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1. TACIIOPT PABOYEHN MTPOTI'PAMMBbBI YYEBHOM JJUCITUILIJIAHBI
OII. 08 OcHOBBI NPEANPUHUMATEIHCKOH 1eSITeIbLHOCTH

1.1. O6n1acTh NpUMeHEHUsI IPOTrPaMMbI
Pabouast mporpamMmma yueOHOM AUCIUITIUHBI
OIl. 14 Begenue KOHQUICHIIMAIbHOTO J1€JONPOU3BOACTBA

SBJIIETCSI YacCThIO MPUMEPHOW OCHOBHOM TpodeccroHanbHOil 00pa3oBaTeIbHON
nporpammbl B cooTBeTcTBUU ¢ PI'OC CIIO mno cnenumansHoctr 10.02.05 OGecnieueHue
nH()OPMAITMOHHON 0€30MaCHOCTH aBTOMATH3UPOBAHHBIX CUCTEM

[Iporpamma y4eOHOW AMCHMIUIMHBI MOXET OBITh MCIOJIb30BaHA B JOMOJHUTEIHBHOM
npodeccuoHaibHOM ~ oOpa3oBanun mo  Hampasienuro  10.00.00 HudopmanmonHas
0€30macHOCTh

1.2. Mecro UCUMIUIMHBI B CTPYKType OCHOBHOM MNPo(ecCHOHAIbHOM
0o0pa3oBaTeJbHOI MPOrPaAMMBbI:

VYyebHas NUCHUIUIMHA SBISETCS AUCIUIUIMHON 0O0IIenpodeccuoHaIbHOr0 y4eOHOro
IIMKJIa B COOTBETCTBUU C TEXHOJIOTUYECKUM MPpoduiieM npodheccuoHaTbLHOTO 00pa3oBaHusl.

VYuebHas aUCHUIUIMHA OTHOCUTCA K mipeametHoit obmactm dGI'OC COO (CIIO)
obmenpodeccnoHaIbHOTO.

OO111eii U3 00s3aTeNbHBIX MPEAMETHBIX 00JacTEH.

YpoBeHb ocBoeHust yueOHOM aucuumuiuHbl B cooTBerctBuu ¢ ®I'OC COO (CIIO)
0a30BbIil.

Peanuzauus coaepxkanust y4yeOHOW JMCUMILIMHBI TPEANOJIAraeT CoOII0JEeHUE
MIPUHIINAIA CTPOTOM MPEEeMCTBEHHOCTH 10 OTHOILICHUIO K COAEP KaHUI0 Kypca HH()OPMATHUKH,
0OIIIECTBO3HAHMSI HA CTYIIEHU OCHOBHOTO O0IIEro o0pa3oBaHus.

B T0 xe Bpems yueOHas aucuurmuimHa OIL. 14 Bepenuwe koH(}HIEHIHATBHOTO
JIEJONPOU3BOACTBA I TPOQECcCHOHATIBHBIX 00pa30BaTeNIbHBIX OpraHu3anuii obJanaet
CaMOCTOSITENIbHOCTBIO U LIEJTbHOCTHIO.

PaGouast mporpamma yueOno# mucturuasl OIl. 14 Benenune koHdumeHnnantbHOTro
JIEJIOMPOU3BOACTBA UMEET MEKIIPEIMETHYIO CBsA3b C 00IIe0o0pa3oBaTeIbHBIMU yICOHBIMH
mucrumuimHamu - JIVIL.05  OOmectBo3Hanne W TPO(PECCHOHANBHBIMU  TUCIUTUIMHAMU
MJZK.01.01 Dxkcnmyatanusi aBTOMAaTH3UPOBAHHBIX  (MHPOPMAIMOHHBIX) CHCTEM B
samumieHHom ucnoaHennr, MJIK.02.01. IlIporpamMmHble M NOpOrpaMMHO-anapaTHbIE
cpenctBa 3anuthl uHGopManuu, MJIK 03.01 Texnudeckas 3ammra uHpopmanuu, MJIK
03.02 NnkeHepHO-TEXHUYECKUE CPEICTBA 3aIIUThl 00bEKTOB HHPOPMATH3AIUH.

N3yuenne yueOHou auciurmiuabl  OIl. 14  Beaenue KoHpUAEHIMATIBHOTO
JEJIONPOU3BOACTBA 3aBeplIaeTcs IIPOMEKYTOYHOU aTrecrauuen B dbopme
muddepenurpoBanHoro 3adyera B pamkax ocBoenus [ITICC3 Ha 0a3e OCHOBHOro 0OIIEro
oOpa3oBaHus.

1.3. Hean u 3agauM JUCHUILIMHBI — TPeOOBaHUS K pe3yJbTAaTaM OCBOECHHUA
AUCUMILUIUHBI:

OcBoeHue coepkanus yueOHOro npeamera o0ecrneynBaeT JOCTUKEHUE CTYI€HTAMU
CJIEIYIOLIUX Pe3yIbTaTOB:

B pamkax mporpaMmbl y4eOHON TUCHUIUIMHBI 00YYaAIOIIMMUCA OCBAUBAIOTCSI YMEHUS



W 3HaHUA

BBICKa3bIBaHUI1 Ha N3BECTHBIC TEMBI
(mpoceccronanbHble U OBITOBBIE), TOHUMATh
TEKCThbI Ha 6a30BbIe MPOdeccuOHANbHbBIE TEMBI;
y4acTBOBaTh B IMAJIOTaxX Ha 3HAKOMbIE 00IIHME U
poeCCHOHATTLHBIE TEMBI;, CTPOUTH MIPOCTHIE
BBICKa3bIBaHUs O ce0e U 0 CBOEH

Kon YMenus 3HaHud
11K,
OK
OK 01 |pacno3HaBaTh 3amady W/WiM TPoOJieMy B|aKTyalbHbIA MPO(YECCHOHATHHBIA M COIMATLHBINA
po(heCCHOHATIBHOM H/WITH COITMAITHOM KOHTEKCTE; | KOHTEKCT, B KOTOPOM HPHUXOAUTCS padoTarh U
aHAIM3MPOBaTh  3a7adyy WWIM TOpPOOJEMy ¥ |)KUTh; OCHOBHBIC WCTOYHMKM HH(OpMAIH |
BBIZICJISITH €€ COCTaBHBIC YaCTH; ONPECIIATh 3TAIbl | PeCypChbl Ul PEICHHs 3a7ad W MpoliieM B
peIIeHUs 33]1a4H; BBISBIISITE U 3(h(HEKTUBHO MCKATH | TPO(HECCHOHATEHOM W COIMATEHOM
nH(OpMAIINEO, HEOOXOMMYIO TS PEIICHHS 33/1a4H | KOHTEKCTE.
W/vn npoOJIeMBbl; QJITOPUTMBI BBIIIOJTHEHHS paldoT B
COCTaBUTH IUIAH JICUCTBUSL; OTIPEICITUTh npoecCHOHATTEHON ¥ CMEKHBIX 00JTaCTSIX;
HEOOXOAMMBIE PECYPCHI; METO/IbI paboTHI B MPO(ECCHOHATBHOM 1
BJIAJIETh aKTYyaTbHBIMU METOZIaMH PaOOThI B CMEXHBIX chepax; CTPYKTYpY IUIaHa JJIst
PO eCCHOHATIBHOM M CMEXKHBIX cepax; peleHns 3a71a4; MOPSIIOK OLIEHKH PE3YJIbTaTOB
peaT30BaTh COCTABIICHHBIH TLJIaH; OIICHIUBATh pereHus 3a71a4 mpoheCCHOHATBHOM
pE3yabTaT U MOCJIEACTBUS CBOMX JCUCTBUI JIESITENIBHOCTH
(caMOCTOSITEIIPHO MM C TIOMOIIBEO HACTABHUKA).
OK 02 | ompenensrs 3aauu MorcKa WHGOPMAIIHH; HOMEHKJIaTypa HH(PpOPMAITMOHHBIX
OTIPENIENIATh HEOOXOIUMbIE HCTOUYHUKHU UCTOYHUKOB, IPUMECHSIEMBIX B
UH(OpMAIIHMK; IJIAHUPOBATH TPOLECC TIOUCKA; | MPOPECCHOHATBLHOM NeITEIbHOCTH; TIPUEMBI
CTPYKTYpUPOBATh MMOJIy4aeMyt0 HHPOPMAIIUIO; | CTPYKTypupoBaHus uHdopMmarmu; Gopmat
BBIJICIISITh HA0OJIee 3HAYMMOE B TIEPEUHE oopmIleHHS pe3yabTaTOB TIOUCKA
WH(pOPMAIINHY; OLICHUBATh IPAKTUYCCKYIO UHpOpMaLIUU
3HAYUMOCTb PE3YJIbTATOB MOUCKA; OPOPMIIATH
pe3yJIbTAThI TOUCKA
OK 03 | ompenensaTh  akTyalbHOCTh  HOPMATHBHO- | COJIEpP)KaHUE  AKTyaJlbHOM  HOpPMaTHBHO-
MPaBOBOM IOKYMEHTAIIMH B TPOPECCHOHATBHOM | MPaBOBOM  JIOKYMEHTAIlMH; COBpPEMEHHAs
NEATENIHOCTH;  BBICTpaMBaTh  TPACKTOPUU | HAy4dHas u npodeccruoHaIbHasS
npodeCCHOHATBHOTO U IMYHOCTHOTO PA3BUTHS | TEPMHUHOJIOTHS; BO3MOXKHBIC TPAaCKTOPHU
po¢eCCuOHAIBHOTO pa3BUTHS "
camMo00pa3oBaHUs
OK 04 | opranu3oBbIBaTh  pabOTy  KOJJIEKTHBA M | ICUXOJOTHS  KOJUIGKTHBA;  IICHXOJOTHS
KOMaH/Ibl; B3aWMOJICUCTBOBATh C KOJIJICTAMH, | THYHOCTH; OCHOBBI POCKTHOM
PYKOBOJICTBOM, KITHCHTAMHU JeSTEILHOCTH
OK 05 | m3nmarath CBOM MBICIM Ha TOCYJapCTBEHHOM | OCOOGHHOCTH COLMAIBHOTO M KYIBTYPHOTO
SI3BIKE; OPOPMIIATH JIOKYMEHTHI. KOHTEKCTA; npaBuiia ohopmiieHHs
JIOKYMEHTOB
OK 09 |mpumeHsATH cpeacTBa HHPOPMAITMOHHBIX COBPEMEHHBIE CPEJICTBA U YCTPOIHCTBA
TEXHOJIOTUH VIS pelieHus TPOoPeCCHOHATBHBIX | MH(DOPMATU3AINH; TOPSATOK UX TPUMEHEHUS
3aj1a4; UCTOJIb30BaTh COBPEMEHHOE U POrpaMMHOE 00eCIICYeHNUE B
MpOorpaMMHOE 00ecIiedeHne poheCCHOHAITBHON e TETHHOCTH.
OK 10 |moHMMaTh OOIIMI CMBICT YETKO MPOU3HECEHHBIX |TIPaBHIIa MOCTPOCHUS MPOCTHIX M CIIOKHBIX

