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

Y4eOus1ii man Habopa 2015 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 108 108 4acoB
5 Bcero (0e3 ax3aMeHa) 180 180 4acoB
6 IToxroroska u cmada sK3aMeHa 36 36 4acoB
7 OOGm1as Tpy10EMKOCTh 216 216 4acoB
6.0 6.0 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 «O0mmii u 3MeKTpoHHbIH qokyMeHToobopoT» (b1.B.JIB.2.1) otHOCHTCS K OnOKy 1
(BapuaTHBHAS YaCTh).

[TpeamecTBYOMMUMU AUCHUIUIMHAMHE, (POPMUPYIOIIMMH HaYaJIbHBIC 3HAHUS, ABISIOTCS: [IpakTka
M0 TIOJYYEHUIO NMEPBUYHBIX MPOodeCcCHOHATBHBIX YMEHHUI U HaBBIKOB, [IpakTuka mo noiydeHuto npodec-
CHOHAJIbHBIX YMEHH U OIBbITA MPO(ECCHOHATIBHOM IeATeNIbHOCTH, PermaMenTanys 1 HOpMUPOBaHHUE TPY -
na.

[TocnenyomumMy AUCHUIITUHAMU SBISIOTCS: 3alMTa BBIMTYCKHOW KBAIM(UKAIIMOHHONW paloTHI,
BKJIIOYasl TMOATOTOBKY K MPOLEAYPE 3alUThl U MPOIENypy 3alluThl, YIpaBieHHE MePCOHAIOM OpraHu3a-
LUWH, YTIPABIECHYECKUN YUET.

3. TpeGoBanus K pe3yJibTaATaAM OCBOEHMS JUCHUILTUHBI

[Tponecc n3yyeHus JUCUMIUIMHBI HApaBiieH Ha (JOPMUPOBAHUE CIEAYIOIINX KOMIIECTSHIIUI:

— TIK-8 BrajgeHremM HaBBIKAMH JOKYMEHTAJIBHOTO O(OPMIICHHUS PEIICHUN B YIIPABJICHUH OTIepa-
IIMOHHOH (IIPOU3BOJCTBEHHOMN) NIEATEIBHOCTU OPTaHU3alUNA MPU BHEJPEHUU TEXHOJOTHUYECKUX, TPOAYK-
TOBBIX MHHOBAIIMI WJIM OPTaHU3allMOHHBIX U3MEHEHUI;

— [IIK-20 BnajgeHueM HaBbIKaMU MOJTOTOBKM OPraHU3AIMOHHBIX U PACHOPSAUTEIbHBIX JOKY-
MEHTOB, HEOOXOAUMBIX JUISI CO3/IaHUSI HOBBIX MPEANPUHUMATENECKUX CTPYKTYP;

B pe3ynbrate u3yueHust JUCIUILIMHBI 00Y4aIOIIUICS TODKEH:

— 3HaATh JOKYMEHTOBEIYECKYI0 TEPMHUHOJIOTHIO; HOPMAaTHUBHBIE JOKYMEHTBI, PEMIAMEHTHPYIO-
1IMe COCTaBNeHHe U 0GOPMIIEHHE JOKYMEHTAIMH, HOPAIOK PaGOTHl C HUMH; OCHOBBI JI€JI0NPOM3BOICTRA
U DIIEKTPOHHOTO JTIOKYMEHTOO0OpOTa B OpPraHU3allUsiX, MPUEMBI HCIIOJIb30BaHUsl JOKYMEHTO000pOTa; TO-
CYIapCTBEHHYIO TIOJHMTUKY B c(hepe TOKYMEHTAIMOHHOTO OOECTICYCHHUs YIPABICHHS IEKTPOHHBIMHU J10-
KyMEHTAMH M 3IEKTPOHHBIM JTOKYMEHTOOGOPOTOM; COBPEMEHHBIE TPEOOBAHMS K OPraHW3AIUH, IPABHIIA
¥ HOPMbI PaGOTHI C JOKYMEHTAMH, TIPHUHIMIIEI M HPOLELYPhI TTOATOTOBKH OPraHH3aHOHHBIX U PACHIOps-
JUTENBHBIX JIOKYMEHTOB; INpaBUIa JOKYMEHTAILHOrO OGOPMIIECHUS PELNIEHWH B YIPaBICHHHU; OOIIUe
IIPUHLINIIBI IOCTPOEHHUS U CTPYKTYPY CUCTEMBI JIEKTPOHHOTO TOKYMEHTO000pOTa

— yMeThb Ha OCHOBE COOpaHHOUM MH(pOpPMAIMK OMPENENsTh 1IeTH, BEIOUPATh CPEICTBA BEACHUS
JIEJIOBOM JOKYMEHTAIMK; TPaMOTHO pa3pabaThiBaTh U O(POPMIIATH YIPABIECHYECKUE TOKYMEHTBI, UCIIOJb-
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3yeMblIe B JACSITEIbHOCTH OPraHU3alliii; COCTABIISATH U MPABUIBLHO 0OPMIISITh OpTraHU3AIMOHHBIE U PACTIO-
pSAAUTENIbHBIE JOKYMEHTBI; UCIIOIB30BaTh BOBMOXKHOCTH OOIIET0 U 3JIEKTPOHHOTO JOKYMEHTO000pOTa st
MPUHSTUS W TOKYMEHTaIbHOTO 0(hOPMIICHHSI YIIPABICHYECKHUX PEIICHUI; NCTIOIB30BaTh B CBOCH mpodec-
CHOHAJILHOM NIeATENbHOCTU MPUKIATHbIE NMPOTrPAMMHBIE CPEACTBA U CPEACTBA OPITEXHUKU; CaMOCTOS-
TEJTHHO OCBAaMBATh 3HAHMS, HEOOXOMUMBIC I PabOTHI C JOKYMEHTOOOOPOTOM B KOHKPETHBIX cepax mes-
TEIbHOCTU OpraHU3allMH; ONEpUPOBATh 3HAHUSMU, OJYYECHHBIMHU IO JEJIONPOU3BOJCTBY B MPOQeccHo-
HAJIBHOW JIESITEIbHOCTH

— BJaJeTh HaBbIKAMHU COCTaBJICHHS U O(POPMIICHUS OPTraHM3ALMOHHBIX U PACTIOPSIUTENbHBIX
JTIOKYMEHTOB B cepe nmpodecCHOHaTbHOM NesTeIbHOCTH; METOIMKONW COCTABJICEHUSI IPOEKTOB OCHOBHBIX
VIPaBICHYECKUX JOKYMEHTOB; HABBIKAMH JOKYMEHTAJILHOTO OOPMIICHHUS PEIICHUI B yIIPABICHUH OIIC-
paIMOHHOM (TPON3BOACTBEHHOM) 1E€ATEIbHOCTHIO OPraHU3aIMi IPU BHEAPEHUN TEXHOJIOTMYECKUX, MPO-
JIYKTOBBIX MHHOBALIMM WJIM OPraHU3alMOHHBIX U3MEHEHHUI; METOJaMHU U CpPEeACTBaAMU IMOJIy4YeHUs, 0Opa-
OOTKM W XpaHEHUs IOKYMEHTOB; HaBbIKAMU HCIOJIb30BAaHUS KOMITBIOTEPHOW TEXHUKH, MPOTrPaMMHO-
WH(POPMAITMOHHBIX CHCTEM, KOMIIBIOTEPHBIX CEeTel; HaBbIKaMHu O(opmIIeHUs paboT, BHITIOIHIEMBIX CTY-
JIEHTaMH B TIpoliecce oOydeHusi, ¢ ydeToM TpeboBaHui oOpazoBareiapbHOro cTaHgapra Byza OC TYCYP
02-2013 (CTO 02069326.1.02-2013)

4. O0beM QUCHHUILIMHBI U BUABI Y4eOHOI padoThl
OO01mast TpyI0eMKOCTh AUCIUILTHHBI COCTABIISACT 6.0 3a4eTHBIX €AWHUIIBI U MIPE/ICTABICHA B Ta0JIH -

%264&11/1.1121 4.1 — TpynoeMKoCTb JUCIUILINHBI

Bunel yueOHOI nesTeNbHOCTH Bcero gacos Cemectpsl

6 cemecTp

AynuTopHbIe 3aHATHS (BCETO) 72 72
Jlexuun 36 36
[IpakTuueckue 3aHATHS 36 36
CamocTosiTenbpHas padboTa (Bcero) 108 108
[IpopaboTKa JEKIIMOHHOTO MaTepuaa 16 16
CaMocTosTeNnbHOE N3y4eHUE TeM (BOIIPOCOB) 53 53
TEOPETUYECKOM YacTu Kypca
[ToaroroBka K MpakTUUYECKUM 3aHATUSAM, CEMUHApaM 39 39
Bcero (6e3 3x3ameHa) 180 180
IToaroroBka u caya PK3amMeHa 36 36
OO6mmast Tpy1I0€MKOCTh, 4 216 216
3auetHbie EquHutb 6.0 6.0

5. Conepxxanue QTMCUMILIHHBI

5.1. Pa3gesbl AUCHUIIIMHBI 1 BUABI 3AHATHI
Paznenbl IUCHUIUIMHBI ¥ BUBI 3aHATHI IPUBEACHBI B Ta0mue 5.1.
Tabmuna 5.1 — Pazgensl IUCUUIUIMHBL U BUIbI 3aHATUI

