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
m m UNIVERSITY [TpopekTop no yuebHO# padoTte
DowysaeaT NOONMCEM 3NEKTRO WHOM NOGEN B
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 (mpo¢uis) / cienpanu3anus: Byxraarepckuii yuer, aHaJIM3 U ayIuT

®opma oOyuyeHUs: 3a04Has (B TOM 4YMcJe ¢ NMPUMeHEHHMeM IMCTAHIMOHHBIX 00pa30BaTeJbHBIX
TEXHOJIOTHil)

@akynpreT: GO, PakyJbTET JMCTAHIMOHHOIO 00y4YeHHU

Kagenpa: Ixon, Kadenpa sxonomuku

Kypc: 4

Cemectp: 7

YuebOnsrit man Hadopa 2020 roma

Pacnipenenenne pabouero BpemeHu

Ne Bunsl yaeOHOI A€ATEIBHOCTH 7 cemecTp Bcero Enununner
1 CamocrosTenbHas paboTa 1ol pyKoBOJCTBOM 12 12 4acoB
MIPEeToiaBaTes
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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
Juctumnuaa «OO0mmii U AMeKTpoHHbIN gokymMeHToobopot» (B1.B.1.03.J1B.03.03) otHOCHTCS K
6soky 1 (BapuaTuBHas 4acTh).
[TpenmecTBYIONMME TUCIUTUIMHAMY, (OPMHUPYIOIIUMU HadaJIbHBIE 3HAHWUS, SBISIOTCS: JlenoBbie
KOMMYHHKaIH1, OCHOBBI HH()OPMAIIMOHHBIX TEXHOJIIOTUN, DKOHOMUKA MPEANPUSITHUSI.
[TocnenyromumMu TUCHUTUIMHAME SIBIISIOTCS: 3allUTa BBIMTYCKHON KBaTM()UKAIIMOHHOW pPabOTHI,
BKJIIOYasl MOATOTOBKY K MPOLIEAYPE 3aIIUThI U MPOLEAYPY 3aIUTHI.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

[Tpouecc n3yueHus: AMCUUILIMHBI HapaBjieH Ha (JOPMUPOBAHUE CIEAYIOIIUX KOMIIETEHIUH:

— OIIK-1 cnocoOHOCTBIO pelIaTh CTaHJApTHBIC 33Jaull NPOPEeCCHOHATBPHON NEATEILHOCTH Ha
OCHOBE MH(OPMAIIMOHHOW U OMOIHOTrpaduuecKkor KyJabTypsl ¢ MPUMEHEHHEM HH()OPMAIIMOHHO-KOMMY -
HUKAI[MOHHBIX TEXHOJIOTHH U C Y4E€TOM OCHOBHBIX TpeOoBaHUN MHGOPMAITMOHHOM 0€30MaCHOCTH ;

— TIK-8 crmocoOHOCTBIO HCHOIB30BATH ISl PEIICHUS] aHAIUTHYECKUX U MCCIIE0BATEIbCKUX 3a-
Jlady COBpEMEHHbIE TEXHUYECKUE CPEACTBAa U MHPOPMAIIMOHHBIE TEXHOJIOTHH;

B pesynpTare u3ydeHus: TUCIHUILITMHBI 00YJaIOMIUNACS TOJKEH:

— 3HATh JIOKyMEHTOBEIYECKYI0 TEPMHUHOJOTHIO; HOPMAaTHUBHBIE JOKYMEHTHI, PErIaMEHTHPYIO-
[IMe COCTaBJIeHHE U OPOpPMIIEHUE TOKYMEHTAIUH, MOPAIOK pabOThl C HUMHU; OCHOBBI JIEJIONPOU3BOICTBA
U DJIEKTPOHHOTO JIOKYMEHTO000pOTa B OpraHM3aIUsAX, IPUEMBl UCTIONB30BAaHHS IOKYMEHTO000POTa; To-
CYAapCTBEHHYIO MOJIMTUKY B cdepe TOKyMEHTAIMOHHOTO OOECIIEUeHUs yNpaBiIeHUs dJIEKTPOHHBIMU J0-
KYMEHTaMH U AJIEKTPOHHBIM JIOKYMEHTOOOOPOTOM; COBPEMEHHBIE TPEOOBaHUS K OpraHU3alluH, IPaBHIIIA U
HOPMBI pabOThI C JOKYMEHTaMU; MPUHIIUIIBI U MPOIIETyphl TOJTOTOBKY OPraHU3alMOHHBIX U PacIOpsIu-
TEJIbHBIX JOKYMEHTOB C UCTIOJIb30BaHHEM COBPEMEHHBIX TEXHUYECKHX CPEACTB U WH(POPMALMOHHBIX TEX-
HOJIOTU; TIPaBUJIa JOKYMEHTAILHOTO 0(OpMIICHHS PEIICHU B yIPaBICHUH; O0IIKEe MPUHIIUIIBI TTOCTPOE-
HUS ¥ CTPYKTYPY CHUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTa; OCHOBHBIE TpeOOBaHUs NWH(OPMALIMOHHOM
0€301acHOCTH

— yMeTh Ha OCHOBE COOpaHHOUW MH(OPMAIMH OMPEIENITh IIeTU, BEIOUPATh CPEIICTBA BEACHUS
JIEIIOBOM JOKYMEHTAIIMH; TPaMOTHO pa3pabaThiBaTh U OPOPMIISATH YIPABIEHYECKUE TOKYMEHTHI, HCIIONb-
3yeMbI€ B JICSITEIbHOCTH OPTaHU3alMi; COCTABIISATE U MPABUIBLHO O(hOPMIISTH OpraHU3aI[IOHHBIE M PACTIO-
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PAIUTENBbHBIE TOKYMEHTHI ¢ IPUMEHEHHEM MH(POPMAIIMOHHO-KOMMYHHUKAIIHOHHBIX TEXHOJIOTUN; HCIIOIb-
30BaTh BO3MOXXHOCTH OOIIEro M 3JEKTPOHHOTO JTOKYMEHTOO0OpOTa Ui MPUHATHSA U JOKYMEHTaJIbHOTO
o(opMIIeHHs yTIpaBIEHYECKUX PEIICHUH; UCIIOIB30BaTh B CBOCH MPOPECCHOHAIBHON NesITeTbHOCTH TIPH -
KJIaJ{HbIE TIPOTPaMMHBIE CPEACTBA M CPEJICTBA OPITEXHHUKH; CAMOCTOSATEILHO OCBAaUBaTh 3HAHMS, HEOOXO-
JTUMBIE I paboThI C TOKyMEHTOOOOPOTOM B KOHKPETHBIX chepax AesITeIbHOCTH OpraHu3aluu; ONepupo-
BaTh 3HAHUSAMH, TOJYYCHHBIMH IO JEIONPOU3BOJACTBY B NPOGECCHOHANBHOW AEATEIbHOCTH; peIaTh
CTaHJApTHBIE 3a/1a4i MPO(ecCHOHATBHOMN NEeSTeNbHOCTH Ha OCHOBE MH(OPMALMOHHON 1 Oubmuorpadu-
YECKOU KYJIbTYPhI

— BJAJIeTh HaBBIKAMU COCTABJICHHS U O(GOPMIICHHS OPraHU3AIMOHHBIX U PACTIOPSIIUTEIBHBIX
JOKYMEHTOB B cepe npo(ecCHOHATBHON NeATeNIbHOCTH; METOJUKON COCTABICHHUS MPOEKTOB OCHOBHBIX
YIIPaBICHYECKUX JOKYMEHTOB; HABBIKAMHU JOKYMEHTAJIBHOTO O(OPMIICHHS PEIICHHUH B yIIPAaBICHUH OIIe-
pPaMOHHOM (TIPOU3BOACTBEHHOMN) JAEATENIEHOCTBIO OPTaHU3AIMA PU BHEAPECHUN TEXHOJIOTHYECKUX, TPO-
JYKTOBBIX MHHOBAIIMH WJIM OPraHW3al[MOHHBIX M3MEHEHMH; METOAaMH M CPEACTBAMU MOIydYeHHs, oOpa-
OOTKM M XpaHEHHsS JOKYMEHTOB; HAaBbIKAMM HCIOJb30BAaHUS KOMIIBIOTEPHOM TEXHUKH, HMPOTPAMMHO-
MH()OPMALIMOHHBIX CHCTEM, KOMITBIOTEPHBIX CETEH; HaBBIKAMHU PELICHUs CTaHAAPTHBIC 3a7aqu mpodec-
CHOHAJIBHOM JIESATETLHOCTH Ha OCHOBE MH(POPMAIMOHHONW W OMOIMOrpadudeckoil KyJIbTyphl; COBPEMEH -
HBIMH TEXHHYECKHUMHU CPEACTBAMHU M MH(POPMAIIMOHHBIMU TEXHOJOTHAMH; HaBBIKaMHU 0(OpMIICHHUS padorT,

BBITIOJHSIEMBIX CTYJICHTAMH B MPOIECCe OOYYCHHUs, C yU4eTOM TpeOOBaHMIT 00pa3oBaTeILHOTO CTaHAapTa
By3a OC TYCVYP 02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIIMHBI M BUABI Y4e0HOIl padoThl
OO01ast TpyI0EMKOCTb JUCHUILUINHBI cocTaBisieT 4.0 3aUeTHBIX eIMHMILIBI U IIPECTaBIeHa B Ta0uu -

