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Pa6ouas nporpamma aucuumiauabl «KoHbuaeHmanbHoe JeI0IpOU3BOICTBOY» COCTAaBIIEHA
B COOTBETCTBHH C TPEOOBAHUSIMHU:

- @enepa’tbHOTO TOCYIApPCTBEHHOI'O 00pa30BaTEIbHOIO CTAHAAPTa BBICIIETO OO0pa3OBaHMS
o HampaBieHHI0 noArotoBku 46.03.02 JlokyMEHTOBEJEHHE U apXUBOBEACHHE (YPOBEHb
OakanaBpuata), yTBEpKAeHHOTro pruka3oM Munobpuayku Poccun ot 06.03.2015 Nel76;

- llpukaza MunoOpunayku Poccun «O06 yrBepxkaenun [lopsaka opraHuzamuu |
OCYILECTBIICHHUSI 00pa30BaTEIbHON JESATEIBHOCTH IO O00pa3oBaTEIbHBIM MPOTPaMMaM BBICIIETO
oOpa3oBaHusi — TporpaMMaMm OakajlaBpuara, IporpaMMaM CIHEIHAJIUTETa, IporpaMMam
mMaructparypsi» ot 05.04.2017 Ne 301;

- yue6Horo rana 'OY BO «Komu pecniybimnkaHckast akaJieMusi TOCYAapCTBEHHOM CITyKObI
W ympaBieHusp» 1o HampasieHuto 46.03.02 JlokymeHTOBeAeHHE U apXUBOBeACHHE (YpOBEHBb
OakanaBpuaTa) HalpaBJICHHOCTH (MTPoduib) «J{okyMeHTallMOHHOE 00eCTIeYeHHE YIIPABICHUS.

© Komu pecrybnukaHcKas akaieMust
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1. Henu u 3axa4m y4eOHOIH JUCHUTIIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunsl

Lenpto ocBoeHuss auctuIUiuHbl  «KOH(HUIEHIMATBHOE EIONPOU3BOACTBO»  SBIISCTCS
HOJATOTOBKA Oakanagpos K Oynaymieid NpoecCHOHATbHON JEesTeIbHOCTH Ha OCHOBE H3YYEHUS
NPAaBOBBIX, OPTaHMU3ALMOHHBIX, TEXHUYECKMX M TEXHOJOTHYCCKHX IIPOIIECCOB, DPEaTH3yIOIINX
MEXaHU3Mbl  KOH(UICHIMAILHOTO  JICJIONPOU3BOJICTBA W OOECMEYHMBAIOIIMX  3aIIUTY
KOH(HICHIIMATHHON HHOOPMAIIMH B YUPEKICHHH.

1.2. 3a0auu yueonoii oucyunaunut
3amagamu OCBOCHHMSI TUCIMIUTHHBI « KOH(PUACHIIMATHEHOE JEIOTPONU3BOICTBOY SIBISIFOTCS:
— PacCMOTPETh TECOPETHUYCCKHE M METOJMYECKHE BOIPOCHI OOECIeUeHUS MH(POPMAIMOHHOMN
0€30I1aCHOCTH;
— W3YYUTh METOJIbI 3AIIUTHl KOH(DUICHIINAIBHOW HHPOPMALIMU OT PAa3JIUYHBIX BUJOB yIpo3 B
mpoliecce ee Co3/1anus, 00pabOTKH, UCTIOJIB30BAHUS U XPAHCHHUS,
— M3YYHTh TPOIIECC IBMKCHUS KOHPHICHIIMATBHBIX JOKYMCHTOB B OpPraHU3allNY;
— cthopmupoBaTh 'y  OOyYarOIIMXCS  MPEACTABICHHE O  PEXKUME  COXPAHHOCTH
KOH(HICHIIMATIBHBIX JOKYMEHTOB;
— HAY4YHTh paboTaTh C JOKYMEHTAaMH, COACPKAIMUMU KOH(DUICHIHATLHYIO HHPOPMAIIHIO.

1.3. Buovi komnemenuyuii, hopmupyemole é pezyivmame 0Ce0eHUA OUCUUNIUHBL
Nzyuenne mucturmnunel  «KoHpuaeHmanpsHOEe JI€JOMPOU3BOACTBOY HAIpPaBICHO Ha
dbopMUpOBaHUE CIETYIOMNUX KOMIIETSHIINH:
1) npodeccronanbHble:
—IIK-17 — BnajieHre MeTOIaMU 3alUThl HHPOPMAIUH.

1.4. Mecmo oucyunaunsl 6 cmpykmype o0pazoeamenvHoi RPOZPaAMMbL:
HucuumnuHa «KoHpuAeHIManbHOEe AENONPOU3BOACTBO»  SABISAETCS  2IEKMUBHOU IS
W3YYEHUS, OTHOCUTCS K 8apuamueroti yacmu mporpammbl bioka 1 «/{ucuuninnel (MOLymnn)».

2. TpeOoBaHus K pe3yJbTaTaM O0CBOEHHS
y4eOHOH TUCHHMIIIMHBI

B pe3yjabTare MU3YUYCHUA  JUCHUIIIINHBI ((KOH(I)I/IIICHLII/IB.J'IBHOC ACIIOIIPOU3BOACTBO»
06yanOIHHeC$I JOJDKHBI  OBJIAZACTH  CICAYIOIIMMHU  3HAHUAMH, YMCHUSAMHU W  HABBIKAMH,
COOTHCCCHHLIMU C TNIAHUPYCMBIMHA PE3YyJIbTATAMU OCBOCHUA O6paBOBaTCHLHOﬁ IMporpaMMalI:

dDopmupyem ILinannpyeMsble pe3y/ibTaThl OCBOCHUSA
bl¢ KOMIIETCHIUN Y4eOHOM M CIUILINHbI
(xox, comepxaHue 3Hath YmMmern Baaaers
KOMITETEHITHH)

