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1. TIlosicHUTeIbHAA 3aMMMCKA

1.1 Ileap m 3aga9u TUCHUILINHDBI

Lenb TUCIUIUIMHBI — 00€CTIeYUTh HEOOXOJUMBIH M IOCTaTOYHBIN YPOBEHb TEOPETUUECKUX 3HAHHUN
U HaBBIKOB MX IPUMEHEHHs B PELICHMM NPAaKTUYECKHUX 3ajad KiacCupuKauud HHGOpMaLUM U

JIOKYMEHTAIUH.
3amaun JUCIHUILINHGL:

- U3y4eHHUE TEOPHH U MPAKTUKHU KJIACCU(PHUKAIMU U KOAUPOBAHUS HH(DOPMAITUH U TOKYMEHTAIINH
- BbIpabOTKa Yy CTYJIEHTOB HAaBBIKOB CaMOCTOSITEIbHOH pabOThI
uHpOpMAaIUU U JOKYMEHTAIUH.

1.2 TIlepeuyeHb NJAHUPYEMBIX Pe3yJILTATOB 00yUYeHHSs N0 JUCHHUILINHE (MOY.T10),
COOTHECEHHBIX ¢ HHANKATOPAMH JOCTHKEHHUSI KOMIIeTeHIUH

Kommerennmns
(Ko 1 HAMMEHOBAHUE)

Nuagukaropbl
KOMIIeTeHIIMii
(K01 ¥ HAUMEHOBAHUE)

Pe3yabTaThl 00yuyeHus

[IK-1. Criocoben
OCYIIECTBIISITH PYKOBOJICTBO
IeSITeIbHOCTRIO 10
JOKYMEHTAHOHHOMY
00ecne4eHnI0 yIpaBaeHus
OpraHM3aluei ¥ apXuBOM

[IK-1.1. ocymecTBisieT
paboTy ¢ pa3IuYHBIMU
KaTeropusiMu JOKYMEHTOB B
yIpaBICHUH U apXUBE Ha
OCHOBE TpeOOBaHUM
HOPMAaTUBHBIX JOKYMEHTOB

3HaTh: CTPYKTYPY M IIpaBUIia
Be/ICHHS 00IIEPOCCUIICKUX
KJ1accu(hUKaTopoB

VMeTh: aHaTM3UPOBATh
MIPABOBBIE aKTHI B chepe
JOKYMEHTAIMOHHOTO
oOecrieueHust yrpaBieHus: U
BBISIBISITH COCTaB
KJ1accu(hUKaToOpoB

Brnaners: HaBbIKaMu
PUMCHEHHSI
00IIerocy1apCTBEHHBIX HOPM B
pa3paboTKH KJIacCU(PUKATOPOB

IIK-4. Bnangeer 3HaHUAMU
COBPEMEHHBIX
UH(GOPMAIIMOHHBIX CUCTEM U
HABBIKAMU TIPOCKTUPOBAHUS
Y BHEJIPEHUSI CUCTEM
3JIEKTPOHHOTO
JIOKYMEHTO000pOTa B
OpraHu3aIu

I1K-4.2. Bnaneet 3HaHUIMH
COBPEMEHHBIX
MH(OPMAILIMOHHBIX CUCTEM
Y HAaBBIKAMH
MPOEKTUPOBAHUS U
BHEJIPEHUS CUCTEM
AIEKTPOHHOTO
JIOKyMEHTO000pOTa B
OpraHu3aIuu

3HaTh: METO/I0JIOTUYECKUE
OCHOBBI TIOCTPOCHUS
kiaccugpukaropos B CO/]
YMeTh: MPUMEHSTh pa3InyHbIe
METOA0JIOTUYECKHE TIOIXO/IbI
NIPY IPOSKTHPOBAHUH CUCTEM
JIOKYMEHTAIUOHHOTO
oOecrieyeHust yrpaBieHus
BnaneTs: HaBbIKaMM aHAJIN3a U
MPOSKTHPOBAHUS
KJIacCU()UKATOPOB CUCTEM
JOKYMEHTAITHOHHOTO
o0ecrieyeHus yrpaBJIeHUs

1.3 MecTo AMCUMIIMHBI B CTPYKTYPe OCHOBHOIi 00pa3oBaTe/ibHOI MPOrpaMMbl

¢ KIaccu(uKaTopaMu

Jucuumnimna «OCHOBBI KJIaccu(UKauyd MHPOPMALIUU U JOKYMEHTAI[MM» OTHOCUTCS K YacTH,
dbopmupyeMoii ydyacTHUKaMu oOpa3oBaTenbHbIX OTHomeHud (Jucrummuael  (Momymnu) OJoka
JUCLUIUIMH O BBIOOPY Yy4eOHOTO IUIaHa MPOrpaMMbl MarucTpaTypsl «Teopust U mpakTuka paboThl €
JJIEKTPOHHBIMH JIOKYMEHTAMM B YIIPABICHUU M apXHWBax» I10 HAMNPABICHHUIO MOATOTOBKH 46.04.02.
JIOKYMEHTOBE/IEHNE U apXUBOBE/ICHNUE.



Jlist  ocBOEHUS JUCHUIUIMHBI (MOXYJsl) HEOOXOIWMBI 3HAHUS, YMCHHS U BIAJICHUS,
c(hOpMUPOBAHHBIE B X0/1€ U3YUEHUS CIEIYIOMNUX AUCUUILINH U TPOXOKACHUS TPAKTUK:

- UuopmanmoHHbIe CUCTEMBI B YITPABICHUH JOKYMEHTAMU;

- YrpaBieHrne JOKyMEHTaMU B OpraHu3alusix;

- MeTo10510THS AIEKTPOHHOTO JOKYMEHTO000POTA.

2. CTpykTypa IMCUHIJIHHBI
OO6mmas TpyA0€MKOCTh TUCIUIUTHHEBI cocTaBisier 3 3.e., 108  akagemudeckux vaca (OB).
CTpyKTypa AUCHHUILIMHBI /151 04HOH opMbI 00yUeHusI
O0vemM puctumuiuHBL B (popMe KOHTAKTHOH paboThl OOYYAIOMIMXCS C TeJarorn4eCKHuMU

paOoTHHUKAaMU U (WJIM) JTUIIAMU, TPUBJIEKAEMBIMH K pealin3alui 00pa30BaTeIbHOM MPOTrpaMMBbl Ha MHBIX
YCIIOBUSIX, TP ITPOBEACHUH YUE€OHbBIX 3aHATHIM:

Cemectp | Tun yueOHBIX 3aHATHIA KomnnuectBo
4acoB
Jlexuun 24
CemMuHapbl/1abopaTopHbie pabOThI 36
Bcero: 60

O0beM TUCIMITIMHEI B (POpME CaMOCTOSTEIbHON pabOThl 00yJaromuxcs cocTaBiusier 48
aKaJIeMUYECKHX Jaca(oB).

CTpyKTypa JUCHUILIMHBI 1JI5l 04HO-3204HOI (popMBbI 00yUeHUsA

O6bem guctuIiuHbl B (OpME KOHTAKTHOM pPabOThl OOyYaromuxcsi ¢ TMeAaroruniecKuMu
paboTHUKaMU U (WK JUIIAMH, TPUBIEKaeMbIMH K peain3aiui 00pa3oBaTeIbHON MPOTrpaMMbl Ha HHBIX
YCIIOBUSIX, IIPU MIPOBEACHUN YICOHBIX 3aHATHIA:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
Jlexum 16
CemuHapsbl/1a00paToOpHBIE PaOOTHI 16
Bcero: 32

O0beM AUCHUILTUHBL B (hOpME CaMOCTOSTENLHON pabOThl 00YYAIOIIMXCS COCTAaBNseT 76
aKaJieMUYeCcKnX yaca(oB).

