Pa6ouyasi nporpamma qucuunannbl (moayJsi) « MupopmanuonHoe odecnevyeHune
ylpaBJjieHUs OPraHu3auMein, BKIKYas OlleHOYHbIE MATEPUAJIbI

1. TpeOoBanus K pe3yabTaTaM 00y4eHHs N0 JUCHUILIHHE (MOYJII0)
1.1. IlepeyeHb KoOMIeTeHIHIi, (POPMUPYEMBbIX TUCHMIUIMHOW (MOayJeM) B mpolecce
OCBOCHHS 00pPa30BATEJIbHOI IPOrpaMMBbl

I'pynna komnereHumii Karteropusi komnereHumni Koabl U coaep:kaHue KOMIeTeHIUI
YHHUBEpCaIbHBIC - -
OobmenpodeccroHaIbHbIC - -
[Ipodeccronanbhbie IK-1. Cnocoben (dopmupoBaTh

BO3MOXHBIC peuieHusa Ha OCHOBC
pa3p360TaHHLIX IJisT  HHUX  HOEJIEBBIX
I1oKa3aTeJicu

1.2. KoMmereHHHM ¥ HHIMKATOPbI HX JOCTHXKeHHsI, (POPMHPYEMBIX TUCHMILIAHON
(MoaysieM) B mpouecce 0CBOEHUsI 00pa3oBaTeJIbLHOI MPOrPpaMMbl

Kon Kon unaunkaropa
ConepxaHue HHIAKATOPA KOMIIETEHIIHH
KOMIIETEHIIHH KOMITETEHI[HH
IK-1 IK-1.3 OdopmiisieT pe3ynbTaThl aHalW3a C MNPUMEHCHHEM HHGOPMAIIMOHHBIX
TEXHOJIOT Uil

1.3. Pe3yabTaThl 00y4eHHUs M0 AUCHUILIMHE (MOIYJIIO)

Heap u3yyeHHs AUCHUILUIMHBI (MOAYJsl) — W3yYeHUE TEOPUUM M TPAKTUKA OCHOB
MIOCTAaHOBKH JOKYMEHTOOOOpPOTa B OpraHU3alli¥, a TAKKE pa3BUTHUC HABBIKOB BEICHUS
JIOKYMEHTAITUH.

B pesynbrare u3ydeHus: AUCIUILIMHBI (MOJIYJIS1) OOYYAIOIIHICS JOKEH
3HATh:
® OCHOBHBIC IIPUHIIUIIBI OPTaHU3AIMH JCTONPOU3BOJICTBA U IOKYMEHTOO00POTA;
L] OCHOBHBIC ITOHATHS JIOKYMCHTaHI/IOHHOFO O6€CH€‘I€HI/I$[ praBJ'IeHI/Iﬂ;
yMeThb:
e paspabarbIBaTh MPOEKTHI OPTraHU3AIMOHHBIX U PACTIOPATUTENBHBIX TOKYMEHTOB;
e 0(hOpMIATh JTOKYMEHTBHl B COOTBETCTBHHM C TPEOOBAHMSIMH TPa)KAAHCKOTO, TPYAOBOTO
3akoHoaarenbcTBa Poccniickoit denepanuy M JIOKAIBHBIMH HOPMATHBHBIMM aKTaMU

OpraHu3aluy;
BJIA/JETh.
e BJIQJICHHEM HaBbIKaMu cOopa, 00paboTku MHGOPMAMU U y4acTHsl B MH(OpMaTU3aLUN
JESTEIIBHOCTH;

® HaBBIKAMU JIOKYMEHTAJIBHOTO O(OpPMIIEHMS pPELICHWH B YNpaBIEHUH ONEpanlMOHHON
(TPOM3BOACTBEHHOMN) EATEIBLHOCTH OpraHU3aLui;

e HaBbIKaMU aHanM3a HMHPOpPMauU O (YHKIMOHUPOBAHUH CHCTEMBl BHYTPEHHETO
JIOKyMEHTO000pOTa OpraHu3alny, BeeHus 0a3 JaHHBIX 110 PA3JIMYHBIM ITOKa3aTeNsIM 1
dopmupoBaHus HH(MOPMAIIMOHHOTO OOECHeueHus] YYaCTHUKOB OpraHU3aI[MOHHBIX
MIPOEKTOB.

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

Buowt yueonoii pabomot Dopmul 00yuenus
Ounas Ouno- 3aounasn
3aounasn

O0mas TPy10eMKOCTh: 3a4ETHbIE eIMHUIIBI/Yachl 3/108
KonTtakTHas padora: 48 36 14

3aHATHS JIEKITMOHHOTO THITA 16 16 6

3aHATUS CEMUHAPCKOrO THIA 32 20 8
KoncyabpTanuu 0 0 0
IIpoMeskyToUHasi aTTeCTAIMA: 3a4EeT 0 0 4
CamocrositensHas padora (CP) 60 72 90

Ilpumeuanusa: 3a4eT, 324€T C OLIEHKOH M0 04HOI (popMe 00yueHUsI IPOBOIUTCA B paMKax 3aHATHN
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ceMHHapcKoro tuna. B yueOHOM miiaHe yackl HE BbIIETICHBI.
2.2. Temsl (pa3aesibl) AUCHUILIHHBI (MOYJIs) ¢ YKa3aHHEM OTBE€HHOT0 HA HUX KOJIHYeCTBA
4acos 1o (popMam 00pa3oBaTeJIbHOM 1eATEILHOCTH
Ounas popma 0dyuenus

Bujnbl yue6Hoii padoTsI (B yacax)
KonTakTHas pabora
Ne | HaumeHoBanue TeM 3ausTus
3aHATHS CEMHMHAPCKOTO THIIA
n/n | (pa3aesnoB) JEKIIMOHHOT0 THIIA Cp
JI Hubie I3 C JIP HNnblie
1. OOBEKT W TpeaMer 2 4 12
JIICTIUATUIAHBI
2. HopmaTtuBHas ~ 0aza 2 4 12
JIETIONPOU3BOJICTBA B
OpraHH3aIIH
3. Opranuzanusi pabdoOThI 4 8 12
C TOKyMEHTaMH
4, TexHonorun paboTHI ¢ 4 8 12
JIOKYMECHTaMH
5. CucreMbl 4 8 12
JIOKyMEHTAluU
Ouno-3aounas gpopma obyuenusn
Buabl yueOHoil padoTsl (B yacax)
Ne | HaumeHnoBanue Ttem Kouraxrnas pabora
3auaTus
n/n | (pa3genos) 3aHATHSA CeMMHAPCKOI0 THIIA Cp
JIEKIIMOHHOT'0 THIIA
JI Hubie 3 C JIP HNubie
1. OOBEKT W TpeaMeT 2 4 12
JMCUHILIHHBI
2. HopmaTtuBHas  6a3a 2 4 12
JIeTIONIPOU3BOJICTBA B
OpraHu3aiu
3. Opranuzanust paboTHI 4 4 16
C IOKYMEHTaMH
4. TexHonoruu paboTHI € 4 4 16
JIOKYMEHTaMH
5. Cucremsl 4 4 16
JIOKYMCHTAIHH
3aounan popma odyuenun
Buabl yue6Hoii padoThl (B yacax)
Ne | HaumeHoBaHue Tem Konrakruas padora
3auaTus
n/n | (pa3aesion) 3aHATHS CeMHUHAPCKOI0 THIIA Cp
JIEKIIMOHHOT'0 THIA
J HUnblie 3 C JIP Hnble
1. OOBeKT W TpeaMer 1 1 18
JMCIUIUIMHBI
2. HopmartuBHast ~ 06a3a 1 1 18
JIeTIONIPOU3BOJICTBA B
OpraHu3aiiu
3. Opranuzanust paboThI 1 2 18
C JIOKYMEHTaMHt
4. Texnonoruu paboTHI C 1 2 18
JIOKyMEHTaMH
5. Cucremsr 2 2 18
JIOKyMEHTAIMH
Ilpumeuanusn:

JI — nexuun, I13 — npaktuueckue 3anatusi, C — cemunapsl, JIP — nmaboparopusie padotsr, CP —

caMOCTOSTeNIbHAs padoTa.

2.3. Conepxxanue AMCHUILUIMHBI (MOYJA), CTPYKTYPHPOBAaHHOEe MO TeMaM (pa3ienam) u

BHJIaM padoT
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Conep:xaHue JeKIIMOHHOTO Kypca

HaumenoBanue TeM (pa3aesos)

Copnep:xaHue JIEKIUOHHOTO Kypca

OOBEKT U MpeaMeT AUCITUTUTHHEI

OO0BexT U penMeT TucIUIDIHE « MTHpOopMannoHHOE obecniedeHre
ynpasiieHuss — opraHuzauuei».  Ilpenmer u  coxepikaHue
gucuuiuivHel. Ilens M 3afa4M  AMCHUILIMHBL B3auMoOCBs3h ¢
IpyruMHu  JuciumimHaMy. Pomb mH(OpManmm B COBpEMEHHBIX
oOmecTBeHHBIX ~ OTHOmIeHMsX.  CpencTBa  MaTepualn3aliu
nundopmanmn. bazoBas  TepMuHONIOTHMA,  HUCMOJB3yemas B
n3naraeMoi TucuuIuInge. Fictopus pa3BUTHS CITyKO JOKyMEHTAIUN
B Poccum: mpuxasHoe — JeNONPOU3BOACTBO,  KOJUIEKCKOE
JIeTIONPOU3BOICTBO, TepMuHONOrHs, Hcnonb3yeMasi mpu padore ¢
JokyMeHTaMu. IIpaBoBOM, yNpaBICHYECKMH M HCTOPUYECKUN
aCIIeKTHI B OIpeJIeJIeHUuH ToKyMeHTa. HpopManmoHHas CyIIHOCTb
JIOKYMEHTa M €ro HENOCPEACTBEHHAs CBsA3b C MAaTepHAIbHBIM
HocuTeneM. JIOKyMeHTHl OQUIMaIbHBIC (CIyKeOHBIC), JHMYHBIC
(mepcoHaNBHBIC) W JIMYHOTO  TPOMCXOXKACHHUS.  J[OKyMEHTHI
PYKOIHCHBIE H MU3TOTOBIEHHBIE C TIOMOLIBIO TEXHUUYECKUX CPEICTB.
«ONEeKTpoHHOE» JOKyMeHTHpoBaHHE. IloanyHKIIMOHAIBHOCTD
JIOKYMEHTa M COCTaB (hYHKIIHH.

HopmatuBHast 0aza

ACIOIIPOU3BOACTBA B OpraHU3allnu

3akoHOJaTeNpHOE peryiupoBanue aenonpousBoactBa EI'CIH u
OCHOBHBIC ce HanpaBJICHUA. HOpMaTI/IBHO- METOAHUUYCCKOEC
perynupoBaHue AEI0NPOU3BOICTBA. I 0Cy1apCTBEHHBIE CTAHIAPTHI,
X pojib M 3HaYeHHe(CTaHAApTH3alusA). THIOBas MHCTPYKIUS IO
JICJIONPOU3BOACTRY. YHHUDUIIUPOBAHHBIC CHCTEMBI JIOKYMCHTAIHH.

