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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
HanpasnenHocTs (po¢uis) / crienuanu3anus: YnpasBjeHne NpoeKToM
®dopma 00ydeHHs: 3a09HAS

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: Menexxmenrta, Kadenpa menenxkmenra

Kypc: 3

Cemectp: 6

VY4eOns1ii mnan zHabopa 2020 rona

PaCHpe,[[CJ'IeHI/IC pa60qero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTp Bcero Ennaunner
1 Jlexnn 8 8 JacoB
2 [IpakTrueckue 3aHATUA 10 10 4acoB
3 Bcero aymuTopHbIX 3aHATHN 18 18 4acoB
4 CamocTosiTenbpHas padboTa 122 122 9acoB
5 Bcero (0e3 ax3aMeHa) 140 140 4acoB
6 IToxroroska u caada 3ayera 4 4 4acoB
7 OOGm1as Tpy10EMKOCTh 144 144 4acoB
4.0 3.E.

KontponsHubie paboThl: 6 cemectp - 1
3auéT C OLIEHKOMU: 6 cemecTp

Tomck
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
nporokot Ne 10  oT « 28 » 11 2019 r
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

Crapuuii npernonaBateib Kadeapbl
MEHEKMEHTA T. B. Apxumnosa
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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

Jucuumuinza «O0uwmit u anekTpoHHbIH 1okymeHToob6opot» (b1.B.3./1B.3.1) otHOCHTCS K 670Ky 1
(BapuaTHBHAS YaCTh).

[TpenmecTBYIONMMEI TUCIUIUTMHAMHA, (OPMUPYIOITUMH HAYalbHBIC 3HAHUS, SBISIOTCS: Mapke-
TUHT, MeHeKMeHT, [IpakTrka Mo mosxy4eHuto nepBUYHbIX MPodeCcCHOHATBLHBIX YMEHUN U HABBIKOB, Teo-
pusl OpraHu3aliu.

[TocnenyromuMu AUCIUIUIMHAME SIBJISTFOTCS: 3allldTa BBIMYCKHOW KBAIM(PUKAIIMOHHON pPadoTHI,
BKJIIOYAs MOATOTOBKY K MPOIIEAype 3alUThI U MPOLEeaypy 3aluThl, DUHAHCOBBIA MEHEHKMEHT.

3. TpeGoBanusl K pe3yJibTATAM OCBOEHMS JUCHMILTUHBI

[Tponecc n3yyeHus JUCUMIUIMHBI HApaBiieH Ha (JOPMHUPOBAHUE CIEAYIOIINX KOMIIETSHIUI:

— TIK-8 BnajeHremM HaBBIKAMH JOKYMEHTAJIBHOTO O(OPMIICHHUS PEIICHUN B YIIPABJICHUH OTIepa-
[IMOHHOH (IIPOU3BOJCTBEHHOMN) NIEATEIBHOCTU OPTaHU3alUNA MPU BHEJPEHUU TEXHOJOTHUYECKUX, TPOAYK-
TOBBIX MHHOBALIMI WJIM OPTaHU3allMOHHBIX U3MEHEHUI;

— IIK-20 BnajgeHueM HaBbIKaMU MOJATOTOBKM OPraHU3alMOHHBIX U PACHOPSAUTEIbHBIX JOKY-
MEHTOB, HEOOXOAUMBIX JUISI CO3/IaHUS HOBBIX MPEIIPUHUMATEIILCKAX CTPYKTYD

B pe3ynbraTe u3yueHust JUCIUILIMHBL 00Y4aIOLIUICS TODKEH:

— 3HaTh JOKYMEHTOBEIYECKYI0 TEPMHUHOJIOTHIO; HOPMAaTHUBHBIE JOKYMEHTBI, PEMIAMEHTHPYIO-
1M COCTaBleHHe H 0GOPMIIEHHE JOKYMEHTAIMH, HOPAIOK PabOTHl C HUMH; OCHOBBI JI€JI0NPOM3BOCTRA
U DIIEKTPOHHOTO JTIOKYMEHTOO0OpOTa B OpPraHU3allMsAX, MPUEMBI HCIIOJIb30BaHUSl JOKYMEHTO000pOTa; TO-
CYIapCTBEHHYIO TIOJIMTUKY B chepe TOKYMEHTAIMOHHOTO OOECTICYCHHUs YIPABICHHSI IEKTPOHHBIMHU J10-
KyMEHTAMH U 3IEKTPOHHBIM JTOKYMEHTOOGOPOTOM; COBPEMEHHbIE TPEOOBAHMS K OPraHW3AILUH, IPABHIIA
¥ HOPMbI PaGOTHI C JOKYMEHTAMH, TIPHUHIMIIEI M HPOLELYPhI TTOATOTOBKH OPraHH3aHOHHBIX U PACIOps-
JUTENBHBIX JIOKYMEHTOB; MNPaBUIa JOKYMEHTAILHOTO OGOPMIIECHUS PELIEHWH B YIPaBICHHHU; OOIIUe
IIPUHLINIIBI IOCTPOEHHUS U CTPYKTYPY CUCTEMBI JIEKTPOHHOTO TOKYMEHTO000pOTa

— yMeThb Ha OCHOBE COOpaHHOU MH(pOpPMAIMK OMPENENsTh 1IeTH, BEIOUPATh CPEe/ICTBA BEACHUS
JIEJIOBOM JOKYMEHTAIMK; TPaMOTHO pa3pabaThiBaTh U O(POPMIIATH YIPABIECHYECKUE TOKYMEHTBI, UCIIOJb-
3yeMble B I€ITEIbHOCTH OpraHU3aIiii; COCTABIATH U MPABUIBLHO OOPMIISITH OpTraHNU3aIMOHHBIE U Pacmo-
pPAAUTEIbHBIE JOKYMEHTBI; UCIIOJIb30BaTh BOZMO)KHOCTH OOIIETO U 3JIEKTPOHHOTO JOKYMEHTO000pOTa AJIst
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MPUHSITUS U TOKYMEHTATbHOTO 0(hOPMIICHHSI YIIPaBICHYECKUX PEIICHUN; NCTIOIB30BaTh B CBOCH mpodec-
CHOHAJIHOM NIeATENbHOCTH MPUKIATHbIE NMPOTrPAMMHBIE CPEACTBA U CPEACTBA OPITEXHUKHU; CaMOCTOS-
TEJTHHO OCBAMBATh 3HAHMS, HEOOXOIUMBIC I PabOTHI C JOKYMEHTOOOOPOTOM B KOHKPETHBIX cepax mes-
TEIbHOCTU OpraHU3allMH; ONEpUPOBATh 3HAHUSMU, TOJYYECHHBIMHU IO JEJIONPOU3BOJCTBY B MPOQeccHo-
HAJIbHOW JIESITEbHOCTH

— BJaJeTh HaBBIKAMHU COCTAaBJICHHS U O(POPMIICHUS OPTraHU3ALMOHHBIX U PACTIOPSIUTENbHBIX
JIOKYMEHTOB B c(epe nmpodecCHOHaTbHOM NesTeIbHOCTH; METOIMKONW COCTABJICHUSI IPOEKTOB OCHOBHBIX
VIPaBICHYECKUX JOKYMEHTOB; HABBIKAMH JOKYMEHTAJILHOTO O(OPMIICHHUS PEIICHUI B yIIPABICHUH OIIC-
paIMOHHOM (TPON3BOICTBEHHOM) 1€ATEIbHOCTHIO OPraHU3AIMi IPU BHEAPEHUN TEXHOJIOTMYECKUX, MPO-
JYKTOBBIX MHHOBAIIMH WJIM OPTraHU3aI[MOHHBIX M3MECHECHUI; METOJIaMU U CPEJICTBAMH TOJTYYCHHUs, 00pa-
OOTKM W XpaHEHUs IOKYMEHTOB; HaBbIKAMU HCIIOJIb30BAaHUS KOMITBIOTEPHOW TEXHUKH, MPOTrPaAMMHO-
WH(POPMAITMOHHBIX CHCTEM, KOMIIBIOTEPHBIX CEeTel; HaBbIKaMHu O(opmIIeHUs paboT, BHIOIHIEMBIX CTY-

JIEHTaMH B TIpoliecce oOydeHusi, ¢ ydeToM TpeboBaHui oOpazoBareiapHOro ctangapra Byza OC TYCYP
02-2013 (CTO 02069326.1.02-2013)

4. O0beM QUCHHUILIMHBI U BUABI Y4eOHOI padoThl
OO01mast TpyI0eMKOCTh AUCIUILTHHBI COCTaBIsAeT 4.0 3a4eTHBIX €AWHUIIBI U MIPEJICTABICHA B Ta0JIH -

%264&11/1.1121 4.1 — TpynoeMKoCTb JUCIUILINHBI

Bunel yueOHOI nesTenbHOCTH Bcero gacos CemecTpsl

6 cemecTp

AynuaTopHbI€ 3aHATHUS (BCETO) 18 18
Jlexuun 8 8
[IpakTuueckue 3aHATHS 10 10
CamocTosiTenbpHas padboTa (Bcero) 122 122
[IpopaboTKa JEKIIMOHHOTO MaTepuaa 30 30
CaMocTosTeNnbHOE N3y4eHUE TeM (BOIIPOCOB) 22 22
TEOPETUYECKOM YyacTu Kypca
[ToaroroBka K MPakTUYECKUM 3aHATHUSIM, CEMUHApaM 58 58
BrinonHeHne KOHTPOJIBHBIX paboT 12 12
Bcero (6e3 ax3amena) 140 140
IloaroroBka u caada 3adera 4 4
OO6miast TpyI0€MKOCTb, 4 144 144
3auetHble EauHub! 4.0

5. Conepxxanue IMCUMILIHHBI

5.1. Pa3znesnsl JUCHUIIMHBI 1 BUALI 3AHATHHI
Pa3znenbl nMCUMIUIMHBI U BUJBI 3aHATUN TTPUBECHBI B Ta0uIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUH

Bcero
9acoB
[Tpak. Cam. dopmupyembie
Haspanus pa3aenoB IUCIUTUIMHBI Jlek., u (Ge3
3aH.,4 | pab., 4 KOMITETEHITNH
9K3aMeH
a)
6 cemecTp
1 Ilpenmer, conepkanue u 3agauu Kypca. [o- 1 0 8 9 [1K-20, TIK-8
KYMEHTOOOOPOT U JIETIONPOU3BOJICTBO B IIPO-
(heccHoHANBLHOM IS TEIIBHOCTH.
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2 IIpaBOBbBIEC 1 HOPMATUBHBIE OCHOBBI JIOKY- 1 0 2 3 ITK-20, ITK-8
MEHTHUPOBAHUS YIPABIEHYECKOMN IeSITeIbHO-
CTH
3 [lonsTue noxkymenrta. CBoiicTBa JOKyMEHTA. 1 2 6 9 I1K-20, ITK-8
Knaccudukanus nokymenra. CTpykrypa a0-
KyMmeHTa. TpeboBaHus K OPOPMIICHHUIO JTOKY-
MEHTOB.
4 Cucrembl 1okyMeHTOB. CocTaBiieHHe U 1 3 26 30 TIK-20, TIK-8
odopMmIleHHE YIIPABICHYECKUX TOKYMEHTOB.
5 DIEeKTPOHHBIN TOKYMEHTOOOOPOT, KITFOUe- 2 2 42 46 [1K-20, I1K-8
BbIE TIOHSTHS, OCHOBHbIE KOHIIEIIIIUU
6 Opranuzanus paboTel ¢ JokyMeHTamu Dop- 2 3 38 43 ITK-20, ITK-8
MHUPOBAHHUE U TEKYIIEE XPAaHEHUE IOKYMEH-
TOB. [loAroTOBKa TOKYMEHTOB K Ilepeaaye B
apXuB
Hroro 3a cemectp 8 10 122 140
Hroro 8 10 122 140
5.2. Coaep:xanue pa3aejioB IMCHUILIHHBI (110 JIEKIIASIM)
ConeprkaHue pa3aesioB TUCIUTIINH (TIO JIEKIUIM) PUBEIEHO B TabmuIie 5.2.
Tabmuua 5.2 — ComeprkaHue pa3ienaoB TUCIUILIKH (TI0 JIEKITHSIM)
Copneprxanue pa3znenos qucuumuingel (mo | Tpynoemkocts, | @opmupyemblie
Ha3Banus pazgenos Aep pasil AHC ( Py ’ pMHPY
JICKIUSIM) q KOMIIETEHIIUU
6 cemecTp

1 IIpenmer, ITonsATHE, e U 3a1a4U U3y4aeMOU JUCLIU- 1 I1K-20, ITK-8
CoZIep KaHMEe W 3a7]aui | IUIMHBI. Pa3BUTHE M CTAaHOBIICHUE JIEJI0-
Kypca. npousBojacTBa B Poccun. Opranuzauus ne-
JIoKyMeHTOOOOpOT U | JIONMPOU3BOJICTBA HA MPEANPHUATHSIX. 3HAUE-
JIEJIONPOU3BOACTBO B | HUE M MECTO JOKYMEHTOB B CUCTEME YIIPaB-
npo¢eCcCHoHaTBHOM JICHUS
JeSATEIbHOCTH. Hroro 1
2 IlpaBoBbl€E U ['ocynapcTBEeHHOE peryaupoBaHHue, HOpMa- 1 I1K-20, TIK-8
HOPMATHUBHBIE OCHOBBI | TABHO-TIPABOBAsi 1 METOAMYECKAsi OCHOBA
JOKYMEHTHUPOBaHUS JIOKYMEHTAI[MOHHOTO 00ecreyeH sl ypaBiie-
YIPaBJICHUECKON Hus. CylIHOCTb, HANPaBIEHUS U BUJIBI TOCY-
JEeATEIbHOCTH JTAPCTBEHHOT'O PEryIUPOBAHUS IOKYMEHTA-

LIMOHHOTO 00ECIIEUEeHHsI YIIPaBICHUS, HA3HA-

YyeHHe, 0COOEHHOCTH U COOTHOIIEHHUE HOP-

MaTHUBHO-TIPABOBOI0 U METOJIMYECKOTO Pery-

nupoBanusi. COCTaB U CTPYKTypa HOPMaTHUB-

HOM, IIPaBOBOM U METOUYECKON OCHOBBI J0-

KYMEHTAIIMOHHOTO 00ecIieueHus yrpanie-

HUS1, HAIIMOHAIBHBIX U JIOKAJIbHBIX HOpMa-

TUBHO-METOIMYECKUX TOKYMEHTOB. YHU(U-

KallMsl ¥ CTaHIapTU3ALIMSL.

Hroro 1
3 [lonstue noxkymenTa. | TpeboBanus k OnaHkaMm JokyMeHTOB. [lopsi- 1 I1K-20, TIK-8
CBoiicTBa TOKyMEHTa. |OK pa3paboTku 6naHkoB. O0mue TpedoBa-
Knaccudukanus HUS K JIOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMO-
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nokymeHnTa. CTpyKTypa

b0 TCXHUYCCKHUX CPCACTB. OcobeHHOCTH

JIOKYMEHTA. oopMIIeHNS OTAETBHBIX PEKBH3HUTOB.

TpeboBaHus K Vitoro

o opMIIEHUTIO

JTIOKYMEHTOB.

4 Cucrembl [TpaBuiia opopmiteHUsT JOKYMEHTOB, COCTaB [1K-20, ITK-8

JTOKYMEHTOB. Y Ha3HAueHUE peKBU3UTOB. Poib 1 BUIBI

Cocrasienue u yIpaBJIeHUYECKUX JOKyMeHTOB.CocTaB U Ha-

odopmiieHue 3Ha4YeHUE OTJEJIbHBIX BUJIOB OpraHU3alll-

yIPaBIEHYECKUX OHHO-TIPABOBBIX, PACTIOPSTUTEIILHBIX U HH-

JIOKYMEHTOB. (b opMaIIMOHHO-CTIPABOYHBIX IOKYMEHTOB.
JlokyMeHTanbHbIH (GOH[ U TIEPEUYEHb T0KY-
MEHTOB, 00pa3yIoIIUXCcs B Ipoliecce Jaes-
TenbHOCTU npeanpuarusa.Cocras, pacoio-
JKEHHE U IpaBuiia opOpMIICHUSI PEKBU3UTOB
OTJIEJIbHBIX BUJIOB OpraHU3allMOHHO-IIPaBO-
BBIX, PACIIOPAIUTENIbHBIX U HHPOPMAIIH-
OHHO-CIIPABOYHBIX JTOKYMEHTOB. OCOOEHHO-
cTH 0(hOpMIICHHSI OTAEIBHBIX BHIOB JOKY-
MEHTOB, 00pa3yIIUXCs B Ipoliecce aes-
TEIbHOCTU NPEAIPUATHUS.
Hroro

5 DneKTpOHHBIN OcHoOBHBbIE 3a]Ja4l OPTaHU3ALUU JIEK- I1K-20, I1K-8

JIOKyMEHTO000POT, TPOHHOTO TOKYMEHTO000poTa. CHUCTEMBI

KJIFOUEBbIE TIOHSTHS, AIIEKTPOHHOTO TIOKyMeHToobopoTa CO/I,

OCHOBHBIC KOHIIETIIIUK | DTaIbl pa3BUTHS, KIacchl, Ha3HaueHne COJI.
OcHOBHBIE CBOMCTBA CUCTEM JJIEKTPOHHOIO
nokyMeHToobopoTa. OcHoBHBIE TUIIBI CO/I.
Ocobennoctu opranuzanuu COJl. Cuctemsl
AJIEKTPOHHOTO JIOKYyMEHTO0000pOTa, Mpe-
cTaBlIeHHbIE B Poccum.
Hroro

6 Opranuzanus pabotsl | [ToHsTHE «TOKYMEHTOOO0OPOT» U €T0 pa3BU- [1K-20, ITK-8

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

tue. OCHOBHBIE ITPaBUJIa OpPraHU3aluu 10KY-
MEHTO00OpOTa B opranu3anuu . Cxema JIBH-
KEHUS U TEXHOJIOTHsI 00pabOTKH JOKYMEH-
TOB. [ IoHATHE TOKYMEHTOIIOTOKA, €70 CTPYK-
Typa, I0Ka3aTeIu OLUEHKU JOKYMEHTOIIOTO-
Ka. JKu3HeHHbll KK 1oKymMeHTa. KoHTpoub
UCIIOJHEHMs TOKyMeHTOB. HomeHknarypa
nen. [Iopsanok cocTaBiaeHus U yTBEPKICHUS
HOMEHKJIATYPBbI 1€J1. YCTaHOBJIEHUE CPOKOB
xpanenus aen. opmupoBanue u opopmiie-
Hue nen. Opranusanys OnepaTuBHOIO Xpa-
HEHU J1e]1. DKCIEepTU3a HEHHOCTU JOKYMEH-
toB. Odopmienue nen. [opsaok nepenaun
JIOKYMEHTOB Ha XpaHEHHE B apXUB.

Hroro

Hroro 3a cemectp
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5.3. Pa3nenbl JMCHMILVIMHBI M MEKIMCUMILIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (MPeAbl Ty IIUMH)
U o0ecrieynBaeMbIMH (MOCJIEAYONIUMH) TUCHUIIHHAMU
Paznmenpl MUCHUIUIMHBI M MEXIUCIUTUTMHAPHBIC CBSI3U C 00ECTICUMBAOIIMMHU (TIPEABIAYIIIUMH) U
obecrieunBaeMbpIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAME TIPEICTAaBICHBI B TabuIe 5.3.
Tabmuua 5.3 — Pa3nenbl AUCIUTUTHHBI B MeXANCIUILTMHAPHBIC CBSI3U

Ne pasaciion HaHHOfI JAUCHUIUINHEBI, JJIS1 KOTOPBIX HCO6XOIII/IMO

HanMeHOBaHME TUCIMILINH H3y4YeHHE 00ECIICUMBAIONINX M 00SCIIEYMBAEMBIX TUCITUTIINH
1 2 3 4 5 6

[IpeamecTByromue JUCHUTIIUHBI

1 MapkeTtusr + +

2 MeHemKMeHT + +

3 IIpakTHKa 1O MOTYYEHHUIO MEPBUYHBIX n N n . N

npodeccHOHANIBHBIX YMEHHI U HABBIKOB

4 Teopust opranuzaluu + + + +

[Tocnenyromume TUCIUITITUHBL

1 3amuTa BBITYCKHOW KBaJTH(PHUKAIIMOH-
HOM paboThl, BKJIIOYAst MOATOTOBKY K
NpOLEAYpE 3aLIUThl U IPOLELYPY 3allU-
ThI

2 OUHAHCOBBII MEHEIKMEHT + +

5.4. CooTBeTCcTBHE KOMIIETEeHUM I, opMHUPyeMbIX TP M3YyYEeHUH TUCHUILIUHBI, 1 BU0B 3aHATHI
CootBercTBHE KOMIETEHLUH, (HOPMUPYEMBIX MPHU H3YyYECHUM AUCLUUIUIMHBI, W BHJIOB 3aHATUN
npezcTaBiIeHo B Tabmuie 5.4.
Tabmuma 5.4 — CoOTBETCTBHE KOMITETCHIINHA, ()OPMUPYEMBIX MTPU W3YYCHUU NTHUCHIUILIAHBI, U BUIAOB 3aHS -
TUH

Kommnerenu Bubl 3aHsTHIA

@DOpMBI KOHTPOJIA
u Jlek. [Ipak. 3aH. Cam. pa6.

