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1 Jlexnn 36 36 JacoB
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6 OO0m1as Tpy10eMKOCTh 144 144 4acoB
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Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
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 (cnenmanbHocTh) 38.03.03 Vhpasnenue nepconanom, yreepxkaennoro 14.12.2015 roga, paccmor-
peHa u onoOpeHa Ha 3acefdaHuu Kadenpbl MeHeKMEHTa «
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
MpUOOPETEHUE CTYACHTAMH TEOPETUYCCKUX 3HAHWM M MPAKTHUYECKUX HABBIKOB B O0JIACTH KaJIpoO-
BOTO MEHE/PKMEHTa U CUCTEMBI JJOKyMEHTAI[MOHHOTO O0ECIeYeHHs KaJpOBBIX CIIY:KO, 03HAKOMJICHHE C
JTIOKYMEHTaMH, UCIIOJIb3yEMbIMHU B YIIPaBJICHUHU TIEPCOHAIIOM OpPraHU3alluH, MTOJTYICHUE TPAKTUICCKUX Ha-
BBIKOB T10 CO3JJAaHHIO 1 00pa0OTKE ITUX TOKYMEHTOB.

1.2. 3agaun IMCHMIIINHBI

—  chopMHPOBAThH y CTYICHTOB YETKOE TPEJCTABICHUE O HEOOXOAMMOCTH U POJIU KaJIPOBOTO JI0-
KYMEHTHPOBAHUS B OpraHU3aIUAX JIIOOBIX GOopM COOCTBEHHOCTH;

— obecreunTh TIIyOOKOE YCBOSHHE CYNTHOCTH TPOIECCOB JEIOMPOU3BOJCTBA MO JTHYHOMY CO-
CTaBy;,

—  O03HAaKOMHUTH CTYJCHTOB C OOIIUMU MpaBUIAMH COCTABIICHUS M BEICHUS YIPaBICHUYECKOH J10-
KYMCHTAIIMH TPUMECHHUTEIHHO K KaJJpOBOI padoTe;

—  OBJAJETh METOJUKOW pa3pabOTKU BCEX BUIOB KaJpOBBIX JOKYMEHTOB M UX MPaBUJIBHOTO
0o OpMIICHUS U XPaHCHHS,

—  OPHUEHTUPOBATHCA B CHUTYAIUSIX, TPEOYIOIIMX H3JaHUS COOTBETCTBYIOIIMX KAJAPOBBIX JIOKY-
MEHTOB;

—  OCBOWTH MPOBEJEHHUE MPOIEAYP, CBA3AHHBIX ¢ 0OPMIICHUEM JBM)XCHHS KaJ[pOB, B3AaMMOOT-
HOIICHHUSIMU aIMUHHUCTPALMA M TIEPCOHAJIA, MOPSIKOM BEACHHS O3HAKOMJICHHS COTPYIHHUKOB OpPTaHM3a-
LMY C KaJpOBOW JOKYMEHTAIUEN U IEUCTBYIOIIUMHU JTOKATbHBIMH HOPMATUBHBIMU aKTaMHU.

2. MecTo mucuuiiiuebl B cTpykrype OITOII

Juctumnuna «JlokymeHTanmonHoe obecrnieueHue yrnpapineHus nepconanom» (b1.B.3.J1B.3.1) ot-
HOCHTCS K 010Ky 1 (BapuaTHBHAs 4acTh).

[TpenmecTBYIONMMEI TUCIUIUIMHAMY, (OPMHUPYIOIMIMMU HayalbHBIE 3HAHUS, SBIsIOTCA: Perma-
MEHTAIUS 1 HOPMHPOBAHHE TPY/Ia.

[TocnenyromumMu TUCHUIUIMHAME SBIISIOTCS: 3allUTa BHIMYCKHON KBaTU(DUKAIIMOHHOW pPabOTHI,
BKJTIOYAs TIOJITOTOBKY K MPOIIEype 3aIIUTHI M MPOICAYypY 3aluThl, [IpakTrka Mo moixy4eHuro mpodec-
CHOHANILHBIX YMEHUHU U OMbITa MPOodeCCHOHANBLHON NeATeIbHOCTH, YTPaBIeHUE MEPCOHAIOM OpraHu3a-
UM, YTIPABJICHUE PECYPCAMU.

3. TpeGoBanusi K pe3yJibTaATaM OCBOEHMS JUCUUILTHHBI

[Tponecc n3yyeHus JUCUMIUIMHBI HApaByieH Ha (JOPMUPOBAHUE CIEAYIOIINX KOMIICTCHIIUI:

— TIK-12 3HaHmeM OCHOB pa3paOOTKH W BHEAPEHUS KAJAPOBON W YIPABJICHUECKOW TOKYMEHTA-
[[UU, ONTUMU3ALUN JOKYMEHTO000pOTa 1 cxeM (PYHKIIMOHAIBLHBIX B3aMMOCBSI3EH MEXTy MTOApa3ICIICHUS -
MU, OCHOB pa3pabOTKU U BHEAPEHUS MPOLETYp PEryIMpOBaHUs TPYIOBBIX OTHOIIEHUN M COMPOBOXKIAIO-
el JOKYMEHTAallUH;

— [TIK-13 yMeHueM BeCcTH KaJpOBOE JEJIONPOU3BOICTBO U OPraHU30BbIBATh APXUBHOE XPaHEHUE
KaJpOBbIX JOKYMEHTOB B COOTBETCTBUU C JEHUCTBYIOIIMMU HOPMATHBHO-IPABOBBIMH aKTaMM, 3HAaHHUEM
OCHOB KaﬂpOBOfI CTaTUCTHUKHU, BJIaJCHUCM HaBblIKaMH COCTAaBJICHUA KaﬂpOBOfI OTYCTHOCTH, a TAKXKC HaBbI-
KaMU O3HAKOMJICHUSI COTPYJHUKOB OpPraHU3alliu C KaJpOBOW TIOKyMEHTallMel U IeHCTBYIOIIUMU JIOKAJIb-
HBIMW HOPMAaTHBHBIMU aKTaAMH, YMCHUC OGGCHC‘II/ITB 3aIIUTYy NCPCOHAJIIBHBIX JaHHBIX COTPYAHUKOB,

B pe3ynbraTe u3ydeHust JUCIUILUIMHBI 00Y4aIOLIUICs TODKEH:

— 3HaTh CHUCTEMBI TOKYMEHTAIIUH, KIACCUPUKAIIMIO TOKYMEHTOB KaJIpOBOH CITYKObl OpraHmsa-
I[UY, BUJIbI, HA3HAYEHHE U COCTAB KaJIpOBOM JOKyMEHTalUU; TpeOoBaHUs 3akoHOaTenbecTBa PO comepika-
X HOPMBI TPYJIOBOTO MpaBa OTHOCSIIEHCS K JACATEIHLHOCTU KaAPOBOUW CIYKObI; OCHOBBI Pa3pabOTKH U
BHEPEHUS MPOLEAYP PEryIUpPOBaHUS TPYAOBbIX OTHOIICHUNA U CONMPOBOXKIAIOIICH TOKyMEHTAlUU; METO-
JIMKY O3HAKOMJICHMS COTPYIHUKOB OPIaHM3aLUU C KaJIpOBOW JOKYMEHTALMEN U NEUCTBYIOIUMHU JIOKAJIb-
HBIMH HOPMaTUBHBIMU aKTaMH; CIIOCOOBI 3alIUThI IEPCOHANIBHBIX JAHHBIX COTPYAHUKOB U3MEHUTD

— ymeTh Pa3pabareiBaTh ¥ BHEAPATH KaIPOBYIO U YIIPABICHYECKYIO JIOKYMEHTAIIUIO OpTaHHU3a-
IIUH; COCTABIATH M OQOPMIISTH YIPABICHUYECKYIO TOKYMEHTAIUIO, JTOKYMEHTALUIO COIMPOBOXKIAIOIIYIO
TPY/AOBBIE MPOLIECCHI; MPUMEHATH HOPMBI TPYJOBOT'O MpaBa U HOPMATUBHYIO METOANYECKYIO JOKYMEHTHI B
Y4acTH, OTHOCSIIUXCS K JAESITEIbHOCTH KaJpOBOMl CIyXObl U KaApOBOTO AEJIONPOU3BOJICTBA; OPraHU30BBI-
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BaTh apXUBHOE XPAHEHUE KAJPOBBIX JOKYMEHTOB B COOTBETCTBUU C JEHCTBYIOIUMU HOPMATUBHO-IIPABO-
BBIMH aKTaMH; 00€CTIEUUThb 3aIUTY IEPCOHATBHBIX TAHHBIX COTPYIHHUKOB

— BJAJeTh METOJaMHU BEACHUS AEIONMPOU3BOJCTBA B KaJIPOBOW CIyk0e; MEeTogaMHu ONTHMHU3a-
UM JIOKyMEHTOO0OpOTa U cXeM (YyHKIMOHAIBHBIX B3aMMOCBS3EH MEXKIy MOAPA3/ICICHUSIMH OpTraHu3a-
[[UU; TEXHOJIOTHEH COCTaBJIEeHUS U OPOPMIICHHUS JOKYMEHTOB I10 JINYHOMY COCTaBY; TEXHOJIOTHEH pa3pa-
OOTKM M BHEAPEHUS MPOLETYp PETYIMPOBaHMS TPYAOBBIX OTHOIIEHUN U COIPOBOXKIAIOLIEN TOKYMEHTa-
LMY; IPABUJIAMHM COCTABJICHHUS HOMEHKJIATYPBI JI€Jl U MOATOTOBKU JOKYMEHTOB JIJISl XpPAaHEHUsSI B ApXUBE B
COOTBETCTBUU C JEHCTBYIOIIMMH HOPMATUBHO-IIPABOBBIMU AKTAMU; HABBIKAMU O3HAKOMIICHHs COTPYIHU-
KOB OpraHU3ally C KaJpOBOM JOKYMEHTAlUEW U ACHCTBYIOIIUMH JOKAIbHBIMH HOPMATUBHBIMU AKTAMU;
HaBBIKAMHU COCTABJICHUS KaJPOBBIX JOKYMEHTOB C HCIOJH30BAHHUEM KOMITBIOTEPHBIX TEXHOJIOTHH, 00pa-
OOTKHU M XpaHEHUS JOKYMEHTOB B JIEKTPOHHOM dopme

