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
Cep Mi-'r.-'-.'.l. 1B "....'..n 'w..:.-;:-l-li-.k'|-..--':':.ﬂ'-.inli.'-.f:l.-’-i-.:'.'.

Bragesey: Tpoawm Magen Edmpmosms

LeacTaatengs: ¢ 1001, 2016 no 16092010

PABOYAS ITPOTPAMMA YUEBHOW IV CLINITJINHBI
Je0npou3Bo/CTBO

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

dopma oOyueHus: OUHas

®akysnbreT: I'D, 'yManuTapHbii pakynbTeT

Kadenpa: ICP, Kadeapa ucropuu U confua/ibHOMH padoThl

Kypc: 4

CemecTp: 7

YuebOHbI 11aH Habopa 2016 rozga

Pacripesenenue pabouyero BpeMeHH

Ne Bubl yueOHOM JesiTeTbHOCTH 7 ceMecTp Bcero EayHuiib
1 Jlekuuu 28 28 yacoB
2 [IpakTryeckue 3aHATHA 44 44 4acoB
3 Bcero ayquTOpHbIX 3aHATUI 72 72 4yacoB
4 CamocTosiTesibHas paboTa 72 72 4yacoB
5 Bcero (6e3 3k3ameHa) 144 144 4acoB
6 OO0111ast TPyZI0EMKOCTh 144 144 4yacoB
4.0 4.0 3.E

3auet: 7 ceMeCTp

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

JINCT COTJIACOBAHUM

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

HaripaBJ/ieHus IOATOTOBKH (CreLaabHOCTH).

Hekan I'® Cycnosa T. 1.
3aBe/lyIOLLUI BbITyCKarolei Kag.

ncCp 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
Lenbro Kypca siB/isieTCsl pOpMHUPOBaHUE CUCTEMHBIX TMpe/ICTaBlIeHU O JJOKYMeHTaX, X (PYHKLUSX,
BUZIaX, TpeOOBaHMAX K WX OGMOPM/IEHWIO, TEXHOJIOTUH PpaboThl C JOKyMEHTaMH, IIpPaBWIaMU
CUCTeMaTU3aLuM U XpaHeHUs U JIp.

1.2. 3agauy JUCIMIIIAHBI

— 1. ¥YMeTh aHanM3UpoBaTh, CTPYKTYpPUPOBAaTh U OLIEHMBaTh COLMalbHYI HHGOpPMaLUI0 C
pa3HbIX TOUEK 3peHwUs], BbI/Ie/ISITh B Hel IJlaBHOe.

— 2. V3yunTh HOpMaTHBHYIO Oa3y B cdepe Ae/10Mpor3BO/ICTBA OT (hefiepasbHOTO 10 JT0KaTbHOTO
YPOBHSL.

— 3. OBnafieTh METOZIAMU TIOTyUYEHUs, TepepabOTKU, XpaHeHUs1 HH(OpMaIHu.

— 4. OpnafieTb HaBbIKaMHU pabOTHI C MPOrpaMMaMH T0 JOKYMEHTHPOBAHHIO Ha KOMITbIOTOpE, a
TaK>Ke UCTO/b30BaHUs e-mail u cetu «VIHTepHeT».

— 5. O6ecreunThb BBICOKYIO KY/IBTYPY yIpaBieHueCKOU /ieaTeTlbHOCTA PabOTHUKOB yUpeXXJeHUH
COL[MA/IbHOM 3allUTHhI, KaZIpOB, 3aHATHIX COLIMATbLHON PabOTOM.

2. MecTo pucomiuinHeel B cTpyKrype OITIOII
IMucturuivHa «/lemoripon3sBogcteo» (b1.5.30) oTHocuTcs K 670Ky 1 (6a30Bast uacTs).
[MpenuiecTByOUMMY  AUCLIATIMHAMY,  (OPMUDYIOIIUMU  Haya/bHble 3HAHUS, SIBJISIIOTCS
c/iefiyroliye AUCLMIUIMHBL: VHpopMalioHHble TexHosioruy, Jlorvka, MeHe)KMeHT HeKOMMepueCKuX
opranuzaiui, [1cuxosnorusi, Pycckuii si3bIK U KyJIbTypa peum.
[MocnepyromUMKU  JUCLUIIMHAMM  SIBJISIIOTCS:  [OCyAapCTBeHHbIE W MYHMLIMTAIBHBIE CITY>KOBI,
Putopuka.

3. TpeGoBaHus K pe3y/IbTaTaM 0CBOEHHS AMCLUIUTUHBI

[Tpouecc n3yueHus JUCLIMIUIVHBI HarlpaB/ieH Ha ()OpMUPOBaHKe CJlelyHOLMX KOMIIEeTeHLUi1:

— OIIK-4 cocoOHOCTBIO UCIIONB30BaTh OCHOBHBIE METO/Ibl, CTIOCOOBI M CpPe/ICTBA TO/TyUeHHUs,
XpaHeHus1, riepepaboTKu HMHGOpPMAaLMK, HaBbIKK pabOTbl C KOMIBIOTEDOM KaK CpeJCTBOM YIIpaBJIeHUs
vuHopMalue, B ToM ync/ie B MHPOPMAllMOHHO-KOMMYHUKAL[MOHHOM ceTu "MHTepHeT";

B pe3synbrarte usyueHus JUCLIMIUIMHBI CTYEHT JO/DKeH:

— 3HarTh - HODMAaTUBHYyIO 0a3y Jenompou3BofcTBa B PP - mpaBwia [JOKyMEHTHPOBAHUS
uHpopMaLuM U JOKyMeHTOOOOpOoTa - OCHOBHble KaTeropuud U TIOHSATHSI JOKYMEHTAal[MOHHOTO
obecrieueHrsi JeATEIBHOCTH COLMA/TILHOTO pabOTHMKA W COLMAAbHOTO YIIPAaBIAE€HUS] - OCHOBBI
CTaHJAPTU3alUY B IOKyMEeHTALMOHHOM 0becrieueHUH esTeIbHOCTH COLMaIbHOTO PabOTHUKA

— yMeThb COCTaB/siTh, 00pabaTbiBaTh, XpaHWTh W 3all{MILaTh JOKYMEHTbl U COZep’Kallylocs B
HUX UH()OPMAaLHIO

— B/IajieThb HaBblKaMHM paboThl C KOMITBIOTOPOM KaK CpPe/ICTBOM yIipaB/ieHUst WHbopMalyel, B
TOM UKc/ie B UH(OPMalMOHHO-KOMMYHHUKALIMOHHOM ceTH «IHTepHeT».

4. O0beM AMCHUIIMHBI M BUABI YU4e0HO# padoThI
OO6wjasi TPYAOeMKOCTb [UCLMIUIMHBI cocTaByisieT 4.0 3ayeTHBIX €JUHHUIILI W TIpPeACTaBjieHa B
tabmuie 4.1.
Tabnuiia 4.1 — Tpy10eMKOCTb TUCIUIIAHEI

Buzbl yueOHOM /ieATebHOCTU Bcero yacoB CemecTpsbl

7 ceMecTp
AynutopHbie 3aHATHSA (BCEro) 72 72
Jlekuym 28 28
[IpakTrueckue 3aHATHS 44 44
CamocrosiTenbHasi paboTa (Bcero) 72 72




ITpopaboTKa JIeKIMOHHOTO MaTepHasa 28 28
[ToaroToBka K mpakTUueCKUM 3aHSITHSAM, CeMUHapam 44 44
Bcero (6e3 sk3ameHa) 144 144
OO01mast TpyJ0eMKOCTD U 144 144
3aueTHble EqvHULIBI 4.0 4.0

5. Copepxanve AUCILUIIUHBI

5.1. Pa3genbl JMCHUNIMHBI 1 BU/IbI 3aHATHMN
Pa3fenbl AUCLUTIIMHBI ¥ BU/IBI 3aHATHH TTPUBe/IeHbI B Tabmmile 5.1.
Tabsuria 5.1 — Pa3zgenbl AUCIUIUTAHBI U BUZBI 3aHATUN

= £
o
= ¥
-
o] = o T =
= g F 0 gz S
Ha3BaHnus pasziesnioB JUCLIATIIVHBI g § 5 o g S &
= 5 & g Q = E
~ o @] $ QU=
O -
= =}
O
7 cemecCTp
1 Beegenue B yueOHBIM Kypc 28 44 72 144 | OIIK-4
«[lenornpoun3BoacTBo» HopmatuBHas 6a3a
JIOKyMEeHTaI[MOHHOTO 00ecrieueHust
yTipaB/ieHus B 00/1aCTH COIMAIbHON PabOThI
IloKkymMeHTHpOBaHVe UH(OPMaLUH.
TpeboBaHUs K 0()OPMJIEHHIO JOKYMEHTOB B
COLIMa/IbHBIX yupexxaeHnsax OpraHusanus
CTyKOBI JIOKYMEHTAIlMOHHOTO 00ecreyueHust
yTpaBJieHus B 00/1aCTH COIMaTbHON pabOTHI.
TexHosnorusi paboThl C JOKyMeHTaMU
Cucremarusanys U XxpaHeHue J0KyMeHTOB
KomrbroTopHast IMOAroTOBKA JOKYMEHTOB.
loKyMeHTO0OOpOT Ha KOMITbIOTOPE
Wtoro 3a cemecTp 28 44 72 144
Wtoro 28 44 72 144
5.2. CopeprkaHue pa3/jei0B AMCLUIIMHEI (110 JeKI[UsIM)
CopeprkaHue pa3/esioB AVCLUIUIVH (T10 JIeKLKSM) TIpHUBeJieHo B Tabsurie 5.2.
Tabnumua 5.2 - CopepskaHue paszienoB JUCLUIIMH (TI0 JIEKLIHSIM)
g g 5
= 4 =
g 3 =
CopeprkaHuve pasziesioB JUCLIUILIMHBI [10 = > T
HasBaHus pasgernos ACP pasi ACH s o E
JIeKLUAM g g g
S =
= =
=Y Qg2
= S
7 ceMecTp
1 BBegmenue B yueOHbIHM KypC BBezienne B yueOHbII Kypc 28 |OIIK-4
«denomipousBogcteo» HopmatueHas | «/lenorpoussoactso» [Ipeamer
0a3a JOKyMeHTaLMOHHOTO JVCLIMTIIMHEI «[]enonpousBoACTBO».
obecrieueHust yrpaB/ieHus B 061acti | OCHOBHbIE KaTeTOPUU U TTOHSTHSL.
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ColLMaIbHOM PaboThI
JIlokymMeHTHpOBaHHe WH(OPMALIVH.
TpeboBaHusT K 0 OPMIIEHHIO
JIOKyMEHTOB B COL[MA/TBHBIX
yupexaeHusix OpraHusaiysi Cy»X0bl
JOKyMEHTAIL[MOHHOTO 00ecrieueHust
yTpaB/eHus B 00/1aCTy COIMaIbHOU
pabotsl. TexHomorusi paboThi C
nokyMmeHTamu CHcTeMaTh3alyst u
XpaHeHHe JOKYMEeHTOB
KomrbroTopHasi mogroToBKa
JIOKyMeHTOB. [JoKyMeHTO000pOT Ha
KOMITBIOTOpE

DyHKIMU JOKymMeHTa. Bujbl
K/accuduKaluii 10KyMeHTOB.
Bo3HUKHOBEHHE U pa3BUTHE
0TeueCTBEHHOTO /1eJI0NPOU3BO/ICTBA.
Pa3Butue gesnornpon3Bo/cTBa B Poccuu B
[X-XVII BB.: JOKyMeHTUPOBaHUE
BHEIITHEeNO/IMTUUeCKUX CBs3er
JIPEBHEPYCCKOTO TOCYapCTBa, Cye0HbIX
Y TpaXk/]aHCKO-TIPABOBbIX OTHOIIEHUH.
CknazibiBaHMe U pa3BUTHe MPUKA3HOTO
Jlenornpoun3BoAcTBa. ['ocynapcTBeHHOe
pery/ivMpoBaHue JeJI0NpOU3BO/ICTBA B
Poccun B XVIII- Hayane XX BB.
Co3panre HOpMaTUBHOM 0a3bl.
MeToanueckoe ¥ HayYHO-TeXHUUeCKoe
obecrieueHye cdephl Ze/10TPOU3BO/ICTRA.
Pa3Butue genonpounssogctea B PCOCP /
CCCP B 1917-1990 rr. KnaccoBbiii
XapakTep CUCTeMbl OpraHu3aLu1
yrpaBJjieHUs rocarrapara u
nJenonpoussosactea B PCOCP.
IMpodeccroHanbHast MOATOTOBKA
JIOKYMEHTOBEJ]OB U CIeL[iaIuCcToOB
JleJIOTIPOM3BO/CTBA B COBETCKUM MEepPUO/I.
[Tpob6neMbl parjioHaM3al[|uy yTIpaBIeHuUs
Y J1eJIONpOU3BO/CTBA. Pa3paboTka
«['ocynapcTBeHHOM CHUCTEMBI
JIOKYMEHTAI[MOHHOTO 00ecrieueHust
ynpasnenusi» (I'CAOY).HopmaTtuBHas
0a3a JOKyMeHTaI[MOHHOTO 00ecreueH st
yrpaB/ieHus B 06/1aCTH COLMaIbHOMN
pabotel HopMaTBHO-TIpaBOBbIE aKThI,
peryaupyroliye OTHOLIeH s B cpepe
Jle/IONPOM3BO/CTBA U apXMBHOTO JieJia.
Borpockl 10KyMeHTHPOBaHKSI B
Konctutyuuu Poccuiickon ®@epnepanuu,
TpyznosoMm, ['paxkagaHckoM U Ap. KogeKkcax
P®. denepanbHbie 3akoHBI «O6
rvHdopmalu, “HGOPMalIMOHHBIX
TeXHOJIOTHSIX U O 3aIliuTe WHhOpMaI[un»
(2006 r.), «O rocynapCTBEHHOM $i3bIKe
Poccutickoit ®efepaiiumn», «O nopsiike
paccMOTpeHust 0OpallleHH i rpaXkKaaH».
Metoauueckue pa3paboTKH 10
JenoripousBoycTBy PocapxviBa PO.
HesrensHoCTh Bcepoccuiickoro HayyHo-
WCCe[j0BaTebCKOr0 MHCTUTYTA
JIOKyMEeHTOBe/IeHUsI U apXUBHOTO Jiefia
(BHUUOA/). AqMUHUCTpaTUBHAs U
yr0JIOBHAsi OTBeTCTBEHHOCTH 3a
HapylleHus B cepe

