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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

HanpapnenHocts (poduib) / cenuanu3anys: JKOHOMHKA U YIIPaBJieHHe HA MPeINnPUsTHH
®dopma 00ydeHHs: 3a09HAS

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: Menexxmenrta, Kadenpa menenxkmenra

Kypc: 3

Cemectp: 6

VY4eOns1ii mnan zHabopa 2020 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTtp Bcero Ennaunner
1 Jlexnn 8 8 JacoB
2 IIpaxTryeckue 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) B. H. Xwuranosa

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).

[TpenmecTBYIONMME TUCIUTUIMHAMY, (OPMHUPYIOIIUMU HadaJIbHBIE 3HAHWUS, SBISIOTCS: JlenoBbie
KOMMYHHKaIuu, [IpakTrka mo noay4yeHUI0 NMEpBUYHBIX MPO(HECCHOHAIBHBIX YMEHUN U HaBBIKOB, DKOHO-
MUKa MPEAIPUSITHSL.

[TocnenyromuMu AUCIUIUIMHAME SIBJISTFOTCS: 3allldTa BBIMYCKHOW KBAIM(PUKAIIMOHHON pPadoTHI,
BKJIIOYAs MOATOTOBKY K MPOLEAYPE 3alIUThI U MPOoLeAypy 3amuThl, Omiara Tpyaa nepconana, Teopus op-
raHu3anuy, YTpaBlieHue 3aTpaTaMu, YIpaBieHue NEPCOHANIOM OpTraHU3alllu.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

[pornecc n3ydeHus QUCIUTUTMHBI HATIPaBJIeH Ha (JOPMUPOBAHUE CIEAYIOIINX KOMIETCHITUI:

— TIK-8 B1ageHneM HaBBIKAMHU JJOKYMEHTAJIBHOTO O(OpPMIICHHS PEIICHUH B yIIpaBIECHUH OIepa-
LIMOHHOH (IIPOU3BOJCTBEHHOM) JEATEIBHOCTU OPraHU3alUK IPU BHEJPEHUU TEXHOJOTUYECKUX, IPOAYK-
TOBBIX WHHOBAIIMI WA OPTaHU3AIMOHHBIX U3MCHEHHIA;

— TIK-20 BrnajgeHueM HaBBIKAMHU MOJATOTOBKUA OPTaHM3AIMOHHBIX U PACHOPSAUTENBHBIX JIOKY-
MEHTOB, HEOOXOAMMBIX JUISI CO3/IaHUSI HOBBIX MPEIIPUHUMATEIILCKAX CTPYKTYD ;

B pesynbpTare u3ydeHus: IUCIUILTMHBI 00YJaIOMIUNCS TOJIKEH:

— 3HATh JIOKyMCHTOBEIYECKYI0 TEPMHHOJIOTHIO; HOPMATHUBHBIC JOKYMEHTHI, PErIaAMEHTUPYIO-
1{e COCTaBNeHHe i 0hOPMIEHHE JOKYMEHTAIIMH, OPSIOK PAGOTH ¢ HUMHU; OCHOBBI J€TONPOH3BOICTRA
U DIIEKTPOHHOTO JIOKYMEHTOO0OpOTa B OpPraHU3aIIUsAX, MPUEMBI HCIIOJIb30BaHUS JOKYMEHTO000pOTA; TO-
CYIapCTBEHHYIO TIOJMTUKY B chepe TOKYMEHTAIIMOHHOTO OOSCIICYCHHUs YIIPABICHHSI IEKTPOHHBIMU JI0-
KYMEHTaMH U DJIEKTPOHHBIM I[OKYMCHTOO60pOTOM;~ COBpEMEHHbIE TpeOOBaHMs K OpraHU3aluy, [paBuiia
¥ HOPMbI PaGOTHI C JOKYMEHTAMH, TPHHIMIBI M MPOLEAYPhI TOATOTOBKH OPraHH3alHOHHBIX U PACIOps-
JTUTETBHBIX JOKYMEHTOB; IpaBHJa JOKYMEHTAJIbHOTO O(GOPMIICHHS DPEIICHWH B YIpaBICHUH; OO0IIUE
IPUHIMIEI TOCTPOCHHUS M CTPYKTYPY CHCTEMBI JIEKTPOHHOTO JJOKYMEHTO060pOTa

— yMeTh Ha OCHOBE COOpaHHOUW MH(OPMAIMH OMPEIENITh IIeTU, BEIOUPATh CPEIICTBA BEACHUS
JICIOBOM JTOKYMEHTAIUH; TPAMOTHO pa3padaThiBaTh U OOPMIISATH YIPABICHUYESCKHAE TOKYMEHTHI, HCITOIh-
3YEMBIC B JCATCIBHOCTU opraHmauHﬁ; COCTaBJIATH U IIPABUJIIBHO 0(1)0pMH$ITI) OpraHnU3allMOHHBIC U pacCIio-
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pSAUTENbHBIC JOKYMEHTBI; UCIIOIB30BaTh BOBMOKHOCTH OOIIET0O U 3JIEKTPOHHOTO TOKYMEHTO000pOTa st
MPUHSITUS U TOKYMEHTaJIbHOTO 0(hOpMIICHHSI YIIPaBICHYECKUX PEIIEHU; HCII0Ib30BaTh B CBOEH mpodec-
CHUOHAJIBbHOU ACATCIIBHOCTHU TPHUKIIAAHBIC NPOTpaMMHBIC CPCACTBA U CPCACTBA OPITCXHUKH, CAMOCTOA-
TEJILHO OCBAMBAaTh 3HAHMSI, HEOOXOIUMBIE /I pa0OThI C TOKYMEHTOOOOPOTOM B KOHKPETHBIX cepax mes-
TCJIIBHOCTH OpraHU3allur; OIICPpHUPOBATL 3HAHUAMMH, MMOJTYUCHHBIMU IO ACIOMPOU3BOACTBY B HpO(bCCCI/IO-
HaJILHOU NIEITENbHOCTHU

- BJIaJA€Th HAaBBIKAMU COCTABJICHUA U O(bOpMIIeHI/ISI OpraHM3allMOHHBIX U PACTIOPAAUTCIBHBIX
JIOKYMEHTOB B c(hepe mpodecCUOHATBLHOM e TeIbHOCTH; METOIMKONW COCTABJICHUS IPOSKTOB OCHOBHBIX
YIOpaBICHUYECKUX JOKYMEHTOB; HaBbIKAMU JOKYMEHTAJILHOTO O(OPMIICHHUS PELICHUI B yIpPaBICHUU OIIe-
palMOHHOM (IIPOM3BOICTBEHHON) 1€ATENbHOCTBIO OPraHU3alMi IPU BHEAPEHUN TEXHOJIOTMUYECKUX, IIPO-
JTYKTOBBIX MHHOBAIMM WJIM OpraHU3allMOHHBIX MU3MEHEHUI; METOIlaMU U CPEJICTBAMH MOJIy4YeHHs, 00pa-
0OTKH U XpaHCHUA OJOKYMCHTOB, HAaBbIKaAMU HCIIOJIB30BAHUA KOMHBIOTCpHOfI TCXHUKH, IMPOrpaMMHO-
MH(GOPMAIIMOHHBIX CHCTEM, KOMIIBIOTEPHBIX CeTel; HaBbIKaMU O(OpMIIEHUS pabOT, BHIIOIHIEMBIX CTY-

JEHTaMH B TIpolriecce o0ydeHus, ¢ y4eToM TpeboBaHuii obpaszoBarensHOro crangapra Byza OC TYCYP
02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOIl padoThI
OO01ast TpyI0EMKOCTb JUCHUILUINHBI cocTaBisieT 4.0 3aueTHBIX €IMHMILIBI U IIPECTaBIeHa B TaOIu -

%Zgﬁl{lﬁa 4.1 — TpynoeMKOCTh JUCUUILIMHBI

Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl

6 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 18 18
Jleknun 8 8
[IpakTrueckue 3aHATHS 10 10
CamocrosTenpHas paboTa (BCero) 122 122
[TpopaboTka JIEKITMOHHOTO MaTepuaia 24 24
CamocrosaTenbHOe H3ydeHHe TeM (BOTIPOCOB) 16 16
TEOPETHUUECKON YacTH Kypca
[ToaroroBka K NpakTU4YECKUM 3aHATUSAM, CEMUHApam 70 70
BrImotHeHHE KOHTPOJIBLHBIX PadoT 12 12
Bcero (0e3 ax3amena) 140 140
IloaroroBka u caada 3adera 4 4
OO01mas Tpy10eMKOCTb, 4 144 144
3aueTHnie EquHuIibe 4.0

5. Coneprxanue QTMCUMILITHHBI

5.1. Pa3nenanl AMCHUILIAHBI M BUALI 3AaHATHHA
Pazniensl TUCIUIUTAHEI ¥ BUBI 3aHATUH PUBEICHBI B Ta0mmiie 5.1.
Tabima 5.1 — Pa3aens! JUCHUIUIMHBI U BUIbLI 3aHATHI

Bcero
4acoB
[Ipaxk. Cawm. dopmupyembie
HazBanus pa3aenoB 1UCHUIUIMHBI Jlek., u (6e3
3aH., 4 | pab., 4 KOMIIETEHITUN
JK3aMEH
a)
6 cemecTp
1 Ilpenmer, conepxanue u 3a1a4u Kypca. Jlo- 1 0 12 13 I1K-20, ITK-8
KyYMEHTOOOOPOT U JACIOMPOU3BOJICTBO B IPO-
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(heccruoHaNbHOM e TENBHOCTH.
2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 1 0 2 3 [1K-20, ITK-8
MEHTHPOBAHU YIIPABJIEHYECKON AESITeTbHO-
CTH
3 IlonsaTue noxkymeHnTta. CBoiicTBa JOKyMEHTA. 1 2 16 19 [1K-20, ITK-8
Knaccudukanus nokymenrta. CTpykrypa J0-
KyMmeHTa. TpeboBaHus K 0POPMIICHHUIO JOKY-
MEHTOB.
4 CucreMsbl 10KyMeHTOB. CocTaBiieHUE U | 6 26 33 [TK-20, I1K-8
oQopmileHHE YIIPaBIEHYECKUX TOKYMEHTOB.
5 DNEeKTpOHHBIN JOKYMEHTOOOOPOT, KITF0Ue- 2 1 34 37 [1K-20, TIK-8
BbI€ MMOHATHS, OCHOBHBIE KOHIICTIIIUU
6 Opranuzanus paboTsl ¢ JoKkymMeHTamMu Dop- 2 1 32 35 [1K-20, TIK-8
MUPOBaHUE U TEKYyIllee XpaHEHUE IOKyMEH-
ToB. [loAroTOBKAa TOKYMEHTOB K II€peade B
apXxuB
Hroro 3a cemectp 8 10 122 140
Hroro 8 10 122 140
5.2. Conep:xanue pa3aesioB IMCHUILIHHBI (110 JEKIIUSIM)
ConeprkaHne pa3IeoB TUCIUIUIAH (TI0 JICKITHSAM) IPUBEICHO B Tabmmie 5.2.
Tabmuua 5.2 — CopeprkaHue pa3enaoB TUCIUILINH (TI0 JEKITHSIM)
Copneprxanue paznenos qucuumuingel (no | Tpynoemxocts, | @opmupyeMblie
Hazpanwus paznenon Aep pasit fmch ( pyA ’ PMHPY
JEKIUSM) q KOMIICTCHITUHI
6 cemecTp

