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

«TOMCKUI I'OCYIAPCTBEHHEBIV YHUBEPCUTET CUCTEM
YITPABJIEHVA 1 PAIVOSJIEKTPOHUKIN »

(TYCYP)
YTBEPXAHO
ITpopekTop 110 yuebHOI paboTe
II. E. TposiH
«__» 20 r

PABOYAS ITPOTPAMMA YUEBHOW IV CLINITJINHBI
JloKkyMeHTajMOHHOe o0ecIieueHne JesiTeIbHOCTH COLA/IbHOr0 paboTHHKA

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: 8

YuebOHbI 11aH Habopa 2014 roza

Pacripesenenue pabouyero BpeMeHH

Ne Bubl yueOHOM JesiTeTbHOCTH 8 cemecTp Bcero EayHuiib
1 Jlekuuu 6 6 yacoB
2 [IpakTryeckue 3aHATHA 8 8 4acoB
3 Bcero ayquTOpHbIX 3aHATUI 14 14 4yacoB
4 W3 HUX B UHTepaKTUBHOU (opme 4 4 4acoB
5 CamocrosiTesibHasi paboTa 157 157 4acoB
6 Bcero (6e3 3x3ameHa) 171 171 4yacoB
7 [ToaroroBka u caua 3K3aMeHa 9 9 4yacoB
8 OO011jast TPYZ0EMKOCTh 180 180 YyacoB
5.0 5.0 3.E

KoHtposbHbIe paboThl: 8 cemecTp - 2
OK3aMeH: 8 ceMeCTp

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

JIUCT COIVIACOBAHMIA
Pabouasi miporpamMMa cocCTaB/ieHa C ydeToM TpeOoBaHUl efepaabHOr0 ToCyAapCTBEHHOTO
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

HOuctpmHa  «[loKyMeHTal[ioHHOe obecrieyeHre JesTebHOCTA COLMaJbHOTO PpabOTHHKa»
(b1.B.[IB.5.2) otHOCUTCs K 6710Ky 1 (BapuaTHBHasi 4acTh).

[TpepuiecTByrOIMMY  AUCLMIVIMHAMY,  (DOPMUPYIOLMMU  HaudajbHble 3HaHUS, SIBISIOTCA
cefyole AUCLHUIUIMHBL: VH(popMalMoHHbIe TexHOMOruH, Jloruka, MeHeH)KMEHT HeKOMMepueCKHUX
opranusaumy, [1cuxosnorus, Cucrema conanbHOIO cTpaxoBanus PO.

[MocnepyromUMKU  JUCLUIIMHAMM  SIBJISIIOTCS:  [OCyAapCTBeHHbIE W MYHMLIMTIAIBHBIE CITY>KOBbI,
3aHATOCTh HaCe/IeHUs U ee pery/IMpoBaHue.

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 JUCLIMIUIMHBI COCTaB/sseT 5.0 3aueTHbIX eJUHMIILI W TIpe[CTaB/ieHa B
Tabmuie 4.1.
Tabsmura 4.1 — Tpy0eMKOCTb AUCIUTTAHBI

Buzibl yueGHOM /leATeIbHOCTH Bcero uacos CemecTpsl

8 cemecTp
AynutopHblie 3aHSTHS (BCEro) 14 14
Jlekuym 6 6
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[TpakTryeckue 3aHATHS 8 8
W3 HUX B UHTepaKTUBHOU hopme 4 4
CamocrosiTenbHasi paboTa (Bcero) 157 157
[ToaroToBKa K KOHTPOJIbHBIM paboTam 151 151
BrIrosiHeHre KOHTPOIbHBIX PaboT 6 6
Bcero (6e3 3k3ameHa) 171 171
ITogroroBka u cZjadya sK3aMeHa 9 9
OO0111ast TPYOEMKOCTD U 180 180
3aueTHble EquHUIIBI 5.0 5.0

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
-
s o g 2 z =
3 o I g < 32
)
Ha3Banus paszienioB JUCLUTIIMHBI 2 5 § g g § %
= 2 = g0 z £
= 2 <2 o 3
£ 3 k) & =
& | 2
= O
8 cemecTtp
1 1. BesjeHue B yueOHbIM Kypc 6 1 6 13 OIIK-4
«loKymeHTaIMOHHOe 00ecrieyeHre
JlesITe/TbHOCTH COLIMaIbHOTO paboTHHKa»
2 HopmaruB-Hasi 6a3a JOKyMeHTa-1LIMOHHOTO 0 2 35 37 OIIK-4
obecrieue-Hus yrpaB-jieHus B 00/1aCTh
CoL[Ma/IbHOU PabOThI
3 [JoKkyMeHTU-pOBaHWe WH-(hOpPMaLUHU. 0 2 40 42 OIlK-4
TpeboBaHust K 0)OPM-JIEHUIO TOKYMEHTOB B
COLMA/b-HbIX YUPeXX-[eHUsIX
4 OpraHu3a-1s CTy>KObI JOKyMeHTa- 0 1 28 29 OIIK-4
LMOHHOTO 0becrieue-HUs yTpaB-JIeHUs.
TexHosorusi paboThI C IOKyMeHTa-MU
5 Cucremaru-3aLus U XpaHeHue JOKYMEHTOB 1 18 19 OIIK-4
6 KoMnbroTOp-Hast MOAro-ToBKa JOKY-MEHTOB. 1 30 31 OIIK-4
ToKyMeHTO-000pOT Ha KOMIIbIOTOpe
Ntoro 3a cemecTp 157 171
Utoro 157 171
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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
CopepykaHue paszesioB JUCLUIUIMHBI 110 = > T
HaspaHus pasjesnos ACP pasa A - o &
JIeKLIUAM g S =
= 2 5
2 o' 9
= S
8 cemecTtp
1 1. BBeneHue B yueOHbBIN KypC 1. BezeHue B yueOHbIN KypC 6 OIlK-4
«JloKyMeHTaroHHoe obecrieuenrie | «JIOKyMeHTaI[IOHHOE obecrieueHme
JlesiTeIbHOCTH COLMabHOTO JlesiTe/TbHOCTH COLIMAIbHOTO pabOTHHKa»
paboTHHKa» [MpenqMeT AUCLIUATITMHBI

