MUHUCTEPCTBO OBPA3OBAHUSA U HAYKHU P®D
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¢uiib): IKOHOMHUKA M YIIPaBJIeHHe HA NPeANnPUsTHH
dopma oOyueHUs: OUHaASA

@axkynbreT: P, IKOHOMHYECKHI (PaKyIbTeT

Kadenpa: menexxkmenrta, kadgeapa MeHeI:KMEeHTA

Kypc: 3

Cemectp: 6

Y4eOus1ii man Habopa 2015 rona

PaCHpC,Z[CJ]eHI/IC paGoqero BpPEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemectp Bcero Ennaunner
1 Jlexnn 36 36 JacoB
2 IIpaxTryeckue 3aHATUA 36 36 4acoB
3 Bcero aymuTopHbIX 3aHATHN 72 72 4acoB
4 W3 HUX B MHTEPAaKTUBHON (hopme 18 18 4acoB
5 CamocTosiTenbHas paboTa 108 108 4acoB
6 Bcero (06e3 sx3amena) 180 180 4acoB
7 [ToaroroBka u cpaya sK3amMeHa 36 36 4acoB
8 OO0m1as Tpy10eMKOCTh 216 216 4acoB
6.0 6.0 3.E

Dx3aMmeH: 6 cemecTp

Tomck 2017
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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 DD A. B. boromomoBa
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 qucturuinabl: Uaopmatuka, [IpaBoBenenue, Cratuctrka, YnpaBieHHE TIPOSKTaMHU.
[Tocnenyromumy TMCUUIIMHAMY ABIIAIOTCA: bU3Hec- maHupoBaHue.

3. TpeGoBanus K pe3yJibTaTaM OCBOEHMS JUCUMILIIMHbI

[Tporecc n3yueHus: AMCUUILIINHBI HAMpaBjieH Ha (JOPMUPOBAHUE CICAYIOMUX KOMITETCHIINH:

— TIK-8 BrajeHremM HaBBIKAMH JOKYMEHTAIBHOTO O(OPMIICHHUS PEIICHUN B YIIPABICHUH OTepa-
IIMOHHOH (MIPOU3BOJCTBEHHOMN) NIEATEIBHOCTU OPTaHMU3alUNA MPU BHEJPEHUU TEXHOJOTUUYECKUX, TPOAYK-
TOBBIX MHHOBALIUW WM OPraHU3alMOHHBIX U3MEHEHUH;

B pesynbraTe n3ydeHus IUCUUIIMHBI CTYIEHT JOJKEH:

—  3HATH OCHOBHI JEIIONPOU3BOJICTBA U DJIEKTPOHHOTO JTOKYMEHTOO0OpOTa B OpraHH3aIUsX,
NPEeNnpU-ATUAX (YUPEXKICHUSAX), COCTAB U XapaKTEPUCTUKY MEPCIEKTUBHBIX HUH(POPMALIMOHHBIX TEXHOJIO-
THii B 5KOHOMHUKH. rOCYAapCTBEHHYIO MOJIIMTUKY B chepe JOKYMEHTO000pOTa, IIEKTPOHHBIX TOKYMEHTOB
¥ NIEKTPOHHOTO JOKYMEHTOO60POTa; COBPEMEHHYIO HOPMATHBHO-METOIMYECKas 6a3a OpraHM3aliy pa-
OOTBI ¢ IOKyMEHTaMH B op-r:»,1H1/13auI/n/1;~ COBpEMEHHBIC TPEOOBaHUS K OpTaHHU3AINH, MPaBUIa U HOPMBI
PaBoTHI C JOKYMEHTAMHM; OOIIHE PUHIAIIE TOCTPOCHHS M CTPYKTYPY CHCTEMBI SIEKTPOHHOTO TOKYMEH-
T0060p0Ta;~ OPTaHM3AIMIO ICATETHPHOCTH aPXUBHBIX CITYXKO.

—  yMeThb TIPaMOTHO Pa3pabaThiBaTh YNPABICHUCCKHE TOKYMEHTBI, HCIIOIb3YeMbIE B ICATEIBHO-
CTH NPENPHSTHIL, COCTAaBIATH J€I0BBIC IHChMA JUIS CBOOOIHOIO ¥ PABHOIPABHOIO IMHCHMEHHOTO 001Ie -
HUSL C PA3IHIHBIMU KOPPECTIOHICHTAMHU NPEIPUATHIL; HMCIIONb30BaTh B CBOCH MPOMECCHOHATBHOM fes-
TeIBHOCTH MPHK/IAIHBIC IPOrPAMMHBIC CPE/I-CTBA M CPEICTBA OPITEXHUKH. UCIIOJIB30BaTh BO3MOKHOCTH
00IIero M JIEKTPOHHOTO JOKYMEHTOOOOPOTa AJIs MPUHATHS YIPABICHYSCKUX PEIICHUH. HCIIOIb30BaTh
MH(GOPMAIIMOHHBIE CUCTEMBI U HH(GOPMAIMOHHOE COMIPOBOXKIEHUE B MPOQPEC-CHOHATBHON AESITETbHOCTH

—  BJIAJIeTh - HABBIKAMH COCTaBIICHUS U 0(hOpMIICHHS JOKYMEHTOB B chepe mpodeccCruoHAIbHOM
Jesi-TeNTbHOCTH, METOJJaMH M CPEACTBAMU IMOJIy4eHUs, XpaHeHHs], 00paboTku uH(OpMalnK, - HABBIKAMU
WCIIOJIb30BaHUS KOMIIBIOTEPHON TEXHHUKH, MPOTPAMMHO- HHPOPMAIIMOHHBIX CUCTEM, KOMITBIOTEPHBIX Ce-
Tei; - HaBBIKAMH HCIIOJIb30BaHUs 3JIEKTPOHHBIX CIIOCOO0B 0OMeHa uH(popmalnuel U cpeacTB ux obdecrie-
YEHUS!, IPUMEHSIEMBIX B SKOHOMUKHU

4. O0beM IMCHUIIMHBI M BU/IbI y4eOHOH padoThl
OO01ast TpyI0€MKOCTb JUCHUIUINHBI cOCTaBiseT 6.0 3aUeTHBIX eIMHMIIBI U IIPECTaBIeHa B Ta0OIu -
ue 4.1.

CornacosaHa Ha noprane Ne 19798 3



Tabmuma 4.1 — TpyA0eMKOCTh TUCITUILTAHBI

Bubl yueOHOM nesTeNbHOCTH Bcero gacos CemecTpsl

6 cemecTp
AynuTopHbI€ 3aHATHUSA (BCETO) 72 72
Jlexknuu 36 36
[IpakTuyeckue 3aHATUS 36 36
W3 Hux B MHTEpaKTUBHOMN (hopme 18 18
CamocTtosiTenbHas paboTa (Bcero) 108 108
[IpopaboTka JIEKIIMOHHOTO MaTepuaia 48 48
[ToaroroBka K MpakTUUYECKUM 3aHATHUSIM, CEMUHApaM 60 60
Bcero (0e3 ax3amena) 180 180
ITonroroBka m crrada sK3amMeHa 36 36
OO61mas Tpy10eMKOCTh 4 216 216
3auetHble EauHuIb 6.0 6.0

5. Coneprxanue QTMCUMILTHHBI

5.1. Pa3znesnsl JUCHUIIMHELI 1 BUALI 3AHATHI
Pa3znenbl nMCUMIUIMHBL U BUJBI 3aHSATUN TTPUBEICHBI B Ta0uIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUN

