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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;{pbl
npotokot Ne 6 ot « 14 » 6 2018 1
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
toBKH (cnenmanbHocTh) 38.03.03 Vhpasnenue nepconanom, yreepxkaennoro 14.12.2015 roga, paccmor-

peHa u ofo0peHa Ha 3aceqaHuM KadeApbl MEHEDKMEHTA «  » 20 ropma, mMpOTOKOI
No .

PazpaboTuuk:

JIOLICHT Kad). MCHEDKMEHTA B. H. ’Kuranosa

3aBenyronmii o0ecnieunBaromeii kad.
MEHEHKMEHTA M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Hexan ©J10 N. I1. Yepkamumua
3aBeAyIOIHi BRITYCKAIOIICH Kad.

MEHEKMEHTA M. A. AdonacoBa
OKCIIepTHI:

JlonieHT Kadeapbl TEXHOJIOTHH dJIeK-
TpoHHOTO 00yueHus (TD0) 1O. B. Mopo3zoBa

Crapuuii npernonaBateib Kadeapbl
MEHE/DKMEHTa (MEHEDKMEHTA) C. B. CmupHoBa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
dbopMHUpOBaHUE Y CTYIACHTOB MOHATUNA O COBPEMEHHOM JOKYMEHTAIIMOHHOM O0OECTICUeHUU JIesi-
TEIBHOCTU OpraHu3anuil (MpeanpusTuil, yupekaeHui), pa3paboTke 1 BHEAPESHUU KaIpOBOM U YIIpaBJICH-
YeCKOM JOKYMEHTAIINH, ONTUMHU3AINH JOKYMEHTOO00pOTa U CXeM (DYHKIIMOHAJIbHBIX B3aUMOCBSI3€H MEX-
Iy TIOJIpa3/IeJICHUSIMH, Pa3paboTKe U BHEIPEHUU TPOIEAYpP PETyIHPOBAHUS TPYAOBBIX OTHOILICHHUH U CO-
MIPOBOXKAAIOIIEH JOKYMEHTAIINH, a TAK)KE HABBIKOB PUMEHEHUSI MPAKTHUECKUX TIPUEMOB H MPOIEAYP I0-
KYMEHTHUPOBAHUS B YIPABICHUH.

1.2. 3agaun JIMCHMIIINHBI

— chopMHPOBAThH y CTYICHTOB YETKOE TPECTABICHUE O HEOOXOAMMOCTH U POJIU JOKYMEHTAIH -
OHHOTO 00ECTICYCHHMSI B ICSITSIIBHOCTH OpPTaHu3aIuil (IpeapusATHN, YUPESKICHHH );

—  O3HAKOMHUTbH CTYACHTOB C OCHOBAMH JIEJIONPOU3BOACTBA U JJOKYMEHTOOOOPOTa B OPraHHU3aIlH-
X

— U3YYUTh COBPEMEHHBIE MPOOIEMBI JOKYMEHTHUPOBAHUS WH(GOpPMAIMHU, 3aKOHOMEPHOCTH 00-
pa3oBaHMs JTOKYMEHTOB, CHCTEMBI OKYMEHTAIIMH, KOMIUIEKCHI JOKYMEHTOB, HAIPABJICHUS COBEPIICH-
CTBOBaHHMS JOKyMEHTAITMOHHOTO 00ECTIeUeHUS;

— 0Oy4YUTh CTYJICHTOB MPAKTHUKE BIIAJICHUS OCHOBAMH CIYKCOHOTO JTOKYMEHTHPOBAHUS H JIEJIO-
MIPOU3BOJICTBA;

— HAYYWTh MPaBUJIAM COCTABJICHHUS U OQOPMIICHHS TOKYMEHTOB (OpraHU3allMOHHBIX, PACTIOpPs-
JTUTEIBHBIX, THPOPMAIITMOHHO-CIIPABOYHBIX U JIP.), JOKYMEHTAJIBHOTO O()OPMIICHHS pEIICHUI B yIpaBiie-
HHU;

— TI0Ka3aTh POJIb U MECTO COBPEMEHHBIX CHCTEM JJIEKTPOHHOTO TIOKYMEHTOOOOpPOTa B JEATEIb-
HOCTH OpraHu3alui;

—  J1aTh OCHOBBI KaJIpPOBOM CTATUCTUKH, pa3paObOTKU M BHEIPEHUS KaIpOBOM U yMpaBICHUYECKOM
JIOKYMEHTAIIMH, ONTHMH3AIUUA JTOKYMEHTOO0OpOTa M cXeM (YHKIIMOHAIBHBIX B3aUMOCBS3EH MEXIYy
MOJIpa3IeICHUSIMH, pa3paOOTKU ¥ BHEAPEHUS MPOLECAYP PETYIUPOBAHUS TPYAOBBIX OTHOIICHUN M COTPO-
BOXKIAIOIIEH TOKYMEHTAIIUH;

— HAy4YUTh BECTH KaJPOBOE JEIOMPOU3BOJICTBO U OPraHU30BBIBaTh aPXMBHOE XpaHEHUE KaJpo-
BBIX JJOKYMEHTOB B COOTBETCTBHM C JCUCTBYIOIIMMH HOPMATUBHO-IIPABOBBIMH AKTAMH, COCTABIICHUIO
KaJIpOBOM OTYETHOCTH;

—  BBIpa0OTaTh HABBIKH O3HAKOMJICHHS COTPYIHHKOB OPTaHHU3AINH C KaIpOBOM TOKyMEHTAIueh
U JIEHCTBYIOIIUMHU JIOKAIBHBIMA HOPMATUBHBIMHM aKTaMU, YMEHHE OOCCIICUUTH 3aIUTy MEPCOHATBHBIX
JTAHHBIX COTPYIHUKOB.

2. Mecto mucuuniuebl B ctpykrype OIIOII

Huctumuaa «/{lokymeHTanmonHoe obecrnieueHue ynpasieHus nepcoHanom» (b1.B.OJI.1) otHo-
cuTcs K 65oky 1 (BapuaTtuBHast 4acThb).

[TpenmiecTByOUMMHI TUCIUIUIMHAMY, (OPMHUPYIOIIMMU HavallbHBIC 3HAHUS, ABISOTCS: JlenoBbie
KOMMYHUKAIMH U 3THUKA JEJOBbIX OTHOLIEHUH, KaapoBslii yuet, KOMIIBIOTEPHBIE TEXHOJIOTUU B yIIpaBJIC-
HUU nepconanom, [IpakTuka 1o noay4eHuro NepBUYHBIX MPOPECCHOHATBHBIX YMEHUN 1 HaBBIKOB.

[TocnenyromuMu qucHUIIMHAME SBISIIOTCS: [Ipenauniomuas npakTuka.

