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
HaumenoBanue o06pa3oBare/ibHOM NporpaMmMabl: Opranu3auus ¥ TEXHOJIOTHS 3alIUThI MHpoOpManun
YpoBeHb 00pa3oBaHus: BbiclIee 00pa3oBaHue - faKkajlaBpuaT

®opma o0yueHusi: OuHas

Pabouass nporpaMma QM CHUILIHHBI
KOH®OUJIEHIHUAJIBHOE JAEJOITPOU3BOJICTBO

biaok:

Baok 1 «/Iucuuniunsl (MoxyJim)»

Yactb 00pa3oBaTesbHOM
NPOrpamMMblI:

Bapuarusnas

Ne IMCHUIIJIMHBI 0 YYeOHOMY
IJIaHy:

B1.B.02

TpynoeMKOCTh B 3a4eTHBIX
eIMHULAX:

6 cemecTp - 4;

Yacos (Bcero) no yueoHomy
IJIAHY:

144 yaca

Jexknun

6 cemecTp - 14 yacos;

HpaKTuquKne 3aHATHA

6 cemecTp - 28 yaca;

JlabopaTopHbie pa6oThI

He NMPeyCMOTPEeHO YUeOHbIM IIAHOM

KoncyabTanum

6 cemecTp - 2 yaca;

CamocrosiTesibHasi padoTa

6 cemecTp - 99,5 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:

IK3aMeH

6 cemectp - 0,5 yaca;
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Bnapeney

BaporoB O.P.
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Bnapeney

HeBckui A.HO.

Waentuduratop
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MIOJITIHUCH)
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(mozrucs)
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MOJITTHCH)



1. IEJIX U 3AJTIAYN OCBOEHUSA JUCHUIIJIMHBI
Iesb ocBOeHHsT TUCHMILNIMHBI. OCBOSHHE OOIIEKYIBTYPHBIX U MPO(ECCHOHANTBHBIX KOMITETCHIINH,
3aKIJIIOYAIOIIUXCA B OOIIEH TOTOBHOCTM M CHOCOOHOCTH OCYIIECTBISITh MEPONPHATHA IO 3aIlIUTE U
00paboTke KOH(MUACHIMAIBHBIX JOKYMEHTOB, COBEPIICHCTBOBAHUHM TEXHOJIOTHMH  3aIIUIICHHOTO
JOKyMEHTOO0OpOTa B MHTepecax oOecreueHus: 0e30MacHOCTU XO3SIHCTBYIOLIEr0 CyObeKTa, Ha OCHOBE
HOJTYYEHHBIX TEOPETUYECKUX 3HAHUI U MPAKTUIECKUX HABBIKOB.
3agaum JUCHMIIMHBI
- OIIpeJIeTICHNne MeCcTa KOH(UACHIIMAIBHOTO IOKYMEHTO000pOTa B CTPYKTYpax rocy1apCTBEHHON
¥ 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

Kox v HaumeHoBaHue Koa u HaumeHoBaHue 3amiaHNpPOBaHHbIE Pe3yJbTAThI 00yUeHHus
KOMIETEeHIT HHIHKATOPA 10CTHKEHHS
KOMIEeTeHLHH

I1K-8 cnocoOHOCTEIO 3HATh:
oopmitATh pabouyro - METOJIbI pabOThI ¢ KOH(PUICHIIMATEHBIMH
TEXHUYECKYIO JOKYMEHTaMU B TEKYILEM
JOKYMEHTAIUIO C Y4ETOM JIEJIONPOU3BOACTBA U apXUBE
JEACTBYIOIINX OpraHu3anuu.
HOPMAaTUBHBIX U
METOINYECKUX JOKYMEHTOB YMETB!:

- pa3pabareiBaTh U 0GOPMIIATH
HOPMAaTHBHO-METOMUYECKUE MaTepUaIIb
0 perjIaMeHTaIlu1 TTPOILIeCCOB 00pabOTKH,
XpaHEeHHUs U 3alUThl TOKyMEHTOB
OTPaHUYECHHOTO JIOCTYIA, B TOM YHCJIE
KOH(HIEHIIMATIBHBIX JOKYMEHTOB,
KOHTPOJMPOBATH U aHAJTU3HPOBATH
YPOBEHb OPraHU3aLMOHHON U
TEXHOJIOTUIECKOH 3alUIIEHHOCTH
JIOKYMEHTOB, OPTraHU30BaTh paboTy C
JOKYMEHTaMH, COJIePKAIIMMHU
KOH(pHIEHIIMATIbHYI0 HH(OpMAIHIo, B
TEKYILEM JIEIIOTIPOU3BOJICTBE,
OpraHU30BBIBATh APXUBHOE XpaHEHHE
KOH(HICHIINATBHBIX JOKYMEHTOB.

