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Caelenns 0 nmpenogaBare/ie ¥ KOHTAKTHAs UHpopManus
Mypsix Enena JIbBoBHa, cTapuinii npenojiaBaTeib

Kadenpa «HbOpMalMOHHBIE TEXHOJIOTHH U 0E30MAaCHOCTHY HAXOAUTCS B TJIABHOM KOpITyCe
KapI'TVY (b.Mupa, 56), ayauropus 429, konTakTHbIN Tenedon 56-75-98 n1o6. 1028.
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XapakTepucTHKA JUCHUNIMHBI
Juctunmuaa «Crer. auciuuiuimaa 1» sBisieTcs crenraibHOW AUCITUIUIMHON ITUKIIA TTPO(UIIH-
PYIOIIUX TUCIUIUIVH.

eans AMcUNIMHBI
Huctunnmna «Croer.JucuuIuinia |» CTaBUT Uenbl0 NMPUOOPETEHUH CTYIEHTAaMU TeOopeTHde-
CKAX U TPAKTUYECKHX 3HAHWA K OQGOPMIICHHIO U  COCTaBICHUIO OPraHU3aIlMOHHO-
paclopsAUTENbHBIX JOKYMEHTOB Kak 0a30BOMY MpoOIlecCy B peajn3allid BCEX YIPaBICHUYECKHX

GyHKIHH.

3agauu QU CHUILIAHBI

3amaun JUCHUTUIMHBI CICIYIOIINE: U3YUYCHHE CO3[aHMsI JTOKYMEHTOB IO Pa3JIHYHBIM BOIPO-
caM IPOM3BOJCTBEHHOMN XO3IHCTBCHHOM, (PMHAHCOBOM M OOIIECTBECHHOMN JIEATEIBHOCTH; OIMpeIeIie-
HUS TIPABHJI COCTaBIICHHS, ODOPMIICHHUS Pa3IHYHBIX JOKYMEHTOB, CII0CO00B, GOpM M METOJ0B pa-
OOTEI ¢ HUMHU.

B pesynbpraTe n3y4eHus JAHHOW JUCLUIIINHBI CTYACHTBI JOJKHBIL:

HUMETH NIPECTaBICHUE:!

— 0 CO3JIaHMH NPAaBUIIBHOTO BEJICHHUs IE€JIONPOU3BOJICTBA;

— 0 (hopMHpOBaAHUM U NIEPETAUYU JOKYMEHTOB M0 UCXOAIIEH CIELI0YTE;

— 0 3aII0JIHEHUM peecTpa Ha OTIIPABICHHYIO KOPPECIIOHACHIIUIO;

3HaTh:

— IIPaBUJIILHOCTB COCTABIIEHUS UCXOMAIIECH TOKYMEHTALUH;

— IPaBUJILHOCTH OOPMIICHHS BXOASIIUX JOKYMEHTOB;

— paboTy 0 HOMEHKJIAType JIe;

YMETB:

— CaMOCTOATENIBHO COCTABUTH ITUCBMO, IIPUKA3, JOTOBOP U T.1.

— CaMOCTOSITENIbHO 0(OPMIISTh ¥ IPUHUMATh BXOJSIIYIO IOYTY;

— 0(hopMIIATH JeTIa B apXUB WM Ha YHUYTOKEHHE;

[TproOpecTu NpakTUYECKHE HABBIKH:

— BEJCHMS CEKPETHOTO, KOH(PHICHIIMATIBHOTO JIeTIONPOU3BOICTBA B OPraHU3aIlNH, YUPExK/ie-
HUY;

— OpraHu3alyy 3allUIICHHOI0 JOKYMCHT! oo60p0Ta opraHu3anuu.

IIpepexkBU3UTHI
st u3ydeHusl TaHHOW JUCIUIUTMHBI HEOOXOIUMO YCBOCHHE CIEIYIOMIMX AUCUUIUINH: «H-
dbopmatukay, «BBeaenue B 3amuty u 0€30MacHOCTh HHPOPMAILTUN.