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI padoThl
OO01ast TpyI0EMKOCTb JUCHUIUINHBI cocTaBisieT 4.0 3aueTHBIX eIMHMILIbI U IIPECTaBIeHa B Ta0uu -

%Zgﬁl{lﬁa 4.1 — TpyaoeMKOCTb JUCLUILINHBI

Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl

6 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 72 72
Jleknun 36 36
[IpakTiueckue 3aHATHS 36 36
CamocrosTenpHas paboTa (BCero) 72 72
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 16 16
CamocrosaTenbHOe H3ydyeHHe TeM (BOTIPOCOB) 30 30
TEOPETHYECKON 4acTH Kypca
[ToaroroBka K MpakTUYECKUM 3aHATUAM, CEMUHApaM 26 26
Bcero (0e3 ax3amena) 144 144
OO6mmast Tpy1I0€MKOCTb, U 144 144
3aueTHble EquHuib 4.0 4.0

5. Conepxxanue Q1MCUMILITHHBI

5.1. Pa3aennl AMCHUILIAHBI M BHALI 3AaHATHHA
Paznensl mUCHUIUTAHEI ¥ BUBI 3aHATHN IPUBEACHBI B Tabmmiie S.1.
Tabmuia 5.1 — Pasgens! fUCHUILIMHEL U BUABI 3aHSITHI

Bcero
4acoB
[Tpak. Cam. dopmupyembie
HazBanus pa3aenoB 1UCHUIUIMHBI Jlex., u (Ge3
3aH.,4 | pa0., 4 KOMIIETEHIIUH
9K3aMEH
a)
6 cemecTp
1 Ilpenmer, conepskanue u 3agadu Kypca. [o- 4 0 12 16 [IK-12, TIK-13
KYMEHTOOOOPOT U JIeJIONPOU3BOACTBO B IIPO-
(heccroHabHON ACATEIHHOCTH
2 IIpaBOBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 4 0 4 8 [K-12, ITIK-13
MEHTAIIMOHHOTO 00eCTIeYeH sl YIPaBICHU
3 Ilousarue nokymenta. CBOMCTBA JOKYMEHTA. 10 8 4 22 [K-12, TIK-13
Knaccudukanus nokymenra. CTpykrypa a0-
KymeHTa. TpeboBanus K 0pOPMIICHUIO JOKY-

CornacosaHa Ha noprane Ne 51267 4




MEHTOB
4 Cucrembl 1okyMeHTOB. CocTaBiieHUE U 8 24 18 50 [K-12, TIK-13
odopmileHHE YITPaBIEHYECKUX U KaJIPOBbBIX
JIOKYMEHTOB
5 Opranuzanust paboTsl C JOKYMEHTaMHU IIK-12, ITK-13
6 dopmupoBaHUe U TEKYIIEe XpaHEHUE JOKY- 10 14 [IK-12, TIK-13
MeHTOB. [1oAroToBKa JOKYMEHTOB K Mepeaue
B apXUB
7 DNeKTPOHHBIN TOKYMEHTOOOOPOT, KITFOUe- 6 2 22 30 [K-12, TIK-13
BbI€ MMOHATHS, OCHOBHBIE KOHIICTIIIUU
Hroro 3a cemectp 36 36 72 144
Hroro 36 36 72 144
5.2. Conep:xanue pa3aesioB AMCUMILIMHBI (110 JeKIMAM)
ConeprkaHue pa3ienaoB TUCIUILINH (TIO JIEKIMSAM) IPUBEACHO B Tabmuiie 5.2.
Tabmuua 5.2 — CozpeprkaHue pa3ienaoB TUCIUILIMH (110 JIEKIHUSIM)
Copeprxanue pa3aenoB qucuuiuiuHel (no | Tpynoemkocts, | @opmupyemsie
Haszpanus paznenos AP pasit AHCH ( Py ’ PMHIDY
JICKIIHSIM) q KOMIIETCHITUHN
6 cemecTp
1 Ilpenmer, [TonsTHe, 1IN U 3a1a41 U3y4aeMOW TUCIIH- 4 I1IK-12, IIK-13
COJIep>KaHMe U 3a7aud | IUIMHBI. Pa3BUTHE U CTAaHOBIIEHUE JI€J10-
Kypca. npousBozacTsa B Poccun. Opranuzanus ae-
JIoKyMeHTOOOOpOT U | IOMPOU3BOJICTBA HA MPEANPHUITHIX. 3HAUE-
JIEJIONPOU3BOACTBO B | HUE M MECTO JOKYMEHTOB B CHCTEME YIIPaB-
npodeccruoHanbHON JICHUS
STEITHPHOCTH
NESITENIbHOC Vitoro
2 IIpaBoBbIe U I'ocynapcTBeHHOE peryaupoBaHue, HOpMa- [TK-12, I1K-13
HOpPMATHBHBIE OCHOBBI | THBHO-TIPABOBAsl U METOJIMYECKAsl OCHOBA
JOKYMEHTAIIMOHHOTO | JIOKYMEHTAIlMOHHOTO O0ECTICUeHUSs! yIIpaBJie-
obecrnieueHust Husi. CyIIHOCTb, HANPABJICHUS U BUJIBI TOCY-
YIpPaBJICHU JTAPCTBEHHOTO PEryIUPOBAHUS IOKYMEHTA-
[IUOHHOTO OOecreueHus yrpaBiieHus, Ha3Ha-
YeHHE, OCOOCHHOCTH ¥ COOTHOLICHHE HOP-
MaTHBHO-IIPAaBOBOT'0 U METOJJMUECKOr0 pery-
nupoBanusi. COCTaB U CTPYKTypa HOPMaTHB-
HOM, TPAaBOBOW U METOJIMYECKON OCHOBBI J10-
KYMEHTAIIHOHHOTO 00ECIIeUeHHs yIpaBJie-
HUSl, HALIUOHAJIBHBIX U JIOKAJbHBIX HOpMa-
TUBHO-METOIMYCCKUX JOKYMEHTOB. YHUDU-
Kallusl U CTaHJIapTU3alHsL.
Hroro 4
3 Ilonsatue nokymenra. | TpeboBanus k 61aHKaM JOKyMeHTOB. [lops- ITK-12, I1K-13
CBoiicTBa TOKyMEHTA. |JIOK pa3pabotku 6mankoB. Oomue TpedboBa-
Knaccudukanus HUS K IOKYMEHTaM, U3TOTOBJISIEMBIM C IIOMO-
nokymeHTa. CTpyKTypa | b0 TEXHHUECKUX cpeacTB. OcoOeHHOCTH
JIOKYMEHTA. 0(OpMIICHHUS OTJCIIbHBIX PEKBU3HUTOB.
T BaHUS K
peGosa OcHOBHBIE HOPMBI U TpaBUiIa 0HOPMIICHHUS 2
o(opmeHsio paboT, BBITIOJIHAEMBIX CTYACHTaMH B MPOIEC-
JIOKYMEHTOB .
ce o0ydeHus1, ¢ yueToM TpeboBaHUi 00pa3o-
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BarenbHOrO cranaapta Byza OC TYCVYP 02-
2013 (CTO 02069326.1.02-2013) - PaboTsl

CTy/IeHYECKHE TI0 HANPaBICHUIM MOATOTOB-
KU U CTICIIMAIBHOCTSM T'YMaHUTapHOTO MPOo-
b

Hrtoro

4 Cucrembl
JTIOKYMEHTOB.
CocTaBieHue 1
odopmiieHue
yIpaBIeHYECCKUX U
KaJIPOBBIX JOKYMCHTOB

[TpaBuna opopmieHus JOKYMEHTOB, COCTaB
Y Ha3Hau€HUE peKBU3UTOB. POk 1 BUIbI
yIpaBiIeHYECKUX JOoKyMeHTOB.CocTas, pac-
MOJIOKEHHE U TIpaBHiia 0POPMIIEHUS] PEKBU-
3UTOB OTAEJBHBIX BUJOB OPraHU3allMOHHO-
MIPABOBBIX, PACTIOPSIUTENbHBIX U HHPOpMa-
LIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.3HaUE€HNE
KaJpOBbIX JOKyMEeHTOB. CoCTaB M BU/BI J10-
KyMEHTAIIUHU 10 JTUYHOMY cocTaBy. [IpaBuia
WX COCTaBJICHHS. YHUPUIIUPOBaHHBIC (Hop-
MBI JoKyMeHTOB. [Ipuka3. Odopmienue
npuema Ha paborty. [lepeBoa Ha apyryio pa-
6oty. [IpenocraBienue oTmycka. YBojibHe-
Hue ¢ paboThl. JInuHoe 3asBieHue. Xapakre-
puctuka. CoCTaBHBIE YAaCTH XapaKTEPUCTH-
KU, IpaBuiia opopmieHus

Hroro

[TK-12, ITK-13

5 Opranusanus padoThl
C JOKYMEHTaMH

[TonsITHE «TOKYMEHTOOOOPOT» U €r0 Pa3BH-
tre. OCHOBHBIE MIPAaBUJIa OPTAaHU3AIUHU JOKY-
MEHTO000O0pOTa B opranu3aruu . Cxema JIBH-
YKEHUSI B TEXHOJIOTHS 00paObOTKU JOKYMEH-
TOB. [ToHATHE TOKYMEHTOTIOTOKA, €T0 CTPYK-
Typa, MOKa3aTeau OIEHKU JOKYMEHTOIMOTO-
ka. JKu3HeHHbIN UK 1oKyMeHTa. KoHTposib
WCIIOJIHEHHSI IOKYMEHTOB.