Bcero
4acoB
[Ipaxk. Cawm. dopmupyembie
HazBanus pa3nenoB TuCHUTITHHBL Jlek., a (6e3
3aH.,4 | pad., d KOMITIETEHIIUH
9K3aMeH
a)
6 cemecTp
1 TIpenmer, conepxanue u 3a1a4u Kypca. Jlo- 4 0 17 21 I1K-20, ITK-8
KYMEHTOOOOPOT M JIEJTOPOU3BOJCTBO B MPO-
(heccCHOHATLHOM ESITEIIBHOCTH.
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2 IIpaBOBbBIEC 1 HOPMATUBHBIE OCHOBBI JIOKY- 4 0 2 6 ITK-20, ITK-8
MEHTHUPOBAHUS YIPABIEHYECKOMN IeSITeIbHO-
CTH
3 Tlousarue nokymeHTa. CBOMCTBA JOKYMEHTA. 10 8 17 35 [1K-20, TIK-8
Knaccudukanus nokymenra. CTpykrypa a0-
KyMmeHTa. TpeboBaHus K OPOPMIICHHUIO JTOKY-
MEHTOB.
4 Cucrembl 1okyMeHTOB. CocTaBiieHHe U 8 22 35 65 TIK-20, TIK-8
odopMmIleHHE YIIPABICHYECKUX TOKYMEHTOB.
5 Opranuszanusi paboThl C JOKYMEHTaMU 2 0 10 12 [1K-20, I1K-8
6 dopmupoBaHUe U TEKYIIEe XpaHEHUE JOKY- 10 [1K-20, TIK-8
MeHTOB. [lororoBka JOKYMEHTOB K Iiepeaayue
B apXMB
7 DNEeKTPOHHBIN JOKYMEHTOOOOPOT, KITH0Ye- 6 4 21 31 [1K-20, I1K-8
BbIC TIOHSTHS, OCHOBHBIEC KOHIIEIIIUU
Hroro 3a cemectp 36 36 108 180
Hroro 36 36 108 180
5.2. Conep:xanue pa3aejioB IUCHUILIUHBI (110 JEKIIUSIM)
CopeprkaHue pa3iesoB TUCIUILINH (TIO JIEKIUSAM) IPUBEACHO B Tabmuiie 5.2.
Tabmura 5.2 — ConeprkaHue pa3faesoB JUCIUIUIAH (IO JICKIHSIM)
ConepxaHue pa3iesioB TUCHUIUIUMHEI (o | TpynoemkocTs, | DopMupyemblie
HaszBanus paznenos p pasi AHCH ( Py ’ PMHPY
JIEKIIMSIM) q KOMIIETEHITUU
6 cemecTp
1 Tlpenmer, ITonsThe, uenu u 3aga4n U3y4aeMou TUCIU- 4 [1K-20, TITK-8
coliepaHHe U 3aJlaud | JIMHBL. Pa3BUTHE U CTaHOBJIEHUE JEIO-
Kypca. npousBozacTsa B Poccun. Opranuzanus ae-
JIokyMeHTOOOOpOT U | IOTPOU3BOJICTBA HA MPEANPHUATHIX. 3HAUe-
JIEJIONPOU3BOACTBO B | HUE M MECTO JOKYMEHTOB B CUCTEME YIIpaB-
npodeccruoHaIbHON JICHUS
JeSTeTbHOCTH. Wroro
2 IlpaBoBbie U I'ocynapcTBeHHOE peryMpoBaHue, HOpMa- [1K-20, ITK-8
HOPMATHBHBIE OCHOBBI | TABHO-TIPABOBAsi 1 METOAMYECKAsi OCHOBA
JIOKYMEHTHPOBaHUS JIOKYMEHTAI[HOHHOTO 00eCTIeUeHH sl yIpaBiie-
YIPaBJICHUYECKON Hus. CyIIHOCTh, HaMPaBJIEHUS U BUJIBI TOCY-
NeATETbHOCTH JTAPCTBEHHOTO PETyIUPOBAHUS TIOKYMEHTA-
[IMOHHOTO O0ECTICYCHHSI YIIPaBICHUs, Ha3HA-
YeHHe, 0COOCHHOCTH U COOTHOIIIEHUE HOP-
MaTHBHO-TIPABOBOT'O Y METOJIMYECKOTO Pery-
nupoBanusi. COCTaB U CTPYKTypa HOPMATHB-
HOM, TPAaBOBOW U METOJIUYECKON OCHOBBI J10-
KYMEHTAIIMOHHOTO 00eCTieueHus yrpanie-
HUSI, HAITMOHAIBHBIX U JIOKAJILHBIX HOpMa-
TUBHO-METOIMYECKUX TOKYyMEHTOB. YHU(U-
Kalusl ¥ CTaHIapTU3AIIHSL.
Hroro 4
3 Ilonsarue noxkymenTa. | TpeboBaHus k O61aHkaM 1oKymMeHTOB. [Tops- I1K-20, ITK-8
CBoiicTBa IOKyMeHTa. | IOK pa3paboTku OnaHkoB. O0mue TpedoBa-
Knaccudukanus HUS K JOKYMEHTaM, U3TOTOBIISIEMBIM C TTIOMO-
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nokymenra. CTpykrypa
JOKYMEHTA.
TpeboBaHus K

o opMIIEHUTIO
JIOKYMEHTOB.

HIbI0 TEXHUYECKUX cpencTB. OcoOeHHOCTH
0 OpMIICHHS OTJICIIBHBIX PEKBU3HUTOB.

OCHOBHBIC HOPMBI U TIpaBUIIa 0POPMIICHHUS
paboT, BBITIOIHSAEMBIX CTYJICHTAMH B IIPOIIEC-
ce o0ydeHus1, ¢ yueToM TpeboBaHui 00pa3o-
BaresnbHOro cranjaapra Byza OC TYCVYP 02-
2013 (CTO 02069326.1.02-2013) - PaGoTb!
CTy/ICHYECKHUE TI0 HATIPABICHUSIM ITOATOTOB-
KU ¥ CIICUAILHOCTSIM TYMaHUTapHOTO TIPO-
st

Hroro

4 Cucrembl
JIOKYMEHTOB.
Cocrasienue u
oopmienue
yIPaBICHYCCKUX
JIOKYMEHTOB.

[TpaBuiia opopmiieHus: JOKYMEHTOB, COCTaB
U Ha3HaYeHUE PEeKBU3UTOB. Poib U BUIBI
yIpaBieHYECKUX JOKyMeHTOB.CocTaB U Ha-
3Ha4YEHUE OT/JEJIbHBIX BUJIOB OpraHU3aLU-
OHHO-TIPAaBOBBIX, PACIIOPATUTENbHBIX U UH-
(opMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB.
JlokyMeHTanbHbIN GOHJ U IEpEUeHb J0KY-
MEHTOB, 00pa3yIOILINXCs B IIpolLecce Jes-
TenbHOCTU npeanpuarus.Cocras, pacnoo-
YKEHUE U MpaBuiIa 0pOpMIICHUS PEKBU3UTOB
OTJEJIbHBIX BUJIOB OpraHU3allMOHHO-TIPaBO-
BBIX, pacIoOpsAUTEIbHBIX U HH(OpMALIU-
OHHO-CIPAaBOYHBIX JTOKYMEHTOB. OCOOEHHO-
CTH OOPMIICHUS OTAEIbHBIX BUIOB JOKY-
MEHTOB, OOPa3yYIOIIUXCS 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-
KEHUS U TEXHOJIOTHsI 00pabOTKH JOKYMEH-
TOB. [ IoHATHE TOKYMEHTONIOTOKA, €70 CTPYK-
Typa, I0Ka3aTeIu OLUEHKU JOKYMEHTOIIOTO-
Ka. JKu3HeHHbl UK 1oKymMeHTa. KoHTpoub
VCIIOJTHEHMSI JOKyMEHTOB.

Hroro

[1K-20, I1K-8

6 ®opMupoBaHue U
TEKyIllee XpaHEeHHUE
JIOKYMEHTOB.
IToxroroBka
JIOKYMEHTOB K
nepeaye B apXxuB

Howmenxknarypa nen. [Topsaok coctaBneHus
Y YTBEPKJICHUS HOMEHKJIATyphlI J1e. Ycra-
HOBJICHHE CPOKOB XpaHeHus jien. ®opmupo-
BaHue U odopmiieHne aesn. Opranuzanus
OIEPATUBHOIO XPAHEHUS JIesl. DKCIepTU3a
[IEHHOCTH JOKyMeHTOB. Odopmiienue ner.
[Topsinok nepenaun TOKyMEHTOB Ha XpaHe-
HHE B apXUB.

Hroro

I1K-20, I1K-8

7 DNEeKTpOHHbIN
JOKYMEHTO000pOT,
KJIIOYEBbIC TOHSTHS,
OCHOBHBIE KOHIICTILIUT

OcHOBHBIE 33]JTa4l OPTaHU3AIIMU HJIEK-
TPOHHOTO JIOKyMEeHT0000poTa. CUCTEMBI
3JIEKTPOHHOTO JOoKyMeHTooOopoTa CO/I.
Oranbl pa3BuTHsl, Ki1accol, HazHaueHue CO/I.

[1K-20, I11K-8
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OCHOBHBIE CBOMCTBA CUCTEM DIIEKTPOHHOTO
nokyMeHToo0opoTa. OcHoBHBIE TUIIBI CO/I.
Oco6ennoctu opranm3aiun COJ1. CucreMbl
AJIEKTPOHHOTO JJOKYMEHTO000pOTa, Mpe/I-
craBjeHHBIE B Poccun.

Hrtoro 6

Hroro 3a cemectp 36

5.3. Pa3esbl AMCUMINIMHBI M MEKIMCUMINIMHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)
1 o0ecrneynBaeMbIMHU (IOC/IEAYIOIMMH) THCHUIIIHHAMHA
Paznenbl qUCHUIIIUHBL U MEXIUCUUIUIMHAPHBIE CBSI3U C 00€CTIeYMBAIOIIMMHU (TIPEAbIAYIIUMU) U
o0ecrieyrBaeMbIMH (TIOCIIEAYIOIIMMHI) TUCIMIUIMHAMU NIPe/ICTaBlIeHb! B Tabmuie 5.3.
Tabmua 5.3 — Pa3gens! AUCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

Ne pa3zenoB naHHON TUCHUIIIMHBI, A1 KOTOPBIX HEOOXOIUMO
HayMeHOBaHME TUCLUTLIHH U3ydyeHue 00eCIeunBaOIINX U 00ECIICUNBAEMbBIX AUCIUILINH

1 2 3 4 5 6 7

[IpenmecTByronme quCUUILIMHBI

1 TlpakThka 1o moJy4YeHUIo MepBUY-
HBIX TPO(ECCUOHATBHBIX YMEHUH U + + + + +
HaBBIKOB

2 TlpakTHKa 1o Mmoxy4eHuto npodec-
CHOHAJIBHBIX YMEHHU U OIIBITA IPO- + + +
(heccruoHaNbHOI 1eATENbHOCTH

3 PernmameHTanus 1 HOPMUPOBaHUE
Tpyna

+ + - +

[Tocnenyromue TUCIUITIIUHBL

1 3amuTa BeITYCKHOW KBanH(uKa-
IIMOHHOM paboThl, BKJIIOYAs MOJr0-

+ + + + + +
TOBKY K IIPOLIEAYPE 3aAIIUTEIL U IIPO-
LEeIypy 3alUThI
2 YnpaBieHue IepcoHalIoM OpraHu- N N N N N N
3al1H
3 VYhpaBiaeHYECKUN y4YeT + + + + +

5.4. CooTBeTcTBHE KOMIIETEHIN I, (POPMHUPYEMBIX IPH U3YYCHUHU AUCUMIIMHBI, M1 BU/10B 3aHATHI
CooTBeTcTBHE KOMIETEHLUH, (HOPMUPYEMBIX MpPHU H3YyYEHUH AMCLUMIUIMHBI, U BHJIOB 3aHATUN
npezcTaBiIeHo B Tabmuie 5.4.
Tabmuua 5.4 — CooTBeTCTBUE KOMIIETEHIIUH, (POPMUPYEMBIX MTPU U3YYEHUHN JUCIUIUIUHBL, U BUIOB 3aHS -
TUI

Komnerenuu Buns! 3ausTuit

DopMbI KOHTPOJIS
H Jlexk. I[pak. 3aH. Cawm. pa0.

