MHMUHUCTEPCTBO OBPA30BAHUA 1 HAYKUA PO
degepaibHOE TOCYAAPCTBEHHOE 0I0/kKeTHOe 00pa3oBaTe/IbHOE yUpeXXieHHe BhICIIero 00pa3oBaHus

«TOMCKUI TOCYIAPCTBEHHBIV YHUBEPCUTET CUCTEM
YIIPABJIEHUA U PATMOIEKTPOHUK»
(TYCYP)

= TUSUR YTBEPXIARO
m m UMNIVERSITY ITpopekTop 110 yuebHOI paboTe

Ceprugamar: 1obcfala-5laf-448-aef0-5584d2fd4820
Bragesey: Tpoawm Magen Edmpmosms

LeacTaatengs: ¢ 1001, 2016 no 16092010

PABOUYAS TTPOI'PAMMA YUEBHOM JUCLINTTIHEI
Jle/Ionpou3Bo/CTBO B COLMA/ILHOM paboTe

YpoBeHb 00pa3oBaHusi: BbIcIIee 00pa3oBaHue - 0aka/iaBpHaT
Hamnpaenenue rnoarotoBku (crierjuanbHOCTh): 39.03.02 ConmpanbHas pabdora
HaripaBnenHocts (po¢uns): ConuansHasa pabora

dopma obyueHUs: 3a04Has

dakysnbreT: 3UuB®, 3a0uHbIi U BeuepHUH (paKy/IbTeT

Kadenpa: ICP, Kadeapa ucropuu U confua/ibHOMH padoThl

Kypc: 4

CemecTp: 7

YuebOHbI# 11aH Habopa 2012 rozga

Pacripesenenue pabouyero BpeMeHH

Ne Bubl yueOHOM JesiTeTbHOCTH 7 ceMecTp Bcero EayHuiib
1 Jlekumu 4 4 yacos
2 [IpakTryeckue 3aHATHA 8 8 4acoB
3 Bcero ayquTOpHbIX 3aHATUI 12 12 4yacoB
4 W3 HUX B UHTepaKTUBHOU (opme 4 4 4acoB
5 CamocrosiTesibHasi paboTa 92 92 4acoB
6 Bcero (6e3 3x3ameHa) 104 104 4yacoB
7 IToaroroBka u cjaua 3auera 4 4 4yacoB
8 OO011jast TPYZ0EMKOCTh 108 108 YyacoB
3.0 3.0 3.E

KoHtposbHbIe paboThl: 7 cemectp - 1
3auet: 7 ceMeCTp

Tomck 2017
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Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
npotokos Ne 1 oT « 23 » 1 2017 1

JIUCT COIVIACOBAHMIA
Pabouasi mporpamMma cocTaB/ieHa C ydyeroM TpeboBanuii ®PenepanbHoro IlocysapcTBeHHOTro
oOpa3oBarenlbHOTO CTaHfapTa Bbiciiero obpaszoBanus (PT'OC BO) mo HampaBaeHWIO TIOATOTOBKH
(crretmanbHOCTH) 39.03.02 CormaneHasi pabora , yrBepxzaeHHoro 2016-01-12 rozma, paccMoTpeHa U

yTBep>K/JeHa Ha 3ace/jJaHiU Kadepbl «___ » 20__ ropa, npoTokos Ne
Pa3paboTunku:
JIOLIeHT, KaH/,. UCT. HaykK Kad. ICP Ka3zakesunu JI. U.

3aBepytomuii obecreunBarolei Kag.
ICP Tpuk H. A.

Pabouast mporpamma corsiacoBata ¢ (haky/nbTeTom, MpoQUIMPYIOILel 1 BBITTyCKaroLel Kadeapamu
HarpaB/ieHus [OrOTOBKY (CIeLjuaJbHOCTH).

Hekan 3uB® Ocuros U. B.
3aBe/lyIOLLUI BbITyCKarolei Kag.

nCp I'puk H. A.
OKCIIepThI:

3aB.kadepoii kapenpa NCP I'puk H. A.
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1. Ilesiu ¥ 3aauM AUCHUILTAHBI

1.1. ITes1 AMCLUIIIUHBI
Llenbro Kypca siB/isieTcs pOpMUPOBaHUE CUCTEMHbIX TTPe/ICTaB/IeHUM O JOKYMEeHTaXx,
UX QYyHKLUSX,
BUJIAX,
TpebOBaHUSX K UX 0OPMJIEHHIO,
TeXHOJIOTMU PabOThI C JOKYMEHTaMH,
MpaBUIaMy CHCTeMaTU3aLlui U XpaHEeHUs U JIp.

1.2. 3agauM JUCIHUILIMHBI

— 1. ¥YMeTh aHa/NM3UpOBaTh, CTPYKTYPUPOBAaTh U OLIEHWBaTh COL[MaJbHYI0 WHGMOpPMAIUI0 C
pa3HbIX TOUeK 3peHus], BbIZIeJIATh B Hel I71aBHOe.

— 2. V3yunTth HOpMaTHBHYO 0a3y B cdepe Ae0npor3Bo/CTBA OT (hefepasbHOTO [0 JIOKaTbHOTO
YPOBHSI.

— 3. OBnazieTh MeTOZAMH TIOTyYeHUsI, TepepaboTKu, XpaHeHus1 HH(OpMaIHu.

— 4. OpnazieTh HaBbIKaMH pabOTHI C TIPOrpaMMaMH TI0 IOKyME@HTHPOBAHUIO Ha KOMITBIOTODE, a
TaK>Xe UCMOMb30BaHus e-mail u cetu «IHTepHeT».

— 5. ObecrieunTh BBICOKYIO KY/IBTYPY YIIpaB/IeHUECKOMW AesaTeTbHOCTH PabOTHUKOB yUpeXKIeHHH
COIL[MA/IbHOM 3allUThI, KaIpOB, 3aHATHIX COLIMATbHOM pabOTOM.

2. Mecto puciMiuidHbl B cTpyKType OITIOII

OucuuruivHa «/lenonpoun3BoAcTBO B conmanbHOM pabore» (b1.B.[JB.4.1) oTHocuTCs K G/oKy 1
(BapuaTuBHas 4acTh).

[TpepuiecTByrOIMMY  AUCLMIVIMHAMY,  (DOPMUPYIOLMMU  HaudajbHble 3HaHUS, SIBISIOTCA
cenyolye aucuuruivHbel: VHpopMaiuoHHble TexHosorud, Jlorvka, Ilcuxomnorusi, Pycckuii s3bIK U
Ky/lbTypa peur, CucTemMa COLMaabHOTO CTpaxoBaHusi PP, JTHuecKre 0CHOBBI COLMANIBLHON paboThI.

[MocnepyromUMKU  JUCLUIIMHAMM  SIBJISIIOTCS:  [OCyAapCTBeHHbIE W MYHMLIMTIAIBHBIE CITY>KOBbI,
3aHATOCTh HaCce/IeHUs U ee peryMpoBaHue, MeHep)KMeHT HEKOMMepUeCKUX OpraHU3ariui.

3. TpeGoBaHus K pe3y/IbTaTaM 0CBOEHHS AMCLUIUITUHBI

[Tpouecc n3yueHus JUCLIMIUIVHBI HarlpaB/ieH Ha ()OpMUPOBaHKeE CJlelyHOLMX KOMIIeTeHLUi1:

— OIIK-4 cocoOHOCTBIO UCIIONB30BaTh OCHOBHBIE METO/Ibl, CTIOCOOBI M CpPe/CTBA TO/TyUeHHUs,
XpaHeHuUs1, riepepaboTKu MHGOpPMAaLMK, HaBbIKKU pabOTbl C KOMIIbIOTEDOM KaK CpeJCTBOM YIIpaBJeHUs
vuHopMalue, B ToM ync/ie B MHPOPMAlIMOHHO-KOMMYHUKAL[MOHHOM ceTu "MHTepHeT";

B pe3synbrarte usyueHus JUCLIAIUIMHBI CTYEHT JO/DKeH:

— 3HaTh - HODMaTUBHYyIO 0a3y Jenompou3BofcTBa B PP - mpaBwia [OKyMEHTHPOBAHUS
MH(pOpMaLUK U JOKyMeHTO000pOoTa - OCHOBHbIE KaTeropyu U MOHSTHS 1e/I0NPOM3BO/ICTBA U COLIMATBLHOTO
yTpaB/ieHus - OCHOBbI CTaHapTU3alvy B [1eI0NIPOM3BO/ICTBE.

— yMeThb COCTaB/siTh, 00pabaThiBaTh, XPAaHWTh W 3aIUILATh JOKYMEHTBl W COZEP’KalLyIoCs B
HUX UHGOPMaALIUIO.

—  BJIafeThb HaBbIKaMH PabOTHI C KOMITBIOTOPOM KakK CPe/ICTBOM YIIpaB/ieHHs WH(pOopMaryel, B
TOM 4YHMCJIe B UH(POPMaLJMOHHO-KOMMYHUKALIMOHHOM ceTH «VIHTepHeT».

4. O0beM AMCHMILIMHBI M BUABI YU4e0HOH padoThI
OO1iast TPYA0EMKOCTh JUCLIMIUTMHBI cocTaBiseT 3.0 3aueTHbIX eJUHMIIBI W TIpe[CTaB/ieHa B
Tabmuie 4.1.
Tabsmura 4.1 — Tpy0eMKOCTb AUCIUTTAHBI

Buzibl yueGHOM /leATeIbHOCTH Bcero uacos CemecTpsl

7 cemecCTp
AynutopHblie 3aHSTHS (BCEro) 12 12
Jlekumu 4 4
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IIpakTryeckue 3aHITHS

W3 HUX B UHTepaKTUBHOU hopme

CamocrosiTenbHasi paboTa (Bcero) 92 92
IToaroToBka K nmpakTHueCKUM 3aHATUAM, CeMUHapam 13 13
BrIrosiHeHre KOHTPOIbHBIX PaboT 79 79
Bcero (6e3 3k3ameHa) 104 104
ITogrotoBka u cfaua 3auera 4 4

OO0111ast TPYOEMKOCTD U 108 108
3auetHble Equnuiel TpyzoemkocTu 3.0 3.0

5. CopepxaHue AUCIUILIAHBI

5.1. Pa3jensl JUCHHUILIMHLI H BH/bI 3aHATHH

Pa3ziesbl AUCIIUTIMHBI ¥ BU/IbI 3aHSITUM TIPUBEZIeHbI B Tabviie 5.1.
Tabmuia 5.1 — Pa3zenbl AUCLMIVIMHEBI U BUJbI 3aHSATUN

x =
= 8
T 2, = @
3 - n s
= g = T 2 Lz
Ha3BaHus pa3szesnoB JUCLUIUIMHBI %r 5 5 ° g = %
= S & g0 = E
s S o 9 &=
g s | R & 2
= | 3
= O
7 ceMecTp
1 1. BesjeHue B yueOHbIM Kypc 4 1 0 5 OIIK-4
«/1enornpon3BoACTBO
2 HopmaruB-Hasi 6a3a JOKyMeHTa-I[JMOHHOTO 0 2 2 4 OIIK-4
obecrieue-HUS yIIpaB-JieHUsI B 00/1aCTH
COLIMA/IbHOU PabOoThI
3 JokymeHTU-pOBaHKe UH-(POPMaLIUK. 0 2 77 79 OIIK-4
TpeboBaHus1 K 0()OPM-/IEHUIO JOKYMEHTOB B
COLMA/b-HbIX YUPeX-[eHUsAX
4 OpraHuza-1ys Cay0bI JOKyMeHTa- 0 1 0 1 OIlK-4
L[IOHHOTO 00ecrieue-HUsl yTIpaB-eHus..
TexHosnorusi paboThl C IOKyMeHTa-MU
5 Cucremaru-3anys U XxpaHeHHe [JOKyMEeHTOB 1 4 5 OIIK-4
6 KoMnbroTop-Has MoAro-ToBKa JOKy-MeHTOB. 1 10 OIIK-4
JToKyMeHTO-000pOT Ha KOMITEIOTOpe
Wtoro 3a cemecTp 92 104
Ntoro 92 104
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5.2. CogeprxaHue pa3/je/ioB AMCHUILUIAHBI (M0 JIeKIUAM)
Copep>kaHue pasziesioB AUCLMIUIMH (T10 JIeKIUSIM) TIpHBe/ieHo B Tabnuie 5.2.
Tabsmura 5.2 - CofepykaHue pa3/esioB JUCIUTIIVH (TI0 JIEKIUSIM)

3 <]
2 s
g Sz
CopeprkaHuve pasziesioB JUCLIUIIIVHBI 110 =] > T
HaspaHus pasjesnos ACP pasa A - o &
JIeKLIUAM g S =
= 2 5
2 o' 9
= S
7 ceMecTp
1 1. BBeneHue B yueOHbBIN KypC 1. BezeHue B yueOHbIN KypC 4 OIlK-4
«/[lemonpoussojCcTBO» «[enonpoussogcTso » [Ipeamer