Opranuzanus paboTsl
JOKyMEHTaMH

C

OCHOBHBIC TIPHHIMIIBI OpraHU3alMd PabOTHl € JOKYMEHTaMH
ITonsTue OpraHu3aIu paboTs! c JIOKYMEHTaMH.
JlokymenToo00poT. OCOOEHHOCTH OpraHu3allid W BEICHHSA
JOKyMEHTOO0OpOoTa Ha TOCYAAapCTBEHHOW ¥ MYHHIHIIATbHON
ciry’k0e. OCHOBHBIE TOJIOXKEHHUS 1O pa3paboTKe, BHEIPEHHUIO U
9KCIUTyaTallil  AoKyMeHTooOoporta. Mcmonb3oBanne OnaHKOB,
(hopmyspoB ¥ abIOHOB B JOKyMeHTO0OOpoTe. OpraHn3anoHHast
CTPYKTypa IepcoHasa, 00ecreunBaronero paboTy ¢ J0KyMEHTaMH.
Buppt  pabor ¢ nmokymeHTamu. ['pynmbl  IOKyMEHTOB B
JIOKyMEHTaI[HOHHOM oO0ecrieueHnn. DTanbl 00pabOTKU BXOJSIIMX
nokymeHTOB. IlepBnunas o00paboTka BXOJAIMIUX JOKYMEHTOB.
IIpunsATHE  YNpPaBICHYECKOTO  pPELIEHHA 10  KOHKPETHOMY
nokyMmeHTy. O0paboTka OTIpaBIsIeMBIX JTOKYMEHTOB. Peructparus
JIOKYMEHTOB. Dopmbl perucTpanun JIOKYMEHTOB:
LEHTpaIN30BaHHAs, JEleHTpaan30BaHHas, cMemanHas. KoHTpois
UCTIOJIHEHUS JOKYMEHTOB.

TexHonornn paboTsl
JOKyMEHTaMH

C

Orarnsl 1 NOPAJIOK ABMXKEHUs TOKyMeHTOB. OpraHn3aims padoTsl ¢
MOCTYNAIOMNMK  («BXOAAIIMMH»)  JOKyMeHTaMH.  [lopsmox
OpraHm3anyy paboThl C  OTIPABIAEMBIMH  («HUCXOISIIIMUY)
JokyMmeHTamu. [lpaBuia opraHusanmuu paboThl C BHYTPEHHHMH
JoKyMeHTamMH. llemn W OCHOBHBIE TIPHHIUIBI PETUCTPALIUU
JMOKyMeHTOB. Ha3zHaueHme ® BHABI HOMEHKJIATYPHl  JIEN.
TpeboBanus, MpeapSIBISEMbIE K COCTABICHHIO U 3alOJHEHHUIO
(hopMBI HOMEHKJIATYpHI Jen opraHu3anmuyd. CpoKn XpaHEHHUS Jel.
OTBETCTBEHHOCTh 32 COXPAaHHOCTb JOKyMeHTOB. IloHsTne
«KCIIepTH3a EHHOCTH JOKyMEHTOBY. HopMaTnBHO-MeTOANYIECKIE
U TEOPETUYECKHUE OCHOBBI IPOBEACHUS HKCHEPTU3Bl LIEHHOCTU
JokymeHtoB. IlpaBuna mnepemauu Jen Ha XpaHEHHE B apXUB.
Jokymenroobopor Ha komnbioTepe OCOOCHHOCTH MOJydYESHHUS
(hakcUMMIIBHOTO COOOIIeHNsT Ha KomibioTepe. [IpemmyinecTsa
nepeaayd JOKyMEHTa C KOMIIbIOTepa Ha KOMIIBIOTEP. Y CTAHOBKA Ha
KOMIBIOTEPE CHEIMAIbHO BbIIEIEHHOMN MaNKy Al MOCTYy N a0 MUX
(hakcos. IlpemmymecTBa anekTpoHHOI mouthl. Jloctyn k Internet.
Cuctema peructpanui W KoHTposs. I[louck moxkymenra. baza
JIaHHbIX. BpITIONIHEHNE NeWCTBUM MPHU MOJTYYEHUU JOKYMEHTOB.

CucTeMbl JOKYMCHTaINU

Cucrema JIOKyMEHTAITUH. YHuunupoBaHHas cucTemMa
JIOKyMEHTAIMU. Y HU()HUIIMPOBAHHBIN TOKYMEHT. Y HUGHUITUpOBaHHAS
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¢opma. Enunas rocynmapcTBeHHass CHCTEMa JEIONPOU3BOJCTBA
(EI'C1). Enunas rocynapcTBeHHasi cucTeMa JOKYMEHTalMOHHOTO
obecnieuennst ynpasienus (E['CAOVY): npuumHbl ee co3aaHMs.
OcobOeHHOCTH PUMEHEHUS MoJIokeHnid EanHo# rocynapcTBeHHOM
CHCTEMBI JIeNIONPOU3BOACTBA B OTPACIIAX HAPOJHOTO XO3sicTBa: Ha
HNPENpUSITUAX, B OpPraHU3alUsIX U yu4pexaeHusax. MHcTpykuus no
JIOKYMEHTHPOBaHHIO yIpaBJIEeHYECKON JIeATETbHOCTH.
CrangapTuzaiys B CHCTEMax AEIONPOU3BOACTBA. JIOKyMEHTHI U UX
knaccuukanmsa. CTaHAApPTU3NPOBAHHOE OIPEICICHHE TEPMHHA
«mokyMeHT».  CmocoOBl  3akpeuieHuss  WHpOpMamuu UL
JIOKYMEHTALHOHHOTO HCIOIb30BaHUA. Pecypchl HCNONIB30BaHHSA
JOKyMeHTa. MHOro()yHKIIMOHATIBHOCTh JOKYMEHTa. JJOKyMEHT Kak
IpeaMeT U pe3ynabTat Tpyna. OCHOBaHUS I CO3/AaHUS TOKYMEHTA.
Yundukauus  goxkymeHtoB. Ilonstue o  kiaccupuKanuu
nokymeHToB. llenp kmaccudukamuu 1OKymMeHTOB. [lpusHaku
Ki1accuukanum JOKYMEHTOB. Bwuusl nokymenrtoB. [lonsTue
pekBH3HTa JTOKyMeHTa. Buabl pexBusuros. [IpaBuna odopmienus
PEKBH3HUTOB JIOKyMeHTOB. Dopmynsip-oOpaszen. binank nokymeHTa.
Buner 6nankoB. TpeboBanus k OmaHkaM TOKyMeHTOB. LI1aGmoHEL.
Cucrema  OpraHM3allMOHHO-PACIOPAJUTENBHON  JOKyMEHTAalMU
IonsTHE u Ha3HauYeHHE CUCTEMBI OpraHU3alMOHHO-
pacnopsaauTenbHON JOKYMEHTALlUU. OpraHu3anroOHHbIE
JOKYMEHTBI, HMX Ha3HA4eHHWE M BHJIbBL. YCTaB MPEAIPUATHS.
JomxnoctHas uHcTpykuus. [lomoxxenue. LlltatHoe pacnucaHue.
IIpaBuna BHYTpEeHHET0 TPYAOBOTO pacnopsaka. PacropsanTensHbie
JIOKYMEHTBI, HUX Ha3HauyeHHe u BuAbl. Cxema MOJArOTOBKU
pacnopsauTenbHbIX JOKYMeHTOB. IIpuka3. Beimucka u3 mpukxasa.
Pacnopsxenue. Ykasanue. Pemenue. IlocranoBienue.

Coaepxanu

€ 3aHAATHI CEMUHAPCKOI0 THIIA

HaumenoBanue Tem (pa3jaeson)

Tun Coaep:xkanue 3aHATHI CeMHHAPCKOr0 TUIIA

OOBEKT ¥ peMET JUCITUTLTIHEL

C TekcroBoe, TEXHUUECKOE JIOKyMeHTHpoBaHue. doTto-
JIOKYMEHTHpOBaHMe. KWHO-ITOKyMEHTHpOBaHHE, OO0JIaCcTh
npuMeHEeHHs. MaTepuaibHble HOCUTEIH UHPOPMAIIUH U HX
kiaccudukanms. JlokymeHTHpoBaHHas uHpopmanus u ee
cBoiictBa. IOpuamueckas cuia — OCHOBHOE CBOWMCTBO
JIOKyMEHTA. IOpunudecknn  3Ha4YMMBlE  PEKBU3UTHI.
OpUrMHANBHOCTH, OJUTMHHOCTh U KOMUHHOCTh IOKYMEHTOB.

HopmartuBHas 6aza

JACJIONMPOU3BOACTBA B OpraHu3alin

C 3aKOHOJATENFHOE ~ PETYIHUPOBAHHE  JIEJOMPOU3BOJICTBA
EI'CA wu ocHoBHble ee HampasieHHs. HopmaTtusHO-
METOIMYECKOE peryaupoBaHue JIEITOTIPON3BO/ICTBA.
l'ocynapcTBeHHBIC CTaHIIAPTHL, 175: poib u
3HavYeHWe(CTaHmapTu3amus). TumoBas WHCTPYKIHS —II0
JIEIIOTIPOU3BOICTBY. YHupuUIupoBaHHEIE CUCTEMBI
JokyMeHTauuu. HopMaTHBHBIE AOKYMEHTBI HO TPyAy H
OXpaHe Tpyja.

Opranuzanus paboTsI
JIOKYMEHTaMH

C

C Pabora ¢ cucTemoil 37IeKTPOHHOTO JOKYMEHTOOOOpOTa Ha
rocyapcTBeHHOU ciyk0e. Mcnonp3oBanue miabioHOB IS
hopmupoBaHus JIOKYMEHTOB Ha KOMIIBIOTEPE.
Hcnonp3oBanne B KOMIBIOTEpE OJAHKOB JIOKYMEHTOB.
Co3nmanne  ONaHKOB  JIOKYMEHTOB B KOMITBIOTEpE.
[IpumeHeHne PEKBU3UTOB JOKYMEHTOB. YUET BapHaHTOB
pacrosioxeHus: pPeKBU3NTOB. IIpuMeHeHHe COKpaIEHHBIX
Ha3BaHMM.

TexHonoruu paboTsl
JIOKYMEHTaMH

C

C [Mouck ngokymenTa. baza nanueix. BeinmongHenue neicTBuit
Ipy TMOJIyYeHUU JOKyMEHTOB. BanoBas Hymepanusl.
Peructpupyemble ¥ HEperucTpupyemble  JTOKYMEHTBI.
Caenenus B perucTpanoHHOM KapTOuKe IS
MHOT0AaCleKTHOro moucka. @opMa perucTpaluoOHHON
KapTOYKH. 3alOJIHCHWE PETUCTPAllMOHHOH  KapTOUKH.
KoHTponb 3a HCIoJIHEHHEM TOKYMEHTOB. Buabl KOHTpOJIS.
OTYETHOCTH 0 KOHTPOJIE.
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CucrteMbl JAOKYMCHTalluu

C Hasnauenne u  OCHOBHBIE BHUABI  HWH(OPMALMOHHO-
CIpPaBOUYHBIX JOKyMeHTOB. AKT. IIpotokon. [loknmanHas
3amucka. OObsicHuTenbHas 3amucka. Crpaeka. Jlokian.
Tenerpamma. Tenedonorpamma. Ilucemo. Dopmyisip
nucbMa. Buapl  mucem.  ConpoBOAHUTENbHOE MHUCHMO.
[MuceMo-npurnamieHue. WndopmannonHoe MHUCHEMO.
Pexnamuoe  mucemo.  IIucemo-usBemenue.  Ilucemo-
noareepxkaeHue. [luceMo-nanoMmuHanue. ['apanTuiiHOE
nuceMo.  ITucemo-mperensus.  IluceMo-otBer.  Pakc.
JOKYMEHTBI 110 JINYHOMY COCTaBY U UX OCHOBHBIE BUJIBL.