IIK-8 + + + Ox3ameH, Onpoc Ha 3aHATHSIX,
BricTyruienue (10knaa) Ha 3aHS-
iy, Tect, OTUET MO NpaKTHYE-
CKOMY 3aHSTHIO

I1K-20 + + + Dx3ameH, Onpoc Ha 3aHITHUSX,
BeicTyruienue (10kian) Ha 3aHs-
tau, Tect, OTYeT 1O MpaKkTUYe-
CKOMY 3aHSITHIO
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6. UaTepakTUBHBIE MeTOAbI U (JOPMBI OPraHU3aANNH 00yUEeHUsI
He npenycmotrpeno PVYII.

7. JlabopaTtopHble paGoThl

He npenycmorpeno PVYIIL.

8. IIpakTHYeckHe 3aHATHA (CEMUHAPDI)
HanmMeHoBaHMe MpaKTUUECKUX 3aHATHH (CEMHUHAPOB) MpUBeIeHO B Tabmuie 8.1.
Tabmuia 8.1 — HaumeHoBaHUe MPaKTUYECKUX 3aHATHHA (CEMHUHAPOB)

JOKYMEHTO000pOT,
KJTFOUCBBIC TIOHSTHS,
OCHOBHBIC KOHIICIIIIUHN

JIoKyMeHToobopoTa. TpeGoBanus Kk cucre-
MaM. DTanbl BEIOOpa CUCTEMbI aBTOMATH3a-
onu. Orarmsl BHCAPCHHA CUCTCMbI aBTOMATHU -
3anuu. CHCTEMBbI aBTOMATH3alUHU TOKYMEHTO-
noToka. CUCTEMBI 3JIEKTPOHHOTO JOKYMEH-
T0000pOTa. OCHOBHBIE TEXHOJIOTHH PaOOTHI C
JOKYMCHTAaMH. OCHOBHBIE CBOMCTBA CUCTEMBI

HaunmeHoBaHue MpakTUUYECKUX 3aHATUI Tpynoemkocts, | Dopmupyembie
Hasganus pasnenos
(cemuHapoOB) q KOMITCTCHITH
6 cemecTp
3 [lonsatue noxymenra. | TpeboBanus k OiaHkam qokymeHToB. [Toaro- 4 ITK-20, ITK-8
CBoiicTBa IOKYMEHTA. |TOBKA K COCTABJICHUIO IOKYMEHTOB. CXEMBbI
Knaccudukarms pacnosnoxeHus JokymeHToB. CocTaBieHue
nokymeHTa. CTpykrypa | GopMynsspoB JOKyMeHTOB. OO01iuii OIaHK.
JOKYMEHTA. bilaHK KOHKpETHOrO BUJa JOKyMeHTa. biiank
TpeboBanus K MMChbMa.
oGopmnermo Oouue TpeboBaHus K 0(OPMIICHHIO TEKCTa 4
AOKYMEHTOB. otueta. OpopmiieHHE TUTYIILHOTO JINCTA, PU-
CYHKOB, TaOJIUII, CIICKA UCTIOIb3YeMbIX HC-
TOYHUKOB
Uroro
4 CucrteMbl [TpaBuna coctaBiaeHuss 1 0POPMIICHUS Opra- 12 I1K-20, ITK-8
JIOKYMEHTOB. HU3AIIMOHHO-PACTIOPS U TENBHBIX JOKYMEH-
CocraBienue u TOB (yCTaB, MOJIOKEHHUE, IITATHOE pacluca-
oopmienune HUE, UHCTPYKIIHS, IPUKa3, PacOpsKEHUE,
yIpaBIeHUYECKUX pelieHre, MPOTOKOJ, TOCTAHOBIIECHHUE)
KYMCHTOB.
JIOKYMEHTO [TpaBuna cocraBnenus u 0pOpMIICHUS HH- 8
(hOopMaIMOHHO-CTIPAaBOYHBIX TOKYMEHTOB ([Ie-
JI0OBOE MUCHMO, AOKJIAJHAs U CIIy)KeOHas 3a-
MIMCKH, aKT, CIIPaBKa, U JIp. )
[IpaBuiia coctaBieHust 1 0HOpPMIICHHS T0KY- 2
MEHTOB JIMYHOT'O Xapakrepa (3asBieHHE, Xa-
pakTepucTuka, aBroouorpadus, pesrome, oT-
3BIB U JIp. )
Uroro 22
6 dopmupoBaHue u Homenxknatypa nen. Buibl HOMEHKIATYpBI. 2 [1K-20, TIK-8
TEKyIllee XpaHEHHUE ®opmupoBanue aen. OpraHuzanus XpaHeHUs
JIOKYMEHTOB. JIOKyMEHTOB Ha npeAnpustun. [logroroBka
[TonroroBka JTOKYMEHTOB K cJlaue B apXUB.
KYMEHTOB K
AOKYMCHTO Uroro 2
nepeaye B apxuB
7 DNEeKTpOHHBIN [Toaxompl K CO3AaHUIO CUCTEM AJIEKTPOHHOTO 4 T1K-8
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Hble Turnbl CO/I,

AIIEKTPOHHOTO I0OKyMEeHT0000poTa. OCHOB-

HUtoro

Hroro 3a cemectp

36

9. CamocrosiTesqibHasi paboTa
Bunel camocrosiTensHOM paboThl, TPYIOEMKOCTh U (pOpMHUpyeMble KOMIIETEHITMH TPECTaBICHbI B

tabmmue 9.1.
Tabmuua 9.1 — Buasl caMoCTOATENBHON pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIIUN
Bunbl camocrostensHol | TpynoemkocTs, | DopMupyemblie
HasBanns paznenos a 2 ’ pMHPY @DOpMBI KOHTPOJIA
paboThI q KOMITIETEHI[A
6 cemecTp
1 IIpenmer, CamocTosiTebHOE U3yye- 15 I1IK-20, IIK-8 | BeicTymuieHne
COJIEp>KaHHE U HUE TeM (BOMPOCOB) TEO- (moxnan) Ha 3aHs-
3a7a4d Kypca. PETUYECKOI YacTh Kypca tun, Onpoc Ha 3aHs-
KYMEHT T Tusx, Tect, Dxk3aMeH
HAoxymenToobopo [TpopaboTka JTeKIHOHHO- 2 , Tecr, Jksame
u
ro Marepuana
JIEJIONPOU3BOACTBO
B Uroro 17
npodeccuoHanbHON
NeSITEIbHOCTH.
2 IlpaBoBsbI€ U [TpopaboTka JTeKIMOHHO- 2 [1K-20, TIK-8 | Omnpoc Ha 3aHATHUSX,
HOpPMAaTUBHBIE ro Marepuana Tect, Dx3amen
OCHOBBI Virtoro 2
JTOKYMEHTHPOBAHUS
YIPABJIECHYECKON
NeSITEeNIbHOCTH
3 IlonsTue [ToaroroBka k nmpakTuye- 15 [1K-20, TIK-8 | Ompoc Ha 3aHATHUSX,
JOKYMEHTA. CKUM 3aHATHUSM, CEMHHA- OTuer 1o npaxkTuye-
CaoiicTBa pam CKOMY 3aHSTHIO,
I,Z[{OKYMCHTa. TIpopaBoTKa MEKIHORHO- 9 TecT, Dx3ameH
naccuuKanms
accugukan ro Marepuana
JOKYMEHTA.
CTpykTypa Hroro 17
JOKYMEHTA.
TpeboBanus k
0OpMIICHHUIO
JIOKYMEHTOB.
4 Cuctemsl IToaroroBka K nmpaxkTuye- 16 I1K-20, IIK-8 | BricTynnenue
JIOKYMEHTOB. CKHM 3aHSITHUSIM, CEMHAHA- (moksan) Ha 3aHs-
CocraBnenue u pam tiu, Onpoc Ha 3aHs-
MJICHH thsx, OT4eT I
oopmrenne CamocTosTenbHOe n3yde- 15 , OTdeT 110
TIPABJICHYECKUX MPAKTHYECKOMY 3a-
YHpaBJIeHICC HUE TeM (BOTPOCOB) TE€O- p ;C 0 9y 3
JTOKYMEHTOB. peTHUECKOH JaCTH Kypca usatuto, Tect, Dk3a-
MEH
[TpopaboTKa JEeKITMOHHO- 4
ro Marepuana
Uroro 35
5 Opranuzanus CamocTosTeNIbHOE U3yYe- 8 I1K-20, IIK-8 | BricTynnenue

paboThI C
JOKyMEHTaMH

HUE TeM (BOTIPOCOB) T€O-
pPETHUYECKOM YacTH Kypca

(moksa) Ha 3aHs-
tuu, Onpoc Ha 3aHs-
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0paboTKa JIEKIIMOHHO- Tusx, Tect, Dk3ameH
I1 0 2 , Tect, D
ro Marepuaina
Hroro 10
6 ®opmupoBanue u |IloaroroBka k nmpakTuye- [TIK-20, [IK-8  |Onpoc Ha 3aHATHAX,
TEKYIIee XpaHEHUE |CKHUM 3aHATUSIM, CEMUHa- OTtyeT no npakTuye-
JIOKYMEHTOB. pam CKOMY 3aHSITHIO,
IloaroroBka ITpopaGoTKa JTeKIHOHHO- 2 TecT, Ox3aMeH
KYMEHTOB K
AOKYMCHTO ro Marepuaia
nepeaaye B apXuB
Hroro
7 DNEeKTpOHHbIN [ToaroroBka k mpakTuye- [IK-8, TIK-20  |BeicTymiienue
JTOKYMEHTOOOOPOT, | CKMM 3aHSITHSIM, CEMUHA- (moksan) Ha 3aHs-
KJIFOUEBBIE MIOHATHS, | PaM tun, Onpoc Ha 3aHs-
HOBHBI tuax, OTyer n
OCHOBHBIC CamocrodATensHOE n3yde- 15 » OT4er o
KOHLIEIIIUU MIPaKTUYECKOMY 3a-
Tern HUE TeM (BOMPOCOB) TEO- P T g
pETUYECKOM YacTh Kypca HaTHIO, l'ect, JK3a-
MEH
[TpopaboTka neKInOHHO- 2
ro Marepuaia
Hroro 21
Hroro 3a cemectp 108
IToxroroBka m cmada SK- 36 OK3aMeH
3aMeHa
Htoro 144
10. KypcoBoii nmpoekT / KypcoBasi padoTa
He npenycmorpeno PVYII.

