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PaGouas nporpamma qucuunnnabl (moayJs) « MudopmanunonHoe odecnevyeHune
ylpaBJjieHUs OPraHu3anuein, BKJIKYas OlleHOYHbIE MaTepuaJibl

1. TpeOoBanus K pe3yabTaTaM 00y4YeHHs MO0 JUCHUILIHHE (MOLYJII0)

1.1. IlepeyeHb KoMIeTeHIUii, (POPMHUPYEMBIX TUCHMIUIMHOW (MOayJeM) B mpolecce

0CBOCHUA 06p330BaTeJ'[bH0ﬁ IMporpaMmabl

I'pynna komnereHumii Kareropusi komnereHuui Koabl U cogep:kanue KOMIeTeHIU
VHUBEpCATbHBIC - -

OobmenpodeccroHaIbHbIC - -
[Ipodeccronanbhbie IK-1. Cnocoben (opmupoBaTh

BO3MOXHBIC pCLICHHS Ha OCHOBE

pa3paboOTaHHBIX JIsI HHX IIENEBBIX

noKasaresen

1.2. KoMmereHUMHM ¥ HHAMKATOPbl HX JOCTH:KeHHs, (opMHpPYeMbIX JHCHUIIUHOM

(MoxyseM) B mpouecce 0CBOEHUsI 00pa30BaTe/IbHOI MPOrpaMMbl

Kon Kon naaukaropa
ConepkaHue HHIAKATOPA KOMIIETEHIIHH
KOMIIETEHIIHH KOMIIETEHI[HH
IK-1 IK-1.3 OdopmiisieT pe3yibTaThl aHaln3a C NPUMCHCHHEM HHGOPMAIIMOHHBIX
TEXHOJIOT Uil

1.3. Pe3yabTaThl 00y4eHus M0 AUCHUILIMHE (MOIYJIIO)

Heap u3ydyeHHs AUCHUILUIMHBI (MOAYJsl) — W3yYCHUE TEOPUUM M TPAKTUKA OCHOB
MIOCTAaHOBKH JOKYMEHTOOOOpPOTa B OpraHU3alli¥, a TAaKKE pPa3BUTHC HABBIKOB BEICHHS
I[OKYMeHTaIII/II/I.

B pesysbrare u3ydeHus: AUCIUILUIMHBI (MOJIYJIsl) O0YYAIOIIUICS JOKEH
3HATh:

® OCHOBHBIC IIPUHIIUIIBI OPTaHU3AIMH JCIONPOU3BOJICTBA U IOKYMEHTOO00POTA;
L] OCHOBHBIC ITOHATHUS JIOKyMCHTaHI/IOHHOFO O6€CH€‘I€HI/I$[ ynpaBJ’ICHI/Iﬂ;
yMeTb:
e paspabaThIBaTh MPOEKTHI OPTraHU3AIMOHHBIX U PACTIOPATUTENBHBIX JOKYMEHTOB;
e 0(hOpMIATH JTOKYMEHTHl B COOTBETCTBHHM C TPEOOBAHMSIMH TPaXKAAHCKOTO, TPYAOBOTO
3akoHoaarenbcTBa Poccniickoit denepanuy M JIOKAIBHBIMM HOPMATHBHBIMM aKTaMU

OpraHu3aluy;
BJIA/IETh.
e BJIQJICHHEM HaBbIKaMu cOopa, 00paboTKu MHGOPMAILIMU U y4acTHsl B MH(OpMaTU3aLUN
JESATEIIBHOCTH;

® HaBBIKAMU JIOKYMEHTAJIbHOrO O(GOpMIIEHMS pPEUICHWH B YNpaBICHUU OMNEpPallMOHHOMN
(TPOM3BOACTBEHHOMN) EATEILHOCTH OpraHU3aLui;

e HaBblIKaMU aHanM3a HMH(GOpMamuu O (YHKIMOHUPOBAHUM CHCTEMBl BHYTPEHHETO
JIOKYMEHTOO0OpOTa OpraHu3alny, BeeH!s 0a3 JaHHBIX 110 PA3JIMYHBIM [T0KA3aTEIsIM U
¢dopmupoBaHus HH(GOPMAIMOHHOTO OOECIEeYeHHs] YYaCTHUKOB OpraHU3allMOHHBIX
MIPOEKTOB.

2. O0beM, CTPYKTYpa U cofiep:KaHue JTUCHUTIMHBI (MO1YJI51)
2.1. O0beM AUCHUTINHBI (MOTYJIs)

Buowt yueonoii pabomot Dopmut 00yuenus
Ounasn Ouno- 3aounasn
3a0unasn
O0mAasi TPY/I0€MKOCTh: 3aUCTHBIC SIHHUIIBI/9aChI 3/108
KonTakTHas padora: 48 36 14
3aHATHS JIEKITMOHHOTO THITA 16 16 6
3aHATUS CEMUHAPCKOTO THIA 32 20 8
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Kouncyastannu 0 0 0
IIpome:kyTouHAsi aTTeCTALUS: 3a4ET 0 0 9
CamocTosiTensHas padora (CP) 60 72 85

Ilpumeuanusa: 3a4et, 324€T C OLIEHKOH 10 04HO PopMe 00yueHUsI IPOBOIUTCS B paMKax 3aHITUN
ceMHUHapcKoro tuna. B yueOHOM 11aHe yackl HE BbIIETICHBI.
2.2. Tembl (pa3aesbl) AUCUMILIMHBI (MOYJISl) € YKa3aHMEM OTBeIEHHOT0 HA HUX KOJIMYeCcTBa
4acos 1o popmam 00pa3oBaTeJIbHOM 1eATETbHOCTH
QOunas popma 0dyuenus

Buanl yueoHoii padoTs! (B yacax)
KonTakTHas pabora
Ne | HaumeHoBaHHe TeM 3ausaTus
3aHATHA CEMUHAPCKOr0 THINA
n/m | (pa3genoB) JIEKIIHOHHOT0 THIIA Cp
JI HNuble 3 C JIP Hubie
1. OO0vexkT u mpeamer | 2 4 12
JVICIUIITHHBI
2. HopmaTtmBHass  6asa 2 4 12
JIETIONPON3BOJICTBA B
OpTaHM3aIN
3. Opraamsanust padoOTHI 4 8 12
C IOKyMEHTaMH
4, TexHonornm padoTHI ¢ 4 8 12
JIOKYMEHTaMH
5. CucrteMsl 4 8 12
JIOKyMEHTAINH
Ouno-3aounas gpopma odyuenusn
Buabl yueOHoii padoThl (B yacax)
Ne | HaumeHnoBanme Ttem Konrakrnas pagora
3anarus
n/n | (pa3aesion) 3aHATHS CEMHHAPCKOT0 THIIA Cp
JIEKIHOHHOTO THIA
J HNHbie 113 C JIP HNubie
1. OObekT W mpeaMeT 2 4 14
JMCIUTUIMHBI
2. HopmatuBHast  0a3a 2 4 14
JIeTIONPON3BOJICTBA B
OpraHu3aIyu
3. Opraamzamust padOTHI 4 4 14
C JIOKYMEHTaMH
4. TexHonmoruu paboTHI C 4 4 15
JIOKyMEHTaMH
5. CucteMsr 4 4 15
JOKyMEHTaIUH
3aounan ¢popma odyuenusn
Buabl yueoHoii padoTts! (B yacax)
Ne | HaumeHoBaHMe TeMm Konrakrnas pagora
3anarus
n/n | (pa3aesion) 3aHATHS CeMHUHAPCKOI0 THIA Cp
JIEKIIMOHHOT'0 THIA
J HHbie 3 C JIP HNubie
1. OOBeKT W TpeaMer 1 1 17
JMCIUTUIMHBI
2. HopmaruBhast ~ 0Ga3a 1 1 17
JIeTIONPON3BOJICTBA B
OpraHu3aIyu
3. Opranuzamust paboTsI 1 2 17
C JIOKYMEHTaMH
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4. TexHosornn paboTsI ¢ 1 2 17
JOKYMEHTaMH
5. CucteMsl 2 2 17
JIOKYMEHTAIIUH
Ilpumeuanusn:

JI — nexuum, [13 — npaktuyeckue 3anatusi, C — cemunapsl, JIP — maboparopusie padotsr, CP —
caMoCTOsATeNbHAas PaboTa.
2.3. Conepxxanue AUCUUIVIMHBI (MOAYJsA), CTPYKTYPHPOBaHHOE MO TeMaM (pa3ieiam) u
BHJIaM padoT

Cojaeprxkanue JIECKIMOHHOIO Kypca

Ne
n/n

HaunmenoBaHnue TeM (pa3jiesoB)

Couepmaﬂne JICKIIUOHHOT0 Kypca

1.

OOBEKT ¥ IpeMET TUCIUILTHHEI

OOBeKT u npeamet aucuumnHbl «HpopManonHoe odecrieueHne
yopaslieHuss — opranusauuein».  Ilpenmer u conepikaHue
mucuuiuiveel. Ilens W 3amauM  AUCIUIUIMHBL B3auMocBs3e ¢
JPYTUMH JuciIinHaMu. Ponmb mHQoOpManmu B COBpEeMEHHBIX
oOmecTBeHHBIX ~ OTHOmIeHMsX.  CpencTBa  MaTepualiu3aliu
nadopmanmn. bazoBas  TepMuHONIOTHS,  HCTONB3yeMas B
n3naraeMoii mucnuminge. Victopus pa3BuTns ciyx0 JOKyMEHTalnu
B Poccum: mpukasHoe — IeNONpPOU3BOACTBO,  KOJUIEKCKOE
JIETIONPON3BOICTBO, TepMUHOIOTHS, HCHoNb3yeMas Impu pabdore ¢
JnokyMmMeHTaMu. IIpaBoBOM, yNpaBiIeHYECKMH M HMCTOPUYECKUN
aCIIeKTHI B OINpEJeCHUH TOKyMeHTa. VHpopMannoHHast CyIHOCTh
JIOKYMEHTa M €ro HeNOCPEACTBEHHAs CBSA3b C MAaTepUaIbHBIM
HocuteneM. JlokyMeHThl oduimanbHble (Ciy>KeOHbIE), JIMYHbIE
(mepcoHanpHBIE) M JIMYHOTO IPOUCXOXKICHHUA. J[OKyMEHTHI
PYKOIHMCHBIE U U3TOTOBJICHHBIE C TIOMOIIBIO TEXHUUYECKUX CPEICTB.
«OneKTpoHHOE»  JOoKyMeHTHpoBaHue. [lommyHKIMOHATBPHOCTH
JIOKYMEHTa M COCTaB (hYHKIIHH.

HopmaruBHas 0a3
JIeIONPOU3BOJICTBA B OPTaHU3ALUH

a

3akoHOJaTenbHOE peryiaupoBaHue aenonpousBoactsa EI'CH u
OCHOBHBIE ee HampasieHus. HopMmaTuBHO-  MeToAMYECKOe
peryJIMpoBaHuE JICNIONPOU3BOACTBA. | 0CyTapCTBEHHBIE CTAHAAPTHI,
UX PONIb M 3HaueHWe(CTaHAapTH3anMs). TWIloBass MHCTPYKLUS IO
JISTIONPOU3BOJICTBY. YHU(HUINPOBAHHbBIE CHCTEMBI JOKYMEHTAIIHH.