3. CopaepixaHue TUCHUILIUHBI

Paspnen 1. Beenenue

[Ipenmer, 3agaum, coxep’kaHHMEe W METOAMKA H3ydyeHHUs Kypca «OCHOBBI KIacCH(pHUKAIMU
nH(pOpMallUd M JTOKyMEHTAllUu», CBSA3b C JAPYTUMHU Y4eOHBIMH TUCHUIUIMHAMU M HaIpaBJICHUSIMU
NeSTeNbHOCTH. YueOHas, MeToJuYeckas W HOPMAaTUBHO-CIIPABOYHAS JIUTEpaTypa, HCTOUYHUKU
nH(pOpMaLIUU MO KYpCYy.

OcHOBHbBIE TEPMUHBI U ONPEACTICHUS, IPUMEHsIEMbIE B 00J1aCTH KJIaCCU(PUKALIUU U KOAUPOBAHUS
uHpopmanuu. Llenu u 3agaun kaaccupukauu HHPOPMAIMU U JOKYMEHTAIUH.

Hcropuueckre acnekTbl MPUMEHEHHs KIacCU(pUKATOPOB HH(OpManmuu M JOKYMEHTAIUH.
Cucrema BeieHHS KITacCU(PUKATOPOB.



Pa3nea 2. Kateropuu kiaccu(pukaTopoB U NOPSII0K UX Pa3padoTKH U BeJAeHHSA

Craryc, Buapl u Kareropun KiaccupuxkaTopoB.  OOIIEPOCCHUICKHE,  OTpacieBbIC
(BemoMCTBEHHBIE) U KiacCH(UKATOphl TpeanpusThii (opranuzanuii). [IpuHIMOB TOCTpOCHUS
KJ1accu(pUKaTopoB HHPOPMAIIHH.

Oransl pa3paboTku knaccudukaropa. Bueapenue knaccudukaropa. Benenue (mognepxanue B
aKTyaJlbHOM COCTOSIHUU U BHECEHHE U3MEHEHUI) KiIaccu(puKaTopos.

Pasznen 3. Exunas cucrema kiaccupukanum U KOAUPoBaHus uHGopManumn

HopMmartuBHas 6a3a BeeHHs KJIacCU(UKATOPOB HHPOPMAITUH.

[Tocranosnenue IIpaBurensctBa P® ot 10 HOsOps 2003 r. Ne 677 "OO6 obmiepoccuiickux
KIIAaCCU(UKATOPAX  TEXHUKO-DKOHOMUYECKOW U  CcOoUMadbHOW WHGOpMAlMM B  COIHAIBHO-
HKOHOMMYECKOI obsiacTu" (C U3MEHEHHUSIMH U JIOTIOJIHEHUSMH).

Lenb, 3amaun u coctaB ExmHON cucTembl KiaccuUKAM ¥ KOAUPOBAHHS WHGOPMAITUU
(ECKK).

OcHoBHBIE 2JIEMEHTHI EIWHON cHCTeMBbl KiIacCH(PUKAIMU U KOAUPOBAHUS HWH(GOPMAIIUU
Poccuiickoit ®enepanuu. 3nauenue ECKK st neneii rocyaapcTBEHHOM CTaTUCTUKU M SKOHOMUKH B
uenom. OcuoBublie 1enu 1 3agaun ECKK.

Ob6ecneuenue coznanus u pazsutusa ECKK na rocynapcrsennom yposae. [lopsnok pazpabotku
1 BEJCHHUE OOIIEPOCCUICKUX KIIaCCU(UKATOPOB.

Obmepoccuiickue kinaccu(ukaTopsl TEXHUKO-PKOHOMHYECKONW M COLMAIbHOW HH(OpPMAIUH:
0o0JacTh TPHMEHEHWs, CTPYKTypa, COCTaB WHQPOpPMAIUU, OpraH, OOECIeYMBAIONINI pa3paboTKy,
BBeleHUe W mnpuMeHeHue. I[IpoOieMbl pa3pabOoTKM W BeIEHUA KOMILIEKCAa OOIIEePOCCUUCKUIA
KJ1accu(hUKaTOPOB.

Pa3nea 4. MeToasb! kaaccupUKALUM M KOAMPOBAHUA HHGOpMALMT

OcHOBHBIE MeTOJbl KiaccUUKAMKM: HUepapxuyeckas, QaceTHass M UX KOMOMHANUA.
ITocnenoBarenbHOE U NapaJlIeIbHOE KOAUPOBAHUE IPYNIIUPOBOK. Y POBHU KJIACCU(PHUKALIH.

Cucrema koupoBaHus UH(pOpMAIMY, IpUMEHsieMas B Kiaccupukatopax. Jnuna koga. Paspsin
koga. CTpykTypa koza. Andasut Koja.

Merton pa3nenbHOI HASHTU(UKALUKY U KIacCU(PUKALIUH.

Pazgen 5. Kinaccupukaropbl uHpopManuu B 00J1aCTH /1eJIONPON3BOACTBA U APXUBHOIO
aena

Oo6mepoccuiickuil kitaccuukaTop yrnpaBaeHUECKOW JOKYMEHTAIUH.

Enunblit  xnaccuduxatop nokyMmMeHTHOM uHpopmauuu ApxuBHoro ¢onga Poccuiickoit
denepanuu.

Pazgen 6. Kuaccmpuxaropsl MHpoOpManum, nNpuMeHsieMble B aBTOMATH3HPOBAHHBIX
CHCTEeMaX IOKYMEHTALMOHHOI0 o0ecrieyeHusi ynpaBJieHUsl

Knaccuukaropsl-cripaBOYHUKH, UCIOIb3yEMbIE B aBTOMAaTU3MPOBAHHBIX cucTeMax. Llemb ux
MIPUMEHEHHUsI, 0COOEHHOCTH pa3pabOTKU, NOPSAJOK YTBEPKIACHUS U BEJICHUS.

Knaccuukaropsl CTpYKTYpHBIX MOJpa3/eieHul, JAOJKHOCTHBIX JIMI, BHUJOB JOKYMEHTOB,
MIOPYYEHUH U JIp.

4. OoOpa3oBaTe/ibHbI€ TEXHOJIOTHHU

Ne Buabl yueOHbIX NudopmanuoHHbIe U
HaumenoBaHue pasjaesa .
n/n 3aHATHH o0pa3oBaTe/ibHbIe TEXHOJIOTUH
1 2 3 4
1 Beenenue Jlexknmsa Ne 1 BBogHas jgexuus ¢ UCoab30BaHUuEM

BHUJACOMATCPHUAIIOB




CamocTosiTenbHast KoncynbrupoBanue
pabora
Kareropun Jleknusa Ne 2 Jlekuusi-Bu3yanuzanus ¢ IpUMEHEHUEM

KJ1accu(hUKaTopoB U
HOPSZOK UX Pa3paboTKu U
BCACHUA

CIAMI-ITIPOEKTOpA

[IpakTnueckas padora Ne
1

3aHsATUS B KOMIIBIOTEPHOM KJIacce

CamocrosTenpHas KoncynpTupoBanue
paborta
Enunasg cucrema Jlekmug Ne 3 Jlekuusi-Bu3yanusanus ¢ IpUMEHEHUEM

