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1. TIosicHUTeIbHAA 3aMHUCKA

1.1 Ileap m 3aga9u TUCHHUILINHDBI

Lenp IUCHUIUIMHBI — OOECIEeYUTh HEOOXOIMMBIH M JIOCTATOYHBIH YpPOBEHb TEOPETHUECKUX
3HaHUI ¥ HaBBIKOB UX NMPHUMEHEHUs B PEIICHUU MPAKTHUUYECKUX 3a]a4 KiacCU(pUKalUU HH(POPMALMU U
JOKYMEHTAIUH.

3amayy TUCUUIUIAHBL:

- U3yYeHHE TEOPUM U TIPAKTUKU KIACCU(PHUKAIMU ¥ KOJUPOBAHUSA HMHPOpPMALUU U
JOKYMEHTalUH,

- BbIpabOTKa Yy CTYIEHTOB HAaBBIKOB CaMOCTOSITEILHOM paboThI
uHpOpMaLUU U JOKYMEHTALUH.

¢ KiaccudukaropaMu

1.2 TlepeuyeHb IJIAHUPYEMBIX Pe3yJIbTATOB 00yUeHMsI 1O JUCIHUIINHE (MOYJIIO0),
COOTHECEHHBIX ¢ HHANKATOPAMH JI0CTHKEHUSI KOMIIeTeH M i

Kommerenmnusa
(Koa ¥ HAMMEHOBAHUE)

NumnkaToprl
KOMIIET EHITHH
(KoJT 1 HAUMEHOBAHME)

PesynsTaTel o6ydenuns

[1K-1. Cnocoben
OCYILECTBIATh PYKOBOJICTBO
NeSITeNIbHOCTBIO 110
JOKYMEHTallMOHHOMY
00eCIeueHnI0 YIpaBIeHUs
OpraHu3anye 1 apxuBom

ITK-1.1. ocymecTBisieT
paboTy ¢ pa3IuYHBIMU
KaTeropusiMu JIOKyMEHTOB B
YIpaBIeHUU U apXHUBE HA
OCHOBE TpeOOBaHUI
HOPMATUBHBIX JOKYMEHTOB

3HaTh: CTPYKTYpPY U NMpaBuia
BEJICHUS O0IIEPOCCUNCKIX
KJIacCU(PUKATOPOB

YMeTb: aHaIU3UpOBAThH
MPaBOBBIE aKTHI B chepe
JOKYMEHTAI[MOHHOTO
oOecrieueHus yrnpaBieHUs] U
BEISIBJISITH COCTaB
KJIacCU(PUKATOPOB

Bnaners: HaBBIKaMU
MPUMEHECHUS
00IIeroCyJapCTBEHHBIX HOPM B
pa3paboTKH Ki1acCu(PUKaTopoB

IIK-4. Bnageer 3HaHUAIMU
COBPEMEHHBIX
MH(POPMAIIMOHHBIX CUCTEM H
HaBBbIKAMHU IIPOEKTUPOBAHUS
U BHEJIPEHUS CHCTEM
3JIEKTPOHHOTO
JOKYMEHTO000pOTa B
OpraHu3aIuu

[1K-4.2. Bnageer 3HaHUAMU
COBPEMEHHBIX
MH()OPMALIMOHHBIX CHCTEM
M HaBBIKAMH
MPOSKTUPOBAHHUSI U
BHEJIPCHHUS CUCTEM
ANEKTPOHHOTO
JTIOKYMEHTO000pOTa B
OpTraHHU3aII

3HaTh: METOA0JIOTUYECKUE
OCHOBBI TIOCTPOECHUS
knaccupukaropos B COJ]
YMeTh: IpUMEHATH pa3InyHbIe
METOA0JIOTHYECKHE MOIXOIbI
P MPOEKTUPOBAHUU CUCTEM
JOKYMEHTAI[HOHHOTO
oOecrieueHus yrpaBiacHUs
Brnaners: HaBbIKaMH aHANIN3a U
MIPOEKTUPOBAHHUS
KJ1acCU()UKATOPOB CUCTEM
JOKYMEHTAIlMOHHOTO
o0ecrieyeHns yrpaBJIeHUs

1.3 MecTo AUCUMIIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHON NPOrpaMMblI

Jucuummna «OCHOBBI Kilaccu(pUKanuyu MHPOPMALIUU U JOKYMEHTAIIUM» OTHOCUTCS K YacTH,
dbopmupyeMoii ydyacTHUKaMu oOpa3oBaTeNbHbIX OTHOMmECHWH (Jucrumaumael  (Momynu) OJoka
JUCLUUIUIMH MO BBHIOOPY Y4eOHOro IUIaHa MporpaMMbl Maructpatypsl «Teopus u mpakTuka paboThl ¢



ANEKTPOHHBIMU JTOKYMEHTaMU B YIIPaBICHMM M apXuBax» II0 HAIpaBleHUIO MOAroToBku 46.04.02.
JIOKyMEHTOBEICHHE U apXUBOBEICHUE.

Jns  ocBOEHUS AMCUMIUIMHBI (MOAYJsl) HEOOXOTUMBI 3HAaHUS, YMEHHS U BIAJCHUS,
c(OPMHUPOBAHHBIE B XO/1€ U3YUEHUS CIEAYIOUINX AUCLHUILINH U IPOXOKICHUS IPAKTUK:

- UndopmManinoHHbIE CUCTEMBI B YIIPABJICHUH TOKYMEHTAMU;

- YrpaBieHue 10KyMEHTaMH B OpraHU3alusiX;

- MeToponorus 3MeKTpOHHOTO IOKyMEHT0000poTa.

2. CTpykTypa AMCUHNINHBI
OOm1ast TpyA0EMKOCTh AUCIUILTUHBI cocTaBisieT 3 3.e., 108  akamemuueckux yaca (OB).
CTpyKkTypa AUCHHUILIMHBI I 04HOH (opMBbI 00yUYeHUs
O0beM aucHUIIMHBL B (OpME KOHTAKTHOW pPaboThl 0OydYaromuxcsi ¢ TeAaroruaecKuMu

paOoTHHKaMu W (WJIM) JHMIIAMH, TPUBJICKAEMbIMH K pealn3alnud o0pa30BaTeNbHONW MPOrpaMMbl Ha
UHBIX YCIIOBHSX, IPH IPOBEACHUH YUEOHBIX 3aHATHUI:

Cemectp | Tum yueOHBIX 3aHATUI KonuuecTBo
9acoB
Jlexun 24
CemMuHapbl/1abopaTopHbIe paboThI 36
Bcero: 60

O0beM JUCHHILTUHEL B (POpME CaMOCTOSTENIEHON pabOTHl 00YJarOMIMXCs cocTaBusieT 48
aKaJeMUIeCKNX Jaca(oB).

3. ConepixaHue TUCHUILIUHBI

Pa3nen 1. Beenenune

[Ipenmer, 3amaum, coluepkaHWe W MeETOIMKa u3ydeHHs Kypca «OCHOBBI KIacCHU(pUKAIIUN
nH(pOpMallUd M JTOKyMEHTALUW», CBSA3b C APYTMMHU Y4YEOHBIMH NUCUUIUIMHAMUA U HAaINpaBICHUSMU
ACATCIIBHOCTH. qu6Ha;1, MCTOAHUYCCKAsA W HOPMATUBHO-CIIPABOYHAA JIUTCpATypd, HUCTOYHUKU
WH(pOpMaIUU 1Mo KypCy.

OCHOBHBIE TEpMHUHBI M OIpEICNICHUs,, TPHUMEHsAEeMble B OO0NacTH KiIacCUPUKAUH U
KoaupoBaHus nHGopMmaruu. Llemu u 3anaun knaccuduxanyu nHGOpMaLUK U JOKYMEHTAIIUH.

Hcropuyeckre acneKkTbl MPUMEHEHHs KIacCU(PUKATOPOB HH(OpMAIMK M JOKYMEHTAIUH.
Cucrema BeieHUS KJIacCU(UKATOPOB.

