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Cep m-;.--:.: -'.. B "....'..l ':-z..-:.';;-l-ﬂi.'.k' |-.._'-.': ':.ﬂ'.-.inli.'-.f: I.-’-J:-.."-.'.

Bragesey: Tpoawm Magen Edmpmosms

LeacTaatengs: ¢ 1001, 2016 no 16092010

PABOYAS ITPOTPAMMA YUYEBHOM JUCLVITJIMHEI
OO0mmii ¥ 3JIEKTPOHHBIH JOKYMEHTO000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
HampaBnenue noaroroBku (cnernuanbHOCTh): 38.03.01 DxoHoMuKa
HanpasnenHocts (po¢us): Byxrajarepckuii yuer, aHaIu3 U ayauT
®dopma 00ydeHHs: 3a09HAS

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: sxonomuku, Kagenpa sxoHomuxn

Kypc: 4

Cemectp: 7, 8

Y4eOnsiii mnan zHabopa 2017 rona

PaCHpe,[[CJ'IeHI/IC pa60qero BpPEMCHU

Ne Buapl yueOHO A€SITEIBHOCTH 7 cemecTp 8 cemectp Bcero J2B107080%000
1 |Jlekuumn 4 4 8 4acoB
2 |IIpakTHueckue 3aHATHS 4 4 8 4acoB
3 |Bcero aymuTOpHBIX 3aHATHI 8 8 16 4acoB
4 | CamocrosTenbHas paboTa 64 127 191 9acoB
5 |Bcero (0e3 sx3amMeHa) 72 135 207 4acoB
6 |IloaroroBka u crava sK3aMeHa 9 9 4acoB
7 | OOwas TpyI0eMKOCTh 72 144 216 4acoB
6.0 6.0 3.E

KontponsHubie paboThl: 8 cemectp - 1
Ox3ameH: 8 cemecTp

Tomck 2017
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Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
npotokot Ne 6 oT « 24 » 1 2017 1

JIMCT COI'JIACOBAHUI

PaGouas nmporpamma cocTaBiieHa ¢ y4eTOM TpeOoBaHU# (eepalbHOTO TOCYIaPCTBEHHOTO 00pa30-
BaTeJIbHOTO cTaHaapTa Boicuiero oopazoBanus (PI'OC BO) no HampaBiIeHUIO MOATOTOBKU (CHEIMAIbHO-
ctn) 38.03.01 DxoHomuka, yrBepxkaeHHoro 12 Hosiops 2015 rona, paccMoTpeHa U yTBep K/JIeHa Ha 3ace/ia-

HUM Kaeapsl « _ » 20 ropa, npotokon Ne
Pazpabotunku:
Cr. npenoaBatens kad. MCHEKMEH-
Ta C. B. CmupnoBa
JlotieHT Kad. MEHEPKMEHTA K. H. Axcénona

3aBeayromumii odecreunBaronieii kad.
MEHEKMEHTA M. A. AdonacoBa

Pabouast mporpamMma corsiacoBana ¢ (pakyabTeTOM, MPOGMINPYIONIEH U BBITyCKaIOIIeH Kadeapamu

HallpaBJICHUS ITOATOTOBKU (CHCLII/IaJ'IBHO CTI/I) .

Hexan 3uB® H. B. Ocumos
3aBeayoNHii BRITYCKAIOMICH Kad.

HKOHOMUKH M. B. PrixkoBa
OKCIIepTHI:

JoueHT kad.MeHEHKMEHTA T. A. PssGunkoBa
JlouieHT Kad.2KOHOMUKH JI. B. 3emiioBa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
dbopMHUpOBaHUE Y CTYIACHTOB MOHATUNA O COBPEMEHHOM JOKYMEHTAIIMOHHOM O0OECTICUeHUU JIesi-
TEJIbHOCTHU MPEANPUATHS, HABBIKOB MIPUMEHEHUSI MPAKTUUECKUX MPUEMOB U MPOUEAYP JTOKYMEHTHPOBA-
HUS B YIPABJICHUH, YMEHUS OPUEHTHPOBATHCS B OOMIMPHBIX CUCTEMAaX JTOKYMEHTOOOOpOTa M CIOCOOHO-
CTH CaMOCTOSITEJIbHO IPUHUMATh PEUICHUSI O MPUMEHEHUH COOTBETCTBYIOIIMX TEXHOJIOTUNA JOKYMEHTHPO-
BaHUS B KOHKPETHBIX CHTYaIUsIX

1.2. 3agaun QUCHUIINHBI

—  copMHpOBaTh Y CTYAEHTOB YETKOE TIPE/ICTABICHHE O HEOOXOMMMOCTH H POITH JOKYMEHTHPO-
BaHHUsI B ICATEIILHOCTA OPraHU3alui, IPEeIIIPUATUH, YUPEKICHUN;

—  03HAKOMHTH CTYJCHTOB C OCHOBAMH JIEONPOM3BOJCTBA U JOKYMEHTOOGOPOTA B OPraHH3aLly -
X, NPEAIPUATHN, YUPEKICHUN;

—  O3HAKOMHTH CTYJCHTOB C OCOOCHHOCTSIMH 3aLIUTHI CIYXeOHOH M KOH(DHICHIUANLHON HH-
dopmaruu, obecriedeHrne OTKPBITOro JIOCTYNa IPakKAaH K HH(POPMALUMU B COOTBETCTBUU C MOJOKEHUSIMHU
3aKOHOZATENbCTBA;

—  I0Ka3aTh POJIb M MECTO COBPEMEHHEIX CHCTEM 3JIEKTPOHHOIO JOKYMEHTOO00pOTa B AEATENb-
HOCTH OpraHU3aLMN, IPEAIPUATHH, YIPEKICHUN;

—  U3YYHTb NPUHIAIE! 3aIIUTH MHPOPMAIUH B CUCTEME 3IEKTPOHHOTO J0KYMEHT0000pOTa

2. MecTo nmucuuiiiuebl B cTpykrype OITOII
Jucuuminza «O01mii u 3MeKTpoHHbIN JokyMeHToobopoT» (B1.B.JIB.6.1) otHOCHTCS K OnOKYy 1
(BapuaTHBHAs YacTh).
[TpeamecTBYOIMKUMU TUCHMIUIMHAMY, (POPMHUPYIOIIUMH HayallbHbIe 3HAHMS, SBISIOTCS CIETYIO-
e TuciuIuinHbl: basel nanneix, busznec- mnanuposanue, Madopmatnka, CtaTucTuka.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUS JUCHHUIIMHBI

[pornecc n3ydeHus QUCIUTUTMHBI HATIpaBJieH Ha (JOPMHUPOBAHUE CIETYIOIINX KOMIETCHITHI:

— OIIK-1 cnocoOHOCTBIO pelIaTh CTaHJapTHBIE 33Jaul MPOPeCcCUOHATBPHON NEATEIbHOCTH Ha
OCHOBE MH(OPMAIMOHHOW U OMOIHOTrpaduuecKkol KyabTyphl ¢ MPUMEHEHHEM HH()OPMAIIMOHHO-KOMMY -
HUKAIlMOHHBIX TEXHOJIOTUI U ¢ y4ETOM OCHOBHBIX TpeOOBaHUN MH(POPMAIIMOHHON 0€30IaCHOCTH;

—  OIIK-4 cniocoOHOCTBIO HAXOAUTH OPTaHU3AIMOHHO-YIIPABICHUECKUE PEIICHUS B IPOPECCHO-
HaAJIbHOW J€ATENbHOCTH U TOTOBHOCTh HECTH 32 HUX OTBETCTBEHHOCTb;

B pesynbpTare u3ydeHus IUCIUILIMHBI CTYACHT JOJDKEH:

— 3HATh OCHOBBI JEJONPOM3BOICTBA M JIEKTPOHHOIO JOKYMEHTOOOOpOTAa B OpraHM3AIMAX,
IPEANPU-ATUAX (YIPEKICHHUAX ), COCTAB M XaPAKTEPUCTUKY HEPCIEKTUBHBIX MH(POPMAIMOHHBIX TEXHOJIO-
THi B 9KOHOMHUKHU. TOCYIAPCTBEHHYIO MOJUTHKY B chepe JOKyMEHTOO000pOTa, SIEKTPOHHBIX JOKYMEHTOB
¥ 3IIEKTPOHHOTO JOKYMEHTOOGOPOTA; COBPEMEHHYIO HOPMATHBHO-METOIMUYECKas 6a3a OpraHM3aIiH pa-
GOTHI C JOKYMEHTAMH B Op-TaHM3ALHUH; COBPEMEHHBIC TPEGOBAHMS K OPraHM3alMH, IPABHIA U HOPMBI
paboThI ¢ ,Z[NOKYMGHTaMI/I;N o0I11e IPUHIUIBI TIOCTPOEHUS U CTPYKTYPY CHCTEMBI JIEKTPOHHOI'O IOKYMEH-
TO0OOPOTA; OpPraHU3AIMIO ASSITEIHLHOCTH APXUBHBIX CITYXKO.

—  yMeTh TPaMOTHO Pa3paGaThiBaTh YHPaBJICHUECKHE JOKYMEHTBI, HCIIONb3yeMbIE B JIEATEIBHO-
CTH NPENIPHSATHIL; COCTAaBIAT JIeI0BBIE IHChMA JUIS CBOOOIHOIO ¥ PABHOIPABHOTO IIHCHMEHHOTO 001Ie-
HUS C PA3IMUHBIMU KOPPECIIOHICHTAMH TIPSANPUATHIH; HCIIOIb30BaTh B CBOEH MPOpECCHOHATLHOM Jes-
TEILHOCTH MPHK/IAIHbIE IPOrPAMMHBIE CPEJI-CTBA M CPEICTBA OPITEXHUKH. HCIONH30BATh BO3MOKHOCTH
0OIIIero ¥ AMEKTPOHHOTO JOKYMEHTOO00pOTa [UIsl MPHHSTHS YIPABICHUECKAX PElICHH. HCIIOIb30BATh
MH(POPMALIMOHHBIE CHCTEMBI U HH()OPMAIIMOHHOE CONPOBOXKICHHE B IPO(EC-CHOHATBHOMN e TETbHOCTH

—  BJIA/IeTh - HABBIKAMM COCTaBJIEHUS U O(POPMIICHUS JOKYMEHTOB B cdepe npodeccuoHanbHOM
JesI-TeJIbBHOCTH, METOJIaMH U CPEICTBaMH MOJIyYeHUs], XpaHEeHHs, 00paboTKH MHPOPMAIUH, - HABBIKAMU
MCTIOJIb30BaHMSI KOMITBIOTEPHOW TEXHHKH, TPOTPAMMHO- WH(POPMAIIMOHHBIX CUCTEM, KOMIBIOTEPHBIX Ce-
Tel; - HaBbIKAMM UCIIOJIb30BaHMS AJIEKTPOHHBIX CIIOCOOOB 0OMeHa MH(pOpMaIe U cpecTB ux odecme-
YEHUSs1, MPUMEHSEMBIX B SKOHOMUKH

