MuHHCTEpPCTBO HAYKH U BbIcIIero oopasosanusi P®
DenepanbHOE roCyJapCcTBeHHOE 0K0I:KeTHOE 00pa30oBaTe/IbHOE YUpPeKIeHNEe
BbICIIET0 00Pa30BaAHUA
«HanuoHanbHBIN HccIeI0BaTeIbCKUN yHUBepcuTeT « MIU»

Hanpagienue noaroroBku/cnenuaiabiocts: 10.03.01 UndopmanuonHasi 6€30mMacHOCTh
HaumeHoBaHune 00pa3oBaTe/bHOI NporpaMMel: be3onacHoCTh aBTOMATH3UPOBAHHBIX CHCTEM
YpoBeHb 00pa3oBaHus: BbiclIee 00pa3oBaHue - faKkajlaBpuaT

®opma o0yueHusi: Ounas

Pabouass nporpaMma QM CHUILIHHBI
KOH®OUJIEHIHUAJIBHOE JAEJOITPOU3BOJICTBO

biaok:

Baok 1 «/Iucuuniunsl (MoxyJim)»

Yactb 00pa3oBaTesbHOM
NPOrpamMMblI:

Oo0s13aTeLHas

Ne IMCHUIIJIMHBI 0 YYeOHOMY
IJIaHy:

b1.0.34

TpynoeMKOCTh B 3a4eTHBIX
eIMHULAX:

5 cemecTp - 4;

Yacos (Bcero) no yueoHomy
IJIAHY:

144 yaca

Jexknun

5 cemectp - 32 yaca;

HpaKTuquKne 3aHATHA

5 cemectp - 32 yaca;

JlabopaTopHbie pa6oThI

He NMPeyCMOTPEeHO YUeOHbIM IIAHOM

KoncyabTanum

MPOBOJIUTCHA B paMKaX 4YaCoB ay/IMTOPHbIX 3aHSATHH

CamocrosiTesibHasi padoTa

5 cemecTp - 79,7 yaca;

B ToM unciae Ha KII/KP

He MPeyCMOTPEHO YUeOHBIM MJIAHOM

HNnasi koHTaKkTHas padoTa

MPOBOJIUTCHA B paMKaX 4YaCoB ay/IUTOPHbIX 3aHSATHH

BKJIIOYasi:
IIpoBepounas padora
KontpoabHas padora

IIpome:kyTouHast aTTecTALUS:

3ayer ¢ OLEeHKOM

5 cemectp - 0,3 uaca;
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1. HEJIM U BAZJIAYHU OCBOEHU A JUCHUIIIINHBI

Ileab ocBOeHNsT AMCIMILIHHBI. OCBOCHHE OOLICKYIbTYPHBIX M PO(ECCHOHATBHBIX KOMIICTCHIIHI,
3aKJIFOYAIOIIMXCSl B OOIIEH TOTOBHOCTH M CIHOCOOHOCTH OCYIIECTBIIATH MEPONPHUSTHS IO 3allUTe M
00paboTKe KOH(HICHIMAIBHBIX JIOKYMEHTOB, COBEPLICHCTBOBAHMU TEXHOJOTMH  3alHIICHHOTO
JTOKYMEHTOO0OpOTa B MHTEpecax oOecreueHHs O0e30MacHOCTH XO3SHCTBYIOLIEro CyObekTa, Ha OCHOBE
HOJIyYCHHBIX TEOPETHYCCKUX 3HAHUN M IIPAKTUUECKUX HABBIKOB.

3amaumn THCHUILTHHBI

- onpeeNieHne MecTa KOHQUICHIMAIBHOTO JOKYMEHTO000pOTa B CTPYKTYpax roCcyaapCTBEHHOI

¥ HETOCyJapCTBEHHOH cdep;

- U3y4YCHUE CUCTEMBI 3alUTHI CoJepKaIIeiics B KOHOUACHIIMATBHBIX JOKYMEHTaX HH(POPMAIHH;

- U3y4YCHHE MIPUHIIUIIOB, METOJIOB M TEXHOJIOTHH KOH(DHUICHITUAITBHOTO JOKYMEHTO000POTA;

- U3y4YCHUE HAYYHBIX, IPUKIIaJHBIX 1 METOJANYECKUX aclIeKTOB OpPTraHU3aIlMH TEXHOJIOTHH 3aIIUTHI
1 00paboTKH KOH(MUACHIUAIBHBIX TOKYMEHTOB B YCIOBUSX Yrpo3 HHPOPMALMOHHON 6€30MacHOCTH.

dopmupyembie y 00yJaronerocs KOMNeTeHIMH U 3alJIaHUPOBAHHBIC Pe3yJbTaThl 00yYeHHs TI0
JUCITUILIMHE, COOTHECEHHBIE C HHAMKATOPAMH A0CTUKEHUs KOMIIeTeHIIUIi

Koa n HanmMeHoBaHue
KOMIIETeHI{UH

Koa u HamMeHOBaHHe
HHAUKATOPA JOCTHKEHUSI
KOMIEeTeHINHI

3amiaHNpPOBaHHbIE Pe3yJbTAThI 00yUeHHus

OIIK-6 CnocobeH npu
pelLeHnn
npodeCcCHOHATBHBIX 3a1a4
OpPraHU30BBIBATH 3AILUTY
uHpOpMaLUN
OTPaHUYEHHOTO J0CTyNa B
COOTBETCTBHUH C
HOPMAaTHUBHBIMU IIPAaBOBBIMU
aKTaMH, HOPMATUBHBIMU H
METOAMYECKUMHU
JOKYMEHTaMH
®denepanbHO cyXKObI
6e3omnacHocTt Poccuiickoit
Oenepaunn, GenepanbHON
CILY’KOBI 110 TEXHUYECKOMY
U 3KCIIOPTHOMY KOHTPOJIIO

