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¢uib): YnpaBjieHue NPpoeKToM

dopma oOyueHUs: OUHaASA

@axkynbreT: P, IKOHOMHYECKHI (PaKyIbTeT

Kadenpa: menexxkmenrta, kadgeapa MeHeI:KMEeHTA

Kypc: 3

Cemectp: 6

Y4eOnsiii mnan zHabopa 2017 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 CamocTosiTenbpHas padboTa 36 36 4acoB
5 Bcero (0e3 ax3aMeHa) 108 108 4acoB
6 IToxroroska u cmada sK3aMeHa 36 36 4acoB
7 OO0m1as Tpy10EMKOCTh 144 144 4acoB
4.0 4.0 3.E

OK3aMeH: 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 aucuuiiauHel: MHpopmaruka, HpopMalMoHHBIE TEXHOJIOTUH B yripaBieHUH, OCHOBBI MpeapUHH-
MaTenbcTBa, CTaTUCTHKA.
[Tocnenyromumu AMCUUIUIMHAMY ABIIsIOTCSA: bu3Hec- niuaHupoBaHue.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUS JUCHHUIIMHBI

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

— TIK-8 BiageHreM HaBBIKAMHU JJOKYMEHTAJIBHOTO O(OPMIICHHSI PEIICHUH B yIIPaBJICHUH OIepa-
LIMOHHOH (IIPOU3BOJACTBEHHOM) EATEIBHOCTY OPraHU3alMK IPU BHEJPEHUN TEXHOJOTUYECKUX, IPOAYK-
TOBBIX WHHOBAIIMI WJIA OPTaHU3AIMOHHBIX N3MCHEHHIA;

B PE3YIbTATC UBYUCHUS JUCHUIIIIMHBI CTYJACHT OOJI?KCH:

—  3HaTh OCHOBBI JICJIONPOM3BOACTBA M SJIEKTPOHHOTO JOKYMEHTOOOOPOTAa B OpraHM3aIlisX,
OpeanpHu-aTUsIX (YUpexKIECHUSIX), COCTaB M XapaKTePUCTHKY NEPCHEKTUBHBIX HH(POPMALMOHHBIX TEXHOJIO-
rHii B 5KOHOMHKH. T'OCYJIAPCTBEHHYIO MONHUTHKY B chepe JOKYMEHTO060POTa, SIeKTPOHHBIX JOKYMEHTOB
¥ SJIEKTPOHHOTO JOKYMEHTOO60POTa, COBPEMEHHYIO HOPMATHBHO-METOAMYECKAs 6a3a OpraHM3aIiH pa-
GOTHI C TOKYMEHTAMH B Op-TaHM3AIMH; COBPEMEHHBIC TPEOOBAHMS K OPraHM3ALMH, IPABHIA U HOPMBI
paboThI ¢ ):LOKyMeHTaMI/I;~ 00I111e MPUHIUIBI TOCTPOSHUS M CTPYKTYPY CHCTEMBI JIEKTPOHHOTO IOKYMEH-
T006OPOTA; OPraHM3AIMIO ASSTEILHOCTH APXUBHBIX CITYHKO.

- yMeTb~ rpaMOTHO pa3padaThiBaTh YIPABICHUECKUE JOKYMEHTHI, UCTIOIb3YEMbIC B AEATEIbHO-
CTHU HpeZ[HpI/ISITI/II;'I;N COCTAaBJISITHh ACJIOBBIC ITMChbMaA AJIA CBO6OZ[HOFO H PaBHOIIPABHOI'0 NMCbMCHHOT'O 06me-
HUSI C PA3IMYHBIMU KOPPECTIOHACHTAMH HPEANPUATHI; HCIONB30BaTh B CBOCH MPOMECCHOHANBHOM Jies-
TCJIIBHOCTH MPUKIAAHBIC ITPOTrpaMMHBIC CPEA-CTBA U CPCACTBA OpFTeXHI/IKI/I.N HCITIOJIB30BaTh BO3MOXXHOCTHU
0GIIEro 1 IEeKTPOHHOrO JOKYMEHTOO6OpOTa Jisi MPUHATHS yIPABICHUYSCKHX PElICHHIl. HCIOIb30BaTh
WH(POPMAITMOHHBIE CHCTEMbI U HH(OPMAITMOHHOE COMTPOBOXK/ICHUE B MPOPEC-CHOHATBHON ACITETLHOCTH

—  BJIAJIeTh - HABBIKAMH COCTABJICHUS U 0POPMIICHHUSI JOKYMEHTOB B cdepe npodeccHoHanbHOM
JesI-TEJIbHOCTH, METOJIAMH U CPEICTBAMH TOIyUeHUs], XpaHEeHHUs, 00paboTKH MHPOPMAIUH, - HABBIKAMH
UCTIOJIb30BaHMsI KOMITBIOTEPHOW TEXHHUKH, TPOTPAMMHO- WH(POPMAIMOHHBIX CHCTEM, KOMIIBIOTEPHBIX Ce-
TEeH; - HAaBBIKAMH HCIIOJIb30BaHUs JIEKTPOHHBIX CIIOCOO0B oOMeHa mH(popmanueld u cpeicTB ux obecrie-
YEHUSs1, IPUMEHSEMBIX B SKOHOMUKH

4. O0beM TMCHUILIMHBI U BUAbI y4e0OHOI padoThl
OO0m1ast TpyI0EMKOCTh AUCIUIUTMHBI cOCTaBIsIeT 4.0 3aU€THBIX €IMHUIIBI U TIPEJICTaBICHA B Ta0JIM -
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ne 4.1.
Tabmuna 4.1 — Tpy1oeMKOCTh AUCIUILUIMHBI

