MHUHHUCTEPCTBO OBPA3BOBAHUS 1 HAYKHM POCCUHMCKOM ®EJEPAIIMA
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)

HTYOCYR| e sumprncera
UNIVERSITY JlupexTop nenapraMmeHTa 00pa3oBaHuUs

Moy saauT NOQMTHCES 3ASKTIOHMEOR NOINWCRH
Ceprugamar: 1obcfala-5laf-448-aef0-5584d2fd4820
Bragesey: Tpoawm Magen Edmpmosms

Leactearenes: ¢ 1901, 2016 no 18082010

PABOYAS ITPOTPAMMA TV CHUTIMHBI
JIEKTPOHHBIH JOKYMEHT0000pOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

HampaBnenue noarotoBku / cneruaibHOCTh: 27.03.02 YnpaBieHue kauecTBOM

HanpasnenHocts (mpodwmiip) / coenuanuzanvs: YOpabjieHHe KavyecTBOM B HH(OPMAIMOHHBIX
cucremMax

®opma o0ydeHus: OUHaA

®akynpreT: PUT, PakyabTeT HHHOBALMOHHBIX TEXHOJIOT M

Kagenpa: YU, Kadenpa ynpaBieHuss HHHOBALMAMHU

Kypc: 3

Cemectp: 5

YueOnsrit man Habopa 2018 roma

Pacnipenenenne pabouero BpemeHu

Ne Bunsl yaeOHOI A€ATEIBHOCTH 5 cemecTp Bcero Enununner
1 Jleknuu 18 18 4acoB
2 [IpakTyeckue 3aHATUA 18 18 4acoB
3 JlabopaTtopHbie pabOThI 18 18 4acoB
4 Bcero aynuTopHbIX 3aHATHN 54 54 4acoB
5 CamocTosiTenpHas paboTa 54 54 4acoB
6 Bcero (0e3 ax3aMeHa) 108 108 JacoB
7 ITonroroska u cgada pK3aMeHa 36 36 JacoB
8 OO01mast Tpy10eMKOCTh 144 144 9acoB
4.0 4.0 3.E.

OKk3ameH: 5 cemecTp

Tomck 2018
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotoko Ne 8 oT « 25 » 4 2018 1
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
ToBKH (crnieruanbHoCcTH) 27.03.02 YnpaBnenue kauectBoM, yTBepxkaeHHoro 09.02.2016 rona, paccmoTpe-
Ha ¥ 0100peHa Ha 3acenanuu kapeapsl YU« » 20 rona, mpoTtokon Ne

PazpaboTunk:

noueHt Kadenpa ynpasienus HHHO-
Barusmu (YHN) N. A. Jlapnommna

3aBenyronmii o0ecnieunBaromeii kad.
YU I'. H. HapumanoBa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Hexkan OUT I'. H. Hapumanosa
3aBeAyIOIHi BRITYCKAIOIICH Kad.

YU I'. H. Hapumanosa
OKCIIepTHI:

JlouieHT Kadeaps! ynpaBieHUs] HHHO-
Barusimu (YUN) M. E. Autunun

JloueHT kadeaps! ynpaBieHUs] HHHO-
Barusimu (YUN) I'. H. Hapumanosa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
chopMHUpOBaTh y CTYIEHTOB 0a30BYI0 CHCTEMY 3HAHHMH B OOJACTH 3JICKTPOHHOTO JACIIOMPOU3-
BOJICTBA, JIaTh CTYJCHTaM CHCTEMAaTU3MPOBAHHBIE CBEICHHUS O MPaBWJIAX OpPTaHU3AlMU cOOpa, XPaHECHUS,
CHUCTEMAaTHU3aINH IOKYMEHTOB B CUCTEME AJICKTPOHHOTO JIOKYMEHTOO00pOTa

1.2. 3agaum qMCHUNINHBI
—  0Oy4YUTh CTYJICHTOB OCHOBaM HOPMATHBHO-TIPABOBOI'0 M METOJUYECKOTr0 00ECIICUCHHUS pabOThI
C JIOKYMEHTAMH B CUCTEME JICKTPOHHOTO JJOKYMEHTOO0O0POTA;
—  TpaBWIaM JIOKyMEHTHPOBaHUS paOb0OYMX MPOIECCOB U 00CCIICUCHUS 3aIIUThI KOH(PUICHIINAIE-
HOW MH(OPMAITNH, COACPKAMMUKCS B TOKYMEHTAX.

2. MecTo nucuuiiuebl B cTpykrype OIIOII
Jucuumuinaa «1eKTpoHHBINA JoKkymMeHToo00poT» (b1.B./1B.5.2) otHOCHTCS K 670Ky 1 (BapraTHuB-
Hasl 4acTh).
[TpeamecTByOIMKUMU AUCHUITMHAMHU, (OPMUPYIOLIMMU HauyallbHbIE 3HAHUS, ABIAOTCS: [lenoBoe
obmenue, Undopmarnka.
[Tocnenyromumu TUCHMIUIMHAME SIBIISIOTCS: AyauT KadecTsa, IlogroroBka u ceptuduxanus CMK
U TIpOU3BOJICTB, [IpaBoBeneHne, YipaBieHne MPOLeccaMH.

3. TpeOoBaHus K pe3yJbTaTaM OCBOCHHS THCHUIINHBI

[Tpouecc n3yueHus: AUCUUILIMHBI HapaBjieH Ha (JOPMUPOBAHUE CIEAYIOIIUX KOMIIETEHIU:

— TIK-9 cnocoGHOCTBIO BeCTH HEOOXOUMYIO JOKYMEHTAIIMIO [0 CO3AaHUI0 CUCTEMBI obecreye-
HUSI Ka4ecTBa U KOHTPOIIO ee 3 pekTuBHOCTH;

B pe3ynbraTe n3ydeHus TUCIUTLTAHBI 00yYaOMUNACS TOJDKEH:

— 3HATh HOPMAaTUBHYIO NPABOBYIO 0a3y, periaMeHTUPYIOUIYIO BOIPOCHI pabOThI C JOKYMEHTaMHU
B OpraHu3allMy 10 3aKOoHojAaTeNnbcTBY Poccuiickoit @enepanyu; 00S3aHHOCTH Y4aCTHUKOB OTHOILIEHUH,
BO3HHMKAIOIIMX B IPOLECCE OCYIIECTBICHUS JOKYMEHTOOOOPOTa; OCOOCHHOCTH OOECTEeUYEeHHUs 3aIlUThI
KOH(HIeHITMaNbHON HHPOPMAIUH, COAEpKAILleHCs B TOKYMEHTaX; METOANKH MPUMEHEHUS 3HaHUN MPHH-
IIUIIOB M METOJOB pa3pabOTKM W TPaBWJI NPUMEHEHHS HOPMATHBHO-TEXHUYECKOH NOKYMEHTAIlUH 10
00ecIevyeHnIo KayecTBa MpoleccoB, MPOAYKIIUU U YCIIYT;

—  YMeTb OIpeNeNiTh IPaBOBOM CTaTyc 00pabaThiBaeMbIX JTOKYMEHTOB; IPUMEHATh Ha IPAKTUKE
OCHOBBI IIPABOBOT'0 00ECIIeUeHHsI MPOLEAYP TOKYMEHTO000POTa; YBEPEHHO NMPUMEHSATh PaBUIa BEICHUS
paboThI ¢ TOKYMEHTaMU; cOOMpaTh, aHAIM3UPOBATh U MHTEPIPETHPOBATH HEOOXOAMMYIO HH(OpMaIIio,
COJZICPKALIYIOCS B PA3IMYHBIX (POpMAaX OTUETHOCTH M MPOUYHMX OTCUCCTBEHHBIX M 3apYOECKHBIX MCTOYHHM -
Kax;

— BJIa/IeTh HaBBIKAMH COCTABJCHUS OCHOBHBIX BMJOB JOKYMEHTOB, TpeOyeMbIX B Mpoliecce
OCYIIECTBJICHUS JOKHOCTHBIX OOS3aHHOCTEH; HaBbIKAMU BEICHUS HEOOXOAUMOMN JTOKYMEHTAlUHU 10 CO-
3IaHHUIO CUCTEMBI 00ECTICUCHHSI Ka4eCTBA U KOHTPOJIS ee 3 (PEKTUBHOCTH; Pa3IMYHBIMU CUCTEMaMHU

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOIl padoThI
OO01ast TpyI0EMKOCTb JUCHUILUINHBI cocTaBisieT 4.0 3aueTHBIX eIMHMILIbI U IIPECTaBIeHa B Ta0Iu -

%Zgﬁl{lﬁa 4.1 — TpyaoeMKOCTb JUCHUILINHBI
Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl
5 cemecTp
AynuTopHble 3aHATUSA (BCETO) 54 54
Jlexknuu 18 18
[IpakTnueckue 3aHATHS 18 18
JlaboparopHbie pabOTHI 18 18
CamocrosTenpHas paboTa (BCero) 54 54
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OdopmiteHre 0T4ETOB 110 JTabOpPaTOPHBIM paboTam 16 16

[TpopaboTka IEeKIMOHHOTO MaTepralia 2 2
CamocrosaTenbHOE H3ydyeHHe TeM (BOTIPOCOB) 26 26
TEOPETUIECKOM YacTh Kypca

IToaroroBka K MpakTUYECKUM 3aHATUAM, CEMUHApaM 10 10
Bcero (0e3 ax3ameHa) 108 108
[ToaroroBka u ciava sK3aMeHa 36 36
OO01mast Tpy1I0eMKOCTb, 4 144 144
3aueTHpie EanHnIie 4.0 4.0

5. Conep:xanne TUCUMIIIHHBI

5.1. Pa3nenpl AUCHUIIJIMHLI U BUABI 3aHATHHI
Paznensl AMCUMITITMHBL U BUABI 3aHSATUI NpUBEICHBI B Tabmwuie 5.1.
Tadommua 5.1 — Pa3mensl AUCIUIUINHABI U BUABI 3aHATHH

Bcero
yacoB | PopMuUpyeMBbI
[Tpak. | Jlao. Cam. PMHPY
HazBanus pa3nenoB TuCIUTIITHHBI Jlek., u (6e3 e
3aH., 9 | pab., 9 | pad., q
9K3aMe | KOMIIETEHIIUU
Ha)
5 cemecTp

1 Ilpenmer, conepkanue U 3a1a4u TUCLIH- 2 0 0 6 8 [1K-9
irHbl. OCHOBHBIE CBOMCTBA, PYHKIIUU U
MPU3HAKHU JTOKYMEHTa
2 Ctpykrypa nokymenTa. [lopsaok u 2 7 2 9 20 | IIK-9
npaBmiIa 0POPMIICHHUST OPTaHU3AI[UOHHOM,
pacnopsAUTEeIsHON HH(OPMAIMOHHO-
CIIPAaBOYHOM JTOKYMEHTALIUH.
3 OpraHu3anroHHO-METOIUIECKOE 00eC- 4 0 4 9 17 I[1K-9
MeYeHre JOKYMEHTOO00pOTa OpraHu3a-
uuu. Cuctemsl ToKyMeHTauun. CucTeMbl
aBTOMATH3AIMH JOKYMEHTOO00pOTA.
4 OpraHusanys U TEXHOJIOTUs paboTHI C 4 0 4 10 18 |IIK-9
JIOKYMEHTaMU yTPaBIICHHUS.
5 Opranuzanus XpaHeHus: JOKYMEHTOB U 4 3 4 4 15  |IIK-9
obecrieueHne ux coxpanHoctu. Pabora ¢
JOKYMEHTaMH, UMEIOIIUMHU OTPaHUYCH-
HBIW JOCTYII.
6 Opranuzanus coBeranuii. Kondepen- 2 8 4 16 30 |TIK-9
1ui, coopanuii. OdhopmileHHe TOKyMEH-
TaJbHBIX MAaTEPUAJIOB.
Hroro 3a cemectp 18 18 18 54 108
Hroro 18 18 18 54 108
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5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JTEKIIASIM)
CopeprkaHue pa3aesioB TUCIUTIINH (TI0 JIEKIUSIM) PUBEICHO B TabmuIie 5.2.
Tabmuua 5.2 — ComepkaHue pa3ienaoB TUCIUILIKH (TI0 JICKITHSIM)