%Zgﬁl{lﬁa 4.1 — TpynoeMKOCTh JUCUUILIMHBI

Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl

7 cemecTp

KonrakThas pabota (Bcero) 12 12
CamocrosiTenpHast paboTa o1 PyKOBOJICTBOM 12 12
npenoaasarens (CPII)
Yacel Ha KOHTPOJIbHBIE PabOTHI (BCETO) 2 2
CamocTosiTenbpHas padboTa (Bcero) 126 126
[ToaroroBka K KOHTPOJIBHBIM paboTaM 61 61
CaMocTosTenbHOE N3y4eHUE TEM (BOIIPOCOB) 65 65
TEOPETUUECKON YacTH Kypca
Bcero (0e3 ax3ameHa) 140 140
[ToaroroBka u cnava 3aueTa 4 4
OO01mast Tpy1I0eMKOCTb, 4 144 144
3aueTHnie EanHAIIEI 4.0

5. Coaep:xanue TUCUMILIIHHBI

5.1. Pa3nesnl AucHUIIMHLI 1 BUALI 3aHATHI
Paznensl AMCHUIIITMHBI U BUABI 3aHATUI NPUBEICHBI B Tabmwmie 5.1.
Tabmuma 5.1 — Pasgensl IUCIUIUIMHEL U BUIBI 3aHTHHA

Bcero
JacoB
Cam. dopmupyembie
HaszBanus pasznenoB TUCIUIIITMHBL CPIL, g (6e3
pab., g KOMIICTCHITH
9K3aMeHa
7 cemecTp
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1 TIpaBoBbBIE 1 HOPMATUBHBIE OCHOBBI JIEJIOMIPOU3- 1 15 16 OIIK-1, TTK-8
BOJICTBA

2 Cranmaptu3anus npolecca J0KyMEHTHPOBAHUS 1 15 16 OIIK-1, TTK-8
3 Opra"u3aMoHHO-PACTIOPSIANTENbHAS IOKYMEH- 1 20 21 OIIK-1, TTK-8
TaIusl: TOJArOTOBKa U 0(hOpMIICHHE

4 JlokymMeHTallMOHHOE O0ecIieueHre KaapoBou pa- 2 20 22 OIIK-1, TTIK-8
00THI

5 Opranu3zanus paboThl C JOKYMEHTaMH 15 17 OIIK-1, TTK-8
6 CoBpeMeHHBIC HHPOPMAITMOHHBIE TEXHOJIOTHH B 11 13 OIIK-1, ITIK-8
JIEJIONPOU3BOICTBE

7 KynbTypa A€10BOi MUCbMEHHON peun: UCTOPHUS U 1 10 11 OIIK-1, TTK-8
COBPEMEHHOCTD

8 OCcoOEHHOCTH SI3bIKA CITY)KEOHOTO TOKYMEHTA 1 10 11 OIIK-1, TTIK-8
9 PenaktrpoBaHue TEKCTa CIY>KEOHOTO IOKYMEHTA 1 10 11 OIIK-1, ITIK-8
Hroro 3a cemectp 12 126 140

Hroro 12 126 140

5.2. Conep:xanue pa3aejioB JUCHHUILNIMHBI (CAMOCTOSAITE/IbHAsSI Pa00Ta 110/ PYKOBOACTBOM

npenoaaBarTeJis)

CO,Z[Cp)KaHI/IC pa3aAciioB JUCHUIIIINH (CaMOCTO}ITCJ'ILHaﬂ pa60Ta noJA pYKOBOJACTBOM npeno;[aBaTeJm)

MpUBEICHO B TabwmIe 5.2.

Tabmuma 5.2 — ComepkaHue pasaesioB IUCIUILUIMH (CaMOCTOATeNbHAs paboTa Mo PyKOBOJCTBOM IMPEMO-

JaBaTess)

Coneprxanue pa3zeiioB TUCIUTIIUHBI

TpymoeMkocTh, | DopMUpyeMBIE
HazBanus pazzaenos (camocrosiTenpHas paboTa Moy Py ’ PMHPY
q KOMIIETEHIIUN
PYKOBOJICTBOM TIpEIo1aBaTess)
7 cemecTp

1 IIpaBoBbIE M OcCHOBHbIE IOHATHUS AEJIONPOU3BOICTBA. 1 OIIK-1, ITK-8
HOpMaTuBHBIE OCHOBHI | DyHKIMU HokyMeHTa. Knaccudukanus no-
JIeJI0NPOU3BOACTBA KyMeHTOB. CucreMa JOKyMEHTAIMU Ha rocy-

JIapcTBEeHHOM ciryx0e. HopmaTtuBHO-TIpaBo-

BO€ U METOJMUECKOe 00ecIeYeHue J1eNo-

IIPOU3BOCTBA.

Hroro 1
2 Cranpaptu3zanus CocTtaB peKBU3UTOB IOKYMEHTOB. TpeboBa- 1 OIIK-1, T1K-8
nporecca HUS K O)OPMIICHUIO PEKBU3UTOB JIOKYMECH-
JOKYMEHTHPOBAHUS ToB. TpeboBaHus K O1aHKaM JOKYMEHTOB

Hroro 1
3 Opranu3anoHHO- OpranuzannonHas JokyMeHTanus. Pacrops- 1 OIIK-1, IIK-8
pacnopsiiuTenbHas auTenbHas JokyMeHTanus. CrpaBoYHO-
JIOKYMEHTAIUS: nH(GOPMAIIMOHHAS U CIIPABOYHO-aHATTUTHYE-
MOATOTOBKA U CKasl IOKyMEHTAIIUs
oopmieHue Vroro 1
4 JlokymenTtanronHoe | CTpyKTypa U COepKaHHe KaIpOBOMl JOKY- 2 OIIK-1, TTK-8
obecrieueHre KaapoBoii | MeHTaruu. OpraHu3aiiOHHO-KaIPOBbIE JI0-
paboThI KyMeHTbI. Opranu3aliOHHO-PACIOPSAU-

TEJIbHBIE IOKYMEHTHI. JIOKyMEeHTHpOBaHKE

5
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TPYJOBBIX OTHOIICHHH. JJoKkyMeHTaIlmoOHHOE
COMPOBOXKJICHHUE MPOIIEAYP KAJAPOBBIX TEXHO-
JIOTHHA.

Hroro
5 Opranuzanus padbots!  Opranuzanus J0KymeHTooOoporta. Opranu- OIIK-1, IIK-8
C IOKyMEHTaMU 3alys KOHTPOJISl UICTIOJHEHUS JOKYMEHTOB.
CocraBnenue HoMeHKIaTypsl Aei. [loaro-
TOBKA JIOKYMEHTOB K Ilepejjaue Ha XpaHEeHUe
B apXUB.
Hroro 2
6 CoBpeMEeHHBIE HopMmatuBHO-MeTOIMYECKOE W TPABOBOE 2 IK-8
UH(QOPMaIIMOHHBIE o0ecrieyeHre CTaHAapTU3alluy 1 aBTOMaTH-
TEXHOJIOTUHU B 3alMU aenonpou3BoacTBa. OCHOBHBIE MOHS-
JIEJIONPOU3BOACTBE TUS DJIEKTPOHHOTO JenonpounssoacTea. Cu-
CTEMBbI aBTOMATHU3alMH JEI0NPOU3BOCTBA.
DNEKTPOHHOE TOKYMEHTUPOBAHUE. DIIEK-
TPOHHBIN TOKYyMEHTOOOOPOT.
Hroro 2
7 Kynmprypa nenoBoii | OCHOBHBIE aCIIEKTHI KYJIBTYPBI I€JI0BOU 1 OIIK-1, ITIK-8
NIACbMEHHOU peYH: peun. Micropust pycckol [eJI0BOM ITUCBMEH-
UCTOPHS U HOCTH U pa3BUTHE TOKyMeHTa. IHTepHaimo-
COBPEMEHHOCTD HAJIbHOE U HALIMOHAJBHOE B CIYKEOHOM J10-
KyMEHTE.
Hroro 1
8 OcobeHHOCTH s13b1Ka | CTaHAapTU3AIMS S3bIKA TOKYMEHTA. SI3bI- 1 OIIK-1, TTK-8
CILy>keOHOTO KOBbIE TpeOOBaHUS K 0O()OPMIICHUIO PEKBU3H-
JOKyMEHTa TOB JJOKYMEHTa. SI3bIKOBO€ O(hOpMIICHUETNY-
HBIX JIOKYMEHTOB. /[e710BO€ MMChbMO:BU/IbI U
A3BIKOBOE O(OPMIICHHE
Hroro 1
9 PenaktupoBanue Meronuka pegakTUpOBaHKs U TEXHUKA IIPaB- 1 OIIK-1, IIK-8
TEKCTa CIy>KEOHOTO KU CTYKeOHBIX JOKYMEHTOB. TunuyHbie
JOKYMEHTa OLIMOKHM B SI3bIKE U CTHUJIE JOKYMEHTOB.
Hroro 1
Hroro 3a cemectp 12

