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Pa6ouas nporpamma qucuuimiuabl (MoayJst) «ugopmanuonHoe odecneyeHune
yIpaBJieHUs] OPraHU3anMein, BKIKYas OLeHOYHbIEe MATePHAJIbI

1. TpeGoBanusi K pe3yabTaTamM 00y4eHUs MO JUCHHUILIHHE (MOTYJII0)
1.1. Ilepeyenbp KkoMmeTeHuUMii, (opMHpyeMbIX IMCHHILIMHON (MoayJjieM) B mpolecce
0CBOEHHsI 00pa30BaTeIbHOI MPOrpaMMbl

I'pynna koMneTeHIuii Karteropusi komnerenumii Konsbl u cogep:kanne KoMneTeHIni
YHuBepcaJlbHbIE - -
Oo6menpodeccrHoHaIbHbIE - -
IIpodeccuonanbuble IK-1. Crocoben (dbopmupoBaTh

BO3MOJXKHBIC peIICHWS Ha OCHOBE
pa3pabOTaHHBIX TSI HHUX IEJIEBBIX
ToKa3aTeje

1.2. KommeTreHHMH ¥ HWHIHKATOPbI WX [OCTHKeHUsl, (OpMHUPYeMBIX JIUCHHUILIHHO
(MoaysemM) B mpouecce 0CBOCHHsI 00pa30BaTeJILHOM MPOrPaAMMBI

Kon Kon unaunkaropa
ConepxaHue HHAMKATOPA KOMIETEHIHH
KOMIETeHIIMN | KOMMeTeHIHH
IK-1 IK-1.3 OdopmisieT pe3ynbTaThl aHAU3a C MPUMEHCHHEM HWH(POPMAIIMOHHBIX
TEXHOJIOTHH

1.3. Pe3yabTaThl 00y4eHUsl IO TUCHHUIIHHE (MOIY.TIO)

HEJ'IB N3Yy4YCeHUSI NUCHUIIJIUHBI (MOI[yJ'IH) — HU3YUYCHUC TCOpUHU U IIPAKTUKH OCHOB
IIOCTaHOBKU )IOKYMCHTOO60p0Ta B OpraHu3anuu, a TaKKC pa3BUTUC HABBIKOB BCIACHUA
JAOKYMCHTAaIUU.

B pe3ynbrare u3yueHus: AMCUUILIUHBI (MOTYJIs1) O0yUarOIHIiCs T0JIKEH
3HATh:
® OCHOBHBIE IPUHLHUIIBI OpraHU3alMH JEJIONPOU3BOJICTBA U TIOKYMEHTOO0O0POTA;
® OCHOBHbIE IOHATHS JOKYMEHTAI[MOHHOTO O0eCTieueHus yIpaBIeHUs;
yMeTb:
e pa3pabaThIBaTh MPOEKTH OPraHU3AIMOHHBIX U PACTIOPSIUTENbHBIX TOKYMEHTOB;
e 0QOpMIATH JOKYMEHTHI B COOTBETCTBHUHM C TPEOOBAaHMSIMU TPAKIAHCKOIO, TPYAOBOTO
3akoHozarenscTBa Poccuiickoit denepauny M JOKaIbHBIMM HOPMAaTHBHBIMU aKTaMH

OpTraHM3aIIH;
BJIaJIeTh!
® BJAJCHHEM HaBBIKaMU cOopa, 00padoTKku MHGOPMAIIUU U ydacTusi B MHPOpMaTH3AITIT
NeSITeTbHOCTH;

® HaBBIKAMU JOKYMEHTAJIBHOTO O(OpPMIIEHUS pPEUICHU B YIpPaBICHUH OMNEPaMOHHON
(MpOM3BOICTBEHHON ) EATEILHOCTH OPTaHU3aIINA;

e HaBbIKAMU aHaNWM3a WHPOPMAMU O (PYHKIMOHUPOBAHUU CHUCTEMBI BHYTPEHHETO
JOKYMEHTOO0O0pOTa OpraHu3alvy, BeACHHs 0a3 JaHHBIX 110 PA3IMYHBIM IMOKA3aTeIsIM U
dbopmupoBaHus HWHPOPMAITMOHHOTO OOECMEYEHUsI YYACTHUKOB OpPTraHU3aI[MOHHBIX
MIPOEKTOB.

2. O0beM, CTPYKTYpPA U coepKaHUe TUCUMILIUHBI (MOTYJIs1)
2.1. O0beM AUCHUTLINHBI (MOTYJIs1)

Buowt yueonoii pabomui Dopmut 00yuenun
Ounasn Ouno- 3aounasn
3aounasn
O0mas TPY10eMKOCTh: 3a4ETHBIC €TUHUIIBI/Yachl 3/108
KonrakTHas padora: - 36 14
3aHsATHS JIEKIIMOHHOTO TUIIA - 16 6
3aHsATHS CEMHHAPCKOTO THIIA - 20 8
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KoncyabTanmuu - 0 0
IIpomexkyToUuHasi aTTeCTAIUS: 3a4ET - 0 4
CamocrosiTenbHast pabdora (CP) - 72 85

Ilpumeuanusa: 3a4eT, 324€T C OLIEHKOH 10 09HOH popMe 00ydeHUsI IPOBOIUTCS B paMKaXx 3aHATHIA
CCMHUHApPCKOI'0 TUIIA. B y‘-Ie6HOM IIJIaHC YaChbl HE BBIJICJICHBI.
2.2. Tembl (pa3aesibl) AUCHHUILINHBI (MOYJIS) ¢ YKa3aHHEM OTBEJeHHOT0 HA HUX KOJINYeCcTBa
yacoB 1o popmam 00pa3oBaTeIbHOM 1eATEILHOCTH

Ouno-3aounasn gpopma odyuenusn

Buabl yueGHoii padoThl (B yacax)
Ne | HaumeHoBaHne Tem Konrakrnas pagora
3ansaTus
n/n | (pazaenon) 3aHATHS CEMHUHAPCKOI0 THNA CP
JIEKIMOHHOT0 THIA
JI Huble 3 C JIP Huble
1. OOBeKT ® TpeaMeT 2 4 12
JIICHUIIIMHBI
2. HopmatuBrass  6a3a 2 4 12
JIENIONPON3BOJICTBA B
OpraHM3alyu
3. Opranuzanusi padboTHl 4 4 16
C IOKYMEHTaMH
4. TexHostornn paboThI € 4 4 16
JIOKYMEHTaMH
5. Cucrtemsl 4 4 16
JIOKYMEHTaINH
3aounan ¢hopma odyuenun
Buabl yueoHoii padoTsl (B yacax)
Ne | HaumeHoBaHue TeM Konrakrnas pagora
3ansarus
n/n | (pa3aesoB) 3aHATHSA CEMUHAPCKOI0 THIIA CP
JIEKIIMOHHOT'0 THNA
J Huble 113 C JIP HHneble
1. OOBeKT u IpeaMeT 1 1 18
JUICHUILIHHBI
2. HopmatuBhHas  6a3a 1 1 13
JEJIONPOU3BOJCTBA B
OpraHu3aLyu
3. Opranuzanusi padoTsl 1 2 18
C JOKYMCHTaMH
4, TexHoaoruu padoTHI ¢ 1 2 18
JIOKyMEHTaMH
5. CucrteMsl 2 2 18
JIOKyMEHTaINH
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Ilpumeuanusn:
JI — nexuwmn, [13 — npaktudeckue 3anstusi, C — cemunapsl, JIP — nabopatopubie padotsr, CP —
camocTosITeNbHas paboTa.
2.3. Conep:kanue TUCUMILUIMHBI (MOIYJisl), CTPYKTYPHPOBaHHOEe MO TeMaM (pa3jaejaM) U
BH/JaM padoT

Conep:xaHue JEKIMOHHOTO Kypca

HaumenoBanue TeMm (pa3iesoB)

Copnep:kaHue JIEKIHOHHOTO Kypca

OOBEKT ¥ IpeMET TUCITUILIHHEL

OOBexT u npeaMeT aucuuIunHel « HpopMalionHoe obecrieueHne
yhnpaBieHus  opraHmsammei». Ilpenmer um  conepikaHue
qucouIuivHbl.  Llens W 3agaum  pucouIUIMHBL.  B3anMocBs3e ¢
JpyrUMu  JuciuiinHaMu. Pomb mH(OpManmy B COBpeMEHHBIX
oOmecTBeHHBIX ~ OTHOomIeHMsiX.  CpelcTBa  MaTepHaliM3aliu
nHpopmanmu. bazoBas  TepMMHOJOTHS,  HCIONB3yeMas B
n3naraeMoil nucruminHe. Mctopus pa3Butus ciryx0 JOKyMEHTaIluu
B Poccum: mpukasHoe — JENONPOMU3BOJCTBO,  KOJJIEKCKOE
JIEJIONPOU3BOJCTBO, TepMuHONOrys, HCHoNb3yeMas Impu padore ¢
JNokyMeHTaMu. IIpaBoBOM, yHpaBlIeHUECKMH M HCTOPUYECKUMN
aCIIeKTHI B OTIpeJeTIeHNH JIoOKyMeHTa. H(opMannoHHas CyIHOCTb
JIOKyMEHTa M €ro HEIOCPEICTBeHHAsl CBS3b C MaTepHajbHBIM
HocuTeneM. JIOKyMeHTHl OQUIMaIbHBIC (CIyKEeOHBIC), JHYHBIC
(mepcoHaNbHBIC) M JIMYHOTO  INPOMCXOXKACHHS.  J[OKyMEeHTHI
PYKOITMCHBIE Y U3TOTOBJICHHBIC C IIOMOIIBIO TEXHUUECKUX CPEJICTB.
«ONeKTpoHHOE» JOKyMeHTHpoBaHHE. IloinyHKIMOHAIBHOCTD
JIOKYMEHTa ¥ cOcTaB (yHKIHH.

HopmaruBHas 6aza
JIeIONIPOU3BOJICTBA B OPTaHU3ALUH

3akoHOAaTenpHOE peryiupoBanue aenomnpousBoactBa EI'CI u
OCHOBHBIC ce HanpasJICHUA. HOpMaTI/IBHO- METOANYCCKOEC
perynupoBaHue AEIO0NPOU3BOICTBA. I 0Cy1apCTBEHHbIE CTAHAPTHI,
X pOoJb W 3HAYCHHE(CTAaHAApPTH3aLus). THIOBas MHCTPYKIUS IO
JIETIONIPOU3BOJICTBY. Y HUDHUIIMPOBAHHBIC CUCTEMBI JJOKYMEHTAITUH.

OCHOBHBIC TPUHIOMIIEI OPTaHU3AIMH PAOOTHI C JTOKYMEHTaMHU
IlonsTue OopraHu3alnnu paboTHI c JIOKYMEHTaMH.
JlokymMeHT0000poT. (OCOOCHHOCTH OpraHM3allidl ¥ BCICHHS
JIOKYMEHTOO0OpPOTa HAa TOCYAAPCTBEHHOW W MYHHIMMAIEHOU
ciyx6e. OCHOBHBIC IOJIOKCHHUS IO Pa3pabOTKe, BHEAPCHHUIO U
JKCIUTyaTalul  JIOKyMeHTooOopoTta. lcmonp30BaHue OJIAHKOB,
(hopMyISpOB U IA0IOHOB B JOKYyMEHTO000poTe. OpraHu3anuoHHAs
CTPYKTypa IepcoHajna, 00eCeunBaomero padoTy ¢ JOKyMEHTaMH.
Buapl  pabor ¢ jgokymMeHTamMu. [pymmbl  JIOKYMEHTOB B
JMIOKyMEHTAllMOHHOM O0eCIiedeHNH. DTamnbl 00pabOTKH BXOISAIINX
JokyMeHTOB. [lepBuuHasi 00paboTKa BXOZSIIMX JIOKYMEHTOB.
[lpunsTHEe  yNpaBICHYECKOI'O  pEIICHHS 110  KOHKPETHOMY
nokyMeHTy. OO0paboTKa OTIpaBIsIeMBIX TOKYMEHTOB. Peructparus
JIOKYMCHTOB. Dopmbl perucTpanuu JIOKYMEHTOB:
LCHTPAJIN30BaHHAs, JICIICHTPaIN30BaHHasl, cMemanHas. KoHTpois
WCIIOJIHCHUS TOKYMCHTOB.

