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npotokot Ne 6 oT « 15 » 5 2018 r

JIMCT COI'NTACOBAHUA
PabGouass mporpamMMa JIUCHUIUIMHBI COCTaBJIIEHA C Yy4YeToM TpeboBaHUN (demepabHOrO
rOCyIapCTBEHHOTO 00pa3oBareabHOro craHaapra Beiciiero oopasopanus (PI'OC BO) nmo HampaBieHUIO
nonrotoBku (crnenuanbHOocTH) 38.05.01 DxoHOMHM4YecKass Oe30macHOCTh, yTBepkaeHHoro 16.01.2017
roja, paccMoTpeHa u ofoOpeHa Ha 3acenanuu kadeapsl KUBDBC «  » 20 rona,
MPOTOKOI Ne

PazpaboTunk:

Crapuuii mpenogaBaresb Kapeapbl
KHNB3BC I'. B. IlerpoBa

3aBenyromumii o0ecriednBaromei kad.
KNB3BC A. A. lllenynaHos

Pabouast mporpamMma JUCIHUILIMHBI COTNIacoBaHa ¢ (haKyJIbTeTOM U BhIMyCKarolen kadeapoil:

Hexan @b E. M. JlaBbii0Ba

3aBeqyroNInid BEITyCKAOIIeH Kad.

KHNB3BC A. A. lllenynanos
DKCHEPTHI:

Houent xadenpst KUB2BC K. C. Capun

Houent xadenpst KUB2BC A. A. Kones

CornacoBaHa Ha noptane N2 29984 2



1. Heau v 3a1a4m M CHUTLIAHBI

1.1. Heau TUCHUNIHHBI
OOy4uTh CTYICHTOB MIPUHITAIIAM OpTraHU3aIluy KOHPUACHIINATBHOTO JOKYMEHTO000pOTAa.

1.2. 3agaum AMCHMIIMHBI
— ITlonyueHue cTyaeHTaMH 3HAHWN O MPHUHIMIIAX TOCTPOCHHUS WH(DOPMAIMOHHBIX CHUCTEM H
CTPYKTYpPE CUCTEM JIOKYMEHTALIMOHHOTO 00ECIICUCHUS;
— YMEHHI M HaBBIKOB IO PETVIAMCHTAIMH 3aIIUThl KOHPHUACHIIMATBHBIX JOKYMEHTOB Ha BCEX
JTamnax JOKyMEHTOO0O0pOTa.

2. Mecto aucunniimubl B ctpykrype OITIOII
Hucnunmuna «/{lokymentoenenue» (b1.B.0O/1.3) otHocuTcs k 610Ky 1 (BapuaTUBHAS 4acTh).
[TpenmiecTBYIOMMMHI  TUCHUIUIMHAMY, (OPMHUPYIOIIMUMU  HAdalbHBIC 3HAHUS, SIBIISIOTCS:
OpranuzallioHHOE W MpaBoBoe  obOecrneueHue uHpopmanuoHHOW  Oe3omacHocTH, OCHOBBI
YIIPABIICHUYECKOU JESATEIbHOCTH, PYCCKHI A3BIK U KYJIBTYpa pEUH.
[TocneayomuMu TUCHUIUIMHAMU SIBISIOTCS: 3allUTa BBIMTYCKHON KBalIU(UKAIMOHHON paloThI,
BKJTIOYAs TIOATOTOBKY K MPOLEAYpE 3AIUTHI U MIPOLEAYPY 3aIHTHI.

3. TpeOoBanus K pe3yJibTaTaM OCBOCHUS AUCHHILINHBI

[Tponecc n3yueHust JUCUUIUIMHBI HallpaBiieH Ha (POPMHUPOBAHUE CIETYIOIUX KOMIETCHIUI:

— OK-12 cnocoOHOCTBIO paboTaTh € pa3iIWYHBIME HWHGOPMALMOHHBIMH pecypcaMu |
TEXHOJIOTHSIMM, MPUMEHSATh OCHOBHBIE METOJbl, CIIOCOOBI M CPEICTBA IOJYYEHMS, XPaHEHMs, MOMCKA,
crcTeMaru3anum, 00padoTKU U nepenadn nHPOpMalny;

— IIK-44 crnocoOGHOCTBIO OCYHIECTBIATH JOKYMEHTAllMOHHOE OOeCHeyeHHe YIpPaBICHUYECKOH
NesTeIbHOCTH;

B pesynbrare usyyeHus IUCHUIUIMHBI O0Y4atOIUNCs JOKEH:

— 3HaTh TEHJCHUMHU pa3BUTUS HHPOPMALMOHHO-JOKYMEHTAI[MOHHOIO oOOeCleYeHuss ¢
IPUMEHEHUEM HOBBIX TEXHOJIOTHI; 3aKOHOMEPHOCTH JOKYMEHTOOOpA30BaHHUS; CUCTEMbl XpaHEHUs
TEeKyllled U pEeTPOCHEKTUBHON JIOKYMEHTAllM{; 3aKOHOJATEJIbHbIE U HOPMAaTMBHO-METOJIMYECKUE
Marepuasbl 0 JOKyMEHTHPOBAHUIO U OpPraHU3aluu paboThl C JOKYMEHTaMH.

— yMeThb UCIOJB30BaThb HOPMAaTHBHBIE IIPABOBBIE aKThl B CBOEH MpodecCHOHAIbHOMN
JeSITeIbHOCTH; paboTarh ¢ pa3lInYHBIMU MH(DOPMALMOHHBIMU pECypCcaMu U TEXHOJOTHSIMHU, IPUMEHATH
OCHOBHBIE METO/IbI, CIIOCOOBI M CPE/ICTBA MOMYUYECHHUs, XPaHEHUS, ITOMCKA, CUCTEMaTH3alun, 00paboTKU U
nepenayu MHGoOpMaIK COCTaBIATh U OPOPMIIATH JTH0ObIE BUABI JOKYMEHTOB.

— BJaJeTh TEPMUHOJIOTMEM M  CHCTEMHBIM  TIIOAXOJOM IIOCTPOEHHUS  3allULICHHOTO
JOKYMEHTO000pOTa; CIOCOOHOCTBIO OCYIIECTBIATh JOKYMEHTAI[MOHHOE OOecleYeHne YIpaBiIeHYECKOH
NeSITEIbHOCTH; CHOCOOHOCTBIO HCHOJIb30BaTh HOPMAaTHBHBIE IPABOBBIE AaKThl B MPOQPECCHOHATIBLHOU
JESTEIbHOCTH.

4. O0beM IMCUMIJIMHBI M BH/IbI Y4eOHOH padoThl
OOmast TpyAOE€MKOCTh IUCLMIUIMHBI cocTaBiseT 2.0 3a4eTHBIX €AMHUIBI M IpPEJCTaBICHA B
Tabmuue 4.1.
Tabnuua 4.1 — TpynoeMKOCTh TUCIUIITUHBI