HasBaHHsA PASIEIOB Copneprxanue pas3znenoB qucuumuinHel (mo | Tpynoemkocts, | @opmupyemblie
JEKIHSIM) q KOMITETEHIIUU
5 cemecTp
1 IIpenmer, Lenu 1 3a1aun y4eOHON AUCIUIITUHBI 2 ITK-9
coJiepXaHue U 3a/laun | « DJIEKTPOHHBIHIOKYMEHT0000poT». cTO-
JUCLUIUINHBL. pHs pa3BUTHSI CUCTEMBI TOCYAAPCTBEHHOTO-
OCHOBHBIE CBOICTBA, | IEJIONPOU3BOJACTBA U CUCTEM JIEKTPOHHOTO
(YHKLIMYU ¥ IPU3HAKK | TOKYMEHT0000poTa.OCHOBHBIE 33/1auHl CHU-
JOKYMEHTa CTEMBI AJIEKTPOHHOTO IOKyMEHTO000PO-
Ta.OCHOBHBIE NOHATUSA. TepMHHBI U onpee-
nenusi. HopmaTuBHO-MeToqMueckas 6a3a je-
nonpousBoacTea u CI/I.
Hroro 2
2 CtpykTtypa O6mue TpedoBanus. Dopmar Oymaru u 2 [K-9
nokymenTa. [lopsnok u | nons. bianku noxymenrtos.IIpaBuiia odopm-
npaBuia opOpMIICHUST | JICHUS OTACTHHBIX BUIOB PEKBU3UTOB JIOKY-
OpraHMU3alMOHHOM, MeHTOB. TpeGoBaHMsI K U3TOTOBJIEHHUIO JOKY-
pacnopsAUTEIbHON MeHTOB. TpeOoBaHuUs K TEKCTYIOKYMEHTOB.
UH(POPMAIIMOHHO- Oprann3alilnOHHO-IIPABOBBIE TOKYMEH-
CIIPaBOYHOM Thl.PacniopsinurenbHble 10KyMeHThI. Cripa-
JOKYMEHTAIINH. BOYHO-MH(OpMaIIMOHHBIE HCIIPABOYHO-aHA-
JUTUYECKHE JOKYMEHThI. DUHAHCOBO OyX-
raJITepcKuefoKyMeHTsl. [Ipotokonsl. /Joky-
MEHTBI JIMYHOTO cocTaBa. [JJOKyMeHTBIIIPO-
LIECCOB JIBWKEHMS KapoB. Benenue tpyno-
BbIX KHIKEK.DOpMUPOBAHUE U BEJICHUE
JIMYHBIX Jeil. JIOKyMEHTBI CHCTEMBIKAUeCTBA!
PYKOBOJICTBO IO Kau€CTBY, TOKYMEHTHPOBAH-
HBICTIPOLIEYPBI.
Hroro
3 Opranu3anoHHO- O6u1me TpeGoBaHUs 10 OpraHU3aluu J0KY- 4 ITK-9
METOJJMYECKOe MEHTO000pOTa, €T0 Pa3BUTHEN pErJlaMeHTa-
obecrieyeHue 1. OnepaTMBHOE XpaHEHUE TIOKYMEHTOB U
JOKyMEHTo0o00poTa nen.CocraBieHne HOMEHKIATypsl fen. Pop-
OpraHM3alHH. MUpoBaHue 1 opopmienue aei. Kontpois 3a
Cucremsl HCIIOJTHEHHEM TOKYMEHTOB. BUJIbI KOHTpOIS.
JOKYMEHTAIINH. CpoxkoBasikapToTeka. ABTOMaTU3UPOBAHHBIE
Cucremsl CUCTEMBI YIIPaBJICHUIAKOPIIOPATUBHBIM JJOKY-
aBTOMAaTH3alNH MEHTOO00POTOM. ABTOMATH3UPOBAHHBIECH-
JOKYMEHTO00O0pOTAa. CTEMbI KOHTPOJIS 32 UCTIOJTHEHUEM JJOKYMEH-
TOB. DKCIEPTU3ALEHHOCTH JOKyMEHTOB. Co-
crasieHue onucei nein. [lepenaya nen Haap-
XUBHOE XpaHEHUE.
Hroro
4 Opranuzanus u OO0mue npaBuiia perucTpaluy JOKYMEHTOB. [K-9

TEXHOJIOTUS PaboThI C
JTIOKyMEHTaMu
YIPABJICHHUS.

DopMBI PETUCTPALIUUOKYMEHTOB. ABTOMA-
TU3UPOBAHHBIE CUCTEMBI PETUCTPAIH 3HA-
YEHHEH 3a/1a4i PETUCTPALUU JOKYMEHTOB.
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[TpaBuia 0OpabOTKH UCXOAAIIMXTOKYMEH-
ToB. [lopsaok npuema, oOpabOTKH U pacripe-
JENEHUSIITIOCTYAOIINX TOKyMeHTOoB. [Topsi-
JOK HaITpaBJICHUS Ha UCIIOJIHCHUEC I/Ipa6OTI)I
UCTIOJIHUTENS C TOKYMeHTaMu. Bb16op mipo-
TrpaMMBI IIIaBTOMATH3AIHH JOKYMEHTO000-
pora.

Hrtoro

5 Opranuzanus

XPaHEHMS JTOKYMEHTOB

U 00ecIeyeHrue ux

coxpanHocTH. Pabota ¢

JIOKyMEHTaMH,
MMEIOIINMHU
OTpaHUYCHHBIN

JOCTYII.

Buenpenue koprnopaTuBHOM aBTOMaTU3UPO-
BaHHOMW CHUCTEMBIIOKYMeHTOoOO0O0poTa. Crcre-
MaTu3anus 10KyMeHToB. O0ecnieueHue-
COXPaHHOCTH JIOKYMEHTOB B DJIEKTPOHHOM
dbopme. ApxuBHOEXpaHeHUE. JJOKyMEHTHI,
OTHOCSIIUECS K TOCYITApCTBEHHOM TalHe,10-
CTyM K HUM. JIOKYMEHTBI, OTHOCSIIIIUECS K
KoHpuAeHIManpHOMMHpOopManuu. [IpaBa
JIoCTyna K KOH(UIEHIINATLHON TOKyMEHTa-
MY Bopranu3anuu. [ledatanue, pa3MHOXe-
HUE U pacChblIKa JOKyMeHTOB.I pynmupoBka
WCITOJITHCHHBIX JIOKYMEHTOB B Jiejia. ABTOMa-
TU3aIUsI0U3HEC-TIPO1IeCCOB 0OpabOTKH U UC-
MOJIHEHUS IOKYMEHTOB. ABTOMAaTH3aIIUS
KOHTPOJIS, HCTIOJIHEHUs JOKYMEHTa, obecrie-
YEHUECOXPAHHOCTH JOKYMEHTOB, JCJ U W3-
nanuil. CucTeMbl,00ecTIeunBaIOIIHe 3alll1-
IICHHBI OOMEH AJIEKTPOHHBIMHU COOOIIICHHSI-
MHU.

Hroro

ITK-9

6 Opranuzanus
COBEII[aHUH.
Kondepenuuii,
coOpaHui.
Odopmienne
JOKYMEHTAJIbHBIX
MaTepPHUAJIOB.

[ToxroToBka coBenanuii, KOH()EPEHIHIA, CO-
Opanuii. OnpeneneHneTeMaTHKY 1 1eJU, Me-
cto nposeaecHus. DopMUpOBaHKE TOBECTKU
JIHS1,0TIPENIETICHUE COCTaBa Y4aCTHUKOB U
JOKJIaTYMKOB, TNIAHUPYEMOEBpEMS Ha 00Cy-
KIACHHUE KaKI0r0 BONPOCa; MICTOUHUKH, T10-
JTYy4EHUSHEOOXOAUMON HHPOPMAITUH.
OdopmiieHne 1 paccbuika MpUrIameHH-
.Bcrpeua, perucrpanus y4acTHUKOB, Opra-
HU3ALMsI U TEXHUUECKOEOOCITy)KUBaHHE.
[IpaBuna opopmieHns U COCTaBIIEHUE TIPO-
TOKOJIOBCOBEILIaHHH, KOH(pepeHIHi, coOpa-
Hu. Mapumpyrusanus , CO34aHUEOTYETOB,
BEJICHUE apXUBa.

Hroro

2

I1K-9

Hroro 3a cemectp

18

5.3. Pa3esbl AMCUMINIMHBI M MEKIMCUMINIMHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (TPeAbITyLIUMHU)
1 o0ecrneynBaeMbIMHU (IOC/IEAYIOIMMH) THCHUIIIHHAMHA
Paznenbl qUCHUIIIUHBL U MEXIUCIUIUIMHAPHBIE CBSI3M C 00€CTIeUMBAIOIIMMHU (TIPEAbIAYIIUMU) U
o0ecrieyrBaeMbIMH (TIOCJIEAYIONIMMHI) TUCIMIUTMHAME MIPE/ICTaBlIeHbI B Tadmuie 5.3.
Tabmua 5.3 — Pa3gens! AMCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

HanmenoBanune JUCHUITIIMH

Ne paznienoB JaHHOW AUCHUTUIMHBL, I KOTOPBIX HEOOXOIUMO
U3ydeHHe 00eCTICUMBAIONIUX U 00eCTIeYNBAEMbIX JUCIIUILTHH
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1 2 3

[IpenmecTByronme qUCUUILIMHBI

1 JlemoBoe oOrmieHuE

2 Undopmaruka + + + + +
[Tocnenyromue TUCIUITITUHBL

1 Aynut kadecTBa + + + + +

2 [loaroroBka u ceprudukanus CMK u . . N N N N

IIPOU3BO/ICTB

3 IIpaBoBeneHue + + +

4 VYrpasiieHH€e MpoIeccaMu +

5.4. CooTBeTcTBHE KOMIIETEHIIMIA, (OPMHUPYEMBIX PH U3yYeHUM TUCIHHUILUIMHBI, U BUA0B 3aHATHI
CooTBeTCcTBHE KOMIIETCHIIMH, (DOPMUPYEMBIX TPH HW3yYCHUHW AWCIHILIMHBI, W BHJIOB 3aHATHU
MPEICTaBICHO B Tabmuiie 5.4.
Tabnuna 5.4 — CooTBETCTBHUE KOMITETEHIIUM, (POPMUPYEMBIX MPU U3YUECHUU TUCLUUIUIAHBI, U BUJOB 3aHS -

TUH
KommeTen Bunel 3ansaTuii
DOpMBI KOHTPOJIA
nuu Jlek. [Tpak. 3aH. Jlab. pad. Cawm. pa0.
I1K-9 + + + + OTtuer 1o HHAMBUAYAIBHO-

My 3ajaHut0, KoHcIekT
CaMOIIOATOTOBKH, 3allluTa
oryera, OTYer 1o jadbopa-
TOpHOH pabdoTte, Onpoc Ha
3aHATHAX, BBICTYyIIICHHE
(moxnan) Ha 3aHsTHH, TecT,
OT4er 1o MPaKTHIECKOMY
3aHATUIO

