MUWHHUCTEPCTBO HAYKH Y BBICHIEI'O OBPA3OBAHMS POCCUMCKOM ®EJEPAIIIN
®denepaiabHOE TOCYIaPCTBEHHOE OI0)KeTHOE 00pa3oBaTeIbHOE YUpeKIeHHe BbICIIEro 00pa3oBaHus

«TOMCKHU TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCVP)

HETYDYBR |\ o 1o v
5 ¥ UNIVERSITY TpopekTop Mo yue6Hoi paboTe
[oEyseHT NOGN MCaMH INEKTPOHHOE NOENPCED
Copredumrar: all19608 cdf-4455-b54e-523511Tc1B5c

Baagenew: Cenqenko MNapen Bacwasenns

Heacraurensd: ¢ 17.09 2019 no 16,08, 2024

PABOYAS [TPOTPAMMA JJUCHUIIJIMHBI
OBIIUI 1 DJIEKTPOHHBIA JOKYMEHTOOBOPOT

YpoBens 00pazoBaHus: BbIclee 00pa3oBaHue - DaKajgaBpuaT

Hampasiienne noaroroku / cnenuanbHOCTh: 38.03.01 DkoHOMuUKA

Hanpasnennocts (mpoduip) / cienmanuzanus: Byxrajarepckuii yuyer, aHaJIu3 U ayauT
dopma 00yueHUS: OUHASA

@daxynpreT: IKOHOMHUUYecKHi pakyabTeT (D)

Kadenpa: Kadeapa sxoHoMukn (IKOHOMHKH)

Kypc: 3

CemecTp: 6

VY4eOnsiii man mHadopa 2021 roga

O0beM JUCHMIIMHBI U BUABI yU€OHOU AESITEIbHOCTU

Bunbl yueOHOI nesTenbHOCTH 6 cemectp Bcero Ennnuner
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®opMbI TPOMEKYTOUHOM aTTeCTalus CemecTtp
3a4eT ¢ OLEHKOM 6

Tomck
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1. O01mue moJI0:KeHus
1.1. lean AUCHUIIHHBI

1. dopmupoBaHue y CTYJIEHTOB MOHATUNH O COBPEMEHHOM JIOKYMEHTAIIMOHHOM OOecredeHUH
JeSITEIbHOCTH OpPTaHU3alui , HABBIKOB Pa3padOTKKU OpraHU3allMOHHO-YIIPaBIEHYECKONH JOKYMEHTAIUU C
HCIOJIb30BAHUEM COBPEMEHHBIX TEXHOJOTHH »3IEKTPOHHOIO JOKYMEHTOOOOpOTa, YMEHHUS
OPUEHTUPOBATHCS B 3JEKTPOHHBIX CHCTEMaxX JOKYMEHTO0OOpPOTa, CIIOCOOHOCTH CaMOCTOSTEIbHO
IIPUHUMATDH PELICHUs O IPUMEHEHUU COOTBETCTBYIOIIUX TEXHOJOTUM JOKYMEHTUPOBAHUS B KOHKPETHBIX
CUTyalusx.

1.2. 3agauy AUCHUILIUHBI

1. chopmupoBaTh y CTYIEHTOB YETKOE MpeACTaBICHHE O HEOOXOJAUMOCTH U POJH
JIOKYMEHTAIlMOHHOTO 00eCIIeUeHNs B JeSITeIbHOCTH OpraHU3aliu.

2. 03HAaKOMUTH CTYJICHTOB C OCHOBAaMHU JIEJIOTIPOU3BOJICTBA U IOKYMEHTOOO0POTAa B OPraHU3aLUIX.

3. mokas3aThb pOJIb U MECTO COBPEMEHHBIX CHCTEM JJIEKTPOHHOIO NOKYMEHTO00OOpOTa B
NeSITeIbHOCTH OpraHu3alui.

4. oOy4uTh CTYAEHTOB pa3pabaThiBaTh OPraHU3AI[MOHHO-YIPAaBICHUYECKYIO JOKYMEHTAILUIO C
HCIOJIb30BAHUEM COBPEMEHHBIX TEXHOJIOTUN AJIEKTPOHHOTO JOKYMEHTO00O0pOTA.

2. MecTo aucuuniannsl B crpykrype OIIOIT

bnok nucuunnun: b1. ucuumiunasl (Moayan).

Yacte 6soka aucturiuH: YacTs, popmupyemast ydacTHUKaMH 00pa30BaTEIbHBIX OTHOIICHHIA.

Monynb quctuminH: Moayiib TEXHOJIOTHYECKOTO MPeIPUHAMATENBCTBA (Minor).

Hnnexc auciumumasl: 51.B.03./1B.03.03.

PeanusyeTcs ¢ mpUMEHEHHEM SJIEKTPOHHOTO OOy4YeHUs, JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHH.

3. Hepeqeﬂb IJIAHUPYEMBIX PE3YyabTAaTOB Oﬁy‘lel-[]/lﬂ mo JTMCUMIIJIMHE, COOTHECCCHHBIX C
HHAUKATOPpaAaMH J0CTUKCHUSA KOMIIeTeHIInii

[Iponecc u3ydeHus: TUCHUTUTMHBI HANpaBjieH Ha GOPMHUPOBAHUE CIEAYIONIUX KOMIICTCHIIUHA B
cootBeTcTBUU ¢ ®I'OC BO 1 ocHOBHO# 00pa3oBaTeIbHOM mporpaMmoi (Tadsmma 3.1):
Ta6mmma 3.1 — KoMnereHInn 1 HHAUKATOPBI UX JTOCTHIKEHUS
WNHauKaTOpsl OCTHKEHUS [Tnanupyemble pe3yabTaThl O0ydeHUS 110
KOMIICTEHIIMH JUCLUIUIMHE

Komnerenius

YHl/lBepcaﬂbHIﬂe KOMIECTCHIIUHA
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YK-4. Cnocoben
OCYIIECTBIIATH JISIOBYIO
KOMMYHHUKAIIHIO B YCTHOM
Y IMCbMEHHOU (popMax Ha
TOCY/IapCTBEHHOM SI3BIKE
Poccutickoii ®eaepannu u
WHOCTPaHHOM(BIX)
sI3bIKe(ax)

YK-4.1. 3naet npuHIUIBI
MOCTPOEHUS YCTHOTO U
MUCbMEHHOTO BBICKa3bIBAaHHS Ha
PYCCKOM M HHOCTPaHHOM(BIX)
A3bIKaX, IpaBUiIa U
3aKOHOMEPHOCTH JIeJIOBOI
YCTHOM ¥ MUCbMEHHON
KOMMYHMKALIUH; BIaJI€eT
LIMPOKUM CJIOBAPHBIM 3aI1aCOM,
JOCTaTOYHBIM JUIS
OCYILIECTBIICHHUS ICTOBOH
KOMMYHHKALIUU B PaMKax
aKaJIeMHUYECKON 1
npodeccuoHaIbHON
HanpaBJICHHOCTH

3HaeT: HOPMATUBHBIE TOKYMEHTHI,
perIaMeHTHPYIOIINE COCTaBIIeHHE U opopMIIeHHE
JTOKYMEHTOB, TTOPSAZOK pabOTHI C HUMU;
COBpEMEHHbIE TPeOOBaHUS K OPraHU3AIINH,
MpaBwiia © HOPMBI pabOTHI C JOKYMEHTaMH;
OCHOBBI J€JIONPOU3BOICTBA U ANEKTPOHHOTO
JIOKyMEHTO000POTa B OpraHU3aIHsIX, IPUEMBI
WCIIOJIb30BaHUSI JOKYMEHTO000POTa;
rOCyIapCTBEHHYIO IOJIUTUKY B cepe
JIOKYMEHTAIIMIOHHOTO 00eCTieYeHus YIIpaBIeHUS
ANIEKTPOHHBIMH JJOKYMEHTaMH U 3JIEKTPOHHBIM
JIOKYMEHTOO000POTOM;

MIPUHIIUIIEL U TPOIIETyPhI TOATOTOBKU U

o opMIIeHHUsT OPTaHU3aIMOHHO-YIIPaBICHIECKUX
JIOKyMEHTOB;

MIPUHIIUTIBI TOCTPOEHUS YCTHOTO U IIUCEMEHHOTO
BBICKA3bIBaHMsI HA PYCCKOM SI3bIKE, TIPABUIIA U
3aKOHOMEPHOCTH JIEJIOBOM YCTHOM U MUCbMEHHOU
KOMMYHHKAIIWH.

VYK-4.2. meet mipeicTaBlIicHAC
00 0COOEHHOCTSX YCTHOU U
MMMCHEMEHHOM KOMMYHUKaAIUU B
COOTBECTCTBUU C pa3IMYHBIMU
CTHJISIMH, JKaHPaMH U popMaMu
JIEJIOBOTO OOIIEHMST; BRIOMPAET
KOMMYHHUKAaTHUBHO IPHUEMIIEMBIC
CTHIIH JIEJIOBOTO OOIICHHS,
BepOaslbHbIE U HeBepOaTbHbIC
Cpe€acTBa KOMMYHHKalluU

Nmeet npencraBienre 0 TpaMOTHOM COCTaBIIEHUH
1 0OPMIICHUH OPTaHU3AITHOHHO-
YIPaBIEHYECKHUX IOKYyMEHTOB, C Y4ETOM
0COOEHHOCTEW yCTHOW W MTUCHbMEHHOM
KOMMYHHKAIIUW B COOTBETCTBUU C Pa3IMIHBIMU
CTHJIIMU, JKaHpPaM{ ¥ (OpMaMH JeTOBOTO
OOIIEHUS , UCITONB3yEeMbIC B IS TEITHLHOCTH
OpraHu3aLNNg;

MIpeJICTaBIeHHE 00 UCITOIB30BAaHNE BOZMOXKHOCTH
00IIero ¥ AJIEKTPOHHOTO JOKYMEHTO00O0pOTa JUIs
MPUHATHS U IOKYMEHTAIBHOTO 0QOpMIICHHSI
YIIPaBICHYECKUX PELICHU;

YK-4.3. YmeeT cocTaBusTh
COOCTBEHHBIC YCTHBIC U
MUCHMEHHBIC BHICKAa3bIBAHUS HA
PYCCKOM M HHOCTPaHHOM(BIX )
SI3BIKaX B COOTBETCTBUH C
PEYCBBIMU CUTYAIIUSAMH,
HauboJiee BOCTPEOOBAaHHBIMU B
pamMKax akaJgeMHUYeCKOl u
poheCCUOHANTBHOM
HANPaBJICHHOCTH; BIIJICET
HABBIKAMH YTCHHS U TIEPEBO/Ia
UHpOpPMaNH Ha
WHOCTPaHHOM(BIX) A3bIKe(ax)
aKaJIeMUYECKON U
poheCCUOHANTBHOM
HaTPaBICHHOCTH

YMeeT npuMEeHSITh Ha MIPAKTHUKE ACTIOBYIO
KOMMYHHKAILIUIO B YCTHOW ¥ MUCBMEHHON (hopMax,
METOABI ¥ HABBIKH JIEIOBOTO OOLICHHUS Ha
PYCCKOM SI3BIKE;

