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[Iporpamma coctaBneHa B cootBeTcTBUU ¢ TpeboBanusimu @I'OC BO (Bepcus 3++)
0 HarnpapyieHUI0 MoAroToBKH 46.03.02 JIokyMEHTOBEIEHUE U APXHUBOBEICHUE

ABtop-coctaButenb: [lITonep A. B., norieHT kadgeapbl HICTOPUHU, My3€€BEICHUS U
JIOKYMEHTOBEICHHUS, KaH/I. TI€]l. HAYK, JIOLEHT

Pabouas nmporpamma aucuuIuinHbl kKak coctaBHas yacth OINIOII Ha 3acenanuu coBeTa
¢dakynbpTeTa JOKYMEHTAJIbHBIX KOMMYHHMKAIMI U Typru3Ma peKOMEHJ0BaHa K PACCMOTPEHUIO
9KCIEPTHOM KoMHCccHEN, IpoTokoa Ne 6 ot 22.03.2022

OxcnepTtu3a mposeaeHa 22.04.2022, akt Ne 2022/J10Y

Pabouas nporpamma aucuuiuinHbl kak cocrtaBHas yacth OITOII yTBepkaeHa Ha 3ace-
JTaHUW YYEHOTO coBeTa MHCTUTYTa MPOoTOKoa Ne 6 ot 30.05.2022.

Cpok neiictBust paboyeil mporpaMmbl AUCHUILIMHBI TPOJJIEH Ha 3ace/laHUH Y YeHOTO
COBETa MHCTUTYTA!

YueOHBIH Tox Ne mpoToKo1a, 1aTAa YTBEepKAeHUs
2023/24 npotokoia Ne 8 ot 29.05.2023
2024/25 npotokon Ne 11 ot 27.05.2024
2025/26 npotokoi Ne 8 ot 26.05.2025
2026/27 [Tporokos Ne 10 ot 25.05.2026
n74 HupopmanronHoe obecriedeHre yrpasieHus : padodast mporpaMmMa JTUCIATUIAHBI

nporpamma OakanaBpuara «JlOKyMeHTallMOHHOE OOeCTeueHre YMPaBICHUS» II0
HanpanieHuto noarotoBku 46.03.02 JlokyMeHTOBEIEHUE M apXHUBOBEJEHUE, KBa-
madukarms : OakanaBp / aBr.-cocT. A. B. Iltonep ; YensOuHckuii rocyapCcTBEHHBIN
WHCTUTYT KyIbTypbl. — Uenmsounck, 2022. — 56 ¢. — (PI'OC BO Bepcust 3++). — Teker :
HEMOCPEICTBEHHBIN.

Pabouast mporpaMmMa IMCIMIITHHBI BKITIOYACT: MIEPEUCHB IUTAHUPYEMbIX PE3YJIBTaToOB 00yye-
HUSL TI0 TUCLIMIUIMHE, COOTHECEHHBIX C IUIAHUPYSMBIMH PE3YJIbTaTaMi OCBOCHHUS 00pa30BaTesib-
HOM MpOrpaMMBbl; yKa3zaHHEe MecTa JUCHUIUTMHBL B cTpykType OITOIT; o0peM muctumivHb! B 3a-
YETHBIX CMHHUIAX C YKa3aHHEM KOJIMYECTBA aKaJeMHYCCKHX YacOB, BBIICICHHBIX HA KOHTAKT-
HYI0 paboTy OOyJaromwxcsl ¢ TperofaBaresieM (10 BUIaM YIeOHBIX 3aHSATHI) W HA CaMOCTOS-
TEJBHYI0 Pa0bOTy OOYHaIOIIMXCs; COMCP)KAHHUE JMCLUILIMHBI, CTPYKTYPHPOBAHHOE MO TEeMaMm
(pa3nenam), ¢ yKazaHHEM OTBEICHHOTO Ha HUX KOJMYECTBA aKaJICMHYECKUX YacOB U BHIOB y4e0-
HBIX 3aHATHI; TepedeHb y4eOHO-METOIMIECKOTO OOECIeUeHH s VISl CaMOCTOSITENTbHON PadOThI
00yHarOIIMXCS 10 UCIHILIAHE; (POH]T OLICHOYHBIX CPEICTB IS POBEICHHUS TEKYIIIErO KOHTPOJIS
Y TIPOMEXYTOYHOM arTecTaly 00y4aroMXCsl IO TUCIUILTHHE; IePeUYeHb OCHOBHOM H JIOTIONHHU -
TENBHON Y4eOHOM JIMTepaTyphl, HEOOXOIMMOM JUTsl OCBOCHHS AMCLUILTUHBL, [IEPEUCHb PECYPCOB
MH()OPMAIMOHHO-TEICKOMMYHHKAILIMOHHOH ceTH VIHTepHET, HEOOXOMMMBIX Il OCBOCHUS JIHC-
[UTIIMHBI; METOAUYCCKUC YKa3aHUA I O6yanOIlII/IXC$[ 0 OCBOCHHMIO JUCHUINUIWHBI; IIEPCUCHb
MH(POPMAIMOHHBIX  TEXHOJIOTWH, MCIOJB3YEMbIX MPH OCYIIECTBICHUH 00pa30BaTeIBLHOIO
Tporecca 1o AUCUHILIMHE, BKIIIOYas IepeyeHb MPOrPaMMHOT0 00ECIICUSHHMSI; OITHCAHNE MaTepH-
AITbHO-TEXHMYECKOW 0a3bl, HEOOXOMMMOM /ISl OCYIIECTBICHHST 00Pa30BaTeIbHOIO Mpoliecca Mo
JIMCLHTLINHE.

© YensaOMHCKHIA TOCYJapCTBEHHBIH
WHCTUTYT KyJIbTYpbl, 2022
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AHHOTANUA

WNHnexkc wu  Ha3BaHue
JUCIMILTHHBL TI0  y4eO-
HOMY IUIaHYy

b1.B.11 MudopmanmonHoe odecrieueHue yrnpaBieHHs

Ilens qUCHUTITAHBI

(hopMHpoOBaHUE TTOHUMAHUS TCOPETHICCKIX, METOMUIECKHUX U TPAKTH -
YecKUX NpoOsieM pa3pabOTKH, BHEIPECHUS U COBEPIICHCTBOBAHUS
WHGOPMAIIMOHHOTO O00ECIIeUeHHsI IPOIecca ¥ CUCTEMBI YIIPaBJICHUS B
YCIIOBUSIX TPAIUIIMOHHBIX M HOBBIX WH()OPMAITMOHHBIX TEXHOJIOTHHA

3agaun IUCIIUAILINHEI 3a-
KJIIOYAKOTCS B!

- (opmupoBaHHU MpeICTaBICHUI 00 UCIIOJIb30BaHUU
YHU(DUIUPOBAHHBIX CUCTEM JTOKYMEHTAIIMH KaK OCHOBHBIX HOCHUTEJEH
nHpOpMAIIHH;

- M3y4YeHUH KJIacCH(UKATOPOB
CoLMaIbHOMN UHPOPMAIH, Kak
(hopManM30BaHHOTO ONHMCAHUS JaHHBIX;
— OCBOCHMH BaXHEHIIMX TEXHOJOTUYECKHX IPOIECCOB, CBA3AHHBIX C
uX pa3pabOTKOH W MPUMEHCHHUEM.

TEXHUKO-DKOHOMHYECKON U
CTaHIapTHOTO SI3BIKA

IInanupyemslie [IK-3; TIK-5
PE3YIbTaThl OCBOCHHS
O0mass TPyJOEMKOCTh | B 3a4€THBIX EIUHHIAX — 7

JUCIATIIINHEL COCTAaBJISI-
eT

B aKaJeMHAYECKHUX Jacax — 252

Pa3paboTunku

Ttonep A. B., noueHT kadeapsl HCTOPHUHU, My3€eBEeICHUS U JOKYMEH -
TOBEJCHUS, KaH]. IIeJl. HayK, JOLEHT




1. [IEPEYEHD IINIAHUPYEMBIX PE3YJLTATOB OBYUEHUS 11O JUCIHUILIIUHE,
COOTHECEHHBIX C IINTAHUPYEMBIMU PE3YJIBTATAMH OCBOEHUSA
OBPA3OBATEJIbHOM MPOT'PAMMBI

B nporiecce ocBoeHus1 0CHOBHOI MpodeccoHalIbHONW 00pa30BaTeIbHON MPOTrPaAMMBI
(manee — OIIOIT) oOyuaromuiics JOMHKEH OBIAAETh CIEIYIOIUMH pe3yibTaTaMi O0Y4YEeHuUs 110

JUCHUILIINHE:
Tabmuma 1
[epevyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00YYeHHS
IInanupyembie (MHAUKATOPBI JOCTHKECHHS KOMIIETECHINI)
pe3yabTaThl Kon JJIeMEeHTbI 0 KOMIIETEHIMH M0 JUCIHHILIHHE
ocsoenusi OIIOIl | ungukaTopa | KOMIETEH- B IIEJIOM
1107074
1 2 3 4 5
ITK-3. Cnocob6en | T1K-3.1 3HaTh 00IIre TPUHIMITBI TI0- | OOIIHe MPUHITUIEI T10-
OCYIICCTBJIATh CTPOCHHS JOKYMEHT- | CTPOCHHUS JIOKYMEHT-
OpraHH3alNOHHOE, HOH  CHCTEMBI, CH- | HOH CHUCTEMBI, CH-
JIOKYMEHTAI[HOHHOE CTEMBI YIPaBIEHUS | CTEMBI yIpaBIeHHS
U uHPOPMAIIMOHHOE JIOKYMEHTaMH, Opra- | TOKyMEHTaMH, oOpra-
obecrieueHme HH3AIIN Ciy kOBl | HU3ALIUU CITYKOBI
eI TEIBHOCTH JIOKYMEHTAIIHOHHOTO JIOKYMEHTAIIHOHHOTO
PYKOBOJIHATEIS obecrieueHus yrpanie- | o0eciedeHus yIpaBJie-
OpraHH3aIuu HUSL. HUSL.
[IK-3.2 YmMmers OCYILECTBIIATh OCYILECTBIIATh
0a30BEIE MpoIieCcCHl | 0a30BbIe MIPOIIECCHI
OpraHHU3alMOHHOTO, OpraHU3alUOHHOTO,
JIOKYMEHTAIIMOHHOTO M | JOKYMEHTAIIMOHHOTO U
WHPOPMAIIMOHHOTO WH(POPMAITIOHHOTO
obecrieueHus obecreueHus
JIEATELHOCTH JEATEILHOCTH
PpYKOBOAMTENS PYKOBOJIUTEIS
OpraHU3aIlNH. OpTaHU3aIlHH.
T1K-3.3. Bnanets HaBBIKAMU HaBBIKAMHA
UHQOPMAIIIOHHO- MHPOPMAaIIOHHO-
JIOKYMEHTAIIHOHHOTO JIOKYMEHTAIIHOHHOTO
obecrieueHus obecreueHus
JIEATELHOCTH TEATENLHOCTH
amnmapaTa ympaBJICHHUs | anmapara YIpaBlICHUS
OpraHU3allNH. OpraHU3aIHH.
IIK-5. Cmocoben | ITK-5.1 3HaTh TEXHOJIOTHYECKHE TEXHOJIOTHYECKHE
co3maBaTh M BECTH OCHOBBEI CO3JaHHUS | OCHOBEI CO3JaHus
CHCTEMBI U peau3anuu U peanu3alnuu
JIOKYMEHTAIIHOHHOTO cucteMbl  JIOY  wu | cuctemer JOY wm
obecrieuenus apXHUBHOTO JIeJa. apXMUBHOTIO JIENA.
YIIPaBJICHUS u | IIK-5.2 Ymetb co3/laBaTh M BECTH | CO3JAaBaTb M BECTH
apXWBHOTO Jiela Ha CHCTEMBI CHCTEMEI
Oaze HOBEMIINMX JIOKyMEHTAITIOHHOT O JIOKyMEHTAITHOHHOT O
TEXHOJIOTHH obecreueHus obecrieueHus
yIpaBICHUS U | yIpaBIICHUS u
apXUBHOTO Jella Ha | apXWBHOTO Jeila Ha
Oase HOBeEHIIMX | Oaze HOBEHIINX
TEXHOJIOTHI TEXHOJIOTHI
TIK-5.3. Bnanets HaBBIKaMU HaBBIKAMU
KCIIOJIb30BAHMS HCIIOJIb30BaHHUs




UH()OPMALTHOHHBIX UH(POPMALTMOHHBIX
TEXHOJIOTHH B CHCTEME | TEXHOJIOTHH B CHCTEME
JOY wu apxusHoro | IOY wu  apXxuBHOrO
aena Jena

2. MECTO JUCHMILIUHBI B CTPYKTYPE OBPA30OBATEJILHOM ITIPOI'PAMMBI

JlucuuiuinHa BXOIMT B 4acTh, (HOPMUPYEMYIO YYaCTHHKAMH OOpa30BaTEIbHBIX OT-
HOIIIEHUH y4eOHOTO0 MiIaHa.

JIMcUMIUIMHA JIOTUYECKH M COAEP)KAaTEIIbHO-METOAMYECKH B3aWMOCBSI3aHA C JIUC-
nurmuHamMu: « Mapopmanmonneie TexHomorun B JIOY u apxuBHOM nene», «OpraHuzamus
CEKPETapCKOro OOCTY>KUBaHUA», «AHATUTHKO-CHHTETHUYECKass o00padoTKa JIOKyMEHTa»,
«AHaJTUTHKO-CUHTETHUECKass mepepaboTka uHbopmanun», «lIpakTukym mno opraHuzanu-
OHHO-PACTIOPAANTENbHON JoKyMeHTauum» / «IloaroToBka ymnpaBieHYECKHX TOKYMEHTOBY,
«Couuosnorus ynpasieHus» / «MeToauka COLMONIOIMYECKUX UCCIIeJOBaHMI», «OpraHu3aus
Y TEXHOJIOTHSI JIOKyMEHTAIIMOHHOTO 00ECTICUCHHUs YIIPABICHUN», K ADPXHUBOBEICHUEY; TIPAKTH-
KoH: «O3HaKOMUTEIbHAS MPAKTUKAY.

OcBoenue AUCHUIUTUHBI OyIeT HeoOXoauMo npH uzydeHun: «Oduc-MeHeHKMEHTY /
«MHpopMallMOHHBI MeHEeIKMEHT», «Opranuzanus padoTbl C OOpaleHUSIMHU TpakaaH» /
«Opranu3aliMoHHO-MH()OPMAITIOHHOE O00ECIeYeHne NesITeIbHOCTH pyKoBoAHUTEs», «Kan-
POBOE JIETIONIPOU3BOJICTBOY, «APXHBBI JOKYMEHTOB IO JTUYHOMY COCTaBY», «OpraHU3aluoH-
HOE MPOEKTUPOBAHUEY, IPOXOKICHUH MPAKTHK: «IIpeaaumniomMuas mpakTukay, MOArOTOBKE K
rocy/1apCTBEHHON UTOTOBOM aTTECTaIUH.

3. OBBEM JUCHUTJIUHBI B 3AYETHBIX EJJUHULIAX C YKAZAHUEM
KOJMYECTBA AKAJEMHUYECKHNX YACOB, BBIJIEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYUYAIOIINUXCS C IPENOJABATEJIEM (ITO BUJAM YUEBHBIX
3AHSATHIN) U HA CAMOCTOSITEJIbHYIO PABOTY OBYYAIOHIUXCSA

OO6mas TPyIOEMKOCTh IUCIUIUIMHBI B COOTBETCTBHHM C YTBEPI)KICHHBIM Y4YCOHBIM
IUIAHOM COCTaBJISIET 7 3a4ETHBIX €IUHHUIL, 252 yaca

Taoauma 2

Bcero uacoB
Ounas popma | 3aounas ¢popma

Buj yyeoHoii pa6oThI

OO0u1ast Tpy10EMKOCTh AUCHHUIUIMHBI IO Y4eOHOMY TUIAHY 252 252
— KonrakTtHas pabora (Bcero) 110,5 52
B TOM YHCIIE:
JIEKIINH 36 8
CEMUHAapbI 14 6
[IPaKTUYECKUE 3aHATHS 58 14

MEJIKOTPYNIOBbIE 3aHATUS 0 0

WHJIMBUAYaJIbHbBIC 3aHSATUS 0 0

KOHCYJIBTAIIHAS 8 PAMKAX NPOMEICYMOUHOU ammecma- 2 2

yuu (KoncllA)

uHasg koHtakTHas padota (MKP) 6 pamxax npomesncy- 0,5 4

MOYHOU ammecmayuy

KOHCYJIbTalUH (KOHC.) 5% ot 12

KOHTPOJIb camocTosiTenbHol padboTsl (KCP) JIEKIIMOHHBIX 4aC. 6
— CamocrostenbHas paboTa o0y4aromuxcs (BCero) 114,8 191
— IIpomMekyTOUHAs aTTecTallds O0YyJaroerocss — 3a4er, 26,7 9




OK3aMCH: KOHTPOJIb

4. COAEPXKAHUE JUCUHUNJINHBI, CTPYKTYPUPOBAHHOE MO TEMAM
(PA3JEJAM) C YKASAHUEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA
AKAJJEMUYECKHX YACOB M BUJIOB YYEBHBIX 3AHATHI

4.1. CTpyKTypa npenojaaBaHus JUCUUILIIHMHbI

Tabnuna 3
Ounas popma o0yuenuns
Bunsi yueOHo# padoThI, ®opma
BKJIIOYasi CAMOCTOSITEIbHYI0 padoTy MPOMEKYyTOY-

HOIl aTTecTaluu
(mo cemecTpam)

o0yJarommuxcs, 1

HaunmeHoBanue pasae-
TPYAOEMKOCTH (B aKaJeM. yac.)

Oouras
TPYA0EMKOCTh
(Bcero uac.)

JIOB, TEM
’ KonrakTHasi pabora BT.4.C
¢/p | KOHTAKTHOM pa-
JIeK. ceM. NpaKT. .
0oToii
1 2 3 4 5 6 7

Pazpnen 1. UndopmanuonHoe odecnedenmne

HH()OPMANMOHHBIX CHCTEM YIPaBJIEHHUS

Tema 1. Mudopmanmonusle
npoOJieMbl  OpraHU3aLuH
yOpaBJIeHUs

18

2

2

4

10

Tema 2. Mudopmannon-
Hoe o0ecIieueHne ympas-
JICHUSL: CYIIHOCTb,
TpeOOBaHHUS K OpraHh3a-
1017031

24

10

Tema 3. BHemammuHHOE
nH(OpPMAITMOHHOE 00ec-
MeYyeHue

18

10

Tema 4. BHyTpuMamus-
HOoe  HMH(pOPMAaLUOHHOE
oOecrieueHne

12

10

HUmoeo 6 5 cem.

72

10

6

16

40

Pazgen 2. Cucrema kiaccupuKanuy 1 KOAMPOBAHUS TEXHUKO-IKOHO

uHopmMaumnu

MH4Y€ECK

011 1 COMUAJIBLHOM

Tema 5. Kiaccuduxanus
Y KOJUPOBAaHUE TEXHUKO-
SKOHOMUYECKOH U COLHM-
aIbHOU nHpOpMaIH
(TOCH)

23

4

2

4

13

Tema 6.
KJTacCu(PUKATOPOB
CH

ITocTpoenue
TO-

23

13

Tema 7. Pa3zpaborka u
BEJICHUE KJIACCH(PHUKATO-
pos TOCU

25,8

13,8

3auet 6 cemecTp

0,2

3auetr UKP - 0,2

qac.

HUmoeo 6 6 cem.

72

14

14

39,8

0.2




Pa3znen 3. YHuduuupoBaHHbIE CUCTEMbI JOKYMEHTAIMHU

Tema 8. Yuudwukanus u 22 4 0 10 8
CTaH/IapTH3AIMS  yIIPaB-

JIEHYECKHMX JOKYMEHTOB

Tema 9. Paspaborka 20 4 2 6 8

Tabens (opM ITOKyMeEH-
TOB OpraHU3alUuN

Pasnen 4. IlpoexkTn

OBaHHE CHCTEM HH(OPMALIHOHHOTO ohecie

YCHUSA YIIPaABJACHUSA

Tema 10. IIpeanpoext- 17 2 0 6 9
HOe oOcClieloBaHNEe CH-
creM NOY
Tema 11. TIpoextuposa- 20 2 2 6 10
Hue cuctem MOY
DK3aMeH 7 ceMecTp 29 DK3aMeH
KOHTpPOJIb — 26,7
.
koHcITA — 2 yac.
HKP — 0,3 ygac.
Hmoeo 6 7 cem. 108 12 4 28 35 29
Bcero no 252 36 14 58 114, 29,2
AUCUUIIMHE 8
3aounas ¢popma o0yueHust
. Buabl yueoHoii padoThl, dopma
§ S | BKIIOYas cCaMOCTOSATEIbHYIO padoTy NPOMeKyTO-
Haumenosanme pase- § é E o0y4arouuxcs, v HOM aTTeCcTaluH
1108, Tem S 82 TPYA0EMKOCTD (B aKajeM. 4ac.) (o cemecTpam)
(@) = 2 KonrTakTHasi padoTta BT.4.C
B~ sex. | cem. | npakr. KOHC, | ¢/p | KOHTAaKTHOIil pa-
KCP 0oTo¥i
1 2 3 4 5 6 7 8
Paspen 1. UudopmannonHoe odecneyeHne MHMOPMAIMOHHBIX CHCTEM YIIPaBJIeHUs
Tema 1. MudopmanmoH- 17 2 0 0 15
HBIE TIPOOJIEMBI OpraHu-
3alliM yIIPaBJICHHS
Tema 2. Wudopmarmon- 19 0 2 2 15
HOE o0ecIieueHue yrpags-
JICHUSI: CYIIHOCTh, TPpebo-
BaHMsI K OpraHU3alyu
Tema 3. BaemammnHHOE 16 0 0 2 14
uHpOpMaIoHHOe obec-
neueHue
Tema 4. BHyTpumamivH- 14 0 0 0 14
HOe  WH(]pOpMAIMOHHOE
obecrieueHue
Koncynpranuu 6 4
Koutpons CaMOCTOsI- 2
TETbHON paboTHI
Hmozo 6 5 cem. 72 2 2 4 6 58

Pazpen 2. Cuctema kinaccugukanii U KOAMPOBAHUS TEXHHUKO-IKOHOMHUYECKOH U COUATBbHOMI
uHpopMaumnu

Tema 5. Knmaccuduxarms |

19

2

o | o | o

17

10




" KOJUPOBAHUC TCXHUKO-
SKOHOMHYECCKOU U conm-

aTbHOU uHDOpMAITIH

(TOCH)

Tema 6. Iloctpoenue 23 2 2 2 0 17

knaccuduraropo TOCHU

Tema 7. Paspabotka u 20 0 0 2 0 18

BeJCHHE Kiaccu(pHuKaTo-

poB TOCH

Koncynpranum ITA 6 4

KonTtpons CaMoCTOS- 2

TEIbHOMN paboThI

3auet 6 cemecTp 4 3ager KOHTp. — 2 u.

HKP — 2 gac.

HUmoeo 6 6 cem. 72 4 2 4 6 52 4
Pasznen 3. YHuduuupoBaHHble CHCTEMbI JOKYMEHTAINH

Tema 8. YHudukanus u 24 2 0 2 20

CTaHIApTH3alUs yIpaB-

JICHYECKUX JIOKYMEHTOB

Tema 9. Paspaborka 22 0 2 0 20

Tabenss QopM HOKyMeH-
TOB OpTaHU3AINH

Pasnen 4. IlpoexkTn

OBAaHMEC CUCTEM I/IH(l)OpMaIIPIOHHOFO odecneveHust YHupasBJjcHus

Tema 10. Ilpenmpoexr- 22 2 20
HOEe o0cliefjloBaHUE CH-
ctem UOY
Tema 11. IlpoexTupona- 23 2 21
Hue cuctem 1OY
Koncynpranuu [TA 6 4
KonTtpons CaMoCTOS- 2
TEJIbHOU pabOThHI
DK3aMeH 7 ceMecTp 11 DK3aMeH
KOHTpPOJIb — 9 4.
HKP — 2 gac.
Umoeco 6 7 cem. 108 2 2 6 6 81 11
Bcero no 252 8 6 14 18 191 15
AUCHHUILINHE
Taoauna 4
4.1.1. Mampuya KomnemeHnyuii
HaumeHoBaHue pa3aesioB, TeM g g
= =
1 2 3
Paszoen 1. Ungpopmayuonnoe obecneuenue uHGOpMAYyUOHHBIX CUCeM Ynpagie-
HUs
Tema 1. UadopmarmmonHbIe Ipo0IeMbl OPTaHU3aITNH YITPaBICHIS + +
Tema 2. MadopmanmornHoe obecrieueHre yIpaBieHus: CYIIHOCTh, TPEOOBaHUS K
OpraHu3alnuu
Tewma 3. BaemamuaHoe nH(QOpMaIMOHHOE 00ecrieueHne + +
Tema 4. BayTpuMmammaHOe HHGOPMAIIHOHHOE 00ecTIeueHNe + +
Pazoen 2. Cucmema knaccugpuxayuu u KoOuposamusi mexHuKo-3KOHOMU4ecKol u
COYUANLHOU UHPOpMayUuL
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Tema 5. Knaccudukaiiysi 1 KOAUPOBAHUE TEXHUKO-3KOHOMHYECKOW M COIUAIIb- + +
Hoii nabopmarwu (TOCH)

Tema 6. Iloctpoenue kinaccudukaropos TOCU + +
Tema 7. Pa3paboTka u Beaenue xiaccuduraropo TOCU + +
3ader 6 cemecTp + +
Paszoen 3. Yuuguyuposanuvie cucmemvt 0oKkymenmayuu

Tewma 8. YHubukanms v ctaHaapTH3anus ynpaBIeHYECKUX JOKYMEHTOB + +
Tewma 9. Pa3paboTka Tabenst popM JOKYMEHTOB OpraHHU3AIHN + +

Paszoen 4. Ilpoexmuposanue cucmem uHpopmayuonHozo obecneueHus ynpaeie-
HUA

Tema 10. [IpeanpoexTHoe obcnenosanue cucrem MOY + +
Tema 11. ITpoekTupoBanue cuctem NOY + +
DK3aMeH 7 ceMecTp + +

4.2. Conep:xaHue TUCHUIJIMHBI

Yacrs 1. UndopmanuonHoe obecrnieueHue HH(POPMALMOHHBIX CHCTEM YIIPABJICeHUS

Tema 1. Hugpopmayuonnsie npoonemor opeanusayuu ynpaenenusn. Ilpeamer, 3ana-
yu U coiepkKaHue TUCHUIUIMHBL. COOTHOLIEHHE (YHKIMHA ynpaBiieHUus U UH(POPMAIIMOHHBIX
IpoIecCcOB, 00eCHeUnBaOMIUX 3TH (QyHKIUU. B3auMoCBs3b QYHKUUN ynpaBieHHs, CHCTEM
JIOKYMEHTaIluH, CUCTeM Kilaccupukauuu u kogupoBaHus TOCH 1 TeXHOIOTMYECKUX MpoLec-
coB MOYVY. 3agaun koMIuieKCHOro coBepuieHcTBoBaHUs OV B ycioBusiX HOBBIX MH(oOpMa-
[IMOHHBIX TexHoJoruii. Heo6xoaumMocTs rapMoHu3any MHPOPMAIIMOHHON cUcTeMbl Poccun
U MEXJyHapOJHBIX U 3apyOekHbIX HHPopMannoHHbIX cucteM. Cucrema D/IUDAKT (Dnek-
TPOHHBIN OOMEH TaHHBIMU B YIIPABJIEHUH, B TOPTOBJIE U HA TPAHCIIOPTE) KaK MEXAyHapO HAast
uHpOpMalMOHHAs TexHojorus. TepmuHonorus kypca. CTpykTypa Kypca. Mecto Kypca
Cpelu TOKYMEHTOBEAUECKHUX, apXUBOBEAUECKHUX, MHPOPMAIMOHHBIX U TEXHUYECKHX JUC-
LUIUIHH.

Hcrounukn u smreparypa no kypey. Koncturyums PO®. I'paxknanckuit konekc PO.
3akoHonaTenbHble akThl PD. MexrocynapcTBEHHbIE U MEXIYHApOAHbIE KIaCCU(PUKATOPHI
TOCHU. Knaccudpukaropsr TOCHU. Haumonanbuble crangapthl. [IpaBuna cranmapTuzanuu.
YHu(UIUPOBAaHHBIE CUCTEMbI JIOKYMEHTaluuu. ['ocyapcTBeHHas cucTeMa JIOKYMEHTAllMOH-
HOro obecrneueHus ympasieHus. Jlureparypa. CrpaBounsle uznanus. llepuonnueckue u3na-
HUS.

Tema 2. Hnugpopmayuonnoe obecneuenue ynpasnenusn: CyuwyHoCms, mpeooeanusa K
opzanuzayuu. Pornb napopmanuu B ynpasienun. OOmas kiaccuukanus BUI0B uHOpMa-
IIUM, WCHOJB3yeMOM B ammapare yrpasieHHs. JloKyMeHTHpOBaHHass M O€3J0KyMEHTHas
uHpopMmanus. [lonsiTue cuctemsl 1oKymMeHTau. OyHKIMOHATIBHBIE U OTPACIIEBbIE CHUCTEMBI
nokymeHTtanun. PenepanbHblil 3akoH «O0 nHOopMaK, HHPOPMALMOHHBIX TEXHOJIIOTUAX U
o 3amure uHGopmanym» ot 27 utonst 2006 r. Ne 149-03. Knaccudukanusi 10KyMEHTHPOBaH-
HOW MH(popMaruu no kateropusim joctymna. [loroku nHpopmanuu M ux cTpykrypa. Abco-
JIOTHBIE, JEUCTBUTENbHBIE U (DAKTUUECKU YJIOBJIETBOPsIiEMble MH(POPMAIIMOHHBIE MOTPEOHO-
ctu. Ctpykrypa MOY. Haznauenune u 0COOEHHOCTH OTAENBHBIX cOCTaBHBIX yacTeit UOVY: cu-
CTEM JOKYMEHTAI[MH; CUCTEM KiacCU(PHUKAIMK U KOAUPOBaHUS MHPOpMAIUMU; cUCTEM oOpa-
OO0TKM, XpaHEHHs U MOUCKa yIpaBlieHuecKoi nHpopmanuu. MHpopMalmonHas cuctemMa Kak
opranuszanuonHas ¢opma peanuzanuu MOY. KommyHnukanuu kak cpena peanuzanuu MOV,
dopmanbHble U HeopMaIbHbIe KOMMYHUKAIUH.
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Tema 3. Buemawiunnoe unghopmayuonnoe ooecneuenue. Cucrema TEXHUKO-
HKOHOMUYECKUX U COIMANIbHBIX MoKa3zareneil kak ocHoBa MOY. Cucremsl kiaccupuKanuu u
koaupoBanus TOCH: Ha3zHaueHue, TpeOoBaHMs, TexHONOrHUA. MHDOpManmoHHbIe MOTOKK B
cucteme ynpaiieHus. CUCTeMbI ToKyMeHTanuu. TpeboBaHus kK nokyMeHTupoBanuto TOCH.
WNudopmanronHas B3auMOCBSA3b CUCTEM JOKyMEHTAIMH U Kinaccupukatopo TOCH.

Tema 4. Buympumawiunnoe ungpopmayuonnoe obecneuenue. TpaaullMOHHOE U
aBTomaTtu3upoBanHoe MOY. Ilonsatue u coctaB MHGOPMAIIMOHHOIO 00ecIeYeHnsl aBTOMATHU -
supoBanHbIX cucteM (MO AC) o6pabotku gaHHbIX. POPMBI OpraHU3aUN BHYTPUMAIITHHOTO
NOY. Undopmannonnsie 6a3bl 1 6aHKu gaHHBIX: Mojenu bJI, cucremsl ympasieHust b/l
XpaHwnuiia JaHHBIX U 0a3bl 3HaHUN. BimsHue HOBBIX MH(OPMAIMOHHBIX TEXHOJOTHH Ha
coctaB u npoueccsl MOY.