= g
3 ¥
2 g = 2
g = 8 2 2=
= o g o QL E =
5 : ; = > 5
Ha3zBanus pa3ienoB AUCHUILTUHBI Z X 5 o 2 2 =
= 2 s | 50 2
= E 33 Ez
- g e s=
£ :
@)
6 cemecTp
1 IIpeamer, conepxanue u 3a1aun Kypcea. Ilo- 6 8 18 32 |TIK-8
HATHE foKyMeHTa. CBOICTBa JOKyMEHTA.
Krnaccudukanus 10KyMeHTOB.
2 CtpykTtypa n1okymeHTa. TpeboBaHus K 4 4 18 26 ITK-8
0 OpPMIIEHHUIO JOKYMEHTOB.
3 Cucremsl nokymeHntanuu. OpopmieHue 4 8 18 30 [IK-8
yNpaBJIEHYECKUX TOKYMEHTOB.
4 Opranuzanus paboTsl ¢ joKkyMmeHTamu. Ho- 8 4 18 30 |IIK-8
MEHKJIaTypa JieJl, METOAMKA €€ COCTABIICHUS 1
MPUMEHEHHS B IPAKTUYECKON AEATEIbHOCTH.
5 ®opMHpOBaHUE U TEKYILIEE XPaHEHHUE eIl 4 4 18 26 [IK-8
[lon-roroBka aen k nepenaye v nopsiok
nepesiauy e B apXuB IS JaJIbHEHIEero xpa-
HEHUS
6 Opranuzanus paboThl ¢ JOKYMEHTHPOBAH- 10 8 18 36 ITK-8
HOW MH(OpPMAIel OrpaHUnIeHHOTO JI0CTYIa
CucTeMsl 31€KTPOHHOTO IOKYyMEHTO000pOTa
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Hroro 3a CEMCECTP

36 36 108

180

Hroro

36 36 108

180

5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JIEKIIASIM)

CopeprkaHue pa3aesioB TUCIUTIINH (TI0 JIEKIUSIM) PUBEICHO B TabmuIie 5.2.

Tabmuua 5.2 - CogepkaHue pa3aesioB NUCIUIUIHH (TIO JICKIUSIM)

Ha3Banus paszgenos

Coneprkanue pa3aesioB TUCHUTITAHBI IO
JICKIUSIM

TpynoeMkocTsb,

q

dopmupyembie
KOMIIETEHIIUU

6 cemecTp

1 TIpeamer, conepxanue v 3a1a4n
Kypca. [lonsatue nokymeHra.
CBoiicTBa IOKYMEHTA.
Knaccugukarus 10KyMeHTOB.

[TonsiTue, nenu 1 3a1a4n U3y4yaeMou auc-
uuIuIvHbL. JlemonpounsBonactso. Pazsutue
Y CTAaHOBJICHUE JEJI0NPOU3BOACTBa B Poc-
cuu. 3HaYEHUE U MECTO JOKYMEHTOB B
cucteme ynpasieHusal [oHsITHE TOKyMEH-
ta. yHKIMU T0KyMeHTOB. CrIocoOBI 10-
KyMEHTUpOBaHUs. MaTtepualibHbIe HOCHU-
tenu nHpopmaiuu. CBOMCTBA TOKYMEH-
ta. Kitaccudukarys 10KyMeHTOB 110 pa3-
JTUYHBIM npu3HakaM. HopmatuBHo-mipa-
BOBas 0asa IOKYMEHTAIIMOHHOTO oOecTie-
YeHUsI YIpaBIeHUS YHUDHUKAIIS U CTaH-
JapTU3aIus.

(o)

Hroro

IIK-8

2 CtpykTypa AoKyMeHTa. TpeOoBaHus
K 0)OPMIICHHIO JJOKYMEHTOB.

TpeboBanus k 6maHkam A10KyMeHTOB. [lo-
psok paspabotku GaHkoB. OOmmme Tpe-
OoBaHUS K JOKYMEHTaM, U3TOTOBIISIEMbIM
C TIOMOIIIBIO0 TEXHUYECKUX CPEJICTB .
PexBU3UTHI OpraHU3alMOHHO- pacopsi-
TUTENBHBIX JOKYMEHTOB. OCOOCHHOCTH
o(hopMIIeHHUS OTJIEITBHBIX PEKBU3UTOB.

HUroro

IIK-8

3 CucteMbl TOKyMEHTaLUH.
OdopmiteHne ynpaBieHIECKUX
JTIOKYMEHTOB.

Opranu3aiioOHHO-PACIOPSIAUTENbHAS J10-
kyMmeHTanus. HpopMarmoHHo-cripaBoy-
HbIE IOKYMEHTHI. JJoKyMeHTUpOBaHUE JIe-
SITEIbHOCTH KOJIJIETHAIBHBIX OPTaHOB.
Cucrema mianoBoit fokymentanuu. Cu-
CcTeMa OTYETHOM JoKyMeHTaruu. Kaapo-
Bas IokyMeHTalus. OCHOBHBIE BUIbI
JIOKY-MEHTOB 10 JITYHOMY cocTaBy. Cu-
cTemMa OyXraiaTepcKon JOKYMEHTAIIHH.

HUroro

IK-8

4 Opraam3arwsi paboThI ¢
nokymeHTamu. HomeHkmnarypa nei,
METO/INKa €€ COCTABJICHUS U
NPUMEHCHHUS B MIPAKTHUECKON
JeSITETTbHOCTH.

[ToHsITHE «IOKYMEHTOOOOPOT» H €T0 pa3-
ButHe. OCHOBHBIC TIPAaBUJIa OPTaHU3AINH
JOKYMEHTOO00pOTa B OPraHU3aluN
(yupexnenun) . Cxema IBHKEHUS U TEX-
HoJIOTHs1 00pabOTKHU TOKYMEHTOB. YUeT
o0beMa IOKyMeHT000opoTa. Peructpa-

[K-8
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1ust JOKyMEeHTOB. KOHTPOIIb HCTIONTHEHUS
nokymeHToB.Homenkiarypa nein. Bunbt
HOMEHKJIaTyp niei1. TpeOoBaHus K COCTaB-
JIEHUI0 HOMEHKJIATyphl. 3ar0JI0BKU U UX
cocTaBlieHuE B HOMeHKJarype aen. [lops-
AOK COCTAaBJICHUSA U YTBCPKACHUS HOMCH-
KJaTypsl aen. TpeGoBaHMs K 3aTOTHEHHIO
(hopMBI HOMEHKJIATYPHI Jel. YCTaHOBIIe-
HUE CPOKOB XpaHEHUSs JIeTl.

HUroro

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

®opmupoBanue u opopmiienue aen. Op-
TaHW3AIUS OTIEPATHBHOTO XPaHEHHS JICTT.
DKcnepTH3a IeHHOCTH T0KyMeHTOB. [1po-
BeJIEHUE KCIIEPTH3bI IICHHOCTH. OdopM-
nenue aen. OdopmiieHre 00I0XKKHU AeTa.
Cocranenne onucen. [lopsaok nepena-
M JOKYMEHTOB Ha XpaHEHHUE B apXUB.

HUroro

IIK-8

6 Opranuzanust paboThI ¢
JIOKYMEHTHUPOBAaHHON WH(pOpMaIrueit
orpaHu4YeHHOro jjoctyna CucTeMbl
ANIEKTPOHHOTO IOKYMEHTO000pOoTa

Opranuzanust paboTsl C JOKYMEHTaMH,
KOTOPBIE OTHECEHBI K TOCYIapPCTBEHHBIM
cekperam. Opranuszaiys paboThl ¢ JOKY-
MEHTaMH, COJICPKAIIUMU KOHPHICHITH-
anpHyto nHpopmanuto. [IpaBa nocryna k
KOH(UICHIIMAIBHBIM JOKYMEHTaM Opra-
Huzanun. [lpuem peructparust KoHPH-
JICHIIMAIBHBIX TOKyMeHTOB. [leuaTanue,
pa3sMHOKEHHE U PAaCChUIKA JOKYMEHTOB.
['pynmupoBKka UCTIONHEHHBIX JOKYMEHTOB
B Aena. Vcronb30BaHNe JOKYMEHTOB, €T
Y M3JIaHUH, CHITHE C JIeN Tprda orpaHu-
YEeHUS JOCTyNa. DIEKTPOHHBIH JOKYMEH-
TOOOOPOT. DIEKTPOHHO-IIU(DpOBast MO~
nuck. MOK (PKI) — uadpactpykrypa
OTKPBITHIX KITtouel. OpraHu3aliusi CHCTeM
AIIEKTPOHHOTO JOKYMEHTO0000pOTA.
OCHOBHBIE TIOHSITHSI O CUCTEMaX JJICK-
TPOHHOTO IOKyMEHT0000poTa. OCHOBHBIE
ceoiictBa COJI. Obmas kmaccudukarus
CO/I. Ilpumeps! peanuzaiii CUCTEM
AJIEKTPOHHOTO IOKYMEHTO000POTA.