11. PeliTuHrOBasi cucTEMa AJISl OHCHKHU yCII€BaA€EMOCTHN oﬁyqammnxm

11.1. baajbHbIe OLEHKH IJIS 3JIeMEHTOB KOHTPOJISI
Tabmuua 11.1 — baniapHbIe OLIGHKH TSI JIEMEHTOB KOHTPOJISI

. N MaxkcuManbHbIN
. MaxkcumanbHbIN MaxkcumanbHbIN
DneMeHThl y4eOHOM 0aJut 3a mepuos Bcero 3a
6amn Ha 1-yto KT ¢ | 0am 3a nepuoa
JEATEIIbBHOCTH Mexny 2KT u Ha CEMECTp
Hayana ceMectpa | mexay 1KT u 2KT
KOHEII ceMecTpa
6 cemecTp
Brictynenue (noknan) Ha 3 3 4 10
3aHATUU
Onpoc Ha 3aHATUSX 5 5 15
OTyer 1o NpakTHYECKOMY 10 10 10 30
3aHATHIO
Tect 5 5 5 15
Wroro makcumymM 3a nepu- 23 23 24 70
on
OK3aMeH 30
Hapacraromum ntorom 23 46 70 100
11.2. IlepecyeT 0a/1710B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKHU
[Tepecuer OanyIoB B OLIEHKH 32 KOHTPOJIbHBIE TOUKHU MpeAcTaBiIeH B Tabmue 11.2.
10
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Ta6muma 11.2 — IlepecueT 0ansioB B OLIEHKU 32 KOHTPOJIbHBIE TOUKH

bainel Ha 1aTy KOHTPOJIBHOW TOYKHU Onenka

> 90% ot MakcuManbHOU cyMMBbl OamioB Ha gaty KT 5

Ot 70% no 89% ot makcumasbHOM cymMmbl OaiioB Ha aaty KT

4
Ot 60% 10 69% OoT MakcuMaIbHOM cyMMbl OaisioB Ha naty KT 3
2

< 60% oT MakcuMaIbHOU CyMMBbI OaioB Ha naty KT

11.3. Ilepecyet cyMMbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLEHKY
[Tepecuer cymMMBI 0aJIOB B TPaIUIMOHHYIO M MEXIYHAPOAHYIO OLIEHKY NPEACTaBIeH B TalOmuIe
11.3.

Tabmuma 11.3 — Ilepecuer cymMMbl OaJIOB B TPAAUITMOHHYIO M MEXKTYHAPOJIHYIO OLICHKY

HtoroBas cymma 0aos,

Onenka (I'OC) YYMTBHIBAET YCHEIIHO CAAHHBIN Onenka (ECTS)

9K3aMEH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (0TIIMYHO)
85 -89 B (ouens xoporiiio)

4 (xopoI10) (3a4TeHO) 75 - 84 C (xoporo)
70 - 74
65 - 69 D (ynoBnetrBoputTeiabHO)

3 (yZIOBJIIETBOPUTENHHO) (3aYTEHO) 60 - 64 E (HocpeicTaentio)
2 (HEYROBIIETBOPHTENLHO) (e Huxe 60 6ammon F (HeynoBneTBOpUTENHHO)

3a4TEHO)

12. YueOHO-MeTOAM4YecKOe M HHGOPMALMOHHOE o0ecnevyeHne JUCHMIITTHHbI

12.1. OcHoBHas1 JIMTEpaTypa

1. JIOKyMEHTHpOBaHWE YMIPABJICHUECKOW JEATEILHOCTH [DJEKTPOHHBIA pecypc]: yueo.
nocobue / A.A. Paznopoxusiit. — M. : UH®PA-M, 2017. — 304 ¢. — (Bricuiee obpa3oBanue: baka-
naBpuat). — Pexum goctyma: http://znanium.com/catalog/product/854774 (mata oOparmieHus:
06.06.2018).

2. Joponwuna, JI. A. Opranuzaius ¥ TEXHOJOTHS JTOKYMEHTAIIMOHHOTO OOECIICUeHUs yIpaBiie-
HUS [DNEeKTPOHHBIN pecypc]: yIeOHUK U MPaKTUKYM TSl akajgeMudeckoro Oakanaspuara / JI. A. JlopoHu-
Ha, B. C. UpurtukoBa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanasp. Axanemuye -
ckuii kypc). — ISBN 978-5-534-04568-0. — Pexum goctyma: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (mara obpamenus: 06.06.2018).

3. DEeKTpOHHBIA JOKYMEHTOOOOPOT M obecreueHrne 0e30MacHOCTH CTaHAAPTHBIMU CPEJICTBAMH
windows [D1exTpoHHBIN pecypc]: yuedHoe mocobue / JLM. Epnokumona, B.B. Kopsokun, A.H. ITbuib-
kuH, O.. IIeeukoBa. - M. : KVYPC, 2018. - 296 c¢. — Pexum pgocryna:
http://znanium.com/catalog/product/939786 (nara obpamenus: 06.06.2018).

4. Hamuonansusiit ctannapt PO I'OCT P 7.0.97-2016 "Cucrema cTtanaapToB 1o uHGopMaiu,
OUOMMOTEeYHOMY U M3AaTeNbCKOMY Aeny. OpraHu3alluOHHO-PACIOpAIUTENbHAS JoKyMeHTamwus. TpeboBa-
HUSI K 0OPMIICHHIO TOKYMEHTOB" (YTB. mpuka3oM DenepalibHOTO areHTCTBA 10 TEXHUYECKOMY PeTYIIH -
poBaHuIO U MeTposioruu ot 8 aexadps 2016 r. N 2004-ct) [DnekTpoHHbIi pecypc]: — Pexum noctyma:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (nara obpamenus: 06.06.2018).

12.2. lonoiHuTEIbHAS JIUTEpaTypa
1. O6pazoBarenbhblii ctanaapt By3a OC TYCYP 02-2013. PaGoTs! cTyneHUeCKHe M0 Hanpasie-
HUSIM TIOATOTOBKU U CIIEIMATILHOCTSM TyMaHuTapHOro rnpogwist. O6mue TpeGoBaHUs U TpaBuia ohopm-
JeHus [DneKTpoHHBIN pecypc]: — Pexxum pocrtyma: https://regulations.tusur.ru/documents/71 (mata 06-
pamenusi: 06.06.2018).
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2. TOCT P 7.0.8-2013. Cuctema cTanIapToB 1Mo HHPOpMaIUN, ONOIMOTEYHOMY U U3JATEIbCKO-
My aeny. Jlenonpon3BoJCTBO U apXUBHOE J1e710. TepMUHBI U ONIpeaieieHus [ DNeKTPOHHBIN pecypc]: — Pe-
*uM noctyna: http:// www.edou.ru/enc/docs/detail.php?ID=27653 (nata obpamenus: 06.06.2018).

3. JlemompousBoactBo [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. YHU®DU-
[IMPOBAHHASI CHUCTEMA OPTAHU3AILIMOHHO-PACIIOPIUTEIBHOM JIOKYMEHTAILIUU.
TPEBOBAHUA K O®OPMJIEHUIO JOKYMEHTOB [OnektponHsblil pecypc]: — Pexum gocrtymna:
http://www.edou.ru/enc/docs/detail.php?ID=2494 (nata obpamenus: 06.06.2018).

12.3. YueOHO-MeTOAHYECKHE MTOCOOUSH

12.3.1. O6s3aTe/ibHbIE Y4eOHO-MeTOAMYEeCKHE MOCOOUs

1. OOmwmii 1 PIEKTPOHHBIN JTOKYMEHTOOOOPOT [DNEKTPOHHBIN pecypc]: MeToaudeckoe mocodune
10 JTA0OPATOPHBIM 3aHATUSAM M CAaMOCTOATENILHOU paboTe s cryaenToB HampasiaeHuit 080200.62 «Me-
HemkmenT», 080100.62 «Oxonomuka» / K. H. AxcenoBa - 2014. 40 c. — Pexum pgoctyma:
https://edu.tusur.ru/publications/4874 (mara oopamenus: 06.06.2018).

2. OCHOBBI JIETONPOU3BOJICTBA [DIEKTPOHHBIA pecypc]: MeTonuueckue yka3aHus K IpakThye-
CKUM 3aHSATHSM U OpraHu3anuu camoctosTensHor padotsl / E. K. Manaxosckas, A. A. Cugopos - 2018.
28 ¢. — Pexxum goctyna: https://edu.tusur.ru/publications/8165 (mara oopamenus: 06.06.2018).

12.3.2. YuyeOHO-MeTOAMYECKHUE ITOCOOHS AJIsl JIML C OTPAHMYECHHBIMHU BO3MOKHOCTSIMHU 3/10POBbS U
UHBAJU/10B

Y4eOHO-MeTOIMUEeCKUE MaTepHalibl Il CAMOCTOSTENIbHOM M ayAUTOPHOM paboThl 00ydaromuxcs
U3 YKCIIa JIUI] C OFPAaHMYEHHBIMH BO3MOKHOCTSIMU 370pPOBbSI U MHBAJIHMJIOB MPEIOCTABISIOTCA B (popMax,
aJaNTHPOBAHHBIX K OTPAHUYEHUSM UX 3/I0pPOBbS U BOCHIPUATHUS UHPOPMAIIIH.

JL1s1 i1 ¢ HApYIIeHUSIMM 3PeHust:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOM (hopMe yBEITNUEHHBIM HIPUPTOM.

JI1s1 JIMI ¢ HApyIIeHUsIMHM CJIyXa:

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- B Ie4aTHOU hopme.

JL1s1 JI1 ¢ HApYLIEeHUSIMH OIIOPHO-ABUTIATeJILHOIO aNapara:

- B (hOpMe 3NIEKTPOHHOI'0 IOKYMEHTA;

- B Ie4aTHOU hopme.

