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CoCTaBJICHA HA OCHOBaHNH y‘IC6HOFO IIaHa

« JlokyMeHTOBEIEHHE U apXUBOBEJIEHUE», YTBEPXKIECHHOIO YUEHBIM COBETOM By3a, Iporokosn Ne 12 or
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JOKYMEHTOBEICHHSI U apXUBOBEICHHS
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BusupoBanue PIIJI 1iis1 ucrioiHeHUsI B 04epeHOM y4eOHOM roay

Pabouast mporpamma repecMoTpeHa, oocykIeHa 1 0J00peHa s
ucrionHeHus B 2028-2029 yyeOHOM roy Ha 3aceJaHUH Kadeapsl

6H6JIPIOTe‘lH0-I/IH(l)OpMalIHOHHOﬁ AeATCIbHOCTH, JOKYMEHTOBECACHHUS U AaPXUBOBEACHUA
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1. IEJIX OCBOEHU JUCHUITJIMHBI (MOAY JIST)

@DopMHpOBaHHE y CTYJICHTOB CHUCTEMBI 3HAHMI, YMEHHH ¥ HABBIKOB IO OpraHW3alHM pabOTBl C JOKyMEHTaMH
OTrPaHUYEHHOI0 JOCTYIIA.

2. MECTO JUCIHUILJIUHBI (MOAYJISI) B CTPYKTYPE OBPA3OBATEJIBHOM ITPOI'PAMMBI
Hukn (paznen) OIT: | F1.B

2.1 | TpeGoBaHus K NpeABAPUTEIbLHOH IIOATOTOBKE 00y4arolierocs:

2.1.1| ApxuBoBeneHue

2.1.2| NudopmanroHHast 6e30MacHOCTD U 3aIuTa HHPOPMALUH

2.1.3| Opranusanys 1 TEXHOIOTHS JOKYMEHTAIIMOHHOTO 00€CIeUeH s YIPaBICHHUS

2.2 | Jucuuniannbl (MOLYJU) U NPAKTHKH, AJIS KOTOPbIX OCBOEHHE JAHHON JMCUMIJIMHBI (MO1YJIs1) HEOOXOAUMO KaK
npejalecTByionee:

2.2.1| JTokyMeHTaIMOHHOE 0OecIeUeHNe TOCY IaPCTBCHHOTO U HErOCYIapCTBEHHOTO YIIPABICHHUSI

2.2.2| KampoBoe JeN0npon3BOICTBO M ApXUBBI IOKYMEHTOB IO JINYHOMY COCTaBy

2.2.3| Opranusarus paboThl ¢ 0OpALIEHUSIMH TPAKIAH

3. KOMIETEHIMA OBYYAIOIIET OCSI, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCHUATIINHEI
(MOJTYJIST)

IIK-1: Bragenue 3aKoHoaaTeIbHONH U HOPMATHBHO-MeTOANYecKOi 0a30ii HHGOPMALMOHHO-T0KYMEHTALMOHHOI0
obecneyeHHsl YIPaBJIEeHUs U APXUBHOTO /1eJIa, CHOCOOHOCTHIO OPUEHTHPOBATHLCS B MPABOBOii 6a3e CMEKHBIX 00J1acTel

3HaTh:

- OCHOBBI TIPABOBEICHHUS,;
- 3aKOHOJATCIbHBIE W HOPMATHBHO-NIPaBOBBIE akKThl Poccuiickoii ®Penepanmu B cdepe NOKYMEHTAIIMOHHOTO OOCCHCUCHUS
yIpaBJIeHUs, apXUBHOTO JieJla U CMEXHBIX 00JacTeif;

- HOPMATUBHO-METOAUYECKUE NOKYMEHTHI U HAIIMOHAJIBLHBIC CTAaHAAPTHI B cq)epe JOKYMEHTAIIMOHHOT' O obOecreueHus YyIrpaBJ€HU,
APXHUBHOI'O A€J1a U CMEKHBIX o0J1acTei.

YMeTh:

- OpHCHTHUPOBAaThCS B HOPMATHBHO-TIPABOBOM W METOIUYECKOM 0a3e B CMEXHBIX C JOKYMEHTAI[HOHHBIM OOecrieYeHHEeM
YIpaBJICHUS U apXUBHOTO Jiea 00J1acTsIX;

- aHATM3UPOBATh HOPMATHBHO-NIPABOBYI0 0a3y B COOTBETCTBUU C 3aJadaMU JOKYMEHTALMOHHOTO OOCCIICUCHMs YIPABICHUS U
apXUBHOTIO Jeja.

Baanernb:

- HaBbIKaMM TIIOHMCKa, aHaliu3a, TOKOBaHHA W TMNPHUMCHCHUA IIPaBOBbBIX HOPM B ccbepe JOKYMCHTALIMOHHOI'O obecrneyeHUs
yHOpaBJICHUA U apXHUBHOTO ACia,

- HaBbIKaMU NPUMCEHCHHSA HOPMATHUBHO-NIPABOBBIX AKTOB U MCTOAUMYCCKUX MAOKYMEHTOB JId PCHICHUA 3ana4d HpOCI)CCCHOHaHBHOﬁ
JC€TaJIbHOCTHU B ccbepe JAOKYMCHTAIITUOHHOI'O obecrneyeHus YIpaBJICHHUA U apXUBHOTO A€J1a.

IIK-3: CniocodeH HCcnob30BATh NIPAaBUJIA OPraHU3ALUM BCeX 3TaNoB padoThl ¢ JOKYMEHTAMH Pa3HbIX AOKYMEHTAIIMOHHBIX
CHCTeM, B TOM YHCJIe aDXUBHBIMH 10KYMEHTAMH

3HaThb:

- 3aKOHOJaTeNIFHBIE 1 HOPMATHBHO-TIPaBOBEIe akThl PO B 061acTy paboTH ¢ MOKyMeHTaImei 1 nHpopMaIyeil, apXHBHOTO J1elIa;
- mpaBHJIa pabOTHI ¢ JOKyMEHTaMH OpPTaHU3aINH, YCTAaHOBICHHBIC €¢ JIOKaJIbHBIMU HOPMATHBHBIMH aKTaMU;
- TEXHOJIOTMYECKHE 3TaIbl pabOThI C Pa3INUYHBIMU KaTETOPUSIMHU JOKYMEHTOB OpraHHU3al1H;

- l'IOp?{lIOK u CO)IGp)KaHI/IE: Hpouezlyp TCXHOJIOTHYCCKHUX OTAIIOB pa6OTBI C paBJ’II/I‘{HBIMI/I KaTeFOpI/IHMI/I }IOKyMeHTOB opraHmauI/m.
Ymers:

- CTPYKTYPHPOBaTh, CHCTEMATH3UPOBATh U KIACCUPHUIIUPOBATH JOKYMEHTBI TIO ONIPECIEHHBIM KPUTEPHSIM;
- BBITIOJIHATH paboTy ¢ JOKyMEHTaMH B paMKax MPOLEAYp, YCTAHOBICHHBIX B OPTaHU3AIHH.
Baagern:

- TEXHOJIOTMSIMH  OTICPAIMAME PAOOTHI C Pa3IUYHBIMK KATETOPUSIMU TOKYMEHTOB OpTraHHU3aIiu;
- OpraHM3alMOHHOI 0PUCHOI TEXHUKOH B paMKax CBOCH IMPO(eCCHOHATIBHON IESTEIbHOCTH.

IIK-5: Brageer HaBbIKaMu 00pa0OTKH TOKYMEHTOB Ha BCeX 3Tanax J10KyMeHT0000poTa
3HaTh:

- METOJIBI PErIaMEHTALNH JeTIOIPOU3BOCTBCHHBIX IIPOIIECCOB,;
- IPUHIUIIEI 1 METOMBI YIIOPSIOYCHHUS COCTaBa JOKYMEHTOB M HH(OPMAIMOHHBIX ITOKa3aTeel OpraHU3annm;
- MpaBUJIa OPTaHU3AIMH JICTOMPOU3BOACTBEHHBIX MPOIECCOB B OPTaHU3AIHM;

- TIOPSIIOK W COJEpXKAHUE MpPOIenyp Mo paboTe ¢ JOKyMEHTaMu opraHuzaiuu (00paboTKH, perucTpamnuu, UCIIONHEHHS, KOHTPOIIS,
TEKYIIEro M apXHBHOT'O XPAHCHHS TOKYMEHTOB).

YMeTh:

- IPOBOIUTH YHU(UKAIHIO (GOPM TOKYMEHTOB, IPHMEHIEMBIX B yIIPABICHUCCKOH IEATEIPHOCTH OpTraHH3aIiH;
- OCYIIECTBISITH MPOIEIyphl 1O paboTe C JOKyMEHTaMH oOpraHu3anuu (0O0pabOTKH, pPErHCTpalliy, HCIONHEHHs, KOHTPOIIS,




TEKYILEro U apXUBHOTO XpaHEHHS JOKYMEHTOB).
Baagernb:

- TEXHOJIOTUSIMU PAabOTHI ¢ JOKyMEHTaMH U HH(pOpMaLUeH, B TOM YHCIe OTPAaHUYEHHOTO JOCTyMa.

B pe3ysbTare ocBOeHHS TUCHUILINHBI (MOAYJIs) 00y4AKOUIHIICA T0JKEH

31

3.2

33

3HaTh:
- OCHOBBI TIPABOBEICHU;

- 3aKOHOJATeNbHbIE M HOPMAaTUBHO-NpaBOBble akThl P® B obmactu paboThl ¢ AOKyMeHTauued u uHpopmaimen
(KOH(UICHIMABLHOTO JETONPOU3BOACTBA), APXUBHOTO €A,

- mpaBwia pabOTBl C JOKYMEHTaMH (KOH(QHMICHIMAIbHBIMHM) OpraHU3allM{, YCTAHOBICHHBIC €I0  JIOKAIBLHBIMH
HOPMAaTHBHBIMH aKTaMH (peTyIUPYIOIIX KOH(UISHINATFHOE AETOIPOU3BOICTRO);

- TCXHOJIOTHYCCKHE OTallbl pa6OTBI C PA3JIMYHBIMU KaTCTOpHUAMU KOH(l)I/IZ[eHHI/IaJ'IBHHX JAOKYMCHTOB OpraHU3alliu;
- METOABI pErilaMCHTAlN ACJIONPONU3BOACTBCHHBIX ITPOLECCCOB (KOH(I)I/IZ[CHI.II/I&HBHOFO ,Z[eJ'IOl'[pOPIBBOI[CTBa);

- NPHHIMIIBI U METOIBI YMOPSIOYCHUS COCTaBa IOKYMEHTOB (KOH(UACHIMANBHBIX) M HH(pOPMAIMOHHBIX ITOKa3zaTelel
OpTaHU3aINH;

- [IpaBUJIa OpraHru3anun ACJIONMPOU3BOACTBCHHBIX IMTPOLECCOB B OpTraHU3allnu (KOH(i)I/IZ[eHLII/IaIlBHOFO )IeJ'IOl'IpOI/ISBO}ICTBa);

- TOPSOK W COJCpKaHWE TPOIeHyp Mo paboTe ¢ ITOKyMEHTaMH (KOH(HICHIIMATGHBIMH) OpraHu3anuu (o0paboTkw,
pETUCTpAINH, HCTIOTHEHNUS, KOHTPOJIS, TEKYIIETO U apXUBHOTO XpaHEHHUS JTOKYMEHTOB).