KJIacCU(UKALIUU U

CIAMI-ITIPOEKTOpA

KOJUPOBaHUs [IpakTryeckas pabora Ne |3aHATHS B KOMIIBIOTEPHOM KJlacce
uHpOpMaU 2

CamocTosiTenbHas KoncynsTupoBanue

paborta
Mertoas! knaccuduranmu |Jlexaus Ne 4 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM

U KOOAUPOBAHUA

CIIaliI-lpOeKTOpa

uHpOpMaIU [IpaxTuueckas padora Ne |3aHATHS B KOMIIBIOTEPHOM Kilacce
3
CamocrosrenbHas KoncynpTupoBanue
paborta
Knaccudukaropsr Jlexums Ne 5 Jlexuusa-Bu3yanusanus ¢ IPUMEHEHUEM

nH(popManuu B 001acTH
JIeTIOTIPON3BOICTBA H
apXUBHOTO Jieja

CIIaliI-MpPOeKTOpa

[IpakTnueckast padbora Ne
4

3aHsATHS B KOMIIBIOTEPHOM KJIacce

CamocTrosTenbHas KoHncyneTupoBanue

pabora
Knaccudukaropsr Jlexuus Ne 6 Jlexuus-Buszyanusanus ¢ IpUMEHEHUEM
nH(popmanuuy, CIalA-TIPOEKTOpa
IIPUMEHSIEMBIE B ITpaktnueckas padoTa Ne |3aHATHS B KOMIBIOTEPHOM KJacce
aBTOMAaTU3UPOBAHHBIX 5
cucTemMax CamocrosrenbHas KoHncyneTupoBanue
JIOKYMEHTAIlMOHHOT'O paborta

o0ecreyeHns yrpaBJIeHUs

JTUCTAaHIIMOHHBIX
o0Opa3oBareNbHbIE TEXHOJIOTHU:

B nepuoa BPEMCHHOI'0O MPHUOCTAHOBJICHUA IMOCCHICHUA O6y‘IaIOH_II/IMI/ICH MMOMEIICHUI

— BUJCO-JICKIIUU,

TEXHOJIOTUN

- OHHafIH-JIeKHHH B PCKHUME pCaIbHOTO BPEMCHH,
— JJICKTPOHHBIC y‘lC6HI/IKI/I, y‘Ie6HBIC HOCO6I/I$I, HAY4YHBIC U3JaHHA B 3JICKTPOHHOM BHJC U JOCTYII

K MHBIM 3JIEKTPOHHBIM 00pa30oBaTelIbHbIM pecypcam;

— CUCTEMBI IJIA 3JICKTPOHHOT'O TCCTUPOBAHUS
— KOHCYJIbTalluU C UCITOJIb30BAHUEM TCIICKOMMYHHUKAIITMOHHBIX CPEACTB.

MOTyT  OBITh

HCIIOJIb30BaHbI

5. OueHka IVIAHMPYEMBbIX Pe3yJbTATOB 00y4YeHHs

)51

tepputopuu PI'TY st opranusanum yueOHOTO mpoliecca ¢ MPUMEHEHHEM AJIEKTPOHHOTO OOY4YeHUS U

00pa3oBaTeIbHBIX ClenyIoLue



5.1 CucreMa oneHUBAHUA

Texkymmii KOHTPOJIb OCYIIECTBIISICTCS B BHJIE OLIEHOK KOHTPOJBHBIX PadOT W 3aaHuil Ha
IPAKTUYECKUX 3aHATUAX. [IpOMEXyTOUHBI KOHTpPOJb 3HAaHUN HpoBOAUTCA B (opMe MTOroBOMH
KOHTPOJILHOM pa0OThl, BKJIIOYAIOIIEH TEOPETUYECKHE BOMPOCH M MPAKTUYECKOE 3a7aHue, |
ouenuBaercs 10 40 0ayuIoB.

B pesynprare Tekymero M IIPOMEKYTOYHOIO KOHTPOJIS 3HAHMM CTYIEHTBI I10Jy4arOT
COOTBETCTBYIOIIYIO OLICHKY 32 9K3aMEH.

dopma KOHTPOJIS Makc. KOTHIeCTBO 0aJIOB
3a onmHy paboTy Bcero

Texymuii KOHTPOJIb:

- BBITIOJTHCHHE 3aTaHUH Ha CEMUHApe 5 6aioB 40 6amtoB

- IOJrOTOBKA pedepara (Tembl 1-6) 20 6ayos 20 6ayioB
[TpomexxyToUYHAasK aTTEeCTaLus 40 6annoB 40 6annoB
(9K3aMeH)
HToro 3a qTucuuInHy 100 Gamos

IlosrydeHHBI COBOKYNHBIN PE3yJabTaT KOHBEPTUPYETCS B TPAJAMLMOHHYIO IIKATy OLEHOK U B
mKany ouneHok EBponeiickoii cuctemsl nepeHoca u HakorwieHus: kpeautoB (European Credit Transfer
System; nanee — ECTS) B cOOTBETCTBUM C TaOIUIICH:

100-6ammpHas mkana | TpagunmoHHas IIKaga Ixana ECTS
95-100 A

83 o4 OTJINYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 - 67 D

50 55 YIIOBIICTBOPUTEIHHO E

20-49 FX

0_19 HEYJIOBJICTBOPUTEIHHO HE 3a4TEHO =

5.2 Kpurepuu BbICTaBJIeHUS OLIEHKHU N0 JUCHMILIHHE

banasl/ Ounenka no Kpurtepun oneHkn pe3yibTaToB 00y4eHHUs 110

Hlkana AUCUUIINHE AUCHMIIAHE

ECTS

100-83/ COTITUIHOY/ BrictaBnsiercst o0y4aromemMycs, €ClIi OH TITyOOKO U

AB «3aUTEHO MIPOYHO YCBOWJI TEOPETUYECKUN U MPAKTUUECKUI
(oTnMuHO)»/ Marepuai, MOXET IPOAEMOHCTPUPOBATh ATO HA 3aHATHUAX
«3aUTEHO» U B X0J1€ MPOMEXYTOYHOM aTTeCTalllu.

OO0yuaromuiicsi HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
U3JaraeT yueOHbI MaTepuall, yMeeT YBI3bIBaTh TEOPHUIO C
MIPaKTUKOM, CIIpaBIIsIeTCs ¢ peICHUEM 3a/1a4
npogeccuoHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, PAaBUILHO OOOCHOBBIBAET MPUHSTHIE
pelIeHus.

CB00OIHO OpUEHTUPYETCS B y4eOHOI U
npodeccuOHaTLHON JINTEpaType.




Banaepy/
Ixana
ECTS

Onenka no
JTUCHUIINHE

Kpurepun oueHKH pe3yJibTaTOB 00y4eHHs 10
AMCHMILINHE

OreHka o JUCIUILTAHE BBICTABIISIOTCS 00yUJaIOMeMycs C
y4€TOM pe3yJIbTaTOB TEKYILIEH 1 MPOMEKYTOUHON
aTTeCTaIUU.

Komnereniuu, 3akperniéHHble 3a AUCIUTIIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/

«XOpOoII0Y/
«3a4TEHO
(xoporo)»/
«324TEHOY

BeicraBnsiercs oOyuaromemycs, €Cii OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUN MaTepHUall, IPaMOTHO U 110
CYLIECTBY M3JIaraeT €ro Ha 3aHATHSAX U B XOZC
IIPOMEKYTOUYHOM aTTECTAllUU, HE JIOIIYCKasl CYILIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIO’KEHHUS IIPY PEIICHNUN IPAKTUYECKUX 3a1a4
npoeCCHOHATTFHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaJIeeT HEOOXOJUMBIMHU U1 TOI'0 HaBBIKAMU
U IpUEMaAMH.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npoeCCHOHATTLHOMN JINTEPATYPE.