6. UnTepakTHBHBIE MeTOAbI U (JOPMBI OPraHU3aANNH 00yUEeHUSI
He npenycmorpeno PVYII.

7. JlabopaTtopHble paGoThl

HaumenoBanue nabopaTtopHbIX padoT npuseneHo B Tabnuue 7.1.
Tabmuua 7.1 — HaumeHnoBaHnue 1a00paTopHbIX paboT
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Tpynoemkocts, | @opMupyemblie
Ha3zBanus paznenos HanmenoBanwue 1ab0paTtopHBIX padboT Py ’ PMHPY
q KOMIIETEHIIUHI
5 cemecTp
2 CtpykTypa Benenune tpynoBbsix KHMkeK. PopMHUpOBaHUE 2 I1K-9
nokymenTa. [Topsinok u |1 BeneHue TUYHbIXAEN. JJOKyMEHTBI CUCTEMBI
npaBuia OPOPMIICHHS |KadecTBa: PYKOBOJCTBO IO Ka4yeCTBY,IOKY-
OpTraHHU3aIOHHOM, MEHTHPOBaHHbBIE TIPOIEAYPHI.
MOPSAUTETBHOM
pacnopsiAUTEIHHO Vroro 2
uHGOPMAITIOHHO-
CIIPABOYHOM
JOKYMEHTAIIHH.
3 Opra"nu3aioHHO- CocraBnenre HOMEHKJIATyphl aei. Dopmupo- 2 I1K-9
METOJJUUECKOE BaHMEe U oopmiieHUEeIeNl. ABTOMAaTH3HPO-
oOecrieueHue BaHHBIE CUCTEMBI YIIPABJICHUS KOPIIOPATHB-
JTOKYMEHTO000pOTa HBIMJIOKYMEHTOOOOPOTOM. ABTOMATH3AIUS
OpraHU3aIiH. CUCTEM KOHTPOJISI 3aUCIIOJIHEHUEM JIOKYMEH-
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Cucremsl TOB
AOKYMCHTALNH. Hactpoiika cucremsr DocsVision 1
Cucremsl
ABTOMATH3AIINH Otnpaska nokymenta B DIRECTUM wu3 1
JIOKYMEHTO060pOTA. Microsoft Outlook
Hroro 4
4 Opranuzanus u ABTOMaTU3UPOBAHHBIE CUCTEMBI PETUCTPA- I1K-9
TEXHOJIOTHA padoThl ¢ | IMHU. . BEIOOpIIporpaMMsl JIst aBTOMAaTH3a-
JOKyMEHTaMH1 U T0KyMeHTooOopoTa. Pabora ciporpam-
yIpaBICHUS. MaMu
HacTtpoiika cripaBOYHUKOB COTPYIHUKOB U 2
KOHTPAreHTOB B CUCTEME JIEKTPOHHOIO J10-
KymeHToob6opota DocsVision 4.5
Hroro
5 Opranuzanus Buenpenue koproparuBHONM aBTOMATU3UPO- ITK-9
XpaHEeHus JOKYMEHTOB |BaHHOW CUCTEMbLIOKYMeHTooOopoTa. Cucre-
u obecreyeHue ux MaTHU3alus J0KyMEHTOB. ABTOMaTU3aLUs
coxpaHHocTH. PaboTa ¢ | KOHTpOIIsl, ICIIOJTHEHUSI IOKyMEHTa, o0ecIe-
JOKYMEHTaMH, YEHHECOXPAHHOCTH JOKYMEHTOB, A€ U U3/1a-
AMEIMHA HUI.
rPaHUYEHHBIN
orp ¢ [IpaBa noctyna Kk JOKyMEHTam
JOCTYII.
Hroro
6 Opranuzamus OdopmiteHne U pacchiTKa MPUTIIAIIICHHH. I1K-9
COBEILIAHUM. OdopmieHre ucCocTaBIeHUE TPOTOKOJIOB CO-
Kondepennuii, BellaHui, kKoH(epeHuii, cobpanuii. Mapi-
coOpaHwuii. pyTH3aLus , CO31aHUE OTYETOB, BEICHUE ap-
Odopmiienne XUBA.
JOKYMCHTAJILHBIX CocraBieHue npuNIalIeHNs IPeaIoJaraéMo- 2
MaTepHasoB.
arepuano My MapTHEPY € NPEUIOKEHUEM IPUHATh yya-
CTHE B MEXIYHAapPOAHOM CUMIIO3UYME I10 BO-
IIPOCaM JIEKTPOHHOI'0 IOKYMEHTO000pOTA.
Hroro 4
Hroro 3a cemectp 18
8. IIpakTHyeckue 3aHATUSA (CEMUHAPDHI)
HaumeHoBaHMe MpakTHUECKUX 3aHATUH (CEMUHAPOB) NpuBeieHO B Tabiure 8.1.
Tabmua 8.1 — HamMmeHoBaHMe MPaKTHYECKUX 3aHATHHA (CEMUHAPOB)
HaumeHnoBanue npaktuueckux 3ausatuil | Tpymoemkocts, | DopmMupyembie
Haszsanus pasnenos
(cemuHapoB) q KOMITETCHIIUHI
5 cemecTp
2 CrpykTypa Pa3paboraTh 2nekTpoHHBIN hopMyIsip-o0pa- 4 I1K-9
nokyMmeHTa. [lopsiiok u | 3e1 THIIOBOTO OpraHn3aliOHHO-PACTIOPSIN-
npaBwia opopmiieHus: | TenpHoro qokymenta (OPJ) Ha skpane.3amnu-
OpraHMU3alMOHHOM, catb ero B ¢aiin u pacnevararb.Co3aats OHO-
pacnopsAUTEIbHON JUOTEKY (POPM 3JIEKTPOHHBIX TOKYMEHTOB
UH(POPMALIMOHHO- Jui rpynnsl THOBeIX OPZl.3anonHuts dop-
CIIPABOYHOM MbI D] mepemeHHo nHpOpMaIuen u pacrme-
JOKYMEHTAIINH. 4araTh MOJTY4YEHHbIE TOKYMEHTHI.
CocraBnenue GopM CTaHAAPTHBIX IIEKTPOH- 3
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HBIX TOKyMeHTOB.3ananue: 1 Beibpats sro-
Oyr0 CO3IaHHYIO0 POPMY DIIEKTPOHHOTO JIOKY-
MEHTa U 3arpy3uTh ero. HacTpouTh 3kpaH Ha
paboTy ¢ mabioHaMu JOKYMEHTA CO CTHIIS-
Mu.2 Co3aaTh CTUIIU JJIsI K&XKJON CTPOKU
(OpPMBI ATOTO TOKYMEHTA, MOyYUTh Ha dKpa-
He TaOJIMIly CTUJICH, 3amicaTh €€ B I1a0JI0H
(GhOpMBI TOKYMEHTA ¥ BBIJATh HA TeYaTh.3
HaGpatb TeKCT mepBoro 3K3eMIuispa J0Ky-
MEHTA ¥ MPOBECTH OPOPMIICHHE €TO C HC-
MTOJIb30BAaHUEM TEXHOJIOTHU KOITMPOBAHUS
CTHJIEH 13 TaOIUIIBI CTUIICH CO3JAaHHOIO IIa-
0s10Ha (POPMBI CTAHTAPTHOTO TOKyMEHTa.4
3arpy3uTh rOTOBbII TOKYMEHT, KOTOPBII
HEOOXOAMMO COXpPaHUTh U paclieyaTarh.

HUroro 7

5 Opranuzanus ABTOMaTH3a1Ms XpaHEHUS], IOUCKA TOKYMEH- 3 ITK-9
XpaHEeHUs JOKYMEHTOB |TOB C HCIOJIb30BAHUEM CYJ U UIIC
1 00ecreyeHue ux

coxpanHocTH. Pabora ¢

Hroro 3

JOKYMEHTaMH,
HMMEIOLIUMU

OTpaHUYCHHBIN

JOCTYII.

6 Opranusanus CoctaBnenue (popMbl JIEKTPOHHOTO JOKY- 4 IT1K-9
COBEIIAHUI. MEHTa ISl CepUiHBIX TuceM3ananue: 1 Mc-

Kondepenuui, noJb3ys QyHKIUI0 « CIUsiHUEe», CO31aTh U

coOpaHui. pacriedyarath 0a3y JaHHBIX CO 3HAYCHUSIMHU

Odopmnenue IIEPEMEHHBIX 0JIel Ha TpH ajapeca.2 Co3narh

JIOKYMEHTaJIbHBIX U pacrievaraTb popMy JIEKTPOHHOTO JIOKY-

MaTepHUaJoB. MEHTA JIJIsl CEpPUHHOTO NMChMa C PEKBU3UTA-

MU NPEANPUATUA — OTIIPABUTENSA ITIUCEM, CO
CTaHJAPTHBIM TEKCTOM (TEKCT MUCbMa pa3pa-
00TaTh CaMOCTOSATENIBHO) U YKa3aHUEM MECT
PacIoNIOKEHUS /1J1s IEPEMEHHBIX MoJIeit.3
BEIMOTHUTH Omeparyio aBTOMaTHIeCcKOro
CIIMSIHUSL U 3aII0JHEHUS 1oJiel OpMBI U3
0asnl JaHHBIX, pacricyaTaTb MOJTYYCHHBIC
MUCHhMa IO TPEM aJIpecam.

Opranu3anus KOJIJISKTUBHON pabOThI ¢ JTOKY- 4
MeHnTamu.3ananuel. Kaxmas rpyrmma BbImnos-
HseT Ha0op TekcTa ['omoBoro otyera o pabo-
Te Gupmbl, «O npoaaxe HHPOPMALMOHHBIX U
MPOrPaMMHBIX IPOAYKTOB 10 KBapTajam
200 rona», HaOpaTh 3arOJIOBKHU Pa3zeiioB U
MOJIPa3/IeoB, MPOCTABUTH CTPAHUIIBI U CO-
371aTh orjiaBieHue oTdera.2. Jlanee oryer
nepechbuTaeTcs ¢ MpeaBapuTeIbHBIM CO00IIIe-
HUEM cocelHel Opurajae, KoTopas JOJDKHA
OTpEAAaKTUPOBATh OTYET U HA TIEPBOI CTpaHU-
11€ BBECTU TPU CHOCKH, IOCJIE YEro OHA
JIOJKHA TepenaTh paboTy TpeTbeid Opurane.3.
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TpeTbs rpyrma, MoJIy4uB COOOIICHHE C OTYe-
TOM, BBITIOJTHSIET paboTy 1o hopMaTHpoOBa-
HUIO OTYETa, /IS YeTO BTOPYIO CTPAHHUITY OHA
JTOJDKHA Pa30UTh HA KOJIOHKU U TIPOU3BECTH
BCTaBKY WJIITIOCTPAIIUNA, TAOJIUIT U TPaHUKOB C
MCIIOJIb30BAaHUEM pPaMKHU U 0e3 Hee, TToCIIe
Yero OHa ATOT OTYET MEepPeaaeT I JaTbHEH-
et paboTsl ueTBepToi Opurane.4. Yersep-
Tasl TPyIINa JOJKHA BCTABUTh B TIOJyUYCHHBIN
TEKCT MOJTYYEHHOTO OTYETa BEPXHUM U HUXK-
HUW KOJIOHTUTYJIBI C HA3BaHUEM OTYETa, CO-
3/1aTh IPEIMETHBIN yKa3aTelb Ha JIeCSITh
CJIOB M TIepeaaTh ero naroi opuraze.S. [1aras
rpynma Ha TPETheU CTpaHulle TOJKHA CO-
3/1aTh ¥ BCTABUTh B OTYET TAOJIHUITy CBOJIKA
IPOAAX NpOoAYyKLIUU GUpMOil o 4-M KBapTa-
nam 200 romay», B KOTOPYIO €l HeoOX0I1uMO
BBeCTH (DOPMYJIBI pacueTa CyMM MPOJIak, UC-
X075 U3 00beMa POJIaK U IIEHBI, 1 HTOTOBBIX
CYMM 3a MECSIIbI IepBoro kBaprasa. Jlanee
3Ta Tpymmna J0JDKHA MepeaaTh OTIeT IS pa-
00ThI B mectyto Opurany.6. lllecras rpynmna
JIOJDKHA pacriedaTaTh MOJyUYeHHBIH TEKCT C
JIByMsI KOTTHSIMH TaOJTUII, B OJTHOHN M3 KOTOPBIX
JIOJDKHBI OBITH TIPEICTABIICHBI QJITOPUTMBI
pacueta B Buje GopmyI, a B Ipyroi — UCXo-
HBIC TaHHBIC U PE3YJIbTAaThl PaCUETOB, U MEepe-
JaTh ceapmoit Opurane.7. CenpMas rpynmna B
KOHIIE JIOKYMEHTA JI0JKHA BCTABUTH MPOBE-
PEHHBII OTYET, MOCIEA0BaTEILHOCTh pa3e-
JIOB, HyMEpaIlliiO CTPaHUII, UCIIPABUTD OTJIaB-
JIEHUE U TIepeciaTh Ha KOMIBIOTEP Mpernoaa-
BaTeNo U1 MpoBepku.8. Kaxkmas rpymma
JIOJDKHA pacrieyaTaTh CBOM Pe3yJIbTaThl.

HUtoro

Hroro 3a cemectp

9. CamocrosiTesqibHasi padora

Bunel camocrosiTensHOM paboThl, TPYIOEMKOCTh U (pOpMHUpyeMble KOMITETEHITMH TPECTaBIECHbI B

tabmmue 9.1.
Tabmuua 9.1 — Buasl caMoCTOATENBHON pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIIUN
Bunsl camocrostensHol | TpynoemkocTs, | DopMupyemblie
HasBanns paznenos a 2 ’ pMHPY DOpMBI KOHTPOJIA
paboThI q KOMITIETEHI[A
5 cemecTp
1 IIpenmer, CamocTosiTebHOE U3yye- 6 I1K-9 Koncnekr camono-
COJEpKaHUE U HHUE TeM (BOIPOCOB) T€O- rotoBku, OT4eT no
3a/1a4u pPETHUYECKOM YacTu Kypca nmabopaTopHoOi pabo-
JUCLUIUINHBIL. Vitoro 6 te, Tect
OcHoBHbIE
CBOMCTBa, (YHKLIUU
Y TIPU3HAKU
JIOKYMEHTa