CojaepkaHue caMOCTOATEIBLHOM padoThI

HaunmenoBaHnue TeM (pa3jiesoB)

Copep:xaHue caMOCTOATEIbHOMH PadoThI

OOBEKT U NpeaAMET AUCHUIIIINHBI

[oHsATHS «IOKYMEHTUPOBAHUEY», «CPEICTBA JOKYMEHTHPOBAHUS,
«CHOCOOBI  JTIOKYMEHTHPOBaHUS».  TEKCTOBOE,  TEXHUYECKOE
JOKYMEHTHUPOBaHUE. DOTO-T0OKYMEHTHPOBAHHE. Kuno-
JOKYMEHTHPOBaHHe, O0NacTh NpUMEHEHHsA. MaTepHalbHbIe
HOCHTEIM MHPOPMALIUH U UX Kiaccupukanus. JJokyMeHTHpOBaHHAs
uHpopMauus U ee cBoiicTBa. lOpuamueckas cuia — OCHOBHOE
CBOMCTBO JOKyMeHTa. HOpumuyecku 3HAYMMbIE PEKBU3HTHI.
OpHUTHHAJIBHOCTh, MOMJIMHHOCTP W KONUHHOCTH JIOKYMCHTOB.
IOpuanyeckas cuna xornuit u tenedakcos. HoTapuanbHble KOIHH.
[MopymuuHBlE ¥ TOJUIOKHBIE  JOKyMeHTHl.  Kiaccugukanus
JOKYMEHTOB 110 pa3iIW4YHBIM MpPU3HAKAM B 3aBUCHMOCTH OT
COZIepIKaHUsl, HAMMEHOBAHHUSI, TI0 CTENEHH YHUPUKALIMH U Jp.

HopmartuBHas 6a3a
JIeNONIPOU3BO/ICTBA B OpraHU3aIuN

HopmartuBHbIE JOKYMEHTBI 110 TPYLy U OXpaHe Tpyna. HazHauenue
9KCHepTHON ciayx0bl. CocTaB 3KCIEPTHOU CITYKOBI. DKCIEPTHO-
npoBepouHas KoMmuccus. lLleHTpajpHas OSKClepTHas KOMHCCHSI.
OKCHepTHO-METOANYECKass KoMHccHA. LleHTpanbHas 3KCIepTHO-
npoBepouHast Komuccus. DyHknum komuccuil. Pabora wieHOB
komuccuii. HampaBnennss pa®oThl  AKCIIEPTHO-METOANYECKUX
KOMHCCHH TOCYIapCTBEHHBIX apXWBoB. Pabora IEHTpaIbHOMH
9KCIIEPTHO-TIPOBEpOYHO ~ Komuccun  PocapxuBa.  Ilepeunmn
nokymeHToB. CraThs mepeuns. Cxema KiacCH(UKaIWU HEPEeUHS.
ITouck crareit. Ilpunoxenust nepeuns. Ilpumedanuss B nepeuse.
Ob6o6mtarontue TepMuHBI tepeyHs. Croco6s! 0TO0pa TOKYMEHTOB Ha
xpaHeHue. [ pynibl JOKYMEHTOB 0CiIe UX 0TO0pa.

Opranuzanus paboThI c
JIOKYMEHTaMU

®opmupoBaHHe H O(QOpPMIICHHE eIl Ilonsate o «uenex.
Homenknarypa  men.  CocraBieHHE  HOMEHKJIATYpHl  JIe.
®opmupoBanue aen. [lpuzHaku 3aBeneHus JieJ: HOMHUHAJIbHbBIN,
MIPEeIMETHO-BONIPOCHBIH, ABTOPCKHIA, KOPPECIIOHIEHTCKUH,
reorpauUecKuii, XxpoHoiorndeckuil. [IoAroTOBKa JTOKYMEHTOB K
rnepenaye Ha AapXUBHOE XpaHEHUHE. ApXUB  IpeANpUsTHSL.
OKcnepTu3a UEHHOCTH JOKyMeHToB. Kpurepuu LEeHHOCTH
JOKYMEHTOB: 3HAYUMOCTb YUPEXACHUS WM JIMLA; 3HAYUMOCTb
COJICpKAaHUS; BpeMs H MECTO OOpa3oBaHUs; IOJJIHMHHOCTE U
KOIMIHHOCTD; IOpUANYECKas cuia; TyOJeTHOCTh; TMOTJIOMIEHHOCTH
conepKaHus; (PU3WYECKOE COCTOSTHHME. OKCHEepTHAast KOMHCCHS
npeanpusaTus. Onuchk TOKYMEHTOB. M3roToBieHHe JOKYMEHTa Ha
komnbioTepe. Havano cocraBneHus u ohopMiIeHUs] TOKyMEHTa Ha
KoMIblOTepe. Y4€T B paboTe ¢ JOKYMEHTOM Ha KOMIIBIOTEpe
CTaHIapTHHIX (OPMATOB JOKYMEHTOB. BhITIOTHEHNE YCTAHOBOK IS
¢opmupoBanuss gokymenta MS WORD. Pabota ¢ cucremoit
JIEKTPOHHOTO JOKYMEHTO00OpOTa Ha TOCYAAapCTBEHHOW CiIyXOe.
Hcnonp3oBanue mabIOHOB Js (OPMHPOBAHUS JOKYMEHTOB Ha
KoMmnbioTEpe. Micronp30BaHUE B KOMIBIOTEPE OTAHKOB JJOKYMECHTOB.
Co3naHue OJNaHKOB JOKYMEHTOB B KoMmmbloTepe. [IpumeHeHue
PEKBU3UTOB  JIOKYMEHTOB. YYET BapuUaHTOB  PACIOJIOKEHUS
pekBu3HnTOB. [I[prMeHeHne COKpamEHHbIX HA3BaHUH.

TexHomOTHI paboThI c
JOKyMEHTaMH

BanoBass wymepamums. PermctpupyeMble W HEpErHCTpHpYEMBIE
nokyMeHTEl. CBeNeHHS B PETHCTPAIlMOHHON KapToyke IJis
MHOT'0aCIIEKTHOTO ToucKa. PopMa pEerucTpanioOHHON KapTOYKH.
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3amosHEeHUe ~ PErucTpaluoHHOW  kaproukd. KoHTposnp  3a
HCIIOJHEHUEM JOKYMEHTOB. Buasl koHTpons. OTué€THOCTE O
KkoHTpone. TexHonorus XxpaHeHus JIokyMeHTOB. KomupoBanue

JIOKYMEHTOB. WudopmannoHHO-cIipaBoyHas pabora o
JIOKyMeHTaM. 3aluTa JOKYMEHTOB
5. | Cuctemsl JOKyMEHTaLUH WudopmanmoHHoO-cIipaBoYHbIe  JOKyMeHTHl.  Ha3Hauenue u

OCHOBHBIE BUbI HHPOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB. AKT.
I[porokon. [lokmamHas 3ammcka. OOBACHUTENBHAS —3aIFCKA.
CmpaBka. [lokman. Temerpamma. Temeponorpamma. Ilncemo.
@opmymsap mucbMma. Bupbl mmcem. ComnmpoBOIMTENBHOE MHCHMO.
[ucemo-npurnamenne. NudpopmammonHoe mucbMo. PexmamHoe
nuceMo. IIucemo-uzBewmenue. Ilucsmo-nonreepxxaenue. Ilucsmo-
HanoMuHaHue. ['apantuitHoe  nuceMmo.  IluceMo-mpeTeH3us.
IMucemo-otBet. dakc. JIOKyMEHTHI MO JIMYHOMY COCTaBY U HX
OCHOBHBIE BUIBL.

3. OueHouHble MaTepHaJbl JJs TNPOBEAEHHS] TeKYIIero KOHTPOJIS YCIeBAeMOCTH U
NPOMEKYTOYHOM aTTecTANMU 00y4al0IMXCS N0 JUCHHILIHHE (MOY110)
[lo nucuumnimnHe (MOIYINIO) MPEIyCMOTPEHBI CIEAYIOIIME BUIbI KOHTPOJIS KadyecTBa
OCBOCHHUA:
® TEKYLIHI KOHTPOJIb YCIIEBAEMOCTH;
® [POMEXYTOYHAs aTTeCTalus 00y4YaroUINXCs [0 AUCHUIUIMHE (MOIYIIIO).
3.1 OHeHO‘{HbIe MaTepHaJibl AJd MPOBCACHUSA TeKymeii arrecrauu 1o AMCHUIIJIMHE
(Mony.110)
Ne | KonrpoJsmpyemblie TeMbl (pa3aeibl) HaunmeHoBaHMe OLIEHOYHOTI0O CpPeCTBA
n/n
1. | OOBEKT U MpeaAMET TUCIUIUIAHBI YcTHbIi onpoc, nHGDOPMAIIMOHHBIH MPOCSKT (A0KIa 1)
2. | HopmaruBHas 0a3a nenonpou3BOJACTBA | YCTHBIN ONPOC, HCCIEN0BATENbCKUIT MPOeKT (pedepar)
B OpraHu3anuu

3. | Opranuzanus paboTsl ¢ JOKyMEHTaMH | YCTHBIH ONpOC, HCCIeNOoBaTeNbCkuil npoekt (pedepar),
MHGOPMAIIMOHHBIN NPOEKT (JTOKIa)

4. | Texnonoruu paboTsI C TOKYMEHTaMHU YcTHBI  ompoc, uccienoBaTenbckuit  mpoekt  (pedepar),
MHGOPMAIIMOHHBIN MPOEKT (JIOKIa])
5. | CucteMsl TOKyMEHTAIIH VYcTHBIN onpoc, HcclienoBaTeNbckuii IpoekT (pedepar), MUHU-

TCCT
3.1.1 TunoBble KOHTPOJIbHBIE 3aIaHUS HJIM MHbIEe MATEPHAJbI, HeO0X0AMMBbIe LISl OLIEHKH
3HAHUM, YMEHHUIl, HABBIKOB U (MJIH) ONbITA AeSITEJIbHOCTH B Mpolecce TEKYlero KOHTPOJIs
yCIEeBaeMOCTH
YcrHblii onpoc
[ToHsATHE «1€T0NPOU3BOJICTBO» U «TOKYMEHTALIMOHHOE 00eCrieueHIe YIIPaBICHUS».
CymrHocTh, 3HaYeHUE U 0COOCHHOCTH MHPOPMAIIMOHHOTO 00€CTICUeHUs YIIPABICHHUS.
[TousTus nHGOPMAINK, JTAHHBIX U 3HAHU.
Posnb nndopmanuu B ynpaBieHHH.
O6mas knaccudukanys BUA0B HHPOPMALIMH, UCTIOIb3yEeMOM B armapare yrnpaBieHHs.
JlokymMeHTHpOBaHHas U 0e310KyMeHTHas HH(OopMaIus.
HNudopmaninoHHas AeATeIbHOCTh U UH()OPMAIIMOHHBIE OTHOIICHUS.
HcTounuku u notpedureny nHOOPMAaIINH.
OO11ast XapakTepUCTHKA U YPOBHU MPABOBOI'O PETYIUPOBAHUS B 00JAaCTH HHPOPMALIMOHHOTO
oOecrnievyeHus yrnpaBIeHUs.
. OCHOBHBIE HOpPMAaTHBHBIE NPABOBbIE aKThl B cepe MHPOPMAIMOHHO-TOKYMEHTALMOHHOTO
oOecrnieyeHus ynpasieHus B PO.
Keijichl (cuTyanuu 1 3ag1a4u ¢ 32IaHHBIMH YCJIOBHSIMH)
3adaua 1.
B xone nminaHOBOM NMPOBEPKHM I'OCYJApPCTBEHHOIO YHUTApPHOI'O MPEANPUSATUS BBIICHUIIOCH,
YTO JOKYMEHTBI 110 INYHOMY COCTaBY XPAHHWIIUCH B TOJABAJIILHOM ITOMEIEHUH, KOTOPBIHA 3aTOIHIIO
HaKaHyHe MpHe3/la KOMUCCHH, TOKYMEHTHI MIPUIIUIA B HETOJHOCTh. TEKCT Pa3MBIT, HH(OPMAIIHS
crana Heuuraemou. Kakue mnpasBuna pa®oThl ¢ AOKYMEHTaMHM IO JMYHOMY COCTaBy OBLIM

LCoNoOA~WNE

[ BN
o
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HapymieHbl? KTO HeceT OTBETCTBEHHOCTH 3a HEMIPABWIIbHOE XpaHeHHe TokyMeHToB? Kakas mepa
HaKa3aHUs MOXKET ObITh IpUMEHEHa?