OneHka 1o JUCHHUIUIMHE BBICTABIISAIOTCS 00yYaromeMycs ¢
y4€TOM PE3YJIBTATOB TEKYIEH U IPOMEKYTOUHON
aTTEeCTaLlUN.

Komniereniuu, 3aKkpeniénnple 3a JTUCUUILITMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOILUIIY.

67-50/
D,E

«YIOBIIETBOPH-
TEIBHOY/
«3a4TEHO
(ynoBnerBopu-
TETBHO)»/
«3a4TEHO»

BericTaBisiercsa 0o0y4aromemMycsi, €CiIi OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUI MaTepuall,
JIOITyCKAeT OTAEIbHBIE OMMOKH MPH €r0 U3JI0KECHUHU Ha
3aHATHSX U B XOJI€ IPOMEKYTOUYHOU aTTECTALINH.
OOyyaromuiics CIBITHIBAET ONPEICIEHHbIE 3aTPYAHEHUS
B IPUMEHEHUH TEOPETUUECKUX TOJIOKEHUH TPU PELICHUU
MIPAKTUYECKHX 3a/1a4 PO(PEeCCHOHAIBHON HAPaBIEHHOCTH
CTaH/IapTHOI'O YPOBHS CJIOKHOCTH, BJIAZIEET
HE0OXOIMMBIMHU ISl 3TOT0 0Aa30BBIMHM HAaBbIKAMU U
IIPUEMAMH.

JleMOoHCTpUpYyeT JOCTaTOYHBIM YpOBEHb 3HAHUS yUeOHOH
JIUTEPATYpPHI 110 TUCLHUIIIVHE.

OneHka o JUCLUIUIMHE BBICTABIISIOTCS 00Y4arOIEMyCs C
y4€TOM PE3YJIBTATOB TEKYIIEH U IPOMEKYTOUHON
aTTECTALlUN.

Komnerenuu, 3akpeni€HHble 3a AMCUUTIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F,FX

«HCYHOOBJICTBOPUTC

JIBHOY/
HE 3a4TEeHO

BrictaBnsiercs oOyyaromemMycs, €ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUECKHUIN M MPAKTHICCKUIH
MaTepHal, JoMycKkaeT rpyoble OIIMOKU TP ero
W3JI0’KEHUH Ha 3aHATHUSIX U B XOJ€ MPOMEKYTOUHOMN
aTTeCTallUN.

OOyyaromuiics UCIIBITHIBAET CEPhE3HBIE 3aTPYIHEHUS B
MIPUMEHEHUH TEOPETUUECKUX TOJI0KEHUH NPU PELIEHUH
MPaKTUYECKHX 3a7a4 MpodeccnoHanbHOM HalpaBIEeHHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, HE BJIa/I€ET
HE0OXOIMMBIMHU ISl 5TOTO HaBbIKAMU U IpUEMaMHU.




banasl/ Ouenka nmo Kpurepun oueHKH pe3yJibTaTOB 00y4eHHs 10
Hlkana AUCIHHUIJIMHE AMCHMILINHE
ECTS

JleMoHCTpHpYET (pparMeHTapHbIC 3HAHUS YIeOHOH
JUTEPATYPHI IO AUCIHIUIAHE.

OueHka 110 JUCHUILIMHE BBICTABIIIOTCS 00yJaromeMycs ¢
y4ETOM Pe3yJIbTaTOB TEKYIIEH U MPOMEXYTOUHON
aTTeCTAIlHH.

KommeTenum Ha ypoBHE «10CTaTOYHBIIY, 3aKpETIIEHHBIC
3a AMCUUIUINHON, HE C(OPMHUPOBAHBI.

5.3 OueHouHbIe cpeacTBa (MATEPHAJIBI) ISl TEKYIIEr0 KOHTPOJIS yCIeBAeMOCTH,
MPOMEKYTOYHOM aTTeCTAUMU O0YYAOIIMXCS 1O IUCHUILINHE (MOYJII0)

IIpumepHbie TeMbl pedepaToB Mo pasaeaam JUCHMIIIMHBI:
1. Awnanu3 HOPMATHBHO-TIPAaBOBOM 0a3bl, perIaMEHTUPYIOIIEH MPUMEHEHUE KIACCU(PUKATOPOB
nHpopMaIuu.
2. IIpoGmembl M mepCIEeKTUBHI pa3pabOTKU W BeneHUs EQuMHON cucTeMbl KiIacCH(pHUKAIMA U
koaupoBaHus uHpopmaruu Poccuiickoit deaepanmm.
3. MUcropus passutus Enunoii cucremsl kiaccuuranuu U KogupoBanus nHpopmanmu Poccuiickoit
®Oenepanuu.
4. Hcropudeckue acreKThl MPUMEHEHHs Kilaccu(hUKaTopoB HH(GOPMAIMH U TOKYMEHTALINH.
5. Ananuz OOGmiepoccuiickoro kiaccupukaTropa yrnpaBieHUECKON TOKYMEHTAIIUH.
6. Anamus Exmnoro knaccuukatropa JOKYMEHTHOW mHGpopMmanuu apxuBHOro (onnma Poccuiickoit
®Oenepanuu.
7. Knaccudukaropsr nHpOpMaLNH, HCIIOIB3YEMbIE B CUCTEMaX JIEKTPOHHOTO JOKYMEHTO000POTa.
8. Ponp knaccudukanuu 1 KoOAUpOBaHUS UH(OPMALIUU B MPOLIECCE aBTOMATU3AIMU YIIPABICHUYECKON
NEATEIbHOCTH.
9. PazpaboTka u BeneHHE KIacCHU(PUKATOPOB-CIPABOUHUKOB aBTOMATH3UPOBAHHOM CHCTEMBI
JOKYMEHTAI[MOHHOTO 00EeCTIeueHus yIpaBiIeHHsI OpraHu3aluu.
10. TIpumeHeHHE MTPUX-KOAOB B MHGOPMAITMOHHO-TOKYMEHTAIIMOHHOM 00€CTIEYeHUH YIIPABICHUSI.
11. TexHonorus WTPUX-KOAUPOBAHUS KAK AJIEMEHT ONTUMHU3AUU OU3HEC-TIPOIIECCOB.
12. TIpoGnembl U MepCHEKTUBLI MPUMEHEHHS TEXHOIOTUI KOAUPOBaHUs HH(POpMALIUH.
13. IIpakTryeckue aceKThl MPUMEHEHUS KIACCH(PUKATOPOB HH(POPMAITUH U JOKYMEHTAIIHH.

KOHTpOJIbHLIe BOIIPOCHI U 3aJaHUs AJIsA l'[pOMe)KyTO‘IHOﬁ aTTeCTallui 110 UTOraM OCBOCHHUHA
AUCHHUIIJIMHbI

1. OcHOBHBbIE TEPMHHBI U ONPEIEICHUS, TPUMEHIEMbIE B 00JIaCTH Ki1accu(UKaU U KOAUPOBAHUS

uHpopMalnu.

Henu u 3anaun kiiaccupukanuyu nHGOPMaLUU U TOKYMEHTALIUH.

Cuctema BesieHus obmepoccuiickux kiaccuduxaropos TOCHU.

4. Craryc, BBl U KaTeropuu kiaccudukatopo. Odiepoccuiickue, orpacieBble (BEJOMCTBEHHBIE)

U KJ1acCU(pUKATOPHI IPENPUATUH (OpraHu3aIuil).

