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DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKHM TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
YITPABJIEHWA N1 PAIMOSJIEKTPOHUKI»

(TYCVYP)
YTBEPXIAIO
ITpopekTop no yueGHOM paboTe
II. E. Tposn
«_» 20

PABOYAS ITPOTPAMMA YUYEBHOM JUCLIUITJIMHBI
OO0mmii ¥ 3IeKTPOHHBINH JOKYMEHT0000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
Hampasnenue noarotoBku (cnernuanbHOCTh): 38.03.02 MeHeaKMeHT
HanpasnenHocts (po¢uib): YnpaBjieHue NPpoeKToM

dopma oOyueHus: 3a04HasA

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: menexxkmenrta, kadgeapa MeHeI:KMEeHTA

Kypc: 3, 4

Cemectp: 6, 7

Y4eOus1ii man Habopa 2016 rona

PaCHpC,Z[CJ]eHI/IC paGoqero BpPEMCHU

Ne Buapl yueOHO A€SITEIBHOCTH 6 cemecTp 7 cemectp Bcero | 2010505050005
1 | Jlekuun 8 8 16 4acoB
2 |IIpakTHueckue 3aHATHS 10 8 18 4acoB
3 |Bcero aymuTOpHBIX 3aHATHI 18 16 34 4acoB
4 | CamocrosTenbHas paboTa 54 119 173 4acoB
5 |Bcero (0e3 sx3amMeHa) 72 135 207 4acoB
6 |IloaroroBka u crava sK3aMeHa 9 9 4acoB
7 | OOwas TpyI0eMKOCTh 72 144 216 4acoB
2.0 4.0 6.0 3.E

KontponsHubie paboThl: 7 cemectp - 1
Ok3ameH: 7 ceMecTp
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Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
npotokos Ne 9 or « 12 » 4 2017 1

JIMCT COI'JIACOBAHUI

PaGouas nmporpamma cocTaBiieHa ¢ y4eTOM TpeOoBaHU# (eepalbHOTO TOCYIaPCTBEHHOTO 00pa30-
BaTeNLHOTO CTaHAapTa Bhiciiero oopazoBanus (PI'OC BO) no HampaBieHHIO MTOATOTOBKH (CIIEIIHATLHO-
ctr) 38.03.02 MenemkMeHT, yTBepkaeHHoro 12 suBapst 2016 roma, paccMOTpeHa B yTBEpIKIeHa Ha 3ace-

JTaHUU Kapenpsl «  » 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.

MEHEKMEHTA M. A. Adonacopa
DKCHepr:

JOTICHT Kad). MEHEPKMEHTA T. A. PssOunkoBa
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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 qokymMeHToobopoTr» (b1.B.JIB.1.1) otHOCHTCS K OnOKYy 1
(BapuaTHBHAs YacTh).
[TpeamecTBYOIMKUMU TUCHMIUIMHAMY, (POPMHUPYIOIIUMH HayallbHbIe 3HAHMS, SBISIOTCS CIETYIO-
e quciumneel: MHopmaruka, PaboTa ¢ nHbopManimoHHO-paBOBEIMU cucTeMaMmu, CTaTHUCTHKA.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUS JUCHHUIIMHBI

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

— TIK-8 BiageHreM HaBBIKAMHU JJOKYMEHTAJIBHOTO O(OPMIICHHSI PEIICHUH B yIIPaBJICHHH OIepa-
LIMOHHO! (IIPOU3BOJCTBEHHOM) EATEIBHOCTU OPraHU3aLMKA IPU BHEJPEHUN TEXHOJOTUYECKUX, IPOAYK-
TOBBIX WHHOBAIIMI WJIA OPTaHU3AIMOHHBIX H3MCHEHHIA;

B PE3YIbTATC UBYUCHUS JUCHUIIIMHBI CTYJACHT NOJI?KCH:

—  3HaTh OCHOBBI JICJIONPOM3BOACTBA M SJIEKTPOHHOTO JOKYMEHTOOOOPOTAa B OpraHM3aIlisX,
OpeanpHU-ITUsIX (YUPEKICHUSIX), COCTaB U XapaKTEPUCTHKY NEPCHEKTUBHBIX HH(POPMALMOHHBIX TEXHOJIO-
THii B 5KOHOMHKH. T'OCYJIAPCTBEHHYIO MONHUTHKY B chepe JOKYMEHTO060POTa, SIEKTPOHHBIX JOKYMEHTOB
¥ SJEKTPOHHOTO JOKYMEHTOO60POTa, COBPEMEHHYIO HOPMATHBHO-METOAMYECKAs 6a3a OpraHM3alii pa-
GOTHI C TOKYMEHTAMH B Op-TaHM3AIMH; COBPEMEHHBIC TPEOOBAHMS K OPraHM3aLMH, IPABHIA U HOPMBI
paboThI ¢ ):LOKyMeHTaMI/I;~ 00I1I1e IPUHIUIBI TOCTPOSHUS M CTPYKTYPY CHCTEMBI JIEKTPOHHOTO IOKYMEH-
T006OPOTA; OPraHM3AIMIO ASSTEIBHOCTH APXUBHBIX CITYHKO.

- yMeTb~ rpaMOTHO pa3padaThiBaTh YIPABICHUECKUE JOKYMEHTHI, UCTIOIb3YEMbIC B AEATEIbHO-
CTHU HpeZ[HpI/ISITI/II;'I;N COCTaBJIAITHh ACJIOBBIC ITMChbMaA AJIA CBO6OZ[HOFO H PaBHOIIPABHOI'0 NMCbMCHHOT'O 06me-
HUSI C PA3INYHBIMU KOPPECTIOHACHTAMH HPEANPUATHI; HCIONB30BaTh B CBOCH MPOMECCHOHANBHOM J1es-
TCJIIBHOCTH MPUKIIAAHBIC ITPOTrpaMMHBIC CPEA-CTBA U CPCACTBA OpFTeXHI/IKI/I.N HUCITIOJIB30BaTh BO3MOXKXHOCTHU
0GIIEro 1 IEeKTPOHHOrO JOKYMEHTOOGOpOTa Jisi MPUHATHS yIPABICHUYSCKHX PElICHMIL. HCIOIb30BaTh
WH(POPMAITMOHHBIE CUCTEMbI U HH(OPMAITMOHHOE COMTPOBOXK/ICHUE B MPOPEC-CHOHATHHON ACSITETLHOCTH

—  BJIAJIeTh - HABBIKAMH COCTABJICHUS U 0POPMIICHHUSI JOKYMEHTOB B cepe npodeccHoHanbHOM
JesI-TEJIbHOCTH, METOJIaMH U CPEICTBaMH MOIyUeHUs], XpaHEeHHUs, 00pabOTKH MHPOPMAIUH, - HABBIKAMH
UCTIOJIb30BaHMsI KOMITBIOTEPHOW TEXHHUKH, TPOTPAMMHO- WH(POPMAITMOHHBIX CUCTEM, KOMIIBIOTEPHBIX Ce-
TEeH; - HAaBBIKAMH HCIIOJIb30BaHUs JIEKTPOHHBIX CIIOCOO00B oOMeHa mH(popmanuel u cpeicTB ux obecrie-
YEHUSs1, IPUMCHSEMBIX B SKOHOMUKH

4. O0beM IMCHUIIMHBI U BUAbI y4eOHOI padoThl
OO0m1ast TpyI0€MKOCTh AUCIUIUIMHBI cOCTaBIsIeT 6.0 3aU€THBIX €IMHUIIBI U TIPEJICTaBICHA B TA0JIN -
ne 4.1.
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Tabmuma 4.1 — TpyA0eMKOCTh TUCITUILTAHBI

Bunbl yueOHO fesITeIbHOCTH Bcero uacos CemecTpsl
6 cemecTtp 7 cemecTp

AynuTopHbI€ 3aHATHUSA (BCETO) 34 18 16
Jlexknuu 16 8 8
[IpakTuyeckue 3aHATUS 18 10 8
CamocTosiTenbHas paboTa (Bcero) 173 54 119
IIpopaboTKa JEeKIMOHHOTO MaTepuaa 108 24 84
[ToaroroBka K MpakTUYECKUM 3aHATHUSAM, 47 30 17
ceMHUHapam

BrImotHeHHE KOHTPOJIBLHBIX padoT 18 18
Bcero (0e3 ax3aMeHa) 207 72 135
IToaroroBka 1 caya sK3amMeHa 9 9
OO6miast Tpy1I0€MKOCTh 4 216 72 144
3avetHbie EnuHUIBI 6.0 2.0 4.0