CaMOCTOSITETIbHO OCBaMBAaTh 3HAHUS,
HEOO0X0IUMBIe 111 pabOTHI ¢ JOKYMEHTOO0O0POTOM
B KOHKPETHBIX c(pepax AesITeIbHOCTH
OpraHu3alNu;

VK-4.4. Bageer HaBbIKaMu
MpUMEHEHUs] HHPOPMAIMOHHO-
KOMMYHHKAIIHOHHBIX
TEXHOJIOTHH JJIs1 OCYIIECTBICHHUS
JIEIIOBO KOMMYHHKAIIAW Ha
PYCCKOM Ml HHOCTPaHHOM(BIX)
si3bIKe(aX) B THCHMECHHOMN U
ycTHOU popme

Brnaneet HaBbIKaMu COCTaBIICHUS U OGOPMIICHHS
OpraHU3aIlMOHHO-YIPABICHUYECKUX JJOKYMEHTOB B
chepe podheccnoHANBHON AEATEIBHOCTH;
HaBBIKAMH NMPUMEHEHUST HH)OPMAIIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHUH JUIS
OCYIIIECTBIICHHUS JICJIOBOW KOMMYHHUKAITUH;
HaBBIKaMH 0(hOPMITCHUS PabOT, BHITOTHAEMBIX
CTYJZICHTaMH B TIpoliecce 00YYeHUs, C YIeTOM
TpeOOBaHM 00pa30BaTEIHLHOTO CTAHIapTa By3a
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OomenpodeccuoHaNbHbIe KOMIIETEHIIHMT
IIpo¢eccuonaibHble KOMIETEHIUH
[TKC-5. Criocoben ITKC-5.1. 3HaeT: OCHOBBI 3HaeT: OCHOBBI HHPOPMAIIMOHHBIX
WCIIOJIH30BATh ISt UH(POPMAITMOHHBIX TEXHOJIOTHI B 9KOHOMHKE,
perieHus TEXHOJIOTHI B 9KOHOMHKE JIOKYMEHTallMOHHOT'O 00ecreYeHUs
AQHAJTUTUYECKUX U YIpaBJICHUS U JIEKTPOHHOTO
HCCIJIEIOBATENbCKUX JIOKYMEHTO00O0pOTa;
3a/ia4 COBPEMEHHBIC IIKC-5.2. Ymeer: HCIIOJIH30BaTh B CBOCH MPOQeCCHOHATBHON
TEXHUYCCKHUE CPEJICTBA U | YCIIOIB30BaTh U1 PELICHUS | ACATEIBHOCTH Ul PELICHUS aHATUTUYECKUX
MH(POPMALOHHBIE AQHAJIMTUYECKUX U Y UCCJIEI0BATENIbCKUX 3a1a4 IPUKIIAHbIC
TCXHOJIOTHU HCCIIEIOBATENILCKUX 3a0a4 [IPOrpaMMHBIE CPEJICTBA U COBPEMEHHBIE
COBPEMEHHBIE TEXHUYECKHE | TEXHUYECKHUE CPEICTBA;
cpeacTna
ITKC-5.3. Bnageer: Bnazgeer: MeToamMu U cpecTBaMu
HaBbIKAMU PUMEHEHUS MOJTy4eHUsl, 00pabOTKU M XpaHECHUS
UH(GOPMAIIMOHHBIX JIOKYMEHTOB;
TEXHOJIOTH B HABbIKaMU TPUMEHEHUsI THPHOPMAITMOHHBIX
3KOHOMHUYECKOH TEXHOJIOTHI, KOMIIBIOTEPHOW TEXHUKHU,
JIeATETbHOCTH MPOrpaMMHO-UH(DOPMAIIMOHHBIX CHCTEM,
KOMIIBIOTEPHBIX CETEN B AKOHOMHUYECKOMN
JIeATEIIbHOCTH ;

4. O0beM IMCUMIVIMHBI B 3249€THBIX eJHHULIAX C YKA3aHHEM KOJIHYeCTBA AKAa/IeMHYeCKHUX 4aCOB,
BbIICJICHHBIX HA KOHTAKTHYIO pa0doTy 00y4aromuxcsi ¢ nNpenoaasarejieM
H Ha CAMOCTOSITEJILHYIO padoTy 00y4aromuxcst

OO01mmast TpyA0€MKOCTh JUCIUTUTHHBI COCTABISET 4 3a4eTHRIX eUHUIL, 144 akaJeMHUeCKUX 9acoB.

Pacnipenenenue Tpya0eMKOCTH TUCIUILIAHEI 110 BUJAM YYEOHOU JEATEILHOCTH MPEICTABICHO B
tabmure 4.1.

Taoymmna 4.1 — Tpy10eMKOCTh AUCIUILUIMHBI 110 BUJaM YU4eOHOM JIeITeIbHOCTH

Beero |Cemectpsl
4acoB 6 cemecTp

Bunet yaeOHOM nesTeIbHOCTH

KonTakTHas aynuropHasi padoTa o0y4yaroumuxcs ¢ npenojaaBarejaemM, BCero 72 72
JIeKkIIMOHHbBIC 3aHATUS 36 36
[TpakTueckue 3aHATUS 36 36
CamocTosiTesibHAsi padoTa 00y4alOIIMXCS, B T.4. KOHTAKTHAsl 72 72
BHeayIMTOpHAasi padoTa 00y4alIIMXcs ¢ MpenoaaBaresieM, BCero
IToaroroBka K 3a4eTy ¢ OLEHKOH 36 36
[ToaroroBka Kk TECTHPOBAHUIO 20 20
Harmcanne oT4yeTa mo mpakTHYeCKOMY 3aHATHIO (CEMUHAPY) 16 16
O0mas TpyA0eMKOCTh (B 4Yacax) 144 144
Oo0mas TpyaoemMkocTh (B 3.€.) 4 4

5. CTpykTypa u cojep:kaHue TUCHUIIMHBI
5.1. Pa3znennl (TeMbl) JUCHUNJIMHBI U BUAbI Y4eOHOI 1eITeJIbHOCTH

CTpyKTypa IHCIUILUIMHBI TIO pa3jaeiaM (TeMaMm) ¥ BHjaaM Y4eOHOW JNesSTeIbHOCTH NPUBEIACHA B
tabymue 5.1.
Ta6muma 5.1 — Pazens! (TeMbl) TUCIUILIAHBI M BUABI YIC€OHOH ACATEIHPHOCTH
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Jlek. Cam. |Bcero yacos
[Tpak. dopmupyembie
Hazpanust paznenos (TeM) AUCUUIIIUHBI 3aH., pao., (0e3
3aH., 4 KOMITETCHIITHT
q q HK3aMeHa)
6 cemecTp
1 I[Ipenmer, coaepkaHue U 3a1a4u Kypca. 4 - 8 12 IIKC-5, YK-4
Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT B
npodecCUOHATLHOMN 1eATEIIEHOCTH.
2 IIpaBoBBIE U HOPMATHUBHBIE OCHOBBI 2 4 10 16 [IKC-5, YK-4
JIOKYMEHTHUPOBAHHUS yIPaBJIE€HYECKON
JIeSITEIIbBHOCTH
3 Ilonsitue nokymenta. CBOMCTBa TOKYMEHTA. |8 4 10 22 IIKC-5, YK-4
Knaccudukanust nokymenra. Ctpykrypa
nokymeHTa. TpeboBaHus K 0ohopMIICHUIO
JTOKYMEHTOB.
4 Cucrembl JOKyMeHTOB. COCTaBJICHHUE U 8 24 20 52 [IKC-5, YK-4
oopmIIeHHE YIIpaBIEHUYECKUX JOKYMEHTOB.
5 Opranu3zanusi paboTsl ¢ JOKYMEHTaMHU 4 - 8 12 [IKC-5, YK-4
6 dopMHpoBaHUE U TEKYIIIEE XPAaHEHUE 4 2 8 14 [IKC-5, YK-4
JIOKYMEHTOB. [1oroToBKa TOKYMEHTOB K
nepenaye B apXuB
7 DNEeKTPOHHBIN TOKyMEHTOO000pOT, 6 2 8 16 [IKC-5, YK-4
KJIFOUEBBIE MTOHATHUS, OCHOBHBIE KOHILICTIIIUN
Uroro 3a cemectp |36 36 72 144
Hroro|36 36 72 144

5.2. Conep:xanue pa3esioB (TeM) IMCHUNINHBI

Coneprkanue pa3iesioB (TeM) IMCHUTLIMHEI (B T.4. IO JICKIHUSIM) MPUBEICHO B Ta0iwHIe 5.2.
Ta6mmma 5.2 — CoaeprkaHue pa3eaoB (TeM) TUCHUTUINHBI (B T.U. IO JCKIIHSIM)

TpynoemMkocTb
HasBanus paznenoB | Comeprkanue pa3enoB (TeM) JUCITUTUTHHBI (B dopmMupyemsbie
(TeM) TUCUUTITAHBI T.4. 10 JICKIIHSIM) (ICKUHOHHEIC KOMIIETEHIINHU
3aHATHSA), 4
6 cemecTp
1 Tlpenmer, [TonsaTue, nenu u 3a1a4uu U3y4acMomn 4 IIKC-5, YK-4
CoJIepKaHue M 3a71aud | IMCUUIUINHBI. Pa3BuTHe U cTaHOBJICHHE
Kypca. nenonpousBojcTBa B Poccun. Opranusanus
J1enonpou3BOACTBO U | ACIIONPOU3BOACTBA HA TIPEIITPHUSITHSIX.
JIOKYMEHTOO0O0pOT B 3HaueHUE U MECTO IOKYMEHTOB B CUCTEME
npodeccuoOHaTBLHON yIpaBJICHUS
IEATEILHOCTH. Hroro 4
5
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2 IlpaBoBble 1
HOPMAaTUBHBIE OCHOBbI
JIOKYMEHTHPOBAHHUS
YIIPaBICHYECKOM
JeSITEIIbBHOCTH

I'ocynapcTBeHHOE perympoBaHue,
HOPMAaTHUBHO-IIPABOBAsI U METOANYECKAS
OCHOBA JJOKYMEHTAI[MOHHOT'O 00eCTeueHus
yrpasieHusi. CyniHoCTb, HalpaBiIeHUs U
BH/JIbI TOCYTAPCTBEHHOT'O PETYIUPOBAHUS
JIOKYMEHTAITMOHHOTO 00eCTICUCHUS
yIpaBieHUs, Ha3HaYeHHEe, 0COOEHHOCTH 1
COOTHOIIIEHUE HOPMATUBHO-IIPABOBOT'O U
METOANYECKOTro peryiupoBanus. CocTaB u
CTPYKTypa HOPMATHUBHOM, IPAaBOBOU U
METOJINYECKON OCHOBBI JOKYMEHTAIUOHHOTO
obecrieueHust yrpaBieHus, HAIlMOHAIBHBIX 1
JIOKAJIbHBIX HOPMATHUBHO-METOANYECKUX
JIOKYMEHTOB. Y HU(DHUKAIHS 1

IIKC-5, YK-4

CIIPABOYHBIX JOKYMEHTOB. JIOKyMEHTaIbHbIN
¢boHI U TepedyeHb JOKYMEHTOB,
00pa3yronuxcs B Ipolecce IesTeIbHOCTH
npennpustus. Coctas, pacnoyioKeHne U
npaBuiia 0pOPMIICHUS PEKBU3UTOB
OTJIEIbHBIX BUJIOB OPTaHU3AIIMOHHO-
MIPABOBBIX, PACTIOPSIAUTEIBHBIX U
nH(GOPMaLIMOHHO-CIPABOYHBIX TOKYMEHTOB.
Ocob6erHocTH 0(hOPMIICHHS OTIETBHBIX
BUJIOB JIOKyMEHTOB, 00pa3yIoIIUXCs B
MPOLIECCE NEATEIbHOCTH MPEIIPUITHS.