Bunpl yueOHO 1eSITEIBHOCTH Bcero yacos CemecTpsl

6 cemecTp
AynmutopHsble 3aHATHS (BCETO) 72 72
Jlexun 36 36
[IpakTueckue 3aHATHS 36 36
CamocrosTenbHas paboTa (BCero) 36 36
[TpopaboTka JIEKITMOHHOTO MaTepraia 14 14
IToaroroBka K MpakTUYECKUM 3aHATUAM, CEMUHApaM 22 22
Bcero (0e3 ax3amena) 108 108
[ToaroroBka u ciaya sK3aMeHa 36 36
OO01mas Tpy1I0eMKOCTh 4 144 144
3aueTHpie EanHnIe 4.0 4.0

5. Conepxanne TUCUMIIIIMHBI

5.1. Paznesbl IMCHUIIIMHLI M BUABI 3AHATHI
Paznensl AMCUMITITMHBL U BUABI 3aHATUI NPUBEICHBI B Tabmwuie 5.1.

Tadommua 5.1 — Pa3mensl AUCHUIUINHBI U BUABI 3aHATHH

= g
s ¥
= g, = ©
g 5 2= 2 5
= o 8 S =
5 : 2 = > B
Ha3zBanus pa3zienoB AUCHUILIMHBI = & 5 o 2 2 =
= 5 = s 0 z E
) o 2 9 o =
> = m & o 8
: S < & =
o =
= S
6 cemecTp
1 TIpenamer, conepxanue u 3a1a4n Kypcea. Ilo- 6 8 6 20 |IIK-8
HATHE JOKyMeHTa. CBOMCTBA TOKYMEHTA.
Knaccugukarus 10KyMeHTOB.
2 CtpykTypa AoKyMeHTa. TpeOoBaHUs K 4 4 6 14 [IK-8
0 OPMIICHHUIO TOKYMEHTOB.
3 Cucremsbl nokymentanuu. OdopmiieHne 4 8 6 18 ITK-8
yIPaBIEHUYECKUX JOKYMEHTOB.
4 Opranuzanus paboTsl ¢ JoKkymeHTamu. Ho- 8 4 4 16 IIK-8
MEHKJIaTypa e, METOANKA €€ COCTABICHUS U
IIPUMEHEHHUS B IPAKTUUECKOM EATEIBHOCTH.
5 ®opMupOBaHKE U TEKYIIEE XPAHEHUE JIETT. 4 4 8 16 ITK-8
[lon-roroBka aen k nepenade v nopsiok
nepeauu Jei B apXuB AJIs JalIbHEHIIIEero Xpa-
HEHUs
6 Opranuzanus padoThl C TOKYMEHTUPOBaH- 10 8 6 24 [IK-8
HOM nH(popMaLuel OrpaHUYEHHOTO 0CTYIIa
CucTeMsl 31€KTPOHHOTO IOKYyMEHTO000pOTa
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Hroro 3a CEMCECTP

36 36 36

108

Hroro

36 36 36

108

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 UnpopmanoHHbIe TEXHOJIOTHH B

+ +
yIpaBIeHUH

3 OCHOBBI IIPEAITPUHUMATENILCTBA +

4 Cratucruka + + +

[Tocnenyromue TUCHUIIITUHBL

1 busnec- nanupoBaHue

+

5.4. CooTBeTCcTBHE KOMIIETEHIMI, (POPMHUPYEMBIX NPU M3YYECHUH IMCUMILVINHBI, 1 BUAOB 3aHATHH

CooTBeTCcTBHE KOMHCTGHHHﬁ, (bOpMI/IpyCMLIX npu U3yuUCHUHU AUCHUIUINHBI, U BHUJ0B 3aHATHHN

MpeICTaBICHO B Tabmmiie 5.4

Tabmua 5.4 — CooTBeTCTBHE KOMIIETCHIIUN U BUJIOB 3aHATUH, (POPMHUPYEMBIX TPU U3YYEHHH TUCIUILIH -

HBbI

Bunwl 3agstuin

<
= 3
E ts)
= = <
= = o
= & s
) S ) es

5 =t = 2 DOpMBI KOHTPOJIA
E = 3 S
p L o} &
S = 5 =
2 S S
: 5
: :
= =}
@)

I1K-8 + + + KonTponbhas paboTa, Jk3aMeH,
Onpoc Ha 3anarusx, Tect
6. UHTepakTHBHBIC MeTOAbI U (GOPMBI OPraHU3aALNH 00yUYeHUs
He npenycmorpeno PYII
7. JlabopaTtopHbie padoThl
He npenycmorpeno PYII

8. IIpakTHyeckue 3aHATHSA (CEMUHAPDHI)
HaumeHoBaHMe MpakTHUECKUX 3aHATUH (CEMUHAPOB) NpuBeieHo B Tabmiure 8.1.
Tabnuma 8. 1 — HauMeHoBaHME MPaKTUUECKUX 3aHATUH (CEMHUHAPOB)

