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

PABOYAA [TPOI'PAMMA JIUCHUITVIMHD
OO0mmii ¥ 3JIEKTPOHHBIH JOKYMEHTO000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
Hampasnenue noaroroBku / cneruaibHOCTh: 38.03.01 DxoHoMuKa
HanpasnenHocts (npo¢uis) / cierpanu3anus: UHAHCHI M KPeIUT
®dopma 00ydeHHs: 3a09HAS

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: sxonomuku, Kagenpa sxoHomuxn

Kypc: 3, 4

Cemectp: 6, 7

Y4eOnsiii mnan zHabopa 2017 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpEMCHU

Ne Buapl yueOHO A€SITEIBHOCTH 6 cemecTp 7 cemectp Bcero J2B107080%000
1 |Jlekuumn 4 4 8 4acoB
2 |IIpakTHueckue 3aHATHS 4 8 12 4acoB
3 |Bcero aymuTOpHBIX 3aHATHI 8 12 20 4acoB
4 | CamocrosTenbHas paboTa 28 164 192 9acoB
5 |Bcero (6e3 sx3amMeHa) 36 176 212 4acoB
6 |IlogroroBka u crava 3a4yera 0 4 4 4acoB
7 | OOwas TpyI0eMKOCTh 36 180 216 4acoB
6.0 3.E.

KontponsHubie paboThl: 7 cemectp - 1
JuddeperurpoBaHHbIi 3a4eT: 7 ceMecTp

Tomck 2018

CornacoBaHa Ha noptane Ne 43164



PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;{pbl
npotokos Ne 4 or « 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 (crniermanbHOCTH) 38.03.01 DroHomuKa, yrBepkaeHHoro 12.11.2015 roga, paccMoTpeHa u omoope-
Ha Ha 3acelaHuu KadeApbl MEHEPKMEHTA «__ » 20 ropa, mpoTokoa 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:

Jexan 3uB® . B. Ocurmos
3aBeAyIOIHi BRITYCKAIOIICH Kad.

9KOHOMMKH B. 1O. [luGynsHuKOBa
OKCIIepTHI:

Crapuuii npernoiaBatesns Kadeapbl
MEHEDKMEHTa (MEHEDKMEHTA) T. B. Apxurosa

JlouieHT Kadeappl SKOHOMHUKH (3KOHO-
MUKH) H. b. BacuibkoBckas
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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 3neKTpoHHbIH qokymMeHToobopoT» (b1.B.JIB.3.1) otHOCHTCs K OnoKy 1
(BapuaTHBHAS YaCTh).

[TpenmecTBYIONMMEI JUCIUILTHHAME, (DOPMUPYIOIIMMHU HAYalbHBIC 3HAHUS, SIBIsIOTCS: UHDOD-
MaTuka, [IpakThka 1Mo moixy4eHHI0 MEePBUYHBIX MPO(ECCHOHANBHBIX YMEHHH M HABBIKOB, B TOM YHCIIE
MEPBUYHBIX YMEHUI U HABBIKOB HAYYHO-UCCIIEIOBATEICKON ACSITEIIbHOCTH.

[TocnemyromuMu TUCIUTUIMHAME SBJsIOTCS: OOMUN M 3JEKTPOHHBIA JOKYMEHTOOO0POT, 3amuTa
BBIITYCKHON KBaNTM(UKAMOHHON pabOThI, BKIIIOYAs MMOATOTOBKY K MPOIEAype 3alIUThl U MPOIEAYpPY 3a-
uThl, [IpegaumioMuas npakTuka, YpaBJIeHUYECKUN yUeT.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

[Tponecc n3yueHus JUCUUIUIMHBI HApaBiieH Ha (POPMUPOBAHUE CIEAYIOIUX KOMIETEHIUI:

— OIIK-1 cnocoOHOCTBIO pelIaTh CTaHJApTHBIC 33Jaull NPOPEeCCHOHATBFHON NESATEILHOCTH Ha
OCHOBE MH(OPMAIMOHHOW U OMOIHOTrpaduuecKkor KyJabTyphl ¢ MPUMEHEHHEM HH()OPMAIIMOHHO-KOMMY -
HUKAIIMOHHBIX TEXHOJIOTUH U ¢ y4ETOM OCHOBHBIX TpeOoBaHUN MH(DOPMAIIMOHHON 0€30IaCHOCTH;

— TIK-8 crmocoOHOCTBIO MCHOIB30BATH ISl PEIICHUS] aHAIUTHYECKUX U MCCIIE0BATEIBCKUX 3a-
Jlady COBPEMEHHbIE TEXHUYECKHE CPEJCTBA U UH(OPMALIMOHHbIE TEXHOJIOTHH;

B pesynbpTare u3ydeHus: IUCIUILTMHBI 00YJaIOMIUNCS TOJIKEH:

— 3HATh JIOKYMEHTOBEIYECKYI0 TEPMHHOJIOTHIO; HOPMATUBHBIE JOKYMEHTBI, PErIaMEHTUPYIO-
mue cocTapieHue ¥ ohOpMICHHE JOKYMEHTAIMH, TTOPAI0K PaGoThl C HHMH; OCHOBBI JENONPOU3BOJICTRA
U DJIEKTPOHHOTO JIOKYMEHTO000pOTa B OpraHM3alUsAX, IPUEMBl UCTIONB30BAaHHS TOKYMEHTO000POTa; To-
CYIapCTBEHHYIO NOJIMUTUKY B chepe TOKYMEHTALMOHHOTO OOECIeUEeHUs YIPaBIEHHsI SIEKTPOHHBIMU J10-
KyMEHTaMH U 3JIEKTPOHHBIM JOKyMEHTOOGOPOTOM; COBPEMEHHbIE TPEOOBAHUS K OPTaHM3ALUH, TIPABHIIA
¥ HOPMBI PaGoThI C JJOKYMEHTAMH, NPUHIMIIBI ¥ IPOLEyphl HOATOTOBKM OPraHH3aIMOHHBIX M PACIOps-
JTUTETHHBIX JTOKYMEHTOB C HCIOJIh30BAHUEM COBPEMEHHBIX TEXHHYECKHUX CPEICTB M MH(POPMAITMOHHBIX
TEXHOJIOTHI; MpaBujIa JOKyMEHTAJIbHOIO O(OPMIICHUS pPEeLIeHUH B yNpaBIEeHUH; OOIME MPUHIMIIBI 10-
CTPOCHHUS U CTPYKTYPY CUCTEMBI dJIEKTPOHHOTO TOKYMEHTO000pOTa; OCHOBHBIE TpeOOBaHUsI MHPOPMALIH-
OHHOI1 Ge301macHOCTH

— yYMeThb Ha OCHOBE COOpaHHON MH(OPMAIMK ONPEACIATH LIEIH, BEIOUPATh CPEICTBA BEICHHS
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JIeTIOBOM TOKYMEHTAIMH; TPAaMOTHO pa3padaTeiBaTh U 0OPMIISTH YIPABICHUYECKHUE TOKYMEHTHI, HCIIOIb-
3yeMBbI€ B JICATEIIFHOCTH OPTaHU3alnii; COCTABIATh U NPABMIBLHO 0(OPMIISTH OPraHW3alIOHHbIE U pacIio-
pAIUTENBHBIE TOKYMEHTHI ¢ MPUMEHEHHEM MH(POPMAIIMOHHO-KOMMYHHUKAITHOHHBIX TEXHOJIOTUN; HCIIOIb-
30BaTh BO3MOXXHOCTH OOIIEro M 3JIEKTPOHHOTO JTOKYMEHTOO0OpOTa Ui MPUHATHS U JOKYMEHTaJIbHOTO
oopMIIeHHUs yTIpaBIEHYECKUX PEIICHUH; UCTIONB30BaTh B CBOCH MPOPECCHOHAIBHON NesITeTbHOCTH TPH -
KJIaJ{HbIC TIPOTPaMMHBIE CPEACTBA M CPEJICTBA OPITEXHHUKH; CAMOCTOSATEILHO OCBaUBaTh 3HAHMS, HEOOXO-
JTUMBIe [T pabOoThI C TOKYyMEHTOOOOPOTOM B KOHKPETHBIX chepax AesITeIbHOCTH OpraHu3aliuu; ONepupo-
BaTh 3HAHUSMH, TOJYYCHHBIMH MO JEIONPOU3BOJACTBY B NPOGECCHOHANBHOW AEATEIbHOCTH; peIlaTh
CTaHJApTHBIE 3a/1a4M MPO(ecCHOHATHHOMN EeATeNbHOCTH Ha OCHOBE MH(OPMALMOHHON 1 Oubmuorpadu-
YECKOU KYJIbTYPhI

— BJIA/IeTh HaBBIKAMU COCTABICHHS U O(GOPMIICHHS OPraHU3AIMOHHBIX U PACTIOPSIIUTEIBHBIX
JOKYMEHTOB B cepe npodecCHOHATBHON eATeNbHOCTH; METOJUKON COCTABICHUS MPOEKTOB OCHOBHBIX
YIIPaBICHYECKUX JOKYMEHTOB; HABBIKAMHU JOKYMEHTAJIBHOTO O(OPMIICHHS PEIICHHUH B yIIPABICHUH OIIe-
PaMOHHOM (TIPOU3BOACTBEHHOMN) JAEATEIIEHOCTBIO OPraHU3AIMiA PU BHEAPECHUN TEXHOJIOTHYECKHX, TIPO-
JYKTOBBIX MHHOBAIIM{ WJIM OPraHW3al[MOHHBIX M3MEHEHMH; METOAaMH M CPEACTBAMU MOIydYeHHs, oOpa-
OOTKM M XpaHEHHsS JOKYMEHTOB; HAaBbIKAMM HCIOJb30BAaHUS KOMIIBIOTEPHOM TEXHUKH, HMPOTPAMMHO-
MH()OPMALIMOHHBIX CHCTEM, KOMITBIOTEPHBIX CETEH; HaBBIKAMHU PELICHUs CTaHAApTHBIC 3a7aqu mpodec-
CHOHAJIBHOM JIESATETLHOCTH Ha OCHOBE MH(POPMAIMOHHONW U OMOIMOrpaduyecKoil KyJIbTyphl; COBPEMEH -
HBIMH TEXHHUYECKHUMHU CPEACTBAMHU M MH(POPMAIIMOHHBIMU TEXHOJOTHAMH; HaBBIKaMU 0(OpMIICHHUS padorT,

