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
‘1" UNIVERSITY JlupexTop nenapraMmeHTa 00pa3oBaHuUs

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

LeacTaatengs: ¢ 1001, 2016 no 16092010

PABOYA A [TPOI'PAMMA JJTUCTIUTIJIMHBI
OO0mmii ¥ 3JIEKTPOHHBIH JOKYMEHTO000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

HampaBnenue noarorosku / cnenuaibHOCTh: 38.03.02 MeHe:KMeHT

HanpapnenHocts (poduib) / cenuanu3anys: JKOHOMHKA U YIIPaBJieHHe HA MPeINnPUsTHH
®dopma 0O0ydeHHS: OUHASA

@axkynbreT: P, IKOHOMHYECKHI (PaKyIbTeT

Kadenpa: menexxkmenta, Kadenpa meneakmenrta

Kypc: 3

Cemectp: 6

Y4eOnsiii mnan zHabopa 2017 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTtp Bcero Ennaunner
1 Jlexnn 36 36 JacoB
2 IIpaxTryeckue 3aHATUA 36 36 4acoB
3 Bcero aymuTopHbIX 3aHATHN 72 72 4acoB
4 CamocTosiTenbpHas padboTa 72 72 4acoB
5 Bcero (0e3 ax3aMeHa) 144 144 4acoB
6 IToxroroska u cmada sK3aMeHa 36 36 4acoB
7 OOGm1as Tpy10EMKOCTh 180 180 4acoB
5.0 5.0 3.E.

Ok3ameH: 6 cemecTp

Tomck 2018
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHll Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotokot Ne 6 ot « 14 » 6 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 (crienmasnibHOcTH) 38.03.02 MenemkMeHT, yrBepxkaennoro 12.01.2016 roga, paccMoTpeHa u of10-
OpeHa Ha 3acenaHuu Kadeapbl MEHEHKMEHTA «_ » 20 rona, mpotokoin No

PazpaboTunk:

K.?3.H.. JIOIICHT Kad. MEHEDKMEHTA
TYCYP K. H. AxceHoBa

3aBenyronmii o0ecnieunBaromeii kad.
MEHEHKMEHTA M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Hexan DO A. B. boromosnosa
3aBeAyIOIHi BRITYCKAIOIICH Kad.

MEHEKMEHTA M. A. AdonacoBa
OKCIIepTHI:

JlouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA) A. B. boromosona

JloueHT kadeapsl MEHEKMEHTa (Me-
HE/DKMCHTA) B. H. Xuranosa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
dbopMHUpOBaHUE Y CTYIACHTOB MOHATUNA O COBPEMEHHOM JOKYMEHTAIIMOHHOM O0OECTICUeHUU JIesi-
TETHHOCTH OpraHU3alui (MPEeAnpUITUN, YIPEIKICHHI) , HABBIKOB MPUMEHEHHSI MPAKTUIECKUX MPUEMOB U
MPOLIeTyp TOKYMEHTUPOBAHUSI B YIIPABICHUU, YMEHUSI OPUCHTUPOBATHCS B AJICKTPOHHBIX CHCTEMaX JIOKY -
MEHTO000pPOTa, CIIOCOOHOCTH CaMOCTOSITENIbHO MPUHUMATh PEHICHHS] O MPUMEHEHHH COOTBETCTBYIOIIUX
TEXHOJIOTUN TOKYMEHTHPOBAHUS B KOHKPETHBIX CUTYAITUSIX

1.2. 3agaun QUCHUIINHBI

— copMupOBaTh y CTYIEHTOB YETKOE MPEJICTABICHHE O HEOOXOMMMOCTH U POJIM JOKYMEHTAIH -
OHHOTO O0ECTICYECHHUSI B ICATEIILHOCTH OpTaHU3aIMii (IpeAnpUATHH, yUpeKACHUH);

—  O3HaKOMHTb CTYJIEHTOB C OCHOBaMH JIEJIONPOU3BOICTBA U JOKYMEHTO000POTa B OpraHU3alU-
AX;

— HU3YYUTh COBPEMEHHBIE MPOOJIEMBI JOKYMEHTHUPOBAaHUS MH(GOpPMAIH, 3aKOHOMEPHOCTH 00-
pa3oBaHMsl JOKYMEHTOB, CHUCTEMBI JOKYMEHTALMM, KOMIUIEKCHI JOKYMEHTOB, HAlpaBICHUsS COBEPILICH-
CTBOBaHMSI JOKyMEHTAIIUOHHOTO 00ECTIeUEeHMS;

— 00y4uTb CTYAEHTOB MpPaKTHKE BIAJCHUS OCHOBAMHU CIYKEOHOTO TOKYMEHTHPOBAHUS U JI€J10-
IIPOU3BOJICTBA;

— HAy4MTh [PaBWJIAM COCTaBJICHUS U OQOPMIIEHUS TOKYMEHTOB (OpraHU3allMOHHBIX, Paclops-
JUTEIbHBIX, HHPOPMALIMOHHO-CIIPABOUHBIX U Jp.), JOKYMEHTAIbHOTO O(hOpMIICHHUS PELICHUH B yIpaBiie-
HUM ;

— TI0Ka3aTh POJIb U MECTO COBPEMEHHBIX CHCTEM 3JIEKTPOHHOI'O JOKYMEHTO000pOTa B JEATEIb-
HOCTH OpraHU3alNii;

2. Mecro mucuuminabl B ctpykrype OITIOIT

Jucuumuinaa «O0muit U 3neKTpoHHbIH 1okyMmeHTooo0opoT» (b1.B.OJ1.14) otHOCUTCS K Onoky |
(BapuaTHBHAS YaCTh).

[TpenmecTBYOMMMEI AUCIUTUTMHAMHE, (OPMHUPYIOIIUMU HaYadbHbIC 3HAHMUS, SIBIAIOTCS: [IpakTrka
M0 TIOJYYEHUIO NMEPBUYHBIX MPOodeCcCHOHATBHBIX YMEHHUI U HaBBIKOB, [IpakTuka mo noiydeHuto npodec-
CHOHAIILHBIX YMEHUH M ONbITa PO(HECCHOHANTBHOM eaTeabHOCTH, [IpakTHKa 1Mo moxy4eHuto mpodeccuo-
HaJIbHBIX YMEHHUM U OMbITa NMPOPECCHOHATIBLHON AESTeNbHOCTH (pacueTHO-aHaIuTH4eckas), Pernmamenra-
1Ys1 1 HOPMUPOBAHUE TPY/A.

[TocnenyromuMu AUCIUIUIMHAME SIBJISTFOTCS: 3allldTa BBIMYCKHOW KBATM(PUKAIIMOHHON pPadOTHI,
BKJIIOYasi MOJTrOTOBKY K MPOLEAype 3alluThl U MpOLEaypy 3aluThl, [l1annpoBanue Ha mpeanpusITHH,
VYnpaBiieHre nepcoHaaIoM OpraHu3alluy, YIIPaBICHUE pecypcaMu, YTIPABICHYECKUN yUET.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

I[pomnecc n3ydeHns: TMCUUIUIMHBI HAIpaBiieH Ha YOPMHUPOBAHUE CICAYIOIINX KOMITETCHIIUH:

— TIK-8 B1ageHneM HaBBIKAMHU JJOKYMEHTAJIBHOTO O(OpPMIICHHS PEIICHUH B yIIpaBIEHUH OIepa-
LIMOHHOH (IIPOU3BOJCTBEHHOM) JEATEIBHOCTU OPraHU3alMK IPU BHEJPEHUU TEXHOJOTUYECKUX, IPOAYK-
TOBBIX MHHOBAIIM{ MM OPTaHU3aLMOHHBIX U3MECHCHHH;

— TIK-20 BrnajgeHueM HaBBIKAMHU MOJATOTOBKUA OPTaHM3AIMOHHBIX U PACHOPSIAUTENBHBIX JIOKY-
MEHTOB, HEOOXOIMMBIX JUIS CO3JJaHUS HOBBIX IPEINPUHUMATEIBCKUX CTPYKTYD;

B pesynbpTare u3ydeHus: IUCIHUILIMHBI 00YJaIOMIUNCS TOJKEH:

— 3HaTh JIOKYMEHTOBEIYECKYI0 TEPMHHOJIOTIHIO; HOPMATUBHBIC TOKYMEHTHI, PETJIAMEHTUPYIO-
mye cocTaieHne ¥ ohOopMICHHE JOKYMEHTAIMH, TTOPAI0K PaGoThl C HHMH; OCHOBBI JENONPOU3BOJICTRA
U DJIEKTPOHHOTO JIOKYMEHTO000OpOTa B OpraHM3alUsAX, IPUEMBl UCTIONB30BAaHHS IOKYMEHTO000POTa; To-
CYIIApCTBEHHYIO TOJIUTUKY B cepe TOKYMEHTAIMOHHOTO OOECTIeYeH sl yIPaBICHUS IEKTPOHHBIMU JI0-
KYMEHTaMH U DJIEKTPOHHBIM I[OKYMCHTOO60pOTOM;~ COBpEMEHHbIE TpeOOBaHMs K OpraHU3aluy, [paBuiia
¥ HOPMBI PaGoThI C JOKYMEHTAMH, NPUHIMIIBI ¥ IPOLEAyPhl HOATOTOBKH OPIaHH3aIMOHHBIX M PACIIOps-
JTUTETBHBIX JOKYMEHTOB; IpaBHJa JOKYMEHTAJIbHOTO O(GOPMIICHHS PEIICHHH B YIPaBICHUH; OO0IIUe
NPUHIUIIBI IOCTPOCHHS U CTPYKTYPY CUCTEMBI SIIEKTPOHHOTO JTOKYMEHT0060pOTa

— yYMeThb Ha OCHOBE COOpaHHON MH(OPMAIMK ONPEACIATH LIEIH, BEIOUPATh CPEICTBA BEICHHS
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JIeTIOBOM TOKYMEHTAIMH; TPAaMOTHO pa3padaTeiBaTh U 0OPMIISTH YIPABICHUYECKHUE TOKYMEHTHI, HCIIOIb-
3yeMbI€ B JICATEIBHOCTH OPTaHU3aINI; COCTABIISATh M MPABHIHLHO O(OPMIISATH OPTaHU3AIOHHBIE M PACTIO-
pSAUTENbHBIC JOKYMEHTBI; UCIIOIB30BaTh BOBMOKHOCTH OOIIET0 U 3JIEKTPOHHOTO JOKYMEHTO000pOTa st
NPUHATHS ¥ TOKYMEHTAIBLHOTO O(hOpMIICHHS yIIPaBIIEHYECKUX PEIICHUH; UCTIONB30BaTh B CBOEH mpodec-
CHUOHAJIBHOU ACATCIIBHOCTHU TPHUKIAAHBIC NPOTpaMMHBIC CPCACTBA U CPCACTBA OPITCXHUKH, CAMOCTOA-
TEJIHLHO OCBAMBAaTh 3HAHMS, HEOOXOIUMBIE I pa0OTHI C TOKYMEHTOOOOPOTOM B KOHKPETHBIX cepax es-
TCJIIBHOCTH OpraHU3allur; OICPpHUPOBATHL 3HAHUAMMH, IMMOJTYUCHHBIMU IO ACIOMPOU3BOACTBY B HpO(l)CCCI/IO-
HaJILHOU NIEITENbHOCTHU