5. Conepxxanue QMCUMILITHHBI

5.1. Pa3gennl AMCHUILIMHBI M BUALI 3AaHATHNA
Pazniensl TUCIUIUTMHEI ¥ BUBI 3aHATUN PUBEICHBI B Ta0muiie 5.1.
Tab6muma 5.1 — Pa3gensl AUCHUIUIMHEL U BUABI 3aHSITHH

2]
2 3
-
iz o, = 0
5 5 2 E 2 E
= o cm“ o 2 E =
= g | 2% 5.5
HazBanus pa3nenoB TuCHIUATITHHBL % & 5 o 2 2 &
= 5 = s 2 &
= e} Q 8 8—1 =
= N M e g
= Z
@)
6 cemecTp
1 Ilpenmer, conepxanue u 3aaaum Kypcea. [1o- 2 2 18 22 TIK-8
HATHE TOKyMeHTa. CBOMCTBA JOKYMEHTA.
Knaccudukaius 10KyMeHTOB.
2 CrpykTypa 1okymeHTa. TpeboBaHUs K 2 4 18 24 |IIK-8
0(OPMIIEHHUIO TOKYMEHTOB.
3 Cucremsbl nokymentanuu. OdopmiieHne 4 4 18 26 I1K-8
YIPABJICHUECKUX IOKYMEHTOB.
Hroro 3a cemectp 8 10 54 72
7 cemecTp
4 Opranuzarus paboTsl ¢ JoKymMmeHTamu. Ho- 2 0 40 42 ITK-8
MEHKJIaTypa JeJl, METO/IMKA €€ COCTABIICHUS U
NPUMEHEHUS B IPAKTHUUECKOM e TEIbHOCTH.
5 ®opMupoBaHKE U TEKYIIEE XPAaHEHUE JIETT. 3 0 40 43 I1K-8
[Toa-roroBka fen k nepegade U NOPsI0K
nepeauy Aei B apXuB AJIs JalbHEHIIIEero Xpa-
HEHUS
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6 Opranuzanus paboThl ¢ JOKYMEHTHPOBAH- 3 8
HOW MH(OpMAIHel OrpaHUuIeHHOTO JI0CTYIa
CucTteMbl 3IEKTPOHHOTO TOKYMEHTO000pOoTa

39

50

IIK-8

Hroro 3a cemectp

8 119

135

Hroro

16 18 173

207

5.2. Conep:xanue pa3aesioB AMCUMIIMHBI (110 JEKIHSIM)

ConeprkaHue pa3ienaoB TUCIUILINH (TI0 JIEKIMSIM) IPUBEACHO B Tabmuiie 5.2.

Tabmuma 5.2 - ConeprkaHue pa3ieoB JUCIUILUIMH (TI0 JICKITUSIM)

HazBanus pa3acioB

Copeprkanue pa3JesioB TUCHUILTAHBI IO
JIEKLUAM

TpynoeMKoCTb,
q
dopmupyembie

KOMIIETCHIIN

6 cemecTp

1 TIpeamer, coaeprxaHue u 3a/1a4u
Kkypca. [TonsTue nokymeHra.
CBoiicTBa TOKyMEHTA.
Knaccudukarus 10KyMeHTOB.

[lonsTHe, nenu u 3aa4u U3y4aeMou Juc-
uuIuiMHbL. [lenonpoussoactso. Pazsutue
U CTaHOBJIEHHE JIEN0Npon3BocTBa B Poc-
CuU. 3HAYEHUE U MECTO TOKYMEHTOB B
cucrteMme ynpasieHusllonaTne nokymeH-
ta. OyHkuuu J0KyMeHTOB. CriocoOsl J10-
KyMEHTHpOBaHMsl. MaTepualbHbIE HOCH-
Tenu uHdopmanuu. CBoCTBa TOKyMEH-
ta. Knaccudukanus 10KkyMeHTOB 110 pa3-
JUYHBIM Npu3HakaM. HopmaTtusHO-mIpa-
BOBas 0a3a JIOKyMEHTAllMOHHOTO o0ecTe-
YeHUsl yIpaBlieHUus] YHUPUKAIUSI U CTaH-
JapTu3anusl.

[\

IIK-8

Hroro

2 Crpykrypa nokymenta. TpeboBaHus
K 0(pOPMIICHUIO TOKYMEHTOB.

TpeGoBanus k Oankam 10KyMeHTOB. [1o-
psAnoK pa3paboTku O1aHkKoB. OOITHE TpE-
O0BaHMS K JOKYMEHTaM, U3TOTOBJISIEMbBIM
C TIOMOIIBI0 TEXHUYECKUX CPEICTB .
PexBU3UTHI OpraHu3aliMOHHO- PaCIIOps-
JTUTENbHBIX JOKYMEHTOB. OCOOEHHOCTH
oopMIiTeHUs OTIENBHBIX PEKBU3HUTOB.

[K-8

Hroro

3 CucteMbl TOKyMEHTalUH.
OdopmieHne yrnpaBieHIECKHX
JTOKYMEHTOB.

OpraHn3annoHHO-PaCTIOPSANTEIbHAS 10~
KymeHTanus. MTHpopMamoHHo-cripaBoy-
HbIE€ TOKYMEHTHI. JIOKyMEHTUpOBAaHUE Je-
ATENBHOCTH KOJJIETHAIbHBIX OPTaHOB.
Cucrema miaHoBoi fokyMeHTanuu. Cu-
cTeMa OT4eTHOH JoKkyMeHTanuu. Kamapo-
Bas IOKYMCHTaLUA. OcHOBHEBIE BH/IbI
JIOKY-MEHTOB TI0 JINYHOMY cocTaBy. Cu-
cTeMa OyXrajaTepCKOW JOKYMEHTAIIHH.

[IK-8

HUroro

Hroro 3a CEMCECTP

7 cemecTp
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4 Opranuzarus paboThI ¢
nokyMeHTamu. HoMeHknatypa nen,
METOMKA €€ COCTABIICHUS U
MPUMEHEHUS B MPAKTUUYECKON
JEeSITebHOCTH.

[ToHsATHE «TOKYMEHTOOOOPOT» U €ro pa3-
Butue. OCHOBHBIE NTpaBUJIa OpraHU3aluu
JOKYyMEHTO000pOTa B OpraHU3aluu
(yupexnenun) . Cxema IBUKEHUS U TEX-
HOJIOTHs 00pabOTKU JOKYMEHTOB. YUeT
o0beMa TOKyMeHToo0opoTa. Peructpa-
sl TOKyMeHTOB. KOHTpob ucronHeHus
nokymeHToB.Homenkiarypa nein. Bunbt
HOMEHKatTyp Jein. TpeboBaHMs K COCTaB-
JIEHUI0 HOMEHKJIATyphl. 3ar0JI0BKU U UX
COCTaBJIeHUE B HOMeHKJarype nein. [lops-
JIOK COCTAaBJICHUS U YTBEPKACHNUS HOMEH-
KJIaTypsl Aei. TpeOGoBaHUS K 3alI0JTHEHUIO
(hopMBI HOMEHKJIATYpHI Jel. YCTaHOBIIe-
HHUE CPOKOB XpaHEHHUS Jell.

HUroro

ITK-8

5 ®opMHUpOBaHUE U TEKYILEE
xpanenue nen. [lon-roroska nein k
repeaaye v NopsAaoK nepetadyu e B
apXWB IS JAIBHEHNIIETO XpaHEHUS

dopmupoBanue u opopmiienue aen. Op-
TaHW3AIUS OTIEPATHBHOTO XPaHEHHS JIeTT.
DKcnepTH3a IeHHOCTH T0KyMeHTOB. [1po-
BeJIeHUE AKCIIEPTH3bl IIeHHOCTH. OdopM-
nenue aen. OdopmiieHre 00I0XKKHU AeTa.
Cocranenne onucen. [lopsaok nepena-
YM JOKYMEHTOB Ha XpaHEHHUE B apXUB.