Pazgen 2. Kareropum kiaccupukaTopoB v MopsA0K UX pa3pad0TKU U BeleHU s

Cratyc, Bugel u KaTeropuum kiaccupukaropoB. OOmepoccuiickue, oTpaciieBbie
(BeIOMCTBEHHBIE) M KJIACCH(PUKATOPHI TNpeanpusasTuii (opranusanuii). [IpuHIUIBEI MOCTPOCHHS
KJ1accu(UKaTopoB UH(OPMAIIHH.

Oranbl pa3paboTku knaccudukaropa. Baenpenue knaccudukaropa. Benenne (moanepxanue B
aKTyaJIbHOM COCTOSIHUH U BHECCHHE U3MEHEHHI ) KITaCCH(PUKATOPOB.

Pa3nes 3. Ennnas cucremMa Kiaccu(pukanuy U KOAUPOBaHUS HH(OpMauu

HopmatuBHas 6aza BeneHus KiaaccuuKaTopoB HH(OOpMAIUH.

[Tocranosnenue IlpaBurensctBa P® ot 10 HosOps 2003 r. Ne 677 "OO obmepoccuiickux
KJaccu(uKaropax  TEXHUKO-)KOHOMHUYECKOM ¥  COLMaIbHOH HMHGQOpMAlMM B  COLHUAIBHO-
YKOHOMHYECKOH o0sacTu" (C MI3MEHEHUSIMH U JTOTIOTHECHUSIMH ).

Ienb, 3amaum u coctaB EnnHON cuctemsl kiaaccu(uKauud M KOIUPOBaHMS HH(OpMaLUM
(ECKK).



OcHoBHBIE dJIEMEHTHI EIWHON cHCcTeMbl KiIacCH(PUKAMU W KOAUPOBAHUS HWH(POPMAIIUU
Poccuiickoit ®enepanuu. 3nauenue ECKK mis neneit rocy1apcTBEHHOM CTaTUCTUKA M 9KOHOMHUKHU B
uenoM. OcHoBHble 1enu 1 3agaun ECKK.

OGecneuenne co3manusi u  pasButus ECKK ©Ha rocymapctBenHoM ypoBHe. I[lopsimok
pa3paboTKU U BeJleHHE O0IIEPOCCHICKIX KIacCU(PUKATOPOB.

Obmepoccuiickue KIacCU(PUKATOPhl TEXHUKO-PKOHOMHUYECKOW W COLMAILHOW HH(OpPMAIIHH:
00JIacTh TPHUMEHEHHs, CTPYKTypa, COCTaB HH(pOpMalMH, OpraH, 00eCleuMBaIOUINA pa3paboTKy,
BBeJCHHE W TpuMeHeHue. [IpoOiiembl pa3paboOTKm W BEACHUS KOMIUIEKCAa OOIIEPOCCUMCKUI
KJ1acCU()UKATOPOB.

Pa3nes 4. MeToab!l K1accH(pMKAIUM U KOAMPOBAHUS HHPOPMALNHU

OcHOBHBIE METONBI KJIacCU(UKAIMU: Hepapxuueckas, ¢aceTHas W WX KOMOWHAIWMS.
[TocnenoBarenbHOE U MapaIeIbHOE KOJAUPOBAHUE IPYIIUPOBOK. Y POBHU KIaCCU(PUKAIUH.

Cucrema kogupoBaHus nHopManuy, NpuMeHsiemMast B kiiaccupukaropax. {nuna xona. Pazpsa
kona. CTpykTypa koaa. AndaBuT Koja.

Merton paznenbHON HACHTH(PUKAIINKI U KITacCH(PUKAIIIH.

Pa3znen 5. Knaccudukaropbl nHpopManuu B 00J1aCTH 1eJ10NPOU3BOACTBA U APXHMBHOIO
aena

Oo6mepoccuiickuii KjacCu(UKaTop yrnpaBIeHYECKON JOKYMEHTAIUH.

Enuneni xnaccupukaTop AOKyMEHTHOW wuH(popmanuu ApxuBHoro ¢onga Poccuiickoii
denepanuu.

Paznen 6. Kaaccupukaropbl uHopManum, npuMeHsieMble B aBTOMATH3HMPOBAHHBIX
CHCTEeMAaX JIOKYMEHTAMOHHOT0 00ecneyeHus: ynpaBjieHus

Krnaccudukaropbl-cripaBOUHUKH, UCIIOJIb3yeMbIe B aBTOMATU3MPOBAaHHBIX cucTemax. Llenp ux
MIPUMEHEHHUSI, 0COOCHHOCTH Pa3paOO0TKH, OPSIOK YTBEPKICHUS U BEICHU.

Krnaccudukaropbl CTpYKTYpHBIX MOApa3JIEIeHUN, NOJKHOCTHBIX JIML, BHAOB JOKYMEHTOB,
IIOPYYEHUH U Jp.

4. OOpa3oBaTe/bHbIE TEXHOJIOTUH

Ne Buabl yueOHbIX HNudpopmanuoHHbIe U
HaumenoBaHue pasjaesa .
n/n 3aHATHH o0pa3oBaTe/ibHbIe TEXHOJIOTHH
1 2 3 4
1 Bsenenue Jlexmus Ne 1 BBoaHas j1eKus ¢ HCHOJIb30BaHUEM
BHJIEOMATEPHAIIOB
CamocTosTenbHas KoHcynpTupoBaHue u npoBepka
pabora JOMAIIHUX 3a/IaHUI MIOCPEACTBOM
AJIEKTPOHHOMW IOYTHI
2 Kareropun Jlekimg Ne 2 Jlekuusi-Bu3yanusanus ¢ IpUMEHEHUEM
KJIACCU(PUKATOPOB U CJIalI-TPOEKTOpa
HOPSIOK UX pa3paboTku U |[IpakTudeckas pabora Ne |3aHATHS B KOMITBIOTEPHOM KJlacce
BEJICHUSA 1
CamocTosiTenbHast KoncynbTupoBanue u npoBepka
pabora JOMAIIIHUX 3aIaHUH TTOCPEACTBOM
AJIEKTPOHHOU MOYTHI
3 Enunas cucrema Jlexums Ne 3 Jlekuus-Bu3yanusanusi ¢ IPUMEHEHUEM
KJIacCU(pUKALUU U CIIAI-TPOEKTOPA
KOJMPOBaHUS [IpakTudeckas padora Ne (3aHATHS B KOMIIBIOTEPHOM KJ1acce
uHpopmaruu 2




CamMmocTosTenpHas

KoncynsTupoBanue u npoepka

pabota JOMAILHKUX 3alaHUH IIOCPEACTBOM
AJIEKTPOHHOU MOYTHI
Mertoas! knaccudukarmu |Jlexmms Ne 4 Jlexuusa-Bu3yanusanus ¢ IpUMEHEHUEM

" KOJUPOBaHHUA

ClanuI-mpoeKTopa

uH(pOopMaIIUn [IpakTuueckas padora Ne [3aHATHS B KOMIIBIOTEPHOM KJ1acce
3
CamocTosTenbHas KoHcynpTupoBaHue u npoBepka
pabora JOMAIIHUX 3aIaHUI MIOCPEACTBOM
AJIEKTPOHHOMW IOYTHI
Knaccudukaropsl Jlexkus Ne 5 Jlekuusi-Bu3yanusanus ¢ IpUMEHEHUEM

uHpopMaLuu B 00JIaCTH
JIeTIONPOU3BOACTBA U
apXUBHOTO JeJa

CJIAUI-ITPOEKTOPA

[IpakTuueckas pabora Ne
4

3aHarus B KOMITBIOTCPHOM KJIACCC

CamocTosTenbHas KoHcynpTupoBaHue u npoBepka
pabora JOMAIIHUX 3a/IaHUH IOCPEACTBOM
AJIEKTPOHHOMW IOYTHI
Knaccudukaropst Jlexkuust Ne 6 Jlekuusi-Bu3yanusanus ¢ I(pUMEHEHUEM
uHpopManuy, CJIali I-IPOEKTOpa
MIPUMEHSIEMbIE B [IpakTrueckas padota No (3aHATHS B KOMIIBIOTEPHOM KJ1acce
aBTOMATHU3UPOBAHHBIX B
crucTemMax CamocTosiTenbHast KoncynbTupoBaHnue u npoBepka
JOKYMCHTAIMOHHOI'O pabora JIOMAIIHUX 3aJaHU TOCPEICTBOM

obecrieueHus yrpaBieHUs

AJIEKTPOHHOU MOYTHI

IUCTAHIIMOHHBIX
o0pa3oBaTeNnbHbIC TEXHOJIOTHH:

KOHTPOJIbHOW pabOTHlI,
orteHuBaercs 10 40 0amIoBs.