4. O0beM IMCHUIIMHBI U BUAbI y4eOHOI padoThl
OO0m1ast TpyI0EMKOCTh AUCIUIUIMHBI cOCTaBIsIeT 6.0 3aU€THBIX €IMHUIIBI U TIPEJICTABICHA B Ta0JIM -
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ne 4.1.
Tabmuna 4.1 — Tpy1oeMKOCTh AUCIUILUIMHBI

Bupl yueOHO A€ TEIIBHOCTH Bcero yacos CemecTpsl
7 cemecTp 8 cemecTp

AynmutopHsble 3aHATHS (BCETO) 16 8 8
Jlexun 8 4 4
[IpakTHueckue 3aHATUSL 8 4 4
CamocrosTenbHas paboTa (BCero) 191 64 127
[IpopaboTka JTeKIIMOHHOTO MaTepHralia 71 28 43
[ToaroroBka Kk MpakTUYECKUM 3aHATHUSM, 100 36 64
CeMHHapam
BrinonHeHne KOHTPOJIBHBIX paboT 20 20
Bcero (0e3 ax3amena) 207 72 135
IloaroroBka U caada dK3aMeHa 9 9
OO61mas Tpy10eMKOCTh 4 216 72 144
3auetHble EauHub! 6.0 6.0

5. Coneprxanue TMCUMILTHHBI

5.1. Pa3znesnl JUCHUIUIMHELI 1 BUALI 3AHATHI
Pa3znenbl nMCUMIUIMHBI U BUJBI 3aHATUN TPUBEICHBI B Ta0uIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUN

= g
-
: g - 0
3 5 2 2 2§
= o = o L S =
= g | 2 S5
Ha3Banus pa3nenoB 1UCHUTIIIUHBL 2 X 5 o 2 2 =
= 2 s | 5o s c
= ©] 0 g g- CED
> § M © S =
| z
@
7 cemecTp
1 Ilpenmer, conepskanue u 3aaauu Kypcea. [lo- 2 1 20 23 OIIK-1, OIIK-4
HATHE ToKyMeHTa. CBOICTBa TOKyMEHTA.
Knaccudukanus 10KyMEHTOB.
2 CtpykTtypa n1okymeHTa. TpeboBaHus K 1 1 20 22 OIIK-1, OIIK-4
0 OpPMIIEHUIO JOKYMEHTOB.
3 Cucremsl nokymeHntanuu. OpopmieHue 1 2 24 27 OIIK-1, OIIK-4
yIpaBIeHUYECKUX JOKYMEHTOB.
Hroro 3a cemectp 4 4 64 72
8 cemecTp
4 Opraamzarus padoTsl ¢ JoKyMeHTamu. Ho- 2 1 30 33 OIIK-1, OIIK-4
MEHKJIaTypa Jell, METOIMKA €€ COCTABICHUS U
MPUMEHEHUS B MPAKTUUECKOMN JCSITEIIbHOCTH.
5 ®opMHpOBaHKE U TEKYLIEE XPAHEHUE JIE]T. 1 1 32 34 OIIK-1, OIIK-4
[Ton-roroBka Aen Kk nepegaye v nopsiok
repeaayun el B apXuB AJis JaibHEHIIero xpa-
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HCHUA

6 Opranuzanus paboThl C TOKYMEHTUPOBAH- 1 2 65 68 OIIK-1, OIIK-4
HOU MH(OpMAIMel OrpaHUISHHOTO JOCTYIa
CucTeMBbl 2IEKTPOHHOTO IOKYMEHTO000pOTa

Hroro 3a cemectp 4 4 127 135

Hroro 8 8 191 207

5.2. Conep:xanue pa3aejioB IUCHUILIUHBI (110 JTEKIIUSIM)
CopeprkaHue pa3iesaoB TUCIUILINH (TIO JIEKIMSAM) IPUBEACHO B Tabmuiie 5.2.
Tabmuma 5.2 - ConepxaHue pa3esioB TUCIUIUIAH (TI0 JISKITUSIM)

Coneprkanue pa3aesioB TUCIUTLTAHBI TI0

Haszeanus paznenos
JIEKLUSIM

TpynoeMKocTsb,
q
dopmupyembie
KOMIIETEHIIUN

7 cemecTp

[\

1 Ilpenmer, conepxanue U 3a1a4u [TonsTue, nenu u 3axa4n U3y4yaeMou Iuc- OIIK-1,
Kypca. [lonsaTue nokymenra. nurmHel. [lenonpounsBoactso. Pazsurue OIIK-4
CBoiicTBa TOKyMEHTA. Y CTaHOBIIEHHE JIeN0Npon3BocTBa B Poc-
Knaccudukanus 10KyMeHTOB. cuu. 3HaYCHUE U MECTO TOKYMEHTOB B
cucteme ynpapieHuslloHaTHe TOKyMeH-
ta. ®yHkuuu 1okymeHToB. CriocoOsl 10-
KyMEHTHpOBaHUs. MaTepuaibHbIE HOCH-
tenu uHpopmaru. CBONCTBA JOKYMEH-
ta. Knaccuduxkarysi 10KyMEeHTOB 1O pas3-
JTUYHBIM Npu3HakaM. HopmatuBHO-TIpa-
BOBas 06a3a IOKyMEHTallMOHHOTO o0ecte-
YEHUS yIpaBlieHUs YHUPUKALIUAA U CTaH-
JapTU3alus.

HUroro 2

2 Ctpykrypa nokymenra. TpeboBanus | TpeboBanus k 6aHkam JOKyMeHTOB. 1o- 1 OIIK-1,
K 0(hOpMIICHHIO JOKYMEHTOB. psAnoK pa3zpaboTku O1aHkKoB. OOITHE TpE- OIIK-4
00BaHMS K JOKYMEHTaM, U3TOTOBJISIEMbIM
C TTOMOIIBI0 TEXHUYECKHUX CPEJICTB .
PexBH3UTHI OpraHN3aIMOHHO- PACTIOPsI-
TIHUTENBHBIX JOKyMEHTOB. OCOOCHHOCTH
oopMiIeHUs OTAENBHBIX PEKBU3HUTOB.

HUroro 1

3 CucreMbl TOKyMEHTalUH. Oprasnu3alnoOHHO-PaCOPIUTENbHAS J0- 1 OIIK-1,
OdopmieHue yrnpaBieHIeCKUX KymeHTanus. MTHpopMamoHHo-cripaBoy- OIIK-4
JIOKYMEHTOB. HbIE JOKYMEHThI. JIOKyMEeHTHpOBaHUE Je-
ATEIBHOCTH KOJJIETHAIbHBIX OPTaHOB.
Cucrema nnaHoBoi gokymeHTauuu. Cu-
cTeMa oT4eTHOH pokyMeHTauuu. Kagpo-
Bas JokyMeHTanus. OCHOBHBIE BUIbI
JIOKY-MEHTOB 110 JINYHOMY cocTaBy. Cu-
cTeMa OyXrajaTepCKOW JOKYMEHTAIIHH.

Utoro

Hroro 3a cemectp 4
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8 cemecTp

4 Opranuzanus paboTsI ¢
nokymentamu. Homenkmarypa nei,
METOJMKA €€ COCTABICHUS U
HNPUMEHEHHUS B IPAKTUYECKOM
JEeATEIbHOCTH.

[ToHsITHE «IOKYMEHTOOOOPOT» H €T0 pa3-
ButHe. OCHOBHBIC TIPAaBUIIa OPTaHU3AIIH
JOKYMEHTOO00pOTa B OpraHu3aluu
(yupexxnenun) . Cxema IBYKCHHS M TEX-
HOJIOTHSI 00pabOTKU JOKYMEHTOB. YYeT
obwveMa gokyMeHToobopora. Peructpa-
1Usl JOKYMEHTOB. KOHTPOJIb HCITOTHEHUS
nokymenToB.HomeHknarypa nen. Bubr
HOMEHKIIaTyp aein. TpeboBaHMS K COCTaB-
JICHUIO HOMEHKJIATYpPhI. 3arojOBKH U MX
COCTaBJICHHE B HOMEHKJarype nein. [lops-
JIOK COCTABJICHUS U YTBEPKICHUS HOMCH-
KJaTypsl e, TpeOboBaHUs K 3aII0JTHEHHUIO
(hopMBI HOMEHKJIATYPHI JeJ1. YCTaHOBIIE-
HUE CPOKOB XpaHEHHMS JIeIl.

Hroro

OITK-1,
OITK-4

5 ®opMHpOBaHUE U TEKYILEE
xpanenue nen. Iloa-roroska nen k
nepeayde v MNopsIoK nepejadu el B
apXUB IS JAJIbHEHUIIETO XpaHEHUS

®opmupoBanue u opopmiierue nen. Op-
TaHHU3aIs ONEPATUBHOTO XPAHEHUS JIell.
DKcrepTr3a eHHOCTH TOKyMeHTOB. [Ipo-
BEJICHHE JKCIIEPTU3HI IIeHHOCTU. Odopm-
nenue aen. OdopmieHne 00I0KKH aena.
Cocrasnenue onuceil. [lopsanok nepena-
Y1 JOKYMCHTOB HAa XpaHCHHC B apXUB.

Hroro

OITK-1,
OITK-4

6 Opranu3zanus paboThl ¢
JOKYMEHTHPOBAHHOW WH(pOPMAaLUEH
OrpaHu4eHHOro focryna CucreMbl
AJIEKTPOHHOTO JOKYMEHT0000pOTa

Opranu3zanus paboThl C JOKyMEHTaMH,
KOTOPBIE OTHECEHBI K TOCYIapPCTBEHHBIM
cekpetam. Opranuzanus paboThl € JI0KY-
MEHTaMH, CO/ICPKAIIUMHU KOH(PHICHITH-
anbHyto nHpopmanuio. [IpaBa goctyna k
KOH(UACHIMAIBHBIM JOKYMEHTaM Oopra-
Huzauuu. [Ipuem peructpanus koHdu-
JICHLIMAIBHBIX TOKyMeHTOB. [leuaTanue,
pa3MHOMKEHHE U PacChbUIKa JOKYMEHTOB.
['pynmupoBKa UCTIONHEHHBIX JOKYMEHTOB
B 1eina. Mcnonb3oBanue JOKYMEHTOB, A€l
Y M3/IaHUH, CHATHE C Je Tprda orpaHu-
YEeHHsI OCTyMa. JNEeKTPOHHBIN TOKYMEH-
TOOOOPOT. DINEKTPOHHO—ITH(PPOBAs O~
nuck. MOK (PKI) — undpacrpykrypa
OTKPBITHIX KITtoueil. OpraHu3alus CuCTeM
AJIEKTPOHHOTO IOKYMEHTO000pOTA.
OCHOBHBIE TIOHSTHSI O CUCTEMaX 3JIEK-
TPOHHOTO JIOKyMEeHT0000poTa. OCHOBHBIE
corictBa CO/I. OOmas knaccudukanus
CO/I. [IpumMepsl peanusanyu CUCTEM
AJIEKTPOHHOTO JOKYMEHTO0000pOTA.