Jles1onpou3BoACTBa. JJOKyMeHTHpOBaHUE
nHbopMaiu. TpeboBaHUS K
oopM/IeHHIO IOKYMEHTOB B COLIMATBHBIX
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yupexxzaenusix FOpuanyeckoe 3HaueHue
JoKymeHTa. [ToHSATHE «PEKBU3UT
JOKyMeHTa». YHU(DHUIMPOBAHHbIE
CHUCTeMBI ZIOKyMeHTalu. [1oHsATHE U
BU/Ibl YHUDUIIMPOBAHHBIX CHCTEM.
CraHgapty3anys ZoKyMeHToB. [IpaBusa
odopmnenusi pekeusutoB. 'OCT P 6.30 —
2003 «YauuimpoBaHHasi cucteMa
OpraHu3al[MOHHO-PACTIOPSIIUTE/TbHON
nokyMmeHTaruu. TpebGoBaHus K
ohopMIeHHIO TOKYMEHTOB». PeKBU3UTHI
3aroJIOBOYHOM, CofiepKaTe/TbHOU 1
odopmisitoLLeli yacTeli JOKyMeHTa,
nipaBuia ux opopmiieHust. [ToHsTHE
«b/aHK IoKyMeHTa». Byl 61aHKOB.
PeKkBU3WThI OJTAHKOB, BapUaHThI MX
pacriosioxkeHusi. OpraHu3alioHHbIE
JOKYMEHTBI: yCTaB OpraHU3aluy,
OCHOBHBIE BH/IbI, TIPaBH/Ia COCTAB/IEHUSI.
[MTonoxenue 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, IIITaTHOE
pacriicanue). PacriopsiauresibHbie
noKyMeHTHI. [IprKa3 1o 0CHOBHOM
JesiTe/TbHOCTH, PACIIOpsDKeHHe, yKa3aHue,
peliieHue: TpeOOBaHUS K UX
odopmenuto. MHdpopmaloHHO-
CrpaBOUHbIe JIOKyMeHTHI. [IpoTokos
(TIO/THBIN U KPAaTKUiA), BU/IbI aKTOB,
TipaBW/ia UX COCTaB/IEHUSI U OPOPMIIEHUSI.
ITpensioykeHre Kak MHPOPMaI[HOHHO-
CTIPaBOUHBIN JOKyMeHT. JoK/iaziHast 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 JITUHOMY COCTaBYy.
IMoHsATHE «TIepCOHabHBIE JAHHBIE»,
o011jasi XapaKTepUCTUKA U 0COOEHHOCTU
paboThl ¢ HUMH. [JOKyMeHTHPOBaHMe
paboTsI ¢ mepcoHaniom. Kazsposast
JIOKyMeHTal[¥si: OpraHU3alMOHHO-
TIpaBOBbIe JJOKYMEHTHI (TIpaBUIa
BHYTPEHHET0 TPY/ZIOBOTO pacriopsiKa,
TPYZOBOI JOTOBOD), TIepCOHa/TbHasT
JOKyMeHTaLusi (TpyZoBasi KHIXKKA,
JTMYHBINA JTUCTOK TI0 YUeTy KaJpOB,
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pe3roMe U XapaKTepPUCTHKa,
aBrobuorpadwus). PacropsigurenbHast
KaZIpoBast JOKyMeHTal[¥si — MPUKa3 110
miyHOMYy cocTaBy. Pabota ¢
oOpalleHusIMU TpaXk/laH — KaIo0bl,
3asiB/IeHs], TIpe/yioxKeHus. [leoBast
niepernucka. Knaccudukaiys 1emoBbix
TMCeM: TIMChMO-TIPOCK0a, 3arpoc, OTBeT,
obpaiiieHue, MOATBEPXKIeHHE,
u3BelljeHre, CO00IIeHre, TIPUT/IallIeHue,
HarloMUHaHKe, TpeboBaHue,
G1arojapHOCTh, TIO37IpaB/ieHue.
NHudopmaloHHOe MMCbMO, FapaHTUHHOE
MMCBbMO. $I3BIK ¥ CTH/Tb OULIMATBEHON
J1eJIOBOM TIepercKu: 0COOeHHOCTH
o(uIMaIbHO-e/IOBOTO CTHJISL, TIPaBUIIa
HarMcaHUs COKpallleHHW C/I0B, Ha3BaHUM,
YHUCUTETBHBIX U AP. [JOKyMeHTBI
orpaHuueHHoro goctyna. [Tpobiema
vH(OpMaLMOHHOM 6e30MacHOCTH U
3alUThl UH(OPMALIMOHHBIX PECYpPCOB.
YpoBHU KOH(UIEHITUATbHOCTH
vH(OPMaLMK, Ha3HaueHWe U TUTTBI
KOH(W/IeHLIMa/IbHBIX JJOKYMEHTOB.
®esiepasibHBIN 3aK0H «O
rocyzfapcTBeHHou TariHe» (1993 ), ero
OCHOBHBIE TI0JIO}KeHUsI U 3HAYeHHSI.
CocraByieHHe ¥ U3rOTOBJIEHHE
JIOKYMEeHTOB OTPaHUYeHHOTO ZI0CTYyTIa.
[Mopsifok paboThI UCTIONMHUTEEH C
JIOKyMeHTaMH OrpaHUUeHHOTO
pocryna.OpraHu3anus CryX0bl
JIOKyMEHTal[MOHHOTO 00ecrieueHust
yripaBienusi. TexHomorusi paboThl C
nokymeHtamu OO1mve TpeGoBaHMS.
OpraHu3aloHHbIe (hOpMbI CITYXKO:
1L|eHTpa/M30BaHHasl,
JleLieHTpa/IM30BaHHasi, CMelllaHHasl.
TuroBble opraHU3aliMOHHbIE CTPYKTYPHI:
yIipaBJieHue JieJlaMu, KaHLIe/IsIpysl,
001yt oT/eN, ceKpeTapb yupeKaeHusl.
3agaur v QYHKLMU CITYXKOBI
Jesioripou3BozcTBa. HopmaruBHast
pernamMeHTaryst CTy>KObI
Jesioripou3BozcTBa. Pabora ¢ BXoAsAIIMMHY,
UCXOASIUMUA U BHYTPEHHUMHU
JIOKyMeHTaMU: 3Tarbl 00paboTKHy,
TopsiOK paboThl. Perucrpauyst
JOKyMeHTOB. ®OPMbI U BH/IbI
perucrpaiyu. Kaproreku, MeToauKu ux
COo3[aHUs U IpuMeHeHus1. [JOKyMeHThbI, He
Tozi/ie)xaie peructpanyi. KoHTposb
WCTIONTHeHUsT JOKyMeHTOB. Llenb 1
YPOBHU KOHTPOJISI HaZl IOKyMeHTal[few.
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CpOKM UCIIO/TIHeHUS JOKYMEHTOB.
[TocTaHOBKa Ha KOHTPOJIb, IPOBEPKA X0/a
WCTIOJTHEHUST
JOKyMeHTOB.CHUCTeMaTH3aLus 1
XpaHeHue 10KyMeHTOB CrcTemarr3alus
Y XpaHeHHe JOKyMeHTOB. OrnepaTtrvBHOe
XpaHeHHe T0KyMeHTOB. O61mye
TIPUHLIUTIBEI (POPMUPOBAHUS Jel.
Homenkatypa fes1 opraHusaLiyu:
TIOHATHE «HOMEHK/IaTypa Jie/l» U Lie/iu ee
co3paHusi. TunoBble ¥ IpUMepHbIe
HOMeHK/IaTypsl. [Topsiziok cocTaBnenys
HOMEHKJIaTyphl iefl. KCIepTr3a
LIEHHOCTH JOKYMeHTOB. OLjeHKa
3HAYMMOCTH JJOKYMEHTOB U OrpejiefieHre
CpOKOB xpaHeHus1. [logroroska zgen K
riepesiaue B apxuB. OdopmaeHue
JIOKyMEHTOB U JlefT K

YHUUTOKeHU0. KomnbroTOpHast
MOJTOTOBKA JJOKYMEHTOB.
J1oKkymMeHTO060pOT Ha KOMITBIOTODE
OCHOBHBIe 3Tarbl KOMITbFOTOPHOM
MOJTOTOBKU JJOKYMEHTOB B TEKCTOBOM
penakrope Word: Habop TeKcTa, ero
peJlakTHpOBaHKe U (popMaTHpOBaHue.
PaboTa ¢ JoOKyMeHTaMu B TaOTMYHOM
ripotieccope Excel. Vicnonb3oBaHue
3JIEKTPOHHOU Tab/MILIbI KaK OPMBI
BeJIeHUs] OTUeTHOCTU. CTaTucTUuecKas
obpaboTka faHHbIX. CHUCTeMa
3JIEKTPOHHOTO ZIOKyMeHTo0obopoTa.
Cucrema 5/1eKTPOHHOW perucTparyu
JIOKYMEHTOB 1 KOHTPOJISI UCTIOTHEHHSI.
ABTOMaTU3MpOBaHHAs CUCTEMa B
OpraHM3aLvy JBHKeHUs JOKYMEHTOB
BHYTpHM yupexaeHus. Cucrema
3/IeKTPOHHOT'O0 apXUBHOI'0 XpaHeHUsI
JIOKYMEHTOB. DJIeKTPOHHasI 1ouTa U
Internet.

HToro

28

Wtoro 3a cemecTp

28

5.3. Pazensl AMCHUIUIMHBI M MEX/UCIMII/IMHAPHBIE CBSI3M C 00ecneunBarIUMH (PeAbIAYIMMHA)
U o0ecreurBaeMbIMH (MOC/IeYIOIAMH) JUCHHUIUTHHAMHA
Pa3zenbl JUCLIMTIIMHBI U MeXXAUCLUTIMHAPHBIE CBSI3U C obecrieunBaroIiMu (TIpebIAYLUMU) U
obecrieuriBaeMbIMH (TTOC/IEIYFOIIUMU) JUCLITTMHAMH TIPe/ICTaB/eHbl B Tabsuile 5.3.
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Tabsura 5.3 - Paszesnbl AUCIUTUTUHBI M MEXIUCIIUTTAHAPHBIE CBSI3U

Ne pa3gesnos
JTAHHOM
JVICLIATIJIUHBI, [I/1S1
KOTOPBIX
Heo0X0JuMOo
HavmeHoBaHMe [UCLIATIIMH u3yueHHe
obecrieunBaroLX
1 obecrnieyrBaeMbIX
JUCLIATIIVH
1
[IpeaiecTByroLyie JUCLUATIIMHBI
1 'ndopmaliioHHbIe TEXHOIOTHUH +
2 Jloruka +
3 MeHe[)KMeHT HeKOMMepUeCKUX OpraHn3aLiui +
4 Ilcuxonorus +
5 Pycckuit s13bIK M Ky/IbTYpa peuu +
[Tocnepyroiye AUCLUTIIMHBL
1 TocypapcTBeHHbIE ¥ MyHULUIA/IbHBIE CITYKObI +
2 Putopuka +

5.4. CooTBeTCTBHE KOMIIeTeHIMH, (hOPMUPYeMBbIX NP U3yYeHUH AUCLHUIUIUHBI, U BU/I0B 3aHATHI
CooTBeTcTBME KOMITeTEHLMM, (OPMHUPYEMbIX NPH WU3YYeHUU [WCLMIUIMHBI, M BUJOB 3aHATHMI
TipeZicTaB/eHo B Tabsuiie 5.4
Tabmuia 5.4 — CooTBeTcTBHe KOMIIETeHLMH W BUJIOB 3aHSTHM, (QOPMHDYeMbIX TpU H3yueHUU
JMUCLIATITAHEI

