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2 |IIpakTHueckue 3aHATHS 4 4 8 4acoB
3 |Bcero aymuTOpHBIX 3aHATHI 10 8 18 4acoB
4 |3 HUX B HHTEPAKTHBHOH (popme 4 4 4acoB
5 |CamocTosTenbHas paboTa 26 127 153 4acoB
6 | Bcero (6e3 ax3amena) 36 135 171 4acoB
7 |IloaroroBka M cava HK3aMeHa 9 9 4acoB
8 | OO6mas TpyI0eMKOCTh 36 144 180 JacoB
5.0 5.0 3.E

KontponsHabie padotsr: 10 cemectp - 1
Ox3amen: 10 cemectp
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotokos Ne 1 oT« 9 » 1 2017 1
JIUCT COTJIACOBAHUIA

PaGouas nmporpamma cocTaBiieHa ¢ y4eTOM TpeOoBaHU# (eepalbHOTO TOCYIaPCTBEHHOTO 00pa30-
BaTeNLHOTO CTaHAapTa Bhiciiero oopazoBanus (PI'OC BO) no HampaBieHHIO MTOATOTOBKH (CIIEIIHATLHO-
ctn) 38.03.01 DxoHomuka, yrBepxkaeHHoro 12 Hosiops 2015 rona, paccMoTpeHa U yTBep K/JIeHa Ha 3ace/ia-

HUM Kaeapsl « _ » 20 ropa, npotokon Ne
Pazpabotunku:
Cr. npenoaBatens kad. MCHEKMEH-
Ta C. B. CmupnoBa
JlotieHT Kad. MEHEPKMEHTA K. H. Axcénona

3aBeayromumii odecreunBaronieii kad.
3KOHOMUKH M. B. PepkkoBa

Pabouast mporpamMma corsiacoBana ¢ (pakyabTeTOM, MPOGMINPYIONIEH U BBITyCKaIOIIeH Kadeapamu
HAaIpaBJICHUs MOJrOTOBKH (CIIEUATBHOCTH).

Hexan 3uB® H. B. Ocumos
3aBeayoNHii BRITYCKAIOMICH Kad.

HKOHOMUKH M. B. PrixkoBa
OKCIIepTHI:

TOTICHT Kad).MEeHEDKMEHTA T. A. PssGunkoBa
JlouieHT Kad.2KOHOMUKH JI. B. 3emiioBa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
dbopMHUpOBaHUE Y CTYIACHTOB MOHATUNA O COBPEMEHHOM JOKYMEHTAIIMOHHOM O0OECTICUeHUU JIesi-
TEJIbHOCTHU MPEANPUATHS, HABBIKOB MIPUMEHEHUSI MPAKTUUECKUX MPUEMOB U MPOUEAYP JTOKYMEHTHPOBA-
HUS B YIPABJICHUH, YMEHUS OPUEHTHPOBATHCS B OOMIMPHBIX CUCTEMAaX JTOKYMEHTOOOOpOTa M CIOCOOHO-
CTH CaMOCTOSITEJIbHO IPUHUMATh PEUICHUSI O MPUMEHEHUH COOTBETCTBYIOIIMX TEXHOJIOTUNA JOKYMEHTHPO-
BaHUS B KOHKPETHBIX CHTYaIUsIX

1.2. 3agaun QUCHUIINHBI

—  copMHpOBaTh Y CTYAEHTOB YETKOE TIPE/ICTABICHHE O HEOOXOMMMOCTH H POITH JOKYMEHTHPO-
BaHHUsI B ICATEIILHOCTA OPraHU3alui, IPEeIIIPUATUH, YUPEKICHUN;

—  03HAKOMHTH CTYJCHTOB C OCHOBAMH JIEONPOM3BOJCTBA U JOKYMEHTOOGOPOTA B OPraHH3aLly -
X, NPEAIPUATHN, YUPEKICHUN;

—  O3HAKOMHTH CTYJCHTOB C OCOOCHHOCTSIMH 3aLIUTHI CIYXeOHOH M KOH(DHICHIUANLHON HH-
dopmaruu, obecriedeHrne OTKPBITOro JIOCTYNa IPakKAaH K HH(POPMALUMU B COOTBETCTBUU C MOJOKEHUSIMHU
3aKOHOZATENbCTBA;

—  I0Ka3aTh POJIb M MECTO COBPEMEHHEIX CHCTEM 3JIEKTPOHHOIO JOKYMEHTOO00pOTa B AEATENb-
HOCTH OpraHU3aLMN, IPEAIPUATHH, YIPEKICHUN;

—  U3YYHTb NPUHIAIE! 3aIIUTH MHPOPMAIUH B CUCTEME 3IEKTPOHHOTO J0KYMEHT0000pOTa

2. MecTo nmucuuiiiuebl B cTpykrype OITOII
Jucuuminza «O01mii u 3MeKTpoHHbIN qokymMeHToobopoTr» (b1.B.JIB.1.1) otHOCHTCS K OnOKYy 1
(BapuaTHBHAs YacTh).
[TpeamecTBYOIMKUMU TUCHMIUIMHAMY, (POPMHUPYIOIIUMH HayallbHbIe 3HAHMS, SBISIOTCS CIETYIO-
mue qucuumuinHel: basel nanubix, Mudopmaruka, Ctatuctuka.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUS JUCHHUIIMHBI

[Tpouecc n3yueHus: AMCUUILIMHBI HaMpaBjieH Ha (JOPMUPOBAHUE CIEAYIOIIUX KOMIIETEHIUH:

— OK-4 cniocoOHOCTBIO K KOMMYHHUKAIIUK B YCTHOM U MUCbMEHHOU (hopMax HA PYCCKOM U UHO-
CTPAHHOM A3bIKaX JJIS1 pCHICHUA 3aJa4 MCXKIIMYHOCTHOT'O U MCKKYJILTYPHOT'O BBaHMOﬂCﬁCTBHH;

B pesynbrate n3ydeHus JUCIATUTHHBI CTYICHT JOJDKCH:

—  3HATh OCHOBBI JCIOIPOU3BOACTBA H DIEKTPOHHOTO IOKYMEHTOOOOPOTAa B OpraHM3allisX,
NpeINPHU-ITUSIX (YUPEKICHUSIX), COCTAB M XaPAKTEPUCTHKY MEPCIEKTHBHBIX HHPOPMAIMOHHBIX TEXHOJIO-
Uil B SKOHOMUKH. rOCYIapCTBEHHYIO TIOJIUTUKY B cepe JOKYyMEHTO000pOTa, SIEKTPOHHBIX JOKYMEHTOB
¥ JIEKTPOHHOTO JOKYMEHTOO60POTa; COBPEMEHHYIO HOPMATHBHO-METOIMYECKas 6a3a OpraHM3aliy pa-
OOTBHI C JIOKyMEHTaMHU B op-raHI/I3auI/H/I;~ COBpEMEHHBIE TPeOOBaHUS K OpPraHU3alluy, MPaBUIIa U HOPMBI
PaBoTHI C JOKYMEHTAMHM; OOLIHE MPUHIAIIE TOCTPOCHHS M CTPYKTYPY CHCTEMBI SIEKTPOHHOTO TOKYMEH-
T0060p0Ta;~ OpTaHU3aIMIO IEeATETLHOCTH apXUBHBIX CITYXkO.

—  yMeThb TPaMOTHO Pa3pabaThiBaTh YNPABICHUCCKHE TOKYMEHTBI, HCIIONIb3YeMBIE B ICATEIBHO-
CTH NPEANPHSTHIL;, COCTAaBIATH J€I0BBIC IHChMA JUIS CBOOOIHOIO ¥ PABHOIPABHOIO IMHCHMEHHOT0 001Ie-
HUS C Pa3IMYHBIMUA KOPPECIIOHIEHTaMU HpeL[HpI/IsITI/H?I;~ UCTIOJIb30BaTh B CBOEH MpOQeCCHOHATBLHON J1esi-
TeTBHOCTH MPHK/IAIHBIC IPOrPAMMHBIC CPE/I-CTBA M CPEICTBA OPITEXHUKH. HCIIOJIb30BaTh BO3MOKHOCTH
00IIero M JIEKTPOHHOTO JOKYMEHTOOOOPOTa AJIs MPUHATHS YIPABICHYECKUX PEIICHUH. HCIIOIb30BaTh
UH(POPMAIMOHHBIC CUCTEMBI U HH()OPMAIIMOHHOE CONPOBOXKIICHHE B IPO(EC-CHOHATBHOM IEATETLHOCTH

— BJIAJIeTh - HABBIKAMH COCTaBIICHUS U 0(hOpMIICHHS JOKYMEHTOB B chepe mpodhecCruoHAIBHOM
JesI-TEIbHOCTH, METOJIAMH U CPEICTBaMU TOyUEHUS, XpaHeHHs, 00paOOTKH MHPOPMAIUH, - HABBIKAMHU
HUCIIOJIb30BaHUA KOMHBIOTepHOfI TCXHHUKHU, ITPOrpaMMHO- I/IH(bOpMaI_[I/IOHHBIX CHUCTCM, KOMIIBIOTCPHBIX CC-
TEH; - HABBIKAMH UCIIOJIb30BaHHS AJICKTPOHHBIX CIIOCOOOB 0OMEHa MH(OPMAIMEH U CPEeNCTB UX obecte-
YCHUA, NPUMCHACMBIX B 9KOHOMUKHN

4. O0beM IMCHUIIMHBI M BU/IbI y4eOHOH padoThl
OO011ast TpyI0EMKOCTb JUCHUIUINHBI cocTaBisieT 5.0 3aUeTHBIX eIMHUILIbI U IIPECTaBIeHa B TaOIu -
ue 4.1.
Tabmuna 4.1 — Tpy10eMKOCTh AUCITUILUIMHBI

