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

PABOYA S [TPOT'PAMMA JNCHUITJIMHD
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 00ydeHHs: 3a09HAS

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: menem:kmenta, Kadeapa menem:kmenra

Kypc: 4

Cemectp: 7, 8

Y4eOus1ii man Habopa 2016 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpEMCHU

Ne Buapl yueOHO A€SITEIBHOCTH 7 cemecTp 8 cemectp Bcero J2B107080%000
1 |Jlekuumn 2 2 4 4acoB
2 |IIpakTHueckue 3aHATHS 4 4 8 4acoB
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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 3uB®

3aBenyromnuii BeITycKaroIen kag.
MEHEDKMEHTA

OKCIEPTHI:

JouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA)

JouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA)
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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).

[TpenmecTBYONMMEI AUCHUTUTMHAMH, (POPMUPYIOMIMMU HadajdbHBbIE 3HAHUA, ABIstoTcsa: Kampo-
BBl yueT, OCHOBBI OpraHu3anuu Tpyaa, [IpakTuka mo moxydeHu o NepBUYHBIX TPO(HECCHOHAIBHBIX yMeE -
HUH ¥ HaBBIKOB, [IpakTHka Mo moyiydeHuto npodeccruoHanbHbIX YMEHUHN U ONbITa MPO(heCcCHOHANBHOM Jie-
ATENbHOCTH, PermaMenTanus 1 HOpMUpPOBaHUE TPY/A.

[TocnenyromumMu TUCIUIUIMHAME SBIISIOTCS: 3allUTa BBIMTYCKHON KBaTU(DUKAIIMOHHOW pPabOTHI,
BKJIIOYAsl MOATOTOBKY K MPOUEAYPE 3alUTHI U MPOLEAYPY 3alIUThI, YIIPaBICHNUE MEPCOHATIOM OpraHu3a-
Uy, YTpaBieHue pecypcamu, JJOKyMeHTaIIMOHHOE 00ecTiedeHNe yIPaBICHUsI TIEPCOHATIOM.

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 COCTABIISACT 5.0 3a4eTHBIX €AUHUIIBI U MIPEJICTABICHA B Ta0JIH -

%264&11/1.1121 4.1 — TpyaoeMKOCTb JUCHHUILINHBI

Bunbl yueOHOI nesTebHOCTH Bcero gacos CemecTpsl

7 cemecTp 8 cemecTtp

AynuaTopHbIe 3aHATHS (BCETO) 12 6 6
Jlexknuu 4 2 2
[IpakTuueckue 3aHATHS 8 4 4
CamocrosrenbHas paboTa (Bcero) 159 66 93
[IpopaboTKa JTEKIIMOHHOTO MaTepuaa 18 12 6
CamocTosTenpHOe H3ydeHne TeM (BOIpOCoB) 103 44 59
TEOPETUUECKON YacTH Kypca
[ToaroroBka K NpakTUUYECKUM 3aHATHUSM, 26 10 16
CeMHUHapam
BrlimotHeHHE KOHTPOJIBLHBIX PadoT 12 0 12
Bcero (0e3 ax3amena) 171 72 99
IToaroroBka 1 caya sK3amMeHa 9 0 9
OO01mas TpyI0eMKOCTb, 4 180 72 108
3aueTHnie EquHuIibe 5.0

5. Coneprxanue TMCUMILTUHBI

5.1. Pa3nenanl IMCHUILIAHBI M BUALI 3AHATHHA
Paziensl TUCIUIUTMHBI ¥ BUBI 3aHATUH PUBEICHBI B Ta0muiie 5.1.
Tabyma 5.1 — Pa3aens! JUCHUIUIMHBI U BUIbLI 3aHATHI

Bcero
4acoB
[Ipaxk. Cawm. dopmupyembie
HazBanus pa3aenoB 1UCHUIUIMHBI Jlek., u (6e3
3aH., 4 | pab., 4 KOMIIETEHITUN
9K3aMEH
a)
7 cemecTp
1 IIpenmer, conepxanue u 3a1a4u Kypca. Jlo- 1 0 26 27 IIK-12, I1K-13
KYMEHTOOOOPOT U JICIIONPOU3BOACTBO B IIPO-
(heccruoHaNbHOI 1eATENbHOCTH
2 IIpaBOBBIE 1 HOPMAaTUBHBIE OCHOBBI JJOKY- 0 0 4 4 [IK-12, ITK-13
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MEHTAIIMOHHOTO 00eCTIeYeH sl YIPaBIeHU
3 Ilousarue nokymenTa. CBOMCTBA JOKYMEHTA. 1 4 36 41 [K-12, TIK-13
Knaccudukanus nokymenra. CTpykrypa a0-
KymeHTa. TpeboBaHus K OPOPMIICHHUIO JTOKY-
MEHTOB
Hroro 3a cemectp 2 4 66 72
8 cemecTp
4 CucteMbl 1oKyMeHTOB. COoCTaBlIeHUE U 1 4 42 47 TIK-12, I1K-13
odopmIIeHHE YITPABICHYECKUX U KaJ[POBBIX
JIOKYMEHTOB
5 Opranuzanus paboThl C TOKyMEHTaMU 0 28 28 [K-12, TIK-13
6 ®opmupoBaHUE U TEKYIIEE XpaHEHUE JOKY- 23 24 [K-12, I1IK-13
MeHTOB. [ToAroToBKa JOKYMEHTOB K Mepeaade
B apXUB
HWroro 3a cemectp 4 93 99
Hroro 159 171
5.2. Conep:xanue pa3aesioB IMCUUILIMHBI (110 JTEKIHSIM)
ConeprkaHue pa3IesoB TUCIUIUIAH (TI0 JICKIHSAM) IPUBEICHO B Tabmumie 5.2.
Tabmuma 5.2 — ConeprkaHue pasieiaoB JUCIUILIMH (TI0 JISKIIHSIM)
Copeprxanue pa3aenoB JucuuIiuHel (no | TpynoemkocTs, | DopMupyembie
Hazpanus pa3znenos AP pas AHCH ( Py PMHPY
JICKIIHSIM) q KOMIICTCHITUHI
7 cemecTp
1 Tlpenmer, ITonsTHe, 1€MW U 33/1a4U U3y4aeMOU JTUCIIH- 1 IIK-12, I1K-13
CoJIep>KaHMe U 337]aud | IUIMHBI. Pa3BUTHE U CTAaHOBIICHUE JIEJ10-
Kypca. npousBozacTBa B Poccun. Opranuzanus ae-
JIoKyMEeHTOOOOpOT U |JIONPOU3BOJICTBA HA MPEANIPUATHSIX. 3HAUE-
JICJIONPOU3BOJICTBO B | HHE U MECTO JOKYMEHTOB B CUCTEME YIpPaB-
npodeccruoHaIbHON TCHUS
JEeSITeIbHOCTH Vitoro 1
3 Ilonsarue nokymenTa. | TpeboBanus k 6mankam 1oKymeHTOB. [Tops- 1 IK-12, TIK-13
CBoiicTBa 10KyMeHTa. |I0K pa3paboTku O61aHkoB. Ob1Me TpedoBa-
Knaccudukanus HUS K JIOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMO-
nokymeHTa. CTpyKTypa |IIbI0 TEXHUYECKUX cpeAcTB. OcobeHHOCTH
JIOKyMEHTA. odopMIIEHUST OT/ICTBHBIX PEKBU3UTOB.
TpeGoBanus Vroro 1
0 OpMIIEHHUIO
JIOKYMEHTOB
Hroro 3a cemectp 2
8 cemecTp
4 Cuctemsl [TpaBuna opopmieHus JOKYMEHTOB, COCTaB 1 [TK-12, ITK-13
JIOKYMEHTOB. Y Ha3HAYCHUE PeKBU3UTOB. Posb 1 BUIBI
CocraBnenue u yIpaBJIeHUYEeCKUX JOKyMeHTOB. CocTaB, pac-
odopmiieHue MOJIOKEHUE U TIpaBUiIa OPOPMIICHHUST PEKBH-
YIPABICHUYECKUX U 3UTOB OT/AEJBbHBIX BUJOB OPTaHU3ALMOHHO-
KaJIPOBBIX JJOKYMEHTOB | IPABOBBIX, PACTIOPSAUTEIHHBIX U HHGOpMA-
LMOHHO-CIIPABOYHBIX IOKYMEHTOB. 3HaYe-
HUE KaJpOBBIX JOKYMEHTOB. COCTaB M BUJIBI
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JIOKYMEHTAIMH 10 JUYHOMY cocTaBy. [Ipa-
BUJIA UX COCTaBJICHUS. YHU(DPUIIUPOBAHHbIE
dopmbl tokymeHTOB. [Ipukas. Odopmienue
npuema Ha paboty. [lepeBon Ha apyryro pa-
6oty. [IpenocraBieHue oTmycka. YBojibHe-
Hue ¢ paboTsl. JInuHOe 3asBieHne. Xapakre-
puctuka. CocTaBHbIE YaCTH XapaKTepUCTH-
KU, TpaBuiia 0hopMIICHUS

Hroro 1
6 ®opMHpOBaHUE U Howmenknatypa nen. [Topsiaok cocraBieHus 1 IK-12, TIK-13
TEKyIIee XpaHEHUE Y YTBEPKJICHUS HOMEHKJIATYyphlI Jie]. Ycra-
JIOKYMEHTOB. HOBJICHHE CPOKOB XpaHeHus fen. Dopmupo-
[ToaroroBka BaHue U oopmieHue aen. OpraHuzanus
JIOKYMEHTOB K OTICPATUBHOTO XPAHECHHUS JIeJl. DKCIIepTU3a
repeaaye B apXuB [EHHOCTH JOKYyMeHTOB. OdopMiieHHe Jell.

