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PaGouas nporpaMmma y4eOHOM QU CIUIINHbBI

OCHOBBI AEJIOITPOU3BO/JCTBA

YpoBeHb OCHOBHOM 00pa30BaTeNLHOM MPOrPaMMBL:  GaKaJaABPHAT

Hampasnenue nogrotosku: 38.03.04 «I'ocynapcTBeHHOe 1 MYHMIUIIAJbLHOE YIIPABJIEHUE»
®opma o0ydeHus: 3a04Has

daxynpTeT: 3204HbIH 1 BeyepHuii pakyabreT (3uBD)

Kadeapa apromaTuzanuu o6padorku undopmamnu (AOHN)
Kypc 1,2 Cemectp 1, 3

Y4eOHslii man Habopa 2012 r.

Pacnpenesienue pado4yero BpeMeHH:

o S A

Buisr yuae6HOM paboTh 3 o 8 =

3| 3 M &

O | O ~

1. Jlexuuu 4 | 4 gac
2. JJaboparopHble pabOThI He npedycMOmpeno

3. IIpakTHYecKHe 3aHATHUS -] 6] 6 | mc
4. Kypcosoii npoekt/padora (KPC) (ayauropHas) He npedycMOmpeno

S. Beero ayiuTopHbIX 3aHsTHil (cymma 1, 3) 4 110 [ 14 | wac
6. W3 HUX B MHTEpaKTUBHOM (popme He npedycMOmpero

7. CamocrositenbHas pabota cryaentoB (CPC) 68 | 22 | 90 Jac

8. Bcero (0e3 ax3amena) (cymma 5, 7) 72| 32 | 104 Jac

9. CamocrosTenpHas paboTa Ha MOATOTOBKY, cady dK3aMeHa 4 4
10. O6mas TpyroemMkoctsb (cymma 8, 9) 108 | 108 | vac
(B 3a4ETHBIX CIUHANAX) | 2 1 3 3ET

KonTpoasnsblie padotsi: 3 cemectp — 1

3ayer — 3 (TpeTuHii) cemecTp

Tomck 2017
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JIucT cornmacoBaHuM

Pabouas nporpamma st mucuutuinHbl «OQcHOBBI AeaonpousBoacTea» (b1.b.25) cocrasnena ¢ yde-
ToM TpeboBannii denepanbHOro I'ocymapcTBEHHOTO 00pa30BaTEIBHOTO CTaHAAPTA BBICIIETO 00pa3oBa-
st (PI'OC BO) mo nampasnenuto moarotoBku Oakanaspa 38.03.04 «['ocymapcTBeHHOE M MYHHUIIUIIATb-
HOE YIpaBJICHUE», YTBEPKACHHOTO MprKa3oM MuHucTepcTBa 0OpasoBanus u Hayku PD 10 nexadps 2014

r. No 1567, paccMOTpeHa 1 YTBEpIXK/ICHA Ha 3aceJaHuu Kadeaphl «___ » 2016 r., mpoTtokom Ne
Pazpa6orunku:
Hupexkrop 6ubnuoreku TYCYPa AOlpapaxmanoBa M.B.
Jouent xadenpsr AOU,
KaHJl. TEXH. HAyK Jlenuxuna 3.11.

Pabouas nmporpamMma coriacoBana ¢ (pakynbTeTOM, MPOPUINPYIOIIEH 1 BEITyCKaromei kadenapaMu
HaIpaBJICHUS ITOATOTOBKH (CTIEUATEHOCTH).

Hexan 3uB® Ocwumnos U.B.

3aB. npodunupyroriei

BBINyCKaromIel kadeapoit Exmnaxos FO.I1.
MeTtomuct kadpeapsr AOU Konosanosa H.B.

CornacoeaHa Ha noptane Ne
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1. HEJIA U 3AJJAYHU JUCHUTIJIMHBI

Heablo IUCIUIUIMHBL — O3HAKOMJIEHHE CTYIIEHTOB C CUCTEMOW JTOKYMEHTAIMOHHOI'O 00ecCIeyeHus NesTelb-
HocTH B PO, 0cOOEHHOCTAMHU TOKYMEHTUPOBAHUS YIIPABICHYECKOH U KaIpOBOU IEATETHHOCTH.
3apauM JUCLUILINHBL
- O3HAaKOMJIEHHE C OCHOBHBIMM BHJAMH JOKYMEHTOB, CONPOBOXIAIOUINX PA3IWYHBIC HAIIPABIICHUS J€s-
TETBHOCTH B OPTaHU3ALNH, IPABIIIaMH X 0(OPMIICHHS, H3TOTOBIICHHUS, ydeTa U XPAaHEHHUS;
— M3yY€HHE 3TAIoB U IPOLEAYp TOKYMEHTOOO0pOTa B OpraHU3ally, B TOM YHCIIE C UCHOIb30BaHUEM HO-
BeHIINX NH(MOPMAIIMOHHBIX TEXHOJIOTHIH;
— (opMHupoBaHHE YMEHUI M HABBIKOB Pa3pabOTKH KOHKPETHHIX BUAOB OPraHU3alMOHHBIX, PACHOPSIU-
TEJIbHBIX U JIOTOBOPHBIX IOKYMEHTOB, YyUacTHs B BEIEHUH JIEIIONPOU3BO/ICTBA.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII

Huctummnaa «OcHoBBI nenonpou3Boactsa» (b1.6.25) Bxoaut B 6a3zoByro gacts crpykrypsl OIIOII. Ona sB-
JISieTCS OCHOBOM JIIST M3YYEHUS CIICAYIOIIUX TUCIUIUINH: «basel naHHBIX», «HQOpMalMOHHbBIE TEXHOJOTHH B
ynpaeieHun», «KoproparuBHble HHGOPMAIMOHHBIE CUCTEMbI», «[IpUHATHE U MUCTIOTHEHHE TOCYJapCTBEHHBIX pe-
meHuit», «Teopus opranuzanum».

3. TPEBOBAHMUSA K PE3YJIBTATAM OCBOEHUA JUCHUIIJIMHBI

[Ipornecc n3ydeHns TUCIMIUTMHEI HanpapiieH Ha GopmupoBanne kommerenuun OINK-4 — ciocoGHOCTE ocyTiie-
CTBIIATH J€TIOBOE OOINCHHUE U ITyOJIMYHBIE BHICTYIUIEHHS, BECTH IEPETOBOPEI, COBEIIAHMS, OCYIIECTBIATE AEIOBYIO
TIEPEITICKY U ITOIEPKUBATH IICKTPOHHBIE KOMMYHHUKAIIHH.

[To oxoH4YaHNH W3yYeHUS AUCHHUIUTUHBI «OCHOBBI JETIOMPOU3BOJCTBA» CTYAEHT I0JKEH:

— 3namp cnenuduky GHopM IeT0BOro o0IIeH s (ISIOBBIX COBEIaHUH, Oecell, IEperoBOpOB, MUCKYCCHIA, TIPE3eH-
TalUi, «KPYTJIBIX CTOJIOB», Mpecc-KOH(EpEeHIHI»), KOHCYTETHPOBAHHS, TIPABUIA H (JOPMBI JIETIOBOM MEPETTHCKH, CTHIIH
Pa3IMYHBIX BUIOB JICJIOBBIX IIMCEM Ha OaHkax ogrca; oprcHble nHpopMarronHble TexHonoruu: MS Office;

— yMemdb B3aUMOJCHCTBOBAThH C KOJUIETaMH 10 BOIPOCAM JENOMPOU3BOCTBA, COOIIOAATh STHYECKHE HOPMBI
MOBEJICHUSI B MPO(ECCHOHANBHON cpejie; apryMEHTUPOBAHO MPENCTaBIATh YCTHYIO M MHCbMEHHYIO pPedb, BECTH
JIENTOBYIO TIEPENHCKY, OAAEPKUBATH SJEKTPOHHBIE KOMMYHUKAILIUK, OCYIISCTBIATH TeldeoHHOEe 0OCTyKUBaHUE,
NPUHAMATE U TIepefaBaTh (aKchl;

— 6]1a0emb HABBIKAMH apTyYMEHTHPOBAHHOTO MUCHMEHHOTO W3JI0KEHUs, HaBbIKAMU MyONMYHON pedd, apry-
MEHTaIH; PabOTHI C JOKYMEHTaMu; 0(hOpMIIEHH KOHKPETHBIX BHIOB JOKYMEHTOB, ucnoib3oBanus KMC npu ocy-
LIECTBJICHUH JOKYMEHTALMOHHOTO 00ecneueH s, IOAAep >KUBaHMs AIEKTPOHHBIX KOMMYHHUKAIIUH.

4. OFBEM JUCHUILJINHBI 1 BUJbI YYEEHOM PABOTHI

Buz y4uebHo# paboThl Bcero yacos | Cemectp 1 | Cemectp 3
AyauTopHbIe 3aHATHS (BCero), B TOM YHcCe: 14 4 10
Jlexun (JI) 8 4 4
[TpaxTnueckue 3austus (113) 6 - 6
Camocrositensnast pabora (CPC, Becero), B ToMm uuce: 90 68 22
W3zyueHne Teoper. TeM, BBIHECEHHBIX JJIsl CaMOCTOSTENIbHON MPOpaboTKH ? 4
[TpopaboTKa JIEKIIMOHHOTO MaTepraia 4 4
[loaroroBka pedeparon ? —
BrimonHenne nHAuBHTyanbHBIX 3ananuil (U3) ? -
[MoaroroBka K MPakKTHYECKUM 3aHATHIM - 8
BrimosTHeHIE KOHTPOILHOW PabOTHI - 6
Bun npomesxyTodHoil artectanuu (3a4er) 4 4
OO01mas Tpy10eMKOCTb, 4 108 72 36
3auernsie Equnuiel Tpygoemkoctu 3 2 1

5. COOEP) KAHUE JTUCHUITJINHBI
S.1. Pazge bl AMCHUILIMH U BHAbI 3aHATHI

HaumenoBanue paszacia TUCHUNIINHBL

| JI |13 [CPC|[Bcero, u (6e33k3.) | OIIK

1 cemecTp

1. Jlenonpou3BOJICTBO U €ro 3HaUY€HHE B YIPABICHUH —
2. JIokyMeHTHpOBaHUE YIIPABIEHYECKOM A TEIbHOCTH 2 OIIK-4
3. JIokyMeHT0000POT B OpraHU3alul 2

Hroro no 1 cemectpy 4
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3 cemecTp

2. JIOKyMEHTHUpOBaHUE YIPaBIEHUECKON NeSTeNbHOCTH -1 4

4. HH(bOpMaHPIOHHLIe TEXHOJIOTHH 00ecTeueHus JACJIONIPONU3BOACTBA

5. OcoGeHHOCTH pabOTHI C KaAPOBBIMU JOKYMEHTAMHU

\SR 1 \S)

BrinmosmHeHre KOHTPOJIEHOM PabOTHI - -1 6 6

OIIK-4

HTtoro no 3-my cemectpy 41 6

BCETO

5.2. Conep:xaHue pa3ieioB TUCHUINIMHBI (110 JEKI[UAM)

HanmenoBanue
pazzenos

Copep:xaHue pa3JeiioB

Tpynoem-

KOCTb,

OIIK
q

1 cemecTp

1. demompo-
W3BOJICTBO U
ero 3HaYCHUE
B yIIPaBJICHUU

Ponp m MecTo MOKyMeHTalMOHHOTO obOecrieueHus nesitenbHocTH. COoOTHO-
LIeHUe MOHATUH MH(OpMalKsi U AOKYMEHT, AEJIONPOU3BOJCTBO, JOKYMEHTAIIHU-
oHHOE obecnieuenue ynpanieHns. CocoObl JOKyMeHTHpoBaHus. JIOKyMEeHT Kak
MpeMeT U pe3yabTaT TpyJa B yIpaBiieHuYecKol nesrenbHocTd. CBOMCTBA U MPH-
3HaK{ JIOKYMEHTA: OPUTHHAIBHOCTb, MOJTHHHOCTh, KOMUHHOCTE. O0IIHe PpyHK-
WU JOKYMEHTOB: WH(POPMAIOHHAs, COLMANbHAs, KOMMYHUKaTHBHas. Crienu-
albHble (DYHKIUU JOKYMEHTOB: YIpaBJICHYECKas, TpPaBOBas, HCTOPUYECKAs.
Knaccudukanms ynpaBieHIeCKUX JOKYMEHTOB.

HenonpomsBojctBo B JlpeBHEpycckoMm rocymapctse. [IpukasHoe nenonponsBo-
ctBO. CHcremMa KOJUIEXKCKOTO JeNnolpon3BoAcTBa. CrcTeMa MUHHUCTEPCKOro JEjo-
npousBozacTBa XIX — Hayana XX BB. McTopus yrpapieHus U JeJIONPOM3BOJCTBA B
1917-1941 rr. Uctopust ynpasienus u aenonpoussoactsa B 1945— 1990 1.

[IpaBoBbIe akThl B chepe HHPOPMAMH U JOKyMEHTauuu: ['paskaaHCKUi KO-
nexkc PO, Tpymosoit kogekc P®D, 3aKoHBI, perJaMeHTHUPYIOUINE SI3BIK CITYKeO-
HBIX JIOKYMEHTOB, HOPMaTUBHBIC TIPABOBBIE aKThI, OTPENEISIIONINE TOPSIAOK Je-
JIOTIPOM3BOJICTBA B OpTaHax HMCIOIHUTENHFHONW BIacTH. JJOKyMEHTHI, periiaMmeH-
TUPYIOIIUE TOPAJOK paboThl ¢ MH(pOPMALUEe OrPaHUYEHHOTO HCIIOIB30BAHUS:
roCylapCTBeHHAass M KOMMeEpUEecKasl TaifHa, CBEeEHUS KOH(HIESHIINATFHOTO Xa-
paktepa. HopmaTtuBHBIE TIpaBOBBIE aKThI UI1 pabOThl ¢ OTNPENEIEHHON KaTero-
puell TOKyMEHTOB: OyXTaJTepCKHE€ W KaJlpOBBIE TOKYMEHTHI, JOKYMEHTHI IO
y4eTy TpyJa U omjare Tpynaa. JJokyMeHTbI, ONpeAesIone HOpMbl BpEMEHH Ha
paboTHI IO JOKYMEHTHPOBAHHUIO.

VYHuduKanus U craHIapTH3AINS JOKYMEHTOB: YHH(DUIMPOBAHHBIE CHCTEMBI
JIOKYMEHTallUY, YHU(PUIUpOBaHHBIE OJaHKH JOKYMEHTOB, CTaHIapTH3alus, Ha-
IMoHaJbHBIE cTaHnapTel P®. Obmepoccuiickoil kiaccupukaTop yIpaBieHYe-
ckoit mokymenrtanuu (OKY [I). Obmepoccuiickuii Ki1accupuKaTop npeaArnpusTuit
n opranuzanuii (OKIIO).

enwu, 3amaun, GyHKIUM C1yx)Obl JOKYMEHTAITMOHHOTO oOecnieueHus. [IpaBa
Y OTBETCTBEHHOCTH PAaOOTHUKOB CIIYyXObl. B3anMoOTHOIIEHNST CITY>KOBI C TPYyTH-
MU TIoApazaesieHusiMiu. HopMbl BpeMeH! Ha JIeJI0NPOU3BOICTBEHHEIE OTIEPAIIHH.
JlomxHOCTHBIE 00SI3aHHOCTH PYKOBOIUTEIS M CIEIHUAINCTOB CIYKOBI JOKYMEH-
TalMOHHOTO oOecreueHust (0(hUC — MEHEIKEP, ceKpeTaph — pe)epeHT PYKOBO-
JUTENISl OpTaHU3aIlUH, 3aBEIYIONINI apXUBOM, 3aBEAYIONIUN KaHIIENIpUeH, pa-
OOTHHK apXuBa, IEIIONPON3BOANTENb, CEKPETAph — MAIIMHUACTKA U JIp.) OpraHu-
3anus paboyux MecT. MeponpusaTHa M0 00eCTIeYeHUI0 SPrOHOMHYECKUX YCIIO-
BU Tpyna. Pannonanm3amus paboymx MecT paOOTHHKOB CIYXOBI JOKyMEHTa-
IMOHHOTO obecrnedenust. OpraHu3aius MOATOTOBKY M TIEPENOArOTOBKH CIeIHa-
JIUCTOB B 00J71aCTH pabOTHI C JOKYMEHTAMHU.

