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

«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)

HTYOCYR| e sumprncera
‘1" UNIVERSITY JlupexTop nenapraMmeHTa 00pa3oBaHuUs

Moy saauT NOQMTHCES 3ASKTIOHMEOR NOINWCRH
Ceprugamar: 1obcfala-5laf-448-aef0-5584d2fd4820
Bragesey: Tpoawm Magen Edmpmosms

LeacTaatengs: ¢ 1001, 2016 no 16092010

PABOYAS ITPOTPAMMA TV CHUTIMHBI
JIOKyMeHTauMOHHOe o0ecrneyeHue yIpaBJIeHHs I1ePCOHAJIOM

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

HampaBnenue noaroroBku / cneruaibHOCTh: 38.03.03 YnpasieHue nepconaiom
HanpasnenHocts (po¢uip) / crienuanu3anys: YnpasjeHue MepcoHaaoM OpraHu3anuu
®dopma 0O0ydeHHS: OUHASA

®akynpreT: P, IKOHOMHUYECKHUI PaKyJIbTeT

Kadenpa: menem:kmenta, Kadeapa menem:kmenra

Kypc: 3

Cemectp: 6

Y4eOus1ii man Habopa 2015 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTtp Bcero Ennaunner
1 Jlexnn 36 36 JacoB
2 IIpaxTryeckue 3aHATUA 36 36 4acoB
3 Bcero aymuTopHbIX 3aHATHN 72 72 4acoB
4 CamocTosiTenbpHas padboTa 36 36 4acoB
5 Bcero (0e3 ax3aMeHa) 108 108 4acoB
6 IToxroroska u cmada sK3aMeHa 36 36 4acoB
7 OOGm1as Tpy10EMKOCTh 144 144 4acoB
4.0 4.0 3.E.

Ok3ameH: 6 cemecTp

Tomck 2018
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Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
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 (cnenmanbHocTh) 38.03.03 Vhpasnenue nepconanom, yreepxkaennoro 14.12.2015 roga, paccmor-
peHa u ofo0peHa Ha 3aceqaHuu Kadeapbl MEHEHKMEHTA «

Ne ;

PazpaboTuuk:

K.3.H.. IOLEHT Ka(. MEHEKMEHTa
TYCVYP

3aBenyromuii odecrieunBaroen kag.
MEHEHKMEHTA

K. H. AxkceHoBa

M. A. Adonacosa

Pabouast mporpaMma qUCHUIIIMHBI COTJIacOBaHa ¢ (paKkyJIbTETOM U BhITyCKaromel kadenpoii:

Hexan DD

3aBenyromnuii BeITycKaroIen kag.
MEHEDKMEHTA

OKCIEPTHI:

JouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA)

JouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA)
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A. B. boromonosa

M. A. Adonacoa

A. B. Boromonosa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
MpUOOPETEHUE CTYACHTAMH TEOPETUYCCKUX 3HAHWM M MPAKTHUYECKUX HABBIKOB B O0JIACTH KaJIpoO-
BOTO MEHE/PKMEHTa U CUCTEMBI JJOKyMEHTAI[MOHHOTO O0ECIeYeHHs KaJpOBBIX CIIY:KO, 03HAKOMJICHHE C
JTIOKYMEHTaMH, UCIIOJIb3yEMbIMHU B YIIPaBJICHUHU TIEPCOHAIIOM OpPraHU3alluH, MTOJTYICHUE TPAKTUICCKUX Ha-
BBIKOB T10 CO3JJAaHHIO 1 00pa0OTKE ITUX TOKYMEHTOB.

1.2. 3agaun IMCHMIIINHBI

—  chopMHPOBAThH y CTYICHTOB YETKOE TPEJCTABICHUE O HEOOXOAMMOCTH U POJIU KaJIPOBOTO JI0-
KYMEHTHPOBAHUS B OpraHU3aIUAX JIIOOBIX GOopM COOCTBEHHOCTH;

— obecreunTh TIIyOOKOE YCBOSHHE CYNTHOCTH TPOIECCOB JEIOMPOU3BOJCTBA MO JTHYHOMY CO-
CTaBy;,

—  O03HAaKOMHUTH CTYJCHTOB C OOIIUMU MpaBUIAMH COCTABIICHUS M BEICHUS YIPaBICHUYECKOH J10-
KYMCHTAIIMH TPUMECHHUTEIHHO K KaJJpOBOI padoTe;

—  OBJAJETh METOJUKOW pa3pabOTKU BCEX BUIOB KaJpOBBIX JOKYMEHTOB M UX MPaBUJIBHOTO
0o OpMIICHUS U XPaHCHHS,

—  OPHUEHTUPOBATHCA B CHUTYAIUSIX, TPEOYIOIIMX H3JaHUS COOTBETCTBYIOIIMX KAJAPOBBIX JIOKY-
MEHTOB;

—  OCBOWTH MPOBEJEHHUE MPOIEAYP, CBA3AHHBIX ¢ 0OPMIICHUEM JBM)XCHHS KaJ[pOB, B3AaMMOOT-
HOIICHHUSIMU aIMUHHUCTPALMA M TIEPCOHAJIA, MOPSIKOM BEACHHS O3HAKOMJICHHS COTPYIHHUKOB OpPTaHM3a-
LMY C KaJpOBOW JOKYMEHTAIUEN U IEUCTBYIOIIUMHU JTOKATbHBIMH HOPMATUBHBIMU aKTaMHU.

2. MecTo mucuuiiiuebl B cTpykrype OITOII

Juctumnuna «JlokymeHTannonHoe obecrieueHue ympasieHus nepcoHanom» (b1.B.OM.1) otHo-
cutcs K 670Ky 1 (BapuaTtuBHas 4acTh).

[TpenmecTBYOUMMEI AUCIUTUTMHAMHE, (OPMHUPYIOIIUMHU HaYadbHbIC 3HAHMUS, SIBIAIOTCS: [IpakTrka
0 TIOJTYYSHUIO TIEPBUYHBIX MPO(PECCHOHATBHBIX YMEHUN M HaBBIKOB, [IpakTuka 1o momxydeHuto npodec-
CHOHAIILHBIX YMEHUH U OIbITa Mpo(ecCHOHANbHON AeSITeTbHOCTH, PernaMenTanus u HOpMUpPOBaHHUE TPY-
na.

[TocnenyromumMu TUCIUIUIMHAME SBIISIOTCS: 3allUTa BBIMTYCKHON KBaTU(DUKAIIMOHHOW pPabOTHI,
BKJIIOYAsl MOATOTOBKY K MPOUEAYPE 3alUTHI U MPOLEAYPY 3alIUThI, YIIPaBICHNUE MEPCOHATIOM OpraHu3a-
10708

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHHUIIMHBI

[Tponecc n3yueHus JUCUUIUIMHBL HapaBiieH Ha (POPMUPOBAHUE CIEAYIOINUX KOMIETEHIUI:

— TIK-12 3HaHueM OCHOB pa3pa0OTKMU W BHEAPEHUS KAJPOBOW M YIPABICHUECKON HOKYMEHTa-
LI1H, ONITUMHU3ALMH JOKYMEHTO000pOTa U CXeM (DYHKIIMOHAJIBHBIX B3aUMOCBA3EH MEXY MOJPa3eIeHHs -
MU, OCHOB pa3pa0OTKU U BHEIPEHUS MPOLEAYp PEryIHMpPOBAHUS TPYIOBBIX OTHOIICHUH U COMPOBOXKIAIO-
el JOKYMEHTALUY;

— IIK-13 ymeHueM BecTH KaJpoBO€E AEIONPOU3BOICTBO U OPraHU30BbIBATh ApXUBHOE XpaHEHHE
KaJpOBbIX JOKYMEHTOB B COOTBETCTBUHU C JIEHCTBYIOIIMMU HOPMAaTHBHO-IPAaBOBBIMM aKTaMM, 3HaHUEM
OCHOB KaJIpOBOM CTaTUCTHKH, BJIaJICHUEM HaBbIKAMM COCTABJICHUS KaJpPOBOI OTYETHOCTH, a TAKXKE HABBI-
KaMM O3HAKOMJICHMsI COTPYIHUKOB OPraHU3alUU C KaApPOBON JOKYMEHTALUEH U JEHCTBYIOLIMMU JIOKAJIb-
HbIMU HOPMAaTHBHBIMU aKTaMH, yMEHHE 00€CIIeUNTh 3alIUTy IEPCOHAIBHBIX JaHHBIX COTPYIHUKOB;

B pesynbpTare u3ydeHus: IUCIUILITMHBI 00YJaIOMIUNACS TOJKEH:

— 3HaTth CucTeMbl JOKyMEHTallUH, KJacCU(UKALMIO JOKYMEHTOB KaJ{pOBOM CIIyObl OpraHusa-
1M, BUJBI, HA3HAUYCHHE U COCTAaB KaJIPpOBOM JOKYMEHTAIMH; TpeOoBaHus 3aKoHoaTenbecTBa PO conepxa-
IIMX HOPMBI TPYAOBOIO IIpaBa OTHOCALIECHCS K AEATEIIBHOCTU KaJpOBOM CIIy>KObI; OCHOBBI pa3pabOTKU U
BHEJPEHUS MIPOLEAYP PEryIUPOBaHUS TPYAOBbIX OTHOIIEHUN U CONPOBOKIAIOIIEH TOKyMEHTAlUU; METO-
JUKH O3HAKOMJICHUS COTPYJHHMKOB OPraHU3aluU C KaJAPOBOW JOKYMEHTALUEH U JNCHCTBYIOIIUMH JIOKAJIb-
HBIMH HOPMAaTHBHBIMU aKTaMH; CIIOCOOBI 3aIIUTHI IIEPCOHAIBHBIX TaHHBIX COTPYIHUKOB M3MEHUTD

— yMeTb Pa3pabarbiBaTh U BHEIPATh KaJpPOBYIO U YIPABIECHYECKYIO JOKYMEHTALUIO OpraHu3a-
IIUH; COCTABIATh MU OQOPMIIATH YIPABICHUYECKYIO TOKYMEHTALUIO, JTOKYMEHTALMIO COIMPOBOKAAIOIIYIO
TPY/AOBBIE MIPOLIECCHI; MPUMEHATH HOPMBI TPYJOBOI'O MPaBa U HOPMATUBHYIO METOANYECKYIO JOKYMEHTHI B
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YaCTH, OTHOCSIIUXCS K ACSITENTFHOCTH KaJpOBOM CIYKObI U KaAPOBOTO JEIOMPOU3BOJICTBA; OPTaHU30OBBI-
BATh APXUBHOE XPAHEHHE KaJPOBBIX JOKYMEHTOB B COOTBETCTBUH C JEHCTBYIOLIMMU HOPMATHBHO-IIPABO-
BBIMH aKTaMH; 00€CTICYUTh 3aIUTY MEPCOHATBHBIX JTAHHBIX COTPYIHUKOB

— BJaJeThb METO/JaMHU BEJCHHS AEIONPOU3BOJICTBA B KaIpOBOIl Cilyk0e; METOAaMU ONTHUMH3a-
UU JTOKYMEHTOO00pOTa U cXeM (YHKIIMOHAIBHBIX B3aUMOCBS3EM MEXIy MOJpa3/eleHUsIMHU OpraHu3a-
[[UU; TEXHOJIOTHEH COCTABIICHUS ¥ OPOPMIICHHUS JOKYMEHTOB I10 JIMYHOMY COCTaBY; TEXHOJIOTHEH pa3pa-
OOTKM M BHEAPEHUs MPOLETyp PETyIHMpPOBaHMS TPYAOBBIX OTHOIIEHUN U COMPOBOXKIAIOUICH TOKYMEHTa-
[MU; TIPABUJIAMH COCTABJICHHUS HOMEHKJIATYpPBI JIeJl ¥ MOATOTOBKU JOKYMEHTOB JIJIsi XpaHEHUsI B apXUBE B
COOTBETCTBUU C JEHCTBYIOIIMMH HOPMAaTUBHO-IIPABOBBIMU AKTAMU; HABBIKAMU O3HAKOMIICHHUS COTPYIHU-
KOB OpraHHU3alliy ¢ KaJpOBOM JOKYMEHTALUEH U ACUCTBYIOIUMH JOKATbHBIMH HOPMATUBHBIMU aKTAMU;
HABbIKAMU COCTAaBJICHUS KaJPOBBIX JOKYMEHTOB C HCIIOJIb30BAHUEM KOMITBIOTEPHBIX TEXHOJIOTUH, o0Opa-
OOTKHM M XpaHEHHS JOKYMEHTOB B JICKTPOHHOU opme

