Pa6Gouas nporpamma qucuuimiuabl (MoayJsi) «<MugopmanuonHoe odecneyenune
yHpaBJIeHHUs OPraHu3anueii», BKIYas OlleHOYHbIe MaTepHaJlbl

1. TpeGoBanus K pe3yJbTaraM 00y4eHHsl 110 JUCHHUILIHHE (MOLY110)
1.1. Ilepevyenb kommnereHuMi, (OPMHPYeMbIX IHCHUILIMHON (MoayJieM) B Ipouecce
O0CBOEHHs 00pa30BaTeJIbHOI IPOrpaMMBbl

I'pynna komneTeHuui Kateropusi komnereHumii Koabl u conep:kanne KoMneTeHIUI
YHuBepcajibHbIe - -
OobmenpodeccrHoHaTbHBIE - -

[podeccronanpubie IK-1 Criocoben ¢hopmupoBaTh

BO3MOXKHBIE DCIICHHS Ha OCHOBE
pa3paboTaHHBIX JJIsI HUX IIENEBBIX
Hokaszarenel, aHaiauM3a HEOOXOIUMOM
nHpopmanuu 1 GaKToOpoB, BIMSIOMINX
Ha JICATENILHOCTh TPEANPHATHS, a
TaKXe C Y4E€TOM €CTECTBEHHO-HAYUHBIX
OCHOB u ocobeHHOCTe!
TEXHOJIOTUUECKHX IPOLIECCOB
MPOU3BOJICTBA B XUMHYECKOW OTpaciu

1.2. KomneTeHUMM W WHIMKATOPbI HX [OCTHKeHUsl, (GoOpMHUPYeMbIX JAUCIHUILIHHON
(MoayJiem) B mpoiecce 0CBOCHUS 00pa3oBaTeIbHOI POrpamMMbl

Kon Koja unaukaropa
Conep:xaHue HHANKATOPAa KOMIIETEeHIMH
KOMIIETEHIINN | KOMIIETEeHIIMH
[K-1 IK-1.3 Odopmisier pe3ynbTaThl aHanuW3a ¢ NpPUMEHEHHeM HWH()OpMAaIMOHHBIX
TEXHOJIOT' Ui

1.3. Pe3yabTaThl 00y4eHHs MO AUCHUIIHHE (MOTYJIIO)

Hear wu3yyeHusi AMCHUILUIMHBI (MOAYJs) — H3YYCHHUE TEOPUM W TPAKTHKH OCHOB
MMOCTAaHOBKH JJOKYMEHTOOOOpOTa B OpraHM3allii, a TaKKe pa3BUTHE HABBIKOB BEICHUS
JOKYMCHTAITHH.

B pesynbpTaTe nzydeHuss JUCIUTIIMHBI (MOYIs1) OO YJArOIIUICS JOJKEH
3HATH:

® OCHOBHBIC IPUHIIUIIBI OPTAaHU3AIIUH JIEIIOTPOU3BOJICTBA M JOKYMEHTOO00POTA,
® OCHOBHBIC MOHATHS JOKYMEHTAIIHOHHOTO 00ECIICUCHUS YIIPABIICHUS;
yMeThb!
® pa3pabaThIBaTh MPOCKTHl OPraHU3AIMOHHBIX U PACIIOPSTUTESIBHBIX JOKYMEHTOB;
e 0pOpMIISATH TOKYMEHTHI B COOTBETCTBHU C TPEOOBAHUSMH TPaXKIAHCKOTO, TPYIAOBOTO
3akoHozaTenbcTBa Poccuiickoit denepanuv W JOKAJbHBIMH HOPMATHBHBIMH aKTaMH

OpraHu3aIuu;
BJIA/IETh.
e BIIQJICHHEM HaBbIKaMu cOopa, 00paboTku MHGOPMAIUU U ydacTus B MHGOpMaTU3alUU
JeSITEIIbHOCTH,

® HaBBIKAMU JOKYMEHTAJIBHOIO O(GOpPMIIEHUS PEUICHUH B YIpaBJIEHUH OINEpPalMOHHOMN
(IpOU3BOJACTBEHHOMN) 1EATEILHOCTH OpraHu3alnii;

e HaBbIKAMU aHanmM3a HMHQOpPMaUM O (YHKIMOHUPOBAHUH CHCTEMbl BHYTPEHHETO
JOKYMEHTO000pOTa OpraHu3alyy, BeAeHus 0a3 JaHHBIX 110 PA3IUYHBIM [TOKAa3aTesIM U
¢dopmupoBaHus HMH(POPMAIIMOHHOTO 00ECHeYeHUs] YYaCTHUKOB OpPraHMU3allMOHHBIX
IIPOEKTOB.

2. O0beM, CTPYKTYpPa U coep:KaHue JUCHUILINHBI (MOYJIsl)
2.1. O6beM TUCHUILIUHBI (MOTYJIs1)

Buowt yueonoii pabomut Dopmul 00yuenusn
Ounasn
O0mast Tpy10eMKOCTh: 3a4ETHbIC SIMHUIIBI/9achl 3/108
KontakTHas padora: 72
3aHATHA JIEKIIMOHHOrO TUIIA 36
3aHATHA CEMHHAPCKOrO THIIA 36




KoncyabsTamuu 0
IIpoMesKyTOYHAS aTTeCTAIMS: 3a4ET 0
CamocrositesisHast padota (CP) 36

2.2. Tempbl (pa3aesbl) IMCHUIIHHBI (MOIYJIsI) C YKa3aHHEM OTBEIEHHOT0 HA HUX KOJIMYeCTBA
4yacoB 1o popmam 00pa3oBaTeIbHOIl 1eITEILHOCTH
Ounas popma 0d6yuenusn

Buabl yue6Hoii padoTsl (B yacax)
KonTakTHas paGota
Ne | HammeHoBaHue Tem 3ansaTus
n/n | (pasnenos) TeKIHORHONo THIIA 3aHATHS CEMHHAPCKOTO THIA CP
J Hnb1e I13 C JIP HNubie

1. OObekT W  mpenMmer 6 0 0 6 0 0 6
JIMCUUTIJIMHBI

2. HopmartuBHass ~ 0Gasa 6 0 0 6 0 0 6
JIeJIONPON3BOJICTBA B
OpraHu3aluu

3. Opranmzauusi padoTsl 8 0 0 8 0 0 8
C IOKyMEHTaMH

4, TexHomorun padoThl ¢ 8 0 0 8 0 0 8
JIOKYMEHTaMU

5. CucreMsl 8 0 0 8 0 0 8
JIOKYMEHTALIUU

Ilpumeuanusn:

JI — nexuum, I13 — npakruueckue 3anstus, C — cemunapsl, JIP — naboparopusie paborel, CP — camocrosiTenbHas

pabora.

2.3. Conep:kanve TUCUHMILUIMHBI (MOAYJsl), CTPYKTYpPUPOBaHHOEe MO TemMaM (pa3jaeiam)
BHIaM padoT

Copep:xaHue JEKIMOHHOT0 Kypca

Ne
n/n

HaumenoBaHue TeM (pa3ieioB)

Coaep:xaHue JEKIHOHHOT0 Kypca

1

OOBEKT ¥ MpeIMET AUCIUILUIUHEI

OObekT u npeamet aucuuiuiHbl «HbopMaloHHoe odecneueHne
yopasiieHus:  opranuzauuei».  IIpenmer u conepxkanue
mucnuiuivHel.  Lens © 3agaum  AucuMIUIMHBL  B3auMocBssp ¢
IPYTUMH JHUCUMIUIMHAMHU. Ponme wuH(bOpMammum B COBPEMEHHBIX
OOII[ECTBEHHBIX  OTHOIIEHMSIX. CpenctBa  MaTepuaId3alliu
uHpopmanmy.  ba3oBas  TepMHHONOrHsA,  HCHONB3yeMas B
u3J1araeMoi qucuuiuinge. Mctopus pa3sBuTHS CIYKO JOKYMEHTALMH
B Poccum:  mpukazHoe — JEIONPOU3BOACTBO,  KOJIEKCKOE
JeONIPOU3BOACTBO, TepMHUHONOr M, UCTIONb3yeMas IpH paboTe ¢
JokyMeHTaMu. IIpaBoBOHM, yIpaBiI€HUECKUH W HUCTOPUYECKUI
aCIIeKThI B ONPEACICHUH JOKyMeHTa. VIHpopMannoHHas CyIIHOCTb
JOKyMEHTa M €ro HEMOCPEACTBCHHAsl CB3b C MAaTEpHAIBHBIM
HocuTeneM. JlokyMeHTHl o¢uIransHble (cayKeOHBIe), JIMIHBIC
(mepcoHanpHbIE) M JIMYHOTO  TPOUCXOXKAEHUA.  JlOKYMEHTHI
PYKONMCHBIE M U3TOTOBJICHHBIE C TIOMOIIBIO TEXHUUECKHUX CPECTB.
«DJNeKTPOHHOE» NOKyMeHTHpoBaHHe. [lonudyHKIMOHAIEHOCTD
JIOKYMEHTa ¥ cocTaB (DyHKIIHH.

HopmatuBras 6aza
JeONIPOU3BOJICTBA B OpraHU3aIIMU

3akoHOHaTeNbHOE perynupoBaHue genornpousBoncta EI'CI wu
OCHOBHBIE ee HampaBjieHHs. HopMaTHBHO-  METOOMYECKOES
perynupoBaHUe AEIONPOU3BOACTBA. ['0CyIapCTBEHHBIE CTaHAAPTHI,
UX poib W 3HaueHWe(CTaHZapTH3alus). THHoBas MHCTPYKLUS IO
JIeIIONPOHU3BOACTBY. Y HU(PUIIMPOBaHHBIE CUCTEMBI IOKYMSHTALIUH.

Opraamzanus paboTsr c
JOKYMEHTaMH

OCHOBHBbIC TPUHIMIIBI OpPraHU3aldd PabOThl C JTOKYMEHTaMHU
Tousitue OpraHu3anyu paboTsI c JIOKyMEHTaMH.
JokymenToo00opoT. OCOOEHHOCTHM OpraHu3alid W BEICHUS
JOKyMEHTOO0OpOTa Ha TOCYJapCTBEHHOH ¥ MYHHIMIIATBHOMN
ciryx0e. OCHOBHBIE TOJIOXKEHHS IO pa3paboTKe, BHEAPEHHIO H
JKCIUTyaTallui  AOKyMeHTooOopoTa. Mcrmonb3oBanue OJaHKOB,
(hopmymsipoB U mabI0HOB B JOKyMEeHT00O0OpoTe. OpraHu3anroHHAs
CTPYKTYpa IepcoHaja, obecrednBaromero paboTy ¢ JOKyMEHTaMH.
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Bunet  pabor ¢ mokymeHTamu. [pymmel  TOKYMEHTOB B
JIOKYMCHTAITHOHHOM OOECIICYeHUH. JTambl 00paOOTKH BXOISIIIX
nokymeHToB. IlepBuynHas 00pabOTKa BXOIAIINX JOKYMCHTOB.
[IpuHATHE  yIOpaBIEHYSCKOTO  PEHICHHS 10  KOHKPETHOMY
nokymeHTy. OOpaboTka OTIpaBIIEMBIX JOKYMEHTOB. Peructparms
JIOKYMCHTOB. DopMBI perucTpanuu JIOKYMCHTOB:
[CHTPAJTN30BaHHAS, JICIICHTPAIM30BaHHAs, CMelaHHas. KoHTpoib
WCIIOJTHCHUSI TOKYMCHTOB.