5.3. Paznenbl AMCHUILIMHBI U MEKIUCIMIUIMHAPHBbIE CBSI3H € 00ecneYnBAKIIMMH (TpeabIy UMH)

U 00ecreuynBaeMbIMU (HOCJIeIlleIIII/IMI/I) AUCHUIIMHAMHA

Paziensl AUCIIUTUIMHBI M MEKIUCITUTUIMHAPHBIC CBS3H C 00€CTICUMBAOIIMMU (MTPEABIAYIIMMA) H
obecrnieunBaeMbIMU (TTOCJIETYIONIMMHI ) AUCITUTUIMHAME TPEJICTABIECHBI B TabmuIe 5.3.
Tabmua 5.3 — Pa3aensl AMCHMIUIMHBL U MEXIUCITUIUIMHAPHBIE CBS3H

HanMeHnoBaHue TUCIUILINH

Ne paznenoB qaHHON AUCUUIUIMHBL, 17151 KOTOPBIX HEOOXOAUMO U3yYCHHE
00ecIIeunBarOIIMX U 00ECIEYNBAEMBIX TUCHMUITINH

1 2 3 4 5 6 7 8 9
[IpenmecTByromue TUCHUILIMHBL
1 JlenoBble KOMMYHHKAIIMHA + + + + + + + + +
2 OCHOBBI I\/IIH(I)OpMaL[I/IOHHLIX n n n n n n n
TEXHOJIOTU
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+ + +

3 DKOHOMUKA NPEANPUITHS + + +

[Tocnenyromue TUCHUIIITUHBL

1 3amura BBITYCKHON KBaJU-
(uKaMOHHON PabOThI, BKIIIO-
yasi IOATOTOBKY K IpOLEype
3aIUTHI U TPOIEYPY 3aIIUTHI

5.4. CooTBeTcTBHE KOMIIETEHINI, (POPMHUPYEMBIX PH U3YYCHUHU AUCUMIIMHBI, M BU/10B 3aHATHH
CooTBeTcTBHE KOMIETEHUUH, (HOPMUPYEMBIX MpPHU H3YyYEHUH AMCLUMIUIMHBI, U BHJIOB 3aHATUN

npezcTaBiIeHo B Tabmuie 5.4.
Tabmuua 5.4 — CooTBeTCTBUE KOMIIETEHIIUH, (POPMUPYEMBIX MTPU U3YYEHUHN JUCIUIUIUHBL, U BUIOB 3aHS -

TUN

Bunnl 3ansatuit
Komnereniuun ®opMbI KOHTPOJISI
CPII Cam. pa6.
OIIK-1 + + KonTponsHas padota, Tect, 3auét ¢
OLICHKOU
ITK-8 + + KonTponbHas padota, Tect, 3auét ¢
OLIEHKOU
6. UnTepakTBHBIE MeTOABI M (OPMBI OPraHN3aLMU 00yYeHH s
He npenycmorpeno PVYII.
7. JlabopaTtopHble paGoThl
He npenycmorpeno PVYIIL.

8. HUachl Ha KOHTPOJIbHBIE PA0OTHI
Yackl Ha KOHTPOJILHBIE pabOTHI MpUBeeHBI B TadmuIe 8.1.
Tabmuua 8.1 — Yackl Ha KOHTPOJIBHEIE PAOOTEHI

o TpynoemkocTs, | DopMupyembie
No Buna koHTpOIBHOM pabOThI pYA PMUPY
q KOMITETCHITH
7 cemecTp
1 KonTponpHas paboTta ¢ aBTOMaTU3MPOBAHHOM 2 OIIK-1, T1K-8
IIPOBEPKON

9. CamocrosiTesqibHas1 padoTa
Bunbr camocTosTenbHOM paboThl, TPYAOEMKOCTh U ()OPMUPYEMbIE KOMIIETCHIIUH TPEICTABIICHBI B

tabmme 9.1.
Tabauma 9.1 — Buapl caMOCTOSTEIBHON pabOThI, TPYAOEMKOCTh U (DOPMHUPYEMbIe KOMIIETEHITUN

Bunasl camoctosTensHolt | TpynoemkocTh, | DopMupyembie

Haspanus pasnenon a PyA ’ PMHPY DopMbI KOHTPOJIS
paboThI q KOMIIETEHIIHHU
7 cemecTp

1 TIpaBoBbIE U CamocTosTensHOE U3yde- 10 OIIK-1, ITK-8  |3a4€T c o1eHKoM,
HOpPMaTUBHbIE HUE TeM (BOMPOCOB) TE€O- KontponwsHas pado-
OCHOBBI PETUYECKON YacTH Kypca Ta, Tect
ACTOUpOU3BOACTBA [ToaroroBka Kk KOHTPOJIb- 5

HBIM paboTam

Hroro 15
2 Cranmaptuzanus | CaMoCTOSITENIbHOE U3yde- 10 OIIK-1, ITIK-8 | 3a4éT c o11eHKOMH,
nporecca HUE TeM (BONPOCOB) TEO- KontponpHas pabo-
JIOKYMEHTHUPOBAHUS | PETUYECKOM YacTH Kypca Ta, Tect
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[ToaroroBka Kk KOHTPOJIb- 5

HBIM paboTam

Hroro 15
3 OpranuzaimoHHo- | CaMOCTOSITENBHOE U3yYe- 10 OIIK-1, ITK-8 |3a4€T c oueHkoi,
pacnopsiiMTenbHas | HU€ TeM (BOIIPOCOB) TEO- KontponwsHnas pado-
JIOKYMEHTAIHS: pPETHUYECKON YacTu Kypca Ta, TecT
TIOATOTOBKA 1 [ToaroroBka Kk KOHTPOJIb- 10
oQopmierme HBIM padboTam

Uroro 20
4 CamocTosTensHOE U3yde- 10 OIIK-1, ITIK-8 | 3a4€T c O1eHKOMH,
JIoKyMEHTaIIMOHHOE | HUE TeM (BOPOCOB) TE€O- KonTponbnas pado-
obecrieueHue PETHUYECKOM YyacTH Kypca ta, Tect
kanpoBoit paboTsI [ToaroroBka Kk KOHTPOJIb- 10

HBIM paboTam

Hroro 20
5 Opranuzanus CamocrosiTenbHOe U3yye- 5 IK-8 3auéT C OLICHKOH,
paboTHI C HUE TeM (BOTIPOCOB) TE€O- KonTpoasnas pado-
JTIOKyMEHTaMu pPETUYECKOM YacTu Kypca Ta, TecT

[ToaroroBka Kk KOHTPOJIb- 10

HBIM paboTam

Uroro 15
6 CoBpeMEHHBIC CamocTosTenbHOE n3yde- 5 [TK-8, OIIK-1 |3auéT c oneHkou,
nH(OPMAIMOHHBIE | HUE TeM (BOMPOCOB) TEO- KontponwsHas pabo-
TEXHOJIOTUHU B pPETHUYECKOM YacTu Kypca Ta, Tect
ACHOIPOUIBOACTBE | 11 1rotoBKa K KOHTPOJIb- 6

HBIM paboTam

Uroro 11
7 KynbTypa CamocrosiTenbHOe U3yye- 5 OIIK-1, [IK-8 | 3auéT c oueHKoM,
bi (< (0):10)% HUE TeM (BOTIPOCOB) T€O- KonTponsnas pado-
MMMUCbMEHHOW pEYM: | PETUYECKOM YacTU Kypca Ta, Tect
HCTOpHA 1 [ToaroroBka K KOHTPOJIb- 5
COBPEMEHHOCTh HBIM paGOTaM

Hroro 10
8 OcobenHocTu CamocrosiTenbHOe U3yue- OIIK-1, ITK-8 |3a4€T ¢ OLICHKOI,
sI3bIKA CIIY’)KEOHOTO | HUE TeM (BOTIPOCOB) TEO- KonTpoasHas pado-
JIOKyMEHTa pETUYECKOM YacTu Kypca Ta, TecT

[ToaroroBka Kk KOHTPOJIb- 5

HBIM paboTam

Hroro 10
9 PenaktupoBanne |CaMOCTOSTENbHOE U3YyYe- OIIK-1, ITIK-8 | 3a4éT c o11eHKOMH,
TEKCTa CIIY’)KeOHOTO |HHE TeM (BOIPOCOB) TEO- KontponpHas pabo-
JOKYMEHTa pPETHUYECKOM YacTH Kypca Ta, Tect

[ToaroroBka Kk KOHTPOJIb- 5

HBIM paboTam

Hroro 10
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BrinonHenne KOHTPOJIb- 2 OIIK-1, IIK-8 |KonTponbHas pabdo-
HOU paboThI Ta

Hroro 3a cemectp 126
ITonroroBska u cgada 3a- 4 3a4éT c OIEHKOH
yeTa

Hroro 130

10. KoHTpOJIb cCaMOCTOSATEILHOM padoThI (KypCOBOii MPOeKT / KypcoBasi padbora)
He npenycmorpeno PVYIIL.

11. PeliTuHrOBasi cucTEMa AJISl OHCHKHU yCII€BaA€EMOCTH oﬁyqammnxm
Petitunrosas cucreMa He HCIIOJIb3YCTCH.

12. YueOHO-MeTOAUYecKOe U MHGOPMANIMOHHOE O0ecTieueHrue TUCIHIIINHBI

12.1. OcHoBHas1 JIMTEpaTypa

1. Haummonansnsiii crangapt PO I'OCT P 7.0.97-2016 "Cucrema crangapToB o HHGOpMAaIHH,
OUOIMOTEYHOMY U M3JaTeNbcKoMy Aeny. OpraHu3aloHHO-pacIopsAUTENbHAS TOKyMeHTanus. TpeboBa-
HUSL K 0OpMIIEHUIO JOKYMEHTOB" (yTB. mpuka3oM denepasbHOro areHTCTBa MO0 TEXHUYECKOMY peryiiu-
poBaHuI0 U MeTposioruu ot 8 aexadps 2016 r. N 2004-ct) [DnekTponHbIit pecypc]: — Pexum noctyma:
http://docs.cntd.ru/document/1200142871/ (nara obpamenus: 25.09.2021).