CornacoBaHa Ha noptane Ne 31824

10



2 CtpykTypa [ToaroroBka k mpakTuye- 3 I1K-9 3anuTa oT4eTa,
JIOKYMEHTA. CKUM 3aHSTUSM, CEMHUHA- Koncnekr camonon-
[Topsnox u npaBuia | pam rotoBk#, Omnpoc Ha
MIICHHUS HATUAX, OTYeT 1T
ogopmre . | CamocrosTenbHOE U3yye- 2 3a , OTaeT o
OPTAHMSAUMOHHOK, | Lve rer (BompoCOR) Teo- HH;{HBHz[ygiLHOMy
PacTIOPAUTENBHOMR | oo kot wacTh Kypea 3afanuto, OT4eT 110
nH(OPMAITMOHHO- nmabopaTopHO# pabo-
CIIPaBOYHOM Odopmiierre 0T4ETOB 110 4 te, OTUeT no npax-
JIOKYMEHTAIIHH. n1abopaToOpHBIM paboTam TUYECKOMY 3aHs-
UToro 9 Tuio, Tect
3 Opra"uzaioHHo- | CaMOCTOSITENIbHOE U3yde- 6 I1K-9 BricTynnenue
METOJIMYECKOE HUE TeM (BOPOCOB) TE€O- (moksan) Ha 3aHs-
obecrieueHue PETHUYECKOM YyacTH Kypca THH, 3alIUTa 0TYeTa,
KYMEHT T KoncniekT camono-
AOKyMEHTO000poTa OdopmieHre OTYETOB TI0 3 OHCTIC Oca orion
OpraHU3aINH. 11aGOPATOPHBIM PAGOTaM roToBk#, OTYET 1Mo
Cucrembl WHINBUIYATBHOMY
JIOKYMEHTAIHH. Hroro 9 3aganuio, OTyer no
Cucremsr naboparopHoii pabo-
aBTOMAaTH3alNH te, Tect
JIOKyMEHTO000pOoTA.
4 Opranmzanua u | CaMOCTOSITEILHOE U3YyYe- 6 I1K-9 Onpoc Ha 3aHATHSX,
TEXHOJIOTUS PaboTHI | HUE TeM (BOTIPOCOB) TEO- OT4eT o UHIUBU-
C IOKyMEHTaMU PETHUYECKOM YacTH Kypca NyajqbHOMY 3a/1a-
yIpaBICHUS. O(OPMIICHHE OTHETOR T 4 gmo, OT%T HO6JIa-
nabopaTopHBIM paboTam OPATOPHOM pabote,
Tect
Uroro 10
5 Opranuzanus [ToaroroBka k mpakTuye- [K-9 3ammra oT4eTa,
XpaHeHus CKUM 3aHATHUSM, CEMUHA- Koncnekt camonos-
JIOKYMEHTOB U pam rotoBku, OTYET MO
obecrieueHne ux O(OPMIICHHE OTHETOR 110 | J'IaﬁgpaTOpHOI/I pabo-
XPaHHOCTH. te, OTUeT 1o mpak-
COXPAHHOC nabopartopHbeIM paboTam © CT 10 Ipa
PaGora ¢ TUYECKOMY 3aHs-
JIOKYMEHTaMHU, Hroro 4 1o, TecT
UMEIOITIMHU
OTpaHUYECHHBIN
JOCTYTI.
6 Opranuzanus [ToaroroBka k nmpakTuye- 4 I1IK-9 Koncnexr camomnon-
COBEILIaHUH. CKUM 3aHATHUSM, CEMHHA- rotoBk#, Omnpoc Ha
Kondepenuuii, pam 3aHATUAX, OTUET 110
coOpaHuii. MHAMBUIYaIbHOM
P CamocTosTeNbHOE U3yYe- 6 JUBHILY y
HUE TeM (BOTIPOCOB) T€O-
pPETUYECKOI YacTu Kypca
[IpopaboTka JIEeKITMOHHO- 2
ro Marepuana
OdopmiteHre 0TYETOB TIO 4
nabopatopHbIM paboTam
Uroro 16
Hroro 3a cemectp 54
[ToaroroBka u cnava k- 36 DK3aMeH
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3aMCHa

Hroro

90

10. KypcoBoii npoekT / kypcoBasi padota
He mpenycmorpeno PVYII

11. PeiiTuHroBasi cucremMa JJisi OEHKH yCIIeBAeMOCTH 00y4a0IuXcs

11.1. banabHbIe OLIEHKH JJIs1 3JIEMEHTOB KOHTPOJIA
Tabmuna 11.1 — bayuibHBIC OIICHKH ISl 2JIEMEHTOB KOHTPOJIS

. N MaxkcuManbHbIi
. MakcumanbHbIN MakcumanbHbIN
DJeMeHTHI y4eOHOM 0aJut 3a mepuos Bcero 3a
6amn Ha 1-yto KT ¢ | ©Oamn 3a nepuon
NS TeNbHOCTH mexay 2KT u Ha CEMECTp
Hayana cemectpa | mexay KT u 2KT
KOHEIl ceMecTpa
5 cemectp
Brictymuienne (okiam) Ha 4 4 5 13
3aHATHH
3amura oT4eTa 3 3 3
Koncnexr camonoaroros- 3 3 3
KU
Omnpoc Ha 3aHATHIX 3 3 3
OTt4er o MHAUBUAYANIb- 3 3 3
HOMY 3aJJaHUIO0
OTuet no nmabopaTopHOii 3 3 3 9
pabote
Tect 4 4 4 12
Hrtoro makcumyM 3a nepu- 23 23 24 70
on
OK3aMeH 30
Hapacraromunm nrorom 23 46 70 100
11.2. Ilepecyer 0a/1710B B OLICHKH 32 KOHTPOJIbHbIE TOYKH
[Tepecuer OanyoB B OLIEHKH 32 KOHTPOJIbHBIE TOUKHU MpeAcTaBieH B Tabuune 11.2.
Tabmuua 11.2 — [IepecueT 06ayuI0B B OLIEHKH 3@ KOHTPOJIbHBIE TOUKH
banibl Ha 1aTy KOHTPOJIBHON TOYKH OneHka
> 90% ot MakcuMabHON cyMMbI OansioB Ha naty KT 5
Ot 70% no 89% ot makcumanbHO#M cymmbl OanioB Ha Aaty KT 4
Ot 60% 1o 69% ot makcumasbHON cymMbl OaiioB Ha aaty KT 3
< 60% ot MakcuManbHOU cyMMBbI 6astoB Ha gaty KT 2

11.3. IlepecyeT cymMMBbI 02J1JIOB B TPAAULIMOHHYI0 U MEKIYHAPOAHYIO OLIEHKY
[Tepecuer cymMbl OaJIJIOB B TPAAMLIMOHHYIO U MEXIYHAPOIHYIO OIIEHKY INpEJICTaBleH B TabJHIe
11.3.

Ta6muma 11.3 — IlepecueT cyMMbl 0aJIJI0B B TPAAMLIMOHHYIO U MEXKTYHAPOIHYIO OIICHKY

Urorosas cymma 0asios,

Onenka (I'OC) YYHUTHIBACT YCTCIIHO CAAHHBIN Onenka (ECTS)
9K3aMeH
5 (oTM4YHO) (3aYTEHO) 90 - 100 A (0oTH4HO)
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85 -89 B (o4enp xoporiio)

4 (xopo1110) (3a4TEHO) 75 - 84 C (xoporo)
70 - 74 D( )
TOBJIETBOPUTEIHHO
3 Y ) 65 - 69 ¥ P
TOBJICTBOPUTEIHHO) (3a4TEHO
Y P 60 - 64 E (nmocpenctBeHHo)
2 (HEYROBIICTBOPHTENLHO) (HE Hwxe 60 6ammon F (HeynoBneTBOpHUTENHHO)

3a4TEHO)

12. YueOHO-MeTOAUYecKOe U MHPOPMANIMOHHOE O0ecTiedeHrue TUCIHIIINHBI

12.1. OcHoBHas1 JIMTEpaTypa
1. Iamb6a T.M. Hortapuat B Poccuiickoit ®enepanuu Yuebnuk / T. M. Illam6a, B. H. Kokun, H.
T. lamb6a; pen. I'. I'. Yepemnsix. - 3-e uzn., nepepad. - M. : Hopma, 2011. - 304 c. - (Hanuyue B 6ubHO-
teke TYCVYP - 20 5k3.)
2. Kysuenos U. H. JIokyMeHTaIlMOHHOE OOECTICUCHUE YIIPABICHUS U JIEIONPOU3BOACTBO Yuel-
HuK juis 6akanaBpoB / U. H. Ky3nenos. - M. : FOpaiit, 2012. - 576 c. (nanuune B 6ubaunoreke TYCYP -
26 9K3.)

12.2. lonosiHUTeIbHAS JIUTEPATYpPa

1. Amngpeesa B. U. [lenonpous3BoAcTBO: OpraHu3anus U BeJeHHE: yUCOHO-IIPAKTUYECKOE 1OCO-
oue ms By3oB / B. 1. Annpeesa. - 3-e uzn., nepepad. u non. - M. : KuoPyc, 2010. - 294 ¢. (Hasimuue B
ounbmmoreke TYCVYP - 16 3k3.)

2. KupcanoBa M.B. CoBpemeHHOE aenonpou3BoJCcTBO: YuedbHoe nocodbue / M. B. Kupcanosa;
Poccuiickas akagemus rocynapctBeHHOM ciyxObl mipu IIpesunente PO, Cubupckas akagemus rocynap-
CTBEHHOM CITYXOBbI. - 4-¢ u3f. - M.: UHOPA-M, 2012. - 320 c.. (ranuuue B oubmotexke TYCYP - 20 3k3.)

3. AxcenoBa X. H. JlokymMeHTHpOBaHHE YIpPaBICHYECKON AEATENbHOCTH : ydyeOHoe mocolue /
K. H. Akcenona ; ®eznepanbHOe areHTCTBO 10 00pa3oBaHuio, TOMCKUI TOCYIapCTBEHHbIH YHUBEPCUTET
CHCTEM YIpaBJIeHUs U paauodnekTpouku, Kadenpa skonomuku. - Tomck : TMIJ1O, 2006. - 119 ¢ (Ha-
nugne B onbdmmoreke TYCVYP - 16 5k3.)

12.3. YueOHO-MeTOAHYECKHE MOCOOU

12.3.1. O0s3aTeibHbIE YU4eOHO-MeTOAUYEeCKH e MO0CO0Us

1. DneKTpOHHBIH JOKYMEHTO00OpPOT [DIEeKTpOHHBINA pecypc]: MeToaudyeckue yka3aHus MO BbI-
MOJIHEHUIO caMocTosTeNbHOU pabotel / WM. A. Jlapwommna - 2018. 7 ¢. — Pexum nocryma:
https://edu.tusur.ru/publications/8786 (nara obpamenus: 02.12.2018).

2. DNeKTpOHHBIN TOKyMEHTOO0OO0POT [DNeKTpoHHBIN pecypc]: MeToauyeckue yka3aHUs K Mpak-
tuueckuM  3aHatusm /W, A.  Jlapuommna - 2018, 10 c¢. — Pexum pocryma:
https://edu.tusur.ru/publications/8787 (nara obpamenus: 02.12.2018).

3.  DJeKTpOHHBIH JOKYMEHTOOOOpOT [DNeKTpoHHBIN pecypc]: MeTonuueckue yka3zaHHs 110 BbI-
nojHeHWto Jaboparopueix pabor / WM. A. Jlapmommna - 2018. 9 c. — Pexum pocryna:
https://edu.tusur.ru/publications/8793 (nata obpamenus: 02.12.2018).

12.3.2. YueOHO-MeTOAMYECKHUE TOCOOHS /ISl JIML C OTPAHMYEHHBIMH BO3MOKHOCTSIMHU 3/10POBbS U
HHBAJINI0B

Y4eOHO-MeTOIMYEeCKUE MaTepHallbl sl CAaMOCTOSTENLHOM M ayAUuTOPHOM paboThl 00ydaroImuxcs
U3 YHCIIa JIUI ¢ OTPAHHYECHHBIMHA BO3MOYKHOCTSIMH 3JIOPOBBSI M WHBAIHJIOB MPEAOCTABISAIOTCS B (PopMax,
aJaNTHPOBAHHBIX K OTPAHUYEHUSM UX 3/I0POBBS U BOCTIPUATHUS HH(POPMAIIHIH.

Jlis1 U1 ¢ HApPYIIeHUSIMU 3PeHust:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMICHHBIM MIPUPTOM.

JLJis1 1M1 ¢ HAPYIIEeHUSIMHU CJIyXa:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B reyaTHou (opme.

JlJist JInI ¢ HAPYIIEHUSIMU OTIOPHO-ABUIaTeIbHOTO aNnapara:
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— B (hOpMeE IIIEKTPOHHOTO TIOKYMCHTA;
- B IIe4aTHOU hopme.

12.4. TIpodeccunonaibHbie 0a3bl JaHHBIX H MH(GOPMALIMOHHBIE CIPABOYHBIE CHCTEMbI

1. Tlpu w3yd4eHWH TUCIMIUIMHBI PEKOMEHAyeTcs oOpamiathesi K 0a3aM JaHHBIX, WH(OpMAaIm-
OHHO-CIIPABOYHBIM U  TOUCKOBBIM cHcTeMaM, K KoTopeiM Yy TYCYPa oTkpeiT nocrtym:
https://lib.tusur.ru/ru/resursy/bazy-dannyh»

2. Tlpod. 6a3za nanHbIX - http://protect.gost.ru/

3. MHudopmammonnas cuctema - https://lib.tusur.ru/ru/resursy/bazy-dannyh/uis-rossiya

4. HudopManmoHHO-aHATUTHYECKAS cucrema Science Index PUHII -
https://elibrary.ru/defaultx.asp

5. HWudopmanmonnas cucrema - http:// www.tehnorma.ru/

13. MaTrepuaibHO-TEXHHYECKOe o0ecneyeHrne JUCHUILIMHBI U TpedyeMoe MporpaMMHoe
o0ecneyenne

13.1. O6uue TpedGOBaHMA K MATEPHAJBHO-TEXHUYECKOMY H IIPOrPAMMHOMY 00ecIie4YeHHI0
AUCHMILTHHBI

13.1.1. MaTepuaibHO-TEXHMYECKOE M MPOrpaMMHOe olecriedeHne IS JTeKIIMOHHBIX 3aHATHI
Jlns mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHIAWBUYaJIbHBIX KOHCYJAbTALUH, TE-
KYILEro KOHTPOJIS U MPOMEXYTOUHON aTTeCTallMU UCTIONb3YyeTcs yueOHasi ayIUTOpUs ¢ KOIMUYECTBOM I10-
CaJI0YHBIX MECT He MeHee 22-24, 00opyloBaHHAs JOCKOM M CTaHAApTHOH yueOHoIl meOenbio. MMeroTes
JIEeMOHCTpalMOHHOE 000pyA0BaHNHE U yueOHO-HAITIIIHbIE TOCOOMs, 0OecIeunBaroIe TeMaTHIeCKue Ui-
JIOCTPALMHU 110 JIEKLIMOHHBIM pa3jieiaM JUCIUIUINHBI.