BBITIOJTHSIEMBIX CTYJICHTAMH B MPOIECCe OOYYCHHUs, C yU4eTOM TpeOOBaHMII 00pa30BaTeILHOTO CTaHAapTa
By3a OC TYCVYP 02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI1 padoThI
OO01ast TpyI0€MKOCTb JUCLUIUINHBI cOCTaBIsAeT 6.0 3aUeTHBIX €IMHMILIBI U IIPECcTaBIeHa B TalOmu -

%Zgﬁl{lﬁa 4.1 — TpynoeMKOCTh JUCUUILIMHBI

Bunsl yueOHOM 1esTenbHOCTH Bcero uacos CemecTpsl

6 cemecTp 7 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 20 8 12
Jleknun 8 4 4
[IpakTHueckue 3aHATH 12 4 8
CamocrosTenpHas paboTa (BCero) 192 28 164
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 12 4 8
CamocrodaTenbHOe H3ydyeHHe TeM (BOTIPOCOB) 136 18 118
TEOPETHYECKON 4acTH Kypca
[ToaroroBka K NpakTUYECKUM 3aHATHUSAM, 18 6 12
CeMHMHapaM
BrInonHeHne KOHTPOJIBHBIX paboT 26 0 26
Bcero (0e3 ax3aMeHa) 212 36 176
IToaroroBka u caada 3adera 4 0 4
OO6miast Tpy1I0€MKOCTb, 4 216 36 180
3auetnble EauHunb! 6.0

5. Conepxxanue QTMCUMILIHHBI

5.1. Pa3gesnl JUCHUIIMHGLI 1 BUALI 3AHATHHI
Pa3znenbl nMCUMIUIMHBI U BUJBI 3aHATUN TPUBEICHBI B Ta0uIe 5.1.
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Tabmua 5.1 — Pasgens! fUCHUILIMHEL U BUABI 3aHSITHI

Bcero
4acoB
[Tpaxk. Cawm. dopmupyembie
HazBaHus pa3aenoB TUCHUIUIMHBI Jlex., u (6e3
3aH., 4 | pab., 4 KOMIIETEHIIUN
9K3aMEeH
a)
6 cemecTp
1 IIpenmer, conepxkanue u 3agadu Kypcea. [Jo- 1 0 8 9 OIIK-1, ITK-8
KyMEHTOOOOPOT U JAETOMPOU3BOJICTBO B MPO-
(heccrOHaTBbHOM JAESITEIIBHOCTH.
2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 0 0 6 6 OIIK-1, IIK-8
MEHTHUPOBAHUS YIPABICHUECKON JCATEIHHO-
CTH
3 Ilonsitue nokyMmeHnta. CBOMCTBA JOKYMEHTA. 3 4 14 21 OIIK-1, TIK-8
Knaccudukarus nokymenra. CTpykrypa a0-
KymeHTta. TpeboBaHusi K 0POPMIIEHHUIO TOKY-
MEHTOB.
Hroro 3a cemectp 4 4 28 36
7 cemecTp
4 CucremMsbl 10KyMeHTOB. CocTaBiieHUE U 3 8 42 53 OIIK-1, ITK-8
odopMIIeHHE YIIPABIEHYECKUX JOKYMEHTOB.
5 Opranu3zanus paboThl C TOKyMEHTaMU 40 40 OIIK-1, TTK-8
6 ®opMHpPOBAHUE U TEKYIIEE XPAaHEHUE JIOKY- 38 38 OIIK-1, ITK-8
MeHTOB. [ToAroToBKa JOKYMEHTOB K Mepeaue
B apXUB
7 DNEeKTPOHHBIN JOKYMEHTOOOOPOT, KITH0Ye- 1 0 44 45 OIIK-1, ITK-8
BbIE TIOHSTHS, OCHOBHBIE KOHIIEIIIUN
HWroro 3a cemectp 4 8 164 176
Hroro 12 192 212
5.2. Conep:xanue pa3aesioB IMCUUILIMHBI (110 JTEKIHSIM)
ConeprkaHue pa3IesoB TUCIUIUIAH (TI0 JICKIHSAM) IPUBEICHO B Tabmumie 5.2.
Tabmuma 5.2 — ConeprkaHue pasieiaoB JUCIUILIMH (TI0 JISKIIHSIM)
Copeprxanue pa3aenoB JucuuIuinHel (no | TpynoemkocTs, | @opmupyembie
HazBanus paznenon Acp pasit jcn ( pyA ’ PMHPY
JICKIIHSIM) q KOMIICTCHITUHI
6 cemecTp
1 Tlpenmer, ITonsTHe, 1€ U 33/1a4U U3y4aeMOU JTUCIIH- 1 OIIK-1, TTK-8
CoJIep>KaHMe U 337]aud | IUIMHBI. Pa3BUTHE U CTAaHOBIICHUE JIEJ10-
Kypca. npousBozacTBa B Poccun. Opranuzanus jae-
JIoKyMEHTOOOOpOT U |JIONPOU3BOJICTBA HA MPEANIPUATHSIX. 3HAUE-
JICJIONPOU3BOJICTBO B | HHE U MECTO JOKYMEHTOB B CUCTEME YIpPaB-
npodeccruoHaIbHON TICHUS
NEeSITeNIbHOCTH. Vitoro 1
3 [lonstue noxkymenta. | TpeboBanus k Onankam JokyMeHTOB. [lopsi- 3 OIIK-1, [IK-8

CBolicTBa 10KyMEHTA.
Knaccudukanus
nokymeHnTa. CTpykTypa
JIOKYMEHTA.

JOK pa3paboTku 6mankoB. O0mue TpedoBa-
HUA K JOKYMCHTaM, U3TrOTOBJIACMbIM C IIOMO-
HIbI0 TEXHUYECKUX cpencTB. OcoOeHHOCTH
odopMIIEHUS OT/ICTBHBIX PEKBU3UTOB.
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TpeboBaHus K
o opMIIEHUTIO
JIOKYMEHTOB.

Hroro

Hroro 3a cemectp

7 cemecTp

4 Cucrembl
JIOKYMEHTOB.
CocrasieHue u
oopmienue
yIPaBICHYECKUX
JIOKYMEHTOB.

[TpaBuiia opopmiieHus: JOKYMEHTOB, COCTaB
U Ha3HaYeHUE PEeKBU3UTOB. Poib U BUIBI
yhpaBieH4YeCKUX JOKyMeHTOB. CocTaB U Ha-
3Ha4YEHUE OT/JEJIbHBIX BUJIOB OpraHU3aLU-
OHHO-TIPAaBOBBIX, PACIIOPATUTENbHBIX U UH-
(OopMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB.
JlokyMeHTanbHbIN GOHJ U IEpEUeHb J0KY-
MEHTOB, 00pa3yIOILIUXCs B IIpolLecce Jes-
TenbHOCTU npeanpusarusi. CocTas, pacnoso-
YKEHUE U MpaBuiIa 0pOPMIICHHUS PEKBU3UTOB
OTJEJIbHBIX BUJIOB OpraHU3allMOHHO-TIPaBO-
BBIX, pacIoOpsIUTEIbHBIX U HH(OpMALIU-
OHHO-CIPAaBOYHBIX JTOKYMEHTOB. OCOOEHHO-
CTH OOPMIICHUS OTAEIbHBIX BUIOB JOKY-
MEHTOB, OOPa3yYIOIIUXCS B MPOIECCE Jes-
TENBHOCTHU NPEAIPUATHUS.

Hroro

OITK-1, TTK-8

7 DneKTpOHHBIN
JOKyMEHTO00O0POT,
KIJIFOUYCBBIC ITIOHATHA,
OCHOBHBIE KOHLICIIIINU

OCHOBHBIE 33]1a41 OpraHU3aIuH JIEK-
TPOHHOTO TIOKyMeHT0000poTa. CUCTEMBI
AJEKTPOHHOTO J0KyMeHTooOopoTa CIO/I.
OTansl pa3BUTHS, Ki1acchl, Ha3HaueHue COJ1.
OCHOBHBIE CBOICTBA CUCTEM JIEKTPOHHOTO
nokymMeHToo0opoTa. OcHoBHBIE TUTIEI CO/I,
Ocobennoctu opranuzanuu COJl. Cuctemsl
3JIEKTPOHHOTO IOKYMEHTO000pOTa, IIpeI-
craBiicHHbIE B Poccuu.

Hroro

OTIK-1, TTK-8

Hroro 3a cemectp

Hroro

5.3. Paznenbl AMCHUILIMHBI U MEKIUCIMIUIMHAPHBbIE CBSI3H ¢ 00ecneYnBAKIIMMH (TpeabIy IUMH)

U 00ecreuynBaeMbIMU (HOCJ’[e}_IleIIII/IMI/I) AUCHUIIIMHAMHA

Paziensl AUCIIUTUIMHBI M MEKTUCITUTUIMHAPHBIC CBS3H C 00€CTICUMBAOIIMME (TTPEABIAYIIUMA) H

obecnieunBaeMbIMU (TTOCJIEIYIONIMMHI ) AUCITUTUIMHAME TPEJICTABIEHBI B TabmuIe 5.3.

Tabmua 5.3 — Pa3aenbl AMCHMIUIMHBI U MEXIUCITUIUIMHAPHBIE CBS3H

HauMmeHoBaHue TUCIUILINH

Ne pa3aciioB JIaHHOM AUCHUIUIMHBI, IS KOTOPBIX HCO6X0,Z[I/IMO
HU3YUYCHUC 06CCH€‘~II/IBaIOHII/IX 1 00ecIeYnBacMBIX JUCLHUITIINH

1 2 3 4 5 6 7
[IpenmecTByromue TUCHUILIMHBL
1 Uudopmaruka + + +
2 IIpakTuka 1o MoJIy4e€HHUIO NEPBUY- + + +

HBIX IPO(eCCUOHANIBHBIX YMEHUN U
HAaBBIKOB, B TOM YHUCJIE€ IEPBUYHBIX
YMEHUH U HaBBIKOB HAYYHO-UCCIIE-
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,Z[OBEITGJ'IBCKOIZ ACATCIIbHOCTHU

[Tocnenyromue TUCHUIIITUHBL

1 O6muii 1 HNEKTPOHHBIN JOKYMEH-

+ + + + + + +
TOOOOPOT

2 3amuTa BBITYCKHOW KBaIH(uKa-

LMOHHOM paboThl, BKJIIOYAsl MIOAr0- n . .

