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

Leactearenes: ¢ 1901, 2016 no 18082010

PABOYAA [TPOI'PAMMA JIUCHUITVIMHD
OO0mmii ¥ 3JIEKTPOHHBIH JOKYMEHTO000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
Hampasnenue noaroroBku / cneruaibHOCTh: 38.03.01 DxoHoMuKa
HanpasnenHocts (npo¢uis) / cierpanu3anus: UHAHCHI M KPeIUT
®dopma 00ydeHHs: 3a09HAS

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: sxonomuku, Kagenpa sxoHomuxn

Kypc: §

Cemectp: 9, 10

Y4eOusiii mnan Habopa 2014 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpEMCHU

Ne Buapl yueOHO A€SITEIBHOCTH 9 cemecTtp 10 cemecTtp Bcero J2B107080%000
1 | Jlekuun 6 4 10 4acoB
2 |IIpakTHueckue 3aHATHS 4 4 8 4acoB
3 |Bcero aymuTOpHBIX 3aHATHI 10 8 18 4acoB
4 | CamocrosTenbHas paboTa 26 91 117 4acoB
5 |Bcero (6e3 sx3amMeHa) 36 99 135 4acoB
6 |IloaroroBka u crava sK3aMeHa 0 9 9 4acoB
7 | OOwas TpyI0eMKOCTh 36 108 144 4acoB
4.0 3.E.

KontponsHusie padoTsr: 10 cemecTp - 1
Ox3ameH: 10 cemecTp

Tomck 2018
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;{pbl
npotoko Ne 8 oT« 2 » 7 2018 1
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
toBKH (crniermanbHOCTH) 38.03.01 DroHomuKa, yrBepkaeHHoro 12.11.2015 roga, paccMoTpeHa u omoope-
Ha Ha 3acelaHuu Kadeapbl SKOHOMHUKHU «__ » 20 roma, mpoTokon No

PazpaboTunk:

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

3aBenyronmii o0ecnieunBaromeii kad.
SKOHOMUKH B. 1O. [{uOynsHuKOBa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Jexan 3uB® . B. Ocurmos
3aBeAyIOIHi BRITYCKAIOIICH Kad.

9KOHOMMKH B. 1O. [luGynsHuKOBa
OKCIIepTHI:

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

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

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

1.2. 3agaun QUCHUIINHBI

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

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

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

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

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

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

2. Mecro mucuuminabl B ctpykrype OITIOIT

Jucuumuinaa «O01mii u 3MeKTpoHHbIH qokyMeHToobopoT» (B1.B.JIB.6.1) otHOCHTCS K OnOKYy 1
(BapuaTHBHAS YaCTh).

[TpenmecTBYIOIMMUMU TUCHUIUIMHAME, (GOPMHUPYIOITMMH HavyajbHbIC 3HaHUS, sABIsIOTCA: MH)OD-
MaTuka, [IpakThka 1Mo moixy4eHHI0 MEePBUYHBIX MPO(ECCHOHANBHBIX YMEHHH M HABBIKOB, B TOM YHCIIE
NEPBUYHBIX YMEHUI U HaBBIKOB HAYYHO-HCCIICAOBATEIbCKON JesTeNbHOCTH, [IpeainumiomMHas npakTuka,
VYnpaBiieHUECKHIl yUeT.

[TocnenyomumMy AUCHUIITUHAMU SBISIOTCS: 3alMTa BBIMTYCKHOW KBAIM(UKAIIMOHHONW paloTHI,
BKJIIOYas MOATOTOBKY K MPOLEAYPE 3aIIUThI U MPOLEAYPY 3auThl, OOINN U 3IEKTPOHHBIN TOKYMEHTOO -
OOpOT.

3. TpeGoBanus K pe3yJibTaATaAM OCBOEHMS JUCHUILTUHBI

[Tponecc n3yyeHus JUCUMIUIMHBI HApaBiieH Ha (JOPMUPOBAHUE CIEAYIOIINX KOMIIECTSHIIUI:

— OIIK-1 crocoOGHOCTBIO pemiaTh CTaHIAPTHBIC 3a1a4d MPO()ECCHOHAIBHON JESITEIIbHOCTH Ha
OCHOBE MH(OpPMAIMOHHON M OuOIMorpaduyeckoi KyiabTypbl ¢ IpUMEHEHUEM HH(OPMAIMOHHO-KOMMY-
HUKAIIMOHHBIX TEXHOJIOTUN U ¢ y4ETOM OCHOBHBIX TpeOoBaHUN HH(POPMAIIMOHHON 0€30acHOCTH;

— IIK-8 crmocoOHOCTBIO HCTIONB30BATh ISl PEIICHUS aHAIMTUYECKUX U HCCIEI0BATENbCKUX 3a-
Aa4 COBPpECMCHHBIC TCXHUYCCKUEC CPCACTBA U I/IH(1)OpMaI_[I/IOHHbI€ TCXHOJIOTHMU,

B pe3ynbrate u3yueHust JUCIUILIMHBI 00Y4aIOIIUICS TODKEH:

- 3HATb JOKYMCHTOBCAUYCCKYIO TCPMHHOJIOTHIO, HOPMATUBHLIC NOKYMCHTBI, PCIIIAMCHTUPYIO-
1€ COCTaBIICHHE U O(pOPMICHHE TOKYMEHTAIMH, OPSI0OK PaGOTHI ¢ HUMH; OCHOBBI JICIOIPOM3BOICTBA
U DIIEKTPOHHOTO JTIOKYMEHTOO0OpOTa B OpPraHU3allUsiX, MPUEMBI HCIIOJIb30BaHUsl JOKYMEHTO000pOTa; TO-
CYIapCTBEHHYIO TIOJHMTUKY B c(hepe TOKYMEHTAIMOHHOTO OOECTICYCHHUs YIPABICHHS IEKTPOHHBIMHU J10-
KyMEHTAMH M 3IEKTPOHHBIM JTOKYMEHTOOGOPOTOM; COBPEMEHHBIE TPEOOBAHMS K OPraHW3AIUH, IPABHIIA
¥ HOPMBI PabOTHI € L[OKyMeHTaMI/I;~ MPUHIATILI U IPOLEYPEI IIOATOTOBKY OPraHU3allMOHHBIX U PacIopsi-
JTUTENbHBIX JTOKYMEHTOB C HCIIOJb30BAHUEM COBPEMEHHBIX TEXHUYECKUX CPENCTB M MH(GOPMAIIMOHHBIX
TEXHOJIOTHIA; MpaBHiIa JOKyMEHTAJILHOTO O(pOPMIICHHUSI PEICHUH B yIpaBJICHUH; OOIIME MPUHIIMIILI T10-
CTPOEHUS U CTPYKTYPY CUCTEMBI 3JIEKTPOHHOTO TOKYyMEHTO000POTa; OCHOBHBIE TPeOOBaHMs HH(POPMAIIH-
OHHOI 6e30MacCHOCTH
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— YMeThb Ha OCHOBE COOpaHHON MH(OPMAIMH ONPEACIATH LIEIH, BEIOUPATh CPEICTBA BEICHHS
JIeNTIOBOM TOKYMEHTAIMH; TPAaMOTHO pa3padareiBaTh U 0OPMIISTH YIPABICHUECKHUE TOKYMEHTHI, HCIIOIb-
3yeMbI€ B JCATEIILHOCTH OPTaHU3alnii; COCTABISATh U NPAaBIILHO O(OPMIISTH OPraHW3allIOHHbIE U pacIio-
PSINTENbHBIE TOKYMEHTHI ¢ MPUMEHEHHEM MH(POPMAIIMOHHO-KOMMYHUKAIIHOHHBIX TEXHOJIOTUN; HCIIOIb-
30BaTh BO3MOXXHOCTH OOIIEro M 3JEKTPOHHOTO JOKYMEHTOO0OpOTa Ul MPUHATHS U JOKYMEHTaJIbHOTO
oopMIIeHHUs yIIPaBIEHYECKUX PEIICHUH; CIIOIB30BaTh B CBOCH MPOPECCHOHAIBHON NeSITEIbHOCTH TPH -
KJIaJ{HbIE TIPOTPaMMHBIC CPEACTBA M CPENICTBA OPITEXHHUKH; CAMOCTOSATEILHO OCBaUBaTh 3HAHMS, HEOOXO-
JUMBIE [T pabOoThI C TOKYyMEHTOOOOPOTOM B KOHKPETHBIX chepax AesITeIbHOCTH OpraHu3alnuu; ONepupo-
BaTh 3HAHUSMH, TOJYYEHHBIMH IO JEIONPOU3BOJACTBY B NMPOGECCHOHANBHOW AEATEIBHOCTH; pEIlaTh
CTaHJApTHBIE 33/1a4M MPO(EeCcCHOHATHHON EATENPHOCTH Ha OCHOBE MH(POPMALMOHHON 1 Oubmmorpadu-
YeCKON KYJIbTYPBI