[Topsimok mepenayn JOKYMEHTOB Ha XpaHe-
HUE B apXUB.

Hroro 1

Hroro 3a cemectp
Hroro 4

5.3. Paznenbl AMCHUILNIMHBI U MEKIUCIMIUIMHAPHbIE CBSI3H € 00ecneYnBAKIIMMH (TpeabIy UMH)
U obecneynBaeMbIMU (MOCJAEAYIOIMIUMHE) JUCHUNIIMHAMIA
Paznenbl qUCHUIIIUHBL U MEXIUCIUIUIMHAPHBIE CBSI3M C 00€CTIeYMBAIOIIUMHU (TIPEAbIAYIIUMU) U
obecrneunBaeMbIMH (ITOCIETYIOMUMHI ) TUCIUTUTHHAMH MTPEICTABICHBI B Tabmie 5.3.
Tabmua 5.3 — Pa3aenbl AMCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

Ne pa3nenoB JaHHON MUCIMIUIAHGL, I KOTOPBIX HEOOXO0IUMO

HauMeHOBaHME TUCIUTLIMH U3ydeHue o0ecreunBaroX U 00eCeYnBaeMbIX JUCIMILIUH
1 2 3 4 5 6
[IpenmecTByronme AUCHUTUIMHBI
1 KagpoBslii yuer + +
2 OCHOBBI OpraHU3aIMK TPYyAa + + +

3 [IpakTuka 1o noJy4yeHUI0 NEPBUYHBIX
npodecCHOHAIbHBIX YMEHUN U HABBIKOB

4 TIpakTuka 1o noyryueHuto npogeccuo-
HaJIBHBIX YMEHHH U OTbITa PO eccro- + + +
HAJIbHOW JI€SITEIbHOCTH

5 PernameHTanus 1 HOpMHPOBAHHE TPY-
na

- + - + +

[Tocnenyromue TUCIUITITUHBL

1 3ammTa BBIMYCKHOM KBaTU(UKAITMOH-
HOM paboThI, BKITIOYAS TOATOTOBKY K

+ + +

MpOLEaYPE 3aLIUTHI U IPOLEAYPY 3alllH-

TBI

2 YnpaBieHue NepCOHAIOM OpTraHu3a- n n n n "
§107%051

3 YnpasieHue pecypcamu + + + +
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4 JlokyMeHTallMOHHOE O0ecIIeueHue
YIpPaBJICHUS TIEPCOHATIOM

+ + +

+ + +

5.4. CooTBeTcTBHE KOMIIETEeHIIMIi, GOPMHUPYEMBIX PH U3yYeHUM TUCHHUILUIMHBI, U BUA0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MPU HM3YUYEHUH IWUCIUIUIMHBI, ¥ BHJIOB 3aHATHU

npeaCTaBJICHO B Ta6J'II/II_[C

54.

Tabmuma 5.4 — CooTBETCTBHE KOMIETEHIINN, (DOPMUPYEMBIX NIPU U3YUYE€HUH JAUCIUIUINHBI, U BUIOB 3aHS -

TUH
KoMmrerenmu Bunel 3ansaTuii
@DOpMBI KOHTPOJIA
u Jlek. [Ipak. 3aH. Cam. pa6.
IK-12 + + + KontponpHas pabora, Jk3ameH,
ITpoBepka KOHTPOJIBHBIX padoT,
Omnpoc Ha 3aHATHX, BeIcTyIU1E-
HUe (DOKJIan) Ha 3aHATHH, TecCT,
OTuer 1o MpaKkTUYECKOMY 3aHs-
THUIO
[IK-13 + + + KonrtponrsHas pabora, Jk3ameH,
ITpoBepka KOHTPOJIBHBIX PadoT,
Omnpoc Ha 3aHsATHIX, BeicTymuie-
HUe (IOKJIax) Ha 3aHATHH, TecT,
OT4er o MpaKTHYECKOMY 3aHs-
THUIO
6. UHTepakTUBHBIC MeTOAbI U (JOPMBI OPraHu3anMu 00yYeHUs
He npenycmorpeno PVYII.
7. JlabopaTtopHble padoThl
He npenycmotrpeno PVYII.

8. IIpakTHyeckue 3aHATUSA (CEMUHAPDHI)
HaumeHoBaHMe MpakTHUECKUX 3aHATUH (CEMUHAPOB) NpuBeieHO B Tabiure 8.1.
Tabmuma 8.1 — HamMmeHoBaHMe MPaKTHYECKUX 3aHATHHA (CEMUHAPOB)
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HaumenoBanue npaktuueckux 3ausatuil | Tpymoemkocts, | DopmMupyembie
Haszsanus paznenos
(cemuHapoB) q KOMITETCHIIHI
7 cemecTp
3 Tlonsarue nokymenTa. | TpeboBanwms k 6aHkaMm J1oKymeHTOB. [losro- 2 IMK-12, TIK-13
CBoiicTBa TIOKyMEHTA. |TOBKa K COCTABJICHHIO JOKYMEHTOB. CXeMBbI
Knaccudukanus pacnosioxeHus JokymeHToB. CocTaBieHue
nokymenTa. CTpykTypa | popMyIsipoB TOKyMEHTOB. O0uii OnaHK.
JIOKYMEHTA. bnank KoHKpeTHOTro BUJa TOKyMeHTa. biank
TpeGoBanus UCHhMa.
MJICHH
o(opmieHmIo O61ue TpeboBaHus K 0(OPMIICHHIO TEKCTa 2
KYMEHTOB
FIOKYMEHTO oruera. OopmiIEHHE TUTYIIBHOTO JIUCTA, PH-
CYHKOB, TaOJIUII, CIICKA UCTIONIb3YEMbIX HC-
TOYHHUKOB
Uroro
Hroro 3a cemectp
8 cemecTp
4 Cucremsl [TpaBuna cocraBneHus U 0popMIICHHS opra- 2 [K-12, TTIK-13
JIOKYMEHTOB. HU3AI[MOHHO-PACTIOPSIUTENLHBIX IOKYMEH-
CocraBnenue u TOB (yCTaB, MOJIOKEHHUE, IITATHOE pacluca-
7




odopmiieHre
yIPaBICHYCCKUX U

KaZIPOBbLIX TOKYMCHTOB

HUE, UHCTPYKIIUS, TPUKa3, paCOpsKEHHE,
pelieHne, TPOTOKON, TOCTAHOBIICHHE)

[TpaBuia coctaBnenus U 0HOPMIICHUS KaJpo- 2
BOI IOKyMEHTAIlUH (3asBJICHHUE, XapaKTepH-
CTHKa, aBToOMOrpadusi, pe3toMe, MPUKa3bl 10
JINYHOMY COCTaBY, TPYAOBOW IOTOBOP
(KOHTpaKT O Ha3HAYCHUH HA JIOJDKHOCTD ),
JTUYHAS KapTodka paboTHHKA, TaOenhb yueTa
pabouero BpeMeHH U JIp. )

HUroro

Hroro 3a cemectp

Hrtoro

9. CamocTrosiTesqibHasi paboTa
Bunbr camocTosiTenbHOM paboThI, TPYAOEMKOCTh U (POPMHUPYEMbIE KOMIIETCHIINHU TPE/ICTABIICHBI B

