MHUHHUCTEPCTBO OBPA3BOBAHUS 1 HAYKHM POCCUHMCKOM ®EJEPAIIMA
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)

FATYCYP [ e
‘1" UNIVERSITY JlupexTop nenapraMmeHTa 00pa3oBaHuUs

JlosyraasT MO HCAE JASKTEOHMOR 00Tk
Ceprugamar: 1obcfala-5laf-448-aef0-5584d2fd4820
Bragesey: Tpoawm Magen Edmpmosms

Leactearenes: ¢ 1901, 2016 no 18082010

PABOYA A [TPOI'PAMMA JJTUCTIUTIJIMHBI
OO0mmii ¥ 3JIEKTPOHHBIH JOKYMEHTO000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
Hampasnenue noaroroBku / cneruaibHOCTh: 38.03.01 DxoHoMuKa
HanpasnenHocts (npo¢uis) / cierpanu3anus: UHAHCHI M KPeIUT
®dopma 0O0ydeHHS: OUHASA

@axkynbreT: P, IKOHOMHYECKHI (PaKyIbTeT

Kadenpa: sxonomuku, Kagenpa sxoHomuxn

Kypc: 3

Cemectp: 6

Y4eOnsiii mnan zHabopa 2017 rona

PaCHpe,[[CJ'IeHI/IC pa60qero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTp Bcero Ennaunner
1 Jlexknuu 34 34 JacoB
2 [IpakTrueckue 3aHATUA 34 34 4acoB
3 Bcero aymuTopHbIX 3aHATHN 68 68 4acoB
4 CamocTosiTenbpHas padboTa 148 148 9acoB
5 Bcero (0e3 ax3aMeHa) 216 216 4acoB
6 OO0m1as Tpy10eMKOCTh 216 216 4acoB
6.0 6.0 3.E.

JuddepenunpoBanHnblii 3aueT: 6 cemecTp

Tomck 2018
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;{pbl
npotokot Ne 6 ot « 14 » 6 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 (crniermanbHOCTH) 38.03.01 DroHomuKa, yrBepkaeHHoro 12.11.2015 roga, paccMoTpeHa u omoope-
Ha Ha 3acelaHuu KadeApbl MEHEPKMEHTA «__ » 20 ropa, mpoTokoa No

PazpaboTunk:

K.?3.H.. JIOIICHT Kad. MEHEDKMEHTA
TYCYP K. H. AxceHoBa

3aBenyronmii o0ecnieunBaromeii kad.
MEHEHKMEHTA M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Hexan DO A. B. boromosnosa
3aBeAyIOIHi BRITYCKAIOIICH Kad.

9KOHOMMKH B. 1O. [luGynsHuKOBa
OKCIIepTHI:

Crapuuii npernoiaBatesns Kadeapbl
MEHEDKMEHTa (MEHEDKMEHTA) T. B. Apxurosa

JlouieHT Kadeappl SKOHOMHUKH (3KOHO-
MUKH) H. b. BacuibkoBckas
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
dbopMHUpOBaHUE Y CTYIACHTOB MOHATUNA O COBPEMEHHOM JOKYMEHTAIIMOHHOM O0OECTICUeHUU JIesi-
TETHHOCTH OpraHU3alui (MPEeAnpUITUN, YIPEIKICHHI) , HABBIKOB MPUMEHEHHSI MPAKTUIECKUX MPUEMOB U
MPOLIeTyp TOKYMEHTUPOBAHUSI B YIIPABICHUU, YMEHUSI OPUCHTUPOBATHCS B AJICKTPOHHBIX CHCTEMaX JIOKY -
MEHTO000pPOTa, CIIOCOOHOCTH CaMOCTOSITENIbHO MPUHUMATh PEHICHHS] O MPUMEHEHHH COOTBETCTBYIOIIUX
TEXHOJIOTUN TOKYMEHTHPOBAHUS B KOHKPETHBIX CUTYAITUSIX

1.2. 3agaun QUCHUIINHBI

— copMupOBaTh y CTYIEHTOB YETKOE MPEJICTABICHHE O HEOOXOMMMOCTH U POJIM JOKYMEHTAIH -
OHHOTO O0ECTICYECHHUSI B ICATEIILHOCTH OpTaHU3aIMii (IpeAnpUATHH, yUpeKACHUH);

—  O3HaKOMHTb CTYJIEHTOB C OCHOBaMH JIEJIONPOU3BOICTBA U JOKYMEHTO000POTa B OpraHU3alU-
AX;

— HU3YYUTh COBPEMEHHBIE MPOOJIEMBI JOKYMEHTHUPOBAaHUS MH(GOpPMAIH, 3aKOHOMEPHOCTH 00-
pa3oBaHMsl JOKYMEHTOB, CHUCTEMBI JOKYMEHTALMM, KOMIUIEKCHI JOKYMEHTOB, HAlpaBICHUsS COBEPILICH-
CTBOBaHMSI JOKyMEHTAIIUOHHOTO 00ECTIeUEeHMS;

— 00y4uTb CTYAEHTOB MpPaKTHKE BIAJCHUS OCHOBAMHU CIYKEOHOTO TOKYMEHTHPOBAHUS U JI€J10-
IIPOU3BOJICTBA;

— HAy4MTh [PaBWJIAM COCTaBJICHUS U OQOPMIIEHUS TOKYMEHTOB (OpraHU3allMOHHBIX, Paclops-
JUTEIbHBIX, HHPOPMALIMOHHO-CIIPABOUHBIX U Jp.), JOKYMEHTAIbHOTO O(hOpMIICHHUS PELICHUH B yIpaBiie-
HUM ;

— TI0Ka3aTh POJIb U MECTO COBPEMEHHBIX CHCTEM 3JIEKTPOHHOI'O JOKYMEHTO000pOTa B JEATEIb-
HOCTH OpraHU3alNii;

2. Mecro mucuuminabl B ctpykrype OITIOIT

Jucuumuinaa «O0mmii u 3neKTpoHHbIH qokymMeHToobopoT» (b1.B.JIB.3.1) otHOCHTCs K OnoKy 1
(BapuaTHBHAS YaCTh).

[TpenmecTBYOMMMEI AUCIUTUTMHAMHE, (OPMHUPYIOIIUMU HaYadbHbIC 3HAHMUS, SIBIAIOTCS: [IpakTrka
0 TOJIYYEHHIO IEPBUYHBIX MPO(ECCHOHATBHBIX YMEHUIN U HABBIKOB, B TOM YHCJIE IEPBUYHBIX YMEHHUI U
HaBBIKOB HAyYHO-HCCIIE0BATEIbCKON AeATeNbHOCTH, [IpakTiKa 1o mosyyeHuo npodecCHOoHaNIbHbBIX yMe-
HUU ¥ OTIBITA TPOPECCUOHATBLHOMN NEeATEILHOCTH, YTIPABICHUCCKUN yUeT.

[TocnenyromumMu TUCIUTUIMHAME SBIISIOTCS: 3allUTa BHIMTYCKHON KBaTM()UKAIIMOHHOW pPabOTHI,
BKJIIOYasl MOATOTOBKY K MPOLIEAYPE 3aIIUThI U MPOLEAYPY 3aIUTHI.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

[Tponecc n3yueHus JUCUUIUIMHBI HApaBiieH Ha (POPMUPOBAHUE CIEAYIOIUX KOMIETEHIUI:

— OIIK-1 cnocoOHOCTBIO pelIaTh CTaHJApTHBIC 33Jaull NPOPEeCCHOHATBFHON NESATEILHOCTH Ha
OCHOBE MH(OPMAIMOHHOW U OMOIHOTrpaduuecKkor KyJabTyphl ¢ MPUMEHEHHEM HH()OPMAIIMOHHO-KOMMY -
HUKAIIMOHHBIX TEXHOJIOTUH U ¢ y4ETOM OCHOBHBIX TpeOoBaHUN MH(DOPMAIIMOHHON 0€30IaCHOCTH;

— TIK-8 crmocoOHOCTBIO MCHOIB30BATH ISl PEIICHUS] aHAIUTHYECKUX U MCCIIE0BATEIBCKUX 3a-
Jlady COBPEMEHHbIE TEXHUYECKHE CPEJCTBA U UH(OPMALIMOHHbIE TEXHOJIOTHH;

B pesynbpTare u3ydeHus: IUCIUILTMHBI 00YJaIOMIUNCS TOJIKEH:

— 3HATh JIOKYMEHTOBEIYECKYI0 TEPMHHOJIOTHIO; HOPMATUBHBIE JOKYMEHTBI, PErIaMEHTUPYIO-
mue cocTapieHue ¥ ohOpMICHHE JOKYMEHTAIMH, TTOPAI0K PaGoThl C HHMH; OCHOBBI JENONPOU3BOJICTRA
U DJIEKTPOHHOTO JIOKYMEHTO000pOTa B OpraHM3alUsAX, IPUEMBl UCTIONB30BAaHHS TOKYMEHTO000POTa; To-
CYIapCTBEHHYIO NOJIMUTUKY B chepe TOKYMEHTALMOHHOTO OOECIeUEeHUs YIPaBIEHHsI SIEKTPOHHBIMU J10-
KyMEHTaMH U 3JIEKTPOHHBIM JOKyMEHTOOGOPOTOM; COBPEMEHHbIE TPEOOBAHUS K OPTaHM3ALUH, TIPABHIIA
¥ HOPMBI PaGoThI C JJOKYMEHTAMH, NPUHIMIIBI ¥ IPOLEyphl HOATOTOBKM OPraHH3aIMOHHBIX M PACIOps-
JTUTETHHBIX JTOKYMEHTOB C HCIOJIh30BAHUEM COBPEMEHHBIX TEXHHYECKHUX CPEICTB M MH(POPMAITMOHHBIX
TEXHOJIOTHI; MpaBujIa JOKyMEHTAJIbHOIO O(OPMIICHUS pPEeLIeHUH B yNpaBIEeHUH; OOIME MPUHIMIIBI 10-
CTPOCHHUS U CTPYKTYPY CUCTEMBI dJIEKTPOHHOTO TOKYMEHTO000pOTa; OCHOBHBIE TpeOOBaHUsI MHPOPMALIH-
OHHOI1 Ge301macHOCTH

— yYMeThb Ha OCHOBE COOpaHHON MH(OPMAIMK ONPEACIATH LIEIH, BEIOUPATh CPEICTBA BEICHHS
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JIeTIOBOM TOKYMEHTAIMH; TPAaMOTHO pa3padaTeiBaTh U 0OPMIISTH YIPABICHUYECKHUE TOKYMEHTHI, HCIIOIb-
3yeMBbI€ B JICATEIIFHOCTH OPTaHU3alnii; COCTABIATh U NPABMIBLHO 0(OPMIISTH OPraHW3alIOHHbIE U pacIio-
pAIUTENBHBIE TOKYMEHTHI ¢ MPUMEHEHHEM MH(POPMAIIMOHHO-KOMMYHHUKAITHOHHBIX TEXHOJIOTUN; HCIIOIb-
30BaTh BO3MOXXHOCTH OOIIEro M 3JIEKTPOHHOTO JTOKYMEHTOO0OpOTa Ui MPUHATHS U JOKYMEHTaJIbHOTO
oopMIIeHHUs yTIpaBIEHYECKUX PEIICHUH; UCTIONB30BaTh B CBOCH MPOPECCHOHAIBHON NesITeTbHOCTH TPH -
KJIaJ{HbIC TIPOTPaMMHBIE CPEACTBA M CPEJICTBA OPITEXHHUKH; CAMOCTOSATEILHO OCBaUBaTh 3HAHMS, HEOOXO-
JTUMBIe [T pabOoThI C TOKYyMEHTOOOOPOTOM B KOHKPETHBIX chepax AesITeIbHOCTH OpraHu3aliuu; ONepupo-
BaTh 3HAHUSMH, TOJYYCHHBIMH MO JEIONPOU3BOJACTBY B NPOGECCHOHANBHOW AEATEIbHOCTH; peIlaTh
CTaHJApTHBIE 3a/1a4M MPO(ecCHOHATHHOMN EeATeNbHOCTH Ha OCHOBE MH(OPMALMOHHON 1 Oubmuorpadu-
YECKOU KYJIbTYPhI

