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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.
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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:

yacol

108

3a4émuvle eOUuHUYbL

O4Ho-3204Hast popma 00yyeHHs

Buabl yueOHoii padoThI

Pacnpenesienue yueOHOro

BpeMeHH
Konumaxkmmnas paboma 24,25
AynuropHble 3aHATHS (BCETO): 24
Jlexyuu 12
Ilpaxmuueckue 3ansamust 12
Jlabopamopnvie 3anamus
[TpomesxyTouHas aTTecTanus 0,25
Kouncynomayus nepeo sxzamernom 0
OKx3amen
3auem 0,25
Koumponvnas paboma
Pyxosoocmeo kypcosoii pabomoti
Camocmoamenvnas paboma 83,75
Camocmosmenvhas paboma 6 meyenue cemecmpa 79,75
Iloocomoska koHmpoabHOU pabomwl
Hanucanue xypcosou pabomul
Iloozomoeka k npomedncymouHou ammecmayuu 4

Bup Texymen arrecrauuu

KOHTpOJIbHAsA paboTa

Oowas mpyooémkocmep OUCYUNIUHDBL:

yacol

108

3auémmuble eOUHUYb




4. Conep:xkanmne TeM y4eOHOMH THCHHMILINHBI

HaumenoBanmne
membol
yueOHoi
JUCIUIIHHBI

Conep:xxanue TeMbl

Tema 1. IIpenmer,
cojiepxaHue, 3a1a4u

Kypca
(MK-17)

[lpenmer, copepkaHue ¥ 3agaddl Kypca. TEpMHHOJIOTHS OCHOBHBIX
NOHATUH B 00JacTH KOH(PHMICHIMATBHOTO JEJIONPOU3BOJCTBA, €€
sommonusi. OIieHKa TEPMUHOB B OTEYECTBEHHON JINTEPATYpE.

Pone Kypca B COBEpIIEHCTBOBAHWU OPTaHU3AIMH PaOOTHI ¢ JOKYMEHTaMH,
CO3JJaHUHU ONTUMAJIBHBIX YCJIOBUI PabOTHI CIIy>KOBI KOH(HICHINATIEHOTO

JICNIOTIPOU3BOJICTBA,  BHEIPEHUU TEXHUYECKUX CPEIACTB  0OpabOTKH
JOKYMEHTHOH HH(OpMAaIHH.
XapakTepucTUKa  COBPEMEHHBIX  TOCYIapCTBEHHBIX  HOPMAaTHBHO-

MCETOANYCCKUX JOKYMCHTOB, PCIrIIaMCHTUPYIOIINUX KOH(i)I/I,I[eHI_[I/IaHBHOC
JACJIOITPOU3BOJACTBO

Tema 2. Ileanas u
KOH(HICHIIATbHAS
uHpopManus
(MK-17)

[Tonsatue nennoil uHdopmamnuu. LleHHOCTH M NOJE3HOCTh MH(DOPMALUU.
Kpureprn nenHoctn uH(POPMAIMOHHBIX pecypcoB. HHpopmannoHHbIE
pecypcel  rocylapcTBeHHble U HerocyaapcTBeHHble. Kiaccugukarus
MH(POPMALIMOHHBIX TPOAYKTOB M YCIYyr, WH(OPMAIIMOHHBIE PECYPCHI
OTKPBITBIE U PECYPCBHl OTPAHUYEHHOT'0 OCTyIa

Tema 3. ®opmbl

[TonsiTue TaiiHbl, cekpeTa, KoHpUAeHManIbHOCTU. Kiaccudukanus BUIoB

3alIUTHI HerocyaapcTBeHHoW TaiiHbl. CiyxeOHas TaitHa. IIpodeccuonanbHast
MH(OPMaLIMOHHBIX taiiHa. JlokymeHTHpoBaHHas HWH(popManusg (AOKYMEHTBI) CEKpeTHas U
pecypcoB HecekpeTHas. [loHsATHE KOH(PUICHIMATbHOCTH KakK OIpeaesieHHe cgepsl
OTpaHUYEHHOTO HECEKpPEeTHOM MH(OpMAalUK OrpaHUYeHHOro Joctyna. CylHOCTh TEPMUHA,
J0CTyTa 0COOEHHOCTH W YyCIOBHUs NpuMeHeHus. [IpaBoBble M TEXHOJIOrMYEeCKHe
(IMK-17) aCHeKThl TMPUCBOCHHUS HMHPOPMAIMU KaTeropuu KOH(UIEHIUAIbHOM.
Kondunennmansuas uHpopmanus u ee Buabl. [lepcoHanbHbIE TaHHBIE.
Orpanuuenus Ha OTHECEHHE uH(popMaluu K KAaTerOpuu
KoHpuIeHManbHOH. [loHsATHE KOH(UIECHIMANBHOTO JOKYMEHTa, €ro
0OCOOEHHOCTH.
OO6mass knaccupukanuss KOHQHUACHIMAIBHBIX JOKYMEHTOB. Cpoku
(mepuon) KOH(MUIAEHIMAIBLHOCTU. JleleHne JOKyMEHTOB Ha JOKYMEHTHI
KPaTKOBPEMEHHOTO U JIOJITOBPEMEHHOI0 IeproJia KOH(OUICHIMAIbHOCTH
Tema 4. HNupopmanronHast 6€30MacHOCTh Kak HHCTUTYT UH(OPMAIIMOHHOTO MpaBa.