Hroro

ITK-12, ITK-13

6 ®opmupoBaHue U
TEKyIIee XpaHEHUE
JIOKYMEHTOB.
ITogrororka
JIOKYMEHTOB K
nepeaaye B apXuB

Howmenknatypa nen. [Topsiaok cocraBieHus
Y YTBEPKJICHUS HOMEHKJIATyphlI Jie]. Ycra-
HOBJICHHE CPOKOB XpaHeHus fen. Dopmupo-
BaHue 1 oopmieHue aen. OpraHuzanus
OTICPATHBHOTO XPAHECHHS JIel. DKCIIepTU3a
[EHHOCTH JOKYyMeHTOB. OdopMiieHHe Jell.
[Topsimok mepenayn JOKYMEHTOB Ha XpaHe-
HUE B apXMUB.

Hroro

IK-12, TIK-13

7 DneKTpOHHBIN
JTOKyMEHTO00O0POT,
KJTFOUEBBIE TIOHATHSA,
OCHOBHBIE KOHIICIIIINT

OCHOBHBIE 33]1a41 OpTraHU3aIUH JIEK-
TPOHHOTO TIOKyMeHT00O0poTa. CUcCTeMbl
AJIEKTPOHHOTO J0KyMeHTooOopoTa CIO/I.
OTansl pa3BUTHS, Ki1acchl, Ha3HaueHue COJI.
OCHOBHBIE CBOICTBA CUCTEM IIEKTPOHHOTO
nokymMeHToo0opota. OcHoBHBIE TUTIEI CO/I,
Oco6ennoctu opranuzaiuu CIJ1. CucreMbl
3JIEKTPOHHOTO IOKYMEHTO000pOTa, TIpeI-
craBiieHHbIE B Poccuu.

[TK-12, T1K-13
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Hroro 6

Uroro 3a cemectp 36

5.3. Pa3nenbl JMCHMILVIMHBI M MEKIMCUMIUIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (PeAbl Ty IIUMH)
U o0ecnieyBaeMbIMH (IOCJIEAYIONIUMH) TUCHHILIHHAMU
Paznmenpl TUCHUIUIMHBI M MEXIUCIUTUTMHAPHBIC CBSI3U C 00ECTICUMBAOIIMMHU (TIPEABIAYIIIUMH) U
obecrnieunBaeMbpIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAMHE TIPEICTAaBICHBI B TabmuIe 5.3.
Tabmuua 5.3 — Pa3nenbl IUCIUTUTMHBI B MeXANCIUILTNHAPHBIC CBSI3U

Ne paznenoB gaHHOM IUCHUIUIMHBL, IS KOTOPBIX HEOOXOAUMO
HauMeHOBaHHE TUCIUILIMH u3y4yeHne 00ecTeYMBaAIONINX U 00€CIIeYnBAEMbIX JUCIUILUINH

1 2 3 4 5 6 7

HpC,Z[HICCTBYIOIJ_II/IC JAUCITUITIINHBI

1 PernamenTariusi ¥ HOpMUPOBaHUE
Tpyza

+ + - +

[Tocnenyromye TUCITUTITUHBI

1 3amuTa BBITYCKHOW KBaIH(puKa-
IIMOHHOM paboThl, BKJIIOYAs HOJr0-
TOBKY K IIPOLIEYPE 3aIUUTHI U IIPO-
Lelypy 3alIUThI

2 [IpakTuka no nojgy4eHuto npodec-
CHOHAJIBHBIX YMEHHUH U OMBITA MPO- + + +
(heccroHaNbHON AEATETHHOCTH

3 YnpaBiieHue nepcoHanIoM OpraHu-
3a1uu

+ + + + + +

4 VmpaBlieHue pecypcamu + + + + +

5.4. CooTBeTcTBHE KOMIIETEHIIMIA, (OPMHUPYEMBIX NPH U3yYeHUH TUCIHHUILUIMHBI, U BUA0B 3aHATHI
CooTBeTCcTBHE KOMIIETCHIIUH, (HOPMUPYEMBIX TPH HM3yYCHUHW AWCIMUILINHBI, W BHJIOB 3aHATHU
MPEICTaBICHO B Tabmuiie 5.4.
Tabmuna 5.4 — CooTBETCTBHUE KOMITETEHIIUM, (POPMUPYEMBIX MPU U3YYECHUU THUCHUUILTAHBI, U BUJOB 3aHS -
TUH

Komnerenuun Bune! 3aHsTuit

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

[IK-12 + + + Omnpoc Ha 3aHATHX, BeIcTyIU1E-
HUe (DOKJIan) Ha 3aHATHH, TecCT,
3au€r ¢ onleHkoi, OTYeT 1o npak-
TUYECKOMY 3aHSATHIO

[IK-13 + + + Ompoc Ha 3aHATHAX, BeICTYIIIE-
HUe (IOKJIax) Ha 3aHATHH, TecCT,
3auér ¢ oueHkou, OT4er 1o npax-
TUYECKOMY 3aHATHIO

6. UHTepakTUBHBIEC MeTOAbI U (JOPMBI OPraHu3anMu 00yYeHUs
He npenycmorpeno PVYIIL.

7. JlabopaTtopHble padoThl
He npenycmotrpeno PVYII.

8. IIpakTHyeckue 3aHATUSA (CEMUHAPDHI)
HaumeHoBaHMe MpakTHUECKUX 3aHATUH (CEMUHAPOB) NpuBeieHO B Tabiure 8.1.
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Tabmuua 8.1 — HaumeHOBaHME MPAKTUUYECKHUX 3aHATUH (CEMHUHAPOB)

HaumeHoBaHue mpakTHUYECKUX 3aHATHI Tpynoemkocts, | Dopmupyembie
HasBanus paznenos
(cemuHapoB) q KOMITCTCHITH
6 cemecTp
3 IonsiTue nokymenra. | TpeboBanus k OnaHkam JokymeHToB. [Toaro- 4 ITK-12, ITK-13
CBOICTBa TIOKYMEHTA. | TOBKA K COCTaBJICHHUIO TOKYMEHTOB. CXeMBbI
Knaccudukarus pacnosoxeHus JoKkymeHToB. CocTaBieHne
nokymeHTa. CTpykrypa | popmyssipoB 1okymeHTOB. OOmnii OJIaHK.
JIOKYMEHTA. bnaHk KOHKpeTHOro BUJa T0KyMeHTa. biank
TpeboBanus MACHMA.
MJICHU
o(opmerio O61ue TpedoBaHus K 0(OPMIICHHIO TEKCTa 4
KYMCHTOB
AIOKYMEHTO otyeta. OopmiieHne TUTYIbHOIO JIUCTA, PU-
CYHKOB, TaOJIUI], CIIUCKA UCIIOJIb3YeMbIX UC-
TOYHHKOB
Hroro 8
4 CucrteMbl [IpaBuna coctaBiaeHuss 1 0pOPMIICHUS Opra- 8 IK-12, TIK-13
JIOKYMEHTOB. HU3aLMOHHO-PACIIOPAIUTENIBHBIX JOKYMEH-
CocraBienue u TOB (yCTaB, MOJIO)KEHHUE, IITATHOE pacluca-
oopmienune HUE, UHCTPYKLUSL, IPUKa3, pACIOPSIKEHHE,
YIOPaBICHUYECKUX U | pElIeHHE, TPOTOKOJI, [IOCTAHOBIICHHUE)
KaJIpOBBIX JOKYMEHTOB
b JIOKYMEHTO [IpaBuiia coctaBieHust 1 0HOpMICHHS HH- 8
(opMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB (J1€e-
JI0OBOE€ MUCHMO, AOKJIAJHAs U CiIy)KeOHas 3a-
MUCKH, aKT, CIIPaBKa, U JIp. )
[IpaBuna coctaBiaeHust 1 0POPMIICHUS KO- 8
BOM JJOKyMEHTAIMH (3asBJICHUE, XapaKTepH-
CTHKa, aBTOOMOrpadus, pe3rome, MpUKa3bl 1o
JUYHOMY COCTaBY, TPYAOBOM 1OTOBOP
(KOHTpaKT 0 HA3HAYCHUH HA JTOJDKHOCTH),
JTUYHAs KapTouka paboTHHKA, Tabenb yyeTa
pabouero BpeMeHH U Jp. )
Uroro 24
6 ®opmupoBanue u | Homenkiarypa aen. Bujbl HOMEHKIIATypBI. 2 IK-12, TIK-13
Tekyluee xpaHenue | DopmupoBanue aen. Opranuzanus XpaHEeHHs!
JIOKYMEHTOB. JIOKYMEHTOB Ha npeanpusatuu. [logroroska
[TonroroBka JIOKyMEHTOB K CJlau€ B apXUB.
0
JOKYMEHTOB K Virtoro 2
nepegaye B apxuB
7 DNEeKTPOHHBIN IToxxomps! K CO31aHUIO CUCTEM DJIEKTPOHHOTO 2 ITK-12, ITK-13
JIOKYMEHTOO0OPOT, | 1oKyMeHTooOopoTa. TpeboBanus k cucre-
KJIIOUEBBIE TIOHATHS, |MaM. DTarlbl BIOOpa CUCTEMBI aBTOMAaTH3a-
OCHOBHbIE KOHIEMNINH |IUU. DTalbl BHEAPEHUS CUCTEMbI aBTOMATH-
3anuu. CrucTemMbl aBTOMaTU3alMK JOKYMEHTO-
notoka. CUCTEMBI 3JIEKTPOHHOTO JJOKYMEH-
T0060poTa. OCHOBHBIE TEXHOJIOTUU PabOTHI €
JIoKyMeHTaMU. OCHOBHBIE CBOMCTBA CUCTEMBI
AIIEKTPOHHOTO JOKYMEeHT0000poTa. OCHOB-
Heie Tunbsl COJI.
Hroro 2
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Hroro 3a CEMCCTp