TOBKY K IIPOLIEYPE 3aILUTHI U IIPO-

LEeAypY 3aLIUThI

3 IlpenaumuioMHasi mpakTUKa + + + + +

4 YnpaBieHUYECKUMN yUyeT

5.4. CooTBeTcTBHE KOMIIETEHIIMIA, (OPMHUPYEMBIX PH U3YyYEeHUM TUCHHUIUIMHBI, U BUA0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPU HM3YUYEHUH IUCIUIUIMHBI, M BHJIOB 3aHATHN
MPEICTaBJICHO B Tabmuiie 5.4.
Ta6muia 5.4 — CooTBETCTBHE KOMIIETEHIIMN, (DOPMUPYEMBIX NIPU U3YUYEHUH AUCHUIUIUHBI, U BUJOB 3aHS -
TUH

Komnerenuu Bunw! 3ansTrit

DopMbI KOHTPOJIS
u Jlek. [Tpak. 3aH. Cam. pa0.

OIIK-1 + + + KonTposnbsnas pabota, [IpoBepka
KOHTPOJIBHBIX pabot, Onpoc Ha
3aHATUSX, BricTyruienne
(moknan) Ha 3aHaTun, Tect, Jud-
¢bepenpoBanHbIi 3aueT, OT4eT
110 IPaKTUICCKOMY 3aHATUIO

I1K-8 + + + KonTposnbhas pabota, IIpoBepka
KOHTPOJIbHBIX pabot, Onpoc Ha
3aHATUSX, BricTyruienue
(moknan) Ha 3anatun, Tect, ud-
¢bepenpoBanHbli 3aueT, OT4eT
10 MPAKTUYECKOMY 3aHSATHUIO

6. UaTepakTuBHBIE MeTOABI M (OPMBbI OPraHU3ALMHN 00yUEeHHUS
He mpenycmorpeno PVYII

7. JIabopaTopHblie padoThI
He npenycmorpeno PVYII.

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

HaunmenoBanue npaktuueckux 3aHatuii | Tpynmoemkocts, | PopMupyemMblie
Ha3zBanus paznenos
(cemuHapoB) q KOMITETEHITUU
6 cemecTp
3 Ilonsarue noxkymenTa. | TpeboBanus k 6yaHkaMm J10KymeHTOB. [loaro- 2 OIIK-1, ITIK-8
CBoiicTBa IOKYMEHTa. |TOBKa K COCTABJIICHUIO TOKYMEHTOB. CXeMbl
Knaccudukanus pacroyioxkeHust TokyMmeHToB. CocTaBJIeHUE
nokymeHTa. CTpykTypa | hopMyssipoB JokyMeHTOB. OOmuii O1aHK.
JIOKYMEHTA. brnank koHKpeTHOTO BHJa JOKyMeHTa. brank
TpeboBanus MUChMa.
MJICHU

o(opmerio Oo6mue TpedoBaHus K 0(hOPMIICHHIO TEKCTa 2
AOKYMCHTOB. otueta. OpopmiieHre TUTYABHOTO JIUCTA, PU-
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CYHKOB, Ta6J'II/II_[, CIIMCKa UCIIOJIb3YCMbIX HC-

[TpaBuia coctaBneHus U 0hOpMIICHUS HH- 4
(opMaIMOHHO-CIIPaBOYHBIX JOKYMEHTOB (J1e-
JIOBO€ IIMCHMO, JOKJIaJHas U CIykeOHas 3a-

IIMCKH, aKT, CIIPaBKa, U Jp. )

TOYHUKOB
Hroro
Hroro 3a cemectp
7 cemecTp
4 CucrteMbl [TpaBuna coctaBiaeHuss 1 0OPOPMIICHUS Opra- 4 OIIK-1, TIK-8
JIOKYMEHTOB. HU3AIIMOHHO-PACTIOPSIUTENBHBIX JOKYMEH-
CocraBienue u TOB (yCTaB, MOJIOKEHHUE, IITATHOE pacluca-
oopmienune HUE, UHCTPYKIIHS, IPUKa3, PacOpsKEHUE,
yIpaBIeHYECKUX pelieHre, MPOTOKO, TOCTAHOBICHHUE)
JIOKYMEHTOB.

Hroro 8
Hroro 3a cemectp 8
Hroro 12

Tabmuie 9.1.

9. CamocrosiTesqibHasi paboTa
Bunbr camocTosTenbHOM paboThI, TPYAOEMKOCTh U ()OPMHUPYEMbIE KOMIIETCHIIUHU TIPE/ICTABIICHBI B

Tabmuua 9.1 — Buasl caMOoCTOSATENBHOM pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIIUN

ro Marepuaa

Bunel camocrostensnon | Tpynoemkocts, | DopMupyemblie
HasBanus pasnenon a pyA ’ PMHPY DopMbI KOHTPOJIS
paboThI q KOMIIETEHIINHU
6 cemecTp
1 Tlpenmer, CamocTosTenbHOe U3yde- 6 OIIK-1, ITIK-8 |BeicTymiienue
COJIEp>KaHHE U HUE TeM (BOMPOCOB) TE€O- (moksan) Ha 3aHs-
3aJlauu Kypca. PETHUYECKOM YacTH Kypca tuu, Juddepenmm-
KYMEHT T BaHHBIN 3a4eT
HAoxymerToobopo [TpopaboTka JIeKITMOHHO- 2 %O a 3a19¢eT,
u ro Matepuana IPOC Ha 3aHATHSIX,
JIEJIONPOU3BOJICTBO Tect
B Hroro 8
npodeccruoHaIbHON
JEeSITeNIbHOCTH.
2 IIpaBoBbIE U CamocTosTenbHOE U3yde- 6 OIIK-1, I1IK-8 | AuddepennmpoBan-
HOPMAaTHBHbIE HUE TeM (BOMPOCOB) TEO- HBIH 3a4et, Onpoc
OCHOBBI pPETUYECKOI YacTH Kypca Ha 3aHATHSAX, TecT
ZIOKYMEHTHPOBAHHS |11, 6
YIPaBJICHUYECKON
NeSATEIbHOCTH
3 IlonsaTue [ToaroroBka kK mpakTuye- 6 OIIK-1, I1K-8 | BeicTymienue
JIOKYMEHTA. CKHUM 3aHSTUSIM, CEMHUHA- (moxnanm) Ha 3aHs-
CaoiicTBa pam tuu, Juddepenmm-
KYMEHTA. BaHHBIN 3a4eT
?{0 yMe CamocrosiTenbHOe U3yye- 6 180 329¢CT,
npuKanus MPOC Ha 3aHATUIX
naccupuian HUE TeM (BOTIPOCOB) TEO- o poc Ha 3a ’
KYMEHTA. . TYET MO MpaKTHIe-
AOKYME pPETHUYECKOM YacTu Kypca T 1o Tip ©
Crpykrypa CKOMY 3aHSTHIO,
JIOKYMEHTA. [IpopaboTka JeKIHnOHHO- 2 Tect
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TpeboBaHus K Hroro 14
o opMIIEHUTIO
JTIOKYMEHTOB.
Hroro 3a cemectp 28
7 cemecTp
4 Cuctembl BelniosniHeHrE KOHTPOJIb- 26 OIIK-1, [IK-8 | Juddepenunponan-
JIOKYMEHTOB. HBIX paboT HBIN 3a4erT,

TaBJICHUE U KontponbHas -
Cocragnenne [ToaroroBka k mpakTuye- 12 0 Op ombHas pabo
oopmienue CKHM 3aHATIAM, CEMHHA- ta, Onpoc Ha 3aHs-
yIpaBIeHYECKUX pam tusix, OTyeT 1Mo
JIOKYMEHTOB. MIPAKTUYECKOMY 3a-

ITpopaboTKa JEeKIIMOHHO- 4 usiTHio, [IpoBepka
0 MaTcpHalia KOHTPOJIBHBIX paboT,
Htoro 42 Tecr
5 Opranuzanus CamocTosTeNnbHOE U3yYe- 40 OIIK-1, [IK-8 | BricTynnenue
paboThl ¢ HUE TeM (BOTIPOCOB) TE€O- (moksan) Ha 3aHs-
JIOKYMEHTaMHU pPEeTUYECKOi yacTu Kypca iy, duddepenuu-
Hrtoro 40 POBAHHBIN 3a4eT,
Ornpoc Ha 3aHATUSAX,
Tect
6 ®opmupoanue u | CaMOCTOSTENHHOE U3yUe- 38 OIIK-1, [1K-8 | BeicTymienue
TEKyIllee XpaHEeHUe |Hue TeM (BOTIPOCOB) TE€O- (moka) Ha 3aHs-
JIOKYMEHTOB. pETUYECKOM YacTu Kypca iy, duddepenmm-
[TonroroBka Vroro 38 POBaHHBI 3aUeT,
JIOKYMEHTOB K Omnpoc Ha 3aHATHSX,
nepeaye B apxuB Tect
7 DneKTpOHHBIN CamocTosTeNIbHOE U3yYe- 40 OIIK-1, [IK-8 | BeicTynnenue
JIOKYMEHTOO0OPOT, |HHUE TeM (BOMPOCOB) TEO- (mokian) Ha 3aHs-
KJIFOYEBBIE IIOHATHUS, | PETUUECKOM YacTH Kypca tiu, Auddepenun-
OCHOBHBIE TpopaGoTKa TeKHOHHO- 4 I())OBaHHBII/I 3ayYer,
KOHIICTIIIUU MPOC Ha 3aHATHUSIX
OHIICTN ro Marepuala poc Ha 3a ’
Tect
Hroro 44
Hroro 3a cemectp 164
[ToaroroBka u cjaua 3a- 4 JuddepenunpoBan-
yera HBII 3a4eT
Hroro 196
10. KypcoBoii npoekTt / KypcoBasi padota
He npenycmotrpeno PVYII.