— BJIA/IeTh HaBBIKAMU COCTABICHHS U O(GOPMIICHHS OPraHU3AIMOHHBIX U PACTIOPSIIUTEIBHBIX
JOKYMEHTOB B cepe npodecCHOHATBHON eATeNbHOCTH; METOJUKON COCTABICHUS MPOEKTOB OCHOBHBIX
YIIPaBICHYECKUX JOKYMEHTOB; HABBIKAMHU JOKYMEHTAJIBHOTO O(OPMIICHHS PEIICHHUH B yIIPABICHUH OIIe-
PaMOHHOM (TIPOU3BOACTBEHHOMN) JAEATEIIEHOCTBIO OPraHU3AIMiA PU BHEAPECHUN TEXHOJIOTHYECKHX, TIPO-
JYKTOBBIX MHHOBAIIM{ WJIM OPraHW3al[MOHHBIX M3MEHEHMH; METOAaMH M CPEACTBAMU MOIydYeHHs, oOpa-
OOTKM M XpaHEHHsS JOKYMEHTOB; HAaBbIKAMM HCIOJb30BAaHUS KOMIIBIOTEPHOM TEXHUKH, HMPOTPAMMHO-
MH()OPMALIMOHHBIX CHCTEM, KOMITBIOTEPHBIX CETEH; HaBBIKAMHU PELICHUs CTaHAApTHBIC 3a7aqu mpodec-
CHOHAJIBHOM JIESATETLHOCTH Ha OCHOBE MH(POPMAIMOHHONW U OMOIMOrpaduyecKoil KyJIbTyphl; COBPEMEH -
HBIMH TEXHHUYECKHUMHU CPEACTBAMHU M MH(POPMAIIMOHHBIMU TEXHOJOTHAMH; HaBBIKaMU 0(OpMIICHHUS padorT,
BBITOJIHSEMBIX CTYICHTaMHU B Iporiecce 00ydeHus, C yueToM TpeboBaHMi 00pa30BaTeIbHOIO CTaHAAPTa
By3a OC TYCYP 02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI1 padoThI
OO01ast TpyI0€MKOCTb JUCLUIUINHBI cOCTaBIsAeT 6.0 3aUeTHBIX €IMHMILIBI U IIPECcTaBIeHa B TalOmu -
ue 4.1.
Tabmuna 4.1 — Tpy10eMKOCTh AUCIUILUIMHBI

Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl
6 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 68 68
Jleknun 34 34
[IpakTHueckue 3aHATH 34 34
CamocrosTenpHas paboTa (BCero) 148 148
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 22 22
CamocrodaTenbHOe H3ydyeHHe TeM (BOTIPOCOB) 80 80
TEOPETHYECKON 4acTH Kypca
[ToaroroBka K MpakTUYECKUM 3aHATUAM, CEMUHApaM 46 46
Bcero (0e3 ax3ameHa) 216 216
OO6mast Tpy1I0€MKOCTb, 4 216 216
3aueTHble EquHuIb 6.0 6.0

5. Conepxxanue ITMCUMILITHHBI

5.1. Pa3aennl AMCHUILIAHBI M BHALI 3AaHATHHA
Pazniensl mUCHUIUTAHEI ¥ BUBI 3aHATHN PUBEACHBI B Ta0mmiie S.1.
Tabmuia 5.1 — Pasgens! [UCHUILIMHEL U BUABI 3aHSITHI

Bcero
4acoB
[pak. Cam. dopmupyemblie
HasBanus pa3nenos QUCHUATIIIMHBL Jlek., 4 (Ge3
3aH.,4 | pa0., 4 KOMIIETEHIIUH
9K3aMeH
a)
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6 cemecTp

1 Ilpenmer, conepkanue u 3agauu Kypca. [o- 4 0 24 28 OIIK-1, ITK-8
KYMEHTOOOOpOT U JIETIONPOU3BOJICTBO B MIPO-

(heccHoHANBLHOM IS TEIBHOCTH.

2 IIpaBoBBIE 1 HOPMATUBHBIE OCHOBBI JJOKY- 4 0 4 8 OIIK-1, IIK-8
MEHTHUPOBAHUS YIPABICHUECKON JCATEIHHO-

CTH

3 Tlonsarue nokymeHTta. CBOMCTBA JOKYMEHTA. 10 8 24 42 OIIK-1, TTK-8
Knaccudukanus nokymenta. CTpykrypa a0-

KyMeHTa. TpeboBaHus K 0(hOPMIICHUIO TOKY-

MEHTOB.

4 CucteMbl 1oKyMeHTOB. COCTaBlIeHUE U 8 20 42 70 OIIK-1, TIK-8
odopmIIeHHE YITPABICHYECKUX JIOKYMEHTOB.

5 Opranuszanus paboThl C JOKYMEHTaMH 2 0 22 24 OIIK-1, ITK-8
6 ®opMHpPOBAHUE U TEKYIIEE XPAHEHUE JIOKY- 2 6 10 OIIK-1, ITK-8
MeHTOB. [ToAroToBKa JOKYMEHTOB K Mepeaaue

B apXHB

7 DNeKTPOHHBIN TOKYMEHTOOOOPOT, KITFoue- 4 4 26 34 OIIK-1, ITK-8
BbIC TIOHSTHS, OCHOBHBIC KOHIIETIIIUN

Hroro 3a cemectp 34 34 148 216

HUroro 34 34 148 216

5.2. Conep:xanue pa3aesioB TMCUUIIMHBI (110 JEKIHAM)
CopeprkaHue pa3ienaoB TUCIUILINAH (TI0 JICKIHSAM) IPUBEAICHO B Tabmuiie 5.2.
Tabmuma 5.2 — Coaeprkanue pasieiaoB JUCIUILIMH (TI0 JISKIIHSIM)
Copneprxanue pazznenoB quctuminHel (mo | Tpynoemkocts, | Dopmupyemsble
HaszBanwus paznenos cp pasi jmcn ( pyA ’ PMHPY
JIEKIIHSIM) KOMIETCHITUN
6 cemecTp

1 ITpeamer, ITonsTHE, 1IETN U 33141 U3y4aeMOU TUCIIH- OIIK-1, TTIK-8
COJIEp>KaHMe U 337]aud | IUIMHBI. Pa3BUTHE U CTAaHOBIIEHUE JIEJI0-

Kypca. npou3BojicTBa B Poccun. Opranuzanus ne-

JIoKyMeHTOOOOpOT U | IOTIPOU3BOJICTBA HA MPEANPHUATHIX. 3HAUE-

JIETIOTIPOU3BOACTBO B | HUE M MECTO TOKYMEHTOB B CHICTEME YIIpaB-

npodeccruoHanbHON TICHUS

NeSTeTLHOCTH. Vitoro

2 IlpaBoBsbI€ U T'ocymapcTBeHHOE peryMpoBaHue, HOpMa- OIIK-1, ITK-8

HOPMATHUBHBIE OCHOBBI
JIOKYMEHTHPOBAHUS
yIpaBIeHYECKOI
NEeSATETLHOCTH

THBHO-TIPAaBOBasi 1 METOIMYECKAst OCHOBA
JIOKYMEHTAI[MOHHOTO 00eCTIeueHUs yIpanie-
Hus1. CyIIHOCTh, HAMPaBJIEHUS U BUJIBI TOCY-
JTAPCTBEHHOTO PETyIMPOBAHUS TOKYMEHTA-
IIMOHHOTO OOECIIEYCHHS YIIpaBICHUs, Ha3HA-
YeHHe, 0COOEHHOCTH U COOTHOIIICHUE HOP-
MaTHUBHO-TIPABOBOT'O U METOJIMYECKOTO Pery-
nupoBanusi. COCTaB U CTPYKTypa HOPMaTHB-
HOM, TPAaBOBOW U METOJIMYECKOM OCHOBBI J10-
KYMEHTAIlMUOHHOTO 00ECIIeYeHUs yrpaBiie-
HUS, HAITMOHAIBHBIX U JIOKAJILHBIX HOpMa-
TUBHO-METOJIMYECKUX JOKYMEHTOB. YHUDHU-
Kalysl ¥ CTaHIapTU3AIIHS.
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Hroro

3 IlouaTue TOKyMeHTa.
CBoiicTBa IOKYMEHTA.
Knaccudukarus
nokymeHta. CTpykTypa
JIOKYMEHTA.
TpeboBaHus K
oopmieHuno
JIOKYMEHTOB.

TpeOoBanus k 61aHKaM JOKyMeHTOB. [lops-
JIOK pa3paboTku OankoB. O0Me TpedoBa-
HUSI K TOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMO-
HIbI0 TEXHUYECKUX cpencTB. OcoOeHHOCTH
oopMIIeHHUs OTACTBHBIX PEKBU3HUTOB.

OCHOBHBIE HOPMBI U ITpaBuIIa 0(OPMIICHUS
pa60T, BBITTOJIHACMBIX CTYACHTAMU B ITPOLIEC-
ce 00yueHus, ¢ yueToM TpeboBaHMii 00pa3o-
BarenpHOro crangapta Byza OC TYCVYP 02-
2013 (CTO 02069326.1.02-2013) - PaGoTsr
CTYACHYCCKHE 110 HAIIPpaBJICHUAM ITOATOTOB-
KU M CIIEUUATBHOCTSM TYMaHUTapHOTO MPO-
b

Hroro

OTIK-1, TTK-8

4 Cucremsbl
JIOKYMEHTOB.
CocraBieHue u
odopmiieHue
YIPABICHUECKUX
JIOKYMEHTOB.

[TpaBuia opopmieHHsT JOKYMEHTOB, COCTaB
1 Ha3HAYCHUC PCKBHU3UTOB. Poib n BHU/JIbI
yIpaBJIeHYeCKHX JTOKyMeHTOB.COCTaB 1 Ha-
3HAYCHUC OTACIIBbHBIX BUJIO0B OpraHu3aiiu-
OHHO-TTPABOBBIX, PACTIOPSIUTEIBHBIX U HH-
(OopMaIIMOHHO-CIIPAaBOYHBIX IOKYMEHTOB.
JlokyMeHTabHBINH (OH] ¥ TIEPEYCHB JIOKY-
MEHTOB, 00pa3yIOIIUXCS B MPOIECCe Jesi-
TEJILHOCTH TpeAnpusiTusi.CocTaB, pacioio-
YKEHHE U MpaBuiIa 0(pOPMIICHHUS PEKBU3UTOB
OTACTHHBIX BUIOB OPTaHU3aIMOHHO-TIPABO-
BBIX, PacTIOpsIUTEIbHBIX U HH(OpMAIIH-
OHHO-CITPABOYHBIX TOKYMEHTOB. OCOOCHHO-
CTHU O(l)OpMJIeHI/ISI OTACJIIBHBIX BUJOB ITOKY-
MEHTOB, 00pa3yIOIIMXCS B IIpoIecce Jesi-
TCJIIBHOCTH NPCAIIPUATHUSA.

Hroro

OIIK-1, IIK-8

5 Opranu3zanus paboTbI
C IOKyMEHTaMu

[TonsiTHe «10KyMEHTOOOOPOT» U €T0 Pa3BU-
tue. OCHOBHBIE ITPaBUJIa OpraHU3aluu JI0KY-
MEHTO000O0poTa B opranu3aruu . Cxema J1BU-
KEHHUS ¥ TEXHOJIOTHsI 00pabOTKH JOKYMEH-
TOB. [ [oHATHE TOKYMEHTONOTOKA, €70 CTPYK-
Typa, MOKa3aTeIy OLEHKU JOKYMEHTOIIOTO-
Ka. JKn3HeHHsbI IUKI 1oKkymMeHTa. KoHTpoub
VCIIOJTHEHUSI TOKYMEHTOB.