Bubl 3aHaTHI

DOopMBI KOHTPOJIS

KomneTeHiun

Jlekin
+ | TIpakTrueckue 3aHATUS
+ | CamocTosiTenibHast paboTa

OIIK-4 + KontposbHasi pabora, Omnipoc Ha

3aHATHSAX, 3aueT, TecT

6. InTepaKkTUBHBIE MeTOABI M (OPMBI OpraHu3auu 00yYeHNs
He npegycmotpeno PYII

7. JIabopaTopHbie padoThI
He npegycmorpeno PYII

8. ITpakTUueckue 3aHATHS (CeMUHAPHI)
HanMeHoBaHMe MpaKTUUeCKUX 3aHSATHM (CeMUHApOB) MpuBeieHo B Tabsuie 8.1.
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Tabmurja 8. 1 — HanmeHoBaHMe MPaKTHYeCKUX 3aHATHMN (CeMUHApPOB)

3 3§
LS 5 &
HanMeHoBaHMe MpaKTUUeCKUX 3aHSATHMA < > o
Ha3Banus pa3enoB z = e E=
(cemuHapoB) 3 g g
= | B2
- s
7 ceMecTp
1 BBezieHue B yueOHBIN KypC Beenenvie Bo3sHWKHOBEHUE U pa3BUTHE 44 OIlK-4
«[denonpon3BozcTBo» HopMaTrBHasi | 0TeueCTBEHHOIO
6a3a JOKyMeHTal[MOHHOTO Jesiornpou3BozicTBaHopMaTUBHO-
obecrieueHust yripaB/ieHust B 00/1acTv | TTpaBoBasi 6a3a JOKyMeHTalMOHHOTO
coLuasbHOU paboThI obecrieueHus1 IeATebLHOCTU
IloKymeHTHpOBaHKe UH(OPMAaLUH. corpanbHOro pabotHuKaTpeboBaHus K
TpeboBanus K 0popMIeHHIO ohopMIeHHIO TOKYMEHTOB
JIOKYMEHTOB B COLIMaIbHbIX OpraHu3alvoHHbIe JOKyMeHThI U
yupexxaeHusix OpraHu3ainys C1y>KObl | TIpaBUia UX
JIOKyMEHTAIL[MOHHOTO 00ecIieueHust odopmieHusiPacriopsiiuTe/ibHbIe
yTipaBJieHusi B 006/71aCTH COLMAIBbHON | JOKYMEHTBI U TIpaBU/Ia UxX
pabotsl. TexHomorust paboThI C oopmnenusiiHpopMaLOHHO-
nokymeHTamMu CucteMaTr3anus v CrpaBOYHbIe JOKYMEHTHI U TIpaBuiia UxX
XpaHeHue T0KyMeHTOB odopmiieHusiJIoKyMeHTbI TI0 TUUHOMY
KomrbroTopHast Moir0TOBKa cocraBy/lesioBast riepernucka. SI3bK U
JIOKyMeHTOB. JIOKyMeHTOO0OpOT Ha | CTU/Tb CTY>KeOHBIX
KOMITbIOTOpe JIOKyMeHTOB/JOKyMeHTbI OrpaHUUYeHHOTO
pnocrynaTexHonmorust paboTsl ¢
JokymeHTaMuCrcTeMaTU3alus U
XpaHeHHe AoKymMeHTOBKoMIbIOTOpHast
TIO/ITOTOBKA ZIOKYMEHTOB.
lokyMeHTO0O0pOT Ha KOMITBIOTOPE
Htoro 44
Wroro 3a cemecTp 44

9. CamocTosiTe/IbHas1 padoTa
Buzipl caMocTosATeTbHOM paboThl, TPYA0EMKOCTh U (hOpMHUpPyeMble KOMITETEHLIUH TIPeJCTaB/IeHbI B

Tabmuie 9.1.
Tabmuia 9.1 - Busibl caMoCTOSITe/TbHOM paboThl, TPYI0EMKOCTb U (pOpMHUpyeMble KOMITeTeHLIUH
g L=
= b <
S = =
o v T
Bubl camocTosaTenbHOU é > T
Haseanwust pa3nenos 2 " = DOpMBI KOHTPOJIS
paboThl L s g
S8 g =
=Y S 2
= ©
7 ceMecTp
1 Beegenue B yueOHBIM IToaroroBka K 44 | OIIK-4 3auet, KOHTpO/IBbHAsA
KypC MPaKTUUeCKUM 3aHSTHSIM, pabora, Orpoc Ha
«/1enonpoun3BoACTBO» ceMuHapam 3aHATUAX, TecT
HopmaTuBHas
opma at basa ITpopaboTKa JIeKIMOHHOTO 28
OKYMEHTAaL[MOHHOTO
AOKYyM 1 Marepuasa
obecrieueHus1 yIipaBIeHUsI
B 00/1aCTH COLMATbHOM MToro 72
paboThI
[JoKyMeHTUpOBaHUe
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“H(opMaluu.
TpeboBaHus K
0()OpMJIEHUIO JIOKYMEHTOB
B COLMA/TbHBIX
yUpeXXAeHHUsIX
OpraHuzanysi Cy»0bl
JIOKYMeHTal[MOHHOTO
obecrieueHus1 yIipaBIeHUsI
B 00/1aCTH COLMATbHOM
pabotel. TexHOMOTHS
paboThkI € IOKyMeHTaMu
Cucremarusanus U
XpaHeHue I0KyMeHTOB
KommisroTopHas
TO/ITOTOBKA JIOKyMEHTOB.
okymeHTO0OOPOT Ha

KOMIIbIOTOpE
Wroro 3a cemecTp 72
Ntoro 72

10. KypcoBasi pabora (nmpoekT)
He npenycmotpeno PYII

11. PeiiTuHrOBasi cucTeMa /i/Is1 OLeHKHU yCIIeBaeMOCTH CTY/leHTOB

11.1. ban/bHbIe OLleHKH /11 3/1eMeHTOB KOHTPOJIsl
Tabsuria 11.1 — BasutbHbIE OL[EHKH [I7Is 37IEMEHTOB KOHTPOJISI

o o MakcumanbHbIN
. MakcumasibHbIU MakcumasibHbIN
OneMeHTHI yueOHOM Oasu1 3a Iepuog Bcero 3a
6amnHa 1-yro KT ¢ | Gaut 3a mepuof,
JleaTeIbHOCTU Mexay 2KT u Ha ceMecTp
Havasa cemectpa | Mexay 1KT u 2KT
KOHeL| ceMecTpa
7 ceMecTp
3auer 30 30
KoHTposbHast pabora 5 5 5 15
Ornpoc Ha 3aHATUSX 10 5 5 20
Tect 10 10 15 35
Wtoro makcumym 3a 25 20 55 100
repuop
Hapacraroiym utorom 25 45 100 100

11.2. TTepecuet 0a/1I/1I0B B OLIEHKH 3a KOHTPO/IbHBIE TOUKHU
[TepecueT 6a/TOB B OLIEHKH 3a KOHTPOJIbHbBIE TOUKHU TIpe/[CTaB/eH B Tabuile 11.2.
Tabnuiia 11. 2 — [TepecueT 6a//IOB B OLIEHKU 3a KOHTPOJIbHbBIE TOUKU

basnnbl Ha 1aTy KOHTPOIBHOM TOUKH Orenka

> 90% oT MakcUMasbHOI cyMMbI 6annoB Ha gaty KT 5

Ot 70% no 89% oT MakcuMasbHON cyMMbl OansioB Ha gaty KT

4
Ot 60% 10 69% OT MaKCMMaJIbHOM cyMMbI OasiioB Ha Aary KT 3
2

< 60% oT MakcuMasnbHOM cymMMmbl OanioB Ha gaty KT

11.3. Ilepecuer cymMbI 6a/IJIOB B TPAAAMIIMIOHHYIO U MEXX/[yHAPOJHYIO OL{€HKY
ITepecueT cymMMbl 6a/UIOB B TPAAWLIMOHHYIO U MEXKAYHAPOAHYIO OL|eHKY TpeficTaB/ieH B Tabsuiie
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11.3.
Tabnuna 11. 3 — ITepecueT cyMMbI 6a/IIOB B TPAJAULIMOHHYIO U MEXKIYHAPOHYIO OLIEHKY

WToroBast cymma 6asios,

Ouenka (I'OC) YUUTBIBAET yCMEIIHO CAaHHBIN Ouenka (ECTS)

9K3aMeH

5 (0T/IMUHO) (3aUTEHO) 90 - 100 A (oTrM4HO)
85-89 B (oueHs xopo11o)

4 (xopol1io) (3auTeHo0) 75 -84 C (xopo110)
70 -74
65 - 69 D (yaoBrieTBOpUTEHHO)

3 (YAOB/IETBOPUTEBHO) (3aUTEHO) 60 64 E (HocpeAcTaerio)
2 (HeYOB/IECTBODUTETHO) (He Hike 60 6asos F (HeyzmoB1eTBOPUTEJILHO)

3aUTeHO)

12. Yueb6Ho-MeTOAMYeCcKOe M HH(OPMAIHOHHOE 00ecreyeHHe AUCIUILTMHBI

12.1. OcHoBHas 1UTEpaTypa
1. Kysnenos U. H. [lokymeHTalMoHHOe obecrieyeHue YIIpaBlAeHUs U [leJIONPOU3BO/CTBO:
yuebHuk j1s 6akanaBpos / Y. H. Kysuenos. (I'pud Munobpuayku P®) — M.: M3patensctBo FOpaiit; U/
FOpaiirt, 2012. — 576 c. (Hamuue B 6ubmoreke TYCYP - 26 3k3.)

12.2. lono/siHUTe/IbHAA IUTeparypa

1. KupcanoBa M. B. CoBpeMeHHOe [e/I0NIPOM3BOACTBO: YueOHoe mocobue. 4-e uzg. (['pud
Muno6pHayku P®) — M.: UHOPA-M, 2011. — 312 c. (Hammuue B 6ubmioreke TYCYP - 8 3k3.)

2. [enorpou3BOACTBO B colanbHOUW pabore. Yacte I: YuebHoe mocoOuwe st CTYIEeHTOB
Harpap/ieHUs] TOATOTOBKU OakanaBpoB «ColuanbHas pabota» / Kasakesuu JI. U. - 2016. 148 c.
[DnekTponHsii pecypc] - Pexxum pocrtyma: https://edu.tusur.ru/publications/6520, gara obpaireHus:
22.02.2017.

12.3 YueOHo-MeToguUEeCKHE TT0CO0HA

12.3.1. O6sa3aTenbHBbIE YUe0OHO-MeTOHYECKHE M0Co0us

1. Metoauueckue peKOMEeHJAI[MM TI0  CAMOCTOSTeNbHON  paboTe  CTYZeHTOB  BCeX
CIeLaIbHOCTeN W HarpaB/ieHuid: YueOHO-MeToanueckoe mocobue / Kasakesuu JI. U. - 2016. 15 c.
[DnekTponHbIii pecypc] - Pexxum poctyma: https://edu.tusur.ru/publications/6050, mara obGpateHus:
22.02.2017.

2. [enorpou3BOACTBO: YueOHO-MeTogHUUecKoe Iocobue [jisi TPaKTUYeCKOW ITOATOTOBKH /
Kazakepuu JI. W. - 2017. 21 c. [OnekrpoHHeiti pecypc] - Pexum pgocryma:
https://edu.tusur.ru/publications/6757, nara obpaienus: 22.02.2017.

12.3.2 YyeGHO-MeToAMYeCKHe I0CO0US /IS JTUL] C OTPAaHUYEHHBIMH BO3MO)KHOCTSIMH 3/|0POBbSA

YuebHO-MeTOANYeCKe MaTepHabl [jisi CAaMOCTOSTebHOW M ayUTOPHOM paboThl 00yUarom[uXcst
U3 YMC/Ia VUHBA/IWZIOB TPEeAOCTaB/SIOTCS B (popMax, a/laliTUPOBAHHBIX K OTPaHUUEHUSIM KX 3710pOBbSl U
BOCTIpUSAITUS MHOPMaLIMK.

J1s UL ¢ HapyIIeHUsIMM 3peHMA:

— B (hopMe 3/1eKTPOHHOTI'O JOKYMEHTa;

- B MleyaTHOW (hopMe yBeIMYeHHBIM IIPUPTOM.

J1s1 ULy ¢ HapyIIeHUsIMM C/TyXa:

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

- B TeuatHoi (opme.