Hroro

OIIK-1,
OIIK-4

Hroro 3a cemectp

Hroro
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5.3. Pa3nenbl JMCHMILVIMHBI M MEKIMCUMILIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (MPeAbl Ty IIUMH)
U o0ecnieynBaeMbIMH (IMOCTEAYIOIIMMH) TUCHUILTHHAMHA
Paznmenpl MUCHUIUIMHBI M MEXIUCIUTUTMHAPHBIC CBSI3U C 00ECTICUMBAOIIMMHU (TIPEABIAYIIIUMH) U
obecrieunBaeMbpIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAME TIPEICTAaBICHBI B TabuIe 5.3.
Tabmuua 5.3 - Pa3nensl AUCHUIUIMHBI M MEKIUCIUILUTHHAPHBIC CBSI3U

Ne pasaciion HaHHOfI JAUCHUIUINHEBI, JJIS1 KOTOPBIX HCO6XOIII/IMO

HanMeHOBaHME TUCIMILINH H3y4YeHHE 00ECIICUMBAIONINX M 00SCIIEYMBAEMBIX TUCITUTIINH
1 2 3 4 5 6
[IpeamecTByromue JUCHUTIIUHBI
1 basbl maHHbBIX + +
2 buzHec- miiaHUpOBaHUE +

3 Undopmaruka

4 CratucTtuka + + + + +

5.4. CooTBeTCcTBHE KOMIIETEHI M, (POPMHUPYEMBIX IPH U3YYEeHHUH JMCHHUILIMHbI, 1 BU10B 3aHATHI
CooTBeTcTBHE KOMIETEHLUH, (HOPMUPYEMBIX MpPHU H3YyYEHUH AMCLUMIUIMHBI, U BHJIOB 3aHATUN
MpeJcTaBIeHo B Tabmwmie 5.4
Tabmuua 5.4 — CooTBeTCTBHE KOMIIETEHIINI U BUJOB 3aHATUH, (HOPMUPYEMBIX MPU U3YUYEHUHU TUCIUILIH -
HBI

Bunnl 3ansatuit
= g
: g
= = <
= = a,
= < =
ani ]
) = o £
5 = = i @DopMbl KOHTPOJIS
E = 5 5
5 = 2 :
o 2 S
= I
2 3
< Qo
e =
= s
@
OIIK-1 + + + KonTponsHas pabora, Jk3amMmeH,
Omnpoc Ha 3ansaTHX, Tect
OIIK-4 + + + KonTposbHas paboTa, JKk3aMeH,
Omnpoc Ha 3ansTHsX, Tect
6. UnTepakTHBHBIE MeTO/ABI U (POPMBI OPraHU3AL UM 00yYeHH
He npenycmorpeno PVYII
7. JIabopaTopHblie padoThI
He npenycmorpeno PYII

8. [IpakTHYeckue 3aHATHSA (CEMUHAPHI)
HanmMeHnoBaHue nMpakTHUeCKUX 3aHATHH (CEMUHAPOB) MpUBeIeHO B Tabmmie 8.1.
Tabmuua 8. 1 — HameHOBaHUE MPaKTUYECKUX 3aHATHI (CEMUHAPOB)

HanmenoBanune IMPaKTHYCCKUX 3aHATHI

HaszBanwus paznenon
(cemunHapoB)

TpyoeMKOCTb,
q
dopmupyembie
KOMIIETEHIIUN

7 cemecTp

—_—

1 ITpeamer, coneprkaHue U 3a1a4n Crannaptuzanus oOpMIICHHs OpTaHU3a- OIIK-1,
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Kypca. [loHsTue nokymeHra. LIMOHHO-PACTIOPSAIUTEIbHBIX JOKYMEH- OIIK-4
CBolicTBa 10KyMEHTA. ToBCO371aHKE IEKTPOHHBIX TOKYMEHTOB
Kiace .
upuKanusa JOKyMEHTOB Vroro !
2 Ctpykrtypa nmokymenTa. TpeboBanus | OpraHu3aiiiOHHBIE TOKYMEHTBI, UX CO- 1 OIIK-1,
K 0()OPMIICHHIO JJOKYMEHTOB. CTaBJIeHHE U ohopMIIeCHHE OIIK-4
Hroro 1
3 CucteMbl 10KyMEHTalUH. CocrtaB u co3/1aHUE pacoOpsAIUTENbHBIX 2 OIIK-1,
OdopmiteHne ynpaBiIeHISCKUX nokymMeHTOB. MHpOopMaIimoHHO-CIIpaBoy- OIIK-4
JIOKYMEHTOB. HBIE JIOKYMEHTBI, UX COCTaBJICHUE U
oopmieHnE
Hroro
Hroro 3a cemectp
8 cemecTp
4 Opranuzanus paboTsI ¢ Pabota ¢ kaspoBoil TOKyMeHTaIuen 1 OIIK-1,
nokyMeHTamu. HoMeHknaTypa nen, Hroro 1 OIIK-4
METOAMKA €€ COCTABIICHUS U
NPUMEHEHHUs B IPAKTHUECKOM
JESITEILHOCTH.
5 ®opMupoBaHHE U TEKYLIEE Opranuzanus paboThl ¢ TOKYMEHTaMHU. 1 OIIK-1,
xpanenue nei. [log-rotoBka aen k XpaHeHne TOKYMEHTOB OIIK-4
nepe
peliate 1 MOPA/IOK Nepeniatt AN B | pr o 1
apXuB JJIs1 JaJbHEHIIEro XpaHeHus
6 Opranuzanust paboTsI ¢ Cuctembl aBTOMATU3AIMHN TOKYMEHTOO- 2 OIIK-1,
JTIOKYMEHTHPOBaHHOM nH(popmanueit | 6opotaPabora B cucTeme dJeKTPOHHOTO OIIK-4
OorpaHu4YeHHOro jfoctyna CucreMbl JIOKyMeHTO00OpoTa
KT
3JIEKTPOHHOT'0 IOKYMEHTO000pOoTa Wroro
Hroro 3a cemectp 4
Hroro

9. CamocrosiTesibHasi padora
Bunasl camocTosiTenbHOM paboThl, TPYAOEMKOCTh U (hOpMUpPYEMbIe KOMIIETCHIIUN MTPEICTABICHHI B
tabmmue 9.1.
Tabmuia 9.1 - Buasl caMoCTOSTETbHON paboThI, TPYIOEMKOCTh U (pOpMUpPYEMbIe KOMIIETCHLIUU

3 @]
2 z E
S i
Bunnr camocTosTeILHON & > 0O
HasBanus pasnenos z 7 &5 @OopMBI KOHTPOJIA
paboThI B s 2
=S 22
a e g
~ S}
7 cemecTp
1 IIpenmert, conepxanue u | [loaroroBka K nmpakTuie- 12 |OIIK-1, |Onpoc Ha 3aHATHSIX
3amaum Kypca. [lonsitue | CKUM 3aHATHUAM, CEMUHA- OIIK-4
nokyMeHTta. CBoiicTBa pam
KYMEHTA.
ﬁo yMe IIpopaboTka JIEeKIIUOHHOTO 8
naccuduKanus MaTepuaia
JIOKYMEHTOB.
Hroro 20
2 Crpyktypa nokymenTa. |lloaroroBka K nmpakTuye- 10 |OIIK-1, |Onpoc Ha 3aHATUSIX
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TpeboBaHus K CKHUM 3aHSATUSIM, CEMHHA- OIIK-4
o opMIIEHUTIO pam
AOKYMCHTOB. [TpopaboTka JIEKITMOHHOTO 10
Martepuaia
Hroro 20
3 CucreMbl [ToaroroBka K npaxkTu4e- 14 |OIIK-1, |Omnpoc Ha 3aHATUAX, TecT
JOKYMEHTALUH. CKHUM 3aHATHSIM, CEMHUHA- OIIK-4
Odopmiienne pam
TIPABJICHYECKUX
YHpABJICHHCC [TpopaboTka JIEKIIMOHHOTO 10
KYMEHTOB.
AOKYMCHTO MaTepuana
Hroro 24
Hroro 3a cemectp 64
8 cemecTp
4 Opraamzarust padotsl ¢ |I[loaroroBka k mpakTuye- 18 |OIIK-1, |Ompoc Ha 3ansTUsAX, Tect
JIOKYMEHTaMHU. CKHM 3aHSITHSIM, CEMHHA- OIIK-4
Homenknarypa nen, pam
MCTO/IMKA € COCTABICHIA [TpopaboTka JIEKIIMOHHOTO 12
U TIPUMEHEHUS B
PUMCHCHI Marepuana
MPaKTHYECKOM
JIEATEIIbBHOCTH. Hroro 30
5 ®opmupoBaHue u [ToaroroBka k mpakTuye- 20 |OIIK-1, |Omnpoc Ha 3aHsTUSIX, TecT
TEKYILlee XPaHECHUE JEN. | CKMM 3aHSITUSIM, CEMUHA- OIIK-4
[Ton-roroBka aen k pam
| 4e U OPSTIOK
Cpeatic 1 op0 [TpopaboTka JIEKITMOHHOTO 12
Hepesiat e B apXUB JUIS |\ oo puaa
JanbHEHIIero XpaHeHust
Hroro 32
6 Opranmsanus pabotsl ¢ | Bemonnenue kontponbHbix | 20 |OIIK-1, | KonTponbsHas pabota,
JIOKYMEHTHPOBaHHOM pabor OIIK-4 Onpoc Ha 3anatusx, Tect
HEQOpMAnpeH IToaroroBka K npaxkTuye- 26
OTPAHMHCHHOTO NOCTYHA | opepryt 3apsTasiv, ceMuna-
Cucremsl 31EKTPOHHOTO pam
JOKyMeHTO000poTa
[TpopaboTka TeKIHOHHOTO 19
MaTepuaina
Hroro 65
Hroro 3a cemectp 127
[TonroroBka u ciava sK3a- 9 DK3amMeH
MeHa
Hroro 200

9.1. TeMbI KOHTPOJIBHBIX PadoT

1. TpeGoBaHus K TOKYMEHTUPOBAHHON MHPOpMaLUU. YHUPUKAUS JOKYMEHTOB U TEXHOJOTUI
paboTel ¢ okymeHTaMu. Opranuzanusi paboTsl ¢ JokyMeHTaMu. Opranuzanus ciyxosl IOV u ee pyHk-
UHU. DJIEKTPOHHBIN TOKyMEHTOOOO0POT. JJOKyMEHTOOOOPOT BXOAALIUX, UCXOSIINX U BHYTPEHHUX JIOKY-
MEHTOB (TIepBUYHAsi 00pa-00TKa, perucTpanms, UCIOIHEHNUE U KOHTPOJIb). CPOKH UCTIONHEHHS JOKyMEH-
TOB.
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10. KypcoBasi paGoTa (IpoexT)
He npenycmotrpeno PYII

11. PeiiTuHroBasi cucremMa Jisi OLEHKH YCIIeBAE€MOCTH CTY/IEHTOB
He npenycmorpeno

12. Y4yeOHO-MeTOAMYeCKOEe 1 MH(OPMALMOHHOE 0OOecneyeHne TUCUMIIIMHBI

12.1. OcHoBHas JuTEpaTypa

1. JlokyMeHTallmoOHHOE OoOecrieueHne YIpaBIeHUs U JAeNONpON3BOACTBO [TekcT] : yueOHHK ams
6akanaspos / U. H. Ky3nenos. - M. : FOpaiit, 2012. - 576 c. - (bakanasp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuune B oubmorexke TYCVYP - 26 3k3.)