Yacrs 2. Cucrema KiaccupuKkannu U KOJAMPOBAHUSA
TeXHUKO-IKOHOMHMYECKOH H COIMATBLHONH HHpOPMALUH

Tema 5. Knaccugpukayus u xoouposanue TICH. Enunas cuctema kiaccuuranuu
U KOAMPOBAHUS TEXHUKO-3KOHOMHUYECKOW W commanbHOi mHpopmammu PO (ECKK TOCHU
P®): ucropus pa3paboTku, 3a7auu U COCTaB, HOPMAaTUBHO-MeToAMYecKas Oaza. Denepalib-
HBIN 3aK0H «O TexHU4YeckoM perynupoBanum» ot 27 nexadps 2002 r. Ne 184-D3. U3menenue
CUCTeMbl KJIaccu(UKalMM W KOAUPOBAHMS TEXHHKO-d)KOHOMHUYECKOM W COLMaIbHOU
UHpOpPMALIUH.

INapmonumzaruss OK TOCH ¢ MexayHapoaHbIMH (pEeTrHOHAIBHBIMU) KIIaCCH(pUKAIIH -
MU, MEXTOCYAApCTBEHHBIMU KJIacCU(UKATOPaAMH, MEXKIYHAPOAHBIMU (PErHOHAIHHBIMH)
CTaHJIapTaMH 10 Kiaccupukauuu. 3HaueHUe MEXTyHApOAHbIX Kilaccudukanuii nHGopManuu
s obecrieueHus MHPOPMALMOHHON COBMECTHMMOCTH HH(OPMAIIMOHHBIX CHCTEM pa3HBIX
cTpaH. MexIyHapoJIHble OpTraHU3allu{, OCYUIECTBIIAIONIIME pPa3padoTKy Kiaccuukaimii
uHpopmanuu. MexayHapoanbsle kiaccudukanuu wuHpopmanmu, paszpadoranasie OOH.
Knaccudukanuu uHdpopmanuu, pazpaboTaHHbIE JPYTUMHU MEKIYHApOJIHBIMU OpraHU3aI-
SIMU.

Kareropun knaccudukxaropoB TOCHU, ux craryc, ocooennocta u mecto B MOY. Bza-
umoeiicteue knaccudukaropoB TOCU pa3ubix kateropuid npu ux ucnois3oBanuu B LOY.
Compsoxenue kinaccuduraropoB TOCH mexay coboit u ¢ YCJI. Buasl cTpyKTyp MOCTpOCHHS
knaccupukaropoB TOCHU. @ynkuun knaccudukaropoB TOCU B UOY. Buasl nndopmanuy,
10 KOTOPBIM OCYIIECTBIIsIETCs pa3paboTKa 00IIepOCCUICKIX KIIACCU(PUKATOPOB.

Oo6mepoccuiickue kinaccuukaropsl couuanbHo uHGopMmanuu. OOmepoccuiickue
KJ1accupuKaTopbl HHGOPMALIMU 110 OMUCAHUIO OpraHU3aluu SKOHOMHKHU. OOiiepoccuiickue
KJaccu(ukaTopsl HHPOPMALIMK O MPOAYKLINH, BHIAX SKOHOMHUYECKOH NEATEIbHOCTH M OKa-
3bpIBaeMbIX yciayrax. Oomepoccuiickue kinaccudukatopbl HHPOpMAIMKU O PUPOIAHBIX U TPY-
JOBBIX pecypcax. OOmepoccuiickue Kiaccu(UKaTopbl HHPOpMAUH O (HUHAHCOBO-KPEIHT-
HO# cepe. O6mepoccuiickue kKaaccudukaTopbl HHGOPMAIUU 00 YIIpaBIECHYSCKON JOKYMEH-
TaIMH, MMOKa3aTeNsX U equHuIax usmepenus. Oomepoccuiickue KiaccupukaTops nHpopma-
IIMU O CTaHJIApPTaX U TEXHOJOTHYecKHX mpoieccax. OOuiepoccuiickue KiacCupuKaTopsl Mpo-
YHUX BUJIOB UH(OPMAIIHH.

Tema 6. ITocmpoenue knaccugpuxkamopose TICH. Knaccudukaiusi Kak yHUBEPCAITb-
HBI METOJ M3Y4YEHUS SIBJICHUM OOBbEKTHBHOW NEHCTBUTENBHOCTU U KaK OCHOBA MOCTPOCHHUS
cucTeM XpaHeHHus U 00paboTku uHpopmaruu. O0mue TpeOoBaHus, MPEIBIBIIEMbIE K METO-
naMm knaccudukanuu TOCU. dakTopsl, BIUSAIONIME Ha BEIOOP METOIOB Kiaaccupukauu TI-
CU. Uepapxudeckuii u ¢aceTHbIH METOABl KiIacCH(PHUKAIMKM, JOCTOMHCTBA U HEOCTATKH.
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®opManbHO-IOTHUECKUE TPABUIIA UCTIOIB30BAHUS METOAOB Kiaccu(ukauuu B Kiaccupuka-
topax TOCH.

Komuposanue kak mporecc npeodpazoBanus gaHHbIX. OOmmMe TpeOOBaHUs, PEIbSB-
nseMble K MetojgaM komupoBaHuss TOCU. AndaBur, ocHOBaHHWE W JUIMHA KaK MPHU3HAKH
KOJOB. PerucrpaniMoOHHbIE METOABI KOAUPOBAHMS: IOPAJKOBBIA, CEPUHUHO-IIOPSAKOBBIM.
Knaccudukanmonuble METOIbI KOJAWPOBAHUS: TOCIEI0BATENIbHBIN U napauienbHbld. Kpute-
puu BeIOOpa MeTo0B KoaupoBanusi TOCHU. dopmynsl CTpyKTyp 3anucu koaoB. Hasnauenwue,
MaTeMaTU4YeCcKasi CyIIHOCTh U METOJIMKA pacyeTa KOHTPOJIbHOTO YHCIIA.

Aptomatuzanus kogupoBanusi TOCHU. lItpuxoBsle (JIMHEHHBIE) KOJbI U BO3MOXKHO-
CTH MX MCIIOJIb30BaHUA 715 KoAaupoBaHus nHpopmanuu. CTpykTypa mrpuxoBoro koga EAN.
Bo3MoxHOCTH MCTIONBE30BaHus KOJOB obmiepoccuiickux kinaccudukaropos TOCHU (OK TO-
CH) B xauecTBE OCHOBBI IITPUXOBBIX KOJOB.

Tema 7. Pazpabomka u eedenue knaccugpuxkamopoe TICH. 11P 50.1.024-2005
OCHOBHBIE TIOJIOKEHUS U TIOPSIIOK MPOBEJCHUS padOT Mo pa3paboTKe, BEICHUIO U MPUMEHE-
HUIO oluiepoccuiickux kinaccupukaropoB. Oynkunn PenepaibHOTO areHTCTBA MO TEXHUYE-
cCkoMy peryinupoBanuto u Metrposiorun (PocrexperymupoBanue). @Dynkiuu OI'YII
«Crannaptuandopm». OyHKIMU (enepanbHbIX OPraHOB HCHOJIHUTEIBHOM BiacTH, olecre-
YHMBAIONIUX Pa3pabOTKy, BEIEHUE U IPUMEHEHNE O0IEPOCCUHCKUX KIIaCCH(PUKATOPOB.

Cramun pazpabotku OK TOCH: 1-g cragus — opraHuzamus pa3padOTKu
O0IIEPOCCHIICKOTO KIIacCU(pHUKATOpa; 2-1 CTagusl — pa3paboTKa MepBOH pedaKkIHH MPOEKTa
obuiepoccuiickoro kinaccudukaropa U ee pacchbUika B 3aMHTEPECOBAHHBIE OpraHu3aluu; 3-1
cragusi —  pa3pabdOTKa  OKOHYATeNbHOW  pEeJaKIMU  TPOEKTa  OOIIEPOCCHHCKOTO
KJ1accupuKaTopa, COrjlacoBaHHe U MPEJCTaBICHUE AJISl MPUHATHUS; 4-5 CTaus — HKCIEPTU3a,
NpPUHSATHE, BBEIACHHWE B JEHCTBHE W TOCYAAPCTBEHHAS PErHCTpalUs OOIIEPOCCUHCKOTO

Kinaccudukaropa; S5-s cragus — pa3paboTka, TNPUHATHE, BBEIACHHE B JCHCTBUE W
rocyJapcTBEHHasi  perucTpanus  HU3MEHEHUH, BHOCUMBIX B oO1epoccuiickue
KJIaCCU(UKATOPHI.

OcHoBanus A paspadborku win nepecmorpa OK TOCHU. 3anaun npenBapuTebHOTO
o0crenoBaHus U BaKHEHIIME UCTOYHUKU UCXOAHBIX TaHHBIX Ui pa3paboTKu KiacCUpUKATO-
pa. Ilpemnoxenune o paspadorke OK TOCU. Pazpaborka mpoekra kinaccudukaTopa u ero
coriacoBanue. TpeOoBaHMsS K MOCTPOCHHIO HAaUMEHOBAHUU OOBEKTOB KIAaCCU(PUKALUU U
KIIACCU(UKAMOHHBIX TpynmupoBokK. OdopmiieHue mnpoekTa Kiaccupukaropa. DKCIepTUsa
npeacrabieHHoro Ha yrepxaenue OK TOCH. Topsaok yrepxkaenuss OK TOCH. 3anauu u
OpraHu3alysl roCyIapCTBEHHON peructpanuu kiaccuduxkaropoB. CTpyKTypa perucTpannoH-
Horo umHAekca OK TOCH. OcobenHoctn paszpabotku kiaccupukatopoB TOCHU apyrux
kareropuii. [loaroroBka yrBepxkaeHHoro kinaccudpukaropa TOCH k uznanuto. Bunsl u3nanus
OK TOCH. ®dakTopsl, BIUSIONIME HA BHIOOP BHIAa U3IaHUS KiIacCUpUKaTOpa.

Buenpenne knaccudpukaropoB TOCU. HopMaTHBHO-METONWYECKUE JOKYMEHTHI IO
BHenpeHuto kinaccupukatopoB TOCHU. Opranbl, OCyIECTBISIONINE PYKOBOJICTBO U KOOPAH-
HalMio paboT mo BHeapeHuto kiaccudukaropoB TOCH. HampapneHuss npuMEHEHUS
knaccudukaropos TOCU B MOY. Komiuiekc TOKYMEHTOB, PErIaMEHTHPYIOIIHUX IIPOIECC
BHepeHus KiaccupukatopoB TOCHU B paboTy KOHKpETHBIX opraHuzanuid. TexHomorus
BHenpenuss OK TOCH B aeiicTByrole aBTOMaTU3UPOBAHHBIE CHCTEMbI 00pAaOOTKHU JTaHHBIX.
Hasznauenue u cTpykTypa nepexoaupoBoyHoi Tabnuiel. HasHaueHune u opranusanus KOHTPO-
751 3a BHenpeHueM kiaccupukatopoB TOCHU. YpoBHu koHTposss. Opranbpl, y4acTBYIOIIUE B
OCYIIECTBICHHH KOHTPOJIS 3a BHeApeHueM kinaccudukaropos TOCH.

Opranmzanus BeaeHus kiaccudukaropo TOCU. Lenu u 3agauu CUCTEMBbI BEACHUS
knaccudukaropoB TOCU. HopMaTuBHO-METOAMYECKHE JOKYMEHTHI 110 BEJCHHUIO KIACCH(H-
katopoB. Ctpykrypa cucteMsl BeaeHuss OK TOCU P®. 3anauu u GyHKIIMM OPTaHOB CHCTEMBbI
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BeneHuss OK TOCHU P®. OcHOBHBIE TEXHOJOTMUYECKHE IIPOLIECChl B CHUCTEME BEICHUS
knaccudukaropoB TOCHU. HeaBromarusupoBanHoe BeneHue kiaccudukaropos TOCH.
Aptomatu3upoBanHas cucrtema BeneHus OK TOCU. 3amaunm u dyskimun DenepalbHOTO
nH(GOPMaMOHHOTO (POH/Ia TEXHUYECKUX PETJIAMEHTOB U CTaHIapTOB.

Yacrb 3. YHUPUUIUPOBAHHBIE CUCTEMbI JOKYMEHTAIlUU

Tema 8. Yuugpukayusa u cmanoapmusayus ynpaeieHyeckux 0oKkymenmoas. llenu u
3a7aun yHH(UKAUU JOKYMEHTOB yrpaBieHus. HopmatuBHas 6a3a yHU(DUKAIMHA JTOKYMEH-
ToB. HampasneHust, pUHIMITEI 1 METOABI YHU(DUKALMU JJOKYMEHTOB. MeTo/Ibl cosiepKaTelb-
HOM yHHM(]UKAIMK: yCTaHOBJEHHE cocTaBa (opM (yCTaHOBJICHHE OTPaHUYUTEIIbLHBIX HOMEH-
KJIatyp JeHcTByromux (opm); co3laHue TUHOBBIX ()OpM; TOCTPOCHHE EIAWHOW MOJeNU
JIOKYMEHTOB JJIsl TPYII OJTHOPOJHBIX 3a/1a4 C UCTOJIb30BaHUEM (opMyisgpa-o0pasia; yHupu-
Kallus U CTaHJIapTU3als HHPOPMALMOHHBIX 3JIEMEHTOB U UCHOJIB3yEeMBIX MoKa3aTeneil. Me-
To/bl (hopMarbHOW yHUUKAUWU: YHUPUKALNS CTPYKTYpbl JTOKYMEHTOB; CO3JaHHE OOIIHUX
CHUHTAaKCHYECKHUX MPaBUJ MOCTPOCHHS JOKYMEHTOB; YHH(UKALUS METOJOB KOHTPOJIS
MHPOpPMANIUU B TOKYMEHTaX; YHU(HUKAIM TUIIOB HOCHUTENEH U (popMaToB NOKyMeHTOB. Mc-
nojbp3oBaHue kinaccupukatropo TOCU mpu npoBeneHUM YHH(PHUKALUU JTOKYMEHTOB.
MamuHOOpUeHTAIUS YIPABICHYECKUX JOKYMEHTOB. YHHU(PHIMPOBaHHBIE (HOPMBI JOKYMEH-
ToB (Y®/]) kak pe3ynbTaT yHU(PHUKAIMA U TOCIEIYIOLUIET0 HOPMAaTHBHOTO 3aKpEIJICHHUS.
Crpykrypa YO/I. Kareropun YOI,

Tema 9. Pazpabomka mabenn ¢hopm 0oKymenmoe opzanuzayuu. TabGens (opm
JIOKYMEHTOB OpraHu3alliM: IOHATHE, Ha3HaueHue, cTpykTypa. Paspaborka Tabens ¢opm
JIOKYMEHTOB: MpPEINpPOEKTHOE OO0cienoBaHue, BHIOOP (opMbl, (GopMHpOBaHHE CTPYKTYPHI,
coctapyieHue. Llenu n TexHomoruu npeanpoexTHoro odcnenosanus. Kaptel tokymentos. Ilo-
CTpOEHHE BHYTPEHHEU CTPYKTYphl Tabensi — KiIacCU(UKAIMOHHOW CXEMBI OomucaHus (Gopm
JIOKYMEHTOB. [IprU3HAaKN MOCTPOEHUSI BHYTPEHHEH CTPYKTYPBI: OpraHU3alluOHHAs U PYHKIIHO-
HaJbHasL.

Yacts 4. [IpoekTupoBanne cucTeM HHPOPMALMOHHOI0 o0ecreYeHHsl yIIPaBJIeHHUA

Tema 10. IIpeonpoexmuoe oocnedosanue cucmem HOY. Itansl 00cne0BaHUs J1es-
TEIbHOCTH MPEANPHUATHS: aHAIU3 EPBUYHBIX TPEOOBAHUN U TUIAaHUPOBaHKE padoT; MpoBeie-
HUEe 00cCJeN0oBaHUs JAEATENbHOCTH NPEANPHUATHS; MOCTPOCHHE MOJENeH JeATeIbHOCTH
MPEANPUATHSI; TIOCTPOCHUE CHUCTEMHOTO TpoeKTa (Mojenu TpeOoBaHWi); pa3paboTka mpen-
JIOKEHUH TI0 aBTOMATHU3allliK; pa3paboTka TEXHUYECKOT0 MPOeKTa (MOAETIH peau3aliim).

HopmaTtuBHO-MeTOmMueckne mokyMeHThI mo paspabotrke MOY. Craguu pa3paboTku
NOY. 3anaun ¥ METObl MPEANPOECKTHOTO 00Ce10BaHus UH(OPMAIIMOHHOTO 00ECTIeYeHHUS.
W3ydyeHue cTpyKTypbl, 3a1ad M QYHKIHUH oObekTa uccienoBanus. lMccinempoBanue 3ajad,
¢byHKuui ¥ cTpyKTyphl ciayx0b1 MOY o0bekta. M3yuenue cocraBa u o0beMa JOKyMEHT0000-
pota. CUHTaKCUYECKHUM, CEMAaHTUYECKUM U IPArMaTHYECKUl YPOBHHU HCCIIEOBAHUS TOTOKOB
uHpopmanuu. MccnenoBanue KOJIMYECTBEHHBIX, KAYECTBEHHBIX U BPEMEHHBIX XapaKTEPUCTHK
MH(GOPMALIMOHHBIX TOTOKOB. M3ydeHHe TEXHOJOrMYeCKHX IPOIECCOB IMOJIy4YeHus, olpa-
O0TKH, UCIIOIB30BAHUSA U XpaHeHUs uHopMaru. MHCTpyMeHTapHii npoBeieHus o0ciie0Ba-
HUSL.

Tema 11. Ilpoexmuposanue cucmem HOY. O6001eHre 1 aHaau3 JaHHBIX MpeBa-
putenbHOro obcienoanus. Pa3paboTka Mozesneil 00beKkTa ynpaBieHUs (MOJEIN «KaK €CThb»
U «KaK JIOJDKHO OBITb», CTPYKTYpHOH, (YHKIMOHAIbHON, MH(GOPMAIIMOHHOM, COOBITUIHHON
mojenn). OCHOBHBIE BUABI MPOEKTHBIX JokyMeHTOB 1o MOY. [IpoexkTupoBaHue onTUMab-
HOW CHCTEMBI YIPaBJICHUS JOKYMEHTAaMH M WH(GOPMAIIMOHHBIME pecypcaMu. BriOop TexHu-
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YEeCKOr0 M MPOrpaMMHOTO oOecriedeHus i pa3zpadareiBacmoit cuctemsl MOY. Peanuzanus
HOBBIX HH(OPMAIIMOHHBIX TEXHOJOTHIA B co3/1aBaemoit cucteme MOY.

5. IIEPEYEHb YYEBHO-METOJAYECKOI'O OBECHEYEHUS
JIJISI CAMOCTOSTEJBHOM PABOTBI OBYUAIOHIAXCA 1O JUCHUIIIVHE

5.1. O01mme noJ0KeHus

CamocrosarenbHas paboTa 00ydaroIMXCsl — OCOOBIN BUJ MO3HABATENBLHON JesITEIb-
HOCTH, B IIpoliecce KOTOPOH MPOUCXOAUT (HPOPMUPOBAHHE ONTHUMAIBHOIO Il JAaHHOTO MH/IU-
BUJA CTHJIS TIOJIy4eHUsi, 00pabOTKH U YCBOCHHUsI y4eOHOW MH(POPMALMU Ha OCHOBE MHTETpa-
LIUH €r0 CyObEKTUBHOTO OMBITA C KYJIbTYPHBIMU 00pa3LiaMu.

CamocrosrenbHas paboTa MOXKET ObITh ayJUTOPHOM U BHEAYAUTOPHOM.

AyIuTOpHas caMOCTOSITEIbHAs paboTa OCYILECTBIIAETCS Ha JIEKLUAX, TPAKTHUECKUX
M CEMHHAPCKUX 3aHATUSAX M JAp. BHeayautopHas camocTosATeNnbHash paboTa MOXET OcCy-
IIECTBIISTHCA:

— B KOHTaKTe C IpernojaBaTeieM: Ha KOHCYIbTAIUAX [0 Y4eOHBIM BOIIPOCaM, B X0/1€
TBOPYECKHUX KOHTAKTOB, IIPH JMKBUAALUY 33/10JDKEHHOCTEHN, IIPU BBIIIOJHEHUN UHAWBUIYalb-
HBIX 3aJaHUN U T. 1.,

— 0e3 KOHTaKTa ¢ IpenojaBaTeiaeM: B ayJJUTOPUH JUIsl MHAWBUIYAlIbHbIX 3aHATUH, B
oubimoreke, 0Ma, B OOLICKUTHH U JIPYTHX MECTax MPHU BBIMOJIHEHUH YYeOHBIX M TBOpUE-
CKHUX 3aJIaHHM.

BueaynutopHasi camocrosiTenbHas paboTa, MPEXIe BCEro, BKIIOYAET MOBTOPEHUE
MaTepHala, U3y4eHHOIO B XO/i€ ayJUTOPHBIX 3aHATUH; paOOTy ¢ OCHOBHOM M JOMOJHUTEIIb-
HOW JIUTEPaTypOHd M HMHTEPHET-UCTOYHMKAMHU; MOJATOTOBKY K CEMHUHAPCKHUM, MPAKTHUYECKUM
3aHATHSM; BBIIIOJIHEHHUE 3a/1aHUI, BBIHECEHHBIX IIPEN01aBaTeNIeM Ha CAaMOCTOATENIBHOE U3yye-
HHE; HAyYHO-HCCIIeI0BATEIbCKYIO U TBOPUYECKYIO paboTy 00ydaronierocs.

[enbro caMOCTOATEIbHOM PabOThl 00yUarOIIErocs sBISETCs:

- (opMupoBanue mpUBEPKEHHOCTH K Oy Tymiei nmpodeccuu;

- CUCTeMaTHu3alysl, 3aKperieHue, yriyOjaeHne U pacuMpeHre NOdyYeHHbIX 3HaHUN
YMEHUH, BJIaJICHUI;

- (opMupoBaHHe yMEHUI UCIIOJIB30BaTh pa3IMYHbIe BUAbI U3/1aHUH (OQULIMAIbHEIE,
Hay4HbIE, CIIPaBOYHbIC, HH()OPMAIIMOHHBIE H JP.);

- pa3BUTHE [103HABATEIbHBIX CIIOCOOHOCTEN M aKTUBHOCTH O0ywyarolerocs (Tsopuye-
CKOW MHHUIIMATHBBI, CAMOCTOSITEIIbHOCTH, OTBETCTBEHHOCTH M OPIraHW30BAaHHOCTH);

- (bopMupoBaHHEe CaMOCTOATEILHOCTH MBIIIJIEHUS, CIOCOOHOCTEH K caMOpa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHHIO, CAMOPEATH3AIINH;

- pa3BUTHE UCCIIEA0BATEIBCKOrO U TBOPUECKOTO MBILIUICHHUS.

CamocrosrenbHas paboTa sBIsETCS 0043aTEIBHOM A KaXI0ro 00y4aromerocs, u
ee 00beM M0 KaXKJOU JUCLHUIUIMHE ONpesieNseTcsl yueOHbIM IJIaHOM. MeToiuKa ee opraHusa-
UM 3aBHCUT OT CTPYKTYPBI, XapakTepa U OCOOCHHOCTEH M3y4aeMOi MUCHUIUIMHBI, UHIUBU -
JyaJbHbIX KQ4eCTB M YCIOBUM yueOHOU JesITeIbHOCTH.

st 53¢ GEeKTUBHOM OpraHU3alUuK CaMOCTOSITEIbHON paboThl 00yUarOIINIACs TOJHKEH:

3HaAMb:

— cucrteMy (OpM U METOZIOB OOY4EHHS B BY3€;

— OCHOBBI HayYHOH OpraHu3aluu Tpyaa;

— METOAMKH CAMOCTOATENILHON paboThI;

— KpUTEPUH OLICHKH KauecCTBa BBIIOJIHAEMON CaMOCTOATEIbHOM paboThl;

ymemy:

- IPOBOJUTH MOMCK B PA3IMYHBIX OUCKOBBIX CUCTEMAX;
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- HCIOJB30BATh PA3UYHBIC BUIBI H3/IaHUI,

- NPUMEHATh METOJMKU CaMOCTOATENIBHOM paboThl C yd4eToM OCOOEHHOCTEH
M3y4aeMOM JUCIUIUINHBL,

81a0emsy:

— HaBBIKaMH TUTAHUPOBAHUS CAMOCTOSITEIbHON paboThI;

— HaBBIKAMU COOTHECEHUS IUIAHUPYEMBbIX LI€JIeH U MOIy4YEHHBIX PE3yJIbTaTOB B XO/€
CaMOCTOSITENIbHON PabOTHI;

— HaBBIKAMM IPOEKTHPOBAHUS W MOJEIMPOBAHUS Pa3HbIX BUAOB U KOMIIOHEHTOB
npoeCCUOHATLHOM 1eATEIIEHOCTH.

Metoauka caMOCTOATENIBHOW pPabOThl HPEIBAPUTENILHO DPAa3bACHACTCS Ipenoja-
BaTeJIeM U B IMOCJEIYIOIIEM MOXET YTOYHATHCSA C YUYE€TOM WHAMBHUIYaJIbHBIX OCOOCHHOCTEH
oOyuatomuxcs. Bpems u Mecto caMocToATenbHOM paboThl BEIOMPAIOTCA 00yUYarOIIUMUCS 110
CBOEMY YCMOTPEHHIO, HO C YYETOM PEKOMEHIAINI PEnoaBaTesl.

CamocrodTenbHy0 paboTy HaJ AUCLUILUIMHON clexyeT HauuHaTh C W3Y4YEeHUs
paboueil mporpamMmbl TUCHUIUIMHBL, KOTOpPasi COAEPKUT OCHOBHBIE TPeOOBaHMS K 3HAHHUSM,
YMEHUSM M BIaJeHUSAM o00ydaeMblx. OO0s3aTeNpbHO ClleyeT IOMHUTh PEKOMEHIAIUU
Iperno/iaBaTess, JaHHbIe B X0/I¢ YCTAHOBOYHOTO 3aHATHS, a 3aTeM — IPUCTYIIATh K NU3YYECHUIO
OTIENBHBIX pa3/leloB M TEM B IOpsJAKE, MPelyCMOTPEHHOM pabodell mporpammon
JVCLUTUTAHBL.

5.2. Y4eOHO-MeTOAUYECKOE 0O0ecTieYeHHe CAaMOCTOATEIbHOIH padoThI

Tabumna S
5.2.1. Cooepircanue camocmosamenvHoul pabomol

HaunmeHnoBanue Coaep:xanue dopma

pa3aeioB, TEMbI CaMOCTOSITEJIHOM pPaGoThl KOHTPOJIsI
Pasoen 1. Ungpopmayuonnoe obecneuenue UHHopMayuoOHHbIX CUCEM YNPABTIeHUS]
Tema 1. Mupopmanmon- Camoctositensaas pabora Ne 1. Tema: «IloaroroBka | [IpoBepka 3a-
HBIE IPOOJIEMBI Opranu3a- | cjaoBaps no aucuunie «MMadopmanonnoe odecne- | naHUS
U YIIPaBIECHUS YeHHE YTIPABICHU.

3aBepiieHre pabOThl HaJl MPAKTHYSCKUM 3aJaHUEM
Ne 1 «IIpoGnembl uH(pOPMAMOHHOTO OOECTIEYECHUS
SKOHOMMYECKON U yNpaBIEeHYECKON NESITeIbHOCTH Ha
CTpaHuIlax NpodeccroHanbHON nedatu». [1oaroTos-
Ka K cemuHapy Ne 1

Tema 2. Huadopmannon- | CamocrositensHas pabora Ne 1. Tema: «Iloaroroska | [IpoBepka 3a-
HOe oOecrieueHne yIpaB- | ciioBaps mo mucruiummae « abopManmonHoe odecme- | JaHus

JICHUS: CYIIHOCTh, TpeOo- | YeHHE yNPaBICHUSD).

BaHUs K OpraHu3aluu CamocrostensHas pabora Ne 2. Tema: «MeToauka
COCTaBIICHUS 0030pa.

3aBepiieHre pabOThl HaJX MPAKTHYECKUM 3aJaHUEM
Ne 2 @epepanbHblii 3akoH  "OO0 uwHpOpMaLMH,
HHQOPMAIIMOHHBIX TEXHOJOTHSIX M O  3alluTe
nHpopmaruu " ». [loarotoBka k cemuHapy Ne 2

Tema 3. BuemammuHoe | CamoctositenbHas pabora Ne 1. Tema: «Iloaroroska | [IpoBepka 3a-
nHopmarionHoe  obec- | cioBaps no gucruiumae « abopManronHoe odecne- | gJaHus
NevYeHue YEeHHE YTIPaBICHUN.

3aBepuieHHe PadOTHl HaJ NPAKTHYECKUM 3aJaHUEM
Ne 3 «AHanu3 cuCTEMBI IOKA3aTENe»

Tema 4. Buyrpumamms- | CamoctositensHas pabora Ne 1. Tema: «Iloaroroska | IIpoBepka 3a-
HOE nHpOpMaMoHHOe | cioBaps no aucuuiunHe «Mudopmanronnoe obecrne- | naHUs
o0ecrieueHne YCHUE YIPaBJICHH.

Paszoen 2. Cucmema knaccugpukayuu u KOOUpOBAHUS MEXHUKO-IKOHOMUYECKOU U COYUATbHOU
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ungopmayuu

Tema 5. Knaccuduxauums
U KOJUPOBAHHE TEXHUKO-
SKOHOMHYECKOH M COIH-

Camoctositenbaas pabora Ne 1. Tema: «[ToaroroBka
cioBaps o gucuuiiuae «MupopmanuonHoe obecne-
YeHHE YTIPABICHU.

IIposepka 3a-
JaHUS

anbHON unpopmanuu | [logroroBka k cemunapy Ne 3. 3aBepiieHue paGoOTHI
(TOCH) HajJ mnpaktuyeckuMm 3amanueM Ne 4 «Oobmepoc-
CUHCKHE KIacCU(PUKATOPH TEXHUKO-3KOHOMHUYIECKOM
HHPOPMAITUID
Tema 6. Ilocrpoenue | CamocrositenbHas padora Ne 1. Tema: «Ilomrotoeka | IlpoBepka 3a-

knaccuduraropo TOCHU

cioBaps o gucuuiiuae «MupopmanuonHoe obecne-
YEHUE YIPaBJICHUS.

IlonroroBka k cemunapy Ne 4 3aBepiieHue paGOTHI
HaJ MpakTH4ecKuM 3aganueM Ne 5 «MeToasl Kogupo-
BaHUSA TEXHUKO-DKOHOMHYECKOH M  COLMAIBHOU
HHPOPMAITHID

aHus

Tema 7. Pa3paboTka u Be-
JeHHe KIacCu(UKaTOpoOB
TOCH

CamocrostensHas pabora Ne 1. Tema: «[loaroroeka
croBaps o aucuuruuie «MHpopmanmonHoe obecre-
YCHUE YIPABICHUS.

3aBepiicHre pabOTHl Hall MPAKTHUYSCKUM 3aJaHUEM
Ne 6 «TexHudeckoe 3ajaHue Ha pa3pabOTKy oOIe-
POCCHICKOT0 KIaccu(pHKaTopay

IIpoBepka 3a-
JaHus

Pazoen 3. Ynupuyuposannuvle cucmemvl 0oKymenmayuu

Tema 8. YHubukauums u
CTaHIapTH3aLMUsl  yIpaB-
JIEHYECKHUX JJOKyMEHTOB

CamocrostensHas pabora Ne 1. Tema: «[loaroroeka
cioBaps o quctuiuinae « adopmanronHoe odecrie-
YCHUE YIPABICHUS.

3aBepiuieHne paboTHI HAJl TPAKTHICCKIM 3aJaHIEM
Ne 7 «YHudunupoBaHHbIe POPMBI TOKYMEHTa»; Ne

8. « YHu(UKAIMS TEKCTOB YIPABICHUYCCKUX JOKYMEH-
TOBY

IIpoBepka 3a-
JaHus

Tema 9. Pazpabotka Tabe-
ns GopM  JTOKYMEHTOB
OpraHu3aIuu

CamocrostensHas pabora Ne 1. Tema: «[loaroroeka
cioBaps 1o gucuuiiuae «MupopmannonHoe obecne-
YCHUE YIPaBJICHH.