B nmnepuon BpeMEHHOrO MPHOCTAHOBIIEHUS TMOCEUICHUS OOYYaIOUUMUCS MOMEIEHUN

— BUJIEO-IEKINY,

TEXHOJOTUH

— OHJIAWH-JIEKIIUH B PEKUME PEAIbHOTO BPEMEHH;
— DJIEKTPOHHbIE YYEOHUKH, YyueOHbIe TOCOOUs, HayYHbIE U3/IaHUS B 3JIEKTPOHHOM BHJIE€ U JOCTYII

K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcam;

— CUCTEMBI AJI 3JICKTPOHHOT'O TCCTUPOBAHUSA,
— KOHCYJIbTAalluU C UCIIOJIb30BAHHUECM TCIICKOMMYHUKAIITUOHHBIX CPCACTB.

MOTYT  OBITH

HCITIOJIb30BaHbI

5.  OueHka IVIaHNPYeEMBbIX Pe3yJIbTATOB 00yUeHH s

5.1 CucreMa oneHHUBAHUSA

)51

tepputopun PITY nns opranuzanuu yaeGHOTro mporecca ¢ IpUMEHEHUEM 3JIEKTPOHHOTO 00yUeHHS U

00pazoBaTeNbHBIX CIIeyIore

Texymuii KOHTPOJh OCYIIECTBISICTCS B BHJIE OIICHOK KOHTPOJILHBIX pabOT W 3alaHuil Ha

NPAKTUYECKUX 3aHATUAX. [IpOMEXYTOUYHBIN KOHTpPOJb 3HAHUN MPOBOIUTCS B (OpPME HTOTOBOH
BKJIIOYAIOIEH TEOPETUYECKHE BOMNPOCHI M IPAKTHUYECKOE 3a/aHue,

)51

B pesynbrare TeKkymero M IPOMEXKYTOYHOTO KOHTPOJIA 3HAHUW CTYAEHTHI MOJIy4aroT

COOTBCTCTBYIOIIYIO OLICHKY 3ad 5K3aMCH.

®dopma KOHTPOISL Makc. KoJm4ecTBO 0aJlioB
3a omHy paboTy Bcero
Texymuii KOHTPOJIb:
- OIpoC 5 baynoB 20 6amioB




- KOHTpOJIbHas paboTa (Temsl 1-6) 20 6amtoB 20 6amioB
- MoATOTOBKA pedepata (TeMsl 1-6) 20 6amioB 20 6amtoB
IIpomexxyTouHas aTTecTanus 40 6amioB 40 6amioB
(9K3aMeH)
Wtoro 3a [ucuuniuyy 100 6amwioB

ITonmy4yeHHBI COBOKYIHBIM pe3yJbTaT KOHBEPTUPYETCS B TPAJULMOHHYIO LKAy OLICHOK U B
IKaiy oreHoK EBporeiickoit cuctemsl mepeHoca u HakorieHus: kpeautos (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUY C TaOJIUIICH:

100-6annpHas mkana | TpaauimoHHAs MIKaIa IIxama ECTS
95 -100 A

8394 OTJIHNYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D

50_55 YIOBIETBOPUTEIHHO E

20-49 FX

0-19 HEYIOBJIETBOPUTEIHHO HE 3a4TEHO F

5.2 Kputepun BbICTABJIEHUS OLEHKH 1O JUCIUNJINHE

Banapl/
Ixana
ECTS

Onenka no
TUCHUILINHE

Kpurepun oueHku pe3yjibTaToB 00y4eHHs 10
AMCUMILINHE

100-83/
AB

«OTIHYIHOY/
«3aYTEHO
(oTIuHO)»/
«3a4TEHOY

BrictaBnsercs oOyuatomemMycs, €Clid OH TITyOOKO U
MPOYHO YCBOMJI TEOPETUUECKUIN U MPAKTUUECKUI
MaTepuai, MOKET IPOJEMOHCTPUPOBATh 3TO Ha 3aHITHIX
U B XOZI€ POMEKYTOUHOM aTTECTallUN.

OOyuarouuiics UCUEPIIbIBAIOIIE U JIOTHUYECKU CTPOHHO
u3jaraeT yuyeOHbIM MaTepuall, yMEeT yBsI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIpaBIIAETCS C pELIEHUEM 3a/1ad
Ipo¢eCCHOHATILHON HANPABIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, TIPaBUJILHO 00OCHOBBIBACT MPHHATHIC
pelIeHus.

CB00OIHO OPUEHTHPYETCS B YUeOHOH U
npogeCCHOHATILHOM JINTEpaType.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCSA 00yYaroIeMycs C
Y4ETOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALNN.

Komnerenum, 3akpeniénsple 3a JUCHUILIMHOMN,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHI».

82-68/

«Xopouioy»/
«3a4TCHO
(xoporo)y»/
«3a4TCHO»

BrictaBnsercs o0yuatomemMycs, €Clid OH 3HaeT
TEOPETUYECKUN U MPAKTUYECKUN MaTepHall, TpaMOTHO U T10
CYHICCTBY M3JIaracT €ro Ha 3aHATHAX U B X0I€
MIPOMEKYTOUHOM aTTeCTallly, He JOMyCKas CYIIECTBEHHBIX
HETOYHOCTEH.

OO0yuaromuiics TPaBMWIHLHO MPUMEHSET TEOPETHUCCKIE
IMOJIOKCHUA ITPU PCUICHUU MMPAKTUYCCKUX 3a1a4d
npodeccuoHaNbHOM HaMPaBIEHHOCTH Pa3HOTO YPOBHS
CJIOZKHOCTH, BJIAACCT H€O6XOI[I/IMI:IMI/I JJIs1 3TOT'0O HaBbIKaMU




banasl/ Ouenka no Kpurepun oueHku pe3yJibTaToB 00y4eHHs 10
Hlkana AMCUMILINHE AMCUMILINHE
ECTS

U IpUEMaMU.

JlocTaTouyHO XOPOIIO OPUEHTUPYETCS B YICOHOU U
npodeccuOHaTBLHOHN JINTEpaType.

OneHka 1o JUCHMIUIMHE BBICTABIIAIOTCS 00yYaroIEeMycs C
y4ETOM PE3YNbTATOB TEKYIIEH U IPOMEKYTOYHOU
aTTECTALNN.

Komnerenum, 3akpenénsple 3a JUCHMUILIMHOMN,
c(OpMHPOBAHBI HA YPOBHE — «XOPOIIUI».

67-50/ «yZAOBJIETBOPU- BricraBnsercs oOyuatomemMycs, €ciid OH 3HaeT Ha 0a30BOM

D.E TEILHOY/ YPOBHE TEOPETUUECCKUI 1 TPAKTUUECKUI MaTepua,
«3aUTEHO JIOITyCKAEeT OTAEIbHBIC OMIMOKY P €ro U3JI0KEHUN Ha
(ynoBneTBopu- 3aHATHAX U B XO/I€ IPOMEKYTOYHOH aTTeCTalllH.
TEJIbHO)»/ OOyuarouuiics UCTIBITHIBACT ONPEICIEHHBIC 3aTPYAHEHUS
«324TEHO» B IPIMEHEHNH TEOPETUYECKHUX TTOJIOKCHUH TIPH PELICHUH

MPAKTUYECKHX 33724 TPOo(heCCHOHATLHOW HAIIPABICHHOCTH
CTaHJIAPTHOTO YPOBHS CIIOKHOCTH, BIAJCET
HEOOXOIMMBIMH IS 3TOr0 0a30BBIMU HaBBIKAMH U
NpUEMaMU.