Bunbl yueOHOI nesTenbHOCTH Bcero gacos CemecTpsl

8 cemectp
AyIuTOpHBIE 3aHATHS (BCETO) 36 36
Jlexun 18 18
[TpakTrueckue 3aHATHS 18 18
W3 HuX B MHTEepakTUBHOU (hopme 12 12
CamocrosiTenbHas paboTa (Bcero) 36 36
BrimonHeHne JOMAaIIHUX 3aaHUi 18 18
[TpopaboTka JEKIIMOHHOTO MaTepraa 8 8
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[TonroroBka K MpakKTHYECKUM 3aHATHSIM, CEMUHApaM 10 10
Bcero (0e3 ax3ameHa) 72 72
OOGmmas Tpy10eMKOCTb, 4 72 72
3auetHblie EquHUITBI 2.0 2.0
5. Conepixanue Iy CUMIIMHBI
5.1. Pa3aesnl IMCHUIIMHBI M BUABI 3AHATHI
Paznenbl TUCHMIUIMHBI M BUBI 3aHATUH IPUBEICHBI B Taduie 5.1.
Tabnuia 5.1 — Pa3nens! AMCHUTIIMHBL U BUABI 3aHATHI
Haspanus pa3aeaoB AUCLUIIIAHEL L dr8e 8584 re88L=8¢25
8 cemectp
1 JlokyMeHT, ero cBOiCcTBa, QYHKIUH U 2 0 2 4 OK-12, TIIK-44
MpU3HAKU
2 JIokyMeHT Kak OOBEKT HaraeHus u 4 4 8 16 OK-12, IIK-44
3aIUTHI
3 CiocoOBbI ¥ CpeacTBa JOKYMEHTUPOBAHUS 4 4 6 14 OK-12, IIK-44
4 CtpyKTypa IOKyMEHTa, €70 COCTaBJICHUE U 12 20 OK-12,IIK-44
odopmiieHnE
5 Knaccudukanus JOKyMEHTOB U CUCTEM 2 6 8 16 OK-12, IIK-44
JIOKYMEHTUPOBAHUS
6 MeToauKa periiaMeHTallu COCTaBa 2 0 0 2 OK-12, IIK-44
KOH(HICHIIUATBHBIX IOKYMEHTOB
Hroro 3a cemectp 18 18 36 72
Hroro 18 18 36 72
5.2. Conep:kaHue pa3iesioB JUCHUILIMHBI (110 JEKIHAM)
Copeprkanue pa3esioB TUCHUTIINH (TIO JIEKIMSIM) MPUBEICHO B TaduIe 5.2.
Tabnuua 5.2 — CopeprkaHue pa3aenoB TUCIUILUIHH (TIO JEKITUSM)
Hassanus pasyenos CofepaHue pa3IeloB JUCIMILIAHEL T0 tekmusaM § 3 5 825 8 2
8 cemecTp
1 JTokymeHT, ero [TousTus nudopmanms, cooOlIeHne, TOKYMEHT. 2 OK-12,
CBOMCTBa, QYHKIINH U CaoiicTBa HHpOpMALIMH, COOOIIEHUS U TOKYMEHTA. [1K-44
MpU3HAKU OyHkMK coo0IIeHn U ToKyMeHTa. OCHOBHBIE
npu3HaKky JoKyMeHTa. KoHpUIeHIINaIbHOCTh
uH(popMaIuu 1 KOHPUACHIIUATLHOCTh TOKYMEHTOB.
Uroro
2 JToxymeHT Kak 00beKT  OCHOBHBIE TEHACHIIMH UCTIOIB30BAHUS COBPEMEHHBIX 4 OK-12,
HaIlaJIeHUs U 3aIINATHI MH(OPMAIIMOHHBIX TEXHOJIOTUN B 00ecreueHnn [1K-44
yIpaBIeHYECKOH nesTenbHoCcTH. OCHOBHBIE
3aKOHOJATEIbHBIC M METOIOJIOTHICCKUE
MPEINOCHIIKMA PACCMOTPEHUS JOKYMEHTA KaK 00beKTa
HanaJIeHus 1 3aiuThl. OpraHu3aOHHbIC 1
TEXHUYECKHUE KaHaJIbl HECAHKIIMOHUPOBAHHOTO
JIOCTyTIA K JIOKyMEeHTaM. JIOKYMEHTHI ¥ IIEPCOHAI.
Hroro
3 CiocoOsbI 1 cpencTBa 3amaqn 3anUThl THPOPMAITUU TIPHU €€ 4 OK-12,
JIOKYMEHTHUPOBaHUS JTOKyMeHTHUpoBaHUU. OCHOBHBIE CITIOCOOBI U CPEICTBA [TK-44
4
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nokymMeHTupoBanus. Kinaccudukamus HocuTenen
JOKYMEHTUpPOBaHHOM nHpopmanuu. [TommmHHOCTD
JOKYyMEHTOB. [10/UIMHHBIE U TOUI0KHBIE TOKYMEHTHI.
Bunsl panscudukanym 1okymeHToB. CriocoObt
3alUThl JOKYMEHTOB OT (habcu(UKaLUH.

Hroro
4 CtpyKTypa HOKyMeHTa, THIIBI U BUIIBI JOKYMEHTOB, HX KJIacCU(HUKaIUs. 4 OK-12,
€ro COCTaBJICHHUE U OO6mme TpeGoBaHUs K COCTABICHUIO i O(OPMIICHHIO [1K-44
odopmieHne JOKYMEHTOB. OCOOCHHOCTH COCTABJICHUS U

0o OopMIICHUST OTJCIIBHBIX BUJIOB YIIPABICHICCKUX
JTOKyMeHTOB. OCOOEHHOCTH COCTAaBJICHUS U

0 OpMIICHUST OTJCIBHBIX BUJIOB TEXHUYECKHIX
JIOKyMeHTOB. TpeboBaHus K COCTABICHUIO U

o opMIICHNIO KOHPHUICHIINATBHBIX JIOKYMEHTOB.

Hroro 4
5 Knaccudukanms Mertonpb! knaccuukanuy U KOAUPOBAHUS IOKYyMEHTOB 2 OK-12,
JIOKYMEHTOB U CUCTEM U cucTeM JokyMmeHTanun. Knaccnpukarms [1IK-44
JIOKYMEHTHUPOBAHUS JIOKYMEHTOB U iesl. MeTouKa COCTaBIeHUs

KiaccupukaropoB. CHCTEMBI JOKYMEHTAIIHH.
YHUGUIUPOBAaHHBIE CUCTEMBI TOKYMEHTALIUU.

Hroro 2
6 Metonuka DTaIlbl ONpeCeIICHHS COCTaBa KOH(PUICHIIMATBHBIX 2 OK-12,
perTaMeHTaIluu CocTaBa  AOKYMEHTOB. OCOOCHHOCTH OIPEICTICHHS COCTaBa T1K-44
KOH(HICHITHATBHBIX UH(POPMAITUH, OTHOCSIIEHCS K CIY)KeOHOH TaliHe.
JIOKYMEHTOB OcHoBHBIE TPeOOBaHHUS, TIPEIBIBISICMBIE K

COCTAaBIICHUIO U OPOPMIICHUIO MIEpPEeUHE
KOH(UIEHIIMATBHBIX CBEJICHUN U U3IaBAEMBbIX
KOH(HICHITUATBHBIX TOKYMEHTOB.

HUrtoro 2

Hroro 3a cemectp 18

5.3. Pa3gesbl AMCHMINIMHBI M MEKIMCHMILUIMHAPHBIE CBSI3H ¢ 00ecneYnBAKIIUMH (TPeAbITy IIUMHU)
U o0ecneynBaeMbIMH (MOCJASAYIOMIUMHU) JUCHUIIIMHAMUA
Paznenbl quCHUIIIUHBI U MEXIUCIUIUTMHAPHBIE CBS3M C O00ECTeUMBAIONTUMHE (TIPEIBIIYIIMMU) U
obecrneurnBaeMbIMH (TTOCIEAYIONIMMHI ) TUCIUTUTMHAMY MIPECTaBICHbI B Tabnuiie 5.3.
Tabnuua 5.3 — Pa3nensl AUCHUIIIIMHBL U MEKIUCIUILIMHAPHBIE CBSI3U

Ne pa3nenoB naHHON AMCUUIUIMHBL, 7151 KOTOPBIX HEOOXOAUMO
HanMeHOBaHUE TUCHUILIAH n3ydeHre o0ecneurnBaronX U 00ecredynBaeMbIX JUCITUIINH

1 2 3 4 5 6

HpCIIHlCCTBy'IOH_[I/IC JAHUCIUITIINHBI

1 Opranu3anoHHOE U IPABOBOE

oOecniedeHre HHPOPMAITMOHHON + + + + + +
0e30MmacHOCTH
2 OCHOBBI aBJICHYECKOU

yap + + + + + +
JeSITeIbHOCTH
3 Pycckuit 13bIK M KyJIBTYpa pedu + + + +

[Mocnenyromue TUCHMUIITMHBI

1 3amuTa BEIMYCKHON + + + + + +
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KBaJM(PHKALMOHHOM pabOoThI, BKIIIOUAs
HOAATOTOBKY K MPOLEYPE 3aIIUTHI 1
IPOLEAYPY 3aLUTHI

5.4. CooTrBeTcTBHE KOMIIETEHIIM, (GOPMUPYEMBIX NPH U3yYeHUH TUCHHUILUIMHBI, U BUAOB 3aHATHI
CootBercTBHE KOMMETCHLUUN, (HOPMUPYEMBIX MPH U3yYEHUU TUCHUIUIMHBI, U BUAOB 3aHSATHIL
MpEeICTaBICHO B TabmuIe 5.4.
Tabnmuna 5.4 — CooTBETCTBHE KOMIETEHIWH, (HOPMHUPYEMBIX MPU HM3YyYEHUU IUCIMIUIMHBI, U BHJIOB
3aHATUN

Bungwl zaustuit

DopMbI KOHTPOJIS

Komrie
TEHIIU
Hu

. : < .
= &« 8 = O = awv

Jle
K

OK-12 + + + Jomamuee 3aganue, OT4er mo
WHWBUIYAILHOMY 33JJaHUIO,
KoHcIekT camonoaroToBky,
3amuTa otyera, Onpoc Ha
3aHATHAX, 3adeT, Tect, OTUueT o
MPAKTHYECKOMY 3aHSATHIO

[1K-44 + + + Jomamraee 3aganue, OT4eT 110
WHVBUIYAILHOMY 33JJaHUIO,
KoHcIekT caMonoaroToBKy,
3amuTa otyera, Onpoc Ha
3aHATUIX, 3aueT, Tect, OTdeT 1o
MIPAKTHYECKOMY 3aHSATHIO

6. UnTepakTHBHBIE METOABI U (POPMBI OPraHU3ALUH 00yYEeHHS
TexHOMOTMY HHTEPAKTUBHOTO OOYUEHHS IPU pa3HbIX popMax 3aHITUI MpHUBeIeHBI B Tabmuie 6.1.
Tabmuma 6.1 — TexHOTOTMKM UHTEPAKTUBHOTO 00YYEHUS IPH pa3HBIX popMax 3aHATUI