3aKOHOAATEIBCTBO U
JIpyrue HOpMaTHBHbBIE
MaTepHabl 110

3aKOHOJATENLCTBO B OOJIACTH  MHTEJUIEKTYalbHOH  COOCTBEHHOCTH,
MH(OPMALIMOHHBIX  PECYpPCOB,  HH(POPMAIMOHHBIX  HPOAYKTOB  H
MH(POPMALIMOHHBIX YCIYT. 3aKOHOJATEIbCTBO O O€30MacHOCTH M 3allluTe

OpraHu3aIuu MH(pOpMaINK, €ro CTPYKTypa U CoJepkKaHUe. 3aKOHOJATEIbCTBO O 3aIlUTE
KOH(HICHIIMATIBHOTO | TOCYIapCTBEHHOW M KOMMEpPYECKOW TaiHbI, MEPCOHANBHBIX JAAHHBIX, €TO
pexuma CTPYKTYypa U COACpKaHUE

(IMK-17)

Tewma 5. Ucrounukn [lonsTie w  kjaccuuKanmus  HCTOYHMKOB  KOH(HIEHIIMAIBbHOMN
KOHpUIeHIIMaTbHON | nHQopManuu. XapakTepucTHKa Kaxaoro ucrouHuka. Knaccudukarnms
uH(pOpMaLIUH. KaHAJIOB 00BEKTUBHOTO pacpocTpaHeHus KOH(UICHIINATILHOM
Yrpo3sl U KaHAJIbI uHpopManuu.  XapaKTepUCTHKA  KaKIOro  KaHaja.  YS3BUMOCTb

yTpaThl
KOH(pHICHIIMATHHON
uHpopmaruu
(IK-17)

uHpopmanuu. MHTEpec k nHPOpMaLUU KaK IPEANOChlIKa BOSHUKHOBEHUS
yrpo3bl. [lonsitue yrpo3el (omacHOCcTH) HH(OPMAIMH, BHIBI YIpoO3.

Kananer  yrpatel  koHduneHmmanbHoi uH(opmanuu. [locineactBust
o0pa3oBaHUs KaHATa HECAHKIMOHHPOBAHHOTO JOCTyMa K HH(OpMAIINH:
yTpata HoOcUTeNsl KOH(QHUACHUUANbHOW uHOpMaNUU, paspylieHue
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nH(popmanuu, ee Kpaxa, MoauduKanms, moaMeHa, Ganscuukamnus u ap.
[Tonatuss pasrnamenuss u  yreukun uHpopmanmu. Kiaccudukanms
OpraHu3aIMOHHBIX KaHAJIOB pasriameHus (ornareHwst)
KOH(pHIESHIIMATBHONH HH(pOpMAIMKU. XapaKTEpUCTHKA KaKIAOro KaHama,
KJaccu(UKalusi TEXHUYECKUX KAaHAJIOB YTCUKH KOH(HICHIIMATBHOM
uHpOpMaIINH, XapaKTEPUCTHKA KaXKIOr0 KaHala

Tema 6.
Pernamenranms
cocTaBa
KOH(UICHITHATLHBIX
CBEIECHUN

Y TIOPSIIOK UX
JIOKYMEHTHUPOBAHUS
(MK-17)

[Tepeuenp koHpuAeHUMANIBHBIX cBeAeHUU. llenn u 3agaum nepedHs
CBE/ICHUH, HOCAIMX KOH(pUICHIUANbHBIA XapakTep. CocTaB CBeACHUH,
KOTOpbIE HE MOTYT ObITh TallHOW. MecTO mepeuHss B CHUCTEME 3allUThI

uHpOpMaLnu.

Opranm3anoHHble  (OPMBI  COCTABICHHSI W  BEICHHS  IICpEYHEH.
Conepxanue mporeaypbl pa3paborku  mepeuyHs.  CyliecTBYIOMIIHE
METOAMKK cOopa, aHanmu3a © 0000meHus cBeneHuil. [lepeycHb

KOH(HICHIINATBHBIX JOKYMEHTOB.

Pasrpannuenue ypoBHS KOH(PHIECHIIMAIBHOCTH CBEICHHM, OIpeaercHHe
CpOKa KOH(HIECHIIMAIHHOCTH, PETJIAMEHTAIUSI MeCTa JOKYMEHTHPOBAHMUS,
UCIIONIb30BAaHUSI M XPAaHEHHUs, COCTaBa COTPYIHHKOB, KOTOPBIM 3TH
CBE/ICHUS] HEOOXOTUMBI JJIs1 pabOTHI.

