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

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
HampaBnenue noarorosku / cnenuaibHOCTh: 38.03.02 MeHe:KMeHT
HanpaenenHocts (mpoduib) / cenuanu3anus: YnpapjieHHe MPoeKToOM
®dopma 00ydeHHs: 3a09HAS

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: Menexxmenrta, Kadenpa menenxkmenra

Kypc: 4

Cemectp: 7, 8

Y4eOusiii mnan Habopa 2018 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpEMCHU

Ne Buapl yueOHO A€SITEIBHOCTH 7 cemecTp 8 cemectp Bcero J2B107080%000
1 |Jlekuumn 4 4 8 4acoB
2 |IIpakTHueckue 3aHATHS 8 8 16 4acoB
3 |Bcero aymuTOpHBIX 3aHATHI 12 12 24 4acoB
4 | CamocrosTenbHas paboTa 96 92 188 4acoB
5 |Bcero (6e3 sx3amMeHa) 108 104 212 4acoB
6 |IlogroroBka u crava 3a4yera 0 4 4 4acoB
7 | OOwas TpyI0eMKOCTh 108 108 216 4acoB
6.0 3.E.

KontponsHubie paboThl: 8 cemectp - 1
3auéT C OLIEHKOM: § cemecTp

Tomck
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotokosn Ne 2 oT « 18 » 2 2020 1
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
ToBKH (crienmasnibHOcTH) 38.03.02 MenemkMeHT, yrBepxkaennoro 12.01.2016 roga, paccMoTpeHa u of10-
OpeHa Ha 3acenanuu kageapsl MeHeDKMEHTa « _ » 20 ropa, mpotokoin No

PazpaboTunk:

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

3aBenyronmii o0ecnieunBaromeii kad.
MenemxMeHTa M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

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

MenemxmMeHTa M. A. AdonacoBa
OKCIIepTHI:

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

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

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

1.2. 3agaun QUCHUIINHBI

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

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

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

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

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

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

2. Mecro mucuuminabl B ctpykrype OITIOIT

Jucuumuinaa «O0mmii u 3MeKTpoHHbIH qokyMeHToobopoT» (b1.B.JIB.5.1) otHOCHTCS K OnOKy 1
(BapuaTHBHAS YaCTh).

[TpenmecTBYIONMME AUCIUTUTHHAMH, (DOPMUPYIOIIMMU HadaIbHBIE 3HAHUS, ABIsAtOTCS: [Imanupo-
BaHUE Ha mnpeAnpusTuy, [IpakTrka mo noayyeHUIo NepBUYHBIX MPO(EeCCHOHAIBHBIX YMEHUN U HaBBIKOB,
[TpakTuka 1Mo noxy4eHuro npodeccnoHaIbHbIX YMEHHUH 1 OIbITa TPO(PECCHOHATBLHOMN IeATENHOCTH (pac-
YETHO-aHAJIUTUYECKAs).

[TocnenyromumMu TUCIUTUIMHAME SBIISIOTCS: 3allUTa BHIMTYCKHON KBaTM()UKAIIMOHHOW pPabOTHI,
BKJIIOYasi TIOJITOTOBKY K IMPOIIeype 3alluThl U Mpoleaypy 3auuThl, [IpakTrka mo nomydeHuro npodec-
CHOHAIILHBIX YMEHHUH U OMbITa MPOQeCcCCHOHATBHON AEITEILHOCTH (paccpen.), YIpaBiIeHHEe MepCOHATIOM
OpraHu3aIyy.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

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

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

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

B pesynbpTare u3ydeHus: IUCIHUILIMHBI 00YJaIOMIUNCS TOJKEH:

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

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

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

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI padoThl
OO01ast TpyI0EMKOCTb JUCLUILUINHBI cOCTaBIseT 6.0 3aUeTHBIX €IMHMILIbI U IIPECcTaBIeHa B Ta0Iu -

%Zgﬁl{lﬁa 4.1 — TpynoeMKOCTh JUCUUILIMHBI

Bunel yueOHOI nesTeNIbHOCTH Bcero wacos CemecTpsl

7 cemecTp 8 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 24 12 12
Jleknun 8 4 4
[IpakTiueckue 3aHATHS 16 8 8
CamocrosTenpHas paboTa (BCero) 188 96 92
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 66 34 32
CamocrodaTenbHOe H3ydeHHe TeM (BOTIPOCOB) 32 32 0
TEOPETHYECKON 4acTH Kypca
[ToaroroBka K MpakTUYECKUM 3aHATHUSM, 78 30 48
ceMHuHapam
BrInonHeHne KOHTPOJIBHBIX paboT 12 0 12
Bcero (0e3 ax3aMeHa) 212 108 104
IToaroroBka u caada 3adera 4 0 4
OO6miast TpyI0€MKOCTb, 4 216 108 108
3auetHble EauHuIb! 6.0

5. Conepxxanue IMCUMILIHHBI

5.1. Pa3zgesnl JUCHUIIMHGLI 1 BUALI 3AHATHHI
Pa3zaenbl nMCUMIUIMHBI U BUJIBI 3aHATUN TPUBEICHBI B Ta0uIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUH

Bcero
4acoB
[Ipak. Cam. dopmupyemble
Haspanus pa3aenoB IUCHUTUIMHBI Jlek., u (Ge3
3aH.,4 | pab., 4 KOMITETEHITNH
9K3aMEH
a)
7 cemecTp




1 TIpenmer, conepxanue u 3a1a4u Kypca. Jlo- 1 0 26 27 I1K-20, ITK-8
KYMEHTOOOOpOT U JIETIONPOU3BOJCTBO B IIPO-

(heccruoHaNbHOM e TENbHOCTH.

2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 1 0 10 11 I1K-20, ITK-8
MEHTHPOBAHUS YIIPABIEHYECKON AESITeTbHO-

CTH

3 Ilonsatue noxkymeHnTta. CBoiCcTBa JOKYMEHTA. 1 2 24 27 I1K-20, ITK-8
Knaccudukanus nokymenrta. CTpykrypa Jo-

kymeHTa. TpeboBaHus K OPOPMIICHHUIO TOKY-

MEHTOB.

4 CucreMbl 10KyMeHTOB. CocTaBiieHUE U | 6 36 43 [TK-20, I1K-8
odopMIIeHHE YIIPABIEHYECKUX JOKYMEHTOB.

Hroro 3a cemectp 4 8 96 108

8 cemectp

5 DNEeKTPOHHBIN TOKYMEHTOOOOPOT, KITFOUe- 2 4 52 58 ITK-20, TTK-8
BbIE€ TIOHSTHS, OCHOBHBIE KOHIIENIIIUU

6 Opranuzanus padboTsl ¢ JoKyMeHTaMu Pop- 2 4 40 46  |IIK-20, IIK-8
MUPOBAHUE U TEKYILIEE XPAHEHUE TOKYMEH-

TOB. [loIrOTOBKA TOKYMEHTOB K TIepeaaye B

apxuB

Hroro 3a cemectp 4 92 104

Hroro 16 188 212

5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JTEKIIASIM)
CopeprkaHue pa3aesioB TUCIUTIINH (TI0 JIEKIUIM) PUBEICHO B TabmuIie 5.2.
Tabmuua 5.2 — ComepkaHue pa3AenaoB TUCIUILINH (TI0 JICKITHSIM)
Copneprxanue pas3znenoB qucuumuingel (mo | Tpynoemkocts, | @opmupyemblie
Ha3Banus pazaenos Aep pas AHCH ( 24 ’ PMHDPY
JICKITUSIM) q KOMITETEHIIUU
7 cemecTp

1 IIpenmer, ITonsTHe, NEnU U 3a1a44 U3y4aeMOU JUCLIU- 1 I1K-20, I1K-8
coJiepXaHue U 3aJlaud | [JIMHBL. Pa3BUTHE U CTaHOBJIEHUE JEIIO0-