2. Ilysanosa, H. H. OcHOBBI 1€701IPON3BOJCTBA. SI3BIK CTY)KEOHOTO TOKyMEHTA [ DJIEKTPOHHBIN
pecypc]: yueOnuk u mpaktukym ais By3oB / H. H. IllyBanosa, A. 1O. MBanoBa ; moa obmielt penakmueit
H. H. llyBanoBoii. — 2-e u3a., nepepad. u gon. — Mocksa : U3narensctBo IOpaiit, 2020. — 428 ¢. —
(Beicmiee o6pazoBanue). — ISBN 978-5-534-10848-4. — JlocTyn u3 nu4HOrO KabuHeTa cTyneHTa — Pe-
KUM JocTyma: https://urait.ru/viewer/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-
450549#page/1 (mara obpamenus: 25.09.2021).

3. JHoponuHa, JI. A. Opranuzanusi ¥ TEXHOJOTUS JOKYMEHTAI[MOHHOTO OOECTIeYEeHHUs yIpaBiie-
HUS [DNeKTpOHHBIN pecypc]: yueOHUMK U mpakTukyM it By3oB / JI. A. Jloponuna, B. C. UputukoBa. —
Mockaa : U3narensctBo FOpaiit, 2020. — 233 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-04568-
0. — Texcr : anextponnsiii / DBC FOpaiuT [caiiT]. — JlocTyn 3 nuyHOr0 KabMHETa CTyJIeHTa — Pexum
JocTyna: https://urait.ru/book/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya-413265 (nata oopamenus: 25.09.2021).

12.2. lonosiHuTEIbHAS JIUTEPATYpPa

1. TOCT P 7.0.8-2013. Cucrtema cTanmapToB 1o nHpopMaIuu, OHOIHOTEYHOMY U U3/IaTeIThCKO-
My aeny. Jlenonpou3BoJCTBO U apXUBHOE J1e710. TepMUHBI U OTIpeieieHus [ DNeKTPOHHBIN pecypc]: — Pe-
*uM noctyna: http://docs.cntd.ru/document/1200108447 (nara o6pamenus: 25.09.2021).

2. Ky3nenos, U. H. [lokymeHTarmonHoe obecrieueHue ynpasiaeHus. JJokyMeHTOO00pOT U J1e10-
MPOM3BOJCTBO [DIIEKTPOHHBIN pecypc]: yueOHuKk u npaktukyM s By3oB / M. H. Ky3nenoB. — 3-e u3.,
nepepad. u mon. — Mocksa : M3narenbctBo HOpaiit, 2020. — 461 ¢. — (Bricmee obpa3oBanme). —
ISBN 978-5-534-04275-7. — Texkcr : anekrponnstii // ObC FOpaiir [caiiT]. JocTym u3 IMIHOTO KaOMHETA
cryneHTa — Pexkum  goctyma:  https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-
dokumentooborot-i-deloproizvodstvo-449769 (nara obpamenus: 25.09.2021).

12.3. YueOHO-MeTOAHYECKHE MTOCOOUSHA

12.3.1. O6s3aTe/ibHbIE Y4eOHO-METOAMYECKHE MOCOOUs

1. Axcenosa JK.H. OOmuii 1 31€KTpOHHBIN TOKyMEHTOOOOPOT: 31eKTpoHHbIN Kypc / K .H. Akce-
HOBa. - Tomck: TYCVYP, ®J10, 2020. Joctyn u3 nTuyHOro KabUHETa CTyJCHTa

2. JKuranosa B.H. O0umii u 371eKTpOHHBIA JOKYMEHTO000OPOT [DIEKTPOHHBINH pecype] [Dnek-
TPOHHBIN pecypc|: METOAMYECKHE YKa3aHUs 110 OpraHMU3allMM CAMOCTOSTEIbHONU paboThl /Ui CTYJEHTOB
3a04HOM Qopmbl o0ydeHus HanpasieHuit 38.03.02 MenemxMeHT, 00yJaroIuXcsi ¢ MPUMEHEHUEM JUCTaH-
IIMOHHBIX 00pa3zoBaTenbHbIX TexHoyoruil / B. H. XKuranosa, M. A. Adonacosa. — Tomck : /10, TYCVYP,
2018. — Pexum poctyna: JlocTym wu3 JaM4yHOro KabuHeTa crygeHTa — Pexum pocryma:
https://study.tusur.ru/study/library/ (mata odopamenus: 25.09.2021).
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12.3.2. YueOHO-MeTOAMYECKHE MIOCOOMS IJIs1 JIMI € OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbS H
HHBAJIMI0B

Y4eOHO-MeTOqYECKHe MaTeprabl ISl CAMOCTOSTEIBHON U ayTUTOPHOM paboThl 0Oydaromumxcs
U3 YHCiIa JIUI ¢ OTPAaHNYCHHBIMU BO3MO)KHOCTSIMU 3/I10POBbSl 1 MHBAINAOB MIPEAOCTABISIOTCS B (opMax,
aIalITUPOBAHHBIX K OTPAaHMYCHUSIM UX 3/I0POBbS M BOCIIPUATHUS HH(DOPMAITHH.

JI1s1 JIMI ¢ HAPYIIEeHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPHUPTOM.

JIJ1s1 JIMI ¢ HAPYIIEeHUSIMH cJIyXa:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B Ie4yaTHoOU hopme.

JIJ1s1 JIMI ¢ HAPYLIEHHUSIMH OTIOPHO-ABHIaTeJILHOTO anmapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

12.4. TIpodeccuonaabHbie 6236l JAHHBIX H HHGOPMAIIMOHHBIE CTIPABOYHBIE CHCTEMBI

1. Koucynprantllmoc: www.consultant.ru (1octyn u3 THYHOrO KaOMHETa CTYICHTA IO CCHUIKE
https://study.tusur.ru/study/download/)»

2. JIonoJHHUTENHHO K MPOGEeCCHOHATBHBIM 0a3aM JaHHBIX PEKOMEHIYETCsI UCIIOIb30BaTh HHPOP-
MaIlMOHHbIE, CPAaBOYHBIC U HOPMAaTHBHBIE 0a3bl JaHHBIX https://lib.tusur.ru/ru/resursy/bazy-dannyh

13. MartepuajibHO-TEXHUYECKOE o0ecnedyeHue TUCIUIINHBI U TPpedyeMoe MporpaMMHoe
o0ecneyeHune

13.1. O6uiue TpedGoOBaHMA K MATEPHAJBHO-TEXHUYECKOMY H IPOrPAMMHOMY 00ecrie4eHHI0
AUCHMILTUHBI

13.1.1. MaTrepuaJbHO-TEXHHYECKOE U MPOrPaMMHOe o0ecredyeHre JHCIUIITTHHBI

Kabuner nyist camocToaTenbHON pabOThI CTYJIEHTOB

yueOHas ayTUTopus JJIsl IPOBEICHHS 3aHATUI J1a00paTOPHOTo THIIA, IOMEIIEHHE [T TPOBEICHUS
TPYIIOBBIX W WHAWBUAYAIBHBIX KOHCYJIBTAINH, TOMEIICHUE JIJISl TIPOBEJCHUS TEKYIIETO KOHTPOJIS U TIPO -
MEXYTOUHON aTTeCTallUH, IOMELICHHUE JJISi CAMOCTOSTEIbHON paboThI

634034, Tomckas obnacts, T. Tomck, Bepmuauna ynwua, n. 74, 207 ay.

Onucanue uMeronierocs 000pya0BaHuUs:

- KommyraTop MicroTeak;

- Kommbrorep PENTIUM D 945 (3 mit.);

- Komnetorep GELERON D 331 (2 mt.);

- KommuiekT cnienmanuzupoBanHoi yueOHoM Mebenu;

- PaGouee mecTo mpemnoraBares.

[TporpamMHOe obecrieueHue:

— 7-zip (¢ BO3BMOXHOCTBIO yIAJIEHHOTO JJOCTYTIA)

— Google Chrome

— Kaspersky Endpoint Security 10 gns Windows (¢ BO3MOXXHOCTBIO YIaJI€HHOTO JJOCTYIIA)

— Microsoft Windows

— OpenOffice (¢ BO3BMOXHOCTBIO YIAJICHHOTO JTOCTYTIA)

13.1.2. MaTrepuaJibHO-TEXHHYECKOE H MIPOrPaMMHOe o0ecredyeHne JJIs1 CAMOCTOSITe IbHON padoThI
st camocTosTeNnbHOM paboThl HCTONB3YIOTCA y4eOHblE ayAUTOPUU (KOMIIbIOTEPHBIE KJIacchl),
PacIOJI0KEHHBIE 10 a/pecam:
- 634050, Tomckast o6macTs, 1. Tomck, Jlennna mpocnexr, 1. 40, 233 ayn.;
- 634045, Tomckas obnacts, T. Tomck, yi. KpacHoapmeiickas, a. 146, 201 ayx.;
- 634034, Tomckast o6macTs, 1. Tomck, Bepmmanna ynuna, 1. 47, 126 ayn.;
- 634034, Tomckast 06nacTb, T. Tomck, Bepimanna ynuima, 1. 74, 207 ayx.

