MHUHHUCTEPCTBO HAYKH U BLICHIET'O OBPA3OBAHUSI POCCUMCKOM ®ENEPAIINA
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)

= TUSUR YTBEPXJIAIO
Fl"j m UNIVERSITY [TpopekTop no yuebHO# padoTte
flosysieHT NOogNMCaMH SINEKTROHHOE NO0ENPCED
Copreduear: all19608 cdf-4455-b54e-5235117c1B5c

Baaaenew Cenqeneo MNapes Bacassenn

Hencraamensd. ¢ 1/.09. 2019 no 16.09,.2024

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

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

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: Ixon, Kadeapa ryxonomukn

Kypc: 3

Cemectp: 6

VY4eOns1ii mnan zHabopa 2020 rona

PaCHpe,[[CJ'IeHI/IC pa60qero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTp Bcero Ennaunner
1 [IpakTrueckue 3aHATHA 6 6 4acoB
2 Bcero aymuTopHbIX 3aHATUN 6 6 4acoB
3 CamocTosTenpHas padboTa 134 134 4acoB
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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 (crniermanbHOCTH) 38.03.01 DroHomuka, yrBepxkaerHoro 12.11.2015 roga, paccmoTpeHa u ogo0pe-
Ha Ha 3acenaHuu Kadeapsl MEeHEHKMEHTA «_ » 20 roma, mpoTokon No
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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

JucuumuinHa «O0muii 1 anekTpoHHbIN JokymMmeHToo0opot» (b1.B.1.3./1B.3.3) otHOCUTCS K 010Ky
1 (BapuaTuBHAs YacCTh).

[TpeamecTBYIOIKUMU JUCUUIUIMHAME, (OPMUPYIOIIMMHU HaydaJlbHbIe 3HAHUSA, SABISIOTCA: OCHOBBI
MHGOPMAIIMOHHBIX TexHoJoruH, [IpakTuka Mo MoJaydeHHIO MEPBUYHBIX MPO(EeCCHOHANBHBIX YMEHUN U
HaBBIKOB, B TOM YHCJIC IEPBUYHBIX YMEHHI U HABBIKOB HAYYHO-HCCIIEA0BATEIbCKON IEATEBHOCTH, JKO-
HOMUKA MIPEANPUSITHS.

[TocnenyomumMy AUCHUIITUHAMU SBISIOTCS: 3alMTa BBIMTYCKHOW KBAIM(UKAIIMOHHONW paloTHI,
BKJIIOYasi TIOATOTOBKY K MPOLEAYpe 3alIUThl U NpoleaAypy 3auuThl, [IpeqaunioMuas npaktiuka, Ympas-
JIEHYECKUN YYeT.

3. TpeGoBanus K pe3yJibTaATaAM OCBOEHMS JUCHUILTUHBI

[Tponecc n3yyeHus JUCUMIUIMHBI HApaBiieH Ha (JOPMUPOBAHUE CIEAYIOIINX KOMIIECTSHIIUI:

— OIIK-1 crocoOGHOCTBIO pemiaTh CTaHIAPTHBIC 3a1a4d MPO()ECCHOHAIBHON JESITEIIbHOCTH Ha
OCHOBE MH(OpPMAIMOHHON M OuOIMorpaduyeckoi KyiabTypbl ¢ IpUMEHEHUEM HH(OPMAIMOHHO-KOMMY-
HUKAIIMOHHBIX TEXHOJIOTUH M C y4ETOM OCHOBHBIX TpeOoBaHUN MH(POPMAITMOHHON 0€30I1aCHOCTH ;

— IIK-8 crmocoOHOCTBIO HCTIONB30BATh ISl PEIICHUS aHAIMTUYECKUX U HCCIEI0BATENbCKUX 3a-
Aa4 COBPpECMCHHBIC TCXHUYCCKUEC CPCACTBA U I/IH(1)OpMaI_[I/IOHHbI€ TCXHOJIOTHMU,

B pe3ynbrate u3yueHust JUCIUILIMHBI 00Y4aIOIIUICS TODKEH:

- 3HATb JOKYMCHTOBCAUYCCKYIO TCPMHHOJIOTHIO, HOPMATUBHLIC NOKYMCHTBI, PCIIIAMCHTUPYIO-
1€ COCTaBIICHHE U O(pOPMICHHE TOKYMEHTAIMH, OPSI0OK PaGOTHI ¢ HUMH; OCHOBBI JICIOIPOM3BOICTBA
U DIIEKTPOHHOTO JTIOKYMEHTOO0OpOTa B OpPraHU3allUsiX, MPUEMBI HCIIOJIb30BaHUsl JOKYMEHTO000pOTa; TO-
CYIapCTBEHHYIO TIOJHMTUKY B c(hepe TOKYMEHTAIMOHHOTO OOECTICYCHHUs YIPABICHHS IEKTPOHHBIMHU J10-
KyMEHTAMH M 3IEKTPOHHBIM JTOKYMEHTOOGOPOTOM; COBPEMEHHBIE TPEOOBAHMS K OPraHW3AIUH, IPABHIIA
¥ HOPMBI PabOTHI € L[OKyMeHTaMI/I;~ MPUHIATILI U IPOLEYPEI IIOATOTOBKY OPraHU3allMOHHBIX U PacIopsi-
JTUTENbHBIX JTOKYMEHTOB C HCIIOJb30BAHUEM COBPEMEHHBIX TEXHUYECKUX CPENCTB M MH(GOPMAIIMOHHBIX
TEXHOJIOTHIA; MpaBHiIa JOKyMEHTAJILHOTO O(pOPMIICHHUSI PEICHUH B yIpaBJICHUH; OOIIME MPUHIIMIILI T10-
CTPOEHUS U CTPYKTYPY CUCTEMBI 3JIEKTPOHHOTO TOKYyMEHTO000POTa; OCHOBHBIE TPeOOBaHMs HH(POPMAIIH-
OHHOI 6e30MacCHOCTH
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— YMeThb Ha OCHOBE COOpaHHON MH(OPMAIMH ONPEACIATH LIEIH, BEIOUPATh CPEICTBA BEICHHS
JIeNTIOBOM TOKYMEHTAIMH; TPAaMOTHO pa3padareiBaTh U 0OPMIISTH YIPABICHUECKHUE TOKYMEHTHI, HCIIOIb-
3yeMbI€ B JCATEIILHOCTH OPTaHU3alnii; COCTABISATh U NPAaBIILHO O(OPMIISTH OPraHW3allIOHHbIE U pacIio-
PSINTENbHBIE TOKYMEHTHI ¢ MPUMEHEHHEM MH(POPMAIIMOHHO-KOMMYHUKAIIHOHHBIX TEXHOJIOTUN; HCIIOIb-
30BaTh BO3MOXXHOCTH OOIIEro M 3JEKTPOHHOTO JOKYMEHTOO0OpOTa Ul MPUHATHS U JOKYMEHTaJIbHOTO
oopMIIeHHUs yIIPaBIEHYECKUX PEIICHUH; CIIOIB30BaTh B CBOCH MPOPECCHOHAIBHON NeSITEIbHOCTH TPH -
KJIaJ{HbIE TIPOTPaMMHBIC CPEACTBA M CPENICTBA OPITEXHHUKH; CAMOCTOSATEILHO OCBaUBaTh 3HAHMS, HEOOXO-
JUMBIE [T pabOoThI C TOKYyMEHTOOOOPOTOM B KOHKPETHBIX chepax AesITeIbHOCTH OpraHu3alnuu; ONepupo-
BaTh 3HAHUSMH, TOJYYEHHBIMH IO JEIONPOU3BOJACTBY B NMPOGECCHOHANBHOW AEATEIBHOCTH; pEIlaTh
CTaHJApTHBIE 33/1a4M MPO(EeCcCHOHATHHON EATENPHOCTH Ha OCHOBE MH(POPMALMOHHON 1 Oubmmorpadu-
YeCKON KYJIbTYPBI