OK-4 cnioco6HOCTBIO 3HATh:
HCTI0JIb30BaTh OCHOBBI - Knmaccuuranuu uHpopMaluu u
NPaBOBBIX 3HAHUH B JIOKYMEHTOB OTPaHUYCHHOTO JI0CTYIIa,
pa3aMYHBIX cepax BH/JIBI TaKH,

JIEATENLHOCTH - 3aKOHOJATEJIbHBIC aKThl 1 HOPMATHBHO-

METOJIMYECKYIO JTUTEPATypy, IpaBuiIa u
MHCTPYKIIUH, perjaMeHTHpYole padboTy
C JIOKYMEHTaMH OIpaHUYEHHOT'0 JI0CTYIIA,
B TOM 4YHCJI€ KOH(PHICHIIMATbHBIMU
JIOKyMEHTaMH.




2. MECTO JJUCHUILJIMHBI B CTPYKTYPE OBPA3OBATEJILHOM NPOT'PAMMBI BO

JlucnunianHa OTHOCHTCS K 4acTH, (opMHUpyeMOH y4acTHHKaMH OOpa3oBaTENbHBIX OTHOLICHUI
O5oKa JHUCLUMIUIMH OCHOBHOHM mpodeccHoHambHONH 00pa3oBaTelabHON mporpamme OpraHuzanus u
TexHoyiorus 3amuThl  uHpopmanuu (manee — OIIOII), wnampaBnenus mnoaroroBku 10.03.01
WNudopmanronnas 6e30MacHOCTb, ypOBEHb 00pa30BaHUs: BbICIIEE 00pa30BaHUe - OaKalaBpHAT.

ba3zupyercs Ha ypoBHe cpeHEro 0011ero oopa3oBaHusl.

PesynbTarel 00yueHus1, MOTYYCHHBIE TIPU OCBOCHUU JTUCIUTUIHHBI, HEOOXOIUMBI IPU BBIMTOJTHCHUN
BBIMYCKHOM KBaTU(UKALMOHHON PadOTHI.



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 8| © | Jlex JIab | Ip — - VKK | TK A CeMECTDE aTTeCTalluu
/M P /KOHTPOJIb
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
1 OCHOBBI TEXHOJIOTHH 31 6 3 - 10 - - - - - 18 - Ilodzomoska doknada, evicmynienus:
3aIUIIEHHOTO 3ajaHue CBS3aHO C YIIyOJCHHBIM U3y4EHUEM
JIOKyMEHT0000pOTa pas3/iesioB AUCIMIUIMHBI U CAMOCTOSITEIbHBIM
1.1 | HopmaTuBHO-IIpaBOBEIE 13 1 - 6 - - - - - 6 - MTOUCKOM MaTepHaJIOB IS PACKPBITHS TEMBI
OCHOBBI OpraHHU3aIlH JI0KJIaaa. MaTepuaibl BBIOJIHEHHOH pabOoThI
KOH(UACHIIMAIEHOTO MIPE/ICTABISIFOTCS B QJIEKTPOHHOM BHJE HIIH B
JICTIONPOU3BOJICTBA (dopMe pacrieyaTaHHBIX PE3CHTALMOHHBIX
1.2 Crernuduka 9 1 - 2 - - - - - 6 - crlaiiioB. B xauecTBe TEM AOKIAA0B CTyIEHTaM
TEXHOJIOTUH NpeIUIararoTcs CICAYIONIHe BapUaHThL:
KOH(HICHIIMATLHOTO Iloo20moeka Kk npakmuyecKuM 3auamusam:
JIOKYMEHT0000poTa U3ydenne matepuana o pasueny "OCHOBBI
1.3 Yyer 9 1 - 2 - - - - - 6 - TEXHOJIOTUH 3alUIIEHHOTO
KOH(HICHIIHATbHBIX JIOKyMEHTO000pOoTa" MOJTOTOBKA K
JIOKYMEHTOB BBITIOJTHEHHIO 33/IaHUI Ha MPAKTUYECKUX