Kypca. npousBojcTBa B Poccun. Opranuzanus sie-

JIoKyMeHTOOOOpOT U | JIOMPOU3BOJICTBA HA MPEANPHUATHSIX. 3HAUE-

JIEJIONPOU3BOACTBO B | HUE M MECTO JOKYMEHTOB B CUCTEME YIIPaB-

npo¢ecCuoHATBHOM JICHUS

JeSATEIbHOCTH. Vrtoro 1

2 IIpaBoBbIe U I'ocynapcTBeHHOE peryaMpoBaHue, HOpMa- 1 I1K-20, ITK-8

HOPMAaTUBHBIC OCHOBBI
JTOKYMEHTHPOBaHUS
YIPaBIIEHYECKON
JeSITEeNIbHOCTH

THUBHO-IIPAaBOBasi U METOUYECKAst OCHOBA
JIOKYMEHTAI[HOHHOTO 00ecTeyeHus! ynpanie-
Hus. CyIiHOCTb, HAIPaBJIEHUS U BUJIbI TOCY-
JAPCTBEHHOTO PETYJIUPOBAHUS JOKYMEHTA-
IIMOHHOTO O0ecreueHus yIpaBlieHus, Ha3Ha-
YeHHe, 0COOEHHOCTH U COOTHOILIEHHE HOP-
MaTUBHO-IIPABOBOI'0 U METOIMYECKOIO pery-
nupoBanus. COCTaB U CTPYKTypa HOPMATUB-
HOM, IPaBOBOM U METOJIMYECKON OCHOBBI J0-
KyMEHTAIIMOHHOT0 00ecIeueH sl yrnpanie-
HUS, HAlIMOHAJIBHBIX U JIOKAJIbHBIX HOpMa-
TUBHO-METOMYECKHUX JOKYMEHTOB. YHHU(HU-
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KalnouAa U CTaHdapTUu3anus.

Hroro
3 [lonsatue nokymenra. | TpeboBanus k 61aHKaM JOKyMeHTOB. [lopsi- I1K-20, I1K-8
CBoiicTBa TOKyMEHTA. |JIOK pa3pabotku O6mankoB. Obmue TpedboBa-
Knaccudukarus HUS K TOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMO-
nokyMmeHTa. CTpyKTypa |IIbI0 TEXHUYECKUX cpeAcTB. OcoOeHHOCTH
JOKYMEHTA. oopMIIeHUs OTAETBHBIX PEKBU3HUTOB.
TpeboBanus K Vitoro
oopmieHnIo
JTOKYMEHTOB.
4 Cucremsl [TpaBuna opopmieHus JOKYMEHTOB, COCTaB I1K-20, I1K-8
JIOKYMEHTOB. Y Ha3Hau€HUe peKBU3UTOB. Poib 1 BUIbI
CocraBnenue u yIpaBIEHYECKUX JOKYMeHTOB.CoCTaB U Ha-
odopmiieHue 3HAYEHHE OT/JEJIbHBIX BUJIOB OpraHU3ali-
yIPaBJIEHYECKUX OHHO-IIPABOBBIX, PACTIOPSAUTEIbHBIX U UH-
JTIOKYMEHTOB. (opMaIMOHHO-CIIPAaBOYHBIX IOKYMEHTOB.
JlokyMeHTabHBIHA (QOH[ U NIEPEUEHb 10KY-
MEHTOB, OOPa3yYIOIIUXCS B MPOIECCE Jesi-
TeNnbHOCTU npeanpuarua.Cocras, pacoo-
JKEHHE U IpaBuiia 0pOPMIICHUSI PEKBU3UTOB
OT/AETBHBIX BUIOB OPraHU3AIMOHHO-IPABO-
BBIX, PacCTIOPSIUTEIbHBIX U HH(OpMAIIH-
OHHO-CIIPAaBOYHBIX TOKYMEHTOB. OCOOEHHO-
CTH 0(hOpMJICHHSI OT/IEIbHBIX BUIOB JOKY-
MEHTOB, 00pa3yIOIINXCs B IIpolLecce Jes-
TEJIIEHOCTH TPEATIPHUSITHS.
Hroro
HUroro 3a cemectp
8 cemecTp
5 DneKTpOHHBIN OcHoOBHBIE 3a]Ja4l OPTaHU3ALUHU JIEK- I1K-20, I1K-8
JIOKYyMEHTO000POT, TPOHHOTO TOKYMEHTO000poTa. CUCTEMBI
KJIFOUEBbIE TIOHSTHS, AIIEKTPOHHOTO JTIOKyMeHToobopoTa CO/I.
OCHOBHBIC KOHIICTIIIUK | DTaIbl pa3BUTHS, KIacchl, Ha3HaueHue COJI.
OcHOBHBIE CBOWCTBA CUCTEM JJIEKTPOHHOIO
nokyMeHToo6opoTa. OcHoBHBIE TUIBI CO/I.
Ocobennoctu opranuzanuu COJl. Cuctemsl
AJIEKTPOHHOTO JIOKYyMEHTO0000pOTa, Mpe-
cTaBlIeHHbIE B Poccum.
Hroro
6 Opranuzanus pabotsl | [ToHsITHE «TOKYMEHTOOO0OPOT» U €T0 Pa3BU- [1K-20, ITK-8

C JOKYMEHTaMH
dopMupOBaHUE U
TEKyIllee XpaHCHUE
JIOKYMEHTOB.
IToaroroBska
JIOKYMEHTOB K
nepeaye B apXuB

tue. OCHOBHBIE ITPaBUJIa OpPraHU3aluu 10KY-
MEHTO00OpOTa B opranu3anuu . Cxema JIBH-
KEHUS U TEXHOJIOTHsI 00pabOTKH JOKYMEH-
TOB. [ IoHATHE TOKYMEHTONIOTOKA, €70 CTPYK-
Typa, I0Ka3aTeIu OLUEHKU JOKYMEHTOIIOTO-
Ka. JKu3HeHHbll KK 1oKymMeHTa. KoHTpoub
UCIIOJHEHMS TOKyMeHTOB. HomeHknarypa
nen. [Iopsanok cocTaBiaeHus U yTBEPKACHUS
HOMEHKJIATYPBbI 1€J1. YCTaHOBJIEHUE CPOKOB
xpanenus aen. opmupoBanue u opopmiie-
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Hue nen. Opranuzaius OnepaTuBHOTO Xpa-
HEHUs JieN1. DKCIepTh3a EHHOCTH JOKYMEH-
ToB. Opopmnenue nen. [lopanox nepegaun
JIOKYMEHTOB Ha XpaHEHHUE B apXUB.

Hroro

Hroro 3a cemectp

Hroro

5.3. Pa3nenbl JMCUMILNIMHBI M MEKIMCUMILUIMHAPHBIE CBA3H ¢ 00eceYnBAKIIMMH (NPeAblTy IIUMH)

U 00ecreYnBaeMbIMH (l'[OCJ'[e)_IlelIII/IMI/I) AUCHUIIVIMHAMHA

Paznenbl qUCHUIITUHBL U MEXIUCIUIUIMHAPHBIE CBSI3U C 00€CTIeYMBAIOIIMMHU (TIPEABIAYIIUMU) U

obecrnieunBaeMbIMHU (TTOCIIEIYIONUMHU ) AUCITUTUIMHAME TPEICTAaBICHBI B TabmuIe 5.3.

Tabmuna 5.3 — Pa3aensl AMCHMIUIMHBL U MEXIUCITUIUIMHAPHBIE CBS3H

HanmenoBanne JUCHUITINH

Ne pa3acioB JIaHHOM AUCHUIUINHEBI, JJIST KOTOPBIX HCOGXOI[I/IMO
HN3Y4YCHUC O6€CH€‘-H/IB3IOHH/IX H 00ecIieunBaeMbIX JUCHUIIIINH

1 2 3 4 5 6

[IpeamecTByromue JUCUUTIIIUHBI
1 IlnanupoBanue Ha TPEANPUATUN + + + + +
2 IIpakTuka 1o NoJy4YeHUIO MePBUYHBIX . . .
npo¢eCcCroHaIbHBIX YMEHUH U HABBIKOB
3 [IpakTuka no noxydeHuto npodeccuo-
HaJIbHBIX YMEHUH U OIbITa IIpodeccro- n .
HaJIbHOU AESITeNbHOCTH (pacyeTHO-aHa-
JAUTUYECKas)

[Tocnenyromue TUCIUITITUHBL

1 3ammTa BBIMYCKHOM KBaTU(UKAITMOH-
HOU paboThI, BKITIOYAS TOATOTOBKY K N N N N
IPOLIEYPE 3AIUUTHI U IPOLEAYPY 3aLIH-
THI
2 TlpakTuka 1o moyueHuto mpodeccuo-
HaJbHBIX YMEHUH U OIbITa TTpodeccro- + + +
HaJIBHOU JeITenbHOCTH (paccper.)
3 YhpaBieHue nepcoHAIOM OpraHu3a- n . +
1005051

5.4. CooTBeTCcTBHE KOMIIETEHINI, (POPMHUPYEMBIX IPH H3YYCHUHU AUCUMILIMHBI, 1 BU/0B 3aHATHHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPHU WM3YYEHUH IWUCIUIUIMHBI, W BHIOB 3aHATHA

MpeCTaBiIeHo B Tabnuie 5.4.