Ipogheccuonanvnvie komnemenyuu

Buo oesmenvrocmu: mexunonocuueckas

IIK-17 — Bnagenue 3aKOHOaTeIbHasI U HUCIIONB30BaTh METOABI | METOaMU 3allUThI
METOJaMH 3alTUThl | HOPMATUBHO- 3aIIUATEI KOH(pHICHIIMATbHON
uHpopManun METOIMYECKYI0 0a3y KOH(HUISHIINATEHON uHpOpMaLIUU

BEICHUSI nHpopmauu

KOH(HIEHIIMATIHLHOTO

JIETIOTIPON3BO/ICTBA;




OCHOBHBIC HAaIIPABJICHHS
3aIIUTHI
KOH(UACHIIATBHON
uH(pOpMaIIHH;
KPUTEPUH U CIIOCOOBI
JOCTYyTIa TIepCoHala K
TaiiHe (pUpMBHI,
MH(POPMAIIMOHHBIM
cucTeMaM

3. O0béM yueOHOH JUCHHIIMHBI

Ounas ¢opma o0yueHus

Buabl yueOHol padoThl

Pacnpenesienne yued0HOro BpeMeH!

Konmaxkmmuas paboma 44,25
AynutopHble 3aHATHS (BCETO): 44
Jlexyuu 22
Ipaxmuueckue 3anamus 22
Jlabopamopnvie 3anamus
IIpoMexyTouHas aTTecTalus 0,25
Koncynemayus nepeo sxzamenom 0
OK3amen
3auem 0,25
Pyrxoeoocmeo kypcosoii pabomot
Camocmoamenvnas paboma 63,75
Camocmosmenvuas paboma 6 meuenue cemecmpa 59,75
Hanucanue xypcosou pabomul
Iloocomoska Kk npomexicymoyHou ammecmayuu 4

Bup Texymei arrectanuu

KOHTpOJIbHasA paboTa

Oowaa mpyooémkocmep OUCUUNIUHDBL:

4yacol

108

3auémuule eOUHUYbL

3aounas popma oOyueHust

Buabl yueOHol padoThI

Pacnpenesienne yuedGHOT0 BpeMeHH

Konumaxkmmnas paboma 14,25
AynuTOpHBIE 3aHATHS (BCETO): 14
Jlexyuu 4
Ilpakmuyeckue 3anamus 10
Jlabopamopuvie 3anamus
[IpomexxyTouHas arrecrarus 0,25
Koncynomayus nepeo sxzamenom 0

Dxzamen
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3auem 0,25

Pyrxoeoocmeo kypcosoii pabomoii

Camocmosmenvhnan paboma 93,75
CamocmosmenvHnas paboma 6 meuenue cemecmpa 89,75
Hanucanue xypcosoti pabomoi
Iloocomoska Kk npomescymounol ammecmayuu 4
Bup Texymen arrecranuu KOHTpOJIbHAs paboTa
Oowasa mpyooémkocms OUCUUNTUHDBL:
yacwl 108
3auémmuble eOUHUYb 3

4. Conep:xkanue TeM Y4eOHOM TMCUMILIUHBI

HaumenoBanue
membl
y4eOHoi
JUCIUTIIMHBI

Conep:xaHnue TeMbl

Tema 1. Ilpenmer,
coJiepKaHue, 3aa4u

Kypca
(IK-17)

[Ipenmer, coxepkaHue M 3ahayd  Kypca. TEpMHUHOJOIHMsS OCHOBHBIX
HNOHATUM B o0NacTu KOH(QUICHIMAIBHOIO JI€JIONPOU3BOJICTBA, €€
sBorOLMs. OLleHKa TEPMUHOB B OT€YECTBEHHOM JINTEPATYPE.

Posb Kypca B cCOBEpILIEHCTBOBAaHMM OpraHU3aluy paboThl C JOKYMEHTaMH,
CO3/IaHUM ONTHUMAJIBHBIX YCIOBHM PabOTHI CIIy:KObl KOH(DUIECHIIHATHHOTO
JIeJIOTIPOM3BOJICTBA, BHEAPEHHH TEXHUYECKUX CPEICTB  00paboTKH
JOKYMEHTHOM HH(pOpMaIHH.

XapakTepucTUKa  COBPEMEHHBIX  T'OCYJapCTBEHHbIX  HOPMAaTHUBHO-
METOAMYECKHX JOKYMEHTOB, PEIVIAMEHTUPYIOUIMX KOH(UIEHINAIbHOE
JIEIIONPOU3BOJICTBO

Tema 2. [lennas u
KOH(UICHIIMATbHAS
uHpopManus
(IMK-17)

[Tonstue nenHoil uHpopmamuu. LleHHOCTH M TOJE3HOCTH MH(DOPMAIUH.
Kputepun nenHoctd wuHOpManMOHHBIX pecypcoB. HMHpopmanmonHsie
pecypchl rocylapcTBEHHble U HerocyaapcTBeHHble. Kiaccugukarus
MH(OPMALIMOHHBIX TPOIYKTOB U YCIYr, WH(GOPMAIMOHHBIE PECYPCHI
OTKPBITBIE U PECYPCHl OTPAHUYEHHOT0 JOCTYIA

Tema 3. @opmsl
3aILUTHI
MH(OPMaLMOHHBIX
pecypcoB
OTPaHUYEHHOTO
JocTyna

(MK-17)

[TonsiTue TaiiHbl, cekpeTa, KoHMUAeHIMaTbHOCTU. Kiaccudukanus BUI0B
HerocyaapcTBeHHoW TaiiHbl. CnyxeOHas TaitHa. IIpodeccuonanbHas
TaiiHa. JlokymeHTHpoBaHHas uHGpopMalus (AOKYMEHTBI) CEKpeTHas U
HecekpeTHasd. [loHsATHE KOH(UICHIMANBHOCTH Kak OmpeseneHHe cgepsl
HECeKpeTHON MH(pOpMallK OrpaHU4YeHHOTo JocTyna. CylHOCTh TepMUHA,
0COOEHHOCTH W YyCIOBHUsS NpuMeHeHus. [IpaBoBble M TEXHOJIOrMYECKHE
aCHeKThl TMPUCBOCHHS HMHPOpPMAIMK KaTEropuu KOH(UIEHIHATbHOM.
Kondunennmansaas uHpopmanus u ee BuAbl. [lepcoHanbHbIE TaHHBIE.
OrpanundeHus Ha OTHECEHHue uH(popManuu K KaTeropuu
KoHpuneHManbHOH. IloHsATHE KOH(PUICHIMATBHOTO JOKYMEHTa, €ro
0COOEHHOCTH.