Opranamzanus paboTsl c
JIOKYMEHTaMHU
Texnonorun paboTsl c
JOKyMEHTaMH

Drarnsl U NOPAJOK ABMKEHUs TOKyMeHTOB. OpraHu3aius padoThl ¢
HNOCTYNAIOMMUMU  («BXOISAIUME»)  JOoKyMeHTaMu.  Ilopspok
OopraHuzaii paboThl C  OTIPABISAEMBIMH  («HUCXOISIIUMUY)
JokyMmeHTamu. [lpaBuia opraHuzanuu pabOThl C BHYTPEHHHMH
JokyMmeHTamu. Llenmm W OCHOBHBIE TIPHHIMIBI PETHUCTPALUH
JOKyMeHTOB. HasHauenwme ®  BHAB HOMEHKJIATYphl  JIEIL.
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TpeOoBanus, nHpenbsBisieMble K COCTABICHHIO W 3allOJIHCHUIO
(hopMBI HOMEHKJIATYpHI 1N opraHu3anud. CpoKd XpaHEHHUS JIel.
OTBETCTBEHHOCTh 32 COXPAHHOCTb  JOKYMEHTOB. [loHsiTHe
«IKCHEPTU3a LIEHHOCTH T0KyMEHTOB». HopMaTUBHO-MeTOIMYECKUE
U TEOPETUUYECKUE OCHOBBI IPOBENEHUSI SKCIEPTU3bl LIEHHOCTH
JNoKyMeHTOB. IlpaBuna mnepepgauu Aen Ha XpaHEHUE B apXUB.
JoxymeHT0000pOoT Ha KOoMIbIOTepe OCOOCHHOCTH MONyYeHHS
(hakCUMHIIBHOTO COOOIIEHUsT Ha KoMIbioTepe. [Ipeumyiectsa
neperayu JOKYMEHTa C KOMIIbIOTEPA Ha KOMIIBIOTEP. Y CTAHOBKA Ha
KOMIIBIOTEPE CIIELIMAILHO BBLICIICHHOM MANKK JUIS IOCTY AU X
(hakcos. IlpenmymecTBa anexkTpoHHOI mouthl. Jloctyn k Internet.
Cuctema peructpamuu U KoHTpois. Ilomck mokymenTa. basa
JIaHHbIX. BbllloNIHEHNE JeUCTBUM MPU MOTYYEHUU JOKYMEHTOB.

CucreMsl JOKYMEHTaNU

Cucrema JIOKYMEHTallUH. YHudunmpoBanHas cucreMa
JIOKyMEHTaIH. Y HUQUIIMPOBaHHBIN JOKyMEHT. Y HUUIUPOBAHHAS
¢opma. EnumHas rocynmapcTBeHHash CHCTEMa JEIONPOU3BOJCTBA
(ETCJl). Enunas rocymapcTBeHHAs CHCTEMa JOKYMECHTAI[HOHHOTO
obecieuennst ynpaBieHus (E[COY): mpuumHBI €€ CO3IaHUS.
Oco0eHHOCTH MPUMEHEHHS oJ0XeHnH ExnHoii rocynapcTBeHHON
CHCTEMBI JISJIONIPOM3BO/ICTBA B OTPACIISIX HAPOJHOTO XO3AHCTBA: Ha
MPENPUSATHAX, B OPTaHM3AIMAX U YUpexIeHUAX. MHCTpyKIus o
JIOKYMEHTHPOBaHHIO yIpaBIEeHYECKOIl JIESTETBHOCTH.
CranpapTuzaius B CHCTEMax AeJIONPON3BOACTBA. JIOKYMEHTHI U UX
kiaccudukanms. CTaHAapTU3MPOBAHHOE OIPEIEJICHUE TEPMHHA
«mokymeHT».  CrmocoOpl  3akpeluieHuss  WHbopMamuum Uit
JIOKyMEHTAI[IOHHOTO HCIIOJIb30BaHMA. Pecypchl HMCIOIb30BaHMS
JOKyMeHTa. MHOro()yHKIIMOHAJIBHOCTh JOKYMEHTa. JJOKyMEHT Kak
HOpeaMeT U pe3ynbTat Tpyaa. OCHOBaHUS ISl CO3AaHUS JOKYMEHTA.
VYuudpukauus  nokymeHtoB. Ilomstue o  kinaccudukanmn
nokymeHToB. llenmp kmaccudukamuu 1OKyMeHTOB. IlpusHakn
Ki1accuukanuym JTOKYMEHTOB. Bwunsl nokymenrtoB. Ilonstue
peKBU3NTa JTOKyMeHTa. Bumel pexksusuros. IlpaBmia odopmieHus
PEKBU3UTOB JOKyMeHTOB. Popmyisip-obpaszer. biank mokyMmeHTa.
Bunpsr 6mankoB. TpeboBanus k OnankaMm JTokyMeHTOB. I11aGmoHEIL
Cuctema  OpraHM3alMOHHO-PACTIOPAJUTEIBHON  JTOKYMEHTAIUH
ITonsTHne u Ha3HAuCHHE CHUCTEMBI OpTaHU3aIMOHHO-
pacropsauTeIbHOM JOKYMEHTALIUH. OpraHu3anroHHBIE
JOKYMEHTBI, HMX Ha3HA4eHHE U BHJbL. YCTaB MPEAIPUSATHS.
JomxaoctHass mHcrpyknwms. [lomoxenue. llltaTtHoe pacmucaHmue.
IIpaBuna BHYTpEeHHEr0 TPYAOBOrO pacnopsaka. PacnopsauTensHbie
JIOKYMEHTBI, HUX Ha3HaueHHe M Buisl. CxemMa MNOATOTOBKU
pacnopsauTeNnbHbIX HOKyMeHTOB. [Ipuka3. Beimucka u3 mpuxasa.
Pacnopspxenne. Ykazanue. Pemenne. [loctanoBnenue.

Conepxanu

€ 3AaHATHI CEMUHAPCKOI0 THIA

HaumeHnoBaHue Tem (pa3aesoB)

Tun Conepma}me 3aHATHI CEMHUHAPCKOI0o TUIIA

OOBEKT U npeaAMET AUCHUTIIMHBL

C TekcroBoe, TexHUUECKoe JIOKymMeHTHpoBaHue. DoTto-
JIOKYMEHTHpOBaHue. KHHO-ITOKYMEHTHpPOBaHUE, O00JIACTh
npUMEHEeHUs. MaTepualibHble HOCUTEIH UHPOPMALIUN U HX
knaccupukanus. JJoKkyMeHTUpOBaHHAs WHpOpPMAIUS U ee
cBoiictBa. IOpuauueckas cuiia — OCHOBHOE CBOMCTBO
JIOKyMEHTA. IOpunuueckun 3HAYMMBbIE PEKBU3UTHIL.
OpUTrHHATBHOCTD, IOJUTMHHOCTh U KOMUHHOCTh IOKYMEHTOB.

HopmaTuBHas 6aza
JeTIONIPOU3BO/ICTBA B OPTaHU3ALUH

C 3aKoHOMATEeIPHOE  PETyIHpPOBAHHE  JEIOTPOU3BOICTBA
EI'CA wu ocHOBHBIE ee HampaBiieHHs. HopmaTtuBHO-
METOIUECKOE peryimpoBaHue JeTI0NPON3BOJICTBA.

I'ocynapcTBeHHbIC CTaHAAPTH, nx poib u
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3HaueHHe(cTaHAapTu3anus). THUMoBas HMHCTPYKLUS IO
JIETIONIPONU3BOJICTBY. YHanpunrpoBaHHbIe CHCTEMBI
JOKyMeHTaluu. HopMaTuBHBIE IOKYMEHTHI 1O TPYAy H
OXpaHe Tpyza.

Opranuzanus paboTsI c
JOKyMEHTaMH

C PaboTa ¢ cucremoil 371€KTPOHHOTO JAOKYMEHTOOOOpOTa Ha
TOCYAapCTBEHHOU ciryk0e. Vcnonp3oBaHne mabIo0HOB AT
(hopmupoBaHus JIOKYMEHTOB Ha KOMIIBIOTEPE.
Hcnonp3oBaHWe B KOMIBIOTEPE ONAHKOB JOKYMEHTOB.
Co3nanue  OaHKOB  JIOKYMEHTOB B KOMIIBIOTEpE.
IIpuMmeHeHre PEKBU3UTOB JOKYMEHTOB. YUET BapHaHTOB
pacnojioKeHus: PeKBU3UTOB. IIpuMeHeHue CcoKpalEHHBIX
Ha3BaHMM.

Texnonoruu paboThI c
JIOKYMEHTaMU

C ITouck noxkymenta. basa naHHbIX. BhinmonHeHue nelcTBuil
Ipyd  TOJIy4EHUH JOKYyMEHTOB. BanoBas Hymepanus.
Peructpupyemble u  HEperMcTpUpyeMble  JOKYMEHTHI.
Ceenenus B perucTpanoHHOM KapTOUKe JUTSL
MHOT0AaCleKTHOro  moucka. @opMa perucTpalvoOHHON
KApTOYKU.  3alOJIHEHWE  PETUCTPALUOHHOM  KapTOUKH.
KonTpons 3a ucrnosHeHneM OKyMEHTOB. Buabl KOHTpoOJS.
OTYETHOCTH O KOHTPOJIE.

CucreMbl JAOKYMCEHTAalluH

C Hasnauenme w© OCHOBHBIE BHIBl  WH(POPMAIHUOHHO-
CIIPABOYHBIX JOKyMEHTOB. AKT. IIpotoxon. JoxmagHas
3anucka. OObscHuTenbHast 3anucka. Cropaska. Jlokman.
Tenerpamma. Tenedonorpamma. Ilucemo. Dopmyssip
muchkMa. Buger mmceM.  CoONpOBOAWTENHHOE  IMHCHMO.
ITuceMo-npurnaiieHue. Wndpopmanmonnoe ITACBMO.
Pexnamunoe  mucemo.  Ilucemo-uzpemenue.  Ilucemo-
noareepkaenue. [luceMo-HanomuHanue. ['apanTuiiHOoe
nuceMo.  ITucemo-mperensus.  Ilucemo-otBer.  Pakc.
JIOKyMEHTBI 110 JINYHOMY COCTaBY U UX OCHOBHBIE BUJIBL.