3 z £
: i3
HanmMeHoBaHUe MPaKTUUECKUX 3aHATHH g )
HasBanus paszenos 7 =
(cemunHapoB) 8 g 2
= g =
e e g
= o
6 cemecTp
1 Ilpeamer, conepxaHue U 3a1a4n Crannaptu3zanys opopMICHHS OpraHnu3a- 8 IK-8
kypca. [lonstue nokymeHTa. LIUOHHO-PACHIOPSAUTEIBHBIX IOKYMEH-
CBolicTBa 10KyMEHTA. ToBCO31aHNE DIIEKTPOHHBIX JOKYMEHTOB
Knaccugukanus 10KyMeHTOB. Wroro
2 Crpyktypa nokymenTa. TpeboBanust | OpraHu3aliiOHHbIE TOKYMEHTBI, UX CO- 4 [K-8
K 0(pOpMIIEHHUIO JOKYMEHTOB. CTaBJICHHE U 0(hOpMIICHUE
Hroro 4
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3 Cuctembl JOKyMEHTAIIMH. CocTaB 1 co3gaHue pacrnopsiauTeIbHBIX 8 TIK-8
OdopmiieHne yrpaBieHIeCKHX nokymeHnToB.TH(popMalmoHHO-CIIpaBOY-
JTIOKYMEHTOB. HBIE JOKYMEHTBI, UX COCTaBJIEHUE U
odopmiieHue
Hroro
4 Opranuzarus paboTHI ¢ PaboTa ¢ kaapoBoit JOKyMEHTaIUeH I1K-8
nokymeHtamu. Homenknarypa nen, Viroro
METO/IKA €€ COCTaBJICHUS U
MIPUMEHEHHUS B MPAKTUUYECKOU
JEeSTeIbHOCTH.
5 ®opMHUpOBaHUE U TEKYILEE Opranuzanus paboTsl C JOKYMEHTaMU. 4 IIK-8
xpanenue nen. [loa-roroBka nen k XpaHeHue JOKYMEHTOB
nepeiae 1 NOPANOK NMepefai AN B | g0 4
apXuB JJIs JaJIbHEHIIET0 XpaHEeHUs
6 Opranuzanust paboThI ¢ Cuctembl aBTOMATU3AIMH JTOKYMEHTOO- 8 ITK-8
JOKyMEHTHpOBaHHOU uHpopMmaimeit | 6oporaPaboTa B cucTeMe 3eKTPOHHOTO
orpaHuuyeHHoro gocryna CucTembl JTOKyMeHTO0OOpOTa
ANIEKTPOHHOTO IOKYMEHTO000pOoTa Vroro 8
Hroro 3a cemectp 36

9. CamocrosiTesqibHasi padoTa
Bunel camocrosiTensHOM paboThl, TPYIOEMKOCTh U (pOpMHUpyEeMble KOMITETEHITMH TPEICTaBICHbI B
tabmune 9.1.
Tabmuua 9.1 - Bunbl camocToaTenbHON paboThl, TPYA0EMKOCTh U (POpMUpPYEMbIE KOMIETEHIIMH

3 3E
2 8 =
Bunel camocTosTeInHON & )
HasBanus paznenos =z =T ®opMbI KOHTPOJIS
6 [ =5 O
paboTeI 8 s 2
X g =
a g
= S
6 cemecTp
1 IIpenmer, conepxanue u | IlogroroBka k npakTuye- 4 |IIK-8 KonTposnbHas pabora,
3amaum Kypca. [lonsitue | CKUM 3aHATHSM, CEMUHA- Ompoc Ha 3aHATHAX, JK3a-
nokymeHTa. CBoiicTBa pam MEH
KyMEHTA.
io yMEHTa [IpopaboTka TeKIHOHHOTO 2
naccupukanus
S MaTepuana
JTOKYMEHTOB.
Hroro
2 Crpykrypa nokymenTa. |lloaroroBka k nmpakTuye- I1K-8 KontponsHas pabdora,
TpeboBanus CKUM 3aHSATHSAM, CEMHUHA- Ornpoc Ha 3aHATHAX, JK3a-
0 OpMIIEHHUIO pam MEH
AOKYMCHTOB. IIpopaboTka JIEeKIIUOHHOTO 2
MaTepuaita
Hroro
3 Cucrembl [ToaroroBka k mpakTuye- I1K-8 Onpoc Ha 3aHdaTusx, Tecrt,
JIOKYMEHTAIIUH. CKHM 3aHATHUSAM, CEMUHA- DK3aMeH
Odopmitenne pam
TIPaBJICHYECKUX
YHpABJICHHCC [TpopaboTka JIEKITMOHHOTO 2
JIOKYMEHTOB. MaTepuana
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Htoro

4 Opranuzanus padotsl ¢ | [loaroroBka k npaxTuye- IIK-8 KonrtposnpHas padora,
JOKYMEHTaMH. CKHUM 3aHSTUSM, CEMUHA- Omnpoc Ha 3aHATHAX, TecT,
Howmenkunarypa nexn, pam OK3amMeH
METOZIKA €€ COCTABNEHMA | [Tp, 1060 7ca NIEKIMOHHOTO 2
Y TIPUMEHEHUS B
PUMCHCHM? MaTepuana
IPaKTUYECKON
JEeATEIbHOCTH. Hroro 4
5 ®opmupoBaHue U IToaroroBka K mpaxkTuye- 4 |IIK-8 KonTposnpHas pabora,
TEKyIllee XpaHEHHE JIel.  |CKUM 3aHSATUSM, CEMHHA- Omnpoc Ha 3ansTHsIX, Tecr,
[lon-roroBka aen k pam OK3amMeH
1 9e U MOPSI0K
Cpeaatc 1 nop;no [TpopaboTka JIEKITMOHHOTO 4
nepefan AeN B ApXUB JUIA |\ 1overyia
JTabHENIIIeT0 XpaHeHus
Hroro
6 Opranmzanus pabotsl ¢ |[lonroroBka Kk npaxTuye- 4 |IIK-8 KonrtposnpHas padora,
JOKYMEHTHUPOBAHHON CKHUM 3aHSTUSAM, CEMUHA- Omnpoc Ha 3aHATHAX, TecT,
nH(popMaruei pam DK3aMeH
oCrpaHquHHoro AOCTYIA 11 0paGoTka IeKIMOHHOT0 2
UCTEMBI JIEKTPOHHOT
CTEMBI OMEKTPOHHOTO | ooy 7
JOKyMEHT000O0poTa
UTtoro 6
Hroro 3a cemectp 36
[TonroroBka u ciaya sK3a- 36 DK3aMeH
MEHa
Hroro 72
10. KypcoBasi padota (mpoekT)
He npenycmorpeno PYII

11. PeliTuHroBasi cucremMa AJISl OHEHKH yCII€BA€MOCTHU CTYACHTOB

11.1. banabHbIe OLIEHKH JJIs1 3JIEMEHTOB KOHTPOJIA
Tabmuma 11.1 — bayuibHBIC OIIEHKH TSI 2JIEMEHTOB KOHTPOJIS