CogepxaHue mporenypbl BeaeHus mnepedHs. OpraHusanus MOCTOSHHOM
aKTyaJ3allud U KOHKPETHU3alMM IEepeuHs, KOHTPOJIb COCTaBa CBEICHUI,
BKJIIOUEHHBIX B mepedyeHb. Llemu W 3amaum  pa3pelIuTeNbHOM
(pa3rpaHUYUTENBHOM) CHUCTEMBI JOCTYIIa K CEKpeTaM OpraHu3alluu.
CtpykTypa pa3pelmTeIbHOM CHCTEMBI U €€ CBA3b C TpeOOBAHUSIMHU
JIEIOBOM  1enecoo0pa3HOCTH M MEPCOHAIBHOM  OTBETCTBEHHOCTH
pykoBojuTenel U coTpyaHUKOB. OdopmiieHHe pas3pelieHuss O JOIycKe
COTPY/AHMKA K KOH(PHUICHINATBHBIM CBEICHUSM (PUPMBI, OTBETCTBEHHOCTb
JOJDKHOCTHOTO JIMILIA 3a BbIaHHOE paspemieHue. Kpurepuu nocryma.
[Topsimok nmoctyna K KOHQUIACHIMAIBHBIM CBEJCHHUSM MpeACTaBUTENEH
JPYTuX CIyXalluX TOCYAapCTBEHHBIX yupexaeHuid. KoHTponas 3a
JIOCTYTIOM

Tema 7. IloToku
KOH(pHUICHIIMATIbHON
JIOKyMEHTau1
(MK-17)

Buzpsl yrpo3 TpaiuMOHHBIM U 3JEKTPOHHBIM JIOKYMEHTOIOTOKAM, 33/1a4H
3alIMTHl JTOKYMEHTONOTOKOB. [lOHSTHE, NPWHIMIBI, LENMd ¥ 3a/Ja4d
3aIIUIIEHHOT O JOKYMEHTO0000poTa Kak COBOKYITHOCTH
JTOKyMEHTONOTOKOB.  Kpurepun  Oe3omacHocTH  JOKYMEHTOOOOpPOTA.
OcHOBHBIE ~ TpeOOBaHUS K  3alUIIEHHOMY  JIOKyMEHTOOOOpOTY.
B3aumocBs3p nepcoHaIbHON N30MPaTENbHOCTH B IOCTaBKe HH(GOPMaLUU U
paspemmTenbHo  cucteMbl  joctyna.  OcoOEHHOCTH — 3aIlMIEHHOTO
06e30yMakHOroO (3JIEKTPOHHOI0) TOKYMEHTO0O0OpoTa. THIOBasi CTPYKTypa
TEXHOJIOTUYECKUX CTaJui BXOJHOTO, BBIXOAHOTO U BHYTPEHHETO MOTOKOB
KOH(QHICHIIMATBHBIX ~ JOKYMEHTOB.  [IpHHIMITHANBHAS  B3aUMOCBSI3b
JOKYMEHTOTIOTOKa M TPUMEHSIEMOM  TEXHOJOTMYECKOW  CHUCTEMBbI
00pabOTKH U XpaHEHHsI TOKYMEHTOB

Tema 8.
TexHOMOrMUECKITE
cUCcTeMbl 00pabOTKH
1 XpaHCHHSI
KOH(UICHITHATEHBIX
JIOKYMEHTOB. Y4YeT
KOH(UICHITHATEHBIX
JIOKYMEHTOB
(MK-17)