HUroro

10

[K-8

Hroro 3a cemectp

36

5.3. Pa3neqbl AMCUMINIMHBI M MEKIMCUMININHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)

H 00ecrneunBaeMbIMHU (l'[OC.TIeZ[leI[lI/IMI/I) AUCHHUIIVIMHAMHU

Pazmensl AUCTIUTUIMHBI M MEKIUCITUTUIMHAPHBIC CBSI3M C 00€CTICUMBAOIIMME (TIPEABIAYIIUMA) H

obecrneunBaeMbIMH (ITOCIEIYIOIMMHI) TUCIUTUTHHAMH TIPEICTaBICHBI B Tabumie 5.3.

Tabmura 5.3 - Paznensl AUCIUIUIMHBI 1 MEXIUCITUIUTMHAPHBIE CBI3H

HaumeHnoBaHue qUCHMILIMH

Ne pasnienoB JaHHOW AUCHUTLUIMHBI, I KOTOPBIX HEOOXOIUMO
U3ydeHHe 00eCTICUMBAIONIUX U 00eCTIeYNBAEMbIX JUCIIUILTHH

1 2 3 4

5

6
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[IpeamecTByrOmMME TUCITUATITUHBI

1 Undpopmaruka + + +
2 IIpaBoBeneHue +
3 CrarucTuka + + +
4 YnpaBneHue npoeKTaMu
[Tocnenyroume TUCUUIIIMHEL
1 busHec- miaHupoBaHue + +

5.4. CooTBeTCcTBHE KOMIIETEHI M, (POPMHPYEMBIX IPH U3YYEeHHUH AMCIHUILIMHbBI, 1 BU10B 3aHATHI
CooTBercTBHE KOMIETEHUUH, (HOPMUPYEMBIX MpPHU H3YyYEHUH AMCLUUIUIMHBI, W BHJIOB 3aHATUN

npeJcTaBiIeHo B Tabmuie 5.4

Tabmuua 5.4 — CooTBeTCTBHE KOMITETEHIINI U BUJOB 3aHATUH, HOPMUPYEMBIX MPU U3YUYEHUHU TUCIUILIH -

HBI
Bunnl zansatuit
= g
)
= ¥
= = <
= = o
=| ) =
ani )
) = o £
& =t = 2 @DopMBI KOHTPOJIA
E 2 5 5
e = E 2
N2 = o
= I
> 3)
< Qo
e =
= <
@
ITK-8 + + + KonTponsHas pabora, Jk3amMeH,
Omnpoc Ha 3aHsaTHX, Tect
6. UnTepakTHBHBIE MeTOAbI U GOPMBI OPraHU3aNNH 00yYeHUst
TexHONIOruM MHTEPAKTUBHOIO 00Y4EHHs IpU PasHbIX (opMax 3aHATHI B yacax MpPUBEICHBI B Ta-
ommue 6.1
Tabmuua 6.1 — TexHOJIOTHMHM UHTEPAKTUBHOTO OOYYEeHHMsI MPU pa3HbIX (popmax 3aHATHI B yacax
NHTepakTuBHBIC
Metonnt MPAKTUYECKHUE Bcero
3aHATUSA
6 cemecTp
IlouckoBbIll MeTO 8 8
Pemienune cutyaumoHHBIX 335124 10 10
Hroro 3a cemectp: 18 18
Hroro 18 18
7. JlabopaTtopHble paGoThl
He npenycmorpeno PYII

8. [IpakTHYeckue 3aHATHSA (CEMUHAPBHI)

HanmeHnoBaHme mpakTHUECKUX 3aHATHIA (CEMUHAPOB) IPUBEACHO B Tabmiie §.1.
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Tabmuua 8. 1 — HaumeHoBaHUE MPaKTUYSCKUX 3aHATHI (CEMUHAPOB)

3 z§
| i:
HanmMeHoBaHME NPAKTHYECKUX 3aHATUN = )
Ha3zBanwus pa3zesnos zF =
(cemuHapoOB) 4 s 2
= o, =
a o 2
= S}
6 cemecTp
1 TIpeamer, conepxaHue v 3a1a4n Crannaptuzanus oOpMIICHHs OpTaHHU3a- 8 I1K-8
kypca. [lonstue nokymeHra. LUOHHO-PACTIOPSIANTENIbHBIX TOKYMEH-
CBoiicTBa IOKYMEHTA. ToBCO3/1aHKE HJIEKTPOHHBIX JOKYMEHTOB
Knaccudukanus 10KyMeHTOB. Wroro
2 Ctpykrypa nokymenTa. TpeboBanus | OpraHu3alliOHHBIE TOKYMEHTBI, UX CO- 4 ITK-8
K 0()OPMIJICHHIO TOKyMEHTOB. CTaBJIeHUE U OPOpMIICHUE
Htoro 4
3 Cuctembl JOKyMEHTAIINH. CocTaB 1 co3gaHue pacrnopsiAuTEIbHBIX TIK-8
Odopmienne ynpaBIeHUIECKIX nokymeHToB.MH(DOpMaImoHHO-CTIpaBOY-
JIOKYMEHTOB. HBIE JOKYMEHTBI, UX COCTaBJIEHUE U
oopmienue
Hroro
4 Opranuzanms paboTsI ¢ Pabota ¢ xagpoBoii TOKyMeHTaIuen [K-8
nokymeHTamu. Homenknarypa nen, Wroro
METO/IMKA €€ COCTABIICHUS U
NPUMEHEHHUS B TPAKTHUECKOM
NeSTeTLHOCTH.
5 ®opMupoBaHHE U TEKYIIEE Opranu3aiys paboThI ¢ TOKYMEHTaMHU. 4 ITK-8
xpanenue nen. [loa-rotoBka aen k XpaHeHue JOKYMEHTOB
nepesiate 1 NOpAnoK Mepefaun Aen B | .o 4
apXuB JJIs1 JaJbHEHIIETr0 XpaHeHus
6 Opranuzanust paboThI ¢ Cuctembl aBTOMATU3AIMHI TOKYMEHTOO- 8 [IK-8
JTOKYMEHTHPOBaHHOHM nH(popmanueii | 6opotaPabora B cucTeme 3JeKTPOHHOTO
orpaHu4yeHHoro jfocryna CucreMbl JTOKYMEHTO000pOoTa
3NIEKTPOHHOT'0 IOKYMEHTO000pOoTa Wroro 8
Hroro 3a cemectp 36

9. CamocrosiTesqibHasi paboTa

Bunel camocTosTenbHOM paboThI, TPYAOEMKOCTh U (POPMHUpPYEMbIE KOMIIETEHIIMH IPEICTABICHbI B

Tabimie 9.1.