— BJIa/IeTh HaBBIKAMU COCTABJICHHS U O(GOPMIICHHS OPraHU3AIMOHHBIX U PACTIOPSIIUTEIBHBIX
JOKyMEHTOB B cepe npodeccHoHambHON NeITeIbHOCTH; METOMKONH COCTABICHUS MTPOSKTOB OCHOBHBIX
YIPaBJIEHYECKUX TOKYMEHTOB; HaBBIKAMHU JTOKYMEHTAJIHHOTO O(POPMIICHHUS pEIICHUI B YIIPABICHUU OIIE-
paMOHHOH (TIPOM3BOJICTBEHHOM) JEATEIIFHOCTHIO OPraHU3aLUI NPH BHEAPEHUN TEXHOIOTUYECKUX, MPO-
JTYKTOBBIX MHHOBAIMI WM OPTaHU3AI[MOHHBIX M3MEHEHHI; METOAaMU U CPEACTBAMH MOIydeHHs, oOpa-
OOTKM M XpaHEHHUS TOKYMEHTOB; HAaBBIKAMHU HCIOJIB30BAHUS KOMITBIOTEPHOW TEXHHKH, MPOrPaMMHO-
MH(POPMALIMOHHBIX CHUCTEM, KOMITBIOTEPHBIX CETEH; HaBBIKAMHU PELICHHUS CTaHIApTHHIC 3aJaud mpodec-
CHOHAJILHOM JeSITeIFHOCTH Ha OCHOBE MH(OpMAMOHHON 1 Oubmrorpaduyeckoll KynbTypsl; COBPEMEH-
HBIMU TEXHHUYECKUMH CPEACTBAMH M MH()OPMAIIMOHHBIMH TEXHOJIOTHSIMH; HaBBIKAaMH 0(OpMIICHHS padoT,

BBINOJIHAEMBIX CTYIEHTAMHU B Ipoliecce 00ydeHus, C yueToM TpeOoBaHUM 00pa30BaTeIbHOIO CTaHAAPTA
By3a OC TYCVYP 02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIJIMHBI M BU/ABI Y4e0HOI padoThI
OO011ast TpyI0EMKOCTb JUCHUILUINHBI cocTaBisieT 4.0 3aUueTHBIX eIMHMIIBI U IIPECTaBIeHa B Ta0Ouu -
ue 4.1.

Tabmuna 4.1 — Tpy10eMKOCTh TUCITUILUIHHBI

Bunbl yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl
6 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 6 6
[IpakTueckue 3aHATHS 6 6
CamocrositenpHast paboTa (BCero) 134 134
[TpopaboTka JIEKIIMOHHOTO MaTepuaia 14 14
CamocTosTenpbHOE H3ydyeHrue TeM (BOIIPOCOB) 86 86
TEOPETUUECKOHN YacTu Kypca
IToaroroBka K MpakTUYECKUM 3aHATUAM, CEMUHApaM 18 18
BoinonHeHne KOHTPOJIbHBIX paboT 16 16
Bcero (0e3 sx3amena) 140 140
IToaroroBka u caaya 3a4yera 4 4
OO6mmast Tpy1I0€MKOCTb, 4 144 144
3aueTHbie EquHAIIBL 4.0

5. Conepxxanue 1MCUMILTHHBI

5.1. Pa3gennl IMCOUILIAHBI M BHALI 3AaHATHHA
Paznensl IuCUMIUTAHEI ¥ BUABI 3aHATHH PUBEACHBI B Tabmmiie S.1.
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Tabmua 5.1 — Pasgens! fUCHUILIMHEL U BUABI 3aHSITHI

Bcero
4acoB
Hazpanus pa3aenoB IUCHUIUIMHBI Hpar. Cam. (Oe3 PopmHpyeMeIe
3aH.,4 | pa0., 4 KOMIETEHIIUHI
HK3aMeHa
)
6 cemecTp
1 ITpeamer, coneprkanue U 3a1a4u Kypca. JJoky- 0 12 12 OIIK-1, TTK-8
MEHTOO0OOPOT U AETONPOU3BOJICTBO B Mpodeccuo-
HAJIbHOM JI€SITETbHOCTH.
2 IIpaBoBBIE 1 HOPMATUBHBIE OCHOBBI JOKYMEHTH- 0 10 10 OIIK-1, IIK-8
pOBaHUs YIPABIECHUYECKOH 1€ATEIbHOCTH
3 Tlonsarue noxkymeHTa. CBOMCTBA JOKYMEHTA. 2 16 18 OIIK-1, ITIK-8
Knaccudukanus nokymenta. CTpykrypa JOKyMeH-
ta. TpeboBaHus K 0)OPMIICHUIO TOKYMEHTOB.
4 Cucremsl 1okyMeHTOB. CocTaBiieHue u 0popM- 4 32 36 OIIK-1, TTK-8
JIEHHE YNPABIECHUYECKUX JOKYMEHTOB.
5 Opranu3zanus paboThl C TOKyMEHTaMHU 20 20 OIIK-1, ITIK-8
6 dopmupoBaHUe U TEKYIIEe XpaHEHHUE JOKYMEH- 20 20 OIIK-1, TTIK-8
TOB. [loAroTOBKa JOKYMEHTOB K Il€peAaye B apXuB
7 DIEeKTPOHHBIN TOKYMEHTOOOOPOT, KITFOUEBBIC T10- 0 24 24 OIIK-1, TTK-8
HSITHS, OCHOBHBIE KOHIICTIIINH
Hroro 3a cemectp 134 140
Hroro 134 140

5.2. Pa3nenbl JMCUMILVIMHBI M MEKIMCUMILUIMHAPHBIE CBSA3H ¢ 00ecneYnBAKIIMMH (TPeAbl Ty IIUMHU)
U o0ecnieynBaeMbIMH (MOCJIEAYONIUMH) TUCHUIIHHAMU

Paznenpl QTUCHUIUIMHBI M MEXIUCIUIUTMHAPHBIC CBSI3U C 00ECTICUMBAOIIMMHU (TIPEABIAYIIUMU) U
obecrieunBaeMbIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAME TIPEICTABICHBI B TabIHUIIE 5.2.
Tabmuua 5.2 — Pa3nenbl AUCHUTUTMHBI M MeXKANCIUIINHAPHBIEC CBSI3U

HawnmeHoBanme JUCHUITIIINH

Ne pa3nenoB maHHOW AMCUUIUIMHBL, IJIs1 KOTOPBIX HEOOXOIMMO
u3y4yeHue 00eceYMBAIOLIMX U 00€CIIeYNBAEMbIX JUCLUILUINH

1 2 3 4 5 6 7
[IpeauiecTByromue JUCHUTIIUHBI
1 OcHOBBI UH()OPMAIIMOHHBIX TEX-
- (opwman + + + + + + +
HOJIOTUI
2 IIpakTHka 1o moJIy4eHHI0 epBUY-
HBIX TIPO(ECCUOHATILHBIX YMEHUN U
HaBBIKOB, B TOM YHCJIE ICPBUYHBIX + + + +
YMEHUH U HaBBIKOB HAY4YHO-UCCIIE-
JIOBATENIbCKOM JESITEIIbHOCTH
3 DKOHOMUKA MPEAIPHUITHUSL + + + + + + +
[Tocnenyrouiye TUCHUIIITUHBI
1 3amuTa BBIMYCKHOM KBaTU(UKa-
MOHHOM paboThl, BKIIIOYAs TIOJITO-
H p ’ A + + + + + + +
TOBKY K ITPOLIETyp€ 3allUTHI U IPO-
LEAYpPY 3aIIUThI
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2 IIpepaumuioMHas mpakTHKa

3 VnpaBneH4YecKuil yueT

5.3. CooTBeTCcTBHE KOMIIETEeHUM I, JopMHUPyeMbIX IPH M3YYEHUH TUCHUILIUHBI, 1 BUI0B 3aHATHI
CootBercTBHE KOMIETEHLUH, (HOPMUPYEMBIX MPHU H3YyYECHUM AMCLUMIUIMHBI, W BHUJIOB 3aHATUN
npezcTaBiIeHo B Tabmmie 5.3.
Tabmuma 5.3 — CooTBETCTBHE KOMITETCHIINHA, (POPMUPYEMBIX MTPU W3YYCHUHU NTHUCHIUILIAHBI, U BUJAOB 3aHSI -

TUH
Bunnl 3ansatuit
Komnierenuuun DopMBbI KOHTPOJIS
[Ipak. 3aH. Cam. pa0.
OIIK-1 + + KontponsHnas pabora, [IpoBepka
KOHTPOJIBHBIX paboT, BeicTynnenue
(mokman) Ha 3ausATUH, TecT, OTUET MO
IIPAKTUYECKOMY 3aHATHUIO, 3a4€T C OLIEH-
KO
IIK-8 + + KonTponbHas pabdota, [IpoBepka
KOHTPOJIbHBIX paboT, BeicTyruienue
(moknan) Ha 3aHsATHUH, TecT, OTUET MO
IIPAKTUYECKOMY 3aHSATHUIO, 3a4€T C OLIEH-
KO
6. IUuTepakTUBHBbIE MeTOABI U (OPMBI OPraHU3ALMN 00yUYEeHHUS
He npenycmorpeno PVYII.
7. JJaGopaTtopHbie padoThI
He npenycmorpeno PVYII.