3adaua 2.
Hcnons3ys I'OCT P 7.0.97-2016, 3anonauTe Taduuiy:
PeKBI/I3I/ITLI, Mnpuaarommne PUANICCKYI0 CUITY PeKBI/I3I/ITLI, CBA3aHHBIC C IBMKCHUEM JOKYMCHTOB B
JOKYMCHTY OopraHm3anuvun
Howmep Ha3Banue pexBusuta Howmep Ha3Banue pexBusuta
pPEKBU3HUTA PEKBU3HTA
3aodanue.

Onpenenute ONTHMAaJbHBIE CTPYKTYPHBIE YAacTH TEKCTAa JOJDKHOCTHOM — MHCTPYKIUH.

ChopmynupyiiTe 1 000CHYHTE CBOIO MTO3UIIHIO.

HccnenoBarenbckuii npoekT (pedepar)

[TpumepHbIe TEMBI pedepaToB:

1. B3auMOCBs3b yNpaBlieHUs, CHCTEM JOKYMEHTAIHH, CUCTEM KIaCCU(PUKAIMH M KOIUPOBAHHS

TE€XHUKO-3KOHOMHUYECKOH M colMaabHOM HMH(pOpMalMU, CUCTEM OOpPaOOTKU JTOKYMEHTHOMH

uH(OPMAIINHN, TEXHOJOTHICCKUX MTPOILIECCOB HHPOPMAIIMOHHOTO 00CCIICUSHUS YITPABIICHUS.

dopMHUpOBaHUE KOMIUIEKCHOM HH(POPMAIIMOHHOM CUCTEMbI OpraHU3alllu.

Knaccudukanus u kpurepun 3 GeKTHBHOCTH HHPOPMAIMOHHBIX CHCTEM.

[TnanupoBaHue U )KU3HEHHBIN LUK MHOOPMAIIMOHHBIX CUCTEM.

TexHuueckue, TeIeKOMMYHUKAIIMOHHBIC, TIPOTPAMMHBIE CPEACTBAa TEXHOJIOTUYECKON CpeJibl

UH(POPMALIMOHHOM CUCTEMbI (MUKPOIPOLIECCOPBI, KOMIIBIOTEPHI, TEIEKOMMYHHKAIIMOHHBIE

ceTd, ceTb VIHTepHET, omepanoHHbIE CUCTEMBI, CPEICTBA pa0dOThI C JaHHBIMHU, pa3paboTka

HPUIOKEHUH U IPUKIIQJHbBIE CUCTEMBI).

6. TpaguuuoHHOE U aBTOMATH3MPOBAHHOE WHPOPMALIMOHHOE 00eCTIeUeHHE yIpaBICHUS.

7. JIOKyMEHTAallMOHHOE OOecleyeHHe YIpaBJIEHUs] KaK COCTaBHas 4yacTb HMH(OPMAIIMOHHOTO
o0ecrieyeHns yrpaBIIeHUs] OpraHU3aIHH.

8. IlonsATue ynpaBieHUs JOKYMEHTAIHEH.

9. TloHsATHE «TOKYMEHTOOOOPOT OpraHU3AIUI.

10. ITpuHIMIB OpraHu3anuu J0KyMeHTo000poTa.

NHpopManMOHHBIA NPOEKT (AOKJIAX)

[TpuMepHBIEe TEMBI TOKJIAJI0B:

1. UudopmanroHHbIE TPOLECCHI.

arwN

2. COop, 06paboTKa, XpaHEHHE U MOUCK HH(OPMAIIHH.

3. HHubopmanmoHHbIH MOKCK.

4. OueHka (PYHKIIMOHAIBHBIX BO3MOXXHOCTEH CHCTEMbI JIEKTPOHHOTO JOKYMEHTO000OpOTa B
OpraHu3aIuHg.

5. TpeboBaHUS K CHUCTEME JIEKTPOHHOTO JOKYMEHTO00O0POTa B OpraHu3aliy.

6. DTarmbl BHEAPEHUS CHCTEMBI AJICKTPOHHOTO JOKYMEHTOO0OPOTa B OpTaHH3AIHH.

7. 3amuTa HHPOPMAIMU B CUCTEME AIIEKTPOHHOTO JJOKYMEHT0000pOTa B OpraHU3aINH.

8. Hcnonp3oBaHme  OONAaYHBIX  TEXHOJOTMH  TPH  OpraHW3alUd  AJIEKTPOHHOTO

JIOKYMEHTO000pOTa.

9. Cucrema 3anThl HHQOPMAIMH B OPTaHU3AINH: CTPYKTYpa U QYHKIINH.

10. MexnayHapoaHbIE CTaHAApPTHl B 00JacT HHQPOPMAIIMOHHOTO O00ECIeYeHHs YIPaBJICHUS
(NOY).

Munu-recr

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

a) MPOTOKOJI;

0) MoJI0KEHHUE;

B) NpUKa3;

I') pacImcka;

) IITaTHOE paclKCaHUeE.

2. Kakue 8u0bl 00KyMeHmMo8 OMHOCAMCA K pACROPAOUMENbHOU QOKYMeHmayuu?
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a) MPOTOKOJT;

0) akT;

B) JIOTOBOD;

I) IpUKa3;

1) peleHue.

3. Kmo necem omeemcmeenHocmy 3a uzoauue pacnopsaoumenbHo2co 0OKYMeHma Ha OCHO8e
eouHonauanus?

a) U110, TIOIMTMCABIIIEE JOKYMECHT;

0) pyKOBOJMTEIb OpPraHU3aIiH;

B) COCTaBUTENb JIOKYMEHTA.

4.  Ymo o3nauaem eusa opucma 6 npuxkase?

a) BHYTPEHHEE COTJIACOBaHUE, MOATBEPIKAAIOIIEE, YTO MPUKA3 HE TPOTUBOPEUHT 3aKOHY;

0) 00s13aTeNbHBIN PEKBU3UT MPUKaA3a, TPUIAIOIIUN eMy IOPHUAUYECKYIO CHITY.

5. B coomsemcmeuu c kakum 00KymeHmom nomewjarom Ha 61aHKax aImoaemy opeanusayuu?
a) yCTaB OpraHu3allly;

0) mTaTHOE pacIUCaHUE;

B) JIOJDKHOCTHAS MHCTPYKIIUS;

r) UHCTpYKIIHS 110 1ETI0TPOU3BOJICTBY;

n) 'OCT P 7.0.97-2016.

6. Ycmanoenenue eounoodpazus cocmaeéa u opm  ynpasienueckux OOKYMeEHMOS,
Guxcupyrowux ocyuwecmenerue 0OHOMUNHBIX YNPAGIEeHYeCKUX QYHKYUL U 3a0ay, Ha3bl8aAemcs:
a) CTaHapTU3aIUe;

0) yHupuKaue;

B) JOKyMEHTAIUEH;

T') K1accuuKaIuen;

1) TUMIU3aLKEeH.

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

a) OpraHu3alMOHHBIX JOKYMEHTOB;

0) cipaBOYHO-MH(POPMALIMOHHBIX JTOKYMEHTOB;

B) pacHoOpsTUTEILHBIX JOKYMEHTOB;

T') UCXOJSIINX JOKYMEHTOB;

1) CITy>KEOHOM TIEPEITUCKH.

8. Kaxue 0okymenmoi Ha3v16a10MCs UHDOPMAYUOHHO-CHPABOYUHBIMU?

a) JOKYMEHTBHI, PErIaMCHTHPYIOIIUE CTPYKTYpYy, 3amadd, QYHKIUU [PSAIPHUSATHS,
OpraHM3aIio ero paboThl, MpaBa, OOSI3aHHOCTH M OTBETCTBEHHOCTh PYKOBOJTUTENEH H
CIICIHAIINCTOB;

0) MOKYMEHTBHI, XapaKTEepH3yIIIWe TPYIOBbIE OTHOLICHUS MEXAY MPEINpHUITHEM WU
pabOTHUKOM;

B) JOKYMEHTHI, Cojepaiue HHPOpMAIUio O (HaKTHUYECKOM IMOJIOKEHUU JIeN, CIyXKallue
OCHOBaHHWEM JIJISl IPUHSATHS PEIICHUH, U3/TaHUS PACTIOPSIUTEIBHBIX IOKYMEHTOB,;

I) JOKYMEHTHI, OOpalleHHbIE K HIKECTOSIIIMM OpraHU3aldsM, TPYIIaM WIH OTIEIbHBIM
JUIaM;

1) TOKYMEHTBI, OTPa)arollye JOTOBOPHBIC OTHOIICHHS MEXKIY IPEITPHUITHIMH.

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

a) MocJie peKBU3HUTa «PerucTpaloHHbI HOMEP JOKYMEHTa;

0) Mo peKBU3UTOM «IMOIEMaY;

B) B IICHTPE BEPXHETO MOJS;

) B oopMIISIOLIEH YyacTH;

1) IOJT PEKBU3UTOM «Apecary.

10. B xaxux 0oxymenmax ykazvléarom cnpasoyHvle OaHHbie 0 NPeonpusmuu?

a) BO BCEX JJOKYMEHTAaX;

0) BO BHEIIIHUX JOKYMEHTAX;
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B) BO BHYTPEHHHUX JIOKYMEHTAX;

T') B IPUKa3ax M0 OCHOBHOU JI€ATEIHHOCTH;

1) B paclopsAUTEIbHBIX IOKYMEHTaX.

11. Kax Hazvieaemcs — ungpopmayusi 0  codblmusx U SAGIEHUAX — OOBbEKMUBHOL
0elicmeumenbHOCMy U MbLCIUMENbHOU  0esIMeIbHOCMU  Yelo8eKd, 3aUKCUpPO8AHHAs HA
MamepuanrbHOM Hocumere ¢ pekeusumamu?

a) JIOKYMCHT;

6) popmysip;

B) OJIaHK JTOKYMEHTA,

I') cUCTEMaA JIOKYMEHTALIUN;

1) KOMIIBIOTED.

12. Kaxoti pexeuzum ne 6xooum 8 cocmag ¢opmyniapa-obpazya npukasa no OCHOBHOU
OdesmenvHocmu?

a) «HammeHOBaHME OpraHU3aIlul — aBTOPA JOKYMEHTAY;

0) «/laTa noxymeHTa;

B) «MecTo cocTaBiieHus (U34aHUsI) JOKYMEHTa;

r) «TekcT mtoKkymeHTay;

) «Anpecary.

3.1.2. MeToauyeckue MaTepuajbl, ONpele/siiOllde MPoueIypbl OLEHUBAHUS 3HAHMIA,
YMEeHMHii, HABBIKOB U (MJIH) ONBITA /IeSITEJILHOCTH B X0/1€ TEKYIIEro KOHTPOJIsA YCIIeBAeMOCTH
YcTHBI 0TBET

Onenka 3HaHui npeanonaraet auddepeHmpoOBaHHbI MOAX0A K 00ydaromeMycs, y4eT
€ro MHAMBUAYAIIbHBIX CIIOCOOHOCTEH, CTETIEHb YCBOCHUS U CUCTEMATH3AI[UU OCHOBHBIX MOHATUN
W KaTeropuid mo aucumiuiiHe. Kpome TOro, OIeHHMBaeTCs HE TOJBKO TJyOWHAa 3HAHWMA
MOCTaBJICHHBIX BOIIPOCOB, HO U YMEHHE HCIOIb30BaTh B OTBETE€ MPAKTHUUECKUN MaTepHuall.
OrneHuBaeTCs KyJIbTypa PeUH, BIIAJICHIE HABBIKAMH OPAaTOPCKOTO UCKYCCTBA.