2. KonduaeHmuaapHoe AETONPOU3BOJICTBO W 3AIMUIICHHBIN SJEKTPOHHBIA TOKYMEHTOOOOPOT
[Texcr] : yueOnuk / H. H. Kynses [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepa6. u nom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas 6ubnmoreka). - bubnmorp.: c. 490-496. - ISBN 978-5-
98704-711-8 (manuuue B 6udmoteke TYCVYP - 15 3k3.)

12.2. lonoiHuTEIbHAS JIUTEpPaTypa

1. JIoKyMEHTHpOBaHHUE YIPaBICHYECKON NeATeIbHOCTH : yueOHoe mocodue / XK. H. AkceHosa ;
®denepalibHOE areHTCTBO MO 00pa3oBaHMI0, TOMCKHIA TOCYIAPCTBEHHBIN YHHBEPCUTET CUCTEM YIIpaBIie-
HUS U paanodniekTponuku, Kadenpa skonomuku. - Tomck : TMILJIO, 2006. - 119 c. : un., Tabmn. - bubmm-
orp.: c. 119. (manuuue B 6ubmotexe TYCVYP - 16 3x3.)

2. JIOKyMEHTHpOBaHHWE YMPaBICHUYECKON JNedaTeNbHOCTH: YueOHoe mocooue / Akcénora XK. H. -
2009. 194 c. [DnexTpoHHBIA pecypc] - Pexum moctyma: https://edu.tusur.ru/publications/4875, nara 06-
pamenus: 14.05.2017.

12.3 YueOHO-MeTOAHIECKHE MOCOOUS

12.3.1. O0s3aTe/ibHbIE Y4eOHO-METOAMYeCKHE MOCOOUs

1. OOmwmii 1 SIEKTPOHHBIA JOKYMEHTO000pOT: MeTonnyeckoe mocodue 1o J1abopaTopHbIM 3aHs -
TUSM U CaMOCTOsSTeNbHOU pabote ans cryaeHtoB HampaBieHuit 080200.62 «Menemxkmenty», 080100.62
«Oxonommka»y / AxcénoBa XK. H. - 2014. 40 c. [DnekrtpoHHbli pecypc] - Pexum mocryma:
https://edu.tusur.ru/publications/4874, nara oOpamenus: 14.05.2017.

2. JIOKyMEHTHpOBaHHUE YIPABICHUECKOW NEATEIbHOCTU: METoaUYecKre yKa3aHus K MpaKTH4e-
CKUM 3aHATHSIM M 110 camocTosTensHoU padore / AkcénoBa XK. H. - 2011. 57 c. [DnexTponHsIit pecypc] -
Pexxum moctyna: https://edu.tusur.ru/publications/2389, nara obpamenus: 14.05.2017.

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

Y4ueOHO-MeTOANYEeCKHEe MaTepHaIbl JUI CAMOCTOSTENBHON M ayTUTOPHOI paboThl 00yJaroIUXCs
U3 YMCJIa MHBAIMJOB MPEAOCTABIAIOTCSA B (hopMax, aAalnTHPOBAHHBIX K OTPAHUYEHUSM UX 37I0POBbS H
BOCIIpUATHS HH(OpMALIUHL.

JL1s1 JIMI ¢ HApYIIEHUSIMM 3PeHust:

- B ()OpME IITEKTPOHHOTO JIOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMUCHHBIM HIPHUPTOM.

JL1s1 JIMI ¢ HApYIIEHUSIMM CJIyXa:

— B (hOpMe IITEKTPOHHOTO JIOKYMEHTA;

- B Ie4yaTHoOU hopme.

JL1s1 M1 ¢ HApYIIeHUSIMHM ONIOPHO-ABUTaTeJILHOI0 annapara:

— B (hOpMe IITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHOU hopme.

12.4. ba3bl JaHHBIX, HH(POPMALMOHHO-CIIPABOYHbIE, IOMCKOBbIE CHCTEMbI U Tpedyemoe
NMporpaMMHoe odecrneyeHue

CrpaBouHo-uHpOpMaIOHHBIE cUCTEMBI «KOHCYTBTaHT +», «[ apaHT».

http://www.gdm.ru — OdpunuansHblil cailT [ 'wiibiun ynpaBisironuX TOKyMEHTaIUeH

http://www.gramma.ru - Kynerypa nuceMenHoi peun (pazaen « CTUIIb JOKYMEHTa)

http://dogovor.helpery.ru — DnekTpoHHbIN cOOpHUK «OOpa3IhI JICTIOBBIX JTOKYMEH-

AW N —

TOB»
5. http://www.eos.ru — OdunuanbHbpli CaUT KOMHAHUU «DJEKTPOHHBIC O(DHUCHBIC CHUCTEMBD)
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(pa3men «O 1OKyMEHTO0O0POTE»)

6. http://www2.termika.ru/dou/enc - DHIMKIOTIE NS 1ETOPON3BOJCTBA

7.  http://www2.termika.ru/dou/progr/issao.html - UadpopmanmonHo-cipaBoYHasi CUCTEMA apXHB-
Hoit orpac-ymn (MCCAO)

13. MaTepuajibHO-TEXHHYECKOE O0ecredyeHue U CHUIINHbI
13.1. O6mue TpeGoBaHNs K MATEPHAJBHO-TEXHUYECKOMY 00ecIe4eHUI0 TUCIUTINHBI

13.1.1. MaTrepuabHO-TEXHMYECKOE O0ecrievyeHue /sl JIEKIMOHHbIX 3aHATHH
st mpoBenieHns 3aHATUI JIEKIIMOHHOTO THIIA, TPYIITOBBIX U UHANBUYAJTbHBIX KOHCYJIbTAIUH, TE-
KYIIIETO KOHTPOJISL U MPOMEKYTOUHOM aTTECTAI[UU UCTIOIb3yeTCsl yueOHast ayIuTOpus, C KOJTMYECTBOM TIO-
CaJIOuYHBIX MeCT He MeHee 22-24, 000pyaoBaHHAs TOCKOM U CTaHAApTHOW ydeOHO# mebenbro. Mmerores
HATJISIHBIE TOCOOUS B BUJIE MPE3CHTALIMI TI0 JICKIIMOHHBIM pa3/ieiaM JUCIUILTHHBL.

13.1.2. MaTepuaJibHO-TeXHUYeCKOe obecnevyeHue I NPAKTHYECKUX 3aHATHI
Jns mpoBeneHUs MPAaKTHYECKUX (CEMHHAPCKUX) 3aHATHH HCIONB3yeTcs ydeOHas aymuTOpHus
(KOMIIBIOTEPHBIN KIIacc), pacmonokeHnHas no aapecy 634034, Tomckast obnactb, T. Tomck, yin.KpacHoap-
Merickas, 1. 146, 5 atax, ayn.503,505. CocraB obopynoBanus: YueOHas MeOenb; KoMIbrOTepHI Kilacca He
Hmxe [I19BM INTEL Celeron D336 2.8 T - 27 mit.; Kommnberoteps! nojkitoueHsl k cetu UHTEPHET u
00€eCTIeunBarOT IOCTYM B 3JIEKTPOHHYIO HH(GOPMAIIMOHHO-00pa30BaTeIbHYIO Cpely YHUBEPCUTETA.

13.1.3. MarepuajibHO-TeXHUYEeCKOe o0ecrnevyeHne 1JIsi CAaMOCTOSITeIbHOM PadoThI
Jnis camocTosATeNnbHON paboThl yueOHast aymuTopus (KOMITBIOTEPHBIM KJ1acc), pacroIOKEHHas 10
anpecy 634034, Tomckas obnacts, . Tomck, yn.Kpacnoapmeiickas, a. 146, 5 stax, ayn.503,505. Cocras
oOopynoBanusi: Yuebnas mebenb; Komnbroreps! kinacca He Hibke [IDBM INTEL Celeron D336 2.81T1. -
27 wmr.; Kommberotepsl noakmtoueHbl k cetn MHTEPHET u oGecnieunBaroT 10CTYyNm B SJEKTPOHHYIO WH-
(opMamoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

13.2. MaTepuajibHO-TeXHHYECKOe o0ecreyeHre TUCUMIIIMHBI IS JIMI C OTPAHMYEHHbIMU
BO3MOKHOCTSIMU 3/10POBbSA

OcBoenne mucuurmuivHbl guramMu ¢ OB3 ocymecTBuseTcst ¢ UCMOJIb30BAaHUEM CPEACTB OOydeHUS
00IIero U CIEUAIBHOTO Ha3HAUCHHUSL.

[Tpu oOy4yeHHH CTYAEHTOB ¢ HAPYLWIEHUSIMHU CJIyXa NPeIyCMOTPEHO MCIOIb30BaHUE 3BYKOYCHIIH-
BalOIEH amnmaparypbl, MYIbTUMEIUNHBIX CPEACTB U APYTHUX TEXHUYECKUX CPEICTB MpHeMa/mepenadn
yueOHON MHGOPMAIIMK B TOCTYIMHBIX (hopMax JjIsl CTYJICHTOB C HAPYIICHUSIMU CITyXa, MOOMJILHOM CHUCTe-
MBI OOYYEHHSI JJIs1 CTYJCHTOB C MHBAJIUIHOCTHIO, MOPTATHBHOW MHIYKIIMOHHON CUCTEMBI. YueOHas ayiu-
TOpUSl, B KOTOPOM 00ydaroTCs CTYAEHTHI C HApyIICHUEM Cilyxa, 000pylIOoBaHa KOMITbIOTEPHON TE€XHUKOM,
ayIMOTEXHUKOW, BUACOTEXHUKOU, FJIEKTPOHHON JTOCKOM, MYJIbTUMEIUIMHON CUCTEMOM.

[Tpu 00ydeHnH CTYAEHTOB ¢ HAPYLIEHUSIMU 3PEHUSIMHU MIPEAYCMOTPEHO HUCIIOJIB30BAaHUE B JIEKIIH-
OHHBIX M yYEOHBIX ayIUTOPHSIX BO3MOXHOCTH MPOCMOTPA YIAICHHBIX O0BEKTOB (HAmpuUMep, TEKCTa Ha
JTIOCKE WJIU Cllaiifla Ha SKpaHe) MPH MOMOIIHN BUICOYBEIMUUTENEH A yAaJeHHOTO IPOCMOTpa.