- BJIaJA€Th HAaBBIKAMU COCTABJICHUA U O(bOpM.HeHI/ISI OpraHu3allMOHHBIX U PACTIOPAAUTCIBHBIX
JIOKYMEHTOB B c(hepe mpoPecCUOHATBLHOM e TeIbHOCTH; METOIUKONW COCTABJICHUS IPOSKTOB OCHOBHBIX
YIpaBJICHYECKUX TOKYMEHTOB; HAaBBIKAMHU JIOKYMEHTAJIBHOTO OPOPMIICHHUS PEIICHUI B YIIPABICHUU OTIE-
palMOHHOM (IIPOM3BOICTBEHHON) 1E€ATENbHOCTHIO OPraHU3alMi IPU BHEAPEHUN TEXHOJIOTMUYECKUX, IIPO-
JYKTOBBIX MHHOBAIIMI WM OPTaHU3AI[MOHHBIX M3MEHEHHIT, METOJaMU U CPEACTBAMH TOyueHHsI, oOpa-
0OTKH U XpaHCHUA NJOKYMCHTOB, HaBbIKAMU HCIIOJIB30BAHUA KOMHBIOTCpHOfI TCXHUKH, IMPOrpaMMHO-
UH(POPMAIMOHHBIX CHUCTEM, KOMIBIOTEPHBIX CEeTel; HaBbIKAaMU O(OPMIICHHS Pa0OT, BHIMOIHAEMBIX CTY-
JEHTaMH B TIpolriecce o0ydeHus, ¢ y4eToM TpeboBaHuii obpaszoBarenpHOro crangapra Byza OC TYCYP
02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI padoThl
OO01ast TpyI0€eMKOCTb JUCLUIUINHBI cocTaBisieT 5.0 3aUeTHBIX €IMHMILIbI U IIPECTaBIeHa B Ta0uu -

%Zgﬁl{lﬁa 4.1 — TpyaoeMKOCTb JUCHUILINHBI

Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl

6 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 72 72
Jleknun 36 36
[IpakTiueckue 3aHATHS 36 36
CamocrosTenpHas paboTa (BCero) 72 72
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 16 16
CamocrodaTenbHOe H3ydeHHe TeM (BOTIPOCOB) 28 28
TEOPETUUECKOI YacTu Kypca
[ToaroroBka K MpakTUYECKUM 3aHATUAM, CEMUHApaM 28 28
Bcero (0e3 ax3amena) 144 144
IToaroroBka u caada dK3aMeHa 36 36
OO01mast Tpy1I0eMKOCTb, 4 180 180
3aueTHbie EquHUIIBL 5.0 5.0

5. Conep:xanne TUCUMILIIHHBI

5.1. Pa3zgessl JUCHUILIMHGLI 1 BUALI 3AHATHHI
Pazgenbl AMCHMIUIMHBI U BUBI 3aHSATUN TTPUBEACHBI B Ta0mIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUN

Bcero
4acoB
[Tpak. Cam. dopmMupyembie
Ha3Banus pa3nenoB IUCHUTIITUHBL Jlek., u (Ge3
3aH., 4 | pa0.,u KOMITETEHITHH
9K3aMEH
a)
6 cemecTp
1 Tlpenmer, conepskanue u 3agadu Kypca. [o- 4 0 12 16 [1K-20, TIK-8
KYMEHTOOOOpOT U JIETIONPOU3BOJICTBO B MPO-
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(I)CCCI/IOHaHBHOI;'I JACATCIIBHOCTH.

2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 4 0 2 6 [1K-20, ITK-8
MEHTHPOBAHU YIIPABJIEHYECKON AESITeTbHO-

CTH

3 Ilousarue nokymeHTa. CBOMCTBA JOKYMEHTA. 10 8 10 28 [1K-20, TIK-8

Knaccudukanus nokymenra. CTpykrypa a0-
KyMmeHTa. TpeboBaHus K 0POPMIICHHUIO JOKY-

MEHTOB.
4 CucreMsbl 10KyMeHTOB. CocTaBiieHUE U 8 22 24 54 [TK-20, I1K-8
odopMIIeHHE YIIPABIEHYECKUX JOKYMEHTOB.

5 Opranu3zanus paboThl C TOKyMEHTaMU 2 0 2 4 [1K-20, TIK-8
6 ®opMHpPOBAHUE U TEKYIIEE XPAHEHUE JIOKY- 2 2 6 10 [1K-20, I1K-8
MeHTOB. [ToAroToBKa JOKYMEHTOB K Mepeaue

B apXUB

7 DNEeKTPOHHBIN JOKYMEHTOOO0OPOT, KITH04e- 6 4 16 26 ITK-20, TTK-8
BbIE€ TIOHSTHS, OCHOBHBIE KOHIIENIIIUU

Hroro 3a cemectp 36 36 72 144

Hroro 36 36 72 144

5.2. Conep:xanue pa3aesioB TMCUUILIMHBI (110 JEKIHSIM)
ConeprkaHue pa3IesoB TUCIUIUIAH (TI0 JICKITHSAM) IPUBEICHO B Tabmuie 5.2.
Tabmuma 5.2 — CoaeprkaHue pasieiaoB JUCIUILIMH (TI0 JISKIIHSIM)

ConeprkaHue pa3ieinoB TUCHUIUINHEI (0 | TpymoeMKocTh, | @opMUpyeMbIe
Hasanus paszenon Acp pasi AKCTL ( pyx , pMUpY

JICKIIHSIM) q KOMIIETEHITNHT
6 cemecTp
1 Tlpenmer, [TonsTHe, 1€ U 33/1a4U U3y4aeMOU JTUCIIH- 4 I1K-20, ITK-8
COJIep>KaHMe U 337]aud | IUIMHBI. Pa3BUTHE U CTAaHOBIICHUE JIEJ10-
Kypca. npou3BojicTBa B Poccun. Opranuzanus ne-

JIoKyMEHTOOOOpOT U |JIONPOU3BOJICTBA HA MPEANPUATHSIX. 3HAUE-
JIeJIOTIPOU3BOJICTBO B | HUE M MECTO JOKYMEHTOB B CCTEME YIIPaB-

npodeccruoHaIbHON TICHUS

JESATEIILHOCTH. Vrtoro

2 IIpaBoBsle U ['ocynapcTBeHHOE peryaupoBaHHue, HOpMa- 4 I1K-20, TIK-8
HOPMATUBHBIE OCHOBBI | TABHO-IIPABOBAsi U METOAMYECKAs OCHOBA

JIOKYMEHTHPOBAHUS JIOKYMEHTAI[MOHHOTO 00ecreyeH sl ypasiie-

YIPABJICHYECKON Hus. CylniHOCTb, HAIIPaBJIEHUS U BUJIbI FOCY-

NEeATEIbHOCTH JTAPCTBEHHOT'O PETyJIUPOBAHUS TOKYMEHTA-

IIMOHHOI'0 00ecTeueHus yIpaBIeHus, Ha3Ha-
YeHHEe, 0COOEHHOCTH U COOTHOLLIEHHE HOP-
MaTUBHO-IIPABOBOI'0 U METOIUYECKOIO pery-
aupoBaHusi. CocTaB U CTPYKTypa HOPMAaTUB-
HOM, IIPaBOBOM U METOIUYECKOU OCHOBBI J0-
KYMEHTALIMOHHOTO 00ecIieueHus yrpanie-
HUS, HALIMOHAJIbHBIX U JIOKAJILHBIX HOpMa-
TUBHO-METOIMYECKUX TOKYMEHTOB. YHUU-
Kal¥s U CTaHJapTU3ALMs.

Hroro 4

3 [lonsatue noxymenra. | TpeboBanus k 6aHkaM JOKyMeHTOB. [lopsi- 8 [1K-20, I1K-8
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CBoiicTBa IOKYMEHTA.
Knaccudukarus
nokymeHnTa. CTpyKTypa
JIOKYMEHTA.
TpeboBaHus K

o opMIIEHUTIO
JTIOKYMEHTOB.

JIOK pa3paboTku OankoB. OOHME TpeboBa-
HUS K JOKYMEHTaM, U3TOTOBIISIEMBIM C TTIOMO-
HIBI0 TEXHUYECKHUX cpenicTB. OCOOCHHOCTH

0 OpMIICHHS OTJICIIBHBIX PEKBU3HUTOB.

OCHOBHBIC HOPMBI U TIpaBUIIa 0POPMIICHUS
paboT, BBITIOTHSAEMBIX CTYJICHTAMH B IIPOIIEC-
ce o0ydeHus1, ¢ yueToM TpeboBaHui 00pa3o-
BarenbHOro cranjaapra Byza OC TYCVYP 02-
2013 (CTO 02069326.1.02-2013) - PaGoTs!
CTy/ICHYECKHUE TI0 HATIPABIICHUSIM ITOATOTOB-
KU ¥ CIICUAIHOCTSM TYMaHUTapHOTO TIPO-
st

Hroro

4 Cucrembl
JIOKYMEHTOB.
CocrasieHue u
oopmieHue
yIPaBICHYECKUX
JIOKYMEHTOB.

[TpaBuiia opopmiieHus: JOKYMEHTOB, COCTaB
U Ha3HaYE€HUE PEeKBU3UTOB. Poib U BUIBI
yIpaBieHYECKUX JOKyMeHTOB.CocTaB U Ha-
3Ha4YEHUE OT/JEJIbHBIX BUJIOB OpraHM3aLU-
OHHO-TIPABOBBIX, PACIIOPATUTENHBIX U HUH-
(OpMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB.
JlokyMeHTanbHbIN GOHJ U IEpeUeHb J0KY-
MEHTOB, 00pa3yIOIINXCs B IIpolLecce Jes-
TenbHOCTU npeanpuarus.Cocras, pacmoo-
KEHUE U MpaBuiIa 0pOpMIICHUS PEKBU3UTOB
OTJEJIbHBIX BUJIOB OpraHU3allMOHHO-IIPaBO-
BBIX, pacIoOpsAUTEIbHBIX U HH(OpPMALIU-
OHHO-CIPAaBOYHBIX JTOKYMEHTOB. OCOOEHHO-
CTH OOPMIICHUS OTAEIbHBIX BUOB JOKY-
MEHTOB, OOPa3YIOIIUXCS B MPOIECCE Jesi-
TENBHOCTHU NPEAIPUATHUS.

Hroro

I1K-20, TIK-8

5 Opranuzanust paboTbI
C JOKyMEHTaMH

[TonsiTHe «10KyMEHTOOOOPOT» U €TI0 pa3BU-
tue. OCHOBHBIE ITPaBUJIa OpPraHU3aluu 10KY-
MEHTO00OpOTa B opranu3anuu . Cxema JIBH-
YKEHUS ¥ TEXHOJIOTHsI 00pabOTKH JOKYMEH-
TOB. I IoHATHE TOKYMEHTONIOTOKA, €70 CTPYK-
Typa, I0Ka3aTelu OLUEHKU JOKYMEHTOIIOTO-
Ka. JKu3HeHHbli IMKI 1oKymMeHTa. KoHTpoub
VCIIOJTHEHMSI JOKYMEHTOB.

Hroro

[1K-20, I1K-8

6 ®opMupoBaHue U
TEKyIllee XpaHEHHUE
JIOKYMEHTOB.
IToxroroBka
JIOKYMEHTOB K
nepegaye B apxuB

Howmenknarypa nen. [Topsaok coctaBneHus
Y YTBEPKJICHUS HOMEHKJIATyphl 1. Ycra-
HOBJICHHE CPOKOB XpaHeHus Jien. ®opmupo-
BaHue U opopmiieHne aesn. Opranuzanus
OIEPATUBHOIO XPAHEHUS JIesl. DKCIepTH3a
[IEHHOCTHU JOKyMeHTOB. Odopmiienue ner.
[Topsinok nepenaun TOKyMEHTOB Ha XpaHe-
HHE B apXUB.