Hroro

OIIK-1, ITK-8

6 ®opMupoBaHue U
TeKyIlee XpaHEeHUe
JIOKYMEHTOB.
IToaroroska
JIOKYMEHTOB K
nepenaye B apxXuB

Howmenxknarypa nen. [Hopsaok coctaBieHus
U YTBEPKJIEHUSI HOMEHKJIATyphI 1e7. YcTa-
HOBJICHHE CPOKOB XpaHeHus fen. opmupo-
BaHue 1 odopmienue aen. OpraHuzanus
OTIEPATUBHOTO XPAHEHHUS JIeTl. DKCIIepTU3a
HEHHOCTH JOKYyMeHTOB. OdopMiieHue Jei.
[Topsnok nepenaun TOKyMEHTOB Ha XpaHe-
HUE B apXUB.

Hroro

OTIK-1, TTK-8
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7 DNEKTPOHHBIN OCHOBHBIE 33/1a4U OpPTaHU3AINH JJICK- 4 OIIK-1, TTK-8
JIOKYyMEHTO00O0POT, TPOHHOTO IOKYMEHTO000poTa. CUCTEMBI
KJIIOYEBBIE TTOHATHA, 3JIEKTPOHHOTO JOoKyMeHTooOopoTa CO/I.
OCHOBHBIE KOHIIETIIIUU | DTambl pa3BUTHS, KIacchl, Ha3HaueHue COJI.
OCHOBHBIE CBOMCTBA CUCTEM DIIEKTPOHHOTO
nokyMeHToobopoTa. OcHoBHBIE TUIIEI CO/I.
Oco6ennoctu opranm3aiun COJ1. CucteMbl
AJIEKTPOHHOTO JIOKYMEHTO000pOTa, Mpe/I-
craBjeHHBIe B Poccun.

Hrtoro 4

Hroro 3a cemectp 34

5.3. Pa3nesbl AMCUMINIMHBI M MEKIMCUMININHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)
1 o0ecrneynBaeMbIMHU (IOC/TEAYIOIMMH) THCHUTIIHHAMHA
Paznenbl qUCHUIIIUHBL U MEXIUCUUIUIMHAPHBIE CBSI3M C 00€CTIeYMBAIOIIMMHU (TIPEAbIAYIIUMU) U
o0ecrieyrBaeMbIMH (TIOCIIEAYIOIIMMHI) TUCIMIUTMHAMY MIPE/ICTaBlIeHbI B Tabmuie 5.3.
Tabmura 5.3 — Pa3gens! AUCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

Ne pa3zenoB naHHON TUCLUIIIMHBI, A1 KOTOPBIX HEOOXOIUMO
HayuMeHOBaHME TUCLUILIHH u3ydyeHue 00ecIeunBaOIINX U 00ECIICUNBAEMBIX AUCIUILINH

1 2 3 4 5 6 7

[IpenmecTByronme quCUUILIMHBI

1 TIpakTuka 1o MOJy4YEeHUI0 NePBUY-
HBIX NTPO(ECCUOHAIBHBIX YMEHUN U
HABBIKOB, B TOM YHCJIC IICPBUYHBIX + + + + + + +
YMEHHH U HABBIKOB HAYYHO-HCCJIE-
JOBATENBbCKOH EATENBHOCTU

2 TlpakTHKa 1o Mmoxy4eHuto npodec-
CHOHAJIBHBIX YMEHHU U OIIBITA IPO- + + +
(heccruoHaNbHOI 1eATENbHOCTH

3 VYhpaBiaeHYECKUN y4eT + + + + +

HOCJ'ICIIYIOIJ_II/IC JAUCHUIIINHBI

1 3amuTa BBIMYCKHOM KBaTU(UKa-
IIMOHHOM paboThI, BKIItOUYAs TIOJIT0O-
TOBKY K MPOLIEypE 3aIIUTHI U MTPO-
LEAYpPY 3aIIUThI

5.4. CooTBeTcTBHE KOMIIETEeHIIMIA, (OPMHUPYEMBIX PH U3yYeHUH TUCHUILUIMHBI, U BUA0B 3aHATHI
CooTBeTCTBHE KOMIIETCHIIUH, (DOPMUPYEMBIX TpPH HM3yYCHUHW AWCIHILIMHBI, W BHJIOB 3aHATHU
MPEICTaBICHO B Tabmuiie 5.4.
Tabnuna 5.4 — CooTBETCTBHUE KOMITETEHIIUM, (POPMUPYEMBIX MPU U3YUECHUU UCUUILIAHBI, U BUJOB 3aHS -

TUN
KoMmrmerenmu Bunel 3ansaTuii
DOpMBI KOHTPOJIA
u Jlek. [Ipak. 3aH. Cam. pa6.
OIIK-1 + + + Omnpoc Ha 3aHATHX, BeicTyIUIE-

HUe (DOKJIan) Ha 3aHATHH, TecCT,
JuddepenunpoBaHHbIi 3a4eT,
OT4eT 1o MPaKTHYECKOMY 3aHsI-
THIO
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ITK-8 + + + Onpoc Ha 3aHaTHsAX, BeICTyIUIE-
HUe (DOoKIJIan) Ha 3aHATUH, TecCT,
JuddepeHunpoBaHHBIN 3a4eT,
OTuer 1o MpaKkTUYECKOMY 3aHs-
THIO
6. UuTepakTHUBHBIE MeTOAbI U (JOPMBI OPraHU3aANNU 00yUEeHUsI
He npenycmotrpeno PVYII.
7. JIaGopaTtopHbie padoThI
He mpenycmotpeno PVYII.

8. IIpakTuyeckue 3aHATUSA (CEMUHAPDI)
HaumeHoBaHMe IpaKTUYECKUX 3aHATUH (CEMUHAPOB) MpHBeIeHO B Tabmuie 8.1.
Tabmuma 8.1 — HamMeHoBaHME MPaKTUYECKUX 3aHSATHIA (CEMUHAPOB)

HanmenoBanue npaktnueckux 3anatuii | Tpynoemkocts, | Dopmupyemsie
Ha3zBanus pasznenos
(ceMuHapoB) q KOMITETEHIIUU
6 cemecTp
3 Tlousarue nokymenTa. | TpeboBanus k 6yaHkaMm 10kymeHTOB. [losro- 4 OIIK-1, ITK-8
CBoiicTBa TIOKyMEHTA. |TOBKA K COCTABJICHHIO JOKYMEHTOB. CXeMBbI
Knaccudukarms pacnosioxeHus JokyMmeHToB. CocTaBieHue
nokymeHTa. CTpykTypa | popMyIsipoB T0KyMEHTOB. O0muii OnaHK.
JOKYMEHTA. bnank KoHKpeTHOTro BUJa T0KyMeHTa. biank
TpeGoBanus k UChMa.
MJICHU
o(opmerrio OO6mme TpeboBaHus K 0hOPMIICHHUIO TEKCTa 4
OKYMEHTOB. otuera. OopmiieHne TUTYIBHOTO JIUCTA, PH-
CYHKOB, TaOJIUI], CIUCKA UCIIOJIb3YEMbIX UC-
TOYHHKOB
Hroro 8
4 Cuctembl [IpaBuiia coctaBieHust U 0hopMIIECHHS Opra- 8 OIIK-1, IIK-8
JIOKYMEHTOB. HU3AL[MOHHO-PACHIOPSAUTENBHBIX IOKYMEH-
CocraBienue u TOB (yCTaB, MOJOXKEHUE, IITATHOE pacIHca-
oopmieHue HUE, UHCTPYKLIHUS, IPUKa3, paclopsKeHHUE,
yIpaBICHYECKUX pelieHne, IPOTOKO, TOCTAHOBIIECHHUE)
AOKYMEHTOB. ITpaBuna coctaBneHus U 0hOpMIICHUS UH- 8
(hopMaLMOHHO-CIIPABOYHBIX TOKYMEHTOB (J1e-
JIOBOE MUCHMO, JIOKJIaHast U ClIy>keOHas 3a-
MMCKH, aKT, CIIPaBKa, u JIp. )
[TpaBuia coctaBneHus: U 0OpMIICHHS TOKY- 4
MEHTOB JINYHOTO XapakTepa (3asBJIeHUE, Xa-
paxkTepHucTrKa, aBToOnorpadus, pesrome, oT-
3BIB | JIp. )
Hroro 20
6 ®opmupoBaHue u Homenkiatypa nei. Buibl HOMEHKIATypBI. 2 OIIK-1, IIK-8
TEKyIllee XpaHECHHUE dopmupoBanue aen. Opranuzanus XpaHeHus
JIOKYMEHTOB. JIOKYMEHTOB Ha npeanpuatuu. [lonroroska
[ToxroroBka JTOKyMEHTOB K CJlau€ B apXUB.
JIOKYMEHTOB K Viroro 2
nepeayde B apXuB
7 DNEKTPOHHBIN [Toaxomp! K CO3AaHUIO CUCTEM AJIEKTPOHHOTO 4 OIIK-1, TIK-8
JIOKYMEHTOO0O0POT, JIoKyMeHToobopoTa. TpeboBanus k cucre-
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KJIFOYCBBIC ITIOHATHA,

OCHOBHBIC KOHIICTIITUHN

Hble Turbl COJI,

MaM. DTarnbl BEIOOpa CUCTEMBI aBTOMATH3a-
1MW, DTarbl BHEJPEHUS CUCTEMbI aBTOMATH-
3aruu. CucTEeMbl aBTOMaTU3alUH JOKYMEHTO-
1oToKa. CUCTEMBI 3JIEKTPOHHOTO JJOKYMEH-
T0000poTa. OCHOBHBIE TEXHOJIOTHH PAOOTHI C
JnokyMeHTaMu. OCHOBHBIE CBOMCTBA CHCTEMBI
AIIEKTPOHHOTO IOKyMEeHT0000poTa. OCHOB-