Obmas knaccupukanuss KOHPHUACHIMATIBHBIX JTOKYMEHTOB. Cpoku
(mepuon) koHPUACHIHAIBHOCTU. JleleHne MOKYMEHTOB Ha JTOKYMEHTBI
KPaTKOBPEMEHHOTO U JIOJITOBPEMEHHOT0 Iepro/ia KOH(OUACHINAIbHOCTH

Tema 4.
3aK0OHOIATEIHCTBO U
Jpyrue HOPMAaTUBHBIC

Nudopmanronnas 6€301mMacHOCTh KaK HHCTUTYT HH(POPMAIIMOHHOTO TTpaBa.
3aKOHOJATELCTBO B  OOJIACTH  MHTEJUIEKTYalIbHOH  COOCTBEHHOCTH,
WHPOPMAIIMOHHBIX  PECypcoB,  HH()OPMAIMOHHBIX  MPOAYKTOB M
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MaTepHabl 1o
OpraHu3aIu
KOH(pHICHIIMAIBHOTO
pexuma

([IK-17)

MH(QOPMAIIMOHHBIX YCIYT. 3aKOHOJATEIbCTBO O OE30MACHOCTH M 3aluTe
uHpOpMaLKK, €r0 CTPYKTYpa U CoAepkKaHue. 3aKOHOJATEIbCTBO O 3aIIUTE
rOCY/IapCTBEHHOW M KOMMEPUYECKOH TaifHbI, epCOHATIBHBIX IAHHBIX, €T
CTPYKTYypa U COJlepKAHUE

Tema 5. cTtounuku
KOH(pHICHIIMATIbHON
uHpOpMaLnH.
YTpo3sl U KaHAJBI
yTpaThI
KOH(pHICHIIMATbHON
uHpopManun
(IK-17)

[Tonsatne w  kimaccuukanus  MCTOYHHKOB  KOH(HICHIMATBHOM
uHpopManuu. XapakTepUCTHKa KaxJIoro uctoyHuka. Kiaccudukamms
KaHaJIOB 00BEKTUBHOTO pacrpocTpaHeHHS KOH(HICHIIMATHHON
uHpopmanuu.  XapakTepUCTHKa  KaXJOro  KaHajua.  Ys3BUMOCTb
uHpopmanuu. MHTEpec K nHPOpMaLUU KaK MPEANOChUIKa BOSHUKHOBEHUS
yrpo3bl. [loHsitue yrpossl (omacHocTH) uWHGOPMALMU, BUIBI YIPO3.
Kananet yrpatel koHbuaeHnmansHo wuHpopmamuu. [locmenactBus
o0pa3oBaHUsl KaHala HECAaHKIMOHHPOBAHHOTO JOCTyMa K HMH(OpMAIIHUH:
yTpara HOCUTeNs KOH(pUIOCHIMANbHOW WHOpPMaLUU, pa3pylleHUe
uHpopmaluu, ee Kpaxa, MoauQUKaIKs, moaMeHa, panbcudukamus u ap.
[Tonsatust pasrmameHuss u  yreykdn uHpopmammu. Kiaccudukamms
OpraHU3aIMOHHBIX KaHaJoB pasriameHus (ornamienus)
KOHHIESHIIMATBHONH HH(pOpMAIK. XapaKTEpPUCTHKA KaKAOro KaHaja,
KJacCUpUKalMsg TEXHUYECKMX KAaHAJOB YTEUYKH KOH(HIEHIIMAIbHOI
nHpOpPMAILINH, XapaKTEPUCTHKA KKIOr0 KaHala

Tema 6.
Pernamenranms
cocTaBa
KOH(HICHIIHATbHBIX
CBEJICHUI

Y TIOPSIIOK UX
JIOKYMEHTUPOBaHUS
(TK-17)

[Tepeuenp koHpuUAeHUMANIBHBIX cBeAeHUH. llenn M 3agaun nepedHs
CBEICHMM, HOCAMMX KOH(puIeHIuaIbHbI XapakTep. CocTaB CBEIEHUH,
KOTOpbIE HE MOIYT ObITh TallHOW. MecTO mepeuHss B CHUCTEME 3allUThI
MH(pOpMaLINH.

Opranu3zanvoHHble  (OpPMBI  COCTAaBICHHMS W BEJCHMS  IepedHei.
Conepxkannie  mporeaypsl  pa3pabotku  mepeuHs. CymiecTByromnme
METOAMKH cOopa, aHanu3a M 0000meHus cpeneHuil. IlepeueHs
KOH(UIEHIMABHBIX JOKYMEHTOB.

Pasrpannuenue ypoBHs KOH(UACHIIMAIBHOCTH CBEACHUH, OIpeJesieHue
CpOKa KOH(HIECHIUAIbHOCTH, perjiaMeHTallsl MecTa JOKYMEHTHUPOBaHMS,
UCIIOJb30BaHUSl M XPAHEHHUs, COCTaBa COTPYAHUKOB, KOTOPBIM 3TH
CBEICHHSI HEOOXOAUMBI /17151 paOOTHI.