IHocTpeKkBU3UTHI
3HaHUsI, TOJyYEeHHBIE TPU U3YYEHUH TUCHUILIMHBI «Cren. JUCIUILTIHA |» HConb3yloTCs pu
OCBOCHHH ClIeIyIoIuX aucuuiuini: «Creu.aucuurivaa .

TemaTHyeckui MJIaH JUCHUIINHBI

TpynoeMKOCTb 110 BUAAM 3aHATHH, Y.
HaumenoBanue pa3zzaena, (TeMbl) nek- | mpaktu- | JlaGopa- cpcr | cpe
02078 YeCKHe | TOPHBIE
1. HopmaTuBHas 6asa 1e0mpon3BOJICTBA 2 2 5 5
2. Opranu3zanus 1eJ0NpOU3BOJICTBA 2 2
3.00mme mpaBuia MOArOTOBKH U 0(OPMIICHUS 1 9
JIOKYMEHTOB
4. OOmas XapakTepUCTHKA OpraHU3alUOHHO- 1 5 3 3
pacropsaUTENbHON TOKYMEHTALUN
5. Opranu3anmoHHbIe JOKYMEHTHI 1 3 3
6. PacniopsiiuTensHble JOKYMEHTBI 1 3 3
7. UH(dopMalilnOHHO-CIIPaBOYHbIE TOKYMEHTHI 1 4 3 3
8. JIoroBOpHI M 0053aTEIILCTBO 1 2 3 3
9. MudopmanMOHHBIE W paclOpPsSIUTEIbHBIC 1 4 3 3
JIOKYMEHTBI
10. O6paboTKka BXOIAIICH U HCXOJMSIIEH KOP- 1 9 3 3
PECIIOHICHITU I
11. Homenknarypa gen 1 2 3 3
12. ®opmupoBaHUe TOKYMEHTOB B JIeJa 1 2 3 3
13. TlogroroBka W mepeaaya Jein B apXvB WU 1 9 3 3
Ha YHUUYTOXKCHUE
HUTOI'O: 15 30 45 45

Ilepedyenn J1a00paTOPHBIX 3aHATHI

JlabopaTtopHas pabota Ne 1 HopmaTuBHas 6aza e1omnpou3Bo/ICTBRA.

JlaboparopHas pabota Ne 2 Opranu3zanus JeT0TPON3BOACTBA.

JlabopaTtopHas padota Ne 3 OOmue mpaBuia MOATOTOBKH U 0(pOpMIIEHUST JOKYMEHTOB.

JlaboparopHas pabota Ne 4 OOmas xapakTepUCTHKA OPraHU3alMOHHO-PACTIOPATUTENBHON J0-
KyYMCHTallUH.

JIaboparopHast pabota Ne 5 MHbopMaIimoHHO-CIPaBOYHbIE TOKYMEHTHI.

JlabopaTtopHas pad6ota Ne 6 JloroBopsl U 00s13aTEIHCTBO.

JlaboparopHast pabota Ne 7 HbopMaimoHHbIe H pacOPSAUTEIbHbIE JOKYMEHTHI.

JlabopaTtopHas pabota Ne 8 OOpaboTka BXOAIIEH U UCXOAIEH KOPPECTIOHCHITUH.

JlaboparopHas pabota Ne 9 Homenkiatypa jaen.

JlabopaTtopHas padota Ne 10 ®dopMupoBaHue JOKyMEHTOB B JIefa.

JlaboparopHast pabota Ne 11 IToaroroBka u nepenaya Jiei B apXHB WK HA YHUYTOXKEHUE.

TemaTnka KypcoBBIX IPOEKTOB (pador)
OpraHu3anus CEKpeTHOTO 1€JI0IPON3BOICTBA B OPraHNU3ALIUY.
Opranuzanus KOHQUISHIHATBHOTO JIEJIONPOU3BOCTBA B OPraHU3AIIH.

Tembl KOHTPOJIBLHBIX 3aganuii Aas CPC

1.PaccMoTpeTh OCOOCHHOCTH OpPraHU3AIMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB CEKPETHOTO
JIEJIONIPOU3BO/ICTBA.