Ymern:
- OpPHEHTHPOBATHCS B HOPMATHBHO-IIPAaBOBOH M METOAMYECKOW 0a3e B CMEXKHBIX C JOKYMECHTalMOHHBIM 00ecTedeHHEeM
ynpasieHus (KOH(GHICHIIHATBHOTO JICIONPOU3BO/ICTBA) M APXUBHOTO JAeNa 00IacTsIX;

- aHAMM3HPOBATH HOPMATHBHO-NIPaBOBYI0 0a3ly B COOTBETCTBHH C 3ajadaMM JOKYMEHTalHOHHOTO oOecrieueHus
ynpasineHus (KOHQUASHIHATFHOTO IETONPOU3BOACTBA) U APXUBHOTO JIENa;

- CTPYKTypHUpOBaTh, CHCTEMATH3UPOBATh U KIACCH(UIMPOBATH KOH(UACHIMAIBHBIE JOKYMEHTHI II0 OHpeAeIEHHBIM
KPUTEPUSIM;

- NPOBOAUTH YHUHKAIMIO (GOPM ITOKYMEHTOB (KOH(PHICHUMANbHBIX), MPUMEHIEMBIX B YNPaBICHUECKOW esITeIbHOCTH
OpraHu3aluy;

- OCYUIECTBIATH NPOIEAYPHl MO paboTe ¢ TOKyMeHTaMH (KOH(WICHIMATBHBIMU) OpraHu3anuu (00pabOTKH, PerucTparuH,
WCTIOTHEHUSI, KOHTPOJISI, TEKYIIETO ¥ apXUBHOTO XPaHEHHSI TOKYMECHTOB).

HNmeTh HABBIKH U (MJIN) ONBIT /1€SATEIHLHOCTH:

- TIOWCKa, aHajJH3a, TOKOBAaHMSA M NPHMCHEHHS MPABOBBIX HOPM B c(epe ITOKYMEHTALMOHHOTO OOCCICUCHHUS YIPaBICHUS
(kOH(UASHIINATFHOTO JIEJIOTPONU3BOJICTBA) H apXUBHOTO JIETa;

- MPUMEHEHHWs HOPMATHBHO-TIPABOBBIX AaKTOB M METOJMYECKHX JOKYMEHTOB Ul pPEUICHUs 3aaad mpodeccHoHaTbHON
JIETaNbHOCTH B cepe ITOKYMEHTALMOHHOTO OOecredeHusl ympaBieHHus (KOHQUACHIMAILHOTO IENIONMPOU3BOJACTBA) H
APXUBHOTO JICJa;

- OpraHU3alNH JAETIOMPOU3BOCTBEHHBIX MPOLIECCOB KOH(MUACHIINATBLHOTO IEIONPOU3BOICTRA.

4. CTPYKTYPA U COJAEP)KAHUE JUCHUIIJIMHBI (MOAYJIS)

HaumeHoBaHue pa3/ieioB U TeM /BU/I 3aHATHS/ C/elnca;[c)zp Yacos Komnerenuuu Jlutepatypa
Pazpen 1. OOmme TpeOoBaHuUsT K  OpPraHU3alMH
KOH(QUICHIHATBHBIX I0OKyMeHTOoB /Pa3gen/
Tema 1. Beenenue B kypc. IToHATHE 0 KOH(DHICHIHATBHBIX 5
JOKyMEHTax
Beenenne B kypc. IloHstne o KOH(pUICHIHAIBHBIX 5 TTK-3 TIK-5 JI1.1 J11.2 J11.3J12.1
nokyMeHTax (nexuus) /Jlex/ ) ) 2.2 1123
IlonsiTue o KOH(HIEHIIATBHBIX JIOKyMEHTax 1 TTK-3 TIK-5 JIT.1 J11.2 JI1.3J12.1
(camocTosTensHas pabora) /Cp/ ) ) 2.2 1123
Tema 2. Opranuzanus KOH(HAECHIINAIEHOTO 5
JIEJIOTIPON3BOJICTBA
Opranm3amuss ~ KOHQUACHIHMAIBFHOTO  JEJIONPOM3BOACTBA 4 TK-3 TIK-5 JI1.1 J11.2 J11.3J12.1
(nmexuus) /Jlex/ J2.2J12.3
Opranu3zanus KOH(pHUICHIIHATHHOTO JIeJIONIPOU3BOICTBA 4 TK-3 TIK-5 JI1.1 J11.2 JI11.3J12.1
(cemuHapckoe 3ansTre) /Cem 3an/ ) ] 227123
Opranuzanus  KOHQUICHIMAIBHOTO  JIEJIONPOU3BO/ICTBA 1 TTK-3 TIK-5 JIT.1 JI1.2 J11.3J12.1
(Texyummii koHTpOIB) /TK/ i i J12.2J12.3




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
Opranm3amuss ~ KOHQUACHIHMAIBFHOTO  JEJOIPOM3BOACTBA 1 TK-3 TIK-5 JI1.1 J11.2 J11.3J12.1
(camocTosTensHas pabora) /Cp/ ) ) 227123
Tema 3. HopMaTHBHO-TIpaBOBOE peETyIHpOBaHHE pabOTHI C 5
KOH(QHICHIIUATbHBIMU JIOKYMEHTAMHU
HopwmaruBHo-nipaBoBOe peryiupoBaHue paboThI c JIT.1 J11.2 J11.3J12.1
KOH(HICHIINATBHBIMA JTOKyMeHTaMu (Jiekiust) /JIex/ 2 TIR-1TTR-3 TIK-5 J12.2 J12.3
HopmartusHo-nipaBoBoe peryaupoBaHue paboThI c
KOH(QUICHIIUATBHBIMA JTOKyMEHTaMH (TEKYIIUH KOHTPOJIb) 1 TIK-1 I1K-3 TIK-5 T JJ_B 22 JJ_I-Izl ; 2.1
/TK/ ’ ’
HopmarusHo-nipaBoBoe peryaupoBaHue paboThI c
KOHQUICHIMATbHBIMA ~ JOKYMEHTAMH  (CaMOCTOSTEIbHAs 1 TIK-1 IIK-3 T1K-5 T JJ_LIZI 22 ;1121 33 J12.1
pabota) /Cp/ ’ ’
Tema 4. [lepeunn KOHPHUICHIHATLHOW HHPOPMAITUH 5
[Nepeunn xoubuaeHIMATEHON HHOPMarmH (Tekmus) /JIex/ 2 MK-3 TIK-5 JI1.1 J11.2 JI1.3J12.1

JI2.2 J12.3
Ilepeunn  xoHuaeHuManbHOH uHGOpManMu  (TEKyIuit 1 TTK-3 TIK-5 JIT.1 J11.2 J11.3J12.1
koHTponb) /TK/ ) ) 2.2 1123
Ilepeunu KOoH(pUAEHIHANIBHOIT uHpopMarun 1 TTK-3 TIK-5 JI1.1 J11.2 JI1.3J12.1
(camocTosTensHas pabora) /Cp/ ) ) 2.2 1123
Tema 5. Cucrema goctyma K  KOH(pHACHIMAIBEHOI 5
UHpOpPMaLUI
Cucrema JocTyna K KOH(DHICHIHAILHOW WHPOPMAITUH JI1.1 JI1.2 JI1.3J12.1
(nexrs) /TTex/ 2 TIK-1TIK-3 TIK-5 27123
Cucrema JocTyna K KOH(DHICHIHAIBHOW WHPOPMALIUH JIT.1 JI1.2 J11.3J12.1
(cemunapckoe 3ansTre) /Cem 3an/ 2 TIK-1TTK-3 TIR-5 227123
Cuctema goctyna K KOH(HUICHUHAIBHOW WHPOpPMALUU JI1.1 J11.2 JI11.3J12.1
(Texyummii koHTpONIB) /TK/ ! TIK-TTIR=3 TIK-5 J12.2J12.3
Cucrema gocTyma K KOH(pUAEHIMANbHONH WHpOpManuu JI1.1 J11.2 JI1.3J12.1
(camocTosTensHas pabora) /Cp/ 2 TIK-1 TIK-3 TIK-5 2.2 1123

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ C/elhg;;p Yacos Komnerenuun Jlutepatypa
Pazpen 2. VYdyer koHGUACHUUAIBHBIX [OKYMEHTOB
/Paznen/

Tema 6. Yuer HocuTenel KOHGHUICHIINATbHON HHOPMAIN 5

VYyer HOcuTenel KOHpHUISHINATbHON HHPOPMALUH (JEKIIHA) JIT.1 J11.2 J11.3J12.1
/Mex/ 2 TIK-3 TTK-5 122123
Vuer HocuTenell  KOHQUACHUWATBPHOH  WHQPOpPMALUU ) TTK-3 TIK-5 JIT.1 J11.2 JI1.3J12.1
(npaxtuueckoe 3austue) /Ip/ ) ) 227123
Vuer HocuTeNnell  KOHQUIACHIUATBPHOH  WHQPOpPMAIUH 1 TK-3 TIK-5 JIT.1 JI1.2 JI1.3J12.1
(Tekyumii konTposs) /TK/ ) ) J2.2J12.3
Vuer HOocHTeNeH  KOHQUICHIUANBLHOW  WHPOpPMAIUH ) TK-3 TIK-5 JIT.1 JI1.2 JI1.3J12.1
(camocTosTensHas pabora) /Cp/ ) ] 227123
Tema 7. Ydyer u3naBaeMbIX KOHOHUICHIUATIBHBIX JOKYMEHTOB 5

VYaer  u3maBaeMbIX ~ KOHOHICHIMATIBHBIX  JOKYMEHTOB ) TK-3 TIK-5 JI1.1 J11.2 J11.3J12.1
(nexuwmst) /Jlex/ ) ) JI2.2 J12.3
Yder  w3maBaeMbIX — KOH(QHICHIHMAIBGHBIX  JOKYMEHTOB 4 TK-3 TIK-5 JIT.1 JI1.2 JI1.3J12.1
(mpaxtuueckas pabora) /IIp/ ) ) 22123
Yyer  u3maBacMbIX  KOH(QHICHIMAIBGHBIX  JOKYMCHTOB 1 TK-3 TIK-5 JI1.1 JI1.2 JI11.3J12.1
(Texyumit konTposs) /TK/ ) ) J2.2J12.3
VYyer M3aBaeMbIX  KOH(QUACHIHMAIBHBIX  JTOKYMEHTOB 5 TTK-3 TIK-5 JI1.1 J11.2 J11.3J12.1
(camocTosTensHas pabora) /Cp/ ) ] 227123
Tema 8. Ilomyuenue (oTmpaBieHre) KOH(PHUICHIHAIBHBIX 5