MpeIOKEHUH Ha TPO(eCCHOHATTbHBIE TEMBI;
OCHOBHBIE 001IIeyOTPEOUTENBHBIE TI1aroibl
(ObITOBas M MpodeccuoHaIbHAs JIEKCHKA);
JIEKCUYECKUI MUHUMYM, OTHOCSLIUICS K
OIMCAHUIO MIPEIMETOB, CPEICTB U MPOLIECCOB
poecCHOHATILHOM JIeATENIbHOCTH;




poeCCUOHATILHOMN 1eATEIbHOCTH; KPATKO 0COOEHHOCTH MPOU3HOIICHUS; TPaBUIIa
000CHOBBIBATh U OOBSICHUTH CBOM JICHCTBHS YTEHUS TEKCTOB NMPOGECCHOHATHHON
(Texkylue U NMIaHupyeMble); MUCATh IPOCThIE HaIlpaBJIEHHOCTH
CBSI3HBIE COOOLIEHUS Ha 3HAKOMBIE WIIN
MHTEPECYIOMNE TPOPecCHOHATBHBIC TEMBI
IIK 2.4 | npuMeHATh NpOrpaMMHbIE U IPOTPAMMHO- 0COOEHHOCTH U CIOCOOBI TPUMEHEHHS
annapaTHble CPEJICTBA IS 3aLIUThI IIPOrpaMMHBIX U IIPOrpPaMMHO-aIIapaTHBIX
uHpopmanuu B 06a3ax JaHHbIX; CPEeACTB 3alUThl HH(OPMALIMU, B TOM
IIPOBEPATH BBIIOJIHEHUE TPEOOBaHUII 110 quce, B ONEPALMOHHBIX CUCTEMAX,
3anTe HHPOPMaIUU OT KOMIIBIOTEPHBIX CETAX, 0a3ax JaHHBIX;
HECaHKLMOHUPOBAHHOTO JJOCTYIIA IIPU TUIIOBBIE MOJIENIM YIIPABIEHUS JOCTYIIOM,
aTTecTalluu 00bEeKTOB MH(OPMaTH3ALMU IO CPEACTB, METO/IOB U ITPOTOKOJIOB
TpeOoBaHUsAM 0€30MaCHOCTH UH(GOPMAITUH; UAeHTU(UKAIIUN U ayTeHTU(PUKALINH,
IIPUMEHSTh MAaTEMaTHUYECKU armapar Jyis OCHOBHBIE MOHATHS KpUNTorpagpuu u
BBIIIOJIHEHUS KpI/IHTOI‘pa(i)I/I‘ICCKI/IX THUITIOBBIX KpHHTOFpa(queCKHX MECTOAOB U
IpeoGpa3oBaHHuil; CPEJICTB 3alIUThl HHPOPMAITUU
UCIOJIb30BATh TUIIOBBIE IPOTPAMMHbIE
KpunrTorpaguueckue CpesicTa, B TOM YHUCIIE
JIEKTPOHHYIO NOIIUCh
Kon ®opMyJIMPOBKA KOMIIETEHUMHU
OK 01 Bri6upats ciocoOs! perenus 3a1ad npoecCHOHANBHON NesITeTbHOCTH, TIPUMEHHUTEIBHO
K Pa3JINYHbIM KOHTEKCTaM
OK 02 OCyIIEeCTBIST MOKUCK, aHAIN3 H HHTEPIIPETALNIO HHPOpMALTUH, HEOOXOAUMOH ISt
BBIIIOJIHEHUS 337124 IPO(ECCUOHATBHON JIeSITeIbHOCTH
OK 03 [TmanupoBaTh U peaTn30BbIBaTH COOCTBEHHOE MPOPECCHOHATBFHOE M IMYHOCTHOE Pa3BUTHE
OK 04 PaboTathb B KOJIJIEKTHBE U KOMaHe, 3PPEKTUBHO B3aUMOJIEHCTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTAMHU
OK 05 OcCyIIecTBIATh YCTHYIO U TUCBbMEHHYI0 KOMMYHHUKAIMIO HA TOCYAapCTBEHHOM SI3BIKE C
y4ETOM 0COOCHHOCTEH COLMAIBHOTO U KYJIbTYPHOTO KOHTEKCTA
OK 09 Vcnonp30BaTh MHPOPMAITMOHHBIE TEXHOJIOTHH B MPO(ECCHOHATBHOM 1 TETbHOCTH
OK 10 [Tonb3oBaTbes MpodeccnoHanbHOM TOKyMEHTallMel Ha roCy1apCTBEHHOM U HHOCTPaHHOM
A3BIKaX
I1IK 2.4 OcymiecTBiATh 00pabOTKY, XpaHEHHE U Nepeiady UH(OpMAIMM OTPaHUYEHHOTO JOCTYIa
- IMYHOCTHBIC PE3YyJIbTATHI
JIM4HOCTHBIE PE3yNbTaThI Kog
peanu3aiuy nporpaMmMbl BOCIIUTAHUS JUYHOCTHBIX
(Oeckpunmoput) pE3yJIbTaTOB
peanuzanuu
IIPOrpaMMBbI
BOCITMUTAHHUS
Oco3Haroumii ceds rpak JaHMHOM U 3aIIIUTHUKOM BEJIMKON CTPaHbI JP1
['oTOBBIN MCHONB30BAaTh CBOM JIMYHBIA U MPO(ECCHOHANBHBIN MOTEHIMAN I 3allUThI JIP 2
HaIMOHAJIBHBIX MHTEpecOB Poccun
JeMoHCTpHupyOIUi NMPUBEPKEHHOCTh K POJHOM KYyJIbType, UCTOPUYECKOM IMAMITH Ha JIP 3

OCHOBe N0OBU K PojuHe, polHOMY HAapony, MaJoOd pOJIWHE, TPUHATUIO TPaTUIIMOHHBIX
IIEHHOCTEH MHOTOHAIMOHAIBHOTO Hapoaa Poccun




[IprHMMaromMii ceMelHble LIEHHOCTH CBOEro Hapojia, FOTOBBIM K CO3/IaHUI0 CEMbU M
BOCIIUTAHUIO JETEH; IEMOHCTPUPYIOLIUN HENPUATHE HACHIUSA B CEMbE, yXoAa OT
POIUTENLCKOM OTBETCTBEHHOCTH, OTKa3a OT OTHOIIEHWH CO CBOMMH JIETBbMH H HUX
(MHAHCOBOTO COEepPIKaHUS

JIP 4

3aHuMArOMMK  aKTHBHYIO  TPOKAAHCKYI0  MO3MLIMI0  W30HMpaTens,  BOJOHTEpa,
OO0I1IECTBEHHOT' O IeATelIs

JIP 5

[IpyHuMaromMii LeaM W 3aJa4d  Hay4YHO-TEXHOJIOTMYECKOT0, 3KOHOMHUYECKOTIO,
nH(GOPMALIMOHHOTO pa3BuTHsI Poccuu, roToBbIi paboTaTh Ha UX JIOCTHIKECHUE

JIP 6

['OTOBBII  COOTBETCTBOBATh  OXMIAHMSIM  paboTojaTeneil:  MPOEKTHO-MBICIIALIHM,
3 PEKTUBHO B3aMMOICHCTBYIOIINN C WIEHAMH KOMaHIbl U COTPYAHUYAIOIINHN C APYTUMH
JIOIBMHU, OCO3HAHHO BBINOJIHAIOLMHA o ecCHOHaIbHbIE TPeOOBaHUs, OTBETCTBEHHBIH,
NYHKTYaJdbHBIH, JUCHUIUIMHUPOBAHHBIM, TPYIOMIOOMBBINA, KPUTHUYECKH MBICISIIUH,
HAlCJICHHBII  HAa  JOCTI)KEHHME  IIOCTaBICHHBIX  LEJeH;  JEMOHCTPUPYIOIIHN
npodecCHOHATBLHYIO )KU3HECTOWKOCTD

JIP 7

[TpusHatomuii  LEHHOCTh  HEMPEephIBHOTO  00pa3oBaHUS, OPHEHTUPYIOLIUICS B
M3MEHSIONIEMCS PBIHKE TPY/la, U30eTaromuil 6e3pad0THIIbI; YIIPABISIOMINN COOCTBEHHBIM
poecCuOHANBHBIM pa3BUTHEM; PEIIEKCUBHO OLEHUBAIOUINI COOCTBEHHBIN KU3HEHHBIN
OTIBIT, KPUTEPHUH JIMYHON YCIICHTHOCTH

JIP 8

YBaxallMil 3THOKYJIbTYPHBIC, PEIUIMO3HBIE IIpaBa 4YEJIOBEKa, B TOM YHCIE C
0COOEHHOCTSIMH Pa3BUTHSI; LIEHSIINNA COOCTBEHHYIO U UY)KYIO YHUKAIBHOCTD B PA3ITUYHBIX
CUTYalUsX, BO BceX (OpMax M BUJAX AEATEIbHOCTU

JIP 9

[IpyHuMaromMii  aKTUBHOE y4acTHE B  COLUMAJIbHO 3HAYMMBIX  MEpPONPHUATHUSX,
COOITIOTAIOIINK HOPMBI TIPABOTIOPSAIKA, CIEAYIONINA UaeanaM Ipa)KJIaHCKOTro OOIIecTBa,
obOecrieueHus ©Oe30MacHOCTH, MpaB U cBoOOA TpaxnaH Poccuum; roToBbIM OKa3aTh
MOJJICPKKY HY>KTAIOIIUMCS

JIP 10

JIosANbHBIN K YCTAaHOBKAM U MPOSABIICHUSAM Hpe,[[CTaBI/ITCHeﬁ Cy6Ky.]'IbTyp, OTJ'II/I‘laI-OH_[I/Iﬁ ux
OT Irpynin ¢ J€CTPYKTUBHBLIM U JCBUAHTHLIM ITOBECACHHUEM

JIP 11

JIeMOHCTpUPYIOIIMK HENPUITHE U MPEAYNPEKIAONINI COUAIBHO ONACHOE NMOBEICHUE
OKPYXKarOMINX

JIP 12

CriocoOHbIf B 1IU(POBOH cpeae HUCMONb30BaTh pas3linyHble LHM(POBBIE CpEACTBa,
MO3BOJIAIOIINE BO B3aMMOAEMCTBUM C IPYTHUMH JIFOJIbBMU JJOCTUTATh MOCTaBJICHHBIX LIEJIeH;
cTpemsIIuiics K (OPMUPOBAHMIO B CETEBOM Cpele JMYHOCTHO M MPOQecCHOHATBHOTO
KOHCTPYKTHUBHOTO «IIM(POBOTO CIEIA

JIP 13

CriocoOHbIM cTaBUTH mepen coOoil Iienu 1oJ BO3HHMKAIOIIME >KM3HEHHBIE 3aJlaud,
no0UpPaTh CHOCOOBI PEIIEHUsl U CPEJICTBAa Pa3BUTHUSA, B TOM YHUCIE C HCIOJb30BAHUEM
U(PPOBBIX CPEACTB; COACUCTBYIOUIMM MNOJAEPKAaHUIO HPECTH)Ka CBOEW mpodeccuu u
00pa30BaTebHOIN OpraHu3aluu

JIP 14

CriocoOHbIM reHepupoBaTh HOBBIE WM JUIS peIIeHUs 3ajad LHU(PPOBOH SKOHOMUKH,
nepecTpanBaTh CIIOKMBIIKECS CIOCOOBI pEIIeHHs 3aJad, BbIIBUraTh albTepHATHUBHBIC
BapUaHTBhl JEUCTBUI C 1eNbl0 BBIPAOOTKM HOBBIX ONTHMAJIBHBIX aJTOPUTMOB;
MO3UIMOHUPYIOIIUN ce0sl B CeTH KaK pe3yJbTaTHUBHBIA U NPUBJIEKATEIbHbIN yYaCTHHUK
TPYXOBBIX OTHOILICHUIA.

JIP 15

CnocoOHBI HCKaTh HYXHbIE HCTOYHUKA HMH(OpPMALIMM M JlaHHBIE, BOCIPUHUMATH,
aHaJTM3UPOBaTh, 3alIOMUHATh U TepeaaBaTh MHYOPMAIMIO ¢ UCTIOIb30BaHUEM HUPPOBBIX
CPEICTB; MPEAYNPEKIAOIINI COOCTBEHHOE U UY»KO€ JECTPYKTUBHOE TIOBEJIEHUE B CETEBOM
IIPOCTPAHCTBE.