2.PaccMoTpeTh 0COOCHHOCTH OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIX JJOKYMEHTOB KOH(DHICHITH-
aIbHOTO JIEONPOU3BOJICTBA



3.JleTabHO O3HAKOMHUTBCS C TPYIIOH JTOKYMEHTOB KOTOpas BKJIIOYACT OPraHU3allMOHHO-
pacnopsAuTenbHas JOKYMEHTAIIHSL.

4.0O3HaKOMUTHCSI C IPABUJIAMU COCTABJICHUS 10JPKHOCTHOM MHCTPYKIIUEH.

5.PaccMotpeTts aTarnbl pa3paboTku mpukasa u Jip. JOKyMEHTOB.

6.03HaKOMHTBCS C MIPABUIIAMU COCTABJICHUS MPOTOKOJA M0 (hpopme ¢ coOM0IeHHEM OCHOBHBIX
PEKBHU3UTOB.

7.03HaKOMHTBCS C HH(OPMAIIMOHHO-CIIPABOYHON TOKyMEHTAIIUEH.

8.03nakomuthes ¢ 3akoHoM PK «O tpynme» ot 10.12.99 1. N° 493-1, cT. 9 3akoHa u oOmienpu-
HSATBIMU [IPaBUJIAMHU JIEJIONPON3BOCTBA.

9.03nakomuThCs co cT. 32-35 3akona PK «O tpyne» ot 10.12.99 r. Ne 493-1.

10. O3HakoMuUTHCS ¢ HHPOPMAITMOHHON JOKYMEHTAIIHEH.

11. O3HaKOMUTBCS C PACIOPAIUTEILHON JOKYMEHTAIIUECH.

12. O3HaKOMUTBCS € MPABUIIAMHU PETUCTPALMHU BXOIAIICH U UCXOSIIEH TOKyMEHTAIINH.

13. O3HaKOMUTBCS C HOMEHKJIATYpO# /e, ¢ pa3fesiaMd HOMEHKIIATYpHI.

14. O3HakoMuThCS € TpeOOBAHUAMHU K (POPMUPOBAHUIO TOKYMEHTOB.

15. O3HaKOMUTKCS C MOPSIIKOM PACIIONIOKEHUS TOKYMEHTOB B JINYHBIX JIeTIax.

16. O3HaKOMUTBCS CO CPOKAMHU XPAHEHUS TOKYMEHTOB.

17. O3HaKOMUTKCS C MPaBUIIAMH COCTABIICHHUS aKTOB HA YHUUTOXKEHUE.

18. TpeGoBaHus K COIEP)KAHUIO HOPMATUBHO-METOJMYECKUX JOKYMEHTOB IO 3aIIuTe MHQOP-
Maluu.

19. HopmaTuBHBIE TOKYMEHTHI, OIpeAeIIsIomune mopsiaok 3amuTs! UC.

20. Pa3zpaboTka HOpMaTUBHO-METOIMYECKOM OCHOBBI 3aITUTE HH(POPMALIIH.

21. OcHOBHBIE HOPMATHBHO-METOAMYECKUE JTOKYMEHTBI, HEOOXOJUMBIC Ui OPraHW3alUHU 3a-
IUTH HHPOPMAITUU

Kpurepun oueHk# 3HaHUI CTY/ICHTOB
3K3aM€HaHI/IOHHaﬂ OIICHKA 110 JUCHUIIIIMHEC OHpGIIGJI?IGTC?I KaK CYMMa MAaKCHUMAJIbHBIX ITOKAa3a-

TeJel YCIeBaeMOCTU MO PYOEKHBIM KOHTPOJsAM (10 60%) 1 uroroBoil arrecraiuu (KypCOBOU
MPOEKT) (10 40%) u coctasnsiet 3HaueHue 10 100% B coOTBETCTBUM ¢ TaOIMLIEH.

IMosmTHKA ¥ MpoLEAYPHI

[Tpu uzydennu qucuruinHbl «Cren. AucuuInHa |» mpoury cobmo1aTh Clieayore IpaBuia;

1. He oma3apIBaTh Ha 3aHATHSL.

2. He mpomyckaTh 3aHATHS 0€3 YBOXKUTEIHHOW MPHUUYMHBI, B cllydyae O0JE€3HU MPEIOCTaBISATh
CIPaBKy, B APYTUX CIydasx — 00BSICHUTEIBHYIO 3aITHUCKY.

