JIEIOIPOU3BOACTBA OT OTKPHITOTO.

— 2. Kak ocymiecTBisercs 3amura KOHQHUIASHIMATbHON HH(GOPMAUU OT yTpaThl U YTEUKU MPH
ee JOKyMeHTHpoBaHWU. Ha3zoBHuTe XapakTepHble OMIMOKU MPH JOKYMEHTHPOBAHWU KOH(UICHIUAIBHOM
nHGbOpMaIUK, CO3Al0IINe MPEINOCHUIKY JJISl €€ YTEeUKU U yTPaThI.

— 3. Ha3oBuTe 1 ONUIIMTE OCHOBHBIE CITIOCOOBI M CPEACTBA JOKYMEHTHPOBAHUS HH(DOPMAIIHH.

— 4. IIpuBeaure knaccuUKaIMO HOCUTEICH HH(DOPMAIIUH.

— 5. Yto moHMMaeTCsI O] MOUIMHHOCTHIO JOKyMeHTa? OXapakTepu3ylTe OCHOBHBIC BUJIbI (halh-
cuduKaluu JOKYMEHTOB U HOCUTENEH JokyMeHTHOU nHbopMmaru. [IpuBeanure npuMepsi.

— 6. Oxapakrepu3yiiTe OCHOBHBIE (DOPMBI 3aIIUTHl JOKYMEHTOB U HOCHUTEIEH TOKYMEHTHUPOBAH-
Hoi nHpopmaruu. [IpuBeauTe mpuMepsl.

— 7. Ha3zoBuTe OCHOBHBIE BHUJbl TEXHUYECKOI'O MCCIIEIOBAHUSA JTOKYMEHTOB. Ilepeunciure mnpu-
3HAKW UMHTAIUU OTTUCKA TI€YaTH, CIOCOOBI 3aIIUTHI IIEYATH OT MOICITKH.
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pBL.

CTpykTypa JOKYMEHTa, €ro COCTaBJICHUE U 0(hOpMIICHHE
1. IIpuBeuTe OCHOBaHUS KJIACCU(PUKALMU OCHOBHBIX THIOB JIOKYMEeHTOB. I[IpuBenure npume-
2. JaiiTe kaccU(PUKALUIO U Ha3HAYEHHE OCHOBHBIX TUIIOB YIPaBIEHYECKUX TOKYMEHTOB.

3. JlaiiTe knaccu(UKauio ¥ Ha3HaYeHHE OCHOBHBIX TUIIOB TEXHUYECKUX JIOKYMEHTOB.
4. Jlaiite onpeneneHus NOHITHH «(OopMYJsIp» U «peKBU3UT». Haz0BUTE pEKBU3UTHI, ONPENEsi-

IOLIUE FOPUIUUYECKYIO CUITYy TOKYMEHTA.

5. IlepeunicauTe ¥ NOSICHUTE OCHOBHBIE PEKBU3UTHI JOKYMEHTA.
6. HazoBuTe ocHOBHBIE TpeOOBaHMS K COCTaBY U OOPMIICHHUIO PEKBU3UTOB KOH(HIEHIIUAIb-

HBIX TOKYMCHTOB.

MeTtouka periaMeHTaIuy cocTaBa KOHPUACHITUATBHBIX JOKYMEHTOB

1. Iepeuncnure 3Tanbl ONpeAeTeHUs COCTaBa KOH(UICHIMATBHBIX JOKyMEHTOB. [loscHute

0COOEHHOCTH OTpeieNICHUs cocTaBa MHGOPMAIH, OTHOCALIEICS K ClIy:)KeOHOH TaiiHe.