CojaepikaHue caMOCTOATEILHOM padoThI

HaunmenoBanue TeM (pa3aesioB)

Coaep:kaHHe CaMOCTOSITEILHOM PaGoThI

OOBEKT ¥ MpeAMET JUCITHILITHHBI

IloHATHS «IOKYMEHTUPOBAHUE», «CPEICTBA JOKYMEHTUPOBAaHUSY,
«CIOCOOBI  JTOKyMEHTHPOBAHUSA».  TeKCTOBOE,  TEXHHYECKOE
JIOKYMEHTHPOBAHUE. DOTO-AOKYMEHTUPOBAHUE. Kuno-
NOKYMEHTHPOBaHHE, 00JacTp TNpUMEHEHHs. MarepuanbHbe
HocuTenn HHQOpMaLuK 1 uX Kiaccudukanms. JJokyMeHTHPOBaHHAS
nHdopmanuss n ee cBoicrBa. lOpuaudeckas cwia — OCHOBHOE
CBOWCTBO JoKyMeHTa. IOpuauuecku 3HAUUMbIE PEKBU3UTHL
OpUrHHaNbHOCTh, NOJIMHHOCT M KONUHHOCTH JOKYMEHTOB.
IOpuanyeckas cuna xormit u tenedakcos. HoTapuanbHble KOMHH.
IMogmuaHble ¥ HOMIOXKHBIE JOKyMeHTHL.  Kitaccmbuxanus
JOKYMEHTOB IO pa3IM4YHBIM IIPU3HAKaM B 3aBUCUMOCTH OT
COoZIeprKaHMsl, HANMECHOBAHUSI, TI0 CTCTICHH YHU(DHUKALIMH U Ip.

HopmarusHas ba3za
JICTIONPOU3BOJICTBA B OPraHU3aInU

HopmaTuBHBIE TOKYMEHTHI IO TPyAy U OXpaHe Tpyna. HasHayenne
IKCIIePTHON CITy’kObl. COCTaB 3KCHEPTHOW CIYXKOBI. DKCIIEPTHO-
mpoBepoyHasi Komuccus. LleHTpanpHass DKCIEPTHAas KOMHUCCHS.
OKCHepTHO-METOANYIECKass KoMmuccHsa. LleHTpanbHas 3KCIEpTHO-
npoBepouHast Komuccusi. DyHkuum xomuccuit. Pabora wieHOB
komuccuii. HampaBnennst pa®oThl  DKCIEPTHO-METOANYECKUX
KOMHCCHH TOCYIapCTBEHHBIX apXuBoB. Pabora IEeHTpaJbHOMN
SKCIEPTHO-NIPOBEPOUHON  Kkomuccuu  PocapxuBa.  Ilepeunu
nokymeHToB. CraThs mepeuHs. Cxema KiacCH(UKaUUU HEPEUHS.
ITouck crareit. Ilpunoxenus nepeuns. Ilpumedanus B nepedHe.
Ob6o06muraronue TepMuHH epedHs. Crioco0s! 0TOOpa TOKYMEHTOB Ha
xpaHeHue. [ pynmsl JOKyMEHTOB IOciIe X 0TOopa.
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Opranuzanus paboTsl c | ®opmupoBanne u odopmiuenue nen.  Ilomatue o «gmeney.
JOKyMEHTaMH Howmenknarypa  nmen.  CocraBieHne  HOMEHKIATYphl eI
@opmupoBanne aen. Ilpu3Haky 3aBefCHUS /€. HOMHHAIBHBIH,
MIPEAMETHO-BOIIPOCHBIH, ABTOPCKHH, KOPPECTIOHICHTCKHH,

reorpaduueckuii, XpoHoyorndecknii. IToAroToBka TOKYMEHTOB K
mnepefadye Ha apXMBHOE XpaHeHHe. ApXHMB  HPEIIpPUATHS.
OkcrepTusa LEHHOCTH  JOKyMeHTOB. Kpurepunm 1eHHOCTH
JIOKYMEHTOB: 3HAYUMOCTb YYPEXKACHUS WU JIMLA; 3HAYUMOCTb
COJIEpXKAHUS; BpeMsS M MECTO 00pa3oBaHUS; MOAIHMHHOCTE U
KONMHHOCTB; IOpUIMYECKas CUia; TyOJIETHOCTH; HOIJIOIEHHOCTh
coziepkaHus; (PU3MUECKOE COCTOSHUE. OKCIepTHAas KOMHUCCHS
npeanpustua. Onuce TOKyMEHTOB. M3roToBieHHE TOKYMEHTa Ha
KoMmmbiorepe. Havano cocraBienuss U oOopMIICHUS TOKYMEHTa Ha
KOMIIbIoTepe. Y4€r B pabdoTe ¢ JOKYMEHTOM Ha KOMIIBIOTEpe
CTaH/apTHHIX (OPMATOB JJOKyMEHTOB. BBITIOIHEHNE yCTAaHOBOK /IS
¢opmupoBanus gokymeHta MS WORD. Pabota ¢ cucremoit
JIEKTPOHHOTO JOKYMEHTO00OpOTa Ha TOCYAAapCTBEHHOW CIIyxOe.
Hcnonp3oBanue mabaoHOB At (pOpMHPOBAaHMS JTOKYMEHTOB Ha
KommbioTepe. Mcronp3oBaHne B KOMITbIOTEpE OJIaHKOB JOKYMEHTOB.
Co3nanne OJIaHKOB JOKYMEHTOB B KoMIbloTepe. lIpuMeHeHue
PEKBU3UTOB  JIOKYMEHTOB. Y4Y€T BApUAaHTOB  PACIOJIOKEHUS
pekBu3uTOB. IIpriMeHeHne COKpAIEHHBIX Ha3BaHUI.

4. | TexHomoruu paboThI c | BanoBas Hymepauus. PeructpupyeMble M HEpPETHMCTPUPYEMBIE
JIOKyMEHTaMuU nokyMeHThl. CBeIeHHMS B PETHCTPAIMOHHON KapTouke s
MHOT'0aCIIEKTHOro Ioucka. dopma pEerucTpalOHHOW KapTOYKH.
3anojgHeHWe ~ perucTpaluuMoHHoi  kaprouku. KoHTponp  3a
HCTIOJIHEHUEM JIOKYMEHTOB. Buabsl KoHTposis. OTYETHOCTH O
KOHTposie. TexHonorus XpaHeHus JOKyMeHTOB. KomupoBaHue
JIOKYMEHTOB. HNudopmanmoHHO-cIIpaBOYHAs pabora 1o
JIOKYMEHTaM. 3aliTa JOKYMEHTOB
5. | CucTeMbl OKyMCHTAIUH HNudopmManmoHHO-CIIpaBOYHBIC  JOKYMEHTHL.  Ha3HaueHwe H

OCHOBHBIC BHJBI HH(POPMAIMOHHO-CIIPABOYHBIX JOKYMCHTOB. AKT.
IIporokon. Jloknamnas 3amucka. OOBSACHHUTENBHAS] —3amKCKa.
CmpaBka. Jloxman. Tenerpamma. Temedonorpamma. Ilucemo.
@opmynsap nucbMa. Bunsl mucem. ComnmpoBOAWTENBHOE THCHMO.
[Mucemo-npurnamenne. NudopmanmonHoe mnuceMo. PexmamHoe
nucbMo. [luceMo-uzBemenue. Ilucemo-noarsepxaenue. ITucemo-
HanoMuHaHue. ['apantuiiHoe  nucemo.  IluceMo-npereHsus.
ITucemo-otBer. Pakc. JOKyMEHTHl NO JMYHOMY COCTAaBY U HUX
OCHOBHBIE BUJIBL.

3. OueHoyHble MAaTepHAJIbI /sl INPOBEJEHUS] TEKYIIEero KOHTPOJIsl YCIeBAEMOCTH H
NPOMEKYTOYHOM aTTecTANMU 00y4al0IMXCS M0 JUCHHILIHHE (MOIYJ1I0)

[lo nucuunnuHe (MOIYINIO) MPEIyCMOTPEHBI CIEAYIOIIME BUIbI KOHTPOJIS KadyecTBa

OCBOCHU:

TEKYIIUI KOHTPOJIb YCIIEBAEMOCTH;
MIPOMEKYTOUHAS aTTECTAIMS OOYJAFOIINXCSI TI0 TUCITUTIINHE (MOIYIIIO).

3.1. OueHoyHble MaTepHaJbl JJIf NPOBedeHHs] TeKyllell aTTrecTalMy IO JUCIHUIJIMHE

(Moay.i10)
Ne | Konrposaupyembie TemMmbl (pa3aeibl) HaumeHoBaHNEe OLIEHOYHOTO CPeACTBA
n/n
1. | OOBeKT U npeaMeT TUCHHUIUINHBI YcrHbli onpoc, HHGOPMALMOHHBIH IPOEKT (J0KJIam)
2. | HopmaruBHas 6a3a aenonpou3BOJCTBA | YCTHBIH ONPOC, UCCIIENOBATENbCKUIT MPOeKT (pedepar)
B OpraHU3aIIH
3. | Opranuzanus paboTel C JOKyMEHTaMH | YCTHBIH ONpOC, HCCIENOBaTeNbCKUil mpoekT (pedepar),

nH(pOpMaLMOHHBIH TPOEKT (TOKIaM)
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4. | TexHosnoruu paboThl C JOKYMEHTaMHU YcrHBI  ompoc,  MccienoBaTesbCKUi  TpoekT  (pedepar),
WHPOPMAIMOHHBINA POEKT (OKITAM)

5. | Cuctembl JOKyMEHTALMN YCTHBIA ONPOC, UCCIIENOBATENBCKHI MPOEKT (pedepar), MUHH-
TecT

3.1.1 TunoBble KOHTPOJIbLHBIE 32aHUS I MHbIEe MaTEePHAJbl, HeO0OX0AUMbIe /ISl OLIEeHKH
3HAHWI, YMEeHHUIl, HABBIKOB U (WJIH) ONBITA JeSITeJbHOCTH B MpoIlecce TEKYIIEro KOHTPOJIS
ycIeBaeMoCTH
YcTHbIM onpoc
1. TlonsTHE «1ETONPOU3BOACTBO» U TOKYMEHTALIMOHHOE 00ECIIEUEHNE YIIPABICHUS».
CymHoCTh, 3HaU€HHE U OCOOEHHOCTH HH(POPMALIMOHHOTO 00eCIeueH sl YIpaBIeHuUs.
[TonsiTust uHGOpMaLMK, TAHHBIX U 3HAHUH.
Ponp nHop™Maruu B yrpaBieHUH.
O61mas knaccugukanus BUJ0B HH(POpMaLMK, UCTIOIb3YEMON B annapare yrnpaBiIeHHUs.
JlokyMeHTHupOoBaHHas U 0€310KyMeHTHass HHpOpMaIUs.
HNupopmanionHast 1eTeNbHOCTh U UH(POPMAIIMOHHBIE OTHOIIEHHUS.
VcTouHuKH U OTpeduTen HHPOPMAIUH.
OO01as XxapakTepUCTHKa U YPOBHU IIPABOBOTO PErYIMPOBaHUS B 001aCTH HH(OPMALIMOHHOTO
o0ecrieueHus yrpaBiieHUs.
. OcHOBHbBIE HOpPMaTHBHBIE IIPABOBbIE AKTHI B cepe MHPOPMAIMOHHO-TOKYMEHTALHOHHOTO
oOecrieueHus ympasiieHus B PO.
Keiicol (cuTyauuu M 3a1a4M € 32JaHHBIMHU YCJIOBUSIMH)
3adaua 1.
B xozxe miaHoBO#l MPOBEPKU TOCYJAPCTBEHHOI'O YHUTAPHOI'O MPEANPUSATHS BBIICHUIIOCH,
YTO JOKYMEHTBHI [10 JMYHOMY COCTaBY XPaHUJIMCh B IIOJIBaJIbHOM IIOMEUIEHUH, KOTOPBIN 3aTOMNIIO
HaKaHyHE MpHe31a KOMUCCHH, JOKYMEHTBI MPUIILIA B HETOJJHOCTh. TEKCT Pa3MbIT, HH(pOpMaLus
crama Heuutaemol. Kakume mnpaBunma pa®oThl ¢ JAOKYMEHTaMH IO JHMYHOMY COCTaBy OBLIH
HapymeHbl? KTo HeceT OTBETCTBEHHOCTH 3a HENIPaBUIILHOE XpaHeHHe JOKyMeHToB? Kakas mepa
HaKa3aHUs MOXKET ObITh IPUMEHEHa?