MecTo ¥ HazHAYEHHE TEXHOJIOTMUYECKON CHCTEMbI 00paOOTKH U XpaHEHUS
KOH(PHUICHIIMAIBHBIX JOKYMEHTOB. MeTonnueckue OCHOBBI OOpabOTKH U
XpaHEHUs! OTKPBITHIX U KOHPUACHIIMATBHBIX TOKyMEHTOB. [IpenmyrecTBa
W HEAOCTATKH TPAJUIIMOHHOW TEXHOJOTUYECKOW CHUCTEMBI OOpabOTKU M
XpaHeHUs JOKYMEHTOB. Ocobennoctu aBTOMAaTU3UPOBAHHOU
TEXHOJIOTHYECKON CHCTEMBI 00pabOTKH KOH(DHICHIIMAIBHBIX TOKYMEHTOB.
Ilenu u 3amaunM ydera KOHOQUACHIHMAIBHBIX JOKYMEHTOB M HOCHUTENCH
KOH(UICHIMATLHOW JTOKYMEHTAIlUW, CHCIU(PUICSCKHE MPUHIUIBI ydeTa.
Bugapsl ydera, ©X MeCTO B TEXHHYECKOH cuUcTeMe 0OpabOTKH M XpaHEHHS
KOH(UICHIIMAIBHBIX TOKYMEHTOB. DYHKIIMK U CTPYKTYpa TPAJTUIIHOHHOTO
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CIIPaBOYHO-UH(OPMAITMOHHOTO OaHKa JAHHBIX 1O JOKyMEHTaM (’KypHajoB
YYE€THO-KOHTPOJIBHBIX ~ JKypHaJIOB,  KaptoTek). CocraB  mpoueayp
ABTOMATHU3HUPOBAHHOTO yuera OyMaXKHBIX u AIEKTPOHHBIX
KOH(QHICHIIMATIBHBIX ~ JAOKYMEHTOB. DYHKIMH aBTOMaTH3UPOBAHHOTO
CIpaBOYHO-UH(POPMAIIMOHHOTO  OaHKa  JaHHBIX [0  JOKYMEHTaM.
Ha3nauenune crpaxoBoi ydeTHOM KaproTeku. [IpaBuia npuMeHEHUsS
AIIEKTPOHHOM TMOAMKMCH 3a TMOJy4YeHHe JoKyMeHTa. Hasnauenue u
IpoIeNyphl ydeTa MOCTYNMUBIIMX KOHBEPTOB, MakeToB. HaszHaueHue wu
POLEAYPHI yueTa MOCTYNHUBIINX KOHPHICHINAIBHBIX JOKYMEHTOB

Tema 9.
JIoOKyMEeHTHpOBaHHE
KOH(HICHIIMATHHON
uHpopmanuu
(MK-17)

Yrpo3sl uHpOpMAMKM TPH JOKYMEHTUPOBAHWUU M 33/la4dl €€ 3alluTHI.
Kpurepun oTHeceHHMs] TOKYMEHTOB K KaTErOpUH KOH(HUICHIIUATbHBIX.
[Tepeuens KOH(DUIESHIMAIBHBIX TOKYMEHTOB (PUPMBI. DTambl MOATOTOBKH
(ucrionHeHus) KoH(UIEHIMANBbHBIX JOKYMEHTOB: 1) mpolenypa »Tama
ompeneseHuss ypoBHS Tpuda KOHPHUIACHIMAIBHOCTH MPEANOoJIaracMoro
nokyMmeHTa. Bunbsl rpudoB U orpaHUUMTENBHBIX OTMETOK. OdopmieHue
rpuda u ormeTok. [TopsioKk TpPHUCBOSHUS, U3MEHEHHS W CHATHS Trpuda
KOH(MUICHIMANBHOCTH; 2)  TpoleAypa  MpeIBapUTEIbHOTO  ydyeTa
OYMaXHBIX U TEXHUYECCKHX HOCUTEJICH KOHPUIACHIIMATHHOW HHPOPMAIIHH.
Buner Hocureneit undopmanuu. MapkupoBka HocuTeneid. opmbl yyeTa
HOcHuTeNel; 3) mporeaypa cocTaBieHHsI KOHUACHIIUATIFHOTO JOKYMEHTA.
OCOOCHHOCTH  COCTaBJCHUS  YCPHOBHMKAa MW  BapHaHTOB  TEKCTa
KOH(UICHIMALHOTO JOKYMEHTA; 4) Mpoleaypa U3rOTOBJICHHSI OPUTHHATIA
KOH(pHMICHIIMAIIBHOTO JIOKyMEHTA. dopmbl yueTa IIPOCKTOB
MOJATOTOBJICHHBIX JIOKYMEHTOB. [IpaBmia 3ammuTel wHGOpMamum U
JOKYMEHTOB TPH HW3TOTOBJICHUHM MPOEKTOB OYMa)XKHBIX U 3JIEKTPOHHBIX
JTOKYMEHTOB. [1ops0K YHHUYTOKEHUSI YEPHOBUKOB; 5) MpoIeypa U3JaHus
MOJATOTOBJICHHBIX  KOHPUACHIIUATIBHBIX  JOKYMEHTOB, OCOOCHHOCTH
COTJIACOBaHUs, MOJIUCAHUS W yTBepKIeHUs. [lopsnok KOmMpoBaHUS U
TUPKUPOBAHUS KOH(PHUICHIIMATBHBIX JOKYMEHTOB. YTPO3bl H3IaHHBIM
JOKyMEHTaM ¥ 3aJadyd  uX 3amuThl. OCOOEHHOCTH KOHBEPTOBaHUS
(makeTHpoOBaHUS)  OTHPABISEMBIX  KOH(MUICHIMATBHBIX  JOKYMEHTOB,
JocTaBku uX ajapecataM. OCOOEHHOCTH HaIpaBJICHUS Ha HCIOJHEHUE
W3JIaHHBIX BHYTPEHHUX TOKYMEHTOB. OCOOEHHOCTH Tepeadu aapecaram
M0 HE3AIMUIICHHBIM JIMHUSM CBSI3W  (DAaKCHUMUJIBHBIX, JJIEKTPOHHBIX
JIOKYMEHTOB, T€JIErpaMM, TeJIEKCOB