[Tpu 0oO0y4eHHUU CTYICHTOB ¢ HAPYIIEHUSAMH OMOPHO-ABUIaTeIbHOI0 ANNAPATA UCIOIB3YIOTCS
aJbTEpPHATUBHBIE YCTPONCTBA BBOJAA MH(GOpPMAIMU U JAPYrUe TEXHUUYECKUE CPEICTBa MpueMa/mepenadu
yaeOHOM WH(pOpMAIUU B JOCTYIMHBIX (OopMax sl CTYICHTOB C HAPYHICHUSIMH OMOPHO-IBUTATEIHHOTO
anmnapara, MOOMIIbHOM cuCTeMbl 00yYEHUS IS JIFOJEH ¢ MHBAIHMIHOCTBIO.

14. ®oH OLIEHOYHBIX CPEICTB

14.1. OcHoBHBbIE TPeOOBaHMSA K (POHIY OLIEHOYHBIX CPEICTB U METOANYECKHE PeKOMEHIalluu
@DOHJ| OLIECHOYHBIX CPEJCTB U TUIIOBbIE KOHTPOJbHBIC 3aJJaHUsI, UCTIOIb3yeMbIe i OLIEHKH chop-
MHPOBAaHHOCTH U OCBOCHHS 3aKPEIUICHHBIX 32 JUCUUILIMHON KOMIETEHIUN MpU MPOBEACHUU TEKYIIEH,
IPOMEKYTOYHOHN aTTeCTallMy MO JUCHUILIMHE MPUBEACH B IPUIIOKEHUH K paboueil mporpamme.

14.2 TpeOoBanusi Kk (pOHIY OLEHOUYHBIX CPEACTB JJIsl JIUI] ¢ OTPAHUYEHHBIMHM BO3MOKHOCTAMU
310POBbSA
JI71s1 CTY/IEHTOB C MHBATUHOCTBIO MPEAYCMOTPEHBI TOTIOJHUTEIBHBIC OIIEHOYHBIE CPENICTBA, TIepe-
YeHb KOTOPBIX yKa3aH B TaOJMIIE.
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Tabauna 14 — lonoTHUTeIbHBIE CPeICTBA OLCHUBAHMS JISI CTYICHTOB C HHBAJTH/IHOCTBIO

KaTCFOpI/II/I CTYACHTOB

Buanl 1OMOIHUTEILHBIX OLIEHOYHEIX
CpEJIICTB

@DopMBbI KOHTPOJISI U OLICHKU
pe3yabTaToOB 00yUEHUS

C napyumeHusMu
ciryxa

TecTsl, MUCEMEHHBIE CAMOCTOSITEIIbHBIC
paboTHI, BOIIPOCH! K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI

[Tpeumy1ecTBEHHO MUCHMEHHAS
npoBepKa

C napymeHusMu
3peHus

CobecenoBanue 10 BOIPOCAM K 3a4eTy,
OIIPOC TIO TEPMUHAM

[TpenmMyIieCTBEHHO yCTHAs IPOBEPKa
(MHIMBUAYATBHO)

C napyueHusMu
OIIOPHO-
JBUTATEJILHOTO
anmapara

Pemenne MUCTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIC pa6OTI>I, IIMCBbMCHHBIC
CaMOCTOSTENIbHBIE Pa0OTHI, BOIIPOCHI K
3a4eTy

HpCI/IMyme()TBeHHO JUCTaHIITMOHHBIMUA
MCTOAaMM

C orpaHUuYEHHUSIMH 110
OO0IIEeMeTUITUTHCKIM
MOKa3aHUSM

TecTbl, MUCEMEHHBIE CAMOCTOSITEIIbHBIC
paboThl, BOMIPOCHI K 3a4ETy,
KOHTPOJIbHBIC PA0OTHI, YCTHBIE OTBETHI

[IpenMy1iecTBEHHO IPOBEpPKA
METOJIaMH, UCXO/ISl U3 COCTOSTHUS
00ydaronierocsi Ha MOMEHT IPOBEPKHU

14.3 MeToau4ecKue peKOMEHIANMH 110 OLEHOYHBIM CPeICTBaM JIsl JIMI ¢ OTPAHNYCHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI

Jns crynentoB ¢ OB3 npenycmarpuBaercst ocTynHas popMa NpeIoCTaBICHH 3a/1aHUi OLIeHOY -
HBIX CPEJICTB, @ UMEHHO:

- B IleyaTtHo# (opme;

- B Ie4aTHOU (hopMe C YBETUUYEHHBIM LIPUPTOM;

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- METOJIOM YTEHUSI ACCUCTEHTOM 3aJIaHus BCIIYX;

- IIPEJOCTABIICHUE 3a/1aHUs C UCIIOJIb30BaHUEM CYPIONIEPEBOA.

CryneHTaM ¢ MHBJIWAHOCTBHIO YBEJIMYMBAETCS BPEMsl Ha IMOJIIOTOBKY OTBETOB Ha KOHTPOJIbHbBIE
BOMPOCHI. J{JIsl TAKMX CTYAEHTOB MpeIyCMaTpUBAETCs JOCTYyMHas (popMa mpeaocTaBIeHUs] OTBETOB Ha 3a-

JaHus1, a MMCHHO:

- MMCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- HA0Op OTBETOB C MUCIIOJIH30BAHUEM YCIIYT ACCHCTEHTA,;

- MPEICTaBICHUE OTBETOB YCTHO.

[Iponenypa oneHWBaHUS pPE3yJAbTATOB OOYUEHHS MHBAIHIOB 10 JUCIHUILIMHE IMPEIyCMaTpHBAET
npegocTaBieHre nHpopManuu B popmax, aaanTHPOBAHHBIX K OTPAHUYEHHSIM UX 37I0POBbsI U BOCIIPUATHS

UH(pOpPMALINH:

JL1s1 1M1 ¢ HApyIIeHUSIMM 3PeHust:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B [1e4aTHOU (hopMe yBETUYEHHBIM HIPUPTOM.

JI1s1 1M1 ¢ HApyIIeHUsIMM CJIyXa:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (popme.

JI1s1 1M1 ¢ HApyIIeHUSIMM ONIOPHO-ABUTaTe/ILHOI0 annapara:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou opme.

[Tpu HeoOxomMMOCTH /17151 00YYAIOIIUXCS ¢ MHBAIUIHOCTBIO MPOIEIypa OLICHUBAHUS PE3yIbTaTOB
00y4eHHUs1 MOXKET MMPOBOUTHCS B HECKOIBKO ITAIOB.
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IIpuniaoxenue 1
MHUHHUCTEPCTBO OBPA3OBAHUA U HAYKHU P®
®enepanbHOe roCyIapcTBeHHOE 0I0/ZKeTHOEe 00pa30oBaTe/IbHOe yUpesk/ieHue BbIcIIero 00pa3oBaHus

«TOMCKUM TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
VIIPABJIEHUA 1 PAIIMOSJIEKTPOHUKN»

(TYCVYP)
YTBEPXIAIO
[TpopekTtop mo yueGHOMI paboTe
I1. E. Tposin
«_» 20 T

®OHJT OLIEHOYHKIX CPEJCTB I10 YYEBHOUN JUCHUIIIMHE
OO0wmmii ¥ 3IeKTPOHHBIH JOKYMEHTO000pPOT

VYpoBeHs 00pa3oBaHus: BbICIIee 00pa3oBaHue - 0aKkaaaBpuaT
HampaBnenue noaroroBku (cnernuanbHOCcTh): 38.03.01 IxoHoMuKa
Hanpasnennocts (nmpoduins): Byxrajirepckuii yuer, aHaau3 ¥ ayauT
®opma 0OyueHus: 3a04Hast

®axkynbreT: 3uB®, 3a04Hblii U BeuepHuii paxkyabreT

Kadenpa: sxonomuku, Kadeapa 3xoHoMuku

Kypc: 4

Cemectp: 7, 8

YueOnslii 1an Habopa 2017 roga
PazpaboTunku:
— Cr. mpenoaBarens kad. menemrkmenta C. B. CmupHOBa

— JHouenT xad. meremrmenta XK. H. Akcénona

Ok3ameH: 8 cemecTp

Tomck 2017
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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 DopMyIMpOBKa KOMIETEHIINN Oranbl GOpPMUPOBAHUS KOMITETEHITUI
OIIK-4 CIIOCOOHOCTBIO HAXOIUTh OPTraHU3AIMOHHO- JloimkeH 3HaTh OCHOBBI JIETIONPOU3BOCTBA
yIpaBICHUYECKHUE PEIICHUS B TPO(YECCHOHANB- | M AJIEKTPOHHOTO JIOKYMEHTOO00pOTa B Op-
HOM JESITEIIbHOCTH U TOTOBHOCTh HECTH 32 HUX | TaHU3AIUAX, MPEINPHU-ITHIX (YIpEKICHH-
OTBETCTBEHHOCThH X ), COCTaB U XapaKTEPUCTUKY MIEPCIICK-
THUBHBIX HH(POPMAIIMOHHEBIX TEXHOIOTUH B
OIIK-1 CIOCOOHOCTBIO pelIaTh CTaHAAPTHHIE 3a]1a91 @ pMall

npo¢eCCHOHAILHON AEATEIbHOCTH Ha OCHOBE
nH(popMaImoHHOM 1 OndIMorpaduIecKon
KYJBTYPBI C IPUMEHEHHEM HH(POPMALMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTUH 1 C y4ETOM
OCHOBHBIX TpeOoBaHUI HH(OPMAIIMOHHOH 0e3-
OIIaCHOCTH

OKOHOMUKH. TOCYJAPCTBEHHYIO IIOJIUTUKY
B cepe JOKyMEHTOO000pOTa, AIMEKTPOHHBIX
JIOKYMEHTOB U 3JIEKTPOHHOTO JIOKYMEHTOO-
6opoTa; COBPEMEHHYIO HOPMATHBHO-METO-
Jqudeckas 06a3a opraHu3anuu padoThI ¢ J0-
KyMEHTAMH B OP-TaHH3AIlMH; COBPEMEH-
HbIE TPEOOBAHMS K OpraHU3aLluH, TPaBHUIIA
¥ HOPMBI paBoThI ¢ JOKYMEHTaMH; 00Iie
[NPUHLUIBI IOCTPOCHUS U CTPYKTYPY CHU-
CTEMBI JIEKTPOHHOTO JJOKYMEHTO060pOTa;
opraHn3aluio ACATCIbHOCTH apXUBHBIX
CITyxO0. ; )