CPC

OIIK-4

2. lokymeH-
THPOBaHUE
yIpaBJieHYEC-
CKOH Hes-
TEIbHOCTH

Odopmiienne yrpaBiieHIeCKUX JOKYMEHTOB. BiIaHK TOKyMeHTa: BHIbI OJiaH-
KOB, TpaBiia 0pOPMIICHHS, H3TOTOBJICHNUS, yUeTa, HCIIOJIb30BAHUS U XPaHSHUsI
OnmankoB opranm3anuu. DopMmyssip TOKYMEHTa, COBpEMEHHbIe TpeOOBaHHS K
GbopMyIsSIpy YIPaBIEHYECKOro IOKYMEHTa, THIIOBOH (Gopmyisip, (bopmyisip-
obpazen, Tabenb (HOpM JOKYMEHTOB, adb00M (OpM YHU(HUIMPOBAHHBIX TOKY-
MEHTOB. PEeKBH3UTHI JOKYMEHTA: MIOCTOSIHHASI U [IEPEMEHHAsI YacTH PEKBU3HUTOB,
MOPSIIOK COCTABJICHHS] U HAHECEHHUS PEKBU3UTOB MPU COCTABICHUH JTOKYMEHTA U

OIIK-4
OIIK-4
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pabote ¢ HUM. YTIJIOBOE U NMPOJOJIBHOE PACIIONIOKEHHE PEKBU3UTOB JOKYMEHTA.
I'OCT P 6.30-2003. CocTtaB peKBU3UTOB JOKYMEHTOB, TPEOOBaHMUS K 0hOPMIICHUIO
pexBu3uToB. [lopsaok odopmieHHs: TOKYMEHTOB: HyMepalys CTpaHuI, odopmiie-
HUe Taluui, Apyrue 3ineMeHTsl TokymenToB. [OCT 1.5-2001.

Oco0EeHHOCTH COCTaBJICHUS! OCHOBHBIX BHIOB YIPAaBIEHUECKHX JOKYMEHTOB.
OpraHu3aloHHbIE TOKYMEHTHI (IOHATHE, 00Iue TpeOOBaHUS K COCTABJIECHUIO,
0(OPMIICHHUIO U COJEPIKaHUIO YCTaBa, MOJOKEHUS 00 OpraHU3alnH, TOT0KEHHS
0 CTPYKTYPHOM IOJpa3/ielIeHNH, UHCTPYKINH, NOPSIOK COCTaBJIeHU U 0QOpM-
JIeHWsI IUTaTHOTO pacnucaHus). PacropsauTenbHble JAOKYMEHTHI (IIpoleaypa
W3JJaHUS PacIOpPSAUTENBHBIX JOKYMEHTOB, B TOM YMCIIE B YCJIOBUSAX KOJUIETH-
IBHOCTH; 00IMe TpeOOBaHUS K COCTaBJICHHIO, O()OPMIICHUIO U COJICPIKAHUIO
MpHKa3a, PacHopsDKEHUs, peteHus). JJoroBopHO-OpraHu3aliOHHbIE TOKYMEHTHI
(obmue TpeOoBaHUS K COCTaBJICHHUIO, O(POPMIICHUIO U COJIEPKAHUIO JOTOBOpa,
MIPUIIOKEHUH K JOTOBOPY, MPOTOKOJIA Pa3sHOTIIACHI K JOTOBOPY; YHH(HIHPO-
BaHHag (opMa corjameHus O pPacTOPXKEHUH I0rosopa). MHpopmalmoHHO-
CIpaBOYHBIE TOKYMEHTHI (00IIMe TpeOOBaHHS K COCTABJICHUIO, OPOPMIICHUIO U
COJIEpKaHUIO IIPOTOKOJIA, aKTa, CIIPaBKH, CIIy>KEOHOM 3alucKy, 00BSICHUTEIBHOMN
3aITUCKH, 3agBIICHHS; HA3HAUEHHE APYTHMX WHPOPMAIMOHHO-CIIPABOYHBIX IOKY-
MEHTOB: CBOJIKH, 3aKJIIOUCHHUS, OT3BIBA, OTUETA, IIEPETHs, TEeIerpaMMEIl, Teredo-
HOrpamMMbl, (akca). JJOKyMEHTHI, coaepKallie KOH(HUACHIHAIbHbIE CBEICHHS
(KpUTepuH LEHHOCTH HH(OpPMAIMH, KOHPHICHIHAIFHOCTb, CPOKH KOH(UIEH-
[IUATBHOCTH TOKYMEHTa, IepedeHb KOH(OUICHINATRHBIX CBEACHHUN, TP KOH-
(GUICHIINATEHOCTH, HOMEHKIIATYPa KOH(HUICHIIHAIEHBIX JIEI).

CocraBiieHHE TEKCTOB YIPABICHUECKIX JOKyMEHTOB. Kiraccnukarmst enoBbIX
muceM. JIMHTBUCTHYECKHE OCOOCHHOCTH JOKymeHTa. Bunipl Tekcra. Kommo3wius
(cTpyKTypa) TekcTa. THITMYHbIE OIIMOKK B SI3bIKE M CTHIIE AETOBOW KOPPECIIOH/ICH-
iu. Peaktopekas npaBka citykeOHBIX JOKYMEHTOB.

3. JlokyMeH-
TOOOOPOT B
OpraHu3aInu

[onsiTre noxymMeHnT0000pOTa U ero oobema. HopMaTUBHBIE JOKYMEHTHI, Per-
JIAMEHTUPYIOLINE OPraHU3alUI0 JOKYMEHT0000poTa. TexHonorus paboThl ¢ BXO-
JIAIUMH JoKkyMeHTaMu. [Ipuem Bxopammx nokymeHToB. IlpenBapurensHoe pac-
CMOTpEHHE JOKYMEHTOB cekperapeM. Perucrpamms nokymeHTOB. OCOOEHHOCTH
perucTpanyy BUIOB JOKYMEHTOB. PacCMOTpeHHE IOKYMEHTOB PYKOBOIMTEIIEM.
Hanpasnenue 1OKyMEHTOB Ha MCIOJHEHUE U KOHTPOJIb UCIIOJIHEHHS. DTallbl pa-
OOTbI 110 KOHTPOJIIO MCHOJNHEHUs. TUIIOBble U UHIUBHUAYaIbHBIE CPOKH HCIIOIHE-
HUSl JJOKyMeHTOB. Kareropuu nOKyMEHTOB, mojuiexamiux KoHTpoio. ITopsmox
CHSTHSA JIOKYMEHTOB C KOHTpOJisi. POPMUPOBAHUE KApTOTEKH HCIIOJIHEHHBIX J10-
KyMeHTOB. [lopanok 00paboTKu UCXOAAMIMX JOKYMEHTOB. DTallbl MPOXOXKICHUS
ucXomsImMx AokyMeHToB. CocTaBieHue Ipoekra JokymeHTa. CorjacoBaHuMe.
Ilonnucanue wim yrepxnenue. Perucrparums. Otnpaska. OpraHuzanusi 10CTaB-
KM JOKYMEHTa. OTalbl MPOXOXIEHUS BHYTPEHHHMX OKYMEHTOB: COCTaBJIEHHE
IIPOEKTa JOKYMEHTa, COIJIaCOBAaHHWE, IOANMCAHUE WIM yTBEP)KICHUE, PErucrpa-
LIMs1, UCTIOJTHEHUE U KOHTPOJIb UCTIOJIHEHHS, IOMEIIEHHE UCTIOIHEHHOTO TOKYMEH-
Ta B Aeno. Opranusanys JoKyMeHToo0opoTa ¢ ucnonb3oBanuem UT. Ipeumyie-
CTBa aBTOMaTU3HPOBAHHON PErMCTpali U KOHTPOJIS UCIIOJIHEHHS JJOKYMEHTOB.

OoOecrieueHre COXpPaHHOCTH JIOKyMeHTOB. HomeHkiarypa nein: nend, (yHK-
LMY, TOPSIIOK COCTAaBJICHUS U YTBEPKAECHUS HOMEHKJIATYpbI JI€J1 OpTaHU3alHH.
CxeMbl NIOCTPOEHUSI HOMEHKJIATYphl, TUIIOBbIE HOMEHKJIATYphl €I, HOpAIoK 3a-
BEpILIECHNUST HOMEHKJIATYpPhI JIEl.

Cucrematnzaiysi J0KyMeHTOB. [lpunimmsl ¢opmupoBanus nen. ['pynmupoBka
JIOKyMeHTOB B jena. Munekcarms aen. IlocnenoBarensHOCTh pacionokKeHHs JOKY-
MeHTOB B Jieste. CocTaBieHre 3arofioBKoB fiel. O003HaueHNe CPOKOB XpaHSHHs JEI.
Bunsl 1 cxeMbl IOCTPOEHMS CIIPAaBOYHBIX KapToTeK. VICIOoNb30BaHUE MIEKTPOHHBIX
TEXHOJIOTUH yueTa, XpaHeH!s, TIOMCcKa JOKyMeHTOB. OnpesieNieHle CPOKOB XpaHEHHSI.
Opranuzarys TeKyIero xpanenus nei. Odopmienue nei Ui onepar. XpaHeHus.

ApxMBHOE XpaHEHHE JOKyMEHTOB U jiefl. [TonsiTue, 3a1aun, opranuzaiyis 1 1npo-
BeJICHUE SKCIIEPTH3HI IEHHOCTH JOKyMEeHTOB. O(opMiIeHHe pe3yibTaToB YKCIEePTH-
3bl. [IpaBuna noammsky 1 neperviera Aei. Hymepanust mucto B nene. CocTaBneHue

OIIK-4

3aBepuTenbHor Haamucu. [loHaTHe onmcH, ee Ha3HAuYeHUE U BHUIBI OITHCEH.

OIIK-4

CornacoeaHa Ha noptane Ne

17506



6

Hywmeparmmst oruceit. torosas 3amuck onmcu. [lopsimok moamucanwus, coria-
coBaHus, yTBepxkacHUs onuceid. [lludposka nen. [lepenaya nen B apxuB opra-
Hu3anuu. ['papuk nepemauun nen. Ilopsgok npuema nen. OTMETKH O HAJTUYUHU
Jlen B OMUCSX TpH mpueme jen. [lpuem 0co00 IEHHBIX e, KapTOTEK, JJIeK-
TPOHHBIX JOKYMEHTOB.

IToaroroBka MOKYMEHTOB K Tiepeade Ha BeJoMcTBeHHOe xpaHeHue. Odopm-
JIeHWE TOKyMEHTOB U JIeJ Ha JTIUTENBHOE, TIOCTOSTHHOE XpaHEeHHE.

YHuuToxxkeHue TOKyMeHTOB. [Iopsok coriacoBaHusi M YTBEPKACHUS aKTOB
0 BBIJICIICHUU JIOKYMEHTOB K YHUUTOXKEHHIO U CHIATHIO HX ¢ yuera. OdopmiieHue
JIOKYMEHTOB H JIeJl K yHHYTOXEHHUIO.

Hroro no 1 cemecTpy

3 cemecTp

4. Nadopma-
IIOHHBIC TEX-
HOJIOTHH
obecrieueHus
JIENOTPOU3-
BOJICTBA

CpencrBa cocTaBlIeHUs U U3TOTOBJIEHUs 1OKyMeHTOB. CpelcTBa KOIMPOBa-
HUS ¥ TUPAXUPOBaHUA JOKyMeHTOB. CpeacTBa 00pabOTKH TOKYMEHTOB, CPEICT-
Ba XpaHEHMs, TOMCKA U TPAHCIOPTUPOBKHU JTOKYMEHTOB. CpelCcTBa 3JIEKTPOCBSI-
3u. baHkoBcKas OprrexHuka. DIeKTPOHHBIH JOKYMEHTO00OpOT. HasHaueHue u
BO3MO>XHOCTH WMHTEpHET B cucTeMe Jienonpou3BoacTBa. OpraHuszanus B3auMo-
JIeHCTBUs B ceTH VHTEpHET B LENAX JENONPOU3BOJCTBA. DJIEKTPOHHAs MOYTa.
QaiinoBsle apxuBbl. VHTepakTuBHOE oOmIeHWe B VHTepHET. ABTOMAaTH3AIUSA
IIPOLIECCOB COCTABIIEHUS M 00pabOTKM NOKyMEHTOB. BHenpeHue coBpeMeHHOM
CHUCTEMBI PETUCTPAaLlUU U OTHPaBKU JOKyMEHTOB. COBEpIIEHCTBOBaHHE HOMEHK-
natypsl aen. CoBepIIEHCTBOBAaHUE KOHTPOJIS UCIONHEHUS 10KyMeHToB. CoBep-
LIEHCTBOBaHKUE JOKYMEHTO000pOTa B OPraHU3alK C IIOMOILBIO UCIIOIb30BaHUS
WH(POPMAITMOHHBIX TEXHOJIOTHIA.

OIIK-4

5. Ocobenno-
CcTH PaboTHl C
KaJpPOBBIMH

JOKyMEHTaMH

JlokyMeHTBl 1O JIHYHOMY cocTaBy. OOmue TpeOOBaHUS K COCTaBICHHIO,
0(pOPMIICHHIO M COACP)KaHHI0 JOKYMEHTOB IO JIMYHOMY cocTaBy. Ilpukas mo
JUYHOMY COCTaBy. 3asiBieHue. TpyAoBoi moroBop. ABrodmorpadus. Pesrome.
JInyHBIA THCTOK MO y4deTy KaapoB. JInuHas kaprouka. JInunoe aeno. ITopsamok
BEJICHUS, yUeTa U XpaHeHUs TPYAOBBIX KHMXeK. OdopmileHHE JOKYMEHTOB IO
IpueMy Ha padoTy. YBosibHeHuUI0 paboTHuka. [lepeBony Ha qpyryro pabory.