11. PeiiTuHroBas cucremMa JJisi OlleHKH YCIIeBAeMOCTH 00yYAIOIIHXCS
PeliTnHroBas cucrema He UCIOJIb3YETCS.

12. YueOHO-MeTOAUYecKOe U MHGOPMAIMOHHOE 00ecnieyeHue TUCIHIIINHBI

12.1. OcHoBHas1 JIMTEpaTypa

1. JIOKyMEHTHpOBaHWE YMIPABJICHUECKONW JEATEILHOCTH [DJEKTPOHHBIM pecypc]: yueo.
nocobue / A.A. Paznopoxusiit. — M. UHOPA-M, 2017. — 304 c. — (Bsiciiee oOpa3oBanue bakanaBpu-
at). - Pexxum poctyna: http://znanium.com/catalog/product/854774 (nara obpamenus: 15.08.2018).

2. Joponuna, JI. A. Opranu3zanus ¥ TEXHOJOTHS JTOKYMEHTALMOHHOTO OOECIeUeHHs yIpaBJe-
HUS [ DIEKTPOHHBIN pecypc]: yUeOHUK M MIPAKTHUKYM I akajeMudeckoro 6akanaBpuara / JI. A. JlopoHu-
Ha, B. C. Uputukoa. — M. UznarensctBo IOpaiit, 2018. — 233 c. — (Cepus bakanasp. Akagemuue-
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ckuii kypc). — ISBN 978-5-534-04568-0. - Pexxum nocrtyna: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (mara oopamenus: 15.08.2018).

3. DIEKTpOHHBIA JOKYMEHTOOOOPOT M obecreueHrne 0e30MacHOCTH CTaHAAPTHBIMU CPEJICTBAMH
windows [DnekTpoHHBIN pecypc]: yuedHoe mocobue / JLM. Epmokumona, B.B. Kopsiokun, A.H. ITbuis-
kuH, O.I. IlIBeukoBa. - M. KVYPC, 2018. - 296 c¢. - Pexum  pgocryna:
http://znanium.com/catalog/product/939786 (nara obpamenus: 15.08.2018).

4. Hammonanehnserii ctaggapt PO 'OCT P 7.0.97-2016 "Cucrtema ctanaapToB mo uHpopmaimu,
OMOMMOTEYHOMY U M3AATeNbCKOMY Aeny. OpraHu3alnOHHO-PACTIOPAIUTENbHAS JoKyMeHTanwus. TpeboBa-
HUSI K 0OPMIICHHIO TOKYMEHTOB" (yTB. mpuka3oM DenepalbHOTO areHTCTBA 10 TEXHUYECKOMY PETyIIH -
poBanuto U MeTposioruu oT 8 nekadpst 2016 r. N 2004-ct) [DnekTpoHHBIN pecypc]: - Pexxum moctyna:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (nara obpamenus: 15.08.2018).

12.2. lonosiHUTEIbHAS JIUTEPATYpPa

1. O6pazoBarenbublii ctannapt By3a OC TYCYP 02-2013. PaGoTs! cTyneHUeCKHe M0 HanpasJie-
HUSIM [IOJITOTOBKH M CHEUAIBHOCTSAM r'yMaHuTapHoro npoguis. Obuume TpeOboBaHus U mpaBuiia 0hopMm-
neHus [DnekTpoHHBIH pecypc]: - Pexum nocryma: https://regulations.tusur.ru/documents/71 (mata 06-
pamenusi: 15.08.2018).

2. TOCT P 7.0.8-2013. Cuctema cTanIapToB 1o HHPOpMaLUU, OMOIMOTEYHOMY U U3JATENIbCKO-
My neny. Jlemonpon3BoaCTBO U apXUBHOE JIe710. TepMUHBI U OonpeesieHus [ DIeKTpOHHBIN pecypc]: - Pe-
xuM foctyna: http://www.edou.ru/enc/docs/detail.php?ID=27653 (nara obpamenus: 15.08.2018).

3. JlenompousBoactBo [DnekTpoHHbIN pecypc]: Yuebnoe mocodbue / JI. U. KazakeBuu - 2018.
132 c. - Pexxum noctyna: https://edu.tusur.ru/publications/7542 (nara o6pamienus: 15.08.2018).

4. TOCT P 6.30-2003. YHUOUIINPOBAHHBIE CUCTEMbI JOKYMEHTALIMU. YHUDU-
[ITUPOBAHHASI CUCTEMA OPTAHU3ALIMOHHO-PACIHOPAIUTEJIBHON JTOKYMEHTALIUU.
TPEBOBAHUS K O®OPMIJIEHMIO JJOKYMEHTOB [3Onextponnsiii pecypc]: - Pexum nocryma:
http://www.edou.ru/enc/docs/detail.php?1D=2494 (nata obpamenus: 15.08.2018).

12.3. YueOHO-MeTOAHYECKHE MOCOOUS

12.3.1. O0s3aTebHbIC y4eOHO-MeTOAMYEeCKHE TOCOOHS
1. OOmwmii 1 SIEKTPOHHBINA TOKYMEHTOOOOPOT [DNEKTPOHHBIN pecypc]: MeToaumdeckoe mocodure
10 JTa0OPAaTOPHBIM 3aHATUSM M CAaMOCTOATENLHOU paboTe /s cTyaeHToB HampasiaeHuid 080200.62 «Me-
HepkmenT», 080100.62 «Oxonomuka» / XK. H. AxcenoBa - 2014. 40 c. - Pexumm npocryna:
https://edu.tusur.ru/publications/4874 (nara oopamenus: 15.08.2018).

12.3.2. YueOHO-MeTOAMYeCKHE MIOCOOMSA JIs1 JIMI € OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS U
MHBAJIMI0B

Y4eOHO-MeTOqMUECKHe MaTepratbl ISl CAMOCTOSTEIBHON M ayTUTOPHOW paboThl 00ydYarommxcs
U3 YHCiIa JIUI C OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbSI 1 MHBAIMIOB MPEAOCTABISIOTCS B (OopMaXx,
aIalITUPOBAHHBIX K OTPAaHMYSHHUSIM UX 3/I0POBbsSI M BOCIIPUATHUS HH(DOpMAITHH.

JI1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHus:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe YBETMICHHBIM MIPUPTOM.

JIJ1s1 JIMI ¢ HAPYIIEHUSIMH CJIyXa:

- B (hopMe IIMEKTPOHHOTO IOKYMEHTA;

- B reyaTHou (opme.

JI1s1 1ML ¢ HAapyIIeHUSIMM ONIOPHO-ABUTaTeJILHOI0 annapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (popme.

12.4. IIpodeccuonaibHbIe 0a3bl JAHHBIX U MH(GOPMALIMOHHBIE CTIPABOYHBbIE CHCTEMbI

1. eLIBRARY.RU - Kpynneiimuii poccuiickuii nHpopManvoHHbIH mopTajl B 001acTH HAyKH,
TEXHOJIOTHH, MEIUIIMHBI U 00pa3oBanms. Pexxum noctymna: www.elibrary.ru;

2. TAPAHT - Cuctema «'”APAHT)» npenocTaBisieT 10CTym K (eaepalbHOMY U pETrHOHATIBHOMY
3aKOHOJIATEIbCTBY, KOMMEHTAPHSIM M Pa3bsICHEHUSAM U3 BeAylIux npodeccronanbHeix CMU, kauTaM u
OOHOBJISIEMBIM SHIMKIONEIUSAM, TUIOBBIM (hopMaM JOKYMEHTOB, CyIeOHOM MpPaKTUKE, MEXIyHAPOIHBIM
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JIOTOBOpaM U APYroil HopMaTuBHOW HHpOpManun. Pexxum goctyna: www.garant.ru;

3. Koucynerantllntoc - Cucrema «KoncynbranTllnmtocy — Han€XHbIM MOMOIIHUK I MHOTHX
CIEIAIMCTOB: FOPUCTOB, OYXTaNTEPOB, PYKOBOIUTENCH OpraHu3aluii, a TaKXkKe JJIs CIEeIHATUCTOB TOCY-
JIApPCTBEHHBIX OPraHOB, YYEHBIX M CTYICHTOB. B HEl COAEpKUTCS OrpOMHBIM MAacCHMB MPaBOBOM U CHpa-
BOuHOM nH(popMarmu. Pexxum nocrymna: www.consultant.ru

13. MaTtepuaibHO-TEXHMYECKOE 00ecneuyeHue JTUCIUILJIMHBI U TPedyeMoe MPorpaMMHoe
ob0ecreueHue

13.1. O6uue TpedGOBaHNA K MATEPHAJBHO-TEXHUYECKOMY H IIPOrPAMMHOMY 00ecrie4eHHI0
AUCHMILTUHBI

13.1.1. MaTepuaJibHO-TeXHHUYECKOEe U POrPAMMHOe o0ecrneyeHue sl JIEKIIMOHHbIX 3aHATHH
Jlist ipoBeieHus! 3aHSATUH JICKITMOHHOTO TUTIA, TPYIIIOBBIX M MHIWBUYaTbHBIX KOHCYJABTALIUH, T€-
KYIIIETO KOHTPOJISI U MPOMEKYTOYHOW aTTECTAI[UU HCITONIB3YeTCs yueOHas ayTUuTOPHUS ¢ KOJTMYECTBOM TI0-
CaJIOYHBIX MeCT He MeHee 22-24, 000opyIoBaHHAs JOCKOW M CTaHAApTHOH ydueOHOI mebenbro. MMmeroTes
JIEMOHCTPAIIMOHHOE 000PYIOBAaHUE U YU4€OHO-HATIIATHBIE TTOCOOMsI, 00€CTIEUNBAIOIINE TEMATHUECCKUE HJI-
JIOCTPAIIMHU 10 JIEKIIMOHHBIM pa3ielaM TUCIUTUINHEI.