3AHATUAX
Camocmoamebnoe uzyuenue
meopemuyueckozo mamepuana: Vzyuenue
JIOTIONTHUTEIHHOTO MaTepralia o pasaery
"OCHOBBI TEXHOJIOTHH 3aIUIIIEHHOTO
JIOKyMeHTOo00opoTa"

Iloozomoska domauinezo 3a0anus:
[MoxroToBka JOMaIIHETo 3aJaHKs HAIpaBJICHA
Ha OTPabOTKy YMEHUI peleHus
npodeccroHambHBIX 3a1a4. JloMarHee 3a1aHue
BBIJIAETCS CTYJIEHTaM 110 U3yYEHHOMY B pa3zelie
"OCHOBBI TEXHOJIOT'HH 3AIIUIIEHHOTO
JIOKyMEHTO000poTa" MaTepuaty.
J1OoTIOTHUTEBHO CTYICHTY HEOOXOANMO
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U3Y4YUTH JIUTEPATYPy U pa3odparh NpuMepsbI
BBITIOJTHEHHS IOA00HBIX 3aaHuil. [IpoBepka
JIOMAIITHET0 33/1aHusl IPOBOAUTCS O
MIPEACTABICHHBIM ITHCBMEHHBIM padoTaMm.
H3yuenue mamepuanog 1umepamypHbix
UCIOYHUKOG:

[2], 11-19
2 Opraanzanus 45 10 30 Ilo0zomoeka K ayoumopHvlm 3aHAMUAM:
00paboTkn [IpopaboTka JIeKIINH, BEITOIHEHHE U
KOH(HICHIIHATBHBIX MOJITOTOBKA K 3amuTe 1ab. paboTHI
JIOKYMCHTOB Ilodz0mogKa K meKyuiemy KOHmMpoiio:
2.1 O0paboTKa BXOISIIUX 9 2 6 [ToBTOpEHUe MaTepHaa mo pasaeny
KOH(UICHINATBHBIX "Opranuzanus 00padoTKH KOH(GUAESHINATBHBIX
JIOKYMEHTOB JIOKYMEHTOB"
2.2 | ObpaboTKa UCXOIAIINX 9 2 6 Iloozomoeka domawnezo 3adanus:
U BHYTPCHHHX [MoaroroBka goMalHero 3aiaHus HaIllpaBiIeHa
KOH(UICHIINATBHBIX Ha OTPabOTKY YMEHUH pelIeHus
JIOKYMEHTOB npogeccHOHANBHBIX 3a1a4. JloManrHee 3a1aHue
2.3 [opsinok paboTeI 9 2 6 BBIJJAETCS CTYACHTaM 110 U3Y4EHHOMY B pasjene
HCTIOJTHUTEIICH C "Opraamzanus 00paboTKN KOHPHUACHIIHATHHBIX
KOH(HICHIIHATbHEIMH JIOKyMEHTOB" Marepuaity. JlonoJIHUTENbHO
JIOKYMEHTaMH CTYZIEHTY HEOOXOAMMO M3YUUTh JIUTEPATYPY U
2.4 OpraHH3auH${ JOCTyTIA 9 2 6 pa306paTb MIPUMEPDI BBIIIOJIHEHUS MOJOOHBIX
K KOH(I)PII[GHHI/IEUILHBIM SaI[aHI/Iﬁ. HpOBepKa JOMAIIIHETr O 3aaHus1
JOKYMEHTaM IMPOBOAUTCA 1O MPEACTABIICHHBIM NUCbMEHHBIM
2.5 PasmHokeHne 9 2 6 pabotam.
KOH(UICHIINATBHBIX IloozomosKka K npakmuyueckum 3auamusim:
JIOKYMEHTOB Wzydenne maTepuana 1mo pa3ueny
"Opraamzanus 00paboTKH KOHPHUICHIINATHHBIX
JTOKYMEHTOB" TIOJTOTOBKA K BBIITOJIHEHUIO
3aJaHU{ Ha MIPAKTUICCKUX 3aHATUIX
Camocmoamenvhoe usyuenue
meopemuueckozo mamepuana: VIsyaenvue
JIOTIOJTHUTEIBHOTO MaTepHaa o pasjieny
"Opranuzanus 06padboTKH KOHGHUICHIINATHHBIX
JIOKYMEHTOB"
3 Opranu3anys XpaHeHUs 32 8 18 IToozomoeka K npaKkmuuecKum 3aHAMusAM:

KOH(HICHIINATBHBIX
JOKYMEHTOB H JeT

N3yueHnue marepuana o pasaeny
"Oprannzanus XpaHeHus: KOHQUACHIIHATbHBIX

6




3.1 Cucremaruzanus u 9 1 - 2 - 6 - JIOKYMEHTOB U Jie]" MOArOTOBKa K BBIIIOJHEHUIO
OIepaTHBHOE XpaHEHHUE 3aJaHUi Ha NIPaKTHYECKUX 3aHATUAX
KOH(UICHINAIBHBIX Ilodzomogka domauinezo 3adanua:
JOKYMEHTOB U JIeJT IToaroroBka KOMaIIHETO 3aaHUS HAIIPABICHA
3.2 ApXuBHOE XpaHEHUE 9 1 - 2 - 6 - Ha OTPabOTKY YMEHUH pelIeHUs
KOH(UICHINATBHBIX npodeccrnoHaNBHBIX 3a1a4. JlomanHee 3agaHue
JOKYMEHTOB U JIeJT BBIJAETCS CTYACHTAM I10 U3yICHHOMY B pa3Jele
3.3 | Opranuszanus MpoBEpKH 8 2 - 2 - 4 - "Opranusanys XpaHeHHs KOHQUAeHIHaIbHbIX
HAIAYIHAS U JIOKyMEHTOB U Jie)" MaTepuaiy.
YHUYTOXEHUS JIONIONHUTENBHO CTYIEHTY HEOOX0AUMO
KOH(UICHINAIBHBIX U3YUYUTH JIUTEPATypy U pa3odpaTh MpUMEPEI
JIOKYMEHTOB BBITIOJTHEHHS OA00HBIX 3aanuil. [IpoBepka
3.4 OCHOBBI OpraHU3aIH 6 2 - 2 - 2 - JIOMAIITHET0 3a/1aHusI IPOBOAUTCS IO
3aIUIIEHHOTO NPE/ICTaBICHHBIM TUCBMEHHBIM padoTaMm.
3JEKTPOHHOT0 Ilo020mogKa K ayoumopHsM 3aHAMUAM:
JOKYMEHTO060pOTA ITpopaboTka neKnnH, BEIOIHEHUE U
MOJITOTOBKA K 3auTe 1ab. paboTHI
Ilo0z0mogKa K meKyuiemy KOHmMpoiio:
IToBTOpEHNE MaTepuaa Mo pasaety
"Opraauzanus XpaHeHUs] KOH(QUICHIIHATbHBIX
JIOKyMEHTOB U 111"
H3yuenue mamepuanog 1umepamypHbix
UCMOYHUKOG:
[3], 119-130
Ok3ameH 36.0 - - - 0.5 - 335
Bcero 3a cemectp 144.0 14 - 28 0.5 66 335
Hroro 3a cemecTp 144.0 14 - 28 2 - 05 99.5

IIpumeuanue: Jlex — nexuuu; JIab — nabopatopusie pabotsl; [1p — npaktuueckue 3ausatust; KIIP — ayautopHble KOHCYIbTAIMK 110 KYPCOBBIM
npoektam/pabotam; MKKII — nnauBHIyanbHble KOHCYIBTAIMK 110 KYPCOBBIM IpoekTaM/padotam; I'K- rpyrnoBsie KOHCYIbTallUU TO pa3jienaM
mucturuael; CP — camoctosarensHas padorta cryaenta; MKP — nnas konraktHas padota; TK — Texkymmii koHTposb; [TA — npomexyTrouHas
aTTecranus




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

1.1. HopmaTuBHO-TIpaBOBbIE OCHOBBI OPraHU3AIMH KOH(DHIEHIIUAIBHOTO JEJI0NPOU3BOICTBA
OcHOBHBIC TOHATHS B OOJIACTH 3alUTBI U OOpPaOOTKH KOH(PHUIACHIUATHHBIX JTOKYMEHTOB.
Oco0eHHOCTH HOPMATUBHO-TIPABOBON OpraHU3aluH KOH(PHUIEHIUAIBHOTO AEIONPOU3BOICTBA. .