OIIK-4

HTtoro no 3 cemecTpy

=

BCEI'O

5.3. Pa3nenbl IUCHMIUIMHBI M MeKIUCHUILINHAPHBIE CBS3H ¢ 00ecIeYnBAIOIIUMH (TpeIblTyIUMH)
AUCLMILIMHAMH M o0ecrieYnBaeMbIMH (MOCIeYIOIUMH) TUCHHUIVIMHAMHA

HawnmMeHoBaHue 00€CTICUMBAIOIIIMX Homepa pasjiesioB JaHHOW AUCIMIUIAHEL, IS
(IpenpIAYIIX) TUCIIUTLITHH KOTOPBIX HEOOXOJMMO U3YyUCHUE 00ECTIen-
U obecrieyrBaeMbIX (TTOCIIETYOIINX ) BaroUX (MPeIbIAYIINX) TUCIUILTHH U 00ec-
JUCIMILINH MIEYUBACMBIX (TIOCIETYIONINX) AUCIUIITHH
1 [ 2 | 3 ] 4 5
IIpenmecTByomye JUCIHUIUINHBI — HeT
IMocaenyomue TUCUMIIUHBI
1. Ba3bl maHHBIX — — + + +
2. ndopMariioHHbIe TEXHOJIOTHH B YIIPABICHUH — — + + —
3. KoprniopaTiBHbIe HHPOPMAIIMOHHBIE CHCTEMBI — — + + —
4. TlpuHsiTHE 1 UCTIOJTHEHHE T'OCYIAPCTBEHHBIX PEIIEHUH + + — + —
5. Teopust opranuzanun — — + + +

5.4. CooTBeTcTBHE KOMIETEeHIMI, JOPMUPYEMBIX NMPH U3YYeHUHU TUCHUTIIMHBI, U BUI0B 3aHATHI

Ilepedens
p ., | JI | I3 | CPC DopMBI KOHTPOIIS
KOMIIETCHIIMH
OIIK-4 + | + + TecToBbIii onpoc, oTuet 1o 13, KoHTposbHas paboTa, pedepar, 3auer

JI — nmexuws; [13 — npaktudeckue 3ausatus; CPC — camocTosiTenbHas pabota cryneHTa; U3 — uHIuBUIyalbHOE 3a1aHNe

6. METOAbI U ®OPMbI OPTAHU3ALIUU OBYUYEHWUS — ne npeoycmompern PYIL
7. JABOPATOPHBIN IPAKTUKYM — e npedycmomper.
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8. IPAKTUYECKHUE 3AHATUA

Pa3nen HanmeHoBaHUE IPAKTHYECKOrO 3aHATHS Tpynoem- OIIK
VTHCIUIIMHB] KOCTb, 4
3 cemecTp
2 JIOKYMEHTHPOBAaHHUE YIIPaBJICHUECKON e TEIbHOCTH. 4
5 Oco0eHHOCTH pabOTHI C KQJAPOBHIMHU IOKYMEHTaAMH. 2
Hroro 6

9. CAMOCTOSTEJIBHASA PABOTA

TpymoemkocTb, 9 OIIK | Konrtponn
o paznenam quCHUIUIMHBI Bcero BBITIOJTHEHUS
Bunbl camocTosTenbHOM paboThI 1 2 3 4 516 paboTsl
1. TTogroToBKa K MpakKTUYECKUM 3aHATUAM -4 | -1-14]- 8 Otuer
mo 113
2. [IpopaboTka JIEKINOHHOTO MaTepuana -6 16 |2 (2]|-116 TecToBeIi
onpoc
3. [ogroroBka pedeparoB MO TeMaM, OTBEICHHBIM 516 |6 3 |- |- | 20 |OIIK-4| 3amwura
Ha CaMOCTOSITENIFHYIO paboTy pedepara
4. V3yyeHne TeM TEOPETHYECKOW YaCTH MUCHMIUIMHGL, | 12 | 7 6 | - |-1|- 25 TecToBbIl
BBIHECEHHBIX JIJISl CAMOCTOSTEIILHOM MPOPabOTKH ompoc,
3a4eT
5. BeinonHeHNe MHIUBUAYATBHBIX 3aJaHUI 4 16 (4 |- |2 |- 16 Otuer
o 13
6. BeimonHeHne KOHTPOJIBLHOM paboThI - |l=-1=-1=-1-15 5 Kog-
TpOJIbHAS
pabota
Hroro no 1-my cemectpy (pa3neast 1-3) 21 |25 |22 | - |- |- | 68
Hroro no 3-my cemectpy (pa3n. «2, 4, 5, koHT. pad.) - 14| -16 7[5 22
BCETI'O no pa3ienaM IHCHUTIIHHBI 211292216 |7 |5 ] 9
IToaroroBka k 3a4yeTy 4 DK3aMeH

10. IPUMEPHAS TEMATHUKA KYPCOBBIX IPOEKTOB (PABOT) - ne npedycmompeno

11. PEATHHIOBASI CHCTEMA JIJISI OIEHKHW YCIIEBAEMOCTHU CTYJEHTOB —
He npedycMompeHo

12. YYHEBHO-METOANYECKOE U UTH®OPMALNOHHOE OBECINIEYEHHUE JUCIUITJIMHbI

12.1. OcHoBHas JIuTepaTypa:

1. Kupcanosa M. B. CoBpeMeHHOe Aenonpou3BoAcTBO: yueOHoe mocodue/ M. B. Kupcanosa; Poccuiickas
akazeMus rocynapcTBeHHon ciyx0bl pu [Ipesunente PO, Cubupckas akageMusi TOCyJapCTBEHHON CITYkKOBI. - 4-¢
3. - M.: UTHOPA-M, 2012. - 320 c. - (Beicuree oopazoBanue. bakanaspuar). - bubmumorp.: c. 307-308. I'pud.-
ISBN 978-5-16-004491-0. — (bubmnotexka TYCVYPa - 20 3k3.)

2. Anppeesa B. U. Jlenonpou3BoAcTBO: OpraHu3alysl U BeJleHHe: yueOHo-IIpaKTHYecKoe ocooue id By30B/
B. U. Aunpeesa. - 3-e uzn., nepepad. u gom. - M.: KaoPyc, 2010. - 294 c.: 00p. - bubnuorp.: c. 293-294. - ISBN
978-5-406-00295-7. — (bubauoreka TYCVYPa - 16 3k3.)

3. Kysuernos U. H. JlokyMeHTaI[MOHHOE 00ECTICUCHIE YITPABICHUS U JCTOMPOU3BOICTBO: YICOHHK st GaKa-
naspos/ U. H. Kyznenos. - M.: FOpaiir, 2012. - 576 c. - (bakanasp). - bubnuorp.: c. 444-452. - ISBN 978-5-9916-
1520-4. — (bubaunoreka TYCVYPa - 26 3k3.)

12.2. lonotHUTEILHAS IUTEPATYpPa

1. KordunennuansHoe IETONPON3BOACTBO M 3AIUIICHHBIN AJIEKTPOHHBIA AOKYMEHT0000poT: yueOHuk/ H.
H. Kynsie [u np.]; pen. H. H. Kynses. - 2-e u3z., nepepad. u gom. - M.: Jloroc, 2013. - 500 c.: Tabn. - (HoBas
yHHUBepcuTerckas ondnmoreka). — (budmmoreka TYCVYPa - 15 9k3.)

2. bacakoB, Muxann MBaHoBmd. Jlenonpou3BocTBo: JIOKyMEHTalMOHHOE O0eCIieueHHEe yIpaBlIeHUs: yueo-
muk/ M. U. Bacakos, O. W. 3ameikosa. - 10-e u3a. - PocroB v/]l : @ennkc, 2010. — 376 c. [8] c. : wn., Tadmd. -
(Cpemnee npodeccuonanbHoe obOpazoBanue). - budnuorp.: ¢. 369-370. - ISBN 978-5-222-16952-0: 225.00 p. —
(bubnuorexka TYCVYPa — 1 3k3.)
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3. Poroxwun, Muxaun IOpreBuu. Jlenonpons3BoAcTBO B KaapoBO# cinyxOe: YueOHo-TipakTHuecKoe mocodue /
M. 1O. Poroxwun. - 2-e u3f., nepepad. u mom. - M. : IIpocnekt, 2008. — 782 c. : umn., tabn. - ISBN 978-5-482-
01613-8: 149.00 p. — (bubmuoreka TYCVYPa - 10 3k3.)

12.3. YueOHo-MeTOqUYECKUE TOCOOUS U TPeOyeMoe MporpaMMHoe odecnedeHue

12.3.1. O6azamenshole yueono-memoouueckKue nocoous
1. A6npaxmanoBa M.B. OCHOBBI JIEOTIPOM3BOCTBA: METO. YKa3aHWs K TIPAKT. 3aHATHSIM W OPraHH3aIuH
€aMocCT. paboTHI CTYICHTOB, OOYUAOIIMXCS 10 HATIPABIEHUIO MTOATOTOBKH OakanaBpa «[ 0cyIapCTBEHHOE W MyHH-
nunainbHoe ynpaenenue. — TYCYP: kad. AOU. — 2014. — 26 c. [DnexkTpoHHBIH pecypc]: calT kadeapsr AOU. —

http://aoi.tusur.ru/upload/methodical_materials/ZAOCH_MU_Osnovy_delopr PRAKT ZAN 38 03_04_201
6 file 811 5811.pdf (mata obpamenus: 01.02.2017 r.)

12.3.2. Yuebno-memoouueckue nocoous 0is iUy ¢ 0ZPAHUYEHHLIMU 803MONCHOCHAMU 300p06bs (OB3)
YueOHO-METOANUECKUE MAaTePUATIBI I CAMOCTOSITENIHHON U ayTUTOPHON paboThl 00YYArOIMXCS U3 YMCIIa UHBA-
JIMAOB IPEAOCTABJISIIOTCA B (I)OpMaX, aJalITUPOBAHHBIX K OIPaHUYUCHUAM UX 310POBbsI U BOCIIPUATUSL I/IH(I)OpMaHI/II/I.

JJ1s1 I ¢ HApYLIeHUSIMM 3PEeHUs:

— B (opMe dIIEKTPOHHOTO JOKYMEHTA;

— B Ie4YaTHOU opMe YBETHUYSHHBIM IPUPTOM.
JJ1s1 1M1 ¢ HApYIIEHUSAMM CJIyXa:

— B (opMe 3IEKTPOHHOTO JOKYMEHTA;

— B TeyatHoOH Qopme.
JJ1s1 1M1 ¢ HApyLIeHUSIMM ONIOPHO-ABHUIaTeIbHOI0 annapara:

— B (opMe IEKTPOHHOTO JOKYMEHTA;

— B meyatHoO# Qopme.

12.4. ba3bl 1aHHBIX, HH(GOPMAIMOHHO-CIIPABOYHBIE, MOUCKOBBIE ccTeMbI U Tpedyemoe IO

Tpeoyemoe I10:

e  Microsoft PowerPoint — 11 moATOTOBKYM Tpe3eHTAIIHIA;

e Microsoft Word — 11t MOATOTOBKY OTYETOB 110 paboTam;

¢ Internet Explorer

Heooxo0umvie 6a3vt 0aHHbIX, UHHOPMAUUOHHO-CHPABGOUHDLE U ROUCKOBbLE CUCHIEMbL
® (O0pazoBaTenbHBINA MOpTal yHUBepcuTeTa http://edu.tusur.ru/

® HudopmarmionHo-cripaBouHas cucrema «[ apanrt»

13. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHHUE JUCHUIIJIMHBI

13.1. O6uue TpedOBaHUN K MATEPUATIHLHO-TEXHUYECKOMY 00eCTeYeHU 0 TUCIHTIJIMHBI

s mpoBe/ieHUsT 3aHATHI JIEKIIMOHHOTO THUIIA, TPYNINOBLIX M WHANBUAYAJILHBIX KOHCYJIbTAIUI, TEKY-
1Ier0 KOHTPOJISI U NPOMEXKYTOUHOH AaTTeCTAIMU HCIONIB3YIOTCS ayAWTOPHH, PACIOJIOKEHHBIE MO aApecy
634034, Tomckast obnacts, . ToMmck, yii. Bepmununa, 1. 74, 4 stax:

ayn. 418. Cocras o0opymoBaHusI:

KommeroTep s npenogasarenst va 6a3e Intel Celeron 2.53 I'rin, O3Y — 1.25 16, xectkwmii quck — 80 ['6. 1In-
POKOGOPMATHBIN TENEBU30p IS MPE3CHTAW , SKpaH, MarHUTHO-MapKepHas JIOCKa, CTaHIapTHas ydeOHas Me-
oenp. KonmuectBo mocamounsix Mect - S0.

Ucnonpsyercs nuneH3noHHOe mporpaMMHoe obecnieuenue: Windows XP Professional SP 3, MS Office 2003
SP3, AntuBupyc Kacnepckoro 6.0.

CBo0OoHO pacnpocTpansemMoe nporpammuoe obecrieuenue: Developer C++, Adobe Reader X.

Kommretorep moakmrouen k cetu MHTEPHET u oGecneunBaeT AOCTYyI B 3JEKTPOHHYIO HH(OPMAIMOHHO-
00pa3oBaTeNbHYIO Cpey YHUBEPCUTETA.

s mpoBeneHHs NMPaKTHYeCKMX M J1a00pPaTOPHBIX 3aHATHIH MCIOJIb3YIOTCS BBIYMCIUTENBHBIE KJIACCHI,
pacnionoxennsie 1o agapecy 634034, Tomckas o0nacts, . Tomck, yi. Bepumnuna, 1. 74, 4 stax:

ayn. 430. CoctaB 060pynoBaHusI:

MarHutHo-MapKepHas 1ocKa, CTaHIapTHas ydyeOHas MeOeb.

Kommetotepst  — 12 mr. JlonoigHUTENBHEIE TOCAI0OUHBIE MecTa — 13 mT.

Komnwtoreps Intel Core 2 Duo E6550 2.33 I'ri, O3V — 2 I'6, xectkuii auck — 250 I'6.

HUcnonpsyercs nmueH3noHHoe porpamMmmuoe obecrnieuenne: Windows XP Professional SP 3,
1C:IIpennpustue 8.3, Mathcad 13, MS Office 2003, [Taket coBmectumoctu jis Beimycka 2007 MS Office, MS
Project mpodeccuonansrpiii 2010, MS Visual Studio Professional, ArtuBupyc Kacmiepckoro 6.0
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CBo0OoaHO pactpocTpansieMoe nporpammuoe ooOecrieuenne:Far file manager, GIMP 2.8.8, Google Earth,
Java 8, QGIS Wien 2.8.1, Adobe Reader X, Mozilla Firefox, Google Chrome, Eclipse IDE for Java Developers
4.2.1, Dev-C++, FreePascal, IntelliJ] IDEA 15.0.3, ARIS Express, Open Office, MS Silverlight, Pyton 2.5, MS SQL
Server 2008 Express.

Komnwtoreps noaxntoueHst k ceti MHTEPHET u oOecnieunBaeT AOCTYI B 31EKTPOHHYIO WH(GOPMAIIMOHHO-
00pa3oBaTeIbHYIO Cpey YHHBEPCUTETA.

ayn. 4326. CocraB 000pyoBaHwS:

MarauTHO-MapKepHasi I0CKa, CTaHAapTHAs yaeOHas MeOelb.

Kommprotepsr  — 12 mt. JlonomHUTENbHBIE TIOCAI0YHBIC MecTa — 13 miT.

Komnrwtoreps Intel Core 15-2320 3.0 I'riy, O3V — 4 T'6, xectkuit quck — 500 T'6.