4. O0beM QUCHUILIMHBI U BUABI Y4eOHOI padoThl
OO01mast TpyI0eMKOCTh AUCIUILTHHBI COCTaBIIsAeT 4.0 3a4eTHBIX €AMHUIIBI U MIPEJICTABICHA B Ta0JIH -

%264&11/1.1121 4.1 — TpynoeMKoCTb JUCIUILINHBI

Bunel yueOHOI nesTenbHOCTH Bcero gacos Cemectpsl

6 cemecTp

AynuaTopHbIe 3aHATHS (BCETO) 72 72
Jlexuun 36 36
[IpakTuueckue 3aHATHS 36 36
CamocTosiTenbpHas padboTa (Bcero) 36 36
[IpopaboTKa JTEKIIMOHHOTO MaTepuaa 7 7
CaMocTosTeNnbHOE N3y4eHUE TeM (BOIIPOCOB) 12 12
TEOPETUYECKOM YyacTu Kypca
[ToaroroBka K MpakTUYECKUM 3aHATHUSIM, CEMUHApaM 17 17
Bcero (6e3 3x3amena) 108 108
IToaroroBka u caya PK3amMeHa 36 36
OO6mmast Tpy1I0€MKOCTb, 4 144 144
3aueTHbie EauHAIb 4.0 4.0

5. Conepxxanue 1MCUMILTHHBI

5.1. Pa3gesbl AUCHUIIIMHGBI U BUABI 3AHATHI
Paznenbl IUCHUIUIMHBI ¥ BUBI 3aHATHI IPUBEACHBI B Ta0mue 5.1.
Tabmuna 5.1 — Pasgensl AUCUUIUIMHBL U BUIbI 3aHATUI

Bcero
4acoB
[Ipaxk. Cawm. dopmupyembie
HazBanus pa3nenoB TuCHUTITAHBI Jlek., a (6e3
3aH.,4 | pad., d KOMITIETEHIIUH
9K3aMeH
a)
6 cemecTp
1 TIpenmer, conepxanue u 3a1a4u Kypca. Jlo- 4 0 5 9 TIK-12, ITK-13
KYMEHTOOOOPOT M JIEJIOPOU3BOJCTBO B MPO-
(heccOHANTbHOM ACATEIHHOCTH
2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 4 0 1 5 [K-12, ITK-13
MEHTAIIMOHHOTO 00ECIICUeHUs YIIPaBIICHH
3 Ilonsitue nokymenra. CBOMCTBa JOKYMEHTA. 10 8 5 23 TIK-12, TIK-13
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Knaccudukanus nokymenta. CTpykrypa a0-
KymeHTa. TpeboBaHus K 0pOpPMIICHHUIO JOKY-
MEHTOB

4 Cucremsbl 1okyMeHTOB. CocTaBiieHUE U 8 24 13 45 [K-12, TIK-13
oopMIIeHHE YIIPaBICHYSCKUX U KaJPOBBIX
JIOKYMEHTOB

5 Opranu3zanus paboThl C TOKyMEHTaMU 2 0 1 3 [K-12, I1IK-13

6 dopmupoBaHUe U TEKYIIEe XpaHEHUE JOKY- 2 2 4 8 [IK-12, TIK-13
MeHTOB. [ToAroToBKa JOKYMEHTOB K Mepeaaue
B apXHB

7 DNEeKTPOHHBIN TOKYyMEHTOOOOPOT, KITFoUe- 6 2 7 15 [K-12, TIK-13
BbI€ MMOHATHS, OCHOBHBIE KOHIICTIIIUU

Hroro 3a cemectp 36 36 36 108

Hroro 36 36 36 108

5.2. Conep:xanue pa3aesioB AMCUMILIMHBI (110 JeKIHSAM)
ConeprkaHue pa3iesoB TUCIUILINH (TI0 JIEKIMSAM) IPUBEACHO B Tabmuiie 5.2.
Tabmuma 5.2 — Coneprkanue paseioB JUCIUILIAH (TI0 JISKIIHSIM)

Cogepxanue pasneiaoB JUCHUIUIMHEL (Mo | TpynoemMkocth, | DopMupyeMeie
HaszBanus paznenos AP pasit AHen ( Py ’ PMHIDY

JICKITUSIM ) q KOMITETEHIINH
6 cemecTp
1 Ilpenmer, [TonsTHe, 1IN U 33141 U3y4aeMOW TUCIIH- 4 I1IK-12, IIK-13
COJIep>KaHMe U 3a7]auu | IUIMHBI. Pa3BUTHE U CTAaHOBIIEHUE JI€J10-
Kypca. npousBojcTBa B Poccun. Opranuzanus ne-

JIoKyMeHTOOOOpOT M | JIOIPOU3BO/ICTBA HA MPEANPUATUAX. 3HaUe-
JICJIONPOU3BOJICTBO B |HUE U MECTO JOKYMEHTOB B CUCTEME YIPaB-

npodeccruoHanbHON JICHUS
JeSITeTbHOCTH Vitoro
2 IIpaBoBbIe U I'ocynapcTBeHHOE peryaupoBaHue, HOpMa- 4 [TK-12, I1K-13

HOPMAaTUBHBIEC OCHOBBI | THBHO-IIPABOBAasi U METOMYECKAsi OCHOBA
JOKYMEHTAIIMOHHOTO | IOKYMEHTAIlMOHHOTO O0ECTICUeHUs! yIIpaBJie-
obecneyeHus Hus. CyIIHOCTh, HaNPaBJIEHUS U BUJIBI TOCY-
YIpPaBJICHU JTAPCTBEHHOTO PEryIUPOBAHUS IOKYMEHTA-
IIMOHHOTO OOCCIICYCHHMS YIIPaBICHUs, Ha3HA-
YeHHE, 0COOCHHOCTH ¥ COOTHOIIICHUE HOP-
MaTHUBHO-TIPABOBOT'O U METOJIMYECKOTO pery-
nupoBanusi. COCTaB U CTPYKTypa HOPMaTHB-
HOM, TPAaBOBOW U METOJIUYECKON OCHOBBI J10-
KYMEHTAIIHOHHOTO 00eCIIeUeHHs yIpaBJie-
HUS, HAITMOHAIBHBIX U JIOKAJILHBIX HOpMa-
TUBHO-METOIMYCCKUX JOKYMEHTOB. YHUDU-
Kalysl ¥ CTaHIapTU3AIIHSL.

Hroro 4

3 Ilonsatue nokymenra. | TpeboBanus k 6aHKaM JOKyMeHTOB. [lopsi- 8 ITK-12, I1K-13
CBoiicTBa TOKyMEHTA. |JIOK pa3pabotku 6mankoB. Obmue TpedboBa-
Knaccudukarus HUS K JOKYMEHTaM, U3rOTOBJISIEMBIM € TIOMO-
nokymeHTa. CTpyKTypa | b0 TEXHHUECKUX cpeacTB. OCoOOCHHOCTH
JOKYMEHTA. oopMIIeHUs OTAENIbHBIX PEKBU3HUTOB.
T BaHUS K

pebosa OcHOBHBIE HOPMBI U TpaBUiIa 0HOPMIICHHUS 2
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0 OpMIIEHHUIO
JIOKYMEHTOB

paboT, BHITIOMHSAEMBIX CTYJICHTAMH B IPOILIeC-
ce o0ydeHwsl, ¢ yueToM TpeOoBaHmii 00pa3o-
BarenbHOro cranaapta Byza OC TYCVYP 02-
2013 (CTO 02069326.1.02-2013) - PaboTs!
CTy/IeHYECKHE TI0 HANPaBICHUIM MOATOTOB-
KH Y CTICTIHAILHOCTSIM TYMaHUTaPHOTO TIPO-
bus

Hrtoro

4 Cucrembl
JIOKYMEHTOB.
CocTaBieHue 1
odopmiieHue
yIpaBIeHYCCKUX U
KaJIPOBBIX JOKYMEHTOB

[TpaBuna opopmieHus JOKYMEHTOB, COCTaB
Y Ha3HaueHUe peKBU3UTOB. POk 1 BUIBI
yIpaBiIeHUYECKUX JOoKyMeHTOB.CocTas, pac-
MOJIOKEHHE U IIpaBHiia 0POPMIIEHUS! PEKBU-
3UTOB OTAEJBHBIX BUJOB OPraHU3allMOHHO-
MIPABOBBIX, PACTIOPSIUTENBHBIX U HHPOpMa-
LIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.3HaUE€HNE
KaJpOBbIX JOKyMEHTOB. COoCTaB M BU/BI J10-
KYMEHTALIUHU 10 JTUYHOMY cocTaBy. [IpaBuia
WX COCTaBJICHHS. YHUPUIIUPOBaHHBIC (op-
MbI JoKyMeHTOB. [Ipuka3. Odopmienue
npuema Ha paborty. [lepeBoa Ha apyryio pa-
6oty. [IpenocraBienue oTmycka. YBojibHe-
Hue ¢ paboThl. JInyHoe 3asBieHue. Xapakre-
puctuka. CoCTaBHBIE YAaCTH XapaKTEPUCTH-
KU, IpaBuiia opopmieHus

Hroro

[TK-12, ITK-13

5 Opranusanus padoThl
C JOKYMEHTaMH

[ToHsITHE «TIOKYMEHTOOOOPOT» U €r0 Pa3BH-
tre. OCHOBHBIE MIPAaBUJIa OPTAaHU3AIUH JOKY-
MEHTO000O0pOTa B opranu3aruu . Cxema JIBH-
YKEHUSI © TEXHOJIOTHS 00paObOTKU JOKYMEH-
TOB. [ToHATHE TOKYMEHTOTIOTOKA, €T0 CTPYK-
Typa, OKa3aTeau OIEHKU JOKYMEHTOIMOTO-
ka. JKu3HeHHbIN UK 1oKyMeHTa. KoHTposib
WCIIOJIHEHUSI IOKYMEHTOB.

Hroro

[TK-12, ITK-13

6 ®opmupoBaHue U
TEKyIIee XpaHEHUE
JIOKYMEHTOB.
ITogrororka
JIOKYMEHTOB K
repeaaye B apXuB

Howmenknatypa nen. [lopsiaok cocraBienus
Y YTBEPKJICHUS HOMEHKJIATYyphlI Jie]. Ycra-
HOBJICHHE CPOKOB XpaHeHus fen. Dopmupo-
BaHue 1 oopmieHue aen. OpraHuzanus
OTICPATUBHOTO XPAHECHHS JIeJl. DKCIIepTU3a
[EHHOCTH JOKYyMeHTOB. OdopMiieHHe Jell.
[Topsimok mepenayn JOKYMEHTOB Ha XpaHe-
HUE B apXMUB.