TexHomornu paboThI c
JIOKyMEHTaMH

Orarnsl U MOPSIOK JBIKEHUS ToKyMeHTOB. OpraHuzanus paboTsl ¢
NOCTYMAIOMMMH  («BXOASIIMMI»)  JOKyMeHTamu.  [lopsimok
opraHuM3and paboThl C  OTIPaBISIEMBIMH  (KUCXOASLIMMU)
JokymeHTamu. [lpaBuia opraHuzanuu padOThl C BHYTPEHHHMH
JoKyMeHTamMH. llenn W OCHOBHBIE TIPHHIMIBI PETHCTPALIN
JOKyMeHTOB. Ha3HaueHMe ¥  BUIBI HOMEHKJIATYphl  JEJl.
TpeOoBaHus, TpenbSBIsIEMblEe K COCTaBICHHIO W 3allOJHEHHIO
(hopMBI HOMEHKJIATYphl nen opranu3anuu. Cpokn XpaHeHus Iell.
OTBETCTBEHHOCTh 332  COXPaHHOCTb  JIOKyMeHTOB. [loHsarue
«KCIEpTH3a IEHHOCTH IOKYMEeHTOBY». HopMaTHBHO-MeToqHuecKne
M TEOPETUYECKHE OCHOBBI IPOBEJCHUSI OKCIEPTH3bl EHHOCTH
JOKyMeHTOB. [lpaBuna mepejaun el Ha XpaHEHHE B apXHB.
Jokymentoobopor Ha kommblotepe (OCOOCHHOCTH TIONyYEHUsI
(hakCUMHIIBHOTO COOOIIEHUST Ha KoMmIbioTepe. IIpenmymiecTsa
nepenayl JOKyMEHTa ¢ KOMITBIOTepa Ha KOMIThIOTEp. Y CTAHOBKA Ha
KOMITBIOTEPE CIEIHaIbHO BbIJIEICHHON MAITKU JJIsl TOCT YN a Fo I X
(akcos. IlpenmymiectBa 3iektponHoN nmoutel. [loctyn k Internet.
Cuctema peructpaiuu 4 KoHTpois. Ilomck noxymenra. basa
JlaHHBIX. BelnoHEeHNE NeHCTBUM NPU MOJIYYEHHU JOKYMEHTOB.

CucTeMbl TOKYMEHTAIUH

Cucrema JIOKyMEHTaIHH. YHudunuposaHHas cucreMa
JOKyMeHTalMU. Y HUQUIMPOBAHHBIN JOKYMEHT. Y HU(HLIUPOBAHHAS
¢opma. Enmunas rocymapcTBeHHas cucTeMa JIeJIONPOHM3BOICTBA
(ETCH). Egunas rocymapCTBeHHAsi CHCTEMa JOKYMEHTAIIMOHHOTO
obecrieuenust ynpasnenuss (EI'CHOVY): mpuumHbl ee co3maHUS.
OcobeHHOCTH MPUMEHEHNS NonokeHuil Eaunoit rocynapcTBeHHOM
CHCTEMBI JINIONPOU3BOICTBA B OTPACIIAX HAPOJHOIO XO34HCTBA: HA
NpeNNpUsATUAX, B OpPraHU3alMAX U ydpexacHusax. MHcTpykuus no
JOKyMEHTHUPOBAHHIO YIIPaBIEHYECKON JIESITENBHOCTH.
CrangapTuzanys B cHCTEMax JeJI0NPOU3BOACTBA. JJOKYMEHTHI U UX
wraccudukanusa. CTaHAAPTH3UPOBAHHOE OIpENeNieHHe TEepMHUHA
«mokymeHT.  CrocoObl  3akperuieHus  MHQOpMAlUK  JUIs
JOKYMEHTAIIMOHHOI'O HCIIOIb30BaHMs. Pecypchl HCHONb30BaHUSA
JOKyMeHTa. MHOro)yHKIIMOHAIBHOCTE TOKyMEHTa. JIOKYMEHT Kak
HpenMeT U pe3ynbTat Tpyaa. OCHOBaHMSA TS CO3[aHUs JOKyMEHTA.
Vuudpukaums  mokymenroB. [lomstue o  knaccudukarmu
nokymeHToB. llenb kimaccudukaiyu TOKyMeHTOB. [Ipu3Haku
Knaccuukamuyu  JOKyMEHTOB. Buael 1okymeHtoB. IlomsTne
pekBu3UTa HOKyMeHTa. Bumel pexkBusuroB. IIpaBuia opopmiieHus
pexBU3UTOB AOKyMeHTOB. DopMmyrsip-oOpasen. bmank mokymenra.
Bunpr 6mankoB. TpebGoBanust k OmaHkam JOKyMeHTOB. [11aGioHBI.
Cucrema  OpraHH3alMOHHO-PACHIOPAOUTENFHON — JOKYMEHTAIUU
[MonsrTne n Ha3HauYCHHE CHCTEMBI OpTaHU3aLOHHO-
pacropsiauTeNbHOM JOKyMEHTAIHH. OpraHu3annoHHbIE
JOKyMEHTBI, WX Ha3HAa4eHHE W BHIBl. YCTaB NPEIIPHATHSA.
HomxHocTHass uHCcTpyKuus. Ilomoxenue. lltatHoe pacnucaHue.
[IpaBuia BHyTpEHHET 0 TPYA0BOIO paciopsiika. PacropsiaurenbHbie
JOKyMEHTBI, WX Ha3HaueHHWe u Buabl. C(CxemMa MOATOTOBKH
pacropsiAUTeNbHBIX JOKyMeHTOB. [Ipnka3. Bemmicka w3 mpukasa.
Pacnopsixenue. Ykazanue. Pemenue. IloctanoBneHue.

Conepxanu

€ 3aHATHH CEMHHAPCKOI0 THIIA

HaumenoBaHnue TeM (pa3iesion)

Tun Conep:xaHue 3aHATHII CEMUHAPCKOI0 THIA

OOBeKT ¥ TpeaMET TUCITUTLIHHEL

C TGKCTOBOG, TCXHUYCCKOC  NOKYMCHTHPOBAHHC. doro-

JAOKYMCHTHUPOBAHUC. KI/IHO',Z[OKyM CHTUPOBAHMUC, 00J1aCTh




npUMEHEeHUsl. MaTepralibHbIe HOCHTENN MH()OpMAIU U UX
kinaccupukanys. JJokyMeHTHpoOBaHHAS WHQOpManus U ee
cBoiictBa. lOpuauueckas cuia — OCHOBHOE CBOMCTBO
JIOKYMCHTA. IOpunmaecku 3HAYMMEIE PEKBU3HUTHL.
OpUTHHATBHOCT, TOJUTMHHOCTH ¥ KOMMUHHOCTH JIOKYMEHTOB.

HopmatusHas

Gaza

JACTIOIMPOU3BOACTBA B OpraHu3aliunu

C 3aKOHOIATENBHOE  PEryJMpOBaHUE  JEIONPOU3BOICTBA
EI'CJIT u ocHoBHble ee HampaBieHus. HopmatusHo-
METOIUYIECKOE perynupoBaHue JEeTOIPOU3BOJICTBA.
T'ocynapcTBeHHbIe CTaHJAPTHI, uX poib u
3Ha4yeHue(cTaHaapTu3anys). TunoBas WHCTPYKLIUS —II0
JETIONPOU3BO/ICTBY. YHupunupoBaHHbIe CHCTEMBI
JokyMmeHTanuu. HopMmaTuBHBIE MOKYMEHTHI IO TpyAy U
OXpaHe Tpyaa.

Opranuzanus
JIOKYMCHTaMHU

paboThI c

C PaboTa ¢ cucTeMoil 3JEKTPOHHOIO JOKYMEHTOO0OpOTa Ha
TOCYIapCTBCHHOU ciyx0e. Vcronp3oBaHue IMa0IOHOB s
hopmMupoBaHUs JIOKYMEHTOB Ha KOMIIBIOTEPE.
Hcnonp3oBaHne B KOMIbIOTEPE OJAHKOB JIOKYMEHTOB.
Co3ganne  ONMAaHKOB — JOKYMEHTOB B KOMIIBIOTEDE.
[IpumeHeHre PEKBU3UTOB JOKYMEHTOB. YUYET BapHAHTOB
pacrmonoXeHus peKkBU3UTOB. [IprMeHeHne COKpal€HHBIX
Ha3BaHUM.

Texnonoruu
JIOKYMEHTaMU

paboTh c

C Ilouck noxymenta. ba3a naHHbIX. BbInmosnHeHue neicTBuit
Ipy  MOJydEHUM JIOKYMEHTOB. Banosasg Hymepaunus.
Perucrpupyemble 1 HEpErMCTpUPYEMBIE  JTOKYMEHTHI.
CaeneHus B PEruCTPaLOHHOM KapTO4Ke JUTSL
MHOr0aclnekTHoro mnoucka. @dopMa perucTpanvoOHHON
KapTOUKH. 3alojHEHHE PETHUCTPALIMOHHOW  KapTOUKH.
KoHTponb 3a uCIONHEHnEeM IOKYMEHTOB. Buabl KOHTpOIIS.
OTu€THOCTH O KOHTpOJIE.

CucTeMbl TOKYMEHTAIUH

C Hasnauenne ©  OCHOBHbIE BHIBI  HMH()OPMAIIMOHHO-
CIpPaBOYHBIX JOKyMEHTOB. AKT. Ilporokon. JloxnamgHas
3ammcka. OOwsacHuTenpHas 3anmcka. CrpaBka. Jloxmam.
Tenerpamma. Tenedonorpamma. [lucemo.  Dopmynsip
muceMa. Bunel  mucem.  ConpoBOJUTENBHOE  MHCHBMO.
[Tucemo-nipurnaiexue. Hudopmanmonnoe IIUCbMO.
Peximamuoe  muceMo.  IIucemo-m3Bemnienue.  IIucbmo-
noareepxkaeHue.  IIuceMo-Hanomunanue. ['apaHTuHiiHOE
muceMo.  IIucemo-nperensus.  IIucemo-orBer.  dakc.
JIOKyMEHTBI IO INYHOMY COCTaBY M UX OCHOBHbIE BUJIBL

Copep:xaHue caMOCTOSITEJILHOM Pa0d0ThI

HaumenoBaHue TeM (pa3fieioB)

CoaepikaHue caMOCTOATEBLHONH PadoThI

OOBeKT ¥ mpeaMeT AUCITUILIHHBL

[ToHATHSA «TOKYMEHTHPOBAHHEY, «CPEACTBA TOKYMEHTHPOBAHUS,
«CcmocoObl  TOKYMEHTHPOBaHUS».  TEKCTOBOE,  TEXHHUYECKOE
JIOKYM €HTUPOBaHUE. ®OTO-1OKYMEHTHUPOBAHUE. Kuno-
JOKyMEHTHUPOBaHHE, 00JacTb INpUMEHEHHsA. MaTepHaiabHbIe
HocHuTenu nH(opManuu 1 ux kiraccudukanms. JJokyMeHTHpOBaHHAS
nHpOpManusi M ee cBoiicTBa. HOpuamdeckas cuia — OCHOBHOE
CBOMCTBO JOKyMeHTa. IOpuanmdeckn 3HAYMMBIE PEKBH3HTHI.
OpuruHaNbHOCTh, MOIJIMHHOCTh W KOIHUHHOCTH JOKYMEHTOB.
IOpunnyeckas cuna xormmit u Tenedakcos. HorapuanbHble Komuu.
[lognuHHBIE ¥ TOMIOXKHBIE JOKyMeHTHL. — Kiaccudukarms
JOKyMEHTOB TI0 pa3IWYHbIM IpHU3HAKaM B 3aBHCHMOCTH OT
COZIEpIKaHMsl, HAMMEHOBAHUS], 110 CTETIEHH YHU(HKAIMK U Ip.