ITK-8 + + + KontponsHnas pabora, [IpoBepka
KOHTPOIBHBIX pabot, Onpoc Ha
3aHATUAX, BeIcTyTUIeHIE
(moxnanm) Ha 3aHsATHH, TecT, 3a4éT
¢ oneHko, OT4eT no nmpakTuye-
CKOMY 3aHSITHIO

[1K-20 + + + Kontponsnas padora, [IpoBepka
KOHTPOIBHBIX pabot, Onpoc Ha
3aHATHUAX, BeicTyruieHne
(moknan) Ha 3aHATHH, TecT, 3a4éT
¢ oueHKoi, OT4eT 1o npakThuye-
CKOMY 3aHSITHIO

6. UHTepakTHBHBbIE MeTO/ALI U (POPMBI OPraHU3ALUH 00yYeHH S
He npenycmorpeno PVYII.

7. JlJaGopaTtopHbie padoThI
He npenycmotrpeno PVYII.

8. [IpakTHYeckue 3aHATHSA (CEMUHAPBHI)
HanmMeHnoBaHnue npakTUUeCKUX 3aHATHN (CEMHUHAPOB) MpUBEIeHO B Tabmmie 8.1.
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Tabmuua 8.1 — HaumeHOBaHME MPAKTUUYECKHUX 3aHATUH (CEMHUHAPOB)

JIOKyMEHTOB.
ITogroroBka
JIOKyMEHTOB K
nepeaaye B apxXuB

HaumeHoBaHue mpakTHUYECKUX 3aHATHI Tpynoemkocts, | Dopmupyembie
HasBanus paznenos
(cemuHapoB) q KOMITCTCHITH
6 cemecTp
3 IonsiTue nokymenra. | TpeboBanus k OnaHkam JokymeHToB. [Toaro- 1 ITK-20, ITK-8
CBOICTBa TIOKYMEHTA. | TOBKA K COCTaBJICHHUIO TOKYMEHTOB. CXeMBbI
Knaccudukarus pacnosoxeHus JoKkymeHToB. CocTaBieHne
nokymeHTa. CTpykrypa | popmyssipoB 1okymeHTOB. OOmnii OJIaHK.
JIOKYMEHTA. bnaHk KOHKpeTHOro BUJa T0KyMeHTa. biank
TpeboBanus MACHMA.
MJICHU
o(opmeHHio O61ue TpedoBaHus K 0(OPMIICHHIO TEKCTa 1
JIOKYMEHTOB.
otyeta. OopmiieHne TUTYIbHOIO JIUCTA, PU-
CYHKOB, TaOJIUI], CIIUCKA UCIIOJIb3YeMbIX UC-
TOYHHKOB
Hroro 2
4 CucrteMbl [IpaBuna coctaBiaeHuss 1 0pOPMIICHUS Opra- 1 I1K-20, IT1K-8
JIOKYMEHTOB. HU3aLMOHHO-PACIIOPAIUTENIBHBIX JOKYMEH-
CocraBienue u TOB (yCTaB, MOJIO)KEHHUE, IITATHOE pacluca-
oopmienune HUE, UHCTPYKLUSL, IPUKa3, pACIOPSIKEHHE,
yIOpaBICHUYECKUX | pelIeHUE, MPOTOKOI, TOCTAHOBJICHHE)
KYMCHTOB.
JIOKYMEHTO [IpaBuiia coctaBieHust 1 0HOpMICHHS HH- 1
(opMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB (J1€e-
JI0OBOE€ MUCHMO, AOKJIAJHAs U CiIy)KeOHas 3a-
IIUCKH, aKT, CIIpaBKa, u JIp. )
[IpaBuiia coctaBiieHus: 1 0HOPMIICHHS T0KY- 1
MEHTOB JIMYHOT'O Xapakrepa (3asiBJICHUE, Xa-
pakTepucTuka, aBroouorpadus, pesrome, oT-
3bIB U JIP. )
Uroro
5 DneKTpOHHBIN ITonxomps! K CO31aHUIO CUCTEM JIEKTPOHHOIO 2 [1K-20, ITK-8
JOKYMEHTOOOOPOT, | 1oKyMeHToobopoTa. TpeGoBanus k cucre-
KJIIOUEBBIC TIOHATHS, |MaM. DTarbl BHIOOpa CUCTEMBI aBTOMAaTH3a-
OCHOBHBIE KOHIETIINH |[UU. DTalbl BHEAPEHHUS CUCTEMbI aBTOMATH-
3anuu. CructemMbl aBTOMaTU3alMKU JOKYMEHTO-
notoka. CUCTeMBI 3JIEKTPOHHOTO JJOKYMEH-
T0000poTa. OCHOBHBIE TEXHOJIOTUHU PAOOTHI C
nokyMeHTaMu. OCHOBHBIE CBOMCTBA CHUCTEMBI
AIIEKTPOHHOTO JOKYMEeHT0000poTa. OCHOB-
Hele Tumbsl COJI.
Hroro 2
6 Opranuzanus Homenkinatypa nein. Buibl HOMEHKIATypBI. ITK-20, I1K-8
paboTHI C ®opmupoBanue aen. Opranusaius XpaHeHUs!
JIOKyMEHTaMu JIOKyMEHTOB Ha npennpusaruu. [logroroska
dopmMHpOBaHUE U | TOKYMEHTOB K CJlauy€ B apXUB.
TEK Xpa
eKyIIee XpaHeHue |y 3
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Hroro 3a CEMCCTp

10

9. CamocrosiTeqibHas padora
Bunbr camocTosiTenbHOM paboThI, TPYAOEMKOCTh U ()OPMHUPYEMbIE KOMIIETCHIINHU TIPE/ICTABIICHBI B

tabmme 9.1.
Tabmuua 9.1 — Buasl caMOoCTOSATENBHOM pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIETEHIIUN
Bunael camocrostensnon | Tpynoemkocts, | DopMupyemblie
HasBanus pasnenon a pyA ’ PMHPY DopMbI KOHTPOJIS
paboThI q KOMIIETEHIINHU
6 cemecTp
1 Tlpenmer, CamocTosTenbHOe U3yde- 6 [1K-20, [IK-8  |BeicTymiieHue
COJIEp>KaHKE U HUE TeM (BOMPOCOB) TE€O- (moksan) Ha 3aHs-
3aJlauu Kypca. PETHUYECKOM YyacTH Kypca TUH, 3a4€T C OlEH-
KYMEHT T ko, On Ha 3aHs-
HAoxymerToobopo [TpopaboTka JIeKITMOHHO- 2 O, OT poc Ha 3a
1 ro MaTepuasa THIX, lect
JIEJI0TPOU3BOICTBO
B Hroro 8
npodeccruoHaIbHON
JEeSITeNIbHOCTH.
2 IIpaBoBbIE M [IpopaboTka JeKInOHHO- 2 I1K-20, IIK-8 | 3a4éT c oueHkou,
HOPMATHBHbIE ro MaTepuasa Ornpoc Ha 3aHATHUSX,
OCHOBBI Hroro b Tect
JIOKYMEHTHPOBaHUS
YIPABJICHYECKON
NeATETbHOCTH
3 Iloustue [ToaroroBka k mpakTuye- 4 I1K-20, IIK-8 | 3a4éT c O1eHKOM,
JIOKYMEHTA. CKHUM 3aHSTUSIM, CEMHUHA- Ornpoc Ha 3aHATUSAX,
CaoiicTBa pam OTuer 1o npaxkTuye-
KyMEHTA. KOMY 3aHSITH
?{0 yMe [TpopaboTka JTeKIHMOHHO- 2 "C[ OMy'3 10,
npuKanus T
Haccrpuian ro Marepuana ec
JIOKYMEHTA.
CTpykrypa Wroro 6
JIOKYMEHTA.
TpeboBanus K
oopmieHuIo
JIOKYMEHTOB.
4 Cuctemsl IToaroroBka K nmpaxkTuye- 6 I1K-20, IIK-8 | BricTynnenue
JTIOKYMEHTOB. CKUM 3aHATHUSM, CEMUHA- (moxnan) Ha 3aHs-
Cocrasienue u pam TuH, 3a4€T C OLICH-
oopmrerne CamocTosTensHOE U3yde- 16 KoH, O(l)'IpOC Ha saHs-
TIPABJICHYCCKUX Tusx, OTyeT i
YHpABJICHHCC HUE TeM (BOPOCOB) TE€O- ’ T 1o
JTIOKYMEHTOB. pETHUECKOH JaCTH KypCa MPAKTHYECKOMY 3a-
HATHIO, TecT
[IpopaboTka JeKInOHHO- 4
ro MaTepuasa
Uroro 26
5 DNeKTpOHHBIN BrinosHeHre KOHTPOJIIb- 12 [TK-20, TIK-8 | 3au€T c oLeHKoH,
JIOKYMEHTOOOOPOT, |HBIX padboT KonTpoasnas pado-
KITROUEBBIC MOHSATHS, | 110/ ropka K 11 paKTHye- 20 Ta, Onopoc Ha 3aHs-
OCHOBHBIE CKHM 38HATESIM, CEMEHA- Tusax, OTyer no
KOHIICTIIIUT pam MPaKTUYECKOMY 3a-
Hatuto, [IpoBepka
[TpopaboTka neKInOHHO- 10
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ro Mmarcpualia KOHTPOJIbHBIX pa60T,

Htoro 42 Tect
6 Opranuzanus [ToaroroBka k nmpakTuye- 28 IIK-20, IIK-8 | 3a4éT ¢ OLCHKOM,
paboThI C CKUM 3aHSITHAM, CEMHHA- Ormpoc Ha 3aHATHSAX,
JOKYyMEHTaMu pam Tect
dopmMmupoBaHe U
OPMHPOBAHHC [IpopaboTka JIEeKITMOHHO- 10

TEKyIIee XpaHEHUE
JIOKYMEHTOB.
IloaroroBka Hroro 38
JIOKYMEHTOB K
nepeaaye B apXuB

ro Marcpuajia

Hroro 3a cemectp 122
IToxroroska u cxada 3a- 4 3a4éT ¢ OLIEHKOMI
yera

Hroro 126

10. KypcoBoii npoekT / KypcoBasi padota
He nmpenycmorpeno PVYII

11. PeiiTuHroBasi cucremMa JJisi OEHKH yCIIeBAeMOCTH 00y4al0uXxcs
PeiiTuHroBas cucrema He UCIIOIb3YETCA.

12. YuyeOHO-MeTOAUYecKOe U MHGOPMAIMOHHOE 00ecnieyeHue TUCIHIIINHBI

12.1. OcHoBHas JUTEpaTYypa

1. [oponwuna, JI. A. Opranu3zaius U TEXHOJOTHsS JOKYMEHTAIIMOHHOTO OOECIICUCHHSI YIIpaBIie-
HUS [ DIEKTPOHHBIN pecypc]: yUeOHUK M TIPAKTHUKYM I akajeMudeckoro 6akanaBpuara / JI. A. JlopoHu-
Ha, B. C. UputukoBa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanasp. Akanemuye -
ckuii kypc). — ISBN 978-5-534-04568-0. — Pexum poctyma: https://urait.ru/book/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-413265 (narta oopamenus: 06.06.2021).