Hroro

IIK-12, TIK-13

7 DneKTpOHHBIN
JOKyMEHTO00O0POT,
KJIFOYCBBIC ITIOHATHUA,
OCHOBHBIE KOHIICIIIINT

OCHOBHBIE 33]1a41 OpraHU3aIuH JIEK-
TPOHHOTO TIOKyMeHT00O0poTa. CucCTeMbl
AJIEKTPOHHOTO J0KyMeHTooO0opoTa CIO/I.
OTansl pa3BUTHS, Ki1acchl, Ha3HadyeHue COJI.
OCHOBHBIE CBOICTBA CUCTEM IIEKTPOHHOTO
nokymMeHToo0opoTa. OcHoBHBIE TUTIEI CO/I,
Oco6ennoctu opranmuzaiuu CIJ1. CucreMbl
3JIEKTPOHHOTO IOKYMEHTO000pOTa, TIpeI-

[TK-12, T1K-13

CornacoeaHa Ha noptane N2 42650




cTtaBieHHBIC B Poccun.

Hroro 6
36

Hroro 3a cemectp

5.3. Pa3esbl AMCUMINIMHBI M MEKIMCUMIVINHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITyLIUMHU)
1 o0ecrieynBaeMbIMHU (IOC/TEAYIOIMMH) THCHUIIHHAMHA
Paznenbl qUCHUIIIMHBL U MEXIUCUUIUIMHAPHBIE CBSI3M C 00€CTIeYMBAIOIIMMHU (MIPEIbIAYIIUMU) U
o0ecrieyrBaeMbIMH (TIOCIIEAYIOIIMMHI) TUCIMIUTMHAMU MIPE/ICTaBlIeHbI B Tabmuie 5.3.
Tabmua 5.3 — Pa3aens! AUCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

Ne paznenoB JaHHOM AUCUUIUIMHBL, IS KOTOPBIX HEOOXOAUMO
HayMeHOBaHME TUCLUTLIHH U3y4yeHue 00eCIeunBaOIINX U 00ECIICUNBAEMbBIX AUCIUILINH
1 2 3 4 5 6 7
[IpenmecTByroume AUCUUILIMHbBI
1 IIpakTuka 1o MOJy4YEHUIO NEPBUY-
HBIX TTPO(ECCHOHATBHBIX YMEHUH U + + + + +
HaBbIKOB
2 TlpakTHKa 1o moxy4eHuto npodec-
CHOHAJIBHBIX YMEHHU U OIIBITA IPO- + + +
(heccruoHaNbHOI 1eATENbHOCTH
3 PernmameHTanus 1 HOPMUPOBaHUE
1 PMHP + + + +
Tpyaa
[Tocnenyromue TUCIUITITUHBI
1 3amuTa BBITYCKHOW KBanupuka-
MOHHOM paboThl, BKJIIOYAs! MTOATO-
H p ’ a + + + + + +
TOBKY K IPOLIEYPE 3aIIUTHI U ITPO-
LHEeAYypY 3alIUThI
2 BJICHUE I HaJIOM OpTaHu-
YnpasieHue nepcoHaIoM opra n n n n N N
3a1uu

5.4. CooTBeTcTBHE KOMIIETEeHIIMIi, GOPMHUPYEMBIX PH U3YyYEeHUM TUCHHUIUIMHBI, U BUA0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPU HM3YUYEHUH IUCIUIUIMHBI, ¥ BHJIOB 3aHATHN

MPEICTAaBICHO B Tabmuiie 5.4.
Ta6muia 5.4 — CooTBETCTBHE KOMIIETEHIIMN, (DOPMUPYEMBIX NIPU U3YUYEHUH AUCHUIUIMHBI, U BUOB 3aHS -

TN

KoMmreTeHu Bunbl 3anathii
DopMbl KOHTPOJIS
u Jlek. [Tpak. 3aH. Cam. pa0.

TIK-12 + + + Dx3aMeH, Onpoc Ha 3aHATHSIX,
BricTyruienue (10kiaa) Ha 3aHs-
tuu, Tect, OTUET MO NpaKTHYE-
CKOMY 3aHSITHIO

IIK-13 + + + Dx3ameH, Onpoc Ha 3aHATHSIX,
BricTyruienue (10kaa) Ha 3aHs-
tuy, Tect, OTUeT MO NpaxkTUYE-
CKOMY 3aHSTHIO

6. UaTepakTuBHBIE MeTOABI M (OPMBbI OPraHU3ALMHN 00yUEeHHUS
He mpenycmorpeno PVYII

7. JIabopaTopHblie padoThI
He npenycmorpeno PVYII.
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8. [IpakTHYeckue 3aHATHSA (CEMUHAPBHI)
HanmMeHnoBaHMe MpakTUUECKUX 3aHATHH (CEMHUHAPOB) MpUBEIeHO B Tadmmie 8.1.
Tabmuua 8.1 — HaumeHOBaHME MPAKTUUECKHUX 3aHATUH (CEMHUHAPOB)

HaunmeHnoBaHMe NpakTUYECKUX 3aHATHU Tpynoemkocts, | PopMupyemblie
HasBanus paznenos
(cemuHapoB) q KOMITCTCHITH
6 cemecTp
3 [lonsaTue nokymenra. | TpeboBaHus k OiaHKam JokymMeHToB. IToaro- 4 ITK-12, ITK-13
CBoiicTBa IOKYMEHTA. |TOBKa K COCTaBJICHUIO TOKYMEHTOB. CXeMBbI
Knaccudukarus pacnosoxeHus JoKyMmeHToB. CocTaBieHne
nokymeHTa. CTpykrypa | GopMynsspoB JOKyMeHTOB. OO01uii OIaHK.
JOKYMEHTA. bnaHk KOHKpeTHOro BUJa T0KyMeHTa. biank
TpeGoBanus MACHMA.
MJICHU
o(opmersio O61ue TpeboBaHus K 0(OPMIICHHIO TEKCTa 4
OKYMEHTOB
AIOKYMEHTO otyeta. OpopmiieHne TUTYIbHOIO JIUCTA, PU-
CYHKOB, TaOJIUI], CIUCKA UCIIOJIb3YeMbIX UC-
TOYHHKOB
Hroro 8
4 CucrteMbl [IpaBuna coctaBiaeHuss 1 0POPMIICHUS Opra- 8 IK-12, TIK-13
JIOKYMEHTOB. HU3aLMOHHO-PACIIOPAIUTENBHBIX JOKYMEH-
CocraBinenue u TOB (yCTaB, MMOJIOKEHHUE, IITATHOE pacluca-
oopmienue HUE, UHCTPYKIIUSL, IPUKa3, paCIOPSIKEHHE,
yIpaBIeHUYECKUX U pelieHre, MPOTOKO, TOCTAHOBIICHHUE)
KaJpPOBBIX JJOKYMEHTOB
ApO JOKYMEHTO [IpaBuiia coctaBieHust 1 0HOpMICHHS UH- 8
(opMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB (J1€e-
JI0OBOE€ MUCHMO, AOKJIAJHAs U CiIy)KeOHas 3a-
IIMCKH, akKT, CIIpaBKa, v JIp. )
[IpaBuna coctaBiaeHust 1 0POPMIICHUS KaIPO- 8
BOM JJOKyMEHTAIMH (3asBJICHUE, XapaKTepH-
CTHKa, aBTOOMOrpadus, pe3rome, MpUKa3bl 1o
JMYHOMY COCTaBY, TPYAOBOU OTOBOP
(KOHTpaKT 0 HA3HAYCHUH HA JTOJDKHOCTH),
JMYHAas KapTouka pabOTHHKA, Tabelb yyeTa
pabouero BpeMeHH U Jp. )
Hroro 24
6 ®opMHpOBaHUE U Homenknatypa nesn. Buibl HOMEHKIATYphI. 2 IK-12, TIK-13
TEKYILlee XpaHEHHUE ®opmupoBanue fen. Opranuzanus XpaHeHus
JIOKYMEHTOB. JIOKYMEHTOB Ha npeanpusatuu. [logroroska
[TonroroBka JIOKyMEHTOB K CJlau€ B apXUB.
OK
JIOKYMEHTOB K Virtoro 2
nepeaye B apxuB
7 DneKTpOHHBIN ITonxomps! K CO3IaHUIO CUCTEM DJIEKTPOHHOTO 2 ITK-12, ITK-13

JIOKYMEHTOO0O0POT,
KITIOUEBbIE TIOHSATHS,
OCHOBHBIC KOHIICIIITNUHN

JToKymMeHTooOopoTa. TpeboBaHuUs K CHCTe-
MaM. DTarnbl BEIOOpa CUCTEMBI aBTOMATH3a-
[IUU. DTarbl BHEJAPSHUS CHCTEMbI aBTOMATH-
3anuu. CUCTEMBI aBTOMATU3AIHH JOKYMEHTO-
notoka. CUCTEMBI 3JISKTPOHHOTO JJOKYMEH-
T00060poTa. OCHOBHBIE TEXHOJIOTUHU PabOTHI €
JIoKyMeHTaMU. OCHOBHBIE CBOMCTBA CUCTEMBI
AIIEKTPOHHOTO TIOKyMEHTO0000poTa. OCHOB-
Heie Tunbsl COJI.
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Htoro

Hroro 3a cemectp

36

Tabimue 9.1.

9. CamocTrosiTesqibHasi paboTa
Bunbr camocTosTenbHOM paboThI, TPYAOEMKOCTh U (hOPMUPYEMbIE KOMIIETCHIINHU TPEICTABIICHBI B

Tabmura 9.1 — Buasl caMoCTOSTEIBHON pabOThI, TPYAOEMKOCTh U (DOPMHUPYEMBbIE KOMIIETEHITUN

Bunsl camocrositensHol | TpynoemkocTs, | DopMupyemMblie
HasBanns paznenos a Py ’ PMHPY @OpMBI KOHTPOJIA
paboThI q KOMITETEHI[A
6 cemecTp
1 Ilpenmer, CamocrosTenbHOe U3yye- 4 IIK-12, TIK-13 | BeicTymuieHne
COJIEpKaHHE U HUE TeM (BOMPOCOB) TEO- (mokinan) Ha 3aHs-
3aJlauu Kypca. pPETHUYECKOM YyacTH Kypca i, Onpoc Ha 3aHs-
JlokymMeHTOO0O0pOT TTpopaGoTKa TEKIHOHHO- 1 Tusx, Tect, Dxk3aMeH
u
ro Marepuana
JIEJIONPOU3BOACTBO
B Hroro 5
npodeccruoHanbHON
JeSITeIbHOCTH
2 IIpaBoBele 1 ITpopaboTKa JEeKIIUOHHO- 1 I1IK-12, IIK-13 |Omnpoc Ha 3aHATHSX,
HOpMaTHUBHbIE ro Marepuaia Tect, Ox3amen
OCHOBBI Vitoro 1
JTIOKYMEHTAIIMOHHOT
0 obecrieyeHus
yIpaBJiIeHU
3 [lonsTue IToaroroBka K nmpaxkTuye- 4 I1IK-12, I1IK-13 |Omnpoc Ha 3aHATHSIX,
JOKYMEHTA. CKUM 3aHATHUSM, CEMUHA- OTuer no nmpaxkTuye-
CaoiicTBa pam CKOMY 3aHSTHIO,
I,Z[{OKYMCHTa. TIpopaGoTKa JIEKIHOHHO- 1 Tect, Dx3amen
npuKanus
naccuukan ro Marepuaina
JOKYMEHTA.
CrpykTypa Hroro 5
JOKYMEHTA.
TpeboBanus k
0 OpMIIEHHUIO
JIOKYMEHTOB
4 CucrteMbl [ToaroroBka k mpakTuye- 8 [IK-12, [IK-13 |BeicTymiieHue
JIOKYMEHTOB. CKUM 3aHSTUSIM, CEMUHA- (moksan) Ha 3aHs-
CocraBinenue u pam i, Onpoc Ha 3aHs-
MJICHU Tusix, OT4eT 1
oQopmere CamocTosTenbHOE U3yde- 4 , OTaeT o
TIPABJIEHYECKUX U MIPAKTHYECKOMY 3a-
yip HUE TeM (BOMPOCOB) TE€O- P T g
KaJIpOBBIX pETHUECKOH JaCTH Kypca Hatuto, Tect, Dk3a-
JIOKYMEHTOB MeH
ITpopaboTKa JEeKIIMOHHO- 1
ro Marepuana
Uroro 13
5 Opranu3anus [TpopaboTKa JIEKITMOHHO- 1 [IK-12, [IK-13 |Onpoc Ha 3aHATHAX,
paboTsI ¢ ro Marepuaina Tect, Ox3amen
JIOKyMEHTaMH1 Viroro 1
6 ®opmuposanue u | [loaroroBka k mpakTuue- 3 [1IK-12, I1IK-13 |Omnpoc Ha 3aHATHSIX,
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TEKylee XpaHEHUE |CKHUM 3aHATHUSIM, CEMHHA- OTueT 1o npaxkTHye-
JIOKYMEHTOB. pam CKOMY 3aHSTHIO,
IToaroroBska TIpopaGoTKa IEKIHOHHO- 1 TecT, Ok3aMeH
KYMEHTOB K