Tema 10. ITopsiaox
paboThI
HCIIOJIHUTENICH C
KOH(UICHINATEHBIMH
JTIOKyMEHTaMHU
(TIK-17)

VYrpo3pl AoKymMeHTamM B Mpoliecce paboThl C HUMHU PYKOBOJUTENEH,
CIEIHUAICTOB M TEXHUYECKUX COTPYAHUKOB (DUPMBI, 3aJaud 3allUThI
JIOKYMEHTOB, CriocoOsl peanu3anuu pa3pemuTenbHON
(pa3rpaHUYUTENBHON) CUCTEMBI JOCTYMa K OYMaKHBIM M SJIEKTPOHHBIM
nokymeHTaM. OCOOEHHOCTH TPONEAYphl PACCMOTPEHUS JIOKYMEHTOB
pykoBoauteneM. OcoOEHHOCTH TPOIEAYP O3HAKOMIICHHUSI UCTIOJTHHUTENEH ¢
JMIOKYMEHTAaMH W Tepeaaddl JOKYMEHTOB Ha ucrnonHeHue. OcoObeHHOCTH
Mpolenyp TMOJy4YeHHs JAOKYMEHTOB OT HWCIOJIHUTENeM U nepenayu
JIOKYMEHTOB B JIpyrue TMOApPa3ACIICHUs] CIyXObl KOH(HUICHIIMAIbHON
nokymeHTtanuu gupMmel. [IpaBuna paboTsl mepcoHana ¢ JOKyMEHTaMH Ha
OYMa)XKHBIX M TEXHMUYECKHX HOCHUTENSNX, C DJIEKTPOHHBIMHU JOKYMEHTAMH.
Y4er MOKyMEHTOB, HaXOASIUXCs y wucnomHutens. [lopsmok paGoTh
WCTIOJIHUTENIE CO CpPECTBAMU BBIYUCIHUTEIBHON W OpPraHU3alMOHHON
TEeXHHKH, CpeAicTBaMu CBsi3U. [1opsIok XpaHeHus: JOKYMEHTOB Ha pabouemM
MecTe. XpaHeHue JOKYMEHTOB B Hepabouee BpeMsi

Tema 11. Ilopsanok
POBEJICHUS

Bunael cosemanuii U neperoBopoB lIpaBuiia moAroTOBKH M IPOBEAECHUSA
COBEMIaHMN W  TeperoBopoB. JlokymeHTHpoBaHWE  HWH)OpMaIuu,
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COBEIIIaHNUH U

o(opMIIEHHE CTEHOTpaMM, MPOTOKOJIOB U JAPYrux AOKyMeHTOB. I[lopsgok

[IEPErOBOPOB 110 UCIOJB30BAaHUsl ayAMO- U BHJeo3anucH. VH)KeHepHO-TEXHUYECKUE
KOH(QUICHIMATBHBIM | TpeOOBaHUS K MOMEIMICHUAM, HX oxpaHe. OOS3aHHOCTH YYaCTHHKOB
BOIIpOCaM, IipuemMa COBEILlAHMM, IIEPETOBOPOB M OTBETCTBEHHBIX 3a MX IPOBEJICHUE.
MOCETUTENCH Knaccudukanmss mnoceruteneir. [lpaBmia paGoTel €  MOCETUTEISIMHU
(IK-17) Pa3IMYHBIX KJIACCH(PUKAIMOHHBIX rpymil. O0s3aHHOCTH OTBETCTBEHHBIX 32
npueM nocetureneid. MeTonpl KOHTPOJS TOBEACHHS MOCETUTENEH.
TpeboBaHMs K TOMEICHHUSIM 151 IpUeMa MOCETUTETIeH
Tema 12. YTrpo3sl JoKyMeHTaM B Mporiecce GOpMHUPOBAHUS MX B JieJia U XpaHCHHUS,
®opmupoBaHue, 3amMThl  TIOKyMeHTOB. OcobeHHoctd odopMieHus Jena TpU  ero
odopmiieHHE U 3aBenieHuu U opmupoBanuu. [IpaBuna GopmupoBaHus U XpaHEHHs JEIl C
XpaHeHue KOH(HICHIIMATHLHBIMHU JOKYMEHTAMHU.
KoH(puAeHIMaNbHEIX | OcoOeHHOCTH odopMIeHUs Jeida Mpu ero 3akpbiTuu. (OcoOeHHOCTH
JIOKYMEHTOB. OKCHEPTH3bl LEHHOCTH KOH(MUIACHIMAIBHBIX JOKYMEHTOB M IPOLEAYPHI
VYHuuTOX€EHHE COCTaBIICHUS OIMCH JeJ, IepenaBaeMbix B apxuB (upmbl. [lopsgok
KOH(QHICHIIMATIBHBIX | XpaHEHHs €] B CIy)X0e KOH(PHUICHIMAIbHBIX TOKYMEHTALUU U apXUBE
JIOKYMEHTOB bupmbl  (BeIOMCTBEHHOM apxuBe). Kinaccudukanus apXuBHBIX e,
(IK-17) Hay4HO-CIIPABOYHBIN aIapar, OpraHu3anus MCIOJIb30BaHUSA JTOKYMEHTOB

U Jedl.