HUcnonpsyercs nmunieH3noHHoe nporpammuoe obecrniedenue: Windows 7 Enterprise N (Windows 7 Profes-
sional), 1C:IIpennpustue 8.3, Mathcad 13, MS Office 2003, ITakeT coBmecTumocTu juis Beimycka 2007 MS Office,
MS Project npodeccronansubiii 2010, MS Visual Studio Professional, AutuBupyc Kacmepckoro 6.0

CBoboaHO pacmpocTpansemoe nporpammaoe ooecrieuenue: Far file manager, GIMP 2.8.8, Google Earth,
Java 8, QGIS Wien 2.8.1, Adobe Reader X, Mozilla Firefox, Google Chrome, Eclipse IDE for Java Developers
4.2.1, Dev-C++, FreePascal, IntelliJ IDEA 15.0.3, ARIS Express, Open Office, MS Silverlight, Pyton 2.5, MS SQL
Server 2008 Express.

Komnwtoreps noaxntoueHsl k ceti MHTEPHET u oOecnieunBaeT AOCTYI B 31EKTPOHHYIO WH(GOPMAIIMOHHO-
00pa3oBaTeNbHYIO CPEey YHUBEPCUTETA.

Jns caMocTOsITeJIbHOI PadoThl UCIIONB3YETCsl ayJUTOPUs, pacroyioxkeHHas mo aapecy 634034, Tomckas
obmactb, . Tomck, yi. Bepmmnauna, 1. 74, 4 stax, ayn 431.

CocraB 0b0opymoBaHus:

Buneomnpoekrop Infocus LP540, MmarHuTHO-MapkepHast 0CKa, cTaHnapTHas yueOHas meOenb. KomibroTepsl
— 5 mrr. KosmmyectBo nmocamounsix Mect -10.

Komnrwtoreps Intel Core 2 Duo E6550 2.33 I'ri, O3V — 2 I'6, xectkuii auck — 250 I'6.

Ucnonw3yercs numen3noHHoe nporpammuoe obecriederne: Windows XP Professional SP 3,
1C:Ipennpustue 8.3, Mathcad 13, MS Office 2003, [Taket coBmectumoctu is Beimycka 2007 MS Office, MS
Project mpodeccuonansrbiii 2010, MS Visual Studio Professional, ArtuBupyc Kacmepckoro 6.0

CBo0OoaHO pacrpocTpansieMoe nporpammuoe ooOecrieuenne:Far file manager, GIMP 2.8.8, Google Earth,
Java 8, QGIS Wien 2.8.1, Adobe Reader X, Mozilla Firefox, Google Chrome, Eclipse IDE for Java Developers
4.2.1, Dev-C++, FreePascal, IntelliJ] IDEA 15.0.3, ARIS Express, Open Office, MS Silverlight, Pyton 2.5, MS SQL
Server 2008 Express.

Komnwtoreps noaxntoueHsl k ceti MHTEPHET u oOecnieunBaeT AOCTYI B 31EKTPOHHYIO WH(GOPMAIIMOHHO-
00pa3oBaTeNbHYIO CpEey YHUBEPCUTETA.

13.2 MaTepuajbHO-TeXHUYECKOE o0ecnieueHne TuCUNINHGI A jgun ¢ OB3

OcBoenue auciIuvHel Juinamu ¢ OB3 ocylecTBiseTes: ¢ UCOJIB30BaHUEM CPECTB 00yUYCeHHUs OOIIEro u Crie-
LIMAJIBbHOIO Ha3HAUECHUs.

IIpu 0OyueHuM CTYyIEHTOB ¢ HAPYLIEHMSIMH CJIyXa IIPeLyCMOTPEHO UCIIOIb30BaHUE 3BYKOYCHIIMBAOLIEH ara-
paTypsl, MyJIBTHMEIUHHBIX CPEACTB U IPYTHX TEXHMIECKUX CPEICTB IpHeMa-Tiepeaun yaeOHOH MH(pOpMaIH B 10C-
TYHHBIX (DOpMax IUIS CTYAEHTOB C HAapYIICHUSIMH CITyXa, MOOWIIEHOW CHCTEMBI O0YUEeHHS IS CTYICHTOB C HHBAIIHI-
HOCTBIO, IOPTAaTUBHOW MHAYKIIMOHHOH CHCTEMBbI. YueOHasi ayTUTOpHs, B KOTOPOW 00y4YaroTCs CTYCHTHI C HapyIIeHH-
eM cilyxa, 000pyJoBaHa KOMITBIOTEPHON TEXHHKOMH, ayIHOTEXHUKOH, BUICOTEXHUKOH, SIEKTPOHHON TOCKOH, MYyJIb-
TUMEIUIHON CUCTEMOM.

IIpu oOyueHHH CTYIEHTOB € HAPYLUEHMSIMM 3PEHMSIMM IIPELYCMOTPEHO MCIIOJIL30BAaHUE B JICKIIMOHHBIX U
y4eOHBIX ayAUTOPUSIX BO3MOXKHOCTH MPOCMOTpa YAATEHHBIX 00BEKTOB (HAalpHMep, TEKCTa Ha TOCKEe WU Cllaiiga Ha
9KpaHe) Py NOMOILH BUIEOYBEIMUUTENEH JUIs YIICHHOTO [IPOCMOTpA.

IIpu o0ydeHun CTyJJEHTOB ¢ HApyLUIeHHUAAMH ONOPHO-ABUIaTeIbHOIO aNNapaTa UCIOJIb3yI0TCs ajJbTepHATHB-
HBIC YCTPOWCTBA BBOAA MH(OPMAIINK U JIPYTHE TEXHUUIECKHE CPENICTBA MpHeMa-Tiepeadn yaeOHoiH nHdopMariy B
JOCTYMHBIX (hopMax JJIs CTYACHTOB C HAPYIIEHUSIMU OIIOPHO-JBHIATEIBHOTO armapara, MOOWIIBHOM CHCTEMBI 00y4e-
HUSL IS JIFOZIEN ¢ MHBAIUHOCTBIO.

14. ®OHJ OOEHOYHBIX CPEACTB U METOANYECKHUE PEKOMEHJAIIUN
IO OPTAHU3AIIUU NU3YUEHUSA JUCHUIIJINHBI

14.1 OcHoBHbIe TpeOoBaHMs K (POHTY OIIEHOYHBIX CPEJACTB U METOAHYECKHE PEKOMEHIAIUH

@DOH/ OLICHOYHBIX CPEJICTB U TUIIOBBIE KOHTPOJIbHBIE 3a/laHUsl, UCIOIb3YEMbIE Il OLIEHKH C(hOpMUPOBAHHO-
CTH ¥ OCBOEHUS 3aKPEIUIEHHBIX 32 AUCLUIUIMHON KOMIIETEHIIMHA MTPU NTPOBEACHUH TEKYIIEH, IPOMEKYTOUHOI aTTe-
CTaLlMH 110 JUCLUILIMHE IPUBE/IEH B IPUIIOKEHUH K pabodel mporpamMme.
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14.2. TpeboBanusi k GoHAY OLIEHOYHBIX cpeacTB AJs Jul ¢ OB3
I[JIS[ CTYACHTOB C OTPaHUYCHHBIMU BO3MOXKXHOCTAMHM 3JOPOBbA IMPEAYCMOTPEHBI JOIIOJIHUTECIBHBIC OLICHOYHBIC
CpeaCTBa, epeueHb KOTOPHIX YKa3aH B Tadbmuie 14.

Tabnuua 14 — JlononHUTEIbHBIE CPEACTBA OLICHUBAHUS ISl CTYICHTOB C MHBAJIHIHOCTHIO

Kareropun
CTYZIEHTOB

Buapl 1onoNIHUTENBHBIX OLEHOYHBIX CpeacTB

DopMBI KOHTPOJIA
U OLICHKHU Pe3yJIbTaTOB 00yUeHHS

C napymeHusIMHI
cryxa

TecTbl, TUCBMEHHBIE CAMOCTOSTEILHEIC paGOTBI,
BOIIPOCHI K 3a4€Ty, KOHTPOJIbHBIC pa6OTLI

[Ipenmy1iecTBEHHO NUCbMEHHAsI
IIPOBEpKa

C napymeHusIMHI
3peHus

CobecenoBanue 10 BOIPOCaM K 3a4eTy, OIPOC 110
TEpMHUHAM

IIpenmyIiecTBEHHO yCTHAS MTPOBEPKa
(MHANBUAYATBHO)

C HapymeHusIMI
OTIOPHO-/IBUTaTeNb-
HOTO anmnapara

Pemenne AUCTaHIIMOHHBIX TECTOB, KOHTPOJIBHBIC
paboThI, MUCEMEHHBIE CAMOCTOSTEIBHBIE PA0OTHI,
BOIPOCHI K 3a4ETy

IIpeumMyIiecTBEHHO TUCTAHIIMOHHBI-
MU METOJaMH

C orpaHn4eHus MU
0 O0LIeMeTUIIUH-
CKUM TOKa3aHUIM

TecTbl, MUCbMEHHBIE CAMOCTOATENBHBIE PAOOTHI,
BOIIPOCHI K 3a4€Ty, KOHTPOJIbHBIE Pa0OTHI, YCTHBIE
OTBETHI

[IpenMyIIIeCTBEHHO MTPOBEPKA METO-
JIaMH, UCXO/IsI U3 COCTOSTHUS 00Y-

Jarouierocsd Ha MOMEHT IPOBEPKHU

14.3. MeToau4yeckue peKOMEHIAUH M0 OLEHOYHBIM cpeacTBam aus jul ¢ OB3

Jns crynentos ¢ OB3 npenycMaTpuBaercst 1ocTymHas (popMa OIIEHOYHBIX CPEICTB, 8 IMEHHO:

® B meyatHoil hopme;

® B €YaTHOH (OpMe C yBETHMUEHHBIM MPHUPTOM;

® B (opMe TEKTPOHHOI0 TOKYMEHTA;

® METOJIOM YTEHMS aCCUCTEHTOM 3a/laHUsl BCIYX;

® TpenocTaBieHHUE 3aJaHuUs C UCTIOIB30BAHUEM CYPAOIEPEBOA.

CryzaeHTaM ¢ MHBAIMAHOCTHIO YBEIUYHBACTCS BpEMs Ha MOJATOTOBKY OTBETOB Ha KOHTPOJIbHBIE BOMPOCHL. J{is
TaKUX CTYAEHTOB MpelycMaTpUBaeTCs TOCTymHast hopma MpeaoCcTaBIeHNs] OTBETOB Ha 3a/1aHKs, 3 UMEHHO:

® [UCHMEHHO Ha Oymare;

® Habop OTBETOB Ha KOMIIBIOTEPE;

® HabOp OTBETOB C HCIOJIB30BAHUEM YCITYT ACCUCTEHTA,;

® [pe/ACTaBlIEHUE OTBETOB YCTHO.

IIpouenypa oleHUBaHUSA PE3yJIbTATOB OOYUYEHUs MHBAJIMIOB 110 AUCLMIUIMHE IpeayCcMaTpUBAeT MPeJOCTaB-
nenue nHpopmanun B popMax, afaTHPOBAHHBIX K OTPAaHHUYSHHSIM HX 310POBbS U BOCHPUATHS HHPOPMAIIHU:

Jis1 Iui ¢ HapylIeHUAMY 3PeHus:

— B (opMe IEKTPOHHOTO JOKYMEHTa;

— B ICYaTHOW (OpMe YBEIUYCHHBIM IIPUDTOM.

JJis1 Iun ¢ HApyIIeHUsAMM CcJIyXa:

— B (opMe IEKTPOHHOTO JOKYMEHTa;

— B IICYaTHOMH (popme.

JJ1s1 In ¢ HApyIEeHUsIMM ONIOPHO-ABMIaTeIbHOI0 aNnapara:

— B (opMe MEKTPOHHOTO TOKYMEHTA;

— B IIEYaTHOM popme.

[Ipu HEOOXOAMMOCTH /IJIsT OOYYAIOIINXCS C WHBAIHIHOCTHIO TIPOIIETypa OIEHUBAHHS PE3YIbTaTOB O00YyUIEeHUS
MOKET IIPOBOJAUTHCS B HECKOJIBKO JTAIOB.

CornacoeaHa Ha noptane Ne
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®onp onenounsix cpenctB (POC) sBisieTcs MpHIIOKEHHEM K pabodei mporpamMMe JWUCIUIUINHBI U Tpe-
CTaBJISIET COOOM COBOKYITHOCTh KOHTPOJIBHO-U3MEPUTEIIBHBIX MATEPHATIOB U METOJIOB UX HCIIOJIb30BAHUS, ITPEIHA-
3HAYEHHBIX I W3MEPEHHUS YPOBHS JIOCTIDKEHHS CTYJIEHTOM YCTAaHOBIIEHHBIX pe3ynbTaroB oOydexus. ®OC mo
JUCIUTUTAHE MCIIONB3YETCs JUISl TIPOBEICHUS TEKYIIEro KOHTPOJIS YCIEBAEMOCTH M MPOMEXKYTOYHON aTTecTarluu

CTYACHTOB.

dopMyIHpOBKa KOMIIETEHINH, 3aKPEIUIEHHON 3a TUCIUIUINHON «OCHOBBI JIEIONPON3BOACTBAa» U KOMIIOHEH-
ThI KOMITETCHIIUY NIPUBE/ICHBI B Tabuie 1.1.

Tabnuma 1.1 — [epeyeHb 3aKPETUICHHBIX 3a JUCIUIUIMHON KOMIETCHIIUH

JIEJIOBYIO TIepe-
MACKYy W TOJ-
JIEPKUBAThH
3JIEKTPOHHBIE
KOMMYHHUKa-
LUH.

Kon DopmynupoBKa Otanbl HOpMUPOBAHUS KOMIIETEHIIUT
KOMIICTCHIIU U

CrocoGHOCTh JloymkeH 3HATh:
OCyHIECTBIATh | - cnenuduky Gopm mernoBoro oOIIeHUs (JIEIOBBIX COBEIIAHMA, Oecel, mepero-
JIeNoBOe O0IIe- | BOPOB, JHUCKYCCHH, MPE3CHTAINH, «KPYTIBIX CTOJOB», Mpecc-KOH(EpeHIHii»),
HUE U NyONHWY- | KOHCYJIbTHPOBAHUS, NPaBUiIa U (GOPMBI JCIOBOMN MEPEIUCKY, CTHIU Pa3IHYHBIX
Hble  BBICTYI- | BHJIOB JICJIOBBIX MHCEM Ha OJlaHKax oduca; odpuCHbIe HHOOPMAIMOHHBIE TEXHO-
nmennsi, Bectu | gorun: MS Office.
MEePEeroBOPHI, Jlo/KeH yMeTh:
COBCIIAHUS, - B3aMMOJICCTBOBATh C KOJJIEraMHU TI0 BOIIPOCAM JICJIONPOU3BOJICTBA, COOIIOIATh

OITK-4 OCYIIECTBIISATh | 3TUYECKUE HOPMBI MOBEIEHHUS B MPO(ECCHOHATBHON cpejie; apryMeHTHPOBAHO

TIPEJICTABIATh YCTHYIO M NMHUCHMEHHYIO Pedb, BECTH JEIIOBYIO MEPENUCKY, TO/I-
JIEpKUBATh DIICKTPOHHBIC KOMMYHUKAIIMH, OCYIIECTBIATH TelehOoHHOEe 00Cy-
KMBaHUE, IPUHUMATh U TIepelaBaTh (HaKchl.