JloikeH yMeTh I'paMOTHO pa3pabaThiBaTh
yIpaBJICHYECKHE JOKYMEHTBI, HCIIOJTb3ye-
MBbBI€ B JCATCIBbHOCTU HpC,Z[I_IpI/ISITI/II\/JI;~ CO-
CTaBIISITh JICJIOBBIC TIHCHhMA JIJIsl CBOOOTHO-
r'0 ¥ PaBHOIPABHOTO MMCbMEHHOTO 001I1e-
HUS C PA3JIMYHBIMHA KOPPECTIOHCHTAMHU
TIpeIPUATHIAL, UCIIONB30BaTh B CBOGH HPO-
(beccroHABHOM JAEeSITETPHOCTH MTPHUKIIA/I-
HbIE TPOTPAMMHBIE CPE-CTBA M CPEACTBA
OPrTEXHHKH. HCIOJIb30BATh BO3MOKHOCTH
0O0IIEeTo U AIIEKTPOHHOTO JOKYMEHTO000PO-
Ta JIsl IPUHATHUS YIPABICHYECKUX pele-
HUil. UCIOJIB30BATh WH(GOPMAITMOHHEIE CH-
CTeMbI ¥ HH(POPMAITMOHHOE COMTPOBOK/IC-
HUE B podeCc-CHOHATBHON JACSITSILHOCTH |
Jlo/KeH BIasieTh - HABBIKAME COCTABIICHHS
1 opopmIteHUs TOKYMEHTOB B cdepe mpo-
(beccroHabHOW Aes-TeTbHOCTH, METOAaMHU
U CpEJCTBaMH I0JIy4€HUsI, XpaHEHUs], 00-
paboTku HHPOPMALINY, - HABBIKAMH HC-
M0JIb30BAHUS KOMITBIOTEPHOM TEXHUKH,
POTPaMMHO- HH(POPMAITMOHHBIX CUCTEM,
KOMITBFOTCPHBIX CeTefI; - HaBbIKaMH HC-
MI0JIb30BaHUS JICKTPOHHBIX CITIOCOOOB 00-
MeHa nHpopManueil u cpeacTB ux odecrne-
YCHUS1, IPUMCHSEMBIX B SKOHOMUKH ;
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OO0me XapaKTepUCTUKU TOKa3aTeled M KPUTEPHEB OLICHUBAHMS KOMIIETEHIMI Ha BCEX 3Tamax
MIpUBECHBI B TaOIHIIE 2.
Tabmuia 2 — O0mmue XapakTepUCTHKH MOKa3aTese U KpUTEpUEB OLIEHUBAHUS KOMIIETEHIIHIA 1O Taram

Iloka3arenu u
KpUTEpUHU

3HaTh

YMmeTb

Baanern

OTinuHO (BBICOKHI
YPOBECHB)

Ob6namaer (hakTUYECKUMU
¥ TEOPETHYCCKUMHU 3HAHU-
SIMHU B TIPEJIeNax u3ydae-
MOH 00J1aCTH C TOHUMAaHH-
€M I'paHull IPUMCHHUMOCTHU

Ob6namaer Auama3oHOM
NPAKTHYCCKUX YMEHHI,
TpeOyeMbIX Il Pa3BUTHUS
TBOPUYECKHX PEIICHUH, a0-
CTparupoBaHus MpoodIeM

KonTpomupyer padory,
IIPOBOJIUT OLIEHKY, COBEP-
LICHCTBYET JEHUCTBHUA pa-
00TbI

Xoporo (6a30BbIi

3HaeT (paKThl, IPUHIIHIIGI,

O6J1az(aeT JAHUAaIia3oHoOM

BepeT OTBCTCTBCHHOCTH 34

3aaa4

YPOBEHB) MIPOIIECCHI, OOIIHE MOHSA- | PAKTHYECKUX YMEHUH, 3aBepIleHHE 3a]a4 B HC-
THS B IIpeJieNiaX u3yyae- | TpeOyeMBbIX sl pelieHusl | CIeI0BaHuH, IpHucrocad-
MOH 007acTH OIIPEEIEHHBIX IPOOJIeM B | TMBACT CBOE TOBEJICHNE K

00JIaCTH UCCIIEIOBAHUS 00CTOSITEHCTBAM B pellie-
HUU TpobIeM

VYnosnerBoputens- | Obnagaer 6a3oBbiMU 00- | OGs1aaeT OCHOBHBIMU Pabotaer npu npsimom Ha-

HO (ITOPOTOBBIN LUMU 3HAHUSMU YMEHUSIMH, TpeOyeMbIMH | OJIF0JCHUU

YPOBEHbB) IS BBITTOJTHEHUS IPOCTHIX

Tadmmua 3 — Draresl

2 Peaun3anuss KOMIETeHIHMI

2.1 Komnerennusa OITK-4

OIIK-4: cnocoOHOCTHI0O HAXOAWTH OPraHU3aAlMOHHO-YIIPABICHYECKHUE PEIICHUs B MPOQEcCHo-
HaJIBHOH ESTEILHOCTH Y TOTOBHOCTE HECTH 3a HUX OTBETCTBEHHOCTD.

Jnst popmupoBaHus KOMIIETEHIIMH HEOOXOMMO OCYIIECTBUTH P/l TANOB. DTambl (HOPMUPOBAHUS
KOMIICTCHIIMH, MPUMEHSEMbIC JJISI STOTO BHJBI 3aHATUNA W MCIOJB3YEMbIC CPEACTBA OIEHUBAHMS TIPE]I-
CTaBJIECHBI B TaOJIHUIIE 3.
OPMHPOBAHUSI KOMIIETSHIIMH M HCIIOIb3YEMbIC CPEICTBA OLICHUBAHUS

CocTasn

3HaTh

VYMeTh

Bnanets

Copeprxanue dTa-
OB

OCHOBBI JEIIOTIPOU3-
BOJICTBA U JIEKTPOHHOIO
JTIOKyMEHTO000pOoTa B Op-
raHu3alusaX, TpeANpUITU-
X (YUpeKICHHSX), ToCy-
JAPCTBEHHYIO MOJIUTHKY B
chepe 1oOKyMEeHTO0O0PO-
Ta, NEKTPOHHBIX JTOKY-
MEHTOB M JJIEKTPOHHOIO
JIOKYMEHT0000pOTa;
COBPEMEHHYIO HOpMa-
THUBHO-MeTOMuecKas 6asa
OpraHu3alu padboThl ¢
JIOKYMEHTaMH B OpraHu3a-
IIMH; COBPEMEHHEIE Tpe-
00BaHMS K OpraHu3aluy,
NpaBUJIa U HOPMbI PaOOTHI
C IOKyMEHTaMu; o011ue
MPUHITUIIBI TIOCTPOCHHS U
CTPYKTYpY CHUCTEMBI JJIEK-
TPOHHOTO TOKyMEHTO000-
pOTa; OpraHu3aIuio Jes-

IrPaMOTHO pa3pabaThIBaTh
YIPaBICHUYECKHUE JOKY-
MEHTbI, UCTIOJIb3yEMBIE B
JESTEILHOCTH NIPEAIPUS-
TI/II\/'I;N COCTAaBJISATh CTIOBBIC
NUCbMa JJIsi CBOOOAHOTO U
PaBHONPABHOTO NMHUCbMEH-
HOTO OOILEHUS ¢ pa3Iuy-
HBIMH KOPPECIIOHIEHTaMH
npe;:[r[pI/I;ITI/H?I;~

HaBBIKAMU COCTABIICHUS U
oopmiieHUs TOKyMEHTOB
B c(pepe nmpodeccuoHab-
HOW J€ATeNbHOCTH, METO-
JaMH ¥ CPENICTBAMU TIOTY-
YeHUs1, XpaHeHHsl, o0pa-
00TKH HHpOpMAIHH,
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TEJIbHOCTU apXHUBHBIX
CITY k0.

Bunwl 3austuin

* [IpakTrueckue 3aHs-
THS,

o Jlexnum;

* CamocTrosTenbHas pa-
ooTa;

* [IpakTuueckue 3aHs-
THS,

e Jlekumu;

* CamocTosiTenbpHas pa-
0oTa;

» CamocrosTenbHas pa-
ooTa;

Hcnonb3yembie * Kontponwnas pabora; | * KoHTposibHast pabota; | * DK3aMeH;
CPElICTBA OLEHUBA- | ¢ Omnpoc HA 3aHATHUSAX; * Omnpoc Ha 3aHATHSIX;
HUA e TecT; * TecT;
e JK3aMeH; * DK3aMeH;

dopMynTMpoBKa MOKa3aTeJie U KPUTEPUEB OIEHWBAHUS JAHHOW KOMIIETCHIIMU MPUBEICHA B Ta-
omutie 4.
Tabmuma 4 — [Tokazarenan ¥ KpUTEPUH OIEHWBAHMSI KOMIIETEHIIMU Ha dTamax

CocTasn 3HaTh YmMmeTs Bnanets
OT1nuno * TI'pPaMOTHO pa3pabaTel- | * CBOOOJHO BJIAJCET Ha-

(BBICOKMIA YPOBEHB)

* TIpaBWJIa U HOPMBI pa-
0OTEI C I[OKYMCHTaMI:I,
COCTaB M XapaKTePUCTH-
Ky MEePCIIEKTUBHBIX WH-
(hOpMAITMOHHBIX TEXHO-
JIOTHH B BKOHOMI/IKI/IT ro-
CYAapCTBEHHYIO MOJIUTH-
Ky B c(hepe TOKyMEHTOO-
00poTa, HMEKTPOHHBIX
JOKYMEHTOB U DJICK-
TPOHHOTO JIOKyMEHTOO-
60pOTa; COBPEMEHHYIO
HOPMaTUBHO-METOINYC-
ckast 0aza opraHu3aluu
paboThI C TOKyMEHTAMHU B
OpraHM3aIliH; COBpe-
MEHHbIE TpeOOBaHUS K
OpraHu3aIu, O0IIHe
MIPUHIIUIIBI TOCTPOCHUS U
CTPYKTYPY CHUCTEMEI
AIIEKTPOHHOTO IOKyMEH-
T0060pOTa; OpraHm3a-
U0 JACSITENLHOCTH ap-
XUBHBIX CITYXO;

BaTh YIPaBJIEHYECKHUE J10-
KYMEHTBHI, HCTIOJIb3yeMbIe
B JICSITENILHOCTH TpeJi-
NPUATHH, ICHO hOpMyITH-
pOBaTh COOCTBEHHYIO T10-
3ULUIO TI0 BaXKHEUIIIUM
JTUCKYCCHUOHHBIM BOMPO-
caM TeOpHH yIpaBIICHU-
S.LACTIONB30BaTh HHPOP-
MAI[MOHHBIE CUCTEMBI U
nH(}OpMAITMOHHOE CO-
MIPOBOXKIEHHE B mpodec-
CHUOHAJIBbHOHN OESATEILHO-
CTH;

BBIKaMH pabOTHI HA TEep-
COHAJTLHOM KOMITBIOTEpE
IUIS IOATOTOBKH DJICK-
TPOHHBIX JOKYMEHTOB,
METOJIaMHU U CPEICTBAMH
TIONTyYSHUS], XPAHCHUS,
00paboTku MHGOPMAIIHH,
CIIocOOEH OICHMBATh B3a-
MMOJICHCTBUE OpraHu3a-
LUI U OPraHOB IoCyaap-
CTBEHHOTO U MYHHIIH-
MAJTBHOTO YIIPABJICHUS B
00J1aCTH TOKYMEHT0000-
poTa. METOAaMU MIPHUHS-
THS OpPTaHU3aIMOHHO-
yIpaBIeHUYECKUX pelle-
HUH B TpoQeCcCHOHATb-
HOM JEeATEIIbHOCTBU Op-
TaHU3aInn;