JIOKYMCHTO ro Marepuaia
nepesiaue B apXuB

Hroro
7 DneKTpOHHBIH IToaroroBka K mpaxkTu4e- [IK-12, IIK-13 | BeicTymuieHne
JOKYMEHTOO00O0POT, |CKHM 3aHATHSIM, CEMHHA- (oxJsam) Ha 3aHs-
KJIFOYEBbIE TIOHATHUS, | pam i, Onpoc Ha 3aHs-

HOBHBI Tusx, OTuer i
OCHOBHBIC CamocTosATensHOoe u3yde- 4 » OTder o
KOHIIETIITHA MIPAKTUIECKOMY 3a-
OHLLCTIIL HHE TeM (BOIIPOCOB) TEO- pa ;C ° 9}' 3a
PETUYECKOI YacTH Kypca HATHIO, TecT, JK3a-
MeH

[IpopaboTka JeKIHMOHHO- 1

ro Marepuaina

UTtoro 7
Hroro 3a cemectp 36

ITonroroBka u cnava sk- 36 DK3ameH

3aMeHa
Hroro 72

10. KypcoBoii npoekT / kypcoBasi padota
He mpenycmorpeno PVYII

11. PeiiTuHroBasi cucremMa JJisi OEHKH yCIIeBAeMOCTH 00y4a0uXxcs

11.1. banabHbIe OLIEHKH JJIs1 3JIEMEHTOB KOHTPOJIA
Tabmuna 11.1 — bayuibHBIC OIICHKH ISl 2JIEMEHTOB KOHTPOJIS

. . MaxkcuManbHbIi
. MakcumanbHbIN MakcumanbHbIN
DJeMeHTHI 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 3 3 4 10
3aHATUU
Onpoc Ha 3aHATUSAX 5 5 15
OTt4er 1o NpaKTUIECKOMY 10 10 10 30
3aHATHIO
Tect 5 5 5 15
Hroro makcumyM 3a nepu- 23 23 24 70
on
DK3aMeH 30
Hapacratomum urorom 23 46 70 100
11.2. IlepecyeT 6a/1J10B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKH
[TepecueT OasioB B OLIEHKH 32 KOHTPOJIbHBIE TOUKH MPE/ICTaBiIeH B Tabmuie 11.2.
Tabmuma 11.2 — IlepecueT 0ansioB B OLIEHKU 32 KOHTPOJIbHBIE TOUKH
baynel Ha 1aTy KOHTPOIBHOW TOUYKH Onenka
> 90% oT MakcuMabHOK cyMMBI OamioB Ha naty KT 5
Ot 70% 1o 89% oT MakcuMaabHOM CyMMBI OaiioB Ha aaty KT 4
10
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Ot 60% 110 69% oT MakcuMaabLHOM CyMMBI OaiToB Ha aaty KT

< 60% oT MakcuMaabHOU cyMMbI OauioB Ha naty KT 2

11.3. IlepecyeTr cyMMbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLCHKY
[Tepecuer cymMbl OajioB B TPAAMLIMOHHYIO MU MEXIYHApOIHYIO OLIEHKY NPEJICTAaBIEH B TabIuLe
11.3.

Tabmuma 11.3 — Ilepecuer cymMMbl 6aJUTOB B TPAAUITMOHHYIO M MEXKTYHAPOIHYIO OIICHKY

Urorosas cymma 6aisos,

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

HK3aMeH

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

4 (xopomio) (3a4TeHO) 75 - 84 C (xopor1wo)
10-74 D (ynoBnerBopuTeabHO)
65 - 69

3 (yZIOBJIETBOPUTENBHHO) (3aYTEHO) 60 - 64 P ——
2 (seynOBICTBOpHTENSHO) (HE Hwxe 60 6ammon F (HeynoBneTBOpHUTENIBHO)

3a4TEHO)

12. Y4yeOHO-MeTOAM4YecKOe M HHGOPMALMOHHOE o0ecreyeHre JUCHMIITTHHbI

12.1. OcHoBHas1 JuTEpaTypa

1. JIOKyMEHTHpOBAaHHE YHPABICHYECKOM JEATENbHOCTH [DJEKTPOHHBIH pecypc]:  yueo.
nocobue / A.A. Paznopoxusiii. — M. UH®PA-M, 2017. — 304 c¢. — (Bricmee o6pa3oBanue bakanaspu-
art). - Pexxum nocryna: http://znanium.com/catalog/product/854774 (nara obpamenus: 11.08.2018).

2. Joponwuna, JI. A. Opranuzaius ¥ TEXHOJOTHS JTOKYMEHTAIIMOHHOTO OOECIICYCHUS yIpaBie-
HUS [DIeKTPOHHBIN pecypc]: ydeOHUK U MPaKTUKYM I akajeMuueckoro 6akanaspuata / JI. A. JlopoHu-
Ha, B. C. Uputukoa. — M. UznarensctBo Opaiit, 2018. — 233 c. — (Cepus bakanasp. Axkagemuue-
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 obpamenus: 11.08.2018).

3. DJEeKTpOHHBIA JOKYMEHTOOOOPOT M obecreueHrne 0e30MacHOCTH CTaHAAPTHBIMU CPEJICTBAMHU
windows [DnekTpoHHbIN pecypc]: yuebHoe nocobue / J.M. EBgokumona, B.B. Kops6kun, A.H. ITbuib-
kg, O.J. IIeeukoBa. - M. KVYPC, 2018. - 296 «c¢. - Pexum nocrymna:
http://znanium.com/catalog/product/939786 (nara obpamenus: 11.08.2018).

4. Hamuonansusiit ctangapt PO I'OCT P 7.0.97-2016 "Cucrema ctanaapToB 1o uHGopMaiu,
OMOIMOTEYHOMY M M3JaTeNIbcKoMy Aeny. OpraHu3aloHHO-pacIopsAUTENIbHAS TOKyMeHTanus. TpeboBa-
HUSL K 0OpMIIEHUIO JOKYMEHTOB" (yTB. mpuka3oM denepasbHOro areHTCTBa 0 TEXHUYECKOMY peryiiu-
poBaHu0 U MeTposioruu oT 8 nekadpst 2016 r. N 2004-ct) [DnexktponHbiit pecypc]: - Pexxum nocryna:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (nara obpamenus: 11.08.2018).

5. Kysnenos, U. H. JlokymeHTallmoHHOE 0OecreueHue ypaBieHHs ePCOHAIOM [ DIeKTPOHHBIN
pecypc]: yd4eOHHUK U PaKTUKyM i ipukiaaHoro Oakanaspuara / . H. Ky3nenoB. — M. U3znatenscTBO
IOpaiit, 2019. — 520 c. — (Cepus bakanasp. [Ipuknannoii kypc). — ISBN 978-5-9916-4000-8. - Pexxum

JIOCTYyTIA: https://biblio-online.ru/book/94A27CF0-A144-45FB-AC69-
1E2AE0B0861D/dokumentacionnoe-obespechenie-upravleniya-personalom (mara oOparneHus:
11.08.2018).

12.2. lonosiHUTeIbHAS JIUTEPATYpPa
1. O6pazoBarenpubiii ctannapt Byza OC TYCYP 02-2013. PaGoTsl cTyneHUECKHE 10 HanpasJie-
HUSIM TIOATOTOBKU U CIIEIMATLHOCTSM T'yMaHuTapHoro npogwis. O6mue TpedoBaHus U npaBuia ohopm-
neHusi [DnekTpoHHBINH pecypc]: - Pexxum noctyma: https://regulations.tusur.ru/documents/71 (mara 00-
pamenus: 11.08.2018).
2. TOCT P 7.0.8-2013. Cucrema cTtanaapToB 1o nHpopMaiuu, OHOIHOTEYHOMY U U31aTeIThCKO-
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My Aeiny. J{enonpou3BoACTBO U apXUBHOE Je510. TepMUHBI U onpeneieHusl [ DNeKTpoHHbIN pecypc]: - Pe-
xuM gocryna: http://www.edou.ru/enc/docs/detail.php?ID=27653 (nata obpamenus: 11.08.2018).

3. [enompousBoAcTBO [DneKTpoHHBIH pecypce]: 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. YHUOUIINPOBAHHBIE CUCTEMbI JIOKYMEHTAILIMU. YHU®DU-
[IMPOBAHHASI CUCTEMA OPTAHM3ALIMOHHO-PACIIOPIIUTEJIBHON JTOKYMEHTALIU.
TPEBOBAHUSA K O®OPMIIEHMIO JOKYMEHTOB [Onexktponnbsiii 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-MeTOAuYeCKH e MO0CO0Uus

1. OOwwmii ¥ YIEKTPOHHBIA TOKYMEHTOOOO0POT [DNEKTPOHHBIH pecypc]: MeToandeckoe nocodue
10 JIa0OPaTOPHBIM 3aHATHUSAM M CaMOCTOSTENBHOM paboTe mis ctyneHTtoB HampasiaeHuil 080200.62 «Me-
HemkmenT», 080100.62 «DOxonomuka» / 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 yka3zaHus K IpaKkTUde-
CKHMM 3aHSATHSIM 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 IIOCOOMS 1JIsl JIMI € OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbS H
WHBAJUI0B

Y4eOHO-MeToqMUeCKre MaTeprabl sl CAaMOCTOSTEIbHON U ayTUTOpHOM paboThl 0Oyyaromumxcs
U3 YMCIIa JIUI] C OTPaHMYEHHBIMI BO3MOKHOCTSIMU 3I0POBBSI 1 MHBAJHJIOB MPEIOCTABISIOTCS B (popMax,
a/IalITUPOBAHHBIX K OTPAaHMYEHUSM UX 3/I0POBbS U BOCIIPUATHUS HH(DOpMAIIHH.

JI1s1 M1 ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETMYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIIeHUsIMH CJIyXa:

- B (hopMe IIEKTPOHHOTO TOKYMEHTA;

- B reyaTHou (opme.

Jl1s1 1M1 ¢ HAapyIIeHUsIMM ONIOPHO-ABUIaTe/IbHOI0 annapara:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (hopme.