. . MakcumanbHbIN
. MaxkcumanbHbII MaxkcumanbHbIN
DeMeHTHl y4eOHO 0aJut 3a nepuos Bcero 3a
6amn Ha 1-yto KT ¢ | ©Oamnn 3a nepuon
NEITENbHOCTH mexay 2KT u na ceMecTp
Havana ceMectpa | Mexay 1KT u 2KT
KOHEIl ceMecTpa
6 cemecTp
KontponpHas paborta 5 10 15
Omnpoc Ha 3aHATHIX 10 10 20 40
Tect 5 5 5 15
Hrtoro makcumyM 3a nepu- 15 20 35 70
on
OK3aMeH 30
Hapacratomum urorom 15 35 70 100
11.2. IlepecyeT 0a/1710B B OLIEHKH 32 KOHTPOJIbHbIE TOYKH
[TepecueT O0aTOB B OIIEHKH 32 KOHTPOJIGHBIC TOUKH MIPEICTaBICH B Tadmuie 11.2.
Tabmuua 11. 2 — IlepecueT 0anioB B OLIEHKH 32 KOHTPOJIbHBIE TOUKU
baniel Ha 1aTy KOHTPOIBHON TOUKHU Onenka
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> 90% ot MakcuManbHON cyMMBbI OamioB Ha gaty KT

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

Ot 60% 10 69% OoT MakcMMaIbHOM cyMMbl OaisioB Ha naty KT

N | W | &~ W

< 60% oT MakcuMaabHOU cyMMbI OauioB Ha naty KT

11.3. Ilepecyet cyMMbI 02/1710B B TPAAULMOHHYIO M MEKTYHAPOIHYIO OLEHKY
[lepecuer cymMMBl 0aJIOB B TPaIUIMOHHYIO M MEXIYHAPOAHYIO OLIEHKY TPEACTaBICH B TaOmuIle
11.3.

Tabmuua 11. 3 — IlepecueT cymmbl 6aJJI0B B TPAAULIMOHHYIO U MEXTYHAPOIHYIO OLIEHKY

HtoroBas cymma Oaos,

Onenka (I'OC) YUHTBHIBAET YCHEIIHO CAAHHBIN Onenka (ECTS)

9K3aMEH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (oTIInYHO)
85 -89 B (ouens xoporiio)

4 (xopo11o) (3a4TeHO) 75 - 84 C (xoporo)
0-74 D (ynoBnerBoputeabHO)
65 - 69

3 (yZIOBJIETBOPUTEIHHO) (3aYTEHO) 60 - 64 E (nocpercraenio)
2 (HeyROBICTBOPHTENSHO) (HE Hwxe 60 6ayioB F (HeynoBneTBOPUTENIBHO)

3a4TEHO)

12. YuyeOHO-MeTOAUYeCKOE U MH(OPMAIIMOHHOE O00ecnieyeHHe TUCIMIINHBI

12.1. OcHoBHas JUTEpaTypa

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

2. KoHuneHnmanpHOE EIOMPOU3BOACTBO W 3AIIUIICHHBIA JJICKTPOHHBIH JOKYMEHTOOOOpPOT
[Tekcr] : yueOnuk / H. H. Kynsie [u ap.] ; pen. H. H. Kynses. - 2-e usn., nepepab. 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.)

12.2. lonosiHUTEIbHAS JIUTEPATYpPa

1. JloKkyMEeHTHpOBaHHE YNPaBICHYECKOM AedaTenbHOCTH : yueOHoe nocobue / XK. H. Akcenosna ;
®enepalibHOE areHTCTBO 10 00pa3oBaHMI0, TOMCKMII TOCYIapCTBEHHbIN YHUBEPCUTET CUCTEM YIIpaBiie-
HUS ¥ paauosnekTpouky, Kadenpa sxonomuxu. - Tomck : TMIJLO, 2006. - 119 c. : wi., Tabn. - bubau-
orp.: ¢. 119. (manmmuue B 6ubmotexe TYCVYP - 16 3x3.)

2. JIoOKyMEHTHpOBaHHE YIPaBICHUYECKOH JesTeabHOCTH: YdyeOHoe nocodue / Axcénona XK. H. -
2009. 194 c. [DnextponHsIil pecypc]| - Pexxum moctyna: https://edu.tusur.ru/publications/4875, nara 06-
pamenus: 17.05.2017.

12.3 YueOHO-MeTOAHUECKHE MTOCOOUS

12.3.1. O0s3aTe/ibHbIE Y4eOHO-METOAMYEeCKHE MOCOOUs

1. OOmwmit 1 SIEKTPOHHBIA TOKYMEHTO000pOT: MeTonnyeckoe mocodue 1o J1abopaTopHBIM 3aHs -
TUSIM U CaMOCTOsATeNbHOU pabote st cTyneHToB HampasieHuit 080200.62 «Menemxment», 080100.62
«Oxonomuka» / AxcénoBa XK. H. - 2014. 40 c. [DnextponHslii pecypc] - Pexum npocryna:
https://edu.tusur.ru/publications/4874, nata obpamenus: 17.05.2017.

2. JIOKyMEHTHpPOBAaHHE YIPABICHUYECKOW NESITEIHHOCTH: MeToANYeCKre yKa3aHUs K MpaKThde-
CKHM 3aHATHIM U TI0 camocTosiTelbHoi padote / Akcénona XK. H. - 2011. 57 c. [DnexTpoHHBII pecypc] -
Pexxum noctyma: https://edu.tusur.ru/publications/2389, nara o6pamenus: 17.05.2017.

12.3.2 YuyeOHO-MeTOAMYecKHe TOCOOMS JIsI JIML € OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS
Y4eOHO-MeToqueCcKrue MaTepuabl sl CaMOCTOSTEIbHON U ayTUTOPHOM paboThl 0Oyyaromuxcs
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U3 YMCJIa MHBAIMJOB MPEAOCTABIAIOTCSA B (hopMax, aAalnTHPOBAHHBIX K OTPAHUYEHUSAM UX 37I0POBbS H
BOCTIPUSTHS WH(POPMAIINH.