Bunbl yueOHO nesTeNIbHOCTH Bcero yacos CemecTpsl

CornacosaHa Ha noptane Ne 20459 3



9 cemecTp 10 cemectp
AynuTtopHble 3aHATUSA (BCETO) 18 10 8
Jlexuun 10 6 4
[IpakTnueckue 3aHATH 8 4
W3 HUX B HHTEpaKTUBHON (hopme 4 4
CamocrosTenbHas paboTa (BCero) 153 26 127
[TpopaboTka JIEKITMOHHOTO MaTepuaia 55 12 43
[ToaroroBka Kk MpakKTUYECKUM 3aHATHUSM, 78 14 64
CeMHHapam
BrInonHeHne KOHTPOJIBHBIX paboT 20 20
Bcero (0e3 ax3amena) 171 36 135
IloaroroBka u caada dK3aMeHa 9 9
OO61mas Tpy10eMKOCTh 4 180 36 144
3auetHble EauHuIb 5.0 5.0
5. Coneprxanue QTMCUMILTHHBI
5.1. Pa3znesnsl JUCHUIIMHELI 1 BUALI 3AHATHI
Pa3znenbl nMCUMIUIMHBL U BUJBI 3aHSATUN TTPUBEICHBI B Ta0uIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUN
<
= &
-
= & = 2
3 = 8 £ 2 =
= < o QL = 5
= o = S = O T
g > 4 S > 0
Ha3Banus pa3nenoB IUCHUTIIIMHBL 2 X 5 o 2 2 =
= 2 | &0 s g
= | 2 | 25| £:
> § M © e =
| z
@
9 cemecTp
1 Ilpenmer, conepskanue u 3aaauu Kypcea. [1o- 2 1 8 11 OK-4
HATHE ToKyMeHTa. CBOICTBa TOKYMEHTA.
Krnaccudukanus 10KyMeHTOB.
2 CtpykTtypa n1okymeHTa. TpeboBaHus K 1 1 10 12 OK-4
0 OpPMIIEHHUIO JOKYMEHTOB.
3 Cucremsl nokymeHntanuu. OpopmieHue 3 2 8 13 OK-4
yIpaBIeHUYECKUX JOKYMEHTOB.
Hroro 3a cemectp 6 4 26 36
10 cemecTtp
4 Opraamzarus padoTel ¢ JokyMeHTamu. Ho- 2 1 30 33 OK-4
MEHKJIaTypa Jell, METOIMKA €€ COCTABICHUS U
MPUMEHEHUS B MPAKTUUECKOMN JCSITEIIbHOCTH.
5 ®opMHUpOBaHUE U TEKYILEE XPAaHEHUE JCIL. 1 1 32 34 OK-4
[Ton-roroBka Aen Kk nepegaye v nopsiok
repeaayun el B apXuB AJis JaibHEHIIero xpa-
HEHUs
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6 Opranuzanus paboThl ¢ JOKYMEHTHPOBAH- 1 2
HOW MH(OpMAIHel OrpaHUuIeHHOTO JI0CTYIa
CucTteMbl 3IEKTPOHHOTO TOKYMEHTO000pOoTa

65

68

OK-4

Hroro 3a cemectp

4 4 127

135

Hroro

10 8 153

171

5.2. Conep:xanue pa3aesioB AMCUMIIMHBI (110 JEKIHSIM)

ConeprkaHue pa3ienaoB TUCIUILINH (TI0 JIEKIMSIM) IPUBEACHO B Tabmuiie 5.2.

Tabmuma 5.2 - ConeprkaHue pa3ieoB JUCIUILUIMH (TI0 JICKITUSIM)

HazBanus pa3acioB

Copeprkanue pa3JesioB TUCHUILTAHBI IO
JIEKLUAM

TpynoeMKoCTb,
q
dopmupyembie

KOMIIETCHIIN

9 cemecTtp

1 TIpeamer, coaeprxaHue u 3a/1a4u
Kkypca. [TonsTue nokymeHra.
CBoiicTBa TOKyMEHTA.
Knaccudukarus 10KyMeHTOB.

[lonsTHe, nenu u 3aa4u U3y4aeMou Juc-
uuIuiMHbL. [lenonpoussoactso. Pazsutue
U CTaHOBJIEHHE JIEN0Npon3BocTBa B Poc-
CuU. 3HAYEHUE U MECTO TOKYMEHTOB B
cucrteMme ynpasieHusllonaTne nokymeH-
ta. OyHkuuu J0KyMeHTOB. CriocoOsl J10-
KyMEHTHpOBaHMsl. MaTepualbHbIE HOCH-
Tenu uHdopmanuu. CBoCTBa TOKyMEH-
ta. Knaccudukanus 10KkyMeHTOB 110 pa3-
JUYHBIM Npu3HakaM. HopmaTtusHO-mIpa-
BOBas 0a3a JIOKyMEHTAllMOHHOTO o0ecTe-
YeHUsl yIpaBlieHUus] YHUPUKAIUSI U CTaH-
JapTu3anusl.

[\

OK-4

Hroro

2 Crpykrypa nokymenta. TpeboBaHus
K 0(pOPMIICHUIO TOKYMEHTOB.

TpeGoBanus k Oankam 10KyMeHTOB. [1o-
psAnoK pa3paboTku O1aHkKoB. OOITHE TpE-
O0BaHMS K JOKYMEHTaM, U3TOTOBJISIEMbBIM
C TIOMOIIBI0 TEXHUYECKUX CPEICTB .
PexBU3UTHI OpraHu3aliMOHHO- PaCIIOps-
JTUTENbHBIX JOKYMEHTOB. OCOOEHHOCTH
oopMIiTeHUs OTIENBHBIX PEKBU3HUTOB.

1 OK-4

Hroro

3 CucteMbl TOKyMEHTalUH.
OdopmieHne yrnpaBieHIECKHX
JTOKYMEHTOB.

OpraHn3annoHHO-PaCTIOPSANTEIbHAS 10~
KymeHTanus. MTHpopMamoHHo-cripaBoy-
HbIE€ TOKYMEHTHI. JIOKyMEHTUpOBAaHUE Je-
ATENBHOCTH KOJJIETHAIbHBIX OPTaHOB.
Cucrema miaHoBoi fokyMeHTanuu. Cu-
cTeMa OT4eTHOH JoKkyMeHTanuu. Kamapo-
Bas IOKYMCHTaLUA. OcHOBHEBIE BH/IbI
JIOKY-MEHTOB TI0 JINYHOMY cocTaBy. Cu-
cTeMa OyXrajaTepCKOW JOKYMEHTAIIHH.

3 OK-4

HUroro

Hroro 3a CEMCECTP

10 cemectp
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4 Opranuzarus paboThI ¢
nokyMeHTamu. HoMeHknatypa nen,
METOMKA €€ COCTABIICHUS U
MPUMEHEHUS B MPAKTUUYECKON
JEeSITebHOCTH.

[ToHsATHE «TOKYMEHTOOOOPOT» U €ro pa3-
Butue. OCHOBHBIE NTpaBUJIa OpraHU3aluu
JOKYyMEHTO000pOTa B OpraHU3aluu
(yupexnenun) . Cxema IBUKEHUS U TEX-
HOJIOTHs 00pabOTKU JOKYMEHTOB. YUeT
o0beMa TOKyMeHToo0opoTa. Peructpa-
sl TOKyMeHTOB. KOHTpob ucronHeHus
nokymeHToB.Homenkiarypa nein. Bunbt
HOMEHKatTyp Jein. TpeboBaHMs K COCTaB-
JIEHUI0 HOMEHKJIATyphl. 3ar0JI0BKU U UX
COCTaBJIeHUE B HOMeHKJarype nein. [lops-
JIOK COCTAaBJICHUS U YTBEPKACHNUS HOMEH-
KJIaTypsl Aei. TpeOGoBaHUS K 3alI0JTHEHUIO
(hopMBI HOMEHKJIATYpHI Jel. YCTaHOBIIe-
HHUE CPOKOB XpaHEHHUS Jell.

HUroro

OK-4

5 ®opMHUpOBaHUE U TEKYILEE
xpanenue nen. [lon-roroska nein k
repeaaye v NopsAaoK nepetadyu e B
apXWB IS JAIBHEHNIIETO XpaHEHUS

dopmupoBanue u opopmiienue aen. Op-
TaHW3AIUS OTIEPATHBHOTO XPaHEHHS JIeTT.
DKcnepTH3a IeHHOCTH T0KyMeHTOB. [1po-
BeJIeHUE AKCIIEPTH3bl IIeHHOCTH. OdopM-
nenue aen. OdopmiieHre 00I0XKKHU AeTa.
Cocranenne onucen. [lopsaok nepena-
YM JOKYMEHTOB Ha XpaHEHHUE B apXUB.

HUroro

OK-4

6 Opranuzanus paboTHI C
JIOKYMEHTHPOBAaHHON WH(pOpMaIueit
orpaHuuyeHHoro gocryna CucTembl
ANIEKTPOHHOTO IOKYMEHTO000pOoTa

Opranuzanust paboTsl C JOKYMEHTaMH,
KOTOPBIE OTHECEHBI K TOCYIapPCTBEHHBIM
cekperam. Opranuszaiys paboThl ¢ JOKY-
MEHTaMH, COJICPKAIIUMU KOH(PHICHITH-
anpHy0 nHpopmanuto. [IpaBa nocryna k
KOH(UICHIIMAIBHBIM JOKYMEHTaM Opra-
Huzanun. [lpuem perucrparust KoHPH-
JICHIIMATBHBIX TOKyMeHTOB. [leuaTanue,
pa3sMHOKEHHE U PaCChUIKA JOKYMEHTOB.
['pynmupoBKka UCTIONTHEHHBIX JOKYMEHTOB
B Aena. Vcrionb30BaHNe JOKYMEHTOB, €T
Y M3JIaHUH, CHITHE C JIeN Tprda orpaHu-
YEeHUS JOCTyNa. DIEKTPOHHBIH JOKYMEH-
TOOOOPOT. DIEKTPOHHO—TIU(pOBast MOI-
nuck. MOK (PKI) — uadpactpykrypa
OTKPBITHIX KITtouel. OpraHu3aliusi CHCTeM
AJIEKTPOHHOTO TOKYMEHTO000pOTA.
OCHOBHBIE TIOHSITHSI O CUCTEMaX JJICK-
TPOHHOTO IOKyMEHT0000poTa. OCHOBHBIE
ceoiictBa COJI. OOmas kmaccudukarus
CO/I. Ilpumeps! peanuzaiii CUCTEM
AJIEKTPOHHOTO IOKYMEHTO000POTA.