NJI-1omk-6 Odopmitser
pabouyI0 TEXHHMIECKYIO
JTOKYMEHTALUIO C yIETOM
JEACTBYIONINX HOPMATHBHBIX
U MCTOANYCCKUX NOKYMCHTOB

3HATh:
- 3aKOHOJIATEIIbHBIE AKTHl © HOPMATHUBHO-
METOAMYECKYIO JIUTEPATypy, IpaBUiIa U
MHCTPYKIINH, PETIIaAMEHTUPYIOIINE paboTy
C IOKyMEHTaM{ OTPaHUYEHHOI0 JOCTYIA,
B TOM YHMCJIe KOH(HICHIINATHHBIMH
JIOKYMEHTaMU;

- kimaccuukanuu uHGoOpMaIK 1
JIOKYMEHTOB OI'paHHUYEHHOI'0 I0CTYIIa,
BUJBI TalH;

- METObI pabOThI C KOH(UACHIHUAIBHBIMU
JOKYMEHTaMH B TEKYIIIEM
JIeNIOTIPOU3BO/ICTBA U apXUBE
OpraHu3aIuy.

YMETB:
- pa3pabareiBaTh U 0HOPMIISATH

HOPMAaTHBHO-METOMYECKUE MaTepHAIIBI
0 perJIaMeHTaluH MPOLECCOB 00pabOTKH,
XpaHEHHS U 3aIIUTHI JOKYMEHTOB
OTPaHUYEHHOTO JIOCTYIA, B TOM YHCIE
KOH(HICHIIHATHHBIX JOKYMEHTOB,
KOHTPOJIMPOBATh U aHAJIU3UPOBATH
YPOBEHb OPraHU3allMOHHON U
TEXHOJIOTUYECKOH 3alUIIEHHOCTH
JIOKYMEHTOB, OPraHU30BaTh padoTYy C
JIOKYMEHTaMHU, COJIepKaIlluMu
KOH(UIEHIHATBbHYIO HHPOPMAIIHIO, B
TEKYILEM JIEIIONPOU3BO/JICTBE,
OpraHN30BBIBATh APXUBHOE XpaHCHHE
KOH(HICHIINATbHBIX JOKYMEHTOB.




2. MECTO JJUCHUILJIMHBI B CTPYKTYPE OBPA3OBATEJILHOM NPOT'PAMMBI BO

JluciunianHa OTHOCHTCS K OCHOBHOM TNpO(eCCHOHAIBHONH —00pa3oBaTeNbHON —Iporpamme
Bezonacnocts aBromarmsupoBaHHBIX cucteMm (nanee — OIIOII), nanmpaBnenus nmoaroroBku 10.03.01
Nudopmannonnas 6e30macHOCTb, ypOBEHb 00pa3oBaHus: BhICIIEE 00pa3oBaHue - OaKaiaBpuar.

bazupyetcst Ha ypoBHE cpesiHero o01ero oopa3oBaHus.

Pe3ynbraTel 00yueHus, MOTydeHHBIE IPH OCBOCHUH JUCLUILIMHBL, HEOOXOAUMBI IIPH BHIITOJTHEHUH
BBIITYCKHON KBaTM(PHUKAIMOHHON pabOTHI.



3. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHbI

3.1 CTpyKTypa THCHUNIHHBI
OO01as TpyJI0eMKOCTh JUCHUTUTMHBI COCTABIISIET 4 3a4eTHBIX eMuHUIIbI, 144 yaca.

PacnpenencHue TpyoeMKocTH pasjena (B 4acax) Mo BHUIAM YIeOHOH paboThI

Pasesb1/TeMbl 8| a
Ne JTUCIUTUTAHBL/ (D OPMBI § % § KonrakTHas pa6ora cp CopneprkaHue caMOCTOSTENTFHON paboThl/
/o IPOMEKYTOYHOU o &| 3 Koncyunpranus UKP PaGora s | LOATOTOBKA K METOMYECKUE YKA3AHMS
aTTeCTAINH 8g|© Jlex | JIab | Ilp ITA CeMECTDE aTTecTaluu
R KIIP | I'K | UKKII | TK p oo
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
1 OCHOBBI TEXHOJIOTHH 40 5 10 - 10 - - - - - 20 - Ilodzomogka domawinezo 3adanus:
3aIIUIIEHHOTO [MoaroroBka goMalHero 3aiaHus HaIlpaBiIeHa
JIOKyMEHT0000pOTa Ha OTPabOTKY YMEHUI pelIeH s
1.1 | HopmaTuBHO-IIpaBOBBIC 16 3 - 3 - - - - - 10 - npodecCHOHATIBHBIX 3a1a4. JloMalHee 3a1aHue
OCHOBBI OpraHHU3aIlH BBIJJAETCS CTY/ICHTaM I10 U3yYEHHOMY B pasJielie
KOH(HICHIMATHHOTO "OCHOBBI TEXHOJIOTHH 3aIIUIIIEHHOTO
JICTIONPOU3BOJICTBA JOKYMEHTO000poTa" MaTepHany.
1.2 Cneunduka 11 3 - 3 - - - - - 5 - JIOTIONTHUTENBHO CTYICHTY HEOOX0ANMO
TEXHOJIOTUH U3YYUTH JIUTEPATypy U pa3o0paTh MpUMepsl
KOH(HICHIIMATLHOTO BBINIOJTHEHHS TOJOOHBIX 3a1aHuid. [IpoBepka
JIOKYMEHT0000poTa JOMAIITHETO 3aAaHMsl POBOIUTCS IO
1.3 VYuer 13 4 - 4 - - - - - 5 - MIpeCTaBICHHBIM MTUCHBMEHHBIM padoTaM.
KOH(HICHIIHATbHBIX Iloozomoexa 0oknaoa, 6bicmMynieHus:
JIOKYMEHTOB 3ajjaHue CBSI3aHO C YIIyOJCHHBIM U3y4EHUEM