[IpuHIMIBI TOCTPOEHUS KIacCU(PUKATOPOB UHPOPMAIIUH.

Ortansl pa3paboTKH KiaaccupukaTopa.

7. Bueapenue knaccuduxartopa. Benenue (moanep:kaHue B aKTyaJbHOM COCTOSHUM M BHECEHHE
W3MEHEHUN ) KIacCu(PUKATOPOB.

8. Ueunsp, 3amaun u coctaB Equnoit cuctemsl knaccudukanmu 1 koaupoanus nHGpopmanuu (ECKK).

9. OcHoBHble »3neMeHTHl EnuHONW cucTeMbl KilacCU(DUKAUMU M KOJUPOBAHUS HHGPOPMALUU
Poccuiickoit @enepanuu.
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10. 3nauyenne ECKK mist neneii rocyjapCTBEHHOM CTaTUCTUKY M S3KOHOMUKH B 11e510M. OCHOBHBIE IIeTTH
u 3agayu ECKK.

11. Ob6ecneuenue coznanus u pazsutisi ECKK Ha rocymzapctBennoM ypoBHe. [lopsnok pazpaboTku u
BeJICHHE O0ILEPOCCUNCKUX KIIACCU(PUKATOPOB.

12. Obmepoccuiickue Kiaaccu(UKATOPbl TEXHUKO-SKOHOMHUYECKOH M COIMAIbHONH HWH(POpPMALUU:
00J1acTh NMPUMEHEHUs, CTPYKTYpa, COCTaB MH(POPMALUU, OpraH, 00ecleunBaolMil pa3paboTKy,
BBEJICHUE U IPHUMEHEHHE.

13. Cucrema koaupoBaHus HH(GOpMaILUK, IpUMEHsIeMas B KIacCU(PUKATOPAX.

14. Mertoab! pa3aenbHON uaeHTH(GUKAIUU 1 Kiaccuukanuy nH(popMaun B KiaccuukaTropax.

15. ITpumenenue knaccudukraropoB napopmanuu B CIO/I.

6. YueOHo-MeTOaMYecKOe H HHPOPMALIMOHHOE 00ecedeHne TUCIUIITHHBI

6.1 CnHcOK HCTOYHHMKOB U JIUTEPATYPbI
HUcrounukmu:

@Oenepanbublii 3ak0H oT 27.12.2002 No 184-03 (mocnemusisi pemakiusi) "O TEeXHUYECKOM
perynupoBanuu") (B 4aCTH, Kacarolencs KiacCupuKauuu HHPOPMAIUN U JOKYMEHTAIUH ).

®enepanbHbiii 3aK0H 0T 29.06.2015 Ne 162-D3 "O crangaptuzanuu B Poccuiickoit @enepanuu'.

Pacnopsixkenune IlpaButrensctBa Poccuiickoit ®enmepaunu ot 10.05.2014 Ne 793-p [O6
yTBepkaeHIH KOHIENIMY METOAONIOTHN CHUCTEMATHU3allMd U KOJIUPOBAaHHUS HH(POPMAILMHU, a TaKXKe
COBEpIICHCTBOBAHUSA U  aKTyalu3allMd  OOIIEPOCCHUHCKUX  KIAacCCH(PUKATOPOB, PpEECTpOB U
MH()OPMAIIMOHHBIX PECYPCOB].

[Ipukaz Munduna Poccun ot 20.09.2011 Ne 335 «O6 obOpazoBanun MexBEeTOMCTBEHHON
paboueii Tpymmel MO pa3pabOTKE W MPUMEHEHHWIO EIHHBIX pEeCTpOB M OOMIEPOCCUHCKUX
knaccudukaropony // https://www.minfin.ru/common/img/uploaded/library/2011/09/DOC231.PDF.

[MTuceMo Munduna Poccunm ot 01.10.2012 Ne 01-02-01/21-2449 «O mnpoekre Iu1aHa
MEPOMPHUATHA 10 (OPMHUPOBAHUIO METOAOJOTHHM CHCTEMAaTU3allMd U KOIWPOBaHHS HMHPOpMAIUH, a
TAaK)K€ COBEPIIECHCTBOBAHUIO M aKTyalIM3allMM OOLIEPOCCUMCKUX KIACCU(PUKATOPOB, PEECTPOB U
uHpopMaoHHBIX pecypcoBy // https://www.minfin.ru/ru/perfomance/ebudget/com/class/

[Inan meponpustuii nMo (GOPMHUPOBAHUIO METOAOJOTMH CUCTEMATHU3allMM M KOAUPOBAHUS
uHpOpMalNHY, a TAK)KE COBEPLICHCTBOBAHUIO M aKTyallM3allMM OOLIEPOCCUICKUX KIacCU(PUKATOPOB,
BKJIFOYAsi TIOJrOTOBKY HEOOXOJMMBIX 3aKOHOJATEIBHBIX M WHBIX HOPMATHUBHBIX IPABOBBIX AaKTOB
(Plan_(23.08.2012).pdf) 1l
https://www.minfin.ru/common/img/uploaded/library/2012/08/Plan_%2823.08.2012%29.pdf

OK 011-93. OGmepoccuiickuii Ki1accupuKaTop YyIpaBIeHUYECKOM JOKyMeHTaruu (yTB.
[TocTanosnenuem I'occtangapra Poccun ot 30.12.1993 Ne 299).

ITP 50.1.024-2005. OcHOBHBIE TOJIOKEHHUSI U TOPSAIOK MPOBEACHUS pabOT Mo pa3padoTke,
BEJICHUIO M TIPUMEHEHHIO 00IIepoccuiickux kiaccudukaropoB (¢ M3menenusmu Ne 1, 2) (yTB. M
BBEJICHbI B JieiicTBUe mnpukazoM @DenepanibHOTO areHTCTBAa IO TEXHUYECKOMY PErylHpOBaHUIO U
metpororun ot 14 gexabps 2005 r. Ne 311-cr).

Jlureparypa:
OCHOBHAas

VropaBneHne JOKyMEHTaMd B LHU(POBOM SKOHOMHKE: OpraHH3alus, perjiaMeHTaIus,
peamu3zanus. / [At. M.B. Jlapun, H.I'. CypoBuesa, E.B. Tepentsena, B.®. fuxosas]; [Tox pen. M.B.
Jlapuna. M.: PITY, 2021. 272 c. https://www.rsuh.ru/upload/main/fdta/monograph.pdf

Enunplii  xnaccupukaTop AOKyMEHTHOW wuH(opManun ApxuBHoro ¢onaa Poccuiickoii
denepanun [dnekTponnsiii pecypc]. - 2007. - 1 anexrposn. ont. auck (CD-ROM). - 3arn. ¢ ¢yt —
150.00.


https://www.minfin.ru/ru/perfomance/ebudget/com/class/
https://www.minfin.ru/common/img/uploaded/library/2012/08/Plan_%2823.08.2012%29.pdf

Jlapun M. B. MudopmanimonHoe obecrieueHue yrpasieHus: yueoHoe mocooue / M. B. Jlapun;
[M-Bo o6pa3zoBanus u Hayku Poc. deneparuu, enep. roc. 610KeTHOE 00pa30BaT. YUPEKISHNUE BBICIIL.
obpazoBanus "Poc. roc. rymanutapusiid yu-1"]. - Mocksa: PITY, 2018. — 278 c.

CriennanucTbl apXUBHBIX yupexaeHuit o Ennnom knaccudukarope J0KyMEHTHOM nH(OpManuu
ApxusHoro ¢onna Poccuiickoit ®eneparnu / Xumuna Huna WBanosna; [H. Y. Xumuna u np.]//
OreuectBennbie apxmBel. - 2008, - Ne 2. - C. 16-20. - Pexum pgocrymna:
http://lwww.ebiblioteka.ru/sources/article.jsp?id=14807969.