1 Tlpenmer, [TonsTHE, 11€TM U 33/1a4U U3y4aeMOU JTUCIIH- 1 I1K-20, ITK-8
COJIepKaHMUe U 33aJlaud | [JIMHBL. Pa3BUTHE U CTAaHOBJIEHUE JEIIO-
Kypca. npousBozacTBa B Poccun. Opranuzanus ae-
JIoKyMeHTOOOOpOT U | JIONPOU3BOJICTBA HA MPEANPUATHSIX. 3HAUE-
JIEJIIONPOU3BO/ICTBO B | HME U MECTO JOKYMEHTOB B CUCTEME YIpPaB-
npodecCHOHATBHON TICHUS
JeSITeNbHOCTH. Vitoro 1
2 IIpaBoBbIE M ['ocynapcTBeHHOE peryamMpoBaHHue, HOpMa- 1 I1K-20, TIK-8
HOPMaTHBHbBIE OCHOBBI | THBHO-IIPABOBasl U METOINYECKAsI OCHOBA
JOKYMEHTHPOBaHUS JIOKYMEHTAI[MOHHOTO 0OecTeueH sl ypasiie-
yIpaBIEHYECKON Hus. CylIHOCTb, HANPaBJIEHUS U BUJIBI TOCY-
JeSITeIbHOCTH JAPCTBEHHOTO PETYIMPOBAHUS JOKYMEHTA-

IIMOHHOTO 00ecTeYeHus yIpaBJIeHus, Ha3Ha-

YyeHHe, 0COOEHHOCTH U COOTHOIIEHHUE HOp-

MaTUBHO-IIPAaBOBOT'0 ¥ METOJUUYECKOIO pETy-

aupoBaHusi. CocTaB U CTPYKTypa HOPMAaTUB-

HOM, IIPaBOBOM U METOJUYECKON OCHOBBI J0-

KYMEHTAIIMOHHOTO 00ecIeueHus yrpanie-

HUS1, HAlIMOHAJIBHBIX U JIOKAJIbHBIX HOpMa-

TUBHO-METOIMYECKUX TOKYMEHTOB. YHU(U-

KallMsl ¥ CTaHIapTU3ALIMSL.

Hroro 1
3 IlonsTue noxymeHnrTa. | TpeboBaHus k OnaHkaM JokyMeHTOB. ITops- 1 [1K-20, I1K-8
CRoiicTBa TOKYMEHTA. |JIOK pa3paboTku O6mankoB. Oomue TpedoBa-
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Knaccudukanus
nokymeHTa. CTpykTypa
JOKYMEHTA.
TpeboBanus Kk

0 OpMIIEHHUTO
JTIOKYMEHTOB.

HUSI K TOKYMEHTaM, H3TOTOBJISIEMBIM C TIOMO-
b0 TEXHUYECKUX cpencTB. OCOOEHHOCTH
oopMIIeHHUs OT/IEIBHBIX PEKBH3HUTOB.

Hroro

4 Cucremsbl
JIOKYMEHTOB.
CocraBieHue 1
oopmienue
YIPABICHUYECKUX
JIOKYMEHTOB.

[TpaBuiia opopmiieHus: JOKYMEHTOB, COCTaB
Y Ha3HAUYCHUE PEKBU3UTOB. PoIb M BUIBI
yrpaBieHYeCKUX JOKyMeHTOB.CocTaB U Ha-
3HAYCHHE OT/ICIBHBIX BUJIOB OPraHU3aIIN-
OHHO-TIPABOBBIX, PACTIOPSATUTENLHBIX U HH-
(hOpMaIIMOHHO-CTIPABOYHBIX JIOKYMEHTOB.
JloxymeHTanbHBINM (POH/ U TIEpEeUeHb JOKY-
MEHTOB, 00pa3yIIUXCs B Ipoliecce aes-
TenbHOCTU npeanpuarus.Cocras, pacmoo-
JKEHHE U TIpaBuiia 0pOpPMIICHUSI PEKBU3UTOB
OTJEJIbHBIX BUJIOB OpraHU3allMOHHO-TIPABO-
BBIX, PACIIOPSTUTEILHBIX U HHPOPMAIIH-
OHHO-CIPABOYHBIX JTOKYMEHTOB. OCOOEHHO-
cTH 0(hOpMIICHHSI OTIACTHHBIX BHIOB JOKY-
MEHTOB, 00pa3yIoIUXCcs B Ipoliecce Jes-
TEBHOCTH TIPEIPUSATHS.

Hroro

I1K-20, I11K-8

5 DneKTpOHHBIH
JOKyMEHTO00O0POT,
KITIOYEBBIC TIOHSTHS,
OCHOBHbIE KOHIICTILIUU

OcHOBHBbIE 33]JTa4l OPTaHU3ALIUU AJIEK-
TPOHHOT'O IOKYMEHTO000poTa. CHCTEMBI
AJIEKTPOHHOTO JO0KyMeHToo0opoTa CO/I.
Ortarnsl pa3BUTHUs, Kiaccel, HazHaueHue CO/I.
OcHOBHBIE CBOMCTBA CUCTEM IJIEKTPOHHOIO
nokymeHToobopora. OcHoBHbIe TUIIBI COJL.
Oco6ennoctu opranmzainun CIJ1. CucreMbl
3NIEKTPOHHOTO JJOKYMEHT0000pOTa, Mpe-
craBiieHHbIE B Poccuu.

Hroro

I1K-20, TIK-8

6 Opranuzanus paboThl
C JOKYMEHTaMHU
dopMupoBaHUE U
TEKyIIee XpaHEeHUE
JIOKYMEHTOB.
[Toaroroka
JIOKYMEHTOB K
repeaaye B apXuB

[TonsiTve «10KyMEHTOOOOPOT» U €r0 Pa3BU-
tue. OCHOBHBIE ITpaBUJIa OpraHU3auu JI0KY-
MeHTO00OpoTa B opranuzanuu . Cxema JBH-
YKECHHUS ¥ TEXHOJIOTHsI 00pabOTKH JOKYMEH-
TOB. [loHSTHE TOKYMEHTOIOTOKA, €r0 CTPYK-
Typa, 0Ka3aTeIy OLEHKU JOKYMEHTOIIOTO-
Ka. JKu3HeHHbI! 1uKI 1oKyMeHTa. KoHTpoJib
UCIIOJIHEHMs T0KyMeHToB. HoMeHKiatypa
nein. [Topsinok cocTaBiaeHus U yTBEPKACHUS
HOMEHKJIATYpbI J1€J1. YCTaHOBJIEHUE CPOKOB
xpanenus gen. opmuposanue u odopmie-
Hue nen. Opranusanys OnepaTuBHOIO Xpa-
HEHUS J1eJ1. DKCIepTh3a HEHHOCTH JOKYMEH-
toB. Odopmnenue aen. [lopsnok nepegayun
JIOKYMEHTOB Ha XpaHEHHE B apXUB.

Hroro

I1K-20, I11K-8

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

HayuMeHOBAaHME TUCIUILIMH U3ydeHne 00eCIeUnBalONIUX U 00eCIIeYNBAEMBIX JUCIIMILIAH
1 2 3 4 5 6
[IpenmmecTByroNUE UCITUTUTHHBI
1 JlemoBbIe KOMMYHUKAIIHH + + + + + +
2 TIpakTrKa 1Mo MOJIYICHUIO TEPBUIHBIX N N N N N
poheCCHOHAIBHBIX YMEHHUI U HABBIKOB
3 DKOHOMUKA MTPEIITPUITHS + + + + + +

[Tocnenyromiye TUCHUTIITUHBI

1 3amura BbITYCKHON KBaJTU(UKALNOH-
HOMW paboThI, BKJIIOYAst MOJI'OTOBKY K

+ + + + + +
MPOLIEAYPE 3aILUThI U IPOLEAYPY 3allH-
THI
2 OmaTta TpyAa nepcoHaia
3 Teopus opranuzanuu
4 YnpaBieHue 3aTpataMu
5 YnpaBieHue nepcoHanioM OpraHnusa- n . + .

bA0%051

5.4. CooTBeTCcTBHE KOMIIETEHINI, (POPMHUPYEMBIX IPH H3YYCHUHU AUCUMILIMHBI, 1 BU/0B 3aHATHH
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPHU WM3YYEHUH IUCIUIUIMHBI, W BHIOB 3aHATHA
npezcTaBiIeHo B Tabmuue 5.4.
Ta6muma 5.4 — CoOTBETCTBHE KOMIIETEHIINN, (DOPMUPYEMBIX NIPU M3YUYECHUH JAUCIUTUINHBI, U BUIOB 3aHS -
TUH

Kommnerenum Bung! 3ausTuit

@DopMBbI KOHTPOJIS
u Jlek. [Ipak. 3aH. Cawm. pa6.