CTaHJapTU3aLUsl.
Hroro
3 Ilonsitue nokymenra. | TpeGoBaHus Kk 6J1aHKaM JOKYMEHTOB. IIKC-5, YK-4
CgoiictBa nokymenra. |Ilopsinok pazpabotku 6iankoB. O6mue
Knaccudukarnus TpeOOBaHUS K TOKyMEHTaM, U3 OTOBIISIEMbIM
nokyMeHTa. CTpyKTypa |C MOMOIIBIO TEXHUYECKHUX CPEICTB.
JIOKYMEHTA. OcobenHocty opopMIIeHUs OTIAETBHBIX
TpeboBanus k PEKBU3UTOB.
o(opmIIeHHIO OCHOBHBIE HOPMBI U ITpaBUiIa 0(OPMIICHUS
JIOKYMEHTOB. paboT, BHIMOJHAEMBIX CTYJICHTAaMH B
npoiiecce 00y4eHus1, C yueToM TpeOOBaHUI
00pa30BaTeNILHOTO CTaHJapTa By3a
Hroro
4 CucteMbl [TpaBuna opopMieHUsT TOKyMEHTOB, COCTaB [IKC-5, YK-4
JIOKyMEHTOB. Ha3HA4Ye€HHE PEKBU3HUTOB. POb 1 BB
CocraBneHue u YIIPaBICHUYECKUX JOKYMEHTOB. CocTaB 1
odopmiieHne Ha3HA4YCHHE OTAEIIbHBIX BUIOB
YIPaBICHYECKUX OpraHU3alMOHHO-IIPABOBBIX,
JIOKyMEHTOB. pacrnopsAMTEIbHBIX U HH()OPMALIMOHHO-

Hroro

CornacoeaHa Ha noptane N2 59759




5 Opranuzanus padotsl | [loHATHE «TOKYMEHTOOOOPOT» U €T0 4 [IKC-5, YK-4
C IOKyMEHTaMH1 pazButue. OCHOBHBIC MPaBUIJIa OPTaHU3AIUN
JIOKYMEHTO0000poTa B opranuzanuu . Cxema
JIBUKCHHSI M TEXHOJIOTHS 00pabOTKH
JTOKyMeHTOB. [loHsTHE TOKYMEHTOIOTOKA,
€ro CTPYKTypa, OKa3aTelid OLECHKH
JIOKYMEHTONOTOKA. JKU3HEHHBIN LIMKIT
nokymeHTa. KonTposis
WCIIOJIHEHUS JIOKYMEHTOB.
Hroro 4
6 ®opmupoBaHue U Homenknarypa nen. Ilopsanok cocraBnenus u 4 IIKC-5, YK-4
TEKyIllee XpaHEHHE YTBEPKICHHSI HOMEHKIATYpPhI JIE1.
JIOKYMEHTOB. VYcraHoBieHUE CPOKOB XpaHEHUS JE.
[ToaroroBka ®dopmupoBanue 1 0hopMICHUE JIEI.
JIOKYMEHTOB K Opranu3zanys onepaTUBHOIO XpaHEHUS JIEIl.
nepeaaye B apxXuB DKCIepTu3a LeHHOCTU JOKYMEHTOB.
Odopmnenue nen. [lopsnok nepenaun
JIOKYMEHTOB Ha XpaHEHUE B APXUB.
Hroro 4
7 DNEKTPOHHBIN OCHOBHBIE 33/1a4l OpraHu3aluu 6 IIKC-5, YK-4
JIOKyMEHTOO0O0POT, AJIEKTPOHHOTO JIOKYMEHT0000poTa. CHUCTEMBI
KJIFOYEBbBIC MTOHSTHS, 3JIEKTPOHHOTO JIoKyMeHToobopoTa CO/I.
OCHOBHbBIE€ KOHIEIIIMK | DTambl pa3BUTHsA, KiIacchl, Ha3HaueHue CO/I.
OCHOBHBIE CBOMCTBA CUCTEM JIEKTPOHHOTO
nokymMeHToo0opota. OcHoBHbIe THIBI CO /1.
Oco6ennoctu opranmzanuu COJ1. CucteMbl
3IEKTPOHHOTO JOKYMEHTO000poTa,
npeacTaBiieHHbIe B Poccun
Hroro 6
Hroro 3a cemectp 36
Hroro 36
5.3. [IpakTuyeckue 3aHATHS (CEMUHAPbI)
HanMmeHnoBaHue MpakTUYECKUX 3aHATUN (CEeMHHAPOB) MPUBEACHO B Tabmuie 5.3.
Ta6ymma 5.3 — HauMeHOBaHME NMPAKTHYECKUX 3aHATHH (CEMHUHAPOB)
Hassanus pasnenos HanmeHnoBaHue mpakTUYECKUX 3aHATHI TpynoemkocTs, | Dopmupyembie
(TeM) TUCIUTUTAHBI (cemuHapoB) q KOMITETCHITH
6 cemecTp
2 IlpaBoBsble 1 TpeboBanus K O1aHKaM JTOKYMEHTOB. 4 [IKC-5, VK-4
HOpMAaTHBHBIE OCHOBHI |[l0r0TOBKA K COCTaBICHUIO JOKYMEHTOB.
JOKyMeHTUpoBaHUsl  |CXeMbl pacroyioKeHUs JOKYMEHTOB.
yIpaBIeHUYECKOM Cocrasnenue GopMyIsIpOB TOKYMEHTOB.
NEITEIbHOCTU OO6mwmit 6nank. biiaHk KOHKPETHOTO BUJIA
JIOKyMeHTa. biiaHk nucbma.
Htoro 4
7
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3 [lonustue OO6mue TpedoBanms K 0HOPMIICHUIO TEKCTA 4 [IKC-5, YK-4
nokymeHTta. CBOMCTBa |oT4era cTyneHYeckux padbot. OdopmieHue
JOKYMEHTA. TUTYJIBHOTO JINCTA, PUCYHKOB, TaOJIHII,
Knaccudukarus CIHCKA UCTIOIb3YEMBIX HCTOUHUKOB.
JOKYMEHTA.
CrpykTrypa
JOKYMEHTA.
Tpe}(;OBaHm K Hroro 4
0hopMIICHUIO
JIOKYMEHTOB.
4 CucteMbl [IpaBuna cocraBienus 1 opopmMIeHUS 12 IIKC-5, YK-4
JIOKYMEHTOB. OpraHU3alMIOHHO-PACHIOPSAUTENIBHBIX
CocraBnenue u JIOKYMEHTOB (yCTaB, MIOJI0KEHUE, IITATHOE
odopmieHue pacnucaHue, MHCTPYKLUs, IpHKa3,
yIpaBIEHYECKUX pacnopsbkeHue, pelieHue, MpoToKoI,
JIOKYMEHTOB. IIOCTaHOBJIEHHE)
[IpaBuna cocraBiaeHus: 1 0OpMIICHUS 8 [IKC-5, VK-4
UH(POPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB
(tenoBoe MUCHMO, TOKJIAAHAS U CIyX)eOHas
3aIlUCKH, aKT, CIIpaBKa, 1 Jp. )
[IpaBuna cocraBieHus U 0hOpMIICHUS 4 [IKC-5, VK-4
JIOKYMEHTOB JINYHOTO XapakTepa (3asiBIeHue,
XapaKTepUCTHKa, aBTOONOrpadus, perome,
OT3BIB | JIP.
Hroro 24
6 ®opmupoBaHue U Homenknarypa nein. Buabl HOMEHKIATYpBI. 2 [IKC-5, VK-4
TEKyIllee XpaHeHHe ®opmupoBanue fenn. Opranuzanus XpaHeHus
JIOKYMEHTOB. JIOKYMEHTOB Ha npeanpustuu. [logroroska
[ToaroroBka JIOKYMEHTOB K CJlau€ B apXMB.
JIOKYMEHTOB K
nepeaaye B apXuB Hroro 2
7 DNeKTPOHHBIN [Toaxoae! K CO3AaHUIO CUCTEM JIEKTPOHHOIO 2 [IKC-5, VK-4
JIOKYMEHTO000pOT, TOKyMeHToOoOopoTa. TpeboBanus K
KJIIOYEBBIC MTOHATHUS, |CHCTEMaM. DTarbl BHIOOPA CUCTEMBI
OCHOBHBIE KOHIETIINY |aBTOMATHU3AIlUH. JTalbl BHEIIPEHUSI CHCTEMBI
aBToMaTH3au. CUCTEMbI aBTOMaTH3AIIH
JOKYMEHTONOTOKa. CHCTEMBI SJIEKTPOHHOTO
JTIOKyMEHT0000poTa. OCHOBHBIE TEXHOJIOTHUH
paboTsl ¢
nokyMeHTaMu. OCHOBHBIE CBOMCTBA CHCTEMBI
Hroro 2
Hroro 3a cemectp 36
Utoro 36

5.4. JlabopaTopHbIe 3aHATHUSA

He npegycmoTpeHo yaeOHBIM MIJIaHOM

5.5. KypcoBoii npoekT / KypcoBasi paéora

He npenycMoTpeHo y4eOHbBIM MIIaHOM

5.6. CamocTosiTesqIbHas1 paboTa
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Bunbr camoctosaTenbHOM paboThl, TPYJOEMKOCTh U (POpMHUpYEMble KOMIIETEHIIMH MPECTaBICHbBI B