©CoNoORWN

[EEN
o

3adaua 2.
Hcnons3ys I'OCT P 7.0.97-2016, 3anonaure Tabuuny:
PCKBI/ISI/ITLI, npuaarommne PUANICCKYI0 CUITY PGKBI/ISI/ITLI, CBA3aHHBIC C IBUKCHUEM JOKYMCHTOB B
JOKYMCHTY OpraHn3anuun
Howmep Ha3Banue pexBusuta Howmep HasBanue pexBusuta
pPEKBU3UTA pEKBU3UTA
3aodanue.

Onpenenute ONTHMAaJbHBIE CTPYKTYPHBIE YacTH TEKCTa JOJDKHOCTHOM — MHCTPYKIUH.
ChopmynupyiiTe 1 000CHYHTE CBOIO TTO3UIIHIO.

HccnenoBarenbckuii npoekT (pedepar)

[TpumepHbIe TeMbI pedepaToB:

1. B3auMocCBs3b ynpaBlieHUs, CHCTEM JOKYMEHTAIH, CUCTEM KIaCCU(PUKAIIMH M KOIUPOBAHHS
TEXHUKO-DPKOHOMUYECKON M COIMaIbHON HH(POpPMAIMK, CUCTEM OOpabOTKH JOKYMEHTHOU
UHPOpPMALINH, TEXHOJIOTUYECKUX MPOLIECCOB HHPOPMALIMOHHOTO 00eCTieueH sl YIpaBIeHusl.
dopMHupoBaHNUE KOMIUIEKCHOW HMH(POPMAIIMOHHON CUCTEMBI OPTaHU3AIUH.

Knaccugukarus u kpurepun 3¢pHeKTUBHOCTH HHPOPMAIIMOHHBIX CHCTEM.

[TnanupoBaHue U KUIHEHHBINA ITUKI MHPOPMAILIMOHHBIX CHCTEM.

TexHuueckue, TeIeKOMMYHUKAIIMOHHBIE, TIPOTPAMMHBIE CPEACTBAa TEXHOJIOTHYECKON Cpelibl
MH(OPMALIMOHHON CHCTEMbI (MHKPOIPOLECCOPBI, KOMIBIOTEPHI, TEIEKOMMYHUKAIIHOHHBIE

arwnN
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ceTu, ceTb VIHTepHET, OmnepaloHHbIE CUCTEMBI, CPEICTBA padOThI C JaHHBIMH, pa3paboTka
MPUIOKEHUN U MPUKIIAJHBIE CUCTEMBI).

6. TpamunHMOHHOE U ABTOMATHU3UPOBAHHOE MHPOPMAITMOHHOE O0ECTICUCHUE YITPABJICHUS.

7. JloxymeHTanmoHHOe oOecredyeHHue YIpaBleHUS KaK COCTaBHAs 4acTb HMH(OPMAIIIOHHOTO
oOecrieyeHns yrpaBlIeHUs] OpraHU3aIHH.

8. TlomsTue ynpaBieHus: JOKYMEHTAIHEH.

9. TlonATHE «IOKYMEHTOOOOPOT OpraHU3aIUN.

10. ITpuHIMIIBI OpraHU3aIuy JOKYMEHTO000pOTa.

HNHpopManMOHHBIA NPOEKT (AOKJIAX)

[TpuMepHBIEC TEMBI JOKIIAOB:

1. UudopmanmoHHbIE TPOLECCHI.

2. COop, 06paboTka, XpaHEeHHE U MOUCK HH(OPMAIIHH.

3. HHbopManoHHBIH MTOKCK.

4. OueHka (PYHKIIMOHAIBHBIX BO3MOXXHOCTEH CHCTEMbI JIEKTPOHHOTO JOKYMEHTO000pOTa B
OpraHu3aIuHg.

5. TpebGoBaHus K cUCTEME NEKTPOHHOTO JJOKYMEHTOOOOPOTa B OpPraHU3alny.

6. DTambl BHEAPEHUS CHCTEMBI AJIEKTPOHHOTO JOKYMEHTOO0OPOTa B OpTaHHU3AITHH.

7. 3amuTa HHGOPMAIMU B CUCTEME AIIEKTPOHHOTO JJOKYMEHTO000pOTa B OpTaHU3aIINH.

8. Hcnonp3oBanme  OONAa4YHBIX  TEXHOJOTMH  TpPH  OPraHM3alld  AJIEKTPOHHOTO

JIOKYMEHTO0000pOTa.

9. Cucrema 3amuThl MHOOPMAIIUY B OPTaHU3AINH: CTPYKTYpa U Q) YHKITHH.

10. MexayHapoaHblE CTaHAApPTHI B 00JacT HWHQPOPMAIIMOHHOTO O00ECIeYeHHs YIPaBICHUS
(NOY).

Munu-TecT

1. Kakue 6udvt 00KyMeHmo8 OMHOCAMCS K CNPABOUHO-UHDOPMAYUOHHOU OOKYMenmayuu?

a) MPOTOKOJI;

0) MOJI0KEHHUE;

B) NpUKa3;

T') pacrucka;

1) IITaTHOE pacliCaHue.

2. Kaxue 6uovi 00Kymenmos omHocamcs K pacnopsoumenbHou OOKyMenmayuu?

a) MPOTOKOJI;

0) aKT;

B) JOTOBOpP;

T') IPUKa3;

1) peleHue.

3. Kmo necem omeemcmeennocmo 3a uzoanue pacnopsoumenbHo20 OOKYMeHmMda Ha OCHO8e

eouHonavaius?

a) U110, MOJIMMCABIIIEe JOKYMEHT;

0) pyKOBOAMTENh OPTaHU3AIINY;

B) COCTaBUTENb JIOKYMEHTA.

4.  Ymo o3nauaem usa opucma 8 npuxaze?

a) BHYTpPEHHEE COTJIacOBaHue, MOATBEPKAAIOIIEe, UTO MPUKA3 HE IPOTUBOPEUHT 3aKOHY;

0) 00sI3aTEeNBbHBIN PEKBU3UT MPUKA3a, MPUIAIONMIUN eMy IOPHUIUYECKYIO CHITY.

5. B coomsemcmesuu c kakum OOKYMeHmMOM noMewjarom Ha O1aHKax amoaemy opeanusayuu?

a) yCcTaB OpraHu3alluy;

0) mTaTHOE pacIHUCaHHNE,;

B) JOJKHOCTHAsI HHCTPYKIIUS;
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r) MHCTpYKIIKS TIO AETIONIPOU3BOJICTRY;

n) 'OCT P 7.0.97-2016.

6. Ycmanoenenue eounoobpazus cocmaeéa u Gopm  ynpasienueckux OOKYMeHMOS,
Guxcupyrowux ocyuecmenerue 0OHOMUNHBIX YNPAGIEeHYeCKUX QYHKYUL U 3a0ay, Ha3vl8aemcs:
a) CTaHapTU3aIueH;

0) yaudukanuei;

B) JOKyMEHTAIUEH;

T') K1accuduKaIuen;

1) TUITU3ALACH.

7. Ilpuxaswi, ykazaunus, pacnopsajcenus, peueHus OmHOCImMCcs K cpynne...

a) OPraHM3alMOHHBIX JIOKYyMEHTOB;

0) cipaBOYHO-MH(POPMALMOHHBIX JTOKYMEHTOB;

B) pacloOpsIUTEIILHBIX JOKYMEHTOB;

T') UCXOSIINX JOKYMEHTOB;

1) CITy>KEOHOM TIEPEITUCKH.

8. Kaxue 0okymenmoi Ha3616a10MCs UHDOPMAYUOHHO-CHPABOYUHBIMU?

a) JOKYMEHTBHI, PETIIaMCHTHPYIOIINE CTPYKTYpy, 3amadd, (QYHKIUU [PSANPUATHS,
OpraHM3aIyio ero paboThl, MpaBa, OOSI3aHHOCTH M OTBETCTBEHHOCTh PYKOBOIUTENEH W
CTEIHAIHNCTOB;

0) MOKYMEHTBHI, XapaKTepH3yIIIWe TPYIOBbIE OTHOLICHUS MEXAY MPEINpHUITHEM H
pabOTHHUKOM;

B) JOKYMEHTHI, Cojepaiiue HHPOpMAIUio O (HaKTHUECKOM IMOJIOKEHUU [IeM, CIyXKallue
OCHOBaHHWEM JIJISl IPUHSATHS PEIICHUH, U3IaHUS PACTIOPSIUTEIBHBIX IOKYMEHTOB,;

I) JOKYMEHTHI, OOpalleHHbIE K HIKECTOSIIUM OpraHU3aldsM, TPYIIaM WIH OTIEIbHBIM
JIIIaM;

1) TOKYMEHTBI, OTPa)arollie JOTOBOPHBIC OTHOLICHHSI MEXKIY PEITPHUITHIMH.

9. [0e pacnonacaemcs pexeuzum «Haumenosanue opeanuzayuu — asmopa 0oxymenmar?

a) MocJie peKBU3HNTa «PerucTpaoHHbI HOMEp JOKYMEHTA;

0) o peKBU3UTOM «IMOIEMaY;

B) B IICHTPE BEPXHETO MOJS;

) B oopMIISIONIeH YyacTH;

1) IO PEKBU3UTOM «Apecar.

10. B xaxux 0oxymenmax ykazvlearom cnpasoyHvle OauHvie 0 Npeonpusmuu?

a) BO BCEX IOKYMEHTax;

0) BO BHEIIIHUX JOKYMEHTAX;

B) BO BHYTPEHHHUX JIOKYMEHTAX;

T) B IPUKa3ax M0 OCHOBHOM J1eATeIbHOCTH;

1) B paCOPSAUTEIbHBIX IOKYMEHTAX.

11. Kax  Haszvieaemcs  unopmayus o0  coOblmusx U ABIEHUAX — O0OBLEKMUBHOLU
0eticmeumenbHOCmu. U MbICIUMENbHOU  0eAMeNbHOCMU  Yelo8eKd, 3aUKCUpO8aHHas Ha
MamepuanrbHOM Hocumerie ¢ pekeusumamu?

a) IOKYMEHT;

6) dopmysip;

B) OJIaHK JJOKYMEHTa;

') cUCTEMa IOKYMEHTAIIUU;

1) KOMITIBIOTEP.

12. Kaxou pexeéuzum ne 6xooum 6 cocmas Hopmyaapa-oopazya npuxasa no OCHOBHOU
oesmenvHocmu?
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a) «HanmeHoBaHue opraHu3aluu — aBTOpa JTOKYMEHTa»;

0) «J/laTa moKyMeHTay;

B) «MecTo cocTaBieHus (U34aHMsI) JOKYMEHTa;

r) «TekcT ntoKkymeHTa;

) «Anpecary.