2. Hanwmonanensiii cranmapt PO I'OCT P 7.0.97-2016 "Cuctema cTaHmapToB 1Mo MHGOPMAIIHH,
OMOMMOTEYHOMY W M3JaTeNbCKOMY Aeny. OpraHu3alliOHHO-PACTIOPIUTENIbHAS JOKyMeHTamwus. TpeboBa-
HUS K 0OpPMIIEHUIO JOKYMEHTOB" (yTB. mpukazoM denepaqbHOro areHTCTBa MO0 TEXHUYECKOMY peryiiu -
poBaHut0 U MeTposiorun ot 8 aexadpst 2016 r. N 2004-ct) [DnekrponHbIi pecypc]: — Pexum mocryma:
https://docs.cntd.ru/document/1200142871 (mata oopamenus: 06.06.2021).

3. T'pozora, O. C. Jlenonpou3BoCTBO [ DIEKTPOHHBINA pecypc]: yueOHoe mocoodue s By30B / O.
C. I'po3oBa. — Mocksa : UznatenbctBo IOpaiit, 2020. — 124 ¢. — (Bricmiee o6pazoBanue). — ISBN
078-5-534-06787-3. — — Pexum poctyma: https://urait.ru/viewer/deloproizvodstvo-453969#page/1
(mara ob6pamenus: 06.06.2021).

12.2. lonotHUTEILHAS JIATEPATYpa

1. Oo0pa3zoBarenbHblii cranaapT Byza OC TYCVYP 02-2013. PaGotsl cTyneHUYeCKHE IO HAIpaBiie-
HUSIM TOJATOTOBKH U CHEIUAIBHOCTSAM T'yMaHUTapHOTO nipodmist. Obuue TpeOoBaHus U MpaBuiia ohopM-
neHus [DnekTpoHHBIN pecypc]: — Pexxum moctyma: https://regulations.tusur.ru/documents/71 (mara o0-
pamenus: 06.06.2021).

2. TOCT P 7.0.8-2013. Cuctema ctangapToB no uHpopManuu, OUOIHOTEYHOMY U U31aTEIBCKO-
My Aeny. J|enonpon3BoACTBO U apXUBHOE Je10. TepMUHbI 1 onpenenenus [DnekTpoHHsbIi pecypc]: — Pe-
xuM gocrtyna: http://docs.cntd.ru/document/1200108447 (nara obpamenus: 06.06.2021).

3. [enompousBoAcTBO [DneKTpoHHBIH pecypc]: YuebHoe mocobue / JI. U. KazakeBuu - 2018.
132 c. — Pexxum noctyma: https://edu.tusur.ru/publications/7542 (nara o6pamenus: 06.06.2021).

12.3. YueOHO-MeTOAHYECKHE MTOCOOUH

12.3.1. O0s3aTeibHbIE Y4eOHO-MeTOAUYEeCKH e MO0COOUs
1. OOmmii ¥ AMEKTPOHHBIN JOKYMEHTOO00POT [DIeKTPOHHEIN pecypc]: Meroaudeckoe mocooue
10 JIa0OpaTOPHBIM 3aHATUSAM M CaMOCTOSTENbHOU paboTe mis ctyneHTtoB HampasiaeHuil 080200.62 «Me-
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Hemkment», 080100.62 «3Jxonomuka» / JK. H. AkcenoBa - 2014. 40 c. — Pexum pocryma:
https://edu.tusur.ru/publications/4874 (nara obpamenus: 06.06.2021).

2. OCHOBBI AENONPOU3BOJACTBA [DNEKTPOHHBIN pecypc]: Meroauueckue ykazaHUs K IMpaKkTUde-
CKHM 3aHSATHSM M OpraHu3aiuu camocrostenbHoi padoTsl / E. K. Manaxosckas, A. A. Cumgopos - 2018.
28 c. — Pexum noctyma: https://edu.tusur.ru/publications/8165 (nara obpamenus: 06.06.2021).

12.3.2. YueOHO-MeTOAMYECKHUE TOCOOHS /ISl JIMI C OTPAHMYEHHBIMHU BO3MOXKHOCTSIMHU 3/10POBbS U
HHBAJINI0B

Y4eOHO-METOIMUECKUE MaTepHallbl IJIsi CAMOCTOSTENILHON M ayAUTOPHOW pabOThl 00ydaroIuXcs
W3 YUCIa JUIl C OTPAHMYCHHBIMUA BO3MOXKHOCTSIMH 3/I0POBBSI M1 HHBAIHJIOB MIPEIOCTABIAIOTCS B (hopMax,
aJaNTHPOBAHHBIX K OTPAHUYCHUSM UX 3/I0POBbS U BOCTIPUATHUS UHPOPMAIIHIH.

JLJist i1 ¢ HAPYIIeHUSIMU 3PeHusI:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B [le4aTHOU (hopMe yBETUYEHHBIM HIPUPTOM.

JLJ1s1 JIMI ¢ HAPYIIEeHUSIMHU CJIyXa:

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (popme.

JlJist I ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeJILHOTO anmapara:

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B reyaTHou (opme.

12.4. IipodeccuonanbHbie 6a3bl JAHHBIX H HHPOPMALHOHHBIE CIIPABOYHBIE CHCTEMbI

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

2. Koncynprantllmtoc - Cucrema «Koncynprantllmroc» Pexxum moctyma: www.consultant.ru

3.  JIOHOJHHUTENIBHO K MPOo(eCCHOHAIBHBIM 0a3aM JaHHBIX PEKOMEH]IYeTCs UCII0Ib30BaTh HHMOP-
MallMOHHBIE, CIIPABOYHBIE U HOpMATUBHBIE 0a3bl MaHHbBIX https://lib.tusur.ru/ru/resursy/bazy-dannyh

13. MaTrepuaibHO-TEXHHYECKOe o0ecneyeHrne JUCHUILIMHBI U TpedyeMoe MporpaMMHoe
o0ecneyenune

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

13.1.1. MaTepuaibHO-TEXHMYECKOE M MPOrpaMMHOe olecriedeHne IS JTeKIIMOHHBIX 3aHATHI
Jlns mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHIAWBUYaJIbHBIX KOHCYJAbTALIUH, TE-
KYILEro KOHTPOJIS U MPOMEXYTOUHON aTTeCTallMU UCTIONb3YyeTcs yueOHasi ayIUTOpUs ¢ KOIMUYECTBOM I10-
CaJI0YHBIX MECT He MeHee 22-24, 000opyloBaHHAs JOCKOM M CTaHAApTHOH yueOHoIl meOenbto. MMeroTes
JIEeMOHCTpalMOHHOE 000pyA0BaHNHE U yueOHO-HAITIIIHbIE TOCOOMs, 0OecIeunBaroIe TeMaTHIeCKue Ui-
JIOCTPALMHU 110 JIEKLIMOHHBIM pa3jieiaM JUCIUIUINHBI.

13.1.2. MaTepuaJbHO-TeXHUYECKOE H NPOrPaMMHoOe o0ecnedyeHne VI NPAKTHYeCKUX 3aHATHI
Beruucnurensnast maboparopus / KomnbsroTepHBbIi Ki1acce
yueOHas ayuTOpHsl 7Sl IPOBEACHHUSI 3aHATHI MPAKTUYECKOrO TUTIA, ydeOHass ayaAuTOpHs IS PO -
BEJICHUS 3aHATHI J1a00paTOPHOTO THUMA
634045, Tomckas obmacts, T. Tomck, yin. KpacHoapmeiickas, 1. 146, 505 ayn.
Ornucanue UMerIerocs 000pyI0BaHUS:
- [I5BM DX6100M (9 mt.);
- [I9BM INTEL CORE 2 DUO (6 mT.);
- MarauTHO-MapKepHas JOCKa;
- KommuiekT cnenuann3upoBaHHON yueOHOM MeOen;
- PaGouee mecto mpenogaBarens.
[IporpamMmmMHoOe obecrnieueHue:
— 1C:IIpennmpustue 8
- 7-Zip
FoxitReader
Google Chrome
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— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— KoncynberanT [Itoc

JlaGopaTtopusi TpymnmoBoro mnpoekTHoro oOydenus '"JlaGoparopus COIMAIBHO-IYKOHOMUYECKUX
npobiem"”

yueOHas ayTUTOPHsI ISl IPOBEACHHSI 3aHATHI MPAKTUYSCKOTO TUTIA, YICOHAsT ayUuTOPHS IS TIPO -
BEJICHUS 3aHITHIA 1a00OPaTOPHOTO TUMA

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

Ornucanune UMEIIerocs 000pyI0BaHUS:

- [I5BM KOMIICTAP (12 mir.);

- MarautTHO-MapKepHas JOCKa;

- Kommnekr cnenunanuzupoBaHHol yueOHOI me0enu;

- PaGouee mecto nmpenogaBarens.

[IporpamMmMHOe 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

13.1.3. MarepuajibHO-TEXHMYECKOE M IPOTPaAMMHOe o0ecrevyeHne I CAMOCTOATEIbHOI padoThI
Jns caMoCTOSATEIbHON PabOThl MCIOIB3YIOTCS y4E€OHBIE ayIUTOPUU (KOMIIBIOTEPHBIC KIIAcChl),
PacCIOJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTh, r. ToMck, Jlennna mpocnexr, a. 40, 233 ayn.;
- 634045, Tomckast obnacTs, r. Tomck, yin. Kpacnoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast 06macThb, 1. ToMck, Bepmmanna ymuna, 1. 47, 126 ayn.;
- 634034, Tomckast 06nacTh, r. Tomck, Bepmmnauna ynuua, 1. 74, 207 aya.

CocTtaB 0060pyI0BaHHS:

- yueOHast MmebOerb;

- koMmnbroTepsl Ki1acca He Hmwke [IDBM INTEL Celeron D336 2.8 T1. - 5 mwiT.;

- KOMIBIOTEPHI MOJIKIIOYEHB! K ceTH «/HTepHeT» u 00ecneynBaloT IOCTYI B AJICKTPOHHYIO WH-
(dopmManmoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHp MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.
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13.2. MaTepuajJibHO-TeXHUYECKOe o0ecnedeHne TUCHUIITHHBI VISl JIMI ¢ OTPAHHYEeHHBIMU
BO3MOKHOCTSIMHU 3/10POBbSI U HHBAJIN/I0B

OcBoeHUE MUCLUUIUIMHBI JIMIIAMU C OTPAaHUYEHHBIMH BO3MOXKHOCTSMHU 3/10POBbSI U WHBAIUJIAMU
OCYIIECTBIISIETCA C UCTIOJIB30BAaHUEM CPEICTB 00yUEHHs OOILIEro U CIelnaIbHOTO Ha3HAYEHUS.