3.3 Tembl 1OMAIIHUX 3aJaHUI
Tunsl ¥ BUJIBI JOKYMEHTOB
DopMyIisip T0KyMEHTa U €r0 COCTaBHBIE YacTH
OcobeHHOCTH cOCTaBlIeHUS U 0OPMIICHHUS TTOJIOKEHH, TPOTOKOJIOB, TIOCTAHOBJICHUMA
OcobeHHocTH cocTaBiIeHUs U 0POPMIICHHS IPUKA30B, PACTIOPSHKCHUN U yKa3aHHUH
OcoOeHHOCTH cocTaBlieHUs U ODOPMIICHUS TEXHUYECKOTo 3a/1anus, ordyeta o HIP

3.4 Tembl OIPOCOB HA 3AHATHAX
Tuner u BUJbI JOKYMCHTOB

DopMyIsip TOKYMEHTA U €r0 COCTaBHBIE YaCTH

OcobeHHOCTH coCTaBIeHUS U OQOPMIICHHS TTOJI0KEHHUH, TPOTOKOJIOB, TOCTAHOBIICHHUH
OcobeHHocTH cocTaBiieHUs U 0OPMIICHHUS MPUKA30B, PACTIOPSDKCHUH M YKa3aHUH
OcoGeHHocTH cocTaBiieHUs: U 0OpPMIICHUS TEXHUYECKOro 3a1anus, oryeta o HUP

3.5 Tembl KOHTPOJILHBIX Pa0OT
Pa3paboTka nepeuHeil cBeieHNH, COCTABISAIOMINX KOMMEPUYECKYIO U CITYKeOHYIO TaliHy;
Pa3paboTka nepeuneii n3gaBaeMbIX NPeANPUATHEM KOHPUICHIIMATBHBIX JOKYMEHTOB;
CHMKXeHNe WM CHATHE CTENEeHU KOH(QUACHUUAIBHOCTU CBEACHUH U Ipuda KOHPHUIEHIHNAIb-

HOCTHU JOKYMCHTOB;

Pa3paboTka mosokeHus 0 CUCTeMe A0CTyIa K KOHUIECHIINATbLHBIM JOKYMEHTAM;
DKcnepTr3a MeHHOCTH KOH(PHICHIIMAIBHBIX JOKYMEHTOB B IIEJISX YCTAaHOBIICHUS CPOKOB HMX

XpaHCHUA U 0T60pa AOKYMCHTOB Ha OCHOBC 3TUX CPOKOB JJIsI ApXUBHOI'O XpaHCHUA U YHUYTOXCHUA,

[IpoBeneHre aHaTUTHYECKOM pabOTHI MO MPEIOTBPALICHUIO YTEYKU U YTPaThl KOH(MUICHIINAb-

HOM MHPOPMAIIHH.

3.6 Bonipocsl /11 NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CEMHUHAPaAM
Tums! ¥ BUJIbI TOKYMEHTOB
DopMyIsIp TOKyMEHTa U €70 COCTaBHBIE YaCTH
OcobeHHOCTH cOCTaBIeHUS U OQOPMIICHHS TTOJI0KEHHUH, TPOTOKOJIOB, TOCTAHOBIICHHUH
OcobeHnHocTH cocTaBiIeHUs U 0POPMIICHHS IPUKA30B, PACTIOPSHKEHUN M YKa3aHHUH
OcobeHHOoCTH cocTaBIeHUs U 0POPMIIEHHUS TEXHUUECKOro 3a1anus, otueta o HUP
OTansl onpeAesaeHns cocTaBa KOHPHIEHIMAIbHBIX JOKYMEHTOB.
OcobeHHoCTH OIpeeNieHrs COCTaBa MHPOPMAITUH, OTHOCSIIEHCS K CITy)keOHOH TaliHe.
OcHoBHBIE TpeOOBaHUS, MPEIBSIBISEMbIE K COCTABICHUIO M OQOPMIICHHIO TIepedHeil KOH(pU-

