MUHUCTEPCTBO OBPA3OBAHUSA U HAYKHU P®D
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YTBEPXIAIO
ITpopekTop no yueGHOM paboTe
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QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT
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Cemectp: 9

Y4eOus1ii man Habopa 2016 rona

PaCHpC,Z[CJ]eHI/IC paGoqero BpPEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 9 cemecTp Bcero Ennaunner
1 Jlexnn 10 10 JacoB
2 IIpaxTryeckue 3aHATUA 14 14 4acoB
3 Bcero aymuTopHbIX 3aHATHN 24 24 4acoB
4 CamocTosiTenbpHas padboTa 44 44 9acoB
5 Bcero (0e3 ax3aMeHa) 68 68 4acoB
6 Iloxroroska u caada 3ayera 4 4 4acoB
7 OO0m1as Tpy10EMKOCTh 72 72 4acoB
2.0 2.0 3.E

KontponsHubie paboThl: 9 cemectp - 1
3auet: 9 cemecTp
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotokos Ne 1 oT « 23 » 1 2017 1
JIUCT COTJIACOBAHUIA

PaGouas nmporpamma cocTaBiieHa ¢ y4eTOM TpeOoBaHU# (eepalbHOTO TOCYIaPCTBEHHOTO 00pa30-
BaTeNLHOTO CTaHAapTa Bhiciiero oopazoBanus (PI'OC BO) no HampaBieHHIO MTOATOTOBKH (CIIEIIHATLHO-
ctr) 39.03.02 CommanbsHas pabota , yrBepkaeHHoro 12 saBaps 2016 roga, paccCMOTpeHa U yTBEpIKIAcHA

Ha 3aceJaHuu Kapeapsl «  » 20 ropa, npotokon Ne
Pazpabotunku:
JIOLICHT, KaH/. UCT. HayK kad. UCP JI. K. KazakeBuu

3aBenyromuii odecrieunBaroien kag.
NCp H. A. I'pux

Pabouas nporpamma corsnacoBana ¢ (pakynbTeToM, NpoQUINpPYyIOLIei U BhITycKatolen kadeapamu
HaIpaBJICHUs TOJITOTOBKH (CHEIMAIBLHOCTH).

Jexan 3uB® . B. Ocurmos
3aBeAyIOIHi BRITYCKAIOIICH Kad.

NCP H. A. I'pux
OKCIIepTHI:

3aB.kadenpoii kapeapa UCP H. A. I'puk

CornacosaHa Ha noprane Ne 17402 2



1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
Llenwro Kypca siBisieTcss JOPMUPOBAHUE CUCTEMHBIX MPEACTABICHUM O JOKYMEHTAX, UX (PYHKITUSX,
BUJaX, TPEOOBAHUAX K UX O(POPMIICHUIO, TEXHOJIIOTUU PAOOTHI C TIOKyMEHTaMH, IIPaBUJIaMU CUCTEMATH3a-
WU U XpPaHESHUS | JIp.

1.2. 3agaun QUCHUIINHBI

— 1. YMmerp aHanM3MpOBaTh, CTPYKTYPHPOBAaTh M OLEHMBATh COIMAIBbHYIO HH(OpMALHUIO C
pa3HBIX TOYEK 3pEHHsI, BBIJICIATH B HEW TJ1aBHOE.

— 2. Vzyunts HOpMaTUBHYIO 0a3y B cdepe IeIOoNpOr3BOACTBA OT (heIepatbHOTO /10 JOKAITBHOTO
YPOBHSI.

— 3. OBnazseTs METOJAMH TIOTYYCHUS, TepepabOTKH, XpaHEeHUsT HH(pOpMaIHH.

— 4. OBnaseTs HaBbIKAMH pabOThI ¢ MPOrpaMMaMU 10 JTOKYMEHTHPOBAHUIO HA KOMIIBIOTOpE, a
TaKXe UCIoiIb30BaHus e-mail u cetu «IHTEpHET».

— 5. ObecnieunTh BBHICOKYIO KYJIBTYPY YIIPABICHUECKON ACATEIBHOCTH PAOOTHUKOB YUPEKICHUI
COLIMAJIBHOM 3alUThI, KaJpOB, 3aHATHIX COLMAIBHON paboTOil.

2. Mecro mucuuminabl B ctpykrype OITIOIT
Juctumnuna «lenonpousBoactso» (b1.5.30) otHOcuTCs K 650Ky 1 (6a30Bast 4acTh).
[TpenmiecTBYOUMMHI JTUCIUILIMHAMY, (POPMHUPYIOIIMMH HavyallbHbIE 3HAHMS, SBJSIOTCS CIEAYIO-
e quciuruinHel: MHpopMannoHHbie TexHomoruu, Jloruka, MeHe)KMEHT HEKOMMEPUYECKUX OpraHu3a-
i, [lcuxonorus, Putopuka, Pycckuit i3Ik 1 KynbTypa peud, YIIpaBJIeHHE B COMAILHON paboTe.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

[Tpouecc n3yueHus: AMCUUILIMHBI HampaBjieH Ha (JOPMUPOBAHUE CIEAYIOIIUX KOMIIETEHIUH:

— OIIK-4 cnocoOHOCTBIO HCIIOJIB30BATH OCHOBHBIE METOJIBI, CIIOCOOBI M CPE/ICTBA MOIYyYEHUS,
XpaHeHus1, nepepadoTKu WHPOPMALIMHU, HABBIKM PAOOTHI ¢ KOMITBIOTEPOM KaK CPEJCTBOM YIPABJICHUS UH-
dbopmanueii, B TOM 4ynciie B MH()OpMaIMOHHO-KOMMYHHKAITMOHHOM cetn "MHTepHeT";

B pesynbrare usydeHus IUCUUIUIMHBI CTYJEHT JOJDKEH:

— 3HATh - HOPMATUBHYIO 6a3y nenonpousBoacTBa B PO - mpaBuiia 10KyMEHTUPOBaHUS HHPOP-
MallM{ U JOKyMEHTOOOOpOTa - OCHOBHBIE KAaTErOPUH U MOHATHUS IOKYMEHTALMOHHOTO 00ECIIeUeHUs Jes -
TEIbHOCTU COLMATBHOTO pabOTHHUKA U COLMAIBHOTO YIPABIEHUS - OCHOBBI CTaHAApPTU3AIMH B JTOKYMEH-
TalMOHHOM O0ECIIEUEHUH JI€ATENbHOCTH COLMAIbHOTO paOOTHHKA

— yMeTb COCTaBJIsATh, 00pabareiBaTh, XpaHUTh M 3aIIUIIATh JOKYMEHTBHI U COJEPKallyIoCcs B
HUX UHGOPMAIIHIO

—  BJIaJIeTh HaBBIKAMH PAa0OTHI ¢ KOMITBIOTOPOM KakK CPEICTBOM YIpaBJICHUS MHPOpPMAIUEH, B
TOM YHclie B UHPOPMAIIMOHHO-KOMMYHUKAIIMOHHON ceTH «HTepHeT.

4. O0beM JMCUMILIHHBI M BUbI Y4eOHOH padoThI
OO0m1as TpyI0EMKOCTh AUCIUIUTHHBI cOCTaBIsIeT 2.0 3aU€THBIX €MHUIIBI U MIPEJICTaBICHA B TA0JIN -
ne 4.1.
Tabmuma 4.1 — TpyA0eMKOCTh TUCITUILTHHBI

Bunel yueOHOM nesTebHOCTH Bcero gacos CemecTpsl

9 cemectp
AynuaTopHbI€ 3aHATHUS (BCETO) 24 24
Jleknun 10 10
[IpakTrueckue 3aHATUA 14 14
CamocTtosTenbHas paboTa (Bcero) 44 44
[TpopaboTka JIEKIIMOHHOTO MaTepuaia 20 20
IToaroroBka K MpakTUYECKUM 3aHATUAM, CEMUHApaM 20 20
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BrlimotHeHHE KOHTPOJIBHBIX padoT 4 4
Bcero (0e3 ax3aMeHa) 68 68
[ToaroroBka u ciava 3auera 4 4
OO6miast Tpy1I0€MKOCTh 4 72 72
3auetHbie EquHutb 2.0 2.0

5. Conepxxanue I1MCUMILIHHBI

5.1. Pa3zgesbl AUCHUIIMHBI 1 BUALI 3AHATHI

Pazniensl TUCIUIUTAHEI ¥ BUBI 3aHATHN PUBEACHBI B Ta0muiie 5.1.
Tabyma 5.1 — Pa3aens! JUCHUIUIMHBI U BUILI 3aHATHI

: g
= ‘S
5 = | =g 2 =
= < S O = =
= 2 = S = o =
HasBaHus pa3ienoB TUCITUTUTHHB % X 5 g § o %
= z 5 | 25 25
5 fe &=
£ | Z
@)
9 cemectp
1 Benenue B yueOHsbIil kypc «Jlenonpouns- 10 14 44 68 OIIK-4
BOJCTBO» HopMmarrBHas 6a3a TOKyMEHTAIH-
OHHOTO O0ecrieueHus yIpaBieHus: B 001acTh
conuaabHOU padoTel JlOKyMeHTHPOBAaHUE UH-
¢dhopmarun. TpeboBanus Kk 0(hOpMIICHHIO J10-
KYMEHTOB B COIIMAITLHBIX YUpexkAeHHIX Op-
TaHU3AIMS CITYKOBI JOKYMEHTAIIHOHHOTO
oOecrieueHus yIpaBJIeHUs B 00IaCTH COIU-
anbHOU paboThl. TexHOTIOTUS paboOTHI C AOKY-
MeHTamMu CucTemMaTu3anus U XpaHeHUE JTIOKY-
MeHTOB KoMITbIOTOpHAs MOJIrOTOBKA JOKY-
MEHTOB. JIOKyMEHTOOOOPOT Ha KOMITbIOTOPE
Hroro 3a cemectp 10 14 44 68
Hroro 10 14 44 68
5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JTEKIIASIM)
CopeprkaHue pa3aesioB TUCIUTIINH (TI0 JIEKIUSIM) PUBEICHO B TabmuIie 5.2.
Tabmuua 5.2 - CogepkaHue pa3aesioB NUCIUIUIHH (TIO JICKIUSIM)
v\ L 5
Hassatis pasienos ConeprkaHue pa3/ienoB JUCIUILTHHEI [0 : - § %
TIEKIIUSM 4 s 2
=3 g =
a e g
= S}
9 cemectp
1 Beenenue B yueOHBII Kypc Brenenue B yueOHsIi Kype «/Jlemonpouns- 10 OIIK-4
«/lemonpoussoncteo» HopmatuBHas | Boxcteo» IIpenmer aucuuruimasl «/leio-
0a3a T0KyMEHTallHOHHOTO MpOU3BOACTBO». OCHOBHBIE KATETOPUU U
obecrieueHus yrnpaBieHus B oomactu | moHsATUS. DyHKIIUU TOKyMEeHTa. Bus
COIMATBHOM PabOThI KJIaccu(puKanuii TOKyMeHTOB. BO3HUKHO-
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JlokymeHTHpOBaHHE HH(DOPMAIUH.
TpeGoBanus k ohopmMIIEHUIO
JIOKYMEHTOB B COIIMANIbHBIX
yupexaeHusx Opranuszamnus CiryK0bl
JOKYMEHTAIIHOHHOTO 00eCTedeHUs
yIIpaBJIEHUs B 001aCTH COIMATIBLHOMN
paboTel. TexHomorus paboTh ¢
nokymeHnTamu CucremMaTu3amus u
XpaHeHHUe JTOKYMEHTOB
KomneroropHas moaroroska
JTOKYMEHTOB. JIOKyMeHTOO0OpOT Ha
KOMIIBIOTOpE