Hroro

I1K-20, I1K-8

7 DNEeKTpOHHbIN
JOKYMEHTO000pOT,

OCHOBHBIE 3371a41 OPTaHU3AIUH JJICK-
TPOHHOTO IOKYMEHTO000poTa. CHCTEMBI

I1K-20, I11K-8
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KJIFOYCBBIC ITIOHATHA,
OCHOBHBIC KOHIICTIINUN

3JIEKTPOHHOTO JOoKyMeHTooOopoTa CO/I.

Ortarnel pa3BUTHs, Kiacchl, Ha3HaueHue CO/I.

OCHOBHBIE CBOMCTBA CUCTEM DIIEKTPOHHOTO
nokyMeHToobopoTa. OcHoBHBIE TUIIBI CO/I.
Oco6ennoctu opraam3aiun COJ1. CucteMbl
AJIEKTPOHHOTO JIOKYMEHTO000pOTa, Mpe/I-
craBjeHHBIE B Poccun.

Hrtoro

6

Hroro 3a cemectp

36

5.3. Pa3neqbl AMCUMINIMHBI M MEKIMCUMININHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)
1 o0ecreynBaeMbIMHU (IOCTEAYIOIMMH) THCHUTIIHHAMHA
Paznenbl qUCHUIIIMHBL U MEXIUCUUIUIMHAPHBIE CBSI3U C 00€CTIeYMBAIOIIMMHU (TIPEAbIAYIIUMU) U
o0ecrieyrBaeMbIMH (TIOCIIEAYIOIMMHI) TUCIMIUTMHAME NIPE/ICTaBlIeHbI B Tabmuie 5.3.

Tabmua 5.3 — Pa3gens! AMCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

HaumeHoBaHue QUCHMILIHH

Ne pasnennoB JaHHOM JUCHIHUIUIMHBL, JIJIS KOTOPBIX HEOOXOIUMO
M3y4eHHEe 00eCTICUMBAONIUX U 00€CTIeYNBAEMBIX JUCIIHILTHH

1

2

3

4

5 6 7

[IpenmecTByronme qUCUUILIMHBI

1 TIpakTuka 1o MOJy4YEeHUIO NePBUY-
HBIX MPOPECCUOHATBFHBIX YMEHUN U
HaBbIKOB

+

+

2 TlpakTHKa 1o Mmoixy4eHuto npodec-
CHOHAJIBHBIX YMEHHM U OMBITA MPO-
(heccruoHaNbHOI 1eATENbHOCTH

3 IlpakTHKa 1o moxy4eHuto npodec-
CHUOHAJILHBIX YMEHUH H OTBITa TIPO-
(heccroHabHOM AEATETHHOCTH
(pacueTHO-aHATUTHYECKAS)

4 PernameHTanusi U HOPMUPOBaHUE
Tpyna

+

[Tocnenyromuye TUCITUTITUHBI

1 3amuTa BBITYCKHOW KBanH(puKa-
IIMOHHOM paboThl, BKJIIOYAs HOJr0-
TOBKY K IIPOLIEYPE 3aIIUTHI U IIPO-
Lelypy 3alIUTh

2 IlimaHnpoBaHuE HA IPEITPUATUN

3 YnpaBiieHue nepcoHanIoM OpraHu-
3a1uu

4 VmpasiieHue pecypcamu

5 YnpaBneH4ecKuil yuet

+

5.4. CooTBeTcTBHE KOMIIETEHIIMIi, (OPMHUPYEMBIX MPH U3yYEeHUM TUCHHUIUIMHBI, U BUA0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPU HM3YUYEHUH IUCIUIUIMHBI, M BHIOB 3aHATHN

MPEICTAaBJICHO B Tabmuiie 5.4.

Ta6muia 5.4 — CooTBETCTBHE KOMIIETCHIIMN, (DOPMUPYEMBIX NIPU U3YUYEHUH AUCLUIUIUHBI, U BUJOB 3aHS -

TN

Komnerennu

Bunwr zagsatuit

@DopMbl KOHTPOJIS
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u Jlek. [Ipak. 3aH. Cam. pa6.

IIK-8 + + + Dx3ameH, Onpoc Ha 3aHATHSIX,
Brictyruienne (okian) Ha 3aHs-
tun, Tect, OTYET 1O MpaKTHYE-
CKOMY 3aHSTHIO

T1IK-20 + + + Dx3ameH, Onpoc Ha 3aHIATHUSX,
BricTyruienue (10knam) Ha 3aHS-
tiu, Tect, OTYeT 1O MpakTUYe-
CKOMY 3aHSITHIO

6. UHTepakTUBHBIEC MeTOAbI U (JOPMBI OPraHU3anMU 00yYeHUs
He npenycmorpeno PVYII.
7. JlabopaTtopHbie padoThl
He npenycmotrpeno PVYII.

8. IIpakTHyeckue 3aHATHSA (CEMUHAPDHI)
HaumeHoBaHMe MpakTHUECKUX 3aHATUH (CEMUHAPOB) IpuBeieHo B Tabiure 8.1.
Tabmuma 8.1 — HamMmeHoBaHMe MPaKTHUECKUX 3aHATHHA (CEMHHAPOB)

HaumeHnoBanue npaktuueckux 3ausatuil | Tpymoemkocts, | DopmMupyembie
Hassanwus pasnenos
(cemuHapoB) q KOMITETCHIIHI
6 cemecTp
3 [lonsitue noxkymenta. | TpeGoBanust k OnankaM JokymeHToB. [losro- 4 I1K-20, TIK-8
CBoJicTBa IOKyMEHTA. |TOBKA K COCTAaBJIEHUIO JOKYMEHTOB. CXeMbl
Knaccudukanus pacnosioxeHus JokymeHToB. CocTaBieHue
nokymeHTa. CTpykTypa | popMyIsipoB TOKyMEHTOB. O0muii OnaHK.
JOKYMEHTA. bnank KOHKpeTHOTro BHJa T0KyMeHTa. biank
TpeGoBanus UCHhMa.
MJICHH
o(opmieHmIo O61ue TpeboBaHus K 0(OPMIICHHIO TEKCTa 4
KYMEHTOB.
JOKYMEHTO ordyera. OPopmiIeHHE TUTYITHHOTO JINCTA, PH-
CYHKOB, TaOJIUII, CIIUCKA UCTIONIb3YEMbIX HC-
TOYHHUKOB
Uroro 8
4 CucteMbl [TpaBuna coctaBiaeHus: 1 0POPMIICHUS Opra- 12 I1K-20, ITK-8
JIOKYMEHTOB. HU3AI[MOHHO-PACHIOPSIUTENBHBIX IOKYMEH-
CocraBinenue u TOB (yCTaB, MOJIOKEHHUE, IITATHOE pacluca-
oopmienue HUE, UHCTPYKIIHS, IPUKA3, pAaCIIOPSKEHHUE,
yIpaBIeHYECKUX pelieHre, MPOTOKOJ, TOCTAaHOBIICHHUE)
AOKYMCHTOB. [TpaBuna coctaBneHus U 0hOpMIICHUS UH- 8
(bopMaIMOHHO-CTIPAaBOYHBIX IOKYMEHTOB (J1e-
JIOBOE MUCHMO, JIOKJIaHAast U CITy>keOHas 3a-
MMMCKH, aKT, CIIPaBKa, U JIp. )
[IpaBuiia coctaBieHus: 1 0HOPMIICHUS T0KY- 2
MEHTOB JIMYHOTO XapakTepa (3asiBlIeHue, Xa-
pakTepucTHKa, aBTOOHOTpad s, pe3rome, OT-
3bIB U JIP. )
Hroro 22
6 ®opMupoBaHue 1 Homenkiatypa nen. Buibl HOMEHKIATypBI. 2 ITK-20, ITK-8
TEKyIllee XpaHEHHUE ®opmupoBanue fen. Opranuzanus XpaHeHus
JIOKYMEHTOB. JOKYMEHTOB Ha npeanpuaruu. [loaroroska
[TonroroBka JIOKYMEHTOB K cJlaue B apXUB.
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JOKYMEHTO000pOT,

KJIFOYCBBIC ITOHATHA,
OCHOBHBIC KOHIICTIITUN

Hble Turnbl CO/I,

JIoKyMeHToobopoTa. TpeGoBanus k cucre-
MaM. DTarnbl BbIOOpa CUCTEMBbI aBTOMATH3a-
1MU. DTalbl BHEAPEHUS] CUCTEMbI aBTOMAaTH-
3anuu. CucTeMbl aBTOMaTU3AIMH JOKYMEHTO-
110ToKa. CHUCTEMBI 3JIEKTPOHHOTO JJOKYMEH-
T0000poTa. OCHOBHBIE TEXHOJIOTHH PAaOOTHI €
JokyMeHTaMu. OCHOBHBIE CBOMCTBA CUCTEMBI
AIIEKTPOHHOTO I0KyMEeHT0000poTa. OCHOB-

JIOKYMEHTOB K Htoro 2
nepenaye B apXuB
7 DNEeKTpOHHbIN [Toaxompl K CO3AaHUIO CUCTEM BJIEKTPOHHOIO 4 [1K-8

Hroro

Hroro 3a cemectp

36

9. CamocTrosiTesqibHasi paboTa
Bunbl camocTosiTenbHOI paboThI, TPYAOEMKOCTh U (POPMUPYEMbIE KOMIIETCHIIUY TIPEICTABIICHBI B

tabmune 9.1.
Tabmuua 9.1 — Buasl caMOCTOSATENBHON pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIIUN
Bunael camocrostensHon | Tpynoemkocts, | DopMupyembie
Haspanwus pasnenon a PYA ’ PMHPY DopMbI KOHTPOJIS
paboThI q KOMIIETEHIINHT
6 cemecTp
1 Tlpenmer, CamocTosTenpsHOe U3yde- 10 [1K-20, I[IK-8  |BeicTymiienue
COJIEp’KaHHE U HUE TeM (BOTPOCOB) TE€O- (moksan) Ha 3aHs-
3aJlauu Kypca. pPETHUYECKOM YacTH Kypca tuu, Onpoc Ha 3aHs-
KYMEHT T Tusix, Tect, Dxk3aMeH

Hoxymertoobopo [TpopaboTka JTeKIHOHHO- 2 » TecT, Sxzame
1 ro Marepuana

JIEJIONPOU3BOICTBO

B Hroro 12

npodecCHOHATBHON

JEeSTeNbHOCTH.

2 IIpaBoBble U ITpopaboTKa JEKIIUOHHO- 2 I1K-20, ITIK-8  |Omnpoc Ha 3aHATHSIX,
HOpPMAaTUBHbIE ro Marepuana Tect, Dx3amen
OCHOBBI Vitoro 2

JOKYMEHTHPOBaHUS

YIPABJICHYECKON

JEeSITeIbHOCTH

3 IlonsiThe [ToaroroBka k mpakTuye- 8 [TIK-20, [IK-8  |Onpoc Ha 3aHATHAX,
JIOKYMEHTA. CKHUM 3aHSITUSIM, CEMHUHA- OTtyeT no npakTuye-
CaoiicTBa pam CKOMY 3aHSTHIO,
ii[(OKyMeHTa. TIpopaBoTKa MEKIHOHHO- 9 Tect, Ox3amen

npuKanus
naccupmian ro Marepuaia

JIOKYMEHTA.

Crpykrypa Hroro 10

JIOKYMEHTA.

TpeboBanus K

oopmiIeHnIO

JTOKYMEHTOB.