Jl1s1 ALy ¢ HApyIIeHUsIMH OTIOPHO-ABUIaTe/IbHOIO0 anmnapara:

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

- B TeuaTHoi (opme.
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12.4. ba3bl JaHHBIX, TH)OPMAIHOHHO-CIIPABOYHbIE, TOUCKOBbIE CHCTeMBbI U Tpefyemoe
NporpaMMHoe obecrieueHue
1. edu.tusur.ru

13. Marepua/ibHO-TeXHHYECKOe o0ecreueHre JUCIHIUTHHBI
13.1. O6uue TpeGOBaHMsA K MaTePHA/IbHO-TEXHHYECKOMY 00eCreyeHUI0 JUCIUTUTHHBI

13.1.1. Marepua/ibHO-TEXHUYECKOEe 00ecrieueHue /IS JIeKIIMOHHbBIX 3aHATHI
[t poBe/ieHus1 3aHATHN JIEKL[MOHHOTO TUIIA, TPYMIOBLIX W WHAUBUAYaJbHBIX KOHCY/bTALUM,
TeKyIIlero KOHTPOJISi ¥ TIPOMEXYTOUHOM aTTeCTallud UCIIO/b3yeTcs yueOHasi ayAUuTOpHs, C KOJTUUeCTBOM
TI0CaZIOuHbIX MeCT He MeHee 22-24, 000pyZoBaHHas JOCKOW U CTaHAAPTHOW yueOHOM Mebesbio. VimeroTcst
Har/IsiiHbIe 1I0cobus B BU/ie TIpe3eHTallyi 110 JIeKI[MOHHBIM pa3/enaM JUCIUIIAHEI.

13.1.2. Marepua/IbHO-TEXHHYECKOe o0ecreueHne I NPAKTHYeCKUX 3aHATHH
st TIpoBe/ieHUsT TIPAKTUUEeCKUX (CeMMHAPCKMX) 3aHATUN WCIIONb3YyeTCs yueOHasi ayAMTOpPHUS B
COOTBETCTBUHM C COCTaB/IEHHbIM paclMCcaHueM

13.1.3. MarepuanbHO-TeXHHUYECKOe o0ecreyeHue /IIsi CAMOCTOATE/TbHON PadoThI
[nst camocTosATe/IbHOM pabOThI MCIONb3yeTcsl y4yeOHast ayauTopuisi (KOMITBIOTEpPHBIM Kiacc),
pacnionokeHHast o afpecy 634050, . Tomck, np. JlenuHa, 40, 2 stax, ayz. 233. CocraB 000pyA0OBaHUS:
yuebHasi Me0Oenb; KoMmbiOTepbl Kiacca He Hike [IDBM INTEL Celerom D336 2.8[Th. - 5 mr;
KoMIibloTephl  TiogkmoueHsl K cetu WMHTEPHET wu  obecrieunBaiOT [JOCTYNT B 3/IEKTPOHHYO
nH(OpMaLIMOHHO-00pa30BaTe/IbHYIO CpeJly YHUBEPCUTETA.

13.2. MarepuanbHO-TeXHHYeCKoe ofecrnedeHne JUCHHMITIMHBI /IS JIMI| C OTPaHUYeHHbIMH
BO3MO)XXHOCTSAIMM 3/[J0POBbSI

OcBoenue JucHUTIIMHBI uilaMu ¢ OB3 ocyliecTB/sieTCsl C UCIOMb30BaHUEM CpeJICTB 00ydeHust
00111er0 U CrIelUaIbHOTO Ha3HAUEHMS.

[Mlpy oOyyeHUM CTyIE€HTOB C HapyLIeHUSIMM CJIyXa TIPeAyCMOTPEeHO UCIO/Ib30BaHUe
3BYKOYCU/IMBAIOLLled anmnaparypbl, MYJbTUMEIUMHBIX CPEACTB W [JPYIMX TeXHUUEeCKHUX CpeZCTB
nipyveMa/miepesjaul yueOHoN MH(pOpMaIMK B AOCTYIHBIX (opMax AJisi CTYAeHTOB C HapyIIeHUsIMU CJTyXxa,
MOOW/ILHOW CHCTeMBbI OOyYeHUs [jiss CTY[JEHTOB C WHBAMJHOCTBIO, TOPTAaTUBHOW WHAYKI[MOHHOW
cucTeMbl. YueOHasi ayJUTOpHs, B KOTOPOM 00yuaroTCsi CTyleHThbl C HapyllleHheM cjiyxXa, ob6opyaoBaHa
KOMIBIOTEPHOW TEXHUKOM, ayJJMOTEXHUKOW, BUJEOTEXHUKOW, 3JeKTPOHHOW [OCKOW, MY/JIbTUMEOUNHOMN
CUCTEMOH.

[Tpu oOyueHMU CTYZ€HTOB C HAPYIIEHHWAMH 3PeHHUSIMH TIPEeyCMOTPEHO WCII0/b30BaHUE B
JeKIIMOHHBIX U yUeOHBIX ayAIUTOPUSX BO3MOXKHOCTH TIPOCMOTPA y/areHHbIX 00beKTOB (HarpuMep, TeKCTa
Ha JI0OCKe WX CJlal/ia Ha 5KpaHe) NPy MOMOLLY BU/le0yBeTMUUTeel /1S yla/IeHHOTO TPOCMOTpa.

[Tpu 00yyeHHH CTYJEHTOB C HapyILIeHUSIMH ONOPHO-/BUraTe/IbHOrO anmapara HCIo/Ib3yHTCS
aZlbTepHATHUBHBIE YCTPOMCTBa BBOJIa MH(MOpMAIMU U Apyrve TeXHUUYecKrWe CpeJCTBa MpreMa/riepejaun
yueOHOI MHGbOpPMAaLMK B JOCTYIHBIX (opMax AJisi CTYAeHTOB C HapylLIeHUsMU OTMOPHO-ABUraTebHOTO
arrapara, MOOUIbHOM CUCTeMbI 00yUeHHUs JJ1s1 JTEOZiel C MHBAITHOCTHIO.

14. ®oHj OLeHOYHBIX CPEACTB

14.1. OcHoBHbIe Tpe6oBaHuA K (GOH/Y OIeHOYHBIX CPEACTB H MeTOANYECKHEe PeKOMeH/Jal[uH
@DOH/T OLIEHOYHBIX CPEeACTB M THUIOBble KOHTPOJIbHBIE 3aJlJaHHsl, WCIIO/Ib3yeMble [Js1 OLIeHKU
chOpMUPOBaHHOCTU M OCBOEHMS 3aKpeIUVIeHHbIX 3a JUCLUIUIMHOW KOMIIEeTeHLIW TMpH TpPOBeJeHUMN
TEeKYII[eH, TTPOMEe)KYTOUHOM aTTeCTal[|| I10 JUCLIUTIIMHE TIPUBE/IeH B MPUIOXKeHUH K paboueli mporpaMme.

14.2 TpeooBaHus K (pOHYy OLIEHOUHBIX CPE/ICTB /AJ/IfA JIUI] C OTPAHUYEHHBIMH BO3MO)KHOCTAMH
3/10POBbsI
[nst CTyIeHTOB C WHBAJWJHOCTBIO MPeAYCMOTPEHBI [OMOJIHUTeIbHbIE OLIEHOUHble Cpe/CTBa,
riepeueHb KOTOPBIX YKa3aH B Tab/uile.

Taﬁmma 14 - I[OHOIIHI/ITEJII)HBIE CpeaACTBaA OLl€HUBAHUA /Il CTYJ€HTOB C UHBA/IN/THOCTBHO

BI/I,E[BI AOIIOTHHUTE/IbHBIX OLIEHOYHBIX (DOpMBI KOHTDPOJIA U OLI€HKH

Kareropuu cTyzieHTOB
CpejCTB pe3y/bTaToB 00yueHust
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C HapyLieHus MU
ciyxa

TecTbl, MTUCbMEHHbIE CAMOCTOSTE/IbHBIE
paboThI, BOMIPOCHI K 3aYeTY,
KOHTPOJTbHBIE PAOOTHI

[TpeuMyIiieCTBEHHO TMChbMeHHast
TIpoBepKa

C HapylieHUsIMU
3peHust

CobecezoBaHue 110 BOTIPOCaM K 3auerTy,
OTIpOC T10 TEPMHUHAM

[TpermMyI11ieCTBEHHO yCTHasi IpOBepKa
(MHAUBUAYATBHO)

C HapyLieHus MU
OTIOPHO-
JIBUTaTeIbHOTO
amrmapara

PelieHue JUCTaHIL[MOHHBIX TE@CTOB,
KOHTPOJIbHBIE PabOThI, TMCbMEHHbIe
CaMoCTOsiTe/IbHbIe paboThI, BOMIPOCHI K
3aueTy

[MpenmMyI11ieCTBEHHO AUCTAHLIMOHHBIMU
MeTo/laMU

C orpaHUUeHHUSIMU T10
o0IIIeMe TUIUHCKUM
TOKa3aHUsAM

TecTbl, MUCbMEHHBIE CAMOCTOSITE/IbHbBIE
paboThI, BOTIPOCHI K 3aYeTY,
KOHTPOJIbHBIE PabOThI, YCTHBIE OTBETHI

[TpermMy11ieCcTBEHHO TIPOBEPKa
MeTO/|JaMH, UCXO/Isl U3 COCTOSTHUS
obyuarol1jerocst Ha MOMeHT IPOBepPKU

14.3 MeTouuecKne peKOMeHJalHiu M0 OL[eHOYHBIM CPeACTBaM JJIfA JIMI] C OrPaHHYeHHbIMH
BO3MO)XHOCTAMH 3/10POBbSI

Ons crygentoB ¢ OB3 mnpeaycmarpuBaeTcs [AOCTyMHas ¢opMa TpeJoCTaBleHusl 3aJaHuid
OLIEHOUHBIX CPEJICTB, @ UMEHHO:

- B reuaTHol dopme;

- B [eyaTHOM (hopme C yBe/IMUeHHBIM LIPUPTOM;

- B (hopMe 3/IeKTPOHHOTO [JOKYMEHTa;

- MeTOZIOM UTeHHsI aCCUCTEHTOM 3a/laHus BCIYX;

- TripeZioCcTaB/IeHre 3a/laHusl C UCT0/Ib30BaHUEM Cyp/oTiepeBo/ia.

CTygeHTaM C WHBA/TUAHOCTBHIO YBE/MUMBAETCS BPeMsi Ha TOJTOTOBKY OTBETOB Ha KOHTPOJIbHBIE
BOMIPOCHL. [T TakKuX CTy[AeHTOB TpelyCcMaTpPUBAaeTCs AOCTyIMHas opma MpefoCcTaBieHus OTBETOB Ha

3a/laHys, a MME@HHO:

- MMCbMeHHO Ha Oymare;

- HabOp OTBETOB Ha KOMITBIOTEPE;

- HabOp OTBETOB C HCIO/Ib30BaHUEM YC/IYyT ACCUCTEHTa;

- TIpe/iCTaB/ieHe OTBETOB YCTHO.

[Mporieaypa OlieHWBAHHUS pPe3y/bTaTOB O0yueHWs WHBAIM/OB IO AWCLUIUIMHE TpeayCcMaTpUBaeT
npelocTaBieHre nHGopMalu B popmax, aZlanTUPOBAHHBIX K OTPAHUUEHHSIM UX 3/10POBbsI U BOCTIPUSTHS

VH(bopMaLuu:

JIisi id1y ¢ HapyLIeHUusIMM 3peHust:

- B (hopMe 3/1IeKTPOHHOTO [JOKYMEHTa;

- B [eyaTHOM (hopMe yBe/IMUeHHBIM HIPU(TOM.

JIisi id1 ¢ HapyLIeHUusIMM cJIyXa:

- B (hopMe 3/1IeKTPOHHOTO /JOKYMEHTa;

- B IeyaTHOU (popme.

JIist d1y ¢ HapylIeHUsIMHM OTNOPHO-/BUraTe/IbHOI0 aniapara:

- B (hopMe 3/IeKTPOHHOTO JOKYMEHTa;

- B MeyaTHOM (popme.