8. lIpakTHYeckue 3aHATHA (CEMUHAPBHI)
HanmMeHnoBaHnue npakTHUeCKuX 3aHATUN (CEMHUHAPOB) MpUBeEIeHO B Tabmmie 8.1.
Tabmuua 8.1 — HaumeHoBaHME MPAKTUUYECKUX 3aHATUH (CEMHUHAPOB)

HaunmenoBanue npaktnueckux 3anatuii | Tpynoemkocts, | Dopmupyemsie
HazBanus pa3nenos
(cemuHapoB) q KOMITCTCHITH
6 cemecTp
3 [lonsatue noxymenta. TpebGoBanus k O1ankam qoxkymeHToB. [lomro- 1 OIIK-1, TIK-8
CBoiicTBa IOKYMEHTA. |TOBKA K COCTaBJICHUIO JTOKYMEHTOB. CXeMbI
Knaccudukarus pacnoioxeHnus JokyMmeHToB. CocTaBieHue
nokymenTa. CTpykTypa | popmyisipoB mokymeHTOB. OO0l OJIaHK.
JIOKYMEHTA. bnank xoHKpeTHOTO BUJa TOKyMeHTa. biank
TpeboBanus MIACHMA.
ohopmreruto OO6mwme TpeboBaHuUs K 0(hOPMIICHHUIO TEKCTa 1
KYMCHTOB.
JIOKYMEHTO otuera. OpopMiieHHE TUTYIEHOTO JIUCTA, PH-
CYHKOB, Ta0JIUII, CIICKA UCTIONIb3YEMbIX HC-
TOYHUKOB
Hroro
4 Cucremsl [IpaBuiia coctaBienust U ohopmIIeHHs opra- OIIK-1, ITIK-8
JIOKYMEHTOB. HU3AIIMOHHO-PACTIOPSAIUTENBHBIX JOKYMEH-
CocraBienue u TOB (yCTaB, MOJIOKEHHUE, IITATHOE pacluca-
oopmienune HUE, UHCTPYKIIUS, IPUKa3, pacopsKEHUE,
YOPaBIEHYECKUX  |pElIeHHe, IPOTOKON, TOCTAHOBIICHHUE)
AOKYMCHTOB. [IpaBuiia coctaBieHuss ¥ 0HOpPMIICHUS UH- 2

(bopMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB (J1€e-
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JIOBOE MUCHMO, JIOKJIaHAsI U CITy)KeOHas 3a-
MUCKH, aKT, CIIPaBKa, u JIp. )

HUtoro

Hroro 3a cemecTp

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

tabmmue 9.1.
Tabmuua 9.1 — Buasl caMoCTOATENBHON pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIIUN
Bunbl camocrostensHol | TpynoemkocTs, | DopMupyemblie
HasBanns paznenos a 2 ’ pMHPY @DOpMBI KOHTPOJIA
paboThI q KOMITIETEHI[A
6 cemecTp
1 IIpenmer, CamocTosiTebHOE U3yye- 10 OIIK-1, [IK-8 | BricTynnenue
COJIEp>KaHHE U HUE TeM (BOMPOCOB) TEO- (moxnan) Ha 3aHs-
3a7a4d Kypca. PETUYECKOI YacTh Kypca TnH, 3a4€T C OLICH-
KYMEHT! T KoH, Tect
HAoxymenToobopo [TpopaboTka JTeKIHOHHO- 2 ou, 1ec
u
ro Marepuana
JIEJIONPOU3BOACTBO
B Hroro 12
npodeccuoHanbHON
JeSTeTbHOCTH.
2 IIpaBoBbIE U CamocTosTeNbHOE U3yYe- 10 OIIK-1, [IK-8  |3auéTt c oneHkoM,
HOpPMAaTUBHBIE HUE TeM (BOMPOCOB) TEO- Tect
OCHOBBI pPETUYECKOM YacTu Kypca
JOKYMEHTHPOBAHHUA |11 o 10
yIpaBJICHUECKON
NeSITEeNIbHOCTH
3 [lonsTue IToaroroBka K nmpaxkTuye- 6 OIIK-1, [IK-8 | BeicTynnenue
JOKYMEHTA. CKUM 3aHATHUSM, CEMHHA- (moxnan) Ha 3aHs-
CaoiicTBa pam TUH, 3a4€T C OLICH-
I,Z[(OKYMCHTa. CAMOCTOSTENbHOE H3ye- 6 Koii, OT4eT 1o npax-
naccuuKanms TUYECKOMY 3aHS-
accuukarl HUE TeM (BOTIPOCOB) T€O- ecTo y3a
AOKYMCHTA. PETUYECKOI YacTu Kypca THio, lect
Crpykrypa
JIOKYMEHTA. [IpopaboTka JIEeKITMOHHO- 4
TpeboBanus k I'o MaTepuaia
ohopMmIICHIIO Htoro 16
JIOKYMEHTOB.
4 CucreMbl BrinosiHeHre KOHTPOJIb- 16 OIIK-1, ITK-8 |3a4éT ¢ OLCHKOM,
JTOKYMEHTOB. HBIX paldoT Kontponpsnas pabo-
CocraBnenue u TTOArOTOBKA K MpAKTHE- 12 ta, OTYeT no npax-
odopmiieHue CKHM 3aHSTHAM, CEMHHA- TUYECKOMY 3aHs-
yIpaBIeHIECKUX pam tuto, [IpoBepka
JIOKYMEHTOB. KOHTPOJIBHBIX PaboT,
[TpopaboTka neKInOHHO- 4 Tect
ro Marepuaina
Hroro 32
5 Opranu3zanus CamocTosTenbHOE U3yde- 20 OIIK-1, ITIK-8 |BeicTymiienue

paboTsI ¢
JOKYMEHTaMHU

HUE TeM (BOMPOCOB) TEO-
pPETUYECKOI YacTH Kypca

(moxnanm) Ha 3aHs-
THH, 3a4€T C OICH-
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Hroro 20 Ko, TecT
6 ®opmupoBanue 1 | CaMOCTOATENBHOE U3yUe- 20 OIIK-1, [IK-8 | BeicTynnenue
TEKyIllee XpaHEeHHUEe |HHUe TeM (BOPOCOB) TEO- (mokan) Ha 3aHs-
JIOKYMEHTOB. pPETHUYECKOM YyacTH Kypca TUH, 3a4€T C OLICH-
IToaroroBska Wroro 20 Ko, TecT
JIOKYMEHTOB K
nepeaye B apxuB
7 DNeKTpOHHBIN CamocrosTenbHOe HU3yye- 20 OIIK-1, IIK-8 | BeicTymuieHne
JOKYMEHTOOOOPOT, | HUE TeM (BOMPOCOB) TEO- (mokinan) Ha 3aHs-
KJIFOUEBBIE TIOHSATHS, | PETUYECKON YacCTH Kypca THH, 3a4€T C OLICH-
OCHOBHbIC [TpopaboTka neKIHOHHO- 4 kod, Tect
KOHIICTIIIHN

OHIIeT ro Marepuana

Hroro 24
Hroro 3a cemectp 134

ITonroroBska u cnada 3a- 4 3a4éT c OIEHKOH

yeTa
Hroro 138

10. KypcoBoii nmpoekT / KypcoBasi padota
He npenycmorpeno PVYIIL.

11. PeliTuHrOBasi cucTeMa AJISl OHCHKHU yCII€Ba€eMOCTHN oﬁyqammnxm
PetitunroBas cucreMa He HCIIOJIb3YCTCH.

12. YueOHO-MeTOAUYecKOe U MHGOPMANIMOHHOE O0ecnieYeHrue TUCIHIIINHBI

12.1. OcHoBHas1 JIMTEpaTypa

1. [oponuna, JI. A. Opranuzanusi U TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOecTeyeHusl yIpasnie-
HUS [DIEKTPOHHBIN pecype]: y4eOHUK U MPaKTUKYM ISl akajeMuueckoro 6axkanaspuata / JI. A. JlopoHu-
Ha, B. C. UpurtukoBa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanaBp. Axanemuye -
ckuit kypc). — ISBN 978-5-534-04568-0. — Pexxum noctyma: https://urait.ru/book/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-413265 (nara oopamenus: 06.06.2021).