JlomxeH BJaageTh:

- HaBBIKAMU apPTYMEHTUPOBAHHOTO MHUCHMEHHOTO W3JI0XKCHHSI, HaBBIKaMU My0-
JIUYHOM pe4H, apryMeHTaluu; paboThl ¢ IOKyMEHTaMH; O(OPMIICHUSI KOHKPET-
HBIX BUIOB JIOKYMEHTOB, WCIOJB30BAaHHS KOPHOPATHBHBIX WH(OPMAITMOHHBIX
CUCTEM TIPU OCYIIECTBJICHUU JOKYMEHTAIIMOHHOTO OOECIICUCHUsI, MO/1IePKUBa-
HUSI DIIEKTPOHHBIX KOMMYHHKAITHH.

Tabmuia 1.2— KoMIOHEHThI KOMIIETCHIINY, BUJIbI 3aHSITUN U HCIIOJIb3YEMbIE CPEICTBA OIICHUBAHUS

KommoHeHTBI

3HaTh

VYMmets

Brnanets

Conepxanue
KOMIIOHEHTOB

cnenupuxky ¢GhopMm JenoBoro 00-
IICHUS (JOEJOBBIX COBEIIAHHM,
Oecen, eperoBOpoB, TUCKYCCHH,
MpE3eHTaNni, «KPYIJIBIX CTO-
JIOB», pecc-KoH(epeHIN»),
KOHCYJIBTHPOBaHUsI, TMpaBHia H
(opMBI  JICIIOBOM  TIEPEITUCKH,
CTHJIM Pa3lUYHBIX BHIOB IEJO-
BBIX IHceM Ha OnaHkax odmuca;
oducHbIe nH(OPMAIIOHHEIE
texaonorun: MS Office.

B3aMMOJIEHCTBOBATL C KOJJIETaMH
M0 BOMPOCaM JIeJIONPOU3BOICTBA,
coOuogaTh 3THYECKHE HOPMBI
moBesieHNsT B NpodeccnoHambpHON
cpeze; apryMEHTHUPOBAHO IIpel-
CTaBIISITh YCTHYIO ¥ MHUCHMEHHYIO
peub, BECTU JIENOBYIO MEPEMHCKY,
MO ACPIKUBATD 3JEKTPOHHBIE
KOMMYHHKALIUH,  OCYIIECTBIATH
TeneoHHOe 00cCITy’)KUBaHUE,
IIPUHUMATh U IiepeiaBaTh (HaKChl.

HaBBIKAMU apryMEHTHPOBaH-
HOTO THCHMEHHOTO H3JIOXKe-
HUS, HaBBIKAaMHM IyOJIUYHOM
peuu, apryMeHTanuu; padoTsl
¢ JOKyMeHTaMu; oOpMIICHUS
KOHKPETHBIX BHIOB TOKYMEH-
TOB, HCIIOJIB30BAHUSI KOPIIO-
pPaTUBHBIX HWH(POPMAIIOHHBIX
CHCTEM TpHU OCYIIECTBICHUU
JIOKYMEHTallMOHHOTO obecIe-
YEeHUs, NOJIECPKUBAHUS IIEK-
TPOHHBIX KOMMYHUKAIHH.

O0600m1IeHHas XapaKTepUCTUKA KPUTEPHEB OLIEHUBAHUS BCEX KOMIIOHEHT KOMIIETEHLIMH (3HAHUH, YMEHHUH U
BJIaJICHUS HaBbIKAMH) [0 YPOBHSAM OLIEHUBAHMA IIpuBeseHa B Tabnune 1.3.

Tabnuna 1.3 — O60011eHHas XapaKTepUCTHKA KPUTEPUEB OLIECHUBAHUS KOMIIETEHLIUH 110 YPOBHAM

ypOBHI/l OA/AAMIAHHKIA KNUTANUU AITAHURAHUY KOMITOHAHT KOMITATAHIIUY
OUECHUBAHWS RuaTkn Vmern Ruanern
OTauvHO (BHICOKHIT Oo6nanaer daktuyeckumu | OOmagaeT  AMANa30HOM

YPOBEHbB) W TEOpPETHYECKWMH 3Ha- | mpakTuueckux  ymeHuil, | Korrpommpyer pabory,
HUSMH B TIpefeiax W3y- | TpeOyembIX aiisi pa3BUTHA | MPOBOJUT OLEHKY, COBEp-
yaeMol O00JIaCTH C TIOHH- | TBOPYECKUX pellieHnH, | IeHCTBYeT AeicTBUs pado-
MaHHEM TpaHUI] TpuMe- | abcrtparupoBaHusi  mpo- | ThI
HUMOCTH oem
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Xopomo (6a30BbIii 3Haer ¢axThl, npuHIunel, | Obmamaer  auana3oHoM | beper oTBeTCTBEHHOCTH 3a
YPOBEHbB) nmpoueccel, o0IIue IOHSA- | MPaKTHUYECKUX  yYMEHHUH, | 3aBeplleHue 3amad B HC-
TUS B Tpeienax uiydae- | TpeOyeMbIX IS pellleHHs | CIe[OBaHHWM, MpHCIocad-
Mo# obnacTu OTIpEJIeNICHHBIX MPOOJIeM B | JIMBAaeT CBOE TOBEACHUE K
00J1acTH UccIeIOBaHUS o0cTosITENBCTBAM B pelle-
HUU po0ieM
YaoBaerBopuTeIbHO Ob6nanaer 6a30BBIMU OO6nanaeT OCHOBHBIMU PaGoTaer npu npsmMom
(moporoBblii ypoBeHb) OOIIMMH 3HAaHUSIMU YMEHUSIMHU, TpeOyeMbIMU HaOII0IeHAN
IUTSL BBITTOJTHEHHST
MPOCTHIX 3a1a4

2 KPUTEPUU OLIEHUBAHUA KOMINETEHIIUI

2.1 Komnerenuus OIIK-4

OIIK-4: cnocoOHOCTh OCYIIECTBIATH AEJIOBOE OOLIEHHE U ITyONUYHbIE BBICTYIICHUS, BECTH NIEPETOBOPHI,
COBEIIAHUsI, OCYIIECTBIATE IEJIOBYIO TIEPEIHCKY B ONAEPIKUBATH JIEKTPOHHBIC KOMMYHHKAITHH.

KoMITOHeHTBl KOMIIETEHIINH, BHIB 3aHSATHH W HCHONB3YeMBbIE CPEICTBA OLCHWBAHWS IIPEACTABICHBI B

Tabmure 2.1.
Tabmuia 2.1 — KoMIOHEHTHI KOMIETEHITUH, BUJIbI 3aHATUH M UCIIOJIL3yEMbIE CPEICTBA OIICHUBAHUS

KomrioneHTBI 3HaTh VYMeTh Bnanets
Conep:xanue JlomxkeH 3HaTh: JlomkeH yMeTh: cOCTaBJsITH | JlokeH BiIaaeTh:
KOMIIOHEHTOB obmme TpeboBaHUS K | OCHOBHBIE BHUIBI IJOKYMEHTOB, | HaBBIKAMH TIPUMEHEHHS Ha

COCTaBJICHUIO, O(I)OpM- COITPOBOXKAAIOIINX JACATCIIb- IIPaKTUKE TEOPETUUYECCKUX
JICHUIO W COACPIKAHUIO HOCTb OpraHoOB TroCyaapCTBCH- 3HAHUH B O0OJIACTH OCTaBlIe-
OpraHU3allMOHHBIX, HOW BJIACTM U MECTHOT'O CaMo- HusA, yd€Ta U XpaHCHHS ClIy-
pacnopAanuTEIIbHBIX, YHpaBJICHHA, TOCYyAapCTBCHHBIX »KeOHOI JAOKYMCHTaluu, CO-

JIOTOBOPHBIX JTOKYMEH-
TOB U TOPSIIKY UX JBU-

U MYyHUIUNATBHBIX TPEIITPH-
SITUH, OFOJKETHBIX YYPEKIe-

BEPIICHCTBOBAHUS JIOKYMEH-
TAIlMOHHOI'O O00ecIeYeHnuss ¢

KEHUS B COOTBETCTBHU | HUM M HEKOMMEPYECKHX Opra- | MOMOIIBIO WCIIOJIb30BaHHSA
C HOpPMaMHu JOKYMEHTO- | HHU3auui; HOBEHIINX HH(OPMALMOHHBIX
00opora; TEXHOJIOTHH

Buabl 3aHATHI Jlexuuuy; CamocrosTenbsHas pabota cty- | CamocTosTenbHas paborta cTy-
IIPAKTUYECKUE 3aHATHUS JICHTOB JICHTOB

Hcnosb3yembie TecroBsIii ompoc, TecroBsrii onpoc, otyer o U3, | Tecrosrii onpoc, oryer o U3,
cpefcTBa orueT o M3, koHTponbHAsA| KOHTpoNbHas paboTa, pedepar, | KoHTpoibHas pabora, pedepar,
OlIeHHBaHMA pabota, pedepart, 3ader 3aueT 3a4eT

DopMyITHPOBKa KPUTEPHEB OICHUBAHHUS KOMITOHEHT KOMIICTEHIIMH 10 YPOBHSM OCBOCHHUS KOMITCTCHIMH
npuBeeHa B Tabmuie 2.2.

Tabnuua 2.2 — Kputepuu oLleHUBaHUS KOMIOHEHT KOMIIETEHIIUH 110 YPOBHAM

KommnoneHThI 3HaTh Vmeth Bnaners

OT1n4HoO (BBICO-
KHii ypOBeHb)

Cnemuduky ¢opm  Je-
JI0BOTO O0ILIeHus  (Z1eno-
BBIX COBEI[aHuWii, Oecen,
TIEPEroBOPOB, JAUCKYCCHUH,

MPE3CHTAINH, «KPYIIBIX
CTOJIOB», npecckoHpe-
pEHIIU»), KOHCYIBTUPO-

BaHWS, TIpaBIUIa U (hOPMBI
JICITOBOI TTepPETINCKH, CTH-
T Pa3MYHBIX BUIIOB JE-
JIOBBIX MHCEM Ha OaHKax
ouca; oducusle unbOP-
MAalOHHBIE TEXHOJIOTHH:
MS Office.

VMmeeT B3amMOCHCTBOBATH C
KOJUIeTaMH TI0  BOIpOcam
JIEIIOTIPOM3BOJICTBA, COOIFO-
JlaTh STUYECKUE HOPMBI TO-
BeleHUS B MPOQecCHOHAIb-
HOM cpezie; apryMEeHTHpPOBa-
HO TIPENICTABNISTh YCTHYIO U
MMCEMEHHYI0 pedb, BECTH
JICIIOBYIO TIEPETICKY, TIOJI-
JIEP>KUBATh AIIEKTPOHHEIE
KOMMYHHKAIIUU, OCYIIECTB-
TTh TeneoHHOEe 00CITyXKH-
BaHUE, MPUHHMAThL U TIepe-
JIaBath (PaKChI.

CB00OOIHO BiIaeeT HaBBLIKA-
MH  apryMEHTHPOBaHHOTO
MMMUCHMEHHOTO  H3JIOXKEHMS,
HaBBIKAMH ITyOJIMYHOW peuH,
apryMeHranuu; paboTel ¢
JOKYMEHTaMH; O(OopMIICHHS
KOHKPETHBIX BHJIOB JIOKY-
MEHTOB, HCIIOJIb30BaHUS
KOPHOPAaTHBHBIX HH(pOpMa-
[IMOHHBIX CHCTEM TIPU OCY-
HICCTBICHUH JOKYMEHTAIIH-
OHHOTO OOeCIIeUeHUs, IIOM-
JICPXKUBAHMS  IEKTPOHHBIX
KOMMYHHKAIHIL.
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Xopoio (0a30BbIi
YPOBEHb)

Crnernnpuky Gopm aemno-
BOro OOIIECHHS (ICIIOBBIX
coBellaHuii, Oecexm, Te-
pEroBOpOB,  JTUCKYCCHH,
MPE3EHTAINH, «KPYIIBIX
CTOJIOB», npecc-
KOH(epeHIH»), KOH-
CYABTHPOBAHUS, TPABHIIA
1 (HopMBI IETOBO mepe-
MHCKHU, CTHIN PA3IAYHBIX
BUJIOB JICTIOBBIX IIHCEM
Ha OJlaHKax oduca.

VYMmeet B3aMOACHCTBOBATH C
KOJJIETaMH TI0  BOIpOcCaM
JIEIIONIPOU3BOJICTBA, COOIIO-
JIaTh ATUYECKHE HOPMBI IIO-
BeZIeHHs B TpodeccHoHab-
HOH cpefie; apryMEeHTHPOBa-
HO TIPENCTABISTh YCTHYIO U
MUCbMEHHYIO pPE€4Yb, BECTU
JIETIOBYIO TIEpPENUCKy, TOJ-
JIep>KUBATh JIEKTPOHHBIE
KOMMYHHKAITIH.

Brageer HaBBIKamm apry-
MEHTHPOBAaHHOTO MUCHMEH-
HOTO W3JIOKCHHUS, HaBBIKa-
MH TyOJHYHOH pedu, apry-
MEHTalum; paboTHl C IOKY-
MEHTaMU; oopmieHI
KOHKPETHBIX BHIOB JIOKY-
MEHTOB, WCTIOJIb30BAHUS
KOPIIOPaTHBHBIX WH(pOpMa-
LUUOHHBIX CHUCTEM IPH OCY-
LIECTBICHUH JOKyMEHTAIlH-
OHHOTO 00eCICUEHHSI.

YaoBJjeTrBopuTeIbHO
(moporosBslii ypo-
BEHDb)

Crneuucduky ¢opm aemno-
BOro OOIIECHHS (ICIIOBBIX
coBelllanuii, Oecem, IIe-
pEeroBOpOB,  JTUCKYCCHH,
MPE3EHTAINH, «KPYIIBIX
CTOJIOB»,  MpeccKoH(e-
PEHIMIi»), KOHCYJIBTHPO-
BaHMs, MpaBwia u op-
MBI JICJIOBOW TIEPETIUCKH.

YMeeT B3auMOJIeHiCTBOBATh C
KOJUIETaMH IO  BOIPOCaM
JIEJTOTPON3BOJICTBA,  COOITIO-
JlaTh 3TUYECKUE HOPMBI TI0-
Be/ICHUsI B MPOQEeCCHOHANb-

HOMH cpere.

Bnageer HaBelkamMu apry-
MEHTHPOBAaHHOTO MUCHMEH-
HOTO H3JIOKEHHS, HaBbIKa-
MH TyOJHYHOH pedu, apry-
MEHTAalUK; paboThl C JIOKY-
MEHTaMHU.

KOHTPOJIbHBIE MATEPUAJIbI OHEHOYHBIX CPE/ICTB
3.1. Ilpome:kyTOUYHAS aTTECTANMSA

[IpomexxyTouHast aTTecTalys peaqu3yeTcst HOCPeACTBOM MpoBeAeHus 3auera. Cava sK3aMeHa sBIIeTCs 00s-
3aTenbHOi. K 3K3aMeHy OMycKaroTCsl CTYACHTHI, BBHITIOJIHUBIINE BCe JIaOOpaTOpHbIe padOThl, U UMEIOIINE TeKy-
Ui ceMecTpoBbIi peHTHHT He MeHee S50 OamtoB. [y mpoBeneHUs dK3aMeHa COCTaBJIOTCsA Oumiersl. B Ouner
BXOJST 2 TEOPETHUYECKHUX BOMPOCA U 3ajada.