Pa3aenoB AUCHUIUIMHBI B CAMOCTOSTEIbHBIM
MTOMCKOM MaTEepHaJIOB [T PACKPBITHS TEMBI
JIoKsIaga. Matepualibl BBITOTHEHHOM paboThI
TIPE/ICTABIIFOTCS B SJICKTPOHHOM BHZE WIIH B
(opmMe pacriedaTaHHbIX IPE3EHTALNOHHBIX
ciaiioB. B kauecTBe TeM J0KIIAIOB CTY/IEHTAM
MpeJIaraloTCsl CISAYIOIUE BAPUAHTBI:
Ilo020mogka K npakmuueckum 3auAmMuam:
W3zyuenne matepuana no pasaeny "OCHOBbI
TEXHOJIOTUH 3aLIUIIIEHHOTO
JIOKyMEHTO000pOTa" TOJTOTOBKA K
BBITTOJTHEHHIO 3aJaHUH Ha IPAKTHIECKUX
3aHATHIX

Camocmoamenvroe usyueHue




meopemuueckozo mamepuana: Vzyuenue
JIOTIOJTHUTEIHLHOTO MaTepuana o pa3aeny
"OCHOBBI TEXHOJIOT'HU 3aIUIICHHOTO
IIOKyMeHToo0opoTa"

H3yuenue mamepuanos iumepamypHbix
UCHOYHUKOS:

[1], 1-28

Opraanzanus
00paboTkn
KOH(HICHIIHATBHBIX
JIOKyMEHTOB

40

10

10

20

2.1

O0paboTKa BXOISIIUX
KOH(HICHIIMATBHBIX
JIOKYMCHTOB

2.2

O0paboTKa UCXOIAIINX
U BHYTPCHHHX
KOH(HICHIIHATBHBIX
JIOKYMEHTOB

2.3

[opsinok paboTeI
HCIIOJTHHUTEIICH C
KOH(HICHIIHATbHEIMH
JIOKYMEHTaMH

2.4

Oprasu3anus 10CTyIa
K KOHQUICHIIHATbHBIM
JIOKYMEHTaM

2.5

PaszmHuoxeHune
KOH(UICHIINATBHBIX
JIOKyMEHTOB

Ilodzomoeka K meKyuiemy KOHmMPOJIi0:
[ToBTOpeHne MaTepHana 1mo pasaeiy
"Oprauamzanus 00padoTKH KOHQUICHIHATEHBIX
JIOKyMEHTOB"

Ilo02omoska K ayOumopHvim 3aHAMUAM:
[IpopaboTKa JICKITUH, BBITOJHCHHE U
MOJIrOTOBKA K 3amure jJab. padoTh
Ilodzomoeka domauinezo 3a0anus:
[ToaroToBKa AOMAIITHETO 3aJaHKs HApaBJIcHA
Ha OTPabOTKy YMEHUH pemeHus
npogecCHOHANBHBIX 3a1a4. /loManiHee 3a1aHue
BEIIACTCS CTYACHTAM I10 H3YYCHHOMY B pa3Jieie
"Opraamzanus 00paboTKN KOHPHUACHIIHATHHBIX
JIOKyMEHTOB" Marepuaity. JlonoJIHUTENbHO
CTYJICHTY HEOOXOIUMO U3YyUUTh JTUTEPATYPY U
pa3o0parh MPUMEPHI BHIMTOJHEHHUS TTOA0OHBIX
3aganuil. [IpoBepka nomMamiHero 3agaHus
MIPOBOIUTCS 110 MPEACTABICHHBIM THCHMEHHBIM
paboram.

Ilo02omoeka K npaAKMuUYeCKuUM 3aHAMUAM:
Wzydenne maTepuana 1mo pa3ueny
"Opraamzanus 00paboTKH KOHPHUICHIINATHHBIX
JTOKYMEHTOB" TIOJTOTOBKA K BBIITOJIHEHUIO
3aJaHU{ Ha MIPAKTUICCKUX 3aHATUIX
CamocmosmenbHoe uzyuenue
meopemuueckozo mamepuana: Vizydcnue
JIOTIOJTHUTEIBHOTO MaTepraia o pas3aeny
"Opranuzanus 06padboTKH KOHGHUICHIINATHHBIX
JIOKyMEHTOB"

H3yuenue mamepuanog numepamypusix
UCMOYHUKOB:

[2], 11-19




3 Opranusanus XpaHeHus 46 12 - 12 - 22 - Ilod2omogKa K meKyuiemy KOHmpoio:
KOH(HICHIIHATBHBIX [ToBTOpeHUe MaTepHuaa Mo pasaety
JIOKYMCHTOB U J€J "Opranusanus XpaHeH!s] KOHQUICHITHATEHBIX
3.1 CucteMmaTH3anus u 18 4 - 4 - 10 - JIOKYMEHTOB H Aem"
OIEPaTUBHOE XPAHEHUE Ilo02omoeka K ayounopHbviv 3aHAMUAM:
KOH(HICHIIHATBHBIX [IpopaboTka JIeKIINH, BEITOIHEHHE U
JOKYMEHTOB H JeT MOATOTOBKA K 3amuTe 1a0. paboTs
3.2 ApXuBHOE XpaHEHUE 9 2 - 2 - 5 - Ilodzomoexa domawnezo 3adanus:
KOH(HICHIIHATHHBIX [ToxroToBka JoOMaITHeTo 3aaHUS HaIpaBIeHa
JOKYMEHTOB W JeT Ha OTPaOOTKy YMEHUI pelicHus
3.3 | OpraHu3zamus NpoBEepKu 9 2 - 2 - 5 - npodeCCHOHATBHBIX 3a1a4. /loMaliHee 3a1aHue
HaJIW4IUs U BBIJIAETCS CTYJIEHTaM 110 U3y4YEHHOMY B paszelie
YHUYTOXKEHUS "OpraHu3anys XxpaHeHus: KOH(UISHINATbHBIX
KOH(HICHIIMATBHBIX JIOKyMEHTOB U Jie1" MaTepuaity.
JIOKYMEHTOB JIOTIOTHUTEIIBHO CTYICHTY HEOOXO0AUMO
34 OCHOBBI OpraHU3aAIH 10 4 - 4 - 2 - M3YYHTb JIUTEPATYPy U paso0paTh HPUMEPbI
3AIUIIEHHOTO BEITIOJTHEHUS TTO00HBIX 3anannil. [IpoBepka
3JIEKTPOHHOTO JTIOMAIITHETO 3a/IaHUs TIPOBOIUTCSI IO
JIOKyMEHT0000pOTa MIPeCTaBICHHBIM TUCHBMEHHBIM pa0oTaM.
Ilo0z0mo6Ka K npakmuuecKum 3aHAmusIm:
Wzydenne maTepuana mo pa3ueny
"Opranu3zanus XpaHeHUsI KOH(UACHIIHATbHBIX
JIOKyMEHTOB U JieJ" MOITOTOBKA K BBITIOJTHEHUIO
3aaHUi Ha MPAKTUYECKUX 3aHATHIX
H3yuenue mamepuanos 1umepamypHsLx
UCMOYHUKOB:
[3], 119-130
3adeT ¢ OLIEHKOMI 18.0 - - - 0.3 - 17.7
Bcero 3a cemectp 144.0 32 - 32 0.3 62 17.7
Hroro 3a cemecTp 144.0 32 - 32 - - 0.3 79.7