JOKYMCHTOB




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
[Nomydenne (oTmpaBieHne) KOH(GHUACHINAIBEHBIX JTOKYMEHTOB ) TK-3 TIK-5 JI1.1 J11.2 J11.3J12.1
(nmexuus) /Jlex/ ) ) J2.2J12.3
IMony4enne (oTnpaBicHHe) KOHOUACHIUATBHBIX JOKYMCHTOB 4 K3 TIK-5 JI1.1 JI1.2 JI11.3J12.1
(mpakTuueckas pabdora) /IIp/ J12.2 J12.3
ITonyuenue (oTmpaBieHre) KOHOUICHIIHATBHBIX TOKYMEHTOB 1 TTK-3 TIK-5 JIT.1 J11.2 J11.3J12.1
(Texyumii koHTpONB) /TK/ i i J12.2J12.3
[Honyuenue (oTmpaBiieHHe) KOHPUICHINANBHBIX JOKYMEHTOB 5 K-3 TIK-5 JI1.1 J11.2 JI1.3J12.1
(camocTosTensHas pabora) /Cp/ ) ) 2.2 1123
Tema 9. VYuer  KoHQUAGHIMANBHBIX  JOKYMEHTOB 5
BBIJICIEHHOTO XpaHEHUS
VYaer  KOH(QUACHIMANBHBIX  JIOKYMEHTOB  BBIJEIICHHOTO 4 TK-3 TIK-5 JI1.1 J11.2 J11.3J12.1
xpanenus (nexims) /Jlex/ ) ) 22123
VYaer  KOH()WACHIHMANBHBIX  JTOKYMEHTOB  BBEIJCIICHHOTO 1 TK-3 TIK-5 JI1.1J11.2 J11.3J12.1
xpaHenus (TeKymuii KoHTpois) /TK/ ) ] 227123
Vdyer  KOH(QHICHIMATBHBIX  JOKYMEHTOB  BBIICICHHOIO 5 ITK-3 TIK-5 JIT.1 JI1.2 J11.3J12.1
xpaHeHus (caMmocTosTenbpHas pabota) /Cp/ ) ] 227123
Tema 10. VYuer komupoBaHHS  KOH(PpHIEHLIHAIBHBIX 5
JIOKYMEHTOB
YdeT  KOMMPOBAaHUS  KOH(PUAECHIMAIBHBIX  JOKYMEHTOB ) K3 TIK-5 JI1.1 J11.2 J11.3J12.1
(mexius) /JTex/ ) ) 2.2 1123
Ydyer  kommpoBaHWS ~— KOHQOUACHIMATBHBIX  JOKYMEHTOB ) MK-3 TIK-5 JIT.1 JI1.2 JI1.3J12.1
(npaxtuueckas pabora) /IIp/ ) ) J2.2712.3
VYder  KOMHMPOBaHUS  KOH(PHUACHIMAIBHBIX  JOKYMEHTOB 5 TK-3 TIK-5 JIT.1 JI1.2 JI1.3J12.1
(Tekyumii kKoHTpoJIB) /TK/ ) ) J2.2J12.3
Ydyer  komuMpoBaHHWS ~ KOHQUACHIUMAILHBIX  JOKYMEHTOB 5 ITK-3 TIK-5 JIT.1 JI1.2 J11.3J12.1
(camocrositenbHas padota) /Cp/ J12.2 J12.3

HaumeHnoBaHue pa3je/ioB U TeM /BHJL 3aHATHS/ C/ellscl;lc;p Yacos Komnerenuuu Jlutepartypa
3auer /Pa3nen/

Tema 11. IIpomMeKyTOUHBIH KOHTPOJIb 5
IIpomexxyTouHBIH KOHTPONb /3auéT/ : : : JI1.1 J11.2 J11.3J12.1
4 IK-1 TIK-3 TIK-5 2.2 1.3

HaumeHoBaHue pa3jiejioB U TeM /BU/ 3aHSTHS/ C/elnca;lc)zp Yacos Komnerenuuu Jlutepatypa
Paznen 3. Oobecneuenne COXPAHHOCTH
KOH(QUACHIHATBHBIX I0KyMeHTOoB /Pa3nen/

Tema 12. OpraHuzanusi UCHOJIHEHUS KOHQPUACHIIUATIBHBIX 6
JIOKYMEHTOB
Opraau3anusi UCIOTHEHUS! KOH(PHUICHINANLHBIX JOKYMEHTOB 4 TTK-3 TIK-5 JIT.1 J11.2 JI1.3J12.1
(mexius) /Jlex/ ) ) 2.2 1123
Opraau3anusi HCIIOTHEHUST KOH(PHUICHINATEHBIX JOKYMEHTOB ) MK-3 TIK-5 JIT.1 J11.2 JI1.3J12.1
(mpaxtuueckas pabora) /IIp/ ) ) J2.2 7123
Opranu3anus UCTIOTHEHUST KOH(PHUICHIIMATEHBIX TOKYMEHTOB 5 TK-3 TIK-5 JIT.1 JI1.2 JI1.3J12.1
(Tekyumii konTposs) /TK/ ) ) J2.2J12.3
OpraHu3anus HCTIOTHEHUST KOH(PHUICHIMATBHBIX TOKYMCHTOB 4 TK-3 TIK-5 JI1.1 J11.2 JI11.3J12.1
(camocrositenbHas padota) /Cp/ J12.2 J12.3
Tema 13. ®opmupoBaHue KOHPHUICHIIUAIBHBIX JEIT 6
DopmupoBaHNe KOHPHUICHIMANBHBIX AeN (Jexnus) /JIex/ 4 MK-3 TIK-5 JI1.1 J11.2 JI1.3J12.1
JI2.2 J12.3
®opmupoBaHre KOHDUACHUMANBHBIX JAed  (TpakTHYecKast 4 TTK-3 TIK-5 JIL.1J11.2 J11.3J12.1
pa6ota) /TIp/ ) ) 2.2 1123
@opmupoBaHHE  KOHQUACHIMANBHBIX A€l (TeKyIuit 5 TTK-3 TIK-5 JI1.1 J11.2 JI1.3J12.1
KoHTponb) /TK/ ) ) 2.2 1123




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
®opmupoBaHre KOHGUICHINATBHBIX JAEN (CaMOCTOSATEIbHASL 4 TK-3 TIK-5 JI1.1 J11.2 JI1.3J12.1
pabota) /Cp/ o 227123
Tema 14. TloaroroBka KOHQHICHIHMATBHBIX JEI U 6
JIOKYMEHTOB ISl apXHBHOTO XPAaHECHUS WIIH YHUITOXKEHHS
ITonroroBka KOHGHUACHIMAIBHBIX [ W JOKYMEHTOB JIJIst JI1.1 J11.2 JI11.3J12.1

4 MK-3 TIK-5
APXUBHOTO XPAaHCHUS WM YHUUTOXKEHHS (Jiekmws) /Jlex/ JI2.2J12.3
IToaroroBka KOH(QUAEHIHMATIBHBIX O W JOKYMEHTOB JJIst 1.1 7112 JT1.3012.1
APXMBHOTO XpaHEHUS WJIM YHHUYTOXKEHHUS (IpaKkTH4ecKas 5 IIK-3 TIK-5
J12.2J12.3
pabota) /TIp/
ITonroroBka KOH(QUAECHIHMATBHBIX J€JI U JOKYMEHTOB ans 1.1 7112 71130121
ApXMBHOTO  XpaHEHHS WM  YHHYTOXECHHS  (TEKyLIUi 2 TIK-3 T1K-5
J2.2J12.3
koHTpoIb) /TK/
IMoaroroBka KOH(MUACHIMANBHBIX A€M M IOKYMEHTOB [UIS 1.1 7112 71130121
ApXUBHOTO XPAaHCHUS WM YHHUYTOXXCHHS (CaMOCTOSATEIbHAS 4 I1K-3 IIK-5
J2.2 J12.3
pabota) /Cp/
Tema 15. PexuM COXpaHHOCTH  KOH(DHICHIHAIBHBIX 6
JIOKYMEHTOB
PexxuM  COXpaHHOCTH  KOH(DHICHIHMAIBHBIX JTOKYMCHTOB 5 TTK-3 TIK-5 JIT.1J11.2 J11.3J12.1
(mexnus) /JIex/ J12.2 J12.3
PexxuM  coxpaHHOCTH  KOH(PHUICHLUAIBHBIX JOKYMEHTOB 5 TTK-3 TIK-5 JIT.1 JI1.2 JI1.3J12.1
(Texymuii kontpons) /TK/ ) ) 227123
PexxuM  COXpaHHOCTM  KOH(PHUICHIMAIBGHBIX  JOKYMEHTOB 3 TK-3 TIK-5 JIT.1 J11.2 JI1.3J12.1
(camocTosTenbHas pabora) /Cp/ ) } J2.2J12.3
Tema 16. KoHTponp Hamwuus  KOH(DHICHIHATEHBIX 6
JIOKYMEHTOB
KoHtponp  Hamuuusi  KOHGUACHIHAIBHBIX  JOKYMCHTOB 4 ITK-3 TIK-5 JIT.1 JI1.2 J11.3J12.1
(exnus) /Jlex/ J12.2 J12.3
KonTtpons  Hamuuuss  KOHQUACHIHUANBHBIX  JOKYMEHTOB 5 TTK-3 TIK-5 JIT.1 J11.2 J11.3J12.1
(Texyummii koHTpONE) /TK/ i i J12.2J12.3
KonTtpons  Hamuuuss  KOHQUACHIUATBHBIX  JOKYMEHTOB 4 TIK-3 TIK-5 JIT.1J11.2 J11.3J12.1
(camocTosTensHas pabora) /Cp/ ) ) 2.2 1123
Tema 17. IlpoBeneHne KOH(PHUICHIMAIBLHBIX COBEUIAHUN U 6
NIEPEroBOpPOB
IIposenenue KOH(HAeHIIHAIBEHBIX COBELIaHUI 31 4 TK-3 TIK-5 JI1.1 J11.2 J11.3J12.1
nieperoBopos (yexuus) /JTex/ ) ) J2.2J12.3
[IpoBenenue KOH(pHICHIIHATHHBIX COBEIaHuH u 4 TK-3 TIK-5 JI1.1 JI1.2 JI1.3J12.1
11eperoBopoB (ceMuHapckoe 3ansaTue) /CeM 3aH/ ) ) J2.2J12.3
IIpoBenenue KOH(pHIECHIIMATBHBIX COBEILIaHUN u 3 TTK-3 TIK-5 JI1.1 J11.2 JI11.3J12.1
TIeperoBOPOB (TeKyIuii KoHTpois) /TK/ ) i JI2.2 J12.3
IIpoBenenue KOH(pHIEHIIHATbHBIX COBeLIaHN u 4 TTK-3 TIK-5 JIT.1J11.2 J11.3J12.1
TeperoBopoB (camocTosiTenbHas padota) /Cp/ ) ) J12.2 J12.3
Tema 18. IIpoBeacHue BHYTPEHHHMX pAacClEIOBaHUM IO
¢dakTam  yTpathl  (pasriamieHus) — KOH(GHUICHIUAIBHBIX 6
JIOKYMEHTOB
IIpoBeeHne BHYTPEHHUX pacclefoBaHUi Mo (akTaM yTpaTbl 1.1 7112 71130121
(pasrnamieHus) KOH(GUACHIIMAILHBIX JOKYMEHTOB (JIEKIIH) 4 TTK-1 IIK-3 IIK-5 ’ ) ) ’
J2.2J12.3
/JTex/
IIpoBeneHne BHYTPEHHUX paccleOBaHUi Mo (akTaM yTpaTbl
. JI1.1 J11.2 J11.3J12.1
(pasrnamieHus) KOHQUICHIUATBHBIX JTOKYMEHTOB (TEKYIIUi 4 TTK-1 IIK-3 TIK-5
J12.2J12.3
KoHTpoIb) /TK/
IIpoBeneHne BHYTPEHHUX paccieoBaHUi Mo (akTaM yTpaTbl 1.1 7112 71130121
(pasrnarieHus) KOH(UACHIIHAITEHBIX JIOKYMEHTOB 4 TTK-1 IIK-3 TIK-5
J12.2 J12.3
(camocrositenbHas padota) /Cp/
Tema 19. OcobeHHOCTH 3aIUTHl MHGOPMAIMUA B CHUCTEMax 6