1.2. Creruduka TEXHOJIOTUU KOH(DUACHIMAIBHOTO JOKYMEHTO000pOoTa

[TonsiTHE TOKYMEHTOOOOPOTA M OCHOBBI €ro opraHu3anui. OCOOEHHOCTH KOH(HUIECHINAIEHOTO
JOKYMEHTO000poTa. THUIIBI TEXHOJOTHYECKUX CUCTEM 00paOOTKH KOH(PHUICHIINATBHBIX TOKYMEHTOB
U ocobeHHOCTH 3ammThl HH(popMaruu. OCHOBBI PAIMOHAJIBHOTO IOCTPOCHHMS 3alUIICHHOTO
JIOKYMEHTO000pOTa C y4ETOM OpPraHU3aIMOHHON CTPYKTYPBl OOBEKTa 3aIIMUThI, BEPOSTHBIX 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. OCHOBHBIC BUIBI yueTa KOH(HICHIHAIbHBI JOKYMEHTOB U HUX
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 UCXOIAMUX U BHYTPEHHUX KOH(DUCHIINANBHBIX TOKYMEHTOB

Ha3snauenune u 3amgaun cTaauM MCIOJNHEHUS KOH(QUIEHUIMANbHBIX JOKYMEHTOB. Ilopsgok
pa3paboTku u  odopmiIeHHS KOH(PUICHIMANBHBIX JIOKYMEHTOB. YCTaHOBiIeHUE rIpuda
KOH(QUICHIMATBHOCTH JoKyMeHTa. TpeboBanus k APM. Odopmiienne u y4yeT HocHUTenel
KOH(HIEHIIMATBHBIX JOKYMEHTOB. [Tops10Kk OTIpaBK KOH(UAECHIMATBHBIX TOKYMEHTOB..

2.3. Tlopsinok pabOThl UCLIOTHUTENEH C KOHPHIEHIUAIBHBIMU IOKYMEHTAMH

OO6ume npaBuiaa paboThl ¢ KOHPHUIECHIMAIBHBIMU JOKyMeHTaMH. OOsS3aHHOCTH HUCHOTHUTEIS
npu pabore ¢ KOHPHUICHIHMATBHBIMH JTOKyMeHTaMu. [IpaBmia mepemaun KOHQHICHIMATHHBI
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(PUICHIIUANBHBIX T0KyMEeHTOB. OCOOEHHOCTH pa3MHOKEHUS
KOH(UICHIMATBHBIX JTOKyMEeHTOB. CoJiep)kaHue Mpolenypbl pa3MHOKEHUS KOHQUICHIIMATbHBIX
JIOKYMEHTOB..

3. Op2anuzayus xparenus KOHQUOCHUUANbHBIX OOKYMEHMOo8 U 0ell

3.1. Cucremaruzanus U ornepaTUBHOE XpaHEHHE KOHPHUICHIIUATHHBIX TOKYMEHTOB U JIeJ
Oco0eHHOCTH HOMEHKJIATyphl KOHQHUIACHIMATBHBIX Jien. DopMupoBaHue KOH(DHISHITHATBHBIX
nen. OdopmieHre KOH(PUIESHITHAIBHBIX eIl
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3.2. ApxuBHOE XpaHeHHe KOH(PHUACHINATBHBIX JOKYMEHTOB H JeJT
[ToaroroBka KOH(UIEHIMANBHBIX 1€ U JTOKYMEHTOB JUIsl apXMBHOI'O XpaHEHUs. XpaHEHHE U

y4eT apXHMBHBIX JOKYMEHTOB. JlocTyn K KOH(pMIEHIMANBHBIM apXUBHBIM JOKYMEHTaM U HOPSI0K
UX ACNONIb30BaHuA. [IopsAnoK XpaHeHNs: apXUBHBIX JJOKYMEHTOB..