HUroro

OK-4

Hroro 3a cemectp

Hroro
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5.3. Pa3nenbl JMCHMILVIMHBI M MEKIMCUMILIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (MPeAbl Ty IIUMH)
U o0ecnieynBaeMbIMH (IMOCTEAYIOIIMMH) TUCHUILTHHAMHA
Paznmenpl MUCHUIUIMHBI M MEXIUCIUTUTMHAPHBIC CBSI3U C 00ECTICUMBAOIIMMHU (TIPEABIAYIIIUMH) U
obecrieunBaeMbpIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAME TIPEICTAaBICHBI B TabuIe 5.3.
Tabmuua 5.3 - Pa3nensl AUCHUIUIMHBI M MEKIUCIUILUTHHAPHBIC CBSI3U

Ne pasaciion HaHHOfI JAUCHUIUINHEBI, JJIS1 KOTOPBIX HCO6XOIII/IMO

HanMeHOBaHME TUCIMILINH H3y4YeHHE 00ECIICUMBAIONINX M 00SCIIEYMBAEMBIX TUCITUTIINH
1 2 3 4 5 6
[IpenmmecTByroNUE UCITUTUTHHBI
1 basbl maHHbBIX + +
2 Undopmaruka + +
3 CraTuctuka + + + + +

5.4. CooTBeTCTBHE KOMIIETEHIUI, GOopMUPYEeMBbIX NPU U3Yy4YeHUH TUCIUIINHDBI, U BUA0B 3aHATHH
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPU HM3YUYEHUHM IUCIUIUIMHBI, M BHIOB 3aHATHN
MpeICTaBICHO B Tabymiie 5.4
Ta6muia 5.4 — CooTBeTCTBHE KOMIIETCHIIMN U BUJIOB 3aHATUH, (POPMHUPYEMBIX TPU U3YYEHHH TUCIUILIH -

HBI
Bunwr zagsatuit

= g
)
= ¥
= = <
= = o,
':f [av} =
i 0 s
) = ) s

5 =k = o @DopMbI KOHTPOJIS
= = 3 S
5 = 2 :
= 2 S
>l I
4 Q
< Qo
e =
= s
@

OK-4 + + + Kontponsnas padora, Jk3aMeH,
Onpoc Ha 3anarusx, Tect

6. UnTepakTHUBHBIE MeTOAbI U GOPMBI OPraHU3aANUH 00yYeHUs1
TexHONMOruM MHTEPAKTUBHOTO O0YYEHHUs IpU PasHbIX (opMax 3aHATHI B 4acax MpPUBEICHBI B Ta-
omure 6.1
Tabmua 6.1 — TeXxHOIOTHU HHTEPAKTUBHOTO 00yUYEHHUS MPHU Pa3HbIX (opmax 3aHATHH B Yacax

WNuTepakTuBHBIC
Mertoapl MPAKTHYECKHUE Bcero
3aHSATHS
9 cemecTtp
Hroro 3a cemectp: 0 0
10 cemecTp
TTonckoBEIiT MeTON 2 2
Pemenue cutyallMOHHBIX 3a1a4 2 2
Hroro 3a cemecTp: 4 4
Hroro 4 4
7. JIaGopaTtopHbie padoThI
He npenycmorpeno PVYII
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8. [IpakTHYeckue 3aHATHSA (CEMUHAPBHI)
HanmMeHnoBaHMe MpakTUUECKUX 3aHATHH (CEMHUHAPOB) MpUBEIeHO B Tadmmie 8.1.
Tabmuua 8. 1 — HaumeHoBaHUE MPaKTUYSCKUX 3aHATHI (CEMUHAPOB)

3 z§
s | i
HanmMeHnoBaHME NPAKTHYECKUX 3aHATUN = )
Ha3zBanwus pa3szesos 7 =
(cemuHapoOB) 4 s 2
= a =
& o 2
= S}
9 cemecTtp
1 TIpeamer, conepxaHue v 3a1a4n Crannmaptuzanus oOpMIICHHs OpTaHHU3a- 1 OK-4
Kypca. [Tonstue nokymeHra. LIMOHHO-PACIIOPAIUTENBHBIX JOKYMEH-
CBoiicTBa IOKYMEHTA. ToBCO3/1aHKE HJIEKTPOHHBIX JOKYMEHTOB
Knaccudukanus 10KyMeHTOB. Wroro 1
2 CrpykTypa gokymeHTa. TpeboBanus | OpraHu3allMOHHbIE JOKYMEHTBI, UX CO- 1 OK-4
K 0)OPMIICHHIO JJOKYMEHTOB. CTaBJIEHHE U 0(hopMIICHHE
Uroro 1
3 Cucrtembl JOKyMEHTAIINH. CocTaB 1 co3gaHue pacnopsiAuTEIbHBIX 2 OK-4
OdopmieHne ynpaBieHIECKHX nokymeHnToB.TH(popMalmoHHO-CIIpaBoy-
JTIOKYMEHTOB. HBIE JOKYMEHTBI, UX COCTaBJIEHUE U
oopmienue
Hroro
Hroro 3a cemectp 4
10 cemectp
4 Opranuzarus paboThI ¢ PaboTa ¢ kaapoBoit JOKyMEHTaIUEH 1 OK-4
nokymeHntamu. Homenkiarypa nen, Wroro 1
METO/IKA €€ COCTaBJICHUS U
IIPUMEHEHHUS B IIPAKTUYECKOU
NeSITeIbHOCTH.
5 ®opMHUpOBaHUE U TEKYILEE Opranuzanus paboTsl C JOKYMEHTaMU. 1 OK-4
xpanenue nen. [loa-roroBka nen k XpaHeHue JOKYMEHTOB
nepeiae u NOpANOK NMepefatt AN B | o 1
apXuB JJIs JaJIbHEHIIETr0 XpaHeHus
6 Opranuzanust paboThI ¢ Cuctembl aBTOMATU3AIMH TOKYMEHTOO- 2 OK-4
JTOKYMEHTHpOBaHHOU uHpopMmalmeit | 6opotaPaboTa B cucTeMe 31eKTPOHHOTO
orpaHuyeHHoro gocryna CucTembl JTOKyMEHTOO00OpOTa
ANEKTPOHHOTO IOKYMEHTO000pOoTa Wroro
Hroro 3a cemectp 4
Hroro

9. CamocrosiTesqibHasi padoTa
Bunel camocrosiTensHOM paboThl, TPYIOEMKOCTh U (POpMHUpYEMble KOMIIETEHIIMH TPEICTaBICHbI B
tabmuue 9.1.
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Tabmuia 9.1 - Buasl caMoCTOSTETbHON paboThI, TPYIOEMKOCTh U (pOpMUpPYEMbIe KOMIIETCHLIUU

3 @]
2 z E
2 5 =
Bunael camocrosTensHON & > O
HasBanus pasnenos z 7 &5 @OpMBI KOHTPOJIA
paboThI B s 2
X | &3
a e g
= S}
9 cemecTtp
1 IIpenamer, conepxanue u | [loaroroBka K npakTuie- 4 |OK+4 Onpoc Ha 3aHATHSIX
3amaun Kypca. [lonsiTue | CKUM 3aHATHSIM, CEMUHA-
nokyMeHTta. CBoiicTBa pam
ﬁOKyMeHTa' [TpopaboTka TeKIHOHHOTO 4
naccuduKanus MaTepuaa
JIOKYMEHTOB.
HUtoro 8
2 Crpyktypa nokymenTa. |lloaroroBka K nmpakTuye- 6 |OK-4 Ornpoc Ha 3aHATHAX
TpeboBanus k CKHM 3aHSTHSAM, CEMHUHA-
0 OpMIIEHHUTO pam
KYMCHTOB.
AOKYMEHTO [TpopaboTka JIEKITMOHHOTO 4
MaTepuana
Hroro 10
3 CucreMbl IToaroroBka K npaxkTu4e- 4 |OK-4 Omnpoc Ha 3aHsTHX, Tect
JOKYMEHTAIIHH. CKUM 3aHATHUSAM, CEMUHA-
Odopmienne pam
YHpABJICHACCKUX [IpopaboTka TeKIIHOHHOTO 4
KYMCHTOB.
AOKYMCHTO MaTepuana
Utoro 8
Hroro 3a cemectp 26
10 cemectp
4 Opranuzarnus pabotel ¢ | [ToaroroBka k mpaxkTHye- 18 |OK-4 Onpoc Ha 3anatusx, Tect
JIOKYMEHTaMH. CKHM 3aHSTHSAM, CEMHUHA-
Howmenkunarypa nemn, pam
METOHK TaBJICHHUSI
CTO/HKA €€ COCTaRIC [IpopaboTka JTeKIIHOHHOTO 12
1 IPHMEHEHNA B Mareprana
MPAKTUYECKOU
EATEIIBHOCTH. HWroro 30
5 ®opmupoBaHue u [ToaroroBka k mpakTuue- 20 |OK-4 Onpoc Ha 3anaTusx, Tect
TEKyIIee XpaHEHHUE JIe. | CKUM 3aHSTHSIM, CEMUHA-
Ilon-roroBKka nen k pam
Tepeniatc u HOopsLoK [TpopaboTka TeKIHOHHOTO 12
Nepesiatn Al B apXUB JUIS |\ o epuana
JanbHENIIero XpaHeHus
Hroro 32
6 Opranuzanus padoTel ¢ | Beimonmnenne koutpoasHeix | 20 | OK-4 KonTponpHas padora,
JIOKYMEHTHPOBAHHOMN pabort Ompoc Ha 3ausTUAX, Tect
i [TogroroBka k mpakTuue- 26
TPaHUYCHHOT: T
OTPAHIHICHHOTO NOCTYHA | o1y i 3apsTisiM, ceMuHa-
CucreMsl 31EKTPOHHOTO pam
JIOKyMEHTO000pOTa
[IpopaboTka JTeKIIHOHHOTO 19
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Marepuaa
Hroro 65

Hroro 3a cemectp 127
IToxroroBka m cimada »K3a- 9 Ok3ameH
MCHa

Hroro 162

9.1. TeMbI KOHTPOJIBHBIX PadoT
1. TpeGoBaHus K TOKYMEHTUPOBaHHOW MHMOpMaIuu. YHUGUKAIUSA JOKYMEHTOB U TEXHOJOTHI
paboTsl ¢ TokyMeHTaMu. Opranuzanus padoTsl ¢ fokymMeHTaMu. Opranuzanus ciayx0osl I0Y u ee PpyHk-
Y. DIIEKTPOHHBIN TOKyMEHTOOOO0POT. JJOKyMEHTOOOOPOT BXOAAIIUX, UCXOSIINX U BHYTPEHHUX JIOKY-
MEHTOB (TepBUYHasi 00pa-00TKa, perucTpalvs, UCIIOJIHEHUE U KOHTPOJTb). CpOKU MCIIONHEHUS JIOKYMEH-
TOB.