NHTrepakTuBHbIC IpakTHyeckue  HTEpakTHBH
Metozasl Bceero, u
3aHSITHS, 4 bI€ JICKIUH, U
8 cemecTp
[Ipe3eHTanyu ¢ UCMOIL30BAaHUEM 0
CJaiIOB ¢ 00CYXKICHHUEM
Case-study (MeToa KOHKPETHBIX 3 3 6
CUTYaIHil)
Pemenue cuTyalluOHHBIX 3a/1a4 3 3 6
Hroro 3a cemectp: 6 6 12
Uroro 6 6 12
7. JIaGopaTtopHbIe padoThI
He npenycmorpeno PYIIL
8. IIpakTHyeckue 3aHATUSA (CEMUHAPBI)
HanmMeHnoBaHMe nMpakTHUECKUX 3aHATHN (CEMUHAPOB) MPUBEICHO B Tabnuiie 8.1.
Tabnuna 8.1 — HaumeHoBaHME PAKTUYECKUX 3aHATHI (CEMHUHAPOB)
) @]
HasBauus pasienon HanMmeHOBaHNe MPakTHYeCKHX 3ansTuii (cemumapos) { 8 € 82 = & 8
8 cemectp
2 JlokymeHT Kak 00bekT  KaHasibl HECAaHKITMOHUPOBAHHOTO JTOCTYIA K 4 OK-12,
HaITaJeHNs U 3alIUThI JIOKYMEHTaM T1K-44
Hroro
3 CiocoOsbI 1 cpencTBa Crioco0sI 1 cpeACcTBa TOKYMEHTHPOBAHUS 4 OK-12,
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JIOKYMEHTHUPOBAHHUSI Uroro [1K-44
4 CtpykTypa 1oKyMeHTa, Turbl u BUabl JOKyMeHTOBDOPMYIsp JOKYMEHTA U OK-12,
€ro COCTaBJICHHUE U ero coctaBHble 4acTHOCOOEHHOCTH COCTABICHUS U [1K-44
odopmiieHue o opMIICHUS TTOJIOKESHHIA, TPOTOKOJIOB,

MOCTaHOBIECHUIOCOOEHHOCTH COCTABICHUS U

o opMIIeHUST TPUKA30B, PACTIOPSHKCHUN U

yka3aHuHOCOOEHHOCTH COCTAaBICHUS U OPOPMIICHUS

TEXHUYCSCKOTO 3a7anus, orueta o HUP

Hroro
5 Knaccudukanus Mertonb! knaccuukaniu, KOTUPOBAHUS U OK-12,
JIOKYMEHTOB U CUCTEM UHICKCUPOBAHUS JIOKyMEHTOB U CUCTEM [1K-44
JIOKYMEHTUPOBAHUS JIOKyMEHTUPOBAHUS

Uroro 6
Hroro 3a cemectp 18

9. CamocrosiTesibHasA pabdora
Buasl camoctosiTenbHON paboThI, TPYAOEMKOCTh B (POPMUPYEMbIE KOMIIETCHIIUH TPEACTABICHBI B

Tabmuue 9.1.
Tabmuma 9.1 — Buabl caMocToSTeNbHON paboThI, TPYAOEMKOCTh 1 (POPMUpPYEMbIe KOMIETSHIIUU
Bupl camocTosTenbHON 2 4232 B
HasBanus paszienos A 5552 2 DopMBI KOHTPOJIS
paboThI © o= 0 Z
8 cemectp
1 JlokymeHT, ero [TpopaboTKa JIEKITMOHHOTO 2 OK-12, 3auet, KoHCIIEKT
CBOHWCTBA, (YHKIIUU U Marepuaia [1K-44 camonoarotoBku, Onpoc
MIPU3HAKU Vitoro Ha 3aHATHAX, TecT
2 JloxymenT kak o0bekT  [loaroroBka k OK-12, Homainee 3aganue, 3a4er,
HaMa/IeHUs U 3alUThI MPAKTHYECKUM 3aHATHM, [1K-44 Koncmekr
CeMHHapaMm caMonoarotoBku, Omnpoc
[TpopaboTka ITEeKIIMOHHOTO 2 Ha 3aHATHAX, Tect
Marepuasna
BrimonHeHne qoManrHux 4
3aJaHui
Uroro
3 CriocoOsI 1 cpenicTBa IToaroroBka k OK-12, Jlomamraee 3aganue, 3a4erT,
JIOKYMEHTHPOBAHUS MPAKTUYECKUM 3aHATHUSIM, [1K-44 Ormpoc Ha 3aHATUsIX, TecT
ceMUuHapaM
[IpopaboTka JIEKITMOHHOTO 2
Marepuasa
BrimonHeHne tomManrHmnx 2
3aJaHuN
Uroro 6
4 Ctpyktypa nokymeHTta, Iloaroroska k OK-12, JlomaiHee 3ananue,
€ro COCTABJICHUE U MPAKTHYECKUM 3aHSATHSIM, I1K-44 Onpoc Ha 3aHsTHsX, TecT
odopmiieHue ceMUuHapaMm
BrimonHeHne qoManrHux 8
3aJaHui
Uroro 12
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5 Knaccudukanms IToaroroBka k 2 OK-12, Jlomamaee 3aganue, 3ader,
JIOKYMEHTOB M CUCTEM MPAKTUYECKUM 3aHATHUSIM, [1K-44 Ornpoc Ha 3aHATUSIX,
JIOKYMEHTHUPOBaHUS ceMuHapam OT4eT 1o NpaKTUIECKOMY
HsTHIO, TecT
[TpopaboTka JIEKIIMOHHOTO 2 3a fo, 1¢ec
marepuasa
BrImonHeHue JoOManrHux 4
3aJaHui
Uroro 8
Hroro 3a cemectp 36
Hroro 36
10. KypcoBas pa6ora (mpoekr)
He npenycmorpeno PVYII.

11. PeliTuHIOBasi cucTeMa AJIA OHCHKH YCII€BA€EMOCTH oﬁyqalomnxca

11.1. BaniabHbIe OLIEHKH /1JIs1 3JIEMEHTOB KOHTPOJIA
Tabnuua 11.1 — bayibHble OLIEHKH JUIsl 3JIEMEHTOB KOHTPOJIS

. . MakcumanbHbIi
. MaxkcuMabHBIH MaxkcuMabHBIH
DJeMeHTHl yaeOHOI OaJL 3a epuo Bcero 3a
O6amn Ha 1-yto KT ¢ Gan 3a mepuon
JeSITeIbHOCTH mexay 2KT u na ceMecTp
Hauana cemectpa  Mexnay 1KT u 2KT
KOHEIl cemecTpa
8 cemectp
JomamHee 3aganue 5 5 4 14
3auer 30 30
3amuTa oT4eTa 1 1 1 3
Koncnekr 1
CaMOMNOATOTOBKH
Omnpoc Ha 3aHATUAX 2 2 4
Oruer o 3
VH/IMBUIYAIEHOMY
3aJJaHHIO
OTt4er 1o NpakTUYECKOMY 15 15 10 40
3aHATHUIO
Tecr 5 5
Hroro makcumym 3a 21 23 56 100
NEPUOJL
Hapacraromum urorom 21 44 100 100
11.2. Ilepecyer 02/1J10B B OLICHKH 32 KOHTPOJIbHbIE TOYKH
[lepecuer 6aI0B B OIIEHKH 32 KOHTPOJIbHBIE TOUKH MpeCcTaBieH B Tabiuue 11.2.
Tabnuna 11.2 — Iepecuer 6amioB B OIEHKH 332 KOHTPOJIBHBIC TOUKH
Bbanbl Ha 1aTy KOHTPOJIBHON TOYKHU Ouenka
> 90% ot MakcuManbHON cyMMBbI 6asutoB Ha aaty KT 5
Ot 70% no 89% ot makcumanbHOM cymMmMbl 6aisioB Ha gaty KT 4
Ot 60% 10 69% OT MakcUMaIbHON cyMMbI OansioB Ha nary KT 3
< 60% oT MakcuMaIbHOU cyMMBbI OasuioB Ha naty KT 2
8
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11.3. Ilepecyer cymMMbI 02J1JI0B B TPAAUIIMOHHYI0 M MEKIYHAPOIAHYIO OLIEHKY
[lepecueT cymmbl 6alI0B B TPAAULIMOHHYIO U MEXIYHAPOIHYIO OLEHKY MPEACTaBlIeH B TaOnuIle
11.3.

Tabnuna 11.3 — Ilepecuer cymmbl 6aIoB B TPATUITMOHHYIO M MEXITYHAPOIHYIO OIICHKY

Hrorosast cymma 6aiiios,

Onenka (I'OC) YYHUTHIBACT YCIEIIHO CAHHBIN Onenka (ECTS)

9K3aMEH

5 (oTMYHO) (3a4TEHO) 90 -100 A (OTIMYHO)
85-89 B (ouens xoporo)

4 (xopor1o) (3a4TeHO) 75-84 C (xoporo)
70-74
65 69 D (ynoBieTBOpUTENBHO)

3 (yHAOBIIETBOPUTENHHO) (3a4TEHO) 60 - 64 E (Hocperctnentio)
2 (HEYROBACTBOPUTENLHO) (1e Hwxe 60 6amios F (HeynoBneTBOpUTENBHO)

3a4TEHO)

12. Y4yeOHO-MeTOAUYECKOE M MH(OPMALIMOHHOE OOecriedeHre JUCHMIITIMHBI

12.1. OcHoBHasi uTEparypa

1. JloxymeHTOBeneHHE : Y4eOHHMK W TMpPAKTUKyM JJIs akajeMudeckoro OakamaBpuara / JI. A.
Hoponuna [u ap.] ; mox pen. JI. A. Joponunoi. — 2-¢ usn., nepepad. u mpon. — M. : M3marenbcTBO
IOpaiit, 2018. — 309 c. — (Cepus : bakanaBp. Axagemuueckuii kypc). — ISBN 978-5-534-03053-2.
[Dnexrponnsiii pecype] - Pexxum noctyma: https://biblio-online.ru/viewer/DEO6DE28-E4E5-49FB-A620-
EEFAA357421B/dokumentovedenie#page/l , nara obopamienus: 07.06.2018.