«loKkymeHTallMOHHOe o0ecrieyeHre
JIesITeJTbHOCTH COIMATbHOTO pabOTHUKA.
OcCHOBHBbIE KaTerOpuu U MOHSTHUS.
DyHKLMU JOKymMeHTa. Bujbl
K/IacCU(PUKALIUNA JOKyMEHTOB.
Bo3HuKHOBeHMe U pa3sBUTHe
0TeueCTBEHHOTO /1e/I0NPOX3BO/CTBA.
PasButne genonpounssozcrea B Poccun B
[X-XVII BB.: JOKyMeHTUPOBaHUE
BHEIIIHeIOJIMTUYEeCKUX CBSI3el
JIPeBHEPYCCKOTO TOCYapCTBa, Cy/1eOHbIX
Y TPaK,AaHCKO-TIPaBOBBIX OTHOLLIEHUH.
Ck/agpiBaHye U pa3BUTHE NIPUKA3HOTO
Jlenonpour3BoAcTBa. ['ocyapcTBeHHOe
peryapoBaHue [1e/IoNpor3BO/CTBA B
Poccuu B XVIII- Hauane XX BB.
Co3paHue HOpMaTHUBHOM 0a3bl.
MeTtoanueckoe ¥ HayYHO-TeXHUYECKOe
obecrieueHre cdepsl Zie/10MPOM3BO/CTBA.
Pa3sutue genonpoussozcrtsa B PCOCP /
CCCP B 1917-1990 rr. Knaccosslii
XapakTep CUCTeMbI OpraHu3alyy
ynpaB/eHHs rocarrapara 1
JesoripousBogctsa B PCOCP.
[TpodeccronanbHas MOAroTOBKa
JIOKYMEHTOBEe/|0B U CITeL[1auCTOB
[le7I0NIpOM3BO/CTBA B COBETCKUM MEepUo/,.
[Tpo6siemMbl palioHaMM3alN YIIPaBIeHUS
U Jleflonpou3Bo/cTBa. Pa3zpaboTka
«['ocynapcTBeHHOM CHUCTEMBI
JIOKYMeHTal[MOHHOT0 00ecrieueHust
ynpasnenus» (I'CIOY).2.Hopmarus-Has
6a3a JJoOKyMeHTa-LIMOHHOTO 0becreue-HuUs
yTIpaB-JieHust B 00/1aCTH COLMATbHON
paborsiHopMaTHBHO-TIPaBOBbIE aKThI,
pery/nvpytoliye OTHOLIeH s B cepe
JlelI0NpOM3BO/CTBA U apXUBHOIO Jiefa.
Bonpocs! 10KyMeHTUPOBaHUs B
Konctutyuuu Poccuiickoii @epepaiyu,
TpynosoM, ['parkjaHCKOM U [Ip. KOZleKcax
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P®. denepanbHbie 3aKoHBI «O0
MH(pOpMaLK, HTHPOPMAaLMOHHBIX
TEXHOJIOTUSIX U O 3aluTe MHPOPMAI[UK»
(2006 1.), «O rocyapCTBEHHOM Si3bIKe
Poccutickoit ®@enepaiyn», «O Tiopsijike
paccMoTpeHus 0OpalljeHri rpaXJaH».
MeToauueckue pa3paboTKu 1Mo
JenornpousBocTBy Pocapxusa PO.
[HesitenbHOCTH BCcepoccuiickoro HayyHo-
MCCJIe/l0BaTeIbCKOT0 UHCTUTYTa
JIOKYMeHTOBe/JIeHUsI ¥ apXUBHOTO fiejia
(BHUNOA]L). AgMyHUCTpaTUBHAS U
yTOJIOBHasi OTBETCTBEHHOCTh 3a
HapyleHus B cdepe
J1eJIOTPOU3BO/ICTBA. 3.
IlokymeHTHpOBaHUe UH(OPMALIVH.
TpeboBanust K 0pOpPM/IEHHIO JOKyMEHTOB
B COLIMA/IbHBIX YUPeXKIeHHUSIX
FOpuaryeckoe 3HaUeHUe JOKYMeHTa.
[ToHsiTHE «PEKBU3UT JOKYMEHTa».
YHu(pULMPOBaHHbIE CUCTEMBI
JoKyMeHTaluu. [ToHsSITHe U BU/IBI
YHUDULUPOBAHHBIX CHCTEM.
Crangapru3sanus JokymeHToB. [IpaBuna
odopmnenusi pekeusutoB. 'OCT P 6.30 —
2003 «YauuimpoBaHHasi cucTeMa
OpraHu3al[MOHHO-PACTIOPSIIUTE/TbHON
nokyMmeHTaruu. TpebGoBaHus K
0(hOpMJIEHHIO JOKYMEHTOB». PeKBU3UTHI
3aroJIoBOYHOM, cofiep>KaTe/bHON U
odopmrisitoLLeli yacTeli JOKyMeHTa,
npaBu/a ux opopmseHus. [ToHsTHe
«b/1aHK IoKyMeHTa». Byl 6/1aHKOB.
PekBU3UTHI O/TAHKOB, BAPUAHTBI UX
pacriosioxkeHusi. OpraHu3alioHHbIE
JOKYMEHTBI: yCTaB OpraHU3aliuy,
OCHOBHBIE BH/IbI, TIPaBU/Ia COCTAB/IEHUSI.
[MTonoxenre 06 opraHu3aLyy,
CTPYKTYPHOM TIO/Ipa3/ie/ieHnH, OCHOBHbIE
TpeOOBaHUS K COCTAB/IEHUIO U
odopmenuto. IHCTpyKLuH,
JO/DKHOCTHBIE UHCTPYKIIUH, OCHOBHbIE
TpebOBaHUS K COCTAB/IEHHIO U
odopmsiennto. OpraHu3al[MOHHbIE
KaZIpOBbIe JOKYMEHTHI (CTPYKTypa U
IITaTHasi YMC/IEHHOCTb, IITaTHOE
pacriicanue). PacriopsiauresibHbie
JnOKyMeHTHI. [IprKa3 1o 0CHOBHOM
JesiTe/TbHOCTH, PACIIOpsDKeHHe, yKa3aHue,
peliieHue: TpeOOBaHUS K UX
odopmenuto. MHdpopmaloHHO-
CripaBOYHbIe JOKyMeHThI. [TIpoTokon
(TIO/THBIN U KpPAaTKUii), BU/IbI aKTOB,
TipaBU/Ia UX COCTaB/eHUsI U 0(hOpMIIeHUS.
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ITpensioykeHre Kak MHPOPMaI[HOHHO-
CTIpPaBOUHBIN JOKyMeHT. JloK/iaiHast U
cty>keOHast 3aMUCKU, 00bCHUTETbHAS
3amnKCKa, CTipaBKa U CBO/IKA, 3aK/TFOUeHHe
1 0T3bIB. [IOKyMeHThI, riepe/jaBaeMble T10
KaHaJlaM 3/IeKTPOCBSI3U: TeJlerpaMMa,
TenedoHorpamma, Tesnedakc (dakc).
TOKyMeHTBI TI0 JITYHOMY COCTaBYy.
IMoHsATHE «TIepCOHabHBIE JAHHBIE»,
o011jasi XapaKTepUCTUKA U 0COOEHHOCTU
paboThl ¢ HUMH. [JOKyMeHTHPOBaHKe
paboTsl ¢ mepcoHaniom. Kazposast
JIOKyMeHTal[¥si: OpraHU3aliOHHO-
TIpaBOBbIe JJOKYMEHTHI (TIpaBUIa
BHYTPEHHET0 TPY/ZIOBOTO pacriopsiKa,
TPYZOBOI JOTOBOD), TIepCOHa/IbHast
JOKyMeHTalusi (TpyZoBasi KHIXKKA,
JTMYHBINA JTUCTOK TI0 YUeTy KaJpOB,
pe3roMe U XapaKTepPUCTHKa,
aBrobuorpadwus). PacropsigurenbHast
KaZIpoBast JOKyMeHTal[¥si — MPUKa3 110
miyHOMYy cocTaBy. Pabota ¢
oOpalleHus MU TpaXk/laH — Kalo0bl,
3asiB/IeHs], TIpe/yioXKeHus. [leoBast
niepernucka. Knaccudukaiys 1emoBbix
TMCeM: TIMCBMO-TIPOCK0a, 3arpoc, OTBeT,
obpaiiieHue, MOATBEPXKIeHHE,
u3BelljeHre, CO00IIeHre, TIPUT/IALlIeH e,
HarloMUHaHKe, TpeboBaHue,
GmarojapHOCTh, TIO3/IpaB/ieHue.
NHudopmaljoHHOe MMChbMO, FapaHTUHHOE
MUCBbMO. $SI3BIK ¥ CTH/Tb OULIMATBEHON
JIeJIOBOM TIepermcKu: 0COOeHHOCTH
o(uIManbHO-e/I0BOTO CTHISL, TIPaBUIIa
HarMCcaHUs COKpallleH!W C/I0B, Ha3BaHUM,
YHUCUTETBHBIX U AP. [JOKyMeHTHI
orpaHuueHHoro goctyna. [Tpobiema
vH(OpMaLMOHHOM 6e30MacHOCTH U
3aIUThl UH(OPMALIMOHHBIX PEeCYpPCOB.
YpoBHU KOH(UIEHITUATbEHOCTH
vH(OPMaLMK, Ha3HaueHWe U TUTTBI
KOH(W/IeHLIMa/IbHBIX JJOKYMEHTOB.
®enepasibHbIM 3aK0H «O
rocyzfapcTBeHHou TariHe» (1993 ), ero
OCHOBHBIE TI0JIO)KeHUsI U 3HAYeHHSI.
CocraByieHHe ¥ U3rOTOBJIEHHE
JIOKYMEeHTOB OTPaHUYeHHOTO ZI0CTYyTIa.
[Mopsifok paboThI UCTIONMHUTEEH C
JIOKyMeHTaMH OrpaHUUYeHHOTO J0CTyTIa.4.
Opranu3auysi Cy>KO0bl
JIOKyMEHTal[HOHHOTO 00ecrieueHust
yripaBienusi. TexHomorusi paboThl C
nokymeHntamu OO1mve TpeGoBaHMS.
OpraHu3aloHHbIe (hOpMbI CITYXKO:
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L|eHTpa/M30BaHHasl,
JlelleHTpa/IM30BaHHasi, CMelllaHHasl.
TurioBbie opraHU3aliMOHHbIE CTPYKTYPHI:
yTipaB/ieHue [ie/laMH, KaHL|e/spys,
001yt oT/eN, ceKpeTapb yupeKaeHusl.
3agaur v QYHKLMU CITYXKOBI
Jesioripou3BozcTBa. HopmaruBHast
pernamMeHTarLyst CTy>KObI
Jesioripou3BozicTBa. Pabora ¢ BXoAsAIIMMHY,
UCXOASIUMUA U BHYTPEHHUMHU
JIOKyMeHTaMU: 3Tarbl 00paboTKHy,
TOpsiIOK paboThl. Peructpauust
JOKyMeHTOB. ®OPMBI U BH/IbI
peructpanuu. Kaproreku, MeTOAWKA X
CO3[aHUs ¥ TIpUMeHeHus1. [JOKyMeHThbI, He
TroZijieXxaliye perucrpatii. KoHTposb
WCTIONTHeHUsT JOKyMeHTOB. Llenb 1
YPOBHHU KOHTPOJISI HaJ| JOKyMeHTaLel.
CpOKH UCTIO/THEHUS] JOKYMEHTOB.
[TocTaHOBKa Ha KOHTPOJIb, TPOBEPKa X0/ja
WCTIOTHEHUST JOKYMEHTOB. 5.
CucTemaTu3alysi U XpaHeHHe
JokymeHTOB CHCTeMaTH3aus 1
XpaHeHHe JJ0KyMeHTOB. OrepaTuBHOe
XpaHeHHe 0KyMeHTOB. O61mye
MIPUHLUIBI (POPMHPOBaHUS Jiejl.
Homenkatypa fes1 opraHusaLiyu:
TIOHSITHE «HOMEHK/IaTypa Jie/i» U Lie/iv ee
co3gaHust. TuroBbie ¥ IpUMepHbIe
HOMeHK/aTypsbl. [1opsiZiok cocTaBneHus
HOMEHK/IATyPhI Jie/l. DKCIepTh3a
L|EHHOCTH JJOKyMeHTOB. O1jeHKa
3HAUMMOCTH JIOKYMEHTOB U OTIpe/ie/ieHre
CpoKoB xpaHeHwusi. [TogroroBka fien K
riepesiaue B apxuB. OdopmaeHue
JIOKYMEHTOB U Jle/1 K YHUUTO)XKeHHI0.6.
KoMrmibroTopHasi MOArTOBKa I0KYMEHTOB.
ITokyMeHTO060pOT Ha KOMITBIOTOPE
OCHOBHBIE 3Tarbl KOMITBIOTOPHOM
TMO/ITOTOBKU JJOKYMEHTOB B TEKCTOBOM
penakTope Word: Habop TeKcTa, ero
peJakThpoBaHue U (hopMaTUpOBaHKe.
Pabota c joKymMeHTaMH B Tab/TMUHOM
niporjeccope Excel. Micnonb3oBaHue
3JIEKTPOHHOM TabO/MUILIBI KaK (hOPMBI
Be/leHus1 OTUeTHOCTH. CTaTUCTHUeCKast
obpaboTka JaHHbIX. CHCcTeMa
3/IEKTPOHHOTO JJOKyMeHT0000opoTa.
CucTeMa 3/1eKTPOHHOM perucTpaljiu
JIOKYMEHTOB 1 KOHTPOJISI UCTIO/THEHUSI.
ABTOMAaTH3UPOBaHHAsI CHCTEMa B
OpraHu3aly JBI)KEeHUSI JOKYMEHTOB
BHYTpH yupexkaeHus. Cucrema
3JIEKTPOHHOT'O aPXMBHOT'O XPaHeHUsI
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HToro 6

Wroro 3a cemecTp 6

5.3. Pazgenbl AMCHUIUTMHBI M MEX/UCIUII/IMHAPHBIE CBS3M C 00eCneurnBalIUMH (PeAbIAYIMMHI)
4 o0ecnieyrBaeMbIMH (MOC/IEAYHOIUMHU) AUCHHUIITHHAMHA
Pa3ziesibl JUCHIATIIMHBI M MEXXAUCIIUTUIMHAPHBIE CBSI3U C 00eCreuruBaromuMu (TpeabIIyIuMU) 1
obecrieuriBaeMbIMH (TTOC/IeAYIOLMMI) JUCIIUTUTMHAMH TIpeJCTaB/IeHb] B Tabmie 5.3.
Tabsura 5.3 - Paszesnbl AUCITUTUTUHBI M MEXIUCIUTTAHAPHBIE CBSI3U

Ne pa3zenoB JaHHOW AUCILUTUIMHBI, /1711 KOTOPBIX HE0OXOAUMO

HayMeHOBaHYe JUCLAIUIAH r3yueHre 0becrieunBarOIUX U 00eCreurBaeMbIX JUCLIATIIAH
1 2 3 4 5 6

[IpeniecTByroLIMEe JUCLUATITUHBI

1 udopmaloHHbIe TeXHOIOTUr +

2 Jloruka + +

3 MeHe,qx(M(UeHT HEKOMMepyYeCKUX + + N +

opraHusaLum

4 TIcuxonorus +

5 Cucrema coLMasbHOrO CTPaxXOBaHUS N N N N

P®

[Mocneaytoiye AUCLUTIIUHBI

1 T'ocyzmapcTBeHHbIe ¥ MYHULIUIIA/IbHbIE

+ + + + +
CITY>KOBI

2 3aHATOCTHL HACe/JIeHUS U ee
pery/ivpoBaHue

+ + +

5.4. CooTBeTCTBHE KOMIIeTEeHI} M, ()OpMIPYyeMbIX IIPU U3yYeHUH AMCIUILIMHBI, U BU/I0B 3aHATHHI
CooTBeTCTBHE KOMIeTeHLMH, (OpMUpPYeMbIX MPU H3yUeHUW [UCLIMIUIVHBL, U BUJOB 3aHATHN
npeicTaB/eHo B Tabnurie 5.4
Tabma 5.4 — CooTBeTCTBHe KOMIIETEHIIMA W BHOB 3aHATHM, (OPMUDPYEMBIX IIPU WU3yUeHUH
VICLIUTIJIVHBI

Bunp! 3aHATHI

DOopMBI KOHTPOJISA

KomneTeHiuu

Jlekiuu
+ | IIpakTuyeckue 3aHATHS
+ | CamocTosiTesibHas pabota

OIIK-4 + KonTponbHast pabora, Dk3amMeH,
ITpoBepka KOHTPOJILHBIX paboT,
Oripoc Ha 3aHATUSIX, 3ayerT,
BricTymnienue (goknan) Ha

3aHATUM, Tect

6. InTepakTHBHBIE MeTOABI ¥ ()OPMBI OPraHU3aLUH 00yUeHHUs
TexXHO/IOTUM WHTEPAKTUBHOTO O0yueHWs TpH pa3HbIX (OpMax 3aHATUH B uyacaxX TMPUBEJEHbI B
Tabne 6.1
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Tabmua 6.1 — TexHO/MOrMM UHTEPAKTUBHOTO 00yUeHHs PY Pa3HBIX (popMax 3aHATHNA B Uacax