10. KypcoBasi padota (mpoekT)
He npenycmotrpeno PVYII

11. PeiiTuHroBas cucremMa JJisi OHEHKH yCIIeBAeMOCTH CTYJICHTOB
He npenycmotpeno

12. YuyeOHO-MeTOAUYeCKOE U MH(OPMAIIMOHHOE O00ecneyeHHe TUCIMIINHBI

12.1. OcHoBHas JUTEpaTypa

1. JlokyMeHTalmoHHOE OoOecCrieueHne YIPaBICHUS U JACIONPOU3BOACTBO [TekcT] : yueOHHK st
6akanaspos / U. H. Ky3nenos. - M. : FOpaiit, 2012. - 576 c. - (bakanasp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuuue B Oubmuorexke TYCVYP - 26 3k3.)

2. KoH(uneHnnanpHOE IEIOMPOU3BOACTBO W 3AIIUIICHHBIA 3JICKTPOHHBIA JOKYMEHTOOOOpPOT
[Tekcr] : yueOnuk / H. H. Kynsie [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepab. u mom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas oubnumoreka). - bubmmorp.: ¢. 490-496. - ISBN 978-5-
98704-711-8 (nannuue B 6ubmmotexke TYCYP - 15 7k3.)

12.2. lonosiHUTeIbHAS JIUTEPATYpPa

1. JloKkyMEHTHpOBaHHE YyNpaBICHUYECKOM AedaTenbHOCTH : yueOHoe nocobue / XK. H. Akcenosna ;
®enepalibHOE areHTCTBO 10 00pa3oBaHMI0, TOMCKMI TOCYIapCTBEHHbIN YHUBEPCUTET CUCTEM YIIpaBiie-
HUS ¥ paanosnekTpouky, Kadenpa sxonomuxku. - Tomck : TMIJLO, 2006. - 119 c. : wi., Tabn. - bubau-
orp.: ¢. 119. (mammmuue B 6ubmotexe TYCVYP - 16 3x3.)

2. JIoOKyMEHTHpOBaHHE YIPaBICHUYECKOH NesTeabHOCTH: YdyeOHoe nocodue / Axcénona XK. H. -
2009. 194 c. [DnextponHsIil pecypc]| - Pexxum moctyna: https://edu.tusur.ru/publications/4875, nara 06-
pamenus: 24.05.2017.

12.3 YueOHO-MeTOAHUECKHE MOCOOUS

12.3.1. O0s3aTe/ibHbIE Y4eOHO-METOAMYEeCKHE MOCOOUs

1. OOmwmii 1 SNEKTPOHHBIA JTOKYMEHTO000pOT: MeTonnyueckoe mocodue 1o J1abopaTopHBIM 3aHs -
TUSIM U CaMOCTOsATeNbHOU pabote st cTyneHToB HampasieHui 080200.62 «Menemxment», 080100.62
«Oxonomuka» / AxcénoBa XK. H. - 2014. 40 c. [DnextponHslii pecypc] - Pexum npocryna:
https://edu.tusur.ru/publications/4874, nata obpamenus: 24.05.2017.

2. JIOKyMEHTHpPOBAaHHE YIPABICHUYECKOW NESITEIHHOCTH: MeToAnYecKre yKa3aHus K MpaKThde-
CKHM 3aHATHIM U TI0 camocTosiTelbHoi pabote / Akcénona XK. H. - 2011. 57 c. [DnexTpoHHBIN pecypc] -
Pexxum noctyma: https://edu.tusur.ru/publications/2389, nara o6pamenus: 24.05.2017.

12.3.2 YuyeOHO-MeTONMYecKHe TOCOOMS IJIs1 JIML € OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS
Y4eOHO-MeToquecKrue MaTepuabl sl CaMOCTOSTEIbHON U ayTUTOpHOM paboThl 0Oyyaromuxcs
U3 YMCJIa MHBAIHJOB MPEAOCTABIAIOTCS B (hOpMax, agalnTHPOBAHHBIX K OTPAHUYCHUSM WX 37I0POBbS H
BOCIIpUATHS HH(OpMALIUHL.
JL1s1 i1 ¢ HApYIIEHUSIMH 3PeHust:
— B (hOpMe IITEKTPOHHOTO JIOKYMEHTA;
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- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPHUPTOM.

JL1s1 JIMI ¢ HApYIIEHUSIMM CJIyXa:

- B ()OpME IITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHOU hopme.

JI1s1 1M1 ¢ HApYIIEHUSIMM ONIOPHO-ABUTaTe/ILHOI0 annapara:
— B (hOpMe DITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHoOU hopme.

12.4. ba3pl JaHHBIX, HH(POPMALMOHHO-CIIPABOYHbIE, IOMCKOBbIE CHCTEMbI M Tpedyemoe
NporpaMMHoe odecreyeHune

CrnpaBouHO-UHpOpMAITHOHHBIE cUcTeMBI «KOHCYmbTaHT +», «I"apanT.

http://www.gdm.ru — OdpunuansHbIil cailT ['mwiibaun ynpaBisironuX T0KyMEHTaIuen

http://www.gramma.ru - Kynerypa nucemMenHoi peun (pazaen « CTUIb JOKYMEHTa)

http://dogovor.helpery.ru — DnexTpoHHbIl cOOpHUK «OOpa3IThI JICTIOBBIX JIOKYMEH-

AW N —

TOB»

5. http://www.eos.ru — OdunuanbHpli cCalT KOMHAaHUU «DJEKTPOHHBIC O(DHUCHBIC CHUCTEMBD)
(pa3nen «O 1OKyMEHTO0O0POTE»)

6. http://www2.termika.ru/dou/enc - DHIMKIOTIEANS 1ETOTPON3BOJCTBA

7.  http://www2.termika.ru/dou/progr/issao.html - adpopmanmonHo-cipaBoYHasi CUCTEMa apXHB-
Hoit orpac-ymn (MCCAO)

13. MartepuajibHO-TEXHHYECKOE O0ecredeHue U CHUIINHbI
13.1. O61ue TpedOBaHNS K MATEPHAIbHO-TEXHUYECKOMY O0ecreYeHUI0 U CHUTITUHbI

13.1.1. MaTrepuaibHO-TEXHMYECKOE O0ecrevyeHue /sl JIEKIMOHHbIX 3aHATHH
st mpoBenieHns 3aHATUI JIEKIIMOHHOTO THIIA, TPYIITOBBIX U WHANBUYAJbHBIX KOHCYJbTAIUH, T€-
KYIIIETO KOHTPOJIS U MPOMEKYTOUHOM aTTECTAI[UU UCTIOBh3yeTCsl yueOHast ayIuTOpus, C KOJTMYECTBOM TIO-
CaJIOUHBIX MeCT He MeHee 22-24, 000pyAoBaHHAs TOCKOM W CTaHAApTHOW ydeOHO# mebenbro. Mmerores
HATJISIHbIE TOCOOUS B BUJIE MPE3CHTALIMI TI0 JICKIIMOHHBIM pa3/iesiaM JUCIUILTHHBL.

13.1.2. MaTepuaJibHO-TeXHUYEeCKOe oOecnevyeHue Il NPAKTHYECKUX 3aHATHI
Jns mpoBeneHUs MPaKTHYECKUX (CEMHHAPCKUX) 3aHATHH HCIONB3yeTcs ydeOHas aymuTOpus
(KOMIIBIOTEPHBIN KIIacc), pacmonokeHnHas no aapecy 634034, Tomckast obnacts, T. Tomck, yn.KpacHoap-
Metickas, 1. 146, 5 atax, ayn.503,505. CoctaB obopynoBanusi: YueOHas MeOenb; KoMIbIOTEpHI Kilacca He
Hmxe [I9BM INTEL Celeron D336 2.8 T. - 27 mit.; Kommnberoteps! nojkitoueHsl k cetu UHTEPHET u
00€eCTIeUnBarOT IOCTYM B DJIEKTPOHHYIO HH(GOPMAIIMOHHO-00pa30BaTeIbHYIO Cpely YHUBEPCUTETA.

13.1.3. MarepuajibHO-TeXHUYEeCKOe o0ecnedyeHne 1JIsl CAMOCTOSITeIbHOM PadoThI
s camocTosATeNnbHON paboThl yueOHast aymuTopus (KOMITbIOTEPHBIM KJ1acc), pacloIOKEHHas 1O
anpecy 634034, Tomckas obnacts, . Tomck, yn.Kpacnoapmeiickas, a. 146, 5 stax, ayn.503,505. Cocras
oOopynoBanusi: Yuebnas mebeinb; Komnbroreps! kinacca ve Hibke [IDBM INTEL Celeron D336 2.81T1. -
27 wmr.; Kommbrotepsl noakmtoueHbl k cetn MHTEPHET u oGecnieunBaroT 10CTYyMm B SJEKTPOHHYIO WH-
(opManmoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

13.2. MaTepuajibHO-TeXHHYECKOe oOecredeHre TUCUMIIIMHBI IS JIMI C OTPAHMYEHHbIMU
BO3MOKHOCTSIMH 3/10POBbS

OcBoenne mucuurmuivHbl guramMu ¢ OB3 ocymecTBiseTcst ¢ UCMOJIb30BAaHUEM CPEACTB OOydeHUS
00IIero U CIEUAIbHOTO Ha3HAUCHHUSI.