HUtoro

Hroro 3a cemectp

34

9. CamocTrosiTesqibHasi padoTa
Bunel camocrosTensHOM paboThl, TPYIOEMKOCTh U (pOpMHUpyEeMble KOMIIETEHITMH TPEICTaBIECHbI B

tabmmue 9.1.
Tabmuua 9.1 — Buabsl caMoCTOATENbHOM pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIIUN
Bunsl camocrosrensHol | TpynoemkocTs, | DopMupyemblie
HasBanns paznenos a 2 ’ pMHPY DOpMBI KOHTPOJIA
paboThI q KOMITIETEHI[A
6 cemecTp
1 IIpenmer, CamocTosiTeIbHOE U3yye- 20 OIIK-1, [IK-8 | BeicTynnenue
COJIEp>KaHUE U HUE TeM (BOTPOCOB) TE€O- (moxrnan) Ha 3aHs-
3a7a4u Kypca. PETUYECKOI YacTH Kypca tun, Auddepennu-
KyMEHT T BaHHBIN 3a4eT
HAoxymenToobopo [TpopaboTka JTeKIMOHHO- 4 180 3adet,
u MPOC Ha 3aHATHUIX
ro Marepuana poc Ha 3a ’
JIEJI0NPOU3BOACTBO Tect
B Uroro 24
npodeccruoHanbHON
NeSITETbHOCTH.
2 IlpaBoBsbI€ U [TpopaboTka JTeKIHMOHHO- 4 OIIK-1, [IK-8 | Tuddepernmponan-
HOpPMAaTHBHBIE ro Marepuana HBI 3auet, Omnpoc
OCHOBBI Hrtoro 4 Ha 3aHITHIX, TecT
JOKYMEHTHPOBaHUS
YIPABJICHYECKON
JeSITEeNIbHOCTH
3 [lonsTue ITonroroBka K rmpaxkTuue- 20 OIIK-1, IIK-8 | Auddepenunponan-
JOKYMEHTA. CKUM 3aHATHUSIM, CEMHHA- HBI 3auet, Omnpoc
CaoiicTBa pam Ha 3aHATUAX, OTUeT
I,Z[(OKYMCHTa. TpopaGoTKa TeKIHOHHO- 4 1o npaKTI/I;eCKOMy
naccuuKanms HATH T
accuukarl ro Marepuala 3a 10, 1ec
JOKYMEHTA.
CprKTypa Htoro 24
JOKYMEHTA.
TpeboBanus k
0OpMIICHHUIO
JTIOKYMEHTOB.
4 Cuctemsl IToaroroBka K nmpaxkTuye- 18 OIIK-1, [IK-8 | BeicTynnenue
JIOKYMEHTOB. CKHM 3aHSITHUSIM, CEMHAHA- (moksan) Ha 3aHs-
CocraBnenue u pam tiu, Auddepenuu-
MJICHU BAHHBIN 3a4ET
oopmrenne CamocTosTenbHOe n3yde- 20 I())O a 3a4eT,
TIPABJICHYECKUX MPOC Ha 3aHATUAX
YHpAaBJICHHCC HUE TeM (BOMPOCOB) TE€O- o poc Ha 3 ’
KYMCHTOB. . TYET 10 MPaKTHYIC-
AIOKYMEHTO PETUYECKOI YacTh Kypca CT 10 Ipa ©
CKOMY 3aHSTHIO,
[TpopaboTKa JTEeKITUOHHO- 4
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ro Mmarcpualia

TecT

Hroro 42
5 Opranuzanus CamocTosTeNIbHOE U3yYe- 20 OIIK-1, [IK-8 | BeicTynnenue
paboThI C HUE TeM (BOTIPOCOB) T€O- (mokna) Ha 3aHs-
JOKYMEHTaMH PETHYECKOM YacTH Kypca tiu, Auddepenun-
BAHHBIN 3a4ET
[TpopaboTka JEKIIMOHHO- 2 I())O a 3aHet,
ro MaTepuaa IIPOC Ha 3aHATUSAX,
Tect
Hroro 22
6 ®opmupoBanue u | [loaroroBka k mpaxTuue- 4 ITK-8 Huddepenunponan-
TEKyIllee XpaHEHHE | CKUM 3aHSITHUSIM, CEMUHA- HBI 3auet, Ompoc
JIOKYMEHTOB. pam Ha 3aHATUAX, OT4eT
[TonroroBka TpopaGoTKa TeKIHOHHO- 2 o npaKTI/I;eCKOMy
KYMECHTOB K HATH T
AOKYMCHTO ro Marepuala 3a 10, 1ec
nepeaye B apxuB
Hroro
7 DNEKTPOHHBIN [ToaroroBka k mpakTuye- ITK-8 BricTynnenne
JIOKYMEHTOOOOPOT, | CKHM 3aHATUSIM, CEMUHA- (moksan) Ha 3aHs-
KJIIOUEBBIE TIOHSATHS, | paM tuu, Juddepenmm-
HOBHBI BAHHBIN 3a4ET
OCHOBHBIC CamocTosATenpHoe u3yde- 20 %O a 3atet,
KOHLICTIIIUU He TeM (BONPOCOB) TEO- Onpoc Ha 3aHATHUSX,
. TYET IO MPaKTUIe-
pPETHUYECKOM YyacTH Kypca CT 1o Tipa N
CKOMY 3aHSTHIO,
ITpopaboTKa JEeKIIMOHHO- 2 Tect
ro Marepuana
Hroro 26
Hroro 3a cemectp 148
Hroro 148
10. KypcoBoii npoekT / kypcoBasi padota
He mpenycmorpeno PVYII

11. PeiiTuHroBasi cucremMa JJisi OEHKH yCIIeBAeMOCTH 00y4a0IuXcs

11.1. banabHbIe OLIEHKH /JIs1 3JIEMEHTOB KOHTPOJIA
Tabmuna 11.1 — bayuibHBIC OIICHKH ISl 2JIEMEHTOB KOHTPOJIS
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. . MaxkcuManbHbIi
. MakcumanbHbIN MakcumanbHbIN
DJIeMeHTHI y4eOHOM 0aJut 3a mepuos Bcero 3a
6amn Ha 1-yto KT ¢ | ©Oamn 3a nepuon
NS TeNbHOCTH mexay 2KT u Ha CEMECTp
Hayana cemectpa | mexay 1KT u 2KT
KOHEIl ceMecTpa
6 cemecTp
Brictymuienne (okiam) Ha 8 8 9 25
3aHATUU
Onpoc Ha 3aHATHSAX 5 5 5 15
OTt4er 1o NpaKTUIECKOMY 15 15 15 45
3aHATHIO
Tect 5 5 5 15
Hroro makcumyM 3a nepu- 33 33 34 100
on
Hapacraromum ntorom 33 66 100 100
10



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

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

SR

< 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. JIOKyMEHTHpOBaHWE YMPABJICHUECKONW JEATETLHOCTH [DJEKTPOHHBIA pecypc]: yueo.
nocobue / A.A. Paznopoxusiit. — M. UHOPA-M, 2017. — 304 c. — (Bsiciiee oOpa3oBanue bakanaBpu-
at). - Pexxum pocryna: http://znanium.com/catalog/product/854774 (nata o6pamenus: 11.08.2018).

2. Joponuna, JI. A. Opranu3zanus ¥ TEXHOJOTHs JTOKYMEHTALMOHHOTO OOecreueHHs ynpasJe-
HUs [DNeKTpOHHBIN pecypc]: yueOHUK U MPaKTUKYM JUIs akajgeMmudeckoro 6akanaspuara / JI. A. JlopoHu-
Ha, B. C. Uputukoa. — M. UznarensctBo Opaiit, 2018. — 233 c. — (Cepus bakanasp. Akagemuue-
ckuit kypc). — ISBN 978-5-534-04568-0. - Pexxum noctyna: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (nara oopamenus: 11.08.2018).

3. DIeKTpOHHBIN TOKyMEHTOOOOPOT U obecreueHre 0e30MacHOCTH CTaHIAPTHBIMHU CPEACTBAMU
windows [DnexTponHbIN pecypc]: yaeOnoe mocodue / JI.M. EBnokumona, B.B. KopsOkun, A.H. IIsiis-
kud, O.J. IIeeukoBa. - M. KVYPC, 2018. - 296 «c¢. - Pexum jocrymna:
http://znanium.com/catalog/product/939786 (nara obpamenus: 11.08.2018).

4. Hamumonansusiii ctangapt PO 'OCT P 7.0.97-2016 "Cucrema ctanaapToB 1o HHGOpMaLUH,
OMOIMOTEYHOMY M M3JaTeNbcKOMy Aeny. OpraHn3almoHHO-PACIOPSIUTENbHAS TOKyMeHTaus. TpedoBa-
HUS K 0OpMIICHHIO TOKYMEHTOB" (yTB. mpuka3oM denepaabHOr0 areHTCTBA M0 TEXHUYECKOMY perysH-
poBaHuio u MeTpojorun ot § nexadbps 2016 r. N 2004-ct) [DnexkTpoHHBINA pecypc]: - Pexum moctyma:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (nara o6pamenus: 11.08.2018).

12.2. lonostHuTEIbHAS JIUTEpaTypa
1. OoOpa3zoBarenbhbiii cranaapT Byza OC TYCVYP 02-2013. PaGoTsl cTyneHUYECKHE IO HAIpaBIIe-
HHSIM ITOJITOTOBKH ¥ CIICIIHATBHOCTSM T'yMaHUTapHOTrO npodmins. Odume TpeboBaHus U npaBmia ohopm-
neHus [DnekTpoHHBIN pecypc]: - Pexxum noctyma: https:/regulations.tusur.ru/documents/71 (mara 00-
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pamenus: 11.08.2018).

2. TOCT P 7.0.8-2013. Cuctema ctanaapToB no uHpopManuu, OUOIHMOTEYHOMY U U31aTEIhCKO-
My Aeiny. J{enonpous3BoACTBO U apXUBHOE Je510. TepMUHBI U onpeneaeHusl [ DNeKTpoHHbIN pecypc]: - Pe-
xuM gocrtyna: http://www.edou.ru/enc/docs/detail.php?ID=27653 (nata obpamenus: 11.08.2018).

3. [enompousBoAcTBO [DneKTpoHHBI pecypc]: YueoHoe mocodue / JI. M. KazakeBuu - 2018.
132 c. - Pexxum noctyma: https://edu.tusur.ru/publications/7542 (nara oopamenus: 11.08.2018).

4. TOCT P 6.30-2003. YHUOUIINUPOBAHHbBIE CUCTEMbI JOKYMEHTALIMU. YHUOU-
[IMPOBAHHASI CUCTEMA OPTAHM3ALIMOHHO-PACIIOPIIUTEJIBHON JTOKYMEHTALIUM.
TPEBOBAHUSA K O®OPMIIEHMIO JOKYMEHTOB [3Onextponnbsiii pecypc]: - Pexum nocryma:
http://www.edou.ru/enc/docs/detail.php?ID=2494 (nara obpamienus: 11.08.2018).

12.3. YueOHO-MeTOAUYECKHE MTOCO0OU

12.3.1. O0s3aTesibHbIE YUeOHO-MeTOAuYEeCKH e M0CO0Uus

1.  OOwwmii ¥ YNEKTPOHHBIA TOKYMEHTOOOOPOT [DNEKTPOHHBIH pecypc]: MeToandeckoe nocodue
10 JIaOOPaTOPHBIM 3aHATHUSAM M CaMOCTOSTENBHOU padoTe ms ctyneHtoB HampasiaeHuil 080200.62 «Me-
HemkmenT, 080100.62 «Oxonomuka» / XK. H. AxcenoBa - 2014. 40 c. - Pexum mocryna:
https://edu.tusur.ru/publications/4874 (nara oopamenus: 11.08.2018).

2. OCHOBBI A€NONPOU3BOJCTBA [DNEKTPOHHBIN pecypc]: Meroauueckue ykazaHus K IpaKkTUde-
CKHMM 3aHATHSM M OpraHu3aiuu camocrosTenbHoi padoTsl / E. K. Manaxosckas, A. A. Cugopos - 2018.
28 c. - Pexxum moctyna: https://edu.tusur.ru/publications/8165 (nara obpamenus: 11.08.2018).

12.3.2. YueOHO-MeTOAMYECKHE MOCOOMS 1JIs1 JIMI C OTPAHMYCHHBIMH BO3MOKHOCTSIMH 3/10POBbS H
WHBAJIUI0B

Y4eOHO-MeTOqMUeCKre MaTeprabl ISl CAaMOCTOSTEIbHON U ayTUTOPHOM paboThl 0Oyyaromumxcs
U3 YMCIIa JIUI] C OTPaHNYEHHBIMI BO3MOKHOCTSIMU 37I0POBBSI 1 MHBAJHJIOB MPEIOCTABISIOTCS B (opMax,
a/IalITUPOBAHHBIX K OTPAaHMYEHUSIM UX 3/I0POBbS U BOCIIPUATHUS HH(DOPMAIIHH.

JI1s1 M1 ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETUYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIeHUsIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

- B IeyaTHou (opme.

J1s1 1M1 ¢ HAapylIIeHUsIMM ONIOPHO-ABUTaTeJIbHOI0 annapara:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (opme.