Copnepxanue npouenypbl BeAeHUs IepeuHsd. OpraHusanus IOCTOSHHON
aKTyaJM3allud U KOHKPETHU3alMM IMepeyHs, KOHTPOJIb COCTaBa CBEICHHI,
BKJIIOUEHHBIX B mepedeHb. llenmm w®  3amauum paspellIUTENIbHON
(pa3rpaHUYUTENBHOM) CHCTEMBI JOCTYIla K CEKpeTaM OpraHU3aIluu.
CrpyKkTypa pa3pelmTeIbHOH CHCTEMBl UM €€ CBA3b C TpeOOBaHUAMHU
JIENOBOM  1e1ecoo0pa3HOCTH M MEPCOHAIBHOM  OTBETCTBEHHOCTH
pykoBojuTenel u coTpyaHUKoOB. OdopmiieHHe pas3pelieHuss O JOIyCKe
COTPYJIHUKA K KOH(MUICHIMATBLHBIM CBEACHUSIM (PUPMBI, OTBETCTBEHHOCTb
JOJDKHOCTHOTO JIMIIa 3a BbIAAHHOE paspeunieHue. Kpurtepum nocryma.
[Topsimox nmoctyna K KOHOGUIACHIMAIBHBIM CBEJCHHUSM MpeACTaBUTENEH
JpYTHX CIYyKallMX TIOCYJapCTBEHHBIX YyupexaeHuil. KoHtposnp 3a
JIOCTYTIOM

Tema 7. IloToku
KOH(pHICHITMATbHON
JIOKyMEHTAIUU
(MK-17)

Buner yrpo3 TpaguIMOHHBIM U JIEKTPOHHBIM TOKYMEHTOIOTOKAM, 3a/1auH
34Tl AOKYMCHTOIIOTOKOB. HOHSITI/IG, IIPpUHOUIIBI, OCJIW MW 3aJa4u
3aITUIICHHOTO JIOKYMEHTO000pOoTa KaK COBOKYITHOCTH
JIOKYMEHTOTIOTOKOB. ~ Kputepun  0e3omacHOCTH  JIOKYMEHTOOOOpOTA.
OcHoBHBIE  TpeOOBaHUS K  3AIIUIICHHOMY  JOKYMEHTOOOOPOTY.
B3anMocBsI3b IepcoOHAIbHOM N30MPATETLHOCTH B TOCTABKE MHPOPMALIUU
pa3pemuTeNnbHON  cucTeMbl  goctyma. (OcoOGHHOCTH — 3alUIIEHHOTO
06e30yMaXHOTO (PJIEKTPOHHOT0) MTOKYMEHT00OOpoTa. TumoBas CTpyKTypa
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TEXHOJOTMYECKUX CTaJUN BXOIHOTO, BHIXOJHOTO W BHYTPCHHETO MOTOKOB
KOH(bI/I[[eHL[I/IaJIBHbIX AOKYMCHTOB. HpI/IHI_II/IHI/IaJIBHaSI B3aNMOCBA3b
JOKYMEHTOIIOTOKA ¥  NPHUMEHSEMOW  TEXHOJOTMYECKOW  CHUCTEMbI
00pabOTKU M XpaHEHHsI TOKYMEHTOB

Tewma 8.
TexHonoruueckue
CHUCTEeMBI 00pabOTKH
U XpaHCHHS
KOH(UICHIMATBHBIX
JIOKYMEHTOB. YYeT
KOH(UICHIMATBbHBIX
JIOKyMEHTOB
(IK-17)

Mecrto 1 Ha3HaueHHE TEXHOJOIMUECKOW CHUCTEMbl 0OPaOOTKU M XpaHEHHs
KOH(HICHIIMATBHBIX JTOKYMEHTOB. MeToIn4eckue OCHOBBI 0OpabOTKH H
XPaHEHUsI OTKPBITHIX U KOH(QUAECHIMAIBHBIX JOKYMEHTOB. [IpenmyiecTa
U HEJOCTaTKU TPAJAULMOHHOW TEXHOJOTUYECKOH cucTeMbl 00pabOTKH |
XpaHeHUsI JIOKYMEHTOB. OcobenHoctu aBTOMAaTH3UPOBAHHOM
TEXHOJIOTUYECKOH CUCTEMbI 00pabOTKH KOH(PUACHIIUATBHBIX JOKYMEHTOB.
Ilenn m 3amauM ydera KOHOQUAECHUMAIBHBIX JOKYMEHTOB M HOCHUTENEH
KOH(HICHIIMATBHON JTOKYMEHTALlWU, CIEHU(PUUECKUE NPUHIMIIBI ydeTa.
Bunapl ydera, ©X MeCTO B TEXHHYECKOH cuUCTeMe 0OpabOTKM U XpaHEHMs
KOH(HICHIIMATBHBIX TOKYMEHTOB. DYHKIIUHN U CTPYKTypa TPAAULIIUOHHOTO
CIPaBOYHO-UH(POPMALIMOHHOT0 OAHKA JAHHBIX 10 JOKYMEHTaM (KYpHAaJIOB
YUETHO-KOHTPOJIBHBIX  JKypHanoB, Kaprtorek). CocraB  mpoueayp
ABTOMAaTH3UPOBAHHOI'O yuyera OyMasKHBIX u 3JIEKTPOHHBIX
KOH(QHICHIIMATBHBIX ~ JAOKYMEHTOB. DYHKIMH aBTOMaTH3UPOBAHHOTO
CIPAaBOYHO-UH(POPMALMOHHOTO  OaHKa  JaHHBIX 1O  JOKYMEHTaM.
Ha3nauenne crtpaxoBoi ydeTHOM KaproTeku. [IpaBuiia npuMeHEHU
AJIGKTPOHHOM MOJNHMCH 3a INOoJydyeHue JoKymeHTa. HasHauenue wu
IpoLEeAypbl yueTa MOCTYNMBIIMX KOHBEPTOB, MakeToB. Ha3znauenue u
polelypbl ydeTa NOCTYNUBIIMX KOH()UICHIIMAIbHBIX JIOKYMEHTOB