Yrpo3sl JOKyMEHTaM B IIPOLECCE YHUYTOKEHMS W 3aJayd  3allUThI
nokymeHToB. IIpouenypa  cocraBieHuss aKra Ha  YHMYTOKEHUE
KOH(HICHIIMATBHBIX JOKYMEHTOB U Jeil. COoCTaB JOKYMEHTOB, MPOEKTOB
JIOKYMEHTOB, MaTepUajIoB U HOCUTENEeH MHPOPMAIIH, YHUUTOKAEMBIX 0€3
akta. [lpomenypbl (u3MYecKoro yHHMUYTOXKEHUS JOKYMEHTOB M €€
JOKYMEHTUPOBAHUE

Tewma 13. ITpoBepka
HAIMYHUS
KOH(HICHIIMATbHBIX
JIOKYMEHTOB, JIeN U
HOCHUTENICH
uHpOpMaLun
(MK-17)

HaSHa'-IeHI/Ie, 3aga4u MW TUIIBI TPOBCPOK HAINYUA KOH(bI/I)IGHHI/IaJ'IBHBIX
JOKYMEHTOB, Jlel M HocuTened wuHpopManuu. MeToauka BeIeHHs
IMPOBCPKHU HAJIUYHA. E)KeI[HeBHafI IMpOBEpKa MCIOJIHUTCICM HAINYNA
KOHQHIEHIIMATIBHBIX ~MaTepuanoB Ha pabouyem wMmecre. Ilpouenypa
MIPOBEPKHU MPABUILHOCTH PabOTHI UCMIOJHHUTENEH ¢ KOH(DHUICHIIMATIbHBIMU
nokymeHTamu. CocTaB MNpoOBEpsieMbIX JIOKYMEHTOB MpH KBapTaJbHOMN
IIPOBEpPKE HATUM4Us JOKyMEHTOB. COoCTaB MpOBEPSIEMBIX JOKYMEHTOB IPH
rOI0BOM MpOBEpKe HAMMYMs TOKyMEHTOB. [IpoBepka HanmuuMs JOKYMEHTOB
ocoboit LIEHHOCTH. OcHoBaHus u MOPSAJIOK MIPOBECHUS
HEeperjaMeHTUPOBAHHOM MPOBEPKU HAJIMYUS LIEHHBIX JOKYMEHTOB.

5. Y4eOHo-MeToaMuYeckoe U HH(POPMALMOHHOE o0ecnieueHrue YUeOHOH U CHMILIHHBI

5.1. Ocnosnaa rumepamypa:

1. KonduaenmnuanpHoe

JIETIOTPOU3BOICTBO " 3alUIIEHHBIN 3JIEKTPOHHBIN

nokymentoobopot / A.I'. ®abpuunos, A.C. Aémymkun, T.B. Kongpamosa, H.H. Kynses. — M. :
Jloroc, 2011. — 452 c. — (HoBas yHuBepcurerckas 6ubnuoreka). — Pexxum noctyna: mo noamnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=84996.

2. Illupoxosa, E.N. Opranu3zaius KOHPHUICHIIHATBHOTO JISIOMPOU3BOJICTBA : yuel.- METO/I.
nocobue / E. W. upokoBa ; Komu pecnyOnmkaHckas akaa. roc. CiayXObl W yHOpaBJeHUS . -
CrixteiBKap : U3a-B80 KPAI'CnVY, 2013. - 109 c.



http://biblioclub.ru/index.php?page=book&id=84996

5.2. /lononnumenvnas numepamypa:

1. ABepuenkos, B.W. 3amura nepcoHaNbHBIX JaHHBIX B opranu3anuu / B.J. ABepueHKOB,
M.IO. PortoB, T.P. laiinynun. — 3-e usn., crep. — M. : U3narensctBo «®@aunaTtan, 2016. — 124 c. —
Pexxum mocryna: mo nmoamucke. — URL: http://biblioclub.ru/index.php?page=book&id=93260.

2. 3arunaiinos, FO.H. Teopus nHbpopMannoHHONW 0OE30MACHOCTH W METOIOJIOTHS 3allUThI
undopmanuu / FO.H. 3arunaitnos. — M. ; bepnun : Jupekr-Meaua, 2015. — 253 c. : wi. — Pexum
noctyna: o noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=276557.