4 Cucremsl IToaroroBka K nmpaxkTuye- 12 I1K-20, IIK-8 | BricTynnenue
JIOKYMEHTOB. CKUM 3aHATHUSIM, CEMUHA- (moknan) Ha 3aHs-

Cocrasienue u

pam

THU, OHpOC Ha 3aHsi-
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odopmiieHue CaMocTosiTeNIbHOE H3yYe- 8 Tusax, OTyeT no
YIPABJICHYECKUX HUE TeM (BONPOCOB) TEO- IIPaKTUYECKOMY 3a-
JTIOKYMEHTOB. PETHUYECKOM YyacTH Kypca usatuto, Tect, Dk3a-
MeH

[TpopaboTka JTeKIMOHHO- 4 ©

ro Marepuana

Hroro 24
5 Opranuzauus [TpopaboTka neKInOHHO- 2 [1K-20, TIK-8 | Omnpoc Ha 3aHATHUSAX,
paboThl C ro MaTepuasa Tect, Dx3amen
JIOKyMEHTaMu Vitoro
6 ®opmupoBanue u |IloaroroBka k npakTuye- [1K-20, [IK-8  |Onpoc Ha 3aHATHAX,
TEKYILlee XPAaHEHUE | CKUM 3aHSTHUSM, CEMUHA- Otuer 1o npaxkTuye-
JIOKYMEHTOB. pam CKOMY 3aHSTHIO,
IToaroroBk: Tect, Jx3ameH

O/IrOTOBKA [TpopaboTka JEKIIMOHHO- 2 ecT, Jk3ame

JIOKYMCHTOB K ro MaTepuasa
nepeaye B apxuB

Hroro
7 DneKTpOHHBIN IToaroroBka K nmpaxkTu4e- I1K-8, [IK-20 | BeicTynnenue
JIOKYMEHTOOOOPOT, | CKMM 3aHSTHSIM, CEMUHA- (moxnan) Ha 3aHs-
KJIIOYEBbIE TMOHATUS, | paM i, Onpoc Ha 3aHs-
OCHOBHBIC CamocrodATenbHOE n3yde- 10 THSIX, OTHET 110
KOHIICTIITUU MIPAKTHYECKOMY 3a-

OHLeTIIL HHE TeM (BOIIPOCOB) TEO- pa ,FC o 9y 3a
PETHUYECKOM YacTH Kypca HATHIO, 1CCT, JK3a-
MEH

[TpopaboTka JIEKITMOHHO- 2

ro MaTepuasa

Uroro 16
Hroro 3a cemectp 72

ITonroroska u cgada dK- 36 DOK3aMeH

3aMeHa
Hroro 108

10. KypcoBoii nmpoekT / KypcoBasi padota
He npenycmorpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU YCIIeBA€eMOCTH 00y4aroumuxcsi

11.1. baajbHbIe OLEHKH JJIS 3JIeMEHTOB KOHTPOJISI
Tabmuua 11.1 — baniapHbIe OLIEHKH JUTSI JIEMEHTOB KOHTPOJISI

. . MaxkcuMabHbII
. MaxkcuManbHbIN MaxkcumanbHbIN
DneMeHThl yueOHOit 0as 3a mepuo Bcero 3a
6amn Ha 1-yto KT ¢ |  0am 3a nepuoa
JESITENbHOCTH mexny 2KT u Ha cemMecTp
Hayana ceMectpa | mexnay 1KT u 2KT
KOHEI] cemecTpa
6 cemecTp
Brictynenne (noknan) Ha 3 3 4 10
3aHATHU
Ormpoc Ha 3aHATUAX 15
OTyer 1o NpakTUIECKOMY 10 10 10 30
3aHATHIO
Tect 5 5 5 15
10
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Hrtoro makcumyM 3a nepu- 23 23 24 70
on

DK3aMeH 30
Hapacraromum nrorom 23 46 70 100

11.2. IlepecyeTt 0a/1J10B B OLICHKH 32 KOHTPOJIbHBbIC TOYKH
[TepecueT 6amIOB B OLIEHKH 32 KOHTPOJIBHBIE TOUKH MpeACTaBeH B Tadbymie 11.2.
Ta6muma 11.2 — IlepecueT 0ansioB B OLIEHKU 32 KOHTPOJIbHBIE TOUKH

baiel Ha 1aTy KOHTPOJIBHOUM TOYKHU Onenka

> 90% ot MakcuMabHON cyMMbI OansioB Ha naty KT 5

Ot 70% no 89% ot makcumasibHON cymMbl OaiioB Ha aaty KT

4
Ot 60% 1o 69% ot makcumasbHON cymMbl OaiioB Ha aaty KT 3
2

< 60% oT MakcuMasbHOU cyMMBbI OauioB Ha naty KT

11.3. IlepecueT cymMMbI 02J1JIOB B TPAAULIMOHHYI0 U MEKIYHAPOAHYIO OLIEHKY
[Tepecuer cymMbl OaJIJIOB B TPAAMLIMOHHYIO U MEXIYHAPOIHYIO OIIEHKY NpEJICTaBleH B TabJHIe
11.3.

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

Hrorosas cymma 6asios,

Onenka (I'OC) YYHUTHIBACT YCTCIIHO CAAHHBIN Onenka (ECTS)

9K3aMeH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (0TIIMYHO)
85 -89 B (o4enp xoporio)

4 (xopoI1o) (3a4TeHO) 75 - 84 C (xoporo)
70 - 74
65 - 69 D (ynoBneTBOpHUTENIBHO)

3 (YZIOBJIETBOPUTEIHHO) (3a4TEHO) 60 - 64 E (Hocpecraerio)
2 (seynoBICTBOPHTENSHO) (HE Hwxe 60 6aios F (HeynoBIETBOPUTENBHO)

3a4TEHO)

12. YueOHO-MeTOAUYecKOe U MHGOPMANIMOHHOE O0ecnieYeHrue TUCIHIIINHBI

12.1. OcHoBHas1 JIMTEpaTypa

1. JIOKyMEHTHpOBaHUE YMIPABJICHUECKONW JEATEILHOCTH [DJEKTPOHHBIM pecypc]l: yueo.
nocobue / A.A. Pazgopoxubiit. — M. : UH®PA-M, 2017. — 304 c¢. — (Bricuiee obpa3oBanue: baka-
naBpuatr). — Pexum goctyma: http://znanium.com/catalog/product/854774 (mata oOparieHus:
06.06.2018).

2. Joponwuna, JI. A. Opranuzaius ¥ TEXHOJOTHS JTOKYMEHTAIIMOHHOTO OOECIICUCHUS yIpaBiie-
HUS [DIeKTPOHHBIN pecype]: ydeOHUK U MPaKTUKYM IS akajeMuueckoro 6akanaspuata / JI. A. JlopoHu-
Ha, B. C. UpurtukoBa. — M. : U3narensctBo IOpaiit, 2018. — 233 c. — (Cepus : bakanaBp. Axanemuye -
ckuit kypc). — ISBN 978-5-534-04568-0. — Pexum noctyna: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (nara obpamenus: 06.06.2018).

3. DJEKTpOHHBIA JOKYMEHTOOOOPOT M obecreueHrne 0e30MacHOCTH CTaHAAPTHBIMU CPEJICTBAMHU
windows [DnekTpoHHbIN pecypc]: yuebHoe nocobue / J.M. EBgokumona, B.B. Kops6kun, A.H. ITbuib-
k", O.. IlIBeukoBa. - M. : KVYPC, 2018. - 296 <c¢. — Pexum nocryma:
http://znanium.com/catalog/product/939786 (nara obpamenus: 06.06.2018).

4. Hamuonansusiii ctannapt PO I'OCT P 7.0.97-2016 "Cucrema cTtanaapToB 1o uHGopMaIu,
OMOIMOTEYHOMY M M3JaTeNIbcKoMy Aeny. OpraHu3aloHHO-pacIopsAUTENIbHAS TOKyMeHTanus. TpeboBa-
HUSL K 0OpMIIEHUIO JOKYMEHTOB" (yTB. mpuka3oM denepasbHOro areHTCTBa 0 TEXHUYECKOMY peryiiu-
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poBaHuI0 U MeTposioruu ot 8 aexadps 2016 r. N 2004-ct) [DnekTponHbIi pecypc]: — Pexum mocryma:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (nara obpamienus: 06.06.2018).

12.2. lonoiHUTEIbHAS JIUTEPATYpPa

1. O6pazoBarenpublii ctannapt By3a OC TYCYP 02-2013. PaGoTs! cTyneHUeCKHe M0 HanpasJie-
HUSIM [IOJITOTOBKH M CHEIUAIBHOCTSAM I'yMaHuTapHoro npoguis. Obume TpeOoBaHus U mpaBuiia 0hopMm-
JeHus [DneKkTpoHHbIN pecypce]: — Pexxum pocrtyma: https://regulations.tusur.ru/documents/71 (mata 06-
pamenusi: 06.06.2018).

2. TOCT P 7.0.8-2013. Cuctema cTaHI1apToB 10 HHPOpPMALUHU, OMOIMOTEYHOMY U U3JATENIbCKO-
My zaeny. J{eaonpou3BoACTBO U apXUBHOE /1€710. TepMHUHBI U onpeieeH s [ DIeKTpOHHbBIN pecypc]: — Pe-
xuM focryna: http://www.edou.ru/enc/docs/detail.php?ID=27653 (nara obpamenus: 06.06.2018).

3. JlenompousBoactBo [DnekTpoHHbIN pecypc]: Yuebnoe mocodbue / JI. U. KazakeBuu - 2018.
132 c. — Pexxum noctyna: https://edu.tusur.ru/publications/7542 (nata obpamenus: 06.06.2018).

4. TOCT P 6.30-2003. YHUOUIINPOBAHHBIE CUCTEMbI JOKYMEHTALIMU. YHUDU-
[ITUPOBAHHASI CHUCTEMA OPTAHU3ALIMOHHO-PACIOPAIUTEJIBHON JOKYMEHTALIUU.
TPEBOBAHUSA K O®OPMIJIEHUIO JTJOKYMEHTOB [Onextponssiii pecypc|: — Pexum nocryma:
http://www.edou.ru/enc/docs/detail.php?ID=2494 (nata obpamenus: 06.06.2018).

12.3. YueOHO-MeTOAHYECKHE MOCOOUS

12.3.1. Obs3aTenbHbIC y4eOHO-MeTOAMYEeCKHE TOCOOHS

1. OOmwmii 1 PIEKTPOHHBINA TOKYMEHTOOOOPOT [DNEKTPOHHBIN pecypc]: MeToaumdeckoe mocodune
10 JTa0OPAaTOPHBIM 3aHATUSM M CAaMOCTOATENLHOU paboTe /s cTyaeHToB HampasiaeHui 080200.62 «Me-
HemkmenT», 080100.62 «Oxonomuka» / K. H. AxcenoBa - 2014. 40 c. — Pexum pgoctyma:
https://edu.tusur.ru/publications/4874 (nara oopamenus: 06.06.2018).

2. OCHOBBI AENONPOU3BOJICTBA [DNEKTPOHHBIN pecypc]: Meroauueckue yka3zaHUs K MpaKkTHye-
CKUM 3aHSATHSM U Opranuzanuu camoctostensHoi padotsl / E. K. Manaxosckas, A. A. Cugopos - 2018.
28 ¢. — Pexxum noctyma: https://edu.tusur.ru/publications/8165 (mara oopamenus: 06.06.2018).