JACLIATIIMHBI «[]enornpou3BofCTBO ».
OcCHOBHbIE KaTerOpUM U MOHSITHUSI.
DyHKUUM JOKyMeHTa. Brabl
K/accuduKaluii 10KyMeHTOB.
Bo3HUKHOBeHUe U pa3BUTHE
OTeuYeCTBEHHOTO /IeJI0NPOU3BO/ICTBA.
Pa3BuTHe fenonpousBozactea B Poccuu B
IX-XVII BB.: JOKyMeHTUPOBaHUE
BHEIIHENOIMTUUeCKUX CBsI3er
JIPEBHEPYCCKOTO TOCYapCTBa, CyeOHbIX
Y TPa)k/]JaHCKO-TIPABOBLIX OTHOIIEHUH.
CknazibiBaHMe U Pa3BUTHE MMPUKA3HOTO
Jlenonpour3BoAcTBa. ['ocyrapcTBeHHOe
pery/ivpoBaHue [eJI0Nporu3BO/ICTBA B
Poccuu B XVIII- Hauane XX BB.
Co3paHre HOpMaTUBHOM 0a3bl.
MeToanueckoe ¥ HayYHO-TEXHUUECKOe
obecrieueHue cdepsl Ze/10TTPOU3BO/CTRA.
PasButue genonpousBogctBa B PCOCP /
CCCP B 1917-1990 rr. KnaccoBbii
XapakTep CUCTeMbl OpraHu3aLu1
ympaBJjieHHs rocarrapara u
nenoripousBojctBa B PCOCP.
IMpodeccronanbHast MOATOTOBKA
JIOKYMEHTOBE/]OB U CIeL[1aIuCTOB
JleJIOTPOM3BO/CTBA B COBETCKUM MEPUO[.
[Tpo6neMbl parjioHaIM3al[|uy yIpaBieHUs
U J1eJIoNpou3Bo/ICTBA. Pa3paboTka
«['ocynapcTBeHHOM CUCTEMBI
JIOKYMEHTAI[HOHHOTO 00eCIieueHust
ynpaenenusi» ('COOY).2.HopmaTuB-Hasi
0a3a JOKyMeHTa-IIMOHHOTO 0becreue-HUs
yTipaB-JjieHust B 00/1aCTH COLMabHOM
paboTetHopMaTHBHO-TIPaBOBBIE aKThI,
peryaupyroliye OTHOILIEeHUs B cpepe
JleJIONPOM3BO/CTBA M aDXUBHOTO JieJia.
Borpock! 10KyMeHTHPOBaHKSI B
Koncturyuuu Poccuiickon ®@epnepanuu,
TpynoBom, ['paXkgaHCKOM U Ap. KOeKCcax
P®. denepanbHbie 3akoHBI «O6
rvHdopmalu, “HGHOPMaLIMOHHBIX
TeXHOJIOTHSIX U O 3alliuTe WHhOpMaIun»
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(2006 r.), «O rocynapCTBeHHOM $i3bIKe
Poccutickont ®efepaiiumn», «O nopsiike
paccMOTpeHHst 0OpallleHr i rpaXkKaaH».
MeTozaryeckre pa3paboTKu 1o
JenoripousBoycTBy Pocapxvisa PO.
[HesitenbHOCTE Beepoccuiickoro HayyHo-
HCCJIe/IOBATeIbCKOTO MHCTUTYTA
JIOKYMEHTOBeJIeHUsI U apXUBHOTO Jlefia
(BHUUOA/). AqMUHUCTpaTUBHAs U
yTOJIOBHasi OTBETCTBEHHOCTh 3a
HapylleHus B cepe
J1eJI0TIPOU3BO/ICTRA. 3.
[lokymeHTHpOBaHMe UH()OPMAaIHH.
TpeboBaHust K 0hOPM/IEHHIO IOKYyMEHTOB
B COL[MA/IbHBIX YUPEXKIEHUSIX
FOpuaryeckoe 3HaueHUe JOKYMeHTa.
[ToHsATHE «PEKBU3UT JOKYMEHTa».
YHUUIMpOBaHHbIE CUCTEMBbI
JokymeHTaluu. [ToHsATHE U BUABI
YHUPUIIMPOBAHHBIX CUCTEM.
Cranzgaprusanus foKymeHTOB. [IpaBuia
odopmienusi pekBusutoB. [OCT P 6.30 —
2003 «YHuduiMpoBaHHasi CUCTeMa
OpraHU3alMOHHO-PacoPsSIAUTeTbHOM
JokymeHTaluu. TpeboBaHus K
0()OpMJIeHHIO IOKYMEHTOB». PeKBU3UTHI
3aro/IOBOYHOM, CofiepKaTelbHOU 1
oopmrsitoLLeit uacTeli JOKyMeHTa,
nipaBusa ux opopmsieHus. [ToHsiTHe
«b/aHK JOKyMeHTa». Byl 6/1aHKOB.
PekBU3UTHI O/1TAaHKOB, BADUAHThI UX
pacrionioxkeHusi. OpraHu3aljMOHHbIe
JIOKYMEHTBI: yCTaB OpraHU3al[|H,
OCHOBHBIE BU/IbI, TTPaBU/Ia COCTaB/IeHUS.
ITonoykeHue 06 opraHu3alvy,
CTPYKTYPHOM TO/ipa3ie/ieHrnH, OCHOBHbIE
TpebOBaHUS K COCTAB/IEHHIO U
odopmiiennto. IHCTpyKIuH,
JIO/DKHOCTHBIE WHCTPYKLIWM, OCHOBHBIE
TpeOOBaHUS K COCTAB/IEHUIO U
otopmenuto. OpraHu3aloOHHbIe
KaJIpOBbIe JOKYMEeHTHI (CTPYKTypa U
[ITaTHast YUCJIeHHOCTh, IIITaTHOE
pacrniucanue). PacriopsiiuresibHble
JOKyMeHTHI. [IprKa3 1o 0CHOBHOM
JlesiTe/TbHOCTH, PacIiopsbKeHue, yKa3aHue,
pelieHye: TpeOOBaHMS K MX
odopmsienuto. MHbopMaliMoHHO-
CripaBOYHbIe JOKYMeHThI. [TpoToKos
(TOMHBIN U KpaTKWI), BUbI aKTOB,
TIpaBU/Ia UX COCTaB/IeHUsI U 0(hOpMIIeHHUS.
[MpennoxeHue Kak UH(OPMALIMOHHO-
CTIpaBOYHBIN JJOKYMeHT. JloKnagHast 1
ciykeOHast 3aMvcKy, 00bsCHUTETbHAST
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3aIMCKa, CTpaBKa M CBOJIKA, 3aK/II0UeHre
Y OT3bIB. [IOKyMeHTbI, Mlepe/jaBaeMble T10
KaHaJsiaM 3/IeKTPOCBSI3U: TeJlerpaMmma,
TenieoHOTpamma, Tenedaxc (akc).
JIOKyMeHTBI TI0 TMYHOMY COCTaBYy.
[ToHsiTHe «TIepcOHasTbHbIE JaHHbBIEY,
o0111asi XapaKTepUCTHKA U 0COOEHHOCTH
paboThl ¢ HUMH. [[OKyMeHTHPOBaHKE
pabortsi ¢ mepcoHanoM. Kazgposast
JOKyMeHTaL¥sl: OpraHU3alOHHO-
TIPaBOBbIE JOKYMEHTHI (TIpaBwsia
BHYTPEHHEro TPYZOBOTO PacIiopsi/iKa,
TPYZI0BOM ZIOTOBOP), MepCOHa/IbHast
JIOKyMeHTaI[us (TpyZoBasi KHIXKKA,
JIMYHBIN JINCTOK TIO YUeTy Ka/[pOB,
pe3toMe U XapaKTepUCTHKa,
aBToOHMorpadus). PacnopsianrenbHast
KaZpoBasi JOKyMeHTaL[|si — ITPUKa3 0
nMYHOMY cocTtaBy. Pabora ¢
oOpateHusMU rpakjaH — >Kaao0bl,
3asiB/IeHus1, pefiyiokeHus. [lesioBast
niepervcka. Knaccudukaryst eyoBeix
MMCeM: TTMCbMO-TIPOCh0a, 3arpoc, OTBeT,
obOparieHue, OATBEPKAEHHE,
13BellleHre, CO00IIeHue, TIpUTTIallieHne,
HarloMHMHaHUe, TpeOoBaHue,
0/1aroJapHOCTh, MTO3/PaB/IeHHE.
VHbopmalioHHOe MUChbMO, FapaHTHHHOE
MHUCbMO. S3BIK ¥ CTWIb OULIMA/IbHON
J1eJIOBOM TIepernyvcKu: 0COOeHHOCTH
o(uLaTbHO-/IE/I0BOTO CTHJISA, TIPAaBUJIA
HarvCaHUs COKpallleHWH C/10B, Ha3BaHUM,
YUC/TUTENbHBIX U [Ip. JlOKyMeHTbI
orpaHuyeHHoro gocrymna. [Ipobiema
MHGbOpPMaI[MOHHOH 6e301acHOCTH U
3aIUThl UHGOOPMALIMOHHBIX PECYPCOB.
YpoBHU KOH(UAEHI[UATbHOCTH
MHGOPMalLMH, Ha3HauUeHUe U TUTIbI
KOH(UeHI[MaTbHBIX JOKYMEHTOB.
®enepanbHbIN 3aK0H «O
rocyiapcTBeHHou TaiiHe» (1993 1), ero
OCHOBHBIE TTOJIOKEHUST U 3HAYEHHSI.
CocTaBsieHre ¥ U3TrOTOBJIEHHEe
JOKyMEHTOB OTPaHHUUEHHOTO /I0CTYyTIa.
IMopsimok paboThl UCTIOTHUTETEH C
JIOKyMEeHTaMH OrpaHUUeHHOTO J0CTyTIa.4.
Opranu3anusi C1y>K0ObI
JOKyMEHTAIL[HOHHOTO 00ecrieueHust
yrpaesieHusi. TexHosorusi paboThl C
nokymeHTamu Ob1ue TpeGoBaHuSI.
Opranu3alyoHHbIe (HOpMbI CITYXKO:
L|eHTpa/IM30BaHHasl,
JlelleHTpa/TM30BaHHasi, CMelllaHHasl.
TUIoBbIe OPraHU3aiMOHHbIE CTPYKTYPHI:
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yrpaB/ieHue [ieflaMy, KaHLespus,
0011[Mit OT/IeN, CeKpeTaph yupex/eHusl.
3agaun ¥ GyHKIUH CITY>KOBI
Jenonpou3BozacTtea. HopmarvBHas
peryaMeHTarysi Cy>K0bl
Jenornpon3BozcTBa.Pabora ¢ BXOASIIMMHY,
WCXOJSIIIIUMU ¥ BHYTPEHHUMU
JOKyMeHTaMU: 3Tarbl 00paboTKy,
TOpsiZIOK paboThl. Peructparys
JIOKyMeHTOB. ©OpMbI U BU/IbI
pervcTpaiyu. Kaproteku, MeTogUKA X
CO3[jaHUsl ¥ IpUMeHeHus1. [JOKyMeHThbl, He
noZijiekaiiye perucrtpaiuu. KoHTposb
VICTIOJTHEHUS IOKYMeHTOB. Llenb u
YPOBHU KOHTPOJIS HaJ| JOKyMeHTaL1ew.
CpOKM UCIIO/THeHUS JJOKYMEHTOB.
[TocTaHOBKa Ha KOHTPOJIb, POBEPKA X0/a
WCIIO/THEHUS [JOKYMEHTOB. 5.
CucremMaTu3alus U XpaHeHHe
JokymeHTOB CHcTemMaTu3alus 1
XpaHeHue 10KyMeHTOB. OrepaThBHOe
XpaHeHue JoKyMeHTOB. O01ue
TIPUHLIUIIBI (POPMUPOBAHUS JeJ1.
Homenknarypa fen opraHusanyu:
TIOHSITUE «HOMEHKJ/IaTypa Jiefi» U Lie/iu ee
co3fanust. TuroBble ¥ IpUMepHbIe
HOMeHK/IaTypbl. [Topsilok cocTaBneHus
HOMEHKJIaTypbl fiel. DKCrepTy3a
LIEHHOCTU JOKYMeHTOB. OLieHKa
3HAYMMOCTH JJOKYMEHTOB U OIpejiesieHre
CPOKOB xpaHeHwus1. [TogroroBka gen K
nepeziaue B apxuB. OdopmiieHne
JIOKYMEHTOB U [ieJl K yHUUTOXKEeHHUIO.6.
KomnibroTopHasi MOArTOBKA J0KYMEHTOB.
J1oKkymMeHTO060pOT Ha KOMITBIOTODPE
OCHOBHBbIe 3Tarbl KOMIIbIOTOPHOM
MOJTOTOBKU JOKYMEHTOB B TEKCTOBOM
penaktope Word: Habop TeKcTa, ero
peJlakTHpOBaHKe U (popMaTHipOoBaHue.
PaboTa ¢ JoOKyMeHTaMU B TaOJTMYHOM
ripotieccope Excel. Vicnonb3oBaHue
3/IeKTPOHHOM Tabmu1bl Kak (hopmbI
BeJIeHUs] OTUeTHOCTU. CTaTucTUuecKas
obpaboTka faHHbIX. CHUCTeMa
3JIEKTPOHHOTO ZIOKyMeHTo0bopoTa.
Cucrema 5/1eKTPOHHOW perucTpanyu
JIOKYMEHTOB Y KOHTPOJISI UCTIOTHEHHSI.
ABTOMAaTH3MpPOBaHHAas CCTeMa B
OpraHM3aluy JBHKeHUs JOKYMEHTOB
BHYTpH yupexxJeHust. Cucrema
3/IeKTPOHHOT'O0 apXUBHOI'0 XpaHEeHUsI

HToro

Wtoro 3a cemecTp
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5.3. Pazgenbl AMCHUIUIMHBI M MEX/JUCIUII/IMHAPHBIE CBSA3M C 00eCcneunBalIUMH (PeAbIAYIMMHI)
4 o0ecnieyrBaeMbIMH (MOC/IEAYHOIUMHU) AUCIHHUIITHHAMHA
Pa3ziesibl JUCHIATIIMHBI M MEXKAUCIIUTUTMHAPHBIE CBSI3U C 00€eCreuruBarouMu (TpeabIIyIuMUA) 1
obecrieuriBaeMbIMHU (TTOC/IEAYIOLAMH) JUCIIUTUIMHAMU TIPeICTaB-/IeHbI B Tab/uile 5.3.
Tabsura 5.3 - Paszesnbl AUCIUTUTUHBI M MEXIUCIIUTTAHAPHBIE CBSI3U

Ne pa3zenoB JaHHOW AUCILUTUIMHBI, /1711 KOTOPBIX HEOOXOAUMO

HayMeHOBaHYe JUCLAIUIAH n3yueHre 0becrieunBarOIUX U 00ecreurBaeMbIX JUCLIATIIAH
1 2 3 4 5 6