I1K-8 + + + KontponrHas pabora, [IpoBepka
KOHTPOJBHBIX padot, Onpoc Ha
3aHATHAX, BeICTyIIICHUE
(moknan) Ha 3aHATHH, TecT, 3a4éT
Cc oLeHKoi, OTYeT no mpakThye-
CKOMY 3aHSTHIO

[IK-20 + + + Kontponsnas padora, [IpoBepka
KOHTPOJILHBIX padot, Onpoc Ha
3aHATUAX, BeICTyIIIeHUE
(moknan) Ha 3aHATHH, TecT, 3a4éT
C oueHKol, OTYeT 1o mpakTHyie-
CKOMY 3aHSTHIO

6. UnTepakTBHBbIE MeTOABbI M (GOPMBI OPraHU3aALMU 00yYeHH s
He npenycmorpeno PVYII.

7. JJaGopaTtopHbie padoThI
He npenycmotpeno PVYII.
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8. [IpakTHYeckue 3aHATHSA (CEMUHAPBHI)
HanmMeHnoBaHMe MpakTUUECKUX 3aHATHH (CEMHUHAPOB) MpUBEIeHO B Tadmmie 8.1.
Tabmuua 8.1 — HaumeHOBaHME MPAKTUUECKHUX 3aHATUH (CEMHUHAPOB)

JIOKyMEHTOB.
Iloaroroska
JIOKyMEHTOB K

HaumeHoBanue mpakTHUYECKUX 3aHATHI Tpynoemkocts, | Dopmupyembie
HasBanus paznenos
(cemuHapoB) q KOMITCTCHITH
6 cemecTp
3 Ionsitue nokymenra. | TpeboBanus k OnaHkam JokymeHToB. [Tozro- 1 ITK-20, ITK-8
CBOICTBa IOKYMEHTA. |TOBKA K COCTaBJICHUIO JTOKYMEHTOB. CXeMBbI
Knaccudukarus pacnosoxeHus JoKyMmeHToB. CocTaBieHne
nokymeHTa. CTpykrypa | popmyssipoB 1okymeHTOB. OOmInii OJIaHK.
JIOKYMEHTA. bnaHk KOHKpeTHOro BUJa T0KyMeHTa. biank
TpeboBanus MACHMA.
MJICHU
o(opmeHHio O61ue TpeboBaHus K 0(OPMIICHHIO TEKCTa 1
JTIOKYMEHTOB.
otyeta. OpopmiieHne TUTYIbHOIO JIUCTA, PU-
CYHKOB, TaOJIUI], CIUCKA UCIIOJIb3YeMbIX UC-
TOYHHKOB
Hroro 2
4 CucrteMbl [IpaBuna coctaBiaeHuss 1 0POPMIICHUS Opra- I1K-20, IT1K-8
JIOKYMEHTOB. HU3aLMOHHO-PACIIOPAIUTENBHBIX JOKYMEH-
CocraBienue u TOB (yCTaB, MMOJIOKEHHUE, IITATHOE pacluca-
oopmienne HUE, UHCTPYKIIUSL, IPUKa3, paCIOPSIKEHHE,
yIOpaBICHUYECKUX | pellIeHUE, MPOTOKOI, TOCTAHOBJICHHE)
KYMCHTOB.
JIOKYMEHTO [IpaBuiia coctaBieHust 1 0HOpMICHHS UH- 2
(opMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB (J1€e-
JI0OBOE€ MUCHMO, AOKJIAJHAs U CiIy)KeOHas 3a-
IIMCKH, akKT, CIIpaBKa, v JIp. )
[IpaBuiia coctaBiieHus: 1 0HOPMIICHHS T0KY- 2
MEHTOB JIMYHOT'O Xapakrepa (3asiBJICHUE, Xa-
pakTepucTuka, aBroouorpadus, pesrome, oT-
3BIB U JIP. )
Uroro 6
5 DneKTpOHHBIN IToxxomp! K CO31aHUIO CUCTEM JIEKTPOHHOTO 1 ITK-20, ITK-8
JOKYMEHTOOOOPOT, | 1oKyMeHToobopoTa. TpeGoBanus k cucre-
KJIIOUEBBIC TIOHATHS, |MaM. DTarlbl BIOOpa CUCTEMBI aBTOMAaTH3a-
OCHOBHBIE KOHICTIINH |I[UU. DTalbl BHEAPEHHUS CUCTEMbI aBTOMAaTH-
3anuu. CrucTemMbl aBTOMaTU3alMKU JOKYMEHTO-
notoka. CUCTeMBI 3JIEKTPOHHOTO JJOKYMEH-
T0000poTa. OCHOBHBIE TEXHOJIOTUHU PAOOTHI C
nokyMeHTaMu. OCHOBHBIE CBOMCTBA CUCTEMBI
AIIEKTPOHHOTO JOKYMEHT0000poTa. OCHOB-
Hele Tumbsl COJI.
Hroro 1
6 Oprannzanus Homenkinatypa nei. Buibl HOMEHKIATypBI. 1 ITK-20, ITK-8
paboTHI C ®opmupoBanue aen. Opranuzaius XpaHeHUs!
JIOKyMEHTaMu JIOKyMEHTOB Ha npennpusaruu. [logroroska
dopMHpOBaHHE U | TOKYMEHTOB K C/lauy€ B apXUB.
TEK Xpa
eKyIIee XpaHeHue |y 1
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nepecaadyc B apxuB

Hroro 3a cemectp

10

Tabimue 9.1.

9. CamocrosiTesqibHas1 pabdoTa
Bunbr camocTosTenbHOM paboThI, TPYAOEMKOCTh U (hOPMUPYEMbIE KOMIIETCHIINHU TPEICTABIICHBI B

Tabmura 9.1 — Buasl caMoCTOSTEIBHON pabOThI, TPYAOEMKOCTh U (DOPMHUPYEMBbIE KOMIIETEHITUN

pam

Bunsl camocrositensHol | TpynoemkocTs, | DopMupyemMblie
HasBanns paznenos a Py ’ PMHPY @OpMBI KOHTPOJIA
paboThI q KOMITETEHI[A
6 cemecTp
1 Ilpenmer, CamocrosTenbHOe U3yye- 10 I1K-20, IIK-8 | BeicTymuieHne
COJIEpKaHHE U HUE TeM (BOMPOCOB) TEO- (mokinan) Ha 3aHs-
3aJlauu Kypca. pPETHUYECKOM YyacTH Kypca THH, 3a4€T C OLEH-
JlokymMeHTOO0O0pOT TTpopaGoTKa TEKIHOHHO- ) KOH, O%ipoc Ha 3aHs-
u THSAX T
ro Marepuansa » 1€C
JIEJIONPOU3BOACTBO
B Hroro 12
npodeccruoHanbHON
JeSTeIbHOCTH.
2 IIpaBoBele 1 ITpopaboTKa JEeKIIUOHHO- 2 ITK-20, ITIK-8  |3auéT c oneHKoH,
HOPMAaTHBHBIC ro MaTepuasa Ormpoc Ha 3aHATHUSAX,
OCHOBBI Hroro b Tect
JTIOKYMEHTHPOBAHUS
YIPABJICHYECKON
NEeATETHHOCTH
3 IlonsTue [ToaroroBka k mpakTuye- 14 IIK-20, ITIK-8 | 3a4€T ¢ OLEHKOIA,
JOKYMEHTA. CKUM 3aHATHUSM, CEMUHA- Omnpoc Ha 3aHATHSX,
CaoiicTBa pam OTuer 1o npaxkTuye-
I,Z[(OKYMCHTa. TpopaGoTKa NEKIHOHHO- 2 E:FKOMy 3aHATHIO,
npuKanus T
naccHpukal ro Marepuaina ec
JOKYMEHTA.
CTpykTypa Hroro 16
JOKYMEHTA.
TpeboBanus k
0 OpMIIEHHUIO
JIOKYMEHTOB.
4 CucrteMbl [ToaroroBka k mpakTuye- 16 [1K-20, [IK-8  |BeicTymiieHue
JIOKYMEHTOB. CKUM 3aHSTUSIM, CEMUHA- (moksan) Ha 3aHs-
CocrasieHue u pam THH, 3a4€T C OICH-
MJICHU ko, On Ha 3aHs-
oQopmere CamocTosTenbHOE U3yde- 6 O, OOpoc a3a
MIPABJIEHYECKUX tusax, OTyer no
yip HUE TeM (BOMPOCOB) TE€O- ’
KYMEHTOB. . MIPAKTHYECKOMY 3a-
AOKYMEHTO pPETHUYECKON YacTu Kypca pa CCKOMY 32
HATHIO, TecT
[TpopaboTka neKInOHHO- 4
ro Marepuana
Uroro 26
5 DNEeKTpOHHBIN Brinonnenne KOHTPOJIb- 12 [1IK-20, [IK-8  |3a4€T c o1eHKOMH,
JOKYMEHTO00O0pOT, |HBIX paboT KontponpHnas pabo-
KITIOUEBBIC IOHATHS, | 1170 0mka K npaKTHye- 20 Ta, Onopoc Ha 3aHs-
OCHOBHBIE CKHM 3QHSTHAM, CEMHHA- Tusax, OT4er no
KOHLICTIIIUU MIPAKTHYECKOMY 3a-
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[TpopaboTka JIEKITMOHHO- 2 Hatuto, [IpoBepka
ro MaTepuasa KOHTPOJBLHBIX padoT,
Hroro 34 Tecr
6 Opranuzamus [ToaroroBka k mpakTuye- 20 ITK-20, [IK-8  |3a4€T c oLeHKoM,
paboThI ¢ CKHUM 3aHSTUSIM, CEMHUHA- Ornpoc Ha 3aHATHUSAX,
JIOKYMEHTaMU pam Tect
dopmmpoBarue n ITpopaboTKa JEeKIIUOHHO- 12
TEK XpaHECHU
CKYIICE XpAHCHUE | 1, MaTepuala
JIOKYMEHTOB.
IToagroroska Hroro 32
JIOKYMEHTOB K
nepegayde B apxuB
Hroro 3a cemectp 122
ITonroroska u cgada 3a- 4 3a4éT ¢ OLIEHKOU
qyeTa
Hroro 126
10. KypcoBoii npoekT / KypcoBasi padora
He npenycmorpeno PVYII.

11. PeiiTunroBas cucremMa Jiyisi OlleHKH YCIIeBAeMOCTH 00yUYalOIIUXCS
PeittuHroBas cucrema He UCIIOIB3YETCA.

12. YueOHO-MeTOAUYecKOe U MHPOPMANIMOHHOE 00ecTiedeHrue TUCIHIIINHBI

12.1. OcHoBHas JuTepaTypa

1. Joponwuna, JI. A. OpraHu3aius ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECIIeUCHUs yIpaBiie-
HUS [DIEKTPOHHBIN pecypc]: y4eOHUK U MPaKTUKYM ISl akajeMudeckoro Oakanaspuata / JI. A. JlopoHu-
Ha, B. C. UputukoBa. — M. : U3narensctBo HOpaiit, 2018. — 233 ¢. — (Cepus : bakanaBp. Akagemuue -
ckuii kypc). — ISBN 978-5-534-04568-0. — Pexxum pgocrtyma: https://urait.ru/book/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-413265 (nara oopamenus: 07.06.2021).