IIpumeuanue: Jlex — nexuuu; JIab — nabopatopusie padotsl; [1p — npaktuueckue 3ausatust; KIIP — ayautopHble KOHCYIbTAIMK 110 KYPCOBBIM
npoekTtam/padotam; MKKII — nnauButyanbHble KOHCYIBTALIUH 110 KypCOBBIM IpoekTam/padotam; ['K- rpymnmnoBsie KOHCYIbTallMK MO pa3ienaM
mucturuael; CP — camoctosarensHas padorta cryaenta; MKP — nnas konraktHas padota; TK — Texkymmiit KoHTpoib; [TA — mpomexyTouHas
aTTecTanus




3.2 KpaTkoe coaep:kaHue pa3iejioB
1. OcHo8bl mexHon02uY 3auueHH020 0OKYMeHmoobopoma

1.1. HopmaTtuBHO-IpaBOBbIE OCHOBBI OPraHU3alMK KOH(UIECHIIMAIBHOTO JI€I0NPOU3BOICTBA
OcHOBHBIC TOHATHS B OOJIACTH 3alUTBI U OOpPaOOTKH KOH(PHUIACHIUATHHBIX JTOKYMEHTOB.
Oco0eHHOCTH HOPMATUBHO-TIPABOBON OpraHU3aluH KOH(PHUIEHIUAIBHOTO AEIONPOU3BOICTBA. .

1.2. Crieruduixa TEXHOJIOTUN KOH(UACHIHAILHOTO JOKYMEHTO000pOTa

[TonsiTHE TOKYMEHTOOOOPOTA M OCHOBHI €ro opranu3anui. OCOOEHHOCTH KOH(UACHINAIBEHOTO
JOKYMEHTO000poTa. THUIIBI TEXHOJOTHYECKUX CUCTEM 00paOOTKH KOH(PHUICHIINATBHBIX TOKYMEHTOB
U ocobeHHOCTH 3ammThl HH(popMaruu. OCHOBBI PAIMOHAJIBHOTO IOCTPOCHHMS 3alUIICHHOTO
JOKYMEHTO000pOTa C y4ETOM OpPraHU3allMOHHON CTPYKTYpBI 0OBEKTa 3aIUThI, BEPOIATHBIX YIPO3 U
YPOBHS pa3BUTHS TEXHOJIOTHH 3aIIUTH HH(POPMAIHH..

1.3. Yyer koH(pUIEHIUAIBHBIX JOKYMEHTOB

OOume TtpeOoBaHMS K Yy4yeTy KOH(QHUICHIMAIbHBIX JOKyMEHTOB. OpraHuzanus yueTa
KOH(HICHIIMATBHBIX JTOKyMEHTOB. OCHOBHBIE BUIBI yueTa KOH(GHUACHINAIBHBI TOKYMEHTOB H HX
OCOOCHHOCTH..

2. Opzanusauusi 0bpabomku KOHGUOEHYUATbHBIX OOKYMEHMO8

2.1. O6paboTka BXOIAMIMX KOH(PUACHIUAIBHBIX JOKYMEHTOB

OO0muii nopsaok oOpabOTKM  BXOAAIIMX JOKyMeHTOB. IlpaBunma mnpuema BXOIALIUX
KOH(pHIEHIIMATIbHBIX JOKyMeHTOB. IlepBuunHas o0paboTka KOH(UIEHLIUANBHBIX JOKYMEHTOB.
Pacrnipenenenue u paccMOTpeHHE BXOIAUIMX KOHPUACHIIUATIbHBIX TOKYMEHTOB..

2.2. O6paboTKa UCXOAIUX U BHYTPEHHUX KOH(PHIEHIIMAIbHBIX JOKYMEHTOB

Ha3snauenune u 3agaun CcTaguM HCIOJHEHUS KOH(QUICHIMAIbHBIX JOKYMeHTOB. Ilopsmok
pa3paboTku u  odopmiIeHHS KOH(PUICHIMANBHBIX JIOKYMEHTOB. YCTaHOBiIeHUE rIpuda
KOH(QUICHIMATBHOCTH JoKyMeHTa. TpeboBanus k APM. Odopmiienne u y4yeT HocHUTenel
KOH(HICHIIMATBHBIX JOKyMEHTOB. ITopsi1ok OTIpaBKH KOH(MUAECHINATBHBIX JOKYMEHTOB..