2. CoBpeMeHHOE [eNONpou3BOACTBO: YueOHoe mocobue / M.B. KupcanoBa; Poccuiickas
Axanemus roc. ciyx0sl npu Ilpesunenre PO (PAI'C). - 4-e uzn. - M.: HULL UH®PA-M,2014 - 312c.:
60x90 1/16. - (Beicuiee obpa3zoBanue: bakanasp.). (i) ISBN 978-5-16-004491-0: [DnekTpoHHBIH pecypc]
- Pexxum noctyna: http://znanium.com/catalog/product/395921 , nara obpamienus: 07.06.2018.

12.2. lononHMTEIBHAS IUTEPATypa

1. Kysnenos, U. H. JlokymeHTanMoOHHOE oOeclieueHHe YNpPaBIeHUS M JEJIONPOU3BOACTBO :
yuebHuk a5 6akanaspoB / . H. Ky3neuos. — M. : UsnarensctBo FOpaiit, 2015. — 575 ¢. — (Cepus :
bakanasp. [Ipuknaanoii kypc). — ISBN 978-5-9916-3606-3.: [DnexTpoHHbIit pecype] - Pexxum nocryma:
https://biblio-online.ru/viewer/8E1A3667-AB58-4A55-B794-FCOFOD93A8AF/dokumentacionnoe-
obespechenie-upravleniya-i-deloproizvodstvo#page/l , nara ooparuenus: 07.06.2018.

2. Kynses, H. H. KonduneHumanpHOe IEIOMPOU3BOACTBO W 3AINUIICHHBIA 3JIEKTPOHHBIN
JTOKYMEHTO000poT [DnekTpoHHblii pecypc| : yuebnuk / H. H. Kynses, A. C. Hémymxkun, A. TI.
®abpuunoB; non obmi. pen. H. H. Kynsesa. - M.: Jloroc, 2011. - 452 c. - (HoBast yHuBepcurerckas
oubmuoreka). - ISBN  978-5-98704-541-1. [Onexrtponsbiii pecypc] - Pexum pgocryna:
http://znanium.com/bookread?2.php?book=468998 , nara oopamienus: 07.06.2018.

12.3. YueOHO-MeTOOUYECKHE MOCOOUS

12.3.1. O0s3aTe/ibHbIE Y4eOHO-MeToAuYecKHre Mocoous

1. TIlerposa, I B. JlokymeHToBeneHue: MeTonuueckue yka3aHHs K MPAKTUYECKUM 3aHITHUAM
[Onextponnsiii pecypc] / I. B. Ilerpoa, . A. Paxmanenko — Tomck: TYCVYP, 2016. — 31 c.
[OnexkrponHblid pecypc] - Pexum mocryma: https://edu.tusur.ru/publications/7711 , nara oOparmeHus:
07.06.2018.

2. Meroauueckue yKa3aHMs Ul BBITIOJTHEHUS CAaMOCTOSATENIbHOW U MHAWBUYANbHOM paboTHI MO
JTUCLUTIIINHE "JlokymeHTOBeIcHNE" . [DnexTpoHHBII pecypc] - Pexnm JIOCTYTIA:
http://kibevs.tusur.ru/sites/default/files/files/upload/metodicheskie_ukazaniya_po_samostoyatelnoy_i_ind
ividualnoy rabote_studentov.pdf , nara o6pamienus: 07.06.2018.
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12.3.2. Y4yeOHO-MeTOAUYECKHE TTOCOOUS ISl JIMI] C OTPAHNYEHHBIMUA BO3MOKHOCTSIMH 3/10POBbSI M
HHBAJIHI0B

Y4eOHO-MeTOoJMUeCKre MaTeprabl s CaMOCTOSTENIbHOW U ayIUTOPHON pabOThl 00Y4arOLIIXCs
U3 YUCIIa JIAI ¢ OTPAaHNYEHHBIMHA BO3MOXKHOCTSIMH 37I0POBBsI M MHBAJIM/IOB MPEIOCTABIAIOTCS B (hopmax,
aIaTUPOBAHHBIX K OTPAaHUYCHHUSM UX 37I0POBbS M BOCHPUATHS HH(DOpMAIIHH.

JIJ1s1 JIMI ¢ HAPYIIEeHUsIMH 3PeHu:

- B (hopMe AIIEKTPOHHOTO TOKYMEHTA,;

— B IIe4aTHOW (hopMe YBEITMUEHHBIM IIPH(PTOM.

JIJIs1 JIMI ¢ HAPYIIEeHUSIMH CJIyXa:

- B (hopMe AIIEKTPOHHOTO TIOKYMEHTA,;

- B IIe4aTHOU (hopme.

JL1s1 1ML ¢ HApYUIEHUSIMHM ONIOPHO-ABUTaTeJLHOI0 anmapara:

- B ()OpME EKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHO (hopme.

12.4. IIpodeccuonasibHbie 0a3bl JAHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbIE CHCTEMbI

1. ®CTOK Poccun denepanbHas ciayxba MO TEXHUYECKOMY M OSKCIIOPTHOMY KOHTPOJIIO
https://bdu.fstec.ru/documents

2. lleHTp KOMIIETEHIIMM IO BOMPOCAM JOKYMEHTAI[MOHHOTO OOECIEUeHUsl YIpPaBICHUS U
apxuBHOTO nena http://edou.ru/

3. Hudopmanronno-npaBoBoi noprain http://www.garant.ru/

13. MarepuaibHO-TeXHHYECKOe 00ecrieyeHue TUCHHUILINHBI U TpedyeMoe MPOrpaMMHoOe
ol0ecreyenue

13.1. O6uue TpedoBaHNS K MATEPHATbHO-TEXHMYECKOMY M NPOrPAMMHOMY 00ecredeHn 0
AMCUHMILTNHBI

13.1.1. MarepuajibHO-TeXHHYECKOE 1 MPOrPaMMHOe o0ecrnedeHne sl JeKIMOHHbIX 3aHATHH
s mpoBeneHust 3aHATUN JICKIIMOHHOTO THIIA, TPYNIOBBIX U WHIUBUAYATbHBIX KOHCYIBTAIIHM,
TCKYLICTO KOHTPOJA U HpOMG)KyTO'—IHOI\/JI arTCCTallMu HCIIOJIB3YCTCHA yqe6Ha51 AyaAuTOpHA C KOJUYCCTBOM
MOCAI0YHBIX MeCT He MeHee 22-24, 000opyaoBaHHas JOCKOM M cTaHIapTHOU yueOHoM Mebenbto. Merotces
JEMOHCTPAIIMOHHOE O0OpyIOBaHME M Y4eOHO-HAIISAHBIE TOCOOUs, 00ECIeUnBaIOIINE TEMaTHYECKUE
WJUTIOCTPAIUH 110 JICKIIMOHHBIM pa3ziesiaM AUCHUTUIHHBIL.

13.1.2. MarepuaJIbHO-TEXHHYECKOE H IPOrPaMMHOe 00ecnedyeHne VI NPAKTHYEeCKUX 3aHATHI
Aynutopust IHTepHET-TeXHOIOTUI 1 HH(POPMALMOHHO-aHAINTHYECKON 1eATEIbHOCTH
ydyeOHasi aynuTOpHsl I TPOBEICHUS 3aHSATHUW JICKIIMOHHOTO THUIIA, ydeOHas ayauTopus s
IIPOBENICHU 3aHATUI MPAKTUUECKOTO TUIIA, yueOHast ayJUTOpus AJIs MPOBEACHUS 3aHATHH 1a00paTopHOTO

THTIA

634045, Tomckas obmacts, T. Tomck, yn. KpacHoapmeiickas, 1. 146, 402 ayn.

Onucanue uMmeroIerocs 000pya0BaHus:

- DKpaH pa3aBUKHOM;

- Mynstumenuiinbiii npoextop View Sonic PJD5154 DLP;

- Kommneroreper AMD A8-5600K/ ASUS A88XM-A/ DDR3 4 Gb/ WD5000AAKX 500 Gb (15
IIT.);

- Kommeroreper: DEPO Neos DF226/ i3-7100/ DDR4 8G/ Xectkuit auck 500G/ wmbimib/
KJIaBHaTypa/ MOHUTOD (61IT.);

- Kommnekr cnenuanu3upoBaHHoi yaeOHO# Mebenu;

- Pabouee mecto mpemnogaBaress.

[TporpammMHoe oOecnieueHue:

— Kaspersky endpoint security

— Microsoft Windows 10
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13.1.3. MarepuajibHO-TeXHHYECKOE H MPOrpaMMHOe obecriedeHne 1Jisi CAMOCTOSTeIbHOM padoThl
Jlnst caMoCTOsATeIbHOM pabOThl MCHONB3YIOTCS Y4eOHBIE ayauTOpUU (KOMITBIOTEPHBIE KJIAcChl),
PacCTOI0KEHHBIE TI0 apecam:
- 634050, Tomckast obmacts, T. Tomck, Jlennna npocnexr, 1. 40, 233 ayn.;
- 634045, Tomckast o6macTb, . Tomck, yn. Kpacnoapmetickas, a. 146, 201 ayn.;
- 634034, Tomckas o6nacTs, I. ToMmck, Bepmmanna ynuna, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacThb, . Tomck, Bepmmauna ynuna, 1. 74, 207 ayn.