Tabmuia 9.1 - Bugsl caMoCTOSTETbHON pabOThI, TPYIOEMKOCTh ¥ (POPMUPYEMbIE KOMIIETCHIINU

Hazsanwns pas3acioB

Bunrel camocTosTeILHOM
paboThI

nn

TpynoeMkocTsb,
q
dopmupyembie

KOMIIETEHI]

DopMbI KOHTPOJIS

6 cemecTp

1 IIpenmer, conepxanue u
3agauu Kypca. [lonstue
nokymeHTa. CBOMCTBa

pam

HO,I[FOTOBKa K IIpaKTHU4eC-
CKHM 3aHATUAM, CCMHUHA-

[
S

IIK-8

MCH

Konrtponbnas pabora,
Omnpoc Ha 3aHATHX, JK3a-
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JIOKYMEHTA. [IpopaboTka TeKIIHOHHOTO 8
Knaccudukarus Matepuana
JTIOKYMEHTOB. Wroro 18
2 Crpykrypa nokymenTa. |IlogroroBka k mpakTtuye- 10 |IIK-8 KonrtponwHnas pabora,
TpeGoBanus CKHM 3aHATHUSM, CEMUHA- Omnpoc Ha 3aHATHAX, JK3a-
0 OopMIIEHHUTO pam MEH
AOKYMEHTOB. [IpopaboTKa JIEKIIUOHHOTO 8
Matepuaina
Uroro 18
3 Cucrembl [ToaroroBka k mpakTuue- 10 |IIK-8 Onpoc Ha 3anatusx, Tecr,
JOKYMEHTAIIUH. CKHM 3aHATUSIM, CEMUHA- DK3amMeH
Odopmiienne pam
TIPABJICHYCCKUX
YHpABJICHHCC [TpopaboTka JIEKITMOHHOTO 8
JIOKYMEHTOB. Mareprana
Hroro 18
4 Opranuzanus padotsl ¢ |I[loaroroBka Kk npaxTuye- 10 |IIK-8 KonrtponpHas pabora,
JOKyMEHTaMH. CKUM 3aHATHUSAM, CEMUHA- Omnpoc Ha 3ansaTHsX, Tecr,
Howmenkunarypa nexn, pam DK3aMeH
METOIMKA €€ COCTABNEHH. | [T 510Gy ica JIEKIMOHHOTO ]
U TIPUMEHEHUS B
PUMCHCHH? Martepuaia
MPAKTHYECKOM
JIEATEIIbHOCTH. Hroro 18
5 ®opmupoBaHue u [ToaroroBka k mpakTuue- 10 |IIK-8 KontponpHas pabdora,
TEKyIllee XpaHEHHUE JIeNl.  |CKUM 3aHATUSAM, CEMHHA- Omnpoc Ha 3ansaTHsX, Tecr,
ITon-roroBka nen pam OK3aMeH
| 4e U TOPSTIOK
Cpeatic 1 opo [TpopaboTka JIEKITMOHHOTO 8
nepeat A1 B apXUB L |\ ororyara
JTAJIbHENIIET0 XpaHEHUs
Hroro 18
6 Opranmsanus pabotsl ¢ |[lonroroBka k npaxTuye- 10 |IIK-8 KonrtponpHas pabora,
JOKYMEHTHPOBAHHOU CKUM 3aHATHUSAM, CEMUHA- Omnpoc Ha 3ansaTHsIX, Tecrt,
uHpopMaIen pam DK3aMeH
ocrpaHquHHoro AocTyna [TpopaboTka JIEKITMOHHOTO 8
UCTEMBI DJIEKTPOHHOT
CTCMBI JIICKTPOHHOTO | \rareprara
JOKyMEHTO000poTa
Hroro 18
Hroro 3a cemectp 108
[TonroroBka u ciaya sK3a- 36 DK3aMeH
MeHa
Hroro 144
10. KypcoBasi padota (mpoekr)
He mpenycmorpeno PYII

11. PeiiTuHroBasi cucTemMa JJisi OEHKH yYCIIeBAEMOCTH CTY/ICHTOB

11.1. banabHbIe OLIEHKH /Il 3JIEMEHTOB KOHTPOJIA
Tabmuna 11.1 — bayuibHBIC OIICHKH ISl 2JIEMEHTOB KOHTPOJIS

Bcero 3a
CEMECTp

MaxkcuManbHbIA
0aJut 3a mepuos

MaxkcuManbHbIN
OaJi 3a nepuos

MaxkcuManbHbIN
6amn Ha 1-y1o KT ¢

OneMeHTHI yueOHOH
NEeSITENIbHOCTH
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Havana ceMectpa | Mexay 1KT u 2KT h}igﬁ?giﬁgigg
6 cemecTp

KontponpHas pabota 5 10 15
Omnpoc Ha 3aHATHAX 10 10 20 40
Tect 5 5 5 15
Hroro makcumyM 3a nepu- 15 20 35 70
on

OK3aMeH 30
Hapacraromumm nrorom 15 35 70 100

11.2. IlepecyeT 0a/1710B B OLIEHKH 32 KOHTPOJIbHbIE TOYKH
[TepecueT OaTOB B OIIEHKH 32 KOHTPOJIGHBIC TOUKH MTPEICTaBICH B Tadmuie 11.2.
Tabmuua 11. 2 — IlepecueT 0anyioB B OLIEHKH 32 KOHTPOJIbHbBIE TOUKU

banel Ha 1aTy KOHTPOIBHON TOUKHU OreHka

> 90% ot MakcuManbHOU cyMMBbl OaioB Ha gaty KT 5

Ot 70% no 89% ot makcumasibHON cymMbl OaiioB Ha aaty KT

4
Ot 60% 110 69% oT MakcuMaabHOM CyMMBI OaiToB Ha aaty KT 3
2

< 60% oT MakcuMaIbHOU cyMMbI OauioB Ha naty KT

11.3. Ilepecyer cyMMbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLCHKY
[Tepecuer cymmMbl OaIoB B TPAAMLIMOHHYIO M MEXIYHApOIHYIO OLIEHKY NPEJICTABIEH B TaOIuLe
11.3.
Tabmuua 11. 3 —IlepecueT cymMMbl 6AJJIOB B TPAJAULIMOHHYIO U MEXTYHAPOJIHYIO OLIEHKY

Hrorosas cymma 6aiisos,

Onenka (I'OC) YUMTBHIBAET YCIEIIHO CAAHHBIN Onenka (ECTS)

HK3aMeH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (0TIIMYHO)
85 -89 B (ouenb xoporiio)

4 (xopo11o) (3a4TeHO) 75 - 84 C (xoporo)
70 - 74
65 - 69 D (ynoBneTBOpHUTENBHO)

3 (yIOBIETBOPUTENHHO) (3a4TEHO) 60 - 64 E (mocpexcreerio)
2 (HeyHOBICTBOPHTENSHO) (HE Hwxe 60 6ayioB F (Hey1oBIETBOPUTEIBHO)

3a4TEHO)

12. Y4yeOHO-MeTOANYeCKOEe 1 MH(OPMALMOHHOE O0ecreYeHre TUCHMIITIMHbI

12.1. OcHoBHas JUTEpaTypa

1. JlokyMeHTaIlmoOHHOE OOecCTieueHHe YIPaBICHUS U JCIOMPOU3BOACTBO [TekcT] : yueOHHK st
0akanaBpos / M. H. Ky3nenos. - M. : FOpaiit, 2012. - 576 c. - (bakamaBp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuuue B 6udmnorexke TYCVYP - 26 3k3.)

2. KoH(puneHnnanbHOE IEIOMPOU3BOACTBO W 3AIUIICHHBIA JJICKTPOHHBIA JOKYMEHTOOOOpOT
[Tekcr] : yueOnuk / H. H. Kynsies [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepab. u nom. - M. : Jloroc,
2013. - 500 c. : Tabm. - (HoBas yHuBepcurerckas oubnmoreka). - bubmmorp.: ¢. 490-496. - ISBN 978-5-
98704-711-8 (nannuue B 6ubmmotexke TYCYP - 15 7k3.)

12.2. lonotHUTEILHAS JTATEPATYpPa
1. JIoKyMEHTHpOBaHHUE YIPABICHYECKON NeATeIbHOCTH : 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. [DnexTponHbIi pecypc] - Pexum moctyma: https://edu.tusur.ru/publications/4875, nara 06-
pamenus: 17.05.2017.

