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«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)
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PABOYA S TTPOT'PAMMA JUCHUITJIMHBI
J1eJIONpOM3BOACTBO M JOKYMEHT0000POT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

HampaBnenue noarotoBku / cneruaibHOCTh: 27.03.02 YnpaBieHue kauecTBOM

HanpasnenHocts (mpodwmiip) / coenuanuzanvs: YOpabjieHHe KavyecTBOM B HH(OPMAIMOHHBIX
cucremMax

®opma o0ydeHus: OUHaA

®akynpreT: PUT, PakyabTeT HHHOBALMOHHBIX TEXHOJIOT M

Kagenpa: YU, Kadenpa ynpaBieHuss HHHOBALMAMHU

Kypc: 3

Cemectp: 5

YuebOnsrit man Habopa 2017 roma

Pacnipenenenne pabouero BpemeHu

Ne Bunsl yaeOHOI A€ATEIBHOCTH 5 cemecTp Bcero Enununner
1 Jleknuu 18 18 4acoB
2 [IpakTyeckue 3aHATUA 18 18 4acoB
3 JlabopaTtopHbie pabOThI 18 18 4acoB
4 Bcero aynuTopHbIX 3aHATHN 54 54 4acoB
5 CamocTosiTenpHas paboTa 54 54 4acoB
6 Bcero (0e3 ax3aMeHa) 108 108 JacoB
7 ITonroroska u cgada pK3aMeHa 36 36 JacoB
8 OO01mast Tpy10eMKOCTh 144 144 9acoB
4.0 4.0 3.E.

OKk3ameH: 5 cemecTp

Tomck 2018
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotoko Ne 8 oT « 25 » 4 2018 1
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
ToBKH (crnieruanbHoCcTH) 27.03.02 YnpaBnenue kauectBoM, yTBepxkaeHHoro 09.02.2016 rona, paccmoTpe-
Ha ¥ 0100peHa Ha 3acenanuu kapeapsl YU« » 20 rona, mpoTtokon Ne

PazpaboTunk:

noueHt Kadenpa ynpasienus HHHO-
Barusmu (YHN) N. A. Jlapnommna

3aBenyronmii o0ecnieunBaromeii kad.
YU I'. H. HapumanoBa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Hexkan OUT I'. H. Hapumanosa
3aBeAyIOIHi BRITYCKAIOIICH Kad.

YU I'. H. Hapumanosa
OKCIIepTHI:

JlouieHT Kadeaps! ynpaBieHUs] HHHO-
Barusimu (YUN) B. K. Kykos

JloueHT kadeaps! ynpaBieHUs] HHHO-
Barusimu (YUN) A. A. YepHbliieB
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
chopMHUpOBaTh Y CTYACHTOB 0a30BYI0 CHUCTEMY 3HAHHUU B OOJACTH JCIIOMPOU3BOJICTBA, IaTh CTY-
JEHTaM CHCTEMaTH3UPOBAaHHBIC CBEJCHHUS O CYIITHOCTHU, CTPYKTYpE, (PYHKIUIX U MHOTOOOpa3HH TOKyMEH -
TOB; TIPaBWJIaX OpPTaHHU3AIMK COOpa, XPAHCHHS, CHCTEMATH3AI[|H, TICPBUYHOTO H TOCJICYIONIETO aHATN3a
1 o0ecrieueHus 3aliThl KOH(UICHIINATIbHON HH(pOpMalIMY, TOKYMEHTUPOBAHUS Pab0oUnX MPOIIECCOB.

1.2. 3agaun IMCHMIIINHBI
—  0Oy4YUTH CTYICHTOB OCHOBaM HOPMAaTHBHO-TIPABOBOTO M METOMYECKOTO 00eCTICUeHHS padOThI
C JTOKYMEHTaMHU W JOKYMEHTOO0OOpOTa; MpaBWJIaM YIIPaBJICHUs KOMIUIEKCHBIMH TPOIEIypaMU TOKYMEH -
TOOOOPOTa B OPTaHMU3AINH; MMPABUIAM JOKYMEHTHPOBAHUS pa0OYMX MPOIECCOB U 00ECIICUCHUS 3alUTHI
KOH(HUIEHITMATLHON HHPOPMAIIUH, CONEPIKAIIUXCS B JOKYyMEHTAX.

2. Mecto mucuuniauHbl B ctpykrype OIIOII

Huctunnuna «/lenonpousoactso u nokymentoobopor» (b1.B.JIB.4.1) otHocutcs k 61oky 1 (Ba-
pUaTUBHASI YaCTbh).

[TpeamecTByOIMKUMU AUCHUIUIMHAMHY, (POPMHUPYIOLIIMMH HavyalbHbIE 3HAHUS, SBIAIOTCSA: BBenenne
B npodeccuto, JlenoBoe obmenue, [Ipaktuka 1o mogydyeHuIo NepBUYHbIX IPOo(eCcCHOHATBHBIX YMEHUHN U
HaBBIKOB, TeXHOIOrNuecKas MpakTHKa.

[TocnenyromumMe JUCIUIUIMHAMHE SBISIOTCS: [IpakTHKa 1O MOIydeHHI0 MPOopeCCHOHAIBHBIX yMe-
HUI U oIbITa IPO(PEeCCUOHATLHON AEATEIbHOCTH.

3. TpeOoBaHus K pe3yJbTaTaM OCBOCHHS THCHUIINHBI

[Tpouecc n3yueHus: AUCUUILIMHBI HapaBjieH Ha (JOPMUPOBAHUE CIEAYIOIUX KOMIIETEHIUH:

— [IK-9 cnoco6GHOCTBIO BECTH HEOOXOAUMYIO JOKYMEHTALMIO IO CO3JaHUI0 CUCTEMBI oOecrede-
HUS KaueCcTBa U KOHTPOIIIO €€ 3 (HEKTUBHOCTH;

B pesynpTrare u3ydeHus: IMCLUIIIMHBI 00YJatOIUNACS T0JIKEH:

— 3HaTh NepedyeHb 00s3aTeIbHON JTOKYMEHTAlUU CUCTEMBbl 00ECIIEUEHHsI KauecTBa U CIIOCOOBI
KOHTpOJIs ee 3(ppekTUBHOCTH

—  YMeTb BECTH 0053aTeNIbHYIO0 JOKYMEHTAIMIO CUCTEMbI 00€CTIEUeHHUs KauyecTBa

— BJaJeTh OCHOBHBIMHU MpUeMaMH pa3pabOTKH, BEEHUS U COBEPIIEHCTBOBAHUS HEOOXOAUMOI
JOKYMEHTAIMH 10 CO3/IaHUI0 CUCTEMbI 00€CIIeYeHHs KauyecTBa U KOHTPOIIO ee 3(pdeKkTuBHOCTH

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI1 padoThI
OO0wast TpyI0EMKOCTb JUCLUILUINHBI cocTaBisieT 4.0 3aUeTHBIX €IMHUILIBI U IIPECTaBIeHa B Ta0Iu -

%Zgﬁilﬁa 4.1 — TpyaoeMKOCTb JUCLUILINHBI

Bunpl yueOHO 1eSITEIBHOCTH Bcero yacos CemecTpsl

5 cemecTp

AyrmutopHsble 3aHATHS (BCETO) 54 54
Jlexknuu 18 18
[IpakTueckue 3aHATHS 18 18
JlaGopaTtopHbIe pabOThI 18 18
CamocrosiTenpHas paboTa (Bcero) 54 54
Odopmienue oT4eToB 110 Ja00paTOpHBIM paboTam 12 12
[TpopaboTKa JIEKITMOHHOTO MaTepuaia 12 12
CaMocTosTeIbHOE N3yUEHUE TEM (BOIIPOCOB) 14 14
TEOPETUYECKOM YacTu Kypca
[ToaroroBka K MpakTUYECKUM 3aHATUSAM, CEMUHApaM 16 16
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Bcero (0e3 ax3ameHa) 108 108
[ToaroroBka u crava sK3amMeHa 36 36
OO01mast Tpy1I0eMKOCTb, 4 144 144
3aueTHpie EanHnIie 4.0 4.0
5. Conep:xanne TUCUMILITHHBI
5.1. Pa3zaenbl AMCHUIIMHBI U BUABI 3AHATHI
Paznensl AMCUMITITMHBL U BUABI 3aHATUI NpUBEICHBI B Tabmwuie 5.1.
Tabmmma 5.1 — Pa3mensl AUCIUIUIMHBI ¥ BUABI 3aHITHH
Bcero
yacoB | PopMUpyEMBbI
[Tpak. | Jlao. Cam. PMHPY
HazBanus pa3nenoB IuCIUTIITHHBI Jlek., u (6e3 e
3aH., 9 | pab., 9 | pab., q
9K3aMe | KOMIIETEHIIUU
Ha)
5 cemecTp
1 CymHOCTh JOKYMEHTAIIMOHHOTO 00ec- 2 0 0 1 3 [1K-9
MI€YEHUs yNIpaBIeHUs (JETONPON3-
BOJICTBA)
2 OCHOBHBIE MOHSTHUS U ONIPEACIICHUS J10- 2 2 0 5 9 I[1K-9
KYMEHTAIIHOHHOTO 00ECIIeYCHHS YIIPaB-
nenust. Knaccudukanus J0KyMeHTOB
3 PekBU3UTHI yNpaBIeHUYECKUX JOKYMEH- 2 4 2 8 16 |IIK-9
TOB U MpaBWJIa X 0(OPMIICHHUS
4 OpraHu3armOHHO-PACTIOPSIUTEITBLHBIE 2 0 5 3 10 |TIK-9
JOKYMEHTBI U TIpaBUiia uX 0QOpMIICHUS
5 NHdopmMarmoHHO-CIIpaBOYHbIE TOKY- 2 2 8 8 20 |IIK-9
MEHTBI U TipaBuiia ux opopmiIeHuUs
6 JlokymeHTalus o JIMYHOMY COCTaBy 2 4 2 10 18 |IIK-9
7 Tunu4aHble OMMOKH B SI3BIKE U CTHIIE 6 9 [K-9
JIETTIOBOM JOKYMEHTAIIUU
8 Opranuszanus 10KyMeHTO000pOTa B 2 4 0 9 15 |TIK-9
YUpEKICHUU
9 CucreMa u METO/Ibl XpaHEHUS JOKYMEH- 2 2 0 4 8 I1K-9
TOB
Hroro 3a cemectp 18 18 18 54 108
Uroro 18 18 18 54 108
5.2. Coaep:xanue pa3aejioB IMCHUILIHHBI (110 JIEKIIASIM)
ConeprkaHue pa3aesioB TUCIUTIINH (TIO JIEKIUSIM) PUBEIEHO B TabmuIie 5.2.
Tabmuua 5.2 — ComeprkaHue pa3ieiaoB TUCIUILIKH (TI0 JEKITHSIM)
Copeprxanue pa3aesioB JUCHUILTUHEL (10 | TpynoemkocTs, | DopMupyemblie
Ha3Banus paznenos Aep pasil AHC ( Py ’ pMHPY
JICKITUSIM) q KOMITETEHIIUU
5 cemecTp
1 CymHocTh ITonsTHE NEIONIPOU3BOACTBA, UCTOPHUS €TO 2 I1K-9
JIOKYMEHTAIIMOHHOTO | HosiBJIeHUs. Poitb 1 3a1aum 1emonpous-
obecrnieueHus BOJICTBA B pallMOHAJIU3ALIMY YIIpaBiIeHYE-
yIIpaBICHUS CKOM JIeATENIbHOCTH Oprann3anuu. JJoky-
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(memonpon3BOICTBA)