12.4. IIpo¢eccnonaibHbIe 0a3bI JAHHBIX U MHPOPMALIMOHHBIE CIIPABOYHbIEC CHCTEMBbI

1. eLIBRARY.RU - Kpynneiimmuii poccuiickuii nHpopMaMoHHbIH MmopTan B 00JacTH HayKH,
TEXHOJIOTUH, MEUITMHBI 1 00pa3oBaHus. Pexxum noctyma: www.elibrary.ru;

2. TAPAHT - Cuctema «'”APAHT» npenocTaBnsieT J0CTym K (eaepalbHOMY U pErHOHATIBLHOMY
3aKOHOJATENIbCTBY, KOMMEHTAPUSAM U pa3bsCHEHUSAM U3 Beaylmux npodeccuoHanbubix CMU, kuuram u
OOHOBJISIEMBIM SHIMKIONEIUSAM, TUIIOBBIM (hopMaM JOKYMEHTOB, Cy/IeOHOM MpPaKTUKE, MEXITYHAPOIHBIM
JIOTOBOPaM U APYyroil HopMaTUBHON MHpopMaruu. Pexum noctyna: www.garant.ru;

3. Koncynprantllmoc - Cucrema «KoncynsranTllntocy — HagéxHbI NOMOIIHUK JUIsI MHOTHX
CHEIMAJIMCTOB: IOPUCTOB, OYXTalTEPOB, PyKOBOJIUTENEH OpraHu3alui, a TaKkxke JJis CIelHaTuCTOB Tocy-
JAPCTBEHHBIX OPraHOB, YUEHBIX U CTYJIEHTOB. B HEl COAEpKUTCS OrpOMHBIN MacCHB MPAaBOBOW U CIIpa-
BOuHOM nH(popmaruu. Pexxum gocrymna: www.consultant.ru

13. MaTtepuajibHO-TEXHUYECKOe o0ecneyeHue TMCIUIUVINHBI U TpedyeMoe MporpaMMHoe
ol0ecrieueHmne

13.1. O0uue TpeOOBaAHUA K MATEPUAIBLHO-TEXHHYECKOMY U IPOrPAMMHOMY 00ecrie4eHnI0
AUCHHUILIMHBI

13.1.1. MaTepuaJbHO-TEXHHYECKOE H IPOrPaMMHOe o0ecnedyeHne ISl JICKIIMOHHbBIX 3aHATHH
I[J'IH IMPOBCACHUA 3aHATHI JICKIMOHHOI'O THUIIA, I'PYIIIIOBBIX U MHAWBHUAYAJIbHBIX KOHCy.]'II)TaIII/II\/II, TC-
KYILEro KOHTPOJISL U MPOMEXKYTOUHOU aTTECTAllMU UCIIONb3YyeTcs yueOHasi ayUTOpUs ¢ KOITUUECTBOM I10-
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CaJIOUHBIX MECT He MeHee 22-24, obopynoBaHHAasl JOCKOW M CTaHAAPTHOM yueOHOH mebenbio. Mmerorcs
JIEMOHCTPAIIMOHHOE 000pYIOBAaHUE U YU4eOHO-HATIIAIHBIC TTOCOOMsI, 00€CTIEYNBAIOIINE TEMATHUCCKUE HJI-
JIOCTPALMHU 110 JIEKIIMOHHBIM pa3JielaM TUCIUTUINHEI.

13.1.2. MaTepHaJbHO-TEXHHYECKOE H MPOrPaMMHOE o0ecredyeHne I MPAKTHYeCKUX 3aHATHI
Boruncnurensnas naboparopus / KomnbroTepHsIii kitace
yueOHas ayTUTOPHsI i1l IPOBEACHHSI 3aHATHI MPAKTUYSCKOTO TUTIA, YICOHAsT ayUuTOPHS IS TIPO -
BEJICHUS 3aHITHIA TaO0OPaTOPHOTO TUMA
634045, Tomckast obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.
Ornucanue UMEIIEerocs 000pyI0BaHUS:
- [I1IBM DX6100M (9 mir.);
- [I3BM INTEL CORE 2 DUO (6 mit.);
- MaranTHO-MapKepHas T0CKa;
- Kommnekr cnenuanuzupoBanHoi yueOHo# mebenu;
- Pabouee mecto mpenogaBares.
[TporpammHoOe obecrieueHue:
— 1C:IIpenmpusitue 8
- 7-Zip
— FoxitReader
— Google Chrome
— Microsoft Access 2013 Microsoft
— Microsoft Project 2013
— Microsoft Visio 2013
— Microsoft Windows 7 Pro
— Mozilla Firefox
— OpenOftice
— Koncynprant [lmroc

JlaGopatopust rpymmoBoro mnpoekTHoro oOyuenus '"Jlaboparopusi COIMATBLHO-KOHOMHUYECKUX
npobnem"

yaeOHas ayTuTOPHsI ISl IPOBEACHHSI 3aHATHI MPAKTUYSCKOTO TUTIA, YICOHAsT ayIUuTOPHS IS TIPO -
BEJICHUS 3aHITHIA 1a00OPaTOPHOTO TUMA

634045, Tomckast obnacts, T. Tomck, yi. KpacHoapmetickast, 1. 146, 503 ayn.

Ornucanune UMeEIIErocs 000pyIOBaHUS:

- [I5BM KOMIICTAP (12 mur.);

- MarauTHO-MapKepHas JOCKa;

- KommutekT crienmanusupoBanHoi yueOHOW Mebenu;

- PaGouee mecto nmpenogaBarens.

[IporpamMMHOe obecrnieueHue:

— 1C:IIpenmpustue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft

— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— KoncynwranT [lmoc
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13.1.3. MarepuaJibHO-TEXHHYECKOE H MIPOrPaMMHoOe o0ecredyeHne JJIs1 CAMOCTOSITe IbHON padoThl
Jlnst caMoCTOSATEIbHOM PabOThl MCTONB3YIOTCS y4E€OHBIE ayIUTOPUU (KOMITBIOTEPHBIE KIIAcChl),
PaCIOJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, a. 40, 233 ayn.;
- 634045, Tomckas obnacts, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayn.;
- 634034, Tomckast o6macTh, r. ToMck, Bepmmanna ymuna, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTb, . Tomck, Bepmmanna ynuima, 1. 74, 207 aya.

CocTtaB 060pyI0OBaHMS:

- yueOHast MmeOerb;

- koMnbroTepsl ki1acca He Huke [IDBM INTEL Celeron D336 2.8 T11. - 5 wiT.;

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

[lepeyeHb MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

13.2. MaTepuaibHoO-TeXHHYecKoe o0ecnieueHre TUCHMIIJIMHBI VIS JIMI[ C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHUE NUCHMIUIMHBI JUIIAMH C OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI U WHBAIUIAMHU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEICTB 00ydeHHs OOIIEro U CHEeUaIbHOI0 Ha3HAUYeHUS.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPeyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH anmapaTypbl, MyJbTUMEIUNHBIX 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
oOydarolnyecs: ¢ HapylIEeHHEM CllyXa, 000pYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUIEO-
TEXHUKOMU, AJICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX ¢ 0OYUYAIOLIMMUCS ¢ HAPYLIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BAaHUE B
JEKIIMOHHBIX U YYEOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX 0OBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WJIM CJIaiijia Ha SKpaHe) P MOMOIIH BUACOYBEIUIUTEICH A1 KOM(POPTHOTO POCMOTPA.

[Tpu 3aHATHAX ¢ O0YYalOUIMMHCS ¢ HAPYUIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIIOJIb-
3YIOTCS aJbTEPHATUBHBIC YCTPOHCTBA BBO/IA HH(OPMAIIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpHeMa/nepe-
Jau yuyeOHOM MHpOpMaluu B JOCTYIHBIX (opMax, MOOMIIBHOM CHCTEMbl OOy4eHUs [UIs JIOAEH ¢ UHBaA-
JIMTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U MeTOAMYECKHEe PeKOMEHIAIUH 110 OPraHU3aluu U3yYeHHUsI
AUCHUTLTHHBI

14.1. Conepmalme OLCHOYHBIX MATCPHAJIOB U METOANIECCKUEC PECKOMECHAAIIUH
I[J'ISI OLICHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I H YPOBHA OCBOCHHA 3aKPCIIJICHHBIX 3a ﬂHCHHHHHHOﬁ
KOMITC TEHITHUM HCIOJIB3YIOTCA OLCHOYHBIC MaTCpHUajibl B COCTABE!

14.1.1. TecToBble 3a1aHus

1. JdaTb onpeaenenne J0KyMEHTUPOBAHUIO:

a) JlokyMeHTHpOBaHHUE — ATO MPOIIECC CO3AaHUSI U OPOPMIICHHS JOKYMEHTOB;

b) JlokymMeHTHpOBaHUE — 3aNTUCh HH(POPMAIIUK HA HOCUTENE 10 YCTAHOBICHHBIM MTPaBUIIAM;

¢) JlokymeHTHpOBaHNE — 00eCTIeueHe CBOEBPEMEHHOTO U TTPABUIILHOTO CO3/IaHUS IOKYMEHTOB;

d) JlokymMeHTHpOBaHWE — 3aMUCh MH(OPMALMK HAa PA3TUYHBIX HOCHUTENSX MO YCTAaHOBICHHBIM
npaBujIaMm.

2. Jlath onpeaeneHye T0KyMEHTY:

a) JlokymeHT — 9T0 3aduKCcUpOBaHHAs HAa MAaTepUATHLHOM HOCHUTENNEe MH(OpMAIUs C PEKBU3UTAMH,
MO3BOJISIOIIUMU €€ UICHTH(PHUIINPOBATS;
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b) lokyMeHT — 3T0 3a(h)UKCHPOBaHHAs HA HOCUTENEe HHPOPMAIUS C PEKBU3UTAMH, TIO3BOJIIOLIMMHU
ee UACHTU(UIIUPOBATH;

¢) JIokyMeHT — 3T0 MaTepuaJIbHBIA HOCUTENb ¢ MH(OpMaIUeH, TTO3BOJISIONINNA €€ WACHTUDHUITHPO-
BaTh;

d) HoxymeHT — 310 ciocol ¢pukcanuy HHPOPMAIIH.

3. Yro Takoe opunraIbHBINA JOKYyMEHT?

a) O¢dunmansHblii TOKyMEHT — JIOKYMEHT, CO3JIaHHbII OpraHu3anuei, JOHKHOCTHBIM JIMLIOM WIIH
IpaXkJaHUHOM, O(pOPMJICHHBIN B YCTaHOBJICHHOM HOPSIZIKE;

b) OdunmanbHBI JOKYMEHT — JOKYMEHT, MpeIHa3HAYCHHBINA JJIS Tepelaull JpyroMy JHIY IOpHU-
JUYECKUMU WIH (PU3NUECKUMHU JIUIIAMU B YCTAHOBJIEHHOM TOPSIIIKE;

¢) OuuuanbHbI TOKyMEHT — TOKYMEHT, CO3/1aHHBIN, O(OPMIICHHBINH U YIOCTOBEPEHHBIH B ycTa-
HOBJICHHOM IOPSAJIKE JJI1 MHOTOKPAaTHOTO UCIIOIb30BAHMS.

d) Her npaBuibHOTO OTBETA

4. Yto TaKkoe 3NEeKTPOHHBINA JOKYMEHT?

a) DIEeKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HH(pOpMAIlHs KOTOPOTO MpeIHa3HaueHa A nepeaa-
YU IPYroMy JIUILY;

b) DIEeKTPOHHBIM JOKYMEHT — 3TO O(QHIMATIBHBIN TOKYMEHT, MPEACTABICHHBIM B 3JEKTPOHHOU
dopme;

¢) DIEKTPOHHBIM JOKYMEHT — 3TO AOKYMEHT, HH(opMalHs KOTOPOTO MpPEeACTaBIeHa B AICKTPOH-
HOM opme;

d) DAeKTpOHHBIH JOKYMEHT — 3TO O(HMUIHMAIBHBIA TOKYMEHT, MPEJCTABICHHBIM B 3JEKTPOHHOU
dopme mocie ero noJNMCaHus JOHKHOCTHBIM JIMIIOM B MOPSJIKE, YCTAHOBJIEHHBIM 3aKOHOJATEIbCTBOM
PO.