2. Haummonansubiii crangapt PO I'OCT P 7.0.97-2016 "Cucrema craniapToB o MHGOpMaluy,
OuOIMOTEeYHOMY U M3AaTeNbCKOMY Aeny. OpraHu3allnOHHO-pACIOpAIUTeNbHAA JoKyMeHTalus. Tpebosa-
HUSL K 0OPMIICHHIO TOKYMEHTOB" (yTB. mpuka3oM dDenepabHOrO areHTCTBA M0 TEXHUYECKOMY pETyIIH -
poBaHuto U MeTpojiorun oT 8§ nekadbps 2016 r. N 2004-ct) [DnexTpoHHBIN pecypc]: — Pexum pocryna:
https://docs.cntd.ru/document/1200142871 (nata obpamienwus: 07.06.2021).

3. TIpozosa, O. C. [lenonpou3BoJCTBO [INEKTPOHHBIN pecypc]: yueOHoe mocodue miist By30B / O.
C. I'po3oBa. — Mocksa : UznatensctBo IOpaiit, 2020. — 124 c. — (Bricmiee o6pazoBanue). — ISBN
978-5-534-06787-3. — Pexxum moctyma: https://urait.ru/viewer/deloproizvodstvo-472842 (nara oOpare-
Hus: 07.06.2021).

12.2. lonosiHUTEIbHAS JIUTEPATYpPa

1. Oo6pa3zoBarenpublii cranaapT Byza OC TYCYP 02-2013. PaGoThl cTyneHUYECKHE IO HATIpaBIIe-
HUSIM TIOATOTOBKU U CIIEIMATILHOCTSM TyMaHuTapHOTro npodwmist. O6mue TpedoBaHus U TpaBuia 0hopM-
JeHus [DneKTpoHHBIN pecypc]: — Pexxum nocrtyma: https://regulations.tusur.ru/documents/71 (nata 06-
pamenus: 07.06.2021).

2. TOCT P 7.0.8-2013. Cuctema cTaHI1apToB 10 HHPOpPMALIUHN, OMOIMOTEYHOMY U U3ATENIbCKO-
My jeny. J{eaonpou3BoACTBO U apXUBHOE JI€710. TepMHUHBI U OTpeieeHus [ IeKTpOHHbBIN pecypc]: — Pe-
xuM foctyna: https://docs.cntd.ru/document/1200108447 (nara ob6pamenus: 07.06.2021).

3. JlemompousBoactBo [DnekTpoHHBIN pecypc]: Yuebnoe mocodbue / JI. U. KazakeBuu - 2018.
132 c¢. — Pexxum noctyna: https://edu.tusur.ru/publications/7542 (nata obpamenus: 07.06.2021).

12.3. YueOHO-MeTOANYECKHE TOCOOHS

12.3.1. Obs3aTe/ibHbIE Y4eOHO-METOAMYEeCKHE MOCOOUs
1. OOmwmii 1 PIEKTPOHHBINA TOKYMEHTOOOOPOT [DNEKTPOHHBIN pecypc]: MeToaudeckoe mocodue
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10 JTa0OPATOPHBIM 3aHATUSAM M CAaMOCTOATENLHOU paboTe st cryaenToB HampasiaeHuit 080200.62 «Me-
HemkmenT», 080100.62 «Oxonomuka» / XK. H. AxcenoBa - 2014. 40 c. — Pexum pgoctyma:
https://edu.tusur.ru/publications/4874 (nata obpamenus: 07.06.2021).

2. OCHOBBI JIETONPOU3BOJICTBA [DNEKTPOHHBIA pecypc]: Meronuueckue ykazaHus K IpakThye-
CKUM 3aHSATHSM U OpraHuzanuu camoctostensHoi padotsl / E. K. Manaxosckas, A. A. Cugopos - 2018.
28 ¢. — Pexxum noctyma: https://edu.tusur.ru/publications/8165 (nara oopamenus: 07.06.2021).

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

Y4eOHO-MeToIMUeCKUEe MaTepHralibl Il CAMOCTOSTENIbHOM U ayAUTOPHOM pabOThl 00ydaroluxcs
U3 YMCIIa JIML] C OrPAaHMYEHHBIMH BO3MOKHOCTSIMU 3710POBbSl U MHBAJIHMJIOB MIPEIOCTABISIOTCA B (popMax,
aJalTHPOBAHHBIX K OTPAaHUYEHUSIM UX 3/I0pPOBbS U BOCIPUATHUS UHPOPMALIIH.

JL1s1 JIMI ¢ HApyIIeHUSIMM 3PeHust:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe yBEIMUEHHBIM HIPUPTOM.

JI1s1 JIMI ¢ HApyIIEHUsIMM CJIyXa:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (opme.

JI1s1 1M1 ¢ HApyIeHUSIMM ONIOPHO-ABUTaTeJILHOI0 annapara:

- B (hOpMeE INIEKTPOHHOI'O IOKYMEHTA;

- B Ie4aTHOU hopme.

12.4. TIpodeccnonabHbie 0a3bl JaHHBIX H HH(GOPMALMOHHBIE CIPABOYHBIC CHCTEMbI

1. TAPAHT - Cucrema «'APAHT» Pexum noctyna: www.garant.ru;

2. Koncynprantllmoc - Cucrema «Koncynprantllimtoc» Pexum noctyna: www.consultant.ru

3. JlomonHuTENbHO K MpodeccuOHAIbHBIM 0a3aM JaHHBIX PEKOMEHYeTCsl UCII0Ib30BaTh HHOP-
MallMOHHbIE, CIPAaBOYHbIC U HOPMATHBHbIE 0a3bl JaHHbIX https://lib.tusur.ru/ru/resursy/bazy-dannyh

13. MaTtepuaibHO-TEXHMYECKOE 0O0ecneyeHre JTUCHUILJIMHBI U TPpedyeMoe MPorpaMMHoOe
obecneuenue

13.1. O6mue TpedGoOBaHMA K MATEPHAJIBHO-TEXHHYECKOMY H IIPOIPAMMHOMY 00eCIie4YeHHI0
AUCHUITIIMHBI

13.1.1. MaTepuaibHO-TEXHHYECKOE W MPOTrPaMMHOe olecriedeHne JJIs JTeKIIMOHHBIX 3aHATHI
Jlnst mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUTIA, TPYIIIOBBIX M MHAWBUYaTbHBIX KOHCYJAbTALIUH, TE-
KYIIIETO KOHTPOJISI ¥ MPOMEXKYTOYHOU aTTECTAI[UU HCIIONIL3YEeTCs yueOHas ayTUTOPHUS ¢ KOJTMYECTBOM TIO-
CaZIoYHBIX MecT He MeHee 22-24, 00opyIoBaHHAs JOCKOM M CTaHAApTHOH yueOHOIl mebenbio. MeroTes
JIEMOHCTPAIMOHHOE 000pyI0BaHNE U YIeOHO-HATIISAHBIE TTOCOOUS, 00ECIIeYNBAIOIINE TEMATHUSCKHIE I~
JIOCTPALIMHU 0 JIEKIMOHHBIM pa3JielaM TUCIUIUINHEI.

13.1.2. MaTepuaJIbHO-TeXHUYECKOEe U NIPOrPaMMHOe o0ecnedyeHue J1Jisl NPAKTHYECKUX 3aHA T

Jlaboparopusi TpyHmoBOro MpoeKTHOro oOyudeHus "JlabopaTopusi COIHATBEHO-YKOHOMUYECKUX
npoOiem"

yueOHas ayuTOpHsl 7Sl IPOBEACHHUSI 3aHATHI MPAKTUYECKOTO TUTIA, YdeOHass ayAuTOpHs IS PO -
BEJICHUS 3aHATHI J1a00paTOPHOTO THUMA

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

Ornucanue UMeroIerocs 000pyI0BaHUS:

- [I1I5BM KOMIICTAP (12 mur.);

- MarauTHo-MapKkepHas 10CKa;

- Kommuiekt cienmanuzupoBanHoi yueOHoOW Mebenu;

- PaGouee mecto npenogaBares.

[TporpamMHOe obecrieueHue:

— 1C:Ilpennpusitue 8

- T-Zip

— FoxitReader
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— Google Chrome

— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOffice

— KoncynweranT [Itoc

Brruncnurensnas naboparopus / KommnbroTepHsIii kitacc

yueOHas ayTuTOPHsI i1l IPOBEACHHSI 3aHATHI MPAKTUYSCKOTO TUTIA, YICOHAsT ayIUuTOPHS IS IIPO -
BEJICHUS 3aHITHIA 1a00OPaTOPHOTO THUMA

634045, Tomckas obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.

Ornucanue UMEIIerocs 000pyI0BaHUS:

- [I1IBM DX6100M (9 mr.);

- [I3BM INTEL CORE 2 DUO (6 mit.);

- MaranTHO-MapKepHas T0CKa;

- Kommnekr cnenunanuzupoBanHoi yueOHoI mebenu;

- Pabouee mecto mpenoaBarers.

[TporpammHoOe obecrieueHue:

— 1C:IIpennpusitue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft

— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOffice

— Koncynprant [lmroc

13.1.3. MarepuajibHO-TEXHHYECKOE U MIPOrPaMMHoOe o0ecrneuyeHue 1JIsl CAMOCTOSITeIbHON padoThI
JlIst caMOCTOSITENIbHOM paboThl MCIONB3YIOTC yueOHbIE ayAUTOPUU (KOMITBIOTEPHBIC KJIAcChl),
PacIOJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast obnacTs, r. Tomck, Jlennna npocnexr, a. 40, 233 ayn.;
- 634045, Tomckas obmacts, T. Tomck, yin. Kpacnoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast 06nacThb, r. Tomck, Bepmmnuna ynuua, 1. 47, 126 ayn.;
- 634034, Tomckast obmacTh, T. Tomck, Bepmmanna ymuna, 1. 74, 207 aya.