Xoporto (6a30BbIN

¢ HMCCT IPEACTABIICHUC

* yMeeT KOPPEKTHO BbI-

* KOMIIETEHTEH B pa3-

0 (MOpOTOBBIN

BOJICTBA U 3JICKTPOHHOI'O

pe3ynbTaThl CBOEH pabo-

YPOBEHb) O OCHOBHBIC ITIOHATHSA paxxaTb 1 apTryMCHTHPO- JIMYHBIX CUTYyalUsIX,
COBPEMEHHBIX 3KOHOMH- | BaHHO 0OOCHOBBIBATH IO-
YeCKUX MHPOpPMaILIUOH- JIO’KEHUS MTPEAMETHON
HBIX CUCTEM, TCHJCHIIUAX | O0JaCTH 3HAHMUS,
HUX pa3BUTHS, a TAKXKE UX
KOHKPETHBIX peajin3aliu-
SIX METOIBI U CPENICTBA
00paboTKH IKOHOMHUYE-
CKHX JAHHBIX;
VYIIOBIETBOPUTENIBH | * OCHOBBI IE€JIONPOU3- * YMEET NPEACTABIIATh * BJAJCCT MOBEPXHOCT-

HBIMHU HaBBIKaAMH pa6OTBI
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YPOBEHb)

JIOKyMEHTO000pOTa B Op-
raHu3alusx,;

THI;

C KOMIIBIOTEPHBIMH CETSI-
MU, TIOUCKOBBIMU CHCTE-
MaMH, CIIOCOOEH Kop-
PEKTHO MTPOBECTH aHAIU3
IIPEIOCTABIEHHOU TOKY-
MEHTAINH;

Tabmuna 5 — Drarnsl

2.2 Komnerennusa OIIK-1
OIIK-1: crmocoOGHOCTRIO pemiaTh CTaHIApTHBIE 33/a4d MPO(ecCHOHATBHON NEATETbHOCTH Ha

OCHOBE MH(OPMAIMOHHOW U OMOIMorpaguueckoi KyabTypbl ¢ NPUMEHEHHEM HH(OPMAIMOHHO-KOMMY-

HUKAIMOHHBIX TEXHOJIOTUH U C Y4ETOM OCHOBHBIX TpeOOBaHUH MH(POPMAITMOHHOMN 0€3011aCHOCTH.

Jiis hopMHpOBaHUS KOMIIETEHIIMA HEOOXOIMMO OCYILECTBUTH Psijl 3TAoB. DTarbl GOpMUpOBaHUS
KOMIETEHIUH, TIPUMEHSIEMBbIE /ISl 9TOTO BUIBI 3aHIATUN M HCIIOJIB3YeMbIe CPEICTBA OICHWBAHUS TP -
CTaBJICHBI B TaOyuIIE 5.
OPMHPOBAHUS KOMIIETEHIIMY U HCIIOJIb3yEeMbIE CPE/ICTBA OIICHUBAHUS

Cocras

3HaTh

YMmeTs

Baaners

CopepxaHnue sTa-
OB

COCTaB M XapaKTePUCTUKY
NEepCHEeKTUBHBIX HHPOP-
MAaIMOHHBIX TEXHOJIOTUH B
HSKOHOMHKH. COBPEMEHHBIE
TpeOOBaHUs K OpraHu3a-
1IUM, IPABUIIA ¥ HOPMBI
paboTHI C TOKYMEHTAMU;
o01111e IPUHIIMIIBI [10-
CTPOCHHUS U CTPYKTYPY CH-
CTEMBI AJIEKTPOHHOTO J10-
KyMEHTO000pOTa;

HCIIOJIB30BaTh B CBOEH
npodecCHOHAIbHON Aes-
TEJbHOCTH MPUKJIIAIHBIC
IIPOrpaMMHBIE CPEJCTBA U
CpeJICTBA OPTTEXHUKH. HC-
M0JIb30BaTh BO3MOKHOCTH
OOIIIEro U AJIEKTPOHHOTO
JOKYMEHTO00O0pOTa A7
MIPUHATHS YIpaBIeHYe-
CKHX PElIeHHIl. HCIIONb-
30BaTh UH(OpPMALIMOHHBIE
cucTeMbl U MH(pOpMaIU-
OHHOE COTIPOBOKICHUE B
npodecCHOHAIbHON Aes-
TEJIBHOCTH

HaBBIKAMU HCTIOJIb30BAHUS
KOMITBIOTEPHON TEXHUKH,
pOTrpamMMHO- HHpOpMa-
[IMOHHBIX CUCTEM,
KOMIIBIOTEPHBIX CETEH; -
HaBbIKaMH HCIIOJIb30BaHUS
AJIEKTPOHHBIX CTIOCOOOB
oOMeHa nHpopManuen u
CpelcTB ux obecreueHus,
MIPUMEHSEMBIX B SKOHOMHU-
KH

Bunwl 3austuin

* [IpakTrueckue 3aHs-
THS,

o Jlexnum;

* CamocTrosTenbHas pa-
ooTa;

* [IpakTuueckue 3aHs-
THS,

e Jlekumu;

* CamocTosiTenpHas pa-
0oTa;

» CamocrosTenbHas pa-
ooTa;

Hcnonb3yembie * Kontponwsnas pabora; | * KoHTposibHast pabota; | * DK3aMeH;
CPElICTBA OLEHUBA- | ¢ Omnpoc HA 3aHATHUSAX; * Ormnpoc Ha 3aHATHSIX;
HUA e TecT; * Tect;
e JK3aMeH; * DK3aMeH;

dopMynTMpoBKa MOKa3aTeie U KPUTEPUEB OIEHWBAHUS JAHHOW KOMIIETCHIIMU MPUBEICHA B Ta-
omutie 6.
Tabmuma 6 — [Tokazarenan M KpUTEpHUH OIEHWBAHMSI KOMIIETEHIIMU Ha dTanax

CocTasn 3HaTh YmMmeTs Bnanets
OT1nuno * TOCY/JApCTBEHHYIO IO- | * TPaMOTHO pa3padaTel- | * CBOOOJHO BJIaJIEET Ha-

(BBICOKMIA YPOBEHB)

JUTHUKY B chepe ToKy-
MEHTO000pOTa, IEK-
TPOHHBIX JJOKYMEHTOB U
3JIEKTPOHHOTO JIOKYMEH-
TOOOOpPOTA; COBPEMEH-
HYIO HOpPMAaTUBHO-METO-

BaTh YIPaBJIEHYECKHUE J10-
KYMEHTBHI, HCTIOJIb3yeMbIe
B JICSITENILHOCTH TpeJi-
NPUATHH, SICHO hOpMyITH-
pOBaTh COOCTBEHHYIO T10-
3ULUIO TI0 BaXKHEUIIIUM

BBIKaMH pabOTHI HA TEp-
COHAJILHOM KOMITBIOTEPE
JUTSL IOJITOTOBKH DJICK-
TPOHHBIX JOKYMCHTOB,
METOJIAaMH U CPEICTBAMH
[IOJIy4YEHHUS], XPaHEHUS,
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Jauueckasi 0aza opraHusa-
MU pabOThI C TOKYMEH-
TaMH B OPraHU3aLNH;
COBpEMEHHbIE TpebOBa-
HUS K OpraHu3aluu, 00-
K€ TPUHIIHIBI TOCTPOE-
HUS U CTPYKTYpY CUCTe-
MBI DJIEKTPOHHOTO JIOKY-

JIMCKYCCHOHHBIM BOITPO-
CcaM T€OpHUH YIIPaBICHU-
SL.UCTIOJIb30BaTh HH(OP-
MalMOHHBIC CUCTEMBI U
UH(POPMAITMOHHOE CO-
MPOBOXKAEHHUE B TIpodec-
CHUOHAJIBHOM JIesITeIhHO-
CTH;

00paboTKu MHGOPMAITUH
C YIETOM OCHOBHBIX Tpe-
OoBaHMI HHPOPMAITHOH-
HOM 0€30ITaCHOCTH;

TraHU3aHsIX,;

MEHTO000pPOTa;;
Xoporo (6a30BbIi | * MMEET NPEACTABICHUE | * YMEET KOPPEKTHO BbI- | * KOMIICTCHTEH B pa3-
YPOBEHB) O OCHOBHBIE ITOHSTHS paXkaTb U apryMEHTHUPO- | JIMYHBIX CUTyallusX;

COBPEMEHHBIX 3KOHOMH- | BaHHO 0OOCHOBBIBATH 10~

yecKuX MH(pOpMaLnoH- JIO’KEHUS MTPEAMETHOU

HBIX CUCTEM, TCHJCHIUAX | O00JaCTH 3HAHMUS,

HUX pa3BUTUs, a TAKKE UX

KOHKPETHBIX peaiu3alu-

sIX METOZBI U CPEACTBA

00paboOTKH IKOHOMHUYE-

CKMX JAHHBIX;
VYIIOBIETBOPUTEIIBH | * OCHOBBI JEIOIPOU3- * yMEET NPEACTaBIIATh * BJIaJEET IIOBEPXHOCT-
0 (IOpOroBeIi BOJICTBA M JICKTPOHHOTO | PE3yJIbTaThl CBOSH pabo- | HBIMH HaBBIKAMHU PaOOTHI
YPOBEHB) JIOKYMEHT0000pOTa B Op- | THI; C KOMIIbIOTCPHBIMHU CETSI-

MH, TIOMCKOBEIMH CHCTE-
MaMmH, croco0eH Kop-
PEKTHO IPOBECTH AHAIIU3
MIPENOCTABICHHOM JI0KY-
MEHTAaIINU,

3 TunoBble KOHTPOJIbHBIE 3a1aHUS

Jlis peanu3anuyl BbILIENEPEUUCIICHHBIX 3a7jad 00y4eHHUsl MCIIOIb3YIOTCS TUIIOBBIE KOHTPOJIbHBIE
3aJlaHUs WIM UHbIE MaTepHalibl, HEOOXOAMMBIE /ISl OLIEHKH 3HAHUI, YMEHUI, HABBIKOB U (MJIM) OIbITA JIe-
ATEJIBHOCTH, XapaKTepU3YIOUINX 3Tanbl (JOPMUPOBAHUS KOMIETEHLUI B MpoLEcce OCBOEHHsI 00pa3oBa-
TEJIBHOM IIPOTrpaMMBI, B CIIEAYIOIIEM COCTaBE.

