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

PABOYAS ITPOTPAMMA TV CHUTIMHBI
JIOKyMeHTauMOHHOe o0ecrneyeHue yIpaBJIeHHs I1ePCOHAJIOM

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

HampaBnenue noaroroBku / cneruaibHOCTh: 38.03.03 YnpasieHue nepconaiom
HanpasnenHocts (po¢uip) / crienuanu3anys: YnpasjeHue MepcoHaaoM OpraHu3anuu
®dopma 0O0ydeHHS: OUHASA

®akynpreT: P, IKOHOMHUYECKHUI PaKyJIbTeT

Kadenpa: menem:kmenta, Kadeapa menem:kmenra

Kypc: 3

Cemectp: 6

Y4eOus1ii man Habopa 2016 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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Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
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 (cnenmanbHocTh) 38.03.03 Vhpasnenue nepconanom, yreepxkaennoro 14.12.2015 roga, paccmor-
peHa u ofo0peHa Ha 3aceqaHuu Kadeapbl MEHEHKMEHTA «

Ne ;

PazpaboTuuk:

K.3.H.. IOLEHT Ka(. MEHEKMEHTa
TYCVYP

3aBenyromuii odecrieunBaroen kag.
MEHEHKMEHTA

K. H. AxkceHoBa

M. A. Adonacosa

Pabouast mporpaMma qUCHUIIIMHBI COTJIacOBaHa ¢ (paKkyJIbTETOM U BhITyCKaromel kadenpoii:

Hexan DD

3aBenyromnuii BeITycKaroIen kag.
MEHEDKMEHTA

OKCIEPTHI:

JouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA)

JouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA)
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A. B. boromonosa

M. A. Adonacoa

A. B. Boromonosa

B. H. )Kurasiosa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
MpUOOPETEHUE CTYACHTAMH TEOPETUYCCKUX 3HAHWM M MPAKTHUYECKUX HABBIKOB B O0JIACTH KaJIpoO-
BOTO MEHE/PKMEHTa U CUCTEMBI JJOKyMEHTAI[MOHHOTO O0ECIeYeHHs KaJpOBBIX CIIY:KO, 03HAKOMJICHHE C
JTIOKYMEHTaMH, UCIIOJIb3yEMbIMHU B YIIPaBJICHUHU TIEPCOHAIIOM OpPraHU3alluH, MTOJTYICHUE TPAKTUICCKUX Ha-
BBIKOB T10 CO3JJAaHHIO 1 00pa0OTKE ITUX TOKYMEHTOB.

1.2. 3agaun IMCHMIIINHBI

—  chopMHPOBAThH y CTYICHTOB YETKOE TPEJCTABICHUE O HEOOXOAMMOCTH U POJIU KaJIPOBOTO JI0-
KYMEHTHPOBAHUS B OpraHU3aIUAX JIIOOBIX GOopM COOCTBEHHOCTH;

— obecreunTh TIIyOOKOE YCBOSHHE CYNTHOCTH TPOIECCOB JEIOMPOU3BOJCTBA MO JTHYHOMY CO-
CTaBy;,

—  O03HAaKOMHUTH CTYJCHTOB C OOIIUMU MpaBUIAMH COCTABIICHUS M BEICHUS YIPaBICHUYECKOH J10-
KYMCHTAIIMH TPUMECHHUTEIHHO K KaJJpOBOI padoTe;

—  OBJAJETh METOJUKOW pa3pabOTKU BCEX BUIOB KaJpOBBIX JOKYMEHTOB M UX MPaBUJIBHOTO
0o OpMIICHUS U XPaHCHHS,

—  OPHUEHTUPOBATHCA B CHUTYAIUSIX, TPEOYIOIIMX H3JaHUS COOTBETCTBYIOIIMX KAJAPOBBIX JIOKY-
MEHTOB;

—  OCBOWTH MPOBEJEHHUE MPOIEAYP, CBA3AHHBIX ¢ 0OPMIICHUEM JBM)XCHHS KaJ[pOB, B3AaMMOOT-
HOIICHHUSIMU aIMUHHUCTPALMA M TIEPCOHAJIA, MOPSIKOM BEACHHS O3HAKOMJICHHS COTPYIHHUKOB OpPTaHM3a-
LMY C KaJpOBOW JOKYMEHTAIUEN U IEUCTBYIOIIUMHU JTOKATbHBIMH HOPMATUBHBIMU aKTaMHU.

2. MecTo mucuuiiiuebl B cTpykrype OITOII

Juctumnuna «JlokymeHTannonHoe obecrieueHue ympasieHus nepcoHanom» (b1.B.OM.1) otHo-
cutcs K 670Ky 1 (BapuaTtuBHas 4acTh).

[TpenmecTBYOUMMEI AUCIUTUTMHAMHE, (OPMHUPYIOIIUMHU HaYadbHbIC 3HAHMUS, SIBIAIOTCS: [IpakTrka
0 TIOJTYYSHUIO TIEPBUYHBIX MPO(PECCHOHATBHBIX YMEHUN M HaBBIKOB, [IpakTuka 1o momxydeHuto npodec-
CHOHAIILHBIX YMEHUH U OIbITa Mpo(ecCHOHANbHON AeSITeTbHOCTH, PernaMenTanus u HOpMUpPOBaHHUE TPY-
na.

[TocnenyromumMu TUCIUIUIMHAME SBIISIOTCS: 3allUTa BBIMTYCKHON KBaTU(DUKAIIMOHHOW pPabOTHI,
BKJIIOYAsl MOATOTOBKY K MPOUEAYPE 3alUTHI U MPOLEAYPY 3alIUThI, YIIPaBICHNUE MEPCOHATIOM OpraHu3a-
UM, YTIPABIEHUE PECYPCAMHU.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHHUIIMHBI

[Tponecc n3yueHus JUCUUIUIMHBL HapaBiieH Ha (POPMUPOBAHUE CIEAYIOINUX KOMIETEHIUI:

— TIK-12 3HaHueM OCHOB pa3pa0OTKMU W BHEAPEHUS KAJPOBOW M YIPABICHUECKON HOKYMEHTa-
LI1H, ONITUMHU3ALMH JOKYMEHTO000pOTa U CXeM (DYHKIIMOHAJIBHBIX B3aUMOCBA3EH MEXY MOJPa3eIeHHs -
MU, OCHOB pa3pa0OTKU U BHEIPEHUS MPOLEAYp PEryIHMpPOBAHUS TPYIOBBIX OTHOIICHUH U COMPOBOXKIAIO-
el JOKYMEHTALUY;

— IIK-13 ymeHueM BecTH KaJpoBO€E AEIONPOU3BOICTBO U OPraHU30BbIBATh ApXUBHOE XpaHEHHE
KaJpOBbIX JOKYMEHTOB B COOTBETCTBUHU C JIEHCTBYIOIIMMU HOPMAaTHBHO-IPAaBOBBIMM aKTaMM, 3HaHUEM
OCHOB KaJIpOBOM CTaTUCTHKH, BJIaJICHUEM HaBbIKAMM COCTABJICHUS KaJpPOBOI OTYETHOCTH, a TAKXKE HABBI-
KaMM O3HAKOMJICHMsI COTPYIHUKOB OPraHU3alUU C KaApPOBON JOKYMEHTALUEH U JEHCTBYIOLIMMU JIOKAJIb-
HbIMU HOPMAaTHBHBIMU aKTaMH, yMEHHE 00€CIIeUNTh 3alIUTy IEPCOHAIBHBIX JaHHBIX COTPYIHUKOB;

B pesynbpTare u3ydeHus: IUCIUILITMHBI 00YJaIOMIUNACS TOJKEH:

— 3HaTth CucTeMbl JOKyMEHTallUH, KJacCU(UKALMIO JOKYMEHTOB KaJ{pOBOM CIIyObl OpraHusa-
1M, BUJBI, HA3HAUYCHHE U COCTAaB KaJIPpOBOM JOKYMEHTAIMH; TpeOoBaHus 3aKoHoaTenbecTBa PO conepxa-
IIMX HOPMBI TPYAOBOIO IIpaBa OTHOCALIECHCS K AEATEIIBHOCTU KaJpOBOM CIIy>KObI; OCHOBBI pa3pabOTKU U
BHEJPEHUS MIPOLEAYP PEryIUPOBaHUS TPYAOBbIX OTHOIIEHUN U CONPOBOKIAIOIIEH TOKyMEHTAlUU; METO-
JUKH O3HAKOMJICHUS COTPYJHHMKOB OPraHU3aluU C KaJAPOBOW JOKYMEHTALUEH U JNCHCTBYIOIIUMH JIOKAJIb-
HBIMH HOPMAaTHBHBIMU aKTaMH; CIIOCOOBI 3aIIUTHI IIEPCOHAIBHBIX TaHHBIX COTPYIHUKOB M3MEHUTD

— yMeTb Pa3pabarbiBaTh U BHEIPATh KaJpPOBYIO U YIPABIECHYECKYIO JOKYMEHTALUIO OpraHu3a-
IIUH; COCTABIATh MU OQOPMIIATH YIPABICHUYECKYIO TOKYMEHTALUIO, JTOKYMEHTALMIO COIMPOBOKAAIOIIYIO
TPY/AOBBIE MIPOLIECCHI; MPUMEHATH HOPMBI TPYJOBOI'O MPaBa U HOPMATUBHYIO METOANYECKYIO JOKYMEHTHI B
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YaCTH, OTHOCSIIUXCS K ACSITENTFHOCTH KaJpOBOM CIYKObI U KaAPOBOTO JEIOMPOU3BOJICTBA; OPTaHU30OBBI-
BATh APXUBHOE XPAHEHHE KaJPOBBIX JOKYMEHTOB B COOTBETCTBUH C JEHCTBYIOLIMMU HOPMATHBHO-IIPABO-
BBIMH aKTaMH; 00€CTICYUTh 3aIUTY MEPCOHATBHBIX JTAHHBIX COTPYIHUKOB

— BJaJeThb METO/JaMHU BEJCHHS AEIONPOU3BOJICTBA B KaIpOBOIl Cilyk0e; METOAaMU ONTHUMH3a-
UU JTOKYMEHTOO00pOTa U cXeM (YHKIIMOHAIBHBIX B3aUMOCBS3EM MEXIy MOJpa3/eleHUsIMHU OpraHu3a-
[[UU; TEXHOJIOTHEH COCTABIICHUS ¥ OPOPMIICHHUS JOKYMEHTOB I10 JIMYHOMY COCTaBY; TEXHOJIOTHEH pa3pa-
OOTKM M BHEAPEHUs MPOLETyp PETyIHMpPOBaHMS TPYAOBBIX OTHOIIEHUN U COMPOBOXKIAIOUICH TOKYMEHTa-
[MU; TIPABUJIAMH COCTABJICHHUS HOMEHKJIATYpPBI JIeJl ¥ MOATOTOBKU JOKYMEHTOB JIJIsi XpaHEHUsI B apXUBE B
COOTBETCTBUU C JEHCTBYIOIIMMH HOPMAaTUBHO-IIPABOBBIMU AKTAMU; HABBIKAMU O3HAKOMIICHHUS COTPYIHU-
KOB OpraHHU3alliy ¢ KaJpOBOM JOKYMEHTALUEH U ACUCTBYIOIUMH JOKATbHBIMH HOPMATUBHBIMU aKTAMU;
HABbIKAMU COCTAaBJICHUS KaJPOBBIX JOKYMEHTOB C HCIIOJIb30BAHUEM KOMITBIOTEPHBIX TEXHOJIOTUH, o0Opa-
OOTKHM M XpaHEHHS JOKYMEHTOB B JICKTPOHHOU opme