Tadymie 5.6.
Tabmuia 5.6 — Bunbl caMocTosATeIbHOM pabOThI, TPYJ0EMKOCTh U (hOPMHUPYEMbIE KOMITETEHIIUN
Bunsr
HaszBanus pasnenos . Tpynoemkocts, | Popmupyemblie
N — CaMOCTOSITEIILHOM q KOMITCTCHITHI DopMBI KOHTPOJIS
paboThI
6 cemecTp
1 Tlpenmer, [ToaroroBka K 3auety ¢ 4 IIKC-5, YK-4 3a4éT ¢ OLeHKOH
COJIepKaHUe U 3a7a4d | OIICHKOM
Kypca. IloaroroBka x 2 IIKC-5, YK-4 TectupoBanue
Je0npou3BOACTBO U | TecTHPOBAHUIO
HOKYMGHTOOGOPOTVB Hanucanue oTtuera no 2 [1IKC-5, YK-4 Ortuer no
npodeccnoHabHOH HPAKTHIECKOMY IPAaKTHYECKOMY
ACATCIILHOCTH. 3aHATHIO (CEMHHAPY) 3aHATHIO
(cemunHapy)
Hrtoro 8
2 IIpaBoBble 1 [ToaroroBka k 3auery 4 [TIKC-5, YK-4 | 3auér c onieHkoit
HOPMATUBHBIC OCHOBHI | OTICHKOM
AOKYMCHTUPOBAHHA [ToaroroBka k 4 IIKC-5, YK-4 TectupoBanue
YIpaBJICHYECKOM TECTUPOBAHUIO
ACATCNBHOCTH Hanucanue otdera 1o 2 [1IKC-5, VK-4 Ortuer 1o
MIPAKTUIECKOMY MPAKTHIECKOMY
3aHATHUIO (CEMUHAPY) 3aHATHIO
(cemunapy)
Hroro 10
3 Ilonsitue nokymenTta. |IloarotToBka K 3a4eTy € 4 IIKC-5, YK-4 3a4éT C OLlEHKOH
CBolicTBa JOKYMEHTA. |OLICHKOU
Knaccugpukanus IloaroroBka k 4 IIKC-5, YK-4 TectupoBanue
noxymeHTa. CTpYKTYpa | recTHpOBaHHIO
AOKyMEHTA. Hanucanue otdera 1no 2 [1IKC-5, VK-4 Ortuer 1o
Tpebosanus K IIPAKTUYECKOMY IPAKTHYECKOMY
oopmITeHHIO 3QHATHUIO (CEMHHApY) 3QHATHUIO
JTOKYMEHTOB. (cemunapy)
Hroro 10
4 CucrteMsbl [ToaroroBka K 3auety ¢ 12 IIKC-5, YK-4 3a4éT ¢ OLEHKOH
JIOKYMEHTOB. OLICHKOM
CocraBnenue u IloaroroBka x 4 IIKC-5, YK-4 TectupoBanue
oopmitenue TECTUPOBAHUIO
YHOpPaBJICHICCKHX Hanucanue oTtuera o 4 [1IKC-5, YK-4 Ortuer no
AOKYyMCHTOB. HPAKTHIECKOMY IPaKTHYECKOMY
3aHATHUIO (CEMUHAPY) 3aHATHIO
(cemunHapy)
Hrtoro 20
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5 Opranuzanus padbotsl [[logroToBka k 3a4eTy ¢ 4 [IKC-5, YK-4 | 3auért c oneHkoi
C IOKyMEHTaMH OLIEHKOM
IToaroroBka x 2 IIKC-5, YK-4 TectupoBanue
TECTUPOBAHUIO
Hanucanue oryera no 2 IIKC-5, YK-4 OTuer no
MIPAKTUIECKOMY MPaKTUYECKOMY
3aHATHUIO (CEMUHAPY) 3aHATHIO
(cemunapy)
Uroro 8
6 dopmupoBaHue U [TonroroBka K 3a4eTy ¢ 4 [IKC-5, YK-4 | 3auér c onieHKOM
TEKyIIee XpaHEHUE OIIEHKOM
JAOKYMCHTOB. IloaroroBka k 2 IIKC-5, YK-4 TectupoBanue
[oaroroeka TECTUPOBAHUIO
AOKYMCHTOB K Hanucanue oTtuera no 2 [1IKC-5, YK-4 Ortyer o
TIepeAatc B apxns IPAKTUYECKOMY IPAKTHYECKOMY
3aHATHUIO (CEMUHAPY) 3aHATHIO
(cemuHapy)
Hroro 8
7 DNEeKTPOHHbBIN [ToaroroBka K 3auety ¢ 4 IIKC-5, YK-4 3a4éT ¢ OLeHKOH
JIOKYMEHTO000pOT, OLICHKOM
KIIIOYCBBIC TTIOHATH, IloaroroBka x 2 IIKC-5, YK-4 TectupoBanue
OCHOBHBIC KOHICIIINHU TECTUPOBAHUIO
Hanmcanwne oTdera 110 2 IIKC-5, YK-4 Otuet no
MIPaKTUYECKOMY MPAKTHYECKOMY
3aHATHUIO (CEMUHAPY) 3aHATHIO
(cemunapy)
Hrtoro 8
Hroro 3a cemectp 72
Hroro 72

5.7. CooTBeTcTBHE KOMIIETEHUMH, (POPMUPYEMBIX NPH U3YUYEHUU TUCUMUIIIMHBI,
U BU/0B YU4eOHO 1esITeJIbHOCTH

CooTBeTcTBUE KOMIIETEHIIUM, (POPMUPYEMBIX MPU U3YUYCHHH TUCHHUIUIUHBI, U BUIOB YyueOHOM
NEATEILHOCTH MPEICTAaBICHO B TabHIIEe 5.7.
Tabnuna 5.7 — CooTBETCTBUE KOMIETSHIIHH, ((OPMUPYEMBIX TIPU U3YUYECHUU AUCLIUILINHBI, U BUOB

3aHITUN
Buapl yaeOHOM AesTENBPHOCTH
dopmupyembie
Jlek. Cam. DOopMBI KOHTPOJIS
KOMIICTCHIINH [Tpak. 3aH.
3aH. pao.
IIKC-5 + + + 3auér ¢ onenkou, TectupoBanue, OTUeT MO
MIPAKTUIECKOMY 3aHATHIO (CEMUHAPY)
VK-4 + + + 3auét ¢ oneHkoi, TectupoBanue, OTUET MO
MIPAKTUYECKOMY 3aHSTHIO (CEMUHApY)

6. PeiiTunroBasi cucreMa /1Jisl OLlEHKH yCIIeBAeMOCTH 00y4aromuxcst
6.1. banabHbie oneHKH 11t GOPM KOHTPOJISA

bannbHble onieHkH U1t POpPM KOHTPOJIS IPECTaBICHbI B Ta0muie 6.1.
Tab6muma 6.1 — bamnbHbIE OLIEHKH
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. . |MaxkcumanbHbIH 6amt
MakcuManbHbIN MaxkcumManbHbIN
3a mepuoa mexnay | Bceero 3a
DopMBbI KOHTPOJIA 6amn Ha 1-yro KT ¢ 0asu1 3a nepuos
2KT u Ha xoHell CEMECTD
Hayana cemectpa | Mexay KT u 2KT
cemecTpa
6 cemecTp
3auéT C OLEHKON 0 0 0 0
TectupoBaHue 15 15 20 50
Ortuer no 15 15 20 50
MPAKTHYECKOMY 3aHITHIO
(cemuHapy)
Hroro makcumym 3a 30 30 40 100
EpPUOL
Hapacratomum urorom 30 60 100 100

6.2. Ilepecuer 0a/1710B B OLICHKH 32 TEKYIIH KOHTPOJIb

[TepecueT 6anoB B OLIEHKH 3a TEKYIIUH KOHTPOJIb MIPEACTABICH B TabmuIie 6.2.
Tabmuia 6.2 — Ilepecuet 6aIOB B OIEHKH 32 TEKYIIHI KOHTPOIh

bamnibl Ha naTy TEKyero KOHTpoIs Onenka

> 90% oT MakcuMalIbHOI cyMMbI OaiioB Ha gaty TK 5

Ot 70% 1o 89% ot MakcuManbHOI cymMbl OamioB Ha naty TK

Ot 60% 10 69% OoT MakcuManbHOI cymMMbl OamioB Ha naty TK

N |W | B~

< 60% oT MakcuMalIbHOI cyMMbI OaiioB Ha gaty TK

6.3. Ilepecuet cymMMbI 02/1710B B TPAAUIIHOHHYI0 M MEKIYHAPOAHYIO OLIEHKY

[TepecuyeT cyMMBbl 6asioB B TPAJUIIMOHHYIO U MEXAYHApPOJHYIO OIIEHKY MPEJCTaBIEH B TaOIHUIEe

6.3.
Tabmuma 6.3 — Ilepecuer cymMMbl 6AJIIOB B TPAIUIIMOHHYIO U MEXKTYHAPOIHYIO OLIEHKY
Hroroas cymma 6asios,
Onenka YUYUTBIBAET YCIIECIIHO CIAHHBIN Onenka (ECTS)
IK3aMeH
5 (oTIM4YHO) (3a4TEHO) 90— 100 A (OTJIIHYHO)
4 (xopor1o) (3a4TeHO) 85 -89 B (ouens xoporo)
75 -84 C (xoporo)
70 — 74 D (ynoBneTBOpUTENHHO)
3 (yAOBIETBOPUTENBHO) (3aYTEHO) 65— 69
60 — 64 E (mocpencTBenHo)
2 (HeyIOBJIETBOPUTEIHHO) (HE 3aUTEHO) Hwxe 60 6amios F (meynoBnerBoputreabHO)

7. YueOHO-MeTOANYecKOe 1 MH(OPMAIITHOHHOE o0ecneyeHHue TUCIUTIITHHbI
7.1. OcHOBHas JqUTEpaTypa

1. Hoponuna, JI. A. Opranu3zamnusi 1 TEXHOJIOTHUS JOKYMEHTAI[HOHHOTO 00eCTieueH sl YIIPaBICHHUS
y4eOHMK ¥ MpakTuKyM ais By3oB / JI. A. Jloponuna, B. C. UputukoBa. — Mocksa : U3gaTenbcTBO
IOpaiit, 2022. — 233 ¢. — (Bwicmee obpazoBanue). — ISBN 978-5-534-04568-0. — Tekcr :
anekTpoHHbIN // O0pa3oBatenbHas miardopma FOpaiit [caiit]. — URL: [DnekTpoHHBIH pecype]: —
Pexum gocTyma:
https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-48955

Stpage/l.
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https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-489555#page/1
https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-489555#page/1

2. Hanmonanwubiii ctanaapt PO I'OCT P 7.0.97-2016 "Cucrtema cranaapToB 1o uHdpopmaiuu,
OubIMoTeYHOMY W H3AaTelbCckoMy aAeny. OpraHu3zalMOHHO-pacHopsAUTEIbHAs JOKYMEHTAIIMS.
TpeboBanust k oopmiIeHUIO TOKYMEHTOB" (YTB. Ipuka3zom denepasbHOTO areHTCTBA M0 TEXHUYECKOMY
peryiaupoBaHuio U MeTpoJjioruu ot § mpexadpst 2016 r. N 2004-ct) [DaekTpoHHBIN pecypc]: — Pexum
JocTyma: [ DIeKTpoHHBIN pecypc]: — Pesxkum moctyna: https://docs.cntd.ru/document/1200142871.

3. I'po3oga, O. C. [lenonpousBocTBo : yueobHoe nmocodbue mist By3oB / O. C. 'pozoBa. — Mockaa :
N3narensctBo IOpaiit, 2022. — 124 c. — (Bricmee oOpa3oBanue). — ISBN 978-5-534-06787-3. —
Tekcr : anexTponnsiii / O6pazoBarenbHas miatgopma FOpaiit [caiiT]. — URL: [DnekTponHsIil pecypcl:
— Pesxxum mocrtyna: https://urait.ru/bcode/492786 .