tabmme 9.1.
Tabmuua 9.1 — Buasl caMOCTOSATENBHOM pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIIUN
Bunael camocrostensHon | Tpynoemkocts, | DopMupyemblie
HasBanus pasnenon a pyA ’ PMHPY ®opMbI KOHTPOJIS
paboThI q KOMIIETEHIINH
7 cemecTp
1 Tlpenmer, CamocTosTenpsHOe U3yde- 22 [IK-12, [IK-13 |BeicTymiienue
COJIEpIKaHKE U HUE TeM (BOPOCOB) TE€O- (moksan) Ha 3aHs-
3a/1a4M Kypcea. pETUYECKOM YacTu Kypca tun, Onpoc Ha 3aHs-
KYMEHT T tusix, Tect, Dk3ameH
HAoxymerToobopo [TpopaboTka JIeKITMOHHO- 4 » Tecr, Jxsame
1 ro MaTepuasa
JIEJIONPOU3BOICTBO
B Uroro 26
npodeccruoHaIbHON
JEeATEIbHOCTH
2 IIpaBoBbIE U [TpopaboTka JIeKITMOHHO- 4 IIK-12, [IK-13 |Onpoc Ha 3aHATHAX,
HOPMAaTHBHbIE ro MaTepuasa Tect, Dx3ameH
OCHOBBI Vitoro 4
JIOKYMEHTAIIMOHHOT
0 obecrieyeHus
YIpPaBJIECHU
3 IlonsATne IToaroroBka K mpaxkTu4e- 10 [1IK-12, I1IK-13 |Omnpoc Ha 3aHATHSIX,
JIOKYMEHTA. CKHUM 3aHSTUSIM, CEMHUHA- OTtyeT no npakTuye-
CaoiicTBa pam CKOMY 3aHSTHIO,
KyMEHTA. Tect, Dx3ameH
?{0 yMme CamocTosTeNIbHOE U3yYe- 22 ecT, Jk3ame
nduxamms
naccrpuian HUE TeM (BOTIPOCOB) TEO-
KYMEHTA. o
AOKyMe pPETHUYECKOM YacTH Kypca
Crpykrypa
JIOKyMEHTA. [IpopaboTka JeKIHnOHHO- 4
TpeGoBanus I'o MaTrepuaia
o(opMmICHIIO Hroro 36
JIOKYMEHTOB
Hroro 3a cemectp 66
8 cemectp
4 Cuctembl BelnonHeHrEe KOHTPOIIb- 12 IIK-12, TIK-13 | BeicTymuieHne
JIOKYMEHTOB. HBIX paboT (mokinan) Ha 3aHs-
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CocraBnenue u [ToaroroBka k mpakTuye- 16 T, KoHTponbHas
oopmienune CKUM 3aHSATHUSIM, CEMUHA- pabora, Ompoc Ha
yIpaBIeHUYECKUX U | pam 3aHATUAX, OTYET 1o
K BBIX MIPAKTHYECKOMY 3a-
anpo CamocrosiTenbHOe U3yye- 12 pa ﬁc OMY 32
JIOKYMEHTOB He TeM (BONPOCOB) TO- HSTHIO, pOBeng
pPETUYECKOM 4acTu Kypca KOHTPOJIbHBIX pabot,
TecTt, Ok3aMeH
[TpopaboTka neKIrOHHO- 2
ro Marepuana
Hroro 42
5 Opranu3anus CamocTosTenpHOE U3yde- 26 [IK-12, [IK-13 |BeicTymiieHue
paboTsl ¢ HUE TeM (BOPOCOB) TE€O- (moksan) Ha 3aHs-
JIOKyMEHTaMH1 PETHUYECKOM YyacTH Kypca tuu, Onpoc Ha 3aHs-
tusix, Tect, Dxk3aMeH
[TpopaboTka JTeKIHOHHO- 2 , Tecr, Dxsame
ro Marepuana
Hroro 28
6 ®opmupoBanue U | CaMOCTOATENBHOE U3YyUe- 21 ITIK-12, IIK-13 | BeicTynnenue
TEKyIlee XpaHEeHHue |Hue TeM (BOTPOCOB) TE€O- (moksnan) Ha 3aHs-
JIOKYMEHTOB. PETUYECKOI YacTu Kypca tun, Onpoc Ha 3aHs-
IToaroroBk tusx, Tect, DK3aMeH
OAroToBKa [TpopaboTka JIEeKITMOHHO- 2 , Tect, Dx3ame
KYMEHTOB K
AOKYMCHTO ro Marepuaia
repeaaye B apXuB
Uroro 23
Hroro 3a cemectp 93
[ToaroroBka u cnava k- 9 DK3aMeH
3aMeHa
Hroro 168
10. KypcoBoii npoekTt / KypcoBasi padora
He mpenycmotpeno PVYII

11. PeiiTuHroBasi cucremMa JJisi OEHKH yCIIeBAeMOCTH 00y4arouXxcst
PeiiTuHroBas cucrema He UCIIOIb3YETCA.

12. YueOHO-MeTOAN4YeCcKOe M HHPOPMALMOHHOE o0ecreyeHre JUCHMIITTHHbI

12.1. OcHoBHas JIMTEpaTypa

1. JloKyMEHTHpOBaHWE YIIPABJICHUYECKOW JEATCIBHOCTH [DIEKTpOHHBIN pecypc]: yueO.
nocobue / A.A. Paznopoxusiii. — M. UH®OPA-M, 2017. — 304 ¢. — (Bsicmiee o6pa3oBanue bakanaspu-
at). - Pexxum mocryma: http://znanium.com/catalog/product/854774 (nara oopamenus: 14.08.2018).

2. Joponuna, JI. A. Opranu3zanus U TEXHOJOTHs TOKYMEHTALMOHHOIO OOeCHeueHHs ynpasJe-
HUS [ DIEKTPOHHBIN pecypc]: ydeOHUK U MPaKTUKYM ISl akajeMudeckoro Oakanaspuata / JI. A. JlopoHu -
Ha, B. C. UputukoBa. — M. N3narensctBo IOpaiit, 2018. — 233 ¢. — (Cepus bakanaBp. Akagemuue-
ckuii kypc). — ISBN 978-5-534-04568-0. - Pexxum noctyma: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (nara oopamenus: 14.08.2018).

3. DJeKTPOHHBIA JOKYMEHTOOOOPOT U o0ecrieyeHne 6e30MacHOCTH CTaHJApTHBIMHU CpECTBAMU
windows [DiekTpoHHBIN pecypc]: yueoHoe mocobue / JL.M. EBmokumona, B.B. Kopsiokun, A.H. ITeuts-
kud, O.J. IIBeukoBa. - M. KVYPC, 2018. - 296 «c¢. - Pexum pocrymna:
http://znanium.com/catalog/product/939786 (nara obpamenus: 14.08.2018).

4. Hammonaneusiii ctannapt PO 'OCT P 7.0.97-2016 "Cuctema ctanaapToB 1o uHbopMaIu,
OuOnIMoTeYHOMY U M3AaTeNbCcKoMy Aeny. OpraHu3alliOHHO-pACoOpAAuTeNIbHas JoOKyMeHTalus. Tpebosa-
HUS K 0OpMIIEHHIO TOKYMEHTOB" (yTB. mpuka3oM denepalbHOr0 areHTCTBA M0 TEXHUYECKOMY perysv-
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poBanuo U Metposioruu oT 8 nekadpst 2016 r. N 2004-ct) [DnexTpoHHBIN pecypc]: - Pexxum moctyna:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (nara obpamenus: 14.08.2018).

5. Kysnenos, U. H. JlokymeHTallmoHHOE 0OecTedeHue yIpaBIeHHs MIEPCOHATIOM [ DIEKTPOHHBIN
pecypc]: yd4eOHUK 1 PpaKTUKyM 1 ipukiaaHoro Oakanaspuara / 1. H. Ky3nernoB. — M. MznatenbcTBO
FOpaiir, 2019. — 520 c. — (Cepus bakanasp. [Ipuknagnoit kypc). — ISBN 978-5-9916-4000-8. - Pexxum

JIOCTYyTIA: https://biblio-online.ru/book/94A27CF0-A144-45FB-AC69-
1E2AE0B0861D/dokumentacionnoe-obespechenie-upravleniya-personalom (mara oOparteHus:
14.08.2018).

12.2. lonosiHUTeIbHAS JIUTEPATYpPa

1. O6pazoBarenbublii ctannapt Byza OC TYCYP 02-2013. PaGoTs! cTyneHUeCKHe M0 HanpasJie-
HUSIM [IOJITOTOBKH M CHEIUATILHOCTSAM I'yMaHUuTapHoro npoguis. Obuume TpeOboBaHus U mpaBuiia 0hopMm-
aeHus [DnekTpoHHBIH pecypc]: - Pexum nocryma: https://regulations.tusur.ru/documents/71 (mata 06-
pamenusi: 14.08.2018).

2. TOCT P 7.0.8-2013. Cuctema cTanI1apToB 10 HHPOpMALUHU, ONOIMOTEYHOMY U U3JATENIbCKO-
My neny. Jlemonpon3BoaCTBO U apXUBHOE JIe710. TepMUHBI U OnpeesieHusl [ DIeKTpOHHBIN pecypc]: - Pe-
xuM focryna: http://www.edou.ru/enc/docs/detail.php?ID=27653 (nara obpamenus: 14.08.2018).

3. JlemompousBoactBo [DnekTpoHHbIN pecypc]: Yuebnoe mocodbue / JI. U. KazakeBuu - 2018.
132 c. - Pexxum noctyna: https://edu.tusur.ru/publications/7542 (nara o6pamienus: 14.08.2018).

4. TOCT P 6.30-2003. YHUOUIINPOBAHHBIE CUCTEMbI JOKYMEHTALIMU. YHUDU-
[ITMPOBAHHASI CHUCTEMA OPTAHU3ALIMOHHO-PACIHOPAIUTEJIBHON JOKYMEHTALIUU.
TPEBOBAHUS K O®OPMIJIEHMIO JJOKYMEHTOB [3Onextponnsiii pecypc]: - Pexum nocryma:
http://www.edou.ru/enc/docs/detail.php?ID=2494 (nata obpamenus: 14.08.2018).

12.3. YueOHO-MeTOAHYECKHE MTOCOOUH

12.3.1. Obs3aTenbHbIC y4eOHO-MeTOAMYECKHE TOCOOHS

1. OOmwmii 1 PIEKTPOHHBINA TOKYMEHTOOOOPOT [DNEKTPOHHBIN pecypc]: MeToaumdeckoe mocodure
10 JTaOOPaTOPHBIM 3aHATUSAM M CaMOCTOATENbHOU paboTe st cTyaeHToB HampasiaeHuid 080200.62 «Me-
HepkmenT», 080100.62 «Oxonomuka» / XK. H. AxcenoBa - 2014. 40 c. - Pexwmm npocryna:
https://edu.tusur.ru/publications/4874 (nara oopamenus: 14.08.2018).