JIP 16

1.4. KosinuecTBO 4aCOB HA OCBOEHHUE MPOrPaMMbI M CUMILTUHBI:
MaKcuUMasbHas yueOHasi Harpy3ka oOydaromierocss 60  gacoB, B TOM YHCIIE:

00s13aTeNbHON ayAUTOPHON yueOHOM Harpy3ku oOydaromierocsi 58  4acos;

CaMOCTOSITeTIbHOM paboThl oOyyaromerocs 2 yaca.




2 CTPYKTYPA U COAEPXKAHUE YYEFHOU JUCITATLIAHBI

2.1 O0beM y4eOHOM TUCHHUILVIMHBI U BUIbI Y4eOHOH padoThI

Bun yuyeOHo# padoThI

Oovem uacoe

O0beM 00pa3oBaTeIbHOI HATPY3KH 60
Bcero yueOHbIX 3aHATHH 58
B TOM YHCJIE:

PAKTUYECKHE 3aHSTUS 20
JIEKIIUN 38
CamocrosiTenbHas padoTta 2y
[IpomexxyTounast arrectamus B popme audzadera -SceM.




2.2 TemaTnuecKuil niau M cOiePKaAHUE Y4eOHON TUCHMILTUHBI OIL. 08 OCHOBbI IIPeNPHHAMATENbCKOH 1eATeLHOCTH

HaumeHoBaHue pa3iesioB U TeM

Conep:kanue y4yeOHOIro MaTepuasia, JadopaTopHbie U
NpaKkTHYeCKUEe PadoThl, CAMOCTOSTEIbHASL padoTa 00y4yaromuxcs,
KypcoBasi padoT (MPOeKT) (eciu npedycmompernt)

O0BbeM
4acoB

YpoBeHb
0CBOEHUA

OK, IIK,
JIP

2

3

4

Copep:kaHue y4eOHOTr0 MaTepuaJa

2

Beeoenue

Lenu u conepxkanue kypca. Ponb nmpenmera B popMUpOBaHUU Y
CTYIEHTOB IpodeccnoHanbHbIX KoMneTeHnuid. KpaTtkas
XapaKTEepUCTHUKAa OCHOBHBIX pa3/eioB Moyiid. Pexomenaanuu no
OpraHM3aliy MPaKTUYECKUX 3aHITUN U CAMOCTOSITENTLHON paboThI
CTYJICHTOB.

Tema 1. Beeoenue ¢
OuCyUnIUHY»
Konguoenyuanwvnoe
0e10npou3800cmeo»

Coaep:xaHue yueOHOro MaTepuaJia

[Ipenmer, 3agaun u cogepxanue Kypca. OCHOBHbIE IIOHATHS B 00J1aCTH
KOH(HISHIINATHLHOTO JISTONPON3BOICTBAa. HazHaueHne Kypca u ero
POJIb B MOATOTOBKE CIEIMAIMCTOB M0 3aIuTe nHpopmanuu. Mecto
Kypca Cpelld IpYruX IUCHUIUIMH yaeOHOoTOo 11aHa. CBsi3b ¢ IPaBOBBIMH,
HKOHOMHYECKUMU, UHPOPMALIMOHHBIMU U TEXHUYECKUMH LIUKIaMU
JMICIIUTUIAH, METOJIOJIOTHEN 3alUThl HH(POPMAIIHH,
JOKYMEHTOBEJIEHHEM, OPTaHU3AI[MOHHOH 3aIuTON HHPOPMAIIUU U
ApyrUMH JqucuuruimHaMu. O030p U3y4aeMbIX HCTOYHUKOB U
JIUTeparypsl. 3aKkoHOJaTe bHbIe akThl. HopMaTuBHBIE JOKYMEHTHI.
WHcTpykuuu, MeToaudeckue ykazanus u npasuia. O0s3arenbHas U
JIONIOJTHUTENbHAS Hay4YHas U yueOHas aureparypa. [lepuoanueckue
n3nanus. OpraHu3anus MoMucKa HCTOYHUKOB JIUTEPATYPHl B HAYIHBIX
6ubIMoTEeKaxX U MHPOPMALIMOHHBIX IIEHTPAX.

IIpakTHyeckue (ceMMHAPCKHE) 3aHATHS

1. OcHoBHBIE TOHATHS B 00J1aCTH 3aLIUTHL U 00pabOTKK
KOHQUJICHIIMATLHBIX JIOKYMEHTOB
2.Mecro 30K/l B cuctemMe Hay4YHBIX JTUCIIUILIAH

3.HopmartusHo-mipaBoBbie ocHoBbl 3OK/I.

Tema 2. Ocnoebl mexunonozuu
3AQUUIEHH 020
00Kymenmoooopoma

Conep:kanue y4eOHOTro MaTepuaa

[TonsaTne «10KyMeHT00060pOoT». OCHOBOMOJIAratoIIee ABUKEHHUE
JOKYMEHTOB 1 HH(popManuu. JIokyMEHTOOO0POT U «OKU3HEHHBIA IUKI
nokymeHTay. TpeboBaHusl, IpeabsBIsieMble K JIOKYMEHTOO00POTY.




O6beM gokyMeHnTooOopoTa. HaznaueHue u MeToauKa noacuéra o0bEm
nokyMeHToo0opoTta. CopepkaHue T0OKyMEHTOoToka. THIOBO# cOCTaB
TEXHOJIOTHYECKUX CTAJUN BXOJHOTO (BXO/SIIETO, TOCTYIAIOIIETO0),
BBIXOIHOTO (OTIPABJISIEMOT0, HCXOJISIIETO)

IIpakTnyeckue (ceMMHAPCKHE) 3aHATHSA

1. IonsiTHe TOKYMEHTOO0OPOTA: YIPABICHICCKUI aCTICKT

2. TpeOoBaHwms, IPEIBSBIIEMbIE K TOKYMEHTOOOOPOTY
3. CTpyKTypa JOKYMEHTO000pOTa

Tema 3. Ilopaook pabomui
nepcouana c
KOH@uoenyuanoHuimu
O0OKymenmamu

Coaep:xaHue yueOHOro MaTepuaJia

[TedaTanue koHpuIeHIMaTbHON HHOopMaru. KonupoBanue u
pa3MHOXKeHHEe KOHpuAeHInaapHoU nHdopmannu. TpeboBanus K
3alIUTe 3JIEKTPOHHBIX KOH(PHIEHIIMATIbHBIX JOKYMEHTOB. TpeboBaHMs K
nometeHusM. TpeboBaHUs K epcoHay, padoTamemMy ¢
KOH(HIEHIIMATbHBIMU JOKYMEHTaMU. 3alluTa KOH(UACHIUAIBHON
nH(OpPMAINY TPU MPOBECHUN COBEIIAHNHN U MTEPErOBOPOB.
TpeboBaHMsI K TOMELIEHHUIO, B KOTOPOM IIPOUCXOJISAT COBEIIAHUS.

IIpakTHyeckue (ceMMHApPCKHe) 3aHATHS

1. [Teyaranne xoH(pHUIESHITATEHOW HHPOPMAITIH

2. KommpoBanue u pa3MHOKeHHE KOH(UICHINATHHON
nHpOpPMAITUH

3. TpeboBanus K 3alInTe ANEKTPOHHBIX
KOH(UICHINAIBHBIX JOKYMEHTOB.

4. TpeboBanuss Kk momemieHusiM. TpeOoBaHHS K
MepcoHaty, padoTaromeMy ¢ KOHPHUICHINATLHBIMU TIOKYMEHTaMH

5. 3ammTa KOHQUICHIMANbHOW HMHGOPMAIMU  IPH

MPOBEICHUH COBENIAHUH U MeperoBopoB. TpeboBaHMs K MOMENICHHIO,
B KOTOPOM IIPOMCXOJST COBELIAHUS.

Tema 4. Tunvl mexnonozuyeckux
cucmem o0padoOmKu u XpanenHus
00KyMeHnmoe

Coaep:xanue yueOHOro MaTepuaJia

Knaccudukanus tunos cucrem. CylnHOCTb, IPEUMYILECTBA U
HEJ0CTaTKU TPAJULIMOHHOM, EI0NPON3BOACTBEHHOM (pPyUHO,
MEXaHU3UPOBAHHON ) TEXHOJIOTUYECKON CUCTEMBI 00pabOTKH U
XpaHeHUus NJOKyMEHTOB. [oHATHE «1€T0TIPOU3BOICTBOY, ETO
BO3HHUKHOBEHHUE U MOCIEyollee cMbIcioBoe pa3Butue. [lonsarue
«IOKYMEHTALMOHHOE 00eCIieYeHnE yIpaBIeHHs» U «yIPaBICHHUE
noKyMeHTanueil». KommiekcHas aBTomMmaTu3upoBaHHasi CUCTEMa
o00paboTku (ACOJl). DyHKIIMOHAIBHBIE BO3MOXXHOCTH CHUCTEMEI. Ee
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TEXHOJIOTUYECKAs CBSI3b C JOKYMEHTOOOOPOTOM. ABTOMaTH3UPOBAHHBIE
pabouune MecTa u JJoKkanbHbIe ceTd APM kak HanboJsiee MacCOBBIT
BapuaHT Texunyeckoro obecrnedenuss ACO/l. CymurHocTs,
MPEUMYIIIECTBA U HEJOCTATKU CMEIIAHHOM TeXHOJIOTMYECKON CHCTEMBbI
00paboTKU M XpaHEHHs JOKYMEHTOB. [IpHunHBI ee IIMPOKOTro
ucnosib3oBanus. CTpYKTypa CUCTEMbI, IPUHLIUIIBI €€ B3aUMOCBSI3H C
JTIOKYMEHTOO0OPOTOM.