BEHHUE U Pa3BUTHE OT€YECTBEHHOTO JIETIO-
npou3BozcTBa. Pazpurue nenonpouns-
BojacTBa B Poccuu B [X-XVII BB.: n0Ky-
MEHTHUPOBAHUE BHEITHETIOJIUTUYECKUX
CBsI3€l JPEBHEPYCCKOro rocyaapcTBa, Cy-
NEOHBIX U TPaXIAHCKO-TIPABOBBIX OTHO-
menuii. CkiiagpiBaHue U pa3BUTHE MPH-
Ka3HOTo JenonpousBojcTsa. ['ocynap-
CTBEHHOE PETyIUPOBaHHE JIETOMPOU3-
BoacTBa B Poccuu B XVIII- nHauane XX
BB. Co3aHne HopMaTUBHOM 6a3bl. MeTo-
JUYECKOE U HAYYHO-TEXHUYECKOE odecrie-
yeHue chepsl JeI0npon3BoicTBa. Pa3Bu-
tue nenonpoussozactsa B PCOCP / CCCP
B 1917-1990 rr. KnaccoBblii xapakTep cH-
CTEMBbI OPTaHU3aIlMU YIPABJICHUS rOca-
nmapara u nenaonpounsbojicta B PCOCP.
[TpodeccronanbHas MOATOTOBKA JJOKY-
MEHTOBEJIOB U CIIEI[UATHCTOB JIEJIONPOU3-
BOJICTBA B COBETCKMII nepuo. [IpoGnembr
paloHaIN3auy YIIPaBIeHUS U 1eJ10-
npousBozcTBa. Pazpabotka «Iocynap-
CTBEHHON CUCTEMBI JOKYMEHTAIIUOHHOTO
o0ecTieYeHus yIpaBICHISD
('CHOY).HopmaruBHas 6a3a 1OKyMeHTa-
IIMOHHOTO O0ECTICUCHUS YITPABJICHUS B
obmacTu conuanbHOl padboTel Hopma-
TUBHO-IIPABOBBIE aKThI, PETYIUPYIOIINE
OTHOIIIEHUS B chepe IeT0NpOr3BOICTBA U
apXuUBHOTO Jiena. Bompockl 1okyMeHTH-
poBanus B Konctutyunu Poccuiickoii
®enepauuu, TpynosoM, ['paxaanckom u
1p. kojekcax P@. denepanbHbie 3aKOHBI
«O6 nnpopmanmu, HHGOPMAITHOHHBIX
TEXHOJIOTHSIX U O 3alIUTe UH()OPMAIIUN)
(2006 t.), «O rocyaapCTBEHHOM SI3bIKE
Poccuiickoit @enepanumy», «O nopsiake
paccMOTpeHHsI OOpaIICHHA TPAXKIAHY.
Metoauueckue pa3pabOTKH 1O AeJ0-
npou3BoacTBy Pocapxusa P®. Jlestens-
HOCTh Bcepoccuiickoro HaydHO-HCCen0-
BaTEIbCKOTO UHCTUTYTA JIOKYMEHTOBE/IE-
Hus u apxuBHOTO nena (BHUMIAD).
AJIMUHUCTpPATUBHAS U YTOJIOBHASI OTBET-
CTBEHHOCTD 3a HapyIleHus B cepe aemno-
MPOU3BO/ICTBA. [JOKyMEHTUPOBaHKE UH-
dhopmanmu. TpeboBanus kK opopMICHHIO
JTOKYMEHTOB B COLIUANIbHBIX YUPEKICHHU-
ax FOpuanueckoe 3HaUYeHHE TOKYMEHTA.
[loHsATHE «PEKBU3UT JOKYMEHTa». YHU-
(buIUpOBaHHBIE CUCTEMBI JOKYMEHTAIIUH.
[TonsiTre 1 BUIBI YHHPUIIMPOBAHHBIX CH-
creMm. CTaHgapTU3anus JOKyMEHTOB.
[TpaBuna opopmiIeHUS PEKBU3UTOB.
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I'OCT P 6.30 — 2003 «YuudumupoBaH-
Hasi CHCTEMa OpraHU3aI[MOHHO-PACTIOPSI-
TUTENbHOUN ToKyMeHTanuu. TpeboBanus
K 0()OpPMIICHHIO IOKYMEHTOBY. PexBu3u-
ThI 3aTOJIOBOYHOM, COAEPKATEITHHON U
odopmItsoIel yacTell JOKyMeHTa, Ipa-
Buia ux opopmienus. [loustue «Onank
JTOKyMeHTa». Busl O1aHKOB. PekBH3UTHI
ONIaHKOB, BApUAHTHI UX PACIIOIOKECHHUS.
Opranu3aliioHHbBIE JOKYMEHTHI: YCTaB
OpraHM3alliK, OCHOBHBIE BUJIbI, PaBUIa
cocrapnenus. [lonoxxeHnue o0 opranusa-
LU, CTPYKTYPHOM TO/Ipa3ieNieHuH,
OCHOBHBIE TPEOOBaHUS K COCTABIICHUIO U
odopmiienuto. MTHCTpyKIUM, TOMKHOCT-
HBIC HUHCTPYKIIMH, OCHOBHEIE TPEOOBaHUS
K coCTaBJIeHUIO U odopmieHuto. Opranu-
3aIMOHHBIC KAJPOBBIC JOKYMEHTBI
(cTpyKTypa U mITaTHAS! YUCIEHHOCTb,
IITaTHOE pacnucaHue). PacopsauTens-
HbIe TOKyMeHThI. [Iprka3 mo ocHOBHOM
NEeSTEILHOCTH, PacTiopshKeHUE, YKa3aHue,
peuieHue: TpeboBaHus K UX oopmiie-
Huto. HpOpMaIIMOHHO-CTIPaBOYHBIE JI0-
KyMeHTHI. [IpoToko:n (ToHbIi U KpaT-
KHif), BUIBI aKTOB, TIPABHJIA UX COCTABIIC-
Hus u opopmuenus. [Ipeanoxxenue kax
WH(OPMAITMOHHO-CIIPABOYHBINA JJOKYMEHT.
JloknamHas v ciry>keOHast 3amicKd, 00b-
SICHUTEJTbHAS 3aIKCKa, CIIPaBKa M CBOJKA,
3aKJIIOUeHHe U OT3bIB. JIOKYMEHTHI, mepe-
JaBaeMbIe TI0 KaHaJIaM 3JICKTPOCBS3H:
Tenerpamma, TenedoHorpamma, Tenedaxc
(dakc). JIokyMEHTHI 110 TUYHOMY COCTaBY.
[TonsTHE «HIepcOHANbHBIE JaHHBIEY», 00-
Iasi XapaKTepUCTHKA U OCOOEHHOCTH pa-
60TbI ¢ HUMH. JloKyMeHTHpOBaHHE pabo-
THI ¢ iepcoHanoM. KaipoBast mokymeHTa-
1[Us1: OpraHU3aI[IOHHO-TIPABOBbBIE JOKY-
MEHTHI (TIpaBHJia BHYTPEHHETO TPYIOBOTO
pacnopsiika, TpyA0BOM JOTOBOP), IEpCo-
HaJbHAs IOKyMEHTAIUs (TpyaoBasi KHUX-
Ka, JIMYHBIN JUCTOK MO y4eTy KaJIpoB, pe-
3I0ME U XapaKTEePHCTHUKA, aBTOOMOTpa-
¢us). PacniopsinurenbHas KaipoBas JOKY-
MEHTAIUS — MIPUKA3 TI0 TUYHOMY COCTaBY.
PaboTa ¢ oOparmeHusIMu TpaxkaaH — xka-
71001, 3asiBIICHUS, TIPeIOKeHus. J{eno-
Bas nepenucka. Knaccudukarus neno-
BBIX MHUCEM: TUCBMO-TIPOCHOA, 3ampoc,
OTBET, OOpallleHue, MOATBEPKIECHUE, U3-
BEICHHE, COOOIIECHUE, TPUTTIAIICHUE, Ha-
MMOMHUHAaHUE, TpeboBaHue, 01aroJapHOCTb,
no3apasieaue. MHbOpMamoHHOE THCh-
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MO, TapaHTUHHOE MUCHMO. SI3BIK U CTUITb
o(umanbHOM AeOBO MEePEenrcKU: 0Co-
OEHHOCTH 0(ULINATHHO-IEIOBOTO CTHIIA,
MpaBUJIa HAIMCAHUS COKPAILICHUH CIIOB,
HA3BaHUU, YUCTUTENBHBIX U JIp. Jloky-
MEHTHI OTPAaHUYEHHOTO JIOCTYTIA.
[Tpobnema nHGOPMAIIMOHHOM O€30MacHO
CTH U 3aIUTHI HHPOPMAITMOHHBIX PeCyp-
COB. YpOBHU KOH(PHIEHIIUATHHOCTH UH-
(dbopMarum, Ha3HAYCHHUE U THUITHI KOH(DHU-
JEHIMABbHBIX JOKYMEHTOB. denepans-
HBIH 3aK0H «O rocyaapcTBEHHON TaliHE»
(1993 1.), ero OCHOBHBIE TTOJIOKECHHS 1
3HaueHus1. COCTaBlIeHHE U U3TOTOBIICHHE
JOKYMEHTOB OTPaHUYEHHOTO TOCTYIA.
[Topsimok paboTHI UCTIOIHUTENEH C TOKY-
MEHTaMH OrpaHUYeHHOro aocTyna.Opra-
HU3AIH CTYXOBI JOKYMEHTAIIMOHHOTO
oOecrieueHus yrnpaBieHus. TexXHOIOrus
paboTs ¢ fokymenTamu O6rmme Tpedona-
Husl. OpraHu3anuoHHbIe POPMBI CITYXO:
[EHTPAIN30BaHHAs, ICIIEHTPAIN30BaH-
Hasi, cMelaHHas. TUnoBble OpraHu3aly-
OHHBIE CTPYKTYPBI: yIIPABICHHUE JCTaMH,
KaHLesIpus, o0l 0TeN, cekpeTapb
yUpeXAeHUs. 3a1a49i U PYHKIHH CITY>KOBI
nenonpousBojacTa. HopmarusHas perna-
MEHTAIUS CITY>KOBI JIEJIOTPOU3BOACTBA. -
PaGota ¢ BXOIAIMMH, UCXOIAIIUMHU U
BHYTPEHHUMH JIOKYMEHTAMH: JTaIbl 00-
paboTKu, mopsioK paboTel. Peructpanus
JTOKyMeHTOB. DOPMBI U BUJIBI pETUCTpa-
uu. Kaproreku, METOAMKH UX CO3/IaHUS
Y IpuMeHeHus. JJOKyMeHTHI, He TIoJ|Te-
xatue peructpauuu. KoHTpoib ucron-
HEHUS JOKYMEHTOB. Llens u ypoBHH
KOHTpPOJISl HaJl JokyMeHTalue. Cpoku
UCTIOTHEHUS TIOKyMeHTOB. [locTanoBka
Ha KOHTPOJIb, TPOBEPKA XO/a UCTIOIHEHUS
noKyMeHTOB.CucTeMaTH3alus 1 XxpaHe-
HUe J0KyMeHTOB CuctemaTu3anus U xpa-
HEHHEe JOKyMeHTOB. OrepaTuBHOE XpaHe-
HUE T0KyMeHTOB. OO1I1e MPUHIUIIBI
dbopmupoBanus aen. Homenknarypa aein
OpraHM3alliK: MOHSTHE «HOMEHKIIATypa
JIeJD» U LEeJH €€ CO3/1aHus. TUIOBBIE U
pUMepHbIe HOMEHKIIaTyphl. [lopsaok co-
CTaBJICHUS HOMEHKJIATYPHI J1e]1. DKCIep-
TH3a LIEHHOCTH TOKyMeHTOB. OlieHKa 3Ha-
YUMOCTH JJOKYMEHTOB U OIpe/ieNiCHHE
cpokoB xpaHeHus. [loaroroska aemn k
nepeaaye B apxuB. OPopMiIeHUE TOKY-
MEHTOB U Jie]l K yHUuTOXeHu10. Kommbro-
TOpHAst MOJArOTOBKA JOKYMEHTOB. J{0Ky-
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MEHTOOOOPOT Ha KoMIIbIOTOpe OCHOBHBIE
3Tarbl KOMITBIOTOPHOM MOJTOTOBKH JIOKY-
MEHTOB B TEKCTOBOM penakTope Word:
Habop TEKCTa, €ro pelaKTUPOBaHUE U
dbopmarupoBanue. Pabora ¢ qokymeHTa-
MU B TabnuaHoM nporieccope Excel. Hc-
M0JIb30BaHUE IIEKTPOHHON TAOIHUIIBI KaK
¢dopmbl BeneHHst 0T4eTHOCTH. CTaTUCTH-
yeckast 00paboTka gaHHbIX. CHcTeMa
AJIEKTPOHHOTO JOKyMeHToobopoTa. Cu-
CTeMa JICKTPOHHOM PETUCTPAINH JOKY-
MEHTOB M KOHTPOJIS UCTIOJIHEHUs. ABTO-
MaTU3UPOBaHHAs CUCTEMa B OpraHU3aIuu
JBUKCHUS JOKYMEHTOB BHYTPH YUPEKIe-
Hus. CucTema JIEKTPOHHOTO apXUBHOTO
XpaHEeHUs1 JOKYMEHTOB. DIIEKTPOHHAS T10-
yTa " Internet.