JleMOHCTpHpYeT JOCTaTOYHBIH YPOBEHb 3HAHUS yUeOHOH
JIUTEPATYPHI 1O TUCIUIIINHE.

OreHka 1o JUCIUILIMHE BBICTABISIOTCS 00yJatomeMycst ¢
Y4ETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTallU.

KomnereHnuuu, 3akpeni€éHHble 3a JUCIUILITMHON,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBIN».

49-0/ «HeynoBJIeTBOpUTE | BhIcTaBiIsIeTcst 00ydaromemMycsi, €Ciii OH He 3HaeT Ha
F.FX JTBHOY/ 0a30BOM ypOBHE TEOPETUYECKHI U TPAKTUUECKUI
HE 3a4TEHO MaTepHal, JOMycKaeT rpyObie OMUOKH MPHU €ro
U3JI0KEHUHU Ha 3aHATHUSAX U B XOJI€ IIPOMEKYTOUHOMN
aTTECTAIlHH.

OOyuarouuiics UCTIBITHIBACT CEPbE3HbIC 3aTPYAHCHUS B
IIPUMEHEHNN TEOPETUYECKUX TOJI0KEHUH IIPU PELICHUH
NPaKTUYECKHX 3a/1a4 MPO(eCCHOHATLHON HAPaBIEHHOCTH
CTaHJapTHOT'O YPOBHS CII0)KHOCTH, HE BIIAICET
HEOOXOMMBIMH JIJIsl 3TOTO HAaBBIKAMU M TPHUEMaMH.
JeMoHCTpHpyeT pparMeHTapHbIC 3HAHHUS YICOHOM
JUTEPATYpPHI 110 TUCLUIUIMHE.

OneHka 1o JUCHMIUIMHE BBICTABIIAIOTCSA 00yYaroIeMycs C
Y4ETOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALNN.

KommiereHium Ha ypoBHE «JOCTaTOUHBIN», 3aKPETIEHHBIE
3a JUCLUUIUIMHON, He CPOPMHUPOBAHBI.

5.3 OueHoyHbIe cpecTBa (MaTepHabl) IJIA TEKYIIEro KOHTPOJIsI yCIIeBAeMOCTH,
NPOMEKYTOYHOM aTTecTANMU 00y4aroIuXCcs M0 JUCHUILIHHE (MOLYJII0)

IIpuMepHbIe TeMbl pedepaToB 0 pa3ieaam JUCHUIINHBI:
1. Awnanu3 HOPMATHBHO-TIPABOBOM 0a3bl, pErIaMEHTUPYIOIIECH TPUMEHEHHE KIacCH(pUKATOPOB
uHpOpMaluu.



2. IIpobrmembl M mepCHeKTUBBI pa3pabOTKM W BeneHUs EauHON cucTembl KiIacCUpHUKAIMU U
konupoBaHus nHdopmaruu Poccuiickoit deneparuu.

3. MUcropus pazsurus Equnoii cucremsl kiaccudukanuu u kogupoBanus nHdopmarmu Poccuiickoit
denepanuu.

4. Hcropuueckue acneKThl IPUMEHEHHs KilacCu(hUKaTOpOB HH(GOPMAIIMU U TIOKYMEHTALINH.

5. Anamu3 OOmepoccHiicKoro Kiaccu(uKaTopa ypaBIeHUSCKOW TOKYMEHTAIIUH.

6. Awnamus Exmnoro knaccugukaropa JOKyMEHTHOW mH(opMmauuu apxuBHOro ¢onna Poccuiickoit
denepanuu.

7. Knaccudukaropsl nHpopMannu, UCIOIb3yEMbIE B CUCTEMAX IEKTPOHHOTO JOKYMEHTO000pOTA.
8. Ponp knaccudukanuu 1 KoAMpoBaHUS UH(OOPMALIUU B MPOLIECCE aBTOMATU3AIMH YIIPaBIEHYECKON
JeSITeTbHOCTH.

9. Pa3pabotka u BeaeHHE KIACCH(UKATOPOB-CIIPABOYHUKOB aABTOMATH3MPOBAHHOW CHCTEMBI
JOKYMEHTAIMOHHOTO 00eCTIeYeHHs yIIPaBJICHUS! OPTaHU3AIHH.

10. ITpumeHeHne MTPUX-KOJAOB B HHHOPMAITHOHHO-TOKYMEHTAITMOHHOM OOECIICUCHHUH YITPaBICHUS.
11. TexHONOTHS MTPUX-KOAUPOBAHHS KaK 3JIEMEHT ONTHMU3ALUU OU3HEC-TIPOIIECCOB.

12. TTpoGaemsbl 1 IEpCHEKTUBBI MPUMEHEHHS TEXHOJIOTHI KOJIUPOBaHUS HH(OPMAITUH.

13. IIpakTruyeckue acleKThl MPUMEHEHUS KIACCH(PHUKATOPOB HH(POPMAIIUH U JOKYMEHTAIIHH.

KOHTpOJIbHLIe BOIIPOCHI M 3alaHUA NJIA HpOMe)ICYTO‘IHOﬁ aTTeCTallui IO UTOraM OCBOCHUA
AUCHHUIIIMHBI

1. OcHOBHBIC TEPMHHBI U OMpPEIEICHHUS, TPUMEHIEMbIE B 00JIaCTH KIaCCH(PUKAIIUU ¥ KOJTUPOBAHUS

nHpopMaIuu.

enn u 3anaun kinaccupukanuu HHOOPMAIMU U TOKYMEHTAIIHH.

Cucrema BeieHHs o01Iepoccuiickux kiaaccupukaropos TOCH.

4. Craryc, BBl U KaTeropuu kinaccudukatopo. OOmiepoccuiickue, oTpaciieBbie (BeJOMCTBEHHBIC)

1 KJIacCu(pUKaTOPhI MPEANPUATHIA (OpTaHU3aIIHi).

[TpuHIUTIBI TOCTPOCHHUS KIacCu(UKATOPOB HHPOPMALINH.

Drarbl pa3paboTKu KiaccudpukaTopa.

7. Buenpenme knaccudukaropa. Benenue (momnepkaHue B aKTyaJJbHOM COCTOSSHUM M BHECEHHUE
W3MEHEHUH ) KITacCU(UKATOPOB.

8. Ueunp, 3agaun u coctaB Equnoit cucremsl knaccudukanuu u koguposanus napopmanuu (ECKK).

9. OcHoBHble »>memeHThl EauHol cuctembl kiaccubukaluuud U KOIUPOBaHUSA HHpoOpmanuu
Poccuiickoit ®enepanuu.

10. 3nauenne ECKK mns menei rocyaapCTBEHHOM CTaTHCTHKHA W DKOHOMHUKH B 1eioM. OCHOBHBIE
ey u 3agagn ECKK.

11. Ob6ecneuenue co3nanus u pa3Butus ECKK nHa rocynapctsenHoM ypoHe. [Topsinok pazpaboTku u
BEJICHUE O0ILEPOCCUNCKUX KIIACCH(PHUKATOPOB.

12. O6mepoccuiickue Kiaccu(PUKaToOpbl TEXHUKO-JKOHOMHUYECKOW M COIHMAIbHOW HWH(MOPMAIIIH:
00JIacTh NMPUMEHEHUs, CTPYKTYpa, COCTaB MH(pOpMAIUU, OpraH, oOecrneynBaromuil pa3padoTKy,
BBEJICHUE U IPUMEHEHHE.