WHTepakTrBHbIE
MeTobl MpaKThYecKue Bcero
3aHATHSA
8 cemecTp
Pabota B KoMaH/ie
WToro 3a cemecTp:
Ntoro
7. JIabopaTopHbie padoThI
He npegycmorpeno PYII
8. ITpakTuueckue 3aHATHS (CeMHUHAPHI)
HanmeHoBaHMe TIpaKTUUeCKUX 3aHSATHH (CeMUHApOB) TIpUBeieHo B Tabsuie 8.1.
Tabmura 8. 1 — HaumeHoBaHWe MTPaKTHYeCKUX 3aHATUN (CEMHUHApPOR)
4 L s
I L =
g =
HaumeHoBaHMe nIpakTUUe CKUX 3aHATUN =] > T
HasBanus pasgenos z - e &
(cemuHapoB) Y S g
S 8 =
= S 8
- s
8 cemecTtp
1 1. BegeHue B yuebOHbIM Kypc Bo3HuKHOBeHUe U pa3BuTHe 1 OIIK-4
«[loKymMeHTaIlMOHHOE 00ecriedeHre | OTeueCTBEHHOTO [1e/I0TPOU3BO/ICTBA
JlesiTeIbHOCTH COLMaIbHOI0 Vtoro 1
paboTHUKa»
2 HopmaruB-Hasi 6a3a JOKyMeHTa- HopmaruBHo-nipaBoBast 6a3a 2 OIIK-4
L[MOHHOTO 00ecrieye-HUsl yIpaB-JIeHUsI | COBDEMEHHOTO /1e/IOTIPOU3BOACTBA
B 00/1aCTU CcOLMabHOM paboThI Vitoro 7
3 TokymeHTU-poBaHKe UH-hopMariyu. | TpeboBaHuUs K 0(hOPMIIEHHUIO IOKYMEHTOB 2 OIIK-4
TpeboBanus K 0hopM-/IeHHIO OpraHusalioHHbIe JOKYMEHTHI U
JIOKYMEHTOB B COL|Ma/Ib-HbIX YUpeXX- | IIpaBUJIa UX
JleHUsX odopmneHusiPacriopsiiuTe/bHbIe
JIOKYMEHTBI 1 IIpaBU/Ia UxX
odopmnenusilHpopmalioOHHO-
CrpaBOYHbIE JOKYMEHTHI U IIpaBU/Ia UX
ogopmiieHusi [lOKyMeHTBI 110 TMUHOMY
cocraBy/lesioBas nepenucka. A3bIK 1
CTWIb CTY>KeOHBIX
JIOKYMEeHTOB/]OKyMeHTbI OrpaHUYeHHOI'0
JlocTyna
Ntoro 2
4 Opranu3a-1us C1yKObl JoKyMeHTa- | TexHOMOTHst paboThI C JOKYMeHTaMHu 1 OIIK-4
LMOHHOTO 0becrieye-HUs ypaB- Vitoro 1
nenusi. TexHonorust paboThI €
JIOKyMeHTa-MH1
5 Cucremaru-3aLus U XxpaHeHue Cucremaruvsalys U XpaHeHue 1 OIIK-4
JIOKyMEHTOB JIOKyMEHTOB
Nroro 1
6 KoMmIibroTOp-Has MoAro-ToBKa J0Ky- | KoMnbroTopHas MoArotoBka JOKyMEHTOB. 1 OIIK-4
10
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MeHTOB. [IoKyMeHTO-000pOT Ha

KOMITbIOTOpE

[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 8 =
A o2
= S}
8 cemecTtp
1 1. Beenenue B yueOHbIN | BbiTioTHeHe KOHTPOJTBHBIX 6 OIlK-4 KoHTtposbHas pabora,
KypC pabor OK3aMeH
«JoKymeHTal[MOHH
HOKyMeHTaLMOHHOE Utoro 6
obecrieueHue
JlesiTe/TbHOCTH
COLIMA/ILHOTO PabOTHUKA»
2 HopmaTHB-Has 6a3a [ToaroTroBKa K 35 |OIIK-4 | KonTtposbHas pabora,
JIOKyMeHTa-1[JMOHHOT O KOHTPOJIbHBIM paboTam Ornipoc Ha 3aHATHSAX,
obecrieue-HUsI yIIpaB- Vitoro 35 OK3aMeH
JieHus1 B 00acTu
ColLMaIbHOM PaboThI
3 JoKyMeHTU-pOBaHue [ToaroroBka K 40 |OIIK-4 KoHTposnbHas paboTa,
WH-(OpMaLiH. KOHTDPOJIbHBIM paboTam Ornpoc Ha 3aHATHSAX,
T BaHUS K M- K3aMeH
peboBa odop ViToro 40 OK3ame
JIEHUIO [JOKYyMEHTOB B
CoLMa/Tb-HbIX YUpeX-
JIeHUsIX
4 Opranuza-1us cayx6b1 | [TogroroBka K 28 |OIIK-4 Ornpoc Ha 3aHATUSX, TecT,
JIOKyMeHTa-1[JMUOHHOT O KOHTPOJIbHBIM paboTam OK3aMeH
obecrieye-HUsI yIipaB- Vitoro 28
nenus. TexHonorus
paboTkI € JOKyMeHTa-Mu
5 CucremaTu-3a1ys 1 ITogroroBka K 18 |OIIK-4 Ornpoc Ha 3aHATUSIX,
XpaHeHUe JOKyMeHTOB KOHTPOJIbHBIM paboTam JK3aMeH
Ntoro 18
6 KomribroTop-Has riogro- | I[logroroeka K 30 |OIIK-4 KoHTposbHas pabora,
TOBKA JJOKY-MEHTOB. KOHTPOJIbHBIM paboTam OK3aMeH
OKyMeHTO0-000pOT Ha
Hokym p Ntoro 30
KOMIIBIOTOpE
Wtoro 3a cemecTp 157
[ToaroroBka 1 cadya 9 JK3aMeH
5K3aMeHa
Ntoro 166
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9.1. TeMbI KOHTPO/IBHBIX PadoT
1. 1. TlonsTue u npoucxoxeHue AoKymeHTa. CriocoObl U Cpe/iCTBa JJOKYMEeHTHUPOBAHUSI.
2. 2. dyHKIUWYU U K1accudUKalys JOKYMeHTOB.

10. KypcoBasi padora (nmpoeKT)
He mipegycmotpeno PYII

11. PeliTuHroBas cucremMa jjisi OIfeHKH YCIIeBaeMOCTH CTYAeHTOB
He nipegycmotpeno

12. Yueb6Ho-MeTOAMYeCcKOe M HH(OPMAILJMOHHOE 00ecreyeHHe AUCIUILIMHBI

12.1. OcHoBHas /MTEparypa
1. Ky3nemor WM. H. /[JokymeHTalMOHHOe o0ecrieyeHue YIIpaBJeHUS W [IeJIONPOU3BO/CTBO:
yuebHuK 715 6akanaBpos / Y. H. Ky3uenos. (I'pud MunobpHayku P®) — M.: U3garensctBo FOpaiit; N/
FOpatiT, 2012. — 576 c. (Hanuuue B 6ubmoteke TYCYP - 26 3k3.)

12.2. lono/siHUTe/IbHAA IUTEpaTypa
1. KwupcanoBa M. B. CoBpeMeHHOe [e/I0NPOM3BOACTBO: YueOHoe mocobue. 4-e uzg. (I'pud
Muno6pHayku P®) — M.: UHOPA-M, 2011. — 312 c. (Hasmmuue B 6ubmioreke TYCYP - 8 3k3.)

12.3 YueOHO-MeTOgMUECKHE T0CO0HS

12.3.1. O6sa3aTenbHBbIE YUeOHO-MeTOqHYECKHE M0Co0us

1. [denompou3sBoAcTBO: YueOHO-MeToAWYeCcKoe Mocobue s TMPaKTHUeCKOW TOATOTOBKUA /
Kazakepuu JI. WM. - 2017. 21 c¢. [DnekrpoHHbld pecypc] - Pexum  pgocrtyna:
https://edu.tusur.ru/publications/6757, nara obpamenus: 22.02.2017.

2. Metoguueckue  peKOMEHJAlMd [0  CaMOCTOSITe/IbHOW ~ paboTe  CTYEeHTOB  BCeX
CrielMa/ibHOCTe UM HampaBjieHui: YueOHO-MeToAuueckoe rocobue / Kasakesuu JI. U. - 2016. 15 c.
[DnekTponHbIii pecypc] - Pexxum poctyma: https://edu.tusur.ru/publications/6050, mata obpatieHus:
22.02.2017.

12.3.2 YueOHO-MeTOAMYECKHE TT0COOUA /IS JIUI] C OTPAHNYEHHBIMHM BO3MO)KHOCTSIMHM 3/[0POBbSI

YyeOHO-MeToZMUeCKHe MaTepHasIbl Il CAMOCTOSITe/TbHOM U ayIUTOPHOM pabOThl 00yUaroIuxcs
W3 YKC/ia WHBAJU/IOB TPeJOCTaB/sIOTCA B JOopMax, aaiTUPOBAHHBIX K OTPAHUUEHUSIM UX 3/10POBbsl U
BOCIIPUATHS MH(OPMaI[1H.

JIist id1 ¢ HapyLIeHUsIMHU 3peHust:

- B (hopMe 3/IeKTPOHHOTO IOKYMEHTa;

- B revaTHo (opMe yBe/lMYeHHbIM IPUGTOM.

JI/Is1 IUL ¢ HapylIeHUsIMHU CTyXa:

- B (hopMe 3/IeKTPOHHOTO JOKYMEHTa;

- B reyaTHOU (hopme.

JIist /i1 ¢ HapyLIeHUsIMHM OTNIOPHO-JBUraTe/IbHOIO aniapara:

- B (popMe 3/IeKTPOHHOTO I0KYMEHTa;

- B IleyaTHOU (hopme.

12.4. Ba3bl JaHHBIX, HH(OPMALIMOHHO-CIIPABOYHbIE, MOMCKOBbIE CUCTEMBI U TpedyeMoe
NMpOrpaMMHoe obecrieueHue

1. - ayauTopHbIi QOHA;

2. - doHAbI U pecypchl yueOHO-MeTOAUUYeCKOro KabuHeTa ryMaHuTapHoro dakysnsreta TYCYPa;

3. - KOMIIbIOTEpHI

13. Marepua/ibHO-TeXHHYECKOe o0ecreueHHe JUCIUIUTHHBI
13.1. O61ue TpedoOBaHKMA K MaTepHa/IbHO-TEXHUYECKOMY 00eCIIeueHHI0 JUCIUITHHBI

13.1.1. MaTrepuanbHO-TeXHHUYECKOe ofecriedeHUe /ISl IEKIMOHHBIX 3aHATUH
[7isi poBe/ileHus1 3aHATHN JIeKI[MOHHOTO TUIIA, TPYMIOBLIX U WHAUBUAYaJbHBIX KOHCY/bTALUM,
TEKYIL[er0 KOHTPOJISI U TIPOMEKYTOUHON aTTecTalluyd MCTob3yeTcs yueOHasi ayJuTopusi, C KOJIMYeCTBOM
TI0CA/IOYHBIX MECT He MeHee 22-24, 000py0BaHHasl JOCKOM U CTaHjapTHOUN yueOHOM Mebenbto. VimeroTcs
Har/isiZiHbIe 0CoOUs B BU/ie Tpe3eHTalu 10 JIeKLMOHHBIM pa3/iesiaM JUCLUITUHBI.
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13.1.2. MaTepua/ibHO-TEXHHYeCKoe obecrieueHue /il NPaKTHYeCKHX 3aHATHI
s mpoBefieHUs NPaKTUUYeCKUX 3aHATHU UCIO/b3YIOTCS ayJUTOPUM, B TOM YHCI/Ie, OCHAllleHHble
KOMITbIOTepaMH

13.1.3. MaTepua/ibHO-TeXHHYECKOe obecrieueHue /jisi CaMoCTOSITe/TbHOH PadoThI
st camocTosATe/IbHOM pabOThI MCIONb3yeTcsl ydyeOHast ayauTopuisi (KOMITBIOTEPHBIM Kiacc),
pacniosioxkeHHas 1o azpecy 634050, r. Tomck, nip. JlenuHa, 40, 2 stax, ayz. 233. CoctaB 000py0BaHus:
yueOHast Mebenb; kKoMmmbloTephl kKiacca He Hwke [IDBM INTEL Celerom D336 2.8[Tu. - 5 mr;
KOMMBIOTephl  TofkmtoueHbl K ceth MHTEPHET w  obecneuuBarOT AOCTYNT B 3/€KTPOHHYIO
nH(opMaLMOHHO-00pa30oBaTe/IbHYI0 CpeJly YHUBEpCUTeTa.