Tema 9.
JlokyMeHTHUpOBaHUE
KOH(pHICHIIMATIEHON
uHpOpMaLuu
(TK-17)

VYrpo3sl uHpOpManMM TpU JOKYMEHTHUPOBAHUU M 3a/adydl €€ 3allUThI.
Kpurepun oTHeceHUs JOKYMEHTOB K KaTeropuM KOH(UIACHIUAIBHBIX.
[lepeueHp KOH(UIEHIMATBHBIX TOKYMEHTOB (pUpPMBI. DTanbl MOATOTOBKH
(ucrioHeHMs) KOH(HIEHIMATIbHBIX JIOKYMEHTOB: 1) mpoueaypa 3Tama
onpezeneHuss ypoBHS TIpuda KOH(PUIEHIMAIBHOCTH MPEAroIaraéMoro
JOKyMeHTa. Buzpl rpudoB M OrpaHMUUTENBHBIX OTMETOK. OdopmiieHue
rpuda u ormerok. Ilopsmok mpHCBOEHUS, U3MEHEHHUS U CHATUS Tpuda
KOHQUIEHIIMATBHOCTH;  2) MpouLeaypa HNpeABapUTEeNbHOrO  ydyeTa
OyMaXHBIX U TEXHUYECKHX HOCUTENeH KOH(QUICHIINAIbHOU HHPOpMAIUH.
Bunasl Hocutenelr uadopmaruu. MapkupoBka Hocutenei. dopmel yuera
HOCHUTEJEH; 3) mpolielypa COCTaBIeHUsI KOHPUACHIIMAIBHOTO TOKYMEHTA.
OCOOeHHOCTH ~ COCTaBJEHHS  YEpHOBMKAa M  BapUaHTOB  TEKCTa
KOH(UIEHIIMATBHOTO JOKYMEHTa; 4) mpoleaypa U3roTOBIEHUS] OpUTHHAJIA
KOH(HJICHIIMATHHOTO JIOKyMEHTA. Dopmbl yuera IIPOEKTOB
MOJATOTOBJIEHHBIX JOKyMeHTOB. [lpaBuna 3ammuTel HHQOpMaALMM U
JOKYMEHTOB TpPHU M3TOTOBJIEHUH MPOEKTOB OYMaXKHBIX U 3JIEKTPOHHBIX
JTOKYMEHTOB. [1opsiioK YHUUYTOXKEHUS YEPHOBUKOB; 5) MpoLieaypa U3JaHus
MOJTOTOBJICHHBIX  KOH(QHJIEHIMAIBHBIX  JOKYMEHTOB, OCOOEHHOCTH
COrJlacoBaHus, MOJANUCAHUS U yTBepxkJeHus. Ilopsnok komupoBaHUS U
TUPAXHUPOBAHUS KOHQPHIECHIMAIBHBIX JOKYMEHTOB. YTPO3bl H3JIaHHBIM
JOKyMEHTaM M 3aJauyud MuX 3amuThl. OCOOEHHOCTHM KOHBEPTOBAHUS
(makeTUpoBaHMsI) OTHPABISIEMbIX KOH(PHIEHIHMAJIBHBIX JOKYMEHTOB,
JIocTaBkM uX aapecaraM. OcCOOEHHOCTH HallpaBlIEHUsT Ha HCIOJIHEHUE
U3JJaHHBIX BHYTPEHHHMX NOKYMEHTOB. OCOOCHHOCTH TMeperauu ajapecaTam
[0 HE3alUIIEHHBIM JIMHUSM CBSI3U  (DAKCHUMMJIBHBIX, 3JIEKTPOHHBIX
JIOKYMEHTOB, TEJIErpaMM, TEJIEKCOB

Tema 10. ITopsiaox
paboThI
HACIIOTHUTENEH C

VYrpo3sl JOKyMEHTaM B Ipolecce paboThl C HUMH PYKOBOAMTENEH,
CHICHHUAINCTOB W TCXHHUYCCKUX COTPYAHHUKOB (I)I/IpMBI, 3aa4yyu 3aliuThl
JIOKYMEHTOB, Crioco0bl peanuzanuu pa3pelInTENbHON
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KOH(pHICHIIMATEHBIMU
JIOKyMEHTaMu
(MK-17)

(pa3rpaHUYUTENHHOM) CHUCTEMBI JIOCTyHa K OYMa)KHBIM U DJIEKTPOHHBIM
JokyMeHTaM. (OcoOeHHOCTH MpoLENypbl PpPacCMOTPEHUS JOKYMEHTOB
pykoBoauteneM. OcoOeHHOCTH IPOLEAYp O3HAKOMIICHHUS HCIIOJIHUTENEH ¢
JOKyMEHTaMU U IepeJadyd JTOKYyMEHTOB Ha ucrnojHeHue. OcoOEHHOCTH
Opoueayp TMONy4YeHHs] JIOKYMEHTOB OT WCIOJHUTENEH U Iepenayu
JOKYMEHTOB B JIpyTHe TOApa3JesieHus] CIyXObl KOH(HIESHIHATIBHON
nokymeHnTtanuu gupmel. [IpaBuna paboTsl mepcoHana ¢ JOKyMEHTaMHU Ha
OYMa)KHBIX M TEXHHYECKUX HOCHTEJSX, C JJCKTPOHHBIMU JTOKYMEHTAMH.
Y4er OOKYMEHTOB, Haxojasmuxcs y wucnoiaxutens. Ilopsmok paGoTel
WCIIOJIHUTENIE CO CpPEICTBAMU BBIYHUCIHUTEIBHON W OpPraHU3allMOHHOMN
TEeXHHKH, cpeAcTBamMu cBsi3U. [lopsaok XxpaHeHus: JOKYMEHTOB Ha pabouem
MecTe. XpaHeHHe IOKYMEHTOB B Hepabouee BpeMs