13. Cucrema koaupoBaHusi HH(pOpMaIK, IpUuMeHsieMas B KiaccupuKaTopax.

14. Metonp! pa3aenbHOM HASHTU(DUKAIIMY 1 Kiaccuukanuy nHopmaiuu B kiiaccuukaropax.

15. IIpumenenue knaccupukaropoB nHpopmanuu B CI/I.

wn
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6. YueOHo-MeToaMYeCKOE H HH(OPMALIMOHHOE 00ecneyeHue TUCIIUIIIMHBI

6.1 Cnucok HCTOYHUKOB U JIUTEPATYPbI
Hcerounukm:

®enepanbHbiii 3akoH oT 27.12.2002 Ne 184-®3 (mocnemusas pemakiusa) "O TEXHHYECKOM
perynupoBanuu") (B 4aCTH, Kacaroleics kiaccupurkanuy HHPOPMALUU U JOKYMEHTALIH).



Oepnepanbublii 3akoH 0T 29.06.2015 Ne 162-®3 "O cranpaptuzauuu B Poccuiickoit
Oenepanun.

Pacnopsoxenue IlpaButensctBa Poccuiickoit ®@enepauuu ot 10.05.2014 Ne 793-p [O6
yrBepkAeH KoHIEenmuu MeToA0JOrHH CHUCTeMaTH3alul U KOAUPOBaHMS HH(OpMAlMU, a TaKkKe
COBEPIICHCTBOBAHMS W  aKTyalM3allud  OOIIEPOCCUHMCKHUX  KJIACCH(PHKATOPOB, pEECTPOB U
WH(OPMAITMOHHBIX PECYPCOB].

[Tpuka3z Munduna Poccun ot 20.09.2011 Ne 335 «OO6 obOpazoBannu MeKBEIOMCTBEHHOM
paboueld Tpynmel MO pa3pabOTKe W TPUMEHEHHIO EIUHBIX PEECTPOB M OOIIEPOCCHUCKHUX
knaccudukaroposy // https://www.minfin.ru/common/img/uploaded/library/2011/09/DOC231.PDF.

[Mucemo Munduna Poccum ot 01.10.2012 Ne 01-02-01/21-2449 «O mpoekTe IjIaHa
MEPOMNPUATHIA 10 (OPMHUPOBAHUIO METOAOJOTHH CHCTEMATH3allMd U KOJWPOBAHUS HHPOPMAINH, a
TaK)K€ COBEPIICHCTBOBAHUIO W aKTyalH3alMU OOIEPOCCUICKUX KIacCU(UKATOPOB, PEECTPOB U
UHOPMAIIMOHHBIX pecypcoBy // https://www.minfin.ru/ru/perfomance/ebudget/com/class/

[Inan meponpusituii Mo (QOPMHUPOBAHUIO METOIOJOTHH CUCTEMATH3alMM W KOJUPOBAHUS
uHpOpMAILNY, a TaKKE€ COBEPUICHCTBOBAHMIO U aKTYAIM3aLUU OOIIEPOCCUHUCKUX KIAacCU(UKATOPOB,
BKJIIOYasi TOJrOTOBKY HEOOXOJIMMBIX 3aKOHOJATENbHBIX M MHBIX HOPMATHBHBIX IPABOBBIX AKTOB
(Plan_(23.08.2012).pdf) 1
https://www.minfin.ru/common/img/uploaded/library/2012/08/Plan_%?2823.08.2012%29.pdf

OK 011-93. OGmepoccuiickuii Kiaaccu(puKaTop yIpaBIEHUYECKOH HOKyMeHTaruu (yTB.
[TocTanoBnenuem I'occtangapra Poccun ot 30.12.1993 Ne 299).

ITP 50.1.024-2005. OcHOBHBIE TOJIOKEHHUS W TOPSIOK TMPOBEACHUS PadOT Mo pa3padoTke,
BEJCHUIO M NPHUMEHCHHIO 00Iepoccuiickux Kiaaccupukatopos (¢ Mamenenussmu Ne 1, 2) (ytB. u
BBEJICHbI B JieiicTBUe mnpuKazoM DenepanibHOrO areHTCTBAa IO TEXHUYECKOMY PEryJlHpOBaHUIO U
Metposioruu ot 14 nexadpst 2005 r. Ne 311-cr).

Jluteparypa:
OCHOBHAasI

Enqunenii  knaccudukatop AoKyMeHTHOM wHopManuu ApxuBHoro ¢onma Poccuiickoit
®enepauun [Inekrponnsiid pecype]. - 2007. - 1 snekrpon. ont. muck (CD-ROM). - 3arn. ¢ gyt —
150.00.

Jlapun M. B. MudopmanimonHoe obecrieueHue yrnpasieHus: yaeonoe mocooue / M. B. JlapuH;
[M-Bo ob6pa3oBanus u Hayku Poc. deneparmuu, denmep. roc. OrmKeTHOE 00pa30oBaT. YUPEKICHHUE
BbIciI. oOpa3oBanus "Poc. roc. rymanutapusiit yH-1"]. - Mocksa: PITYVY, 2018. - 278 c.

CrenmanucThl apXUBHBIX yupexaeHui o EnnHoM kinaccudukaTtope JOKyMEHTHOW MH(OpMaIun
ApxuHoro Qonma Poccuiickoit ®enepanu / Xumuna Huna MBanosna; [H. M. Xumuna u ap.]//
OrevectBennbie apxmBel. - 2008, - Ne 2. - C. 16-20. - Pexum pgocryma:
http://www.ebiblioteka.ru/sources/article.jsp?id=14807969.

CripaBOYHO-TIOUCKOBBIE CPEICTBA K apXUBHBIM JOKyMeHTaMm: EnuHblli KiaccudukaTop
NoKyMeHTHOW uHpopmanuu ApxuBHoro ¢onaa Poccuiickoit @enepauuu / E. B. Anekceesa ; E. B.
Anekceesa // JlemonpousBoactro. - 2009. - Ne 1. - C. 97-105. - bubauorp. B mpumeH.

EdpemenkoBa B. M. Krnaccupukanus m  kimaccuduxaropel B 007acTH  HAaydHO-
texundyeckor uadopmaruu / B. M. Edp eenxo m / Hayuno-texuudeckas wHpopmarus. Cep. 1,
Opranuzanus 1 MeTouKa HHpopmarmonHoi padotsl. - 2007. - Ne 11. - C. 19-25.

3aitnieBa E. M. Anucumosa B. I1. DnekTpoHHBIE Bepcun KIacCU(DUKAITMOHHBIX CUCTEM: UCTOPHUS

CO3JIaHMsI, TEKYIIee COCTOSHHE M TEXHOJOTHYecKue ocobeHHocTH // HaydHble M TeXHUYECKHE
oubnuoreku. - 2015. - Ne 1. - C. 29-34.

JIOTIOTHUTEIIbHAS:
Kocromapos Muxaun HukonaeBuu. Kiaccudukamus u  KoaupoBaHHE JTOKYMEHTOB H

nokyMeHTHOM nHpopManmu: (kiraccudukarms qokymentoB) // Cekperapckoe nemno. - 2003. - N10.-C.
35-38.


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�

Kocromapos Muxann HukonaeBuu. OOmiepoccuiickue Kiaccu(pUKaTOpbl HHGOpMALIIH O
MPOYKIIMH, BUJIAX SKOHOMUYECKOHN NEeATeIbHOCTH, padoTax u yciayrax // JlenonmpousBoactso. - 2003.
- Ne 1.-C. 58-63.

KynwskoBa I'. B.OnekTpoHHbIE OMOIMOTEKH KOPIIOPATHBHBIX HHPOPMAITMOHHBIX CUCTEM : 0030p
/ T'. B. Kynbkosa, B. H. benoosepos, B. M. E¢ppemenkosa ; I'. B. Kynbkosa, B. H. benoozepos, B. M.
EdpemenkoBa// Hayuno-texumueckas wuHbpopmamus. Cep. 1, Opranuzanmuss W METOAMKA
uHpopManMoHHOo# padoTsl. - 2006. - Ne 9. - C. 23-29.