2. OCHOBBI AENONPOU3BOJICTBA [DNEKTPOHHBIN pecypc]: Meroauueckue yka3zaHUs K MpaKkTHye-
CKUM 3aHSATHSM U Opranuzanuu camoctostensHoi padotel / E. K. Manaxosckas, A. A. Cugopos - 2018.
28 c. - Pexxum nocrtyma: https://edu.tusur.ru/publications/8165 (mata o6pamenus: 14.08.2018).

12.3.2. YueOHO-MeTOAMYECKHE OCOOUS ISl JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 310POBbS U
HHBAJINI0B

Y4eOHO-METOIMYECKHE MaTepUaIbl IJIsi CAMOCTOSATEIFHOM M ayTUTOPHON pabOThl 00YJarOITUXCS
13 yuciia JIun C OI‘paHI/I‘-IeHHBIMI/I BO3MOXKHOCTAMUAU SI[OpOBBSI 1 UHBAJIMIOB HpGZIOCTaBJISIIOTCH B (bopMax,
aJJaNTUPOBAHHBIX K OTPAaHUYCHHSAM UX 3JI0POBBS U BOCIIPUATHS HH(DOPMAITHH.

Jlist I ¢ HApYIIeHUSIMU 3PeHUsI:

- B (hopMe DIIEKTPOHHOTO JIOKYMEHTA;

- B Me4aTHOU (hopMe yBETUYCHHBIM MIPUPTOM.

JIJis1 JIUI ¢ HAPYIIEHUSIMHU CJIyXa:

- B (hopMe AIIEKTPOHHOTO TIOKYMEHTA;

- B Ie4aTHOU (opme.

JlJist i1 ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeIbLHOTO annapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU opme.

12.4. IIpo¢eccnonasibHbie 0a3bl JAHHBIX 1 HHPOPMALIMOHHBIE CIIPABOYHbIEC CHCTEMbI

1. eLIBRARY.RU - Kpynueimmii poccuiickuii HHQOPMAlMOHHBIA MOpTan B OOJACTU HayKH,
TEXHOJIOTHH, METUIIMHBI U 00pa3oBaHus. Pexxum noctyna: www.elibrary.ru;

2. TAPAHT - Cucrema «['’APAHT» npenoctaBisieT TOCTYI K QeIepalbHOMY H PETHOHATLHOMY
3aKOHOJIaTEIbCTBY, KOMMEHTAPHSIM M pa3bsCHEHUSM U3 BeAyllux npodeccroHanbHbix CMU, kHuram u
OOHOBJISIEMBIM SHIUKIIONETUSAM, THIIOBBIM (hopMaM JOKYMEHTOB, CyIeOHOW MPaKTHUKE, MEXKITyHAPOIHBIM
JIOTOBOpaM U ApYyroil HopmMaTuBHOU HHPOpMaruu. Pexxum goctyna: www.garant.ru;
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3. Koncynprantllmtoc - Cucrema «Koncynbrantllmocy — HaaE&KHBIA MOMOIIHUK i MHOTHX
CHEIMAJIMCTOB: IOPUCTOB, OYXTaNTEPOB, PyKOBOIUTENEH OpraHu3aluii, a TaKkxkKe JJis CIEelHaTuCTOB ToCy-
JIAPCTBEHHBIX OPTraHOB, YUYEHBIX U CTYACHTOB. B HEW COAEPKUTCA OIpOMHBIM MAacCUB IIPaBOBOU W CIIpa-
BOYHOHM nH(popmanuu. Pexxum noctyma: www.consultant.ru

13. MaTtepuajibHO-TEXHUYECKOe o0ecnedyeHue TMCIUIINHBI U TPpedyeMoe MporpaMMHoe
o0ecneueHmne

13.1. O01ue TpeOOBaAHUA K MATEPUAIBLHO-TEXHUYECKOMY U IIPOrPAMMHOMY 00ecrie4eHnI0
AUCHHUILIMHBI

13.1.1. MaTepuaJbHO-TEXHHYECKOE H IPOrPaMMHoOe o0ecnedyeHne ISl JICKIIMOHHbIX 3aHATHH
Jlns mpoBeneHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHIAWBUYaJIbHBIX KOHCYJIbTALIUH, TE-
KYILEr0 KOHTPOJISL U MPOMEXKYTOUHON aTTECTALMU UCTIONb3YyeTcs yueOHasi ayTUTOpUs ¢ KOTUUECTBOM I10-
CaJIOuYHBIX MeCT He MeHee 22-24, 000pyAoBaHHAs TOCKOM W CTaHAApTHOW ydeOHO# mebenbro. Mmerores
JIEMOHCTpaIlMOHHOE 000pyA0BaHNUE U yUeOHO-HAITBIIHBIE TOCOOMs, 00ecIeunBaroIIie TeMaTHIeCKUEe Uil -
JIOCTPALIMHU 10 JIEKIMOHHBIM pa3jieiaM JTUCIUIUINHBI.

13.1.2. MaTepuaibHO-TEXHMYECKOE U IPOrPaMMHOe ofecredeHne I NPAKTHYEeCKUX 3aHATHI

JlaGoparopusi TpymnmoBOro MpoekTHoro oOydenus "JlabopaTopusi COIMATBEHO-IKOHOMHUYECKHX
npobiem"

yueOHas ayuTOpHsl 171l IPOBEACHUSI 3aHATHI MPAaKTUYECKOrO TUTA, ydeOHas ayauTopus Ui Mpo-
BEJICHUS 3aHATHH JIa0OPATOPHOTO TUIIA

634045, Tomckas obmactsb, T. Tomck, yi. KpacHoapmetickas, 1. 146, 503 ayn.

Onucanune uMeroIerocs 000py10BaHUs:

- [I1IBM KOMIICTAP (12 mr.);

- MarauTHO-MapKepHas 10CKa;

- KommiexT cnenuaan3upoBaHHON yueOHOM MeOen;

- Pabouee mecTo mipenoaBarens.

[IporpamMmMHoOe 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

— Koncynprant [lmroc

Brrancnurensnas nadopatopust / KomnbroTepHblii Kiiacc

ydeOHast ayTuTOpusl JIJIsl TPOBENCHUSI 3aHATHIN MPAKTUYECKOTO THUIIA, YdeOHAast ayTuTOpUs JJIs PO -
BEJICHUS 3aHATHI 1a00paTOPHOTO THMA

634045, Tomckast obnactsb, T. Tomck, yi. KpacHoapmetickas, 1. 146, 505 ayn.

Ornucanue UMerIerocs 000pyI0BaHUS:

- [I3BM DX6100M (9 mit.);

- [I5BM INTEL CORE 2 DUO (6 mIt.);

- MarauTHO-MapKepHas 10CKa;

- KommuiexT cnenuain3upoBaHHON yueOHOM MeOen;

- Pabouee mecto npenogaBares.

[IporpamMmMHoOe obecrieueHue:

— 1C:IIpennpustue 8

- 7-Zip
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— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— Koncynprant [lroc

13.1.3. MarepuajibHO-TEXHUYECKOE U MPOrPaMMHoOe o0ecrneuyeHue 1Jisl CaMOCTOSITeIbHOM padoThI
s camocTOsATENbHOM pabOThl MCMONB3YIOTCA y4eOHbIE ayAUTOPUHU (KOMIIBIOTEPHBIE KJIacchl),
PacIoJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, 1. 40, 233 ayn.;
- 634045, Tomckas obmacTs, T. Tomck, yin. KpacHoapmeiickas, a. 146, 201 ayn.;
- 634034, Tomckast 06macTh, r. Tomck, Bepmmnauna ynuua, 1. 47, 126 ayn.;
- 634034, Tomckast obmacTh, T. Tomck, Bepmmanna ymuma, 1. 74, 207 aya.

CocTtaB 000py/IOBaHUSA:

- yueOHast MeOerb;

- komnsroTepsl kinacca He Hke [IDBM INTEL Celeron D336 2.81'T. - 5 miT.;

- KOMIBIOTEPHI MOJIKIIOYEeHBI K ceTH «/HTepHeT» U 00eCreYnBarOT JOCTYI B DJIEKTPOHHYIO WH-
(hopManMOHHO-00pa30BaTEIbHYIO Cpely YHUBEPCUTETA.

[Tepedens mporpaMMHOTO 0OECIICUCHUS:

- Microsoft Windows;

- OpenOftice;

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

- Google Chrome.

13.2. MaTtepuajibHO-TeXHHYeCKOe o0ecnedeHre JUCHUIITHHBI VIS JIMI ¢ OTPAHHYCHHbBIMH
BO3MOKHOCTSIMHU 310POBbSI U HHBAJIMI0B

OcBO€HHE NUCLUIUIMHBI JIMIIAMU C OTPAHUYEHHBIMH BO3MOXXKHOCTSMH 370POBbS U MHBAJIHMIAMHU
OCYIIECTBIISICTCS C UCTIOIB30BAHUEM CPEJICTB 00yUISHUS OOIIEro U CIIeNUaIbHOTO Ha3HAYCHUS.