IIpakTHyeckue (ceMMHAPCKHE) 3aHSITHS

1. DOBOMIOLIMS  TEXHOJIOTMYECKHX CHUCTEM OOpabOTKU H
XpaHEHUs JOKYMEHTOB

2. Tunuzanus, yHUQUKAIHMSA W PErJIaMEHTAIUsl TPOLIECCOB
JOKYMEHTUPOBAHUS U OpraHU3aliK paboThl ¢ JOKyMEHTaMH

3. Enunas rocynapcTBeHHasi CHCTEMa JIETI0MPOU3BOICTBA

4. HanpaBnenus coBepiieHCTBOBaHUS JAEJIONPOU3BOICTBA

S. Krnaccudukanus TUNOB W METOJIOB HCIIOIH30BAHHUSI B
JIeJIOTIPOU3BOACTBEHHBIX MIPOLECCaX OPraHU3allMOHHOM TEXHUKU

6. CymHOCTh, MPEUMYIIECTBA U HETOCTATKH CMEIIAHHOM

TEXHOJIOTHYECKOM CUCTEMbI O6pa6OTKI/I " XpaHCHHUA TOKYMCHTOB

Tema 5. Cmaouu

00padomku u 3auumal
KOHuoeHuyuanbHvix
00OKYMEHmMO06 6X00H020 NOMOKA

ConepxaHue y4eGHOro MaTepuaJjia

Haznauenue u 3agauu ctaauu npuéma u nepBUYHON 00paboTKH
KOH(UIEHIMAIBHBIX JOKYMEHTOB. THIOBOM cocTaB oneparuii
IIpoLEeaypsl IPUEMA [TAKETOB, KOHBEPTOB M MHBIX OTIIPABJICHUH,
MOCTYNUBIIMX U3 TOYTOBOTO OT/EIEHUS. Y UET MOCTYIUIEHUH, COCTaB
(buKcupyeMbIX JaHHBIX. TUIOBOM cocTaB onepanuii Npoueaypbl
NepBUYHOIN 00paboTKH T0KyMEeHTOB. HazHaueHue u 3a7auu cTaauu
IIPEIBAPUTEIILHOTO PACCMOTPEHUS U PACIIPEEIICHUS TOCTYITUBIINX
NOoKyMeHTOB. [1opsiiok BbIsIBIEHUSI KOH(PUIEHIIUAIBHBIX JJOKYMEHTOB,
COJIep KALIMX KOMMEPUECKYIO TaifHy M MOCTYNMUBIIUX Oe3 rpuda
orpanuueHus aoctyna. [lopsaok onpenenenus pairoHaIbHOTO
MaplIpyTa JABWKEHUs JoKyMeHTa. [IpuHIune! pacnpenencHus
JIOKYMEHTOB MEXy PYKOBOJUTENSIMU, CTPYKTYPHBIMU
MO/Ipa3JeJICHUsIMHU U ClIeMaIucTaMy. Peanusanus nopsaka gocryna K
nokyMmeHnTam. [IpaBuia paboThl COTPYIHUKOB CIY OBl JOKYMEHTAIHH C
KOH(HIEHIINATBHBIMHU JOKYMEHTAMH, TTOPSAJIOK XpaHEHHS JOKYMEHTOB
Ha uX pabounx Mectax. Haznauenue u 3aga4um craaum yuéra
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MOCTYIHUBIIMX AOKYMEHTOB. COOTHOLIEHHE yU€Ta U pErUCTpaLvu
JOKYMEHTOB. THUIIOBOM COCTaB onepanuii IpoLeaypsl epegadn
JOKYMEHTOB Ha UCHOJHEeHHE. [1opsaa0K 10BeIeHNs 1O UCTIOJHUTENSA
coJiepKaHusl KOH(PUIEHIIMATBHOTO IOKYMEHTA U Pe30JIFOLIUN
pykoBoaurei. [lopsaok nepenayn 10KyMEHTa Ha UCIIOJTHEHUE
HECKOJIBKUM CTPYKTYPHBIM ITOAPA3JCIICHUSAM WM CIIEHUAINCTaM U
CPOKH MX HMCIIOJIHEHUSI.

IIpakTnyeckune (ceMMHAPCKHE) 3aHATHS

1. Ha3naueHue ¥ 3a7ayyl CTaJuH IpUeMa U TIEPBUYHON 00pabOTKU
KOH(UICHIHATBHBIX JOKYMEHTOB

2. Ha3navenue u 3a/1a41 CTAAUU TIPEABAPUTEIHHOTO PACCMOTPEHUS
U pacripeeseHus MOCTYNUBIINX TOKYMEHTOB

3. Kpurepuun  menecooOpa3HocTd  mepeHoca  WHGOpMAIUU
MOCTYMUBIIMX OYMaKHBIX IOKYMEHTOB Ha MAIIUHHBIA HOCUTEJIb.

4. TIpuHIHUIIBI pacrpeneneHus JOKYMEHTOB MEXIY
PYKOBOIUTENSMU, CTPYKTYPHBIMHU MOAPA3/ICICHUSIMHU U CIEIIMATUCTAMH

5. TumoBoit cocraB omepanuil NpoLELYpPbl paCIpeAETICHUS
MOCTYUBIINX JOKYMEHTOB

6. IlpaBuna pabOTBI COTPYTHUKOB CIIYKOBI JIOKyMEHTAllUd U
BBIUMCIIUTENILHOTO LEHTpa € KOH(HUAECHIHAIbHBIMU JIOKYMEHTAMH,
MOPSIOK XPAaHEHHUs! JIOKYMEHTOB Ha MX pabo4nX MECTax.

Tema 6. Cmaouu oopadomku u
3auiumosl KOHPUOEHUUATbHBIX
O0OKYMEHmMO08 8bIX00HO20 U
6HYMPEHHE20 NOMOKO08

Coaep:xxanue yueOHOro MaTepuaJia

Haznauenwue u 3aa4n cTaguy UCTIOTHEHHS TOKYMEHTOB. [loHsiTHE
«HCTIOJTHEHUE JOKYMEHTAy, MHULIMUPYIOUIUE YCIOBUS Havana
ucnionHenusi. Coctas mpouenyp. TUTIOBOI cocTaB ornepanui
MPOLIEYPBI COCTABIIEHUS TEKCTa TOKyMeHTa. CocTaB, 0COOEHHOCTH
MpUMEHEHUs U 0(hOPMIICHHUSI, YIET OYMaKHBIX U TEXHUYECKUX
Hocureneit uapopmarn. Kputepun u mopsaok onpeesieHus CTeNeHH
KOH(PHUACHITMAITHPHOCTU JJOKYMEHTOB, H3MEHEHHUSI U CHATHS Tpuda.
TunoBoil coctaB Npoueaypsl U3TOTOBICHUS JOKYMEHTA.
MarmmnonucHoe oopmiieHre KOHPUIESHITNATFHOTO JOKYMEHTA.
CocraB y4eTHBIX Olepaluii Mpu NeYaTaHUK U NepeneyaTbiBAaHUN
MIPOEKTa JOKYMEHTa, Iepeaade MevyaTHOTO MaTepralia UCTIOTHUTEIO.
@®opMbl yuéTa U IpaBuiIa UX 3anojdHeHus. [lopsaok yHuITOXKEHUs
YEPHOBHKA JOKYMEHTA, HCTIOPYCHHBIX JIMCTOB U COMYTCTBYIOIINX
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MmatepuanoB. OdopmiieHHE pe3yabTaTOB YHHUTOXKEHHS. TpeboBaHus K
M3TOTOBJICHUIO 0C000 KOH(PHUACHIUATIBHBIX TOKyMEHTOB. CocTaB
YUYETHBIX ONEepaluii PU U3TOTOBJICHUH YePTEKHO-TPAYUIESCKUX,
ayJIMOBU3YAJIbHBIX U MAIIMHOYUTAEMBIX JOKYMEHTOB. THUIOBOW cOCTaB
onepauuii Mpoueaypsbl U34aHus JOKyMEHTA. TexXHOIorus
COrJIaCOBaHUs, MOANMUCAHUS, YTBEPKIACHUSA JOKYMEHTA B
TpaauuuoHHOM aenonpousBoactse U ACO/I. Hasnauenue u 3anauu
CTaJNH KOHTPOJIS UCIIOJIHEHUSI TOKYMEHTOB. KOHTPOJIb CPOKOB
HCIOJIHEHUS JOKYMEHTOB, 3aJlaHuil U nopy4yeHuil. KoHTposb
peAyNpeaNTEeIbHBINA (TEKYIIHI) U MOCIeAYIONUNA (MTOTOBBIN). 3a1a4n
1 cepsl 3aUTH THPOPMALIUHU B TIPOLIECCE KOHTPOJIIS HCIIOTHEHHS
JOKYMEHTOB. TUIIOBOM cOCTaB onepanuii MOCTAaHOBKH JIOKYMEHTOB Ha
KOHTpPOJIb. TUIIOBOM COCTaB MPOLEAYPhl aHAIN3a UCIIOIHUTEIbCKOM
TUCHUILTUHBL Vcronp30BaHue pe3ynbTaToB aHallu3a B paboTe ¢
nepcoHasoM. TUIOBOM cocTaB onepanui Ipoueypbl NOArOTOBKU
JOKYMEHTOB K KOIUPOBAHUIO UJIM PA3MHOKEHUIO. YUYET TOKYMEHTOB.
VY4eT u3roToBIEHHBIX 3K3EMIUIIPOB JoKyMeHTa. [lopsanox
YHUUYTOXKEHUS NIe4aTHbIX (opM, Opaka U JOKYMEHTHPOBAHUE
pe3yJIbTaTOB YHUUTOKEHHSI B COOTBETCTBUU C YPOBHEM rpuda
KoH(HIeHIIMaTbHOCTH. [Iponierypa nHAEKCHPOBaHUS OTIPABISIEMOTO U
BHYTpeHHero agokymeHTa. [Ipouenypa nepegaun BHyTpEHHUX
JOKYMEHTOB ]ISl UCIIOJIHEHHUSI MJIM UCIIONIb30BaHus. THUIIOBOM cocTaB
onepanuii Mpoueaypsl KOHBEPTOBAHMS JOKYMEHTOB. [IpaBuia
odopmIleHHs KOHBEPTOB (TTAKETOB) ¢ KOHPUACHIIUATHHBIMU
JNOKyMeHTaMu. TUIIOBOM COCTaB ONepanuii NpoueAypsl epeaadn
KOHBEPTOB (IIaKETOB) B IOUTOBOE OT/eneHue. OdopMiieHne peecTpoB.
[Topsanox nokymMeHTHpOBaHUS (akTa nepegaun KoHBepTa (makera)
anpecaty. OcoOEHHOCTH YHaKOBKH U OTIPABICHHUS MAIIMHOYUTAEMBIX
1 ayJTMOBU3YaJIbHBIX JOKyMeHTOB. CpeacTBa OpraHu3aliOHHON
TE€XHHUKH, UCIIOJIb3YEMBIE NPU BBINOJIHEHUH IPOLEAYP U ONEpaLUi.

IIpakTuyeckue (ceMMHAPCKHE) 3aHATHS

1. Ha3naueHue u 3a/1a4¥l CTJUH UCIIOJTHEHUS JOKYMEHTOB
2. TumoBo# cocTaB oreparyii, MpoIeIypbl COCTABICHHS TEKCTa
JIOKYMEHTa
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3. TumoBoil cocraB omepauuid  MPOLERYpPbl  HU3TOTOBIICHHS
JOKYMEHTA.

4.  TumnoBoil cocTaB ornepauuii Npoueaypsl U31aHUs JOKYMEHTA

5. TpaguuuoHHoe W  aBTOMAaTU3MPOBAHHOE  HOPMATHBHOE,
CIIpaBOYHOE U MH(OpPMALMOHHOE 00CIYKHBAaHHUE MIPOLIECCA UCTIOIHEHUS
JOKYMEHTa