Ta6muma 5.4 — CoOTBETCTBHE KOMIIETEHIINN, (DOPMUPYEMBIX NIPU M3YUYECHUH JAUCIUIUINHBI, U BUIOB 3aHS -

THUMI
Kommerennu Buns! 3anathii
DopMBI KOHTPOJIA
u Jlek. [Ipak. 3aH. Cawm. pa6.
ITK-8 + + + KonTponsnas padora, [IpoBepka

KOHTPOJBHBIX padot, Onpoc Ha
3aHATHAX, BeICTyIIIEHNE
(moknan) Ha 3aHATHH, TecT, 3a4éT
¢ oLeHKol, OTYeT no mpakThye-
CKOMY 3aHSTHIO
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I1K-20

KonTponsHnas padora, [IpoBepka
KOHTPOJIbHBIX paboT, Onpoc Ha
3aHATHUAX, BeIcTyIUIICHHE
(mokinan) Ha 3aHATUH, TecT, 3a4€T
¢ onieHKoM, OTYeT 1o mpakTuye-

CKOMY 3aHSITHIO

6. UnTepakTBHBbIE MeTOABI M (GOPMBI OPraHN3aLMU 00ydeHH s
He npenycmorpeno PVYII.

7. JlabopaTtopHble paGoThl

He npenycmorpeno PVYII.

8. [IpakTHYeckue 3aHATHSA (CEMUHAPHI)
HaunmeHnoBaHMe mpakTHUECKUX 3aHATUIA (CEMUHAPOB) IPUBEACHO B Tabmiie §.1.
Tabmuia 8.1 — HauMeHOBaHUE MPAKTUYCCKUX 3aHATHIA (CEMHUHAPOB)

HaunmenoBanue nmpakTuueckux 3anatuii | Tpygoemkocts, | DopMupyembie
HazBanus pa3znenos
(cemuHapoB) q KOMITETCHITH
7 cemecTp
3 Ilonsarue nokymenTa. | TpeOboBanms K OlaHKaM JTOoKymMeHTOB. [losro- 1 I1K-20, ITK-8
CBoliCTBa IOKYMEHTA. |TOBKA K COCTAaBJIEHUIO JOKYMEHTOB. CXeMbl
Knaccudukanus pacnosioxeHnus JokymMmeHToB. CocTaBieHue
nokymeHTa. CTpykTypa | hopMyssipoB JoKyMeHTOB. OOmuii O1aHK.
JOKYMEHTA. bnank xoHKpeTHOTO BHUJA TOKyMeHTa. biank
TpeboBanus IIACHMA.
oQopmieHmio O6mue TpedoBaHus K 0(OPMIICHHIO TEKCTa 1
KYMCHTOB.
JIOKYMEHTO otueta. OopmiieHne TUTYABHOTO JIUCTA, PU-
CYHKOB, TaOJIUII, CIICKA UCTIOJIb3YEMbIX HC-
TOYHHKOB
Hroro
4 Cucremsl [TpaBuna cocraBneHus U 0popMIICHHS opra- I1K-20, TIK-8
JIOKYMEHTOB. HU3AI[MOHHO-PACTIOPSIUTENLHBIX IOKYMEH-
CocraBnenue u TOB (yCTaB, MOJIOKEHHUE, MITATHOE Pacluca-
oopmienne HUE, MHCTPYKIIUS, TIPUKA3, paCIIOPsHKEHHE,
yIpaBIeHYECKUX pelieHre, MPOTOKOJ, MTOCTAaHOBICHHUE)
AOKYMCHTOB. [TpaBuia coctaBneHus U 0hOPMIICHUS UH- 2
(bopMaIMOHHO-CTIPAaBOYHBIX TOKYMEHTOB ([1e-
JI0OBOE€ UCBHMO, AOKJIAJHAsI U CiIy)KeOHas 3a-
MUCKH, aKT, CTIpaBKa, u JIp. )
[TpaBuna coctaBiaeHust 1 0POPMIICHUS JOKY- 2
MEHTOB JIMYHOTO Xapakrepa (3asiBIIeHUE, Xa-
pakTepucTuka, aBroonorpadus, pesrome, oT-
3bIB U JIp. )
Hroro 6
Hroro 3a cemectp 8
8 cemectp
5 DNEeKTpOHHBIN [Toaxompl K CO3AaHUIO CUCTEM AJIEKTPOHHOTO 4 I1K-20, TIK-8
JOKYMEHTO000pOT, JIoKyMeHToobopoTa. TpeGoBanus k cucre-
KJIIOYEBBIC TIOHATHSA, | MaM. DTarbl BBIOOpA CHCTEMbI aBTOMATH3a-
OCHOBHBIE KOHIICTIIINH | [IUH. DTarbl BHEJPEHUS CUCTEMBI aBTOMATHU-
3anuu. CrucTemMbl aBTOMaTU3aIMH JOKYMEHTO-
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Hele Tumbel COJI.

notoka. CUCTEMBI AJIEKTPOHHOTO JIOKYMEH-
T0000poTa. OCHOBHBIE TEXHOJIOTUH PAOOTHI C
nokyMeHTaMu. OCHOBHBIE CBOMCTBA CHCTEMBI
AJNIEKTPOHHOTO JOKYMEeHTO000poTa. OCHOB-

HUroro

6 Opranuzanus
paboThI C
JOKyMEHTaMu
dopMupoBaHUE U
TEKyIIee XpaHEHUE
JIOKYMEHTOB.
[Toaroroska
JIOKYMEHTOB K
repeaaye B apXuB

Homenkiatypa nen. Buibl HOMEHKIATypBI.
®opmupoBanue nen. Oprann3anus XpaHeHUs
JIOKyMEHTOB Ha npeanpustuu. [logroroska
JTOKYMEHTOB K C/1a4€ B apXUB.

ITK-20, ITK-8

Hroro

Hroro 3a cemectp

Hroro

Tabimite 9.1.

9. CamocrosiTesibHasi padora
Bunpl camocTosTenbHOM paboThI, TPYIOEMKOCTh U (POPMHUpPYEMbIE KOMIIETEHIIUH IIPEICTABICHbI B

Ta6muia 9.1 — Buabel caMoCTOSITEIbHON paboThI, TPYAOEMKOCTh B (HOpMUpPYEMbIe KOMIIETEHIHH