CocraB 000pyn0OBaHuUsA:

- yueOHast MmeOeb;

- komnbioTepsl kiaacca He Huxke [I9BM INTEL Celeron D336 2.81T1. - 5 it

- KOMIBIOTEPHI MOAKIIOUEHB K ceTn «VHTepHeT» M 00ecleuuBaoT AOCTYI B SJIEKTPOHHYIO
nH(POPMALIMOHHO-00pa30BaTEIbHYIO Cpey YHUBEPCUTETA.

[lepeyeHp MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 mis Windows;
- 7-Zip;

- Google Chrome.

13.2. MarepuajibHO-TeXHHMYECKOe o0ecneyeHne TUCHUIIMHBI JIsl JIUI[ ¢ OTPAHMYEHHbIMHU
BO3MO’KHOCTSIMM 310POBbSI  HHBAJIU/10B

OcBoeHME NUCUUIUIMHBI JINIAMU C OTPAaHMYEHHBIMH BO3MO)KHOCTSIMHU 370POBbsI M MHBAJIUIAMU
OCYILECTBIISIETCS C UCTIONB30BaHUEM CPEACTB 00YUEeHHUs OOIIETO W CIEIMAIbHOTO Ha3HAUCHHMS.

[Tpu 3aHATHAX € OOydYarOUIMMHUCH € HAPYLIEHHSIMH CJIyXa [PEeJyCMOTPEHO MCIIOJIb30BAHUE
3BYKOYCHUJIMBAIOLIEH amnmaparypbl, MYJIbTUMEAUMHBIX CPEICTB U JIPYrMX TEXHUYECKUX CpEICTB
npuema/mepenadu ydeOHOW MHGpOpMAaLUU B AOCTYNHBIX (opMax, MOOMIIBHOM CHUCTEMBI MpErojaBaHUs
Uil OOy4aIOMIMXCS C WHBAIMIHOCTBIO, MMOPTATUBHOW MHIYKIMOHHON CHUCTEMBI. Y4eOHasi aymuTopus, B
KOTOpPOW 3aHMMAIOTCSl OOyyarolluecs ¢ HapylleHHeM cilyxa, 00OpyloBaHa KOMIIBIOTEPHOW TEXHMKOM,
ayIMOTEXHUKOH, BUICOTEXHUKOU, MIEKTPOHHOMN JOCKOH, MYIIBTUMEINHHON CUCTEMOM.

[Tpu 3aHATHAX C OOYYAIOUIMMHUCS € HAPYLIEHUSIMH 3PEHUSIMM IIPEIYCMOTPEHO UCIIOJIb30BaHKE B
JIEKIMOHHBIX U YU€OHBIX ayAUTOPHSIX BO3MOKHOCTH NMMPOCMOTpPA YIAJIEHHBIX 00BEKTOB (Hampumep, TeKCTa
Ha JIOCKE WM Cllaiifia Ha SKpaHe) MpH MOMOIIM BUAECOYBETUUUTENEH 17151 KOM(OPTHOTO MPOCMOTpa.

[Ipu 3aHATHAX ¢ OOYyYalOIIMMHUCA € HApPYLIEHMSIMM OIIOPHO-IBMIaTeJIbHOIO ammapara
HCIIONIb3YIOTCSl aJIbTepHAaTHBHBIE yCTpPOMCTBa BBOAA HMH(OpPMALMKU W JApPYyrue TEXHUYECKUE CPENCTBA
npuema/mepenadu ydeOHOW HMHGpOpPMALUU B AOCTYMHBIX (popMax, MOOMIIBHOW CHUCTEMbI OOy4YeHMS JUIs
JIIOAEN C MHBAJIIMIHOCTBIO.

14. OueHo4YHbIe MaTepHAJIBI M METOAUYECKHE PEKOMEHAALMH 110 OPTaHU3AIUH U3YYeHUs
JTUCIHHUIIINHEI

14.1. Conep:kanue OLCHOYHBIX MATEPHAJIOB M METOAMYECKHE PEKOMEHAAINH
21.]'[5[ OLICHKU CTCIICHU C(l)OpMI/IpOBaHHOCTI/I U YPOBHS OCBOCHHUA 3aKPCIUICHHBIX 34 JIHCHI/IHJIHHOﬁ
KOMIIETEHIIUI MCTIONB3YIOTCS OLICHOUHBIE MaTepUabl B COCTABE:

14.1.1. TecToBbI€E 3a1aHUA
1. I[Tporecc co3nanust u opopMICHUS JOKYMEHTA 3TO:
A. Jlenonpoun3BoACTBO;
b. lokymMeHTHpOBaHHUE;
B. Crangapruzanus;
I'. Yauduxarms.

2. [latite onpenenenune tepmuny «MHpOpMaInsy, KOTOPOE 3aKOHOIATEIHHO 3aKPEIIICHO.
A. DTO cBefieHMsI O NUIAX, MPEAMETax, SBICHUSIX U TMPOIeccax, HE3aBHUCHMBIX OT (OPMBI UX
MPEJCTABIICHHUS;
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b. PykonucHbIN Wi MAalIMHHBIN TEKCT, HAITUCAHHBIA YEJIOBEKOM;

B. Curnain unu ¢akT, OnuChIBAIONNN KaKoe-1100 sSBIECHUE;

I HaGop omucarenbHOM XapaKTEpPUCTHUKH, KAKOTO-THOO MpeaMera, ¢ LEIbI0 HCIOIb30BaHHS
JFObMU.

3. SI3p1IKM TOKYMEHTHPOBAHUS B allapare yIpaBiIeHUs JEJATCS Ha:

A. Ha TexHU4eCcKUii U UCKYCCTBEHHBIN SI3BIK C UCIIOJIB30BAHUEM COOTBETCTBYIOIIETO HOCUTEJIS,
b. Ha pycckuii 1 ”HOCTpaHHBIN A3bIKH;

B. fI3b1ku cO 3HaKaMu NpenUHaHus U 0€3;

I'. Ha ecTecTBEeHHBIE U HCKYCCTBEHHBIE I3BIKU C UCIOJIb30BAHUEM COOTBETCTBYIOIIETO HOCUTEIIA.

4. Boibepere (pyHKIHIO TOKYyMEHTA HE OTHOCSIIYIOCS K OCHOBHBIM:
A. YrpaBieHueckas;

b. KommyHukarvuBHas;

B. Kynerypnas;

I'. [ToyuurenbHas;

5. Beibepete BepHYIO Ki1accu(DUKALNUIO TOKYMEHTOB 10 CPOKaM XPaHECHHUS:
A. Jlo 10 mer, cBoimre 10 set, Be4HbIC,

b. lo 5 ner, no 15 net, cBoime 15 neT;

B. Jlo 3 net, no 10 net, BeuHbIe;

I'. Io 1 roxa, no 10 neT, BeuHkic;

6. Jlaiite npaBunbHOe onpezaeneHue abopesuarypsl OP/] B o6nactu kinaccupukanuy J0KyMEHTOB
A. OObeKTUBHO-pallMOHAIbHAS TIOKYMEHTALUS;

b. OnucarensHO-pacnpeaenuTenbHas JOKyMEHTALMS;

B. OnieHOYHO-pYKOBOASIIAS TOKYMEHTALINS;

I'. Opranu3anOHHO-PACHOPSAUTENbHAS TOKYMEHTALUS.

7. Ykaxure pazznein, kotopslid HE BXoquT B TeKCT TUIIOBOTO ycTaBa?
A. PykoBOICTBO;

b. Peoprannszanus u MTMKBUIALNS TIPEATIPUSITHS;

B. IloreHnnanbHbIe yrpo3sl AEATEIbHOCTH;

I'. B3auMoOTHOIIIEHUS, CBSI3H.

8. TexcT nmpukasa 110 OCHOBHOM J€ATEIBHOCTH COCTOUT U3 YaCTEH:
A. KoHcratupyomas u pacrnopsiuTenbHasi;

b. OnucarenpHasi, KOHCTaTUPYIOLIasi, paCIOPAAUTEIbHAS;

B. PacnopsurensHas;

I'. OnucarenbHast U paciOpsAUTEIbHAS.

9. Jlaroii cipaBKH SIBJISIETCS Jara:

A. CocraBieHus CIIpaBKu;

b. Ilognucanus cripaBky;

B. 3 nH4 ¢ 1aTel cOCTaBICHUS CIIPABKY;

I". 2 paGouux mHS C 1aThl TOJIMUCAHUS CIIPABKH.

10. MakcuManbpHBIA CPOK JOBEPEHHOCTH:
A. 1 r1ona;

b. 2 rona;

B. 3 rona;

I. 5 ner.

11. B xako#t cpok JTOJDKHO OBITH PACCMOTPEHBI 3asBICHHS U 5KaJI00bI TpakaaH (KpoMe JOKYMEHTOB
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TPeOYIOIUX JTONMOTHUTENBHBIC TOBEPKH)?
A. 1o 7 paGouux aHEH;
b. mo 1 mecsma;
B. 1o 15 pabGouunx mHe, UCKITIOUas EPBbIi YeTBEPT MECAIA U THA WHBEHTAPU3AINH;
I'. Do 2 mecsiueB.