Opranmzanus paboTsI
JIOKyMEHTaMHU

C

OCHOBHBIC TPUHIHMITEI OpPTaHU3AIH PAa0OTHI C TOKYMEHTaMHU
IlonsTtue OpraHu3anuu paboThI ¢ JIOKYMEHTaMH.
JoxymenTo000poT. OCOOEHHOCTH OpraHM3alii W BEJACHUS
JIOKyMEHTOO0OpOTa Ha TOCYJapCTBEHHOM W MYHHUIIUTIAIBHON
cinyx6e. OCHOBHBIE TOJIOKEHHSI IO pPa3paboTKe, BHEAPCHHUIO U
JKCIUTyaTalul  JOKyMeHTooOopoTta. Mcmonb3oBanue OJIaHKOB,
(hopMyIsIpOB U M1a0IOHOB B JOKYyMEHT0000poTe. OpraHu3annoHHAS
CTPYKTypa IepcoHala, 00ecledrnBaromero padbory ¢ JOKyMEHTaMH.
Bumer pabor ¢ gokymeHTamu. [pymmel  TOKYMEHTOB B
JIOKYMEHTAIMOHHOM oOecredeHn:. JTambl 00paOOTKU BXOISIIUX
nmokyMeHTOB. [lepBmunHas o00paboTKa BXOISIIINX IOKYMEHTOB.
[lpuHsATHE  YyHpPaBICHYECKOTO  PEUNICHHS IO  KOHKPETHOMY
nokyMeHTy. O0paboTka OTIpaBisieMbIX JOKYMEHTOB. Perucrparus
JIOKYMEHTOB. DopMbI perucrpanuu JIOKYMEHTOB:
LEHTPAIM30BaHHasl, JIElEHTPAIN30BaHHas, cMeliaHHas. KoHTpoib
HCIIOJTHCHUA TOKYMEHTOB.

TexHonoruu paboTEI
JOKyMEHTaMHU

Oransl ¥ HOPSIOK ABWKEHHS TOKyMeHTOB. OpraHu3aus paboTsl ¢
MOCTYMAIOMMUMH  («BXOISIIUMI»)  JOKyMeHTaMu.  Ilopsmox
OpraHm3ali  paboTBl C  OTMPABIAEMBIMH  («HUCXOJSAIINMI)
JokymeHTamu. [lpaBuia opraHusanuu paboThl C BHYTPEHHHMH
JokyMeHTamMu. llenn © OCHOBHBIE MNPHUHLUINBI PErHCTPALUU
JIOKyMeHTOB. Ha3zHaueHue ¥ BuAbl HOMEHKJIATYpbl  JI€I.
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TpeOoBanus, npenbsBiIsieMble K COCTABICHHIO W 3allOJIHEHHUIO
(hopMBI HOMEHKJIATYphl Aen opraHuzanuu. CpoKH XpaHEHHs JIell.
OTBETCTBEHHOCTh 32 COXPAaHHOCTb JIOKyMeHTOB. IlonsTne
«IKCIEpTU3a IIEHHOCTH JOKYMEHTOB». HopMaTuBHO-MeTOIMUECKHE
U TEOPETUYECKHE OCHOBBI IIPOBEJICHMS DKCIEPTHU3bl LEHHOCTH
JOKyMeHTOB. [lpaBuia mepenaddm eyl Ha XpaHEHHE B apXHB.
JloxymeHTo000poT Ha KOoMmbIOTepe OCOOCHHOCTH IONyYCHHS
(hakcHMHIITBHOTO cooOmIeHNs Ha KommbioTepe. IIpenmymiectBa
neperadd JOKyMEHTa ¢ KOMIIbIOTEpa Ha KOMIIBIOTEp. Y CTAHOBKA Ha
KOMITBIOTEPE CTIELUATIBHO BBIICIICHHON MANK) IS MO CTY a0 MU X
(hakcos. IlpenmyrmecTBa amekTpoHHOI mouTH. Jloctynm k Internet.
Cucrema peructpamuu u KoHTpois. [lomck mokymenTa. basa
JIaHHBIX. BBIITOSIHEHNE NeWCTBUI NPU NOJTYyYSHUH JOKYMEHTOB.

CucTteMbl JOKyMEHTAIIH Cucrtema JIOKYMEHTAIUH. YuupuurpoBaHHast cucrema
JIOKyMEHTalH. Y HUUIIMPOBaHHBIN JOKYMEHT. Y HU(UIUPOBAaHHAS
¢opma. EnuHas rocynapcTBeHHass CHCTEMa JEIONPOU3BOJCTBA
(ETCHl). Enunas rocynapcTBeHHas CHCTEMa JOKyMEHTAI[HOHHOIO
obecrieuenus ympasinenus (EI'CHOY): npuuuHbl €e co3aaHusl.
Oco0eHHOCTH PUMEHEHUs MoJIokeHnid EanHO# rocynapcTBeHHOM
CUCTEMBI JIEJIONPOU3BOJICTBA B OTPACIIAX HAPOJHOTO XO3sHCTBA: Ha
MNPEANpPUATUSIX, B OpraHu3alusax U ydpexaeHusx. MacTpykuus no
JIOKyMEHTHPOBAHUIO YIIpaBJIE€HYECKOMN JIeATENbHOCTH.
CrangapTu3auys B CUCTEMaXx AEJIONpPOU3BOACTBA. JIOKYMEHTHI U UX
knaccupukanusa. CTaHIapTH3UPOBAHHOE OIPENCICHHE TepMUHA
«rokymeHT».  CrocoObl  3akperuieHust  uHQOpManuu  JUIst
JIOKYMEHTAI[HOHHOTO HCIOJb30BaHUA. Pecypchl HCNOJIB30BaHUSA
JIOKyMeHTa. MHOTO()YHKIIMOHATIBHOCTh JTOKyMeHTa. JJOKyMEHT Kak
IpeaMeT U pe3ynbTat Tpyaa. OCHOBaHUS IS CO3AAHUS TOKYMEHTA.
Vuudukanus  gokymeHTOB. [loHATHE 0  KiIacCHU(pUKAIMU
nokymeHToB. llenp kmaccudukanuu 1OoKymMeHTOB. [lpusHaku
KinaccuUKauy JTOKYMEHTOB. Buapl mokymeHtoB. [loHsTne
peKBU3UTA JTOKyMeHTa. Bumer pekBusuros. [IpaBuna odopmieHus
PEKBU3UTOB JOKYMeHTOB. Dopmyrsip-obpasen. brnank mokymeHra.
Buner 01ankoB. TpeboBanus k OmankaM ITOKyMeHTOB. LIlaGmoHEL.
CucreMa  OpraHM3allMOHHO-PACHOPSAUTENBHON  JOKYMEHTAlUuU
[onstue u Ha3HaYeHUE CUCTEMBI OpraHu3alMOHHO-
pacnopsauTeNbHOMI JIOKYMEHTAIUH. OpraHu3annoOHHBIE
JIOKYMEHTBI, WX Ha3HA4eHHE W BHJBL. YCTaB MPEIIPUATH.
HomxnoctHas uHcTpykuus. Ilonoxenue. llltatHoe pacnucanue.
IIpaBuia BHYTpEHHETO TPYAOBOTO pacHopsaka. PacropsanTensHbie
JIOKYMEHTBI, WX Ha3HaueHHe H BuAbl. Cxema MOJArOTOBKU
pacnopsauTenbHbIX JoKyMeHToB. Ilpuka3. Bemmucka u3 mpukasa.
Pacnopspkenue. Ykazanue. Pewenue. [loctanoBienue.

Cojaepixkanue 3aHATHII CEMHMHAPCKOI0 THIIA

HaumenoBanue Tem (pa3jiesioB) Tun Conep:xanue 3aHATHII CEMUHAPCKOT0 TUIA

OOBEKT 1 IpeaMEeT AUCITUTITIHEL C TekcToBOe, TeXHHMUECKOE MOKyMeHTHpoBaHue. Poro-
JIOKyMeHTHpoBaHue. KuHO-ImoxkymeHTHpOBaHHE, 00J1acTh
prMeHeHHs. MaTepraibHble HOCUTENH MHPOPMAINN U HX
knaccupukanus. JlokyMeHTHpoBaHHAsS HHpOpMAIusS U ee
cBoiictBa. IOpuamueckass cuia — OCHOBHOE CBOHCTBO
Jokymenta.  lOpuaudecku — 3HaAUMMBIE  PEKBH3HTHI.
OpUrHHANBHOCTb, NOJUIMHHOCTb M KOMUHHOCTH IOKYMEHTOB.

Hopmarusnas 6aza | C 3aKOHOJATENbHOE  PEryJMpOBaHUE  JIEJIOMPOU3BOJICTBA
JIEJIONPOU3BO/ICTBA B OpTraHU3aluu EI'C u ocHoBHble ee HanpaBieHus. HopmaTuBHO-
METOINYECKOE peryiaupoBaHue JIEJIONPOU3BOICTBA.
['ocynapcTBeHHbIE CTaHAAPTHL, HX poJib H
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3HaueHMe(CTaHIapTu3alys). THIoBas HMHCTPYKLUUS IO
JIEJIONIPOU3BOICTBY. YuupuurpoBaHHble CHCTEMBI
JOKyMeHTalu. HopMaTuBHBIE JOKYMEHTHl 1O TPYLy H
OXpaHe TpyJa.

Opranuzanus paboTsl c
JOKYMCHTaMH

C Pabora ¢ cucTeMoil 3/IEeKTPOHHOTO JTOKYMEHTOOO0OpOTa Ha
rocyJapcTBeHHOU ciyk0e. Vcnonp3oBanue MabIoHOB IS
(hopmupoBaHus JIOKyMEHTOB Ha KOMITBIOTEpE.
Hcnonp30BaHWEe B KOMIBIOTEPE ONAHKOB JOKYMEHTOB.
Co3ganne  ONMaHKOB ~ JOKYMEHTOB B KOMIIBIOTEpE.
[IpumeHeHne pPEKBU3UTOB JOKYMEHTOB. YUET BapHaHTOB
pacIonoXeHns: PEeKBU3NTOB. IIpuMeHeHne COKpaIméHHBIX
Ha3BaHMUIl.

TexHonorun paboThI c
JOKYMEHTaMH

C [Tonck noxkymenTa. baza naHHbIX. BbelmonHeHue neicTBuit
IpU TMOJyYEHUU JOKyMEHTOB. BanoBag Hymepanus.
Peructpupyemble UM HEPETUCTPUPYEMBIE  JOKYMEHTBI.
Caenenus B PperucTpanoOHHOM KapTO4Ke JUIS
MHOT0AaCIeKTHOrO0  noucka. @opma pEerucTpaluOHHOU
KapTOYKU. 3aloJIHEHWE PETUCTPAllMOHHOW  KapTOUKH.
KonTponb 3a ucnosHeHneM OKyMEHTOB. Buabl KOHTpOJISI.
OTu€THOCTH 0 KOHTpOJIE.

CucreMnl JAOKYMCHTAalluU

C Hasnauenme ¥w  OCHOBHBIE BHAB  WH(OPMAINOHHO-
CIOpPaBOYHBIX JOKyMEHTOB. AKT. [Ipotokon. [lokmanHas
3amucka. OObsicHuTenpHas 3amucka. CrpaBka. [lokman.
Tenmerpamma. Tenedonorpamma. I[lucemo. Dopmyrsp
nuceMa. Buael mucem.  ConpoBOAMTENBHOE  MHUCHMO.
IMuceMo-npurnanieHue. WnudopmannonHoe MIACHMO.
PexnamHoe  mucemo.  Ilucemo-ussemenue.  ITucemo-
noarsepxaeHue.  IluceMo-nanoMuHanue. I'apanTuiiHOE
nuceMo.  ITucemo-mperensus.  IluceMo-oreer.  Pakc.
JIOKYMEHTBI 10 JTMYHOMY COCTaBY M MX OCHOBHBIC BH/IBI.