[Tpu 3aHATHAX ¢ OOYUAIONMIUMUCS ¢ HAPYIIEHUSIMH CJIyXa MPEIyCMOTPEHO UCIIOIb30BaHHE 3BYKO-
YCUJIMBAIOILEH anmapaTypbl, MyJIbTUMEAUUHBIX CPEJICTB U APYTUX TEXHUUYECKUX CPEACTB Mpuema/mepesa-
4yi y4yeOHOM nHpOPMALIUU B TOCTYIHBIX (hopMax, MOOMIIBHOM CUCTEMBI MTPETIoiaBaHus il 00YJatOLTHXCsI
C MHBAJIMTHOCTBIO, TOPTATUBHON MHIYKIIMOHHOW CHCTEMBI. Y4eOHas aymuTOpUs, B KOTOPOUH 3aHUMAIOTCS
oOyyarolyecs: ¢ HapylIEeHHEM CllyXa, 00OpYy/lI0BaHA KOMITBIOTEPHOM TEXHMKOM, ayAMOTEXHUKOH, BUICO-
TEXHUKOMU, AJIEKTPOHHOM JOCKOH, MYJIbTUMEIUIHON CUCTEMOM.

[Tpu 3aHATUAX C OOYUAIOUTUMUCS ¢ HAPYIIEHUSIMU 3PEHUSIMH TIPETYCMOTPEHO UCIIOJIb30BaHUE B
JICKIMOHHBIX U YU€OHBIX ayJUTOPUAX BO3MOXKHOCTH MPOCMOTPa yAaJIEHHBIX 00BEKTOB (Hampumep, TeKCTa
Ha JIOCKE WM CJaif/la Ha 9KpaHe) MPU TOMOIIY BUACOYBETUIHUTENCH 151 KOM(GOPTHOTO IPOCMOTPA.

[Tpu 3aHATHAX C 0OYy4YaIOIIUMUCS ¢ HAPYLIEHUSIMH ONOPHO-ABUIaTeIbHOIO aNnapara HCIOJb-
3YIOTCSl aIbTEPHATUBHBIC YCTPOICTBA BBOJA MH(OPMAIIUY U IPYTHe TEXHHUECKHE CPEICTBA IIpUeMa/Tiepe-
Jnaud yaeOHOM MHGOpMaIUKA B JOCTYIHBIX (popmMax, MOOMIIBHONW CUCTEMbI OOYYCHUS JJIs JIFO/ICH C MHBA-
JUAHOCTBIO.

14. OIIeHO‘lHLIe MaTepuajJabl  METOAUYECCKUE PEKOMEHIAUHU MO OPraHu3alluv U3y4CHUA
AUCHHUITINHBbI

14.1. Couepmalme OLICHOYHBIX MATCPHAJIOB U METOANIECCKUEC PEKOMECHAAIIUH
I[J'ISI OLCHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I N YpPOBHsA OCBOCHHA 3aKPCIIJICHHBIX 3a HHCHHHHHHOﬁ
KOMITCTCHITUM HCIIOJIB3YIOTCA OLCHOYHBIC MaTCpHUaJibl B COCTABE!

14.1.1. TecToBble 3aganus
1. Jlate onpenenenne JOKyMEHTHPOBAHUIO:
a) JlokyMeHTHpOBaHUE — ATO MPOIIECC CO3MaHMs U 0OPMIICHUS TOKYMEHTOB;
b) JlokymeHTHpOBaHHE — 3aTUCh MH(POPMALIUK HA HOCUTEJNE 110 YCTAaHOBJIEHHBIM MTPaBUIIaM;
¢) JlokymeHnTupoBanue — obecredeHre CBOEBPEMEHHOTO U MPABUIBHOTO CO3AaHUS JTOKYMEHTOB;
d) JloxymeHTHpOBaHUE — 3aMMCh UH(DOPMAITUU HAa PA3TMYHBIX HOCUTEIISX 110 YCTAaHOBJICHHBIM MPaBUJIAM.

2. Jlate onpeneneHre TOKyMEHTY:

a) JlokyMeHT — 3T0 3a(MKCUpPOBAHHAS HA MaTepUAIbHOM HOCHTENE MH(POPMAIHS C PEKBU3UTAMH,
TIO3BOJISTFOIIIUMH €€ HIICHTH()UITUPOBATH;

b) ZlokyMeHT — 3T0 3a(h)UKCHpOBaHHAs HA HOCUTENEe UHPOPMAIUS C PEKBU3UTAMHU, TTO3BOJISIOLIMMHU
ee UIeHTU(UIUPOBATH;

¢) JIokyMeHT — 3T0 MaTepualIbHBIA HOCUTENb ¢ UH(OpMaLMeH, TTO3BOJIIONINNA ee HACHTUDHUIHPO-
BaTh;

d) oxymeHT — 310 cioco0 ¢pukcanuy HHPOPMAIIH.

3. Uto Takoe opUIIMATbHBIN JOKYMEHT?

a) OdunmanbHbIi JOKYMEHT — JOKYMEHT, CO3JITaHHBIM OpTraHu3aliel, JOMKHOCTHBIM JIUIIOM WIIH
rpaXkJJaHUHOM, O(POPMJICHHBIN B YCTAaHOBJICHHOM HOPSIJIKE;

b) OdunnanbHbIl JOKYMEHT — IOKYMEHT, IpeHa3HAUEHHBIN Ui Nepejadyd ApYyroMy JHIY IO0pH-
JMYECKUMU WU (PU3MYECKUMU JTUIIAMU B YCTAHOBJIEHHOM TOPSIIIKE;

¢) OdunuanbHbI JOKYMEHT — JOKYMEHT, CO3/IaHHBIH, 0()OpPMIICHHBIN U YIOCTOBEPEHHbIN B yCTa-
HOBJICHHOM IOPSAKE JJI1 MHOI'OKPAaTHOTO UCIIOIb30BaHUs.

d) Her nmpaBunsHOTO OTBETA

4. YT0 TaKoe AIEKTPOHHBIN TOKYMEHT?

a) DJIEKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HH(OpMAIMs KOTOPOro MpeHa3HaueHa s nepeaa-
Yy APyTroMy JULY;

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

¢) DIEKTPOHHBIM JOKYMEHT — 3TO JOKYMEHT, MH(opMalHs KOTOPOro MpeACTaBlIeHa B AIEKTPOH-
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HOH (opme;

d) DHeKTpOHHBIH TOKYMEHT — 3TO OQUIHMAIBHBIA JOKYMEHT, NPEICTABICHHBIN B 3JIEKTPOHHOM
Q)opMe ocJjc €ro noArnrucCaHnus AOJLDKHOCTHBIM JIMIIOM B MOPAAKC, YCTAHOBJICHHBIM 3dKOHOHOATCJILCTBOM
PO.

5. Yro npencrasiusier coboit opopmieHue JOKyMeHTa?

a) OdopmiieHne TOKyMEHTa — 3TO MMPOCTABIICHUE HA JOKYMEHTE HEOOXOAUMBIX PEKBU3HUTOB;

b) OdopmieHnne JOKyMEHTa — 3TO COTIIACOBAaHMUE TOKYMEHTA, MONMCAaHNEe JOKYMEHTA,

¢) OdopmieHue TOKyMEHTa — 3TO MPOCTABICHHE PEKBU3HUTOB IS OPTaHU3AIMH OTEPATHBHOTO
MIOWCKA JIOKyMEHTOB;

d) Het nmpaBunpHOTO OTBETA.

6. Uto npencrapisieT coboil cuctemMa JOKyMEHTaIuu?

a) [Tox cucremoil TOKyMEHTAIUK TOHUMAETCS. COBOKYITHOCTh JOKYMEHTOB, IPETHA3HAYECHHBIX /IS
o0ecrieyeHUs] U PEryaHpOBaHUs ACATEIbHOCTH OPraHOB BIACTH, YUPEXKACHUHN, MPENNPUATHI U OpraHu3a-
LM

b) Cuctema JOKyMEHTAIMH MPEACTABISAET OO0 COBOKYITHOCTh TOKYMEHTOB, B3aMMOCBSI3aHHBIX
10 TpU3HAKaM IPOUCXOXKICHUS, Ha3HA4YCHUs, BUAA, chepbl NEATENbHOCTH, €AWHBIX TPEOOBaHMH K HMX
odopmiieHuIo;

¢) Cucrema IOKyMEHTAIMHN MIPEACTABISET cOO0M KOMIUICKC B3aMMOCBSI3aHHBIX IOKYMEHTOB, B KO-
TOPBIX MOCIIEIOBATEIBHO OTPAXKACTCS IEATEIBHOCTh OTPACIIM TOCYIapPCTBEHHOTO yIIPaBIICHUS;

d) Cucrema HOKyMEHTAIlMU MPEJICTABIAET COO0M COBOKYMHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX
10 TIPU3HAKaM Ha3Ha4YeHus!, chepsl AeATEIbHOCTH U €UHBIX TPEOOBaHHH K UX 0(OPMIICHHIO.

7. KakoBBbI 3TaIbl MOArOTOBKH PACTIOPSAIUTEIBHOTO JOKYMEHTA?

a) JTO corlacoBaHME JOKYMEHTA, TTOIIMHCAHUE TOKYMEHTA,

b) D10 U3yUyeHHE yNpaBIEHUYECKOrO BOMPOCA, MOArOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TIOKYMEH-
Ta, COTJIACOBAaHME JTOKYMEHTA, MOANMCAHNE TOKYMEHTA;

¢) DTO M3y4eHHUE YNpPaBJIEHYECKOTO BOMPOCA U MOATOTOBKA MPOEKTa PAaCTOPSIUTEIHHOTO JOKY-
MEHTA;

d) Dro m3ydyeHue ympaBIEHYECKOro BONpoca, CQepsl AEATENBHOCTH, €IWHBIX TPeOOBaHHMA K
o(opMIICHHIO ¥ TTOATOTOBKA MTPOEKTA PACTIOPAAUTEIFHOTO JOKYMEHTA.