Tema 11. Ilopsimox
MIPOBE/ICHUS
COBEIIaHHH U
MIEPErOBOPOB T10

Bunpsl cosemanuii 1 neperosopoB [IpaBuiia mOJArOTOBKM M HPOBEIEHUS
COBEUIAHMH H  TeperoBopoB. JlOKyMeHTHpOBaHWE  HWH(OpPMALNH,
odopmiieHHe cTeHOrpaMM, IMPOTOKOJIOB U APYruX JOKyMeHTOB. [lopsaok
UCIIOJIb30BAaHUsl ayMO- U BUJeOo3alMCH. VIH)KEHEepHO-TEXHUYECKUE

KOH(QUIEHIIMAJIbHBIM | TpeOOBaHMUA K IOMEUICHUsM, UX oxpaHe. OOS3aHHOCTH Y4YaCTHUKOB
BOIIpOCaM, IpuemMa COBEIL[AaHUM, IIEPErOBOPOB U OTBETCTBEHHBIX 3a MX IPOBEJCHUE.
IIOCETUTENEH Knaccugpukanus mnocerureneid. IlpaBuia pabGoTel ¢ NOCETUTEISIMU
(IK-17) Pa3NIMYHBIX KJIACCH(PHUKAIMOHHBIX rpymil. O0s3aHHOCTH OTBETCTBEHHBIX 32
IpueM Inocerutened. MeToabpl KOHTPOJL TIOBEAEHHUS IIOCETUTENEH.
TpebGoBaHMs K HOMEUICHUSIM JUIs IPUEMa OCETUTeNeH
Tema 12. VYTpo3bl T0KyMeHTaM B Ipouecce (OpMUPOBaHUS UX B JeJla M XpaHEHMUs,
®dopmupoBaHue, 3alIUTBl  JOKYMEHTOB. OcoOeHHocTH OQoOpMIEHMS Jela NpU  €ro
odopmieHue u 3aBeZieHnd U ¢opmupoBanuu. [IpaBuna popmMupoBaHus U XpaHEHHUs JIEI C
XpaHeHue KOH(UIEHIMATBHBIMA JOKYMEHTaMHU.
KoHpuIeHIMaIbHbIX | OcoOeHHOCTH oOQOopMIIeHHs JAela Hpu ero 3akpblTuu. OcoOeHHoCTH
JIOKYMEHTOB. AKCIEPTU3bl LIEHHOCTH KOH(PHIEHIUANbHBIX JIOKYMEHTOB U IPOLETYpHI
YHuuTOoXKEHNE COCTaBJIGHUSI ONHMCHU JeJ, NepeAaBaeMblX B apxuB Qupmbl. I[lopsmok
KOH(QUICHIMATIBHBIX | XpaHEHUs JIeJ B Cly)k0e KOH(UIEHIMAIbHBIX TOKYMEHTAllUd U apXUBe
JIOKyMEHTOB ¢upMbl  (BemoMcTBEHHOM apxuBe). Kiaccudukaiuss apxuBHBIX €7,
(IMK-17) Hay4HO-CIIPABOYHBIN aIIapar, OpraHu3alus MCIOJIb30BaHUSA JTOKYMEHTOB

U Jedl.

Yrpo3bsl AOKYMEHTaM B NPOLECCE YHUYTOXKEHUS W 3aJa4yd 3alIUThI
nokymeHToB. IIpouenypa  cocraBieHuss aKra Ha  YHUYTOKEHHUE
KOH(PHUICHIIMAIBHBIX TOKYMEHTOB M Jiel. COCTaB JOKYMEHTOB, ITPOCKTOB
JIOKYMEHTOB, MaTEpUaIOB U HOCUTEIEH MHPOPMAITUH, YHUUITOKAEMBIX O€3
akta. [Ipomemypsl (u3nueckoro yHUYTOKEHHUSI JOKYMEHTOB U €€
JIOKYMEHTUPOBAHHUE

Tema 13. ITpoBepka
HAIUYHUA
KOH(pHICHIIHATBHBIX
JIOKYMEHTOB, JIe] U
HOCHUTENCH
uHpopMaun
(MK-17)

Ha3HaquI/Ie, 3a4a4Y MW THUIIbI HpOBepOK HaJINn4usia KOH(l)I/I}IeHHI/IaHBHBIX
JOKYMEHTOB, JIe1 W HocHuTenell wuHpopMmanuu. MeToauka BeaeHUS
HpOBepKI/I HaJIn4usd. E)KG)IHCBH&SI npOBepKa HUCIIOJIHUTCIICM HAJIN4YUs
KOH(UICHIIMANBHBIX MaTepualoB Ha pabodem Mecte. [Iporemypa
MIPOBEPKHU MPABUILHOCTH PaOOTHI UCTIOJIHUTENEH ¢ KOH(PUICHIINATLHBIMU
nokymeHTtamMu. CocTaB NpOBEpPSEMBIX JTOKYMEHTOB INIpH KBapTaJbHOM
IIPOBEPKE HAMYMUSA TOKYMEHTOB. COCTaB NMpPOBEPSAEMBIX JOKYMEHTOB IIPU
rOJI0BOM IIPOBEPKE HAINYUS TOKYMEHTOB. [IpoBepka Hanuuus JOKYMEHTOB
oco0oi I[IEHHOCTH. OcHoBaHus u MOPSIOK MPOBEICHUS
HEPETJIaMEHTUPOBAHHOM IPOBEPKU HAIMYUS LICHHBIX JIOKYMEHTOB.




5. Y4ebHo-MeToaMuYecKkoe U HH(POPMALMOHHOE 0O0ecieueHre YUeOHOM TUCHMILTHHBI

5.1. Ocnosnaa nrumepamypa:

1. KondunenuumanbeHoe JIEITOTIPOU3BOJICTBO u 3alUIICHHBIHI AJIEKTPOHHBIN
nokymentoobopot / A.I'. ®abpuunos, A.C. Aémymkun, T.B. Kongpamosa, H.H. Kynses. — M. :
Jloroc, 2011. — 452 c. — (HoBas yHuBepcuTeTcKas Oubiamoreka). — Pesxxum ocTyma: mo mojmucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=84996.