13.2. Marepua/ibHO-TeEXHHYECKOe o0ecnedyeHre JUCIMITIMHBI /i/IsA JIUI| C OTPaHUYeHHbIMH
BO3MO)XHOCTSIMH 3[{0POBbS

OcBoenue qucHUIUIMHBI ujamu ¢ OB3 oCylecTBIsSe€TCS C UCIMIOB30BaHUEM CPeJICTB 00yJyeHust
00I11ero U CrelyaabHOTO0 Ha3HAUeHMS.

[lpy oOy4yeHUM CTyAE€HTOB C HapPyLIeHUsIMH CJIyXa TIPeAyCMOTPEHO HCIOIb30BaHHUe
3BYKOYCH/IMBAlOLLleld anmaparypbl, MYJbTUMEAUNHBIX CPEeACTB W JPYIMX TeXHUUeCKHUX CpefCTB
nipreMa/mepesiaul yueOHoOH MH(pOpMaIu B AOCTYIHBIX (popMax Ajisi CTYAEHTOB C HAapyIIeHUsIMHU CJTyXa,
MOOW/IbHOM CHCTeMbl OOyUeHHWsl [jiss CTYJEHTOB C WHBaIMJHOCTBIO, TOPTAaTUBHOM WHAYKI[MOHHOM
CHCTeMbl. YueOHasi ayAMTOPHs, B KOTOPOM 0O0y4arOTCs CTYZeHThbl C HapylleHHeM ciiyxa, obopymoBaHa
KOMIBIOTEDHOW TEeXHUKOM, ayJJMOTeXHUKOW, BUAEOTEeXHUKOW, SJIeKTPOHHOW [JOCKOW, MY/IbTUMEeIUNHOMN

CHUCTEeMOH.

[lpu oOyueHWH CTY[eHTOB C HapyLlIeHHAMH 3peHUsIMHM TIPeJyCMOTDEHO UCII0/Ib30BaHie B
JIEKLIMOHHBIX U Y4eOHBIX ayJUTOPHUSIX BO3MOXXHOCTH TIPOCMOTPA Y/ja/IeHHbIX 00BeKTOB (HarpuMmep, TeKCTa
Ha JJOCKe WY (J1ali/ia Ha 9KpaHe) IpY OMOLLIY BUZeOyBeIUUnTe el /1S yaJleHHOro IPOCMOTpa.

[Tpu obyueHHU CTY/IeHTOB C HAPYIIEeHUSIMH OMOPHO-ABHUIATe/ILHOI0 amnmapara HCIoJ/b3yIoTCs
anbTepHaTHMBHbIE YCTPOMCTBA BBOZa MH(OPMAaLMU U Apyryve TeXHUYecKre CpejCTBa MpHeMa/repefaud
yuebHOM nHbOpPMaMy B AOCTYMHBIX (hopMmax AJisi CTYZEHTOB C HApYIIEHWSMHU OTOPHO-/IBUTaTeTbHOTO
anrapata, MOOU/IbHOW CUCTeMbI 00yUeHHUsI /IS JIFOel C MHBAIMHOCThIO.

14. ®oHj OLeHOYHBIX CPEACTB

14.1. OcHoBHbIe TpedoBaHuA K (GOHY OLIEHOYHBIX CPEACTB M METOANUYECKHE PEeKOMeH/Jal[uH
@OH/, OLIEHOUHBIX CPEeACTB U THUIIOBble KOHTDOJIbHBbIE 3a/laHUsl, WCIOJIb3yeMble [Jis OLIeHKHU
chOpMUPOBAaHHOCTU M OCBOEHUs 3aKpeIVIeHHbIX 3a JUCLUIUIMHOW KOMIIeTeHLIUM TMpu TpOBeJeHUN
TeKyIIlel, TTPOMe>KyTOUHOM aTTeCTal[|H 10 AUCLIMIIIMHE TIPUBe/IeH B TIPUIOKEHUH K pabodeil iporpaMMe.

14.2 Tpe6oBaHus K (poHAY OLIEHOUHBIX CPe/ICTB /AJIfA JIUI] C OTPaHHYeHHBIMH BO3MO)KHOCTAMH

3A0pOBBS

[l CTy[eHTOB C WHBaIMJHOCTBIO IIPeAYCMOTPEHBI [OIOHUTE/bHbIe OLIeHOYHbIE CpeJCTBa,
riepeueHb KOTOPBIX yKa3aH B Tabmuile.

Tab6/mia 14 — JlonoTHUTE/TBHBIE CPeICTBA OLeHMBAHUS

AJIA CTYAEHTOB C MHBA/IMJHOCTBHO

KaTel"OpI/II/I CTyA€HTOB

Bu/ibl IOTIO/THATE/TBHBIX OL[@HOUHBIX
CpeJiCTB

®DopMbI KOHTPOJISI ¥ OLIEHKH
pe3y/bTaTtoB 00yueHust

C HapyLieHusIMu
ciyxa

TecTbl, MTUCbMEHHbIE CAMOCTOSTE/IbHbIE
paboTBhI, BOTIPOCHI K 3a4eTy,
KOHTPOJTbHBIE PAOOTHI

[TpeuMyIiieCTBEHHO MTMChbMeHHast
TIpoBepKa

C HapyluieHusIMuU
3peHust

CobecesjoBaHue TI0 BOTIPOCAM K 3a4eTy,
OTIPOC T10 TePMHUHAM

[IpeuMmyilieCTBEHHO yCTHasi MpOBepKa
(MHAUBUAYATBHO)

C HapylieHusIMu
OTIOpHO-
JIBUTaTeIbHOTO
amnmapara

PellieHue JUCTaHL[MOHHBIX TE@CTOB,
KOHTPOJIbHBIE pabOThI, MMCbMEHHbIe
CaMoCTOsiTe/IbHbIe paboThl, BOMIPOCHI K
3aueTy

[TpenmyI1ieCTBEHHO AUCTAHLIMOHHBIMU
MeTo/laMU

C orpaHvyeHUsIMU T10
o01eMe I UHCKUM

TecCTbl, NMCbMEeHHbIE CAMOCTOSITe/IbHbIE
paboTBhI, BOTIPOCHI K 3a4eTy,

[IperMyliieCTBEHHO IPOBepKa
MeTO/laMU, UCXOZs U3 COCTOSIHUS
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ITOKAd3daHHUAM

KOHTPOJIbHEBIE pa6OTbI, YCTHBIE OTBETBI

oOyuarolierocst Ha MOMEHT TPOBEPKHU

14.3 MeToguuecKue peKOMeHAAMH 10 OLIeHOYHBIM CPe/ICTBaM /sl JIMI] C OrPaHUYe€HHbIMH
BO3MO)XXHOCTSIMH 310POBbSI

Ons crygentoB ¢ OB3 mnpeaycmarpuBaeTcsl [AOCTyNHas ¢opMa TMpeJoCTaBleHusl 3aJaHuid
OLIEHOUHBIX CPE/CTB, @ UMEHHO:

- B MeyaTHOU (hopme;

- B MeyaTHOM (hopme C yBe/TMUeHHBIM LIPUPTOM;

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

- MeTOZIOM UTeHHsI aCCUCTEHTOM 3a/laHusl BCIYX;

- TipeZioCcTaB/IeHre 3a/laHusl C UCTI0/Ib30BaHUEM Cyp/oTiepeBo/ia.

CTyzeHTaM C WHBa/IUAHOCTBIO YBe/JWUMBAeTCs BpeMsi Ha TIOATOTOBKY OTBETOB Ha KOHTPOJIbHBIE
BOMPOCHI. [/ TaKUX CTy[EeHTOB IpefyCMaTpUBaeTCs JOCTynHasi (opma MpefocTaB/ieHUss OTBETOB Ha

3aJdHus, 4 UMEHHO:

- MMUCbMEHHO Ha Oymare;

- HabOp OTBETOB Ha KOMIIBIOTEDE;

- HabOp OTBETOB C UCIO/Ib30BAaHUEM YC/TyT aCCUCTEHTa;

- TIpe/ICTaB/IeHHe OTBETOB YCTHO.

TTporiesiypa OIleHMBaHUSI Pe3y/ILTAaTOB OOy4YeHHss WHBAIUAOB 10 JUCI[UIIMHE TPeJyCMaTpUBaeT
npeocTaBieHre nHGopMmalyi B popmax, afanTUPOBAHHBIX K OTPAHHUEHHSIM UX 3710POBbsI U BOCTIPUSTHS

vHdopMaIuu:

Jins U1y ¢ HapylIeHUsIMM 3peHHUs:

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

- B IleyaTHOW (hopMe yBeIMYeHHBbIM LIPUPTOM.

Jins uIy ¢ HapyHIeHUsIMM cJIyXa:

- B (hopMe 3/1IeKTPOHHOTO [JOKYMEHTa;

- B IleyaTHOU (opme.

Jins ury ¢ HapylIeHUsIMHM ONOPHO-JABHUIaTe/IbHOI0 anmapara:

- B (hopMe 3/1eKTPOHHOTO [JOKYMEHTa;

- B revatHo (opme.

I[Tpu Heo6xoAUMOCTH AJ1s1 00yUarOIIMXCsl C MHBAaTMAHOCTBIO MPOLie/lypa OLieHHWBaHUs pe3y/bTaToB
00yueHHsT MOYKEeT TIPOBOJUTHCS] B HECKOJIBKO 3TarloB.

CornacoeaHa Ha noptane N2 16056

14



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 OIITEHOUHBIX CPE/ICTB IO YYEFHOU JIMCLIMTIJIMHE
JlokyMeHTaHOHHOe o0ecrieyeHue /iesATe/IbHOCTH COLHATBHOr0 padoTHHKA

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

TnipeZicTaB/IeHbl B Tabmuiie 3.
Tabsuria 3 — OTariel HOPMUPOBAHUS KOMIIETEHI[UH U UCITO/Tb3yeMble CPeZICTBA OLeHUBAHUS

CpeJCTBa TIO/TyYeHus],
XpaHeHwUs], iepepaboTKu

CrIoco0Obl ¥ CpeficTBa
TIO/TyYeHHs1, XpPaHeHUs,

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

KOMITBFOTOPOM KakK
CpeJ,CTBOM YIIpaB/IeHUs

vHbopMaI[ii. 3HaueHHe | TiepepaboTKH vH(opmaiiuel, B ToM
JIOKYMEeH-TOB B vHbopMaluy, yuc/ie B UHPOPMAaIIMOHHO-
yesioBeyeCKOM TIOArOTaB/IMBaTh KOMMYHHKAI[MOHHOW CeTu
CoOo0ITIeCTBe B I16JIOM U B | pa3/IMuHbIe IOKyMeHThI: | « IHTepHeT».