Hrtoro 10

Hroro 3a cemectp 10

5.3. Pa3esbl AMCUMINIMHBI M MEKIMCUMININHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)
1 o0ecrneynBaeMbIMHU (IOCTEAYIOMIMMHA) THCHUIIIHHAMHA
Paznenbl qUCHUIIIUHBL U MEXIUCUUIUIMHAPHBIE CBSI3U C 00€CTIeYMBAIOIIMMHU (TIPEAbIAYIIUMU) U
o0ecrnieyrBaeMbIMH (TIOCIIEAYIOIMMHI ) TUCIMIUIMHAME NIPE/ICTaBlIeHbI B Tadmuie 5.3.
Tabmura 5.3 - Paznensl AUCIUIUIHMHBI 1 MEXIUCITUIUTMHAPHBIE CBI3H

Ne paznenos
JTAHHOU
JTUCHUILTUHBL, JJIs
KOTOPBIX
HEOOX0UMO
HaumeHoBaHMe AUCIUIIITNH W3ydeHue
00€eCcIeunBaroINX
1 00ecTieunBaeMbIX
JTUCIUILTAH
1
[IpenuecTByromue JUCUUIIITUHBI
1 MadopManimoHHbIE TEXHOJIOTUH +
2 Jloruka +
3 MeHeKMEHT HEKOMMEPUYECKHUX OpraHu3aInil +
4 Tlcuxonorus +
5 Puropuka +
6 Pycckuii A3bIK U KyIbTypa pedr +
7 YnpasiieHue B couuaibHOU padoTte +

5.4. CooTBeTcTBHE KOMIIETEHI M, (POPMHPYEMBIX IPH U3YYEeHHUH AMCIHUILIMHbBI, 1 BU10B 3aHATHI
CootBeTcTBHE KOMIETEHLUH, (HOPMUPYEMBIX MpPHU H3YyYEHUH AMCLUMIUIMHBI, W BHUJIOB 3aHATUN
MpeJcTaBiIeHo B Tabmwmie 5.4
Tabmuua 5.4 — CooTBeTCTBHE KOMITETEHIINI U BUJOB 3aHATUH, (HOPMUPYEMBIX MPU U3YUYEHUHU TUCIUILIH -
HBI

Bune! 3auaTHIl DopMbI KOHTPOJIS
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Komnerenuuu
Jlexmun

OIIK-4 +

+ | I[IpakTHdeckue 3aHATHS
+ | CamocTrosTenbHas pabota

KonTponsnas pabota, Onpoc Ha
3aHATHAX, 3aueT, Tect

6. UnTepakTBHBIE MeTOABI M GOPMBbI OPraHU3alMU 00yYeHUs

He npenycmorpeno PYII

He npenycmotpeno PYII

7. JIaGopaTtopHbie padoThI

8. lIpakTHYeckue 3aHATHSA (CEMUHAPBHI)
HaunmeHoBaHMe MpaKTHUECKUX 3aHATUIA (CEMUHAPOB) IPUBEACHO B Tabmmiie §.1.
Tabmuia 8. 1 — HaumeHoBaHME MPAKTUYECKHUX 3aHITHI (CEMUHAPOB)

3 =
- 5 =
HanmMeHoBaHUE PaKTHYECKUX 3aHATHH = > 0
Ha3zBanus pa3znenos z 5 =
(cemuHapoB) 2 s 2
=3 a2
e e g
= o
9 cemecTp
1 Benenue B yueOHbIN Kypc Beenenne Bo3HUKHOBEHUE U pa3BUTHE 14 | OIIK-4
«/lenonpoussoactBo» HopmaTtBHas |oTedecTBEHHOro JenonpoussoacTsaHop-
0a3a JOKyMEHTal[HOHHOTO MaTHBHO-IIpaBoOBas 6a3a JOKyMEHTaLU-
o0ecrieyeHus yIpaBiaeHHs B 00JIaCTH | OHHOTO o0ecrieueHUs AesITeIbHOCTH CO-
colMaIbHOU paboThI UabHOTO paboTHHKA TpeboBaHMs K
JlokyMeHTHpOBaHUE UH(DOPMAIHH. oopmienuto fokymeHToB Opranuzanu-
TpeGoBanus k ohopMIIEHUIO OHHBIC JOKYMEHTHI U MPaBwiia HX 0(hopM-
JOKYMEHTOB B COLIUAJIbHBIX nenusPacnopsiuTenbHbIe JOKYMEHTHI U
yupexaenusx Opranuszanus ciry>x0bl | mpaBmia ux opopmieHussaGopmarm-
JOKYMEHTAIIMOHHOT'O 00ecreueHus OHHO-CIPAaBOYHbIE JOKYMEHTHI U IIpaBUIIa
yIIpaBJICHUS B 001aCTH COIMATBHON | UX 0OpMIICHUSIJJOKYMEHTHI 110 TMIHOMY
pabotsl. TexHonorus paboTsl ¢ cocraBy/lenoBas nepenucka. SI3bIk U
nokyMmeHTamu Cuctemarusanus u CTHJIb CITY’>KEOHBIX TOKyMEHTOB/lOKyMEH-
XpaHEeHHE JTOKyMEHTOB ThI OTpaHn4YeHHOro AoctynaTexHomorus
KommnproTopHas nmoarotroBka paboThl ¢ fokymMmeHTaMuCHucTeMaTH3aus
JIOKYMEHTOB. JIOKyMEHTOOOOpOT Ha | U XpaHEeHue T0KyMeHTOBKoMIbIOTOpHAs
KOMITBIOTOpE MOJIrOTOBKA JOKYMEHTOB. JIOKyMEHTOO-
00pOT Ha KOMITBIOTOPE
Hroro 14
Hroro 3a cemectp 14

9. CamocrosiTesibHAs1 padoTa
Bunasl camocTosiTenbHOM paboThI, TPYAOEMKOCTh U (hOpMUpPYEMbIe KOMIIETCHIIUU MTPEICTABICHHI B

Tabymite 9.1.
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Tabmuia 9.1 - Buasl caMoCTOSTETbHON paboThI, TPYIOEMKOCTh U (pOpMUpPYEMbIe KOMIIETCHLIUU

3 z 5
.8 5 =
Bunnr camocTosTeLHON & > 0O
HasBanus pasnenos = = @OpMBI KOHTPOJIA
paboThI B s 2
=S 22
a e g
= S}
9 cemecTtp
1 Beenenue B yueOHBIM BrinosnHeHre KOHTPOJIBHBIX 4 |OIIK-4 3aueTt, KoHTposbHas pabo-
Kypc pabor Ta, Onpoc Ha 3aHATHUSAX,
«Jlenonpons3BoACTBO» TTOArOTOBKA K MPAKTHIC- 20 Tect
Hopmarusras 6asa CKUM 3aHSATHUSM, CEMUHA-
JOKYMEHTAIIHOHHOTO pam
o0ecrieyeHus yIpaBIeHUs
B 00JIACTH COLMATBHOMN [TpopaboTka JIEKIIMOHHOTO 20
paboThI MaTepuana
JloxkymeHTHpOBaHHE Wroro 44
uHpOpMaLnu.
TpeboBanus K
0 OpPMIIEHUIO JOKYMEHTOB
B COLIMAJIBHBIX
YUPEKACHUAX
Opranuzanus ciyKObl
JOKYMEHTAIIHOHHOTO
obecrieueHunst yIpaBICHH
B 001acTH ColMaIbHON
pabotsl. TexHomorus
paboThI ¢ JOKyMEHTaAMHU
CucreMaTuzanus u
XpaHEHUE TOKYMEHTOB
Komnbroropnas
MOJITOTOBKA JJOKYMEHTOB.
JlokyMeHTO000pOT Ha
KOMITBIOTOpE
Hroro 3a cemectp 44
IloaroroBka u ciaya 3adyeTa 4 3auer
Hroro 48
9.1. TeMbl KOHTPOJILHBIX Pa0dOT
1. 1. Aenomnpou3BOACTBO MO MUCbMEHHBIM M YCTHBIM OOPALICHUSM TPaKIaH.
2. 2. JIOKyMEHTBHI 11O JINYHOMY COCTABY.
3. 3. TexHomorus JOKyMEHTOOOOpOTA.
4. 4. CocraBiieHHE CIIOBapsi TEPMUHOB.

10. KypcoBas pa6oTta (IpoeKT)
He npenycmorpeno PYII

11. PeiiTuHroBasi cucreMa JJisi OLIEHKH YCIIeBA€MOCTH CTYA€HTOB
He npenycmotpeno

12. YuyeOHO-MeTOAUYeCKOe U MH(OPMAIITMOHHOE o0ecnieueHHe TUCHUIINHBI

12.1. OcHoBHas1 JUTEpaTypa
1. Kyszuenos U. H. JlokymeHTanimoHHOE 00eCIieYeHNE YIIPABICHUS U JEIONPOU3BOICTBO: yueO-
Huk s O6akanaBpos / M. H. Kysuenos. (I'pu¢ MunobOpuayku P®D) — M.: UznarensctBo IOpaiit; 1JI
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FOpaiir, 2012. — 576 c. (Hanuuue B 6ubmmoreke TYCVYP - 26 3k3.)

12.2. lonotHUTEILHAS JTATEPATYpPa
1. Kupcanosa M. B. CoBpemeHHOE 1€7101ponu3BoACTBO: YuebHoe nocoodue. 4-e uza. (I'pud Mu-
HOOpHayku P®) — M.: UHDPA-M, 2011. — 312 c. (nanuuue B 6udbmuoreke TYCVYP - 8§ 3k3.)

12.3 YueOHO-MeTOAHYECKHE MOCOOUS

12.3.1. O0s3aTenbHbIC y4eOHO-MeTOAMYEeCKHE TOCOOH s
1. Meromuueckne peKOMEHJAINU TI0 CaMOCTOSTENILHOW paboTe CTYICHTOB BCEX CIICIUAIBHO-
cTeil u HampaBieHui: YueOHo-MeToquueckoe nocooue / Kazakesuu JI. U. - 2016. 15 c¢. [DnekTpoHHBII
pecypce] - Pexxum moctyna: https://edu.tusur.ru/publications/6050, nara obpamienus: 20.03.2017.
2. Jlenonpou3BOACTBO: YueOHO-METoAnYEeCKoe ocodue i mpakTHueckon noarorosku / Kasa-
keeuu JI.  W. - 2017. 21 c.  [OnexkrpoHHsli  pecypc] - Pexum  goctyna:
https://edu.tusur.ru/publications/6757, nara o6pamenus: 20.03.2017.

12.3.2 YuyeOHO-MeTONMYecKHe TOCOOMS 1JIs1 JIMLL ¢ OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3/10POBbSI

Y4ueOHO-MeTOANYEeCKHEe MaTepHaiIbl JUISI CAMOCTOSTENBHON M ayTUTOPHOI paboThl 00yJaroIuXCst
U3 YMClIa MHBAIMJIOB MPEAOCTABIAIOTCS B (hopMax, adalnTHPOBAHHBIX K OTPAHUYEHUSM UX 37I0POBbS H
BOCIIpUATHS HH(pOpMALIUHL.

JL1s1 i1 ¢ HApYIIEHUSIMM 3PeHust:

— B ()OpMe IITEKTPOHHOTO JIOKYMEHTA;

— B TIEYaTHOH (hopMe YBEINYEHHBIM HIPH(TOM.

JI1s1 ML ¢ HApYIIEHUSIMH CJIyXa:

— B (hOpMe IITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHoOU (opme.

JlJ1s1 1ML ¢ HAPYIIEHUSIMHM OTIOPHO-ABUTaTeJILHOI0 annapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (opme.

12.4. ba3bl JaHHBIX, HH(POPMALMOHHO-CIIPABOYHbIE, IOMCKOBbIE CHCTEMbI U TpedyeMoe
NporpaMMHoe odecrneyeHue
1. edu.tusur.ru

13. MaTtepuaibHO-TEXHMYECKOE O0ecniedeHrue TUCIHIINHBI
13.1. O61ue TpedOBaHKMS K MATEPHATbHO-TEXHUYECKOMY 00ecrieYeHUI0 TUCIUTITHHbBI

13.1.1. MarepuajibHO-TeXHUYECKOE o0ecneyeHue sl JIEKIIMOHHBIX 3aHATH I
Jl1s mpoBeieHuUs 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHAWBUYaJIbHBIX KOHCYIbTALIUH, TE-
KYILLEro KOHTPOJISl M IPOMEXKYTOYHOM aTTecTalluy UCIOJIb3yeTCsl yueOHas ayIuTopusi, C KOJIMYECTBOM I10-
CaJIOUHBIX MECT He MeHee 22-24, obopynoBaHHAsl JOCKOW M CTaHAAPTHOHM yueOHOH mebenbio. MMerorcs
HaJIHbIE TOCOOMS B BUJIE MTPE3CHTALIMI 110 JIEKIMOHHBIM pa3/iesiaM JTUCIHUIIINHBI.