HopmartusHas

baza

JIETTOTIPON3BOICTBA B OpPTaHU3AIIAN

HopmatuBHBIE TOKYMEHTHI 110 TPYLy U oXpaHe Tpyaa. HazHaueHue
IKCHepTHON cIaykObl. CocTaB 3KCIIEPTHOU CITYXKOBI. DKCIIEPTHO-
nmpoBepodHast KomHuccus. lLleHTpanbHasi SKCIEpTHAs KOMHCCHSI.
OKcnepTHO-METOANYECKass KoMmHccHs. LleHTpaibpHas SKCIepTHO-
npoBepodHast Komuccus. DyHkium komuccuil. Pabora dieHOB
komuccuii. HampaBnennst paboTBl  HKCIIEPTHO-METOANYECKHX
KOMHCCHH TOCYIapCTBEHHBIX apxuBOB. PaboTa mneHTpanbHOMH
9KCIIEPTHO-TIPOBepoyHO  komuccuu  PocapxmBa.  Ilepeunu
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nokymeHToB. Crathst mepeunsi. Cxema KinacCH(UKaIUK IIEPEUHs.
Ilouck crareil. Ilpunoxenus nepeuns. IlpuMedaHus B mepeuHe.
O6o6maronye TepMuHBI riepedHst. CriocoOs! 0TOOpa JOKYMEHTOB Ha
XpaHeHue. ['pynmbl TOKYMEHTOB mocie uxX oToopa.

Opranuzanus paboTsI c | ®opmupoBanre u OQOpMIEHHE el IlonsTe o «gmene».
JIOKYMEHTaMHU Homenknatypa  nmen.  CocTaBieHue  HOMEHKJIATYpbl  J€ll.
®opmupoBanue aen. Ilpu3Haku 3aBefeHUs 1el: HOMMHAJBHBIM,
MPEAMETHO-BOTIPOCHBIH, ABTOPCKUH, KOPPECTIOHAEHTCKUH,
reorpaduyeckuii, XpoHonorndeckuii. IloAroToBka JOKYMEHTOB K
mepefade Ha  apXMBHOE XpaHEHHE. ApXHMB  IPeanpUsTHS.
OKcrepTu3a IIGHHOCTH  JOKyMeHTOB. Kputepum 1eHHOCTH
JIOKYMEHTOB: 3HAaUMMOCTb YYPESKICHUA WM JIHMIA; 3HAYUMOCTh
COZlepKaHus; BpeMs M MeCTO 00pa3oBaHUs; MOMIMHHOCT |
KOIUITHOCTh; IOpHIMYECKasi CUiia; TyOJETHOCTB; IIOTIOMEHHOCTD
coziepaHus; (U3MYECKOE COCTOSTHHE. OKCIepTHas KOMHCCHS
npeanpustia. Onuce KOKyMeHTOB. M3roToBieHne AOKyMEHTa Ha
KoMmbioTepe. Havasno cocraBieHus U1 opOpMIICHUS TOKYMEHTa Ha
KoMIbloTepe. Yuér B paboTe C JOKYMEHTOM Ha KOMIIBIOTEpE
CTaH/IapTHBIX (POPMATOB IOKYMEHTOB. BBITIOTHEHNE YCTAaHOBOK IS
dopmupoBanus gokymenta MS WORD. Pabora ¢ cucremoit
AJIEKTPOHHOTO JOKYMEHT0000pOTa Ha I'OCYAapCTBEHHOW CIIyKOe.
Hcnonb3oBaHue 1mabiaoHOB ajisi (pOPMHUPOBAHMSI JOKYMEHTOB Ha
KoMmbioTepe. Mcronb30Banne B KOMITbIOTEpE OJAHKOB JIOKYMEHTOB.
Co3nanve OJIaHKOB JIOKyMEHTOB B KomIblorepe. [IpumeHeHue
PEKBU3UTOB  JOKYMEHTOB. YUY€T BApUAHTOB  PaCIOIOKEHUS
pekBU3UTOB. IIpriMeHeHNe COKpalIEHHbIX Ha3BaHUM.

Texnonoruu pabotsl c | BanoBas Hymepauus. Perucrpupyemble M HEpEruCTpUpyEMbIE
JOKyMEHTaMH JoKyMeHThl. CBelieHHMsT B PETHCTPALIMOHHOM KapTO4Ke Juls
MHOI0acleKTHOro mnoucka. PopMa perucTpanioHHOM KapTOUKH.
3amoHeHHe ~ perucTpanudoHHOM — Kaproukd. KouTpone  3a
UCTIOJIHEHUEM JOKyMEHTOB. Buael koHTponsa. OTYETHOCTH O
koHTpoie. TexHonorust xpaHeHust IOoKyMmeHTOB. KomupoBanue
JOKYMEHTOB. NupopmanmoHHo-clipaBoYHast pabota o
JOKyMeHTaM. 3aluTa JOKYMEHTOB

CucteMbl TOKyMEHTaIUH HHpopMannoHHO-CIIpaBOYHbIE  JOKyMeHTHl.  HasHauenune u
OCHOBHBIE BUJBI MH()OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB. AKT.
Iporokon. [oknagnas 3anucka. OObsICHHTENbHAS — 3aIlKCKa.
CnpaBka. [lokman. Tenerpamma. Tenedonorpamma. ITucemo.
@opmynap nucema. Buasl mmcem. ConpoBoAuMTENbHOE IHCHMO.
[Mucemo-npurnamenre. MupopManmonHoe nucekMo. Pekinamuoe
nuceMo. [IuceMo-usBenienue. IIuceMo-noarsepxaenue. IIncemo-
HanoMuHaHue. l'apanTuiiHoe  mucbMo.  IIucemo-npereHsus.
IIucemo-orBer. ®akc. JIOKyMEHTHI IO JMYHOMY COCTaBYy M HX
OCHOBHBIE BUJBI.

3. OueHouHble MAaTepHAJIbI AJS MPOBEJAEHUS] TeKYILIero KOHTPOJISI YCINeBAeMOCTH U
NPOMEKYTOYHOM aTTecTAlUM 00YYAIIUXCH 10 TUCHHILINHE (MOIYJIIO)

[lo mucuunnuae (MOIYMI0) MPEIyCMOTPEHBI CIEAYIOIIME BUIbI KOHTPOJS KadecTBa

OCBOCHHA:

TGKYH_[I/Iﬁ KOHTPOJIb YCIICBACMOCTH,
MMPOMCIKYTOYHAA aTTCCTAl U O6y‘laIOH_[I/IXCH MO AUCIHUITIIMHE (MOI[YJ'IIO).

3.1. OueHouHble MaTepuajbl ISl NPOBeJeHUS] TeKyIllel aTTecTalMd MO AUCHHILINHE

(MoayJ110)
Ne | KonrTposupyemblie TeMbl (pa3aesibl) HaumeHoBaHMe OLICHOYHOI'0 CPeACTBA
n/n
1. | OOGBEKT U mpenMeT TUCIUTUINHBI YcTHBIA onpoc, HHOOPMAITMOHHBIH MPOEKT (JTOKIIAM)
2. | HopmartuBHas 6a3a AenoNnpon3BOACTBA | Y CTHBIN ONMPOC, UCCIEAOBATENbCKUH MPOeKT (pedepat)
B OpraHM3aliy
3. | Opranuszanms paboThl C JOKyMEHTaMH | YCTHBIH ONpOC, HCCIENOBaTENbCKUil mNpoekT (pedepar),
MH(OpPMALMOHHBIA IPOEKT (TOKIIAT)
4. | TexHomnoruu paboTHI C TOKYMEHTAMHU YCTHBI  ompoc, HWCCIenoBaTeNnbCKuil mpoekT  (pedepar),

MH(OpPMALMOHHBIA IPOEKT (TOKIIAT)




5. | Cucremsl TOKyMeHTaINH YCTHBIN onpoc, HCcaenoBaTeNbcKui IpoekT (pedepar), MUHH-
TecT

3.1.1 TunoBble KOHTPOJILHBIE 3aJaHUS /I MHbIe MAaTePHAJIbI, HEOOX0AUMbIE /LISl OLlEeHKH
3HAHUH, yMeHHH, HABBIKOB U (MJIH) ONBITA AeATEJHLHOCTH B Ipolecce TEKylero KOHTPOJIs
ycneBaeMoCTH
YcrHbIi onpoc
[onsiTHE «IETOMPOU3BOACTBO» M «IOKYMEHTAIIMOHHOE 00ECTICUeHIE YIIPABICHU.
CyImHOCTB, 3Ha4eHHE U 0COOEHHOCTH WH(OPMAITMOHHOTO 00SCTICUCHHUS YITPABICHHUS.
[onsiTust mHEpOpPMAITUH, TAHHBIX ¥ 3HAHUH.
Ponb uHpOpMaLIUK B yripaBieHUH.
O6mas kmaccuukanust BUAOB HHPOPMALIUH, UCTIOIB3YEMOM B amapare yIpaBiICHUs.
JlokyMeHTHpOBaHHas U 0€3/10KyMEeHTHas WH(OopMalus.
WNHudopmanronHas 1edTenbHOCTh U MHPOPMAIIMOHHBIE OTHOIICHHUS.
WcTounnku u notpeduren UHGOpMaILnu.
OO011ast XapakTepUCTUKA U YPOBHU IIPABOBOTO PErYIMPOBaHUs B 001acTH HH(GOPMAITMOHHOTO
obecrieueHusl yrpaBaeHUs.
. OcHOBHBIE HOpPMATHBHBIEC IPaBOBbIE aKThl B cepe MHPOPMAIMOHHO-AOKYMEHTAIIMOHHOTO
obecrnieueHus ynpasiaeHus B PO.
Keiicol (cuTyannu v 3a1a4M ¢ 3aJaHHBIMH YCJIOBHAMH)
3adaua 1.
B xone nmimaHOBOHM MpOBEPKHM TOCYJAapCTBEHHOT'O YHUTAPHOTO MPENNpPUATHS BBISICHUIIOCH,
YTO JJOKYMEHTBHI 110 INYHOMY COCTaBY XpaHWJIKNCh B I10/IBAJIbHOM MOMEIEHUH, KOTOPBINA 3aTOMHIIO
HaKaHyHE MpHe3a KOMUCCUH, TOKYMEHThI IPUILIM B HETOJAHOCTh: TEKCT Pa3MbIT, HH(popMaLus
craja Heuuraemol. Kakue mnpaBuima paGoThl ¢ JOKyMEHTaMM IO JIMYHOMY COCTaBy ObLIN
HapyueHsl? KTo HeceT OTBETCTBEHHOCTh 3a HENPABUIIbHOE XpaHeHHe ToKyMeHToB? Kakas Mepa
HaKa3aHUs MOXKET OBbITh MPUMEHEHA?
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3aoaua 2.
Ucnonwsszys 'OCT P 7.0.97-2016, 3anmoanTe TaOIMITY:
PexBu3zutel, npuaaromye I0pUANIECKYIO CUITY PexkBu3UTHI, CBA3aHHBIE C IBU)KEHUEM JTOKYMEHTOB B
JIOKYMEHTY OpraHu3aluu
Howmep HasBanue pexBusuta Howmep HazBanue pexBusura
peKBU3UTA PEKBU3UTA
3aoanue.

Onpenenure onTUManbHble CTPYKTYPHBIE YacTH TEKCTa JOJDKHOCTHOW — MHCTPYKIIMU.
Chopmynupyiite 1 000CHYHTE CBOIO TTO3UIIHIO.