2.3. Tlopsinok pabOThl UCLIOTHUTENEH C KOHPHIEHIUAIBHBIMU IOKYMEHTAMH

OO6ume npaBuiaa paboThl ¢ KOHPHUIECHIMAIBHBIMU JOKyMeHTaMH. OOsS3aHHOCTH HUCHOTHUTEIS
npu pabore ¢ KOHPHUICHIHMAIHHBIMH JTOKyMeHTaMu. [IpaBmia mepenayn KOHOHUICHIHATHHBI
JIOKYMEHTOB MEX1Y MCIIOJIHUTEISMH. .

2.4. Opranusanus 10cTymna K KOHQUIEHIMATBbHBIM JOKYMEHTaM
Opranu3anus A0IMycKa 1 JOCTyMa K KOH(PUISHIUATbHBIM JJOKYMEHTaM..

2.5. Pa3zmHOXeHnEe KOHPHUACHINATbHBIX IOKYMEHTOB

OO0t MopsAI0K pa3sMHOXKEHUS! KOH(PUICHIIUATBHBIX JOKYyMEHTOB. OCOOCHHOCTH Pa3MHOXKEHUS
KOH(UICHIMATBHBIX JTOKyMEeHTOB. CoJiep)kaHue Mpolenypbl pa3MHOKEHUS KOHQUICHIIMATbHBIX
JIOKYMEHTOB..

3. Op2anuzayus xparenus KOHQUOCHUUANbHBIX OOKYMEHMOo8 U 0ell

3.1. Cucremaruzanus 1 orepaTHBHOE XpaHEHUE KOH(PHUICHIIUATBHBIX TOKYMEHTOB U 1T
Oco0eHHOCTH HOMEHKJIATyphl KOHQHUIACHIMATBHBIX Jien. DopMupoBaHue KOH(DHISHITHATBHBIX
nen. OdopmieHre KOH(PUIESHITHAIBHBIX eIl
8



3.2. ApxuBHOE XpaHeHHe KOH(PHUACHINATBHBIX JOKYMEHTOB H JeJT

[ToaroroBka KOH(UIEHIMANBHBIX [ U JOKYMEHTOB Ul apXMBHOT'O XpaHEHHs. XpaHEHUE U
y4eT apXHMBHBIX JOKYMEHTOB. JlocTyn K KOH(pMIEHIMANBHBIM apXUBHBIM JOKYMEHTaM U HOPSI0K
ux ucnonb3oBanus. [lopsaok XxpaHeHUs: apXUBHBIX JOKYMEHTOB..

3.3. Opranu3anus NpOBEpKU HATMYUS U YHHUTOXKECHUS KOHPHUICHIIMATIBHBIX JOKYMEHTOB

Bunbl ¥ npUHIUIBI TPOBEACHUS NPOBEPOK HATWYMS KOH(MUACHIMAIBHBIX JIOKYMEHTOB.
PernameHTupoBaHHBIE YW HEPETIAMEHTHPOBAHHBIC MPOBEPKU KOH(PUICHIMATBHBIX JTOKYMEHTOB.
[TopsaoK yHUYTOXKEHUS KOH(PHICHINATBHBIX JOKYMEHTOB. .

3.4. OCHOBBI OpraHU3aUH 3AIUIIEHHOTO JIEKTPOHHOTO TOKyMEHTO000pOoTa

OcobOeHHOCTH KOH(UACHIMAIBHOTO HJIEKTPOHHOTO JTOKYMEHT0000poTa. OCHOBHBIE YIpO3bI
0e3omacHOCTH MH(GOpPMANMU MPH OPraHU3ALUU 3JIEKTPOHHOTO JOKyMEHT00O0O0poTa. OCHOBHBIE
TpeOOBaHMS K OPraHM3alMH 3aIUIIECHHOTO 3JEKTPOHHOTO JO0KyMeHToobopora. Kiaccudukarms
ABTOMATHU3UPOBAHHBIX CHUCTCM, MOKA3ATCIN 3alIUIICHHOCTH CPCACTB BBIYHCIIUTEILHON TEXHUKH U
TpeOOBaHus 110 3alUTe TOKYMEHTHPOBAHHOH KOH(UICHIINAIBHON HHPOPMALIN. .

3.3. TeMbl NIpaKTHYECKUX 3aHATHH
1. OcobenHocTH KOH(PUIEHIIUATBHOTO 3JEKTPOHHOTO JOKYMEHTO000POTa;
2. Opranu3anus IpoOBepKU HATNYMS KOH(PUICHINAIBHBIX JOKyMeHTOB. Opranuzamnus
YHUYTOKECHUS KOH(PUICHIIMATbHBIX JOKYMEHTOB;
3. CucreMaTH3anys U ONepaTUBHOE XpaHEHNE KOH(UACHIIMAIBHBIX TOKYMEHTOB H JIEII.
ApXuBHOE XpaHEHUE KOH(UICHINAIBHBIX JJOKYMEHTOB U JIEJT;
4. Pa3zMHOXeHNE KOH(PUICHITNATBHBIX JOKYMEHTOB;
5. OcobeHnHocTH KOH(DUIEHIIUAIBHOTO JOKYMEHTO;
6. TpeOoBaHMs K aBTOMAaTH3UPOBAHHOMY pabOdeMy MECTY;
7. Iopsiiok pa3paboTKu U 00pabOTKU BHYTPEHHUX KOH(DUICHINAIBHBIX T0KYMEHTOB;
8. O0paboTKa BXOIAUIMX KOH(PUACHIMATIBHBIX JOKyMEHTOB. O0paboTKa NCXOISAIINX
KOH(HIEHIIMATBHBIX JOKYMEHTOB;
9. Ilopsnok paboThI UCIIOJIHUTENEH ¢ KOHPUACHINATbHBIMU JOKYMeHTaMH. Opranu3anust
KOHTPOJISI UCTIOJTHEHN S KOH(PHIEHIIMATIBHBIX JOKYMEHTOB;
10. OcHoBHBIE TpeOOBaHHUS K OPraHU3AIUN 3AIIUIIEHHOTO YJIEKTPOHHOTO
JIOKYMEHTO000pOTa.