2. Hlupoxosa, E.1. Opranuzanus KOHQUICHINAIBHOTO JCIONPOU3BOJICTBA : yueO.- METO/I.
nocobue / E. W. upokoBa ; Komu pecnyOnmkaHckash akaa. roc. CayXObl W YHOpaBJICHHS . -
CrixteiBKap : U3a-B0 KPAI'CuVY, 2013. - 109 c.

5.2. /lononnumenvnaa numepamypa:

1. ABepuenkos, B.I. 3ammra nepcoHadbHBIX JaHHBIX B opranu3anuu / B.M. ABepueHKOB,
M.YO. PpitoB, T.P. l'aiitnynun. — 3-e uzn., crep. — M. : U3parensctBo «®aunHTay, 2016. — 124 c. —
Pesxxum nmocryna: mo noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=93260.

2. 3arunaiinos, FO.H. Teopus nnpopManinoHHONH 0€30MACHOCTH M METOHOJIOTHS 3alUThI
unpopmanuu / FO.H. 3arunaiinos. — M. ; bepmun : lupexr-Menua, 2015. — 253 c. : wr. — Pexum
nocryna: o noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=276557.

3. Cepreena, 10.C. 3amura nuapopmarnuu: Koncnekr nekmuii / F0.C. Cepreesa. — M. : A-
[Tpuop, 2011. — 128 c. — (Koncmekr mnekmuii). — Pexum [goctyma: 1o MOANHUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=72670.

5.3. Dnekmponno-oubIUOMEUHan cucmema:

1. DnexTpoHHO-OMONIMOTEYHAsT CUCTeMa «YHHBEPCUTETCKas OuOIMOTeKa  OHJAH»
(www.biblioclub.ru).

2. HarnmonanbHas snekTpoHHas oubdauoreka (https:/H30.pdh).

5.4. Ilpogpeccuonanvuvie o6azvl OaHHbIX, UHPOPMAUUOHHO-CRPAGOUHDBIE U NOUCKOBLLE
cucmemol:

1. CopaBouHno-npaBoBas cucteMa «I['apanTy.

2. CmpaBouHo-mipaBoBasi cucrema «Koncynprant [Tnrocy.

3. DNeKTpOHHO-OMONIHMOTeUHass CcUcTeMa «YHHUBEpPCUTETCKas OuOIMOTeKa  OHJIAH»
(www.biblioclub.ru).

4. Hayunas snekTpoHHas 6ubnmuorexa (www.e-library.ru).

5. HanmonanbHast snektponHast oudmuoreka (https:/H36.pb).

5.5. Pecypcol ungpopmayuonno-ookymenmauuonnou cemu «Mumepuemy

1. Caiit Bcepoccuiickoro Hay4HO-UCCIEAOBATEILCKOTO MHCTUTYTA JOKYMEHTOBEJIECHUS W
apxuHoro jaena (http://www.vniidad.ru/).

2. OenapnbHas chnykba Mo Haa30py B cdepe CBI3M, MHPOPMAIMOHHBIX TEXHOJOTHHA U
MaccoBbIX KoMMyHHuKanui. Pasnen «Ilepconansusie manusie» (https://rkn.gov.ru/personal-data)

6. Cpencra obecrnieueHnsi 0CBOCHHS Y4eOHOM TMCHUTINHBI

B yuebHom mpomecce npu peanuzanuu ydeOHOW aucuumuinHbl «KoHuaeHmansHoe
JIENIONIPOU3BOICTBO» UCIIONB3YIOTCS CIEAYIOIIUE PECYPCHI:

Ilepeuens npozpammnozo odecneuenus u UHGHOPMAUUOHHBIX

Hnugpopmayuonnvie mexnonozuu
CHPABOYHBIX CUCEM

Oducuprii maker mas paborer ¢ | Microsoft Office Professional
JIOKYMEHTaMH LibreOffice



http://biblioclub.ru/index.php?page=book&id=84996
http://biblioclub.ru/index.php?page=book&id=93260
http://biblioclub.ru/index.php?page=book&id=276557
http://biblioclub.ru/index.php?page=book&id=72670
about:blank
https://нэб.рф/

WndopmannoHHO-cIIpaBoOvHbIC CrnpasouHo-nipaBoBas cucreMa "Koncynsrant [lmoc”

CUCTEMBI CrnpaBouyHo-TipaBoBas cucrteMa "[‘apanT”

ONeKTpOHHO-OMOINOTEUHBIE OBC «YHuBepcureTckasi OMOIMOTEKa OHIARH

CHUCTEMBI Hayunas snexkrponnas 6ubnuoreka (Www.e-library.ru)
HarmonanwHast anekrponnas oubiroteka (https://H30.pd)

DJeKTpoHHas MoYTa DnexTpoHHas mouTa B toMeHe Krags.ru

Cpenctsa IS opranuzanuu | CepBHUCH BeO- U BUIcOKOH(DEPEHIICBS3H, B ToM drciie BigBlueButton

BeOMHAPOB, TEJIEMOCTOB u

KOH(epeHIU

ComnpoBOXKJCHAE OCBOCHUS  JTUCHUIUIMHBI  OOyYaroIUMCsT BO3MOXKHO C  HCIIOJIb30BAHUEM
ANEKTPOHHON  WH(pOpMarmonHo-o0pa3oBaTenpHOl cpensl [OY BO KPAI'CuY, B TOM 9ucie
obpasoBaTeapHOro mopTaia Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepuaibHO-TeXHHYECKOe o0ecnieyeHne 0CBOeHHs Y4eOHOM 1 CUMIIMHBI