Kpumepuu oyenusanus: mociaenoBaTeIbHOCTD, TOJIHOTA, TOTUYHOCTh M3JI0KEHHS, aHATH3
Pa3sTUYHBIX TOYEK 3pEHHUs, CaMOCTOSTEIIbHOE 0000IIeHne MaTrepuana, WCIOIb30BaHUE
npoecCHOHANBHBIX TEPMUHOB, KYJIbTypa Pe4YH, HaBBIKK OpPaTOPCKOTO MCKyccTBa. M3nmokeHue
MaTepuaia 0e3 (pakTHUeCKUX OIINOOK.

OneHka «omauyHO» CTaBUTCS B cllydae, KOTJa MaTephall U3JlaraeTcsi MCUEpIbIBAIOIIe,
MOCJIEI0BATEIbHO, TPAMOTHO W JIOTUYECKH CTPOWHO, MPHU 3TOM PACKPBIBAIOTCS HE TOJBKO
OCHOBHBIE MOHATHS, HO M aHATH3UPYIOTCS TOUKH 3pEHUS PA3IUYHBIX aBTOpOoB. O0yJaromumiics He
3aTPYAHSETCS C OTBETOM, COONTIOZAET KYJIBTYPY PEUH.

OneHka «xopouwto» CTaBUTCA, €CIIM 00y4YarOIIUACS TBEPIO 3HAET MaTepHall, TPaMOTHO H
MO CYIIECTBY M3JIaraeT €ro, 3HaeT MPaKTUYeCKylo 0a3zy, HO MpHU OTBETE HAa BOIPOC JOIYCKaeT
HECYIIECTBEHHBIE TTOTPEITHOCTH.

OneHka «yodogremsopumenbHoy CTaBUTCS, €CIU 00yJaroniicss OCBOUI TOJIBKO OCHOBHOM
MaTepuai, HO He 3HAET OTACTbHBIX JIeTaNeH, T0MyCcKaeT HETOYHOCTH, HEIOCTATOUYHO MPABUIHHBIC
(GOpMYJIMPOBKH, HapyIIaeT IOCICIOBATSIILHOCTh B HM3JI0KCHUM MaTepHasa, 3aTPYIHSICTCS C
OTBETaMHU, IIOKA3bIBA€T OTCYTCTBHUE JOJDKHOM CBS3M MEXKAYy aHAIM30M, apryMEHTaIueil u
BBIBOJIAMH.

OneHka «Hey0os1emeopumenbHoy CTaBUTCS, €CIH OOy4arolWiics HE OTBEYaeT Ha
MOCTaBJICHHBIC BOIPOCHI.

Keiicol (cuTyanuu u 3a1a4M ¢ 32IaHHBIMHU YCJIOBUSIMH)

OOyyvaromuiicss JOHKEH YMETh BBIJICIIHTH OCHOBHBIC IOJIOKEHUS M3 TEKCTa 3aJ[avH,
KOTOpBIE TPEOYIOT aHAIM3a U CIYXKaT YCIOBUSIMHU perneHus. Mcxons u3 mocTaBIeHHOTO BOIPOca
B 3a/1a4e, MOMBITATHCS MAKCHMAJTLHO TOYHO ONPEICTUTH MTPOOJIEMY U COOTBETCTBEHHO PEIIIUTH €€.

3aaun MOTYT pelIaThCs YCTHO W/WIHM MUChMEHHO. [Ipu perneHnn 3a1ad TakKe Ba)KHO
MpaBUIBLHO Cc(OpMYyTHpPOBaTH M 3amuicaTh BOIMPOCH, HAadyWHas C Ooyiee OOHMUX W, KOHYAS
YAaCTHBIMH.
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Kpumepuu oyenusanus — onjeHKa y4UTHIBA€T METO/IbI U CPEACTBA, UCIOIb30BAaHHBIEC MPU
pELICHUH CUTYallMOHHOM, MPOOIEMHON 3a1a4H.

OneHka «omau4H0» CTaBUTCS B Cllydae, Korja 00yJaroluiics BBIIOIHIII 3aJjaHue (PeLIu
3a1ady), HUCHOJNB3YysSd B IOJHOM OOBEME TEOPETHYECKHE 3HAHHMS M TNPAKTHUYECKHE HAaBBIKH,
MOJIyYEHHBIE B IIpoliecce 00yueHusl.

OreHka «xopouto» CTaBUTCS, €CITU 00yUYarOIIUNACS B IIEJIOM BBITIOJIHUI BCE TPEOOBaHUS, HO
HE COBCEM YETKO OIpeJesieTcsl Onopa Ha TEOPETUYECKUE MOJI0KEHUS, U3TI0KEHHbIE B HAyYHOU
JUTEpaType 1Mo TaHHOMY BOIIPOCY.

OneHka «yoognemsopumenbHo» CTABUTCS, €CIIM 00yUYaOIIUIACS TOKa3al MOJIOKHUTEIbHbIE
pe3yJbTaThl B IPOIIECCE PEIICHUS 3a/1a4H.

OueHka «HeyoognemeopumenbHo» CTaBUTCS, €CIM OOYYalOUIUIiCS HE BBIMOJIHUI BCE
TpeOOBaHUS.

HccaenoBareabcknii npoekt (pedepar)

HccnenoBaTenbCKUil IPOGKT — MPOEKT, CTPYKTypa KOTOPOTO MpUOIMKeHa K (opMmaTy
HAyYHOTO HCCJEIOBAHUS U COJCPXKUT JIOKA3aTeIbCTBO aKTYaIbHOCTH H30paHHOW TEMBlI,
oTpeieNieHne HayYHOH MPOoOJIeMBI, IpeIMeTa U 00bEKTa UCCIIeJOBaHUS, LIeJIeH U 3a1a4, METOZIOB,
HCTOYHUKOB, HcTOpHUorpaduu, o000IIeHHEe Pe3yIbTaTOB, BHIBOIDI.

Pe3ynbTaThl BRIOTHEHUS UCCIIEI0BATEIBCKOTO POEKTa 0OpPMIIIETCS B BUJE pedepara.

Kpumepuu oyenusanus - TIOCKOJBKY CTPYKTypa HCCIEIOBATEIBCKOTO TMPOEKTa
MaKCHUMaJbHO MpHOMIMKeHa K (opMaTy HAyYHOTO HCCICAOBAHUS, TO NPU BBICTABICHUU
VUUTBHIBACTCS [JIOKA3aTENbCTBO AKTYaIIbHOCTH TEMbI HCCIEJAOBAHUSA, OIMpeelieHne HayqyHOU
npobnemMbl, 00BEKTa W TpPEAMETa HCCIEJOBAaHUWsS, IeJed W 3aaad, HUCTOYHHKOB, METOJIOB
WCCJICIOBAHMSI, BBIBUKEHUE TUIIOTE3bI, 0000IIeHNE Pe3yabTaTOB U (hOPMYJIUPOBAHHUE BHIBOJOB,
0003HaueHNE MEPCIIEKTHB JTAITBHEHIIIEr0 NCCIeIOBAHMUS.

OneHka «omauuHO» CTaBUTCS B Cllydae, KOrja oOydJaroluiics AEMOHCTPUPYET MOIHOE
NOHWMaHHEe POOIIEMBI, Bce TPEOOBAHMSI, IPEIBIBIISIEMBIE K 33/IaHUIO BBIITOJTHEHBI.

OneHka «xopowioy» CTaBUTCS, €CIU OOydaroUuiics JEMOHCTPUPYET 3HAYUTEIbHOE
NOHMMaHHE POOIIEMBI, Bce TPEOOBAHMSI, IPEIBIBIISIEMbBIE K 33/IaHUIO BBITTOJTHEHBI.

OneHka «yooeremeopumenvHoy CTAaBUTCS, €CIU OO0YyYaroluiics, JIeMOHCTPUPYET
YaCTUYHOE MOHWMaHHE MPOOJIEMBbI, OOJBIIMHCTBO TPeOOBaHMM, NMPENBIBIIEMBIX K 3aJaHUIO,
BBITIOJTHEHBI

OneHka «Hey0os1emeopumenbHo» CTaBUTCS, €CIH OOYYaroIIUiCs JIEMOHCTPHPYET
HEMOHUMaHue MpoOIeMbl, MHOTHE TPeOOBaHUS, IPEIbIBIIEMbIE K 33JaHNI0, HE BHIMOIHEHBI.
HNHpopManiuoHHBII MPOEKT (TOKJIAX € Npe3eHTaluei)

NudopmaninoHHBIH TPOEKT — MPOEKT, HAMPABICHHBIH HAa CTUMYJIHpPOBaHUE Y4eOHO-
MIO3HABATENBHOW JIEATETHFHOCTH CTYJACHTAa C BBIPAKEHHON HBPUCTHYECKOW HAIPABICHHOCTHIO
(mouck, oT0op M cucTeMaTu3aus nHpopMauu 00 00beKTe, 0hOpMIICHHIE €€ A TPE3CHTAIINHN).

WNHpopMalmMoHHBId TIPOEKT OTINYAeTCs OT HCCIEIOBATELCKOTO MPOEKTa, ITTOCKOIBKY
IpeJICTaBIsAeT co00 Takylo (opMy YueOHO-TIO3HABATEIBHOM JEATENbHOCTH, KOTOPasi OTJIMYAETCS
SPKO BBIPAKEHHOM IBPUCTUYECKON HAITPABIECHHOCTBIO.

Kpumepuu oyenusanus - npu BBICTaBIECHUHM OLICHKH YYUTBIBAETCS CaMOCTOSTEIbHBIN
MOMCK, OTOOP M cUCTEMaTH3aIMs HHPOPMAIINH, PACKPHITHE Bopoca (Tpo0aeMbl), 03HAKOMJICHUE
CTYZCHYECKOH ayIUTOpPHH ¢ 3ToW MHpopMarmeil (mpencraBieHrne MHPOPMALIMHN), €€ aHATU3 U
00001eHne, ohopMIIEHHE, TOJIHBIE OTBETHI HA BONIPOCHI AYAUTOPHUH C TPUMEpPaMH.

O1neHka «omauyHO» CTAaBUTCS B Cllydyae, KOrJa OO0yJaroIIUICs MOJHOCTHIO PacKphIBaeT
Bonpoc (mpobiieMy), MpeAcTaBiseT HHQOPMAIMI0 CHUCTEMaTH3WPOBAHO, IOCIEI0BATEIBHO,
JIOTUYHO, B3aMMOCBS3aHO, HUCIOJB3yeT Oojee S mNpodecCHOHAIBHBIX TEPMUHOB, IIUPOKO
UCTIONB3YyeT NH(POPMAIIMOHHBIE TEXHOJIOTHH, OIIMOKH B MH()OPMAIH OTCYTCTBYIOT, AAa€T IOJTHBIC
OTBETHI Ha BOIIPOCHI AYAUTOPUH C IPUMEPAMHU.

OneHka «xopowto» CTaBUTCS, €CIU OOYYaIOIIMICS pacKpbiBaeT BOmMpoc (mpodiiemy),
IpeCTaBisieT HHPOPMALUIO CUCTEMATU3UPOBAHO, TTOCIIEA0BATENFHO, JIOTHYHO, B3aUMOCBSA3aHO,
UCIob3yeT Oosee 2 mpodecCHOHATBHBIX TEPMHUHOB, JOCTATOYHO UCTIOIB3YET HH(DOPMAITMOHHBIC
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TEXHOJIOTHH, JOIyCKaeT He Oojiee 2 OmMOOK B HW3JIOKEHUU Marepuasia, JaeT TOJHBIE WU
YAaCTUYHO ITIOJIHBIC OTBCTHI HA BOHpOCbI aYIIHTOpHI/I.