3.1 TecToBBIC 3a0aHUA

1. Mara nokymeHTa — 3TO:

— A) nara ero noAnucaHus, IPUHATUS
— B) nata ero coctaBnenus

— () nata ero noanucaHusi, IPUHATHUS, YTBEPKJIEHHsI, COCTABJICHNUS, 1aTa COOBITUS
— D) nara coObiTust
— 2. JloKkyMeHT, (pUKCUPYIOIINN XOJI 0OCYX/IE€HUs BOIPOCOB U MPHUHSITHUS PEIICHUN Ha cOOpaHu-

X, 3aCEaHUAX, COBELIAHUAX U T.IL:

— A) oObgcHUTENbHAS 3aUCKa
— B) noxnagnas 3anucka

— C)akr

— D) nporokon
— 3. Eciu pacniopsiiuTenbHas 4acTh TEKCTAa HAYMHAETCSI CIIOBaMU ““00sI3bIBAI0”, TO ATO

— A) mpukas

— B) 3asBnenue
— () pacniopspkenue
— D) ykazanue
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3.2 Tembl OIPOCOB HA 3aHATHSAX
— Coznanue IEKTPOHHBIX JOKYMEHTOB
— HMHpopmanroHHO-CIIpaBOYHBIE TOKYMEHTHI, UX COCTaBJICHNUE U 0hOpMIICHHE
— Opranuzanus paboThl C JOKYMEHTaMH. XpaHeHHE JJOKYMEHTOB
— Pabora B cucteMe 31eKTPOHHOTO JOKYMEHTO000pOTa

3.3 Tembl KOHTPOJIBLHBIX padoT
— TpebGoBanus K TOKyMEHTHPOBaHHOW WHMOpMAIUU. YHU(PUKAIHUSI JTOKYMEHTOB M TE€XHOJOTHH
paboThI C TOKyMEHTaMH.
— Opranuzanus padoTel ¢ fokyMeHTamu. Opranuzanus ciyx0sl JJOY u ee pyHkmmm.
— DJEeKTPOHHBIN JOKYMEHTOOOOPOT.
— JIoKyMeHTOOOOPOT BXOIAIIMX, HCXOMAIIMX M BHYTPEHHHX JOKYMEHTOB (IepBHYHas oOpa-
00TKa, perucTparusi, UCIOJIHEHUE U KOHTPOJIb). CPOKH NCIIOJTHEHUS IOKYMEHTOB.

3.4 Jx3aMeHallHOHHbIE BONPOCHI

— 1. OcHOBHbIE TIOHATHS U ONpPENENIECHUS JeIONPOU3BOACTBA. JJOKYyMEHT M JOKYMEHTOOOOPOT. 2.
Ponb noxymenToB B obmiectBe. yHKIMM 10KyMEHTOB. 3. TpeGoBaHUs K JOKYMEHTUPOBaHHOM MH(OpMa-
ud. YHU(UKAIMs TOKYMEHTOB U TEXHOJOTHH paboThl ¢ JoKyMeHTamu. 4. FOpuandeckas cuiia TOKyMEH -
ToB. O0ecneyeHne I0pUINIeCcKOi CUIIbl JOKYMEHTOB Ha OyMa)KHOM M MalIMHHOM HocuTessix. 5. Kmaccu-
¢bukanuu JOKYMEHTOB, HCIOJb3yeMble B NMpAKTUKE NEIONpou3BojAcTBa. 6. HopmaTtuBHO-MeTomMueckas
6a3a nenmonpounsBosacTBa. HopMaTHBHBIE MPaBOBbIE aKThl, TOCYIAPCTBEHHbIE CTAHAAPTHI, KJIacCU(UKATOPHI
W Ipyrue HOpMAaTUBHBIC TOKYMEHTHI. 7. YHubuupoBanusie cucteMbl qokymentanuu (Y CI). Onpenene-
Hue u HazHaueHue YCJI. IIpumepsr YC/I. 8. Cucrema opraHuzalvoHHO-PACIOPSIUTENBHON TOKyMEHTA -
muu (OPJD). 9. CocraBnenue u oopmiIeHHE OpPraHU3AIMOHHO-PACTIOPSIUTEIBLHBIX JOKYMEHTOB. BHbl
n0-KyMeHTOB. Jloruueckas cTpykrypa Tekcta 1okyMeHToB. 10. CoctaBienue u opopmieHre nHpopMau-
OHHO-CITPABOYHBIX JTOKYMEHTOB. Buabl okyMeHTOB. Jlormdyeckass CTpykTypa TeKcTa JOKYMEHTOB 11.
dopmupoBaHue U TeKkyulee XxpaHeHue nen 12. Opranumsanusi paboTbl ¢ JokyMeHTaMu. OpraHu3zaius
cayx0b1 JIOY u ee pyakuuun. 13. JIokyMeHTOOOOPOT BXOMSAIINX, UCXOMANIUX U BHYTPEHHUX TOKYMEHTOB
(mepBuuHast 00pabOTKa, perucTpanys, UCIOTHEHUE U KOHTPOJb). CPOKM MCIIOTHEHUSI TOKYMEHTOB. 14.
Peructparmonnsie GopMbl U OCOOEHHOCTH MX HMCMOJb30BaHUA. 15. OCOOEHHOCTH BEIEHUS ACIIOMPOU3-
BOJICTBa O oOpartieHusM rpaxkaa. 16. Homenknarypa nen opranuzanuu. Ha3sHaueHue, mopsaok paspa-
00Tku U BeneHus. Jlornue-ckas CTpykTypa gokymenTa. 17. Opranuzaius paboThl ¢ JOKYMEHTHPOBAHHOM
uH(poOpMaluei orpaHnueHHoOro goctymna. 18. OCHOBHBIE perylaMeHTUPOBAHHbIE MPOLIEAYPHI PAOOTHI € J10-
KyMEHTaMH B BEIOMCTBEHHOM apxuBe ((popmupoBanue, odopmieHHE W XpaHEHUE JeJ, IKCIepTH3a
[IEHHOCTH JIOKyMEHTOB, Tiepesiada B apxuB). 19. Bunsl cuctem aBromMatn3anuu paboThl C TOKYMEHTAMU U
X (PyHKIMOHAJIBHBIE BO3MOXKHOCTH. 20. DJIEKTPOHHBIA JOKYMEHTOOOOPOT. 21. DiaekTpoHHO-IUdpoBas
MOJIINUCH.

4 Meronnueckne MaTepuaJibl
s obecnieueHust mpouecca 0Oy4eHHs M pelIeHus 3ajad 00y4eHHUs! MCHOJIb3YIOTCS CIEAYIOIINe
MaTepUabl:
— METOIMYECKHUE MaTepUallbl, ONPeIeNIONne MpoLeIyphbl OLIEHUBAHNS 3HAHUM, YMEHH, HaBbI-
KOB U (MJIM) OTIBITA JIEATENBHOCTH, XapaKTePU3YIONIUX dTarbl (POp-MUPOBAHUS KOMIETEHIUH, COTJIACHO TI.
12 paboyeit mporpaMmel.

4.1. OcHOBHas1 JIMTEpaTypa

1. JloKkyMeHTanMOHHOE OOecTeueHrne yIpaBIeHUs U AeI0npon3BoacTBO [Tekcr] : yaeOHuK ajis
6akanaBpos / M. H. Ky3uenos. - M. : FOpaiir, 2012. - 576 c. - (bakanaBp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuuue B 6udmuorexke TYCVYP - 26 3k3.)

2. KoH¢puneHuuanbHoe EIONPOU3BOACTBO U 3AIUUIIECHHBIA 3JIEKTPOHHBIM JOKYMEHTOOOOpPOT
[Tekcr] : yueonuk / H. H. KynsieB [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepad. u gom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas 6ubnuoreka). - bubmorp.: c. 490-496. - ISBN 978-5-
98704-711-8 (masmmuune B 6udmotexe TYCVYP - 15 3k3.)

4.2. JlonosHUTEIbHAS JJUTEpPaTypa
1. JloKyMEHTHpOBaHHUE YIPaBICHYECKON NeATeILHOCTH : yueOHoe mocodue / XK. H. AkceHona ;
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®denepanbHOE areHTCTBO MO 00pa3oBaHMIO, TOMCKHI TOCYIapCTBEHHBIN YHUBEPCUTET CHCTEM YIIpaBlie-
HUS U paauodiekTponuku, Kadenpa skonomuku. - Tomck : TMILJIO, 2006. - 119 c. : un., Tabn. - bubnm-
orp.: c. 119. (namuuue B 6ubmorexe TYCVYP - 16 3k3.)

2. JIoOKyMEHTHpOBaHHWE YMPaBIECHYECKOHN nesaTenbHOCTH: YueOHoe mocooue / Axcénora XK. H. -
2009. 194 c. [DnexrpoHHbIid pecype] - Pexxum moctyna: https://edu.tusur.ru/publications/4875, cBo6oa-
HBIH.

4.3. O6si3aTesibHbIE YUeOHO-MeTOAUYeCKHEe MOCOOH s

1.  OOwwmii 1 AMEKTPOHHBIN JOKYMEHT0000pOT: MeTonuueckoe nocodue mo J1adopaTopHbIM 3aHs -
TUSM U CaMOCTOSTENbHOU padbote ans cryneHtoB HampasieHui 080200.62 «Menemxkment», 080100.62
«OxoHomuka» / AxcénoBa XK. H. - 2014. 40 c. [DnextponHslii pecypc] - Pexum poctyna:
https://edu.tusur.ru/publications/4874, cBOOOTHBI.

2.  JIOKyMEHTHpPOBAHHE YIPABIECHUYECKONW NEATEIbHOCTH: MeToAnYecKre yKa3aHUs K MpaKTuye-
CKHM 3aHITHSIM U 1O camocTosATenbHOM padote / AkcéHona XK. H. - 2011. 57 c. [DnexTponnsld pecypc] -
Pexxum noctyna: https://edu.tusur.ru/publications/2389, cBOOOIHBII.

4.4. Ba3bl JaHHBIX, HH(POPMANHOHHO CTIPABOYHbIE H MOMCKOBBIE CHCTEMbI
CnpaBouHO-UHPOpPMATHOHHBIE cHCcTeMbI «KOHCYbTaHT +», «I"apaHm.
http://www.gdm.ru — Opunuansaplii cadT [ Wibaun yrpaBisSiomuX JOKYMEHTAUEH
http://www.gramma.ru - KyneTypa nuceMenHo# peun (paznen « CTHIb TOKYMEHTA)
http://dogovor.helpery.ru — Dnexrponnsiii coopauK «OOpa3Ibl JICTIOBBIX JTOKYMEH-

BN W N —

TOBY»

5. http://www.eos.ru — OduUUANbHBIA CalT KOMHOAHUU «JIEKTPOHHBIE O(UCHBIE CUCTEMBD»
(paznmen «O TOKyMEHTOOOOpOTEY)

6. http://www2.termika.ru/dou/enc - DHIMKIIONIEHS JETONPOU3BOICTBA

7.  http://www?2.termika.ru/dou/progr/issao.html - MapopmManimonHo-cripaBoYHasi CUCTEMA apXHB-
Hoit orpac-nu (MCCAO)
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