HccaenoBaresbcknii mpoekT (pedepar)

[IpumepHbie TeMbl pedepaToB:

1. B3auMocCBs3b ympaBlieHHUs, CUCTEM JOKYMEHTAIlUU, CUCTEM KIIACCU(UKAIMU U KOJAUPOBAHUS
TEXHUKO-9KOHOMHUYECKON U COLMaIbHOW HH(POpPMAIUHU, CUCTEM OOpaObOTKH JOKYMEHTHOM
nH(pOpPMALIUU, TEXHOJIOTUYECKUX MPOLIECCOB HHPOPMAILIMOHHOTO 00eCTIeYeHHs YIPaBICHUSI.
dopmupoBaHue KOMIUIEKCHON MHPOPMAIIIOHHOM CUCTEMBI OpraHU3aIiH.

Knaccudukarus u kpurepuu 3pPeKTHBHOCTH WHOOPMAIIMOHHBIX CHCTEM.

[TnanupoBaHue U KUZHEHHBIN UK HHPOPMAITUOHHBIX CUCTEM.

TexHuueckue, TEIEKOMMYHUKAIIMOHHBIE, TPOrPAMMHBIE CPEJCTBA TEXHOJIOTMYECKON CpeJibl
MH(OPMALIMOHHONW CUCTEMBI (MHKPOIPOIECCOPBI, KOMIBIOTEPHI, TEIEKOMMYHUKAIIMOHHBIE
CeTH, ceTb VIHTepHEeT, OnepallMOHHbIE CHCTEMBI, CPEACTBAa pabdOThHI C JaHHBIMH, pa3paboTka
MPUJIOKEHUN U TPUKIIAHBIE CUCTEMBI).

TpaguimoHHoOe U aBTOMaTH3UPOBaHHOE MH(DOPMAITMOHHOE 0OeCTIeueHNE YIPABICHUS.

7. JlokyMeHTallMOHHOE O0OecleYeHHe YMIpaBIEeHUs KaK COCTaBHas 4acTh MH(POPMAIIOHHOTO
obecrevyeHus yrpaBIeHUs] OpraHU3aIHH.

[Tonsatue ynpaBiieHHUs] JOKYMEHTALIUEH.

9. TloHsATHE «TOKYyMEHTOOOOPOT OpPraHU3aAIIUN.

okrwn
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10. [TpuHIUIBI OpraHU3ay JOKYMEHTO000pOoTa.
NudopmannoHHblii NpoeKT (10KIa1)
IIpuMepHBIE TEMBI JOKIAI0B:

1. HudopmanroHHbIE TPOLECCHI.

2. Coop, 00paboTka, XpaHEHUE U MOUCK UHPOPMAITUH.

3. HudbopmaoHHbII MOKCK.

4. OueHka (QYHKIMOHAIBHBIX BO3MOYKHOCTEH CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO0OOpOTa B
OpraHu3aIuH.

5. TpeGoBaHus K cHCTEME MEKTPOHHOTO JOKYMEHTOO00POTa B OpraHU3aIliH.

6. Drambl BHEAPEHUS CUCTEMBI DJIEKTPOHHOTO IOKYMEHTOOOOPOTa B OpraHU3aIny.

7. 3amuTa nH(GOPMAIMU B CHCTEME IEKTPOHHOTO JOKYMEHTOO00POTa B OpraHU3aIHH.

8. Hcnonp3zoBanme  OONAaYHBIX  TEXHOJIOTHH Opu  OpraHU3alUN AIIEKTPOHHOTO
JTIOKYMEHTO000pOTA.

9. Cucrema 3amuThl HHQOPMAIH B OPTaHU3AINH: CTPYKTYpa U QYHKITHH.

10. MexxayHapoaHble CTaHAApTHl B 001acTH WHGOPMALMOHHOTO OOECIIEYCHUS YIPaBICHUS
(1OY).

MuHu-Tect

1. Kakue 8u0bl 0OKyMeHmMO8 OMHOCAMCA K CNPABOUHO-UHDOPMAYUOHHOU OOKYMeHmayuu?

a) TIPOTOKOJT;

0) MOJIOKEHHE;

B) MIpUKa3;

I') pacrucka;

1) IITaTHOE paclucCaHue.

2. Kaxkue 6udvl 00KyMeHmMo8 OMHOCAMCA K paACnopaoumenbHou 0oKymeHmayuu?

a) TIPOTOKOJT;

0) aKT;

B) JIOTOBOD;

T') IPUKa3;

1) peuieHue.

3. Kmo necem omeemcmeennocms 3a uzoanue pacnopsaoumenbHo20 OOKYMeHmMA HA OCHO8e

eouHoHavanusa?

a) U1, MOAMUCABIIee JOKYMEHT;

0) pyKOBOJMUTEIb OpraHu3alluy;

B) COCTAaBUTENb IOKYMEHTA.

4.  Ymo o3nauaem eusa ropucma 6 npukase?

a) BHYTpEHHEE COrjacoBaHue, MOATBEPKAAIOIIEe, UTO MPUKA3 HE IPOTUBOPEUHUT 3aKOHY;

0) 00s13aTeNBbHBIN PEKBU3UT MPUKA3a, TPUIAIOIINI eMy IOPUANUECKYIO CUITY.

5. B coomeemcmsuu ¢ kakum OOKYMeHmMOM ROMewarom Ha O1aHKax amoiemy opeanuzayuu?

a) yCTaB OpraHu3alluu;

0) mTaTHOE paclUCaHHKE,

B) JIOJDKHOCTHASI MHCTPYKLUS;

r) MHCTpyK1LIMs 1O AETONPOU3BOJICTBY;

1) FOCT P 7.0.97-2016.

6. Ycmanoenenue eounoobpasus cocmasa u Gopm ynpaenenueckux OOKYMEHMOS8,

Guxcupyrowux ocyujecmenerue 0OHOMUNHLIX YRPAGIEHYECKUX (PYHKYULL U 340ay, HA3bI8AeMCAL:

a) cTaHJapTU3AlUeH;

0) yHuuKaIuei;

B) JIOKyMEHTaluel;

r) KI1accu(uKanuen;

1) THITU3AIACH.

7. Ilpukaswi, yKazanus, pacnopsaxicenus, peuleHus OmHOCAMCs K 2pYnne...

a) OpraHu3alMOHHBIX JOKYMEHTOB;



0) cipaBOYHO-MH(POPMALIMOHHBIX JOKYMEHTOB;
B) PaCIOPSIAUTEIBHBIX JOKYMEHTOB;
T') UCXOJISIINX JTJOKYMEHTOB;
1) CITy)eOHOMN TIEPETHCKH.
8. Kakue 0okymenmsi Ha3u18a10Mcs UHPOPMAYUOHHO-CNPABOUHBIMU?
a) JOKYMEHTBI, PETJaMCHTHUPYIOIIUE CTPYKTYPY, 3adadd, QYHKIHH [PESIIPHUSITHS,
OpraHm3anuio ero paboThl, MpaBa, OOS3aHHOCTH W OTBETCTBEHHOCTh PYKOBOJIUTEICH U
CICTIMAITUCTOB;
0) JOKYMEHTBHI, XapakTepU3YIOIIHUE TPYIOBBIC OTHONICHUS MEXKIY NPEINPHUITHEM W
paboOTHUKOM;
B) JIOKyMEHTBI, COJepKalpe HHPOPMAIUI0 O (HAaKTUYECKOM IOJIOKCHUU JIEN, CITY)KaIHe
OCHOBaHUWEM JJIs IPUHSATHS PEIICHUH, H3IaHUS PACTIOPSAUTEIBHBIX JOKYyMEHTOB;
I') JOKYMCHTBHI, OOpalleHHbIE K HIDKECTOSIIIAM OPraHU3alusM, TPyIIaM WIH OTICIBHBIM
JUTaM;
1) TOKYMEHTBI, OTPAXKAIOIINE JOTOBOPHBIC OTHOIICHUS MEX Ty MPEATPUATHIMHU.
9. [0e pacnonacaemcs pexsuzum «Haumenosanue opeanusayuu — asmopa OOKyMeHma»?
a) MocCJie PEeKBU3HUTA «PerncTpaoOHHBI HOMEP TOKYMCHTAY;
0) o peKBU3UTOM «IMOIeMay;
B) B LIEHTPE BEPXHETO MOJIS;
r) B oopMIISIOLIEH YacTH;
1) TIOJT PEKBU3UTOM «Apecary.
10. B kakux 00KyMeHmax yKazvléaiom cnpasoutvie OaHHble 0 NPEOnpusmuu?
a) BO BCEX JJOKYMEHTAX;
0) BO BHEIIIHUX JOKYMEHTAX;
B) BO BHYTPEHHUX JOKYMEHTaX;
I') B IPHUKa3ax 110 OCHOBHOM 1€ TEIbHOCTH;
1) B paCOPSAAUTENbHBIX TOKYMEHTaX.
11. Kax  Haszwieaemcs  ungopmayus o0  cooblmusx U AGNEHUAX  0O0BbEKMUBHOU
0eticmeumenbHOCmuy U MblCIUMENbHOU  0esImelbHOCMU  4elo8eKd, 3aUKCUpPOS8aHHAs Ha
MamepuaibHOM Hocumelie ¢ pekeusumamu?
a) TOKYMEHT;
6) bopmysip;
B) OJIaHK JJOKYMEHTA,
I') cucTeMa T0KyMEHTallUu;
1) KOMITBIOTED.
12. Kaxoti pexsusum ue 6xooum 6 cocmag ¢popmyrapa-odpasya npuxaza no OCHOGHOU
oesimenbHoCmMu?
a) «HanmeHoBaHue opraHu3aui — aBTOpa JOKYMEHTA;
0) «/laTa noxymeHnTay;
B) «MecTo cocTaBieHus (M3JaHKs) JOKYMEHTA,;
r) «TekcT ntoKyMeHTay;
n) «Anxpecaty.
3.1.2. Mertoauyeckue MaTepuajbl, ONpelesiiOlle NpoueIypbl OLEHUBAHHUS 3HAHUIA,
YMEeHUIi, HABbIKOB U (WJIM) ONbITA JeTeJILHOCTH B X0/1€ TeKYIero KOHTPOJIsl yCIeBaeMOCTH
YcTHbINM OTBET
Onenka 3HaHuii npeanonaraeT auddQepeHIMpoBaHHbIN TOaX0A K oOydaronemMycs, yder
€ro MHAMBUAYATBHBIX CIIOCOOHOCTEH, CTENEHb YCBOCHHS 1 CUCTEMAaTH3aIllui OCHOBHBIX MOHSTHI
U Kateropuid mo gucnumuiiHe. Kpome TOro, oIleHMBaeTcs HE TOJbKO TIIyOMHA 3HAHHMA
MOCTABJICHHBIX BOIMPOCOB, HO W YMEHHE HCIOJIb30BaTh B OTBETE MPAKTUYECKHA MaTepual.
OneHuBaeTcs KyabTypa pedH, BlIaJeHIe HaBBIKaMU OPaTOPCKOTO UCKYCCTBA.
Kpumepuu oyenuganus: nocneaoBaTenbHOCTh, MOJIHOTA, IOTUYHOCTh U3JI0KEHUS, aHATTN3
pPa3NMYHBIX TOYEK 3pEHHUs, CaMOCTOSTENbHOE 0000IIeHne Marepuana, HCHOJIb30BaHUE



podecCHOHANBHBIX TEPMUHOB, KYJIBTYpa PEUYH, HaBBIKH OPATOPCKOTO HCKYCCTBA. M3moxeHue
MaTepuaia 6e3 (pakTHIeCKuX OIHUOOK.

OueHka «omauunO» CTABUTCS B Cilydae, KOT/Ia Marepuai M3Jaraercs HCUEpIbIBAIOIIE,
MOCJIEI0BATENIbHO, TPAMOTHO M JIOTMYECKH CTPOWHO, MPU STOM PACKPHIBAIOTCS HE TOJIBKO
OCHOBHBIC MTOHSTHS, HO ¥ AaHATTM3UPYIOTCSI TOUKH 3pEHUS PA3IMYHBIX aBTOPOB. OOydaromuiics He
3aTPYAHSIETCS C OTBETOM, COOIOAAET KYAbTYPY PEUH.