13.1.2. MaTepuaJIibHO-TeXHUYECKOEe U NIPOrPAMMHOe o0ecnedyeHue J1Jisi NPAKTHYECKUX 3aHA T

Jlaboparopus ympaBiieHUs TPOEKTaMU

yueOHas ayuTOpus JUIs IPOBEICHUS 3aHATUH JIGKIIMOHHOTO TUIA, yueOHas ayIUTOpUs JIsl IPOBE -
JICHUS 3aHSATUI MPAKTUICCKOTO THITA, y4eOHAast ayTUTOPUS sl IPOBEACHUS 3aHATUN 1a00paTOPHOTO THIIA,
yueOHas ayTUTOpHsI JJIsl IPOBEACHUSI 3aHATHII CEMUHAPCKOro TUIIA, TOMEIICHHE ISl KypCOBOIO MPOEKTHU -
poBaHUs (BBIMOJHEHUS KYPCOBBIX padoT), MOMEIIEHUE ISl POBECHUS TPYITIOBBIX U WHAMBHUIYAIBHBIX
KOHCYJIbTAllUM{, MIOMEIIEHUE ISl TPOBECHHS TEKYILEro KOHTPOJIS U MPOMEXYTOYHOM aTTecTaluu, ome-
[ICHHUE TSI CAMOCTOSTEIIBHON paboThI

634034, Tomckas obnactsb, . Tomck, Bepmuauna ynuna, n. 74, 414 ayn.

Ornucanmne UMEIIErocs 000PYIOBAHNUS

- Komnsrorep WS2 (6 mit.);

- Komnerorep WS3 (2 mr);

- Komnwrorep Celeron (3 mir.);

- Komnsrotep Intel Core 2 DUO;

- [IpoexTop Nec;

- DKpaH npoeKkTopHbIi Projecta;

- CTeH]1 nepeIBM>KHOM C TOCKOM MarHUTHOM;

- Akyctnueckas cucrema + (2xononkn) KEF-Q35;

- Kongummmonep nHacrennoro tuna Panasonic CS/CU-A12C;

- Kommutekt cienmanusupoBanHoi yueOHOW Mebenu;

- PaGouee mecto npenogaBares.

ITporpaMMHoO€e obecrieueHue:

— Microsoft Windows 7 Pro

13.1.3. MaTepuaJbHO-TEXHHYECKOE M IPOrPaMMHoOe odecredeHne 1JIs J1adopaTopHbIX padoT
JlaGopaTopust ynpaBieHUs MPOSKTaMH
yueOHasi ayJuTOpHs JUTsl TPOBEACHUS 3aHATUI JIGKIIMOHHOTO THUIA, ydeOHas ayAuTOpHs JUIs IPOBE-
JIEHUS 3aHATHI MPAKTUUYECKOro THUIIA, yuyeOHast ayIuTOpHs AJIsl IPOBEACHUS 3aHATUI 1a00paTOPHOTO THIIA,
yueOHasl ayUTopus JJIsl IPOBEICHHS 3aHATUI CEMHHAPCKOro TUIA, MOMEIIEHUE JJIs1 KypCOBOTO MPOEKTH -
poBaHHUs (BBIMOJIHEHUS KYpPCOBBIX padoT), MOMEIIEHUE ISl TPOBEACHUS TPYIIOBBIX U MHAMBUIYyaTIbHBIX
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KOHCYNbTAIIUMN, MIOMEIIEHUE ISl TPOBECHHS TEKYIIErOo KOHTPOJIS U MMPOMEXYTOUYHOM aTTeCcTalliu, oMe-
[IEHHE IS CAaMOCTOSTENIBHON paboThI

634034, Tomckas o6macts, T. Tomck, Bepmnnauna ynuua, a. 74, 414 ayn.

Ornucanue UMeroIerocs 000pyI0BaHUS:

- Komnsrorep WS2 (6 mirt.);

- Kommsrorep WS3 (2 mr);

- Kommerotep Celeron (3 mirt.);

- Kommerorep Intel Core 2 DUO;

- [Ipoexrop Nec;

- DKkpaH npoeKTopHbIA Projecta;

- CTena nepeaBuKHOM C I0CKOM MarHUTHOM;

- Akyctrueckas cuctema + (2xononku) KEF-Q35;

- Konnumonep nacrennoro tumna Panasonic CS/CU-A12C;

- KommuiekT cnenuann3upoBaHHON yueOHOM MeOen;

- PaGouee mecto mpenogaBarens.

[IporpamMmmHoOe obecrieueHue:

— Microsoft Windows 7 Pro

13.1.4. MaTrepuajibHO-TEXHMYECKOE M IPOrPaMMHOe odecredeHue 1JIs CAMOCTOATEIbHOI padoThI
Jnist caMocTOSTeNbHOM paboThl HCMONB3YIOTCA yueOHbIE ayAUTOPUU (KOMITBIOTEPHBIE KJIacchl),
PacCIOJIOKEHHBIE TIO aJIpecaM:
- 634050, Tomckast o6nacTb, T. Tomck, Jlennna mpocmexr, 1. 40, 233 ayn.;
- 634045, Tomckas obmacts, r. Tomck, yin. Kpacnoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast obnacTb, . Tomck, Bepummauna ynuna, 1. 47, 126 ayz.;
- 634034, Tomckast obmacts, r. Tomck, Bepmmanna ymuma, 1. 74, 207 aya.

CoctaB 000pyIOBaHUSA:

- yueOHasi MeOerb;

- komnetoTepsl kinacca He Hwke [I9BM INTEL Celeron D336 2.8['Tw. - 5 miT,;

- KOMOBIOTEPHI MOJKIIOUYEHBI K ceTu «/HTepHeT» U 00ecreynBaroT JAOCTYI B AIIEKTPOHHYIO HH-
(hopManOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

[TepeyeHb MPOrpaMMHOTO 0OCCIICYCHUS:

- Microsoft Windows;

- OpenOftice;

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

- Google Chrome.

13.2. MaTtepuajibHO-TeXHUYECKOe o0ecnedeHre JUCHUIIMHBI VIS JIMI ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 310POBbSI 1 HHBAJIN/10B

OcBoeHHe NUCHUILUIMHBI JIMIAMU C OTPAaHUYEHHBIMU BO3MOXKHOCTSMHU 3/I0pPOBbS U MHBAIHMJAMU
OCYILIECTBIIIETCS C UCIIOIb30BAHUEM CPEJCTB 00ydeHHs OOIIEro U CHEeMaIbHOI0 Ha3HAUYEHUS.

[Tpu 3aHATHAX ¢ 0OYyUYaAIOLIUMUCS ¢ HAPYIIEHHUSIMH CJIyXa [PEeTyCMOTPEHO UCIIOIb30BaHHE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJIbTUMEIUHHBIX CPECTB U JPYTUX TEXHUUYECKUX CPEACTB MpueMa/nepena-
4yl yueOHOI nH(OpMaLuy B JOCTYIHBIX (popMax, MOOMIIBHOM cUCTEMBI NPENoJaBaHusl sl 00ydaronuxcs
C MHBAJIUAHOCTbIO, TIOPTATUBHOM MHIYKIIMOHHOM cHCTEMBI. YueOHas aymuTopusi, B KOTOPOH 3aHUMAIOTCA
oOyyaromyecsi ¢ HapylleHUeM cilyxa, 000py/l0BaHa KOMITBIOTEPHON TEXHHKOH, ayIMOTEXHHKOH, BUIEO-
TEXHUKOMU, SJIEKTPOHHOMU JOCKOU, MYJIbTUMEAUNHON CUCTEMOM.

[Tpu 3aHATHAX ¢ OOYyUYAIOLUIUMUCS ¢ HAPYIIEHUSIMU 3PEHUSAMM IIPEyCMOTPEHO HCIIOJIb30BaHUE B
JIEKIIMOHHBIX U Y4EOHBIX ayAUTOPHUIX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX 0OBEKTOB (HaIIpUMep, TEKCTa
Ha JIOCKE WJIM CJIaiiia Ha dKpaHe) Py MOMOIIM BUAECOYBEINIUTENEN A1 KOM(POPTHOTO IPOCMOTpA.

[Tpu 3aHATHAX ¢ O0YYaIOUIMMHCS € HAPYUIEHUSIMM ONOPHO-ABUIaTeJbHOI0 aANNapaTa HCIoJb-
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3yIOTCS aJbTePHATUBHBIC YCTPOHCTBA BBO/IA MH(OPMAIIMK U IPYTHE TEXHUUECKUE CPENICTBA ITpHeMa/epe-
Jnaund yaeOHON MHGOpMaIUK B JOCTYIHBIX (popMax, MOOMIIBHONW CUCTEMBI OOYYCHUS JJIs JIFO/ICH C MHBA-
JUTHOCTBIO.

14. OIIeHO‘lHLIe MaTepHuajJbl  METOAUYECCKUE PEKOMEHIAUHU MO OPraHu3alluv U3y4CHUA
AUCHHUITINHBbI

14.1. Couepmalme OLICHOYHBIX MATCPHAJIOB U METOANIECCKUEC PEKOMECHAAIIUH
I[J'ISI OLCHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I N YPOBHsA OCBOCHHA 3aKPCIIJICHHBIX 3a HHCHHHHI/IHOP'I
KOMITC TCHITUM HCIIOJIB3YIOTCA OLCHOYHBIC MaTCpHUaJibl B COCTABE!

14.1.1. TecToBbIe 3a7aHUA

1. DEeKTpOHHBIN TOKYMEHTOOOOPOT — ATO:

1) MaTtepuanbHbIif 00BEKT, COAEpKAIMNA HHPOPMAIMIO B 3aUKCUPOBAHHOM BHJIE U CIICIIMATIBLHO

TIPEIHAa3HAYEHHBIH JUIS €€ TIEpeaul BO BPEMEHH U IIPOCTPAHCTBE;

2) ABM)KEHUE TIOKYMEHTOB B OpPraHU3allii C MOMEHTA UX IOJIyYE€HUS WIN CO3/IaHusA 0 3aBeplle-
HUS

VCIIOJIHEHMSI, OTIIPABKU aJpecaTy UiIM C1aud Ha XPaHEHHUE;

3) 2NEKTPOHHBIA JOKYMEHT - 3TO IOKYMEHT, B KOTOPOM MH(pOpMAaIs MpeAcTaBieHa B 3JIEKTPOH-
HO-

dpoBoit popme.;

4) oTpacnp IeATENbHOCTH, OXBATBHIBAIOIAsl BOIPOCHI XPAaHEHUS U MCIIOJIb30BAHUS aPXUBHBIX

JTOKYMEHTOB.

2. Ha xakue JOKYMEHTOIIOTOKH AEIUTCS TOKYMEHTALUs:

1) nucema, pacopsKeHuUs, J0rOBOpa;

2) noroBopa, JOKyMEHTHI OPTaHOB BJIACTH;

3) BXonsuIe, UCXOAIINE, BHYTPEHHUE JOKYMEHTHI;

4) oOpamieHus rpaxkaa (kajao0bl, MPEeIOKEHUS U 3asBICHUA).

3. PerucTparus 351eKTpOHHBIX JOKYMEHTOB — 3TO:

1) ycTaHOBJIEHHE KOIMYECTBA M COCTABA ApXUBHBIX JOKYMEHTOB B €IMHUIIAX y4eTa U (pUKcaIus

MIPUHAJICKHOCTH KaKJIOW €UHUIIBI yyeTa K ONpeAeIeHHOMY KOMIUIEKCY M O0IlIeMy MX Koilude-
CTBY B

YUETHBIX JTOKYMEHTaX;

2) BakHe#muit aTan paboThl ¢ JOKYMEHTaMU U ONPEAENAeTCs KaK 3aliCh YU€THBIX JAHHBIX O

JIOKYMEHTE 10 yCTaHOBJICHHOU (hopme, pukcupyromas GakT ero Co3aanusl, OTIPABICHHS WA

MOJTyYEHUS;

3) 3T0 MaKCUMAaJIbHO PAllMOHAJILHOE COKpAIIEeHHE KOJUYECTBA YEero-1100 MyTeM CTaHAapTU3alNU

enHOoI Gopme;

4) opranu3zaius JOKyMEeHTOO00pOTa, XpaHEHUS U HCIIOJIb30BaHUs JOKYMEHTOB B TEKYIIEH

IEeATEIIbHOCTH YUPEKICHUS.