3. TpeGoBanusi K pe3yJibTaATaAM OCBOEHMS JUCUUILIUHBI

[Tporniecc n3yueHus: AUCUUILIMHBI HAPaBJICH HA (HOPMUPOBAHUE CICAYIOMNX KOMITETCHIIUH:

— TIK-12 3HaHueM OCHOB pa3paOOTKH W BHEAPEHUS KAJAPOBON W YIPABJICHUECKOW TOKYMEHTA-
[[UU, ONITUMU3ALUU JOKYMEHTOO00pOTa U cXeM (PYHKIIMOHAIBHBIX B3aMMOCBSI3EH MEX Ty MOApa3IeIeHus -
MU, OCHOB pa3pa0OTKH U BHEIPEHUS MPOLEAYP PEryIMPOBaHUS TPYAOBBIX OTHOLIEHUN M COMPOBOXKAAIO-
e TOKyMeHTaIuy;

— TIK-13 ymeHueM BecTd KaJpOBOE JIEIONPOU3BOACTBO U OPTraHU30BBIBATH APXUBHOE XPaHEHUE
KaJpOBBbIX JOKYMEHTOB B COOTBETCTBUHU C JEHUCTBYIOIIMMH HOPMATHBHO-TPABOBBIMHM aKTaMH, 3HAaHHUEM
OCHOB KaJIpOBOM CTaTUCTHKH, BJIAJICHUEM HABBIKAMHU COCTABJICHUS KaJAPOBON OTUETHOCTH, & TAKKE HABbI-
KaMU O3HAKOMJICHUSI COTPYJHUKOB OpPTraHU3allMU C KaJpOBOW JIOKyMEHTaIlMel U IeHCTBYIOIIUMU JIOKAIb-
HBIMH HOPMATHBHBIMU aKTaMH, YMEHHE 00€CIICUNTh 3aIIUTY MEPCOHATBHBIX TAHHBIX COTPYIHUKOB;
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B pesynpTare u3ydeHus: IUCIHUIIMHBI 00YJaIOMIUNACS TOJIKEH:

— 3HATh JIOKYMEHTOBEIUECKYI) TEPMHMHOJOTHIO; HOPMAaTUBHBIE JOKYMEHTHI, PETIIAMEHTHPYIO-
[IM€ COCTaBJIeHuE U OQOpPMIIEHUE TOKYMEHTAIUH, MOPAIOK pabOThl C HUMHU; OCHOBBI JIEJIONPOU3BO/ICTBA
U JIEKTPOHHOTO JIOKYMEHTOO0OpOTa B OpraHu3alusiX, IPUEMB] UCIIOJIb30BaHUS JOKYMEHTO000pOTa; TO-
CYAapCTBEHHYIO MOJIMTUKY B cdepe TOKyMEHTAMOHHOIO OOECIeUeHUs yIpaBiIeHUs JIEKTPOHHBIMU J0-
KYMEHTaMH U 3JIEKTPOHHBIM JIOKYMEHTOOOOPOTOM; COBPEMEHHbIE TPEOOBaHUS K OpraHU3aLlUH, IPaBHIIa U
HOPMBI pabOThI C JOKYMEHTaMU; MPUHIIMIIBI U MPOLIETyphl TOATOTOBKYA OPraHU3allMOHHBIX U Paclopsiau-
TEJIBHBIX JOKYMEHTOB C UCIOJIb30BAaHHEM COBPEMEHHBIX TEXHUYECKHX CPEACTB U MH(POPMALMOHHBIX TEX-
HOJIOTUH; OCHOBBI pa3pabOTKU U BHEAPEHHS KaJpOBOM U yIpaBIeHUECKON JOKYMEHTAIlMH, ONTUMHU3ALUU
JOKYMEHT0000pOTa U cxeM (PYyHKIIMOHAIBHBIX B3aUMOCBSA3EH MEXIy MOApa3ACICHUIMHU; OCHOBBI paspa-
OOTKM M BHEAPEHUs MPOLETyp PETyIHMPOBaHUS TPYAOBBIX OTHOIIEHUN U COMPOBOXKIAIOUICH TOKYMEHTa-
1IM1; OCHOBBI Ka/IpOBOM CTaTUCTUKH;

— yMeThb Ha OCHOBE COOpaHHOU MH(pOpPMAIMK ONPENENTh 1IeTH, BEIOUPATh CPEe/ICTBA BEACHUS
JIeNTIOBOM TOKYMEHTAIMH; TPAMOTHO pa3padareiBaTh U OPOPMIISTH YIPABICHUYECKHUE TOKYMEHTHI, HCIIOIb-
3yeMble B I€ATEIbHOCTH OpraHU3aliii; COCTABIATH U MPABUIBLHO OOPMIISITh OpraHNU3aMOHHbIE U Pacmo-
PSIUTENBbHBIE TOKYMEHTHI ¢ IPUMEHEHHEM MH(POPMAIIMOHHO-KOMMYHUKAITHOHHBIX TEXHOJIOTUN; HCIIOIb-
30BaTh BO3MOXKHOCTHU OOIIETO M AJIEKTPOHHOTO JOKYMEHTOO0OpOTa JUIsl MPUHATUSA U JOKYMEHTAJIBHOTO
oopMIIeHHUs yIIPaBIIEHYECKUX PEIICHUH; UCIIOIB30BaTh B CBOCH MPOPECCHOHAIBHON NeSITeIbHOCTH TPH -
KJIQJIHbIE NTPOTPAMMHBIE CPEJICTBA U CPEACTBA OPITEXHUKHU; CAMOCTOATEIbHO OCBAUBATh 3HAHMSI, HEOOXO-
JUMBIE [T pabOoThI C IOKyMEHTOOOOPOTOM B KOHKPETHBIX chepax AesITeIbHOCTH OpPraHu3aluu; ONepupo-
BaTh 3HAHUSIMHU, MOJYYCHHBIMH 1O JEIONPOU3BOJICTBY B MPO(ecCHOHATbHON ACSITENIbHOCTH; BECTH Kajl-
pOBOE JEJIONPOU3BOACTBO U OPraHU30BBIBATh APXUBHOE XPAaHEHHE KaJpPOBBIX JOKYMEHTOB B COOTBET-
CTBUU C JACHCTBYIOIIMMH HOPMaTUBHO-IIPABOBBIMH aKTaMU; 00ECIIEUUTh 3alIUTY MEPCOHATIBHBIX TAHHBIX
COTPY/AHUKOB;

— BJaJeTh HaBBIKAMU COCTAaBJICHHS U O(POPMIICHUS OPraHU3ALMOHHBIX U PACIIOPSIUTEIbHBIX
JIOKYMEHTOB B c(epe mpodecCHOHaTBHOM NesTeNbHOCTH; METOIMKON COCTABIICHUSI IPOEKTOB OCHOBHBIX
YIPaBICHYECKUX JOKYMEHTOB; HaBbIKAMH JOKYMEHTAJIBHOTO O(OPMIIEHHUS PELICHUI B yIIPaBIEHUH OIle-
paIMOHHOM (TPOM3BOICTBEHHOM) I€ATEIHHOCTHIO OPraHU3aIMi TPU BHEAPEHUN TEXHOJIOTHMYECKUX, MPO-
JYKTOBBIX MHHOBAIIMM WJIM OpraHU3alMOHHBIX MU3MEHEHUI; METOJIJaMU U CPEJICTBAMH IOJIy4deHUs], 00pa-
OOTKM W XpaHEHUs IOKYMEHTOB; HaBBbIKAMU HCIOJIB30BAaHUS KOMITBIOTEPHOW TEXHUKH, MPOTPAMMHO-
MH(POPMAIIMOHHBIX CHUCTEM, KOMITBIOTEPHBIX CETeH; HaBBIKAMH PEIICHHUs CTaHIApTHHIE 3aJaud mpodec-
CHUOHANILHOM NIeATENHbHOCTH HAa OCHOBE MH(OPMAIMOHHON M OHOIMOorpaduyeckoi KylbTypbl; COBPEMEH-
HBIMU TEXHUYECKUMH CPEICTBAMHU M MH(OPMAIMOHHBIMH TEXHOJOTHSAMHU; HABBIKAMH COCTABIICHHS KaJpoO-
BOM OTYETHOCTH, a TAKKE HABBIKAMHM O3HAKOMJIEHHS] COTPY/IHUKOB OPraHU3allly C KaJpOBOM JOKyMEHTa-
1Yen U JeHUCTBYIOIIMMHU JIOKAJTbHBIMU HOPMAaTUBHBIMU aKTaMH.