OrueHka «xopouto» CTaBUTCS, €CITM 00YJArONIUICS TBEPJIO 3HAET MaTepuall, IPAMOTHO U
M0 CYIIECTBY M3JIaraeT €ro, 3HaeT MPaKTHYECKylo 0a3zy, HO MpPH OTBETE Ha BOIPOC JOIMYCKAET
HECYIIECTBEHHBIE TTOTPEITHOCTH.

OueHka «yoogremseopumenbHo» CTaBUTCS, €CIIU 00yJaroIIMics 0CBOMII TOJBKO OCHOBHOM
Marepuai, HO HE 3HAET OTJCNbHBIX JeTalie, JOMyCKaeT HETOYHOCTH, HEJJIOCTATOYHO MTPAaBUJIbHBIC
(hopMYyTUPOBKH, HApPYIIA€T TOCIEAOBATEIIBHOCTh B W3JIOKCHUHM Marepuaia, 3aTPYAHSETCs ¢
OTBETaMH, TIOKa3bIBA€T OTCYTCTBUE JOJDKHOW CBSI3U MEXIY AaHAJIU30M, apryMeHTalueu u
BBIBOJIAMU.

OueHka «HeyoosremeopumenvHoy CTaBUTCS, €ciau oOyJaloliuiicss He OTBEYaeT Ha
MTOCTaBJIEHHBIE BOTIPOCHI.

Keiicol (cuTyanuu v 3a1a44 ¢ 3aJaHHbIMHU YCJIOBUSIMH)

OOyuaromuiicsi TOHKEH YMETh BBIACIUTH OCHOBHBIE TOJIOKEHHUS W3 TEKCTa 3ajJadu,
KOTOpBIE TPEOYIOT aHAIKM3a U CIIY)KAaT YCIOBHUSIMH pemieHusi. VIcXos 3 moCcTaBIeHHOTO BOIIPOca
B 3aJ1a4€, MOMBITATHCS MAKCUMAJILHO TOYHO OTIPEIEIUTH MPOOJIEMY U COOTBETCTBEHHO PEIIUTH €€.

3amauu MOTYT pemniaThCsi YCTHO W/WiM muchbMeHHO. [Ipu pereHun 3amad TakkKe BaKHO
MpaBWILHO CPOPMYIUpPOBATH W 3amUcaTh BOMPOCHL, Ha4yWHAs ¢ Oojee OOmMMUX M, KOHYAS
YaCTHBIMH.

Kpumepuu oyenuseanus — OleHKa yUUTBIBAET METOJbI U CPEACTBA, UCIOJIb30BAHHBIC TIPH
pEIIeHUN CUTYaIIMOHHON, TPOOJIEMHOM 3a1a9H.

OueHka «omauuHO» CTaBUTCS B CiIydae, KOra 00yJaromuiics BHIIOTHUI 3aJaHue (Perni
3a/lauy), HUCMOJb3ys B IOJHOM OOBEME TEOPEeTHYECKHE 3HAHUS U MPAKTHYECKHE HAaBBIKH,
MOJIy4YEHHBIE B Mpoliecce 00yueHusl.

OneHka «xopouioy CTaBUTCSA, €CIM 00YyJaIOLIUICS B 1IEJIOM BBITIOJHUII BCe TpeOOBaHUS, HO
HE COBCEM YETKO OIpPEAEIAETCA ONOpa Ha TEOPETHUECKHUE MOJIOKEHHS, U3JI0KEHHbBIE B HAYYHOU
JUTEpaType Mo JaHHOMY BOMPOCY.

OueHka «yodogremsopumesnibHo» CTaBUTCS, €CJIM 00yUYaIOLIUICS TOKa3all MOJ0XKUTEIIbHbIE
pe3ynbTaThl B IPOLIECCE PELICHUS 3aJa4H.

OueHka «Hey0081emeopumenbHoy CTaBUTCS, €Clid OOyJarolIMiicsl He BBINOJHUI BCE
TpeOOBaHUSI.

HccaenoBaresbcknii mpoekT (pedepar)

HccnenoBaTenbeckuii MPOEKT — MPOEKT, CTPYKTypa KOTOPOTO MpHOIMKeHa K (opmary
HAyYHOTO WCCIEIOBAHUS W COJIEPXKUT J0KA3aTeIbCTBO AaKTYaJbHOCTH H30paHHON TEMBl,
oTmpejeNieHue HaydHO! MpoOIeMbl, IpeaMeTa U 00beKTa UCCIeI0BaHus, 1IeNiel U 3a1a4, METOIOB,
HCTOYHUKOB, UCTOpHOrpaduu, 0000IIeHHE PE3yIbTaTOB, BHIBOIBI.

Pe3ynbTaThl BHIMOTHEHUS UCCIEI0BATENBCKOTO MTpoeKTa odopmisieTcs B BUie pedepara.

Kpumepuu oyenusanusi - TOCKOJIBKY CTPYKTYpa HCCIEAOBATEIbCKOTO MPOEKTA
MakCUMalbHO TpuUOMKeHa K (opMary HAy4YHOTO WCCIENOBaHUS, TO TPU BBICTABICHHUH
YUUTBIBAETCS J0KA3aTEIbCTBO AKTYaJIbHOCTH TEMbl HCCIEIOBAHMS, OIpEACICHUEe HaydyHOU
mpoOieMbl, O0bEKTa M TMpeaAMeTa HCCIeIOBaHMs, LeJde M 3aJady, HWCTOYHUKOB, METOJOB
WCCIIeTIOBAHUS, BBIIBIDKEHUE THIIOTE3bI, 0000IIeHNEe pe3yabTaToB U (popMylnupoBaHHe BHIBOJIOB,
0003HaYeHHE TIEPCTIEKTUB JaJbHEHIIEro NCCIeTOBAHMS.

OneHka «omauyHO» CTaBUTCS B CiIydae, KOorja OOYyYaromuics AEMOHCTPHUPYET MOJTHOE
MMOHUMAaHKE MPOOJIEMBI, BCe TPEOOBaHUS, TIPEIbSIBISIEMbIE K 3aJaHUIO BHITIOJTHEHBI.

OneHka «xopowio» CTaBUTCS, €cClM OOyYalONIMIiCs JEMOHCTPUPYET 3HAYUTEIHHOE
MMOHUMAaHKe MPOOJIeMBI, BCce TPEOOBAHUS, TIPEIBSIBIIEMbIE K 3aJaHUIO BHITIOJTHEHBI.

OueHka «yoognemeopumenbHoy CTABUTCA, €CIM OOy4YalolIUiCs, JEeMOHCTPHUPYET



YaCTUYHOE IMMOHMMaHHE MPOOJIEeMbl, OOJBIIMHCTBO TPeOOBAaHMUMU, MPEABSIBISIEMBIX K 3aJIaHHIO,
BBITIOJTHEHBI

OueHka «HeyoogremeopumenvbHoy» CTaBUTCS, €CIUM O00ydaromuiics JEMOHCTPUPYET
HETMOHUMaHHEe POOIEMbI, MHOTHE TPeOOBAaHUS, IPEIBSIBIIEMBIC K 3a/IJaHHIO, HE BBHITIOJHEHBL.
HNudopmanmoHHblii NPoeKT (I0KIa] ¢ Pe3eHTaluei)

WubopmMalioHHBI MPOEKT — MPOEKT, HANpPAaBICHHBIM HA CTHUMYJIMPOBaHUE Yy4eOHO-
MO3HABATEIBHON NEATENPHOCTH CTYIEHTAa C BBIPAKEHHOW SBPHCTUYECKON HAIMPABICHHOCTHIO
(mouck, otdop u cucremaruzanus nHpopmayu 06 00beKTe, 0hopMIICHNE ee IS TPE3CHTAIINN ).

WNH}opMallMoOHHBIA MPOEKT OTIMYACTCS OT HCCIEIOBATEILCKOTO IPOEKTa, MOCKOJIBKY
NpeNCTaBIsieT co00i Takyro (opMy yueOHO-TI03HABATEIFHON AESTEINFHOCTH, KOTOPAash OTINYACTCS
SIPKO BBIPAYKEHHOW 3BPUCTUYECKON HAIIPABJICHHOCTBIO.

Kpumepuu oyenusanus - npu BBICTABICHUM OICHKH YUUTHIBAETCS CaMOCTOSITEIBHBIN
MOMCK, OTOOP U cucTeMaTu3aius HH(GopMaIu, pacKpheITHE Bompoca (MpooOIeMbl), 03HAKOMJICHHE
CTYIACHUECKON ayIUTOpPUH C 3TOM MH(OpManuen (ImpeacTaBieHrne MHPOpPMAIUK), €€ aHaIu3 U
000011eHne, 0(hopMIIEHHE, ITOJIHBIE OTBETHI HA BONIPOCH! ayAUTOPHUH C IPUMEpPAMHU.

OneHka «omauuHO» CTaBUTCS B Cllydae, KOTJa OOYYarOUIUICS MOJIHOCTHIO PACKpPBHIBAET
Bompoc (mpoOneMy), mOpeacTaBisieT WHGOPMALUI0 CHUCTEMATU3MPOBAHO, IOCIEI0BATENBHO,
JIOTUYHO, B3aMMOCBSI3aHO, HWCIONB3yeT OoJjiee S5 TPOQPEecCHOHANBHBIX TEPMHHOB, IIHPOKO
UCTIOJBb3yeT HH(POPMAIIMOHHBIE TEXHOJIOTHH, OIIMOKY B MH(QOPMAITUN OTCYTCTBYIOT, TAET ITOJTHBIE
OTBETHI Ha BOMIPOCHI ayINTOPUH C TIPUMEPAMH.

OneHka «xopowioy CTaBUTCS, €ClIM OOydaroIlMics pacKpbhIBaeT Bompoc (mpodiemy),
MpeCTaBIsIeT HHPOPMALIUIO CHCTEMATH3UPOBAHO, TTOCIIE0BATENFHO, JIOTHYHO, B3aUMOCBS3aHO,
UCTIOJB3yeT OoJiee 2 MpoecCHOHATBHBIX TEPMIUHOB, I0OCTATOYHO HCIIOJIB3YeT HH(POPMAIIMOHHEIE
TEXHOJIOTUH, JOMycKaeT He Oosiee 2 OmMMOOK B W3JIOKEHUU MaTepuaia, JaeT IOJHBbIE WU
YaCTUYHO TOJIHBIE OTBETHI HA BOIIPOCHI ayTUTOPHUH.

Ouenka «ydosremeopumenbHoy CTaBUTCS, €CIU OOy4yaloOUIUiicsi, pacKpbIBa€T BOIPOC
(mpo6yieMy) HE TOJIHOCTBIO, TIPECTaBIACT MHHOPMAIMIO HE CUCTEMATU3UPOBAHO U HE COBCEM
MOCJIEI0BATENIbHO, UCTIONB3YeT 1-2 mpodeccnoHanbHBIX TEPMUHA, HCTIOIL3YET HH(POPMAIIMOHHBIE
TEXHOJIOTUH, JomyckaeT 3-4 omuOKM B HU3JIOKEHUU MaTepuala, OTBEYaeT TOJIbKO Ha
3JIEMEHTapHbIE BOIIPOCHI ayJUTOPUU O€3 MOSICHEHUI.