12. Kakoro Bu1a HOMEHKJIATyphl HE CYIIECTBYET:
A. UnguBuayanbHas;

b. Tunogas;

B. Ilpumepnas;

I'. Opranu3zanuoHHasl.

13. Ykaxkure omub04HyI0 (hOpMy IEIONPOU3BOACTBA:
A. CTpyKTypHOE;

b. llentpanusoBanHoe;

B. Cmemannoe;

I'. lenenTpanu3oBaHHOE.

14. Kakoe BpeMsi XpaHUTCSl JOTOBOP IOCJE €r0 MCTEUCHHUS WM MPHU YCIOBUHU €T0 BBITTOJHEHUS
(uckIiroyast 10roBopa Ha OOJBIIYI0 CYMMY HJIM UMEIOIINE BaKHOE 3HAYCHHE).

A. 8 meca1ieB;

b. 3 rona;

B. 5 ner;

I'. 7 ner.

15. PactiopsiauTeNbHbIE TYHKTHI B IOKYMEHTE «IIPUKa3» CTPOST MOCIEI0BATENIBHO 10 CXEME:
A. Onucanue — UCIOIHUTEND — IEHCTBHE;

b. UcnonauTens — 1eMcTBUE — CPOK UCIIOTHEHUS;

B. [lelicTBUE — UCIIOJIHUTEND - CPOK JICHCTBHS;

I'. Onucanue - UCIIOJIHUTEIb — CPOK JIEUCTBUS.

16. Kaxkoii(ue) Buzi(bl) OTBETCTBEHHOCTH NPEAYCMOTpeH(bl) 3a pa3malleHne KOMMEpYeCcKOM
TaHBI?

A. TUCHMITTIMHAPHASA U aIMUHUCTPATUBHAS

B. muctumuimHapHas v rpak JaHCKO-TIPaBOBast

C. yronoBHas

D. Bce Brienepeuncnenssie (O3 «O kommepueckoil TaitHe» [cT. 14])

17. Yto He oTHOCUTCA K NpaBUiIaM KOH(PHUAESHIINAIBLHOTO JOKYMEHTO000poTa?

A. KOIJIernanbHOCTh NMPOLEAYpPhl YHUUTOXKEHHUS JOKYMEHTOB, COJEpKALIUX KOH(DUICHINATbHYIO
unpopmarnuto (KN)

B. Benenue yuéra Bcex koH(pUaeHIHATbHBIX JoKyMeHTOB (K/I), BKitodas MX KOmuu

C. nuceMeHnHas Qukcarnus oopamienuit paboTHukoB K K/|

D. o6s3arensHoe npumenenue AVIC npu padote ¢ K]

18. K/I, oTHOCAIIMECS K KAKMUM JOKYMEHTOIIOTOKaM, HE MOJIEKAT YUETY B OpraHu3anuu?
A. K]I, mocTymaromniyie B OpraHu3aImo

B. noxymenTanus npyrux opraHusanuil, conepskamas K1

C. K/I, otipaBiisieMble U3 OpraHU3aluu

D. BHyTpeHnHss nokymeHTanus, cogeprxkamas K1

19. Kakyro umHbpopmanuio He BKIOYaeT B cebs PermameHT mocTyna kK KOH(UICHIIMATBLHOM

uHpopmauu?
A. Kpyr Jull, UMEIOIIMX MPaBO JaBaTh pa3pelleHue Ha JIOMYCK U JOCTYN K KOH(UIEHINATbHOMI
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uHpOpMaLuU

B. cnincok nu1, HMEroImKX JOCTYI K ONpeesIEHHBIM BU1aM KOH(QHUAECHIIMATbHON HH(DOpMALHH.

C. mopsnok odopmieHHs pa3pelleHuii Ha AOCTYH K KOH(HIEHIMaIbHOH HHbOpManuud |
IIPEIOCTABIICHUE €€ MOJIb30BATEISIM.

D. nopsanok ydera BblAa4M KOH(DUIACHINAIBHOW JOKYMEHTHPOBAHHOW MH(POPMAITUH.

20. [lomoHEeHUsT U M3MEHEHHSI COCTaBa CBEJICHUH, BKIIFOUCHHBIX B [lepeueHb KOHGUACHIINATLHOM
JOKYMEHTHPOBaHHOW HH(GOpMaluu, a TakKe H3MEHEHHE CTENeHU HX KOH(PHUACHUIUATHHOCTH MOTYT
OCYIIECTBIIATHCS C pa3pelIcHHs] PYKOBOIAMTEINSI OPraHHU3aIlMi U BHOCUTHCS B llepedeHb 3a MOAIUCIMU
(BbIOCpPUTE HEBEPHBIN OTBET). ..

A. pyKOBOIUTENEH CTPYKTYPHOTO MOPA3ACICHUS 10 TPUHAUICKHOCTH HH(DOPMAITUU

B. ciy>x0b1 6€301MacHOCTH OpTraHU3aIin

C. BCeX COTPYIHHUKOB, IMCIOIIUX MPABO TOCTYIA K JAHHBIM CBEICHUSIM

D. cimy»0bl 1€70TIpOU3BOJCTBA

21. lokyMeHTHpOBaHHAass HH(pOpMAIU — 3TO. ..

A. 3adukcupoBaHHas Ha MaTepPHAIBLHOM HOCHTENE IMyTEeM JIOKYMEHTHPOBAaHUS HMH(OpManus C
PEKBU3UTAMM, TO3BOJIIIOLIMMM  ONpPENEeIUTh Takyl0 HHPOPMALUMI0 MIM B  YCTaHOBJIEHHBIX
3akoHONarenbcTBOM Poccuiickoit Dexepannn ciydasx ee marepuainbHblii HOocuTenb (N 149-03 «O6
uHpopMalLuu, HH(POPMALMOHHBIX TEXHOJIOTUAX U O 3amuTe HHGopmaumn» [cT. 2])

B. cBenenwus (cooOmieHus1, TaHHbIE) HE3aBUCUMO OT (POPMBI HX TIPEICTABICHUS

C. undopmanus, 3aUKCUpOBaHHAs HAa MAaTepUAIbHOM HOCHTEJE, JOCTYNl K KOTOPOM CTpOro
OIpe/IeNEH PEerIaMEHTOM OpraHU3aluu

D. undopmanus B nucbMeHHOU (hopme, opopMIIeHHAs MO ONpeieNEHHbIM IpaBUiIaM U Hecyluas
OIpeeNEHHYI0 LIEHHOCTb /Il OpraHu3aluu

22. Kakoe yclioBHE HE SIBIISIETCS] 0053aTeIIbHBIM IS 00eCcTieueHUs Opranu3anuu gocryma kK KJ1:

A. 3HaHHME COTPYIHHUKOM TpeOOBaHH HOPMATUBHO-METOIWYCCKHX JOKYMEHTOB IO 3aIllUTE
WH(OPMAITUU ¥ COXPAHCHHUIO TAHBI

B. Hannune HE0OXOAUMBIX YCIIOBHH B oduce Ui paboThl ¢ KOHPHICHIIMATBHBIMH JOKYMEHTAMHU
u 6a3aMu JTaHHBIX

C. HaNMYMU TOJMMCAHHOTO CTOPOHAMHU TPYAOBOTO JOTOBOpa (KOHTPAKTa), UMEIOIIETO MYHKT O
COXpaHEHWW TaWHBI OpTraHW3AlMM, W TIONMUCAHHOTO O00S3aTeIhbCTBA O HEPA3IVIAICHUH CTaBIIUX
M3BECTHBIMU JIUIY KOHPUICHIIMATBEHBIX CBEACHUN U COONIIOACHUS TPABUII UX 3aIIUTHI

D. nanuuue B opranuzanuu ciyx0bl 6€30MacHOCTH

14.1.2. Tembl JOMAIIHUX 3adaHUH

Meronsl  KknaccupuKalMM, KOTUPOBAaHMA W  HHICKCHPOBAaHHMS JOKYMEHTOB UM  CHUCTEM
AOKYMCHTHUPOBAaHUA

Turel 1 BUIBI JOKYMEHTOB

Dopmynsap JOKYMEHTA U €r0 COCTABHBIE YACTH

OcobeHHOCTH cocTaBleHus U 0(OPMIICHHSI TOJI0KEHUH, TPOTOKOJIOB, TOCTAHOBIICHUH

OcoOeHHOCTH CcOCTaBIIEHUS U OQPOPMIIEHUS IPUKA30B, PACTIOPSKEHUHN U YKa3aHUH

OcobeHHoCTH cocTaBieHus M 0(OpMIICHHs TEXHUYECKOTO 3a1aHus, otueta o HUP

CniocoObI 1 cpesicTBa TOKYMEHTUPOBAHUS

KaHnaubl HeCaHKIIMOHUPOBAHHOTO JOCTYIIA K IOKyMEHTaM

14.1.3. 3auér
Joxyment. CBoiicTBa, GYyHKIMH U IPU3HAKU

1. Haitte ompenenenne uHgopmauuu. Orpenenure UEpapXUUeCcKyl0 CTPYKTYpY MHBAapHAHTHBIX
CBOMCTB MH(OpMaIHH.

2. JlaiiTe ompeaeneHUs] TOHATHSM COOOIIEHWE W JTOKyMEHT. Ha30BuTe CBOICTBA, OTIWYAIONINE
JOKYMEHT OT COOOILIECHHS.

3. HazoBuTe u oxapakTepu3yiTe OCHOBHbIE (YHKIIMU JJOKYMEHTA.

4. Ha3zoBuTe U 0XapaKkTepU3yHTe OCHOBHBIE IPU3HAKHU JOKYMEHTA.
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5. Jlaiite omnpeneneHue  KOHQHUIEHIMATbHOCTH  HMHGpopMmauuu. [losicHUTe  mOHsATHE
KOH(UIEHIMAIBHOIO JOKYMEHTA, ONPEIEIUTE ePEUeHb CBEICHUMH, SABISIFOIMXCSA KOHPHICHIIMATbHBIMH.