4. O0beM IUCHUILIMHBI U BUABI Y4eOHOI padoThl
OO0m1ast TpyI0EMKOCTh AUCIUIUTMHBI cOCTaBIsieT 4.0 3aU€THBIX €IMHUIIBI U TIPEJICTaBICHA B Ta0JIM -

%Zgﬁlld.ua 4.1 — TpyaA0eMKOCTb JUCIUTUIMHBI

Bunel yueOHoI nesTebHOCTH Bcero gacos Cemectpsl

9 cemecTp

KonTaktHas pabora (Bcero) 12 12
CamocrosrenbHas paboTa 1oJi pyKOBOACTBOM 10 10
npenonasarens (CPIT)
Kontposns camocrositensHoit padotst (KCP) 2 2
CamocTtosiTenbHas paboTa (Bcero) 123 123
[ToaroroBka K KOHTPOJBLHBIM paboTam 47 47
CaMocTosTENIbHOE N3yUEHUE TEM (BOIIPOCOB) 76 76

TEOPETUYECKON YaCTH Kypca

Bcero (6e3 3x3amena) 135 135
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TToaroroBka u caada dK3aMeHa 9 9

OO6m1ast Tpy1I0€MKOCTb, 4 144 144

3auerHble EauHunb! 4.0

5. Coaep:xanue TUCUMILIIHHBI

5.1. Pa3aennl AMCHUILIAHBI M BHALI 3AaHATHHA
Paznensl MUCHUIUTAHEI ¥ BUBI 3aHATHN PUBEICHBI B Ta0mmiie S.1.
Tabmuia 5.1 — Pasgens! fUCHUILIMHEL U BUABI 3aHSITHI

Bcero
Cam. Hacos dopmupyemblie
Haszpanus pazenoB QuCLUIUIMHBL CPII,u | KCP,u (6e3
pab., u KOMITETEHITHH
9K3aMEH
a)
9 cemecTtp

1 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JI€JI0- 1 2 13 14 [IK-12, ITIK-13
IIPOU3BOJCTBA
2 CrannapTusanus rnpoiecca J0KyMeHTHPO- 1 13 14 |IIK-12, TIK-13
BaHUS
3 Opra"u3aioOHHO-PACHIOPSAUTENbHAS TOKY- 1 13 14 [IK-12, TIK-13
MEHTAIS: TIOJrOTOBKA U 0(hOpMIICHHE
4 JIokyMeHTallMOHHOE O00eCIIeYeHUE Kaapo- 2 18 20 TIK-12, IIK-13
BOI paboTHI
5 Opranuzanus paboTsl C JOKYMEHTaMHU 1 13 14 [IK-12, IIK-13
6 CoBpemMeHHBIE MHPOPMAIIMOHHBIE TEXHOJIO- 1 14 15 [K-12, TIK-13
THH B JICJIOMPOU3BOJICTBE
7 KynbTypa Ae10BOi MUCbMEHHOM peuu: Uc- 1 13 14 [IK-12, TIK-13
TOpUSI U COBPEMEHHOCTD
8 OCOOEHHOCTH SI3bIKA CITYKEOHOTO TOKYMEH- 1 13 14 IK-12, TIK-13
Ta
9 PenakTupoBaHue TEKCTa CIY>KeOHOTO JOKY- | 13 14 [IK-12, I1IK-13
MEHTa
Hroro 3a cemectp 10 2 123 135
Hroro 10 2 123 135

5.2. Copep:xaHue pa3ejioB IMCHUILINHBI (CAMOCTOSITeIbHAsI padoTa Mo/l pyKOBOJACTBOM
npenojgaBaTeJis)
CopeprkaHue pa3JesioB TUCHUILIAH (CaMOCTOSITEeNIbHAS padoTa MO PyKOBOACTBOM IPEIOIaBaATEs)
MPUBEICHO B TabwmIe 5.2.
Tabmuma 5.2 — Coneprkanue paszienoB JUCHUIUIMH (CaMOCTOATENIbHAs padoTa 1Mo pyKOBOJCTBOM IPETIO-

JlaBaTes)
ConeprkaHue pas3ieiaoB TUCIUTLIAHEI

ACp pas FHCH TpynoeMkocts, | DopmMupyembie

HazBanwus pazzaenos (camocTosiTenbHas paboTa 1Mo
q KOMITETEHITUU

PYKOBOJICTBOM TpEIo1aBaTes)

9 cemecTtp
1 IIpaBoBsIe 1 OcHOBHBIE TIOHATHUS JAEIONPOU3BOICTBA. 1 ITK-12, ITK-13
HOpMaTHUBHbIE OCHOBBI | DyHKIMU noKyMeHTa. Knaccudukanus 10-
JIEJIONPOU3BO/ICTBA KymeHTOB. CucTeMa JTIOKyMEHTalluu Ha TOCy-
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JapCcTBEHHOM ciy6e. HopmaruBHO-1paBo-
BOE M METOJMYECKOE 00ECTIEUEHUE JIEN0-
MIPOU3BOCTBA.

Hroro
2 Crannaptusanus CocTaB peKBU3UTOB JOKYMEHTOB. TpeboBa- ITK-12, ITK-13
nporecca HUS K OOPMIIEHUIO PEKBU3UTOB IOKYMEH-
JOKYMEHTUPOBAHUS ToB. TpeGoBaHus K O1aHKaM TOKyMEHTOB.
Hroro
3 Opranu3anoHHO- OpranuzannoHHas JokyMeHTanus. Pacops- [TK-12, T1K-13
pacriopsiaAuTeNnbHas nuTenbHas qokyMmeHTanus. CripaBo4Ho-
JIOKYMEHTAIMSL: UH(POPMAIIMOHHAS U CIIPaBOYHO-aHATUTHYE-
HOATOTOBKA U CKasl IOKyMEHTalusl.
odopmiieHue Vitoro
4 JloxymeHTanmonHoe |CTpyKTypa M colep;KaHuE KaJApOBOU JOKY- [TK-12, ITK-13
oOecrnieueHne KaapoBoii | MeHTanuu. OpraHu3alMOHHO-KaIpOBbIE J10-
paboThI KyMeHTbI. OpraHu3aliMOHHO-PacOpsAN-
TeJbHbIE JOKYMEHTHI. JJokyMeHTupoBaHuE
TPYAOBBIX OTHOLIEHUH. /JoKkyMeHTallMOHHOE
COIIPOBOX/IEHNE TPOLEAYP KaIPOBbIX TEXHO-
JIOTHUH.
Hroro
5 Opranuzanus padotel  Opranuzanus JoKyMeHToobopoTa. Opranu- [K-12, TIK-13
C IOKyMEHTaMHu 3alUsl KOHTPOJISl UCIIOJTHEHUS TOKYMEHTOB.
CocraBneHune HoOMeHKIaTypsl Aein. [loaro-
TOBKa JJOKYMEHTOB K Ilepe/iadye Ha XpaHEHHE
B apXUB.
Hroro
6 CoBpeMEeHHBIC HopMmaTuBHO-METOIUYECKOE U MPABOBOE IK-12, TIK-13
MH(POPMALMOHHBIE o0ecrieyeHre CTaHaapTH3aluy 1 aBTOMAaTH-
TEXHOJIOTUHU B 3alliu Aenonpoun3BoacTBa. OCHOBHBIE MOHS-
JIEJIONPOU3BOCTBE TUS DJIEKTPOHHOTO JenonpounssoacTea. Cu-
CTEMbl aBTOMATHU3AIMH JEIONPOU3BOCTBA.
DNEKTPOHHOE TOKYMEHTUPOBAaHUE. DIIEK-
TPOHHBIN TOKYyMEHTOOOOPOT.
Hroro
7 KynbTypa nienoBoi OCHOBHBIE aCIEKThI KYJIbTYPHI AEI0BOM IK-12, TTK-13
IIMCBMEHHOU peun: peun. Mcropus pycckoi 1e10BOM MACHMEH-
UCTOpUS U HOCTH U pa3BUTHE AOKyMeHTa. IHTepHauuo-
COBPEMEHHOCTD HaJIbHOE U HAIIMOHAJIIBHOE B CIIY>)KEOHOM J0-
KyMEHTE.
Hroro
8 OcobenHocty s3pika | CTaHAapTU3ALUS S3bIKA JJOKYMEHTA. SI3bI- [TK-12, ITK-13
CIIy>ke0HOTO KOBbI€ TpeOOBaHUS K 0(OPMIIEHUIO PEKBU3H-
JOKYMEHTa TOB JIOKYMEHTa. SI3bIKOBOE O(opMIIEHHE
JIMYHBIX JJOKYMEHTOB. J[e10BO€ MUCHMO:
BUJIBI U SI3bIKOBOE O(OPMIICHHE.
Hroro
9 PenaktupoBanue Meronuka pegakTUpOBaHMs U TEXHUKA IPaB- [TK-12, T1K-13
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TEKCTa CIy>KeOHOTO KU CTYEeOHBIX JOKYMEHTOB. TUnu4HbIe
JIOKyMEHTa OIIMOKY B SI3BIKE M CTUJIC JOKyMEHTOB.