2. Hammonanenseiii crangapt PO 'OCT P 7.0.97-2016 "Cucrema ctannapToB o HH(GpOpMAaIuH,
OMOIMOTEYHOMY M M3JaTeNbcKoMy Aeny. OpraHn3almoHHO-PAaCIOPSIUTENbHAS TOKyMeHTaus. TpeboBa-
HUS K 0OpMIICHHIO TOKYMEHTOB" (yTB. mpuka3oM denepaabHOr0 areHTCTBA M0 TEXHUYECKOMY perysH-
poBanuto U MeTpooruu oT § nexadbps 2016 r. N 2004-ct) [DnextpoHHBIN pecypc]: — Pexum pocryna:
https://docs.cntd.ru/document/1200142871 (nata obpamenus: 06.06.2021).

3. Illysanosa, H. H. OcHOBBI nenonpon3BoacTBa. SA3bIK Cly:K€OHOTO JOKYMEHTa [ DJIEeKTPOHHbBIN
pecypc]: ydeOHUK U IPaKTUKYM s akajemudeckoro 6akanaspuata / H. H. IllyBanoBa, A. 1O. MBanosa ;
nox obmert penakmuedt H. H. IllyBamoBoit. — 2-e u3z., mepepad. u gon. — Mocksa : M3natenbcTBO
IOpaiit, 2019. — 428 c¢. — (bakanasp. Axkagemuueckuil kypc). — ISBN 978-5-534-10848-4. — Pexum
noctyma: https://urait.ru/viewer/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-450549#page/1
(mara oOpamenus: 06.06.2021).

12.2. lonoiHuTEIbHAS JIUTEpaTypa

1. O6pa3oBarenbubiii cranaapT By3za OC TYCYP 02-2013. PaGoTsl cTyaeHUECKHE TT0 HAIpaBJIe-
HUSIM TIOATOTOBKU U CHEIMATLHOCTSAM TyMaHuTapHoro npogwis. O6mue TpedoBaHus U paBuia ohopm-
neHus [DneKTpoHHbIN pecypc]: — Pexum pocrtyma: https://regulations.tusur.ru/documents/71 (mata o0-
pamenusi: 06.06.2021).

2. TOCT P 7.0.8-2013. Cuctema cTaHaapTOB M0 HHPOPMAIUK, OUOITHOTEYHOMY U M31aTEIhCKO-
My zeny. J{e1onpou3BoJACTBO U apXUBHOE /1e710. TepMUHBI U onpeieieH s [ DNeKTpOHHbIN pecypc]: — Pe-
kuM noctyna: http://docs.cntd.ru/document/1200108447 (nara oopamenus: 06.06.2021).

3. JenompousBoAcTBO [DnekTpoHHBI pecype]: YueoHoe mocooue / JI. M. KazakeBuu - 2018.
132 c. — Pexxum noctymna: https://edu.tusur.ru/publications/7542 (mara o6pamienus: 06.06.2021).
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12.3. YueOHO-MeTOAHYECKHE MTOCOOUHA

12.3.1. O0s3aTenbHbIC y4eOHO-METOAMYECKHE TOCOOHS

1. OOmwmii 1 PIEKTPOHHBINA TOKYMEHTOOOOPOT [DNEKTPOHHBIN pecypc]: MeToaumdeckoe mocodue
10 JTa0OPAaTOPHBIM 3aHATUSAM M CaMOCTOATENIbHOU paboTe s cryaenToB HampasiaeHui 080200.62 «Me-
HemkmenT», 080100.62 «Oxonomuka» / XK. H. AxcenoBa - 2014. 40 c. — Pexum pgoctyma:
https://edu.tusur.ru/publications/4874 (nara oopamenus: 06.06.2021).

2. Jlenonpou3BOACTBO [DNEKTPOHHBIN pecypc]: YueOHO-MeToanIecKoe ocoOre i MOArOTOB-
KU K IIPAKTUYECKUM 3aHIATUSAM U caMocTosTeNnbHOU paboTel / A. B. Kypenkos - 2018. 15 c. — Pexxum 10-
cryma: https://edu.tusur.ru/publications/7822 (nata o6pamenus: 06.06.2021).

12.3.2. Y4yeOHO-MeTOAMYECKHE IOCOOUS ISl JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 310POBbS U
HHBAJINI0B

Y4eOHO-METOIMYECKIE MaTepUaIbl IJIsi CAaMOCTOSTEIFHOM M ayTUTOPHON pabOThl 00YJarOITUXCS
U3 YHCTia JIUI ¢ OTPAHMYEHHBIMA BO3MOYKHOCTSIMU 3JIOPOBBSI U WHBAIHJIOB MPEAOCTABISAIOTCS B PopMax,
aJIaNTUPOBAHHBIX K OTPAHUYCHHAM UX 37I0POBBS U BOCIIPHUATHS HH(DOPMAITHH.

Jliist I ¢ HApyIIeHUSIMU 3PeHust:

- B (hpopMe FIIEKTPOHHOTO IOKYMEHTA;

- B IeYaTHON (hopMe YBEITMUEHHBIM MIPUGTOM.

JlJis1 U1 ¢ HAPYIIEHUSIMHU CJIyXa:

- B (hopMe DIIEKTPOHHOTO JIOKYMEHTA;

- B Ie4yaTHoOU opme.

Jlais1 NI ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeIbLHOTO aNnapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

12.4. IIpodeccuonanibHbie 0a3bl JAHHBIX U HMH(POPMAMOHHDBIE CIIPABOYHbIE CHCTEMBI

1. eLIBRARY.RU - Kpynueimmii poccuiickuii MHQOPMAlMOHHBIA MOpTan B OOJACTH HayKH,
TEXHOJIOTUH, MEUITMHBI 1 00pa3oBaHus. Pexxum noctymna: www.elibrary.ru;

2. TAPAHT - Cucrema «'’APAHT» npenoctaBisieT TOCTYI K QelepalbHOMY U PETHOHATLHOMY
3aKOHOJATENbCTBY, KOMMEHTAPUSAM U Pa3bsCHEHUSM U3 Beaymux npodeccuoHanbubix CMU, kauram u
OOHOBJISIEMBIM SHIUKJIONETUSAM, THIIOBBIM (hopMaM JOKYMEHTOB, CyIeOHOM MpPaKTHUKE, MEXITyHAPOIHBIM
JIOTOBOPaM U APYyroil HopMaTUBHON MHpopMaru. Pexum noctyna: www.garant.ru;

3. Koncynprantllmoc - Cuctema «Koncynsrantllntocy — Han&XHbIA NOMOIIHUK JUIsI MHOTHX
CHEIMAIIMCTOB: IOPUCTOB, OYXTalNTEPOB, PyKOBOIUTENEH OpraHu3alui, a TaKkxke JJis CIelHaTuCTOB ToCy-
JTAPCTBEHHBIX OPTraHOB, YUYEHBIX U CTYACHTOB. B HEW COAEPKUTCA OIpOMHBIM MAacCUB IIPaBOBOM M CIIpa-
BOUHOM nH(popmaruu. Pexxum goctymna: www.consultant.ru

13. MaTtepuaibHO-TEXHMYECKOE O0ecneyeHue TUCIUILJIMHBI U TPpedyeMoe MpPorpaMMHoe
ob0ecreueHue

13.1. O6uue TpedGOBaHMA K MATEPHAJIBHO-TEXHHYECKOMY H IIPOIPAMMHOMY 00€eCIIeYCHHIO
AUCHUTLIMHBI

13.1.1. MaTepuaJIbHO-TeXHUYECKOEe U NIPOrPAMMHOe o0ecnedyeHue J1JIsl NPAKTHYECKUX 3aHATHl

Jlaboparopusi TpymHmoBOro MpoeKTHOro oOyudeHust "JlabopaTopusi COIHATBEHO-YKOHOMUYECKUX
npoOiem"

yueOHasi ayTuTOpHsl 7Sl IPOBEACHUSI 3aHATHI MPAKTUYECKOTO TUTIA, YdeOHass ayaAuTOpHs IS TIPO -
BEJICHUS 3aHATHI J1a00paTOPHOrO THUMA

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

Ornucanue UMeroIerocs 000pyI0BaHUS:

- [I1I5BM KOMIICTAP (12 mur.);

- MarauTHo-mMapkepHas J10CKa;

- Kommuiekt cienmanuzupoBanHoi yueOHoW Mebenu;

- PaGouee mecto npenogaBares.