12.3.2. YueOHO-MeTOAMYECKHE OCOOUS ISl JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 310POBbS U
HHBAJINI0B

Y4eOHO-METOIMYECKIE MaTepUaIbl IJIsi CAMOCTOSATEIFHOW M ayTUTOPHON pabOThl 00YJarOITUXCS
13 yuciia JIun C OI‘paHI/I‘-IeHHBIMI/I BO3MOXKXHOCTAMU SI[OpOBBSI 1 UHBAJIUIO0B HpGZIOCTaBJISIIOTCH B (bopMax,
aJaNTUPOBAHHBIX K OTPAaHUYCHHSAM UX 3JI0POBBS U BOCIIPUATHS HH(DOPMAITHH.

Jlist i1 ¢ HApylIeHUSIMU 3PeHust:

- B (hopMe DIIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (hopMe yBETUYCHHBIM MIPUPTOM.

JIJis1 JIUI ¢ HAPYIIEHUSIMHU CJIyXa:

- B (hopMe ANIEKTPOHHOTO TIOKYMEHTA;

- B Ie4aTHoOU (opme.

JlJist I ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeIbLHOTO annapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU opme.

12.4. IIpo¢eccnonasibHbie 0a3bl JAHHBIX 1 HHPOPMALIMOHHBIE CIIPABOYHbIEC CHCTEMbI

1. TAPAHT - Cucrema «'APAHT» Pexxum nocryna: www.garant.ru;

2. Koncynpsrantllmoc - Cucrema «Koncynprantllmtoc» Pexum noctyna: www.consultant.ru

3. JIONMOJHHUTENBHO K MPOo(eCCHOHAIBHBIM 0a3aM JaHHBIX PEKOMEHIYETCs UCIIOIb30BaTh HH(MOP-
MAaIMOHHBIE, CIIPABOYHbIC M HOPMaTHUBHBIE 0a3bl qaHHBIX https://lib.tusur.ru/ru/resursy/bazy-dannyh

13. MaTepuaJibHO-TeXHHYecKoe ofecrneyeHue JUCHMILUIMHBI U TpedyeMoe MporpaMMHoe
ol0ecreueHune

13.1. O6uue TpedGOBaHNA K MATEPHAJBHO-TEXHHYECKOMY H IIPOIPAMMHOMY 00eCIe4YeHHI0
AUCHHUILIMHBI

13.1.1. MaTepuaJibHO-TeXHHYECKOE U NIPOrPAMMHOE o0ecrneyeHue sl JIEKIIMOHHbIX 3aHATHH
I[JISI IMPOBCACHUA 3aHATUN JICKIIMOHHOI'O THUIIA, I'PYIIIOBBIX U HHAWBUAYAJIbHBIX KOHCYHbTaHHﬁ, TC-
KYILIErO0 KOHTPOJIS ¥ MMPOMEXYTOYHON aTTECTAllMU UCIIONIb3YyeTCsl yueOHasi ayTuTOpHUs ¢ KOJTUYECTBOM ITIO-
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CaJIOUHBIX MECT He MeHee 22-24, obopynoBaHHAasl JOCKOW M CTaHAAPTHOM yueOHOH mebenbio. Mmerorcs
JIEMOHCTPAIIMOHHOE 000pYIOBAaHUE U YU4eOHO-HATIIAIHBIC TTOCOOMsI, 00€CTIEYNBAIOIINE TEMATHUCCKUE HJI-

JIIOCTpAlUU I10 JICKHMOHHBIM pa3jaciiaM AUCHUILIAHBI.

13.1.2. MaTepuajibHO-TEXHMYECKOE U POrPaMMHOe odecriedeHne I NPAKTHYEeCKUX 3aHATHI

JlaGoparopusi TpyHmoBOro MpoeKTHOro ooOyudeHus "JlabopaTopusi COIHATBEHO-YKOHOMHUYECKUX

mpoOiem"

yqe6Ha;1 AYAUTOPHUA LI ITPOBCIACHUA 3aHATHH MMPAKTHUYCCKOI'0O THUIIA, yqe6Ha$1 ayauTopusd i 1mpo-

BEJICHUS 3aHATHI J1a00paTOPHOro THUMA

634045, Tomckas o6macts, T. Tomck, yn. KpacHoapmeiickas, 1. 146, 503 ayn.

Onucanue UMeroIerocs 000pyI0BaHUs:
- [I1IBM KOMIICTAP (12 mr.);
- MaranTHO-MapKepHas T0CKa;

- Kommuiekt cnienmanu3upoBanHoi yueOHoON MeOenu;

- Pabouee mecto mpenogaBares.
[TporpammHoOe obecrieueHue:

— 1C:IIpenmpusitue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— Koncynprant [lmroc

Beraucnurenbras naboparopus / KommbroTepHbIi Kitace

yueOHas ayIUTOpus AJIs IPOBEICHHs 3aHATUI MPAKTUYECKOro THIA, yuyeOHas ayIuTOpus AJIs Ipo-

BEJICHUS 3aHATUI J1a00paTOPHOrO THUMA

634045, Tomckas obmacts, r. Tomck, yn. KpacHoapmeiickas, 1. 146, 505 ayn.

Onucanune uMeroIerocs 000py10BaHUs:
- [I1IBM DX6100M (9 mit.);
- [I5BM INTEL CORE 2 DUO (6 mir.);

- Mal"HI/ITHO-MapKepHaSI JOCKa,

- KommutekT crienmanusupoBanHoi yueOHOW Mebenu;

- PaGouee mecto nmpenogaBarens.
[IporpamMMHOe obecrnieueHue:

— 1C:IIpenmpustue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— KoncynwranT [lmoc
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13.1.3. MarepuaJibHO-TEXHHYECKOE H MIPOrPaMMHoOe o0ecredyeHne JJIs1 CAMOCTOSITe IbHON padoThl
Jlnst caMoCTOSATEIbHOM PabOThl MCTONB3YIOTCS y4E€OHBIE ayIUTOPUU (KOMITBIOTEPHBIE KIIAcChl),
PaCIOJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, a. 40, 233 ayn.;
- 634045, Tomckas obnacts, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayn.;
- 634034, Tomckast o6macTh, r. ToMck, Bepmmanna ymuna, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTb, . Tomck, Bepmmanna ynuima, 1. 74, 207 aya.

CocTtaB 060pyI0OBaHMS:

- yueOHast MmeOerb;

- koMnbroTepsl ki1acca He Huke [IDBM INTEL Celeron D336 2.8 T11. - 5 wiT.;

- KOMIBIOTEPHI MOIKIIOYEHB! K ceTH «/HTepHeT» M 00ecneynBaloT OCTYI B AJICKTPOHHYIO WH-
(opMarnoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHb MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

13.2. MaTepuaibHoO-TeXHHYecKoe o0ecnieueHre TUCHMIIJIMHBI VIS JIMI[ C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHUE NUCHMIUIMHBI JUIIAMH C OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI U WHBAIUIAMHU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEICTB 00ydeHHs OOIIEro U CHEeUaIbHOI0 Ha3HAUYeHUS.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPeyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH anmapaTypbl, MyJbTUMEIUNHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/nepena-
4yi y4yeOHOM nH(pOPMALIUU B TOCTYIHBIX (PopMax, MOOMIIBHOM CUCTEMBI MTPETIOaBaHus Il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN CHCTEMBbl. YueOHas aynuTOpHus, B KOTOPOH 3aHUMAIOTCS
oOydarolnyecs: ¢ HapylIEeHHEM CllyXa, 000pYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUIEO-
TEXHUKOMU, AJICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX ¢ 0OYUYAIOLIMMUCS ¢ HAPYLIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BAaHUE B
JEKIIMOHHBIX U YYEOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX 0OBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WJIM CJIaiijia Ha SKpaHe) P MOMOIIH BUACOYBEIUIUTEICH A1 KOM(POPTHOTO POCMOTPA.

[Tpu 3aHATHAX ¢ O0YYalOUIMMHCS ¢ HAPYUIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIIOJIb-
3YIOTCS aJbTEPHATUBHBIC YCTPOHCTBA BBO/IA HH(OPMAIIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpHeMa/nepe-
Jau yuyeOHOM MHpOpMaluu B JOCTYIHBIX (opMax, MOOMIIBHOM CHCTEMbl OOy4eHUs [UIs JIOAEH ¢ UHBaA-
JIMTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U MeTOAMYECKHEe PeKOMEHIAIUH 110 OPraHU3aluu U3yYeHHUsI
AUCHUTLTHHBI

14.1. Conepmalme OLCHOYHBIX MATCPHAJIOB U METOANIECCKUEC PECKOMECHAAIIUH
I[J'ISI OLICHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I H YPOBHA OCBOCHHA 3aKPCIIJICHHBIX 3a ﬂHCHHHHHHOﬁ
KOMITC TEHITHUM HCIOJIB3YIOTCA OLCHOYHBIC MaTCpHUajibl B COCTABE!

14.1.1. TecToBble 3a1aHus
1. JdaTb onpeaenenne J0KyMEHTUPOBAHUIO:
a) JlokyMeHTHpOBaHHUE — ATO MPOIIECC CO3AaHUSI U OPOPMIICHHS JOKYMEHTOB;
b) JlokymMeHTHpOBaHUE — 3aNTUCh HH(POPMAIIUK HA HOCUTENE 10 YCTAHOBICHHBIM MTPaBUIIAM;
¢) JlokyMeHTHpOBaHNE — OOECIIEYeHHEe CBOEBPEMEHHOTO U MPABWJIBHOTO CO3/IaHUS JOKYMEHTOB;
d) lokymeHTHpOBaHKE — 3aNMCh MH(POPMALIMK Ha Pa3TUIHBIX HOCUTEIISAX 10 YCTAHOBJICHHBIM MPaBUIaM.

2. Jlath onpeaeneHye T0KyMEHTY:

a) JIokyMeHT — 3TO 3aUKCHPOBaHHAs Ha MaTepHallbHOM HOocHUTee UH(OpMaLUs C PEKBU3UTAMU,
MO3BOJIIONUMHU €€ UJICHTU(DUITUPOBATH;
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b) lokyMeHT — 3T0 3a(h)UKCHPOBaHHAs HA HOCUTENEe HHPOPMAIUS C PEKBU3UTAMH, TIO3BOJIIOLIMMHU
ee UACHTU(UIIUPOBATH;

¢) JIokyMeHT — 3T0 MaTepuaJIbHBIA HOCUTENb ¢ MH(OpMaIUeH, TTO3BOJISIONINNA €€ WACHTUDHUITHPO-
BaTh;

d) HoxymeHT — 310 ciocol ¢pukcanuy HHPOPMAIIH.