HUroro

I1K-8

6 Opranuzanus paboTHI C
JIOKYMEHTHPOBAaHHON WH(pOpMaIueit
orpaHuuyeHHoro gocryna CucTembl
ANIEKTPOHHOTO IOKYMEHTO000pOoTa

Opranuzanust paboTsl C JOKYMEHTaMH,
KOTOPBIE OTHECEHBI K TOCYIapPCTBEHHBIM
cekperam. Opranuszaiys paboThl ¢ JOKY-
MEHTaMH, COJICPKAIIUMU KOH(PHICHITH-
anpHy0 nHpopmanuto. [IpaBa nocryna k
KOH(UICHIIMAIBHBIM JOKYMEHTaM Opra-
Huzanun. [lpuem perucrparust KoHPH-
JICHIIMATBHBIX TOKyMeHTOB. [leuaTanue,
pa3sMHOKEHHE U PaCChUIKA JOKYMEHTOB.
['pynmupoBKka UCTIONTHEHHBIX JOKYMEHTOB
B Aena. Vcrionb30BaHNe JOKYMEHTOB, €T
Y M3JIaHUH, CHITHE C JIeN Tprda orpaHu-
YEeHUS JOCTyNa. DIEKTPOHHBIH JOKYMEH-
TOOOOPOT. DIEKTPOHHO—TIU(pOBast MOI-
nuck. MOK (PKI) — uadpactpykrypa
OTKPBITHIX KITtouel. OpraHu3aliusi CHCTeM
AJIEKTPOHHOTO TOKYMEHTO000pOTA.
OCHOBHBIE TIOHSITHSI O CUCTEMaX JJICK-
TPOHHOTO IOKyMEHT0000poTa. OCHOBHBIE
ceoiictBa COJI. OOmas kmaccudukarus
CO/I. Ilpumeps! peanuzaiii CUCTEM
AJIEKTPOHHOTO IOKYMEHTO000POTA.

HUroro

IK-8

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

No paznenoB JaHHOM NUCIMIUIAHEL, I KOTOPBIX HEOOXOIUMO
HanMeHOBaHME TUCIMILINH U3yueHue 00eCIeunBaroUX U 00eCeYnBaeMbIX JUCIUILTUH

1 2 3 4 5 6

[IpeamecTByromue JUCHUTIIUHBI

1 Uudopmaruka +

2 Pabota ¢ nH(pOpMaMOHHO-IIPABOBBI-
MH CHCTEMaMH

3 Cratuctuka + + + +

5.4. CooTBeTCTBHE KOMIIETEHIMI, (POPMHUPYEMBbIX PU U3YUYEHUH TMCUMILIUHbI, 1 BUAOB 3aHATHI
CootBeTcTBHE KOMIETEHLUH, (HOPMUPYEMBIX MpPHU H3YyYECHUM AUCLUUIUIMHBI, W BHUJIOB 3aHATUN
MpEeJICTaBICHO B Tabmwmie 5.4
Tabmuma 5.4 — CooTBETCTBHE KOMIIETEHIIUNA ¥ BUJIOB 3aHATHN, POPMUPYEMBIX TIPH U3YICHHUH JTUCITUTIIIH -
HBI

Bunnl zanstui

= g
= )
z z S
= st o
:f < =
o 0 <
) = o s

5 = = 2 @DOpMBI KOHTPOJIA
E = 5 S
g = 2 =
7 = S
= I
2 3
< )
o =
= <
@)

I1K-8 + + + KonTtpoinbHnasg padorta, Dx3aMeH,
|y p
[IpoBepka KOHTPOJIBHBIX PadoOT,
Onpoc Ha 3anarusx, Tect
6. UnTepakTHBHBIE MeTOAbI U GOPMBI OPraHU3aANUH 00yYeHUs1
He npenycmorpeno PVYII
7. JJaGopaTtopHbie padoThI
He npenycmorpeno PVYII

8. [IpakTHyeckue 3aHATHS (CEMUHAPBHI)
HaumeHoBaHMe MpaKTUYECKUX 3aHATUH (CEMUHApOB) MpuBeeHO B Tabnuie 8.1.
Tabmuia 8. 1 — HaumeHoBaHME MPAKTUYECKHUX 3aHATHH (CEMUHApPOB)

5 ]
2 z E
: | i
HanmeHnoBaHMe NpaKTUUECKUX 3aHATUN < > O
Ha3zsanus pa3nenos = = = 5
(cemuHapoB) 2 s 2
S g =
a e g
= S
6 cemecTp
1 TIpeamer, conepkanue M 3a1a4n Crannmaptuzanus ohOpMIICHHs OpTaHU3a- 2 ITK-8
kypca. [lonarue nokymeHTa. LIUOHHO-PACTIOPSIIUTENBHBIX IOKYMEHTOB
CBoiicTBa TOKyMEHTA. Co3niaHne 3MeKTPOHHBIX IOKYMEHTOB
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Knaccudukanus 10KyMeHTOB. Utoro
2 Ctpykrypa nqokymenta. TpeboBanust | OpraHu3aliioHHBIE TOKYMEHTHI, UX CO- IK-8
K 0(pOpPMIIEHHIO JOKYMEHTOB. CTaBJICHHE U 0(hOpMIICHUE

Hroro
3 CucTeMbl TOKyMEHTaLUH. CocraB u co31aHuE paciopsAaUTEIbHBIX IIK-8
Odopmienue ynpaBieHUECKUX nokymeHToB.MH(opMalmoHHo-crpaBoy-
JIOKYMEHTOB. HbI€ JOKYMEHTBI, UX COCTABJICHUE U

odopmiieHne

Hroro
Hroro 3a cemectp 10

7 cemecTp
6 Opranuzanust paboTsI ¢ Cucrembl aBTOMATU3AIMH TOKYMEHTOO- 8 [IK-8
JOKYMEHTHpOBaHHOU nHpopMmanueit |6oporta PaboTa B cucteme 31€KTpOHHOTO
orpaHuueHHoro gocryna Cucremsl JIOKyMEHTO00OpoTa
KTPOHHOTO IOKYMEHT T

IEKTPOHHOI'O JOKYMEHTO000pOTa Wroro 8
Hroro 3a cemectp 8
Hroro 18

9. CamocTrosiTe1bHasi padoTa
Bunasl camocTosiTenbHO paboThl, TPYAIOEMKOCTh U (hOpMUpPYEMble KOMIIETCHIIUU MTPEICTABICHHI B
tabmune 9.1.
Tabmuia 9.1 - Buasl caMocTosTETbHOM paboThl, TPYIOEMKOCTh U (POpPMUpPYEMbIe KOMIIETCHLIUU

- o]
: el
3 = =
o o o T
Bunpl camocTosTenbHON > 0
HazBanus pa3nenos Z 7 = ®opMBI KOHTPOJIS
padoThI 4 s 2
S a8 =
[y e 2
= S
6 cemecTp
1 IIpenmer, conepxanue u | [lonroroBka k npakruye- 10 |IIK-8 Ompoc Ha 3aHATHAX, JK3a-
3aaun Kypca. [loHsiTue | CKMM 3aHATHSM, CEMHHA- MEH
nokymeHTa. CBOMCTBa pam
KyMEHTA.
?(0 yMe [IpopaboTka JIeKIIMOHHOTO 8
uUKaIHS
naccuguxan Marepuaia
JIOKYMEHTOB.
Hroro 18
2 Crpyktypa nokymeHnTa. |lloaroroBka k mpaxktuue- 10 |IIK-8 Omnpoc Ha 3aHATHAX, DK3a-
TpeGoBanus CKHUM 3aHSTUSAM, CEMUHA- MEH
o opMIIEHUTO pam
AOKYMCHTOB. [TpopaboTka JIEKITMOHHOTO 8
Marepuaia
Uroro 18
3 CucreMbl IToaroroBka K npaxkTuye- 10 |IIK-8 Omnpoc Ha 3aHaTHIX, Tecr,
JOKYMEHTAIHH. CKHUM 3aHSTUSAM, CEMUHA- DK3aMeH
Odopmienne pam
YHPABJICHACCKUX [IpopaboTka JIEKIIHOHHOTO 8
KYMEHTOB.
JIOKYMEHTO Marepuaia
Hroro 18

CornacoBaHa Ha noprtane Ne 19792




Hroro 3a cemectp 54
7 cemecTp
4 Opranmzarus pabotsl ¢ | [IpopaboTka JEKIIMOHHOTO 40 |TIK-8 TecT, Dk3ameH
JIOKyMEHTaMH. MaTepuaia
Homenknarypa gen, Hroro 40
METO/IKA €€ COCTaBJICHUS
Y IPUMEHEHUS B
MPaKTUYECKON
JeSATEIbHOCTH.
5 ®opmupoBaHue U [IpopaboTka JIeKIIHOHHOTO 40 |IIK-8 Tect, Dx3ameH
TEKylIee XpaHEHHUe JeJl. | Marepuala
ITox-rotoBk K
ON-TOTOBKA NEJT Htoro 40

nepeaaye v nopsaoK
repeaayun 1e B apXuB s
JabHEHIIEro XpaHeHus
6 Opranuzanus padoTel ¢ | Beimonnenne koutponbubix | 18 [TIK-8 KontponpHas padora,
JOKYMEHTHUPOBAaHHOMN pabor Omnpoc Ha 3aHsaTHIX, [Ipo-
uHpopMarlei TIOrOTORKA K IPAKTHYE- 17 f}epKa :I)(OHTPOJ'IBHLIX pabor,
OTPaHMYEHHOTO A0CTYNA | 1o saparyam, ceMuHa- ecT, DK3aMeH
Cucremsl 31EKTPOHHOTO pam
JIOKyMEHTO000pOTa

[IpopaboTka TeKIIHOHHOTO 4

Marepuaia

Hroro 39
Hroro 3a cemectp 119

IToaroroBka u caaya dK3a- 9 OK3aMeH

MEHa
Hroro 182

9.1. TeMbl KOHTPOJIBHBIX PadoT
1. TpeOoBaHus K JOKYMEHTHUPOBaHHOW MH(pOpMaLUHU. YHUPHUKAINSA JOKYMEHTOB U TEXHOJIOTUI
paboTsl ¢ fokyMeHTaMu. Opranuzanus padoTsl ¢ fokymMeHTaMu. Opranuzanus ciyx0os1 10Y u ee QpyHK-
UK. DJIEKTPOHHBIA JTOKYMEHTOOOOPOT. JIOKyMEHTOOO0POT BXOIAIMINX, UCXOAALINX U BHYTPEHHUX JOKY-
MEHTOB (TepBUYHasi 00pa-00TKa, perucTpalus, UCIIOJIHEHUE U KOHTPOIIb). CpOKU HCTIONHEHHUS TOKYMEH-
TOB.