JI1s1 i1 ¢ HApyIIeHUSIMM 3PeHust:

- B (hopMe ANIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOM (hopMe YBEITMYCHHBIM HIPHUPTOM.

JI1s1 JIMI ¢ HApYIIEHUSIMHM CJIyXa:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (opme.

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

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4yaTHoOU opme.

12.4. ba3bl 1aHHbIX, HHGOPMALMOHHO-CIIPABOYHbIE, IOUCKOBbIE CUCTEMbI U TpedyeMoe
NporpaMMHoe odecrneyeHue

CnpaBouHO-UHPOpPMAITHOHHBIE cHCcTeMbI «KOHCYmbTaHT +», «I"apaHm.

http://www.gdm.ru — Opunuansaplii calT [ Wibaun yIpaBIsSiOMKX JOKYMEHTAUEH

http://www.gramma.ru - KyneTypa nuceMenHo# peun (paznen « CTHIb TOKYMEHTAY)

http://dogovor.helpery.ru — Dnexrponnsiii coopHUK «OOpa3Ibl JICTIOBBIX JTOKYMEH-

AW~

TOBY»

5. http://www.eos.ru — OduUUaNbHBIA CalT KOMHOAHUU «DJIEKTPOHHBIE O(UCHBIE CHUCTEMBD»
(paznmen «O 1OKyMEHTOOOOpOTEY)

6. http://www2.termika.ru/dou/enc - DHIIUKIIONIETUS NETOIPOU3BOICTBA

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

13. MaTepuajibHO-TEXHHYECKOe o0ecredeHue U CHUIINHbI
13.1. O0uue TpeOoOBaHUsSI K MATEPHAJIBLHO-TEXHUYECKOMY 00eCleYeHH 0 TN CIUTIINHbI

13.1.1. MaTrepuaibHO-TEXHMYECKOE O0ecrievyeHue /sl JIEKIMOHHbIX 3aHATHH
st mpoBenieHns 3aHATUI JIEKIIMOHHOTO THIIA, TPYIITOBBIX U WHANBUYAJbHBIX KOHCYJIbTAIUH, TE-
KYIIIETO KOHTPOJIS U MPOMEKYTOUHOM aTTECTAI[UU UCTIOb3yeTCsl yueOHasi ayTuTOpus, C KOJTMYECTBOM TIO-
CaJIOuYHBIX MECT He MeHee 22-24, 000pyAoBaHHAs TOCKOH U CTaHAApTHOW ydeOHO# mebenbro. Mmerores
HaTJISIHbIE TOCOOUS B BUJIE MPE3CHTAINI TI0 JICKIIMOHHBIM pa3/iesiaM JUCIUILTUHBL.

13.1.2. MaTepuaJbHO-TEXHHYECKOE 0O0ecnedyeHne I NPAKTHYCCKUX 3aHATHI
Jis mpoBeneHUs MPaKTUYECKUX (CEMUHAPCKUX) 3aHATUN HCHOJIb3yeTcs ydeOHasl ayauTopus
(KOMIBIOTEPHBIN KIlacc), pacmonokenHas no aapecy 634034, Tomckast obnactp, T. Tomck, yi.Kpachoap-
Merickas, a. 146, 5 stax, ayn.503,505. CoctaB o0opynoBanusi: YueOHast MeOenb; KoMIbroTephl Kilacca He
Huxe [I9BM INTEL Celeron D336 2.8 Tu. - 27 mit.; Komnberoteps! noakitoueHsl k cetu UHTEPHET u
00eCTIeYrBarOT JOCTYI B AIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTeIbHYIO Cpey YHUBEPCUTETA.

13.1.3. MarepuajibHO-TeXHUYECKOe o0ecrnevyeHne 1JIsl CAMOCTOSITeIbHOH PadoThI
s 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 mebeinb; Komnbroreps! kinacca He Hibke [IDBM INTEL Celeron D336 2.81T1. -
27 wmr.; Kommberotepsl noakioueHbl k ceth MHTEPHET u oGecrieunBaroT 10CTYyN B 3JEKTPOHHYIO WH-
(opManoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

13.2. MatepuajbHO-TeXHHYeCKoOe o0ecriedeHre JUCIUIIIHHBI /ISl JIMI] C OTPAHHYeHHBIMU
BO3MOKHOCTSIMH 3/10POBbS

OcBoenue aucuuminebl unamu ¢ OB3 ocyecTBiseTcs: ¢ HCIOIb30BaHUEM CPEACTB 00ydeHHUs
00I11ero ¥ CHenyuaIbHOI0 Ha3HAUCHMSL.

[Tpu 0OyueHHH CTYJCHTOB ¢ HAPYIIEHUSIMH CJIyXa MPEeIyCMOTPEHO UCIOJIb30BAHUE 3BYKOYCHIIHU-
BAalOIIEH anmapaTypbl, MYIbTUMEAUWHBIX CPEICTB M JIPYTUX TEXHUUYECKUX CPEACTB IpUeMa/Tepeauut
yueOHOIl HHpOpPMAIUH B JOCTYMHBIX (hopMax JUIst CTYJEHTOB C HAPYLICHUSMH CIIyXa, MOOMIIBHOW CHUCTE-
Mbl 00y4EeHMs ISl CTYJEHTOB C MHBAJIMIHOCTBIO, IOPTATUBHON MHAYKIIMOHHONW CUCTEMbI. YueOHas ayJiu-
TOpHsI, B KOTOPOH OOY4YarOTCsl CTYJCHTHI C HApYIICHUEM Cllyxa, 000py/lI0oBaHa KOMIBIOTEPHON TEXHUKOH,
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ayIMOTEXHUKOW, BUACOTEXHUKOU, SJIEKTPOHHON TOCKOM, MYJIbTUMEIUIMHON CUCTEMOM.