4. O0beM QUCHUILIMHBI U BUABI Y4eOHOI padoThl
OO01mast TpyI0eMKOCTh AUCIUILTHHBI COCTABIISACT 5.0 3a4eTHBIX €AUHUIIBI U MIPEJICTABICHA B Ta0JIH -

%264&11/1.1121 4.1 — TpynoeMKoCTb JUCIUILINHBI

Bunel yueOHOI nesTenbHOCTH Bcero gacos Cemectpsl

6 cemecTp

AynuaTopHbIe 3aHATHS (BCETO) 72 72
Jlexuun 36 36
[IpakTuueckue 3aHATHS 36 36
CamocTosiTenbpHas padboTa (Bcero) 72 72
[IpopaboTKa JTEKIIMOHHOTO MaTepuaa 14 14
CaMocTosTeNnbHOE N3y4eHUE TeM (BOIIPOCOB) 36 36
TEOPETUYECKOM YyacTu Kypca
[ToaroroBka K MpakTUYECKUM 3aHATUSAM, CEMUHApaM 22 22
Bcero (0e3 sx3amena) 144 144
IToaroroBka u caya PK3amMeHa 36 36
OO6mmast Tpy1I0€MKOCTb, 4 180 180
3auetHbie EquHutb 5.0 5.0

5. Conepxxanue 1MCUMILTHHBI

5.1. Pa3gesbl AUCHUIIIMHGBI U BUABI 3AHATHI
Paznenbl IUCHUIUIMHBI ¥ BUBI 3aHATHI IPUBEACHBI B Ta0mue 5.1.
Tabmuna 5.1 — Pasgensl AUCUUIUIMHBL U BUIbI 3aHATUI

Bcero
4acoB
IIpak. Cam. dopmupyemsle
HazBanus pa3nenoB TuCHUTITAHBI Jlek., q P (6e3 PMHPY
3aH.,4 | pad., d KOMITIETEHIIUH
9K3aMeH
a)
6 cemecTp
1 TIpenmer, conepxanue u 3a1a4u Kypca. Jlo- 4 0 14 18 TIK-12, ITK-13
KYMEHTOOOOPOT M JIEJIOPOU3BOJCTBO B MPO-
(heccOHANTbHOM ACATEIHHOCTH
2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 4 0 2 6 [K-12, ITK-13
MEHTAIIMOHHOTO 00ECIICUeHUs YIIPaBIICHH
3 Ilonsitue nokymenra. CBOMCTBa JOKYMEHTA. 10 8 14 32 TIK-12, TIK-13

CornacoeaHa Ha noptane N2 42649




Knaccudukanus nokymenta. CTpykrypa a0-
KymeHTa. TpeboBaHus K 0pOpPMIICHHUIO JOKY-
MEHTOB

4 Cucremsbl 1okyMeHTOB. CocTaBiieHUE U 8 24 18 50 [K-12, TIK-13
oopMIIeHHE YIIPaBICHYSCKUX U KaJPOBBIX
JIOKYMEHTOB

5 Opranu3zanus paboThl C TOKyMEHTaMU 2 0 2 4 [K-12, I1IK-13

6 dopmupoBaHUe U TEKYIIEe XpaHEHUE JOKY- 2 2 6 10 [IK-12, TIK-13
MeHTOB. [ToAroToBKa JOKYMEHTOB K Mepeaaue
B apXHB

7 DNEeKTPOHHBIN TOKYyMEHTOOOOPOT, KITFoUe- 6 2 16 24 [K-12, TIK-13
BBIC TIOHSTHSI, OCHOBHBIC KOHIICTIIIUU

Hroro 3a cemectp 36 36 72 144

Hroro 36 36 72 144

5.2. Conep:xanue pa3aesioB AMCUMILIMHBI (110 JeKIHSAM)
ConeprkaHue pa3iesoB TUCIUILINH (TI0 JIEKIMSAM) IPUBEACHO B Tabmuiie 5.2.
Tabmuma 5.2 — Coneprkanue paseioB JUCIUILIAH (TI0 JISKIIHSIM)

Cogepxanue pasneiaoB JUCHUIUIMHEL (Mo | TpynoemMkocth, | DopMupyeMeie
HaszBanus paznenos AP pasit AHen ( Py ’ PMHIDY

JICKITUSIM ) q KOMITETEHIINH
6 cemecTp
1 Ilpenmer, [TonsTHe, 1IN U 33141 U3y4aeMOW TUCIIH- 4 I1IK-12, IIK-13
COJIep>KaHMe U 3a7]auu | IUIMHBI. Pa3BUTHE U CTAaHOBIIEHUE JI€J10-
Kypca. npousBojcTBa B Poccun. Opranuzanus ne-

JIoKyMeHTOOOOpOT M | JIOIPOU3BO/ICTBA HA MPEANPUATUAX. 3HaUe-
JICJIONPOU3BOJICTBO B |HUE U MECTO JOKYMEHTOB B CUCTEME YIPaB-

npodeccruoHanbHON JICHUS
JeSITeTbHOCTH Vitoro
2 IIpaBoBbIe U I'ocynapcTBeHHOE peryaupoBaHue, HOpMa- 4 [TK-12, I1K-13

HOPMAaTUBHBIEC OCHOBBI | THBHO-IIPABOBAasi U METOMYECKAsi OCHOBA
JOKYMEHTAIIMOHHOTO | IOKYMEHTAIlMOHHOTO O0ECTICUeHUs! yIIpaBJie-
obecneyeHus Hus. CyIIHOCTh, HaNPaBJIEHUS U BUJIBI TOCY-
YIpPaBJICHU JTAPCTBEHHOTO PEryIUPOBAHUS IOKYMEHTA-
IIMOHHOTO OOCCIICYCHHMS YIIPaBICHUs, Ha3HA-
YeHHE, 0COOCHHOCTH ¥ COOTHOIIICHUE HOP-
MaTHUBHO-TIPABOBOT'O U METOJIMYECKOTO pery-
nupoBanusi. COCTaB U CTPYKTypa HOPMaTHB-
HOM, TPAaBOBOW U METOJIUYECKON OCHOBBI J10-
KYMEHTAIIHOHHOTO 00eCIIeUeHHs yIpaBJie-
HUS, HAITMOHAIBHBIX U JIOKAJILHBIX HOpMa-
TUBHO-METOIMYCCKUX JOKYMEHTOB. YHUDU-
Kalysl ¥ CTaHIapTU3AIIHSL.

Hroro 4

3 Ilonsatue nokymenra. | TpeboBanus k 6aHKaM JOKyMeHTOB. [lopsi- 8 ITK-12, I1K-13
CBoiicTBa TOKyMEHTA. |JIOK pa3pabotku 6mankoB. Obmue TpedboBa-
Knaccudukarus HUS K JOKYMEHTaM, U3rOTOBJISIEMBIM € TIOMO-
nokymeHTa. CTpyKTypa | b0 TEXHHUECKUX cpeacTB. OCoOOCHHOCTH
JOKYMEHTA. oopMIIeHUs OTAENIbHBIX PEKBU3HUTOB.
T BaHUS K

pebosa OcHOBHBIE HOPMBI U TpaBUiIa 0HOPMIICHHUS 2
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0 OpMIIEHHUIO
JIOKYMEHTOB

paboT, BHITIOMHSAEMBIX CTYJICHTAMH B IPOILIeC-
ce o0ydeHwsl, ¢ yueToM TpeOoBaHmii 00pa3o-
BarenbHOro cranaapta Byza OC TYCVYP 02-
2013 (CTO 02069326.1.02-2013) - PaboTs!
CTy/IeHYECKHE TI0 HANPaBICHUIM MOATOTOB-
KH Y CTICTIHAILHOCTSIM TYMaHUTaPHOTO TIPO-
bus

Hrtoro

4 Cucrembl
JIOKYMEHTOB.
CocTaBieHue 1
odopmiieHue
yIpaBIeHYCCKUX U
KaJIPOBBIX JOKYMEHTOB

[TpaBuna opopmieHus JOKYMEHTOB, COCTaB
Y Ha3HaueHUe peKBU3UTOB. POk 1 BUIBI
yIpaBiIeHUYECKUX JOoKyMeHTOB.CocTas, pac-
MOJIOKEHHE U IIpaBHiia 0POPMIIEHUS! PEKBU-
3UTOB OTAEJBHBIX BUJOB OPraHU3allMOHHO-
MIPABOBBIX, PACTIOPSIUTENBHBIX U HHPOpMa-
LIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.3HaUE€HNE
KaJpOBbIX JOKyMEHTOB. COoCTaB M BU/BI J10-
KYMEHTALIUHU 10 JTUYHOMY cocTaBy. [IpaBuia
WX COCTaBJICHHS. YHUPUIIUPOBaHHBIC (op-
MbI JoKyMeHTOB. [Ipuka3. Odopmienue
npuema Ha paborty. [lepeBoa Ha apyryio pa-
6oty. [IpenocraBienue oTmycka. YBojibHe-
Hue ¢ paboThl. JInyHoe 3asBieHue. Xapakre-
puctuka. CoCTaBHBIE YAaCTH XapaKTEPUCTH-
KU, IpaBuiia opopmieHus

Hroro

[TK-12, ITK-13

5 Opranusanus padoThl
C JOKYMEHTaMH

[ToHsITHE «TIOKYMEHTOOOOPOT» U €r0 Pa3BH-
tre. OCHOBHBIE MIPAaBUJIa OPTAaHU3AIUH JOKY-
MEHTO000O0pOTa B opranu3aruu . Cxema JIBH-
YKEHUSI © TEXHOJIOTHS 00paObOTKU JOKYMEH-
TOB. [ToHATHE TOKYMEHTOTIOTOKA, €T0 CTPYK-
Typa, OKa3aTeau OIEHKU JOKYMEHTOIMOTO-
ka. JKu3HeHHbIN UK 1oKyMeHTa. KoHTposib
WCIIOJIHEHUSI IOKYMEHTOB.