3. Uto Takoe opHIIMATBHBIN JOKYMEHT?

a) OdunuanbHbIi JOKYMEHT — JOKYMEHT, CO3JJaHHBIM OpraHU3alluel, JOMKHOCTHBIM JIUIIOM HWIIH
TpaXTaHUHOM, O()OPMJICHHBIN B YCTAHOBJIIEHHOM IOPSIKE;

b) OdunnanbHbIi JOKYMEHT — IOKYMEHT, IpeHa3HAUeHHBIN Ui Nepeadyd APYyroMy JHIY I0pH-
JTUYECKUMU WK (PU3UYECKUMU JIUIIAMH B YCTAHOBIICHHOM TIOPSIKE;

¢) OdunmanbHBIA JOKYMEHT — JIOKYMEHT, CO3/IaHHbIN, 0()OPMJICHHBIN U YIOCTOBEPEHHBIN B yCTa-
HOBJICHHOM MOPSAKE JJI1 MHOTOKPAaTHOTO UCTIOIb30BaHUS.

d) Her nmpaBunsHOTO OTBETA

4. Yto TaKkoe 3NEKTPOHHBINA JOKYMEHT?

a) DIEeKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HH(pOpMAIIHs KOTOPOTO MpeIHa3HaueHa A nepeaa-
YU IPYroMy JIUILLY;

b) DIEeKTPOHHBIN JOKYMEHT — 3TO O(QHIMAIBHBIN TOKYMEHT, MPEICTABICHHBIM B 3JEKTPOHHOU
dopme;

¢) DIEKTPOHHBIM JOKYMEHT — 3TO AOKYMEHT, HH(opMalHs KOTOPOTO MpPEeACTaBIeHa B AIEKTPOH-
HO opme;

d) DAeKTpOHHBIH JOKYMEHT — 3TO O(HIHMAIBHBIA TOKYMEHT, MPEICTABICHHBIM B 3JEKTPOHHOU
dopme mocie ero noANMCaHus JOHKHOCTHBIM JIMIIOM B MOPSIJIKE, YCTAaHOBJIEHHBIM 3aKOHOJATEIbCTBOM
PO.

5. Uto npencrasinseT coboit opopmieHne 10KyMeHTa?

a) OdopmiieHre JOKyMEHTa — 3TO MPOCTABJICHUE HAa TOKYMEHTE HEOOXOIUMBIX PEKBU3UTOB;

b) OdopmiieHre JOKyMEHTa — 3TO COINIACOBAaHHE JOKYMEHTA, MOJMHCAHUE TOKYMEHTA;

¢) OdopmiieHre TOKYMEHTa — 3TO MPOCTABICHHE PEKBH3UTOB UISI OPTaHU3AIlUN OTEPATUBHOTO
MIOWCKA JIOKyMEHTOB;

d) Her mpaBunsHOTO OTBETA.

6. Uto npencraisier cob0i cucTeMa JOKyMEHTAIHH ?

a) [lox cucteMoit JOKYMEHTalMK IOHUMAETCSI COBOKYITHOCTh JIOKYMEHTOB, MPEAHA3HAYCHHBIX IS
obecTieueHrs M PETYIMPOBaHUS JIEATETLHOCTH OPTaHOB BJIACTH, YUPESIKICHUN, PESIANPHUATHI U OpTaHU3a-
LM

b) CucremMa MOKyMEHTAIIMU TIPEACTABISICT COOOM COBOKYIMHOCTh IOKYMEHTOB, B3aMMOCBSI3aHHBIX
M0 TMPU3HAKAM TPOUCXOXKICHUS, Ha3HAUCHUS, BUAA, C(hephl NEATEIbHOCTH, €AUHBIX TPEOOBAaHUHN K WX
0hOpMIICHHIO;

¢) Cucrema JOKyMEHTAIMH MPEICTABISAET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JIOKyMEHTOB, B KO-
TOPBIX MOCIIE0BATEILHO OTPAXKACTCS ACATEIBPHOCTh OTPACIIH TOCYIAPCTBEHHOTO YIIPABICHUS;

d) Cuctema HOKyMEHTAalMK MPEACTaBISIET COOONW COBOKYIMHOCTh JJOKYMEHTOB, B3aHMOCBSI3aHHBIX
0 TIpU3HAKaM Ha3Ha4YeHUs, C(hephl ACSITEIBPHOCTH U €IUHBIX TPEOOBaHUM K MX 0()OPMIICHHUIO.

7. KakoBbI 3Tarbl NOATOTOBKU PACOPSIUTEIBHOTO TOKYMEHTa?

a) OTO COIIaCOBAaHUE JIOKYMEHTA, NOANNCAHUE JOKYMEHTA;

b) 310 U3yUyeHHe ynpaBIEHYECKOro BONPOCa, MOArOTOBKA MPOEKTa PACIIOPAIUTEIILHOTO JOKYMEH-
Ta, COrJIaCOBaHUE JIOKYMEHTA, TIOIICAHNE JOKYMEHTA;

¢) OTO M3ydeHHE YIPaBJIEHYECKOro BOMPOCAa M MOATOTOBKA MPOEKTa PaCHOPSAUTEIBHOIO JIOKY-
MEHTAa;

d) DOTo M3yueHuWe yIpaBIECHYECKOTO BOMpoca, chepbl NeATeTbHOCTH, CIUHBIX TpeOOBaHUN K
0(OPMIICHHUIO U TIOJTOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.
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8. Kak Benercs Hymepanus IpUKa3oB 110 OCHOBHOM €S TEIILHOCTHU?

a) Ilo mopsnKy ¢ MOMEHTa CO3/1aHUs OpraHU3alluu, HO OT/EIbHO OT MPUKA30B [0 JIUYHOMY COCTa-
BY,

b) B npenenax mecsiia, HO OTAEIBHO OT MPUKA30B 0 JIUYHOMY COCTaBY;

¢) [Moapsin B mpenenax pruHAHCOBOTO T0/1a, COBMECTHO C NMPHKAa3aMH 0 JUYHOMY COCTaBY;

d) [Moapsn B mpenenax ¢UHAHCOBOTO Tr0/ia, HO OTAEIBHO OT MPUKA30B 10 JTUIHOMY COCTABY.

9. Kak ocymiecTBiIsieTcs CoriiacoBaHue JOKyMeHTa?

a) CornacoBaHue OCyIIECTBISICTCS ITyTeM BU3UPOBAHUS WM IPOCTABICHUS I'puda COrIacoBaHus;

b) IlpoBoauTcs oneHka mpoekTa oGUIUATBHOIO JOKYMEHTa 3aMHTEPECOBAHHBIMHU OpTaHHU3AIIH -
MH, JOJDKHOCTHBIMU JIUIIaMH, CIICHHUAJINCTAMU,

¢) [lonHOCTBIO MOATOTOBNIEHHBIE MPOEKTHI JOKYMEHTOB MPECTABIISAIOTCS HA COIJIACOBAaHUE JOJIK-
HOCTHBIMH JIHUIIaMH, CIICLHUAJINCTAMU,

d) JlokyMeHTBI BCTYNalOT B CHJIy C MOMEHTA UX COTJIACOBaHMS U JIOBEACHUS J0 CBEJICHUS MCIIOJ-
HUTCIIA.

10 . VI3 kakuxX JBYX 4acCT€ COCTOMT TEKCT PACIOPSAUTEIHHBIX JOKYMEHTOB, HEOOXOAUMBIX IS
CO3/1aHHUS HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYp?

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBoaHO# 1 OCHOBHOIA;

¢) OCHOBHOM U pacoOpsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsiuTeIbHOM.

11. YcraB opranuzaiuym OTHOCUTCS K:

a) pacHoOpSANTEIHLHONU JOKYMEHTAIIHH,
b) TOKyMEHTAIIUH 110 JINYHOMY COCTaBY;
C) KaJpOBOM JOKYMEHTAIINH;

d) opraHu3anmoHHON TOKYMEHTAITUH

12. Ha xakoM JOKyMEHTE HE YKa3bIBAE€TCSl Ha3BaHHUE BUJA JOKYMEHTA?

a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BaHHUE BHUJIA JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE YKa3bIBaeTCsl HA3BaHKUE BUA TOKYMEHTA;

¢) Ha 6nanke odunmansHOTO MUChMa HE YKa3bIBACTCS Ha3BAaHUE BHUJIA JOKYMEHTA,
d) Ha Gmanke pemieHust He yKa3bIBaeTCs HA3BaHUE BHJIa TJOKYMEHTA.

13. Ha Grmankax JOKYMEHTOB MPEANPUHUMATEIBCKUX CTPYKTYP MPOCTABIISCTCS:
a) locynapcrBennsiii rep6 P®, I'ep6 cyObekra PD;

b); aMbnema opraHu3anuy;

¢) smOieMa OpraHu3aly Wik TOBAPHBINA 3HAK;

d) ToBapHBIii 3HAK.

14. K opranu3anMoOHHBIM JIOKyMEHTaM, HEOOXOIUMBIX Ul CO3/IaHUSI HOBBIX MPEANPUHUMATENb-
CKHUX CTPYKTYP OTHOCHT:

a) MOJIOKEHUE, YCTaB, MPUKa3, CTPYKTYpHAas U IITaTHAs YUCIEHHOCTb, MHCTPYKIHS, JOTOBOP;

b) monoxxeHue, ycTaB, aKkT, CTPYKTypHas U IITATHAS] YUCICHHOCTh, HHCTPYKIIHSI, TOTOBOD;

C) MOJIOKEHUE, YCTaB, IPHUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAs YUCIEHHOCTb, HHCTPYKLIHUSA, J10-
rOBOD;

d) nono>xxenwue, ycraB, CTpyKTypHasi ¥ IITATHASI YUCIIEHHOCTh, UHCTPYKIIUS, JOTOBOP.

15. JIBmkeHue JOKyMEHTOB B OpTraHHM3allii ¢ MOMEHTA MX CO3JaHMS WJIH ITOTyYSHHs 10 3aBepIe-
HUSA UCTIOJIb30BAHUA WX OTIIPABKU HA3BIBACTCA:

a) JlokymeHT0000pOTOM;

b) [ToTrokOM TOKyMEHTOB;

¢) OOpaboTKOI JOKYMEHTOB;
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d) Peructpanueii noxymeHTa.

16. Peructpaunu noiexar JOKyMEHTBI:
a) Bxomsmue;

b) Ucxomsiiue;

¢) Buyrpennue;

d) Bce BUIBI JOKYMEHTOB.

17. Yto Takoe HOMEHKJIATypa aen’?

a) Homenknarypa ien — 3To Bce JOKYMEHTHI Ha MPEANPHUAITHH;

b) Homenkmarypa nein — 370 cUCTEeMaTU3UPOBAHHBIN MEPEYCHb 3aBOAMMBIX B OpTaHHU3AIUH JIET C
YKa3aHHUEM CPOKOB UX XpaHEeHHsI, 0)OPMIICHHBIN B yCTAaHOBJIEHHOM MOPSIKE;

¢) Homenknarypa men — 3To JOKYMEHTHI, TPEOYIOIIe UCTIOTHECHHS,

d) Her nmpaBunsHOTO OTBETA

18. B opranu3anuoHHbBIX U PaCIOPSIIUTEILHBIX TOKYMEHTAX, HEOOXOAUMBIX, [UISI CO3/IaHUSI HOBBIX
MPEIPUHUMATENILCKIX CTPYKTYpP, OPOPMIIIEMBIX Ha JIBYX M OoJiee TUCTaX HOMEpa CTPAaHMIl MPOCTaB-
JISTFOTCS.. ..

a) Co BTOpOIi CTPaHMIIBI B BEPXHEM MPABOM YTy OIS JIUCTA apaOCKUMU IUPpaMU;

b) Co BTOpPOIi CTpaHUIIBI MOCEPEINHE BEPXHETO MOJIS JINCTA apaOCKUMHK [P PaMHU;

¢) Co BTOpOIi CTpaHUIIbI TOCEPEIMHE HIDKHETO MO JIUCTa apaOCKUMHU I pamu;

d) [TocnenoBarenbHO HAa KXKIOW CTPaHUIIE B TPABOM HIDKHEM YIJTy apaOCKUMHU U(pamH.

19. B cOOTBETCTBUU C 3aKOHOIATEIHCTBOM, CKOJIBKO Pa3 B TO MOXXHO BHOCHUTh M3MEHEHHSI B IIITAT-
HO€ pacnucaHue ?

- OJIVH;

- 1B,

- OTPaHUYCHUS HE YCTAHOBIICHBI;

- He Oonee Tpex pas;

- He OoJiee MIeCTH pas;

- U3MEHSTD €r0 B TEUCHHE I'0/1a HEJIb34l.