13.1.2. MaTepuabHO-TEXHHYECKOe o0ecrieyeHue 1JIsl MPAKTHYECKHX 3aHATHI
Jnis mpoBeieHus NPAaKTUUECKUX (CEMUHAPCKUX) 3aHATUI MCTIONB3YeTCsl yueOHast ayIuTOpus B CO-
OTBETCTBUHU C COCTABIIEHHBIM pPaclUCaHUEM

13.1.3. MarepuajJibHO-TeXHUYECKOe o0ecnevyeHne 1JIsl CAMOCTOSITEIbHOM PadoThI
Jlist camocTosTeTbHONM paboThl UCMIONB3YeTCs yYueOHas aynuTopusi (KOMIBIOTEPHBIN KJlacc), pac-
noyiokeHHast 1o azapecy 634050, r. Tomck, np. Jlenuna, 40, 2 stax, ayn. 233. CoctaB 000pyJIOBaHHS:
yueOHast mebenb; kommbloTepsl kiacca He Hike [I9BM INTEL Celeron D336 2.81T11. - 5 miT.; kKoMbio-
tepsl nonkmoueHbl kK ceth MHTEPHET u oOecreunBaroT A0CTyn B AJIEKTPOHHYIO HHGOPMAIIMOHHO-
00pa3oBaTeIbHYIO Cpely YHUBEPCHUTETA.

13.2. MaTepuaibHoO-TeXHHYeCKoOe ofecneyeHne TUCHUNIHHBI VIS JIMI[ C OTPAHHYeHHBIMHU
BO3MOKHOCTSIMH 3/10POBbSI
OcBoenue nucuuiuivHbl dunamMu ¢ OB3 ocyiecTBiasieTcsl ¢ UCONIb30BAHUEM CPEICTB 00ydeHUs
00ILIEro M CHeNNAIFHOTO Ha3HAYCHHUSL.
[Tpu 0OyueHNH CTYJCHTOB ¢ HAPYIIEHUSIMH CJIyXa MPEeIyCMOTPEHO HCIOIh30BAHUE 3BYKOYCHITH-
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BalOIEH amnmaparypbl, MYIbTUMEIUWHBIX CPEACTB U APYIHUX TEXHUYECKUX CPEICTB MpUeMa/mepenadn
yueOHON MHGOPMAIMK B TOCTYIMHBIX (hOpMax JIsl CTYJICHTOB C HAPYIICHUSIMU CITyXa, MOOMJIBHOM CHUCTe-
MBI OOYYEHHSI JJIsl CTYJCHTOB C MHBAJIUIHOCTHIO, MOPTATHBHOW MHIYKITMOHHON CUCTEMbI. YueOHas ayiu-
TOpUSl, B KOTOPOM 00ydaroTCs CTYAEHTHI C HApyIICHUEM CilIyxa, 000pyIOoBaHa KOMITbIOTEPHON TEXHUKOM,
ayIMOTEXHUKOW, BUACOTEXHUKOU, SJIEKTPOHHON JTOCKOM, MYJIbTUMEIUIMHON CUCTEMOM.

[Tpu 0O0ydeHHH CTYAEHTOB ¢ HAPYLIEHUSIMU 3PEHUSIMHU MIPEAYCMOTPEHO HUCIIOJIB30BAaHUE B JIEKIIH-
OHHBIX M yUEOHBIX ayIUTOPHSIX BO3MOXHOCTH MPOCMOTPA YIAJICHHBIX O0BEKTOB (HAmpuUMep, TEKCTa Ha
JTIOCKE WJIU cllaiifia Ha SKpaHe) MPH MOMOIIHN BUICOYBEIMUUTENEH A yAaJeHHOTO IPOCMOTpa.

[Tpu 00y4eHHUU CTYICHTOB ¢ HAPYIIEHUSMH OMOPHO-ABUraTEIbHOI0 ANNAPATA UCIOIB3YIOTCS
aJbTEpPHATUBHBIE YCTPONCTBA BBOJAAa MHGOpPMAIMU U JAPYrUe TEXHUUYECKUE CPEICTBa MpueMma/mepenadu
yaeOHOM MH(pOpMAIUU B JOCTYIMHBIX (OopMax JJisi CTYICHTOB C HAPYHICHUSIMH OMOPHO-IBUTATEIHHOTO
anmnapara, MOOMIIbHOM cUCTEMBbl 00YyYEHUS IS JIFOJIEH ¢ MHBAIMIHOCTBIO.

14. ®oH OLIEHOYHBIX CPEICTB

14.1. OcHoBHBbIE TPeOOBaHMSA K (POHIY OLIEHOYHBIX CPEICTB U METOANYECKHE PeKOMEHIallun
@DOHJ| OLICHOYHBIX CPEJCTB U TUIIOBbIE KOHTPOJbHBIC 3aJJaHUsI, UCTIOIb3yeMbIe i OLIEHKH chop-
MHPOBAaHHOCTH U OCBOCHHS 3aKPEIUICHHBIX 32 JUCUUILIMHON KOMIETEHIMN MPU MPOBEACHUU TEKYIIEH,
IPOMEKYTOYHOHN aTTeCTallMy MO JUCHUILIUHE MPUBEACH B MIPUIIOKEHUH K paboueil mporpamme.

14.2 TpedoBanusi K (pOHIY OLEHOYHBIX CPEACTB JJIsl JIUI[ ¢ OTPAHUYEHHBIMHM BO3MOKHOCTAMU
310POBbSA
JI71s1 CTY/IGHTOB C MHBATUHOCTBIO MPEAYCMOTPEHBI TOTIOTHUTEIBHBIE OIIEHOYHBIE CPE/ICTBA, Tepe-
YeHb KOTOPbIX yKa3aH B TaOJMIIE.

Tabauua 14 — JlonoJHUTEIbHbIE CPEACTBA OLICHUBAHUS JIJIsl CTYA€HTOB ¢ HHBAJWJIHOCTHIO

Bu/pl TONOTHUTENBHBIX OIICHOUHBIX
CpE/CTB

cDOprI KOHTPOJISI U OICHKHN

Kareropuu ctyneHToB
pe3yJIbTaTOB O0y4YeHUS

TecTbl, NCEMEHHBIE CAMOCTOSTEIILHBIC
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PaOOTHI

C HapymeHusiMu
ciyxa

[Ipenmy1iecTBEHHO MUCHMEHHAS
IIPOBEpKa

C HapymieHusiMu
3peHus

ColecenoBanue 10 BOIIPOCAM K 3a4eTy,
OIIPOC 0 TEPMHHAM

[IpeumymiecTBEHHO yCTHAs TIPOBEPKA
(MHIMBUAYAIBHO)

C HapymeHusiMu
ONOPHO-
JIBUTATEIILHOTO
ammapara

Pemenne qucTaHIIMOHHBIX TECTOB,
KOHTPOJbHBIC PAOOTHI, MMCEMEHHBIC
CaMOCTOSITeNIbHbIE pabOThI, BOIIPOCHI K
3aueTy

[IpeuMy11eCTBEHHO AUCTAaHIIMOHHBIMU
METOIAMU

C orpanuueHusIMHU TIO
00IIEMETUITTHCKAM
[IOKa3aHUSIM

TecTbl, MUCEMEHHBIE CAMOCTOSITEIbHBIC
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI

[IpenmyniecTBEHHO IPOBEPKA
METOAAMM, UCXOJISI U3 COCTOSIHUS
00y4arouierocss Ha MOMEHT IPOBEPKHU

14.3 MeTtoauyeckue peKOMEHAAUMHU M0 OLEHOYHBIM CPeICTBAM JIJIfl JIMI ¢ OTPAaHUYEeHHBIMH
BO3MOKHOCTSIMU 3/10POBbSA

Hns crynenToB ¢ OB3 npenycmaTpuBaeTcst 1ocTymHas (popma MpeaoCcTaBICHHs 3aIaHA OIICHOY -
HBIX CPE/ACTB, a UMEHHO:

- B IeyaTHou (opme;

- B IIeYaTHO (hopMe ¢ YBETHUYEHHBIM MIPUPTOM;

- B (hopMe AIIEKTPOHHOTO JIOKYMEHTA;

- METOJIOM YTEHHSI aCCUCTEHTOM 3aJIaHusl BCIYX;

- MPeIOCTaBJICHUE 3aJJaHus C UCIIOF30BAaHUEM CYPIOTIEPEBOIA.

CryneHTaM ¢ MHBATMIHOCTHIO YBEIIMYMBAETCS BPEMsI HA IMOATOTOBKY OTBETOB HA KOHTPOJIbHBIC
BOMPOCHL. J[J151 TaKUX CTYAEHTOB MpelycMaTpUBaeTCs AOCTyMHas ¢popMa MpeaoCcTaBIeHUs OTBETOB Ha 3a-

JaHHsA, a HUMCHHO!

- IIMCBbMCHHO Ha 6yMare;
- Ha6op OTBCTOB Ha KOMIIBIOTCPE;
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- Ha0Op OTBETOB C HCIIOJIH30BAHUEM YCIIYT aCCUCTEHTA;

- MIPE/ICTaBJICHUE OTBETOB YCTHO.

[Iponienypa oneHUBaHUS PE3yJabTATOB OOYUEHHS MHBAIHMIOB IO JUCIHUILIMHE MPEIyCMaTpHBacT
npefocTaBienue nHopmamu B popMax, alanTUPOBAHHBIX K OTPAaHHYCHHUSM UX 3I0POBbSI U BOCTIPUSTHS
uHdopmaIuu:

JL1s1 JIMI ¢ HApYIIEHUSIMM 3PeHust:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMYCHHBIM MIPUPTOM.

JI1s1 JIMI ¢ HApYIIEHUSIMM CJIyXa:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4yaTHoOU opme.

JL1s1 M1 ¢ HApYIIeHUSIMHM ONIOPHO-ABUTaTe/ILHOI0 annapara:

- B (hopMeE AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU (opme.

[Tpu HEoOXOmMMOCTH /17151 00YYAIOIIUXCS ¢ MHBAIUIHOCTBIO MPOIEIypa OIICHUBAHUS PE3yJIbTaTOB
00y4eHHUsI MOXKET MPOBOIUTHCS B HECKOJIBKO ITAIOB.
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1. BBenenue

®onp ouenounsix cpeacts (POC) sBuseTcs NpuiIokKeHHEM K padoyeil mporpaMMe AUCHUTUTAHBI
(MpaKkTUKU) U TPEACTaBIAET CO00M COBOKYMHOCTh KOHTPOJIbHO-U3MEPUTEIbHBIX MaTepuajoB (TUIIOBbIE
3a/auMl (3a/1aHusl), KOHTPOJIbHBIE PaOOThI, TECTHI U JIP.) U METO/IOB MX MCIIOJIb30BaHMS, TPETHA3HAYSHHBIX
JUTSL U3MEPEHUS] YPOBHSI IOCTHKEHUS CTYICHTOM YCTAHOBJIEHHBIX PE3YJIbTATOB OOYUECHHS.

®OC no pucuuruivHe (IPaKTUKE) UCHOJIb3YETCs MPU MPOBEICHUH TEKYIIEro KOHTPOJIS yCIieBae-
MOCTH U IPOMEKYTOYHON aTTeCTalliu CTYICHTOB.

[Tepedens 3aKpeIICHHBIX 32 TUCHMILTMHON (PAaKTUKOM) KOMIIETEHIIUH MpuBeaeH B Tabmuie 1.
Tabmuna 1 — [lepedeHpb 3aKpEIUICHHBIX 33 TUCITUTIIMHON KOMIIETEHIIUN

Kon

DopMyaHpOBKa KOMIIETEHLIUU

Otanbl GOpMUPOBAHUS KOMIIETEHLIUH

OIIK-4

CIOCOOHOCTBIO UCIIOJIb30BaTh OCHOBHBIE METO-
T, CTIOCOOBI M CPEJICTBA MOJTYUEHUS, XpaHe-
HUs, iepepadboTku nHOpMaIuu, HaBBIKA pado-
TBI C KOMITBIOTEPOM KaK CPEJICTBOM YIIPaBICHUS
nH(popmaIuei, B ToM 4uciie B HHGOpMaIn-
OHHO-KOMMYHUKallMOHHOU ceTH "MHTepHet"

JlomkeH 3HaTh - HOPMaTUBHYIO 0a3y Jelio-
pousBoAacTBa B PO - mpaBuia 1OKyMEHTH-
poBaHus UH(OPMALUU U JOKYMEHTOOO0PO-
Ta - OCHOBHBIE KaTETOPUU U ITOHATHS JI0KY-
MEHTALMOHHOTO 00eCTIeYeHUs] AEATEIbHO-
CTH COLIMAJIbHOTO paOOTHUKA U COLIUAJIbHO-
IO YIIPaBJICHUS - OCHOBBI CTaHAAPTU3aLUU
B JOKYMEHTAIIMIOHHOM 00€CIIEYEeHUHN Jesi-
TEJIBHOCTH COLMAIBHOTO PAaOOTHHKA;
JloKeH yMeTh COCTaBIIATh, 00pabaThIBaTh,
XPaHUTh U 3alIMALIATh JOKYMEHTBI U COAEP-
JKAIyI0Cs B HUX HHPOPMAIHUIO;