[Tpu 3aHATHAX ¢ 0OYYAIOLIUMUCS ¢ HAPYIIEHHUSIMH CJIyXa MPEIyCMOTPEHO UCIIOIb30BaHHE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJTbTUMEIUUHBIX CPEIICTB U APYTUX TEXHUYCCKUX CPEJICTB MpUeMa/mepea-
i yaeOHOM nH(OpMaIIMU B JOCTYMHBIX (hopMax, MOOUIBLHOM CUCTEMBI TIPETOIaBaHus A1 00yJarOIINXCs
C MHBAJIMIHOCTHIO, TOPTATUBHON MHIYKIIMOHHOMN CUCTEMBI. Y4eOHasi ayTuTOpUs, B KOTOPOU 3aHUMAIOTCS
oOyuyaromiyecsi ¢ HapylIeHHEeM cliyxa, 000pyIoBaHa KOMITBIOTEPHON TEXHHKOH, ayIMOTEXHHUKOH, BHUJEO-
TEXHUKOM, FJIEKTPOHHON JOCKOW, MYJIbTUMEAUMHON CHCTEMOM.

[Tpu 3aHATHAX ¢ OOYUAIOUTUMUCS ¢ HAPYIIEHUSIMU 3PEHUSIMH [IPETYCMOTPEHO UCIIOb30BaHUE B
JIEKIIMOHHBIX M YYECOHBIX ayTUTOPUIX BOZMOXKHOCTH MPOCMOTpPA YAaJEHHBIX 00BEKTOB (HaIpuMep, TEKCTa
Ha JIOCKE WM Claii/la Ha 9KpaHe) MPU MOMOIIY BUCOYBETUUHUTENCH 7151 KOM(GOPTHOTO IPOCMOTpA.

[Tpu 3aHATHSIX ¢ OOYYAIOMIUMHKCS ¢ HAPYIIEHUSIMUA OMOPHO-ABUIaTeJIbLHOI0 aNnmnapara MCIoib-
3YIOTCS aJIbTepHATHBHBIC YCTPOICTBA BBOAA MH(OPMAIIMU U IPYTHe TEXHUUECKHE CPEe/ICTBA IprueMa/mepe-
nadu yaeOHOM mH(OpMAIMK B TOCTYIMHBIX (opMax, MOOMIIEHON CHCTEMBI OOyUICHUS TSl JTFO/ICH ¢ WHBA-
JUAHOCTBIO.

14. OneHoYHBIE MATEPHAJIBI M METOAUYECKHE PEKOMEHIAIUN 110 OPraHU3aUNU U3YUYeHUsl
JUCHUILTNHBI

14.1. Conep:xaHue OLEHOYHbIX MATEPHAJIOB U MEeTOANYECKHEe PEKOMEHAAIUN
I[J'IH OIICHKU CTCIICHU C(l)OpMHpOBaHHOCTI/I n ypOBHfI OCBOCHHA Saerl'IJ'IeHHBIX 3a I[HCIII/IHJIHHOﬁ
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KOMHCTGHL[I/Iﬁ HCIOJIB3YIOTCA OLICHOYHBIC MaTCpUaJibl B COCTABE!

14.1.1. TecToBBI€ 3a0aHUA

1. late onpenenenue JOKyMEHTHPOBAHUIO:

a) JIOKyMEHTHpPOBaHUE — 3TO MPOLECC CO3AaHUSI U OPOPMIICHUS JOKYMEHTOB;

b) lokyMeHTHpOBaHUE — 3aMCh HHPOPMAITH HA HOCUTEIIE 110 YCTAHOBJICHHBIM TPaBUIIaM;

¢) JlokyMeHTHpOBaHUE — 00eCIedeHne CBOEBPEMEHHOI0 U IPABUIBHOTO CO3/1aHUs IOKYMEHTOB;

d) JokymeHTHpOBaHHWE — 3amuch MHGOpMAIMKA HA PA3JIMYHBIX HOCHUTENSX IO YCTAHOBJICHHBIM
MIpaBUIIaM.

2. Jlate onpeneneHue TOKyMEHTY:

a) JlokyMeHT — 3T0 3a(MKCUpPOBAHHAS HA MAaTepUAILHOM HOCHUTENEe MH(POPMAIHs C PEKBU3UTAMH,
MO3BOJISTFOIIUMH €€ HIICHTH()UITUPOBATE;

b) ZlokyMeHT — 3T0 3a(hUKCUpOBaHHAs HA HOCUTENE UHPOPMALUS C PEKBU3UTAMHU, TO3BOJIIOLIMMHU
ee UIeHTU(ULIUPOBATh;

¢) JIokyMeHT — 3T0 MaTepualIbHbI HOCUTENb ¢ UH(pOpMaLUeH, TO3BOJIIOLINNA ee HACHTUDHUIUPO-
BaTh;

d) HoxymeHT — 310 ciocol ¢pukcanuyu HHPOPMaIUH.

3. Yto Takoe opuIHaNbHbIN TOKYMEHT?

a) O¢dunmanbHblii TOKyMEHT — JIOKYMEHT, CO3/IaHHbII OopraHu3anuei, JOKHOCTHBIM JIMLIOM WIIH
rpakIaHUHOM, O(OPMIICHHBIN B YCTAaHOBJICHHOM TIOPSIZIKE;

b) OdunmanbHbIl JOKYMEHT — JOKYMEHT, ITpeIHa3HAYCHHBINA AJIS Mepelaul IpyroMy JHIy IOpHU-
JTMYECKAMU WU (PU3HYECKUMU JTUIIAMU B YCTAHOBJICHHOM TIOPSIIIKE;

¢) OpuunanbHbIM TOKyMEHT — TOKYMEHT, CO3/1aHHbIN, OOPMIICHHBINH U YIOCTOBEPEHHBIH B ycTa-
HOBJICHHOM TOPSIIKE 11 MHOTOKPAaTHOTO HCIIOJIh30BaHUSI.

d) Her npaBuibHOTO 0OTBETa

4. Yrto TaKkoe 3JeKTPOHHBIN JOKYMEHT?

a) DJIEKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HH(OpMAIMs KOTOPOro MpeJHa3HaueHa JJs nepeaa-
YH JPyroMy JIHILY;

b) DIeKTpOHHBIM JOKYMEHT — 3TO O(QHUIMAIbHBIN JTOKYMEHT, MIPEICTABICHHBIM B 3JEKTPOHHOU
dopme;

¢) DIEKTPOHHBIM JOKYMEHT — 3TO JOKYMEHT, MH(opMalHs KOTOPOro MpeACTaBIeHa B AIEKTPOH-
HOM (opwme;

d) DaeKTpOHHBIH JOKYMEHT — 3TO O(pHUHMAIbHBIM TOKYMEHT, NPEJICTABICHHBIH B 3JEKTPOHHOU
dopme mocie ero MoAnMCcaHus TODKHOCTHBIM JIMIIOM B TOPSIZIKE, YCTAHOBJICHHBIM 3aKOHOJATEIICTBOM
PO.

5. Yro npencrasiusier coboit opopmieHue JOKyMeHTa?

a) OdopmiieHHEe JOKYMEHTA — 3TO IIPOCTABJIEHUE HA JTOKyMEHTE HEOOXOIMMBIX PEKBU3UTOB;

b) Odopmienne JOKyMEHTa — 3TO COTIIACOBAHUE TOKYMEHTA, MOAMICAaHNE JOKYMEHTA,

¢) OdopmiieHne JOKyMEHTa — 3TO MPOCTABICHHE PEKBU3UTOB JUIsl OPraHU3allMM ONEPaTUBHOTO
MIOWCKA JIOKyMEHTOB;

d) Het nmpaBuibpHOTO OTBETA.

6. Uto mpencranisier coboi cucteMa JOKyMEHTaluu?

a) [Tox cucremoit JOKyMEHTallMK TOHUMAETCSl COBOKYITHOCTb JJOKYMEHTOB, IIPEAHA3HAYCHHBIX VIS
o0ecTieYeHNsI U PETYIMPOBAHUS ACATEIHPHOCTH OPTraHOB BJIACTH, YUPEKACHUH, PEANPUATHI U OpTaHU3a-
LM

b) Cucrema MOKyMEHTAIIMU TIPEACTABISIET COOOM COBOKYIMHOCTh IOKYMEHTOB, B3aMMOCBSI3aHHBIX
1O MpHU3HAKAM IMPOUCXOKICHUS, Ha3HAYCHUs, BUAA, Cepbl IeATENbHOCTH, €IUHBIX TPEOOBAHUH K UX
0hOopMITICHHIO;

¢) Cucrema JOKyMEHTAIMU MPEICTABIAET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JIOKYMEHTOB, B KO-
TOPBIX MOCIIEIOBATEIBHO OTPAXKACTCS IEATEIBHOCTh OTPACIIH TOCYIAPCTBEHHOTO YIIPABICHUS;

d) Cuctema gOKyMeHTalMU NPEACTaBIseT COOONW COBOKYIMHOCTh JJOKYMEHTOB, B3aHMOCBSI3aHHBIX
10 TIpU3HAKaM Ha3Ha4YeHUs, chephl AeATEIBHOCTH U SUHBIX TPEOOBaHHUH K X 0(OPMIICHHIO.