20. IIpukassl, IPOTOKOJIBI, PACIOPSYKEHUS, PEIIEHUS, OTHOCSTCS K:
a) OPraHM3alMOHHBIM JOKYMEHTaM MPEIIpUsATHS;

b) pacniopsAMTENbHBIM JOKYMEHTAM MPEIIPUATHUS;

C) JOKYMEHTaM I10 JINYHOMY COCTaBY MPEANPUATHS;

d) naHpOpMaAIIIOHHO—CTIPABOYHBIM JOKYMEHTAM MPEIIPUATHSL.

14.1.2. Dx3aMeHALIHOHHBbIE BONPOCHI

. JIOKyMEHT 1 €ro MECTO B CHCTEME YIIPaBICHUS
. HopmatuBHO-MeTOMUECKUE aKThI, PETJIAMEHTUPYIOIIUE CO31aHue U 0(pOpMIICHHE TOKYMEHTOB.
. JlokyMeHTOBe/IeH!Ee KaK HayJHas IUCIUILTHHA: O0BEKT, IPEAMET, OCHOBHBIE METOJbI.
. ITonsiTHEe «MHPOPMALMS» U €r0 pa3BUTHE.
. [loHsATHE «IOKYMEHT» U €r0 pa3BUTHE.
. O61me u yacTHble PYHKIMH JOKYMEHTA.
. CiocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.
. IlonsiTHE CTY’)Xk€OHOTO TOKYMEHTUPOBaHUS U TPEOOBaHUS K JOKYMEHTaM.

9. IlopsiIoK peryaupoBaHusl, COTIIACOBAHUS M OIUCAHUS YIPABICHYECKUX JOKYMEHTOB.

10. CymHoCcTh YyHU(UKAMK U CTAaHAAPTH3ALMN YIIPABICHUECKUX JOKYMEHTOB.

11. IIpaBuna opopmiieHus CiIyK€OHBIX TOKYMEHTOB.

12. PekBU3UTHI U MX IpeHA3HAUCHHE.

13. O6mme TpeboBaHUs K TOKYMEHTHPOBAHUIO YIIPABICHYECKOM IEATETLHOCTH.

14. CocraB, conepkaHue U 0OCOOCHHOCTH peau3aliy TpeOOBaHUN K pacIoNIoKEeHHI0 U odopmiie-
HUIO PEKBU3HUTOB JOKYMEHTOB.

15. CtpykTypu3alus TEKCTOB YIPaBICHYECKUX JOKYMEHTOB.

0N DN~ W~
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16. Bunsl yHHpHUIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH 0(OpMIICHHs TpadapeTHOro TeKCTa, AaHKETHI
U TaOJIULIBL.

17. TpeGoBaHUs K COACPIKAHUIO, CTPYKTYPE U CTUJIIO M3JIOKEHHUS YIIPABICHUYECKUX JTOKYMEHTOB.

18. Oprann3aliMOHHO-pacIOPAIUTENIbHAS TOKYMeHTalusd. OCHOBHBIE BUJIbI YIIPABIECHYECKUX J10-
KYMEHTOB.

19. UndopmanimoHHO-cripaBouHas JOKyMeHTaIusl. OCHOBHBIC BUIBI

20. IlpaBuna u cTUIIb HAITMCAHUS AEJIOBOIO IIMChMA.

21. Buapl nenoBoro nuchbMma.

22. OcoOEHHOCTH MEPENUCKU C MHOCTPAHHBIMU TAPTHEPAMH.

23. Buibl TOTOKOB IOKYMEHTOB M CTaIMM UX 00paOOTKH.

24. Peructpanuust JTOKyMEHTOB.

25. KoHTpOIb UCTIOTHEHUS TOKYMEHTOB.

26. Homenknarypa nies 1 ux popMUpOBaHHE.

27. Odbopmiienue ne.

28. XpaHeHue z1e1 U MOPAJOK CIaul UX B apXUB.

29. Pabota ¢ moKyMeHTaMH, COJIEPKAIMMHA KOMMEPUECKYIO TaifHy.

30. IonsATHE “ANEKTPOHHBIN TOKYMEHT B MH()OPMAIIMOHHON CHCTEME OpraHU3aLllH.

31. TepmuHoIOTHS, HCTIOIB3yeMas B CUCTEMAX JIEKTPOHHOTO IOKYMEHTOOO0pOTA.

32. 3agaun cucTeM EKTPOHHOTO JOKYMEHTOOO0POTA.

33. YnpaBiieHUE AJIEKTPOHHBIMU JOKYMEHTAMMU.

34. Knaccugukarys CucTeM 3JIEKTPOHHOTO JOKYMEHT0000pOTa.

35. Tlomxompl K CO3/JaHUIO CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTa.

36. Dransl BRIOOpa U BHEIPEHUS CHCTEMBl aBTOMATH3AIIHH.

37. IIpoGeMbl TPaBOTO PEryIMPOBAHUS FICKTPOHHOTO JOKYMEHTO000POTa.

38. Dranbl pa3BUTHS JOKYyMEHTOOOOPOTA.

39. TloHATHS, TPUHITUIIEI U OCOOEHHOCTH MOCTPOCHUSI ABTOMAaTH3UPOBAHHBIX CHUCTEM KOHTPOJIS
ucnonHenus fokymeHToB (ACKU /).

40. CucTtemsbl 3JIEKTPOHHOTO JOKyMEeHTooOopoTa. O0mue nonoxenus. Haznauenus CO/1.

41. OCHOBHBIE CBOWMCTBA CUCTEM AJIEKTPOHHOTO JIOKYMEHTOO00pOTA.

42. OCHOBHBIE TEXHOJIOTUHU PabOTHI ¢ JokyMeHTamMu B CO/I.

43. O0mas kinaccuuKaIys CUCTEM AIIEKTPOHHOTO JOKYMEHT0000pOTa.

14.1.3. TemsbI gOoKI210B

TeMbl 17151 KOHTPOJISI CAMOCTOSATEIBHOIO U3yYEHHUSI TEM TEOPETUUECKON YacTu Kypca

1. McTopust pa3BUTHS rOCYJApPCTBEHHOW CUCTEMBI JEJIONPOU3BOICTBA

2. [IpakThka opranu3anuu AeJ0NpPOU3BOJICTBA B rocyiapcTBax JpeBHero mupa

3. CnocoOsbl puxcupoBaHus U neperadyd MHGopMalMu B rocyrapcTBax JpeBHero mupa

4. Ucropus pa3BUTHUS rOCYIapCTBEHHOM CHUCTEMBI JIe10Npon3BocTBa B Poccuu.

5. PexBu3uTHI CTONO1I0BOM (hOPMBI 1€IONPOU3BOICTBA, MPOLIEAIINE YePe3 BeKa U OCTaBIIMECS B

JIOKyMEHTaX HalllUX JHEH.

6. Posib 1OKyMeHTa B HU3HH YelloOBeKa U O0ILecTBa.

7. MeTobpl uccleIoOBaHus JOKYMEHTOBEAUYECKUX TIPOOIIEM.

8. HayuHo-ncTOpruecKkas 1 pakTu4ecKkasi IeHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cpepe IpaBa U yIpaBIeHHUS.

10. BnusiHue Hay4HO-TEXHUYECKON PEBOJIIOLIMY Ha Pa3BUTHE JOKYMEHTA.

11. Pa3zButre Gpopmymnsipa 10KyMEHTA.

12. 3akoHO#ATENBHBIE aKThl, HOpMaTHUBHBIE MaTepuanbl X VI — Havana XX B.

13. 3akoHO/aTENIbHBIE aKThl 1 HOPMAaTUBHBIE JOKYMEHTHI PO.

14. Yauduxauus u cTaHAapTU3aLUs YIPABICHYECKUX JOKYMEHTOB.

15. FOpuaunueckast cuina JOKyMEHTA: MOJUIMHHUKY (OPUTHHAJIBI) IOKYMEHTOB, KOIUU JIOKYMEHTOB
Y UX BUJBI

16. IlonsiTue 0 JOKYMEHTOOOOPOTE MPEATIPUATHS

17. Opranusanus paboThl ¢ BXOAAIUMH JOKYMEHTaMH

18. Opranusanus paboThl ¢ UCXOISIIUMU JOKYMEHTAMU

19. OcoGeHHOCTH OpraHu3aluyu paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMU
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20. JIokyMeHTOO00pOT B MHPOPMAITIOHHOM 00ECTICYCHUH YIIPABIICHHSI H €70 COCTABHBIE YaCTH.

21. OcHOBHBIE 3Tanbl U MPUHIMIBI Pa0OTHl COTPYAHUKOB CIYKO JOKYMEHTAI[MOHHOTO obecreye-
HUS C BXOJSIIMMU, UCXOJAIIUMHU U BHYTPECHHUMU YIIPABIEHYECKUMU JOKYMEHTAMH.

22. O0630p OCHOBHBIX CHUCTEM 3JIEKTPOHHOTO IOKYMEHTOOOOpOTA. MpeIcTaBleHHbIX B Poccuu u 3a
pPyOeKOM.

24. AHanu3 BHEIPEHUS CUCTEM AJIEKTPOHHOTO JCIIONMPOU3BOICTBA U JOKYMEHTO000pOTa

14.1.4. Tembl 0IPOCOB HA 3aHATHAX

[TonsiTHe, 1ENN U 3a]1a4l U3yd4aeMOl AUCHUILIMHBL. Pa3BuTHE U CTaHOBICHUE AETIONPOU3BOJICTBA B
Poccun. Opranmzanus 1e1onpon3BOJCTBA HA MPENNPUATHSIX. 3HAYCHUE U MECTO JOKYMEHTOB B CHCTEME
yIpaBIeHUS

[ocynapcTBeHHOE perympoBaHie, HOPMAaTHBHO-TIPABOBAs M METOMYECKasi OCHOBA JJOKYMEHTAIH-
OHHOTO o0ecredeHus: ynpasiaeHus. CyIHOCTb, HANPaBICHHUS U BUJIbI TOCYIAPCTBEHHOTO PETYIUPOBAHUS
JOKYMEHTAI[HOHHOTO OOECTICYCHHUsI YIpaBJICHUS, Ha3HAYeHHE, OCOOEHHOCTH M COOTHOIICHHWE HOpMa-
TUBHO-IIPAaBOBOT'O M METOAWYECKOro peryianpoBanus. COCTaB M CTPYKTYpa HOPMAaTUBHOM, PaBOBOM U Me-
TOJMYECKON OCHOBBI IOKYMEHTAIIMOHHOTO 00ECTICUeHHs YIPaBJICHHUS, HAIIMOHAIBHBIX M JIOKAJIBHBIX HOP-
MaTHUBHO-METOAUYECKUX TOKYMEHTOB. YHUDUKAIMS U CTAaHAAPTH3AIMS.

TpeboBanus k 6mankaMm 10KyMeHTOB. [lopsmok pa3paborku 6mankoB. O0mme TpeOOBaHUA K JOKY -
MEHTaM, W3TOTOBJISIEMBIM C MOMOIIBIO TEXHHYECKHX cpelacTB. OcoOEHHOCTH O(OPMIIEHUS OTAEIbHBIX
PEKBU3UTOB.

[TpaBuna odopmiieHUs: JOKYMEHTOB, COCTaB U Ha3HA4YE€HUE PEKBU3UTOB. PONb M BUABI YIIpaBIICH-
YECKUX JOKYMEHTOB.