36

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

tabmme 9.1.
Tabmuua 9.1 — Buasl caMOoCTOSATENBHOM pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIETEHIIUN
Bunael camocrostensnon | Tpynoemkocts, | DopMupyemblie
HasBanus pasnenon a pyA ’ PMHPY DopMbI KOHTPOJIS
paboThI q KOMIIETEHIINHU
6 cemecTp
1 Tlpenmer, CamocTosTenbHOe U3yde- 10 [IK-12, [IK-13 |BeicTymiienue
COJIEp>KaHKE U HUE TeM (BOMPOCOB) TE€O- (moksan) Ha 3aHs-
3aJlauu Kypca. PETHUYECKOM YyacTH Kypca TUH, 3a4€T C OlEH-
KYMEHT T ko, On Ha 3aHs-
HAoxymerToobopo [TpopaboTka JIeKITMOHHO- 2 O, OT poc Ha 3a
1 ro MaTepuasa THIX, lect
JIEJI0TPOU3BOICTBO
B Hroro 12
npodeccruoHaIbHON
NEeSITeIbHOCTH
2 IIpaBoBbIE M [IpopaboTka JeKInOHHO- 4 IIK-12, TIK-13 | 3a4éT ¢ oueHkou,
HOPMATHBHbIE ro MaTepuasa Ornpoc Ha 3aHATHUSX,
OCHOBBI Hroro 4 Tect
JIOKYMEHTAIIMIOHHOT
0 obecrieyeHus
YIpPaBJIECHU
3 Iloustue [ToaroroBka k mpakTuye- 2 IIK-12, IIK-13 |3a4éT c O1eHKOM,
JIOKYMEHTA. CKHUM 3aHSTUSIM, CEMHUHA- Ornpoc Ha 3aHATUSAX,
CaoiicTBa pam OTuer 1o npaxkTuye-
KYMEHTA. KOMY 3aHSITH
?{0 yMe [TpopaboTka JTeKIHMOHHO- 2 "C[ OMy'3 10,
npuKanus T
Haccrpuian ro Marepuana ec
JIOKYMEHTA.
CrpykTypa Hroro 4
JIOKYMEHTA.
TpeboBanus K
oopmieHuIo
JIOKYMEHTOB
4 CucrteMsl [ToaroroBka k mpakTuye- 6 [K-12, TIK-13 | BeicTymienue
JTIOKYMEHTOB. CKUM 3aHATHUSM, CEMUHA- (moxnan) Ha 3aHs-
Cocrasienue u pam TuH, 3a4€T C OLICH-
oopmrerne CamocTosTensHOE U3yde- 10 KoH, O(l)'IpOC Ha saHs-
TIPABJICHYCCKUX U Tusx, OTyeT i
YHPABJICHHCC HUE TeM (BOPOCOB) TE€O- ’ T 1o
KaJpOBBIX pETHUECKOH JaCTH KypCa MPAKTHYECKOMY 3a-
JIOKYMEHTOB HATHIO, TecT
[IpopaboTka JeKInOHHO- 2
ro MaTepuasa
Uroro 18
5 Opranuzanus [TpopaboTka JTeKIHOHHO- 2 [MK-12, TIK-13 |3au€T c oLeHKoH,
paboThl ¢ ro Marepuana Omnpoc Ha 3aHATHSX,
JIOKYMEHTAMU Hrtoro b Tect
6 ®opmupoBanue u | [loaroroska k mpakTuue- ITIK-12, IIK-13 |Omnpoc Ha 3aHATHSX,

TEKyIllee XpaHEeHHE
JIOKYMEHTOB.

CKUM 3aHATHUSIM, CEMHHa-
pam

OtyeT no nmpakTuye-
CKOMY 3aHSTHIO,
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IToaroroska [TpopaboTka JIEKITMOHHO- 2 TecT
JIOKYMEHTOB K ro Marepuaina
nepenaye B ApXuB | pr oo 10
7 DNeKTPOHHBIN [ToaroroBka Kk mpakTuye- 10 [IK-12, TIK-13 | BeicTymuieHne
JOKYMEHTOO00O0POT, |CKHM 3aHATHSIM, CEMHHA- (mokinan) Ha 3aHs-
KJIIOYEBbIE TIOHATHUS, | pam TUH, 3a4€T C OLEH-
OCHOBHbIC CamocTosTeNnbHOE U3yYe- 10 Kou, O(l)Ipoc Ha 3aHs-
KOHIIETITTAN tusx, OT4eT i
OHLICIIL HUE TeM (BOTIPOCOB) TEO- ’ er o
PETUYECKOM YacTH Kypca TIpAKTHHCCKOMY 3a-
HATHIO, TecT
[TpopaboTka JIEKITMOHHO- 2
ro Marepuaina
Hroro 22
Hroro 3a cemectp 72
Hroro 72
10. KypcoBoii npoekTt / kypcoBasi padota
He npenycmotrpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU YCIIeBaeMOCTH 00y4aroumuxcst

11.1. banjbHbIe OLEHKH JJIs1 3JIEMEHTOB KOHTPOJIA
Tabmuua 11.1 — banibHble OLIEHKH JUISI 3JIEMEHTOB KOHTPOJISI

. . MaxkcumanbHbII
. MaxkcuManbHBIH MaxkcuMabHBIH
DneMeHTHl y4eOHOU 6asu1 3a mepuoa Bcero 3a
6amn Ha 1-yto KT ¢ |  0amnn 3a mepuon
NEITENbHOCTH mexnay 2KT u na CeMecTp
Hayana cemectpa | mexnay 1KT u 2KT
KOHEIl ceMecTpa
6 cemecTp
Brictymienne (mokmam) Ha 3 3 4 10
3aHATHH
Omnpoc Ha 3aHATHIX 10 10 10 30
OTt4er 1o NpaKkTUIECKOMY 10 10 10 30
3aHATHUIO
Tect 10 10 10 30
Hroro makcumym 3a nepu- 33 33 34 100
on
Hapacraromum ntorom 33 66 100 100

11.2. IlepecyeT 02J/1710B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKHU
[TepecueT OamIoB B OLIEHKH 32 KOHTPOJIbHBIC TOUKH MIPEJICTaBICH B Tadmuie 11.2.
Tabmuma 11.2 — Ilepecuer 6aJU10B B OIICHKH 32 KOHTPOJIbHBIE TOUKH

bannbl Ha 1aTy KOHTPOIBHON TOUKH O1enka

> 90% oT MakcuManbHON cyMMbI OamioB Ha naty KT 5

Ot 70% 1o 89% oT MakcuMaIbHOM cyMMbl OaisioB Ha naty KT

Ot 60% 1o 69% ot makcumasbHOM cymMmbl OaiioB Ha aaty KT

oW |

< 60% oT MakcuMaabHOU cyMMbI OaioB Ha naty KT

11.3. [lepecyeT cymMMbI 0A/1JI0B B TPAAMIMOHHYI0O U MEKTYHAPOAHYIO OLIEHKY
[lepecuer cymMMbl 6aJIOB B TPaJUIMOHHYIO M MEXIYHAPOAHYIO OLIEHKY MPEACTaBIEH B TaOmuIie
11.3.
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Ta6muma 11.3 — IlepecueT cyMMbl 0aJIJI0B B TPAAMLIMOHHYIO U MEXKTYHAPOIHYIO OIICHKY

Hrorosas cymma 0asios,

Onenka (I'OC) YYHUTBIBACT YCTEIIHO CAaHHBIN Onenka (ECTS)

9K3aMeH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (oTIIMYHO)
85 -89 B (o4enp xoporio)

4 (xopor1o) (3a4TeHO) 75 - 84 C (xoporo)
70 - 74
65 - 69 D (ynoBneTBOpHUTENIBHO)

3 (YZIOBJIETBOPUTEIHHO) (3aYTEHO) 60 - 64 E (HocpereTaerio)
2 (seynOBICTBOPHTENSHO) (HE Hwxe 60 6ainos F (HeynoBIETBOPUTENBHO)

3a4TEHO)

12. YueOHO-MeTOAUYecKOe U MHGOPMANIMOHHOE 00ecTieYeHrue TUCIHIIINHBI

12.1. OcHoBHas1 JIMTEpaTypa

1. Joponwuna, JI. A. Opranuzaiusi ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECIICUCHUS yIpaBiie-
HUS [DIeKTPOHHBIN pecypc]: ydeOHUK U MPaKTUKYM I akajeMuueckoro 6akanaspuata / JI. A. JlopoHu-
Ha, B. C. UpurtukoBa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanasp. Axanemuye -
ckuit kypc). — ISBN 978-5-534-04568-0. — Pexxum noctyma: https://urait.ru/book/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-413265 (nara oopamenus: 09.06.2021).

2. Hammonansnsiii crangapt PO 'OCT P 7.0.97-2016 "Cucrema ctannapToB 1o MH(GOpMaIuH,
OuOIMOTEYHOMY U M3AaTeNbCKOMY Aeny. OpraHu3alliOHHO-pACopAAuTeNbHAs JoKyMeHTalus. Tpebosa-
HUSL K 0OpMIICHHIO TOKYMEHTOB" (yTB. mpuka3oM denepalbHOrO areHTCTBA M0 TEXHUYECKOMY perysiu-
poBaHuto U merposoruu oT § nexadbps 2016 r. N 2004-ct) [DnexrpoHHbIl pecypc]: — Pexum pocryna:
https://docs.cntd.ru/document/1200142871 (nata obpamenus: 09.06.2021).

3. Kysnenos, 1. H. JlokymeHTanmonHoe obecredeHne yupaBieHus IEPCOHAIOM [ DIeKTPOHHBIN
pecypc]: yueOHHMK M MPAaKTUKyM Ui npukiaaHoro O6akanaspuata / U. H. Ky3snenoB. — M. : U3narens-
ctBo Opaiit, 2019. — 520 c. — (Cepus : bakanasp. [Ipuknagnoit kypc). — ISBN 978-5-9916-4000-8.
— Pexum poctyma: https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-personalom-
426321 (nara oopamenus: 09.06.2021).

12.2. lonosiHUTEIbHAS JIUTEPATYpPa

1. O6pazoBarenpusbiii ctannapt Byza OC TYCYP 02-2013. PaGoTsl cTyneHUECKHE 1O HanpasJie-
HUSIM MOJATOTOBKH M CHEIUAIBHOCTSAM I'yMaHuTapHoro npoduist. Obuue TpeOboBaHus U mpaBuiia ohopM-
neHus [DneKTpoHHbBIN pecypc]: — Pexum mocrtyma: https://regulations.tusur.ru/documents/71 (mata 006-
pamenusi: 09.06.2021).