3. Cepreena, }0.C. 3amura nuadpopmanuu: Koncnekr nekmuii / FO.C. CepreeBa. — M. : A-
ITpuop, 2011. — 128 c. — (Koncmekr mnekunuii). — PexuM pocryna: o MOANUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=72670.

5.3. dnekmponno-ouduOMeunan cucmema:

1. DnexTpoHHO-OMOMMOTEYHAsT  cHCTEMa
(www.biblioclub.ru).

2. HanmonanbHast anekrponHast oudauoreka (https:/H36.pb).

«YHUBepcUTETCKass OWONMHMOTEKa  OHJIAKHH

5.4. Ilpogpeccuonanvuvie 6azvl OAHHBIX, UHPOPMAYUOHHO-CRPABOUHDBIE U NOUCKOBbLIE
cucmemul:

1. CopaBouHno-npaBoBas cucteMa «l'apanty.

2. CrmpaBouno-npaBoBas cucrema «Koncynprant [Tnrocy.

3. DNeKTpOHHO-OMONIHOTeUHass cuUcTeMa  «YHHUBEPCHUTETCKas
(www.biblioclub.ru).

4. Hayunas siektponHast oubanoreka (www.e-library.ru).

5. HarmonanbHas snekTpoHHas oubdauoreka (https:/H30.pdh).

OonbIroTexka  OHJIANH»

5.5. Pecypcol ungpopmayuonno-ookymenmayuonnou cemu «Mumepnuemy

1. Caiit Bcepoccuiickoro Hay4HO-MCCIIEIOBATENbCKOIO MHCTUTYTA JOKYMEHTOBEIEHUS U
apxuBHoro jaena (http://www.vniidad.ru/).

2. OemapnpHas cioykOa 1Mo HaA30py B cdepe CBI3M, MHPOPMAIMOHHBIX TEXHOJIOTHHA W
MaccoBbIX koMMmyHuKalmii. Pasnen «Ilepconanbubie nanusie» (https:/rkn.gov.ru/personal-data)

6. CpencrBa obecrieueHnsi 0CBOCHHS Y4eOHOM TMCIUTLINHBI

B yueGHoM mpouecce mnpu peanuzanuu ydeOHoM nucruruinHbl «KoHdunennumanbHoe
JEJIONPOU3BOICTBO» UCIIONB3YIOTCS CIEAYIOIIUE PECYPCHI:

Ilepeuens npozpammnozo obecnewenus u UHGHOPMAYUOHHBIX

Hngpopmayuonnvie mexnonozuu
CHPAGOYHBIX CUCHEM

Microsoft Office Professional
LibreOffice

OducHblii maker ans padOTHL ¢
JOKYMEHTaMH

WndopmanmoHHO-CIIpaBOYHbIC
CHUCTEMBI

CrnpasouHo-nipaBoBas cucreMa "Koncynsrant [lmroc”

CrnpaBouHo-TipaBoBas cucreMa "["apanT”

DIIeKTPOHHO-ONOINOTEUHEBIE
CHCTEMBbI

ObC «YHuBepcuTeTcKas OMOINOTEKa OHJIAHH

Hayunas snextponHast 6udnuorexa (Www.e-library.ru)

HarmonanwHast snektponnas oubiavoreka (https://H30.pd)

SHCKTpOHHaH moyra

BHCKTpOHHaSI mo4yra B JOMCHEC krags.ru

CpenctBa Ui OpraHu3arviu
BEOMHAPOB, TEJIEMOCTOB u
KOH(pEepeHIIui

CepBucsl BeO- 1 BuieOKOH(pEepeHIICBA3H, B ToM uncie BigBlueButton
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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/
http://www.e-library.ru/

ComnpoBOXKJCHAE OCBOCHUSI  JTUCHUIUIMHBI  OOy4YaroIUMCsT BO3MOXKHO C  HCIIOJIb30BAHUEM
ANEKTPOHHON  WH(pOpMarmonHo-o0pa3oBaTenpHOl cpensl [OY BO KPAI'CuY, B TOM 9ucie
oOpa3zoBarenpHOTrO TopTana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTtepua/ibHO-TEXHHYECKOE o0ecriedeHrne 0CBOEHU YUeOHOi THCIUTTHHbI

I[Ipu mpoBenenun  y4eOHbIX  3aHATUH 1o  aucuuivimHe  «KoHduaeHuuagbHOe
JIEJIONPOU3BOJICTBOY 3aJeiICTBOBaHA MaTepHalIbHO-TEXHUYECKass 0a3a, B COCTaB KOTOPOW BXOMAT
CIIeIyIOIIME CPEICTBA U PECYPChl Ui OPraHU3allUd CaMOCTOSITEJIbBHOM M COBMECTHOM paboThI
00y4aromuxcs ¢ npernojaBaTesieM:

— CIelUabHble MMOMEIICHUs JIs peai3aliy JaHHON JUCHMILTUHBI MPEJCTABIAIOT COO0M
yueOHbIe ayIUTOPUU IS MPOBEICHUS 3aHITUN JIEKIIMOHHOIO THUIA, 3aHATHI CEMHUHApPCKOTO THIIA,
TPYNNOBBIX ¥ HMHAWBHUIYaTbHBIX KOHCYJbTAIMi, TEKYIIEr0 KOHTPOJIS U MPOMEKYTOUHON
aTTecTallid, a TaKKe MOMEIICHUS A CaMOCTOSTEIbHONW paboOThl M MOMELICHUS Ui XpaHEHUS U
npOQUIAKTHIECKOTO0  OOCTY)KUBaHUsI ydeOHOro obOopynoBanus. CrenuanbHble TTOMEIICHUS
YKOMIUIEKTOBAHBI ~CIICIUATU3UPOBAHHON MEOENbl0 M TEXHHYECKUMH CpPEICTBAMU OOYYeHHs,
CITy’KaIllUMU JIJIS TIPEJICTaBIICHUs yaeOHOH nH(opMaIiy O0IbIION ayAUTOPUH.

Jlnist mpoBeeHNS 3aHATHH JEKIIMOHHOTO TUIIA MpeiararoTcss Habophl JeMOHCTPAIIMOHHOTO
000pyI0BaHus U y4€OHO-HATJIAIHBIX TOCOOMI, 0OecTIeunBaIONINe TEMATUUECKUE UIUTFOCTPAIIUH;

— TIOMEIIEHUE HJsi CaMOCTOSITENbHOM paboThl OOYYArOMIMXCS OCHAIEHO KOMIIBIOTEPHOU
TEXHUKOM C BO3MOYKHOCTBIO TOAKIIOYEHHS K ceTH «MHTepHeT» M oOecrnedeHHeM J0CTyna B
AIEKTPOHHYIO HH(DOPMALIMOHHO-00pa30BaTENIbHYIO CPEly OpraHH3aIUH;

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

— Oubnnoreka AKaaeMHH, KHUXKHBIH (POHA KOTOPOH COJEPKHUT HAyYHO-MCCIIEA0BATENBCKYIO
JIUTEpaTypy, HAyYHbIE KYPHAIIBI U TPYAbl HAYYHBIX KOHPEPEHIINH, a TAK)Ke YNTATHHBIN 3a7;

— cepBepHOE 000py/I0BaHHE, BKIIOYAIOIIEE, B TOM YHCIIE, HECKOIBKO cepBepoB cepuu |IBM
System X, a Taxxe BUpPTyaJlbHBIE CepBepa, padOTAIOIIHE MO YIIPABICHHUEM OTIEPAIIHOHHBIX CUCTEM
Calculate Linux, BxmtoueHHoi B Peectp Poccuiickoro 10, u Microsoft Windows Server u
CIIy’KalllUMHU JUTS pa3MEIICHUs] Pa3IMYHBIX CEPBHCOB M CIYXO, B TOM 4YHCIE s oOecreueHus
pabotel CYBJl MySQL u MS SQL Server;

— CETeBOE KOMMYTAIIMOHHOE O0OpyJoBaHUE, oOecredynBaromiee padboTy JIOKaJbHOM CETH,
nperocTaBiieHue noctyna K cetu Internet ¢ obmielt ckopocthio moaxmoueHuss 10 Mout/cek, a
Takke paboty 6ecipoBogHOTO cerMeHTa cetu Wi-Fi B moMmemenusix AkagemMuu;

— MHTEPaKTUBHBIE HHPOpMaTMOHHBIE KHOCKH «HPOY;

— IIPOTPaMMHBIE U anmapaTHbIE CPEACTBA IS IPOBEACHUS BUACOKOH(PEPEHIICBA3H.

Kpome TOro, B 00pa3oBaTesbHOM IIpoliecce OOYYArOIIMMUCS IIHPOKO HCIIONB3YIOTCS
CJICIYIOIIHE AIIEKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTs moakIrOUeHUS — S MOUT/CEK);

— cailt www.krags.ru;

— OecnpoBoaHas ceTb Wi-Fi (B OTKpbeITOM a0CTYyIIE).

Konkpernsle  momemieHust A OpraHM3alldd  OOy4eHHs [0  JUCLUIUIMHE
«KoHpuaeHnnumanpHoe /1€I0NPOU3BOACTBO»  IpenacTaBieHsl B ChnpaBke O  MaTepUallbHO-
TEXHUYECKOM OOecreueHH 00pa3oBaTeIbHON MPOrpaMMBbl MO HampaBiIeHUIO moAroToBku 46.03.02
JloKkyMeHTOBeleHHe W apXHMBOBEACHUE, C(HOPMUPOBAHHOH B COOTBETCTBUM C paclUCaHHEM
y4eOHBIX 3aHATHI U IPOMEXKYTOUHOH arTecTanuu U nacnopramu kabuneros 'OY BO KPAI'CuY.
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