JlomkeH BiaieTh HaBbIKaMU PabOThI C
KOMITBIOTOPOM KaK CPEICTBOM YIIPaBJICHUS
uH(popMaLueil, B ToM yucie B UHpopMalu-
OHHO-KOMMYHMKallMOHHOU ceT «HTep-
HETY. ;

OO0ue xapakTepUCTUKU TOKa3aTeled U KpUTEpHEB

NPUBEICHBI B TaOHIIE 2.
Tabmuua 2 — O0ue XapakTepUCTUKH MTOKa3aTeNiei U KpUTEPHEB OLICHUBAHMS KOMITCTSHIIHIA TI0 3Tarnam

OLICHMBAHUS KOMIIETCHIIUM Ha BCEX ATarax

Iloka3arenu u
KpUTEPUHN

3HaTh

VYMeTh

Bnanets

OTaryHO (BBICOKHIA
YPOBEHD)

Ob6nanaer (pakTHUECKUMU
Y TEOPETHUECKUMU 3HAHU-
SIMU B TIpeieNax u3ydae-
MOl 06J1aCTH ¢ TOHUMAaHU-
€M IpaHul] IPUMEHUMOCTH

Ob6nanaer Auana3oHoOM
MIPAaKTUYECKUX YMEHUH,
TpeOyeMbIX Ui Pa3BUTHUSA
TBOPYECKUX pELICHUH, a0-
CTparupoBaHus MpoodsieMm

Kontponupyet pabdoty,
IIPOBOJIUT OILICHKY, COBEP-
IICHCTBYET JCHCTBUS pa-
0O0TEI

Xoporto (6a30BbIH

3HaeT (aKThl, MPUHIIMIIGI,

O0magaeT quana3’oHoOM

BCpCT OTBCTCTBCHHOCTD 3a

3aaa4

YPOBEHB) MPOIECCHI, OOIIHE MOHSA- | IPAKTHYECKUX YMEHUH, 3aBepIICHHE 33124 B UC-
THS B TIpeJieliax u3ydae- | TpeOyeMbIX JJIs PEIICHUS | CIeIOBAHHMH, IPHCIIOCA0-
MO 00J1acTH OTIpE/ICTICHHBIX MPOOJIEM B | JIMBAET CBOE IMOBEICHUE K

00J1aCTH KCCIIETOBAHUS 00CTOSATEILCTBAM B pellie-
HUU NpoOIeM

VYnosnerBopurenb- | Ob6namaer 6a3oBeiMu 00- | O0MagaeT OCHOBHBIMU PabotaeT npu npsiMmom Ha-

HO (TTOPOTOBBIN IIAMU 3HAHUAMHI YMECHUSIMH, TPEOYEeMbIMH | OJIFOJICHUH

YPOBEHD) JUTSL BBITIOJTHEHUSI IIPOCTBIX

2 Peanu3zanuss koMneTeHIuii

2.1 Komnerennus OIIK-4
OIIK-4: crtocOOHOCTBIO UCIIOIB30BaTh OCHOBHBIE METO/IbI, CIIOCOOBI U CPEJICTBA MOJIyYEHUs, Xpa-
HEHHS, IepepadOTKN UH(POPMAIH, HABBIKK PabOThI ¢ KOMITBIOTEPOM KaK CPEJCTBOM YIpaBiIeHUs HHPOP-
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Maluei, B TOM 4Kcie B MHPOPMAITMOHHO-KOMMYHUKAIIMOHHOH cetn "UnTepHet".

Jliis hopMHpOBaHUS KOMIIETEHIIMA HEOOXOIMMO OCYILECTBUTH PsiJl 3TAoB. DTarbl HOpMUPOBaHUS
KOMIIETEHIIMH, IPUMEHSEMbIE JUIsl 3TOTO BUABI 3aHATHI U MCIOJIb3yeMbIE CPEJICTBA OLCHUBAHMS IpEN-
CTaBJIEHBI B Ta0OIMIIE 3.
OPMHUPOBaHUs KOMIIETEHIIMM U UCIIOJIb3YEMBIE CPEACTBA OLICHUBAHHUS

Tabmunma 3 — Dransl

Cocrtas

3HaTh

YMeTb

Braanern

ConepxaHue 31a-
OB

JlomkeH 3HaTh HOPMATHUB-
Hy0 033y JOKyMECHTAIIH-
OHHOT'O OOecrieueHus Jies-
TEJBHOCTH COLUATHLHOTO
pabotHuka B PO, ocHOB-
HBIE METOIBI, CIIOCOOBI U
CpEeICTBa MOJTY4YCHUS UH-
(opmanum, mpaBuia T0Ky-
MEHTHPOBaHUs HHPOpMa-
MU ¥ TOKyMEHTO0000pPOoTa,
OCHOBHBIE KaTerOpuH U
MOHSITHSI TOKyMEHTAIH-
OHHOT'O OOecrieueHus J1es-
TEIBHOCTH COLUATHLHOTO
paboOTHHUKA U COI[UAIBHOTO
yIIpaBICHHS

Jlo/keH yMeTh COCTaB-
JISITh, TOJTy4aTh, 00pada-
TBIBaTh, XPAHUTH U 3aIllU-
AT JOKYMEHTBI U COAEP-
XKAIIYIOCS B HUX HHPOP-
Maruio

JloikeH BiIaJeTh HaBbIKA-
MU pabOThI ¢ KOMITBIOTO-
POM Kak Cpe/iCTBOM
yIpaBJieHHUs HH(pOpMaIn-
eil, B ToM umcie B uHpop-
MaIlMOH-HO-KOMMYHHKa-
HMOHHOU ceTn «HTep-
HET»

Bunwl 3ansatuit

* IlpakTnueckue 3aHs-
THS,

o Jleknum;

* CamocrosTenbpHas pa-
ooTa;

* [lpakThueckue 3aHs-
THS,

o Jlexnnuy;

* CamocTosiTenbHas pa-
oora;

» CamocrosTenbHas pa-
OorTa;

Hcnonpzyemblie * KoutponeHas pabota; | * KonrponbHas pabora; | * 3auer;
CpeICTBa OLECHUBA- | ¢ Onpoc Ha 3aHATHSX; * Omnpoc Ha 3aHATHIX;
HuA e TecT; * TecT;
e 3auer; * 3auer;

dopMyaMpoBKa MOKazaTeNneil U KpUTEpHEB OLIEHUBAHUS JTaHHONH KOMIETEHIMH NpUBEAEHA B Ta-
omuie 4.
Ta6muna 4 — [TokazaTenau ¥ KpUTEPUU OLIEHUBAHUS KOMIIETEHIIMH Ha 3Tanax

Coctasn 3HaTH YMmeTh Bnanets
OTinyHO * OOGnagaet 3HaHUEM e OO6nanaer yMeHHUEM * Brnazneer HaBbIKaMu

(BBICOKUI YPOBEHbD)

OCHOBHBIX METO/IOB,
CIoco0OB U CPEACTB TO-
Ty4YeHUs], XPAHEHUS,
nepepadboTku uHpopma-
UK. 3HALT, YTO JI0KY-
MEHTHI ¢ 3a()UKCUPOBAH-
HO Ha HUX WH(pOpPMAITH-
el BO BCEM UX MHOI000-
pa3uu UrparoT BAKHYIO
POJIb B KU3HH OOIIECTBA,
0001 OpraHu3aIui,
YUPEKACHUS M OTJCITBHO-
ro uenoBeka. Obnanaer
3HaHHUEM, 4TO cdepa Jie-
JIONIPOU3BOJICTBA CTPOTO

UCIIOJIb30BaTh OCHOBHBIE
METOMbI, CIIOCOOBI 1
CpeZCTBa MOIy4eHUs,
XpaHeHus1, nepepaboTKu
uHpopmaruu. Obnanaet
YMEHHUEM HCIOIH30BATh
HOpPMaTHBHYIO 6a3y, pas-
pabotannyto B PO npu-
MEHUTENBHO K cdepe A0-
KYMEHTHPOBAHUS U TOKY-
MEH-T0000pOTa U HA ITOM
OCHOBE MOXKET KOPPEKTHO
COCTaBUTh IOKYMEHT U
obecreunTh JOKYMEHTOO-
60poT;

paboOThI C KOMITBIOTOPOM
KaK CpEJICTBOM CO3/IaHHUs
pa3IuYHBIX JOKYMEH-TOB,
BEJICHUS JEJIOBOM mepe-
IIUCKH, IPEXKIE BCErO C
IIOMOIIBIO 3JIEKTPOH-HOU
HOYTHI B HH(pOpMALU-
OHHO-KOMMYHHMKAI[MOH-
HoM cetn «MHTEpHETY. |
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periiaMeHTUpOBaHa
Koncrutynueit PO, de-
JiepaJbHBIMU 3aKOHAMM,
I'OCTamu u ap.;
Xoporo (6a30BbIii | * 3HAET OCHOBHBIC METO- | ®* YMEET COOTHECTH pa3- | * bepeT oTBeTCTBEH-
ypOBeHI:) JIBbI, CITOCOOBI U CpE€ACTBA | JIMYHBIC JOKYMCHTBI M UX | HOCTb 3a IIOATOTOBJICH-
MOJTyYEHHUSI, XPaHECHUS, HOPMAaTUBHOE OOecrieue- | HbIe CAMOCTOSTEIIBHO J0-
nepepaboTku HHPOpMa- | HHE; KYMEHTBI, a TAKXKe 3a aJl-
LIUH, TIpaBUiia JOKyMEH- TOPUTM JICUCTBUM C BHY-
TUPOBaHUS WHPOPMAITUU TPEHHUMH, CO3TaHHBIMU
U JOKyMEHTO00O0pOoTA, WJIY TIOJTYYECHHBIMU JIOKY-
OCHOBHBIE KaTeTOpPUU U MCHTaMU,
MOHATHS JAEJIONPOU3-
BOJICTBA, CTPYKTYpPY U
GyHKIIUY TTOApa3IeIeHII
JIETIONIPOU3BO/ICTBA;
VnosnerBoputenbH | * OOmamaet 6a30BHIMHU e (OOnamaeTr OCHOBHBIMH | * Bianeer HaBbIKaMu
0 (IIOpOTroBBIi OOIIMMU 3HAHUSAMU; YMEHUSIMH B pabote C paboTsl B nHpOpMaL-
ypOBeHB) BHYTPEHHUMHU, BXOOSIIIN- | OHHO-KOMMYHHKAIIOH-
MH U UCXOIAIIUMU JOKY- | HOM cetu «IHTEpHETY.;
MEHTaMU,

3 TunoBble KOHTPOJIbHBIE 3a1aHUS
Jlis peanu3anuy BbILIENIEPEUUCIIEHHBIX 3a7jad 00y4eHHUsl MCIOIb3YIOTCS TUIIOBBIE KOHTPOJIbHBIE
3aJlaHUs] WIM UHbIE MaTepHhalibl, HEOOXOAMMBIE /ISl OLIEHKH 3HAHUI, YMEHUI, HABBIKOB U (MJIM) OIbITA JIE-
ATEJIBHOCTH, XapaKTePU3YIOUINX 3Tanbl (JOPMUPOBAHUS KOMIETEHLUI B MpoLEcce OCBOEHHs 00pa3oBa-
TEJIBHOM IIPOTpaMMBI, B CIIEAYIOIIEM COCTaBE.