[IpeniiecTByroLIEe JUCLUATITUHBI

1 'udopmaioHHble TeXHOIOT U +

2 Jloruka + +

3 [Icuxonorus +

4 Pycckul s3bIK U Ky/IbTypa peuu +

5 Cucrema CoLMaabHOrO CTPaxoBaHUs + + + +

PO

6 DTuyecKre OCHOBBI COLIMA/ILHOM 4 +

paboThI

[Tocnepyroiye AUCLUITIMHBL

1 T'ocypapcTBeHHbIe ¥ MYHULIUIIA/IbHbIE

+ + + + +
CITY>KOBI
2 3aHATOCTb HaCeJIeHus U ee + + +
pery/ivpoBaHue
MeHepKMEeHT HeKOMMepueCKUX
3 Menemxme eKkomMMepyec + + 4 +

opraHu3aLum

5.4. CooTBeTCTBHE KOMIIeTeHIUH, () OPMUPYeMBbIX NP U3yYeHUH JUCHUIUIUHBI, U BU/I0B 3aHATHI
CooTBeTCTBME KOMITeTeHL[MM, (OPMUPYeMbIX MPHW WU3YyYeHUU [WCLUIUIMHBI, U BUJOB 3aHSATHI
npe/icTaB/ieHo B Tabsurie 5.4
Tabmuma 5. 4 — CoOTBeTCTBHe KOMIETEeHI[MM W BHU/OB 3aHATHH, (OPMHUDYEMBIX TIPU H3yueHUU
IVCLIATI/TUHBI

Bunpl 3aHATHI

DOopMbI KOHTPOJIA

KomneTeHiuu

Jlekiun
+ | TIpakTuyeckrie 3aHATUS
+ | CamocTosiTesnibHast pabota

OITK-4 + KonTtposbHast pabora, KoHcrekT
caMoroArotToBku, Orpoc Ha
3aHATUAX, 3a4eT, BeiCcTyruieHue

(moknapn) Ha 3aHsATHH, TecT

6. IHTepakTHBHbIE MeTO/AbI ¥ (JOPMbI OpPraHU3aI[UH 00yUeHH s
TexHOJIOTMH WHTePaKTMBHOrO 00OyueHMs MpH pasHbIX (JOpMax 3aHATHM B yacax IPUBEIEHbI B
tabmuie 6.1
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Tabmua 6.1 — TexHO/MOrMM UHTEPAKTUBHOTO 00yUeHHs PY Pa3HBIX (popMax 3aHATHNA B Uacax

WHTepakTrBHbIE
MeTobl MpaKThYecKue Bcero
3aHATUSA
7 ceMecCTp
Pabota B KoMaH/ie
WToro 3a cemecTp:
Ntoro
7. JIabopaTopHbie padoThI
He npegycmorpeno PYII
8. IlpakTHyeckue 3aHATHA (CEMUHAPBHI)
Temarrka npakTUUeCKUX 3aHSTHH (CeMUHApOB) TIpUBeieHo B Tabsuie 8.1.
Tabsura 8. 1 — TemaTHKa NMPaKTUYeCKUX 3aHSITHH (CEMUHAPOB)
%) g =
I L =
3 = =
o v T
Temaka rpakTUUeCKUX 3aHITUM = > T
HasBanus pasgenos z - e &
(cemuHapoB) Y S g
S 8 =
= S 8
- s
7 ceMecTp
1 1. BegeHue B yuebOHbIM Kypc Bo3HuKHOBeHUe U pa3BuTHe 1 OIIK-4
«/JenonponsBogCcTBO» 0TeuyeCTBEHHOTO /1eJI0NPOU3BO/ICTBA
Utoro 1
2 HopmaruB-Hast 6a3a JJOKyMeHTa- HopmaruBHo-ipaBoBast 6a3a 2 OIIK-4
L[MOHHOTO 00ecrieye-HUsl yIpaB-JIeHUsI | COBDEMEHHOTO /1e/IOTIPOU3BOACTBA
B 00/1aCTH CcoLaibHOM paboThI Vtoro 2
3 JokymeHTU-poBaHKe UH-(hopMaru. | TpeboBaHus K 0(hOPMIIEHUIO IOKYMEHTOB 2 OIIK-4
TpeboBanusi K 0popM-/ieHHIO OpraHu3aloHHbIe JOKYMEHThI U
JIOKyMEHTOB B COLIMA/Ib-HbIX YUP€EXX- |[paBU/Ia UX
JIeHUsIX odopmnenusiPacriopsiiuTeNnbHbIe
JIOKyMEHTBI Y TTpaBr/ia UX
ogopmnenusiiHpopMaLOHHO-
CIpaBOYHbIE JOKYMEHTHI U MPaBU/Ia UX
odopmieHUs1[JOKyMeHTbI 110 JIMUHOMY
cocraBy/lesioBas nepenucka. A3bIK 1
CTWIb CTy>KeOHBIX
JIOKyMeHTOB/IOKyMeHTbI OrPaHUUEHHOIO
JlocTyna
Ntoro 2
4 Opranusa-1us c1yKObl JokyMeHTa- | TexHOMOTHsI paboThI C JOKYMeHTaMu 1 OIIK-4
L[MOHHOTO 00ecrieue-HUsI yTpaB- Vtoro 1
nenusi. TexHonorust paboTkI €
JIOKyMeHTa-Mu
5 CucremaTu-3aLusi ¥ XpaHeHHe CucreMarursalys U XpaHeHUe 1 OIlK-4
JIOKyMEHTOB JIOKyMEeHTOB
Ntoro 1
6 KomrbloTop-Hasi moAro-ToBKa 0Ky- | KomnbroTOpHasi MoAroToBKa JOKyMeHTOB. 1 OIlK-4
10
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KOMITbIOTOpE

MeHTOB. [IoKyMeHTO-000pOT Ha

[1oKkymMeHTO060pOT Ha KOMITBIOTODE

HToro

Wtoro 3a cemecTp

9. CamocrosTesibHasA pabora
Busibl camocTosiTesTIbHOM paboThI, TPYAOEMKOCTh 1 (hOpMUPYeMble KOMIIETEeHLIMH TIPe/[CTaB/IeHbI B

Tabmmme 9.1.
Tabsmura 9.1 - Byl camocTosiTesTbHOM pab0ThI, TPYZI0EMKOCTb U ()OPMUPYEMble KOMITETEHIIUH
v L=
= a =
2 = 0
o U T
Buapl camMmocTosiITEIEHOM = > o
Hassanus paszesnos s - =T DopMbI KOHTPOJIS
paboThI L s g
S g =
~ o 2
= S}
7 cemecCTp
2 HopmaruB-Hasi 6a3a BeInonHeHre KOHTPO/IbHBIX 2 |OIIK-4 KoHcriekr
JIOKyMeHTa-L[JMUOHHOI O pabor CaMOMO/ATrOTOBKH
rieye-HUs yIipaB-
obecrieue ympa Vitoro 7
NleHus1 B obsactu
coLuasbHOU paboThI
3 JoKyMeHTHU-pOBaHUe BrirnosHeHre KOHTPOIbHBIX 2 OIIK-4 BricTynsienue (goknan) Ha
VH-(pOopMaLH. pabor 3aHATHH, 3ayerT,
TpeboBanus K opopm- BRIMO/HEHMe KOHTPOMBHBIX | 75 KonTtponbHas pabora
JIEHUIO JOKyMEHTOB B paGor
coLMasib-HbIX YUpex-
IeHUSIX Ntoro 77
5 Cucremaru-3auus u [ToaroroBka K 4 | OIIK-4 BeicTynienue (goknan) Ha
XpaHeHUe JOKyMEeHTOB TpaKTUYe CKUM 3aHATUSM, 3aHATHH, 3aJeT
ceMHHapam
HToro 4
6 Komnbrotop-Hast moaro- |IlogroroBka K OIlK-4 3auer
TOBKA JJOKY-MEHTOB. MpaKTUYe CKUM 3aHATUSIM,
NokymeHTO-000pOT Ha ceMHHapam
KOMIIBIOTOpE Vitoro 9
Nroro 3a cemecTp 92
IToaroroBka u c/iaua 3aueTa 4 3aueT
Ntoro 96
9.1. TeMbI KOHTPO/IBHBIX PadoT
1. [lenonpou3sBOACTBO I10 MKMCbMEHHBIM U YCTHBIM 00pallleHusiM rpak/iaH
2. JIOKyMeHTHI [10 IMYHOMY COCTaBy
3. TexHosorust JOKyMeHTOOO0pOTa
4. CocrasneHue c10Bapsi TepMHUHOB
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10. KypcoBasi padora (nmpoekT)
He mipegycmorpeno PYII

11. PeiiTHHrOBas cucTeMa JJisl OL[eHKH YCIIeBaeMOCTH CTYAeHTOB
He npenycmorpeHo

12. YuebOHo-MeTOAMYeCcKOe M HH(OPMAILMOHHOE 00ecreyeHHe AUCIUILTMHBI

12.1. OcHoBHas 1uTeparypa
1. Kysnenos WM. H. [lokymeHTalMoHHOe o0ecrieyeHue YIIpaBlAeHUS W [eJIONIPOU3BO/CTBO:
yuebHUK /7151 6akanaBpos / U. H. Ky3ueros. (I'pud MunobpHayku P®D) — M.: UsparensctBo FOpaiit; N/
FOpaiir, 2012. — 576 c. (Hamuune B 6ubmoreke TYCYP - 5 9K3.)

12.2. lono/siHuTe/IbHAA IUTEpaTypa
1. KupcanoBa M. B. CoBpeMeHHOe [e/I0NPOH3BO/CTBO: YueOHoe mocobue. 4-e uzg. (I'pud
MunHo6pHayku P®) — M.: UHOPA-M, 2011. — 312 c. (Hammuue B 6ubmioreke TYCYP - 5 3k3.)

12.3 Yue0Ho-MeTOANUECKHE IT0OCO0HA

12.3.1. O6sa3aTenbHBIE YUeOHO-MeTOAHYECKHE M0Co0us
1. [enompou3BoAcTBO : YueOHO-MeToAWYeckoe TiocOOWe [l CTY[AeHTOB HarpaB/ieHUs
noarotoBku OakamaBpuata 39.03.02 «CouumanbHasi pabora» / KazakeBnu JI. M. - 2016. 20 c.
[DnekTponHbIii pecypc] - Pexkxum mpoctyma: https://edu.tusur.ru/publications/6054, mara obGpatieHus:
02.02.2017.

12.3.2 YueOHO-MeTOANMYECKHE TTOCOOUA AJIfA JIUI] C OTPAHNYEHHBIMHM BO3MO)KHOCTSIMH 3/[0POBbSI

YyeOHO-MeToZiMUeCKHEe MaTepHasIbl [Isi CAMOCTOSITe/TbHOM U ayIUTOPHOU pabOThl 00yUaroIuxcs
Y3 YKC/ia WHBAJM/IOB MPEAOCTaB/sIOTCA B opMax, aaiTUPOBAHHBIX K OTPAHUUEHUSIM UX 3/10POBbs U
BOCIIPUSATHS MH(POPMaI[UH.

JIist i1y ¢ HapyLIeHUusIMM 3peHust:

- B (popMe 3/IeKTPOHHOTO I0KYMEHTa;

- B revaTHo (opMe yBe/lMYeHHbIM IPUGPTOM.

JI/Is1 UL ¢ HapylIeHUsIMHU CTyXa:

- B (hopMe 3/1eKTPOHHOTIO I0KYMEHTa;

- B reyaTHOM (popme.

JI/ist /i1 ¢ HapyLIeHUsIMHM OTNIOPHO-JBUraTe/IbHOI0 aniapara:

- B (hopMe 3/1eKTPOHHOTO I0KYMEHTa;

- B IleyaTHOU (hopme.

12.4. bBa3bl JaHHBIX, TH)OPMAIHOHHO-CIIPABOYHbIE, TOUCKOBbIE CHCTeMBbI U Tpefyemoe
NMporpaMMHoe odecrneyeHue

1. - ayautopHbii GoH/;

2. - doHBI U pecypchl yueOHO-MeTOAUUeCKOro KabuHeTa ryMaHuTapHoro dakynereta TYCYPa;

3. - KOMIIBIOTephbl

13. Marepua/ibHO-TeXHHYECKOe o0ecreueHHe JUCIUIUTHHBI
13.1. O61mue TpedoBaHUA K MaTepHa/IbHO-TEXHUYECKOMY 00eCreueHUI0 JUCIHUITUHBI

13.1.1. MaTrepuanbHO-TeXHHUYECKOe ofecriedeHUe /ISl IEKIMOHHBIX 3aHATUH
[7isi poBe/ileHus1 3aHATHN JIeKI[MOHHOTO TUIIA, TPYMIOBLIX U WHAUBUAYaJbHBIX KOHCY/IbTALUM,
TEKYIL[er0 KOHTPOJISI U TIPOMEKYTOUHOMN aTTecTalluyd MCTob3yeTcs yueOHas ayJUuTopusi, C KOJIMYeCTBOM
TI0CA/IOYHBIX MECT He MeHee 22-24, 000py0BaHHasl JOCKOM U CTaHjapTHOUN yueOHOM Mebenbto. VimeroTcs
Har/isiZiHbIe T0CoOUs B BU/ie Tpe3eHTal| 10 JIeKLMOHHBIM pa3/iesiaM JUCLUITUHBI.

13.1.2. MaTepHa/IbHO-TEXHHYECKOe 00ecreueHne I NPAKTHUEeCKHX 3aHATHH
[nst mpoBefjeHHsI MPAaKTUUeCKUX 3aHATUM UCTO/b3YIOTCS ayJUTOPUH, B TOM UYKCJie, OCHAllleHHbIe
KOMIbIOTepaMU

13.1.3. Marepua/ibHO-TEXHHYECKOe o0ecreueHUe /I CAMOCTOATE/ILHOU PadoThI
[nsi camocTosTe/IbHOM pabOThI MCIONb3yeTcsl ydyeOHast ayauTopuisi (KOMITBIOTEpPHBIM KJacc),
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pacrosiokeHHas 110 azpecy 634050, r. Tomck, nip. JlenuHa, 40, 2 3Tax, ayg. 233. CoctaB 000pyIOBaHMUS:
yueOHasi MeOesib; KommbioTepbl Kimacca He Hwke [IDBM INTEL Celerom D336 2.8I'Ti. - 5 mr;
KOMMbIOTephl TozkmtoueHbl K ceth MHTEPHET w  obecreuuBarOT JOCTYNT B 3/7€KTPOHHYIO
MH(OpMaL[MOHHO-00pa30BaTeIbHYI0 Cpe/ly YHUBEpCUTETa.