CocTaB ¥ Ha3HAUYEHUE OTACIBHBIX BUJOB OPraHU3AI[MOHHO-TIPABOBBIX, PACHIOPSAUTEIbHBIX U UH-
(OopMaMOHHO-CIIPaBOYHBIX JJOKYMEHTOB. JlOKyMEHTaNbHBIH (OHI W TEepeYeHb JOKYMEHTOB, 00pa3yro-
IIMXCS B IIpoliecce ACATENbHOCTH MPEANPUATHS.

CocTaB, pacroyioXeHue 1 MpaBuiia 0OpMIICHHS PEKBU3UTOB OTICIBHBIX BUJIOB OPTaHU3allMOHHO-
IPaBOBBIX, PACHOPSAUTENBHBIX U MH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEeHTOB. OcobeHHocTH odopmiie-
HUSI OTJICJIBHBIX BHJIOB IOKYMEHTOB, 00Pa3yIOMIUXCS B IPOIIECCE ACATEIbHOCTH MPEATPHUSITHS.

[TonsiTHE «TOKYMEHTOOOOPOT» U ero pazButhe. OCHOBHBIE ITPaBUJIa OPraHU3ALUU JOKYMEHTO000-
pota B opranu3anuy . Cxema JIBWKEHHS M TEXHOJIOTHSI 00pabOTKK TOKYMEeHTOB. [[oHSATHE TOKYMEHTOIIO-
TOKa, €ro CTPYKTypa, IOKa3aTeIu OLEHKH JOKyMEHTONOTOoKa. JKU3HEeHHBIH LUK AoKyMeHTa. KoHTpoib
UCTIOJIHEHUSI TOKYMEHTOB.

OcHOBHBIE HOPMBI U TIpaBUIIa 0POPMIICHHS padoT, BBIIOIHAEMBIX CTYJJCHTaMH B Ipolecce o0yde-
HUS, ¢ y4yeToM TpeboBaHuN oOpa3oBarenbHOro craHgapra Byza OC TYCYP 02-2013 (CTO
02069326.1.02-2013) - PaboTsl cTyaeHYECKHE MO HANPABICHUSAM MOATOTOBKU U CHEIHMATBLHOCTSIM T'yMa-
HUTAPHOTO NMPOoPuUIIs

Howmenxknarypa nen. Ilopsaok cocTaBieHus U yTBEP)KICHHS HOMEHKIATYpHI JIel. YCTaHOBIICHHUE
cpokoB xpaHeHus nen. @opmupoBanue n odpopmiieHue aen. OpraHus3amnus ONEPaTHBHOTO XPAHEHUS JICI.
OkenepTu3a HeHHOCTH A0KyMeHToB. Odopmienue nen. Ilopsiok nepenaun TOKyMEHTOB Ha XpaHEHUE B
apXWB.

OcCHOBHBIE 331241 OpraHU3alMU JIEKTPOHHOTO JOKyMEeHT0000poTa. CHCTEMBI 3JEKTPOHHOTO J10-
kymeHToob6opota COJI. Dranbl pa3zButus, kiaccel, HazHadeHne COJl, OCHOBHBIE CBOWMCTBA CHCTEM DJICK-
TpPOHHOTO A0KyMeHTooOopoTa. OcHoBHbIE TUNBI COJl. Ocobennoctu opranuzauuu COI. Cuctemsl s5ek-
TPOHHOTO TOKYMEHTOO0O0POTa, MpecTaBlIeHHbIe B Poccuu.

14.1.5. Bonipocsl 1J1s1 NOATOTOBKH K MPAKTHYECKHM 3aHATHAM, CEMUHAPaAM

TpeboBanus k 6maHKam JOKyMeHTOB. [10ATrOTOBKA K COCTaBICHHUIO JOKYMEHTOB. CXeMBbI pacmoio-
KeHusl 1oKyMeHTOB. CocTaBienue GpopmyisipoB HoKyMeHTOB. OOmuii 61aHK. biaHk KOHKpeTHOro BUaa
JIOKyMeHTa. biaHk nucbma.

O6mue TpeboBanus k odhopmieHHIo Tekcta otyeta. OQopmiieHue TUTYABHOTO JINCTA, PUCYHKOB,
Ta0JIUII, CIIUCKA UCTIONIE3YEMbIX HCTOUHUKOB

[TpaBuna cocraBiaeHust U 0GOPMIICHHS OPraHU3AMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB (yCTaB,
MOJIOKEHUE, IITATHOE PaClUCaHNue, MHCTPYKIUS, TPUKA3, pacoOpsKEHUE, PelIeHHEe, MPOTOKOJ, TOCTaHOB-
JICHUE)

[TpaBuna cocrtaBieHuss ¥ OQopMIICHUS HH(DOPMAMOHHO-CIIPABOYHBIX JIOKYMEHTOB (J€I0BOE
MUCHMO, JOKJIaJHAas U cay»eOHas 3alluCKU, aKT, CIIpaBKa, U JIp. )

CornacoBaHa Ha noprane Ne 42578 19



[TpaBuna coctaBneHuss U OPOPMIICHHUS TOKYMEHTOB JIMYHOTO XapakTepa (3asBlICHHE, XapaKTepH-
CTHKa, aBTOOMOTpadus, pe3roMe, OT3bIB U Jp. )

[Toaxoapl K CO3AAHUIO CUCTEM DJIEKTPOHHOTO J0OKyMeHTooOopoTa. TpeboBanus k cucremam. JTa-
bl BEIOOpA CUCTEMbI aBTOMATU3allMU. DTalbl BHEPEHUS CUCTEMbI aBToMaTh3anuu. CucTeMbl aBTOMaTH-
321U TOKyMEHTONOTOKa. CHCTEMBI NIEKTPOHHOTO TOKYMEHT0000poTa. OCHOBHBIE TEXHOJIOTUU PaOOTHI C
nokymeHTaMu. OCHOBHBIE CBOMCTBA CHCTEMBI AJICKTPOHHOTO JOKyMeHToo00opoTa. OcHoBHBIE THIBI CO/I.

Homenknarypa nen. Buasl Homenknarypsl. @opmupoBanue nen. OpraHuzanus XpaHeHHUs JOKY-
MEHTOB Ha npeanpusaTuu. I1oaroroBka JOKyMEHTOB K cJ1a4ye B ApXUB.

14.2. TpeOoBaHus K OLIEHOYHBIM MaTepPHAJIAM VISl JIUI] ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMMU
310POBbS1 1 HHBAJIH/I0B
s aui ¢ orpaHMYEHHBIMUA BO3MOKHOCTSIMU 3/I0POBBSI M MHBAJUIOB MPEITyCMOTPEHBI TOTOIHH -
TEJIbHBIC OLICHOYHbIE MaTepUalIbl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuua 14 — JlononHUTENbHBIE MaTepHallbl OLIEHUBAHUS ISl JIMI C OTPAaHMYEHHBIMH BO3MOXHOCTSIMU
310POBbsI 1 HHBAIUIOB

Kareropun Bubl 1ONOMHUTETBHBIX OLIEHOYHBIX @DopMBbI KOHTPOJISI U OLIEHKU
00y4aroLXCst MaTepHasoB pe3ynbTaToB 00y4eHUs

TecTbl, MUCEMEHHBIE CAMOCTOSITEIIEHBIC
paboThI, BOTIPOCHI K 3a4eTy,
KOHTPOJIbHBIE pabOTHI

[IpenMy111eCTBEHHO MMCHMEHHAs
IIPOBEpKa

C napyueHusmMu
ciyxa

C napymenussimu | CobecezioBaHme 10 BOIpocaM K 3a4eTy, | [IpenMyIecTBeHHO YCTHas MPOBEpKa

3peHus OTIPOC IO TEPMUHAM (MHIMBUAYATBHO)
C HapyuieHus MU Pemienne AuCTaHIIMOHHBIX TECTOB,
OTIOPHO- KOHTPOIbHBIC Pa0OTHI, MUCbMEHHbIE | [IpenMylnecTBeHHO AUCTaHIIMOHHBIMU
ABUTATCIIBHOT'O CaMOCTOATCIIBHBIC pa60TI)I, BOIIPOCHI K METOaaMU
ammapata 3a4ery
C orpanunuenusiMu 1o | TecTbl, MUCbMEHHBIE CAMOCTOSATEIbHBIE [IpenmyiiecTBEHHO MPOBEPKA
OO0IIEeMeTUITTHCKIM paboThI, BOTIPOCHI K 3a4eTy, METO/IaMH UCXOJISl U3 COCTOSHHUS
IIOKa3aHUusIM KOHTPOJIbHBIC pa6OTI)I, YCTHBIC OTBEThI o6yan0merocsl Ha MOMCHT IIPOBCPKU

14.3. MeTroauyeckue peKOMEHIAUMHU 110 OLEHOYHBIM MATEepPHaIaM JIsl JIUL C OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

Jnis nui ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBSI M MHBAJTUIOB TPEAYCMAaTPHUBACTCS JI0-
cTynHas (hopMma MpeoCTaBICHUS 3aJaHUI OLIEHOUHBIX CPEJICTB, @ UMEHHO:

- B IeyaTHou (opme;

- B IeYaTHOU (popMe C YBETUUEHHBIM MPUDTOM;

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

- METO/IOM YTEHUS ACCUCTEHTOM 33/1aHUs BCIYX;

- IIPEJOCTABIICHUE 3a/laHUs C UCTIOJIb30BAaHUEM CYPJIOTIEPEBO/IA.

JIluam ¢ OrpaHWYeHHBIMH BO3MOXHOCTSIMU 3/I0pOBbsI M MHBAJIMJAM YBEIMUYUBAETCS BpeMs Ha
MOJI'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i1 TakuxX 00y4aromuxcsi MpeIycMaTpiuBaeTCsl TOCTYII -
Hast (popMa MpeoCTaBICHHs OTBETOB Ha 3a/1aHUs, & UMEHHO:

- MUCbMEHHO Ha OyMmare;

- Ha0Op OTBETOB Ha KOMIIBIOTEPE;

- Ha0Op OTBETOB C MCIIOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- MIPEJICTABICHUE OTBETOB YCTHO.

[Tpouenypa oueHUBaHUS Pe3yJIbTATOB OOYUYEHHUS JIUI] C OIPAaHUYEHHBIMU BO3MOXHOCTSIMU 3710PO-
Bbsl M1 MHBAJIMJOB M0 JUCLUIUIMHE MpelycMaTpUBaeT MpeocTaBieHue nHpopmanuu B popmax, aJanTH-
POBaHHBIX K OTPAHUYCHUSM X 370POBBS i BOCTIPUATHS HHPOPMALINH:

JI1s1 1ML ¢ HApYIIEHUSIMM 3PeHust:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHO! (hopMe yBEIMUEHHBIM HIPUPTOM.

JI1s1 JIMI ¢ HApyIIeHUsIMM CJIyXa:
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- B (hOpMeE IIIEKTPOHHOTO TIOKYMCHTA;

- B IIe4aTHOU hopme.

J1J1s1 JIMI ¢ HAPYIIEHUSIMH OTIOPHO-IBHIaTeJILHOTO anmapara:

- B ()OpME IJIEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHoOU hopme.

[Tpu HEOOXOMUMOCTH ISl JIUIL C OTPAaHUICHHBIMH BO3MOXKHOCTSIMU 37I0POBbS 1 HHBAIUIOB TPOIIE-
Jypa OLIEHUBAHUS PE3yIETATOB O0YICHHSI MOXKET TIPOBOIUTHCS B HECKOIBKO 3TAIIOB.
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