3.1 TecToBBIC 3a0aHUA

— 1. PexBu3ur nokymenra - 310: Beibepure oqun u3 5 BapuaHTOB OTBETa: 1) 00s3aTEIBHBIN 3I1e-
MEHT O0(hOpMJICHHSI IOKyMEHTA; 2) 4acTh CIY)keOHOTo mUchMa; 3) pupMeHHBIN OnaHK; 4) oOmmii OnaHK;
5) GnaHK cHenuaabHOTO AOKyMeHTa. 2. JlenonpousBoAcTBO - 3T0: BeiOepure oauH U3 5 BapHaHTOB OTBE-
Ta: 1) cucrema XpaHeHUs JOKYMEHTOB; 2) COCTaBJIEHUE IOKYMEHTOB; 3) JOKYMEHTHPOBAHUE U OpPTraHM3a-
st paboThl ¢ JOKYMEHTaMHu; 4) TOKYMEHTBI [0 OJJHOMY BOMPOCY, MOALIUTHIC B MANKYy; 5) cucTeMa peru-
CTpaluu JOKYMEHTOB. 3. BO3MOXXHBIM HAUMEHOBAHUEM CTPYKTYPHOTO mojpazzaeienus ciayxosl IOV ne
sBisieTcsl BeiOepure ouH U3 5 BapUaHTOB OTBETA: 1) ympaBiieHHe aenaMu; 2) o0muid oTaes; 3) KaHiens-
pust; 4) cexkperapuar; 5) oTnen KaupoB. 4. 3aKOHUMTE HAyaToe MpeiokeHue: JJoKyMeHTOOOOPOT - 3TO
JIBUKEHHE TOKYMEHTOB B OpraHM3allii ¢ MOMEHTA UX CO3/IaHUs WM MoydeHus 1o: Beibepure oqun us 4
BApUAHTOB OTBeTa: 1) mepenaun Ha UCTOJIHEHUE; 2) MOIIIUBKY B J1€710; 3) 3aBEPILICHUS UCTIOHEHUS WU
OTIIpaBKHU; 4) 10 YHUUTOXKEHUS 10 akTy. 5. Opranuzanus padoThl ¢ JOKyMEHTaMHu - 3To BeiOepure oaun
U3 5 BapuaHTOB OTBETA: 1) ABM)KEHHE TOKYMEHTOB B OPTaHU3ALlMKA C MOMEHTA UX CO3AAaHUS WU MOJIyde-
HUS 710 3aBEpLICHUS UCTIOHEHUS UM OTIPABIIEHUS 2) opraHu3anus JOKyMeHTo000poTa, XpaHeHUS U UC-
MOJIH30BAHUS IOKYMEHTOB B TEKYILEH NEATETbHOCTH YUPESKICHHA. 3) 3aUCh HHPOPMAIIMH HA PAa3IHIHBIX
HOCHTENISIX TI0 YCTAHOBJICHHBIM NpaBuiaM 4) oTpacib ASSITeIbHOCTH, 0O0ecTeuynBaromiasi JOKyMeHTUPOBa-
HHUE ¥ OpraHu3auio padboThl ¢ O(PUIMANTBHBIMUA JOKYMEHTAaMHU 5) CBOWCTBO O(UIIMAIBLHOTO JOKYMEHTA,
coobI1aeMoe eMy ACHCTBYIOIIMM 3aKOHOAATEIbCTBOM, KOMIETEHIIMEH M3AaBILEro ero opraHa u ycTaHOB-
JICHHBIM TIOPAKOM ero odopmiieHus 6. JlokymeHTupoBanue - 310 Beibepure oquH U3 5 BApHaHTOB OTBE-
Ta: 1) IBMKEHHE JOKYMEHTOB B OpraHU3allid ¢ MOMEHTa MX CO3JaHUS WM MOJY4YECHUS 0 3aBEpIICHUS
VCIIOJTHEHUSI WJIM OTIIPABJIEHUs 2) OpraHu3alus JOKYyMEHTOO0OpOTa, XpaHEHUS! U UCIOJIb30BaHMS JIOKY-
MEHTOB B TEKYILEH NeATEIbHOCTU YUYpexkACHUs 3) 3amuch MHPOPMAIMKU HA PA3TUYHBIX HOCHUTEINSAX IO
YCTAHOBJICHHBIM IpaBHiaM 4) OTpacib JeATeNbHOCTH, 00ECIIeUnBaoOIas JOKyMEHTHPOBAHUE U OpPTaHU-
3a1ui0 padoThl ¢ OQUIMATBHBIMU JIOKYMEHTaMU 5) CBOMCTBO O(UIMAIBHOTO JOKYMEHTa, COO0IIaeMoe
€My JEHCTBYIOIIMM 3aKOHOJATEJIbCTBOM, KOMIETEHIIMEW M3AABILErO €ro OpraHa U yCTaHOBJIEHHBIM IO-
psaakom ero opopmiienus 7. FOpuanyeckas cuia J0KyMeHTa - 3T0 BeiObepute oauH U3 5 BapuaHTOB OTBE-
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Ta: 1) ABWKEHUE JTOKYMEHTOB B OpPTraHU3aIlMM ¢ MOMEHTA UX CO3JaHUS WJIM MOJyYCHHS JI0 3aBEPIICHHS
WCIIOJTHEHHS WJIM OTIIPABJICHUS 2) OpraHu3alus JTOKYMEHTOOO0OpOTa, XpaHEHUS U UCHOJIb30BaHUS JIOKY-
MEHTOB B TEKYIIEH AEATEIbHOCTH YUpexJIeHHs 3) 3amuch MH(GOpMAIMM Ha Pa3IMYHBIX HOCUTENSAX IO
YCTaHOBJICHHBIM TpaBuiiaM 4) oTpacib ACSITeIbHOCTH, 00eCIeunBaoas JOKYMEHTHPOBAaHUE U OpraHU-
3a1ui0 paboThl ¢ OQHUIMATBHBIMHA JOKYMEHTaMU 5) CBOHWCTBO O(QUIMAILHOIO JOKYMEHTa, coolIIaeMoe
eMy JEHCTBYIOIIMM 3aKOHOJATEIbCTBOM, KOMIETEHIIMEH M3AaBILIErO €ro opraHa M yCTaHOBJIEHHBIM IO-
psinkoM ero opopmieHus 8. OYHKIMHU JOKYMEHTOB ObIBaloT BriOepruTe HECKOIBKO U3 5 BapHaHTOB OTBE-
Ta: 1) mpocTeie 2) cinoxHbie 3) obmume 4) MHCTPYKTUBHBIE 5) cnieruanbHbie 9. JlokymeHT - 3T0 BriGepure
OJIMH U3 6 BapHaHTOB OTBeTa: 1) 3TO 3amuch HHPOPMALIUHN HA PA3TMYHBIX HOCUTENSAX 110 YCTAaHOBJICHHBIM
nmpaBuiaM 2) o0s3aTeNbHBIN d7eMeHT odopmMileHUs ouIanbHOr0 JoKyMeHTa 3) 3adMKCHUpOBaHHAs Ha
MaTepHuaIbHOM HOCHTENEC HHPOPMALIUS C PEKBU3UTAMH, TIO3BOJIIONIUMHE €€ HISHTU()UIUPOBATh 4) cucTe-
MaTU3UPOBAaHHBIA MEepeYeHb HAaUMEHOBAHUU JeJl, 3aBOJUMBIX B OpPraHU3allid, C YKAa3aHHEM CPOKOB HX
XpaHeHHs, OPOPMIICHHBIM B yCTAaHOBJICHHOM IMOPSAIKE 5) CBOMCTBO OQUIIMATBFHOTO JOKYMEHTa, COO0IIae-
MO€ eMy JEHCTBYIOLIUM 3aKOHOIATEIbCTBOM, KOMIETEHIIMEH M3/IaBIIET0 €ro OpraHa U yCTaHOBJICHHBIM
HOPSIAKOM ero odopMileHHsT 6) COBOKYMHOCTh 3HAHHUM, HEOOXOOUMBIX JUIS HaJUIeXkalledl MepenucKd Mo
toproBeiM fenaMm 10. OcHoBo#t opranuzanuu aenornpoun3Boactsa B X VIII Bexe B Poccun 6v11 Beibepute
OJIMH U3 5 BapMAHTOB OTBETA: 1) MPUHIIMI €IMHOHAYAUS 2) KOJUIETHATbHBIN MPUHLUI 3) TPUHILIMIIBI KOJI-
JIETUAJIbHOTO U €IMHOJMYHOIO YNPABJICHUSI YETKO HE pa3rpaHUUYMBAIUChH 4) aJIMUHUCTPATUBHBIN MPUH-
un 5) coro3uelid npuHun 11. Kommepdeckas koppecnonaeHus - 3To Beidepure oauH U3 6 BapuaHTOB
oTBeTa: 1) 3TO 3amuch MHPOPMAIIMU HA PA3TUYHBIX HOCHTEISAX 10 YCTAaHOBJICHHBIM IpaBujaM 2) 00s3a-
TEJIBHBINA 3JIEMEHT 0pOopMIIeHUsT OPUIIMAIBHOTO JOKYMEHTa 3) 3aMKCUpOBaHHAsl HA MaTepUaIbHOM HO-
cuTelie MHPOpMaIHsl ¢ peKBU3UTaMH, MO3BOJISIOIIMMU €€ UACHTU(ULINPOBATH 4) CUCTEMATU3UPOBAHHBIN
nepedyeHb HaMMEHOBAHUH /€T, 3aBOAMMBIX B OpraHU3allUM, C YKa3aHHEM CPOKOB MX XpaHEHUs, 0(hopM-
JICHHBIN B YCTAHOBJICHHOM TOPSIKE 5) CBOMCTBO O(PHUITMATBLHOTO JOKYMEHTA, COOOIaeMOe eMy JICUCTBY-
IOIIMM 3aKOHOJATENICTBOM, KOMIETEHIMEH H3/IaBIIET0 €ro OpraHa M YCTaHOBJIEHHBIM IOPSIKOM €ro
odopmiieHus1 6) COBOKYITHOCTh 3HAHUM, HEOOXOIUMBIX JJIsl HaJJIeXkKalllel Mepenuck o TOProBbIM JIeJaM
12. OcHOBOM OpraHu3alUy ACJIONPOU3BOJICTBA B PUKa3HOM nepuoa B Poccun Ob11 Beibepure oqun u3 5
BapUAHTOB OTBETA: 1) MPHUHIUI €AMHOHAYAINS 2) KOJUIETHATBHBIN MPUHIMN 3) TPUHIUIIBI KOJUICTHAb -
HOTO ¥ €MHOJIMYHOTO YIIPABJICHUS YE€TKO HE Pa3rpaHUYMBAIUCEH 4) aIMUHUCTPATUBHBINA MPUHIUN 5) CO-
103HBIM TTpuHIUT 13. OCHOBOM OpraHU3aIK JEIOMPON3BOACTBA B MUHUCTEPCKUN Tiepuoa B Poccun ObLT
BriGepute oauH U3 5 BapuaHTOB OTBeTa: |) MPUHIMI €AMHOHAYAIHS 2) KOJUIETHalbHBIM MpUHUIMI 3)
MIPUHIINIIBI KOJJIETHATIBHOTO M €MHOJIMYHOTO YIPABICHHS YETKO He pa3rpaHudYuBaIUCh 4) aIMUHUCTpa-
TUBHBIA TPUHIUN 5) coro3Hbld mpuHuun 14. CucTtembl OpraHu3aliy JIeJONpou3BozcTBa Bribepute
HECKOJIbKO M3 5 BapuWaHTOB OTBETa: 1) afMHUHHUCTpPATHUBHBIC 2) IEHTPAIM30BAaHHBIE 3) KOMMEpUecKue 4)
YaCTUYHO-LIEHTAIM30BaHHBIC 5) neneTpanu3oBaHubie 15. JIokyMeHTHI o popmMe MmpeacTaBIeHUs KIIACCH -
¢bunupyroTcs BeibepuTe HECKOMBKO M3 § BapUaHTOB OTBETA: |) WHAWBHIyaIbHBIC 2) BHYTPCHHHE 3)
BHelHue 4) TpadapeTHsie 5S) mpocThie 6) cnoxHble 7) aHKeTHBIE §) TumoBkie 16. [lo ropunudeckoit cuie
JIOKYMEHTHI KJIacCUPUIUPYIOTCsT BhiOepruTe HECKONBKO U3 5 BapHaHTOB OTBETa: 1) OOBIUHBIE 2) CEKpeT-
HbIe 3) TO/UIMHHBIE 4) MOIUTOXKHEBIE 5) ISl ciayx)eOHoro monb3oBanus 17. B Poccuu opransl rocymap-
CTBEHHOM BJIACTH OPTaHU3YIOT pabOTy MO BOMpPOCaM JIEIOMPOU3BOACTBA uepe3 Bribepute HECKONBKO U3 5
BapuaHTOB oTBeTa: 1) ['opoackue u mocenkoBbie coBeThl 2) ['ocymapcTBeHHYIO apXuBHYIO Ciiy)0y PD 3)
KomuteT o Hamzopy 4) Komurer P® no crangaptuzanuu 5) Munuctepcrsa 18. B ET'CIIOY BbiaenstoT
CJIEyIOIIME HarpaBieHus: BriOepuTe HeCKOIbKO U3 8 BapuaHTOB OTBETa: 1) co3panue oOIeit Moet 1o -
CTpOEHUS IOKyMEHTOB 2) pallMOHaNIbHAsl OpraHu3alus JT0KyMEHTO000pOTa U TeKYIIero XpaHeHus 1el 3)
YHU(PUKAIUS ¥ CTAaHAAPTU3AIUS TOKYMEHTOB 4) aBTOMATH3aIUsl M MEXaHU3alus TPpyaa S5) cTaOMIbHOCTh
TpeOoBaHUl K TOKyMEHTaM 6) COKpallleHHe YKciia BUOB IOKYMEHTOB 7) SKOHOMHKA M OpTaHU3alus Tpy-
Jla IeJIONPOU3BOACTBEHHOTO MepcoHaa 8) ennHooOpasue GpopM JOKyMeHTOB 19. OCHOBHBIC MPUHIIMITBI
npu paspabotke YCJI Bribepute Heckonbko u3 10 BapuaHTOB OoTBeTa: 1) co3maHue oOIIei MOAETH T0-
CTPOCHHUS TOKYMEHTOB 2) pallMOHaJbHasi OpraHu3aIusl JOKyMEHTO000pOoTa U TEKYLIETro XpaHeHus aei 3)
yHU(DUKAIUSA U CTAaHAAPTU3ANMS TOKYMEHTOB 4) aBTOMAaTH3aIlis U MEXaHU3aIus Tpyaa 5) CTaOWIBHOCTh
TpeOOBaHUH K JOKyMEHTaM 6) COKpallleHHe YKicia BUI0B JOKYMEHTOB 7) SKOHOMHUKA M OpraHu3auus Tpy-
Jla TeTOTPOU3BOJICTBEHHOTO MepcoHana §) equHooopasue GopM JOKYMEHTOB 9) HHPOPMATUBHOCTD, KO-
HOMUYHOCTH 10) conpexeHue ¢ JeHCTBYIONMMH CUCTeMaMH Kilaccuukanuu 1 konuposanus 20. Yaudu-
UPOBaHHAs cucTeMa JTOKyMeHTauuu BeiOepure oguH u3 4 BapuaHToB oTBeTa: 1) hopma 0pUINIECKOro
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3aKpeIUICHUS] MTPOBEACHHON YHU(PHUKAIIMU 2) CHCTEMBI MOJIOKEHHH, OMPEIeNSIFOIIMX OCHOBHBIC MPaBUIIa
paboThI ¢ TOKYMEHTAMH B OpraHU3aIMIX 3) COBOKYIMHOCTh B3aUMOYBSI3aHHBIX YHU(PUITMPOBAHHBIX (popM
JOKYMCHTOB, O6CCH€‘-II/IB3IOH_II/IX AOKYMCHTHUPOBAHHOC MPCACTABJICHHUC HAHHBIX B OIPCACICHHBIX BHAAX
XO3MCTBEHHOM NIeATENbHOCTH 4) 3aKII0YaeTCs B YCTAHOBJICHUM €AMHOOOpa3usi coctaBa U (GopM yrpas-
JICHYECKUX JOKYMEHTOB, (PMKCHUPYIOIIMX OCYIIECTBICHUE OAHOTUITHBIX YIPABICHYECKUX (YHKIUHA U 3a-
naq 21. CranmapTtuzanus J0KyMeHTOB BriGepute oquH 3 4 BapraHTOB oTBeTa: 1) hopMa FOPHUINUECKOTO
3aKpeIUICHUS] MTPOBEACHHONW YHU(PHUKAIIMU 2) CHCTEMBI MOJIOKEHHM, OMPEIeNSIFOIIMX OCHOBHBIC MPaBUIIa
paboThI ¢ TOKYMEHTAMH B OpraHU3aIMIX 3) COBOKYIMHOCTh B3aUMOYBS3aHHBIX YHU(PHUITUPOBAHHBIX (PopM
JOKYMCHTOB, O6CCH€‘-II/IB3IOH_II/IX AOKYMCHTHUPOBAHHOC MPCACTABJICHHUC HAHHBIX B OIPCACICHHBIX BHAAX
XO3MCTBEHHOM NIeATENbHOCTH 4) 3aKII0YaeTCsa B YCTAHOBJICHUM €AMHOOOpa3usi coctaBa U (HopM yrpas-
JICHYECKUX JOKYMEHTOB, (PMKCHUPYIOIIMX OCYIIECTBICHUE OAHOTUITHBIX YIPABICHYECKUX (YHKIUHA U 3a-
naa 22. ET'COY - Beibepute onuH u3 4 BapuaHTOB 0TBeTa: 1) opMa IOpUINIECKOTO 3aKPETUICHUS PO -
BE/ICHHOW YHU(HUKAIMUU 2) CUCTEMBI MOJOKEHHH, ONPEAEAIONINX OCHOBHBIC MpaBHia pabOThl C JOKY-
MEHTaMHU B OpraHu3alusix 3) COBOKYNHOCTh B3aMMOYBSI3aHHBIX YHU(DPHUIIMPOBAHHBIX (POPM JOKYMEHTOB,
06CCHe‘-II/IBaIOH_[I/IX AOKYMCHTHUPOBAHHOC MPCACTABICHUC NAHHBIX B ONIPCACICHHLIX BUAAX XO3SIUCTBEHHOU
JESITEIbHOCTH 4) 3aK/II0YaeTCsl B YCTAaHOBICHUH €MHO00pa3us cocTaBa U (GOpM yIpaBlIeHYECKUX JTOKY-
MEHTOB, (PMKCUPYIOIIMX OCYIIECTBICHNUE OJHOTHUITHBIX yIpaBlieHUYeCKUX (GyHKUMI U 3ama4 23. Yauduka-
s - Beibepure oqun u3 4 BapuaHToOB OTBeTA: 1) popma I0OpUAMIECKOro 3aKPEIICHHUS TPOBEICHHON YHH -
duKanmu 2) cUCTeMbl MOJIOKEHUH, OTPENENAIONIUX OCHOBHBIC MTpaBuiIa paboThl ¢ TOKYMEHTaMHU B Opra-
HU3AIUAX 3) COBOKYMHOCTh B3aMMOYBSI3aHHBIX YHU(MUIIMPOBAHHBIX (OPM TOKYMEHTOB, 0OCCIIECUMBAIO-
mMUX JOKYMCHTHUPOBAHHOC MPCACTABICHHUC NAHHBIX B OIPCACIICHHBIX BHIAX XO3SIUCTBEHHOU JCATCIIBHO -
cTH 4) 3aKiIIo4aeTcsi B YCTAHOBJIEHUH €IUHOOOpa3us cocTtaBa U (OpPM YIPaBICHYECKUX ITOKYMEHTOB,
(UKCHPYIOLINX OCYIECTBICHUE