13.2. MarepuanbHO-TeXHHYeCKoe ofecredyeHne JUCIMITIMHBI /IS JIUI| C OrPaHUYeHHbIMH
BO3MO)XXHOCTSAIMM 3/J0POBbSI

OcBoenue JuUCHUTIIMHBI ujaMu ¢ OB3 ocCyliecTB/sieTCsl C UCIOMb30BaHUEM CpeJCTB 00ydeHust
0011[ero ¥ CrielMasbHOTO Ha3HAYeHHUS.

[lpyu oOyyeHUM CTyIE€HTOB C HapyLIeHUsIMH CJIyXa TIPeAyCMOTPEeHO HCIO/Ib30BaHUe
3BYKOYCW/IMBAIOLLlel anmnaparypbl, MYJbTUMEIUNHBIX CPEACTB W [JPYIMX TeXHUUEeCKHUX CpeZCTB
nipreMa/miepesjaul yueOHoN MH(pOpMaIMK B AOCTYIHBIX (opMax Ajisi CTYAEeHTOB C HapyIIeHUs MU CJTyxa,
MOOW/ILHOW CHCTeMBbI OOyYeHUs [/ CTYAEHTOB C WHBAMJHOCTBIO, TOPTAaTUBHOW WHAYKI[MOHHOW
cucTeMbl. YueOHasi ayUTOpHs, B KOTOPOM 00yuaroTCsl CTy[eHThbl C HapylleHHeM cjiyxXa, 0b6opyaoBaHa
KOMIBIOTEDHOW TEXHUKOM, ayJUOTEXHUKOW, BUAEOTEXHUKOW, 3JIeKTPOHHOW [OCKOW, MY/IbTUMEOUNMHOMN

CUCTEMOIA.

[lpu oOyueHWH CTyIE€HTOB € HapyLIeHHSIMH 3PeHUAMH I[IPeAyCMOTPEHO WCIIONb30BaHHE B
JIeKIIMOHHBIX U yueOHBIX ayIUTOPUSX BO3MOXKHOCTH TIPOCMOTPA y/lareHHbIX 00beKTOB (HarpuMep, TeKCTa
Ha JI0CKe WU C/1ali/ja Ha 9KpaHe) NPy [OMOLLY BUZe0yBe/IuunuTesel /s y4aneHHOro MpocMoTpa.

[Tpu 0OyyeHHH CTYJEHTOB C HapyILIeHUSIMH ONOPHO-/BUraTe/IbHOrO amnmapara HCTo/Ib3yHTCS
a/bTepHaTHBHbIe yCTPOMCTBA BBOZA MHGOPMAaLMM U [pyryve TexHUUecKue CpefiCTBa MpHeMma/repefadyut
yueOHOM MH(bOpPMAaLMK B JOCTYIHBIX (opMax AJisi CTYIeHTOB C HapyLIeHUSMU OTMOPHO-ABUraTeIbHOTO
anrapara, MOOW/IbHOW CHCTeMbl 00yUeHHUsI A71s1 JIFOel C MHBAIMJHOCTBIO.

14. ®oHA OLIEHOUYHBIX CPE/JCTB

14.1. OcHoBHbIe TpedoBaHuA K (GOH/Y OLEHOYHBIX CPEACTB M MeTOANYECKHE PeKOMeH/Jal[uH
@OH/|, OLIEHOUHBIX CPeACTB U THUIIOBble KOHTPOJIbHBbIE 3a/laHus, WCIOJIb3yeMble [Jis OLIeHKU
c(hOpMMPOBAaHHOCTA M OCBOEHHsI 3aKpervIeHHbIX 3a AUCLMIUVIMHOW KOMIIeTeHLIUM TIpU TIpOBe/leHUU
TEeKYII[|eH, TTPOME)KYTOUHOM aTTeCTal[|| I10 JUCLIUTI/IMHE TIPUBE/IeH B MPUIOXKEHUU K paboueli mporpaMme.

14.2 Tpe6oBaHus K (pOHAY OLIEHOUHBIX CPE/ICTB /AJIfA JIUI] C OTPAaHHYeHHBIMH BO3MO)KHOCTAMH

3/0POBbA

[lns CTy#eHTOB C WHBaAWJHOCTBIO IIPeAYCMOTPEHBI [OINOHUTE/bHbIe OLIeHOYHbIE CpeJCTBa,
riepeueHb KOTOPBIX yKa3aH B Tabmuile.

Tabnuna 14 — Jlono/iHUTEeIbHBIE CPEICTBA OL[eHMBAHUSA

AIA CTYAEHTOB C HHBA/IMJHOCTBHO

KaTeFOpI/II/I CTyAE€HTOB

Bu/ibI IONO/THUTETbHBIX OLIEHOUHBIX
CpefcCTB

®opMbI KOHTPOJISI U OLIEHKH
pe3ynbTaTtoB 00yUeHust

C HapylieHusIMuU
c1yxa

TecTbl, MUCbMEHHbIE CAMOCTOSTE/IbHBIE
paboThI, BOMIPOCHI K 3aUeTY,
KOHTPOJTbHBIE PAOOTHI

[IpeumyIiiieCTBEHHO TTUCbMeHHast
IpoBepKa

C HapylieHUsIMU
3peHust

CobeceoBaHue 110 BOTIPOCaM K 3auerTy,
OTIPOC T10 TEPMHUHAM

[TpermMyI1iieCTBEHHO yCTHasi IpOBepKa
(MHOVBUYaTBHO)

C HapylieHus MU
OIOPHO-
JIBUraTebHOr0
anmnapara

PellieHre AMCTaHIMOHHBIX TECTOB,
KOHTPOJIbHBIE PabOThI, TUCbMEHHBIE
CaMOCTOsITe/IbHbIE PabOTBI, BOMPOCHI K
3a4yeTy

[Tpenmy11ieCTBEHHO AUCTAHIMOHHBIMU
MeTOoZaMU

C orpaHUUeHHUSIMU TI0
o0I1IeMe TUIUHCKUM
TOKa3aHUsAM

TecTbl, MUCbMEHHBIE CAMOCTOSTE/IbHBIE
paboThI, BOTIPOCHI K 3aYeTY,
KOHTPOJIbHBIE PabOThI, YCTHBIE OTBETHI

[Tpermy11ieCcTBEHHO TIPOBEPKa
MeTO/JaMH, UCXO/Isl U3 COCTOSTHUS
obyuarol1jerocst Ha MOMEHT IPOBepPKU

14.3 MeToguuecKre peKOMeH/JaljuH 10 OLleHOYHbIM Cpe/CTBaM JJIsl JIML| C OrPaHNYeHHbIMHU
BO3MO)XXHOCTSAMM 3/J0POBbSI

Ons crynentoB ¢ OB3 mnpeaycMmarpuBaeTcss AOCTyIHas (opma TipefloCTaB/eHUs 3a/laHUui
OLIeHOYHBIX CPeJICTB, & UMEHHO:
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- B IeyaTHOU (hopme;

- B TleyaTHOU (hopMe C yBeJTMUeHHbIM LIpUdTOM;

- B (hopMe 3/1IeKTPOHHOT'0 [JOKYMEHTa;

— METO/IOM UTeHHsI aCCUCTEHTOM 3a/JaHusl BCIYX;

— Tipe/ioCTaB/IeHHe 3a/laHusl C UCIIOMb30BaHKEM CypZoIiepeBo/ia.

CTygeHTaM C MHBA/JUAHOCTBIO YBE/JMUMBAETCS BpeMsi Ha TMOJTOTOBKY OTBETOB Ha KOHTPOJbHBIE
BOIPOCHI. [I/11 TaKMX CTyAeHTOB TpeyCcMaTpyBaeTcsl AOCTyMHas ¢opMa MpefoCTaB/ieHHsl OTBETOB Ha
3a/laHus1, @ UMEHHO:

- MUCbMEHHO Ha Oymare;

— HabOp OTBETOB Ha KOMITBIOTEPE;

- Habop OTBETOB C UCIO/Ib30BaHKEM YCJ/IYT aCCUCTEHTa;

- Tipe/icTaB/ieHr e OTBETOB YCTHO.

I[Tpouenypa OrjeHMBAHUS pe3y/IbTaTOB OOyuYeHHs MHBAIWZOB T10 [JUCLIMIUIMHE TpefyCMaTphBaeT
nipefiocTaB/ieHre uHGopMalvy B hopmax, aJlallTUPOBaHHBIX K OTPAaHUUYEHUsIM WX 3[J0POBbsI U BOCTIPUSITUS
VMH(pOopMaLu:

Jins U1y ¢ HapylIeHUsIMHM 3peHHUs:

— B (hopMe 3/TeKTPOHHOTO [JOKYMEHTa;

- B MleyaTHO! (hopMe yBeIMYeHHBIM IIPUPTOM.

J1s ULy ¢ HapyIIeHUsIMM C/IyXa:

- B (hopMe 3/1eKTPOHHOTI'0 JOKYMEHTa;

- B TeuaTHoi (opme.

J1s1 UL ¢ HApyIIeHUsIMHM OTIOPHO-ABUIaTe/IbHOIO anmnapara:

- B (hopMe 3/1eKTPOHHOTI'0 JOKYMEHTa;

- B TeuatHoi (opme.

[Tpu Heo6xoAMMOCTH AJ1si 00yUarOIIMXCsl C MHBAIMAHOCTBIO MPOLie/ypa OLieHWBaHHUs pe3y/bTaToB
00yueHHsT MO>KEeT TIPOBOJJUTHCST B HECKOJTBKO 3TarloB.
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IIpunoxenue 1
MMWHHUCTEPCTBO OBPA3BOBAHUA U HAYKUA P®
deepanbHOE roCyapCcTBeHHOE 0I0/)KeTHOe 00pa3oBaTe/ibHOE yUpeX/eHHe BbICIIero 06pa3oBaHus

«TOMCKU TOCYOAPCTBEHHBIN YHUBEPCUTET CUCTEM
YITPABJIEHUA 11 PAIVNOSJIEKTPOHUKW »

(TYCYP)
YTBEPXIARO
[TpopekTop mo yuebHOM paboTte
I1. E. Tposin
« » 20 r

®OH/T OLIEHOYHKIX CPEJICTB 10 YUYEBHOW JUCIIATIJIMHE
Jle/Ionpou3Bo/CTBO B COLMA/ILHOU paboTe

YpoBeHb 00pa30oBaHus: BbICIIee 00pa3oBaHue - DaKa/laBpHaT
Hamnpagnienne nmoarotoBku (crierjianbHOCTD): 39.03.02 ConpanbHasa padora
HaripaBnenHocts (mpo¢uns): ConuanbsHas padora

dopma obyueHUs: 3a09Hast

dakysnbreT: 3UuB®, 3a0uHbIii U BeuepHUi (paKy/IbTET

Kadenpa: UCP, Kadeapa ucropuu U conjua/IbHOH padoThI

Kypc: 4

Cemecrtp: 7

YuebHbIi 171aH Habopa 2012 roga

Pa3paboTumku:
— JIOLIeHT, KaHz. UcT. Hayk Kad. ICP Ka3akesuu JI. U.

3aueT: 7 cemecCTp

Tomck 2017
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1. BBegenue
®onp oreHouHbIX cpeficTB (POC) sBAsIeTCs MPUIOXKEHHEM K paboueid TIporpaMMe AMCIUTUIAHBI
(MpakKTUKW) U TIpeJCTaB/isieT COO0M COBOKYITHOCTb KOHTPOJIBHO-U3MEPHUTETbHBIX MaTepyuasioB (TUIIOBbIE
3a7iau (3aZjaHus1), KOHTPOJIbHBIE pabOThI, TECTHI U JP.) ¥ METOZIOB UX MUCIIOIb30BaHUs, MpefHa3HaueHHbIX
JUIs ©3MepeHUsi YPOBHSI JOCTKEeHHs CTYAeHTOM YCTaHOBJIEHHBIX Pe3y/IbTaToOB 00yueHwUs..
®OC mno gucuuividHe (TNpakTUKe) WCIOMb3yeTCsl TPU MPOBEAEHUM TeKYIlero KOHTPOJIS
yCreBaeMOCTH M IPOMEKYTOUHOM aTTecTalluu CTyJeHTOB.
[TepeueHb 3aKpeIyIEHHBIX 3a JUCLIUIIIMHOM (TIPAaKTHUKOH) KOMIIETEHI[WH MpUBeeH B Tabwie 1.
Tabnuiia 1 — ITepedeHb 3aKpeIIeHHBIX 3a JUCIUTUIMHON KOMIEeTeHLUN

Kog

dopMynMpoBKa KOMITeTeHL[UN

Otarbl opMHUPOBaHUST KOMIIETEHITUM

OIIK-4

"uTtepHet"

CrII0COOHOCTBIO UCTIONB30BaTh OCHOBHbBIE
METO/IbI, CTIOCOOBI U CPe/ICTBA MOy UeHHS,
XpaHeHus1, lepepaboTKu UH(GOpMALMK, HaBbIKK
pabOThI C KOMITBIOTEPOM KaK CPe/ICTBOM
yrpaByieHus: UHGopMaliviei, B TOM Uuc/ie B
HH($OPMaI[MOHHO-KOMMYHUKALIMOHHOW CeTH

L o/mKeH 3HaTh -
JlenornpousBozcTsa B PO - npasuia
JOKYMEHTUPOBaHUs1 TH(POpPMAaLUU U
JOKyMeHTO0000pOTa - OCHOBHBIE KaTeropyuu
Y TIOHATHS [1eJIONPOM3BO/ICTBA U
COL[MAJILHOTO YTIPABJIEHHUs - OCHOBBI
CTaH/lapTU3aluu B [1e/I0NIPOM3BO/CTBE. ;
ITomkeH yMeThb COCTaB/IATL, 00pabaThIBaTh,
XPaHUTh U 3alMIIaTh JOKYMEHTbI U
CoZleprKalllytocsi B HUX UH(OpMaLUIO. ;
[omkeH Bna/ieTh HaBbIKaMU PabOThI C
KOMITbFOTOPOM Kak CpeZiCTBOM yIpaB/IeHUs
vH(dopmMaliuel, B TOM Uuc/ie B
MH(POPMaLOHHO-KOMMYHHKAL[MOHHON
cetu «/IHTEpPHETY. ;

HOpMaTHUBHYO 0a3y

OO11e XapaKTepUCTHKH T0Ka3aresneld U KpUTepueB

NipYBeZieHbI B TabnuLe 2.