3. imeTh Bce HEOOXOAUMOE JIJIsl TIPOBEACHUSI 3aHTHSL.

5. AKTUBHO y4acCTBOBAaTh B Y4€OHOM IIpoIiecce.

6. B cpok BBIIONHATE HEOOXOAMMYIO AJI OCBOCHUS TUCIUILIMHBI CAMOCTOSATEIBHYIO paboTy.

7. BBITH TEPIIUMBIMHU, OTKPBITBIMU, OTKPOBEHHBIMH ¥ JTOOPOKEIATSIIbHBIMA K COKYPCHUKAM H
MIpernoaBaTelIsIM.

I'pa¢uk BbINOJHEHUS U CAAYH 32JAHUH 10 JUCIHMILINHE

Pexkomen- TpoosmicH- Bamer
Bu KOHTpOIA Lenb u conepxanue qyemast TOIBHOCTE ®dopma KoH- Cpok
3a/IaHUS JTUTepaTy- TpOJIsS caun
pa BBIIIOJIHCHUA
1 2 3 4 5 6 7
[MpoBepka 3a- | HopmatuBHas 6asza | [1-25] 1 nenens | Texymuit | 1 Henmenst 1
nagnit CPC JIETTONTPON3BOJICTBA
3amura mabo- 1-25 1 uenens | Texymmit | 1 Henenst 3
o . HopmaruBHas 06a3za [ ] a ym a
paTopHOH pa-
60TLL JIeTIOTIPOU3BOJICTBA




1 2 3 4 5 6
[MpoBepka 3a- | Opranusarus  jge- | [1-25] 1 nenens | Texymuii | 2 Hemenst
nagni CPC JIOITPOU3BOJICTBA
3ammra nado- | Opranmzamms  jge- | [1-25] 1uenens | Texymmii | 2 Henens
paTopHOil pa- | JIOPOU3BOACTBA
00THI

O6mme  npasuma | [1-25] 1uenens | Texkymmii | 3 Hemens
IIpoBepka 3a- | HOATOTOBKHU u
nagni CPC obopmiieHUs  J0-

KYMEHTOB
T O6mme  npasuma | [1-25] 1uenens | Texkymmii | 3 Hemens

o MOJITOTOBKH u

patopHOU pa-
60TLL obopmiieHUs  J0-

KYMEHTOB

Oo6mras xapakrepu- | [1-25] 1 nenens | Texymuit | 4 Henmens
Mposepka 3a- CTHKa OpraHU3aIlH-
nanuii CPC OHHO" .

pactopsANTEILHOM

JIOKYMEHTAIIUU
[TpoBepka 3a- | Opranu3anOHHBIE [1-25] 1nenens | Texymmii | 5 Henens
nauui CPC JIOKYMEHTBI
[IpoBepka 3a- | Pacopsautenbubie | [1-25] 1nenens | Texymmii | 6 Henens
nauui CPC JIOKYMEHTBI

Oo6mras xapakrepu- | [1-25] 1 nenens | Texymuit | 6 Henmenst
3ammra 1a00- | CTUKA OpraHM3alu-
paTtopHOii pa- | OHHO-
00ThI pacnopsAUTENbHON

JIOKYMEHTaIu!
[Mucemennwiii | [IpoBepka  Teope- | [1-25] 1 koH- | PyGex- 7 Henens
oIpoc TUYECKUX 3HAHUU U KOH- TaKTHBIA | HBIU

MPAKTUIECKIX CIICKTBI Jac

HaBBIKOB JIEKIUI
Mposepka 3a- HNudopmannonHo- [1-25] 1nenens | Texymmii | 8 Henens
anmii CPC CIIPaBOYHBIC JOKY-