Bunasl camocrositensHol | Tpynoemkocts, | DopMupyembie
HasBanus pasnenos g PR ’ PMHDPY @OpMBI KOHTPOJIA
paboThI q KOMIETEHIIUU
7 cemecTp
1 IIpenmer, CamocTosTeNbHOE U3yYe- 16 I1K-20, IIK-8 | BricTynnenue
COJIEpP)KaHHE U HUE TeM (BOTIPOCOB) TEO- (mokian) Ha 3aHs-
3a7a4u Kypca. PETUYECKOI YacTh Kypca TUH, 3a4€T C OLICH-
JlokyMeHTO000pOT TIpopaBoTKa MEKIHORHO- 10 KOH, O%Ipoc Ha 3aHs-
u TUSAX T
ro Marepuana > 1€C
JIEJIONPOU3BOICTBO
B Hroro 26
npodeccruoHaIbHON
JesATeIbHOCTH.
2 IlpaBoBbie U [TpopaboTka IeKInOHHO- 10 [1K-20, TIK-8 | 3au€T c oueHKoM,
HOPMAaTHBHbBIC ro MaTepuasa Ormpoc Ha 3aHATHSAX,
OCHOBBI Wrtoro 10 Tect
JIOKYMEHTHPOBAHUS
YIPABJIEHYECKON
NEeATETHHOCTH
3 IlonsTue [ToaroroBka Kk npakTuye- 14 IIK-20, I[IK-8 | 3a4éT ¢ OLCHKOM,
JIOKyMEHTA. CKHUM 3aHSTUSM, CEMHUHA- Ormpoc Ha 3aHATHUSAX,
CaoiicTBa pam Otuer 1o npaxkTuye-
KyMEHTA. KOMY 3aHSTH
?{0 yMeHTa [TpopaboTka neKInOHHO- 10 ?l" OMY 32 10,
naccuuKanms T
S ro Marepuaina ce
JIOKyMEHTA.
CrpykTypa Hroro 24
JIOKyMEHTA.
TpeboBanus
0 OpMIIEHHUIO
JIOKYMEHTOB.
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4 CucrteMbl [ToaroroBka k mpakTuye- 16 [1K-20, [IK-8  |BeicTymiienue
JIOKYMEHTOB. CKUM 3aHSTUSM, CEMHUHA- (moksan) Ha 3aHs-
CocrasieHue u pam THH, 3a4€T C OICH-
MJICHU koi, On Ha 3aHs-
opopmrere CamocrosiTenbHOe U3yye- 16 O, Oop 0C Ha 34
yIpaBIeHYECKUX He TeM (BONPOCOB) TO- Tusax, OTyer no
KYMEHTOB. N MIPAKTHYECKOMY 3a-
AOKYMEHTO pPETUYECKOM YacTu Kypca pa CCKOMY 34
HATHIO, TecT
[TpopaboTka neKIrOHHO- 4
ro MaTepuasa
Hroro 36
Hroro 3a cemectp 96
8 cemecTp
5 DNeKTpOHHBIN BrinosiHeHrE KOHTPOJIB- 12 IIK-20, ITIK-8 | 3a4éT ¢ OLCHKOI,
JOKYMEHTOOOOPOT, | HbIX padoT Kontponpshas pabo-
KIIOUEBbIE MOHATHS, | 110 ropka K MpaKTHHe- 20 Ta, Ongoc Ha 3aH-
OCHOBHBIE CKHM 3aHSTHAM, CEMHHA- Ttusix, OT4eT mo
KOHIENIUU pam MPaKTUYECKOMY 3a-
Hatuto, [IpoBepka
[TpopaboTka neKInOHHO- 20 KOHTPOJIBHBIX PadorT,
ro Marepuaia Tect
Hroro 52
6 Opranuzamus [ToaroroBka k mpakTuye- 28 [TK-20, [IK-8  |3a4€T c oLeHKo,
paboThI ¢ CKHUM 3aHSITUSIM, CEMHUHA- Ornpoc Ha 3aHATHUSX,
JNIOKYMEHTaMU pam Tect
dopmmpoBarue n ITpopaboTKa JEeKIIUOHHO- 12
TEK XpaHEeHU
CKYIICE XpAHCHUE | 1, MaTepuala
JIOKYMEHTOB.
IToagroroska Hroro 40
JIOKYMEHTOB K
repeaaye B apXuB
Hroro 3a cemectp 92
ITonroroska u cgada 3a- 4 3a4éT ¢ OLIEHKOU
yeTa
Hroro 192
10. KypcoBoii npoekT / KypcoBasi padora
He npenycmorpeno PVYII.

11. PeiiTunroBas cucremMa JiJisi OlleHKH YCIIeBAeMOCTH 00y4YaloIIuXCsl
PeittuHroBas cucrema He UCIIOIB3YETCA.

12. YueOHO-MeTOAUYecKOe U MHPOPMANIMOHHOE 00ecTiedeHrue TUCIHIIINHBI

12.1. OcHoBHas JuTepaTrypa
1. Joponwuna, JI. A. Opranu3aius ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECIIeUeHUs yIpaBiie-
HUS [ DIEKTPOHHBIN pecypc]: yueOHUK U MPaKTUKYM ISl akajeMudeckoro Oakanaspuata / JI. A. JlopoHu-
Ha, B. C. UputukoBa. — M. : U3narenscTBo HOpaiit, 2018. — 233 ¢. — (Cepus : bakanaBp. Akagemuye -
ckuii kypc). — ISBN 978-5-534-04568-0. — Pexum nocrtyma: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (mgara oopamenus: 21.05.2020).
2. Hamwmonanenseiii cranmapt PO I'OCT P 7.0.97-2016 "Cuctema cTaHmapToB 1Mo HHGOPMAIIHH,
OMOIMOTEYHOMY M M3JaTeNbcKoMy Aeny. OpraHn3aimoHHO-pacopsAUTENbHAS TOKyMeHTanus. Tpebosa-
HUS K 0OpMIIEHUIO JOKYMEHTOB" (yTB. mpukazoM denepanbHOro areHTCTBa MO0 TEXHUYECKOMY peryiiu -
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poBaHuI0 U MeTposioruu ot 8 aexadps 2016 r. N 2004-ct) [DnekTponHbIi pecypc]: — Pexum mocryma:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (nara obpamenus: 21.05.2020).

3. T'pozoa, O. C. Jlenonpou3BoACTBO [ DIEKTPOHHBINA pecypc]: yueOHoe nocodue st By3oB / O.
C. I'po3oBa. — Mocksa : UznatensctBo IOpaiit, 2020. — 124 ¢. — (Bricmiee o6pazoBanue). — ISBN
978-5-534-06787-3. — Tekcr : oamekrponnbii // OBbC IOpaiit [caiit]. — URL: http://biblio-
online.ru/bcode/453969 (mara oOpamenus: 13.05.2020).. — Pexum goctyma: https://biblio-
online.ru/viewer/deloproizvodstvo-453969#page/4 (nara obpamenus: 21.05.2020).

12.2. lonotHUTEILHAS JTATEPATYpPa

1. OoOpa3zoBarenbhblii cranaapT Byza OC TYCVYP 02-2013. PaGotsl cTyneHUYECKHE IO HAIpaBIie-
HUSIM MOJATOTOBKH M CHEIUAIBHOCTSAM I'yMaHUTapHOTo npoduist. Obuue TpeOboBaHus U mpaBuiia ohopM-
neHus [DnekTpoHHbIN pecype]: — Pexxum moctyna: https://regulations.tusur.ru/documents/71 (gara o0-
pamenusi: 21.05.2020).

2. TOCT P 7.0.8-2013. Cuctema ctangapToB no uHpopManuu, OUOIHOTEYHOMY U U3AATEIBCKO-
My Aeny. J{enonpon3BoACTBO U apXUBHOE Je10. TepMUHbI 1 onpenenenus [DnekTpoHHsli pecypc]: — Pe-
s)kuM noctyna: http://docs.cntd.ru/document/1200108447 (nara oopamenus: 21.05.2020).

3. [enompousBoAcTBO [DneKTpoHHBIH pecypc]: YuebHoe mocodue / JI. M. KazakeBuu - 2018.
132 c. — Pexxum moctymna: https://edu.tusur.ru/publications/7542 (nara obpamenus: 21.05.2020).

12.3. YueOHO-MeTOAHYIECKHE ITOCOOUS

12.3.1. O0s3aTeibHbIE Y4eOHO-MeTOAUYEeCKHE M0CO0Us

1. OOumii u AMEeKTPOHHBIN JOKYMEHTOO00POT [DNeKTpOHHEIN pecypc]: Meroaudeckoe mocooue
10 JTaOOpaTOPHBIM 3aHATUSIM M CAMOCTOSTENBHOU paboTe mis ctyneHtoB HampasiaeHuit 080200.62 «Me-
HemkmenT, 080100.62 «3Jxonomuka» / K. H. AkcenoBa - 2014. 40 c. — Pexum pgocryma:
https://edu.tusur.ru/publications/4874 (nara obpamenus: 21.05.2020).

2. OcCHOBBI JI€JONPOU3BOJCTBA [DNEKTPOHHBINA pecypc]: MeToauyeckue yka3aHusi K IpakThye-
CKMM 3aHATHSM U OpraHuzanuu camocrostenbHoi padotsl / E. K. Manaxosckas, A. A. Cunopos - 2018.
28 c. — Pexum noctyma: https://edu.tusur.ru/publications/8165 (nara obpamenus: 21.05.2020).

12.3.2. YueOHO-MeTOAMYeCKHE MIOCOOMS 1JIsl JIMI € OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS U
MHBAJIMI0B

Y4eOHO-MeTOqMUECKHe MaTeprabl ISl CAMOCTOSTEIBHON M ayTUTOPHOW paboThl 00ydYarommxcs
U3 YKCiIa JIUI] C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 3/10POBbSI U MHBAIMIOB MPEAOCTABISIOTCS B (hOopMaXx,
aIalITUPOBAHHBIX K OTPAaHMYEHHUSIM UX 3/I0POBbsSI M BOCIIPUATHUS HH(DOpMAITHH.