[Tpu HeoOXOAMMOCTH /17151 0OYUAOIUXCS C UHBAIMAHOCTBIO TPOLe/lypa OIleHUBAaHUS Pe3y/ibTaToB
00y4eHUsT MOXKET TPOBOJJUTHCSI B HECKOJIBKO 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)
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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 3aKpeIvIeHHBIX 3a JUCIUTUIMHON KOMIEeTeHLIUN

Kopg, @opMy/IMpOBKa KOMITeTeHL|UU Otarbl opMHUPOBaHUST KOMIIETEHITUM

OIlK-4 CTI0COOHOCTBIO UCIT0/Ib30BaTh OCHOBHbBIE [o/mKeH 3HaTh - HOPMaTUBHYIO 0a3y
METO/IbI, CTIOCOOBI U CPe/ICTBA MOy UeHHS, Jlesiorpou3Bo/cTBa B PO - npasuiia
XpaHeHus1, lepepaboTKu UH(GOpPMaLMY, HaBbIKK | JOKYMEHTHPOBaHUs UH(GOpPMALIUK U
paboThI C KOMITEIOTEPOM KaK Cpe/iCTBOM JIOKyMeHT0000pOTa - 0CHOBHBIE KaTeropuu
ynpaB/jeHusi UHQopMalyel, B TOM UWCJIe B Y TIOHATHUSA JOKYMEHTaL[MOHHOIO
HH($OPMaI[MOHHO-KOMMYHUKALIMOHHOW CeTH obecrieueHust 1eSITeTBHOCTH COLIUATLHOTO
"uTtepHet" paboOTHMKA U COLIMA/ILHOTO yTIPABIeHUS -

OCHOBBI CTaHJAPTU3aLUY B
JOKyMeHTal[MOHHOM 00ecriedeHun
JieTeIbHOCTH COL[MA/TBHOTO PabOTHHKa;
[lo/mKeH yMeTb COCTaB/IATh, 00pabaThiBaTh,
XPaHUTD U 3allUIIaTh JOKYMEHTHI U
COZlep’Kallyrocsi B HUX UH(OPMALIUIO;
oyokeH Biia/ieTb HaBBIKAMU PabOTHI €
KOMITBFOTOPOM KaK CPeZICTBOM YTIpaB/IeHUs
VMH(OopMaLieil, B TOM YMCJie B
rH(}OpMaI[MOHHO-KOMMYHUKaI[MOHHOU
cetu «/IHTEpHETY. ;

OO1e XapakTepPUCTUKH TOKa3aTeseld ¥ KPUTEPUEB OLI€EHWUBAHUS KOMITETEHIIMM Ha BCEX 3Tarax
TIpUBe/IeHbI B TaO/HIe 2.
Tabnuiia 2 — OO61iMe XapaKTepHUCTUKY TI0Ka3aTe/iell U KpUTepueB OLleHUBaHUS KOMIIETEeHLIMH 110 3Taram

ITokasarenu u
3HaTb YMmeTb Bnagets
KPUTEPUH
OtmuHo (BeicoKuH | ObnazmaeT dakTrueckumu | ObaaeT fuarna3oHOM KouTponupyet paborty,
YPOBEHb) Y TEOpeTHUEeCKUMHU MPAaKTUYeCKUX YMEeHUH, TIPOBOZIUT OLIEHKY,
3HAHUSIMH B TIpe/iesiax TpeOyeMbIX /JIsi Da3BUTHS | COBEPILEHCTBYET AeHCTBHUS
r3yuaemMoi 06/1acTu C TBOPUECKHX pelleHHH, paboThI
TIOHUMaHWeM TPaHUI] abcTparupoBaHUst
MIPUMEHUMOCTH nipobeM
Xoportio (6a30Bbiii | 3HaeT (GakThl, NPpUHIUIEL, |O6MagaeT qUara3oHOM bepeT 0TBeTCTBEHHOCTh 3a
yPOBEHb) TIpOLIeCChl, 00IIHe TIPaKTHUUeCKUX YMEHUH, 3aBepllIeHNe 3a/1au B
TIOHSATHS B Mpejienax TpeOyeMbIX /Jisl pellleHus1 | UCC/ie/JOBaHUH,
n3yyaeMoi obacTu orpeZie/IeHHBIX TIP00JIeM B | IPUCTIOCabIMBaeT CBOe
obsiacTu Uccie[OBaHus TioBe/ieHue K
00CTOsITENTHCTBAM B
pelieHUH pobiem
YnosnetBopuTenbH | ObOnazaeT 6a30BbIMU OO6saiaeT 0CHOBHBIMU Paboraet npu rpsiMomM
0 (TTIOpOTroBBIi OOIIMMH 3HAHUSIMU yMeHUsIMU, TpeOyeMbIMU | HaO/TFOIeHUH
yPOBEHb) 7151 BBITIOJTHEHHST TIPOCTBIX
3ajay

CornacosaHa Ha noprane Ne 16057 16



Tabmuia 3 — Orarbl

2 Peanu3anusi KOMIIeTeHI[UH

2.1 Komnerenuusa OIIK-4

OTIK-4: crocoGHOCThIO MCITOb30BaTh OCHOBHBIE METOABI, CIIOCOOBI M CpPEe/CTBA TOTYYEHHUs,
XpaHeHUs], 1epepaboTKu WHGOPMAaIMK, HaBbIKK pabOThl C KOMITBIOTEPOM KaK CPeJCTBOM YIIpaBJeHHs
vH(popMalel, B TOM Yic/ie B MHPOPMallJMOHHO-KOMMYHUKAaLMOHHOM ceTH "VIHTepHeT".

st popmMHUpOBaHMST KOMITETEHL[UM HEOOXOAMMO OCYIL[eCTBUTh Psifi 3TANoB. DTarnbl JOPMUPOBAHUS
KOMITeTEHLIMM, TIpUMEHsieMble /Ui 3TOr0 BUJbl 3aHATUA U HCIIO/b3yeMble CpPeACTBa OLeHWUBAHMS
npe/icTaB/ieHbl B Taburie 3.
OpPMUPOBaHUs KOMITeTeHL[MY U UCII0/Ib3yeMble Cpe/iCTBa OLleHUBaHUsA

JOKyMEHTaIL[MOHHOTO
obecrieueHust
JlesiTe/TbHOCTH
COLIMa/IbHOTO PabOTHHKA B
P®, ocHOBHBIE MeTO/bI,
CrocoObI ¥ Cpe/iCTBa
royueHust MHGopmaLuu,
npaBu/ia
JOKyMEHTHDPOBAHUS
vHbopMaluu U
JIOKyMeHT0000poTa,
OCHOBHBIE KaTeropuu u
TIOHSITUS
JOKyMEeHTAaL[IOHHOTO
obecrieueHust
JlesITe/IbHOCTH
COL[Ma/IbHOTO PabOTHUKA U
COLIMA/IbHOTO YIIPaB/IeHUS

obpabaTbIBaTh, XpaHUTh U
3aIIWIIaTh JOKYMEHThI 1
COZiep>Kallyocsi B HUX
vH(bopMalio

CocraB 3HaTb YmeTb Bnagets
CopeprkaHue [okeH 3HaTh HomkeH ymMeTb HokeH BnaseThb
3TaroB HOPMAaTHBHYO 0a3y COCTaBJISATh, MOTyYarh, HaBbIKaMU paboThI C

KOMITBFOTOPOM KakK
Cpe/iCTBOM YIIpaBJIeHUs
vH(opmaluel, B ToM
yucsie B UHPOpMaLOH-
HO-KOMMYHUKaLIMOHHOM!
cetu «VIHTEpHET»

Bubl 3aHaTHM

* [lpakTnueckue
3aHATHUS;

* Jlekuuu;

* CamocTosiTesbHas
pabora;

* [lpakTuueckue
3aHATHUS;

* Jlekuuuy;

* CamocTosiTe/ibHast
pabora;

e (CamocTosiTe/IbHas
paborta;

Vcnonb3yeMble * KoutposbHas pabota; | * KoHTposnbHast pabora; | ¢ 3auert;
Cpe/CcTBa * Omnpoc Ha 3aHATUAIX; * Orpoc Ha 3aHATHUSX;
OLleHMBaHUS » Tecr; * Tecr;
e 3auert; * 3auer;

dopMy/nMpoBKa TOKa3aTesield M KpUTepPUeB OLleHUBAHUS [JaHHOW KOMITeTeHI[MM TIpuBe/ieHa B
Tabmumie 4.
Tabsmuria 4 — TTokasaTes U KpUTEPUU OLIEHUBAHUST KOMIIETEHI[UM Ha 3Tarax

CocraB 3HaThb Y™meTb Bnagets
OT1mnyHO * (O6nasaet 3HaHHUEM * O6nagaet ymeHrEM * Bnaseer HaBBIKAMH

(BbICOKMI YPOBEHB)

OCHOBHBIX METO/IOB,
Crioco00B U CpeJCcTB
TIO/TyYeHuUsl, XpaHeHus],
riepepaboOTKH
uHpopmaLmu. 3HaeT, UTo
JOKYMEHTBI C
3a(MKCMPOBAHHOM Ha

WCII0/Ib30BaTh OCHOBHbBIE
METO/IbI, CITOCOOBI U
Cpe[CTBa TIO/TyueHus],
XpaHeHus1, mepepaboTKu
uHpopmauu. Obnazaer
YMEHHEM MCIT0/Tb30BaTh
HOPMaTHBHYIO 6a3y,

PabOoThI C KOMITEIOTOPOM
KaK CpeZICTBOM CO3/IaHUsI
pa3/IMYHbIX JOKYMEH-TOB,
Be/IeHUST [1e/I0BOM
TNepernucKy, rmpexsje
BCETO0 C TIOMOII[BIO
3JIeKTPOH-HOU MOYTHI B
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HUX UHbOpPMaluel Bo
BCEM UX MHOroo0pasuu
WUTPAlOT BaXXHYO POJib B
JKU3HU 0011]eCTBa, JIFOO0i
OpraHHu3aIyy,
yupexXJieHus: U
OT/Ie/TbHOTO YesioBeKa.
OO6/aiaeT 3HaHUEM, UTO
cdepa e/10npor3BO/ICTBA
CTpOro
peryiaMeHTHpOBaHa
Koncturyuueii PO,
(hegepanbHBIMU
3akoHamu, 'OCTamu u

AP

pa3paboTaHHyto B PO
TIPUMEeHUTeHHO K chepe
JOKYMEHTHPOBAHUS U
JOKyMeH-To000pOTa U Ha
3TON OCHOBE MOXKeT
KODPEKTHO COCTaBUTh
JIOKYMEHT U 00eCIeunTh
JIOKyMeHT0000poT;

r“H(opMalI[MOHHO-
KOMMYHUKAI[MOHHOMN
cetu «MITHTEDHETY. ;

Xoporuo (6a30Bblii | ¢ 3HaeT OCHOBHbIE * YMeeT COOTHeCTH * Beper
yPOBEHb) METO/IbI, CTIOCOOBI ¥ pas3/yHble JOKYMEHTbI U | OTBETCTBEHHOCTL 3a
Cpe/iCTBa IOy UeHus, WX HOPMaTHUBHOE TMIO/ITOTOBJIEHHBIE
XpaHeHus1, mepepaboTKu | obecrieueHue; CaMOCTOSITE/TEHO
WH(OpPMaIUH, TTpaBUIa JIOKYMEHTBI, a TakKe 3a
JIOKyMeHTUPOBaHUSI anropyUTM JIeHiCTBUM C
UH(pOPMaLIUU U BHYTPEHHUMH,
JIOKyMeHT0000pOoTa, CO3JaHHBIMU WU
OCHOBHBIE KaTeTOPUH U TO/Ty YeHHbIMU
TIOHSITHUSI JIOKyMeHTaMu;
J1eJI0TIPOM3BO/ICTRA,
CTPYKTYPY ¥ QyHKIMU
roZipasieNieHui
J1eJI0TPOX3BO/ICTBA;
YnosnetBopuTebH | ¢ O6sagaet 6a30BEIMU » OO6mazaet oOCHOBHBIMHU | ¢ BazieeT HaBbIKaMH
0 (TIOpOroBEI OOIIIMMH 3HAHUSIMH; yMeHUsIMU B paboTe C paboThl B
YPOBeHb) BHYTPE€HHHMMU, MH(OPMaLMOHHO-
BXOJSIIIMU U KOMMYHHKAI[MOHHOU
HUCXOOAIUMU cetu «/IHTEpHET».;
JIOKyMeHTaMH;

3 TumnoBsbie KOHTPOJ/IbHbIE 3d/1dHUA
,Z[]'IFI pear3alidi BbIIIeIrIepeyrCc/JIeHHbIX 3ad4 06yquI/1;1 HCII0/JIBb3YOTCA TUIIOBbIE KOHTPOJIBHBIE
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3a/laHUsI WK WHBbIe MaTepHhasibl, HeOOXOAWMbIe /i1 OLIeHKU 3HaHWM, YMEHHH, HaBBbIKOB W (W/IH) OIbITa
JesITeTbHOCTH, XapaKTepU3YIOIMX 3Tarnbl (OPMUPOBAHUS KOMITETEHLIMA B TIPOLIECCE OCBOEHHUS
oOpa3oBaTe/IbHOM TPOrPaMMBI, B C/IEAYIOIIEM COCTaBe.