3.1.2. MeToauyeckue MaTepuajbl, ONpenesilONMe NPOUeAypPbl OLEHUBAHHWS 3HAHWH,
YMeHHUii, HABBIKOB U (MJIM) ONBITA 1eATeJIbHOCTH B X0/I€ TEKYLIEro KOHTPOJISl YCIIeBAeMOCTH
YcTHBI 0TBET

Onenka 3HaHui npeanonaraet audQepeHMpoOBaHHbI MOAX0A K 00ydaromeMycs, yaeT
€ro MHANBHUAYAIIbHBIX CIIOCOOHOCTEH, CTETIEHb YCBOCHUS U CUCTEMATH3aI[UU OCHOBHBIX MOHATUN
W KaTeropuid mo aucuuiuiiHe. Kpome TOro, OIeHHMBaeTCsl HE TOJBKO TJIyOWHAa 3HAHUMA
MOCTaBJIEHHBIX BONPOCOB, HO M YMEHHE HCIOJIb30BaTh B OTBETE MNPAKTUYECKUM Marepua.
OrnieHuBaeTCs KyJIbTypa peuu, BIaJeHIUE HaBBIKAMHU OPaTOPCKOTO UCKYCCTRBA.

Kpumepuu oyenueanus: mociaenoBaTeIbHOCTD, TOJIHOTA, TOTUYHOCTh H3JI0KECHHS, aHATH3
pa3IUYHBIX TOYEK 3pEHHUs, CaMOCTOATENbHOE 0000IeHne wmaTepuaia, HCIOIb30BaHNE
poecCHOHANBHBIX TEPMUHOB, KYJIbTypa Pe4YH, HaBBHIKU OpPaTOPCKOTO MCKyccTBa. M3nmokeHue
MaTepuaia 0e3 (pakTHUeCKUX OIINOOK.

OueHka «omauyn0» CTAaBUTCA B Cllydae, KOrJa MaTepHall W3JIaraeTcsi MCUYEPIBIBAIOIIE,
MOCJIEIOBATEIbHO, TPAMOTHO U JIOTUYECKH CTPOWHO, MPHU ITOM PACKPBIBAIOTCS HE TOJBKO
OCHOBHBIE MOHATHS, HO M aHATH3UPYIOTCS TOUKH 3PEHUS PA3IUYHBIX aBTOPOB. O0yJaromuiics He
3aTPYIHSETCS C OTBETOM, COOIIOAAET KYJIbTYpPY peyH.

OneHka «xopouwto» CTaBUTCA, €ClI 00ydYarOIIUICS TBEPIO 3HAET MaTepHall, TPaMOTHO U
[0 CYUIECTBY M3JaraeT ero, 3HaeT MPaKTHUYeCKylo 0a3y, HO MpHU OTBETE Ha BOMPOC JIOIMYCKaeT
HECYILIECTBEHHBIE MOTPEIIHOCTH.

OneHka «yodogremsopumenbHoy CTaBUTCS, €CIU 00yJaroniicss OCBOUI TOJIBKO OCHOBHOM
MaTepual, HO HE 3HaeT OTAENIbHBIX eTalieH, I0NyCKaeT HETOUHOCTH, HEIOCTATOUYHO MPABUIIbHBIE
(GOpMYITUPOBKH, HApPyIIAeT IOCIENIOBATEILHOCT, B M3JI0KEHUHM MaTepHuaya, 3aTPyIHSETCS ¢
OTBETaMH, IMOKa3bIBA€T OTCYTCTBUE JOJKHOM CBSI3M MEXIYy aHAIM30M, apryMeHTaluedl u
BBIBOJIAMH.

OneHka «Hey0os1emeopumenbHoy CTaBUTCS, €CIH OO0yJaroluiics HE OTBEYaeT Ha
MOCTAaBJICHHBIE BOIIPOCHI.

Keiicol (cuTyanuu u 3a1a4M ¢ 32IaHHBIMHU YCJIOBUSIMH)

OOyuaromuiics JODKEH YMETh BBIACIUTH OCHOBHBIE IOJIOKEHUS M3 TEKCTa 3aJauH,
KOTOpBIC TPEOYIOT aHAIM3a U CIIYXKAT YCIOBUSIMH perieHus. Fcxons 3 mocTaBIeHHOTO BOIPOca
B 33/1a4e, MOMbITATHCSI MAKCUMAJIbHO TOYHO OIPEAETUTH MPOOJIEMY U COOTBETCTBEHHO PEILIUTH €€.

3amaun MOTYT pelIaThCs YCTHO W/WIHM MUChMEHHO. [Ipu perneHnn 3a1ad TakKe Ba)KHO
MpaBUILHO Cc(OpMYyIHMpPOBaTH M 3amuicaTh BOINPOCH, HAauyWHasg C Oojiee OOMUX W, KOHYAS
YaCTHBIMH.

Kpumepuu oyenusanus — onjeHKa y4UTHIBA€T METO/IbI U CPEACTBA, UCIOIH30BAaHHBIEC TPU
pEIIeHUN CUTYAIMOHHOM, MPOOIEMHON 3a/1a4H.

OneHka «omau4H0» CTaBUTCS B Cllydae, Korja 00yJarouiics BbIIOIHIII 3ajaHue (PeLIui
3a/1a4y), HUCTOJb3ysl B TOJTHOM OOBEME TEOPETHUYECKHE 3HAHUS W MPAKTUYECKHE HAaBBIKH,
MOJIy4YEHHBIE B ITpoliecce 00yueHusl.

OneHka «xopouio» CTaBUTCS, €CIM 00YUaIONTUIACS B IIEJIOM BBITIONHWII BCE TPEOOBaHUS, HO
HE COBCEM YETKO OIpeJeNsieTcs Onopa Ha TEOPETUUYECKUE MOJI0KEHUS, U3TI0KEHHbIE B HAyYHOU
JUTEpaType 10 JAHHOMY BOIIPOCY.

OueHka «yoognemsopumenibHo» CTABUTCS, €CIIM 00YUYaOLIUICS TOKa3al MOJI0KHUTEIbHbIE
pE3yJbTaThl B IIPOLIECCE PELICHUS 3a/1a4H.
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OneHka «Hey0oe1emeopumenbHo» CTaBUTCS, €CIIM OOYYaIONIMICS HE BBIOTHHI BCE
TpeOOBaHMUS.

HccaenoBarenbckuii mpoekT (pedepar)

HccnenoBaTenbCckuii MPOEKT — MPOEKT, CTPYKTypa KOTOPOro mpuOimkeHa K dopmaTy
HAYYHOTO WCCIICZIOBAHUS M COJEPXKHUT JOKa3aTeNbCTBO aAKTYyaJbHOCTH W30paHHOW TEMBI,
oTpezieNieHue Hay4qHO! MpoOIeMbl, MpeaAMeTa U 00bEKTa NCCIIeIOBaHMs, 1Ieel U 3a7a4, METO/I0B,
HCTOYHUKOB, HCTOpHOTrpadun, 00001IeHNEe pe3yIbTaTOB, BHIBO/IBI.

Pe3ynbTathl BRINMOIHEHUS UCCIIEIOBATENLCKOTO TpoeKTa opopmitsieTcs B BUie pedepara.

Kpumepuu oyenusanus - TIOCKOJBKY CTPYKTypa HCCIEIOBATEIBCKOTO IPOEKTa
MaKCHUMaJbHO MpHOIMKeHa K (opMaTy HAydHOTO HCCIIEAOBAaHMUS, TO NPU BBICTABICHUU
YUUTBIBAETCS JIOKA3aTelIbCTBO AKTYAIIbHOCTH TEMBI HCCIICOBAaHUS, ONpEACICHHE HayYHOM
npobnembl, OOBbEKTa W TpeAMEeTa MCCIENOBaHUSA, IeJed U 3ahad, UCTOYHHUKOB, METOJIOB
WCCIICIOBaHMS, BBIIBIKCHHE THIIOTE3bI, 0000IIEHNE Pe3ylIbTaTOB U (HOpMYyITUPOBAaHHE BBHIBOJIOB,
0003HaueHNE MEPCIEKTHB JAIbHEHIIEro uccie10BaHu .

OneHka «omauyHO» CTaBHTCS B CiIydae, KOTrJa OOydYaloUIMiCs JIEMOHCTPUPYET IMOIHOE
NOHUMaHHe MpoOJIeMbl, Bce TPeOOBaHMSI, TPEIbIBISEMbIE K 33/1aHUIO BBIITOJIHEHBI.

OneHka «xopowio» CTaBUTCS, €CIU OOyYaloUIMiicS JEMOHCTPHPYET 3HAUYUTEIHFHOE
NOHUMaHHe MPoOJIeMbl, Bce TpEOOBaHMSI, TPEIbIBISEMbIE K 33/1aHUI0 BBIITOJIHEHBI.

OneHka «yo0oeremgeopumenvbHoy CTABUTCS, €CITH  OOYYaIOIUICS, JIEMOHCTPHPYET
YaCTUYHOE MOHMMaHHE NpPOOJIEeMbl, OONBIIMHCTBO TPeOOBAHUH, MPEIBIABIAEMBIX K 33JaHMIO,
BBITTOJTHEHBI

OneHka «Heyo0osiemeopumenbHo» CTABUTCS, €CIH OOYyYaroIUHCs JIEeMOHCTPHUPYET
HETIOHMMaHUe TIPO0JIeMbI, MHOTHE TPeOOBaHUS, IPEIBIBIIIEMbIC K 331aHUI0, HE BHITIOITHEHBI.
HNndopmannoHHbIii NPOEKT (I0KJIA] C Mpe3eHTanuei)

NudopmaniioHHBIH TPOEKT — MNPOEKT, HANpPaBICHHbIH HAa CTUMYJIMpPOBaHUE Y4eOHO-
MIO3HABATENIbHOM JEATETbHOCTH CTYAEHTAa C BBIPAKEHHON 3BPUCTHUECKOW HANPABICHHOCTBHIO
(mouck, oT6op M cucteMaruzaius napopmaiu 06 00beKTe, OPopMIICHUE €€ IS TPE3CHTALINH ).

WHdopMallMOHHBI TMPOEKT OTIMYAETCS OT HCCIEIOBATEIbCKOrO MPOEKTa, IOCKOJIBKY
npezcTaBisier coboil Takyro (GopMy yueOHO-TIO3HABATEIbHOW JESTEIbHOCTH, KOTOpas OTJIMYaeTCs
SIPKO BBIPAXKEHHOH IBPHCTHYECKON HAIPaBJIEHHOCTHIO.

Kpumepuu oyenusanus - Tpu BBICTaBICHUH OICHKH YYHUTBIBAETCS CaMOCTOSTEIHHBIN
MIOUCK, OTOOP M CUCTeMaTH3alMsI HHPOPMAaLIUH, pacKphITHE BoIpoca (Ipo0ieMbl), 03HAKOMIICHHE
CTYJICHUECKOW ayJIUTOpPUHU C dTON mHpopManmen (mpeacTraBieHrne WHPOPMAIUK), €€ aHAU3 U
00o0mieHue, opopmIIeHHE, TIOTHBIE OTBETHI Ha BOIIPOCHI ayJJUTOPUU C IPUMEPAMHU.

OneHka «omauyHO» CTaBUTCA B Clydyae, KOrja OoOy4arolUiiCsl MOJHOCThIO PacKphIBAeT
Bompoc (mpobiemy), mpeacTaBiseT WHGOPMAIMIO CHCTEMAaTU3HPOBAHO, IIOCIIEIOBATENBHO,
JIOTUYHO, B3aWMOCBS3aHO, HCIIONB3YyeT Oosiee 5 mpodeccHOHaTbHBIX TEPMHUHOB, IIIUPOKO
UCTIOJIb3YyeT HH(POPMALIMOHHbIE TEXHOJIOTHH, OIIMOKHN B UH(OPMAIIH OTCYTCTBYIOT, AA€T MOJIHBIE
OTBETHI Ha BOIIPOCHI ayAUTOPUU C IPUMEPAMHU.