ﬂOKYMeHT KaK 00OBEKT HarmaaCHus U 3alllUThI

1. HazoBure mpaBa u o0si3aHHOCTH oOnanaress uHbopmaiuu. [lepeuncianTe OCHOBHBIE KaTerOpUU
CBEICHUH, K KOTOPHIM (enepanbHBIMH 3aKOHAMH YCTaHABIMBAETCS OTPAaHWYEHUE JIOCTyNa K
nHpopmaIuu.

2. HazoBuTe M oOXapakTepu3ylTe OCHOBHBIC IIOKA3aTeNM 3allUIIEHHOCTH WH(POPMAIIH,
HUPKYJIUPYIOLIEH B CUCTEME YIPABICHHUS.

3. OxapakTepu3yiiTe OCHOBHBIC HCTOYHUKM HH(GOPMALMM W METOABl MONYYCHHS OT HHUX
nHpopMmaIuu.

4. aiiTe KIacCU(PHUKALNIO OCHOBHBIX YTPO3 JJOKYMEHTUPOBAHHOM HH(pOpMALIUH.

5. HazoBuTe OCHOBHBIE OpraHM3alMOHHBIE U TexHHYeckue kaHaibl HC/l k 1oKyMEeHTUPOBaHHOU
nH(OPMAIUU U TAUTE UX KPATKYIO XapaKTEPUCTHUKY.

6. OxapakTepuzyhWTe  OCHOBHBIE  BHJbl  HECAHKIIMOHUPOBAHHBIX  BO3JICUCTBUA  Ha
JTOKYMEHTHPOBAHHYIO HH(OPMALIUIO.

7. HazoBuTe ycinoBusi, KOTOpbIE MOTYT MOBJIEeYb 3a c000i1 yiiepO obnagarento KOHPUACHIIUATLHON
nHpopmaruu. O 4eM CBUICTEIBCTBYIOT IAHHBIC YCIIOBUS?

Crioco0bl 1 cpeacTBa JOKYMEHTHPOBAHUS

1. Ha3oBuTe OCHOBHBIC 33Ja4d 3aIIUTHI WHPOPMAIMHM TPH €€ JOKYMEHTHpoBaHMU. HazoBute
OCHOBHBIE OTJINYUS KOH(PHUIESHIMAIBHOTO J1EIOIPOU3BOACTBA OT OTKPBITOTO.

2. Kak ocymiectBisieTcs 3amuTa KOHQHUISHIMATFHOH HHPOPMAIIUN OT YTPAThl U YTEUKH IIPH €€
JNOKyMeHTHpoBaHUU. Ha3zoBuTe xapakTepHble OMIMOKHM NpU JOKYMEHTHPOBAHUHU KOH(HJIEHIMAIBHON
nH(OPMaIINH, CO3/IAIOIHNE TIPEATIOCHUIKH JUIS €€ YTEeUKU M YTPAThI.

3. Ha3oBuTe 1 ONUIIMTE OCHOBHBIE CIIOCOOBI M CPECTBA JOKYMEHTUPOBAHUS HH(POPMAIUH.

4. IpuBeaute Ki1accupUKAIMIO HOCUTEICH HHPOPMAITUH.

5. Uro nonumaercs Mmoj NOMIMHHOCTBIO JOKyMeHTa? (OXapakTepu3yHTe OCHOBHBIE BUbI
¢danbcupuKauy T0KyMEHTOB U HOCUTENIEH JOKYMEHTHON nHpopmauuu. [IpuBenute npumMepsl.

6. OxapakrepusyiiTe OCHOBHBIE (DOPMBI 3aLIUTHI TOKYMEHTOB U HOCHUTEJIEH JTOKyMEHTHUPOBAHHOU
uHpopmanuu. [IpuBeaure npuMepsl.

7. Ha3oBuTE OCHOBHBIE BUBI TEXHUUECKOTO UCCIIEIOBAaHUS TOKYMEHTOB. [lepeunciuTe nmpu3Haku
MMUTAIUU OTTHCKA M1€YaTu, CIIOCOObI 3alUThHI IeYaTy OT MOJIEIIKH.

CrpykTypa JOKyMEHTa, €ro COCTaBJICHHE U 0(hOPMIIEHUE

1. I[TpuBenuTe OCHOBaHUS KiaccU(PUKAIIMK OCHOBHBIX TUIIOB JOKYMEHTOB. [IpuBeauTe mpumepsl.

2. JlaliTe kmaccu(uKauo 1 Ha3HAYeHHE OCHOBHBIX TUIIOB YIPABICHUECKUX JIOKYMEHTOB.

3. Jlaiite kIaccu(pUKAUIO U Ha3HAYEHHUE OCHOBHBIX TUIIOB TEXHUYECKUX IOKYMEHTOB.

4. [Maiite omnpeneneHuss MOHATUH «hOpMyIsip» U «pPEKBU3UT». HazoBUTE pPEKBU3UTHI,
OIIPEEIIAONINE FOPUANYECKYIO CHITy JOKYMEHTA.

5. IlepeuncnuTe U NOSICHUTE OCHOBHBIE PEKBU3UTHI JOKYMEHTA.

6. HazoBute ocHOBHBIE TpeOOBaHMS K COCTAaBY U O(POPMIICHUIO PEKBU3UTOB KOH(MUICHIIMATBHBIX
JOKYMEHTOB.

MeTO}II/IKa periraMC€HTaluu CoCTaBa KOH(bI/I}IeHL[I/IaJ'IBHBIX JOKYMCHTOB

1. Tlepeuncnure HSTambl OMNpeAeNieHUs cOocTaBa KOHOGUACHIMAIBHBIX JOKyMeHTOB. IlosicHuTe
0COOEHHOCTH OIpeIeNIeHHs COCTaBa MH(POPMAIIH, OTHOCSIIEHCS K CITy)KeOHO TaliHe.

14.1.4. Bonnpocbl Ha CAMONIOATOTOBKY
Metonpl  knaccuukanuv, KOJUPOBAHUS W  HMHJAEKCUPOBAHUS JOKYMEHTOB U  CHUCTEM
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JNOKYMEHTHUPOBaHUS
Tumsl 1 BUABI TOKYyMEHTOB
DopMyIsip TOKYMEHTA U €r0 COCTABHBIE YACTH
OcobeHHOCTH cOCTaBIICHUs H O(DOPMIICHHSI TIOJIOKEHUH, IIPOTOKOJIOB, TTOCTAHOBJICHHUI
Oco0eHHOCTH COCTaBIeHUs M 0(OPMIICHHSI TPUKA30B, PACTIOPSDKEHUN U YKa3aHUH
OcoOeHHOCTH cOCTaBlIeHUS U 0POPMIICHUSI TEXHUUECKOT0 3aanus, oruerta o HUP
Crioco0bl 1 cpeacTBa JOKYMEHTHPOBAHUS
Kanasnbl HeCaHKIIMOHUPOBAHHOTO JOCTYIA K TOKyMEHTaM

14.1.5. Tembl HHAUBUAYAJIBHBIX 3a1aHUI

Metoapl  knaccH(pUKAIMKM, KOTUPOBAHUS W  HMHACKCUPOBAHUS JOKYMEHTOB U  CHUCTEM
JOKYMEHTHPOBaHUS

Turbl U BUIBI JOKYMEHTOB

DopMyssip JOKYMEHTA U €r0 COCTABHBIE YaCTH

Oco0OeHHOCTH COCTaBIICHUS U 0POPMIICHUS TIOJIOKESHUM, TIPOTOKOJIOB, TOCTAHOBJICHHIA

OcoOeHHOCTH COCTaBIIEHUS U OPOPMIICHHUS IPUKA30B, PACTIOPSKEHUHN U YKa3aHUH

OcoOeHHOCTH cOCTaBIICHUS U 0POPMIICHHUSI TEXHUIECKOTO 3aaanusi, otuera o HUP

CniocoObI 1 cpelicTBa JOKYMEHTUPOBAHUS

Kananpl HECaHKIMOHMPOBAHHOTO AOCTYIA K JOKYMEHTAM

14.1.6. Tembl OIPOCOB HA 3AHATHSAX

[Tonsatus wuHpOpmManus, coobueHue, IoKyMeHT. CBoiicTBa HHpOpPMAIUKM, COOOLIECHUS M
nokymenta.  ®ynkumm  cooOmieHuii ¥ JoKyMeHTa.  OCHOBHbIE  NPU3HAKM  JOKYMEHTA.
Kon¢puaenuumanbHOCTh HHGOPMALIUU U KOH(DUACHIUAIBHOCTD JOKYMEHTOB.