12.4. TIpodeccuonabHbie 0a3bl JaHHBIX H MH(GOPMALMOHHBIE CIPABOYHBIC CHCTEMbI

1. TAPAHT - Cucrema «I’APAHT» Pexxum noctyna: www.garant.ru;

2. Koncynprantllmoc - Cucrema «Koncynsrantllmtoc» Pexum noctyna: www.consultant.ru

3. JlomonHuTENBHO K MpodeccHOHANBHBIM 0a3aM JaHHBIX PEKOMEHYeTCsl UCTIOIb30BaTh HHGOP-
MallMOHHbIE, CIPAaBOYHbIE U HOPMATHBHBIE 0a3bl JaHHBIX https://lib.tusur.ru/ru/resursy/bazy-dannyh

13. MaTtepuaibHO-TEXHMYECKOE 00ecneuyeHue TUCIUILJIMHBI U TPpedyeMoe MPorpaMMHoOe
o0ecneueHue

13.1. O6uue TpedGOBaHNA K MATEPHAJBHO-TEXHUYECKOMY H IIPOIPAMMHOMY 00ecIie4YeHHI0
AUCHMILTHHBI

13.1.1. MaTepuaJIibHO-TeXHHUYECKOE U IPOrPAMMHOe o0ecneyeHue sl JIEKIIMOHHbIX 3aHATHH
Jlst mpoBeieHus 3aHATUH JICKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHIAWBUYaTbHBIX KOHCYJABTALIUH, T€-
KYIIETO KOHTPOJIS M MIPOMEKYTOYHOU aTTECTAIlUU MCIOIB3YeTCs YIeOHas ayquTOPHs ¢ KOJTUIECTBOM I10-
CaZIoYHBIX MeCT He MeHee 22-24, 00opyIoBaHHAs JOCKON M CTaHAApTHOH yueOHOIl mebenbro. MeroTes
JIEMOHCTPAIIMOHHOE 000pYIOBAaHUE U Y4€OHO-HATIIAIHBIE TTOCOOMsI, 00€CTICUNBAIOIINE TEMATHUECCKUE HJI-
JIOCTPALMHU 0 JIEKIIMOHHBIM pa3ielaM TUCIUILINHEI.

13.1.2. MaTepuaJIbHO-TeXHUYECKOE U NIPOrPAMMHOe o0ecrnedyeHue J1Jisl NPAKTHYECKUX 3aHA T
Brraucnurensnas nadoparopus / KommnbroTepHsIid kiace
yueOHas ayuTOpHsl 171l IPOBEACHUSI 3aHATHI MPAKTUYECKOro TUIa, ydeOHas ayauTopus Ui Mpo-
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BE/ICHUS 3aHITHI JIAOOPATOPHOTO THUIIA
634045, Tomckast obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.
Ornucanmne UMEIIErocs 000PyIOBaHHUS:
- [I5BM DX6100M (9 mt.);
- [I5BM INTEL CORE 2 DUO (6 mT.);
- MarauTHo-MapkepHas 10CKa;
- Kommutekt cienmanuzupoBanHoi yueOHOW Mebenu;
- PaGouee mecTo mpernomaBares.
[TporpamMHOe obecrieueHue:
— 1C:Ilpennpusitue 8
- T-Zip
— FoxitReader
— Google Chrome
— Microsoft Access 2013 Microsoft
— Microsoft Project 2013
— Microsoft Visio 2013
— Microsoft Windows 7 Pro
— Mozilla Firefox
— OpenOftice
— KoncynpranT [lroc

Jlaboparopusi TpyHmoBOro MpoeKTHOro oOydeHus "JlabopaTopusi COIHATBEHO-YKOHOMUYECKUX
npoOiem"

yueOHas ayTuTOpHsl 7Sl IPOBEACHHUSI 3aHATHI MPAaKTUYECKOTO TUTIA, YdeOHass ayauTOpHs IS TIPO -
BEJICHUS 3aHITHH JIAOOPATOPHOTO THUTIA

634045, Tomckas obmacts, T. Tomck, yin. KpacHoapmeiickas, 1. 146, 503 ayn.

Onwucanue uMeronierocst 000pyIOBaHUS:

- [I1I5BM KOMIICTAP (12 mur.);

- MarauTHo-mMapkepHas J10CKa;

- Kommuiekt cienmanuzupoBanHoi yueOHoOW Mebenu;

- PaGouee mecTo mpernoaBares.

[TporpamMHOe obecrieueHue:

— 1C:Ilpennpusitue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft

— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— KoncynpranT [lroc

13.1.3. MaTrepuaJbHO-TEXHHYECKOE H NIPOrPaMMHOe o0ecredyeHne JJIs1 CAMOCTOATeIbHON PadoThI
s camocTosATENbHOM pabOThl MCMONB3YIOTCA y4eOHbIE ayAUTOPUHU (KOMIIbIOTEPHBIE KJIacchl),
PacToI0KEHHBIE 110 aJipecam:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, 1. 40, 233 ayn.;
- 634045, Tomckast ob6nacTb, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayx.;
- 634034, Tomckast 06macTh, r. Tomck, Bepmmnanna ynuua, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTb, . Tomck, Bepimauna ynuia, 1. 74, 207 aya.
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CocTtaB 060pyI0OBaHHS:

- yueOHast MeOerb;

- koMnbroTepsl kKi1acca He Huke [IDBM INTEL Celeron D336 2.8 T1. - 5 wiT.;

- KOMIBIOTEPHI MOIKITIOUEHB! K ceTH «/HTepHeT» M 00ecneynBaloT IOCTYI B AJICKTPOHHYIO WH-
(opMamoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHb MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

13.2. MaTepuaibHO-TeXHHYecKoe o0ecniedeHre TUCHMIIJIMHBI VIS JIMIL C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHHe NUCHMIUIMHBI JUIAMUA C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSI U WHBAJIUAAMU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEICTB 00ydeHHs OOIIEro U CHEeUaIbHOI0 Ha3HAUYeHUS.

[Tpu 3aHATHAX ¢ 00YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPEeyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOILEH annapaTypbl, MyJIbTUMEIUHHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/mepena-
4yi y4yeOHOM nH(pOPMALIUU B TOCTYIHBIX (PopMax, MOOMIIBHOM CUCTEMBI MTPETIOaBaHUs Il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN cHCTEMBbl. YueOHas aynuTopHus, B KOTOPOH 3aHUMAIOTCS
oOyyaroryecsi ¢ HapylIEeHHEM CllyXa, 000pYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUICO-
TEXHUKOMU, 3JICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX ¢ 0OYUYAIOLUIMMUCS ¢ HAPYLIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BAaHUE B
JIEKIIMOHHBIX U YYEOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX 0OBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WJIM CJIaiijia Ha SKpaHe) P IOMOIIH BUACOYBEINIUTENEH A1 KOM(POPTHOTO IPOCMOTPA.

[Tpu 3aHATHAX ¢ O0yYarOUIMMUCS ¢ HAPYLIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTePHATUBHBIC YCTPOHCTBA BBO/IA HH(OPMAIINHK U IPYTHE TEXHUUECKUE CPENICTBA ITpHeMa/epe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEMbl OOy4eHUs JUIs JIOAEH ¢ UHBaA-
JIUTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U MeTOAMYECKHEe PEKOMEHAAIUH 110 OPraHU3aluU U3yYeHHUs
AUCHUTLTHHBI

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

14.1.1. TecToBble 3a1aHus
1. JdaTb onpeaenenne JOKyMEHTUPOBAHUIO:
a) JlokyMeHTHpOBaHHUE — ATO MPOIIECC CO3AaHMS U OPOPMIICHHS JOKYMEHTOB;
b) JlokymeHTHpOBaHHUE — 3aNTUCh HH(POPMAIIUK HA HOCUTEJNE 10 YCTAHOBICHHBIM MTPaBUIIAM;
¢) JlokyMeHTHpOBaHNE — OOECIIEYeHHEe CBOEBPEMEHHOTO U MPABWJIBHOTO CO3/IaHUS JOKYMEHTOB;
d) lokymeHTHpOBaHKE — 3aNMCh MH(DOPMALIMK Ha Pa3TUYHBIX HOCUTEISAX 10 YCTAHOBJICHHBIM MPaBUIIaM.

2. Jlatb onpeeneHue TOKyMEHTY:

a) JIokyMeHT — 3TO 3aUKCUPOBaHHAs Ha MaTepHallbHOM HOocHUTee HH(OpMalUs C PEKBU3UTAMU,
MO3BOJIIONUMHU €€ UJICHTU()UITUPOBATH;

b) JlokymeHT — 3T0 3adMKCHUpOBaHHAs HA HOCUTEJE HHPOPMAIIHS C PEKBU3UTAMH, TTO3BOJISIOIIUMH
ee UICHTU(UIIPOBATH;

¢) JlokyMeHT — 3TO MaTepuaibHbIl HOCUTENb ¢ HH(OpMaLKel, TO3BOJSIONINI ee HASHTUHULIHUPO-
BaTh;

d) JoxymeHT — 3TO criocob ¢ukcanuu nHGoOpMaIum.

3. Yto Takoe opuIHaNbHbBIN TOKYMEHT?
a) O¢punmanbHblii TOKyMEHT — JIOKYMEHT, CO3JIaHHbIM OpraHu3anuei, JOKHOCTHBIM JIMLIOM WIIH
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rpaXx1aHUHOM, O(OPMIICHHBIN B YCTAaHOBJICHHOM HOPSIZIKE;

b) OdunnanbHbIi JOKYMEHT — IOKYMEHT, IpeHa3HAueHHBIN Ui Nepeadud APYyroMy JHILYy I0pH-
JUYCCKUMHU NN (1)I/I3I/ILIGCKI/IMI/I JIMIIaMH1 B YCTAHOBJICHHOM IIOPSAOKE;

¢) OdurmanbHBIA JOKYMEHT — TIOKYMEHT, CO3/IaHHbIN, 0()OPMJICHHBIN U YIOCTOBEPEHHBIN B yCTa-
HOBJICHHOM MOPAAKC IJISI MHOTOKPATHOT'O MUCITIOJIb30BAHUAA.

d) Her nmpaBunsHOTO OTBETA

4. Yto TaKkoe 3NEKTPOHHBINA JOKYMEHT?

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

b) DIEeKTPOHHBIM JOKYMEHT — 3TO O(QHIMAIBbHBIN TOKYMEHT, MPEICTABICHHBIM B 3JEKTPOHHOU
dopme;

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

d) DaeKTpOHHBIH JOKYMEHT — 3TO O(HIHMAIBHBIA TOKYMEHT, MPEJCTABICHHBIM B 3JEKTPOHHOU
dopme mocie ero NnoANMCaHus JOHKHOCTHBIM JIMIOM B MOPSIJIKE, YCTAaHOBJIEHHBIM 3aKOHOJATEIbCTBOM
PO.

5. Uto npencrasinseT coboit opopmieHre 10KyMeHTa?

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

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

¢) OdopmiieHre TOKYMEHTa — 3TO MPOCTABICHHE PEKBH3UTOB Ul OPTaHU3AIlUN OTEPATUBHOTO
MIOMCKA JIOKyMEHTOB;

d) Her nmpaBunsHOTO OTBETA.