OueHka «HeyoosnemeopumenbHo» CTAaBUTCS, €CIM BOIIPOC HE PACKPBIT, MpeICTaBICHHAS
nH(pOpMaLKA JIOTUYECKH HE CBA3aHa, HE UCIIOJIb3YIOTCS MPOPECCUOHANBHbBIE TEPMUHBI, TOIYCKAET
6osee 4 ommOOK B U3JI0KEHUU MaTepuasa, He OTBEYaeT Ha BOMIPOCH ayIUTOPUH.

TecTrupoBanue

SIBisieTcst OIHUM U3 CPEACTB KOHTPOJIS 3HAHUN 00YYArOIMIMXCS 110 AUCHUIUIMHE (MOIYIIO).

Kpumepuu oyenusanus — npaBuiIbHBIA OTBET HA BOIIPOC

OueHka «omauyHO» CTAaBUTCS B Cilydae, ecliv mpaBuiibHO BhinoHeHo 90-100% 3ananuii.

OreHKa «xopoutoy» CTaBUTCS, €CIIM MPaBUIIbHO BhIoJHEHO 70-89% 3amanuid.

OneHka «ydosiemeopumenvHoy CTAaBUTCA B Cllydae, €Cii IPaBUIIbHO BbINoJHEHO 50-69%
3aJIaHUH.

OueHka «HeydosiemeopumenvbHoy CTaBUTCS, €CIM MPaBUILHO BbIMOJHEHO MeHee 50%
3aJJlaHuH.

3.2. OueHoYHbIe MaTepPUAJIBI VIS MPOBeeHHs] TPOMEKYTOYHON aTTecTAlMN
3.2.1. Kputepuu oieHKH pe3yJbTATOB 00y4YeHHUs MO JUCHMILINHE (MO1YJII0)

Ikana Pe3yabTartsl
Iloka3aTe/iu OLleHUBAHMSA Pe3yJILTATOB 00yUYeHHUsI
OLlCHUBAHNSA o0yueHust
OTJIMYHO 3HaeT: - oOyuarommuiicss TIIyOOKO W BCECTOPOHHE YCBOWJI MaTepHall, YBEpEHHO,

JIOTUYHO, TIOCTIEJOBATEIBHO U TPAMOTHO €0 M3JIaraeT, ONHUPAsCh Ha 3HAHU
OCHOBHOH W JJOIONHUTENBLHON JINTEPATYPHI,

- Ha OCHOBE CHCTEMHBIX HAay4YHBIX 3HAaHWH AenaeT KBaJTH(UIMPOBAHHBIC
BBIBOJIBI M1 00001IIEHNs], CBOOOTHO ONIEPHPYET KATETOPHIMH M HOHATHSIMU.
Ywmeer: - o0ydJaromuiics yMeeT CaMOCTOATENBHO W TPABWIBHO peIaTh ydeOHO-
npodeccHoHanbHBIE  3alaud WM 33JaHWS, YBEPEHHO, JIOTWYHO,
TIOCIIE0BATENIFHO M aPTYMEHTHPOBAHO M3JIaraTh CBOE PEIICHHE, UCTIONb3Ys
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HAYYHBIC MMOHATHA, CChIIIASICh HA HOPMATHBHYIO 6a3y.

Brnaneer:

- 0OyJarouMiicsi BIIaieeT PalMOHAJILHBIMUA METOJaMH (C HCIIOIb30BaHHEM
palMOHABHBIX METO/MK) PEUICHUs CIOXKHBIX NMPOoecCHOHANBHBIX 3a/1ad,
MIPEICTABICHHBIX AETOBBIMU UTPAMH, KeiicaMu U T.1.;

IIpu pemenny NpogeMOHCTPHPOBAT HABBIKU

- BBIJIETICHUS TJIaBHOT O,

- CBSI3KOW TEOPETHYECKHX MONOKEHUH € TPEOOBAaHMSIMH PYKOBOISIIHX
JIOKYMEHTOB,

- U3JIOKEHUS MBICIEH B JIOTHYECKON MOCIIEI0BATEIEHOCTH,

- CaMOCTOSITENTFHOTO aHanmu3a (haKThl, COOBITHIA, SIBIICHHH, ITPOLECCOB B HX
B3aMMOCBSA3H U AMATEKTUYECKOM Pa3BUTHUH.

XOopPOHIO

3Haer:

- oOydaromuiics TBEpAO YCBOWJI MaTepHal, JOCTaTOYHO IPAMOTHO €ro
U3JIaraeT, ONUpasCh Ha 3HaHHUSI OCHOBHOM M JIONOJTHUTENIBHON JIUTEPaTypBHI,
- 3arpynssiercs B (DOPMYJIMPOBAHHMU KBaJTHU(PUIMPOBAHHBIX BBIBOJOB M
0000LICH, OmepupyeT KaTeropusMH W TOHATHSIMH, HO He Bcerja
NPaBUIBHO UX BEpUDHLIUPYET.

Vmeer:

- 00y4aroIUiCs yMeeT CaMOCTOATENIbHO U B OCHOBHOM IIPaBIWIIBHO peLIaTh
y4eOHO-TIpopecCHOHAbHBIE 3a/a4d WIM 33JaHUS, YBEPEHHO, JIOTUYHO,
HOCIEA0BAaTeIbHO M apryMEHTHPOBAHO M3JIaraTh CBOE pEIICHHE, HE B
TIOJIHOW MEepe HCIONb3Ysl HAy4HbIE MOHSATHS U CChUIKM Ha HOPMATHBHYIO
6a3zy.

Bnaneer:

- o0ydJarouiics B LIEJOM BIAJEET PalMOHAIBHBIMH METOAAMHU DPELICHUS
CJIOKHBIX npocbeccnor{anbm)lx 3aaa4, Hpe}ICTaBHeHHbIX JCJIIOBBIMHU I/IFpaMI/I,
KelicaMu U T.1.;

[Ipn pemieHun cMoOr TPOAEMOHCTPUPOBATH JOCTATOYHOCTh, HO HE
TJTyOMHHOCTh HABBIKOB,

- BBIJICJICHUS TJIaBHOIO,

- M3JIOKEHUS MBICIICH B JJOrMYECKOM MOCIEI0BATEILHOCTH,

- CBSI3KM TEOPETUYECKUX TMOJIOKEHHH C TPEOOBAaHHMSAMH PYKOBOJSIIUX
JIOKYMEHTOB,

- CaMOCTOSITENILHOTO aHanmu3a (hakThl, COOBITHIA, SIBJICHUH, ITPOLIECCOB B UX
B3aUMOCBS3H U IMAJIEKTUYECKOM PAa3BUTHUMU.

YJIOBJIETBO-
PUTEJIBHO

3Haer:

- o0yJaromuiics OPHEHTHPYETCS B MaTepHajie, OMHAKO 3aTPYIHSIETCS B €r0
H3J10’KEHHU U,

- TIOKa3bIBa€T HEJOCTATOYHOCTb 3HAHUNM OCHOBHOM M JOHOJHUTEILHOM
JIUTEPATYPHL;

- cnabo apryMeHTHpYeT HaydHbIe TIOJIOKEHNS,

- MPAKTUYECKU He CIIOcO0eH C(hOPMYITHPOBATh BBIBOJIBI U 00OOOIICHUS;

- YaCTUYHO BJIAJIECT CUCTEMOM ITOHSITHH.

YmMmeer:

- oOyuaromuiicss B OCHOBHOM YMEET PelIuTh Y4eOHO-TPOo()ecCHOHATBHYIO
3ajady WM 3aJaHue, HO JOMYCKaeT OMMOKH, ciabo apryMEeHTHPYET CBOE
peleHre, HEAOCTATOYHO HCIIONB3yeT HAYYHBIC MOHATHS U PYKOBOISIINE
JOKYMEHTBI.

Bnaneer:

- o0yJarommiics BiIafeeT HEKOTOPHIMH pAalHOHAIBHBIMH METOAaMU
PpeIIeHs CTIOXKHBIX PO eCCHOHANBHBIX 33124, IPEICTABICHHBIX IETIOBBIMHU
WUrpaMu, KecaMu U T.[.;

[Ipu pemernu mpoaeMOHCTPUPOBAT HEJOCTATOYHOCTH HABBIKOB

- BBIZIEJIEHHS TJIaBHOTO,

- M3JIOKEHUS MBICIICH B JJOrHMYSCKOM MOCIEIOBATEIILHOCTH,

- CBS3KH TEOPETHUYECKHUX MONOKEHHH C TpPeOOBaHMAMH PYKOBOJISIITIX
JIOKYMEHTOB,

- CaMOCTOSTENIEHOTO aHaM3a ()aKThl, COOBITHH, SIBICHHUH, TPOILIECCOB B MX
B3aMMOCBSI3U M TUAJICKTHYECKOM Pa3BUTHH.

HEYJIOBJIETBO-
PUTEJIBHO

3Haer:

- 00yJarommiicss He YCBOMII 3HAYNTEIEHON YaCcTH MaTepraa;

- HE MOXKET apryMEHTHPOBATh HAYIHBIC TTOIOKCHHS;

- He (OPMYITUPYET KBATM(HUIIMPOBAHHBIX BEIBOJOB M 0000IICHN;
- HE BIaJ€EeT CUCTEMOM MOHATHH.

VYMmeer:

oOydaromuiics He MOKaszal yMEHHE pemarh ydeOHO-TIpo(ecCHOHATBHYIO
3a/1ady WM 3a/1aHMe.

Bnaneer:

HC BBIIIOJIHCHBI TpC6OBaHI/I$[, NpeaABbABIIACMBIC K HaBbIKaM, OLICHMBACMbIM
«YAOBJICTBOPUTCIBHO».
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3.2.2. KOHTpOJIBHLIe 3aJlaHusA H/UJIM MHbIE MaTepHaJbl JJd IPOBECACHUA HpOMe)KyTO‘lHOﬁ
arrecranmu
Choucox BOIIPOCOB VI YCTHBIX OTBE€TOB (BapI/IaHTLI TCCTa)

CoNooR~LNE

[EEN
o

11.
12.
13.
14.

15.
16.
17.
18.

19.
20.
21.
22.

23.
24,

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

32.
33.

34.
35.

36.

[TonsiTHE «IETOMPOU3BOACTBO» U «IOKYMEHTALIMOHHOE 00ECTICUeHUE YIIPABICHU.
CymiHocTs, 3HaueHHE U 0COOCHHOCTH MH(POPMALMOHHOTO 00ECTIeYeHHS YIIPaBJICHUS.
[onsiTust mEpOpPMAITUH, TAHHBIX W 3HAHUH.

Ponb uHpOpMaLIuK B yripaBiIeHUH.

O6mas kmaccuukanust BUAOB UHPOPMAIIUH, UCTIOIB3YEMOM B ammapare yIpaBiICHUs.
JIoKyMeHTHpOBaHHAs U O€3I0KYMEeHTHas! HH(OpMAIHs.

WNudopmanmonnas 1eaTenbHOCTh U HHQOPMAIIHOHHBIE OTHOIICHHUSI.

HcTounuku n moTpeduren nHPOpPMaLnu.

OOmiass xapakTepUCTHKa UM YpOBHU IIPaBOBOIO  peryiupoBaHusi B oOjacTu
MH(OPMALIMOHHOTO 00€eCTIeYeH I YIIPaBIEHUSI.

. OcHOBHBIE = HOpMaTHBHBIE  TpaBOBblEe  aKThl B  cdepe  HHPOPMAIMOHHO-

JOKYMEHTAI[MOHHOTO o0ecrieueHus ynpasieHus B PO.

NHupopmanroHHbIe TPOLECCHI.

Co6op, 00padoTKa, XxpaHEeHHE U TOUCK UHPOPMAIIUH.

NudopmanoHHbIN MOUCK.