MEHTBI
3amura nabo- | MadopmanmonHo- [1-25] 1 nenens | Texymuit | 8 Hemens
paToOpHOW pa- | CIPaBOYHBIE JOKY-
OOTHI MEHTBI
[TpoBepka 3a- | JloroBopsl u 00s3a- | [1-25] 1uenens | Texkymmit | 9 Hemens
nmauui CPC TEJILCTBO
3amura vna60- JloroBopeI 11 06s3a- [1-25] 1 mepenst | Texymuit | 9 Henmens
PATOPHON DA~ | 1o nperno
O0THI
MpoBepka  3a- EH(I)OpMaLII/IOHHLIC [1-25] 1 venenss | Texymwmii | 11 Hene-
anmit CPC pacTopsIUTEIb- st

HBIE JOKYMEHTBI
3amuta nabo- | MadopmarmonHo- [1-25] 1 venenss | Texymmii | 11 Hene-
paTOpPHOM pa- | CIPaBOYHBIE JIOKY- s

0OTEI

MCHTBEI




1 2 3 4 5 6
Mposepka 3a- O6E)aGOTKa BXOI[SI: [1-25] 1 menenss | Texkymmit | 12 Hene- 1
nammii CPC mel u I/ICXOI[}IHI?I/I s
KOPPECTIOHICHIN I
Bammra nabo- | O6pabotka Bxoms- | [1-25] 1 menenst | Tekymuii | 12 Henme- 3
paTopHON pa- | WIEd U HCXOIALLEH st
0OTEI KOPPECTIOHICHIIUH
;[;)Ho;;%cgce.a HomenxnaTypa e [1-25] 1 wenenst | Texymmii JIB?; Hele 1
3amura Jjabo- [1-25] 1 venenss | Texymuii | 13 Heme- 3
patopHoil pa- | HomeHknaTypa nen s
0O0TBI
HpoBepKa TEOpETH- [1-25] 1 PY6C)K- 14 HEIe- 9
IIncbMEHHBIA | 4yecKkMX 3HAHHH W KOH- KOHTAaKTH | HBIM s
ompoc IPaKTUYECKUX HAaBbl- | CIEKTHI BIH Yac
KOB JICKIUHU
[IpoBepka 3a- | DopMHUpOBaHUE [1-25] 1 negens | Texymuii | 14 nene- 1
maaui CPC JIOKYMEHTOB B JIeJia s
3ammra UJ'Ia60— Dopyuposaie [1-25] 1 wenens | Texymmii | 14 Heme- 3
paTopHOil pa- TSt
6OTLL JIOKYMEHTOB B Jieja
IMoaroroBka u me- | [1-25] 1 negens | Texymuii | 15 nene- 1
[TpoBepka 3a- | peaada e B apXuB TSt
nauui CPC WM HAa YHUYTOXKE-
HHUE
Sammra naGo- [ToaroroBka u me- | [1-25] 1 negens | Texymuii | 15 nene- 2
. penada Jienn B apXuB TSt
patopHOi pa-
60TLL WIM Ha YHHYTOXKE-
HHUE
[1-25] 3uaca | UroroBeiii | B mepu- 40
Kypcosoii IIpoBepka  ycBoe- KOH- o1
MPOEKT HHUS TUCIUTIIHHBI CITEKThI ceccHu
JICKITHM

Cnucox OCHOBHOM JIMTEPATYpPHI

1. lomapes, B. B. 3ammra nnpopmanuu u 6e30macHOCTb KoMibloTepHbIX cucteM. KHUEB:
HuacodT, 1999. - 480 c.

2. JlenonpousBoactBo B Pecny6nuku Kazaxcran, mznanue 3-e, mepepaboTaHHOE. AJIMATHI,
2005r

3. CT PK 1042-2001 OpraHu3anuoHHO-pacropsauTeabHas JokyMeHTauus. TpeGoBaHus K
0(pOpMIIEHUIO IOKYMEHTOB

4. TlpaBmiia 3JE€KTPOHHOTO JOKYMEHTO000OpOTa rocydapcTBEHHbIX opraHoB PecrmyOmuku Ka-
3axcrad. [loctanosnenue [IpaButenscrBa Pecriyonmku Kazaxcran ot 17 anpens 2004 roma Ne 430

5. OO 37eKTPOHHOM JOKYMEHTE M 3JIEKTPOHHOU IudpoBoit moanucu. 3akoH Pecrybnuku Ka-
3axctan ot 7 ssuBaps 2003 roga N 370-11