Uroro 1
Hroro 3a cemectp 10

5.3. Paznenbl JMCUMILVIMHBI M MEKIMCUMILUIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (PeAbl Ty IIUMH)
U o0ecrieynBaeMbIMH (MOCJIEAYIONIUMH) TUCHUIIHHAMUA
Paznenpl TUCHUTUIMHBI M MEXIUCIUIUTMHAPHBIC CBSI3U C 00ECTICUMBAIOIIMMHU (TIPEABIAYIIUMU) U
obecrieunBaeMbIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAME TIPEICTAaBICHBI B TabmuIe 5.3.
Tabmuua 5.3 — Pa3nensl AUCHUTUTMHBI M MeXKANCIUITNHAPHBIEC CBSI3U
Ne paznenoB qaHHOUW AUCHIUTUIMHBL, 711 KOTOPBIX HEOOXOAUMO H3yUCHHE
o0ecreyrBaroInX U 00eCIIeYNBAEMBIX TUCIIATLIMH

1 2 3 4 5 6 7 8 9

Hpe,[[I.HCCTBYIOH_II/IC JAUCIUITIINHBI

HawnmenoBanme JAUCHUITIIINH

1 JlenoBble KOMMYHHUKAIIUKA U n n
3THKA JICIIOBLIX OTHOIIEHUN
2 KanpoBblii yuet + + + + + +
KoMIproTepHBIE TEXHOJIOTHH
3 KoMnbIOTEpHBIE TEXHOJIO n n . .

B YIIPaBJICHUU [IEPCOHAIOM

4 TIpakTuka 1o MoJy4eHUIOo
NEPBUYHBIX POQECCHOHAIb- + + + + +
HBIX YMEHUI U HAaBBIKOB

[Tocnenyromue TUCIUITITUHBL

1 IlpepaumioMHast mpakTHKa + + + + + + +

5.4. CooTBeTcTBHE KOMIIETEeHIIMIi, GOPMHUPYEMBIX PH U3YyYEeHUM TUCHHUILUIMHBI, U BUA0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPU HM3YUYEHUH IUCIUIUIMHBI, M BHJIOB 3aHATHN
MPEICTAaBICHO B Tabmuiie 5.4.
Ta6muia 5.4 — CooTBETCTBHE KOMIIETEHIIMN, (DOPMUPYEMBIX NIPU U3YUYEHUH AUCHUIUIMHBI, U BUOB 3aHS -
TUH

KoMmreTeHu Bunpsl 3anathii
@DopMBI KOHTPOJIA
1 CPII KCP Cam. pa0.
IK-12 + + + KonTponbHas paboTa, JKk3aMeH,
[IpoBepka KOHTPOIBHBIX PadOT,
Tect
IK-13 + + + KonTponsnas pabora, Ok3ameH,
ITpoBepka KOHTPOJIBHBIX PadoT,
Tect
6. UaTepakTuBHBIE MeTOABI M (OPMBbI OPraHU3ALMHN 00yUEeHHUS
He mpenycmorpeno PVYII
7. JIabopaTopHblie padoThI
He npenycmorpeno PVYII.

8. Konrpouab camocTosiTe/IbHOM padoThl
Buas! KoHTpOIIS caMOCTOSATENbHON pabOTHI MpUBeneHb! B TabuIe §.1.
Tabmuua 8.1 — Bussl KOHTPOJISE CAMOCTOSITENIbHOM paboThI

TpynoeMKoCTh dopmupyembie

Ne Bun koHTpOJs caMoCTOSITENbHOM paboThI
(uac.) KOMIETCHIIUHN
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CEMCCTP

BEpKOH

1 |KoHTponbHas paboTa ¢ aBTOMaTH3UPOBAHHOM MTPO-

ITK-12, ITK-13

Hroro

9. CamocrosiTesqibHasi paboTa
Bunel camocrosiTensHOM paboThl, TPYIOEMKOCTh U (pOpMHUpyeMble KOMIIETEHITMH TPECTaBICHbI B

tabmmue 9.1.
Tabmuua 9.1 — Buasl caMoCTOATENBHON pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIIUN
Bunbl camocrostensHol | TpynoemkocTs, | DopMupyemblie
HasBanns paznenos a 2 ’ pMHPY @DOpMBI KOHTPOJIA
paboThI q KOMITIETEHI[A
9 cemectp

1 IIpaBoBsIe 1 CamocTosiTebHOE U3yye- 8 [1K-12, I1IK-13 | KonTponbHas pabo-
HOPMAaTHBHbIE HHUE TeM (BOIPOCOB) TEO- Ta, Tect, Dx3ameH
OCHOBBI PETHUYECKOM YyacTH Kypca
ACIOTPOU3BOACTBA | 170, /1roT0BKA K KOHTPOIIB- 5

HBIM paboTam

Uroro 13
2 Cranpgaptuzanusi | CaMoCTOSITENBHOE U3yUe- 8 [TK-12, T1IK-13 | KonTponbHas pabo-
rporiecca HUE TeM (BOTIPOCOB) T€O- Ta, Tect, DKk3ameH
JIOKYMEHTHUPOBAHUS | PETUUYECKON YacCTH Kypca

[ToaroroBka K KOHTPOJIb- 5

HBIM paboTam

Hroro 13
3 OpranuzanuoHHo- | CaMOCTOATENbHOE U3yUe- 8 I1K-12, I1IK-13 | KonTponbHas pabdo-
pacnopsAuTenbHas | HUe TeM (BOIPOCOB) TEO- ta, Tect, Dx3ameH
JOKYMEHTALUSL: pPETHUYECKOM YacTH Kypca
TIOATOTOBKA 1 [ToaroroBka Kk KOHTPOJIb- 5
ogopmrenue HBIM paboTam

Hroro 13
4 CamocTosTenpHOE U3yde- 12 IK-12, TIK-13 |KonTponbHas pabo-
JIoKyMEHTAIIMOHHOE | HUE TeM (BOTIPOCOB) TE€O- Ta, TecT, Dk3ameH
obecrieueHue PETHUYECKOM YacTH Kypca
KaapoBoi paboTsl [ToaroroBka Kk KOHTPOJIb- 6