B3anMoCBS3p  ympaBleHHs, CHUCTEM JOKYMEHTAIlMH, CHCTEM KJIacCUPUKAIMH U
KOJHMPOBAHUS TEXHUKO-IKOHOMHYECKOW U COMATLHON MHPOPMAIINH, CUCTEM 00pabOTKH
JOKYMEHTHOW  WH(pOpMAIMK, TEXHOJOTHMYECKHX TPOIECCOB  HH(POPMAIIOHHOTO
obecrieyeHust yrnpaBaeHUs.

CocraB u popmupoBaHue HHHOPMAIIMOHHBIX PECYPCOB OpTaHU3aINH.

VYnpasnenue nHGOPMAITMOHHBIMU pECypcaMH B OpraHu3allly.

[Tonsatue u cTpykrypa HHGOPMAITMOHHOW CHCTEMBI.

Nudopmanmionnas  cucremMa  Kak  OpraHm3aioHHas  ¢opma  pealm3aiuu
WH(POPMAITMOHHOTO 00eCIIeUeHUs YIIPABJICHHS.

dopMupoBaHNE KOMIUIEKCHOW HHPOPMAIIMOHHON CUCTEMBI OpraHU3aI|H.
Knaccudukanus u kpurepun 3pPeKTHBHOCTH HHPOPMAITMOHHBIX CUCTEM.
[InanupoBaHue U KUZHEHHBIN UK HHPOPMAIIUOHHBIX CUCTEM.

Texuuueckue, TeIEKOMMYHUKAIIMOHHBIEC, MPOTPaMMHbBIE CPEACTBA TEXHOJOTHYECKOU
Cpenbl nH(OPMALIMOHHOU CUCTEMBbI (MHKpPOIIPOLIECCOPBI, KOMITBIOTEPBI,
TEJIEKOMMYHUKAIIMOHHbIE CEeTH, ceTb VIHTepHeT, omnepaluoHHbIE CHCTEMbI, CpEICTBa
paboThI ¢ JaHHBIMU, pa3paboTKa IPUIOKEHUN U MPUKIIAIHbIE CUCTEMBI).

TpaguionHoe U aBToMaTU3UPOBaHHOE HH(OPMAIIMOHHOE 00ECIIEYeHHE YIIPABICHHUS.
JlokymeHTaIoHHOe o0ecrieueHre yrpaBieHHs KaKk COCTaBHAas 4YacTh HHPOPMAIIIOHHOTO
obecrnevueHus yrpaBJeHHs OpraHu3aluu.

[TonsiTHe ynpaBiaeHUs JOKYMEHTALIUEH.

[TonsiTHE «IOKYMEHTOOOOPOT OpraHU3aIHN».

[IpuHIMMIBI OpraHu3au J0OKyMEHTOo000poTa.

MeTo1bl COBEPILICHCTBOBAHMSI M COKPAILEHUS IOKyMEHTOO00POTA.

VYnpasieHue 10KyMEeHTO000pOTOM B OpraHU3alllH.

3amaun, GyHKIUU U CTPYKTYpa HHPOPMAIIMOHHOTO MEHE/DKMEHTA B OpraHH3aIliH.
NudopmanrionHas B3auMOCBSI3b CHCTEM JOKYMEHTAIIMM U KJIACCU(UKATOPOB TEXHUKO-
SKOHOMHYECKOH M COIMAIbHON MH(OpMAIIHH.

VYrpo3bl 6€30MaCHOCTH MHPOPMALMOHHBIX CUCTEM.

XapakTepucTHKa 3allUIIeHHOCTH WH(OPMAILIMU B OpraHU3aluu: KOH(DUIEHIINATIBHOCTD,
LEJIOCTHOCTb, JOCTYITHOCTb.

Opranuzanus 3anmTshl UHHOPMAITMOHHBIX PECYPCOB U CUCTEM B OpPraHU3aIUU.
Texnudeckne, OpraHU3alMOHHBIE M TPABOBHIE CPEACTBA 3aIIUThl HHPOPMAIMH B
OpraHu3aIiH.

Cucrema 3auThl ”HGOPMAIIUU B OPraHU3alUU: CTPYKTYpa U PYHKIIUH.
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37.

38.

39.
40.
41.
42.

43.
44,
45.
46.
47.

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

56.
S7.

MexayHapoaHble CTaHAApTHl B 00JacTH MH(OPMAIIMOHHOTO 00ecreueH s yIpaBIeHHS
(1OY).

[IpakTrKa ¥ MEPCIEKTUBHI MPUMEHEHHSI MEXIyHAPOIHBIX U 3apyOC)KHBIX CTaHAAPTOB B
obmactu 1OV B PO.

[ousiTue 1 MeTOAB! YHU(PHUKALNN JOKYMEHTOB.

PazpaboTka, BHeApeHHE U BeleHHE YHU(DUITMPOBAHHBIX CHCTEM JIOKyMEHTAIINH.
YHudukanus 10KyMEHTOB B OpraHU3allH.

Enunast cucrema iaccupukalvd W KOJUPOBAHUS TEXHUKO-KOHOMHYECKOH U
conuanbHoi nHpopmanuu (TICH): 3agaun, cocTas, MPUHIUIBI YHKINOHUPOBAHUSL.
PazpaboTka, BHeApeHue u BeneHue kinaccudukaropos TOCH.

OomierocynapcTBeHHbIE KIACCUPUKATOPHI HHPOPMAITUH.

MexiyHapoaHbIE CHCTEMBI KilaccuuKauuyu HHGOPMaLIUH.

VYuuepcanbHas necstuunas kinaccudukanus (Y IK).

Craryc, pynkuuu u mecto knaccudukaropo TOCHU B nuHGOpMAIIMOHHOM 00eCTIEYeHUN
ynpasnenus (M1OY).

[Ipumenenne cuctem knaccudukauuu u koaupoanuss TOCU B H0OKyMEHTAIMOHHOM
o0ecreueHnHt yrpaBIeHHUs.

Pa3BuTne nuHbopMamoOHHO-KOMMYHUKALIMOHHBIX TEXHOJIOT U U MOSABIIEHUE HOBBIX BUIOB
JOKYMEHTOB.

[ToHATHS «3TEKTPOHHBIN JOKYMEHT» U «JOKYMEHT B AJIEKTPOHHOM BHAe». CTpyKTypa,
MeTaJlaHHbIe U popMmaT (aitiioB 3EKTPOHHBIX IOKYMEHTOB U JOKYMEHTOB B 3JIEKTPOHHOM
BHJIE.

Opranuzanys paboThl € 3JEKTPOHHBIMHU JJOKYMEHTaMH B OPTaHU3AlIHH.
OpraHuM3allMOHHbIE M TEXHOJOIMYECKHUE BONPOCHl BHEAPEHUS M (YHKIHMOHUPOBAHUS
aBTOMATH3UPOBAHHBIX CUCTEM YIPABJICHUS TOKyMEHTAlUEH.

OneHka (QyHKIIMOHAIBHBIX BO3MOKHOCTEH CUCTEMBI 3JIEKTPOHHOIO JOKYMEHTO000pOTa B
OpraHu3aluH.

TpeboBaHnus K cucTeMe IEKTPOHHOTO T0KyMEHTO000pOTa B OPraHU3alHH.

Otansl BHEJPEHUS CUCTEMBI JIEKTPOHHOTO IOKYMEHTO000pOTa B OpraHU3alHH.

3amura HHPOPMALMHU B CUCTEME HJIEKTPOHHOT'O IOKYMEHTO000pOTa B OpraHU3altu.
Hcnonps3oBaHue  00JauyHBIX ~ TEXHOJIOTMUH  HpU  OpPraHU3alUM  JIEKTPOHHOI'O
JOKYMEHTO000pOoTa.

TexkcTbl NP00JIEMHO-AHAJTUTHYECKUX U (MJIHM) MPAKTHYECKUX Y4eOHO-NPO(PecCHOHAIBLHBIX

3amaq
1.
2.

8.

9.
3.2.3.

OdopmuTe npurianieHne napTHEpaM Ha BBICTABKY MPOAYKIIHH.

Odopmute npoekr npukaza o0 yrBepkaeHHMM VHCTpyKUMH MO AEIONPOU3BOJCTBY B
OpraHHU3aluH.

Odopmure TenedpoHorpaMmmy o0 HEOOXOAMMOCTU TPHUCYTCTBUS PYKOBOAWUTENS Ha
CIIEYIOUIHI eHb Ha COBEIIAHNUH B MOJBEIOMCTBEHHOM MUHHUCTEPCTBE.

Odopmure MOKyMEHTHI 1O pe3ylbTaTaM IPOBEACHMUS OSKCIEPTU3bl LEHHOCTEH
JTOKYMEHTOB, XpaHALINXCS B IPUEMHON PyKOBOIUTEIIS.

CocraBbTe JOKYMEHT, (ukcupyromuii (akT oOHapyKeHUS BCKpPBITOTO KOHBEpTa B
MOCTYIUBLIEH B OpraHU3aIu0 KOPPECTOHICHIIUH.

CocTtaBbTe MPOTOKOJ 3aceiaHusl paboyel rpyIbl O BONPOCY BHEAPEHUS B OpraHU3aIH
CHCTEMBbl MEHE/DKMEHTA KauecTBa.

Odopmute KOMIUIEKT JOKYMEHTOB O KOMAaHAMPOBAHUU JAUpEKTOpa (upMbI 1O
ciykeOHbIM BorpocaM B T. C.-IletepOypr.

3a/J0OKyMEHTUPYITEe pelleHue PYKOBOJHUTEISI O BHEAPEHUM B OpraHU3allMd CHUCTEMBbI
MEHEKMEHTa KauecTBa.

OdopmuTe KOMILIEKT TOKYMEHTOB IIPU IpUEME COTPYAHUKA Ha padoTy.

MeTtoanuyeckue MaTepuasbl, omnpele/siiOlMe NPOUeAYPbl OLEHMBAHMSA 3HAHUIA,

yMeHHﬁ, HaBBIKOB B X0/1¢ l'lpOMC)KyTO'-lHOﬁ aTTeCTalluH
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IIpouenypa onennBanus 3HaHMii (TECT)

Hpe/:[naraeMoe KOJIMYECTBO 3aZ[aHI/II\/’I

20

IocnemoBaTenbHOCTH BEIOOPKH

Onpeneﬂ CHa 110 pa3aciaM

Kputepuu ouenku

- HpaBHJ'ILHLIfI OTBCT Ha BOIIPOC

«5» ecnu npaBmwiIbHO BIMOTHEHO 90-100% TecTOBEIX 3amaHuii
«4» ecnu paBWIHHO BBITIONHEHO 70-89% TecTOBBIX 3aMaHuit
«3» ecnu MPaBHIHHO BBITIONHEHO 50-69% TecTOBBIX 3aMaHuit

IIpoueaypa oueHMBaHKUs 3HAHMI (YCTHBIN OTBET)

KaXao0ro pasjacia

[Ipenen AIUTENBHOCTH 10 munyT
INpemaraemMmoe KOJIM4ECTBO 3aJaHUI 2 Bompoca
INocnenoBarenbHOCTH BBIOOPKH Bompocos 3 | CiydaiiHas

Kputepuu onenku

- TpeOyeMbIii 00bEM U CTPYKTYpa

- U3NIOKEeHHe MaTepraia 6e3 GakTHyecKux ommodoK

- JIOTHKa H3JI0KEHHUSI

- HCIIOJIb30BAaHNE COOTBETCTBYIOIIEH TEPMUHOIOTHH

- CTWJIb PEUH U KYJIbTYypa pedn

- Mo00p MPUMEPOB UX HAYYHOM JINTEPATYPHI U MPAKTHKU

«5» ecnu TpeOOBaHUsI K OTBETY BHINOIHEHBI B TIOTHOM 00beMe

«4» ecnu B IIEJIOM BBITIONHEHBl TPEOOBaHUS K OTBETY, OJHAKO €CTh
HeOOJbIINE HETOYHOCTH B U3JIOKEHUH HEKOTOPBIX BOIPOCOB

«3» ecnu TpeOOBaHMUs BBINIOJIHEHBI YaCTHYHO — HE BBLIEPKAaH O0BEM, €CTh

(dakTryeckue  OmMOKM, HapylleHa JIOTHKA  HM3JIOXKCHUS,
HEJIOCTATOYHO MCIIONb3YETCsS COOTBETCTBYIOIIAS TEPMUHOIIOTHI