13.1.2. MaTepuaJIbHO-TeXHUYECKOE U NIPOrPAMMHOe o0ecnedyeHue JAJisi NPAKTHYECKUX 3aHATHil
Brrancnurensnas nadoparopus / KommbroTepHbIii Kiace
yueOHas ayuTOpHsl 171l IPOBEACHUSI 3aHATHI MPAaKTUYECKOrO TUTA, ydeOHas ayauTopus Ui Mpo-
BEJICHHS 3aHITHIA Ta00OPaTOPHOTO THUIIA
634045, Tomckas obmacts, T. Tomck, yi. KpacHoapmetickas, 1. 146, 505 ayn.
Onucanune uMeroIerocs 000py10BaHUs:
- [I5BM DX6100M (9 mit.);
- [I5BM INTEL CORE 2 DUO (6 mT.);
- MarautHo-MapKepHas J0CKa;
- Kommutekt crienmanusupoBanHoi yueOHOW MebOenu;
- PaGouee mecto npenogaBares.
[IporpamMmmMHoe obecnieueHue:
— 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
— KoncynwranT [lmroc

JlabGopatopust rpymnmnoBoro mnpoekTHoro oOyueHus '"Jlaboparopusi COIMATBHO-IKOHOMHUYECKUX
npobiem"

yueOHas ayTuTOpHsl IJIsl IPOBEACHHUSI 3aHATHI MPAKTUYECKOTO TUTIA, YIeOHAsT ayIUuTOPHS IS TIPO -
BEJICHUS 3aHITHIA 1a00paTOPHOTO THMA

634045, Tomckast obnacts, T. Tomck, yi. KpacHoapmetickas, 1. 146, 503 ay.

Ornucanue UMerIerocs 000pyI0BaHUS:

- [I5BM KOMIICTAP (12 mur.);

- MarautHo-MapKepHas J0CKa;

- Kommutekt cienmanusupoBanHoi yueOHOW Mebenu;

- PaGouee mecto npenogaBarens.

[IporpamMmHoe obecnieueHue:

— 1C:Ilpennpusitue 8
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- 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. MaTrepuaJibHO-TEXHHYECKOE H NIPOrPaMMHOe o0ecredyeHne JJIs1 CAMOCTOATeIbHON PadoThI
s camocTosATENbHOM pabOThl MCIONB3YIOTCA y4eOHbIE ayAUTOPUHU (KOMIIBIOTEPHBIE KJIacchl),
PacToJI0KEeHHBIE 110 aJipecam:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, a. 40, 233 ayn.;
- 634045, Tomckast o6nacTb, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayn.;
- 634034, Tomckast 06macTh, r. Tomck, Bepmmnanna ynuua, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTtb, . Tomck, Bepimmauna ynuia, 1. 74, 207 aya.

CocraB 000pyI0BaHUSA:

- yueOHast MmeOerb;

- kommnbroTepsl kinacca He Huke [I9BM INTEL Celeron D336 2.81Tw. - 5 mit.;

- KOMITHIOTEPHI MOAKIIOYEHBI K ceTu «MHTepHEeT» U 00eCreunBaloT JAOCTYN B JIEKTPOHHYIO HH-
dbopMaImoHHO-00pa30BaTENbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHp MPOrpaMMHOTO 00ECTICYCHUS:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

13.2. MatepuajbHO-TeXHHYeCKOe o0ecriedyeHre TUCIUTIINHBI IS JIUI C OTPAHUYeHHBIMHA
BO3MOKHOCTSIMH 310POBbSl 1 HHBAJIN/10B

OcBoeHME NUCUUIUIMHBI JIMIAMU C OTPAHUYEHHBIMU BO3MOYKHOCTSMHU 3/I0pPOBbS U MHBAIMJAMU
OCYILECTBIISIETCS C UCIOIb30BAHUEM CPEJCTB 00ydeHHs OOIIEro U CHEeMaIbHOI0 Ha3HAUYEHUS.

[Tpu 3aHATHAX ¢ 0OyUYaAIOLIUMUCS ¢ HAPYIIEHHSIMH CJIyXa [IPETyCMOTPEHO UCIIOIb30BaHUE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJIbTUMEIUNHBIX CPEICTB U JPYTUX TEXHUUYECKUX CPEACTB IpUeMa/nepena-
4K yaeOHOH nH(pOpMaHY B TOCTYIHBIX (hopMax, MOOMIBHON CHCTEMBI MPETIOIaBaHHS [Tl 00YJatOITIXCSI
C MHBAJIUAHOCTbIO, TIOPTATUBHOM MHIYKIIMOHHOM CHCTEMBbl. YueOHas aymuTopHus, B KOTOPOW 3aHUMAIOTCS
oOydJaromyecsi ¢ HapylIEeHHEM ClIyXa, 000pYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOH, ayAMOTEXHUKOH, BUICO-
TEXHUKOM, IJIEKTPOHHOU JOCKOH, MYJIbTUMEIUMHON CUCTEMON.

[Tpu 3aHATHAX C 0OYYAIOLUIMMUCS ¢ HAPYIIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BaHUE B
JIEKIIMOHHBIX U Y4EOHBIX ayAUTOPHUIX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX OOBEKTOB (HaIIpUMep, TEKCTa
Ha JIOCKE WJIM CJIaiijia Ha SKpaHe) P TIOMOIIHA BUACOYBEINIUTEICH 11 KOM(POPTHOTO IIPOCMOTPA.

[Tpu 3aHATHAX ¢ O0YYaIOUIMMHCS ¢ HAPYUIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS QbTEpHATUBHBIC YCTPOHCTBA BBO/IA MH(OPMAIIMK U IpYTHE TEXHHUYECKUE CPENICTBA ITpHeMa/epe-
Jau yuyeOHOM MHpOpMalu B AOCTYHHBIX (popMax, MOOMIIBHOW CHCTEMbl OOY4eHUs [UIs JIIoJel ¢ UHBaA-
JUAHOCTBIO.
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14. Ouenoqnme MaTepuaJdbl H METOAUYECCKHUEC PCKOMECHAAIUHA 110 OPraHu3aliuu U3y4cHus
AUCHHUITINHBbI

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB U METOANYECKUE PEKOMEH AU
Jnis onleHKH cTenieHr C(hOPMHUPOBAHHOCTH U YPOBHSI OCBOCHHS 3aKPEIUICHHBIX 32 JHCLUUIUIMHON
KOMIICTCHITUI MCTIOJIB3YIOTCS OLIEHOYHBIE MaTepUalibl B COCTARBE:

14.1.1. TecToBBI€ 3a7aHUA

1. late onpeneneHne JOKyMEHTHPOBAHUIO:

a) JIoKyMEHTHpPOBaHUE — 3TO MPOLECC CO3AaHUSI U OPOPMIICHUS JOKYMEHTOB;

b) lokyMeHTHpOBaHUE — 3aMCh HHPOPMAITMH HA HOCUTEIE 110 YCTAHOBJICHHBIM TPaBUIIaM;

¢) JlokyMeHTHpOBaHUE — 00ecIedeHne CBOEBPEMEHHOI0 U IPABUIBHOTO CO3/1aHUs IOKYMEHTOB;

d) JokymeHTHpOBaHHWE — 3amuch MHGOPMAIMKA HA PA3JIMYHBIX HOCHUTENSX IO YCTAHOBJICHHBIM
MIpaBHUIIaM.

2. Jlate onpeneneHrue T0KyMEHTY:

a) JlokyMeHT — 3T0 3a(MKCUPOBAHHAS HA MAaTepUAIbHOM HOCHTENEe MH(POPMAIHS C PEKBU3UTAMH,
MO3BOJISTFOIIUMH €€ HIICHTH()UITUPOBATE;

b) ZlokyMeHT — 3T0 3a(hUKCUpOBaHHAs HA HOCUTENE UHPOPMALUS C PEKBU3UTAMHU, TTO3BOJIIOLIUMHU
ee UIeHTU(UIUPOBATh;

¢) JIokyMeHT — 3T0 MaTepuaJIbHbI HOCUTENb ¢ UH(pOpMaLUeH, TO3BOJISIONINN ee HACHTUDHUIUPO-
BaTh;

d) oxymeHT — 310 cioco0 ¢pukcanuu HHPOPMaIUH.

3. Yto Takoe opuIHaNbHbIN TOKYMEHT?

a) OpunuansHeli TOKYyMEHT — JOKYMEHT, CO3JJaHHBI OpraHU3aIfel, JOKHOCTHBIM JIUIIOM WU
rpakIaHUHOM, O(OPMIICHHBIN B YCTAaHOBJICHHOM TOPSIIKE;

b) OdunmanbHbIl JOKYMEHT — JOKYMEHT, ITpeIHa3HAYCHHBIA AJIS Mepelaul IpyroMy JHIy OpHU-
JTMYECKAMU WITH (PU3HYECKUMHU JTUIIAMU B YCTAHOBJICHHOM TIOPSIIIKE;

¢) OpuuuanbHbIM TOKyMEHT — TIOKYMEHT, CO3/1aHHbIN, OOPMIICHHBINH U YIOCTOBEPEHHBIH B ycTa-
HOBJICHHOM TOPSIIKE JJIS1 MHOTOKPAaTHOTO HCIIOJIh30BaHUSI.

d) Her npaBuibHOTO 0OTBETA

4. Yrto TaKkoe 3JeKTPOHHBIN JOKYMEHT?

a) DJIEKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HH(OpMAIMs KOTOPOro MpeHa3HaueHa JJs nepeaa-
YH IPyroMy JIHILY;

b) DIeKTpOHHBIM JOKYMEHT — 3TO O(QHUIMAIbHBIN TOKYMEHT, MPEICTABICHHBIM B 3JEKTPOHHOU
dopme;

¢) DIEKTPOHHBIM JOKYMEHT — 3TO JOKYMEHT, MH(opMals KOTOPOro MpeACTaBiIeHa B AIEKTPOH-
HOM opwme;

d) DAeKTpOHHBIH JOKYMEHT — 3TO O(pHUHMAIbHBIMN TOKYMEHT, IPEJICTABICHHBIM B 3JEKTPOHHOU
dopme mocie ero MoAnMCcaHus TODKHOCTHBIM JIMIIOM B TIOPSIZIKE, YCTAHOBJICHHBIM 3aKOHOJATEIIECTBOM
PO.

5. Yro npencraiusier coboit opopmiieHue JOKyMeHTa?

a) OdopmiieHNE JOKYMEHTA — 3TO IIPOCTABJICHUE HA JTOKyMEHTE HEOOXOIMMBIX PEKBU3UTOB;

b) OdopmieHnne JOKyMEHTa — 3TO COTIIACOBAHUE TOKYMEHTA, MONMMCAaHNE JOKYMEHTA,

¢) OdopmieHne JOKyMEHTa — 3TO MPOCTABICHHE PEKBU3UTOB JUIsl OPraHU3allMU ONEPaTUBHOTO
MIOWCKA JIOKyMEHTOB;

d) Het nmpaBuibpHOTO OTBETA.