HBIM paboTam

Hroro 18
5 Opranuzanus CamocTosTeNbHOE U3yYe- 8 [1K-12, I[1K-13 | KonTposbHas pado-
paboThl C HUE TeM (BOTIPOCOB) TE€O- Ta, Tect, Dx3ameH
JIOKyMEHTaMu PETUYECKOI YacTu Kypca

[ToaroroBka Kk KOHTPOJIb- 5

HBIM paboTam

Uroro 13
6 CoBpeMeHHbIE CamocrosTenbHOe U3yye- 8 [1K-12, T1IK-13 | KonTponbHas pabo-
MH(POPMALIMOHHBIE | HUE TeM (BOIIPOCOB) TEO- Ta, Tect, Dx3ameH
TEXHOJIOTUHU B pPETHUYECKOM YyacTH Kypca
ACTIONPOUSBOACTBE | 116 1roT0BKA K KOHTPOIB- 6
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HBIM paboTam

Uroro 14
7 Kynbrypa CamocTosTeNIbHOE U3yYe- 8 [1K-12, I[IK-13 | KonTposbHas pado-
pi (1 (0):10)% HUE TeM (BOTIPOCOB) T€O- Ta, Tect, DKk3ameH
MMCbMEHHON PEUn: | PETHMUECKOM YacTH Kypca
HCTOpHA 1 [ToaroroBka K KOHTPOJIb- 5
COBPEMEHHOCTD HBIM paGOTaM

Hroro 13
8 OcobenHocTH CamocrosiTenbHOe u3yye- 8 [1IK-12, TIK-13 |KonTtponbHas pado-
A3bIKa CITY’)KeOHOT0 | HUE TeM (BOMPOCOB) TEO- ta, Tect, Dx3ameH
JIOKYMEHTa pPETUYECKOM 4acTu Kypca

[ToaroroBka Kk KOHTPOJIb- 5

HBIM paboTam

Hroro 13
9 PenaktupoBanne |CaMOCTOSTENBHOE U3YyYe- 8 IIK-12, TIK-13 |KonTpomnbHas pabo-
TEKCTa CIy’)KeOHOTO | HUEe TeM (BOTIPOCOB) TEO- Ta, TecT, Dk3ameH
JOKYMEHTa pPETHUYECKOM YyacTH Kypca

[ToaroroBka Kk KOHTPOJIb- 5

HBIM paboTam

Hroro 13

BelnionHeHre KOHTPOIIb- 2 [1K-12, I[IK-13 | KonTposbHas pado-

HOU paboThI Ta
Hroro 3a cemectp 123

ITonroroska u cgada dK- 9 DOK3aMeH

3aMeHa
Hroro 132

10. KoHTpOJIb caMOCTOSATEILHOM PadoThI (KypPCOBOii MPOEKT / KypcoBasi padbora)
He npenycmorpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLIEHKHU YCIIeBA€eMOCTH 00y4aroumuxcsi
PeittuHroBas cucrema He UCIIOIB3YETCA.

12. YueOHO-MeTOAUYecKOe U MHPOPMANIMOHHOE O0ecTiedeHrue TUCIHIIINHBI

12.1. OcHoBHas JUTEpaTypa
1. IHysanosa H. H., IBanosa A. FO. OcHOBBI J1e10npOU3BOACTBA. S3BIK CIYKEOHOTO TOKYMEHTa
[DneKkTpoHHBIN pecypc]: yIeOHHK M MPAKTHKYM IS aKkajgeMudeckoro OakamaBpuara. — M. : U3narens-
ctBO FOpaiit, 2016. — 376 c¢. Joctyn u3 nuyHOoro kabuHeTa cryaeHTa — Pesxkum moctymna: https://biblio-
online.ru/book/E472872E-07FD-4FDA-A714-897DACSE36DA/osnovy-deloproizvodstva-yazyk-
sluzhebnogo-dokumenta (nata oopamenus: 06.09.2018).

12.2. lonotHUTEILHAS JTATEPATYpPa

1. Kysnenos, U. H. JlokymeHnTammonsoe odecrieueHue ymnpasieHus. JJokyMeHTo000pOT U J1e710-
MIPOU3BOACTBO [DIIEKTPOHHBIN pecypc|: yUeOHHK U MPAKTUKyM JJIs MpUKIagHoro O6akanaBpuara / U. H.
Ky3nenoB. — 3-e u3a., nep. u gomn. — M. : U3marensctBo IOpaiit, 2018. — 461 c. Jloctyn u3 1U4HOTO
kabuHeta cryaeHTa — Pexum noctyma: https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo
(mata obpamenus: 06.09.2018).

2. Joponwuna, JI. A. Opranuzaius ¥ TEXHOJOTHS JTOKYMEHTAIIMOHHOTO OOECIICYCHUS yIpaBie-
HUS [DNEeKTPOHHBIN pecypc]: y4eOHUK U MPaKTUKYM ISl akajgeMudeckoro Oakanaspuara / JI. A. Jloponu-
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Ha, B. C. UputnkoBa. — M. : UznarensctBo FOpaiit, 2018. — 233 c. JlocTyn U3 IMYHOTO KaOWHETa CTy -
IIeHTa — Pexum JOCTYyTIA: https://biblio-online.ru/book/19DADB52-959C-40DA-B18F-
CI955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya (mata 00-
pamenusi: 06.09.2018).

12.3. YueOHO-MeTOAUYECKHE MTOCO0OU

12.3.1. O0s3aTesibHbIE YUeOHO-MeTOAuYEeCKH e MO0CO0Us

1. OcHOBBI AenONPOU3BOJCTBA : AMeKTpoHHbIH Kypc / H.H. lllyBanosa. - Tomck: TYCVYP, ®J10,
2018. JocTym U3 IMYHOTO KaOMHETa CTY/ICHTA

2. Kwuranosa B.H. JlokymeHTaniMoHHOE OOecriedeHne yIpaBiIeHUsI EPCOHANIOM [ DIEKTPOHHBIN
pecypc]: MeToAuYecKHe yKa3aHHUs [0 OpraHU3alui CaMOCTOSATENIbHON pabOThl AJIsl CTYJAEHTOB 3a04YHOMN
dopmer 00yuenus nanpasinenuit 38.03.03 YmpasiieHue nepcoHanoM, o0yJarouXcs ¢ TPUMEHEHUEM JIH-
CTaHIIMOHHBIX oOpasoBarenbHBIX TexHosorui / B. H. XXuramosa, M.A. Adonacopa. — Tomck: @10, TV -
CYP, 2018. Hoctynm w3  nuyHoro  kabunHera  crymeHta  —  Pexum  jgocryna:
https://study.tusur.ru/study/library/ (nata o6pamenus: 06.09.2018).

12.3.2. YuyeOHO-MeTOAMYECKHUE ITOCOOHS AJIsl JIMI C OTPAHMYECHHBIMHU BO3MOKHOCTSIMHU 3/10POBbS U
UHBAJU/10B

Y4eOHO-MeTOIMUEeCKUE MaTepHalibl Il CAMOCTOSTENIbHOM U ayAUTOPHOM paboThl 00ydaromuxcs
U3 YUCIIa JIUI] C OTPAaHMYEHHBIMH BO3MOKHOCTSIMU 3710POBbSI U MHBAJIHJIOB MPEIOCTABISIOTCA B (popMax,
aJaNTHPOBAHHBIX K OTPAHUYEHUSM UX 3/I0pPOBbS U BOCHIIPUATHUS UHPOPMAITIH.

JI1s1 JIMI ¢ HApYIIeHUSIMM 3PeHust:

- B (hopMe AJIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe yBEITMUEHHBIM HIPUPTOM.