6. MeTtoauueckue peKOMEHAAMu Mo pa3paboTKe HOMEHKIATYPHI Jiela HErocyIapCTBEHHON
opranu3anuu oT 21 aBrycra 2001 roma Ne 48

7. TunoBble paBuiIa JOKYMEHTHPOBAHUS U YIIPABICHUS JOKYMEHTAIMEeH B TOCYAapCTBEHHBIX
opranm3anusax Pecnyonuku Kazaxcran ot 29 anpens 2003 roga Ne 33

8. IlpaBuna 3J€KTPOHHOIO JTOKYMEHTOOOOpOTa rocyJapcTBEHHBIX opraHoB PecnyOimku Ka-
3axctaH oT 17 anpensa 2004 roma Ne 430



9. CT PK 1037-2001 AEJIOITPON3BOACTBO U APXNBHOE AEJIO

10. 3erkna J.I1., UBamko A.M. Kak nmocTpouTs 3amuieHHy0 HHPOPMAIIMOHHYIO CH-
cremy [lon nayunoit pegakmueit 3ersxaer [.I1. u [Tnaronosa B.B.— CI16: 1997. — 312 c1p., ¢ Ui
ISBN 5-88857-010X

11. 3akon Pecniy6nuku Kazaxcran "O6 undopmaruzamuu” ot 11.01.2007 N 217-3

12. Koncturymus Pecyonuku Kazaxcran 30 aBrycra 1995 rona

13. 3akon Pecny6muku Kazaxcran "O6 snektponHoii mognucu" ot 15 mapra 1999 rona
Ne 349-1

14. 3akon Pecriyonuku Kazaxcran "O rocymapctBeHHBIX cekperax " oT 15 mapra 1999

roma Ne 349-1

CHuCoK 10NO0JHUTEIbHOI JIUTEPATYPbI

15. [TocranoBnenue npasurenabctBa PK «O koopauHanuu paboThl o (HOPMHUPOBAHUIO
€IMHOr0 NH(POPMALIMOHHOTO NIPOCTPAHCTBA, HHPOPMATU3ALUH FOCYIapCTBEHHBIX yupekaeHUiD» OT
31 nexaOps 1998r. Ne1384

16. [TocranoBnenue mnpasutensctBa PK O Konuenuuu enuHoro uHQOpPMAIOHHOTO
npoctpanctBa PecriyOnuku Kazaxcran u mepax ee peanuzanuu» Ot 29 uronst 1998 r. Ne715

17. [TocranoBnenue npaButenbeTBa PK «O mopsiake KOHTPOIS 32 COOIIOIEHUEM HAIUO-
HAJIBHBIX CTaHAAPTOB 10 3amuTe nHpopmarum» Ot 3 utons 1998 r.

18. 3akon Pecnyonuku Kazaxcran «O nuuensupoBanum» ot 17 anpens 1995 r. N 2200,
(c m3menenusiMu ot 16.03.2001 N 164-11)

19. 3akon Pecnyonuku Kazaxcran «O06 aBTOPCKOM IpaBe U CMEXHBIX IpaBax»oT 10 aB-
rycrta.1996 r. Ne 6-1

20. VYronosubiit Kogekc ot 16 aBrycra 1997 r.Nel68-1.

21. 3akoH Pecniy0nuku Kazaxcran «O HOpMAaTHUBHBIX IIPABOBBIX aKTax» oT 24 map-

Ta 1998 r. Ne 213-1



MPOTPAMMA OBYUYEHUS 1O JUCUMUIIJIAHE JUISI CTYAEHTA
(SYLLABUS)

no auctimiuinae SD(I) 4311 «Cnern. qucuuruinaa |y

Monyns SD 29 «Criem. TuCIATIInH»

IToammcano k nmegatn 09.01.09 dopmat 60x90/16 Toc.m3m.ommir. Ne500t1.31.03.04

O6bem Y4.U3LIL Tupax JK3. ena norosopHast

(U3parenscTBO Kaparanmuuckoro rocyaapctBeHHoro Texaudeckoro YHuBepcutera. Kaparanma, Oynssap Mupa, 56)