MCHT KaK HOCHUTCJIb I/IH(I)OpMaI_II/II/I H KakK
CpCACTBO pCain3allu YIIPABJICHUYCCKUX

byHKIUH

Hroro
2 OCHOBHBIE MOHATHSI | OCHOBHBIE OIIPENIETICHUS M0 KypCy JeI0- ITK-9
U OTIpe/IeTICHUS MIPOU3BOACTBA U JOKYMEHTO000poTa. Buibt
JOKYMEHTAIIMOHHOIO | OPraHU3allMOHHO-PACTIOPSIUTENBHBIX JOKY-
obecrnieueHus MEHTOB, PACTIOPSIUTENBHBIX TOKYMEHTOB,
yIpaBICHUS. UH(POPMAITMOHHO-CIIPABOYHBIE JOKYMEHTOB,
Knaccudukanus Vroro 2
JIOKYMEHTOB
3 PexBU3UTEI CocraB u coaepxanne nokymeHTanuu.Co- 2 I1K-9
YIPaBIEHYECKUX CTaB KaJpOBOU JOKYMEHTAIMH1, HOpMa-
JIOKYMEHTOB U IIpaBUJIa | TUBHO-MeTOAUYECKas JokymeHTanus. Kap-
ux opopMIIeHHUs TO4Hasi (hopMa BEAECHUS TOKYMEHTOB.
Hroro
4 OpraHu3anuoHHO- HopmatuBHO-nipaBoBasi 0OCHOBA JEJIONPOU3- [K-9
pacropsiANTENbHbIE BO/CTBO. OYHKIIMHU JEIONPOU3BOICTBEHHON
JOKYMEHTHI ¥ TpaBuiia | ciayxObl. JlokymeHt. Cucrema JOKyMeHTa-
ux opopMIICHUS 1017071
Hroro 2
5 UndopmanmonHo- Buas! uHpOpMaMOHHO-CIIPAaBOYHBIX JIOKY- 2 I1K-9
CIIpaBOYHbBIE MeHTOB. [TuceMo. @opmynsap u cTpykTypa
JOKYMEHTBI U IIpaBuia |Tekcra. PazHoBuaHOoCTH TekcTa. [IpaBua
ux oopMIIeHUS nepenucku. OcobenHoctu aapecauuu. Oco-
OEHHOCTHU MEPENHCKH KOMMEPUYECKHUX CTPYK-
Typ.
Hroro
6 JlokymeHTanus mno JInunelie nena. [Ipuka3 Ha yBOJIbHEHUE U I1K-9
JUYHOMY COCTaBY npueM. JInuHas kapTouka
Hroro
7 Tunnuabie omMOKY B | TUMTMYHBIE OIITMOKH I1K-9
A3BIKE U CTHJIE NENOBOM |y 2
JOKYMEHTaI1
8 Opranu3zanus Opranuzanys JBUKEHNUS HH(OpMaLUK. 2 I1K-9
nokymeHToobopota B | O6meM nokymenTtooboporta. [lopsaok mpo-
YUPEXKIECHUU XOXKACHUS BXOJIIEH/MCXOomsIIen Koppe-
croHAeHIMU. OpraHu3aius ABUKEHUS U UC-
MOJIHEHUS] BHYTPEHHHUX JOKYMEHTOB. MOPsI-
JTIOK pabOThI UCTIONTHUTENEH C IOKyMEHTaMU
Hroro 2
9 Cucrema u meroasl | [IpusHaku cuctrematuzanuu. [Ipasuna dop- 2 ITK-9
XpaHeHus JOKYMEHTOB | MupoBaHus jei. Homenknarypa nen. Bunabt
HOMEHKJIATypbl Aei. OnpeneneHue cpokoB
XpaHEHUs JOKYMEHTOB
Hroro 2
Hroro 3a cemectp 18
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5.3. Pa3nenbl JMCHMILVIMHBI M MEKIMCUMILIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (MPeAbl Ty IIUMH)
U o0ecrieynBaeMbIMH (MOCJIEAYONIUMH) TUCHUIIHHAMU
Paznmenpl MUCHUIUIMHBI M MEXIUCIUTUTMHAPHBIC CBSI3U C 00ECTICUMBAOIIMMHU (TIPEABIAYIIIUMH) U
obecrieunBaeMbpIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAME TIPEICTAaBICHBI B TabuIe 5.3.
Tabmuua 5.3 — Pa3nenbl AUCIUTUTHHBI B MeXAUCIUILTHNHAPHBIC CBSI3U

Ne paznenoB qaHHOM AUCHHUIUIMHBL, 17151 KOTOPBIX HEOOXOIUMO U3yYEHHE
HauMeHOBaHME TUCIUILIHH o0ecrneunBaroIuX U 00ecreunBaeMbIX JUCIUILTUH

1 2 3 4 5 6 7 8 9

[IpenmecTByronye AMCUUIUINHBI
1 Beenenue B mpodeccuto + +
2 JlemoBoe oOIICHUE + + +
3 IIpakTHka 1o noJIy4eHuIo
MEPBUYHBIX PO ECCHOHAIB- + + + +
HBIX YMEHUI 1 HaBBIKOB
4 TexHonornyeckasi IpakTHUKa + + + +

ITocnenyromue TUCUUIIMHBL

1 TIpakTyka o MOJIyYEHHUIO
npoheCcCHOHABHBIX YMEHUH N N
U OIbITa MpoeccuoHanbHON
NESTENIbHOCTH

5.4. CooTBeTcTBHE KOMIIETEeHIIMIi, (OPMHUPYEMBIX PH U3yYeHUM TUCHHUILUIMHBI, U BUA0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MPHU HM3YUYEHUH IUCHUIUIMHBI, ¥ BHJIOB 3aHATHU

MPEICTaBICHO B Tabmuiie 5.4.

Tabmuua 5.4 — CooTBeTCTBUE KOMIIETEHIIUH, (POPMUPYEMBIX MIPU U3YYEHUHN JUCLUILIMHBL, U BUIOB 3aHS -

TUN
KommeTen Bunel 3ansaTuii
DOpMBI KOHTPOJIA
nuu Jlek. [Tpak. 3aH. Jlab. pad. Cawm. pa0.
I1K-9 + + + + OTtuer 1o HHAMBUAYAIBHO-

My 3a/I1aHHI0, DK3aMEH,
KoncnekT caMonoaroToBKH,
OtyeT no nabopaTopHoOi pa-
6ote, Onpoc Ha 3aHATHUSX,
Tect, OTueT 1o npakTHye-
CKOMY 3aHSITHIO

6. UaTepakTuBHBIE MeTOABI M (POPMBbI OPraHU3ANMHU 00yYEeHHUS

He npenycmotrpeno PVYII.

HaumenoBanue nabopaTtopHbIX paboT npuBeneHo B Tabnuue 7.1.

7. JlabopaTtopHble paGoThl

Tabmuua 7.1 — HaumeHoBaHue 1a00paTopHbIX paboT

Ha3zBanus paznenos

HaunmenoBanwue 1ab0paTtopHBIX padboT

Tpynoemkocts, | @opMupyemblie
q KOMIICTCHII N

5 cemecTp

3 PexBU3UTHI
yIPaBJICHYECKUX

ux 0opMIICHUS

OxapakTepu30BaTh pEKBU3UT TOKYMEHTA 110
rapaMeTpaM: 3HaueHUE PEKBU3UTA, IPABOBast
JIOKYMEHTOB U IIPaBUJIa | OCHOBA MCIOJIb30BaHUsI PEKBU3HUTA, ITpaBUIIa
(opMHPOBaHUS PEKBU3UTA, PACTIONIOKEHUE
PEKBU3UTA

2 I1K-9
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Uroro 2
4 OpraHu3anuoHHO- OxapakTepu3oBaTh PEKBU3UT JOKYMEHTA 1O 1 I1K-9
pacnopsiAuTeIbHbIC napaMmeTpam: 3HaueHue PeKBU3UTA, PABOBAs
JIOKYMEHTBI U TIpaBUjIa | OCHOBA MCIOJIb30BAHUSI PEKBU3HTA, [TpaBUIIa
ux oopMIICHUS (dbopMupOBaHUs PEKBU3UTA, PACIIONOKEHHE

pEKBU3UTA

O3HaKOMHTBCS C 00pa3IOM MHCbMa U COCTa- 4

BUTbH TUCHMO-IIPETEH3HIO TI0 TPOU3BOACTBEH-

HOW cuTyanuu. Bee mucbma cocTaBisiroTcst

Ha GUPMEHHOM OJIaHKe IPEeINPUITHS

Hroro S
5 NudopmarmoHHo- OxapakTepu30BaTh PEKBU3HUT TOKYMEHTA I10 2 I1K-9
CIPaBOYHBIE napaMeTpam: 3HaueHUE PEKBU3UTA, IPABOBAs
JIOKYMEHTBI U TIpaBUjia | OCHOBA MCMOJIb30BAHUS PEKBU3HUTA, MTPaBUIIa
ux oopmieHus (bopMHpOBaHUS PEKBU3UTA, PACTIONIOKEHUE

PEKBU3HUTA

Ornpenenenre peKBU3UTOB JOKYMEHTA U UC- 1

MPaBUTh OMIMOKHU B UX 0()OPMIICHUH

JlaTh XapakTepuCTUKY JOKYMEHTa U IIPUBE- 2

CTH €ro MpUMEp C YIETOM TPeOOBaHHIH,

MPEIbABISIEMBIX K €r0 (hOpMe U TEKCTY

ConocTaBUTh IPUMEP AOKYMEHTA C UX TU- 1

oM

CryneHTy NpeioCTaBlIeH IPUMEp AOKIATHON 2

3aMUCKU. CTYIEHT JIOJKEH 03HAKOMUTCS U CO-

CTaBUTh 3AIKCKY, HE TIOBTOPSIS CUTYalUIO B

MIPEJICTaBICHHOM 00pas3lie.