JI1s1 M1 ¢ HApyIIeHUsIMHM CJIyXa:

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- B Ie4aTHOU hopme.

JL1s1 1M1 ¢ HAapYLIeHUsIMH OIIOPHO-ABUTIATeJILHOIO aNapara:

- B (hOpMe 3NIEKTPOHHOI'O IOKYMEHTA;

- B IIe4aTHOU hopme.

12.4. TIpodeccunonaibHbie 0a3bl JaHHBIX H MH(GOPMALMOHHBIE CIPABOYHBIC CHCTEMbI
bubmmoreka TYCVYP - https://lib.tusur.ru/ru/resursy/bazy-dannyh/uis-rossiya
Odunmansuelii callt Mungpuna PO http: //www.minfin.ru
Odummanereiii caidt ['ockomcrata PO http: //www.gks.ru
CrnoBapb H5KOHOMHUYECKUX TepMUHOB http://economicportal.ru
5. Koncymprantllmtoc: www.consultant.ru (mocTyn u3 JUYHOTO KaOWHETa CTYACHTA MO CCHLIKE
https://study.tusur.ru/study/download/)
6. OBbC «Opaiit»: www.biblio-online.ru (moctyn u3 nu4HOr0 KaOWHETa CTYAEHTA IO CCBHUIKE
https://biblio.fdo.tusur.ru/)
7. DKOHOMHYECKHE pa3felibl TOMCKOBBIX CUCTEM OO0IIero Ha3HadeHus http://www.google.com/»
8. eLIBRARY.RU http://www.elibrary.ru

AW~

13. MaTtepuaibHO-TEXHMYECKOE 00ecneyeHue TUCIUILJIMHBI U TPpedyeMoe MPorpaMMHoOe
o0ecneueHue

13.1. O6uue TpedGOBaHMA K MATEPHAJBHO-TEXHUYECKOMY H IIPOrPAMMHOMY 00ecIie4YeHHI0
AUCHMILTHHBI

13.1.1. MaTrepuajbHO-TEXHMYECKOE U IPOrPaMMHOe odecriedeHne TUCUUILTHHBI

Kabuner my1st caMoCcTOATEIbHON PabOTHI CTYJICHTOB

yaeOHast ayTuTOpHs JIJIsl IPOBEACHHUS 3aHITHI J1a00OPaTOPHOTO TUIIA, IIOMEIIECHUE TSI TPOBEICHUS
TPYIIIOBBIX U MHAUBUAYAIbHBIX KOHCYIbTALIMM, TOMELIEHUE ISl IPOBEACHUS TEKYIIEro KOHTPOJISI U PO -
MEXYTOYHOU aTTECTAIlUU, TOMEIICHHE [ CAMOCTOSITEIbHON PabOThI

634034, Tomckas o6macts, T. Tomck, Bepmnnuna ynuua, a. 74, 207 ayn.

Onucanue UMeroIerocs 000pyI0BaHUs:

- Kommyratop MicroTeak;
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- Kommerorep PENTIUM D 945 (3 mit.);

- Komnstorep GELERON D 331 (2 mt.);

- Kommuiekt cienmanuzupoBanHoi yueOHoOW Mebenu;
- Pabouee mecTo nmpenomaBares.

[TporpamMHOe obecrieueHue:

— 7-zip

— Google Chrome

— Kaspersky Endpoint Security 10 gns Windows

— Microsoft Windows

— OpenOftice

13.1.2. MaTrepuaJibHO-TEXHHYECKOE H MIPOrPaMMHoOe o0ecredyeHne JJIs1 CAMOCTOSITe IbHON padoThl
Jlnst caMoCTOSATEIbHON PabOThl MCTONB3YIOTCS y4E€OHBIE ayIUTOPUU (KOMITBIOTEPHBIE KIIAcChl),
PaCIOJIOKEHHBIE TIO aJIpecaM:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, a. 40, 233 ayn.;
- 634045, Tomckas obnacts, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayx.;
- 634034, Tomckast o6macTh, 1. ToMck, Bepmmanna ynuna, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTb, . Tomck, Bepimmanna ynuima, 1. 74, 207 ayx.

CocTtaB 060pyI0BaHHS:

- yueOHast MmeOerb;

- koMnbroTeps! kKi1acca He Huke [IDBM INTEL Celeron D336 2.8 T11. - 5 wiT.;

- KOMIBIOTEPHI MOIKIIOUEHB! K ceTH «/HTepHeT» M 00ecneYnBaloT IOCTYI B AJICKTPOHHYIO WH-
(opManmoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHp MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

13.2. MaTepuaibHoO-TeXHHYecKoe o0ecniedeHre TUCHMIIJIMHBI VIS JIMI C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHHe NUCHMIUIMHBI JUIAMUA C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSI U MHBAJIUAAMU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEICTB 00ydeHHs OOIIEro U CHEeMaIbHOI0 Ha3HAUYeHUS.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPEyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH anmapaTypbl, MyJIbTUMEIUHHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/nepena-
4yi yuyeOHOM nH(POPMALIUU B TOCTYIHBIX (PopMax, MOOMIIBHOM CHCTEMBI MTPETIoaBaHus il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN cHCTeMBbl. YueOHas aynuTopHus, B KOTOPOH 3aHUMAIOTCS
oOyyarornyecs: ¢ HapylIEeHHEM CllyXa, 00OpYy/lI0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUICO-
TEXHUKOMU, AJICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

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

[Tpu 3aHATHAX ¢ O0YYarOUIMMUCS ¢ HAPYLIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTEPHATUBHBIE YCTPOHCTBA BBO/IA HH(OPMAIIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpHeMa/epe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEMbl OOy4eHUs [UIs JIOAEH ¢ UHBaA-
JIMTHOCTBIO.
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14. Ouenoqnme MaTepuaJdbl H METOAUYECCKHUEC PCKOMECHAAIUHA 110 OPraHu3aliuu U3y4cHus
AUCHHUITINHBbI

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB U METOANYECKUE PEKOMEH AU
Jnis onleHKH cTenieHr C(hOPMHUPOBAHHOCTH U YPOBHSI OCBOCHHS 3aKPEIUICHHBIX 32 JHCLUUIUIMHON
KOMIICTCHITUI MCTIOJIB3YIOTCS OLIEHOYHBIE MaTepUalibl B COCTARBE:

14.1.1. TecToBBI€ 3a7aHUA

1 OCHOBHBIM CPEICTBOM YIIPABIICHYCCKOW ACITEIBHOCTH SIBIISICTCS:

1) uadopmarust, nepesaBaemas ¢ TOMOLIbIO pEUU

2) undopmanus, 3apUKCUpPOBaHHAs HAa MaTepUaIbHbIX HOCUTEISIX

3) ynpaBieH4yeckoe pelieHue B J1r000i popme

4) HOpMaTUBHBIN JOKYMEHT

2 npopmanmoHHbIe TOTOKU B OPraHU3AIMH JJOJKHBI ObITh:

1) onepatuBHBIMU

2) HEYyCTOMYUBBIMU

3) MUHUMAaJIbHBIMU

4) onTUMaNbHBIMU

3 Db heKTUBHOCTH yMpaBIICHUS 00ECIICYNBACT:

1) nedunut o6beKTUBHOM UH(pOpMaLIUN

2) opranuzaius HHOOPMAITMOHHOTO 00ECTICUCHUS

3) 3ana3apiBaHue HHPOPMALMH

4) n30bITOYHOCTH UHPOPMALINH

4 OTn4UTeNbHBIMU NPU3HAKAMU JIOKYMEHTA SBIISIOTCS:

1) He3aBEPIIEHHOCTh COOOIIECHUS

2) 00s13aTeIbHOCTh CMBICJIOBOTO CEMAaHTUYECKOTO COACPIKaHUS

3) 3akperuieHHas: Ha MaTepuaIbHOM HocHuTelne hopma

4) ucrosb30BaHKUE CPEACTB BEIYUCIUTEILHON TEXHUKH

5 K o6mum GyHKIUAM TOKYMEHTa OTHOCSTCS

1) conmanpHas QyHKIM

2) npaBoBasi QyHKIIHS

3) ¢ynxuus pukcanyuu

4) ¢pyHKUUSA TUIIAHUPOBAHUS

6 CrerupuueckumMu QyHKIUSIMU JOKYMEHTA SBISIOTCS:

1) xymynsaTuBHas QyHKIHUS

2) Hay4yHO-MCTOpUYEcKash HyHKIUSA

3) byHKIMS OpraHU3aliyd CUCTEMBI YIIPaBICHUS

4) KOMMyYHUKaTUBHAsl (QYHKIUSA

7 B 3aBUCUMOCTH OT UCTOYHHUKA IMIOCTYIUICHUS Pa3IHYAOTCS TOKYMEHTBI:

1) Bxopsmme (MOCTYMUBIINE B OPraHU3ALINIO)

2) TOKyMEHTHI, CO3/TaHHBIE C IOMOIIBI0 KOMIIBIOTEPHON TEXHUKH

3) BHyTpeHHHE (Co3aBaeMble B JAHHOW OPraHU3alluy U UCIIOJIb3YEMbIE BO BHYTPEHHHX CBS35X)

4) GOHOIOKYMEHTHI (3BYKOBBIE JJOKYMEHTHI, 3a(DMKCUPOBAHHBIC HA MATHUTHOM JICHTE)

8 OpraHu3alMOHHO-PACIOPSAUTENbHAS TOKYMEHTALNS BKIIIOUAET:

1) ¢puHaHCOBYIO JOKYMEHTALIUIO

2) IOKyMEHTALMIO [0 JUYHOMY COCTaBYy

3) cripaBOYHO-MHGOPMAIMOHHYIO JTOKYMEHTAITHIO

4) NOKyMEHTAIMIO 10 MAaTePHAIbHO-TEXHUYECKOMY 00ECTIEYCHHUIO

9 VHudunupoBaHHas cucTeMa OpraHU3allMOHHO-PACIOPAIUTENIPHON TOKYMEHTAlUU YCTaHaBIIU-
BAeT:

1) cocTaB peKBU3UTOB JOKYMEHTOB U TPeOOBaHUS K UX OPOPMIICHUIO

2) enuHble TpeOOBaHUS K COCTABJICHUIO CIIYKEOHBIX JIOKYyMEHTOB BO BCEX OPTaHU3ALMIX

3) TpeboBaHus K OJITaHKaM TOKYMEHTOB

4) nopsI0K A€I0NPOU3BOICTBA

10 Konctutyuus Poccuiickoit @enepaiiuy yCTaHABIMBAET:

1) HepOMYCTUMOCTh cOOpa, XpaHEHHsI, UCIIOIb30BAHUS U PACIPOCTPaHEHUs] MH(OpMALIUK O YacT-
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HOW JKU3HU JTHIIa Oe3 ero coriacus

2) BuABl U Pa3HOBUIHOCTH JTOKYMEHTOB, CO3/1aBa€MbIX B LIENAX (DUKCALUM aKTOB TIPa)KIaHCKHUX
B3aMMOOTHOUIEHUI

3) BUABI yUPEIUTENbHBIX JOKYMEHTOB IOPUAMYECKOTO JIHIIa

4) OTBETCTBEHHOCTh 32 HETMPABOMEPHBIC NEHCTBUS C TOKyMEHTaMU ¥ HH(popmanuen

11 B I'paxxnanckoMm koaekce PD ycTaHOBIEHBI:

1) BUABI OTBETCTBEHHOCTH HAPYIICHUSI YCTAHOBJICHHBIX MPAaBHUI OOpaIIeHUs ¢ JOKYMEHTaMH, CO-
Jep>KaIllMMU FOCYJapCTBEHHYIO TallHy

2) OCHOBHBIE MPUHIUIIBI COLIMATILHOTO IAaPTHEPCTBA

3) TpeboBanms K 0OPMIICHHUIO IIEHHOW OyMaru mucChbMeHHOM (hOPMBI CIEITKH

4) obs13aTenbHBIC IS BKIFOYCHUS B TPYIOBOU JJOTOBOP YCIOBUS

12 Obs3arenbHBIMU JIOKaTbHBIMA HOPMATUBHBIMH aKTaMH ISl K&KJ0TO paboTonaTeNs SBISIOTCS:

1) rpaduk oTmyckoB

2) mpaBuJia BHYTPEHHETO TPYAOBOTO pacrnopsiika

3) nosnoXxeHue o nepcoHaie

4) KolleKC OBEJCHUS COTPYIHUKOB

13 JlokanbHBIMH HOPMATUBHBIMHU aKTaMU, PETYIUPYIONIMMHI IPUMEHEHNUE KaJPOBBIX TEXHOJIOTHIA,
SBJISIIOTCS:

1) mratHOE pacnucanue

2) NOMKHOCTHBIE HHCTPYKLIUU

3) nonoxenue 00 UCTIBITATEILHOM CPOKE

4) nonokeHUe 0 KaJpoBOM pe3epBe

14 Bupl 61aHKOB OpraHU3aIUH:

1) GiraHK MUChMa

2) 61aHK pacropsKeHUs

3) GiaHK YBOJIBHEHUS

4) oOmmwmii O1aHK

15 K gokymeHTam, He MOIEKAITUM PETUCTPALIMH, OTHOCSTCS:

1) meyaTHbIe U3IAHKUS

2) 6aHKOBCKHE TapaHTHH

3) nucbMa, MPUCIAHHbBIE ISl CBEICHUS

4) 3asBIIEHUS TPAKIaH

16 AptedakTsl 31eKTPOHHOTO 00pa3a J0KyMEHTa — 3TO:

1) noanucu, nevaTH, MTaMITbI

2) pe30dIoLUU, BU3BI

3) TEKCT ¢ U3OKEHHBIMU (haKTaMHu

4) agpec nosyyarens

17 Yxaxwure B criucke TpedoBanus ['CJIOY.

1) yTBep:KI€HHBIE IJIaHBI, OTYETHI TPYIIUPYIOTCS COBMECTHO C MTPOEKTaMU JJOKYMEHTOB

2) JOKYMEHTHI B JIMYHBIE JeJla TPYNIUPYIOTCS IO MEpe UX MOCTYIICHUS

3) nurneBsie cyeTa Mo 3apa0OTHOM TUIaTe, aHKETHI PACIONaraloTCs B €€ B XPOHOIOTUYECKOM I10-
psake

4) cTeHOrpaMMBbI 3aceaHuil OPMUPYIOTCS B OTJCIBHBIC 1ea

18 Ilpu opranu3anuu 3JI€KTPOHHBIX apXUBOB JOKYMEHTOB:

1) TOKyMEHT MOXeT ObITh OE3BO3BPATHO YTEPSH

2) OCYHIECTBIISETCSA PE3EPBHOE KOMMPOBAHHE

3) cHIKaeTCcs ypoBeHb 0€30MacHOCTH

4) OrpaHMYMBAIOTCS TIpaBa AOCTYyIa

19 Ykaxure cTaguu npouecca yHupHUKauu JOKyMEHTOB.

1) yaudukarms nojiei JOKyMEHTOB

2) pa3paboTKa aIMUHUCTPATUBHBIX PEIIIaMEHTOB

3) yaudukanus mpudra T0KyMEHTOB

4) yaudukaus GopM J0KyMEHTOB

20 Cuctembl 3JEKTPOHHOTO JIETONPOU3BOJICTBRA:
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1) yBeTMYMBAIOT CTOMMOCTh XpaHEHUs! MH(OpMAIUU