Hroro

[TK-12, ITK-13

6 ®opmupoBaHue U
TEKyIIee XpaHEHUE
JIOKYMEHTOB.
ITogrororka
JIOKYMEHTOB K
repeaaye B apXuB

Howmenknatypa nen. [lopsiaok cocraBienus
Y YTBEPKJICHUS HOMEHKJIATYyphlI Jie]. Ycra-
HOBJICHHE CPOKOB XpaHeHus fen. Dopmupo-
BaHue 1 oopmieHue aen. OpraHuzanus
OTICPATUBHOTO XPAHECHHS JIeJl. DKCIIepTU3a
[EHHOCTH JOKYyMeHTOB. OdopMiieHHe Jell.
[Topsimok mepenayn JOKYMEHTOB Ha XpaHe-
HUE B apXMUB.

Hroro

IIK-12, TIK-13

7 DneKTpOHHBIN
JOKyMEHTO00O0POT,
KJIFOYCBBIC ITIOHATHUA,
OCHOBHBIE KOHIICIIIINT

OCHOBHBIE 33]1a41 OpraHU3aIuH JIEK-
TPOHHOTO TIOKyMeHT00O0poTa. CucCTeMbl
AJIEKTPOHHOTO J0KyMeHTooO0opoTa CIO/I.
OTansl pa3BUTHS, Ki1acchl, Ha3HadyeHue COJI.
OCHOBHBIE CBOICTBA CUCTEM IIEKTPOHHOTO
nokymMeHToo0opoTa. OcHoBHBIE TUTIEI CO/I,
Oco6ennoctu opranmuzaiuu CIJ1. CucreMbl
3JIEKTPOHHOTO IOKYMEHTO000pOTa, TIpeI-

[TK-12, T1K-13
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cTtaBieHHBIC B Poccun.

Hroro 6

Hroro 3a cemectp 36

5.3. Pa3esbl AMCUMINIMHBI M MEKIMCUMIVINHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITyLIUMHU)
1 o0ecrieynBaeMbIMHU (IOC/TEAYIOIMMH) THCHUIIHHAMHA
Paznenbl qUCHUIIIMHBL U MEXIUCUUIUIMHAPHBIE CBSI3M C 00€CTIeYMBAIOIIMMHU (MIPEIbIAYIIUMU) U
o0ecrieyrBaeMbIMH (TIOCIIEAYIOIIMMHI) TUCIMIUTMHAMU MIPE/ICTaBlIeHbI B Tabmuie 5.3.
Tabmua 5.3 — Pa3aens! AUCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

Ne pa3zenoB naHHON TUCHUIIIMHBI, A1 KOTOPBIX HEOOXOIUMO
HayMeHOBaHME TUCLUTLIHH U3y4yeHue 00eCIeunBaOIINX U 00ECIICUNBAEMbBIX AUCIUILINH

1 2 3 4 5 6 7

[IpenmecTByronme qUCUUILIMHBI

1 TlpakTuka 1o moJy4YeHUIo MepBUY-
HBIX TTPO(ECCHOHATBHBIX YMEHUH U + + + + +
HaBBIKOB

2 TlpakTHKa 1o moxy4eHuto npodec-
CHOHAJIBHBIX YMEHHU U OIIBITA IPO- + + +
(heccruoHaNbHOI 1eATENbHOCTH

3 PernmameHTanus 1 HOPMUPOBaHUE
Tpyna

+ + - +

[Tocnenyromue TUCIUITITUHBI

1 3amuTa BBITYCKHOW KBanupuka-
IIMOHHOM paboThl, BKJIIOYAs MOJr0-

+ + + + + +
TOBKY K IIPOLEAYPE 3aIIUTEI U IIPO-
HEeAypY 3aIIUThI
2 VmpaBlieHHU€e NepcoHaIOM OpraHu- N N N N N N
3a1uu
3 YupaBneHue pecypcamu + + + + +

5.4. CooTBeTcTBHE KOMIIETEHINI, (POPMHUPYEMBIX PH U3YYCHUHU AUCUMILIMHBI, M BU/10B 3aHATHI
CootBeTcTBHE KOMIETEHUUH, (HOPMUPYEMBIX MpPHU H3YyYEHUH AMCLUMIUIMHBI, U BHUJIOB 3aHATUN
npezcTaBiIeHo B Tabmuie 5.4.
Tabmuua 5.4 — CooTBeTCTBUE KOMIIETEHIIUH, (POPMUPYEMBIX MTPU U3YYEHUHN JUCIUIUINHBL, U BUIOB 3aHS -
TUI

Komnerenuu Buns! 3ausTuit

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

TIK-12 + + + Ox3ameH, Onpoc Ha 3aHATHSIX,
BricTyruienue (10knaa) Ha 3aHS-
iy, Tect, OTUET MO NpaKTHYE-
CKOMY 3aHSTHIO

I1K-13 + + + Dx3ameH, Onpoc Ha 3aHITHUSX,
BeicTynuienue (10knan) Ha 3aHs-
tau, Tect, OTYeT 1O MpaKkTUYe-
CKOMY 3aHSITHIO

6. UnTepakTUBHBbIE MeTOABI M (GOPMBI OPraHN3aLMU 00yYeHH s
He npenycmorpeno PVYII.
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7. JIaGopaTtopHbie padoThI

He npenycmotrpeno PVYII.

8. IIpakTHyeckue 3aHATUSA (CEMUHAPDI)
HaumeHoBaHMe NpakTHUECKUX 3aHATUH (CEMUHAPOB) NpuBeneHo B Tabnuue 8.1.
Tabmuua 8.1 — HaumeHoBaHME NPAaKTUYECKUX 3aHATUHN (CEMHUHAPOB)

JOKYMEHTO000pOT,
KJIOYEBBIE TIOHATHUS,
OCHOBHbBIE KOHIICTILIUU

JIOoKyMeHTooOopoTa. TpeGoBaHMs K cHCTe-
MaM. DTalbl BI)I60pa CHUCTEMBI aBTOMAaTH3a-
UK. DTanbl BHEIPEHUS CUCTEMbI aBTOMAaTH-
3aluu. CucreMbl aBTOMATU3aluu JOKYMCHTO-
notoka. CUCTEMBI AJIEKTPOHHOT'O IOKYMEH-
T0000poTa. OCHOBHBIE TEXHOJIIOTUH PAOOTHI C
JokyMeHTaMu. OCHOBHBIE CBOMCTBA CUCTEMBbI

HaunmenoBanue npaktuueckux 3aHatuii | Tpynoemkocts, | @PopMupyemMblie
Ha3zBanus paznenos
(cemuHapoB) q KOMITETEHITUU
6 cemecTp
3 Ilonsarue noxkymenTta. | TpeboBanus k 6iaHkaMm 1okymeHTOB. [loaro- 4 [K-12, TIK-13
CBoiicTBa IOKYMEHTa. |TOBKa K COCTAaBJICHUIO TOKYMEHTOB. CXeMbl
Knaccudukanus pacnosioxeHus JokyMmeHToB. CocTaBieHue
nokymeHTa. CTpykTypa | hopMyssipoB JoKyMeHTOB. OOmuii O1aHK.
JIOKYMEHTA. brnank KoHKpeTHOTO BUJa JOKyMeHTa. briank
TpeboBanus MUChMa.
MJICHU
o(opmerio OO6mme TpeboBaHus K 0(hOPMIICHHUIO TEKCTa 4
OKYMEHTOB
JIOKYM ordyeta. OopmieHe TUTYIBHOTO JIUCTA, PU-
CYHKOB, Ta0JIUII, CIIUCKA UCIIOJIb3YEMbIX HC-
TOYHHKOB
Hroro 8
4 Cuctembl [IpaBuiia coctaBnenust U opopmIIeHHs opra- 8 [TK-12, I1K-13
JIOKYMEHTOB. HU3ALMOHHO-PACTIOPATUTENBHBIX JOKYMEH-
CocraBnenue u TOB (yCTaB, MOJOKEHUE, IITATHOE paCIHCa-
odopmiieHue HUE, UHCTPYKIIUS, IPUKA3, PACIOPSKEHHE,
YIPABICHUYCCKUX U pelieHre, IPOTOKO, TOCTAaHOBJICHHUE)
KaJpOBBIX IOKYMCHTOB | 1154 p01a cocTaBienns i 0OpMICHHS HH- 8
(hopMaIMOHHO-CIIPAaBOYHBIX JIOKYMEHTOB (JIe-
JI0OBOE€ MUCHMO, AOKIAJAHAS U CIy)KeOHas 3a-
MUCKH, aKT, CIIPaBKa, v JIp. )
[TpaBuia coctaBneHus u 0hOpMIICHUS KaJipo- 8
BOIl IOKyMEHTAallUU (3asBJICHUE, XapaKTepu-
CTHKa, aBToOMOrpadus, pe3oMe, MpUKa3bl IO
JUYHOMY COCTaBY, TPYAOBOM TOTOBOP
(KOHTpPAKT 0 Ha3HAUYEHUH Ha JOJKHOCTD),
JUYHAs KapTouka paboTHHKa, Tabenb yyeTa
pabodero BpeMeHH U Jp. )
Hroro 24
6 dopmupoBanue u Homenknatypa nen. Buibl HOMEHKIATYpBI. 2 [K-12, TIK-13
TEKylIee XpaHEHUE dopmupoBanue aen. Opranuzainus XpaHeHus
JIOKYMEHTOB. JIOKYMEHTOB Ha npeanpustun. [logroroBka
[ToaroroBka JIOKyMEHTOB K CJlauye B apXUB.
JIOKYMEHTOB K Vitoro 7
nepeaayde B apXuB
7 DNEeKTPOHHBIN [Toaxompl K CO3AAHUIO CUCTEM BJIEKTPOHHOTO 2 I1K-12, IIK-13
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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- 12 IIK-12, IIK-13 | 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
HoxymerT0060po [TpopaboTka JTeKIHOHHO- 2 , Tect, Dxsame
u
ro Marepuana
JIEJIONPOU3BOACTBO
B Uroro 14
npodeccuoHanbHON
NeSITeIbHOCTH
2 IlpaBoBsbI€ U [TpopaboTka JTeKIMOHHO- 2 [K-12, TIK-13 | Omnpoc Ha 3aHATHUSAX,
HOpPMAaTUBHBIE ro Marepuana Tect, Dx3amen
OCHOBBI Virtoro 2
JTIOKYMEHTAI[HOHHOT
0 obecrieyeHus
yIpaBiIeHH
3 [lonsTue IToaroroBka K nmpaxkTuye- 12 ITIK-12, IIK-13 |Omnpoc Ha 3aHATHSIX,
JOKYMEHTA. CKUM 3aHATHUSM, CEMHHA- OTuer 1o npaxkTuye-
CaoiicTBa pam CKOMY 3aHSTHIO,
I,Z[{OKYMCHTa. TIpopaBoTKa MEKIHORHO- 9 TecT, Dx3ameH
naccuuKanms
accugukan ro Marepuana
JOKYMEHTA.
CTPYKTYP a Htoro 14
JOKYMEHTA.
TpeboBanus k
0OpMIICHHUIO
JIOKYMEHTOB
4 Cuctemsl IToaroroBka K nmpaxkTuye- 4 ITIK-12, IIK-13 | BeicTynnenue
JIOKYMEHTOB. CKHM 3aHSITHUSIM, CEMHAHA- (moksan) Ha 3aHs-
CocraBnenue u pam tuu, Onpoc Ha 3aHs-
MJICHH thsx, OT4eT I
oopmrenne CamocTosTenbHOe n3yde- 12 , OTHeT 110
TIPABJICHYECKUX U MPAKTHYECKOMY 3a-
YHpaBJICHICC HUE TeM (BOTPOCOB) TE€O- p ;C 0 9y 3
KaJIPOBBIX peTHUECKOH JaCTH Kypca usatuto, Tect, Dk3a-
JIOKYMEHTOB MEH
[TpopaboTKa JEeKITMOHHO- 2
ro Marepuana
Uroro 18
5 Opranuzanus [TpopaboTka IeKInOHHO- 2 [IK-12, TIK-13 | Onpoc Ha 3aHATHUSAX,

paboThI C

ro MaTepuaa

Tect, Jx3ameH
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JIOKyMEHTaMH1 Utoro
6 ®opmupoBanue u | [loaroroBka k mpaxTuue- ITIK-12, IIK-13 |Omnpoc Ha 3aHATHSIX,
TEKyIllee XpaHEHHE | CKUM 3aHSITHUSIM, CEMUHA- OTuer 1o npaxkTuye-
JIOKYMEHTOB. pam CKOMY 3aHSTHIO,
IToaroroBska TIpopaBoTKa MEKIHOHRHO- 9 TecTt, Ox3aMeH
KYMEHTOB K