OrneHka «y0osiemeopumensHoy CTABHTCS, €CIH OOYYarONIHICs, PacKphIBaeT BOIIPOC
(mpobnemy) He MOJIHOCTHIO, MPEICTABISICT HHPOPMAIMIO HE CUCTEMATH3UPOBAHO U HE COBCEM
MOCJICI0BATEIBHO, UCIIOJIB3YeT 1-2 mpoh)ecCHOHATIBHBIX TEPMHHA, HCITOJIb3yeT HH()OPMAIIMOHHBIC
TCXHOJIOTHUH, [[OHYCKaeT 3-4 OIJ_II/I6KI/I B MH3JIOKCHHUU MaTCpI/IaJIa, 0OTB€YacT TOJBKO Ha
3JIEMEHTapHBIC BOMPOCHI Ay TUTOPUH 0€3 IMOSACHEHHIA.

OneHka «Hey00s1emeopumeibHoy CTAaBUTCS, €CIIH BOIPOC HE PACKPHIT, TIPEICTABICHHAS
uH(pOpPMAIIKs JOTHICCKH HE CBSA3aHA, HE MCIOJIB3YIOTCS MPO(EeCCHOHAIBHBIC TEPMHUHBI, TOMTYCKAeT
0onee 4 omMOOK B M3JI0)KEHUU MaTepuaia, He OTBEYAET Ha BOIPOCHI ayIUTOPUU.

TecTupoBanue

SIBnsieTcst OTHUM M3 CPEACTB KOHTPOJIS 3HAHUN O0YJAFOIIUXCS 110 TUCIUTUTHHE (MOIYITIO).
Kpumepuu oyenusanus — paBUIBHBIN OTBET HA BOIIPOC

OneHka «omauyH0» CTAaBUTCS B Clydae, eclid paBmibHO BhioHeHO 90-100% 3amanmii.
OreHKa «xopouto» CTaBUTCS, €CIIU PaBUIbHO BhIoHEHO 70-89% 3amanmid.

OneHka «ydosremsopumenvhoy CTAaBUTCS B CIydae, €CJIM MPABIILHO BhIoHEHO 50-69%

3aJlaHni.

OneHka «Hey0os1emeopumenbHoy CTaBUTCS, CIHM MPABUIBHO BBINOIHEHO MeHee 50%

3aJlaHUi.

3.2. OueHoOYHbIe MATEPHAJBI /I MPOBEIEHHs MTPOMEXKYTOYHOI aTTecTAllNU
3.2.1. Kputepum ouieHKH pe3yJibTATOB 00y4eHUsl N0 JUCHUILJINHE (MOIY110)

Mxkaaa
OleHUBaHUA

Pe3yabTarsl
00y4eHus

IHoka3zaTeu oueHUBAHUS Pe3yJIbTATOB 00yYeHHus

OTJIMYHO

3HaeT:

- oOydaromuiics TiryOOKO M BCECTOPOHHE YCBOMIJI Marepuall, yBEpPEHHO,
JIOTWYHO, TIOCIIEI0BATEIBHO U TPAMOTHO €TI0 M3JIaracT, OIHUPAsCh Ha 3HAHUA
OCHOBHOH M JIOTIOJTHUTEIILHOM JTUTEPaTypHl,

- Ha OCHOBE CHCTEMHBIX HAyYHBIX 3HaHWH JellaeT KBaIH(UIMPOBaHHBIC
BBIBOJIBI M 0000I1IeHNS], CBOOOIHO ONEpHPYET KaTETOPUSIMU U TIOHSTHIMHU.

VYmeer:

- o0yJaromuiicss yMeeT CaMOCTOSITENbHO W TPaBMIBHO peIIaTh y4eOHO-
npodeccHOoHaNbHbIE  3aJa4d  WIM  33aJaHHusd, YBEPEHHO, JIOTHYHO,
MOCJIEI0BATENBHO M apIYMEHTHPOBAHO M3JIaraTb CBOE PEILIEHUE, UCTIONb3Ys
Hay4YHBIE MMOHSITHSI, CChUIAsACh HA HOPMATHBHYIO 0a3y.

Brnaneer:

- o0yuarouuiicsi BIasieeT paloHaIbHBIMU METOJaMHU (C HCIOJIb30BaHUEM
pauOHaJIbHBIX MCTO}II/IK) peUICHUA CJIOKHBIX HpO(i)ECCI/IOHaHI)HI)IX 3aaad,
MPEACTABJICHHBIX ICJIOBBIMH UTPAMHU, KelcaMu 1 T.1.,

[pu pemennn MpoaeMOHCTPUPOBAIT HABBIKU

- BBIJICJICHUS TJIaBHOTO,

- CBSI3KOH TEOPETHYCCKHUX IIOJIOKEHUH C TPeOOBAHUSAMH PYKOBOISIINX
JIOKYMEHTOB,

- U3JI0KCHUS MBICIICH B JIOTHYECKOW TOCIIEeIOBATEIIEHOCTH,

- CaMOCTOSATEHHOTO aHaIM3a (PaKThl, COOBITUH, SIBJICHHA, TIPOIIECCOB B MX
B3aMMOCBA3U U JUAJICKTUYCCKOM pa3BUTHUM.

XOPOLIO

3Haer:

- oOydaromuicss TBEpAO YCBOWJI MaTepual, JOCTAaTOYHO TPaMOTHO €ro
U3J1araeT, ONUpPasiCh HA 3HAHUSI OCHOBHOM U JIONIOJIHUTEIBbHOM JIUTEPaTyphl,
- 3arpyaHsercs B (DOpMyIHMpOBaHMU KBadM(DUIMPOBAHHBIX BBIBOAOB U
00001eHnii, omepupyeT KaTerOpWsMH W TIOHATHSAMH, HO HE BcCeraa
MIPaBUJIBPHO MX BEPHUPHIIUPYET.

YmMmeer:

- 00yHAIONUICS YMEET CAMOCTOSTEIBHO U B OCHOBHOM TPaBHIIBHO PEIIaTh
y4eOHO-TIPO(eCCHOHANbHBIE 3aJa4d WM 3aJIaHUs, YBEPEHHO, JIOTMYHO,
MOCIICJIOBATEIHHO ¥ APryMEHTHPOBAHO M3JIaraTh CBOE DEIICHHE, HE B
MOJIHOI Mepe HCMOJb3ysl HAy4YHbIC MOHSTHS U CCHUIKM Ha HOPMATHUBHYHO
6azy.

Braneer:

- 0OydaloNMiACS B IEJIOM BIAJCCT PAI[OHAIBHBIMH METOJaMH PEIICHUSI
CJIOKHBIX TIPO(ECCHOHANBHBIX 33144, IPEICTABICHHBIX JICJIOBEIMHA UTPAMH,
KelicaMu U T.1.;

[Ipn pemeHuu cMOT TPOJAEMOHCTPHUPOBATH JOCTATOYHOCTh, HO HE
TTyOMHHOCTH HaBBIKOB,

- BBIJICJICHHUS TJIABHOTO,
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- U3JIOXKEHHMS MEICIICH B JIOTHYECKOM OoCJICA0BATCIIbHOCTH,

- CBA3KHM TCOPCTUYCCKUX MOJIOKECHUHN ¢ TpeGOBaHI/IHMI/I PYKOBOAAIIUX
JOKYMCHTOB,

- CaMOCTOATCIIBPHOI'O aHa/Inu3a (baKTI)I, CO6I>ITI/II‘/‘I, ﬂBHeHI/Iﬁ, MpOLECCOB B UX
B3aMMOCBS3U U JUAJICKTUYCCKOM pa3BUTUM.

YIOBJIETBO- 3HaeT: - o0yyJaromuiics OpUEHTHPYETCsl B MaTepualle, OJJHaKO 3aTPyJHIETCS B €ro
PUTEJIBHO U3J105KEHUU,

- TIOKa3bIBA€T HEJOCTATOYHOCTh 3HAHWHM OCHOBHOM U JOIOJIHHUTEIBHOMN
JUTEPaTypPHI;

- c1abo apryMEeHTHPYET HayUHBIC ITOJI0XKEHHS;

- IPaKTUIECKH He crtocobeH chopMyTupoBaTh BEIBOABI H 0000MIeHNS;

- YaCTHUYHO BJIAJ€ET CUCTEMOH ITOHATHUMN.

Ymeer: - 00ydJarouiiicss B OCHOBHOM YMEET PEUINTh Y4eOHO-TIPO(ecCHOHATEHYIO
3ajJady WIM 3aJlaHHe, HO JOINYCKaeT OMMOKHM, cabo apryMEHTHPYET CBOE
peleHye, HeJOCTaTOYHO MCIIONb3yeT Hay4HbIE NMOHSTUS U PYKOBOAAIIME
JOKYMCHTHI.

Bnagneer: - oOyuwaroluiica BiageeT HEKOTOPHIMU palMOHAJIBHBIMH METOJaMHU
peUICHUA CIOKHBIX HpO(I)eCCI/IOHaIILHLIX 3a4a4, MpeACTaBJICHHBIX ICJIOBBIMU
urpamu, Keicamu 4 T.A.;

IIpu pemenny NpoAEeMOHCTPUPOBAJ HEJOCTATOUHOCTh HABBIKOB

- BBIZICTICHUS TTIAaBHOTO,

- U3JI0’KCHHUS MBICJIEH B JIOTHYECKOH 1OCIE0BATEIbHOCTH,

- CBS3KM TEOPETHYECKHX IOJOKEHHH C TPEeOOBAaHMSAMH PYKOBOISIINX
JIOKyMEHTOB,

- CaAMOCTOSATENLHOTO aHaIH3a (aKThl, COOBITHH, SIBICHUH, MPOILECCOB B UX
B3aMMOCBSI3H U JHATEKTHYCCKOM Pa3BUTHH.

HEVYIOBIJIETBO- | 3naer: - 00yJaromuiics He yCBOMII 3HAUNTEIFHON YaCTH MaTepHaa;
PUTEJIBHO - HE MOXKET apTyMEHTHPOBATh HAy4YHbBIE ITOJIOKEHHUS,

- He (GOpPMYIHUPYET KBATHU(PHUIIMPOBAHHBIX BHIBOJOB U 0000IICHNUH;
- HE BJIAJICET CUCTEMOU MOHATHH.

Vmeer: obyuvaromuiicss He IOKa3al yMEHHE pelarh y4eOHO-IPO(eCCHOHATBHYIO
3aj1a4y WM 3aJaHHe.

Bﬂa):[eeT: HC BBITIOJIHCHBI Tpe6OBaHI/I$[, NpeaABABIAEMbIE K HAaBbIKaM, OIICHMBACMBIM
«YJIOBJICTBOPHUTEIBHO.

3.2.2. KoHTpoOJIbHbIE 321aHUA W/WJIH HHbIe MATEPHAJbI /15 IPOBEJAeHUs NMPOMEKYTOUYHOM
arrecTauMu
CnHcoK BONPOCOB 1JIst YCTHBIX OTBETOB (BAPHAHTHI TECTA)

1.

©CoNoRWN

[EN
o

11.
12.
13.
14.

15.
16.

[ToHsiTHE «/1€TOMPOU3BOJICTBON U «IJOKYMEHTALMOHHOE O0ECIICUEHUE YITPABICHUS.
CymHoCTh, 3HaU€HHE U OCOOEHHOCTH HH(POPMALIMOHHOT0 00eCeueH sl YIpaBiIeHus.
[TonsiTust uHGOpMaLIMK, JAHHBIX U 3HAHUH.

Ponp nHdopmarum B yrpaBieHUH.

OO61as knaccugukalys BUJ0B HH(pOpMaLMY, UCTIOIb3YEMON B annapare yrnpaBieHHUs.
JlokymMeHTHupOoBaHHas U 0€3/10KyMEHTHasi HHPOpMaLus.