JI1s1t JIMI ¢ HAPYIIEHUSIMH 3PeHus:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMICHHBIM HIPHUPTOM.

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. IlpodeccuonanbHbie 6a3bl JAHHBIX H HHPOPMALHOHHBIE CIIPABOYHBIE CHCTEMBbI

1. TAPAHT - Cucrema «’”APAHT» Pexxum noctyma: www.garant.ru;

2. KoncynerantlLntoc - Cucrema «KoncynsrantlInrocy Pexum moctymna: www.consultant.ru

3. JIOHOJHHUTENIBHO K MpOo(eCCHOHAIBHBIM 0a3aM JaHHBIX PEKOMEHIYeTCs UCII0Ib30BaTh HH(OP-
MaIMOHHEIE, CIPAaBOYHBIC 1 HOPMATHBHBIE 0a3bl JaHHBIX https://lib.tusur.ru/ru/resursy/bazy-dannyh

13. MaTepuaJbHO-TeXHHYeCKOe o0ecnedeHue JUCHUINIMHBI U TpedyeMoe MporpaMMHoe
olecreueHmne

13.1. O0uue TpedGOBaHUSI K MATEPHATbHO-TEXHMYECKOMY U MPOrPaMMHOMY 00ecIedeHH 0
AUCHHUILIMHBI

13.1.1. MaTepHaJ’ILHO-TeXHI/I'IeCKOG H NIpOorpaMmMHoOe odecrneueHne JJISl JIEKIMOHHBIX 3aHATHIA
I[J'ISI IIPOBEACHUA 3aHATUH JICKOMOHHOT'O TUIIA, 'PYHIIOBBIX U MHAWUBHUAYAJIbHBIX KOHCYHBTEIHHFI, TC-
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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-

JIOCTPAIIMH TI0 JICKITMOHHBIM pasjiejiaM AUCIUTUTHHBI.

13.1.2. MaTepuaJbHO-TEXHHUYECKOE H IPOrPaMMHOe o0ecnedyeHne VI NPAKTHYEeCKUX 3aHATHI

JlaGopaTtopust TpymnmoBoro mnpoekTHoro oOydenus '"JlaGoparopus COIMATBHO-IKOHOMHUYECKUX

npobiem"”

yueOHasi ayIuTOpHsl 1151 IPOBEACHUSI 3aHATHI MPAaKTUYECKOro TUIa, ydeOHas ayauTopus Ui po-

BEJCHUS 3aHATHN J1a6opaTopH0r0 THIIA

634045, Tomckas obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 503 ayx.

Onucanue HNMCHOIIICTOCA 06OPYI[OB2[HI/I$II
- TIPBM KOMIICTAP (12 wr.);
- MaFHI/ITHO-MapKCpHaH JOCKa,

- Kommnekr cneunanuzupoBaHHol yueOHOI me0enu;

- PaGouee mecTo mpernoiaBareis.
[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

— KoncyneranT [Itoc

BeruucnurensHas nadopatopus / KomnbroTepHslii kitace

yueOHasi ayTuTOpHsl 17151 IPOBEACHUSI 3aHATHI MPAKTUYECKOro TUIa, ydeOHas ayauTopus Ui Mpo-

BEJICHMS 3aHITHI J'Ia60paTOpHOFO TUIIA

634045, Tomckast obnactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.

Ornucanune UMeEIIErocs 000pyIOBaHUS:
- [I3BM DX6100M (9 mit.);

- [I3BM INTEL CORE 2 DUO (6 mt.);
- MarauTHo-MapKkepHas J10CKa;

- Kommuiekt cnienmanu3upoBaHHoit yueOHoOH MebOenu

- Pabouee mecto mpemnogaBares.
[TporpamMHOe oOecrieueHue:

— 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 — OOECIIEYeHHEe CBOEBPEMEHHOTO U MPABWJIBHOTO CO3/IaHUS JOKYMEHTOB;
d) lokymeHTHpOBaHKE — 3aNMCh MH(POPMALIMK Ha Pa3TUIHBIX HOCUTEIISAX 10 YCTAHOBJICHHBIM MPaBUIaM.

2. Jlath onpeaeneHye T0KyMEHTY:

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

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

d) HoxymeHT — 310 ciocol ¢pukcanuy HHPOPMAIIH.

3. Uto Takoe opHIIMATBHBIN JOKYMEHT?

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

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

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

d) Her nmpaBunsHOTO OTBETA

4. Yto TaKkoe 3NEKTPOHHBINA JOKYMEHT?

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

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

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

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

5. Uto npencrasinseT coboit opopmieHne 10KyMeHTa?

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

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

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

d) Her mpaBunsHOTO OTBETA.

6. Uto npencraisier cob0i cucTeMa JOKyMEHTAIHH ?

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

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

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

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

7. KakoBbI 3Tarbl NOATOTOBKU PACOPSIUTEIBHOTO TOKYMEHTa?

a) OTO COIIaCOBAaHUE JIOKYMEHTA, NOANNCAHUE JOKYMEHTA;

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

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

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

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

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

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

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

9. Kak ocymiecTBiIsieTcs CoriiacoBaHue JOKyMeHTa?

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

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

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

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

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

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBoaHO# 1 OCHOBHOIA;

¢) OCHOBHOM U pacoOpsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsiuTeIbHOM.

11. YcraB opranuzaiuym OTHOCUTCS K:

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

d) opraHu3anmoHHON TOKYMEHTAITUH

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

a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BaHHUE BHUJIA JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE YKa3bIBaeTCsl HA3BaHKUE BUA TOKYMEHTA;

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

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

b); aMbnema opraHu3anuy;

¢) smOieMa OpraHu3aly Wik TOBAPHBINA 3HAK;

d) ToBapHBIii 3HAK.

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

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

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

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

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

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

a) JlokymeHT0000pOTOM;

b) [ToTrokOM TOKyMEHTOB;

¢) OOpaboTKOI JOKYMEHTOB;
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d) Peructpanueii noxymeHTa.

16. Peructpaunu noiexar JOKyMEHTBI:
a) Bxomsmue;

b) Ucxomsiiue;

¢) Buyrpennue;

d) Bce BUIBI JOKYMEHTOB.

17. Yto Takoe HOMEHKJIATypa aen’?

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

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

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

d) Her nmpaBunsHOTO OTBETA

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

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

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

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

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

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

- OJIVH;

- 1B,

- OTPaHUYCHUS HE YCTAHOBIICHBI;

- He Oonee Tpex pas;

- He OoJiee MIeCTH pas;

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

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

b) pacniopsAMTENbHBIM JOKYMEHTAM MPEIIPUATHUS;

C) JOKYMEHTaM I10 JINYHOMY COCTaBY MPEANPUATHS;

d) naHpOpMaAIIIOHHO—CTIPABOYHBIM JOKYMEHTAM MPEIIPUATHSL.

14.1.2. Tembl KOHTPOJILHBIX PadoOT

1. ABTOMaTH3aIMsl 1€710MPOU3BOCTBA: OCHOBHbBIE IIPEUMYILIECTBA U HEPELIEHHbBIE MPOOIEMBI.

2. @aKTopsbl, TOPMO3SILIKE BHEAPEHUE FNEKTPOHHOIO TOKYMEHTOO00POTA.

3. O630p oteuectBeHHBIX COJl M ux ¢yHkuOHaIbHBIE XapakTepuctuku (Motus, NauDoc,
OPTiMA-Workflow)

4. O630p oreuectBeHHBIX COJl u ux ¢yHkunoHanbHble xapakrepuctuku (I'pan-Zlok, [eno, 30-
ayuika, EBOPAT/lokymenT0000pOT)

5. Kinaccudukanys aBToMaTu3upOBaHHBIX CHCTEM JICIIOTIPOU3BOJICTBA.

6. Posb cienmanucra-10KkymMmeHToBe1a B Bbioope U BHeapeHun CO/I,

7. IHTepHeT-IIpHEeMHast: ONBIT BHEJAPEHUSI cCUCTEMbl 00pabOTKU 0OpalleHui rpakJaH, HOCTyar0-
IKUX Yyepe3 OPHULIHATbHBIN CalT.