JKU3HU OT[IeJIbHOTO OpraHu3aljoHHbIe,

yesioBe-Ka, yUpexeHul, | pacropsiiuTenbHbIe,

OpraHu3aliui, uTo B rH(OpMaIMOHHO-

JIOKyMeHTax CoCcpe/io-
TOoueHa MHdOpMaLUs 0
paboTe Tex UM UHBIX
CTPYKTYp, UTO Ha OCHOBe

CTIpaBOYHbBIE, TI0 TMYHOMY
COCTaBy, YMETb BECTH
TIPOTOKOJT; OCYIL[eCTB/ISITh
JIOKyMeHTOOOopOT C

JIOKYMEH-TOB BHYTPEHHUMH,
TIPUHUMAIOTCS BXO/ISIIIMU U
COOTBETCTBYIOLIHE UCXOASIITAMU

pelIeHuUs] PYKOBOA-CTBOM
Ka>)KJIOTO TI0Zipa3/esieHus B
nro0oi opraHu3arvu, 4yTo
BO MHOTHUX C/Tydasix
JOKYMEHTBI SIBJISIFOTCS
I7IaBHBIM apryMeHTOM U
OCHOBaHHEM JIIsI
TIPUHSTHUS )KU3HEHHO
Ba)KHOTO peLIeHusl.
[omkeH 3HaTh
HOPMaTHUBHYO 6a3y
JleJIonpou3Bo/CTBa B PO,
npaBu/ia
JIOKYMEHTHUPOBaHUS
vH(opMaIu U
JIOKyMeHT0000poTa,
OCHOBHbBI€ KaTeropuu 1
TIOHATHUS
JIeJIONIPOU3BO/ICTBA

JIOKyMeHTaMH, yMeTh
OpraHu30BaTh XpaHeHUe
JIOKYMEHTOB, TIPaBUIbHO
obparrarbcs ¢
JOKyMeHTaMH
OrpaHUUeHHOro 0CTyTa.
YMeTb KOPPEKTHO
WCTI0/1b30-BaTh
rpogeccroHaIb-HYIO
TePMUHOJIOTHIO

Bunbl 3aHATHI

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

* Jlekuuuy;

* CamocTrosTe/bHas
paborta;

* NHTrepakTuBHbIE
TpakTUYeCKUe 3aHATHUS;
 IlpakTuueckue
3aHATUS;

* Jlekumuu;

* CamocTrosiTe/ibHas
pabora;

* lHTepakTUBHEBIE
TpaKkThYeCKue 3aHsATHS;
* CamocTrosTe/bHas
paborta;

Wcnons3yemble
CpeJCTBa

* KoHtposnbHas paboTa;
* Oripoc Ha 3aHATHSX;

* KonrposnpHas pabora;
* Omnpoc Ha 3aHATHUSAX;

* 3auert;
* BricTynienue (goknazn
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Oll€eHHBaHUA

* 3auerT;
* BeicTynnenue (goknag,
) Ha 3aHATHY;

* 3aueT;
* BeicTynieHue (f0K1az
) Ha 3aHATUY;

) Ha 3aHSITHH;
* OK3aMe€H;

* Tecr; * Tecr;
e OK3aMeH; * DK3aMeH;
dopMynMpoBKa TIOKa3aTe/ell W KpUTEpUEeB OI[eHWBaHUSl [JaHHOW KOMITETEHIIMU TpUBeJeHa B
Tabmumie 4.
Tabsmuria 4 — TTokasaTes U KpUTEPUU OLIEHUBAHUST KOMIIETEHI[UM Ha 3Tarax
CocraB 3HaTb YMmeTb Bnagets
OminuHo * e« pMeeT * + CBOOOJHO TIPUMEHsIeT | * * CBOOO/JHO BajieeT

(BBICOKMI YPOBEHb)

TIpe/iCTaBJIeHre O
3HAYeHUH JJOKYMEHTOB B
JKU3HU 00111eCTBa *
OCHOBHbBIE METO/IB,
CrIoco0bI U cpefCcTBa
TIO/TyYeHuUs], XpaHeHHs],
nepepaboTKH
vH(dOpMaluK * UMeeT
Tipe/iCTaBJIeHre O
HOPMaTHBHOM
obecrieueHnu chepsl
JIeJIOTIPOU3BO/ICTBA TIPH
JNOKyMEHTHPOBAHUH U
JIOKyMeHTO0o0OopoTe ;

3HAHUSA [I/Is] CO3/IaHUs
JIOKYMEHTOB * CBOOOHO
WCII0JIb3yeT OCHOBHBIE
METO/IbI, CIIOCOOBI U
Cpe/iCTBa MOJTyUeHHUs,
XpaHeHus1, mepepaboTKu
MH(pOpMaLUH * yMeeT
IPaMOTHO U
apryMeHTUPOBaHHO
WCII0J/Ib30BaTh
HOPMaTHBHYIO 0a3y,
pa3paboraHHyio B PO
TIPUMeHUTeHHO K chepe
J1eJI0TIPOM3BO/ICTRA ;

pa3HBIMU CII0COOaMU
ripe/iCTaBIeHuUst
vHopMaLuy, ee
COXpaHeHHsI U 3aLUTHI *
CcBOOO/IHO BJafieeT
HaBbIKaMH paboThI C
KOMIIBIOTOPOM, Kak
CpeZCTBOM YTIPaBJ/IeHUS
vHdopmMaLre, B ToM
yucse B UHGoOpMa-
I[MOHHO-KOMMYHHKa-
LIMOHHOM CeTH
«HTepHeT». ;

Xopotiio (6a30BbIit

¢ ¢ JIOHUMMaeT

¢ ¢ CaMOCTOATe/IbHO

¢ * KpUTHUUYECKHU

YPOBEHbB) HeoOXOAMOCTh 3HaHUSI | TOJ0VpaeT ¥ TOTOBUT OCMBIC/IMBaeT
OCHOBHBIX METO/IOB, Marepuan [ CO3[jJaHusl | TOJlyueHHble 3HaHUS;
Cr1ioco60B U CpeiCTB pas/IMYHBIX BU/I0B KOMIIETEHTEH B
IOy YeHus1, XpaHeHUs, JIOKYMEHTOB, yMeeT Pa3/IMYHbIX CUTYyaLUsIX,
nepepaboTKu KOPPEeKTHO BbIpa)kaTb U CBSI3aHHBIX C CO3/IaHHEM,
MH(popMaLuy, apryMeHTHPOBaHHO repefiauel ¥ XpaHeHHeM
HeoOX0IMOCTh 3HaHUSI | OOOCHOBBIBATH TOUKY JIOKYMEHTOB ;
HOPMaTUBHOTI'O 3peHus;
obecrieueHus B cepe
J,eJI0NPOM3BO/ICTBA U
NIpUMeHeHHUsI UX Ha
TIpaKTHKe MpU
JOKYMEHTUPOBaHUU 1
JIOKyMeHT0000pOoTe ;
YIOBNIETBOPUTE/IBH | *  [3eT OIpe/esIeHuUsT * * yMmeeT paboTark CO * *BrajieeT
0 (TIOpOroBEIi OCHOBHBIX TTOHSITHM; * CMPaBOYHOU TepPMUHOJIOTHEN
YPOBEHb) BOCITPOM3BOZAUT JIUTEepaTypou; * yMeeT rpeMeTHOU 00/1aCcTH
OCHOBHBbIE (aKThl, UZley; ; | TPeJCTaBIsATh 3HaHWS; * CoCco0eH
pe3y/bTaThl CBOE KOPPEeKTHO TIPe/ICTaBUTh ;
paboTHI ;

3 TunoBbie KOHTPOJ/IbHBbIE 3aJaHUA

Ilisi peany3aliiu BhIIIETIEPEUNC/IEHHBIX 3a7iau 00yUYeHHsl MCIOJb3YIOTCSI TUIIOBbIE KOHTPOJIbHBIE
3a/laHYsI WK WHBbIe MaTepHhasibl, HeoOXoAUMbIe /IJisi OLIeHKU 3HaHWM, YMeHHWH, HaBBIKOB W (WJTK) OIbITa
JesiTeIbHOCTH, XapaKTepU3yHOIIUX JTarbl  (OPMUPOBAHUS KOMIIETEHIIMM B TMpOLlecce OCBOEHHs
oOpa3oBarelbHOM MPOTrpaMMBbl, B C/IeAYIOIIEM COCTaBe.
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3.1 TecToBble 3agaHusA