— BJIa/IeTh HaBBIKAMU COCTABJICHHS U O(GOPMIICHHS OPraHU3AIMOHHBIX U PACTIOPSIIUTEIBHBIX
JOKyMEHTOB B cepe npodeccHoHambHON NeITeIbHOCTH; METOMKONH COCTABICHUS MTPOSKTOB OCHOBHBIX
YIPaBJIEHYECKUX TOKYMEHTOB; HaBBIKAMHU JTOKYMEHTAJIHHOTO O(POPMIICHHUS pEIICHUI B YIIPABICHUU OIIE-
paMOHHOH (TIPOM3BOJICTBEHHOM) JEATEIIFHOCTHIO OPraHU3aLUI NPH BHEAPEHUN TEXHOIOTUYECKUX, MPO-
JTYKTOBBIX MHHOBAIMI WM OPTaHU3AI[MOHHBIX M3MEHEHHI; METOAaMU U CPEACTBAMH MOIydeHHs, oOpa-
OOTKM M XpaHEHHUS TOKYMEHTOB; HAaBBIKAMHU HCIOJIB30BAHUS KOMITBIOTEPHOW TEXHHKH, MPOrPaMMHO-
MH(POPMALIMOHHBIX CHUCTEM, KOMITBIOTEPHBIX CETEH; HaBBIKAMHU PELICHHUS CTaHIApTHHIC 3aJaud mpodec-
CHOHAJILHOM JeSITeIFHOCTH Ha OCHOBE MH(OpMAMOHHON 1 Oubmrorpaduyeckoll KynbTypsl; COBPEMEH-
HBIMU TEXHHUYECKUMH CPEACTBAMH M MH()OPMAIIMOHHBIMH TEXHOJIOTHSIMH; HaBBIKAaMH 0(OpMIICHHS padoT,

BBINOJIHAEMBIX CTYIEHTAMHU B Ipoliecce 00ydeHus, C yueToM TpeOoBaHUM 00pa30BaTeIbHOIO CTaHAAPTA
By3a OC TYCVYP 02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIJIMHBI M BU/ABI Y4e0HOI padoThI
OO011ast TpyI0EMKOCTb JUCHUILUINHBI cocTaBisieT 4.0 3aUueTHBIX eIMHMIIBI U IIPECTaBIeHa B Ta0Ouu -

%Zgﬁ;ﬁa 4.1 — TpynoeMKOCTh JUCHUILIMHBI

Bunbl yueOHO nesTeNIbHOCTH Bcero yacos CemecTpsl

9 cemecTp 10 cemectp

AynuTtopHble 3aHATUSA (BCETO) 18 10 8
Jlexuun 10 6 4
[IpakTnueckue 3aHATHS 8 4 4
CamocTosiTenbHas paboTa (Bcero) 117 26 91
[TpopaboTka JICKIIMOHHOTO MaTepraia 4 2 2
CamocTosTenpHOe H3ydyeHne TeM (BOIPOCOB) 79 18 61
TEOPETUUECKON YacTH Kypca
[ToaroroBka K NpakTUYECKUM 3aHATHUSAM, 18 6 12
ceMuHapam
BrImotHeHHE KOHTPOJIBLHBIX padoT 16 0 16
Bcero (6e3 sx3amena) 135 36 99
IToaroroBka 1 caya sK3amMeHa 9 0 9
OO6m1ast Tpy1I0€MKOCTb, 4 144 36 108
3aueTHnie EquHuIibe 4.0

5. Conepxxanue IMCUMILIHHBI

5.1. Pa3nenanl AMCHUILIAHBI M BUALI 3AaHATHHA
Pazniensl TUCIUIUTAHEI ¥ BUBI 3aHATUN PUBEACHBI B Ta0muiie 5.1.
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Tabmua 5.1 — Pasgens! fUCHUILIMHEL U BUABI 3aHSITHI

Bcero
4acoB
[Tpaxk. Cawm. dopmupyembie
HazBaHus pa3aenoB TUCHUIUIMHBI Jlex., u (6e3
3aH., 4 | pab., 4 KOMIIETEHIIUN
9K3aMEeH
a)
9 cemecTtp
1 IIpenmer, conepxkanue u 3agadu Kypcea. [Jo- 2 0 7 9 OIIK-1, ITK-8
KyMEHTOOOOPOT U JAETOMPOU3BOJICTBO B MPO-
(heccrOHaTBbHOM JAESITEIIBHOCTH.
2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 0 0 6 6 OIIK-1, IIK-8
MEHTHUPOBAHUS YIPABICHUECKON JCATEIHHO-
CTH
3 Ilonsitue nokyMmeHnta. CBOMCTBA JOKYMEHTA. 4 4 13 21 OIIK-1, TIK-8
Knaccudukarus nokymenra. CTpykrypa a0-
KymeHTta. TpeboBaHusi K 0POPMIIEHHUIO TOKY-
MEHTOB.
Hroro 3a cemectp 6 4 26 36
10 cemecTp
4 CucremMsbl 10KyMeHTOB. CocTaBiieHUE U 2 4 29 35 OIIK-1, ITK-8
odopMIIeHHE YIIPABIEHYECKUX JOKYMEHTOB.
5 Opranu3zanus paboThl C TOKyMEHTaMU 23 23 OIIK-1, TTK-8
6 ®opMHpPOBAHUE U TEKYIIEE XPAaHEHUE JIOKY- 22 22 OIIK-1, ITK-8
MeHTOB. [ToAroToBKa JOKYMEHTOB K Mepeaue
B apXUB
7 DNEeKTPOHHBIN JOKYMEHTOOOOPOT, KITH0Ye- 2 0 17 19 OIIK-1, ITK-8
BbIE TIOHSTHS, OCHOBHBIE KOHIIEIIIUN
HWroro 3a cemectp 4 4 91 99
Hroro 10 117 135
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 JucuuIuinHel (no | TpynoemkocTs, | @opmupyembie
HazBanus paznenon Acp pasit jcn ( pyA ’ PMHPY
JICKIIHSIM) q KOMIICTCHITUHI
9 cemectp
1 Tlpenmer, ITonsTHe, 1€ U 33/1a4U U3y4aeMOU JTUCIIH- 2 OIIK-1, TTK-8
CoJIep>KaHMe U 337]aud | IUIMHBI. Pa3BUTHE U CTAaHOBIICHUE JIEJ10-
Kypca. npousBozacTBa B Poccun. Opranuzanus jae-
JIoKyMEHTOOOOpOT U |JIONPOU3BOJICTBA HA MPEANIPUATHSIX. 3HAUE-
JICJIONPOU3BOJICTBO B | HHE U MECTO JOKYMEHTOB B CUCTEME YIpPaB-
npodeccruoHaIbHON TICHUS
NEeSITeNIbHOCTH. Vitoro
3 [lonstue noxkymenta. | TpeboBanus k Onankam JokyMeHTOB. [lopsi- OIIK-1, [IK-8

CBolicTBa 10KyMEHTA.
Knaccudukanus
nokymeHnTa. CTpykTypa
JIOKYMEHTA.