12.3 YyeOHO-MeTOAUYECKHE ITOCOOUH

12.3.1. O0s3aTesibHbIE YUeOHO-MeTOAHuYEeCKH e MO0CO0Uus

1.  OOmwmii 1 AMEKTPOHHBIN JOKYMEHTO000pOT: MeToanueckoe mocobure mo 1aboparopHbIM 3aHs -
THSM U CaMOCTOSTENbHOU pabdoTe s ctyaeHToB 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. JloKyMEHTHpOBaHWE yMPABICHUECKOH JeATeIbHOCTA: MeToquuecKre yKa3aHus K MpaKkTuie-
CKHMM 3aHATHSAM U 10 caMocTosATeIbHOM padote / AkcéHoBa 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 JIsI JIML ¢ OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbSI

Y4eOHO-MeTOIMUEeCKUE MaTepHalibl Il CAMOCTOSTENIbHOM U ayAUTOPHOM paboThl 00ydaromuxcs
U3 YMCJIa MHBAIMJOB MPEAOCTABIAIOTCSA B (hopMax, aAalTHPOBAHHBIX K OTPAHUYEHUSAM UX 37I0POBbS H
BOCHPUSATHS UH(DOPMAIUH.

JI1s1 JIMI ¢ HApYIIeHUSIMM 3PeHust:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe yBEITMUEHHBIM HIPUPTOM.

JI1s1 M1 ¢ HApyIIeHUsIMHM CJIyXa:

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- B Ie4aTHOU hopme.

JL1s1 M1 ¢ HApYIIEHUSIMM ONIOPHO-ABUTaTe/ILHOI0 annapara:

- B (hOpMe 3NIEKTPOHHOI'O IOKYMEHTA;

- B IIe4aTHOU hopme.

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

CrnpaBouHO-UH(pOpPMAITMOHHBIE cUcTeMBI «KOHCYIbTaHT +», «I apaHT».

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

http://www.gramma.ru - KyneTypa nucsMeHHO# peun (pa3aen « CTHIIb TOKyMEHTa )

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

AW~

TOB»

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

6. http://www2.termika.ru/dou/enc - DHIMKIOTIE NS IETOTPONU3BOJCTBA

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

13. MaTepuajibHO-TEXHHYECKOE o0ecredeHrue TN CHUIINHBI
13.1. O61ue TpedOBaHNS K MATEPHAIbHO-TEXHUYECKOMY O0ecreYeHU 0 TN CIUTITHHbI

13.1.1. MaTrepuaibHO-TEXHMYECKOE O0ecrevyeHue /sl JIEKINOHHbIX 3aHATHH
Jlis mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIIOBBIX U MHIWBUYaJIbHBIX KOHCYJIbTALUH, TE-
KYILEro KOHTPOJISI M IPOMEXKYTOUYHOM aTTecTallui UCIIOJIb3YeTCsl yueOHas ayIuTopusi, C KOJIMYECTBOM I10-
CaJI0YHBIX MeCT He MeHee 22-24, 000opyloBaHHAs JOCKOM M CTaHAApTHOH yueOHOo#l meOenbio. MMeroTcs
HaIIAHbIE TOCOOMS B BUJIE MTPE3CHTALMI 110 JIEKIIMOHHBIM pa3/iesiaM JTUCIUITIHHBI.

13.1.2. MaTepuaibHO-TEXHHYECKOe Oo0ecrievyeHue 1JIsl MPAKTHYECKUX 3aHATHIl
Jns mpoBeneHUsT MPaKTHUYECKUX (CEMHHAPCKUX) 3aHATHN HCIIONB3yeTcs y4deOHas aymuTopus
(KOMIIBIOTEPHBIN KIIacc), pacmonokeHnHas no aapecy 634034, Tomckast obnactb, T. Tomck, yn.KpacHoap-
Merickas, 1. 146, 5 atax, ayn.503,505. CoctaB obopynoBanus: YueOHas MeOenb; KoMImbroTephl Kilacca He
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Huxe [I9BM INTEL Celeron D336 2.8 Tu. - 27 mit.; Komnbetoteps! nojakitoueHsl k cetu UHTEPHET u
00€CTIeUnBaOT IOCTYM B SJIEKTPOHHYIO HH(GOPMAIIMOHHO-00Pa30BaTEIbHYIO Cpely YHUBEPCUTETA.

13.1.3. MaTepuabHO-TeXHHYECKOe 00ecreyeHue 1JIs1 CAMOCTOATEIbHOI padoThI
s camocTosTeNnbHON paboThl yueOHast aymuTopus (KOMIIbIOTEPHBIN KJlacc), pacroyIoKeHHas 10
anpecy 634034, Tomckas obnacts, . Tomck, yn.Kpacnoapmeiickas, a. 146, 5 stax, ayn.503,505. Cocras
obopynoBanus: YueOHas mebens; Kommbroreps! kinacca ve Hibke [IDBM INTEL Celeron D336 2.81'Tw. -
27 wr.; Kommneroreps! noaxitouens! k cetu MHTEPHET u obecnieunBatoT AOCTYN B 3JIEKTPOHHYIO HH-
(dbopMaLnoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

13.2. MaTepuajibHO-TeXHUYECKOe oOecnedeHne JUCHUIITUHBI 1JIs1 JIHI ¢ OTPAHUYEeHHBIMH
BO3MOKHOCTSIMH 3/10POBbS

OcBoenne nucuuiuivHbl unaMu ¢ OB3 ocyiecTBiaseTcsl ¢ UCIONIb30BAHUEM CPEICTB 00ydeHUs
00I1Iero 1 CrenuaIbHOTO Ha3HAYCHHMS.

[Ipu 00y4eHUH CTY/ICHTOB ¢ HAPYLIEHUAMHM CJIyXa MPEAYCMOTPEHO UCIOJIb30BAaHUE 3BYKOYCHITU-
BalOIIEH amnmaparypbl, MyJIbTUMEIUWHBIX CPEACTB U APYIHMX TEXHUYECKUX CPEICTB MpUeMa/mepenadn
y4ueOHOM MHpOpMaLMK B TOCTYIHBIX (pOpMax JUisl CTYAEHTOB C HapYIICHUSMHU ClIyXa, MOOUILHOU cHCTe-
MBI OOY4YeHHUsI JAJIs1 CTYJCHTOB C MHBAJIUIHOCTHIO, MOPTATUBHOW MHIYKIIMOHHON CUCTEMbI. YueOHas ayau-
TOpHUsI, B KOTOPOH 00y4arOTCsl CTYACHTHI C HapYIICHUEM CiIyXa, 000pylIoBaHA KOMITBIOTEPHOU TEXHUKOM,
ayMOTEXHUKOW, BUACOTEXHUKOU, SJIEKTPOHHON JOCKOM, MYJIbTUMEIUIMHON CUCTEMOM.

[Ipu oOyueHnn CTYICHTOB ¢ HAPYLIEHUSIMH 3PEHUSIMU TIPEIYCMOTPEHO MCIIOIB30BAaHUE B JICKIU-
OHHBIX M y4EOHBIX ayIUTOPHSIX BO3MOXHOCTH MPOCMOTPA YIAJICHHBIX OOBEKTOB (HampuMep, TEKCTa Ha
JIOCKE WJIM CJIaii/la Ha DKpaHe) MPH MOMOIIU BUICOYBEIUYUTENCH IJIs1 yIAIICHHOTO ITPOCMOTpa.

[Tpu 0O0y4eHUU CTYICHTOB ¢ HAPYUIEHMSAMH ONOPHO-ABUraTeIbHOIO ANNAPATA UCIOIb3YIOTCS
aJbTepHATUBHBIE YCTPOMCTBA BBOJA MH(OpPMAIMK U JPyrue TEXHUYECKHUE CPEICTBA IMpHUEMa/TIepeaadn
yaeOHOM MH(pOpMAUU B JOCTYIMHBIX (opMax A CTYICHTOB C HapYyHICHUSIMH OMOPHO-IBUTATEIHHOTO
arnmapara, MOOWJIHHOM CHUCTEMBbI 0OYUEHUS TS JIFO/IEH ¢ MHBAJTUIHOCTBIO.