3aBepuieHre padOTHl HAJ| MPAKTHYECKHM 3aJaHUEeM
Ne 9 «PazpaboTka Tabenst (GopM JTOKYMEHTOBY.
[Toaroroska k cemuHapy Ne 5

IIpoBepka 3a-
JaHus

Paszoen 4. [lpoexmuposanue cucmem uHopmMayuoHHo20 obecneuerus ynpa

BGJIeHUS

Tema 10. IIpenmpoekTHOE
o0caenoBaHue CHCTEM
Hoy

Camocrostenbaas pabora Ne 1. Tema: «IloaroToBka
cioBaps o quctuiuinie « Mudopmanronsoe odecrie-
YEHHE YTIPABICHUS.

3aBepmieHne pabOTHl HaA MPAKTHYCCKUM 3aJaHUEM
Ne 10 «AHanu3 cucteMbl HHPOPMALIMOHHOTO o0ecIie-
YCHHS YIIPABJICHUS MIPEIPUSITHUS

IIposepka 3a-
naHusd

Tema 11. IIpoekrupoBa-
Hue cuctem MOY

CamocrostensHas pabora Ne 1. Tema: «I[loaroroeka
cioBaps mo npucnutuinHe « Mapopmamonnoe obdecrie-
YCHHE YTPABJICHUN,

3aBepiieHre pabOTHl Hall MPAKTHYECKUM 3aJaHUEM
Ne 11 «MeTomuku MOJIETHMPOBAHUS cHCTEM HH(popMa-
nUOHHOTO obecmedenus». [loaroroBka K ceMUHAPY
No 6

IIpoBepka 3a-
JAHUS

5.2.2. Memoouueckue yKkazanus no 6bIn0JHEHUIO

camocmoamensHoil paoomol
CamocrosiTesibHas padora Ne 1.

Tema: «Iloaroroska cjaoBapsi o JTUCUUILIAHE
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«HpopmanmoHHOe o0ecnieyeHne yIPaBJICHUD)

L]env pabomul — n3yvyeHre NOHATUWHOTO arnmapaTta 1o JUCHUIUINHE.

3a0anue u memoouka 8vInOaHeHUs. UCTONb3ys MUCTOYHHMKH, YKa3aHHBIC B pasjene 7
«IlepeueHb OCHOBHOW M JOIIOJHUTEIILHONW YYEOHOU JIMTEpaTyphbl, HEOOXOAMMOM IJII OCBOE-
HUS TUCIMIUIMHBI, B TIPOIIECCE U3YUCHUS AUCIUILTUHBI CTYICHT BeJleT paboTy HaJ| CIIOBAPEM.

Hymepanus TepMHHOB B mpefenax TeMbl CKBO3Has. B ciydae, eciu TepMUH MMeEET
HECKOJIBKO OTIPE/ICIICHNH, BCe BapUaHThl YKa3bIBAIOTCS MO/ OJHUM HOMepoM. B rpade «Mc-
TOYHUK» HEOOXOIMMO yKa3zaTh OubOamorpaduueckoe omucaHue usganus. B cioyuae, eciu
aBTOP ONpEACITICHUS U aBTOP M3JaHUS HE COBIANAIOT, HEOOXOAMMO JIOTIOJIHUTENBHO yKa3aTh
aBTOpa camoro onpeneneHus. CloBapp BEAETCS B pyKOIIMCHOM BHJIE B TETPAIU HA Pa3BOPOTE
JUCTA.

OdopmuTts cioBaps 1o cienyromei Gopme:

Pasznen 1. HazBanue pa3nena

Tema 1. HazBanue teMebl

Ne m/n | Hedhunuyus Onpeodenenue Hcmounux

Pasnen 2. HazBanue pa3aena

Tema 1. HazBanue TeMEbl

CamocrositesibHas padora Ne 2,
Tema: «MeToauka cocTaBjieHUs 0030pa»

Llenv pabompi — TIO3HAKOMHUTHCSI C METOJMKON COCTABJICHUsSI 0030pa, YMETh BBISBISTH
crienuUKy COCTaBJICHHS 0030pa OTACILHBIX BUIOB IOKYMEHTOB, BIIQJICTh HABBIKAMU TIPUMeE-
HEHHS METOMKH COCTaBJICHUsI 0030pa JIOKYMEHTOB.

3aoanue u memoouxa e6vinonHenus: TOCIE O3HAKOMIIEHHS C OOIIEeHd METOIUKON
COCTaBJICHUS] 0030pa COCTaBUTh MHCHMEHHBIN 0030p (HAYYHO-BCIOMOTATEIbHBIN) MO TEME,
MIPETIOKEHHON TIperoaBaTelieM, UCIOIb3ys He MeHee 10 JOKyMEHTOB IO COOTBETCTBYIOMICH
TEME.

TpeboBanus k odopmirenuto o63opa. lpudr rapautypser «Times New Romany,
kernb 12 unu 14, gyepe3 1,5 untepBana. PaboTy meyarats Ha OJHON CTOpPOHE CTaHAAPTHOTO
nucta 6ymaru popmata A4 ¢ coomoaeHuem nosei: aeoe — 30 mm, npaBoe — 20 MM, BepxHee
— 20 MM, HIDKHEE — 20 MM.

BrinonneHHast paboTa 10JKHa ObITh CKperieHa.  PaboTa OTKpbIBae€TCS TUTYJIBHBIM
muctoM. 3areM cienyet «OrnaBineHue». [lopsakoBble HOMepa CTPAHUI] YKa3bIBAIOTCS BHU3Y
CTpaHHULbI C BBIpaBHUBAaHUEM OT LieHTpa. He nomyckaercss paccTaHOBKa HyMepaluu CTpaHMIL
ot pyku. [lepBoii cTpaHuLel cunTaeTcsi TUTYJIBHBIN JIUCT, HO HA HEM Ludpa «1» He cTaBUTCS.
Kaxx b1t pa3zaen Bcerga HaYMHAECTCS] C HOBOW CTPaHULBL.

Temvl 0111 nodcomoexu 0630pa:

1. Nndpopmannonnoe npaso Poccun.

2. Cuctema 3aKOHOJATENbCTBA B 00JIACTH HHGOPMALIUU ¥ HH(POPMATHU3ALIUH.

3. Nuadopmarnus, nHpOpMAIIMOHHBIE PECYPCHI KaK OOBEKT TpaBa.

4. 3akonomarenapHas 60a3a [JOVY.

5. TlpaBoBbie TipoOsIeMbl B cepe nmokymentupoBanus u JIOY: coBpeMeHHBIN dTan
3aKOHOJATEIbHOTO PEryJINPOBAHMUSL.

6. IlpaBoBBIE acmeKThl COOCTBEHHOCTH Ha MH(POPMALNIO, HHOOPMAIIHOHHBIE pecyp-
CBI.
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7. IIpaBoBOE peryaupoBaHue AOCTyIa K HH(OOPMAIIUH.

8. IIpoekT @3 «O 1OKyMEHTAIIMOHHOM OOCCIICUCHHUH YIIPABICHUSD».

9. 3akoHOAATENbCTBO B c(hepe MEKTPOHHBIX KOMMYHUKAIUH.

10. 3apyOexHBIH OIBIT PETYJIUPOBAHMS OTHOIICHWH B cdepe 3ICKTPOH-HBIX
KOMMYHHUKAaIUH.

11. PerynupoBaHue mpoueccoB AOKYMEHTHPOBAHUS B JIEKTPOHHOM cpene B poc-
CUICKOM 3aKOHOJIAaTEIIbCTBE.

12. TocynapctBeHHas moiuTuKa B chepe HHPOpMATU3AIIIH.

13.  «DnexTpoHHOE MPABUTEIBCTBOY: 3aPyOEKHBIN OMBIT.

14. IlIpoekt «DnexkrpoHHas Poccusi».

15. Tlonstre nHGOPMAIMOHHOTO 0OECIICUCHHUS.

16. Crpykrypa ynpaBieHuecKoil MHGOpMaIUU: PEKBU3UT, MOKa3aTelb, HH(opma-
[MOHHBIE MAaCCUBBI, HHPOPMAIIMOHHBIC MOTOKH, HHPOPMAIMOHHAS CUCTEMA.

17. CucremMa TEXHHKO-’KOHOMHMYECKHUX U COIMAJIBHBIX IOKa3aTejeil Kak OCHOBA
Noy.

18. Cucremsl knaccudukanuu u koguposanus TOCU: HazHaueHue, TpeOOBaHUA,
TEXHOJIOTHSI.

19. CucreMsbl TOKyMEHTalUU U HHPOPMAIIMOHHBIE TIOTOKHU B CUCTEME YIIPABIICHUS

20. Cucrema xnaccupukanuu u xoxupoBanus TOCHU: cTpykTypa, TpebOoBaHUS,
HOpMaTHBHAas 06a3a, MPUHIMIIBI (PYHKIIMOHUPOBAHUS.

21. Ilpo6nema rapmonuszanmu OK TOCH.

22.  VYuudukauusa v cCTaHIapTU3AIMS TOKYMEHTOB: CYIIHOCTb, IIEJIb, 0OBEKTHI.

23. Tabenb hopM JOKYMEHTOB YUPEKIACHHUS.

24.  YuudunupoBaHHble POPMBI JOKYMEHTOB U CUCTEMBI JOKYMEHTA-1IUU.

25. IlpennpoexTHOEe OOCiIENOBAHHUE NEATEIBHOCTH MPEANPUSTHS MPU MPOEKTHPO-
BaHuu cucrem MOV,

26. Iloctpoenue Mmoaeneit npu npoekrtuposanuu cucrem MOVY.

27. Texuuueckoe npoektupoBanue cuctem MOY.

28. HHudopmanmonHOE 0OEcIedeHHE TOCyIapCTBEHHOTO YIIPABICHUS.

29. HudopmanmoHHoe oOecricueHHEe HHHOBAITMOHHON JEATEIbHOCTH.

30. MHudopmannonnoe odecnieueHue chepbl 00pa3oBaHMS.

Oowan memoouxa cocmasienusn oo3opa

0030p mpencTaBiseT COOOH XapaKTEPUCTUKY TOKYMEHTOB IO TEME B BHJIC CBSI3HOTO
TEKCTa. YPOBEHb CBEPTHIBAaHU MH(OpMAINH, W3JI0KEHHON B TOKYMEHTax, TOJDKeH obecre-
YUTh YATATEIIO ITAHOPAMHOE BHJICHUE KAKOH-TNOO MPOOIIEMBI, TEMBI.

[lo memeBOoMy M YMTATEIbCKOMY HA3HAUYEHUIO O0030pBI JENATCS HA HAy4dHO-
BCIIOMOTATENIbHBIC U PEKOMEHIATeNbHbIE. Hayuno-ecnomocamenvHvle 0030pbl IpeIHA3HAYEC-
HBI JIJIs1 YUTATEJIeH-CIIeIMAIUCTOB U 3HAKOMSAT UX C HanboJiee 3HAUMMbIMU C HAYYHOU U (UJIK)
MPAaKTUYCCKON TOYKH 3pEHUS ITyOIUKAIMSIMUA, HEOOXOIUMBIMI UM B X HAyYHOU U TMPaKTHYE-
CKOW JEATeNbHOCTU. B 3THX 0030pax OTCYTCTBYIOT JIEMEHTHI MOIYJISPH3AIMU, MX 337a4a
«IOJIBECTH YEPTY» TOJ] OTPEICICHHBIM ITAIIOM Pa3BHTHsI HAYYHOTO HANpaBJICHUS U 0003Ha-
YUTHh OCHOBHBIC TEHACHIIMH €TO JajJbHEHIIero pa3Butus. Takue 0030pbl 1al0T XapaKTEPUCTH-
Ky TEMbl U COJCpKaHWs W3JaHUH, YUCIO KOTOPBIX 3aBHCHUT OT CTEIECHH pa3pabOTaHHOCTH
Borpoca. Pexomenoamenvhvle 0630pbl 3HAKOMAT C MHOTOOOpa3ueM TeM, OTPaKEHHBIX B JIH-
TepaType, C MeIbI0 OKa3aHUs MOMOIIN B PACIIMPEHUH OOIIEro U MpopeCCHOHATBLHOTO KPYTo-
3opa. [TosToMy B HUX BKIIOYAIOT HauOoJiee IICHHBIC NMPOU3BEACHHUS B MOJABIISIONIEM OO0JIb-
[IMHCTBE HAYYHO-TIOMYJIAPHBIE, MacCOBO-TIPOU3BOJICTBEHHBIC, JIMTEPATYPHO-XYI0KECTBECH-
Hble M3anus. O0beM peKOMeHIaTebHBIX 0030poB — 5-10 Ha3BaHUH.
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O0630pbI CcymIECTBYIOT B JIByX (opMmax: YCTHOH M NMUCbMEHHOW. C HCIIOIB30BaHHEM
yemHotl ¢hopmul 0630pa Bbl MOXKeTe BCTPETUTHCS Ha JICKIUAX, KOT/Ia MpernojaBaTelb Xapak-
TEpU3yEeT OCHOBHYIO M JIOTIOJHUTENBHYIO JINTEPATypy MO M3y4aeMOW TUCIMILUIMHE, OTMeYast
JIOCTOMHCTBA M OTJIUYUTEIbHBIE OCOOEHHOCTH Ka)KJOTO0 MCTOYHMKA, WJIM Ha KOH(EPEHIHSIX,
KOTJla TIOKJIaTYMK BO BCTYIUTEIBHON YaCTH yKa3bIBaeT Ha JOKYMEHTBI, MIOCITYKHUBIIHE 0a301
U OTIIPABHOM TOUKOM ISl €ro McCaeAOBaHus. Y CTHBINA 0030p JIUTEepaTyphl Kak (GopMy pabOThI
UCTIONB3YIOT B OuOnmuoTekax. Takoil 0030p MOXKET OBITh MOCBSILEH, HAIPUMED, 3HAKOMCTBY
YUTATEJICH C HOBOU JIUTEPATYPOH, MOCTyNUBIIEH B OMOIHOTEKY, I C JIUTEPATYPOH 1O aKTy-
aJIbHOW TeMe. Y CTHBIM 0030p JTUTEpaTypbl MOKET OBITh COCTAaBHOW YaCThIO KaKoOro JH00 Me-
POTIPUATHS, HAIIpUMEp, I00UIIes mucarens, XyI0)KHUKa, YUEHOTO U T. . [lucbmenusiii 0630p
NPUHATO Ha3bIBAaTh OMOIHMOTpagUUECKUM MOCcOOMEM, MPEACTaBISIOMNUM co00i CBA3HOE MO-
BECTBOBAHUE O JJOKYMEHTAaX.

C Touku 3peHuss GYHKIMOHAILHOTO HA3HAYCHUS IPUHSITO BBIICIATH TPU THIA 0030pa,
KOTOpBIE OTJIMYAIOTCS] YPOBHEM CBEPTHIBAEMOCTH MH(OPMAIIUY U TIIyOMHOM aHaIM3a:

— bubauoepaguueckuii 0630p Hanboaee TPOCTOM, HE TPEOYIOIIUN M3T0OKCHHSI OCHOB-
HOT'O COJIEpKaHUs U3JaHUNM M UX CPAaBHUTEIHHOW XapaKTEepPUCTUKH, TUIl 0030pa. 3agaua Ouod-
nmuorpaduueckoro 063opa pacckasaTh, 0 YeM H3IaHHS, YTO B HUX [[EHHOTO, KTO MX aBTOPHI U
T. A. JI7g npuiaHusi eMy TeKCTOBOM (pOpPMBI CBSA3aHHOTO MTOBECTBOBAHUSA (OT OJAHOIO UCTOYHH -
Ka — K JPYroMy) HCIIOJIb3YIOTCS JIEKCHUECKHE CBSI3KA. VIMEHHO 3TOT THI CBEPTHIBAHUS
nH(bOpMaIIMK Yallle BCEro UCIONIb3YeTCs A PEKOMEHIaTeNIbHbIX 0030POB.

— Pegepamusnuiii 0030p 4aiie BCEro MPEAINoiaraeT KpaTkoe U3JI0KEHHE OCHOBHOTO
COJIep>KaHusl TOKYMEHTOB 0€3 X CpaBHUTEJIBbHON xapakrepucTuku. Ha mpakTtuke xe B pede-
paTHBHBIX 0030pax HapsAy C «IUIABHBIM» OMUCAHHEM COCTOSHHUS KaKOW-JIMOO MPOOIIeMbI
MO3KHO BCTPETUTh Pa3BEPHYTHIE COMOCTABUTENIbHbBIE TAOIUIIBI TAPAMETPOB UM CBOMCTB 000-
3pEBaEMBIX TIPEIMETOB C COMPOBOIUTEIILHOM MOSCHUTEIILHOM 3aITMCKOM K TAKHM Ta0JIUIIaM.

— Ananumuueckuii 0630p Hamboiee cioxHas Gopma o63opa. Ero 3amavya He TOIBKO
U3JTIOKUTH COJIEPXKAHUE TIOKYMEHTOB, BKIFOUCHHBIX B 0030p, HO U JaTh TIyOOKWI aHAU3 UX
JIOCTOMHCTB M HEJIOCTATKOB, CPABHUTh aBTOPCKUE MO3ULIMU U uaeu. [1oAroTroBkoi aHanIUTH-
YEeCKUX 0030pPOB 3aHUMAIOTCS CHEIMATHCTBI OTPACIIH.

Crpykrypa 0030pa HE 3aBUCHUT OT LI€JI€BOT0 U YUTATEIbCKOIO Ha3HAYEHHUS, ero TUIIA.
JIt0601i 0030p TOJIKEH COCTOSATH U3:

— BBEJICHUS, I'7Ie 0OOCHOBBIBAETCS €T0 aKTYaJbHOCTD, LIEJIE€BOE U YUTATENILCKOE HA3HA-
YCHHE, TUII, XPOHOJIOTUYCCKUI OXBAaT HCTOYHUKOB, CTPYKTYPa;

— OCHOBHOM 4acTH, T'Jie IPECTaBIeH COOCTBEHHO 0030p UCTOYHHUKOB;

— 3aKITIOYEHUS, COACPIKAIIETO BBIBOJIBI U TIEPCIICKTHBBI Pa3BUTHUS TEMBI (TIPOOIEMBI);

— CIPAaBOYHOIO ammapara, COCTOSIIEro o0bYHO U3 OnbInorpaduyeckoro Crucka uc-
TOYHHUKOB, yKa3aTeyel (Hampumep, MpeIMEeTHOTO U UMEHHOT0), a TAK)KE OTJIaBJICHUS.

Hanucanune o030pa — TBOpYECKUi MpoLecC, U €ClIi OH HE MOXET OBbITh MOJTHOCTHIO
¢dbopmanu3oBaH, TO 1O KpaiiHel Mepe TOHKEH OBbITh «YJIOKEH» B OINpeesIeHHbIH Habop mpa-
BUJI U PEKOMEHJalui, OPUEHTHUPOBAHHBIX HA IOATOTOBKY pa3IUYHBIX BHUAOB 0030pOB.
[Tponecc paboThl HaJL 0030POM COCTOHT M3 HECKOJIBKUX ITATIOB.

1-ii 3Tan. [loaroroBuTeNbHBINI. B paMkax naHHOTO 3Tama coOCTaBUTEIL 0030pa J10JI-
JKEH:

1.1. Obocnosamv HeobX0OUMOCMb HAnucanus 0630pa no meme, T. €. OTBETHTb JIJIS Ce-
05 Ha CIIeIyIOIIUe BOIPOCHL:

— JlocTaTo4Ho Ji1 akTyalibHa IpobieMa, KOTOPYIO MIPEICTOUT OCBETUTH B 0030pe?

— Hackonbpko penpe3eHTaTUBHO B JOKYMEHTAIBHOM MOTOKE (TIPH MPEIBAPUTEIHLHOM
3HaKOMCTBE C TeMOM) IMpe/cTaBieHa JaHHas npobiema (MoKeT ObITh, U 0003peBaTh HEYETO,
T. K. HET JIUTEPATyphl 110 TeME)?
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— Ha xakyro kareropuro mnoTpeOutenel (uuraresneil) AaHHBIA 0030p Oyner
paccuutan?

1.2. Onpedenumo epanuyst omoopa 0OKyMeHmos 01 0630pa: XPOHOJIOTHYECKUE (T1e-
pPHOJ U3JaHKs IOKYMEHTOB), TEMaTUUYECKHUE, C TOUKU 3pEHUs BUa U31anus (Hanpumep, oTou-
paeM TOJIbKO Hay4YHbIC U3/IaHUS WM HE BKJIIOYaeM B 0030p yueOHbIE U3JaHUA U T. 11.)

1.3. Cocmasums pabouuii nian 0630pa (cPopMyIupoOBaTH MpeIBAPUTEIbHBIE 3aro-
JIOBKH C YYETOM ONPE/ICTICHHBIX aCIIEKTOB TEMbI 0030pa).

2-ii 3tan. OcHoBHOM. OCHOBHOM 3Tan BKIIIOYAET CIEAYIOUINE MPOLECCHI:

2.1. Ilouck doxymenmog no meme o63opa. I'maBHast 3aaga 3TOro sTama — ¢ Mak-
CHUMAJIbHOI MOJIHOTON cOOpaTh IUTEPATypy MO TeMe 0030pa, He 3a0bIBasi IPU ITOM O TpaHU-
1ax oToopa, KOTOphIe OBLIM OMPE/CIICHBI HA MOATOTOBUTEIHHOM 3Tare. BBIABIATh TOKyMEH-
THI 110 TEME MIOMOTYT KaTaJIoTH, KapToTeku, Onbmuorpaduueckue ykazarenu. [lepuoauueckue
Y TIPOJIOJDKAIOLINECS U3JaHUS CIIEyeT MPOCMaTpUBaTh B 0OPaTHOM XPOHOIOTUYECKOH TOCIIe-
JIOBATEeNIbHOCTHU, YTO 00ECIIeUunBaET EPBOOUEPEIHOE BBISBIIEHUE HOBBIX MaTEpUasoOB.

2.2. Cocmasnenue xapmomeKku OmoOpanHvix Ookymenmog. Ha Kaxmplii TOKyMEHT
cocTaBisieTcsl Ouonuorpadguveckoe onucanue B cooTBeTcTBUU ¢ TpeboBanmsmu ['OCT 7.1-
2003 «bubnmorpaduueckas 3anuch. bubmuorpadpudeckoe onucanue. OOue TpeOOBaHUS U
[IpaBHUJIa COCTABIICHUS.

2.3. Ananuz omobpanHvlx 00KymMenmos no meme 0630pa. VimeHHo oTOOp, B MEPBYIO
ouepeib, OMpeesieT KauecTBO JI000ro 0030pa. DTOT Mpoiecc CBOAUTCS K BEIOOPOUHOMY, a
npyu HEOOXOAMMOCTH K CIUIOIITHOMY HPOUYTEHHIO JOKyMEHTa ¢ (hukcanueil Hanbosee cyie-
CTBEHHBIX MOMEHTOB. [[Is1 3TOr0 peKOMEHIyeTCs HCIOib30BaTh TaOMUIBL. B HHUX MOXKHO
TPyNIHPOBATh JTaHHBIC W BBICKA3bIBAaHHUS ABTOPOB IO PA3UYHBIM aCIEKTaM PacCMOTPCHHS
po0JIEMbI C YYE€TOM apryMEHTOB aBTOPOB, MOJACPKHUBAIOIINX WM OCIAPUBAIOUINX Ty WIH
WHYIO TOYKY 3peHusi. KpoMe Toro, B TabIuIle MOXKHO MOIMYTHO (DUKCHPOBATH CBOU 3aMEUYaHWsI,
pa3MbIIUIeHHs], OLeHKU. Taliuia mo3BoJsieT COCTAaBUTEINIO JIerue OPUEHTHUPOBATHCS B MaTe-
puaie npu HanmucaHuu 003opa. B Toi mnm nHOM crenieHn MOAU(UIIMPOBAHHBIN TEKCT U3 Ta0-
JIUI] HAWJET CBOE MECTO B TEKCTE camoro o03opa.

2.4. Cocmasnenue mexcma 0630pa. Pe3ynbTaTHBHOCTh 3TOTO MPOIECCAa 3aBHCHUT OT
Tpex (aKTOpOB: KayecTBa U 00beMa COOPAaHHOTO MaTepuaia, aHAIUTUYECKUX CIIOCOOHOCTEH
COCTAaBHTENSI U €ro JIMTepaTypHOro onbiTa. [lpu Hanmucanuu o630pa HEOOXOAUMO MTOMHUTH O
(yHKIIMOHAJILHOM Ha3HauYeHUU 0030pa — Oubanorpaduueckoro v, peepaTUBHOTO, HIIM aHA-
JUTUYECKOTO.

Pa3znuyaroT Tpu OCHOBHBIX cr1oco0a U3JI0KEHUS 0030pHOTO MaTepuaa:

— Unoyxkmuenwiii (om uacmnozo k oowemy). 3noxxenne 0030pHOT0 MaTepuasa OTTall-
KHUBAIOIIETOCS OT KOHKPETHBIX ()aKTOB U TOUYEK 3PEHMUsI, UX 0000IIeHUM, CIOCOOCTBYET pa3BH -
THIO y YUTATEIIsl CAHTE3UPYIOLIETO BOCIIPUATHS MaTepHalia;

— HeoykmusHwiti (om obweeo k uacmuomy). B 3TOM cilydae cocraBHTENb 0030pa
dopmupyeT cHavaja OOIIME TOJIOKEHUsS, TPaBUIa, 3aKOHOMEPHOCTH, a 3aTeM Ha (akTHue-
CKOM MaTepuaie, IpuMepax pacKpbIBaeT U KOHKPETU3UPYET U3I0KEHHbIN MaTepuai. MHorna
3TH CHIOCOOBI B OJTHOM M TOM e 0030pe MOTYT COYETaThCS.

— Uncmpyxkmusno-wemoouueckuti. Ilpu 3Tom criocobe marepuall usjiaraercs B mociie-
JIOBATEILHOCTU OIMHCAaHUsI OOBEKTOB WMJIM CIIOCOOOB WX HM3TOTOBIICHUS, KOHCTPYHUPOBAHUS U
mp.

[TpuMeHeHne TOTO WM WHOTO CII0c00a U3JI0KEHHsI 3aBUCUT BO MHOTOM OT XapakTepa
o00o3peBaemoii nHGOPMaLIMU, OTPACITU 3HAHUS, YUTATEILCKOTO HazHaueHus o03opa. BaxkHoil
0COOEHHOCTBIO MaTEpPHUAIOB 0030PHOTO XapaKTepa SBISIETCS HATMYKE B HUX 3JIEMEHTOB COTIO-
CTaBJICHUS TOYEK 3pEHUs pa3jIMYHBbIX aBTOPOB MO 0003peBaeMbIM BompocaMm. B pedepatus-
HOM 0030pe ClieZyeT MO BO3MOXXHOCTH HPUBECTH BCE TOYKM 3PEHHUS IO OOCYXKITaeMOMY
BOIIPOCY C MaKCUMaJIbHON OOBEKTUBHOCTBIO UX U3JIOXKeHUs. B aHamutrueckom 0030pe xke-
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JIaTEJIbHBIM SBJIIETCSl aBTOPCKOE OTHOILIEHUE K paccMaTpuBaeMbIM B3rsiiaM. [lpu aTom HeoO-
XOJIMMO BBISIBJISITH JJOCTOMHCTBA M HEJIOCTATKH B paboTax 0003peBaeMbIX aBTOPOB, IPOTHUBO-
peurs B UX CY>KJEHUSAX, aJIOTU3MbI U TEM CAMbIM IIOJIBOAUTH YUTATEISI K BO3MOKHOCTH CaMO-
CTOSITETILHO JIeJaTh BBIBOJBI O CTENIEHU JOCTOBEPHOCTH, HOBU3HBI U MOJIE3HOCTH M3JIaraeMbIX
B 0030p€ TaHHBIX.

3-ii 3Tan. 3aKJIIOYUTEJbHbINA. 3aKIIOUYUTENbHBIM HTall BKJIIOYAET CIEAYIOUIUE
IIPOLIECCHI:

3.1. IloaroroBka TeKCTa BBEICHUS U 3aKIIOYCHHS C Y4ETOM TpeOOBaHUN K JaHHBIM
CTPYKTYPHBIM 4acTsIM 0030pa.

3.2. CocraBneHue CpaBOYHOrO armapara: Clucka UICTOYHUKOB (JAIOTCS MOJIHbIE Onb-
nrorpauuecKue ONMCcaHus BCEX YIIOMHHAEMBIX B 0030pe TOKYMEHTOB), yKa3zarenel (Harmpu-
Mep, MPEIMETHOTO U UMEHHOT0), OTJIaBJICHUSI.

3.3. PegaxtupoBanue tekcra. [Ipouecc npeamnonaraer IuTepaTypHO-CTUIMCTUYECKYIO
00paboTKy TEKCTa, MPOBEPKY JIOTUYECKOM MOCIEeI0BATEIbHOCTH HU3JI0KEHUS — OT UCXOJHBIX
IIOCBUIOK, aHaJIM3a U OLIEHKU K BBIBOAAM M peKoMeHAauusM. [IpoBepsercs npaBuibHOCTH B
0(OPMIICHUU CCBUIOK HAa CHHCOK MCTOYHUKOB. YCTpPaHSAIOTCA OMIMOKM U HETOYHOCTU B OWO-
arorpapuuecKoM OMMCAHUH JOKYMEHTOB.

3.4.0¢dopmnenue ob63opa.

5.2.3. llepeuens neuamnvix u 31eKMPOHHBIX 00PA306AMENLHBIX U UHPOPMAYUOHHBIX
Pecypcos HeodxX00uUMbIx 0J151 CAMOCMOAMETbHOU Padomsl

Cwm. Paznen 7. IlepeueHb neyaTHBIX U 3JIEKTPOHHBIX 00pa30BaTeNbHBIX U HH(pOpMa-
IIUOHHBIX PECYPCOB HEOOXOIUMBIX JJIsi OCBOCHUS AUCITUTITUHBIL.

http://gramota.ru/ — CnpaBouHO-uH(OPMALMOHHBIN TMopTain ['paMoTa.py — pycckuit
SI3BIK JJIS1 BCEX .

https://openedu.ru — OTkpbeITOE 0Opa3zoBaHUE.

https://rsv.ru — Poccus — cTpana BO3MOXKHOCTEH.