JOK pa3paboTku 6mankoB. O0mue TpedoBa-
HUA K JOKYMCHTaM, U3TrOTOBJIACMbIM C IIOMO-
HIbI0 TEXHUYECKUX cpencTB. OcoOeHHOCTH
odopMIIEHUS OT/ICTBHBIX PEKBU3UTOB.
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TpeboBaHus K Uroro 4

o opMIIEHUTIO

JTIOKYMEHTOB.

Hroro 3a cemectp 6

10 cemectp

4 Cucremsl [IpaBuna opopmieHUs: JOKyMEHTOB, COCTaB 2 OIIK-1, TTIK-8

JIOKYMEHTOB. Y Ha3HaYeHUe peKBU3UTOB. Poib 1 BUABI

CocraBienue u yIpaBIeHUYECKUX JOKyMeHTOB. CoCTaB u Ha-

odopmiieHue 3HAUEHUE OTJICIbHBIX BUJIOB OpraHu3allu-

YIPABICHUECKUX OHHO-TIPABOBBIX, PACTIOPSAIUTEIBHBIX U UH-

JIOKYMEHTOB. (hopMaIMOHHO-CTIPAaBOYHBIX IOKYMEHTOB.
JlokyMeHTanbHbIN GOHJ U IEpEUeHb J0KY-

MEHTOB, 00pa3yIIUXCcs B Ipoliecce aes-
TenpHOCTH Tipennpusatus. CocTas, pacmosio-
JKEHHE U TIpaBuiia 0pOpPMIICHUSI PEKBU3UTOB
OTJICJIbHBIX BUJIOB OpTraHU3AIIMIOHHO-TIPABO-
BBIX, PACIIOPATUTENBHBIX U HHPOPMAIIH-
OHHO-CIPAaBOYHBIX JTOKYMEHTOB. OCOOEHHO-
cTH 0(hOpMIICHHSI OTAEIBHBIX BHIOB JOKY-
MEHTOB, OOPa3yYIOIIUXCS B MPOIECCE Jes-
TEJIbHOCTHU NPEIPUATHSL.

Hroro

7 DNEeKTPOHHBIN OCHOBHBIE 33]1a41 OpraHU3aIuH JIEK- OIIK-1, ITK-8

JOKYMEHTOO0O0POT, TPOHHOTO TIOKyMeHT0000poTa. CUCTEMBI

KJIFOUEBbIE TIOHSTHS, AJEKTPOHHOTO J0KyMeHTooOopoTa CIO/I.

OCHOBHBIE€ KOHIEIINN | DTanbl pa3BUTHS, KIaccel, Ha3HaueHue CO/I.
OCHOBHBIE CBOICTBA CUCTEM JIEKTPOHHOTO
nokymMeHToo0opoTa. OcHoBHBIE TUTIEI CO/I,
Ocobennoctu opranuzanuu COJl. Cuctemsl
3JIEKTPOHHOTO IOKYMEHTO000pOTa, IIpeI-
craBiicHHbIE B Poccuu.

Hroro
Hroro 3a cemectp
Hroro 10

5.3. Paznenbl AMCHUILIMHBI U MEKIUCIMIUIMHAPHBbIE CBSI3H ¢ 00ecneYnBAKIIMMH (TpeabIy IUMH)

U 00ecreuynBaeMbIMU (HOCJ’[e}_IleIIII/IMI/I) AUCHUIIIMHAMHA

Paziensl AUCIIUTUIMHBI M MEKTUCITUTUIMHAPHBIC CBS3H C 00€CTICUMBAOIIMME (TTPEABIAYIIUMA) H

obecnieunBaeMbIMU (TTOCJIEIYIONIMMHI ) AUCITUTUIMHAME TPEJICTABIEHBI B TabmuIe 5.3.

Tabmua 5.3 — Pa3aenbl AMCHMIUIMHBI U MEXIUCITUIUIMHAPHBIE CBS3H

HauMmeHoBaHue TUCIUILINH

Ne pa3aciioB JIaHHOM AUCHUIUIMHBI, IS KOTOPBIX HCO6X0,Z[I/IMO
HU3YUYCHUC 06CCH€‘~II/IBaIOHII/IX 1 00ecIeYnBacMBIX JUCLHUITIINH

HBIX IPO(eCCUOHANIBHBIX YMEHUN U
HAaBBIKOB, B TOM YHUCJIE€ IEPBUYHBIX
YMEHUH U HaBBIKOB HAYYHO-UCCIIE-

1 2 3 4 5 6 7
[IpenmecTByromue TUCHUILIMHBL
1 Uudopmaruka + + +
2 IIpakTuka 1o MoJIy4e€HHUIO NEPBUY- + + +
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JTOBATENbCKOM 1eATeNbHOCTH
3 IlpenaumuioMHasi mpakTUKa + + + + +
4 YnpaBneHYECKUH yUueT + +
[Tocnenyromue TUCIUITITUHBI

1 3amuTa BBITYCKHOW KBanHpuKa-
IIUOHHOM paboThI, BKIIIOYAs! TOATO- N n n
TOBKY K MPOIIEYPE 3aIIUTHI U TTPO-
HEeAYpY 3aIIUThI
2 i i -

OOt ¥ ICKTPOHHBINA JOKYMEH n N N n N n n
TOOOOPOT

5.4. CooTBeTcTBHE KOMIIETEHIIMIA, (OPMHUPYEMBIX PH U3YyYEeHUM TUCHHUIUIMHBI, U BUA0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPU HM3YUYEHUH IUCIUIUIMHBI, M BHJIOB 3aHATHN

MPE/ICTABJICHO B TA0JIUIIE

54.

Ta6muia 5.4 — CooTBETCTBHE KOMIIETEHIIMN, (DOPMUPYEMBIX NIPU U3YUYEHUH AUCHUIUIUHBI, U BUJOB 3aHS -

TUI
KoMmreTeHu Bunsl 3anatuhii
@DopMBI KOHTPOJIA
u Jlek. [Tpak. 3aH. Cam. pa0.

OIIK-1 + + + KonTponbHas paboTa, Jk3aMeH,
[IpoBepka KOHTPOIBHBIX PadOT,

Omnpoc Ha 3aHATHAX, BeICTyIUIE-

HUe (JI0K1an) Ha 3aHsITHH, Tecr,

OT4er o MpaKkTUYECKOMY 3aHs-

THUIO

[K-8 + + + KonTposbHas paboTa, JKk3aMeH,
[IpoBepka KOHTPOIBHBIX PadOT,
Omnpoc Ha 3aHATHAX, BeICTyIUIE-

HUe (IOKJIan) Ha 3aHATHH, TecCT,

OTuer 1o MpaKTUYECKOMY 3aHs-

THUIO
6. UaTepakTuBHBIE MeTOABI M (OPMBbI OPraHU3ALMHN 00yUEeHHUS
He mpenycmorpeno PVYII
7. JIabopaTopHblie padoThI
He npenycmorpeno PVYII.