2. TOCT P 7.0.8-2013. Cucrema cTtanaapToB 1o nHpopMaiuu, OHOIHOTEUHOMY U U31aTeIThCKO-
My aeny. Jlenonpou3BoJCTBO U apXUBHOE J1e710. TepMUHBI U ONIpeieieHus [ DIeKTpOHHBIN pecypc]: — Pe-
xuMm focryna: http://docs.cntd.ru/document/1200108447 (nara oopamenus: 09.06.2021).

3. JlemompousBoactBo [DnekTpoHHbIN pecypc]: Yuebnoe mocodbue / JI. M. Kazakepuu - 2018.
132 ¢. — Pexxum noctymna: https://edu.tusur.ru/publications/7542 (mara o6pamenus: 09.06.2021).

12.3. YueOHO-MeTOAHYECKHE MTOCOOUSH

12.3.1. O6s3aTe/ibHbIE Y4eOHO-METOAMYECKHE MOCOOUs

1. OOmwmii 1 PIEKTPOHHBIN TOKYMEHTOOOOPOT [DNEKTPOHHBIN pecypc]: MeToaudeckoe mocooue
10 JTA0OPATOPHBIM 3aHATUSM M CAaMOCTOATENLHOU paboTe st cryaenToB HampasieHuit 080200.62 «Me-
HemkmenT», 080100.62 «Oxonomuka» / XK. H. AxcenoBa - 2014. 40 c. — Pexum goctyma:
https://edu.tusur.ru/publications/4874 (mara oopamenus: 09.06.2021).

2. Jlenonpou3BOACTBO [DNEKTPOHHBIN pecypc]: YueOHO-MeTOanIeCcKoe T0COo0re I TMOrOTOB-
KU K MPAKTUYECKUM 3aHITUSAM U caMOCTosTeNnbHON paboTsl / A. B. Kypenkos - 2018. 15 c. — Pexxum 10 -
cryma: https://edu.tusur.ru/publications/7822 (nata oopamenus: 09.06.2021).
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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. IIpodeccnonanibHble 6a3bl JAHHBIX U HHGPOPMAIMOHHBbIE CIIPABOYHbIE CHCTEMbI

1. eLIBRARYRU - Kpynueimmii poccuiickuii nHOOPMAITMOHHBIA MMOPTA B 00JaCTH HAYKH,
TEXHOJIOTHH, MEIUIIMHBI U 00pa3oBanus. Pexum noctyna: www.elibrary.ru;

2. TAPAHT - Cucrema «I'APAHT» npenocTtaBiser 10CcTym K (heaepaibHOMY H PETHOHATLHOMY
3aKOHOJATEIHCTBY, KOMMEHTApHUSIM M Pa3bICHEHUSAM H3 BeAymwmx npodeccruonanpueix CMU, kauram u
OOHOBJISIEMBIM HIIMKIIONEINSAM, TUIIOBBIM (OpMaM TOKYMEHTOB, CyAeOHOM MPaKTHKE, MEXAYHAPOIHBIM
JIOTOBOpaM U APYroil HopMaTuBHOW HHpOpManun. Pexxum goctyna: www.garant.ru;

3. Koucynerantllntoc - Cucrema «KoncynbranTllntocy — Hal€KHbIM MOMOIIHUK I MHOTHX
CIEIUAIMCTOB: FOPUCTOB, OYXTalITEPOB, PYKOBOIUTENICH OpraHu3alnii, a TaKXkKe JJIs CICIHAIUCTOB TOCY-
JAPCTBEHHBIX OPraHOB, YYEHBIX U CTYICHTOB. B Hel cofepKHUTCs OrpOMHBIN MacCHB MPABOBOW U CIIpa-
BOuHOH nH(popMarmu. Pexxum nocryma: www.consultant.ru

13. MaTtepuajibHO-TEXHUYECKOE o0ecnedyeHue TMCIUIINHBI U TPpedyeMoe MporpaMMHoe
o0ecrneyeHune

13.1. O6uue TpedGoOBaHMA K MATEPHAJBHO-TEXHUYECKOMY H IPOrPAMMHOMY 00ecrie4eHHI0
AUCUHMILTUHBI

13.1.1. MaTepuaJbHO-TEXHHYECKOE H IPOrPaMMHoOe o0ecnedyeHne ISl JICKIIMOHHbBIX 3aHATHH
Jlns mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHIAWBUYaIbHBIX KOHCYJIbTALIUH, TE-
KYILEr0 KOHTPOJISL U MPOMEXKYTOUHON aTTECTALMU UCTIONb3YyeTcs yueOHasi ayIUTOPUs ¢ KOITUUECTBOM I10-
CaJIOUHBIX MeCT He MeHee 22-24, 000pyAoBaHHAs TOCKOM M CTaHAApTHOW ydeOHO# mebenbro. Mmerores
JIEMOHCTpaIMOHHOE 000pyA0BaHNHE U yUeOHO-HAITBIIHBIE TOCOOMs, 00eCcIeunBaroIIie TeMaTHIeCKUe Uil -
JIOCTPALIMHU 10 JIEKLMOHHBIM pa3JieiaM TUCIUIUINHEI.

13.1.2. MaTepuaibHO-TEXHMYECKOE M IPOrpaMMHOe o0ecredeHne 1A NPAKTHYEeCKUX 3aHATHI

JlaGopatopust rpymmoBoro mnpoekTHoro oOyuenus '"Jlaboparopusi COIMATBLHO-KOHOMHUYECKUX
npobnem"

ydeOHast ayuTOpusl AJIsl IPOBECHHSI 3aHITHH PAKTUIECKOTO THIA, yueOHast ayIuTOpHs IS TIPO -
BE/ICHUS 3aHATUH JJaOOPaTOPHOTO TUIIA

634045, Tomckast obnacts, T. Tomck, yi. KpacHoapmetickast, 1. 146, 503 ayz.

Onwucanue uMerouierocs 000pya0BaHuUs:

- [I5BM KOMIICTAP (12 mt.);

- MarHuTHO-MapKepHast 10CKa;

- Kommutekt crienmanusupoBanHoi yaeOHOW Mebenu;

- Pabouee mecTo mpemnoaBares.

[IporpamMMHoOe obecrieueHue:

— 1C:IIpenmpustue 8

- 7-Zip

— FoxitReader

CornacosaHa Ha noprane Ne 51267 12



— 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

OcBoeHHE NUCHMIUIMHBI JUIIAMHA C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI U WHBAIUIAMHU
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 3agaHus

1. ate onpeneneHre TOKyMEHTUPOBAHUIO:

a) JlokyMeHTHpOBaHHUE — ATO MPOIIECC CO3AaHMS U OPOPMIICHHS JOKYMEHTOB;

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

¢) JJoxymeHnTupoBanue — o0ecredeHrne CBOEBPEMEHHOTO U MIPABMIILHOTO CO3JJaHUsI IOKYMEHTOB;

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

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. Uto Takoe opUIIMATbHBIN JOKYMEHT?

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

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

¢) OdunuanbHbIA JOKYMEHT — JOKYMEHT, CO3/IaHHBIH, 0()OpPMIICHHBIN U YIOCTOBEPEHHbIN B yCTa-
HOBJIEHHOM IOPSAJIKE JJI1 MHOTOKPAaTHOTO UCTIOJIb30BAHMS.

d) Her nmpaBunsHOTO OTBETA

4. Yro TaKkoe 3IEKTPOHHBIN JOKYMEHT?

a) DJIEKTPOHHBINA TOKYMEHT — 3TO JIOKYMEHT, MH(OpMallusg KOTOPOTo MpeAHa3HayeHa A rnepena-
4Y IpYroMy JIMILY;

b) DeKTpOHHBIN JOKYMEHT — 3TO OQUIMAIbHBIN JOKYMEHT, NPEACTABICHHBIA B 3JIEKTPOHHON
opme;

¢) DNEeKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HUH(OpMals KOTOPOTO MpeACTaBlieHa B AJIEKTPOH-
HOH (opme;
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d) DaeKTpoHHBIH JOKYMEHT — 3TO O(HIHMAIBHBIA TOKYMEHT, MPEJCTABICHHBIM B 3JEKTPOHHOU
dbopMe mocie ero mognMcaHus JOHKHOCTHBIM JIMLIOM B MOPSIIKE, YCTAHOBJIEHHBIM 3aKOHOAATEIILCTBOM
PO.

5. Yro npencrasiusier codboit opopmieHue JOKyMeHTa?

a) OdopmiieHre JOKYMEHTa — 3TO MPOCTABJICHUE HA JJOKyMEHTE HEOOXOIUMBIX PEKBU3UTOB;

b) OdopmieHnne JOKyMEHTa — 3TO COTIIACOBAHHUE TIOKYMEHTA, MONMCaHNEe JOKYMEHTA,

¢) OdopmiieHre AOKyMEHTa — 3TO MPOCTABICHHE PEKBH3UTOB JUISI OPraHU3AIMN OIEPaTUBHOTO
MOKCKa TOKYMEHTOB;

d) Het nmpaBunbpHOTO OTBETA.

6. Uto npencraisier cob0i cucTeMa JOKyMEHTAIHH ?

a) [Tox cucremoit JOKyMEHTAalMK TOHUMAETCSl COBOKYITHOCTD JJOKYMEHTOB, IIPEAHA3HAYCHHBIX IS
oOecrevyeHus U peryIupoBaHus IeATeIbHOCTH OPraHOB BIACTH, YUPEXKIACHUHN, IPEIIPUITUIA U OpraHu3a-
LM

b) Cucrema qOKyMEHTAIMH MPEACTABISAET COOOM COBOKYIMHOCTh JOKYMEHTOB, B3aUMOCBS3aHHBIX
1O MpHU3HAKaM IMPOUCXOKICHUS, Ha3HAYCHUs, BUAA, CEpbl NEATENbHOCTH, CIUHBIX TPEOOBAHUH K UX
0hOpMIICHHIO;

¢) Cucrema JOKyMEHTAIMH MPEICTABISET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JTOKyMEHTOB, B KO-
TOPBIX MOCIEA0BATENILHO OTPAXKACTCS AEATEIbHOCTh OTPACIIN TOCYAapCTBEHHOIO YIIPaBJICHNUS;

d) Cuctema HOKyMEHTAaIMK MPEACTaBIsIET COOON COBOKYIMHOCTh JJOKYMEHTOB, B3aHMOCBSI3aHHBIX
M0 MPHU3HAKaM Ha3Ha4YeHUsl, CPephl AeATEILHOCTH U €IMHBIX TPeOOBaHUN K UX 0(hOPMIICHHIO.