CrpaBOUYHO-TIOUCKOBBIE CPEICTBA K AapXUBHBIM JOKyMeHTaMm: Enunblli KiaccuduxaTop
noKyMeHTHOW uHpopmarun ApxuBHoro ¢onna Poccuiickoit @enepanun / E. B. Anekceesa ; E. B.
Anekceesa // JlemonpousBoactro. - 2009. - Ne 1. - C. 97-105. - bubnuorp. B mpumeH.

Edpemenkoa B. M. Knaccudukanmsa m  kiaccuduxaropsl B 0o0JacTé  HAydHO-
texundyeckor nadopmaruu / B. M. Edpemenkoa // Hayuno-texuudeckas uHpopmarmsa. Cep. 1,
Opranu3zaiys u MeToarKa HHpopMamoHHoi padotsl. - 2007. - Ne 11. - C. 19-25.

3aitnieBa E. M. Anucumosa B. I1. DnekTpoHHBIE BepcruU KIacCU(UKAITMOHHBIX CHUCTEM: UCTOPHSI
CO3JIaHMsI, TEKYIIee COCTOSHHE M TEXHOJOTHYecKue ocobeHHocTH // HaydHble M TeXHUYECKHE
oubmmoreku. - 2015. - Ne 1. - C. 29-34.

JOIIOJIHUTCIIbHAA:

KoctomapoB Muxaun HukonaeBuy. Kraccudukamus i KOAHUpOBAaHHE JAOKYMEHTOB H
IOKyMeHTHOM nHbopmanuu: (kiaccudukamnus nokymentos) // Cekperapckoe meno. - 2003. - N10.-C.
35-38.

KoctomapoB Muxaun Hukomaesuu. OOmepoccuiickue kiaccuukaTopsl HHOOPMAIIHA O
MIPOYKIIMH, BUJIAX SKOHOMUYECKOM JIeATENbHOCTH, paboTax u yciyrax // lenonpousBozactso. - 2003. -
Ne 1.-C. 58-63.

KynbkoBa I'. B.OnekTpoHHbIe OMOINOTEKH KOPIIOPATUBHBIX HH(GOPMAIIMOHHBIX CUCTEM : 0030D
/ T. B. KynbkoBa, B. H. benoo3zepos, B. M. Ebpemenkosa ; I'. B. Kynskosa, B. H. benoosepos, B. M.
EdpemenkoBa// Hayuno-texuuueckass wuHbpopmanus. Cep. 1, Opranumzanus u  MeETOJUKA
nHpopMamoHHO# padoTsl. - 2006. - Ne 9. - C. 23-29.

Cykuacsn D. P. KnaccudukanuoHHas cucremMa apXMBHOTO HazHaudeHus. OOmIue 4epTsl U
CYLIECTBEHHbIE OTJIMUUsA 0T Oubanoreuynsix cucteM / J. P. CykuacsH ; O. P. Cykuacsan// Hayunsie u
texHuueckue o6ndmmoreku. - 2010. - Ne 6. - C. 70-77.

Tacun H. A. Enunblii knnaccudukarop 1okyMeHTHON nH@opmanu ApxusHoro gonuja P® u ero
poib B (hOpMHUPOBAHHM €IUHOTO apXHUBHOTO MHGopMalmoHHoro mpoctpanctsa / H. A. Tacui; H. A.
Tacui / ApxuBOBeIeHUE U NCTOYHUKOBEICHHE OTeueCTBEHHON uctopuu. [Ipobiemsl B3aumoaeicTBus
Ha COBpeMEeHHOM JTare. - Mocksa : [0. u.], 2009. - C. 116-122.

6.2 IlepeyeHnn pecypcoB HH(P)OPMALMOHHO-TEIeKOMMYHUKAIMOHHOM ceTH «UHTepHeT».

1. Bcepoccuiickuii Hay4yHO-HUCCIIEI0BATENbCKUM MHCTUTYT JOKYMEHTOBEIEHUS M apXUBHOTO
nena (BHUMJAJ) [Onextponnsiit pecypc] /BHUUJAI - DnextpoH, aaH.- M., Pexum nocryna:
www.vniidad.ru, ceo6oaHbIi. — 3ari. ¢ aKpaHa.

2. Poccrannapt. [DnexTponHbIil pecypc| Pexxum nocryma: http://www.gost.ru, cBoO0JHBII.

Harnwonansnas saekrponnas oudmuorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas snexrponnas 6udianoreka www.elibrary.ru
Onekrponnas oudarorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR



6.3 IIpodeccuonanbHbie 6a3bl JAHHBIX U HHGOPMAIMOHHO-CIIPABOYHBIE CHCTEMbI
Hoctyn k npodeccuoHanbHbIM 6a3aM naHHBIX: https:/liber.rsuh.ru/ru/bases

NudopmannoHHbIe CTIPABOYHBIE CHCTEMBI:
KoncynbranT [1mroc
I'apant

7. MarepuajibHO-TeXHHYECKOE oDecriedeHne TUCHUIIHHBI (MOTYJIs)

Jusa  obecrnieueHuss  JUCHUIUIMHBI — HUCIHOJB3YeTCsl  MaTepualibHO-TEXHHMYEecKas  0aza
00pa30BaTENBLHOTO YUPESKICHUS: yICOHBIE ayIUTOPUH, OCHAIIIEHHBIE KOMITBIOTEPOM U IIPOSKTOPOM JIJIsI
JI€MOHCTpPALIMK Y4eOHBIX MaTEPHAIIOB.

CocraB MporpaMmMHOIo oOecrieueHus:
1. Windows

2. Microsoft Office

3. Adobe Creative Cloud

4. Kaspersky Endpoint Security

HpO(beCCI/IOHaJIBHBIG [IOJIHOTEKCTOBLIE 0a3bl JaHHBIX:
HanumonaneHast anextponHas 6ubnuorexa (HO5) www.rusneb.ru
ELibrary.ru Hayunast snextponnas 6ubamoreka Www.elibrary.ru
Onekrponnas oudiauoreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

ONoGa~WNE

WHpopmanoHHbIe CIIPABOYHBIE CUCTEMBI:
Koncynsrant Ilnroc
I'apanr.

8. O0ecneuyeHnune 00pa3oBaTeIbLHOIO NMpoIecca I1JIf JUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTSIMH
30POBbSI H HHBAJTH/I0B

B xone peanu3anuu JUCIUTUTHHBI HCTIOIB3YIOTCS CIISTYIONINE TOTIOTHUTEIBHBIC

METOJIbI 00YUEeHHUSI, TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOYHON aTTeCTallUui 00yJaIOIUXCs
B 3aBUCHMOCTH OT MX WHIUBUIYAIbHBIX OCOOCHHOCTEH:

e I CHENBIX U CIIA00BUISIINX:

- TeKIUU 0OPMIISIIOTCS B BUJE AJIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C MOMOIIBIO KOMIBIOTEpa
CO CHEIUATM3UPOBAHHBIM ITPOTPAMMHBIM 00€CIICUCHHEM;

- MICHbMEHHBIE 3aJ[aHMs] BBIMOIHIIOTCS Ha KOMIBIOTEPE CO CHEIHATU3UPOBAHHBIM MPOTPAMMHBIM
obecrnieueHrneM, WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieuynBaeTCs MHIMBUyaTbHOE paBHOMEpHOE ocBetleHue He menee 300 mokc;

- JUTA BBITIOJTHCHHS 33J]aHUs TTPH HEOOXOIUMOCTH TIPEOCTABIISACTCS YBEIIMIUBAIOIIEE YCTPOMCTBO;
BO3MOXXHO TaKXe MCIIOJIb30BaHHE COOCTBEHHBIX YBEIMYMBAIOIINX YCTPOUCTB;

- MACbMEHHBIC 3a/TaHUsT OPOPMIISIFOTCS YBEITHUCHHBIM MPHPTOM;

- 9K3aMeH M 3a4€T MPOBOJATCS B yCTHOW (pOpMe WM BBHIMOJHSIOTCS B MUChMEHHOW (opme Ha
KOMITBIOTEPE.