6. Uto npencraisier coO0i cucTeMa JOKyMEHTAINH ?

a) [Tox cucteMoil JOKYMEHTalMK IIOHUMAETCSI COBOKYITHOCTh JIOKYMEHTOB, NMPEAHA3HAYCHHBIX IS
obecTieueHUs U PETYIMPOBaHUS JIEATEILHOCTH OPTaHOB BJIACTH, YUPESKICHUN, PESANPHUATHI U OpTaHHU3a-
LM

b) CucreMa MTOKyMEHTAIIMU TIPEACTABISICT COOOM COBOKYIMHOCTh IOKYMEHTOB, B3aMMOCBSI3aHHBIX
M0 TMPU3HAKAM TMPOUCXOKICHUS, Ha3HAUCHUS, BUAA, C(hephl NEATEIbHOCTH, CIUHBIX TPeOOBAHUHN K WX
0hOpMIICHHIO;

¢) Cucrema JOKyMEHTAIMU MPEICTABIISAET COOON KOMIUIEKC B3aMMOCBS3aHHBIX JTOKYyMEHTOB, B KO-
TOPBIX MOCIIE0BATEILHO OTPAXKACTCS ACATEIHPHOCTh OTPACIIH TOCYIAPCTBEHHOTO YIIPABICHUS;

d) Cuctema HOKyMeHTAaIMK MPEACTaBIsIET COOONW COBOKYIMHOCTh JJOKYMEHTOB, B3aHMOCBSI3aHHBIX
0 TIpU3HAKaM Ha3Ha4YeHUs, C(hepbl ACSITEIBPHOCTH U €IUHBIX TPEOOBaHMM K MX 0()OPMIICHHUIO.

7. KakoBbI 3Tambl NOATOTOBKU PACOPSAIUTEIBHOTO TOKYMEHTa?

a) OTO COIIaCOBAaHUE JIOKYMEHTA, NOANNCAHUE JOKYMEHTA;

b) 310 U3yuyeHHe ynpaBlI€HYECKOro BONPOCa, MOArOTOBKA MPOEKTa PACIIOPAIUTEIILHOTO JOKYMEH-
Ta, COrJIaCOBaHUE JIOKYMEHTA, TIOIICAHNE JOKYMEHTA;

¢) OTO M3ydeHHE YIPaBJIEHYECKOro BOMpOCAa U MOATOTOBKA MPOEKTAa PAaCIOPSAUTEIHHOIO JIOKY-
MEHTAa;

d) DOto M3yueHWe yIpaBIECHYECKOTO BOMpoca, chepbl MeATeTbHOCTH, CIUHBIX TpeOOBaHUN K
0(OPMIICHHUIO U TIOJrOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.

8. Kak BeneTcs Hymepanus IpUKa3oB 110 OCHOBHOM €S TEILHOCTHU?

a) Ilo mopsnKy ¢ MOMEHTa CO3/1aHUs OpraHu3allui, HO OT/IEIbHO OT MPUKA30B 0 JIUYHOMY COCTa-
BY,

b) B npenenax mecsia, HO OTAEIBHO OT MPUKA30B MO JUYHOMY COCTaBY;

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

d) [Moapsn B mpenenax ¢UHAHCOBOTO T0/ia, HO OTAEIBHO OT MPUKA30B 110 JTUIHOMY COCTABY.

9. Kak ocymiecTBiIsieTcs CoriiacoBaHue JTOKyMeHTa?
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a) CornacoBaHue OCYIIECTBIISICTCS TyTeM BU3UPOBAHUS WM TIPOCTABJICHHS rpruda cormacoBaHus;

b) IlpoBoauTcs oneHka mpoekra o(UIUATBHOIO JOKYMEHTa 3aMHTEPECOBAHHBIMH OpTaHHU3AIlHs -
MU, JOJLKHOCTHBIMU JIULIAMHU, CTICUATUCTAMU;

¢) [lonHOCTBIO MOATOTOBIEHHBIE MPOEKTHI JOKYMEHTOB MPECTABIISAIOTCS HA COIJIACOBAHUE JOJIK-
HOCTHBIMHU JIULIAMH, CTICIIUATIMCTAMU;

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

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

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBogHO# 1 OCHOBHOIA;

¢) OCHOBHOM U pacoOpsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsuTeIbHOM.

11. YcraB opranuzaium OTHOCUTCS K:

a) pacHoOpSANTEIHHON JOKYMEHTAIIHH,
b) TOKyMEHTAIUH 110 JINYHOMY COCTaBY;
C) KaJpOBOM JOKYMEHTAIINH;

d) opraHu3anmoOHHON TOKYMEHTAITUH

12. Ha xakoM JOKyMEHTE HE YKa3bIBA€TCSl Ha3BaHHUE BUJA JOKYMEHTA?

a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BaHHUE BHUJIA JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE YKa3bIBaCTCSl HA3BaHHUE BUA TOKYMEHTA;

c¢) Ha 6nanke odunmansHOTO MUChMa HE YKa3bIBACTCS Ha3BAaHUE BHUJIA JOKYMEHTA,
d) Ha Gmanke pemieHust He yKa3bIBaeTCsl HA3BaHUE BHJIa JOKYMEHTA.

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

b); aMOnema opraHu3auy,

¢) smOieMa opraHu3aly WM TOBAPHBINA 3HAK;

d) ToBapHBIii 3HAK.

14. K opranu3anoOHHBIM JIOKyMEHTaM, HEOOXOIUMBIX JUIS CO3/IaHUSI HOBBIX MPEANPUHUMATENb-
CKHUX CTPYKTYp OTHOCHT:

a) MOJIOXKEHUE, YCTaB, MPUKa3, CTPYKTypHAs U IITaTHAs YUCIEHHOCTb, MHCTPYKIHS, JOTOBOP;

b) monoxxeHue, ycraB, akT, CTPYKTypHasi ¥ IITATHASI YUCICHHOCTh, HHCTPYKIIHSI, TOTOBOD;

C) MOJIOKEHUE, YCTaB, MIPHUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAsl YUCIEHHOCTb, UHCTPYKLIHUSA, J10-
TOBOD;

d) nonoxxenwue, ycraB, CTpyKTypHasi ¥ IITATHASI YUCIIEHHOCTh, UHCTPYKIIUS, JOTOBOP.

15. JIBmkeHue JOKyMEHTOB B OpPTaHHM3allMi C MOMEHTA MX CO3JaHMS WJIH ITOTyYEHHs 10 3aBepie-
HUSI UCTIOJIb30BAHUS MITH OTIIPaBKU HA3bIBACTCS:

a) JlokymeHT0000pOTOM;

b) [TorokOM TOKyMEHTOB;

¢) O6paboTKOI JOKYMEHTOB;

d) Peructpanueii qoxkymeHTa.

16. Peructpaunu noiexar JOKyMEHTBI:
a) Bxomsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BUIBI JOKYMEHTOB.
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17. Yto Takoe HOMEHKIATypa aen?

a) Homenknarypa aen — 3To Bce JOKYMEHTHI Ha MPEeANPUITHH;

b) Homenkarypa ien — 370 cUCTEMaTU3MPOBAHHBIN 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 opranu3anroHHbBIX U paCHIOPSIIUTENLHBIX TOKYMEHTAX, HEOOXOAUMBIX, JUISI CO3/IaHUSI HOBBIX
MPEIPUHUMATENILCKUX CTPYKTYP, OPOPMIIIEMBIX Ha JIBYX M OoJiee TUCTaX HOMEpa CTPAaHMIl MPOCTaB-
JISTFOTCS.. ..

a) Co BTOPOIi CTPaHMIIBI B BEPXHEM MPABOM YTy OIS IUCTA apaOCKUMU IUPpaMU;

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

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

d) [TocnenoBarenbHO HA KAXKIOW CTPAHUIIE B TPABOM HIDKHEM YIJTy apaOCKUMH mU(pamH.

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

- OJIVH;

- 1B,

- OTPaHUYCHUS HE YCTAHOBIICHBI;

- He Oonee Tpex pas;

- He OoJiee MIeCTH pas;

- U3MEHSTD €r0 B TEUCHHE I0/1a HEJIb34l.

20. IIpukassl, IPOTOKOJIBI, PACIIOPSKEHUS, PEIIEHUS, OTHOCSTCS K:
a) OPraHN3alMOHHBIM JOKYMEHTaM MPEIIpUsATHS;

b) pacriopsAMTENbHBIM JOKYMEHTAM NPEIIPUATHUS;

C) JOKYMEHTaM I10 JINYHOMY COCTaBY MPEANPUATHS;

d) napOpMaAIIIOHHO—CTIPABOYHBIM JOKYMEHTAM MPEIIPUATHSL.

14.1.2. Dx3aMeHALIHOHHBbIE BONPOCHI

. JIOKyMEHT 1 €ro MeCTO B CHCTEME YIIPaBICHUS
. HopmaTuBHO-MeTOMUECKUE aKThI, PETJIAMEHTUPYIOIIUE CO31aHue U 0pOpMIICHHE TOKYMEHTOB.
. JlokyMeHTOBe/IeH!Ee KaK Hay4Has IUCIUILTIHA: 00BEKT, IPEAMET, OCHOBHBIE METOJbI.
. ITonsiTHe «MHPOPMALS» U €T0 pa3BUTHE.
. [ToHsATHE «IOKYMEHT» U €r0 pa3BUTHE.
. O61me u yacTHble PYHKIMH JOKYMEHTA.
. CiocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.
. IlonsiTHE CTY’)k€OHOTO TOKYMEHTUPOBaHMS U TPEOOBaHUSA K JOKYMEHTaM.

9. IlopsitoK peryanpoBaHusl, COTIIACOBAHUS M OIUCAHUS YIPABICHYECKUX JOKYMEHTOB.

10. CymHocTh yHU(UKAMK U CTAaHAAPTH3ALUN YIIPABICHUYECKUX JOKYMEHTOB.

11. IIpaBuna opopmiieHus CiIyK€OHBIX TOKYMEHTOB.

12. PekBU3UTHI U MX IpeAHA3HAUCHHE.

13. OOumne TpedboBaHus K JOKYMEHTHPOBAHHIO YIIPABICHYECKON JAESITEIbHOCTH.

14. CocraB, conepkaHue U 0COOCHHOCTH peau3aliy TpeOOBaHUN K pacIoNIOKEeHHI0 U odopmiie-
HUIO PEKBU3HUTOB JOKYMEHTOB.

15. CtpykTypu3alus TEKCTOB YIPaBICHYECKUX JOKYMEHTOB.

16. Buasl yHUPHUIIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH OpOopMIIEHUS TpapapeTHOro TeKCTa, aHKEThI
U TaOJUIIBI.