7. KakoBBbI 3TaIbl MOATOTOBKH PACTIOPSAAUTEIBHOTO JOKYMEHTA?

a) OTO corylacoBaHUe JIOKYMEHTa, OANICAaHHE JOKYMEHTA;

b) DT0 U3ydyeHHe ynpaBIeHYECKOro BOMPOCA, MOJrOTOBKA MPOEKTA PacIOpIIUTEILHOIO JOKYMEH -
Ta, COIJIaCOBaHUE JTOKYMEHTA, OAMICAHUE JOKYMEHTA;

¢) DTO M3y4eHHUE YNpPaBJIEHUYECKOTO BOMPOCA U MOATOTOBKA MPOEKTa PaCTOPSIUTEIBHOTO JOKY-
MEHTA;

d) Dro m3ydyeHue ympaBIEHYECKOro BONpOca, cQepbl AEATENLHOCTH, €IWHBIX TpeOOBaHHWM K
0(OPMIIEHHUIO U IOJATOTOBKA MPOEKTA PACIIOPSIUTEIBHOTO TOKYMEHTA.

8. Kak Bezercs Hymepanus IpUKa3oB 110 OCHOBHOM €S TEIILHOCTH?

a) Ilo mopsnKy ¢ MOMEHTa CO3/1aHUs OpraHU3allui, HO OT/IEIbHO OT MPUKA30B 0 JUYHOMY COCTa-
BY,

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

¢) [Moapsin B mpenenax pruHaAHCOBOTO T0/1a, COBMECTHO C NMPHKAa3aMHU 10 JMYHOMY COCTaBY;

d) [Moapsn B mpenenax ¢UHAHCOBOTO T0/ia, HO OTAEIBHO OT MPUKA30B 110 JUIHOMY COCTABY.

9. Kak ocymiecTBisieTcs cornacoBaHue JOKyMeHTa?

a) CornacoBaHue OCYIIECTBIIECTCS TyTeM BU3UPOBAHUS WU IPOCTaBICHUs rpuda corinacoBaHus;

b) IIpoBonuTcs OLeHKa MPOEKTa O(QUIIMATBEHOTO JOKYMEHTA 3aWHTEPECOBAHHBIMU OpTraHU3aIU -
MU, JTOJKHOCTHBIMH JIMIIAMU, CIICUATHCTAMU. ;

¢) [ToaHOCTBIO TOATOTOBICHHBIE TPOEKTHI TOKYMEHTOB MPEICTABISAIOTCS Ha COTJIACOBAHHE JIOJIK-
HOCTHBIMHU JIUL[AMU, CIICIUATUCTAMU;

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

10 . 13 xkakux ABYX YacTell COCTOUT TEKCT TOKYMEHTOB?

a) BBogHOM 1 KOHCTaTUPYIONICH;

b) BBoaHOI 1 OCHOBHOIA;

¢) OCHOBHOM ¥ pacropsIAUTEILHOM;

d) Koncrarupyromieit 1 pacnopsAuTeIbHOM.

11. Kakoi TOKYMEHT COCTaBJISI€TCSI KOMUCCUEU MPU BBIACICHUN JOKYMEHTOB K YHUYTOKEHUIO?

a) AKT;

b) Crpagka,;

¢) JloknaaHas 3amucka;

d) OOBsicHUTEIbHAS 3aIHCKA.

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

a) Ha Grnanke npukasa He yka3bIBaeTCsl Ha3BaHHUE B JOKYMEHTA,
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b) Ha Gnanke npoTokoia He yKa3bIBaeTCsl Ha3BaHKUE BU/IA JOKYMEHTA,

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

d) Ha Gnanke pemieHus He yKa3bIBaeTCsl Ha3BaHUE BU/IA JOKYMEHTA,

13. Ha 6ankax JOKYMEHTOB HErOCYIapCTBEHHBIX CTPYKTYP MPOCTABIISCTCS:

a) l'ocynapcrBennslii rep6 PO;

b) I'ep6 cyonekTa PD;

¢) smOseMa opraHu3aly Wik TOBAPHBINA 3HAK;

d) ToBapHBIii 3HAK.

14. K oprann3aniioHHbIM JJOKYMEHTaM OTHOCSIT:

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

b) monoxxeHue, ycras, akT, CTPyKTypHas M IITaTHAs YUCICHHOCTb, MHCTPYKIIHUS, IOTOBOP;

C) MOJIOKEHUE, YCTaB, MIPUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAs YUCIEHHOCTb, HHCTPYKLIHUSA, J10-
TOBOp;

d) nonoxeHue, ycras, periaMeHT, CTPYKTYpHAsl U IITaTHAsl YUCICHHOCTb, HHCTPYKIUS, I0TOBOP.

15. JIBukeHue JOKyMEHTOB B OpraHM3allii ¢ MOMEHTA UX CO3JaHMs WJIH MOJIyYeHHs 10 3aBeplie-
HUS UCTIOJIb30BaHMSI UM OTHPABKU HA3bIBACTCS:

a) JlokyMeHTO060pOTOM;

b) [loTokOM JOKYMEHTOB;

¢) O6paboTKOI TOKYMEHTOB;

d) Perucrpamueii qokymMeHra.

16. Peructpauuu noiexar JOKyMEHTBI

a) Bxomsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BUIBI JOKYMEHTOB.

17. Yto Takoe HOMEHKJaTypa Jaei?

a) Homenknarypa nenm — 310 Bce JOKYMEHTBI Ha MIPEANPUATHH;

b) Homenkunartypa niein — 370 cucTeMaTu3UpOBaHHBIN MepeYeHb 3aBOAMMBIX B OpraHU3alUuH JIel C
yKa3aHHEM CPOKOB MX XpaHEHUs, 0(pOPMIICHHBII B yCTAHOBICHHOM IOPSIIKE;

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

d) Her npaBuibHOTO OTBETA

18. B moxymeHTax, oopMIIECHHBIX Ha IBYX W OOJIee JINCTaX HOMEpa CTPAHUI] TPOCTABIISIFOTCS. . .

a) Co BTOpOIi CTPaHMIIBI B BEPXHEM MPABOM YTy OIS JTUCTA apaOCKUMU IUPpaMu;

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

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

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

19. Kakue cBefieHHs COEPKATCSA B TPYAOBON KHIDKKE?

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

b) TpynoBasi KHUXKa SBJIIETCS OCHOBHBIM JIOKYMEHTOM TI0 YYETy MepCcOoHaNa NPeAnpuUsTUs, KOTO-
pasi 3aBOJIUTCS Ha BCEX paOOTHUKOB MPEANPUSTHS, MPUHATHIX HA MMOCTOSHHYIO WM BPEMEHHYIO padoTy;

¢) TpynoBasi KHHMXKa MPEACTABIISAET COOOM COBOKYIMHOCTh JOKYMEHTOB, COJAEPKAIIUX CBEIECHUS O
paboTHHKE;

d) Her mpaBunsHOTO OTBETA.

20. AxThl, TChbMa, (DaKChI, CIIPABKHU, JOKIAIHBIE 3aIICKU OTHOCSITCS K:

a) OpraHU3alMOHHBIM JOKYMEHTAM MPEANPHUSITHS;

b) paciopsaAuTEIHHBIM JOKYMEHTAM MPEATIPUATHS;

C) IOKyMEHTaM IO JUYHOMY COCTaBY MPEATPHUSITHS;

d) nHbOpMAITMOHHO—CTIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHSL.

14.1.2. TemsbI 1OKJIa70B
TGMI)I 1A KOHTpOJ'IS[ CaMOCTOATCIIBHOTO H3y‘I€HI/I$I TEM TGOpeTH‘IeCKOﬁ qacTu Kypca
1. Uctopust pa3BUTHS TOCYIaPCTBEHHON CUCTEMBI JI€JI0NPOU3BO/ICTBA
2. IlpakTrka opraHu3anuy JeI0MPON3BOACTBA B TOCyaapcTBax JpeBHero mupa
3. CnocoObI pukcupoBaHus U Nepenadyn nHGopMaIiu B rocyaapersax J[pesHero Mupa
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4. Vcropus pa3BUTHUS IOCYIapCTBEHHOM CUCTEMBI JIEN0NPON3BoACTBa B Poccuu.

5. PekBU3UTHI CTONOIOBOM (POPMBI IETOMPOU3BOICTBA, MPOIICAIITHE Yepe3 BEKAa U OCTABIINECS B

JIOKYMEHTaX HallluX JTHEH.

6. Portb moxymMeHTa B )KM3HU YEJIOBEKa M OOIIECTBA.

7. MeToap! uccieoBaHusI JOKYMEHTOBEUECKUX MTPOOIIeM.

8. HayuHo-ucropuueckas 1 npakTuieckasi IeHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cepe mpaBa U yIpaBiIeHUsI.

10. BiusiHue Hay4YHO-TEXHHUYECKON PEBOJIIOIIUHA HA PA3BUTHE JOKYMEHTA.

11. Pa3zButHe popmymspa TOKyMeHTa.

12. 3akoHOmaTENbHBIEC aKThl, HOpMaTUBHBIE MaTepuasibl X VI — Havyama XX B.

13. 3akoHOATENBHBIE AKTHl 1 HOPMAaTUBHBIE JOKYMEHTHI PD.