CocTtaB 000py/IOBaHUSA:

- yaeOHast mebeb;

- komneroTepsl kinacca He Hke [I9BM INTEL Celeron D336 2.81'T. - 5 mit.;

- KOMIBIOTEPHI MOJIKIIOUYCHBI K ceTh «/HTepHeT» U 00eCleYnBarOT JOCTYI B AJIEKTPOHHYIO HH-
(dhopMaMOHHO-00pa30BaTEIIbHYIO Cpely YHUBEPCUTETA.

[Tepedens mporpaMMHOTO 00ECIICUCHUS:

- Microsoft Windows;

- OpenOftice;

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

- Google Chrome.
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13.2. MaTepuaibHoO-TeXHHYecKoe o0ecniedeHne TUCHMIIIMHBI VIS JIMI[ C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHue NUCHMIUIMHBI JUIAMUA C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSI U MHBAJIUAAMU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEICTB 00ydEeHHs OOIIEro U CHEeMaIbHOI0 Ha3HAUYeHUS.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUSAMH CJIyXa MPeyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH anmapaTypbl, MyJIbTUMEIUNHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/nepena-
4yi y4yeOHOM nH(pOPMALIUU B TOCTYIHBIX (PopMax, MOOMIIBHOM CUCTEMBI MTPETIOaBaHus Il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN CHCTEMBbl. YueOHas aynuTOpHus, B KOTOPOH 3aHUMAIOTCS
oOydaroryecs: ¢ HapylIEeHHEM ClIyXa, 000OpYy/lI0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUIEO-
TEXHUKOMU, 3JICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX ¢ 0OYUYAIOLUIMMUCS ¢ HAPYLIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BAaHUE B
JEKIIMOHHBIX U YYEOHBIX ayAUTOPHUIX BO3MOKHOCTH IIPOCMOTPA YAAIEHHBIX 0OBEKTOB (HAIIpUMeEp, TEKCTa
Ha JIOCKE WM CJIaiijia Ha SKpaHe) P MOMOIIM BUACOYBEINIUTEICH A1 KOM(POPTHOTO IPOCMOTPA.

[Tpu 3aHATHAX ¢ O0YYalOUMMUCS ¢ HAPYUIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTePHATUBHBIC YCTPOHCTBA BBO/IA HH(OPMAIINHK U IPYTHE TEXHUUECKUE CPENICTBA ITpHeMa/epe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEMbl OOy4eHUs JUIs JIOAEH ¢ UHBaA-
JIMTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U METOAMYECKHE PEKOMEHIAIUH 110 OPraHU3aluu U3yYeHHUsI
AUCHUTLTHHBI

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

14.1.1. TecToBble 3a1aHus
1. JdaTb onpeaenenne JOKyMEHTUPOBAHUIO:
a) JlokyMeHTHpOBaHHUE — ATO MPOIIECC CO3AaHMS U OPOPMIICHHS JOKYMEHTOB;
b) JlokymMeHTHpOBaHUE — 3aTUCh HH(POPMAIIUK HA HOCUTEJNE 10 YCTAHOBICHHBIM MTPaBUIIAM;
¢) JlokyMeHTHpOBaHNE — OOECIIEYeHHEe CBOEBPEMEHHOTO U MPABWJIBHOTO CO3/IaHUS JOKYMEHTOB;
d) lokymeHTHpOBaHKE — 3aNMCh MH(DOPMALIMK Ha Pa3TUYHBIX HOCUTEISAX 10 YCTAHOBJICHHBIM MPaBUIIaM.

2. latb onpeneneHue TOKyMEHTY:

a) JIokyMeHT — 3TO 3aUKCUPOBaHHAs Ha MaTepHallbHOM HOocHUTee HH(OpMalUs C PEKBU3UTAMU,
MO3BOJISIONUMHU €€ UJICHTU()UITUPOBATH;

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

¢) JlokyMeHT — 3TO MaTepuaibHbIl HOCUTEND ¢ HH(OpMaLKel, TO3BOJSAIONINI ee HASHTUHULIHUPO-
BaTh;

d) JoxymeHT — 3TO criocob ¢ukcanuu nHGoOpMaIum.

3. Yto Takoe opuIHaNbHbBIN TOKYMEHT?

a) O¢punuanbHbli TOKyMEHT — JIOKYMEHT, CO3JIaHHbIM OpraHu3anuei, JOHKHOCTHBIM JIMLIOM WIIH
rpaxaAaHUHOM, 0()OPMJIEHHBIN B YCTaHOBJIEHHOM IOPSIKE;

b) OdunmanbHbI JOKYMEHT — JOKYMEHT, NTpeIHa3HAYCHHBIA JJIs Mepelaul IpyroMy JHIY IOpHU-
JTUYECKUMU WK (U3NYECKUMU JIUIIAMU B YCTAHOBJICHHOM MOPSIKE;

¢) OpuuranbHbIA TOKyMEHT — TOKYMEHT, CO3/1aHHbIN, OOPMIICHHBINA U YIOCTOBEPEHHBIH B ycTa-
HOBJIEHHOM TOPSAJIKE JJI1 MHOTOKPAaTHOTO UCIOIb30BAHMS.

d) Her npaBuibHOTO 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;

CornacoeaHa Ha noprane Ne 51208 13



¢) DIEKTPOHHBIM JOKYMEHT — 3TO JOKYMEHT, HH(opMalHs KOTOPOTO MpEeACTaBIeHa B AIEKTPOH-
HO dopme;

d) DAeKTpOHHBIH JOKYMEHT — 3TO O(PHIHMAIBHBIA TOKYMEHT, MPEJICTABICHHBIM B 3JEKTPOHHOU
dopme mocie ero noANMCaHus JOHKHOCTHBIM JIMIIOM B MOPSJIKE, YCTAaHOBJIEHHBIM 3aKOHOJATEIIbCTBOM
PO.

5. Uto npencrasinseT coboit opopmieHne 10KyMeHTa?

a) OdopmiieHre JOKyMEHTa — 3TO MPOCTABJICHUE HA TOKYMEHTE HEOOXOIUMBIX PEKBU3HUTOB;

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

¢) OdopmiieHre JOKYMEHTa — 3TO MPOCTABICHHE PEKBH3UTOB UISI OPTaHU3AIlUN OTIEPATUBHOTO
MIOUCKA JIOKyMEHTOB;

d) Her nmpaBunsHOTO OTBETA.

6. Uto npencraisier coO0i cucTeMa JOKyMEHTAINH ?

a) [Tox cucteMoil JOKYMEHTalMK IIOHUMAETCSI COBOKYITHOCTh JIOKYMEHTOB, NMPEAHA3HAYCHHBIX IS
obecrieueHrs U PETYIMPOBaHUS JIEATEILHOCTH OPTaHOB BJIACTH, YUPESKICHUN, PESIAIPHUATHI U OpTaHHU3a-
LM

b) CucremMa TOKyMEHTAIIMU TIPEACTABISICT COOOM COBOKYIMHOCTh IOKYMEHTOB, B3aMMOCBSI3aHHBIX
M0 TMPU3HAKAM TMPOUCXOKICHUS, Ha3HAUCHUS, BUAA, C(hephl NEATEIbHOCTH, CIUHBIX TPeOOBAHUHN K WX
0hOpMIICHHIO;

¢) Cucrema JOKyMEHTAIMH MPEICTABISET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JTOKyMEHTOB, B KO-
TOPBIX MOCIIE0BATEILHO OTPAXKACTCS ACATEIHPHOCTh OTPACIIH TOCYIAPCTBEHHOTO YIIPABICHUS;

d) Cuctema HOKyMeHTAalMK MPEACTaBIsIET COOONW COBOKYIMHOCTh JJOKYMEHTOB, B3aHMOCBSI3aHHBIX
0 TIpU3HAKaM Ha3Ha4YeHUs, C(hepbl ACSITEIBPHOCTH U €IUHBIX TPEOOBaHMM K MX 0()OPMIICHHUIO.

7. KakoBbI 3Tambl NOATOTOBKU PACOPSAIUTEIBHOTO TOKYMEHTa?

a) OTO coIIaCOBaHUE JOKYMEHTA, NOANNCAHUE JOKYMEHTA;

b) 310 U3yUyeHHE yInpaBIEHYECKOrO BONPOCa, MOArOTOBKA MMPOEKTA PACIOPSIUTEIILHOTO JOKYMEH-
Ta, COrJIaCOBaHUE JIOKYMEHTA, TIOIICAHNE JOKYMEHTA;

¢) OTO M3yYeHHE YIPaBJIEHYECKOro BOIMpOCAa M MOATOTOBKA MPOEKTAa PACIOPSIAUTEIHHOIO JIOKY-
MEHTAa;

d) DOto M3yueHume yIpaBIECHYECKOrO BOMpoca, chepbl IeATeTbHOCTH, €IUHBIX TpeOOBaHUU K
0(OPMIICHHUIO U TIOJrOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.

8. Kak BeneTcs Hymepanus IpUKa3oB 110 OCHOBHOM €S TEILHOCTHU?

a) Ilo mopsKy ¢ MOMEHTa CO3/1aHUs OpraHU3alluu, HO OT/IEIbHO OT MPUKA30B 10 JIUYHOMY COCTa-
BY,

b) B npexnenax mecsiia, HO OTAEIBHO OT MPUKA30B IO JIUYHOMY COCTaBY;

¢) [Moapsin B mpenenax pruHAHCOBOTO T0/1a, COBMECTHO C NMPHKAa3aMH 10 JUYHOMY COCTaBY;

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

9. Kak ocymiecTBiIsieTcs CoriiacoBaHue JTOKyMeHTa?

a) CornacoBaHue OCYyIIECTBISICTCS ITyTeM BU3UPOBAHUS WM IPOCTABICHUS Ipuda COTIacoBaHUS;

b) IlpoBoauTcs oneHka mpoekra oGUIUATBHOTO JOKYMEHTa 3aMHTEPECOBAHHBIMHU OpTaHHU3AIIM -
MH, AOJDKHOCTHBIMU JIUIIaMH, CIICHHUAJINCTAaMU,

¢) [lonHOCTBIO MOATOTOBIEHHBIE POEKTHI JOKYMEHTOB MPECTABIIAIOTCS HA COIJIACOBAHUE JOJIK-
HOCTHBIMH JIHUIIaAMH, CIICHHUAJIUCTAMU,

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

10 . VI3 kakuxX NBYX 4acCT€ COCTOMT TEKCT PACIOPSAUTEIBHBIX JOKYMEHTOB, HEOOXOAUMBIX IS
CO3/IaHUs1 HOBBIX MPEANPUHUMATEIBLCKUX CTPYKTYP?