QJICKTPOHHOTO I[OKyMeHTOO60pOTa




HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuun Jlutepatypa
OcobeHHOCTH ~ 3amUTBl  WHGOpMAIMA B CHCTEMax 4 TK-3 TIK-5 JIT.1 JI1.2 JI1.3J12.1
9JIEKTPOHHOTO TOKyMeHTooOopoTa (nexmus) /JIek/ ) ) JI2.2J12.3
OCOOEHHOCTH  3AllUTHI nHpOpMAIUU B CHCTEMAX 4 K3 TIK-5 JI1.1 J11.2 J11.3J12.1
5JIEKTPOHHOTO JOKYMEHTO000pOTa (TeKymuii KoHTponb) /TK/ ) ] M2.2J12.3
OcoOeHHOCTH ~ 3amUTBl ~ WHGOPMAIMM B  CHUCTEMax 1.1 7112 71130121
3JIEKTPOHHOTO JIOKyMEHTO000pOTa (caMOoCTOsATEIbHAs paboTa) 6 ITK-3 I1K-5

JI2.2 J12.3
/Cp/

HaumeHoBaHue pa3jiesioB U TeM /BUJI 3aHSITHS/ C/elnca)e]lc):p Yacos Komnerenuuu Jlutepartypa

Ik3ameH /Pazgen/

Tema 20. ITpomeKyTOUHBII KOHTPOJIb 6

TIpoMexyTOUHBIH KOHTPOJIb /DK3aMeH/ : : : JI1.1J11.2 J11.3J12.1
9 IK-1 IK-3 TIK-5 2.2 13

5. ®OHJ ONEHOYHBIX CPEACTB

5.1. KoHTpoJIbHBIE BONPOCHI H 3aaHUS

Bomnpocs! 11 caMOKOHTpOIIS:

1. Kak xnmaccudunupyercst ”HGOpMAIHS 10 KPUTEPUIO JOCTYITHOCTH?

2. PackpoiiTe MOHATHS «IeHHAs HHGPOPMAIWD», «KOH(QHUICHINAIbHAS HHPOpMANNI», «TOCYIAPCTBEHHAs TalHa», «KOMMeEpUecKas
TaiiHay, «podeccHoHaIbHas TaiHaY.

3. Kakue yrposs! koHGHIEHINATBHON HHOOPMALUH CYLIECTBYIOT?

4. KakoBBI (DyHKIMH CITy>KOBI KOH(OHISHINAIBHOTO ACTOTIPOM3BOICTBA?

5. Kakne mpomecchl BKIIOYAOTCS B KOH(GHUACHITNATBHOE JIEJIOPOU3BOJICTBO?

6. KakoBbl OpraHU3alMOHHbIC U TEXHOJIOIMYECKUE 0COOCHHOCTH KOH(PHUCHIIMATIBHOTO IEIOMPOU3BOICTBA?

7. Yto Takoe «Ilepevennb koOHGUACHITMATLHON HHDOpMAIIAN)?

8. KTo nmeeT npaBo yCTaHABIUBAaTh PEKUM KOMMEPUECKOM TaiiHbI?

9. KTo ycraHaBnMBaeT pexkuM cIy)eOHOH TalHbI?

10. YUro moHMMAaeTCs 10| pa3peliuTeNIbHOH CUCTEMOH JoCcTyna K KOH(UICHIMaIbHON HH]popManu?

11. Kakum oOpa3om odopmirseTcs: ToCTyl K KOHGHASHINATLHOH HH(OopMaIim?

12. B kaKux JOKyMEHTax (UKCHPYIOTCS 003aHHOCTH COTPYTHUKOB MO COXPAaHEHHUIO PEXXUMA KOH(HICHIINATBHOCTH?
13. Kak kiaccupuuupyroTcst KOHQUICHIHATBHBIC TOKYMEHTHI [10 CPOKY OTPaHHYCHUS K HUM JIOCTYIa epcoHana’?
14. Kakue nporieypsl BKIIOYAIOTCSI B 9TaIl CO31aHNS KOH(PHUICHINAIBHOTO JOKyMeHTa?

15. KTo mMeeT npaBo mpHCBanuBaTh rpuQ KOHGUACHINAIEHOCTH JOKyMEHTY?

16. Kak onpezensieTcsi ¥ yYUTHIBACTCS] TUPAXK KOH(PUACHIIMATIBHBIX TOKYMEHTOB?

17. Ha xakom 3Tane KoH(UACHIIMAIFHOMY JOKYMEHTY NIPUCBAaNBACTCSl YIETHBIN HOMEp?

18. Kakue oTMETKH CTaBATCS Ha BXOAAIIEM KOH(QHUICHIIMATEHOM JTOKyMeHTe?

19. Kakue nporeyps! BKIIOUaeT OTIPaBKa KOHPHUICHIIHATBHOTO JOKyMeHTa?

20. Kaxue TpeboBaHMs NPeAbSBISIIOTCSA K YCTPOMCTBAM Ul Pa3MHOKEHUSI KOH(PHUICHIMAIBHBIX TOKYMEHTOB?

21. Kro naer pasperieHne Ha CHITHE KOIMU ¢ KOH(OUICHIIMAIBHOTO JOKYMEHTa?

22. B uem ocobeHHOCTH 0(hOPMIICHUS BRIITICOK U3 KOH(HICHIINATHHBIX TOKYMEHTOB?

23. B yem 0cobeHHOCTH O(QOPMIICHHUS PE30TIOLUI HAa KOHUACHIINATIBHBIX TOKYMEHTaX?

24. KakoBBI LIeJTH U 331241 KOHTPOJIS 32 CIIOJTHEHUEM KOH(UICHIINAIbHBIX TOKyMEHTOB?

25. KTo mMeeT paBo CHUMaTh KOH(HICHITNATIBHBIE JOKYMEHTHI C KOHTPOJIS?

26. B uem 0coOeHHOCTH HOMEHKIIATYPHI KOH(PHUACHIIMAIBHBIX eI OpTaHH3aI[IH?

27. MoryT 11 KoHHIeHIIUaIbHbIe JOKYMEHTHI BKIIOUAThCS B OObIYHBIE Aea?

28. Yro Takoe KOH(GHUICHINAIBHBIC JOKYMEHTHI BBIJCTIEHHOTO XpaHEHHS?

29. Kakwue onepaniuu BKIIIOYaeT B ceOst Mporieypa CHATHS rpruda KOHPUISHIHATHbHOCTA?

30. Kaxue TpeboBaHMs NPEABSBISIIOTCS K XpaHUIUIIAM KOH(UACHINATBHBIX TOKYMEHTOB?

31. C KakoH LEbI0 UCIIOJIHUTENHN B KOHIE padodero aHs 00s3aHBI cAaBaTh KOH(UACHLIHUATIBHBIE JOKYMEHTHI B COOTBETCTBYIOIIYIO
CIyx0y?

32. Kakue BUIBI IPOBEPOK HATHUHS KOH(HICHIINATBHBIX JOKYMEHTOB cynecTByI0T? Kak pukcupyroTcs ux pe3yiasTaTs?
33. Kakue Mepbl MPEANPUHIMAIOTCS IPH YCTAHOBICHHH (paKTa yTpaThl KOHPHICHIMAIBHOTO TOKYMEHTa?

34. B KakuXx Ciydasix COBEIlaHUE OTHOCUTCS K KOH(UICHIIMAIBHEIM?

35. B ueM 0c0OEHHOCTH TTOATOTOBKH KOH(MACHINAIEHOTO COBEIIIAHNS?

36. Kto npurnamraercs K y4acTHiO B KOHQUICHIMATIEHOM COBEIIAHHH, KAaKUM 00pa3oM ohopMIIseTCsl purianieHue?
37. B 4em ocobeHHOCTH OQOpMIIEHHS IPOTOKOJIA KOH(PUACHIIMAIEHOTO COBEIAHMU?

38. Kak BegyTcst pabouue 3aliucy y9aCTHUKaMHU KOH(QHUICHIIMAIHHOTO COBETIaHUs?

3amaHus K 3a4eTy
TeopeTudeckue BOMPOCHI:
1. Otnuuanst KOHGUACHIIUATBFHOTO IEIOTPOU3BOJICTBA OT OTKPBHITOTO JEIOMPOU3BOJICTBA.



2. [TousiTHE 1 0COOEHHOCTH KOH(PUACHIINATIBHOTO JIEIONPOU3BOJICTRA.

3. PerynupoBaHue TPYAOBBIX OTHOIICHHH C COTPYIHUKAMH, 3aHATHIMUA KOH(QHICHIIHATEHBIM JEIONPOU3BOICTBOM.

4. Kimaccu¢ukanns KoHQHUISHIHATEHOH HHPOPMANH U TOKYMEHTOB 0 KaTerOPHAM JAOCTYIIA.

5. TloHsiTHE KOMMEPUYECKON TallHBI, €T0 3aKOHOAATEeNIbHAs 0a3a.

6. [TonsiTHE TOCYJapCTBEHHON TallHBI, €TO 3aKOHOAATENIbHAs 0a3a.

7. HopmaTtuBHO-TIpaBoBasi 0a3a OpraHM3alliid padOTHI C JOKYMEHTAMH, COJCpXAIllUMH CIYy)XeOHYIO TaifHy, TaifHy CICICTBUS U
CYIOIPOU3BOICTBA.

8. CymHoCTb ¥ 331241 KOH(GHICHIIHATBHOTO JIEIOMPOU3BO/ICTBA.

9. KoMIuiekc BHYTPHOPraHH3alHOHHBIX JOKYMEHTOB, PErTIAMEHTUPYIOLIUX KOHMHUICHINAIBHOE ICIOTPOH3BOICTBO.

10. Craryc, cTpyKTypa U IMOPSIIOK OPTaHU3AINH CITyKObI KOH(OHISHINATFHOTO AETOPOM3BOICTBRA.

11. IlepconanbHast OTBETCTBEHHOCTH 32 COXPAaHHOCTh KOH(PHUICHIIMANEHBIX JOKyMEHTOB.

12. Texnonorus coctasnenus Ilepeuns koHpuaeHIMATEHONH HHGOPMAIIMK OPraHU3aLIKH.

13. TpeboBaHHMs K cUCTEME AOCTYIA K KOH(OUICHINATBHBIM JTOKYMCHTAM.

14. Odopmitenne pa3penieHui Ha paboTy ¢ KOHPUICHINATEHBIMU TIOKYMEHTaMH U COTJIAIICHHUH O HepasTJIallleHUH TaHEI.

[TpakTHyecKre BOIPOCHI:

1.0dopMuTE cornacHo TpeOOBAHMSIM CIICITHAIBHBIN OJIOKHOT.