Conepxanue caMOCTOSTEIbHOWH PadOTHI

HaumenoBanue TeM (pa3iesoB)

Coaep:xkanue caMOCTOSTEIbHON padoThI

OOBEKT ¥ IpeAMET TUCITUIIIHHEL

[oHATHS «IOKYMEHTHPOBAHHE», «CPEACTBA JTOKYMECHTHPOBAaHUSM,
«CIoCcOOBI  JTOKYMEHTHPOBAaHUS».  TeKCTOBOE,  TEXHHYECKOE
JOKYMEHTHPOBAHHE. ®DoTO-TOKYMEHTHPOBAHHE. Kuno-
JOKyMEHTHPOBaHHe, 00JacTh NpPUMEHEeHHs. MaTepuanbHble
HOcHTEJIM MHPOPMAIMHK U UX Kilaccupukauus. JJokyMeHTHpOBaHHAs
undopmanust U ee cBoicrBa. HOpuandeckas cujia — OCHOBHOE
CBOMCTBO JOKyMeHTa. IOpuauyeckn 3HAYMMbIE PEKBU3HTEHI.
OpUrMHANBHOCTh, HOMJIMHHOCTh W KONUHHOCTh JIOKYMEHTOB.
IOpunnueckas cuna konmid U TenedakcoB. HotapuanbHBIE KOIHH.
[omnmuHHBIE W  TOUIOKHBIE  TOKyMeHTH.  Kiaccudukamms
JOKYMEHTOB IO pas3iIW4YHBIM IpPH3HAKaM B 3aBUCUMOCTH OT
COJIepKaHHs1, HAMMCHOBAHHUS, TIO CTETICHH YHUMHUKAILIUH U JIP.

HopmarusHas 6aza
JIeNONIPOU3BOICTBA B OpraHU3aluu

HopmaTuBHBIE TOKYMEHTHI IO TPYAY U oxpaHe Tpyjaa. Ha3sHauenne
9KCTIEPTHOM Ciry>k0bl. COCTaB SKCHEPTHOH CIy)XKOBI. DKCHEpPTHO-
mpoBepouHass Kkomuccus. LleHTpanpHas 3KCHEepTHas KOMUCCHS.
OKcIepTHO-MeToANYecKas Komuccus. LleHTpampHas SKCHEpTHO-
mpoBepouHas komuccus. DyHKumM Kommuccuil. Pabora dneHoB
komuccuil. HampaBnenus paboTBl  3KCIEPTHO-METOIMYECKUX
KOMHCCHH TOCYJapCTBEHHBIX apXuBOB. Pabora meHTpaspHON
SKCHEPTHO-TIpOBEpOUHON  komuccuu  PocapxuBa.  Ilepeunu
nokymeHToB. Ctarbs mepedHs. Cxema KiIacCH(PHUKAINN TIEPEUHS.
Iouck crareil. Ilpunoxenus nepeuns. I[Ipumeuanus B nepeuHe.
O6o6maromniye TepMuHBI iepedHst. CriocoOs! 0TOOpa TOKYMEHTOB Ha
xpaHeHue. [ pynmbpl JOKyMEHTOB I0ciIe X 0TOopa.
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C

dopmupoBanne u odopmienne pen.  lloHsatue o  «mene».
Howmenknarypa  pmen.  CocraBieHHe  HOMEHKJIATYphl  Jell.
®opmupoBanue nen. [lpn3Haky 3aBeleHUS JeN: HOMUHAJBHBIH,
MIPEAMETHO-BOIIPOCHBIH, ABTOPCKUH, KOPPECHOHICHTCKHH,
reorpaduueckuii, XxpoHosorndeckuii. [lonroroBka JIOKYMEHTOB K
nepefadye Ha apXWBHOE XpaHEHUE. ApPXUB MPEANPHATHS.
OkcnepTu3za [EHHOCTH JIOKYMEHTOB. Kputepum IeHHOCTH
JOKYMEHTOB: 3HAaUMMOCTh YUPSKACHHS WIM JHUNA; 3HAYMMOCTH
COZepKaHUs; BpPeMs M MeCTO 00pa30BaHHS; IOAIMHHOCTE H
KONIMHHOCTh; IOPUOMYECKAs CHia; TyOJNCTHOCTH; HOTJIOMEHHOCTh
colepKaHus; (PU3WYECKOE COCTOSHHE. OKCIEepTHAas KOMHCCHS
npeanpusatasi. OmUCk AOKYMEHTOB. M3roToBiIE€HHE NOKYMEHTa Ha
kommeloTepe. Havyano cocrasienus u oopMileHHs] JOKYMEHTa Ha
KoMIbloTepe. Y4é€rT B paboTe ¢ JOKYMEHTOM Ha KOMIIBIOTEpe
CTaHIAPTHBIX (HOPMATOB TOKYMEHTOR. BBITIOTHEHHE YCTAHOBOK JIJIst
¢dbopmupoBanus gokymenta MS WORD. Pabora ¢ cucremoit
JJIEKTPOHHOTO JOKYMEHTO00OpOTa Ha TOCYJapCTBEHHOW CiIyXoOe.
Hcnonp3oBanue mabaoHOB il pOPMHUPOBaHHS IOKYMEHTOB Ha
KommbioTepe. Mcronp3oBaHne B KOMITBIOTEPE OJIaHKOB JOKYMECHTOB.
Co3nanne OMaHKOB JOKYMEHTOB B KommbioTepe. lIpumMeHeHue
PEKBH3UTOB  JOKYMEHTOB. YU&€T BapHaHTOB pPAacCIOJOKCHHUS
pexBu3nTOB. [IpuMeHeHne COKpaIEHHBIX Ha3BaHUH.

Opranunzanus paboTsl
JIOKyMEHTaMHU
TexHomornn paboTsI
JOKyMEHTaMH

C

BanoBas Hymepaums. Peructpupyemple W HEpPErHCTpUpPYEMBbIE
JOKyMeHTBI. CBeleHHs B PETHUCTPAIIOHHOW KapTO4Ke It
MHOTOACHEeKTHOTO Moucka. PopMma perucTparioHHON KapTOYKH.
3amosiHeHUe ~ perucTpalMoHHOW — kaprouku. KoHTposnp  3a
HCIIOJHEHUEM JOKYMEHTOB. Buabl KoHTpons. OTuY€THOCTH ©O
KoHTpoje. TexHonorus XxpaHeHus IoKyMeHTOB. KommpoBaHue
JIOKYMEHTOB. WHdopmannoHHO-cIipaBoYHas pabota o
JIOKyYMeHTaM. 3aliTa JOKYMEHTOB

CucreMsl JOKYMECHTallU

WNHdopmanmoHHO-CIIpaBOYHbIe  NOKyMeHThl.  HasHauenue u
OCHOBHBIE BHIbI HHPOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB. AKT.
IMporokon. [okmannast 3anucka. OObBSCHHUTENbHAS —3aIlNCKA.
CmpaBka. [lokman. Temerpamma. Temedponorpamma. Ilucemo.
®opmynsap nucbMa. Bugsl mucem. ConpoBOAWUTENBHOE MHUCHMO.
[Mucemo-npurnamenne. MupopManuonHoe nuchMo. PekiaamHoe
muceMo. IIucemo-usBemenue. Iucemo-noareepkaenue. Iucemo-
HanloMuHaHue. [lapantuiiHoe  mucbMo.  IIucemo-npereHsus.
ITucemo-orBer. ®akc. JIOKyMEHTHI IO JIMYHOMY COCTaBY M HUX
OCHOBHBIE BUJIbI.

3. OueHoyHble MAaTepHAJbl JJsl TNPOBeJeHHS] TEKYLIero KOHTPOJISI YCIeBAeMOCTH H
NMPOMEKYTOYHOM aTTecTAMH 00y4aroIuXcs M0 JUCHUILIUHE (MOY110)

ITo nucuumiuHe (MOXYJIO) MPEAyCMOTPEHBI CIEAYIONIME BUABI KOHTPOJIA KadecTBa
OCBOEHHUS:
TEKYIIUH KOHTPOJIb YCIIEBAEMOCTH;

MPOMEXKYTOUHAsl aTTeCTallus 00yJaroIUXCs MO AUCHUILITUHE (MOAYIIIO).

3.1. OuneHouyHble MaTepuaabl Uil NPOBedeHUS] TeKyllell aTTeCcTallMd MO AUCHMILIHHE

(MoyJ110)
Ne | KonTpoanpyemsie TeMbl (pa3/iesibl) HaumeHoBaHHME OLICHOYHOI'0O CPEICTBA
n/n
1. | OOBEKT ¥ MpeAMET AUCIIHILITUHBI YcTHbIi onpoc, HGOPMAIMOHHBIN MPOEKT (JTOKIa)
2. | HopmatuBHas 6a3a IeOnpOU3BOACTBA | Y CTHBIN OMPOC, UCCICIOBATEIbCKHI POEKT (pedepar)
B OpraHu3anuu
3. | Opranuzanus paboTsl ¢ JOKyMEHTaMHi | YCTHBIH ONpOC, HCCIeNOoBaTeNnbCKuii npoekt (pedepar),

MHGOPMAIMOHHBIN MPOEKT (JIOKIa])
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4. | TexHonoruu paboThI C JOKYMEHTaMHU YcrHBIE  ompoc, UcclenoBaTeNnbCKui  mpoekT  (pedepar),
nH(OpMaLMOHHBIH TPOEKT (TOKIaI)

5. | Cuctemsl 1OKyMEeHTalIUH YcTHBI onpoc, uccienoBaTeabCKuil MpoekT (pedepar), MUHH-
TECT

3.1.1 TunoBble KOHTPOJIbHBIC 3alaHUS HJIM MHbIEe MAaTEePUAJIbl, HEOOX0AUMBbIe VISl OLIEHKHU
3HAHMI, yMeHUIi, HABBIKOB M (MJ1M) ONBITA AeSAITEILHOCTH B NpoLecce TeKyLero KOHTPOJIs
ycneBaeMocTH
YcrHbIi onpoc
[ToHsATHE «AETONPOU3BOJICTBO» U «JIOKYMEHTALIMOHHOE 00ECIIeUeHHE YIIPaBICHUS.
CymHoCTh, 3HaUeHHE U OCOOCHHOCTH HH(POPMALIMOHHOTO 00eCIIeUeHHs YIPaBICHUS.
[TonsaTus uHGOpPMaUK, JAHHBIX U 3HAHU.
Posib uHpOpMaLInu B ynpaBiIeHUN.
O6mas kiaccudukanys BUA0B HHPOPMALIMH, UCIIOIb3YEMOM B amapare yrnpaBieHHs.
JlokymMeHTHpOBaHHAast ¥ 0€3I0KyMEHTHAst HH(POPMAIIHSL.
HNudopmannoHHas AeATeIbHOCTh U UH(OPMAIIMOHHBIE OTHOIICHUS.
HcTouyHuky U oTpeduTeny nHHOPMALIUH.
OO11ast XapakTepUCTHKA U YPOBHU IIPABOBOTO PETYIMPOBAHUS B 00JIACTH HH(POPMALIMOHHOTO
oOecrnieueHus ynpaBIeHUs.
. OCHOBHBIE HOpPMAaTHBHbBIE NPABOBbIE aKThl B chepe MHPOPMALMOHHO-TOKYMEHTALIMOHHOTO
oOecrnieueHus ynpasieHus B PO.
Keiicol (cuTyanuu u 3a1a4M € 32IaHHBIMHU YCJIOBUSIMH)
3adaua 1.
B xoze miaHoBOW MPOBEPKU IOCYJApPCTBEHHOI'O YHUTAPHOI'O MPEANPUATHS BBISCHUIOCH,
YTO IOKYMEHTBHI 110 INYHOMY COCTaBY XPaHUJIUCH B [10/IBAJIbHOM [TOMEILIEHUH, KOTOPBIN 3aTOMUIIO
HaKaHyHe MpHe3/la KOMUCCUH, TOKYMEHTBI MIPHUIIUIA B HETOJHOCTb: TEKCT Pa3MBbIT, HH(OpMAIIHS
ctasa Heuutaemoil. Kakume mnpaBuna paboThl ¢ JOKYMEHTaMH MO JIMYHOMY COCTaBy ObLIN
HapymeHbl? KTo HeceT 0TBETCTBEHHOCTD 3a HENIPaBUIIbHOE XpaHeHHe JokyMeHToB? Kakas mepa
HaKa3aHUS MOXKET ObITh TpUMEHEHa?