17. TpeboBaHus K COAEPKAHUIO, CTPYKTYPE M CTHITIO M3JI0KECHHS YIPABIEHYECKUX JOKYMEHTOB.

18. Opranu3zaioHHO-pacnopsiAnTeNbHas JoKyMeHTanus. OCHOBHbIE BUbI YIPABICHUECKUX JIO-
KYMEHTOB.

19. UndopmanmonHo-crpaBouHasi JokyMeHTalus. OCHOBHbIE BUIbI

20. IIpaBuna ¥ CTWIb HAIIMCAHMS I€IIOBOTO MMHCHhMA.

21. Buapl Aen0BOro nuchma.

03N LN~ W~
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22. OcoOEHHOCTH MEPENUCKU C MHOCTPAHHBIMU AapTHEPAMH.

23. Buibl TOTOKOB IOKYMEHTOB M CTaIMM UX 00paOOTKH.

24. Peructpanuust JTOKyMEHTOB.

25. KoHTpOIb UCTIOTHEHNUS TOKYMEHTOB.

26. Homenknarypa Jies ¥ ux popMUpOBaHHE.

27. Odbopmiienue ne.

28. XpaHeHue z1e1 U MOPAJOK CIaul UX B apXUB.

29. Pabota ¢ moKyMeHTaMH, COJIEPKAIIMMHA KOMMEPUECKYIO TaifHy.

30. ITousATHE “ANEKTPOHHBIN TOKYMEHT B MH()OPMAIIMOHHON CHCTEME OpraHU3aLNH.

31. TepmuHoIOTHS, UCTIOIB3yEMasi B CUCTEMAX JIEKTPOHHOTO IOKYMEHTOOOO0pOTA.

32. 3agaun cucTeM EKTPOHHOTO JOKYMEHTOOO0POTA.

33. YnpaBiieHuE JIEKTPOHHBIMU JOKYMEHTAMU.

34. Knaccugukarys CucTeM 3JIEKTPOHHOTO JOKYMEHT0000pOoTa.

35. Tlomxompl K CO3JaHUIO CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTa.

36. Dransl BBIOOpa U BHEIPEHUS! CHCTEMbl aBTOMATH3AIIHH.

37. IIpoGeMbl TPaBOTO PEryIMPOBAHUS FICKTPOHHOTO JOKYMEHTO000POTA.

38. Dranbl pa3BUTHS JOKYMEHTOOOOPOTA.

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

40. CucTtemsbl 3JIEKTPOHHOTO JOKyMEeHTooOopoTa. O0mue nonoxxenus. Haznauenus CO/I.

41. OCHOBHBIE CBOWMCTBA CUCTEM IJIEKTPOHHOTO JIOKYMEHTOO00pOTA.

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

43. O0mas kinaccuuKaIys CUCTEM AIEKTPOHHOTO JOKYMEHT0000pOTa.

14.1.3. Tembl 10KJI210B

TeMbl 17151 KOHTPOJISI CAMOCTOSATEIHHOIO U3yYEHHS TEM TEOPETUUECKON YacTu Kypca

1. McTopust pa3BUTHS rOCYJapCTBEHHOW CUCTEMBI JEJIONPOU3BOICTBA

2. [IpakTHka opranu3anuu AeJ0NpPOU3BOJICTBA B rocyiapcTBax JpesHero mupa

3. CnocoOsbl puxcupoBaHus U neperadyd MHGopMaluu B rocyapcTBax J{peBHero mupa

4. Ucropus pa3BUTHUS rOCYIapCTBEHHOM CHUCTEMBI J1e10Mpon3BocTBa B Poccuu.

5. PexBu3uTHI CTONO1I0BOMN (hOPMBI 1€IONPOU3BOICTBA, MPOLIEAIINE YePe3 BeKa U OCTABIINECS B

JIOKyMEHTaX HaIllUX JHEH.

6. Posib JOKyMeHTa B KHU3HH YesloBeKa U 00ILeCcTBa.

7. MeTopl uccieIoBaHus JOKYMEHTOBEAUYECKUX TIPOOIIEM.

8. HayuHo-ncTOpHUecKas 1 pakTU4ecKas ICHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cpepe IpaBa U yIpaBIeHHUSL.

10. BnusiHue Hay4HO-TEXHUYECKON PEBOJIIOLIMY Ha Pa3BUTHE JOKYMEHTA.

11. Pa3zButre Gpopmymsipa T0KyMEHTA.

12. 3akoHO#ATENBHBIE aKThI, HOpMaTUBHBIE MaTepuanbsl 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, KOIIUU JIOKYMEHTOB
Y UX BUJBI

16. IlonsiTue 0 JOKYMEHTOOOOPOTE MPEAIPUATHS

17. Opranusanus paboThl ¢ BXOAAIUMH JOKYMEHTaMH

18. Opranusanus paboThl ¢ UCXOISAIIUMU JOKYMEHTAMU

19. OcoGeHHOCTH OpraHu3aluyu paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMU

20. HoxyMeHTO000pOT B MH(OPMAITMOHHOM 00€CTICUEHUHN YIPABIICHUS M €TO COCTABHBIC YaCTH.

21. OcHOBHBIE ATaIlbl U MPUHLUIBI PAOOTHI COTPYAHUKOB CIYKO JOKyMEHTAllMOHHOTO obecreye-
HUS C BXOJSIIMMHU, UCXOSIIMMU U BHYTPEHHUMH YIIPABIEHYECKUMU JTOKYMEHTAMHU.

22. O030p OCHOBHBIX CHUCTEM UIEKTPOHHOI'0 JOKYMEHTOOOOpOTA. Mpe/cTaBlIeHHbIX B Poccun u 3a
pyOexKoM.

24. AHanu3 BHEAPEHUsSI CUCTEM DJIEKTPOHHOTO JIEJIONPOU3BOICTBA U JIOKYyMEHTO000pOoTa

14.1.4. Tembl 0IPOCOB HA 3aHATHAX
[TonsTHe, HeNn U 3a1aud U3ydaeMol AUCHUILINHBL. Pa3BuTHE U CTaHOBIEHHE AEIONPOU3BOJICTBA B
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Poccun. Opranuzanus 1e10npou3BOJCTBA HA MPEANPUATHSIX. JHAYCHUE U MECTO JOKYMEHTOB B CUCTEME
yIpaBIeHUS

['ocynapcTBeHHOE perympoBaHue, HOPMAaTUBHO-TIPABOBAs M METOMYECKasi OCHOBA JJOKYMEHTAIH-
OHHOTO oOecnieueHus ynpasieHus. CyIIHOCTb, HANPaBJICHUs U BUABI TOCYIapCTBEHHOTO PETYIUpPOBAHUS
JOKYMEHTAI[MOHHOTO OOECIIeYeHUsI YNpaBJICHUS, Ha3HaYeHHE, OCOOEHHOCTH M COOTHOIICHHE HOpMa-
THUBHO-TIPABOBOTO U METOAMYECKOTO peryaupoBaHusi. CocTaB ¥ CTPyKTypa HOpMaTHUBHOM, IPaBOBOIl U Me-
TOJMYECKON OCHOBBI JOKYMEHTAIMOHHOTO 00ECTIeUeHHs YIPaBJICHUs, HAIIMOHATBHBIX M JIOKAJIbHBIX HOP-
MaTHUBHO-METOANYECKUX TOKYMEHTOB. YHU(DUKALMS U CTaHAAPTU3ALMS.

TpeOoBanus k 6mankam 1okymMeHTOB. [lopsinok pazpabotku 6aankoB. O6mmue TpeOOBaHUS K JIOKY -
MEHTaM, U3TOTOBISIEMBIM C IOMOIIBIO TEXHUYECKUX cpeAcTB. OcoOeHHOCTH O(OpMIIEHHS OTACIBHBIX
PEKBU3UTOB.

[TpaBuna oopmiieHus: JOKYMEHTOB, COCTaB U Ha3HAauYe€HUE PEKBU3UTOB. Poiib M BUABI yIIpaBieH-
YECKHX JIOKyMEHTOB.

CocTaB ¥ HazHAuYEHUE OTAEIbHBIX BUJOB OPraHU3AI[MOHHO-TIPABOBBIX, PACHIOPSAUTEIbHBIX U UH-
(opMaLMOHHO-CIIPABOYHBIX JJOKYMEHTOB. JIOKyMEHTaNbHBIH (OHA U NepeyeHb JOKYMEHTOB, 00pa3yro-
IIMXCS B MPOIIECCe IEATEIbHOCTH MPEANPUSATHUSI.

CocTas, pacronoXeHue 1 mpaBuia opopMICHHs] pEKBU3UTOB OTICIbHBIX BUJIOB OPraHU3aMOHHO-
MIPABOBBIX, PACIOPAIUTENBHBIX U HUH()OPMALIMOHHO-CIPABOYHBIX AOKYMEHTOB. OcobeHHOCTH odopmiie-
HUSI OTJICJIBHBIX BHJIOB IOKYMEHTOB, 00pa3yIOIIUXCS B IPOIIeCcCe ACATEIbHOCTH MPEAPHUSITHSA.

[TonsiTue «10KyMEHTOO0OpPOT» U €ro pazBuTHe. OCHOBHBIE NIPABHJIA OPraHU3AINH IOKYMEHTO000-
pota B opranu3anuy . Cxema JIBMKEHHS M TEXHOJIOTUSI 00pabOTKU TOKYMEeHTOB. [IoHsATHE TOKYMEHTOIO-
TOKa, €ro CTPYKTypa, MMOKa3aTelld OLEHKU JOKYMEHTONOTOKa. JKM3HEeHHBIH LUK ToKyMeHTa. KoHTpoib
UCTIOJIHEHUS TOKYMEHTOB.

OcHoBHbBIE HOPMBI U MpaBuiia opopmiieHus: padoT, BHIMOIHAEMBIX CTYyAEHTaMU B Ipoliecce o0yue-
HUS, C Yy4yeToM TpeboBaHMil oOpa3oBarenbHOro crangapra Byza OC TYCYP 02-2013 (CTO
02069326.1.02-2013) - PaboThI CTyfeHYECKHE TI0 HAMPABJICHUSM IMOATOTOBKH M CIICIIHAIBHOCTIM TyMa-
HUTAPHOTO MPOoduIs

Homenknatypa nen. [lopsnok cocTaBieHus M YTBEP)KIEHUS HOMEHKIATYPHI /1. YCTaHOBJICHUE
cpokoB xpaneHus nen. @opmuposanue u opopmiieHue aena. OpraHuszanus ONEepaTHBHOIO XpAaHEHUS JIE.
OkcnepT3a HeHHOCTH NoKyMeHTOB. Odopmiienue aen. [lopsiiok nepenaun T0KyMEHTOB Ha XpaHEHUE B
apXMB.