CocTtaB 060pyI0BaHMS:
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- yueOHasi MmeOerb;

- komnetoTepsl kinacca He Hike [IDBM INTEL Celeron D336 2.8['T. - 5 miT.;

- KOMIBIOTEPHI MOJIKIIOUYEeHBI K ceTu «/HTepHeT» U 00eCreynBaroT JOCTYI B AJIEKTPOHHYIO HH-
(dhopManMOHHO-00pa30BaTEIbHYIO CPely YHUBEPCUTETA.

[Tepedens mporpaMMHOTO 0OECIICUCHUS:

- Microsoft Windows;

- OpenOftice;

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

- Google Chrome.

13.2. MaTepuajibHO-TeXHHYECKOe oOecredeHre TUCUMIIIMHBI JIS JIMI C OrPAHMYEHHbIMU
BO3MOKHOCTSIMH 310POBbSI 1 HHBAJIN/10B

OcBO€HHE NUCLUIUIMHBI JIMIIAMU C OTPAHUYEHHBIMH BO3MOXXKHOCTSMH 370POBbS U MHBAJIHMIAMHU
OCYILECTBIIAETCS C UCIIOIB30BAHUEM CPEIACTB 00ydeHHs OOIIETO U CHEIMAIbHOIO Ha3HAUYCHHUS.

[Tpu 3aHATHAX ¢ 0OYYAIOLIUMUCS ¢ HAPYIIEHHSIMH CJIyXa MPEIyCMOTPEHO UCIOIb30BaHHUE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJIbTUMEIUHHBIX CPECTB U PYTUX TEXHUUYECKUX CPEACTB MpueMa/mepena-
i yueOHOM nH(pOpMaIuu B JOCTYMHBIX (hopMax, MOOUILHOM CUCTEMBI IIPENoIaBaHus 11 00yJaronIXcs
C MHBAJIMIHOCTBIO, MOPTATUBHON MHIYKIITMOHHOW CUCTEMBI. YdeOHas ayIuTOPHsl, B KOTOPOU 3aHUMAIOTCS
oOyyaromyecsi ¢ HapylIeHUEM cllyxa, 000pylIoBaHa KOMITBIOTEPHON TEXHHKOH, ayIMOTEXHHUKOH, BHUJEO-
TEXHUKOU, SJIEKTPOHHOMU JOCKOW, MYJIbTUMEAUMHON CUCTEMOM.

[Tpu 3aHATHAX C OOYUYAIOUIUMUCS ¢ HAPYIIEHUSIMU 3PEHUSIMH [IPETyCMOTPEHO UCIIOJIb30BaHUE B
JCKIIMOHHBIX U y4eOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAICHHBIX 00BEKTOB (HAIIpUMep, TEKCTa
HAa JIOCKE WM CJaif/la Ha 3KpaHe) MPpU MOMOILY BUACOYBETUUHUTENCH 151 KOM(GOPTHOTO IPOCMOTpA.

[Tpu 3aHATHAX C 0Oy4YaIOLIMMUCS ¢ HAPYLIEHHUSIMH OIIOPHO-ABUIaTeIbHOIO almapara HCIOJb-
3YIOTCS aJIbTepHATHUBHBIEC YCTPOMCTBA BBOAA MH(OPMAIIUU U IpYrHe TEXHUUECKHE CPe/ICTBA IprueMa/miepe-
naun yuyeOHOM MHPOpPMaH B JOCTYIHBIX (popMax, MOOMIIBHOW CHCTEMbI OOYUEHUs UIs JIIOJCH ¢ UHBA-
JUAHOCTBIO.

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

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB M METOANYECKUE PEKOMEH AU
I[JISI OIICHKU CTCIICHU C(i)OpMI/IpOBaHHOCTI/I n ypOBHSI OCBOCHHA SaerﬂJIeHHBIX 3a HHCHHHHHHOﬁ
KOMIIETCHITUI MCTIOJB3YIOTCS OIIEHOYHbBIE MaTepUalibl B COCTABE:

14.1.1. TecToBble 3aganus
1. Jlate onpenenenne JOKyMEHTHPOBAHUIO:
a) JlokyMeHTHpOBaHUE — ATO MPOIIECC CO3MaHMsI U 0OOPMIICHUS TOKYMEHTOB;
b) lokymeHTHpOBaHHE — 3aTUCh MH(POPMALIUK HA HOCUTEJNE 110 YCTAaHOBJIEHHBIM MTPaBUIIaM;
¢) JlokymeHnTupoBanue — obecredeHre CBOEBPEMEHHOTO U MPABUIBHOTO CO3AaHUS JTOKYMEHTOB;
d) JloxymeHTHpOBaHUE — 3aMMCh UH(DOPMAITUU Ha PA3TMYHBIX HOCUTEIISX TI0 YCTAaHOBJICHHBIM MPABUJIAM.

2. Jlate onpeneneHre TOKyMEHTY:

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

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

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

d) oxymeHT — 310 ciocol ¢pukcanuy HHPOPMAIIH.

3. Uto Takoe opUIIHATbHBIN JOKYMEHT?

a) OdunuanbHbIi JOKYMEHT — JOKYMEHT, CO3JJaHHBIM OpTraHu3alliel, JOMKHOCTHBIM JIUIIOM HWIIH
TpaXTaHUHOM, O()OPMJICHHBIN B YCTAHOBJIEHHOM TOPSIKE;
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b) OdunmanbHBI JOKYMEHT — JOKYMEHT, IpeIHa3HAYCHHBINA JJIS Tepelaull JpyroMy JHIY IOpHU-
JUYECKUMU WU (PU3NYECKUMHU JIUIIAMU B YCTAHOBJIEHHOM IOPSIIIKE;

¢) OduunanbHbBIA TOKyMEHT — TOKYMEHT, CO3/1aHHBIN, OOPMIICHHBINH U YIOCTOBEPEHHBIH B ycTa-
HOBJICHHOM IOPSAJIKE JJI1 MHOTOKPAaTHOTO UCIIOIb30BAHMS.

d) Her npaBuibHOTO OTBETA

4. Yo TaKkoe 3JEKTPOHHBIN JOKYMEHT?

a) DJIEKTPOHHBINA TOKYMEHT — 3TO JIOKYMEHT, MH(pOpMalusg KOTOPOTo MpeAHa3HaueHa AJs repena-
YU IPyroMy JIUILY;

b) DAEKTPOHHBIA OKYMEHT — 3TO O(UIMAIBHBIA JOKYMEHT, TIPEICTABICHHBIN B DJEKTPOHHOM
opme;

¢) DNEeKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, UH(OpMallKs KOTOPOTo MpEeACTaBlieHa B AJIEKTPOH-
HOU (opme;

d) DHeKTpOHHBIH MOKYMEHT — 3TO OQUIHMAIBHBIA JOKYMEHT, NPEICTABICHHBIN B 3JIEKTPOHHOM
dbopMe mocie ero moANUCaHus JOKHOCTHBIM JIUIIOM B TOPSIIKE, YCTAaHOBIEHHBIM 3aKOHOMATEIIECTBOM
PO.

5. Yro npencrasiusier coboit opopmieHue JOKyMeHTa?

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

b) OdopmieHnne JOKyMEHTa — 3TO COTIIACOBAHMUE TOKYMEHTA, MOMCAaHNEe JOKYMEHTA,

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

d) Het nmpaBunbpHOTO OTBETA.

6. Uto npencrapisieT coboil cuctemMa JOKyMEHTaIuu?

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

b) Cuctema JOKyMEHTAIMH MPEACTABISACT OO0 COBOKYITHOCTh TOKYMEHTOB, B3aMMOCBSI3aHHBIX
10 TPU3HAKaM HPOUCXOXKICHUS, Ha3HA4YCHUs, BUAA, chepbl NEATENbHOCTH, €AWHBIX TPEOOBaHMH K HMX
odopmiieHuIo;

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

d) Cucrema HOKyMEHTAIlMU MPEJICTABIAET COO0H COBOKYIMHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX
10 NIPU3HAKaM Ha3Ha4YeHus!, chepsl AeATEIbHOCTH U €UHBIX TPEOOBaHUH K UX O(OPMIICHHIO.