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBoaHO# 1 OCHOBHOIA;
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¢) OCHOBHOM U pacopsIAUTENBHOM’;
d) Koncratupyromei 1 paciopsiuTeIbHOM.

11. YcraB opranuzaium OTHOCUTCS K:

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

d) opraHu3anMOHHON TOKYMEHTAITUH

12. Ha xakomM JOKyMEHTE HE YKa3bIBAE€TCS Ha3BaHHUE BUJA JOKYMEHTA?

a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BaHHUE BHUJIA JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE YKa3bIBAaCTCSl HA3BaHHUE BUA TOKYMEHTA;

c¢) Ha 6nanke odunmansHOTO MuchMa HE YKa3bIBACTCS Ha3BAaHUE BHUJIA JOKYMEHTA,
d) Ha Gmanke pemieHust He yKa3bIBaeTCsl HA3BaHUE BHJIa JOKYMEHTA.

13. Ha 6rmankax JOKYMEHTOB MPEANPUHUMATEIBCKUX CTPYKTYP MPOCTABIISCTCS:
a) locynapcrBennsiit rep6 P®, I'ep6 cyObekra PD;

b); aMbOnema opraHu3aiuy,

¢) smOieMa opraHu3aly WM TOBAPHBINA 3HAK;

d) ToBapHBIii 3HAK.

14. K oprann3aniMOHHBIM JIOKyMEHTaM, HEOOXOIUMBIX JUIS CO3/IaHUSI HOBBIX IMPEANPUHUMATENb-
CKHUX CTPYKTYp OTHOCHT:

a) MOJIOXKEHUE, YCTaB, MPUKa3, CTPYKTypHAs U IITaTHAs YUCIEHHOCTb, MHCTPYKIHS, JOTOBOP;

b) monoxxeHue, ycraB, akT, CTPYKTypHasi ¥ IITATHASI YUCICHHOCTh, HHCTPYKIIHSI, TOTOBOD;

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

d) monoxxenwue, ycraB, CTpyKTypHasi ¥ IITaTHASI YUCIIEHHOCTh, UHCTPYKIIUS, JOTOBOP.

15. JIBmkeHue JOKyMEHTOB B OpPTaHHM3allMi C MOMEHTA MX CO3JaHMS WJIH ITOTyYEHHs 10 3aBepie-
HUSI UCTIOJIb30BAHUS MITU OTIIPaBKU HA3bIBACTCS:

a) JlokymeHT0000pOTOM;

b) [ToTrokOM TOKyMEHTOB;

¢) O6paboTKOI JOKYMEHTOB;

d) Peructpanueii qoxkymeHTa.

16. Peructpaunu noiexar JOKyMEHTBI:
a) Bxomsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BUIBI JOKYMEHTOB.

17. Yto Takoe HOMEHKIATypa aen?

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

b) Homenkmarypa e — 370 cuCTeMaTU3MPOBAHHBIN MEPEYCHb 3aBOAMMBIX B OpTaHHU3AIUH JIENT C
YKa3aHHUEM CPOKOB UX XpaHEeHHsI, 0)OPMIICHHBIN B yCTaHOBJIEHHOM MOPSIKE;

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

d) Her nmpaBunsHOTO OTBETA

18. B opranu3anroHHbBIX U paCHIOPSIINTENLHBIX TIOKYMEHTAX, HEOOXOAUMBIX, [UISI CO3/IaHUSI HOBBIX
HpeANPUHUMATEIBCKUX CTPYKTYp, OQOpMIIsIeMbIX Ha ABYX M Oojiee JUCTax HOMEpa CTPaHUIl MPOCTaB-
JISTFOTCH.. ..

a) Co BTOpOIi CTpaHUIIBI B BEPXHEM MPABOM YTy TOJIA JIMCTa apabCcKuMu 1udpamu;

b) Co BTOPOIi CTpaHUIIBI MOCEPEINHE BEPXHETO MOJIS JINCTA apaOCKUMHK [P PaMHU;
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¢) Co BTOpOIi CTpaHUIIBI TOCEPEIMHE HIDKHETO MO JIUCTa apaOCKUMHU U pamu;
d) [TocnenoBarenbHO HAa KXKIOW CTPaHUIIE B TPABOM HIDKHEM YIJTy apaOCKUMH U(pamH.

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

- OJIVH;

- IBa;

- OTPaHUYCHUS HE YCTAHOBIICHBI;

- He Oonee Tpex pas;

- He OoJiee MIeCTH pas;

- U3MEHSTD €r0 B TEUYCHHE I0/1a HEJIb34l.

20. IIpukassl, IPOTOKOJIBI, PACIIOPSYKEHUS, PEIIEHUS, OTHOCSITCS K:
a) OPraHN3alMOHHBIM JOKYMEHTaM MPEIIpUsATHS;

b) pacriopsAMTENbHBIM JOKYMEHTAM NPEIIPUATHUS;

C) JOKYMEHTaM I10 JINYHOMY COCTaBY NMPEANPUATHS;

d) naHpOpMaAIIMIOHHO—CTIPABOYHBIM JOKYMEHTAM MPEIIPUATHSL.

14.1.2. Tembl KOHTPOJILHBIX PadoT

1. ABTOMaTH3aIMsl 1€710IPOU3BOCTBA: OCHOBHbBIE IIPEUMYILECTBA U HEPELIECHHbIE MPOOIEMBI.

2. @aKTophl, TOPMO3SILIKE BHEAPEHUE FNEKTPOHHOIO IOKYMEHTOO00POTA.

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

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

5. Kimaccudukanys aBToMaTu3upOBaHHBIX CHCTEM JICITOTIPOU3BOJICTBA.

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

7. IHTepHeT-IIpHeMHast: ONBIT BHEJAPEHUSI cCUCTEMbl 00pabOTKU 0OpalleHuii rpakJaH, HOCTyar0-
IUX Yyepe3 OPHULIHATbHBIN CalT.

8. D¢ (eKTUBHOCTh YIpaBIECHUS U NPUMEHEHHE CHUCTEM aBTOMATU3ALUU JAEJONPOU3BOJICTBA U
AIIEKTPOHHOTO JOKYMEHT0000pOTa.

9. DneKTpOHHBIN JOKYMEHTOOOOPOT B OpraHax rocyaapCTBEHHON BIACTH.

10. OmpIT aBTOMaTH3alMKU (PYHKIMNA MOJATOTOBKH, COIVIACOBAHMS, PETHMCTPALMU U PACCBUIKH HOP-
MaTHUBHBIX IIPABOBBIX AKTOB UCIIOJHUTENIbHBIX OPraHOB IrOCYIapCTBEHHON BJIACTH CyObekToB Poccuiickoit
®denepaniy 1 OpraHOB MECTHOTO CaMOYIIPABJICHUS.

11. MexXBe1OMCTBEHHBIH 3JIEKTPOHHBIN TOKYMEHTOOOOPOT HpHU MPEICTAaBICHUH rOCyIapCTBEHHBIX
Y MYHULIUTNIAIBHBIX YCIIYT B 3JIEKTPOHHOM BUJE.

12 AHanu3 npeuMyniecTB 3JIEKTPOHHOTO JOKYMEHTO000poTa nepes OyMakHbIMU

13 IIpoGriemMbl BHEIPEHUS CUCTEM 3JIEKTPOHHOIO IOKYyMEHTOO00POTA.

14 OcoGeHHOCTH XpaHEHUS 3JIEKTPOHHBIX IOKYMEHTOB, 3JIEKTPOHHBIN apXUB JOKYMEHTOB.

15 Cucrembl 37IEKTPOHHOTO JOKYMEHT0000poTa B PD: cocTosiHUE U NEePCIIEKTUBBI

16 Cuctemsl ynpaBieHHs OpraHM3alMOHHbIMHU (Ou3Hec) mporeccamu B P®: coctosHue u mep-
CIIEKTHUBBI.

17. CuctemMbl MOJEIIMPOBAHUS OPraHU3AMOHHBIX IIPOLECCOB: MIPUMEPhl IPUMEHEHUS.

18. Undpopmaruszanus opranoB 'MY PO.

19. VluTepHeT npeacTaBUTeNbCTBA OPraHoB (esiepabHOM BIACTH U CyObeKTOB PO

20. CucTembl UHTEIJIEKTYAIbHOIO aHAJIN3a JaHHBIX

21. I'eoundopmarmonnsie cuctemsl. [lepcnexktrBsl B PO.

22. DddexTuBHbIN OyMakHBIA JOKYMEHTOOOOPOT: yIpaBieHUE HOKyMEHTaMM, KOMIAKTHOE Xpa-
HEHHE M COYETaHHUE C CUCTEMaMH 3JIEKTPOHHOTO JOKyMeHTooO0opoTa mo texHomornun "WALLER System-
Registraturen"

23. ObecrieueHre AIEKTPOHHOTO IOKYyMEHTO000POTa MEX Ly OpraHaMu roCyIapCTBEHHOM BJIaCTH

24 "EnuHoe oKHO" Ui JOKYMEHTO000pOTa C rOCyAapCTBEHHBIMU OpraHaMu

25. 3auem HaMm HY)eH ctaHaapT [SO 15489, u kak ero MOKHO MCTIOJB30BATh

26. Opranu3zanus 3IEKTPOHHOIO apXUBa JOKYMEHTOB U YIPABICHHE HOPMAaTUBHO-CIIPABOYHOM MH-
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dbopmarmei B cucreMax JOKyMEHTO000poTa

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

28. [IpoGnemsbl peanu3anuy MPOSKTOB BHEAPECHHS CUCTEM JIEKTPOHHOTO IOKYMEHTOOO0pOTA.