6. Uto npencrapisier cob0i cucTeMa JOKyMEHTAINH ?

a) [Tox cucremoit JOKyMEHTallMK IOHUMAETCSl COBOKYITHOCTb JJOKYMEHTOB, IIPEAHA3HAYCHHBIX IS
00eCTIeYeHNsI U PETYIMPOBAHUS ACATEIBHOCTH OPTraHOB BJIACTH, YUPEKACHUH, IPEANPUATHI U OpraHu3a-
LM

b) Cucrema MOKyMEHTAIIMU TIPEACTABISIET COOOM COBOKYIMHOCTh IOKYMEHTOB, B3aMMOCBSI3aHHBIX
1O MpU3HAKAM IMPOUCXOKICHUS, Ha3HAYCHUs, BUAA, CeEepbl IeATENbHOCTH, €IUHBIX TPEOOBAHUH K HX
0hOopMITICHHIO;

c¢) Cucrema JOKyMEHTAIMU MPEICTABIsAET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JTOKYMEHTOB, B KO-
TOPBIX MOCIIEIOBATEIEHO OTPAXKACTCS IEATEIBHOCTh OTPACIIH TOCYIAPCTBEHHOTO yIIPABICHUS;

d) Cuctema noKyMeHTalMU NPEACTaBIseT COOON COBOKYIMHOCTh JJOKYMEHTOB, B3aHMOCBSI3aHHBIX
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O MPU3HAKAM Ha3HA4YeHUs1, CPEPHI IeATEIHLHOCTH U SIMHBIX TPeOOBaHU K UX 0(hOPMIICHHIO.

7. KakoBbI 3Tambl NOATOTOBKU PACOPSIUTEIBHOTO TOKYMEHTa?

a) OTO COIIaCOBAaHUE JOKYMEHTA, NOANNCAHUE JOKYMEHTA;

b) 310 U3yUyeHHe ynpaBIeHYECKOr0 BOIPOCa, MOJrOTOBKA MPOEKTa PACTIOPSIIUTENHHOTO JOKYMEH -
Ta, COrJIaCOBaHUE JIOKYMEHTA, TIOIICAHNE JOKYMEHTA;

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

d) DTo M3yueHWe yIpaBIECHYECKOTO BOMpoca, chepbl NeATeTbHOCTH, €IUHBIX TpeOOBaHUN K
0(OPMIICHHUIO U TIOJrOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.

8. Kak BeneTcst Hymepanusi IpruKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

a) Ilo mopsIKy ¢ MOMEHTa CO3/IaHUs OpPTraHU3allii, HO OTIEIHHO OT MPUKA30B IO JIMYHOMY COCTa-
BY;

b) B npenenax mecsiia, HO OTJAEIBHO OT MPUKA30B MO JTUYHOMY COCTABY;

¢) [oapsia B npenenax GpuHaHCOBOIO ro/la, COBMECTHO € MPHUKAa3aMU 10 JUYHOMY COCTaBY;

d) [Mompsin B mpenenax GUHAHCOBOTO rojia, HO OTAEIHHO OT MPHUKA30B 10 JIMYHOMY COCTaBY.

9. Kak ocymiecTBiIsieTcs CoriiacoBaHue JTOKyMeHTa?

a) CornacoBaHue OCYIIECTBIISICTCS TyTeM BU3UPOBAHUS WU TIPOCTABJICHHS rpuda cormacoBaHus;

b) IlpoBoauTcs oneHka mpoekra oQUIUATBHOIO JOKYMEHTa 3aMHTEPECOBAHHBIMHU OpTaHMU3AIIMs -
MU, JTOJKHOCTHBIMH JIUI[AMH, CTICIIUATHCTAMHU. ;

¢) [lonHOCTBIO MOATOTOBNIEHHBIE MPOEKTHI JOKYMEHTOB MPECTABIIAIOTCS HA COIJIACOBAHUE JOJIK-
HOCTHBIMHU JIUI[AMU, CTICIIUATTUCTAMH,

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

10 . 3 xakux ABYX 4acTel COCTOUT TEKCT JOKYMEHTOB?

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBogHO# 1 OCHOBHOIA;

¢) OCHOBHOM U pacopsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsuTeIbHOM.

11. Kakoil TOKyMEHT COCTaBJISAETCS KOMUCCUEN MPH BBIJIEIEHUN JOKYMEHTOB K YHUUTOXKEHHIO?

a) AxT;

b) CrpaBka,;

¢) JlokmagHas 3ammcka;

d) OObsicHUTEIbHAS 3aITHCKA.

12. Ha xakomM JOKyMEHTE HE YKa3bIBAE€TCS 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 pemeHus He yKa3bIBaeTCsl HA3BaHUE BHUJIA IOKYMEHTA;

13. Ha GnaHkax TOKyMEHTOB HETOCYIAPCTBEHHBIX CTPYKTYP MPOCTABISACTCS:

a) ['ocymapcTBennslii repo PO;

b) 'ep6 cyonekra PO;

¢) sMbsemMa opraHu3alliy Wi TOBAPHBIN 3HAK;

d) ToBapHbIii 3HAK.

14. K opraHu3alluOHHBIM TOKYMEHTaM OTHOCSIT:

a) MOJIOKEHUE, YCTaB, MPUKA3, CTPYKTypHAs U IITaTHAS YUCIEHHOCTh, MHCTPYKIIUS, TOTOBOP;

b) monoxkeHue, ycras, akT, CTPYKTypHas U IITaTHAsl YUCICHHOCTh, MHCTPYKIIMSI, IOTOBOD;

C) MOJIOKEHHUE, YCTaB, MIPHUKa3, IPOTOKOJ, CTPYKTYPHAs U IITaTHAS YUCIEHHOCTh, MHCTPYKIIUS, J10-
TOBOD;

d) monosxeHue, ycTaB, periiaMeHT, CTPYKTYPHAsI U IITaTHAS YUCICHHOCTh, MHCTPYKITHUS, JIOTOBOP.

15. JIBm>keHue JOKYMEHTOB B OPraHMU3alMM C MOMEHTA UX CO3JIaHUs WM MOITY4YEeHHUs 10 3aBepliie-
HUS UCTIOH30BAHMSI UM OTIPABKU HA3BIBACTCS:

a) JlokymeHT0000pOTOM;

b) [ToTrokOM TOKyMEHTOB;

¢) OOpaboTKOI JOKYMEHTOB;
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d) Peructpanueii noxymeHTa.

16. Peructparuu noasieskatr JOKyMEHTbI

a) Bxopsmue;

b) Ucxonsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYMEHTOB.

17. Yto Takoe HOMEHKIATypa aen?

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

b) Homenkarypa e — 370 cUCTEMaTU3MPOBAHHBIN MEPEYCHb 3aBOAMMBIX B OpTaHHU3AIUH JIENT C
YKa3aHHUEM CPOKOB UX XpaHEeHHsI, 0)OPMIICHHBIN B yCTAaHOBJIEHHOM MOPSIKE;

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

d) Her nmpaBunsHOTO OTBETA

18. B nokymenTtax, ohOpMJICHHBIX Ha ABYX U 0OJIee TUCTaX HOMEpa CTPaHUI] MPOCTABIISIOTCS. . .

a) Co BTOPOIi CTpaHUIIBI B BEPXHEM MPABOM YTy TIOJIS JIUCTA apaOCKUMU Iudpamu;

b) Co BTOpO#i CTpaHUIIBI TOCEPEIMHE BEPXHETO MOJIA JIMCTa apabCcKuMu Iudpamu;

¢) Co BTOPOIi CTpaHUIIBI TOCEPEINHE HUYKHETO TOJIS TUCTa apabCcKuMu 1udpamu;

d) ITocnenoBaTenbHO Ha KaX/10i CTpAaHUIIE B IPABOM HUKHEM YIITy apaOCKUMHU IUPpamMHu.

19. Kakue cBeneHus coaepkarcsi B TpyIOBOM KHUKKE?

a) TpynoBasi KHMKKa OTHOCUTCS K YHCITy OCHOBHBIX JJOKYMEHTOB, MOJATBEPKIAIONINX OOIINM, He-
MIPEPHIBHBIN U CHIEITUATBHBIN CTaK PaOOTHI;

b) TpynoBasi KHMXKKa SIBIISIETCS OCHOBHBIM JIOKYMEHTOM TI0 YYETy MEepPCOHANA MPEANPHUSATHS, KOTO-
pasi 3aBOJIUTCS Ha BCeX paOOTHUKOB MPEANPUSATHS, IPUHATHIX HA MOCTOSHHYIO WM BPEMEHHYIO padoTy;

¢) TpynoBasi KHMXKKa TPEACTABIISET COOOM COBOKYIMTHOCTh JOKYMEHTOB, COJCPKAIIUX CBEICHUS O
pabOTHUKE;

d) Het nmpaBunbpHOTO OTBETA.

20. AkTbl, muchbMa, (aKChl, CIIPABKH, JOKJIATHBIE 3aITUCKH OTHOCSTCS K:

a) OpraHu3allMOHHBIM JOKYMEHTAM MPEATPUITHS;

b) pacriopsiANTEILHBIM JOKYMEHTAM TPEIITPUATHUS;

C) TOKyMEHTaM IO JJUYHOMY COCTaBY MPEATPUSITHS;

d) nadopmMarmOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEAIPUSITHS.

21. C xakumu BuaMu uHpopMmarmu (o ¢popme e€ rnpeacraBieHus) Bel MoxkeTe CTOIKHYTHCS B

cBOeH TpodecCHoHaNBHOM IeATeTLHOCTH?

1) TexcToBasi, uncioBas, rpadpudeckas, TabauuHas

2) Hay4Has, collMaIbHas, MOJIUTUYECKasi, SKOHOMUYECKasi, peTUrno3Has

3) BU3yalibHas1, 3BYKOBasi, TAKTHIIbHAS, OOOHSTEIbHAs, BKyCOBas

4) MmaTtematudeckasi, Onosornyeckasi, MeIMIUHCKas, TICUXOJI0rHYecKast

14.1.2. TeMmbl KOHTPOJILHBIX padoT

KoHTposibHOE 3a/1aHKe BBIIOIHAETCS KaXIbIM CTYICHTOM HMHIMBHYyaJdbHO MO BCEM IPEJIOKEH-
HBIM TeMaM

CocTaBbTe 00BSCHUTENBHYIO 3aIIUCKY O IpUYUHAX (ONpesesieT CTyAEHT CAMOCTOSTENBHO).