I[Ipu mpoBenmeHun  y4eOHbIX  3aHATUH 1o  aucuuiuinHe  «KoHduaeHuuagbHOe
JIEJIONPOU3BOJICTBOY 3aJeiICTBOBaHA MaTepHAIbHO-TEXHUYECKas 0a3a, B COCTaB KOTOPOW BXOMAT
CIIEyIOIIME CPEICTBA U PECYPChl Ui OPraHU3allUd CaMOCTOSITEIbBHOW M COBMECTHOH paboThI
00y4aromuxcs ¢ npernoaBaTeneM:

— CIeUUaTbHbIC MMOMEIICHUS M peai3aluy JaHHON JUCHMILTUHBI MPECTABIAIOT COO0M
yueOHbIe ayIUTOPUU Ui MPOBEICHUS 3aHITUN JICKIIMOHHOTO THUIA, 3aHATHI CEMHUHAPCKOTO THIIA,
TPYONOBBIX M HMHAWBHUIYaTbHBIX KOHCYJIbTAIMi, TEKYIIEr0 KOHTPOJIS U IMPOMEKYTOUHON
aTTecTallid, a TaKKe MOMEIICHUs A CaMOCTOSTEIbHONW paboThl M MOMELICHUS Ui XpaHEHUS U
MPOPUIAKTHYECKOTO O0CIyXMBaHUA y4deOHOro oOopynoBaHus. CreruanbHble TMOMEIIECHUS
YKOMIUICKTOBAHbI CIIEIUATM3UPOBAHHON MEOCIbI0 W TEXHUYCCKUMH CPEICTBAMH OOYYCHUS,
CITy’KallluMU JJIs1 IpeJICTaBlIeHNs yueOHOM nHpopMannuu O0JIbIION ayAUTOPHH.

Jlnist mpoBeeHNs 3aHSATHH JEKIIMOHHOTO TUTIA MpejiararoTcss Habophl JeMOHCTPAIIHOHHOTO
000pyI0BaHus U y4eOHO-HATJIAIHBIX TOCOOHI, 0OeCTIeUnBaIONNE TEMATUUECKUE UIUTFOCTPAIIUH;

— TIOMEIIEHWE NJs CaMOCTOSITENbHOM paboThl OOYYArOMIMXCS OCHAIEHO KOMITBIOTEPHOU
TEXHUKOW C BO3MOXHOCTHIO TOJKIIOUEHUs K ceth «MHTepHeT» M oOecredyeHHeM IoCTyrna B
AIIEKTPOHHYIO HH(OPMALIMOHHO-00pa30BaTENbHYIO CPEly OpraHU3aIuy;

— KOMIBIOTEPHBIE KIIACCHI, OCHAIIEHHBIE COBPEMEHHBIMU MEPCOHAIBHBIMU KOMIBIOTEPAMU,
paboTaronMu ToJT YIpaBleHHEM ONepalnoHHbIX cucteM Microsoft Windows, o0beIMHEHHBIME B
JIOKAJIbHYIO CeTh U UMEIOIIUMU BBIX0]1 B IHTEepHET;

— Oubnuoreka AxkaJeMHuH, KHIKHBIH (OHIT KOTOPOUM COACPKHUT HAYYHO-HUCCIIETOBATENHCKYIO
JTUTEpaTypy, HAyYHbIC KYPHAIIBI U TPYbl HAYYHBIX KOHPEPEHIINH, a TAK)Ke YUTATHHBIN 3a7;

— cepBepHOEe 000pyAOBaHME, BKIIOYAOIIEE, B TOM UYHCIE, HECKOIBKO cepBepoB cepuu |IBM
System X, a Taxxe BUpPTyaJIbHBIE cepBepa, padOTAIOMIHE MO YIIPABICHHEM OTIEPAIIHOHHBIX CHCTEM
Calculate Linux, BxmtoueHHoi B Peectp Poccuiickoro I10, u Microsoft Windows Server u
CIy’)KalllUMHU UL pa3MEIICHUs] Pa3IMYHBIX CEPBHCOB M CIYXO, B TOM 4YHCIE I 0OecreueHus
paboter CYBJI MySQL u MS SQL Server;

— CEeTeBO€ KOMMYTAIIMOHHOE O0OOpyJoBaHWE, olecrednBaromee padboTy JIOKaJbHOH CETH,
nperocTaBiieHue goctyna K cetu Internet ¢ obmielt ckopocthio moaxmoueHuss 10 Mout/cek, a
TaKke padoty 6ecpoBogHOTO cerMeHTa cetr Wi-Fi B moMemeHusix AkageMuu;

— UHTEPAKTUBHEIC HHPOPMAITMOHHBIC KHOCKH «HDOY;

— IIpOrpaMMHBIC U almapaTHBIE CPEICTBA AJIS IPOBEICHUS BHICOKOH(DEPEHIICBS3H.

Kpome Toro, B oOpa3oBarenbHOM Ipolecce OOy4YaIoUUMUCS IIHPOKO HCHOJIB3YIOTCS
CJIETYIOIINE AJIEKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTs moakIrOYeHU — S MOUT/CEK);
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http://www.e-library.ru/

— calt www.krags.ru;
— OecrpoBonHas cetb Wi-Fi (B OTKpBITOM JOCTYTIE).

Konkpernsle  momemieHust A OpraHM3alldd  OOy4eHUs [0  JMCLHUIUIMHE
«KonpuaeHnnuanpsHoe 1€I0NPOM3BOACTBO»  IpeiacTaBieHsl B ChopaBke O MaTepUaIbHO-
TEXHUYECKOM OOecreueHrH 00pa3oBaTeIbHON MPOrpaMMBbI M0 HarpaBiIeHUIO moaAroToBku 46.03.02
JloKyMeHTOBeleHHe W apXHBOBEACHHE, C(HOPMUPOBAHHOH B COOTBETCTBUM C paclUCaHHEM
y4eOHBIX 3aHATHI U MPOMEXKYTOUHOH arTectanuy U nacnopramu kabuneros 'OY BO KPAI'CuY.
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