6. Hasnmauenme W 3a7a4u  CTaJAMU  KOHTPOJISL  HCIIOJHEHHS
JOKYMEHTOB

7. Ilpouenypa mepegaud  BHYTPEHHMX  JIOKYMEHTOB  JJIs
VICIIOJIHEHUS WM UCIIOJIb30BaHUS

Tema 7. Cucmemamu3sauus u
onepamugHoe XpaHenue
00KYyMeHmOo8 u oen

Coaep:xaHue yueOHOro MaTepuaJia

Ha3nauenue 1 3a7auul cTaiuM COCTABIICHUS U BEACHUS HOMEHKIATYPBI
nen. Metoauka cocTaBieHUs] HOMEHKJIATYpbl €J: U3y4YE€HUE COCTaBa
JOKYMEHTOB, pa3paboTKa KIacCU(UKAMOHHON CXeMbl HOMEHKIIATYPHI,
(bopMyIHpOBaHUE 3aT0JIOBKOB JIEJI U KX CHCTEMATU3aLus,
MH/IEKCUPOBaHUE JIeJl, OIpe/iesieHHe CPOKOB XpaHeHus aei. [Ipasuia
(dbopMyIMpoBaHHS 3aroJIOBKOB esl. OCOOCHHOCTH COCTaBICHHSI
HOMEHKJIATyphI JIeJ1 1151 KOH(UACHIUAIBHBIX JOKYMEHTOB Pa3IM4HOrO
TUIA ¥ YPOBHA KOH(puaeHManIbHOCTH. OdopMiieHre HOMEHKIATypbl
JIeJ1, e COrJlacoBaHUe U yTBepKAeHue. TUnoBoit cocTas onepanui
MPOIIeTypBI BEACHUS M 3aKPBITHS HOMEHKIATYpHI Aen. [lorsTue
«hopmupoBanue aem». Hymeparus 1ucToB. 3anogHEHNHE OMUCH
NoKyMeHTOB Jiena. CocTaBieHHe 3aBepuTenbHON Haanucu. [IpomuBka
u onevatsiBanue jiena. OpopmieHre KapTouky yuéTa BblJIauu JAesa.
[IpaBuia xpaHeHHsI JOKYMEHTOB, BBIIaYH U TIpUEMa JIell, U3bIATHE
JOKYMEHTOB M3 Jiesia. HazHaueHue u cocTaB IOKyMEHTOB U JIeJ
BBIJICJICHHOTO XpaHeHus. Ha3HaueHne 1 3a1a4uu CTaIuu MOATOTOBKH U
nepenayu jien B apxus. [Iporenypa skcrepTusbl HEHHOCTH
nokyMeHTOB. [ToHsTHE «9KCIIepTHU3a LIEHHOCTH TOKYMEHTOBY, €€
3aJjauu, IPUHLIUIBI U KpuTepuu. OpraHu3anus OpoBeIeHUs
AKCIEPTHU3bI IEHHOCTH JOKYMEHTOB. Ha3zHaueHwe U BUIBI ONMCEeH /e,
[Topsimok cocTaBiieHUs ONUCH, €€ 0pOpMIICHHE, COrTTaCOBaHUE U
yTBepkaeHre. HasHaueHwe 1 3a1a4u CTaIny YHUYTOKCHHS
JOKYMEHTOB M HocuTeseit nadopmarun. [Iponenypa orbopa
JOKYMEHTOB M HOCUTENIeH HH(OPMAINH [Tl YHUYTOXKEHUSI.
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Odopmnenue pe3ynbraToB oTOOpa. [Topsaok cocTaBiaeHUs U
oopMIIeHHS aKTa O BBIZACICHHH K YHUYTOXKECHUIO JIOKYyMEHTOB, HE
MOJJIKAIUX XpaHeHuto. TpeOoBaHUS K MPOIECCY YHUUTOKCHHS
JOKYMEHTOB B COOTBETCTBHHU CO CTETICHBIO MX KOH(DHUICHIINATBHOCTH.
[Topsitok BHECEHHSI OTMETOK 00 YHUYTOXKCHUH JJOKYMEHTOB H
HocuTelnel nHdopMaiu B yuetHbie opmbl. Cpencra
OpraHU3AIMOHHON TEXHHUKH, UCIIOJIb3yEeMbIC ITPU BBHITOJHEHUN

MIPOLIETYPBIL.

IIpakTnyeckne (ceMMHAPCKHE) 3aHATHSA

1. Hasnauenue u 3aauMl cTaguu COCTaBJICHHSI U BEICHUS
HOMEHKJIATYPBI eI
2. Oco0OeHHOCTH COCTaBICHUS HOMEHKIATYpbl Jen s

KOH(UICHIMATBHBIX JOKYMEHTOB pa3jMYHOTO THIIA W  yPOBHS
KOH(MUIEHIINATEHOCTU

3. OdopmiieHe HOMEHKIATYPHI JIEJ, €€ COTJaCOBaHHE WU
yTBEPXKICHUE.

4, TumoBoil cocTaB omnepanuil MNPOUEAYpPbl BEACHUS U
3aKpBITUS] HOMEHKIIATYPBI Jel

o. TunoBoil coctaB omnepauuii mpoueayps! GpopmMupoBaHuUs
nen. 3aBe[eHUE JIeNl TOCTOSSHHOTO M BPEMEHHOT'O CPOKOB XPAaHEHMS,
odopmiieHre 00JI0XKKH JIeia

6. TunoBo# cocTa onepaiuii poreaypbl XpaHeHHs e

Tema8. Cneyuguxa mexnonozuu
3AUUUEHH 020
00Kymenmoooopoma

ConepxaHue y4eGHOro MaTepuaJjia

AHanus yrpo3 HECaHKIIMOHMPOBAHHOTO MTOJIy4YEHUS
JOKYMEHTUPOBAaHHOM MH(OpMALINY, XUILIEHUS WM YHUUITOKEHUS
JOKYMEHTOB, UX (pambcuduKalnuy UiIu MOJAMEHbI B JTOKYMEHTOIIOTOKAX.
[TonsiTHE «3aNTUIIEHHBIN TOKYMEHTOOOOPOTY, €ro 1EJN U 3a/1a4H.
N36upaTenbHOCTh U pa3pelInTeNIbHas CUCTEMA JOCTYIIA K
KOH(MUIEHIMATBbHBIM TOKyMEHTaM U 0a3aM JaHHbIX. [lepcoHanbHas
OTBETCTBEHHOCTb 332 COXPAaHHOCTh MH(pOPMAIIUU, HOCUTEJS
nHpopmanuu u nokymenTa. [loonepainoHHbIN y4€T NBUKEHUS
KOH(HIEHIINATBHBIX JOKYMEHTOB U JOCTYIa K HUM PYKOBOAMUTENEH U
cnenuanucToB. [leproauyueckue u pa3oBble MPOBEPKU HATUUHS
KOH(HIEHIIMATBHBIX JOKyMeHToB. Ocobennoctu ACO/L,
Mpe/IHa3HaYeHHBIX 7151 00pabOTKH KOH(PHIEHIHAIbHBIX TOKYMEHTOB.
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[TpuHIUTBL, CTTOCOOBI U CPEACTBA 3AIIUTHI TEXHUUYECKUX HOCUTENEH
MH(pOpMaLUY MAIIMHOYUTAEMbIX JOKYMEHTOB Ha BHEMAIIMHHbBIX
CTaausiX X 00pabOTKH, YHUUTOXKEHHSI U XPAaHEHHUSI.

IIpakTHyeckue (ceMMHAPCKNE) 3aHSITHS

1. Ananus yrpo3 HECaHKI[MOHUPOBAHHOI'O IIOJIy4ECHUS
JOKYMEHTUPOBAaHHOI HH(pOpMaLiu

2. TlonsTue "3anMINEHHBIA JOKYyMEHTOOOOpOT"

3. lemn w npuHIUOB (QYHKIMOHAIBHOW W  TEPCOHATBHOMN
n30UpaTeTbHOCTH B JIOCTAaBKE JIOKYMEHTUPOBAHHOW WH(OpMAIUN
MOTPEOUTEIISAM.

4. BbIoelieHHBI TIOTOK KOHQUACHIMAIBHBIX JOKYMEHTOB U
aBTOHOMHA$ TEXHOJIOTUS UX 00pabOTKH U XpaHEHUS

5. TloTok KOH(MUICHIMATBHBIX JOKYMECHTOB, HE BBIIICIICHHBIA H3
00I1Iero JOKYMEHTOIOTOKA, U MPUMEHsIeMasi TEXHOJIOTHs UX 00paboTKu
Y XpaHCHUS

6. Ocob6ennoctu ACOJl, mnpemHa3Ha4YeHHBIX IS OOpPabOTKH
KOH(UICHIIMALHBIX JJOKYMCHTOB

Tema 9. Apxuenoe xpanenue
KOH@uOeHyuanibHbIx o0en u
00KyMeHmoe

Coaep:xxanue yueOHOro MaTepHuaJia

[lonsiTHE «apXUB YUpEXKACHUS, OpraHU3aLUH, IPEATIPUATHS, PUPMBI».
IlonsTe «BeAOMCTBEHHBIN apXuB». [IoHATHE «TOCYIapCTBEHHBIN
apxuB». B3auMocBsI3b apXHUBOB U MOPSI0K UX KOMITJIEKTOBaHHUSI.
VYcnosus nepenaun JOKYMEHTOB U 1€ U3 BEOMCTBEHHOIO apXHBa Ha
rocynapcTBeHHoe XxpaHeHue. [IoHsATHe «KOMIUIEKTOBaHNE
BEJIOMCTBEHHOT'0 apxuBay. Mictounnkn koMiuiekToBanus. [lopsaaox
npuéMa JOKyMEHTOB B apXUB OT CTPYKTYPHBIX NOJIpa3AeieHul 1
npeanpusaTHii. Metonnka npoBepky NIpaBUIbHOCTH OPOPMIICHHS Je U
onuceit. Knaccuduxanus v rpynnupoBKa Jell B apXUBe.
®onaupoBaHue T0KyMEHTOB. [IoHsATHE «@pXUBHBINA (DOHIY, BUIIBI
dbonmos. [locnenoBarenbHOCTh TPYNTIUPOBKH Jie ¢orHma. [Topsgok
IIPOBEJIEHUS KCIEPTU3HI LICHHOCTH TOKYMEHTOB B BEJOMCTBEHHOM
apxuBe. OCHOBHbIE HAIIPABJICHUS UCIIOJIb30BAaHUS apXUBHBIX
JOKYMEHTOB B HAYYHBIX, IPAKTUYECKUX U COLUATIbHBIX LIETAX.
[Topsnox nHGopMamoHHOHN paboThl apxuBa. TUIIOBOM cocTaB
MIPOLEAYp U ONEpaluii BbIIAYM apXUBHBIX JIEJT UCIIOJIHUTEISM.
OcHoBanus 1 paBuiia opopmiienus Bbiaun. [lopsinok peanuzanuu
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pa3pelnTeNbHON CUCTEMBI IIPU BbI1a4e JOKYMEHTOB U zie1. Cpoku
Beiaun. Opopmienue Bo3spata aei. [Iopsaok Beigaus JOKYMEHTOB
Tl IPYTUM YUpeXICHUSAM, Opranu3anusam u pupmam. [TpuHmns:
pa3MelIeH s apXUBHBIX Jiel B XpaHuiuie. CocTaB U THITBI
ucrnoiib3yeMoro oobopynoanwus. OCOOEHHOCTH pa3MEIICHUS JIE C
0c000 BaKHBIMH KOH(PUICHIIMATBHBIMU TOKYMeHTaMU. ONITUMAJIbHbIC
YCJIOBHSI COXPaHHOCTH JJOKYMEHTOB: MPOTHUBOTIOKAPHAS O€30M1aCHOCTb,
TEMIIEPATYPHO-BIAXKHOCTHBIN, CBETOBOW, CAHUTAPHO-TUTMEHHYCCKUN
WHBIC peKUMBIL. TpeOoBaHUS K OXpaHe U MOPSIKY TOCTyIIa B apXUB.
[TpaBuia paboThI COTPYIHMKOB apXuBa U rocetutesei. [lnan
HBAKyallMy apXHUBa B IKCTPEMAIBHBIX CUTyalHsiX. CTpaxoBbie ()OH/IBI
JOKYMEHTOB, UX Yu€T. OpraHu3alioHHasi TEXHUKA, PEIHA3HAYCHHAS
JUTsL MCTIOJIb30BaHUs B pab0Te COTPYAHUKOB apXHBa.