10. KypcoBas pa6ora (IpoeKT)
He npenycmorpeno PYII

11. PeiiTuHroBas cucremMa Jjsi OEHKH yCIIeBAeMOCTH CTYI€HTOB
He npenycmoTtpeno

12. YueOHO-MeTOAUYeCKOe U MH(OPMAIIMOHHOE O00ecTiedeHHe TUCHUILINHBI

12.1. OcHoBHas1 JIMTEpaTypa

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

2. KoH¢puneHuuanbHoe EIONPOU3BOACTBO U 3AIUUIIEHHBIA 3JIEKTPOHHBIM JOKYMEHTOOOOpPOT
[Texcr] : 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 6udsmotexe TYCVYP - 15 3k3.)
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12.2. lonotHUTEILHAS JTATEPATYpPa

1. JIoKyMEHTHpOBaHHUE YIPABICHYECKON NeATEeILHOCTH : yueOHoe mocodue / XK. H. AkceHona ;
®denepanbHOE areHTCTBO MO 00pa3oBaHMIO, TOMCKHI TOCYIapCTBEHHBIN YHUBEPCUTET CHCTEM YIIpaBliie-
HUS U paanodiekTponuku, Kadenpa skonomuku. - Tomck : TMILJIO, 2006. - 119 c. : un., Tabn. - bubnm-
orp.: c. 119. (manuuue B 6ubmorexe TYCVYP - 16 3k3.)

2. JIOKyMEHTHpOBaHHWE YMPaBICHYECKOHN JIedaTenbHOCTH: YueOHoe mocooue / Axcénora XK. H. -
2009. 194 c. [DnexTpoHHbIA pecypc] - Pexum moctyma: https://edu.tusur.ru/publications/4875, nara 06-
pamenus: 17.05.2017.

12.3 YyeOHO-MeTOAUYECKHE ITIOCOOUSH

12.3.1. O0s3aTesibHbIE yUeOHO-MeTOAuYeCKH e MO0CO0Uus

1.  OOmwmii 1 AMEKTPOHHBIN JOKYMEHTO000pOT: MeToanueckoe nmocobure mo 1aboparopHbIM 3aHs -
THSM U CaMOCTOSTENbHOU paboTe s ctyaeHTtoB HampasieHuid 080200.62 «Menemxment», 080100.62
«Oxonomuka» / AxcénoBa K. H. - 2014. 40 c. [DnextpoHHbIi pecypc] - Pexum pocryma:
https://edu.tusur.ru/publications/4874, nara o6pamenus: 17.05.2017.

2. JlokyMEeHTHpOBaHWE yMPABICHUYECKOH JeATeTbHOCTH: MeToquuecKre yKa3aHus K MpakTuie-
CKHMM 3aHATHSAM U 10 caMocTosATeIbHOM padote / AkcéHoa XK. H. - 2011. 57 c. [DaexTponHbIii pecypc] -
Pexxum noctyna: https://edu.tusur.ru/publications/2389, nata obpamenus: 17.05.2017.

12.3.2 YuyeOHO-MeTOAMYeCKHe TOCOOMS 1JIsI JIMI ¢ OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbSI

Y4eOHO-MeToIMUeCKUEe MaTepHalibl Il CAaMOCTOSTENIbHOM M ayAUTOPHOM paboThl 00ydaromuxcs
U3 YMCJIa MHBAIMJOB MPEAOCTABIAIOTCSA B (hopMax, aAalTHPOBAHHBIX K OTPAHUYEHUSM UX 37I0POBbS U
BOCHPUSATHS UH(OPMAIUH.

JI1s1 1M1 ¢ HApYIIeHUSIMM 3PeHust:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMUEHHBIM HIPUPTOM.

JI1s1 M1 ¢ HApyIIeHUsIMHM CJIyXa:

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- B Ie4aTHOU hopme.

Jl1s1 JIMI ¢ HApyIIeHUSIMM ONIOPHO-ABUTaTeJILHOI0 annapara:

- B (hOpMe 3NIEKTPOHHOI'O IOKYMEHTA;

- B IIe4aTHOU hopme.

12.4. ba3pl JaHHBIX, HH(POPMALMOHHO-CIIPABOYHbIC, IOMCKOBbIE CHCTEMBbI M Tpedyemoe
NporpamMMHoe odecreyeHue

CnpaBouHO-UH(pOpMAITMOHHBIE cUcTeMBbI «KOHCYIbTaHT +», «I apaHT».

http://www.gdm.ru — Odunuanbuelii cait ['wibauu ynpasisiomux J0KyMeHTaluen

http://www.gramma.ru - KyneTypa nucsMeHHO# peun (pa3zaen « CTHIIb TOKyMEHTa )

http://dogovor.helpery.ru — Dnexrponnsiii cOopHUK «OOpa3ibl JIETIOBBIX JIOKYMEH-

AW -

TOB»

5. http://www.eos.ru — OdunuanbHbIil callT KOMIAHUU «JNEKTPOHHBIE O(PHUCHBIE CUCTEMBI»
(pa3nen «O 10KyMEHTO0O0POTEN)

6. http://www2.termika.ru/dou/enc - DHIMKIOTIE NS 1ETOMPOU3BOJCTBA

7.  http://www2.termika.ru/dou/progr/issao.html - UnpopmanmonHo-cripaBoYHast CUCTEMA apXHB-
Hoit orpac-ym (MCCAO)

13. MaTepuajibHO-TEXHHYECKOE o0ecredeHrue U CHUNINHBI
13.1. O61mue TpedoOBaHNS K MATEPHATbHO-TEXHUYECKOMY 00ecreYeHU 0 TN CHUTITHHbI

13.1.1. MaTrepuajbHO-TEXHMYECKOE O0ecrevyeHue /sl JIEKIMOHHbIX 3aHATHH
Jlis mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIIOBBIX M MHIWBUYaJIbHBIX KOHCYJIbTALUH, TE-
KYILEro KOHTPOJISI M IPOMEXKYTOUHOM aTTecTallui UCIIONIb3YeTCsl yueOHas ayIuTopusi, C KOJIMYECTBOM I10-
CaJI0YHBIX MeCT He MeHee 22-24, 000opyloBaHHAs JOCKOM M CTaHAApTHOH yueOHOo#l meOenbo. MMeroTes
HaIIAHbIE TOCOOMS B BUJIE MTPE3CHTALIMI 110 JIEKIIMOHHBIM pa3/iesiaM JTUCIHUILIHHBI.

13.1.2. MaTepuaibHO-TEXHHYECKOe Oo0ecrievyeHue 1JIsl MPAKTHYECKNX 3aHATHI
Jns mpoBeneHUs NMPAaKTHUYECKUX 3aHATUN HUCHOJb3yeTcs ydeOHas ayauTopus (KOMITbIOTEPHBIN
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KJIacc), pacrnoiiokeHHast o aapecy 634034, Tomckas obnacts, T. Tomck, yn.KpacHoapmeiickas, 1. 146, 5
stax, aym.503,505. CocraB obopynoBanus: YueOHas mebenn; Kommberorepsl kiacca He Hmwke [I9BM
INTEL Celeron D336 2.81T11. - 27 mr.; Komneiorepsr noakitoueHs! k cetu MHTEPHET u obecnieunBa-

10T JIOCTYII B AJIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTeNIbHYIO Cpely YHUBEPCUTETA.