3.4. TeMbl 1a00paTOPHBIX padoT
HE MPETyCMOTPEHO
3.5 KoncyabTanuu

AyoumopHvie KOHCYAbmauuy no Kkypcogomy npoekmy/pabome (KIIP)

1. KoncynpTanmuu HampaBleHbl Ha BBIIOJHEHHE pa3JIeIOB KYpCOBOTO IPOEKTa TMOJ
PYKOBOJCTBOM HacTaBHHMKa (mpemogaBarensi). B pamkax 4YacoB Ha TIpyNIoOBbIE
KOHCYJIbTAllMM pa30uparoTcsi HauOojiee BaKHBIE YACTH pacUeTHBIX 3a/JaHuil pasnena
"Opranuzanust 06paboTKu KOH(UIEHITNAIBHBIX JOKYMEHTOB"

I pynnosvle koncyromayuu no paszoenram oucyuniunbvl (I'K)

1. OO6cyxnenue marepuanaoB Mo kedcam paszzgena "OCHOBBI TEXHOJOTUH 3alTUIIIEHHOTO
JTOKyMeHTooOopoTa"

2. OOcyxneHne  MarepuaioB 1Mo  Keiicam  paszmena  "OpraHuzamusi — XpaHEHHS
KOH(UIEHINATBHBIX JOKYMEHTOB U jemn"



Texywui koumpoas (TK)

1. Koucynpranuu HampapieHbl Ha MOJIyY€HUE WHAUBUAYAIBHOTO 3a[aHUS JJIS BBHIOJHEHUS
KOHTPOJIBbHBIX ~MEpONpuATUd 1o paszzaeny "OCHOBBI TEXHOJOTMHM  3aIIMILEHHOTO
JTOKyMeHTOoOOopoTa"

2. KoHcynbranuu HampaBJieHbl HA MOJYyYCHUE WHAWBUIYAIBHOTO 3aJaHUS JUIsl BHIIOTHEHUS
KOHTPOJBbHBIX MEpOonpusTuil mo pasaeny "Opranuzanus 00paboTKU KOH(PHUACHIHATbHBIX
JIOKYyMEHTOB"

3. KoHcynbranuu HampaBiieHbl Ha MOJTYYeHHE WHIUBUIYATbHOTO 3a/JaHUs JUISl BBIOJIHEHUS
KOHTPOJILHBIX MEpONpHUATH 1o pazzaeny "Opranuzamus XpaHeHUs KOH(HIECHIMAIbHBIX
JIOKYMEHTOB U Aen"

3.6 TemaTuka KypcoBBIX NPOEKTOB/KYPCOBBIX padoT
KypcoBoii npoekt/ pabora He IPeayCMOTPEHBI
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3.7. CooTBeTCTBHE Pa3/1eJIOB IHCHHMILIMHBI U OPpMHUPYEMBbIX B HUX KOMIIeTeHIU

Howmep paznena
JTVCIUIUTUHBI (B

O1eHOYHOE CPEICTBO
(T ¥ HAUMEHOBAHUE)

3amnaHupOBaHHBIEC PE3yabTaThl 00YUEHUS IO JUCIUILINHE Konpt
COOTBETCTBUHU C
(B COOTBETCTBHHM C pazneiiom 1) WHJIUKaTOPOB 1.3.1)
1 ]2 3
3HaTh:
METO/]IbI pabOThI ¢ KOHPUACHIUATBLHBIMU JOKYMEHTAMH B TEKYIIIEM KonTponbHas
JIEJIONIPOU3BO/ICTBA U APXHBE OPraHU3ALUU N-lonk-e + + | pabora/KonTponpHas pabora
3. KonrponbHas padora 4
Kiaccu(ukanuy HHOOPMAIMH U TOKYyMEHTOB OTPAaHUYEHHOTO AOCTYIIA, BUIBI W-lomce + [TpoBepounas pabota/Tecr 2.
TaiiH i Kontposbhas padora 2
3aKOHOJIATEIIbHBIE aKThl 1 HOPMATHBHO-METOJUYECKYIO JTUTEPATypy, IpaBuia u [TpoBepounas pabora/Tecr 1.
WHCTPYKIHUH, perliaMeHTUPYIOIIHE paboTy ¢ JOKYMEHTaMH OIPaHUYEHHOTO U -lonk-6 + KonTponbnas pabora 1
JOCTYMA, B TOM YHCIIEe KOHPHUICHIIMATBHBIMI TOKYMEHTAMHU
Ymersb:
pa3pabateiBaTh U 0GOPMIISITH HOPMATUBHO-METOAMYECKHE MAaTEpUaIbl MO KonTponbHas
perJamMeHTaluy MpoLeccoB 00padOTKH, XpaHEHUS U 3aIIUThI JOKYMEHTOB pabota/KonTposbHas paboTa
OTPaHUYEHHOTO JOCTYIA, B TOM YHUCIIe KOH(MUICHIIMATBHBIX JOKYMEHTOB, 3. KontponbHas pabota 4
KOHTPOJMPOBATh U aHAJTM3UPOBATH YPOBEHb OPraHU3AIMOHHON 1
W-1lonx-s +

TEXHOJIOTHYECKOH 3alMIIEHHOCTH JOKYMEHTOB, OPraHU30BaTh paboTy C
JOKYMEHTaMHU, cojiepKallliMU KOH(QUIECHINATBbHYI0 HHPOPMAIIHIO, B TEKYILIEM
JIeTIOTIPOU3BOICTBE, OPraHU30BHIBATh APXMBHOE XpaHEHNE KOH(UIECHIINATbHBIX
JOKYMEHTOB
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4. KOMIIETEHTHOCTHO-OPUEHTAPOBAHHBIE OIIEHOYHBIE CPEJICTBA JUISA
KOHTPOJISI OCBOEHMS PE3VJIbTATOB OBYUEHMS 11O JUCIMUIIIMHE
(TEKYIIU KOHTPOJIb YCIIEBAEMOCTH, IPOMEKYTOUYHASI ATTECTALMSA
1O JUCLMILINHE)