4. Yder JTOKyMEHTOB — 3TO:

1) BakHeHui 3Tan paboThl ¢ JOKYMEHTaMH U ONPEEIIIeTCs KaK 3aliCh YUE€THBIX JaHHBIX O

JIOKYMEHTE 10 YCTaHOBJICHHOU (opme, pukcupyromas GakT ero Co3aaHusl, OTIPABICHUS UITH

MOJTYYCHHS;

2) NIBUKEHUE JOKYMEHTOB B OpraHU3AlMM C MOMEHTA MX IMOJYYEHHUS WIM CO3JaHus J0 3aBeplie-
HUA

WCTIOJTHEHHMSI, OTIIPABKU aJjpecary UM c/laud Ha XpaHECHUE;

3) yCTaHOBJIEHHE U TPUMEHEHHE MPABHUII C IIENBI0 YHOPSAI0YECHUS IEATENLHOCTH B OIPEAEICHHOM

001acTy Ha MONB3Yy M NIPU YIACTUH BCEX 3aMHTEPECOBAHHBIX CTOPOH, B YACTHOCTH, JJISI TOCTHKE -
HUA

BCeO0OIIel ONTUMAIBHON YKOHOMUU TpU COOMIOICHNH (PYHKIIMOHABHBIX YCIOBUI U TpeOOBaHUI

TEXHHUKHU OC30ITaCHOCTH;

4) yCTaHOBIICHHE KOIMYECTBA U COCTaBa ApXHMBHBIX IOKYMEHTOB B €IUHUIIAX yueTa U (PUKCAIIHs

MPUHAAJICKHOCTHU K&)K)IO?I CANMHUIIBI YU€Ta K OMPCACITICHHOMY KOMILUICKCY U O6HIeMy X KOJIN4YC-
CTBY B
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YUETHBIX JOKYMCHTAX.

5. Kakue ¢hopmbl peructpanuu J0KyMEHTOB CYIIECTBYIOT?

1) xypHanbHasi, KapTOuHasi 1 aBTOMAaTU3UPOBAHHAS;

2) ueHTpaIu30BaHHasl, JEIEHTPATN30BaHHAs, CMEIIaHHAS;

3) y4eT TOKyMEHTOB, KOHTPOIIb 33 UX UCIIOJHEHUEM, CIIpaBOYHAs paboTa Mo JOKYMEHTaM;

4) anpOOMHas1, KHUKHAS.

6. JIOKyMEHTOIOTOK UCXOASAIINX TOKYMEHTOB COCTABIISIOT:

1) oTBETHBIE U UHUIIMATUBHBIE MHCHMA;

2) nucbMa, aKThl, IPUKA3bIL;

3) IOCTaHOBJIECHHUS, PEILICHUS, PACTIOPSKEHHUS, TPUKA3bl, TMChMA U T.II.;

4) MOKYMEHTBI TTOJIBEIOMCTBEHHBIX OPTaHU3alNN, TPUCHUTAIONINX IEPBUYHYIO OTYETHO-YIETHYIO
JOKYMEHTAIMIO ¥ Pa3IUYHOTO POJia 3alPOCHI.

7. O0BeM TOKYMEHTOO00pOTa — 3TO:

1) 5T0 MakcCUMabHO PAIMOHAIIEHOE COKpPAIIEHUE KOJIMYECTBA Yero-a1ubo MmyTeM CTaHAapTH3ALUuU

enuHoM popme;

2) MaTepuanbHbIi 00BEKT, COAEpIKAIMNA HHPOPMAIUIO B 3aMKCUPOBAHHOM BHJIE M CIICIIMATIBLHO

IpEeIHa3HAYEHHBIH IS €€ TIepeJaul BO BPEMEHH M IIPOCTPAHCTBE;

3) ycTaHOBJIEHHE KOJTMYECTBA U COCTaBa aPXUBHBIX JJOKYMEHTOB B €MHUIIAX Y4eTa U (PUKcaIus

MPUHAJICKHOCTH KAXKJIOW €UHUIIBI yyeTa K OMpeAesIeHHOMY KOMIUIEKCY M O0IlIeMy MX Kolude-
CTBY B

YUETHBIX JTOKYMEHTaX;

4) KOMMYECTBO JTOKYMEHTOB, MTOCTYIHUBIINX B OPIaHU3AIMIO M CO3/IaHHBIX €0 B TCUCHUE

OTpe/IeIEHHOTO NIEproia BPEMEHHU, KaK MpaBuilo, roja.

8. JIOKyMEeHT — 3TO0:

1) 5TO PaBOBOM aKT PYKOBOAWTENS OpraHU3AIMKM WU €T0 3aMECTUTENIeH, coaeprKanuii o0s13a-
TEbHBIE

MOpYYEHUS AJIsl HOJUUHEHHBIX CTPYKTYPHBIX MOpa3AeIeH, TOHKHOCTHBIX JIUL U PAIOBBIX

pabOTHUKOB;

2) MaTepuabHBIA 0OBEKT, coAep AT HHHOPMALIUIO B 3a)UKCHPOBAHHOM BHJIC U CIICIIMAIEHO

IpeIHa3HAYEHHBIH JUIs €€ TIepeaul BO BPEMEHH U IIPOCTPAHCTRE;

3) COBOKYMHOCTh (hOpPMaJbHBIX DJIEMEHTOB B COCTABE CIENIKHU WM JOKYMEHTa, OTCYTCTBUE KOTO-
PBIX

JIMILIAET CAEIKY UIH TOKYMEHT I0OPUINYECKON CUIIBI;

4) Mozenb MOCTPOCHUS JOKYMEHTA, YCTaHABIMBAIOIas 001acTh MPUMEHEHHs, (hopMaThl, pa3Mephbl

noJieil, TpeGOBaHUS K TOCTPOCHUIO KOHCTPYKLIMOHHOW CETKH U OCHOBHBIE PEKBU3HTHI.

9. enonpou3BoACTBO — 3TO:

1) oTpacinp AesTeNbHOCTH, 0XBAaThIBAIOIASl BOIIPOCHI XPAaHEHUS M MCIIOJIb30BAHUS apXUBHBIX

JIOKYMEHTOB;

2) oTpacib AesATeIbHOCTH, 00ECIIeUNBAIONIAs JOKYMEHTHPOBAHNE U OpPraHU3aIHI0 PAaOOTHI ¢

OpUIHATEHBIMHA JOKYMEHTAMU;

3) aucIUIUIMHA, H3yJalolasi CTPYKTYpy W OOIIIHe CBOWCTBA HAYYHOH WH(OPMAIINH, a TAKXKE

3aKOHOMEPHOCTH €€ CO3/aHusl, IPeodpasoBaHusl, MEPEJadn U UCIOIb30BaHKs B PasIMYHbIX cde-
pax

4eJI0BEYECKON AEATEIbHOCTH;

4) aTo Hayka 00 OOIIECTBE, CHCTEMAaX, COCTABIISIFONIUX €r0, 3aKOHOMEPHOCTSIX €ro (PYHKIIMOHHUPO -
BaHUs

U Pa3BUTHSI, COLIMATBHBIX HHCTUTYTaX, OTHOILIEHUSX U OOLTHOCTSX.

10. KTo MOXeT OCyLIeCTBIATh IEPBOHAYAIBHBINA IPUEM U 00pabOTKY JOKYMEHTOB:

1) cekpertapp;

2) AupeKTop;

3) HaYaIBHUK OT/ENIa KaJIpOB;

4) cneunanbHoe noxpasnenenue ciayxos {0V, pabotauk cinyx0sr IOY nnm cekperapb

PYKOBOJMTETIS.
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11 JlokyMeHT, B KOTOpOM MH(OpMAIHs TPECTaBICHA B AIIEKTPOHHO-LIU(POBOIA (hopme, 3TO...

1) aneKTpOHHAS MOAMKUCH

2) ceptuduKatr KIr04a MOIIMHCH

3) DEKTPOHHBIN JOKYMEHT

12 BriepBbie nepeaya OTYETHOCTH B TOCYIAPCTBEHHBIE OPTraHbl 110 KaHAIaM CBSI3U ObLIA pean30-
BaHa...

1)B 1986 r. B CILIA

2) B 90xx romax XX Beka B EBporie

3)B 1999 r. B ABcTpanuu

13 IlpaBoBast MOzEIb, IPU KOTOPOH BHIOOP JTIFOOOM TEXHOJIOTHH MOAMKMCH 3JICKTPOHHBIX JOKYMEH-
TOB CTOPOH, YYaCTBYIOIIUX B CIAEJIKE, MPU3HACTCS 3aKOHHBIM, M CTOPOHBI HE 00s3aHbI YIOCTOBEPATH Cep-
TA(DHUKATHI TOATIUCEH Y TPEThEH C

1) B CILIA

2) B EBpone

3)B Poccuu u Unauun

14PekBU3HUT 3JIEKTPOHHOTO TOKYMEHTA, MPEIHA3HAYEHHBIN ISl 3alUThl JAHHOTO AJIEKTPOHHOTO
JIOKYMEHTA OT MOJIEIKHU. B 37IEKTpOHHBIX JOKYMEHTAX 3aMEHSAET PyKOIUCHYIO MTOAIUC...

1). ayeKTpOHHAs TTOATIUCH

2). cepTuduKat KIroua MOAMUCH

3) DIEKTPOHHBIN JOKYMEHT

15 IIporpammHOe obecriedeHne, KOTOpOoe BIMOMHACT HH(POBaHUE TOKYMEHTOB, HA3bIBACTCHL. ..

1) cepTudukar cpencTB SACKTPOHHON MTOAITUCH

2)cpenctBo kpuntorpaduueckoit 3amutel nHPopmanuu (CK3N)

3) 3aKpBITHIN KITIOY 3JIEKTPOHHOU IU(PPOBOI TOTHCH

16 FOpuanuecku 3HaUUMBbIHE OOMEH JJOTOBOpaMH, JOKYMEHTaMH peasin3allui U T.I. MOXKHO OCYIIIe-
CTBUTb...

1) Tonpko B OyMa)KHOM BUJIE

2) B OyMa)KHOM BHJIE, a TAKXKE HCTIOJIB3Ys JEKTPOHHYIO TouTy 1 D1

3)B OyMa)KHOM BHJIE U C IOMOIIBIO CUCTEM AJIEKTPOHHOTO JIOKYMEHTO000pOTa

17Kakue BapuaHThl CIaYl OTYETHOCTHU C MCIIOJIb30BAHUEM MPOTPAMMHBIX CPEJCTB CYIIECTBYIOT B
HACTOsIIIIEe BpeMsi?

1) IO AMEKTPOHHBIM KaHaJIaM CBS3H

2)Ha MarHUTHOM HOCHTEJIE M Ha TIe4aTHOM OJIaHKe

3) Bce BBIIIETIEPEUNCIICHHOE

18 Jlns moamucaHusi TOKYMEHTa 3JIEKTPOHHON HU(POBOM MOANMHUCHI0 HEOOXOIUMBI CIEAYIOIINE
KOMITOHEHTBI:

1) 3akpeithiil kirou DI, CK3U, nporpamma [u1st mnpocMoTpa U pelakKTUPOBaHUs JOKYMEHTA

2)DUII, CK3U, cneroriepatop CBs3H

3) ceprudukar DI, odhucHoe mpunoxkeHne, cucTeMa EKTPOHHOTO JOKYMEHTO000pOoTa

191" ne nmpumensitoTcst cucteMsl kiaacca Workflow ?

1)banku, cTpaxoBble KOMITAHUH

2)byxranrepusi, aymuTopckue Gpupmbl

3)HamoroBbie opransl

4)Bo Bcex cepax

204Yrto sBRsiETCS LEIbI0 pa3pabOTKU DIEKTPOHHOW CUCTEMBI YIPABICHHUS JTOKYMEHTOOOOPOTOM
OCYD)?

1)noBbieHNe 3(PPEKTUBHOCTH YIPABICHUS NPEANPUATHS HA OCHOBE aBTOMATH3AI[MK YIIPABICHUS

JIOKyMEHTOOOOPOTOM H JEIIOBBIMU TPOIIECCAaMU, BCEX BUIOB PabOT C TOKyMEHTaMH, 00€CIICYMBAIOIIIMMHU
¥ KOOPIAMHHUPYIOIUMH COBMECTHYIO JICSITEIbHOCTh BCEX YIaCTHHKOB MPOLIECCa YIPABICHUSI.
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2) noBbIeHHE YPPEKTHBHOCTH YIIPABICHUS MPEINPUATHS U JCITOBBIMH ITPOIECCAMH.
3) noBeIIeHne 3PPEKTUBHOCTH BCEX BUIOB PaOOT C TOKYMEHTaMH.

4)noBbiieHue 3PPEKTUBHOCTH JEATEIBHOCTH BCEX YYACTHUKOB MPOIECCa YIIPaBICHHUS.