13.1.3. MaTepuabHO-TeXHHYECKOe 00ecrieyeHue 1JIs1 CAMOCTOATEIbHOI padoThI
s camocTosTenbHON paboThl yueOHast aymuTopus (KOMIIbIOTEPHBIN KJlacc), pacloyIoKeHHas 1O
anpecy 634034, Tomckas obnacts, . Tomck, yn.Kpacnoapmeiickas, a. 146, 5 stax, ayn.503,505. Cocras
obopynoBanus: YueOHas mebens; Kommbroreps! kinacca ve Hinke [IDBM INTEL Celeron D336 2.81Tw. -
27 wr.; Komnetoreps! noaxitouens! k cetu MHTEPHET u obecnieunBatoT AOCTYN B 3JIEKTPOHHYIO HH-
(opMaLnoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

13.2. MaTepuajJibHO-TeXHUYECKOe o0ecnedeHne JUCHUIITUHBI 1JIs1 JIHI ¢ OTPAHUYEeHHbIMH
BO3MOKHOCTSIMH 3/10POBbA

OcBoenue nucuuiuivHbl unaMu ¢ OB3 ocyiecTBisieTcsl ¢ UCIONIb30BAHUEM CPEICTB 00yueHUs
00I1Iero 1 CrenuaIbHOTO Ha3HAYCHHMS.

[Ipu 00y4eHUH CTY/ICHTOB ¢ HAPYLIEHUAMHM CJIyXa MPEAYCMOTPEHO UCIOJIb30BAaHUE 3BYKOYCHITU-
BalOIIEH amnmaparypbl, MYJIbTUMEIUWHBIX CPEACTB U APYIHMX TEXHUYECKUX CPEICTB MpUeMa/mepenadn
yueOHOM MHpOopMaLMK B TOCTYIHBIX (pOpMax JUisl CTYAEHTOB C HapYIICHUSMHU ClIyXa, MOOUILHOU cHCTe-
MBI OOY4YeHHUsI JAJIs1 CTYJCHTOB C MHBAJIUIHOCTHIO, MOPTATUBHOW MHIYKIIMOHHON CUCTEMbl. YueOHas ayau-
TOpHUsI, B KOTOPOH 00y4arOTCsl CTYACHTHI C HApYIIEHUEM CIIyXa, 000pyIOBaHA KOMITBIOTEPHOU TEXHUKOM,
ayMOTEXHUKOW, BUACOTEXHUKON, SJIEKTPOHHON JOCKOH, MYJIbTUMEUIMHON CUCTEMOM.

[Ipu oOyueHnn CTYICHTOB ¢ HAPYLIEHUSIMH 3PEHUSIMU MIPEIYCMOTPEHO MCTIOIL30BAaHUE B JICKITU-
OHHBIX M y4€OHBIX ayIUTOPHSIX BO3MOXHOCTH MPOCMOTPA YIAJICHHBIX OOBEKTOB (HampuMep, TEKCTa Ha
JIOCKE WJIM CJIaii/la Ha DKpaHe) MpH MOMOIIU BUICOYBEIUYUTENCH 7151 yIAJICHHOTO ITPOCMOTpa.

[Tpu 0O0y4eHHUU CTYICHTOB ¢ HAPYUIEHUSIMH ONOPHO-ABUraTeIbHOI0 ANNAPATA UCIOIb3YIOTCS
aJbTepHATUBHBIE YCTPOMCTBA BBOJA MH(OpPMAIMK U JIPyrue TEXHUYECKUE CPEICTBA IMpHEMa/TIepeaadn
yaeOHOM MH(pOpMaUU B JOCTYIMHBIX (opMax Al CTYICHTOB C HApPYUICHHSIMH OMOPHO-IBUTATEIHHOTO
arnmapara, MOOWJIHHOM CUCTEMBbI 0OYUEHHUS IS JIFO/IeH ¢ MHBAJTUIHOCTBIO.

14. ®oH OLIEHOYHBIX CPEICTB

14.1. OcHoBHBbIE TPeOOBaHMA K (JOHIY OLIEHOYHBIX CPEICTB U METOANYECKHE PeKOMEH1alluu
q)OH}I OLCHOYHBIX CPCACTB U THUIIOBBIC KOHTPOJBHBIC 3adaHWsA, UCIIOJIB3YEMEBIC 11 OLICHKU C(l)Op-
MHPOBAaHHOCTH U OCBOCHMS 3aKPEIUIEHHBIX 32 JUCUMILIMHON KOMMETEHIUN MpU MPOBEACHUU TEKYUIEH,
MIPOMEKYTOYHOM aTTECTAIUH 110 AUCITUTUIMHE MPUBEICH B MMPUIIOKEHUH K pabodeil mporpaMme.

14.2 TpeOoBanus K (POHIY OLEHOYHBIX CPEACTB JJIsl JIUI[ ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMU
310POBbA
J171st CTyA€HTOB C MHBAJTMAHOCTHIO MPETYCMOTPEHBI AOMOTHUTENbHbIE OLIEHOYHBIE CPECTBA, Mepe-
YeHb KOTOPBIX yKa3aH B TabnuIe.

Taboauua 14 — JlonoJHUTEIbHbIE CPEACTBA OLICHUBAHUS /IJIsl CTYA€HTOB ¢ HHBAJWJIHOCTHIO

BI/I,Z[H JOITOJTHUTCIBHBIX OLICHOYHBIX cI)OprI KOHTPOJIA U OICHKHU

Kareropuu ctyneHToB
CPEJICTB pe3ynbTaToB 00y4eHuUs

TecTbl, MUCEMEHHBIE CAMOCTOSITEIIEHBIC
paboThI, BOTIPOCHI K 3a4eTy,
KOHTPOJIbHBIE pabOTHI

C napyueHusmMu
ciyxa

[IpenMy11ieCTBEHHO MMCHMEHHAs
IIPOBEpKa

C napymenusmu | CobecennoBaHue 1o BoIpocam K 3aueTy, | IIpenmyiiecTBeHHO yCTHasi MpoBepKa

3peHus OIIpOC MO0 TEPMUHAM (MHAMBHYaTbHO)
C napyueHusmMu Perienue qucTaHIIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIE | [IperMMyIecTBEeHHO AUCTAaHIIMOHHBIMU
JIBUTATEJILHOTO CaMOCTOSITeNIbHbIE PabOThI, BOIIPOCHI K METOJaMH
anrmapara 3a4eTy
C orpannuenusiMu 1o | TecTsl, TUCbMEHHBIE CAMOCTOSITEIILHBIE [IpenmyniecTBEHHO IPOBEPKa
00IIeMeTUITTHCKIM paboThl, BOIIPOCHI K 3a4ETY, METOAAMM, UCXOJSI U3 COCTOSIHUS
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INOKa3aHUAM KOHTPOJIbHBIC pa6OTBI, YCTHBIC OTBCThBI o6yqa10meroc;1 Ha MOMCHT ITPOBCPKU

14.3 Meroauyeckue peKOMEHAAUMH 110 OLEHOYHBIM CPEICTBAM /JIsl JIML C OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbS

Hns crynenToB ¢ OB3 nmpenycmaTtpuBaeTcst 1oCTymHas (popma MpeaoCTaBICHHs 3aIaHU OTICHOY -
HBIX CPEJICTB, @ HMEHHO:

- B reyaTHou (opme;

- B IIeyaTHO! (hopMe ¢ YBEITHMUYEHHBIM IPUPTOM;

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

- METOJIOM YTEHHUS aCCUCTEHTOM 3aJlaHus BCIIYX;

- MIPeIOCTaBJICHUE 3aJJaHUs C UCIIOJIb30BAaHUEM CYpIOTIEPEBOIA.

CryneHTaM C WHBIMIAHOCTBHIO YBEJIIMYHMBAETCS BPEMs HA IMOJTOTOBKY OTBETOB Ha KOHTPOJBbHBIE
BOMNPOCHL. J[JIs1 TaKUX CTYAEHTOB MpelycMaTpUBaeTcs AOCTyNHas ¢popMa MpeaoCTaBIeHUs OTBETOB Ha 3a-
JaHWA, @ UMEHHO:

- MMCBMEHHO Ha Oymare;

- HaOOp OTBETOB HA KOMITBIOTEPE;

- HaOOp OTBETOB C UCIOJIb30BAaHUEM YCIIYT ACCUCTEHTA;

- MIPEJICTABICHUE OTBETOB YCTHO.

[Tpouienypa oreHUBaHUS PE3y/IbTATOB OOy4YEHHS] MHBAIUIOB MO AUCIHHUILTUHE MpeaycMaTpuBaeT
npenocTaBieHue nHGopMarmu B popMax, alanTHPOBAHHBIX K OTPAaHHUYCHHUSM UX 3I0POBbSI H BOCTIPUSTHS
uHbOpMaIuu:

JL1s1 ML ¢ HApYIIEHUSIMH 3PeHust:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHO! (hopMe yBETMUEHHBIM HIPUPTOM.