[Ipu 0OydeHUH CTYICHTOB ¢ HAPYLIEHUSIMH 3PEHUSIMU TIPEIYCMOTPEHO MCIIOIL30BAaHUE B JICKITU-
OHHBIX M yYEOHBIX ayIUTOPHSIX BO3MOXHOCTH MPOCMOTPA YIAJICHHBIX O0BEKTOB (HampuMep, TEKCTa Ha
JIOCKE WJIM CJIaii/la Ha DKpaHe) MPH MOMOIIN BUICOYBEIUYUTENCH IJIs1 yIAJICHHOTO TTPOCMOTPa.

[Tpu 0O0y4eHHUU CTYICHTOB ¢ HAPYUIEHUSAMH ONOPHO-ABUraTeIbHOI0 ANNAPATA UCIOIB3YIOTCS
aJbTepHATUBHBIE YCTPOWCTBA BBOJA MH(OpPMAIMKM U JIPYrUe TEXHUYECKHUE CPEICTBA IMpHUEMa/Tiepeaadn
yaeOHOM MH(pOpMAIUU B JOCTYIMHBIX (opMax AJisi CTYICHTOB C HAPYHICHUSIMH OMOPHO-IBUTATEIHHOTO
arnmapara, MOOMJIBHOM CUCTeMBbI 0OYUEHUS JIJIS JIFO/ICH ¢ MHBAJTUIHOCTBIO.

14. ®oH OLIEHOYHBIX CPEICTB

14.1. OcHoBHBbIE TPeOOBaHMSA K (POHIY OLIEHOYHBIX CPEICTB U METOANYECKHE PeKOMEH1allun
@DOHJ| OLIECHOYHBIX CPEJCTB U TUIIOBbIE KOHTPOJbHBIC 3aJJaHUsI, UCTIOIb3yeMbIe i OLIEHKH chop-
MHUPOBAaHHOCTH U OCBOCHHS 3aKPEIUICHHBIX 32 JUCUUILIMHON KOMIETEHIIMN MPU MPOBEACHUU TEKYIIEH,
IPOMEKYTOYHON aTTeCTallMy MO JUCHUILIMHE MPUBEACH B MIPUIIOKEHUH K paboueil mporpamme.

14.2 TpedoBanusi K (pOHIY OLEHOUYHBIX CPEACTB JJIsl JIUI[ ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMU

3/10pOBBSI

Jns CTYIeHTOB C MHBAIMIHOCTBIO TIPETYCMOTPEHBI IOTIOJTHUTEIbHBIE OIEHOUYHBIE CPE/ICTBA, Iepe-
YeHb KOTOPbIX yKa3aH B TaOJMIIE.

Tabauua 14 — JlonoJHUTEIbHbIE CPEACTBA OIIEHUBAHUS /IJIsl CTYA€HTOB ¢ HHBAJWJIHOCTHIO

Kareropuu ctyneHToB

Bupl TONOTHUTENBHBIX OIICHOUHBIX
CpE/CTB

@opMbI KOHTPOJISL U OLICHKU
pe3yJIbTaTOB O0y4YCHUS

C HapymeHusiMu
ciyxa

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

[Ipenmy1iecTBEHHO MUCHMEHHAS
IIPOBEpKa

C HapymieHusiMu
3peHus

Co0ecenoBanue 1Mo BOIIPOCAM K 3a4eTy,
OIIPOC 0 TEPMHHAM

[IpeumymiecTBEHHO yCTHAs TIPOBEPKA
(MHIMBUAYAIBHO)

C HapymeHusiMu
OIOPHO-
JIBUTATEILHOTO
ammapara

Pemenne qucTaHIIMOHHBIX TECTOB,
KOHTPOIbHBIC PAOOTHI, MMCEMEHHBIC
CaMOCTOSITeNIbHbIE paObOThI, BOIPOCHI K
3aueTy

[IpeuMy11eCTBEHHO AUCTAaHIIUOHHBIMU
METOIAMHU

C orpanuueHusIMHU 1O
00IIEMETUITTHCKAM
[IOKa3aHUSIM

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

[IpenmyniecTBEHHO IPOBEPKA
METOAAMHM, UCXOJISI U3 COCTOSIHUS
00y4aroierocss Ha MOMEHT IPOBEPKHU

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

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

- B reyaTHou (opme;

- B IIeYaTHO (hopMe ¢ YBEITHUYEHHBIM MIPUPTOM;

- B (hopMe AIIEKTPOHHOTO JIOKYMEHTA;

- METOJIOM YTEHHSI aCCUCTEHTOM 3aJIaHus BCIYX;

- MpPeIOCTaBJICHUE 3aJJaHus C UCIIOF30BAaHUEM CYPIOTIEPEBOIA.

CryneHTaM ¢ MHBAITHJIHOCTHIO YBEIIMYMBAETCS BPEMsI HA IMOATOTOBKY OTBETOB HA KOHTPOJIbHBIC
BOMPOCHL. J[J1s1 TaKUX CTYAEHTOB MpelycMaTpUBaeTcs AOCTyMHas ¢popMma MpeaoCTaBIeHUs OTBETOB Ha 3a-

JaHHsA, a UMCHHO!

- IIMCBbMCHHO Ha 6yMare;

- Ha6op OTBCTOB Ha KOMIIBIOTCPE;
- Ha60p OTBCTOB C UCIIOJIb30BAHUEM YCIIYI' aCCUCTCHTA,
- IMpEACTABICHHUE OTBETOB YCTHO.
Hpoue;[ypa OLICHUBAHUSA PC3YJIILTATOB 06yquI/IH WHBAJIMAOB IO JUCHUINIMHC IMPEAYCMATPHUBACT
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npegocTaBieHue nHGopmamu B popMax, alanTUPOBAHHBIX K OTPAaHMUYCHHUSM UX 30POBbSI U BOCTIPUSTHS
nHpopmaIuu:

JI1s1 i1 ¢ HApyIIeHUSIMM 3PeHust:

- B (hopMe ANIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOM (hopMe YBEITMYCHHBIM HIPHUPTOM.