6. ®OHJ OLIEHOYHBIX CPEJCTB JIJ1s1 MPOBEJEHUS TEKYIIETO KOHTPOJISA
YCIHIEBAEMOCTHU W IPOMEXYTOUYHOM ATTECTAIIUU OBYYAIOIUXCS MO JACIUATIINHE

6.1. [lepeyeHb KOMNETEHIIUI ¢ YKa3aHMeM ITanoB ux GopMHUpPOBaHUS B Mpolecce
0CBOEHHUS 00pa30BaTeJIbHON MPOrpaMMbl

Tabaunna 6
[TaciopT oHIA OIIEHOYHBIX CPEJCTB ISl TEKYIIEeH HOPMbI KOHTPOIIS
HaunmenoBanue ILlnanupyembie Koanbl HaunmeHoBaHue
Pa3esioB, TeMbl | pPe3yJbTAThI 0CBOe- | HHINKATOPOB OLIEHOYHOTO CPeICTBA
nus OIIOII JOCTHKEHMS
KOMITeTeHIH
i
1 2 3 4
Paszoen 1. Unpopmayuonnoe obecneuenue unghopmayuoOHHbix cCucmem ynpasieHus
Tema 1. Mugopma- | T1K-3. Cnocoben | ITK-3.1 — Cemunap Ne 1. Tema
IIMOHHBIE MIPO- OCYIIECTBJIATh «3aKoHOIaTeIbHOE u
OJeMBl Opranu3a- | OpraHM3alMOHHOE, | [JK-3.2 TOCY/IapCTBEHHOE  pe-TYJIMpOBaHHE
LAY YIIPABIICHUS JOKYMEHTAIIMOHHOE UH(QOPMAIMOHHBIX TPOILIECCOBY
U WHPOPMAMOHHOE TK-3.3. — [Ipaktnueckas pa-6ota Ne 1. Tema
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HaumenoBanue ILlnanupyembie Koabl HaunmeHoBaHue
pa3fesoB, TeMbl | pe3yJbTAThl 0CBOe- | HHIMKATOPOB OLICHOYHOT0 CpeacTBa
Hus OITIOII JOCTHKEHHSA
KOMIIeTeHIH
i
oOecrieueHue «IIpobnembl HHPOPMALLOHHOTO
JEATEIbHOCTH o0ecrie4eHUs] SKOHOMHMYECKOH H
PYKOBOAUTEIS YIpaBIEHYECKON NesITeTbHOCTH
OpraHu3aluu Ha CTpaHUOax npodeccHoHaTbHON
[K-5. Cmocoben | TTIK-5.1 neyaT.
co3JlaBaTh U BECTHU — CamocrosTenbHas padora Ne 1.
CUCTEMBI TIK-5.2 Tema: «IloaroroBka cioBaps»
JOKYMEHTAllHOHHOT
0 g obecrieverns | 1K-3-3.
YIpaBICHUS "
apXUBHOTO Jiela Ha
Oaze HOBEHIITNX
TEXHOJIOTHIA
Tema 2. Uudopma- | Te xe Te xe — Cemunap Ne 2. Tema «Mupopma-
OUOHHOE olecre- HMOHHOE obecreueHne HHQPOpMAaIH-
YeHHEe  yIpaBie- OHHBIX CHCTEM YIpaBJICHUS: OTede-
HUS:  CYIIHOCTb, CTBEHHBIN OITBIT
TpeOOBaHUS K — IIpaktuyeckas padora Ne 1. Tema
OopraHu3aluu «DenepanpHerii 3axoH "O06 nHbOpMa-
1Y, MH()OPMAIMOHHBIX TEXHOJOIH-
AX U O 3alIUTe HHPOPMAITUIDY
— CamocrostenbHass pabora Ne 1.
Tema: «IloaroroBka cioBapsi»
—Ne 2. Tema: «MeToanka cocTaBie-
HUs1 0030pay
Tema 3. | Te xe Te xe — IIpakTnueckas padota Ne 3. Tema
BuemammuHOe «AHanmu3 CUCTEMBI TOKa3aTeNen»
WHPOPMaIOHHOE — CamocrosTensHas paborta Ne 1.
obecnieueHune Tema: «IloaroroBka cioBaps»
Tema 4. Bayr- | Te xe Te xe — CamocrostensHas pabora Ne 1.
PUMAaIIMHHOE Tema: «Iloaroroska ciaoBaps»
WHPOPMaIOHHOE
o0ecrieueHune
Paszoen 2. Cucmema knaccugpuxayuu u koOupo8amuss MexHUK0-9KOHOMUUECKO
U coyuanbHol uHgopmayuu
Tema 5. | Texe Te xe — Cemunap Ne 3. Tema «O61mepoc-
Knaccudpukauus u CHiicKHe KI1acCu(pUKaTOPbl TEXHUKO-
KOJAWPOBAHHE TEX- 9KOHOMHUYECKOHN M COLMAIbHON
HUKO-3KOHOMUYe- UHQOPMAITII
CKOIl M couuanb- — IIpaxTnyeckas padota Ne 4. Tema
HOW WH(OpMaUN «Obmmepoccuiickne Kiaccu(puKaTopsl
(TOCN) TEXHUKO-I)KOHOMHYECKOH HH(pOpMa-
181700
— CamocrosrenbHas padora Ne 1.
Tema: «IloaroroBka cioBapsi»
Tema 6. Iloctpoe- | Te xe Te xe — Cemunap Ne 4. Tema «Knaccudu-

HUE Kiaccuuka-
topoB TOCU

Kalus KaKk MeTOJ] [IO3HAHUS»
— Ilpaktrnyeckas pabota Ne 5. Tema
«MeTobl KOOMPOBAHHS TEXHUKO-
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HaumenoBanue ILlnanupyembie Koabl HaunmeHoBaHue
pa3fesoB, TeMbl | pe3yJbTAThl 0CBOe- | HHIMKATOPOB OLICHOYHOT0 CpeacTBa
Hus OITIOII JOCTHKEHHSA
KOMIIeTeHIH
i
9KOHOMHYECKOHN U COLMATIbHON
HH(OPMAITII
— CamocrostenbHass pabora No 1.
Tema: «Ilogroroska ciaosaps»
Tema 7. Paspa- | Te xe Te xe — Ilpaktrnyeckas pabota Ne 6. Tema
00TKa U BexeHHE «TexHuueckoe 3a1aHue Ha pa3pa-
KJIacCU(HKATOPOB 00TKy 00IIepOCCHHCKOTO Kitaccudu-
TOCH KaTopa

— CawmocrosTenpHass pabora Ne 1.
Tema: «Iloaroroska ciaoBaps»

Paszoen 3. Yuugpuyuposanuvie cucmemvt 0okymenmayuu

Tema 8. Yuuduka- | Te xe Te xe — Ilpaktuyeckas padorta Ne 7. Tema
oUsl U CTaHIApTH- «YHupUIMpOBaHHBIE (HOPMEI
3anUsl  yIpaBlICH- JOKYMEHTa»
YECKUX JIOKyMEH- — Ilpaktugeckas pabora Ne 8. Tema
TOB «YHU}HKaLUs TEKCTOB yIpaBleHYe-
CKUX JOKYMEHTOBY
— CawmocrositenpHast pabora Ne 1.
Tema: «IloaroroBka cioBaps»
Tema 9. Pazpa- | Te xe Te xe — Cemunap Ne 5. Tema «Tabennb
00TKa Tabens (hopM TOKyMEHTOB OpTraHU3AI[HH:
($hopM TOKYMEHTOB TEXHOJIOTHS Pa3pabOTKIm»
OpraHu3aluu — IIpaxTryeckas padota Ne 9. Tema

«Pa3pabotka Tabenst popM TOKyMEH-
TOB»

— CamocrostensHas paborta Ne 1.
Tema: «Ilogroroska ciaosaps»

Pasoen 4. [Ipoexmuposanue cucmem uHGoOpmMayuonHo2o obecnedenus ynpaeieHusl

Tema 10. | Te xe Te xe — IIpaktuyeckas padota Ne 10. Tema
[IpennpoexTHOE «Ananu3 cucTeMbl HH)OPMAITHOH-
oOcrieoBanue cu- HOT'O o0ecrieueHns yIpaBlIeHUs
crem UOY MIPEIIPUATHS
— CamocrosTensHas padorta Ne 1.
Tema: «IloaroroBka cioBapsi»
Tema 11. TIlpoek- | Te xe Te xe — Cemmurap Ne 6. Tema «IIpoekTupo-

TUPOBAHUEC CHUCTEM

noy

BaHue cucteM MOVY»

— IIpaktuyeckas padota Ne 11. Tema
«MeToauKH MOJETMPOBAHUS CUCTEM
WHPOPMAITHOHHOTO 00ECTICUCHHUS)

— CamocrostenbHass pabora Ne 1.
Tema: «IloaroroBka ciaoBaps»

Taoauua 7

IMacnopT ¢poHaa OLIEHOYHBIX CPEACTB JJIsl IPOMEKYTOUYHOM aTTecTAlul
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HaunmeHoBaHue ILnanupyembie Koawbt HaunMmeHoBanue
pa3fesnoB, TeMbI | Pe3yJbTaThl 0CBOe- | HHAUKATOPO OLEHOYHOT'0 CPelcTBA
Hus OITIOIT B
AOCTHKEHUS
KOMIIeTeHIH
i
1 2 3 4
Pazoen 1. Unghopmayuonnoe obecneuenue uHGOpMAYUOHHBIX CUCTHEM YIPAGIEHUS
Tema 1. IIK-3. Croco6en | ITK-3.1 — Bompockr k 3auety (6 cemectpa):
HNndopmanmon- OCYLLIECTBIIATH NeNe Teopetnueckux Bonpocos: 1-14
HBIE IPOOIEMBI OpraHu3allMoOHHOE, | [JK-3.2 — NeNe mpakTHKO-OPHMEHTHPOBAHHBIX
OpraHu3aluu JIOKYMEHTALHOHHOE [~ 3amaHuii: 1
YIpaBJICHUS 1 “HPOPMALUOHHOE — Bonpocs! k sx3ameny (7 cemectp)
obecrnieueHme NoeNe Teopetrueckux Bonpocos: 1-14
JIEATEIBHOCTH — NeNe mpakTHMKO-OPUEHTUPOBAHHBIX
pykxoBoAMTESA 3a1aHuil: 1
OpraHu3aluuu — TECTHPOBaHHE
IIK-5.  Cmocoben | IIK-5.1
CO3/1aBaTh M BECTH
CUCTEMBI [IK-5.2
JOKYMEHTAllHOHHOT
0 g obecrieuerms | 1HK-5-3.
yHpaBiIeHHus u
apXMBHOrO Jeja Ha
Oaze HOBEHIINX
TEXHOJIOTUH
Tema 2. | Te xe Te xe — Bompock! k 3auety (6 cemectpa):
Hndopmarmon- NeNe Tteopermuecknux Bompocos: 15-
Hoe obecreuyeHue 17—
YIIPaBICHUS: CYILI- NeNe npakTHKO-OpHEHTHPOBAHHBIX 3a-
HOCTh, TpeOoBa- naHuit: 1
HUASA K OpraHu3a- — Bompockr k 5x3ameny (7 cemecTp)
1015051 NoNe TeopeTrueckux BOmpocoB: 15-17
— NoeNe mpakTHKO-OPHEHTHPOBAHHBIX
3aganuii: 1
— TECTUPOBaHHE
Tema 3. | Te xe Te xe — Bompock! k 3auety (6 cemectpa):
Buemamunnoe NoNe Teopetuueckux Bompocos: 18, 19
nH()OPMAITHOHHOE NoNo mpakTudeckux 3ananuii: 1
obecrniedueHue — Bompocs! k ak3ameny (7 cemecTp)
NoNe Teopetuueckux Bompocos: 18, 19
— NeNe IpakTHKO-OpHEHTHPOBAHHBIX
3ajaHuii: 1
— TECTUPOBaHHE
Tema 4. Bayr- | Te xe Te xe — Bompocksr k 3auety (6 cemectpa):
PpUMAaIIMHHOE NoeNe Teopetrueckux Bonpocos: 20-22
WHPOPMaIOHHOE — NeNe mpakTHMKO-OPUEHTHUPOBAHHBIX
obecrieueHue 3agaHuit: 1

— Bompockr k 5k3ameny (7 cemecTp)
NoeNe TeopeTmaecknx BOompocoB: 20-22
— NeNe mnpakTHKO-OPUEHTUPOBAHHBIX
3amanni: 1

— TECTHPOBaHHE

Pazoen 2. Cucmema knaccugpuxayuu u xoOupo8amuss MexHuKo-9K0HOMUYEeCKou
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HaunMmeHoBaHue
pa3aesioB, TeMbI

ILnanupyembie
pe3yJIbTaThl 0CBOE-
Hus OITOIT

Koanl
HHINKATOPO
B
JOCTHKEHHSI
KOMIIETEHITH

vy

u

HaumeHnoBanue
OLICHOYHOI'0 CPeACTBA

U coyuanbHou uHgopmayuu

Tema 5. | Te xe Te xe — Bompock! k 3auety (6 cemecTpa):
Knaccudukarus n NoNe TeopeTuueckux BOmpocoB: 23-26
KOJAMPOBAHHUE TEX- — NeNe mpakTHKO-OPHEHTHPOBAHHBIX
HUKO-DKOHOMUYe- 3aIaHui: 2
CKOIl W couuanb- — Bompocsl k ak3ameny (7 cemecTp)
HOU WHpOpPMALUH NeNe TeopeTrueckux Bonpocos: 23-26
(TOCH) — NeNe mmpakTHKO-OpHEHTHPOBAHHBIX
3aJIaHmi: 2
— TECTHPOBaHHE
Tema 6. [Toctpoe- | Te xe Te xe — Bompockr k 3adety (6 cemectpa):
HUE Kiaccuduka- NoeNe TeopeTHdecKux BOIpPocoB: 27, 28
topoB TOCU — NeNe mpaKkTHKO-OPHEHTHPOBAHHBIX
3aJIaHuN: 2
— Bompock k 5k3ameny (7 cemecTp)
NoNe TeopeTnueckux Bompocos: 27, 28
— NeNe mpakTHKO-OPHEHTHPOBAHHBIX
3a0aHui; 2
— TECTUPOBaHHE
Tema 7. Paspa- | Te xe Te xe — Bompock k 3auety (6 cemectpa):

00TKa U BeIcHHE
KJIacCU(PHKATOPOB
TOCHU

NeNe TeopeTnueckux Bonpocos: 29-32
— NoNe mpakTHKO-OPUEHTHUPOBAHHBIX
3ajaHuil: 3

— Bompock k 3k3ameny (7 cemectp)
NeNe TeopeTnueckux Bonpocos: 29-32
— TECTHPOBaHHE

Pazoen 3. Yuuguyup

O6AHHbIE CUCMEMDbL OOKyMeHmauuu

Tema 8. Yuudu- | Te xe Te xe — Bompock k ak3ameny (7 cemecTp)
Karus u NoNe TeopeTtuueckux Bompocos: 33-37
CTaHJapTH3aLUI — NeNe IpakTHKO-OpHEHTHPOBAHHBIX
YIIPaBICHYECKUX 3agaHuit: 4
JIOKYMEHTOB — TECTUPOBaHHE
Tema 9. Pazpa- | Te xe Te xe — Bonpocs! k sx3ameny (7 cemectp)
0oTka Tabdes NeNe Teopetnueckux Bonpocos: 38-40
dbopM  OKyMeEH- — NoNe mpakTHKO-OpHUEHTUPOBAHHBIX
TOB OpraHU3aIIH 3a1aHuii: 3

— TECTHPOBaHHE

Pasoen 4. [Ipoexmuposanue cucmem uHGoOpmMayuonHo2o obecneyenus ynpagieHusl

Tema 10. | Te xe Te xe — Bompockr k 5k3ameny (7 cemecTp)
[IpenanpoexTHOE NoNe TeopeTrdeckux BOompocoB: 41, 42
oOciiefoBaHme CH- — NeNe mpakTUKO-OpUEHTUPOBAaHHBIX
crem NOY 3aJaHui: 5

— TECTHPOBaHHE
Tema 11. Ilpoek- | Te xe Te xe — Bompocs k 5k3ameny (7 cemecTp)

THpOBaHUE cu-

ctem UOY

NeNe Teopetnueckux Bonpocos: 43, 44
— NeNe IpakTHKO-OpHEHTHPOBAaHHBIX
3aJaHui: 5

— TECTHPOBaHHE
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6.2. Onucanue nokasareJieii U KpUTEpPHEB OLEHUBAHNS KOMIIETEHI[HI HA PA3JINYHBIX
Tanax ux (popMUpPOBaHUS, ONIUCAHHE IIKAJ OLlEHUBAHUSA

6.2.1. Iloxazamenu u Kpumepuu OUyeHUBAHUA KOMNEMEHYUIl HA PA3TUYHBIX

Imanax ux gopmuposanusn

Tabauna 8
IMoka3zaresu ¥ KPpUTEPUH OLICHUBAHMS KOMIIETECHIM A
IInanmpyemsie Ioxa3aTesn
Kputepuu oneHuBanus
pe3yJbTaThl chopMupoBaHHOCTH
ocsoennss OITOIT KOMIIeTeHIM i
1 2 3
I1K-3 — TIOHUMaeT OCOOCHHOCTH OpraHu3anuoH- | OOydJaromuiics oOnagaer Heoo-
HOTO, JOKYMEHTallMOHHOTO W MH(OpPMANK- | XOAUMON CHCTEMOW 3HAHWA, JO-
OHHOT'O OOECIEUYCHHE NEATEIPHOCTH PYKO- | CTUT  OCO3HAHHOTO  BIIAJCHUS
BOJUTEIIS OpTraHU3allNu; YMEHUSIMU, HaBBIKAMU H
— TPUMEHSET TEXHOJIOTWH OPTraHM3allMOH- | Croco0aMu PO eCCHOHATLHOM
HOTO, JTOKYMEHTAITMOHHOTO W WH(OpPMAIH- | JEATEIBHOCTH. JleMOHCTpHupyeT
OHHOTO OOECIEUEHHE NEATCIILHOCTU PYKO- | CIIOCOOHOCTh aHaIN3UPOBATH,
BOJUTEIIS OpPraHU3alNY; MPOBOJIUTH CPAaBHEHHE U OOOCHO-
— c1rmoco0eH WCITONIb30BaTh 3HAHUS, YMEHUS, | BAaHHE BHIOOpA METOJOB PEIICHHMS
BJaJicHUS B NPOo(eCcCHOHATIBHON JesTeNb- | 3aJaHUil B MPAKTUKO-OPHUEHTHUPO-
HOCTH. BAaHHBIX CUTYaIlHsIX.
T1K-5 — MOHUMAET METOJIMKY CO3/IaHus U BeaeHus | OOydvaromuiicss oOnagaer Heoo-

CHUCTEMBI JTOKyMEHTAITMOHHOTO obecreue-
HUS YIIPaBJICHHS U apXUBHOTO Jiesa Ha 0ase
HOBEHUIINX TEXHOJIOTHH,

— TNpUMEHSET HOBEWINHNE TEXHOJIOTHH CO-
3/1aBaHU U BEICHUS CHUCTEMBI JTOKYMEHTA-
LIMOHHOTO 00ECICUCHUsS yIPABJICHUS U ap-
XHABHOIO JIeia,

— cImoco0eH HCITOJIb30BaTh 3HAHUS, YMCHUS,
BJIQJICHUSI B TPOQPECCUOHATBLHON JEATEIb-
HOCTH.

XOJMMOM CHCTEMOM 3HAHWM, IO-
CTUT  OCO3HAaHHOTO  BJIAJICHUS
YMEHHSIMH, HaBBIKAMH u
crmocobamMu  TpodeccrHoHaTHLHOM
JESTeNbHOCTH.  JIeMOHCTpUpYyeT
CIIOCOOHOCTH aHAJIM3UPOBATH,
MPOBOJIUTH CpAaBHEHHE U OOOCHO-
BAaHUC BBI60pa MCTOJ0OB PCIICHUSA
3aJlaHuil B TPAKTUKO-OPUEHTUPO-
BaHHBIX CHTYyaIlHAX.

Taoauua 9

Jranbl ((POPMUPOBAHUSA KOMIIETEHIUI

HauMeHnoBaHme 3Tamna

XapakTepucTHKA dTana

DopMbI KOHTPOJISA

1

2

3

Hauanpupiit  (BXogHOH) 3Tam
(hopMHpOBaHHS KOMIIETCHIUH

JInarHocTrka BXOJHBIX 3HAHUMN
B paMKax KOMIIETEHIMH.

VYeTHBI onpoc

Texymuit aTan GopMUpOBaHUS

KOMIIETEHIIUI

Brimonnenne oOyvaromumMucs
3a/laHWil, HaIlpaBIIEHHBIX Ha
(dbopMuUpoBaHHE KOMIICTCHIIUN
Ocy1iecTBI€HUE  BBISIBICHUS
MPUYUH MIPETIATCTBYIOIINX
3¢ heKTUBHOMY OCBOCHHIO
KOMITETCHITUH.

AxTHBHas ydeOHas JICKIHS;
CEeMHUHApBI; MPAKTHYECKUE 3a-
HATHS, CaMOCTOSTENbHAs pa-
Oora:

YCTHBIA OMPOC MO THATHOCTH-
YCCKUM BOIIpoCaM; ITMCbMCH-
Has paboTa

[IpomesxxyTouHbIil  (aTTECTaIU-
OHHBINA) 3Tarm (HOPMHUPOBAHUS

KOMITETCHITU I

OnenuBanne cQOPMHPOBAHHO-
CTH KOMIICTCHIMI II0 OTHCIb-
HOM 4YaCTH JUCIUIUIMHBI WU

3auem, 3x3amen:
— OTBEThl Ha TEOPETHUYCCKUE
BOTIPOCHI;
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JHUCITUIIIIMHBI B IICJIOM. — BBIIIOJTHCHUEC IIPAKTHUKO-
OPUCHTUPOBAHHBIX SaHaHHﬁ.

6.2.2. Onucanue wiKan oueHuAHUA

Taoauna 10

6.2.2.1. Onucanue mIKaJjJbl OCHUBAHNUS OTBETA HA 3a4YeTe H JK3aMeHe

OneHka Mo HOMH-
HAJIBLHOH IIKaJIe

Onncanne ypoBHeil pe3yJbTATOB 00y4YeHHSA

OT1IUYHO
/ 3auTeHo

OOydaroIumics MoKa3bIBaeT ITyOOKHE, MCUCPITBIBAIONING 3HAHHMS B O0ObEME
MPOMICHHON MPOrpaMMBbl, YBEPEHHO ACHCTBYeT MO NMPHUMEHEHMIO TOMYYeHHBIX
3HAHWM HA TMPAKTUKe, JEMOHCTPHPYS YMEHHS U BJIaJCHUS, OIpEICICHHbIC
IIPOrPaAMMOIA.

I'paMOTHO M JIOTMYECKM CTPOMHO H3JIaraeT Marepuall MpU OTBETE, YMEET
(opMyaHpOBaTh BHIBOIBI M3 U3JIOKEHHOTO TEOPETHIECKOTO MarepHaia, 3HaeT J10-
TIOJTHUTEITEHO PEKOMEHIOBAHHYFO JINTEPATypYy.

OOyuaromiuiicst criocoOeH AeHCTBOBATh B HECTAHIAPTHBIX MPAKTUKO-OPUEHTH-
POBaHHBIX cuTyauusx. OTBedaeT Ha Bce JOMOMHUTENBHBIE BOIPOCHL.

Pesynsrar 00ydeHHs MOKa3bIBaeT, YTO IOCTUTHYTHIH YPOBEHD OIICHKH Pe3yJbTa-
TOB OOyYeHHUs TIO JMCUMILTHHE SIBJISETCS OCHOBOM IS (JOPMHUPOBAHHUSI COOTBET-
CTBYIOLIMX KOMITETEHLIMIA.

Xopomo
/ 3auTeHo

Pesynsrar 0OydeHHs IMOKa3bIBaeT, YTO OOYyHYaIOLIMICS HPOIEMOHCTPUPOBAT
pe3ylBTaT Ha YPOBHE OCO3HAHHOTO BJIAJICHUS YUEOHBIM MaTeprajoM M y4eOHBIMH
YMEHUAMMU, BIIAICHUAMU 110 TUCIUTIIINHE.

Jlonyckaer He3HAYUTENbHBIE OIIMOKH IPU OCBELIEHUH 33IaHHBIX BOIIPOCOB.

OOyyarommiics crnoco0eH aHaJIM3UPOBATh, IPOBOAWTH CpPABHEHHE U
000CcHOBaHHE BRIOOpA METO/IOB PEUICHUS 3a/JaHUI B MPAKTHKO-OPUEHTHPOBAH -
HbBIX CUTYallusiX.

YaoBiaersopuTeib-
HO
/ 3auTeHo

Pesynprar o0y4yeHHs MOKa3bIBaeT, YTO OOyUaIOMIHMICS 00IagaeT Heo0XO0-
JIMMOH CUCTEMOM 3HAHHUN U BIaJECET HEKOTOPBIMU YMEHUSIMHU 110 AUCLIUIIUHE.

OTBeTHI U3NIaraeT XOTs M ¢ OMTMOKaMH, HO MCTIPABISIEMBIMH TTOCJIE JOIOJI-
HUTEIBHBIX U HABOJSAIINX BOIIPOCOB.

OOyuaromuiicss crocoOeH TMOHUMAaTh W HHTEPIPETHPOBATH OCBOSHHYIO
“H()OPMAITHIO, UTO SBISIETCS OCHOBOHM yCHENIHOTO (DOPMHPOBAHUS YMEHUU H
BIIAJICHUH JIJISl pEeIICHUS] TPAKTUKO-OPUEHTHPOBAHHBIX 33]1a4.

Heynosaersopu-
TeJIbHO
/ He 3auTeHoO

Pesynmerar oOydeHust 0OydYaromierocss CBUACTEIBCTBYET 00 YCBOCHHUHM WM
TOJTBKO IIEMEHTAPHBIX 3HAHUN KITFOUEBBIX BOMPOCOB TIO TUCITUTIIHHE.

JlonyiiieHHbIe OMMOKH ¥ HETOYHOCTH B XOJI€ IPOMEKYTOUHOTO KOHTPOJIS T10-
Ka3bIBAIOT, YTO OOYYAIOIIUICS HE OBJIAJICT HEOOXOAWMOMN CHCTEMOW 3HAHWN U
YMEHHH 110 JUCIHUTLIAHE.

OO0yJarommiics ToITycKaeT TpyOble OIMMOKH B OTBETE, HE TIOHUMAET CYIITHOCTH
M3JIaraeéMoro BOIIPOCa, HE YMEET MMPUMEHSTh 3HAHHS Ha MIPAKTUKE, TACT HETIOHBIC
OTBETHI HA IONOIHUTEIBHBIC U HABOJSIIKE BOIPOCHL.

OnucaHne MKAaJbI OLIEHUBAHUS Inpu TECTUPOBAHUU HA 0a3e TeCTOBbBIX

MATCPHAJIOB MHCTHUTYTA

OneHKa Mo HOMHHAIBLHOM HIKAaJIe % NpPaBHJIBHBIX 0TBETOB, MOJYYEHHBIX HA TECTHPOBAHUHU
Otauuno / 3a4TeHo o1 90 10 100
Xopomuio / 3auTeHo ot 75 no 89,99
Y 1oBNIETBOPUTENBLHO / 3a4TEHO) ot 60 10 74,99
HeynosnerBopurensro / He 3auteHo MeHee 60
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Taoauma 11

6.2.2.2. Onucanye MKaJbl OHeHUBAHUA

Ycemnuoe evicmynnenue (cemunap, n0Kian)

Heckpunro- | OOpa3uoBblIii, 3akoH4eH- H30:xeHHbIi, MuHuMaJIbLHBIA Ouen
pbl NPUMMEpPHBIii; | HbIM, OJIHBINA | PacKpBITHIA OT- | OTBeT (Hey1OBJIe- Ka
HOCTOMHBIH OTBeT BeT (Y/I0BJIETBO- TBOPMTEJILHO)
MOAPAKAHUA (xoporo) PHUTEJIBHO)
0TBET
(0TJINYHO)
PackpriTre [MpoGnema pac- | [IpoGmema pac- | [Ipodnema  pac- | [Ipobiema HEe pac-
poOIIEMBI KpbITa TONHO- | KpbITa. lIpoBe- | KppITa HE TONHO- | KpbITa. OTCYTCTBY-
cteto.  IIpose- | neH aHaJu3 | CThbIO. BBIBOZIBI HE | OT BBIBOJBI.
JICH aHamm3 | mpoOnemMbl 0e3 | cAemaHbl  W/WiaH
npoOJeMbl  C | MPUBJICYECHUS BBIBOJIBI HE
TIPUBJICYEHHEM | JOTIONHUTENB- | OOOCHOBAHEI.
JIOTIOJIHUTEb- HOW JMTEpaTy-
HOW Jswmrepary- | pbl. He Bce BbI-
pel.  BbIBOABI | Bombl crienaHbI
00OCHOBAHEI. W/ 000CHO-
BaHBbIL.
IIpencrasne- IIpencrasmus- IIpencrasmns- IIpencransemas | Ilpencrasisiemas
HUE emas wH(OpMa- | eMas nHpopMa- | mHboOpMaKsd He | HUHPOPMAITUSI JIOTH-
U] CUCTEMATH- | ST  CHCTEMa- | CHCTEMaTH3HpO- | YEeCKH He CBs3aHa.
3UpOBaHa, II0- | TU3MPOBaHA ¥ | BaHa W/WiK He No- | He  mcmonb3oBaHbI
CllefioBaTeNlbHa | TIOCIIENO- ClleoBaTeNbHA. npodecCHOHANTBHBIE
W JorHueckH | BarenpbHa. Mc- | [Ipodeccronams- | TepMUHBL
cBs3aHa.  Mc- | monb30BaHO Hast TEPMUHO-
TMOJIb30BAHBI OONBLIMHCTBO | JIOTUSI HCIIONB30-
BCE HEOOXO- | HEOOXOIMMBIX | BaHA MAJIo.
JmMBble ripodec- | mpodeccro-
CHOHAJIbHBIE HAJTbHBIX
TEPMHHBL TEPMHHOB.
Odopmenne | [lupoko  wmc- | Mcmoms3oBansl | Mcmonp30BaHbI He wucnonbs3oBaHbl
TIOJTb30BAHBI nHpopMaImoH- | MHPOPMALIMOH- nH(popMaIMOHHEIC
UH(OPMAIMOH- | HBIE TEXHO- | Hbleé TEXHOJOTUH | TEXHOJIOTHH
HBIC TEXHO- | JIOTHH (PowerPoint) (PowerPoint).
JIOTHH (PowerPoint). YACTUYHO. Bompme 4 ommbox
(PowerPoint). He ©Oomee 2 |34 ommbOku B |B TpEACTABIIEMON
Ot1cyTCTBYIOT OLIHOOK B | mpexacTaBisieMol | mH(poOpMaIumL.
OTIINOKH B | TIpENCTaBIsI- nHGOPMAITHH.
MpeacTaBIs- eMoi
emoii nHpopMa- | HHHOPMALIUHL.
I
OTBeTHI Ha | OTBeTHI Ha | OTBETHI Ha | Tonbko  otBethl | Her oTBeTOB Ha
BOIIPOCHI BOTMPOCH!  IOJI- | BOTIPOCHI TOJI- | HA 3JIEMEHTApHBIE | BOTIPOCHI.
HBIE C TIpUBEJC- | HBIE W/WIH | BOIPOCHL.
HHEM TIpUMe- | YaCTUYHO II0J-
POB. HBIE.
Ymenne CBobonHo CBobonmHo CkoBaHn, oopatnas | CkoBaH, oOparHas
JIep)KaThCsl HA | JIEPXKHUTCS  HA | IEPXKUTCI  HA | CBSI3b C AayAuTO- | CBS3b C ayIUTOpHEn
ayJUTOPHH, ayAUTOPUH, ayAUTOPUH, pHei 3aTpyJHeHa. | OTCYTCTBYET, HE CO-
KOMMYHHKa- crnocoOeH K | MOJ/IepKHUBaAET 0Jr01a€T HOPMBI pe-
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THBHBIE Ha- | IMIPOBH3AIMK, | OOpPATHYIO 44 B IPOCTOM
BBIKH YUHUTBIBAET CBSI3b C ayIUTO- BBICKa3bIBaHHH.
oOpaTHyO pHCH.
CBSI3b C ayJIUTO-
pUEH.
Hror
[TpakTuueckoe (MpakTUKO-OPUEHTUPOBAHHOE) 3aJaHHE
OneHka no HOMMHAJIb-
. XapakTepHCTHKH 0TBeTa 00y4aromerocs
HOIi mIKaJe
O1anyHo OO6yuaromuiics caMOCTOSITETIbHO M MPAaBUIIBHO el yueOHo-TIpodec-
CHOHAJIbHYIO 3aJady, YBEPEHHO, JIOTHYHO, IIOCIEI0BATEIBHO H
apTYMEHTUPOBAHHO H3JIaraj CBOE peIlleHHe, HCTONB3Ys IMpodeccro-
HAJIbHYIO TEPMHHOJIOTHIO.
Xopoiuo OOyuaromuiicss caMOCTOATENIFHO W B OCHOBHOM TPAaBHJIBHO PEIINIT
y4e0HO-TIpOeCCHOHANTFHYI0 3a/1ady, YBEPEHHO, JIOTHYHO, IIOCIEN0-
BaTENFHO M apryMEHTHPOBAHO H3JIaraj CBOE pPEIlieHHE, UCTIONB3YS MPOo-
(hecCHOHABHYI0 TEPMUHOJIOTHIO.
Y10B/1€TBOPUTEIbHO OO6yuatomuiics B OCHOBHOM pEIIM y4eOHO-POPECCHOHABHYIO 3a1a-
4y, JOIYCTHJ HECYILECTBEHHbIE OLUIMOKH, c1ab0 apryMEHTHUPOBal CBOE
PEIICHUC, ITYTasACh B HpO(i)eCCI/IOHaJ]LHBIX IIOHATHUAX.
HeynoBieTBopuTeabHO Obyuaromuiics He pel y4eOHO-poeCCHOHANBHYIO 3a1auy.