14. ®oH OLIEHOYHBIX CPEICTB

14.1. OcHoBHbIE TPeOOBaHMA K (JOHTY OLIEHOYHBIX CPEICTB U METOANYECKHE PeKOMEH1alluu
q)OH}I OLCHOYHBIX CPCACTB U THUIIOBBIC KOHTPOJBHBIC 3aAaHWsA, UCIIOJIB3YEMBIC IS OLICHKU C(l)Op-
MHUPOBAaHHOCTH U OCBOCHMS 3aKPEIUIEHHBIX 32 JUCUUILIMHON KOMMETEHIMH MpU MPOBEACHUU TEKYUIEH,
MIPOMEKYTOYHOM aTTECTAIUH 110 AUCITUTUIMHE MPUBEICH B MPUIIOKEHUH K pabodeit mporpaMme.

14.2 TpeOoBanus K (pOHIY OLEHOYHBIX CPEACTB JJIsl JIUI[ ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMU
310POBbA
JI71st CTyA€HTOB C MHBAJMAHOCTBIO MPETYCMOTPEHBI AOMOIHUTENbHbIE OLIEHOYHBIE CPECTBA, Mepe-
YeHb KOTOPBIX yKa3aH B TalnuIe.

Taboauua 14 — JlonoJHUTEIbHBbIE CPEACTBA OLICHUBAHUS /IJISl CTYA€HTOB ¢ HHBAJIWJIHOCTHIO

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

Kareropuu ctyneHToB
CPEJICTB pe3ynbTaToB 00y4eHuUs

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

C napyueHusmMu
ciyxa

[IpenMy111eCTBEHHO MMCHMEHHAs
IIPOBEPKa

C napymenusmu | CobecennoBaHue 1o BoIpocam K 3auety, | IIpenmyiiecTBeHHO yCTHas MpoBepKa

3peHus OIIpOC MO0 TEPMUHAM (MHAMBHYaTbHO)
C napyueHusmMu Perienue qucTaHIIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIE | [IperMMyIiecTBEeHHO AUCTAaHIIMOHHBIMU
JIBUTATEJILHOTO CaMOCTOSITeNIbHbIE PabOThI, BOIIPOCHI K METOJaMH
anrmapara 3a4eTy
C orpannuenusiMu 1o | TecTsl, TUCbMEHHBIE CAMOCTOSITEIILHBIE [IpenmyniecTBEHHO IPOBEPKA
00IIEeMeTUITTHCKIM paboThI, BOIIPOCHI K 3a4ETY, METOAAMM, UCXOJS U3 COCTOSIHUS
MOKa3aHUsAM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHl | 00YYaroLIerocss HA MOMEHT IPOBEPKU
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14.3 MeToau4ecKue peKOMEHIANMH 110 OLEHOYHBIM CPeICTBaM JIsl JIMI ¢ OTPAHNYECHHBIMH
BO3MOKHOCTSIMH 3/10POBb

Hns crynentoB ¢ OB3 npenycmarpuBaercst ocTynHas popMa MpeIoCTaBICHHS 33/1aHUI OLIEHOY -
HBIX CPEJICTB, & IMEHHO:

- B IleyaTtHoi (opme;

- B IIeYaTHO (hopMe ¢ YBETHUEHHBIM MIPUPTOM;

- B (hopMe 3NIEKTPOHHOI'O IOKYMEHTA;

- METO/IOM YTE€HUS ACCUCTEHTOM 3a/1aHUs BCIYX;

- IIPEJOCTABICHUE 3a/1aHUs C UCTIOJIb30BAaHUEM CYPIONIEPEBO/A.

CryneHTaM C MHBAJIUAHOCTBIO YBEJIMYMBAETCS BpEMs Ha IMOJATOTOBKY OTBETOB HA KOHTPOJIbHBIE
BOMPOCHI. J[JIs1 TAKMX CTYAEHTOB IIpeIycMaTpuBaeTcsl JOCTyNHas (popMa MpeaocTaBiIeHUs] OTBETOB Ha 3a-
JTaHUsl, @ UMEHHO:

- MUCbMEHHO Ha Oymare;

- HabOp OTBETOB Ha KOMIIBIOTEPE;

- HabOp OTBETOB C UCHOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- IIPEJICTABICHUE OTBETOB YCTHO.

[Tponienypa oneHHBaHUS pPe3yAbTATOB OOYUEHHsS] MHBAIHMJOB IO JUCIUILIMHE IMpeaycMaTpUBaeT
npenocTaBieHne nHbopMau B popMax, aJanTHPOBAHHBIX K OTPAaHUYEHUSM UX 37I0POBbS U BOCTIPUSTHUS
UHpOpPMaIUH:

JLst i1 ¢ HapylIeHUSIMM 3peHus:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETMYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIIeHUsIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- B IeyaTHou (opme.

J1s1 1M1 ¢ HAapyIIeHUsIMM ONIOPHO-ABUIaTe/IbHOI0 annapara:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (opme.

ITpu HeoOxoaMMOCTH /17151 00YYAIOIIUXCSl ¢ MHBAIUIHOCTBIO MPOLEypa OLIEHUBAHUSI PE3yIbTaTOB
00y4eHHUsT MOXKET MPOBOIUTHCS B HECKOIBKO ITAIOB.
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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
HarmpaBienue noarotoBku (cnernuanbHOCTh): 38.03.02 MeHeaKMeHT
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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 U
oopMIIEHUST JOKYMEHTOB
B chepe nmpodeccruoHab-
HOM Nes-TeNbHOCTH, METO-
JlaMU ¥ CpeJICTBAMU Oy~
YeHUsI, XpaHEeHus, o0pa-
60TKM HH(pOpMaLUY, - Ha-
BBIKAMH UCTIOJIb30BaHHS
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

* llHTEepaKkTUBHBIC MPaAK-
TUYECKUE 3aHATUS;

* IIpakTnueckue 3ans-
TUS;

o Jlexnuwm;

* CamocTosTenbHas pa-
0oTa;

* VHrepakTuBHBIE ITpaAK-

TUYECKHUE 3aHATHS;

* IIpakrTnueckue 3aHs-
THS;

* Jleknmu;

* CamocTosiTenbpHas pa-
0oTa;

* HHrepakTUBHBIE NTpaAK-

TUYECKHE 3aHSTHSI,
* CamocTrodTenbHas pa-
oora;

Hcnosnb3yembie
CpeICTBa OLCHUBA-
HUS

* KoutponsHas pabota;
* Omnpoc Ha 3aHATHUSX;
e Tecr;

e DK3aMeH;

» KonrponbHas padora;
* Omnpoc Ha 3aHATHSIX;
* TecT;

* DK3aMeH;

e DK3aMCH;

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

omure 4.
Tabmuua 4 — IToka3arenu U KpUTEpHH OLEHUBAaHMS KOMIIETEHIIMY Ha JTanax

Cocras 3HaTh YMmets Bnanets
OT1nuHO * TpPaMOTHO pa3pabaTel- | * CBOOOJHO BIAJEET Ha-

(BBICOKUIT YPOBEHbD)

* TpaBWJIa U HOPMBI pa-
GOTHI C JOKYMEHTAMH,
COCTaB U XapaKTEPUCTH-
Ky MEPCIICKTUBHBIX UH-
(hOpMaIMOHHBIX TEXHO-
JIOTUH B C-)KOHOMI/IKI/IT ro-
CyIapCTBEHHYIO TIOJHUTH-
Ky B c(hepe JOKYMEHTOO-
00poTa, FIMEKTPOHHBIX
JIOKYMEHTOB U DJICK-
TPOHHOTO IOKYMEHTOO-
00poTa; COBPEMEHHYIO
HOPMAaTHBHO-METO IHYE-
cKkasi 6a3a opraHu3anuu
paboThI C IOKyMEHTAMHU B
OpraHu3aIfy; COBpE-
MEHHBIE TPeOOBaHUS K
OpraHu3aIm, o0oIre
TPUHIHIIEI TIOCTPOCHUS U
CTPYKTYPY CHUCTEMBI
BJIEKTPOHHOTO IOKYMEH-
T00OOpOTa; OpraHu3a-
MO JISSITEITLHOCTH ap-
XHUBHBIX CITYXO0;