— TecTbl A1 MPOMEKYTOUHOTO KOHTPOJISI YCIIeBaeMOCTH 0 JUCLMIVIMHE «/lenonpon3BoACcTBO»
1. PekBU3UT [JOKyMeHTa - 3T0: BribepuTe ofuH M3 5 BapWaHTOB OTBeTa: 1) 00si3aTe/IbHBIN 37€MEHT
odopmsieHHsT JOKyMeHTa; 2) YacTb CIyxeOHOro mucbMa; 3) ¢upmeHHbIM OmaHK; 4) oOumid OmaHK; 5)
O71aHK CTIeIMa/IbHOTO JOKyMeHTa. 2. [1e/Ionpou3BO/ICTBO - 3TO: BbiOepuTe ofvH 13 5 BapUaHTOB oTBeTa: 1
) cucTeMa XpaHeHHUsl JOKYMEHTOB; 2) COCTaB/ieHue [OKYMEHTOB; 3) JOKyMEeHTHPOBaHWe W OpraHu3aLus
paboTel C AOKyMeHTamu; 4) AOKyMeHThbI I0 OAHOMY BOMpOCY, TOALIMTbIE B TAarky; 5) CHUCTeMa
perucTparyy JoKyMeHTOB. 3. Bo3MO)XHbIM HaMEHOBAHHEM CTPYKTYPHOTO Iopa3/iesieHus cayxonr 10Y
He sBisieTcss BpiOepuTe OfWH W3 5 BapyHaHTOB OTBeTa: 1) yIpaB/ieHue Jenamu; 2) oOuui otgen; 3)
KaHIessipust; 4) ceKperapuar; 5) oTaen KaapoB. 4. 3aKOHUMTe HavyaTtoe IpejiokeHue: JJokyMeHToo00poT
- 3TO [BW)KeHHe JOKYMEHTOB B OpraHW3allMi C MOMEHTa WX CO3[aHWs WM ToyueHus Jo0: Bribepute
OJVH U3 4 BapyWaHTOB OTBeTa: 1) mepefjaud Ha MCIOJHEHHWe; 2) TMOALIMBKU B fe/i0; 3) 3aBeplleHust
WCTIOJIHEHUS WK OTIIPAaBKH; 4) 0 YHUUTOXKeHUs 110 akTy. 5. OpraHu3aiusi paboTel C JOKyMeHTaMH - 3TO
Bribepute omuH M3 5 BapuaHTOB OTBeTa: 1) JBW)KEHHE JOKYMEHTOB B OpraHM3alid C MOMEHTa X
CO3[jaHusl WM TIOMy4YeHUs [0 3aBeplleHMs WCIIOJHEHUs] WM OTMpaBieHus 2) OpraHusanus
JNOKyMeHT0000pOTa, XpaHeHHs ¥ UCIO/b30BaHUs IOKYMEHTOB B TEKYIL[el [1esTeTbHOCTH YUPeXKIeHust. 3)
3anych MHGOPMALMU Ha Pa3/IMUHBbIX HOCUTEISIX 110 YCTaHOB/IEHHBIM TpaBuiaM 4) 0Tpacib [1esiTeIbHOCTH,
obecrieunBaroIiasi JOKyMEeHTUPOBaHHWE W OpraHW3alui0 paboTbl ¢ O(UIMANBHBIMU JOKyMEHTaMHu 5)
CBOMCTBO O(dUIMATBHOIO JOKyMeHTa, Coo0IaeMoe eMy [AeMCTBYIOIIMM  3aKOHOZATeTbCTBOM,
KOMIeTeHI[Meld M37aBlIero ero opraHa U YCTaHOBJEHHBIM TMOpsJKOM ero odopmienus 6.
[okymeHTHpOBaHWe - 3TO BpibepuTe ofMH W3 5 BapHaHTOB OTBeTa: 1) ABM)KEeHHE JAOKYMEHTOB B
OpraHu3ali C MOMEHTa UX CO3Z,aHUs WU MOy4YeHUs1 [0 3aBeplleHrs UCTIOJTHEHUSI UK OTIpaB/ieHus 2)
opraHu3aius JOKyMeHT0000pOTa, XpaHeHHs M UCIIO/b30BaHUS IOKYMEHTOB B TeKyllleid /esTelbHOCTU
yupexxgeHusi 3) 3anuch MHGOpPMAlMM Ha pa3/MUHbIX HOCUTENSIX TI0 YCTAHOB/IEHHBIM TipaBWiaM 4)
OTpacib [JleATeJIbHOCTH, obecrmeuBaroljasi JOKyMEHTHPOBaHHWE W  OpraHu3anui  paboTel C
o¢UIMaTbHBIMU JOKYMEHTaMH 5) CBOMCTBO O(HUIIMAaIBHOTO JOKYMEHTa, CO00IiaeMoe eMy [1eHCTBYIOIINM
3aKOHOZATeNbCTBOM, KOMIEeTeHLMell U3/aBIlero ero OpraHa W YCTaHOB/IEHHbIM TIOPSJKOM €ro
odbopmnenust 7. FOpuanueckass cuia JIOKyMeHTa - 3TO BwibepuTe oguH W3 5 BapuaHTOB OTBera: 1)
JBIDKEHMe [OKyMEHTOB B OpraHv3allid C MOMEHTa WX CO3[aHUs WM TI0/yueHusl /10 3aBeplueHusi
VICTIOJTHEHUs] WIM OTIIPaB/IeHWsT 2) OpraHu3auysi [JOKyMeHTOOOOpOoTa, XpaHeHWs ¥ WCIIOb30BaHUs
JIOKYMEHTOB B TeKYIl[el JesaTeIbHOCTU yuypeXAeHus 3) 3amuch MHPOpPMaLMU Ha pa3/IMUYHbIX HOCHUTESIX
10 YCTAHOBJIEHHBIM TMpaBUaaM 4) OTpac/ib JesTeNbHOCTH, obecrieynBaroliasi JOKyMeHTHDOBaHHE U
opraHu3anuio pabotel ¢ oGUIMATBHBIMU [JOKYMEHTaMH 5) CBOWCTBO O(UIMAIBHOTO [JOKYMEHTa,
coof1jaemMoe emy [JeMCTBYIOIIMM 3aKOHOZAATe/bCTBOM, KOMITeTeHIL[Mel W3[aBIlero ero OopraHa u
yCTaHOBJIEHHBIM TIOPsiIKOM ero oopmienus 8. @yHKIMU JOKYMeHTOB ObIBatOT BribepuTe HeCKOJIBKO U3
5 BapuaHTOB oOTBeTa: 1) mpocTele 2) ciokHbie 3) ob6mme 4) WHCTPYKTHUBHBbIE 5) CreldanbHble 9.
HokymeHT - 3T0 Bpibepute opuH U3 6 BapuaHTOB OTBeTa: 1) 3TO 3aruch MHGOPMALIMK HA pa3TUYHbBIX
HOCHUTEe/ISIX TI0 YCTAHOBIEHHBIM TpaBWiIaM 2) o0si3aTesbHBIN 3/1eMeHT OoQopMieHHs O(ULMaTBbHOTO
JOKyMeHTa 3) 3a(UKCUMpOBaHHasi Ha MarepuajbHOM HOCUTesle HWHGOPMAaLKsi C pPeKBU3UTAMU,
TO3BOJISIIOLUMU  ee UAEeHTU(ULIMPOBaTh 4) CUCTeMaTU3UPOBaHHBIA IepeueHb HaWMeHOBAaHUW [iefl,
3aBOJIMMBbIX B OpraHM3aliiy, C yKa3aHWeM CPOKOB UX XpaHeHUsl, O0(OpMJ/IeHHbII B yCTaHOBJIEHHOM
Topsiike 5) CBOMCTBO OHLIMANBLHOTO JOKYMeHTa, coobIiaeMoe eMy /eHCTBYIOIIMM 3aKOHOJATe/TbCTBOM,
KOMITeTeHI[Mel U3[aBllero ero opraHa U yCTaHOB/EHHbIM TOPSIAKOM ero odopMieHus 6) COBOKYITHOCThb
3HaHWM, HEeOOXOAMMBIX il Hajjie)kallledl TMeperucKy 1mo ToproBeiM fenam 10. OCHOBOYW oOpraHM3aliu
nenoriporsBozctBa B XVIII Beke B Poccuu 6bl1 BeiOepuTe oguH M3 5 BapyHaHTOB OTBeTa: 1) TIPUHLIUII
eMHOHAYa/vs 2) KOJIIertajabHbIN MPUHLUN 3) NPUHLUITBI KOJJIETMaIbHOTO U eIMHOIMUHOTO yTPaB/IeHuUs
YeTKO He pa3rpaHuuMBanuCh 4) aIMUHUCTPATHUBHbBINA MIPUHLIUM 5) COr03HBINM npuHLun 11. Kommepueckas
KOppecCIroHJeHIusi - 3T0 Beibepute oavH u3 6 BapuaHTOB OTBeTa: 1) 3TO 3amuch WH(OPMaLMU Ha
pa3/IMYHbIX HOCUTENSAX TI0 YCTAaHOBJEHHbIM TipaBUIaM 2) o0si3aTesbHBINA 37eMeHT ohopMIIeHuUs
oduimanbHOrO JOKyMeHTa 3) 3aMKcMpoBaHHas Ha MaTepua/JbHOM HOcuTesle WHGOpMaLUs C
PEKBU3UTAMM, TIO3BOJSIIOLIMMHU  ee  WUJeHTU(PULMpPOBaTb 4) CUCTeMaTU3UMPOBaHHBIM  IlepeyeHb
HauMeHOBaHWM e/, 3aBOAUMBIX B OpraHU3alluM, C yKa3aHWeM CPOKOB WX XpaHeHusi, 0()OpM/IeHHbIN B
YCTAHOBJIEHHOM TIOpsIKE 5) CBOMCTBO O(UIIMAIBHOIO [JOKYMEHTa, Coo0IjaeMoe emy [eHCTBYIOL[AM
3aKOHOZATebCTBOM, KOMIIeTeHLMel U3ZaBIlero ero OpraHa W YCTaHOBJ/IEHHBIM IIOPSJKOM €ro
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ohopmieHust 6) COBOKYITHOCTb 3HaHWH, HEOOXOAMMBIX /1Sl Ha/ijlesKalllel TIepercKy 10 TOPTOBBIM [iejlaM
12. OcHOBO¥ opraHu3aluy [1eJI0NIPOU3BOACTBA B MpUKa3Hol nieprof B Poccun 6b11 BribepuTe ofuH U3 5
BapMaHTOB OTBeTa: 1) TMpPUHUWI eAWUHOHAYa/us 2) KOJUIerMajbHbId TPUHLUIN 3) TIPUHLUIIBI
KOJ/UIETMA/IbHOTO Y e[UHOJIMYHOIO YIIPAaB/I€HUS YETKO He pasrpaHWuMBaivCh 4) aJMUHUCTPaTUBHbIN
MIPUHLMI 5) COr03HbIM NpuHLMN 13. OCHOBOM OpraHu3alyy /1eJI0NPOM3BOJCTBA B MUHUCTEPCKUUN TIEPUO/,
B Poccuu 611 BeibepuTe ofvH U3 5 BapMaHTOB OTBeTa: 1) MPUHLIMI eJUHOHAaYaIusi 2) KoJljieruaabHbIid
TIPUHLUI 3) TIPUHLUIIBI KO/UIETHATbHOTO U €JUHOJIMYHOTO YTPaB/IeHHs YeTKO He pa3rpaHuuyuBaIuCh 4)
aJMUHUCTPATUBHbIA MNPUHLUI 5) COMO3HbIM NpuHUMN 14. CuCTeMbl OpraHv3alvd Je/I0NpOU3BO/CTBA
BbibepuTe HECKONMBKO W3 5 BapWaHTOB OTBeTa: 1) aJMUHUCTPATHBHBIE 2) IIeHTPA/JU30BaHHbIE 3)
KOMMepueckve 4) uyaCTUUHO-LIeHTa/lu30BaHHble 5) JelleTpanu3oBaHHble 15. [JoKyMeHTHI 1o ¢opme
TIpeZiCTaB/IeHUsT KacCUpUIMPYroTcs BbibepuTe HeCKOMBKO M3 8 BApHAHTOB OTBeTa: 1) WHUBHU/ya/IbHbIE
2) BHyTpeHHUe 3) BHelllHUe 4) TpadapeTHble 5) MpoOCThie 6) C/IoKHbIe 7) aHKeTHble 8) TuroBbie 16. I1o
IOPUANYECKON CHle JOKYMEeHTHI KiacCu(UIMpYIoTCs BribeprTe HeCKONMbKO M3 5 BapMaHTOB OTBeTa: 1)
00bIuHbIe 2) ceKpeTHbIe 3) MO/ IMHHBIE 4) TIOAJIOKHbBIe 5) /71 cayxe6HOro mnosib3oBaHus 17. B Poccuu
Oprasbl roCyZjJapCTBeHHOM B/IaCTH OPraHM3yIOT PaboTy I0 BOTIPOCaM /IeIOTPOM3BO/CTBa uepe3 Bribepure
HEeCKOJIbKO U3 5 BapuaHTOB oTBeTa: 1) ['opoackue u nocenkoBble coBeThl 2) ['0CyjapCTBEHHYIO apXUBHYHO
cnyx0y P® 3) Komurter mo Hazmzopy 4) Komwurer PO mo cranpaptusaimu 5) MunuctepctBa 18. B
ETCOOY BbifensitoT cefyrolijde HarpaBieHusi Bbibepute Heckosibko U3 8 BapuaHTOB OTBeTa: 1)
co3zanue o01mel Mozie TIOCTPOeHHsT IOKYMEHTOB 2) paljioHa/IbHast OpraHu3aliys J0KyMeHToo00poTa 1
TeKylllero XpaHeHWs1 [Jen 3) yHUUKaLUsl WU CTaHJapTH3alys [JOKyMEeHTOB 4) aBToMmarv3auus U
MeXaHHW3alus TpyAa 5) CTabWUIBHOCTh TpeOOBaHWM K J/OKyMeHTaM 6) COKpallleHWe uHuc/ia BH/IOB
JIOKYMEHTOB 7) 5KOHOMMKA M OpraHM3aLys Tpy/a [eJI0TPOU3BO/ICTBEHHOTO MepcoHasa 8) equHoobpasue
¢opm mokymentoB 19. OcHOBHbIe TIpUHIMITEI TIpu pa3pabotke YC/I Bribepute Heckonbko u3 10
BapUaHTOB OTBeTa: 1) co3aHue oblieit Mo/ie/ OCTPOeHHs JOKyMeHTOB 2) paljoHa/IbHasi OpraHu3ariys
JOKYyMeHTO000pOTa UM TEeKyIlero XpaHeHusi eyl 3) YHU(PHKALMSA U CTaHAapTU3alusl JOKYMEHTOB 4)
aBTOMAaTH3alUs U MeXaHHu3alus TpyAa 5) cTabWIbHOCTh TpebOBaHMI K JOKyMeHTaM 6) coKpallleHue
YyMC/Ia BUIOB [JOKYMEHTOB 7) SKOHOMHMKA U OpraHu3aliys TpyZa Je/oNpOU3BOLCTBEHHOIO IepcoHasna 8)
enquHooOpasue ¢opMm [JoKymMeHTOB 9) WHGOPMAaTUBHOCTb, 3KOHOMMUHOCTH 10) coripekeHue C
JNEeNCTBYIOLUMM CHUCTeMaMM KjaacCUpuKaiuu U kofgupoBaHusi 20. YHuU@UIMpoOBaHHas CUCTeMa
JOKyMeHTal[u BribepuTe oavH U3 4 BapuaHTOB oTBeTa: 1) ¢dopma HOpUAMUECKOTO 3aKperuieHUs
NIPOBe/IEHHON YHUGUKAIMU 2) CUCTEMBI TIOJIOXKEHUH, OMpe/Ie/SIONIUX OCHOBHBIE TpaBUia paboThl C
JOKyMeHTaMu B OpraHu3alusix 3) COBOKYMHOCTb B3aWMOYBSI3aHHbIX YHU(HWLMPOBaHHBIX (hopM
JOKYMEHTOB, 00eCreunBaroIix JOKYMEHTUPOBAaHHOE TIPe/ICTaB/lIeHHe JAHHBIX B OMNpe/Ie/IeHHbIX BHAX
XO3UCTBEHHOUW [JleATeNlbHOCTU 4) 3aK/Io4aeTcsi B yCTaHOBJIeHWM enuHooOpasusi coctaBa U (Gopm
ympaB/ieHueCKUX JOKYMEeHTOB, (PMKCUPYIOIIUX OCYIleCTB/IeHHe OJHOTUITHBIX yTpaBJIeHUeCKUX (yHKLUN
U 3agau 21. CranpapTu3alusi JOKyMeHTOB Brwibepute oauH u3 4 BapuaHTOB oOTBeta: 1) ¢opma
IOPUINUECKOTO 3aKpervieHusl TpoBe/leHHOW YHUGUKAlMKA 2) CUCTeMbI TIOJIOXKEHUM, OIpeesistoiix
OCHOBHBbIE TpaBWa paboTbl C /[OKyMeHTaMU B OpraHu3alusx 3) COBOKYITHOCThH B3alMOYBSI3aHHbBIX
yHU(DUITMPOBaHHBIX (OPM [JOKYMEHTOB, 00€eCITeUHBaIOIINX JOKYMEHTUPOBAHHOE TIPe/ICTAaBIeHHe JAHHBIX
B OTpe/ie/IeHHbIX BUJ]aX XO3SCTBEHHOU JiesITelTbHOCTH 4) 3aK/IF04YaeTcsi B YCTaHOBIEHUU eJUHO00pa3us
coctaBa U (opM yIpaBleHUYECKUX [JOKYMEHTOB, (UKCUDPYIOIIUX OCYIleCTB/IeHUe OJHOTUITHBIX
ynpaBieHueckux GyHKUud U 3agau 22. ET'CIOY - Beibepure onvH 13 4 BapuaHTOB OTBeTa: 1) dbopma
IOPUINUECKOTO 3aKpervieHusl TpoBe/leHHOW YHUGUKAlMKA 2) CUCTeMbI TIOJIOXKEHUM, OIpeesistoiix
OCHOBHBbIE TpaBWa paboTbl C /[OKyMeHTaMU B OpraHW3alusx 3) COBOKYITHOCTbH B3alMOYBSI3aHHbBIX
yHU(DUITMPOBaHHBIX (OPM [JOKYMEHTOB, 00€eCITeUHBaIOIINX JOKYMEHTUPOBAHHOE TIPe/ICTAaBIeHHe JAHHBIX
B OTpe/ie/IeHHbIX BUJJaX XO3SCTBEHHOU JiesITe/TbHOCTH 4) 3aK/IF04YaeTcsi B YCTaHOBIEHUU eJUHO00pa3us
coctaBa U (opM yIpaBleHUYECKUX [JOKYMEHTOB, (UKCUDPYIOIIUX OCYIleCTB/IeHUe OJHOTUITHBIX
yTpaB/ieHdecKUX GyHKLUH U 3a7au 23. YHUUKalys - Beibepute oguH 13 4 BapuaHToB oTBeTa: 1) dhopma
IOPUINUECKOTO 3aKpervieHusl TpoBe/leHHOW YHUGUKAlMKA 2) CUCTeMbI TIOJIOXKEHUM, OIpeesistoiix
OCHOBHBbIE TpaBWa paboTbl C /[OKyMeHTaMU B OpraHW3alusx 3) COBOKYITHOCTbH B3alMOYBSI3aHHbBIX
yHU(DUIIUPOBaHHBIX (POPM [JOKYMEHTOB, 00€eCITeuHBalOIINX JOKYMEHTUPOBAHHOE TIPe/ICTaB/IeHHe JAHHBIX
B OTpe/ie/IeHHbIX BUJjaX XO3SCTBEHHOU JiesITe/TbHOCTH 4) 3aK/IF0YaeTcsi B YCTaHOBIEHUU eJUHO00pa3us
coctaBa U (opM yIpaBleHUYECKUX [JOKYMEHTOB, (UKCUDPYIOIIUX OCYIleCTB/IeHUe OJHOTUITHBIX
yripaB/ieHuUeCcKux (yHKIMH 1 3a7au
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3.2 3auér