8. IIpakTHyeckue 3aHATUSA (CEMUHAPDI)
HaumeHnoBaHMe NpakTHUECKUX 3aHATUH (CEMUHAPOB) NpuBeneHo B Tabiuue 8.1.
Tabmuua 8.1 — HaumeHoBaHME NPAaKTUYECKUX 3aHATUHN (CEMHUHAPOB)
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HaunmenoBanue npaktuueckux 3aHatuii | Tpynmoemkocts, | PopMupyemMblie
Ha3zBanus paznenos
(cemuHapoB) q KOMITETEHITUU
9 cemecTp
3 Ilonsarue noxkymenTa. | TpeboBanus k 6yaHkaMm J10KymeHTOB. [loaro- 2 OIIK-1, ITIK-8
CBoiicTBa IOKYMEHTa. |TOBKa K COCTABJIICHUIO TOKYMEHTOB. CXeMbl
Knaccudukanus pacroyioxkeHust TokyMmeHToB. CocTaBJIeHUE
nokymeHTa. CTpykTypa | hopMyssipoB JokyMeHTOB. OOmuii O1aHK.
JIOKYMEHTA. brnank koHKpeTHOTO BHJa JOKyMeHTa. brank
TpeboBanus MUChMa.
odopmIieHr
bopmrermio Oo6mue TpedoBaHus K 0(hOPMIICHHIO TEKCTa 2
OKYMEHTOB.
JOKYM otueta. OpopmiieHre TUTYABHOTO JIUCTA, PU-
7




CYHKOB, Ta6J'II/II_[, CIIMCKa UCIIOJIb3YCMbIX HC-

[TpaBuia coctaBneHus U 0hOpMIICHUS HH- 2
(opMaIMOHHO-CIIPaBOYHBIX JOKYMEHTOB (J1e-
JIOBO€ IIMCHMO, JOKJIaJHas U CIykeOHas 3a-

IIMCKH, aKT, CIIPaBKa, U Jp. )

TOYHUKOB
Hroro
Hroro 3a cemectp
10 cemecTtp
4 CucrteMbl [TpaBuna coctaBiaeHuss 1 0OPOPMIICHUS Opra- 2 OIIK-1, TIK-8
JIOKYMEHTOB. HU3AIIMOHHO-PACTIOPSIUTENBHBIX JOKYMEH-
CocraBienue u TOB (yCTaB, MOJIOKEHHUE, IITATHOE pacluca-
odopmiieHue HUE, UHCTPYKIIHS, IPUKa3, PacOpsKEHUE,
yIpaBIeHYECKUX pelieHre, MPOTOKO, TOCTAHOBICHHUE)
JIOKYMEHTOB.

HUroro

Hroro 3a cemectp

HUrtoro

9. CamocrosiTesqibHasi paboTa
Bunbr camocTosTenbHOM paboThI, TPYAOEMKOCTh U ()OPMHUPYEMbIE KOMIIETCHIIUHU TIPE/ICTABIICHBI B

tabmme 9.1.
Tabmuua 9.1 — Buasl caMOoCTOSATENBHOM pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIIUN
Bunel camocrostensnon | Tpynoemkocts, | DopMupyemblie
HasBanus pasnenon a pyA ’ PMHPY DopMbI KOHTPOJIS
paboThI q KOMIIETEHIINHU
9 cemectp
1 Tlpenmer, CamocTosTenbHOe U3yde- 6 OIIK-1, ITIK-8 |BeicTymiienue
COJIEp>KaHHE U HUE TeM (BOMPOCOB) TE€O- (moksan) Ha 3aHs-
3aJlauu Kypca. PETHUYECKOM YacTH Kypca i, Onpoc Ha 3aHs-
KYMEHT T tusix, Tect, Dk3ameH
HAoxymerToobopo [TpopaboTka JIeKITMOHHO- 1 » TecT, Sxzame
1 ro MaTepuasa
JIEJI0TPOU3BOICTBO
B Hroro 7
npodeccruoHaIbHON
JEeSITeNIbHOCTH.
2 IIpaBoBbIE M CamocrosTenbHOe HU3yye- 6 OIIK-1, IIK-8 | Omnpoc Ha 3aHATHSAX,
HOpPMaTUBHbIE HUE TeM (BOMPOCOB) TEO- Tect, Dx3ameH
OCHOBBI pPETHUYECKOM YacTu Kypca
ZIOKYMEHTHPOBAHHS |11, 6
YIPaBJICHUYECKON
NeSATEIbHOCTH
3 IlonsaTue [ToaroroBka kK mpakTuye- 6 OIIK-1, I1K-8 | BeicTymienue
JIOKYMEHTA. CKHUM 3aHSTUSIM, CEMHUHA- (moxnanm) Ha 3aHs-
CaoiicTBa pam i, Onpoc Ha 3aHs-
KYMEHTA. Tusax, OTyeT i
?{0 yMe CamocTosTeNIbHOE U3yye- 6 », OTer 1o
npuKanus MIPAKTHYECKOMY 3a-
naccupuian HUE TeM (BOTIPOCOB) TEO- pa ;C 0 9}' 3a
JIOKYMEHTA. peTHIeCKOH YACTH KypCa Haruio, Tect, Dx3a-
Crpykrypa MEH
JIOKYMEHTA. [IpopaboTka JIEKITMOHHO- 1
ro MaTepuasa

CornacoBaHa Ha noprtane Ne 43187




TpeboBaHus K Hroro 13
o opMIIEHUTIO
JTIOKYMEHTOB.
Hroro 3a cemectp 26
10 cemectp
4 Cucremsl BrinosHeHne KOHTPOJIIb- 16 OIIK-1, I1K-8 | KontponbHas pado-
JIOKYMEHTOB. HBIX paboT ta, Onpoc Ha 3aHs-
TaBJICHHUEC U thsx, OT4eT i

Cocrasenne IToaroroBka K mpakTuie- 12 » OT4eT 1o
oopmienue CKHM 3aHATIAM, CEMHHA- IIPAKTUYECKOMY 3a-
yIpaBIeHYECKUX pam usartuto, [IpoBepka
JIOKYMEHTOB. KOHTPOIBHBIX padoT,

[TpopaboTka JTeKIMOHHO- 1 Tect, DKx3ameH

ro Marepuana

Hroro 29
5 Opranuzanus CamocTosTeNnbHOE U3yYe- 23 OIIK-1, [IK-8 | BricTynnenue
paboThl ¢ HUE TeM (BOTIPOCOB) TE€O- (moksan) Ha 3aHs-
JIOKyMEHTaMu PETUYECKOM YacTH Kypca tuu, Onpoc Ha 3aHs-

Vroro 23 tuax, Tect, Dxk3aMeH
6 ®opmupoBanue 1 | CaMOCTOATENBHOE U3yUe- 22 OIIK-1, [IK-8 | BeicTynnenue
TEKyIllee XpaHEHHUEe |Hue TeM (BOPOCOB) TE€O- (mokan) Ha 3aHs-
JIOKYMEHTOB. pPETHUYECKOM YyacTH Kypca tuu, Onpoc Ha 3aHs-
Ilogroroeka Wroro 2 THAX, Tect, Ok3amMeH
JIOKYMEHTOB K
nepeaye B apxuB
7 DNeKTpOHHBIN CamocrosTenbHOe U3yye- 16 OIIK-1, IIK-8 | BeicTymuieHne
JOKYMEHTOOOOPOT, |HUE TeM (BOMPOCOB) TEO- (mokinan) Ha 3aHs-
KJIFOYEBbIE TIOHATHUS, | PETUUECKOM YacTH Kypca i, Onpoc Ha 3aHs-
OCHOBHBIE TIpopaGoTKa MEKIHOHHO- 1 Tusx, Tect, Dxk3aMeH
KOHIICTIIIHN

OHIETI ro Marepuana

Uroro 17
Hroro 3a cemectp 91

IToxroroBka m cmada SK- 9 OK3aMeH

3aMeHa
Hroro 126

10. KypcoBoii nmpoekT / KypcoBasi padota
He npenycmorpeno PVYIIL.

11. PeliTuHrOBasi cucTeMa AJISl OHCHKHU yCII€BaA€EMOCTHN oﬁyqammnxm
PetitunroBas cucreMa He HCIIOJIb3YCTCH.

12. YueOHO-MeTOAUYecKOe U MHGOPMANIMOHHOE 00ecnieYeHrue TUCIHIIINHBI

12.1. OcHoBHas1 JIMTEpaTypa

1. JIOKyMEHTHpOBaHWE YMPABJICHUECKOW JEATEIbHOCTH [DJEKTPOHHBIA pecypc]l: yueo.
nocobue / A.A. Paznopoxusiit. — M. UHOPA-M, 2017. — 304 c. — (Bsiciiee oOpa3oBanue bakanaBpu-
at). - Pexxum poctyna: http://znanium.com/catalog/product/854774 (nara obpamenus: 15.08.2018).