OcHoBHbIE 337]a4ll OpraHU3alUHU JIEKTPOHHOTO JOKYMEHT0000poTa. CHCTEMBI JIEKTPOHHOTO J10-
kymeHTtoo0opota COJI. Dramel pa3Butus, kinaccel, HasHaueHne COJ]. OCHOBHBIE CBOWCTBA CHCTEM JJICK-
TpOHHOTO JOoKyMeHTooOopoTa. OcHoBHBIE TUIBI COJl. OcobernHocT opranuzanuu COJl. Cuctemsl 3iek-
TPOHHOTO TOKYMEHTOO0O0pOTa, IpecTaBiIeHHbIe B Poccuu.

14.1.5. Bonnpocs! AJ151 NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CEMHUHAPaM

TpeboBanus k 61aHkam JokyMeHTOB. [loAroToBKa K cOCTaBIEHHUIO JOKYMEHTOB. CXeMbl pacioo-
*eHus: JokyMeHToB. CocTaBiieHne GopMyssipoB 1okyMeHTOB. OOmuii 61aHk. biaHk KOHKpeTHOro BHUIa
JIOKyMeHTa. biaHk nuceMa.

O6ume TpeboBanus K oopmiieHHIO TekcTa oTyeTa. OdopmiieHHe TUTYIBHOTO JIMCTA, PUCYHKOB,
TAOJIHII, CIIUCKA UCTIOJIb3YEMbIX ICTOYHHKOB

[TpaBuna cocraBieHus U 0pOPMIICHHS OPraHU3ALOHHO-PACHIOPSIIUTENBHBIX JOKYMEHTOB (yCTaB,
MOJIOKEHHE, ITaTHOE PAaCIMCaHUe, MHCTPYKIIHS, IPUKa3, pacOpsuKEHHE, PEelIeHNe, IIPOTOKON, TOCTAHOB-
JICHUE)

[lpaBuna coctaBneHust U OGopMIICHUS WHPOPMAIMOHHO-CIPABOYHBIX JTOKYMEHTOB (ZI€IIOBOE
HUCHbMO, TOKJIAIHAs U CIyKeOHasl 3allUCKH, aKT, CIIpaBKa, u JIp. )

[IpaBuna coctaBieHust U OPOPMIICHHS JTOKYMEHTOB JIMYHOTO XapakTepa (3asiBICHHE, XapaKTepH-
CTHKa, aBTOOMOrpadus, pe3rome, OT3bIB U JAp. )

[Tomxoapl K CO3MaHUIO CHUCTEM AJIEKTPOHHOTO JIOKyMEHTOOOOpoTa. TpeboBaHus K cucTemMam. JTa-
bl BBIOOpA CHCTEMBbl aBTOMATHU3aLMU. DTalbl BHEAPEHHs CUCTEMBl aBTOMaTU3auuu. CUCTEMbl aBTOMATH -
3allUu JOKYMEHTONOTOKAa. CUCTEMBI 3JIEKTPOHHOTO TOKYyMEHT0000poTa. OCHOBHBIE TEXHOJIOIMH PabOThI €
JNokyMeHTaMu. OCHOBHBIE CBOWCTBA CUCTEMBI 3JIEKTPOHHOTO 10KyMeHTooO0opoTa. OcHoBHbIE TUMBI CO/I.

Howmenxknarypa nen. Buner HomenknaTypel. @opmupoBanue nen. OpraHu3anus XpaHeHHUs JTOKY-
MEHTOB Ha npeAnpusaTuu. [ToaroroBka 10KyMEHTOB K c/jaue B apXUB.
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14.2. TpeGoBaHHs K OLCHOYHBIM MATEPHAJIAM JJISl JIUI] C OTPAHHUYCHHBIMHU BO3MOKHOCTAMH

310POBbS U HHBAJINI0B

st mui ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI M1 MHBAJIHMJIOB MPEAYCMOTPEHBI JOTOIHU -
TeJbHbIE OLIEHOYHbIE MaTepHUaIIbl, IEpeUeHb KOTOPBIX YKa3aH B Tabnuue 14.
Tabmuua 14 — JlomoMHUTENBHBIE MaTepHallbl OLICHUBAHUS ISl JIUIl C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU

3JI0pPOBbsI 1 HHBAJIHJIOB

Kareropuu
00y4arommxcs

Bup! JONOTHATEBHBIX OIEHOYHBIX
MaTepuaioB

@®OopMBI KOHTPOJISL U OI[CHKH
pe3yabTaTOB 00yUCHUS

C napyueHusmMu
ciyxa

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

[IpenMy11eCTBEHHO MMCHMEHHAs
IIPOBEPKa

C HapymeHHIMHU
3peHus

CobecenoBanue 1Mo BOIpOcaM K 3a4eTy,
OIPOC 0 TEPMHHAM

[TpenMyIIeCTBEHHO yCTHAs TIPOBEPKa
(MHIUBUYaTbHO)

C napyueHusMu
OIIOPHO-
JIBUTATEIILHOTO
armapara

Perienue qucTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIE
CaMOCTOSITENIbHBIE PabOTHI, BOIIPOCHI K
3a4eTy

HpeI/IMyIJ_[eCTBCHHO JUCTaHIIMOHHBIMHA
METOAAMU

C orpaHUYEHUSIMH I10
00LIEMETUIIMHCKUM
MOKA3aHUSM

TecTbl, MICEMEHHBIE CAMOCTOSTENLHEIE
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PAOOTHI, YCTHBIE OTBETHI

[IpenmyecTBEHHO TPOBEPKa
METO/IaMU UCXOS U3 COCTOSIHUS
o0ydJaromierocst HA MOMEHT ITPOBEPKHU

14.3. MeTroauyeckue peKOMEHIAUMHU 110 OLEHOYHBIM MATEPHAIaM JIsl JIUL C OTPAHUYEHHBIMH
BO3MOKHOCTSIMU 3/10POBbSI 1 HHBAJIN/I0B

Jnis nui ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBSI M MHBAIUIOB TPEAYCMAaTPHUBACTCS JI0-
cTynHas (hopMa MpeoCTaBICHUS 3aJaHUH OLIEHOUHBIX CPEJICTB, @ UMEHHO:

- B reyaTHou (opme;

- B IIeyaTHO! (hopMe ¢ YBETHMUYEHHBIM HIPUPTOM;

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- METO/IOM YTEHUS ACCUCTEHTOM 3a/1aHUs BCIYX;

- IIPEJOCTABJICHUE 3a/1aHUs C UCTIOJIb30BAaHUEM CYpPJIOTIEPEBO/IA.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXKHOCTSIMU 3/I0POBbSI M MHBAIHMIAM YBEIHMYUBACTCS BpEMs Ha
HOJ'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BOIPOCHL. [l TakKUX 00y4aroIuXcs MpeycMaTpuBaeTCsl JOCTYII -
Hast popmMa MpeoCTaBICHHS OTBETOB HA 3a/1aHUs, @ IMEHHO:

- IUCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- HabOp OTBETOB C UCHOJIb30BAaHUEM YCIIYT ACCUCTEHTA;

- MIPEJICTABICHUE OTBETOB YCTHO.

[Tponienypa ornieHHBaHUs pe3yIbTaTOB OOYYEHMs JIMIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbsl 1 MHBAIHJIOB IO JUCUUIUIMHE TPEIyCMaTPUBACT MPEIoCTaBIeHne HHopManuy B popMax, aaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 3A0POBbS U BOCIPUATHS HH(POpMALIUK:

JL1s1 i1 ¢ HApYIIEHUSIMH 3PeHust:

- B (hopMe 3NIEKTPOHHOI'O IOKYMEHTA;

- B IIeYaTHO! (hopMe yBEIMUEHHBIM HIPUPTOM.

JList M1 ¢ HapyLIeHUusIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

JLst M1 ¢ HapyLIeHUsIMU OIIOPHO-ABUTaTeJILHOIO0 annapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU hopme.

ITpn HEOOXOMUMOCTH TS JIUL] C OTPAaHUYEHHBIMHU BO3MOXHOCTSIMU 3/I0POBbs U MHBAJIUI0B IpOLIE-
Jypa OILICHUBAHUSI PE3yIbTaTOB 00yUEHUsI MOXKET MPOBOAUTHCS B HECKOIBKO ITAIOB.

CornacoeaHa Ha noptane N2 42588

20



	1. Цели и задачи дисциплины
	1.1. Цели дисциплины
	1.2. Задачи дисциплины

	2. Место дисциплины в структуре ОПОП
	3. Требования к результатам освоения дисциплины
	4. Объем дисциплины и виды учебной работы
	5. Содержание дисциплины
	5.1. Разделы дисциплины и виды занятий
	5.2. Содержание разделов дисциплины (по лекциям)
	5.3. Разделы дисциплины и междисциплинарные связи с обеспечивающими (предыдущими) и обеспечиваемыми (последующими) дисциплинами
	5.4. Соответствие компетенций, формируемых при изучении дисциплины, и видов занятий
	6. Интерактивные методы и формы организации обучения
	7. Лабораторные работы
	8. Практические занятия (семинары)
	9. Самостоятельная работа

	10. Курсовой проект / курсовая работа
	11. Рейтинговая система для оценки успеваемости обучающихся
	11.1. Балльные оценки для элементов контроля
	11.2. Пересчет баллов в оценки за контрольные точки
	11.3. Пересчет суммы баллов в традиционную и международную оценку

	12. Учебно-методическое и информационное обеспечение дисциплины
	12.1. Основная литература
	12.2. Дополнительная литература
	12.3. Учебно-методические пособия
	12.3.1. Обязательные учебно-методические пособия
	12.3.2. Учебно-методические пособия для лиц с ограниченными возможностями здоровья и инвалидов
	12.4. Профессиональные базы данных и информационные справочные системы

	13. Материально-техническое обеспечение дисциплины и требуемое программное обеспечение
	13.1. Общие требования к материально-техническому и программному обеспечению дисциплины
	13.1.1. Материально-техническое и программное обеспечение для лекционных занятий
	13.1.2. Материально-техническое и программное обеспечение для практических занятий
	13.1.3. Материально-техническое и программное обеспечение для самостоятельной работы
	13.2. Материально-техническое обеспечение дисциплины для лиц с ограниченными возможностями здоровья и инвалидов
	14. Оценочные материалы и методические рекомендации по организации изучения дисциплины
	14.1. Содержание оценочных материалов и методические рекомендации
	14.1.1. Тестовые задания
	14.1.2. Экзаменационные вопросы
	14.1.3. Темы докладов
	14.1.4. Темы опросов на занятиях
	14.1.5. Вопросы для подготовки к практическим занятиям, семинарам

	14.2. Требования к оценочным материалам для лиц с ограниченными возможностями здоровья и инвалидов
	14.3. Методические рекомендации по оценочным материалам для лиц с ограниченными возможностями здоровья и инвалидов