— Ilonsitve u QyHKUMU [oKymeHTa. 2. Jle/oNpou3BOJCTBO: TOHSATHE M OpraHU3aljMOHHbIE
dopmbl. 3. Orambl pa3BUTHS Aesonpou3BoAcTBa B Poccun. 4. XapakTepuCTHMKa HOpPMaTUBHO-
MeToAnuecko 0a3el fesornpou3BoAcTBa. 5. [loHsATHe pekBu3WTa AOKyMeHTa. HOpuauyeckass cua
JOKyMeHTa. 6. YHUGUIMPOBAaHHBIE CUCTEMbI JOKYMEHTAIUU: TIOHSITUe, BUJbI, TIperMyliecTBa. 7. Obiue
npaBuaa o¢opMIeHUs] OpraHU3aliMOHHO-paclopsiauTenbHbix A0KyMeHTOB (o 'OCT P 6.30-2003). 8.
OcobeHHOCTH si3bIKa W CTWIsA OQULMAIBHBIX JOKYMeHTOB. 9. YcTaB opraHM3aldd: TIOHSTHE, BU[BI,
npaBuia coctaBieHusi. 10. TpeGoBaHus K 0GhOPMIIEHUIO [JO/DKHOCTHOM WHCTPyKuuu. 11. Tlpukas mo
OCHOBHOU [IeITe/IbHOCTU: TIOHSITHe, TpeOOBaHUSI K coOcCTaB/ieHHI0 U odopmienuto. 12. IlpaBuna
odopmieHus1 pacropsbkeHU U ykazaHui. 13. OcobeHHOCTH oOpM/IeHHsT pellleHUH U TTOCTAHOB/IEHUM.
14. [lenoBoe MHMCHMO: TIOHATHE, BHU/bI, TPeOOBaHUS K COCTaB/IeHHIO W odopmieHuto. 15. ITpoTokoi:
NoHsTHe U TpeboBaHus K oopmiieHnto. 16. ITpaBua odopmienus aktoB. 17. CripaBKa: TIOHSTHE, BU/B,
npaBuia opopmieHus. 18. TpeboBaHusi K 0hOpPMIEHUIO [OKIaJHBIX U OOBSCHUTENBHBIX 3almMCcOK. 19.
[MpaBuia odopmrenus Tenerpamm, TtenedoHorpamm U akca. 20. TpyzmoBoil [JOroBop: TOHATHE,
coziepkaHue, rpaBuia odopmienus. 21. TpeboBaHust K 0(OPMIIEHHIO TTPUKA30B 110 TUYHOMY COCTaBy. 22.
[TpaBuna coctaBneHuss ¥ OGoOpM/IeHHsT XapakTepuCTHKW. 23. TexHosorusi paboThl C OOpalleHUsIMU
rpaxzaaH. 24. Oco6eHHOCTH MOATOTOBKH JOKYMEHTOB OrpaHWUeHHOro goctyra. 25. Tlopsizmok o6paboTku
BXOJSALMX, UCXOAAIINX U BHYTPEHHUX JOKYMeHTOB. 26. OnepaTuBHOe XpaHeHVe JOKyMeHTOB. IIpaBuia
dhopmupoBanus fen. 27. HomeHK/1aTypa fen: TIOHSITHe, BU/bI U MOPSIAOK COCTaB/eHus. 28. DKcIiepTu3a
LIeHHOCTH JJOKyMeHTOB. [TopsiZloK nepesiauy ies1 B apXUB WM K YHUUTOXKeHH!0. 29. [IpaBusa odopmiieHUs
JIOKYMEHTOB B TeKCTOBOM pefiakTope Microsoft Word u Tabmunom nporieccope Excel. 30. ITpumeHeHue
CHUCTEM 3/IeKTPOHHOTO JOKYMeHTO000poTa.

3.3 TemMbl 0IPOCOB Ha 3aHATUAX

— 1. Ilonatve u ¢QyHKUMM [JOKyMeHTa. 2. [leslonpoOU3BOACTBO: TMOHSITHE M OpraHU3alOHHbIE
¢opmbl. 3. DTambel pa3BUTHS Jesonpor3BofAcTBa B Poccun. 4. XapakTepucThKa HOPMaTHBHO-
MeTouuecko 6a3bl [Jiesionpou3BoAcTBa. 5. [loHsiTMe pekBuU3UTa J0KyMeHTa. FOpuauueckasi cuma
JNOKyMeHTa. 6. YHUGDHUIIMPOBAaHHBIE CUCTEMbI IOKyMEHTAIWU: TIOHSITHE, BU/BI, TIpenmyliiecTBa. 7. OO1me
npaBusia o¢opM/IeHHsI OpraHM3alOHHO-pacropsauTenbHbiX AoKyMmeHToB (o 'OCT P 6.30-2003). 8.
OcobeHHOCTH si3bIKa M CTH/ISL O(GUIMANbHBIX [JOKYMeHTOB. 9. YcTaB oOpraHu3aljii: TOHSITWE, BU[PBI,
npaBwia cocrtapieHus. 10. TpeboBanus kK ohOpMIEHUIO JO/DKHOCTHOM WHCTpyKUuu. 11. TIpukas 1o
OCHOBHOW [IeATe/IbHOCTH: TIOHATHe, TpeOOBaHMS K cocTaBieHW0 W odopmieruto. 12. IIpaBuma
odopmieHUs1 pacriopsbkeHUH U ykazaHui. 13. OcobeHHOCTH oopM/IeHUSI pellleHHH U TTOCTaHOBJIEHHUM.
14. lenoBoe muchMO: TIOHSTHE, BUABI, TpeOOBaHMS K COCTaBjeHHIO W odopmienuto. 15. ITpotokom:
ToHsITHe U TpeboBaHUs K opopmiieHHt0. 16. TIpaBusia opopmienus akros. 17. CripaBKa: MOHSATHE, BU/BI,
npaBuia opopmienus. 18. TpeboBanusi K 0QOPMIEHHIO JOKIAHBIX U OOBSICHUTE/NBHBIX 3aliCcoK. 19.
[IpaBuna odopmrienust Tenerpamm, TtenegoHorpamMmm U (akca. 20. TpyzoBoil [OroBop: TMOHSTHE,
coziep)kaHue, ripaBuia odopmienus. 21. TpeboBanust K 0pOpMIEHHIO TTPHUKA30B T0 TMYHOMY COCTaBy. 22.
[MpaBuna cocraBneHusi U odopmieHHsi XapakTepucTuku. 23. TexHosorusi paboTbl € oOpalleHus MU
rpakziad. 24. Oco6eHHOCTH TIOATOTOBKH /JOKYMEHTOB OTpaHHUuUeHHOTro foctyma. 25. [Topsifok o6pabotku
BXOZAIIUX, UCXOJSALMX U BHYTPEHHUX JOKYMeHTOB. 26. OrnepaTvBHOe XpaHeHue J0KyMeHTOB. IIpaBuia
¢opmupoBaHus fen. 27. HomeHKnatypa Jen: MOHsATHe, BUJbl U TOPSIOK COCTaBeHus. 28. DKcrepTusa
LEHHOCTU JOKyMeHTOB. [Topsijok nepefaun fien B apXyB WM K YHUUTOXKeHHI0. 29. [IpaBusia opopmiieHus
JOKyMEeHTOB B TeKCTOBOM peziaktope Microsoft Word u Tabmunom niporjeccope Excel. 30. [Tpumenenue
CHUCTEeM 37IeKTPOHHOT0 I0KyMeHT0000poTa.