JI1s1 JIMI ¢ HApYIIEHUSIMHM CJIyXa:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (opme.

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

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4yaTHoOU opme.

[Tpu HEoOXOmMMOCTH /17151 00YJAIOIIUXCS ¢ MHBATUAHOCTBIO MPOIEIypa OIICHUBAHUS PE3YJIbTaTOB
00y4eHHUST MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.
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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
HarmpaBienue noarotoBku (cnernuanbHOCTh): 38.03.02 MeHeaKMeHT
HanpasiienHocTh (Tpoduis): YnpaBiieHne NpoeKToM

®opma 0OyueHus: OUHast

®dakynpreT: P, IKOHOMHUYECKHUIT PaKyJIbTeT

Kadenpa: menemxkmenrTa, kadgeapa MeHeIKMEeHTA

Kypc: 3

Cemectp: 6

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

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

3aaa4

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;
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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;

VYI0BIETBOPUTEIBH
0 (IOpOroBbIN
YPOBEHb)

* OCHOBBI JICJIONIPOU3-
BOJICTBA U 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa B Op-
raHu3alusIX,;

* yMEET MPEeCTaBIIATh
pe3yabTaThl CBOCH pado-
TBI;

¢ BJIAJACCT NOBCPXHOCT-
HBbIMHU HaBBIKaAMH pa60TH
C KOMIIBIOTCPHBIMU CCTA-
MU, ITIOMCKOBBIMH CUCTC-

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

3 TunoBble KOHTPOJIbHBIE 32/ IaHUS

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 TecToBbBI€ 3a1aHUS
1. Jlata toKyMeHTa — 3TO:
A) nata ero nmoAmnucaHus, IPAUHATHS
B) nata ero cocraBnenus
C) mara ero moanmUCcaHus, MPUHATHUS, YTBEPKICHUS, COCTABICHHS, JaTa COOBITHS
D) nara coOpITHS
2. JlokyMmeHT, (pUKCUpYIOIMUK X0 00CYXIeHUs BOMPOCOB U MPHUHSITHUS PEIIeHU Ha coOpaHu-

X, 3aCCAaHUAX, COBCIIAHUAX U T.II..

A) 00bsiCHUTEIbHAS 3aIHCKa

B) noknaanast 3ammcka

C) akr

D) npoToxon

3. Ecnu pacniopsimiuTenbHas 4acTh TEKCTAa HAUMHAETCS CIIOBAMH “00s3bIBaI0”’, TO 3TO
A) npuka3

B) 3asBnenue

C) pacniopsbkeHue

D) yka3zanue

3.2 Tembl OIPOCOB HA 3aHATHSAX
Co3pmanue IeKTPOHHBIX JOKYMECHTOB
WNHdopManmoHHO-CIIpaBOYHBIE IOKYMEHTBI, UX COCTABJICHUE H OPOPMIICHHE
Opranu3aius paboThl ¢ TOKyMEHTaMU. XpaHEHUE IOKyMEHTOB
Pabota B cucteme 35IeKTpOHHOTO TIOKYMEHTO000pOTa

3.3 JKk3aMeHalIOHHbIE BONPOCHI
1. OCHOBHBIC TTOHATHUS U OTPEICICHUS ACIONMPOU3BOICTBA. JIOKYMEHT U JOKyMEHTOOOOPOT.
2. Ponb nokymeHTOB B o0miecTBe. OyHKIUU TOKYMEHTOB.
3. TpeGoBanus K JOKYMEHTHPOBAHHOM MH(pOpMaUU. YHUDUKAIMS TOKYMEHTOB M TEXHOJIOTHIi

paboThI C TOKYMEHTaMHU.

4. FOpuanueckas cuia JoKyMeHTOB. ObecriedeHrne IOpUINYECKOM CHITBI JIOKYMEHTOB Ha Oy-

Ma>XHOM U MalllIMHHOM HOCHUTCJIAX.
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— 5. Knaccudukanuu J0KyMEHTOB, HCIIOJIb3yeMbIe B TIPAKTHKE JIETONPOU3BO/ICTBA.

— 6. HopmartuBHO-MeTOoMueckast 6a3a qenonpon3BoacTBa. HopMaTuBHBEIE TPaBOBBIE aKThI, TOCY-
JApPCTBEHHBIE CTAHAAPTHI, KJIACCU(PUKATOPHI U IPYTHe HOPMATUBHbBIE JOKYMEHTHI.

— 7. Yaudunuposannsie cucrembl gokymeHtanuu (YC/I). Onpenencane u nazHauenue Y CJI.
[Tpumeprr YCII.

— 8. Cucrema opranm3zaiimoHHO-pactopsauTeasHoi gokymentamnuu (OP/I).

— 9. Cocrasnenue u 0pOpMIICHHE OPTaHU3ALMOHHO-PACTIOPSIUTEIBHBIX TIOKYMEHTOB. Buabl 1o-
KyMEHTOB. Jlornueckas CTpyKTypa T€KCTa JOKYMEHTOB.

— 10. CocraBnenue u opopmieHre HHPOPMAITHOHHO-CITPABOYHBIX TOKYMEHTOB. BUABI TOKyMeH-
ToB. Jloruueckas CTpykTypa TEKCTa JJOKyMEHTOB

— 11. ®opmupoBaHue U TeKyIIee XpaHEHUE eI

— 12. Opranusauus pabotsl ¢ fokymeHTamu. Opranuzanus ciayx0s JIOY u ee pyHkuuu.