CoNoOA~WNE

[HEN
o

3adaua 2.
Hcnone3ys [OCT P 7.0.97-2016, 3anonaauTe TaOIHUILy:
PexBu3MTEHI, pUaONINE IOPUANIECKYIO CHITY PexBU3NUTEI, CBSI3aHHBIE C IBU)KEHHEM JOKyMEHTOB B
JIOKyMEHTY OpraHM3aIN
Howmep Ha3Banue pexBusuta Howmep Ha3Banue pexBusuta
peKBH3HTA pEeKBH3HTA
3adanue.

Onpenenure ONTUMalbHBIE CTPYKTYpPHBIE YacTH TEKCTa JIOJDKHOCTHOM  HMHCTPYKIIMH.
Cdhopmynupyiite 1 060CHYHTE CBOIO MO3ULUIO.

HccaenoBareabckuii mpoekT (pedepar)

[TpumepHbIe TeMBI pedepaToB:

1. B3aumocBs3b yIpaBiIeHHUS, CUCTEM JOKYMEHTAllMU, CUCTEM KJIACCU(PUKALNUU U KOJAUPOBAHUS
TE€XHUKO-3KOHOMUYECKOH M COlMaabHON HMH(pOpMaIMM, cUCTeM OO0pabOTKHU JTOKYMEHTHON
nH(pOpMaLU, TEXHOJIOTHYECKUX MTPOLIECCOB MHPOPMAILIMOHHOTO O0eCTIeUeHuUs YIIPaBICHHUS.
®opMHUpOBaHUE KOMIUIEKCHOM HH(POPMAIIMOHHOM CUCTEMbI OpraHU3alllu.

Knaccudukanus u xpurepun 3pPexTuBHOCTH HHPOPMAITMOHHBIX CHCTEM.

[TnanupoBaHue U )KU3HEHHBIN LUK HH()OPMAITMOHHBIX CUCTEM.

TexHnueckue, TeNEKOMMYHHUKAIIMOHHBIE, TPOTPAMMHBIE CPEICTBA TEXHOJIOTHUYECKOM Cpelibl
UH(POPMALIMOHHOM CUCTEMbI (MUKPOIPOIECCOPBI, KOMITBIOTEPHI, TEIEKOMMYHHUKAIIMOHHBIE

arwN
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ceTH, ceTb VIHTepHeT, onepalMoOHHbIE CUCTEMBI, CPEICTBA pabOThl C AAaHHBIMHU, pa3paboTka
NPWIOKEHUI U MPUKIIAJHBIE CUCTEMBI).

6. TpaguuMOHHOE U aBTOMAaTU3MPOBAHHOE HH(POPMALIMOHHOE 00eCIIeUeHHE yIIpaBJICHUS.

7. JIOKyMEeHTalMoHHOE OOECIeYeHHE YINpaBJICHUS KaK COCTaBHas 4acTb HMH(OPMAIIOHHOTO
o0ecrieueHus yrnpaBiIeHUs] OpraHU3alHH.

8. TlonsaTue ynpaBieHUs JOKYMEHTAIHEH.

9. IloHATHE «AOKYMEHTOOOOPOT OpraHU3alum.

10. IIpuHIMIBEI OpraHU3anuu J0KyMEHT0000poTa.

NupopManmoHHbIH NPOEKT (I0KIAT)

IIpuMepHBIE€ TEMBI JOKJIAIOB:

1. HMuadopmanroHHbIE TPOLIECCHI.

2. COop, 006paboTKa, XpaHEHHE U TOUCK WH(OPMAIIHH.

3. HHudopmanmoHHBIHA MOUCK.

4. OueHka (PyHKIMOHAIBHBIX BO3MOKHOCTEH CHCTEMBI JIEKTPOHHOTO JOKYMEHTOOOOpOTa B
OpraHu3aIuH.

5. TpeboBaHUS K CHCTEME IEKTPOHHOTO JOKYMEHTO000POTa B OPraHU3alnH.

6. Dranbl BHEAPCHUS CHCTEMBI 3JICKTPOHHOTO IOKYMEHTOO0OPOTa B OpraHU3aIIHY.

7. 3ammra nHGOPMALUU B CUCTEME JIEKTPOHHOTO JOKYMEHTOOO0POTa B OpraHn3aIiH.

8. Hcnonb3oBanue 00JIaYHBIX TEXHOJIOTHIA npu OpraHu3aIum AJIEKTPOHHOTO

JIOKYMEHTOO000pOTA.

9. Cucrema 3amuThl UHGOPMAIMK B OPraHU3aLUK: CTPYKTYpa U (QyHKIMH.

10. MexxayHaponHble CTaHIAPTHI B 00JIACTH HH()OPMAIIMOHHOTO O0eCHeueHHs YIpaBICHHS
(NOY).

Munu-recr

1. Kakue 6udvt 00KyMeHmMo8 OMHOCAMCS K CNPABOUHO-UHDOPMAYUOHHOU OOKYMeHmayuu?

a) MPOTOKOJT;

0) MoNIoKeHuUe;

B) MpUKa3;

I') PacIuCKa;

1) IITaTHOE PaclUCaHue.

2. Kakue 6udbl 00KyMeHmMo8 OMHOCAMCA K pacnopaoumenbHol OOKymenmayuu?

a) MPOTOKOJT;

0) akT;

B) JIOTOBOP;

I') IpUKa3;

1) peleHue.

3. Kmo necem omeemcmeennocmy 3a uzoauue pacnopsaoumenbHo2o 0OKYMeHma Ha OCHOGe

eounonauanus?

a) JMI1I0, O/IMUCABILIEE TOKYMEHT;

0) pyKOBOAUTENIb OPTaHU3AIUH;

B) COCTAaBUTEINb JOKYMEHTA.

4. Ymo o3nauaem suza ropucma 8 npuxaze?

a) BHyTPEHHEE COTJIacOBaHUE, MOTBEPXKAIOIIEe, UTO IPHUKA3 HE MPOTUBOPEUHUT 3aKOHY;

0) 00s13aTeNbHBIN PEKBU3UT NPUKa3a, MPUIAIONINN eMy IOPUAUYECKYIO CHITY.

5. B coomsemcmeuu c Kakum OOKYMEHMOM NOMewarom Ha 6aanKax smoaemy opeanusayuu?

a) yCTaB OpraHM3alliy;

0) mWTaTHOE pacnucaHue;

B) JIOJKHOCTHAS HHCTPYKIIUS;
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r) MHCTpYKIMS 11O AETOTIPOU3BO/ICTBY;

o) FOCT P 7.0.97-2016.

6. Vcmawnosnenue eounoobpaszus cocmasa u Gopm  YnpasieHueckux OOKYMEHMOS,
@urcupyrowux ocywecmeneHue 0OHOMUNHLIX YAPAGIeHYeCKUX QYHKYULl U 3a0a4, Ha3bl8aemcsi:
a) CTaHJApTU3AIUCH;

0) yHudukamnuei;

B) JOKyMEHTAIUEH;

T') KJaccu(uKanuei;

1) TUITU3AIACH.

7. Ilpukaswi, ykazanus, pacnopaxicenus, peuleHus OMmHOCAMC K 2pYnne...

a) OPraHU3alMOHHBIX JIOKYMEHTOB;

0) cipaBOYHO-MH(POPMAITMOHHBIX JIOKYMEHTOB;

B) pacropsIUTEIbHBIX JOKYMCHTOB;

I') UCXOIAIINX TOKYMEHTOB;

1) CITy>KE€OHOMN MEePEerUCKU.

8. Kakue 0oKymeHmbl HA3b18A10MCA UHPOPMAYUOHHO-CNPABOYHBIMU?

a) JIOKyMEHTBI, pErJIaMCHTHPYIOIIUE CTPYKTYpY, 3alaud, (QYHKIUH TOpeAIpUSTHS,
OpraHu3aiio ero paboTel, NpaBa, OOS3aHHOCTH M OTBETCTBEHHOCTh PYKOBOJAWTENCH U
CICIUANCTOB;

0) IOKYMEHTBI, XapaKTepHU3YIOUIHME TPYAOBbIE OTHOIICHUS MEXKIY MPEONpPUATHEM H
PabOTHHUKOM;

B) JOKYMEHTHI, cojepkamue WHpopManuioo O (HaKTUIECKOM IOJOXKECHUU Jell, CITy)Kallue
OCHOBAHUEM JIJIs IPUHSTHUS PEIICHUH, U3TaHHUS PACTIOPSAUTEIBHBIX JJOKYMEHTOB;

I') JIOKYMEHTHI, OOpalIeHHbIE K HIDKECTOSIIMM OpPTaHM3alWsAM, TPYIaM MM OTACIbHBIM
JIUIIAM;

1) TOKYMEHTBI, OTPaKaIOIINE JOTOBOPHBIE OTHOIICHUS MEKIY MPEATIPHITASIMHU.

9. [0e pacnonacaemcs pexsusum «Haumenosanue opeanuzayuu — asmopa 0oKymenmay?

a) mocyie peKBU3nTa «PerncTpanioHHBI HOMEp JTOKyMEHTay;

0) Mo peKBU3UTOM «DMOIEMay;

B) B IIEHTPE BEPXHETO MOJIS;

r) B opopmIIsitoIieit yacTu;

1) TIO/1 PEKBU3UTOM «AJIpecary.

10. B kakux 0okymenmax ykazwlarom cnpagoyHvle OanHbvle 0 NpeOnpusmuu?

a) BO BCEX JIOKyMEHTaXx;

0) BO BHEIIHUX JOKYMEHTax;

B) BO BHYTPEHHUX JOKYMEHTaX;

I') B IPUKa3ax 110 OCHOBHOM JeSTEIbHOCTH;

1) B PaCIOPSIUTENBHBIX IOKyMEHTAaX.

11. Kax Ha3vieaemca  uumopmayuss 0  coObImusx U AGIEHUAX  OOBEKMUBHOL
0elicmeumenbHOCmMu. U MbICIUMENbHOU  0essmelbHOCMU  Yelo8eKd, 3a(UKCUPOBAHHAs Ha
MamepuarbHoM Hocumerne ¢ peKeusUmamu?

a) IOKyMEHT;

6) popmyuwsip;

B) OJIaHK JOKYMEHTA;

I') cUcTeMa JIOKyMEHTAIIUH;

1) KOMITBIOTEP.

12. Kakotl pexsusum He 6x00um 8 cocmas Qopmyiapa-oopasya npuxkaza no OCHOBHOU
oesmenvHocmu?
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a) «HaumeHoBaHue opranu3aum — aBTopa JOKyMEHTa»;

0) «/laTa noxymeHTa»;

B) «MecTo cocTaBieHUs (M31aHUS) JOKYMEHTAY,

r) «TekcT toKymMeHTay;

1) «Anpecary.

3.1.2. MeToauueckue MaTepuajbl, ONpeesIIONAe TMPOUeIyPbl OIEHUBAHHUS 3HAHMIA,
YMEeHHIi, HABBIKOB U (MJIH) ONBITA /IeSITeJIbHOCTH B X0/I€ TEKYIIero KOHTPOJISA yCIIeBaeMOCTH
YcTHBIN OTBET

Onenka 3HaHui npeanonaraetr audQepeHupoOBaHHbIN MOAX0A K 00ydaromeMycs, y4eT
€r0 MHINBUIYAIBHBIX CIIOCOOHOCTEH, CTETIEHb YCBOCHUS U CUCTEMATH3AI[MH OCHOBHBIX TIOHATHH
U Kareropuii 1o aucuuiimHe. KpoMe TOro, oueHHMBAaeTCs HE TOJNbKO TiyOWHA 3HaHUN
MOCTABJICHHBIX BOIIPOCOB, HO W YMEHHE HCIOJIb30BaTh B OTBETC NPAKTHYSCKUN MaTepHUall.
OueHuBaeTcs KyJIbTypa peyH, BlIaJIeHHe HaBbIKaMU OPAaTOPCKOTr0 UCKYCCTBA.