MaxkcuManbHas peMTHHIOBas OLleHKa 3a dKk3aMeH — 30 OaJIoB pacrpenensercs CIeayomuM 00pa3oM:

Teoperuueckuii Bopoc 1 — MakcuMyM 5 6aiios;

Teopernueckuii Borpoc 2 — MakCUMyM 5 OalioB;

3agaua - MmakcumyM 10 Gaios;

JlonoHUTENBHBIE BOMPOCH - MakcuMyM 10 Oanos.

Cnucox meopemuiecCKux 60npocoe ons npose()enu}l 3auema

O 00O\ L K~ Wi —

11

12.

13

14.
15.
16.

17

18.

19

20.

21

CornacoeaH

. Bo3HIKHOBEHHE 1 Pa3BUTHE OTEUECTBEHHOTO AETIOMPON3BOICTBA.

. 3aKOHOJATENTFHOE PETYINPOBAHUE ACTOIPON3BOACTBA.

. HopmatuBHO-MeTOIMYECKOE pETyIMpPOBaHUE ASTOMPOU3BOICTBA.

. Oopmnenne ynpaBieHdecKX JOKyMeHTOB. O0me TpeOoBaHwMsI.

. OcHOBHBIE BH/IbI OJAHKOB, IPUMEHSIEMBIC B YUPESIKACHUSIX.

. OCHOBHBIE PEKBHU3UTEHI, HCIONB3yEMBIC B JOKYMECHTAIINH HPEIIPHSTHIH.
. PexBU3UTHI, BXOJSIIME B COCTAB OJlaHKa JUIs THChMA.

. Yem oTiinuaercst o0muii OJIaHK OT OJIaHKa I MUChMa.

. Kakue TpeboBanmst mpeabsaBIsaioTcs K 0QOpMIICHHIO PEKBU3UTA «HAUMEHOBAHHE OPTaHU3ALIUI».
10.

YTo BXOAUT B COCTaB PEKBU3UTA «CIIPABOUHBIE JTaHHbIE 00 OpraHu3aIlK».

. KakoBbI IOpAOK AaTUPOBAHUS JOKYMEHTA U BUJIbI JaT.

KakoBbI cocTaBHbIE 4aCTH PETUCTPALIOHHOTO HOMEPA JOKYMEHTAa U NMOPAI0K €ro IPOCTaBIECHHS.
. Ilopsiiok agpecanuu JOKyMeHTa.

Kakum ciocobom odopmitsiercst yTBep>KIeHHE TOKYMEHTA.

Kakue TpeGoBanus MpeabsIBISIOTCSA K PE3OIIOLIH, KAKOB MOPSAAOK €€ ohopMIIeHHS.
Kakue TpeGoBaHus MPeqbSIBISIOTCS K 3aTOJIOBKY.

. KaxoB nopsimox oopmiieHus MPHITOKEHUS K JOKYMEHTY.

KakoB mopsiiok ohopMIiteHusI peKBU3UTOB «IIOAMUCH» H «OTMETKH O 3aBEPEHUN KOTIHH».
. Kax odopmisercs cormacoBanue 1oKyMeHTa.

KaxoB nopsinok npocraBieHus: Ha TOKyMEHTaX Nevarei.

. OT™MeTKa, mpocTaBisieMasi Ha BXOJAIIEM TOKYMEHTE, YKaKUTE MOPSI0K UX OQOPMIICHUSI.

a Ha noprtane Ne
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22. TpeboBaHHA K TEKCTY JOKYMEHTA.

23. DTarbl TOArOTOBKH JOKYMEHTOB.

24. Kak oopmiisieTcsi B TEKCTe CChbUTKa Ha APYTOd TOKYMEHT.

25. B yeM 0coGeHHOCTh 0(hYOPMIICHHS TEKCTOB OyXTaNTEPCKUX JOKYMEHTOB.

26. Kakas noctosiHHass HHPOpMAIIKs JOKHA ObITh 3a0)Ke€Ha B KOMITBIOTED JUIS COCTaBJICHHsI JOKYMEHTOB.

27. KakoBbl 0COO€HHOCTH COCTaBJICHUS TAaOJIMIl HAa KOMIIBIOTEPE.

28. B ueM 0c0OEHHOCTB SI3bIKa M CTUIISI CITYKEOHBIX TOKYMEHTOB.

29. KakoB NOpAI0K UCIIOJIb30BaHUS COKPALIEHUH B CIIy)K€OHBIX TOKYMEHTaX.

30. Kak caenarh TEKCT TOKYMEHTA MOHATHBIM H yOeIUTEITbHBIM.

31. Buabl peakTOpcKoi MpaBKH.

32. Buasl opranu3aiiioHHBIX JOKYMEHTOB, OCOOCHHOCTH UX COCTABICHUS U O(OPMIICHUS.

33. Buasl paciopsAUTeNbHBIX JOKYMEHTOB M YKaKUTE 0COOEHHOCTH MX COCTABJICHHUS B 0(hOpMIICHHS.

34. B 4eM 0cOOEHHOCTH COCTaBJICHUS U 0(hOPMIICHHS TPOTOKOJIOB.

35. B ueM 0coOeHHOCTH COCTaBJIeHuUsI M O()OPMIICHHUS aKTa.

36. Kakue TpeGoBaHus NPENbSBISAIOTCA K COCTaBICHUIO M O(OPMIICHHUIO TOKJIAJHBIX 3aIIUCOK.

37. Kakue TpeOoBaHuUs MPEABSBISIOTCA K COCTABICHNIO U 0(OPMIICHUIO O0BSCHUTEIBHBIX 3aIIUCOK.

38. Kakune TpeboBaHus PEABIBISIOTCS K COCTABICHUIO U O(DOPMIICHHIO CITPABOK.

39. Kakue TpeOoBaHuUs IPEABIBIISIOTCS K COCTABICHUIO CITYKEOHBIX MTHCEM.

40. KakoBbI pa3HOBHIHOCTH ITHUCEM.

41. Kakue TpebGoBaHuUs IPEIBIBISIOTCS K COCTABICHHIO U O()OPMIICHHIO TEJIeTPaMM.

42. KakoBbI 0COOCHHOCTH COCTABIICHUS ¥ O(POPMIICHUS Tene)OHOTpaMM.

43. Kakvie (GyHKIINH BBITIOJHAET CITY>K0a JAEI0NPOU3BOICTBA.

44. KakuMy HOpPMaTUBHBIMU IOKYMEHTaMH PETJIaMEHTUPYETCS NeSTeIbHOCTD CIIY>KObI 1€JI0NPOU3BOJICTBA.

45. Yto noHumaetcs 1o 00beMOM JJIOKyMEHTO000pOTa, T0UeMY OH YBEJINUYHUBACTCS.

46. Uto BnusieT Ha OPTaHU3ALMUIO IBUKEHUS TOKYMEHTOB.

47. Kakue opraHu3alliOHHBIE TOKYMEHTHI ONPENeNA0T IOPAJOK ABHKEHUS JOKYMEHTOB B OpraHU3alHu.

48. KakoBbI OCHOBHBIE MIPaBUJIa OpPTraHU3allH JOKYMEHTO000pOTA.

49. Kakue OCHOBHbIE IIOTOKH JOKYMEHTOB MOYKHO BBIJIEJIUTh B OPraHU3aLMU U B 4€M UX OCOOEHHOCTH.

50. Kakue TpeOoBaHus NPeabSBISIOTCA K OpraHU3aluy IpHeMa U IepBUYHON 00paboTKH JOKYMEHTOB.

51. B uem 3HauYeHue NperBapUTENFHOIO IPOCMOTPA U PACIPEeNIEH s IOCTYNUBIINX JOKYMEHTOB U KaK OHU
MIPOBOJATCS.

52. Dranbl paboTHl UCTIONHUTENS ¢ JOKyMeHTOM. Kakue TpeOGoBaHUS NPENbIBISAIOTCS K 00pabOTKe UCXOs-
HIUX JOKYMEHTOB.

53. KakoBsl paBuiia 00pabOTKHU UCXOASIINX TOKYMEHTOB.

54. Kakue 3a1a4uy BBIIIOJHSET PErUCTpalis JOKYMEHTOB.

55. B yeM npeumMyIiecTBa aBTOMaTU3UPOBAHHON CHUCTEMbI PETUCTPALIUU.

56. Kakoe 3HaueHne mmeeT WH(OPMAIIMOHHO — CIIpaBOYHAs padOTa B OpraHM3aIllMd JOKYMEHTAIIMOHHOTO
oOecrieyeHus yrpaBJIeHUECKON A TENbHOCTH.

57. Kakoe MecTo 3aHUMaeT KOHTPOJIb 32 UCIIOJIHEHHEM JOKYMEHTOB B YIIPaBJIEHUECKON A€ATEIbHOCTH.

58. Kakue TIOKyMEHTBI TOHUMAIOTCS 110]T 0000IICHHBIM Ha3BaHUEM «00pAIlEHUS TPAKIAH».

59. KakoB nopsItoK XpaHeHUsT Jedl.

60. KakoB nopsi1ok nepeaayu 1en B apXuB.

3.2 Tekymas aTTecTanus

Tecmuposanue

TecTupoBaHue IPOBOAUTCS B LENSAX ONEPATUBHOTO MOHUTOPHHTA KA4ECTBA YCBOEGHUS! TEOPETUYECKOTO U MPAK-
TUYECKOTO MaTepuaa.

[l oLleHMBaHMsL PE3yJIbTaTOB TECTUPOBAHMSI BO3ZMOXHO MCIIONIB30BaTh CIEAYIOLINE KPUTEPUH OLIEHUBAHUA:

"  [PaBUJIBHOCTH OTBETA WU BBIOOPA OTBETA, CKOPOCTD IPOXOXKIEHHS TECTA,;

®  HaJM4Me NPaBUIBHBIX OTBETOB BO BCEX MPOBEPSIEMBIX TeMax (IUIAKTHUECKUX eIUHUIAX) TecTa.

OreHka IpoBOAUTCS MO OAJUTBHOM cucTeMe. [IpaBuIbHBINH OTBET Ha BOMPOC TECTOBOTO 3a/laHus paBeH 1 Oamy.
O611ee KoIUUecTBO OANIJIOB 110 TECTY PaBHSIETCS KOJIMYECTBY BOIIPOCOB. OOmiee  KOJIMYECTBO  BOIPOCOB
npuaumaetcs 3a 100 %, oleHKa BBICTABIISIETCS [0 3HAYEHUIO COOTHOILIECHMS MPAaBHIIBHBIX OTBETOB K O0ILEMY KO-
JYECTBY BOIIPOCOB B MpOLEHTax. J{Js mepecuera OLEHKH B TPAAULMOHHYIO CHCTEMY HUCHOJIb3YyeTcs Taliuia co-

OTBETCTBHSI:
I'panunsl B mpoueHTax TpaguuuoHHASA OLIEHKA
85-100 % 5 - OTIMYHO I 3a4TEHO
71-84 % 4 - XopoIo nim 3a4TeHo

CornacoeaHa Ha noptane Ne
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60-70 % 3 - Y 10BIETBOPUTENHHO UITH 324TEHO
0-59 % 2- Y IOBJIETBOPHUTENHHO WM HE 3a4TCHO

IIpuMepHBIi cIMCOK BONPOCOB /ISl NPOBeeHUS] TECTHPOBAHMS:

1. Tloamucanue sBiIsIeTCS:

Crioco00M coriiacoBaHus 10KyMeHTa

Cnoco00M BbIpaeHHs OTBETCTBEHHOCTH 32 co/lep:KaHue JOKYMEHTAa

Crioco6oM yTBepKIeHHSI TOKyMEHTa

Crioco00M 03HaKOMIIEHHS C COJIEPKAHUEM JOKYMEHTA

EauHCTBEHHBIM CITOCOOOM yIOCTOBEPEHUS TOKYMEHTA.

2. 3aroioBOK K TEKCTy IPOTOKOJIA JOIDKEH (hOPMYIHPOBATHCS B!

BunnrtensHOM nagexe (Koro, 94to?)

JarensHOM mazexe (Komy, yemy?)

IIpennoxHoM nanexe (o yem?)

PoauteanHoM magexe (Koro, 4ero?).

3. PexBusur “Buza” ucnonb3yercs:

IIpu BHyTpEeHHEM COIJIACOBAHMH JOKYMEHTA

IIpu cornacoBaHuM TOKyMEHTa C BHEUIHEW OpraHu3anuen

Jlis GMHAHCOBBIX U 0CO00 OTBETCTBEHHBIX TOKYMEHTOB

Bo Bcex cnyuasx.

4. Yxa3aHus 10 MCHOJHEHHIO IOKYMEHTA COIEpXKATCsl B PEKBU3UTE. ..

Pesonronmst

Teker JOKyMeHTa

I'pud yrBepxaenus

3arojoBOK K TEKCTY

Hu B xakom.

5. 3aronoBok k Tekcty [lonoxenus (ITpaBuin) 1omKeH UMETh GOPMYITUPOBKY B ...

BunnrtensHOM maaexe (Koro, 94to?)

HatenpHOM nanexe (koMy, yemy?

Ipenyoxuom najaexe (o0 yem?)

HMmenurenbHOM majaexe (KTO, 9T0?).

6. CornacoBanue ObIBaeT:

BHyTpeHHUM 1 BHEITHUM

[TomHBIM U KpaTKUM

CJ0KHBIM U IIPOCTHIM

C pyKOBOAMTENEM YUPEXKIECHHUS U C PYKOBOIMUTENIEM I10Apa3IeIeHUs

C BbllIeCTOSAIIMMH PYKOBOJMTEJISIMH WU OPTraHU3alUsIMHU.

7. Haty «9 mas 2000 rona» B TOKyMEHTax CIIEAyeT MPOCTABIATh KaK ...

09.05.2000

9 mas 2000 T

09/05/00 09-05-00

8. PexBusuts “OMmOnema npennpusatas” U “HanMeHoBaHMe NpeANpUATHS PacHoIararoTcs

B BepxHeii yacTH JHUCTA — ¢JIeBa B YIUIy WM B LIECHTpe

B BepxHelt yactu nucta B neHTpe BepxHero nois

B mpaBoM BepxHEM yriy

Hpyr nox apyrom.

9. I'pud yTBEp>KACHUS — STO PEKBU3UT. ..

OdunuuanbHOro JOKYMEHTa, BBIPAXKAIOUINN COTMIache YUPEKICHUS WU €r0 OpraHa, He SBJISIIOIIErocss aBTOPOM
JIOKYMEHTa, C €T0 Coflep KaHUueM

OduranbHOTO TOKYMEHTa, CBUACTEIBCTBYIOIINA 00 0cO00M XapakTepe WH()OPMAIWH, OTPaHUYUBAIOIIHI
KpYT I10JIb30BaTelNell JOKyMeHTa

OdurransHOTO JOKYMEHTA, IPUIAIONTHI HOPMATHBHBIN WIN IIPaBOBOI XapaKTep ero COIepiKaHHUIo

JoxymeHTa, NpeACTABJSIOIIMIA c000il COOCTBEHHOPYYHYIO MOANUCH MOJTHOMOYHOI0 J0JKHOCTHOTO JIMII.