3.3. Opranuzanus NpOBepKU HATMYUS U YHHUTOXKECHHUS KOH(PHUICHIINATBHBIX JOKYMEHTOB

Buibl ¥ NpUHOUIBI TPOBEACHHS TNPOBEPOK HAIMUYUS KOH(QUACHIHAIBHBIX JTOKYMEHTOB.
PernameHTupoBaHHBIE YW HEPETIAMEHTHPOBAHHBIC MPOBEPKU KOH(PUICHIMATBHBIX JTOKYMEHTOB.
[TopsaoK yHUYTOXKEHUS KOH(PHICHINATBHBIX JOKYMEHTOB. .

3.4. OcHOBBI OpraHU3alUH 3AIIUILIEHHOTO AIEKTPOHHOTO JOKYMEHTO000pOoTa

OcobOeHHOCTH KOH(UACHIMAIBHOTO HJIEKTPOHHOTO JOKYMEHT0000poTa. OCHOBHBEIE YIpO3bI
0e3omacHOCTH MH(GOpPMANMU MPH OPraHU3ALUU 3JIEKTPOHHOTO JOKyMEHT00O0O0poTa. OCHOBHBIE
TpeOOBaHMS K OPraHM3alMH 3alUIICHHOTO 3JEKTPOHHOro JO0KyMeHTooOopoTa. Kiaccupukarms
ABTOMATHU3UPOBAHHBIX CHCTCM, IIOKA3aTC/JIN 3alMUIICHHOCTH CPCACTB BBEIUHMCIIMTEIbHON TEXHUKH H
TpeOOBaHus 110 3alUTe TOKYMEHTHPOBAHHOH KOH(UICHIINAIBHON HHPOPMALIN. .

3.3. TeMbl NIpaKTHYECKUX 3aHATHH
1. 3.06paboTka uCXOAAIUX KOHPHICHIIMATIbHBIX JOKYMEHTOB;
. 4.Ilopsimok pa3paboTKu 1 00pabOTKH BHYTPEHHUX KOH(PHUICHIINATBHBIX JOKYMEHTOB;
. 5. TpeboBaHus K aBTOMaTU3UPOBAHHOMY paboueMy MecTy;
. 6.Ilopsinox pabOTHI UCLIOTHUTENEH C KOHPUICHIUAIBHBIMU IOKYMEHTAMY;
. 7.0pranusanust KOHTPOJIsl UCIIOJHEHUS KOH(PUICHIIMATIbHbBIX JOKYMEHTOB;
. 8.Pa3MHOXeHNEe KOHPUICHIINATBEHBIX JOKYMEHTOB;
. 11.Opranu3zanus npoBepKy HaIM4YUs KOH(DUICHIUAIBHBIX I0KYyMEHTOB;
. 10.ApxuBHOE XpaHeHHE KOH(PHICHIIMATBHBIX JOKYMEHTOB U JIET,
. 2.06paboTKa BXOAAIIMX KOH(DUICHIIUAIBHBIX IOKYyMEHTOB;
10. 12.0pranusanus yHU4YTOKEHUsI KOH(PUIEHIIMAIbHBIX JOKYMEHTOB;
11. 13.0cob6eHHoCcTH KOH(PUASCHIIUATBHOTO 3JIEKTPOHHOTO JJOKYMEHTO000POTa;
12. 14.0OcHoBHBIE TPeOOBaHUS K OPTraHU3AINH 3AIIUIIEHHOTO 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa;
13. 9.CucremaT3zanus 1 onepaTuBHOE XpaHEeHHE KOH(UICHIIMATBHBIX JOKYMEHTOB U JIET;
14. 1.0cobeHHOCTH KOHPHUACHIINATHLHOTO JOKYMEHTO000pOTA.

[\
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3.4. TeMbl 1a00paTOPHBIX padoT
HE [IPEAYCMOTPEHO

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 MOJYyYCHHE WHAWBUIYAIBHOTO 3aJaHUS JUISl BBHIIOJIHEHHS
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 OpMHUPYEMBbIX B HUX KOMIIeTEHIIU

3arutaHUPOBAHHBIE PE3YAbTATHl O0YUEHHS MO AUCIUIUTHHE
(B COOTBETCTBUH C pa3aesioMm 1)