JIOKYMCHTO ro Marepuana
nepeaye B apxuB

Hroro
7 DNEKTPOHHBIN [ToaroroBka k mpakTuye- [IK-12, [IK-13 |BeicTymiieHue
JIOKYMEHTOOOOPOT, |CKHM 3aHATHUSIM, CEMUHA- (moksan) Ha 3aHs-
KJTIOUEBBIE TIOHSATHS, | paM i, Onpoc Ha 3aHs-

HOBHBI Ttusx, OT4eT i

OCHOBHBIC CamocTosATenpHoe u3yde- 12 » OTder o
KOHLICTIIIUU He TeM (BONPOCOB) TEO- HpaKTI/IIITeCKOI\g/ 3a-

PETUYECKOI YacTh Kypca HATHIO, TecT, JK3a-

MeH

[TpopaboTka neKInOHHO- 2

ro Marepuana

Hroro 16
Hroro 3a cemectp 72

ITonroroBka u cnava sk- 36 DK3ameH

3aMeHa
Hroro 108

10. KypcoBoii npoekTt / KypcoBasi padota
He npenycmotrpeno PVYII.

11. PeiiTuHroBas cucremMa JJisi OllEHKH YCIIeBAeMOCTH 00yYAI0IIHXCS

11.1. banabHbIe OLIEHKH AJIs1 3JIEMEHTOB KOHTPOJIA
Tabmuma 11.1 — bayuibHBIC OIIEHKH ISl 2JIEMEHTOB KOHTPOJIS

. . MakcumanbHbIN
. MakcumanbHBIN MakcumanbHBIN
DeMeHTHl yueOHOM 0aJut 3a nepuos Bcero 3a
6amt Ha 1-yto KT ¢ | ©Oamnn 3a nepuon
NEeATENbHOCTH mexay 2KT u Ha ceMecTp
Havana ceMectpa | Mexay 1KT u 2KT
KOHEIl ceMecTpa
6 cemecTp
Brictyruienne (oxnam) Ha 3 3 4 10
3aHATUU
Omnpoc Ha 3aHATHAX 5 5 15
OT4er 1o NpaKkTUIECKOMY 10 10 10 30
3aHATHIO
Tect 5 5 5 15
Htoro makcumyM 3a nepu- 23 23 24 70
on
OK3aMeH 30
Hapacraromum utorom 23 46 70 100
11.2. IlepecyeT 62J1710B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKHU
[TepecueT OamIoB B OLIEHKH 32 KOHTPOJIbHBIC TOUKH MIPEICTaBICH B Tadmuie 11.2.
Tabmuma 11.2 — Ilepecuer 6aJU10B B OIICHKH 32 KOHTPOJIbHBIE TOYKH
bannbl Ha 1aTy KOHTPOIBHON TOUKH Ornenka
10
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> 90% ot MakcuManbHON cyMMBbI OamioB Ha gaty KT

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

Ot 60% 10 69% OoT MakcMMaIbHOM cyMMbl OaisioB Ha naty KT

N | W | &~ W

< 60% oT MakcuMaabHOU cyMMbI OauioB Ha naty KT

11.3. Ilepecyet cyMMbI 02/1710B B TPAAULMOHHYIO M MEKTYHAPOIHYIO OLEHKY
[lepecuer cymMMBl 0aJIOB B TPaIUIMOHHYIO M MEXIYHAPOAHYIO OLIEHKY TPEACTaBICH B TaOmuIle
11.3.

Tabmuua 11.3 — [lepecueT cymmbl OalIOB B TPAAUIIMOHHYIO M MEXKAYHAPOAHYIO OLIEHKY

HtoroBas cymma Oaos,

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

9K3aMEH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (oTIInYHO)
85 -89 B (ouens xoporiio)

4 (xopo11o) (3a4TeHO) 75 - 84 C (xoporo)
0-74 D (ynoBnerBoputeabHO)
65 - 69

3 (yZIOBJIETBOPUTEIHHO) (3aYTEHO) 60 - 64 E (nocpercraenio)
2 (HeyROBICTBOPHTENSHO) (HE Hwxe 60 6ayioB F (HeynoBneTBOPUTENIBHO)

3a4TEHO)

12. YueOHO-MeTOAMYecKOe U MHGOPMAIMOHHOE 00ecTieyeHue TUCIHIIIMHBI

12.1. OcHoBHas JUTEpaTypa

1. JIoKyMEHTHUpOBaHWE YIPABICHUYECKOW JEATEIBHOCTH [DIEKTpOHHBIN pecypc]: yueO.
nocobwue / A.A. Pazgopoxkusiit. — M. MHOPA-M, 2017. — 304 c. — (Bsicmee obpa3oBanne bakanaBpu-
at). - Pexxum nocryna: http://znanium.com/catalog/product/854774 (nara oopamenus: 11.08.2018).

2. Joponwuna, JI. A. Opranu3aius ¥ TEXHOJOTHS JTOKYMEHTAIIMOHHOTO OOECIICUCHUS yIpaBiie-
HUS [ DIEKTPOHHBIN pecypc]: y4eOHUK U MPaKTUKYM ISl akajeMudeckoro Oakanaspuata / JI. A. JlopoHu-
Ha, B. C. UputukoBa. — M. M3narensctBo FOpaiit, 2018. — 233 ¢. — (Cepus bakanaBp. Axagemuye-
ckuii kypc). — ISBN 978-5-534-04568-0. - Pexxum nocryna: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (ngara oopamenus: 11.08.2018).

3. DNeKTpOHHBIN TOKyMEHTOOOOPOT U obecrneueHre 0e30MacHOCTH CTaHIAPTHBIMHU CPEACTBAMU
windows [DnexTpoHHBIN pecypc]: yueoHoe mocobue / JL.M. EpnokumoBa, B.B. Kopsokun, A.H. ITbuis-
kuH, O.I. IlIBeukoBa. - M. KVYPC, 2018. - 296 c¢. - Pexum  pgocryna:
http://znanium.com/catalog/product/939786 (nara o6pamenus: 11.08.2018).

4. Hammonaneheiit ctaggapt PO 'OCT P 7.0.97-2016 "Cuctema ctanaapToB 1o nHpopmalmu,
OMOIMOTEYHOMY M M3JaTeNbCcKOMY Aeny. OpraHu3aloHHO-pacIoPsAUTENbHAS TOKyMeHTanus. TpeboBa-
HUSL K 0pOPMIIEHHUIO JOKYMEHTOB" (yTB. mpukazoM denepasbHOro areHTCTBa M0 TEXHUYECKOMY peryiiu-
poBanuto U MeTposiorun oT 8 mekadbpst 2016 r. N 2004-ct) [DnekTpoHHBIN pecypc]: - Pexxum moctyna:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (nara obpamenus: 11.08.2018).

5. Kysnenos, U. H. JlokymeHTalmoHHOE 0OECTIeUeHUE YIPABICHHS MIEPCOHATIOM [ DIEKTPOHHBIN
pecypc]: y4eOHMK U PaKTUKYM I pukiaaHoro Oakanaspuara / 1. H. Ky3nenoB. — M. M3znatenbcTBo
FOpaiir, 2019. — 520 c. — (Cepus bakanasp. [Ipuknagnoit kypc). — ISBN 978-5-9916-4000-8. - Pexxum

JIOCTYyTIA: https://biblio-online.ru/book/94A27CF0-A144-45FB-AC69-
1E2AE0B0861D/dokumentacionnoe-obespechenie-upravleniya-personalom (mara oOparteHus:
11.08.2018).

12.2. lonotHUTEILHAS JTATEPATYpPa
1. OoOpa3zoBarenbnbiii cranaapT Byza OC TYCVYP 02-2013. PaGotsl cTyneHUYeCKHE IO HaIpaBiie-
HUSIM TIOATOTOBKU U CHELMAIBLHOCTAM I'yMaHuTapHoro npoguis. O6mue TpedoBaHus U npaBuia ohopm-
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JeHus [DnekTpoHHBIH pecypc]: - Pexum nocryma: https://regulations.tusur.ru/documents/71 (mata 06-
pamenus: 11.08.2018).

2. TOCT P 7.0.8-2013. Cuctema cTanIapToB 1o HHGOpMaIul, ONOIMOTEYHOMY U U3JAaTEIbCKO-
My zeiny. JJenonpon3BoICTBO U apXUBHOE J1€J10. TepMUHBI U OnpeAesieHus [ DIeKTpOHHbIN pecypc]: - Pe-
*uM noctyna: http:// www.edou.ru/enc/docs/detail.php?ID=27653 (nata obpamenus: 11.08.2018).

3. JlemompousBoactBo [DnekTpoHHBIN pecypc]: Yuebnoe mocodbue / JI. U. KazakeBuu - 2018.
132 c. - Pexxum nocryna: https://edu.tusur.ru/publications/7542 (nara o6pamenus: 11.08.2018).

4. TOCT P 6.30-2003. YHUOUIINPOBAHHBIE CUCTEMbI JOKYMEHTALIMU. YHU®DU-
[ITUPOBAHHASI CUCTEMA OPTAHU3ALIMOHHO-PACHOPSAIUTEIIBHON JTOKYMEHTALIU.
TPEBOBAHUA K O®OPMIJIEHMIO JOKYMEHTOB [DnektponHsiii pecypc]: - Pexum goctymna:
http://www.edou.ru/enc/docs/detail.php?ID=2494 (nara obpamenus: 11.08.2018).