Kpumepuu oyenusanus: nocienoBaTeIbHOCTb, MOJTHOTA, JOTUYHOCTH U3JI0KEHUS, aHAIIN3
pa3IMYHBIX TOYEK 3pEHHs, CaMOCTOsTEeNbHOE OO0O0OILIeHHe MaTepuana, MCIOJIb30BaHHE
po(heCCHOHATBHBIX TEPMUHOB, KYJIBTypa PEUH, HABBIKA OPATOPCKOTO MCKycCTBa. M3lioskeHue
MaTtepuana 6e3 pakTHYEeCKHX OIIHOOK.

OneHka «omauyHO» CTABUTCS B Cllydae, KOTJa MaTepHall U3JIaraeTcsi MCUEPIBIBAOIIE,
MOCIe0BATENbHO, TPAMOTHO M JIOTUYECKH CTPOWHO, NMPU 3TOM PACKPBIBAIOTCS HE TOJBKO
OCHOBHBIC ITOHSTHS, HO ¥ aHAJTM3UPYIOTCS TOUKH 3PEHUS PA3IMYHBIX aBTOPOB. OOyJaromuiics He
3aTPYIHSETCS C OTBETOM, COOIOAAET KYIbTYPY PEeUH.

OrneHka «xopouto» CTaBUTCA, €CIIM 00yYaIOIIUICS TBEPIO 3HACT MaTEpHall, TPAMOTHO H
MO CYIIECTBY M3JIaraeT ero, 3HaeT MPAaKTHYeCKylo 0a3y, HO MPHU OTBETE Ha BOMPOC JIOMYCKaeT
HECYIIECTBCHHBIE TIOTPEITHOCTH.

OneHka «ydogremsopumenbHoy CTaBUTCS, €CIU 00YYAIOIINICS OCBOUI TOJIBKO OCHOBHOU
MaTepua, HO He 3HACT OT/ACIbHBIX JIETAJICH, IOIyCKaeT HETOYHOCTH, HEJIOCTATOYHO NMPaBUIIHHBIC
(GbOopMyIHMPOBKH, HapylIaeT MOCIEeI0BATENIbHOCTh B HM3JIOKEHHUH MaTepuasa, 3aTpyIHSeTcs ¢
OTBETaMH, ITOKAa3bIBACT OTCYTCTBHE JIOJDKHOM CBS3M MEXKIYy aHAJIM30M, apryMEHTAaIlued u
BBIBOJIAMHU.

OneHka «Hey0081emeopumenbHo» CTABUTCS, €CIU OOydJalolluiicss HE OTBEYaeT Ha
MOCTaBIIEHHBIE BOMPOCHI.

Keiicol (cuTyauuu 4 3a1a4u € 32IaHHBIMHU YCJIOBUSIMH)

OOyyaromuiics JOHKEH YMETh BBIICIHTH OCHOBHBIE MOJIOKEHUS M3 TEKCTa 3aadH,
KOTOpBIC TPEOYIOT aHAIH3a U CIIyXaT YCIOBHSIMHE perieHus. FIcXoIs U3 OCTaBICHHOTO BOIIPOCa
B 3a/1a4€, MOMbBITATHCSI MAKCUMATIbHO TOYHO ONPEAETUTH MPOOIEMY U COOTBETCTBEHHO PEILIUTH €€.

3amaun MOTYT PeIIaThCs YCTHO W/WJIM MUChMEHHO. [Ipu pereHnn 3a1a4 TakKe BaKHO
MPaBUJIBHO C(HOPMYIHpPOBATh M 3alKCaTh BOIMPOCH, HayWHas ¢ Oonee oOmUX U, KOHYAs
YaCTHBIMH.

Kpumepuu oyenusanus — o1ieHKa yYUTHIBAET METOMBI U CPEACTBA, UCTIOIH30BAHHBIC TPU
pEIICHNN CUTYalMOHHOM, IIPOOJIEMHON 33 JIauH.

OrneHka «omau4H0» CTaBUTCS B CIIy4ae, KOrJa 00yJarouiics BBITIOTHII 3ajaHue (PELIi
3aJ1avy), WCIONB3ys B IOJIHOM OOBEME TCOPETHYCCKHE 3HAHUS W IPAKTHYCCKHE HABBIKH,
MOJTyYeHHBIE B Mpoliecce 00ydeHusl.

OreHKa «xopouioy CTaBUTCS, €CITM 00YJarOIIUICS B IIEJIOM BBITIOJTHWII BCe TPeOOBaHUS, HO
HE COBCEM YETKO OMpEeJeNsieTcs Omopa Ha TEOPETUUYECKUE TOTOKEHHS, U3TI0KEHHBIE B HAYYHOU
JUTEpaType 10 JAHHOMY BOITPOCY.

OrneHka «yoogiemsopumenbHo» CTABUTCS, €CIIM 00yYaOIIUIACS TTOKa3al MOJIOKHUTEIbHbIE
PE3yJIbTAThI B IIPOIIECCE PEIICHHMS 3a/1a4H.
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OneHka «HeyodoenemeopumenvHoy CTABUTCS, €CIIM OOydaroUIuiics HE BBIIOJHHI BCE
TpeOOBaHUS.

HccaenoBarenbcknii npoekt (pedepar)

HccnenoBaTenbCKUil POEKT — MPOEKT, CTPYKTypa KOTOPOTo MpHUOIIKeHa K (opmary
HAy4YHOI'O MCCIIEJJOBAaHUS M COJEPKHUT JOKa3aTeJbCTBO AKTYaJbHOCTH W30pPaHHOW TEMBI,
oTpeieieHre HayYHO! MPOoOJIeMBI, IpeIMeTa U 00bEKTa UCCIIeJOBaHUS, LIeJIeH U 3a1a4, METOIOB,
UCTOYHUKOB, HcTOpHOrpaduu, 00001IeHnEe pe3yIbTaTOB, BbIBO/BI.

Pe3ynbraTsl BRITOTHEHUS UCCIIEI0BATEILCKOTO IPOEKTa 0OpMIIseTCs B BUJE pedepara.

Kpumepuu oyenusanus - TOCKOJbKY CTPYKTypa MCCJIEIOBATENbCKOIO IPOEKTa
MaKCHUMaJbHO MpHOMMKeHa K (opMaTy HAyYHOTO HCCIECAOBAHUS, TO NPU BBICTABICHUU
YUUTBIBAETCS. JJOKA3aTENbCTBO AKTYaJIbHOCTU TEMBl HCCIIEIOBaHMs, OINpPEAEICHUE HAay4YHOU
npobnembl, O0OBEKTa W TpPEAMETa HCCIECIOBAaHUs, IeJed W 3aaad, HUCTOYHHKOB, METOJIOB
UCCIIEI0BaHMsl, BBIIBUKEHHE TMIOTe3bl, 0000IIEHNE pe3ysIbTaTOB U (hOpMyITUpOBaHHUE BHIBOJOB,
0003HaueHNE MEPCIEKTHB JTAITBHEHIIIEr0 NCCIeIOBAHMUS.

OneHka «omauunO» CTaBUTCSA B Cilydae, KOrjga oOydaroUMiics JEMOHCTPUPYET IOJHOE
NOHMMaHHE MPOOJIEMBI, Bce TPEOOBAHMSI, TIPEIBIBIISIEMbBIE K 33/IaHUI0 BBIITOJTHEHBI.

OneHka «xopowioy» CTaBUTCS, €CIU OOydaroUuiics AEMOHCTPUPYET 3HAYUTEIbHOE
MOHMMaHHE MPOOJIEMBI, Bce TPEOOBAHMSI, TIPEIBIBIISIEMbIE K 33/IaHUIO BBIITOJIHEHBI.

OneHka «yooeremeopumenvHoy CTAaBUTCS, €CIU OOydYaroluiics, JIeMOHCTPUPYET
YaCTUYHOE MOHMMAaHHE MPOOJEMBbI, OOJBIIMHCTBO TPeOOBaHMMU, NMPEIBIBIAEMBIX K 3aJIaHHIO,
BBINOJIHEHBI

OueHka «HeyoognemeopumenvbHoy CTABUTCS, €CIU OO0yYarolMiicsl JeMOHCTPUPYET
HEMOHUMaHue Mpo0JIeMbl, MHOTHE TPeOOBaHUs, IPEIbBIIAEMbIE K 33JaHUI0, HE BBIMIOJHEHHBI.
HNHpopManuoOHHBII MPOEKT (FOKJIAX € Ipe3eHTaluei)

WNHpopMalMOHHBII MPOEKT — IMPOEKT, HANpaBICHHBIH Ha CTUMYJHMPOBAaHHE YyueOHO-
MO3HABATENBHON JIESTETFHOCTH CTYJIEHTa C BBIPAKEHHOW HBPUCTHYECKOW HAIPABICHHOCTHIO
(mouck, oT0op M cucTeMaTu3aus nHpopMauu o0 00beKTe, 0hOpMIICHHE €€ A TPE3CHTAIINH).

WNHdopMalmoHHbId TIPOEKT OTINYACTCS OT HCCIEAOBATENILCKOTO TMPOEKTa, TTOCKOIBKY
npeJcTaBisier co0oi Takyro (GopMy ydeOHO-TIO3HABATEIBbHOM JESTENbHOCTH, KOTOpasi OTJIMYAETCs
SPKO BBIPAKECHHOM IBPUCTUYECKON HAITPABICHHOCTBIO.

Kpumepuu oyenusanus - npu BBICTaBIEHUM OLIEHKH YYHUTBIBAETCS CaMOCTOSTEIbHBIN
MOUCK, 0TOOP U cucTeMaTU3aIus HHGOPMAIINH, PACKPBITHE BoIpoca (MIpo0eMbl), 03HAKOMJICHUE
CTYJCHUYECKON ayJUTOpUM ¢ 3TOoW MHpopMarmell (mpenctaBieHne MHPOPMALIMHU), €€ aHalU3 U
000011eH1Ee, 0(OpMIICHHE, ITOJIHBIE OTBETHI HA BONIPOCHI Ay AUTOPHH C IPUMEpPaMHU.

OneHka «omauyHO» CTaBUTCS B Cllydyae, KOTJa OOyYaroIIMICs MOJHOCTHIO PAcKphIBAET
Bonpoc (mpobiieMy), MpeAcTaBiseT HHPOPMAIMI0 CHCTEMaTH3WPOBAHO, IOCIEI0BATEIBHO,
JIOTMYHO, B3aMMOCBS3aHO, HUCIOJb3yeT Oojiee S5 MNpodhecCHOHAIBHBIX TEPMUHOB, IIHUPOKO
UCTIONB3YeT HH(POPMAIMOHHBIE TEXHOJIOTHH, OIIMOKH B MH(OPMAIH OTCYTCTBYIOT, JA€T ITOJIHBIC
OTBETHI Ha BOIIPOCHI ayAUTOPUH C TPUMEPAMHU.

OneHka «xopowio» CTaBUTCA, €CIU OO0ydYaroIIMiiCi pacKpbiBaeT Bompoc (mpodiemy),
npeCTaBisieT HHPOPMALIUIO CUCTEMATU3UPOBAHO, TTOCIIEA0BATENLHO, JIOTHYHO, B3aUMOCBSA3aHO,
UCTIONB3YeT OoJiee 2 mpodecCHOHABHBIX TEPMHHOB, TOCTATOYHO HCITONIB3yeT HH(POPMAIIMOHHEIE
TEXHOJIOTUH, JOMyCcKaeT He Oosiee 2 OMMOOK B M3IOKEHMM MaTepualla, JaeT IOJIHbIE WM
YaCTUYHO TTOJIHBIE OTBETHI HA BOMIPOCHI AYAUTOPHUH.