Kol nHIMKaTOPOB

Howmep paznena
JTUCLUTLIUHEI (B
COOTBETCTBUHU C

OueHo4HOE CPesCTBO
(TUII ¥ HAUMEHOBAHHUE)

n.3.1)
1]2] 3
3HaTh:
METOBI pabOTHl C KOHPUJACHIIUATLHBIMU JIOKYMEHTAMHU B TEKYIIIEM [TK-8(Kommerenmus) | + [Tpoepounas padora/Tect 1.
JICJIOTIPOM3BOICTBA M APXUBE OpraHU3aIuu KonTtposbHast padora 1
3aKOHOJIATEIIbHBIC aKThl 1 HOPMATHBHO-METOIMUECKYIO JTUTEPATYPY, [IpoBepounas padora/Tect 2.
[paBUjIa U UHCT WU, PerJIaMEHTH u T KyYMEHTaMHU KonTtposnbHast Ta 2
paBmia CTPYKIIMH, pETIIAMEHTHPYIOIINE paboTy C JOKYMEHTa OK-4(KomneTerms) + OHTpOJIbHAs paboTa
OrPaHUYEHHOTO JOCTYIA, B TOM YHCIIC KOHPHUICHIIHATIbHBIMH
JTOKYMCHTaMHU
kiaccuukanuu vHGOpPMAIMK U IOKYMEHTOB OTPaHUYEHHOTO JIOCTYIIA, KonTtponbHast
BH/JIbI TAHH OK-4(KommereHius) + + | pabora/KonTponbHas padbora

3. KonrponpHas pabota 4

YmMmeTh:

pa3pabaThiBaTh U OPOPMIISITH HOPMATHBHO-METOJUUECKUE MAaTEPUAIIBI 11O
peraamMeHTaluy MpoLeccoB 00pabOTKH, XpaHEHUS U 3aIIUTHI IOKYMEHTOB
OTPAaHUYEHHOTO JIOCTYIa, B TOM YUCJIe KOHPUICHITUATHHBIX JOKYMEHTOB,
KOHTPOJIMPOBATh U aHAIM3UPOBATh YPOBEHb OPraHU3al[MOHHON U
TEXHOJIOTUYECKOMN 3alUIIIEHHOCTH JOKYMEHTOB, OPraHU30BaTh paboTy ¢
JOKYMEHTaMHU, COAepKAIIUMU KOH(MUISHIINATBbHYI0 HHPOPMAIIHIIO, B
TEKYIIEM JEI0NPOU3BOJICTBE, OPraHU30BbIBATh APXUBHOE XPAHEHUE
KOH(UICHIMATBHBIX JOKYMEHTOB

[TK-8(Komnerenuus)

Kontponbnas
pabota/KonTposnpHas pabora
3. KonTponbHas pabora 4
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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
6 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
Ixzamen (Cemecmp No6)

B nunnoM BeICTaBIsETCS OICHKA 3a 6 CEMCCTD.

Ipumeuanue: OnieHOYHBIC MAaTEPUAITHI TI0 JUCIUILIMHE TPUBECHBI B (DOH/IEC OIICHOYHBIX
marepuasioB OITOII.

5. YYHEBHO-METOANYECKOE OBECIHEYHEHUE JUCHUIIJINHBI

5.1 IleyaTHbI€ ¥ JIEKTPOHHbIE U3TAHUA:

1. Aiiman, T. O. [JemonpoussoactBo. O6pasmsl jokymerToB / T. O. Aiiman . — 3-e m31 . — M. :
PUOP, 2012 . - 280 c. - ISBN 978-5-369-00268-1 .;

2. 'yryesa, T. A. KonpuaeHunaapHOe JeIONPOU3BOACTBO : yueOHOE ocoOue i CTyI€HTOB
BY30B, o0yyaromuxcs o nporpammam crneuuanurera / T. A. I'yryeBa . — Mocksa : UHOPA-M,
2021 . — 199 c. — (Beicmee oopazoBanue . CrermanureT) . - ISBN 978-5-16-016537-0 ;