CocraBpTe Ha ce0s1 XapaKTEPUCTUKY ISl aTTECTAIMH TI0 CIICIUATbHOCTH.

CocraBbTe Ha ce0sl 3asiBIICHUE O ITpUeMe Ha paloTy.

CocraBbTe Ha ce0sl IpeICTaBIeHHE O MIEPEBOJIE Ha IPYTYIO paldoTy.

CocTaBbTe npuKa3 00 YBOJHbHEHUH pAaOOTHHUKA B CBSI3U C JTMKBUIAIIUCH OpraHN3aIlUH.

CocTtaBbTe CBOIO aBTOOMOTpadUIO U pe3IOME.

OdopmuTe POTOKON 3aceaaHus 00IIET0 COOpaHus MPEaIPHUITHS "........ "" 0 BHEIPEHUU TEXHOJIO-

THYCCKHUX (I/IJ'II/I l'[pOI[yKTOBBIX) WHHOBALM{ WIH OpTraHHU3allMOHHBIX W3MEHEHU.
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OdopMuTe aKT 0 HapYyIICHUAX MPaBUIa BHYTPEHHETO PACTIOPSIIKA MIPEAIPHUSITHSL.

14.1.3. TemsI J0K1210B

TeMblI 17151 KOHTPOJISI CAMOCTOSTENIBHOIO U3yYEHUS TEM TEOPETUYECKON YacTu Kypca
1. Ucropust pa3BuUTHS rOCYIapCTBEHHOM CUCTEMBI JEIONPOU3BOACTBA
4. Vcropus pa3BUTHS IOCYIapCTBEHHOM CUCTEMBI JIEI0IIPOM3BOACTBA B Poccun
6. Ponb noxkyMeHTa B HU3HU Y€JIOBEKa U 00IECTBa
7. Metozpl uccieoBaHus JOKYMEHTOBEJUECKUX MPOOIeM
. udopmannoHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTMU HX POJib B PEHICHUU 3a/1ad MpoQeccHo-
HaJIbHOM JEATEIbHOCTU

9. PazButre nndopmanroHHON 1 6ubIMorpaduyecKon KyJIbTypbl CPEICTBAMH COBPEMEHHBIX KOM -
MYHHMKaIIUOHHBIX TEXHOJIOTUI

10. Ucnonp30BaHue COBPEMEHHBIX MHPOPMAIIMOHHBIX TEXHOJIOTHH AJIs PEUICHHs] aHATUTUYECKUX
U MCCIIEI0BATENIbCKUX 3a/1a4 B PO(HECCHOHAIBHON AeATEeIbHOCTH

11. HayuHo-uctopuueckas U NpakTUYecKas LEHHOCTb TOKyMEHTa

12. JlokyMeHTHI B cpepe npaBa U yIpaBIeHHs

13. BiusiHME HaydYHO-TEXHUYECKON PEBOIIOLUH HA Pa3BUTHE TOKYMEHTA

14. PazButue Gpopmyssipa 10KyMeHTa

15. l'ocymapcTBEHHOE pETyIMpOBaHKHE, HOPMATUBHO-IIPABOBasi OCHOBA JIOKYMEHTALlMOHHOIO 0bec-
neyeHust NpoheCCUOHAIBHON AEATEIbHOCTH.

16. CymHoCTb, HampaBiI€HUS] U BHJbI TOCYJAPCTBEHHOIO PETYJIMPOBAaHUS JTOKYMEHTALMOHHOIO
obecrieueHus

17. 3akoHO/aTENIbHBIE aKThl 1 HOPMaTUBHbIE JOKYMEHTHI PO

18. CocraB 1 CTpyKTypa HOPMaTUBHOM, ITPABOBOM U METOIMYECKON OCHOBBI JJOKYMEHTALlMOHHOIO
oOecrevyeHus yrnpaBieHUs

19. YHuduxauus u craHAapTU3aLus YIPaBICHYECKUX JOKYMEHTOB.

20. FOpuauueckas cuia JOKYMEHTA: MOJUIMHHUKY (OPUTHHAJIBI) IOKYMEHTOB, KOIIUU TOKYMEHTOB
U UX BUJBI

21. OC TYCVYP 02-2013 (CTO 02069326.1.02-2013) - PaboTh! CTy/I€HUYECKHUE 110 HAIIPABJICHUSIM
HOJI'OTOBKH U CHELUATBHOCTSIM I'YMaHUTAPHOTO Mpopuitst. OcoOeHHOCTH 0POPMIICHHUS CTYICHUECKUX pa-
oot

o0

22. Ponb 1 3HaueHNe (PUHAHCOBBIX TOKYMEHTOB B JIEATEIbHOCTU OpraHU3aluu

23. OcobenHoctu oopmiieHUs] PUHAHCOBBIX JOKYMEHTOB

24. TloHATHE O JOKYMEHTOOOOPOTE MPEIPUATHUS

22. Opranusanus padoThl ¢ BXOAAIUME JTOKYMEHTaMU

18. Opranusanus paboThl ¢ HCXOIAIIUMU TOKYMEHTAMHU

19. OcobenHocTH Opranu3anuy paboThl C BHYTPEHHUMHU JOKYMEHTaMU

20. JlokymMeHT0000pOT B MH(POPMAITMOHHOM 00ECTI€UeHUH YIPABICHUS U €r0 COCTaBHbIE YaCTH.

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

22. Buipl TOTOKOB IOKYMEHTOB M CTaIMM UX 00paOOTKH.

23. Peructpanust JOKyMEHTOB.

24. KoHTpOJIb UCIIOJIHEHUS TOKYMEHTOB.

25. Homenknartypa Jies1 ¥ uX pOpMUpOBaHHUE.

26. OdpopmiieHue aei.

27. XpaHeHue i1 U MOPAJOK CIaud UX B apXUB.

28. PaboTa ¢ JoKyMeHTaMH, COJIEpPKalIUMU KOMMEPUYECKYIO TaliHY.

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

30. TepMuHoOrUs, UCIOIb3yeMasi B CUCTEMAaX 3JIEKTPOHHOTO JOKYMEHTOO00pOTa.

31. 3agaun cucTeM 3MEKTPOHHOTO JOKYMEHTO0O0POTA.

32. YrpaBiieHHE 3JEKTPOHHBIMU JOKYMEHTAMM.

33. Knaccugukamus cucteM 3JIeKTPOHHOTO JOKYMEHT0000pOTa.

34. Tlomxompl K CO3JJaHUIO CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTa.

35. Dransl BBIOOpa U BHEIPEHUS CUCTEMbl aBTOMATH3alIHH.
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36. IIpo6aeMbl IPaBoOro peryarupoBaHus JIEKTPOHHOTO JOKYMEHTO000pOTa.

37. TloHsATHsI, TPUHITUTIEI 1 OCOOEHHOCTH MOCTPOCHUSI ABTOMAaTH3UPOBAHHBIX CHUCTEM KOHTPOJIS
ucnonHenus fokymeHToB (ACKU ).

38. CucreMsl AIIEKTPOHHOTO TIOKyMeHTooOopoTa. Obmue monoxxenus. Haznauenus CO/I,

39. OCHOBHBIE CBOWCTBA CUCTEM BJIEKTPOHHOTO JOKYMEHTO000pOTA.

40. OcHOBHBIE TEXHOJIOTUHU PabOTHI ¢ JoKyMeHTamMu B CO/I.

41. O6mas kinaccupuKaIys CUCTEM AIIEKTPOHHOTO JOKYMEHTO000pOTA.

42. O0630p OCHOBHBIX CHCTEM 3JICKTPOHHOTO JIOKYMEHTOOOOpOTA. TIPEACTABICHHBIX B Poccun u 3a
pyoexoM

43. AHanmu3 BHEAPEHUS CHCTEM SJICKTPOHHOTO JEIONPOU3BOACTBA M IOKYMEHTO000pOTa

14.1.4. Tembl 0IPOCOB HA 3aHATHAX

[TonsiTue, ey U 3a7a4u U3y4aeMon JUCIUILINHBL. Pa3BUTHE U CTAaHOBJICHHE JICIONPOU3BO/ICTBA B
Poccun. Opranmsanus 1e1onpon3BOJCTBA HA MPENNPUATHSIX. 3HAYCHUE U MECTO JOKYMEHTOB B CHCTEME
yIpaBIeHUS

TpeboBanus k 6mankaMm 10KymMeHTOB. [lopsmok pa3pabotku 6mankoB. O0mme TpeOOBaHUA K JOKY -
MEHTaM, U3TOTOBISIEMBIM C TOMOIIBIO TEXHUYECKUX cpeAcTB. OcoOeHHOCTH O(OPMIICHHS OTACIBHBIX
PCKBH3HTOB.

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

CocTaB ¥ Ha3HAUYEHUE OTACIBHBIX BUIOB OPraHU3AI[MOHHO-TIPABOBBIX, PACHIOPSAUTEIbHBIX U UH-
(OopMaMOHHO-CIIPaBOYHBIX JJIOKYMEHTOB. JlOKyMEHTaNbHBIH (OHI W TEepeYeHb JOKYMEHTOB, 00pa3yro-
HIMXCS B IPOIIECCE IEATEIbHOCTH MPEANPUSATHUSI.

CocTaB, pacroyioXXeHue u MpaBuiia 0OpMIICHHSI PEKBU3UTOB OTICIBHBIX BUJIOB OPTaHU3allMOHHO-
MIPABOBBIX, PACIOPAIUTENBHBIX U MH()OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB. OCcOOEHHOCTH OodopmIie-
HUSI OTJICJIEHBIX BHJIOB IOKYMEHTOB, 00pa3yIOMIUXCS B IPOIIECCE ACATEIbHOCTH MPEAPHUSITHS.

OcHOBHBIE 331241 OpPraHU3alMU JIEKTPOHHOTO JOKyMEeHT0000poTa. CHCTEMBI 3JEKTPOHHOTO J10-
kymeHToob6opota COJI. Dranbl pa3Butus, kiaccel, HazHadeHne COJl, OCHOBHBIE CBOWCTBA CHCTEM DJICK-
TPOHHOTO AOKyMeHToo0opoTa. OcHoBHBIe THIBEI CO/I. Ocobennoctu opranmzanuu COI. CucteMsl diek-
TPOHHOTO TOKYMEHTOO0O0POTa, MpecTaBlIeHHbIe B Poccuu.