7.2. JlonoTHUTEIbHAS JJUTEpaTypa

1. O6pasoBarenpubiii crangapt By3a OC TYCVYP 02-2021. PaGoTsl cTyaeHYeCKue IO
HaIpaBJICHUSAM IMOJATOTOBKH U CIEIHATBHOCTAM TryMaHuTapHoro npodumis. O6mue TpeGoBaHus U
npaBuia odopmiaenus ot 25.11.2021 [DnexktpoHHBIH pecypc]: — Pexum nocrymna:
https://regulations.tusur.ru/storage/150497/%D0%IE%D0%A1_%D0%A2%D0%A3%D0%A1%D0%A3
%D0%A0_02-2021 (%D1%81%D0%BE%D0%B3%D0%BB%D0%B0%D1%81%D0%BE%D0%B2%
D0%B0%D0%BD%D0%BE).pdf?1642386791.

2. TOCT P 7.0.8-2013. Cucrema cTanIapToB M0 HHGOpPMALUU, OUOINOTEYHOMY U U3JIATEIECKOMY
neny. JlenonpousBoacTBO U apXuUBHOE Aen0. TepMuHbI U onpeneneHus [DIeKTpOHHBIN pecypc]: —
Pexum pocrtyna: [DNEeKTPOHHBIU pecypc]: — Pexum pocryna:
https://docs.cntd.ru/document/1200108447.

3. HenomnpousBoacTBo: YueOHoe nmocodue / JI. M. KazakeBuu - 2018. 132 c. [DnexkTpoHHBII
pecypc]: — Pexxum poctyma: https://edu.tusur.ru/publications/7542.

7.3. YueOHO-MeTOANYEeCKHE MOCOOUs
7.3.1. O6s13aTe/IbHbIE YUeOHO-METOAUYECKHE MOCOOHSI

1. llysanosa, H. H. OcHoBBI Aenonpous3BoacTBa. S3bIK CIYyKEOHOTO TOKYMEHTA : YYEOHUK U
npakTukyM ais By3oB / H. H. lllyBanosa, A. FO. MBanosa ; mox obuieit pegakiueit H. H. lllyBanoBoii. —
3-e u3g., mepepab. u gon. — MockBa : U3natenbctBo FOpaiit, 2022. — 384 c. — (Bricmiee
obOpazoBanue). — ISBN 978-5-534-15217-3. — Texker : anekTpoHHbI# // Obpa3oBaTenbHas miatgopma
FOpaiit [caiiT]. — URL: [DnexTponnslii pecypc]: — Pexum noctyna: https://urait.ru/bcode/487943 .

7.3.2. YueOHO-MeTOAUYECKHE TOCOOUS IJIS JIUIY
€ OrpaHUYeHHBIMHU BO3MOKHOCTSMH 3/I0POBbSI M HHBAJIH/I0B

Y4eOHO-MeToANUECKHE MaTepUabl Il CAMOCTOSATEIbHON U ayJUTOPHOI paboThl 00yUarOLUIUXCs
W3 YUCJIA JIUI] C OTPaHUYCHHBIMH BO3MOXHOCTSIMH 37J0POBbSI M HHBAJIUIOB MPEJIOCTABIAIOTCS B opMax,
aIalITUPOBAHHBIX K OTPAaHUYEHUSIM UX 3I0POBBS U BOCTIPUATHS HHPOPMALINH.

J1s Iuu ¢ HapylIeHUsIMU 3PeHu:

— B hopMe JIEKTPOHHOTO JIOKYMEHTA,

— B I1€YaTHOW (hOpMe YBEIUICHHBIM MIPUPTOM.

J1s Iuu ¢ HapyLIeHUsIMU cIyXa:

— B hopMe JIEKTPOHHOTO JIOKYMEHTA,

— B miedatHou popme.

J1s Iuu ¢ HApyLIeHUsIMU OTIOPHO-BUTaTeIbHOI0 anmapara:

— B hopMe JIEKTPOHHOTO JIOKYMEHTA,

— B miedaTHou popme.

7.4. CoBpeMeHHbIe TPodeccHOHATIbHBIE 0a3bI JAHHBIX
U UH(OpPMAIIMOHHBbIE CTIPABOYHbIE CHCTEMbI

1. [Tpu M3y4eHUH AUCIHUILUIMHBI PEKOMEHIyeTCs o0pamarhCcsi K COBPEeMEHHBIM 0a3aM JIaHHBIX,
MHPOPMAIITMOHHO-CIIPABOYHBIM M MOUCKOBBIM cucTeMaM, K KOTopeiM Y TYCVYPa oTkphIT mocTym:
https://lib.tusur.ru/ru/resursy/bazy-dannvh.

8. MaTepnaibHO-TeXHHYECKOE U POrPaMMHOe o0ecneyeHne JUCIUIITHHbI

8.1. MaTepuajibHO-TeXHHUYECKOE U TPOrpaMMHoOe odecriedeHne J1Jisl JeKIHOHHBIX 3aHATHI
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https://docs.cntd.ru/document/1200142871
https://urait.ru/bcode/492786
https://regulations.tusur.ru/storage/150497/%D0%9E%D0%A1_%D0%A2%D0%A3%D0%A1%D0%A3%D0%A0_02-2021_(%D1%81%D0%BE%D0%B3%D0%BB%D0%B0%D1%81%D0%BE%D0%B2%D0%B0%D0%BD%D0%BE).pdf?1642386791
https://regulations.tusur.ru/storage/150497/%D0%9E%D0%A1_%D0%A2%D0%A3%D0%A1%D0%A3%D0%A0_02-2021_(%D1%81%D0%BE%D0%B3%D0%BB%D0%B0%D1%81%D0%BE%D0%B2%D0%B0%D0%BD%D0%BE).pdf?1642386791
https://regulations.tusur.ru/storage/150497/%D0%9E%D0%A1_%D0%A2%D0%A3%D0%A1%D0%A3%D0%A0_02-2021_(%D1%81%D0%BE%D0%B3%D0%BB%D0%B0%D1%81%D0%BE%D0%B2%D0%B0%D0%BD%D0%BE).pdf?1642386791
https://docs.cntd.ru/document/1200108447
https://edu.tusur.ru/publications/7542
https://urait.ru/bcode/487943
https://lib.tusur.ru/ru/resursy/bazy-dannyh

Jlnst mpoBeieHUs 3aHATUN JIEKIIMOHHOTO THUIA, TPYIIOBBIX U UHAUBUIYaTbHBIX KOHCYJbTAIIHIA,
TEKYLIEro KOHTPOJISL U MPOMEXKYTOUHON aTTECTAllMU UCIIONb3yeTCsl yueOHask ayAUTOPHS C TOCTAaTOYHBIM
KOJIMYECTBOM ITOCAJ0OYHBIX MECT JJII Y4EOHOM rpymibl, 000pyA0BaHHAs JOCKOM M CTaHAAPTHOU y4eOHOU
MeOenpto. IMeroTest MybTUMeIniTHOe 000pyI0BaHNE U YUEOHO-HATIISAHBIE TTOCOOUS, 00eCTICUNBAIOIIINE
TEMaTUYECKHE WIUTIOCTPALMH T10 JIEKIIMOHHBIM pa3ziesiaM AUCLUILITHHBIL.

8.2. MaTepuaibHO-TeXHNYECKOE U MPOrPaMMHOe o0ecreueHue 1Jisl NPAKTHYECKUX 3aHATHI

JlaGopatopusi TpynmoBOro mpoekTHOro oOyueHus "Jlabopatopus cOUHATBHO-DKOHOMHUYECKUX
npobnem": yueOHast ayAUTOPUS AJIsl IPOBEACHUS 3aHATUI MPAKTUUYECKOTO THIA, yueOHas ayIUTOPHS s
MpoBeIeHus 3aHsITHil TabopaTtopHoro tuma; 634045, Tomckas obmacts, r. ToMck, yi. KpacHoapmeiickas,
a. 146, 503 ayn.

Omnwucanue UMeEroNIerocss 000py0BaHUS:

- Tenesuzop LED TCL 49";

- MarautHo-mMapKkepHas 10cKa (HaCTEHHas);

- MarnutHo-mapkepHas 10cKa (Ha HOXKKax);

- Kommuiekt ciennanu3upoBanHoi yueOHoM Meben;

- PaGouee mecTo mpemnogaBaTels.

IIporpammHoe obecnieueHue:

- 1C:Ilpeanpustue &;

- 7-Zip;

- Google Chrome;

- Microsoft Project 2013;

- Microsoft Windows 7 Pro;

- Koncynprant Ilmtoc;

8.3. MaTepI/IaJ'II)HO-TeXHI/I'-IeCKOC U IIporpaMmmMHoe odecneyeHue IJ1s1 CAMOCTOATEILHOM paﬁoTI)I

Jnst camocToATENbHONU paboOThl UCTIOIB3YIOTCS yUeOHbIE ayIUTOpUH (KOMIBIOTEPHBIC KJIACCHI),
PacmosoKeHHBIE M0 apecam:

- 634050, Tomckast o6macts, r. Tomck, Jlennna npocnexr, 1. 40, 233 ayn.;

- 634045, Tomckas o6macts, . ToMck, yi. KpacHoapmeiickas, 1. 146, 201 ayn.;

- 634034, Tomckas o6nacts, r. Tomck, Bepmmnauna ynuna, a. 47, 126 ayn.;

- 634034, Tomckas o6nacts, r. Tomck, Bepmuauna ynuna, a. 74, 207 aya.

Onucanue uMeroerocs 000pya0BaHus:

- yueOHast MeOeb;

- KOMITBIOTEPHI;

- KOMIIBIOTEPHI MOJKIIOUEHBI K ceTu «MHTepHEeT» U 00ecrneynuBaloT JOCTYI B 3JIEKTPOHHYIO
nH(popmanmoHHo-00pazoBaTenbHy0 cpeny TYCYPa.

[lepeuenb mporpaMMHOT0 0OecreueHusI:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 qns Windows;

- 7-Zip;

- Google Chrome.

8.4. MaTepuaJIbHO-TeXHHYECKOE o0ecrevyeHne TUCIMTILTAHBI IS JTUI] C OTPAHUYEeHHBIMH
BO3MOKHOCTSIMH 3710POBbsI 1 HHBAJIN/IOB

OcBO€HME AUCUUILIMHBI JIMIIAMU ¢ OIPAHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbsI U MHBAJIUJAMHU
OCYILIECTBIISICTCS C UCTIOJIb30BAaHUEM CPEJICTB 00YUEHUS OOILEro U CHeHUaIbHOI0 Ha3HAYCHHUS.