OneHka «xopowto» CTaBUTCS, €ci OOydyaromIMHCS pacKpbIBaeT BOIpoc (mpobdiiemy),
npescTaBiIsieT HHGOPMaLIMI0 CUCTEMAaTU3UPOBAHO, TIOCIIEA0BATENbHO, IOTHYHO, B3aUMOCBSI3aHO,
UCTIONB3YeT OoJiee 2 MpohecCHOHAIBHBIX TEPMHHOB, TOCTATOYHO MCIIONB3YyeT HHPOPMALIMOHHbIE
TEXHOJIOTHH, JIOMyCKaeT He Ooyiee 2 omMOOK B M3JOXKEHHHM MaTepuala, JaeT IMOJHbIE WIH
YaCTHUYHO IMOJIHBIE OTBETHI Ha BOIPOCHI ayIUTOPHH.

OneHka «ydosremeopumenvHoy CTaBUTCA, €Cld OOy4aroUIMiics, pacKpbIBaeT BOIIPOC
(mpo6iieMy) HEe TOJTHOCTBIO, MPEACTABIACT HHPOPMALUIO HE CUCTEMAaTH3UPOBAHO U HE COBCEM
MOCIe0BaTENbHO, UCIONB3YeT 1-2 mpodeccnoHanbHBIX TEPMHUHA, UCIIONIb3YeT HH(OPMALIMOHHBIE
TEXHOJIOTUH, JOMycKaeT 3-4 OmMOKM B W3JIOKEHHHM Marepuana, OTBEYaeT TOJBKO Ha
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3IIEMEHTapHBIE BOIPOCH! ayAUTOPUH 0€3 TTOSICHEHHIA.

OneHka «Hey0oen1emeopumensHoy CTaBUTCA, €CIIM BONIPOC HE PACKPHIT, IPeACTaBICHHAs
uH(pOpMaNs JOTHYECKH HE CBsI3aHa, HE UCTIONB3YIOTCS PO EeCCHOHATBHBIE TEPMHHBI, IOTTYCKaeT
6onee 4 omMOOK B M3JI0KEHUHN MaTepuana, He 0TBeYaeT Ha BOIIPOCH! ayAUTOPHUH.

TecrupoBanue

SIBIII€TCSI OJTHUM U3 CPEJICTB KOHTPOJIS 3HAHUH 00YJaIOLIHXCS 110 JUCIUTUTAHE (MOTYITIO).
Kpumepuu oyenusanus — npaBUIBHBIN OTBET HA BOIIPOC

OreHka «omauyuH0y» CTAaBUTCS B cllydae, eciu mpaBuibHO BeimoaHeHo 90-100% 3ananuii.
OrneHka «xopouto» CTaBUTCS, €CITU MpaBWILHO BhIoHEHO 70-89% 3amanuii.

OreHka «ydosenemeopumenvHoy CTAaBUTCA B Clydae, €CIH MPaBUIbHO BbIodHEHO 50-69%

3aJIaHUH.

OneHka «Hey0os1emeopumenbHoy CTaBUTCS, €CIH MPABUILHO BhIMOTHEHO MeHee 50%

3aJIaHUH.

3.2. OneHOYHBbIe MATEPHAJBI /Il IPOBEICHUS IPOMEKYTOYHOI aTTecTallnU
3.2.1. Kputepuu ouieHKH pe3yJbTaTOB 00y4eHHs MO AUCHUILINHE (MOIYJIIO)

MIxana
OLICHUBAHNS

Pe3yabTaTsl
00yueHus

Iloxa3aTenu oleHUBaHNUS Pe3yJbTATOB 00y4eHUS

OTJIMYHO

3Haer:

- obOyuarommuiicsi TIIyOOKO M BCECTOPOHHE YCBOMJI MaTepuall, YBEpEHHO,
JIOTUYHO, TIOCIIEI0BATEIbHO U TPAMOTHO €TI0 M3JIaraeT, OIHUPAasCh HA 3HAHUS
OCHOBHOH M JONOJIHUTENBHON JTUTEPATYPHI,

- Ha OCHOBE CHCTEMHBIX Hay4yHbIX 3HAHMH JenaeT KBaJHU(pUIMPOBAHHbIC
BBIBOZIBI M 0000IIeHNS, CBOOOTHO ONEPUPYET KATETOPUSIMH U TIOHSITHIMHU.

VYmeer:

- oOyyaromuiicsi yMeeT CaMOCTOSITEIbHO M IPABWIBHO pemarh y4deOHO-
npodeccHoHaNBHBIE  33aaYM  WIM  3aJaHus, YBEPEHHO, JIOTWYHO,
MIOCJIC/IOBATENILHO M ApIYMEHTHPOBAHO M3JIaraTh CBOE PEIICHUE, UCTIONb3Ys
Hay4HbIC ITOHATHS, CChUIASCh HA HOPMATUBHYIO 0azy.

Bunageer:

- o0ydJaromuiicss BIAJCET PAlMOHAIEHBIMH METOAAMHU (C HCIIOIB30BAHUEM
paIMOHATBHBIX METOAMK) PEIICHUS CIOXHBIX NMPO(PECCHOHANBHBIX 3a/1ad,
MPEJCTaBICHHBIX JICJIOBBIMU UTPaMU, KEWcaMH ! T.11.;

[pu pemeHnn MPOJEMOHCTPUPOBAIT HABBIKU

- BBIJICJICHUWA I'TIaBHOTO,

- CBA3KOH TEOPETHYECKUX IOJOKEHUI ¢ TpeOOBaHMAMHU PYKOBOISAIINX
JIOKYMEHTOB,

- U3JI0’KCHHS MBICJICH B JIOTHUECKOM MOCICI0BATCIIBHOCTH,

- CaMOCTOSITETTLHOTO aHajau3a (akThl, COOBITHIA, SBICHUH, MPOIIECCOB B UX
B3aMMOCBSA3U U JUAJICKTUYCCKOM pa3BUTHUH.

XOPOILIO

3Haer:

- o0ydaromuiics TBEpAO YCBOWJI MaTe€pHal, AOCTATOYHO TIPaMOTHO €ro
u3Jaraet, ONUPasiCh Ha 3HAHHSI OCHOBHOM U JJONOJHUTENBHOM JTUTEPATypBHL,
- 3arpynHsercss B (OpPMYJIMPOBAHMM KBaJM(UIIMPOBAHHBIX BHIBOJOB M
00001IeHNi, OmlepupyeT KaTeropusMd UM MOHATHUSIMM, HO HE BCeraa
NPaBHJIBHO HX BEpUPHLIUPYET.

Ymeer:

- o0yyJaromuiics yMeeT CaMOCTOSITEIbHO M B OCHOBHOM MPAaBUJIBHO PEIIATh
y4eOHO-po(hecCHOHANbHBIC 3aJaYll WIH 3aJaHus, YBEPEHHO, JIOTUYHO,
MOCJIE/IOBATENIbHO M apryMEHTHPOBAHO H3JlaraTh CBOE pEIICHHE, HE B
MOJIHOW Mepe HCIOJb3ysl HAy4YHbIC TMOHATHSI U CCHUIKM Ha HOPMATHBHYIO
6azsy.

Bnaneer:

- oOydaromuics B IEJOM BIIaJieeT PAllMOHATHLHBIMA METOJAMH PEIICHHUS
CJIOXHBIX TIPOGECCHOHATBHBIX 3aa4, MPECTABICHHBIX JEJIOBEIMHU HTPAMH,
KeHlcaMH U T.]I.;

[Ipn pemreHuu cMOTr TPOASMOHCTPHUPOBATH JOCTATOYHOCTh, HO HE
TITyOMHHOCTH HaBBIKOB,

- BBIJICJICHHS TJIABHOTO,

- U3JI0JKEHHUS MBICIIEH B JJOTMUECKOM MOCIIeIOBATEILHOCTH,

- CBS3KM TCOPETUYECKHUX IOJIOKCHUH C TPEOOBAHHMSIMHU PYKOBOJISIIIX
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JIOKYMEHTOB,
- CaMOCTOSITENIFHOTO aHali3a (aKThl, COOBITHI, SBICHUH, MMPOIIECCOB B UX
B3aUMOCBS3U U JUAIEKTUIECKOM Pa3BUTHH.

YAOBJIETBO- | 3Haer: - 00ydJaroIIuiicss OPUEHTHPYETCS B MaTepualle, OTHAKO 3aTPYTHIACTCS B €T0
PUTEJIBHO H3JI0KCHUH;

- TIOKa3bIBAa€T HEAOCTATOYHOCTH 3HAHUHM OCHOBHOM M JOIOJIHHUTEILHOMN
JUTEPaTypPHI;

- c1abo apryMEeHTHPYET HaydHbIC MTOJI0XKEHHS;

- IPaKTHYECKU HEe CIIoco0eH CPOPMYITMPOBATh BHIBOIBI M 0000IICHUS;

- YACTUYHO BJIAJICET CUCTEMOU MOHITHUM.

Ymeer: - o0ydJarouiics B OCHOBHOM yMEET PEUINTh Yy4eOHO-TIpOo(eCcCHOHAIBHYIO
3a/la4y WIN 3aJlaHne, HO JIOMyCKaeT OMMOKH, C1abo apryMEeHTHPYET CBOE
peuICeHUue, HEAOCTATOYHO HCIOJIB3YECT HAYUYHBIC NOHATUA U PYKOBOJAANIUEC
JOKYMCHTBI.

Bnapgeer: - oOyuwaromuiics BiageeT HEKOTOPHIMH palMOHAJIBHBIMH METOJaMHU
peUICHUA CIOKHBIX Hpoq)ECCI/IOHaHI)HI)IX 3aga4, MpeACTaBJIICHHBIX 1CJIOBBIMU
Urpamu, Keiicamu u T.1.;

[Tpun pemeHuH NPOIEMOHCTPUPOBAI HEIOCTATOYHOCTh HABBIKOB

- BBIZIETICHUS TTIAaBHOTO,

- U3JI0’KEHHUS MBICJIEH B JIOTHYECKOH 1OCIeJ0BAaTEIbHOCTH,

- CBS3KM TEOPETHYECKHX IOJOKEHUH C TPEeOOBAaHMSAMH PYKOBOISIINX
JIOKYMEHTOB,

- CaMOCTOSTENILHOTO aHajiu3a (akThl, COOBITUH, SBJICHUH, MPOIECCOB B UX
B3aMMOCBSA3U U JUAJICKTUYCCKOM pa3BUTUM.

HEYJOBJIETBO- | 3naer: - 00yJaromuiics He YCBOWIJI 3HAUUTEIHHON YacTH MaTepuaa;
PUTEJIBHO - HE MOXKET apTyMEHTHPOBATh Hay4YHbIE ITOJIOKEHHS,

- He (opMyNIHpyeT KBATHU()UIIMPOBAHHBIX BEIBOJIOB U 00OOIICHHMIA;
- HE BJIAJICET CUCTEMOMU MOHATHH.

VYmeer: oOyJaromuiicss He IMOKa3aJl YMEHHE pemaTh y4eOHO-TIpodecCHOHATBHYIO
3a/1a4y WJIH 3aJIaHHe.

Brageer: HE BBIIOJHEHBI TPEOOBaHU, MPEABIBISIEMbIC K HaBbIKAM, OLICHUBAEMbBIM
«yJOBJICTBOPHTEIBHO.

3.2.2. KoHTpoJIbHBIE 3aJaHUsI /WM HHbIe MATEPHAJIBI JJIsl IPOBEAeHUsI MPOMeKYTOTHOT
aTTecTAluu
Cnucok BONPOCOB /IJisl YCTHBIX OTBETOB (BApMAHTHI TECTA)

CoNoaR~LNE

[EEN
o

11.
12.
13.
14.