IIpouenypa oumeHMBAHUSI YMEHMH H

NPAKTHYECKUX Y4eOHO-NTPodecCHOHAIBHBIX 32/1a4)

HABBIKOB (pelieHHe NPOoO0JEeMHO-AaHAJIUTUHYCCKUX U

[IpennaraemMoe KOJM4eCTBO 3aJaHUI

1

IocnenoBaTenbHOCTh BIOOPKHU

Crnydaiinas

Kputepnu ouenku:

- BBIZICTICHHE U TIOHUMaHHE TPOOJIEMBI

- YMeHHe 0060011aTh, COMOCTABIATH PA3JIMYHBIC TOUKH 3PEHHS

- MIOJIHOTA MCIIOIL30BAaHMS HCTOYHHKOB

- HAJIMYME aBTOPCKOM NO3ULMU

- COOTBETCTBHE OTBETA MTOCTaBICHHOMY BOIPOCY

- HCTONB30BaHHE COIHMAJIBHOrO ombiTa, MarepuaioB CMU,
CTaTUCTUYECKUX JAaHHBIX

- JJOTMYHOCTH U3JI0KEHUS

- YMEHHe cJienaTh KBaau(UIMPOBaHHbIE BBIBOJBI U 00OOIICHUS C
TOYKH 3pEHUs pelieHusl Mpo(ecCHOHANbHBIX 3a1a4

- YMEHUE IPUBECTH IPUMEP

- OIOpa Ha TEOPETUIECKUE TIOTOKEHUS

- BJIaJICHUE COOTBETCTBYIOLIEW TEPMHUHOIOIUEN

«5» ecnmu TpeOOBaHMUS K OTBETY BBHIIIOJTHEHBI B IIOJTHOM 00BEMe

«4» ecnu B LEJIOM BBINONHEHBl TPEOOBaHUS K OTBETY, OJHAKO €CTh
HeOONbIIME HETOYHOCTH B M3JIOKEHHH HEKOTOPBIX BOIPOCOB.
3atpynHsieTcs B (POpMYITHMpPOBAaHWH  KBaTU(HUIIMPOBAHHBIX
BBIBOJZIOB M 00OOIIIEHNI

«3» ecnu TpeOOBaHHUS BBIOIHEHBI YaCTHYHO — ITBITAETCSI 000CHOBATH CBOIO

TOYKY 3pEHHs, OJHAaKO ciabo apryMeHTHpYeT Hay4HbIS
TONIOKEHHS, TPAKTHYSCKH HE CIOCOOCH  CaMOCTOSTENIBHO
chopMyIupoBaTh BBIBOABI W OOOOIICHWS, HE BHIWT CBS3b C
npoQecCHOHAILHOU JIeATeIBHOCTHIO

4, yqeﬁﬂo-MeTOI[l/l‘IECKOE H MaTEepUHAJbHO-TCXHUYECCKOE o0ecrneyeHue AUCHHUIIJIMHBI

(MoxyJis)

4.1. DneKTpOHHbIE YUueOHbIe U3JaAHUS

1. Kyzuenos, U. H. JlokymeHTanimoHHOE oOecreueHue yrpasieHus. JJoKyMeHTO000poT U
JIETOTIPOU3BOJICTBO | YUeOHHK W TpakTHUKyM st By3oB / U. H. Ky3nenoB. — 4-e usn.,

nepepab. u jom. — Mocksa :
oOpa3oBaHue). —

ISBN 978-5-534-16003-1.

WznarensctBo HOpaiit, 2023. — 545 c. — (Beicuee
Teker QNEeKTPOHHBIA  //

OopazoBarenbHas wiathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/523612.
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2. Kynses, H. H. [lokymenroBenenue : yuebnuk / H. H. Kynses, /I. H. Ypanos, A. T.
®abpuynoit ; mox pea. npod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa : Jloroc, 2020. -
352 c. - (HoBas ynuBepcurerckas oubnmoreka). - ISBN 978-5-98704-329-5. - Tekcr :
anekTpoHHbId. - URL: https://znanium.com/catalog/product/1211628. — Pexxum gocryma:
IO TTOJITHUCKE.

4.2. DieKTpoHHBIE 00pa3oBaTebHbIE PeCypchl
1. Dnexrponnas 6ubnuoreunas cucrema «5C FOPAMTy Biblio-online.ru (3BC «IOpaiity)
[DnexTponHsIit pecype]. — URL: https://urait.ru/.
2. DnexTpoHHO-OMOMMoreynas cucrema ZNANIUM [Dnexrponssiii pecypc]. — URL:
https://znanium.com/.
3. DnekrponHas OubimoTeuHas cucrema «KOHCyIbTaHT CTyIeHTa» [ DIeKTpOHHBIN pecypc].
— URL: https://www.studentlibrary.ru/.
4. e-Library.ru: Hayunas osnexktpoHHass OuOnmnoreka [OnektponHbli pecypc]. — URL:
http://elibrary.ru/.
5. Hayunas snextponHas Oubnnoteka «KubepJlenunka» [Onexkrponnsiii pecypc]. — URL:
http://cyberleninka.ru/.
6. Wndopmamnmonnas cuctema «EamHOE OKHO JOCTyma K 0Opa3oBaTelbHBIM pecypcam)
[DnexTponnsIii pecypc]. — URL: http://window.edu.ru/.
7. ®enepanbHbIi LEHTP HMHPOPMAIMOHHO-00pPA30BaTENbHBIX PECYPCOB [DIEKTPOHHBIN
pecypc]. — URL: http://fcior.edu.ru/.
4.3. CoBpeMeHHbIe MPodeccCHOHATIBbHBIE 0a3bl JAHHBIX U MH(OPMANIMOHHBIE CIPABOYHbIE
CHCTEMBI

OO6yuatomumMcsi  obecriedeH J0CTyn  (yAaJeHHBIH JIOCTYIN) K HIDKE CICAYIOIUM
COBPEMEHHBIM MpoeCCHOHATBHBIM 0a3aM TaHHBIX U HHPOPMAITHOHHBIM CIIPABOYHBIM CHCTEMaM:

1. CnoBapu w OSHUOMKJIONEIWW Ha Akamemuke [OnekTpoHHbI pecype]. — URL:
http://dic.academic.ru.

2. Cucrema nH(pOPMAIIMOHHO-TIPABOBOTO obecnedeHus «I apanTy [DIeKTpoHHBIN pecypc]. —
URL.: http://ivo.garant.ru/.

4.4. KoMIUIeKT JIMIEH3HMOHHOTO W CBOOOJAHO PAaCHpPOCTPAHSeMOro MNPOrpaMMHOIO
olecreyeHnsi, B TOM YHcJle 0Te4eCTBEHHOT0 IPOM3BO/ICTBA
1. JluueH3noHHOE MporpaMMHOE oOecriedeHue: onepanuonHas cucrema Microsoft Windows,
nakeT oucHbIX npuiokeHuit Microsoft Office.
2. CBo0oaHO pacmpocTpaHsieMoe MPOrpaMMHOE 0OecriedeHre: CBOOOIHBIE MAKEThI O(UCHBIX
npunoxxenuid Apache Open Office, LibreOffice.
3. IlporpammHoe obecrieyeHre OTEYECTBEHHOTO IPOM3BOJICTBA: CIPABOYHO-IIPABOBAs
cucrema «lapant» (DneKTpOHHBIN nepuoauueckuii cpaBouyHuk «Cucrema APAHTY),
obpazoBatenbHas mnathopma FOPAUT (Dnekrponnas GuGmmoreunas cuctema «IBC
FIOPAWT» Biblio-online.ru (3BC «IOpaiit»)), 31eKTpOHHO-OMOIMOTEUHAsT CHCTEMa
ZNANIUM, snexktponnast Oubnuoreynas cucrema «KOHCylIbTaHT CTYACHTay.
4.5. O0opynoBaHue U TEXHUYECKHE CPeICTBA 00yUeHHs

Jisa peanuzanuy JUCHMIUIUHBL (MOJIYJsl) HCHOJIB3YIOTCS Y4eOHbIE ayAUTOPHH IS
NpOBEACHUST Y4eOHBIX 3aHATHHA, KOTOPbIE OCHALIEHbl OOOPYAOBAaHHMEM U TEXHUYECKUMHU
cpeacTBaMu OOy4eHHUs, U MOMELICHUs U1 CaMOCTOSTENbHOM paboThl 00ydaromuxcs, KOTopble
OCHAIIIEHbl KOMIBIOTEPHON TEXHUKON C BO3MOKHOCTBIO MOAKIIOYEHHUs K ceTh «MHTepHEeT» u
oOecreyeHbl JIOCTYIIOM B JJIEKTPOHHYI HH(OpMaIMOHHO-00pa3oBatenbHyto cpeny PXTY
uM. JI.V. MenneneeBa. JlomyckaeTcst 3aMeHa 000pyI0BaHUsI €T0 BUPTYaJIbHBIMHU aHAJIOTaMHU.

HaumeHoBaHue y4eOHBIX ayAUTOPHii 111 OcHaIIEHHOCTH YYeOHBIX ayAUTOPHii 1JIs1 MPOBeIeHHs

NpoBeaeHus1 y9eOHbIX 3aHATUHH H YueOHBbIX 3aHATHI U MOMeIIeHUI 111 CAMOCTOSITeILHOM

MOMELICHUH JAJISl CAMOCTOSI TeJIbHOI pa6oThI 000pyI0BAaHHEM U TEXHHYECKUMH CPeACTBAMH

padoTbI* o0yueHust
VYuyebHble  ayauTOpUM  JUIA  TIPOBENCHHMS | YueOHas ayIuTOpWsl YKOMIUIEKTOBaHA CIEHHATH3HPOBAHHON
Yy4eOHBIX 3aHATHI MeOenbplo, OTBEYAIOIIEH BCEM YCTAHOBJICHHBIM HOpMaM M
TpeOoBaHUSIM, 00OpYJOBAaHHEM W TEXHHYECKHMH CPEICTBAMHU
00y4eHus (MOOMIIBHOE MYTbTUMEANHHOE 000pYAOBaHNE).
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https://urait.ru/
https://znanium.com/
https://www.studentlibrary.ru/
http://elibrary.ru/defaultx.asp
http://cyberleninka.ru/
http://window.edu.ru/
http://fcior.edu.ru/

[TomernieHue I CaMOCTOSATEIEHON paOOTHI ITomemeHne  OCHAIIEHO  KOMIBIOTEPHOM  TEXHUKOW  C
BO3MOXHOCTBIO TOAKIIOUCHUS K cetn «UHTepHeT» W
00eCIIeYeHHEM JIOCTYNa B 3JCKTPOHHYIO WH()OPMAIMOHHO-
obpazoBatenpHyt0 cpeny PXTY wum. J[.U. MennmeneeBa u k
3BC.

* HoMep KOHKPETHOW ayTUTOpPHUM YKa3aH B IpuKaze 00 ayauTOpHOM (OHZIE, PaclUCaHUU yIeOHBIX 3aHATHUA U
pacrucaHuy MPOMEKYTOUHON aTTeCTaIlUH.
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