7. KakoBbI 3TaIibl MOArOTOBKH PACTIOPSAAUTEIBHOTO JOKYMEHTA?

a) OTo corylacoBaHue JTOKYMEHTA, TIOJIMMCAaHNE TOKYMEHTA;

b) D10 U3ydyeHHe ynpaBIeHYECKOro BOMPOCa, MOJrOTOBKA MPOEKTA PacCOpIUTEIbHOIO JOKYMEH -
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Ta, COrJIaCOBaHUE JIOKYMEHTA, TIOIICAHNE JOKYMEHTA;

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

d) DOTo M3yueHue yIpaBIECHYECKOTO BOMpoca, chepbl MeATeTbHOCTH, €IUHBIX TpeOOBaHUN K
0(OPMIICHHUIO U TIOJTOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.

8. Kak Benetcst Hymepanusi IpyuKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

a) Ilo mopsIKy ¢ MOMEHTa CO3/IaHUs OpPTraHU3allii, HO OTIEIHHO OT MPUKA30B IO JIMYHOMY COCTa-
BY;

b) B npenenax mecsiia, HO OTAEIBHO OT MPUKA30B M0 JTUYHOMY COCTABY;

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

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

9. Kak ocymiecTBiIsieTcs CoriiacoBaHue JOKyMeHTa?

a) CornacoBaHue OCYIIECTBIIICTCS ITyTeM BU3UPOBAHUS WM TIPOCTABJICHHS rpuda cormacoBaHus;

b) IlpoBoauTcs oneHka mpoekra oGUIUATBHOIO JOKYMEHTa 3aMHTEPECOBAHHBIMH OpTaHHU3AIIHs -
MU, JTOJKHOCTHBIMH JIUI[AMH, CTICIIUATHCTAMHU. ;

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

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

10 . 3 xakux ABYX 4acTel COCTOUT TEKCT JOKYMEHTOB?

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBogHO# 1 OCHOBHOIA;

¢) OCHOBHOM U pacloOpsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsuTeIbHOM.

11. Kaxoil TOKyMEHT COCTaBJIAETCS KOMUCCUEN MPH BBIJIEIEHUN JOKYMEHTOB K YHUUTOXKEHHIO?

a) AxT;

b) CrpaBka,;

¢) JlokmagHas 3ammcka;

d) OObsicHUTEIbHAS 3aITHCKA.

12. Ha xakoM JOKyMEHTE HE YKa3bIBAE€TCSl Ha3BaHHUE BUJA JOKYMEHTA?

a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BaHHUE BHUJIA JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE YKa3bIBaeTCsl HA3BaHKUE BUA TOKYMEHTA;

¢) 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) ['ocynmapcTBennslii 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 U IITaTHAsI YUCICHHOCTh, MHCTPYKIIMSI, IOTOBOD;

C) MOJIOKEHHUE, YCTaB, MPHUKa3, IPOTOKOJ, CTPYKTYPHAs U IITaTHAS YUCIEHHOCTh, MHCTPYKIIUS, J10-
TOBOD;

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

15. JIBm>keHue JOKYMEHTOB B OPraHM3AlMM C MOMEHTA UX CO3JIaHUs WM MOITYYEeHHUs 10 3aBepliie-
HUS UCTIOH30BAHMSI UM OTIPABKU HA3BIBACTCS:

a) JlokymeHT0000pOTOM;

b) [ToTrokOM TOKyMEHTOB;

¢) O6paboTKOI JOKYMEHTOB;

d) Peructpanueii qoxkymeHTa.

16. Peructparuu noasieskatr JOKyMEHTbI

a) Bxopsmue;

b) Ucxonsmiue;
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¢) Buyrpennue;

d) Bce BuaBI TOKYMEHTOB.

17. Yto Takoe HOMEHKJIATypa aemn’?

a) Homenknarypa aen — 3To Bce JOKYMEHTHI Ha MPEANPHUITHH;

b) Homenkarypa ien — 370 cUCTEMaTU3UPOBAHHBIN MEPEYCHb 3aBOAMMBIX B OpTaHHU3AIUH JIENT C
YKa3aHHUEM CPOKOB UX XpaHEeHHsI, 0)OPMIICHHBIN B yCTaHOBJIEHHOM MOPSIKE;

¢) Homenknarypa men — 3To JIOKYMEHTHI, TPEOYIOIIe UCTIOTHCHHS,

d) Her nmpaBunsHOTO OTBETA

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

a) Co BTOPOIf CTpaHUIIBI B BEPXHEM MPABOM YTy TIOJIS JIUCTA apabCKUMU 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 IIUPpamMHu.

19. Kakue cBeneHus coaepkarcsi B TpyIOBOM KHUKKE?

a) TpynoBasi KHIKKa OTHOCUTCS K YHCITy OCHOBHBIX JJOKYMEHTOB, MOJATBEPKIAIONINX OOIINM, He-
MIPEPHIBHBIN U CHIEITUATBHBIN CTaXK PaOOTHI;

b) TpynoBasi KHWXKKa SIBIISIETCS OCHOBHBIM JIOKYMEHTOM TI0 YY€Ty MEepPCOHANA MPEANPHUATHS, KOTO-
pasi 3aBOJIUTCS Ha BCeX paOOTHUKOB MPEANPUSATHS, IPUHATHIX HA MOCTOSHHYIO WM BPEMEHHYIO paloTy;

¢) TpynoBasi KHMXKKa MPEACTABIISET COOOM COBOKYIMTHOCTh JOKYMEHTOB, COJACPKAIIUX CBEICHUS O
pabOTHUKE;

d) Het npaBunbpHOTO OTBETA.

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

a) OpraHu3alMOHHBIM JOKYMEHTAM MPEATPHUATHS;

b) pacriopsiANTETbHBIM JOKYMEHTAM TPEIITPUSATHUS;

C) TOKyMEHTaM 10 JJUYHOMY COCTaBY MPEATPUSITHS;

d) nadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHS.

14.1.2. Jxk3amMeHallMOHHbIE BONPOCHI
1. JIOKyMEHT U €ro MECTO B CUCTEME YIIPaBJICHHUS

[\

. HOpMaTI/IBHO-MeTOILI/ILICCKI/IC AKThI, PCTIIAMCHTHUPYIOIIUC CO3AaHNUC U O(I)OpMJIeHI/Ie HAOKYMCHTOB.

(O8]

. I[OKYMCHTOBCZLGHI/IC KaK HaydHasA JUCHUILJINHA: O6T>CKT, npeaMeT, OCHOBHBIC MCTO/IbI.

AN

. ITonsiTHe «MHPOPMALS» U €T0 pa3BUTHE.

5. IloHsATHE «JIOKYMEHT» U €r0 pa3BUTHE.

6. OOmue u yacTHble QYHKINU JTOKyMEHTA.

7. CrnocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.

8. ITonsiTue ciry>keOHOTo JOKyMEHTHUPOBAHUS U TPEOOBAHUS K IOKYMEHTAM.

9. IlopsiioK peryaMpoBaHusi, COIIACOBaHUS U MOJMUCAHUS YIPABICHYECKUX JOKYMEHTOB.
10. CymHocTh yHU(UKAMK U CTAaHAAPTH3ALUN YIIPABICHUYECKUX JOKYMEHTOB.

11. IlpaBuna opopmieHus ciyKeOHbIX TOKYMEHTOB.

12. PekBU3UTHI U MX IpeHA3HAUCHHE.

13. O6mue TpeboBaHUs K JOKYMEHTHPOBAHUIO YIIPABICHUECKON JAEATEIIbHOCTH.

14. CocraB, coaep:kaHue U 0OCOOCHHOCTH peau3al TpeOOBaHUN K pacIoNIoKEeHHI0 U odopmiie-
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HUIO PCKBU3HUTOB JOKYMCHTOB.

15.

16.

CrpyKkTypu3anus TEKCTOB YIPABIEHYECKUX JOKYMEHTOB.

Bunpl yHH(DUITMPOBAHHBIX TEKCTOB, 0COOCHHOCTH OQOpMIICHHS Tpa(apeTHOTO TEKCTa, AaHKEThI

Y TaOJIUIIBL.

17.

18.
KYMEHTOB.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

TpeboBaHus K COAEPIKAHUIO, CTPYKTYPE U CTHIIIO U3JIOKEHUS YIIPABICHYECKUX IOKYMEHTOB.

OpraHu3annoOHHO-pacopsAuTeNbHas ToKyMeHTanusa. OCHOBHBIC BHBI YIPABICHUECKUX JO-

HNudopmanmonHo-cripaBoyHast JOKyMeHTaIus. OCHOBHBIE BUIbI

[IpaBuia u CTUIIb HANIMCAHUS JI€TIOBOTO MHCHMA.

Bunsl nemoBoro nuceMa.

Oco0eHHOCTH IePENHCKH ¢ MHOCTPAHHBIMU ITAPTHEPAMHU.

Buibl MOTOKOB TOKYyMEHTOB M CTAINH UX 00paOOTKH.

Perucrpanus 1OKyMEHTOB.

KoHTpoJib UCTIONHEHNS JOKYMEHTOB.