OneHka «ydosnemeopumenbHoy» CTaBUTCS, €CIU OOYYaIOLIUICA, pacKpbIBaeT BOIPOC
(mpo0semy) He MOJIHOCTHIO, MPENCTaBIsIeT NHPOPMAIMIO HE CUCTEMaTU3UPOBAHO U HE COBCEM
M0CJIEI0BATENNBbHO, UCIIONB3YET 1-2 mpodeccuoHaNBbHBIX TEPMHUHA, UCTIOIb3YeT HH(POPMAIIMOHHbIE
TEXHOJIOTUH, JIOMyCKaeT 3-4 OmMOKM B W3IOKEHHH MaTepuana, OTBEYaeT TOJBKO Ha
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3JIEMEHTapHBIE BOIPOCH! ayAUTOPHU 0€3 TOSCHEHHHH.

OueHka «HeydosemeopumenbHo» CTABUTCS, €CIH BOIIPOC HE PACKPBIT, [IPEACTaBICHHAS
uH(pOpMAaIKs TOTUIECKH HE CBSA3aHA, HE HCIIOIB3YIOTCS PO ECCHOHABHBIE TEPMUHBI, IOITyCKAET
0onee 4 omMOOK B M3JI0)KEHUU MaTepuaia, He OTBEYAET Ha BOIIPOCHI ay IUTOPUU.

TecTupoBanue

SBnsieTcst OTHUM M3 CPEACTB KOHTPOJISI 3SHAHUN 00YYAIOMIMXCS 110 TUCIUTUTHHE (MOIYJIIO).
Kpumepuu oyenusanus — paBUIBHBIN OTBET HA BOIIPOC

OneHka «omauyH0» CTaBUTCS B Clydae, eclid paBmibHO BhioHeHO 90-100% 3ananmii.
OreHKa «xopouto» CTaBUTCS, €CIU PaBUIbHO BhIMoHEHO 70-89% 3amanmid.

OneHka «ydosremsopumensHoy CTAaBUTCS B CIydae, €CJIM MPaBIIbHO BhIoMHEHO 50-69%

3aJaHUH.

OneHka «Hey0os1emeopumenbHoy CTaBUTCS, CIH NMPABUIHHO BBINOMHEHO MeHee 50%

3aJlaHui.

3.2. OueHOYHbIe MATEPHAJBI /I MPOBEIeHHs TPOMEKYTOYHOI aTTeCcTallNU
3.2.1. Kputepum ouleHKH pe3yJIbTATOB 00y4YeHUsl 0 JUCHUILJINHE (MOIY110)

Mxkaaa
OleHHUBaHUA

Pe3yabTaTtsl
00yueHus

IHoka3zaTeu oueHUBAHUS Pe3yJIbTATOB 00yYeHUs

OTJIMYHO

3HaeT:

- oOyuvatomuiics TiryOOKO M BCECTOPOHHE YCBOWJ MaTepuall, yBEpPEHHO,
JIOTHYHO, TOCJIEA0BATENBHO U TPAMOTHO €r0 U3JIaraeT, ONUpasCh HA 3HAHUS
OCHOBHOH W JONOJTHHUTENBHON JTUTEPATYPBI,

- Ha OCHOBE CHCTEMHBIX HAYYHBIX 3HAHUH JenacT KBalH(UINPOBaHHBIC
BBIBOJIBI M1 0000IIEHNUS], CBOOOIHO ONEPUPYET KATETOPHSIMH M TIOHSTHSIMU.

Ymeer:

- oOydaromuiicss yMeeT CaMOCTOATEeNbHO W IPaBWIIBHO pemarh ydeOHo-
npodeCCUOHANBHBIC  3ala4d WIM  33aJaHus, YBEPEHHO, JIOTHYHO,
MOCJIEI0BATENIBHO U apTYMEHTHPOBAHO M3JIaraTh CBOE peIlleHNe, UCTIONb3Ys
Hay4YHBIE MOHSTHSI, CChUIAsACh HA HOPMATHBHYIO 0a3zy.

Brnaneer:

- 00ydYarOIIHIACs BIaAeeT PAI[HOHAIBLHBIMH METOJaMH (C HCIOJIh30BAHUEM
paiuOHAJIbHBIX MCTO}II/IK) peUICHUA CJIOKHBIX HpO(i)ECCI/IOHaHI)HI)IX 3aja4,
MPEACTABJICHHBIX JICJIOBBIMUH UTPAMHU, KelcaMu 1 T.1.,

[Ipu pemennn MpogeMOHCTPUPOBAIT HABBIKU

- BBIJICJICHUS TJIaBHOTO,

- CBS3KOH TEOPETHYCCKHUX IIOJIOKEHUH C TPeOOBAHUSAMH PYKOBOIISIIAX
JIOKYMEHTOB,

- U3JTI0KCHUS MBICIICH B IOTHYECKOW TIOCIIEeI0BATEIIEHOCTH,

- CaMOCTOATENIFHOTO aHaliu3a (aKThl, COOBITHH, SBICHUH, MPOIECCOB B UX
B3aMMOCBS3U U JUAJICKTUYCCKOM pa3BUTUM.

XOpPOHIO

3Haer:

- 0o0yuaroluiicsi TBEpPIO YCBOMI Marepual, J0CTaTOYHO IPaMOTHO €ro
n3J1araeT, ONUpPasICh HA 3HAHUSI OCHOBHOM U JIOIIOJHUTEIBLHON JIUTEPaTypHl,
- 3aTpyjHseTcs B (opMyJHMpOBaHMHM KBaJIM(HUIMPOBAHHBIX BBIBOJIOB M
000011IeHNl, omepupyeT KaTeropusMH U IOHATHUSMH, HO HE Bcerzaa
NPaBHJILHO MX BEpUPHULIUPYET.

YmMmeer:

- 00yJaIONIHMICS yMEET CAMOCTOSTEIBHO U B OCHOBHOM MPaBHIIBHO PEIIATh
y4eOHO-IPO(EeCCHOHANBHBIE 3a[a4il MM 3aJaHHs, YBEPEHHO, JOTUYHO,
MOCIIEeJIOBATEIHHO ¥ APryMEHTHPOBAHO M3JIaraTh CBOE DEIICHHE, HE B
MOJIHOIT Mepe HCMOJb3ysl HAy4YHBIC MOHSTHS U CCHUIKM Ha HOPMATHUBHYIO
6azy.

Bnaneer:

- O0ydYaloUuiics B IEJIOM BIAJCET PAIOHAIBHBIMH METOJaMH PEIICHUSI
CJIOKHBIX TIPO(ECCHOHANBHBIX 3a/1a4, MIPECTaBICHHBIX JICJIOBEIMHA UTPAMH,
KelicaMu U T.1.;

I[Ipu pemeHuu cMOT TPOJAEMOHCTPHUPOBATH JOCTATOYHOCTh, HO HE
ITyOMHHOCTH HAaBBIKOB,

- BBIJICJICHHS TJIABHOTO,

- U3JIO)KEHMS MBICJIEH B JIOTHYECKOM ITOCIEI0BATEILHOCTH,

- CBSI3KM TEOPETHYECKHX TIOJOXKEHUH ¢ TpeOOBaHMSIMH PYKOBOJISIINX
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JOKYMCHTOB,
- CaAMOCTOATCIIPHOI'O aHa/Iu3a (baKTI)I, CO6LITHﬁ, ﬂBHeHI/Iﬁ, IMpOLECCOB B UX
B3aMMOCBS3U U JUAJICKTUYCCKOM pa3BUTUM.

YIOBJIETBO- 3HaeT: - 00yYaloIIMICsl OPUEHTUPYETCS] B MaTepualle, OHAKO 3aTPYAHIECTCS B €ro
PUTEJIBHO U3J105KEHUU,

- TIOKa3blBaCT HEJOCTATOYHOCTb 3HAHUH OCHOBHOM M JOIOJHHUTENHLHOMN
JUTEPATyPBI;

- c;1a00 apryMEeHTHPYET HayqHbIC ITOJI0XKEHHS;

- IPaKTUIECKH He crtocobeH chopMyImpoBaTh BEIBOABI  0000MICHNS;

- YaCTUYHO BJIAJ€ET CUCTEMOHU ITOHSATUMN.

Ymeer: - o0yJaromuiics B OCHOBHOM YMEET PEIIUTh Y4eOHO-TIPO(eCcCHOHATEHYIO
3ajady WIM 3aJlaHHe, HO JOIMYCKaeT OMMOKHU, cabo apryMEHTHPYET CBOE
pelIeHne, HeJOCTaTOYHO HCIIONB3YET HAYYHBIC HMOHATUS M PYKOBOJSIIHC
JIOKYMEHTBI.

Brnaneer: - oOyvaromuiicst BIIafieeT HEKOTOPHIMH pPALMOHAIBHBIMH METOJAMHU
peUICHU CIOKHBIX HpO(l)eCCI/IOHaHLHLIX 3a4a4, MpeACTaBJICHHBIX JCJIOBBIMU
urpamu, Keicamu 4 T.A.;

IIpu pemenny NpoAEMOHCTPUPOBAJ HEJOCTATOUHOCTh HABBIKOB

- BBIJICJICHUS I''ITaBHOT O,

- U3JIOKEHUS MBICJIEH B JIOTHYECKOM MOCIIeJ0BATEIbHOCTH,

- CBSI3KM TEOPETHYECKHX IIOJOXKEHUH C TPEeOOBAHMSAMH PYKOBOISIINX
JIOKyMEHTOB,

- CaMOCTOSATENBHOTO aHaNH3a (aKThl, COOBITHH, SBICHHUH, MPOIECCOB B UX
B3aUMOCBSI3H U JHAIEKTHYCCKOM Pa3BUTHH.

HEVYIOBIJIETBO- | 3naer: - 00yJaroImuiics He YCBOMII 3HAUNTEIFHON YaCTH MaTepHala;
PUTEJIBHO - HE MOXKET apTryMEHTUPOBATh HAyUYHBIE MOJIOKEHHUS;

- He QOPMYIHpPYET KBaTU(PHUIUPOBAHHBIX BHIBOAOB M 0000IICHNUH;
- He BJIQJICET CUCTEMOM NOHATHH.

Vmeer: oOyuaronuiicss He IOKa3al YMEHHE pelaTh y4eOHO-IIPO(hEeCCHOHATBHYIO
3aj1a4y WIH 3aaHHe.
Bnaz(eeT: HC BBIIIOJIHCHBI Tpe6OBaHI/I$[, NpeaABABIAEMbBIC K HaBbIKaM, OICHMBACMBIM

KYOOBJICTBOPUTCIILHO».

3.2.2. KoHTpoO/IbHBbIE 321aHUA W/WUJIH HHbIe MATEPUAJIbI /18 POBEJAeHUs NMPOMEKYTOUYHOM
aTrecTauuu
CnHcoK BONPOCOB 1JIsl YCTHBIX OTBETOB (BAPMAHTBI TECTA)

1.

©CoNoORWN

[EN
o

11.
12.
13.
14.

[ToHsATHE «AETONPOU3BOJICTBO» U «JIOKYMEHTALIMOHHOE 00ECIIEUeHHE YIIPaBICHUS.
Cy1mHocTh, 3HaUeHHE U 0COOEHHOCTH HH(POPMALIMOHHOTO 00eCIIeueH!s YIIPaBICHNUS.
[TonsiTust uHGOpMaLIMK, TAHHBIX U 3HAHUH.

Ponp nHopmaruu B ynpaBieHUH.

O61as kmaccugukalus BUJ0B HHpOpMaLMK, UCTIOIb3yEMO B annapare yrnpaBiIeHHUs.
JlokyMeHTHpOBaHHast U 6€3/10KyMEHTHas HHpOpMaLus.

HupopmarnironHast 1eATeNbHOCTh U UH(POPMaIIMOHHBIE OTHOIIEHHUS.

HcTouHuky U noTpedbuTenn HHGpOpMaIum.