[TporpamMHOe obecrieueHue:

— 1C:Ilpennpusitue 8
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- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— KoncynpranT [lroc

Brrancnurenshas nabopatopust / KomnbroTepHbIi Ki1acc

yueOHas ayTuTOpHsl 7Sl IPOBEACHUSI 3aHATHI MPAaKTUYECKOTO TUTIA, ydeOHass ayauTOpus IS PO -
BEJICHHS 3aHITHIA Ja00OPaTOPHOTO THIIA

634045, Tomckas obmacts, T. Tomck, yin. KpacHoapmeiickas, 1. 146, 505 ayn.

Ornucanue UMEROIIErocst 000PYIOBAHHUS

- [I5BM DX6100M (9 mit.);

- [I1I5BM INTEL CORE 2 DUO (6 mr.);

- MarauTHO-MapKepHas JOCKa;

- Kommnekr cnenunanuzupoBanHol yueOHoOI mebenu;

- PaGouee mecto mpenogaBarens.

[IporpamMmMHoe obecrnieueHue:

— 1C:IIpenmpustue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft

— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— Koncynprant [Tnroc

13.1.2. MaTrepuajibHO-TEXHMYECKOE M IPOrPaMMHOe o0ecrevyeHue I CAMOCTOATEIbHOI padoThI
s caMoCTOSATEIbHOM PabOThl MCMOB3YIOTCS y4eOHBIE ayIUTOPUHU (KOMITBIOTEPHBIE KIIAcChl),
PacIoJIOKEHHBIE TIO aJIpecaM:
- 634050, Tomckast obmacTh, r. ToMmck, Jlennna mpocnexr, a. 40, 233 ayn.;
- 634045, Tomckast o6macTs, r. Tomck, yin. Kpacnoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast o6macTh, r. ToMck, Bepmmanna ymuna, 1. 47, 126 ayn.;
- 634034, Tomckast 06macTs, r. Tomck, Bepmmnauna ynuua, 1. 74, 207 aya.

CocraB 000py/10BaHHUSA:

- yueOHas Mmeberb;

- koMnbroTeps! Ki1acca He Hmke [IDBM INTEL Celeron D336 2.8 T1. - 5 mwiT.;

- KOMITBIOTEPHI TIOAKIIOUYEHBI K ceTH «HTepHeT» M 00ecrneynBaroT AOCTYI B JIEKTPOHHYIO HH-
(hopManOHHO-00pa30BaTENIbHYIO CPEly YHUBEPCUTETA.

[TepeueHs mporpaMMHOTO 00ECTICUCHUS

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 ans Windows;
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- 7-Zip;
- Google Chrome.

13.2. MaTepuaibHoO-TeXHHYecKoe o0ecniedeHre TUCHMIIJIMHBI VIS JIMI[ C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHHE NUCHMIUIMHBI JUIIAMHA C OTPaHUYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBbSI U WHBAIWIAMHU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEIACTB 00ydeHHs OOIIEro U CHEeUaIbHOI0 Ha3HAUYeHUS.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPeyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH annapaTypbl, MyJIbTUMEIUHHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/nepena-
4yi y4yeOHOM nH(POPMALIUU B TOCTYIHBIX (PopMax, MOOMIIBHOM CUCTEMBI MTPETIOiaBaHus Il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN CHCTeMBbl. YueOHas aynuTOpHus, B KOTOPOH 3aHUMAIOTCS
oOyyaroryecs: ¢ HapylIEeHHEM ClIyXa, 000pYy/lI0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUIEO-
TEXHUKOMU, FJICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX ¢ 0OYUYAIOLIMMUCS ¢ HAPYLIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BaHUE B
JIEKIIMOHHBIX U YYEOHBIX ayAUTOPHUAX BO3MOKHOCTH IIPOCMOTPA YAAIEHHBIX 0OBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WM CJIaiiia Ha SKpaHe) P TOMOIIH BUACOYBEINIUTENICH A1 KOM(POPTHOTO IIPOCMOTPA.

[Tpu 3aHATHAX ¢ O0YYarOUIMMHCS ¢ HAPYLIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTEPHATUBHBIC YCTPOHCTBA BBO/IA HH(OPMAIIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpHeMa/nepe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEeMbl OOy4eHUs [UIs JIOAEH ¢ UHBa-
JIUTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U METOAMYECKHE PEKOMEHAAIUH 110 OPraHU3aluu U3yYeHHUs
AUCHUTLTHHBI

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

14.1.1. TecToBble 3agaHus

1. ate onpeneneHue TOKyMEHTUPOBAHUIO:

a) JlIokyMeHTHpOBaHHUE — ATO MPOIIECC CO3AAHMSI U OPOPMIICHHS JOKYMEHTOB;

b) JlokyMeHTHpOBaHUE — 3aUCh UHPOPMAIIMH HA HOCUTENE 110 YCTAHOBJICHHBIM IpaBUIIaM;

¢) JJoxymeHnTupoBaHue — o0ecreyeHrne CBOEBPEMEHHOTO 1 MIPABMIILHOTO CO3JJaHUsI TOKYMEHTOB;

d) JlokymMeHTHpOBaHHE — 3amKCh MH(OPMAIMM HA PA3JIMYHBIX HOCHUTENISX IO YCTAaHOBJIEHHBIM
MIpaBUJIaM.

2. Jlatb onpeeneHue TOKyMEHTY:

a) JIokyMeHT — 3TO 3aUKCHPOBaHHAs Ha MaTepHallbHOM HOocHUTeNe HH(OpPMalUs C PEKBU3UTAMH,
MO3BOJISIONUMHU €€ UJICHTU(DUITUPOBATH;

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

¢) JlokyMeHT — 3TO MaTepuaibHbI HOCUTENb ¢ HH(OpMaLKel, TO3BOJSAIONINI ee HASHTU(HULIHPO-
BaTh;

d) JoxymeHT — 3TO criocob ¢ukcanuu nHGoOpMaIum.

3. Uto Takoe opUIIMATbHBIN JOKYMEHT?

a) OdunuanbHbIl JOKYMEHT — JOKYMEHT, CO3JJaHHBIM OpTaHu3alliel, JOMKHOCTHBIM JIUIIOM WIIH
rpaXkJJaHUHOM, O(POPMJICHHBIN B YCTAaHOBJICHHOM HOPSIJIKE;

b) OdunnanbHbIi JOKYMEHT — IOKYMEHT, IpeJHa3HAUEHHBIN Ui Nepejadud ApYyroMy JHIYy IO0pH-
JMYECKUMU WU (PU3MYECKUMHU JIUIIAMU B YCTAHOBJIEHHOM TOPSIIIKE;

¢) OdunuanbHbIA JOKYMEHT — JOKYMEHT, CO3/IaHHBIH, 0()OpPMIICHHBIN U YIOCTOBEPEHHbIN B yCTa-
HOBJIEHHOM IOPSAJIKE AJI1 MHOTOKPAaTHOTO UCIIOJIb30BAHMS.

d) Her nmpaBunsHOTO OTBETA

4. Yrto TaKkoe 3IEKTPOHHBIN JOKYMEHT?

a) DJIEKTPOHHBINA TOKYMEHT — 3TO JIOKYMEHT, MH(pOpMallusg KOTOPOTo MpeAHa3HayeHa AJs repena-
4Y IpYroMy JIMILY;

b) DNeKTpOHHBIN AOKYMEHT — 3TO OQUIMAIbHBIN JOKYMEHT, NPEACTABICHHBIA B 3JEKTPOHHOU
opme;
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¢) DIEKTPOHHBIM JOKYMEHT — 3TO JOKYMEHT, HH(opMalHs KOTOPOTO MpEeACTaBIeHa B AIEKTPOH-
HO dopme;

d) DAeKTpOHHBIH JOKYMEHT — 3TO O(PHIHMAIBHBIA TOKYMEHT, MPEJICTABICHHBIM B 3JEKTPOHHOU
dbopMme 1mocie ero mogNMcaHus JOHKHOCTHBIM JIMLOM B MOPSIZIKE, YCTAHOBJIEHHBIM 3aKOHOAATEIILCTBOM
PO.