2. OcopmuTh corylacHO TPeOOBAHUAM CTECHOTPAPHIECKYIO TETPAb.

3.0¢dopMHTB corNIacCHO TPeOOBAHUSAM 5 TUNOBBIX JUCTOB (MIpeIHA3HAUEHHBIX [ BBIJAYU OAHOMY HCIIOJHHUTEIIO).
4.0dopMuTh corytacHO TpeOOBaHUIM 3 JIMCTa MIJUIMMETPOBKH (IPEJHA3HAYCHHBIX JJIsI BBLIAYH OJHOMY HCIIOJIHHUTEIIIO).
5.3amoTHUTE Ky pHAJI y4eTa HOCHTENeH KOHQUICHIHATILHOW MH(OPMAITHH.

6.Haiiti omm6xu B 0(opMIIeHHH KOHGHICHIINATBHOTO JOKYMEHTA.

7.3aperucTpupoBaTh KOHQUACHIMAIBHBIH TOKYMEHT B )KypHaJle y4eTa U3JaHHbIX JIOKyMCHTOB C IpH(OM.

8.IlocTaBHUTE Bce OTMETKH M MHJIEKCHI Ha BXOJSIINX M UCXOMAMNX KOH(PHUACHIIHAIBEHBIX JOKyMEHTaX.

9.IlpoBectu nponeaypy yA0CTOBEPESHHUS KOIMH KOH(GHUACHIIMAIEHOTO JOKYMEHTA.

3agaHus K SK3aMeHy

TeopeTuueckue BOIPOCHL:

1. Otnuuns KOH(PUIECHIMANBHOTO JeI0NPOU3BOCTBA OT OTKPBITOTO JEIONPOU3BOJICTBA.

2. [lonsitie 1 0COOCHHOCTH KOH(MHICHINAIBHOTO AEIONPON3BOICTBA.

3. PerynupoBaHue TPyAOBBIX OTHOIICHHH C COTPYIHUKAMH, 3aHATHIMU KOH(QHICHIIHATEHBIM JIETIONPON3BOJICTBOM.
4. Knaccu¢ukanns KoHGHUICHIMANEHON HHPOPMAINH U JOKYMEHTOB 10 KaTerOPHsIM AOCTYIIA.

5. IloHsiTHEe KOMMEpUYECKON TallHBI, €T0 3aKOHOAATeNIbHAs 0a3a.

6. ITonsTHE TOCYAapPCTBEHHOI TaHEI, €r0 3aKOHOaTeNbHAs 0a3a.

7. HopmaTtuBHO-TIpaBoBasi 0a3a OpraHM3allMé PadOTHI C JOKYMEHTAMH, COAEPXKAIIMMH CIy)XeOHyI0 TaifHy, TaifHy CIEeICTBHSI U
CYIOIPOU3BOACTBA.

8. CymHoCTb 1 337241 KOH(HUICHIIMAILHOTO IEI0NPOU3BOACTBA.

9. Kommiiekc BHYTPHOPTraHH3aMOHHEIX JOKYMEHTOB, PETTIaMEHTHPYIOIINX KOHPHUICHIINATBHOE JICIOTIPON3BOICTBO.
10. Craryc, cTpyKTypa U MOPSIIOK OPTaHU3aIMH CIIy>KObI KOH(DHASHINATFHOTO AETOIPON3BOACTBA.

11. [lepconanbHast OTBETCTBEHHOCTD 32 COXPAHHOCTh KOH(PUACHIIMATIBHBIX TOKYMEHTOB.

12. Texnonorus cocraBnenus Ilepeunst koHbUAEHINATbHON HHYOPMALUK OPraHU3ALNH.

13. TpeGoBaHMSA K CHCTEME AOCTYIIa K KOH(OUICHINATBHBIM JOKYMEHTAM.

14. Odopmienue paspenieHuii Ha paboTy ¢ KOHGHUICHINATBHBIMU JOKYMEHTAMH U COTJIAIICHUH 0 Hepas3IiIallleHUHU TaiHBL
15. DTamsl NOATOTOBKH U U3[jaHUe KOHMUIECHIUATBHOTO JOKYMEHTA.

16. Yaer HOCcuTeNeH KOHPHUICHIIMATEHON HH(POPMAIINU U IIPOSKTOB KOH(HACHINAIBHBIX JOKYMEHTOB.

17. OcoberHOCTH 00pabOTKN BXOAAIINX KOH(DUACHINAIBHBIX JOKyMEHTOB.

18. OcobGenHocTr 00pabOTKH UCXOAAMNX KOHDUICHIUATBHBIX TOKYMEHTOB.

19. Kon¢uneHnuanbabele JOKYMEHTHI BBIICICHHOTO XPAHEHHS.

20. INopsanok THpaXxupoBaHUS KOHPHUICHIINATIBHBIX TOKYMEHTOB.

21. OpraHus3arys UCTIOTHEHH KOH(MHUICHIINATBHBIX JOKYMEHTOB.

22. dopmupoBaHue U 0popMIIeHHE KOH(DUICHIMAIBHBIX JIEIL.

23. DxcnepTr3a HEHHOCTH U ITOJrOTOBKA KOH(HUICHIINATBHBIX IOKYMEHTOB 1 JIeJI K apXUBHOMY XPaHEHHIO.

24. PexxuM XpaHeHHUS KOHQHICHIINATBHBIX JOKYMEHTOB M TIOPSAAOK UX BBIIAYH.

25. IIpoBepku HaMM4Usl KOHQUACHIUATBHBIX TOKYMEHTOB 1 0OPMIICHUE PE3YIbTATOB.

26. Drarbl OpraHU3annuyi KOHPHUACHINATEHOTO COBEILAHUSL.

27. OdopmiteHre TOKYMEHTOB KOH(PHIEHIIHATHHOTO COBEIIAHNS.

28. IomydeHue u OTIpaBKa KOH(MHUICHIINATBHBIX JOKYMEHTOB.

29. Ilopanok yHUUTOKEHUS] KOH(PUAESHIIMANBHBIX JOKyMEHTOB C HCTEKIIMMH CPOKAMHU XPaHEHUSI.

30. 3amuTa KOHQUICHINATIBHBIX JOKYMEHTOB OT HECAHKIINOHHUPOBAHHOTO JIOCTYIIA.

IIpakTryeckue BOIpoOCHI:

1.0opMuTh cornacHo TpeOOBaHUSM CHEHANBHBIA OJIIOKHOT.

2. OcopmuTH corytacHO TPEOOBAHUAM CTECHOTPAPHIECKYIO TETPAb.

3.0¢opMUTE COTTacHO TPEOOBAHUSIM 5 THUIOBBIX JIHCTOB (IIPeAHA3HAYECHHBIX /IS BEIAYH OJHOMY HCIIOJIHHUTEIIO).
4.0dopMuTh coritacHO TpeOOBaHUIM 3 JIMCTAa MIJUIMMETPOBKH (IPEHA3HAYCHHBIX JJIsL BBLIAYH OJJHOMY MCIIOJIHHUTEIIIO).
5.3amoTHUTE KypHAJI y4eTa HOCHTeNeH KOH(UICHINATLHOW MH(OPMAITHH.

6.Haiiti ommOKu B 0(OopMIIeHIH KOHGHICHIINATBHOTO JOKYMEHTA.

7.3aperucTpupoBaTh KOH(GUACHIMANBHBIH TOKYMEHT B )KypHaJle y4eTa U3JaHHbIX JIOKyMEHTOB C IpH(OM.



8.IlocTaBUTH BCE OTMETKH M MHJCKCHI Ha BXOJSIIUX U UCXOAAMNX KOH(PHUICHIIMAIBHBIX JOKyMEHTaX.

9.IlpoBecTu nmpouenypy yAOCTOBEPEHHS KOIMH KOH(PHUACHINAIBHOTO JOKYMEHTA.

10.BHecTH maHHBIE 0 KONMU KOH(GHUACHIIMAIFHOTO JOKYMEHTA B )KypHAJI ydeTa KOIMMPOBaHU KOH(DHACHINAIBHBIX JOKYMEHTOB.
11.CocraBuTh OJIOK-CXEMY TEXHOJIOTHYECKOTO IIPOoIecca KOHTPOIIS 32 CPOKAMU HCTIOJIHEHUS KOH(DUACHIIMAIBHBIX JOKyMEHTOB.
12.0opMuTh pe30I0NHI0 Ha KOHPUASHIIMAIHHOM JOKYMEHTE U TPOCTaBUTh HA HEM HEOOXOAUMBIE OTMETKH 00 HCIIOJTHEHUH.
13.0¢opMuTh cripaBKy-3aMeCTHTEIb, BHYTPEHHIOIO OIIMCH U JINCT 3aBEPUTEIb KOH(PHUACHINAIEHOTO JIela.

14.CocTaBuTh aKT O BBIICICHUN K YHHUTOKCHHIO KOH(HCHITNATIBHBIX T

5.2. ®oH O1LIEHOYHBIX CPEACTB
®DoH/T OIIEHOYHBIX CPEJICTB CM. 1O cchlike https://eos.hgiik.ru/Files/fos/2025/®0OC_46.03.02

DoHJT KOHTPOJIFHO-H3MEPUTENEHBIX MATEPHANIOB CM. 10 cchuIke https://eos.hgiik.ru/Files/tkim/2025/®KNM 46.03.02

5.3. Iloka3aTen U KpUTEPHHN OLIECHUBAHUS KOMIIETEHIU A

OneHkoll "OTIMYHO" OLIGHUBAETCSA OTBET, €CAU CTYACHT AEMOHCTPUPYET CHUCTEMHBIE MOJHBIE 3HAHUS M YyMEHHs IO MOCTAaBIECHHOMY
Bonpocy. CozepxaHHe BOIPOCA M3/IAracT CBA3HO, B KpaTKoM (POpMe, pPacKphIBAacT IOCIEAOBATENbHO CYThb M3YUYEHHOTO MaTepHana,
JEMOHCTPHPYS NMPOYHOCTh M MPUKIAAHYIO HAMPABICHHOCTh MOTYyYEHHBIX 3HAHUU M yMEHHUH, HE JOMYCKaeT TePMHHOIOTMYECKUX
ommOOoK ¥ (haKTHYECKUX HETOUHOCTEH.

Orenkoii "xopomro" OIEHUBAETCS OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAYHMTEIBHBIC 3JIEMEHTHI COACPIKAHUS FUIM IPHCYTCTBYIOT BCE
HEOOXOMMBIE 3JIEMECHTHI COZIepKaHM, HO TOIYIICHBI HEKOTOpPhIE OIMNOKM, HHOTJa HAPYIIAIach MOCIEA0BATEIFHOCTD N3IOKCHNUS.
OneHkoi "yIOBIETBOPUTENBHO" OLEHUBAETCS HEMOJHBIM OTBET, B KOTOPOM OTCYTCTBYIOT 3HAUMTENbHBIE DJIEMEHTBI COACPIKAHHS
WJIH JIOITYIICHBI CYIIECTBEHHBIC OMIMOKH, HEJIOTHYHO, IPOCTPAHHO U3JI0)KEHO OCHOBHOE COZIEp KaHUE BOIIPOCA.

OrneHkolf "HEYTOBIECTBOPUTENHHO" OICHUBACTCS OTBET, IPH KOTOPOM CTYAEHTHI IEMOHCTPHPYIOT OTPHIBOYHBIC, OECCHCTEMHBIE
3HAaHUS, HEYMEHHE BBLACIUTH ITIABHOE, CYIIECTBEHHOE B OTBETE, IOMTYyCKAIOT IPyObIe OMINOKH.