12.3. YueOHO-MeTOAHYECKHE MTOCOOUS

12.3.1. Obs3aTe/ibHbIE Y4eOHO-METOAMYEeCKHE MOCOOUs

1. OOmwmii 1 PIEKTPOHHBIN TOKYMEHTOOOOPOT [DNEKTPOHHBIN pecypc]: MeToaudeckoe mocodue
10 JTa0OPATOPHBIM 3aHATUSAM M CAaMOCTOATENILHOU paboTe st cryaenToB HampasiaeHuit 080200.62 «Me-
HepkmenT», 080100.62 «Oxonomuka» / XK. H. AxcenoBa - 2014. 40 c. - Pexwmm npocryna:
https://edu.tusur.ru/publications/4874 (nara obpamenus: 11.08.2018).

2. OCHOBBI JIETONPOU3BOJICTBA [DIEKTPOHHBIA pecypc]: MeTonuueckue yka3aHus K IpakThye-
CKUM 3aHATHSM U OpraHu3anuu camoctostensHor padotsl / E. K. Manaxosckas, A. A. Cugopos - 2018.
28 ¢. - Pexxum nocrtyma: https://edu.tusur.ru/publications/8165 (mata o6pamenwus: 11.08.2018).

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

Y4eOHO-MeTOIMUEeCKUE MaTepHalibl Il CAMOCTOSTENIbHOM M ayAUTOPHOM paboThl 00ydaromuxcs
U3 YUCIIa JIUI] C OrPAaHMYEHHBIMH BO3MOKHOCTSIMU 3710POBbSI U MHBAJIHMJIOB MPEIOCTABISIOTCA B (popMax,
aJaNTHPOBAHHBIX K OTPAHUYEHUSIM UX 3/I0POBbS U BOCTIPUATHUS UHPOPMAITIH.

JL1s1 i1 ¢ HApyIIeHUSIMM 3PeHust:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOM (hopMe yBETNUEHHBIM HIPUPTOM.

JI1s1 JIMI ¢ HApyIIeHUsIMHM CJIyXa:

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- B Ie4aTHOU opme.

JL1s1 JIM1 ¢ HApYLIEeHUSIMH OIIOPHO-ABUTIATeJILHOIO aNapara:

- B (hOpMe 3NIEKTPOHHOI'O IOKYMEHTA;

- B IIe4aTHOU hopme.

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

1. eLIBRARY.RU - Kpynueimmii poccuiickuii HHPOPMAIMOHHBIA MOpTan B OOJACTH HAyKH,
TEXHOJIOTHH, METUIIMHBI U 00pa3oBaHus. Pexxum nocryna: www.elibrary.ru;

2. TAPAHT - Cucrema «I'’APAHT)» npenocrasisieT 10CTYI K QerepaibHOMY U PETHOHAILHOMY
3aKOHO/IaTEIbCTBY, KOMMEHTAPHUAM M Pa3bsICHEHUSM U3 BeAylIux npodeccuoHambHbix CMU, kHuram u
OOHOBJISIEMBIM SHIIMKIIONEINSAM, TUIIOBBIM (OpMaM TOKyMEHTOB, CyAeOHOM MpaKTHKE, MEXAYHAPOIHBIM
JIOTOBOpaM U ApYyroil HopMaTuBHON HHpOpMaun. Pexxum goctyna: www.garant.ru;

3. Koucynerantllntoc - Cucrema «KoncynbranTllntocy — Han€KXHbIM MOMOIIHUK IS MHOTHX
CHENHAINCTOB: IOPUCTOB, OyXTraJTepOB, PYKOBOJIUTENECH OpraHU3alyii, a TaKkKe Ui CIEeHUAINCTOB rocy -
JTAPCTBEHHBIX OPTraHOB, YUYEHBIX U CTYACHTOB. B HeW cOAEpKUTCA OIpOMHBIM MAacCHB IIPaBOBOM M Crpa-
BOuHOM MH(popMarmu. Pexxum nocrymna: www.consultant.ru

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

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

13.1.1. MaTepuaJibHO-TeXHHUYECKOE U IPOrPAMMHOe o0ecrnevyeHue sl JIEKIIMOHHbIX 3aHATHH
Jnst mpoBeneHus 3aHATUM JIEKIMOHHOTO TUIIA, TPYNIIOBBIX U UHANBUYAJIbHBIX KOHCYJbTAIUH, TE-
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KYIIIETO KOHTPOJISI U MIPOMEKYTOYHOU aTTECTAIlMU UCIIONB3YeTCs yueOHas ayTuTOPHUS ¢ KOJTMYECTBOM TIO-
CaJIouHBIX MeCT He MeHee 22-24, 000pyaoBaHHAs TOCKOM M CTaHAApTHOM ydeOHO# mebenbro. Mmerores
JEMOHCTpAIOHHOE 000pyI0BaHNE U YIeOHO-HATTISAHBIE TOCOOUS, 00eCIeYNBAOIINE TEMAaTHUECKHIE HI-
JFOCTPAIIMH 1O JICKIIMOHHBIM pa3/ieiaM JUCIUTUIAHBL.

13.1.2. MaTepuaJbHO-TEXHHUYECKOE H IPOrPaMMHOe o0ecnedyeHne VI NPAKTHYEeCKUX 3aHATHI
Brruncnurenshas nabopatopust / KomnbroTepHbiii Kitace
yueOHasl ayIUTOpusl AJIsl IPOBEICHHs 3aHATUI MPAKTUYECKOrO THIA, yuyeOHast ayIuTOpus AJIs PO -
BE/ICHUS 3aHITHH JIAOOPATOPHOTO THUTIA
634045, Tomckas o6macts, T. Tomck, yn. KpacHoapmeiickas, 1. 146, 505 ayn.
Onucanue UMeroIerocs 000pyI0BaHUs:
- [I1I5BM DX6100M (9 mit.);
- [I5BM INTEL CORE 2 DUO (6 mir.);
- MarHuTHO-MapKepHast 10CKa;
- Kommnekr cneunanuzupoBaHHol yueOHOI me0enu;
- Pabouee mecTo mpermnoaBares.
[IporpamMmMHoOe obecrieueHue:
— 1C:IIpennpusrue 8
- 7-Zip
— FoxitReader
— Google Chrome
— Microsoft Access 2013 Microsoft
— Microsoft Project 2013
— Microsoft Visio 2013
— Microsoft Windows 7 Pro
— Mozilla Firefox
— OpenOftice
— KoncynpranT Ilntoc

Jlaboparopusi TpynmoBOro MpoekTHOro oOyudeHus "JlabopaTopus COIHATbHO-YKOHOMUYECKUX
npoOiem"

yueOHas ayuTOpHsl 7Sl IPOBEACHUSI 3aHATHI MPAKTUYECKOTO TUTIA, ydeOHas ayaAuTOpus Ui PO -
BEJICHHS 3aHITHIA TJaO0OPaTOPHOTO THUIIA

634045, Tomckas obmacts, r. Tomck, yn. KpacHoapmeiickas, 1. 146, 503 ayn.

Onucanue uMeroIerocs 000py10BaHUs:

- [I1IBM KOMIICTAP (12 mr.);

- MarauTHo-MapKkepHas J10CKa;

- Kommnekr cnennanuzupoBanHoi yueOHOI mebenu;

- Pabouee mecto mpemnogaBares.

[TporpamMmMHoOe obecrieueHue:

— 1C:IIpennpustue 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
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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 — 00eCTIeueHe CBOEBPEMEHHOTO U TTPABUIILHOTO CO3/IaHUS IOKYMEHTOB;

d) JlokymMeHTHpOBaHWE — 3aMUCh MH(OPMALMK HAa PA3TUYHBIX HOCHUTENSX MO YCTAaHOBICHHBIM
npaBujIaMm.

2. Jlath onpeaeneHye T0KyMEHTY:

a) JlokymeHT — 9T0 3aduKCcUpOBaHHAs HAa MAaTepUATHLHOM HOCHUTENNEe MH(OpMAIUs C PEKBU3UTAMH,
MO3BOJISIOIIUMU €€ UICHTH(PHUIINPOBATS;
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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. Yro Takoe opunraIbHBINA JOKYyMEHT?

a) O¢dunmansHblii TOKyMEHT — JIOKYMEHT, CO3JIaHHbII OpraHu3anuei, JOHKHOCTHBIM JIMLIOM WIIH
IpaXkJaHUHOM, O(pOPMJICHHBIN B YCTaHOBJICHHOM HOPSIZIKE;

b) OdunmanbHBI JOKYMEHT — JOKYMEHT, MpeIHa3HAYCHHBINA JJIS Tepelaull JpyroMy JHIY IOpHU-
JUYECKUMU WIH (PU3NUECKUMHU JIUIIAMU B YCTAHOBJIEHHOM TOPSIIIKE;

¢) OuuuanbHbI TOKyMEHT — TOKYMEHT, CO3/1aHHBIN, O(OPMIICHHBINH U YIOCTOBEPEHHBIH B ycTa-
HOBJICHHOM IOPSAJIKE JJI1 MHOTOKPAaTHOTO UCIIOIb30BAHMS.

d) Her npaBuibHOTO OTBETA

4. Yto TaKkoe 3NEeKTPOHHBINA JOKYMEHT?

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

b) DIEeKTPOHHBIM JOKYMEHT — 3TO O(QHIMATIBHBIN TOKYMEHT, MPEACTABICHHBIM B 3JEKTPOHHOU
dopme;

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

d) DAeKTpOHHBIH JOKYMEHT — 3TO O(HMUIHMAIBHBIA TOKYMEHT, MPEJCTABICHHBIM B 3JEKTPOHHOU
dopme mocie ero noJNMCaHus JOHKHOCTHBIM JIMIIOM B MOPSJIKE, YCTAHOBJIEHHBIM 3aKOHOJATEIbCTBOM
PO.

5. Yro npencrasisier coboit opopmieHue JOKyMeHTa?

a) OdopmiieHrEe JOKYMEHTA — 3TO MIPOCTABJICHUE HA JIOKyMEHTE HEOOXOIMMBIX PEKBU3UTOB;

b) OdopmieHnne JOKyMEHTa — 3TO COTIIACOBAaHUE TOKYMEHTA, MOMCaHNEe JOKYMEHTA,

¢) OdopmiieHre AOKyMEHTa — 3TO MPOCTABICHHE PEKBH3UTOB JUISI OPraHU3AIMN ONEPaTUBHOTO
IIOMCKA JOKYMEHTOB;

d) Het nmpaBunbpHOTO OTBETA.