3.1 TecToBbIe 3afaHuA

— 1. PekBU3UT [JOKyMeHTa - 3TO: BblOepuTe ofMiH M3 5 BapyuaHTOB OTBeTa: 1) o0s3aTenbHBIN
3/1eMeHT 0hOpMJIeHUsS AOKyMeHTa; 2) uacTb Ciy)kKeOHoro nucbma; 3) (upmeHHbIN OsaHK; 4) o6y
6n1aHK; 5) O6/1aHK CTeI[UabHOTO J0KyMeHTa. 2. [1e/I0npon3BO/ICTBO - 3TO: BbiOepuTe ofvH 13 5 BapUaHTOB
oTtBeta: 1) cucTema XpaHeHUs AOKYMEHTOB; 2) COCTaB/eHUWEe [OKYMEHTOB; 3) [OKyMEHTHUPOBaHUe U
opraHu3aiusi paboTel C JOKyMeHTaMH; 4) JIOKYMEeHTHI 0 OJHOMY BOIIPOCY, TOAIIWTHIE B TMarky; 5)
CUCTeMa perucTpaluu [JOKYMeHTOB. 3. BO3MOXXHBIM HavMeHOBaHHWEM CTPYKTYPHOIO MOZpa3ze/eHus
cnyx6e1 [IOY He siBiisieTcsi Beibepute ofyH M3 5 BapUaHTOB OTBeTa: 1) yIipaB/ieHue fe/iamu; 2) o0
otaen; 3) KaHuUensipusi; 4) cekperapuar; 5) OTHen KaApoB. 4. 3aKOHUMTe Hauaroe Tpe/JioyKeHHue:
okymeHTO0O0POT - 3TO [BM)KEeHHE JOKYMEHTOB B OpraHU3al[ii C MOMEHTA UX CO3JaHUsI WU TT0/TyUeHUst
no: Bribepute onvH U3 4 BapuHaHTOB OTBeTa: 1) mepejaud Ha WCTIONHEHWe; 2) TIOAIIMBKUA B Zieo; 3)
3aBepllIeHUs] UCTIOJIHeHUsI WM OTIpaBKu; 4) 10 YHUUTOXKeHWs 1o akty. 5. OpraHuszanusi paboTbl c
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JNOKyMeHTaMH - 3T0 BribeprTe ofuH U3 5 BAPHUAHTOB OTBeTa: 1) ABWKeHHe JOKyMEHTOB B OpPraHM3aliy C
MOMEHTa MX CO3[aHMsl WIH TOJyuyeHusl [0 3aBeplIeHUs] UCTIONMHEeHWsI WU OTIpaB/ieHus: 2) OpraHu3alus
JIOKyMeHT0000pOTa, XpaHeHHs ¥ UCIIO/Ib30BaHUs IOKYMEHTOB B TEKYIL[el [1esTelTbHOCTH YUPeXKIeHus. 3)
3anych MHGOPMALMM Ha Pa3/IMUHBbIX HOCUTEISIX [0 YCTaHOBJ/IEHHBIM TpaBuiaM 4) 0Tpacib [1esiTeIbHOCTH,
obecrieunBaroIiasi JOKyMEHTUPOBaHHWE W OpraHW3aLui0 paboTbl ¢ O(HUIMANbHBIMU JOKyMEHTaMH b5)
CBOMCTBO O(UIMA/NBHOTO [JOKYMeHTa, coo0lljaemMoe eMy [JeMCTBYIOL[UM 3aKOHO/aTe/TbCTBOM,
KOMIeTeHI[Meld M3/aBlIero ero opraHa M YCTaHOBJEHHbIM TOpsJKOM ero odgopmrieHus 6.
[okymeHTHUpOBaHUe - 3TO Bribepure ofWH M3 5 BapuaHTOB OTBeTa: 1) /BIWKeHUEe [IOKYMEHTOB B
OpraHu3aly C MOMeHTa X CO3[,aHUs WIN MTOJIy4YeHUs IO 3aBepIleHrs] UCIIOJIHeHUS WU OTIIpaBJieHus 2)
opraHusaius JOKyMeHT0000pOTa, XpaHeHHsI U UCIO/b30BaHUS IOKYMEHTOB B TeKylllel JesTelbHOCTU
yupexzeHusi 3) 3anuchb MH(OpMalMM Ha Pas3/MUHbIX HOCUTENSX IO YCTAaHOBJEHHBIM MpaBuiaMm 4)
OTpacib JleATeJIbHOCTH, obecrmeunBaoljasi JOKyMEHTUPOBaHHWE W  OpraHu3anui  paboTel C
ouIabHBIMU JOKyMEHTaMH 5) CBOMCTBO O(MUIMATBLHOTO IOKYMEHTa, CO00IIjaeMoe eMy /IeHCTBYIOIIUM
3aKOHOZATeNbCTBOM, KOMIETeHLMell U3/aBIlero ero OpraHa MW YCTaHOB/IEHHBIM T[IOPSJKOM €ro
odopmnenust 7. FOpupnueckass cuia JIOKyMeHTa - 3TO BwibepuTe oAuH W3 5 BapuaHTOB OTBera: 1)
[IBI)KeHHe [JOKYMEeHTOB B OpraHM3aljiM C MOMEeHTa WX CO3[aHus WM TO/yuYeHUs [0 3aBeplleHus
WCTIOJTHEHUs] WIM OTIIPaB/eHWs 2) OpraHu3auysi [JOKyMeHTOOOOpOoTa, XpaHeHWs ¥ WCIIOb30BaHUs
JIOKYMEHTOB B TeKYyIl[el JeaTebHOCTU yupeXeHus 3) 3amuch MH(POPMALMM Ha pa3/IMUHbIX HOCHUTEISIX
10 YCTAHOBJEHHBIM TMpaBUIaM 4) OTpacib JesTeNbHOCTH, ObecrieynBarommiasi JOKyMeHTHDOBAaHHE U
opraHuszaiui paboTbl € OGUIMATBEHBIMU JIOKYMEHTaMU 5) CBOMCTBO O(UIMANBHOTO JAOKYMEHTa,
coo0ijaemMoe emy [JeMCTBYIOIIMM 3aKOHOZAATe/bCTBOM, KOMITeTeHI[Mel W3[aBIlero ero opraHa u
yCTaHOBJIEHHBIM TIOPsiIKOM ero odopmienus 8. DyHKIMK JOKYMeHTOB ObIBatOT BribeprTe HeCKOJIBKO U3
5 BapWaHTOB OTBeTa: 1) mpocTele 2) ciokHbie 3) o6mme 4) WHCTPYKTHUBHBbIE 5) CrieldasnbHble 9.
HokymeHT - 3T0 Bpibepute ofuH U3 6 BapuaHTOB OTBeTa: 1) 3TO 3aruch WHGOPMALIMK HA pa3TUYHbIX
HOCHUTEe/ISIX TI0 YCTAHOBJIEHHBIM TMpaBWiaM 2) 00si3aTesibHBIN 371eMeHT OQOopMIeHHs O(UIHATBEHOTO
JOKyMeHTa 3) 3a(UKCUMpOBaHHasi Ha MarepuajbHOM HOCUTese HWH(GOPMAalLMsi C peKBHU3UTAMU,
MO3BO/ISAIOLMMU  ee HAEeHTU(ULMpPOoBaTh 4) CHUCTeMaTU3UPOBAHHBIM IepeyeHb HaUMEHOBAaHUMW e,
3aBOIMMBbIX B OpraHM3aliiM, C yKa3aHWeM CPOKOB WX XpaHeHUsl, O(OpMJ/IEHHbI B yCTaHOBJIEHHOM
TIopsiiKe 5) CBOMCTBO OHLIMATBLHOTO JOKYMeHTa, coobiiaeMoe eMy /IeHCTBYIOIIMM 3aKOHOJATEe/TECTBOM,
KOMITeTeHIMel U3[aBllero ero opraHa U yCTaHOB/EHHbIM TMOPSIZAKOM ero odopMieHHs 6) COBOKYITHOCThb
3HaHWM, HEeOOXOAWMBIX i Hajjle)Kalleil MeperucKy 1o ToproBeiM fenam 10. OcHOBOW opraHM3aliu
nenomnpon3BozcTtBa B XVIII Beke B Poccuu 6bl1 BoibepuTe oguH 13 5 BapyHaHTOB OTBeTa: 1) TIPUHIIUII
eMHOHAYa/us 2) KOJIIertasabHbIN MPUHLUN 3) MPUHLUITBI KOJ/UIETMaaIbHOTO U eIMHOIMUHOTO yTPaB/IeHUs
YeTKO He pa3rpaHUuMBaIUCh 4) aIMUHHACTPATHBHBIN MPUHLIUI 5) COIO3HBIM npuHLMN 11. KomMmepueckas
KOPpeCIoH/IeHIUsI - 3To Bribepure ofvH W3 6 BapuaHTOB OTBeTa: 1) 3TO 3amwch WHGOPMAIMK Ha
pa3/IMYHbIX HOCUTENSAX TI0 YCTAaHOBJEHHbIM TipaBUIaM 2) o0si3aTe/bHbINA 37eMeHT odopMIIeHUs
ouimanbHOrO JOKyMeHTa 3) 3auKCcHMpoBaHHas Ha MaTepuaJbHOM HOcuTesne WHGoOpMalys C
PEKBU3UTAMH, TIO3BO/SIIOLIMMHU  ee  WJeHTU(PULMpPOBaTb 4) CUCTeMaTU3UMPOBaHHBLIM IepeyeHb
HalMeHOBaHHWH [ieJl, 3aBOIMMBIX B OpraHu3aljiM, C yKa3aHWeM CPOKOB MX XpaHeHUs, O)OpPM/IEHHBIA B
YCTaHOB/IEHHOM TIOpsiIKeé 5) CBOWMCTBO OGUIMAIBHOTO /IOKYMeHTa, CoollijaeMoe emy [JelCTBYIOL[UM
3aKOHOZATeNbCTBOM, KOMIIeTeHLel M3ZaBIero ero OpraHa MW YCTaHOBJIEHHBIM IIOPSJKOM €ro
oopmieHust 6) COBOKYITHOCTb 3HaHWH, HeOOXOAUMBIX /ISl HajijlesKalllell TieperncKy 1o TOPrOBbIM JiejiaM
12. OcHOBO¥ opraHUW3aIvy [1eJI0TIPOU3BOAICTBA B MPHKa3HOU nieprof, B Poccun 6w BeibepuTe opuH U3 5
BapUaHTOB OTBeTa: 1) TMPUHLMI eJWHOHAYalusi 2) KOJJIeTUaJbHbld TPUHLMIN 3) TPUHLMIILI
KOJIJIETUA/IbBHOTO U eIUHOMYHOIO YIIpPaB/A€HUs UeTKO He pa3rpaHuuyMBauCh 4) aJMUHHCTPaTUBHBIN
TIPUHLIMIT 5) CcOr03HBIM NpuHLMN 13. OCHOBOW OpraHv3alyy [1efI0NpOX3BO/ACTBA B MUHUCTEPCKUN TTEPUO/,
B Poccuu Ob1 BeibepuTe ofvH M3 5 BapuaHTOB OTBeTa: 1) MPUHIUI eUHOHAYa/INs 2) KOJIJIerdaabHbIA
MIPUHLIUI 3) TIPUHLIMIIBI KOJJIETUAJbHOTO U €JUHOMYHOIO yTpaB/ieHHs YeTKO He pa3rpaHUuuBaIuch 4)
aJMUHUCTPATUBHBIM MNPUHLMN 5) COFO3HBbIM npuHLMN 14. CHcTeMbl OpraHU3aly [1e/10MPOM3BOACTBA
BribepuTe HeCKONMbKO W3 5 BapMaHTOB OTBeTa: 1) aJMUHUCTPATHBHbIE 2) IIeHTPa/JU30BaHHbIE 3)
KOMMepueckve 4) 4YaCTHUUHO-L|eHTa/Ju30BaHHble 5) JeLleTpanu3oBaHHble 15. [loKymeHThl 1o ¢opme
TIpeZiCTaB/IeHrs1 KnaccupULMpyroTcsi BoibeprTe HeCKOMbKO M3 8 BapMaHTOB OTBeTa: 1) UHUBHUAYa/bHbIe
2) BHyTpeHHMe 3) BHelllHUe 4) TpadapeTHble 5) pocTbie 6) coKHbIe 7) aHKeTHble 8) Tumnosble 16. ITo
IOPUIUUECKON cujie JOKYMeHThl KiaccuuuupyroTcss BribepuTe HecKoslbKO U3 5 BapuaHTOB OTBeTa: 1)
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00BIUHbIE 2) CeKpeTHbIe 3) MO/IMHHBIE 4) TIOAJIOKHBIE 5) M7 cyxeOHOTO mosib3oBanust 17. B Poccuu
OpraHbl TOCy/JapCTBEHHOM B/IaCTH OPraHU3yIOT paboTy 10 BOMPOCaM /ieJIoNPOX3BO/ICTBa uepe3 Bribepute
HEeCKOJIbKO U3 5 BapuaHTOB oTBeTa: 1) ['opoackue u nocesnkosble coBeTsl 2) ['0CyapCTBEHHYH0 apXUBHYHO
cnyx6y P® 3) Komwurer mo Hagzopy 4) Komurer P® mo crangaptusaimu 5) MunucrepctBa 18. B
ETCOOY BeIfeNSIOT Caeqylolfde HarpaBieHUs BbiOepuTe HeCKOJIbKO W3 8 BapuaHTOB OTBeta: 1)
co3faHue o01ieil MoJiesid TIOCTPOeHUs JOKyMeHTOB 2) paljoHa/IbHasi OpraHu3alius JOKyMeHToo0opoTa U
TeKylllero XxpaHeHusi fen 3) yHuUdUKalUMsg U CTaHJapTH3alvs [JOKyMEeHTOB 4) aBTOMaru3alus WU
MeXaHMu3alusi TpyAa 5) CTabWUIbHOCTH TpeOoOBaHWM K J[OKyMeHTaM 6) COKpallleHWe uuc/ia BHJOB
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 o01jeil Mofiesv MOCTPOeHUsT JIOKyMEeHTOB 2) palMoHa/IbHasi OpraHu3arys
JOKyMeHTO0O0OpOoTa U TeKylllero XpaHeHUsi fie/l 3) YHU(UKALMs U CTaHAapTH3alusi JOKYMeHTOB 4)
aBTOMAaTH3aIvsi U MeXaHHW3alusi TpyAa 5) CTaOWIBHOCTh TpeOOBaHM K JOKyMeHTaM 6) COKpalleHHe
yKc/ia BUJIOB JOKYMEHTOB 7) SKOHOMMKA M OpraHu3alysi Tpyza [erorpor3BOACTBEHHOIO NepcoHana 8)
equHOOOpasne ¢opm JOoKymMeHTOB 9) WH(GOPMAaTUBHOCTb, SKOHOMHUYHOCTH 10) compekeHune C
JENCTBYIOLIMMHM CUCTEMAaMM KjaacCUpUKanuu W kogupoBaHusi 20. YHUULIMpOBaHHas CUCTeMa
JOKyMeHTal[u BribepuTe onvH W3 4 BapuaHTOB oOTBeTa: 1) (dopma HOPUAMUECKOTO 3aKperuieHHs
TIpOBe/leHHON YHUGUKAIMKU 2) CUCTeMBI TOJIOXKEeHUH, Ompe/ie/sioliX OCHOBHBIe TpaBuWia paboThbl C
JOKyMeHTaMu B OpraHu3aiusx 3) COBOKYIMHOCTb B3aUMOYBSI3aHHbIX YHU(HUIMPOBAHHBIX (opM
JIOKYMeHTOB, 00ecreunBaroInX JOKYMeHTHUPOBaHHOe Tpe/iCTaB/leHre JaHHBIX B OMNpe/e/leHHbIX BHUaX
XO3HCTBEHHOUW [IeATeNIbHOCTH 4) 3aK/II0YaeTcsl B yCTAHOBJIEHWM equHooOpa3us coctaBa W (hopm
ynpaB/ieHUYeCKUX JOKYMEHTOB, (PMKCUPYIOIIUX OCYIeCTB/IeHHEe OJHOTUIIHBIX yIpaBJIeHUeCKUX (PyHKLWN
u 3amau 21. CranpapTu3aiusi JOKyMeHTOB Beibepute ofuiH w3 4 BapuaHTOB oTBeTa: 1) dopma
IOPUIMUECKOTO 3aKpervieHusl TpOBeJeHHOW YHU(UKalMKd 2) CUCTeMbl TIOJIOXKEHWM, OIpeJesistolX
OCHOBHBbIE TpaBW/Ia pabOThl C AOKyMEHTaMH B OpPraHM3alUsX 3) COBOKYITHOCTb B3aWMOYBSI3aHHBIX
yHU(DULIMPOBaHHBIX (OPM [JOKYMEHTOB, 00eCIieurBaroIuX JOKyMEeHTUPOBAHHOe TIpe/iCTaB/IeHHe JaHHBIX
B OTpe/Ie/IEHHBIX BUJIaX XO3SHUCTBEHHOU JIeITeTbHOCTH 4) 3aK/II0UaeTCsl B YCTAHOBIEHUHM eJMHO00pa3ust
coctaBa M (opM yIpaB/leHYECKUX [OKYMEHTOB, (PUKCUPYIOIIUX OCYLeCTBIeHUe OJHOTUITHBIX
yrnpaBneHdeckux GyHkuuii u 3agad 22. EI'CJOY - Bribepute oguH u3 4 BapuaHTOB oTBeta: 1) dopma
IOPUIMUECKOTO 3aKpervieHusl TpOoBeJeHHOW YHU(UKalMKd 2) CUCTEMbI TIOJIOXKEHWM, OMpeJesistoX
OCHOBHBbIE TpaBWIa paboThl C AOKyMEHTaMH B OpPraHM3alUsX 3) COBOKYITHOCTb B3aWMOYBSI3aHHBIX
yHU(DULIMPOBaHHBIX (POPM [JOKYMEHTOB, 00eCIieurBaroIuX JOKyMEeHTUPOBAHHOe TIpe/iCTaB/IeHHe JaHHBIX
B OTpe/Ie/IEHHBIX BU/IaX XO3SUCTBEHHOU JIeITeTbHOCTH 4) 3aK/TI0UaeTCs B YCTAHOBIEHUH eJMHOOOpa3ust
coctaBa M (opM yIpaB/leHYECKUX [JOKYMEHTOB, (UKCUPYIOIIMX OCYILeCTBeHUe OJHOTHITHBIX
yTpaB/ieHYe CKUX MYHKIUH U 3a7au 23. YHuduKaiys - Beibepute ofviH 13 4 BapuaHTOB OTBeTa: 1) dhopma
IOPUIMUECKOTO 3aKpervieHusl TpOBeJeHHOW YHU(UKalMKd 2) CUCTeMbl TIOJIOXKEHWM, OIpeJesistolX
OCHOBHBIE TpaBW/Ia pabOThl C AOKYMEHTaMH B OpPraHM3alUsX 3) COBOKYITHOCTb B3aWMOYBSI3aHHBIX
yHU(DULIMPOBaHHBIX (OPM [JOKYMEHTOB, 00eCIieurBaroIuX JOKyMEeHTUPOBAHHOe TIpe/iCTaB/IeHHe JaHHBIX
B OTpe/Ie/IEHHBIX BUJIaX XO3SHUCTBEHHOU JIeITeTbHOCTH 4) 3aK/II0UaeTCsl B YCTAHOBIEHUHM eJMHO00pa3ust
cocTaBa 1 (hopM yripaBieHUeCKUX JOKYMEHTOB, (PMKCUPYIOIIUX OCYyLleCTB/IeHHe