[ToHsATHE «1€7T0NPOU3BOJICTBO» U «TOKYMEHTALIMOHHOE 00ecreueHIe YIpaBICHUS».
CymHoCTh, 3Hau€HHE U 0COOEHHOCTH MH(OPMALIMOHHOTO 00eCTIeYeH sl YIIPaBIeHUSI.
[Tonsitust uHpopManMK, JTAHHBIX U 3HAHUH.

Ponb nndopmanuu B yrnpaBieHHH.

O6mas knaccudukanys BUA0B HHPOPMALIMH, UCTIOIB3yEeMOM B armapare yrnpaBieHHs.
JloxymeHTHpOBaHHAas U O€3J0KyMeHTHas1 HH(OpMaIus.

WNudopmannoHHas AeATebHOCTh M UH()OPMAIIMOHHBIE OTHOIICHUS.

Hcrounnku u moTpeOuTe HHPOPMAIIHH.

OOmast  xapakTepuCTHKa M YPOBHH IPaBOBOTO  pETyIUpOBaHHs B  00JacTu
nH(pOpMaIMOHHOTO 00eCIIeUeHUs YIIPABICHHS.

. OCHOBHBIE =~ HOpMaTHBHbIE  TPaBOBbIE  aKThl B  cdepe  HHPOPMAIMOHHO-

JTIOKYMEHTAIIMOHHOTO o0OecrieueHus ynpasieHus B PO.

WHudopmanroHHbIe MPOIECCHI.

Co6op, 06paboTKa, XpaHEHHE U TTOUCK HH(POPMAIIUH.

WNHpopMannOHHBIHA MOUCK.

B3aumocBs3p  ynpaBieHHs, CHCTEM JOKYMEHTAallud, CHCTeM KiaccuUKaluu U
KOJIMPOBAaHUS TEXHUKO-DKOHOMHYECKON U COIMATIbHON MH(POPMALIUH, CUCTEM 00pabOTKU
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15.
16.
17.
18.

19.
20.
21.
22.

23.
24.

25.
26.
217.
28.
29.
30.
31.

32.
33.

34.
35.

36.
37.

38.

39.
40.
41.
42.

43.
44,
45.
46.
47.

JOKYMEHTHOW  HMH(pOpMAIMM, TEXHOJOTHYECKUX  IPOILECCOB  MH(POPMALUOHHOTO
oOecrievueHus yrpaBIeHUs.

CocraB u GpopmupoBaHue HHPOPMAITMOHHBIX PECYPCOB OPTaHU3AIIHH.

Ynpasnenue HHPOPMAITMOHHBIMH PECYypcamMy B OpraHU3alINH.

[TonsiTHE U CTPYKTYpa MHPOPMALIMOHHON CUCTEMBI.

WudopmanimonHas  cucreMa  Kak  OpraHu3aldoHHas — ¢opMa  pealu3aiuu
UH(POPMALIMOHHOTO 00eCTIeueHH s YIIpaBJICHUSI.

dopmupoBaHre KOMIUIEKCHON HHPOPMAIIMOHHOM CHCTEMBI OpraHU3aIUH.
Knaccugukarus u kpurepun 3¢pHeKTHBHOCTH WHPOPMAIIMOHHBIX CHCTEM.
[TnanupoBaHue U KUIHESHHBINA ITUKIT MHPOPMAIIMOHHBIX CHCTEM.

TexHu4eckne, TEIEKOMMYHHUKAIIMOHHBIE, MPOTPAMMHBIE CpPEACTBa TEXHOJOTHYECKOU
cpeabl UHPOPMALIMOHHON CHCTEMBI (MHKpOTIpOLIECCOPBI, KOMITbIOTEPHI,
TEJIEKOMMYHHUKAIIMOHHBIE CETH, ceTb MHTepHeT, omeparioHHBIE CHUCTEMBI, CpPEICTBA
paboThI ¢ JaHHBIMH, pa3pabOTKa NPUI0KEHUH U IPUKIIAJHbIE CUCTEMBI).

TpaaunmoHHOE W aBTOMATH3UPOBAHHOE MHPOPMALIMOHHOE 00ECTICUeHHE yIIPaBICHUSI.
JlokyMeHTaIlMoHHOe o0ecrieyeHne yIpaBiIeHUs KaK COCTaBHas 4acTh MH(MOPMAIIMOHHOTO
o0ecrieyeHns yrpaBJIeHUs] OpraHU3aIHH.

[TonsiTHE ynpaBieHuUs TOKyMEHTalUEH.

[ToHsATHE «IOKYMEHTOOOOPOT OpraHU3aALIUN.

[TpuHIMIBI OpraHU3anuu J0KyMEHT0000poTa.

MeTo/bl COBEpIICHCTBOBAHHUS M COKPAICHUS JOKYMEHTO000pOTA.

VYnpasieHue 10KyMeHTO000pOTOM B OpraHU3aLINH.

3amaun, GyHKIMH U CTPYKTYypa HHPOPMAITMOHHOTO MEHEPKMEHTA B OPraHU3aIINH.
WNudopmannoHHas B3aUMOCBS3b CUCTEM JOKYMEHTALUU U KJIACCH(PHUKATOPOB TEXHUKO-
HKOHOMUYECKOM U COLMaTbHON HH(OPMALIUH.

VYrpo3sl 6e30naCHOCTH MHPOPMALIMOHHBIX CUCTEM.

XapakTepHuCcTHKa 3alIMIICHHOCTH WH(GOpPMAIMK B OPTaHU3AlNU: KOHPHUICHIIHATHHOCTD,
LIEJIOCTHOCTD, TOCTYITHOCTb.

Opraau3anys 3ayThl THPOPMAMOHHBIX PECYpPCOB U CHCTEM B OpTaHU3aIINH.
TexHuueckue, OpraHU3allMOHHBIE M TPABOBBIE CPEACTBA 3aLIUTHl MHQOpPMALUU B
OpraHu3aInHg.

Cucrema 3amuThl ”HGOPMAIUN B OPTaHU3ALNUN: CTPYKTYpa U QYHKITHH.
MexayHapoaHble CTaHIapThl B 00JaCTH WH(POPMAITMOHHOTO OOECTICUCHHS YIIPABICHHS
(Noy).

[IpakTiKa ¥ MepCHeKTUBLI MPUMEHEHHS] MEKIYHAPOIHBIX U 3apyOekKHBIX CTaHIApTOB B
obmactu 1OV B PO.

[TonsiTrie ¥ METO Bl YHU(PHUKAIIUU TOKYMEHTOB.

Pa3paboTtka, BHeApeHHE U BeJleHHE YHU(DUITUPOBAHHBIX CHCTEM JIOKYMEHTAIIHUH.
VYHuukamnus TOKyMEHTOB B OpraHU3aIl|H.

Enunas cucrema xiaccupuKanmMd W KOJUPOBAHMS TEXHUKO-PKOHOMUYECKOH H
cormanbHOM nHpopManuu (TOCH): 3amaym, coctaB, MPUHIUIIBI GYHKITMOHUPOBAHUSI.
Pa3pabotka, BHeaApeHHe U BeseHHe kiaccudukaropos TOCH.

OO6merocynapcTBeHHbIC KilaccuPpukaTopsl HH(DOpMAIUH.

MesxayHapoiHbIe CUCTEMBI Kilaccuukanuu HHGOpMaIi.

VYHuepcanbHas necsatuuHas kinaccudukanus (Y 1K).

Craryc, pynkmuu u Mecto kinaccudukaropoB TOCU B nHpOpMAITMOHHOM 00eCIICUCHUH
ynpasnenus (MOY).
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48.
49.
50.
51.
52.
53.
54.
55.

56.
57.

[Ipumenenne cucrem knaccupuxanuu v xkoaupoaHuss TOCHU B 1OKyMEHTallMOHHOM
o0ecreyeHn! yrpaBieHHs..

Pa3Butne nHpOopMaMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH U ITOSBICHNE HOBBIX BHJIOB
JIOKYMEHTOB.

[ToHATHS «3NEKTPOHHBIN JOKYMEHT» U «JJOKYMEHT B 3JIEKTpOHHOM Buae». CTpyKTypa,
MeTaJaHHbIe U (opMaT GailyioB 3IEKTPOHHBIX JOKYMEHTOB U JIOKYMEHTOB B 3JIEKTPOHHOM
BUJIE.

Opranuzanus paboTsl ¢ 3J€KTPOHHBIMU JOKYMEHTaMH B OpraHU3alUH.
OpraHu3anlMOHHbIE M TEXHOJOTHYECKHE BOMPOCHI BHEAPEHHS M (HYHKIIMOHHPOBAHUS
aBTOMATU3UPOBAHHBIX CUCTEM YIIPABJICHUS TOKYMEHTALUEH.

Onenka (QyHKIIMOHAJIBHBIX BO3MOYKHOCTEN CUCTEMBI 3JIEKTPOHHOTO TOKYMEHTOO00pOTa B
OpraHH3aIyHy.

TpeboBaHMs K cUCTEME DIIEKTPOHHOIO JOKYMEHTO000POTa B OPraHU3aIUH.

Oransl BHEJIPEHUSI CUCTEMbI 3JIEKTPOHHOT'O IOKYMEHTO000pOTa B OpraHU3aI|H.

3amura THPOPMALUU B CUCTEME HJIEKTPOHHOIO IOKyMEHTO000pOTa B OpraHU3alHH.
Hcnonb3oBaHue  0OJauHBIX  TEXHOJIOTMH  MpPU  OpPraHMU3alUU  3JIEKTPOHHOTO
JIOKYMEHTO000poTA.

TexkcTbl MPO0JIEMHO-AHATUTHYECKUX H (MJIH) NPAKTHYECKHX y4eOHO-NPOdecCHOHAIBHBIX

3ama4
1.
2.

8.

9.
3.2.3.

OdopmuTe npuriameHue napTHepaM Ha BBICTaBKY MPOYKIIHUH.

Odopmure mpoekT mpukaza o0 yTBepkaeHUM WHCTpyKIMHM MO JEIONPOU3BOJCTBY B
OpraHH3alH.

Odopmure TenepoHorpaMmy O HEOOXOJUMOCTH TPUCYTCTBUS PYKOBOIUTENS Ha
CIIEYIOIINN JE€Hb HAa COBEIAHNUNU B II0JIBEJOMCTBEHHOM MUHHCTEPCTBE.

Odopmure AOKyMEHTHI MO pe3yjidbTaTaM MPOBENEHUS OSKCHEPTU3bl LIEHHOCTEH
JIOKYMEHTOB, XPaHSILUXCS B IPUEMHONW PYKOBOAUTETIS.

CocTaBbTe JOKYMEHT, (pukcupyromuii (akt oOHapyKeHHsS BCKPBITOIO KOHBEpPTa B
NOCTYNUBILIEH B OPraHU3aL1I0 KOPPECTIOHIEHIUH.

CocraBbTe MPOTOKOJI 3aceAaHus pabouelt TPyYIIIbI 10 BOIIPOCY BHEAPEHUS B OpraHU3aI[|H
CUCTEMBI MEHEIPKMEHTA KaueCTBA.

Odopmure KOMIUJIEKT JOKYMEHTOB O KOMAHIUMPOBAHHUU JTUPEKTOpa (UPMBI IO
ciyxeOHbIM BoripocaM B T. C.-ITetepOypr.

3aJOKyMEHTUPYHTE peEIIeHHuEe PYKOBOAMUTENSI O BHEJPEHUM B OPraHU3ALUU CHCTEMBI
MEHEIKMEHTA KaueCTBa.