5. Yro npencrasisier coboit opopmieHue JOKyMeHTa?

a) OdopmiieHrEe JOKYMEHTA — 3TO MIPOCTABJICHUE HA JIOKyMEHTE HEOOXOIMMBIX PEKBU3UTOB;

b) OdopmieHnne JOKyMEHTa — 3TO COTIIACOBAaHUE TOKYMEHTA, MOMCaHNEe JOKYMEHTA,

¢) OdopmiieHre AOKyMEHTa — 3TO MPOCTABICHHE PEKBH3UTOB JUISI OPraHU3AIMN ONEPaTUBHOTO
IIOMCKA JOKYMEHTOB;

d) Het nmpaBunbpHOTO OTBETA.

6. Uto npencrasisier coO0i cucTeMa JOKyMEHTAINH ?

a) Ilox cucremoii TOKyMEHTAIMi IOHUMAETCS] COBOKYITHOCTh JJOKYMEHTOB, ITPEIHA3HAYEHHBIX AJIs
o0ecrieueHNsl U peryaupoBaHus AEATEIbHOCTH OPraHOB BJIACTH, YUPEXKACHUH, NPEANPUATUI U OpraHu3a-
LM

b) Cuctema NOKyMEHTAIMM MPEACTABISAET OO0 COBOKYIMHOCTh TOKYMEHTOB, B3aMMOCBSI3aHHBIX
1O MpHU3HAKAM IMPOUCXOKICHUS, Ha3HAYCHUsS, BUAA, CPEpbl NEATENbHOCTH, CIUHBIX TPeOOBAHUH K UX
0hOpMIICHHIO;

¢) Cucrema JOKyMEHTAIMH MPEICTABIISET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JTOKyMEHTOB, B KO-
TOPBIX IOCJIEA0BATEIILHO OTPAXKAETCS AEATENBHOCTD OTPACIIH TOCYNAPCTBEHHOTO YIIPABJICHNUS;

d) Cuctema HOKyMEHTAIMK MPEACTaBIsIET COOOW COBOKYIMHOCTh JOKYMEHTOB, B3aHMOCBSI3aHHBIX
10 IPU3HAKaM Ha3HA4YeHus, chepsl AeATENbHOCTH U €UHBIX TPeOOBaHUM K X 0(OPMIICHHIO.

7. KakoBbI ATarbl NOATOTOBKU PaCOpAIUTEILHOTO TOKyMEHTa?

a) OTo corlacoBaHHE JOKYMEHTA, IOMUCAHUE TOKYMEHTA;

b) DT0 U3ydyeHHe ynpaBIeHYECKOro BOMPOCa, MOJrOTOBKA MPOEKTA PACIIOPIIUTEILHOTO JOKYMEH -
Ta, COINIACOBAHUE NOKYMEHTA, NOAIMCAHUE JOKYMEHTA;

¢) OTO M3y4eHHE YIPaBJIEHYECKOIO BOIpPOCA U MOATOTOBKA MPOEKTAa PacHOPSAUTEIBHOIO JIOKY-
MEHTAa;

d) Dro m3ydyeHue ympaBIEHYECKOro BOIpOca, CQephl AEATENHHOCTH, €IWHBIX TpeOOBaHHM K
0(OPMIIEHHUIO U MOATOTOBKA IPOEKTA PACHIOPSIAUTEIIBHOTO TOKYMEHTA.

8. Kak Benercs Hymepalus IpUKa3oB 110 OCHOBHOM JESATEIBHOCTH?

a) I1o nmopsiiky ¢ MOMEHTa CO3JaHHs OpraHU3aLUH, HO OTAEIBHO OT MPUKA30B 10 JUYHOMY COCTa-
BY,

b) B npeaenax mecsina, HO OTAENIBHO OT IPUKA30B 10 JIUYHOMY COCTaBY;

¢) [Moapsin B mpenenax pruHaAHCOBOTO T0/1a, COBMECTHO C NMPHKAa3aMH 0 JTUYHOMY COCTaBY;

d) [Moapsn B mpenenax ¢UHAHCOBOTO Tr0/ia, HO OTAEIBHO OT MPUKA30B 10 JTUIHOMY COCTABY.
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9. Kak ocymiecTBisieTcs cornacoBaHue JOKyMeHTa?

a) CornacoBaHue OCYIIECTBIIECTCS TyTeM BU3HUPOBAHUS WM MPOCTaBICHUs rpuda corinacoBaHus;

b) IIpoBonuTCs OLEHKA NMPOEKTa O(QUIIMATBFHOTO JOKYMEHTA 3aWHTEPECOBAHHBIMU OpTraHU3aIU -
MU, JTOJKHOCTHBIMH JIMIIAMU, CIICUATHCTAMU. ;

¢) [ToaHOCTBIO MOTOTOBICHHBIE MTPOEKTHI TOKYMEHTOB MPEICTABISAIOTCS Ha COTJIACOBAHHE JIOJIK-
HOCTHBIMHU JIMLIAMU, CIICIUATUCTAMU;

d) JIokyMeHTBI BCTYNAlOT B CHJIy C MOMEHTA MX COIJIACOBAHMS M JOBEICHUS 10 CBEICHUS MCIOJ-
HUTEJIS.

10 . 13 xkakux ABYX YacTell COCTOUT TEKCT TOKYMEHTOB?

a) BBogHO# 1 KOHCTaTUPYIONICH;

b) BBoaHOI 1 OCHOBHOIA;

¢) OCHOBHOW ¥ pacropsIAUTEITLHOM;

d) Koncrarupyromieit 1 pacnopsaAuTeIbHOM.

11. Kakoi TOKYMEHT COCTaBIISI€TCSI KOMUCCUEH MPU BBIACICHUN JOKYMEHTOB K YHUYTOKEHUIO?

a) AKT;

b) Crpagka,;

¢) JloknaaHas 3amucka;

d) OOBsicHUTEIbHAS 3aIHCKA.

12. Ha xakoM TOKyMEHTE HE yKa3bIBA€TCsl HA3BAaHUE BU/IA JJOKYMEHTA?

a) Ha Grnanke npukasa He yka3bIBaeTCsl Ha3BaHHUE BHUJIa JOKYMEHTA,

b) Ha Gnanke npoTokoia He yKa3bIBaeTCsl Ha3BaHKUE BU/IA JOKYMEHTA,

¢) Ha 6nanke odpuimaasHOTO MUChMa HE YKa3bIBAETCs Ha3BaHUE BUJIA JOKYMEHTA,

d) Ha Gnanke pemieHus He yKa3bIBaeTCsl Ha3BaHHUE BU/1A JOKYMEHTA,

13. Ha 6mankax JOKYMEHTOB HErOCYIapCTBEHHBIX CTPYKTYP MPOCTABIISACTCS:

a) l'ocynapcrBennslii rep6 PO;

b) I'ep6 cyonekTa PD;

¢) smOieMa OpraHu3aly Wik TOBAPHBINA 3HAK;

d) ToBapHBIii 3HAK.

14. K oprann3aniuoHHBIM JJOKYMEHTaM OTHOCSIT:

a) MOJIOKEHUE, YCTaB, MPUKa3, CTPYKTypHAas U IITaTHAs YUCIEHHOCTb, MHCTPYKLHS, JOTOBOP;

b) monoxxeHue, ycras, akT, CTPyKTypHasi M IITaTHAs YUCICHHOCTb, UHCTPYKLIHS, IOTOBOP;

C) MOJIOKEHUE, YCTaB, MIPHUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAsl YUCIEHHOCTb, HHCTPYKLIUSA, J10-
TOBOD;

d) monoxeHue, ycraB, periaMeHT, CTPYKTYpHAsl U IITaTHAsl YUCICHHOCTb, HHCTPYKIUS, I0TOBOP.

15. JIBukeHue JOKyMEHTOB B OpraHM3allii ¢ MOMEHTA UX CO3JaHMS WJIH MOJIyYeHHs 10 3aBeplie-
HUS UCTIOJIb30BaHMSI UM OTHPABKU HA3bIBACTCS:

a) JlokyMeHT0060pOTOM;

b) [ToTokOM JOKYMEHTOB;

¢) O6paboTKOI TOKYMEHTOB;

d) Perucrparmueii jokymMeHra.

16. Peructpauuu noyiexar JOKyMEHTBI

a) Bxomsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BUIBI JOKYMEHTOB.

17. Yto Takoe HOMEHKJaTypa Jaei?

a) Homenknarypa nenm — 3To Bce JOKYMEHTBI Ha MIPEANPUSATHH;

b) Homenknartypa nien — 370 cucTeMaTu3MpOBaHHBIN MepeYeHb 3aBOAMMBIX B OpraHU3aIlUuH JIel ¢
yKa3aHHEM CPOKOB MX XpaHEHUs, 0(pOPMIICHHBII B yCTAaHOBICHHOM IOPSIIKE;

¢) Homenknarypa nen — 3To JOKyMEHTBI, TPEOYIOIINE HCTIOTHEHUS;

d) Her npaBuibHOTO OTBETA

18. B moxymeHTax, 0oOpMIIECHHBIX Ha IBYX W OOJIEe JINCTaX HOMEpa CTPAHUI] TPOCTABIISIFOTC. . .

a) Co BTOpOIi CTpaHUIIBI B BEPXHEM MPABOM YTy TOJIA JIMCTa apabCcKuMu 1udpamu;

b) Co BTOPOIi CTpaHUIIBI MOCEPEINHE BEPXHETO MOJIS JINCTA apaOCKUMHK [P PaMHU;
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¢) Co BTOpOIi CTpaHUIIBI TOCEPEIMHE HIDKHETO MO JIUCTa apaOCKUMHU U pamu;

d) [TocnenoBarenbHO HAa KXKIOW CTPaHUIIE B TPABOM HIDKHEM YIJTy apaOCKUMH U(pamH.

19. Kakue cBefieHus COEPKATCS B TPYAOBON KHIDKKE?

a) TpyaoBasi KHMKKa OTHOCHUTCSI K YHCITy OCHOBHBIX JIOKYMEHTOB, MOJATBEPKIAIONINX OOIINM, He-
NPEPHIBHBIN U CIICIMATIBHBIN cTax padoThI;

b) TpynoBasi KHUXKa SIBJIIETCS OCHOBHBIM JIOKYMEHTOM TI0 YYETy MepCcoHaNa NpeAnpusiTUs, KOTO-
pasi 3aBOJIUTCS Ha BCEX paOOTHUKOB MPEANPUSITHS, IPUHATHIX HA MMOCTOSHHYIO WM BPEMEHHYIO padoTy;

¢) TpynoBasi KHUXKa MPEACTABIISET COOOM COBOKYIMHOCTh JOKYMEHTOB, COJAEPAIIUX CBEIECHUS O
paloTHUKe;

d) Her nmpaBunsHOTO OTBETA.

20. AxTbl, TChbMa, (DaKChI, CIIPABKHU, JOKJIAIHBIE 3aIICKU OTHOCSITCS K:

a) OpraHU3alMOHHBIM JOKYMEHTAM MPEANPHUSITHS;

b) paciopsaAuTeIHHBIM JOKYMEHTAM MPEATIPUITHS;

C) IOKyMEHTaM IO JUYHOMY COCTaBY MPEANPHUITHS;

d) uabOpMAITMOHHO—CTIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHSL.