2. Joponuna, JI. A. Opranu3zanus ¥ TEXHOJOTHs JIOKYMEHTALMOHHOTO OOecreueHHs ynpasJe-
HUS [ DIEKTPOHHBIN pecypc|: yUeOHUK B MPAKTUKYM I akajeMudeckoro 6akanaBpuara / JI. A. JlopoHu-
Ha, B. C. Uputukoa. — M. UznarensctBo IOpaiit, 2018. — 233 c. — (Cepus bakanasp. Akagemuue-
ckuit kypc). — ISBN 978-5-534-04568-0. - Pexxum noctyna: https://biblio-online.ru/book/19DADBS52-
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959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (mata o6pamenus: 15.08.2018).

3. DIeKTpOHHBIN TOKyMEHTOOOOPOT U obecreueHre 0€30MacHOCTH CTaHIAPTHBIMHU CPEACTBAMU
windows [DnekTpoHHBIN pecypc]: yueOnoe nmocodue / JI.M. EBnokumona, B.B. Kopsokun, A.H. IIsuis-
kug, O.J. IIeeukoBa. - M. KVYPC, 2018. - 296 «c¢. - Pexum pocrymna:
http://znanium.com/catalog/product/939786 (nara obpamenus: 15.08.2018).

4. Hauumonansneiii ctangapt PO 'OCT P 7.0.97-2016 "Cucrema ctanaapToB 1o nHGOpMaLuy,
OuOMMoTeYHOMY U M3AaTeNbcKOMY Aeny. OpraHu3allMOHHO-pACIIOpAIUuTeNIbHAsA JoKyMeHTalus. Tpebosa-
HUSL K 0OPMIICHHIO TOKYMEHTOB" (YTB. mpuka3oM denepalbHOrO areHTCTBA M0 TEXHUYECKOMY pErysIH -
poBaHuio u MeTpojorun oT § nexadbps 2016 r. N 2004-ct) [DnexkTpoHHBINA pecypc]: - Pexum moctyma:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (mara o6pamenus: 15.08.2018).

12.2. lonotHUTEILHAS JIATEPATYpPA

1. OoOpa3zoBarenbhbiii cranaapt Byza OC TYCVYP 02-2013. PaGotsl cTyneHUYeCKHE IO HaIpaBiie-
HUSIM MOJATOTOBKH M CHEIUAIBHOCTSAM I'yMaHUTapHOTo npoduist. Obuue TpeOboBaHus U mpaBuiia ohopM-
neHust [DnekTpoHHBIN pecypc]: - Pexxum poctyna: https://regulations.tusur.ru/documents/71 (mara o0-
pamenusi: 15.08.2018).

2. TOCT P 7.0.8-2013. Cuctema ctangapToB no uHpopManuu, OUOIMOTEYHOMY U U3AATEITHCKO-
My zery. Jlenonpou3BoJICTBO U apXUBHOE /1e10. TepMuHbl U onpeneneHus [DneKTpoHHbIH pecypc]: - Pe-
*kuM foctyna: http:// www.edou.ru/enc/docs/detail.php?ID=27653 (nata o6pamenwns: 15.08.2018).

3. [enompousBoAcTBO [DneKTpoHHBIN pecypc]: YuebHoe mocodue / JI. M. KazakeBuu - 2018.
132 c. - Pexxum noctyna: https://edu.tusur.ru/publications/7542 (nata oopamenus: 15.08.2018).

4. TOCT P 6.30-2003. YHUOUIINUPOBAHHBIE CUCTEMbI JOKYMEHTALIMU. YHUOU-
[[MPOBAHHASI CHUCTEMA OPIAHU3ALIMOHHO-PACIIOPSIIUTEIBHOM JIOKYMEHTALIUU.
TPEBOBAHUA K OPOPMIIEHMIO JJOKYMEHTOB [Onextponnbsiii pecypc]: - Pexum nocrymna:
http://www.edou.ru/enc/docs/detail.php?ID=2494 (nara obpamenus: 15.08.2018).

12.3. YueOHO-MeTOAHYIECKHE ITOCOOUS

12.3.1. O0s3aTeibHbIE Y4eOHO-MeTOAUYEeCKH e M0CO0Us
1.  OOumii u AMEKTPOHHBIN JOKYMEHTOO00POT [DIeKTPOHHEIN pecypc]: Meroaudeckoe mocooue
10 JTaOOPaTOPHBIM 3aHATUSIM M CAMOCTOSTENBHOU paboTe mis ctyneHtoB HampasiaeHuit 080200.62 «Me-
HemkmenT», 080100.62 «Oxonomuka» / XK. H. AxcenoBa - 2014. 40 c. - Pexum moctyna:
https://edu.tusur.ru/publications/4874 (nara obpamenus: 15.08.2018).

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. MaTepuaJbHO-TEXHUYECKOE H MPOrPaMMHOE o0ecredyeHne Ui NPAKTHYeCKUX 3aHATHI
Brrancnurensnas nadopatopust / KomnbroTepHblii Kitacc
yueOHas ayTuTOpHsl ISl IPOBEACHHUSI 3aHATHI MPAKTUYECKOTO TUTIA, YIeOHAsT ayIUuTOPHS IS TIPO -
BEJICHUS 3aHITHI 1a00paTOPHOTO THMA
634045, Tomckast obnactsb, T. Tomck, yi. KpacHoapmetickas, 1. 146, 505 ayn.
Ornucanue UMerIerocs 000pyI0BaHUS:
- [I1I5BM DX6100M (9 mir.);
- [I5BM INTEL CORE 2 DUO (6 mIT.);
- MarauTHO-MapKepHas 10CKa;
- KommiexT cnenuaan3upoBaHHON yueOHOM MeOen;
- PaGouee mecto mpenoaBarers.
[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

JlaGoparopusi TpynmoBOro MpoekTHoro oOydenus "JlabopaTopusi COIMATBEHO-IKOHOMHUYECKHX
npoOiem"

yueOHas ayTuTOpHsl 171l IPOBEACHUSI 3aHATHI MPAKTUYECKOrO TUTA, ydeOHas ayauTopus Ui Mpo-
BEJICHUS 3aHATHH JIa0OPATOPHOTO THUIIA

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

Onucanue UMeroIerocs 000py10BaHus:

- [I1IBM KOMIICTAP (12 mr.);

- 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.

21. C xakumu BuiaMu uHpopMmarmu (o ¢popme e€ npeacraBieHus) Bel MoxeTe CTOIKHYTHCS B

cBoel podecCHoHaTBHOM IeATeTLHOCTH?