3.2 3auéT

— 1. Tlonatve U QyHKUMM AOKyMeHTa. 2. [1e/01por3BOACTBO: MOHSATHE U OpraHu3aljMOHHbIe
¢opmbl. 3. Otanbl pa3BuUTUS JenonpousBofAcTtBa B Poccum. 4. XapakTepucTMKa HOPMaTUBHO-
MeToZnueckoi 0asel fesornpon3BoAcTBa. 5. [loHsATHe pekBu3uTa AOKyMeHTa. HOpuauyeckass cuia
JOKyMeHTa. 6. YHU(UIMpOBaHHbIE CUCTEMBI JOKYMEHTALIUM: TIOHSTHe, BU/bI, TIperMyLiecTBa. 7. O01ue
npaBria 0(OpMJIeHUs] OpraHU3aljMOHHO-paclopsauTenbHbIX A0oKyMeHTOB (o 'OCT P 6.30-2003). 8.
OcobeHHOCTH $i3blKa U CTWIs OQULIMAIBHBIX JOKYMeHTOB. 9. YcTaB opraHu3alldd: TOHSITHE, BU[BI,
npaBuia cocraBneHus. 10. TpeboBanus k odopmieHHIO0 [O/DKHOCTHOM MHCTpykumu. 11. [Ipukas mo
OCHOBHOW [IeATe/IbHOCTH: TIOHATHe, TpeOOBaHUS K cocTaBieHU0 U odopmseHuto. 12. TIpaBuma
ocdopmsieHHsT pacriopsbkeHHM U ykasaHuil. 13. OcobeHHOCTH 0)OpMIIEHHsI PellleHH U MOCTaHOBIEeHHH.
14. [enoBoe MMCbMO: TIOHSITHE, BU/bI, TpeOOBaHUSA K COCTaBJIeHHIO W odopmieHuto. 15. TTporokos:
noHsiTe U TpeboBaHus K opopmiiennto. 16. ITpaBua odopmenus aktoB. 17. CripaBKa: NOHSTHE, BU/B,
npaBuia opopmiienus. 18. TpeOGoBaHusi K OQOPM/IEHHIO AOKIAZHBIX U OOBSICHUTE/NBHBIX 3arvcoK. 19.
[TpaBuna odopmienuss Tenerpamm, TenedoHorpamMm U (akca. 20. TpyaoBoil [0roBop: MOHSTHeE,
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cozep)kaHue, ripaBuia odpopmienus. 21. TpeboBanust K 0OPMIEHHIO TTPUKA30B T10 TMYHOMY COCTaBy. 22.
[MpaBuna cocraBneHusi U odopmieHHs XapakTepucTuku. 23. TexHosorusi paboTbl C oOpalleHus MU
rpakziad. 24. Oco6eHHOCTH TIOATOTOBKY JOKYMEHTOB OTpaHHUuUeHHOTro foctyra. 25. [Topsifok o6pabotku
BXO/SALUX, UCXOASIIUX U BHYTPEHHUX JOKYMeHTOB. 26. OnepaTuBHOe XpaHeHHe JOKyMeHTOB. IlpaBuia
dopmrpoBanus fien. 27. HoMmeHkiaTypa fien: TIOHATHe, BU/bl U TIOPSIOK COCTaB/ieHusl. 28. JKcrepTu3a
LEHHOCTU JOKyMeHTOB. [Topsijok nepefaun fien B apXyB WM K YHUUTOXKeHHI0. 29. [IpaBusia opopmieHust
JIOKYMEHTOB B TEKCTOBOM pefiaktope Microsoft Word u tabmmunom riporjeccope Excel. 30. TIpumenenue
CHUCTEeM 37IeKTPOHHOT0 IOKyMeHT0000pOoTa.