5. Yro npencrasiusier coboit opopmieHue JOKyMeHTa?

a) OdopmiieHrEe TOKYMEHTA — 3TO MIPOCTABJICHUE HA JJOKyMEHTE HEOOXOIMMBIX PEKBU3UTOB;

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

¢) OdopmiieHre AOKyMEHTa — 3TO MPOCTABICHHE PEKBH3UTOB JUIS OPraHU3AIlMN ONEPaTUBHOTO
MOKCKa TOKYMEHTOB;

d) Het nmpaBunpHOTO OTBETA.

6. Uto npencrasisier cob0i cucTeMa JOKyMEHTAINH ?

a) [Tox cucremoit JOKyMEHTAalMK TIOHUMAETCSl COBOKYITHOCTD JJOKYMEHTOB, IIPEAHA3HAYCHHBIX IS
o0ecrevyeHrs U peryIupoBaHus JAeATeIbHOCTH OPraHOB BJIACTH, YUPEXKIACHUHN, IPEIIPUITUNA U OpraHu3a-
LM

b) Cucrema JOKyMEHTAIMH MPEACTABISAET COOOM COBOKYIMHOCTh JOKYMEHTOB, B3aUMOCBSA3aHHBIX
1O MpHU3HAKAM IMPOUCXOKICHUS, Ha3HAYCHUs, BUAA, CEpbl NEATENbHOCTH, CIUHBIX TPeOOBAHUH K UX
0hOpMIICHHIO;

¢) Cucrema JOKyMEHTAIMH MPEICTABISAET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JIOKYyMEHTOB, B KO-
TOPBIX MOCIIEA0BATENILHO OTPAXKACTCS AEATEIbHOCTh OTPACIIN TOCYAaPCTBEHHOTO YIIPaBICHNUS;

d) Cuctema HOKyMEHTAaIMK MPEACTaBISIET COOONW COBOKYIHOCTh JOKYMEHTOB, B3aHMOCBSI3aHHBIX
M0 NMPU3HAKaM Ha3Ha4YeHUs1, CPephl AeATEeILHOCTH U eIMHBIX TPeOOBaHUN K UX 0(hOPMIICHHIO.

7. KakoBBbI ATaIbl MOArOTOBKH PACTIOPSAIUTEIBHOTO JOKYMEHTA?

a) OTO corylacoBaHue JOKYMEHTa, NOANICAaHHE JOKYMEHTA;

b) DT0 U3ydyeHHe ynpaBIeHYECKOTO BOMPOCA, MOJrOTOBKA MPOEKTA PacIOPIIUTEILHOTO JOKYMEH -
Ta, COIJIaCOBaHUE JIOKYMEHTA, OJAMICAHUE JOKYMEHTA;

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

d) Dro m3ydyeHue ympaBIEHYECKOro BONpOca, CQepsl AEATENBHOCTH, €IWHBIX TpeOOBaHMM K
0(OPMIIEHHUIO U IOJATOTOBKA MPOEKTA PACIIOPSIUTENBHOTO TIOKYMEHTA.

8. Kak Benercs Hymepanus IpUKa3oB 110 OCHOBHOM €S TEIILHOCTHU?

a) Ilo mopsnKky ¢ MOMEHTa CO3/1aHUs OpraHU3allui, HO OT/IEIbHO OT MPUKA30B 0 JIUYHOMY COCTa-
BY;

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

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

d) [Moapsn B mpenenax ¢UHAHCOBOTO T0/ia, HO OTAEIBHO OT MPUKA30B 10 JTUIHOMY COCTABY.

9. Kak ocymiecTBisieTcs cornacoBaHue JOKyMeHTa?

a) CornacoBaHue OCYIIECTBIIECTCS MTyTeM BU3UPOBAHUS WM MPOCTaBJICHUs rpuda corinacoBaHus;

b) IIpoBonuTcs OLEHKA MPOEKTa O(QUIIMATBFHOTO JOKYMEHTa 3aWHTEPECOBAHHBIMU OpTraHU3aIU -
MU, JTOJKHOCTHBIMH JIMIIAMU, CIICUATHCTAMU. ;

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

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

10 . 13 xkakux ABYX 4acTell COCTOUT TEKCT TOKYMEHTOB?

a) BBogHO# 1 KOHCTaTUPYIOIICH;

b) BBoaHOI 1 OCHOBHOIA;

¢) OCHOBHOM ¥ pacropsIAUTEILHOM;

d) Koncrarupyromieit 1 pacnopsAuTeIbHOM.

11. Kako¥ TOKYMEHT COCTaBJISI€TCSI KOMUCCHUEH MPU BBIACICHUN JOKYMEHTOB K YHUYTOKEHUIO?

a) AKT;

b) Cripagka,;

¢) JloknaaHas 3amucka;

d) OOBsicHUTEIbHAS 3aIHCKA.
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12. Ha xakoM TOKyMEHTE HE yKa3bIBA€TCsl HA3BAaHUE BUJIA JJOKYMEHTA?

a) Ha Gnanke npukasa He yka3bIBaeTCsl Ha3BaHHUE BHUJIa JOKYMEHTA,

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

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

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

13. Ha 6rankax JOKYMEHTOB HErOCYIaPCTBEHHBIX CTPYKTYP MPOCTABIISACTCS:

a) l'ocynapcrBennsiii repo PO;

b) I'ep6 cyonekTa PD;

¢) smOieMa opraHu3aly WM TOBAPHBINA 3HAK;

d) ToBapHBIii 3HAK.

14. K oprann3anioHHBIM JJOKYMEHTaM OTHOCSIT:

a) MOJIOXKEHUE, YCTaB, MPUKa3, CTPYKTYpHAas U IITaTHAs YUCIEHHOCTb, MHCTPYKLHS, JOTOBOP;

b) monoxxeHue, ycTaB, akT, CTPYKTypHAs U IITATHASI YUCICHHOCTh, HHCTPYKIIHSI, TOTOBOD;

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

d) mono>xeHue, ycras, periaMeHT, CTPYKTYpHasl U IITaTHAs YUCICHHOCTb, MHCTPYKIUS, I0TOBOP.

15. JIBukeHue JOKyMEHTOB B OpraHM3allii ¢ MOMEHTA UX CO3JaHMs WJIH MOJIyYeHHs 10 3aBeplie-
HUS UCTIOJIb30BaHMSI UM OTHPABKU HA3bIBAETCS:

a) JlokyMeHTO060pOTOM;

b) [loTokOM JOKYMEHTOB;

¢) O6paboTKOI TOKYMEHTOB;

d) Perucrpamueii qokymMeHra.

16. Peructpanunu noiexar JOKyMEHTBI

a) Bxomsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BUIBI JOKYMEHTOB.

17. Yto Takoe HOMEHKJaTypa Jaei?

a) Homenknarypa nenm — 310 Bce JOKYMEHTBI Ha MIPEANPUATHH;

b) Homenknartypa nien — 370 cucTeMaTu3UpOBaHHBIN MepeYeHb 3aBOAMMBIX B OpraHU3aIlluH JIeNd ¢
yKa3aHHEM CPOKOB MX XpaHEHUs, 0(pOPMIICHHBII B yCTAaHOBICHHOM IOPSIIKE;

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

d) Her npaBuibHOTO OTBETA

18. B moxymeHTax, oOopMIIECHHBIX Ha IBYX W OOJIEe JINCTaX HOMEpa CTPAHUI] TPOCTABIISIFOTCS. . .

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

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

¢) Co BTOpOIi CTpaHUIIBI TOCEPEIMHE HIKHETO MO JIUCTa apaOCKUMHU I pamu;

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

19. Kakue cBefieHus COEPKATCS B TPYAOBON KHIDKKE?

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

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

¢) TpynoBasi KHHMXKa MPEACTABIISAET COOOM COBOKYIMHOCTh JOKYMEHTOB, COJEpPKAIIUX CBEICHUS O
paboTHUKe;

d) Her nmpaBunsHOTO OTBETA.

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

a) OpraHU3alMOHHBIM JOKYMEHTAM MPEANPHUSITHS;

b) paciopsAuTEIHHBIM JOKYMEHTAM MPEATIPUATHS;

C) TOKyMEHTaM IO JUYHOMY COCTaBY MPEATPHUATHS;

d) nHbOpMAITMOHHO—CTIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHS.

21. C xakumu Bugamu uHpopManuu (o ¢popme e€ mpencrabiieHns) Bel MokeTe CTONKHYTHCS B

CBOCH MpodeccuoHaTbHON ACSITENEHOCTH?