8. Kak BeneTcst Hymepanusi IpruKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

a) Ilo mopsaKy ¢ MOMEHTa CO3/1aHUsl OpraHU3allui, HO OTAEIbHO OT MPUKA30B 10 JIUYHOMY COCTa-
BY;

b) B npenenax mecsina, HO OTAEIBHO OT MPHUKA30B O JIMYHOMY COCTaBY;

¢) [loapsin B mpenenax GUHAHCOBOTO TOa, COBMECTHO C MPUKA3aMH I10 JIMYHOMY COCTaBY;

d) Ioapsin B npeaenax (GUHAHCOBOTO ro/ia, HO OTJEIBHO OT MPUKA30B 110 JINYHOMY COCTAaBY.

9. Kak ocymiecTBisieTcs cornacoBaHue JOKyMeHTa?

a) CornmacoBanue OCYIIECTBISIETCS TyTEM BU3UPOBAHUS MM MPOCTABICHUS Tpr(a COrIacoBaHHS;

b) IIpoBonuTcs OLeHKa MPOEKTa O(QUIIMATBEHOTO JOKYMEHTA 3aWHTEPECOBAHHBIMU OpTraHU3aIU -
MH, JTOJDKHOCTHBIMH JIMIIAMH, CIICIIHAIACTAMU;

¢) [ToaHOCTBIO TOATOTOBICHHBIE TPOEKTHI TOKYMEHTOB MPEICTABISAIOTCS Ha COTJIACOBAHHE JIOJIK-
HOCTHBIMH JINI[AMH, CHIEIHAINCTAMH;

d) JIokyMeHTBI BCTYNAlOT B CHJIy C MOMEHTA MX COTJIACOBAHMS M JOBEICHHUS 10 CBEICHUS MCIOJ-
HUTEIS.

10 . Y3 kakux ABYX YacTell COCTOMT TEKCT PACTIOPSIUTEIBHBIX JTOKYMEHTOB, HEOOXOMUMBIX ISt
CO3/1aHHUsI HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYp?

a) BBogHOM 1 KOHCTaTUPYIONICH;

b) BBoaHOI 1 OCHOBHOIA;

¢) OCHOBHOM ¥ pacropsIAUTEILHOM;
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d) Koncrarupyromieit 1 pacnopsAuTeIbHOM.

11. YcraB opranuzanuu OTHOCUTCS K:

a) pacHopsSAUTEIbHON JOKYMEHTAIIHH;
b) TOKyMEHTAINH 110 JIMYHOMY COCTaBY;
C) KaJpOBOH JOKYMEHTAIIHH;

d) opraHu3anMOHHON TOKyMEHTAIlUN

12. Ha kakoM TOKyMEHTE HE yKa3bIBAacTCsl HA3BAaHUE BU/IA JOKYMEHTA?

a) Ha Onanke npuka3a He yKka3bIBaeTCs Ha3BaHHE BUJA JOKYMEHTA,;

b) Ha Gnanke npoTokoia He yKa3bIBaeTCsl Ha3BaHUE BU/IA JOKYMEHTA,

¢) Ha 6nanke oduimaasHOTO MUChMa HE YKa3bIBAETCs Ha3BaHUE BUJIA JOKYMEHTA,
d) Ha Gnanke pemieHus He yKa3bIBaeTCsl HA3BaHUE BUJIA JTOKYMEHTA.

13. Ha GnaHkax TOKyMEHTOB MPEANPUHUMATEIBCKUAX CTPYKTYP MPOCTABISETCS:
a) ['ocymapcrennsiii repo P®, I'ep6 cyobekTa PO;

b); sMOIeMa opraHu3anuu;

¢) sM0semMa opraHu3alliy Wi TOBAPHBIN 3HAK;

d) ToBapHbIii 3HAK.

14. K opraHu3aiiOHHBIM JOKYMEHTaM, HEOOXOIUMBIX JUIsl CO3JaHMS HOBBIX HpPEANPHUHUMATENb-
CKHX CTPYKTYP OTHOCHT:

a) MOJIOXKEHUE, YCTaB, IPUKa3, CTPYKTypHas U IUTaTHAs YUCIEHHOCTb, NHCTPYKLUS, JOIOBOP;

b) nonoxeHue, ycras, akT, CTPyKTypHasi M IITaTHAs YUCIECHHOCTh, UHCTPYKLUS, IOTOBOP;

C) MOJIOXKEHUE, YCTaB, IIPUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAsl YUCIEHHOCTb, UHCTPYKLIUS, J10-
TOBOD;

d) monoxxeHue, ycTaB, CTpyKTYpHasi ¥ IITaTHAs YUCIEHHOCTh, UHCTPYKIIHS, JOTOBOP.

15. I[BI/DKCHI/IC AOKYMCHTOB B OpTraHHU3alli ¢ MOMCHTA UX CO3JaHUA WUJIU MOJIYYCHHA 40 3aBCPIIC-
HUSI HCTIOJIb30BAHUS FITH OTIIPABKU HA3bIBACTCS:

a) JlokyMeHTO060pOTOM;

b) [loTokOM JOKYMEHTOB;

¢) O6paboTKOI TOKYMEHTOB;

d) Perucrpamueii jokymMeHra.

16. Peructpanuu nomjiexxar JOKYMEHTHI:
a) Bxopsmue;

b) Ucxonsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYMEHTOB.

17. Yto Takoe HOMEHKJaTypa Jaei?

a) Homenknarypa gen — 3To Bce JOKYMEHTHI Ha MIPEANIPHUSITHH;

b) Homenknartypa nen — 370 cucTeMaTu3MpOBaHHBIN MepeYeHb 3aBOAMMBIX B OpraHU3aIlluH JIed C
YKa3aHHUEM CPOKOB UX XpaHEHHsI, 0)OPMIICHHBIN B YCTAaHOBICHHOM MOPSIIKE;

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

d) Her npaBunbHOTO OTBETA

18. B opraHu3aiiiOHHBIX U PACTIOPSIIUTEIBHBIX TOKYMEHTAX, HEOOXOIUMBIX, JIJISl CO3/IaHUS HOBBIX
NpeINPUHAMATEIBCKUX CTPYKTYP, OQOpPMIISIEeMBIX Ha ABYX M OoOjiee JIMCTax HOMepa CTPaHUIl MPOCTaB-
JISIFOTCHL. ..

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

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

¢) Co BTOPOIi CTpaHUIIBI TOCEPEINHE HUYKHETO TOJIS JTUCTa apabCcKuMu 1udpamu;
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d) ITocnenoBaTenbHO Ha KaX/10i CTPAHUIIE B IPABOM HUKHEM YIITy apaOCKUMHU IUPpamMHu.

19. B cooTBeTCTBHH C 3aKOHOAATCIILCTBOM, CKOJIBKO Pa3 B Iroa MOXXHO BHOCUTb U3BMCHCHUS B IITAT-
HOE pacnucanue ?

a) OJIMH;

b) orpaHrYeHUs HE YCTAHOBJICHBI,

) He OoJiee MIECTH pas;

d)u3MeHsATh ero B TCYCHHE T0/1a HETb34.

20. Ilpukasbl, MPOTOKOJIBI, PACTIOPSKEHUS, PEIICHUS, OTHOCATCS K:
a) OpraHM3alMOHHBIM JOKYMEHTAM MPEANIPUATHS;

b) pacriopsiANTEIbHBIM JOKYMEHTAM TPEIITPUSITHUS;

C) IOKyMEHTaM 110 JJUYHOMY COCTaBY MPEANPUATHS;

d) nadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHS.

14.1.2. TeMmbl KOHTPOJILHBIX PpadoT

1. ABTOMaTH3anus AETONPOU3BOJICTBA: OCHOBHBIEC IPEUMYIIIECTBA U HEPELICHHbIE TPOOIEMBI.

2. @aKkTOpHhl, TOPMO3SIIKE BHEAPEHUE 3IEKTPOHHOTO JOKYMEHTOO00pOTA.

3. O630p oteuectBeHHbIXx COJl M ux QyHKUMOHaANbHBIE Xapakrepuctuku (Motus, NauDoc,
OPTiMA-Workflow)

4. O630p orteuectBeHHbIX COJl u ux QyHKIMOHaNbHBIE Xapakrepuctuku (I'pan-Zok, [emno, 30-
nyuka, EBOPAT]loxkymeHTO060pOT)

5. Knaccudukanus aBTOMaTU3UPOBAHHBIX CUCTEM JIEIONPOU3BOCTBA.

6. Ponp cienmanucra-n1oKkymMeHTOBea B BeiOope U BHeApenun COJ,

7. InTepHeT-ipueMHast: OIbIT BHEAPEHUS] CUCTEMBI 00pabOTKH 00palieHuii rpax/iaH, IOCTyIak-
HIMX Yepe3 OPUINaIbHbII CalT.

8. DdeKTUBHOCTD yIpaBlieHHs] W NMPUMEHEHHUE CUCTEM aBTOMAaTH3allUM JEJIONpPOM3BOJCTBA U
AIIEKTPOHHOT'O IOKYMEHTO000pOTA.

9. DneKTpOHHBIN TOKYMEHTOOOOPOT B OpraHax rocy/1apCTBEHHOH BIIACTH.

10. OnbIT aBTOMaTU3alMKU (PYHKUUN MOJTOTOBKH, COTJIACOBAHMSI, PETUCTPALlMM U PACCBHLIKUA HOp-
MaTUBHBIX IPABOBBIX AKTOB MCIOJIHUTENIBHBIX OPTaHOB TOCYIAPCTBEHHOM BIacTH cyObeKkToB Poccuiickoit
®denepaliiv 1 OpraHOB MECTHOTO CaMOYIIPABIICHUSI.

11. MexBe1oOMCTBEHHBIH 3JEKTPOHHBINA JOKYMEHTOOOOPOT NpHY MPEACTABICHUN TOCYIapCTBEHHBIX
Y MYHULUTNAIbHBIX YCIYT B 3JIEKTPOHHOM BUJE.

12 AHanu3 npeuMyILecTB 3JIEKTPOHHOTO JOKYMEHT0000poTa nepesi OyMaKHbIMU

13 IIpoGaembl BHEIPEHUS CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTa.

14 OcoOeHHOCTH XpaHEHHsI ANEKTPOHHBIX JJOKYMEHTOB, JICKTPOHHBIN apXUB JIOKYMEHTOB.

15 Cuctembl 3JIEKTPOHHOT0 IOKYyMEHTO000poTa B PD: cocTosiHNe U epCIeKTUBbI

16 Cucremsbl ympasieHHs OpraHM3allMOHHBIMU (OHM3Hec) mpoueccamu B P®D: cocTosiHMe U mep-
CIIEKTHUBBI.

17. Cuctembl MOJEINPOBAHUS OPraHU3aLMOHHBIX IIPOLECCOB: IIPUMEPBI IPUMEHEHUS.

18. Uudopmaruzamust opranoB ITMY PO.

19. nTepHeT npeacTaBUTENbCTBA OPraHoB (eiepaabHOM BIACTH U CyObeKTOB PD

20. Cuctembl HHTEIJIEKTYaIbHOIO aHAJIN3a JaHHBIX

21. l'eoundopmanmonnsie cuctemsl. [lepcnektuBel B PO.