29. Ilpobnembl co31aHusl CUCTEM 3aIIUIIICHHOTO TOKYMEHTO000pOoTa

30 Ponp ayreHTH(uKanMu B OpraHu3alldd 3alIUTHl JTOKYMEHTOOOOpOTa MPHU HCIOJIb30BAHUU
OTKPBITBIX CETEHN CBA3U

31. FOpuanveckue nmpooOaeMBbI SJIEKTPOHHOTO JOKYMEHTO000pOTa

14.1.3. TemblI 10KJI2/10B

TeMblI 17151 KOHTPOJISI CAMOCTOSATENBHOIO U3yYEHUS TEM TEOPETUUECKON YacTu Kypca

1. Ucropust pa3BuTHS rOCYIapCTBEHHOM CUCTEMBI JEIONPOU3BOACTBA

2. IlpakThka opraHu3anuy AeJ0NPOU3BOICTBA B rocyapcTsax JpesHero mupa

3. CriocoObl pukcrpoBaHus U Nepeiaun HHPopMaIiK B rocyapersax JpesHero Mupa

4. Vcropus pa3BUTHUS IOCYIapCTBEHHOM CHUCTEMBI IEI0IPOU3BOACTBA B Poccuu.

5. PexBU3UTHI CTONOIIOBOM (POPMBI IETOMPOU3BOICTBA, MPOIICANITNE Yepe3 BEKa U OCTABIINECS B

JIOKYMEHTaX HalIUX JHEH.

6. Ponb noKyMeHTa B HU3HU YeJIOBEKa U 0OIIECTBA.

7. MeTozpl UccieoBaHUsI JOKYMEHTOBEUECKUX MTPOOIIeM.

8. HayuHo-ncropuueckas 1 npakTuueckasi IeHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cepe IpaBa U yIpaBiIeHUs.

10. BiusiHME Hay4YHO-TEXHUYECKON PEBOIIOLIUH HA PA3BUTHE TOKYMEHTA.

11. Pa3zButHe popmyispa TOKyMeHTA.

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

13. 3akoHOATENBHBIE AKTHl 1 HOPMAaTUBHBIE JOKYMEHTHI PD.

14. Yauduxauus u ctaHaapTU3aLus yIIPaBICHYECKUX TOKYMEHTOB.

15. FOpuauueckas cuia JOKyMEHTa: NOJJIMHHUKK (OPUTHHAJIBI) JOKYMEHTOB, KOMHUU JTOKYMEHTOB
U UX BUJBI

16. [lonatue o JOKyMEHTOOOOPOTE NMPEIPUATHUSL

17. Opranusanus padoThl ¢ BXOAAIUMH TOKYMEHTaMU

18. Opranusanus paboThl ¢ HCXOIAIIUMU TOKyMEHTAMHU

19. OcobenHocTH Opranu3anuy paboThl C BHYTPEHHUMHU JOKYMEHTaMU

20. JlTokymMeHT0000pOT B MH(POPMAITMOHHOM 00€CTI€UeHUH YIPABICHUS U €T0 COCTaBHbBIE YaCTH.

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

22. O030p OCHOBHBIX CHUCTEM JJIEKTPOHHOTO IOKYMEHTOOOOpOTA. MpecTaBleHHbIX B Poccuu u 3a
pPyOeKOM.

24. Ananu3 BHEIPEHUS CUCTEM 3JIEKTPOHHOTO JEJIONPON3BOICTBA U IOKYMEHTOO00pOTa

14.1.4. Tembl OIPOCOB HA 3aHATUAX

[TonsiTre, 1ieNn U 3a7a9U U3y9aeMOl JUCIUILTUHBL. Pa3BUTHE U CTAHOBJICHHE JICIIONPOU3BO/ICTBA B
Poccun. Opranu3anus 1e1onpon3BO/ICTBA HA MPEANPUATUSIX. SHAYCHUE U MECTO JOKYMEHTOB B CUCTEME
yIpaBIeHUS

[ocynapcTBeHHOE peryJiMpoBaHie, HOPMAaTHBHO-TIPABOBAs M METOJMYECKasi OCHOBA JJOKYMEHTAIH -
OHHOTO oOecmieueHus ynpapieHusi. CyIIHOCTh, HAMPABJICHUS U BUJIBI TOCYIAPCTBEHHOTO PETYIUPOBAHUS
JOKYMEHTAI[HOHHOTO OOECTICUCHHUsI YIpPABJICHUS, Ha3HAYCHHUE, OCOOCHHOCTH M COOTHOIICHHE HOpMa-
THUBHO-TIPABOBOTO U METOAMYECKOTO peryaupoBanus. CocTaB M CTPYKTypa HOPMAaTHBHOM, IPABOBOM U Me-
TOJMYECKON OCHOBBI IOKYMEHTAIIMOHHOTO 00ECTICUCHHS YIIPABJICHHUS, HAIIMOHAIBHBIX M JIOKAJILHBIX HOP-
MaTHBHO-METOAMYECKHUX JTOKYMEHTOB. YHUDUKAINS U CTaHAapTH3AIHS.

TpeboBanus k 61aHkaM 10KyMeHTOB. [lopsmok paspabotku 6iankoB. O0mKe TpeOOBaHUA K JOKY -
MEHTaM, U3TOTOBISIEMBIM C TIOMOIINBIO TEXHUYECKUX cpenacTB. OCOOCHHOCTH O(OPMIICHHS OTACIBHBIX
PEKBU3UTOB.

[TpaBuna odopmileHUs: JOKYMEHTOB, COCTaB U Ha3HA4YCHHE PEKBU3UTOB. POIlb M BUIBI YIIpaBIICH-
YECKHX JIOKyMEHTOB.

CocTaB ¥ Ha3HAUYCHUE OT/ACIHHBIX BUJIOB OPTaHU3AI[MOHHO-TIPABOBBIX, PACTIOPSAUTEIBHBIX ¥ HH-
(OpMaIMOHHO-CIIPABOYHBIX JIOKYMEHTOB. JIOKyMEHTaNbHBIA (OHI W IEepPEeYeHb JOKYMEHTOB, 00pasyro-
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IIUXCS B IIPOLIECCE JIEATENBHOCTH NPEANPUATHS.

CocTas, pacroyioxeHue 1 mpasuiaa 0popMIIEHHs] pEKBU3UTOB OTIEIbHBIX BUJJOB OPraHU3alMOHHO-
NPaBOBBIX, PACHOPSIAUTENBHBIX U MH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEeHTOB. OcobeHHocTH odopmiie-
HUSL OTJICJIBHBIX BHJIOB IOKYMEHTOB, 00pa3yIOIIKUXCs B IPOLIECCE ACATEIbHOCTH MPEATPHUATHS.

[TonsiTHE «IOKYMEHTOOOOPOT» U ero pazButHe. OCHOBHBIC MTPAaBUJIa OPTraHU3ALUU JOKYMEHTO000-
pota B opranu3anuy . Cxema JIBMKEHHs M TEXHOJIOTUSL 00pabOTKM TOKYMEeHTOB. [IoHsATHE TOKYMEHTONO-
TOKa, €r0 CTPYKTYpa, IOKA3aTeNIM OLUEHKU JOKYMEHTONOTOKA. JKM3HEHHBIH LMK TOKyMeHTa. KoHTpoib
VCIIOJTHEHMSI JOKYMEHTOB.

Homenkiarypa nen. Ilopsaok cocTaBieHUs U yTBEP:KICHHUS HOMEHKIIATYPBI €. YCTaHOBJICHUE
CpokoB xpaHeHus nen. @opmuposanue u opopmiieHue aen. OpraHuszanus oNepaTUBHOIO XpaHEHUs JIE.
Okeneprus3a neHHocTr 10KyMeHToB. Odopminenue nein. Iopsiiok nepenaun JOKYMEHTOB HAa XpaHEHHUE B
apXuB.

OcHOBHBIE 331241 OpraHU3alMU JEKTPOHHOTO JOKyMEHT0000poTa. CHCTEMBI 3JEKTPOHHOTO J10-
kymeHToob6opota COJI. Drambl pa3zButus, kiaccel, HazHadeHne COJl. OCHOBHBIE CBOWCTBA CHCTEM DJICK-
TpOHHOTO AOKyMeHTooOopoTa. OcHoBHBIE THNBI COJl. Ocobennoctu opranuzauuu COJ. CucteMsl mex-
TPOHHOI'O IOKYyMEHTO000pOTa, IpecTaBiIeHHble B Poccun.

14.1.5. Bonipochbl 1151 NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CeMUHAPaM

TpeOoBaHus k O1aHkaMm JOKyMeHTOB. [10IroToBKa K COCTaBICHUIO TOKYMEHTOB. CXeMbl pacroio-
eHUs 1oKyMeHTOB. CocTaBieHue GopMmyssipoB 10KyMeHTOB. OOmuil 61aHK. biaHk KOHKpeTHOro Bujaa
JIOKyMeHTa. biank nuceMma.

O61ue TpeboBanus k odpopmieHHio Tekcta otyeta. OpopmiieHue TUTYIBHOIO JINCTA, PUCYHKOB,
TaOJIM1I, CIIMCKA UCTIOJIb3YEMbIX HICTOUHUKOB

[TpaBuia cocraBieHust U 0GOPMIIECHHS OpraHU3aMOHHO-PACIOPSAUTEIbHBIX TOKYMEHTOB (yCTaB,
II0JIOKEHHE, LITATHOE pacIIMCaHUe, NHCTPYKLUS, IPUKa3, pAaCIOPSIKEHHE, PEILIEHUE, IPOTOKOJ, IOCTAHOB-
JICHUE)

[lpaBuna coctaBieHuss U o(opMIIEHUS HHPOPMALUOHHO-CIPABOYHBIX JIOKYMEHTOB (JI€I0BOE
MUCHMO, JIOKJIaJHAas U CayXeOHas 3alluCKU, aKT, CIIpaBKa, U JIp. )

[TpaBuna coctaBieHuss U 0POPMIICHHUS JOKYMEHTOB JIMUHOTO XapakTepa (3asBICHHE, XapaKTepH-
CTHKa, aBToOHOrpadus, pe3rome, OT3bIB U Jp. )

[Tonxoapl K CO3AAHUIO0 CUCTEM DJIEKTPOHHOTO J0KyMeHTooOopoTa. TpeboBanus k cucremam. JTa-
bl BEIOOpA CUCTEMbI aBTOMATU3allMU. DTalbl BHEJPEHUS CUCTEMbI aBToMaTh3anuu. CucTeMbl aBTOMaTH-
3alUM IOKYMEHTONOTOKAa. CHCTEMBI JIEKTPOHHOTO JOKYMEHT0000poTa. OCHOBHBIE TEXHOJIOTUU PabOTHI C
nokyMeHTaMu. OCHOBHBIE CBOMCTBA CUCTEMBI AIEKTPOHHOTO TI0KyMeHTo00opoTa. OcHoBHbIE TUIBI CO/I.