OlleHMBaHUA KOMHGTEHL[HFI Ha BCeX JTallaX

Tabsuria 2 — O61Me XapaKTePUCTHKH TOKa3aTe/iel ¥ KpUTepreB OLIeHUBAHUsI KOMIIETEHIIHIA T10 Taram

Tloka3zarenu u
KPUTEPUU

3HaTb

YmeTb

Bnagets

Ob6nagaet (hakTHUe CKUMHU
Y TeopeTHYe CKUMH
3HAHUSIMU B TIpeJiesiax
n3yJaeMoii 0bmacTy ¢

OTMMUHO (BBICOKMM
YPOBEHD)

OO6sasaeT AMArIa30HOM
MPAaKTUYeCKUX YMEHUH,
TpeOyeMbIX /ISl Da3BUTHS
TBOPUECKHX PELIeHHH,

KonTponupyet paborty,
TIPOBOJUT OLIEHKY,
COBEPILLEHCTBYET JelCTBUS
paboThI

TIOHMMaHWeM TPaHHUI] abcTparpoBaHus
MIPUMEHHUMOCTH nipobsiem
Xopotuo (6a30Bbiii | 3HaeT ¢dakThl, NpuHLUILI, | O6aaeT Arara30HOM BepeTt 0TBeTCTBEHHOCTH 3a

yPOBEHbB) TIPOLIeCChI, 00IIHe MpaKTUUeCKUX YMEHUM, | 3aBeplleHue 3a/au B
TIOHSITHS B TIpe/iesiax TpeOyeMbIX /JIsl pellieHrsT | UCC/IeI0BaHuUH,
r3yuaemoii obsactu orpe/ie/iIeHHBIX MPo0/IeM B | TIPUCIIOCA0/TMBaeT CBOe

o06sacTu ucce[0BaHUs TIoBe/IeHNe K
oOcTosiTeNIbCTBaM B
pereHUH TIpo6siemM

YnoenerBoputenbH | O6magaeT 6a30BLIMU OO6saiaeT OCHOBHBIMH PaboraeT nipu ripsiMmoM

0 (IoporoBbIi 00IMMY 3HAHUSMH yMeHUsIMH, TpeOyeMbIMU | HAO/TFOeHUH

YPOBEHbB) [JJ1s1 BBITIO/THEHUSI TIPOCTBIX

3ajay

2 Peanu3anus KOMIeTeHI[UH

2.1 Komnerenuusa OITK-4
OITK-4: crocoOHOCTBIO MCIOMb30BaTh OCHOBHBIE METO[bI, CITOCOOBI W Cpe/CTBa IOyUeHUs,
XpaHeHwus1, 1epepaboTKu MHGMOpPMAaILUM, HAaBbIKU pabOThI C KOMIIBIOTEPOM KakK CPeJCTBOM YIIPABJIEHMUS
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MH(pOopMaLiel, B TOM uKc/ie B MH(OPMAaLIMOHHO-KOMMYHHUKAL[MOHHOW ceTH "VIHTepHeT".

st popMHUpOBaHUsl KOMITETEHLIMM HEOOXOAMMO OCYIL|eCTBUTh Psifi 3TaroB. DTamnbl (JOPMUPOBaHUS
KOMITeTEHL|UM, TpUMeHsieMble /Ui 3TOr0 BHJbl 3aHATUM U HCIIO/b3yeMble CpefCTBa OLeHWUBAHMS
npe/icTaB/eHbl B Tabnutle 3.
Tabmuia 3 — Otanbl GopMUPOBaHKS KOMITETEHL[MH U UCTIO/Ib3yeMble CPeJiCTBA OLleHUBAHUS

Cpe/iCTBa MOJTyueHwUs,
XpaHeHwUs], iepepaboTKu
vH(opmaluy. 3HaueHne
JIOKyMeH-TOB B
yesioBeyeCKOM
Co00IIIeCTBE B 11€JIOM U B
JKU3HU OT[IeJIbHOTO
yesioBe-Ka, yUpexx/ieHuH,
OpraHu3aliui, uTo B
JIOKyMeHTax CoCcpe/io-
TOoueHa MHdOpMaLUs 0
paboTe Tex UM UHBIX
CTPYKTYp, UTO Ha OCHOBe
JOKyMeH-TOB
TIPUHUMAIOTCS
COOTBETCTBYIOLIHE
peliieHNsi PyKOBO/-CTBOM
Ka>)KJIOTO TI0Zipa3/esieHus B
nro0oi opraHu3arvu, 4yTo
BO MHOTHUX C/Tydasix
JIOKYMEHTBI SIBJISTFOTCSI
I7IaBHBIM apryMeHTOM U
OCHOBaHUEM [IJIs
TIPUHSTHUS )KU3HEHHO
Ba)XHOTO pelleHHs.
[omkeH 3HaTh
HOPMaTHUBHYO 6a3y
JleJIonpou3Bo/CTBa B PO,
rpaBU/Ia
JIOKYMEHTHUPOBaHUS
vH(opMaIu U
JIOKyMeHT0000poTa,
OCHOBHbIE KaTeropuu u
TIOHATHUS
JIeJIOTIPOU3BO/ICTBA

CocraB 3HaTb YMmeTb Bnagets
CopepxaHue [omkeH 3HaTb OCHOBHBIE | YMeTh MCII0J/Ib30BaTh Jo/mkeH BnageThb
3TaroB METO/IbI, CTIOCOOBI U OCHOBHbIE METO/bI, HaBbIKaMU pabOoThI C

CrIoco0Obl ¥ CpeficTBa
TIO/TyYeHHs1, XpPaHeHUs,
repepabOTKH
MH(opMaLy,
TIOArOTaB/IMBaTh
pa3/InyHbIe JOKYMEHTBI:
OpraHu3aljoHHbIe,
pacrnopsiguTeNnbHbIe,
rH(OpMaIMOHHO-
CTIpaBOYHbBIE, TI0 TMYHOMY
COCTaBy, yMeTb BeCTH
TIPOTOKOJT; OCYIL[eCTB/ISITh
JIOKyMeHTOOOopOT C
BHYTPEHHUMH,
BXO/ISIIIMU U
UCXOASIITAMU
JIOKyMeHTaMH, yMeTh
OpraHM30BaTh XpaHeHHe
JIOKYMEHTOB, TIPaBUIbHO
obparrarbcs ¢
JOKyMeHTaMH
OrpaHUYeHHOT0 JJOCTYyTIA.
YMeTb KOPPEKTHO
WCII0/Th30-BaTh
rpogeccroHaIb-HYIO
TePMUHOJIOTHIO

KOMITBFOTOPOM KakK
Cpe/CTBOM YTIpaBJIeHUs
vH(opmaiiuel, B ToM
yucse B MHPOPMaL[MOHHO-
KOMMYHUKal[MOHHOW CeTH
«/IHTepHeT».

Bunbl 3aHATHI

* lHTepakTUBHBIE
TIpaKTUYeCKUe 3aHATHS;
* [IlpakTnueckue
3aHATUS;

* Jlekuuuy;

* CamocTrodTesbHas
paborta;

* IloaroroBka u caua
JK3aMeHa / 3aueTa;

* NHTrepakTuBHbIE
TpakTUYeCKUe 3aHATHUS;
 IlpakTuueckue
3aHATUS;

* Jlekumuu;

* (CamocrosiTe/ibHast
pabora;

* TloaroroBka u caua
JK3aMeHa / 3ayeTa;

* lHTepakTUBHEBIE
TpaKkThYeCKue 3aHsATHS;
* CamocTrosTe/bHas
paborta;
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Wcnons3yemsble
cpeacTBa
OLleHVBaHUs

* KonTtposnbHas pabora;
* Onpoc Ha 3aHATHsX;

* BeicTyrinenue (goknag,
) Ha 3aHATUY;

* KoHcriekT

* KoHrposnbHast pabora;
* Onpoc Ha 3aHATHUSX;

* BeicTynienue (foK1az
) Ha 3aHATUY;
* KoHcnekr

* BricTynnenue (goknazn
) Ha 3aHSITHH;
* 3auert;

CaMOTIO/IFOTOBKY; CaMOITO/ITOTOBKH;
* Tecr; * Tecr;
e 3auerT; * 3auer;
dopMynMpoBKa TIOKa3aTe/ell M KpUTEpUeB Ol[eHWBaHUSl [JaHHOW KOMITETEHIIMU TpUBeJeHa B
Tabmumie 4.
Tabsuria 4 — TTokasaTesu U KpUTEPUU OLIEHUBAHUSI KOMIIETEHI[UM Ha 3Tarax
CocraB 3HaThb Y™meTb Bnagets
OTtnnuHO * e« MeeT * + CcBOOOJHO TIPUMEHsIeT | * * CBOOO/HO BafieeT

(BBICOKMI YPOBEHb)

Tipe/iCTaB/ieHre O
3HAYeHUH JJOKyMEHTOB B
JKU3HU 00111eCTBa *
OCHOBHbIE METO/IB,
Crioco0bI U cpefcTBa
TIO/TyYeHuUs], XpaHeHus],
nepepaboTKH
vH(MOpMaIK * UMeeT
Tipe/iCTaBJieHre O
HOPMaTHBHOM
obecrieueHnu cepsl
JIeJIONIPOU3BO/ICTBA TIPH
JOKYMEHTUPOBAHUU U
JIOKyMeHT000bopoTe ;

3HAHUSA [I/IsI CO3/IaHUS
JIOKYMEHTOB * CBOOO/IHO
WCII0/Ib3yeT OCHOBHBIE
METO/IbI, CITOCOOBI U
Cpe/iCTBa MOJ/TyueHHUs,
XpaHeHus1, mepepaboTKu
MH(pOpMaLUK * yMeeT
IPaMOTHO U
apryMeHTHPOBaHHO
WCTI0/Ib30BaTh
HOPMaTHBHYIO 0a3y,
pa3paboTaHHyto B PO
TIPUMEHUTeHHO K chepe
J1eJI0TIPOM3BO/ICTRA ;

pa3HBIMU CII0OCOOaMU
ripe/iCTaB/IeHuUst
vHopMaLuy, ee
COXpaHeHHsI U 3aL[UTHI *
CBOOO/JHO BazieeT
HaBbIKaMH pabOThI C
KOMITBFOTOPOM, Kak
CpeZCTBOM YTIPaBJIEHUSI
vHbopMalyel, B ToM
yucse B UHGoOpMa-
[UOHHO-KOMMYHHKa-
LIMOHHOM CeTH
«HTepHeT». ;

Xopotiio (6a30BbIii

¢ ¢ JIOHUMaeT

¢ ¢ CaMOCTOATe/IbHO

¢ * KpUTHUUYEeCKHU

YPOBEHb) HEe0OX0IMMOCTh 3HAHUS 10/J0MpaeT ¥ TOTOBUT OCMBIC/IUBaeT
OCHOBHBIX METO/IOB, MaTtepuan Jjis CO3/jaHusl | TOJyuYeHHble 3HAHUS; *
crioco0oB U CpefiCTB Pa3/IMUHBIX BU/IOB KOMITIETeHTEH B
TIO/TyYeHHs1, XpaHEHUS, JIOKYMEHTOB, yMeeT Pa3/IMYHbIX CUTYalUsIX,
niepepaboTKH KOPPEeKTHO BbIpa)kaTh U CBsI3aHHBIX C CO3/IAHHEM,
uH(OpMaluy, apryMeHTUPOBaHHO nepezfiavueli ¥ XpaHeHUEM
HeoOX0JUMOCTb 3HaHUSI | OOOCHOBBIBATh TOUKY JIOKYMEHTOB ;
HOPMAaTHUBHOTO 3peHus;
obecrieueHust B cepe
ZIeJIOTIPOU3BO/CTBA
TIpUMeHeHUst X Ha
TIPAaKTHKE TPU
JOKYMEeHTHUPOBaHUU U
JIOKyMeHT0000poTe ;
YIOBNIETBOPUTE/IbH | * 3T OIpe/e/IeHUsT * + yMmeeT paboTaTh CO * e BjajieeT
0 (TIOpOroBBIi OCHOBHbIX TTOHSITHIA; * CIIPAaBOYHOMN TEPMUHOJIOT e
YPOBEHb) BOCTIPOU3BOJAUT JIUTEpaTypo; * ymeeT rpeMeTHOM 061acTH
OCHOBHBIE (DaKThI, UZIeH; ; | TIPECTABIIATh 3HaHWS; * CoCco0eH
pe3y/bTaThl CBoel KOPPEeKTHO TIPe/ICTaBUTh ;
paboThI ;

3 TunoBble KOHTPOJ/IbHBbIE 3aJaHUA
s peany3alliy BhIIIETIEPEUNC/IEHHBIX 3a7jau 00yUYeHHsl MCIOJb3YIOTCSI TUIIOBbIE KOHTPOJIbHBIE
3a/laHYsI WK WHBIe MaTepHhasibl, HeoOXOAUMbIe /IJisi OLIEHKU 3HaHWM, YMEHHWH, HaBBIKOB W (WJTH) OIbITa
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JesiTe/IbHOCTH, XapaKTepU3yHIIUX JTarbl  (OPMUPOBaHUS KOMIIETEHIIMM B TpoOLjecce OCBOEHHs
oOpa3oBare/bHOM MPOrpamMMbl, B C/IeYIOIIIeM COCTaBe.