7. KakoBBbI 3TaIbl MOArOTOBKH PACTIOPSAAUTEIBHOTO JOKYMEHTA?

a) JTO corlacoBaHME JOKYMEHTA, TTOIIMHCAHUE TOKYMEHTA,

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

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

d) Dro m3ydyeHue ympaBIEHYECKOro BONpOCa, CQepbl AEATENBHOCTH, €IWHBIX TPeOOBaHHMHA 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 TO/a, COBMECTHO C MPUKA3aMH I10 JIMYHOMY COCTaBY;

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

9. Kak ocymiecTBisieTcs cornacoBaHue JOKyMeHTa?
a) CornmacoBanue OCYIIECTBISIETCS TyTEM BU3UPOBAHUS WM MPOCTABICHUS Ipr(a COrIacoBaHHS;
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b) IIpoBonuTcs OLEHKA MPOEKTa O(QUIIMATBFHOTO JOKYMEHTA 3aWHTEPECOBAHHBIMU OpTraHU3aIUs -
MU, JOJDKHOCTHBIMHU JIMLAMH, CIIELUAIUCTAMH;

¢) [lonHOCTBIO MOATOTOBIEHHBIE IPOEKTHI JOKYMEHTOB IPECTABIISAIOTCA HA COITIACOBAHUE JOJIK-
HOCTHBIMHU JIMLIAMH, CIIELIMAJINCTAMH;

d) JIokyMeHTBI BCTYHAlOT B CHJIy C MOMEHTA MX COIJIACOBAHMS U JOBEICHHUS 10 CBEICHUS MCIOJ-
HUTEN.

10 . Y3 kakux ABYX YacTedl COCTOMT TEKCT PACTIOPSIUTEIBHBIX JTOKYMEHTOB, HEOOXOMUMBIX ISt
CO3/IaHUsI HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYP?

a) BBogHO# 1 KOHCTaTUPYIONICH;

b) BBoaHOI 1 OCHOBHOIA;

¢) OCHOBHOW ¥ pacropsIAUTEITLHOM;

d) Koncrarupyromieit 1 pacnopsaAuTeIbHOM.

11. YcraB opranuzanuu OTHOCUTCS K:

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

d) opraHu3anMOHHON TOKyMEHTAIlUN

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

a) Ha Onanke npuka3za He yKka3bIBaeTCs Ha3BaHHE BUJA JOKYMEHTa,;

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

¢) Ha 6nanke oduimaasHOTO MUChMa HE YKa3bIBAETCs Ha3BaHWE BUJIA JOKYMEHTA,
d) Ha Gnanke pemieHus He yKa3bIBaeTCsl Ha3BaHUE BUJIA JTOKYMEHTA.

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

b); sMOIemMa opraHu3anuu;

¢) sMbsemMa opraHu3alliy Wi TOBAPHBIN 3HAK;

d) ToBapHbIii 3HAK.

14. K opraHu3anOHHBIM JOKYMEHTaM, HEOOXOIUMBIX JUIsl CO3JaHUs HOBBIX HpPEANPHHUMATEb-
CKHX CTPYKTYP OTHOCHT:

a) MOJIOXKEHUE, YCTaB, IPUKa3, CTPYKTypHas U IUTaTHasl YUCIEHHOCTb, UHCTPYKLUS, JOIOBOP;

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

C) MOJIOKEHUE, YCTaB, IIPUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAsl YUCIEHHOCTb, UHCTPYKLIUS, 110~
TOBOD;

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

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

a) JlokyMeHT0060pOTOM;

b) [loTokOM JOKYMEHTOB;

¢) O6paboTKOI TOKYMEHTOB;

d) Perucrpamueii jokymMeHra.

16. Peructpanuu nomjiexxar JOKYMEHTBI:
a) Bxopsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYMEHTOB.

17. Yto Takoe HOMEHKJaTypa Jaei?
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a) Homenknarypa nenm — 310 Bce JOKYMEHTBI Ha MIPEANPUATHH;

b) HomeHkmaTypa aen — 3T0 CHCTeMaTU3UPOBAaHHBIN MEPEYCHb 3aBOJMMBIX B OpTraHU3aIMH e C
yKa3aHHEM CPOKOB MX XpaHEHUs, 0(pOPMIICHHBII B yCTaHOBICHHOM IOPSIIKE;

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

d) Her npaBuibHOTO OTBETA

18. B opranu3anvoHHbBIX U paCHOPSIAUTENLHBIX TOKYMEHTAX, HEOOXOAUMBIX, JUIS CO3/1aHUSI HOBBIX
NpeANPUHAMATEICKUX CTPYKTYP, OQOpPMIISIEeMBIX Ha ABYX M Oojiee JIUCTaxX HOMEpa CTPaHUIl MPOCTaB-
JISIFOTCS. ..

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

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

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

d) ITocnenoBaTenbHO Ha KaX/10i CTpaHUIIE B IPABOM HUKHEM YIITy apaOCKUMHU IIUPpamMHu.

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

a) OJIMH;

b)orpaHuveHus HE YCTaHOBJICHBI,

c)He Ooee MIEeCTH pas;

d) U3MEHSATH ero B TEYCHHE Tojia HENb34.

20. Ilpukasbl, MPOTOKOJIBI, PACTIOPSKEHUS, PEIICHUS, OTHOCSATCS K:
a) OpraHM3alMOHHBIM JOKYMEHTAM MPEANPUATHS;

b) pacriopsiANTETbHBIM JOKYMEHTAM TPEIITPUSATHUS;

C) IOKyMEHTaM 110 JTJUYHOMY COCTaBY MPEANPUATHS;

d) nadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHS.

14.1.2. TeMmbl KOHTPOJILHBIX padoT

OO1Mii 1 IEKTPOHHBINA JOKYMEHTOO00POT

1. UndopManimoHHbIe TIOTOKU B OpraHU3aUH JT0JIKHBI OBITh:

a) ONepaTuBHBIMU

0) HEYCTOMYNBBIMU

B) MUHUMAaJIbHBIMU

') ONTUMAJIbHBIMU

2. CnenuduueckumMu GpyHKIMAMU JOKYMEHTA SBIISIOTCS

a) KyMyJISTUBHAs (PYHKIUS

0) HayyHO-UCTOpUYECcKas QyHKLUS

B) (YHKLMS OpraHU3aluu CUCTEMBbI YIIPaBJICHUS

I') KOMMYHUKaTUBHAs (PYHKIUSA

3. YHudunupoBaHHas cUCTEMa OPraHU3aLMOHHO-PACIIOPSIUTENBHON JOKYMEHTAIIUU YCTaHABIIU-
BaeT

a) COCTaB PEKBU3UTOB JIOKYMEHTOB U TpeOOBaHUS K UX 0(OPMIICHUIO

0) enuHbIe TPEOOBAHMS K COCTABIICHUIO CIIY)KEOHBIX JOKYMEHTOB BO BCEX OpraHU3aIUIX

B) TpeOOBaHMs K OJJaHKaM JTOKYMEHTOB

I') HOPSIIOK JI€J0NPOU3BO/ICTBA

4. B I'paxxnanckom konexce P® ycraHoBieHbI

a) BUJbl OTBETCTBEHHOCTH HApYILEHHUsS! YCTAHOBJICHHBIX MPaBUi OOpalleHHus ¢ JOKYMEHTaMu, CO-
Jep KallMMU FOCYyJapCTBEHHYIO TallHYy

0) OCHOBHBIE NPUHIIUIIBI COLIUATBHOTO MApPTHEPCTBA

B) TpeOoBaHUA K 0(OPMIIEHHIO LIEHHOIN OyMaru nucbMEHHOM (POPMBI ClIEIKU

r) o0s13aTesbHbIE I BKIIOUYEHHS B TPYIOBOM JOTOBOP YCIOBUS

5. JIokanbHBIMU HOPMATUBHBIMH aKTaMH, PETYIUPYIOIIUMU MIPUMEHEHHUE KaJPOBbIX TEXHOJIOTUH,
ABIIAIOTCS

a) IMTaTHOE pacIHCaHue

0) HOJKHOCTHBIE MHCTPYKIMH
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B) TIOJIOKEHUE 00 UCTIBITATEILHOM CPOKE

T') MOJIOKEHHE O KaJPOBOM PE3epBe

6. Kapronuzmsl

a) B IOKyMEHTaX HaJl0 3aMEHSTh Ha JINTEPATypHbIe SKBUBAJICHTHI

0) TO ockopOIeHUE IEIIOBOTO MMapTHEPA

B) MOXKHO MCIIOJIb30BaTh B YCTHOM peun

T') HeJb3sl UCTIOIH30BaTh HU MPU KAKUX OOCTOSTEIBCTBAX

7. IlocTynuBIIKE TOKYMEHTBI PETUCTPUPYIOTCS

a) B JICHb MOCTYIUJICHUS

0) Ha ciaeayromuii paboumii 1eHb

B) MpH Tiepeade TOKyMEHTa Ha HCIIOTHCHUE

T) B )KypHaJI pErucTpanu J0KyMEHTOB

8. Bxomsmue, ucxoasamue U BHyTPEHHUE TOKYMEHTBI

a) 3aIMChIBAIOTCS B OOIIHI KypHAT

0) perucTpUpyIOTCS OTACIBHO

B) BHOCSITCSI B HOMEHKJIATypy JeJ

T') PETUCTPHUPYIOTCS B )KypHAaJaX CTPOTOd OTYETHOCTH

9. Opranu3zanusi KOHTPOJISI UCTIONHEHUS JOKYMEHTOB HAaUMHAETCS C

a) MPEeIBAPUTEILHON MPOBEPKH U PETYIUPOBAHHSI XOAA UCTIOTHEHUS

0) MOCTaHOBKHU JOKYMEHTOB Ha KOHTPOJIb

B) MPOBEPKH CBOEBPEMEHHOCTH JOBECHUS TOKYMEHTOB JI0 HCIIOJIHUTENICH

T') IPOBEPKU U PETUCTPALIUU JOKYMEHTOB B OpraHU3AINH

10. ®opmupoBaHue 1en MPeACTaBIsIeT cOO0H TPYNIUPOBKY HCIOIHEHHBIX JOKYMEHTOB B COOT-
BETCTBUU

a) C HOMEHKJIaTypoi ien

0) cO ITaTHBIM pacIUCaHUEM

B) C yCTaBOM OpraHHU3alluu

T') C IPUKa30M PYKOBOAMTENS] OPraHU3alnuU

14.1.3. Bonipoch! 115 3a4éTa ¢ OLEeHKOM

[TpuBeaeHsl MpUMephbl TUIIOBBIX 3aJJaHHI U3 OaHKAa KOHTPOJIbHBIX TECTOB, COCTABJICHHBIX 110 HPOii-
JICHHBIM pa3/ieiaM AUCIUTUTAHBI