1) TekcroBasi, uncioBas, rpadudeckas, TabauaHas

CornacoeaHa Ha noprane Ne 51195 13



2) Hay4yHas, collMalbHasl, TOJTUTUYECKAsl, SKOHOMUYECKasl, peTUTHO3HAas
3) Bu3yanbHas1, 3ByKOBas, TAKTUJIbHAs, 00OHSATEIbHAS, BKYCOBas
4) mareMarudeckasi, OMOJIOrMUeCKas, MEAUITUHCKAS, TICUX0JI0THYCCKas

14.1.2. Tembl KOHTPOJILHBIX PadoOT
KOHTpOJ'II)HOG 3a1aHUC BBINMOJIHACTCA KaXIBIM CTYACHTOM HWHIAUWBHAYAJIbHO IO BCEM IMPCOAJIOKCH-
HBIM TEMaM

CocTaBbTe OOBSICHUTENBHYIO 3aIUCKY O IPUYMHAX (ONpPEAEISeT CTYICHT CaMOCTOSATENBHO).
CocTtaBbTe Ha ce0sl XapaKTEPUCTUKY IS aTTECTALUU TIO CIIELUAIbHOCTH.

CocTtaBbTe Ha ce0s 3asBJIEHUE O IpHEeMe Ha padoTy.

CocTtaBbTe Ha cebs IpeACTaBICHUE O MIEPEBOE Ha APYryo padory.

CocTtaBbTe npuka3 00 yBOJIbHEHUH paOOTHHKA B CBSI3U C JIMKBHUALIUEH OpraHU3alluy.

CocTaBbTe CBOIO aBTOOHOTPA(HIO U PE3IOME.
OdopMuTe MPOTOKOI 3acenaHus 00IIero coopaHus NpeanpusITus "........ "" 0 BHEIPEHUU TEXHOJIO-
TUYECKUX (WM MPOIYKTOBBIX ) MHHOBAIIMN WIJIM OPTaHU3AIMOHHBIX U3MEHEHUH.

OdopMuTe aKT 0 HapYyILIEHUAX MPaBUIa BHYTPEHHETO PACTIOPSIIKA IPEAIPHUSITHSL.

14.1.3. TeMbI 1OKJIa10B

TeMmbl U151 KOHTPOJISE CAMOCTOSITEIIBHOTO M3YYEHUSI TEM TEOPETUYECKOM YacTh Kypca
. UcTopus pa3BuTHs rocy1apCTBEHHOM CUCTEMBI JIEIONPOU3BOACTBA
. UcTopus pa3BUTHS TOCYAAPCTBEHHOM CUCTEMBI JIEJIONPOU3BOACTBA B Poccun
. Ponb 1oKymMeHTa B U3HU YeI0oBeKa U 001ecTBa
. MeTopp! riccneIoBaHus IOKYMEHTOBETUECKHUX TIPOOIeM
. ndopmannoHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTMM HX POJb B PEHICHUU 3a/ad MpoQeccHo-
HAJIBHOW JI€SITEbHOCTH

9. PazButre undopmannoHHon u 6ubarorpaduyeckon KyJIbTyphl CPEICTBAMH COBPEMEHHBIX KOM -
MYHUKAIIMOHHBIX TEXHOJIOTUI

10. Ucnonp30BaHuEe COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHH JJIs PEUICHHs] aHATUTUYECKUX
U MCCIIEI0BATENIbCKHX 3a71a4 B MPOPECCUOHATLHOU e TEIIEHOCTH

11. HayuHo-uctopuueckas U NpakTUYeCKas LEHHOCTh TOKyMEHTa

12. lokyMeHTHI B cpepe mpaBa U yrpaBIeHHS

13. Biusinue Hay4YHO-TEXHHUUYECKOM PEBOJIIOIIUM HA Pa3BUTHE JOKYMEHTA

14. Pa3zButue Gpopmymsipa TOKyMEHTA

15. l'ocymapcTBeHHOE pETyIMpOBaHKUE, HOPMATUBHO-IIPABOBAsi OCHOBA JIOKYMEHTALMOHHOTO 0Oec-
nedeHust Ipo(eCCUOHALHOM JIeATEIIBHOCTH.

16. CymHOCTb, HampaBICHUS W BHUIbI TOCYIAPCTBEHHOIO PETYIMPOBAHUS JTOKYMEHTAIMOHHOIO
oOecrieueHus

17. 3akoHOAaTENbHBIC aKThl © HOPMATUBHBIE TOKYMEHTHI PO

18. CocTaB u CTpyKTypa HOPMATUBHOM, MPABOBOM M METOJIMYECKON OCHOBBI JOKYMEHTAIIMOHHOTO
oOecrieueHus yrnpaBieHUs

19. Yaudukanms u cTaHAapTU3AIMUS YIIPABICHYECKUX JTOKYMEHTOB.

20. FOpuauueckas cuia JOKYMEHTA: MOJUTMHHUKY (OPUTHHAJIBI) IOKYMEHTOB, KOIIUU JTOKYMEHTOB
U UX BUJBI

21. OC TYCVYP 02-2013 (CTO 02069326.1.02-2013) - PaboThI cTyieHYECKHE 110 HAMPABICHUSIM
MOJITOTOBKH U CHEIUATBHOCTSIM T'yMaHUTAPHOTO Mpodminst. OcoOeHHOCTH 0POPMIICHHUS CTYICHUECKUX pa-
oot

o N o R N

22. Ponb 1 3HaueHNe (PUHAHCOBBIX JTOKYMEHTOB B JIEATEILHOCTH OpraHU3aIiu
23. Ocobennoctu oopmiieHUs: GUHAHCOBBIX JOKYMEHTOB
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24. TloHATHE O JOKYMEHTOOOOPOTE MPEIPUATHSL

22. Opraam3anys padoThl C BXOIAIUMU JOKYMEHTaMHU

18. Opranmzanus padoThl ¢ UCXOSIIUMHU JOKYMEHTAMH

19. OcobenHocTH opranu3auu paboThl ¢ BHYTPEHHUMH JOKYMEHTaMH

20. JIokyMeHTOOO0POT B MHPOPMAITIOHHOM 00ECIICYCHUH YIIPABIICHHSI M €70 COCTABHBIE YaCTH.

21. OcHOBHBIE 3Tanbl U NPUHIMIBI Pa0OTHl COTPYAHUKOB CIYKO JOKYMEHTAI[MOHHOTO obecreye-
HUS C BXOJSIIMMU, UCXOJAIIUMHU U BHYTPECHHUMU YIPABIEHYECKUMU JOKYMEHTAMH.

22. Buipl TOTOKOB IOKYMEHTOB M CTaIMM UX 00paObOTKH.

23. Peructpanuust JTOKyMEHTOB.

24. KOHTpOJIb UCTIOTHEHUS TOKYMEHTOB.

25. Homenknartypa Jies ¥ ux popMUpOBaHHE.

26. Odopmitenue ne.

27. XpaHeHue e U MOPAJOK CIaul UX B apXUB.

28. PaboTta ¢ moKkyMeHTaMH, COJIEPKAIMMHA KOMMEPUECKYIO TaifHy.

29. TloHsATHE “37EKTPOHHBINA JOKYMEHT B MH(POPMALMOHHOW CUCTEME OpraHU3alHH.

30. TepmuHOIOTHS, UCTIOIB3YyeMasi B CUCTEMAX JIEKTPOHHOTO IOKYMEHTOOOO0pOTA.

31. 3agaun cucTeM MEKTPOHHOTO JOKYMEHTOOOOpOTA.

32. YnpaBiieHUE AJIEKTPOHHBIMU JOKYMEHTAMU.

33. Knaccugukarus cucteM 3JIeKTPOHHOTO JOKYMEHT0000pOoTa.

34. Tlomxompl K CO3JJaHUIO CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTa.

35. Dransl BBIOOpa U BHEIPEHUS CHCTEMBbl aBTOMATH3AlIHH.

36. IIpoGeMbl TPaBOTO PEryIMPOBAHUS FICKTPOHHOTO JOKYMEHTOO000pOTa.

37. lloHATHS, TPUHLIUIIBEI 1 OCOOEHHOCTH MOCTPOCHUS ABTOMATU3MPOBAHHBIX CHUCTEM KOHTPOIIS
ucnosHeHus 1okymeHToB (ACKU /).