1) TexcToBasi, uncioBas, rpadpudeckas, TabauuHas

2) Hay4Has, collMaIbHas, MOJIUTHYECKasi, SKOHOMUYECKasi, peTUruo3Has

3) BU3yalibHAas1, 3BYKOBasl, TAKTHIIbHASI, OOOHSTEIbHAs, BKYCOBas

4) MmaTtematudeckasi, Onosornyeckas, MeIMIUHCKas, TICUXOJI0rHYecKast

14.1.2. Jx3amMeHallMOHHbIE BONPOCHI

. JIOKYMEHT U €ro MECTO B CUCTEME YIPABICHUS
. HopmaTuBHO-MeTOAMYECKHE aKThI, pETJIAMEHTUPYIOIIHNE CO3AaHUEe U O(POPMIIEHUE TOKYMEHTOB.
. JIoKyMeHTOBe/IeHUE KaK Hay4Hasi AUCLUILIUHA: 00BEKT, IPEAMET, OCHOBHbBIE METO/BI.
. [lonsiTue «uHpOpMaLMs» U €ro pa3BUTHE.
. IloHsiTHE «IOKYMEHT» U €TO Pa3BUTHE.
. O61mue u yacTHble QYHKIUU TOKYMEHTA.
. Crtoco0Obl TOKyMEHTUPOBAHUS U UX PA3BUTHE.
. [lonsiTue cayx’eOHOro TOKYMEHTHUPOBAHUS U TPEOOBAaHUS K JOKYMEHTAM.
. Ilopsaiok perynupoBaHus, COMJIACOBAHUS U NOAIMCAHMSI YIIPABIEHYECKUX JOKYMEHTOB.

10. CymHocTh yHU(PUKAMKY U CTaHAAPTU3ALUU YIIPaBIEHYECKUX IOKYMEHTOB.

11. IlpaBuna opopmieHus ciyKeOHbIX TOKYMEHTOB.

12. PekBU3HTHI U UX NIpEAHA3HAYCHHUE.

13. O6mue TpeboBaHUs K JOKYMEHTHPOBAHUIO YIIPABICHUECKON JAEATEIIbHOCTH.

14. Cocras, conepkaHue 1 0COOEHHOCTH peain3aluu TpeOOBaHUM K pacioiIokKeHHuo 1 opopmiie-
HUIO PEKBU3UTOB JIOKYMEHTOB.

15. CtpykTypH3ausi TEKCTOB YIIPaBICHYECKUX JIOKYMEHTOB.

16. Bunpl yHu(pUIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH O0(opMIIeHHs TpadapeTHOro TeKCTa, AaHKEThI
U TaOJIMLIBI.

17. TpeGoBaHUs K COJECPIKAHUIO, CTPYKTYPE U CTUIIIO U3JI0KEHHUS YIIPABICHUECKUX JOKYMEHTOB.

18. Opranu3zanmoHHO-pacnopsauTeNbHas JokyMeHTaus. OCHOBHbIE BUbI YIIPABICHUECKHUX J0-
KYMEHTOB.

O 01N DN B W~
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19. UndpopmanimoHHo-crpaBouHasi JokyMeHTaius. OCHOBHBIE BUIbI

20. IlpaBuna u CTUJIb HAMMMCAHUS ICJIOBOTO MUChMA.

21. Bunpl 1e10BOT0 NuchMa.

22. OcoOEHHOCTH MEPENUCKN C HHOCTPAHHBIMU MTAPTHEPAMH.

23. Bupl TOTOKOB JJOKYMEHTOB U CTaIUU UX 00pabOTKH.

24. Peructpanusi TOKyMEHTOB.

25. KOHTpOIIb UCIIOIHEHUS TOKYMEHTOB.

26. Homenknatypa nen u ux popmMupoBaHue.

27. O opmienue nien.

28. XpaHeHue Jea U NOpsIA0K CAAa4d UX B apXUB.

29. Pabora ¢ JOKyMEHTaMH, COJCpP KalMMHA KOMMEPUYECKYIO TalHYy.

30. ITonusiTHE “2NIEKTPOHHBIA TOKYMEHT B MH(GOPMAIIMOHHON CUCTEME OpTraHU3aIliH.

31. TepMuHONOTHS, UCTIONB3yeMasi B CUCTEMaX JIEKTPOHHOTO JOKYMEHTO000pOTa.

32. 3aymaun cucTeM 3IEKTPOHHOTO JOKYMEHTO000pOTa.

33. YnpasieHue 31eKTPOHHBIMU JOKYMEHTaMHU.

34. Knaccuukarus CUCTEM AIEKTPOHHOTO JTOKYMEHTOO0O0pOTAa.

35. Ioaxomp! K CO3AAHUIO CHCTEM 3JIEKTPOHHOTO JTOKYMEHTO000pOTa.

36. Drarbl BEIOOpa ¥ BHEAPEHUS CUCTEMbBl aBTOMATHU3AIIHH.

37. IIpo6nemMbl IPaBoOro PEryaupoBaHuUs JIEKTPOHHOTO JOKYMEHTO000pOTa.

38. Drarbl pa3BUTHSA JOKYMEHTO000POTA.

39. INoHsTHS, TPUHIUTIEI 1 OCOOEHHOCTH TMOCTPOCHUS ABTOMATU3HPOBAHHBIX CHUCTEM KOHTPOJIS
ucnosHeHus 1okymeHToB (ACKU /).

40. Cucrembl AIEKTPOHHOTO TOKyMeHTooOopoTa. Obmue nonoxenus. Haznauenus CO/,

41. OCHOBHBIE CBOMCTBA CUCTEM AJICKTPOHHOTO JIOKYMEHTOO0OpOTA.

42. OcHOBHBIE TEXHOJIOTHH PaboThI ¢ JoKyMmeHTamu B CO/I.

43. O0mras kmaccuuKaIus CUCTEM IEKTPOHHOTO JOKYMEHTO000pOTa.

14.1.3. TemsI J0K1210B

TeMblI 17151 KOHTPOJISI CAMOCTOSTENBHOIO U3yYEHUS TEM TEOPETUYECKON YacTu Kypca
1. Ucropust pa3BUTHS rOCYIapCTBEHHOM CUCTEMBI JEIONPOU3BOACTBA
4. Vcropus pa3BUTHUS IOCYIapCTBEHHOM CUCTEMBI JIEI0IIPOM3BOACTBA B Poccun
6. Ponb noxkyMeHTa B HU3HU Y€JIOBEKa U 00IECTBa
7. Metozpl uccieoBaHus JOKYMEHTOBEJUECKUX MPOOIeM
. udopmannoHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTMU MX POJib B PELICHUU 3a/1ad MpoQeccHo-
HaJIbHOM JEATEIbHOCTU

9. PazButre undopmauroHHON 1 6nbIMorpaduyecKkon KyJIbTypbl CPEICTBAMH COBPEMEHHBIX KOM -
MYHHMKaIIUOHHBIX TEXHOJIOTUI

10. Ucnonp30BaHue COBPEMEHHBIX MHPOPMAIIMOHHBIX TEXHOJIOTHH AJIs PEUICHHs] aHATUTUYECKUX
U MCCIIEI0BATEIbCKUX 3a/1ay B PO(HECCHOHAIBHON AEITEeIbHOCTH

11. HayyHo-uctopuueckas U IpakTUYecKas LIEHHOCTb TOKyMEHTa

12. lokyMeHTHI B cpepe npaBa U yrpaBIeHHs

13. BiusiHME HaydYHO-TEXHUYECKON PEBOIIOLUH HA PA3BUTHE TOKYMEHTA

14. PazButue Gpopmyssipa 10KyMeHTa

15. l'ocymapcTBEHHOE pEryIMpOBaHKUE, HOPMATUBHO-IIPABOBasi OCHOBA JIOKYMEHTALlMOHHOTO 0bec-
neyeHust NpoeCCUOHAIBHON AEATEIbHOCTH.