Cykmacsa D. P. Kmaccudukanmonnas cucremMa apxXWBHOro HaszHaueHus. OOmue 4depThl U
CYIIECTBEHHBIC OTINYUA 0T Oubimoreunsix cucreM / J. P. Cykuacsn ; 3. P. Cykuacsn// Hayunsie u
texHuueckue o6mdnuoreku. - 2010. - Ne 6. - C. 70-77.

Tacuny H. A. Enunsiii knaccudukarop JoKyMeHTHOH uH(opmarun ApxuBHoro ¢onga PO u
€ro pojb B GOPMHUPOBAHUU €AMHOTO apXUBHOTO HMHpopMarronHoro mpocrtpanctsa / H. A. Tacwuir; H.
A. Tacuny // ApxuBOBeAeHHE M HWCTOYHUKOBEICHHE OTEUECTBEHHOH uctopuu. IIpoGiemsr
B3aUMOJICHCTBHUS Ha COBPEMEHHOM dTarie. - Mocksa : [0. u.], 2009. - C. 116-122.

6.2 IlepeuyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH « AHTEepHET».

1. Bcepoccuiickuii Hay4yHO-HUCCIIEI0BATENBCKUI MHCTUTYT JOKYMEHTOBEAECHUS M apXUBHOTO
nena (BHUUIAJ) [Onexrponnsiii pecypc] /BHUMUJAJL - Dnexrpon, nan.- M., Pexxum pocryma:
www.vniidad.ru, cBo6oaHbII. — 3ari. ¢ 3kpaHa.

2. Poccranmapt. [DaexkTponHsIii pecypc] Pexum goctyma: http://www.gost.ru, cBoO0aHBbIA.

HarnuonaneHas saekrponHas oudnuorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas snektponnas oubimoreka Www.elibrary.ru
OnekrponHas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IlpodeccuonasbHble 6a3bl JAHHBIX H MH(POPMAIMOHHO-CIIPABOYHbIE CHCTEMBI
Joctyn k npodeccnoHanbHBIM 0a3am daHHBIX: https://liber.rsuh.ru/ru/bases

WHpopManoHHbIE CITPABOYHBIE CUCTEMBI:
KoncynpranT Ilmtoc
lapanTt

7. MarepuajabHO-TeXHHYECKOe o0ecredeHne JUCHUNINHBI (MOLYJIs1)

Hns  obecrieueHuss ~ TUCHUIUIMHBI — UCIONB3YeTCsl  MaTepualbHO-TEXHHYECKas  0asa
00pa30BaTEeNbHOTO YUPEKICHUS: yueOHbIE ayAUTOPUU, OCHAIIEHHBIE KOMIIBIOTEPOM U IMPOEKTOPOM
JUTSL IEMOHCTPAIMH YI€OHBIX MaTEPUATIOB.

CocTtaB mporpaMMHOTO 00€CTICUCHHUS
1. Windows

2. Microsoft Office

3. Adobe Creative Cloud

4. Kaspersky Endpoint Security

[TpodeccrnonanbHbIe MOTHOTEKCTOBBIC 0A3bl JAaHHBIX:



HarnuonaneHas snektponHas oudnuorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas snextponHas 6ubamorexa Www.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

N~ wWNE

WHpopManoHHbIE CITPABOYHBIE CUCTEMBI:
KoncynpranT [lntoc
l"apanr.

8. OobecneyeHue 00pa3oBaTEIbHOIO MpoLecca AJisl JUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTIMHU
3110POBbSI H HHBAJINI0B

B xoze peanuzanuu IUCUUILTAHBI UCIIOJIB3YIOTCS CIEYIOLIUE JOTIOTHUTEIbHBIC
MeTOJbl OOydYeHHs, TEKYUIero KOHTPOJS YCIEeBAaeMOCTH M IPOMEXKYTOUHON aTTecTaluu
00yJaroIuXxcsi B 3aBUCUMOCTH OT WX MHIUBUIYaTbHBIX OCOOCHHOCTEIA:

® IS CIENBIX U CIIAa0OBUISIINX:

- JIEKIMU 0(OPMIISIOTCS B BUJIE 3JICKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C MOMOIIbIO KOMITbIOTEpa
CO CMELUATU3UPOBAHHBIM IPOrPAMMHBIM 00€CIIEUCHUEM;

- MMCbMEHHBIE 3aJJaHMsl BBIIOJIHSIOTCS Ha KOMIIBIOTEPE CO CHELMATN3UPOBAHHBIM IIPOIPAMMHBIM
obecreyeHrneM, Uil MOTyT ObITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieuynBaeTCs HHIMBUyaTbHOE paBHOMEpPHOE ocBelieHrne He menee 300 IItoKc;

- 17151 BBITMIOJIHEHUS 3a/laHUs IPU HEOOXOJUMOCTH MPEAOCTABIAETCS YBEIMUUBAIOIIEE YCTPONUCTBO;
BO3MO’KHO TaK)Xe UCIOJIb30BaHUE COOCTBEHHBIX YBEIMUMBAIOIINX YCTPOMUCTB;

- IUCbMEHHBIE 3aJJaHUs O(POPMIISIOTCS YBEIMYEHHBIM HIPUPTOM;

- 9K3aMeH M 3auéT MPOBOATCA B YCTHOW (hopMe MM BBIIOJHSIOTCS B MUCHMEHHOU (popme Ha
KOMIIBIOTEPE.

® IS TIYXHX M CIa0O0CTBIIIAIIHX:

- JeKIuu OQOPMISIOTCS B BHJE OJCKTPOHHOTO JIOKYMEHTa, JHOO MpPEIOCTaBIIsSETCS
3BYKOYCWJIMBAIOIIAs annaparypa HHANBUAYAIBHOTO NOJIb30BaHUS;

- MUCHbMEHHBIE 33JJaHUS BHIIOJHSAIOTCS Ha KOMIIBIOTEpPE B MUCHbMEHHOM (hopme;

- 9K3aM€H M 3au4€T NMPOBOAATCS B MMCbMEHHON (pOpME Ha KOMIIBIOTEPE; BO3MOXKHO IPOBE/ICHUE B
(dbopMe TecTHpOBaHUS.

e Ul JIUIL C HAPYLIECHUSMH OITOPHO-IBUTaTEIILHOTO aliapara:

- JIEKIIMU 0QOPMIIAIOTCS B BUJIE€ 2JIEKTPOHHOIO JOKYMEHTA, JOCTYITHOTO € MIOMOIIbIO KOMIIbIOTEPA
CO CMELUATU3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHHEM;

- IMCbMEHHBIC 3aJJaHKsl BBIOIHAIOTCS Ha KOMIIBIOTEPE CO CHELMAIN3HPOBAHHBIM IIPOIPAMMHBIM
obOecrieucHUEM;

- 9K3aME€H M 3au4€T MPOBOATCA B YCTHOW (hopMe MIIM BBIIOJHSIIOTCS B NMUCBMEHHOM (popme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOMUMOCTH MpeycMaTpUBAETCs YBEINUYEHUE BPEMEHHU JIs1 IOATOTOBKH OTBETA.

[Iporenypa npoBeaeHHUsI MPOMEXKYTOUHONW aTTECTALMHU JJIs 00YYaIOLINXCsl YCTAaHABIMBACTCS C
y4€TOM UX MHIMBHIYyaJbHBIX Ncuxoduindeckux ocodeHHocteil. [IpomexyTodnas arrectanusi MOXeT
IIPOBOZIUTHCS B HECKOJIBKO ITAIOB.

[Ipy mpoBeneHUM MpoLEAypbl OLEHUBAHUS PE3yIbTAaTOB OOYYEHUs MPEAyCMaTpUBACTCS
UCTOJIb30BaHNE TEXHUYECKHX CPEACTB, HEOOXOAUMBIX B CBA3HM C WHAMBHUIYAIbHBIMA OCOOCHHOCTAMU
oOydaroluxcs. OTH CpeAcTBa MOIYT OBITh IPEJOCTABIECHbl YHUBEPCUTETOM, MWJIM MOTYT
MCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPEJICTBA.