14.1.6. Bonipocsl 1151 3a4€Ta ¢ OLIEHKOM
. JIOKyMEHT 1 ero MeCTO B CUCTEME YIIPABJICHUS

—

[\

. HopmaTiBHO-MeTOMUECKUE aKThI, PETJIAMEHTUPYIOIIUE CO31aHue U 0pOpMIICHHE TOKYMEHTOB.

(O8]

. I[OKyMCHTOBGI[GHI/IC KaK HaydHasA JUCHUILJIMHA: O6L€KT, npeaMeT, OCHOBHBIC MCTO/IbI.

B~

. [TonsiTe «MHPOPMAIS» U €T0 pa3BUTHE.

5. IloHsATHE «IOKYMEHT» U €T0 pa3BUTHE.

6. O0mmume u yacTHble QYHKINUU JTOKyMEHTA.

7. CrnocoObl TOKYMEHTUPOBAHUS U X Pa3BUTHE.

8. [TonsiTue ciry>keOHOTO JOKYMEHTHPOBAHUS M TPEOOBAHUS K JTOKYMEHTAM.

9. IlopsiIOK peryanpoBaHusi, COTIACOBAHUS U MOJMHUCAHUS YIPABICHYECKUX JOKYMEHTOB.

10. CymHoCTh YyHU(UKAIMK U CTAHAAPTH3AIMN YIIPABICHUYECKUX JOKYMEHTOB.
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11.

12.

13.

14.

[IpaBuna opopmieHHs CIIy>KEOHBIX JOKYMEHTOB.
PexBU3UTHI U MX TpeIHA3HAYCHHE.
O6ume TpeGoBaHUS K TOKYyMEHTHPOBAHHUIO YIIPABICHYECKOH 1S TETbHOCTH.

CocTas, conep»)aHue U 0OCOOCHHOCTH pealln3alui TPeOOBaHUM K PACIOIOKEHUIO U oopmIIe-

HUIO PEKBU3HUTOB NTOKYMCHTOB.

15.

16.

CtpyKTypu3anus TEKCTOB YIPABIEHYECKUX JOKYMEHTOB.

Buapl yauUIMpoBaHHBIX TEKCTOB, 0COOCHHOCTH O0(hopMIIeHHS TpadapeTHOTO TEKCTa, AaHKEThI

U TaOJIULIBI.

17.

18.
KYMEHTOB.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

TpeOoBaHus K COAEPIKAHUIO, CTPYKTYPE U CTHIIIO U3JIOKEHUS YIPABICHYECKUX JOKYMEHTOB.

Opranu3alnoOHHO-pacopsAIUTENIbHAs JOKyMeHTaus. OCHOBHbIE BUBI YIPABICHUECKUX J0-

HNudopmanmonHo-cnpaBoyHas 1oKyMeHTauus. OCHOBHbBIE BUIbI

[TpaBuiia u CTUIIL HAMMMCAHUS JIEJIOBOTO MUChMA.

Bune! nesoBoro nmucema.

Oco0eHHOCTH MEPENUCKHU ¢ MHOCTPAHHBIMU MAPTHEPAMH.

Buibl TOTOKOB TOKYMEHTOB M CTaIMM UX 0OpaObOTKH.

Perucrpanust 1JOKyMEHTOB.

KoHTpomnb ucnonHenns JOKyMEHTOB.

Howmenknatypa nen u ux popmupoBanue.

Odopmiienne nen.

XpaHeHue Je1 U TOPSAOK CJauu UX B apXUB.

Pabota ¢ mokymeHTaMu, COZIEpKalMMHA KOMMEPUECKYIO TaifHYy.

[TonsiTHE “ANEKTPOHHBIN TOKYMEHT B MH()OPMAITMOHHOM CHUCTEME OpTraHHU3aIiH.
TepMHUHOIOTHS, UCIIONIb3yeMasl B CUCTEMaX JIEKTPOHHOTO IOKYMEHTO000poTa.
3aaun CUCTEM AJIEKTPOHHOTO TIOKYMEHTO000pOTA.

VYrparieHue 3J1eKTPOHHBIMHA JOKYMEHTaMHU.

Knaccudukanus cucteM 371€KTPOHHOTO JOKYMEHTO000pOTa.

[Toxo/1pl K CO3AAHUIO CUCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

OTansl BI)I60pa N BHCAPCHHUA CUCTEMBI aBTOMATU3allhH.
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37. IlpoGieMbl TPaBOTO PEryIMPOBAHUS AICKTPOHHOTO JOKYMEHTOO000POTa.
38. Drarbl pa3BUTHSA JOKYMEHTO0O0POTA.

39. TloHATHS, TPUHITUIIEI U OCOOEHHOCTH MOCTPOCHUSI ABTOMAaTH3UPOBAHHBIX CHUCTEM KOHTPOJIS
ucnonHenus fokymeHToB (ACKU /).

40. CucteMsl NIEKTPOHHOTO JOKyMeHTooOopoTa. Obume nonoxenus. Haznauenus CO/I,
41. OCHOBHBIE CBOWMCTBA CUCTEM IJIEKTPOHHOTO JIOKYMEHTOO00pOTA.
42. OcHOBHBIE TEXHOJIOTHH PaboThI ¢ JoKyMeHTamu B CO/I.

43. O0mas ki1accuuKaIys CUCTEM AIEKTPOHHOTO JOKYMEHT0000poTa

14.2. TpeOoBaHMS K OLIEHOYHBIM MATEepHAJIaM /JIsl JIUI C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310POBbSI 1 HHBAJIH/I0B
st mui ¢ orpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbSI 1 MHBAJIMJIOB MPEAYCMOTPEHBI JOTOIHU -
TEJIbHBIC OLICHOYHBIE MaTepUaJIbl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuua 14 — JlomoNHUTENBHBIE MaTepHallbl OIICHUBAHUS ISl JIUIl C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMU
3JI0pPOBbsI 1 HHBJIHJIOB

Kareropuu Bubl TONOTHUTEIBHBIX OIICHOYHBIX ®opMbI KOHTPOIISL M OLICHKH
oOyJaronuxcs MaTepuaioB pe3ynbTaToB 00y4eHHUs

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

C napyueHusMu
ciryxa

[Tpeumy1ieCTBEHHO MUCHMEHHAS
npoBepKa

C mapymenusasmu | CobeceoBaHme 10 BOIpocaMm K 3a4ueTy, | [IpenmyinecTBeHHO yCTHas MTPOBEpKa

3peHus OIIPOC 10 TEPMUHAM (MHAMBHYaTbHO)
C napyumeHusMu Pemenue qucTaHIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OThI, MUCbMEHHbIE | [IpenMylecTBeHHO AMCTaHIMOHHBIMU
JIBUTATEJIBHOIO CaMOCTOsITENIbHbIE PabOTHI, BONPOCHI K METONaMHU
amrapara 3a4eTy
C orpannuenussMu 1o | TecTsl, TUCbMEHHBIE CAMOCTOSITENILHBIE [IpeuMy1ieCcTBEHHO IIPOBEpPKA
00IIEeMeTUITTHCKIM paboThI, BOIIPOCHI K 3a4ETY, METOJIaMH UCXOZS U3 COCTOSHUS
MOKa3aHUAM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI | 00YYaroLIerocss HA MOMEHT IPOBEPKU

14.3. MeTtoauueckune peKoMeHAAIMH M0 OLeHOYHBIM MaTepHAaJIaM JIsl JUI ¢ OTPAHUYEeHHbIMHU
BO3MOKHOCTSIMU 3/10POBbsI 1 HHBAJIN/I0B

Jis aMil ¢ OrpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBbS M MHBAJIUIOB HPEAyCMAaTPUBACTCS J10-
cTymHast (hopMma Mpe0CTaBICHUS 3aJaHUH OIEHOYHBIX CPEJICTB, @ IMEHHO:

- B IleyaTtHo# (opme;

- B IIeYaTHO! (hopMe ¢ YBEITHUEHHBIM HIPUPTOM;

- B (hOpME ITEKTPOHHOTO JIOKYMEHTA;

- METOJIOM YTEHHSI aCCHCTCHTOM 33JJaHUs BCIYX;

- IPEe0CTaBICHUE 33JaHUs C HCIIOIb30BAaHUEM CYPIONIEPEBO/A.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMU 3/I0POBbSI M MHBAIHIAM YBEIHYUBACTCS BpeMs Ha
HOATOTOBKY OTBETOB Ha KOHTPOJIBHBIE BOMPOCHL. /11 TakuX 0OyJarommxcst MpeayCcMaTpUBaeTCsl JOCTYII -
Hasi popmMa MpeoCTaBICHHS OTBETOB Ha 3a/IaHUs, & IMEHHO:

— MICBMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C UCIIOJIL30BAHUEM YCIIYT ACCHCTEHTA;

— NPE/ICTaBICHNE OTBETOB YCTHO.
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[pouenypa oreHUBaHUS PE3yIBTATOB OOYYCHUS JIUII C OTPAHUYCHHBIMUA BO3MOYKHOCTSIMH 3J10PO-
BbSl 1 MHBAIHIIOB 110 TUCLUILIMHE TpeIycCMaTpUBaeT IpenocTaBieHne nHopMarun B popMax, aganTh-
POBaHHBIX K OTPaHMYCHUSM HX 3[J0POBBS U BOCHPUATHS HH)OPMALIVH:

JI1s1 JIMI ¢ HAPYIIEeHUSIMH 3PeHusI:

- B ()OpME IIIEKTPOHHOTO JIOKYMEHTA;

- B IIeYaTHOM (hopMe YBEITMUECHHBIM HIPUPTOM.

JIJ1s1 JIMI ¢ HAPYIIEeHUSIMH cJIyXa:

- B ()OpME IIIEKTPOHHOTO JIOKYMEHTA;

- B Ie4yaTHOU hopme.

JIJ1s1 JIMI ¢ HAPYLIEHHUSIMH OTIOPHO-ABHIaTeJILHOTO anmapara:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B Ie"yaTHOU hopme.

[Tpn HEOOXOMUMOCTH ISl JIUIL C OTPAaHUYCHHBIMHI BO3MOXKHOCTSIMU 37I0POBbS M MHBAIUIOB TIPOLIE-
Jypa OLCHUBAHHS PE3YJIbTATOB O0YUCHHUSI MOXKET IPOBOIUTHCS B HECKOJIBKO ITAIOB.
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