OdopmuTe KOMILIEKT JOKYMEHTOB IIpU IpUEMe COTPYAHHUKA Ha paboTy.

Metoauyeckue MaTepHaJbl, ONpeeJsilOIHe NPOUeAYPbl OLEHMBAHUS 3HAHUIA,

YMeHHii, HABBIKOB B X0/l€ IPOMEeKYTOYHOM aTTecTauuu

Ilpouenypa oneHnBaHus 3HAHUII (TeCT)

[pemiaraemoe KOJIMYECTBO 3aJaHHUI 20

IMocnenoBaTenbHOCTH BEIOOPKH OmnpepeseHa 1o pasaesiam

Kpurepun onenku - IPaBHJIBHEII OTBET HAa BOIPOC

«5» ecin npaBuibHO BhITIOTHEHO 90-100% TecToBhIX 3aqaHui

«4» ecin npaBUIbHO BhITIOTHEHO 70-89% TecTOBBIX 3a1aHuit

«3» ecin MPaBHIBHO BBITIOTHEHO 50-69% TecTOBBIX 3a1aHuit
IIpouenypa oneHuBaHust 3HaHUi (YCTHBI OTBET)

[Ipenen pnuTenbHOCTH 10 muHYT

[IpennaraeMoe K0JU4YECTBO 3aJaHUI 2 Bompoca

[NocnenoBaTenbHOCTH BEIOOPKH BOTIPOocoB u3 | CiywaiiHas
KKIO0r0 pasnena
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Kputepuu onienku - TpeOyeMbIil 00bEeM U CTPYKTypa

- U3JI0XKEHNE MaTeprana 6e3 paKTHIeCKUX OMNOOK

- JIOTHKA W3JI0KEHUS

- UCTIOJIB30BaHUE COOTBETCTBYIOMIEH TEPMHUHOIOTHH

- CTHIIb PEYH U KYJIbTYpa peuH

- o00P MPUMEPOB MX HAYIHOW JINTEPATYPHI M MIPAKTUKA

«5» ecmm Tpe60BaHI/I$I K OTBCTY BBIIIOJIHCHBI B ITIOJJHOM o0BeMe

«4» ecm B IICJIOM BBIIIOJTHCHEI Tpe6OBaHI/IH K OTBETY, OAHAKO €CTb
HeOOJIbIIINEe HETOYHOCTH B U3JI0KEHHH HEKOTOPBIX BOIIPOCOB

«3» ecmm Tpe60BaHI/I$I BBITIOJIHEHBI YaCTHUYHO — HE BBIJACPIKAH O6’beM, €CTh

(hakTHUeckne  OMMOKWM, HapyIleHa JIOTHKa  W3JI0XKEHH,
HEI0CTaTOYHO HMCIIOJIB3YETCSl COOTBETCTBYIOIIAS TEPMUHOIOTHI

IIpouenypa ouneHuBaHMs yMeHHMI M HABBIKOB (peLICHHE NMPOOJIEMHO-AHATUTHYECKUX H
NPAKTHYECKUX YueOHO-TTpodecCHOHATBHBIX 3a1a4)

IIpennaraemoe KOJWYECTBO 3a1aHUM 1
[TocnenoBaTesIbHOCTh BHIOOPKH CrnyyaiiHast
Kpurepuu oneHku: - BBIJICJICHHE U IOHUMaHHe TPOOIEeMBI

- yMeHHe 060011aTh, COMOCTABIATh PA3IHYHBIE TOUKH 3PEHUS

- OJIHOTA MCTIOJIb30BAHMSI HICTOYHUKOB

- HAJIMYMe aBTOPCKON MO3ULIUK

- COOTBETCTBHE OTBETA MTOCTABIIEHHOMY BOTIPOCY

- WCIONB30BaHHUE COIMAJIBHOTO OmbITa, MaTtepuanoB CMU,
CTaTUCTHYECKUX JAHHBIX

- JOTHYHOCTbH U3JTIOKCHHUS

- YMCHHE cIeNaTh KBATH(QUIIUPOBAHHBIC BBIBOIBI 1 000OIICHHUS C
TOYKH 3PCHUS PelIeHUs MPo(ecCHOHATBHBIX 3a1a4

- YMEHHUE MPUBECTHU IIPUMEP

- OTI0pa Ha TEOPETUIECKHUE TTOTOKESHHSI

- BJIAJICHHE COOTBETCTBYIOIIEH TEPMUHOIOTHEN

«5» ecim TpeOOBaHMUs K OTBETY BBIMOJIHEHBI B TIOJTHOM 00BbeMe

«» ecm B IIEJIOM BBIMOJHEHbI TPeOOBaHUS K OTBETY, OJHAKO €CTh
HEOOJbIINE HETOYHOCTH B H3JIOKEHWH HEKOTOPBIX BOIMPOCOB.
3arpynHsaeTcs B (OPMYJUPOBAHUW  KBaTU(PUIIUPOBAHHBIX
BBIBOJIOB M 0000IIEHMIT

«3» ecnu TpeOOoBaHMs BBITIOJHEHBI YACTHYHO — MIBITAETCS 000CHOBATH CBOIO
TOYKY 3pEeHHsS, OJHAaKO CJab0 apryMeHTHpPyeT HaydHbIC
MOJIOXKCHUS, TPAKTHYCCKH HE CHOCOOCH  CaMOCTOSTENBHO
c(opMyNIHpPOBaTh BBIBOABI M OO0OOIMICHWS, HE BHIUT CBS3b C
PO ECCUOHATBHON NEATETBHOCTHIO

4. Y4eOHO-MeTOAMYECKOE U MATEPHAJBLHO-TEXHHYECKOe obecneyeHue TUCIHMIIINHBI
(Moxyis)
4.1. JneKTpOHHBbIE YYeOHbIe U3IAHUS
1. T'pozoa, O. C. Jlenompou3BoacTBo : yuebHoe mocobue ans By30B / O. C. ['po3oBa. —
a. e wusn. — Mocksa : U3natenscTBo FOpaiit, 2021. — 131 ¢. — (Briciee o6pa3oBanue). —
ISBN 978-5-534-15964-6. — TekcT : anekTpoHHbIH //O0pa3oBaTenbHas miatdopma
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/539522
2. Ilysanoa, H. H. OcHOBBI 1e100pOon3BOJICTBA. SI3BIK CIIy’)KEOHOTO TOKYMEHTA : YUeOHHUK IS
By30B / H. H. IllyBanosa, A. FO. BanoBa ; mox obmieit penakiueit H. H. IllyBanoBoit. — 3-¢
u31., nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2021.— 355 c. — (Briciee
obOpazoBanmne). — ISBN 978-5-534-20343-1. — TekcT : anektpoHHbIH // ObpazoBaTenbHas
iatgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/557983

4.2. DjeKTpOHHBIE 00pa30BaTeIbHbIE PECYPChI

1. DnexTponHas oOpazoBarenbHas mwiatGopma KOpaiit. s By30B U cCy30B[ DIEKTPOHHBIN pecypc].

— URL: https://urait.ru/
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http://www.iprbookshop.ru/74718
http://www.iprbookshop.ru/9566.html

4.3. CoBpeMeHHbIe NPo(deccHOHAIbHBbIE 0a3bl JaHHBIX U HH(POPMAIMOHHBIE CIPABOYHbIE
CHCTEMBbI

OOyuarommmMcest obecriedueH gocTyn  (YOAJICHHBIM JOCTYN) K HIDKE CIEAYIONUM
COBPEMEHHBIM PO ECCHOHATBLHBIM 0a3aM JTaHHBIX U HHPOPMAI[HOHHBIM CIIPABOYHBIM CHCTEMaM:

1. Cucrema nnhopmanoHHO-TIPaBOBOro odecneueHus «l apanT». [ DNeKTPOHHBIN pecypc].
— URL.: https://www.garant.ru/products/ipo/

4.4, KoMnJIeKT JIUIEH3HOHHOT0 ¥ CBOOOHO PACIPOCTPAHSIEMOT0 IPOrPAMMHOT0
o0ecrneyeHusi, B TOM YHUCJIe 0T€YeCTBEHHOI0 MPOU3BOICTBA

1. JIuneHsnoHHOE MporpaMMHOE obecreueHue: oneparronHas cucrema Microsoft Windows,
naket opucHbIx npunoxenuit Microsoft Office.

2. CB00OJIHO pacmpoCTpaHsIeMOe IPOrpaMMHOe oOecTiedeHre: CBOOOHBIC TTAKeThl OPUCHBIX
npuioxenuit Apache Open Office, LibreOffice.

4.5. O0opynoBaHHe ¥ TeXHUYECKHE CPeICTBA 00yUeHHus

Jns peannzanuu  JTUCHMIUIMHBL (MOJYJsl) HCIOJB3YIOTCS Y4eOHBIE ayIUTOPHH IS
MIPOBEJCHUSI YUEOHBIX 3aHATUH, KOTOpBIE OCHAIIEHbl OOOpPYIOBAaHUEM U TEXHUYECKUMU
cpeacTBaMu OOy4YEeHMs, U MOMEUICHUS IS CaMOCTOSTENbHON paboThl 00yUYaIOIIUXCs, KOTOpPhIE
OCHAIIEHbl KOMIBIOTEPHONH TEXHUKOW C BO3MOKHOCTHbIO MOJKIIOYeHMs K cetu «HTepHeT» u
o0ecredeHbl JOCTYIOM B 3JIEKTPOHHYIO WH(GOpPMaIMOHHO-00pa3oBarensHyo cpexy HOY BO
BCHUDM. Jlonyckaercs 3ameHa 000py/I0BaHUS €r0 BUPTYaIbHBIMH aHAJIOTaMHU.

OcHaleHHOCTh y4eOHbIX ayAUTOPHIi 115 NPOBeAeHHs
Y4eOHBIX 3aHATHIl U MOMeIIeHU A1 caMOCTOoATebHOI
padoThl 060pyI0BAHNEM M TEXHHYECKHMH CPeICTBAMHU

o0yyeHus
VYueGHBIE  ayAWTOpUM A NpoBeAeHHs | YueOHas ayIMTOpUs YKOMIUIGKTOBAaHA CIIELUaIM3UPOBAHHON
y4YEeOHBIX 3aHATHH MeOelblo, OTBEYarolmlell BCEM YCTAHOBJICHHBIM HOpPMaM U

TpeOOoBaHUsIM, 00OPY/IOBaHHEM M TEXHUYECKUMH CPEICTBAMHU
o0y4enust (MOOMIIbHOE MYJIbTUMEIMHHOE 000pyI0BAHHE).
[Tomemenune it caMOCTOSITENBHON paboThI [Tomemenne  OCHAIIEHO  KOMIIBIOTEPHOH  TEXHUKOH  C
BO3MOXXKHOCTBIO ~NOAKIIOUEHHs K cetd «lMHTepHeT» W
obecrieueHneM J0CTyna B JJIEKTPOHHYIO HH(POPMAIMOHHO-
obpazoBatenbhyto cpenxy HOY BO BCUOM u k OBC.

* HoMmep KOHKpETHOH ayIUTOpUM yKa3aH B IpHKa3e 00 ayIUTOpPHOM (OHJIE, PacHHCaHWW YYEOHBIX 3aHATHH U
pacIcaHuy IPOMEKYTOYHON aTTeCTalny.
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http://www.iprbookshop.ru/
http://elibrary.ru/defaultx.asp
http://cyberleninka.ru/
http://window.edu.ru/
http://fcior.edu.ru/
http://dic.academic.ru/
https://www.garant.ru/products/ipo/
http://www.base.spinform.ru/index.fwx
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