14. Yaudukamnus v cTaHgapTA3AIMS YIIPABICHYECKUX TOKYMEHTOB.

15. FOpuanueckast cuna JOKyMEHTA: MOJUIMHHUKY (OpUTHHAJBI) TOKYMEHTOB, KOIIUU TOKYMEHTOB
U UX BUJBI

16. [lonatue o JOKyMEHTOOOOPOTE MPENIPUATHUSL

17. Opranuzaiust paboOThI ¢ BXOJAIIUMHU JOKYMEHTAMH

18. Opranmzanus padoThl ¢ UCXOSIIUMHU JOKYMEHTAMH

19. OcobenHocTH opranu3anuu paboThl ¢ BHYTPEHHUMH JOKYMEHTaMH

20. JIokyMeHTO000POT B MHPOPMAITIOHHOM 00ECTICYCHUH YIPABIICHHSI U €70 COCTABHBIE YaCTH.

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

22. O0630p OCHOBHBIX CHUCTEM JJIEKTPOHHOTO IOKYMEHTOOOOpOTA. MpeIcTaBleHHbIX B Poccuu u 3a
pPyOEKOM.

24. AHanu3 BHEIPEHUS CUCTEM AJICKTPOHHOTO JCIIONPOU3BOICTBA U JOKYMEHTO000pOTA

25. [loHsiTHE IEPCOHANIBHBIX JIAHHBIX.

26. JlokyMeHTHpOBaHUE TIpreMa Tpaxaad Ha padoty. 3. CTpyKTypa nepcoHaIbHbIX JaHHBIX.

27. JIokyMeHTHUpOBaHHUE MpHeMa Ha paboTy PYKOBOJSIIETO COCTaBa, CIECUUATNCTOB, HAYYHBIX U
JIPYTUX KaTeropuili pabOTHUKOB.

28. JlokyMeHTHpOBaHUE MIpUeMa Ha paboTy NI, (YHKIHMOHAIbHbBIE O0s3aHHOCTH KOTOPHIX CBSI3a-
HBI C BJIaJIeHHEeM KOH(QUIECHITNATLHON HHPOPMAIIHECH.

29. IlnanoBas kaapoBasi JOKyMEHTaLUsI.

30. CocTaB TOKyMEHTOB, HCOOXOUMBIX ISl pUeMa Ha padoTy.

31. KoHTposb 1OCTOBEPHOCTH NEPCOHAIBHBIX JOKYMEHTOB.

32. JlIokyMEeHTHpOBaHHUE TIEPEBO/Ia COTPYAHUKOB HA IPYTyIO PaboTYy.

33. JIoKyMEHTHPOBAaHHUE MPOLIEAYPHI MOOIIPEHHUS paOOTHHUKA.

34. YyeTHast OKyMEHTaLHsI.

35. JlokyMeHTHpOBaHUE MPOLEAYPbl MPUMEHEHUS AUCIIUIUIMHAPHOTO B3bICKAHUS.

36. JlokymMeHTanus 1o y4ery pabouero BpeMeHH! 1 PacueToB C MIEPCOHAIOM IO OIUIaTe Tpy/a.

37. JIokyMeHTUPOBaHUE MPOIICTyPhl YBOJBLHEHUS TI0 MHUITMATHBE PAOOTHHKA.

38. OTueTHas ¥ OTYETHO-CIPABOYHAS TOKYMEHTALIHS.

39. JIokyMeHTHUpOBaHUE MPOIIETyPhl YBOJBLHEHUS 10 HHUITMATHBE PabOTONATENS.

40. ITonsiTue nepcOHANBHBIX TaHHBIX. CTPYKTypa NEPCOHATBHBIX JaHHBIX.

41. Ilpuka3 00 yBOJIbHEHUU PaOOTHHUKA.

42. OcobeHHOCTH YBOJBHEHUSI paOOTHHKA, 00JAAAIOIIEro 3HAaHUEM KOH(UICHIIMATbHONH HH(OP-
Malliy OpraHu3aIuu.

43. ®opMHUpPOBAHUE JIMYHOTO JIEJIA.

44. ITnanoBas KaapoBas JOKyMEHTaLIUS.

45. BeneHnue 1 XpaHEHUE JTUYHOTO JIeJa.

14.1.3. Tembl 0NIPOCOB HA 3aHATUSX
[TonsiTue, ey U 3a7a4u U3y4aeMon JUCIUILINHBL. Pa3BUTHE U CTAaHOBJICHHE JIEIIONPOU3BOICTBA B
Poccun. Opranu3zaiius J1eI0pou3BOICTBA HA MPESANPHUATHAX. 3HAYCHUE U MECTO JIOKYMEHTOB B CHCTEME
yIpaBIeHUS
[ocynapcTBEHHOE pEeryMpOBaHUE, HOPMATUBHO-TIPABOBAsI H METOIUYECKAsI OCHOBA JOKYMCHTAIIH -
OHHOTO oOecrieueHus ynpasineHus. CyIIHOCTb, HAMPaBJICHUS U BUBI TOCYIAQPCTBEHHOTO PETYIUPOBAHUS
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JOKYMEHTAI[MOHHOTO OOECIIeYeHUsI YNpaBJICHUs, Ha3HaYeHHE, OCOOEHHOCTH M COOTHOLICHHE HOpMa-
TUBHO-TIPABOBOTO U METOAMYECKOr0 peryaupoBaHus. CocTaB ¥ CTPyKTypa HOpMaTHUBHOM, IPaBOBOl U Me-
TOJMYECKON OCHOBBI JOKYMEHTAITMOHHOTO 00ECTIeUeHHs YIPaBJICHUS, HAIIMOHATBHBIX M JIOKAJBHBIX HOP-
MaTHUBHO-METOANYECKUX JTOKYMEHTOB. YHU(DUKALNS U CTaHAAPTU3ALMS.

TpeOoBanus k 6mankam 1okyMeHTOB. [lopsinok pazpaboTku 61ankoB. O0mue TpeOOBaHHS K JIOKY -
MEHTaM, U3TOTOBISIEMBIM C TOMOIIBIO TEXHUYECKUX cpeAcTB. OcoOeHHOCTH O(GOpMIIEHHS OTACIBHBIX
PEKBU3UTOB.

[TpaBuna oopmiieHus: JOKYMEHTOB, COCTaB U Ha3HAauYe€HUE PEKBU3UTOB. Poiib M BUABI yIpaBIieH-
YECKUX TOKYMEHTOB.

Cocras, pacroyiokeHue 1 npaBuia 0ohopMICHHUS PEKBU3UTOB OTJECIbHBIX BUJIOB OPTaHU3allMOHHO-
MPaBOBBIX, PACTIOPSAUTENBHBIX U HH(POPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB.

3HayeHHe KaJIpoBbIX JOKYMEHTOB. COCTaB M BHJIbI JOKYMEHTALIUU 10 JIUYHOMY cocTaBy. [IpaBuia
UX COCTaBJeHUs. YHU(UIMpoBaHHbIE (opMbl HOKyMeHTOB. [Ipuka3. OdopmieHne npuema Ha padoTy.
[TepeBon Ha npyryro pabory. [IpenocraBienue ormycka. YBoiabHEHHE ¢ paboThl. JIMuHOe 3asBiieHne. Xa-
paktepuctruka. CocTaBHBIC YaCTH XapaKTEPUCTUKH, IPaBUiIa OPOPMIICHHUS

[TonsiTue «10KyMEHTOO0OpPOT» U €ro pazBuTHe. OCHOBHBIE IPABHJIA OPTraHU3AINH TIOKYMEHTO000-
pota B opranuzauuy . Cxema JIBMKEHHS M TEXHOJIOTUSI 00pabOTKU TOKYMEeHTOB. [IoHsATHE TOKYMEHTOIO-
TOKa, €ro CTPYKTypa, MMOKa3aTeld OLEHKU JOKYMEHTONOTOKa. JKM3HEeHHBIH UK ToKyMeHTa. KoHTpoib
VCIIOJTHEHMSI TOKYMEHTOB.

OcHoBHbBIE HOPMBI U MpaBuiia opopmiieHus: padoT, BHIMOIHAEMBIX CTYAEHTaMU B Ipoliecce o0yye-
HUS, C Yy4yeToM TpeboBaHMi oOpa3oBarenbHOro crangapra Byza OC TYCYP 02-2013 (CTO
02069326.1.02-2013) - PaboThI CTyAeHYECKHE TI0 HAMPABJICHUSM IMOATOTOBKH M CIICIIHAIBHOCTIM TyMa-
HUTAPHOTO Mpodus

Homenknatypa nen. [lopsanok cocTaBieHus W YTBEP)KIEHUS HOMEHKIATYPHI /1. YCTaHOBJICHUE
cpokoB xpaHeHus nen. @opmuposanue u opopmiieHue aena. OpraHuszanus ONepaTHBHOIO XpAaHEHUS JIE.
DKcrnepTusa IEeHHOCTH N0KyMeHTOB. Odopmiienue nen. [lopsiiok nepenadn TOKyMEHTOB Ha XpaHEHUE B
apXUB.

OcHoBHbIE 337]a4ll OpraHU3alUHU JIEKTPOHHOTO JOKYMEHT0000poTa. CHCTEMBI JIEKTPOHHOTO JI0-
kymeHTtoo0opota COJI. Dramer pa3zButus, kinaccel, HazHadyeHne COJl. OCHOBHbBIE CBOWCTBA CHCTEM DIICK-
TpOHHOTO JoKyMeHTooOopoTa. OcHoBHBIE TUIBI COJl. OcobernHocT opranuzamnuu CIJ]. Cucremsl 3mek-
TPOHHOT'O IOKyMEHTO000pOTa, IpecTaBiIeHHbIe B Poccuu.

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

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

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

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

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

[TpaBuiia coctaBiieHus: ¥ opopmIIEHUS KaApOBOW JOKYMEHTAIMH (3asiBIEHUE, XapaKTePUCTHKA, aB-
ToOuorpadus, pe3roMe, MPUKa3bl 10 JIMYHOMY COCTaBY, TPYHAOBOH JOrOBOP (KOHTPAKT O Ha3HAYCHUU Ha
JIOJDKHOCTB ), INYHAsI KapTouKa pabOTHUKA, TaOeb ydeTa pabouero BpeMeHu u JIp. )

[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 PAabOTHI C
nokyMeHTaMu. OCHOBHBIE CBOMCTBA CUCTEMBI AIEKTPOHHOTO TI0KyMeHT000opoTa. OcHoBHbIE TUIBI CO/I.