Homenxknarypa nen u ux popMupoBaHHe.

Odopmienue aen.

XpaHeHue Jel U MOpsAA0K CAaYU UX B apXHB.

[TonsiTHE “ANIEKTPOHHBIN TOKYMEHT” B HH(OPMAIIMOHHON CHCTEME OpraHU3aLlH.
TepMuHONOTHS, UCTIONB3yeMasi B CUCTEMAaX 3JIEKTPOHHOTO JIOKyMEHTOO00POTA.
3amaun CUCTEM BIIEKTPOHHOTO JOKYMEHTO000pOTa.

VYrpaBieHue 3JeKTPOHHBIMU TOKYMEHTAMHU.

Knaccugukamus cuctem 3J1eKTpPOHHOTO JOKYMEHTO000pOTa.

[Toaxomap! K CO3aHUIO CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO00POTA.

Oransl BBIOOpa U BHEIPEHUSI CUCTEMbl aBTOMaTH3AlIHH.

[Tpo6eMbI TPaBOTo PeryaupoOBaHus IEKTPOHHOTO TOKYMEHTOO00POTA.
OTansl pa3BUTHS TOKYMEHTOO00POTA.

HOHSITI/IH, NPUHIUIIBI U 0CO0EHHOCTH MMOCTPOCHUA ABTOMaTI/I3I/Ip0BaHHBIX CHUCTCM KOHTPOJIA

ucnosHeHus 1okymeHToB (ACKU /).

39.

CucTeMbl AIEKTPOHHOTO JOKyMeHTooOopoTa. O6mme monoxenus. Haznagenus CO/I.
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40. OCHOBHBIE CBOMCTBA CUCTEM DJICKTPOHHOTO JIOKYMEHTOO0OpOTA.
41. OcHOBHBIE TEXHOJIOTUHU PabOTHI ¢ JoKyMeHTamMu B CO/I.

42. O0mas kmaccuuKaIus CUCTEM IEKTPOHHOTO JOKYMEHTO000pOTa.

14.1.3. TemsI J0K1210B

TeMblI 17151 KOHTPOJISI CAMOCTOSTENIBHOIO U3yUEHUS TEM TEOPETUUYECKON YacTu Kypca

1. Ucropust pa3BUTHS rOCYIapCTBEHHOM CUCTEMBI JEIONPOU3BOACTBA

2. IlpakThka opraHu3anuu AeJ0NPOU3BOICTBA B rocyapcTsax JpesHero mupa

3. CriocoObl pukcupoBaHus U Nepeaund HHPopMaIiu B rocyapersax JIpesHero Mupa

4. Vcropus pa3BUTHUS IOCYIapCTBEHHOM CHUCTEMBI IEI0IPOU3BOACTBa B Poccuu.

5. PexBU3UTHI CTONOIOBOM (POPMBI IETONPOU3BOACTBA, MPOIICANITHE Yepe3 BEKa U OCTABIINECS B

JIOKYMEHTaX HalIUX JHEH.

6. Ponb noKyMeHTa B KHU3HU Y€JIOBEKa U 0OIIECTBA.

7. MeTozpl UccieoBaHUsI JOKYMEHTOBEUECKUX MTPOOIIeM.

8. HayuHo-ucropuueckas ¥ pakTu4eckasi IeHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cepe IpaBa U yIpaBiIeHUs.

10. BiusiHME Hay4YHO-TEXHUYECKON PEBOIIOLUH HA PA3BUTHE TOKYMEHTA.

11. Pa3zButHe popmyispa TOKyMeHTA.

12. 3akoHO/aTeNIbHbIE aKThI, HOpMaTUBHbIE MaTepuanbl X VI — Hauana XX B.

13. 3akoHOATENBHBIE aKTHl 1 HOPMAaTUBHBIE JOKYMEHTHI PD.

14. Yauduxauus u ctaHAapTHU3aLuUs yIIPaBICHYECKUX TOKYMEHTOB.

15. FOpuauueckas cuia JOKyMEHTA: NOJJIMHHUKK (OPUTHHAJIBI) JOKYMEHTOB, KOMHUU TOKYMEHTOB
U UX BUJBI

16. [lonatue o JOKyMEHTOOOOPOTE MPEIPUATHUSL

17. Opranusanus padoTsl ¢ BXOAAIUME TOKYMEHTaMU

18. Opranusanus paboThl ¢ HCXOIAIIMMU TOKYMEHTAMU

19. OcobenHocTH Opranu3anuy paboThl C BHYTPEHHUMHU JOKYMEHTaMU

20. JlokymMeHT0000pOT B MH(POPMAITMOHHOM 00ECTI€UeHUH YIPABICHUS U €r0 COCTAaBHBIE YaCTH.

21. OcHOBHBIE 3Tanbl U NPUHIMIBI paOOTHl COTPYAHUKOB CIYKO JOKYMEHTAI[MOHHOTO obecreye-
HUS C BXOJAIIMMH, UCXOSIIIMMU U BHYTPEHHUMH YIIPABIEHYECKUMU JTOKYMEHTAMHU.

22. O030p OCHOBHBIX CHUCTEM AJIEKTPOHHOTO IOKYMEHTOOOOpOTA. MpecTaBleHHbIX B Poccuu u 3a
pyOeKOM.

24. Ananu3 BHEPEHUS CUCTEM 3JIEKTPOHHOTO JEIONPON3BOICTBA U IOKYMEHTOO00pOTa

25. [loHsiTHE IEPCOHANIBHBIX JIAHHBIX.

26. JlokyMeHTHpOBaHKE IpUeMa I'paxiaH Ha padboty. 3. CTpyKTypa NepCOHAIbHBIX JaHHbIX.

27. JlokyMEHTHpOBaHUE MpHUeMa Ha padOTy PYKOBOAAIIETO COCTaBa, CIELUAINCTOB, HAYYHBIX U
JIPYTUX KaTeropuii pabOTHUKOB.

28. JlokyMeHTHpOBaHUE MpUeMa Ha paboTy Jull, (YHKIHMOHAIbHbIE 00 3aHHOCTH KOTOPBIX CBsI3a-
HBI C BJaJIeHuEeM KOH(UIeHIIHaIbHON nHOopMaLue.

29. IlnanoBas kanpoBasi JOKyMEHTaLUsI.

30. CocTaB 1IOKyMEHTOB, HEOOXOIMMBIX JJIsl IpUeMa Ha padoTy.

31. KoHTpousb 1OCTOBEPHOCTH NEPCOHAIBHBIX JOKYMEHTOB.

32. JlokyMeHTUpOBaHUE MEPEBO/Ia COTPYIHUKOB Ha APYryio paboTy.

33. JIoKyMEHTHpPOBaHHUE MPOLEAYPHI MOOMIPEHHS paOOTHHUKA.

34. YyeTHast TOKyMEHTaIUsl.

35. JIokyMeHTUpOBaHUE NPOLETypbl IPUMEHEHHS] TUCLHUIUIMHAPHOTO B3bICKAHUS.

36. JloxymeHTaus 1o yuery pabouero BpeMEeHU U pacyeToB C MEPCOHAIIOM IO OIuIaTe TPyAa.

37. JoKyMEHTHpPOBaHUE MPOLEAYPHI YBOJIbHEHUS 0 HHULIMATHBE PaOOTHHKA.

38. OtueTHast U OTYETHO-CIPABOYHAS JOKYMEHTALIMSL.

39. JlokyMeHTHpOBaHUE MPOLEAYPbI YBOJIbHEHHUS 110 MHULIMATHBE pabOTOAATENS.

40. ITonarue nepcoHaIbHBIX JaHHBIX. CTPYKTYypa NEPCOHANbHBIX JaHHBIX.

41. Ilpuka3 00 yBOJIbHEHUU PaOOTHHUKA.
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42. OcoOGeHHOCTH yBOJBHEHHS paOOTHHKA, 00JAIA0NIEero 3HaHHEeM KOH(QUACHIIMATBLHOU UH(OP-
MaIlii OpraHu3alllu.

43. ®opMHpOBaHUE JIUYHOTO JEa.

44. IInanoBas KaapoBasi JOKyMEHTALIHSI.

45. Benenue u XxpaHeHHE JIMYHOTO JIeTa.

14.1.4. Tembl OIPOCOB HA 3aHATHAX

IlonsTHE, IENM U 3a1a4U U3y4aeMOW JUCHUIUIMHBL. PasBUTHE M CTaHOBIEHUE AEIONPOU3BOICTBA B
Poccun. Opranuzanus 1e10Iponu3BOACTBA HA NMPEANPUATHAX. 3HAYEHUE U MECTO JIOKYMEHTOB B CUCTEME
yIpaBiIeHUS

TpeOoBanus k 6mankam 1okyMeHTOB. [lopsnok pazpabotku 61ankoB. O61mue TpeOOBaHUS K JIOKY -
MEHTaM, U3TOTOBJISIEMBIM C IIOMOILBIO TEXHUYECKUX cpeAcTB. OcoOeHHOCTH O(OpPMIIEHHS OTAEIBHBIX
PEKBU3UTOB.

[TpaBusia opopmileHUs: JOKYMEHTOB, COCTaB U Ha3HAuY€HUE PEKBU3UTOB. Posib M BUABI yIIpaBIieH-
YECKUX TOKYMEHTOB.