8. D¢ (eKTUBHOCTh YIpaBIECHUS W NPUMEHEHUE CHCTEM aBTOMAaTHU3allUU JEJIONPOU3BOJICTBA U
AIIEKTPOHHOTO JOKYMEHT0000pOTa.

9. DNIEKTPOHHBIN TOKYMEHTOOOOPOT B OpraHax rocylapCTBEHHOM BIIACTH.

10. OmpIT aBTOMaTH3alMKU (PYHKIMNA MOJATOTOBKH, COIVIACOBAHMS, PETHCTPALMU U PACCBUIKH HOP-
MaTHUBHBIX IIPABOBBIX AKTOB UCIIOJHUTENIbHBIX OPraHOB IrOCYAapCTBEHHON BJIACTH CyObekToB Poccuiickoit
®denepaliv 1 OpraHoB MECTHOTO CaMOYIIPABJICHUS.
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11. MexXBe1OMCTBEHHBIH 3JEKTPOHHBINA JOKYMEHTOOOOPOT MPHY MPEACTABICHUN TOCYIapCTBEHHBIX
Y MYHULUTATBHBIX YCIYT B SJIEKTPOHHOM BUJE.

12 AHanu3 NperuMyILecTB 3JIEKTPOHHOTO JOKYMEHT0000poTa nepei OyMakKHbBIMH

13 IIpoGaembl BHEIPEHHUST CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTa.

14 OcoOeHHOCTH XpaHEHHsI ANEKTPOHHBIX JOKYMEHTOB, JICKTPOHHBIN apXUB JIOKYMEHTOB.

15 Cuctemsl 3IEKTPOHHOTO JOKYMEHT0000poTa B PD: coCTOSIHHE 1 TEPCIIEKTUBBI

16 Cucrembl ynmpaBieHHs OpraHU3allMOHHBIMU (OHM3Hec) mpoueccamu B P®D: cocTosiHMe U mep-
CIIEKTHUBBI.

17. Cuctembl MOJEINPOBAHNS OPraHU3ALMOHHBIX IIPOLECCOB: IPUMEPBI IPUMEHEHUS.

18. Nudopmaruzarust oprano ITMY PO.

19. nTepHeT mpeacTaBUTENbCTBA OPraHoOB (eiepaabHOM BIACTH U CyOBbeKTOB PD

20. CucreMbl HHTEJUICKTYAJIBHOTO aHaIu3a JaHHBIX

21. T'eonrdopmanronHbie cuctemsl. [lepcrnektuBel B PO.

22. Db deKTUBHBIN OyMakKHBIM JTOKYMEHTOOOOPOT: yMpaBJICHHE JOKYMEHTAMH, KOMIIAKTHOE Xpa-
HEHHME U COYETAHHE C CUCTEMaMH BJIEKTPOHHOTO JOKyMeHTooOopoTa no texHonorun "WALLER System-
Registraturen"

23. O6ecrnieyeHue 3IEKTPOHHOTO JOKYyMEHTO000pOTa MEXAY OpraHaMy TOCYIapCTBEHHOM BIacTu

24 "EnuHOe OKHO" 7151 JOKYyMEHTO000POTa C TOCYIapCTBEHHBIMHU OpTaHAMH

25. 3aueM HaMm HyxeH cranaapT ISO 15489, u kak ero MO>KHO MCIIOJIb30BATh

26. Opra"u3aiys MEKTPOHHOTO apX1Ba IOKYMEHTOB M YIPABIECHNE HOPMATUBHO-CIIPABOYHOM HH-
dopmanueii B cuctemMax JOKyMEHT0000poTa

27. OdwucHpie ycTpoiicTBa Mo 00paboTKe KOH(GUIEHIIMATLHON HH(POPMAIUUA: HOBBIE BO3MOXKHO-
ctu"

28. [IpoGnemsbl peaau3anuu MPOSKTOB BHEAPECHHS CUCTEM JIEKTPOHHOTO IOKYMEHTOO00pOTA.

29. Ilpobnembl co31aHusl CUCTEM 3aIIUIICHHOTO TOKYMEHTO000pOoTa

30 Ponp ayreHTH(dukanuu B OpraHu3alldd 3alIUTHl JTOKYMEHTOOOOpOTa IMPHU HCIOJIb30BAHUU
OTKPBITBIX CETEHN CBA3U

31. FOpuanveckue nmpooOaeMBbI SJICKTPOHHOTO JOKYMEHTO000pOTa

14.1.3. TemsI J0K1210B

TeMblI 17151 KOHTPOJISI CAMOCTOSTENIBHOIO U3yUEHUSI TEM TEOPETUUYECKON YacTu Kypca

1. Ucropust pa3BUTHS rOCYIapCTBEHHOM CUCTEMBI JEIONPOU3BOACTBA

2. IlpakThka opraHu3anuy AeJ0NPOU3BOICTBA B rocyapcTsax JpesHero mupa

3. CriocoObl pukcupoBaHus U Nepeaund HHPopMaIiK B rocyapcrsax JpesHero Mupa

4. Vcropus pa3BUTHUS IOCYIapCTBEHHOM CHUCTEMBI IE€I0IPOU3BOACTBa B Poccuu.

5. PexBU3UTHI CTONOIIOBOM (POPMBI IETONPOU3BOACTBA, MPOIICANITNE Yepe3 BEKa U OCTABIINECS B

JIOKYMEHTaX HalIUX JHEH.

6. Ponb 1oKyMeHTa B KHU3HU Y€JIOBEKa U 0OIIECTBA.

7. MeTozpl UccieoBaHMsI JOKYMEHTOBEUECKUX MTPOOIIeM.

8. HayuHo-ucropuueckas ¥ npakTuueckasi IeHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cepe IpaBa U yIpaBiIeHUs.

10. BiusiHME Hay4YHO-TEXHUYECKON PEBOIIOLUH HA PA3BUTHE TOKYMEHTA.

11. Pa3zButHe popmysispa TOKyMeHTA.

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

13. 3akoHOATENBHBIE aKTHl 1 HOPMAaTUBHBIE JOKYMEHTHI PD.

14. Yauduxauus u ctaHaapTU3aLus yIIPaBIeHYECKUX TOKYMEHTOB.

15. FOpuauueckas cuia JOKyMEHTA: MOJJIMHHUKK (OPUTHHAJIBI) JOKYMEHTOB, KOMHMU JTOKYMEHTOB
U UX BUJBI

16. [lonatue o JOKyMEHTOOOOPOTE MPEIPUATHUSL

17. Opranusanus padoThl ¢ BXOAAIUMH TOKYMEHTaMU

18. Opranusanus paboThl ¢ HCXOIAIIUMU TOKyMEHTAMHU

19. OcobenHoCcTH Opranu3anuy paboThl C BHYTPEHHUMHU JOKYMEHTaMU

20. JlokymMeHT0000pOT 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, UCXOSIIIMMU U BHYTPEHHUMH YIIPABJIEHYECKUMU JTOKYMEHTAMHU.
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22. O030p OCHOBHBIX CHUCTEM JIEKTPOHHOTO JJOKYMEHTOOOOpOTA. MpeAcTaBIeHHbIX B Poccuu u 3a
pyOexKoM.
24. AHanu3 BHEAPEHHS CUCTEM DJICKTPOHHOTO JIEJIONPOU3BOICTBA U JOKYyMEHTO000pOTa

14.1.4. Tembl OIPOCOB HA 3aHATHAX

IlonsTHE, IENM U 3a1a4U U3y4aeMOW JUCHUIUIMHBL. PasBUTHE M CTaHOBIEHUE AEIONPOU3BOICTBA B
Poccun. Opranuzanus 1e10Iponu3BOACTBA HA NMPEANPUATHAX. 3HAYEHUE U MECTO JTOKYMEHTOB B CUCTEME
yIpaBiIeHUS

['ocynapcTBEHHOE pETyIMpOBaHUE, HOPMATUBHO-IIPABOBAsi U METOIMYECKAsi OCHOBA JOKYMEHTALM-
OHHOro obecnieueHus ynpasieHus. CyIHOCTb, HAIIPaBJICHUS U BUJbI TOCYIapCTBEHHOTO PETyIUpOBaHUS
JIOKYMEHTAI[MOHHOTO OOEeCIeYeHUsl YNpaBJICHUs, Ha3HAaYeHUE, OCOOEHHOCTH M COOTHOLICHHE HOpMa-
TUBHO-TIPABOBOTO U METOAMYECKOro peryaupoBaHusi. CocTaB U CTPYKTypa HOPMaTUBHOMW, IPaBOBOI U Me-
TOJMYECKON OCHOBBI JOKYMEHTAIIMOHHOTO 00eCIeUeHHs YIPaBICHUs, HAIIMOHAIBHBIX U JIOKAJIbHBIX HOP-
MaTUBHO-METOAUYECKUX JTOKYMEHTOB. YHU(DUKALMS U CTaHAAPTU3ALMS.