"3a4yTeH0" BBICTABNIAETCA €CIH CTYAEHT JIEMOHCTPHUPYET OLIEHHUBAETCSl OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAUUTEIbHBIE IJIEMEHTHI
COZICP)KaHUS WM TIPHCYTCTBYIOT BCE HEOOXOIMMBIE OJIEMEHTHI COACPXKAHHS, HO JIOMYIIEHBI HEKOTOPHIC ONIMOKW, WHOTZA
HapylIanach MOCJIA0BATEIFHOCTD N3IOKCHNUS.

"He 3auTeHO" BBICTaBIISETCS €CIM CTYACHT IEMOHCTPUPYET OTPHIBOUHBIE, OECCUCTEMHBIE 3HAHUS, HEYMEHHUE BBIIENUThH TJIAaBHOE,
CYILECTBEHHOE B OTBETE, JIOITYCKAIOT IPyOble OIIMOKH.



6. METOJJUYECKHUE YKA3AHUSA JJI1 OBYYAIOIIUXCA IO OCBOEHHUIO TUCIUIIVIMHBI (MO Y JIS)

CamocrositensHas paboTa SBISETCS BaKHBIM JIEMEHTOM H3Y4YCHUS TUCHUIUIMHBL YCBOCHHE MaTepuaja JUCIUIUIMHBI HA JICKIUSX,
CEeMHMHApax, NPAaKTUUYECKUX 3aHATHAX W B pe3yjibTaTe CaMOCTOSATENBPHONW TOATOTOBKM M H3YYEHHs] OTHENIBHBIX BOIMPOCOB
JUCLHUIUIMHEL, MO3BOJAT HOJOHTH K NPOMEXYTOUYHOW AaTTEeCTallMd MOArOTOBJICHHBIM. 3HaHUs, HaKalJMBaeMble IOCTENIEHHO U B
PasIMYHBIX paKypcaxX, C HCHONB30BAHHEM IIPOTHBOMOJOXKHBIX MHEHHH W B3MNI0B HAa Ty WIM HHYI0 TNpoOieMy SBISIOTCS
rIyOOKMMHM M KAa4eCTBEHHBIMM, M MO3BOJISIOT ()OPMUPOBATH COOTBETCTBYIOIIME INPOGECCHOHATBHBIE KOMIIETCHIMH KaK HTOT
00pa3oBaTeabHOro Mpolecca.

Jns cucreMaTH3ani 3HAHMH 10 JTUCHUIDIMHE IEPBOHAYATIBHOE BHUMAaHHE cJIeAyeT OoOpaTHTh Ha pabodyio IporpaMMmy Kypca,
KOTOpasi BKJIIOYAET B ce€0S OCHOBHBIE MPOOJIEMBI JUCHUILUIMHBI (TEMATHUKy 3aHSITHI), B paMKaX KOTOPBIX M (OPMHUPYIOTCS BOMPOCHI
JUI KOHTPOJISL U arrectauuu. [1o3TOMy CTYyZEHT, 3apaHee O3HAaKOMMBIIMCH C MPOrpaMMOM Kypca, MOXKET JIydllle COPHEHTHPOBATLCS B
TIOCJICTOBAaTEIIFHOCTH OCBOCHHS Kypca ¢ TIO3UINI OpraHH3aIllii CaMOCTOSTEIBHON paboTHI.

IIpu opranu3anuy mponecca OCBOSHUS JUCIUIUINHEI CIEAyeT YIUTHIBATE!

1. IInanupoBaHKUE BpEMEHH, OTBEACHHOTO Ha OCBOCHHE TUCLUILIHHEL

IIpy m1aHupoBaHWM BpPEMEHM Ha OCBOEHHME IUCLMIUIMHBI CJIEIYeT PYKOBOJACTBOBATBHCS: CTPYKTYpOM IUCLUMIUIMHBL, B KOTOPOi
yKa3aHBl KOJIMYECTBO AaKaZeMHUYECKHX YacoB B pa3pe3e KaKAOM TeMbl, BHAA 3aHATHH (JICKIMOHHOE, CEeMHWHAPCKOE WIIH
MPaKTUIECKOE) U Yachl Ha CAMOCTOSATENBHYIO PaboTy; HOPMOI MPOMEKYTOYHON aTTecTaluH (IK3aMeH).

2. ITocnenoBaTenbHOCTD JEMCTBUM IPU OCBOCHUH TUCLUTUIAHBL.

W3ydyeHnne Kaxaoil TeMbl NUCHUIUIMHBEI IeJIeCOOOpPa3HO HAYMHATH CO 3HAKOMCTBA C COJCP)KaHHEM [UCIUIUIMHBI B pas3pe3e TeM;
3aTeM CIemyeT 3Tam Iog0opa HCTOYHWKOB M3 UHCIA PEKOMEHIYEMBIX M IIOJOOpaHHBIX CaMOCTOATENHHO (HAay4dHBIE CTaThH;
uH(pOpMaLUs MNpPaBOBBIX 0a3 MaHHBIX; HH(OpPMAIMS C O(UIMANBHBIX CAaHTOB TOCYHAapCTBEHHBIX OpPraHOB, OPTaHOB MECTHOTO
caMOyIpaBJICHU U 1Ip.). M3y4eHne HCTOYHUKOBEIYEeCKON 0a3bl MOKET COMPOBOXKIATHCSI KOHCIICKTUPOBAHHEM.

IlenecooOpa3HO BecTH MEpedeHb NPOOJIEMHBIX BOMPOCOB KaK IO CYIIECTBY TEMBI, TaK M B CiIydac 3aTPyJHEHHH C YSCHEHHEM
CMBICTIa M3J0KEHHOTO B MCTOYHHKAX Marepuana (yKa3aHHBIE BONPOCHI MOTYT OBITH pa3pelIeHBl CaMOCTOSITENFHO, BO BpeMs
CECCHOHHBIX 3aHSATHI WIM Ha KOHCYJIbTAlUH C [IPETI0IaBaTesIeM).

Jn1s TONTOTOBKH K MPAKTHYECKUM 3aHATHSAM PEKOMEHIYeTCs MOAPOOHO M3YYHTh KOHCIIEKT JEKIUH W HOPMATHBHO-IIPABOBYIO 0azy W
Ip. WCTOYHUKH, (GopMHupyomue Oa30BBIE 3HAHUS HEOOXOAMMBIC JUIA BBINONHEHHS IPAKTHYECKHX padoT, NpemycMOTPEeHHBIX
KypCOM.

Taxoke peKOMEHIyeTCs O3HAKOMHTBLCS C TEXHOJIOTHEH MPOBEAEHUS MPAKTHYECKUX 3aHSATHH, KOTOpas BKIIOYAET CIEAYIOIME JTalbl:
OOBSCHEHNE 3aaHUs W HAaBHIKOB (KOMIIETCHITHH), KOTOpPHIE 3aKPEIUIIIOTCS B XOAE €ro BEHINONHEHUS; 3HAKOMCTBO C KOHKPETHBIMH
UCTOYHMKAMH WH(OpMaIuy s BHITOTHEHWS 33JaHUSA; OOCY)XAEHHE M YTOYHEHHE BOIPOCOB B XOJE AaHAIN3a HCTOYHHKOB
uH(pOpMaLUK;, COBMECTHBIH HPOCMOTP MEPBUYHBIX PE3yJIbTATOB, OIICHKA HMX COOTBETCTBHS IO (OPMANBHBIM M COJCPIKATEIBHBIM
TpeOOBaHUSM.

3. Vcnonb3oBaHne y4eO0HO-METOIMYECKAX MAaTEPHAIOB U paboTa ¢ INTepaTypoi.

Crenyer mNpUMEHATh CICAYIOMIYIO IOCIEIOBAaTEIbHOCTh U3Y4YEHHS HCTOYHHUKOB Uil (OPMHPOBAHUS 3HAHMI 10 TeMam
JUCLUUIUIMHBL HOPMAaTHBHO-METOJMYECKHE MaTepHajbl M0 JUCLUIUIMHE, KOMMEHTapuu K 3aKOHOAATENIbHBIM aKTaM; HayuyHYI0 H
y4eOHYIO IUTEpaTypy, a TAKKe IPYTHe HCTOTHUKH.

4. IloaroToBKy K TEKyLIEMY KOHTPOJIIO YCIIEBAEMOCTH.

OcHOBHOH 3aauell TEKyIIero KOHTPOJS yCIEeBAeMOCTH OOYYaroIIUXCsl SIBISETCS IOBBILICHHWE KauyecTBa 3HAHMH, MpuoOpeTeHHe U
pa3BUTHE WMH HAaBBIKOB CaMOCTOSTEIBHOW paboThl. Tekymuil KOHTPONb 3HAaHWH OOYYalOMMXCS MO JUCHHUIUIMHE MOXKET HMETh
CIIEAYIONINE BUABL YCTHBIM ONpPOC Ha JICKIWAX, MPAKTHYECKUX 3aHATHAX; MPOBEPKA BHIIOJHEHUS MHCHBMEHHBIX CaMOCTOSATEIIHHBIX
paboT ¥ TOMAIIHUX 3a/laHU; TECTUPOBAHMUE.

Jnst 5 PeKTUBHON MOATOTOBKH K TEKYLIEMY KOHTPOIIO IO AUCIHUILUIMHE HEOOXOAMMO HCIONB30BaTh PEKOMEHIOBAaHHYIO OCHOBHYIO
U JIOTIONHHUTENBHYIO JINTEPaTypy, KOHCIICKTHI JIEKIHH, pa3pabOTKH CTYACHTOB, BHIIIOJHEHHBIE B pe3yibTare MHOATOTOBKH U
BBITIOJTHCHUSI CEMHHAPCKUX U MPAKTHUECKUX 3aJaHUI.

7. YAEBHO-METOIUYECKOE U THOOPMAIIMOHHOE OBECIIEYEHHUE JUCIUMIIJIMHBI (MOAY JISI)
7.1. Pexomenayemas Jqurepatrypa

7.1.1. OcHoBHasI TUTEpaTypa

ABTOpBI, COCTaBUTETHN 3arnaBue WznarenbctBo, oA, KOJI-BO

J1.1 Kpumramox A. H. KondunenuuanpHoe 1eI0MpOU3BOACTBO U 3aIINTa Open: MexperuonaibHas
KOMMEPUYECKOM TalHbI: Kypc JIEKUU: KypC JeKIMH akazeMusi 0e30MacHOCTH U
https://biblioclub.ru/index.php?page=book&id=428611 BeDKHBaHMsA, 2014. - 199 c.

JI1.2 | Bucrokos B. M. 3amuTa 1 00paboTKa KOH(UIESHIHATBHBIX JOKYMEHTOB! Craspomnons: Cesepo-
yueOHoe rmocooue Kagskazckuit ®enepanbHbIit
https://biblioclub.ru/index.php?page=book&id=458917 yauBepcutet (CKDY), 2016. -

153 c.

J1.3 3ammTa 1 00paboTKa KOHDUICHINATHHEIX JOKYMEHTOB! Crasponoub: Ceepo-
NPAKTUKYyM Kaskazckuit ®enepanbHblit
https://biblioclub.ru/index.php?page=book&id=459333 yausepcuteT (CK®Y), 2016. -

116 c.