® JUIS TIYXHX M CIa0O0CTBIIIANINX:

- JeKuMM OQOpPMISAIOTCS B BHMJE OJEKTPOHHOIO JOKYMEHTa, JIMOO MPEeAoCTaBIsAeTCA
3BYKOYCHJIMBAIOLAs almapaTypa MHAWBHUYaJIbHOTO M10JIb30BaHUS;

- IMCbMEHHBIE 3aJJaHHs BBIIIOJIHAIOTCS Ha KOMIIBIOTEPE B MUCbMEHHOMN (opMe;

- 9K3aMEH M 3au4€T MPOBOJAATCS B MHCbMEHHON (OpME Ha KOMITBIOTEpPE; BO3MOXKHO IPOBEJICHHE B
(dbopme TecTUpOBaHUS.

e JUIsl JIUI| C HAPYLUIEHUSIMH OIIOPHO-/IBUTaTEJILHOTO aliapara:

- JIeKIUU 0(OPMIIIOTCS B BUIE SJICKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C MOMOIIbIO KOMITBIOTEPA
CO CIELUAIN3UPOBAHHBIM IIPOrPAMMHBIM 00ECIIEYEHHEM;

- MMCbMEHHBIE 3aJJaHMsl BBIIOJIHSIOTCS Ha KOMIBIOTEPE CO CHELMAIU3UPOBAHHBIM IIPOrPaMMHBIM
o0ecIieueHueM;

- 9K3aMeH M 3au4é€T MPOBOAATCA B YCTHOW (hOpME WIIHM BBIIOJIHSIOTCS B NMUCBMEHHOH (opme Ha
KOMIIbIOTEPE.

[Tpy HEOOXOIUMOCTH MPEeyCMaTPUBACTCS YBEIMUEHUE BPEMEHH /IS TIOATOTOBKU OTBETA.

[Tponienypa npoBefeHUs MPOMEKYTOUHON aTTecTally JUIsl 0Oy4YaroluXcs yCTaHABIMBACTCS C
Y4€TOM MX MHIUBHIYaTbHBIX NCUXO(U3NIECKHX 0coOeHHOCTeH. [IpoMekyTouHas arrecTamust MOXKeT
IIPOBOAMTHCS B HECKOJIBKO 3TAIIOB.

[lpy mpoBeneHUHM TMPOLEAYPHl OICHUBAHUS PE3YIBTAaTOB OOYYEHHUS IIpeayCMaTpUBACTCS
UCIOJIb30BaHNE TEXHUYECKHUX CPE/ICTB, HEOOXOJUMBIX B CBS3M C MHAMBUAYaJIbHBIMU OCOOEHHOCTAMU
o0ydaronuxcsi. OTH CPEeCTBA MOTYT OBITH IIPEOCTABICHBI YHUBEPCUTETOM, MIIH MOTYT HCITOJIB30BAThHCS
COOCTBEHHbIE TEXHUUYECKUE CPEJCTBA.

[IpoBenenue npoueaypbl OLEHUBAHUS PE3YNbTATOB OOYYEHMsI JOIMYCKAETCsl ¢ MCIIOJIb30BAHUEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOIHH.

ObecneunBaercs A0CTYn K HHGOPMAIMOHHBIM U OuOmmorpaduyeckuM pecypcaMm B CETH
WuTepHer [uist Kaxxoro odyuaromierocs B popMax, aJaiTUPOBAHHBIX K OTPAHUYEHUSM UX 3/10pPOBbS U
BOCTIPHUSATHS HHPOPMALIUH:

® IS CIENbIX U CIA00BUASIIMX:

- B Ie4aTHO! (opMe yBEJIIMUEHHBIM HIPUPTOM;
- B (hpopme 3EKTPOHHOTO IOKYMEHTA;

- B (hopMme ayanodaiina.

e Ui INIYXUX M cIa0OCbIIIAIINX:

- B leyatHou opme;

- B (hopMe 3JEKTPOHHOTO JJOKYMEHTA.

e It 00yYaroIMMXCs C HAPYUIEHUSIMHU OITOPHO-/IBUTaTeNIbHOTO arnmapara:
- B leyatHou opme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;

- B popme ayanodaiina.

VY4yeOHble ayTUTOPUM A BCEX BHUJOB KOHTAKTHOM M CaMOCTOATENBbHOM pPabOThI, HaydHas
O61OIMOTEeKa U MHbIE TOMEUIEHMS 1711 00Y4YEeHHU s OCHAIIEHBI CIIEIIMaIbHBIM 000y 10BaHUEM U YUEOHBIMU
MECTaMH C TEXHUYECKUMHU CPeACTBaMHU 00YUYEHUS:

® JUIS CIIEIBIX U CIIA00BUIAIINX

- YCTpoOMCTBOM i ckaHupoBaHus 1 uyTeHus ¢ kamepoid SARA CE;

- nuctieeM bpaitst PAC Mate 20;

- npuHTepoM bpaiing EmBraille ViewPlus;

® JUIS TIYXMX M CIa00CTBIIIAIIMX:
- aBTOMaTU3MPOBAaHHBIM pabounuM MECTOM JJIS JIFOJIei ¢ HapyIIEHUEM CIlyXa M CI1a00CbIIIAIINX;
- aKyCTHYECKHI YCHIIUTENb U KOJIOHKH;
e I 00yYaroUUXCs C HApYIIEHUSIMH OMIOPHO-/IBUTaTEIbHOTO arlapara:
- IEPEIBUKHBIMU, PETYJINPYEMBIMH dproHoMHuecKkuMu napramu CHU-1;
- KOMITBIOTEPHOM TEXHUKOW CO clielnaibHbIM IPOrPaMMHBIM 00€CIIE€YEHHEM.



9. Mertoanuyeckue MaTepUAaJbI
9.1 IlnaHbl NPAKTUYECKUX 3aHATUH

Tema 2. KaTteropuu kjiaccuukaTopoB U NOPSIIOK UX Pa3padOTKU M BeJIeHUS
Tema mpaktudeckoir pabotel: M3ydeHue mopsaka pa3pabOTKH W BEACHUS KIACCH(PUKATOPOB
nH(pOpMaLIUU U TOKYMEHTalUN

Bonpocs! it uzydenus:

OcHoBHBIE 3Talbl Ipoliecca pa3paboTKu Kiaccudukaropa.

OcoOeHHOCTH BHEIPEHUE KITACCU(PUKATOPOB PA3ITUYHBIX KATETOPHA.

Benenue knaccupukaTopos.

OTBETCTBEHHBIE 32 MMOJICPKAHNE B AKTYaJIbHOM COCTOSIHUM M BHECEHHE U3MEHEHUH B
Kkiaccuukaropsl HHPOpMAIUH.