3.1 Bonipocbl Ha CAaMOIIOATOTOBKY
— OcobeHHOCTH OGHLIMANTBEHO-/IeIOBOTO CTU/IsSL. YTIOTpebsieHre TPOIMCHBIX W CTPOYHBIX OYKB.
[TosHble U COKpallleHHble Ha3BaHWs LieHTpajbHbIX OPraHoB (e/lepaJlbHOM HWCIOJHUTE/BHOU B/IACTH.
Hawubonee ynorpebutenbHble cokpartieHusi cioB. OdopMieHue aT v Yrcesl B JOKyMeHTax.

3.2 TecToBBIe 33/jaHUA

— TecTbl 7151 MPOMEKYTOUHOTO KOHTPOJISI YCIIeBaeMOCTH 0 JUCLMIVIMHE «/lenonpon3BoACcTBO»
1. PekBU3UT JOKyMeHTa - 3TO: Bribepute ofvH M3 5 BapuaHTOB OTBeTa: 1) 00s3aTe/ibHBINA 371eMEHT
odopmsieHHsT JOKyMeHTa; 2) YacTb CIyXeOHOro mucbMa; 3) gupMeHHbIM OraHK; 4) obOumii OmaHK; 5)
O/1aHK crierrasbHOro I0KyMeHTa. 2. 1esiornpon3Bo/CTBO - 3TO: BribepuTe ofuH 13 5 BapuaHTOB OoTBeTa: 1
) cucTemMa XpaHeHUsl [JOKYMEHTOB; 2) COCTaB/ieHUe 0KYMEeHTOB; 3) JOKyMeHTHUPOBaHHE W OpraHU3aLius
paboTel C AOKyMeHTamu; 4) AOKyMeHThI T0 OAHOMY BOMPOCY, TOALIMTbIE B TAarkKy; 5) CHUCTeMa
perucTpanuy 0KyMeHTOB. 3. BO3MO)KHBIM HaUMEeHOBaHMEM CTPYKTYPHOTO To/jpa3zeneHus ciayxoel 10Y
He siBisieTcsi Boibepure oguH U3 5 BapWaHTOB OTBeTa: 1) yripaBjieHWe [enamu; 2) oOumii othen; 3)
KaHIenspust; 4) ceKpetapuar; 5) oTaen KagpoB. 4. 3aKOHUMTe HauyaToe IpejjiokeHue: JJoKkyMeHTo000poT
- 3TO [BI)KEeHHE JOKYMEHTOB B OpraHW3alii C MOMEHTa WX CO3[aHWs WM TolydeHus Jo: Bribepute
OAVH U3 4 BapUaHTOB OTBeTa: 1) repejaud Ha HWCIOMHeHUWe; 2) TOALIMBKM B fleno; 3) 3aBeplleHus
VCTIOJTHEHUS WX OTIIPABKH; 4) 0 YHUUTOXKeHUsI TI0 akTy. 5. OpraHu3aiusi paboThl C JOKyMeHTaMH - 3TO
Beibepute ofuiH M3 5 BapuMaHTOB OTBeTa: 1) [JBW)KEHWE [JOKYMEHTOB B OpraHM3allid C MOMEHTa X
CO3/laHUs WM TIOMy4YeHUs] [0 3aBeplleHUs WCIIOJHEHWs] WM OTMpaBieHus 2) oOpraHusanus
JOKyMeHT0000pOTa, XpaHeHHs U UCIIO/Ib30BaHUs IOKYMEHTOB B TEKYIL[el [1eSITeTbHOCTH YUPEXKIeHusl. 3)
3anvch MHGOPMALMM Ha Pa3/IMUHbIX HOCUTEISIX 110 YCTaHOB/IEHHBIM TpaBuiaM 4) 0Tpacib [|esiTeIbHOCTH,
obecrieunBaroIiasi JOKyMEHTUPOBaHWE W OpraHW3aLui0 paboTbl ¢ O(UIMAIBHBIMK JOKyMEHTaMHu 5)
CBOMCTBO O(UIMA/NBHOTO [JOKYMeHTa, coo0IjaeMoe eMy [JeMCTBYIOL[UM 3aKOHO/AaTeTbCTBOM,
KOMIeTeHI[Meld M37aBllero ero opraHa U YCTaHOBJEHHbIM TMOpsJKoM ero odopmrienus 6.
[okymeHTHpOBaHMe - 3TO Bribepure ofvH M3 5 BapuaHTOB OTBeTa: 1) /BWKeHWEe [IOKYMEHTOB B
OpraHu3alyi C MOMEHTa MX CO3/laHUsl WM TIOJy4YeHHsl [I0 3aBeplleHus] UCTIO/IHeHUs] UK OTIpaB/ieHus 2)
opraHu3anys JOKyMeHT0000pOTa, XpaHeHHs U UCIIO/b30BaHUS IOKYMEHTOB B TeKyIllel /esTebHOCTU
yupexxgieHusi 3) 3anuch WHGOpPMAIMM Ha pa3/MUHbIX HOCUTENSIX TI0 YCTAHOB/IEHHBIM TipaBWiaM 4)
OTpacib JleATeJIbHOCTH, obecrmeurBamoljasi JOKyMEHTHPOBAHHWE W  OpraHu3anui  paboTel  C
o¢uIMaTbHBIMU JOKYMEHTaMH 5) CBOMCTBO O(UIIMAaIBHOTO JOKYMeHTa, CO00IaeMoe eMy /1eHCTBYIOIINM
3aKOHOZATeNbCTBOM, KOMIeTeHLMell U3/aBIlero ero OpraHa MW YCTaHOB/IEHHbIM TIOPSIKOM €ro
odopmnenusi 7. FOpuauueckasi cuma JOKyMeHTa - 3T0 Beibepure ofuH M3 5 BapuaHTOB OTBeTa: 1)
JBIDKEHHe [OKyMEHTOB B OpraHv3allid C MOMEHTa WX CO3[,aHUs WM TI0/lyuyeHHusl /10 3aBeplleHusi
WCTIOJTHEHUS] WM OTIIpaB/eHWs 2) OpraHu3auysi JOKyMeHTOOOOpOoTa, XpaHeHWs ¥ WCIIOb30BaHUs
JIOKYMEHTOB B TeKYyll[el JesaTelbHOCTU yupexeHus 3) 3amuch MHPOpPMaLMM Ha pa3/IMYHbIX HOCHUTESX
10 YCTAHOBJEHHBIM TMpaBUiaM 4) OTpac/ib JesTeNbHOCTH, ObOecrieyuBarolasi [JOKyMeHTHDOBaHHE U
opraHu3aluio paboTbl C OGUIMATBEHBIMU JIOKYMEHTaMU 5) CBOMCTBO O(UIMATBHOTO JAOKYMEHTa,
coo0ijaeMoe emy [JeMCTBYIOIIMM 3aKOHOZAATe/bCTBOM, KOMITeTEHIL[Mel W3[aBIlero ero OopraHa u
yCTaHOBJIEHHBIM TIOPsiIKOM ero oopmienus 8. @yHKIMM JOKYMEHTOB ObIBarOT BribeprTe HeCKOJTBKO U3
5 BapvaHTOB OTBeTa: 1) mpocTble 2) c/okHbIe 3) o0ume 4) WHCTPYKTHBHBIE 5) crieljuasbHble 9.
HokymeHT - 3T0 BpiOepute opuH u3 6 BapuaHTOB OTBeTa: 1) 3TO 3anuch MHGOPMALIMK HA pa3TMYHbBIX
HOCHUTE/ISIX TI0 YCTAHOBJIEHHBIM TMpaBWwiaM 2) o0si3aTesbHbIN 3/1eMeHT OoQopMieHHs O(UIaTBLHOTO
JOKyMeHTa 3) 3aUKCUMpOBaHHasi Ha MarephajbHOM HOCUTesle HWHGOPMAalLMsi C pPeKBU3UTAMU,
TIO3BOJISIIOLUMU  ee UAeHTU(ULIMPOBaTh 4) CUCTeMaTU3UPOBaHHBIA IlepeueHb HaWMEeHOBAaHUN [iefl,
3aBOJIMMBbIX B OpraHM3aliiM, C yKa3aHWeM CPOKOB WX XpaHeHusi, O0hOpMJ/IeHHbII B yCTaHOBJIEHHOM
nopsiike 5) CBOMCTBO OQUILIMAABHOTO JOKYMeHTa, cooblijaeMoe eMy [eMCTBYIOLUM 3aKOHO/aTe/TbCTBOM,
KOMITeTeHIMel U3/aBllero ero opraHa U yCTaHOB/EHHbIM TOPSiAKOM ero odopmieHus 6) COBOKYITHOCThb
3HaHWM, HEeOOXOAMMBIX [is Hajjie)kalledl MeperucKyd 1mo ToproBeiM fenam 10. OCHOBOV opraHu3aliu
nenornpon3sBozctBa B XVIII Beke B Poccuu 6bi1 BeiOepuTe ofuH M3 5 BapyHaHTOB OTBeTa: 1) TIPUHIIUII
e/IMHOHaYa/IMs 2) KOJIjieruaabHbIN TIPUHLIKTT 3) TIPUHLIUIILI KOJIJIETUATbHOTO U €IMHOJIMYHOTO YTIpaBIeHUs
YeTKO He pa3rpaHUuMBa/IMCh 4) a/MUHUCTPATUBHBIA TIPUHIUIT 5) coro3HbIN npuHimn 11. KomMmepueckasi
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KOPpeCIoH/ieHIUsI - 3To Bribepure oavH u3 6 BapuaHTOB OTBeTa: 1) 3TO 3amwch WHGOPMAILMU Ha
pa3/IMYHbIX HOCUTENSX TI0 YCTAaHOBJEHHbIM TIpaBUIaM 2) o0si3aTesbHBINA 37eMeHT ohopMIIeHUs
oduianbHOrO JOKyMeHTa 3) 3aMKCcMpoBaHHas Ha MaTepuaJbHOM HOcuTesne WHGoOpMalys C
PEKBU3UTAMHM, TIO3BOJSIIOLIMMHU  ee  WJeHTU(PULMpPOBaTb 4) CUCTeMaTU3UMPOBaHHBLIM IepeyeHb
HalMeHOBaHHWH [ieJl, 3aBOIMMBIX B OpraHu3aljiM, C yKa3aHWeM CPOKOB UX XpaHeHUs, O()OPM/IEHHBIA B
yYCTaHOB/IEHHOM TIOpsiIKeé 5) CBOWMCTBO OGUIMAIBHOTO /IOKYMeHTa, CcoollijaeMoe emy JelCTBYIOL[UM
3aKOHOZATebCTBOM, KOMIIeTeHLel M3ZaBIero ero OpraHa M YCTaHOBJIEHHBIM IIOPSJKOM €ro
oopmieHust 6) COBOKYITHOCTb 3HaHWH, HeOOXOAUMBIX ZIJisi HajijlesKallleli TiepernycKy 10 TOPrOBbIM JiejiaM
12. OcHOBO¥ opraHU3aIvy [1eJI0TIPOU3BOAICTBA B MPHKa3HOU nieprof, B Poccun 6w BeibepuTe opuH U3 5
BapUaHTOB OTBeTa: 1) TMPUHLMII eJWHOHA4Yalusi 2) KOJJIeTUaJbHbld TPUHLMI 3) TPUHLMIILI
KOJ/UIETMA/IbHOTO Y e[IMHOJIMYHOIO YIIpaBJ/IeHWs] YeTKO He pasrpaHuuMBalvCh 4) aJMWUHHACTPAaTHBHBIN
MIPUHLIMIT 5) CcOr03HBIM NpyHLMN 13. OCHOBO OpraHv3alyy [1efI0NpPOX3BO/ACTBA B MUHUCTEPCKUN TTEPUO/,
B Poccuu Ob1 BeibepuTe ofvH M3 5 BapUaHTOB OTBeTa: 1) MPUHIIMI eJUHOHAYa/INs 2) KOJIJIerdaabHbIA
MIPUHLIUI 3) TIPUHLIMIIBI KOJJIETUATIbHOTO U €JUHOMYHOIO yTpaBieHHs YeTKO He pa3rpaHUuuBaIuch 4)
aJMUHUCTPAaTUBHBIM MNPUHLMN 5) COFO3HBbIM mpuHLMN 14. CHcTeMbl OpraHU3alvy [1e/I0MPOM3BOACTBA
BribepuTe HeCKONMbKO W3 5 BapMaHTOB OTBeTa: 1) aJMUHUCTPATHBHbIE 2) IIeHTPa/JU30BaHHbIE 3)
KOMMepueckve 4) 4YaCTHUUHO-L|eHTa/Ju30BaHHble 5) JeLieTpanu3oBaHHble 15. [loKymeHThl 1O ¢opme
TipeZiCTaB/IeHrs1 KnaccupULMpyroTcsi BoibeprTe HeCKOMbKO M3 8 BapHaHTOB OTBeTa: 1) UHIUBHUAYa/bHbIe
2) BHyTpeHHMe 3) BHelllHUe 4) TpadapeTHble 5) pocTbie 6) coKHbIe 7) aHKeTHble 8) Tumnosble 16. ITo
IOPUIUUeCKON cujie JOKYMeHThl KiaccuuuupyroTcss BribepuTe HecKolbKO U3 5 BapuaHTOB OTBeTa: 1)
00BIUHbIE 2) CeKpeTHbIe 3) MO/IMHHBIE 4) TIOAJIOKHBIE 5) /s cay>xeOHOTO mosib3oBanust 17. B Poccuu
OpraHbl TOCy/JapCTBEHHOM B/IaCTH OPraHU3yHOT paboTy 10 BOMPOCaM /ieJIoNpOor3BO/ICTBa uepe3 Bribepure
HeCKOJIbKO U3 5 BapuaHTOB oTBeTa: 1) ['opoackue u nocesnkoBble coBeThl 2) ['0CyapCTBEHHYH0 apXUBHYHO
cnyx6y P® 3) Komurer mo Hagzopy 4) Komurer P® mo craHgaptuzanmu 5) MunucrepctBa 18. B
ETCOOY BeIfeNSIOT CAeqyrolfde HarpaBieHUs BbiOepuTe HeCKOJIbKO W3 8 BapuaHTOB OTBeta: 1)
co3faHue o01ieil Mo/iesid TIOCTPOeHUs JOKyMeHTOB 2) paljiOHa/ibHasi OpraHu3aliys JOKyMeHToo00opoTa U
TeKyll[ero XpaHeHWs Jen 3) yHUMKALMsg U CTaHAapTH3alus JOKyMeHTOB 4) aBTOMaTv3alusi U
MeXaHMu3alusi TpyAa 5) CTabWUIbHOCTH TpeOOBaHWM K J[OKyMeHTaM 6) COKpallleHWe uuc/ia BH/OB
JOKYMEHTOB 7) SKOHOMMKA W OpraHu3aliisi Tpyza [e/I0NpOU3BO/ICTBEHHOTO MepcoHana 8) eauHoobpasue
dopm gokymenTtoB 19. OcHoBHble TNpHUHIMNBI TIpu pa3paborke YCJ Bribepute Heckonbko u3 10
BapMAHTOB OTBeTa: 1) co3maHue 001Ijeil Mofiesv MOCTPOeHUsT JOKYMEeHTOB 2) palMoHa/IbHasi OpraHu3aryst
JOKyMeHTO0O0OpOoTa U TeKylllero XpaHeHUsi fies1 3) YHU(UKALMs U CTaHAapTH3alusi JOKYMeHTOB 4)
aBTOMAaTH3alvsi U MeXaHHW3alus TpyAa 5) CTaOWIBHOCTh TpebOBaHMI K JOKyMeHTaM 6) COKpalleHHe
yKc/ia BUJIOB JOKYMEHTOB 7) SKOHOMMKA M OpraHu3alysl Tpyza [elorpor3BOACTBEHHOIO NepcoHana 8)
equHOOOpasre ¢opm JOKymMeHTOB 9) WH(GOPMAaTUBHOCTb, SKOHOMHUHOCTH 10) compekeHue C
JEMCTBYIOLIMMM CUCTEMAaMM KjJacCUpUKanuu W kogupoBaHusi 20. YHUULIMpOBaHHas CUCTeMa
JOKyMeHTal[u BwibepuTe onvH W3 4 BapuaHTOB OTBeTa: 1) (dopMa HOPUAMUECKOTO 3aKperuieHHUs
TIpoBe/leHHON YHUGUKAIMKU 2) CUCTEMBI TOJIOXKEeHUH, Ompe/e/stoliX OCHOBHBIe TpaBuWia paboThbl C
JOKyMeHTaMu B OpraHu3aiusx 3) COBOKYMHOCTb B3aUMOYBSI3aHHbIX YHU(MHUIMPOBAHHBIX (opM
JIOKYMeHTOB, 00ecreunBarolx JOKYMeHTUPOBaHHOe TIpe/iCTaB/leHHe JaHHBIX B OMNpe/e/eHHbIX BHUaX
XO3HCTBEHHOUW [leATeNbHOCTU 4) 3aK/II0YaeTcsl B yCTAHOBJIeHWM enuHooOpa3us coctaBa W (opm
yrnpaB/ieHUYeCKUX JOKYMEHTOB, (PMKCUPYIOIIUX OCYIeCTB/IeHHEe OJHOTUITHBIX YIpaBIeHUeCKUX (PYHKLWN
u 3amau 21. CranpapTu3aiusi JOKyMeHTOB Beibepute ofuiH w3 4 BapuaHTOB oTBeTa: 1) dopma
IOPUIMUECKOTO 3aKpervieHusl TpOoBeJeHHOW YHUGUKalMKd 2) CUCTeMbl TOJIOXKEHWM, OMpeJesistolnX
OCHOBHBbIE TpaBW/Ia pabOThl C AOKYMEHTaMH B OpPraHM3alUsX 3) COBOKYITHOCTb B3aWMOYBSI3aHHBIX
yHU(DULIMPOBaHHBIX (POPM [JOKYMEHTOB, 00eCIieurBaroIuX JOKyMEeHTUPOBAHHOe TIpe/iCTaB/IeHre JaHHBIX
B OTpe/Ie/IEHHBIX BU/IaX XO3SHUCTBEHHOU JIeITeTbHOCTH 4) 3aK/TI0UaeTCsl B YCTAHOBIEHUH eJMHOOOpa3ust
coctaBa M (opM yIpaB/leHYECKUX [JOKYMEHTOB, (PUKCUPYIOIIUX OCYLeCTBeHHe OJHOTHITHBIX
yrnpaBneHdeckux GyHkuui u 3agau 22. EI'CJOY - Beibepute oguH u3 4 BapuaHTOB oTBeta: 1) dopma
IOPUIMUECKOTO 3aKpervieHusl TpOoBeJeHHOW YHUGUKalMKd 2) CUCTeMbl TOJIOXKEHWM, OMpeJesistolnX
OCHOBHBbIE TpaBW/Ia pPabOThl C AOKyMEHTaMH B OpPraHM3alUsX 3) COBOKYITHOCTb B3aWMOYBSI3aHHBIX
yHU(DULIMPOBaHHBIX (POPM [JOKYMEHTOB, 00eCIieurBarolux JOKyMEeHTUPOBAaHHOe TIpe/iCTaB/IeHre JaHHBIX
B OTpe/Ie/IEHHBIX BU/IaX XO3SHUCTBEHHOU JIeITeTbHOCTH 4) 3aK/TI0UaeTCsl B YCTAHOBIEHUH eJMHOOOpa3ust
coctaBa M (opM yIpaB/leHYECKUX [JOKYMEHTOB, (PUKCUPYIOIIUX OCYLeCTBeHHe OJHOTHITHBIX