3.2 3auér

— 1. Ilonatue u ¢yHKIMU JOKyMeHTa. 2. Jlenomnmpou3BOJICTBO: MOHSTHE M OpraHU3aLMOHHBIE
dopmbl. 3. Dransl pa3BUTHA JenonpousBoacTBa B Poccuu. 4. XapakrepucTiuka HOPMaTUBHO-METOAUYE-
ckoil 0a3bl nenornpousBoAcTBa. 5. [lonsTue pexkBuzuTa AokymeHTa. FOpuanueckas cuia JOKyMeHTa. 6.
YHUpUUIMPOBAaHHBIE CUCTEMbl JOKYMEHTAI[MHM: IOHSATHE, BUAbI, Ipeumymniectsa. 7. OOmue mpaBuia
odopMIIeHHsT OpraHU3aIlMOHHO-pacnopsaauTenbHbIX J0KyMeHTOB (110 [OCT P 6.30-2003). 8. OcobenHo-
CTH fA3bIKA M CTWJIA OQHUIMATBHBIX JOKYMEHTOB. 9. YcTaB opraHu3aliy: MOHATUE, BUJIbI, IPABUJIa COCTAB -
nenus. 10. TpeOoBanust k opopMIEHHUIO TOKHOCTHOM MHCTpyKuuu. 11. Ilpuka3 mo ocHOBHOM nesiTenb-
HOCTU: IIOHATHE, TPeOOBaHUS K cocTaBieHuIo U oopmienuto. 12. I[IpaBuna opopmiieHHs paciopsyKeHUN
u ykazanuil. 13. OcobenHocTH oopMiIeHHs pelieHuit U moctaHoBieHuil. 14. [lenoBoe nucbMo: NOHSTHE,
BUIbI, TPEOOBaHUS K coCTaBlieHHIO U odopmienuto. 15. IIporokon: nmonstue u TpedoBanus K opopmie-
Huto. 16. [IpaBuna opopmiienus akroB. 17. CnpaBka: moHATHE, BUJBL, paBuia opopmienus. 18. Tpedo-
BaHMsI K 0(OPMIICHHUIO JTOKJIQJAHBIX U OOBSCHUTENbHBIX 3anucoK. 19. [IpaBuna opopmieHus tenerpamm,
tenedonorpamm u (akca. 20. TpymoBoit 1oroBop: moHaTHE, CoAepKaHue, Mpasmia ohopmiienus. 21. Tpe-
OoBaHMA K O()OPMIICHHUIO NMPUKA30B IO JIUYHOMY cocTaBy. 22. [IpaBuiia coctaBieHust U 0(OpMIICHUS Xa-
pakrepuctuku. 23. TexHomorus paboTsl ¢ oOpamenusiMu rpaxaa. 24. OcoO0eHHOCTH TOJATOTOBKH JIOKY -
MEHTOB OTpaHU4YeHHOro aoctyna. 25. ITopsaok 06pabOTKH BXOAALIMX, UCXOAAIIMX U BHYTPEHHUX JIOKY-
MEHTOB. 26. OnepaTBHOE XpaHeHue nokymeHToB. [IpaBmina popmupoBanus aen. 27. Homenkiarypa nen:
IIOHSATHE, BUIBI U TIOPSAOK COCTaBIECHUs. 28. DKcIlepTU3a LIEHHOCTH T0KyMEHTOB. [lopsinok nepenauun nen
B apXUB WU K YHUUTOXeHUI0. 29. [IpaBuia odpopmieHus T0OKyMEHTOB B TEKCTOBOM penakrope Microsoft
Word u tabarunom npoueccope Excel. 30. [Ipumenenue cucteM 31eKTPOHHOTO JOKYMEHTO000poTa.