JEHITMAIBHBIX CBEACHUN U U3aBaeMbIX KOH(PHUICHIUATHHBIX TOKYMEHTOB.
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4 Metoan4yeckue MaTepHaJibl
Jns obecrniedeHus mporiecca 0Oy4eHHUST U PEIICHUs 3a/1ad 0OydeHHUs UCIOJIb3YIOTCS CIEAYIOIINE
MaTepHUaIbL:
— METOJMYECKHe MaTepuabl, ONpeIestonIie MPoLueaypbl OLICHUBAHUS 3HAHUN, YMEHUI, HaBbI-
KOB U (WJIM) ONBITA JESATENbHOCTH, XapaKTePU3YIOIIUX 3TaIlbl (OP-MUPOBAHUS KOMIIETEHIIUN, COTJIACHO II.
12 paGoueii mporpamMmel.

4.1. OcHoBHas JqUTEpaTypa
1. JlokyMeHTalmoOHHOE oOecTieueHre yIpaBICHHs U JIeIOMPOU3BOACTBO: YUeOHUK i OakanaB-
poB / U. H. Ky3nenos. - M. : IOpaiit, 2012. — 576 c. - (bakanasp). - bubnuorp.: c. 444-452 (nanuuue B
ounbmmoreke TYCVYP - 26 3k3.)

4.2. lonoiHUTEILHAS JIUTEPaTypa

1. JHokymenTtoBeneHue: yuyeOHUK ais By3oB / J. A. bapnmaes, B. b. Kpasuenko. - 2-e m3n.,
crepeoturl. - M. : Akagemus, 2010. - 304 c. - (Breiciiee mpodeccrnonanpHoe obpazoBanue. Mubopmarm-
OHHas 0€30TaCHOCTS). - bubmorp.: ¢. 292-296 (nanuuue B 6nbmmoteke TYCYP - 2 3k3.)

2. Kou¢uaeHuuansHoe AETOMPOU3BOJICTBO M 3alIUIIEHHBIH 3JIEKTPOHHBIA JTOKYMEHTOOOOPOT:
yuebnuk / H. H. Kynses; pen. H. H. Kynsies. - 2-e uzn., nepepad. u nom. - M. : Jloroc, 2013. - 500 c. :
Tabn. - (HoBas yauBepcurerckas o6udnuoreka). - budmorp.: ¢. 490-496 (manuuue B 6udmmoreke TYCYP
- 15 93K3.)

4.3. O6si3aTesibHbIE YUeOHO-MEeTOAUYeCKHE TOCOOH s

1. CoBpeMeHHOE Jenonpon3BoACTBO: yueoHoe nocodue / M. B. Kupcanosa; Poccuiickas akaze-
Mus rocygapcTBeHHoU ciy»k0bl mipu Ilpesunentre PO, Cubupckas akageMus rocy1apcTBEHHOM CITyXOBI. -
4-e m3a. - M. : UHOPA-M, 2012. - 320 c. - (Breicmiee oOpazoBanue. bakanaBpuar) (Hanuuue B Oubmuore-
ke TYCVYP - 20 5k3.)

2. «Meroauyeckue yKa3aHus K CaMOCTOATENIbHON paboTe o aucuuiuinHe JlokyMeHTOBeIeHUE»
[JIokanbHast ceTh Kad. K1BSBCJ: [DnmeKTpOoHHBII pecypc]. -
http://kibevs.tusur.ru/sites/default/files/upload/work progs/gia/doc_sam.pdf

3. «Meroanveckue yKa3aHUs K MPAKTHUECKAM 3aHITHSAM TI0 TUCIHILIHHE JOKyMEHTOBEICHHE)
[JlokanpHast cetb kap. KHWUBOBC]:: B gpyrom  wmecte, [DnekTpoHHBIH  pecypc]. -
http://kibevs.tusur.ru/sites/default/files/upload/work progs/gia/doc_pract.pdf

4.4. Ba3bl JaHHBIX, HHPOPMAIMOHHO CIIPABOYHBIE M TOUCKOBBIE CHCTEMbI
1. Google; Wikipedia.
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