Hroro
6 [loxymeHTanus no CocTaBUTh JOKYMEHTHI 110 YBOJIBHEHHIO pa- 2 ITK-9
JMYHOMY COCTaBY OOTHHKA, TepeBoJa COTPYIHHUKA C OTHOM pa-

60TbI Ha Apyryto.JIngHoe 1eno paboTHHUKA

€ro Ha3HayeHHe, cocTaB U nopsaaok.Ilopsaok

oopMiieHust 0OUepeTHBIX OTITYCKOB

Hroro 2
7 Tunuunele omnOku B | HaxoxieHue ommoOoK B MpeICTaBICHHbIX J10- 1 I1K-9
S3bIKE U CTUJIE KyMEHTax
AICTIOBOH Hroro 1
JOKYMEHTaII1
Hroro 3a cemectp 18

8. [IpakTHYeckue 3aHATHS (CEMUHAPHI)
HanmMeHoBaHMe MpakTUUECKUX 3aHATHH (CEMHUHAPOB) MpUBEIeHO B Tadmmie 8.1.
Tabmuua 8.1 — HaumeHOBaHME IPAKTUUYECKHUX 3aHATUH (CEMHUHAPOB)
HanmeHnoBaHMe NpakTUYECKUX 3aHATHU Tpynoemkocts, | PopMupyemblie
HasBanus paznenos
(cemuHapoB) q KOMITCTCHITH
5 cemecTp

2 OcHoBHbIe IOHATHS | COoCTaBIEHNE NIEPEYHS] YIPABIEHYECKUX J10- 2 ITK-9

Y OTpeIeTICHUS

KYMEHTOB, 00pa3yIOLIUXCcs B ACSITEILHOCTH
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JOKYMEHTAIIMOHHOTO | OpTaHU3allMid, C YKa3aHHEeM CPOKOB XpaHEHH-
obecrieueHus s.0nucanue npolecca npueMa-rnepeaadu J10-
yIpaBIeHHUS. KYMEHTOB IIpU CMEHE PYKOBOJIUTEIIS apX1Ba
Knaccudukarus Wroro 5
JIOKYMEHTOB
3 PexBu3uThHI Cocrasnenue:biank rpukasa: ¢ Ipo10JbHBIM 4 I1K-9
yIpaBICHYECKUX PacmoI0kKEHUEM PEKBU3UTOB, C YTIIOBBIM
JIOKYMEHTOB U IIPAaBUJIA | pacIlOIOKEHUEM PEKBU3UTOB, IIpoTokona:
ux oopMIICHUS KpaTKOro, COKpalieHHoro.Beimucku u3 npo-
tokonallcxonsuiero nuceMaBxoasiero
nuceMallucbma HHOCTpaHHOMY MTAPTHEPY
Hroro
5 NndopmarimonHo- CocTaBuUTh: IPOTOKOJIBI, AKThI, I0TrOBOPA, I1K-9
CIPaBOYHbIE MMCcbMa, (DaKChl, TEIeTpaMMBbl, CTIPABKH,
JOKYMEHTBI U TIpaBUjia | AOKJIAJHbIE 3aIHCKH, TOBEPEHHOCTH, 00BsIC-
ux opopMIICHUS HUTEJIbHBIC 3aITUCKU
Hroro 2
6 JlokymeHTanus mo Cocranenue /M, nprkaza 0 BHECEHUU U3- I1K-9
JIUYHOMY COCTaBY MeHeHui B /1M, mpukasa o pacupenencHun
JIOJDKHOCTHBIX 00si3aHHOCTeH, .CocTaBieHue
IIPaBWJI BHYTPEHHETO TPYAOBOI'O pacnopsiaka
Cocrasnenue rpaduka OTITyCKOB, TPHKa3a Mo 2
JTUIHOMY COCTaBY, BBITIUCKY W3 MpHKa3a Mo
OCHOBHOM JI€ATE€NIbHOCTHU, PACHIOPSIKEHUS,
yKa3aHUus
Hroro
8 Opranuzanus CocraBiieHre OJJaHKOB NMUChMa OPTaHU3aINH, I1K-9
JIOKYMEHTO000pOTa B | OJJAaHKOB pacropsKeHUs!, OJTaHKOB MpUKa-
YUPEKICHUU 3a.CocraBnenue nokyMeHTa "CTpyKTypa U U
HITaTHas YucIeHHOCTh npennpustus” .Co-
3aHKe ITAaTHOTO pacIUCaHMs, IPUKa3a O
BHECEHUU U3MEHEHHM B IITATHOE paciuca-
HUE, IPUKa3a 0 BHECEHHE U3MEHEHUN B
CTPYKTYpPY U IITATHYIO YUCICHHOCTH TPEI-
MPUSITHSL.
Hroro
9 CucreMa u METOJbl | COCTABJICHHUE OIUCH €N MOCTOSTHHOTO XpaHe- I1K-9
XpaHEeHUS JOKYMEHTOB | HUS, BDEMEHHOTO XpaHEHHUS, OTIUCH JIEJT IO
JUYHOMY COCTaBy
Hroro 2
Hroro 3a cemectp 18

9. CamocrosiTesibHasi padoTa

Bunel camocTosTenbHOM paboThI, TPYIOEMKOCTh U (POPMHUpPYEMbIE KOMIIETEHIIUH IIPEICTABICHbI B

Tabimiie 9.1.

Ta6mura 9.1 — Bugbl caMoCTOSITEIbHON paboThI, TPYAOEMKOCTh M (HOpMHUpPYEMbIe KOMIIETEHIHH

Ha3zBanus pasnenos

paboThI q

Bunasl camocrositensHor | Tpynoemkocts, | DopMupyembie
KOMIIETECHIUU

@OpMBI KOHTPOJIA

5 cemecTp
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OIINOKY B S3BIKE U
CTWIE OEJI0OBOU

HUE TeM (BOMPOCOB) TE€O-
PETUYECKOI YacTh Kypca

1 CymHocTh CamocTosTenpsHOE U3yde- 1 I1K-9 Onpoc Ha 3aHATHSX,
JIOKYMEHTAIIMOHHOT | HUE TeM (BOTPOCOB) TE€O- Tect, Dx3ameH
0 obecrieyeHus PETHUYECKOM YyacTH Kypca
yIpaBJICHUS Wroro 1
(menonpousBoOACTBA
2 OCHOBHEBIE [ToaroroBka kK mpakTuye- 2 [1K-9 KoncnekT camonon-
TIOHSITHS U CKUM 3aHSTUSM, CEMHUHA- roroBku, Onpoc Ha
orpeeeHuUs pam 3aHATUAX, OTYET 1o
KYMECHTAIIHOHHOT WHINBY BHOM
A0 gMe AIMOHHO [TpopaboTka JIeKITMOHHO- 3 A IlygI oMY
0 obecrieyeHus ro Matepuana 3ananuto, OTuer no
YIPaBJICHHUS. MPaKTUYECKOMY 3a-
Knaccudukanus Hroro 5 HaThio, Tect, DK3a-
JIOKYMEHTOB MEH
3 PexBu3uThI IToaroroBka K nmpaxkTuye- 2 I1K-9 Koncnekt camonon-
YIPABICHUECKUX CKHUM 3aHSTUSM, CEMHUHA- rotoBku, Onpoc Ha
JIOKYMEHTOB U pam 3aHATUAX, OTUeT 1o
MpaBUJIa UX WHIBY, BHOM
paBHiIa [IpopaboTka JIEKITMOHHO- 4 a llyé(l_;I OMy
odopmiieHus ro MaTepuaa 3a7aHuto, OT4eT 110
nmabopaTopHoi pabo-
OdopmieHne 0T4ETOB IO 2 Te, OTYET MO NpaK-
nmabopaTtopHbIM paboTam THYECKOMY 3aHsI-
Wtoro 8 tHhio, Tect, Dk3aMeH
4 OpranuzaimonHo- | [IpopaboTka JIEeKITMOHHO- 1 ITK-9 Onpoc Ha 3aHATHSX,
pacnopsiIMTENbHbBIE | TO MaTepHala Otuer no nabopa-
AOKYMCHTBI I OdopmiteHne 0T4ETOB 1O 2 TfOpHOH pabore,
TpaBia ux nabopaToOpHBIM paboTam et
opopmeHuUs
Hroro
5 UudopmarmonHo- | [ToaroroBka k mpaktuie- 2 I1K-9 Koncnekr camonon-
CIPaBOYHbIE CKUM 3aHATHUSM, CEMHHA- rotoBkH, Omnpoc Ha
JIOKYMEHTBI U pam 3aHATUAX, OTUeT 1o
TpaBitia ux CamocrosiTenbHOe U3yye- 2 HHHHBHIW?)HBHOMY
MIICHHUS HU TYET I
ogopme HUE TeM (BOTIPOCOB) TE€O- 3a):éa 10, LITHe 60
pETUYECKOM YacTu Kypca J1abOpaTOpHOM pabo-
te, OTUeT 1o mnpak-
O(l)OpMJ‘IeHI/Ie OTYECTOB I10 4 TUYECKOMY 3aHs-
nabopatopHbeIM paboTam o, Tect
Hroro
6 JloxymenTanus 1o | [TonroroBka k npakruue- 4 [K-9 Ormpoc Ha 3aHATHUSX,
JUYHOMY COCTaBY | CKMM 3aHSTHUSM, CEMUHA- OTt4er no UHINBH-
pam IyaJbHOMY 3a/a-
[TpopaboTka NeKInOHHO- 4 IG{HIO’ OT%T 1o 6Ha_
TOPHOU T
ro Marepuala OpaTOpPHOU paboTe,
OTuer 1o npaxkTuye-
OdopmieHne 0T4ETOB 110 2 CKOMY 3aHSITHIO,
abopaTOpHBIM paboTam Tecr, Dx3amen
Uroro 10
7 TunnyHbie CamocTosTenbHOE U3yde- [1K-9 KoncnekT camonon-

roroBku, Onpoc Ha
3aHATUAX, OTYET 1o
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JOKYMEHTaIH OdopmieHne 0T4eTOB 110 2 nabopaTopHOii pabo-
nabopaTtopHbIM paboTam te, Tect
Hroro
8 Opranuzanus [ToaroroBka Kk mpakTuye- I1K-9 Koncnekr camonon-
JIOKYMEHT0000pOTa | CKHM 3aHATHSIM, CEMUHA- rotoBku, Omnpoc Ha
B YUPEXKJICHUU pam 3aHATUAX, OTYET 1o
CamocTosTeNnbHOE U3yYe- 5 HHHHBHIW?)HL HOMY
HU TYET T
HHE TeM (BOIIPOCOB) TEO- 3a)éa f0, LTHe 60
PETUYECKOM YacTH Kypca J1abOpaTOpHOM pabo-
te, OTYeT no npak-
Hroro 9 TUYECKOMY 3aHs-
TH1o, TecT, K3aMeH
9 Cucrema n IToaroroBka K nmpaxkTuye- 2 I1K-9 Omnpoc Ha 3aHATHX,
METO/Ibl XPAaHEHUS] | CKMM 3aHSTHUSIM, CEMUHA- OTtuer no UHAUBH-
JIOKYMEHTOB pam IyaJbHOMY 3a/a-
HU TYET I
CamocTosTenpHOE U3yde- 2 0, OTHeT N0
MIPAKTUYECKOMY 3a-
HUE TeM (BOTPOCOB) TE€O- P CCKOMY 3
o HATHIO, TecT
pEeTHYECKOi yacTu Kypca
Hroro 4
Hroro 3a cemectp 54
IToaroroska u caaya dK- 36 OK3ameH
3aMeHa
Hroro 90
10. KypcoBoii npoekT / kypcoBasi padota
He npenycmorpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU YCIIeBaeMOCTH 00y4arouuxcst