4.1. Tekymuii KOHTPOJIb yCIIeBA€MOCTH
S cemecTp

dopma peanmuzanuu: [TuceMeHnHas padbota
1. KonTponbaas pabota 3. KorrponsHas padora 4 (KontponbpHas padbota)
2. Tect 1. KontponsHnas padota 1 (IIpoBepounas pabora)
3. Tecr 2. KonTpomnsHas padota 2 (IIpoBepounast padbota)

bamibHO-pedTHHTOBAsA CTPYKTYpa AUCLUILTUHBI SABISETCS MPUIOKEHUEM A.

4.2 IIlpomMe:KyTOYHAS aTTeCTALMS 110 JUCHUIIIMHE

3auem ¢ oyenxou (Cemecmp Nos)
OneHka OmNpenemnsieTcs MO COBOKYIMHOCTH PEe3YJbTAaTOB TEKYIIETO KOHTPOJS YCIEBAEMOCTH B
cootBeTcTBUU ¢ [lonoxenrem o OamIbHO-peUTUHTOBOM cucTeme s cryaeHTtoB HUY «MOW»

B auniom BeICTaBIISIETCS OLIEHKA 32 5 CEMECTD.

IIpumeuyanue: OueHOYHBIE MaTEpUAIbI 110 TUCLMIIIIMHE IPUBEICHBI B (DOHIE OLIEHOYHBIX
matepuaios OITOII.

5. YYEBHO-METOJUYECKOE OBECIIEYUEHHUE JUCHUIIJIMHBI

5.1 lleyaTHbIE U 3JIeKTPOHHbIE U3IAHUA:

1. Aiiman, T. O. lenonpousBoactBo. O6pasisl fokymeHnToB / T. O. Aiiman . — 3-e u3g . — M. :
PUOP, 2012 . — 280 c. - ISBN 978-5-369-00268-1 .;

2. TI'yryesa, T. A. KonpuaenuansHoe A€I0MPOU3BOJICTBO : ydeOHOE TocoOue It CTyJCHTOB
BY30B, 00y4aromuxcs mo nporpammam crneruanurera / T. A. I'yryeBa . — Mocksa : UHOPA-M,
2021 . — 199 c. — (Bsicmiee obpazoBanue . CnernuanureT) . - ISBN 978-5-16-016537-0 ;

3. A. b. bapuxun- "JlenonpousBoactso u fjokymMeHToo0opot", M3aarensctBo: "KHuxkHBINA Mup",
Mockaa, 2008 - (416 c.)

https://biblioclub.ru/index.php?page=book&id=89671.

5.2 JIunieH3MOHHOE M CBOOOHO pacnpocTpaHseMoe NPOrpaMMHoe odecrneyeHue:
1. CO "IIpomereit";

2. Office / Poccuiickuii makeT o(hpUCHBIX IPOrpamm;

3. Windows / OnepannonHas cucrema cemeiictsa Linux;

4. Buneoxondepenuuu (Maiina, Coepmkas, BK u np);

5. Artumiaruat BY3.

5.3 UnTepHeT-pecypchl, BKIWYas NpodeccuoHaIbHbIe 6a3bl JAHHBIX U HH(OPMAIMOHHO-
CIIPaBOYHbIE CHCTEMBI:

1. 9BC Jlaub - https://e.lanbook.com/

2. 9BC "YHuBepcurerckas 6u0JMoTeKA OHIANH" -
http://biblioclub.ru/index.php?page=main_ub_red

3. Hayunasi ssiekTponHas 6ubamoreka - https://elibrary.ru/

4. DneKTPOHHBIE pecypchbl U3aaTesibecTBa Springer - https://link.springer.com/
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5. ba3a nannbix Web of Science - http://webofscience.com/

6. ba3za maunbix Scopus - http://www.scopus.com

7. HaunoHasibHasi 3JIEKTPOHHAs1 oubmoTeka - https://rusneb.ru/
8. OBC "KoncyabTanT ctyaenra' - http://www.studentlibrary.ru/

9. XKypnaax Science - https://www.sciencemag.org/

10. DsekrponHas oudmoreka MIOU (b MOMH) - http://elib.mpei.ru/login.php
11. ba3a oTKpBITHIX JaHHBIX MHHHCTEPCTBA IKOHOMUYECKOro pa3putust P@ -

http://www.economy.gov.ru

12. OrkpbITas yHuBepcuTerckas nnpopmanuonnas cucrema «POCCHUSA» -

https://uisrussia.msu.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHUE JUCHUIIJIMHBI

Tun nomenieHust Homep ayauropun, OcHamenue
HaHMEHOBaHHe
YyeOHbIC ayAUTOPUH IS H-204, YueOnas napTa co CKaMbei, CTOJI IIpenoaaBareis, CTyl,
MIPOBEICHUS JICKITMOHHBIX ayIUTOPUS TpuOyHa, JOCKa MEJIOBasi, KOJIOHKH 3BYKOBEHIE,

3aHATHUH U TEKyIIEro
KOHTPOJIS

MYJIbTUMEAUNHBINA TPOEKTOP, IKPaH

K-601, YucOuas
ayJIUTOpHUs

mapTa co CKaMbei, CTOJI TPEIo1aBaTes, CTYII,
TpuOyHa, JOCKa MEJIOBast, MyJIbTUMEIUITHBIN
IPOEKTOP, IKPaH

Y4eOHble ayIUTOPUH AJIS
MIPOBEACHUS
MPAaKTUYECKUX 3aHATHUH,
KP u KI1

A-300, YueOnas
aynutopus "A"