6. Uto npencrasisier coO0i cucTeMa JOKyMEHTAINH ?

a) Ilox cucremoii TOKyMEHTAIMi IOHUMAETCS] COBOKYITHOCTh JJOKYMEHTOB, ITPEIHA3HAYEHHBIX AJIs
o0ecrieueHNsl U peryaupoBaHus AEATEIbHOCTH OPraHOB BJIACTH, YUPEXKACHUH, NPEANPUATUI U OpraHu3a-
LM

b) Cuctema NOKyMEHTAIMM MPEACTABISAET OO0 COBOKYIMHOCTh TOKYMEHTOB, B3aMMOCBSI3aHHBIX
1O MpHU3HAKAM IMPOUCXOKICHUS, Ha3HAYCHUsS, BUAA, CPEpbl NEATENbHOCTH, CIUHBIX TPeOOBAHUH K UX
0hOpMIICHHIO;

¢) Cucrema JOKyMEHTAIMH MPEICTABIISET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JTOKyMEHTOB, B KO-
TOPBIX IOCJIEA0BATEIILHO OTPAXKAETCS AEATENBHOCTD OTPACIIH TOCYNAPCTBEHHOTO YIIPABJICHNUS;

d) Cuctema HOKyMEHTAIMK MPEACTaBIsIET COOOW COBOKYIMHOCTh JOKYMEHTOB, B3aHMOCBSI3aHHBIX
10 IPU3HAKaM Ha3HA4YeHus, chepsl AeATENbHOCTH U €UHBIX TPeOOBaHUM K X 0(OPMIICHHIO.

7. KakoBbI ATarbl NOATOTOBKU PaCOpAIUTEILHOTO TOKyMEHTa?

a) OTo corlacoBaHHE JOKYMEHTA, IOMUCAHUE TOKYMEHTA;

b) DT0 U3ydyeHHe ynpaBIeHYECKOro BOMPOCa, MOJrOTOBKA MPOEKTA PACIIOPIIUTEILHOTO JOKYMEH -
Ta, COINIACOBAHUE NOKYMEHTA, NOAIMCAHUE JOKYMEHTA;

¢) OTO M3y4eHHE YIPaBJIEHYECKOIO BOIpPOCA U MOATOTOBKA MPOEKTAa PacHOPSAUTEIBHOIO JIOKY-
MEHTAa;

d) Dro m3ydyeHue ympaBIEHYECKOro BOIpOca, CQephl AEATENHHOCTH, €IWHBIX TpeOOBaHHM K
0(OPMIIEHHUIO U MOATOTOBKA IPOEKTA PACHIOPSIAUTEIIBHOTO TOKYMEHTA.

8. Kak Benercs Hymepalus IpUKa3oB 110 OCHOBHOM JESATEIBHOCTH?

a) I1o nmopsiiky ¢ MOMEHTa CO3JaHHs OpraHU3aLUH, HO OTAEIBHO OT MPUKA30B 10 JUYHOMY COCTa-
BY,

b) B npeaenax mecsina, HO OTAENIBHO OT IPUKA30B 10 JIUYHOMY COCTaBY;

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

d) [Moapsn B mpenenax ¢UHAHCOBOTO Tr0/ia, HO OTAEIBHO OT MPUKA30B 10 JTUIHOMY COCTABY.
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9. Kak ocymiecTBisieTcs cornacoBaHue JOKyMeHTa?

a) CornacoBaHue OCYIIECTBIIECTCS TyTeM BU3HUPOBAHUS WM MPOCTaBICHUs rpuda corinacoBaHus;

b) IIpoBonuTCs OLEHKA NMPOEKTa O(QUIIMATBFHOTO JOKYMEHTA 3aWHTEPECOBAHHBIMU OpTraHU3aIU -
MU, JTOJKHOCTHBIMH JIMIIAMU, CIICUATHCTAMU. ;

¢) [ToaHOCTBIO MOTOTOBICHHBIE MTPOEKTHI TOKYMEHTOB MPEICTABISAIOTCS Ha COTJIACOBAHHE JIOJIK-
HOCTHBIMHU JIMLIAMU, CIICIUATUCTAMU;

d) JIokyMeHTBI BCTYNAlOT B CHJIy C MOMEHTA MX COIJIACOBAHMS M JOBEICHUS 10 CBEICHUS MCIOJ-
HUTEJIS.

10 . 13 xkakux ABYX YacTell COCTOUT TEKCT TOKYMEHTOB?

a) BBogHO# 1 KOHCTaTUPYIONICH;

b) BBoaHOI 1 OCHOBHOIA;

¢) OCHOBHOW ¥ pacropsIAUTEITLHOM;

d) Koncrarupyromieit 1 pacnopsaAuTeIbHOM.

11. Kakoi TOKYMEHT COCTaBIISI€TCSI KOMUCCUEH MPU BBIACICHUN JOKYMEHTOB K YHUYTOKEHUIO?

a) AKT;

b) Crpagka,;

¢) JloknaaHas 3amucka;

d) OOBsicHUTEIbHAS 3aIHCKA.

12. Ha xakoM TOKyMEHTE HE yKa3bIBA€TCsl HA3BAaHUE BU/IA JJOKYMEHTA?

a) Ha Grnanke npukasa He yka3bIBaeTCsl Ha3BaHHUE BHUJIa JOKYMEHTA,

b) Ha Gnanke npoTokoia He yKa3bIBaeTCsl Ha3BaHKUE BU/IA JOKYMEHTA,

¢) Ha 6nanke odpuimaasHOTO MUChMa HE YKa3bIBAETCs Ha3BaHUE BUJIA JOKYMEHTA,

d) Ha Gnanke pemieHus He yKa3bIBaeTCsl Ha3BaHHUE BU/1A JOKYMEHTA,

13. Ha 6mankax JOKYMEHTOB HErOCYIapCTBEHHBIX CTPYKTYP MPOCTABIISACTCS:

a) l'ocynapcrBennslii rep6 PO;

b) I'ep6 cyonekTa PD;

¢) smOieMa OpraHu3aly Wik TOBAPHBINA 3HAK;

d) ToBapHBIii 3HAK.

14. K oprann3aniuoHHBIM JJOKYMEHTaM OTHOCSIT:

a) MOJIOKEHUE, YCTaB, MPUKa3, CTPYKTypHAas U IITaTHAs YUCIEHHOCTb, MHCTPYKLHS, JOTOBOP;

b) monoxxeHue, ycras, akT, CTPyKTypHasi M IITaTHAs YUCICHHOCTb, UHCTPYKLIHS, IOTOBOP;

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

d) monoxeHue, ycraB, periaMeHT, CTPYKTYpHAsl U IITaTHAsl YUCICHHOCTb, HHCTPYKIUS, I0TOBOP.

15. JIBukeHue JOKyMEHTOB B OpraHM3allii ¢ MOMEHTA UX CO3JaHMS WJIH MOJIyYeHHs 10 3aBeplie-
HUS UCTIOJIb30BaHMSI UM OTHPABKU HA3bIBACTCS:

a) JlokyMeHT0060pOTOM;

b) [ToTokOM JOKYMEHTOB;

¢) O6paboTKOI TOKYMEHTOB;

d) Perucrparmueii jokymMeHra.

16. Peructpauuu noyiexar JOKyMEHTBI

a) Bxomsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BUIBI JOKYMEHTOB.

17. Yto Takoe HOMEHKJaTypa Jaei?

a) Homenknarypa nenm — 3To Bce JOKYMEHTBI Ha MIPEANPUSATHH;

b) Homenknartypa nien — 370 cucTeMaTu3MpOBaHHBIN MepeYeHb 3aBOAMMBIX B OpraHU3aIlUuH JIel ¢
yKa3aHHEM CPOKOB MX XpaHEHUs, 0(pOPMIICHHBII B yCTAaHOBICHHOM IOPSIIKE;

¢) Homenknarypa nen — 3To JOKyMEHTBI, TPEOYIOIINE HCTIOTHEHUS;

d) Her npaBuibHOTO OTBETA

18. B moxymeHTax, 0oOpMIIECHHBIX Ha IBYX W OOJIEe JINCTaX HOMEpa CTPAHUI] TPOCTABIISIFOTC. . .

a) Co BTOpOIi CTpaHUIIBI B BEPXHEM MPABOM YTy TOJIA JIMCTa apabCcKuMu 1udpamu;

b) Co BTOPOIi CTpaHUIIBI MOCEPEINHE BEPXHETO MOJIS JINCTA apaOCKUMHK [P PaMHU;
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¢) Co BTOpOIi CTpaHUIIBI TOCEPEIMHE HIDKHETO MO JIUCTa apaOCKUMHU U pamu;

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

19. Kakue cBefieHus COEPKATCS B TPYAOBON KHIDKKE?

a) TpyaoBasi KHMKKa OTHOCHUTCSI K YHCITy OCHOBHBIX JIOKYMEHTOB, MOJATBEPKIAIONINX OOIINM, He-
NPEPHIBHBIN U CIICIMATIBHBIN cTax padoThI;

b) TpynoBasi KHUXKa SIBJIIETCS OCHOBHBIM JIOKYMEHTOM TI0 YYETy MepCcoHaNa NpeAnpusiTUs, KOTO-
pasi 3aBOJIUTCS Ha BCEX paOOTHUKOB MPEANPUSITHS, IPUHATHIX HA MMOCTOSHHYIO WM BPEMEHHYIO padoTy;

¢) TpynoBasi KHUXKa MPEACTABIISET COOOM COBOKYIMHOCTh JOKYMEHTOB, COJAEPAIIUX CBEIECHUS O
paloTHUKe;

d) Her nmpaBunsHOTO OTBETA.

20. AxTbl, TChbMa, (DaKChI, CIIPABKHU, JOKJIAIHBIE 3aIICKU OTHOCSITCS K:

a) OpraHU3alMOHHBIM JOKYMEHTAM MPEANPHUSITHS;

b) paciopsaAuTeIHHBIM JOKYMEHTAM MPEATIPUITHS;

C) IOKyMEHTaM IO JUYHOMY COCTaBY MPEANPHUITHS;

d) uabOpMAITMOHHO—CTIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHSL.

14.1.2. Dx3aMeHALIHOHHBbIE BONPOCHI

. JIOKYMEHT U €ro MeCTO B CUCTEME YIPaBICHUS
. HopmaTuBHO-MeTOMUECKUE aKThI, PETJIAMEHTUPYIOIIUE CO31aHue U 0POpMIICHHE TOKYMEHTOB.
. JIOKyMeHTOBeZIeHHE KaK HayyHasi IUCHUIUIMHA: OOBEKT, IPEAMET, OCHOBHBIE METO/IBI.
. I[TonsiTHe «MHPOPMALS» U €r0 pa3BUTHE.
. [loHsiTHE «IOKYMEHT» U €TO Pa3BUTHE.
. O61me u yacTHble PYHKIMH JOKYMEHTA.
. CiocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.
. IlonsiTHE CTY’)k€OHOTO TOKYMEHTUPOBaHMS U TPEOOBaHUS K JOKYMEHTaM.
. [lopsaok perynupoBaHus, COTJIACOBAHUS U OJAINMCAHUS YIPABIEHYECKUX JOKYMEHTOB.