14.1.2. Dx3aMeHAIIMOHHbIE BONPOCHI

1 TpeGoBaHuUs K AOJDKHOCTHBIM MHCTPYKLUSAM, CTPYKTYpa TEKCTa.

2 Jlns yero paspabatsiBaeTcs Tabenb GOpM TOKYMEHTOB, KAKOBA METOMKA €TI0 COCTABJICHHS ?

3 Yro noHumaercs noja «oobeMoM ToKkyMeHToobopoTa»? [louemy oH yBennuuBaetca? UTo BXOIUT

B IIOHSITHE «JIOKYMEHTO000pOT»?

4.0OpraHu3alioHHbIE JOKYMEHTHI, ONPEACIAIOIINE NOPSII0K ABMKEHUS TOKYMEHTOB B OpraHHu3a-
101207

(bupme)?

5 OcHOBHBIE TTpaBUJIa OPraHU3alUN JTOKYMEHTO000pOoTa?

6Kakue OCHOBHBIE MOTOKU JTOKYMEHTOB MOYXHO BBIJIEJIMTh B OPraHU3alMM U B Ye€M UX 0COOEH-
HOCTb?

7 3HayeHue MpPeABapUTEIbHOI0 MPOCMOTPA U paclpeesieH!s] TOCTYMUBIIMX JOKYMEHTOB U Kak
OHU

poBoIATCSA?

8 3amaun peructpauuu J0KyMeHTOB. OCHOBHbIE TPEOOBaHUS K PETUCTPALIMU JOKYMEHTOB.

9 Kakue naHHbIE O IOKyMEHTE 3aIIUCHIBAIOTCS B MIPOLIECCE €r0 perucTpanuu?

10. @opmMeI peructpanuu J0KyMEHTOB.

11. JlocTOMHCTBA M HEAOCTATKU )KYPHAIbHON U KAPTOTEUHOW CUCTEMBI PETHCTPALUU JOKYMEHTOB.

12. TpanuunonHast popma HHPOPMALIMOHHO-CIIPABOYHOM KapTOTEKH, ee pasaenutend. [Ipenmyie-
CTBa

Be/IeHUS! HH()OPMAIIMOHHO-CIIPABOYHOM PaOOTHI B aBTOMAaTH3MPOBAHHOM PEKHIME.

13. Ilo KakuM JaHHBIM O JTOKyMEHTE MOXET HABOAUTHCS CIPaBKa B aBTOMAaTU3MPOBAHHOM PEXKHU-
me?

14. YTo Takoe KOHTPOJIb 32 UCIIOJIHEHUEM JOKYMEHTOB?

15. Kakum 00pa3oM CTpOUTCS U BEIETCS CPOKOBAst KApTOTEKa?

16. OcoOeHHOCTH BEACHUS 1€TONPOU3BO/ICTBA IO OOPAIICHUAM TpaKAaH (PEerucTpanus, CpoKu

PaccMOTpEHHUS], MOPSIOK KOHTPOJIS 3@ UCIIOJIHEHUEM ).

17.Yto Takoe HOMeHKJaTypa fen? [y yero ucnonb3yercs HoMeHkiaatypa jen? O6mue TpedoBa-
HUS,

BUJIbl HOMEHKJIATYyp j1en?

18. Cpoku xpaHeHus jaei.

19. Yro nonumaercs noj popmupoBanueM aen? Kak pacrnonararorcst JOKyMEHTbI BHYTpH jena’?.

[Topsinox xpanenus nen?

20. Yro moHUMAaeTCcs MO/ SKCHEPTH30i IIEHHOCTU JOKYyMEHTOB? OCHOBHBIE KPUTEPUU OLIEHKU

JOKyMEHTOB. KTO MpoBOIUT SKCNepTH3Y IIECHHOCTH JOKYMEHTOB?

14.1.3. TeMbI 1OKJIa10B
10cobGeHHOCTH 0OPMIICHHS U COCTABJICHUS MPOTOKOJIA.
20c00eHHOCTH O(OPMIICHHS U COCTABJICHUS aKTa.
3 OcobenHocTr 0OPMIICHHS U COCTABIICHUS JOKIIATHON 3alTUCKU.
40cobeHHOCTH 0(OPMIICHHS U COCTABJICHUSI OOBSCHUTEIBHON 3aIUCKH.
5 OcobenHocTr 0OPMIICHHS U COCTABIICHUS CIIPABOK.
6. OcobenHOCTH 0(OPMIICHUS U COCTABJICHUS CITY)KEOHBIX MUceM. Pa3HOBUIHOCTH MTHCEM.
7. OcobeHHOCTH OPOPMIICHHUS M COCTABIICHUS TEJIETpaMM

14.1.4. Tembl OIPOCOB HA 3aHATHAX
O6mue TpedoBanus. @opmat Oymaru u mosist. biiaHku TOKyMEHTOB.
[TpaBuna opopmieHHs OTAETbHBIX BUIOB PEKBU3UTOB IOKYMEHTOB.
TpeboBaHus K U3TOTOBJIECHUIO JOKYMEHTOB. TpeOoBaHMs K TEKCTY
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TOKyMeHTOB. OpraHu3aiuoOHHO-TIPABOBEIE IOKYMEHTHI.
PacniopsimutenbHbie TokyMeHThl. CripaBOYHO-UH(GOPMAIIMOHHbIE U
CIPABOYHO-aHATTUTHYECKHE TOKyMEHThl. DUHAHCOBO OyXTanTepCcKue
JToKyMeHTbI. [IpoTokosbl. JJOKyMEHTBI TIMYHOTO cocTaBa. JJOKyMEHThI
MIPOIIECCOB IBIKEHUS KaJpoB. BeneHue TpyaoBhIX KHIDKEK.
®opmHUpoBaHHUE U BEJCHUE JTUYHBIX Jell. JJOKyMEHTbI CUCTEMBI
Ka4ecTBa: PYKOBOJACTBO IO Ka4eCTBY, TOKYMEHTHUPOBAHHbBIC
MPOLEAYPHI.

OO0mmue npaBuiia perucTpaluu J0KyMeHTOB. DOpMEI peructpanun
JIOKYMEHTOB. ABTOMaTHU3UPOBAaHHbIE CUCTEMBI PETUCTpALiK 3HAaYECHUE
¥ 331244 PEerucTpanuu 10KyMeHToB. [IpaBuia 06paboTKu MCXOAALINX
nokymeHToB. [Topsgok mpuema, 00pabOTKH U pacTpeeICHIS
MOCTYNAIONINX JOKYMEHTOB. [lopsiiok HampaBlieHUsI Ha UCTIOIHEHUE U
paboTHl UCTIOIHUTENS C TOKyMeHTaMu. BriOop mporpaMmel st
ABTOMATHU3AIMH JOKYMEHTO000pOTA.

Bueapenue kopnopaTiBHOM aBTOMaTU3UPOBAHHON CUCTEMBI
JIoKyMeHTooOopoTa. CucremaTusanus 10KyMeHToB. ObecrieueHne
COXPaHHOCTH JIOKYMEHTOB B AJICKTPOHHOU opme. ApXHUBHOE
XpaHeHHe. JJOKyMEHTBI, OTHOCSIIMECS K TOCYIapCTBEHHOMN TalHe,
IoCcTyl K HUM. JIOKyMEeHTBI, OTHOCSIIHECS K KOHPUACHINAIbHON
uHpopmaruu. [IpaBa noctymna Kk KOHQHUIESHIIUATBHON JOKYMEHTAIIUY B
opranuzanuu. [leqaranue, pa3MHOKEHHE U PACChUIKA JOKYMEHTOB.
['pynmupoBKa NCTIOTHEHHBIX JOKYMEHTOB B Jiejia. ABTOMAaTH3AIIHS
OM3HEC-TIPOIIECCOB 00PAOOTKH M UCTIONHEHHUS TOKYMEHTOB.
ABTOMATH3AIUs KOHTPOJISI, UCIIOMTHEHUSI IOKYMEHTa, 00ecTieueHIe
COXPAaHHOCTH JOKYMEHTOB, Je1 U u3fanuii. CUCTEMBI,
o0ecreynBarole 3alUIIEHHBII 0OMEH 3JIEKTPOHHBIMU COOOIICHUSMH.
[ToaroroBka coBemnianuii, KoHpepeHuii, coopannii. OnpeaeneHne
TEMAaTHKH | LEIH, MEeCTO npoBeaeHus. DopMUpoBaHUE TOBECTKH JIHS,
orpezieJIeHNe COCTaBa YYaCTHUKOB U JIOKJIAIYUKOB, IUTAHUPYEMOE
BpeMs Ha 00CYKJIEHUE KaXKJ0TO0 BOMPOCA; UCTOYHUKH, MTOTyUICHUS
HeoOxoaumoi napopmaruu. OdopmiieHre U pacChliIKa MPUTIIAIIICHHUH.
Berpeua, peructpaniusi y4acTHUKOB, OPTaHU3AIMS U TEXHUIECKOE
obcmyxxuBanue. [IpaBuiia oopmiieHHs U COCTaBIEHNE TPOTOKOJIOB
COBEIIaHNH, KoH(epeHni, coOpanuil. MapupyTusanus , co3iaHue
OTYETOB, BEJICHUE apXUBa.

14.1.5. Tembl HHAMBUAYAJTBbHBIX 321aHUI

1. ®yHKIMM U IPU3HAKU JOKYMEHTA

2. IlpaBuiia coctaBienus U opopmieHus: OCHOBHBIX BuaoB OP/L.

3. Cocrasnenne OP/], pa3pelaroiire 3alaHHbIe CUTYalUH

4. Pazpabotka ¢hopM peructpaiuu JOKyMEeHTOB (BXOAAIIuX, ucxoasamux). CocraBienue u opopm-
JIeHue

HOMEHKJIATYpBhI JIEI.

5. Opranu3zanus XpaHeHHUs U JOCTyIa K JOKyMeHTaM. PaboTa ¢ ToKyMeHTaMu, IMEIOIIUMU

OTPAaHUYEHHBIN TOCTYII.

6. OdopmieHre TOKYMEHTAIBHBIX MaTepUaIoB COBEIIAHUN, KoH(pepeHIHii. BrimonHenue

WHIUBUYAJIbHOTO 33JIaHHUS.

14.1.6. Boripocbl Ha caMONOATOTOBKY
OTMETKH, MPOCTABIISIEMBIE Ha BXOSIIEM JOKYMEHTE, TOPSAIOK X ohopMIIeHUS.
Orarbl MOArOTOBKH ToKyMeHTa. OOmue TpeboBaHus K TEKCTY JOKYMEHTA.
Byl pacniopsAuTenbHBIX TOKYMEHTOB, 0COOCHHOCTH MX COCTaBICHUS i O()OPMIICHHS.
OcoOeHHOCTH BeJCHUA JETONPOU3BOJCTBA IO OOpalleHUsM TpaxaaH (perucTpanus, CpoKd
paccMOTpEHHUs], OPSAJOK KOHTPOJIS 3a UCIIOJIHEHUEM).
OdopmieHne akTa Ha YHUYTO)KEHUE JTOKYMEHTOB.
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14.1.7. Bonipocsl AJ151 NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CEeMHHApPaM
Pa3zpaboTath 37meKTpOHHBIN (OpMyIIsip-00pa3el] TUIIOBOTO OpraHU3AI[MOHHO-PACTIOPSIUTETHLHOTO
nokymenTa (OPJ]) na skpane.

3amucats ero B ¢ailn u pacrevarars.
Co3natb OMOIMOTEKY (POPM AIIEKTPOHHBIX JOKYMEHTOB IS rpynibl TUNoBbIX OP/I.

3anonHuTh hopmel D]] mepeMeHHo# nHpopManuel U pacredaTaTh MOTYYeHHBIE TOKYMEHTHI.

CocraBnenue GpopM CTaHAAPTHBIX IJIEKTPOHHBIX TOKYMEHTOB.

3agaHue:

1 BwiOpatp m00yr0 co3maHHyto (GopMy 3JIEKTPOHHOTO JOKYMEHTAa M 3arpy3uTh ero. HactpouTs
9KpaH Ha paboTy ¢ mabIoHAMH JOKYMEHTa CO CTHIISIMH.

2 Co3math CTWIM AJISL KOKIOW CTPOKU (DOPMBI ATOrO JOKYMEHTA, MOJYYUTh Ha dKpaHe TaOiauily
CTHWJICH, 3amucarth ee B MmalioH GopMbl JOKYMEHTA U BbIIaTh HA M1€YAaTh.

3 HaGpatb TeKcT mepBoro 3K3eMIuisgpa JOKyMEHTa U IpoBecTH 0(OPMIIEHHE €T0 C UCIIOJIb30BaHU -
€M TEXHOJIOTMH KOMUPOBAHUS CTWJICH M3 TaONMUIIBl CTHIICH CO3MaHHOTO mabioHa GOpMBI CTaHAAPTHOTO
JIOKYMEHTA.