IIpakTHyeckue (ceMMHAPCKNE) 3aHSITHS

1. B3auMocBsI3b apXMUBOB U TOPSAJIOK UX KOMITJIEKTOBAHMS

2. ITonsiTHe "KOMIUIEKTOBaHUE BEJOMCTBEHHOTO apXuBa"

3. Knaccudukanus u rpynmnupoBKa e B apXuBe.

4. Ilopsaok MpOBENEHUsT IKCHEPTU3Bl IEHHOCTH JIOKYMEHTOB B
BEJIOMCTBEHHOM apXHBE

5. Ha3nauenwue v 3a1a4n yueTa apXuBHBIX Jiel1. TpeOoBaHuUs K yUeTy

6. OCHOBHBIC HANPABJICHHSI UCTIOIH30BAHUS APXUBHBIX JIOKYMEHTOB
B HAYYHBIX, MPAKTUYECKUX U COIIMATBHBIX IIENIAX

7. IlpuHIMIIBI pa3MeIIeHUs] ApXUBHBIX JI€] B XPaHUJIUIIE

Tema 10. Ilposepka nanuuus
KonghuoenyuanvHolx
OOKYyMEHmO8, 0eJ1 u Hocumesneil
uHpopmayuu

Coaep:xanue yueOHOro MaTepuaJia

Haznauenue u 3a1auu NpoBEpKU HAIUUUS JOKYMEHTOB, JI€] U
HocuTenel nadopmarun. Chepsl pacipocTpaHeHUs IPOBEPKHU.
TpeboBanusi, npenbsaBIsieMble K TpoBepKe. Bubsl mpoBepok.
[leproMYHOCTD MPOBEPOK HATMYMUSA H YPOBEHb KOH(PHICHIIMATLHOCTH
nHpopmanuu. [IpoBepku periaMeHTUpOBaHHbIE (MEPUOAUUECKUE) U
HeperiaMeHTUpOBaHHbIe (Heneproauueckue). Tekyias npoBepka
HaJIM4us JOKYMEHTOB, JieJl U Hocutenel nndopmanuu. Ee nenu, cocras
MIpOBEPAEMBIX TOKyMeHTOB. OopmiieHne pe3yibTaTa MPOBEPKH.
KBapranbHas u rojjoBasi IpOBEPKH HATMYUS JOKYMEHTOB, JIe] U
HocuTenel nudopmaryu. Llean mpoBepok M cocTaB MPOBEPSEMBIX
nokymeHToB. OdopmiieHrne pe3ynbTaToB MIpoBepoK. Exxemecsianas
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MPOBEPKa HATWYHSI 0CO00 BaKHBIX KOH()UCHIINAIBHBIX TOKYMEHTOB.
Ee nenu, coctaB nmpoBepsieMbIx JOKyMeHTOB. [IpoBepka Hanmnuus
JIOKyMeHTOB. Jlen u HocuTenei HHpOpPMaIuK PH YBOJIbHEHUN
corpynuuka. Ee uenu u opopmieHue pe3yabTaTa MpoBEpKU
NOKyMeHTOB. [Iopsok nprema OT yBOJIBHSIOLIErOCs 1€ U HOCUTEIIEH
unpopmanuu. Odopmienue pesyapraTta npuema. [Iposepka Hanuuus u
coxpaHHOCTH 0a3 naHHbIX B DBM. Llenu npoBepok u MOpsIOK ee
npoeneHus. OpopmiieHue pesyiabTara npoepku. [Ipennocbuiku
HEPETJIAMEHTUPOBAHHBIX IIPOBEPOK HAIMYHUS JIOKYMEHTOB, €] U
Hocureneil unopmanuu. llenu npoBepku, cocTaB MPOBEPSIEMbIX
JOKYMEHTOB M 0pOpPMIICHHE PE3yJIbTaTa MPOBEPKH.

IIpakTnyeckune (ceMUHAPCKME) 3aHATHS

1.Ha3nauenue u 3aga4ydl MPOBEPKU HAJUYHS JTIOKYMEHTOB, /€N U
HocuTenell nHpopmauu

2.1IpoBepku HATUYHS JOKYMEHTOB, JIe] U HOCUTENIeH HH(POpMAaIHH

3.IIpoBepka HanM4Us JOKYMEHTOB, JIeJl U HOCUTeNel HHpOopMaIun
IIPY YBOJILHEHUU COTPYJHHUKA.

4.TTpoBepka HAIMYMS U COXpaHHOCTU 0a3 naHHbIX B OBM

5.I0pennocbuiku  HEperiaMeHTUPOBAHHBIX TIPOBEPOK HAIAYUS
JIOKYMEHTOB, JIe]I U HOCUTeNel nHpopMaIuu

Tema 11. Memoouka
COBEPUIEHCMB0BANHUA
MexHOo02ul 3aUUEHHO20
00KyMeHmoooopoma

ConepxaHue y4eGHOro MaTepuaJjia

[TpuHIMIIBI ¥ HATIPaBJICHUS COBEPIICHCTBOBAHUS TEXHOJIOTUU
3aIUIIEHHOTO JOKYMEHTO000pOTa. 3aja4H M COCTaB dTAIoOB
uccinenoBanus. COOp UCXOTHBIX JaHHBIX, METOJBI COOpa U CIIOCOOBI
(bUKCUPOBaHMS TIOJYUCHHBIX JAHHBIX. AHAJIN3 UCXOTHBIX JaHHBIX.
MeTtoauka pa3zpaboTku 3pPeKTUBHON TEXHOTOTUIECKON CXEMBbI
JIOKYMEHTOO00POTA, TOKYMEHTOMOTOKA M OTJEIHHON TEXHOJIOTHYECKOM
CTaJIUU C UCIIOMB30BaHNEM COBPEMEHHBIX CHCTEM U CIIOCO00B
00paboOTKH M XpaHEeHUS KOHPUACHITNATBHBIX JOKYMEHTOB. MeToaunKa
(dbopMynupoBaHUs 3a/1a4 IO Pa3pabOTKe MOTPEOUTENLCKUX TPeOOBAHHIA
K aBTOMAaTH3UPOBAHHBIM CHCTEMaM 00OpaOOTKHU U XpaHEHUS
KOH(UIEHIMATBHBIX JOKYMEHTOB. MeTouka pa3padoTku
BHEMAIIMHHOW YaCTH OPTaHU3aIMOHHOTO ¥ MH(OPMAIITHOHHOTO
obecniedeHrs QyHKIIMOHUPOBAHUS aBTOMATU3UPOBAHHON CHCTEMBI
00pabOTKHU M XpaHEeHUs KOHPUICHIIMAIBHBIX TOKYMEHTOB. MeToanka
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pa3paboTKX HaMpaBJIEHUH U CIIOCOOOB KOHTPOJIS U aHAJIN3a YPOBHS
3aIIMIIEHHOCTH JIOKYMEHTOB B TIPOLIECCE UX JIBIXKCHHS, PACCMOTPEHHS,
WCTIOJHEHUS M UCTIOIb30BaHusl. MeTo/uKa pa3paboTku U 0(OpMIICHUS
HOPMAaTHBHO-METOANYECKUX MaTEPUAJIOB MO PErjaMeHTaIH
MPOIIECCOB 0OPAOOTKH M 3aIIUTHI KOH(PUACHINATBHBIX JOKYMEHTOB B
NEATENIHOCTH YUPESKACHUH, OpraHu3alii, mpeIupusaTuii, GupM, a
TaKXKe B chepe apXUBHOTO XPAHCHHSI U UCTIOJIB30BAHUS ATHX
TOKyMEHTOB. MeTo/iKa BHEIPEHUS pa3paboTaHHBIX CIIOCOOO0B
COBEPILICHCTBOBAHMSI TEXHOJIOTUH 3aIUIIEHHOT0 JOKYMEHTO000pOTa B
MPAaKTHYECKYIO JICSITEIbHOCTh OPraHU3aMOHHBIX CTPYKTYP.

IIpakTuyeckue (ceMMHApPCKHe) 3aHATHS

1.TIpuHIMOBl U HAMpaBJICHUS COBEPLICHCTBOBAHMS TEXHOJIOTUU
3alIUIIEHHOTO IOKYMEHTO00O0pOoTa

2.Metonuka pa3paboTku 3PPEKTUBHON TEXHOJIOTHIECKON CXEMBbI
JIOKYMEHTO000pOTa

3.Meronuka  gopMynupoBaHHUS ~ 3amad MO  pa3paboTKe
NOTPEOUTENBCKUX TpPeOOBAaHMI K aBTOMATH3UPOBAHHBIM CHCTEMaM
00pabOTKHU M XpaHEeHUs KOH(UICHIINATBHBIX JOKYMEHTOB.

4.Metoauka pa3pab0TKU BHEMAIIMHHON YaCTH OpraHU3aIl[MOHHOTO
u MH(POPMALOHHOTO oOecrieueHus (GYHKIIMOHUPOBAHUS
ABTOMAaTU3UPOBAHHON CUCTEMBI o0OpaboTku " XpaHEeHUs
KOH(HIEHIIMATbHBIX JOKYMEHTOB

5.Meroauka  pa3paboTkM ¥ OQOpPMIIEHHS  HOPMATUBHO-
METOAMYECKUX MaTepHaioB

6.MerouKa BHeApeHHS pa3pabOTaHHBIX HAIIPABICHUH U CTIOCOO0B
COBEPILICHCTBOBAHMSI TEXHOJIOTUH 3alIUIIEHHOT0 JIOKYMEHT0000pOoTa

Tema 12. Hughopmayuonnsie
pecypcol u
Konghuoenyuanvnocmeo
unpopmayuu

ConepxaHue y4eGHOro MaTepuaJjia

®enepanbHblii 3akoH «O06 nHGOpMaIK, HTHPOPMAITUOHHBIX
TEXHOJIOTHUSIX U 0 3ammuTe nHpopmarum» ot 27 utoist 2006 roxa Ne 149-
@3. NnpopmarronHsle pecypebl (MHGOpMaIKs) SBISIOTCS 00beKTaMu
OTHOIIEHUH (U3NIECKUX U IOPUIUICCKUX JIHII MEXTy COOOH 1
roCyJ1apCcTBOM. B COBOKYITHOCTH OHU COCTaBIISIOT HH(POPMAITMOHHBIE
pecypcel Poccnu 1 3amuinaroTesi 3aKOHOM Hapsily ¢ IPYTHMHU BUIaMHU
pecypcoB. JlokymMmeHTHpoBaHHe nH(popManuu (co3aanne opuIraaIbHOro
JOKYMEHTA) SIBJIsIETCS 0053aTEIbHBIM YCIOBHEM BKITIOUCHHE
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uHpopmanuu B HHGopMamoHnHsie pecypcbl. KoHpuaeHmansHOCTh
JOKYMEHTOB BCEI'/la UMEET 3HAUUTENIbHBINA pa30poc 10 cpokaM
OrpaHUYEHUS CBOOOIHOTO JIOCTYIA K HUM IepcoHana Gpupmsl (0T
HECKOJIbKUX 4acOB J10 3HAYMTEIBHOI0 uncia Jjiet). McnonnenHsie
TOKYMEHTBI, COXpaHUBIINE KOH(PUICHINAIBHBIA XapaKTep U EHHOCTb
IS 1€ATeIbHOCTU (UPMBI, GOPMUPYIOTCS B JI€a B COOTBETCTBUU C
HOMeHKJatypoii aen. [leproa HaxoxIeHHUsI KOH(PHUISHIIMATbHBIX
JOKYMEHTOB ONpEAEIAeTCS 0 YKa3aHHOMY BBIIIE IIEPEUHIO
KOH(HICHIIMATBHBIX CBEACHUIN U 3aBUCUT OT CIICIIU(PHUKH IEATETbHOCTH
¢bupmbl. Hanpumep, npon3BoACTBEHHbIE, HAYYHO-UCCIIE10BATEIbCKUE
¢bup™mbl 061a1a10T O0JIee IEHHBIMU TOKYMEHTAMH, Y€M TOPTOBEIE,
nocpeHu4ecKue u Jap. JJOkyMeHTbI 10JrOBPEMEHHOTO epro/ia
KOH(HICHIINATHLHOCTH (TIPOTPaMMBI U IIAHBI pa3BUTHUS Ou3Heca,
TEXHOJIOTUYECKask JOKYMEHTALMsI HOY-Xay, U300peTeHHs U Ap.) UMEIOT
YCIJIO)KHEHHBIN BapuaHT 00paOOTKU U XpaHEHHUs, 00eCIIeunBaAIOIIUI
6e3omacHOCTh HH(pOpMALUU U ee HocUTeNs. JlIOKyMEHTBI
KpPaTKOBPEMEHHOTO Mepro/1a KOH(YUICHIINAIEHOCTH, UMEIOIIHNE
OIIEpPaTUBHOE 3HAUYEHUE JUIs JeSITeIbHOCTH (PupMbl, 00padaThIBAIOTCS U
XPpaHATCS MO YIPOUICHHOW CXeMe M MOTYT HE BBLICTISTHCS U3
TEXHOJIOTHYECKOH cucTeMbl 00pabOTKH OTKPHITHIX JJOKYMEHTOB IPH
HAJIMYHUH B ATOH CHCTEME MUHMMAJIBHBIX 3aIIUTHBIX, KOHTPOJIBHBIX U
aHAJIMTUYECKHUX 3JIeMeHTOB. CleoBaTeabHO, KOH(UACHIIHAIBHBIE
JOKYMEHTBI XapaKTepU3YIOTCS CIIEH(PUIECKIMHA 0COOCHHOCTSIMH,
KOTOpPBIE OTPAXAIOT UX CYIIHOCTh KaK HOCUTEJIeH HHPOpMaLUu
OTPaHUYEHHOTO JOCTYIA U ONPENENSIOT TOCTPOCHHE CHCTEMBI 3aIIUTHI
9TON MH(OpMAIUH.