Cocras, pacroyiokeHue 1 rnpasuia oOpMIEHHS PEKBU3UTOB OTJEJIbHBIX BUJIOB OPraHU3allMOHHO-
IPaBOBBIX, PACIIOPSAAUTENBHBIX U HH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

3HayeHHe KaJIpoBbIX JOKYMEHTOB. COCTaB M BUJIbl JOKYMEHTALIUHU I10 JUYHOMY cocTaBy. [IpaBuia
UX COCTaBJeHUs. YHU(UIUpoBaHHbIE (HopMbl HOKyMeHTOB. [Ipuka3. OdopmieHue npuema Ha pabdoTy.
[lepeBoa Ha npyryto padorty. [IpenocraBineHue ormycka. YBojabHeHHE ¢ paboTsl. JInuHoe 3asBienue. Xa-
paktepuctruka. CocTaBHbIE YaCTH XapaKTEPUCTUKH, IPaBUIa 0POPMIICHHUS

Homenknatypa nein. ITopsigok coCTaBiIeHHSI U YTBEPKIACHUS HOMEHKJIATYPhI JI€]. YCTaHOBJICHUE
cpokoB xpaHeHus nen. @opmuposanue u opopmiieHue aena. OpraHuszanus ONepaTUBHOIO XpaHEHUs JIE.
DkcrnepTu3a LEeHHOCTH JToKyMeHTOB. Odopmiienue aen. [lopsiiok nepenaun 10KyMEHTOB Ha XpaHEHUE B
apXuB.

14.1.5. TeMmbl KOHTPOJILHBIX padoT
KoHTposibHOE 3a7jaHKe BBIMOJIHSIIOTCS KaX/IbIM CTYICHTOM MHJIMBUAYAJIBHO IO BCEM INPEIOKEH-
HBIM TEMaM

CocTaBbTe 00BSCHUTEIBHYIO 3aIMCKY O IPUYUHAX (OMPENesieT CTYACHT CAMOCTOSTEIBHO).
CocraBbTe Ha ce0sl XapaKTEPUCTUKY ISl ATTECTALUY 10 CIICHUATBHOCTH.

CocTtaBbTe Ha ce0s 3asBICHUE O IPHUEMe Ha padoTy.

CocTtaBbTe Ha cebs IpeACTaBICHUE O TIEPEBOE Ha IPYryI0 padory.

CocraBbTe npukas 00 yBOJIbHEHUH paOOTHUKA B CBSI3U C JIMKBUIAIMEH OPTaHU3AIIHH.

CocTtaBbTe cBOIO aBTOOMOTrpauIo U pe3roMe.
OdopMuTe MIPOTOKOI 3acenaHus 00IIero coopaHus mpeanpusTas "........ "" 0 BHEAPEHUU TEXHOJIO-
IrHYeCKUX (WU MPOYKTOBBIX) HHHOBAIIMH MM OPTraHU3allMOHHBIX U3MCHEHUH.

OdopMuTe aKT 0 HApYIICHUSAX MPaBUIa BHYTPEHHETO PACTIOPSIIKA MIPEAIPHUSITHS.

14.1.6. Bonipocsl 1711 NOATOTOBKH K NPAKTHYECKHUM 3aHATHAM, CEMMHAPaM

TpeOoBanus k O1aHkaMm JOKyMEHTOB. [10IroTOBKa K COCTABIEHUIO TOKYMEHTOB. CXeMBbI pacroo-
XKeHUs ToKyMeHToB. CocTaBieHue GopMynsipoB 1okyMeHToB. OOmmii O1aHk. biaHk KOHKpeTHOro BHIa
JIOKyMeHTa. biank nuceMma.

O6mmue TpeboBanus k odpopmieHHio Tekcta otyeta. OpopmiieHue TUTYABHOTO JINCTA, PUCYHKOB,
TaOJIMII, CIIUCKA UCTIOJIb3YEMbIX HCTOUHUKOB

[TpaBuna cocraBieHust U 0GOPMIICHHS OpraHU3AMOHHO-PACTIOPSAUTEIbHBIX TOKYMEHTOB (yCTaB,
II0JIOKEHHE, IITATHOE pacIMCaHUe, NHCTPYKLUS, IPUKa3, paCIOPSKEHHE, PELLIEHUE, IPOTOKOJ, TOCTAHOB-
JICHUE)
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[TpaBuna cocraBieHus U 0hOpMIICHUS KaJIpOBOM JOKYMEHTAIMH (3asBJICHUE, XapaKTepUCTHKA, aB-
Tobuorpadus, pesrome, MpHKas3bl M0 JINIHOMY COCTaBY, TPYJOBOH JOTOBOP (KOHTPAKT O HA3HAUYCHWU HA
JOJDKHOCTB), IMYHAs KapTouka pabOTHHKA, Ta0elb ydeTa pabodyero BpeMeHH U Jp. )

14.2. TpeOoBaHMS K OLIEHOYHBIM MATEepHAJIaM /JIsl JINI C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310POBbSI 1 HHBAJIH/I0B
st mui ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI M1 MHBAJIHMJIOB MPEAYCMOTPEHBI JOTMOIHU -
TEJIbHBIC OLICHOYHBIE MaTepUaJIbl, IEPEYCHh KOTOPBIX YKa3aH B Tabmule 14.
Tabmuua 14 — JlomoMHUTENBHBIE MaTepHallbl OIICHUBAHUS ISl JIUIl C OTPAHUYCHHBIMH BO3MOXXHOCTSIMU
3JI0pPOBbsI 1 HHBAJIHJIOB

Kareropuu Bubl TONIOTHUTETBHBIX OLIEHOYHBIX ®opMbI KOHTPOIISL M OLICHKH
oOyJaronuxcs MaTepuaioB pe3ynbTaToB 00y4eHHUs

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

C napyumeHusMu
ciryxa

[Tpeumy1eCTBEHHO MUCHMEHHAS
poBepKa

C mapymenusasmu | CobeceoBaHme 1Mo BOIpocaMm K 3aueTy, | [IpenmyinecTBeHHO yCTHas MTPOBEpKa

3peHus OIIPOC 10 TEPMUHAM (MHOUBUYaJIbHO)
C napyumeHusMu Pemenne qucTaHIIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OThI, MUCbMEHHbIE | [IpenMylecTBeHHO AMCTaHIMOHHBIMU
JBUTATEJIBHOTO CaMOCTOsITENIbHbIE PaOOTHI, BONPOCHI K METOJAMHU
anmapara 3a4eTy
C orpanunuenussMu 1o | TecTsl, TUCbMEHHBIE CAMOCTOSITENILHBIE [IpenmyiiecTBEHHO NPOBEPKa
00IIEeMeTUITTHCKIM paboThI, BOIIPOCHI K 3a4ETY, METOJAMH UCXOJISl U3 COCTOSTHUS
MOKA3aHUAM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI | 00YYaroLIerocss HA MOMEHT IPOBEPKU

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

Jis aMil ¢ OrpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBbS M MHBAJIUIOB HPEAyCMAaTPUBACTCS J10-
cTymnHas ¢popMa NpeaoCTaBIeHUS 3aJaHUI OIIEHOYHBIX CPEJICTB, @ UMEHHO:

- B IleyaTtHo# (opme;

- B IIeYaTHO! (hopMe ¢ YBEITHUEHHBIM HIPUPTOM;

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

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

- IIPEJOCTABIICHUE 3a/1aHUs C UCIIOJIb30BAaHUEM CYPIONEPEBOA.

Jlunam ¢ OrpaHWYeHHBIMH BO3MOXKHOCTSIMU 3/I0POBbSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
HOJI'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. I TakKUX 00y4aromuxcs MpeycMaTpiuBaeTcs JOCTYII -
Hast popMa MpeIoCTaBICHHS OTBETOB Ha 3a/IaHUs, @ IMEHHO:

- MUCbMEHHO Ha Oymare;

- HaOOp OTBETOB HAa KOMIIBIOTEPE;

- Ha0Op OTBETOB C UCIOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- IIPE/ICTaBJICHNE OTBETOB YCTHO.

[Tponienypa ornieHHBaHUs pe3yIbTaTOB OOYYEHMS JIMIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbsl M1 MHBAIHJIOB IO JUCHIHUIUIMHE MPEITyCMaTPUBACT MPEIOCTaBIeHne HHpopManuy B popMax, aJaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 370POBbS U BOCIPUATHS HH(POpMALIUK:

JL1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOIO IOKYMEHTA;

- B [le4aTHOU (hopMe yBETNYEHHBIM HIPUPTOM.

JList i1 ¢ HAapYLIeHUusIMH cJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (popme.

J1s1 1ML ¢ HapyIIeHUsIMM ONIOPHO-ABUTaTeJIbHOI0 annapara:

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;
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- B Ie4aTHOU hopme.
HpI/I HeO6XOI[I/IMOCTI/I JJIg JIAL € OTrpaHUYCHHBIMUA BO3MOKHOCTAMMU 34J0POBbA U UHBAJIMJ0B IIPOIC-
Jypa OLICHUBAHHS PE3Y/IbTATOB O0YUCHHUSI MOXKET IIPOBOIUTHCS B HECKOJIBKO ITAIOB.
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