OCHOBHBIC TEHJCHIIMM HCIIOJIB30BAHUS COBPEMEHHBIX HWH(POPMALMOHHBIX TEXHOJOTHH B
o0ecreyeHnn yrpaBieHUYeCKoW JesTenbHOCTH. OCHOBHBIE 3aKOHOJATENbHbIE M METOJO0JOIMYECcKUe
MPEIIOCHIIKA PACCMOTPEHMSI JOKYMEHTAa KaKk OObeKTa HamajeHus U 3amuTbl. OpraHu3alloHHbIE U
TEeXHUYECKHE KaHaJIbl HECAaHKIIMOHUPOBAHHOI'O JOCTYIA K J0KyMeHTaM. JIOKyMEHTBI 1 ITepCOoHAI.

3amaun 3amuThl MHGOpMAIMK TIPH €€ JOKyMEeHTHpoBaHMH. OCHOBHBIE CIIOCOOBI M CPEICTBA
nokymeHTHpoBaHus. Kiaccudukanuss Hocurteneid nokyMeHTHpoBaHHON uH(popmauuu. IlogmuHHOCTH
IOKyMeHTOB. [lo/uIMHHBIE W MOUIOKHBIE NOKYMEHTHL. Buiel Qanscudukanuu 1okymMmeHTOB. CrocoObl
3alIUThl JOKYMEHTOB OT (haibCcu(UKALIH.

Tunsl ¥ BuABl JOKYMEHTOB, uX Kiaccupukanus. OO6mue TpeOoBaHUS K COCTAaBICHHUIO U
oopmienuto  10KyMeHTOB. (OcoOEHHOCTHM cOCTaBleHMs W  O(OPMIIEHUS  OTIENbHBIX  BHJIOB
YIOPaBICHUYECKUX JOKYMEHTOB. (OCOOEHHOCTH COCTaBIE€HHS U OQOPMIIEHUS OTIENIbHBIX BHJOB
TEXHUYECKMX JIOKYMEHTOB. TpeOoBaHMS K COCTaBICHHUIO M OQOPMIEHHIO KOH(HUACHIHAIBHBIX
JIOKYMEHTOB.

Mertonpb! kiaccu(uKaluy 1 KOTUPOBaHUS JOKYMEHTOB M CUCTeM JIokyMeHTauuu. Knaccudukanus
JOKYMEHTOB © Jen. Mertoauka cocTaBieHus kiaccupuxaropoB. CuCTEMBl  JOKYMEHTAIUH.
VYHUPUIIPOBAHHBIE CUCTEMbI JOKYMEHTAIUH.

Otamnbl ONpENeNIeHNs COCTaBa KOH(PHUACHIHMAIbHBIX JTOKyMEHTOB. OCOOEHHOCTH OIpeaeaeHHs
cocraBa MH(popMalMM, OTHOCALIEHCS K ciykeOHoM TaitHe. OCHOBHBbIE TpeOOBaHMs, NPEAbSBIsIEMbIE K
COCTaBJIEHUI0O U  O(OpMJIEHMIO TMepeuyHed  KOH(QUICHIMAIbHBIX CBEIEHUH M  H3/1aBaeMbIX
KOH(UIEHIIMAIBHBIX JTOKYMEHTOB.

14.1.7. Bonipocs! 1151 NOATOTOBKH K NPAKTHYECKUM 3aHATUAM, CEMHUHapaM
Kanasibl HECaHKIITMOHMPOBAHHOTO AOCTYNA K JOKYMEHTaM
Crioco0bl ¥ cpeacTBa JOKYMEHTHPOBAHUS
Metonpl  knaccuukanuyv, KOJUPOBAHUS W  HMHJAEKCUPOBAHUS JOKYMEHTOB U  CHUCTEM
JOKYMEHTUPOBAHUS

14.2. TpeGoBaHus K OLIEHOYHBIM MATEPHAJIAM JISA JTUI[ ¢ OTPAHUYECHHBIMHU BO3MOKHOCTAMU
310pPOBbS M HHBAJIH/0B
Jns M ¢ OrpaHWYEHHBIMHM  BO3MOXKHOCTSIMM  370pOBbSI. W HMHBAJIWJIOB IPELYCMOTPEHBI
JIOTIOJTHUTENbHBIE OLIEHOYHBIE MaTepHallbl, IepeueHb KOTOPBIX yKa3zaH B Tabnuie 14.
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Ta6Jmua 14 — I[OHO.HHI/ITGJIBHBIG MaTrepuajibl OOCHUBAHUA IJId JIUI] C OrPaHUYCHHBIMHU BO3MOKHOCTAMHA

3I0pPOBbSI M HHBAJIHMIOB

Kareropun
00yJarommxcst

C HapyueHusaMu
cryxa

C HapyueHusaMu
3peHus

C HapymeHusiMu
OIIOPHO-
JIBUTATEIBHOTO
anmnapara

Buasl TOIMOIHUTEIILHBIX OLICHOYHEBIX
MarepualoB

TecTbl, TUCEMEHHBIE CAMOCTOSATEIILHBIC
paboThI, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PAOOTEHI

CobecenoBaHue 110 BOIIPOCAaM K 3a4€ETy,
OIIPOC 10 TEPMHUHAM

Pemenne MuCTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIC pa6OTbI, IIMCBbMCHHBIC
CaMOCTOSATENIFHBIE PAa0OTHI, BOIPOCHI K
3auery

@opMbI KOHTPOJIS U OLEHKHU
pPe3yJIbTaTOB O0yUYCHUS

[IpenMy111€CTBEHHO TMCBMEHHAs
IIPOBEpKa

[TpenmyIIeCTBEHHO yCTHAsI IPOBEPKA
(MHAWBUIYATIBHO)

HpeI/IMyH_IeCTBeHHO JAUCTaHIITMOHHBIMU
MCTOJaMH

C orpaHuyYeHUSIMU 110
O0IIEeMETUITUTHCKIM
MOKa3aHUsM

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

[Ipenmy1iecTBEHHO IPOBEPKA
METOJIaMH UCXOSl U3 COCTOSHUSA
00yyaronierocst Ha MOMEHT IIPOBEPKU

14.3. MeToguueckne peKoMeHAalHH M0 OIleHOYHBIM MaTepuasiaM JJisl JUI ¢ OTPAaHUYEeHHBIMHU
BO3MOKHOCTSIMH 3/10POBbSI 1 MHBAJIN/10B

Jis nun ¢ OTpaHWYeHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSI M WHBAJIMJOB TIPEIyCMAaTPHUBACTCS
nocTynHas popMa nperocTaBiIeHUs 3aJaHUH OLIEHOYHBIX CPEICTB, 3 UMEHHO:

- B TIeYaTHOU (opMe;

— B TIe4aTHOW (hOpMe C YBEITHMUSHHBIM MIPUPTOM;

- B (hopMe PIIEKTPOHHOTO TOKYMEHTA,;

- METOJIOM YTEHHS aCCUCTEHTOM 33/IaHUS BCIYX;

- NPEAOCTaBICHUE 3a/IaHHsI C UCTIOJIb30BAaHUEM CYpPJIOTIEPEBO/IA.

JluaM ¢ OrpaHWYEeHHBIMH BO3MOXKHOCTSIMM 3/10pOBbsI M MHBAJMIaM YyBEJIMUYMBAECTCS BpeMs Ha
MOATOTOBKY OTBETOB Ha KOHTPOJBHBIE BOMPOCHL. [l Takux OOydYaromuXxcs MpeayCcMaTpuBaeTCs
nocTtynHas popMa npeocTaBIeHHsI OTBETOB Ha 33/1aHUs, 3 UMEHHO:

— MMCbMEHHO Ha Oymare;

- HaOOp OTBETOB Ha KOMIIBIOTEPE;

- Ha0Op OTBETOB C MCIOJIB30BAHUEM YCIYT aCCUCTECHTA;

- IPEACTaBICHNE OTBETOB YCTHO.

[Iponienypa oOueHWBaHHS pPE3YJAbTaTOB OOYYEHHUS JIUI] C OrPAaHUYECHHBIMH BO3MOXXHOCTSIMH
37I0POBbS M HMHBAJIMJIOB MO JUCLUIUIMHE MpPeaycMaTpUBaeT NpefocTaBieHHe HH(popMmanuu B Gopmax,
aIaTHPOBAHHBIX K OTPAHUYCHHUSM UX 370POBbS M BOCIPUATHS HH(OPMAIIHN:

JL1s1 1ML ¢ HApyLIeHUSIMM 3PeHust:

- B (hopMe DIIEKTPOHHOTO IOKYMEHTA,;

- B [Ie4YaTHON (hopMe YBETUUEHHBIM IIPUPTOM.

JI1s1 1M1 ¢ HApYLIeHUsIMM CJIyXa:

- B (hopMe DIIEKTPOHHOTO TOKYMEHTA,;

— B Ie4aTHo (opme.

JIJ1s1 i1 ¢ HAPYUIEHUSIMHM ONIOPHO-ABUTATEJLHOI0 annapara:

- B (hopMe PIIEKTPOHHOTO TOKYMEHTA;

- B MIe4aTHOU (opMme.

[Tpy HEOOXOOUMOCTH JUIS JIMII C OrPAaHMYEHHBIMH BO3MOXHOCTSIMHM 37I0POBbS M HHBAJIMJIOB
MpoIleTypa OIICHUBAHUS PE3YIETaTOB 00yUSHUS MOXKET IIPOBOJAUTHCS B HECKOJIBKO ATAIIOB.
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