IIpakTuyeckue (ceMMHAPCKHE) 3aHATHS

1. denepanbHbIi 3aKOH “O06 uHpopManuy,
MH(OPMALIMOHHBIX TEXHOJOTHAX U O 3auIuTe nHopMauuu” ot 27 Ui
2006 roma Ne 149-®3

2. CymHocTh HTHPOPMAIIMOHHBIX PeCypcoB (MH(pOpMAIIH)

3. Busl HHQOPMAaIIMOHHBIX PECYPCOB.

4. Kon¢unenmnuansHoOCTb uH(popManuu u
MH(pOPMAIMOHHbIE PECYPCHI

o. XapakTepUCTUKHU KOH(DUICHIIMATBHBIX JOKYMEHTOB
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Tema 13. Opzanuzayus cayxncoo
0ezonacnocmu npeonpusamus

Conep:xaHue yueOHOro MaTepuaJia

[Topsanox co3nanus U GyHKIIMOHUPOBAHUS CITYKObI 0€30MacHOCTH
MpeanpusaTHs, opranu3anuu, pupmel. 3akon PO «O gactHOI
JETEeKTUBHOW U OXpaHHOM nesTenbHOCTUY. [IpaBoBas ocHoBa
opraHm3anuu cayx0bl 6e3omacHoctu npennpusTus. [IpaBoBoe
odopmIleHHE AEITETbHOCTHU CITYKObl 0€30MaCHOCTH MPEIITPUSITHSL.
3amaun ciyx0b1 Oe3onmacHOCTH npeAnpusaTui. OyHKIIMOHAIbHBIC
00513aHHOCTH COTPYAHUKOB CIyKObl 6e30macHocTu. CocTaBieHne
IUTaHA MEPOIIPHUATHUH T10 3aIUTE KOMMEPYECKUX CEKPETOB
MPEeANPUSITHSL.

IIpakTuyeckue (ceMMHApPCKHe) 3aHATHS 1
1.Ilopsmox  co3manusi W (YHKIMOHUPOBAHUSA  CIIY)KOBI
0e30macHOCTH
2.3ak0oH P® "O vacTHOM ACTEKTUBHOW U OXPAHHOM JIEATEILHOCTH"
3.IlpaBoBasi OCHOBa OpraHHW3alMKd CIY)KOBI ~ 0€30MacHOCTH
MIPEANPUSATHS.
4.1lpaBoBoe O(OpPMIICHHE JAEATEIBHOCTH CIYXOBbI 0€30macHOCTH
MIPEeAPUATHS
5.3anauu ciy>x0bl 6€301MacHOCTH NpeaAnpUATHs. OYHKIIMOHAIbHbBIE
00513aHHOCTH COTPYAHHUKOB CITY>KOBI O€30MMaCHOCTH
6.CocrapiieHue TIaHA MEPONPHUATHH 0 3alTUTe KOMMEPUYESCKUX
CEKPETOB MPEINPHUITHSL.
CamocrosiTesibHas padoTa 2
IIpoMe:xxyTOouHAasi aTTecTALUS 1
60

Bcero
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3 YCJOBUS PEAJIM3AIIUU PABOYEN ITPOTPAMMBI
YYEBHOM JUCHUIIJIAHBI

3.1 [lus peanu3zanum nporpaMMbl y4eOHOMH TUCUUILIMHBI J0JKHbI ObITH
NpexyCMOTPEHbI CIeAYIIIHe CleHaIbHbIe TOMELeHHS

Peanuzanus nmporpaMMBbl TUCIUTIINHBI TPEOYET HATMYHUS y4eOHOTo KabuHeTa
uH(GOPMaIIMOHHON 06€30MacCHOCTH
nabopaTopuu HHOOPMAITMOHHBIX TEXHOIOT U

O6opynoBanne yueOHOTO KaOMHETAa: TIEPCOHATBHBIN KOMITBIOTED, MPOEKTOP,
MPE3eHTAllN YPOKOB, CTEH/IbI, TIAKAThI, METOANYECKUE TTOCOOUSI.

O6opynoBanue J1abopatopur HHPOPMAIIMOHHBIX TEXHOJIOTH: MOCaI0YHbIC
MecTa MO KOJMYECTBY oOydamommuxcsd, padboyee MECTO MpernojaBaTess;

MYJITUMEIMMHOE 000pYI0BaHUE.

3.2 UudopmanuoHHoe odecniedyeHue 00yIeHUs

3.2.1 OCHOBHBbIEC HCTOYHUKMH:

1. KypunoBa A.B.Xpanenue, mnepemaua u mnyOnukamus nudpoBoi
unpopmaruu. CI10. M.; Akankmust,2017-10

2. Kynses A.Il. u gp.KonduaeHnumanpbHOe EIOMPOU3BOJCTBO U
3aIUIIEHHBIN SJIEKTPOHHBIN TOKyMeHT0000poT. M.: Jloroc,2012-3

3. Eropos, B. I1. JlokymeHTOBEIcHHE U JOKYMEHTAITMOHHOE 00eCcTieueHUE
YIPABJICHHS B YCIOBHUSX HMU(PPOBON SKOHOMUKH: yueOHOe mocobue s crno/B. I1.
Eropos, A. B. CiuabkoB. — Cankrt-Ilerepoypr: Jlanb, 2021. — 372 ¢. — ISBN
978-5-8114-7356-4.— Texkct: amekTpoHHbI// JlaHb: 3M€KTPOHHO-OMOIMOTEUHAS
cucrema. — URL: https://e.lanbook.com/book/173078 (mata oOparieHwus:
29.11.2021). — Pexwum ocTyna: Ijisl aBTOPHU3. TOJIb30BaTEIICH.

4, bacakos M. U. Jlenonpon3BoACTBO (JOKyMEHTAIITMOHHOE 00eCIieueHne
ynpasienunsi) [Tekct]: yaueOnuk / M. U. bacakos, O. U. 3ambinkoBa. - 1U3a. 13-e,
ctep. - PocroB-na-Jlony: ®@enukc, 2016. - 375 c.

d. Kondunenmmansuoe JIEJIONPOU3BOACTBO 151 3al[MIICHHBINA

AIIEKTPOHHBIN TOKYMEHTOO00POT [ DJIEKTPOHHBIN pecypc]: yueOHUK / To 0011, pe.

22



H.H. Kynsiera. — Mocksa: Jloroc, 2014. —452 ¢

6. [TaBnoBa, P. C. KoHnduaeHnmaibHoe IeIOMPOU3BOJACTBO : YdeOHOE
nocobue st cio / P. C. I1aBnoBa. — Cankr-IlerepOypr: Jlanp, 2021. — 308 ¢. —
ISBN 978-5-8114-7000-6. — TekcT: »aiekTpoHHbIN// JlaHb: 3JIEKTPOHHO-
oubnmuoreunas cucrema. — URL: https://e.lanbook.com/book/169795 (mata
obpamenwus: 29.11.2021). — Pexxum mocTyma: 115l aBTOPHU3. MOIH30BaTEIICH.

3.2.2 lonoJiHUTEIbLHbIE PECYPCHI:

1. Kab6amos C. FO. Jlenonpou3BoACTBO W apXHWBHOE JCJIO B TEPMHUHAX U
ompeeneHus X [IIeKTpoHHbIN pecypc]: yueb. mocodue / C. FO. Kabamos, U. T.
Acdanausapona. - Mockpa: @aunta, 2009. - 294 c.

2. Kondunenmansuoe JIETOMPOU3BOICTBO u 3aIUIIEHHBIN
AIIEKTPOHHBIN TOKYMEHTOO0OPOT [ DIEKTPOHHBIN pecypc]: yueOHUK / 1101 0011, pe/I.
H. H. Kynsesa. - Mocksa: Jloroc, 2011. - 452 c.

3. Muunn WM. B. 3ammra KoHQUACHIMAIbHOW WHGOPMALMK TPU
AIIEKTPOHHOM JOKYMEHTO000pOTE [DNEKTPOHHBIN pecypc]: yueb. mocodue / U. B.
Munus, O. B. Munus. - HoBocubupck: HI'TY, 2011. - 20 c.
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4 KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOU JUCIHHUIIJIMHbI

KonTposib 1 o11eHKa pe3ysIbTaTOB OCBOCHUS JAUCHUIUIMHBI OCYIIECTBISECTCS
npernojaBaTesieM B IPoIecce MPOBEACHUS MPAKTUUECKUX 3aHATHI U 1a00paTOPHBIX
paboT, TeCTUPOBAaHMS, a TAKXKE BBITTOJHEHUS OOYYaIOIIUMHCS WHIAUBUIYaTbHBIX
3aJJaHu M, IPOEKTOB, UCCIIEIOBAHUM.

Pesynbrarel 00yueHus @DopMBI U METOJIBI KOHTPOJISI U OLICHKHU
(OCBOCHHBIC YMEHUSI, YCBOCHHBIC 3HAHMS) pe3yIbTaTOB OOYUCHHSI
Ymenus

pacnio3HaBaTh ~ 3ajady W/WIM  [poOieMy  B| - TUCbMEHHOE TECTUPOBAHMUE;
po(heCCHOHATIBHOM H/MITH COLMATFHOM KOHTEKCTE; | - JOMAIllHee 3a/laHie TBOPYECKOTO
aHAIM3UPOBATH 3a7a4y W/WIK PoOJieMy U BBIIEIATH | XapaKTepa;

€€ COCTaBHbIC YaCTH; OMPEACIATh ATAllbl PEIICHUS | - IPAKTUYECKUE 3aJaHUs.