[Tpu oOy4yeHNH CTYAECHTOB ¢ HAPYLWIEHUSIMHU CJIyXa IPeIyCMOTPEHO MCIOIb30BaHUE 3BYKOYCHIIH-
BalOIEH amnmaparypbl, MYJIbTUMEIUWHBIX CPEACTB U APYIHUX TEXHUYECKUX CPENICTB MpHeMa/mepenadn
y4ueOHON MHGOPMAIMK B TOCTYIMHBIX (hopMax JIsl CTYJICHTOB C HAPYIICHUSIMU CITyXa, MOOMJILHOM CHUCTe-
MBI OOYYEHHSI JJIs1 CTYJCHTOB C MHBAJIUIHOCTHIO, MOPTATHBHOW MHIYKIIMOHHON CUCTEMBI. YueOHas ayiu-
TOpUSl, B KOTOPOM 00ydaroTCs CTYAEHTHI C HApyIICHUEM CilIyxa, 000pylI0oBaHa KOMITbIOTEPHON TEXHUKOM,
ayIMOTEXHUKOW, BUACOTEXHUKON, FJIEKTPOHHON JTOCKOH, MYJIbTUMEIUIMHON CUCTEMOM.

[Tpu 00ydeHHH CTYAEHTOB ¢ HAPYLIEHUSIMU 3PEHUSIMHU MTPEAYCMOTPEHO HUCIIOJIB30BAaHUE B JIEKIIH-
OHHBIX M yYEOHBIX ayIUTOPHSIX BO3MOXHOCTH MPOCMOTPA YIAJICHHBIX O0BEKTOB (HAmpuUMep, TEKCTa Ha
JIOCKE WJIU Cllaiifla Ha HKpaHe) MPH MOMOIIHM BUICOYBEIMUUTENEH A yAaJleHHOTO IPOCMOTpa.
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[Tpu 00y4eHHU CTYICHTOB ¢ HAPYLIEHHUSIMH ONOPHO-IBUIaTeJILHOIO aNNapaTa HCIOJIb3YIOTCS
aJbTEepHAaTUBHBIE YCTPOMCTBA BBOAA MH(OPMALMHU M JPyrue TEXHUUYECKUE CPEACTBA IpUeMa/Tepesaunt
yueOHO#l nH(popMalUU B JOCTYMHBIX (opMax Il CTyAEHTOB C HApYIICHHSIMHU OIOPHO-ABHIaTEIbHOTO

arnmapara, MOOMJIBHOM CUCTeMbI 0OYUEHUS IS JIFO/ICH ¢ MHBATUIHOCTBIO.

14. ®oH OLIEHOYHBIX CPEICTB

14.1. OcHoBHBbIE TPeOOBaHMA K (POHIY OLIEHOYHBIX CPEICTB U METOANYECKHE PeKOMEH1alluu
®DoH/T OIICHOYHBIX CPEJICTB M THUIIOBBIE KOHTPOJIBHBIC 3aaHMs, UCIIONB3YEeMbIC I OIICHKU ChOop-
MHPOBAHHOCTU M OCBOECHUS 3aKPEIUICHHBIX 32 JMCHUIUIMHOM KOMIETEHUHU MPU NPOBEACHUU TEKYLIEH,
MIPOMEKYTOYHOM aTTECTAIMH 110 AUCITUIUIMHE MPUBEICH B MPUIIOKEHUH K pabodeil mporpaMmme.

14.2 TpedoBanusi Kk (pOHIY OLEHOYHBIX CPEACTB JJIsl JIUI[ ¢ OTPAHUYEHHBIMHM BO3MOKHOCTAMU

3/10pOBbSI

Jns CTYZIeHTOB C MHBAIMIHOCTBIO TIPEYCMOTPEHBI IOMIOJTHUTEIbHbBIE OIIEHOYHBIE CPEICTBA, Mepe-
YeHb KOTOPbIX yKa3aH B TaOJMIIE.

Taboauua 14 — JlonoJHUTEIbHbIE CPEACTBA OLIEHUBAHUS /IJIsl CTYA€HTOB ¢ HHBAJWJIHOCTHIO

Kareropuu ctyneHToB

Buipl TONOTHUTEBHBIX OIICHOUHBIX
CpE/CTB

@opMbI KOHTPOJISL U OLICHKU
pe3yJIbTaTOB O0y4YCHUS

C HapymeHusiMu
ciyxa

TecTbl, NCEMEHHBIE CAMOCTOSTEIILHBIC
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PaOOTHI

[Ipenmy1iecTBEHHO MTUCHMEHHAS
IIPOBEpKa

C HapymieHusiMu
3peHus

ColecenoBanue 1Mo BOIIPOCAM K 3a4eTy,
OIIPOC 0 TEPMHHAM

[IpeumymieCTBEHHO yCTHAs TIPOBEPKA
(MHIMBUAYAIBHO)

C HapymeHusiMu
OIOPHO-
JBUTATEIILHOTO
ammapara

Pemenne qucTaHIIMOHHBIX TECTOB,
KOHTPOJbHBIC PAOOTHI, MMCEMEHHBIC
CaMOCTOSITeNIbHbIE pabOThI, BOIIPOCHI K
3aueTy

[IpeuMy11eCTBEHHO AUCTAaHIIMOHHBIMU
METOIAMU

C orpanuueHusIMHU 10
00IIEMETUITTHCKAM
[IOKa3aHUSIM

TecTbl, MUCbMEHHBIE CAMOCTOSITEIIbHBIC
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI

[IpenmyniecTBEHHO IPOBEPKA
METOAAMHM, UCXOJISI U3 COCTOSIHUS
00y4arouierocss Ha MOMEHT IPOBEPKHU

14.3 MeTtoauyeckue peKOMEHAAUMHU 0 OLEHOYHBIM CPeICTBAM JIJIfl JIMI ¢ OTPAHUYEeHHBIMH
BO3MOKHOCTSIMU 3/10POBbSA

Hns crynenToB ¢ OB3 npenycmaTtpuBaeTcst 1ocTymHas (popma MpeaoCcTaBICHHs 3aIaHA OIICHOY -
HBIX CPE/ICTB, a UMEHHO:

- B IeyaTHou opme;

- B IIeYaTHO! (hopMe ¢ YBEITHUYEHHBIM MIPUPTOM;

- B (hopMe AIIEKTPOHHOTO JIOKYMEHTA;

- METOJIOM YTEHHSI aCCUCTEHTOM 3aJIaHusl BCIYX;

- MPeIOCTaBJICHUE 3aJJaHus C UCIIOF30BAaHUEM CYPIOTIEPEBOIA.

CryneHTaM ¢ MHBIMJIHOCTHIO YBEIIMYMBAETCS BPEMsI HA IMOATOTOBKY OTBETOB HA KOHTPOJIbHBIC
BOMPOCHL. J[J151 TaKUX CTYAEHTOB MpelycMaTpUBaeTcs AOCTyMHas ¢popMma MpeaoCcTaBIeHUs OTBETOB Ha 3a-
JaHUs, & UMEHHO:

- MUCbMEHHO Ha Oymare;

- HaOOp OTBETOB HA KOMITBIOTEPE;

- HabOp OTBETOB C UCHOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- MIPEACTABICHUE OTBETOB YCTHO.

[Tporienypa olieHUBaHUS PE3yIHTATOB OOy4YEHHS MHBAIUIOB MO AUCIHILTUHE MpeaycMaTpuBaeT
npeaocTaBiieHne HHpopManuu B GopMax, aTaiTUPOBAHHBIX K OTPAHUYCHUSAM UX 37I0POBbS M BOCTIPHUSITHS
UHpOpPMaIUH:

JlJist M1 ¢ HAPYIIEeHUSIMU 3PeHMusI:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;
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- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPHUPTOM.

JL1s1 JIMI ¢ HApYIIEHUSIMM CJIyXa:

- B ()OpME IITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHOU hopme.

JI1s1 1M1 ¢ HApYIIEHUSIMM ONIOPHO-ABUTaTe/ILHOI0 annapara:
— B (hOpMe DITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHoOU hopme.

[Tpu HEOOXOMUMOCTH JIsi OOYUAIOIIUXCS ¢ UHBATUAHOCTHIO TPOLIEypa OLICHUBAHUS PE3YyJIbTaTOB
00y4eHUST MOXKET MPOBOIUTHCS B HECKOJIBKO ATAIOB.
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1. BBenenue

®onp ouenounsix cpeacts (POC) sBuseTcs NpuiIokKeHHEM K padoyeil mporpaMMe AUCHUTUTAHBI
(MpaKkTUKU) U TPEACTaBIAET CO00M COBOKYMHOCTh KOHTPOJIbHO-U3MEPUTEIbHBIX MaTepuajoB (TUIIOBbIE
3a/auMl (3a/1aHusl), KOHTPOJIbHBIE PaOOThI, TECTHI U JIP.) U METO/IOB MX MCIIOJIb30BaHMS, TPETHA3HAYSHHBIX
JUTSL U3MEPEHUS] YPOBHSI IOCTHKEHUS CTYICHTOM YCTAHOBJIEHHBIX PE3YJIbTATOB OOYUECHHS.

®OC no pucuuruivHe (IPaKTUKE) UCHOJIb3YETCs MPU MPOBEICHUH TEKYIIEro KOHTPOJIS yCIieBae-
MOCTH U IPOMEKYTOYHON aTTeCTalliu CTYICHTOB.