Tema 3. Ennnasi cucreMa kjiaccuguKanuy U KOAMPOBaHUs HH(popMannu

Tema mpakTudeckoit padoter: O0mepoccuiickue KiaccuGuKaTopbl TEXHUKO-IKOHOMUYECKOU H
colagbHOU nHGOpMaIuu

KoHTpoJIbHBIE BOIIPOCHL:

Ob6mepoccuiickue KiacCUPUKATOPhl TEXHUKO-IKOHOMUYECKOW U COIMAIbHON HH(OpManuu:
0o0JacTb TPHMEHEHUs, CTPYKTypa, COCTaB WHQPOpPMAIUU, OpraH, OOECIeYMBAIONINI pa3paboTKy,
BBEJICHUE U IPUMEHEHHE.

Tema 4. MeToabl Kjaccu(puKanuu U KOAUPOBaHUs HHpopMannu

Tema npakTudeckoil paboTel: M3ydeHne MeTo10B KIIaCCH(PUKAIMN U KOJUPOBAHUS
nHpopmaruu

KoHTpoJIbHBIE BOIIPOCHL:

OcHOBHBIE METOJbl KJIacCU(UKALMM: Hepapxuyeckas, (aceTHas M MX KOMOMHaus.
[TocnenoBarenbHOE U apaiieIbHOE KOAUPOBAHUE IPYNIUPOBOK. Y POBHU Ki1acCU(UKAIIIH.

Cucrema koupoBaHus HH(pOpMALMY, TpUMEHsieMas B KiaccupukaTopax. Jnmuna koga. Paspsin
koga. CTpykTypa kona. Andasut Koja.

Merton pa3nenbHOI HASHTU(UKALUKY U KIacCU(PUKALIUH.

Tema 5. Knaccudukaropb! nHGopManuu B 00/1aCTH 1e10IPOU3BOACTBA H APXMBHOIO jieJia

Tema mpakThueckod paboTel: AHanmu3 KiIaccuPuKaropoB HHPOpMaUM B  OOJACTH
JEJIONPOU3BO/ICTBA U aPXUBHOIO JIej1a

KoHTpoJIbHBIE BOITPOCHL:

OObmepoccuiickuil  Ki1accuuKaTop yIpaBleHUECKOM JOKyMEHTaluu (CTpyKTypa, 00jacTb
MIPUMEHEHHUs], COCTaB HH(OPMaLH, CTPYKTYpa KoJia, HOPAAOK UCIIOIb30BaHUS, Pa3pabOTKH U BEJCHHUS).

Enunelii  xnaccupukaTop AOKyMEeHTHOW wuH(popmanun ApxuBHoro ¢onga Poccuiickoit
@Oenepaunu (CTpyKTypa, 00JaCTh NPUMEHEHHS, COCTaB HH(OpPMAlUM, CTPYKTypa KoJa, MOPSIOK
UCIOJIb30BaHUs, pa3pabOTKU U BEJICHUS).

Tema 6. Kuaaccuduxaropbl HHPOpMANWH, NPUMeHsieMble B aBTOMATH3MPOBAHHBIX
CHCTEMAaX JIOKYMEHTALMOHHOI0 o0ecneYeHusl yIpaBJIeHUs

Tema mpakTruyeckoit paboTsl: Pa3paboTka Ki1accu(pukaTopoB I CUCTEMBI IOKYMEHTAIlHOHHOTO
o0ecrniedeHus yrnpaBieHHs] OpraHu3alnu

CocraB kiaccu(uKaTopoB-CIPAaBOUHUKOB, UCIOIb3YEMbIX B aBTOMAaTH3UPOBAHHBIX CHCTEMaX.
[enb ux npuMeHeHusi, 0cOOEHHOCTU pa3pabOTKH, MOPSIIOK YTBEPKICHUS U BEICHUSI.

Knaccuukaropsl CTpYKTYpHBIX MOJpa3/ieieHul, JAOJKHOCTHBIX JIHI, BHUJOB JOKYMEHTOB,
MIOPYYEHUH U JIp.



9.2 MertoanyecKue peKOMeH/IAMH 0 MOAT0TOBKe MUCbMEHHBIX padoT

Bun camocrosiTensHO#M paboThI: MOATOTOBKA pedepara.

[TonroroBka pedepara NO3BOISIET 3aKPENHUTh TEOPETHYCCKUE 3HAHUSA TI0 JUCHUILIUHE,
npUOOpPEeCTH HABBIKM CAMOCTOSITEIBHOTO YIIyOJIEHHOTO M3Yy4YeHHs OJHOTO U3 pasnesoB Kypca. Ilpum
MOJITOTOBKE pedepaTa CTYACHTHI MOJNYy4YarOT HAaBBIKM W YMEHHE pabdoTaTh C WCTOYHUKAMHU U
JUTEPaTypOi, aHATM3UPOBaTh (HAaKThl W JaHHBIC CIIEHUAIBHOW JUTEPATyphl, H3JIaraTh MPOYUTAHHOE
COBPEMEHHBIM IPOPECCUOHATIBHBIM SI3BIKOM.

Pedepar momkeH ObITh OQOpMIIEH B COOTBETCTBHH C TPEOOBAHUSMH, MPEABSBISIEMBIMU K
MOJITOTOBKE U 0(h)OPMIICHHIO HAYYHBIX padoOT.

Pedepar Brimrouaert:

- TUTYJIbHBIH JIUCT;

- OTJIaBJICHHE;

- BBEJICHHC;

- OCHOBHYIO 4acTh (TeMaTHYECKHE pa3/iebl);

- 3aKIIIOYCHHE;

- CIIUCOK MCTIOJIb30BaHHBIX HCTOYHHUKOB U JINTEPATYPHI.

O6bem pedepara - 15-20 ctpanur Tekcta (mpu Habope uepe3 1,5 nHTEpBaiia U pa3mepe mpudTa
13-14). Pedepar numercst Ha OIHOM CTOPOHE CTaHIApTHOTO JucTa Oymaru ¢popmara A4 (210x197mm).

Crpanunsl pedepara HyMepyroTcs: apabCcKuMu udpamMu Ha BEpXHEM I0JIC JINCTA, 0€3 KaBbIUCK,
ne(uCcoB M IPYrUX 3HAKOB NMPENUHAHKS. TUTYIBHBIN JUCT U OTJIaBJICHHE HE HYMEPYIOT, HO BKIIIOYAIOT
B 001mMii 00beM pedepara.

Hayuno-cripaBo4HbIil ammapar pedepaTa BKIIOYAST CIHUCOK HCTOYHUKOB M JIUTEPATYPHl U
MOJICTPOYHBIC CHOCKH. [10/ICTpOYHBIE CHOCKH MCIOJIB3YIOTCSI BO BCEX CIIydYasiX IIMTUPOBAHUS B TEKCTE
pedepara nMpaBOBBIX aKTOB, JOKYMEHTOB, ITPOM3BEJICHUN aBTOPOB MOHOTrpaduii, craTeil, y4eOHUKOB,
y4eOHBIX TTOCOOUH, a TaKKe MPH MUTUPOBAHUU CTAHIAPTHBIX ONPEACICHUI TEPMUHOB U TOHATHIA. Bee
npuBoauMbie B pedepare ¢axThl, mUQPHI, NaThl, KOHKPETHHIC IaHHBIE TaKXe JOJDKHBI OBITh
MOJITBEPKICHBI IOJICTPOYHBIMU CHOCKAMH.

CHOCKM HyMEpYIOT B Ipeienax OAHON CTPaHUIIBI apaOCKUMHU ITU(PpPaMH, TEKCT CHOCKH
pasMelaroT Mo MocieHel CTPOKOM TeKcTa.