HNudpopmaninonHast 1esTenbHOCTh U UH(POPMAIIMOHHBIE OTHOIIEHHUS.

VcTouHuky U moTpeduTenn HHPOpMaIum.

OO0miass xapakTepucTMKa W YpOBHM IIPaBOBOTO  pEryJlMpoBaHHMs B  o0jacTtu
UH(POPMALIMOHHOTO 00ecrieueH sl yIpaBIeHusl.

. OcHOBHBIE =~ HOpPMAaTHBHbIE  MpPaBOBblE  akThl B  chepe  HHPOpPMAIHOHHO-

JIOKYMEHTAIMOHHOT0 oOecrnieueHus ynpanieHus B PO.

WnpopmarinoHHbIE TPOIECCHI.

C6op, 00paboTka, XpaHeHHE U TOUCK UHPOPMALIUH.

WNupopmaninoHHBIN TOUCK.

B3auMocBs3p  ympaBieHHUs, CHUCTEM JOKYMEHTallMM, CHUCTeM Kiaccu(UKauuud M
KOJIMPOBaHUS TEXHUKO-DKOHOMHYECKON U COIMATbHON MH(OPMAITUH, CUCTEM 00padOTKH
JOKYMEHTHOM  MH(pOpMAIMM, TEXHOJOTHYECKUX  IPOLECCOB  HMH(POPMALUOHHOTO
obecrieueHus yrpaBicHUsI.

CocraB u GpopmMupoBanue HHHOPMAIIMOHHBIX PECYPCOB OpraHU3ALINH.

VYnpasieHrne HHPOPMALMOHHBIMU PECYPCAMU B OpraHU3aLHH.
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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.
48.
49.

50.

o1.

[TonsiTue u cTpykTypa HHGOPMAITMOHHOW CUCTEMBI.

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

DopMHUpOBaHUE KOMIUIEKCHOM HH(POPMAIIMOHHOHN CUCTEMBI OpTaHU3aLINH.
Knaccudukanus u kpurepun 3hPeKTHBHOCTH HHOOPMAITMOHHBIX CHCTEM.
[TnanupoBaHue U )KU3HEHHBIN UK HH)OPMAITMOHHBIX CUCTEM.

TexHuueckue, TEIEKOMMYHHKAIIMOHHBIE, MPOrpaMMHBIE CpPEACTBA TEXHOJOIMUECKOH
Cpelibl UH(POPMALIMOHHOMN CUCTEMBI (MHMKpPOITPOLIECCOPBI, KOMIIBIOTEPBHI,
TEJIEKOMMYHHUKAI[MOHHBIE CETH, ceTb LHTepHeT, omepalloHHBIE CHUCTEMBI, CPEICTBA
paboThI ¢ JaHHBIMH, pa3padOTKa MIPUI0KEHUN U IPUKIIAJHBIE CUCTEMBI).

TpaauunoHHOE U aBTOMATU3UPOBAHHOE HH(POPMALIMOHHOE 00ECIIeUeHHE yIpaBICHUs.
JlokyMeHTanmoHHOe 00ecrieyeHne yrpaBiIeHUs KaKk COCTaBHAs 4acTh HH(POPMAITHOHHOTO
o0ecrieueHus ynpaBiIeHUs] OpraHU3alHH.

IlonsiTHE yrIpaBIIEeHUs TOKYMEHTALUEH.

[ToHsATHE «1OKYMEHTOOOOPOT OpraHU3aALUN.

[TpuHIMIBI OpraHU3anuy J0KyMEHT0000poTa.

MeTo/1bl COBEpIIEHCTBOBAHUS M COKPALIEHUS JOKYMEHTO000pOTA.

VYrpasieHne JOKyMEHTOOOOPOTOM B OpraHU3allNu.

3anaun, QyHKIUHN U CTPYKTYpa HHPOPMALIMOHHOTO MEHEKMEHTA B OpraHU3allu.
WNudopmanronHas B3aMMOCBS3b CHCTEM IOKYMEHTALUU U KJIACCH(PHKATOPOB TEXHUKO-
9KOHOMHYECKOM U colMaIbHON HH(DOpMaIUH.

Yrpo3b1 6e30nmacHOCTH HHPOPMAITMOHHBIX CUCTEM.

XapakTepuCTUKa 3alIMIIEHHOCTH WH(GOpMAlUK B OpraHU3aluu: KOH(PHIECHIMAIbHOCTD,
LEJIOCTHOCTD, JIOCTYITHOCTbD.

Opranu3anys 3auThl ”HPOPMALMOHHBIX PECYPCOB U CUCTEM B OpraHU3ALIUH.
TexHuuyeckue, OpraHU3allMOHHBIE M IIPABOBBIE CPEJCTBA 3alllUThl MHPOpPMAIUU B
OpraHH3alH.

Cucrema 3aiuThl THGOPMAIMU B OPTaHU3ALNN: CTPYKTYpa U PYHKIIHH.
MexayHapo/iHble CTaHIapThl B 007acTH MH(GOPMALIMOHHOTO OOEeCIeYeHUs YIpaBICHUs
(NOoY).

[TpakTuka ¥ MepCreKTUBBl MPUMEHEHHSI MEX/TyHAPOAHBIX U 3apyOeKHBIX CTaHAAPTOB B
obnactu UOY B PO.

[TonsiTHE M METOAB! YHU(PHUKAIIMUA JOKYMEHTOB.

Pa3pabotka, BHeIpeHNE U BeIeHNE YHU(DUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIIUH.
YHubuKanys J0KyMEHTOB B OpraHHU3alllH.

Enunas cucrema kiaccMpUKaUd W KOAUPOBAHUS TEXHUKO-IKOHOMUYECKOW H
couuanbHoi nHpopmanuu (TICH): 3axaun, coctas, MPUHLIUIBI (PYHKIIMOHUPOBAHUS.
Pa3zpaboTtka, BHenpenue u BeaeHue kinaccupuraropo TOCH.

Ob1erocynapcTBeHHbIE KiIaccu(UKATOPBl HHPOPMAIIH.

MesxtyHapoiHbIe cHCTEMBI KilaccurKauyu HHGOpMaIUU.

VYHuBepcanpHas necsituyHas knaccuduxanus (Y K).

Craryc, pynkiuu u mecto kinaccudukaropo TOCHU B nuHpopMaimoHHOM 00ECTICUCHUH
ynpasnenus (MOY).

[Ipumenenue cuctem kiaccupukauuu u koaupoBanuss TOCHU B HOKyMEHTaLIMOHHOM
o0ecreyeHn! yrpaBieHHs..

Pa3BuTre nHPOPMAIIMOHHO-KOMMYHUKALMOHHBIX TEXHOJIOTUN U MOSBIEHUE HOBBIX BUJIOB
JIOKYMEHTOB.

[ToHATHS «3IEKTPOHHBIA TOKYMEHT» U «IOKYMEHT B JIEKTPOHHOM BHIe». CTpyKTypa,
MeTagaHHbIe U (opMat GailyioB AIEKTPOHHBIX JOKYMEHTOB M JIOKYMEHTOB B 3JIEKTPOHHOM
BUJIE.

Opranuzanus paboThl ¢ 3JEKTPOHHBIMU JOKYMEHTaMH B OpTaHU3aIUH.
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52.

53.

54,
55.
56.
S7.

OpranuzalvoHHbIE M TEXHOJOTMYECKHWE BOMPOCHI BHEIPEHHS U (YHKIIMOHHPOBAHUS
ABTOMATU3UPOBAHHBIX CUCTEM YIIPABJICHUS JOKYMEHTAIUEH.

Onenka GyHKIIMOHATIBHBIX BO3MOXKHOCTEH CUCTEMBI 3JIEKTPOHHOTO TOKYMEHTOO00pOTa B
OpraHH3aIiy.

TpeGoBanus kK cucTeMe JIEKTPOHHOT'O JJOKYMEHTO000POTa B OPraHU3aI|H.

Drarbl BHEIPSHHS CUCTEMBI AJIEKTPOHHOTO JOKYyMEHTOO00pOTa B OpraHU3aIiH.

3amuTa “HPOPMAIMK B CUCTEME 3JIEKTPOHHOTO IOKYMEHTO000pOTa B OpraHu3alllu.
Hcnonp3oBanne  OOJAYHBIX  TEXHOJOTMA  TMPU  OPraHM3ANMH  AJICKTPOHHOTO
JIOKYMEHTO000pOoTA.

TekcTbl HpOﬁJIeMHO-aHaJ'II/ITI/I'leCKI/IX H (I/IJ'II/I) MNPaAKTUIECCKUX y‘leﬁHO-HPOCl)eCCI/IOHaJ'IbHBIX

3amad
1.
2.

8.

9.
3.2.3.

Odopmure npuriameHue napTHepaM Ha BBICTaBKY MPOTYKIIUH.

Odopmute mpoeKT mpukaza 00 yTBepKIeHWH VHCTPYKIMM 1O JENONpPOH3BOJICTBY B
OpraHHU3aLuy.

Odopmure TenedpoHorpaMmy o0 HEOOXOAMMOCTH TPHUCYTCTBUS PYKOBOAUTENS Ha
CJ’IGIIYIOIIII/II;'I JCHb Ha COBCHIAHUU B IMTOABEAOMCTBECHHOM MHUHHUCTCPCTBEC.

Odopmure [OKyMEHTHl 10 pe3yldbTaTaM IpPOBEACHUS SKCIEPTU3bl LEHHOCTEH
JIOKYMEHTOB, XPaHAIUXCS B IPUEMHON PYKOBOAUTEIIA.

CocraBbTe JOKYMEHT, (pUKCHpYOIIMHA (akT OOHApYyXKEeHHsS BCKPHITOIO KOHBEpTa B
MOCTYNUBIIEH B OPTaHU3AIMIO KOPPECTIOHACHIIUH.

CocraBbTe IPOTOKOJ 3aceAaHus paboyeil rpymIibl 10 BOIPOCY BHEAPEHHS B OpraHU3aLUH
CHUCTEMbI MCHCIPKMCHTA KaucCTBa.

OdopmuTe KOMIUIEKT JOKYMEHTOB O KOMAHJUPOBAaHUU JAMpPEKTOpa (upmbl 1O
ciry>keOHbIM BonipocaM B T. C.-IletepOypr.

3aJOKyMEHTUPYHTE pelIeHUuEe PYKOBOAMTENSI O BHEJPEHUM B OPraHU3aLMU CHCTEMbI
MEHEKMEHTa KauecTBa.

OdopmuTe KOMIUIEKT JOKYMEHTOB IpU MpUEMe COTPYAHHUKA Ha paboTy.