JLst M1 ¢ HapyLIeHUusIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU opme.

JLst M1 ¢ HapyLIeHUsIMY ONIOPHO-ABUTaTeJILHOIO annapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

[Tpu HEOOXOAMMOCTH 1711 OOYUAIOLIUXCS ¢ MHBAIUIHOCTBIO MPOLIEypa OLICHUBAHUS PE3YJIbTaTOB
00y4eHHUsT MOXKET MPOBOIUTHCS B HECKOIBKO ITAIOB.
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1. BBenenue

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

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

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

Kon

DopMyaHpOBKa KOMIIETEHLIUU

Otanbl GOpMUPOBAHUS KOMIIETEHLIUH

IIK-8

BJIaJICHUEM HaBBIKAMH JIOKYMEHTAJIbHOIO
odopMIIeHUs PELICHUI B YIIPABICHUU OIEPAIIH-
OHHOM (ITPOU3BOJACTBEHHOM) JEATEIHLHOCTH Op-
raHW3alui NPpU BHEAPEHUN TEXHOJIOTUYECKUX,
MPOAYKTOBBIX MHHOBALMWA WJIM OPraHU3aIllMOH-
HBIX U3MCHCHHI

JloIKeH 3HaTh OCHOBBI JENONPOM3BOICTBA
U 2JIEKTPOHHOTO IOKYMEHTO000pOoTa B Op-
raHU3alUsX, TPEAPH-ATHIX (YIPESIKICHU-
5IX), COCTaB ¥ XapaKTEPUCTUKY MEPCIICK-
TUBHBIX HH()OPMAIIMOHHBIX TEXHOJIOTUH B
SKOHOMHKHM. TOCYIAPCTBEHHYIO HOIUTHKY
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

Tabmuma 3 — Dransl

2 Peaun3anuss KOMIETeHIHMI

2.1 Komnerenuns I1K-8

[1K-8: BnajeHneM HaBBIKAMH JOKYMEHTAJIbHOTO O(OPMIICHHUS PELICHUH B YIpPaBIECHUU OIepary-
OHHOM (TPOM3BOJICTBEHHOM) JESATENbHOCTH OPraHU3alUi MPU BHEAPEHUHM TEXHOJIOTMYECKHUX, MPOAYKTO-
BbIX MHHOBALIUH WJIM OpPraHU3alMOHHbBIX N3MEHEHUH.

s popmupoBaHus KOMIETEHLIUH HEOOXOUMO OCYIIECTBUTH PSAJl 3TANOB. DTanbl (POPMUPOBAHUS
KOMIIETEHIIUH, IPUMEHSAEMbIE [UIsI 3TOTO BUABI 3aHATHI U MCIOJIb3yEeMbIE CPEICTBA OLCHUBAHMS IpEN-
CTaBJIeHbI B Ta0nuLe 3.
OPMHUPOBaHUs KOMIIETEHIIMM U UCIIOJIb3YEMBIE CPEACTBA OLICHUBAHHUS

Cocrasn

3HaTh

YMmeTb

Baanern

CopepxaHue 3Ta-
II0B

OCHOBBI JICTIOTIPOH3-
BOJICTBA U 3JIEKTPOHHOTO
JIOKYMEHT0000pOoTa B Op-
TaHU3aLUAX, TPEANPH-
aTusX (yUpexIeHusIX), Co-
CTaB U XapaKTEPUCTUKY
MEPCIEKTUBHBIX UHPOP-
MAaIMOHHBIX TEXHOJIOTHIA B
SKOHOMHKH. TOCYIap-
CTBEHHYIO MOJINTHKY B
cdepe TOKyMEeHTO0000POo-
Ta, IIEKTPOHHBIX JIOKY-
MEHTOB U JJIEKTPOHHOTO
JIOKyMEHT0060pOTa;
COBPEMEHHYIO HOpMa-
TUBHO-METOANYECKas 0a3a
opraHusaiuu paboThl ¢
JIOKyMEHTaMH B Op-TaHH-
3allii; COBPEMCHHBIC TPe-
OOBaHUs K OpraHU3alHH,
MpaBUjIa U HOPMBI pabOTHI

IpaMOTHO pa3padaTbiBaTh
YIpaBICHUYECKUE JTOKY-
MEHTBI, UCTIOJIb3yEMbIC B
JEeSATETLHOCTH TPETPHS-
THIi; COCTaBIISIT JEJIOBbIC
IMHCHMAa 11 CBOOOIHOTO 1
PaBHOMPABHOTO MUCHMEH-
HOTO OOIIEHUS C Pa3Iny-
HBIMH KOPPECTIOHICHTaMHU
TIPEIIPHUATHI; MCIIONB30-
BaTh B cBOeH mpodeccuo-
HaJILHOH JIeATEIILHOCTH
MIPUKIIATHBIE TPOTPaMM-
HBIE CPEI-CTBA U CPEICTBA
OpFTeXHI/IKI/I.N HCII0JIb30-
BaTh BO3MO>KHOCTH O0II1e-
T'O U 3JIEKTPOHHOTO JI0KY-
MEHTO000pOTa /17151 IPUHS-
TS yIPABICHYECKHUX pPe-
[LIEHUIA. MCIOIb30BATH UH-
(hOopMaIMOHHBIE CUCTEMBI

- HaBBIKAMU COCTaBJICHUS
1 0OpMIIEHUS TOKYMEH-
TOB B cpepe mpodeccuo-
HaJIbLHOM JIesI-T€JIbHOCTH,
METO/IaMH U CPEACTBAMHU
MOJTy4Y€eHUsl, XpaHEeHus, 00-
paboTku uHpOpMALUH, -
HaBbIKaMH HCII0JIb30BAHUS
KOMIIBIOTEPHON TEXHUKH,
MIpOrpaMMHO- UH(pOpMa-
LIUOHHBIX CUCTEM,
KOMIIBIOTEPHBIX CETEH; -
HaBBIKAMU HCIIOJIb30BAHUS
AJIEKTPOHHBIX CTIOCOOOB
obmeHa uH(popmaruen u
CpencTB ux obecreueHus,
MIPUMEHSIEMBIX B SKOHOMHU-
KH
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C JIOKYMEHTaMH; o6mue
TPUHIIHAIIBI TOCTPOCHUS U
CTPYKTYPY CHCTEMBI JJIEK-
TPOHHOT'O JOKYMEHTO000-
pOTa; OPraHM3aLMIO Jes-
TEJIbHOCTH apXMBHBIX

CITy X0

¥ UHPOPMAIIMOHHOE CO-

MIPOBOXKJIEHUE B Mpodec-
CHOHAJIbHOM JeSTeIbHO-
CTH

Bunwl 3ansatui

* IIpakTnueckue 3ans-
TS,

e Jleknum;

* CamocTosTenbHas pa-
ooTa;

* IIpakTnueckue 3aHs-
THUS;

o Jlexnmuy;

* CamocTosiTenbHas pa-
ooTa;

* CamocTrodTenbHas pa-
0oTa;

Hcnosnb3yembie
CpeICTBa OLCHUBA-
HUS

* KoutponsHas pabora;
* Omnpoc Ha 3aHATHUSAX;
e Tecr;

e DK3aMeH;

» KonrponbHas pabora;
* Omnpoc Ha 3aHATHUSIX;
* TecT;

* DK3aMeH;

e DK3aMCH;

q)OpMYJ'II/IpOBKa IoKa3arene u KPpUTCPUCB OLICHUBAHUA JaHHOM KOMIIETCHIINH IpUBCJACHA B Ta-

ommre 4.
Tabmuua 4 — Iloka3arenu U KpUTEpHUH OIICHUBAHMS KOMIIETEHIIMU Ha dTanax

Cocrasn 3HaTH YmeTrs Bnaners
OTIU4HO * TpaMOTHO pa3pabarel- | * CBOOOJIHO BIaJIEET Ha-

(BBICOKUI YPOBEHbD)

* TpaBUJIa U HOPMBI pa-
GOTBI C JOKYMEHTAMH,
COCTaB U XapaKTEPUCTH-
Ky MEPCIICKTUBHBIX UH-
(hOpMaIMOHHBIX TEXHO-
JIOTUH B C-)KOHOMI/IKI/IT ro-
Cy/IapCTBEHHYIO TIOJIUTH-
Ky B chepe JOKYMEHTOO-
00poTa, FIMEKTPOHHBIX
JIOKYMEHTOB U DJICK-
TPOHHOTO IOKYMEHTOO-
O00opoTa; COBPEMEHHYIO
HOPMAaTHBHO-METO JHYE-
cKkas 6a3a opraHu3anuu
paboThI C IOKyMEHTAMHU B
OpraHu3aIfy; COBpE-
MEHHBIE TPeOOBaHUS K
OpraHu3aIy, 00Ire
NPUHIHAIIEI TIOCTPOCHUS U
CTPYKTYPY CHUCTEMBI
BJIEKTPOHHOTO IOKYMEH-
TO0OOpOTa; OpraHu3a-
MO JISSITEITLHOCTH ap-
XHUBHBIX CITYXO0;