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

TpeboBanus k 6maHKam JOKyMeHTOB. [10ATOTOBKA K COCTaBICHHUIO JOKYMEHTOB. CXEMBbI pacmoio-
KeHHsl 1oKyMeHTOB. CocTaBienue GpopmyrsipoB HoKymMeHTOB. OOmuii 61aHK. biaHk KOHKpeTHOro BUaa
JIOKyMeHTa. biaHk nucema.

O6mmue TpeboBanus k odhopmieHHio Tekcta otyeta. OQopmiieHue TUTYABHOIO JINCTA, PUCYHKOB,
Ta0JIUII, CIIUCKA UCTIONIE3YEMbIX HCTOUHUKOB

[TpaBuna cocraBiaeHust U 0GOPMIICHHS OPraHU3AIMOHHO-PACTIOPSAUTEIbHBIX TOKYMEHTOB (yCTaB,
MOJIOKEHUE, IITATHOE PAaClUCaHUe, MHCTPYKIUS, TPUKA3, pacCOpsLKEHUE, PEIICHHE, POTOKOJ, TOCTaHOB-
JICHUE)

[TpaBuna coctaBieHus ¥ OQopMIIeHUs HH(DOPMAMOHHO-CIPABOYHBIX JOKYMEHTOB (J€I0BOE
MUCHMO, JOKJIaJHAas U cayx»eOHas 3alluCKU, aKT, CIIpaBKa, U JIp. )

14.1.6. Bonpocsl iuddepennupoBanHoro 3auera
. JIOKyMEHT U1 €ro MeCTO B CUCTEME YIIPABJICHUS
. HopmaTuBHO-MeTOAMYECKHE aKThI, pETJIaMEHTUPYIOIINE CO3AaHNne U 0(POpPMIIEHUE TOKYMEHTOB.
. JIokyMeHTOBe/IeH!e KaK Hay4Hasi IUCIUILTNHA: 00BEKT, IPEAMET, OCHOBHbBIE METO/BI.
. [lonsiTre «uHpOpMaLHs» U €ro pa3BUTHE.
. IloHsiTHE «IOKYMEHT» U €TO Pa3BUTHE.
. O6mmue u yacTHble QYHKIUU TOKYMEHTA.
. Crtoco0Obl TOKyMEHTUPOBAHUS U UX PA3BUTHE.
. [lonsiTue cayxeOHOro TOKYMEHTHUPOBAHUS U TPEOOBAaHUS K JOKYMEHTAM.
. Ilopsiok perynupoBaHus, COTJIACOBAHUS U NOJIMCAHMSI YIPABIEHYECKUX JOKYMEHTOB.
10. CymHocTh YHU(QUKAIMKY U CTaHAAPTU3ALUHU YIIPABIEHYECKUX IOKYMEHTOB.
11. IlpaBuna opopmieHus ciyKeOHbIX TOKYMEHTOB.
12. PekBU3HTHI U UX NpEAHA3HAYCHHUE.

O 001N DN B W~
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13. O6mue TpeboBaHus K JOKYMEHTHPOBAHUIO YIIPABICHUECKON AEATEIbHOCTH.

14. CocTas, copepaHue U OCOOEHHOCTH pean3aiuu TpeOOBaHUN K PACIOIOKEHUIO U odopmiie-
HUIO PEKBU3UTOB IOKYMEHTOB.

15. CtpykTypHu3anus TEKCTOB yIIPaBIECHUYECKUX JOKYMEHTOB.

16. Bunsl yHupHUIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH O0(OpMIICHHS TpadapeTHOro TEKCTa, AaHKETHI
Y TaOJIUIIBL.

17. TpeGoBaHUs K COAECPIKAHUIO, CTPYKTYPE U CTUIIIO M3JIOKEHHUS YIIPABICHUECKUX JTOKYMEHTOB.

18. Oprann3alimOHHO-paCcOPAIUTENIbHAs TOKYMEeHTalusd. OCHOBHBIE BUJIbI YIIPABIECHYECKUX J10-
KYMEHTOB.

19. UudopmanimoHHO-cripaBouHas JoOKyMeHTaIusl. OCHOBHBIC BUIBI

20. IlpaBuna v cTUIIb HAITMCAHUS AEJIOBOIO IIUChMA.

21. Buapl nenoBoro nuchbMma.

22. OcoOEHHOCTH MEPENUCKU C MHOCTPAHHBIMU AapTHEPAMH.

23. Buibl TOTOKOB IOKYMEHTOB M CTaIMM UX 00paOOTKH.

24. Peructpanuust JTOKyMEHTOB.

25. KoHTpOIb UCTIOTHEHHUSI TOKYMEHTOB.

26. Homenknartypa Jies 1 ux popMUpOBaHHE.

27. Odbopmiienue ne.

28. XpaHeHue z1e1 U MOPAJOK CIaul UX B apXUB.

29. Pabota ¢ mToKyMeHTaMH, COJIEPKAIIMMHA KOMMEPUECKYIO TaifHy.

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

31. TepmuHoIOTHS, HCTIOIB3yeMasi B CUCTEMAX JIEKTPOHHOTO IOKYMEHTOOOO0pOTA.

32. 3agaun cucTeM EKTPOHHOTO JOKYMEHTO0O0POTA.

33. YnpaBiieHUE JIEKTPOHHBIMU JOKYMEHTAMU.

34. Knaccugukaiys 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, TPUHITUIIEI U OCOOEHHOCTH MOCTPOCHUSI ABTOMAaTH3UPOBAHHBIX CHUCTEM KOHTPOJIS
ucnonHenus fokymeHToB (ACKU ).

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

41. OCHOBHBIE CBOWMCTBA CUCTEM IJIEKTPOHHOTO JIOKYMEHTO000pOTA.

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

43. O0mas ki1accuuKaIys CUCTEM AIIEKTPOHHOTO JOKYMEHTO000pOTa.

14.2. TpeOoBaHMS K OLIEHOYHBIM MATEepHAJIaM /JIsl JINI C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310POBbSI 1 HHBAJIH/I0B
st mui ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI M1 MHBAJIHMJIOB MPEAYCMOTPEHBI JOTMOIHU -
TEJIbHBIC OLICHOYHBIE MaTepUaJIbl, IEPEYCHh KOTOPBIX yKa3aH B Tabmulie 14.
Tabmuua 14 — JlomoMHUTENBHBIE MaTepHallbl OIICHUBAHUS ISl JIUIl C OTPAHUYCHHBIMH BO3MOXXHOCTSIMU
3JI0POBbsI 1 HHBAJIHJIOB

Kareropuu Buapl TONOTHUTENBHBIX OIICHOYHBIX ®opMBI KOHTPOIISL M OLICHKH
oOyyaronuxcs MaTepuaioB pe3ynbTaToB 00y4eHHUs

TecTsl, MUCEMEHHBIE CAMOCTOSITEIIbHBIC
paboTHI, BOIIPOCH! K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI

C napyumeHusMu
ciryxa

[TpeumyIieCTBEHHO MUCHMEHHAS
npoBepKa

C mapymenusasmu | CobeceoBaHme 10 BOIIpPoOcaMm K 3aueTy, | [IpenmyiecTBeHHO yCTHas TPOBEpKa

3peHus OIIPOC 10 TEPMUHAM (MHAMBHYaTbHO)
C napyumeHusMu Pemenue qucTaHIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OThI, MUCbMEHHbIE | [IpenMylecTBeHHO A1MCTaHIMOHHBIMU
JBUTATEJIBHOIO CaMOCTOsITeNIbHbIE PabOTHI, BONPOCHI K METONaMHU
amrmapara 3a4eTy
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C OTpaHUYCHUAMMU I10 TCCTBI, INHMCHbMCHHBIC CaMOCTOATCIBHBIC HpeI/IMYH_IeCTBeHHO IIPpOBCpPKa
O6HI€M€I[I/IIII/IHCKI/IM pa60TI)I, BOIIPOCHI K 3a4€TYy, METOAAMHU UCXOAA U3 COCTOSAHUSA
INOKa3aHUsAM KOHTPOJIbHBIC pa6OTBI, YCTHBIC OTBCThBI o6yqa10meroc;1 Ha MOMCHT ITPOBCPKU

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

Jnis nMI ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBSI M MHBAJTUIOB TPEAYCMAaTPHUBACTCS JI0-
cTynHas (hopMma MpeaoCTaBICHUS 3aJaHUH OLIEHOUYHBIX CPEJICTB, @ UMEHHO:

- B reyaTHou (opme;

- B IIeyaTHO! (hopMe ¢ YBETHMUYEHHBIM IPUPTOM;

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

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

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

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMU 3/I0POBbSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
HOJrOTOBKY OTBETOB Ha KOHTPOJIbHBIE BOIPOCHL. [l TaKUX 00y4aroIuXcs peycMaTpuBaeTCsl JOCTYII -
Hast popmMa MpeoCTaBICHHS OTBETOB Ha 3a/1aHUs, @ IMEHHO:

- IUCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMIIBIOTEPE;

- HabOp OTBETOB C UCHOJIb30BAaHUEM YCIIYT ACCUCTEHTA;

- MIPEJICTABICHUE OTBETOB YCTHO.

[Tponienypa ornieHHBaHUs pe3yIbTaTOB OOYYEHMs JIMIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbsl M1 MHBAIHJIOB IO JUCLUUIUIMHE MPEIyCMaTPUBACT MPEAoCTaBIeHne HHpopManuu B popMax, aaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 3A0POBbS M BOCIPUATHS HH(POpMALIUK:

JL1s1 ML ¢ HApYIIEHUSIMH 3PeHust:

- B (hopMe 3NIEKTPOHHOI'O IOKYMEHTA;

- B IIeYaTHO! (hopMe yBEIMUEHHBIM HIPUPTOM.

JList JiM1 ¢ HapyLIeHUusIMH CJIyXa:

- B (hopMe INIEKTPOHHOT'O IOKYMEHTA;

- B Me4aTHOU (opme.

JLst M1 ¢ HapyLIeHUsIMY OIIOPHO-ABUTaTeJILHOIO annapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

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