BaTh YIPaBICHYECKHUE JIO-
KYMEHTBI, HCTIOJIb3yeMbIe
B JICSITENILHOCTH TIPEJI-
MIPUATHH, ICHO POPMYITH-
poBaTh COOCTBEHHYIO T10-
3UIMIO 10 BaKHEHUIITNM
JTUCKYCCHOHHBIM BOTIPO-
caM TeOpHH yIpaBJICHU-
S.UCTIONIBb30BaTh HH(DOP-
MAaI[MOHHbIE CUCTEMBI U
MH(POPMALMOHHOE CO-
MIPOBOXKACHHUE B TIpodec-
CHOHAJIBHOW JI€SITENBHO-
CTH;

BBIKAMHU pabOTHI Ha ep-
COHAJIbHOM KOMITBIOTEPE
JUIS IOATOTOBKH DJICK-
TPOHHBIX JOKYMEHTOB,
METOJIaMHU U CpPEICTBaAaMH
MOJTYYEHHUSI, XPAHCHUS,
00paboTku HHpOpMAIHH,
CIoco0OeH OlLleHUBATh B3a-
MMOJENCTBUE OpraHu3a-
WA ¥ OpraHoOB rocyaap-
CTBEHHOT'O U MYHHIIU-
MaJIbHOTO YIIPABJICHUS B
o0racTu JOKyMEeHTO000-
poTa. MeToAamMu MpHUHS-
THS OpPraHU3aIMOHHO-
YIPaBJICHUYECKHUX pelie-
HU B IpOoeCcCHOHAIIb-
HOM JeATEeIbHOCTHU Opra-
HHU3aIni, HaBBIKAMHU JI0-
KyMEHTaJIbHOTO 0(hopMm-
JICHUS PEILCHUN B YIIpaB-
JIEHUM OTEePAIMOHHOMN
(Tpou3BOACTBEHHOM) 1e-
ATEIBHOCTU OPTaHU3ANI
MpU BHEAPEHUH TEXHOJIO-
TUYECKHUX, TPOTYKTOBBIX
VHHOBALM UK OPTaHU-
3aIIMOHHBIX N3MEHCHUII;
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Xoporio (6a30BbI | * UMEET NPEACTaBICHHE | * yMeeT KOPPEKTHO BbI- | * KOMIIETEHTEH B pa3-
YPOBEHb) O OCHOBHBIE MTOHATUSA paXkaTb U apryMEHTUPO- | JUYHBIX CUTYalUsX;
COBPEMEHHBIX JKOHOMH- | BaHHO 0OOCHOBBIBATH TIO-
YecKuX MH(pOpMaLnoH- JIO’KEHUS TIPEAMETHON
HBIX CUCTEM, TEHCHIUSAX | 00JIACTH 3HAHMS;
UX Pa3BUTHSA, a TAKKE UX
KOHKPETHBIX pean3alu-
X METOJBI U CPELICTBA
00pabOTKH IKOHOMHUYE-
CKHUX JIAaHHBIX;
VYIIOBIETBOPUTENIBH | * OCHOBBI JI€TIONPOU3- * yMeEeT NPEICTABIATh * BJIAJIEET NOBEPXHOCT-
0 (IOpPOroBbIN BOJICTBA U JIEKTPOHHOTO | Pe3yJibTaThl CBOEH pabo- | HBIMHM HaBBIKAMU pabOTHI
ypOBeHB) IIOKyMeHTOO60pOTa B Op- | TBhI, C KOMIIBIOTCPHBIMH CETSI-
raHu3auusx,; MH, IIOUCKOBBIMU CUCTE-
MaMu, CriocoOeH Kop-
PEKTHO IPOBECTH aHAIIN3
MPENOCTABICHHOM JT0KY-
MEHTAalNH;

3 TunoBble KOHTPOJILHBIC 3a1aHUS

Jis peanuzanuy BhILIENEPEUUCIECHHBIX 3a/1a4 00y4EHHs! UCIOJIb3YIOTCSI TUIIOBbIE KOHTPOJIbHBIE
3aJJaHUs WIM UHbIE MaTepHajibl, HEOOXOIUMBbIE /ISl OLEHKU 3HAHWM, yMEHU, HAaBBIKOB U (WJIM) OIBITA Je-
ATEIbHOCTH, XapaKTEPU3YIOIIUX ATanbl (OpMHUPOBaHMS KOMIIETEHIMH B MpoOliecce OCBOEHHUs 00pa3oBa-
TEJBHON IIPOrPaMMBl, B CJIIELYIOIEM COCTABE.

3.1 TecToBBIC 3a0aHUA

— 1. [lara nokymeHTa — 3T0:

A) nata ero nmoAmucaHus, IPUHATHS

— B) nara ero coctaBineHus

C) Aara €ro noArnucCaHus, MpuHATHA, YTBCPKIACHUA, COCTABJIICHUSA, AaTa COOBITHSA
D) nara coObiTust

— 2. JlokyMeHT, (PUKCUPYIOLIHI X0 00CYKICHUSI BOIIPOCOB U MPUHATHS PELICHUNA Ha cCOOpaHu-
X, 3aCEIaHUSAX, COBEIIAHMUAX U T.IL.:

— A) oObsCcHUTENIbHAS 3aHiCKa

— B) noxnagnas 3anucka

— (O)akr

— D) npotokon
— 3. Eciu pacniopsiiuTenbHas 4acTh TEKCTAa HAYMHAETCSI CIIOBAMHU ““00sI3bIBaI0”’, TO ATO

— A) npukas

— B) 3aaBnenune
— () pacriopspkeHue
— D) ykazanue

3.2 TeMblI OIPOCOB HA 3AHATHAX
— Co3zanue 3JIeKTPOHHBIX I0KYMEHTOB
— HWudbopmanmoHHO-CipaBOUHBIE JOKYMEHTBI, UX COCTaBJI€HUE U O(hOpMIICHHE
— Opranuzanus paboTsl ¢ TOKyMEHTaMU. XpaHeHHe JOKYMEHTOB
— Pabora B cucteMe 31eKTPOHHOTO JOKYMEHTO000pOTa

3.3 Tembl KOHTPOJIBLHBIX padoT

TpeboBaHusl K JOKYMEHTHPOBAHHON WH(pOpManuu. YHU(DUKAIUS JOKYMEHTOB M TEXHOJIOTHMA

paboThI C JOKyMEHTAMH.
— Opranuzanus paboTsl ¢ fokyMeHTaMu. Opranuzanus cryxos1 JJOY u ee pyHKIUH.
— DJEeKTPOHHBIN JOKYMEHTOOOOPOT.
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— JIoKyMEHTOOOOPOT BXOIAIIMX, UCXOMAIIMX M BHYTPEHHHX JOKYMEHTOB (IepBHYHas oOpa-
00TKa, perucTparusi, UCIIOJIHEHUE U KOHTPOJIb). CPOKH NCIIOJTHEHUS IOKYMEHTOB.

3.4 Dxk3aMeHallMOHHbIE BONPOCHI

— 1. OcHOBHBIE OHATHSA U ONPEIEICHHS JeTONPOU3BOACTBA. JIOKYMEHT U JOKYMEHTOOOOPOT.

— 2. Ponb 10KkyMeHTOB B o01iecTBe. OyHKINU TOKYMEHTOB.

— 3. TpebGoBanust K JOKYMEHTUPOBaHHON MHGOpMaK. YHU(DUKALIMS TOKYMEHTOB M TEXHOJOTUI
paboThI C TOKYMEHTaMHU.