OO0miass  XapakTepuCTMKa W YpPOBHU IIPaBOBOIO  pEryJHpoBaHHs B  o0jacTtu
UH(POPMALIMOHHOTO 00ecreueH sl yIpaBIeHuUs.

. OcHOBHBIE =~ HOpPMAaTHBHbIE  MpaBOBblE  akThl B  chepe  HHPOPMAIOHHO-

JOKyMEHTALMOHHOTO oOecriedeHus ynpasieHus B PO.

HupopmarinoHHbIE TPOLECCHI.

C6op, 00paboTka, XpaHeHHE U TOUCK UHPOPMALINH.

WNupopmaninoHHBIN TOUCK.

B3anMmocBs3p  ympaBieHHs, CHCTEM JOKYMEHTAIllMH, CHUCTeM KJIAacCUDUKAIMUA |
KOJIUPOBAHUS TEXHUKO-DKOHOMHUYECKON M CONUATLHON HH(POPMAIHH, CUCTEM 00paboOTKH
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15.
16.
17.
18.

19.
20.
21.
22.

23.
24,

25.
26.
27.
28.
29.
30.
31.

32.
33.

34.
35.

36.
37.

38.

39.
40.
41.
42.

43.
44,
45.
46.
47.

JOKYMEHTHOM  MH(pOpMalMM, TEXHOJOTMYECKUX  IPOLECCOB  MHPOPMALUOHHOTO
oOecrnieueHus ynpaBIeHUs.

CoctaB u popmupoBaHue HHHOPMAIIMOHHBIX PECYPCOB OPraHU3ALIUH.

VYnpasienrne HHPOPMALMOHHBIMU PECYpPCaMU B OpTraHU3AIHH.

[TonsATHE U CTPYKTYpa HHPOPMALIMOHHOMN CUCTEMBI.

WudopmanmonHass  cucTeMa  Kak  OpraHu3alMoHHas  ¢opMma  peau3aluu
MH(POPMALIMOHHOT0 00eceueH sl yIpaBiIeHuUs.

DopMHUpOBaHUE KOMIUIEKCHOM HH(POPMAIIMOHHON CUCTEMBI OpTaHU3alNH.
Knaccudukanus u kpurepun 3hPeKTHBHOCTH HHOOPMAITMOHHBIX CUCTEM.
[TnanupoBaHue U )KU3HEHHBIN UK HH)OPMAITMOHHBIX CUCTEM.

TexHuueckue, TEIEKOMMYHUKAIMOHHBIE, MPOrpaMMHBIE CpPEACTBA TEXHOJOIMUECKOH
Cpelibl UHPOPMAIMOHHOMN CUCTEMBbI (MHKpPOITPOLIECCOPBIL, KOMIIBIOTEPBI,
TEJIEKOMMYHUKAI[UOHHBIE CETH, ceTb HTepHeT, omepallioHHbIE CHUCTEMBbI, CpPEICTBA
paboThI ¢ JAHHBIMH, pa3pabOTKa NPUIIOKEHUIN U MPUKIIAJHBIE CUCTEMBI).

TpaauunoHHOE U aBTOMATU3UPOBAHHOE HHPOPMALIMOHHOE 00eCIIeueHHEe yIpaBIeHUsI.
JlokyMeHTarmoHHOe 00ecTieueHre yIpaBiIeHUs! KaKk COCTaBHAs 9acTh HH(POPMAITHOHHOTO
o0ecrieyeHus yrnpaBiIeHUs] OpraHU3aluH.

IlonsiTHE ynpaBieHNUs JOKYMEHTALMEN.

[ToHsATHE «AOKYMEHTOOOOPOT OpraHU3aLun».

[TpuHLIMIIBI OpraHu3aluy JOKYMEHTO000poTa.

MeToibl COBEpIIEHCTBOBAHUS U COKPALLIEHUS JOKYMEHTO000pOTAa.

VYrpasieHnne JOKyMEHTOOOOPOTOM B OpraHU3alUH.

3agauu, QyHKIUU U CTPYKTYpa HHGOPMALIMOHHOTO MEHEKMEHTA B OpraHU3alUu.
WNudopmanronHas B3aMMOCBSI3b CHCTEM JIOKYMEHTALMU U KJIACCH(PHKATOPOB TEXHUKO-
9KOHOMHYECKOM U colMaIbHON HH(OpMaIUH.

Yrpo3sl 6e30macHOCTH HHGHOPMAITMOHHBIX CUCTEM.

XapakTepuCTUKa 3alIMIIEHHOCTH WH(GOpMAllMK B OpraHU3aluu: KOH(PHUIECHIMATbHOCTD,
LEJIOCTHOCTD, JIOCTYITHOCTb.

Opranu3anys 3auThl ”HPOPMALMOHHBIX PECYPCOB M CUCTEM B OpraHU3ALIUH.
TexHuyeckue, OpraHU3allMOHHBIE M IIPABOBBIE CPEJCTBA 3alllUThl MHPOpPMAIUU B
OpraHM3alIiHy.

Cucrema 3auTsl ”HGOPMAIIMU B OPTaHU3ALNU: CTPYKTYpa U QYHKIUH.
MexayHapo/iHble cTaHAapThl B 00JacTH MH(GOPMALIMOHHOTO O0ECIeUeHHs YIpaBIeHUs
(1OY).

[TpakTuka ¥ MepCreKTUBBl MPUMEHEHHUS MEXIYHApOAHBIX M 3apyOeKHBIX CTaHAAapTOB B
obnactu UOY B PO.

[TonsiTHE U METOABI YHU(PHUKALUU JOKYMEHTOB.

Pa3pabotka, BHeIpEeHNE U BeleHHE YHU(PUIIMPOBAHHBIX CUCTEM JTIOKYMEHTAIUH.
YHubUKanus J0KyMEHTOB B OpraHU3alllH.

Enunas cucrema kiaccUpUKaMd W KOAUPOBAHUS TEXHUKO-IKOHOMHUYECKOM H
couuanbHoi nHpopmanuu (TICH): 3axaun, coctaB, MPUHIUIBI (YHKIIMOHUPOBAHMUS.
Pa3zpaboTtka, BHenpenue u BeaeHue kinaccupuraropo TOCH.

Ob1erocynapcTBeHHbIE KiIacCu(UKATOPBl HHPOPMAIIH.

MextyHapoHbIe chCTeMBI Kilaccu(uKauyu HHGOpMaIuu.

VYHuBepcanpHas necsituyHas knaccuduxanus (Y K).

Craryc, pynkiuu u mecto kinaccudukaropos TOCHU B nunpopmarimoHHOM oOecriedeHur
ynpasnenus (MOY).

Crpanuna 14 u3 17



YacTHOe 00pa3oBaTesbHOE YUPEXKICHHUE BHICIIET0 00pa30BaHMS
«AKazieMusi yIpaBJeHUs U IPOU3BOJICTBAY

CMK-OIT .01.1.338-05/23

48.
49.
50.
51.
52.
53.
54,
55.

56.
S7.

[Ipumenenue cucreM kinaccudukanuu u komupoBanus TOCHU B 1OKyMEHTAllMOHHOM
o0ecreueHNn! yrpaBIeHMUsL.

Pa3zButre nHGOpMaIIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTUHA ¥ TIOSIBJICHUE HOBBIX BUIOB
JIOKYMEHTOB.

[ToHATHS «3NMEKTPOHHBIM JOKYMEHT» M «IOKYMEHT B AJICKTPOHHOM BHUE». CTPYKTypa,
MeTalaHHbIe U popmat GailiioB STEKTPOHHBIX IOKYMEHTOB U JIOKYMEHTOB B 3JICKTPOHHOM
BHJIE.

Opranuzanus paboTsl C 3MEKTPOHHBIME IOKYMEHTaMHU B OPTaHHU3AITHH.
OpraHu3alMOHHBIE M TEXHOJOTHYECKHE BOIMPOCHI BHEAPEHUS W (PYHKIIMOHUPOBAHUS
ABTOMATU3UPOBAHHBIX CUCTEM YIIPABICHUS JOKYMEHTAIUEH.

OneHka GyHKIIHMOHATBHBIX BO3MOXHOCTEH CHCTEMBI JICKTPOHHOT'O JJOKYMEHTO00OpOTa B
OpraHu3aIiu.

TpebGoBaHus K cCTEME JIEKTPOHHOT'O JJOKYMEHTO000POTa B OPraHU3aIIHH.

DTanbl BHEJIPEHUSI CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa B OpraHU3alIUH.

3amuTa HHPOPMAIMK B CUCTEME JIEKTPOHHOTO TOKYMEHTO000pOTa B OpraHU3allHu.
Ucnonb3oBaHnue  OONAYHBIX  TEXHOJOTUM  MPU  OPraHU3allMd  DJIEKTPOHHOTO
JIOKYMEHTO000pOoTA.

TekcTbI HpOﬁJIeMHO-aHaJ'II/ITI/I'lQCKI/IX u (I/IJ'II/I) NMPaAKTUHIECCKUX y‘leﬁHO-HpO(l)CCCI/IOHaJ'II)HLIX

3amayq
1.
2.

8.

9.
3.2.3.

Od¢opmure npuriameHue napTHepaM Ha BbICTaBKY IPOIYKIIHH.

Odopmure npoekt npukaza o0 yTBepxkaeHUM WHCTpYKIMM IO JAEIONPOM3BOJCTBY B
OpraHHU3aLuy.

Odopmure TenedpoHorpaMmy O HEOOXOAMMOCTH MPHUCYTCTBHUS PYKOBOAWUTENS Ha
CJICAYIOUINA JICHb Ha COBEIAaHNH B MOJIBEIOMCTBEHHOM MHUHHCTEPCTBE.

Odopmure [OKYMEHTHl 10 pe3yjbTaTaM IPOBEAEHUS OSKCIEPTU3bl IEHHOCTEH
JOKYMCHTOB, XpaHANINXCS B HpI/ICMHOﬁ PYKOBOJIUTCIIA.

CocraBbTe JOKYMEHT, (PUKCHpYIOUMH (GakT OOHapy>KEHHMsI BCKPHITOIO KOHBEpTa B
MIOCTYTIMBIIEH B OPTaHU3AINI0 KOPPECTIOHACHIINH.

CocraBbTe MPOTOKOJ 3aceanus paboyelt rpymIbl 0 BOMPOCY BHEAPEHHs B OpraHU3auu
CHUCTEMbI MCHCIPKMCHTA KaueCTBa.

OdopmuTe KOMIUIEKT JOKYMEHTOB O KOMAaHIUPOBaHUM JUpPEKTOpa (QHUPMBI IO
citykeOHbIM BoripocaM B T. C.-IlerepOypr.

3aJOKyMEHTUPYUTE pELIeHuEe PYKOBOJUTEIS O BHEIPEHUH B OPraHU3ALUU CHCTEMBI
MEHEPKMEHTa KauecTBa.

OdopmuTe KOMIUIEKT JOKYMEHTOB IpU MPUEME COTPYAHHUKA Ha paboTy.