Kpeciio padouee, mapra, CTeJUIax, CTOJ
MIpEnoiaBaTelis, CTOJI Y4eOHbIN, CTY, TpuOyHa,
MUKPO(DOH, MYIIBTUMEIUAHBINA TIPOCKTOD,
DKpaH, 10CKa MapKepHasi, KOJIOHKH,
TEXHUYECKasl amiaparypa, KOHJUIIHOHED,
TEJIEBU30D

YuebHble ayIUTOPUH IS
MIPOBEACHUSA
IIPOMEKYTOUHON
aTTecTauuu

K-120, MammHHBIH
3as MBI

cepBep, KOHIUIIUOHEP

A-300, YueOnas
aynutopus "A"

Kpecio pabouee, mapTa, CTEJIaX, CTOI
MIpEenoiaBaTelis, CTOJI Y4eOHBbIN, CTY, TpUOyHa,
MUKPO(OH, MYJIbTUMEIUNHBIN TPOEKTOD,
9KpaH, J0cka MapKepHasi, KOJIOHKH,
TEXHHUECKas anmnaparypa, KOHAULUOHED,
TEJICBU30D

ITomemenus s
CaMOCTOSITENIbLHOM pabOThI

HTB-201,
KommnsrorepHslii
YUTaIbHBIN 3aJ1

CTOJI KOMITBIOTEPHBIN, CTYJI, CTOJI
MMMCHbMCHHBIHN, BEIIAIKa IS OJICKIEL,
KOMIIBIOTEPHAs CETh C BBIXOJOM B MIHTEpHET,
KOMIIBIOTEP NEPCOHAIBHBIN, IPUHTED,
KOHJIMITUOHED

ITomemenus s
KOHCYJIbTUPOBaHUsA

A-300, YuebOnas
aynutopus "A"

Kpeciio pabouee, napra, CTeJIax, CTOI
npernoJiaBaTess, CToa yueOHbIH, cTy, TpuOyHa,
MUKpPO(QOH, MyJIbTUMEIUUHBIN TPOEKTOD,
JKpaH, J0CKa MapKepHasi, KOJIOHKH,
TEXHUYECKas aIaparypa, KOHIULIHOHED,
TEJIEBU30D

HOMGHI@HI/ISI AT XpaHCHHUA
o0opynoBaHus U y4eOHOTO
WHBEHTaPS

K-202/2, Cxnan
kadeapet BUT

CTeJUIaXK JJIs XpaHEHUs HHBEHTaps, CTOJ,
CTYJI, IKa( I JOKYMEHTOB, HIKad JUIs
XpaHEHUsl UHBEHTaps, TyM0a, 3aracHble

KOMILIEKTYIOIHE JUIs1 000pyJOBaHUS

13




IIpunoxenne A

BAJJIBHO-PEUTUHITOBAS CTPYKTYPA JIUCHOUILJIAHBI

KonduaenuuanabHOe 1eI10IpPOU3BOICTBO

(Ha3BaHME AUCIMILIMHBI)

5 cemecTp

IlepeyeHb KOHTPOJIBLHBIX MEPONIPUSITHI TEKYIIIET0 KOHTPOJISI YCIE€BAEMOCTH MO THCIUILTHHE:
KM-1 Tecr 1. Kontpoasnas padota 1 (IIpoBepounas pabora)
KM-2 Tecr 2. KoutponsHas padota 2 (IIpoBepounast pabora)
KM-3 KontpoasHnas pabota 3. KortponbHas padota 4 (KonTponbHas padora)

Bua npoMexkyTouHoO aTTecTauMu — 3a4eT C OI[EHKOM.

Nunexc KM- | KM- | KM-
Howep Paznen aucuumuimHb KM: L 2 3
pasjena Henens 4 8 13
KM:
1 OCHOBBI TEXHOJIOTUH 3AIUMIIEHHOTO JOKYMEHTO000pOoTa
11 HopmatuBHO-IIpaBOBbIE OCHOBBI OpraHU3alMN +
' KOH(HICHIIMATIHHOTO ICTONPOU3BOJICTBA
19 Crienuduka TeXHOJIOTUU KOH(UICHIUAIBHOTO +
' JTIOKYMEHTO000pOTa
1.3 VYyer koH(UIEHITMATBHBIX JOKYMEHTOB +
2 Opranuzanus 00paboTKH KOH(PUIECHIUATBHBIX JOKYMEHTOB
2.1 O06paboTka BXOIAMNX KOH(PUAECHIUATBHBIX JOKYMEHTOB +
29 O0paboTka UCXOIAUINX U BHYTPEHHUX KOH(PHUACHINATbHBIX 4
] JIOKYMEHTOB
23 [Topsimok paboThI UCTIONIHUTENEH ¢ KOHPUACHIINATbHBIMU +
] JIOKYMEHTaMH
2.4 Opranuzanys J0cTyna K KOHQUIEHIUAIbHBIM TOKYMEHTaM +
2.5 Pa3smHOeHue KoHPUIeHIMANbHBIX JOKYMEHTOB +
3 Opraau3anus XpaHeHUs! KOH(QUICHIINATBHBIX TOKYMEHTOB H JIEJT
31 Cucremaru3zaius 1 olepaTuBHOE XpaHeHHEe KOH(DUICHIINATbHBIX +
) JTOKYMEHTOB U JI€J
3.2 ApxuBHOE XpaHEeHHE KOH(UICHIMAIBHBIX JJOKYMEHTOB U JIeJ +
33 Opranuzanys NpoBepKU HATMYUS U YHUUTOXKECHUS 4
' KOH(HICHIIMATHHBIX JOKYMEHTOB
34 OCHOBBI OpraHM3aLMH 3AIUIIEHHOTO JIEKTPOHHOTO 4
' JIOKYMEHT0000poTa
Bec KM, %: | 30 30 40
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