7.1.2. lonoJHHUTENIbHAS TUTEPATYPa

ABTOpBI, COCTaBUTENTH 3arnasue W3parenbcTBO, r0J1, KOJI-BO

J2.1 | ®abpuunos A. T, KoHdunennuanpHOE IETOMPON3BOJCTBO U 3AIIUIICHHBIN Mockaa: Jloroc, 2011. - 452 c.

Hémymkun A. C., 9NEKTPOHHBIN TOKYMEHTOOOOPOT: YUeOHUK
Konnpamiosa T. B., https://biblioclub.ru/index.php?page=book&id=84996
Kynsies H. H.

J2.2 | Aprembes B. P. HndopmanmonHo-koMMepuecKkas: 6e30macHOCTh Mocksa: JIabopaTopus KHUTH,
MIPEANPUHUMATEILCKOM e TEIBHOCTH 2010.-38c.
https://biblioclub.ru/index.php?page=book&id=87020

JI2.3 | Porosxun M. 1O. JokyMeHTallMoHHOe oOecrieyeHne yIpaBiaeHus: yaeOHo- Mocksa, bepnun: Jupexrt-
MPaKTUIEeCKOe Mocodue: yueOHoe mocoone Menua, 2014. - 384 c.
https://biblioclub.ru/index.php?page=book&id=253704

7.3.1 IlepevyeHsb NpOrpaMMHOro odecrevdeHust

6.3.1.1| Microsoft Windows

6.3.1.2| Microsoft Office 2010

6.3.1.3| Adobe Creative Suite 6 Master Collection

6.3.1.4| Libre Office

6.3.1.5( AIMP

6.3.1.6| Windows Media Classic

6.3.1.7| Chrome

6.3.1.8| Kaspesky Endpoint Security

6.3.1.9] OpenOffice

6.3.1.1| Acrobat Reader

0
7.3.2 IlepeyeHb HHPOPMALMOHHBIX CHIPABOYHBIX CHCTEM

6.3.2.1| BJ] Dnextponnas Cucrema «Kyabrypa»

6.3.2.2| Dnekrponno-6ubnroreynas cucrema ®TBOY BO «XTHUK». ®I'BOY BO «XTHK»

6.3.2.3| Web NUPBUC XabapoBcKuii rocy1apCTBEHHBIM HHCTUTYT UCKYCCTB U KYJIBTYPbI (3JIEKTPOHHBIN KaTajior)

6.3.2.4| DBC «YuuBepcuTeTCKas OUOIUOTEKA OHIIANH)

6.3.2.5| TTonnoTekcToBas 6asza nanubx Web of Science u Scopus

6.3.2.6| T'apanr

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUITIJIMHBI (MOIYJIS)
Aynuropus Hasnayenue ObopynoBaHue IIporpammHoe
obecrieueHne
[Tomemienue 1t XxpaHEeHUs U Cneuunamm3upoBanHas Mebenb Ha 1 | Microsoft Windows
PO UITAKTHIESCKOTO pabouee Microsoft Office
o0CITy)KUBaHUs y4eOHOTO MecTo (mKkagsl 2 mT., cTeuiaxu 3 mwr., | 2010
03 obopynoBaHUs CTYJIbS, Kaspesky Endpoint
cton). Ilepconanbubiii kommbtorep (1 | Security
IIT.)
[omenieHue 1u1si XpaHSHUS U CneunammupoBanHas Mebenb Ha 1 | Microsoft Windows
TIPOQHITAKTHIECKOTO pabouee Microsoft Office
o0CITy)KUBaHUs y4eOHOTO mecto  (mkad, cremmax, cryabs, | 2010
00opyI0BaHUs CTOJIBI). Kaspesky Endpoint
IlepconanbHbIi KOMIIBIOTEP B | Security
122 KojuuecTse 1 mr.
C MOIKIIOYeHHEeM K ceTu «VIHTepHET»
u
JOCTYTIOM B JIIEKTPOHHYIO
HH()OPMAIMOHHOOOPA30BaTEILHY IO
cpeny By3a.




Aynuropus Ha3nauenue O6opynoBanne IIporpammuoe
obecrieyeHre
IMomemienne st CrenmanmsupoBanHas MeOens Ha 25 | Microsoft Windows
CaMOCTOSITETbHON paboTHI IIOCal04YHBIX AIMP
(uuTanbHBIN 321 OUOIUOTEKH) Mect  (crombl, cTymbs, KHiDkHBIe | Kaspesky Endpoint
mKader), Security
TEJIEBU30D, KHIUKHBIH n | OpenOffice
209 JOKYMEHTAJIbHBIN ¢doua. | Acrobat Reader
ITepcoHanbHbIe KOMIBIOTEPHI (9 MIT.) € NVDA
MOJKIIIOYEeHHEeM K ceTn «UHTepHEeT» H
JOCTYTIOM
B OJJIGKTPOHHYIO  HMH()OPMALMOHHO-
00pa3oBaTeIbHYIO Cpelry By3a.
YueGHas ayIuToOpust IIst CrnenuanusupoBanHass mebenb Ha 26 | Microsoft Windows
TIPOBEICHUS 3aHATHI MOCaJI0YHBIX Microsoft Office
JIEKIIMOHHOTO TUTIA, 3aHITHN MeCT (CTOJIBI KOMITBIOTEPHEIE, CTOJBI 2010
CEMMHAPCKOI'0 TUIA, IPAKTUYECKUX 3aHATUH, MUCBMEHHBIE, CTYIIbSI, pabouee MecTo Kaspesky Endpoint
IPYIIOBBIX X HHAWBUY aTbHBIX IperoAaBaTes, mkad, JIockd | Security
KOHCYJIBTAIHH, TEKYIIIETO HaCTCHHBIE,
KOHTPOJISI U IPOMEXYTOTHOM ayAUTOPHBIE).
aTTecTaluuy (KOMIbIOTEPHBIH [lepconanbHble KOMIBIOTEPHI (B
KJI1acc) KoJm4ecTBe 9
mMT.) C TOAKIIOUYCHHEM K  CETH
«HTepHET» U
JOCTYIIOM B JNIEKTPOHHYIO
HHPOPMaANOHHO-00pa30BaTEIHHYTO
cpeny By3a, UQpoBast
303 HHTEPAKTHBHAS JIOCKa
TRACEBOARD (B
KOMIUIEKTE c MPOTPaMMHBIM
obecneueHueM).  J[eMOHCTpAI[HOHHOE
00opymoBaHue

(MyTBTUMETUHHBIN  TIPE3eHTAMOHHBIN
KOMILIIEKC

B COCTaBe  IIPOEKTOpa,  JKpaHa,
aKTUBHOM

aKyCTHYECKOH CHCTEMBI,
NI€PCOHAIBHOIO

KOMIIbIOTEpPAa) M yueOHO-HarJsiiHbIe
mocoous (B

T.4. B 9JICKTPOHHOM BHJIE)




Aynuropus Ha3nauenue O6opynoBanne IIporpammuoe

obecrieyeHre
VYdaeOHast ayUTOPHS JUIS CnennammupoBanHas Mebens Ha 28 | Microsoft Windows
TIPOBEICHUS 3aHATHHI MOCAJIOYHBIX Microsoft Office
JICKIIMOHHOTO THIA, 3aHATUH MeCT (CTOJIBI KOMITBFOTEPHBIE, CTOJIBI 2010
CEMUHAPCKOTO THITA, TPAKTHICCKUX 3aHATHH, ITICEMEHHBIE, CTYIIBSI, pabodee MecTo Kaspesky Endpoint
IPYIIOBBIX U HHIUBUIYATbHBIX IIperoAaBaTens, mKad, JocKH | Security
KOHCYJIbTAIMi, TEKYIIETO HACTCHHBIE,
KOHTPOJISL K TIPOMEKYTOYHON ayAUTOPHBIE).
aTTeCTaIHN. IepconansHbIE KOMITBIOTEPHI (®
JlabGoparopus Konuuectse 11
HH(POPMAMOHHBIX TEXHOJIOTHI T.) C TOAKIIOYCHHEM K  CETH
(;maboparopwsi, ocHaICHHAS «WHaTepHeT N
11a00paTOPHEIM JOCTYTIOM B IEKTPOHHYIO
000pyI0BaHHEM) “H(POPMALIMOHHO-00Pa30BaTEIbHYIO
309 (KOMITBIOTEPHBIH KITacc) cpeny By3a, DU(poBasdt
HHTEpakTHBHas  jgocka  PolyVision
Webster TS

600 (B KOMIUIEKTE C IPOrPAMMHBIM
obecrieuernem). JleMOHCTpaIHOHHOE
obopynoBaHHe (MyTbTHMEANIHBIN

IPE3CHTALMOHHbIN KOMILIIEKC B
cocraBe

IIPOEKTOpa, 9KpaHa, AKTHBHOH
aKyCTUYECKOU

CHCTEMBI, NIEPCOHAILHOTO

KOMITBIOTEpA) U
y4eOHO-HarIsIHbIe TOCOOHS (B T.4. B
9IEKTPOHHOM BH/IE).

9. BOCITUTATEJIBHASA PABOTA

Bocrmranme o0yd9aromuxcst IPH OCBOCHHH HMMH OCHOBHBIX NPO(ECCHOHATIBHBIX 00pa30oBaTeNbHBIX mHporpamm (mamee — OIIOII)
OCYIIECTBISIETCS] HA OCHOBE paboueil ImporpaMMbl BOCIUTAHHMA M KaJlCHIAPHOTO IIaHA BOCHHTATEIbHON pabOTHI, BKIIOYAEMBIX B
OIIOII.

Ilenms BocmUTAaTETHHOW pPAabOTHI — CO3MAHME YCIOBHI JUIA aKTHBHOHM JKM3HEAEATEIHHOCTH OOYYaromMXCs, WX TPakAaHCKOTO
CaMOOIIpeNIeNICHNs, TMPO(PECCHOHANBHOTO CTAaHOBICHUS M WHAMBHIYAJIbHO-TMYHOCTHOM caMOpealu3allid B  CO3HJATeNbHOI
JEATeNbHOCTU Ul YJOBIETBOPEHUS TMOTpeOHOCTE! B HPAaBCTBEHHOM, KYJBbTYPHOM, MHTEIUIEKTyalbHOM, COLMAIBHOM U
MpoQeCCHOHATBHOM Pa3BUTHH.

3amaun  BOCHHUTATENbHONH pPa0OTHI: pa3BHTHE MHPOBO33PEHHMSA M aKTyalH3alds CHCTEMBI 0a30BBIX IIEHHOCTEH JIMYHOCTH,
OpuoOIIeHHe K O0OlIedeloBeYecCKUM HOpMaM MOpaid, HAalMOHAIBHBIM YCTOSIM M aKaJeMHUYeCKHM TpaJuLUsAM; BOCIHUTAHUE
yBaXX€HHs K 3aKOHY, HOpPMaM KOJJIEKTUBHOW JKU3HM, Ppa3BUTHE TIPakJaHCKOM U COLUAIbHOW OTBETCTBEHHOCTH; BOCHHTaHHE
TIOJIOKUTENFHOTO OTHOIICHHSA K TPyAy, (opMHpoBaHWE KyIbTypsl M JTHKH TPO(ecCHOHATBHOTO oOImeHus; (opMupoBaHUe
JUYHOCTHBIX Ka4eCTB, HEOOXOMUMBIX Ui JI(QQPEKTUBHOH MNpodecCHOHATBHON IEATeNbHOCTH; BOCIUTAHUE BHYTpEHHEH
HNOTPeOHOCTH JUYHOCTH B 3A0pOBOM 00pa3e >KHU3HHM, OTBETCTBEHHOIO OTHOIIEHMS K IPHUPOJHONM M COLMOKYIBTYPHOH Cpele;
TIOBBIIICHHUE YPOBHS KYJIBTYPHI O€30I1aCHOTO TIOBEICHHUSI.