[Tepedens 3aKpeIICHHBIX 32 TUCHMILTMHON (PAaKTUKOM) KOMIIETEHIIUH MpuBeaeH B Tabmuie 1.
Tabmuna 1 — [lepedeHpb 3aKpEIUICHHBIX 33 TUCITUTIIMHON KOMIIETEHIIUN

Kon

DopMyaHpOBKa KOMIIETEHLIUU

Otanbl GOpMUPOBAHUS KOMIIETEHLIUH

OK-4

CIOCOOHOCTBIO K KOMMYHUKAIMH B YCTHOH U
MUCHMEHHON (hopMax Ha PYCCKOM U MHOCTpPAaH-
HOM $I3bIKax JUIsl pelleHHs 3a]1a4 MEeXJINY-
HOCTHOT'O M MEKKYJITYPHOT'O B3aUMOJIEHCTBUS

JloIKeH 3HaTh OCHOBBI JENONPOM3BOICTBA
U 2JIEKTPOHHOTO IOKYMEHTO000pOoTa B Op-
raHU3alUsX, TPEAPH-ATHIX (YIPESIKICHU-
5IX), COCTaB ¥ XapaKTEPUCTUKY MEPCIICK-
TUBHBIX HH()OPMAIIMOHHBIX TEXHOJIOTUH B
SKOHOMHKHM. TOCYIAPCTBEHHYIO HOIUTHKY
B cepe JOKyMEHTOO000pOTa, AIMEKTPOHHBIX
JIOKYMEHTOB U 3JIEKTPOHHOTO JIOKYMEHTOO-
6opoTa; COBPEMEHHYIO HOPMATHBHO-METO-
Jqudeckas 06a3a opraHu3anuu padoThI ¢ J0-
KyMEHTAMH B OP-TaHH3AIlMH; COBPEMEH-
HbIE TPEOOBAHMS K OpraHU3aLluH, TPaBHUIIA
¥ HOPMBI paBoThI ¢ JOKYMEHTaMH; 00Iie
[NPUHLUIBI IOCTPOCHUS U CTPYKTYPY CHU-
CTEMBI JIEKTPOHHOTO JJOKYMEHTO060pOTa;
opraHn3aluio ACATCIbHOCTH apXUBHBIX
CITyxO0. ; )

JloikeH yMeTh I'paMOTHO pa3pabaThiBaTh
yIpaBJICHYECKHE JOKYMEHTBI, HCIIOJTb3ye-
MBbBI€ B JCATCIBbHOCTU HpC,Z[I_IpI/ISITI/II\/JI;~ CO-
CTaBIISITh JICJIOBBIC TIHCHhMA JIJIsl CBOOOTHO-
r'0 ¥ PaBHOIPABHOTO MMCbMEHHOTO 001I1e-
HUS C PA3JIMYHBIMHA KOPPECTIOHCHTAMHU
TIpeIPUATHIAL, UCIIONB30BaTh B CBOGH HPO-
(beccroHABHOM JAEeSITETPHOCTH MTPHUKIIA/I-
HbIE TPOTPAMMHBIE CPE-CTBA M CPEACTBA
OPrTEXHHKH. HCIOJIb30BATh BO3MOKHOCTH
0O0IIEeTo U AIIEKTPOHHOTO JOKYMEHTO000PO-
Ta JIsl IPUHATHUS YIPABICHYECKUX pele-
HUil. UCIOJIB30BATh WH(GOPMAITMOHHEIE CH-
CTeMbI ¥ HH(POPMAITMOHHOE COMTPOBOK/IC-
HUE B podeCc-CHOHATBHON JACSITSILHOCTH |
Jlo/KeH BIasieTh - HABBIKAME COCTABIICHHS
1 opopmIteHUs TOKYMEHTOB B cdepe mpo-
(beccroHabHOW Aes-TeTbHOCTH, METOAaMHU
U CpEJCTBaMH I0JIy4€HUsI, XpaHEHUs], 00-
paboTku HHPOPMALINY, - HABBIKAMH HC-
M0JIb30BAHUS KOMITBIOTEPHOM TEXHUKH,
POTPaMMHO- HH(POPMAITMOHHBIX CUCTEM,
KOMITBFOTCPHBIX CeTefI; - HaBbIKaMH HC-
MI0JIb30BaHUS JICKTPOHHBIX CITIOCOOOB 00-
MeHa nHpopManueil u cpeacTB ux odecrne-
YCHUS1, IPUMCHSEMBIX B SKOHOMUKH ;
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OO0me XapaKTepUCTUKU TOKa3aTeled M KPUTEPHEB OLICHUBAHMS KOMIIETEHIMI Ha BCEX 3Tamax
MIpUBECHBI B TaOIHIIE 2.
Tabmuia 2 — O0mmue XapakTepUCTHKH MOKa3aTese U KpUTEpUEB OLIEHUBAHUS KOMIIETEHIIHIA 1O Taram

Iloka3arenu u
KpUTEpUHU

3HaTh

YMmeTb

Baanern

OTinuHO (BBICOKHI
YPOBECHB)

Ob6namaer (hakTUYECKUMU
¥ TEOPETHYCCKUMHU 3HAHU-
SIMHU B TIPEJIeNax u3ydae-
MOH 00J1aCTH C TOHUMAaHH-
€M I'paHull IPUMCHHUMOCTHU

Ob6namaer Auama3oHOM
NPAKTHYCCKUX YMEHHI,
TpeOyeMbIX Il Pa3BUTHUS
TBOPUYECKHX PEIICHUH, a0-
CTparupoBaHus MpoodIeM

KonTpomupyer padory,
IIPOBOJIUT OLIEHKY, COBEP-
LICHCTBYET JEHUCTBHUA pa-
00TbI

Xoporo (6a30BbIi

3HaeT (paKThl, IPUHIIHIIGI,

O6J1az(aeT JAHUAaIia3oHoOM

BepeT OTBCTCTBCHHOCTH 34

YPOBEHB) MIPOIIECCHI, OOIIHE MOHSA- | PAKTHYECKUX YMEHUH, 3aBepIleHHE 3a]a4 B HC-
THS B IIpeJieNiaX u3yyae- | TpeOyeMBbIX sl pelieHusl | CIeI0BaHuH, IpHucrocad-
MOH 007acTH OIIPEEIEHHBIX IPOOJIeM B | TMBACT CBOE TOBEJICHNE K

00JIaCTH UCCIIEIOBAHUS 00CTOSITEHCTBAM B pellie-
HUU TpobIeM

VYnosnerBoputens- | Obnagaer 6a3oBbiMU 00- | OGs1aaeT OCHOBHBIMU Pabotaer npu npsimom Ha-

HO (ITOPOTOBBIN LUMU 3HAHUSMU YMEHUSIMH, TpeOyeMbIMH | OJIF0JCHUU

YPOBEHbB) IS BBITTOJTHEHUS IPOCTHIX

3aaa4

Tadmmua 3 — Draresl

2 Peaun3anuss KOMIETeHIHMI

2.1 Komnerennusa OK-4

OK-4: crnocoOHOCThIO K KOMMYHHKAIIMM B YCTHOM M MUCHhMEHHOW (hopMax Ha PYCCKOM U HHO-
CTPaHHOM SI3bIKaX JIJIsl PEIICHUS 33729 MEAKITMYHOCTHOTO M MEXKYJIBTYPHOTO B3aUMO/ICHCTBHUS.

Jnst popmupoBaHus KOMIIETEHIIMH HEOOXOMMO OCYIIECTBUTH P/l TANOB. DTambl (HOPMUPOBAHUS
KOMIICTCHIIMH, MPUMEHSEMbIC JJISI STOTO BHJBI 3aHATUNA W MCIOJB3YEMbIC CPEACTBA OIEHUBAHMS TIPE]I-
CTaBJIECHBI B TaOJIHUIIE 3.
OPMHPOBAHUSI KOMIIETSHIIMH M HCIIOIb3YEMbIC CPEICTBA OLICHUBAHUS

CocTasn

3HaTh

VYMeTh

Bnanets

Copeprxanue dTa-
OB

OCHOBBI JIEJIOTIPOU3-
BOJICTBA U JIEKTPOHHOIO
JTIOKyMEHTO000pOoTa B Op-
raHM3aLUsAX, TPEANpH-
ATUAX (YUPEXKIEHUSAX), CO-
CTaB U XapaKTEPUCTUKY
MePCIIEKTUBHBIX UH(DOP-
MAaIMOHHBIX TEXHOJIOTH B
SKOHOMHKH. TOCY/ap-
CTBEHHYIO MOJIUTHKY B
chepe 10KyMEeHTO0O0PO-
Ta, NEKTPOHHBIX JTOKY-
MEHTOB U 3JIEKTPOHHOTO
JIOKYMEHT0000pOTa;
COBPEMEHHYIO HOpMa-
THUBHO-MeTONuecKas 6a3a
OpraHu3alu padboThl ¢
JIOKYMEHTaMH B Op-TaHU-
3aIMK; COBPEMEHHBIE Tpe-
00BaHMS K OpraHu3aluy,
NpaBUJIa U HOPMbI PaOOTHI
C IOKyMEHTaMu; o011ue

IrPaMOTHO pa3pabaThIBaTh
yIpPaBICHUECKHUE TOKY-
MEHTBI, UCTIOJIh3yEeMbIC B
NesITebHOCTH MPEANPHSI-
TI/II\/'I;N COCTAaBJISATh CTIOBBIC
MUChMa 17151 CBOOOIHOTO U
PaBHOIPABHOTO IMUCHMEH-
HOTO OOILEHUS ¢ pa3Iuy-
HBIMH KOPPECIIOHICHTaMHU
TIPEIPHUATHI; HCIIOIB30-
BaTh B CBOEH Mpodeccro-
HaIbHOU AESITETbHOCTH
MIPHUKJIATHBIC TPOTPaMM-
HBIE CpPENI-CTBA U CPEJICTBA
OPITEXHUKH. HCIIONb30-
BaTh BO3MOXXHOCTH OOIIIe-
T'O H DJIEKTPOHHOTO JIOKY-
MEHTO00OpOTa ISl IPUHS-
THUS YIIPABICHUYECKHUX Pe-
LICHHU. HCMONb30BATh UH-
(hopMaIOHHBIE CUCTEMBI
U MH(pOpMaIMOHHOE CO-