BaTh YIPaBICHYECKHUE JIO-
KYMEHTBI, HCTIOJIb3yeMbIe
B JICSITENILHOCTH TIPEJI-
MIPUATHH, ICHO POPMYITH-
poBaTh COOCTBEHHYIO T10-
3UIMIO 10 BaKHEHUIITNM
JTUCKYCCHUOHHBIM BOTIPO-
caM TeOpHH yIpaBJICHU-
S.UCTIONIb30BaTh HH(pOP-
MAaIMOHHbIE CUCTEMBI U
UH(POPMALMOHHOE CO-
MIPOBOXKACHHUE B TIpodec-
CHOHAJIBHOM JI€SITENBHO-
CTH;

BBIKAMHU pabOTHI Ha ep-
COHAJIbHOM KOMITBIOTEPE
JUIS IOATOTOBKH DJICK-
TPOHHBIX JOKYMEHTOB,
METOJIaMHU U CPEICTBAMU
MOJTYYEHHUSI, XPAHCHUS,
00paboTku HHpOpMAITHIH,
CIoco0OeH OlLleHUBATh B3a-
MMOJIENCTBUE OpraHu3a-
WA U OpraHoOB rocyaap-
CTBEHHOT'O U MYHHIIU-
MaJIbHOTO YIIPABJICHUS B
o0racTu JOKyMEeHTO000-
poTa. MeToaamMu MpHUHS-
TUS OpPraHU3aIMOHHO-
YIPaBJICHUYECKHUX pelie-
HU B IpOoeCcCHOHAIIb-
HOM JeATEIbHOCTHU Opra-
HHU3aIui, HaBBIKAMHU J10-
KyMEHTaJIbHOTO 0(hopMm-
JICHUS PEILICHUN B YIIpaB-
JIEHUM OTEePAIMOHHOMN
(Ipon3BOACTBEHHOM) Ae-
ATEIBHOCTU OPTaHU3ANI
MpU BHEAPEHUH TEXHOJIO-
TUYECKHUX, TPOTYKTOBBIX
VHHOBALM UK OPTaHU-
3aIIMOHHBIX N3MEHCHUII;

Xoporto (6a30BbIH
YPOBEHbB)

¢ HMCCT IPEACTABIICHUC
O OCHOBHBIC ITOHATHA

* yMEET KOPPEKTHO BBI-
paxaTb U apryMEHTHPO-

* KOMIIETEHTEH B pa3-
JUYHBIX CUTYAIUsX;

CornacoBaHa Ha noprtane Ne 19792

16



COBPEMEHHBIX YKOHOMH-
YeCKHX MH(pOpMAIOH-
HBIX CUCTEM, TCHICHIIUSX
WX Pa3BUTHSA, a TAKKE UX
KOHKPETHBIX pean3alu-
SIX METOJIBI M CPEJICTBA
00paboTKH IKOHOMHUYE-
CKHX JIAHHBIX;

BaHHO 0OOCHOBBIBATh IO-
JIO’KEHUS IIPEAMETHON
00J1acTH 3HaHUS;

raHu3amnusx,;

YIOBIETBOPUTENBH | * OCHOBBI IE€JIONPOU3- * yMEECT NPEACTABIIATh * BJIaJEET IIOBEPXHOCT-
0 (IIOpOTroBBIH BOJICTBA U 3JIEKTPOHHOTO | PEe3yJbTaThl CBOCH pabo- | HBIMM HaBBIKAMU PaOOTHI
YPOBEHb) JIOKYMEHTO000pOTa B Op- | ThI; C KOMITBIOTEPHBIMHU CETS-

MH, IIOUCKOBBIMHU CUCTEC-

MaMH, CrIocoOeH Kop-
PEKTHO IIPOBECTH aHAIIU3
MIPEIOCTABICHHON JIOKY-
MEHTAalIUH;

3 TunoBble KOHTPOJILHBIE 3a1aHUS
Jis peanuzanuy BbILIENEPEYUCICHHBIX 3a/1a4 00y4eHHS! UCIOJIb3YIOTCSI TUIIOBbIE KOHTPOJIbHBIE
3aJJaHUs WIM UHbIE MaTepHajIbl, HEOOXOIUMBbIE /JIsl OLEHKU 3HAHWM, yMEHU, HAaBBIKOB M (WJIM) OIBITA Je-
ATEIbHOCTH, XapaKTEPU3YIOIIUX ATanbl (OPMHUPOBaHMS KOMIETEHIMH B Mpoliecce OCBOEHHUs 00pa3oBa-
TEJIbHOM IPOrPaMMBl, B CIEAYIOLIEM COCTABE.

3.1 TecToBBIC 3aaHUA

1. Jlata toKyMeHTa — 3TO:
A) nara ero noAnucaHus, MPUHATUS
B) nata ero cocraBnenus
C) mara ero moanmUCcaHus, MPUHATHUS, YTBEPKICHUS, COCTABICHHS, JaTa COOBITHS
— D) nara coObITHs
— 2. JlokyMeHT, (pUKCHPYIOIMUNA X0l 00CYKICHUS BOMPOCOB U MPHUHITHUS PEIICHUN Ha cOOpaHu-
SIX, 3aCEJIAHUAX, COBEIIAHUIX U T.IL.:
— A) oObsSCHUTENbHAS 3aMHCKa
— B) noknagnas 3anmcka
— C)akr
— D) npotokon
— 3. Ecnu pacniopsautenpbHasi 4acTh TEKCTa HAYMHACTCS CIIOBAMH “‘00sI3BIBAI0’’, TO ATO
— A) npukas
— B) 3asBnenue
— () pacriopspkeHue
— D) ykazanue

3.2 Tembl OIPOCOB HA 3aHATHSAX

— Cranmapruzanys oGpoOpMIICHHS OPraHU3AlMOHHO-PACIOPAIUTENBHBIX ToKyMeHTOB Co3naHne
AIIEKTPOHHBIX JIOKYMEHTOB

— Oprasu3annoHHbIe JOKYMEHTHI, X COCTaBJIeHUE U ohopMiieHne

— CocraB u co3qaHne pacropsANTEIbHBIX JOKYMEeHTOB. MIH()OpMaMOHHO-CIIpaBOYHBIE JOKYMEH-
THI, UX COCTaBJICHHE U 0popMIICHHE

— Pabora ¢ kaapoBoii JOKyMeHTaIMeH

— Opranmzanus paboTsl C JOKyMEHTaMH. XpaHEeHUE J0-KyMEHTOB

— CucteMbl aBTOMaTU3alUN JOKYMEHT0000poTa PaboTa B cuctemMe 3JIeKTPOHHOTO JTOKYMEHTOO-
6opota

3.3 TeMmbl KOHTPOJILHBIX padoT
— TpebOoBanust K TOKYMEHTHPOBAHHOW MH(MOpMALUH. YHUPHUKAHS JOKYMEHTOB M TEXHOJOTHI
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paboTel ¢ okymeHTaMu. Opranuzanusi padoTsl ¢ fokyMeHTaMu. Opranuzanus ciyxos1 IOV u ee pyHk-
UK. DIEKTPOHHBIN JOKyMEHTO000pOT. JIOKyMEHTOOOOPOT BXOJSIINX, UCXOAAIINX U BHYTPEHHUX JIOKY-
MEHTOB (TIepBUYHasi 00pa-00TKa, perucTpanus, UCIIOJHEHNUE U KOHTPOJIb). CPOKH UCTIONHEHHS JOKYMEH-
TOB.

3.4 TeMmbl KOHTPOJILHBIX padoT
— TpeGoBaHus K JOKYMEHTUPOBaHHON MHGpOpMaLuu. YHU(PHUKALUSA JTOKYMEHTOB U TEXHOJIOTUM
paboTsl ¢ fokyMeHTaMu. Opranuzanus padboTsl ¢ fokymeHTaMu. Opranuzanus ciyxos1 10Y u ee PpyHK-
UK. DJIEKTPOHHBIA TOKYMEHTOOOOPOT. JJOKyMEHTOOO0POT BXOIAIINX, UCXOAALUIMX U BHYTPEHHUX TOKY-
MEHTOB (TIepBUYHAs 00pabOTKa, perucTpanus, UCTIOTHEHUE M KOHTPOJIb). CPOKH MCIIOJIHEHHS TOKYMEH-
TOB.