21. C xakumu Bugamu uHpopManuu (1o ¢popme e€ mpencrabiieHns) Bel MokeTe CTONKHYTHCS B

CBOCH MpodeccuoHaIbHON ACSITENEHOCTH?

1) TekcroBas, uncioBas, rpadudeckas, TabaIuaHas

2) Hay4Has, COMATbHAS, IOJIUTUYECKAsl, JKOHOMUYIECKasi, peTUTU03HAs

3) Bu3yanbHasi, 3ByKOBasi, TAKTHJIbHAS, OOOHSTEIbHAs, BKyCOBas

4) MmaTemaTudeckasi, OMOIOTUYECKas, MEIUIIUMHCKAS, TICHXOJIOTHYeCKast

14.1.2. TemsbI JOKI210B

TeMbl 17151 KOHTPOJISI CAMOCTOSATEIBHOIO U3yYEHHUSI TEM TEOPETUUECKON YacTu Kypca

1. McTopust pa3BUTHS rOCYJApPCTBEHHOW CUCTEMBI JEJIONPOU3BOICTBA

2. [IpakTHhka opranu3anuu AeJ0NpPOU3BOJICTBA B rocyiapcTBax JpeBHero mupa

3. CnocoOsbl puxcupoBaHus U neperadyd MHGopMaluu B rocyrapcTBax JpeBHero mupa

4. Ucropus pa3BUTHUS rOCYIapCTBEHHOM CHUCTEMBI JIe10Npon3BocTBa B Poccuu.

5. PexBU3uTHI CTONO1I0BOM (hOPMBI 1€IONPOU3BOICTBA, MPOLIEAIINE YePe3 BeKa U OCTaBIINECS B

JIOKyMEHTaX HaIllUX JHEH.

6. Posib JOKyMeHTa B KHU3HH YesloOBeKa U O0ILeCcTBa.

7. MeTopl uccleIoBaHus JOKYMEHTOBEAUYECKUX TIPOOIIEM.

8. HayuHo-ncTOpHYeCKas 1 pakTU4ecKas [ICHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cpepe IpaBa U yIpaBIeHHUS.

10. BnusiHue Hay4HO-TEXHUYECKOH PEBOJIIOLIMY Ha Pa3BUTHE JOKYMEHTA.

11. Pa3zButre Gopmymnspa 10KyMEHTA.

12. 3akoHO#ATENBHBIE aKThl, HOpMaTHUBHbIE MaTepuanbsl X VI — Havana XX B.

13. 3akoHO/aTENIbHBIE AKThl 1 HOPMAaTUBHBIE JOKYMEHTHI PO.

14. Yauduxauus u cTaHAapTU3aLUs YIPABICHYECKUX JOKYMEHTOB.

15. FOpuaunueckast cuina JOKyMEHTA: MOJUIMHHUKY (OPUTHHAJIBI) IOKYMEHTOB, KOIIUU IOKYMEHTOB
U UX BUJBI

16. IlonsiTue 0 JOKYMEHTOOOOPOTE MPEAIPUATHS

17. Opranusanus paboThl ¢ BXOAAIUMH JOKYMEHTaMH

18. Opranusanus paboThl ¢ UCXOISIIUMU JOKYMEHTAMU

19. OcoGeHHOCTH OpraHu3aluyu paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMHU

20. oxyMeHTO000pOT B MH(OPMAITMOHHOM 00€CTICUEHUHN YIPABJICHUS B €TO COCTABHBIC YaCTH.

21. OcHOBHBIE ATaIlbl U MPUHLUIBI PAOOTHI COTPYAHUKOB CIIYKO JOKyMEHTAllMOHHOTO obecreye-
HUS C BXOJSIIUMHU, UCXOSIIMMU U BHYTPEHHUMH YIIPABJIEHYECKUMU JTOKYMEHTAMHU.

22. O030p OCHOBHBIX CHUCTEM IEKTPOHHOI'0 JOKYMEHTOOOOpOTA. MpecTaBIeHHbIX B Poccuu u 3a
pyOexKoM.

24. AHanu3 BHEAPEHUsSI CUCTEM DJIEKTPOHHOTO JIEJIONPOU3BOICTBA U JOKYyMEHTO000pOoTa

14.1.3. Tembl 0IPOCOB HA 3aHATHAX
[TonsTHe, Henu 1 331a4u U3y4aeMOW AUCIUIUIMHBL. Pa3BUTHE M CTaHOBIIEHHE EIONPON3BOCTBA B
Poccun. Opranusanus 1e10npou3BOJCTBA HA MPEANPUATUSAX. 3HAYCHUE U MECTO JOKYMEHTOB B CUCTEME
yIIpaBJICHUS
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['ocynapcTBeHHOE peryMpoBaHue, HOPMAaTUBHO-TIPABOBAs M METOMYECKasi OCHOBA JJOKYMEHTAIH-
OHHOTO obecnieueHus ynpasieHus. CyIIHOCTb, HAlPaBJICHUS U BUbI TOCYIapCTBEHHOTO PETyIUpOBaHUS
JOKYMEHTAI[MOHHOTO OOECIIeYeHUsI YNpaBJICHUS, Ha3HAYeHHE, OCOOEHHOCTH M COOTHOILICHHE HOpMa-
TUBHO-TIPABOBOTO U METOAMYECKOro peryaupoBaHusi. CocTaB ¥ CTPYKTypa HOpMaTHUBHOMW, IPaBOBOIl U Me-
TOJMYECKON OCHOBBI JOKYMEHTAIMOHHOTO 00ECTIeUeHHs YIPaBJICHUs, HAIIMOHATBHBIX M JIOKAJIBHBIX HOP-
MaTHUBHO-METOANYECKUX JTOKYMEHTOB. YHU(DUKALNS U CTaHAAPTU3ALMS.

TpeOoBanus k 6mankam 1okyMeHTOB. [lopsnok pazpabotku 61ankoB. O0mmue TpeOOBaHUS K JIOKY -
MEHTaM, U3TOTOBISIEMBIM C IOMOIIBIO TEXHUYECKUX cpeAcTB. OcoOeHHOCTH O(GOpMIIEHHS OTACIBHBIX
PEKBU3UTOB.

[TpaBuna oopmiieHUs: JOKYMEHTOB, COCTaB U Ha3HAauYe€HUE PEKBU3UTOB. Poiib M BUABI yIIpaBIieH-
YECKHX JIOKyMEHTOB.

CocTaB ¥ HazHAuYEHUE OTAEIbHBIX BUJOB OPraHU3AI[MIOHHO-TIPABOBBIX, PACHIOPSAUTEIbHBIX U UH-
(bopMaLMOHHO-CIIPABOYHBIX JJIOKYMEHTOB. JIOKyMEHTaNbHBIH (OHA U IEepeyeHb JOKYMEHTOB, 00pa3ylo-
IIUXCS B MPOIIeCcCe EATEIbHOCTH MPEANPUSATHUSI.

CocTas, pacronoxeHue 1 mpaBuia opopMICHHs] pEKBU3UTOB OTICIbHBIX BUJIOB OPraHU3alMOHHO-
MIPABOBBIX, PACIOPAIUTENBHBIX U HUH()OPMALMOHHO-CIPABOYHBIX AOKYMEHTOB. OcobeHHOCTH odopmiie-
HUSI OT/JICJIBHBIX BHJIOB IOKYMEHTOB, 00pa3yIOIIUXCS B POLIeCcCe ACATEIbHOCTH MPEAPHUSITHS.

[TonsiTue «10KYyMEHTOO0OPOT» U €ro pazBuTHe. OCHOBHBIE IIPABHJIA OPTaHU3AINH IOKYMEHTO000-
pota B opranu3anuy . Cxema JIBMKEHHS M TEXHOJIOTUSI 00pabOTKU TOKYMEeHTOB. [IoHsATHE TOKYMEHTOIO-
TOKa, €ro CTPYKTypa, MMOKa3aTesId OLEHKU JOKYMEHTONOTOKa. JKM3HEeHHBIH LUK ToKyMeHTa. KoHTpoib
UCTIOJIHEHUS TOKYMEHTOB.

OcHoBHbBIE HOPMBI U MpaBuiia opopmiieHUs: padoT, BHIMOIHAEMBIX CTYyAEHTaMU B Ipoliecce o0yye-
HUS, C Yy4yeToM TpeboBaHMi oOpa3oBarenbHOro crangapra By3za OC TYCVYP 02-2013 (CTO
02069326.1.02-2013) - PaboThI CTyeHYECKHE TI0 HAMPABICHUSM IMOATOTOBKH M CIICIIHAIBHOCTIM TyMa-
HUTApPHOTO MpoduIs

Homenknatypa nen. [lopsnok cocTaBieHus W YTBEP)KIEHUS HOMEHKIATYPHI /1. YCTaHOBJICHUE
cpokoB xpaHeHus nen. @opmuposanue u opopmiieHue aen. OpraHuszanus ONepaTHBHOIO XpAaHEHUS JIE.
DkcnepTu3a HeHHOCTH NoKyMeHTOB. Odopmiienue aen. [lopsiiok nepenaun T0KyMEHTOB Ha XpaHEHUE B
apXMB.

OcHoBHbIE 337]a4ll OpraHU3alUH JIEKTPOHHOTO JOKYMEHT0000poTa. CHCTEMBI JIEKTPOHHOTO JI0-
kymeHTtoo0opota COJI. Dramel pa3zButus, kinaccel, HasHaueHne COJ]. OCHOBHbBIE CBOWCTBA CHCTEM JJICK-
TpOHHOTO JoKyMeHTooOopoTa. OcHoBHBIE TUIBI COJI. OcobenHocT opranuzamnuu CIJ1. Cuctemsl diek-
TPOHHOT'O IOKyMEHTO000pOTa, MpecTaBiIeHHbIe B Poccuu.

14.1.4. Bonpocs! AJ151 NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CEMHHAPaM

TpeboBanus k 61aHkam JokyMeHTOB. [loAroToBKa K cOCTaBIEHUIO JOKYMEHTOB. CXeMbl pacnoo-
*eHus: JokyMeHToB. CocTaBieHre GpopMyssipoB 1okymMeHTOB. OOmuii 61aHk. biaHk KOHKpeTHOro BHUIa
JIOKyMeHTa. biank nuceMa.

O6ume TpeboBanus K oopmiieHHIO TekcTa oTyeTa. OdopmiieHHe TUTYIBHOTO JIMCTA, PUCYHKOB,
TAOJIHII, CIIUCKA UCTIOJIb3YEMbIX HCTOYHHKOB

[TpaBuna cocraBieHus U 0pOPMIICHHS OPTaHU3ALOHHO-PACHIOPSIIUTENBHBIX JOKYMEHTOB (yCTaB,
MOJIOKEHHE, ITATHOE PAaCIMCaHUe, MHCTPYKIIHS, IPUKa3, pacopsuKEHHE, PEelIeHre, IIPOTOKON, TOCTAHOB-
JICHUE)

[lpaBuna coctaBieHust U oGopMIICHUS WHPOPMAIMOHHO-CIPABOYHBIX JTOKYMEHTOB (ZI€IOBOE
HUCHbMO, TOKJIAIHAs U CIyKeOHasl 3allUCKH, aKT, CIIpaBKa, u JIp. )

[IpaBuna coctaBieHust U OPOPMIICHHS JTOKYMEHTOB JIMYHOTO XapakTepa (3asiBICHHE, XapaKTepH-
CTHKa, aBTOOMOrpadus, pe3rome, OT3bIB U JAp. )

[Tomxoapl K CO3MaHUIO CHCTEM AJIEKTPOHHOTO JIOKYMEHTOOOOpoTa. TpeboBaHus K cucTemMam. JTa-
bl BBIOOpA CHCTEMBbl aBTOMATHU3aLMU. DTalbl BHEAPEHHUs CUCTEMBl aBToMaTU3auuu. CUCTEMbl aBTOMATHU -
3alliu JOKYMEHTONOTOKAa. CUCTEMBI 3JIEKTPOHHOTO TOKyMEHT0000poTa. OCHOBHBIE TEXHOJIOIMH PabOThI €
JnokyMeHTaMu. OCHOBHBIE CBOWCTBA CUCTEMBI 3JIEKTPOHHOTO 1I0KyMeHTooO0opoTa. OcHoBHbIE TUMBI CO/I.