22. DpdexTuBHBIA OyMaKHBIN JOKYMEHTOOOOPOT: YIpaBlIeHUE JOKYMEHTaMH, KOMIAKTHOE Xpa-
HEHHME U COYETaHHE C CUCTEMaMH AJIEKTPOHHOTO JT0KyMeHTooOopoTa no texHonorun "WALLER System-
Registraturen"

23. O6ecnieyeHue 3IEKTPOHHOTO JOKYyMEHTO000pOTa MEX /Ay OpraHaMy IOCyIapCTBEHHOM BIacTu

24 "EnuHoe OKHO" 7151 JOKYyMEHTO000POTa C TOCYIapCTBEHHBIMHU OPTaHAMH

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

26. Opranu3zanusi JIeKTPOHHOTO apXUBa JOKYMEHTOB U yIpPaBIeHHE HOPMAaTUBHO-CIIPABOYHOMN MH-
dopmanueil B cuctemMax JOKyMEHT0000poTa

27. Odwucnpie ycTpoiicTBa Mo 00padoTKe KOH(GUIEHIIMATLHON HH(POPMAIUUA: HOBBIE BO3MOXKHO-

"

CTH
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28. IIpobnembl peanu3anuy IPOEeKTOB BHEAPEHHSI CHCTEM 3JIEKTPOHHOTO TOKYMEHTO000pOTa.

29. [IpoGnembl co3MaHUsT CHCTEM 3alUIIEHHOTO JOKYMEHTO000poTa

30 Ponp ayreHTH(HMKAIMKW B OpPraHU3AlMM 3aIIUTHI JOKYMEHTOOOOpOTa IpH HCIIOIB30BAHUU
OTKPBITBHIX CETEH CBSA3U

31. FOpuaudeckue mpobdaeMbl AIEKTPOHHOTO JOKYMEHTO000pOTa

14.1.3. TemsbI gOoKI210B

TeMbl 17151 KOHTPOJISI CAMOCTOSTEIHHOIO U3yYEHHUSI TEM TEOPETUUECKON YacTu Kypca

1. McTopust pa3BUTHS FOCYJApCTBEHHOW CUCTEMBI JEJIONPOU3BOICTBA

2. [IpakThka opranuzanuu AeJ0NpPOU3BOJICTBA B rocyiapcTBax JpeBHero mupa

3. CnocoOsbl puxcupoBaHus U neperadyd MHGopMaluy B rocyrapcTax JpeBHero mupa

4. Ucropus pa3BUTHUS rOCYIapCTBEHHOM CHUCTEMBI JIe10Npon3BocTBa B Poccuu.

5. PexBu3uTHI CTONO1I0BOM (hOPMBI J1€IONPOU3BOICTBA, POLIEAIINE YepPe3 BeKa U OCTaBIINECS B

JIOKyMEHTaX HaIllUX JHEH.

6. Posib JOKyMeHTa B KHU3HH YelloBeKa U O0ILecTBa.

7. MeTopl uccleIOBaHus JOKYMEHTOBEAUYECKUX TIPOOIIEM.

8. HayuHo-ncTOpruecKkas ¥ pakTu4ecKas IeHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cpepe IpaBa U yIpaBICHHUS.

10. BnusiHue Hay4HO-TEXHUYECKOH PEBOJIIOLIMY Ha Pa3BUTHE JOKYMEHTA.

11. Pa3zButre Gpopmymspa 10KyMEHTA.

12. 3akoHO#ATENBHBIE aKThI, HOpMaTUBHbIE MaTepuanbl X VI — Havana XX B.

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

14. Yauduxauus u cTaHAapTU3aLUs YIPABICHYECKUX JOKYMEHTOB.

15. FOpuaunueckast cuina JOKyMEHTA: MOJUIMHHUKY (OPUTHHAJIBI) IOKYMEHTOB, KOIIUU JIOKYMEHTOB
U UX BUJBI

16. IlonsiTue 0 JOKYMEHTOOOOPOTE MPEAIPUATHS

17. Opranusanus padoThl ¢ BXOAAIUMH JOKYMEHTaMH

18. Opranusanus paboThl ¢ UCXOISIIUMU JOKYMEHTAMU

19. OcoGeHHOCTH OpraHu3aluyu paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMU

20. oxyMeHTO000pOT B MH(DOPMAITMOHHOM 00€CTICUEHUHN YIPABJICHUS M €T0 COCTABHBIC YaCTH.

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

22. O030p OCHOBHBIX CHUCTEM IEKTPOHHOI'0 JOKYMEHTOOOOpOTA. Mpe/cTaBIeHHbIX B Poccuu u 3a
pyOexKoM.

24. AHanu3 BHEAPEHUsSI CUCTEM DJIEKTPOHHOTO JIEJIONPOU3BOICTBA U JIOKYyMEHTO000pOoTa

14.1.4. Tembl 0IPOCOB HA 3aHATHAX

[ToHsTHE, LIENN ¥ 3a]1a4¥ U3y49aeMOW JUCIUILTNHBL. Pa3BUTHE U CTaHOBIICHHE JETIONPOU3BOJICTBA B
Poccun. Opranuzanus 1e10npon3BOJCTBA HA MPEANPUATUSAX. 3HAYCHUE U MECTO JOKYMEHTOB B CUCTEME
yIpaBJICHUS

['ocynapcTBeHHOE perympoBaHue, HOPMAaTUBHO-TIPABOBAs M METOMYECKasi OCHOBA JJOKYMEHTAIH-
OHHOTO oOecriedeHus1 ynpapieHus. CyIIHOCTh, HANPABICHHUS U BHIBI TOCYIAPCTBEHHOTO PETYINPOBAHHUS
JOKYMEHTAI[MOHHOTO OOECIICYeHHUsI YNpaBJICHUS, Ha3HaYeHHUE, OCOOEHHOCTH M COOTHOIICHHE HOpMa-
TUBHO-TIPAaBOBOTO M METOANYECKOro peryianpoBanus. COCTaB ¥ CTPYKTYpa HOPMATUBHOM, IIPABOBOM U Me-
TOJMYECKON OCHOBBI IOKYMEHTAITMOHHOTO 00ECTIeUeHHs YIPaBICHUS, HAIIMOHAIBHBIX M JIOKAJIBHBIX HOP-
MaTUBHO-METOIMYECKHX JIOKYMEHTOB. YHU(DUKAIHS U CTaHIAPTH3AIINS.

TpeboBanus k OimankaMm TOKyMeHTOB. [lopsimok pa3zpaboTku 6mankoB. O0mue TpeOoBaHUS K JJOKY-
MEHTaM, W3TOTOBJISIEMBIM C TOMOIIBI0 TEXHUYECKHX cpenacTB. OcoOeHHOCTH O(OpMIICHUS OTHCIHHBIX
PEKBH3HTOB.

[TpaBuina opopmieHHsT JOKYMEHTOB, COCTaB M Ha3HAUYCHHE PEKBH3UTOB. PONb M BUIBI yIpaBJcH-
YECKHX JIOKyMEHTOB.

CocTaB M Ha3HAYCHUE OT/CIBHBIX BUJIOB OPraHU3AIIMOHHO-TIPABOBBIX, PACTIOPSIUTECIBHBIX U HH-
(opMaLMOHHO-CIIPABOYHBIX JJOKYMEHTOB. JlOKyMEHTaNbHBIH (POHA U TEepeYeHb JOKYMEHTOB, 00pasyro-
HIUXCS B TIPOIIECCE ACSITEIBHOCTH MPEIIPUSITHS.

CocTas, pacronoXeHue 1 mpaBuia 0opMICHHs] PEKBU3UTOB OTICIbHBIX BUJIOB OPraHU3allMOHHO-
NPaBOBBIX, PACHOPSAUTEILHBIX U HH()OPMAIIMOHHO-CIIPABOYHBIX TOKYMEeHTOB. OcoOeHHOCTH odopmite-
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HUS OTACIBHBIX BUIOB TOKYMEHTOB, 00Pa3yIOIIUXCS B MPOIIECCE AEATEILHOCTH MPEATIPUSITHSI.

[TonsiTue «10KyMEHTOO0OpPOT» U €ro pazBuTHe. OCHOBHBIE IIPABHJIA OPTaHU3AINH TOKYMEHTO000-
pota B opranm3anuu . Cxema JBIKEHHUS U TEXHOJIOTHS 00paboTKH JOKyMeHTOB. [ToHsATHE JOKYMEHTOMO-
TOKa, €ro CTPYKTypa, MMOKa3aTelld OLEHKU JOKYMEHTONOTOKa. JKM3HEeHHBIH UK ToKyMeHTa. KoHTpoib
WCIIOJIHEHHSI IOKYMEHTOB.

Homenknatypa aen. [lopsnok cocTaBieHUs W YTBEP)KIEHUS HOMEHKIATYPHI /€. YCTaHOBJICHUE
cpokoB xpaHeHus aen. @opmupoBanue u opopmiieHue aen. Opranusanus OMepaTUBHOTO XPAHEHHS JCIl.
DkcnepTu3a IEeHHOCTH N0KyMeHTOB. Odopmiienue nen. [lopsiiok nepenayn TOKyMEHTOB Ha XpaHEHUE B
apXuB.

OcHoBHbIE 337]a4ll OpraHU3alUHU JIEKTPOHHOTO JOKYMEHTO000poTa. CHCTEMBI JIEKTPOHHOTO JI0-
kymeHTtoo0opotra COJI. Dramer pa3Butus, kinaccel, HazHadyeHne COJl. OCHOBHbBIE CBOWCTBA CHCTEM DIICK-
TpOHHOTO JoKyMeHTooOopoTa. OcHoBHBIE TUIBI COJl. OcobenHocT opranuzamnuu CIJ. Cucremsl 3mek-
TPOHHOTO IOKyMEHTO000pOTa, MpeAcTaBleHHbIe B Poccum.

14.1.5. Bonipocs! /151 NOATOTOBKH K MPAKTHYECKUM 3aHATHAM, CEMHHAPaM

TpeboBanus k 61aHkam JokyMeHTOB. [loAroToBKa K cOCTaBIEHUIO JOKYMEHTOB. CXeMbl pacioo-
*eHus: JokyMeHToB. CocTaBieHne GpopMyssipoB 1okyMeHTOB. OOmuii 61aHk. biaHk KOHKpeTHOro BHUIa
JIOKyMeHTa. biank nuceMma.