12.4. IIpogeccnonaibHbIe 0a3bI JAHHBIX U MHPOPMALMOHHBIE CIIPABOYHbIEC CHCTEMBbI

1. eLIBRARY.RU - Kpynneiimmuii poccuiickuii nHpopManMoHHbIH mopTan B 00JacTH HayKH,
TEXHOJIOTUH, MEUITMHBI 1 00pa3oBaHus. Pexxum noctymna: www.elibrary.ru;

2. TAPAHT - Cucrema «'”APAHT)» npenocTaBnsieT 10CTym K (eaepalbHOMY U pErHOHATIBHOMY
3aKOHOJATENIbCTBY, KOMMEHTAPUSAM U pa3bsCHEHUSM U3 Beaylmux npodeccuoHanbubix CMU, kHuram u
OOHOBJISIEMBIM SHIMKIONEIUSAM, TUIIOBBIM (hopMaM JOKYMEHTOB, Cy/IeOHOM MpPaKTUKE, MEXTyHAPOIHBIM
JIOTOBOPaM U APYyroil HopMaTUBHON MHpopMaruu. Pexum noctyna: www.garant.ru;

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

13. MaTepuajibHO-TEXHUYeCKOe o0ecnedyeHue TMCIUILVINHBI U TPpedyeMoe MporpaMMHoe
olecrieueHmne

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

13.1.1. MaTepuaJbHO-TEXHHYECKOE H IPOrPaMMHOe o0ecnedyeHne ISl JICKIMOHHbBIX 3aHATHH
Jlis mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIIOBBIX M MHIAWBUYaJIbHBIX KOHCYJIbTALUH, TE-
KYILEro KOHTPOJISL U MPOMEXKYTOUHON aTTeCTAallUU UCIONb3YyeTcs yueOHasi ayIUTOpUs ¢ KOIMUYECTBOM I10-
CaZI0YHBIX MeCT He MeHee 22-24, 000opyloBaHHAs JOCKOM M CTaHAApTHOH yueOHOoIl meOenbo. MMeroTes
JIEMOHCTpaIMOHHOE 000pyA0BaHKUE U yUeOHO-HAITIIIHbIE TOCOOMs, 00eceunBaroIIie TeMaTHIeCKUe Uil -
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JIIOCTpAlUU 110 JICKIHMOHHBIM pa3jciiaM AUCHUILIAHBI.

13.1.2. MaTepHaJbHO-TEXHHUYECKOE H MPOrPaMMHOE o0ecredyeHne I MPAKTHYeCKUX 3aHATHI
Brruncnurtensnas naboparopus / KomnbroTepHsIii kitacc
yueOHas ayTUTOPHsI ISl IPOBEACHHSI 3aHATHI MPAKTUYSCKOrO TUTIA, YICOHAsT ayIUuTOPHS IS TIPO -
BEJICHUS 3aHITHIA 1a00OPaTOPHOTO TUMA
634045, Tomckast obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.
Ornucanue UMEIIErocs 000pyI0BaHUS:
- [I1IBM DX6100M (9 mir.);
- [I3BM INTEL CORE 2 DUO (6 mit.);
- MaranTHO-MapKepHas T0CKa;
- Kommnekr cnenuanuzupoBanHoi yueOHoI mebenu;
- Pabouee mecto mpenoaBares.
[TporpammHoe obecrieueHue:
— 1C:IIpennpusitue 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

JlabGopatopust rpymnmoBoro mnpoekTHoro oOyuenus '"Jlabopartopusi COIMATBLHO-IKOHOMHUYECKUX
npobnem"

yueOHas ayTuTOPHsI ISl IPOBEACHHUSI 3aHATHI MPAKTUYECKOTO TUTIA, YICOHAsT ayIUuTOPHUS IS TIPO -
BEJICHUS 3aHITHIA 1aOOPaTOPHOTO TUMA

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

Ornucanune UMeEIIErocs 000pyI0BaHUSA:

- [I5BM KOMIICTAP (12 mr.);

- MarautTHO-MapKepHas JOCKa;

- Kommutekt crienmanusupoBanHoi yueOHOW Mebenu;

- PaGouee mecto nmpenogaBarens.

[IporpamMMHoOe obecrieueHue:

— 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

13.1.3. MarepuaJbHO-TEXHHYECKOE H MIPOrPaMMHoOe o0ecredyeHne JJIs1 CAMOCTOSITe IbHON padoThl
Jlnst caMoCTOSATEIbHON PabOThl MCTONB3YIOTCS y4E€OHBIE ayIUTOPUU (KOMITBIOTEPHBIE KIIAcChl),
PAacIIONIOKEHHBIE TI0 a/Ipecam:
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- 634050, Tomckast o6macTb, T. Tomck, Jleanna mpocrexr, 1. 40, 233 ayn.;

- 634045, Tomckas obmacts, T. Tomck, yin. KpacHoapmeiickas, a. 146, 201 ayn.;
- 634034, Tomckast obnacTb, . Tomck, Bepmmauna ynuna, 1. 47, 126 ayn.;

- 634034, Tomckast obmacTs, T. Tomck, Bepmmanna ymuma, 1. 74, 207 aya.

CocTtaB 000py/IOBaHUS:

- yueOHasi MmeOerb;

- komneroTepsl kinacca He Hike [I9BM INTEL Celeron D336 2.8['T. - 5 miT,;

- KOMOBIOTEPHI MOJIKIIOUYECHBI K ceTu «/HTepHeT» U 00eCreYnBaroT JAOCTYI B AJIEKTPOHHYIO HH-
(dhopManmOHHO-00pa30BaTEIbHYIO Cpely YHUBEPCUTETA.

[Tepedens mporpaMMHOTO 0OECIICUEHUS:

- Microsoft Windows;

- OpenOftice;

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

- Google Chrome.

13.2. MaTepuajibHO-TeXHHYECKOe oOecredeHne TUCUMIIIMHBI JIS JIMI C OTPAHMYEHHbIMU
BO3MOKHOCTSIMH 310POBbSI 1 HHBAJIN/10B

OcBO€HHE NUCLUIUIMHBI JIMIIAMU C OTPAHUYEHHBIMH BO3MOXKHOCTSMH 370POBbS U MHBAJIHMIAMHU
OCYILECTBIIETCS C UCIIOIB30BAHUEM CPEICTB 00ydeHHs OOIIETO U CHEIMAIbHOIO Ha3HAUYCHHUS.

[Tpu 3aHATHAX ¢ 0OYYAIOLIUMUCS ¢ HAPYUIEHHSIMH CJIyXa [IPEeIyCMOTPEHO UCIOIb30BaHHUE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJIbTUMEIUHHBIX CPECTB U JPYTUX TEXHUUYECKHUX CPEACTB MpueMa/mepena-
i yueOHOM nH(pOpMaIuU B JOCTYMHBIX (hopMax, MOOUILHOM CUCTEMBI IIPENOIaBaHus 11 00yJaroIXcs
C MHBAJIHMIHOCTHIO, MOPTATUBHON MHIYKIIMOHHOW CUCTEMBI. YdeOHas ayIuTOPHsl, B KOTOPOU 3aHUMAIOTCS
oOyyaromyecsi ¢ HapylleHUEM cllyxXa, 000py/oBaHa KOMIIBIOTEPHON TEXHHUKOH, ayIMOTEXHHUKOH, BHUJEO-
TEXHUKOU, SJIEKTPOHHOMU JOCKOW, MYJIbTUMEAUMHON CUCTEMOM.

[Tpu 3aHATHAX C OOYYAIOUIUMUCS ¢ HAPYIIEHUSIMU 3PEHUSAMH [IPEyCMOTPEHO UCIIOJIb30BaHUE B
JICKIIMOHHBIX U y4EOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAICHHBIX 00OBEKTOB (HaIIpUMep, TEKCTa
HAa JIOCKE WM CJaif/la Ha 3KpaHe) MPU MOMOIIY BUACOYBETUUHUTENCH 1151 KOM(GOPTHOTO IPOCMOTpA.

[Tpu 3aHATHAX C 0O0y4YaIOLIMMUCS ¢ HAPYLIEHHUSIMH OIIOPHO-ABUIaTeIbHOIO almapara HCIOJb-
3YIOTCS aJIbTepHATHUBHBIEC YCTPOICTBA BBOAA HH(OPMAIIMU U IpYrHe TEXHUUECKHE CPe/ICTBA IprueMa/mepe-
naun yuyeOHOM MHPOpPMa B JOCTYIHBIX (hopMax, MOOMIIBHOW CHCTEMbI OOYUEHUs UIs JIIOJCH ¢ UHBA-
JUAHOCTBIO.

14. OIIeHO‘lHLIe MaTepHuajJabl  METOAUYECCKUE PEKOMEHIAUHU MO OPraHu3alluv U3yYCHUA
AUCHHUITINHbI

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB U METOANYECKUE PEKOMEH AU
I[JISI OIICHKU CTCIICHU C(i)OpMI/IpOBaHHOCTI/I n ypOBHSI OCBOCHHA SaerﬂJIeHHBIX 3a HHCHHHHHHOﬁ
KOMIIETCHITUI MCTIONB3YIOTCS OIIEHOYHBIE MaTepUalibl B COCTABE:

14.1.1. TecToBble 3aganus

1. Jlate onpenenenne JOKyMEHTHPOBAHUIO:

a) JlokyMeHTHpOBaHUE — ATO MPOIIECC CO3MaHMsI U 0OOPMIICHUS TOKYMEHTOB;

b) JlokymeHTHpOBaHKE — 3aMUCh HHPOPMAITK HA HOCUTEJIE 10 YCTAHOBIICHHBIM ITPaBUIIaM;

¢) JJoxkyMeHTHpOBaHUE — 00ecrieueHrne CBOEBPEMEHHOTO U MTPABUIILHOTO CO3JIaHHSI TOKYMEHTOB;

d) JlokymeHTHpOBaHUE — 3amUCh MHQPOPMAIMKA HA PA3TUYHBIX HOCHUTENSAX IO YCTAHOBJICHHBIM
MpaBUIIaM.

2. Jlate onpeneneHre TOKyMEHTY:

a) JlokymMeHT — 3T0 3adUKCHPOBaHHAS Ha MaTepHAIbHOM HOCHUTeNe MH(OpPMAIUs C PEKBU3UTAMU,
MO3BOJISIONIMMU €€ UACHTU(UITNPOBATE;

b) lokymMeHT — 3T0 3adMKCHpPOBaHHAs HA HOCUTENE WH(OPMAITUS C PEKBU3UTaAMHU, TO3BOJISIOIIUMU
ee UJIeHTU(UIUPOBATh;

¢) JIokyMeHT — 3TO MaTepuaibHBI HOCUTENb ¢ HH(OpMalei, TO3BOMSIONINH ee ACHTU(DUIIUPO-
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BaTh;

d) JoxymeHT — 3TO criocod ¢ukcanuu nHGoOpMaIuy.

3. Uto Takoe opHIMATBHBIN JOKYMEHT?

a) OdunmanbHbIl JOKYMEHT — JOKYMEHT, CO3JIJaHHBIM OpraHU3alluel, JOMKHOCTHBIM JIUIIOM WIIH
TpaXTaHUHOM, O()OPMJICHHBIN B YCTAHOBIIEHHOM IOPSIKE;

b) OdunnanbHbIi JOKYMEHT — IOKYMEHT, IpeJHa3HAUEeHHBIN Ui Nepeadyd APYyroMy JHILYy I0pH-
JTUYECKUMU WK (PU3UYECKUMU JIUIIAMH B YCTAHOBIICHHOM TIOPSIKE;

¢) OdurnmanbHBIA JOKYMEHT — TOKYMEHT, CO3/IaHHbIN, 0()OPMJIICHHBIN U YIOCTOBEPEHHBIN B yCTa-
HOBJICHHOM TOPSAKE JJI1 MHOTOKPATHOTO MCTIOIb30BaHUS.

d) Her nmpaBunsHOTO OTBETA

4. Yo TaKkoe 3JEKTPOHHBIN JOKYMEHT?

a) DJIEKTPOHHBIN TOKYMEHT — 3TO IOKYMEHT, MH(pOpMalusg KOTOPOTO MpeAHa3HaYeHa AJisl repena-
YU IPYTOMY JIHILY;

b) DAEKTpOHHBIA MTOKYMEHT — 3TO O(UIMAIBHBIA JOKYMEHT, TIPEICTABICHHBIN B 3JIEKTPOHHOM
opme;

¢) DNEeKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HUH(OpMallKs KOTOPOTo MpeACTaBlieHa B AJIEKTPOH-
HOU (opme;

d) DHeKTpOHHBIH MOKYMEHT — 3TO OQUIHMAIBHBIA JOKYMEHT, NPEICTABICHHBIN B 3JIEKTPOHHOM
dbopMe mocie ero MoANUCAHMs JOKHOCTHBIM JIUIIOM B TOPSIIKE, YCTAaHOBIEHHBIM 3aKOHOAATEIIECTBOM
PO.