6.3. TunoBbie KOHTPOJIbHbIE 32IaHUS HJIM MHbIE MaTepHAaJibl, HEOOX0ANUMBbIe 115
OLIeHKH 3HAHMI{, YMeHMIi, BJIaIeHHii, XapaKTepHu3y0LIHX 3Tanbl (JOpMUPOBAHUSA
KOMIIeTeHIUH B Npolecce 0CBOEHHs 00pa30BaTe/IbHON MPOrpaMMbl

6.3.1. Mamepuanwt 0151 n0020MOGKU K 3auemy u IK3amMeHy

Tabamuna 12
Martepuanbl, He00X0AMMBbIE /151 OLEHKH 3HAHUI
(mpuMepHbIe TeoOpeTHYECKHE BONPOCHI)
K 3a4eTy

Ne H Kon
wn pumMepHbIe GOPMYTHPOBKH BOMPOCOB KOMITeTeH il
1. | Uuadopmanmonnoe npaso Poccuu [1K-3; [IK-5
2. Cucrema 3aKOHOIATENHCTBA B 001acTH HH(PpOpMAITUH 1 HHPOPMaTH3AIIHH I1K-3; TIK-5
3. Wudopmarust, HHGOPMAIIMOHHBIE PECYPCHI Kak 00BEKT MpaBa I1K-3; T1K-5
4., 3akoHomarenbHas 6aza JJOY IIK-3; IIK-5
5. [TpaBoBble mpoGnems! B cdepe moxymentupoBanus u JJOVY: coBpemenssiii | [TK-3; TTIK-5

3Tal 3aKOHOJIATEILHOTO PETYJIMPOBAHUS
6. IIpaBoBbIe acneKThl COOCTBEHHOCTU Ha MH(opMaiuto, nHdpopmanuonnsie pe- | [TK-3; I1K-5

CYpCHI
7. [TpaBoBOE perynupoBaHue A0CTya K HHGOpMAIHH I1K-3; TTIK-5
8. IIpoekt @3 «O NOKYMEHTAIIMOHHOM O0ECIICYCHUN YIIPABICHUS I1K-3; IIK-5
9. 3aKOHOIATENLCTBO B chepe MEKTPOHHBIX KOMMYHHKAIIAI I1K-3; TIK-5
10. | 3apyOexHblil omBIT peryaupoBaHusi oTHomeHUH B cgepe snexrponssx | [TK-3; I[TK-5

KOMMYHHUKaIUH
11. | PerymupoBaHue mponeccoB JOKyMEHTHPOBAaHMA B 3JIEKTPOHHOM cpexe B poc- | I1K-3; TIK-5

CHIICKOM 3aKOHOJIATEIbCTBE
12. | TocynapcrBenHas nonutuka B chepe nHOpMaTH3AIIH I1K-3; T1K-5
13. | «DIeKTPOHHOE MPABUTEIBCTBOY: 3aPYOCHKHBIN OIBIT I1K-3; TIK-5
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14. | Ipoekr «DnexTponnas Poccusny TIK-3; IIK-5
15. | Iousitue nH(GOPMAIMOHHOTO 00ECTIEYEHHS. IIK-3; IIK-5
16. | CrpykTypa ynpaBieHuecKoil HHbOpManuu: peKBU3UT, MoKasaTenb, uHopma- | [TK-3; [TK-5
[IMOHHBIC MACCHUBBI, THPOPMAIIMOHHBIE TOTOKH, HH()OPMAIIOHHAS CUCTEMA.
17. CucreMa TEXHUKO-3KOHOMHYECKHX U COLMATIBHBIX ITOKa3aTelieil Kak ocHosa 11OV, T1K-3; TIK-5
18. | Cucremsl knaccudukanuu u koguposanuss TOCU: Hasnauenue, TpedoBanus, | [TK-3; [TK-5
TEXHOJIOTHS.
19. | CucreMsl JOKyMEHTAIMKM U HHPOPMAIIMOHHBIE TIOTOKU B CHCTEME YIIPABJICHUSI T1K-3; TIK-5
20. | BapuanTsl opranusanyiy BHyTpPUMAIIMHHOTO HHpOpManronHoro obecrieuenus. | [TK-3; [TK-5
21. | BaHK maHHBIX, €r0 COCTaB, MOJEIU 0a3 JaHHEIX. 1IK-3; IIK-5
22. | XpaHWIHIla JaHHBIX U 0a3bl 3HAHUH. IIK-3; IIK-5
23. | Cucrema xnaccudpuxanuu u xogupoBanuss TOCU: ctpykrypa, TpeboBanus, | [TK-3; [TK-5
HOpPMAaTHBHAs 0a3a, MPUHIUIIB PYHKITHOHUPOBAHHSL.
24. | Ilpobnema rapmonuzanuu OK TOCU. I1K-3; T1K-5
25. | Bugs! knaccudukatopos TOCH. ITK-3; T1K-5
26. | llepcriekTUBBI pa3BUTHsI CUCTEMBI Kinaccupukanuu u kogupoanus TIOCH. IIK-3; T1K-5
27. | Meromsl KiaccHpUKAIIAH. I1K-3; TIK-5
28. | Meroasl KOTUPOBAHUS. T1K-3; TIK-5
29. | Pa3paboTka 00mIEpOCCUICKHX KIaCCH(DUKATOPOB. IIK-3; IIK-5
30. | Benmenue o0IIEPOCCHICKUX KITaCCH(PHUKATOPOB. TIK-3; IIK-5
31. | IlpumeHeHue 0OIIEPOCCHICKHIX KIACCH(DUKATOPOB. TIK-3; TIK-5
32. | IlpenoctaBnenue mHdoOpMaImu, TEKCTOB obmepoccuiickux knaccudukaro- | [TK-3; ITK-5
POB ¥ BHECEHHBIX B HUX H3MCHEHHH.
K 9K3aMEHY
Mo IIpumepHbie (OPpMYJIHPOBKH BOIIPOCOB Kon .
n/n KOMIIeTeH i
1. Hudopmaronnoe mpaBo Poccun I1K-3; TIK-5
2. Cucrema 3aKOHOIATENbCTBA B 001acTH MH(POPMALIUK U MHOOPMATU3AIUH [1K-3; I1K-5
3. WNudopmanust, nHbOpMaIIMOHHBIE PECYPCHI KaK 0OBEKT MpaBa I1K-3; TIK-5
4. 3akonomarensHas 6aza JJOY TIK-3; TIK-5
5. IIpaBoBele mpobaemsl B chepe noxkymentupoBanus u JOVY: cospemennsiii | [TK-3; I[1K-5
9TaIl 3aKOHOIATEIILHOTO PEryIUPOBAHHUS
6. ITpaBoBble acneKThl COOCTBEHHOCTH Ha HH(pOpManuio, nHpopmarmonusie pe- | I[TK-3; TTIK-5
CYpChI
7. IIpaBoBOE perymupoBaHne JOCTyIa K HHPOPMAIUH IIK-3; I1K-5
8. IpoekT @3 «O TOKyMEHTAIMOHHOM 00ECTICUCHUHN YITPABICHUS I1K-3; T1K-5
0. 3aKOHOATEILCTBO B chepe IEKTPOHHBIX KOMMYHHKAIIAH I1K-3; [1K-5
10. | 3apyOexxHblil OHBIT peryaupoBaHusi oTHoumeHHH B cdepe snektponHbix | [TK-3; I[TK-5
KOMMYHMKAIHH
11. PerynupoBanue npoueccoB JOKYMEHTHPOBAHUS B 3JIE€KTPOHHOH cpene B poc- | [TK-3; TIK-5
CHICKOM 3aKOHOJIATENIbCTRE
12. | I'ocymapcrBenHas nonutuka B chepe nHOpMaTHIAINH IIK-3; IIK-5
13. | «DaeKTpOHHOE MPABUTENBLCTBOY: 3aPYOEIKHBIH OIBIT I1K-3; T1IK-5
14. | Ipoekt «Dnexrponnas Poccusi» I1K-3; T1K-5
15. | ousitue nHPOPMAUOHHOTO 0OECTICYCHHS. I1K-3; T1K-5
16. | Crpykrypa ynpaBieH4ecKoil HH(pOpMaLuK: peKBU3UT, NoKa3arenb, uHpopma- | [TK-3; [TK-5
[IMOHHbIC MACCUBBI, HHPOPMAIIMOHHbIE MOTOKH, HHPOPMAITMOHHASI CHCTEMA.
17. | Cucrema TeXHHKO-?KOHOMHYECKHX M COLHMATBHBIX MOKa3aTenei kak ocHoBa | [TK-3; ITK-5
noy.
18. | Cucrems! knaccuduxanuu u koguposanuss TOCH: Ha3Hauenue, TpeboBanus, | [TK-3; [TK-5
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TEXHOJIOTHSL.
19. | Cucremsl JOKyMeHTAIMK 1 HH(GOPMALMOHHbIE OTOKHU B cucteMe ynpasienus | [TK-3; [TK-5
20. | BapuanTsl opranusanyy BHyTpPUMAIIMHHOTO HHpOpManuonHoro obecrevenus. | [TK-3; ITK-5
21. | BaHk maHHBIX, €r0 COCTaB, MOJEIU 0a3 JaHHEIX. IIK-3; IIK-5
22. | XpaHWIHIIA JaHHBIX U 0a3bl 3HAHUH. IIK-3; IIK-5
23. | Cucrema xnaccuduxanuu u xogupoBanuss TOCU: ctpykrypa, TpeboBanus, | [TK-3; I[TK-5
HOpPMAaTHBHas 0a3a, MPUHIUIIB PYHKIIMOHUPOBAHHSL.
24. | IIpobnema rapmonuzanuu OK TOCU. I1K-3; T1K-5
25. | Bugsr knaccudukatopos TOCH. I1K-3; TIK-5
26. | IlepcrieKTUBBI pa3BUTHsI CUCTEMBI Kinaccupukanuu u kogupoanus TIOCH. IIK-3; IIK-5
27. | Meromsl KiaccHpHKAIIAH, I1K-3; TIK-5
28. | MeTtoasl KOIUPOBAHKS. T1K-3; TIK-5
29. | Pa3paboTka 00mIEepOCCUICKHX KIaCCH(DUKATOPOB. IIK-3; IIK-5
30. | Benmenue o0IIEpPOCCHICKUX KITaCCH(PHUKATOPOB. I1K-3; TIK-5
31. | IlpumeneHue 0OIIEPOCCUICKIX KIIACCH(DUKATOPOB. TIK-3; T1K-5
32. | llpenocraBnenne uHbOpMaImu, TEKCTOB oOmepoccuiickux kinaccudukaro- | [TK-3; TTIK-5
POB ¥ BHECEHHBIX B HUX H3MCHEHHH.
33, | YHudwukanus u craHAapTH3AIMS JOKYMEHTOB: CYIHOCT, I1€Tb, OOBEKTHI. TIK-3; TIK-5
34. | YHudwukanus 1 cTaHAapTH3ANASI JOKYMEHTOB: HOpMaTHBHAs 0a3a. IIK-3; IIK-5
35. | VHubukanus 1 CTaHIapTH3ANNSA JOKYMEHTOB: TPUHITHIIEL, TIK-3; TIK-5
36. | Metopl coaepskaTeibHON yHU(PHUKAIHH. I1K-3; TIK-5
37. | Meroas! popManbHOM YHU(DHUKAIIHH. I1K-3; IIK-5
38. | Tabens GopM TOKYMEHTOB YUPESIKACHHUS. TIK-3; TIK-5
39. | VHudumupoBaHHbie (HOPMEI JOKYMEHTOB. I1K-3; TIK-5
40. | YauduupoBaHHBIE CHCTEMBI JOKYMEHTAIIHH. T1K-3; TIK-5
41. | IpeampoekTHoe oOcnenoBaHe AEATEABHOCTH NpeaAnpusaTus npu npoekrupo- | [TK-3; ITK-5
Bannu cucrteM NMOY.
42. | Craguu pa3paboTku HHYOPMAIIMOHHOTO 00ECTICUSHHUS YIIPABICHUSI I1K-3; TIK-5
43. [TocTpoenue moneneit npu npoekrupoBanuu cucrem MOY. IIK-3; IIK-5
44. | Texuudeckoe npoekrupopanue cucrem MOY. I1K-3; T1K-5
Tabauna 13
Marepuanbl, He00X0AMMBbI€ 1JIs1 OLeHKH YMEHUI 1 BJIaJeHN i
(mpuMepHbIe MPAKTUKO-OPUCHTUPOBAHHBIC 3a/1aHMUS)
Ne ni/m TeMbl NPUMEPHBIX MPAKTHKO-OPUEHTHPOBAHHBIX 3aJaHMii Kon N
KOMIIEeTEeHIii
1 CTpyKTypa TOKYMEHTHPOBAaHHOM MH(OpMAIIUN I1K-3; T1K-5
2 XapakTepucTuka MeTo10B Kinaccudpukanuu u xkonupoBanus B OK | ITK-3; TTIK-5
TOCHU
3 Onwucanre GopMm TOKyMEHTa B KapTe TOKYMEHTA I1K-3; TIK-5
4 YHudukanus TeKCTOB TOKYMEHTOB T1K-3; TIK-5
5 XapakTepuCTUKA TOKYMEHTHBIX CBSI3€M B CHCTEME YIIPABJICHUS [IK-3; T1K-5

6.3.2. Tembl u memoouuecKkue yKazanus no no02omoeke pegepamoas,
Jcce u meopUecKux 3a0anuil no OUcCyuUnIuHe

Hanwucanue pedepatoB (3cce) He mpenycMOTpeHO. TBopueckue 3ajaHusi BBINOJ-
HSAIOTCS B PAMKAax MPAKTUYECKUX 3aJaHus cM. 1. 6.3.4.2

6.3.3. Memoouueckue yKazanus no blnoJIHEHUI0 KypPCoeoil padomnvl
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KypcoBas pabota no aucuuiuinHe y4eOHbIM IJIAHOM HE TPEAyCMOTpPEHA.

6.3.4. Tunoewvie 3a0anus 011 nPoeedeHUss MEKYUuLe20 KOHMPOis
¢opmuposanus komnemenyuii

6.3.4.1. [l.1anbl ceMMHAPCKUX 3aAHATHH

Cemunap Ne 1. Tema «3axonooamenvroe u 2ocyoapcmeenroe pe2yiuposanue
UHDOPMAYUOHHBIX NPOYECCOB»

Bonpocul ons obcycoenus:

WNudopmannonnoe mpaso Poccun

1.1. Cuctema 3aKkoHOAATENHCTBA B 001acT HHGOpMauu U UHGOpMaTU3aLUH

1.2. Undpopmanus, nHGOpMAITMOHHBIE PECYpPCHI KaK 0OBEKT MpaBa

2. 3akoHomaTenapHas 6a3a [[OY

2.1. IIpaBoBsie mpobaemsl B chepe nokymentupoBanus U JJOY: coBpeMeHHBIH dTar
3aKOHO/IaTEIBHOIO PETYJINPOBAHUS

2.2. IlpaBoBBIC acMeKThl COOCTBEHHOCTH Ha WHQOpMAIHO, WH(HOPMAIMOH-HEIE pe-
CYpCHI

2.3. IIpaBoBOE perynupoBaHue JOCTyNa K HHPOPMAIHH

3. 3aK0HOAATENBCTBO B chepe INMEKTPOHHBIX KOMMYHHUKAIIUMA

3.1. 3apyOeKHbIii OMBIT PETYIUPOBAHMS OTHOIICHHUNA B Cepe IEKTPOHHBIX KOMMY-
HUKAaIMi

3.2. PerynupoBaHue IpoOLECCOB JTOKyYMEHTHUPOBAHMS B 3JIEKTPOHHOM cpene B poc-
CHIICKOM 3aKOHOJATENIbCTBE

4. I'ocyngapcTBeHHAas MOJIUTHKA B chepe nHpopMaTU3anuu

4.1. «37EKTPOHHOE MTPABUTEILCTBOY: 3aPYOCHKHBIH OIBIT

4.2. Ilpoext «DnexkrponHas Poccus»

Martepuaisl s MOArOTOBKH ceMuHapy cM. Paznen 7. IlepeueHb neyaTHBIX U 3JIEK-
TPOHHBIX 00Pa30BaTENBHBIX U MH(POPMALMOHHBIX PECYPCOB HEOOXOIUMBIX IJISi OCBOCHUS
JTUCIUTUTAHBL

JlonosIHUTENbHBIE MAaTEpHAlIbl K CEMUHAPY BBIABIIAETCS B paMKaX CaAMOCTOATEIbHON
paboTHI IO TEME.

Cemunap Ne 2. Tema «HUnghopmayuonnoe obecneuwernue uHghopmayuouHvix
cucmem ynpaeienus: omeyecmeeHHulil ONblmy
Bonpocul ons obcyocoenus:
1. HudopmammonHoe obecreyeHUE MPOIECCOB YIPABICHUS: CYIIHOCTh, TEXHO-
JIOTUYECKHE aCTIEKTHI.
2. Tocrpoenue nHGPOPMAITMOHHON CHCTEMBI MPEATPUSATHSI.
3. HudopmanumonHoe odbecrieueHue OTACIbHBIX chep AesTEIbHOCTH.

Marepwuansl 115l TOArOTOBKH ceMuHapy cM. Pasnen 7. [lepeueHb nevaTHBIX U AJICK-
TPOHHBIX 00pa30BATEIBHBIX UM HH(OPMAIMOHHBIX PECYpPCOB HEOOXOIMMBIX IS OCBOCHHS
JICTIATUTHHBL

JlomoJTHUTETbHBIE MAaTepPHAIIbI K CEMUHAPY BBISBIICTCS B paMKax CaMOCTOSTEIHHOU
paboTHI IO TEME.

Cemunap Ne 3. Tema « Obwepoccuiickue Kiaccu@uxamopsvl

MEXHUKO-9KOHOMUYECKOU U COYUATbHOU UHDOPMAYULY
Bomnpocsr qyist o6cyxneHust:
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1.  OGmepoccuiickue Kiaaccu(puKaTopbl COMUATEHON HHPOPMALIUH.

2. Oo6mepoccuiickue kKiaaccu(pukaTopsl HHOOPMAIMH TI0 OMUCAHUIO OpraHU3alMH
HKOHOMHMKH.

3. Obmepoccuiickue KiaccupuKaTopbl HHPOPMAIIMHU O MIPOAYKIIUH, BHIAX SKOHOMH-
YECKOH JIeATENbHOCTH U OKa3bIBAEMBIX YCITyTax.

4. O6mepoccuiickue kiaccupukaTopsl HHGOPMAIMH O TIPUPOIHBIX U TPYJOBBIX pe-
cypcax.

5. Ob6mepoccuiickue kiaccupukaropsl HHGOpMaIuu 0 GUHAHCOBO-KPEAUTHOM cde-
pe.

6. Obmepoccuiickue KiaccuprKaTopbl HHGopMaIu 00 yrpaBIeHYECKOH T10-KyMeH-
TaIMH, TIOKA3aTeNsIX U eAMHNALAX U3MEPEHUSI.

7. O6miepoccuiickue kiaccuukaTopsl HHPOPMAIUU O CTAaHAAPTaX U TEXHOJIOTHYE-
CKHUX IpoIieccax.

Marepuansl 11 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX 00pa30BaTENbHBIX U HH(MOPMAIMOHHBIX PECYPCOB HEOOXOAMMBIX JIJISI OCBOCHHS
JUCITUTUTAHBL

JlomoJIHUTENbHBIE MAaTEPUAIIBI K CEMUHAPY

I. OK (MK (MCO / MH®KO MKC) 001-96) 001-2000 O6mepoccuiickuii
kinaccudukarop crannaptoB (OKC)

2. OK 002-93 O6mepoccwuiickuii knaccupukarop yciyr Hacenenuto (OKYH)

3. OK 003-99 O6mepoccuiickuii kiaccudukaTop HHPOPMAIMH 0 COIUATBLHOM 3a-
uute HaceneHuss (OKMC3H)

4. OK 004-93 Obmepoccuiickuii KiacCu(UKATOp BUIOB SIKOHOMHYECKOU JEATEIb-
HOCTH, npoaykiuu u ycayr (OKJIT)

5. OK 005-93 Obmepoccuiickuii knaccudukarop npoaykmuu (OKIT)

6. OK 006-93 OOmepoccuiickuii Kiaaccu(puKaTop OpPraHOB TOCYAapCTBEHHON
Biacty u ynpasienus (OKOI'Y)

7. OK 007-93 OOmepoccuiickuii kiaccu(ukaTop MPeanpUsTHil U OpraHU3aIui
(OKIIO)

8. OK 009-2003 O6mepoccwuiickuii knaccuukaTop crenuaibHOCTeH o 00pa3oBa-
Huto (OKCO)

9. OK010-2014 (MCK3-08) O6mmepoccuiickuii knaccudpukarop 3ansaruii (OK3)

10. OK 011-93 OGmepoccuiickuii KiacCupUKaTOp YIPaBICHYSCKON TOKYMEHTAIUN
(OKY )

11. OK 012-93 OOGmepoccuiickuii KiaccuPuKaTop HM3AEIHH M KOHCTPYKTOPCKHX
nokymentoB (OKECK/)

12. OK 013-2014 O6mepoccuiickuii kiaaccupukaTop ocHOBHBIX (GoHA0B (OKOD)

13. OK (MK (MCO 4217) 003-97) 014-2000 OGrmmepoccuiickuii KIaccupuKaTop Ba-
mot (OKB)

14. OK 015-94 (MK 002-97) OOGmiepoccuiickuii KIacCH(PUKATOP €IU-HUIl U3MEpe-
Hus (OKEN)

15. OK 016-94 Ob6mepoccuiickuii knaccupukarop npodeccuid pabodnx, TOHKHO-
cTelt ciyxamux 1 TapudHbix paspsaaos (OKITITP)

16. OK 017-2013 OObmepoccuiickuii K1acCU(PHUKATOp CHENHUATbHOCTEH BBICIICH Ha-
yuHoii kBanudukaruu (OKCBHK)

17. OK 018-2014 O6mepoccuiickuii KinaccupukaTop HHGOPMAIMA O HACEICHUH
(OKHH)

18. OK 019-95 O6mepoccuiickuii KmaccupuKaTop OOBEKTOB aJIMHUHHCTPATUBHO-
tepputopuansHoro neneHus (OKATO)
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19. OK 020-95 O6mepoccuiickuii KiacCUpUKATOp JeTajei, H3roTaBINBACMbIX
CBapKOH, MaiikoH, CKJIeuBaHueM U TepMudeckoi peskoit (OK/I)

20. OK 021-95 OOmepoccHiickiii TEXHOJIOTHUECKHNA KIACCHU(PUKATOpP JAeTanei
MamuHocTpoeHus u npudopoctpoenus (OTK]I)

21. OK 022-95 OOmepoccuiiCKuii TeXHOJOTHUECKUI Kiaccudukarop cOOPOUYHBIX
eauHUI] MamrHocTpoeHus U mpudopoctpoeHus (OTKCE)

22. OK 023-95 O6mepoccuiickuii Kitaccu(GukaTop Ha4aIbHOTO MPOGECCHOHATHHOTO
obpazopanus (OKHIIO)

23. OK 024-95 Obmepoccuiickuii Ki1acCupUKaTop I3KOHOMHYECKUX perrnoHoB (OK-
OP)

24. OK (MK (UCO 3166) 004-97) 025-2001006mepoccuiickuii KiacCupukaTop
ctpan mupa (OKCM)

25. OK 026-2002 O6mmepoccwuiickuii kinaccupukarop uHpopmanuu o0 obmiepoc-
cuiickux kinaccudukaropax (OKOK)

26. OK 027-99 O6mepoccwuiickuii kinaccupukarop Gopm coocrBernoctr (OKDC)

27. OK 028-99 OOmepoccuiickuii Kiaccu(puKaTop OpraHu3aImOHHO-TIPABOBBIX
¢dopm (OKOIID)

28. OK 029-2007 (KITEC 2002) O6mepoccuiickuii ki1accu(uKaTop MpOAyKIIUH IO
BHJIaM SKoHOMUYeckoi aesitenbHocT (OKII/)

29. OK 030-2002 O6miepoccuiickuii KiaacCu(GUKaTOp THAPOIHEPTETUICCKUX PeCyp-
co (OKI'P)

30. OK 031-2002 Oobmepoccuiickuii Kiaccu(PpuKaTop BHJIOB TPY30B, YIMaKOBKH H
ynakoBo4YHbIX MaTepuanoB (OKBI'YM)

31. OK 032-2002 O6miepoccuiickuii KiracCu(GUKATOP MOJIE3HBIX HCKOAEMBbIX U TIOJI-
3emubIx Boj (OKIINu I1B)

32. OK 033-2013 O6mepoccuiickuii Ki1accu(puKaTop TepPUTOPUNA MYHHUITUTIATBHBIX
obpazoBanwuii (OKTMO)

33. OK 034-2007 (OKILI) (KIIEC 2002) Oomepoccuiickuii KiaaccudukaTop
MPOIYKIIMH 10 BUJIaM YKOHOMUYECKOU IS TEIBHOCTH

Cemunap Ne 4. Tema «Knaccughuxayus xax memoo nosHaunus»
Bonpocul ons obcycoenus:
1. Metoapl o3HaHUs (aHATU3, CHHTE3, TUIOJIOTHS, KIACCU(PUKALU. MOJICINPOBA-
HUE, SKCIIEPUMEHT).
2. CymHocTh KiIacCU(pUKAIMKM KaK METOJa M3yYeHHS M ONMUCAHUS OOBEKTOB, SBIIC-
HUM, MPOLIECCOB.
3. Merons! knaccudukanuu (uepapxudeckui, haceTHblil).

Marepuansl 11 IOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX OOPa30BaTENIbHBIX U HUH(MOPMALMOHHBIX PECYpPCOB HEOOXOJUMBIX IJIi OCBOCHUS
JCLUTIIINHBL

JlonoJIHUTENBHBIE MATEPHAIIBI K CEMUHAPY BBIABIIACTCS B PAMKAX CAMOCTOATEIbHOU
paboThI IO TEMeE.

Cemunap Ne 5. Tema «Tabenv ghpopm 00KyMeHMOB OpeaHU-3ayUL: MEXHONI02US paA3PAOOMKUY
Bonpocul ons obcyocoenus:
1. TaGenb hopM TOKYMEHTOB OpraHU3AIMH: IOHATHE, HA3HAUYCHHUE, CTPYKTYpA.
2. Pazpabotka Tabens (popm AOKYMEHTOB: IpPEANPOECKTHOE OOCIeAOBaHHE, BHIOOD
¢dopmbl, popMHUPOBaHUE CTPYKTYPHI, COCTABIICHHE.
3. Llenu 1 TEXHOJIOTHH MPEAIPOCKTHOTO 00ciIeioBanus. KapTel JOKyMEHTOB.
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4. ITocTpoeHne BHYTPEHHEH CTPYKTYpbI Tabensi — KiacCU(hUKAMOHHOM CXeMbI OIHca-
HUS POPM JOKYMEHTOB.

5. Ilpu3HaKy TOCTPOCHUS BHYTPEHHEW CTPYKTYpBI: OpraHH3allMOHHAS M (YHKIHO-
HaJIbHAs.

Marepuansl 11 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX OOPa30BaTENIbHBIX U HUH(MOPMALMOHHBIX PECYpPCOB HEOOXOJUMBIX IJIi OCBOCHUS
JCLUTIIINHBL

JlonoJIHATENBHBIE MAaTEPHAIIBI K CEMUHAPY BBIABIIACTCSA B PAMKaX CAMOCTOATEIbHOU
paboThI IO TEeMe.

Cemunap Ne 6. Tema «lIpoekmuposanue cucmem UOY»

Bonpocul ons obcycoenus:

1. O6o01IeHNe U aHANN3 JAaHHBIX TPEABAPUTEIHLHOTO 00CIETOBAHMS.

2. Pa3pabotka mojeneil 00beKTa ynpaBiieHus: (MOJIEIH «KaK €CTh» U «KaK JOJIKHO
OBITB», CTPYKTYPHOH, (PyHKIIMOHAIBHOW, HH()OPMAITMOHHON, COOBITUHHONW MOJIEINN).

3. OcHOBHBIE BUBI MPOEKTHBIX TO0KYMEHTOB 110 MOV,

4. IIpoexkTupoBaHHE ONTUMAIBHON CUCTEMBI yIIPaBJIEHUS JOKyMEHTaMH 1 HH(OpMa-
LIMOHHBIMH pECypcamu.

5. BpIOOp TEXHUYECKOTO M MPOrpaMMHOTO oOecrieueHus Uisl pa3padaTbiBaeMoil cu-
cremel 1OY.

6. Peanmzamus HOBBIX WH(OPMAIMOHHBIX TEXHOJOTHMH B CO3aBa€MOU CHUCTEME
HNoy.

Marepuansl 11 NOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX 00pa30BaTENbHBIX U HH(MOPMAIMOHHBIX PECYpPCOB HEOOXOAMMBIX ISl OCBOCHHS
JUCLUIUINHBL

JlomoyHUTENbHBIE MaTepHallbl K CEMUHAPY BBIABIIAETCS B paMKax CaMOCTOATEIbHOU
paboThI IO TEMeE.

6.3.4.2. 3agaHus 119 NPAKTHYECKUX 3aHATHI

IIpaxmuueckas paboma Ne 1. Tema «IIpobnemuvl unghopmayuonnoco obecneuenus IKOHOMuYe-
CKOU U YNpagienuecKoli 0esameilbHOCmU Ha CMPAanuyax npogheccuoHalbHoU neuamu
(B hopme TBOpUECKOTO 3a7aHNUs)

L]env pabomel — 03HAKOMJIEHHE C CUCTEMON MPO(GECCUOHATBHBIX MEPUOTUIECKIX H3-
naauid (akypHaasl «MHbopManmonnsie pecypesl Poccumy», «HayuHo-TexHnueckas nHpopma-
s, Cepus 1: Opranuzanus U METOaUKa MHPOPMAIMOHHON paboThl», «HHbopmamonHoe
obmecTBoy», «/lemonponsBoacTBo», « CEKpeTapcKoe A0 ).

3adanue u memoouka 6vinoIHeHUsA: MPOCMOTPEB 2-3 HOMepa, CTYJIEHT JOJKEH J1aTh
OOIIIYI0 XapaKTEPUCTUKY MEPUOANIECKOTO H3/IaHUs 110 CIEAYIOMIEH cXxeme:

. HazBanue xypHaia

. I'ox ocHoBanus

. IleppoaryHOCTH

. U3paronias opranu3anus

. Yupenurenu

. lleneBoe u unTaTENbCKOE HA3HAYECHUE

. OcHOBHBIE PyOpUKH

. bubnmnorpaduueckoe ocHamieHre M31aHUS: MOJACTPOUYHBIC CCBUIKH, MPUCTATEHHBIC
CIHCKHU JIUTEPATyphl, PELIEH3UH HOBBIX W3/IaHUM, peKjamMa HOBBIX M3JaHUU (11O TeMe u3fa-
HUSA).

01NN W —

9. OCHOBHBIE TEMBI, aBTOPHI (C yKa3aHUEM 2-3 cTaTeil KOHKPETHBIX aBTOPOB).
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Ipakmuueckas paboma Ne 2. Tema «Denepanpubiii 3akoH " O06 nndopmanuu, nHGopmaIu-
OHHBIX TEXHOJIOTHSIX U O 3alIuTe HHopMauu " »
Llenv pabomel — NO3HAKOMUTBCA ¢ TeKcToM DenepanbHblil 3akoH «O0 nHOpMaIyH,
MH(GOPMALIMOHHBIX TEXHOJOTHSIX U O 3aIllUTe HHPOPMAIIH.