[Ipu 3aHATHSAX ¢ 00YYAIOIIMMUCS C HAPYWIEHHSAMH CJYyXa MPEeIyCMOTPEHO HCIIOJIb30BAHUE
3BYKOYCHJIMBAIOLIEH amnmapaTypbl, MyJbTUMEIUNHBIX CPEICTB M JPYTHX TEXHHUUYECKHUX CPEJICTB
npuema/nepenaun yueoHoi HH(GOpMaluu B TOCTYIHBIX (opMax, MOOUIBHOM CUCTEMBI IPENOAaBaHuUs
U1 00y4aroUUXCcs C MHBAJIUAHOCTHIO, MOPTAaTUBHON MHAYKIIMOHHOW CHCTEMbI. YueOHast ayaAuTopHs, B
KOTOPO# 3aHUMAIOTCA 00ydJaromuecs ¢ HapylUIeHHEeM cllyXa, 000pyJA0BaHa KOMIIBIOTEPHON TEXHUKOMH,
ayIMOTEXHUKOHU, BUJCOTEXHUKOU, dJICKTPOHHOU JOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Ipu 3aHATHAX ¢ O0YYAIOMIMMHUCS C HAPYIIEHUSIMH 3PeHHs MPETyCMOTPEHO MCIOJIb30BaAHHE B
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JEKIUOHHBIX U y4eOHBIX ayAUTOPHUSAX BO3MOXKHOCTH MPOCMOTpA YAAJICHHBIX 00BEKTOB (Hampumep,
TEKCTa Ha JOCKE WJIM claiijia Ha dKpaHe) MpH MOMOILHM BUACOYBEIUUHUTENEH I KOMPOPTHOTO
MIPOCMOTpa.

[Ipu 3aHgATHAX ¢ O0Yy4YaIOIMMHCS C HAPYHIEHHWSIMH ONOPHO-ABUTaTeJbLHOIr0 ammapara
HCIIOJB3YIOTCS allbTepHATUBHBIE YCTPONCTBA BBOJA MH(GOpPMalMU U ApYyrue TEXHUYECKUE CpeAcTBa
npuema/nepeaayn yueOHoM nHGOpMaIMU B JOCTYHMHBIX opMax, MOOMIIBHON CUCTEMbI OOYyUYCHUS IS
JIOJIEN ¢ MHBAIMIHOCTEIO.

9. OueHOYHbIe MaTepPUAJIbl M METOAUYECKHE PEKOMEHIAMH 110 OPraHU3aAMH U3yUeHUs!
JUCIUTINHBI

9.1. Conep:xaHne OLICHOYHBIX MATEPHAJIOB JJIsl TEKYIIEro KOHTPOJIS
U MIPOMEKYTOYHOM aTTecCTAUH

JIyist olleHKHU cTeneHu COPMUPOBAHHOCTH M YPOBHS OCBOCHUS 3aKPCTUICHHBIX 32 AUCIUTIIINHON
KOMIIETCHIINI HCTIONB3YIOTCS OLICHOYHBIE MaTepUallbl, MpeAcTaBiIeHHbIC B Ta0muIe 9.1.
Tabmuia 9.1 — @opMbI KOHTPOJISL U OLICHOYHBIC MATSPHAIIBI

Hasparus pasnenos (Tem) PopmupyemEIe ®opmsbl koHTpoIs | OueHouynsie Marepuans (OM)
JUCUHUTLITUHBI KOMIIETEHIIUH
1 TIpenmer, conepxanue u [IKC-5, YK-4 3auét c ouenkoit  |Ilepedyenp BompocoB st
3a/1a4u Kypca. 3a4eTa ¢ OLIEHKON
Jlenonpon3BoCTBO U TectupoBanue [IpumepHbIil nepeyeHb
JOKyMEHTO000POT B TECTOBBIX 3aJaHUN
npodeccHOHaNbHOH Oruer 1o TeMbI IPAKTHYECKHMX 3aHATUH
JeSITEIbHOCTH. NPAKTHYECKOMY
3aHITHIO
(cemuHapy)
2 I[TpaBOBBIE U HOPMATUBHBIE [IKC-5, YK-4 3auét c onieHkol  |[lepedenn BOIPOCOB 1Jist
OCHOBBI JOKYMEHTHPOBAHUS 3a4eTa ¢ OLEHKON
YIPaBICHYCCKOM JCSTCIBHOCTH TectupoBanue IIpuMepHBIii IepeyeHb
TECTOBBIX 3aJaHUI
Otuer 1o TeMbl NPaKTUYECKUX 3aHATHN
IPAKTUYECKOMY
3aHITHIO
(cemuHapy)
3 IloHsiTHe TOKYMEHTA. IIKC-5, YK-4 3a4éT C OIEeHKOH Ilepeuenb BOIIPOCOB IJIst
CBolicTBa JOKYMEHTA. 3a4eTa C OLEHKOMI
Knaccudukanus noxymeHra. TectupoBanue [IpumepHsIil nEpEYEHD
CrpykTypa TOKyMEHTA. TECTOBBIX 3aJaHUN
Tpebosanus k opopmrenyro Oruer o TeMbl MPAKTHYECKUX 3aHATHH
AOKYMEHTOB. IPAKTHYECKOMY
3aHITHIO
(cemuHapy)
4 CucteMbl JOKYMEHTOB. [IKC-5, YK-4 3a4ét c onleHkoil  |[lepedenn BOpoCoOB 1Jist
CocraBnenue u opopmiieHue 3a4eTa ¢ OLIEHKON
YHUpPaBJICHYCCKUX NOKYMEHTOB. TectupoBanue [IpumepHsIil nEpEYEHD
TECTOBBIX 3aJaHUN
Oruer o TeMbl NpakKTUYECKUX 3aHATHN
MIPAKTHYECKOMY
3aHITHIO
(cemuHapy)
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5 Opranuzanus padboTsl ¢ [IKC-5, YK-4 3auét c ouenkoil  |Ilepedyenp BonpocoB s
JIOKYMEHTaMHU 3a4eTa ¢ OLEHKOM
TectupoBanue [IpuMepHBIii TIEpedeHb
TECTOBBIX 3aJaHUN
Otuer 1o TeMbl NpaKTUYECKUX 3aHATUN
IIPAKTUYECKOMY
3aHIATHIO
(cemunapy)
6 ®opMUpOBAHKE U TEKYIIIEE [IKC-5, YK-4 3auér c onenkort | [lepeuenn BOmpocoB Jist
XpaHEHHE TOKYMEHTOB. 3a4eTa ¢ OL[EHKOM
IloaroToBka JOKyMEHTOB K TectupoBanue [IpuMepHbIii IEpeUeHb
nepenalic B apxus TECTOBBIX 3aJaHUN
Oruer 1o TeMbl IPaKTUYECKUX 3aHATHN
IIPAKTUYECKOMY
3aHATHIO
(cemunapy)
7 DNeKTPOHHBIH [IKC-5, YK-4 3auét c ouenkoit  |Ilepedyenp BompocoB st
JIOKYMEHTOOOOPOT, KIIFOUEBbIE 3aueTa C OLEHKOM
MNOHATHSA, OCHOBHBIC KOHICTIIINM TectupoBanue [IpumepHbIil nepeyeHb
TECTOBBIX 3aJaHUI
Otuer 1o TeMBbl IPaKTUYECKUX 3aHATHN
IIPAKTUYECKOMY
3aHITHIO
(cemuHapy)

[Ixana oneHku cHPOPMUPOBAHHOCTU OTAEIBbHBIX MIAHHUPYEMBIX PE3yJIbTATOB OOyUYEHHS IO
JTUCHUIUIMHE TpuBeaeHa B Tabnuue 9.2.
Tabnuna 9.2 — llkana oneHku cHOPMHUPOBAHHOCTU IIAHUPYEMBIX PE3yJIbTATOB OOYyUYEHUS TIO

AUCLUILIIMHE
®dopmynupoBKa TpeOOBaHUM K CTETICHH C(HOPMHPOBAHHOCTH
OrneHka banaer 3a OM MJIAHUPYEMBIX Pe3yJbTaTOB 00ydeHUS
3HATh YMETh BJIQ/IETh
2 <60% ot OTCYTCTBHE 3HAHUU OTCYTCTBHE OTCYTCTBHE
(HEYIOBIIETBOPUTENBHO ) | MAKCUMATHHOMU | HITH ()parMeHTapHBIC YMEHHUH UITN HABBIKOB WJIN
CYMMBI 0aJIOB 3HAHUSA YaCTHYHO (dbparMeHTapHbIE
OCBOEHHOE MIPUMCHECHHE
yYMCHHE HABBIKOB
3 ot 60% 1o obmye, HO He B IIEJIOM YCHENTHO, B IIE€JIOM
(YZIOBIIETBOPUTEIHHO) 69% ot CTPYKTYPUPOBAHHbIE HO HE YCIICIIHOE, HO HE
MaKCUMaJIbHOM 3HAHUA CUCTEMAaTHYECKU | CUCTEMAaTHUECKOe
CyMMBbI 0aJIOB OCYIIECTBIISIEMOE IpUMEHEHHE
yMEHHE HaBBIKOB
4 (xopo11o) ot 70% 1o c(OpMHPOBAHHBIE, B LIEJIOM B LIEJIOM
89% or HO cOoZepXKallne YCIIEIIHOE, HO YCHEWHOE, HO
MaKCHUMaJbHOM OTIebHbBIE coJiepiKalie coJiepKallue
CYMMBbI 0ajuioB | mpoOIemMbl 3HAHUS OTJICIbHbBIE OT/IeTbHbIE
poOeIbl yMeHue POOEIBI
MpPUMEHEHHE
HABBIKOB
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5 (OTIMYHO) >90% ot c(hOopMUPOBaHHEIE | CHOPMUPOBAHHOE YCHENTHOE U

MaKCHMAaJIbHOM CHUCTCMATUYCCKUC YMCHUC CHUCTEMATHUYCCKOC
CYMMBI 0aiioB 3HaHHUA MMPUMCHCHUC
HaBBIKOB

[Ikana KOMIUIEKCHOHM OlleHKH ¢(hOPMHUPOBAHHOCTH KOMIIETEHIINI TIpuBeieHa B Tabmuie 9.3.
Tabmuia 9.3 — Illkana KOMIIJIEKCHOM OIIEHKH C(HOPMUPOBAHHOCTH KOMITETEHITHI

Onenka ®opmynupoBka TpeOOBaHUM K CTETIEHU KOMIIETECHIINH

(HEyAOBIETBOPUTENBHO) | UJIU

2 He nmeeT He0OXOAMMBIX MPEACTABICHUI O IPOBEPSEMOM MaTepHae

3HaTh Ha ypPOBHE OPMEHTHPOBAHMS, ITpeicTaBieHNi. OOyyaronuiics 3HaeT
OCHOBHBIC NPU3HAKU UM TEPMUHBI U3y4aeMOI0 3JIEMEHTA COACP KAHUS, UX
OTHECEHHOCTb K OIIPE/ICTICHHON HayKe, OTPACIH WK 00BEKTaM, y3HAeT B
TEKCTaxX, MU300paKEHUAX WIHM CXEMaX U 3HAET, K KAKUM HCTOYHUKAM HY>KHO
oOpamiarbes s 0oJiee eTaabHOrO ero YCBOCHHUS.

(YZIOBIIETBOPUTENBHO) |M3YUYEHHBIHN 3JIEMEHT CO/IEp KaHUSI PEIPOAYKTUBHO: IPOU3BOIBHO

3 3HaTh U YMETh HA PeNPOAYKTHUBHOM YpoBHE. O0yyaronuxcs 3HaeT

BOCIPOW3BOJIUT CBOU 3HAHHS YCTHO, MUCbMEHHO WM B JJIEMOHCTPUPYEMBIX
JEUCTBHUSX.