— 4. Opuanueckas cuina AoKyMeHTOB. OOecriedeHne IOpUAMYECKON CHIIbI JOKYMEHTOB Ha Oy-
Ma)XHOM M MAIIUHHOM HOCHTEJISIX.

— 5. Knaccudukanmu J0KyMEHTOB, HCIIOJIb3yeMbIe B TIPAKTHKE JIEIONPOU3BO/ICTBA.

— 6. HopmatuBHO-MeTOomueckas 6a3a qenonpon3BoacTBa. HopMaTuBHBEIE TPaBOBBIE aKThI, TOCY-
JApPCTBEHHbIE CTAHAAPTHI, KJIACCU(PUKATOPHI U IPYTHe HOPMAaTUBHbBIE JOKYMEHTHI.

— 7. YaudunupoBannsie cucrembl gokymentanuu (YC/I). Omnpenencane u nazHauenue Y CJI.
[Tpumeprr YCII.

— 8. Cucrema opranm3zaiimoHHO-pactopsauTeasHol jokymentamnuu (OP/I).

— 9. Cocrasnenue u 0pOpMIICHHE OPTraHU3ALMOHHO-PACTIOPSIUTEIBHBIX IOKYMEHTOB. Buibl 1o-
KyMEHTOB. Jlornueckasi CTpyKTypa T€KCTa JOKYMEHTOB.

— 10. CocraBnenue u opopmieHre HHPOPMAITMOHHO-CITPABOYHBIX TOKYMEHTOB. BUIbI TOKyMEH-
ToB. Jloruueckas CTpykTypa TEKCTa JJOKyMEHTOB

— 11. ®opMupoBaHue U TeKyIIee XpaHEHUE eI

— 12. Opranusanus pabotsl ¢ fokymeHTamu. Opranuzanus ciayx0s JJOY u ee pyHkuuu.

— 13. JIokyMeHTOO0OpOT BXOAALIUX, UCXOSIINX U BHYTPEHHUX JIOKYMEHTOB (IlepBUYHas o0Opa-
00TKa, perucTparysi, UCIoJIHEHUE U KOHTPOJIb). CPOKH MCTIOTHEHUS IOKYMEHTOB.

— 14. Peructpannonnsie (popMbl 1 0COOEHHOCTH UX UCTIOJIb30BaHMS.

— 15. OcoGenHnocTH BeeHUS ACIOMPOU3BOICTBA IO OOPAIICHUSIM TPaXK/IaH.

— 16. Homenknarypa nen opranuzanuu. HasHaueHue, mopsaok paspaboTku u BeneHus. Jlornde-
CKasl CTPYKTypa I0KyMEHTA.

— 17. Opranuzanus paboTel ¢ JOKYMEHTUPOBAHHOW HH(pOpMaIlUel OrpaHUYEHHOTO I0CTYTIA.

— 18. OcHoBHBIE periaMeHTUPOBAaHHBIE MPOLIEAYPHl PadOThl C TOKYMEHTaMU B BEIOMCTBEHHOM
apxuBe (popmupoBanue, opopMICHNE U XpaHEHUE JIeN, KCIIEPTU3a IIEHHOCTH JOKYMEHTOB, Iepeaaya B
apXWuB).

— 19. Bunsl cucrem aBTOMaTH3auu paboThl ¢ TOKYMEHTaMHU U UX (PYHKIIMOHAJIEHBIE BO3MOXKHO -
CTH.

— 20. DIeKTpOHHBIN JOKYMEHTOOOOPOT.

— 21. DAeKTPOHHO—ITU(POBas TIOIIHCH.

4 MeToanuyecKkue MaTepuabl
Jns obGecnieueHus mpoiiecca OOy4eHHs] U pelIeHus 3a1a4 O0ydeHHs] UCTIOIB3YIOTCS CIEAYIOIINe
MaTepHaIbl:
— METOJMYECKHe MaTepuaibl, ONpeaesIoNIie MPoLUeayphl OLICHUBAHUS 3HAHUN, YMEHUI, HaBbI-
KOB ¥ (WJIM) OMBITA JESATEIbHOCTH, XapaKTePU3YIOIIUX 3TaIbl (OP-MUPOBAHMS KOMIIETCHIIUN, COTJIACHO 1.
12 paboueit mporpaMmel.

4.1. OcHoBHasl JUTEpPATYypa

1. JlokyMeHTalmOHHOE OOecCrieueHHe YIPaBICHUS U JACIONPOU3BOACTBO [TekcT] : yueOHHK st
6akanaspos / U. H. Ky3nenos. - M. : FOpaiit, 2012. - 576 c. - (bakanaBp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuuue B Oubmmorexke TYCVYP - 26 3k3.)

2. KoHuneHnmanpHOE IEIOMPOU3BOACTBO W 3AIIUIICHHBIA 3JICKTPOHHBIA JOKYMEHTOOOOpOT
[Tekcr] : yueOnuk / H. H. Kynsie [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepa6. u mom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas oubnmoreka). - bubmmorp.: ¢. 490-496. - ISBN 978-5-
98704-711-8 (nannuue B 6ubmmotexke TYCYP - 15 7k3.)

4.2. lonoiHUTEIbHAS JTATEPaTypa
1. JlokyMeHTUpOBaHHE YIpPaBJIEHUYECKON NeATenbHOCTH : yueOHoe mocobue / XK. H. AkceHosa ;

CornacoeaHa Ha noprane Ne 19798 19



®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)

CornacosaHa Ha noprane Ne 19798 20



	1. Цели и задачи дисциплины
	1.1. Цели дисциплины
	1.2. Задачи дисциплины

	2. Место дисциплины в структуре ОПОП
	3. Требования к результатам освоения дисциплины
	4. Объем дисциплины и виды учебной работы
	5. Содержание дисциплины
	5.1. Разделы дисциплины и виды занятий
	5.2. Содержание разделов дисциплины (по лекциям)
	5.3. Разделы дисциплины и междисциплинарные связи с обеспечивающими (предыдущими) и обеспечиваемыми (последующими) дисциплинами
	5.4. Соответствие компетенций, формируемых при изучении дисциплины, и видов занятий
	6. Интерактивные методы и формы организации обучения
	7. Лабораторные работы
	8. Практические занятия (семинары)
	9. Самостоятельная работа

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

	12. Учебно-методическое и информационное обеспечение дисциплины
	12.1. Основная литература
	12.2. Дополнительная литература
	12.3 Учебно-методические пособия
	12.3.1. Обязательные учебно-методические пособия
	12.3.2 Учебно-методические пособия для лиц с ограниченными возможностями здоровья
	12.4. Базы данных, информационно-справочные, поисковые системы и требуемое программное обеспечение

	13. Материально-техническое обеспечение дисциплины
	13.1. Общие требования к материально-техническому обеспечению дисциплины
	13.1.1. Материально-техническое обеспечение для лекционных занятий
	13.1.2. Материально-техническое обеспечение для практических занятий
	13.1.3. Материально-техническое обеспечение для самостоятельной работы
	13.2. Материально-техническое обеспечение дисциплины для лиц с ограниченными возможностями здоровья
	14. Фонд оценочных средств
	14.1. Основные требования к фонду оценочных средств и методические рекомендации
	14.2 Требования к фонду оценочных средств для лиц с ограниченными возможностями здоровья
	Таблица 14 – Дополнительные средства оценивания для студентов с инвалидностью
	14.3 Методические рекомендации по оценочным средствам для лиц с ограниченными возможностями здоровья
	1. Введение
	2 Реализация компетенций
	2.1 Компетенция ПК-8

	3 Типовые контрольные задания
	3.1 Тестовые задания
	3.2 Темы опросов на занятиях
	3.3 Темы контрольных работ
	3.4 Экзаменационные вопросы

	4 Методические материалы
	4.1. Основная литература
	4.2. Дополнительная литература
	4.3. Обязательные учебно-методические пособия
	4.4. Базы данных, информационно справочные и поисковые системы