3a7aud; BbIBISATE W O(GQEKTUBHO  HCKATh
UH(OPMAITUO, HEOOXOAUMYIO JJIsl PEIICHUS 3a/1a91
W/WITA TTPOOJIEMBI,

COCTaBUTb IUIAH JICUCTBUS; ONPEACTIUTD
HEOOXOIMMBIE PECYPCHI,

BJIQJICTh AKTYaJIbHBIMH METO/IaMH Pa0OTHI B
npoeccnoHambHON 1 CMEXHBIX cepax;
peaiM30BaTh COCTABJICHHBIN TUIaH; OLICHUBATh
pE3yNbTaT U MOCIEACTBUS CBOMX JEUCTBHUIA
(camMOCTOSATENBHO WM C IOMOIIIBIO HACTAaBHUKA).
OmpeAeNsaTh 3aJauyd Toucka HH(OpMaluu;
ONpPENEATh HEO0OXOANMBIC HWCTOYHUKHU
uH(pOpMallUY; TIAHUPOBATH MPOIECC TOUCKA;
CTPYKTYpPUPOBATh TOJy4aeMylr0 HHGOPMAIIHIO;
BBICTISITh  HauOoliee 3HAYMMOE B TIEpeYHe
nH(popManuu; OLICHHUBATh MPAaKTUYECKYIO
3HAYUMOCTb PE3YJIbTATOB MOUCKA; OQPOPMIISTH
pe3yJIbTaThl MOUCKA

- YCTHBIN OIPOC;

ONPEIEATh aKTyaJIbHOCTb HOPMAaTHUBHO-
MPaBOBOM JOKYMEHTAlMu B MpPOodheccHOoHaAIbHOM
JEeATEIbHOCTH; BBICTPAUBaTh TPAEKTOPUH

poheccHoHaTBbHOTO U IMYHOCTHOTO PA3BUTHS
OpraHU30BBIBAaTh Pa0OTY KOJJICKTHUBA U KOMaH/Ibl;
B3alMO/IEIICTBOBATH C KOJUIEramH,
PYKOBOJICTBOM, KJIIMEHTaMU

u3JlaraTb CBOM MBICIM Ha TOCYAapCTBEHHOM
A3bIKE; OPOPMIIATH JOKYMEHTHI.

NPUMEHSTh CpeacTBa MH(OPMALIMOHHBIX
TEXHOJIOTUI s pelieHus NpodecCHOHAIbHBIX
3aJ1a4; UCTIOJIb30BaTh COBPEMEHHOE TPOrPaMMHOE

oOecrieueHne
IIOHUMAaTh O6HIPII>1 CMBICJI YETKO HpOI/ISHeCeHHBIX
BBICKA3bIBAHUN Ha HW3BECTHBIE TEMBI

(mpogeccroHanbHble U OBITOBBIE), MOHUMATH
TEKCThl Ha 0a30oBble NMPO(ECCHOHAIBHBIE TEMBI,
YYacTBOBATh B JHMAJIOTax Ha 3HAKOMBIC OOIIME U
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npogeccuOHaNbHbBIE TEMbI; CTPOUTH IPOCTHIE
BbICKa3blBaHUsI 0 cebe U 0O  cBoei
npoeCCUOHATLHON ~ JIeATENBHOCTH;  KpPaTKO
00OCHOBBIBaTh U OOBSCHUTH CBOM JEUCTBUA
(Tekyuie W IUIaHUpYEMBbIE); MHCAaTh IPOCThIE
CBS3HbIE  COOOIIEHHMS HAa 3HAKOMbIE WU
MHTEpECYIOIINE NPOPecCHOHATBHBIC TEMBbI
BBISIBJISITH JIOCTOMHCTBA M HEJJOCTATKH
KOMMEpUYECKOH UJeH; IPE3CHTOBATh UIEU
OTKPBITHS COOCTBEHHOTO Jiefia B
npodeccHoHaABLHOM e TEIBHOCTH;

oopMIIATh OU3HEC-TIIIaH; PACCUUTHIBATH
pa3Mepsl BHIIJIAT MO MPOLEHTHBIM CTaBKaM
KpEAUTOBAHUS; OMPEENIATh MHBECTUIIHOHHYIO
MPUBIICKATEILHOCTH KOMMEPUYECKHX HJICH B

pamKax npogeccuoHaNbHON ASITeTbHOCTH;
npeseHTOBaTb GU3HEC-UAEID; ONPEAENT
WCTOYHMKM (PMHAHCUPOBaHMS

MPUMEHSITh POTPAMMHEBIE H ITPOTPAMMHO-
arrmaparHble CpPeCTBA IS 3aIIUThI
nHpopManuu B 6azax JaHHBIX;

MIPOBEPSTH BBIMIOJTHCHUE TPSOOBAHMIA 110 3AIIHUTE
WH(OPMALIMY OT HECAHKIIMOHUPOBAHHOTO
JOCTYTA MPH aTTECTAIIUH O0BEKTOB
nH(pOopMaTU3aIUK TI0 TPEOOBAHUAM
6e30macHOCTH HH(POPMAIINH;

MIPUMECHSITh MATEMaTHICCKHH armapar Jyist
BBINOJIHEHUS] KpUNITOTPapUIECKUX
npeoOpa3oBaHMUIA;

WCIIOJIE30BATh TUTIOBBIE MIPOTPaMMHBIC
Kpunrtorpaguueckue CpencTsa, B TOM YHCIE
AIEKTPOHHYIO MOJIHCH

yCTaHaBJIMBaTh, HACTPAUBATh, IPUMECHSITh
MIPOrPaMMHBIE U TIPOTPAMMHO-AIITAPATHBIC
CpEICTBA 3aIIUThl HHPOPMAIIIH;

OCYIICCTBJIATD MOHUTOPUHT U PETUCTPALIAIO CBCI[CHHﬁ,
HCO6XOI[I/IMBIX JUIA 3allIU ThI 00BEKTOB I/IH(l)OpMaTI/ISa]_II/II/I,

B TOM YHUCJI€ C UCIIOJIB30BAHUEM MPOTPAMMHBIX U
MIPOTPaMMHO-aIIapaTHEIX CPEACTB OOHAPYKCHHUS,

TIPeIYTIPEXACHUS U JTUKBUIAINH TOCICICTBHI
KOMITBIOTEPHBIX aTak

IIPUMEHSTH CPEACTBA OXPAaHHOW CUTHAIN3aLUHY,
OXPaHHOTI'O TEJIEBUJEHUS U CUCTEM KOHTPOJIS U
yIpaBJIEHUS 10CTYIIOM;

MPUMEHSTh WHXEHEPHO-TEXHUYECKUE CpeACTBa
¢du3nyeckoil 3amuThl 00bEKTOB MH(POPMATH3AIMH

3Hadus

aKTYaJIbHBIM MPO(ECCHOHANBHBIA U COLUAIbHBIN
KOHTEKCT, B KOTOPOM HPHUXOAUTCS paboTaTh U KUTh;
OCHOBHBIE WCTOYHHKU MH(OPMAIMH U PECYPChI VIS
perieHust 3a1a4 U npolneM B MpodecCHOHATbHOM

- MOHUTOPHUHT pOCTa TBOPUYECKOMN
CaMOCTOSITCIILHOCTH

Y HABBIKOB MOJIYYEHUS

HOBOT'O 3HAHMS KXKJIBIM 00yUJarOIIMMCS
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W/WITH COLMAITLHOM KOHTEKCTE.

AJITOPUTMBI BBITTOJTHEHS paboT B
po(heCCUOHATHHOM M CMEKHBIX 00JIACTSIX; METOIBI
paboThI B poheCCHOHATIFHOM M CMEXKHBIX chepax;
CTPYKTYpY IUTaHa TSl PeIIeHHs 33/1a4; TIOPSIOK
OIICHKH Pe3yJIbTaTOB PEIICHHS 33714
poheCCUOHATTHHOM JICITeITLHOCTH
HOMEHKJIaTypa HHPOPMAIMOHHBIX HCTOYHHKOB
MPUMEHSIEMBIX B POPECCHOHATBHON
JeSITeTIbHOCTH; IPUEMBI CTPYKTYPUPOBAHUS
uHpopmanuu; popmar opopmIeHHUS
pe3yabTaTOB MOMCKA HH(POPMAIHH
CoJIepKaHUE aKTyaJlbHOM HOPMaTUBHO-
MIPABOBOM JOKYMEHTAIMH; COBPEMECHHAS
Hay4Has U npodeccuoHanbHas TEPMUHOIOTHUS;
BO3MOJKHBIE TPACKTOPHH POPECCHOHATBHOTO
pa3BUTHS U caMO00Opa30BaHuUs
TICHIXOJIOTUS KOJUIEKTHUBA; TICUXOJIOTHS
JMYHOCTHU; OCHOBBI TPOEKTHOM JICATEIIbHOCTH
0COOEHHOCTH COIMATIBHOTO U KYJIBTYPHOTO
KOHTEKCTa; IpaBuiia 0pOpMIICHUS JOKYMEHTOB
COBpPEMEHHBIE CPEICTBA U YCTPOUCTBA
MHGPOPMATU3ALNY; TIOPSIOK UX IPUMEHEHUS U
MpOrpaMMHOE 0OecIIeYeHUE B
poheCCUOHATILHOM JIeATEILHOCTH.

MIpaBWJIa TOCTPOCHHUS MTPOCTHIX U CIIOKHBIX
MPEUIOKEHU I Ha IPO(ECCUOHATBHBIC TEMBI;
OCHOBHBIE 00IIEYOTPEOUTENBHBIE TIaroJIbl
(6p1TOBast M IpOoPecCHOHANIbHAS JICKCHKA);
JICKCUYECKUH MUHUMYM, OTHOCSIIIUIACS K
OIMCAHMIO MTPEIMETOB, CPEJICTB U MPOLIECCOB
po¢eCCuOHAIBHON eATETbHOCTH;
0COOCHHOCTH MPOU3HOIIEHUS; TIPABUIIA YTEHUS
TEKCTOB MPO(eCCHOHATFHON HANPaBICHHOCTH
OCHOB TIPEIIPUHUMATEIHCKOM e TENHHOCTH;
OCHOB (pMHAHCOBO IPaMOTHOCTH;

MpaBWJI Pa3pabOTKu OU3HEC-TIIIAHOB;

TOPSI/TKA BEICTPAUBAHUS TIPE3CHTAIINI;
KPEIUTHBIX OAHKOBCKHX MPOTYKTOB
0COOEHHOCTH U CITOCOOBI IPUMEHEHUS
MIPOrPaMMHBIX U TIPOTPaMMHO-aIaPATHBIX
CPEICTB 3alIUThl HH(POPMAINH, B TOM YHUCIIE, B
OTIepPAIIMOHHBIX CUCTEMAaX, KOMITBIOTEPHBIX
ceTsx, 0azax JaHHBIX;

TUTIOBBIE MOJICITH YIIPABIICHUS IOCTYIIOM,
CPEeZACTB, METOJIOB U ITPOTOKOJIOB
UJCHTU(DUKAIIMH U ayTCHTU(UKAIUH;

- TpaAUIIUOHHAA CUCTECMAa OTMCTOK B
Oaytax 3a KaK/IyI0 BBITIOJIHEHHYIO padoTy,
Ha OCHOBC KOTOPBIX BBICTABJIACTCA
UTOTOBasi OTMETKA.
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JIucT u3MeHeHU ¥ 1ONOJTHEHUM

B pabouyio mnporpammy ydeOHou gucumruimHabl OIl. 14 Benenue
KOH(pUIEHIIUAIBHOTO  JIeJIoNpou3BojacTBa 1o  crnenuanbHocT  10.02.05
O6ecrnieuenne nHGOPMAITMOHHON OE30MMaCHOCTH aBTOMATHU3UPOBAHHBIX CUCTEM

Ne uzmenenus, oama uzmenenus; Homep CMpPAaHUYbL ¢ USMEHEHUeM
Hanpumep.: I3menenune Nel, 16.06.21 r., ctp. Ne 14
BbLJIO CTAJIO

noonuco HHuLluaﬂbl, gbaMquuﬂ BHeculeco U3MEeHerUA

PaccmoTpeno u o106peno Ha 3aceganuu [TIIK No
IIpoToxon Ne « » 20 I.
[Tpencenarens ITLK: /

noonuce  Muuyuanwvl, pamunus
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