10. CymHocTh yHU(UKAMY U CTAaHAAPTH3ALUN YIIPABICHUECKUX JOKYMEHTOB.

11. IIpaBuia opopmiieHus CiIyK€OHBIX TOKYMEHTOB.

12. PeKBU3UTHI U UX NpEIHA3HAYCHHUE.

13. OOumne TpedboBaHus K JOKYMEHTHPOBAHHIO YIIPABIEHYECKON JAESITEIbHOCTH.

14. CocraB, conep:kaHue U 0OCOOCHHOCTH peau3aliy TpeOOBaHUN K pacIoNIoKeHHI0 U odopmiie-
HUIO PEKBU3UTOB JIOKYMEHTOB.

15. CtpykTypu3anus TEKCTOB YIIPaBICHYECKUX JTOKYMEHTOB.

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

17. TpeboBaHus K COAEPKAHUIO, CTPYKTYPE M CTHITIO U3JI0KECHHS YIPABIEHYECKUX JOKYMEHTOB.

18. Opranu3zanmoHHO-pacnopsaUTeNbHAs JoOKyMeHTaus. OCHOBHBIE BUBI YIIPABICHUECKUX JO-
KYMEHTOB.

19. UndopmanimoHHo-cripaBouHasi JokyMeHTalus. OCHOBHbIE BUIbI

20. IIpaBuna ¥ CTWIb HAIIMCAHMS I€JIOBOTO NMHChMA.

21. Buapl Aen0BOro nuchma.

22. OcoOGeHHOCTH NIEPENUCKU ¢ THOCTPAaHHBIMU APTHEPAMHU.

23. Bupl IOTOKOB JOKYMEHTOB U CTaJJUH UX 00pabOTKH.

24. Peructpauusi JOKyMEHTOB.

25. KOHTpOJIb UCIIOJIHEHUS TOKYMEHTOB.

26. Homenkmnatypa nen u ux popmMupoBaHue.

27. Odopmienue aei.

28. XpaHeHue Aell U MOPsIOK C1a4l UX B apXHUB.

29. IloHsTHE “27EKTPOHHBINA JOKYMEHT B MH(POPMALMOHHON CUCTEME OpraHU3alHH.

30. TepMuHoOrUs, UCIOIb3yeMasi B CUCTEMAaX 3JIEKTPOHHOTO JOKYMEHTOO00pOTa.

31. 3agaun cucTeM 3MEKTPOHHOTO JOKYMEHTO0O0POTA.

32. YnpaBiieHUE AJIEKTPOHHBIMU JOKYMEHTAMMU.

33. Knaccugukamus cucteM 3JIeKTPOHHOTO JOKYMEHT0000pOTa.

34. Tloaxoap! K CO3/IaHUIO CUCTEM 3JIEKTPOHHOIO JOKYMEHTOO0OpOTA.

35. Dransl BBIOOpa U BHEIPEHUS CUCTEMbl aBTOMATH3alIHH.

03N DN~ W~
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36. IIpo6aeMbl IPaBoOro peryarupoBaHus JIEKTPOHHOTO JOKYMEHTO000pOTa.

37. Drarbl pa3BUTHSA JOKYMEHTO000pOTA.

38. TloHATHS, NPUHLIUIIBEI 1 OCOOEHHOCTH MOCTPOCHUS ABTOMATU3MPOBAHHBIX CHUCTEM KOHTPOIIS
ucrnosHeHus 1okymeHToB (ACKU /).

39. CuctemMsl 3MEKTPOHHOTO JOKyMeHTooOopoTa. O6mue nmonoxenus. Haznauenus CO/1.

40. OCHOBHBIE CBOMCTBA CUCTEM DJICKTPOHHOTO JIOKYMEHTOO0OpOTA.

41. OcHOBHBIE TEXHOJIOTHH PaboThI ¢ JoKymMeHTamu B CO/I.

42. O0mas kmaccuuKaIus CUCTEM IEKTPOHHOTO JOKYMEHTO000pOTa.

14.1.3. TemsI J0K1210B

TeMblI 17151 KOHTPOJISI CAMOCTOSATENBHOIO U3yYEHUS TEM TEOPETUUECKON YacTu Kypca

1. Ucropust pa3BuTHS rOCYIapCTBEHHOM CUCTEMBI JEIONPOU3BOACTBA

2. IlpakThka opraHu3anuy AeJ0NPOU3BOICTBA B rocyapcTsax JpesHero mupa

3. CriocoObl pukcrpoBaHus U Nepeiaun HHPopMaIiK B rocyapersax JpesHero Mupa

4. Vcropus pa3BUTHUS IOCYIapCTBEHHOM CHUCTEMBI IEI0IPOU3BOACTBA B Poccuu.

5. PexBU3UTHI CTONOIIOBOM (POPMBI IETOMPOU3BOICTBA, MPOIICANITNE Yepe3 BEKa U OCTABIINECS B

JIOKYMEHTaX HalIUX JHEH.

6. Ponb noKyMeHTa B HU3HU YeJIOBEKa U 0OIIECTBA.

7. MeTozpl UccieoBaHUsI JOKYMEHTOBEUECKUX MTPOOIIeM.

8. HayuHo-ncropuueckas 1 npakTuueckasi IeHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cepe IpaBa U yIpaBiIeHUs.

10. BiusiHME Hay4YHO-TEXHUYECKON PEBOIIOLIUH HA PA3BUTHE TOKYMEHTA.

11. Pa3zButHe popmyispa TOKyMeHTA.

12. 3akoHO/aTeNIbHbIE aKThI, HOpMaTUBHbIE MaTepuanbl X VI — Hauana XX B.

13. 3akoHOATENBHBIE AKTHl 1 HOPMAaTUBHBIE JOKYMEHTHI PD.

14. Yauduxauus u ctaHaapTU3aLus yIIPaBICHYECKUX TOKYMEHTOB.

15. FOpuauueckas cuia JOKyMEHTa: NOJJIMHHUKK (OPUTHHAJIBI) JOKYMEHTOB, KOMHUU JTOKYMEHTOB
U UX BUJBI

16. [lonatue o JOKyMEHTOOOOPOTE NMPEIPUATHUSL

17. Opranusanus padoThl ¢ BXOAAIUMH TOKYMEHTaMU

18. Opranusanus paboThl ¢ HCXOIAIIUMU TOKyMEHTAMHU

19. OcobenHocTH Opranu3anuy paboThl C BHYTPEHHUMHU JOKYMEHTaMU

20. JlTokymMeHT0000pOT B MH(POPMAITMOHHOM 00€CTI€UeHUH YIPABICHUS U €T0 COCTaBHbBIE YaCTH.

21. OcHOBHBIE 3Tanbl U NPUHIMIBI PaOOTHl COTPYAHUKOB CIYKO JOKYMEHTAI[MOHHOTO obecreye-
HUS C BXOJAIIMMH, UCXOSIIMMHU U BHYTPEHHUMH YIIPABIEHYECKUMU JTOKYMEHTAMHU.

22. O030p OCHOBHBIX CHUCTEM JJIEKTPOHHOTO IOKYMEHTOOOOpOTA. MpecTaBleHHbIX B Poccuu u 3a
pPyOeKOM.

24. Ananu3 BHEIPEHUS CUCTEM 3JIEKTPOHHOTO JEJIONPON3BOICTBA U IOKYMEHTOO00pOTa

25. [loHsiTHE IEPCOHANIBHBIX JIAHHBIX.

26. JlokyMeHTHpOBaHKE IpUeMa I'pax/iaH Ha padboty. 3. CTpyKTypa NepCOHAIbHBIX JaHHbIX.

27. JlokyMEHTHpOBaHUE MpHUeMa Ha padOTy PYKOBOAAIIETO COCTaBa, CIELUAINCTOB, HAYYHBIX U
JIPYTUX KaTeropuii pabOTHUKOB.

28. JlokyMeHTHpOBaHUE MpUeMa Ha paboTy Jull, (YHKIHMOHAIbHbBIE 005 3aHHOCTH KOTOPBIX CBsI3a-
HBI C BJaJIeHuEeM KOH(UIeHIIaIbHON nHpopManue.

29. IlnanoBas kanpoBasi JOKyMEHTaLUsI.

30. CocTaB 1IOKyMEHTOB, HEOOXOIMMBIX JJIsl IpUeMa Ha padoTy.

31. KoHTpousb 1OCTOBEPHOCTH MEPCOHAIBHBIX JOKYMEHTOB.

32. JlokyMeHTUpOBaHUE MEPEBO/Ia COTPYIHUKOB Ha APYryro paboTy.

33. JIoKyMEHTHpPOBaHHUE MPOLEAYPHI MOOMIPEHUS paOOTHHUKA.

34. YueTHast TOKyMEHTaIUsl.

35. JIokyMeHTUpOBaHUE NPOLETypbl IPUMEHEHHS] TUCLIUIUIMHAPHOTO B3bICKAHUS.

36. JloxymeHTaus 1o yueTy pabouero BpeMEeHU U pacyeToB C MEPCOHAJIOM 110 OIuIaTe TPpyAa.

37. JoKyMEHTHpPOBaHUE MPOLEAYPHI YBOJIbHEHUS 0 HHULIMATHBE PAaOOTHHKA.

38. OtueTHast U OTYETHO-CIPABOYHAS JOKYMEHTALIMSL.

39. JlokyMeHTHpOBaHUE MPOLIEAYPHI YBOJIbHEHHUS 110 MHULIMATHBE pabOTOAATES.
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40. ITonatue nepcoHaNbHBIX JaHHBIX. CTPYKTYypa EPCOHAIBHBIX TAHHBIX.

41. IIpuka3 00 yBOJLHEHUH PAOOTHHUKA.

42. OcoOeHHOCTH yBOJBHEHHS paOOTHHKA, 00JAIA0NIEro 3HaHHEeM KOH(MUACHIIMATBLHOU UH(OP-
MaIii OpraHu3allnu.

43. ®opMHpOBaHUE JIUYHOIO JEa.

44. IInanoBas KaapoBasi JOKyMEHTALIHSI.

45. Benenue u XxpaHeHHE JIMYHOTO JIETa.

14.1.4. Tembl OIPOCOB HA 3aHATHAX

IlonsTHE, IENM U 3a1a4U U3y4aeMOW JUCHUIUIMHBL. PasBUTHE M CTaHOBIEHUE AEIONPOU3BOICTBA B
Poccun. Opranuszanus 1e101Iponu3BOACTBA HA NMPEANPUATHAX. 3HAYEHUE U MECTO JTOKYMEHTOB B CUCTEME
yIpaBIeHUS

['ocynapcTBEHHOE pEryIMpOBaHUE, HOPMATUBHO-IIPABOBAsl U METOMYECKAsi OCHOBA JOKYMEHTAIM-
OHHOTo obecnieueHus ynpasieHus. CylIHOCTb, HANIPaBJICHUS U BUJbI FOCYIapCTBEHHOTO PETYIUpPOBaHUS
JIOKYMEHTAI[MOHHOTO OOEeCIeYeHUsl YNpaBJICHUs, Ha3HaYeHHUE, OCOOEHHOCTH M COOTHOLICHHE HOpMa-
TUBHO-TIPABOBOTO U METOAMYECKOro peryaupoBaHusi. CocTaB U CTPYKTypa HOpMaTUBHOMW, IPaBOBOI U Me-
TOJMYECKON OCHOBBI JOKYMEHTAIIMOHHOTO 00eCIeueHHs YIPaBICHUs, HAIIMOHAJBHBIX M JIOKAJIBHBIX HOP-
MaTUBHO-METOANYECKUX JTOKYMEHTOB. YHU(DUKALMS U CTaHAAPTU3ALMS.