3aoanue u memoouxa 6binoaHeHUs: IPOIUTATh TeKCT @3 M OTBETUTH HA BOIPOCHI:

1. Ha kakue otHomeHus B cepe nHpopManuu 1 HHPOPMAIIMOHHBIX TEXHOJIOTHNA He
PacIpOCTPaHSIOTCS MOJIOKEHHsI HacTosmiero denepanbHOTO 3aKoHa?

2. Kak ®enepanbHblii 3ak0H TpakTyeT moHstus: «Mudopmanusy, «Mubopmaon-
HBIE TEXHOJIOTHN», «MH(OPMAIIMOHHASI CUCTEMay, «001a1aTeNIb HHHOPMAIIUN», «TOCTYT
K uHMOpMaIUn», «KOH(UICHIIMAIBHOCTh HH(OPMAIIUN», «IIpeIoCTaBlIeHne HHpopmMa-
[IUW», «PACIIPOCTpPaHEHE HHPOPMAITUN». «TOKYMEHTUPOBAaHHAS WH()OPMAIIHSI»?

3. Ha kakux NMpHHIMIAX OCHOBBIBAETCS MPABOBOE PETYIMPOBAHUE OTHOIICHHM, BO3-
HUKAIOMKX B chepe nHPopMannu, UHHOPMAIIMOHHBIX TEXHOJIOTHH U 3aIIUThl HHPOpMALUU?

4. Ha xakue BUABI Mojpa3iessieTcss WHPOpPMalus B 3aBUCUMOCTH OT TOpPSIKa €e
IPEOCTaBICHUS UM PaclpoCTpaHeHUs?

5. Ilepeuncnure npasa u 00A3aHHOCTH 00J1aaTeNss HHGOPMALUH.

6. B kakux ciydasx, U Ha KaKMX YCJIOBHUSX BO3MOYKHO YCTaHOBJICHHE IUIATHI 32 MPEI0-
CTaBJICHHE TOCYJapCTBEHHBIM OPTraHOM HJIM OPraHOM MECTHOTO CaMOYIpaBJICHUs MHPOpMa-
IIUM O CBOCH IesATETbHOCTH?

7. B kakux ciydasx uHpopMalus, NosydyeHHas rpaxaaHaMi (Gu3nuecKuMy JTULaMK)
IpU HCIOJHEHUH UMM NpOQEeCCHOHATBHBIX OOS3aHHOCTEW WJIM OpraHu3alMsMU NPH OCY-
IIECTBIICHUU WMH OIPENEICHHBIX BHJOB JEATEIHLHOCTH (mpodeccroHanbHas —TaiiHa),
MOJUIEXKHUT 3aure?

8. Kakyto undopmaruto O3 pacnpocTpansTh 3anpemniacT?

9. Ha ocHOBaHUM Yero ycTaHaBJIMBAETCS NMPaBO COOCTBEHHOCTH U MHBIE BEIIHbIE Mpa-
Ba Ha MaTepUAIbHBIC HOCUTEIH, COJepKAIIe JOKYMEHTHUPOBAHHYIO HHPOPMALIHIO?

10. Ha ocHoBe, kakoii HH(pOpPMALIUU CO3/1AIOTCS M SKCIUTYyaTUPYIOTCS TOCYIapCTBEH-
Hble HH(OPMALIMOHHbBIE CUCTEMBI?

Ilpakmuueckas paboma Ne 3. Tema «Ananuz cucmemwvl nokazamereii»
(paboTa BBIMOJIHACTCS B MAJIBIX TPYIIIax)

L]env pabomer — aHAIN3 TOCTPOEHUS CTPYKTYPHBIX KOMIIOHEHTOB MH(POPMAIIIOHHOTO
oOecrieueHMs ynpaBlIeHUs

3adanue u memoouxa 6vinoIHeHus: UCTOIb3ysl KOMIUIEKT JOKYMEHTOB KOHKPETHOM
opranuzaiuu (3 opraHu3alMOHHO-PACTIOPAIUTEIbHBIX, IEPBUYHO-YUETHBIX, OTYETHO-CTaTH-
CTHUUYECKUX, IJIAHOBBIX JIOKYMEHTAa: IMPHUKa3bl MO OCHOBHOM JEATEIbHOCTH, CIPABKH, TOK-
JaJIHbIE 3alMCKH, HAKJIQJHbIE, aKThl, IIJIaHbI, OTYETHI U Jp.), IPOaHATU3UPOBATh UX (GOopMy Ha
IIpeIMET BBISBIICHUS MOKa3aTeled U COCTABISIONUX UX PEKBU3UTOB. K KOMMSIM TOKYMEHTOB
OpraHu3aIlK/yupexIeHHUS JODKHO MpUIaraTbes UX OMUCAHKE IO CIEAYIOLIEeH cxeme:

1. [TonHOEe HaMeHOBaHUE TOKyMEHTa (HAMMEHOBAaHUE BU/A U 3ar0JIOBOK K TEKCTY):

" HauMeHOBaHHE (OPMBbI JOKYMEHTA;

" ko[ (OpMBI;

" paeHTUUKATOpP (KO, HOMEP) TOKYMEHTa;

" cdepa npumeHeHust (YpoBeHb AECUCTBHsI) (OpPMBI JOKyMEHTa (0OIIEPOCCUNCKUA,
OTpacJIeBOM, JIOKAJIbHBIM: MPEANPUATHE, NOIPA3ACICHUE, HANPABICHUE JEATEIBHOCTH,
mpoiiecc, pabora, onepanus).

2. PeKBU3UTHI 3ar0JIOBOYHON YaCTH:

* Qopma (MMs1, TOJTHOE HAUMEHOBAHNE) PEKBU3UTA;

" coaepxaHue (3HaYCHHE) PEKBU3UTA;
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yCIIOBHOE 0003HaUEHHUE (KO/) PEKBU3HTA;
Tan U GopmaT 3HAYCHUH (CIMHUIIBI U3MEpPEHHUs): OyKBEHHBIH, ITUPPOBOM, OYyK-

BEHHO-IIM(PPOBOH; MTYKH, IK3EMIUISAPHI, Yachl, pyoJin U T.J.

3.

PekBu3UTHI coeprkaTeIbHON YacTH:

dopma (MMs, TOTHOE HANMEHOBAHUE) PEKBU3HUTA;
cojiepkaHue (3HaYCHUE) PEKBU3HTA;

yCIIOBHOE 0003HaUEHHUE (KO/) PEKBU3HTA;

TUI U (popMaT 3HAYCHUH (CTMHUIIBI U3MEPCHHUS ).

4. PexBU3UTHI OPOPMIISIOIIECH YaCTH:
» ¢opma (MMsl, TOTHOEC HAUMEHOBAHHUE) PEKBU3HTA,
" cojepxkaHHE (3HaYCHHE) PEKBU3UTA;
" TUN ¥ popMaT 3HAYCHHUI (€TUHUIIBI H3MEPEHU).
5. Iloka3aTenu coaepKaTebHON YacTu:
* ¢opma (M3, TOJTHOEC HAUMEHOBAHHME ) ITOKA3aTEIs;
" PEeKBU3UTHI-MPU3HAKH, (POpPMUPYIOIIHE TTOKA3aTeNb;
"  QITOPUTM pacyeTa MoKa3aress;
* ynpaBieH4yeckas (yHKIUs/3aa4a, Ui PELIeHUs KOTOPOM HCIONb3YyeTCs I0-
Ka3aTenb.
[lanHast cxema onucaHus AOKyMeHTa (A1 . 2-5) TpeOyeT 3anoJHEHUs CIAeAYOIUX
gr:laiziig
Tabmuna 1
CocTraB peKBU3UTOB JOKYMEHTA
dopma peKBU3UTA HNnentuduxkarop Coaepxxanue (3Ha- Tun u popmar
(xox1, HOMep) pek- YyeHHe) PeKBU3UTA | 3HAYEHMH PeKBHU-
BU3UTA 3UTa
| PexBU3UTHI 33F0JTOB0'—IH0171 4acTu |
| PexkBU3UTHI conepTaTenbﬂoﬁ 4acTu |
| PeKkBHU3HUTHI 0(])0p1|w.J1momei/i 4acTu |
TaOmnuia 2
[Tokazarenu comepKaTesIbHOM YacTH
®opma mno- PexBu3NTHI-IPU- Tun u AJIropuT™M YnpasiieHYecKas
KazareJisi 3HaKH, popMuUpy- ¢opmar pacuera 1no- ¢pyHkuus/3agaua

HIHE MOKa3aTeJIb 3HAYEHHH Ka3arteJid

Ipaxmuuyeckas paboma Ne 4. Tema «Obuepoccutickue Kiaccugukamopbl

MEXHUKO-IKOHOMUYECKOU uHcﬁopMauuu»

Llenv pabomuvl — U3YyUUTH CTPYKTYPY U COAEPIKaHUE OOIEPOCCUNCKUX KIACCU(PHUKATO-
POB TEXHUKO-3KOHOMHUYECKOU U COIMAIBHON HH(OpMAIIUH.

3a0anue u Mmemoouxka 6vlinOIHEHUs: WCHOJB3ys BBeneHue 0O0IIEPOCCHICKUX
kinaccudukaropoB ommcath He MeHee 10 kimaccupukaropoB (MUHUMYM 1o 1 B Kaxmou
IpymIe) 0o ciaeayouie cxeme:

1. HammeHnoBaHue 0011epOCCHICKOTO KiaccupukaTopa

2.

HaumenoBanue enepaabHOro oOpraHa HCIOJHUTENBHOW BiIacTH, o0ecre-

YUBAIOIIIETO pa3padOTKy, BEACHUE M MPUMEHEHHE O0IIePOCCUICKOTo KitaccuduKaropa.
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3. TI'apmoHM3amus 0OLIIEPOCCUHCKOrO KiaccH(uKaTropa ¢ MEXIyHapOIHOW (peruo-
HaJIbHOM) KiaccuUKaIe, MeXrocylIapCTBEHHbIM KIACCU(PUKATOPOM WIH MEXKIYHAPOI-
HBIM (PETHOHAIBHBIM) CTAaHIAPTOM 1O Kiaccudukanuu (rapMOHU3UPOBAH / HE TAPMOHU3HPO -
BaH, C YeM, KaKuM IIyTeM).

4. Ob6nactp mpuMeHeHHs (Ha3HAYCHHE, 3a/Ja4M, JJIS PEHICHUS KOTOPBIX MpEIHA3HA-
YeH).

5. Metop knaccuuKamym, UCIOIb3YEMBIN B 00IIEPOCCUIICKOM KITacCHU(UKATOPE.

6. [Ipu3znakamu KiaccU(pUKaIMU, UCIIOIB3YEMbIE B 00LIEPOCCUIHCKOM Kilaccu(ukarope.

Ilepeuenv OK TOCH
1. O0mepoccuiickue Kiaaccu(GUKaTopbl COMATLHON HHGOPMAITIH.
OK 003-99 Ob6mepoccuiickuii KiacCUPUKATOp UHPOPMAIUH 10 COIUAIBHON 3aIIUTe
HacesneHus: (OKMC3H)
OK 009-2003 Oo6mepoccuiickuii KiaccuGUKaTop CIENUATBHOCTEH M0 00pa30BaHUIO
(OKCO)
OK 018-95 O6mepoccuiickuii knaccupukatop nnpopmarmu o Hacenennu (OKMH)
OK 017-94 O6mepoccuiickuii KinacCUPUKATOP CIHENUATLHOCTEH BBICIICH HAyYHOM
kBanudukanuu (OKCBHK)
OK 023-95 OOmepoccuiickuii Ki1acCU(PUKATOP HAYaIbHOTO MPOGEeCcCHOHATBHOTO
obpazoBanus (OKHIIO)
OK 010-93 O6mepoccuiickuii kinaccudurarop 3ansatuii (OK3)
OK (MK (MCO 3166) 004-97) 025-200106mepoccuiickuii knaccuuraTop cTpaH Mupa
(OKCM)
2. Obmepoccuiickue KracCupuKaTopbl HHYOPMAIIUH 110 OMTHUCAHUIO OPTaHU3AIUN SKOHOMUKH.
OK 006-93 Ob6mepoccuiickuii K1acCH(pUKATOpP OPraHOB TOCYAapCTBEHHOM BIIACTH H
ynpasienus (OKOI'Y)
OK 007-93 Obmepoccuiickuii knaccudukarop npeanpusatail u opranuzanuii (OKIIO)
OK 019-95 OoOmepoccuiicknii  kinaccupukatop OOBEKTOB aJIMHUHHCTPATUBHO-
tepputopuanbHoro nenenus (OKATO)
OK 024-95 O6mepoccuiickuii kaccupukarop sKoHoMudeckux peruoHos (OKDP)
OK 027-99 O6mepoccuiickuii kinaccudukarop popm codbcrBerHoct (OKDC)
OK 028-9906mepoccuiickuii  Kiaccu(pUKaTop OpraHU3alMOHHO-TIPABOBEIX  (HopM
(OKOIID)
OK 033-2005 OOmepoccuiickuii KiacCuPUKaTOp TEPPUTOPUN MYHHUIHMIIATBHBIX
obpazoBanuii (OKTMO)
3. O6mepoccuiickue kiaccupurkaropbl HHPOPMALUN O TPOILYKIMH, BUJAX SKOHOMUYE-
CKOM J1eATeIbHOCTH U OKa3bIBAEMBIX yCIyTaxX.
OK 002-93 O6mmepoccuiickuii kiaccugukarop ycuyr Hacenenuto (OKYH)
OK 004-93 O6mepoccuiickuii kiaccu(puKaTop BHIOB YKOHOMHYECKOW JEATEIHLHOCTH,
npoaykuuu u yeayr (OKIII)
OK 005-93 O6mepoccuiickuii kinaccudukarop npoaykmuu (OKIT)
OK 029-2007 (KIIEC 2002) O6mepoccuiickuii Ki1accu(puKaTop NPOIYKIUU 10 BUAAM
skoHoMuueckoi aestenpbHocTH (OKII/I)
OK 031-2002 OOmepoccuiickuii kinaccuukarop BUIOB TPYy30B, YIAKOBKU U
ynakoBo4YHbIX MaTepuanoB (OKBI'YM)
4. Obuepoccuiickue Kiaccu(pukaTopsl HHPOPMALMK O TPUPOAHBIX U TPYIAOBBIX pecypcax.
OK 032-2002 O61mmepoccuiickuii KiacCu(UKaTOp MOJIE3HBIX HCKOMACMBIX U MOA3EMHBIX
Boj (OKIIHu I1B)
OK 016-94 Oo6mepoccuiickuii kinaccudukarop mnpodeccuii padounx, TOKHOCTEH
ciykamux u TapudHsix paspanos (OKIIATP)
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OK 030-2002 OO6mepoccuiickuii  KJIacCU(PHUKATOp TUAPOIHEPTrETHYECKUX PECYpPCOB
(OKT'P)
5. O6mepoccuiickue knaccupuraTopsl nHGOpMaUU 0 GUHAHCOBO-KPEAUTHOH cdepe.
OK 013-94 O6mepoccuiickuii kiaccuduraTop ocHOBHBIX (hoHI0B (OKOD)
OK (MK (MCO 4217) 003-97) 014-2000 Oo6mepoccuiickuii kinaccuukaTop BaioT
(OKB)
6. Obmepoccuiickue kinaccuukatopsl MHPOPMAIUU 00 YHPaBICHYECKOW JTOKYMEHTAIIHH,
MOKa3aTessiX ¥ eMHUAIIAX U3MEPEHUSI.
OK 011-93 OoOmepoccuiickuii  Ki1accu(puKaTop yIpaBIEHYECKOH JOKyMEHTAIH
(OKY )
OK 015-94 (MK 002-97) OOmepoccuiickuii kiaccu(puKaTop €AUHUI] H3MEpPEHHS
(OKEN)
7. OO6mepoccHiickue KiacCU(pUKATOpbl MHPOPMAIMM O CTaHIAPTaX M TEXHOJOTMYECKUX
nporieccax.
OK (MK (MCO / MTH®KO MKC) 001-96) 001-2000 Obmepoccuiickuii kiaaccuduraTop
craugaptoB (OKC)
OK 012-93 O6mepoccuiickuii  kinaccuuKaTtop U3AETUH M KOHCTPYKTOPCKUX
nokymeHToB (OKECK/])
OK 020-95 O6mepoccuiickuii kimaccu(ukarop neraneid, W3roTaBIMBAaEMBIX CBapKoOii,
NalKoM, CKJIeMBaHUEM U TepMuuecko peskoit (OK/I)
OK 021-95 OOmepoccHiickuii  TEXHOJOTHMYECKH  KiaccudukaTop  aeraneit
MarmuHoCcTpoeHus u npudopoctpoenus (OTK]I)
OK 022-95 OOmepoccHiicKHii TEXHOJIOTUYECKHNA KIIACCH(PHUKATOp COOPOYHBIX €IMHHIL
MaruHocTpoeHus u npudopoctpoeHus (OTKCE)
OK 026-2002 O6mepoccuiickuii kiaccupukaTop uHpopmaimu 00 00IEepOCCHICKUX
kinaccudukaropax (OKOK).

Ipakmuueckas paboma Ne 5. Tema
«Memoowvl KOOuposaUss MEXHUKO-IKOHOMULECKOU U COYUATbHOU UHDOPpMAYULY
(OpetipallTHHT — METOJT MO3TOBOTO IITYpMa)
Llenv pabomvi — U3y4UTh METOABI KOJUPOBAHUS, UCIIONIH3yEMBIE B OOIIEPOCCHICKUX
KIIacCU(PUKATOPAX TEXHUKO-IKOHOMUYECKOHN U COIMATbHON UH(OPMAIIUH.
3a0oanue u Mmemoouxka 6vlnOAHeHUs: WCTIONL3ys BBemeHune 00mMEPOCCUIICKUX
KiaccudukaTopoB onucath He MeHee 10 KiraccupuKaTopoB Mo cieayromel Gopme:

OK TOCH MeTtona Crpykrypa Crpykrypa Ipumep
KOAMPOBAHMS no3unuun OK KoJa 3alucH
NMO3M LU
(He meHee 3
BAPHUAHTOB)

Ipakmuueckas paboma Ne 6. Tema « Texnuueckoe 3adarnue Ha paspabomky
00Wepocculicko2o Kiaccugukamopar
(paboTa B MaJIBIX TpYIINax)
Llenv pabomwvl — OCBOEHUE METOJMKH TEXHUYECKOTO MPOCKTUPOBAHUS pa3pabOTKH
001IepOoCCHIICKOTO KllacCu(UKaTopa
3a0anue u memoouka 6wvinoIHeHUsA: WCIONB3Ysd BBeneHne o00IIEpOCCUIICKOTO
KJTAaCCU(UKATOPA COCTABUTh TEXHUICCKOE 3aJIaHUE TI0 €ro pa3paboTKe M0 CISAYIONEH cXxeMe:
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TexHuveckoe 3aanue Mo pa3padoTKe 0OMIEPOCCUHCKOTO KilaccupukaTopa

Ne IMo3umus 3HavyeHne
1 HaumeHnoBanue o01mepoccuiickoro kiaccuduraropa

2 CokpallieHHOE HAaMMEHOBaHHE

3 O603nauenne OK

4 HaunmenoBanue (henepaabHOTO OpraHa MCIOJIHUTEILHON BiacTH, obecre-

YUBAIOIIETO Pa3paboTKy

5 lapmonmzamus OK

6 O6acTh npuMeHeHuUs (Ha3HAYCHHE)

7 O6rnacth npuMeHeHus (3aJa4u, 1JIsl pelIeHHs KOTOPBIX MpeJHa3HAYCH)
8 OOBexTHI KIaccupuKau

9 Uctounuku s coopa 00BEKTOB KIacCH(PUIUPYEMOTO MHOXKECTBA

10 | Crpykrypa knaccupukaropa

11 | Merox knaccuduranuu

12 | [IpuzHaku knaccupuKauu

13 | meron KoAUpOBaHUS

14 | CtpykTypa HO3HUIUHU O0IIEPOCCUIICKOTO Kiaccupukaropa

15 | Crpykrypa kona

16 | Andasur xona

17 | Pe3epBHas eMKOCTh KiIaccupuKaTopa

18 | CokpamenHas hopma 3aITMCH HANMEHOBAHUH 00BEKTOB KJTaCCH(DUKAITAN

19 | 3ammcs mo3unun

20 | HaumenoBanue (hemepalbHOTO OpraHa MCHOJIHUTENHHON BlacT, obecre-
YHBAIOIIETO BEJCHUE U MPUMEHEHUE 00IIEPOCCUIICKOT0 Kilaccu(pukaropa

PeKOMeHI[yeMLIC HCTOYHHKHU U JIUTCpATYypa:

1. TTP 50.1.024-2005 OcHOBHBIE TTOJOKEHUS W TIOPSIOK MPOBEJACHUS padoT 1Mo paspa-
00TKe, BeIEHUIO ¥ TMPUMEHEHUIO OOLIEPOCCUHCKUX KIIACCH(PHUKATOPOB: YTBEPKICHBI MpPUKa-
30M DenepasbHOrO0 areHTCTBa MO TEXHUYECKOMY PEryJIMPOBAaHUIO U METposioruu oT 14 ge-
kabpst 2005 r. Ne 311-ct. — BBen. B aeiictBue — 01.04.2006 r.

Ipaxmuueckas paboma Ne 7. Tema « Yuughuyuposarnuvie hopmvl 0oKymenmay

Lenv pabomuvl — U3ydnTh 001IHME TPEOOBAHUS K MTOCTPOSHUIO GopMyIIsipa-oopasia

3adanue u memoouxa evinornenus: ucnonb3ys Tekct [OCT 6.10.5-87 Yaudumnupo-
BaHHBIC CHUCTEMBI JOKYMEHTAIMH. TpeboBaHMs K MOCTpOeHUIO (popmyisipa-odpasia, He00X0-
MO MMCbMEHHO OTBETHTH Ha CJIeIyIOIIUE BOIIPOCHI:

1. Kakue tpeboBanus ycranaBmuBaeT ['OCT 6.10.5-877?

2. Ha xakue nokymeHTsl pacnpoctpansiercs aerictsue I'OCT 6.10.5-87?

3. Ha xakue nokyMeHThl He pacnpoctpansercs aerctsue ['OCT 6.10.5-877

4. Yro noimkeH coaepkaTth popmyisp-oopasen?

5. Kakum 00pa3oMm JODKHA CTPOHWTHCS NMPHUHSTAs B (HopMyisipe-o0pasiie Mocieno-
BaTEIHHOCTh PACIIOJIOKEHHUS PEKBU3UTOB?

6. B xakoM Bujie MOKET OBITH TIpEICTaBICH GOpMyJIsIp-00pazerr?

7. Kakue napamerpsl Y®J] ycranaBnusaet hopmyisip-odpazen?

8. bymary kakux (opMaToB MPUMEHSIOT JIIS YHUDUITUPOBAHHBIX (HOPM JOKYMEHTOB?

9. Kakue pa3meps! mosieit 1sl yHUPUITUPOBAHHBIX (OPM TOKYMEHTOB YCTaHABIMBAET
dbopmymsip-oopaszen?
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10. Kakum 00pa3om oOpasyercss KOHCTPYKLMOHHAs ceTKa (hopMyJsipa-o0pasua?

11. KakuM 10IDKHO OBITh PACCTOSHUE MEXKTY COCEIHUMH JIMHUSMUA KOHCTPYKIIMOHHOW CETKHU?

12. Yro siBnsieTCS KOHCTPYKTUBHBIM DJIEMEHTOM MPOEKTUPYEMBIX (POPM TOKYMEHTOB?

13. Yro ycTraHaBIMBAIOT 30HBI (hopMyIIsipa-oopasia’?

14. Kakue 30HBI yCTAaHABJIMBAIOTCS B MpeZenaX 3aroJIOBOYHON yacTu (opmyIsipa-
oOpasma?

15. B kakoit popme I'OCT 6.10.5-87 pekomeHIyeT pa3MelaTth PEKBU3HUTHI 3aro-
JIOBOYHOM YacTH JOKYMEHTa U UX KOJIOBbIe 0003HAYCHHUSI?

16. Kakue wactu Gpopmynspa-odpasia BeLACISIIOTCS?

17. Kakue o0si3aTenbHble PEKBU3HUTHI JOJHKHBI COIEPKaTh YHUDUIIUPOBAHHBIE (POPMBI
JIOKYMEHTOB?

18. Kakue A0moIHUTENbHBIE PEKBU3UTHI MOKET COJIEpKaTh GopMyIisip-oopasen?

19. Kakue peKBU3UTHI pa3MEeNIaioT B COACpKATEIbHOM yacT Gopmymsipa-odpasia’?

20. Kakue peKkBH3UTHI pa3MeNIaroT B 0popMIISIONIeH yacTu GhopmyJsipa-oopasna?

21. [lpruuna pa3pabOTKN YHUPHUIIMPOBAHHBIX POPM JOKYMEHTOB?

22. KakuM 00pa3oM MpOCTABIISAIOTCS HOMEpa CTPaHUIL?

23. KakuMm TpeOOBaHUSIM JOJDKHBI COOTBETCTBOBATH HAMMEHOBAHUS PEKBU3UTOB
YHUPUIIMPOBAHHBIX (OPM JTOKYMEHTOB?

24. Yro HeoOX0IUMO yKa3bIBaTh B HANMEHOBAHUAX Ipad, B KOTOPHIX MPeyCcCMaTpuBa-
€TCsl MPOCTaHOBKA KOJOB?

25. Kakum TpeOoBaHMSM JOJKHBI COOTBETCTBOBATH COKpAIEHHUS CJIOB B (hopmax
JIOKYMEHTOB?

Pexomenoyemvie ucmounuxu u iumepamypa

1. TOCT 6.10.5-87 YHupHUUUpOBaHHBIE CUCTEMbI JOKyMeHTaluu. TpeboBaHus K 1MO-
cTpoeHuro hopmyJsipa-oopasiia.

Ilpakmuueckas paboma Ne 8. Tema « Ynugukayus mexcmoas ynpagienueckux 00OKyMeHmosy
(pabomwl 8bINOIHAECMCA 8 8UOE MBOPUECKO20 3A0AHU)

L]env pabomuvl — U3y4UTh OCHOBHBIE ()OPMBI U CIIOCOOBI YHU(PHUKAIIUN TECTOB YIIpaB-
JIEHYECKHUX JOKYMEHTOB.

3adanue u memoouka vlnonHeHUs: VCNONb3Ysl MaTepua JeKIUi, METOINYECKUE pe-
komengaimu BHUNA L «YHUpHUKaAIMA TEKCTOB yIPaBICHYECKHX JOKyMEHTOB» (M., 1998),
HEOOXOIUMO:

1. IlpoaHanu3upoBaTh METOAWYECKHE TpPeOOBAaHUS K HCIOJIb30BAHUIO PA3IUYHBIX
¢dbopM yHHUIUIIUPOBAHHBIX TEKCTOB B IOKYMEHTAX pa3HbIX BUJOB. Pe3ynbTaTel aHamu3a npea-
CTaBJISIOTCS B BUJIE TaOIUIIBI.

Hcnons3oBaHue HI/I(bI/II_II/IpOBaHHBIX TCKCTOB B JOKYMCHTAX

®dopma Ompenene- Bubl 10KkyMeHTOB*
YHHDUITPOBaH- HHE OpranuszanoHHbIE Pacnopsaurens- Nudopmaru-
HOTO HbIE OHHO-CTIPaBOY-
TEKCTa HBIS

* U3 mpeu10’)KeHHBIX BUJIOB JOKYMEHTOB KOHKPETHBIE pa3HOBUAHOCTH ((OPMBI) TOKYMEHTOB CTYJICHT
BBIOMpAET CaMOCTOSITEIBHO JIMOO M3 MAacCUBa MPEJIOKEHHOIO IMPENoaaBareieM, JIM00 U3 MaccuBa
JIOKYMEHTOB, C)OPMHUPOBAHHOTO TIPU MPOXOXKICHUN TMPAKTHK. BO BTOPOM cliydae — K BBIMOJTHEHHON
paboTe mprIararoTcst 00pasibl GopM JOKYMEHTOB.
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CBSI3HBIN TEKCT

Tpadaper

Ankera

Tabnuma

Kommosunus dopm

2. NpUBECT}
Kax10il Gopme (CE
HE JIOJDKEH TPEBBIII

3. mpeobpa
TEJIGHO BBIJICIIUB TI
obpazom:

= CBA3HBIN T4
Texct-Tpad)
Tekcr-anke
Texcr-Tadm

Pexomenny
1. Yaudukanus T¢
JAIl. — M., 1998. -

Ilpakmuuec

ens paboThI
CpelCTBOM pa3padd
3anauu paboT

— onTumMu3al
3aKperieHHE B €11
— knaccudwui
byHKIUAM U 33734
AM);

1 (parMeHThI
SI3HBIM TEKCT,
rath 100 cioB.
30BaTh yKa3aH
DCTOSIHHYIO H

KCT — B TEKCT-
ApET — B TEKCT,
Ty — B CBA3HBI}
Iy — B CBS3HB

EMbI€ UCTOYHH
-24 1. — CUD

Kas paboma M
— U3y4YeHUE M
Tku Tabens ¢
bI:

TMsi cocTaBa
HOM HOpPMaTHB
Karusi IpUMeH
AM yIpaBJIeHY

KCTOB YIIPaBJICHYCCKUX JOKYMCHTOB :

YHU(GUIHUPOBAHHBIX TEKCTOB BBIOPAHHBIX JOKYMEHTOB IIO
Tpadaper, ankeTa, Tabnuia, couetanue hopm). dparmeHTt

Hble (parMeHTHl YHHU(PHUIHUPOBAHHBIX TEKCTOB, IMpPEIBAPHU-
[NepeMeHHYI0 MHGOPMAIIHIO, B APYyTrHe (GOPMBI CIIECTYIONTUM

rpadaper, TeKCT-aHKETY, TEKCT-Ta0IHILy;
FAHKETY, TeKCT-Ta0uILY;

[ TEKCT, TeKCT-TpadapeT, TeKCT-TabuILy;
i1 TEKCT, TeKCT-TpadapeT, TeKCT-aHKeTYy.

K/ U JINTeparypa
Meton. pekomennanuu /| BHUM-
OLIHTHU BHUJIAJT Ne JIP 191-98.

9. Tema «Paspabomka mabens popm 00KyMeHmMOo8»
CTOJMKH ONTUMHU3AIUH TPOIECCOB JOKYMEHTUPOBAHUS T1O-
DPM JIOKYMEHTOB.

TPUMEHSEMBIX B OpraHu3aiuuu (opM JOKYMEHTOB U MX
HOM JIOKYMEHTE;

HEMBIX B JESTEIbHOCTH OpraHu3anuu GopM JOKYMEHTOB IO
ECKOW JIEATEIIBHOCTH (UJIU IO CTPYKTYPHBIM M1OAPA3/IEIECHHU -

— yHU(UKAUSA ¥ HOPMAaTHBHOE 3aKpeIICHUE MPOIeTyphl MOJTOTOBKH (MM €€ OTAEIb-

HBIX, HauOoJIee Bad
—  YIOPSIA0YS
noBbIIeHusT A de
JIOTHI ¥ OITHMH3Al
MeTtoauka Bb

B kauectBe 0
KOTOPOH MPOXO1JE

HUH By3a [10 YKa3a{HIO MIPENoaaB

TabGenb GpopMm
(bopM TOKyMEHTOB,
JICHYECKOU JICSITEIIH

MOATOTOBKH U IIPOY

(HBIX 3TAIOB)
PHHE B I1EJIOM
KTHBHOCTH H(
MU JOKYMEHT
TIOJTHEHUS

OBbEeKTa aHaH3
TIPOU3BO/ICTBS

JOKYMEHTOB (
HEOOXOIUMBD
HOCTH, C Xapa
(OXKIEHHUS.