3.4 TeMbI KOHTPO/IBHBIX PadOT

— 1. ToHsATHe W mpoucxoxjeHWe nokymeHTa. CriocoObl M CpefCTBa JIOKYMEHTUDOBaHHS. 2.
OYHKIMU U KTacCUpUKaIus JOKyMeHTOB. 3. [1e/0npor3BOACTBO: MOHSATHE U OpraHu3alOHHbIe (DOPMBI.
4. llonsatve pekBusura [AokyMeHTa. HOpuaudeckas cuna JokymeHrta. 5. IloHdaTne U BUABI
YHUDHUIUPOBAaHHBIX CHUCTEM JOKyYMeHTal[iu. 6. YCcTaB opraHuW3al[uu: BU/bI U MpaBU/ia COCTaBIeHUs. 7.
[MonokeHne 06 opraHu3ald, CTPYKTYPHOM TMOfpa3fefieHuu: TpeOOBaHUSI K COCTaBJeHHID W
oopmienuto. 8. OdopmieHre UHCTPYKLMM, [JOMKHOCTHBIX MHCTPYKUMM. 9. IlpaBusia odopmieHus
OpraHU3allMOHHBIX KaJpOBbIX JOKYMEHTOB (CTPYKTypa U LUTaTHas YHWC/AEeHHOCTh, LITaTHOe pacluCaHue,
TIpaBWIa BHYTPeHHETo TPyAoBOro pacropsifika). 10. IIprka3 Mo oCHOBHOM [eATelbHOCTH: TpeOOBaHUS K
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otdopmsiennto. 11. Pacriopspkenus, yKa3aHusl, PeIlIeHHs U TIOCTAHOB/IeHHUs: TpeboBaHUs K 0OPMIIEHHIO.
12. TpeboBanust K odopmieHHI0 MPOTOKOOB. 13. AKThI U TipaBwia ux odopmienus. 14. OdopmieHue
CIIPABOK, [JOKIAJHBIX M OOBSICHUTeNbHBIX 3anmucok. 15. CocTaBieHWe 3aK/IFOUEHHs, Te/lerpaMMBbl,
TesiehoHOTpamMMbl U dakca. 16. Buzbl 1 ocobeHHOCTH odopMIIeHus JOKYMEHTOB TI0 TMUHOMY COCTaBy. 2.
[TpaBusia cocTap/ieHUs1 PUKA30B 10 JTUUHOMY cocTaBy. 17. OdopmieHure xapakrepuctuku. 18. [enoBoe
MUCbMO: TIOHATHE, KjaaccupUKalus: 3akas, 3arnpoc, 3asBKa, W3BelleHWe, TrapaHTUHMHOE U
MH(pOPMaL[MOHHOEe THCbMO, HallOMMHAaHUe, OTKa3, MOATBep)KAeHue, MpejioKeHue, MUCbMO-TpeTeH3Us,
MUCbMO-TIpUI/IAllIeHHe,  TMCbMO-TIPOCh0a,  peK/JaMHOe  TMHUCbMO,  peKOoMeHjaTelbHOe  THChMO,
COTMPOBOJUTENbHOE TMHCHMO, MHUCHMO-TpeOoBaHMe, yBemomseHue. 19. IIpaBuma odopmiieHHs [1e10BbIX
nceM. SI13bIK U CTU/B C/Ty>KeOHBIX oKyMeHTOB. 20. [IoKyMeHTbI, Cofiep>Kalljiie roCyAapCTBeHHYIO TalHy,
U ux 3ammra. 21. JJoKyMeHTbI, cofiepyKalljie KOMMepUecKyro TaiiHy, ¥ ux 3amura. 22. Cayxba JOY:
3afiau ¥ (YHKLWH, CTPYKTypa, TpaBa U 00s;3aHHOCTU. 23. JJoKyMeHTOOOOpOT opraHusaluu: pabora c
BHYTPEHHUMH, BXOJSALIMMU YU UCXOJALIMMU JOKyMeHTaMu. 24. Peructpauys JOKYMEHTOB: JOKYMEHTHI,
nojjieXkaliye W He TojJjiexaliyde peructpauuy; 25. VcriosHeHWe M KOHTPOIb 3a MCIOJHEHHEM
JOKyMeHTOB. 26. [le/lonpon3BOACTBO [0 TMCbMEHHBIM W YCTHBIM OOpalieHusiM TpakiaH. 27.
OnepaTuBHOe XpaHeHHe [AOKyMeHTOB. IlpuHuunbel v mpaBuia (opmupoBanus fen. 28. Ilopsimok
COCTaB/IeHUs] HOMEHK/IATyphl fiesl. 29. Dkcreptusa LieHHOCTU JokKymeHToB. 30. IIpaBuna odopmienus
JOKYMEHTOB B TeKCTOBOM pezakrope Microsoft Word. 31. OcobeHHOCTH TpuMeHeHUs] TabIMYHOTO
niporieccopa Excel. 32. Oco6eHHOCTH CHUCTEMBI /IEKTPOHHON perucTpaiuu JokymeHToB. 33. Cucrema
OpraHu3alvy JBYKEHUS 3eKTPOHHBIX JOKYMEHTOB. 34. JNeKTPOHHOE apXHMBHOE XpaHeHHWe [JOKYMEeHTOB.

3.5 Temnbl 0K/1a/10B
— Ck/iagpiBaHMe M pa3BUTHe MPUKA3HOIO Je/I0Npor3BOACTBa. ['0CyiapcTBeHHOe peryivpoBaHue
nenornpousBozcTBa B Poccru B XVIII- Hauane XX BB. Co3ziaHye HOPMaTUBHOM 6a3bl. MeToauueckoe 1
Hay4yHO-TeXHUUecKoe obecrieueHre cepsl Aenonpor3BoAcTBa. Passutre aenonpoussogctsa B PCOCP /
CCCP B 1917-1990 rr. IIpodeccruonanbHasi TOATOTOBKA JOKYMEHTOBEJOB W  CIeL[MaTuCTOB
JIeJIOTPOM3BO/ICTBA B COBETCKUH mepuos. Pa3paboTka «'0CyapCTBEHHOM CUCTEMBI AOKYMEHTAIJMOHHOTO
obecrnieuenus ynpasnerus» (I'COOY).

3.6 DK3aMeHaLMOHHbIEe BOIIPOCHI

— 1. IIpegmert u 3ajauu JOKyMeHTOBeeHUs. 2. [IoHATHe «JOKyMeHT», pacllipeHue IMOHATHSA. 3.
®yukumu gokymeHTa. 4. CriocoObl ¥ BU/bI JOKYMEHTUPOBaHUs. 5. VIcTopuueckoe pa3BUTHE HOCUTeseH
nHbopMmaruu. 6. CTpyKTypa JJOKyMeHTHPOBaHHOU MHbopMau. PekBU3uThI U HOpMy/sip JOKyMeHTa. 7.
CroiicTBa JOKyMeHTHUpOBaHHOW MHGopMaiuu. 8. IIpu3Haku JOKyMeHTa U BUJbI ero (anbcudukaiuii. 9.
Knaccudpukaiuu  gokymentoB. 10. Ucropuyeckoe pa3BuThe CUCTeM  JOKymeHTanmu.  11.
YauduiupoBaHHbie cucTembl. 12. TIpou3BOJCTBO pa3NMUHBIX BUJOB [JOKyMeHTOB. 13. TexHomorus
JnokymeHtoobopora. 14. XpaHeHuwe [gokymMeHTOB. 15. OcoOeHHOCTH $i3bIKa M CTHS C/Ty»KeOHBIX
JIOKyMEHTOB.

3.7 TeMbI KOHTPO/IbHBIX PadoT
— 1. [TIlpaBuna odopmieHuss peKBU3UTOB «Ajpecar», «[loamuchk». 2. TexHosorus
JIOKyMeHTO000pOTa B yUpeX/eHUsIX U OpraHu3ariusX.

4 MeToauyeckHe MaTepHasibl
st obecrieueHus rpoiiecca oOyueHHUs] W pellleHus 3afau 00yueHUs] WUCTIONb3YIOTCS CeqyoIye
MarepHua’Ibl:
— MeToJuuecKWe Marepuasbl, OTpe/ie/sioliyde TpoLeAypbl OLleHWBaHUS 3HAHWMN, YMeHHH,
HAaBBIKOB U (W/M) ONbBITa [eATeJbHOCTH, XapaKTepU3yHOIUX 3Tarnbl (Op-MUPOBaHUS KOMITETEHLHH,
cornacHo 1. 12 paboyeii MporpaMMel.

4.1. OcHoBHas 1uTeparypa
1. Kysnenos WM. H. [lokymeHTalMoHHOe o0ecrieyeHue YIIpaBleHUS M [eJIONIPOU3BO/CTBO:
yuebHUK /7151 6akanaBpos / U. H. Ky3ueros. (I'pud MunobpHayku P®D) — M.: UzparensctBo FOpaiit; N/
FOpaiir, 2012. — 576 c. (Hamuue B 6ubmoreke TYCYP - 26 3k3.)

4.2. lonoHUTe/IbHAA IMTepaTypa
1. KupcanoBa M. B. CoBpeMeHHOe [e/I0NPOH3BO/ACTBO: YueOHoe mocobue. 4-e uzg. (I'pud
MunHo6pHayku P®) — M.: UHOPA-M, 2011. — 312 c. (Hasmmuue B 6ubmioreke TYCYP - 8 3k3.)
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4.3. Ob6sa3aTebHBIE YUe0HO-MeTOHYeCKHe MoCco0ust
1. [enompousBoAcTBO: YuebHO-MeToAHWYeckoe mocobOue s TMpaKTUUeCKOW TOATOTOBKU /
Kazakeuu JI. W. - 2017. 21 c. [OnekrpoHHbiti pecypc] - Pexum pgocryma:
https://edu.tusur.ru/publications/6757, cBoOOHBIA.
2. Meroguuecke  peKOMeHJAllMM [0  CaMOCTOSATeIbHOM  paboTe  CTY[AEHTOB  BCeX
CrelMa/IbHOCTeM W HampabjieHuM: YdeOHO-MeToguueckoe rocobue / Kasakeeuu JI. M. - 2016. 15 c.
[DnekTponHbIii pecypc] - Pexkum goctyma: https://edu.tusur.ru/publications/6050, cBoGOAHBIH.

4.4. Ba3bl JaHHBIX, TH(POPMAI[HOHHO CIPAaBOYHbIE M TOMCKOBBIE CHCTeMbI
1. - ayauTopHbINA (POHA;

2. - ¢doHAbI ¥ pecypchl yueOHO-MeTOIMUeCKOro KabrHeta rymanutapHoro ¢akynsrera TYCYPa;
3. - KOMIIbIOTephbl

CornacoBaHa Ha noprane Ne 16056 23



	1. Цели и задачи дисциплины
	1.1. Цели дисциплины
	1.2. Задачи дисциплины

	2. Место дисциплины в структуре ОПОП
	3. Требования к результатам освоения дисциплины
	4. Объем дисциплины и виды учебной работы
	5. Содержание дисциплины
	5.1. Разделы дисциплины и виды занятий
	5.2. Содержание разделов дисциплины (по лекциям) 
	5.3. Разделы дисциплины и междисциплинарные связи с обеспечивающими (предыдущими) и обеспечиваемыми (последующими) дисциплинами
	5.4. Соответствие компетенций, формируемых при изучении дисциплины, и видов занятий
	6. Интерактивные методы и формы организации обучения
	7. Лабораторные работы
	8. Практические занятия (семинары)
	9. Самостоятельная работа 
	9.1. Темы контрольных работ

	10. Курсовая работа (проект) 
	11. Рейтинговая система для оценки успеваемости студентов 
	12. Учебно-методическое и информационное обеспечение дисциплины
	12.1. Основная литература 
	12.2. Дополнительная литература 
	12.3 Учебно-методические пособия 
	12.3.1. Обязательные учебно-методические пособия 
	12.3.2 Учебно-методические пособия для лиц с ограниченными возможностями здоровья 
	12.4. Базы данных, информационно-справочные, поисковые системы и требуемое программное обеспечение 

	13. Материально-техническое обеспечение дисциплины 
	13.1. Общие требования к материально-техническому обеспечению дисциплины 
	13.1.1. Материально-техническое обеспечение для лекционных занятий 
	13.1.2. Материально-техническое обеспечение для практических занятий 
	13.1.3. Материально-техническое обеспечение для самостоятельной работы 
	13.2. Материально-техническое обеспечение дисциплины для лиц с ограниченными возможностями здоровья 
	14. Фонд оценочных средств 
	14.1. Основные требования к фонду оценочных средств и методические рекомендации 
	14.2 Требования к фонду оценочных средств для лиц с ограниченными возможностями здоровья 
	Таблица 14 – Дополнительные средства оценивания для студентов с инвалидностью 
	14.3 Методические рекомендации по оценочным средствам для лиц с ограниченными возможностями здоровья 
	1. Введение
	2 Реализация компетенций
	2.1 Компетенция ОПК-4

	3 Типовые контрольные задания
	3.1 Тестовые задания
	3.2 Зачёт
	3.3 Темы опросов на занятиях
	3.4 Темы контрольных работ
	3.5 Темы докладов
	3.6 Экзаменационные вопросы
	3.7 Темы контрольных работ

	4 Методические материалы
	4.1. Основная литература 
	4.2. Дополнительная литература 
	4.3. Обязательные учебно-методические пособия 
	4.4. Базы данных, информационно справочные и поисковые системы 