CornacoBaHa Ha noptane Ne 13024 20



yTpaB/ieHYe CKUX MYHKIUH U 3a7au 23. YHauduKaiys - Beibepute ofviH 13 4 BapuaHTOB OTBeTa: 1) dhopma
IOPUIMUECKOTO 3aKpervieHusl TpOBeJeHHOW YHU(UKalMKd 2) CUCTeMbl TIOJIOXKEHWW, OIpeJesistolX
OCHOBHBIE TpaBWia pabOTbl C /IOKyMEHTAMU B OpraHW3arusx 3) COBOKYITHOCTh B3aMMOYBSI3aHHBIX
yHU(DULIMPOBaHHBIX (POPM [JOKYMEHTOB, 00eCIieurBaroIuX JOKyMEeHTUPOBAHHOe TIpe/iCTaB/IeHHe JaHHBIX
B OTpe/Ie/IEHHBIX BUJIaX XO3SUCTBEHHOU JIeITeTbHOCTH 4) 3aK/TI0UaeTCs B YCTAHOBIEHUM eJMHOOOpa3ust
coctaBa M (opM yIpaB/leHYECKUX [OKYMEHTOB, (PUKCUPYIOIIUX OCYILeCTBeHHe OJHOTHITHBIX
ympaBieHueckux QyHKIMM U 3a/1au

3.3 3auét

— 1. Ilonatve u ¢QyHKUMM [JOKyMeHTa. 2. [leslonpOU3BOACTBO: TMOHSITHE M OpraHU3aliOHHbIe
¢opmbl. 3. OTambl pa3BUTHS Jesonpou3BofAcTBa B Poccun. 4. XapakTepucTWKa HOPMaTHBHO-
MeTofuuecko 6a3bl [iesionpou3BoAcTBa. 5. [loHsTHe pekBU3UTa J0KyMeHTa. FOpuauueckasi cuma
JNOKyMeHTa. 6. YHUGUIMPOBAaHHBIE CUCTEMbI JOKYMEHTAIU: TIOHSITHEe, BUJBI, TIpenmyliecTBa. 7. Obime
npaBuia o(OpM/IeHHsI OpraHM3alOHHO-pacropsauTenbHbix AoKyMmeHToB (mo 'OCT P 6.30-2003). 8.
OcobeHHOCTH si3bIKa M CTH/SL O(GUIMANbHBIX [JOKYMEHTOB. 9. YcTaB opraHu3aljii: TOHSITHE, BU[PDI,
npaBwia cocrtapieHus. 10. TpeboBanus Kk odOpMIeHUIO JO/DKHOCTHOM WHCTpyKUuu. 11. Tlpuka3 1o
OCHOBHOW /[IeATe/IbHOCTH: TIOHATHe, TpeOOBaHMSI K cocTaBieHW0 W odopmieHuto. 12. IIpaBuma
odopmieHUs1 pacriopsbkeHU U ykazaHui. 13. OcobeHHOCTH o(opM/IeHHUS pellleHH U TOCTaHOBJIEHHM.
14. [enoBoe mucbMO: TIOHSTHE, BUABL, TpebOOBaHMS K cOCTaBjaeHHIO W odopmienuto. 15. ITporokorm:
TIOHSTHE U TpeboBaHus K opopmiieHnto. 16. ITpaBusia odopmienust akToB. 17. CripaBKa: TOHSTHE, BU/BI,
npaBuia opopmienus. 18. TpebGoBanusi K 0QOPMIEHHIO AOKTAHBIX U OOBSICHUTE/NBHBIX 3aliCcoK. 19.
[IpaBuna odopmrienuss Tenerpamm, TenegoHorpamMmMm U (akca. 20. TpyzoBoil [OroBop: TMOHATHE,
cozep>kaHue, ripaBuia odopmienus. 21. TpeboBanust K 0pOpMIEHHIO TTPHUKA30B T0 TMYHOMY COCTaBy. 22.
[TpaBusia cocraB/ieHuss ¥ OGOpPMJIEHHS] XapakTepucTUKd. 23. TexHomorusi paboThl € oOpalieHus MU
rpakziad. 24. Oco6eHHOCTH TIOATOTOBKH JOKYMEHTOB OrpaHHueHHOro foctyna. 25. [Topsifok o6pabotku
BXOZAIIUX, UCXOALLMX U BHYTPEHHUX JOKYMeHTOB. 26. OrnepaTvBHOe XpaHeHue J0KyMeHTOB. IIpaBuia
¢opmupoBaHus gen. 27. HomeHKnatypa Jen: NMOHATHE, BUJbl U MOPSIOK COCTaBieHus. 28. DKcrepTusa
L|EHHOCTU JOKyMeHTOB. [Topsijok nepefaun Jien B apXyB WM K YHUUTOXKeHHI0. 29. [1paBusa opopmiieHus
JOKyMEHTOB B TeKCTOBOM pezfiaktope Microsoft Word u Tabmunom niporjeccope Excel. 30. [Tpumenenue
CHUCTeM 37IeKTPOHHOT0 I0KyMeHT0000poTa.