TIPaBJICHYECKUX JOKYMEHTOB B OpTaHU3aIlNH;
JOKYMCHTAllUOHHOT' O OGGCHC‘ICHI/ISI opraHu3alvi B LCIIAX
MOJIb30BAHUSI KOMIIBIOTEPHBIX HH(OPMAIIMOHHBIX TEXHO-
DOOOPOTA OpPraHU3aAIUH.

a CTYJCHT BBIOMpaeT MO0 opraHu3anuio (IpeanpusiTie), B
PHHYIO NPAKTUKY, JTM00 OHO U3 CTPYKTYPHBIX MOJApa3/ele-
ATEIISL.

praHu3alyy — 3TO NEPEUYEHb Pa3pPELICHHBIX K IPUMEHEHUIO
K ¥ TOCTATOYHBIX IS peann3anuu GyHKIUN U 33134 yIpaB-
KTEPUCTUKOM UX FOPUIUYECKOIO CTATyCa, OCHOBHBIX 3TAIlOB
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OcHoBHbIe 3Tanbl pa3padboTku Tabens popM JOKyMEHTOB:
1. mpeanpoekTHOE 00CIEeIOBaHUE.

2. Be1OOp popmbl Tabems.

3. popmupoBanue CTpyKTyphl Tadens.

4. cocraBnenue Tabens.

Ha nepBom 3tamne — npeanpoeKTHOro 00Cie0BaHNs — U3ydaeTcsl JOKYMEHTaIusl opra-
HU3AIHH:

— JIOKyMEHTBI, COCTABJIAIOLINE [IPABOBYIO 0a3y AesATEIbHOCTH OpraHNU3aLluu:

— 3aKOHOJATeJbHbIC aKTHI;

— HOPMAaTHBHBIE IIPABOBBIE aKThI ()e/IepaIbHBIX OPIaHOB UCIIOJHUTENBHOM BIACTH;

— HOpMAaTHBHBIC IPABOBBIC aKTHl OPraHOB BJIACTHU M yIpaBieHus cyobekra denepanum,
perinaMeHTHPYIOLUE pa3InYHbIe aCIEKThl (YHKIIMOHAIBHOM 1€ TeIbHOCTH OpraHu3aliy.

— OpraHu3alMOHHO-IIPABOBAs JOKYMEHTALIUS OPTaHU3aAIHH:

— yCTaB WIH [10JIOKEHUE 00 OpraHu3alumy;

— TIOJIOXKEHHUS O OPA3ICICHUSX;

— CTPYKTYpa U IITaTHAasl YUCJIEHHOCTh OpPraHU3allu;

— IITaTHOE paclHCaHue;

— perylaMeHThbl paboThl pYKOBOJICTBA U KOJIJIETHAJIBHBIX (COBELIATEIbHbBIX) OPTraHOB;

— TpaBWIa BHYTPEHHETO TPYIOBOTO PACHIOPSIIKA;

— JOJKHOCTHBIE MHCTPYKLUH U JP.

— pacmopsAuTeNbHAs JOKYMEHTAIUsl OpTaHU3aliy (B MEPBYIO O4Yepenb, /Ui BBISBIIC-
HUSI BBEJICHHBIX B JAEHCTBUE (POPM TOKYMEHTOB):

— TPUKa3bl, YKa3aHUs, PACIIOPSIKEHUSI PyKOBOJCTBA;

— pELIeHUs KOJIJIETHAJIbHBIX (COBELIATEIbHBIX) OPraHOB 110 OCHOBHOW JESTEIbHOCTH
OpraHU3aIHH.

— HOPMAaTHBHO-METOINYECKHE JIOKYMEHTBI 110 JOKYMEHTALIMOHHOMY O0€CIeueHus Jesi-

TEJIBHOCTU OpraHu3aluu (OMpEeAETSIONINe COCTaB U TEXHOJIIOTUI0 00pabOTKU JTOKYMEH-

TOB):

— WHCTPYKLHUS 1O JETIONPOU3BOJICTBY;

— IpaBUJIa COCTaBJIECHUS U OPOPMIICHHS JOKYMEHTOB;

— TPOILEIYpHl JOKYMEHTUPOBAHHS OT/JCIBHBIX BHJIOB JEATEILHOCTH, padOT, ONEpaIiuii;

— TEXHOJOIMYECKUE UHCTPYKIMU IO paboTe ¢ JOKYMEHTaMU;

— HOMEHKJIAaTypa JIeJ]l OpraHru3aluy U Ip.

— 00pa3ubl (opM JOKYMEHTOB OpraHU3aluy (CTPYKTYpHOTO MOAPa3AeIeHHs), KaK MH-
HUMYM, 32 [TOCJIETHUM T'OJI.

[IpennpoexTHOE 00CIEI0OBaHNE IPECIEAYET JIBE OCHOBHBIX LIEIH:

1. BbIsIBIIEHUE (DYHKLMH U 337a4, paCKPBIBAIOIIMX HAMpPaBJICHUS U XapaKTep AEATelbHO-
CTH OpTaHU3AIIH

2. BBISIBIICHHE CO3/1aBaEMBIX B IIPOIECCE UX PEATH3alUN KOMILJIEKCOB JOKYMEHTOB.

B xone obcnenoBaHus BBISBISIIOTCS JOKYMEHTHI, XapaKTEePU3YIOIIUECS ONpeaeIeHHOM
MEPUOIMIHOCTBI0O WX CO3/IaHUs, ITOCTOSHCTBOM (WJIM OTHOCHUTEIBHBIM TOCTOSTHCTBOM)
¢dopmbl. HMcueprnbiBaroliee BoISIBICHHE POPM JTOKYMEHTOB IMPOBOAUTCS BO BCEX CTPYKTYPHBIX
MOJIPa3ICICHUSIX OPTaHU3AIMH 1T0 BCEM HAIPaBIICHUSIM JeATETbHOCTH. CBEICHUS O KaXKIOM
BBISIBICHHOM JIOKYMEHTE (HUKCHpYIOTCA B KapTe nokyMeHTa (IIpunoxenue 1), B KOTOpyro
BHOCHTCS CIIeyroIas HHpopMaIus:

— TIOJTHO€ HaMMEHOBaHWE (POPMBI JOKyMEHTa (HAMMEHOBAaHHE BH/IA M 3ar0JIOBOK K TEK-
CTy IOKYMEHTa);

— xox ¢popwmsl (mo OKY /] unm nokansHOMY Kilaccu(ukaropy),

— ums (aiina (ecau UMeeTcs NEKTPOHHBIN BapuaHT JOKYMEHTA);
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— TPaBOBOE OCHOBAaHHWE M3AaHUS JOKYMEHTa (HOPMATHUBHBIM MPAaBOBOM aKT, periiaMeH-
TUPYIOUIHI TpeOOBaHMS K COACPIKaHHIO, popMe, IpoueaypaM paboThl C JOKYMEHTOM);

— ¢yHkuusa ynpasieHus (cdepa mpuMeHEHHs) M 3ajada (Ha3HaueHUE JOKYMEHTa), B
IpoLecce pean3alii KOTOPBIX CO3aeTCsl JOKYMEHT (HarpuMep, ITaTHOE paclicaHhe opra-
HU3AIMH CO3/Ia€TCs B MPOLIECCE peann3aluu (yHKIIMA «OPTaHU3AIMsI CHCTEMbl YIIPABICHUS
1 3a]]a4 — «PeriaMeHTaIHs] YUCICHHOTO U IOJDKHOCTHOTO COCTaBay);

— CBe/IeHUS 00 OCHOBHBIX dTarax MOATOTOBKHU IOKYMEHTA:

— TI0/Ipa3JelIeHHe-COCTaBUTEINb;

— BHEIIIHEE U BHYTPEHHEE COTJIaCOBAHMUCE;

— YIOCTOBEpEHHE TOKyMEHTa (TIOAMMCAHUE, YTBEPKICHNE, TPOCTABICHHE IIeYaTn);

— ajpecar JOKyMEHTa;

— CBEJCHHUS O PETUCTPALUH JJOKYMEHTA;

— CBEJCHUS O KOHTPOJIE;

— MECTO XpAaHEHHUS MOJUIMHHUKA JOKyMEHTa (WM KONHH, €CIIM MEePBBIH SK3EMIULID
JOKyMEHTa OTCBUIAETCS B IPYroe YUpEKACHUE).

KapTbl 10KyMEHTOB, coOpaHHbIE B HpoIllecce€ MPEANPOESKTHOTO OO0CIeI0BaHMs, B
JanbHeWmeM npu pabote Haj TaberaeMm OyayT SIBISATHCS OCHOBHBIM pabO4YMM MacCHBOM.
3adukcupoBaHHBIE B HUX CBEJCHMS B JajbHEUIIEM OyIyT MCHOJIB30BATHCS JISi BHIPAOOTKH
CTPYKTYpPHI (KITacCU(UKAIMOHHONW CXeMbl) Tabens u st oToopa (HopM JOKYMEHTOB IS
BKJIIOYEHUS B TaOElb.

PesynbTar mepBoro stana ohopMisieTcs B CleAYIONEM BUJIE:
1. Onucanuie opraHu3anuu (CTPYKTYPHOTO NOJIpa3AesieHus ) Mo cXeMe:

— HaWMEHOBAaHWE OpraHU3aIuH (CTPYKTYPHOTO MOIpa3IeIICHu );

— OCHOBHBIC HAIpPaBJICHUS JEATEIHHOCTH (IO YCTaBy, IMOJIOKEHUIO O CTPYKTYPHOM
MOIPa3/ICIICHUN );

— JIOKYMEHTBI, periaMeHTUPYIOIINE MOPSAOK AeATEeIbHOCTH OpraHu3aluu (CTPYKTYp-
HOTO TIOJpa3/ieNieHus): 3aKOHbI, HOPMAaTUBHbIE MPABOBBIE aKThl OPraHOB T'OCYJAapPCTBEHHOM
Bnactu P®, cyOnekta dDenepanuu; OpraHU3aIMOHHO-TIPABOBBIC JOKYMEHTBI MPEIPHUSITHS
(CTpYKTYpHOTO TOPA3ACICHHS).

2. Kaproreka ¢opm moxkymeHTtoB. KaproTeka moipKHa BKIIOYAaTh He MeHee 20 KapT
JIOKYMEHTOB (MCUEPIBIBAIOIINN MEPEUYeHb JOKYMEHTOB M0 HAMpPaBJICHUIO ACSITENbHOCTHU, 1O
CTPYKTYpHOMY HOJIpa3eNIEHUIO0) C MPIIOKEHUEM 00pa3L0B T0KyMEHTOB.

Ha BTopoM sTane — Bei60p dopmbl Tabens — ¢ yuetom criennpuku AesiTeIbHOCTH opra-
HU3AIMH ONPEAEISIOTCS KOHKPETHBIE 3a/1a4M, CTOAIINE Nepe paspadoTunkamu Tabens. [laH-
HOE 00CTOSITENbCTBO BIMAET HA PACUIMPEHHE YHUCIa MPU3HAKOB (rpad B TaOIMYHOHN dopme
Tabens) onucanust GopM JOKYMEHTOB, MPOLEAYP TOKYMEHTUPOBAHUS U PabOTHI C TOKyMEH-
TaMu:

— 3ajjaya ONTUMM3AlMs COCTaBa JOKYMEHTOB opranuzanuu. Pemenue no ¢popme Tabe-
7151 — Tpadsl TabeNs JOIDKHBI COIEPKATh CBEICHUS O HANMEHOBAaHUH (POPMBI, KOAAX JTOKYMEH -
ta (mo OKVY/l wiu BHyTpeHHUM Kjaccu(pukaTopam), MEpHOAUYHOCTH CO3/1aHUs, PABOBOM
OCHOBaHUU U3JaHMsl TOKyMEHTa, 0JIpa3ieIeHuH, OTBETCTBEHHOM 32 MTOJIFOTOBKY JIOKYMEHTA,
TUPaXE U HEKOTOPBIE IPYTHE.

— 3ajlada perjiaMeHTaIysl MPOLEeAyPbl IIOATOTOBKH M 00pabOTKHM TOKYMEHTOB (1IeTh —
COBEpPILEHCTBOBAaHHE JIOKyMeHTooOopoTa opranuzanuu). Pemenue mo c¢opme Tabens —
Tabesb He0OX0IMMO JTOTIOJIHUTH CBEIEHUSIMU O PErMCTPALlMM U KOHTPOJIE TOKYMEHTOB, MECTE
XpaHEeHUs1 TOJIMHHHUKA WM OCTAIOIIEHCs B OpraHu3aluy KOMUU JOKYMEHTa, a Mpu Heo0Xo-
JUMOCTHU — U YKa3bIBaTh TUPAX TOKYMEHTOB.

Tabnumna
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I[Ipumepnas popma Tabesnsi popM 10KYMEHTOB
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®opma Tabens npu HEOOXOTUMOCTH MOXKET OBITh JONOJIHEHA rpadamu:

» «Peructpanus 1okyMeHTa» (MECTO pErUCTpaLin);
* «KOHTpOJb HCHOJHEHUS AOKYMEHTa» (C yKa3aHMEM OTBETCTBEHHOI'O 3a KOHTPOJb U
THUIIOBOTO CPOKA UCTIOJTHEHHS);
» «Mecro xpaHeHHs 1-ro 3K3eMIUIsIpa JOKYMEHTay,
* «MecTo XpaHEHHS KOTIHH JOKYMEHTa.

Pesynbrar BrOporo srama odopmisiercs B Buae Gopmbl Tabens (manka Tabmuipbl) ¢
00BsICHEHNEM BBIOPAHHOTO PELICHHUS.

Tperuit atanm — popmMupoBaHue CTPYKTyphl Tadels — OTBeYaeT Ha BONPOC O €ro BHYT-
pPEHHEH CTPYKType, Onpeessomell rpynnupoBKy GopM JOKYMEHTOB 1o paszaenam. Ha nan-
HOM dTare BBIOMpaeTcs KiIacCU(pHUKAIMOHHAS CXeMa, B COOTBETCTBUH C KOTOPOH OyAeTr na-
BaThCsI ONMCaHUE (POPM JOKYMEHTOB.

Knaccudukannonnas cxema TaGenst MOXKET CTPOUTHCS 1O ABYM OCHOBAHUSM:

1. opranu3zanmoHHas cTpykrypa npeanpusatus. KinaccuukanmoHHbIM npu3HakoM (popm
JIOKYMEHTOB BBICTYNAIOT CTPYKTYpPHBIE IOJAPA3JEIICHUs, B JEATEIBHOCTH KOTOPBIX OHU
oOpasyrorcs. IlocnenoBarenbHOCT pa3ziesioB TabeIsl B 3TOM CIydae COOTBETCTBYET yTBEp-
YKJIEHHOU CTPYKTYpE OpraHu3alliy UK KiacCU(PUKATOpy CTPYKTYPHBIX mojpasnaenenuil. [Ipe-
MMYIIECTBO JJaHHOT'O IIOJX0/1a OCTPOEHUs CTPYKTYyphl Tabens: mpocTora B pa3pabOTKe U HC-
11oJ1b30BaHnu. OTpaHUYEHUs: YacTOTa U3MEHEHMSI, HAPYLIEHHUE «JIOTMKW» TOKYMEHTUPOBAHHUS
Ou3Hec-mpolecca, paclpeieIeHHOT0 MEeX1y HECKOIBKHUMH IOJAPA3AEICHUsAMH, T.€. CIIOK-
HOCTb IIPY BBIACIIEHUU KOMIUIEKCOB JJOKYMEHTOB, CO3/1aBAEMbIX B IIPOLIECCE pealu3aluu Ka-
KOH-IM00 01HOM (YHKIMHM WM 3a/1a4H.

2. ¢yHkuuu yrpaBieHus (HampaBlIeHUS IEATEIHHOCTH). KiacCMpUKAIMOHHBIM TIpH-
3HaKOM (hOpM JTOKYMEHTOB MEPBOT0 YPOBHS BBICTYHAIOT (PYHKIIMH YIpaBIeHUS (HAIpaBICHUS
JIESITSIIbHOCTH) TIPEIIPHUSITHS, KIACCU(PUKAIMOHHBIM TPU3HAKOM BTOPOTO YPOBHS — YIpaB-
JICHYECKHEe 3aJauu, KOTOphIe pemaroTcst B xole peanuszauuu Qynkuuu. [loctpoenue tabdens
1o (QyHKIIMOHATFHOMY MPHUHIIUITY MPEATONaraeT MpeIBapuTelIbHyI0 pa3paboTKy KiacCu(u-
Katopa ympaBieH4YeckuxX GyHKIu opranuzanmuu. llpenMymiectBa maHHOTO crocoba
KIaccupukanuu GpopM JOKYMEHTOB, 1O CYTH, CHUMAIOT OTPAHHYCHUS WX KIACCH(PHUKAIIUH TI0
MPU3HAKy OpPTaHU3alMOHHON CTPYKTYpbl. KpoMme Toro, moctpoenue tabesns mo pyHKIMOHAIb-
HOMY TPUHIIMITY MO3BOJISIET MOMUMO ONTUMHU3AIMH JOKYMEHTAIIMOHHOTO OOECIICUeHHS Olle-
HUTH 11e7IeCO00Pa3HOCTh pachpeeneHus (PyHKIMOHAIBHBIX 3a7a4 MEXAy MOopa3ieIeHUsIMI
Y OT/IETTbHBIMU UCTIOJIHUTEIISIMHU.

[IpennaraeMblii B MPUIOKEHUH 2 TEPEUYCHb pa3leloB TaOels BKIIIOYAET THIIOBHIC
GYHKIUM yOpaBlieHUs, MPUCYIUE MPAKTUYECKH BCEM OpraHU3alusM, HE3aBUCHUMO OT KOH-
KPETHOTO COJIEpXaHUsI UX OCHOBHOW (TIPOM3BOACTBEHHOW) nesrenbHOCTH. [IpemnoxeHHas
KiaccuukanoHHas cxema rmpH paspadotke Tademns GopMm TOKYMEHTOB KOHKPETHOM OpTaHM-
3alyu JOJDKHA OBITH AOMONHEHA QYHKITUSAMU | 33/1a4aMy, OTPaKarolMMH OCHOBHOE, IIEJIEBOE
Ha3Ha4YeHHe JesTeIbHOCTU OpraHu3aluu. B 3ToM ciydae GyHKIMH, OTpaxkaroliue cruenudu-
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Ky JeSTEIIbHOCTH OPTaHU3AINH, BCTPAUBAIOTCS MEKIY OJOKOM COOCTBEHHO YIPABICHYECKUX
bynkumii (Qynkuu 1-4) u yHkimsaMu odecneunBaroniero xapakrepa (GyHkmuu 5-12).

Pesynbrat Tperbero stana oopmisieTcsi B BUe KiacCU(PUKAIIMOHHONW CXeMbl (PYHKITUH
ynpaBieHus: (mpuMepHoro mepedHs pasgenoB Tabens ¢opm gokymeHToB). [laHHas cxema
CTPOMTCS B BUJI€ MHOTOYPOBHEBOIO HyMEPOBAaHHOI'O CIMCKA (PYHKIMH yrnpaBiIeHUs, KOHKpe-
TU3UPOBAHHBIX Yepe3 neueHb 3anau (cm. [punoxenue 2). Ciucok JOMKEH COAEPKATh CChLI-
KM Ha OpraHu3aliliOHHO-ITPABOBBIC TOKYMCHTEI (HOJ'IO)KeHI/ISI, HUHCTPYKIHHU U T.)I.).

3aKIFOUNTENBHBIN 3Tanm — cocraBieHue Tadems. B Tabenb GopMm TOKyMEHTOB BKIIIO-
YJaroTCs:

— (opMbl TOKYMEHTOB, YTBEpPXKJCHHbIE HOPMATUBHBIMU NpPaBOBbIMH akTamu [lpe-
sunenra, [IpasurensctBa Poccuiickoit denepanmu, GenepanbHbIX OPraHOB UCTIOIHUTEIEHON
BJIACTH, UMEIOIIIME KAK OTPACIEBOM, TAK U MEXKOTPACIEBON XapaKTep;

— (opMBI TOKYMEHTOB, YTBEP)KICHHbIE HOPMAaTHBHBIMH IPAaBOBHIMH aKTaMH OPraHOB
BJIACTH U YTpaBlIeHUs cyObeKkToB Poccuiickoii deneparum;

— TIpUMEHseMble B OpraHu3anuu (opMbl JOKYMEHTOB, BKJIIOYeHHble B OOmepoc-
CUICKHIA Kaccudukatop ynpasieHdeckoi gokymentamuu (OKY ),

— BHYTpPEHHHE (DOPMBI JOKYMEHTOB, YTBEPKJACHHBIE HOPMATHBHBIMH MPABOBBIMU aK-
TaMM JAHHOM OpraHU3alluy;

— (OpMBI JOKYMEHTOB, OTPAXKAIOLIHE YCTOHYMBYIO MNMPAKTHKY JOKYMEHTHPOBAHWUS,
MIPUMEHEHNE KOTOPBIX OCHOBAHO Ha CJIIOKUBIIUXCS TPAIULIUSX.

B nocnennem cinyuyae Gpopmbl JOKYMEHTOB BKJIIOUAIOTCS B TaOEJb TOJIBKO IOCIIE aHAJH -
3a 11e71eco00pa3HOCTH UX MPUMEHEHHS U TIPOBEJICHUS COOTBETCTBYIOIICH YHUDUKALINU.

Bce oroOpanHbie hopMbl JOKYMEHTOB KIacCU(UIMPYIOTCS B COOTBETCTBUU C NEPEUYHEM
(xknmaccuduraropom) GpyHKIMIA OpraHU3amny, IOCiIe Yero cBeleHus 0 (hopMax BHOCSTCS B CO-
oTBeTCTBYIOLIME rpadsl Tabens. B pasnenax u nogpasznenax Tabemnst popmbl TOKYMEHTOB pac-
MOJIAral0TCs B MOPSAKE MX 3HAYMMOCTH: OT OOIIEro K YaCTHOMY WJIM OT HamOoJiee 3HAaUUMBIX
K MeHee 3HauMMbIM. Hampumep, B paznene «PerymupoBaHue esTeIbHOCTH», MOApasferne
«upopmanmoHHOe 0OecTedeHne AeATEIbHOCTHY CHavaja YKa3bIBAaIOTCS MPOTOKOJBI, aKThI,
aHAJMTUYECKHE CIPABKH, JOKJIAJHbIE 3aIMCKH, 3aTEM CIIPABKH MH(OPMAIIMOHHOIO XapaKTe-
pa, mucbMa u Jip.

Pesynbrar 4-ro sranma odopmisiercss B Buae Tabens (GopMm JTOKYMEHTOB OpraHHM3aIllUH
(cTpykTypHOTO noapasaenenus). [Ipumep dpparmenrta Tabemnst JOKYyMEHTOB CM. PUIIOKEHHE 3.

Ipakmuueckas paboma Ne 10. Tema «Ananuz cucmemul uHghopmayuonHo2o obecnedenus
YNpagnenus npeonpusimusLy
Llenv pabomwvl — aHaIN3 KOMIIOHEHTOB CHUCTEMbl HMH(OPMAIIMOHHOTO OOecredyeHus
yIIpaBJICHUSI.

3a0anue u memoouxa 6bINONHeHUs: UCIIONb3ysl MaTepuabl IPOU3BOACTBEHHON IpakK-
TUKU (yCTaB MPEANPUITUS, YUPEKICHHUS, TTOJIOKEHUE O CTPYKTYPHOM IOJIpa3/IeleHuN), Ipo-
BECTU aHau3 0a30BBIX KOMIIOHEHTOB CHUCTEMBbI MH(OPMALMOHHOIO 00eCredYeHUs] KOHKPET-
HOTO YUYPEXAEHUs, OpraHu3aluu (JU00 CTPYKTypHOTO MOJpa3/eNeHus) Mo Ccleayromei
cxeme:

1. Ha3zBanue opranuzanuu (CTpyKTYpPHOTO MOJAPA3IACICHHUS ).

2. HanpaBneHust nestenbHOCTH ((DYHKIIMHU, 3312491 [TOIPA3ICIICHU ).

3. OpraHu3aiMoHHas CTPYKTypa, IITaTHAas YHUCICHHOCTh OPraHU3aIlluH (CTPYKTYpPHOTO
MOApa3ICIICHUS ).

4. O6beM IOKYMEHTOOO0OpOTa (MO JOKYMEHTONOTOKaM, MO BHUAAM JAESTEIbHOCTH/
GYHKIUSAM) 32 MOCTISIHUI KaJIeHIAPHBIA TOJ1.

Buapl gesite1bHOCTH / PYHKIMH | Bxoasimue | Hcxonsamme | BHyTpennue |
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Oprasu3aiys CUCTEMBI U IPOLIECCOB

yIpaBJICHUS

IIpon3BoacTBEHHAs AEATENBHOCTD
®duHaHCcOBOE ObecIieueHe
YnpasneHue NEPCOHAIOM ...

5. CTpyKTypa TOKYMEHTONOTOKOB

HanmenoBanue (popM TOKYMEHTOB Bxoasimue Hcxonssmme | Buyrpennue
3asBneHue (yKas3aTh IOJIHOE HAUMEHOBaHHUE (OPMBI,
HanpuMep, 3asgBlieHHe 0 KOMaHINPOBAHHH)
JloxnasHas 3amucka
AkT
[Ipuxkas
IIportokou...
6. MapiipyTbl JOKyMEHTOIIOTOKOB
6.1. JIOKyMEHTHBbIE CBA3U MEXAY MOAPaA3AeICHUIMH MPEITPUITUS
HaunmeHoBanue DyHKUUsA JdoxkyMeHTBI, Pe3yabTaTHble ABTOp Anpecart
¢opmsl ylpaBJeHUH, coaepakanme JaHHbIE
HOKYMeHTAa 3ajxavya HCXOJHbIE (conep:xanue
JaHHbIE JIOKYMEHTA)

6.2. Oneporpammsl (1t 3-X GopM JOKYMEHTOB — IO 1 JyIsl KaXA0T0 IOKYMEHTOIIOTOKA).

7. BHenHue (110 OTHOUIEHHIO K OPTaHU3allMK) aBTOPBI / agpecaTsl

ABTOpBI / AgpecaTsbl

Bxojasinue 10KyMeHTBI

Hcxoasimuue JOKYMECHTBI

Bank

3aKka3urK /MOKyIaTenb

ITocTaBmmk

Opran rocyaapCcTBeHHOH

BJIACTH ...

8. dusnyeckoe npeacTaBiIeHne HHOOPMAIIMOHHBIX TOTOKOB U XPaHHJIIHIIL

Jannbie -

= < S =
E = Z =
S| 8 |& |52 |3 >
s |2 |2 |28 |5 |2 |Q
=g |5 |25 |° <
= = -

[TepconanbHbIe JaHHBIE

YueTrHble 3anucu

[Tnanbl

OrtueTsl

HNudopMaimoHHO-CIIPaBOYHEIE CBEICHUS

Hopmatusbl

PerucrpannoHHbIe MaCCUBEI

9. Cpok xpaHeHusi HHQOpMAIHH
Jdannble Cpoxk xpaHeHHsl OcHoBaHue

IlepcoHanbHbIE JaHHBIE
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VYuerHble 3anucu

IImannl

OTueTHl

WubopMaImoHHO-CIIPaBOYHbIE CBEEHHS

Hopmarussl

PGI‘I/ICTpaHI/IOHHI)Ie MaCCHBBI

10. TexHUYECKOE OCHAIIEHUE MOIPA3ICIICHUS

TexHHYeCKHE CPEACTBA Mopean

INCPCOHAJIBbHBIC KOMIIBIOTCPbI

cepBepsI

ceTeBoe 000PYIOBAHHE

MOJIEMBI. . .

11. IIporpamMmmHOe obOecnedyeHHE ACATEIHHOCTH MPEANPUATHSA (CTPYKTYPHOTO TIOJI-
paszzeneHus)

ITporpammHoe o0ecnieyeHue ITporpamMMHbIe NPOAYKTHI

TEKCTOBBIE PEIAKTOPBI

rpaduyuecKre peaaKTOpbI

CHUCTCMbI YIIPABJICHUS Oazamu JaHHBIX

TaOIUYHEIC PO CCCOPhI

KOMMYHHKAIIMOHHBIC (CETEBHIE) MPOTPAMMBI

HPHUKJIAHOE IIPOrpaMMHOE o0ecTieueHne

12. O6mime BBIBOJBI O MECTE€ W POJH TOApA3JCIeHHE B CHCTEMEe MH(POPMAIMOHHOTO
obecrieueHus nmpeanpusaTHs (Kakas MHPOpMaLuUs MOCTyNaeT U3 APYruX MOJpa3aesieHui? Ka-
Kasi nHpOpMaIHs NepeacTcs B Ipyrue noapasesneHus? kakas napopmanus GopMupyercs B
nonpaszaenenuu?). Ouenka 3¢p(HeKTUBHOCTH OpraHu3aluyd HHHOPMAITMOHHOTO 00ECTICUCHUSI.

IIpaxkmuueckas paboma Ne 11. Tema «Memoouku modenuposanus
UHGOPMAYUOHHBIX CUCEM YNPABTIEHUS»

Llenv pabomsi — OCBOEHHE paA3IMYHBIX METOIMK MOJEIHPOBAHUS JESATEIHLHOCTH
IpeNnpUsITHS (CTPYKTYPHOTO MOpa3ieIeHHUs])

3aoanue u memoouxa 6bINOIHEHUS:

[TocraHoBKa 3amayMl MOJECIUPOBAHMS NEATEIBHOCTH NPEANPUATHN (CTPYKTYpPHOTO
MOJpa3/iesIeHus) MperoiaraeT OCyIECTBICHHE Ha MEPBOM dTare CIEAYIOUMX aHaIUTHYe-
CKHUX OIeparui:

" aHaAJIN3 JEATENBHOCTU CTPYKTYPHBIX MOJPA3/eiCHUN MpennpusaTus (peaausanuu
byHKIMiA / 3a124);

" aHaiu3 (YHKIMOHAIBFHOTO B3aUMOJCHCTBUS CTPYKTYPHBIX MOAPA3IeICHHIA;

" aHaIM3 BHYTPEHHEro  JOKYMEHTOOOOpOTa  CTPYKTYPHBIX  IOJApa3JeeHUN;
(uH(pOPMAIIMOHHBIX TOTOKOB U MH(POPMALIMOHHOTO B3aUMOACUCTBHS CTPYKTYPHBIX MO/Ipa3/ie-
JICHU);

" aHaJU3 YpOBHS MH(GOPMATU3ALMU CTPYKTYPHBIX MOAPA3ICICHUSIX, MPEANPUATUS B
LIEJIOM.

Pe3ynpTaTr aHanuTHYECKUX MPOLETYP — IOCTPOCHUE MOAEIEH:

* (QyHKIMOHAIBHON MOJENU ¢ TIyOHuHOM MpopaboOTKU A0 YPOBHS KOHKPETHOT'O JEHi-
CTBUS JOJKHOCTHOTI'O JIMILIA CTPYKTYPHOTO MOAPA3AEICHUS IPEATIPUATHUS;

* HH()OPMALIMOHHONW MOJIETN, UHTEIPUPOBAHHOM ¢ (DYHKIMOHATBLHON MOJEIBIO;

" JMHAMUYECKHUX, CTOUMOCTHBIX, COOBITUIHBIX U T.I. MOJIEJICH.
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Bunpt u nocnenoBaTenbHOCTh paboT MU MOCTPOCHUN MOJIENEH eI TETbHOCTH: .
1. Pa3zpaboTka CTpyKTYpHO# (pyHKIIMOHAIBHOM MOJIENN ACATEIBHOCTH TPEATIPHSITHS:

* omnpenaeneHue WHPOPMAIMOHHBIX MOTOKOB MEXIY OCHOBHBIMU IPOLECCAMU Jesi-
TEJIBHOCTH, CBSI3EH MEXKIy TPOIleCCaMK M BHEIIHUMH OOBEKTaMU; OIICHKa 00bEMOB U WHTCH -
CHUBHOCTH MH(OPMALIMOHHBIX TTOTOKOB;

" pa3paboTKa HepapXuH JHarpaMM, 0Opa3yrIIUuX CTPYKTYPHYIO (YHKIIMOHATIHHYIO
MOJIEITb ACATEIbHOCTU MPEATPHUITHS;

" aHAJIM3 U ONTHUMHU3ALUS CTPYKTYPHOU (DyHKIIMOHATLHOW MOJICITH.