16. CymHoCTb, HanpaBiI€HUsI U BHUJbl TOCYJAPCTBEHHOI'O PErYIMPOBAaHUS JTOKYMEHTALMOHHOIO
obecrieueHus

17. 3akoHO/aTENbHBIE aKThl 1 HOPMaTUBHbIE JOKYMEHTHI PO

18. CocraB 1 CTpyKTypa HOpPMaTUBHOM, ITPABOBOM U METOIMYECKON OCHOBBI JJOKYMEHTALIMOHHOIO
oOecrevyeHus yrnpaBieHUs

19. YHuduxkauus u craHAapTU3aLus YIPaBICHYECKUX JOKYMEHTOB.

20. FOpuguueckas cuia JOKYMEHTA: MOJUIMHHUKY (OPUTHHAJIBI) IOKYMEHTOB, KOIIUU TOKYMEHTOB
U UX BUJBI

21. OC TYCVYP 02-2013 (CTO 02069326.1.02-2013) - PaboThI CTy/I€HUYECKHUE 110 HANIPABJICHUSIM
HOJI'OTOBKH U CHELMATBHOCTSIM I'YMaHUTAPHOTO Mpopuitst. OcoOeHHOCTH 0POPMIICHHUS CTYICHUECKUX pa-

o0
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00T

22. Ponb v 3HaueHUE (MHAHCOBBIX IOKYMEHTOB B JICSITEIIbHOCTH OpPTraHU3aIluu

23. OcobennocTr opopmieHUs (PUHAHCOBBIX JOKYMEHTOB

24. TlonsiTHEe 0 TOKYMEHTOOOOPOTE MPEATIPUSITHS

22. Opranusanus paboThl ¢ BXOJSIIIUMHI JOKYMEHTaMHU

18. Opranuzaiust pabOThI ¢ UCXOASIIUMH IOKYMEHTaMU

19. OcoGeHHOCTH OpraHu3aluu paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMU

20. IokyMeHTO000POT B HH(OPMAITMOHHOM 00€CTICUEHUHN YIIPABJICHUS M €TO COCTABHBIC YaCTH.

21. OcHOBHBIE ATaIbl M MPUHLIUIBI PAOOTHI COTPYAHUKOB CIYKO JOKyMEHTAIIMOHHOTO obecrieye-
HUS C BXOJSIIIUMHU, UCXOSIIMMU U BHYTPEHHUMH YIPABIEHYECKUMU TOKYMEHTAMHU.

22. Bupl TOTOKOB JOKYMEHTOB U CTaIuU MX 00pabOTKH.

23. Peructpanusi TOKyMEHTOB.

24. KOHTpOJIb UCIIOJIHEHUS TOKYMEHTOB.

25. Homenkmnatypa nen u ux popMupoBaHue.

26. Odopmiienue niemn.

27. XpaHeHue Jea ¥ TOpsIA0K CIAa4ld UX B apXHUB.

28. Pabora ¢ JOKyMEeHTaMH, COJCpP KALIIMHA KOMMEPUYECKYIO TalHYy.

29. IlonsiTHE “DIEKTPOHHBIN JOKYMEHT B MH()OPMAITMOHHOM CHCTEME OpTraHHU3aIiH.

30. TepMHUHOJIOTHS, UCTIONb3yeMasi B CHCTEMAaxX 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

31. 3amaun cucteM IEKTPOHHOTO JOKYMEHTOO000pOTa.

32. YrpaBiieHH€e 3J1€KTPOHHBIMU JOKYMEHTaMHU.

33. Knaccuduxkarus cucteM 3JIeKTPOHHOTO TOKYMEHTOO0O0pOTa.

34. Tloaxomp! K CO3AAHUIO CHCTEM 3JIEKTPOHHOTO JTOKYyMEHTO000pOTa.

35. Drarmbl BEIOOpa ¥ BHEAPEHHUS CUCTEMBI aBTOMATU3AIIHH.

36. IIpo6aeMbl IPaBoOro peryarupoBaHus JIEKTPOHHOTO JOKYMEHTO000pOTa.

37. TloHsATHsI, TPUHITUIIEI U OCOOEHHOCTH MOCTPOCHUSI ABTOMAaTH3UPOBAHHBIX CHUCTEM KOHTPOJIS
ucnonHenus fokymeHToB (ACKU /).

38. CucreMsl AIIEKTPOHHOTO TIOKyMeHTooOopoTa. Obmue monoxxenns. Haznauenus CO/I,

39. OCHOBHBIE CBOWCTBA CUCTEM BJIEKTPOHHOTO JOKYMEHTO000pOTA.

40. OcHOBHBIE TEXHOJIOTUHU PabOTHI ¢ JoKyMeHTamMu B CO/I.

41. O0mas kinaccuuKaIys CUCTEM AIIEKTPOHHOTO JOKYMEHT0000pOTA.

42. O0630p OCHOBHBIX CHCTEM 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTA. TIPEICTABICHHBIX B Poccrun u 3a
pyoexoM

43. AHanmu3 BHEAPEHUS CHCTEM SJICKTPOHHOTO JEIONPOU3BOACTBA M IOKYMEHTO000pOTa

14.1.4. Tembl 0IPOCOB HA 3aHATHAX

[TonsiTue, ey U 3a7a4u U3y4aeMon JUCIUILINHBL. Pa3BUTHE U CTAaHOBJICHHE JICIONPOU3BO/ICTBA B
Poccun. Opranmsanus 1e1onpon3BOJCTBA HA MPENNPUATHSIX. 3HAYCHUE U MECTO JOKYMEHTOB B CHCTEME
yIpaBIeHUS

TpeboBanus k 6mankaM 10KyMeHTOB. [lopsmok pa3pabotku 6mankoB. O0mme TpeOOBaHUA K JOKY -
MEHTaM, U3TOTOBISIEMBIM C TOMOINBIO TEXHUYECKUX cpeAcTB. OcoOeHHOCTH O(OPMIICHHS OTACTBHBIX
PCKBH3HTOB.

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

CocTaB ¥ Ha3HAUYEHUE OTACIBHBIX BUIOB OPraHU3AI[MOHHO-TIPABOBBIX, PACHIOPSAUTEIbHBIX U UH-
(OopMaMOHHO-CIIPaBOYHBIX JJIOKYMEHTOB. JIOKyMEHTaNbHBIH (OHI W TEepeYeHb JOKYMEHTOB, 00pa3yro-
HIUXCS B IPOIIECCE IEATEIBHOCTH MPEANPUSATHSI.

CocTaB, pacroyioXXeHue u MpaBuiia 0OpMIICHHSI PEKBU3UTOB OTICIBHBIX BUJIOB OPTaHU3allMOHHO-
MIPABOBBIX, PACIOPAIUTENBHBIX U UH()OPMALIMOHHO-CIPABOYHBIX HOKYMEHTOB. OCcOOEHHOCTH OodopmIie-
HUSI OTJICJIEHBIX BHJIOB IOKYMEHTOB, 00pa3yIOMIUXCS B IPOIIECCE ACATEIbHOCTH MPEAPHUSITHS.

OcHOBHBIE 331241 OpraHU3alMU JIEKTPOHHOTO JOKyMEeHT0000poTa. CHCTEMBI 3JEKTPOHHOTO J10-
kymeHToob6opota COJI. Dranbl pa3zButus, kiaccel, HazHadeHne COJl, OCHOBHBIE CBOWCTBA CUCTEM DJICK-
TPOHHOTO AOKyMeHToo0opoTa. OcHoBHBIe THIBEI CO/I. Ocobennoctu opranmzanuu COJI. CucteMsl diek-
TPOHHOTO TOKYMEHTOO0O0POTa, MpecTaBlIeHHbIe B Poccuu.