HpOBeI[eHI/Ie npoucaypbl OUCHUBAHUA PC3YJIILTATOB 06yquI/1;1 AOIMYCKACTCA C HCIOJIB30BAHUCM

JUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.

ObecneunBaercs AOCTYN K HHGOpPMAIMOHHBIM U OubimorpaduyeckuM pecypcam B CETH

WuTepHer 1 kaxaoro odyvaromierocs B Gopmax, aanTHPOBAHHBIX K OTPAaHUYEHUSAM HX 3/10POBbS U
BOCHIPUATHS UH(DOPMALINU:

IUTSL CIIEIBIX U CIIA00BUISIIINX

- B IeYaTHON (opMe yBETMUEHHBIM HIPHUPTOM;
- B )OpMe 3JIEKTPOHHOTO JOKYMEHTA;
- B (hopme ayanodaiina.

JUTSL TIYXUX M CJIa0O0CIBIIIANINX

- B Ie4aTtHoO (opme;
- B (hopme 3IEKTPOHHOTO TIOKYMEHTA.

JUI 00Y4aIOIIMXCS C HAPYUICHUSIMU OIOPHO-/IBUTaTENILHOTO armapara:

- B IeyaTtHoH (hopme;
- B (hopMe 2IEKTPOHHOTO IOKYMEHTA;
- B popme ayauodaiina.

VY4yeOHble ayTUTOPHM A BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITEIbHON palOOoThl, HaydHas

OMOMMOTEKa W WHBIE TIOMEIIEHUS i1 OOYyYEeHHS OCHAICHBI CHEIUaIbHBIM OO0OpYJAOBaHHEM U
y‘IGGHBIMI/I MECTaMH C TCXHUYCCKUMHU CpeI[CTBaMI/I 06y‘IeHI/I$I:

9.1

JUIS CHETIbIX U Ca00BUISIINX:
- YCTPOMCTBOM Jisl CKaHUpoBaHus U ureHus ¢ kamepoit SARA CE;
- nucrieeM bpaiina PAC Mate 20;
- mpunTepoM bpaitnsg EmBraille ViewPlus;
JUTSL TITYXUX ¥ CITA0OCTBIIIAIIIX ;
- aBTOMaTU3WPOBAHHBIM pa0OYMM MECTOM JIJISl JIFOJICH C HAPYIIEHUEM CITyXa U CIa0O0CIBIIIAIINX;
- aKyCTHYECKHUI YCHIIUTENb U KOJIOHKH;
TUTSE 00YJAIOIIUXCS C HAPYIICHUSIMU OITOPHO-/IBUTATEIILHOTO armapara:
- IEPEIBIKHBIMHE, PETYIUPYEMbIMH 3proHomudeckumu napramu CH-1,
- KOMITBIOTEPHOM TEXHUKOW CO ClielnaibHbIM IPOrPaMMHBIM 00€CIIE€YEHUEM.

9. Metoauyeckue MaTepPUAJIbI
IL1aHbI NPAKTHYECKHUX 3aHATHI

Tema 2. KaTteropum kjiaccupukaTopoB 1 NOpPsAAOK UX pa3padOoTKH U BeJAeHHSA
Tema mpaktuyeckoit paboTel: M3ydenne mopsaka pa3paOOTKH M BEACHHUS KIacCH()HKATOPOB

nH(OpPMALIUY U TOKYMEHTAIIUH

Bonpocs! 115 uzydenus:

OcHOBHBIE 3TaIlbI Mpoliecca pa3padoTKu KiaccudukaTopa.

Oco0eHHOCTH BHEPEHUE KIaCCH(PUKATOPOB Pa3IUIHBIX KATETOPHH.

Benenue knaccuduxatopos.

OTBETCTBEHHBIC 32 TOJIJICPIKAHUE B aKTyaIbHOM COCTOSIHUN M BHECCHHE N3MCHEHUI B

KJaccu(ukaTopsl HHPOPMALIUH.

Tema 3. Ennnas cucteMa KjiaccH(pUKaANMU U KOAUPOBaHUs MH(popManuun
Tema mpakTudeckoil padotel: O0mepoccuiickue KiaccuPpukaTopsl TEXHUKO-YKOHOMUYECKOU U

COLMAJIbHOW MH(pOpMaLUU

KoHTposbHBIE BOPOCHI:
Oo6mmepoccuiickue KiIacCH(PUKATOPhI TEXHUKO-DKOHOMUYECKOW U COIUAIBHON HH(pOpMaImu:

00JacTh TPUMEHEHUs, CTPYKTypa, COCTaB HWH(GOpMAIMU, OpraH, oOecrneunBaronuii pa3paboTKy,
BBCACHHUC U TPUMCHCHUC.



Tema 4. MeTtoas! kiaccupukanuu ¥ KOAUPOBaHUA MHpOpManun

Tema mpakTrueckoi paboTel: M3ydueHne MeTo10B KiaccupuKauu U KOJUPOBAHUS
uHpOopMauu

KoHTposbHBIE BOIPOCHI:

OcHOBHBIE METOIBI KJacCH(UKAMM: uUepapxuyeckas, (aceTHas M UX KOMOMHANHA.
[TocnemoBarenbHOE U APAILIEIIEHOE KOJAUPOBAHUE TPYIIIUPOBOK. Y POBHU KIaCCU(PUKAITUH.

Cucrema kogupoBaHus uHopManuu, NpuMeHsiemMast B kiaccupukaropax. Jnuaa xona. Paspsn
kona. CtpykTypa kona. AndaBut Koja.

MeTton pa3aenbHON UASHTH(PUKAIMY U KITacCU(DUKAIIHH.

Tema 5. Knaccupuxaropsl mHpopManuu B 00J1aCTH JeJONPOU3BOACTBA W apXHBHOIO
aena

Tema mnpakTHueckoil paboTel: AHanu3 kiaccudukaropoB uHbopMmanuu B 00JacTH
JIeJIONIPOU3BOCTBA U ApXUBHOTO Jieia

KoHTpoabsHbIE BONPOCHL:

OO6mmepoccuiicknii  KitacCU(UKATOp YIPABICHUYCCKOW JOKYMEHTAMHM (CTPYKTypa, 00J1acTh
NPUMEHEHHsI, COCTaB HMH(OpPMALUU, CTPYKTypa KoOJa, MOPSAIOK HCIOJIb30BaHUA, pPa3pabOTKH u
BEJICHUS ).

Enunelii  xmaccupukaTop AOKyMEHTHOM uHpopmauuu ApxuBHoro ¢onna Poccuiickoit
Oenepanun (CTPyKTypa, 00JacTh NMPUMEHEHHS, COCTaB HMH(POpPMAIMH, CTPYKTypa Koja, MOPSIOK
UCIOJIb30BaHUs, pa3pabOTKU U BEICHUS).

Tema 6. Kiaaccupukatopbl HHpOpPMAaLUHM, NPHMeHsieMble B aBTOMATH3HPOBAHHBIX
CHCTEeMaX JOKYMEHTAlMOHHOI0 00ecneYeHus1 yIpaBJIeHUs

Tema  mpaktudeckoil  paboTsl:  PazpaGorka  kiaccuukaropoB ISl CHUCTEMBI
JOKYMEHTAI[MOHHOTO 00eCIeYeH!s yIpaBIeHUs] OpraHu3aluu

CocraB kiaccu(UKaTopoB-CIPABOUHUKOB, UCIIOIb3YEMbIX B aBTOMAaTH3UPOBAHHBIX CHCTEMAaX.
Ienb ux npuMeHeHHs, 0COOEHHOCTH Pa3pabOTKH, MOPSAJOK YTBEP)KICHHS U BEICHUS.