1. OCHOBHBIM CpE/ICTBOM YIIPABICHYECKOM EATEILHOCTH SIBIISETCS:

a) nHpOpManus, epeaBaeMasi C IIOMOIIBIO0 PEUH

6) undopmarnus, 3apuKcupoBaHHasE HA MAaTEPHATIBHBIX HOCUTEISX

B) YIIpaBJIEHYECKOE pelleHue B JIt000i popme

I') HOPMATUBHBIN TOKYMEHT

2. JIenonpon3BoACTBO — 3TO

a) nHpopMaTH3aIHs [IpoLecca yIpaBIeHUs

0) TOKyMEHTAIlMOHHOE O0ecTieueHNE YIIPaBICHUS

B) OpraHM3anus nporecca yrnpabieHHs

') JOKYMEHTOOOOPOT M TEXHOJIOTHSI XpaHEHHS JJOKYMEHTOB

3. OTIMYUTEIBHBIMY IPU3HAKAMU JTOKYMEHTA SBIISFOTCS:

a) HE3aBEePIIEHHOCTh COOOIICHUS

0) 00s13aTENBHOCTh CMBICJIOBOTO CEMAHTUYECKOTO COAEPIKAHMUS

B) 3aKpEIUICHHAs Ha MaTeprUaIbHOM HOCHTENe (hopma

I') UCTIOJIb30BAaHHUE CPECTB BEIYUCIUTENbHON TEXHUKH

4. K o0muM QyHKIMSIM TOKYMEHTa OTHOCSITCSI:

a) couuanbHas QyHKLIUSA

0) mpaBoBas QyHKIUS

B) QpyHKIMS DuKcaru

r) QyHKIUS TUIaHUPOBAHUS

5. B 3aBUCHMMOCTH OT UCTOUHHKA [TOCTYIJICHUS Pa3In4yaroTcs JOKYMEHTHI:

a) BXoasmue (MOCTYNHUBIINE B OPTaHU3AIINIO)

0) JOKYMEHTBI, CO3[JaHHbIE C IOMOIIBIO KOMIBIOTEPHON TEXHUKH
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B) BHYTPEHHUE (CO3aBaeMbIe B IaHHOW OpraHU3alliy U UCIIOJIb3YEMbIe BO BHYTPECHHHX CBSI3SIX)

r) GOHOJOKYMEHTHI (3BYKOBBIC JJOKYMEHTHI, 3a(DKCUPOBAHHBIC HA MAarHUTHOM JICHTE)

6. Opranu3almoHHO-PACTIOPATUTENbHAS JOKYMEHTAIIHS BKITFOUACT

a) GMHAHCOBYIO JOKYMEHTAIIHIO

0) TOKYMEHTAIIHMIO TI0 JIMYHOMY COCTaBY

B) CIIPaBOYHO-MH(POPMAITMOHHYIO JTOKYMEHTAITHIO

') TOKYMEHTAIUS 110 MaTepHAIbHO-TEXHIYECKOMY 00ECTICUEeHUIO

7. Konctutyuus Poccuiickoit @eaepanuu yCTaHaBIMBAET

a) HEJOMyCTUMOCTh cOOpa, XpaHEHUs, UCIOIb30BAHUS U PACTIPOCTPAHCHUS UHPOPMAIIIH O YacT-
HOM JKU3HU JH1Ia 6e3 ero coriacus

0) BUIBI M PA3HOBUIHOCTH JIOKYMEHTOB, CO3/IaBa€MbIX B ILEJSAX (DUKCALMK aKTOB TPaXKIaHCKHUX
B3aUMOOTHOUIIECHUI

B) BUJIBI YUPEIUTEIBHBIX JOKYMEHTOB IOPUINYECKOTO JIHIIA

') OTBETCTBEHHOCTh 32 HEMPaBOMEPHBIE EHCTBUS C TOKyMEHTaMHu U UH(popManuen

8. O0s13aTeIBHBIMU JIOKATHHBIMA HOPMATUBHBIMH aKTaMH IS K&KIOTO pa00TONATENs SIBISIFOTCS

a) rpaduK OTITYCKOB

0) mpaBmJia BHYTPEHHETO TPYJAOBOTO pacHopsiaKa

B) TIOJIOKEHHE O TIEpCOHAJIe

T') KOJIEKC TIOBEJICHUS COTPYIHUKOB

9. @ukcanys ynpaBleHYECKOro pelieH sl Ha HOCUTeNe HHPOPMAIIMK Ha3bIBAETCS

a) TOKyMEHTUPOBaHUE

0) MoCTaHOBIIEHNE

B) J€JIONPOU3BOICTBO

') TOKYMEHTOOOOPOTOM

10. OT™MeThTE BEpHOE YTBEPKICHUE:

a) HAaMMEHOBAaHUE OPTraHU3AlMU JIOJHKHO COOTBETCTBOBATH HAMMEHOBAHUIO, 3aKPEINIECHHOMY B €€
YApEAUTEITHHBIX TOKYMEHTAX

0) cokpalleHHOEe HAaMEHOBAaHUE OpraHU3alliy, 3aKPEIIEHHOE B €€ YUPEAUTENbHBIX JOKYMEHTaX,
MOMEIIAIOT Ha OJIAHKE BBIIIE TIOJTHOTO HAMMEHOBAHUS

B) CHayajia Ha OJJaHKE yKa3bIBAaeTCsl HAMMEHOBAHHME OpraHM3alMi HA MHOCTPAHHOM SI3bIKE, TTIOTOM
— Ha PyCCKOM

I') cHayaja Ha OJaHKe yKa3bIBaeTCsi HAMMEHOBAaHUE CTPYKTYpPHOTO MOJpa3AeieHHs] OpraHUu3alli,
MOTOM — HANMEHOBAHUE OpPTaHU3alNN

11. M3noxeHue TekcTa OT TPEThEro JHIa eIMHCTBEHHOTO UM MHOKECTBEHHOTO YMCIIa HCIIONb3Y -
eTcs

a) B OpraHU3allMOHHBIX JOKYMEHTAaX, YCTAHABIUBAIOLINX MIPaBa U 00S3aHHOCTH OpraHu3aluu

0) B JICJIOBBIX MTUChMaX U COBMECTHBIX JOKYMEHTaX

B) B JIOKYMEHTAaX OpraHU3allii, JeMCTBYIOIIMX Ha MPUHIUIIAX €AMHOHAYAINS

T') B paClOPSAUTEIBHBIX TOKYMEHTAX OPTaHU3alul, PeryTUPYIOMUX QYHKIUN YIIPaBICHUS

12. TToamuck — 00s3aTeIbHBIN PEKBU3UT

a) 1715l BCeX JOKYMEHTOB

0) TOJIBKO JJIsI TTHCEM

B) TOJIBKO JIJISl TIPUKA30B U PACTIOPSHKEHUI

T) JUIsl OpraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB

13. B nepByto ouepenib COracoBaHUe TOKYMEHTA OCYIIECTBIISAECTCS

a) ¢ OOIIECTBEHHBIMU OpraHU3AINSIMU

0) ¢ opranaMu, OCYIIECTBIISIOIIMMHU TOCYIAPCTBEHHBIN KOHTPOJIb B JAaHHOW 001acTh

B) C OpraHU3alUsIMU, HHTEPECHI KOTOPBIX 3aTParuBaloTCs B JOKYMEHTE

T') ¢ KOHTPOJIUPYIOIIMMH OPTaHU3AIUIMU

14. biank 1oKyMeHTa — 3TO

a) KOMHSI HCXOAIIETO TOKYMEHTa, OCTAIOIIASCS B OpTaHH3aIHH

0) mucT OyMaru Wiv 3JeKTPOHHBIM MA0JOH ¢ PeKBU3UTAMH, HICHTU(DHUIIMPYIOMIUMHU aBTOpa Ou-
[IUATBHOTO JIOKYMEHTa

B) MCIIOJIHEHHBIHN TOKYMEHT, MOJUIeXKAIlUi CIUCAHHIO B I€JI0 JUIS XpaHEHUs, BKIIOYAIOIIas B
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r) ce0s HHUIIUAJBI (MK UMST M OTYECTBO), (DaMUITUIO UCTIOJTHHUTENS K HOMEp ero TenedoHa