MeToanyeckue MaTepuajbl, oNpelesiioliie MPoUeAypbl OLEHUBAHHUA 3HAHUIA,

yMeHHﬁ, HAaBBIKOB B X0/1¢ l'lpOMC)KyTO‘-IHOﬁ aTTeCTalluu

IIpoueaypa oueHuBaHus 3HAHUI (TeCT)

[IpennaraeMoe KOJUYECTBO 3aJaHUM 20

IMTocnenoBaTeIbHOCTD BHIOOPKH OmpezenieHa 1o paszesiam

Kpurepuu oueHku - IPaBWIbHBIA OTBET HAa BONPOC

«5» ecru npaBuiibHO BbinosHeHo 90-100% tecToBbIX 3a1aHUM

«4» ecn npaBuIbHO BhINoJHEeHO 70-89% TecToBBIX 3a1aHuil

«3» ecru npaBuIbHO BhINoJHEeHO 50-69% TecToBbIX 3a1aHuil
IIpouenypa oneHnBaHusi 3HaAaHUI (YCTHBIN OTBET)

[Ipenen anuTensHOCTU 10 mMunyT

[Ipeanaraemoe KOJIMYECTBO 3aJIlaHUI 2 Bompoca

[ocnenoBarensHOCTD BBIOOPKH BonpocoB n3 | CiryyaiiHast
KaXJI0TO0 paszgena

Kpurepuu onenku - TpeOyeMblii 00BEM U CTPYKTYpa

- U3JI0XKCHUE MaTeprana 6e3 PaKTHICCKUX OMIMOO0K

- JIOTHKA W3JI0KEHUS

- UCTIOJIB30BaHUE COOTBETCTBYIOIICH TEPMHHOIOTHH

- CTHJIb PEYH U KYJIbTYpPa PEUH

- M0100p MPUMEPOB MX HAYYHOU JINTEPATYPHI M MPAKTUKU

«5» ecnu TpeOOBaHMUS K OTBETY BBHIIOJHEHEI B TOJTHOM 00bEeMe

«y» ecnu B IICJIOM BBIIIOJTHCHBI Tpe6OBaHI/I${ K OTBE€TY, OJ/HAKO €CTb

HeOOJIbIINE HETOYHOCTH B M3JI0KEHUH HEKOTOPBIX BOIIPOCOB

«3» ecnu TpeOOBaHMUS BBIIIOJHEHBI YaCTHYHO — HE BBIIEPKaH 00BEM, €CTh

(akTrueckne  OmMMWOKW, HApylmieHa  JIOTHKA  W3JI0KEHUS,
HEJIOCTATOYHO MCIIOJIb3YETCS COOTBETCTBYIOIIASI TEPMUHOJIOTHU

IIpouenypa ouneHMBaHMS YMEHHIi M HABBIKOB (pelleHHe NMPOOJIEeMHO-AaHAJTUTHYECKUX U
NMPAKTHYECKUX Y4eOHO-TIPO(heCCHOHATBHBIX 32/1a4)

| IIpennaraemMoe KOJUYECTBO 3aJIaHUN | 1 |
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[MocnenoBaTesIbHOCTD BHIOOPKH Cayuaiinas

Kpurepun onenku: - BBIJICJICHNE U TIOHUMaHKE MTPOOIIEMBI

- yMeHHe 0000111aTh, CONOCTABIATH Pa3IMuHbIC TOYKH 3PEHUS

- IOJTHOTA MCIOJIb30BaHUS HCTOYHUKOB

- HAJIMYUE aBTOPCKOW TTO3UIINU

- COOTBETCTBUE OTBETA IOCTABICHHOMY BOIPOCY

- HCIHOJNB30BaHUE COIMAIBLHOTO OmbITa, MarepuanoB CMIU,
CTATHCTUYECKUX JTaHHBIX

- JIOTHYHOCTD U3JI0KEHHUS

- yMEHHE cleNaTh KBaTH(pUINPOBAaHHBIE BBIBOABI 1 O0OOIIEHHS C
TOYKH 3pEHUS PEIleHUs NPO(eCCHOHAIBHBIX 3a/1a4

- YMEHHUE IPUBECTH IIPUMED

- OIIOpa HA TEOPETUYECKUE MOIOKEHHS

- BJIaJICHUE COOTBETCTBYIOLIEH TEPMUHOJIOTHEH

«5» ecnu TpeOOBaHUsI K OTBETY BHINIOJIHEHBI B IIOJIHOM 00BbeMe

«4» ecin B IICJIOM BBIIIOJHCHBI Tpe6OBaHI/ISI K OTBE€TY, OJHAaKO €CTb
He6OJ'H)HII/Ie HCTOYHOCTH B H3JIOKCHHUU HCEKOTOPBLIX BOIIPOCOB.
3arpyansercss B (QOpPMyTUpOBAaHUM  KBAJTU(PHIIMPOBAHHBIX
BBIBOJIOB U 0000ILEHUI

«3» ecin Tpe6OBaHI/I51 BBIITOJIHEHBI HaCTUYHO — IIBITACTCSA 06OCHOBaTb CBOIO
TOYKY 3pEHHUs, OJHAKO ciabo apryMEeHTUPYeT HayuHble
TOJIOXKEHHS, TPAKTHYECKH HE CIOCOOCH CaMOCTOSTENIBLHO
chopMynHpoBaTh BEIBOOBI U OOOOIICHHS, HE BUAUT CBS3b C
npoecCHOHAIbHOU IEITEIBHOCTIO

4. YueOHO-MeTOAMYECKOE M MaTepHAJbHO-TEXHHMYecKOoe obecnedeHne JTUCHUIINHBI
(MmonxyJis)
4.1. DjeKTpOHHBIE y4eOHbIe U3IaHUS
1. Kysemuna U.B. [lenonpou3BoacTBO [DekTpoHHbIH pecype] : yuebHoe mocobue / W.B.
Ky3pMmuHa. — DnekTpoH. TeKCTOBble JaHHble. — M. ! MOCKOBCKHII T'yMaHUTapHbBIN
yauBepcurer, 2017. — 128 c. — 978-5-906912-98-5. — Pexum goctyna:
http://www.znanium.ru/74718. — 9BC «IPRbooks»
2. Mengenesa, O. B. OCHOBBI TOKyMEHTAllUOHHOTO OOECeUeHHs YIpaBICHUs. 2-€ U3, :
yuebHoe nocobue / O. B. Mensenesa. — KpacHonap : FOKXHBIN HHCTUTYT MEHE)KMEHTA,
2012. — 175 c. — ISBN 2227-8397. — Tekct : 31IeKTpOHHBIH // DIEKTPOHHO-
oubnuoreunas cucrema IPR BOOKS : [caiit]. — URL.: http://www.znanium.ru/9566.html
4.2. DjeKTpOHHBIE 00pa30oBaTeIbHbIE PeCypPChl

1. DnextpoHHO-OuMOmuoTeuHass cucreMa Znanium (ObC Znanium) — 5>1neKTpoHHas
OuOIMOTEKa O BCEM OTpaciisaM 3HaHuit hitps://znanium.com/
2. e-Library.ru: Hayunas snekrtponHas OuOimoreka [DnekTtpoHHbI pecypc]. — URL:

http://elibrary.ru/.
3. Hayunas snekrponnas 6ubnuoreka «KubepJlennnka» [Dnexkrponnsiii pecypc]. — URL:
http://cyberleninka.ru/.
4. Undopmannonnas cucreMa «EnnHoe OKHO J0CTynma K 0Opa3oBaTelIbHBIM pecypcam»
[DnexTponnsiit pecypc]. — URL: http://window.edu.ru/
5. @enepanbHbll LEHTP HHPOPMALMOHHO-0OPA30BATEIBHBIX PECYpCcOB [DIEKTPOHHBIN
pecypc]. — URL: http://fcior.edu.ru/
4.3. CoBpemeHHbIe NpodeccHOHANbHbIEC 0a3bl JAHHBIX U HH(OPMALIMOHHBIE CIIPABOYHbIEC
CHUCTEMBI
OO6yuaromumcst  obecrniedeH A0cTyn (yAalleHHBIM JIOCTYN) K HIDKE CIEIYIOINUM
COBPEMEHHBIM NpodeccHoHaNbHBIM 0a3aM JJaHHBIX U MH)OPMAIIMOHHBIM CIIPAaBOYHBIM CUCTEMAaM:
1. CnoBapu wu oHuHMKIOneAMH Ha Axajgemuke [OnektpoHHbli pecype]. — URL:
http://dic.academic.ru.
2. Cucrema nH(pOpMaIMOHHO-TIPAaBOBOTO obecniedeHust «l apanT». [DNeKTpoHHBIN pecypc].
— URL: https://www.garant.ru/products/ipo/
3. basza panHbIX «3akoHomarenscTtBO cTpan CHI». [Onextponssii pecypc]. — URL:
http://www.base.spinform.ru/index.fwx
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4. TocymapcTBeHHas cucrema MPaBOBOM uHpopmaruu - ouIHaTHHBIN
WHTEPHET-TIOPTa]  MpaBoBOM uHpopmanuu. [DnextpoHssii pecypc]. — URL:
http://pravo.gov.ru/

4.4. KoMIUIEKT JIMUEH3MOHHOTO W CBOOOAHO PpACIPOCTPAHSEMOI0 MPOrpaMMHOIO
olecrieyeHusi, B TOM 4YHcJie 0T€4eCTBEHHOI 0 IPOU3BOACTBA
1. JluueH3noHHOE porpaMMHOE oOecriedeHue: onepamnronHas cuctema Microsoft Windows,
nakeT opucHbIx npuiaoxenuit Microsoft Office.
2. CB000aHO pactpocTpaHseMoe MTPOrpaMMHOE 0OecTieueHIe: CBOOOTHBIC TTAaKEThI O(PHCHBIX
npunoxennii Apache Open Office, LibreOffice.
4.5. Ob6opynoBaHHe M TeXHHYECKHE CPeICTBA 00yUeHH s

Jia peanuzauuy JUCHMIUTUHBL (MOIYJSl) MCIONB3YIOTCS Yy4eOHble ayAuTOpUU IS
NOpOBEICHUS Y4YeOHBIX 3aHATHH, KOTOPHIE OCHAIIECHBI OOOPYJOBAaHHMEM M TEXHHUUYECKHUMH
cpeacTBaMu OOyYEHHUs, U MOMEIICHUS IJISi CAaMOCTOSITEIbHON paboThl 00y4aromUXCs, KOTOpbIE
OCHAIIEHbl KOMIBIOTEPHON TEXHHUKOM C BO3MOXHOCTBIO MOAKIIOUEHUs K cetu «MHTepHET» U
o0ecreveHbl JOCTYIOM B 3JEKTPOHHYIO MH(pOpMalmoHHO-00pa3oBarensHyo cpeny AHO BO
MMUOM. Jlonyckaercs 3aMeHa 000pYyJOBaHMsI €T0 BUPTYaJIbHbIMU aHAJIOTaAMH.

HaumMeHoBaHNe y4eOHBIX ayAUTOPHUI IS OcHaleHHOCTh y4eOHbIX Ay AUTOPHUI A1 NPOBeIeHU
NpoBeIeHUsl y4eOHbIX 3aHATUHH H Y4eOHBIX 3aHATHIl 1 NOMeIIeHUH A1 caMOCTOSATeIbHOI
NOMeLIeHMIl JJIsl CAMOCTOSATeJIbHOM patdoThI 000py/I0BaHMEM H TeXHHYECKHMH CPeACTBaMH
padoThr* o0y4eHust
VYueOHble  ayquTOpPHM Ul TNPOBelIeHMs | YueOHas ayIuTOpusl YKOMIUICKTOBaHA CIEIMaTN3UPOBAHHOMN
yueOHBIX 3aHATHH Mebenblo, OTBEHalolled BCEM YCTAHOBICHHBIM HOpPMaM H

TpeOOBaHUAM, 00OPYIOBAaHHEM M TEXHUYECKHMH CPEICTBAMHU
00y4eHus (MOOMIbHOE MYJBTUMEIHIHOE 000PYTIOBAHHUE).
[TomemieHne 151 CAMOCTOSATENBHOM PabOTHI [Momemenne  OCHAIIEHO  KOMITBIOTEPHOW  TEXHUKOW  C
BO3MOXKHOCTBIO ~TOAKIIOYeHH K cetd «UHTepHEeT» ™|
oOecriedyeHHEeM JIOCTyNa B 3JCKTPOHHYK WH(POPMAIMOHHO-
obpazoBatensHyI0 cpeny AHO BO MUDM u k OBC.

* Homep KOHKpPETHOH ayAMTOpUH yKazaH B IpHKaze 00 aymTuTOpHOM (OHAE, pacIHCaHWU YICOHBIX 3aHATHH U
paclrcaHuy IPOMEXYTOYHOH aTTeCTAIIH.
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