Knaccuukaropsl CTpYKTYpHBIX MOIpa3/A€iICHUH, MODKHOCTHBIX JIMI, BHUJOB JOKYMEHTOB,
MOPYYECHUH U Jp.

9.2 MertoanyecKue peKOMeHAANMH MO MOAT0TOBKe MMCbMEHHBIX padoT

Bun camocrosTensHO# paboThI: MOATOTOBKA pedepara.

[lonrotoBka pedepara MO3BONSET 3aKPENUTh TEOPETHUECKUE 3HAHUA [0 JUCLUIUIMHE,
npUoOpecTH HABBIKM CAMOCTOSITEIBLHOTO YIIyOJIEHHOTO M3Yy4YeHHs! OJHOTO W3 pas3nienoB Kypca. Ilpu
MOATOTOBKE pedepaTa CTYIAEHTHl MONY4alOT HABBIKM WU yMeHUE paboTaTb C HCTOYHUKAMU H
TUTEPATypOH, aHATU3UPOBATh (AKTHl M JaHHBIC CHCIHAIBLHON JTUTEPATyphl, U3JIaraTh MPOYUTAHHOE
COBpPEMEHHBIM MPO(PECCHOHATBHBIM SI3bIKOM.

Pedepar nmomkxeH ObITh OopMIIeH B COOTBETCTBUU C TPEOOBAHUSAMHU, NPEIBSIBISIEMBIMU K
MOATOTOBKE U 0()OPMIICHUIO HAyYHBIX PadoT.

Pedepart Brimrouaert:

- TUTYJIBHBIH JIUCT;

- OTJIABJICHHC;

- BBEJICHUE;

- OCHOBHYIO 4acTh (TeMaTUYECKUE pa3/Ieibl);

- 3aKJII0YCHHE;

- CIIUCOK UCTOJ30BAHHBIX UCTOYHUKOB M TUTEPATYPHI.

O6bem pedepara - 15-20 crpanun Tekcra (mpu Habope uepe3 1,5 mHTEepBama u pasMepe
mpudta 13-14). Pedepar numercs Ha OAHON CTOpOHE CTaHAAPTHOTO JUcTa Oymaru ¢opmara A4
(210x197mm).



Crpanunpsl pedepata HyMepyloTcsl apaOCKUMH IUppaMud Ha BEpXHEM IIOJie JHCTa, 0e3
KaBbIYEK, Ne(UCOB U APYTUX 3HAKOB MpENUHaHUs. TUTYIbHBIN JUCT U OIVIaBlIEHUE HE HyMEPYIOT, HO
BKIIIOYAIOT B 00111 00beM pedepara.

HayuHno-cripaBouHblif anmapaT pedepata BKIIOYAET CIHUCOK HCTOYHUKOB U JIUTEPATYyphl U
MOJICTPOYHBIE CHOCKH. [101CTpOYHbIE CHOCKM MCHOJB3YIOTCS BO BCEX CIy4asX HUTHPOBAHUS B TEKCTE
pedepaTta MpaBOBBIX aKTOB, JJOKYMEHTOB, MPOU3BEACHUN aBTOPOB MOHOTpaduii, cTaTeil, yueOHUKOB,
y4eOHBIX TOCOOUH, a TaKXKe MPHU [IUTUPOBAHUH CTAHIAPTHBIX OIPEICICHUI TEPMUHOB U MOHATUHN. Bee
npuBoAuMBIe B pedepare ¢akThl, MU(PHI, AaThl, KOHKPETHBIE IaHHBIC TaKXE JOJKHBI OBITh
MOJITBEPKICHBI TOJICTPOYHBIMU CHOCKAMH.

CHOCKH HyMEpYIOT B IpejiesiaX OJHON CTpaHUIbl apaOCKUMHU LK (paMu, TEKCT CHOCKU
Pa3MeILaoT MO ITOCJIEIHEH CTPOKOM TEKCTa.



IIpunoxenne 1. AHHOTAITHSA
paboueil mporpaMMBbl JUCIUITIHHEL

AHHOTAIUSA TUCHHUILINHEI

Jucuummna «OcHOBBI Kiaccupukanuu MHGOpMAMM M JOKYMEHTAI[MH» peaju3yercs Ha
dakynpTeTe apXMBOBEJCHUS M JIOKYMEHTOBEACHHUS Kadeapoil aBTOMAaTH3WPOBAaHHBIX CHCTEM
JOKYMEHTAI[MOHHOTO 00eCTIeYeHHs yIpaBICHUsI.

Llens QUCIUIUIMHBI — OOECIEYUTh HEOOXOTUMBIH M JOCTATOYHBIH YPOBEHb TEOPETHUECKHX
3HAaHUI ¥ HaBBIKOB UX NMPUMEHEHUS B PEIICHUU MPAKTHUYECKUX 3a]a4 KiIacCH(PpHUKaUy HH(GOPMAIUU U
JTOKYMEHTAITHIH.

3anauu:

- UW3y4CHHWE TEOPHMHM M TPAKTUKU KIACCHUKAIMKM W KOAMPOBAHUS HHGPOPMALMH U
JTOKYMEHTAIIH;

- BBIpa0OTKAa y CTYJCHTOB HAaBBIKOB CaMOCTOSTEIBHOW paboOThl ¢ KiaccudpuKaTopaMu
uHpOpMALIUU U TOKYMEHTAIUH.

JlucrumirHa HanpasiieHa Ha (GOPMHUPOBAHHE CISTYIONINX KOMIECTECHIIN:

[IK-1 - Bmageer HaBBIKAMH Pa3pabOTKM W BHEAPEHUS JIOKAJHHBIX HOPMATHUBHBIX aKTOB IO
JTOKYMEHTAI[MOHHOMY OOECIICUCHHIO YIPABICHHUS B OpPraHU3AIMAX Pa3IMYHBIX OPraHU3ALMOHHO-
npaBoBeIX (GopM U GOpM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax M OpraHax MeCTHOTO
CaMOYTIPaBIICHHUS;

[IK-4 - BrageeT 3HAHUSAMU COBPEMEHHBIX HWH(MOPMAIMOHHBIX CHCTEM U HaBBIKAMHU
MPOEKTUPOBAHUS M BHEIPEHHSI CUCTEM JIEKTPOHHOTO JTOKYMEHTO000pOTa B OpraHU3allNy;

B pe3ynbrate 0CBOGHUS TUCIUILTMHBI 00Y4aIOUIHIACs JOIKEH:

3namo:

- CTPYKTYpY | IIpaBHjia BEJCHHS OOLIEPOCCUICKUX KIacCU(UKATOPOB;

- METOJIOJIOTHYECKUE OCHOBBI ITOCTpOeHUs KinaccudukatopoB B COJ]

Ymemo:

- QHAJIM3MPOBATh MPABOBBIC AKTH B chepe TOKYMEHTAI[HOHHOTO OOECTIeYeHHs! YIIPAaBICHUS H
BBISIBIISATH COCTAB KJIACCH(PHUKATOPOB;

- TNPHUMEHATh pPa3IUYHBIC METOJOJOTMYEeCKHEe TOAXOAbl NPU MPOCKTUPOBAHUHM CHCTEM
JOKYMEHTAI[MOHHOTO 00ECTIeYeHUs yIIpaBICHUS

Braoemy:

- HaBBIKAMHU TIPUMEHEHHUS OOIIErOCyJapCTBEHHBIX HOPM B pa3pabOTKU KIacCU(UKATOPOB;

- HAaBBIKAMU AaHAINM3a W TPOCKTUPOBAHUS KIACCU(PHUKATOPOB CHCTEM JIOKYMEHTAIIHOHHOTO
o0ecrieyeHns yrpaBlieHUsS

[To gucuuIuIMHE MpeayCMOTpEeHa MPOMEXKYTOUHAs aTTeCTalus B (hopMe dK3aMeHa.

O6H_Ia§1 TPYAOCMKOCTb OCBOCHUS JUCIHUIIIIMHBI COCTABJIACT 3 3a4eTHBIX CIUHUIIBI.
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