15. Opranu3allMOHHO-PACTIOPSAAUTEIbHBIA IOKYMEHT — 3TO

a) COBOKYIHOCTh PEKBH3UTOB, YCTAHOBICHHBIX B COOTBETCTBUU C PEIIaeMbIMH B JaHHOU chepe
JeSITEIbHOCTH 3aJa4aMHu

0) BUJ MUCBMEHHOTO IOKyMEHTa, B KOTOPOM (DUKCUPYETCSI PEIIeHUE aMUHUCTPATUBHBIX U Opra-
HU3aLMOHHBIX BOIIPOCOB

B) MPE/CTABICHUE IaHHBIX B OMPEACICHHBIX BUIAaX XO3SMHCTBEHHON AEITETLHOCTH

') JOKYMEHT HH(OpMalus, KOTOpOro (pUKCUpYyeTCsl Ha pa3uUYHbIX MaTepUaIbHbIX HOCUTEISIX

16. YaudunupoBanHas cuctemMa JTIOKyMEHTAIlUH — 3TO

a) COBOKYITHOCTh B3aMMOYBSI3aHHBIX YHU(MUIIUPOBAHHBIX (POPM JOKYMEHTOB, 0OCCIIECUMBAIOIITUX
JIOKYMEHTUPOBAHHOE MPE/ICTABICHUE TaHHBIX B OMPEICIICHHBIX BUaX X03CTBEHHOU JIEATEIHHOCTH

0) xoMIUIeKC (PYHKIIMOHUPYIOMIKMX B cepe yMpaBlICHUS TOKYMEHTOB, METOJUYECKAE MAaTEpPUAITBI
1o pa3paboTKe KOTOPHIX CO3AAOTCSI PYKOBOJICTBOM OpPTaHHU3AINI CaMOCTOATEIHHO

B) YCTaHOBJICHHE €IMHO00pa3us cocTaBa U (HOpM yIpaBIE€HUYECKUX JTOKYMEHTOB B KaKJ10M KOH-
KPETHOM OpraHu3aluu

I') COBOKYITHOCTb JIOKYMEHTOB, B COOTBETCTBUU C PEIIa€MbIMH B JaHHOW cdepe NesATeNbHOCTH 3a-
JadamMu ¥ 0()OpPMIICHHBIX B ONPEICIEHHOM TMOPSIKE Ha HOCUTENEe HHPOpMAITUN

17. Tlpuka3 (pacnopspKeHHe) — 3TO

a) MPaBOBOM aKT, ONPEACISAIONINA CTPYKTYPY, GYHKIINH U ITpaBa OpraHu3aluu

0) mpaBOBOIl aKT, U3aBaeMblil B LENSIX pa3pelieHUs BaXHEUIINX ONepaTUBHBIX BOINPOCOB Jies-
TETHHOCTH OPTaHU3AINH PYKOBOIUTEIIEM OPTaHU3AIHH

B) HOPMATUBHBII aKT, yCTaHABIMBAIOIIUN CTATYC, 3aa4 U QYHKLUH, TIpaBa, MOPSAIOK JAeATeIbHO-
CTH CTPYKTYPHOTO MOApa3/IeNIeHUs] OpPraHU3aIHH

T') IPaBOBOM aKT B KOTOPOM, YIIPaBJICHYECKHUE PEIICHUs, UAYIIHE OT PYKOBOJUTENSI OPraHU3alU K
€€ CTPYKTYPHBIM TOJpa3/IeICHUsIM U PaOOTHUKAM 00S3aTeIbHBI JJIs1 UCTIOTHCHHUS

18. KoHcTatupyroiasi 4acTh MpuKa3a COACPIKUT:

a) MIOPYYEHHUs C yKa3aHUEM HCIIOJIHUTEINS (MCIIOJHUTENEH) U CPOKOB MCTIOIHEHUS

0) 3aroJOBOK K TEKCTY MpHKa3a, OTPAXKAIOLIUI cofepKaHue TEKCTa MpUKas3a

B) IIeJH, 3a1a4M, (DAKTHI ¥ COOBITHS, MOCTYKHBIIIKE OCHOBAHUEM JJIsI U3JJAHUSI PUKa3a

T') IOPYYEHUS IO OCHOBHOM AESITETbHOCTH

19. Cnyxe0HO€ MUCHEMO SIBIIICTCS

a) pacHopsSAUTEIbHBIM JJOKYMEHTOM, KaCaroIIMMCSI TIMYHOTO COCTaBa

0) cpencTBOM OOIIEHUS C OpraHU3alMsIMU U YaCTHBIMHU JIMIIAMH BO BHEIIIHEH Cpefe

B) BHEIITHEH CITY)KEOHOM 3aMMCKONW PYKOBOJUTEIS B BBIIIIECTOSIIYIO WHCTAHITHIO

I') OCHOBHBIM JJOKYMEHTOM OpraHU3alliu

20. JlokyMeHTBI, OTHOCAIIIUECS K KaJpOBOM JOKYMEHTAILINH, PETIIAMEHTUPYIOT

a) COIMaJIbHbIC OTHOIICHUS Ha PHIHKE TPy/Ia

0) TpyJIOBBIC OTHOIIEHHUS B OPTaHU3AIUN

B) MPOM3BOJICTBEHHBIC OTHOIICHUS B OpraHU3aI[uN

') B3aUMOOTHOIIEHHS Ha IPEAIPUATUN

14.1.4. MeToau4ecKkue peKoMeHIaluu

Y4eOHbIil MaTepuall u3naraeTcsi B popme, MPEArnoiararoneil caMoCTOsSTeIbHOE MBIIUICHHE CTY-
JIEHTOB, camooOpa3oBanue. [Ipu 3ToM caMocTosiTeNibHAs paboTa CTYIACHTOB UTPAET PELIAOUIyI0 POJib B
X0J1e BCEro y4eOHOro npoiecca.

HauaTth u3ydyeHue MUCHUILIMHBI HEOOXOIUMO CO 3HAKOMCTBA ¢ pabouell mporpaMMoii, CIIUCKOM
y4e0HO-METOJMYECKOro U MporpamMmHoro obecrneuenus. CamocrositenbHas padoTa CTy[JeHTa BKIIOYAET
paboTy ¢ yueOHBIMU MaTepHUajaMu, BBHIIIOJHEHHE KOHTPOJIbHBIX MEPOIPHUATHH, IPEIyCMOTPEHHBIX yueO-
HBIM IIJIaHOM.

B mpouecce nzydeHus AUCUMILIMHBI Ui JTYYIIEr0 OCBOCHUS MaTepuana HeoOXOIUMO PEryisipHO
oOpalarbCcsi K peKOMEHyEMOH JIUTepaType U UCTOUHMKAM, YKa3aHHBIM B y4€OHBIX MaTepuaiax; MoJjib30-
BaThCs yepe3 KaOWHET CTYJIeHTa Ha caiiTe YHHBepcuTeTa 00pa30BaTelIbHBIMH pPECypcamMM 3JIEKTPOHHO-
OMOMMOTEYHON CHUCTEMBI, a TaKXe OOIIEJTOCTYMHBIMH HHTEPHET-NOPTAIaMH, COACPKAIIMMHU HaydyHO-
MOMYJISIPHBIC U CHEIUAIM3UPOBAHHBIC MAaTEPUAIIbI, MOCBSILIEHHbIE PA3JIMYHBIM acleKTaM y4eOHO# auciu-
IIJIMHBI.
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[Tpu caMOCTOATETFHOM U3YYEHUHU TEM CIIEAYHTE PEKOMEHAALUSIM:

- YTEHHE WM MPOCMOTP MarepHuaja HeoOXOIMMO OCYHIECTBIATh MEUICHHO, BBIIENSAS OCHOBHBIC
UJIeW; Ha OCHOBAaHMU M3YYEHHOT'O COCTaBUTH Te3HChl. OCBOMB MaTepuall, MOMBITATHCSI COOTHECTH TEOPHUIO
C IPUMEpPaMH U3 TPAKTUKH;

- €CJIM B TEKCTE BCTPEYAIOTCS TEPMHUHBI, CJIEIyeT BBIACHUTH MX 3HAYCHUE JJIS TIOHUMAHUS Jajb-
HEWIlIero MaTepuana;

- HE0OXOIMMO OCMBICIIMBATh IPOUYUTAHHOE U U3YYEHHOE, OTBEYATh Ha MPEI0KEHHBIE BOIPOCHI.

CTyaeHTBl MOTYT TOJTy4aTh MHAWBUAYaJIbHbIC KOHCYJIBTAIIMU C HMCIIOJIb30BAaHUEM CPEACTB Tele-
KOMMYHUKAIHH.

[lo pucumIuIMHE MOTYT IPOBOANTHCS JJONOIHUTEIBHBIC 3aHATHS B (popme BeOnHapoB. Pacnincanue
BeOMHAPOB MyOIMKyeTCs B KaOMHETe CTYJICHTa Ha caiiTe YHUBEpCcUTeTa. 3aruch BeOMHapa ImyOlIuKyeTcs B
AIIEKTPOHHOM KypcCe IO AUCIUIUINHE.

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

C napyueHusMu
ciyxa

[IpenMy11ieCTBEHHO MMCHMEHHAs
IIPOBEPKa

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:

CornacosaHa Ha noprane Ne 51201 18



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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