10.B npusnoxeHun K pacnopsiANTeIbHOMY TOKYMEHTY Ha IIEPBOM €T0 JINCTE B IIPABOM BEPXHEM YTy MUIIYT:

“ITpunoxenne”

“ITpuioskenue’” ¢ ykazaHueM HAUMEHOBAHUS PacoOPsANTEILHOro q1okymenTa “IIpuioxenune’” ¢ ykasa-
HHEM HAUMEHOBAHMUS PACTIOPAAUTEIbHOI0 JOKYMEHTA, €ro 1aThl i PerHcTPAIlMOHHOT0 HOMepa.

11.KpaTkoe u3nokeHue cMblcia JOKYMEHTa COJEPIKUTCS B PEKBU3HTE ...

CornacoeaHa Ha noptane Ne
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Pezomnrorus

TexcT nokyMeHTa

OTMeTKa 0 KOHTpOJIe

3aros10BOK K TEKCTY.

12.IIpaBunbHOE 0QOPMIICHHE JAThl B JOKyMEHTE:

B I nomyrozuu 2005 T.

B nepBom nosyroguu 2005 r.

B I noxn. 2005 r.

B nepsom non. 2005 r.

13.IToanuce oTnensiercs OT TEKCTA. ..

WHTepBanom

2 UHTEepBaIaMH

3 uHTepBaJaMH.

14.ITeyars Ha JOKyMEHTE IIPOCTaBJIAETCS Ha ...

[onnucu 1 AOKHOCTH HOAIHUCABILETO

PexBuznute “YTBEPKIAIO”

Konusix noxymenra

PexBusute “JlaTa”

JInyHOM MOANNCH JOJDKHOCTHOIO JINIA.

15.AnpecaTtoB B OTHOM IOKYMEHTE MOXKET OBITb ...

Tonbko oguH

He 6onee Tpex

He 6oJiee yernipex

CKOJIBKO HEOOXOIMMO.

16.IIpaBunbHas AOMyCTUMAsi HyMepalsl pa3AenoB, MOIPa3esioB, MyHKTOB U MOAMYHKTOB JOKYMEHTA ...

I, II, III

1,2,3

a,0,B

17.1Ipu COCTaBIEHUH OTMETKH O MPUWIOKEHHH K TEKCTY CIY)KeOHOTo MHChMa HE YKa3bIBAaeTCs KOJIMYECTBO
JIICTOB, €CIIH. ..

IIpunaraemelif JTOKyMEHT Ha OJTHOM JIMCTE

[Ipunaraemslii JOKyMEHT CITMIIKOM OObEMHBIH

[Ipunaraemslii JOKyMEHT Ha OJHOM JIUCTE C 000POTOM

IMpunoxenne cOpOUIIOPOBAHO.

18.Crioco6 nmpeaBapUTeIbHOrO pacCMOTPEHHS U OLIEHKH IIPOEKTa TOKYMEHTa peanusyercs B hopme:

BusznpoBanusi 1oOKyMeHTa

Pe3osrornu Ha TOKyMeHTe

I'puda cornacosanus

OTMETKH 0 KOHTpOJIe

OTMeTKH 00 UCTIONTHUTEE.

19.01™meTKy 00 UCTIONHUTENE JOKYMEHTA [IPABUIBHO PACIIOIOKUTE B ...

JleBoM HM)KHEM YTITy JTUIIEBON MM OOOPOTHOM CTOPOHBI IIEPBOTO JIUCTA TOKYMEHTa

[IpaBoM HIXKHEM YTIy JIMLEBOM WM 0OOPOTHOI CTOPOHBI IOCIIEIHETO JIUCTa JOKYMEHTa

JleBOoM HHMKHEM YTy JIMIE€BOI I 000POTHOI CTOPOHBI MOCJIEIHEr0 JUCTA JOKyMEHTA.

20.YcnoBHOe 0603HaueHHE TIOKYMEHTA, IPUCBAUBAEMOE €MY IIPH PETUCTPALIUH, Ha3bIBACTCA. . .

PerucrpanMoHHBIH HHIEKC

TlopsiaxoBeIil HOMEP

YyeTHBIH HHIEKC

Perucrpanuonssiii Homep.

21.Hymepanus cTpaHul] JOKyMeHTa IIPOU3BOIUTCS:

ITo neHTpy HUKHEro Mo

Ilo ueHTpy BepxHero moJs

B npaBomM BepxHeEM yrily JOKyMEHTa

B mpaBoM HIKHEM yTIly JOKYMEHTA.

22 .PexBusuta “Ha3Banue Buja JOKyMEHTa HET

Bo BHYTpeHHHX TOKyMEHTax

Bo BHelmIHMX 10KyMeHTaxX

B nucbMmax, daxcax, TenerpaMmax

CornacoeaHa Ha noptane Ne
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B HEKOTOpBIX TOKyMEHTAaX.

23.AnpecHble JaHHBIE IPEAIIPUATHS YKa3bIBAIOT

B mo6bix

Bo BHemHux

B nmuceMmax, ¢axcax, TenerpaMmax

I'e aTo HEOOXOAUMO.

24.0cHoBaHME M3JaHUS TIPHKa3a B CBS3U C PEOPTaHU3AIMEH CTPYKTYPHI YIIPaBICHHUS B (PHPME COTEPIKUTCS B

3aroyioBke

KoncTraTupyomeii yacTu TeKcTa NnpuKasa

ITo3umuu tekcra “OcHoBanue”

[TpunaraeMeIx JOKyMEHTax

PacnopsiquTensHON YacTH TEKCTa MpHUKa3a.

25.11paBoBoi#1 aKT, oNpeAesIoNNA TOPSA0K 00pa3oBaHUs, MIPaBa, 00S3aHHOCTH M OpTraHHU3aINI0 paObOTHl yd-
PeXIeHMs Ha ATUTENbHBIA IEPUO BPEMEHH — 3TO ...

IIpuxa3

ITonoxenue

Horosop

Ycras

JlomKHOCTHAsE MHCTPYKIIHSL.

26.B nuceme, oopMIIeHHOM Ha OiiaHKe (PHPMBI, HEIOITyCTUMO HCIIONB30BATh H3II0KCHHUE:

ot 1 mua, ex. ynciaa

oT 3 JI. ex. yncia

ot 3 1. MH. Yucna

oT 1 1. MH. yncrna

27.JIOKyMeHT, ONMCBHIBAIOIINH MITH TIOATBEPKAAOIINI COIepKaHne TeX M UHBIX ()aKTOB WM COOBITHIA:

AKT

JoxagHast 3anucka

Crpaska.

28.3aroJI0BOK K TEKCTy JODKHOCTHON MHCTPYKINH JOJDKEH UMETh (OPMYITHUPOBKY: BUHUTEIHHOTO NTaiexa
(koro, uT0?)

JarenbHoro najaexa (komy, yemy?)

IIpennoxuoro magexa (o yem?)

HMmenurenbHOro maaexa (KTo, 9to?).

29.MIHCTPYKIHS O IEIOMPOU3BOICTBE YTBEPKIACTCS . ..

OTBETCTBEHHBIM 32 JIEIOTPON3BOICTBO JTUIIOM

HavansHukom KaHIEnsipun

PykoBoauTesieM npeanpusTus

CekperapeM-pedepeHToM.

30.[ara axTa 3710 ...

[Jara yTBepxKIeHus

Jara coObITHs

Jara monmucanus.

31.Bo Bpems TpOM3BOACTBEHHOTO COBEUIAHHS Y TUPEKTOPa CEKPeTaph 3aUChIBA] BBICTYIUICHUS U IPUHSTHIE
pemrenust. [lo uroram 3acemanus cienyer oQOpPMHUTS ...

IIpoToko.

Pemienue

Pacnopsixenue

IIpoTokoi, pelieHue u pacrnopsHKeHNe

ITo ycMOTpeHHIO HaYaIbCTBA.

32.BbI cuMTaete, 4TO JUIS yIy4lIeHUs JEJIONPOU3BOCTBA Ha Bamem mpennpuaTuu HyKHO 3aKyNUTh U ycTa-
HOBHTH JIOTIOJTHHUTENILHOE MporpaMMHoe obecniedeHre. CBOW MPEUIOKEHHS ISl pyKoBojicTBa upMbl Bel Moxere
000CHOBATH B ...

IIuceme

Pemenuu

AxTe

Crpaske

B nokaaaHoii 3anmucke.

CornacoeaHa Ha noptane Ne
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33./lata B rpude yTBepKIeHUS JOKyMEHTa IPOCTaBIISACTCS:

MamHONMCHBIM C1I0cO00M

OT pykH cekpeTapeM

Ilocne yTBepKaAeHUs JOKYMEHTa pYKOBOIUTENEM

CamuM pyKoBoIMTeIeM B MOMEHT YTBep:KAeHUs] JOKYMeHTa

JIto661M criocoOoM.

34.Komuccus 1Mo paccieoBaHHIO TI0XKapa, MPOU3OMIEIIEero Ha CKIIAJie OpraHM3alny, YCTaHOBUIA Ps (ak-
TOB, KOTOPBIE IOCITYKIIM IPUUUHOI nokapa. Komuccust 10omKHa COCTaBUTb:

AKT

Crpasky

JloknagHyo 3alucKy

WHCTPYKIUIO 0 TPOTUBOMOXAPHON OE30TaCHOCTH.

35.1IpaBoBOii aKT, 37jaBaeMblil €JMHOINYHO PYKOBOJUTENIEM B LIENIAX PELIEHHUsS] ONIEPaTUBHBIX BOIIPOCOB, 3TO:

IIpuka3

Pacnopsixxenue

VYkazaHue

Huctpyknus.

36.Jl0KyMeHT, MO IeXKAIIUN YTBEPKICHUIO:

IIpuxa3

AKT

IInucemo

Pacnopsxenue.

37.1Ipuka3sl 0 HA3HAYEHUH HOBBIX PYKOBOAUTENEH OpraHN3alii B KOIUAX MOTYT JOBOIUTHCS 10 CBEAEHUS:

PykoBoauTenei CTpyKTYpHBIX OApa3ICICHHIN

AJMUHHMCTPATUBHOTO NEpCOHAIA

Bcero xkoyutekTHBA.

38.PacniopsinuTenbHble JOKYMEHTHI BCTYNAIOT B CUITY C ...

MomMeHTa UX MOANUCAHUS

MowmeHTa X HOJIUCAHUS U COTTIAaCOBAHUS

MomeHTa MX HOANUCAHMUSA U 0BeJeHUsI 10 CBeJeHUSs UCTIOJTHUTEI

MowmeHTa UX A0BEJEHHUS 0 CBEACHUS UCTIOTHUTEIS.

39.Pa3paboTka opraHU3allMOHHBIX JOKYMEHTOB B OpraHU3alMAX M Ha MPEINPHATHAX — 3TO (GOopManbHOE, Tpa-
TUIIMOHHOE TpeOOBaHHWE, HE HMEoIee MPaKTHYecKoro 3HaueHus HeoO0XomuMOCTh MpH BO3HHUKHOBEHHH KOH-
(IUKTHBIX CUTyalui

Co3nanne HOpMATHBHOM 02361 1JIs1 OPraHNU3ANMHA TPABOOTHOLIEHHIT

[loBblIIeHHE pecTHkKa OPraHU3aLlH.

40.ITo comeprkaHUIO IPUKa3bl OBIBAIOT:

IIpocTrie u croxHBIE

ITo ocHOBHOM AeSITETLHOCTH U 10 JINYHOMY COCTaBY

BuyTpenHue u BHeIIHNE

[lonHble U KpaTKue

C yTi0BBIM U MIPOAOIBHBIM PACHIOI0KEHUEM PEKBU3UTOB.

41.IIpoTokoia Ko/mkeH ObITh 0(OPMIIEH II0CIIE IPOBEAECHHOIO 3acelaHNs KOJUIETHAIbBHOTO OpraHa He I03Hee,
gyeM:

1 nenn

3 aus

4 nus

5 nHei.

42 .IlpaBOM MOANMCH MPUKA30B 10 MEPCOHANY U (PMHAHCOBBIM BOIIPOCaM o0nagaeT

PykoBoauTens U 3aMeCTUTENh PYKOBOIUTENS

Toabko pyKkoBoAUTEND

HauvanbHuk otaena Kaapos

3aMecTUTENb PyKOBOIUTES.

43.3aro0BKOM K TEKCTY ITPOTOKOJIA SIBISIETC ...

DopMyIHpPOBKA pacCMaTPUBAEMON TEMBI

Ha3Banue koJliIernajibHOT0 OpraHa

Kparkoe conepxanue o06cyxaeHus

WTor npuHATHIX pelIeHUN.
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44 JlokyMeHT, GUKCHUPYIOHA X0 00CYKIEHNS U MPUHATHUS PELIeHNs Ha 3aceIaHuAX KOJUIETHAbHOTO Opra-
Ha:

AKT

KonTpakt

Pemenue

ITocTanoBneHne

IIporokoJ.

45.J10KkyMeHTBI 110 O0IIUM U aAMUHHUCTPATUBHBIM BOIIPOCAM MOTYT COCTaBJIATh: AIMUHUCTpALUS IPeAIpU-
STUS

PaboTHHMKM (DMHAHCOBBIX OTIIEJIOB

PykoBoauTenn cay:k0 v moapasaeaeHuil npeanpusiTus

PykoBonutens.

TeMbl HHANBUAYAJIbHBIX 3a1aHUN
Petrenne cutyalMoHHbBIX 337124 110 TEMATHUYECKUM pa3fenaM IUCIUILIUHBL

TeMbl KOHTPOJIBLHBIX paboT

Bapuanm 1.

CocTtaBbTe M 0opMHTE CiIy:KeOHOE MHUCHMO.

JlemapTaMeHT NMOJACPKKU U Pa3BUTHUSI MAJIOTO MPEANPUHUMATENHCTBA MUCHMOM 3a MOAINUCHIO 3aM. TUPEK-
Topa nenapramenta CeepukoBa A.B. yBemomi pyKoBOACTBO JAeTckoro canga Ne 1586 o ToM, 4TO B CBSI3U C pa3Bu-
THEM MpEeIIPUHUMATENIbCTBA 3JJaHNE IETCKOTO caja TOJHKHO OBITh IepPeJaHo AJsl TEXHUYECKUX HYXK/ JemapTaMeH-
Ta.

Ucnomaurenem BacunpeBoii mo mopydennto qupekropa aerckoro caga Ne 1586 FOro-3anamgHoro okpyk-
HOTO yIpaBJeHus oO0pa3zoBaHus I'. MOCKBBI, PacHONI0KEHHOTO Ha NMpocnekTe MUUyprUHCKOM, A0M 22 I. MOCKBHI,
OBLIO COCTaBIIEHO MHCHMO, aJIpecoBaHHOE OTAeNy muceM Mapuu MOCKBEI 10 ajpecy: T. MockBa, yi. TBepckas, 13,
B KOTOPOM JupeKTop aerckoro cana Ne 1586 O.A.AdpamoBa npocuiia pa3o0paTkCsi B JAHHOM BOIIPOCE, MOTHBHUPYS
T€M, YTO B Ha3BAaHHOM PallOHE JETCKUX CallOB OCTAJIOCh MAJIO M HE BCE JIETH MOTYT MOCEUIaTh JETCKUE JOUIKOIb-
Hble yupexaeHus. [lucbMo ObIII0 OTBETOM Ha ITOJy4EeHHBIH TOKYMEHT OT JlemapraMeHTa.

Bapuanm 2

CocraBbTe U 0popMHUTe IPHUKA3 10 OCHOBHOM /1€ TEJIbHOCTH.