3.3 TemMbl OIPOCOB Ha 3aHATUAX

— BBemenune B yueOHBIM  Kypc  «/lenompouw3sBoAcTtBo»  IlpeaMeT  UCIATIIMHBI
«[Jenonpon3BoacTtBo». OCHOBHBIE KaTeropuu M MOHATHSA. PYHKIMM AOKymMeHTa. Buzbl Knaccudukanyi
JOKYMeHTOB. BoO3HMKHOBeHMe U  pasBUTHe  OTeYeCTBEHHOIO  [leJIONPOM3BOACTBa.  PasBurune
penonpousBoActBa B Poccum B IX-XVII BB.: [OKyMeHTHpDOBaHHE BHEIIHENOJUTUYECKUX CBSI3ed
JPEBHEPYCCKOTO TOCYJApCTBa, CyAeOHBIX M TPaXkJaHCKO-TIPABOBBIX OTHOIIeHWH. CkiajblBaHUe WU
pasBuUTHe IIPUKA3HOIO [esIoNpoU3BOACTBAa. l[oCynapcTBeHHOe peryavpoBaHue [e/IONpPOX3BOACTBA B
Poccuu B XVIII- Hayane XX BB. Co3zaHue HOpMaTiBHOM 0a3bl. MeToauueckoe M HayuHO-TEXHHUYECKOe
obecrieueHure cdepsl Zie/10MPor3BoACTBA. PasBuTtre aenonpousBoacta B PCOCP / CCCP B 1917-1990 rr.
KyaccoBbii xapakTep CMCTeMbl OpraHM3aliuy yrpaB/ieHus rocarrapara u genonpoussogcrsa B PCOCP.
[TpodeccroHanbHasg MOATOTOBKA [JOKYMEHTOBEJOB M CIEL[Ma/MCTOB [e/0NPOM3BO/ICTBA B COBETCKUM
neprozl. [TpoGsieMbl parjioHaM3aLuy yIpaB/ieHus U Jeonpou3BocTa. Paspabotka «I'ocynapcTBeHHON
CUCTEMBbI  JIOKyMeHTallMuOHHOro  obecrieuenust — ympaBnenuwsi» (I'COOY). HopmatuBHas — 6asa
JOKyMeHTal[IOHHOTO obecrieyeHusi yripaB/ieHrsi B 00/1acTy coLyanbHON paboTsl HopmaTrBHO-TIpaBOBbIE
aKThl, PperyJvpymollyde OTHOLIeHUs B c¢epe [e/JONpOM3BOJACTBA M apXUBHOro Jena. Borpocsl
JOKyMeHTHpoBaHus B KoHctutynum Poccurickort ®@epepanuy, Tpynosom, ['pakgaHCKOM U [p. KOfeKcax
P®. denepanvHbie 3akoHbl «O6 wuHbopMalyK, WHGOPMALIMOHHBIX TEXHOJNOTHUSIX W O 3alluTe
undopmarun» (2006 1), «O rocymapctBeHHOM si3bike Poccuiickoit ®enepauun», «O TopsaKe
paccMoTpeHust o0OpallieHuii TpaXkaan». MeTouueckre pa3paboTKH T10 [e/10npou3BoacTBy PocapxuBa PO.
[HesitenbHOCTE  BCepocCHMMCKOrOo  Hay4YHO-UCC/IEA0BATe/IbCKOTO  WHCTUTYTAa  [JOKYMEHTOBeJeHusl U
apxuBHoro gena (BHUMJA/). AZMUHKCTpAaTHMBHAsE M yrojOBHAas OTBETCTBEHHOCTH 3a HapylLIeHHsl B
cdepe menonpousBofcTBa. [JokymeHTHpoBaHue MH(opMauyu. TpeboBaHusl K 0()OPM/IEHUIO JOKYMEHTOB
B COLMa/IbHBIX yupexzaeHUsx FOpuaudeckoe 3HaueHue [OKyMeHTa. IIoHATHe «pPeKBU3UT JOKYMEHTa».
YHU(ULIMDOBaHHbIE CHUCTEMbl JOKyMeHTaluu. IloHsiTMe W BUAbl YHUGULIMPOBAHHBIX CHUCTEM.
Cranpaptusanusi  JokyMmeHTOB. IlpaBuna odopmnenus peksusutoB. ['OCT P 6.30 - 2003
«YHU(UIMPOBaHHAsi CHCTeMa OpraHW3aLMOHHO-PAaCIIOPSANTEIBHOM JOKyMeHTalud. TpeboBaHus K
O0()OpMJIEHUIO JOKYMEHTOB». PeKBU3WUTBHI 3arojioBOYHOM, COZep)kaTelbHOM W O(OPMIISIOLeN yacTei
JOKyMeHTa, TpaBwia ux odopmieHus. [loHsiTHe «OmaHK AOKyMeHTa». Bumbl O/aHKOB. PeKBU3WTEHI
0/1aHKOB, BapUaHTBI UX pacrioyiokeHus. OpraHu3alMOHHbIe JOKYMEHTBI: yCTaB OpraHM3aliii, OCHOBHbIE
BU/IbI, TIpaBWIa coctaBneHus. [lono)keHne o0 opraHu3aliuy, CTPYKTYPHOM TIOJpasfie/ieHuH, OCHOBHBIE
TpeboBaHUsI K cCOCTaBleHHI0 U odopmyieHuto. VIHCTPYKLMH, [O/DKHOCTHbIE WHCTPYKLMM, OCHOBHBIE
TpeboBaHUsI K CcOCTaB/ieHUI0 U odopmieHnto. OpraHu3alMoHHbIe Ka/IpOBble JOKYMEHTHI (CTPYKTypa U
1ITaTHasl YMCIEHHOCTh, LITaTHOe pacnucaHue). PacnopsiaurenbHble JOKyMeHTHI. [Ipyka3s mo OCHOBHOM
JieATeIbHOCTH, pacriopshKeHHe, yKasaHue, peleHre: TpeboBaHus K ux odopmieHuo. MHbopMaroHHO-
CripaBOuYHble JOKyMeHTbI. [IpoTOKO/ (TO/IHBIM M KpaTKWM), BHU/Jbl aKTOB, MpaBW/la WX COCTaB/IeHUS U
otdopmenusi. [IpeanokeHre Kak HWHGOPMAIMOHHO-CTIPABOUHBINA JOKyMeHT. JlokiafHasi U ciiyxeOHas
3alMCKY, OOBSICHUTENbHAsI 3alvCKa, CrpaBKa W CBOJAKA, 3aK/IHOUeHHWe U OT3bIB. JlOKYMEeHTHI,
riepe/iaBaeMble 110 KaHaslaM 3/1eKTPOCBSI3U: TejlerpaMMma, TereoHorpamma, Tesnedakc ((pakc). JokymeHTEI
10 JIMYHOMY COCTaBy. [TOHSITMe «MepCcoHabHbIe AaHHBIE», 00Iasi XapaKTePUCTHKA W OCOOEHHOCTU
pabotbl ¢ HumH. [JoKymeHTHpOBaHHWe paboTel C TiepcoHanoM. KazpoBas [IOKyMeHTarus:
OpraHM3alMOHHO-TIPABOBbIe OKYMEHTHI (TpaBWia BHYTPEHHEro TPYAOBOIO pacropsiika, TPYyAOBOMK
[IOTOBOP), TIepCOHa/bHasl JOKyMeHTalus (TPyAoBas KHWKKa, IMUHBIN JIMCTOK 10 Y4YeTy KaJpoB, pe3toMe U
XapaKTepUCTHKa, aBTobuorpadus). PacriopsiauTenbHas KafpoBasi AOKYMeHTalUsl — MPHKa3 10 JINYHOMY
cocraBy. Pabota c obpartieHusiIMU TpaskZiaH — >kano0bl, 3asBieHus, NIpeAaoKeHus. [lesoBas mepemnucka.
Knaccudukaiyst AenoBbIX MUCEM: TMHUCBMO-TIPOChDOA, 3arpoc, OTBeT, oOpalleHWe, IOATBEP)KAEHHE,
u3BelljeHre, Coo0IeHre, TIpUIVIallieHWe, HalloMHHaHHWe, TpeOoBaHue, 061aroJapHOCTb, I03[paBIeHHe.
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WHudbopMalimoHHOe MUCbMO, TapaHTUMHOe MUCHMO. SI3bIK U CTWIb O(ULIMATBLHON [1eI0BOU TepernucKu:
0cobeHHOCTH O(UIMaNbHO-/I/IOBOTO CTHWJIs, TIpaBW/a HAaNMCAHWS COKpAIlleHW# CJIOB, Ha3BaHWM,
YMC/TUTENBHBIX U JIp. JJOKyMEeHTbI OrpaHU4eHHOro JocTyra. [Tpobiema nHboOpMaIiMOHHOM 6e30TacHOCTH
Y 3alliyThl MH(POPMALIMOHHBIX peCypCOB. YPOBHU KOH(UAEHLMaIbHOCTU WH(OpPMAaLUM, Ha3HauYeHUe U
TUTIbI KOH(PUAEHLIMAMbHBIX T0KyMeHTOB. PefiepanbHbiii 3ak0H «O rocyapcTBeHHOM TaiiHe» (1993 1), ero
OCHOBHBbIe T10/10’KeHus1 U 3HaueHusi. CocTaB/ieHUe U U3r0TOB/IeHHe JOKYMEHTOB OrpaHMYeHHOro J0CTya.
[Topsimok paboThl UCTIONHUTENEH C JAOKyMEHTaMH OTpPaHWUYeHHOTo JocTyra. OpraHu3aiusi CiryKObI
JOKYMeHTal[UOHHOTO oOecrieueHusi yrpaB/ieHus. TexHosmorus pabotel c fgokymMeHTamu OOiiue
TpeboBaHus. OpraHr3alioHHbIe GOPMBI CTY>KO: LIeHTpa/M30BaHHas, JielleHTpaM30BaHHasi, CMelllaHHasl.
TurioBble opraHU3allMOHHbIE CTPYKTYDbI: YIIpaB/ieHUe JejlaMH, KaHLle/sipusi, oOIIui OT/en, ceKpeTapb
yupexkzieHusl. 3afiaud U (YHKI[UU CIyKObI J1e/10mpor3BoicTBa. HopMaTHBHAsT peryiaMeHTalusi CTyKObI
Jle/Ionpor3Bo/icTBa. PaboTra ¢ BXOISIIMMH, HUCXOASAIIMMUA WM BHYTPEHHHMH [JOKYMEHTaMH: JTarlbl
00paboTKu, TOpsiIoK paboThl. Peructparus nokymeHToB. DOpMBI M BUZBI perucTparuu. KapToTekw,
MeTOJMKU UX CO3[,aHusl U TIpUMeHeHus. [JOKymMeHTbl, He TojJjie)xalide perucrparuu. KoHTponb
VCTIOJIHEHUS] [OKYMeHTOB. llefb W YpOBHM KOHTpOJsA Haf, JoKyMmeHTanuer. CpOKM HCIIOJHEHUs
JOKyMeHTOB. [locTaHOBKa Ha KOHTDO/b, IPOBEPKa XOJa MCIIOJHeHUs1 JOKyMeHTOB. CucTemarusanus 1
XpaHeHue JOKyMeHTOB CrcTeMaTu3alus U XpaHeHue JOKYMeHTOB. OrepaTuBHOe XpaHeHWe JOKYMEHTOB.
O6mme mpuHIMIBLI GopMUpoBaHUs Jiesl. HoMeHKaTypa e/l opraHu3alu: TIOHSTHEe «HOMeHKJaTypa
Jen» W Leau ee Co3JaHus. TurnoBble YW TNpPUMepHble HOMEHK/IATypbl. [lopsijok cocTaBieHust
HOMEHK/IaTypbl Jlefl. OKCIlepTU3a LIeHHOCTH [JOKyMeHTOB. OlleHKa 3HauvMMOCTU [OKYMEHTOB U
oripefiesieHNe CPOKOB xpaHeHUs. [ToAroToBka fien K nepesiaue B apxus. OcdopmiieHre JOKYMEHTOB U Jiefl K
YHUUTOKeHUI0. KOMITbI0TOpHAst TIOATOTOBKA JOKyMeHTOB. [IoKyMeHT0000pOT Ha KoMITbroTope OCHOBHBIe
3Tarbl KOMITbIOTOPHOM TIOJTOTOBKH JOKYMEHTOB B TEKCTOBOM penakrope Word: Habop TeKcTa, ero
pefakTipoBaHue U (opmatvpoBaHue. PaboTa c JokymeHTamMu B TabnuuHoM Tiponieccope Excel.
Vicnonb3oBaHWe 3/1eKTPOHHOM TabiMIlbl KakK (OpPMbI BeZieHHs1 OTUeTHOCTH. CTaThcThueckass oOpaboTka
JaHHbIX. CHcTeMa 3/1IeKTPOHHOTO JoKyMeHToobopoTa. CucteMa 3/71eKTPOHHOM perucTpaly JOKYMeHTOB
Y KOHTPOJIS1 UCMTO/THeHUs1. ABTOMaTU3MPOBAaHHAs CUCTeMa B OpraHu3aliuM ABKEHUST JOKYMEHTOB BHYTPU
yupexxzeHusi. CrucTtema 3/1eKTPOHHOIO apXUBHOI'O XpaHeHUs JOKYMeHTOB. DjIeKTPOHHas ouTa U Internet.

3.4 TeMbI KOHTPO/IHBIX PadoT

— . IlpaBuna odopmnenusi pekBusUTOB «Agpecar», «[logmuce». 2. TexHonorus
JOKyMeHTO0000pOTa B yUPeX/JeHUSIX U OpraHU3alUsiX.

4 MeToanyecKne MaTepHasibl
Inst obecrieuenust mpoiiecca oOyueHHWst W pellieHus 3a7au 00yUyeHHsl UCTIONb3YIOTCS CIeAYIOIIHe
MarepHuaJIbl:
— MeToAuYeCKHWe MaTepuasbl, OMNpejessIoie TPOLeAypbl OLIEHMBAHUS 3HAaHWW, YMEHHH,
HAaBBIKOB M (WM) ONbITa JeATeJbHOCTH, XapaKTepU3YHOIUX 3Tamnbl (OP-MUPOBaHWS KOMITETEHIHH,
corziacHo 1. 12 paboueii porpamMMBbI.

4.1. OcHoBHas iuTEeparypa
1. Ky3netioB U. H. [lokymeHTalioHHOe obecrieueHre yripaBeHUsT U [IeJIOTIPOU3BOJCTBO:
yueOHUK /1151 6akanaBpos / Y. H. Ky3ueros. (I'pud MunobpHayku P®D) — M.: UzparensctBo FOpaiit; N/
FOpaiirt, 2012. — 576 c. (Hamuuue B 6ubmoreke TYCYP - 26 3k3.)

4.2. lonoHMTe/IbHAA IMTepaTypa
1. KwupcanoBa M. B. CoBpeMeHHOe e/IONPOU3BO/JCTBO: YueGHOe mocobue. 4-e uszm. (I'pud
Muno6pHayku P®) — M.: UH®PA-M, 2011. — 312 c. (Haimuue B 6ubmmoreke TYCYP - 8 3k3.)
2. lenoripou3BOJCTBO B coruasbHON pabote. Yacts I: YueGHoe mocobue st CTYIeHTOB
HarpaB/ieHus] TOAroTOBKH OakanaBpoB «CoruanbHass pabota» / Kasakeeuu JI. M. - 2016. 148 c.
[DnekTponHbIii pecypc] - Pexkum goctyma: https://edu.tusur.ru/publications/6520, cBoOOAHBI.

4.3. Obsi3aTe/ibHBIE y4eOHO-MeToAHYeCKHe 0Co0us
1. Mertoguyeckue  peKOMEHJALMKM 10  CAMOCTOSTE/IbHOM  paboTe  CTYAEHTOB  BCeX
CrielMa/ibHOCTe U HampaBjieHui: YueOHO-MeToAuueckoe rocobue / Kasakesuu JI. U. - 2016. 15 c.
[DnekTpoHHBIM pecypc] - Pexxum goctyma: https://edu.tusur.ru/publications/6050, cBo6oAHBIH.
2. [lenorpou3BoACTBO: Y4eOHO-MeToAuueCKoe TMocoOuWe [yisi TPAKTUYeCKOM TOATOTOBKU /
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Kaszakeenu JI. W. - 2017. 21 c. [DOnekTpoHHbii pecypc] - Pexum
https://edu.tusur.ru/publications/6757, cB0O6OHBIHA.

4.4. ba3bl JaHHBIX, HHPOPMALIMOHHO CIIPABOYHbIE U MOUCKOBbIE CHCTEMbI
1. edu.tusur.ru

CornacoeaHa Ha noptane N2 16057

JoCTyTa:

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 

	10. Курсовая работа (проект) 
	11. Рейтинговая система для оценки успеваемости студентов 
	11.1. Балльные оценки для элементов контроля
	11.2. Пересчет баллов в оценки за контрольные точки
	11.3. Пересчет суммы баллов в традиционную и международную оценку

	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

	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 