— 13. JIokyMeHTOO00pOT BXOAALIUX, UCXOSIINX U BHYTPEHHUX JIOKYMEHTOB (IlepBUYHas oOpa-
00TKa, perucTparysi, UCIoJIHEHUE U KOHTPOJIb). CPOKH MCTIOTHEHUS IOKYMEHTOB.

— 14. Peructpanunonssie (opMbl 1 OCOOEHHOCTH UX UCTIOIb30BaHMS.

— 15. OcoGenHocTH BeAeHUS ACIOMPOU3BOICTBA IO OOPAIICHUSIM TPaXK/IaH.

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

— 17. Opranuzanus paboThl ¢ JOKYMEHTUPOBAHHOW HH(pOpMaIIUel OrpaHUYEHHOTO I0CTYTIA.

— 18. OcHOBHBIE perinaMeHTUPOBAaHHBIE MPOLEAYPHl PadOTHl C TOKYMEHTaMU B BEIOMCTBEHHOM
apxuBe (popmupoBanue, opopMICHNE U XpAaHEHUE JIeN, KCIIEPTU3a IIEHHOCTH JIOKYMEHTOB, Iepeaaya B
apXWuB).

— 19. Bunsl cucrem aBTOMaTH3anuu paboThl C TOKYMEHTaMHU U UX (PYHKIIHOHAJIEHBIE BO3MOXKHO-

CTH.
— 20. DIeKTpOHHBIN JOKYMEHTOOOOPOT.

— 21. DAeKTPOHHO—ITU(POBas TIOIIHCH.

3.4 TeMmbl KOHTPOJILHBIX padoT
TpeboBaHusl K JOKYMEHTHPOBAHHON WH(pOpManuu. YHU(DUKAIUS JOKYMEHTOB M TEXHOJOTHMA
paboThI C JOKyMEHTAMH.
— Opranuzanus paboTsl ¢ fokyMeHTaMu. Opranuszanus cryxos1 JJOY u ee pyHKIUH.
— DJEeKTPOHHBIN JOKYMEHTOOOOPOT.
— JIOKyMEHTOOOOPOT BXOIAIIMX, UCXOMAIIMX M BHYTPEHHMX JOKYMEHTOB (IepBHYHas oOpa-
00TKa, perucTparus, UCIIOJIHEHUE U KOHTPOJIb). CPOKH NCIIOJTHEHUS IOKYMEHTOB.

4 Metoanyeckue MaTepHAaJIbI
s obecnieueHust mpouecca oOydeHHs M pelleHus 3ajady o0y4eHHUsl UCHOJIb3YIOTCS CIEAYIOIINe
MaTepHuabl:
— METOIUYECKHUE MaTepualbl, ONpeeNioNe MpoLelypbl OLIEHUBAaHNUS 3HAaHUM, YMEHH, HaBbI-
KOB U (WMJTH) OTIBITA JIEATEIFHOCTH, XapaKTePU3YIONIUX dTarbl (POp-MUPOBaHUS KOMIETEHITUH, COTJIACHO TI.
12 paGoueii mporpamMmsl.
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[Tekcr] : yueOnuk / H. H. Kynsies [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. JlonosHuTEIbHAS JIUTEpaTypa
1. JloKkyMEeHTHpOBaHHE YNpaBICHYECKOM AedaTenbHOCTH : yueOHoe nocobue / XK. H. Akcenosna ;
®enepalibHOE areHTCTBO 10 00pa3oBaHMI0, TOMCKMII TOCYIapCTBEHHbIN YHUBEPCUTET CUCTEM YIIpaBiie-
HUS ¥ paanosnekTporuky, Kadenpa sxonomuxku. - Tomck : TMIJLO, 2006. - 119 c. : wi., Tabn. - bubau-
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orp.: ¢. 119. (mHanuuue B 6nbmrotexe TYCVYP - 16 3k3.)

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

4.3. O6s13aTesibHbIE YUeOHO-MeTOAUYeCKH e TOCOOH s

1. OOwwuii 1 AMEKTPOHHBIN JOKYMEHT0000poT: MeTonuueckoe nocodue mo J1adopaTopHbIM 3aHs -
TUSM U CaMOCTOSTENbHOU padbote ans cryneHtoB HampasieHuil 080200.62 «Menemxkment», 080100.62
«OxoHomuka» / AxcénoBa XK. H. - 2014. 40 c. [DnexrtponHslii pecypc] - Pexum poctyna:
https://edu.tusur.ru/publications/4874, cBOOOTHBI.

2.  JIOKyMEHTHpPOBAaHHE YNPABICHUYECKONU NEATEIbHOCTH: MeToAnYecKre yKa3aHUs K MpaKThye-
CKHM 3aHITHSIM U 10 camocTosATenbHOoM padote / AkcéHora XK. H. - 2011. 57 c. [DnexTponnsld pecypc] -
Pexxum nmoctyna: https://edu.tusur.ru/publications/2389, cBOOOIHBII.

4.4. Ba3bl JaHHBIX, HH(POPMANHOHHO CTIPABOYHbIE H MOMCKOBBIE CHCTEMbI
CrnpaBouHO-UHPOpPMATHOHHBIE cHCcTeMbI «KOHCYbTaHT +», «["apaHT.
http://www.gdm.ru — Opunransaplii caiT [ Wibaun yIpaBIsSOMKX JOKYMEHTAUEH
http://www.gramma.ru - KyneTypa nuceMenHo# peun (pazuen « CTHIb TOKYMEHTAY)
http://dogovor.helpery.ru — Dnexrponnsiii coopauK «OOpa3Ibl JICTIOBBIX JTOKYMEH-

AW N —

TOBY»

5. http://www.eos.ru — OduuUaNbHBIA CalT KOMOAHUU «DJIEKTPOHHBIE O(UCHBIE CUCTEMBD»
(paznmen «O TOKyMEHTOOOOpOTEY)

6. http://www2.termika.ru/dou/enc - DHIIUKIIONIEUS NETOIPOU3BOICTBA

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