Howmenxknarypa nen. Buner HomenknaTypel. @opmupoBanue nen. OpraHu3anus XpaHeHHUs JTOKY-
MEHTOB Ha InpeAnpusaTuu. [loaroroBka 10KyMEeHTOB K c/jaue B apXUB.

14.1.5. Bonpocsl 1ugdepeHIIUPOBAHHOIO 3a4eTa
1. JIOKyMEHT U €ro MeCTo B CUCTEME YITPABIICHHS
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. HopmaTiBHO-MeTOMUECKUE aKThI, PETJIAMEHTUPYIOIIUE CO31aHue U 0pOpMIICHHE TOKYMEHTOB.
. JIOKyMeHTOBe/IeHUE KaK Hay4Hasl AUCLUILINHA: O0BEKT, IPEAMET, OCHOBHbBIE METOABI.
. [TonsiTe «MHPOPMAIS U €T0 pa3BUTHE.

. O6ume n yacTHple PYHKIMH JOKYMEHTA.
. CnocoOBbI TOKYMEHTHPOBAHHS U UX PA3BHUTHE.

2
3
4
5. IloHsiTHE «TOKYMEHT» U €r0 Pa3BUTHE.
6
7
8

. IlonsiTHE CTY’)k€OHOTO TOKYMEHTUPOBaHMS U TPEOOBaHUS K JOKYMEHTaM.

Ne)

. [lopsanox perynupoBaHus, COTJIACOBAHUS U OJMMCAHUS YIPABIEHYECKUX TOKYMEHTOB.
10.
11.
12.
13.
14.

CyuHocTs YHUGHUKAIMY ¥ CTaHAAPTU3ALUHN YIPABICHYECKUX JOKYMEHTOB.

[TpaBuna opopmieHus CITyKEOHBIX TOKYMEHTOB.

PexBU3UTHI U MX TpeIHA3HAYCHHE.

OOmwe TpeGoBaHMS K JOKYMEHTUPOBAHHIO YIIPABICHYECKON ESTEIBHOCTH.

CocTas, conep»’aHue U OCOOCHHOCTH pealln3alui TPeOOBaHUM K PACIOIOKEHUIO U oopmIIe-

HUIO PEKBU3HUTOB NTOKYMCHTOB.

15.
16.

CrpyKkTypu3anus TEKCTOB yIPABIEHYECKUX JOKYMEHTOB.
Buapl yaudummupoBaHHBIX TEKCTOB, 0COOCHHOCTH O(hopMIIeHHS TpadapeTHOTO TEKCTa, AaHKETHI

U TaOJIULIBI.

17

. TpeboBaHus K CONIEP>KAHUIO, CTPYKTYPE U CTHIIIO U3JIOKEHUS YIIPABICHYECKUX TOKYMEHTOB.
18.
KYMEHTOB.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.

Opranu3alnoOHHO-pacCoOpAIUTENbHAs JOKyMeHTaus. OCHOBHbIE BUABI YIPABICHUECKUX J0-

HNudopmaiimoHHo-cripaBoyHas ToKyMeHTaus. OCHOBHBIE BUJIbI

[IpaBuna u CTWIIb HAIMCAHMS I€TTOBOTO MHUCHhMA.

Bunsl nemoBoro nuceMa.

Oco0eHHOCTH MEPENHUCKH ¢ UHOCTPAHHBIMU MTAPTHEPAMH.

Buibl MOTOKOB TOKYyMEHTOB M CTAINH UX 00PaOOTKH.

Perucrparust 1JOKyMEHTOB.

KoHTponb ucnoaHeHus: JOKyMEHTOB.

Homenknatypa nen u ux popmupoBanue.

Odopmienue aen.

XpaHeHue Jen U MOPsIOK CIa4u UX B apXHUB.

Pabora ¢ mokymMeHTaMHu, COepKAIMMMHA KOMMEPUECKYIO TalHYy.

[TonsiTHE “AIEKTPOHHBIN JOKYMEHT B MH()OPMAITMOHHOW CHUCTEME OpTraHHU3aIiH.
TepMHHONOTHS, UCTIONIb3yeMasi B CHCTEMaX JIEKTPOHHOTO IOKYMEHTO000poTa.
3aaun CUCTEM AJIEKTPOHHOTO TIOKYMEHTO000pOTA.

VnpaBneHue 3JIeKTPOHHBIMU JTOKYMEHTaMH.

Knaccudukarus cucteM 31€KTPOHHOTO JOKYMEHTO000pOTa.

[Tomxobpl K CO3MAHUIO CHCTEM JIEKTPOHHOTO JTOKYMEHTO000pOTA.

Orarnsl BIOOpa U BHEJPEHUSI CUCTEMbI aBTOMATHU3AIIHH.

[TpoGrieMBbI IPaBOTO PETYAUPOBAHHS STCKTPOHHOTO JOKYMEHTOO00pOTA.
Orarsl pa3BUTUS JOKYMEHTOO0O0pOTA.

[ToHsITHSI, TPUHIUTIBI 1 OCOOEHHOCTU TOCTPOCHUS ABTOMATU3HPOBAHHBIX CUCTEM KOHTPOJIS

ucnosHeHus 1okymeHToB (ACKU /).

40.
41.
42.
43.

CucTeMbl 3IeKTPOHHOTO T0KyMeHTooOopoTa. O6mue nonoxenus. Haznauenuss CO/I.
OCHOBHBIE CBOMCTBA CUCTEM DJIEKTPOHHOTO JIOKYMEHTOO0OpOTA.

OcHOBHBIE TEXHOJIOTUU paboTHI ¢ JokymMeHTamu B CO/1,

OO6mas kinaccuuKaIys CUCTEM JIEKTPOHHOTO TOKYMEHTOO0OpOTA.

14.2. TpeOoBaHuS K OLIEHOYHBIM MaTepPHAJIAM VISl JIUI] ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMMU

3A0POBbH U HHBAJIHUI0B

st i ¢ orpaHUYEHHBIME BO3MOXKHOCTSIMU 3JI0POBbSI M HHBAJIHMJIOB MPEAYCMOTPEHBI JOTIOTHU -
TEJIbHBIC OLICHOYHbIE MaTepUalIbl, IEPEUCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuna 14 — JlonosHUTEIbHBIE MaTepUaIbl OLICHUBAHUS JIJIS JIUI] C OTPaHUYEHHBIMU BO3MOXHOCTSIMHU
310POBbsI 1 HUHBAJIUIOB

Kareropun Buibl 10MOAHUTETBHBIX OLEHOYHBIX @DopMBbI KOHTPOJISI U OLIEHKU
00y4JaroLIXCsl MaTepHasoB pe3ynbTaToB 00y4eHus

CornacoBaHa Ha noprane Ne 42647 19



C HapymeHuIMHU
ciyxa

TecTbl, MICEMEHHBIE CAMOCTOSTENTLHBIE
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PaOOTHI

[IpenMy1ieCTBEHHO MMCbMEHHAs
IIPOBEpPKa

C napyueHusMu
3peHus

CobecenoBanue 1o BOIpOCaM K 3a4eTy,
OIIPOC 10 TEPMHUHAM

[TpenMyIIeCTBEHHO yCTHAsI IPOBEPKA
(MHIMBUAYATIBHO)

C HapymeHHAIMHU
OIIOPHO-
JIBUTATEILHOTO
anmapara

Perenne qucTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIE
CaMOCTOSITeNIbHbIE pabOThI, BOIIPOCHI K
3a4eTy

[Ipenmy1ieCTBEHHO TUCTAaHIHMOHHBIMU
MeTOoInaMH

C orpaHUYeHUSIMH TIO
o0IIeMe TUITUHCKUM
MOKa3aHUSIM

TecThl, MMCEMEHHBIE CAMOCTOSTEIIbHbIE
paloThl, BOIIPOCHI K 3a4eTy,
KOHTPOJIbHbIE PA0OThI, YCTHBIE OTBETHI

[Ipenmy1iecTBEHHO IpOBEPKA
METO/IaMH UCXOJIS U3 COCTOSIHUS
oOydJaromierocst Ha MOMEHT ITPOBEPKU

14.3. Metoauuyeckne peKOMEHIAUMH M0 OLEHOYHBIM MAaTEePHAJIaM JJIf JIMI C OTPAHUYEHHbIMU
BO3MOKHOCTSIMM 310POBbSI M HHBAJIU/I0B

Jis nun ¢ orpaHMYEHHBIMU BO3MOXKHOCTSIMHU 37I0POBbSl M1 MHBAJIMJOB IpPEIyCMaTpUBAETCSA J10-
cTynHas (hopMma MpeaoCTaBICHUS 3aJaHUH OLICHOUYHBIX CPEJICTB, @ UMEHHO:

- B IeyaTHoOu (hopme;

- B [e4aTHOU (hopMe C YBETUUECHHBIM HIPUPTOM;

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- METOJIOM UTEHHUSI ACCUCTEHTOM 3aJIaHUS BCIIYX;

- MIPeIOCTaBJICHUE 3aJJaHUs C UCIIOIF30BAaHUEM CYpPIOTIEPEBOIA.

Jlumiam ¢ orpaHMYEHHBIMH BO3MOXKHOCTSIMU 3[I0POBBS U MHBATUAAM YBEITUYMBACTCA BpeMs Ha
MOJITOTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i1 TakKMX 00y4aroImuxcsi MpeIycMaTpiuBaeTCsl TOCTYII -
Hasi opMa MpeoCTaBICHUS OTBETOB Ha 3aJjaHUs, 2 UMEHHO:

- MMCbMEHHO Ha Oymare;

- HaOOp OTBETOB HA KOMITBIOTEPE;

- HaOOp OTBETOB C UCTIIOJIH30BAHHEM YCIIYT ACCUCTECHTA;

- IIPEJICTaBICHUE OTBETOB YCTHO.

[Tpouenypa oneHUBaHUS Pe3yJIbTATOB OOYUYEHHUS JIUI] C OIPAaHUYEHHBIMU BO3MOXHOCTSIMU 3710PO-
BbSl 1 MHBAIHJIOB 10 AWCIMILIMHE MPEAyCMaTPpUBAET MpeAocTaBieHne nHdopmanuu B popMax, aaanTtu-
POBaHHBIX K OIrPpaHUYCHUAM HUX 310POBbA U BOCIIPUATHA I/IH(bOpMaHI/II/IZ

JIst Jid1 ¢ HAPYLIeHUSIMH 3PeHus:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (hopMe yBETUISHHBIM IIPUPTOM.

JIJist JiM1L ¢ HAPYIIEHUsIMU CJIyXa:

- B (hopMe AIIEeKTPOHHOTO TIOKYMEHTA;

- B Ie4aTHOU hopme.

JlJis1 JINI ¢ HAPYIIeHUSIMU ONIOPHO-ABUIaTeJILHOIO aNNapara:

- B (hopMe AJIEeKTPOHHOTO IOKYMEHTA;

- B IIe4aTHOU hopme.

HpI/I HGO6XOI[I/IMOCTI/I JJI JIAL € OTPpaHUYCHHBIMU BO3MOKHOCTAMMU 30J0POBbA U UHBAJIMJ0B IIPOIC-
Jypa OLIEHWBAHUS PE3yIbTaTOB O0YUEHHSI MOKET POBOIUTHCS B HECKOIBKO 3TAIOB.
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