5. Uto npencrasinseT coboit opopmieHne 10KyMmeHTa?

a) OdopmiieHre JOKyMEHTa — 3TO MMPOCTABJICHUE HA TOKYMEHTE HEOOXOIUMBIX PEKBU3HUTOB;

b) OdopmieHne T0KyMEeHTa — 3TO COTJIACOBAHHUE JJOKYMEHTA, MMOAMMCAHUE TOKYMEHTA;

¢) OdopmieHue TOKyMEHTa — 3TO MPOCTaBICHHE PEKBU3UTOB JJISi OPTaHU3ALMM ONEPATUBHOIO
MOMCKA JOKYMEHTOB;

d) Her mpaBunsHOTO OTBETA.

6. Uto npencrapisieT coboil cuctema JOKyMEHTaIuu?

a) ITox cucremoii TOKyMEHTAI[M! TOHUMAETCS] COBOKYITHOCTh JJOKYMEHTOB, ITPEeIHA3HAYEHHBIX JJIs
o0ecreveHus 1 peryIupOBaHUs ICATEILHOCTA OPTaHOB BIACTH, YUPEKIACHUHN, IPESIIPUITUIA U OpTaHu3a-
LM

b) Cucrema qOKyMEHTAIIUH MPEACTABISET COOOM COBOKYIMHOCTh JOKYMEHTOB, B3aUMOCBS3aHHBIX
[0 TpHU3HAKaM TMPOUCXOXKIEHUS, Ha3HAuUeHUs, BUAa, cepbl NeATeIbHOCTH, €AUHBIX TPEOOBaHUN K HUX
odopmiieHuIo;

¢) Cucrema JOKyMEHTAIMH TPECTABIIAET COOON KOMILIEKC B3aMMOCBSI3aHHBIX JOKYMEHTOB, B KO-
TOPBIX MOCIIEAOBATEIBLHO OTPAXKAETCS ACSITEIBHOCTh OTPACIIM FOCYIAPCTBEHHOTO YIIPABICHUS;

d) Cucrema JOKyMEHTAallMH MPEACTABISET COOONH COBOKYIHOCTh IOKYMEHTOB, B3aUMOCBSI3aHHBIX
O MPU3HAKAM Ha3HA4YeHUsl, CPEPHI ICATEIHLHOCTH U SIMHBIX TPeOOBaHUN K UX 0(hOPMIICHHIO.

7. KakoBbI 3Tambl NOATOTOBKU PACOPSAIUTEIBHOTO TOKYMEHTa?

a) OTO COIIaCOBAaHUE JIOKYMEHTA, NOANNCAHUE JOKYMEHTA;

b) 310 U3yUyeHue ynpaBIeHYECKOro BOIPOCa, MOJArOTOBKA MPOEKTA PACTIOPSIIUTENHHOTO JOKYMEH -
Ta, COTJIACOBAHUE JOKYMEHTA, MOAMUCAaHUE JOKYMEHTA;

¢) OTO M3ydeHHE YIPaBJIEHYECKOro BOMpOCAa U MOATOTOBKA MPOEKTAa PAaCIOPSAUTEIHHOIO JIOKY-
MEHTAa;

d) DOto M3yueHWe yIpaBIECHYECKOTO BOMpoca, chepbl MeATeTbHOCTH, CIUHBIX TpeOOBaHUN K
0(OPMIICHHUIO U TIOJrOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.

8. Kak BeneTcst Hymepanusi IpruKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

a) [1o mopsAKy ¢ MOMEHTa CO3/laHUs OPraHU3alMU, HO OTJIEIBHO OT MPUKA30B MO JIMYHOMY COCTa-
BY;

b) B npenenax mecsiia, HO OTAENBHO OT MPUKA30B MO JTUYHOMY COCTABY;

c¢) [oapsia B npenenax puHaHCOBOIO ro/la, COBMECTHO € MPHUKAa3aMU IO JUYHOMY COCTaBY;

d) [Mompsin B mpenenax GUHAHCOBOTO rojia, HO OTAEIHHO OT MPHUKA30B 10 JIMYHOMY COCTaBY.

9. Kak ocymiecTBiIsieTcs CoriiacoBaHue JTOKyMeHTa?

a) CornacoBaHue OCYIIECTBIISICTCS TyTeM BU3UPOBAHUS WM TIPOCTABJICHHS rpruda cormacoBaHus;

b) IlpoBoauTcs oneHka mpoekra oGUIUATBHOTO JOKYMEHTa 3aMHTEPECOBAHHBIMH OpTaHHU3AIIH -
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MU, TOJKHOCTHBIMH JIUI[AMH, CTICIIUATHCTAMHU. ;

¢) [lonHOCTBIO MOATOTOBNIEHHBIE MPOEKTHI JOKYMEHTOB MPECTABIISAIOTCS HA COIJIACOBAHUE JOJIK-
HOCTHBIMHU JIUI[AMU, CTICIIUATTICTAMH,

d) JlokyMeHTBI BCTYNAaIOT B CHJIy C MOMEHTA UX COTJIACOBAHMS U JIOBEACHUS J0 CBEJICHUS MCIIOJ-
HUTEJIS.

10 . 3 xakux ABYX 4acTel COCTOUT TEKCT JOKYMEHTOB?

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBoaHO# 1 OCHOBHOIA;

¢) OCHOBHOM U pacoOpsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsauTeIbHOM.

11. Kakoil TOKyMEHT COCTaBJISAETCS KOMUCCUEN MPH BBIJIEIEHUN JOKYMEHTOB K YHUUTOXKEHHIO?

a) AxT;

b) CrpaBka,;

¢) JlokmagHas 3ammcka;

d) OOBsicHUTEIbHAS 3aITHCKA.

12. Ha xakoM JOKyMEHTE HE YKa3bIBA€TCSl Ha3BaHUE BUJA JOKYMEHTA?

a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BaHHUE BHUJIA JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE YKa3bIBAaCTCSl HA3BaHHUE BUA TOKYMEHTA;

c¢) Ha 6nanke odunmansHOTO MUchMa HE YKa3bIBACTCS Ha3BAaHUE BHUJIA JOKYMEHTA,

d) Ha Gmanke pemeHus He yKa3bIBaeTCsl HA3BaHUE BHUJIA IOKYMEHTA;

13. Ha GnaHkax TOKyMEHTOB HETOCYIAPCTBEHHBIX CTPYKTYP MPOCTABISACTCS:

a) ['ocynmapctBenHslii rep0 PO;

b) 'ep6 cyonekra PO;

¢) sMOJemMa opraHu3alliy Wix TOBAPHBIN 3HAK;

d) ToBapHbIii 3HAK.

14. K opraHu3alluOHHBIM TOKYMEHTaM OTHOCSIT:

a) MOJIOKEHUE, YCTaB, MPUKA3, CTPYKTypHAs U IITaTHAS YUCIEHHOCTh, MHCTPYKIIUS, TOTOBOP;

b) monoxkeHue, ycras, akT, CTPYKTypHas ¥ IITaTHAsI YUCICHHOCTh, MHCTPYKIIMS, IOTOBOD;

C) TMOJIOKEHHUE, YCTaB, MIPHUKa3, IPOTOKOJ, CTPYKTYPHAs U IITaTHAS YUCIEHHOCTh, UHCTPYKIIUS, J10-
TOBOD;

d) monosxeHue, ycTaB, periiaMeHT, CTPYKTYPHAsI U IITaTHAS YUCICHHOCTh, MHCTPYKITUS, JIOTOBOP.

15. JIBm>keHue JOKYMEHTOB B OPraHMU3alMM C MOMEHTA UX CO3JIaHUs WM MOJTYYEeHHUs 10 3aBepliie-
HUS UCTIONH30BAHMSI MU OTIPABKU HA3BIBACTCS:

a) JlokymeHT0000pOTOM;

b) [ToTrokOM TOKyMEHTOB;

¢) O6paboTKOI JOKYMEHTOB;

d) Peructpanueii noxymeHTa.

16. Peructpaiuu noasieskatr JOKyMEHTbI

a) Bxopsmue;

b) Ucxonsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYyMEHTOB.

17. Yto Takoe HOMEHKIATypa aen?

a) Homenknarypa ien — 3To Bce JOKYMEHTHI Ha MPEANPUITHH;

b) Homenkmarypa e — 370 cuCTeMaTU3MPOBAHHBIN MEPEYCHb 3aBOAMMBIX B OpTaHHU3AIUH JIENT C
YKa3aHHUEM CPOKOB UX XpaHEeHHsI, 0)OPMIICHHBIN B yCTaHOBJIEHHOM MOPSIKE;

¢) Homenknarypa men — 3To JOKYMEHTHI, TPEOYIOIIe UCTIOTHECHHS,

d) Her nmpaBunsHOTO OTBETA

18. B mokymenTtax, ohOpMJICHHBIX Ha ABYX U 0OJee TUCTaX HOMEpa CTPaHUI] MPOCTABIISIOTCS. . .

a) Co BTOPOIf CTpaHUIIBI B BEPXHEM MPABOM YTy TIOJIS JIUCTA apaOCKUMU Iudpamu;

b) Co BTOpO#i CTpaHHIIBI TOCEPEIMHE BEPXHETO MOJIA JIMCTa apabCcKuMu Iudpamu;

¢) Co BTOPOIi CTpaHUIIBI TOCEPEINHE HUYKHETO TOJIS JTUCTa apabCcKuMu 1udpamu;

d) ITocnenoBaTenbHO Ha KaX/10i CTpaHUIIE B IPABOM HUKHEM YIITy apaOCKUMHU IUPpamMHu.

19. Kakue cBeneHust coaepkarcsi B TpyIOBOM KHUKKE?
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a) TpynoBasi KHMKKA OTHOCHTCSI K YHCIY OCHOBHBIX JJOKYMEHTOB, TIOATBEPKAAIONMINX OO, He-
MIPEPHIBHBIN U CHIEIUATBHBIN CTaXK PaOOTHI;

b) TpynoBast KHH)KKa SIBIISICTCSI OCHOBHBIM JJOKYMEHTOM IO YYETy MepCOHaNIa MPEeAIPUATHS, KOTO-
pasi 3aBOJIUTCS Ha BCeX paOOTHUKOB MPEANPUSATHS, IPUHATHIX HA MOCTOSHHYIO WM BPEMEHHYIO padoTy;

¢) TpynoBasi KHMXKKa TPEACTABIISET COOOM COBOKYIMHOCTh JOKYMEHTOB, COJCPKAIIUX CBEICHUS O
paboOTHUKE;

d) Het nmpaBunbpHOTO OTBETA.

20. AkTbl, muchbMa, (aKChl, CIIPABKH, JOKJIATHBIE 3aITUCKH OTHOCSTCS K:

a) OpraHM3alMOHHBIM JOKYMEHTAM MPEANIPUATHS;

b) pacriopsiANTEILHBIM JOKYMEHTAM TPEIITPUATHUS;

C) IOKyMEHTaM 110 JTJUYHOMY COCTaBY MPEANPUATHS;

d) nadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEAIPUSITHS.

14.1.2. Jxk3aMeHallMOHHbIE BONPOCHI

. JIOKYMEHT U €ro MECTO B CUCTEME YIPABICHUS
. HopmaTuBHO-MeTOAMYECKHE aKThl, pETJIAMEHTUPYIOIINE CO3AaHNUEe U O(POPMIIEHUE TOKYMEHTOB.
. JIoKyMeHTOBe/IeHUE KaK Hay4Hasi AUCLUIUIMHA: 00BEKT, IPEAMET, OCHOBHbBIE METO/BI.
. [lonsiTue «uHpOpMaLKs» U €ro pa3BUTHE.
. IloHsiTHE «IOKYMEHT» U €TO Pa3BUTHE.
. O61mue u yacTHble QYHKIUU TOKYMEHTA.
. Crioco0Obl TOKyMEHTUPOBAHUS U UX PA3BUTHE.
. [lonsiTue cayxeOHOro TOKYyMEHTUPOBAHUS U TPEOOBAaHUS K JOKYMEHTAM.
. Ilops ok perynupoBaHus, COTJIACOBAHUS U NOAIMCAHMSI YIIPABIEHYECKUX JOKYMEHTOB.