TpeOoBanus k 6mankam 1okyMeHTOB. [lopsnok pazpabotku 61ankoB. O61mue TpeOoBaHUS K JI0KY -
MEHTaM, U3TOTOBJISIEMBbIM C IOMOILIBIO TEXHUYECKUX cpeAcTB. OcoOeHHOCTH O(OPMIIEHHS OTAEIBHBIX
PEKBU3UTOB.

[TpaBusia opopmileHUs: JOKYMEHTOB, COCTaB U Ha3HAuY€HUE PEKBU3UTOB. Posib M BUABI yIIpaBIieH-
YECKUX TOKYMEHTOB.

CocTaB 1 HazHau€HUE OTAEIbHBIX BUJOB OPraHU3aL[MIOHHO-TIPABOBBIX, PACHIOPSAUTEIbHBIX U UH-
(bopMaLlMOHHO-CIIPAaBOYHBIX JJIOKYMEHTOB. JlOKyMEHTaNbHBIH (OHA U MepeyeHb JOKYMEHTOB, 00pa3yro-
IIMXCS B MPOLIECCE JIEATEIbHOCTH NPEANPUATHSI.

CocTas, pacoyioxeHue 1 rmpaBsuia 0popMIICHHs] pEKBU3UTOB OTIEIbHBIX BUJJOB OPraHU3alMOHHO-
IIPABOBBIX, PACIOPAIUTENBHBIX U HUH()OPMALMOHHO-CIPABOYHBIX JOKYMEHTOB. OcobeHHOCTH odopmiie-
HUSI OTJICJIBHBIX BHJIOB IOKYMEHTOB, 00pa3yIOIIHUXCs B IPOLIeCcCe ACATEIbHOCTH MPEANPHUSITHS.

[TonsiTue «10KyMEHTOO00POT» U €r0 pazBuTHe. OCHOBHBIE IPABHJIA OPraHU3AIMH IOKYMEHTO000-
pota B opranuzanuy . Cxema JBMKEHHS M TEXHOJIOTUSI 00pabOTKU TOKyMEeHTOB. [IoHsATHE TOKYMEHTOIO-
TOKa, €ro CTPYKTypa, MOKa3aTeau OLECHKH JOKYMEHTONOTOKA. JKU3HEHHbI UK AOKyMeHTa. KOHTpob
VCIIOJTHEHMSI JOKyMEHTOB.

Homenknatypa npein. ITopsigok coCTaBiIeHHS M YTBEPKIACHUS HOMEHKJIATYPhI JI€]. YCTaHOBJICHUE
cpokoB xpaHeHus nen. @opmuposanue u opopmiieHue aen. OpraHuszanus ONepaTUBHOIO XpaHEHUs JIe.
OkcnepTu3a LHEeHHOCTH 1oKyMeHTOB. Odopmiienue aen. [lopsiiok nepenaun 10KyMEHTOB Ha XpaHEHUE B
apXWuB.

OCHOBHBIE 3aJ]a4M OPTaHU3AIMH SJIEKTPOHHOTO JOKYMEHTO000poTa. CHCTEMBI AJIEKTPOHHOTO J10-
KymeHTooOopora C3JI. Dransl pa3Butus, kiaccel, HazHaueHHe COJl. OCHOBHBIE CBOWCTBA CUCTEM JJICK-
TPOHHOTO JA0KyMeHToo0opoTa. OcHoBHBIE TUIBI CO/I. Ocobennoctu opranuzanuu COJI. CucteMsl iek-
TPOHHOT'O IOKYyMEHTOO00pOTa, IpescTaBiIeHHble B Poccuu.

14.1.5. Bonipocs! 1UIsl NOATOTOBKH K MPAKTHYECKUM 3aHATHAM, CEMHHAapaM

TpeboBanus k GnaHkaM JOKyMeHTOB. [10roToBKa K COCTaBICHUIO JOKyMEHTOB. CXEMBI pacmoso-
xeHus: JokyMeHToB. CocTaBiieHre GpopMysasipoB nokymeHTOB. OOmuii 61aHk. braHK KOHKpETHOro BHUIa
JoKyMeHTa. brank muceMma.

O6ume TpeboBanus K oopmiieHHIO TekcTa oTyeTa. OdopmileHHE TUTYABHOTO JIHCTA, PUCYHKOB,
TaOJINI, CIIMCKA MCIOJIB3YEMbIX HCTOYHUKOB

[TpaBuna cocraBieHuss U 0pOPMIICHHS OPTaHU3AIMOHHO-PACTIOPSIIUTEILHBIX JOKYMEHTOB (yCTaB,
HOJIOKEHHUE, IITaTHOE PAaCIMCaHue, HHCTPYKIMS, IPUKa3, PacoOpsDKeHUE, PelIeHue, IPOTOKOI, IIOCTaHOB-
JICHUE)

[lpaBuna coctaBiaeHuss ¥ OQGOpMICHUS HH(POPMAIIMOHHO-CIPABOYHBIX JIOKYMEHTOB (IIEJI0OBOE
NUCHMO, TOKJIAIHAS U CIy)KeOHast 3aITUCKH, aKT, CIIPaBKa, U JIp. )

[IpaBuna cocraBiaeHust 1 opopMIICHHS JOKYMEHTOB JIMYHOTO XapakTepa (3asBJICHUE, XapaKTepH-
CTHKa, aBTOOMOTrpadus, pesrome, OT3bIB U Ap. )

[Toxxomp! K CO31aHUIO CHCTEM 3JIEKTPOHHOTO JOKyMeHTooOopoTa. TpeboBanus k cucremam. Jrta-
bl BBIOOpA CHCTEMBl aBTOMATHU3aLMU. JTalbl BHEAPEHHS CUCTEMBI aBToMaTH3anuu. CHUCTEMBI aBTOMATH -
3aIM JOKYMEHTONOTOKA. CHCTEMBI JIEKTPOHHOTO JJOKYyMEHT0000poTa. OCHOBHBIE TEXHOJIOTHH PAOOTHI C
nokyMeHTaMu. OCHOBHBIE CBOMCTBA CUCTEMBI AIEKTPOHHOI'O I0KyMEeHTO000poTa. OcHOBHbIE THUIIBI CO/I.
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14.1.6. Bonipocs! 115 3a4éTa ¢ OLeHKOMH

1. JIOKyMEHT M €ro MeCTO B CUCTEME YIIPABIICHUS

[\S)

(8]

N

. HopmatuBHO-MeTOIMYECKHIE aKThI, PETJIAMEHTUPYIOIINE CO3aHue U O(POPMIICHHE IOKYMEHTOB.
. JlokyMeHTOBeIeHNEe KaK HayqdHasl TUCIUIUINHA: OOBEKT, MPEIMET, OCHOBHBIC METO/IBI.

. [lonsiTue «uHpOpMaLHs» U €T0 pa3BUTHE.

5. IloHsiTHE «TOKYMEHT» U €r0 Pa3BUTHE.

6. O0me u yacTHbie GYHKIIUU JOKYMEHTA.

7. CiocoObl TOKYMEHTUPOBAHMS M KX Pa3BHUTHE.

8. IloHsTHE Cily’keOHOT0 JOKYMEHTUPOBAHUS U TPEOOBAHUS K IOKYMEHTAM.

9. Ilopsnok perynupoBaHusi, COIJIACOBaHUS U MOANMUCAHUS YIIPABICHUECKUX JOKYMEHTOB.

10.

11.

12.

13.

14.

CynrHocTh YHU(DUKAIMY ¥ CTaHAaPTU3AINHT YIPABICHYSCKUX JOKYMEHTOB.
[TpaBuna opopmieHus CITyKEOHBIX TOKYMEHTOB.

PexBU3UTHI U UX MpeTHA3HAYCHHE.

OO0mme TpeOoBaHuUs K TOKYyMEHTHPOBAHHUIO YIIPABICHYECKOHN IS TEITLHOCTH.

Cocra, conepkaHie U 0COOCHHOCTH peayin3aliii TPeOOBaHUHM K PACTIONOKEHUIO U oopMmIIe-

HUIO PCKBU3HUTOB NOKYMCHTOB.

15.

16.