4 (xopotio) 3HaTh, yMETh, BJIa/IETh HA AHAJMTHYECKOM ypOBHE. 3Has Ha
PENpOAYKTUBHOM YPOBHE, YKa3bIBaTh HA OCOOEHHOCTH U B3aUMOCBSI3H
M3YYECHHBIX 00BEKTOB, Ha UX IOCTOMHCTBA, OTPAHUYECHUS, UCTOPHUIO U
MEPCTIEKTUBBI Pa3BUTHUS M OCOOCHHOCTH IS Pa3HbIX 00BEKTOB YCBOCHHUSI.

5 (oTIM4HO) 3HaTh, yMETb, BIIAJICTh HA CHCTeMHOM ypoBHe. OOyuaromuiicsi 3HaeT
W3YYEHHBIHN 2JIEMEHT COAEP KAHUSI CUCTEMHO, IPOM3BOJIBHO U 10Ka3aTEIbHO
BOCIIPOM3BOAMT CBOY 3HAHUS YCTHO, IMCBMEHHO WM B IEMOHCTPUPYEMBIX
JNENCTBUSAX, YUUTHIBAsI U YKA3bIBas CBSA3HM U 3aBUCUMOCTH MEKIY ITUM
AJIEMEHTOM U JPYTMMHU JIEMEHTAMU COJAEPKAaHUS AUCLHUIUIMHBI, €T0
3HaYUMOCTb B COJIEP>)KAHUU JUCLUILINHBL.

9.1.1. IlpuMepHBIii IepedeHb TeCTOBBIX 3a/IaHUI

. Kakas u3 npeiosxeHHbIX (pOpMYyITMPOBOK COOTBETCTBYET ONPEACICHHUIO JIETONPON3BOACTBA?

a) OoTpacib JeSATEIHHOCTH, O0eCTIeUnBalonas TOKyMEHTHPOBAHNE M OPTraHU3aIHI0 PaObOTHI ¢
oHIMaNbHBIMU JOKYMEHTAMH;

0) obecrieueHne CBOEBPEMEHHOTO M MTPABHIIBHOTO CO3/IaHUE JOKYMEHTOB;

B) 9TO MPOIIECC CO3MaHM U 0()OPMIICHHUS TOKYMEHTOB;

r) JAeSATeNbHOCTh, 00eCreYnBalomas J0KyMEHTUPOBaHUE, JOKYMEHTO0O0POT, ONepaTUBHOE
XpaHEHHE U UCIIOB30BaHUE JOKYMEHTOB.

. JIBUKeHue NOKYMEHTOB B OpPraHM3alMd C MOMEHTA WX CO3JaHHS WJIM MOJYydYeHUs 10
3aBEpILEHHS UCIIOJIB30BAHUS WIIN OTIPABKH — 3TO
a) JlokymeHT0000pOT;

0) JlokyMeHTHpOBaHUE;

B) JIOKyMEHTOIOTOK;

r) Jlenonpon3BoaCTBO.

. Kakoe xonuuecTBO peKBU3UTOB Ha JOKyMeHTax yctaHaBnubaeT ctanaapt 'OCT P 7.0.97-2016?
a) 31;

0) 29;

B) 30;

r) 28.

. Kakue 1okyMeHThI yUnTHIBAIOT B 00bEeME IOKYyMEHTO000pOTa OpraHu3aim?

a) BXOJAIIIME W UCXOAAIINE JOKYMEHTHI 3a ONPEICICHHBIN Nepro]l BpeMEHH;

0) BXoasmIMe, UCXOIAIINE U BHYTPEHHUE IOKYMEHTHI, @ TAK)Ke BCE KOIHMH 32 OTpEJICICHHBIN
NepuoJl BpEMEHH;
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B) BHYTPEHHHE JOKYMEHTHI 1 BCE KOIUU 3a ONpeIeTICHHbINA IEPUO/ BpEMEHHU;
') BCE IOKYMEHTHI, UCIIOJIb3yEMbIE B TEKYILIEH NESITEIbHOCTH OPTaHU3ALUU UM KOHKPETHOTO
JOJIKHOCTHOTO JIUIa OPraHu3alllu.

5. Ompenenure, U3 KaKUX MPOLIECCOB COCTOUT TUIOBAs CXeMa JIBHKEHUS BXOSIIEr0 JOKYMEHTA!
a) Ilomyuenue; PaccmoTrpenue pykoBoauteneMm; Mcnonnenue; Perucrpamus; B neno;
0) Ilomyuenue; Paccmorpenue pykoBoautenem; Mcnonnenne; Peructpanus; B geno;
B) Ilomydenue; Peructpanus; Paccmorpenue pykoBogutenem ; Mcnonnenue; B nerno;
r) Ilonyuenue; Paccmorpenue pykoBoauteneM; Perucrpanus; Ucnonnenue; B nemo.

6. Kakue TpeGoBaHUs TPEABSBISAIOTCS K HHPOPMAIHH?
a) Mudopmanus nokHa ObITH CBOEBPEMEHHOM U 10CTaTOYHOM, AJI MPUHITUS HAWITYYILETO
YIOPaBIEHYECKOTO PEIICHUS;
0) Huadopmanus nomkHA OBITh 3HAUYMMOW IS IPUHATHUS HAMIYYIIETO yIPaBICHYECKOTO
peleHus;
B) HMHdopmarus nomxkHa mepeaaBaTh CBEASHHS O JIMIAX, MpeaMeTax, pakTtax, COOBITHIX,
SBJICHUSX JUISl IPUHATHUS HAMITYULIETO YIPaBJIEHYECKOTO PEIICHHUS;
r) Uudopmanus nomkHa ObITh 3aUKCHPOBAHHAS HA MAaTEPUATHLHOM HOCHUTENE C PEKBU3UTAMU,
MO3BOJIAIOIINMU €€ UIEHTU(UIIUPOBATS.

7. KakuM HOPMAaTUBHBIM JTOKYMEHTOM B OpPraHH3alllH, ONpeAeseTcs] MOpsaoK paboThl C
JIOKyMEHTaMHu?
a) MHCTPYKLHEW MO JeIONPOU3BOJICTBY;
0) peraaMeHTOM PabOThI C TOKyMEHTAMU;
B) TpaBUJIaMH pabOThI C JOKyMEHTAMU;
I) CIPaBOYHUKOM PabOTHI C IOKYMEHTAMHU,

8. Ha kakoM IOKyMEHTE HE yKa3bIBA€TCSl Ha3BAHUE BUJIA IOKYMEHTa?
a) Ha OjaHKe MpHKa3a He YKa3bIBa€TCsA HAa3BaHME BUJA TIOKYMEHTA;
0) Ha OJIaHKe TPOTOKOJIA HE YKAa3bIBAETCSI Ha3BaHWE BHUJIA JJOKYMEHTA;
B) Ha OyaHKe O(PHUITMATBPHOTO MIChMa HE YKA3bIBACTCS Ha3BaHMUE BHUIA IOKYMEHTA;
r) Ha OJaHKe peleHUs He yKa3bIBaeTCsl Ha3BaHUE BUA TOKYMEHTA.

9. Yto Takoe 3JIEKTPOHHBIN JOKYMEHT?
a) DJIEKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HH(pOpMaLHs KOTOPOro NMpeaHa3HayeHa AJis
neperayu Ipyromy Juiy;
0) DIEeKTPOHHBIA JOKYMEHT — 3TO OPUIIMATBbHBINA TOKYMEHT, NMPEICTABICHHBIN B JJICKTPOHHOMN
dopme;
B) DJIEKTPOHHBII TOKYMEHT — 3TO JOKYMEHT, HH(OPMALHsI KOTOPOIO MpeICcTaBieHa B AIEKTPOH
HO opme;
r) DJIEKTPOHHBIN TOKYMEHT — 3TO O(HITMATIBHBIN IOKYMEHT, NMPEICTABICHHBIN B AJICKTPOHHON
dbopMe mociie ero MOAMNUCAHUS IOJKHOCTHBIM JIMIIOM B THOPSJIKE, YCTAaHOBJIEHHBIM
3aKOHOJIAaTeNbCTBOM PO.

10. Kakue BapraHThI pacloIOKEHHUS] PEKBU3UTOB HA JJOKYMEHTE YCTaHOBJIEHBI CTaH1apTOM?

a) JleBoe u LeHTpaIbHOE PACMOIOKEHNE PEKBU3UTOB;
0) YrioBoe u mpoI0JIbHOE PACIONIOKEHUE PEKBU3UTOB;
B) JleBoe 1 npo/10JIbHOE PacCHONIOKEHNE PEKBU3UTOB;
r) ®1aHroBoe U YriIOBOE PACHOIOKEHNE PEKBU3UTOB.

9.1.2. IlepedyeHb BONPOCOB /ISl 324€Ta C OLEHKOM

Crioco0Ob!I TOKYMEHTHPOBAaHUS HHPOPMALIUU

YHuuukanus v cCTaHAapTH3AIUS YIIPABICHYECKUX TOKYMEHTOB.

OcoGeHHOCTH OpraHu3aniy padoThl ¢ BHYTPEHHUMH TOKYMEHTaMHU

JlokyMeHT0000pOT B MH(DOPMAIIMOHHOM 00ECIICYCHUH YIIPABICHUS M €TO COCTaBHBIC YaCTH.
3HaYeHHe CUCTEM 3JIEKTPOHHOTO JIIONPOU3BOACTBA 1 TOKYMEHTO000pOTa

Nk W=

9.1.3. TeMbl NpaKTHYECKUX 3aAHATHI

1. TpeGoBanus k O61aHkaM TOKyMeHTOB. [loAroTOBKa K COCTaBICHUIO JOKYMEHTOB. CXeMBbl
pacmonoxenusi 1okymMmeHToB. CocraBnenue GopMynsapoB 1okymMeHTOB. OOmuii 61aHK. biank
KOHKPETHOI'O BUJa TIOKyMeHTa. biank nucema.

2. O6mue TpeboBaHHsA K O0QOPMIECHUIO TEKCTa OTUETa CTyJAeHYEeCKUX pabor. OdopmicHue
TUTYJBHOTO JIUCTA, PUCYHKOB, TAaOJIUI], CIIMCKA UCIOJIb3YEMbIX UCTOYHHKOB.
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3. IlpaBuna coctaBieHUs U OPOPMIICHUS OPTraHU3AIMOHHO-PACIOPAIUTEIbHBIX JOKYMEHTOB
(ycraB, MoJIOKEHHE, IITATHOE paclUcaHue, MHCTPYKIUS, MPUKA3, PACTIOPSIKEHHE, PElIeHHE,
MIPOTOKOJI, ITOCTAHOBJICHUE)

4. TlpaBuna cocraBieHus: U opopMiIeHUS UHOOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (J€JI0BOE
MUCHMO, JOKJIaJHAs U CIy>KeOHasl 3alKiCKH, aKT, CIIpaBKa, U Jp. )

5. llpaBuna cocrtaBieHus U odopmiieHHS NOKYMEHTOB JMYHOTO XapakTepa (3asiBlIeHHE,
XapaKTEepUCTUKA, aBToOMorpadus, pe3rome, OT3bIB | JIp.