10. CymHocTh yHU(PUKALMKY U CTaHAApTU3ALUU YIIPABIEHYECKUX IOKYMEHTOB.

11. IlpaBuna opopmieHus ciyKeOHbIX TOKYMEHTOB.

12. PekBU3HTHI U UX NIpEAHA3HAYCHHUE.

13. O6mmue TpeboBaHus K JOKYMEHTHPOBAHUIO YIIPABICHUECKON AEATEIIbHOCTH.

14. Cocras, conepkaHue 1 0COOEHHOCTH peain3aluu TpeOOBaHHUM K pacloiIokKeHHo 1 oopmiie-
HUIO PEKBU3UTOB IOKYMEHTOB.

15. CtpykTypH3anusi TEKCTOB YIIPaBICHYECKUX JTOKYMEHTOB.

16. Bunpl yHu(pUIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH 0(opMIIeHHs TpadapeTHOro TeKCTa, AaHKEThI
Y TaOJIUIIBI.

17. TpeGoBaHUs K COAECPIKAHUIO, CTPYKTYPE U CTUJIIO M3JI0KEHHUS YIIPABICHUECKUX JOKYMEHTOB.

18. Opranu3zanmoHHO-pacnopsauTeNbHas JokyMeHTaus. OCHOBHbIE BUABI YIPABICHUECKUX J0-
KYMEHTOB.

19. MudopmanronHo-cripaBoyHast JokyMeHTausl. OCHOBHBIE BH/IbI

20. IIpaBuna v cTUIIb HAIIMCAHUS JEJI0BOIO IIMChMA.

21. Buzpl 1e10BOro nuchMa.

22. OcoOEHHOCTH MEPENUCKU C MHOCTPAHHBIMU apTHEPAMHU.

23. Buibl TOTOKOB IOKYMEHTOB M CTaIMHM UX 00paOOTKH.

24. Peructpanuust JOKyMEHTOB.

25. KoHTpOoIb UCIOJHEHUS JOKYMEHTOB.

26. Homenknartypa Jies1 ¥ uX popMUpOBaHHE.

27. OdpopmieHue aei.

28. XpaHeHue z1e1 U MOPAJOK CIa4d UX B apXUB.

29. IloHsTHE “2€KTPOHHBIA JOKYMEHT B UH()OPMALIMOHHON CUCTEME OpraHU3aluu.

30. TepMHUHOJIOTHS, UCTIONb3YyeMasi B CUCTEMAaxX 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

31. 3amauu cucteM IEKTPOHHOTO JOKYMEHTOO000POTa.

32. YnpasieHue 3eKTPOHHBIMY JOKYMEHTaMHU.

33. Knaccuduxamus cucteM 3JIeKTPOHHOTO TOKYMEHTOO0O0pOTa.

34. TloaxoAb! K CO3IaHUIO CUCTEM SJIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

35. Dtanbl BeIOOpa ¥ BHEIPEHUSI CUCTEMbI aBTOMATH3ALMH.

36. IIpo6nemMbl IpaBoOro peryaupoBaHus 3JEKTPOHHOTO JOKYMEHTO000pOTa.

37. Drarbl pa3BUTHSA JOKYMEHTO000pOTA.

38. IloHATHS, NPUHLUIIBI U OCOOEHHOCTH MOCTPOEHUSI ABTOMATU3UPOBAHHBIX CUCTEM KOHTPOJIS

O 01N DN B~ W~
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ucnonHenus TokymeHToB (ACKU /).
39. CucreMsl AIIEKTPOHHOTO TI0KyMeHTooOopoTa. Obmue nonoxxenus. Haznauenus CO/I,
40. OcHOBHBIE CBOICTBA CHCTEM 3JIEKTPOHHOTO IOKyMEHTOO0OPOTA.
41. OcHOBHBIE TEXHOJIOTUHU PabOTHI ¢ JoKyMeHTamMu B CO/I.
42. O0mas ki1accuuKaIys CUCTEM AIIEKTPOHHOTO JOKYMEHT0000pOTa.

14.1.3. Tembl 10KJI210B

TeMbl 17151 KOHTPOJISI CAMOCTOSTEIHHOIO U3yYEHHUSI TEM TEOPETUUECKON YacTu Kypca

1. McTopust pa3BUTHS FOCYJApCTBEHHOW CUCTEMBI JEJIONPOU3BOICTBA

2. [IpakThka opranuzanuu AeJ0NpPOU3BOJICTBA B rocyiapcTBax JpeBHero mupa

3. CnocoOsbl puxcupoBaHus U neperadyd MHGopMaluy B rocyrapcTax JpeBHero mupa

4. Ucropus pa3BUTHUS rOCYIapCTBEHHOM CHUCTEMBI JIe10Npon3BocTBa B Poccuu.

5. PexBu3uTHI CTONO1I0BOM (hOPMBI J1€IONPOU3BOICTBA, POLIEAIINE YepPe3 BeKa U OCTaBIINECS B

JIOKyMEHTaX HaIllUX JHEH.

6. Posib JOKyMeHTa B KHU3HH YelloBeKa U O0ILecTBa.

7. MeTopl uccleIOBaHus JOKYMEHTOBEAUYECKUX TIPOOIIEM.

8. HayuHo-ncTOpruecKkas ¥ pakTu4ecKas IeHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cpepe IpaBa U yIpaBICHHUS.

10. BnusiHue Hay4HO-TEXHUYECKOH PEBOJIIOLIMY Ha Pa3BUTHE JOKYMEHTA.

11. Pa3zButre Gpopmymspa 10KyMEHTA.

12. 3akoHO#ATENBHBIE aKThI, HOpMaTUBHbIE MaTepuanbl X VI — Havana XX B.

13. 3akoHO/aTENIbHBIE aKThl 1 HOPMAaTUBHbBIE JOKYMEHTHI PO.

14. Yauduxauus u cTaHAapTU3aLUs YIPABICHYECKUX JOKYMEHTOB.

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

16. IlonsiTue 0 JOKYMEHTOOOOPOTE MPEAIPUATHS

17. Opranusanus padoThl ¢ BXOAAIUMH JOKYMEHTaMH

18. Opranuzaiust pabOThI ¢ UCXOASIIUMH IOKYMEHTAMU

19. OcoGeHHOCTH OpraHu3aluyu paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMU

20. oxyMeHTO000pOT B MH(DOPMAITMOHHOM 00€CTICUEHUHN YIPABJICHUS M €T0 COCTABHBIC YaCTH.

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

22. O030p OCHOBHBIX CHUCTEM IEKTPOHHOI'0 JOKYMEHTOOOOpOTA. Mpe/cTaBIeHHbIX B Poccuu u 3a
pyOexKoM.

24. AHanu3 BHEAPEHUsSI CUCTEM DJIEKTPOHHOTO JIEJIONPOU3BOICTBA U JIOKYyMEHTO000pOoTa

25. IloHsiTE IEpCOHANIBHBIX JAHHBIX.

26. JlIokyMEeHTUpOBaHUE TIpUeMa IpaxkJiad Ha padboTy. 3. CTpyKTypa NepCOHAIbHBIX JaHHBIX.

27. JlokymMeHTHpOBaHHE MpHeMa Ha padOTy PYKOBOJSAIIETO COCTaBa, CICIHAIMCTOB, HAYYHBIX W
JPYTUX KaTeropuii pabOTHUKOB.

28. JlokymeHTHpOBaHUE MpreMa Ha padoTy Jull, GyHKIIHMOHAIbHbIE 00SI3aHHOCTH KOTOPBIX CBSA3a-
HbI C BJIaJIeHUEeM KOH(UIeHIINaNbHOM nHpopMaLuei.

29. IlinanoBast KaapoBasi JOKyMEHTALIHSI.

30. CocTaB 1OKyMEHTOB, HEOOXOAUMBIX JUIsl TpHEeMa Ha paboTy.

31. KoHTpOJIb TOCTOBEPHOCTH NEPCOHAIBHBIX JOKYMEHTOB.

32. JIokyMEHTHpOBaHUE MEPEBOIA COTPYIHUKOB Ha JIPYTYIO paboTy.

33. JlokymMeHTHpOBaHHUE MPOIEAYPHI MOOMIPEHUS PAOOTHHUKA.

34. YueTHast fOKyMeHTaLusl.

35. JoKyMEHTHUPOBAHHUE MTPOLIEAYPHI TPUMEHEHUS JUCHUIUIMHAPHOTO B3bICKAHMSI.

36. JlokyMeHTalMs [0 yyeTy pabodero BpeMEeHU U pacyeToB C [IEPCOHAIIOM I10 OIUIaTe Tpya.

37. JlokyMeHTHpOBaHUE TIPOLIECAYPHI YBOIHHEHUS 110 MHUITHATHBE paOOTHHUKA.

38. OTueTHast ¥ OTYETHO-CIIPABOYHAS TOKYMEHTALMSI.

39. JlokyMmeHTHpOBaHUE POLECAYPHI YBOIHHEHUS 110 HHUITHATHBE padOTOAATEIIS.

40. ITonarue nepcoHayIbHBIX JaHHBIX. CTPYKTypa NEPCOHAIBHBIX JaHHBIX.

41. Ilpuka3 06 yBoJIbHEHUU PaOOTHHUKA.

42. Ocob6eHHOCTH YBOJbHEHHS paOOTHHKA, 00Jaa0Iero 3HaHHeM KOH(GUACHIIMATBLHOU UH(OP-
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Malliy OpraHu3aIiu.
43. ®opMHUpPOBAHUE JIMYHOTO JIEJIA.
44. ITnanoBas KaapoBas JOKyMEHTaLIUs.
45. BeneHnue 1 XpaHEHUE JTUYHOTO JIeJa.

14.1.4. Tembl 0IPOCOB HA 3aHATHAX

[TonsiTue, ey U 3a7a4u U3y4aeMon JUCIUILIUHBL. Pa3BUTHE U CTAaHOBJICHHE JICIIONPOU3BO/ICTBA B
Poccun. Opranmsanus 1e1onpon3BOJCTBA HA MPENNPUATHSIX. 3HAYCHUE U MECTO JOKYMEHTOB B CHCTEME
yIpaBIeHUS

[ocynapcTBeHHOE perympoBaHie, HOPMAaTHBHO-TIPABOBAs M METOMYECKasi OCHOBA JJOKYMEHTAI[H-
OHHOTO oOecrieueHus ynpasineHus. CyIIHOCTh, HAMPAaBJICHUS U BUABI TOCYIAPCTBEHHOTO PETYIUPOBAHUS
JOKYMEHTAI[HOHHOTO OOECTICUCHHUsI YIpaBJICHUS, Ha3HAaYeHHWE, OCOOEHHOCTH M COOTHOIICHHE HOpMa-
TUBHO-TIPABOBOTO U METOAMYECKOTO peryaupoBanus. CocTaB ¥ CTPYKTypa HOPMaTHBHOM, IPaBOBOM U Me-
TOJMYECKON OCHOBBI IOKYMEHTAITMOHHOTO 00ECTICUeHHs YIIPaBJICHHUS, HAIIMOHAIBHBIX M JIOKAJIbHBIX HOP-
MaTHUBHO-METOAMYECKHUX TOKYMEHTOB. YHUDUKAIMS U CTAaHAAPTH3AIMS.