11.1. banabHble OLIEHKH /JIsl 3JIEMEHTOB KOHTPOJIA
Tabmuna 11.1 — bayutbHBIC OIICHKH IS JIEMEHTOB KOHTPOJIS

N . MaxkcuManbHbI
N MaxkcuManbHBIN MaxkcuMalbHBIN
DneMeHTHl y4eOHOM 0aJut 3a mepuos Bcero 3a
6amn Ha 1-yto KT ¢ |  0am 3a nepuoa
NEeSATENbHOCTH Mexny 2KT u Ha ceMecTp
Hayana ceMectpa | mexay 1KT u 2KT
KOHEI[ ceMecTpa
5 cemecTp
KoncnexT camomoaroros- 5 5 5 15
KU
Ormpoc Ha 3aHATUAX 13
OTuer no MHIUBUAYATb- 4 12
HOMY 33/IaHUIO0
OTuet no nabopaTopHOii 5 5 5 15
pabore
Tect 5 5 5 15
Hrtoro makcumyM 3a nepu- 23 23 24 70
on
DK3amMeH 30
Hapacraromum utorom 23 46 70 100
10
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11.2. IlepecyeTt 0a/1J10B B OLICHKH 32 KOHTPOJIbHbIC TOYKH
[Tepecuet 6amIOB B OLIEHKHU 32 KOHTPOJIBHBIE TOUKH MpeCTaBiieH B Tadymie 11.2.
Ta6muma 11.2 — IlepecueT 0ansioB B OLIEHKU 32 KOHTPOJIbHBIE TOUKH

basnel Ha 1aTy KOHTPOJIBHOW TOYKH Onenka

> 90% ot MakcuManbHOU cyMMBbl OaiioB Ha gaty KT 5

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

4
Ot 60% 10 69% OoT MakcUMaIbHOM cyMMbl OaisioB Ha naty KT 3
2

< 60% oT MakcuMaIbHOU cCyMMBbI OauioB Ha naty KT

11.3. IlepecyeTr cyMMbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLEHKY
[Tepecuer cymMMBI 0aJIOB B TPaIUIMOHHYIO M MEXIYHAPOAHYIO OLIEHKY NPEACTaBICH B TaOmuIe
11.3.

Tabmuma 11.3 — Ilepecuer cymMMbl OaJIOB B TPAAUITMOHHYIO M MEXKTYHAPOJIHYIO OIICHKY

HtoroBas cymma 0aos,

Onenka (I'OC) YYMTHIBAET YCHEIIHO CAAHHBIN Onuenka (ECTS)

9K3aMEH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (oTIIMYHO)
85 -89 B (ouenb xoporiiio)

4 (xopoI1o) (3a4TeHO) 75 - 84 C (xoporo)
70 - 74
65 - 69 D (ynoBnerBoputeiabHO)

3 (yZIOBJIIETBOPUTENHHO) (3aYTEHO) 60 - 64 E (HocpeicTaento)
2 (HEYROBIIETBOPHTENLHO) (e Huxe 60 6ammon F (HeynoBneTBOpUTENHHO)

3a4TEHO)

12. YueOHO-MeTOAM4YecKOe M HHGOPMALMOHHOE o0ecneyeHne JUCHMIITTHHbI

12.1. OcHoBHas1 JIMTEpaTypa

1. IIlam6a T.M. Hotapuat B Poccuiickoii ®enepanuu [Texcr] YueOuuk / T. M. Illam0a, B. H.
Koxkun, H. T. Illam6a ; pen. I'. I'. Uepemusix. - 3-e uzn., nepepad. - M. : Hopma, 2011. - 304 c. (Hanu4ue B
oubmmoreke TYCVYP - 20 3k3.)

2. Kyzuenos U. H. JlokymeHTanmonHoe o0ecrieueHne yIpaBieHHUs U JeIONPOU3BOACTBO Yueo-
Huk Juis 6akanaspoB / . H. Ky3nenos. - M. : FOpaiit, 2012. - 576 ¢ (nanuuue B 6ubmotexke TYCYP - 26
9K3.)

3. AkxceHoBa, JKanna HwkomaeBHa. JlOKyMEHTHpOBaHME YIPABICHYECKOW JESITEIBHOCTH
YuebHo-MeToanueckoe mocodwue. - Tomck : TMILJIO , 2006. - 47 ¢. (manuuue B oundauoreke TYCVYP - 15
9K3.)

12.2. lonoiHuTEIbHAS JIUTEpaTypa

1. Amngapeesa B. U. JlenonpousBoacTBo: opranuszanus u Beaenue [Tekcr] : ydeOHo-IpakTHye-
ckoe mocobwue utst By30B / B. V. Annpeesa. - 3-e uzn., mepepad. u gorm. - M. : KaoPyc, 2010. - 294 ¢ (na-
nuuaue B 6ubmotexke TYCYP - 16 5k3.)

2. KupcanoBa M.B. CoBpeMeHHOE €T0NMpON3BOACTBO: YueOHoe mocodue / M. B. Kupcanosa;
Poccuiickas akagemus rocynapctBeHHOM cimyxObl mipu IIpesunente PO. Cubupckas akagemus rocynap-
CTBEHHOMU CIIyXkObl. - 4-¢ u3a. - M. : UH®PA-M, 2012. - 320 c. . (Hanuuue B 6ubmmorexke TYCVYP - 20
9K3.)

12.3. YueOHO-MeTOAHYECKHE MTOCOOUH

12.3.1. O0s3aTenbHbIC y4eOHO-MeTOAMYECCKHE TOCOOHS
1. Jlenompou3BOACTBO M JOKYMEHTOOOOPOT [DIEKTpOHHBIA pecypc|: Meronuyueckue ykazaHUs
0 BBIIIOJIHEHUIO CTYJEHTaMH caMocTosTeNIbHOU paboTsl / . A. Jlapuommuna - 2018. 9 c. — Pexxum no-
cryma: https://edu.tusur.ru/publications/8739 (nata o6pamenwns: 10.11.2018).
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2. Jlenomnpou3BOACTBO U JOKYMEHTO00OPOT [ DNEeKTpOHHBIN pecypc|: MeToauyeckue ykazaHus K
npaktuyeckum  3aHatusm /WM. A. Jlapwommna - 2018. 10 c¢. — Pexum goctyma:
https://edu.tusur.ru/publications/8737 (nara o6pamenus: 10.11.2018).

3. Jlemompou3BOACTBO M JOKYMEHTOOOOPOT [DIEKTPOHHBINA pecypc|: Meromuueckue ykazaHUs
10 BBINOJHEHUIO JaboparopHbix pador / WM. A. Jlapmommna - 2018. 8 c¢. — Pexum pgocryna:
https://edu.tusur.ru/publications/8738 (nara ob6pamenus: 10.11.2018).

12.3.2. YueOHO-MeTOAMYeCKHE MIOCOOMS JIsl JIMI € OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS U
UHBAJU/10B

Y4eOHO-MeToIMUeCKUEe MaTepHralibl Il CAMOCTOSTENIbHOM U ayAUTOPHOM pabOThl 00ydaroluxcs
U3 YMCIIa JIML] C OrPAaHMYEHHBIMH BO3MOKHOCTSIMU 3710POBbSl U MHBAJIHMJIOB MIPEIOCTABISIOTCA B (popMax,
aJalTHPOBAHHBIX K OTPAaHUYEHUSIM UX 3/I0pPOBbS U BOCIPUATHUS UHPOPMALIIH.

JL1s1 JIMI ¢ HApyIIeHUSIMM 3PeHust:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe yBEIMUEHHBIM HIPUPTOM.

JI1s1 JIMI ¢ HApyIIEHUsIMM CJIyXa:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (opme.

JI1s1 1M1 ¢ HApyIeHUSIMM ONIOPHO-ABUTaTeJILHOI0 annapara:

- B (hOpMeE INIEKTPOHHOI'O IOKYMEHTA;

- B Ie4aTHOU hopme.

12.4. TIpodeccnonabHbie 0a3bl JaHHBIX H HH(GOPMALMOHHBIE CIPABOYHBIC CHCTEMbI

1. Tlpum u3yyeHHM IUCHMIUIMHBI PEKOMEHIyeTcs oOpaiarbcsi K 0a3aM JaHHBIX, MHQOpMalH-
OHHO-CIIPABOYHBIM U  IIOMCKOBBIM cHucTeMaM, K KoTopeiM Yy TYCYPa otkpeiT nocrym:
https://lib.tusur.ru/ru/resursy/bazy-dannyh»

2. TIlpod. 6a3za nanHbIX - http://protect.gost.ru/

3. MHudopmammonnas cuctema - https://lib.tusur.ru/ru/resursy/bazy-dannyh/uis-rossiya

4. HudopManmoHHO-aHATUTHYECKAS cucrema Science Index PUHII -
https://elibrary.ru/defaultx.asp

5. HWudopmanmonnas cucrema - http:// www.tehnorma.ru/

13. MaTtepuaibHO-TEXHMYECKOe 00ecneyeHre JUCHUILJIMHBI U TpedyeMoe MPorpaMMHoOe
obecneyenue

13.1. O6mue TpedGoOBaHMA K MATEPHAJIBHO-TEXHUYECKOMY H NIPOIPAMMHOMY 00eCIie4YeHHI0
AUCHUIIIIMHBI

13.1.1. MaTepuaibHO-TEXHHYECKOE W MPOTrPaMMHOe olecriedeHue 15 JTeKIIMOHHBIX 3aHATHI
Jlnst mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUTIA, TPYIIIOBBIX M MHIAWBUYaTbHBIX KOHCYJAbTALIUH, TE-
KYIIIETO KOHTPOJISI ¥ MPOMEKYTOYHOW aTTECTAI[UU HCIIONIBL3YEeTCs yueOHas ayTuTOPHUS ¢ KOJTMYECTBOM TIO-
CaZIoYHBIX MecT He MeHee 22-24, 00opynoBaHHAs JOCKOM M CTaHAApTHOH yueOHOIl mebenbio. MeroTes
JIEMOHCTPAIMOHHOE 000pyI0BaHNE U YIeOHO-HATIISAHBIE TTOCOOUS, 00ECIIeYNBAOIINE TEMATHUSCKHIE I~
JIOCTPALIMHU 0 JIEKIMOHHBIM pa3JielaM TUCIUTLINHEI.