3.3 TeMbl OIPOCOB HA 3AHSATHAX

— Bgenmenue B yueOHBIT Kypce «/[lemonmpousBoactBo» IIpemmer mucrurumebl  «Jlemompons-
BOJICTBO». OCHOBHBIE KaTeropuu U noHATus. OyHKIMU ToKyMeHTa. Buabl kiaccupukanuii JT0KyMEHTOB.
Bo3nukHOBEeHHE U pa3BUTHE OTEUECTBEHHOTO JEIONPOU3BOACTBA. PazBuTue aenonpousBojactsa B Poccun
B IX-XVII BB.: 10OKyMEHTHpPOBAaHUE BHEUTHEMOJUTUYECKUX CBSI3€l APEBHEPYCCKOTO roCylapcTBa, Cyneo-
HBIX U TPaXXIaHCKO-TIPABOBBIX OTHOIIEHWM. CKiIaJbIBaHUE U Pa3BUTUE MPUKA3HOTO JIEJIONPOU3BOJCTBA.
I'ocynapcTBeHHOe perynupoBanue aenonpousBojacTBa B Poccuu B XVIII- nagane XX BB. Co3nanue HOp-
MaTHBHOU 0a3bl. MeTomudeckoe U HaydHO-TEXHHUYECKOe oOecriedueHne chepsl IeIonpon3BoIcTBa. Pa3Bu-
tue aenonpousBojactsa B PCOCP / CCCP B 1917-1990 rr. KnnaccoBblii XxapakTep CHCTEMbI OpraHU3aIluN
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ympaBieHus rocanmnapara u aenonpousBoactsa B PCOCP. [IpodeccronanbHas MOATOTOBKA TOKYMEHTO-
BEJIOB U CIELMAIUCTOB JEIONPON3BOICTBA B COBETCKUN nepuo. [Ipobraemsl palmoHann3aluy ymnpasie-
HUS ¥ JeJ0npon3BoacTBa. Paspaborka «locynapcTBEHHON CHCTEMBl TOKYMEHTAIMOHHOTO O0eCreueHHs
ynpasnerus» (I'CAOY). HopmatuBHas 6a3a MOKyMEHTAITMOHHOTO OOECIICYCHHS YIPABJICHUS B 00JIACTH
couuanbHOM paboTel HopMaTMBHO-IPaBOBBIE AKTHI, PETYIMPYIOIIME OTHOIIEHUS B cepe AeTonpous-
BOJICTBA U apXMBHOTO jena. Bonpocsl nokymentupoBanus B Koncturynuu Poccutickoit @enepanun, Tpy-
noBoM, ['pasxknanckoM u ap. konekcax PD. denepanbHble 3aKkoHB «O0 MHPOpMALUN, HHPOPMAITHOHHBIX
TEXHOJOTUAX M O 3amurte uHbpopmamum» (2006 T.), «O rocymapcTBeHHOM s3bike Poccuiickoit dexnepa-
iy, «O mopsake paccCMOTpeHHs oOpalleHHi rpaxaan». MeToaudeckue pa3padOTKU MO JAEIONpOH3-
BoACTBY PocapxuBa P®. [lestenbHocTh Beepoccuiickoro HayqyHO-UCCIEI0BATEIBCKOIO HHCTUTYTA JTOKY-
MeHToBeAeHus: u apxuBHoro aena (BHUU/AJL). AnMUHHCTpAaTUBHAS M YTOJIOBHAs OTBETCTBEHHOCTH 3a
HapyuieHus B chepe aenonpon3BoacTsa. JJokymentupoanue nHdpopmamnun. TpedboBanus Kk 0hOpMIICHUIO
JOKYMEHTOB B COLMANIbHBIX yupexaeHusx KOpunndyeckoe 3HaueHne JOKyMeHTa. [IoHATHE «PEKBU3UT J10-
KyMEHTa». YHU(PUIMPOBAHHBIE CUCTEMbI JOKyMeHTauuu. [loHaTre u BuAbl yHU(PUIIMPOBAHHBIX CHUCTEM.
Cranpaptuzanus nokymeHToB. [IpaBuna opopmienus pexBuzutoB. [OCT P 6.30 — 2003 «Yauduuupo-
BaHHasl CUCTEMa OPraHU3allMOHHO-PACIIOPSIUTENBHON AJOKyMeHTaluu. TpeboBaHus K oopMIIeHUIO J0-
KyMEHTOBY». PEKBHU3UTHI 3ar0JIOBOYHOM, COAEpKaTeIbHONM 1 OPOpMIISIONIEH yacTel JOKyMeHTa, IpaBuiia
ux opopmienus. [lonstue «OmaHk mokymeHTa». Bunbl O1aHKoB. PeKBU3NTHI OJIaHKOB, BAPUAHTHI UX pac-
nojoxeHust. OpraHu3aloHHbIE JOKYMEHTBI: YCTaB OpraHU3allii, OCHOBHBIE BHU[bI, IIPABUJIa COCTABIIE-
Hus. [lonoxenue o0 opranu3zaiy, CTPYKTYpHOM I0/Ipa3AeieHUH, OCHOBHBIE TPEOOBaHUSI K COCTABICHUIO
u oopmienuto. MHCTpyKIMH, TOHKHOCTHBIE MHCTPYKIMHM, OCHOBHBIE TPEOOBAaHUS K COCTaBJICHUIO U
odopmiiennto. OpraHu3alMOHHbIE KaJpOBble JOKYMEHTHI (CTPYKTypa M HITaTHAsl YUCICHHOCTH, IITATHOE
pacniucanue). PacniopsaurenbHbie JOKyMEHTHI. [IprKa3 o OCHOBHOM e TENbHOCTH, paclopsKeHUE, yKa-
3aHue, pelleHue: TpeboBanus K ux opopmienuto. MudopmanmoHHo-cripaBouHble TOKYMEHTHI. [IpoTokomn
(TIOJTHBIN W KpaTKuii), BUJBI aKTOB, MpaBUiIa UX cocTaBieHus u opopmienus. [Ipennoxkenne kak HHPOp-
MAaI[MOHHO-CIIPAaBOYHBIN JTOKYMEHT. JloKiIaHas U ciry)xeOHas 3alicKH, OObsICHUTEIbHAs 3alKcKa, ClpaB-
Ka U CBOJIKA, 3aKJIIOYECHUE U OT3bIB. JJOKyMEHTBHI, IepeiaBacMble 110 KaHaJlaM 3JIEKTPOCBS3U: TeJerpamMmma,
tenedonorpamma, tenedaxc (daxc). JJokyMeHTHI TI0 TMYHOMY cOCTaBy. [loHSATHE «TIepCOHANIbHBIE NTaH-
HBIE», 00IIasi XapaKTepPUCTHKA U OCOOCHHOCTH paboThl ¢ HUMHU. JIOKyMEeHTUpOBaHHE pabOTHI C MEepPCOHa-
oM. KagpoBasi moxkyMmeHTausi: opraHu3allMOHHO-TIPABOBbIE TOKYMEHTHI (TMpaBuja BHYTPEHHETO TPYIO-
BOTO pacIopsiaKa, TPYAOBOM IOTOBOP), IEPCOHATBHAS TOKyMEHTAIUs (TPYyIOBasi KHIKKA, JIMYHBINA JTHCTOK
M0 y4eTy KaJIpoB, Pe3lOMe U XapaKTepUCTHKa, aBToOuorpadus). PacropsauTtenbHas kaapoBasi JOKyMeH-
Talus — MPUKa3 Mo JIMYHOMY cocTaBy. Pabora ¢ oOpaleHus My rpakaaH — *KaloObl, 3asiBICHUS, IPEIJIO-
xenus. JlenoBas nepenucka. Kinaccuduxkanus nenoBeIx muceM: TUCbMO-IIpock0a, 3anpoc, OTBET, oOpariie-
HHe, TOATBEPXKICHUE, M3BEIICHHE, COOOIEHNEe, MpUIIallieHe, HalOMUHAaHue, TpeboBaHue, Onaromap-
HOCTb, To3apaBieHue. MHbopManoHHOe MHChMO, TAPAHTUHHOE MUCHMO. SI3bIK M CTHIIb OQUITHATBLHOMN
JICIOBOM TEepENHCKH: OCOOEHHOCTH O(UIMAIbHO-AEIOBOr0 CTHJIS, INpAaBWJIa HANMCAHUS COKpAIlleHH
CJIOB, Ha3BaHUM, YUCIUTEIbHBIX U JIp. JlokyMeHThl orpanudeHHoro gocryna. [Ipodrema nupopmamon-
HOU 0€30MacHOCTH W 3alUTHl MH()OPMAIIMOHHBIX PECYpCOB. YPOBHHM KOH(UACHIIMAILHOCTH HH(OpMa-
[IMY, HA3HAYCHUE W TUIBI KOH(UICHIIUATBHBIX TOKyMeHTOB. Denepanbablii 3akoH «O TocyaapCcTBEHHOM
taitHe» (1993 r.), ero ocCHOBHBbIE MOJOXKEHUsI U 3HaueHus. COCTaBI€HHE M M3rOTOBIICHUE JIOKYMEHTOB
orpanuueHHoro gocryna. [lopsiiok paboThl HCTIONHUTENEH ¢ JOKYMEHTaMH OrpaHUYeHHOTro foctymna. Op-
raHMU3aLus CIyKObl JOKYMEHTAI[HOHHOTO oOecrieueH s ynpaBieHus. TexHonorus paboThl ¢ JOKyMEHTa-
Mu O6mme TpeboBanus. OpraHu3aiuoHHbIE (POPMBI CIYXKO: IIEHTpPaTU30BaHHAS, JCICHTPAIM30BaHHAS,
CMelIaHHas. TUIOBbIE OpraHU3allMOHHBIE CTPYKTYPHI: yIPABICHHUE JEIaMU, KaHUEISIpHUs, OO OT/EN,
CeKpeTapb yupexJaeHus. 3agaur U (GyHKIMH CIyXObl ei0nponu3BoJcTBa. HopmaTuBHas pernaMeHTanus
CITyOBI esonpon3BoicTBa. PaboTa ¢ BXOASIIMMH, UCXOSIIUMU U BHYTPCHHUMH JOKYMEHTAMHM: JTaIlbl
00paboTKu, mopaaok padboTsl. Peructpanus nokymentoB. @opmbl U BUIbI peructpauuu. Kaproreku, me-
TOJMKH UX CO3JJaHUS U PUMEHEHHUs. JJOKyMEHTHI, He ToJyIeKale peructpanui. KoHTpoib HCTIOMHEHUs
JIOKYMEHTOB. L{enb U ypoBHM KOHTpPOJIA HajJ JOoKymMeHTarueld. CpoKu MCHOJHEHUs! TOKyMeHTOB. IlocTa-
HOBKa Ha KOHTPOJIb, IIPOBEPKA XO/a UCTIOIHEHUS TOKyMeHTOB. CrcTeMaTn3alus 1 XpaHeHHe JOKYMEHTOB
CucremaTusanyss U XpaHeHHe TOKyMeHTOB. OmepaTHBHOE XpaHEHHE JOKyMEHTOB. OOIue MPUHIUIBI
dopmupoBanus nen. Homenkinarypa fen opraHu3alyu: MOHITHE «HOMEHKIIATypa e U IeNd ee co3/a-
Hus. TUNoBble U IpUMEpHbIe HOMEHKIATyphl. [Topsnok cocTaBieHHs HOMEHKIATYpbI Jied. DKCIepTh3a
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HEHHOCTH TOKYMEHTOB. OIleHKa 3HAYMMOCTH JJOKYMEHTOB U OIpeesieHHe CPOKOB XpaHeHus. [loaroroBka
Jen K nepenade B apxuB. OdopmiieHHe TOKYMEHTOB U JIe]l K YHUUTOXEeHNI0. KoMIIbIOTOpHAs MOroToBKa
JOKYMEHTOB. JIOKyMEHTOOOOPOT Ha KoMIbloTOpe OCHOBHBIE 3Talbl KOMITBIOTOPHOH IOJITOTOBKH JIOKY-
MEHTOB B TeKCTOBOM peaakTope Word: Habop TekcTa, ero peaakTupoBanue u popmarupoanue. Padbora ¢
JOKyMEHTaMH B TabauuHoM npoueccope Excel. Mcnonp3oBanue >MeKTpOHHOM TabaHIbl Kak (opMbl Be-
neHus otdeTHocTH. CratucTuueckas oOpaboTka JaHHbIX. CHcTeMa 3JEKTPOHHOIO JOKYMEHTOOOOpOTa.
Cucrema 3IIeKTPOHHOM pEerucTpaluy JOKYMEHTOB U KOHTPOJISL UCTIOJIHEHHSL. ABTOMAaTH3UPOBAHHAS CHCTE-
Ma B OpraHM3alluu ABMKEHHs JOKYMEHTOB BHYTPH yupexaeHus. CucTemMa 2IeKTPOHHOIO apXUBHOTO Xpa-
HEHUS IOKYyMEHTOB. DJIEKTPOHHas mouTa U Internet.

3.4 TeMmbl KOHTPOJILHBIX padoT
— 1. Jlenonpou3BOACTBO MO MHUCbMEHHBIM U YCTHBIM OOpaleHus M TpaxjaaH. 2. JIoOKyMeHTHI 10

JINYHOMY COCTaBy. 3. TexHomorus ,[[OKYMGHTOO60pOTa. 4. CocraBicHHE CJIOBaps TCPMHUHOB.

4 Meroan4yeckue MaTepHaJibl
st obecrniedeHust mpoiiecca OOy4eHHUST U PEIICHUs 3a/1a4 0OydeHHUs MCIOJIb3YIOTCS CIEAYIOIINE
MaTepHUabL:
— METOIUYECKHEe MaTepHaIIbl, OTPEIENISIONINE MPOIeTyphl OIICHUBAHNS 3HAHHUHA, YMEHHA, HaBbI-
KOB ¥ (WJIM) OTIBITA JESITEIbHOCTH, XapaKTePU3YIOIINX 3TAIbl (OP-MHUPOBAHHS KOMIIETSHIIUN, COTJIACHO TI.
12 paboyeit mporpaMmel.

4.1. OcHOoBHas JUTEpaTypa
1. Kyszuenos U. H. JlokymeHTanmoHHoe o0ecrieueHre ypaBlieHUs U JEIONPOU3BOACTBO: yueO-
HUK s OakanmaBpoB / U. H. KysnenoB. (I'pup MunoOpnayku P®) — M.: UznmarensctBo HOpaiit; 1J]
FOpaiit, 2012. — 576 c. (Hanuuue B 6ubmotexke TYCVYP - 26 3k3.)

4.2. lonotHUTEIbLHAS JTATEPaTypa
1. Kupcanosa M. B. CoBpemeHHOE AEIONPOU3BOACTBO: YueOHoe mocoowue. 4-¢ m3a. (I'pud Mu-
HOOpHayku P®) — M.: UHDPA-M, 2011. — 312 c. (nanuuue B 6udbmoreke TYCYP - § 5k3.)

4.3. O0s13aTesbHbIC Y4eOHO-METOAUYECKHE M0CO0Hs
1. Meromuueckne peKOMEHJANMU TI0 CaMOCTOSATENIbLHOW paboTe CTYICHTOB BCEX CIICIIUAIBHO-
cTell u HampaBieHui: YueOHo-MeToauueckoe nocooue / Kazakesuu JI. U. - 2016. 15 c. [DneKTpOHHBIH
pecypce] - Pexxum noctyna: https://edu.tusur.ru/publications/6050, cBoG0AHBIIA.
2. Jlenonpou3BOACTBO: YueOHO-MeTOAnYECKOe ocodue i npakTuueckon noarorosku / Kasa-
keeua JI. W. - 2017. 21 c¢. [DOnekrpoHHmdi  pecypc] - Pexum = nmocryma:
https://edu.tusur.ru/publications/6757, cBOOOAHBIA.

4.4. Ba3bl JaHHBIX, HHPOPMALIMOHHO CIIPABOYHBIE U MOUCKOBbIE CHCTEMBI
1. edu.tusurru

CornacosaHa Ha noprane Ne 17402 21



	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

	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