TpeboBanus k 6mankaMm 10KymMeHTOB. [lopsmok pa3pabotku 6mankoB. O0mme TpeOOBaHUA K JOKY -
MEHTaM, H3TOTOBJIIEMBIM C IOMOIIBIO TEXHHYECKHX cpelacTB. OcoOEHHOCTH O(OPMIIEHUS OTAEIbHBIX
PEKBU3UTOB.

[TpaBuna odopmiieHUs: JOKYMEHTOB, COCTaB U Ha3HA4YE€HUE PEKBU3UTOB. PONb M BUABI YIIpaBIICH-
YECKUX JOKYMEHTOB.

Cocras, pacroyiokeHue 1 npaBuia 0hOpMICHHUS PEKBU3UTOB OTJECIbHBIX BUIOB OPTaHU3AIIMOHHO-
MPaBOBBIX, PACTIOPSAUTENBHBIX U HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

3HaYeHHe KaJIPOBBIX JOKYMEHTOB. COCTaB U BHJIbI JOKYMEHTALIMU 10 JUYHOMY cocTaBy. [IpaBuia
WX coCTaBjieHHS. YHUUIUpPOBaHHBIE (opMbl HOKyMeHTOB. [Ipukas. OdopmieHue npuema Ha padoOTy.
[TepeBon Ha npyryro paborty. [IpenocraBnenue ormycka. YBojabHeHue ¢ paboTel. JInuHoe 3asBieHue. Xa-
paktepuctruka. CocTaBHBIC YaCTH XapaKTEPUCTHKH, IPaBUIIa OQOPMIICHHUS

[TonsiTHE «AO0KYMEHTOOOOPOT» U ero pazButhe. OCHOBHBIE ITPAaBUiIa OPraHU3ALUU JOKYMEHTO000-
pota B opranu3anuy . Cxema JIBIKEHHS M TEXHOJIOTHSI 00pabOTKM TOKYMEeHTOB. [[oHSATHE TOKYMEHTOIIO-
TOKa, €r0 CTPYKTypa, MOKa3aTelld OIEHKU JOKYMEHTONMOTOKA. JKU3HEHHBIH UK JoKyMeHTa. KoHTpob
UCTIOJIHEHUSI TOKYMEHTOB.

OcHOBHBIE HOPMBI U TIpaBUIIa 0OPMIICHHS padoT, BBIOIHAEMBIX CTYJJCHTaMH B Ipolecce o0yde-
HUs, ¢ yuyeToM TpeboBaHUN oOpa3oBarenbHOro crangapra Byza OC TYCYP 02-2013 (CTO
02069326.1.02-2013) - PaboTsl cTyaeHYECKHE MO HANPABICHUSAM MOATOTOBKU U CHEIMATBLHOCTSIM T'yMa-
HUTAPHOTO NMPOoPuIIs

Homenknarypa aen. [lopsiiok cocTaBieHHsS U yTBEPKACHUS HOMEHKJIATYpHI Jell. YCTaHOBJICHHE
cpokoB xpaHeHus nen. @opmupoBanue n opopmiieHue aen. OpraHu3amnus ONEPaTHBHOTO XPAHEHUS JIEI.
OkenepTu3a eHHOCTH J0KyMeHToB. Odopmienue nen. Ilopsiok nepenaun TOKyMEHTOB Ha XpaHEHUE B
apXWB.

OcHOBHBIE 331241 OpraHU3alMU JIEKTPOHHOTO JOKyMEeHT0000poTa. CHCTEMBI 3JEKTPOHHOTO J10-
kymeHToob6opota COJI. Dranbl pa3zButus, kiaccel, HazHadeHne COJl, OCHOBHBIE CBOWCTBA CUCTEM DJICK-
TpPOHHOTO AoKyMeHTooOopoTa. OcHoBHbIe TUNBI COJl. Ocobennoctu opranuzauuu COI. Cuctemsl smex-
TPOHHOTO TOKYMEHTOO0O0POTa, MpecTaBlIeHHbIe B Poccuu.

14.1.5. Bonipocsl 1J1s1 NOATOTOBKH K MPAKTHYECKHM 3aHATHSAM, CEMUHAPaAM

TpeboBanus k 6maHKam JOKyMeHTOB. [10ATOTOBKA K COCTaBICHHUIO JOKYMEHTOB. CXEMBbI pacmoio-
KeHHsl 1oKyMeHTOB. CocTaBienue GpopmyisipoB HoKyMeHTOB. OOmuii 61aHK. biaHk KOHKpeTHOro BUaa
JIOKyMeHTa. biaHk nucema.

O6mmue TpeboBanus k odhopmieHHio Tekcta otyeta. OQopmiieHue TUTYABHOIO JINCTA, PUCYHKOB,
Ta0JIUII, CIIUCKA UCTIONIE3YEMbIX HCTOUHUKOB

[TpaBuna cocraBiaeHust U 0GOPMIICHHS OPraHU3AIMOHHO-PACTIOPSAUTEIbHBIX TOKYMEHTOB (yCTaB,
MOJIOKEHUE, IITATHOE PAaClUCaHUe, MHCTPYKIUS, TPUKA3, paCOpsLKEHUE, PEIICeHHE, MPOTOKOJ, TOCTaHOB-
JICHUE)

[TpaBuna coctaBieHus ¥ OQopMIICHUS HH(DOPMANMOHHO-CIPABOYHBIX JIOKYMEHTOB (J€I0BOE
MUCHMO, JOKJIaJHAas U cay»eOHas 3alluCKU, aKT, CIIpaBKa, U JIp. )

[TpaBuna coctaBiieHus: U 0hopMIICHUS KaAPOBOM JOKYMEHTAINH (3asiBIICHUE, XapaKTEPUCTHKA, aB-
ToOuorpadus, pestoMe, MPUKas3bl M0 JIUYHOMY COCTaBY, TPYAOBOM J0roBOp (KOHTPAKT O Ha3HAYEHUU Ha
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JOJDKHOCTB), IMYHAs KapTouka pabOTHHKA, Ta0elb ydeTa pabodyero BpeMeHH U Jp. )

[Tomxoapl K CO3MaHUIO CHCTEM AJIEKTPOHHOTO JIOKYMEHTOOOOpoTa. TpeboBaHus K cucTeMaM. JTa-
bl BBIOOpA CHCTEMBl aBTOMATHU3aLMU. JTalbl BHEAPEHHsI CUCTEMBI aBToMaTH3auuu. CUCTEMBbl aBTOMATH -
3allid JOKYMEHTOMOTOKa. CUCTEMBI 3JIEKTPOHHOTO TOKYyMEHT0000poTa. OCHOBHBIE TEXHOJIOTHH PabOTHI €
JnoKyMeHTaMHu. OCHOBHBIE CBOWCTBA CHCTEMBI 3JIEKTPOHHOTO T0KyMeHTooOopoTa. OcHoBHBIE TUIBI CO/1.

Homenknatypa aen. Buasl HomeHknatypsl. @opmupoBanue aen. OpraHu3anusi XpaHEHHs JT0KY-
MEHTOB Ha npeanpuatuu. IloaroroBka 10KyMEHTOB K Ca4Y€ B apXUB.

14.2. TpeOoBaHMS K OLIEHOYHBIM MATEPHAJIaM /JIsl JINI C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310POBbSI 1 HHBAJIH/I0B
st nui ¢ orpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbSI M1 MHBAJIMJIOB MPEAYCMOTPEHBI JOTMOIHU -
TEJIbHBIC OLICHOYHBIE MaTepUaJIbl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuiie 14.
Tabmuua 14 — JlomoMHUTENBHBIE MaTepHallbl OIICHUBAHUS ISl JIUIl C OTPAHUYCHHBIMH BO3MOXXHOCTSIMU
3JI0pPOBbsI 1 HHBJIHJIOB

Kareropuu Bubl TONIOTHUTETBHBIX OLIEHOYHBIX ®opMbI KOHTPOJISL M OLICHKH
oOyyaronuxcs MaTepuaioB pe3ynbTaToB 00y4eHHUS

TecTbl, MUCEMEHHBIE CAMOCTOSITEIIbHBIC
paboTHI, BOIIPOCH! K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI

C napyumeHusMu
ciryxa

[TpeumyIieCTBEHHO MUCHMEHHAS
npoBepKa

C mapymenusasmu | CobeceoBanme 1Mo BOIpocam K 3a4ueTy, | [IpenmyinecTBeHHO yCTHas MTPOBEpKa

3peHus OIIPOC 10 TEPMUHAM (MHOUBUYaJIbHO)
C napyumeHusMu Pemenne qucTaHIIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OThI, MUCbMEHHbIE | [IpenMylecTBeHHO AUCTaHIMOHHBIMU
JBUTATEJILHOTO CaMOCTOsITENIbHbIE PaOOTHI, BONPOCHI K METOJAMHU
anmapara 3a4eTy
C orpanunuenusiMu 1o | TecTsl, TUCbMEHHBIE CAMOCTOSITEIILHBIE [IpenmyiiecTBEHHO NPOBEPKa
00IIeMeTUITTHCKIM paboThl, BOIIPOCHI K 3a4ETY, METOZAMH UCXOJISl U3 COCTOSTHUS
MOKA3aHUAM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI | 00Y4aroLIerocss HA MOMEHT IPOBEPKU

14.3. MeTtoauueckue peKoMeHAAIMH M0 OLeHOYHBIM MaTepHAaJIaM JIsl JUI ¢ OTPAHUYEeHHbIMHU
BO3MOKHOCTSIMU 3/10POBbsI 1 HHBAJIN/I0B

Jis aMil ¢ OrpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBbS M MHBAJIUIOB HPEAyCMaTPUBACTCS J10-
cTymnHas ¢popMa NpeoCTaBIeHUS 3aJaHU OIIEHOYHBIX CPEJICTB, @ UMEHHO:

- B IleyaTtHo# (opme;

- B IIeYaTHOW (hopMe ¢ YBEITHUYEHHBIM HIPUPTOM;

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- METO/IOM YTEHUS ACCUCTEHTOM 3a/1aHUs BCIYX;

- IIPEJOCTABIICHUE 3a/1aHUs C UCIIOJIb30BaHUEM CYPIONIEPEBOA.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMU 3/I0POBbSI M MHBAIHIAM YBEIHYUBACTCS BpeMs Ha
HOJI'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. I TakKMX 00y4aromuxcs MpeycMaTpruBaeTcs: JOCTYII -
Hast popmMa MpeoCTaBICHHS OTBETOB HA 3a/1aHUs, & IMEHHO:

- MUCbMEHHO Ha Oymare;

- HaOOp OTBETOB Ha KOMIIBIOTEPE;

- Ha0Op OTBETOB C UCIOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- IIPE/ICTaBIEHNE OTBETOB YCTHO.

[Tponienypa orieHHBaHUs pe3yIbTATOB OOYYEHMS JIMIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbs M1 MHBAIHJIOB IO JUCHIHUIUIMHE TPEITyCMaTPUBACT MPEIOCTaBIeHne HHpopManuy B popMax, aJaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 370POBbS U BOCIPUATHS HH(POpMALIUK:

JL1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [le4aTHOU (hopMe yBETNYEHHBIM HIPUPTOM.

JLst 1M1 ¢ HAapYLIeHUusIMH cJIyXa:
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- B (hOpMeE IIIEKTPOHHOTO TIOKYMCHTA;

- B IIe4aTHOU hopme.

J1J1s1 JIMI ¢ HAPYIIEHUSIMH OTIOPHO-IBHIaTeJILHOTO anmapara:

- B ()OpME IJIEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHoOU hopme.

[Tpu HEOOXOMUMOCTH ISl JIUIL C OTPAaHUICHHBIMH BO3MOXKHOCTSIMU 37I0POBbS 1 HHBAIUIOB TPOIIE-
Jypa OLIEHUBAHUS PE3yIETATOB O0YICHHSI MOXKET TIPOBOIUTHCS B HECKOIBKO 3TAIIOB.
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