13.1.2. MaTepuaJIbHO-TeXHUYECKOEe U NIPOrPAMMHOe o0ecnedyeHue J1JIsl NPAKTHYECKUX 3aHA Tl

JlaGoparopus I'TIO

yueOHas ayuTOpus JUIsl IPOBEICHUS 3aHATUH JIEKIIMOHHOTO TUIA, yueOHas ayIUTOpUs ISl IPOBE -
JICHUS 3aHATHH MPAKTUYECKOTo TUIMA, ydeOHas ayIuTOpHs Ui IPOBEICHHS 3aHATHI 1a00paTOpHOro THIIA,
yueOHasi ayTuTOpHsl AJIsl IPOBEACHUSI 3aHATHII CEMUHAPCKOTO TUIIA, TIOMEIIEHHE JIJIsl KypCOBOIO MPOEKTHU -
poBaHUs (BBIMOJHEHHUS KYpCOBBIX padOT), MOMELICHUE JAJIsl TPOBEACHUS TPYIIOBBIX U MHIUBUAYAIBHBIX
KOHCYNbTAlLIUM, MOMEILIEHUE JIIsl TPOBEACHHS TEKYILEro KOHTPOJIS U MPOMEXYTOYHOU aTTecTalluu, ome-
IICHUE JUISI CAMOCTOSTEIBHOM paboThI

634034, Tomckas obnacts, . Tomck, Bepmmauna ynuia, a. 74, 126 ayn.

Onwucanue uMeronierocs 000pyI0BaHuUs:

- Komnsrorep Celeron;
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- Komnsrorep WS3 (5 mirt.);

- Komnsrorep WS2 (2 mit.);

- Jlocka mapkepHasi;

- [TIpoextop LG RD-JT50;

- DKpaH MPOEKTOPHBI;

- Dkpan Ha mratuBe Draper Diplomat;

- Ocuumnorpad GDS-820S;

- [Tasmpraas cranmust ERSA Dig2000a Micro (2 mrT.);
- [Masmpuas cranmus ERSA Dig2000A-Power;

- Kononku Genius;

- Be6-kamepa Logitech;

- Poyrep ASUS;

- [IpourpsiBarens DVD Yamaha S661;

- Y4yeOHO-MeToIMuecKas JINTeparypa;

- Kommuiekt cienmanuzupoBanHoi yueOHOW Mebenu;
- PaGouee mecto npenogaBaress.

[TporpammHOe obecrieueHue:

— Microsoft Windows 7 Pro

13.1.3. MaTepuaJbHO-TEXHHYECKOE M IPOrPaMMHoOe odecredeHne 1JIs J1adopaTopHbIX padoT

Jlaboparopus I'TIO

yueOHasi ayJuTOpHs ISl TPOBEACHUS 3aHATUN JIGKLIMOHHOTO TUIA, ydeOHas ayAuTOpHs JUIs IPOBE-
JICHHS 3aHATHH MTPAKTUIECKOTO TUIA, ydeOHas ayIuTOpHS IS IPOBEICHHS 3aHATHI T1a00paTOPHOTO THIIA,
yueOHas ayuTopus JJIs IPOBEIEHHS 3aHATUI CEMHMHAPCKOro TUIA, MOMEIIEHUE JJIs1 KypCOBOI'O MPOEKTH -
poBaHUs (BBIMOIHEHHST KyPCOBBIX padOT), IIOMEIICHHUE /ISl TPOBEICHUS TPYIIIOBBIX U HHIUBUIYAIBHBIX
KOHCYJbTAllUi, OMEIEHUE JJIsl IPOBEACHUS TEKYILEr0 KOHTPOJIS U MPOMEXKYTOUHOM aTTecTalluu, oMe-
HICHUE JUTSI CAMOCTOSITEIIBHON paboThI

634034, Tomckas o6macts, T. Tomck, Bepmnnuna ynuua, a. 74, 126 ayn.

Onucanue UMeroIerocs 000pyI0BaHUs:

- Komnsrotep Celeron;

- Komnsrorep WS3 (5 mit.);

- Kommbrorep WS2 (2 mir.);

- Jlocka mapkepHasi;

- [Ipoextop LG RD-JT50;

- DKpaH IPOCKTOPHBIIA;

- Okpan Ha mwtatuse Draper Diplomat;

- Ocmmmorpad GDS-820S;

- [MTasmpuas cranuus ERSA Dig2000a Micro (2 mrT.);

- [Masnpnas cranuus ERSA Dig2000A-Power;

- Kononku Genius;

- Be6-kamepa Logitech;

- Poyrep ASUS;

- [Ipourpsiarens DVD Yamaha S661;

- YueOHO-MeToqruecKas InTepaTypa;

- Kommnekr cneunanuzupoBanHol yueOHoOI mebenu;

- Pabouee mecTo mpermnoiaBares.

[IporpamMmMHoOe obecnieueHue:

— Microsoft Windows 7 Pro

13.1.4. MarepuajibHO-TEXHMYECKOE M IPOTPaAaMMHOe o0ecreyeHne I CAMOCTOATEIbHOI padoThI
s caMoCTOSATEIbHON PabOThl MCIOIB3YIOTCS y4eOHBIE ayIUTOPUHU (KOMIIBIOTEPHBIE KIIAcChl),
PacIoJIOKEHHBIE TIO aJIpecaM:
- 634050, Tomckast obmacTh, r. ToMmck, Jlennna mpocnexr, a. 40, 233 ayn.;
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- 634045, Tomckas obnacts, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayx.;
- 634034, Tomckast o6macTh, r. ToMck, Bepmmanna ymuna, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTb, . Tomck, Bepmmanna ynuima, 1. 74, 207 ayx.

CocTtaB 060pyI0BaHMS:

- yueOHast MmeOerb;

- koMnbroTeps! ki1acca He Huke [IDBM INTEL Celeron D336 2.8 T11. - 5 mwT.;

- KOMIBIOTEPHI MOIKIIOYEHB! K ceTH «/HTepHeT» M 00ecneYnBaioT OCTYI B AJICKTPOHHYIO WH-
(dopManoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHb MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 ais Windows;
- 7-Zip;

- Google Chrome.

13.2. MaTepuaibHO-TeXHHYecKoe o0ecniedeHre TUCHMIIIMHBI VIS JIMIL[ C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHHE NUCHMIUIMHBI JUIIAMHA C OTPaHUYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBbSI U WHBAIUIAAMHU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEIACTB 00ydeHHs OOIIEro U CHEeUaIbHOI0 Ha3HAUYeHUs.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPeTyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH anmapaTypbl, MyJIbTUMEIUHHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/nepena-
4yi y4yeOHOM nH(POPMALIUU B TOCTYIHBIX (POpMax, MOOMIIBHOM CUCTEMBI MTPETIOaBaHus il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN CHCTeMBbl. YueOHas aynuTOpHus, B KOTOPOH 3aHUMAIOTCS
oOydarornyecs: ¢ HapylIEeHHEM CllyXa, 00OpYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUIEO-
TEXHUKOMU, AJICKTPOHHON JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX ¢ 0OYUYAIOLIMMUCS ¢ HAPYIIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BAaHUE B
JIEKIIMOHHBIX U YYEOHBIX ayAUTOPHUIX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX 0OBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WM CJIaiijia Ha SKpaHe) P MOMOIIH BUACOYBEINIUTENIEH A1 KOM(POPTHOTO IPOCMOTPA.

[Tpu 3aHATHAX ¢ O0YYarOUIMMUCS ¢ HAPYLIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTEPHATUBHBIE YCTPOHCTBA BBO/IA HH(OPMAIIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpHeMa/epe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEMbl OOy4eHUs [UIs JIIOAeH ¢ UHBa-
JIMTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U METOAMYECKHE PEKOMEHAAIUH 110 OPraHU3aluu U3yYeHHUs
AUCHUTLTHHBI

14.1. Conepmalme OLCHOYHBIX MATCPHUAJIOB U METOANIECCKUEC PEKOMECHAAIIUH
I[J'ISI OLICHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I H YPOBHA OCBOCHHA 3aKPCIINICHHBIX 3a ﬂHCHHHHHHOﬁ
KOMITC TEHITUM HCIOJIB3YIOTCA OLCHOYHBIC MaTCpHUajibl B COCTABE!

14.1.1. TecToBble 3agaHus

1 Kakue TOKyMEHTBI HE OTHOCSITCSI K OPraHU3allMOHHO-PACIOPSAUTEIbHBIM JOKYMEHTAM

* [Tonoxenus

* YcraBssl

* [IpoTokon

* TpynoBbie KHUKKHU

2 JlokyMeHT, GUKCUPYIOUINI X0 MPOBEIEHUSI MEPOIPUSITUIA, BKIItOYasi MPUHATHIE [0 UX UTOram
pelieHus

* [IpoTokon

* AKT

* KOHTpOJIBHBIN JTUCTOK

* [Inan

3 JIOKyMEHT, BbIpaKaroluil MpoCchOy JTUYHOTO XapaKkTepa

* 3asBICHNE
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* Cimy>xeOHas 3amucka

* [Tpukas

* PacniopsxeHue

4 JIOKyMEHT, BBITIOJHSIOIINN KOMMYHUKAIIMOHHBIE (DYHKITUN

* [Tucemo

* PacniopsbxeHne

* Ycras

* JloroBop

5 J1esnonpoun3BoACTBO — ATO:

* OTpacib JESATEIILHOCTH, KOTOpas He 0OecreynBaeT JOKYMEHTHPOBAaHUE U OPTaHU3alHI0 paboThI
¢ 0(UCHBIMH TOKYMEHTaMU;

* OTpacllb JIeATEIbHOCTH, KOTOpas 0OecrneunBaeT JOKYMEHTUPOBAHUE M OpPTraHU3alMi0 paboThI €
O0(pHCHBIMU TOKyMEHTAMU;

* chepa IeITeTBHOCTH 10 00SCIICYCHUIO OpraHu3aIiui OPUCHBIMH IOKYMEHTAMU;

* HET MPABWJILHOT'O OTBETA

6 Uto Takoe «kiaccupuKanus TOKyMEHTOBY — 3TO?

* HE JIeNIeHUe JOKYMEHTOB Ha KJIACCHI 110 HanOoJiee O0IMUM MpU3HAKaM CXOZCTBA U PA3IAYHS;

* IeJIeHne JJOKYMEHTOB Ha KJlacchl 0 Haubosee o0LMM MpU3HaKaM CXOJICTBA M pa3Iuyus;

* IeJICHHEe JJOKYMEHTOB Ha KJIacChl 0 Hanbosee CyIeCTBEHHBIM MTPU3HAKAM CXOACTBA U Pa3IUYMs