HaBBIKAMU COCTABIICHUS U
oopmiieHUs TOKyMEHTOB
B c(pepe nmpodeccuoHab-
HOM J1e-TebHOCTH, METO-
JaMH ¥ CPENICTBAMU TIOTY-
YeHUs1, XpaHeHHsl, o0pa-
00TKH UHpOpMAIHH, - Ha-
BBIKAMU UCIIOJIb30BaHUS
KOMIIBIOTEPHOU TEXHUKH,
IpOrpaMMHO- HH(pOpMa-
IIUOHHBIX CUCTEM,
KOMIBIOTEPHBIX CETEH; -
HaBBIKAMU HCIIOJIb30BAHUS
3JIEKTPOHHBIX CLIOCOO0B
oOMeHa uHpopmanuen u
CPEICTB HX Oo0ecreueHus,
MIPUMEHSIEMBIX B YKOHOMHU-
KU
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TIPUHITHITBI IOCTPOCHUS U
CTPYKTYPY CUCTEMBI JICK-
TPOHHOTO TOKYMEHT0000-
pOTa; OpraHM3aIHIO Jes-
TEJIbHOCTU apXHUBHBIX

CITY k0.

MPOBOXKCHUE B TIpodec-
CHOHAJILHOU JIEATEIHLHO-
CTH

Bunwl 3austui

* [IpakTryeckue 3aHs-
THS;

o Jlexnum;

* CamocTrosTenbHas pa-
ooTa;

* lHTEepaKkTHBHBIC MPaK-
THYECKHUE 3aHATHS;

* [IpakTuueckue 3aHs-
THS,

e Jlekumu;

* CamocTosiTenbHas pa-
0oTa;

* HMHTepakTUBHBIC MTpaK-
THYECKHUE 3aHATHS;

» CamocrosTenbHas pa-
ooTa;

* lHTepaKTUBHBIE IPaAK-
TUYECKHUE 3aHATHS,

Hcnonb3yembie * Kontponwsnas pabora; | * KoHTposibHast pabota; | * DK3aMeH;
CpPE/ACTBA OLCHMUBA- | ¢ OmNpoc HA 3aHITUSAX; * Omnpoc Ha 3aHATHSIX;
HUA e TecT; * TecT;
e DK3aMeH; * DK3aMeH;

dopMynTMpoBKa MOKa3aTesie U KPUTEPUEB OIEHWBAHUS JAHHOW KOMIIETCHIIMU MPHUBEICHA B Ta-
omuie 4.
Tabmuma 4 — [lokazarenan U KpUTEPUH OIEHWBAHMSI KOMIIETEHIIMU Ha dTamax

CocTasn 3HaTh YmMmeTs Bnanets
OtinyHO * TpPaMOTHO pa3pabarbl- | * CBOOOJHO BiIaJeeT Ha-

(BBICOKHI YPOBEHB)

* TpaBWJIa U HOPMBI pa-
0OTEI C I[OKYMCHTaMI:I,
COCTaB M XapaKTePUCTH-
Ky MEePCIIEKTUBHBIX WH-
(hOpMAITMOHHBIX TEXHO-
JIOTHH B BKOHOMI/IKI/IT ro-
CYAapCTBEHHYIO MOJIUTH-
Ky B c(hepe TOKyMEHTOO-
00poTa, AMEKTPOHHBIX
JIOKYMEHTOB U DJICK-
TPOHHOTO JTOKYMEHTOO-
60pOTa; COBPEMEHHYIO
HOPMaTUBHO-METOANYC-
ckast 0aza opraHu3aiuu
paboTHI ¢ TOKyMEHTaMHU B
OpraHM3aIiH; COBpe-
MEHHbIE TpeOOBaHUS K
OpraHu3aIu, O0IIHe
MIPUHIIUITBI TOCTPOCHUS U
CTPYKTYPY CHUCTEMBI
AIIEKTPOHHOTO IOKyMEH-
T0060pOTa; OpraHm3a-
U0 JACSITENLHOCTH ap-
XUBHBIX CITYXO;

BaTh YIPaBJIEHYECKHUE J10-

KYMEHTBHI, HCTIOJIb3yeMbIe
B JICSITENILHOCTH TpeJi-
NPUATHH, ICHO hOpMyITH-
pOBaTh COOCTBEHHYIO T10-
3ULUIO TI0 BaXKHEUIIIUM
JTUCKYCCHUOHHBIM BOMPO-
caM TeOpHH yIpaBIICHU-
S.LACTIONB30BaTh HHPOP-
MAI[MOHHBIE CUCTEMBI U
nH(}OpPMAITMOHHOE CO-
MIPOBOXKIEHHE B mpodec-
CHUOHAJIBbHOHN OESATEILHO-
CTH;

BBIKaMH paOOTHI HA TEp-
COHAJILHOM KOMITBIOTEPE
JUISL TIOATOTOBKH 3JIEK-
TPOHHBIX JOKYMEHTOB,
METOAAMHU U CPEICTBAMHU
TIONTyYSHUS], XPAHCHUS,
00paboTku MHGOPMAIIHH,
CIOCOOCH OIICHUBATh B3a-
MMOJICHCTBUE OpraHu3a-
LUI U OPraHOB IOCyJap-
CTBEHHOT'O U MYHUIIU-
MAJTBHOTO YIIPABJICHUS B
00J1aCTH TOKYMEHT0000-
poTa. METOAaMU MIPHUHS-
THUSI OPraHU3aI[IOHHO-
yIpaBIeHUYECKUX pelle-
HUH B TpoQeCcCHOoHATb-
HOM IeATEIHOCTU Opra-
HH3aIUH, CLIOCOOHOCTRLIO
K KOMMYHHUKAITUH B YCT-
HOM ¥ MUCHbMEHHOU (op-
MaX Ha PyCCKOM M MHO-
CTPaHHOM SI3bIKax JJIs
pElIeHUs 3a/1a4 MEeXKIINY-
HOCTHOTO M MEXKYJBTYp-
HOTO B3aHMOJCHCTBUS,

Xoporto (06a30BbIN
YPOBEHD)

¢ HMCCT NPEACTABIICHUC
O OCHOBHBIC ITOHATHA
COBpPEMEHHBIX DKOHOMHU -

* yMeEeT KOPPEKTHO BBI-
paxaTb U apryMeHTUPO-
BaHHO 00OCHOBBIBATH IT0-

* KOMIIETEHTEH B pa3-
JUYHBIX CUTYaIUsX;
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4eCcKuX HH(pOpMaIHOH-
HBIX CUCTEM, TCHACHIIUAX
UX Pa3BUTHS, & TAKKE UX
KOHKPETHBIX pean3aliu-
SIX METOJIBI M CPE/ICTBA
00pabOTKH IKOHOMUYE-
CKHUX JIaHHBIX;

JIOXKEHHS MTPEIMETHOM
001acTy 3HAHUS,

VY I0BIETBOPUTEIIBH
0 (ITOpOroBHIT
YPOBEHD)

* OCHOBBI JICTIONIPOU3-
BOJICTBA U 3JICKTPOHHOTO
JIOKYMEHTO000pOoTa B Op-
raHu3aIusx,;

* yMeeT IpPEeACTaBIATh
pe3yabTaThl CBOEi pabo-
ThI;

* BJIaJICET IIOBEPXHOCT-
HBIMU HaBbIKaMU pabOThI
C KOMIIBIOTCPHBIMHU CCTA-
MU, TOUCKOBBIMU CHCTE-
MaMmH, croco0eH Kop-
PEKTHO IIPOBECTH aHAIIN3
MPENOCTABICHHOM JI0KY-
MEHTAlNH;

3 TunoBbie KOHTPOJILHBIE 32 IaHUSA

Jlis peanu3anuy BbILICNIEPEUUCIICHHBIX 3a7jad 00y4eHHUsI MCIIOIb3YIOTCS TUIIOBBIE KOHTPOJIbHBIE
3aJlaHUs WIM UHbIE MaTepHhalibl, HEOOXOAMMBIE JIJIsl OLIEHKH 3HAHUI, YMEHUH, HABBIKOB U (MJIM) OIbITA JIe-
ATEJIbHOCTH, XapaKTePU3YIOUINX 3Tanbl (JOPMUPOBAHUS KOMIETEHLUI B MpOIECCe OCBOEHHs 00pa3oBa-
TENBHOU IIPOTPaMMBI, B CIEIYIOIIEM COCTABE.