3.4 TeMbl OIPOCOB HA 3aHATUAX

— 1. Beegmenue B yueOHbIE Kypc «/[lesornpou3BoacTBO »  [IpeaMeT  AWCIMIUTAHBI
«[enorpor3BoacTBo ». OCHOBHbIE KaTeropuu U MoHATUsL. DyHKIMK AOKyMeHTa. Buasl Kiaccudukaiuit
JIOKyMEeHTOB. BO3HMKHOBeHHWe U  pa3BUTHe OTeYeCTBEHHOIO  [1e/IoNpOM3BOACTBa.  PasButuhe
penonpousBoactea B Poccum B IX-XVII BB.: [OKyMeHTHpOBaHNe BHEIIHENOJIMTUYECKUX CBSI3el
JPeBHEPYCCKOTO TOCYZAPCTBa, Cy[AeOHBIX W TPa)KAAHCKO-TIPaBOBBIX OTHOIIeHWH. CKiaZibiBaHWe U
pasBUTHE TIPUKA3HOIO Jle/IONPOU3BOCTBA. [0OCyZapCcTBEHHOe pery1vpoBaHUe [1e/I0NpPOU3BOACTBA B
Poccum B XVIII- Hauane XX BB. Co3/jaHre HOPMaTUBHOM 0a3bl. MeToanueCckoe U HayYHO-TEXHHUUECKOe
obecrieueHure cdepsl Zie10Mpor3BoCTBa. PasButre aenonpousBozactea B PCOCP / CCCP B 1917-1990 rr.
KraccoBblli xapakTep CHMCTeMbl OpraHM3aliuM yIpaB/ieHus rocanrnapara u genonpousBojctsa B PCOCP.
[TpodeccroHanbHasi TOATOTOBKA [JOKYMEHTOBEJOB U CIIeI[Ma/IMCTOB [eJI0NPOM3BO/ICTBA B COBETCKU
niepro/. [Ipo6siemMbl pariioHa/M3al[iK YIIpaBaeHus U [1eIoTpou3BoACTBa. PaspaboTka «I'ocymapcTBeHHOM
CHCTeMBI JOKYMEeHTal[MOHHOTO obecrieuenus ynpasnenus» (I'CIOY). 2.Hopmatus-Hasi 6a3a JOKyMeHTa-
[[UOHHOTO obecrieue-HUsI yrpaB-JieHUs] B 00macTu coluanbHOM paboTtbl HopMaTMBHO-TIpABOBbLIE aKThI,
peryivpyoiie OTHOLIeHUsi B cdepe [eJIONIPOM3BOJCTBA M apXMBHOrO Jlefa.  Borpockl
JokyMeHTupoBaHusi B Konctutyuu Poccuiickoit @epnepanium, TpynoBom, ['parkjaHCKOM U Jp. KoAeKcax
PD. depnepanbhbie 3akoHbl «O6 wuHbOpMarmy, WHGOOPMALMOHHBIX TEXHOMIOTHUSX W O 3alluTe
uHbopmarum» (2006 1), «O rocymapctBeHHOM si3bike Poccuiickont ®epepauun», «O Tmopsigke
paccMOTpeHus oOpallieHui rpaxkaan». Metoauueckre pa3paboTKu 110 Aiesionpou3BocTBy PocapxuBa PO.
HesitenbHOCTE  Bcepoccuiickoro  Hay4yHO-MCC/Ie0BaTe/IbCKOTO  UHCTUTYTa [JOKYMEHTOBEJeHUsi U
apxuBHoro gena (BHUUIA/). AAMUHUCTpAaTHMBHAs U YrojiOBHAasi OTBETCTBEHHOCTh 3a HApyIIEeHUs B
chepe penonpousBosacTBa. 3. JloKkymeHTHpoBaHMe WHdopmauuu. TpeboBaHusi K 0ohOpMIeHUIO
JIOKyMEHTOB B COLIMa/bHBIX yupexzaeHusx FOpuauyeckoe 3HaueHHe AOKyMeHTa. [loHSTHE «PeKBU3UT
JOKyMeHTa». YHU(ULMPOBaHHble CHUCTEMbl JOKyMeHTaluu. [loHsiTue W BUAbI YHHU(ULIMPOBAHHBIX
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cuctem. Cranzaptusaiusi AoKymeHTOB. [lpaBuna odopmienus pekBusutoB. 'OCT P 6.30 — 2003
«YHUULIMDOBaHHasi CUCTeMa OpraHU3allMOHHO-PacTIOpsIUTe/bHON /ToKyMeHTaluuu. TpeGoBaHus K
oopM/ieHUI0 JOKYMEeHTOB». PeKBU3WUTHI 3aro/ioBOYHOM, cofepykaTelbHONW U odopmiisitolieii uvacTeit
JOKyMeHTa, mMpaBuia ux odopmieHus. [loHsTHe «O/aHK AOKyMeHTa». Bubl 0/aHKOB. PeKBU3WTHI
0/71aHKOB, BapyUaHThl UX pacronoykeHus. OpraHu3alOHHbIe JJOKYMEHTBI: YCTaB OpraHU3al[iH, OCHOBHbBIE
BU/IbI, TpaBUIa cocTaBieHus. [lono)keHre 00 opraHW3aliy, CTPYKTYPHOM TIOfipa3fie/ieHHH, OCHOBHBIE
TpebOBaHUSI K COCTaBleHHI0 W odopmieHut0. VHCTPYKIMM, [JO/DKHOCTHBIE WHCTPYKI[UHM, OCHOBHBIE
TpeboBaHUsI K COCTaB/eHUI0 U odopmieHnto. OpraHu3aljMOHHbIe KaJpOBbIe JOKYMEeHTHI (CTPYKTypa U
LITaTHasi YAC/I€HHOCTh, IITaTHOe pacnucanue). PacrnopsauTenbHble AOKYMeHTHI. [IpyvKa3 mo OCHOBHOM
JiesiTeNTbHOCTH, PAcIiopsbKeHUe, yKa3aHue, pellleHue: TpeboBaHUsl K ux odopmienuto. MHpopMaloHHO-
CIpaBOYHbIE JOKYMeHThl. [IpOTOKO/M (MOHBIM M KpaTKWMK), BUABI aKTOB, TMpaBW/a UX COCTaBIEHUS U
otdopmnenusi. TlpenyokeHre Kak WH(GOPMALMOHHO-CIIPABOYHbIN [JOKyMeHT. [loKnafHasi U Ciy>keOHast
3aITMCKYW, OOBSICHUTENbHAsT 3alliCKa, CIpaBKa W CBOJKA, 3aK/IOUeHHWe W OT3bIB. [JOKYMEHTHI,
repeJjaBaemMble 10 KaHasiaM 3/1eKTPOCBSI3U: TellerpaMma, TesiepoHorpamma, tenedakc (akc). JJoKkymeHTbI
10 JIMYHOMY cocTaBy. [ToHATHe «IepCcOHa/bHBIE JaHHBIE», 00Ias XapaKTepUCTUKA U OCOOEHHOCTH
pabotel ¢ HUMU. [JJoKyMeHTHpOBaHMe paboThl ¢ mepcoHanoM. KazpoBas JOKyMeHTalUs:
OpraHU3allMOHHO-TIPABOBbIE TOKYMEHThI (MpaBW/ia BHYTPEHHEro TPYAOBOIO pacropsiika, TPYZAOBOM
JI0OTOBOD), TIepCOHa/IbHasA JOKyMeHTalus (TpyZoBasi KHI)KKa, IMYHbIM JIUCTOK 10 yUeTy KaJpoB, pe3toMe 1
XapaKTepUCTHKa, aBToOuorpadus). PacnopsiuTenbHasi KaipoBasi JOKyMEHTAIMsl — TPHUKa3 10 JIMUHOMY
cocraBy. PaboTa c oOpallleHUsIMU Tpayk[jaH — »Kao0bl, 3asiB/ieHus], Tpe//ioKeHus1. [lesoBasi riepernucka.
Knaccudukaiyist fenoBeIX MHCEM: MHCBMO-TIPOChDOa, 3arpoc, OTBeT, oOpalleHue, IOATBEPIKAeHHe,
u3BellleHHe, CooOIIleHre, TIpUI/allieHre, HarlOMUHaHWe, TpeboBaHHWe, 01aroflapHOCTb, TMO37paB/ieHUe.
WHudbopMalimoHHOe MUCbMO, TapaHTUMHOEe MUCHMO. SI3bIK U CTWIb O(ULIMATBLHON [1eI0BOU TepernucKu:
0cobeHHOCTH O(UIMaNbHO-/I/IOBOTO CTHWJIs, TIpaBW/a HalMCAHWS COKpAIlleHW# CJIoB, Ha3BaHWM,
YMCJTUTENBHBIX U JIp. JJOKyMeHTbI OrpaHU4eHHOro Joctyra. [Tpobiema nHboOpMaIiMOHHOM 6e30TacHOCTH
Y 3alliyThl MH(POPMALIMOHHBIX peCypCOB. YPOBHU KOH(UAEHLMaIbHOCTH WH(OpMAaLUM, Ha3HauYeHUe U
TUTIbI KOHPUAEHLIMAMbHBIX T0KyMeHTOB. PefiepanbHbiii 3ak0H «O rocyapcTBeHHOM TaiiHe» (1993 1), ero
OCHOBHBbIe T10/10’KeHus1 U 3HaueHusi. CocTaB/ieHUe U U3r0TOB/IeHHe JOKYMEHTOB OrpaHMYeHHOro J0CTyTa.
[Topsimok pabOTHI MCIIOTHUTEIEH C JOKYMEHTaMH OrpaHWYeHHOro Aoctymna. 4. OpraHu3anus CiayXObl
JOKYMeHTal[MOHHOTO oOecrieueHusi yrpaB/ieHus. TexHosmorus pabotel c gokymMeHTamu OOiiue
TpeboBaHus. OpraHr3alioHHbIe (GOPMBI CTY>KO: LIeHTpa/M30BaHHas, JelleHTpaM30BaHHasi, CMelllaHHasl.
TurioBble opraHU3allMOHHbIE CTPYKTYpbI: YIIpaB/ieHUe JejlaMH, KaHLle/sipusi, oOIIWi OT/en, ceKpeTapb
yupexkzieHusi. 3afaud U (GYHKI[UU CIyXOblI Je/10rnmpor3BocTBa. HopMaTHBHAsT peryiaMeHTaIusi CTy»KObI
Jle/Ionpor3Bo/icTBa. PaboTra ¢ BXOJSIIMMH, HUCXOASAIIMMUA WM BHYTPEHHHMH [OKYMEHTaMH: 3Tarlbl
00paboTKu, TOpsiZIoK paboThl. Perucrparus nokymeHToB. DOpMBI M BUZBI perucTparuu. KaproTekw,
MeTOJVMKU UX CO3[,aHusl U TIpUMeHeHus. [JOKymMeHTbl, He ToJJjie)xalide perucrpaluu. KoHTponb
WCTIOJIHEHUS] [OKYMeHTOB. llefb W YpOBHM KOHTpOJsA HaZ, JoKyMmeHTanuen. CpOKM HCIIOJHEHUs
JOKyMeHTOB. ITocTaHOBKa Ha KOHTPOJIb, ITIPOBEPKA X0/ia UCIIOJIHEHUs JOKYMeHTOB. 5. CucreMaTusalys 1
XpaHeHue JOKyMeHTOB CrcTeMaTu3alus U XpaHeHue JOKYMeHTOB. OrepaTuBHOe XpaHeHWe JOKYMEHTOB.
O6mme mpuHIMIBLI GopMUpoBaHUs Jiesl. HoMeHKnaTypa e/ opraHu3alvu: TIOHSTHEe «HOMeHKJaTypa
Jen» W Leau ee Co3JaHus. TUMoBble UM TNpPUMepHble HOMEHK/IATypbl. [lopsijok cocTaBneHust
HOMEHK/IaTypbl Jlefl. OKCIlepTH3a LIeHHOCTH [JOKyMeHTOB. OlleHKa 3HauvMMOCTU [OKYMEHTOB U
oripefiesieHNe CPOKOB xpaHeHUs. [ToAroToBka fien K nepeziaue B apxus. OcdopmiieHre JOKYMEHTOB U Jiefl K
YHUUTO)KeHUI0. 6. KoMIibloTOpHasi TIOATTOBKA [OKYMeHTOB. JlOKyMeHTOOOOpOT Ha KOMITbIOTOpe
OCHOBHBI€ 3Tarbl KOMITLIOTOPHOM TIO/ITOTOBKU ZIOKYMEHTOB B TEKCTOBOM pefiaktope Word: Habop TekcTa,
ero pefakTHpoBaHWe W QopmaTvpoBaHue. PaboTa ¢ JokymeHTamu B TabmuuHoMm mpoueccope Excel.
Vicnonb3oBaHWe 3/1eKTPOHHOM TabiMIlbl KakK (OpPMbI BeZieHHsT OTUeTHOCTH. CTaThcThueckass o0paboTka
JaHHbIX. CHcTeMa 3/1IeKTPOHHOTO JoKyMeHToobopoTa. CucteMa 3/71eKTPOHHOM perucTpaly JOKYMeHTOB
Y KOHTPOJIS1 UCTTO/THeHUs1. ABTOMaTU3UPOBaHHAs CUCTeMa B OpraHu3aliuy ABKEHUST JOKyMEHTOB BHYTPU
yupexxgeHus. Cucrema 3/1eKTPOHHOIO apXUBHOI'O XpaHeHUsI

3.5 Temnbl J0K/1a/10B
— CkazpiBaHve U pa3BUTHe TPUKA3HOIO [e/I0NpPOM3BOACTBA. [ 0CyiapCTBeHHOe pery/vpoBaHue
nenornpousBogacTBa B Poccru B XVIII- Hauane XX BB. Co3zaHye HOPMaTUBHOM 6a3bl. MeToapueckoe U
Hay4yHO-TeXHUUecKoe obecrieueHre cepsl Aenonpor3BoAcTBa. Passutre aenonpoussogctsa B PCOCP /
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CCCP B 1917-1990 rr. IIpodeccuoHanbHasi TOATOTOBKA [JOKYMEHTOBEJOB U  CIEI[Ma/MCTOB
JIeIOTIPOM3BO/ICTBA B COBETCKMM Tepuof. Pa3paboTka «[0cyaapCcTBEHHOM CHUCTEMBI JOKyMEHTAllMOHHOTO
obecrieuenus ynpasnerus» (I'CAOY).

3.6 TeMBbI KOHTPO/IbHBIX padoT
— 1. [TIlpaBuna odopmieHuss peKBU3UTOB «Agjpecar», «[loamuchk». 2. TexHosorus
JOKyMeHT0000pOTa B yUpeX/|eHUsIX U OpraHu3ariusx.

4 MeToanuecKue Marepuasibl
[nst obecrieuenus: npotiecca oOyueHMst U pelleHus 3afiau 0Oy4yeHUs! UCIOb3YHOTCSl CeAyHolue
MaTepuasbl:
— MeTOAMYeCKHe Marepuasbl, OIMpefessolie TMpoLeJypbl OLIeHWBaHUSl 3HaHWM, YMEeHUH,
HaBbIKOB U (W/IM) OMbITa [esTeJbHOCTH, XapaKTepU3YIL[UX 3Tarbl (POP-MUPOBAHHS KOMIIETEHLUM,
cornacHo 1. 12 paboyeii MporpaMMel.

4.1. OcHoBHas 1uTeparypa
1. Kysneuo M. H. [JokymeHTalMOoHHOe obecrieueHue YIIpaBjieHUs U [1eJIOTMPOW3BO/ICTBO:
yuebHUK 7151 6akanaBpos / Y. H. Ky3uernos. (I'pud MunobpHayku P®) — M.: U3garensctBo FOpaiit; N/
FOpatit, 2012. — 576 c. (Hanuuue B 6nbmoteke TYCYP - 5 3K3.)

4.2. lonosHMTe/IbHAA IMTEeparypa
1. KupcanoBa M. B. CoBpeMeHHOe [e/I0ONIPOM3BOACTBO: YueOHoe mocobue. 4-e uzg. (['pud
Muno6pHayku P®) — M.: UHOPA-M, 2011. — 312 c. (Hasmmuue B 6ubmioreke TYCYP - 5 3k3.)

4.3. O6s13aTe/ibHBIE Y4eOHO-MeToAHYeCKHe 0Co0us
1. [Oenompou3BoACTBO : YueOHO-MeToAWueckoe T0COOWe [yisi CTY[JEeHTOB HarlpaB/eHuUs
noaroroBkn 0OakanaBpuara 39.03.02 «CormanbHasi pabora» / Kasakesnu JI. M. - 2016. 20 c.
[DnekTpoHHBIM pecypc] - Pexxum goctyma: https://edu.tusur.ru/publications/6054, cBo6oAHbIH.

4.4. ba3bl JaHHBIX, HH(POPMAIMOHHO CTIPABOYHbIE U MOUCKOBbIE€ CUCTEMBI
1. - ayautopHbid GoOH/;
2. - doHIBI U pecypchl yueOHO-MeTOANUeCKOro KabuHeTa ryMaHuTapHoro dakynereta TYCYPa;
3. - KOMIIBIOTephbl
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