7 Peructparust JOKyMEHTOB BKJIIOYAET B ceOs

* [IpocTaBiieHne perucTpaliiOHHOIO HOMepa

* CHATHE KOMHUH C JOKYMEHTa

* [Iepenaua B apxus

* [Iepenaya qOKyMeHTa HUCTIOIHUTEIO

8 Ha xakoM JOKyMeHTe HET rpuda yTBEpKICHHUS

* [Tpukas

* [Tonoxenus

* Ycras

* JIOJKHOCTHAsI HHCTPYKLUS

9 IMocneanuii Tam pabOTHI C TOKYMEHTAMU Ha3bIBACTCS

e Yrunmmzanusa

* Cnaya B apxuB

* B3sTue B pabory

* OnyOnMKoBaHME

10 Kakue u3 nepeurciieHHbIX JOKYMEHTOB OTHOCSIT K OPraHNU3allMOHHBIM

* [Tucemo

* Ycras

* Yka3

* MIOJIO’KEHUE

11 CocTaB TOKYMEHTOB B OpraHM3alll 3aBUCUT OT:

* MOPSIIKA MIPUHSITHS PEIICHUN (€IMHOHAYANNE WA KOJUIETHAILHOCTS ),

* o0beMa M xapakTepa B3auMOCBSI3el B OpraHu3alliy;

* XapakTepa B3auMOOTHOIIEHUH ¢ JPYTUMHU OPTaHU3AIMSIMHI U TOCYIAPCTBEHHBIMUA OpTaHAMH;

* BCE BBIIIETIEPEUHCIICHHOE

12 JIomKHOCTHAsE HHCTPYKLIUS — 3TO:

* UHCTPYKLIHS TUPEKTOPA, KOTOPYIO HEOOXOIMMO BBITIOIHATEH B 0053aTEILHOM MOPSIKE

* IOKyMEHT, B KOTOPOM OTMEUYEHBI HAPYIITUTEIIN PACIoOpsiiKa THS B oduce

* HET IPABUJIbHOTO OTBETA

* OpPraHU3alMOHHO-PACIIOPSIAUTENbHBIN JTOKYMEHT JJIMTEILHOTO WM MOCTOSHHOIO CpOKa JeH-
CTBUS (IO BBEIEHUS HOBOIi), B KOTOPOM OIpeAeTIeHbl HAyYHO-TEXHUYECKUE, TEXHOIOTHYeCcKre, (PHaAHCO-
BbI€ U JIPYTHE CTOPOHBI IEATEIbHOCTH OpraHu3alliy, €€ MoApa3ieIeHUN U JOHKHOCTHBIX JIUII

13 CrpaBka — 3T0:

* (haxTHI, MOCTYKUBIIIHE MOBOJIOM K €€ HAIIMCAHUIO

* IOKYMEHT, TTOJITBEPIKTAFOIINI KaKHe-Tn00 (PaKThl WM COOBITHUS
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* JIOKYMEHT, TJIe PUBOJATCS KOHKPETHBIEC JTAHHbIE

* HET IPABWJIBHOTO OTBETA

14 PyKOBOJCTBO 110 KaU€CTBY — 3TO JJOKYMEHT, KOTOPbII

* o0s3aTesieH s 10001 opranu3anuu, BHeapsitoniein CMK

* B crangapre ISO 9001-2015 ne ynomunaercs

* IpUHAT eauHbIi oopaszen B ISO 9001

* HET BEPHOI'O OTBETA

15 INonuTHka KayecTBa J0JKHA OBITH

* IOCTYIHOM JIJIsl IEPCOHAJa U 3aUHTEPECOBAHHBIX CTOPOH

* IPUMEHSATHCS KaK JOKYMEHTHUPOBaHHAs WH(OpMaIus

* [IOHATHOU U IPUMEHAEMOMN BHYTPH OpPraHU3aLUU

* BCE OTBETHI BEPHBI

16 TpeGoBaHus, MpeABABISIEMbIC K JOKYMEHTOOOOPOTY

* [IPSIMO TOYHOCTH JIBMKEHUS TOKYMEHTOB (JJOKYMEHT KpaT4yalIIiM MyTeM IMOMalaeT K UCIIOJIHU-
TEJII0, BO3BPATHBIE MEPEMEILICHUSI IOKYMEHTOB UCKIIOYECHBI )

* pacmpeeneHrie JOKYMEHTOB MEXKIY PYKOBOAUTESIMU U CHEIIMAIMCTAMHU COTJIACHO UX (PYHKIIHO-
HATBHBIM 00S3aHHOCTSIM

* He00XOIMMOE MepeMelleHIe JOKYMEHTOB (AyOaupoBaHue, JTUIIHUE UHCTAHIIUU U JEHCTBUS HC-
KITIOYCHBI) ¥ eMHO00pa3ue MapiipyTa JABMKEHUS TOKYMEHTOB U TEXHHUYECKHX ONEpaluii ¢ HUMU, OJTHO-
KPAaTHOCTh KaKJI0M onepanuu

* BCE BBIIICTICPEUUCICHHbBIE

17 PexBU3UT — 00s13aTEIBHBIN AIIEMEHT

* IPUCYIIH ONpeeIEHHOMY BUY JOKYMEHTA

* IPUCYILIHUM JIEMEHTY

* IPUCYIIUI KaK 0OIHii

* HET IPAaBUJILHOTO OTBETA

18 Kakue hyHKIMN UMEIOT BCe OUIMATIBHBIC JOKYMEHTBI

* 0011IM€ ¥ OCHOBHBIE

* 001IKe ¥ cTieUaIbHbIC

* MaTepuajIbHbIe U MPOIeCCyalbHbIE

* JICJIOBBIE M 001IIHE

19 Yo Henb3st OTHECTH K chepe AeIonpon3BoacTBa?

* ohopMIIeHHE CeKpeTapéM MpHKasa o MpuémMe Ha paboTy COTpYIHUKA

* oopmiieHHE cekpeTapéM Mo Mpochb0e HavalbHUKA MO3/IPaBUTENIbHOI TeJIerpaMmbl JJis €ro Ma-
TEepU

* odopmiileHHE CceKpeTapéM MO MPOChOE HaYabHWKA CIY)KEOHOW 3amiCKU B BBHIIIECTOSIIYIO
WHCTaHIIHIO

* ohopmIIeHHE ceKpeTapEéM MPOTOKOJIA COBEIIAHUSI PYKOBOAUTENEH OTEIOB

20 Yto He BXOAUT B COCTAB PEKBU3HUTA IIOAMKUCH»?

* TMYHAS MTOATUCH

* HAUMEHOBaHUE JOHKHOCTH JIMIA, TOJMUCABILIETO JOKYMEHT

* ypoBeHb 00pa30BaHUsI JTUIA, TOAMUCABLIETO TOKYMEHT

* (ammTus THIIa, TOAMKUCABIIIETO JOKYMEHT

14.1.2. Jxk3aMeHalIOHHbIE BONPOCHI

1 B uem 3nauenne EI'CJ1?

2 Yro BKIIIOYAET B c€0s MOHATHE «JIETONPOU3BOJCTBO»?

3 C uem cBsi3aHo nosiBineHue noHATus «10Y»? 4 B uem B3auMOCBA3b NOHATUN «HMH(OpMaLUS» U
«JIOKYMEHT»?

5 CnocoObl TOKyMEHTHPOBaHUS (3anedaTiieHus) uHpopmannn?

6 I'ne 3aKperieHbl onpeaeaeHns OCHOBHBIX MPO(ECCHOHAIBHBIX TEPMUHOB I10

JIETIOTIPON3BOACTBY?

7 Yto noHMMaeTcs MoJ «IOPUIUIECKON CUIION» JOKYyMEHTA?

8 Uto Takoe «cucTteMa JOKYMEHTAINN» U «yHU(PUITUPOBAHHAS CUCTEMA JTOKYMEHTAIIUM» ?

9 Kak Bpl noHnMaere npouecc cTaniapTu3aluyi JOKyMEHTOB?
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10 Kax Bsl nonumaere nporecc yHU(pHUKaIUU J0KyMEHTOB?

11 xakue TpeOOBaHUS K JOKYMEHTaM H3JI0’KEHBI B 3aKOHOIATEIIbHBIX aKTaX?