6. Homenknarypa gen. Buael Homenkinatypsl. @opmupoBanue nen. OpraHuszanus XpaHEHUS
JIOKYMEHTOB Ha npeanpusituu. [loAroroBka T0KyMEHTOB K claue B apXUB.

7. Tloaxoapl K CO3IaHUIO CUCTEM 3JICKTPOHHOT'O TOKYMEHTO0OOpoTa. TpeboBaHUs K CUCTEMaM.
OTtanbl BRIOOpa CHUCTEMBl aBTOMATH3alUM. DTalbl BHEAPEHUS CHCTEMbl aBTOMAaTH3aLUU.
CucTteMbl aBTOMaTU3AIMU TOKYMEHTONOTOKAa. CHUCTEMBI 3JIEKTPOHHOI'O JOKYMEHTO000pOTa.
OCHOBHBIE TEXHOJIOTUU PabOTHI ¢ ToKyMeHTaMHu. OCHOBHBIE CBOMCTBA CHUCTEMBI

9.2. MeToan4yeckne peKOMeH AU

VY4eOHubIil MaTepuan uznaraercs B (Gopme, mpenanoaramplileii caMoCTOATEIbHOE MBIIIICHHE
CTYICHTOB, camooOpa3oBanue. [Ipu 3ToM camocTosTenbHast paboTa CTyA€HTOB UTPAET PEIIAIOIIYIO POJIb
B X0/I€ BCETro y4eOHOro mpoiecca.

Hauatp n3ydeHne MUCHMILUIMHBI HEOOXOIUMO CO 3HAKOMCTBA ¢ padoueil MporpaMMoid, CIIUCKOM
y4eOHO-METOMUECKOT0 U MporpaMMHoro obdecnedyenus. CamocrosTenbHas paboTa CTyAeHTa BKIIOYAET
paboTy ¢ yueOHBIMU MaTepHalaMH, BBINOJHEHHE KOHTPOJBHBIX MEPONPUITHH, MPETyCMOTPEHHBIX
y4eOHBIM IUTAHOM.

B nporecce n3ydeHus: IUCUUIUIMHBI IS JIyYIIETO OCBOCHUS MaTepuana He0OXOAMMO PETYIISIPHO
oOpamarbcsi K PeKOMEHAYEMOM JIuTeparype M MCTOUYHHKAM, YKa3aHHBIM B y4eOHBIX Marepuaiax;
MOJIb30BAThCS 4Yepe3 KaOWHET CTyJAeHTa Ha caiiTe YHuBepcuUTeTa o0pa3oBaTENbHBIMH pecypcamu
AJIEKTPOHHO-OMOIMOTEYHOM CHUCTEMBI, @ TaKXkKe OOIIEAOCTYITHBIMUA HHTEPHET-IOPTANIaMHU, COJCPKAILIUMHU
Hay4YHO-TIONYJISPHBIE U CIELUAJIU3UPOBAHHBIE MaTepHasbl, MOCBSIIEHHBIE PAa3JIUYHBIM aCIEKTaM
y4eOHOM JUCUUIUINHBL.

IIpu caMOCTOATEIBLHOM U3YYEHUU TEM CIEAYHTE PEKOMEHIALMSIM:

— YTEHHME WM NPOCMOTP MaTepHuajla OCYLECTBISANTE CO CKOPOCTHIO, NOCTATOYHOM s
WHAUBHUAYAIbHOTO NIOHUMAaHUS U OCBOEHMS MaTepuaja, BbIJIENss OCHOBHBIE UJEH; HA OCHOBAHUHU
N3YyUYEHHOT'0 COCTaBUThH Te3UChl. OCBOMB MaTepual, MONbITaThCSI COOTHECTH TEOPHUIO C IPUMEpPAMHU U3
MIPaKTUKU;

— €CJIM B TEKCTE BCTPEYAIOTCS HE3HAKOMBIE UJIM MAJIO3HAKOMBIE TEPMUHBI, CIEAYET BBISICHUTH UX
3HAUEHUE NI IOHMMaHUS JaJbHEHNIIEro MaTepyaa;

— OCMBIC/IMBAlTE IPOYUTAHHOE U N3YUEHHOE, OTBEYANTE Ha MPEJI0KEHHBIE BOIIPOCHI.

CryneHTsl MOTYT NOJy4aTh HHAMBUyalbHbIE KOHCYJIbTALMH, B T.4. C UCIIOJb30BAaHUEM CPEJICTB
TEIEKOMMYHHUKALUH.

[To gucuunianHe MOTYT MPOBOAMTHCS OMOJHHUTEIbHBIE 3aHATHUSA, B T.4. B (hopMe BeOMHAPOB.
Pacnucanue BeOMHAPOB U 3almUCHU BEOMHAPOB MYOJHMKYIOTCS B 3JEKTPOHHOM Kypce / 3JIeKTPOHHOM
YKypHaJIe 110 TUCLUIUINHE.

9.3. Tpeﬁona}mﬂ K OCHOYHBIM MaTepuajJdamM Jisl JUIl ¢ OrpaHHYCHHBIMHA BO3MOKHOCTAMMU
310pOBbHA U HHBAJIUA0OB

Jns nun ¢ OorpaHWYEHHBIMH BO3MOJXKHOCTSIMH 370pOBBS U MHBAJIUJIOB MPEIYCMOTPEHBI
JOTIOJTHUTEIBHBIE OIEHOYHBIE MaTepPHAJIbl, MEpEeUeHb KOTOPHIX yKa3aH B Tabiuie 9.2.

Tabnuna 9.2 — JlomoJHUTENbHBIE MaTEpHabl OINCHUBAHUSA Ui JIMI C OTPaHUYCHHBIMU
BO3MOJKHOCTSIMH 3JIOPOBBSI M1 MHBAJIUIOB

Buasl 1ooIHUTENBEHBIX OLIEHOYHBIX DOopMBbI KOHTPOJISI U OLIEHKH

Kareropuu oOy4aromuxcs

MaTepUaoB pe3yJIbTaTOB 00YUYEHUS
C HapylIeHHsIMU cllyXa TecTbl, TUCbMEHHBIE [Ipenmy1ieCTBEHHO MMUCbMEHHAs
CaMoCTOsITeNIbHbIE pabOThI, BOMPOCHI MpoBepKa
K 3a4€eTy, KOHTPOJIbHbIE paOOTHI
C HapyLIEeHUAMU 3pEHUS CobecenoBanue 1o BOIIPOCaM K [IpenmyniecTBEHHO yCTHas
3a4eTy, ONpOC 110 TEPMUHAM poBepKa (MHIUBUYATBHO)
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C HapylLIeHUSIMH OIIOPHO-
JIBUTATEJILHOTO arapara

Pemenue nucTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIE pa0OThI, TMCbMEHHbBIE
CaMOCTOSITENIbHBIE PaOOTHI, BOITPOCHI

K 3a4eTy

[IpeumyiecTBEHHO
JUCTaHIMOHHBIMU METOIaMH

C orpaHu4eHUSIMHU 110
0o01IeMe IUIITHCKUM
MOKa3aHMUSIM

TecTbl, TUCbMEHHBIC
CaMOCTOSTENIbHBIE PAaOOTHI, BOITPOCHI
K 3a4€Ty, KOHTPOJbHBIE paOOTHI,
YCTHBIE OTBETHI

[Ipenmy1iiiecTBEHHO MPOBEPKa
METOJIaMH, ONPEIEISIOIIMMHUCS

HACXOS U3 COCTOSIHUSA
oOyyJaromerocss Ha MOMEHT
MIPOBEPKHU

9.4. MeToauueckue PE€KOMEHIAUHA MO OMCHOYHBIM MaTepuajaamM AJdA JUIl ¢ OrpaHUYCHHBIMHA

BO3MOKHOCTSAAMH 310POBbA U HHBAJIN/I0B

I[J'IH JMLg € OTpaHUYCHHBIMU BO3MOKHOCTAMHU 3J0POBbA U MHBAJIUAOB IMPEAYCMATPUBACTCA
AOCTYIIHAsA (bopMa MpeaOCTaBJIICHUA 3aJaHUM OLIEHOYHBIX CpeacCTB, a KUMCHHO!

— B mieyaTHoi (opme;

— B mieyaTHOM (hopme ¢ yBeIMYEHHBIM HIPUPTOM;

— B hopMe 2NIEKTPOHHOTO TOKYMEHTA;

— METOJIOM YTEHHS aCCUCTECHTOM 3aJaHUs BCIIYX;

— IpeoCTaBICHHE 3a/1aHUs C UCTIOIb30BaHUEM CYPIOTIEPEBOA.

Jlutiam ¢ OrpaHMYEHHBIMU BO3MOXKHOCTSMH 3I0POBbSI M MHBAIHAAM yBEIUYMUBAETCS BpeMs Ha
MOJATOTOBKY OTBETOB Ha KOHTPOJbHBIE BOMPOCHL. s Takux oOyyarouiuxcs mpeaycMaTpuBaeTCs
noctynHasi popma nmpeaocTaBiIeHHsI OTBETOB Ha 3a/IaHUs, @ UMEHHO:

— INMCHbMCHHO Ha 6yMare;

— Ha0Op OTBETOB Ha KOMIIBIOTEPE;

— Ha0Op OTBETOB C UCHIOJIB30BAHUEM YCIYT ACCUCTEHTA;

— IpEeJCTaBJICHNE OTBETOB YCTHO.

[Ipouenypa oleHUBaHUS PE3YyJIbTATOB OOYYEHHS IHI[ C OFPAHMYEHHBIMH BO3MOYKHOCTSIMU
310POBbS U MHBAIHAOB MO AUCHUILIMHE MPpEIycMaTPUBAET MpeaocTaBleHne nHPopMauu B popmax,
aJIaNTUPOBAHHBIX K OTPAHUYEHUSAM UX 3/I0POBbS U BOCTIPUATHS HHPOPMAIIUU:

Jst M1 ¢ HAPYIIEHUSIMU 3PeHHUst:

— B hopMe 2IIEKTPOHHOTO TOKYMEHTA;

— B MieyaTHOU popme yBeTHMueHHBIM HIpU(TOM.

Jst M ¢ HAPYIIEHUsIMHU cJiyXa:

— B hopMe 2IIEKTPOHHOTO TOKYMEHTA;

— B IIeyaTHOU (opme.

I[J'IH JIMI ¢ HAPDYIICHUAMH OMMOPHO-ABUIaTCJIbHOI'0 anmapara:

—B cbopMe OJICKTPOHHOI'O JOKYMCHTA,

— B IIeYaTHOM (opme.

HpI/I H606XOI[I/IMOCTI/I JI JIUL ¢ OTPAaHMYCHHBIMU BO3MOXHOCTAMHU 340POBbA U MHBAJIHUIO0B
nponeaypa OuCHUBAHUS PE3YJIbTATOB O6y‘leHI/I${ MOJKCT IIPOBOAUTLCA B HECKOJIBKO 3TAIlOB.
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