3. A. b. bapuxus- "Jlenonpou3BoAcTBO U JOKyMeHT0000poT", M3narenscTBo: "KHMKHBIN Mup",
Mocksa, 2008 - (416 c.)

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

5.2 JIuueH3noHHOE ¥ CBOOOIHO PAaCPOCTPaHseMo€e MPOrpaMMHOe odecreyeHme:
1. CO "IIpomereit”;

2. Office / Poccuiickuii makeT OpUCHBIX IPOTrpamm;

3. Windows / OniepanrionHasi cucrema cemeiictsa Linux;

4. Maitna BuneoxondepeHium.

5.3 UnTepHeT-pecypchl, BKIWYast npodeccuoHaIbHbIe 6a3bl JAHHBIX U HH(OPMAIMOHHO-
CIIPaBOYHbIE CHCTEMBI:

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

2. Hayunas saekTponHasi oudamorexa - https://elibrary.ru/

3. DaexkTpoHHBIE pecypchbl U3aaTesbeTBa Springer - https://link.springer.com/

4. Kypuaa Science - https://www.sciencemag.org/

5. Dnexkrponnas oudmoreka MOU (36 MOMH) - http://elib.mpei.ru/login.php

6. DaexkTpoHHasi oTKpbITasi 6a3a naHHbIX '""Polpred.com O630p CMHU" -
https://www.polpred.com
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7. Uudopmanmonno-cnpaBounas cucrema «Komexc/Texakenep» - Http:\\proinfosoft.ru;

http://docs.cntd.ru/

8. HannoHa/ILHBII mOpTa oHjaliH 00y4eHust «OTKpbITOE 00pa3oBanue» - https://openedu.ru
9. Opunuanbublii caiiT PegepajbLHOTO ATEHTCTBA M0 TEXHUYECKOMY PeryJIMpoOBaHHIO

MmeTpoJioruu - http://protect.gost.ru/
10. OTkpbITasi yHuBepcuTeTcKkas nupopmauunonnasi cucrema «POCCHUS» -

https://uisrussia.msu.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHUE JUCHUITVIMHBI

Tun nomeeHus Homep ayauropun, OcHamenne
HAaMMCHOBAaHUE
Y4eOHbIe ayAUTOPHH IS K-601, Yyebnas rapTa co CKamMbel, CTOJI IIpernoiaBaress, CTyI,
MIPOBEJCHUS JIEKIIMOHHBIX ayuTopus TpuOyHa, JOCKa MEJIOBast, MyJIbTUMEINITHBIN

3aHATUI U TEKYILLIETO
KOHTPOJIA

IIPOEKTOP, SIKpaH

A-300, Yuebnas
aynutopus "A"

Kpeciio pabouee, mapra, CTeJIIax, CTOI
MIpEnoiaBaTelis, CTOJI Y4eOHbIN, CTY, TpuOyHa,
MUKPO(GOH, MYIIBTUMEUHHBINA TIPOCKTOD,
DKpaH, 10CKa MapKepHasi, KOJIOHKH,
TEXHUYECKas amraparypa, KOHJUIIHOHED,
TEJIEBU30D

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
IIPOBEACHUS
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

ITomemmenus s
CaMOCTOSITENIbLHOM pabOThI

HTB-303,
KommnsrorepHslii
YUTaIbHBIN 3aJ1

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

ITomemenus s
KOHCYJIbTUPOBaHUsA

K-301, YueOuas
ayuTOpus

CTOJI IIPEI0/IaBaTesl, CTOJI yUeOHBbI|, CTYII,
MYJIBTUMEANMHBIN POEKTOP, dKPaH, 10CKa
MapKepHasi, KOHAUIIMOHED

[TomemeHus st XpaHEHUS
o0opynoBaHUs U y9€OHOTO
WHBEHTapS

K-202/2, Cxnan
kadeapst BUT

CTEJUIaX JJIsi XpaHEHUs] UHBEHTaps, CTOI,
CTyJ, mKad UIst JOKYMEHTOB, IIKad s
XpaHeHUs] UHBEHTaps1, TyMOa, 3amacHbIe

KOMILIEKTYIOIINE JUTsl 000pYAOBaHUS
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IIpunoxenne A

BAJJIBHO-PEUTUHITOBAS CTPYKTYPA JIUCHOUILJIAHBI

KonduaenuuanabHOe 1eI10IpPOU3BOICTBO

(Ha3BaHME AUCIMILIMHBI)

6 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 (IIpoBepounas pabota)
KM-3 KontpoasHnas pabota 3. KortponbHas padota 4 (KonTponbHas padora)

Bua npoMexkyTouHoil arTecTauMu — JK3aMEH.

Nunexc KM- | KM- | KM-
Howep Paznen aucuumuimHb KM: L 2 3
pasjena Henens 4 8 12
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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