MeTonnyeckue MaTepuajbl, oONpelesiiolie MPoUeAypbl OLEHUBAHHUA 3HAHUIA,

yMeHHﬁ, HAaBBIKOB B X0/1¢ l'lpOMC)KyTO‘-lHOfI aTTeCTallun

IIpoueaypa oueHuBaHus 3HAHUI (TECT)

[IpennaraeMoe KOJUYECTBO 3aJaHUI 20

[TocienoBaTenbHOCTH BEIOOPKHU Omnpenenena mo pasaenam

Kpurepuu onieHku - IPaBUWIbHBIN OTBET HA BONPOC

«5» ecn npaBuiibHO BhINOIHEHO 90-100% TecToBBIX 3aMaHuit

«4» ecn paBuIbHO BBITOIHEHO 70-89% TecTOBBIX 3aMaHuil

«3» ecn paBHJIbHO BBITOIHEHO 50-69% TecTOBBIX 3aMaHuil
IIponenypa oneHnBaHusi 3HaHUI (YCTHBIN OTBeET)

[Ipenen anuTensHOCTU 10 mMuHYT

[IpemiaraeMmoe KOJIMYECTBO 33 JaHHUI 2 Bompoca

[TocnenoBarensHOCTD BBIOOPKH BonpocoB n3 | CiryvaiiHast
Ka)JI0T0 pasjiena
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Kpurepuu onenku

- TpeOyeMBbIil 00beM U CTPYKTYpa

- U3IIOKCHHE MaTepuaina 0e3 (haKTHYSCKUX OMIHOOK

- JIOTHKA M3JI0KEHUS

- HCIIOJIb30BAHUE COOTBETCTBYIOIICH TEPMHHOJIOTUH

- CTWJIb PEYH U KYJIbTYpa peuu

- MOA00P MPUMEPOB UX HAYYHOM JUTEPATYPHI U MPAKTHKH

«5» ecan TpeOOBaHUS K OTBETY BBIIIOJHCHBI B TOJHOM 00BhEME

«4» ecan B IICJIOM BBINOJHEHBI TpPEOOBaHWS K OTBETY, OJHAKO €CTh
HEOOJIBIIINE HETOYHOCTH B M3JI0KCHUH HEKOTOPBIX BOIPOCOB

«3» ecian TpeOOBaHMUS BBIITOJIHEHBI YaCTHYHO — HE BEIIEPKaH 00BEM, €CTh

(hakTMdeckne ~ OMMOKW, HapyIIeHAa JIOTHKA  W3JI0KEHHS,
HEJIOCTAaTOYHO MCHOJIB3YETCsl COOTBETCTBYIOIIAs TEPMUHOJIOTUH

IIpouenypa oueHuBaHMs yMeHHil

U HAaBBbIKOB (pemenne npoﬁ.ﬂeMno-aHannanecKnx H

NMPAKTHYECKHUX YUeOHO-IPodeCCHOHATBHBIX 32/1a4)

Hp cJ1aracMo€ KOJIM4E€CTBO Sa,Z[aHI/Iﬁ

1

HOCHCHOB&TCHBHOCTB BBI60]3KI/I

CnyyaitHas

Kpurepun onenku:

- BBIZICIICHHE U IOHUMaHUE TIPOOIEeMbI

- yMeHHe 00001IaTh, CONOCTABIATh Pa3IMYHBIC TOYKU 3PCHUS

- IOJTHOTA MCIIOJIb30BaHUSI HICTOYHHKOB

- HaJIMYHE ABTOPCKOH MTO3HLIHH

- COOTBETCTBUE OTBETA NIOCTABICHHOMY BOIIPOCY

- HCIOJIb30BaHME COLMAIBHOTO OmbITa, MaTtepuanoB CMU,
CTaTHCTHYECKHUX JaHHBIX

- JIOTUYHOCTH U3JIOKEHHS

- YMeHHUe clienaTth KBaTH(UIIMPOBaHHBIE BBIBOJBI U 00OOLICHUS C
TOYKH 3PEHUS PeLICHUsI MPO(eCCHOHANBHBIX 33/1a4

- YMEHHUE IPUBECTH NIPUMED

- OIOpa Ha TEOPETUYESCKUE TONOKECHHS

- BJIAJICHHE COOTBETCTBYIOIICH TEPMHUHOJIOTHEH

«5» ecin TpeOOBaHMUs K OTBETY BBIMOJIHEHBI B IIOJIHOM 00BbeMe

«» ecin B [EJIOM BBIMOJNHEHbl TPeOOBaHUS K OTBETy, OJHAKO €CTh
HEeOOJIbIINE HETOYHOCTH B H3JI0KEHHHM HEKOTOPBIX BOIIPOCOB.
3arpynasercs B (OPMYJNMPOBAHUHM  KBATH()UIIMPOBAHHBIX
BBIBOJIOB 1 0000IIEHMIT

«3» ecin TpeOOBaHUS BBITIOJIHEHBI YACTHYHO — IBITAETCS 00OCHOBATH CBOIO

TOYKY 3pEHHs, OJHAKO CJlab0 apryMEeHTHPYeT HaydyHbIC
MOJIOKEHHs, TPAKTHYECKH He CIIOCOOEH  CaMOCTOSTENbHO
c(hOpMyIHPOBATh BBIBOABI M O0OOIICHMS, HE BHIUT CBS3b C
npodeccnoHaTbHOM IEATENBHOCTHIO

4. yqeﬁHO'MeTOI{H‘leCKOC n MaTEepPpUAIBbHO-TCXHUIECCKOE o0ecmevyeHue AUCHUITIJIMHBI

(Mmopmy.Jist)

4.1. DIeKTpOHHbIEe Y4eOHbIe U31aHUA

1. Kyssmuna WN.B. Jlenonpou3BoactBo [DaeKTpoHHBIH pecype] : yueOHoe mocodue / N.B.

Ky3bMuHa. — DIJIEKTpOH. TEKCTOBbIC AaHHbIie. — M. : MOCKOBCKHI TyMaHUTAapHBIN
yauBepcurer, 2017. — 128 c¢. — 978-5-906912-98-5. — Pexum pgocrymna:
http://www.iprbookshop.ru/74718. — 3bC «IPRbooks»

MenseneBa, O. B. OCHOBBI TOKYMEHTAIIMOHHOTO OOECIIEUEHUs YMpaBICHUs. 2-€ W3, :
yuebHoe nocobue / O. B. MeaseneBa. — KpacHoznap : FOXHbBII HHCTUTYT MEHEIXKMEHTA,
2012. — 175 ¢. — ISBN 2227-8397. — TekcT : 3JIEKTPOHHBIN // DJIEKTPOHHO-
OoubIroTeyHast cucrema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/9566.html

4.2. DjeKTpOHHBIE 00pa30BaTeIbHbIE PeCYPChl
1. Dnexrponno-ombmuoreunas cucrema I[PRbooks (OBC IPRbooks) — »snexrponHas

O6ubnuoreka 1O BCeM OTpacisM 3HaHud [OnekTtpoHHbId pecypc]. — URL:
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http://www.iprbookshop.ru
2. e-Library.ru: Hayunas snextpoHHas OuOnmoreka [Onekrponsbslii pecypc]. — URL:
http://elibrary.ru/.
3. Hayunas snexkrponnas 6ubmuoreka «KubepJlenunka» [Inexkrponnsiii pecype]. — URL:
http://cyberleninka.ru/.
4. Undopmanmonnas cucreMa «ExnHoe okHO ngocTyma K 00pa3oBaTeNbHBIM pecypcam»
[DnexTponHsbIi pecypc]. — URL: http://window.edu.ru/
5. @enepanbHbIi LEHTP HHPOPMALMOHHO-0OPA30BATEIBHBIX PECYpPCOB [DIIEKTPOHHBIN
pecypc]. — URL: http://fcior.edu.ru/
4.3. CoBpemMeHHbIe NpodeccuoHaIbHbIE 0a3bl JAHHBIX U HH(OPMALIMOHHBIE CIIPABOYHBIE
CHUCTEMBI
OOyvarommmMcst  obecriedeH JgocTyn  (YIOAJICHHBIM JOCTYI) K HIDKE CISAYIONUM
COBpPEMEHHBIM PO eCCHOHATBFHBIM 0a3aM JaHHBIX U THPOPMAIMOHHBIM CIIPABOYHBIM CUCTEMAM:
1. CnoBapu wu o»HuMKIOnenuH Ha Axajgemuke [OnekrpoHHsli pecype]. — URL:
http://dic.academic.ru.
2. Cucrema nH(hOpMaMOHHO-TIPABOBOTO obOecnieueHus «l apaHT». [DIEKTPOHHEIN pecypc].
— URL.: https://www.garant.ru/products/ipo/

3. baza nmannbix «3akonomarenscTBOo crpan CHI». [Onekrponnsni pecypc]. — URL:
http://www.base.spinform.ru/index.fwx

4. TocynapcTBeHHas cucTema IIPaBOBOI uH(popMauu - ounmanbHbIHA
WHTEpHET-TIOpTa)l mpaBoBodM uHpopManuu. [OnektpoHHsld pecypc]. — URL:

http://pravo.gov.ru/
44. KoMIUIeKT JIMIEH3MOHHOTO W CBOOOJHO PACHPOCTPAHSIEMOI0 MPOrPaAMMHOIO
obecrneyeHusi, B TOM YHCJIe 0Te4eCTBEHHOI0 IPON3BOICTBA
1. JluneH3noHHOE MporpaMMHOE obecriedeHue: onepamnrontas cucrema Microsoft Windows,
naket oducHbIX npuinoxenuit Microsoft Office.
2. CBo00aHO pacmpocTpaHseMoe MPorpaMMHOe obecrieueHre: CBOOOTHbIEC TAKeThl O(PUCHBIX
npunoxxenuit Apache Open Office, LibreOffice.
4.5. O0opyoBaHMe M TeXHHMYECKHe CPeACTBa 00y4eHust
Jnst peanmzanuyl  TUCHMIUIMHBI (MOJYJISI) HCIIONB3YIOTCS Y4eOHBIE ayAuTOPHH IS
NpOBEIEHUST Y4YeOHBIX 3aHATHHA, KOTOpblE OCHALEHbl OOOPYJOBaHUEM M TEXHUYECKHMMHU
cpeacTBaMu OOyUYEHHsI, M TIOMEIIEHHS JUTsl CAaMOCTOSITETIHHON pabOThl 00YyJarOIINXCs, KOTOPbIE
OCHAIIIEHbl KOMIBIOTEPHON TEXHUKOW C BO3MOYKHOCTBIO MOJKIIOUEHUS K ceTu «MHTepHeT» n
o0ecreueHbl JOCTYIIOM B 3JIEKTPOHHYIO MH(OpMaIrmoHHO-00pa3oBaTenbHyo cpeny HOY BO
AVII. lonyckaercsi 3aMeHa 000pYyJIOBaHUs €r0 BUPTYaJIbHBIMU aHAJIOTAMH.

HaumeHnoBanue yueOHbIX ayiuTOpH A5 OcHaleHHOCTDh Y4eOHbIX Ay AUTOPHI AJ1s IPOBeeHUs!
NpoBeAeHUs1 Y4eOHbIX 3aHATUH U Y4eOHbIX 3aHSITUI ¥ MOMeLeHUH /151 CAMOCTOATEIbHOM
MOMEIIeHUH JJISl CAMOCTOATEIbLHOM pa6oThl 000pyI0BAHNEM M TeXHUYECKHMH CPeICTBAMHU
padoTbr* o0yueHust
Y4eOHbIC ~ ayIUTOpPHH Ui TPOBEICHHs | YUeOHas aynuTOpHs yKOMIUIEKTOBaHA CICIHATH3HMPOBAHHOM
Y4eOHBIX 3aHATHHA Me0OeIpi0, OTBEHYalome BCEM YCTAHOBICHHBIM HOPMaM H

TpeboBaHUsAM, 000pPYJAOBaHUEM U TEXHUYECKHUMH CPEACTBAMH
00ydeHns (MOOMIIPHOE MYJIBTUMEINITHOE 000pYAOBaHHE).
[Tomenienne asst CaMOCTOSTETEHON pabOTHI [ToMelienne  OCHAIIEHO  KOMIIBIOTEPHOM  TEXHUKOHM €
BO3MOXHOCTBIO TIIOAKIFOYCHUS K CEeTHu <<I/IHTepHeT>> nu
obecriedeHreM JoCTyna B DJIEKTPOHHYIO HWH(POPMAIMOHHO-
obpazoBarenphyio cpeny HOY BO AVIT u k OBC.

* HoMep KOHKpPETHON ayIWTOpWHU yKa3aH B MpuKaze 00 ayauTopHOM (OHJE, paclMCaHUU yUeOHBIX 3aHATHH U
pacnycaHuy MPOMEXYTOUYHOH aTTecTaluu.
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