12 KakoBo 3nauyenue I'C IOV u yto oHa periiaMeHTupyer?

13 Yto periaMeHTUpyeT TUIMOBAsi MHCTPYKIIUS MO JEIONPOU3BOACTBY?

14 Tpe6oBanus k opopmieHuto fokymenToB 1o 'OCT 6.30-97, ero conepxanue?

15 JInst yero cocTaBiIsitOTCS MIEPEYHU JOKYMEHTOB C YKa3aHUEM CPOKOB X XpaHECHUS?

16 Kakne HOpMAaTMBHO-METOIMUYECKHE AKThI MCIOJB3YIOT B paboTe C JTOKYMEHTaMHU KaJIpOBBIE
CITYKOBI?

17 Kto pa3pabaTsiBacT HOpMAaTUBBI BPEMEHHU Ha YIPABJICHUECKUE BUIBI pa0OT, U KaK OHU
UCIIOJIHSIOTCS ?
18 ®opmat Oymaru, peKOMEeHIyeMbIi st OPOPMIICHHSI CITY>KEOHBIX TOKYMEHTOB?
19 OcHoBHBIE BH/IbI OJTAHKOB, TPUMEHSIEMBIE B YUPEIKICHUN?
20 PexkBU3UTEL, BXOOAIINE B COCTAB OJIaHKa ISl ITIUChbMa.
21 Ornuume obiero O1aHka OT OaHKa JJIs MUChMA.
22 Kaxkue TpeboBaHMs MPEABIBISIOTCS K OPOPMIICHUIO PEKBU3NUTA «HAUMEHOBAHUE
opraHu3anum»?
23 Yto BXOAWT B COCTAB PEKBU3UTA «CIPABOYHBIC JaHHBIC 00 OpraHU3aum» ?
24 KaxoBbl OPSAJIOK JaTUPOBAHUS IOKYMEHTA U BUbI JaT?
25 KakoBbl COCTaBHBIE YaCTH PETUCTPALIMOHHOTO HOMEpPA IOKYMEHTa U OPSIA0OK €ro Mpo
IIPOCTaBJICHUS?
26 Tlopsanok agpecoBanus JOKyMeHTa?
27 Kakumu criocobamu ohopMIIsieTcs: yTBEpKIeHUE TOKyMeHTa?
28 TpeOGoBaHUs K PE30JIONUN U TTOPSIIOK €€ 0hOPMIICHHUS.
29 TpeboBaHUs K 3aroJ0BKY TOKyMEHTa?
30 INopsimok odhopmiteHHs MPUTIOKEHUHN K TOKYMEHTY?
31 Iopsaok ohopMIICHHS COTIIACOBAHUS TIOKyMEHTa?
32 Ilopsanok npocTaBIeHUs HA JOKYMEHTAX MeyaTe.
33 OTMmeTKH, IPOCTaBIIsiEMbIe Ha BXOAIIEM JOKYMEHTE, OPSI0K UX 0(hOpMIICHUS.
34 Drambl TOAroTOBKU JOoKyMeHTa. OOmne TpeOoBaHMsI K TEKCTY IOKYMEHTA.
35 Kak odopmisieTcst B TEKCTE CChUIKA Ha IPYTOi JOKYMEHT?
36 B uem ocobeHHOCTH 0OPMIIEHHUS TEKCTOB OYXTadTEPCKUX TOKYMEHTOB?
37 B uem npeumymiecTBa 0pOpMIICHHS JOKYMEHTOB Ha KoMIibioTepe? Kakue mporpammbl
MOTYT KCIOJIb30BaThCsI MPU MOATOTOBKE IOKYMEHTOB Ha KOMITbIOTEpE?
38 Kakas nocrosiHHas nHpopManys J0DKHA OBITh 3JI0’KEHA B KOMIIBIOTEP JUIS COCTABIICHUS
nokyMeHTOB? OcoOEHHOCTH COCTaBJICHUS TaOIUI] Ha KOMITbIOTEPE.
" 39 B ueM 0COGEHHOCTH 3bIKA M CTHIIS CITy’KeOHBIX JOKyMeHTOB? 3HaueHue opdorpaduu mpu
CO3/IaHUU CITY’)KEOHBIX TOKYMEHTOB.
40 KakoB nopsiJoOK CKJIOHEHUS CIOKHBIX COCTABHBIX CJIOB U YUCIUTEIbHBIX B TOKYMEHTE?
Hcnonp3oBanue COKpAIICHUH B CITY)KEOHBIX IOKYMEHTaX.
41 Kakoe 3HaueHHE UMEET MOPSIOK CIIOB B CIIY)KEOHBIX ToKyMeHTax? Kak cienaTb TeKCT
MOHSTHBIM U YOeIUTETbHBIM?
42 TpeboBaHus, IPEAbIBIIEMbIC K KOMIIO3HIIMH CITYKEOHBIX JOKYMEHTOB.
43 HazoBuTe 3Tarbl peAakTupoBanusi. KakoBbl MPUHIMIIBI PEIAKTOPCKON MPABKH U €€ BUIBI?
44 Bunbsl OpraHU3allMOHHBIX TOKYMEHTOB, UX OCOOCHHOCTH COCTaBJICHUS U OOPMIICHHSI.
45 Bunsl pacnopsAUTEIbHBIX TOKYMEHTOB, 0COOEHHOCTH UX COCTaBJICHUS U O(OPMIICHHUS.
46 OcobenHocT 0OPMIICHUS U COCTABICHUS TIPOTOKOJIA.
47 OcobeHHoCcTH OPOPMIICHUS U COCTABJICHHS aKTa.
48 OcobenHocT 0OPMIICHHS U COCTABIICHUS JOKIATHON 3aMTUCKU.
49 OcobenHocTH 0POpPMIICHHUS U COCTABJICHUS OOBICHUTEIHLHOM 3aITUCKH.
50 OcobernocTr 0POpPMIIEHUST M COCTABIICHHUSI CIIPABOK.
51 Ocobennoct 0(hOPMIICHUS U COCTABIICHUS CIY>KEOHBIX TTHCceM. Pa3HOBHUIHOCTH MHCEM.
52 OcoberHocTr 0POPMIIEHUST M COCTABIICHHS TEJIETPaMM.
53 Bo3moxHbIie PopMBI OpraHu3aIiuy paboThl ¢ JOKyMEHTaMu. B 4yem mocTonHCcTBa U
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HEJ0CTATKU KaxJA0ro U3 HUX?

54 Ienu u 3a7a4u CITyX)ObI Aenonpon3BoacTBa. OCHOBHBIC (DYHKIIUH.

55 Kakue TpeGoBanus npenbsBisitores K [lonoxenuto o ciayx6e nenonpounspojactBa? Kakosa
cTpykrypa tekcra [lomoxenus?

56 TpeboBaHMs K JOKHOCTHBIM HHCTPYKLIUSAM, CTPYKTYpPa TEKCTa.

57 Jns gero pa3pabarbiBaeTcs Tabenb GopM JOKYMEHTOB, KAKOBA METOJIMKA €T0 COCTABIICHUS?

14.1.3. Tembl 0NIPOCOB HA 3aHATUSX

[TonsiTHE NENONPON3BOACTBA, UCTOPUS €TI0 NOsIBIEHUA.Pob 1 3a1aun 1€101IPON3BOACTBA B palilo-
HaJIM3alMM YIPABIEHYECKON AEITEIbHOCTH OpraHu3anuu. JJokyMeHT Kak HOCUTENb MHPOpPMAIMK U KaK
CPEIICTBO peanu3aliy yIupaBleHIeCKuX GpyHKIuH

OCHOBHBIE OIPEJIEICHUS 10 KYypPCY AEJONPOU3BOJICTBA U JOKYMEHTO000POTA.

Buasl opraHu3aliMOHHO-PacHOPSAAUTENbHBIX JOKYMEHTOB, PACHOPSAIUTENbHBIX JOKYMEHTOB, WH-
(b opMaIOHHO-CIIPaBOYHbIE TOKYMEHTOB,

CocraB u cogepx’aHue JOKyMEHTaLUH.

CocraB ka/ipoBOM JOKyMEHTAllMi, HOPMaTUBHO-METOIM4ecKas JokymeHTanus. Kaprounas gopma
BEJICHUSI IOKyMEHTOB.

HopmatuBHO-nipaBoBasi OCHOBa J1€JI0MPOU3BOACTBO. DYHKIMU AETONPOU3BOJICTBEHHON CIIYKOBI.
Hoxyment. CucreMa JOKyMEHTAIIUU

Bunbl nnopManimoHHO-CIIPAaBOYHBIX JOKYMEHTOB. [Incemo. @opMynsip U CTpyKTypa TekcTa. Pa3-
HOBHUJHOCTH TekcTa. [IpaBuna nepenucku. OcodeHHoctu aapecanuu. OcoOEHHOCTH MEPENUCKH KOMMEp-
YECKUX CTPYKTYD.

TunuyHble OMINOKU

Opranuzanus asmwkeHus nHQopmanuu. Oo6bvem 1okyMmeHToobopoTa. [lopsiiok npoxoxieHus: BXo-
Jsmiei/ucxoasieil koppecnonaeHuu. Opranu3anusi IBUKCHHUsI U UCTIOJHEHHUST BHYTPEHHUX JTOKYMEH-
TOB. MOPSIIOK PaOOTHI UCTIONIHUTENEH C JOKYMEHTaMU

[Tpusnaku cuctemaruszanuu. [IpaBuna ¢popmuposanus aen. Homenknatypa nen. Buasl HomMeHka-
Typsl Jen. Onpenenenue CpoKOB XpaHEHUs JOKYMEHTOB

Jlnunsie nena. [Ipuka3 Ha yBoJIbHEHUE U ITpUEM. JIMUHAs KapTOUKa

14.1.4. Tembl UHANBUAYAJIbHBIX 321aHUI

1. O6mue TpeGoBaHMs 10 OPTaHU3ALNU JOKYMEHTO000pOTa, €r0 Pa3BUTHE U PErIaMEHTAIMSI.

2. ®opmupoBanue u odopmieHue aen. KoHTpob 3a HCIIOIHEHUEM TOKYMEHTOB. Buib

KOHTPOJISI.

3. Cocrasnenue onuceit nen. [lepenaya nen Ha apXUBHOE XpaHEHUE.

4. O0mue mpaBuiia peruCTpaluu JOKYMEHTOB. DOpPMBI perucTpaluu J0KyMEHTOB.

5. ABTOMaTH3MPOBAHHBIEC CUCTEMBI PETHCTPAIIUU. 3HAUCHUE H 33]1a41 PETUCTPALIUN

JTOKYMEHTOB.

6.I1paBuna 00pabOTKM MCXONAMIUX JOKYMEHTOB. [lopsiiok nmpuema, oOpaboTKu U pacripeneneHus
MOCTYHAIOUINX JOKYMEHTOB.

7. IlopsinoK HANpaBJICHUs HA UCTIOTHEHNUE U Pa0OThI UCIIOIHUTEINS C JOKYMEHTAMH.

14.1.5. Bonpocbl Ha caMONIOATOTOBKY
1 OcHOBHBIE TTpaBUJIa OPTaHU3ANH TOKYMEHTOO00POTA.
2 Kakue 0CHOBHBIE ITOTOKU JOKYMEHTOB MOYKHO BBIIEIUTH B OPraHU3allMU U B UEM UX
0COOEHHOCTB?
3 3HaueHHe MPeIBAPUTEILHOIO IPOCMOTPA U PaclpeeeHHs IOCTYUBIINX JOKYMEHTOB U KaK
OHM MTPOBOASTCS.
4 TIpaBuna 0OpabOTKH UCXOAIUX JOKYMEHTOB.
5 Orarnbl paboOThl UCIIOTHUTENS C TOKYMEHTaMHU.
6 3agaun peructpanyu J0KyMeHToB. OCHOBHBIE TPEOOBaHUS K PETUCTPALMU TOKYMEHTOB.
7 Kakuie maHHBIE O TOKYMEHTE 3alIMCBIBAIOTCS B MTPOLIECCE €r0 perucTpanuu?
8 @OopMBI PETUCTPaLIUU JOKYMEHTOB.
9 JlocTOMHCTBA M HETOCTATKN KYPHAJIBHON M KAPTOTEUHON CUCTEMBI PETMCTPALIMH IOKYMEHTOB.
10 OcoOeHHOCTH U TPEUMYIIeCTBa aBTOMATH3UPOBAHHOM CUCTEMBI PETUCTPAIMH JOKYMEHTOB.
11 TpagumuonHas ¢popMa HHPOPMAIIMOHHO-CIIPABOYHON KapTOTEKH, €€ Pa3IeIUTENH.
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[TpeumymiecTBa BeeHUs MHYOPMAIIMOHHO-CIIPABOYHOM pabOThl B aBTOMAaTH3UPOBAHHOM PEXHME.
12 Tlo kakuM AaHHBIM O JOKYMEHTE MOXKET HAaBOAUTHLCA CIPABKa B aBTOMAaTU3UPOBAHHOM pEKUME?
13 Yto Takoe KOHTPOJIb 332 UCTIOJTHEHUEM JOKYMEHTOB?

14 Kakum 00pa3oM CTPOUTCS M BEIETCS CPOKOBAsi KapTOTeKa?

15 OcobeHHOCTH BeIeHUs AETOMPOU3BOJICTBA MO0 OOPALICHUAM TpakJaH (perucTpanus, CpOKH
paccMOTpPEHHUs, TOPSAOK KOHTPOJIS 3 UCIIOTHEHUEM).