3.5 Dk3aMeHALMOHHBbIE BONPOCHI

— 1. OcHOBHBIC TIOHSTHS U OTPEACICHUS ICTONPOU3BOACTBA. JIOKYMEHT U JJOKYMEHTOOOOPOT.

— 2. Ponbs noxkyMeHTOB B 001mecTBe. DyHKIIMN TOKYMEHTOB.

— 3. TpeGoBanus K JOKYMEHTHUPOBAaHHON WHGOpMaAIK. YHUDUKAIHS TOKYMEHTOB ¥ TEXHOJIOTUI
paboThI ¢ JOKYMEHTAMH.

— 4. KOpuanueckas cuna qokyMeHTOB. ObecriedeHrne IOpUANYECKOM CHIIbI JTOKYMEHTOB Ha Oy-
MaKHOM U MAILIMHHOM HOCHTEJISX.

— 5. Kiaccudukanuu 10KyMEHTOB, HCIIOJIb3yEMbI€ B IPAKTUKE JI€IONPOU3BOACTBA.

— 6. HopmatuBHO-MeTonnyeckasi 0a3a 1eionpou3BoAcTBa. HopMaTuBHbIE MPaBOBBIE aKThl, TOCY-
JApCTBEHHBIE CTAHAAPTHI, KIACCU(PUKATOPHI U IPYTHEe HOPMATHUBHBIC JOKYMEHTHI.

— 7. Yaudunuposanueie cuctembl nokymeHtaruu (YCI). Onpenenenue u HasHaueHue Y CJI.
ITpumeprr YCII.

— 8. Cucrema opranuzaiimoHHO-pactopsauteasHoi jokymentanuu (OP/I).

— 9. CocraBnenue 1 oQopMIIeHHE OpPTraHU3aALNOHHO-PACTIOPATUTENbHBIX TOKYMEHTOB. Busl 1o-
KYMEHTOB. Jloruueckasi CTpyKTypa TeKCTa JOKYMEHTOB.

— 10. CocraBnenue u opopmieHre HHHOPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB. BUIbI TOKYyMEH-
ToB. Jloruueckas CTpykTypa TEKCTa JIOKyMEHTOB

— 11. ®opMupoBaHue U TEKYIIEE XPaHEHUE /1€

— 12. Opranuzanus padoTel ¢ fokyMeHTamu. Opranuzanus ciyx0sl JIOY u ee pyHKImm.

— 13. JIokyMeHTOO0OpOT BXOAALINX, UCXOSAIIUX U BHYTPEHHUX JIOKYMEHTOB (MepBUYHas oOpa-
00TKa, perucTparus, UCIIOJIHEHUE U KOHTPOJIb). CPOKH NCIIOJTHEHUS IOKYMEHTOB.

— 14. Peructpanuonssie GopMbl 1 0COOEHHOCTH WX MCIIOJIb30BAHUSI.

— 15. OcobGeHHoCTH BeAeHUS JEIONPOU3BOICTBA IO 0OpAIICHUAM IPaXIaH.

— 16. Homenkmarypa men opranu3anuu. HasHadenue, mopsiiok pa3padoTku U BeneHus. Jlormue-
CKasl CTPYKTypa I0KyMEHTA.

— 17. Opranusanus paboThl ¢ JOKyMEHTUPOBAHHOW WH(OpMAIUEil OrPaHUYSHHOTO TOCTYIIA.

— 18. OcHOBHBIE periaMeHTUPOBAaHHBIE MPOLEAYPhl paObOThl C IOKYMEHTaMHU B BEIOMCTBEHHOM
apxuBe (popmupoBaHHue, 0pOpMIIEHHE U XpaHEHUE e, KCIEePTHU3a LIEHHOCTH TOKYMEHTOB, Nepeada B
apxuB).

— 19. Bunpl cucteM aBTOMaTH3aIlUU pabOTHI ¢ IOKYMEHTAMHU B UX (YHKITMOHATHHBIE BO3MOXKHO -
CTH.

— 20. DIeKTpOHHBIN JOKYMEHTOOOOPOT.

— 21. DnexTpoHHO—TIM(POBAsI MTOIIKCH.

4 Meroanuyeckne MaTepuaJibl
st oGecnieueHus mpoiecca OOydCHHsI U PEIICHUs 3a/1a4 O0yYCHHsI UCTIONB3YIOTCS CIIECTYIOIINE
MaTepUabl:
— MECTOIUYCCKUE MATEPUAIIbI, OTPEACIISIONINE MPOIEIYPhl OLICHUBAHUS 3HAHHUMA, YMEHHIA, HaBbI-
KOB U (MJIM) OTIBITA JIESTEILHOCTH, XapaKTEePU3YIOIIUX ATarbl (Op-MUPOBAHUS KOMIIETCHIIUI, COTJIACHO TI.
12 paGoueii mporpamMmel.

4.1. OcHOBHas1 JIMTEpaTypa
1. JlokyMeHTalMOHHOE OOecTeueHrne yIpaBIeHus U JAeT0npon3BoacTBO [Tekcr] : yaeOHuK ajis
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6akanaBpos / M. H. Ky3uenos. - M. : FOpaiir, 2012. - 576 c. - (bakanaBp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuuue B 6ubmmorexke TYCVYP - 26 3k3.)

2. Kon¢puneHunanbHOe OENONMPOU3BOACTBO M 3AIIUIIECHHBIA 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 6udimotexe TYCVYP - 15 3k3.)

4.2. JlonosHuTEIbHAS JIUTEpPaTypa

1. JloKkyMEHTHpOBaHHE YyNpaBICHUYECKOM AedaTenbHOCTH : yueOHoe nocobue / XK. H. Akcenosna ;
®DenepanbHOE areHTCTBO MO 00pa30BaHUIO, TOMCKHN TOCYIapCTBEHHBIN YHUBEPCUTET CHCTEM YIIpaBlie-
HUS ¥ paanosnekTpouku, Kadenpa sxonomuxku. - Tomck : TMIZLO, 2006. - 119 c. : wi., Tabn. - bubau-
orp.: ¢. 119. (manmmuue B 6ubmotexe TYCVYP - 16 3x3.)

2. JIoOKyMEHTHpOBaHHE YIPaBICHUYECKOH NesTeabHOCTH: YdyeOHoe nocodue / Axcénona XK. H. -
2009. 194 c. [DnexTponnsblit pecype] - Pexxum moctyma: https://edu.tusur.ru/publications/4875, cBoGox-
HBIH.

4.3. O6s13aTesibHbIE YUeOHO-METOAUYECKHE MOCOOHs

1. OOmwmii 1 SIEKTPOHHBIA JOKYMEHTO000pOT: MeTonnyeckoe mocodue 1o J1abopaTopHBIM 3aHs -
TUSM U CaMOCTOSATENbHOU padbote ans cryneHToB HanpasieHuil 080200.62 «Menemxkment», 080100.62
«JxoHomuka» / AxcénoBa XK. H. - 2014. 40 c. [DnekrponHwlii pecypc] - Pexum moctyma:
https://edu.tusur.ru/publications/4874, cBOOOAHBIIA.

2. JloKkyMEeHTHMpOBaHHE YNPaABICHUECKOH JAedaTeabHOCTU: MeToauueckue yKa3aHus K MpakTHde-
CKHM 3aHATHIM U TI0 camocTosiTebHoI padote / Akcénona XK. H. - 2011. 57 c. [DnexkTpoHHBIN pecypc] -
Pexxum noctyna: https://edu.tusur.ru/publications/2389, cBoOOIHBIIA.

4.4. ba3bl JaHHBIX, HHPOPMALMOHHO CIIPABOYHBIE M NOUCKOBbIE CHCTEMBbI
CrnpaBouHO-UH(pOpMAITOHHBIE cUcTeMBbl «KOHCYMbTaHT +», «I apanT».
http://www.gdm.ru — Odunuanbuerii cait [ wibauu ynpasisiomux J0KyMeHTaluen
http://www.gramma.ru - KyneTypa nucsMeHHO# peun (pa3zaen « CTHIIb TOKyMEHTa )
http://dogovor.helpery.ru — Dnexrponnsiii cOopHUK «OOpa3ibl JIETIOBBIX JIOKYMEH-

AW~

TOB»

5. http://www.eos.ru — OdunuanbHbpIil callT KOMIAHUU «JNEKTPOHHBIE O(PHUCHBIE CUCTEMBI»
(paznen «O TOKyMEHTO0O0POTEY)

6. http://www2.termika.ru/dou/enc - DHIMKIOTIE NS 1ETOMPOU3BOJCTBA

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