CrpyKkTypu3anus TEKCTOB yIPABIEHYECKUX JOKYMEHTOB.

Bunpl yHU(DUITMPOBAHHBIX TEKCTOB, 0COOCHHOCTH OQOpMIICHHS Tpa(apeTHOTo TEKCTa, AaHKEThI

U TaOJIULIBL.

17.

18.
KYMEHTOB.

19.

20.

21.

22.

23.

24.

25.

TpeboBaHus K COAEPKAHUIO, CTPYKTYPE U CTHIIIO U3JIOKEHUS YIIPABICHYECKUX IOKYMEHTOB.

OpraHu3annoOHHO-pacopsAuTeNbHas oKyMeHTanusa. OCHOBHBIC BHBI YIPABICHUECKUX JO-

NudopmanmonHo-cpaBouHas JokyMeHTanust. OCHOBHBIC BUIBI
[IpaBuna u cTuIb HaMKMCaHUs AEJIOBOTO MUChMA.

Bunrsl nemoBoro nuceMa.

Oco0eHHOCTH TIEPETHCKH ¢ MHOCTPAHHBIMH MTAPTHEPAMH.

Buibl MOTOKOB TOKYyMEHTOB M CTAINH UX 00PaOOTKH.
Perucrpanus 1OKyMEHTOB.

KOHTp OJIb UCITOJTHCHUA JOKYMCHTOB.
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26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

Homenknarypa nen u ux popMupoBaHHe.

Odopmienue aen.

XpaHeHue 1€l U IOPSAOK CJauu UX B apXUB.

Pabora ¢ mokymMeHTaMHu, CoepKAIMMMHA KOMMEPUECKYIO TalHYy.

[TonsiTHE “ANIEKTPOHHBIN TOKYMEHT” B HH(OPMAIIMOHHON CHCTEME OpraHU3aLlH.
TepMuHONOTHS, UCTIONB3YyeMasi B CUCTEMAaX 3JIEKTPOHHOTO JIOKyMEHTOO00POTA.
3amaun CUCTEM BIIEKTPOHHOTO JOKYMEHTO000pOTA.

VYrpasiieHue 3J€KTPOHHBIMHA JOKYMEHTaMHU.

Knaccugukamus cuctem 3J1eKTpOHHOTO JOKYMEHTO000pOoTa.

[Toaxomp! K CO3aHUIO CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO00POTA.

Oransl BBIOOpa U BHEIPEHUSI CUCTEMbl aBTOMaTH3AlIHH.

[Tpo6eMbl TPaBOTo PeryaupoOBaHus IEKTPOHHOTO TOKYMEHTOO00POTA.
OTansl pa3BUTHS TOKYMEHTOO00POTA.

HOHSITI/IH, NPUHIUIIBI U 0CcO0EHHOCTH MMOCTPOCHUA ABTOMaTI/I3I/Ip0BaHHBIX CHUCTCM KOHTPOJIA

ucrnosHeHus 1okymeHToB (ACKU /).

40.

41.

42.

43.

CucTeMbl AIEKTPOHHOTO JOKyMeHTooOopoTa. O6mme monoxenus. Haznagenus CO/I.
OCHOBHBIE CBOMCTBA CUCTEM DJIEKTPOHHOTO JIOKYMEHTOOO0OpOTA.
OCHOBHBIE TEXHOJIOTHH pabOTHI ¢ JokyMeHTamMu B COJI.

OO6mas knaccuuKaIms CUCTEM IEKTPOHHOTO IOKYMEHTO000pOTa

14.2. TpeOoBaHUS K OLIEHOYHBIM MaTEePHAJIAM VISl JIUI] ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMMU

3A0POBbH U HHBAJIHUI0B

st i ¢ orpaHUYEHHBIMH BO3MOXKHOCTSIMU 3JI0POBbSI M HHBAJIHMJIOB MPEAYCMOTPEHBI JOTIOTHH -
TEJIbHBIC OLIEHOYHbIE MaTepUalIbl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuna 14 — JlonosHUTEIbHBIE MaTepUaIbl OLICHUBAHUS VIS JIUI] C OTPaHUYEHHBIMU BO3MOXHOCTSIMHU
310POBbsI U HHBAJIUIOB

Kareropun Buibl 10OMOMHUTETBHBIX OLIEHOYHBIX @DopMbI KOHTPOJISI U OLIEHKU
00y4JaroLIXCsl MaTepHasoB pe3ynbTaToB 00y4eHus

C napyueHusmMu
ciyxa

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

[IpenMy11ieCTBEHHO MMCHMEHHAs
IIPOBEpKa

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

3peHus OTIPOC IO TEPMUHAM (MHIMBUAYATIBHO)
C HapylmcHHUAMHA Pemenune JAUCTAHIITUMOHHBIX TECTOB, HpeI/IMyme(:TBeHHO JOUCTAHIITMOHHBIMU
OTIOPHO- KOHTPOIbHBIE PAOOTHI, MMCEMEHHBIE METOJaMH
ABUTATCIIBHOT'O CaMOCTOATCIIBHBIC pa60TI)I, BOIIPOCHI K
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arrapara 3aUCTy

C orpanuueHusiMu 1o | TecTbl, TUCbMEHHBIE CAMOCTOSITENIbHBIE [IpeumMy1iecTBEHHO IPOBEPKA
o01IeMe TMIIUHCKUM paboThl, BOIIPOCHI K 3a4ETy, METOZaMU UCXOIA U3 COCTOSIHUSA
[IOKa3aHUAM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI | 00YYarolIerocss HA MOMEHT IPOBEPKU

14.3. MeToauueckune peKoMeHAAMH M0 OLeHOYHBIM MaTepuaJiaM JJisl JUIl ¢ OTPAHHYeHHbIMU
BO3MOKHOCTSIMH 310POBbSI H HHBAJIH/I0B

Jnis M ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBSI M MHBAJIUIOB TPEAYCMAaTPHUBACTCS JI0-
cTynHas opma npeoCcTaBIeHNs 3aJaHNil OIIEHOYHBIX CPECTB, @ IMEHHO:

- B IIe4aTHOU (hopme;

- B [le4aTHOU (hopMe C YBETUUEHHBIM LIPUPTOM;

- B (hopMe INIEKTPOHHOT'O IOKYMEHTA;

- METO/IOM YTE€HUS ACCUCTEHTOM 33/1aHUS BCIYX;

- MPEIOCTABJICHUE 3a/IaHUS C UCTIONB30BaHUEM CYpPJIOTIEPEBO/IA.

JIuriaM ¢ OTrpaHMYCHHBIMH BO3MOXXHOCTSIMH 3/I0POBbSl M MHBAIMAAM YBEIWYHMBACTCS BpEeMs Ha
MOJITOTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i1 Takux 00ydaromuxcs mpeaycMaTpiuBaeTcs: JOCTYII -
Has (hopMa MpeIoCTaBICHHUS OTBETOB Ha 3aaHMs, 2 IMEHHO:

- MMCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C UCIIOJIH30BAaHUEM YCIIYT aCCHCTEHTA;

- MIPE/ICTaBJICHUE OTBETOB YCTHO.

[Iponienypa orneHMBaHUST Pe3yAbTATOB OOYUEHUS JIUI] C OTPAHUYCHHBIMU BO3MOXKHOCTSMH 370PO-
BbSl 1 MHBAIHIOB 110 TUCLUILTMHE TPeIyCMaTpUBaeT IpenocTaBieHne nHGopMauu B popMax, aaanTH-
POBaHHBIX K OTPAHUYCHUSM HX 30POBBS M BOCTIPUSATHS HH(POPMALIUH:

JI1s1 JIMI ¢ HAPYIIEeHUSIMH 3PeHusI:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

— B TIEYaTHOM (hopMe YBEIIMYEHHBIM MIPH(TOM.

JIJ1s1 JIMI ¢ HAPYIIEHUSIMH CJIyXa:

- B (hopMe IIMEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

JI1s1 1M1 ¢ HAapyIIeHUSIMM ONIOPHO-ABUIaTeJILHOI0 annapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHoOU (opme.

[Tpy HEOOXOMUMOCTH TS JIUI] C OTPAaHUYEHHBIMHU BO3MOXXHOCTSIMU 3/I0POBbS U MHBAJIUI0B TPOIIE-
Jypa OIICHWBAHUsI PE3yIbTaTOB 00yICHHUST MOXKET TIPOBOIUTHCS B HECKOIBKO ITAIOB.
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