C 1enplo NpUBJICYEHHUS CPENCTB 1A 00ECIIeYeHUs] IPOU3BOACTBEHHOM NesTeNbHOCTH IeHepaabHbIi TUpeK-
Top OO0 «Texnuka» (1. Kypck) Coxonos O.I'. 20 ceHTA0ps TEKyIIero roja U3Aai MpUKa3 0 CO3JaHUU KOMMepYe-
CKOTr'0 OTJieJIa B COCTaBe 3 IITAaTHBIX €AMHUIL: KOMMEPUYECKOro AUpeKTopa - 1, Beaylero crenuaimcra - 1, crenua-
micra - 1. [maBHOMY Oyxrantepy npeanpustus ['opsueBy [.A. OblI0 MOpY4YEHO MPEACTaBUTH HA YTBEPIKACHUE HO-
BO€ LITATHOE paclMCaHue NpeNnpusaTHs Ha 4 KBapTall TeKyllero rojga kK 1 okrabps. KommepueckoMmy IupexTopy
UrnareeBy T.H., koTOpsIit 3aBH3UpOBaI IPOEKT MpHKa3a, MPEANKUCAHO 3aKOHUYUTh KOMIUIEKTOBaHHUE OT/IENA KaJpa-
MH C BBICIINM 3KOHOMHUYECKUM 00pa3oBaHueM K 10 okTa0ps.

Bapuanm 3

CocraBbTe U 0(pOpMHTE TOKJIATHYIO HJIH 00BSICHUTEIbHYIO 3aNIHCKY.

3amectutens HauanbHUKa [Ipon3BOACTBEHHOTO 00beIuHEeHNST «MOCKOBCKas TOpOJICKast Telae(OoHHas CEeTh»
(MI'TC) Munuctepctsa cBsizu PO M.U. JIy60B 0OpaTuiics K HaYaJbHUKY CHIEIUANBHOTO yIIpaBlieHus TeaeGoHHOoi
cBs3M TOro e MuHucTeperBa [.C. AKCEeHOBY C TOKJIaHOM 3alMCKON O BBIIEICHUHU MPSIMBIX POBOJOB M Ha3HAUE-
HUU Telle(hOHHBIX HOMEPOB Ha JIOTOBOPHON OcHOBe. B moxmamxoii 3ammcke M.U. JIy6oB cooOmian o TOM, 49TO B
ceHTsiOpe Tekymiero roga obwenuHeHreM (MI'TC) ObUIM TMOATOTOBJIEHBI M COTJIACOBAaHBI ¢ [ JIaBHBIM IIAaHOBO-
(mHAHCOBBIM ympaBiieHHeM MuHucCTepcTBa cBsi3u PD moroBops! ¢ HOBBIMU aboHEeHTaMu. J{J1s1 BKITIOYEHHS YKa3aH-
HBIX aDOHEHTOB B CETh Mepeadu JaHHbIX «MHpoTen» ¢ 1 gekabps TeKylero roja HeoOX0IUMO BBIIEICHUE TIPs-
MBIX MPOBOAOB. B cBsi3u ¢ 3TuM r-H J[yOOB BBIABUHYI NPEUIOKEHUE O BBIICICHUN MPSIMBIX MTPOBOJIOB U Ha3HAYE-
HUU Telle(hOHHBIX HOMEPOB Ha JIOTOBOPHOM OCHOBE YKa3aHHBIM aOoHeHTaM. JlokJiaiHas 3amucka ObLia COCTaBIcHa
ucnonnutenem Opnosoit u nognucada M.U. JIy6oBbiM 12 HOSOPs TeKyLIero roja.

Bapuanm 4
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CocraBbTe U 0(popMHUTE TPOTOKOJI.

3A0 «I'pana-M» (Mocksa) 05.03.200__r. npoBeno 3acemanue CoBera TUPEKTOPOB, HA KOTOPOM HPUCYT-
crBoBanu cienyromue wieHsl Cosera: [lonos W.I1., UBanoB N.U., Cunopor C.C., Ycrunosa V.Y., ®egopos O.D.
B cBs3u ¢ HanmumeMm KBOpyMma 3acenaHue ObUIO MPHU3HAHO MPaBOMOYHBIM. Ha 3acenmanwe BBIHOCHIICSI BOTIPOC 00
ONpECIICHUH PHIHOYHON CTOMMOCTH Pa3MENIacMbIX OOIIECTBOM JIOTIONHUTENBHBIX akiui. [1o TaHHOMY BoIpocy
3acioymanu @emxopoBa @.D., KOTOPHINA MPEAITOKIIT ONPENEITUTh PHIHOYHYIO CTOMMOCTD pa3MeNIaeMbIX O00IIECTBOM
aKIUH MyTeM 3aKpBITOH MOJIIMMUCKU JOTIOHUATENBHBIX akiuii B pazmepe 10 000 (mecstu Thicsia) pyO. 3a aknuio. 3a-
ce/laHre TIOCTAaHOBHJIO YTBEPAMTH Ipemiokenrne Pemopoa @.D., Tak Kak MpH ToJ0COBaHUH «3A» OBLIO OTHAHO
ATk ToJIocoB, nporoyiocoBaBmux «[IPOTUB» u «BO3AEPXKABIIMXCS» He Obut0. Penienue npuHATO eAMHO-
riacHo. 3acenanue Ben npencenarens [1LU. [Tonos. IIpoTokon noarorosnen cekperapem H.I1. IletpoBbim.

IIpumepHbIe TeMbl pedepaToB

1) CoBpemeHHbBIE OpraHN3alOHHBIE (YOPMBI CITYXKOBI JeTOMPOU3BOICTBA.

2) WHCTpyKUus MO AEIONPOU3BOACTBY - OCHOBHOM HOPMATHMBHBIA aKT OpraHu3allid JeJIONpPOU3BOACTBA. 3)
KagpoBoe obecrieueHue qenonponu3BOICTBEHHBIX CITYKO. J[e0BbIe U ICHXOIOTHYECKHE acleKThl paboThI C IOKY-
MEHTaMH.

4) OcoOEeHHOCTH COBPEMEHHOT0 HH(OPMALMOHHOTO O(uca.

5) Bonpockl 1OKyMEHTHPOBaHUS, COCTAaBIEHUS U 0(OPMIIEHHS JOKYMEHTOB B 3aKOHOJATENbHBIX 1 HOPMaTHUB-
HBIX aKTax.

6) Crieru¢iaeckre 0COOCHHOCTH TOKYMEHTAIIIOHHOTO 00ECTIeUeHH s YIIPABICHUS TYPUCTCKUX YIPEKICHUH.

7) OcoOEHHOCTH NEYaTHBIX TEKCTOB CIIYKEOHBIX JOKYMEHTOB.

8) MecTo JOKyMeHTa B CUCTEME 3HAaHUI{; B3aUMOCBSA3b C JPYTUMH Hay4YHBIMU JUCIUIUIMHAMU.

9) CroiicTBa 1 pyHKINH JOKYMEHTa (COMUATIBHBIN, IPABOBOW M HCTOPHIECKHIH XapaKTep JOKYMEHTa).

10) IloHsATHE 1 UCTOPUYECKHUI XapaKTep clIOcOOOB TOKYMEHTUPOBaHUS (CKOPONHCh, cTeHorpadus, GpoTo-, Ku-
HO-, TeJIeIOKyMEHTHPOBAHHE).

11) Bunbl 1oOKyMeHTOB, OIpeaesieMble 3aKOHOaTeIbHBIMU 1 HOPMATUBHBIMH aKTaMHU.

12) OpraHu3alMoHHBIE JOKYMEHTHI U X POJIb U 3HAYEHUE B YIIPABIEHYECKOH AEATENIbHOCTH OpraHU3alMH.
13) PacnopsiautenbHble JOKYMEHTHI - BaKHEHIIEe 3BEHO YNPaBIEHYECKON IeATENbHOCTH opranuszanuu. 14) Jlemno-
BOE THCHMO U IIPaBUJIa €r0 COCTaBJICHUS M 0(pOpMIICHHS.

15) Ormerku Ha noKyMeHTax. X poiib B IPOUCXOXKIEHUH U UCIIOIHEHUH JOKYMEHTA.

16) OcHOBHBIE IOJIOKEHUS AEIONPOU3BOACTBEHHOM CIy)XOBl IO OpraHU3alMy pabOThl ¢ MUCbMEHHBIMU U
YCTHBIMH OOpAaIeHUsIMH TPakJaH.

17) [denoBas nepemnucka ¢ 3apy0exxHbIM apTHepoM. TpeboBaHUs K COCTaBICHUIO O(OPMIICHHUIO.

18) JlenoBoil A3bIK B J€ONPOU3BOJICTBE. TEHAECHIIUN PAa3BUTHUS JAETIOBOTO SI3bIKA.

19) [opsaok nBUKEHUs] JOKYMEHTOB B ouce.

20) CtpykTypa 0a3 JaHHBIX MO0 JOKYMEHTHOM CHCTEMe OpTraHU3aIiH.

21) OcobeHHoCTH PabOTHI C OTAEIBHBIMH TPYIITAMA JOKYMEHTOB.

22) IlpuKkassl 10 JINTHOMY COCTaBY; OCOOCHHOCTH MX COCTABJICHHS M 0pOPMIICHUS.

23) TpynoBoii koHTpakT. TpeboBanus K ero coaepkanuio. [lpaBuna opopmieHus.

24) loxnmagHast 1 OOBSCHUTENbHAS 3aIIMCKH - CPaBHUTENBHEINA aHanu3. [IpaBuia coctaBienns u 0OpMICHHS.

25) «OpuruHan», «IMOJJIMHHUKY», «KOTIUS» - MECTO U 3HAUCHUE B JOKYMEHTAIITMOHHON CHUCTEME.

TeMbl AJI1 CAMOCTOSITEILHOIO H3yYCHUsA

Tema 1. Lenu n3ydyeHns u 3a1aul Kypca JEIONPON3BOICTBA, ONMPEIEIICHUE IEIOMPOn3BoACTBa. Polb 1o-
KYMEHTAIIMOHHOTO oOecrieueHusi B ympaBieHuu. Tema 2. biaHk A0KyMeHTa, BHJIbI OJJAHKOB OPraHU3alMOHHO-
pacTopsIIUTENEHBIX JOKYMEHTOB. TpeboBanus Kk OimaHKam, pasMmepsl moseil 61aHkoB. [Ipyn ocBoeHNH MaTepualioB
JIAaHHBIX TEM PEKOMEHIIYETCS: - KOHCIIEKTUPOBAHKUE TIEPBOMCTOYHUKOB U JIPYrod y4eOHOU JUTeparyphl 1Mo BOIMPO-
caM HOPMaTHBHO-TIPABOBOTO 0OeCIeueHusI B 001acTH paboThI ¢ JOKYMEHTaMH; - MPOpadoTKa yueOHOTo MaTepuaia
10 CTaHAapTaM B 00JacT pabOTHI ¢ TOKYMEHTaMH (110 yueOHO# U HayYHOH IUTEeparype); - Hanucanne pedepaTo
(acce); - camorecTupoBanue (BOIpock 1-27); - paboTa ¢ HOPMATUBHBIMU JOKYMEHTAMHU U 3aKOHOJATeIILHON 0a30i,
periaaMeHTUPYIOLINH JeIO0NpPON3BOACTBO NPEANIPUATHIA U OpraHU3aIUi.

Tewma 3. PacnopsiautenbHble TOKYMEHTHI, X Ha3HAUYE€HUE W PO B yIpaBiieHuH. OCHOBHBIE BHIIBI PACIIO-
PAIUTENBHBIX TOKYMEHTOB M 0o0mue npaBmia odopmieHus. Tema 4. MHDOpMaMOHHO-CITPAaBOYHBIC JOKYMEHTHI,
WX Ha3HAuYCHHWE W POJIb B ymnpariieHHH. [lepedeHb OCHOBHBIX BHIOB MH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
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O6ume TpeboBanus K opopmieHuto. [Ipn 0CBOeHNH JaHHBIX TeM HEOOXOAMMO KOHCIEKTUPOBAHUE MEPBOMUCTOY-
HUKOB U JPYroi y4eOHOI JuTepaTypsl 110 BolpocaM o(pOpMIIEHUS JOKYMEHTOB, UCIIOJIb3yEMbIX Ha MPEeANpPUATHAX
Y OpraHu3alusx; - mpopaboTka yueOHOro Marepruaia (1o y4eOHOI 1 Hay4HOI JIUTepaType) 1Mo BOMpocaM CO3AaHUs
1 oOopMIIeHHSI YIIPABICHYECKUX JOKYMEHTOB; - padOTa ¢ HOPMAaTUBHBIMU JOKYMEHTAMH U 3aKOHOJATENbHON 0a-
3011, yCTaHABIMBAIOIIEH IEHCTBYIONINE CTAaHIAPTHl OPOPMIICHHUS JOKYMEHTAIlUN; - HanucaHue pedeparos (dcce); -
camMoTecTHpoBaHue (BOMPOCH 28-45); - MOMCK W 0030p HAYYHBIX MyOIHKAIMA M AJIEKTPOHHBIX WCTOYHUKOB WH-
¢dbopmarun 1o Bompocam 0QOpMIICHHUS YIPaBIEHIECKUX JOKYMEHTOB, TOJITOTOBKA 3aKIIOYEHHUS 110 0030Dy.

Tema 5. JlokymeHT0000pOT. OCHOBHBIE 3Talbl JOKYMEHT00OOpoTa. TexHomorus paboThl ¢ BXOIALIMMHU
JIOKYMEHTaMH. - KOHCIIEKTUPOBAHNE MEPBOUCTOYHUKOB U JPYrod yueOHOW JUTepaTyphl IO BOMPOCAM MEpexojaa
MPEANPHUIATAN Ha WUCIOJIB30BaHHUE DIIEKTPOHHBIX TOKyMeHTOB. HeoOxoauma mpopaboTka y4eOHOro MaTepuana 1o
COBEPILEHCTBOBAHUIO JOKYMEHTOOOOPOTa C UCIOJIb30BAaHHEM COBPEMEHHBIX MH()OPMALMOHHBIX TEXHONOTUH (110
yueOHOM M Hay4yHOH JuTepaType); - paboTa ¢ HOpMAaTHBHBIMU JAOKYMEHTaMHU U 3aKOHOAATENbHON 0a30i, peria-
MEHTUPYIOIIUMH UCIIONB30BaHUE AJIEKTPOHHBIX JOKYMEHTOB Ha MPEANPHUATHH; - TOUCK U 0030p HAYYHBIX MyOiu-
KallUi U 3JIEKTPOHHBIX HCTOYHUKOB MH(OPMALIUH, PACKPBIBAIOIMX HOBEHILINE TOCTHIKEHHS U IIEPCIIEKTUBBI Pa3BU-
TUSL B O0JIACTH BIIEKTPOHHOTO JOKYMEHT000OpOTa, MOATOTOBKA 3aKIIIOUEHHs M0 0030py; - 00padoTka HOpMaTHB-
HBIX MaTEePHUAJIOB; - AaHAIHU3 CTATUCTUYECKUX U (DAaKTHUECKUX MaTEpUalioB, COCTABICHHUE BHIBOJOB Ha OCHOBE MPO-
BEJICHHOTO aHaJIN3a; - HaIlHCcaHue pedepaToB (3cce).
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