16 Uto Takoe HOMEHKIIaTypa fen? [l yero ucnonb3yercst HoMeHknarypa aen? Oomue
TpeOoBaHMs, BUIbI HOMEHKJIATYp A€T?

17 Cpoku xpaneHus aein. <

18 Yto monumaetcs noj popmupoBanueM aen? Kak pacnonararorcsi JOKyMEHTHI BHYTpH fiena?.
ITopsinox xpanenus nen?

19 YUto noHrMaeTcs Mo SKCIEePTU30M IEHHOCTH TOKYMEHTOB? OCHOBHBIE KPUTEPHUU OLIECHKH
JOKYMEHTOB. KTO IPOBOAUT 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB?

20 IMopsimok nmepegaur 1€ B apXuB.

14.1.6. Bonipochl 11 NOATOTOBKH K NMPAKTHYECKHM 3aHATHIM, CEMUHAPaM

CocraBieHue:

biiank npukasa: ¢ NpoAOJbHBIM PACTIOJIOKEHUEM PEKBU3UTOB, C YTJIOBBIM PACIIOIOKEHUEM PEKBU-
3UTOB,

ITpoTokomna: KpaTKoro, COKpaeHHoro.

Brinucku u3 nporokona

Hcxopsamero nucsma

Bxogsmiero nucema

[TnceMa HHOCTpAaHHOMY MAPTHEPY

Cocrasnenue 1M, npukasza o BHeceHun uzMenenuid B JIW, npukasza o pacrpeneneHuu A0HKHOCT-
HBIX 00s13aHHOCTEMH, .

CocraBieHue MpaBuJl BHYTPEHHETO TPYJIOBOI0 pacropsika

CocTtapnenue rpaduka OTIYCKOB, IIpHKa3a MO JIMYHOMY COCTaBY, BBITUCKY M3 MIPHUKa3a MO OCHOB-
HOM JIeSTeNIbHOCTH, PACIOPSDKEHNUS, YKa3aHUs

CocTtapnenue 6JaHKOB MMCbMa OpraHU3alny, OJAHKOB PACHOPSHKEHUS, OJIAHKOB MPUKa3a.

Cocranenue qokymenTa "CTpyKTypa U M IITaTHAsI YUCIEHHOCTb MPEATIPUATHUS " .

Coznanue MTaTHOTO paciUCcaHMsl, IprKa3a O BHECEHUU W3MEHEHUH B IITaTHOE paclucaHue, npu-
Ka3a 0 BHECEHUE U3MEHEHHUH B CTPYKTYPY U LITATHYIO YHUCIEHHOCTD IPEAIPUATHUS.

CocraBieHue nepeuHs yIpaBlIeHYECKUX JOKYMEHTOB, 00pa3yOUINXCs B AEATEIbHOCTH OpraHu3a-
LI}, C yKa3aHUEM CPOKOB XPaHEHHUSI.

Omnmucanue npouecca npueMa-Inepeadyu J0KyMEHTOB [P CMEHE PYKOBOAUTENS apXHUBa

CocTaBUTh: IPOTOKOJIBI, aKTHI, JOrOBOPA, MUCbMa, (PAKCHI, TEJIETPAMMBI, CIIPABKH, JTOKJIAJHbIC 3a-
IHCKHU, IOBEPEHHOCTH, OOBSICHUTEIbHBIE 3aIIUCKU

COCTaBJICHUE OIUCH e NOCTOSHHOIO XpPaHEHHUs, BDEMEHHOIO XPaHEHMs, OIIMCHU JIeJI 110 JINYHOMY
COCTaBy

14.1.7. Tembl 1a00paTOpHBIX padoT

OxapakTepu30BaTh PEKBU3UT JOKYMEHTA 110 TapaMeTpaM: 3HaueHHe pEeKBU3UTA, IPaBOBas OCHOBA
UCTIOJIb30BaHMS PEKBU3UTA, IPaBUiIa (GOPMUPOBAHUS PEKBU3HUTA, PACIIONIOKEHHE PEKBU3UTA

Onpezenenne peKBU3UTOB JOKYMEHTA U UCIIPABUTH OLIMOKU B MX O(hOPMIIEHUN

JlaTh XapaKTepHCTUKY JTOKYMEHTA M MPHBECTU €ro MPUMEp C y4eTOM TPeOOBaHMMA, MPEIbsBIIsC -
MBIX K €r0 ()OpME U TEKCTY

ConocTaBuTh IpUMEP JOKYMEHTA C UX TUIIOM

OxapakTepu30BaTh PEKBU3UT JOKYMEHTA 10 TapaMeTpaM: 3HaueHHe PEeKBU3UTA, IPaBOBas OCHOBA
UCTIOJIb30BaHMS PEKBU3UTA, IPaBUia (POPMUPOBAHUS PEKBU3HUTA, PACTIONIOKEHHE PEKBU3UTA

OxapakTepu30BaTh PEKBU3UT JOKYMEHTA 10 TapaMeTpaM: 3HaueHHe pEeKBU3UTA, IPaBOBas OCHOBA
UCTIOJIb30BaHMS PEKBU3UTA, IPaBUia (GOPMUPOBAHUS PEKBU3HUTA, PACIIONIOKEHHE PEKBU3UTA

CocTaBUTh TOKYMEHTHI 110 YBOJBHEHUIO paOOTHHKA, IIEpPEBOJa COTPYJHHUKA C OAHOM paboThl Ha
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JPYTYO.

JImuHoe ACI0 pa60THI/IKa €r0 Ha3HA4YCHUC, COCTAB U MOPAIOK.

[Topsinox oopMIeHHs] OYePETHBIX OTITYCKOB

Haxoxxaenue omuboK B MpeACTaBICHHBIX TOKYMEHTaX

CryneHTy mpeaoCcTaBlieH MpUMEP TOKIAAHOW 3alMCKU. CTYAEHT JOKEH O3HAKOMHUTCS M COCTa-
BUTbH 3aITUCKY, HE TIOBTOPSIS CUTYAIMIO B IPEJCTABICHHOM 00paslie.

O3HAaKOMHTBHCS ¢ 00PA3I[OM MTUChMA B COCTABUTh MUChMO-TIPETEH3HIO 110 TPON3BOICTBEHHOM CUTY-
aruu. Bee nucbMa cocTaBnsoTes Ha GUPMEHHOM OJTaHKE MPEIIpUITUS

14.2. TpeOoBaHUS K OLIEHOYHBIM MaTEepPHAJIAM VISl JIUI] ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMMU
310POBbS1 1 HHBAJIH/I0B
s aui ¢ orpaHMYEHHBIMUA BO3MOKHOCTSIMU 3/I0POBBSI M1 MHBAJUIOB MPEITyCMOTPEHBI JTOMOIHH -
TEJIbHBIC OLICHOYHbIE MaTepUalibl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuua 14 — JlononHUTENbHbIE MaTepHallbl OLIEHUBAHUS ISl JIUI C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMU
310POBbsI U HUHBAJIUIOB

Kareropun Buibl 10ONOMHUTETBHBIX OLEHOYHBIX @DopMbI KOHTPOJISI U OLIEHKU
00y4JaroLXCcst MaTepHasoB pe3ynbTaToB 00y4eHUs

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

C napyueHusMu
ciyxa

[IpenMy11eCTBEHHO MMCHMEHHAs
IIPOBEPKa

C napymenussimu | CobecezioBaHme 0 BOIpocaM K 3a4eTy, | [IpenMyIecTBeHHO YCTHas POBEpKa

3peHus OTIPOC IO TEPMUHAM (MHIMBUAYATIBHO)
C HapyuieHus MU Pemienne AuCTaHIIMOHHBIX TECTOB,
OTIOPHO- KOHTPOIbHBIC Pa0OTHI, MUCbMEHHBIE | [IpenMylecTBeHHO AUCTaHIIMOHHBIMU
ABUTATCIBHOT'O CaMOCTOATCIIBHBIC pa60TI)I, BOIIPOCHI K METOaaMU
ammapata 3a4ery
C orpannuenusiMu 1o | TecTbl, MUCbMEHHBIE CAMOCTOSATEIbHBIE [IpenmyiiecTBEHHO MPOBEPKA
O0IIeMeTUITUTHCKIM paboThI, BOTIPOCHI K 3a4eTy, METO/IaMH UCXOJISl U3 COCTOSHHUS
IIOKa3aHUusIM KOHTPOJIbHBIC pa6OTI)I, YCTHBIC OTBEThI o6yan0merocsl Ha MOMCHT IIPOBCPKU

14.3. MeTroauyeckue peKOMEHIAUMHU 110 OLEHOYHBIM MATEPHAIaM JIsl JIUL C OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

Jnis nMI ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBSI M MHBAIUIOB TPEAYCMAaTPHUBACTCS JI0-
cTynHas (hopMma MpeoCTaBICHUS 3aJaHUH OLIEHOUHBIX CPEJICTB, @ UMEHHO:

- B reyaTHou (opme;

- B IeYaTHOU (popMe C YBETTUUEHHBIM MIPUDTOM;

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

- METO/IOM YTEHUS ACCUCTEHTOM 33/1aHUS BCIYX;

- IIPEJOCTABIICHUE 3a/1aHUs C UCTIOJIb30BAaHUEM CYpPJIOTIEPEBO/IA.

JIluam ¢ OrpaHWYeHHBIMH BO3MOXHOCTSIMU 3/I0pOBbsI M MHBAJIMJAM YBEIMUYUBAETCS BpeMs Ha
MOJITOTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i1 TakuxX 00y4aromuxcsi MpeIycMaTpiuBaeTCsl TOCTYII -
Hast (popMa MpeoCTaBICHHs OTBETOB Ha 3a/1aHUs, @ UMEHHO:

- MMCbMEHHO Ha OyMmare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C MCIIOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- MIPEJICTABICHUE OTBETOB YCTHO.

[Tpouenypa oueHUBaHUS Pe3yJIbTATOB OOYUYEHHUS JIUI] C OIPAaHUYEHHBIMU BO3MOXHOCTSIMU 3710PO-
Bbsl M1 MHBAIMJOB M0 JUCLUIUIMHE MpelycMaTpUBAeT MpeocTaBleHue nHpopmanun B popmax, aJanTH-
POBaHHBIX K OTPAHUYCHUSM X 370POBBS H BOCTIPUATHS HHPOPMALINH:

JL1s1 ML ¢ HApyIIEHUSIMM 3PeHust:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;
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- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPHUPTOM.

JL1s1 JIMI ¢ HApYIIEHUSIMM CJIyXa:

- B ()OpME IITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHOU hopme.

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

— B (hOpMe DITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHoOU hopme.

[Tpu HEOOXOAMMOCTH ISt JIUIL C OTPAHMYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBbsI 1 HHBAIUIOB TIPOIIE -
Jypa OLCHUBAHMS PE3YIbTATOB O0YYCHHUSI MOXKET IPOBOIUTHCS B HECKOJIBKO JTAIOB.
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