Howmenknarypa nen. Buabl Homenknarypsl. @opmupoBanue jen. OpraHuzaius XpaHeHUs JOKY-
MEHTOB Ha npeanpuatuu. Iloaroropka 10KyMEHTOB K C/1a4y€ B apXUB.

14.1.5. Bonipocsl 1J1s1 3a4€Ta ¢ OLEHKOM
1. JIOKYMEHT U €ro MECTO B CUCTEME YIIPaBJICHUS
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[\

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

(98]

. I[OKyMCHTOBGZ[eHI/IC KaK HaydHasA JUCHUILJINHA: 06'b€KT, npeaMeT, OCHOBHBIC MCTO/IbI.

B~

. [TonsiTne «MHPOPMAIS» U €T0 pa3BUTHE.

5. IlonsATHE «IOKYMEHT» U €T0 pa3BUTHE.

6. OOmue u yacTHble QYHKINU JOKyMEHTA.

7. CnocoObl TOKYMEHTUPOBAHUS U X Pa3BUTHE.

8. ITonsiTue ciry>keOHOTO JOKYMEHTHPOBAHUS M TPEOOBAHUS K JTOKyMEHTAM.

\O

. Ilopsaiok perynupoBaHus, COTJIACOBAHUS U NOAIMCAHMSI YIPABIEHYECKUX JOKYMEHTOB.
10. CymHOoCTh YHU(UKAIMK U CTAHAAPTH3AIMN YIIPABICHUYECKUX JOKYMEHTOB.

11. IlpaBuna opopmieHus ciyKeOHbIX TOKYMEHTOB.

12. PEeKBU3UTHI U UX NpEIHA3HAYCHHUE.

13. O6mue TpeboBaHus K JOKYMEHTHPOBAHUIO YIIPABICHUECKON AEATEIbHOCTH.

14. Cocras, conepkaHnue U 0COOCHHOCTH peau3alii TpeOOBaHUN K pacIOIOKEHHIO U oopmiie-
HHIO PEKBH3HUTOB IOKYMEHTOB.

15. CtpykTypHu3anus TEKCTOB yIIPaBIECHUYECKUX JOKYMEHTOB.

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

17. TpeGoBaHUs K COACPIKAHUIO, CTPYKTYPE U CTUIIIO M3JIOKEHHUS YIIPABICHUECKUX JTOKYMEHTOB.

18. Opranu3anmoHHO-pacnopsAUTeNbHas JoOKyMeHTaus. OCHOBHbIE BUABI YIPABICHUECKUX JO-
KyMEHTOB.

19. UudopmanimoHHO-cripaBouHas JOKyMeHTaIusl. OCHOBHBIC BUIBI
20. IlpaBuna u CTUJIb HAMMMCAHUS ICJIOBOTO MUChMA.

21. Buapl nenoBoro nuchbMa.

22. OcoOEHHOCTH MEPENUCKH C HHOCTPAHHBIMU TTAPTHEPAMH.

23. Buibl TOTOKOB IOKYMEHTOB M CTaIMM UX 00paOOTKH.

24. Peructpanusi TOKyMEHTOB.

25. KoHTpOIb UCTIOTHEHNUS TOKYMEHTOB.

26. Homenkmnatypa nen u ux popMupoBaHue.

27. Odbopmiienue ne.
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28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

XpaHeHue JeN U MOPSIIOK CIaYH X B apXHB.

3amaun CUCTEM DIIEKTPOHHOTO JOKYMEHT0000pOTA.

VYrparieHue 31eKTPOHHBIMA JOKYMEHTaMHU.

Orarnsl pa3BUTUS JOKYMEHTOO0O0pOTA.

ucnonHeHus TokymeHToB (ACKU /).

[TonsiTHE “AIEKTPOHHBIN TOKYMEHT B MH()OPMAIMOHHOW CHUCTEME OpTaHU3aI1H.

TepMHUHOIOTHS, UCIIONIb3YeMasl B CUCTEMaX JIEKTPOHHOTO IOKYMEHTO000poTa.

Knaccudukarus cucteM 31€KTPOHHOTO JOKYMEHTO000pOoTa.
[Toaxomp! K CO3IaHUIO CHCTEM AJIEKTPOHHOTO IOKYMEHTOO00POTA.
Dranbl BBIOOpa U BHEPEHUSI CHCTEMbI aBTOMATH3AIIHH.

[TpoGniemMsbl IpaBOTO PETYAUPOBAHUS SJIEKTPOHHOTO JOKYMEHTOO00POTA.

[ToHsiTHst, MPUHIUIBI 1 OCOOEHHOCTH MOCTPOCHUS ABTOMATU3HPOBAHHBIX CHUCTEM KOHTPOJIS

39. Cuctemsl 3MEKTPOHHOTO JoKyMeHTooOopoTa. O6mmue nmonoxenus. Haznauenus CO/1.

40. OcHOBHBIE CBOICTBA CHCTEM 3JIEKTPOHHOTO IOKyMEHTOO0OPOTA.

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

42. O0mas ki1accuuKaIys CUCTEM AIIEKTPOHHOTO JOKYMEHT0000pOTa.

14.2. Tpeﬁ()BaHI/Iﬂ K OIICHOYHBIM MaTepuajgam AJd JUll ¢ OrPpaHHYCHHBIMHA BO3MOKHOCTAMU

310POBbSI 1 HHBAJIH/I0B

I[JISI JijuI ¢ OrpaHU4YCHHBIMH BO3MOXXHOCTAMU 3J0POBbA U MHBAJIUAOB MPECAYCMOTPCHBI JOIMOJIHU -
TCJIBHBIC OLICHOYHBIC MaTEPHAJIbI, IICPCUCHb KOTOPBIX YKa3aH B Ta6J'II/II_I€ 14.
Ta6J11/1ua 14 — I[OHOJIHI/ITGJIBHLIC MaTCpuajibl OUCHUBAHUA IJIA JIML C OrpaHUYCHHBIMU BO3MOKXHOCTAMU

310pPOBbA U MHBAJIMJIOB

Kareropuu
oOy4arommxcs

Bup! TONOTHUTENEHBIX OIICHOUYHBIX
MaTepuaioB

@®opMBI KOHTPOJISL U OIICHKH
pe3yabTaTOB O0YyUCHUS

C napyumeHusMu
ciryxa

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

[TpeumyIieCTBEHHO MUCHMEHHAS
npoBepKa

C HapymeHusiMu
3peHus

CobecenoBanue 10 BOTIPOCAM K 3a4€TYy,
OIPOC 0 TEPMHHAM

[TperMyIIeCTBEHHO yCTHAs IPOBEPKa
(MHIUBUYaTBHO)

C napyumeHusMu
OIIOPHO-
JBUTATEJIBHOTO
anmapara

Pemenne MUCTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIC pa6OTI)I, IIMCBbMCHHBIC
CaMOCTOSTENIbHBIE Pa0OTHI, BOIPOCHI K
3a4eTy

HpeI/IMyme()TBeHHO JUCTaHIITMOHHBIMU
MCTOAaMM

C orpaHUYEHUSIMH T10
00LLIEMETUIIMHCKUM
MOKA3aHUSIM

TecTbl, NCEMEHHBIE CAMOCTOSTEIILHBIC
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE paOOTHI, YCTHBIE OTBETHI

[Ipenmy1iecTBEHHO NTPOBEPKa
METOJAMH UCXOJISl U3 COCTOSTHUS
o0y4aroierocs Ha MOMEHT IPOBEPKHU
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14.3. MeToanueckue peKOMeH/IALMH 110 OLIeHOYHBIM MaTepuajaM AJs JUL ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

Jis M1l ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBS M MHBAJIUIOB HPEAYyCMAaTPUBACTCS J10-
CTymnHas (hopMa IpeJO0CTaBICHUS 3aJaHNI OLIEHOYHBIX CPEJICTB, & UMEHHO:

- B IleyaTtHoi (opme;

- B IIeYaTHO (hopMe ¢ YBETHUEHHBIM MIPUPTOM;

- B (hopMe 3NIEKTPOHHOI'O IOKYMEHTA;

- METO/IOM YTE€HUS ACCUCTEHTOM 3a/1aHUs BCIYX;

- IIPEIOCTaBJICHNE 3aJJaHUsl C UCIIOJIb30BaHUEM CYpPJIOTIEPEBOIA.

Jlumam ¢ OrpaHWYEHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
HOJI'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. [l TaKUX 00ydaromuxcs MpeycMaTpuBaeTcsl JOCTYII -
Hast popmMa mpeToCTaBICHHS OTBETOB HA 3a/IaHUs, @ IMEHHO:

- MUCbMEHHO Ha Oymare;

- HabOp OTBETOB Ha KOMIIBIOTEPE;

- Ha0Op OTBETOB C MCITOJIH30BAHNUEM YCIIYT aCCUCTEHTA;

- IIPEJICTaBJICHUE OTBETOB YCTHO.

[Tponienypa orieHUBaHUS PE3yIbTATOB OOYYEHHS JIMIl C OTPAaHUUYEHHBIMH BO3MOKHOCTSIMH 3/10pO-
BbsI M1 MHBAIHJIOB IO JMCIUIUIMHE TPEITyCMaTPUBACT MPEIOCTaBIeHne HHpopManuy B popmax, aaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 370POBBS M BOCIPUATHS HH(POpMALIUK:

JL1s1 I ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETMYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIIeHUsIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- B IeyaTHou (opme.

J1s1 1M1 ¢ HAapyIIeHUsIMM ONIOPHO-ABUIaTe/IbHOI0 annapara:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (opme.

ITpu HEOOXOMUMOCTH /TS JIUI] C OTPAaHUYEHHBIMHU BO3MOXHOCTSIMU 3/I0POBbs U MHBAJIUI0B IpOILIE-
Jypa OIICHWBAHUSI PE3yIbTaTOB 00yIEHHUsI MOXKET MPOBOUTHCS B HECKOIBKO ITAIOB.
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