2. Pa3zpaboTka nHGOPMALIMOHHON MOJIEIH PEAIPUATHS:

" OmpeJeICHNuE CYIIHOCTEH MOJICTH U UX aTpUOYTOB;

" [IpoBeACHHE aTpHOYTHOTO aHAJIM3a M ONTUMHU3AIUS CYIIIHOCTEH;

"  PACHTU(HKAIIS OTHOICHUI MEX/Ty CYIIIHOCTSMH U OTIPEICIICHIE TUTIOB OTHOIICHHH;

" paspelieHue Hecnenu(puIecKux OTHOUICHUH;

" aHAJIM3 U ONTHMHU3ALUS HHPOPMAITMOHHOW MOJIEITH.

3. Pa3paboTka COOBITHITHON MOIEN PEAPUITHS:

" pACHTU(UKAIMS IEPEUHS COCTOSHHI MOJICIIH U OIIPe/IelICHIEe BO3MOKHOCTEH mepe-
XOJI0B MEXKIY COCTOSIHUSIMH;

" Ompe/ielICHUE YCIOBUM, aKTHBU3UPYIOIINX MEPEXO0/Ibl, U JCUCTBUM, BIUSIIONINX HA
najpHeHIee MoBeACHIE,

" aHAJIU3 U ONTHMHU3ALUS COOBITHIHHOW MOJICIIH.

Pexomenoyemvie ucmounuxu u iumepamypa

1. MHdopManmoHHBI MEHEDKMEHT B COBPEMEHHBIX YIPABICHUYECKUX CTPYKTYpax :
metoa. pekomennanuu / Pocapxus; BHUNJIAL. — M., 1996. — 48 c.

2. I'punbepr, A.C. MudopmanimoHHbIi MEHEIPKMEHT : y4eb. mocobue 11 By30B / A.C.
I'punbepr, U.A. Kopons. — M.: OHUTU-JJAHA, 2003. — 415 c. — (Cep. «IIpodeccronans-
HbIN yueOHuK: MHpOpMaTHKay).

6.3.4.3. Tembl 1 3a7aHUs 1J151 MEJIKOTPYNIIOBBIX/HHAMBUAYAJbHBIX 3aAHATHI
MenkorpymnoBble/HHIUBUIYTbHBIC 3aHITHS 10 AUCIUIUINHE YIeOHBIM IIAHOM HE
IPEIyCMOTPEHBI.

6.3.4.4. Tunosble TeMbl H 32JaHUSA KOHTPOJbHBIX padoT
(KOHTPOJILHOT0 YPOKA)
KonrpomnbHas pabora B yueOHOM Mpo1iecce HE UCTIONb3YETCS.

6.3.4.5. TecToBble 3a1aHUA
TecToBbIe 3a7aHUsT BKIIOYEHBI B (DOHJ OIICHOYHBIX CPeACTB. MCronp3yoTes TecTo-
BbIe 3a/1aHus B (hopMe BBIOOp OIHOTO, ABYX M Oojiee MPaBHIbHBIX OTBETOB U3 MPEAJIOKEH-
HBIX, YCTAHOBJIEHUE COOTBETCTBHUSI (IIOCIEA0BATEIBHOCTH ), Keiic-3a/1aHusl.

6.4. Meroanueckue MaTepHuaJbl, ONpeae/siole Npoue1ypbl OUeHUBAHUS 3HAHUI, yMe-

HHUH M BJIaJICHUH, XapaKTEePHU3YIOIIHUX ITaNbl (POPMUPOBAHUA KOMIIETCHIM I

1. HopmaTuBHO-MeTOIMYECKOE OOECIeUeHHe TEKYLIEro KOHTPOJS yCIIEBa€MOCTH U
MIPOMEXXYTOUHON aTTeCTAl[MM OOYYaOLINXCSl OCYIECTBIISICTCSI B COOTBETCTBUH JIOKAIBbHBIMU
HOPMAaTHBHBIMH aKTaMU BY3a.

Konkpernsie GpopMbl U Mpoueaypbl TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH U TPOMEXKY-
TOYHOW aTTEeCTAllMH IO JAMCLUIUIMHE OTpaxkeHbl B 4 paznene «ConepKaHUE NHCLMIUIMHBI,
CTPYKTYpUPOBAaHHOE IO TeMaM (pas3zfesiaM) ¢ yKa3aHHEM OTBEIEHHOIO Ha HUX KOJUYECTBA
aKaJeMHUYECKHUX 4acOB U BUJIOB YUEOHBIX 3aHITHI.

AHalu3 ¥ MOHUTOPHHT MTPOMEXKYTOUHOM aTTeCTallui OTPa)XeH B COOPHUKE CTaTUCTHU-
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4yecKuX MaTepuainoB: «IToru 3uMHen (JIeTHEH) 3a4eTHO-IK3aMEHALMOHHON CECCUM.
2. JIas MOATOTOBKM K IPOMEKYTOUHOW aTTeCTallud PEKOMEHIYEeTCsl MOJIb30BaThCs
(OHIOM OIEHOYHBIX CPEJICTB:
— IepedyeHb KOMIIeTEHLUH € yKa3aHUEeM 3TaloB MX (OPMUPOBaHUS B IpoLEcce
OCBOEHHMS 00pa30BaTeIbHOM MporpaMmsl (cM. 11. 6.1);
— OIMCaHME IOKa3aTeJaed U KpUTEpUEB OLECHUBAHUSA KOMIIETEHIIMH Ha Pa3IUYHBIX
sTanax ux (HOpMUpPOBAHMS, OTIMCAHKE KA OLEHUBAHUSA (CM. T1. 6.2);
— TUIOBBIE KOHTPOJIbHBIC 3aJlaHMsl WJIM HMHblE MaTepuabl, HEOOXOIUMBbIE IS
OLICHKM 3HAHUHM, YMEHHWH, BIAQJACHUH, XapakTepU3YIOIUX dSTanbl  (OpPMUPOBAHUS
KOMITETCHIIMH B TIPOIIECCe OCBOCHHUST 00pa30BaTeIbHON TPOrpaMMsl (CM. 11. 6.3).
3. TpeboBaHUs K MPOXOXKICHUIO IPOMEXKYTOUHON aTTeCTAI[H 3a4eT U 3Kk3ameH. OO0y -
YaOLUICA JOKEH:
- IPUHUMATh y4acTHE B CEMUHAPCKUX 3aHATHUSAX;
- CBOEBPEMEHHO M KaUYECTBEHHO BBINOJIHATh PAKTHUECKUE paboThI;
- CBOEBPEMEHHO BBIIIOJIHATh CAMOCTOATEIbHBIC 3aJaHUS;
- IPOUTH NIPOMEXYTOYHOE TECTUPOBAHUE.
4. Bo Bpems IpOMEKYTOUHOW aTTECTALUN UCIIOIb3YIOTCS:
— Oytanku OmIIeTOB (YCTaHOBIIGHHOTO 00pasia);
— CHHCOK TEOPETHYECKHX BOIPOCOB U 0a3a MPAaKTUYECKUX 3aJaHWUN, BBIHOCHMBIX Ha
3a4eT U SK3aMEH;
— OIKCAHUE IIKaJl OLICHUBAHNUS;
— CIIPaBOYHbIE, METOAMUYECKUE U UHBIE MATEPUAIIbI.
5. Jlns ocylIecTBIIEHUS IPOLEAYP TEKYLIETO KOHTPOJIS yCIEBAEMOCTH U IPOMEXKYTOU -
HOM aTTecTaly JUIsl MHBAJIUJIOB U JIUL] C OFPAaHMYEHHBIMH BO3MOKHOCTSMU 3/10POBbsI (POHBI
OLICHOYHBIX CPEACTB aIalTHPOBAHBI 33 CUET MCIOJIB30BAHUS CHEHHAIN3UPOBAHHOIO 000PYI0-
BaHUs JUI MHKITIO3UBHOrO oOyueHus. dopma mpoBeneHHs TEKyLled M UTOrOBOM aTTecTaluu
JUISL CTYICHTOB-MHBAJINAOB YCTAHABIMBACTCS C YUYETOM MHIMBHIYaJbHBIX NCUXO(DU3MUECKIX
ocoOeHHocTeH (YCTHO, MMCBMEHHO Ha Oymare, MUCbMEHHO Ha KOMIIbIOTEpE, B (OpME TECTH-
poBaHus U T. 1.). [Ipr HEOOXOIUMOCTH CTYACHTY-UHBAIUAY MIPEIOCTABIACTCS JOMOTHUTENb-
HOE BpeMs JJIs IOATOTOBKU OTBETA HA 3a4eTe U HK3aMEHe.

7. IIEPEYEHDb MEYATHBIX U DJIEKTPOHHBIX OBPA3OBATEJBbHBIX U UH®OPMAIIMOHHBIX
PECYPCOB HEOBXOJAUMBIX JJIs1 OCBOEHUA JUCHUTITUHBI

7.1. TleuaTHble ¥ (MJIK) 3JEKTPOHHBIE 00pa30BaTeIbLHbIE pecypenl’

1. NudopmanimoHHbie TEXHOJIOTHH B JOKYMEHTAIIMOHHOM OOCCIICYCHHH YIIpaBIie-
Hust Y.1 [Onekrponnsiii pecypc] / H.b. bakanoBa, M.A. Katsimesa, }0.I'. Kuproxun, I'. B.
Komenesa .— Ilenza : III'Y, 2012 .— 158 «¢. — Pexum pocrymna:

https://lib.rucont.ru/efd/210620

2. MadopmarimoHHble TEXHOJIOTHH B TIpodeccuoHaibHON fnestensnocT / T.B. Map3a-
eBa .— Ynan-Y» : bypstckuii rocynapctBeHHbli yHusepcuret, 2015 — 71 ¢. — Pexum
noctyma: https://lib.rucont.ru/efd/348195/info

7.2. UndopmanoHHbIe pecypcehl
7.2.1. Ilpogheccuonanvuvie 6azvt OanHbIX U UHPOPMAUUOHHBIE CHPABOUHBLE CUCHEMbL
ba3bl JaHHBIX:
OBC «Jlanpy — Pexum noctyna:http://e.lanbook.com

' OGecneuenvie 00yYAMOIMXCS MHBAIUIOB U JIUI| ¢ OTPAHMYEHHBIMU BO3MOXKHOCTSMU 310POBbS IEYATHBIMU U
AIIEKTPOHHBIMU 00pa30BaTEIbHBIMHI PECYpPCaMH OCYLIECTBIISIETCS B (POpMax, alaliTHPOBaHHBIX K OrPaHHYEHUSIM
UX 3JI0OPOBBS.
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3BC «PykonT» — Pexxum nocryma: http://rucont.ru
Nudpopmannonnbie cipaBoYHble cUCTeMbI: ['apaHT

7.2.2. Pecypcot unghopmayuonno-menekommyHukayuonnou cemu Humepnem
www.gost.ru — cailt deepaibHOrO areHTCTBA MO TeXHUYeCKoMYy U Metposioruu (Po-
CTeXperyJIMPOBaHUE)

8. METOAMYECKHUE YKA3AHMSA JJIS1 OBYUYAIOLLIUXCS
IO OCBOEHUIO JUCHHUIIJINHBI

KommiekcHoe u3yueHue oOydaromIMMUCS TUCHUIUIMHBI MPEIoJiaraeT: OBJaJeHHE
MaTepuagamMu JICKIUH, yd9eOHOW W JOMOTHHUTEIHHOW JINTEpaTypol, yKa3aHHOH B paboueii
IporpaMMe JIMCUUIUIMHBI; TBOPUECKYIO padoTy 00y4aroImuXcsl B X0€ MPOBEICHUS CEMUHAp-
CKUX (IIPAaKTUYECKUX, UHIUBUAYaIbHBIX) 3aHATUN, a TAKKE CHCTEMaTUYECKOE BBINOJIHEHUE
TECTOBBIX U MHBIX 3aJJaHUM JJIsI CAMOCTOSATEIBHON pabOThl 00YYaOIINXCS.

B Xone nexkuuii packpbIBalOTCS OCHOBHBIE BOIIPOCHI B PaMKax pacCMaTpUBACMOU
TEMBI, JIENAI0TCS aKIEHThl Ha HauboJyiee CIOXKHBIE W MHTEPECHBIE MOJOXKEHHS H3y4yaeMoro
MaTepHala, KOTOpbIe JODKHBI OBITh NPUHATHI 00y4YarOIUMHUCS BO BHUMaHHe. OCHOBOM st
MOJTOTOBKUA O0YYaromerocsi K CEMUHAPCKUM 3aHSATUSIM SBIISIOTCA JICKIIMA U WU3JIaHUs, pe-
KOMEH/]IyeMbI€ npernoaaBaTeneM (cM. 1. 6.3. TUnoBble KOHTPOJIbHBIC 3a/IaHUS WJIM UHBIE MaTe-
pHalibl, HeOOXOIMMBIE ISl OLEHKW 3HAHUM, YMEHUH, BIIaJCHUM, XapaKTepU3YIOUINX ATarlbl
(bopMHpOBaHUS KOMIIETCHIIUI B IPOLIECCE OCBOSHUS 00pa30BaTEIbHOM MTPOrpaMMBbl).

OCHOBHOH LIENIBI0 CEMUHAPCKUX 3aHATUH SIBJIAETCS KOHTPOJIb 332 CTEIIEHBIO YCBOCHUS
IIPOMJEHHOIO MaTepuaia U XOJOM BBIIOJHEHUS 00YUYarOIIMMHCS CaMOCTOSITENbHON paboThI,
o0cyxJieHue HanboJsee CIOKHBIX U CIIOPHBIX BOIPOCOB B paMKax TEMbl CEMHUHAPCKOTO 3aHs-
tus. [lpu o6cyXaeHnn Ha CEeMHHApax CIOXHBIX U TUCKYCCHOHHBIX BOIIPOCOB U MPOOIEM HUC-
MOJIB3YIOTCS METOJUKHA MHTEPAKTUBHBIX (POPM OOYUECHHS (cumyayuoHHbvle u meopyecKue 3a-
O0aHusi m. 0.), 9TO TO3BOJISIET MOTPYy’KaTh OOYYAIOMIUXCS B pealibHYI0 aTMocdepy IeT0BOTrO
COTPYJIHHUYECTBA 110 Pa3pelIeHUI0 MPo0IeM, ONTUMAIBHYIO JUIsl BBIpAaOOTKH YMEHUH U Blaje-
HUU.

Jlyia ycnenrHoi moJAroTOBKM K CEMHUHAPCKUM 3aHATUSAM oOydaroluecs: B 00s13aTelb-
HOM IOPAJKE, KPOME PEKOMEHIYEMOHN K HM3YUYEHHIO JIMTEPATyphl, IEKTPOHHBIX W3JIAHUN U
MHTEPHET-PECypPCOB, JAOKHBI UCIOIb30BaTh MyOIMKAIIMU MO0 M3yYyaeMOW TeMe B KypHallax:
«enonpousBoacteo», «Mubopmanmonnoe odmectBoy», «MHpopmarmonnsie pecypcesl Poc-
cun», «Hayuno-rexuuueckas uapopmanus. Cepus 1: Opranuzanus 1 MeToAnKa HHPOpMaIu-
OHHOH paboThD», «CEeKpeTapcKoe AEI0.

OCHOBHOH 11€7IbI0 MTPAKTUYECKHUX 3aHATUH SIBIsIeTCS 0TpabOTKa MpodhecCHOHATBHBIX
YMEHUU M BJIAJICHUM HaBbIKAMH. B 3aBUCHMOCTH OT COJAEpXkKaHUS NPAKTHUECKOTO 3aHATHS
MOTYT OBITh MCIIOJIb30BAHbI METOJAMKH MHTEPAKTUBHBIX (hopM oOyueHus. OCHOBHOE OTIHYHE
AKTUBHBIX U UHTEPAKTUBHBIX YIPAKHEHUN U 33JaHUN B TOM, UTO OHU HAIpPaBJIEHbl HE TOJIBKO
1 HE CTOJIBKO Ha 3aKPEIUICHHUE YK€ U3YUEHHOI0 MaTepHalia, CKOJIbKO Ha U3y4EHHE HOBOIO.

Jlyiss BBITIOJTHEHUS 3aJJaHU CaMOCTOATEIBHONW paboThl B MUCBMEHHOW (opme 1o
TeMaM 00ydaroIuecs, KpoMe peKOMEHAYEMOM K U3yUEHHUIO JIUTEPATyPhl, SJCKTPOHHBIX U3/a-
HUI U UHTEPHET-PECYPCOB, JOJDKHBI UCIOIB30BATh IMyOIUKAIIMH 10 H3y4aeMOi TeMe B XKyp-
Hanax: «/lenonpousBoactBoy», «udopmannonHoe obiectBoy, « MHDOpMaLnOHHBIE PeCypCh
Poccumny, «Hayuno-texuuueckass uHdopmauus. Cepus 1: Opranuzamyss ¥ MeETOIUKA
nHGOPMallMOHHON paboThl», «Cekperapckoe Jeso» (3aJaHusl JUisi CaMOCTOSTEIbHON paboThI
cM. B Pazniene 5. [lepeyenp yueOHO-METOAMYECKOTO OOECIICUEHUS I CAMOCTOSITENIbHON pa-
00TBI OOYYAFOIIMXCS 110 UCITUTUTHHE).

[IpenycMoTpeHo mNpoBeAeHUE HHIUBUAYATbHOW pabOThl (KOHCYJIbTAaLMH) ¢ 00y-
YalOLUMUCA B X0/1€ U3yUYEHHUs MaTeprasa JaHHOW JUCUHUIIIIUHBI.
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Bri6op mMeTonoB oOyueHHs Ui MHBAIMJOB U JIMIl C OTPAaHUYECHHBIMH BO3MOXKHO-
CTSIMH 37I0POBbsI OIIPEIEISIETCS C YUeTOM 0COOEHHOCTEN BOCIPUATHUS UMH YueOHOM nHpopma-
UM, COJIEPKaHMsI O0YUEHHUS, METOANYECKOTO U MaTepHaIbHO-TEXHIHUECKOro obecneueHus. B
00pa3oBaTeIbHOM MPOIIECCE UCIOJB3YIOTCS COLMATbHO-aKTUBHbBIE U Pe(ICKCUBHBIE METO/IbI
00y4YeHHs, TEXHOJOTHMH COLMOKYJIbTYPHOH peabWiIuTanuu C LENbI0 OKa3aHUS TOMOIIH B
YCTAaHOBJICHUH MOJHOLIEHHBIX MEXINYHOCTHBIX OTHOLICHUH C IPYTUMH 00y4aroIUMUCS, CO-
31aHU KOM(OPTHOTO MICUXOJIOTUIECKOTO KJIMMaTa B CTYACHYECKON TpyIIIe.

Taoauna 14
Ol11IeHOYHbIE CPEJICTBA MO AUCIUIIMHE C YYETOM BHJa KOHTPOJISI
HaumenoBanue
Kpartkas xapakTepucTHKA
OLICHOYHOI'0 Buasl KoHTpOJIA
OLIEHOYHOI'0 CPeACTBA
cpeacTBa

ATTecTalnus B paM-
Kax TEKYIIEeTo

CpenctBo obecnedeHHss OOpaTHOH CBS3M B y4eOHOM
nporecce, (opMa OLIEHKU KauecTBa OCBOCHUS 00pa3o-

Tekyiuii
(arrectanus)

KOHTPOJIS BaTENLHBIX IPOTPaMM, BBIIIOJIHEHHs Y4eOHOTO IJIaHa
rpaduka y4eOHOTO Ipoliecca B TIepHOJl OOYUIEHUS CTY-
JICHTOB.
BpelinpaiiTunr MosroBoii mTypM B MUCbMEHHOH (hopme, B xoae kKoTo- | Tekymmuit (B pamkax

pOro YyYaCTHHMKH BBIPAXKalOT CBOM TNPEAJIOKEHHS HE B
CllyX, @ MHIUBHIYAIbHO B IHCBMEHHOW (opme, UuTo
MO3BOJISIET Ha 0Oa3e BBIABUHYTOH nen GopMyIHpOBaTh
HOBBIE.

MIpaKTUYICCKOro 3a-
HATHA WA CCMHHAa-

pa)

3adeT U dK3aMeH

®DopMBI OTYETHOCTH OOYYArOIIETOCs, OIpeAesieMble
y4eOHBIM TIAHOM. 3a4eThl CIyKaT (OPMON MPOBEPKHU
KauecTBa BBITIOJHEHUS O0ydaromUMHUCA y4eOHBIX pa-
00T, yCBOEGHHUSI y4eOHOro Marepuaya MPaKTUYECKUX U
CEMUHAPCKUX 3aHATHH. DK3aMeH CIIYXXHT /IS OIECHKH
paboTel 0OydJaromerocs B TeueHNe cpoka 0Oy4IeHus 1o
JUCIMILINHE (MOJYJII0) U NMPU3BAH BBISBUTH YPOBCHB,
MPOYHOCTh U CHCTEMATHYHOCTH TOIYYCHHBIX UM TEO-
peTHUYECKUX M TMPAKTHYECKUX 3HAHUH, TMpruoOpeTeHus
BJIaJICHNs] HABBIKAMU CaMOCTOSTEIbHOH paboThHI, paz-
BUTHS TBOPYECKOTO MBIINUICHUS, YMEHHUE CHHTE3HPO-
BaTh IOJTyYE€HHBIC 3HAHUS W PUMEHSITHh UX B PEIICHUH
NPaKTUYECKUX 3a/1a4.

IIpomMexyTouHbIi

Keiic-3amaua

[IpoGnemHOe 3a7aHuMe, B KOTOPOM, OOYyYaroIieMycs
NpeasaraloT OCMBICIUTh peajibHyl0 NpodeccHoHaIbHO
OPHUCHTHUPOBAHHYIO CUTYallHIO, HEOOXOIUMYIO st
peleHuss JaHHOM TpoONeMbl B COOTBETCTBYIOIIEH
o0nacTH.

Texymuuii (B paMkax
MIPAKTHYECKOTO 3a-
HSTHA WK caM. pa-
00THI)

[Ipaktuueckas  pa{ OLeHOYHOE CpPEACTBO Ul 3aKpemyieHus: Teopetwde- | Texymmid (B pamkax

6ota CKUX 3HAaHUH U OTpaOOTKHU BJIAJCHUS HABBIKAMH M yMe- | IPAKTHYECKOro  3a-
HU, CIIOCOOHOCTH MPUMEHSATh 3HAHHS IMPH PEIICHUU | HATHS, caM. paboThI)
KOHKPETHBIX 3aja4.

[Ipoext Kommuieke y4eOHBIX M HCclenoBaTeNbCKUX 3aaaHui, | Texymmii (B paMkax

MO3BOJISTFONINX OIEHUTh YMEHUS OOYYaroIInuXCsl caMo-
CTOSITEIbHO KOHCTPYHUPOBATh CBOW 3HAHMSI B MPOIECCE
peIlIeHus MPAaKTUIECKHUX 33734 U MPoOJIeM, OPUSHTUPO-
BaThCSl B MH(QOPMAIIMOHHOM IIPOCTPAHCTBE U YPOBEHBb
chopMHUPOBAHHOCTH AHATTUTHYCCKUX, HCCIIENI0-
BaTEJIbCKUX HABBIKOB, BIIQJICHUS HAaBBIKAMH MPAKTHYC-
CKOTO M TBOPYECKOTO MBITIICHHs. MOXET BBITIOIHSATh-

CeMHUHapa, MPaKTH-
YECKOTO 3aHATHS
WM caM. paboThl),
MIPOMEKYTOUHBIH
(dacTp arTecTanun)
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HaumenoBanue
OIIEHOYHOI'0
CpeAcTBa

Kpartkast xapakrepucTuka
OLIEHOYHOT'0 CPeICTBA

Buabi kKoHTpOJISK

csi B WHIWBUAYAIbHOM TOPSAKE WIH TPYyHmoud oOy-
YJAIOMTUXCSL.

Pabouas tetpanp (B
paMKax IpaKkTuye-
CKOT'O 3aHSTHS WIH
caM. paboThl)

JWIaKTHYeCKU KOMIUIEKC, NpPEIHA3HAYEHHBIM s
CaMOCTOSITeTTbHOH Pa0OTHl O0YyYaroImierocs M TO3BO-
JISIOMIAY OIICHWBATH YPOBEHb YCBOCHHS MM YI€OHOTO
Marepuaa.

Texyuuii (B paMkax
cam. paboThI)

Pa3HoypoBHeBEI€ 3a-
Jlauu ¥ 3a7aHus

O1neHOYHOE CPEJCTBO IS OTPaOOTKH YMEHHI U BIIaJie-
HHUS HaBbIKAMU. Pa3nuyaroT 3ajaun W 33aHMs: Q)
PENPOAYKTHBHOTO YPOBHSI, TIO3BOJISIIONIHNE OLICHHBATH
JUAarHOCTHPOBATh 3HAHHWE (AKTUYECKOTO MarepHana
(6a30BbIC MOHATHS, AITOPUTMBI, (DAKTHI) U YMEHHE TIpa-
BIJIBHO HMCIIOJIB30BATH CIICIHAIbHBIE TEPMHUHBI U MTOHS-
THS, Y3HaBaHHE OOBEKTOB M3YUEHHsI B PaMKax OIpese-
JICHHOTO pazjesia TUCUUIUINHBI; 0) PEeKOHCTPYKTUBHOTO
YPOBHSI, TTO3BOJISIOIINE OIICHUBATH M INArHOCTUPOBATH
YMEHHSI CHHTE3HpOBATh, aHAJIM3UPOBaATh, 00O0OIIATH
(akTHYECKHI U TEOPETUUECKUIl MaTepuan ¢ GopMyIu-
pOBaHMEM KOHKPETHBIX BBIBOJIOB, YCTaHOBJICHHEM ITPH-
YHHHO-CJIEACTBEHHBIX CBS3€H; B) TBOPYECKOTO YPOBHS,
MIO3BOJISIONINE OLICHUBATH U IUATHOCTUPOBATh YMEHHS,
WHTETPUPOBATh  3HAHUS  Pa3IMUHBIX  OOJacTei,
apryMEHTHPOBATh COOCTBEHHYIO TOUKY 3PEHHS.

Texyumii (B paMkax
HPaKTUYECKOro 3a-
HATHS WU CaM. pa-
00THI)

Cemunap

OnuH W3 OCHOBHBIX METOIOB OOCYXICHHS y4eOHOTO
MaTepuaia U MHCTPYMEHT OIICHKH CTCIICHU €r0 YCBOE-
Husi. CeMUHAphl TPOBOJATCS MO HamOOJee CIOXKHBIM
BompocaM (Temam, paszmeiaMm) yIeOHOH IporpaMMEI C
OCJIBIO yrﬂy@]’[eHHOFO N3YUYCHHA OWUCHUIIIIMHBI, IPUBU-
TS OOYydYarolIUMCs BIJIQJICHUS HABBIKAMH CaMOCTOSI-
TEJILHOTO MOKMCKA M aHaIn3a WHpopMaiuu, GopMupo-
BaHUA W PAa3BUTHA HAYYHOI'O MBINUICHHA, YMCHUS aK-
TUBHO y4YaCTBOBaTh B TBOPYECKOW TUCKYCCHH, JENIaTh
BBIBOJIBI, aPTYMEHTHPOBAHO U3JaraTh U OTCTauBaTh
CBOE MHEHHE.

Tekyiuii

TBopueckoe 3a1aHue

YuebHbIe 3amaHus, TpeOyromue oT 00ydJaromuxcs He
MPOCTOr0 BOCIIPOU3BOJCTBA HMH(OPMAIUU, & TBOpYE-
CTBa, MOCKOJIBKY COJACPXKAT OONBIIMNA WM MEHBIIUI
DJIEMEHT HEW3BECTHOCTH M HWMEIOT, KakK IPaBHIIO,
HCECKOJIBKO ITOAXOA0B B PCUHICHHUHU MOCTaBJICHHON B 3a-
JaHUK TPOoOIeMbl. MOKET BBITIOIHITHCS B MHIUBUIY -
TGHOM TIOPSJIKE MM TPYMTION 00YYaIOIINXCS.

Texymuii (B pamkax
CaMOCTOATEIBHON
paboThI, ceMUHapa
WIN IPAaKTUIECKOTO
3aHATHUA)

Tect

CucremMa CTaHIApTU3UPOBAHHBIX 3aJaHUN, I03BO-
JAIOIIas aBTOMATHU3HMPOBATh MPOLENYpPY H3MEpEeHus
YPOBHS 3HAaHUW ¥ YMEHHUH 00y4aromerocs.

Texymmwii (B pamKkax
BXOJHOM JUarHo-
CTUKU, KOHTPOJIS O
JT000MY 13 BUJIOB
3aHATHI), TPOMEXKY-
TOYHBII

9. ONMUMCAHUE MATEPUAJIbHO-TEXHUYECKOT'O OBECITEYEHU S, HEOBXOJIUMOT'O IS
OCYHIECTBJIEHUS OBPA3OBATEJIBHOI'O ITPOLECCA 110 JUCIUIIVIMHE
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Y4eOHbIe ayauTOPUH Ui MPOBEACHUS YYCOHBIX 3aHATHH MO JUCHUIUIMHE OCHAIICHBI
obopynoBanueM (yueOHass MeOelb) U TEXHHUYECKUMU CPEJICTBAMH 00y4YeHHUs (KOMITBIOTEpHAS
TEeXHHKA, MyJIbTUMEIUITHOE 000pyI0BaHKE, IPOBOTHOW HHTEPHET).

[TomenieHust 1151 caMOCTOSITENBHON PabOThI OOYYAIOUIMXCSl OCHAIIECHBI KOMITBIOTEPHOM
TEXHUKOW ¢ BO3MOXKHOCTBIO TOJIKIFOUeHUS K cetu «HTepHeT» M 00eCredeHbl JOCTYIOM B
AIIEKTPOHHYIO0 UHPOPMAIIMOHHO-00Pa30BaTEIBHYIO CPEly HHCTHTYTA.

— JIMIEH3MOHHOE W CBOOOJHO pacHpoCTpaHsIeMOe MPOTpaMMHOE OOecIeUCHHE:
Microsoft Windows, Microsoft Office 2007, Google Chrome, Internet Explorer
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JIner nu3meHeHuii B pabo4uyro NporpaMmy M CHHUILTHHbI

B pa6oqyfo nporpamMmmy OTUCHUINIMHBI BHECCHBI CICAYIOMINC U3MCHCHUA U OOIIOJIHC-

HUS:
PexkBu3uTHI Homep
Y4eOHblii MPOTOKOJIA pasnedia, . .
Conep:xaHue U3MeHEHHIT 1 TOMOJTHEHUIH
roja YueHoro coBe- | moapasje-
Ta Ja
2023/24 mpotokoa Ne 8 be3 nsmenenuit
ot 29.05.2023
2024/25 MpoTOKOI ~ Ne be3 nzamenenmit
11 OT
27.05.2024
2025/26 npoTokon Ne 8 be3 u3menenmit
ot 26.05.2025
2026/27 [Tporokonm  Ne be3 n3menenmit
10 OT
25.05.2026
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YyebOHoe u3anue

ABTOpP-COCTaBHUTETIh)
Annpeit Bnagumuposuu 1l Tos1ep

NHO®OPMAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

Pa0oyass nporpaMma M CUMILIHHBI
nporpamMMma 0akaJjiappuara
«/lokymMeHTAaLMOHHOE 00ecIIeYeHue YIIPABJICHUS)
110 HATIPABJICHHUIO MIOATOTOBKH
46.03.02 /lokymeHTOBe/leHHE U APXMBOBEICHHE
KBAJMPuKaAnmsi: 0aKajgaBp

[lewaTaercst B aBTOPCKOM pelaKuu

IToonucaHo K neuamu
dopmam 60x84/16 O6vem n. 4
3akas Tupaoi 100 3K3.

UYensOuHCKUM TOCY1apCTBEHHBIA MHCTUTYT KYJIBTYPBI
454091, Yensbunck, yn. OpmxoHukuaze, 36a

Otneuatano B Tunorpadun YI'MK. Puzorpad
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