4 3arpy3uTh TOTOBBIN JOKYMEHT, KOTOPBIIi HEOOXOAUMO COXPaHUTh U pacrieyaraTh.

CocraBnenue HopMbl JEKTPOHHOTO JOKYMEHTA JIIsl CEpUIHBIX MMHCEM

3agaHue:

1 Ucnonb3ys ¢pynkuuto «CrnusiHue», CO3/1aTh M pacneyaTarth 0a3y JaHHBIX CO 3HAUYECHUSMU Iepe-
MEHHBIX I10JIEN HA TPU aJpeca.

2 Co3znath U pacredyaratb GOpMy SJIEKTPOHHOTO JTIOKYMEHTA VISl CEpUMHOTO MHUChMa C PEKBU3UTA -
MU TIPEIIPUITHS — OTIPABUTEINS TIHCEM, CO CTaHJIAPTHBIM TEKCTOM (TEKCT MHChMa pa3paboTaTh caMoOCTO-
ATEJIbHO) M YKa3aHUEM MECT PACIIOJIOKEHUS /11l IEPEMEHHBIX TOJIeH.

3 BEITIOTHUTH OTNEpaIMI0 aBTOMATUYECKOTO CIUSHUS U 3allOMHEHUS mosiei Gpopmbl u3 6a3sl qaH-
HBIX, pacreyaTarhb MoJy4YeHHbIE MMChMa IO TPEM aJpecam.

Opranu3zanus KOJUIGKTUBHON pabOThI ¢ JOKYMEHTaMHU.

3amanue

1. Kaxknast rpymnmna BeIoNHsET Habop TekcTa ['onoBoro otueta o padore ¢pupmsl, «O npogaxe vH-
(bopMaIMOHHBIX M MPOrPaMMHBIX MPOAYKTOB Mo kBapTasnaM 200 roja», HaOpaTh 3arojIOBKU pa3/ielioB U
MI0JIPa3/IeJI0B, IPOCTABUTh CTPAHUILIBI M CO3AATh OIVIABJICHUE OTUETA.

2. Jlamee oTdeT mepechUIaeTCs C MPEABAPHUTEIbHBIM COOOIIEHUEM COCeIHeW Opurajae, KoTopas
JOJDKHA OTPENAaKTUPOBATh OTUET M HA NEPBOM CTpPaHMIIE BBECTU TPU CHOCKH, IOCJIE YETO OHA JIOJDKHA
nepenars paboTy TpeThel Opurase.

3. TpeTbs Tpynma, MOJIy4YuB COOOIIEHHE C OTYETOM, BHIMOIHSACT padoTy Mo (hopMaTupOBaHHIO OT-
yeTa, JUIsl 4ero BTOPYIO CTPaHMILy OHa JIOJKHA pa3OuTh Ha KOJOHKHU U MPOU3BECTH BCTaBKY WILIIOCTpA-
U, TabIUIl ¥ TpadUKOB C UCTIONIL30BAaHUEM PaMKH M 0e3 Hee, OCiIe Yero OHa 3TOT OTYET MepeaaeT s
JambHEHIeH paboThl YETBEPTOM OpuUrase.

4. YerBepTtas rpymmna J0JKHA BCTAaBUTh B IMOJYYEHHBIM TEKCT IMOJIYYEHHOTO OTYETa BEPXHUHU U
HVDKHHUM KOJIOHTHUTYIIBI C HA3BaHUEM OTYeTa, CO3JaTh MPEAMETHBIN yKa3aTeab Ha JAEeCsITh CIOB U NepeaaTh
ero msToi opurase.

5. [laTas rpynmna Ha TpeTheH CTpaHUIlEe JOJDKHA CO3/1aTh U BCTABUTh B OTYET TAOJIMIly CBOJKA MPO-
Jax npoxnykiuu ¢pupmoit mo 4-m kBapranam 200 roma», B KOTOPYIO €l HeoOXOAUMO BBECTH (HOPMYIIBI
pacueTa CyMM MpOJax, UCXOAS U3 00beMa MPOAaXK U IIEHbI, U UTOTOBBIX CYMM 3a MECSIIbl IIEPBOTO KBap -
tana. [lanee »Ta rpynmna IonKHA epeaaTh OTIYET A1 pabOTHI B IIECTYIO OpuUramy.

6. lllecTas rpynma AomKHA pacrieyaTaTrh MOTYYEHHBINM TEKCT C IBYMS KOMHUSAMHU TaOJIUII, B OAHOU
U3 KOTOPBIX JIOJDKHBI OBITH MPEACTABICHBI AITOPUTMBI pacdeTa B Buie (GopMmyll, a B IPYroid — UCXOIHBIE
JAaHHBIE U PE3YNIbTaThl PACUETOB, U NIEpeaTh CeAbMON Opurase.

7. Cenpmas rpynna B KOHIE TOKYMEHTA JOJKHA BCTaBUTh IPOBEPEHHBIN OTUET, MOCIIEI0BATENb-
HOCTb pa3/esIoB, HyMEpalui0 CTPAHUL], UCIIPAaBUTh OIVIaBJIICHUE U TIepeciaTh Ha KOMIIBIOTEp MpernoaBare-
JIO AJ1s1 IPOBEPKHU.

8. Kaxxmas rpynia nomkHa pacnedyaratb CBOM PE3YJIbTATHI.
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ABTOMaTI/I3aL[I/I$I XpaHCHU:, MOUCKA NOKYMCHTOB C UCIIOJIb30BAHHUEM CY/l U UIIC

14.1.8. Temb1 1a00paTOpHBIX padoT

Benenue tpynoBbix kHuxKeK. DopMUpOBaHUE U BEIEHUE JIMYHBIX

neil. JIOKyMEHTBI CUCTEMBI KaueCTBA: PYKOBOJICTBO I10 KAUECTBY,

JIOKYMEHTHPOBaHHbIE ITPOLIEAYPHI.

CocTtaBnenre HOMEHKIATypsl Jies1. DopmupoBanue U opopmieHHE

Jiesl. ABTOMaTU3UPOBAaHHBIE CUCTEMBI YIIPABJICHUS KOPIIOPATUBHBIM

JIOKYMEHTO0000pOTOM. ABTOMAaTHU3aLIMsl CUCTEM KOHTPOJIS 3a

UCIIOJTHEHHEM TOKYMEHTOB

ABTOMaTU3UPOBaHHBIE CUCTEMBI perucTpaiui. . Beioop

IIpOrpaMMBbl JIsl aBTOMaTH3aluu TI0KyMeHTooO0opoTa. Paborta ¢

nporpaMMamMu

BHeapenue kopnopaTuBHOM aBTOMaTU3UPOBAHHON CUCTEMBI

JOKyMeHTooOopoTa. CucreMaTr3anus J0KyMEHTOB.

ABTOMaTH3a1Us] KOHTPOJISI, UCIIOJTHEHUSI IOKYMEHTa, 00ecrieueHue

COXPaHHOCTH TOKYMEHTOB, JI€JI U U3JaHHM.

Odopmienne u pacceuika npuriamenuii. OdbopmiieHue u

COCTaBJICHUE MPOTOKOJIOB COBELIaHUN, KOHPEepEeHIINHA, COOpaHHA.

Mapmpyruzanus , Co3qaHue OTYETOB, BEICHUE apXHBa.

Hactpoiika cuctemsr DocsVision

Otnpaska nokymenta B DIRECTUM u3 Microsoft Outlook

Hacrpolika cripaBOYHMKOB COTPYAHUKOB M KOHTPAareHTOB B CUCTEME 3JIEKTPOHHOIO JOKYMEHTOO-
6opota DocsVision 4.5

ITpaBa nocTtyna K JOKyMEHTaM

CocraBieHue NpUITAlIeHUs NPEnoIaraéMoMy MapTHEPY C MPeUIoKEHUEM MPUHATh ydacThe B
MEX/IyHAPOIHOM CUMIIO3UYME 10 BOIIPOCAM 3JIEKTPOHHOIO IOKyMEHTOO00POTA.

14.2. TpeﬁoBaHnﬂ K OCHOYHBIM MaTepuajJamMm AJd JUll ¢ OrPaHHYCHHBIMHA BO3MOKHOCTAMMU
310PpOBbS U UHBAJIUA0B
I[J'IH JijI ¢ OrpaHM4YCHHBIMH BO3MOKHOCTAMU 3J0POBbA U MHBAJIMAOB MPEAYCMOTPCHBI JOIMOJIHU -
TCJIBHBIC OLICHOYHBIC MATCPHUAJIbI, IICPCUCHD KOTOPLIX YKa3aH B Ta6J'II/II_IC 14.
Ta6mma 14 — I[OHOJ'IHI/ITeJ'II)HI)Ie MaTtepuajibl OLUCHUBAHUA AJIA JIUL C OrpaHUYCHHBIMH BO3MOXXHOCTAMU
340POBbLS U UHBAJINIOB

Kareropuu Bunnl TOIIOMHUTEIBHBIX OLIEHOYHBIX @OopMBbI KOHTPOJIS U OLIEHKH
oOyJarommxcs MaTepHalioB pe3yJIbTaTOB O0y4YCHUS

TecThl, MMCEMEHHBIE CAMOCTOSTEIbHBIE
paboThI, BOIIPOCHI K 3a4E€TY,
KOHTPOJbHBIE Pa0OTHI

C HapymieHusiMu
ciyxa

[TpenmytiecTBEHHO MUCHMEHHAS
npoBepKa

C napymenussmu | CobecenioBaHme 1o BOIpocaM K 3a4eTy, | [IpenMyIiecTBeHHO yCTHas IpoBepKa

3peHus ONpOC IO TEPMHUHAM (MHIUBUYaJIbHO)
C HapyuieHusMu Pemienne quCTaHIIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIE | [IpenMylecTBEHHO 1MCTaHIMOHHBIMU
JIBUTATEIILHOTO CaMOCTOSATENIbHbIE PaOOTHI, BOIPOCHI K METO/laMH
anmapara 3a4eTy
C orpanunueHusiMu 1o | TecTbl, TUCbMEHHBIE CAMOCTOSITENILHBIE [IpenmymiecTBEHHO IPOBEPKA
o0IIeMeTUIIUTHCKIM paloThl, BONIPOCHI K 3a4eTy, METO/IaMH UCXOJSl U3 COCTOSIHUSA
MOKa3aHUsIM KOHTPOJIbHBIE Pa0OTHI, YCTHBIE OTBETHI | 00YYaloIIerocss HA MOMEHT IPOBEPKU

14.3. MeToauyecKue peKOMEeHIAUMH N0 OLIEHOYHbIM MATepPHAJIaM JJIsl JIMI[ ¢ OTPAHHYEeHHBIMU
BO3MOKHOCTSIMM 310POBbSI M HHBAJIU/I0B
Jns nun ¢ orpaHMYEHHBIMU BO3MOXKHOCTSIMHU 37I0POBbSI M1 MHBAIHUOB MpPEIyCMaTPUBAETCS 10-
ctymHas (opMa Ipe0CTaBICHUS 3aJaHIA OIICHOYHBIX CPEJICTB, & HMEHHO:
- B Me4yaTHOU (opme;
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- B IIeYaTHO! (hopMe ¢ YBEITHMUYEHHBIM HIPUPTOM;

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- METOJIOM YTEHHsSI aCCHCTCHTOM 33JJaHuUs BCIYX;

— Npe0oCTaBICHUE 3aaHus C HCIIOIb30BaHUEM CYPIOTIEPEBO/A.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMU 3/I0POBbSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
MOATOTOBKY OTBETOB Ha KOHTPOJIBHBIE BOMPOCHL. /711 TakuX 0OyJarommxcst MpeaycMaTpUBaeTCsl JOCTYTI -
Hasi popmMa MpeoCTaBICHHS OTBETOB Ha 3a/IaHUs, & IMEHHO:

— MMCBMEHHO Ha Oymare;

— Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C HCITOJIHL30BAHNEM YCIIYT aCCUCTEHTA;

- MIPEJICTaBJICHUE OTBETOB YCTHO.

[Tponienypa orieHHBaHUs PE3yIbTATOB OOYYEHMs JIHIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbs M1 MHBAIHJIOB IO JUCHIHUIUIMHE TPEITyCMaTPUBACT MPEIOCTaBIeHne HHpopManuy B popMax, aJaarTH -
POBaHHBIX K OTPaHUYCHUSAM HX 3[J0POBbS U BOCHPUATHS HHOOPMALIIH:

JL1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

— B IIeYaTHOW (hopMe yBEITNUEHHBIM HIPUPTOM.

JIJ1s1 1M1 ¢ HAPYIIEHUSIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

JIJ1s1 JIMI ¢ HAPYLIEHUSIMH OTIOPHO-ABUIaTeJILHOTO anmnapara:

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- B IIe4aTHOU hopme.

[Tpn HEOOXOMMMOCTH ISl JIUIL C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU 37I0pPOBbS M MHBAINUIOB TPOLIE-
Jypa OILICHUBAHHSI Pe3yIbTaTOB 00yUEHUsI MOXKET MPOBOAUTHCS B HECKOIBKO ITAIOB.
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