OcobenHoctn W Tpaaumuu HMHCTHTYTa OOYCIOBIMBAIOT CIEAYIOIIME OCHOBHBIC HANpaBICHHWS BOCIHTATENBHON paboTHI:
HNaTPUOTUYECKOE, TPakIaHCKOE, JTyXOBHO-HPABCTBEHHOE, KyJIbTYPHO-TBOpYECKOE, Hay4yHO-00pa3oBaTelIbHOE, MPO(ECCHOHANBHO-
TPYZOBOE, BOJIOHTEPCKOE (IOOPOBOIBUECKOE), IKOJIOTHUECKOE, (U3HNUecKkoe. Buapl pesTesbHOCTH 00y4alOmMXCsl B BOCIHUTATEIBHOI
cucteMe 00pa3oBaTeIbHOW OpraHW3alMM: IPOEKTHAs JEATeNbHOCTh (KaK KOJUIEKTHBHOE TBOPYECKOE JIENO), BOJOHTEPCKas
JeSATeNIbHOCTh, Y4eOHO-HCCIeN0BaTeIbcKas U HayYHO-HCCIeNOBaTeNbcKass AEATeIbHOCTh, IOCYroBas, TBOpYECKas M COLHUAIBHO-
KyIbTypHas AEATEIbHOCTb U JIP.

BocruraTenbHBIN TOTEHIMAN y4eOHO-HCCIEe0OBATENbCKOW U HAayYHO-HCCIEIOBATEIBCKOW JEITEIFHOCTH peali3yeTcss B Ipolecce
Pa3BUTHA HCCIEIOBATEIECKONH KOMIIETCHTHOCTH OOYYalomMXCsl HA TPOTSHKEHHH BCETO Cpoka WX oOydueHms B HMHctutyTe.
Pe3ynpTaTel cTyaeHuUecKoil HaydHO-HCCIIENOBATEIbCKOM AEATEIBHOCTH MPOXOAAT ampoOalui0 B paMKaxX HAy4YHBIX U HAY4HO-
HPaKTHYECKUX KOH(EPEHINH pa3IMIHOTO YPOBHS, B T.4. KOH(QEPEHIMH, OPraHM30BaHHBIX FHCTHTYTOM.

CounanbHO-KyIbTypHas M TBOpYECKas EATENBHOCTh OOYYaIOIIMXCS peann3yercs IpH OpPTraHW3alliM M MPOBEACHHH 3HAYMMBIX
COOBITHII M MeponpHusATHil TI'pa’kAaHCKO-NATPHOTUYECKOH, HAYYHO-HCCIEAOBATEIBCKOM, COIMMOKYIBTYPHOH U  (PU3KYIBTYpHO-
CIOPTHBHON HAaNpaBIEHHOCTU. Buabl TBOpueckol JedTeNnpHOCTH oOydaromuxcss B MHCTUTyTe: My3bIKAIBHOE TBOPYECTBO,
xopeorpaduaeckoe TBOPYECTBO, TeaTpaIbHOE TBOPYECTBO, HAYYHOE TBOPUECTBO, MEIUANIPOCKTHI U JIp.

BonoHTepckas meATenbHOCTh OOyJaroONMXCS — MIIMPOKHA KPYT HAmpaBlIeHHH CO3MAATENBHOW JEATebHOCTH, BKIFOUYAFONIHI
pasnuuHble (GopMBI TpaknaHckoro ydactus. Ilo wuHuNmMaTHBe OOydYaromuXcs M TPH HX AaKTUBHOM Yydactuu B HHctutyte
OCYIIECTBIISIET CBOIO AEATENBHOCTh JOOPOBOIBYECKUIT OTPsAT «MbI».

Peammzarro  PaGouedd mporpaMMbl BOCIIUTAHHS IIOMOTaeT OOecIednBaTh B3aMMOJCHCTBHE C PA3NMUYHBIMH  COIHAJIBHBIMHU
UHCTHTYTaMH, CyOBekTamu BocmnuTaHui. Ocoboe 3HaueHHE I BOCIMTATENBHOTO IIpollecca MMEeT OpPTraHH3aIUs IPAKTUYECKOi
JEATeNIbHOCTH O00Y4YaloluXcsl € IEIbl0 pa3sBUTUS NpodeccCHOHANbHBIX KOMIETEHIMH B ycinoBusX HWHcTHTyTa M HpodMIBHBIX




YUPEKACHUN U OpraHu3aLui.

10. OCOBEHHOCTH OBYYEHHWSI NHBAJIAIOB U JTUL[ C OTPAHHYEHHBIMHY BO3MOKHOCTSMM 3/JOPOBbSI
(OB3)

B mpomecce m3yueHHs NUCIMIUIMHBI U OCYIIECTBICHHUS IPOIENYP TEKYIIETO0 KOHTPOJIS yCIEBaeMOCTH M MPOMEXYTOYHOH
aTTeCTallu MHBAIUIOB U JIUI C OTPAHUYEHHBIMH BO3MOXKHOCTSMH 3IOPOBBS IPUMEHSIOTCS aJalTHPOBaHHBIC (OPMBI 00ydeHHS C
YYETOM MHIUBUYalIbHBIX ICHXO(H3UOIOTHYECKIX OCOOCHHOCTEH.

OOydyeHHe JHI[ C OrPaHWYCHHBIMH BO3MOXKHOCTSAMH W HWHBAIMAOB OPTraHM3YyeTCs KaK COBMECTHO C JAPYTHMH
00yJalOIMMMHCS HA JICKIMOHHBIX M IPAKTUYECKUX 3aHATHAX, TaK W 0 WHANBHIyaJIbHOMY y4eOHOMy IUTaHy. Bo Bpems mpueMHOI
KaMIIaHUM, a TAaKXKe BO BPEMs CAAYM Pa3IMYHBIX (OPM NMPOMENKYTOYHOH M TOCYIAAapCTBEHHOH MTOroBOM arrectauuu B MHcTHTyTE
CO3/1aHBl HEOOXOJMMBIE YCIIOBHS JUISl OKa3aHWSI TEXHWYECKOW ITOMOIIM WHBAIMIAM W JIMIAM C OrPaHMYECHHBIMH BO3MOXXHOCTSIMU
3I0pOBbs (TIPH HEOOXOANMOCTH MOKET OBITh JOMYIICHO NMPHUCYTCTBHE B ayAWTOPHH aCCHCTEHTOB, CONPOBOXKHAIOMINX JIMI, COOaKH-
MOBOABIPS U T.IL.).

OOyuaronyecs M3 4ucCia WHBAJIMIOB U JIML[ C OrPaHMYECHHBIMH BO3MOKHOCTSMH 3JJ0POBbS, NP HEOOXOJUMOCTH, MOTYT
OBITH 00ECTeYeHB! 3JICKTPOHHBIMH M II€YaTHBIMH 00pa30BaTEeIbHBIMH PECypcaMH C Y4eTOM WX HHIMBHAYaJIbHBIX MOTPEOHOCTEH.
Jns peanm3anny JOCTYNHON CpeAbl IMPH HEOOXOAMMOCTH B y4eOHOM mpoliecce MOTYT OBITh 3aeHCTBOBAaHBI JOKyMEHT-Kamepa JUis
YBEJIMUECHUSI TEKCTOBBIX ()PAarMEHTOB M M300pakeHWH (M1 JMI] C HapyLICHUSMH 3pEHUs) M NEPeHOCHAs MHAYKLMOHHAs cucTeMa
Jutst cabocnbimamux «Mcrok» A2 co BCTpOSHHBIM IIIEEPOM — 3BYKOBBIM HH(OPMAaTOPOM.

OBC «YHuBepcureTckas OWOIMOTEKa OHJAWH» TpenoctaBisier obydarommmcs ¢ OB3 (1o 3peHHIo) psia BO3MOXHOCTEH
st obecriedeHus: 3G ¢eKTUBHOCTH mpouecca oOydeHus. [Ipu uTeHHMM MacITa®d CTpaHUIBI CaliTa MOXKHO YBEIHYHUTh C MOMOIIBIO
CIICMAJIbHOTO 3HauKa Ha TJaBHOM CTpaHMIe. MOXKHO HCIIONb30BaTh MOJHORKPAHHBIA PEXUM OTOOpa)KEHMS] KHUTH WM BKIIOYUTH
03BYYMBAaHUEC HEMOCPEACTBCHHO C caiiTa MpH TOMOINM TNPOrpaMM SKpaHHOTO JocTtymna (Hampumep, Jaws , «Balabolkay).
CkaunBaeMble (parMeHTs! B (opmare pdf, mMeromue BBICOKOE KadeCTBO, MOTYT HCIIOIB30BATHCS THUQIOMPOrpaMMaMH IS
TOJIOCOBOTO O3BYYMBAHMsI TEKCTOB, MOTYT OBITH 3arpykKeHbl B TH(IIOIUIEEphl, a TaKKe CKOIMPOBAaHbI Ha JI00OE YCTPOWCTBO JUISt
KOM(OPTHOTO YTCHUSL.

CepBuc OBC «lluraTHHK» TIOMOTaeT ITOJH30BATENI0 W3BICYh ITUTATy M aBTOMATHYECKH (DOPMHPYET KOPPEKTHYIO
6ubmorpaUUecKyro0 CChUIKY, YTO OCOOEHHO aKTyaldbHO IJISl JIHI C OTPAHHYCHHBIMH BO3MOXKHOCTAMH H OOJerdaer IMpoIecc
HaITMCaHUs KypCOBOMN MIIM BBIITYCKHOM KBaJIM(DMKALMOHHOI paOoTHI.

Jis moAroToBkM K 3aHATHAM oOydarommecss ¢ OB3 (10 3peHHI0) MOTYT HCIOJB30BaTh MOOHMIbHOE TpmiiokeHue IbC
«Jlanpy, mpemHa3HaYeHHOE JUIi O3BYYMBAaHMSA TEKCTa KHUTH. PeXWM JocTyma: OJIICKTPOHHBIM, TPHIOKCHHE CKAaYMBAaCTCS
o0yyaromumcsi caMoCTOATENIbHO ¢ caidita e.Janbook.ru, HeoOxomumoe ycioBue: ObITH 3aperucTpupoBaHHbIM B OBC «Jlauby.
Hcnone3yercst cBOOOIHO pacpocTpaHseMas MporpaMma 3KkpaHHoro fgocryna Nvda.

ITogpobHee 00 opraHW3amMM JOCTYHHOM CpeAbl CM. COOTBETCTBYIOUIMH pa3fell OCHOBHOHW NpodecCHOHATBHOH
00pa3oBaTeIbHON IPOTPAMMEL.