TpeOGoBanus k 6mankam 1okyMeHTOB. [lopsnok pazpabotku 61ankoB. O61mue TpeOoBaHUS K 10Ky -
MEHTaM, U3TOTOBJISIEMBIM C IOMOILIBIO TEXHUYECKUX cpeAcTB. OcoOeHHOCTH O(OPMIIEHHSI OTAEIBHBIX
PEKBU3UTOB.

[TpaBusia opopmileHUsI JOKYMEHTOB, COCTaB U Ha3HAuY€HUE PEKBU3UTOB. Posib M BUABI yIpaBIieH-
YECKUX TOKYMEHTOB.

Cocras, pacroyiokeHue U rnpasuia 0oOpMIEHHS PEKBU3UTOB OTJEJIbHBIX BUJIOB OPTraHNU3allMOHHO-
IPaBOBBIX, PACIIOPSAAUTENBHBIX U HH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

3HayeHHe KaJIpoBbIX JOKYMEHTOB. COCTaB U BUJIbl JOKYMEHTALIUHU I10 JUYHOMY cocTaBy. [IpaBuia
UX COCTaBJeHUs. YHU(UIMpoBaHHbIE (HopMbl HOKyMeHTOB. [Ipuka3. OdopmieHue npuema Ha pabdoTy.
[lepeBoa Ha npyryto padorty. [IpegocraBineHue ormnycka. YBojabHeHHE ¢ paboThl. JInuHoe 3asBienue. Xa-
paxTepuctruka. CocTaBHbIE YaCTH XapaKTEePUCTUKH, IPaBUIa 0POpPMIICHHUS

[TonsiTue «10KyMEHTOO00OpPOT» U €ro pazBuTHe. OCHOBHBIE IIPABHJIA OPraHU3AIMH IOKYMEHTO000-
pota B opranuzanuy . Cxema JBMKEHHS M TEXHOJIOTUSI 00pabOTKU TOKYMEeHTOB. [IoHsATHE TOKYMEHTOIO-
TOKa, €ro CTPYKTypa, MOKa3aTeau OLEHKH JOKYMEHTONOTOKA. JKU3HEHHbI UK AOKyMeHTa. KOHTpob
VCIIOJTHEHMSI JOKyMEHTOB.

OcHoBHbIE HOPMBI U MpaBuia opopmiieHus: padoT, BHIIOIHAEMBIX CTYAEHTaMU B Ipoliecce o0yue-
HUsS, C Yy4yeToM TpeboBaHMil oOpa3oBarenbHOro crangapra Byza OC TYCVYP 02-2013 (CTO
02069326.1.02-2013) - PaboThl cTyaeHYECKHE IO HAIPABICHUSAM MOATOTOBKU U CHELMAIBHOCTSIM I'yma-
HUTAPHOTO Npodust

Homenknatypa nein. ITopsigok cOCTaBIEHHS M yTBEPKIACHUS HOMEHKJIATYPhI JI€]. YCTaHOBJICHUE
cpokoB xpaHeHus nen. @opmuposanue u opopmiieHue aena. OpraHuszanus ONepaTUBHOIO XpaHEHUs JIe.
OkcrnepTu3a LEeHHOCTH JToKyMeHTOB. Odopmiienue aen. [lopsiiok nepenaun 10KyMEHTOB Ha XpaHEHUE B
apXWuB.

OCHOBHBIE 3a7]a4M OPTaHU3AIMH SJIEKTPOHHOTO JOKYMEHTO000poTa. CHCTEMBI AJIEKTPOHHOTO J10-
KymeHnTooOopora C3/I. Dransl pa3Butus, kiaccel, HazHaueHHe COJl. OCHOBHBIE CBOWCTBA CHUCTEM HJICK-
TPOHHOTO JA0KyMeHToo0opoTa. OcHoBHBIE TUIBI CO/I. Ocobennoctu opranuzanuu COJI. CucrteMsl iek-
TPOHHOT'O IOKYyMEHTO000pOTa, IpescTaBiIeHHble B Poccuu.

14.1.5. Bonpochl 17151 MOATOTOBKYU K MPAKTHYECKUM 3aHATHSM, CEMUHApaM

TpeboBanus k GraHkaM JOKyMeHTOB. [10roToBKa K COCTaBICHNIO JOKYMEHTOB. CXEMBI pacmoio-
xeHus: JokyMeHToB. CocTaBieHue GpopMyssipoB nokymMmeHTOB. OOmuii 61aHk. braHK KOHKpETHOro BHIa
JOKyMeHTa. brank muceMma.

O6ume TpeboBanus K oopmiieHHIO TekcTa oTyeTa. OdopmiieHHE TUTYABHOTO JIHCTA, PUCYHKOB,
TaOJIUI, CIIMCKA MCIOJIB3YEMBIX HCTOYHUKOB

[paBuia coctaBiieHHs: U OPOPMIICHHS OPraHU3aOHHO-PACIIOPSIIUTEIBHBIX JOKYMEHTOB (yCTaB,
HOJIOKEHHUE, ITaTHOE PAaCIMCaHue, MHCTPYKIMS, IPUKa3, PacOpsDKeHUE, PelIeHue, IPOTOKOI, IIOCTaHOB-
JICHUE)

[lpaBuna coctaBiaeHuss u OQGOpPMICHUS HH(POPMAIIMOHHO-CIPABOYHBIX JIOKYMEHTOB (ZIEJI0BOE
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MUCHbMO, TOKJIAIHAS U CIy)KeOHast 3alTUCKH, aKT, CIIpaBKa, U JIp. )

[TpaBuina coctaBieHus: ¥ opopmiIeHUS KaAPOBOW JOKYMEHTAINH (3asiBIIEHUE, XapaKTePUCTHKA, aB-
ToOuorpadusi, pe3oMe, MPUKa3bl 10 JIMYHOMY COCTaBY, TPYHAOBOW JOTOBOP (KOHTPAKT O Ha3HAYCHUU Ha
JIOJDKHOCTB ), INYHAsI KapTouKa pabOTHUKA, TaOeNb yueTa pabouero BpeMeHu U JIp. )

[Toaxoapl K CO3AAHUIO CUCTEM DJIEKTPOHHOTO JTOKyMeHTooOopoTa. TpeboBanus k cucremam. JTa-
bl BEIOOpA CUCTEMBbI aBTOMATU3allMU. DTalbl BHEPEHUS CUCTEMbI aBToMaTh3anuu. CucTeMbl aBTOMaTH-
321U IOKyMEHTONOTOKa. CHCTEMBI JIEKTPOHHOTO TOKYMEHT0000poTa. OCHOBHBIE TEXHOJIOTUU PaOOTHI C
nokymMmeHTaMu. OCHOBHBIE CBOMCTBA CHCTEMBI AJICKTPOHHOTO JOKyMeHToo00poTa. OcHoBHBIE THIBI CO/I.

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

14.2. TpeOoBaHUS K OLIEHOYHBIM MaTEepPHAJIAM VISl JIUI] ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMMU
310POBbS1 1 HHBAJIH/I0B
s aui ¢ orpaHMYEHHBIMUA BO3MOKHOCTSIMU 3/I0POBBSI M1 MHBAJUIOB MPEITyCMOTPEHBI JTOMOIHH -
TEJIbHBIC OLICHOYHbIE MaTepUalibl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuua 14 — JlononHUTENbHbIE MaTepHallbl OLIEHUBAHUS ISl JIUI C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMU
310POBbsI U HUHBAJIUIOB

Kareropun Buibl 10ONOMHUTETBHBIX OLEHOYHBIX @DopMbI KOHTPOJISI U OLIEHKU
00y4JaroLXCcst MaTepHasoB pe3ynbTaToB 00y4eHUs

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

[IpenMy11eCTBEHHO MMCHMEHHAs
IIPOBEPKa

C napyueHusMu
ciyxa

C napymenussimu | CobecezioBaHme 0 BOIpocaM K 3a4eTy, | [IpenMyIecTBeHHO YCTHas POBEpKa

3peHus OTIPOC IO TEPMUHAM (MHIMBUAYATIBHO)
C HapyuieHus MU Pemienne AuCTaHIIMOHHBIX TECTOB,
OTIOPHO- KOHTPOIbHBIC Pa0OTHI, MUCbMEHHBIE | [IpenMylecTBeHHO AUCTaHIIMOHHBIMU
ABUTATCIBHOT'O CaMOCTOATCIIBHBIC pa60TI)I, BOIIPOCHI K METOaaMU
ammapata 3a4ery
C orpannuenusiMu 1o | TecTbl, MUCbMEHHBIE CAMOCTOSATEIbHBIE [IpenmyiiecTBEHHO MPOBEPKA
O0IIeMeTUITUTHCKIM 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 MATEPHAIaM JIsl JIUL C OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

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

- B reyaTHou (opme;

- B IeYaTHOU (popMe C YBETTUUEHHBIM MIPUDTOM;

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

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

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

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

- MMCbMEHHO Ha OyMmare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C MCIIOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- MIPEJICTABICHUE OTBETOB YCTHO.

[Tpouenypa oueHUBaHUS Pe3yJIbTATOB OOYUYEHHUS JIUI] C OIPAaHUYEHHBIMU BO3MOXHOCTSIMU 3710PO-
Bbsl M1 MHBAIMJOB M0 JUCLUIUIMHE MpelycMaTpUBAeT MpeocTaBleHue nHpopmanun B popmax, aJanTH-
POBaHHBIX K OTPAHUYCHUSM X 370POBBS H BOCTIPUATHS HHPOPMALINH:

JL1s1 ML ¢ HApyIIEHUSIMM 3PeHust:

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

JL1s1 JIMI ¢ HApYIIEHUSIMM CJIyXa:

- B ()OpME IITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHOU hopme.

JI1s1 1M1 ¢ HApYIIEHUSIMM ONIOPHO-ABUTaTe/ILHOI0 annapara:

— B (hOpMe DITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHoOU hopme.

[Tpu HEOOXOAMMOCTH ISt JIUIL C OTPAHMYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBbsI 1 HHBAIUIOB TIPOIIE -
Jypa OLCHUBAHMS PE3YIbTATOB O0YYCHHUSI MOXKET IPOBOIUTHCS B HECKOJIBKO JTAIOB.
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