CornacosaHa Ha noprane Ne 43187 17



14.1.5. TeMmbl KOHTPOJILHBIX padoT
KoHTposibHOE 3a/1aHKe BBINOIHAETCS KaXIbIM CTYAEHTOM WHIMBHYaJIbHO IO BCEM IPEIOKEH-
HBIM TCMaM

CocTaBbTe OOBSICHUTENBHYIO 3aIUCKY O MPUYMHAX (OMpPEAETSeT CTYICHT CAaMOCTOSATENBHO).
CocTtaBbTe Ha ce0sl XapaKTEPUCTUKY IS aTTECTALUU TI0 CIIEIUATbHOCTH.

CocTtaBbTe Ha ce0s 3asBJICHUE O IpHUEMe Ha padoTy.

CocTtaBbTe Ha cebsl IpeACTaBICHUE O TIEPEBOE Ha APYryio padory.

CocTtaBbTe npuka3 00 yBOJIbHEHUU paOOTHHKA B CBSI3U C JIMKBUIAIIMECH OpraHn3alluy.

CocTaBbTe CBOIO aBTOOHOTPA(HIO U PE3IOME.
OdopmMuTe MPOTOKOI 3acenaHus 00IIero coopaHus MpeanpusTas "........ "" 0 BHEIPEHUU TEXHOJIO-
THYECKUX (MM TPOIYKTOBBIX ) HHHOBAIIMHN WITH OpPTraHU3aIllMOHHBIX N3MCHEHUH.

OdopMuTe aKT 0 HApYyILICHUAX MPaBUIa BHYTPEHHETO PACTIOPSIIKA MIPEAIPHUSITHS.

14.1.6. Bonipocsbl 1151 NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CeMUHAPaM

TpeOoBanus k O1aHkaMm JOKyMeHTOB. [10IroToBKa K COCTaBICHUIO TOKYMEHTOB. CXeMbl pacroio-
KeHUs 1oKyMeHTOB. CocTaBieHue GpopmyisipoB 10KyMeHTOB. OOuuii 61aHK. biaHk KOHKpeTHOro Buaa
JIOKyMeHTa. biiank nuceMma.

O61ue TpeboBanus k odpopmieHHIo Tekcta otyeta. OQopmiieHue TUTYIBHOIO JINCTA, PUCYHKOB,
TaOJIM1I, CIIMCKA UCTIOJIb3YEMbIX HICTOUYHUKOB

[TpaBuinia cocraBieHust U 0GOPMIICHHS OpraHU3aMOHHO-PACIOPSAUTEIbHBIX TOKYMEHTOB (yCTaB,
II0JIOKEHHE, LITATHOE pacIIMCaHUe, NHCTPYKLUS, IPUKA3, pAaCIOPSIKEHHE, PELLIEHUE, IPOTOKOJ, IOCTAHOB-
JICHUE)

[TpaBuna coctaBieHuss U o(opMIIEHUS HHPOPMALUOHHO-CIPABOYHBIX JIOKYMEHTOB (JI€I0BOE
MUCHMO, JIOKJIaJHAas U cayx»eOHas 3alluCKU, aKT, CIIpaBKa, U JIp. )

14.2. TpeOoBaHMS K OLIEHOYHBIM MATEPHAJIAM /JIsl JIUL C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310pOBbS1 1 HHBAJIH/I0B
Jns nui ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSl 1 MHBAJIMJIOB MPEAYCMOTPEHBI JOMOIHU -
TCIIBHBIC OIICHOYHELIC MaTepI/IaJ'IBI, HepequL KOTOpBIX YKaSaH B Ta6J'II/III€ 14
Tabmuua 14 — JlononHUTENbHBIE MaTepHallbl OLICHUBAHUS ISl JIUIl C OTPAHUYCHHBIMH BO3MOXHOCTSIMU
310POBbsl U HHBAJIUJOB

Kareropun Bubl TONOTHUTETBHBIX OLIEHOYHBIX ®opMbI KOHTPOJIS M OLIEHKH
00y4JaroLXCs MaTepuaioB pe3ynbTaToB 00y4eHus

TecThl, MICEMEHHBIE CAMOCTOSTEIbHbIE
paboThI, BOTIPOCHI K 3a4eTy,
KOHTPOJIbHBIE Pa0OTHI

C HapymeHusMu
cryxa

[IpenmyiieCTBEHHO MUCbMEHHAS
MpOBEpKa

C mapymenusamu | CobeceoBaHue 1Mo BOpocam K 3aueTy, | [IperumyiiecTBeHHO yCTHas MTPOBEpKa

3peHus OTIPOC MO TePMUHAM (MHOUBUYaJIBHO)
C napymeHusMu Pemenue qucTaHIIMOHHBIX TECTOB,
OTIOPHO- KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIE | [IpenMylnecTBeHHO AUCTaHIIMOHHBIMU
JIBUTATEJIBHOTO CaMOCTOSITENIbHBIE Pa0OTHI, BOMPOCHI K METOJaMH
ammapata 3a4ery
C orpanuuenusiMu 1o | TecThl, TUCbMEHHBIE CAMOCTOSITENILHBIC [IpenmymiecTBEHHO POBEpKa
00IIEeMEeTUITTHCKIM paboThI, BOTIPOCHI K 3a4eTy, METOJAMM UCXOJS U3 COCTOSTHUS
MOKa3aHUsIM KOHTPOJIbHBIE Pa0O0ThI, YCTHBIE OTBETHI | OOY4alOILIErocsi Ha MOMEHT NMPOBEPKU
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14.3. MeToanueckue peKOMeH/IALMH 110 OLIeHOYHBIM MaTepuajaM AJs JUL ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

Jis M1l ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBS M MHBAJIUIOB HPEAYyCMAaTPUBACTCS J10-
CTymnHas (hopMa IpeJO0CTaBICHUS 3aJaHNI OLIEHOYHBIX CPEJICTB, & UMEHHO:

- B IleyaTtHoi (opme;

- B IIeYaTHO (hopMe ¢ YBETHUEHHBIM MIPUPTOM;

- B (hopMe 3NIEKTPOHHOI'O IOKYMEHTA;

- METO/IOM YTE€HUS ACCUCTEHTOM 3a/1aHUs BCIYX;

- IIPEIOCTaBJICHNE 3aJJaHUsl C UCIIOJIb30BaHUEM CYpPJIOTIEPEBOIA.

Jlumam ¢ OrpaHWYEHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
HOJI'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. [l TaKUX 00ydaromuxcs MpeycMaTpuBaeTcsl JOCTYII -
Hast popmMa mpeToCTaBICHHS OTBETOB HA 3a/IaHUs, @ IMEHHO:

- MUCbMEHHO Ha Oymare;

- HabOp OTBETOB Ha KOMIIBIOTEPE;

- Ha0Op OTBETOB C MCITOJIH30BAHNUEM YCIIYT aCCUCTEHTA;

- IIPEJICTaBJICHUE OTBETOB YCTHO.

[Tponienypa orieHUBaHUS PE3yIbTATOB OOYYEHHS JIMIl C OTPAaHUUYEHHBIMH BO3MOKHOCTSIMH 3/10pO-
BbsI M1 MHBAIHJIOB IO JMCIUIUIMHE TPEITyCMaTPUBACT MPEIOCTaBIeHne HHpopManuy B popmax, aaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 370POBBS M BOCIPUATHS HH(POpMALIUK:

JL1s1 I ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETMYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIIeHUsIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- B IeyaTHou (opme.

J1s1 1M1 ¢ HAapyIIeHUsIMM ONIOPHO-ABUIaTe/IbHOI0 annapara:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (opme.

ITpu HEOOXOMUMOCTH /TS JIUI] C OTPAaHUYEHHBIMHU BO3MOXHOCTSIMU 3/I0POBbs U MHBAJIUI0B IpOILIE-
Jypa OIICHWBAHUSI PE3yIbTaTOB 00yIEHHUsI MOXKET MPOBOUTHCS B HECKOIBKO ITAIOB.
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