38. Cuctemsl 3MEKTPOHHOTO JoKyMeHTooOopoTa. O6mmue nonoxenus. Haznauenus CO/1.

39. OcHOBHBIE CBOMCTBA CHCTEM 3JIEKTPOHHOTO IOKYMEHTOOOO0pOTA.

40. OcHOBHBIE TEXHOJIOTHH PaboThI ¢ JoKyMeHTamu B CO/I.

41. O0mas kmaccuduKaIus CUCTEM IEKTPOHHOTO JOKYMEHTO000pOTa.

42. O630p OCHOBHBIX CUCTEM 3JIEKTPOHHOIO JOKYMEHT0000pOTa. pecTaBiIeHHbIX B Poccun u 3a
pyoexoM

43. AHanu3 BHEPEHUS CUCTEM JIEKTPOHHOTO JICIIONPOU3BOACTBA U JJOKYMEHTO000pOTa

14.1.4. Bonpocs! AJ151 NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CEMHHAPaM

TpeboBanus k 61aHkam JOoKyMeHTOB. [loAroToBKa K cOCTaBIEHHUIO JOKYMEHTOB. CXeMbl pacioo-
*KeHus: JokyMeHToB. CocTaBieHue GpopMyssipoB 1okymMeHTOB. OOmuii 61aHk. biaHk KOHKpeTHOro BHUIa
JIOKyMeHTa. biank nuceMa.

O6ume TpeboBanus K oopmiieHHIO TekcTa oTyeTa. OdopmiieHHe TUTYABHOTO JIMCTA, PUCYHKOB,
TabJIML, CIIUCKA UCIIONIb3YEMbIX HCTOYHUKOB

[TpaBuna cocraBieHust U 0pOPMIICHHS OPraHU3ALHOHHO-PACHIOPSIIUTENBHBIX JOKYMEHTOB (yCTaB,
MIOJIO’KEHHE, IITATHOE pacIiCaHue, MHCTPYKLUS, IPUKa3, pacopsKeHHE, PellIeHUe, IPOTOKOI, TOCTAHOB-
JICHUE)

[IpaBuia coctaBieHuss U OQOpMIIEHUS HH(DOPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB (Z€J0BOE
HUCHbMO, TOKJIAJHAs U CIyKeOHasl 3allUCKH, aKT, CIIpaBKa, u JIp. )

14.1.5. Bonpocs! 115 3a4éTa ¢ OLEeHKOM
. JIOKyMEHT U ero MecTo B CUCTEME yIpaBJICHUS
. HopmaTBHO-MeTOqMUECKUE aKThI, PETJIAMEHTUPYIOIIUE CO31aHue U 0pOpMIICHHE TOKYMEHTOB.
. JIoKyMeHTOBe/IeHUE KaK Hay4yHas AUCLUIUIMHA: O0BEKT, IPEAMET, OCHOBHbBIE METOBI.
. [TonsiTe «MHPOPMAIS» U €T0 pa3BUTHE.
. IloHsATHE «TOKyMEHT» U €r0 pa3BUTHE.
. O6ume n yacTHple PYHKIMH JOKYMEHTA.
. Crioco0Ob! TOKyMEHTUPOBAHUS U UX PA3BUTHE.
. [lonsiTHE CTy’)k€OHOTO TOKYMEHTUPOBAHMS U TPEOOBaHUS K JOKYMEHTaM.
. Ilopsinok perynupoBaHus, COITIACOBAHUS U MOJIMCAHUS YIIPABICHUECKUX JOKYMEHTOB.
10. CymHoCTh YyHU(UKAIMK U CTAHAAPTH3AIMN YIIPABICHUYECKUX JOKYMEHTOB.
11. TIpaBuiia oopmiieHUs CITYKEOHBIX JOKYMEHTOB.

O 0 1N DN K W —
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12. PEeKBU3UTHI U UX NpEIHA3HAYCHHUE.

13. O6mme TpeboBaHUS K TOKYMEHTHPOBAHUIO YIIPABICHYECKOM IEATEITLHOCTH.

14. CocraB, conepkaHue U 0OCOOCHHOCTH peau3alii TpeOOBaHUN K pacIOIOKEHHIO U oopmiie-
HUIO PEKBU3UTOB IOKYMEHTOB.

15. CtpykTypu3anus TEKCTOB YIIPaBICHYECKUX JOKYMEHTOB.

16. Bunpl yHUGUIIUPOBAHHBIX TEKCTOB, 0COOCHHOCTH O(hOpMIICHHS TpadapeTHOTO TEKCTa, aHKETHI
1 TaOJIUIIBI.

17. TpeGoBanust K COAEPKAHUIO, CTPYKTYPE M CTUIIIO U3JI0KEHHUS YIPABICHUECKUX JOKYMEHTOB.

18. Opranu3animoHHO-pacnopsAUTeNbHAs JOKyMeHTalus. OCHOBHbIE BUABI YIPABICHUECKUX J0O-
KYMEHTOB.

19. UndpopmanimoHHo-cripaBouHasi JokyMeHTalusl. OCHOBHBIE BUIbI

20. IlpaBuna u CTUJIb HAMKCAHUS ICJIOBOTO MUCHMA.

21. Bunpl 1e10BOT0 NuchMa.

22. OcoOEHHOCTH MEPENUCKH C HHOCTPAHHBIMU TTAaPTHEPAMH.

23. Bupl TOTOKOB JOKYMEHTOB U CTaIUU UX 00pabOTKH.

24. Peructpanusi TOKyMEHTOB.

25. KOHTpOIb UCIIOTHEHUS TOKYMEHTOB.

26. Homenknatypa nen u ux popmMupoBaHue.

27. Odopmienue nien.

28. XpaHeHue Jea ¥ NOpsIA0K CAAa4Yd UX B apXUB.

29. Pabora ¢ JOKyMEHTaMH, COJCP KaLIMHA KOMMEPUYECKYIO TalHYy.

30. ITonsiTHE “2NIEKTPOHHBIA TOKYMEHT B MH(GOPMAIIMOHHON CUCTEME OpTaHU3aIliH.

31. TepMuHONOTHS, UCIIONB3yeMasi B CUCTEMaX JIEKTPOHHOTO JOKYMEHTO000pOTa.

32. 3aymaun cucTeM 3IEKTPOHHOTO JOKYMEHTOO000pOTa.

33. YnpasieHue 3IeKTPOHHBIMU JOKYMEHTaMHU.

34. Knaccuuxkarus CUCTEM AIEKTPOHHOTO JTOKYMEHTOO0O0pOTAa.

35. Ioaxomp! K CO3AAHUIO CHCTEM 3JIEKTPOHHOTO JTOKYMEHTO000pOTa.

36. Drarbl BEIOOpa ¥ BHEAPEHUS CUCTEMBl aBTOMATHU3AIIHH.

37. IIpo6neMbl IPaBoOro peryaupoBaHus JIEKTPOHHOTO JOKYMEHTO000pOTa.

38. Drarbl pa3BUTHS JOKYMEHTO0O0POTA.

39. TloHATHS, TPUHLIUIIBEI 1 OCOOEHHOCTH MOCTPOCHUS ABTOMATU3UPOBAHHBIX CHUCTEM KOHTPOIIS
ucnoHeHus 1okymeHToB (ACKU /).

40. Cucremsbl AIEKTPOHHOTO TIOKyMeHTooOopoTa. Obmue nonoxenus. Haznauenus CO/I,

41. OCHOBHBIE CBOMCTBA CUCTEM DJICKTPOHHOTO JIOKYMEHTOO0OpOTA.

42. OcHOBHBIE TEXHOJIOTHH paboThI ¢ JoKyMmeHTamu B CO/I.

43. O0mras kmaccuuKaIus CUCTEM IEKTPOHHOTO JOKYMEHTO000pOTa.

14.2. TpeOoBaHUS K OLIEHOYHBIM MaTEePHAJIAM VISl JIUI] ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMMU
310POBbS1 1 HHBAJIH/I0B
Jis aui ¢ orpaHMYEHHBIMUA BO3MOKHOCTSIMU 3/I0POBBSI M1 MHBAJUIOB MPEIyCMOTPEHBI JTOMOIHH -
TEJIbHBIC OLIEHOYHbIE MaTepUalIbl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuua 14 — JlononHUTENbHBIE MaTepHalibl OLIGHUBAHUS ISl JIMI C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMU
310POBbsI U HHBAJIUIOB

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

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

C napyueHusmMu
ciyxa

[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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