O6ume TpeboBaHus K oopmiieHHIO TekcTa oTyeTa. OdopmiieHHe TUTYABHOTO JIMCTA, PUCYHKOB,
TAOJIHII, CIIUCKA UCTIOJIb3YEMbIX HCTOYHHKOB

[TpaBuna cocraBneHus U 0pOPMIICHHSI OPraHU3ALOHHO-PACHIOPSIIUTENBHBIX JOKYMEHTOB (yCTaB,
MOJIOKEHHE, ITaTHOE PACIMCaHUe, MHCTPYKIIHS, IPUKa3, pacoOpsDKEHHE, PEelIeHNE, IIPOTOKON, TOCTAHOB -
JICHUE)

[lpaBuna coctaBneHust U oGopMieHUS WHPOPMAMOHHO-CIPABOYHBIX JIOKYMEHTOB (ZI€IOBOE
HUCHbMO, TOKJIAIHAs U CIyKeOHasl 3allUCKH, aKT, CIIpaBKa, u JIp. )

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

[Tomxoapl K CO3MaHUIO CHUCTEM AJIEKTPOHHOTO JIOKYMEHTOOOOpoTa. TpeboBaHus K cucTeMaMm. JTa-
bl BBIOOpA CHCTEMBbl aBTOMATHU3aLMU. JTalbl BHEAPEHHsI CUCTEMBl aBTOMaTU3auuu. CUCTEMbl aBTOMATH -
3alliu JOKYMEHTONOTOKAa. CUCTEMBI 3JIEKTPOHHOTO TOKYyMEHT0000poTa. OCHOBHBIE TEXHOJIOIMH PabOTHI €
JNokyMeHTaMu. OCHOBHBIE CBOWCTBA CUCTEMBI 3JIEKTPOHHOTO 1I0KyMeHTooO0opoTa. OcHoBHbIE TUMBI CO/I.

14.1.6. Bonipocs! 115 3a4éTa ¢ OLEeHKOM
. JIOKyMEHT 1 €ro MECTO B CHCTEME YIIPaBJICHUS

—

[\

. HOpMaTI/IBHO-MeTOI[I/ILIGCKI/IC AKTBI, PCTIIAMCHTHUPYIOIIUE CO3AaHNEC U O(l)OpMJ'IeHI/Ie JOKYMCHTOB.

(98]

. I[OKYMGHTOBeﬂeHI/Ie KaK HaydHasd JUCIHUILINHA: O6’beKT, mpeaAMET, OCHOBHBIC MCTO/IbI.

N

. [lonsTue «uHpOpMaLHs» U €T0 pa3BUTHE.

5. IloHATHE «JIOKYyMEHT» U €ro pa3BUTHE.

6. O0mMe u yacTHbIe GYHKIIUU JOKYMEHTA.

7. CriocoObl TOKyMEHTUPOBAHUS U UX Pa3BUTHE.

8. IlonsTue city:xe0HOro JOKYMEHTUPOBAHUS U TPEOOBAHUS K JIOKYMEHTaM.

9. Ilopsinok perynmpoBaHusi, COITIACOBaHUS U MOANMUCAHUS YIPABICHUECKUX JOKYMEHTOB.
10. CymHocTh yHU(DUKAIMY U CTaHAAPTU3ALUHU YIIPABICHYECKUX IOKYMEHTOB.

11. TIpaBuiia oopmiieHUs CITYKEOHBIX JOKYMEHTOB.

12. PexkBU3UTHI U UX MIPEIHA3ZHAUYCHHUE.
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13.

O61ue TpeboBaHMs K TOKYMEHTUPOBAHUIO YIIPABICHUECKOM e TEIbHOCTH.

14. CocTas, copepaHue U OCOOEHHOCTH pean3aiuy TpeOOBaHUN K PACIOIOKEHUIO U odopmiie-
HUIO PCKBU3HUTOB JOKYMCHTOB.

15.

CrpykTypu3anus TEKCTOB YIPABIEHYECKUX JOKYMEHTOB.

16. Bunsl yHu(pHUIMPOBAHHBIX TEKCTOB, 0OCOOCHHOCTH O0(OpMIICHHS TpadapeTHOro TeKCTa, AaHKETHI
U TaOJIULIBL.

17.

18.
KYMEHTOB.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

TpeboBaHus K COAEPIKAHUIO, CTPYKTYPE U CTHIIIO U3JIOKEHUS YIIPABICHYECKUX IOKYMEHTOB.

OpraHu3annoOHHO-pacopsAuTeNbHas oKyMeHTanusa. OCHOBHBIC BHBI YIPABICHUECKUX JO-

HNudopMarimoHHo-cripaBoyHas ToKyMeHTanus. OCHOBHBIE BUJIbI
[TpaBuiia U CTUIL HAMMCAHUS JIEJIOBOTO MTUCHMA.

Bunsl nemoBoro nuceMa.

Oco0eHHOCTH TIEPETHCKH ¢ MHOCTPAHHBIMH MTAPTHEPAMH.

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

KoHTpomb HCTONHEeHNS JOKYMEHTOB.

Homenknarypa nen u ux popMupoBaHHE.

Odopmienue aern.

XpaHeHue JeN 1 TOPSAO0K CJIaud UX B apXUB.

Pabora ¢ mokymMeHTaMHu, COepKAIMMMHA KOMMEPUECKYIO TalHYy.

[TonsiTHE “ANIEKTPOHHBIN TOKYMEHT” B MH(OPMAIIMOHHON CHCTEME OpraHU3aLlH.

TepMuHONOTHS, UCTIONB3yeMasi B CUCTEMAaX 3JIEKTPOHHOTO JIOKyMEHTOO00POTA.
3amaun CUCTEM BIIEKTPOHHOTO JOKYMEHTO000pOTa.

VYrpasiieHue 3J€KTPOHHBIMHA JOKYMEHTaMHU.

Knaccugukamus cuctem 3J1eKTpPOHHOTO JOKYMEHT0000pOoTa.

[Toaxomap! K CO3aHUIO CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO00POTA.

Oransl BBIOOpa U BHEIPEHUSI CUCTEMbl aBTOMATH3AlIHH.

[Tpo6eMbI TPaBOTo PeryaupoOBaHus IEKTPOHHOTO TOKYMEHTOO00POTA.
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38. Dranbl pa3BUTHS JOKYyMEHTOOOOPOTA.

39. IloHATHS, TPUHLIUIIBEI 1 OCOOEHHOCTH MOCTPOCHUS ABTOMATU3MPOBAHHBIX CHCTEM KOHTPOIIS
ucrnosHeHus 1okymeHToB (ACKU /).

40. CucTtemsbl 3JIEKTPOHHOTO JOKyMeHTooOopoTa. O0mue nonoxenus. Haznauenus CO/I.
41. OCHOBHBIE CBOMCTBA CUCTEM DJICKTPOHHOTO JIOKYMEHTOO0OpOTA.
42. OCHOBHBIE TEXHOJIOTUHU PabOTHI ¢ JokyMeHTamMu B CO/I.

43. O0mas kimaccu(uKaIus CUCTEM JIEKTPOHHOTO JOKYMEHTO000poTa

14.2. TpeOoBaHuS K OLIEHOYHBIM MaTePHAJIAM VISl JIUI] ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMMU
310POBbS1 1 HHBAJIH/I0B
Jis aui ¢ orpaHMYEHHBIMUA BO3MOKHOCTSIMU 3/I0POBBSI M MHBAIUIOB MPEIyCMOTPEHBI TOTOTHH -
TEJIbHBIC OLIEHOYHbIE MaTepUalIbl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuua 14 — JlononHUTENbHBIE MaTepHalibl OLIGHUBAHUS ISl JIMI C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMU
310POBbsI 1 HHBAJIUIOB

Kareropun Bubl 1ONOMHUTETBHBIX OLEHOYHBIX @DopMBbI KOHTPOJISI U OLIEHKU
00y4JaroLXCsl MaTepHasoB pe3ynbTaToB 00y4eHUs

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

[IpenMy11ieCTBEHHO MMCHMEHHAs
IIPOBEPKa

C napyueHusMu
ciyxa

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

3peHus OTIPOC IO TEPMUHAM (MHIMBUAYATIBHO)
C HapyuieHus MU Pemienne AuCTaHIIMOHHBIX TECTOB,
OTIOPHO- KOHTPOIbHBIC Pa0OTHI, MUCbMEHHbIE | [IpenMylnecTBeHHO AUCTaHIIMOHHBIMU
ABUTATCIIBHOT'O CaMOCTOATCIIBHBIC pa60TI)I, BOIIPOCHI K METOaaMU
ammapata 3a4ery
C orpannuenusiMu 1o | TecTbl, MUCbMEHHBIE CAMOCTOSATEIbHBIE [IpenmyiiecTBEHHO MPOBEPKA
OO0IIEeMeTUITTHCKIM paboThI, BOTIPOCHI K 34Ty, METO/IaMH UCXOJISl U3 COCTOSHHUS
IIOKa3aHUusIM KOHTPOJIbHBIC pa6OTI)I, YCTHBIC OTBEThI o6yan0merocsl Ha MOMCHT IIPOBCPKU

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

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

- B reyaTHou (opme;

- B IeYaTHOU (popMe C YBETUUEHHBIM MPUDTOM;

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

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

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

Jluam ¢ OrpaHMYEeHHBIMH BO3MOXHOCTSIMU 3/I0pOBbsI M MHBAJIMJAM YBEIMUYUBAETCS BpeMs Ha
MOJI'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i1 TakKuxX 00y4aromuXxcs MpeIycMaTpruBaeTCsl TOCTYII -
Hast (popMa MpeoCTaBICHHs OTBETOB Ha 3a/1aHUs, @ UMEHHO:

- MMCbMEHHO Ha OyMmare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C MCIIOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- MIPEJICTABICHUE OTBETOB YCTHO.

[Tpouenypa oueHUBaHUS Pe3yJIbTATOB OOYUYEHHUS JIUI] C OIPAHUYEHHBIMU BO3MOXHOCTSIMU 3710PO-
Bbsl M MHBAJIMJOB M0 JUCLUIUIMHE MpelycMaTpUBaeT MpeocTaBieHue nHpopmanuu B popmax, aJanTH-
POBaHHBIX K OTPAHUYCHUSM X 370POBBS H BOCTIPUATHS HHPOPMALINH:
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JI1s1 M1 ¢ HApyIIeHUsIMM 3PeHust:

- B (hopMe ANIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOM (hopMe YBEITMYCHHBIM HIPUPTOM.

JI1s1 JIMI ¢ HApYIIEHUSIMHM CJIyXa:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (opme.

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

- B (hopMe AIIEKTPOHHOTO JIOKYMEHTA;

- B Ie4yaTHoOU opme.

[Tpu HEOOXOAMMOCTH ISt JIUIL C OTPAHIMYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBbsI 1 HHBAIUIOB TIPOIIE -
Jlypa OIICHUBAHUsI PE3yJIbTaTOB 00yUICHHUST MOXKET MPOBOJAUTHCS B HECKOIBKO ATAIOB.
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