3.1 TecToBBIC 3a0aHUA

— 1. /lara nokymeHTa — 3T0:

A) nata ero noAmnucaHus, IPUHATHS

— B) nara ero coctaBneHus
— C) nara ero noAnucaHus, IPUHATHUSA, YTBEPXKICHUS, COCTABIICHUS, 1aTa COOBITHS

D) nara co6biTus

— 2. JlokyMeHT, pUKCUPYIOIIUN XOJl 0OCYX/IE€HUS BOIPOCOB U MPHUHSITHUS PEIICHUN Ha cOOpaHu-
AX, 3aCEIaHUAX, COBEIIAHMUAX U T.IL:

— A) oObgcHUTENIbHAS 3allUCKa

— B) noknagnas 3ammcka

— CO)akr

— D) nporokon
— 3. Eciu pacniopsiiuTenbHas 4aCTh TEKCTAa HAYMHAETCS CIIOBAMHU “‘00sI3bIBAI0”, TO ATO

— A) mpukas

— B) 3asBnenue
— () pacniopspkeHue
— D) ykazanue

3.2 TeMblI OIPOCOB HA 3AHATHAX
— Co3zanue 2IEKTPOHHBIX TI0KYMEHTOB
— HMudopmanmoHHO-CIpaBOYHbIE TOKYMEHTHI, UX COCTABJICHUE U OPOPMIICHHE
— Opranuzanus paboTsl ¢ TOKyMEHTaMU. XpaHeHUe JOKYMEHTOB
— Palora B cucteme 31eKTPOHHOTO TOKYMEHTO000pOoTa

3.3 TeMbI KOHTPOJIBbHBIX PadoT
— TpeGoBaHusi K JOKYMEHTUPOBAaHHON WMH(pOpMaLuu. YHU(PHUKALUSA JTOKYMEHTOB U TEXHOJIOTUI
paboThI C TOKYMEHTaMHU.
— Opranuzanus paboTsl ¢ JokyMeHTaMu. Opranuszanus cryxos1 JJOY u ee pyHKIUN.
— DJeKTPOHHBIN TOKYMEHTOOOOPOT.
— JloKyMeHTOO00pOT BXOSIINX, MCXOAANIMX M BHYTPEHHUX IOKYMEHTOB (IepBHYHas oOpa-
00TKa, perucTpaIys, UCTIOTHEHUE U KOHTPOJIb). CPOKH NCTIOHEHHUS IOKYMEHTOB.
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3.4 Jxk3aMeHallIOHHbIE BONPOCHI

— 1. OcHOBHBIC TIOHATHS U OMPEIEICHUS ICTOTMPOU3BOJACTBA. JJOKYMEHT U TOKYMEHTOOOOPOT. 2.
Ponb nokymenToB B obmmecTBe. @yHKIIUM TOKYyMEHTOB. 3. TpeOoBaHUs K TOKYMEHTHPOBaHHOK HH(OpMa-
UK. YHU(UKAIKSA JOKYMEHTOB M TEXHOJOTHI paboThl ¢ fokyMeHTaMu. 4. KOpunndeckas cuia TOKyMeH -
ToB. ObecneyeHre IPUINIECKON CUITbl TOKYMEHTOB Ha OyMa)KHOM M MalIMHHOM HocuTensx. 5. Knaccu-
¢uKanMyu JOKYMEHTOB, HCHOJb3yeMblEe B MPAKTUKE AEIONPOM3BOACTBA. 6. HopmaruBHO-MeTOmMYECKas
0a3a nenornpousBoacTBa. HopMaTuBHbBIE MPAaBOBBIE aKThI, TOCYIAPCTBEHHBIE CTAHAAPTHI, KJIACCH(PUKATOPHI
U Jpyrue HOPMaTUBHBIC TOKYMEHTHI. 7. YHu(uuupoBaHusie cucremsl nokymentanuu (Y C/). Onpenene-
Hue u HazHadenue YCJl. [Tpumepsr YC/I. 8. Cuctema opraHu3aiiiOHHO-paCOPAIUTEIIBHON TOKYMEHTA -
mun (OPI). 9. CocraBnenne u opopMIICHHE OpPraHU3alMOHHO-PACTIOPSIUTEIbHBIX JOKYMEHTOB. Bubl
n0-KyMeHTOB. Jlorndeckasi cTpykTypa Tekcra qokymeHToB. 10. CocTtaBienue u opopmiieHue HHGpopMalm-
OHHO-CIIPABOYHBIX JOKYMEHTOB. Buabl nokymeHToB. Jlornueckas CTpyKTypa TEKCTa JTOKyMeHTOB 11.
dopmupoBaHue u TeKyllee xpaHeHue aen 12. Opranumzaiust paboThl ¢ JoKyMeHTaMmH. OpraHu3anus
ciyx0b1 IOY 1 ee pynkiun. 13. JIokyMeHTOOO0POT BXOAAIINX, UCXOAALINX U BHYTPEHHUX JOKYMEHTOB
(mepBuyHast 00paboOTKa, PETUCTpalUs, UCIIOJHEHUE U KOHTPOJb). CpOKM HCIONHEHUS JTOKYMEHTOB. 14.
Peructparmonnsie GpopMbel 1 0COOEHHOCTH MX HCIONb30BaHUA. 15. OCOOCHHOCTH BENCHHUS NIEIOIPOU3-
BOJICTBA MO oOpaieHusiM rpaxnaad. 16. Homenknarypa aen opranuzauuu. Haznaduenue, mopsiiok paspa-
0oTku u BeneHus. Jlornue-ckas cTpykTypa qokymenta. 17. Opranusanust paboThl ¢ TOKYMEHTUPOBAHHOMN
uHbopMaieil orpanruueHHOro noctymna. 18. OCHOBHBIE perflaMeHTHPOBAHHbIE MPOLIEAYPhl pabOTHI C J0-
KyMEHTaMH B BEJOMCTBEHHOM apxuBe (¢dopmupoBaHue, ohopMiIeHHE U XpaHEHHE [ell, IKCIepTH3a
LIEHHOCTH JIOKYMEHTOB, Tiepesiaya B apxuB). 19. Buabl cuctem aBToMaTu3auu paboThl C JOKYMEHTaMH U
X (YHKIIMOHATbHBIE BO3MOKHOCTH. 20. DIEKTPOHHBIA JOKYMEHTOOO0O0pOT. 21. DnekTpoHHO—IM(poBas
MOJITHUCH.

4 MeToauuecKkue MaTepHaJibl
s obecnieueHust mporecca 0Oy4eHHs M PEIICHUs 3ajad 00y4YeHHUs] UCTIOIB3YIOTCS CICAYIOIIHNE
MaTepHUaIbI:
— METOIUYECKHUE MaTepUaIIbl, ONPEICSIISIONINE MPOIEIypPhl OLICHUBAHUS 3HAHHUMA, YMEHHIA, HaBbI-
KOB U (MJTH) OTIBITA JIEATEILHOCTH, XapaKTEePU3YIONIUX ATalbl (Op-MUPOBAHUS KOMIIETECHITUH, COTJIACHO TI.
12 paboueit mporpaMmsl.

4.1. OcHoBHas JUTEpaTypa

1. JlokyMeHTallmoOHHOE OOecrieueHne YIpaBIeHUs U JAeTONpPON3BOACTBO [TekcT] : yueOHHK ams
6akanaspos / U. H. Ky3nenos. - M. : FOpaiit, 2012. - 576 c. - (bakanasp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuune B oubmorexke TYCVYP - 26 3k3.)

2. KondunenmuaapbHoe AETONPOU3BOJICTBO U 3AIMUIICHHBIN SJEKTPOHHBIA JTOKYMEHTOOOOPOT
[Texcr] : yueOnuk / H. H. Kynsies [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepa6. u nom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas 6ubnmoreka). - bubnmorp.: c. 490-496. - ISBN 978-5-
98704-711-8 (manuuue B 6uomoteke TYCVYP - 15 3k3.)

4.2. JlonotHUTEIbHAS JUTEpPaTypa

1. JloKyMEeHTHpOBaHHE YIPABICHYECKOH AeaTenbHOCTH : yaeOHoe mocodue / XK. H. Akcenosna ;
denepanbHOEe areHTCTBO MO 00pa3oBaHUIo, TOMCKUI TOCYIapCTBEHHBIH YHUBEPCHTET CHCTEM YIIpaBlie-
HUS U paanolnekTponuku, Kagenpa sxkonomuku. - Tomck : TMIZIO, 2006. - 119 c. : wi., Tabmn. - bubau-
orp.: ¢. 119. (manuuue B 6nbmorexe TYCVYP - 16 3k3.)

2. JIOKyMEHTHpPOBAaHHE YIPAaBICHUYECKON NesATeNbHOCTH: YdyeOHoe nocobue / Axcénosa XK. H. -
2009. 194 c. [OnexrponHslii pecype] - Pexxum noctyma: https://edu.tusur.ru/publications/4875, cBobon-
HBIH.

4.3. O0s13aTesibHbIE Y4eOHO-MeTOoAUYeCKHe NM0CO0us

1.  OOuwmii 1 AMEKTPOHHBIN JOKYMEHTO000pOT: MeToanueckoe nmocobre mo 1aboparopHbIM 3aHs -
THSM U CaMOCTOSITENbHOU padoTe s ctyaeHTtoB HampasieHuid 080200.62 «Menemxment», 080100.62
«Oxonomuka» / AxcénoBa K. H. - 2014. 40 c. [DOnextpoHHbIi pecypc] - Pexum pocryma:
https://edu.tusur.ru/publications/4874, cBOOOTHBIH.

2. JIOKyMEHTHpPOBAHUE YIPABICHUECKOW NEATENbHOCTU: METOANYECKHEe YKa3aHUs K MpaKTH4e-
CKHM 3aHATHSAM U 10 camocTosATenbHOM padote / AkcéHona XK. H. - 2011. 57 c. [DaexTponHbIii pecypc] -
Pexxum noctyna: https://edu.tusur.ru/publications/2389, cBOOOAHBIIA.
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4.4. ba3bl JaHHBIX, HH(POPMAIMOHHO CIIPABOYHbIE H MOMCKOBbIE CHCTEMbI
CnpaBouHo-uH(popmaroHHble cucteMbl « KoHCybTaHT +», «"apaHTy.
http://www.gdm.ru — Odunuansaslii caT [ 'Wiabaun ynpapisiomux JOKyMEHTaUeH
http://www.gramma.ru - KyneTypa nuceMenHo# peun (paznen « CTHIIb TOKYMEHTA)
http://dogovor.helpery.ru — Dnexrponnsiii cOopHUK «OOpa3Ibl JICTIOBBIX JTOKYMEH-

AW~

TOBY»

5. http://www.eos.tu — OduUUaNbHBI CalT KOMHOAHUU «JIEKTPOHHBIE O(UCHBIE CUCTEMBD»
(pazmen «O MOKyMEHTOOOOpOTEY)

6. http://www2.termika.ru/dou/enc - DQHIMKIIONEIHS JETONPOU3BOICTBA

7.  http://www?2.termika.ru/dou/progr/issao.html - MadopmanimonHo-cripaBoYHasi CUCTEMA apXHB-
Hoit orpac-nu (MCCAO)
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