2) CHUXAIOT CKOPOCTh MOMCKA JOKYMEHTOB U I0CTyIa K HUM

3) cokpamaroT pacxo/Jsl Ha KONUPOBAHUE U SKOHOMST BpeMs Ha Iepeaady JOKYMEHTOB
4) NCKITIOYAIOT HECAaHKIIMOHUPOBAHHBINA AOCTYH K TOKyMEHTaM

14.1.2. Dx3aMeHALMOHHBbIE TECTHI

[TpuBeaeHsl mpUMEpPbl TUIOBBIX 33JaHUH U3 OaHKA IK3aMEHALMOHHBIX TECTOB, COCTaBJICHHBIX IO
PO IEHHBIM pa3zesiaM TUCIIUTUTHHBL:

1 O6beM JOKyMEHTO000pOTa — ITO:

1) KOTMYECTBO JTOKYMEHTOB, MOCTYIHUBIINX B OPTaHU3AIMIO U CO3aHHBIX B HEW B TEUCHHE OIpe-
JIEJIEHHOTO BPEMEHU

2) KONMWYECTBO HCXOIAIINX JOKYMEHTOB, HAIPABICHHBIX KOHTPAreHTaM OpraHU3aIuu

3) Ka4yecTBO TEXHOJIIOTUYECKOW OCHALIIEHHOCTH MIPOLIECCOB PabOTHI C JOKYMEHTAaMHU

2 Br106op opranu3zaniMoHHON (hOPMBI 1€J0MPOU3BOJCTBA 3aBUCHUT OT:

1) Bua BHYTPEHHUX JOKYMEHTOB

2) oobeMa TOKyMEHTO0O0pOoTa

3) kayecTBa NOATOTOBKU JOKYMEHTOB

3 Pezomrorus:

1) siBIII€TCSI OCHOBHBIM PEKBU3UTOM PETUCTPALIMH JOKYMEHTA

2) SBIISETCS TOTIOJIHUTEILHBIM PEKBU3UTOM PErHCTPALNHU IOKYMEHTA

3) He sABJIAETCS PEKBU3UTOM PErHCTpaluu

4 Bxopsmiye, ICXOISIINE M BHYTPEHHHUE JOKYMEHTHI:

1) 3anuchIBatOTCS B OOIIUH KypHAII

2) perucTpupyroTcs OTIEIbHO

3) BHOCATCSI B HOMEHKJIATYpy A€l

5 Beibepute BepHOE yTBEp)KICHHE.

1) noanexamue perucTpauuu JOKYMEHTBI JOJDKHBI ObITh MEPEUUCICHbl B UHCTPYKIMU MO JEI0-
IIPOM3BOACTBY OpraHu3aluu

2) peructpupyercst abCOIIOTHO BCS BXOZSIIAs KOPPECTIOH ICHIIHS

3) )xypHaibHas GpopMa PETUCTPALUU HCIIONb3YETCsl B OpraHU3alusixX, JOKYMEHTOO00OpOT KOTOPBIX
coctaiseT 6oee 1000 TOKyMEHTOB B IO

6 Bribepute BepHOE yTBEp)KICHHE.

1) Bce 6e3 UCKITIOYEHHUSI BXOAALINE JOKYMEHTHI IIEpeIaloTCsl Ha PAaCCMOTPEHUE PYKOBOJMUTEINIO Op-
TaHU3auU

2) agpecoBaHHBIE HETIOCPEACTBEHHO CTPYKTYPHBIM HOJpAa3AEICHUAM WU JOJDKHOCTHBIM JIMIIAM
JIOKYMEHTBI NIEPEIAl0OTCs 110 HA3HAYEeHUI0 0€3 PaCCMOTPEHUSI PYKOBOAUTEIEM

3) nmocne paccMOTPEHUs TOKyMEHTa PYKOBOJIUTENb MIEPEJAET €ro HEMOCPEACTBEHHO UCIIOTHUTEIIO

7 HomeHnkiatypa el — 3To:

1) cucrtemMaTu3upOBaHHBIM NEpedeHb J1eNl, 3aBOJMMBIX B OpPraHU3alll{, C YKa3aHHEM CPOKOB HMX
XpaHEHHS

2) perucTpalnroHHO-KOHTPOJbHAs (hopMa, B KOTOPYIO BHOCSTCS CBEIEHUS 00 MCIOJIHEHUU JIOKY-
MEHTAa, CTAaBUTCS MMOJNUCH JINLA, TOATBEPIKIAIOIIEr0 UCIIOIHEHNE (OTBETCTBEHHBIN UCIIOJIHUTEN), U JAaTa

3) 37€KTPOHHBIN KypHAI JUI KOHTPOJISL UCTIOHEHUS JJOKYMEHTOB

8 Ecnu B 1€710 MOAIIMBAETCS KOHBEPT C BIOKEHUSAMU:

1) HymMepyeTcsl TOJIbKO caM KOHBEPT

2) cHauaa HyMepyeTcs KOHBEPT, a 3aTeM OYepEIHBIM HOMEPOM KaKJ10€ BIOKEHUE B KOHBEPTE

3) HyMepyIOTCS TOJIBKO BIOXKEHHSI B KOHBEPTE

9 CranmapTuzamus — 3TO:

1) ynpaBisieMOCTh JOKYMEHTAIUOHHBIX TOTOKOB

2) co3aHue U TUPAKUPOBAHHUE JOKYMEHTOB B CUCTEME YIIPABIICHUSI OpraHu3aluei

3) AeATeNbHOCTD 110 YCTAHOBJICHUIO MIPABUI M XapaKTEPUCTHK B LEAX UX JOOPOBOJIBHOTO MHOTO-
KpPaTHOT'O MCIIOJIb30BAHUS

10 Yaudukaius JOKyMEHTOB HallpaBjIeHa Ha:

1) ycnoxHeHue paboThl C TOKYMEHTaMU

2) yBelnMYEHHE KOJIMYECTBA IPUMEHSIEMbIX B OpPraHU3alH JOKYMEHTOB
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3) ycTaHOBJIEHHE €IMHOO0PA3usl cocTaBa U (hOpM YIIPABICHYECKUX TOKYMEHTOB

11 OGmepoccuiickuii knaccudukarop ynpasieHdecko nokymentanuu (OKVY]I) mpennasnaveH
TUTST:

1) KomupoBaHUS TEXHUKO-DKOHOMUYECKON U COIMAIbHON MH(pOpMaIK

2) yBenUYeHHsI KOIMYECTBA MPUMEHSIEMBIX ()OPM YIIPABICHYECKON JOKYMEHTAIHH

3) UCKIIIOUEHUS U3 00paIleHNus] HeYHU(DUIIMPOBAHHBIX (DOPM TOKYMEHTOB

12 DnexTpoHHBIN AOKYMEHT — 3TO:

1) noxymeHTHpOBaHHAsE MHPOpPMAITWs, TTPEACTABICHHAS B JIEKTPOHHO-IIU(PPOBOH hopme

2) MHOTO(QYHKITUOHAIBHBIH JOKYMEHT

3) ayeKTpOHHBIN 00MeH nHpopmaruen

13 Cuctema snexktpoHHoro aenonpouspoacTsa (CO/):

1) He obecmieunBaeT EHTPATM30BAHHOE XPaHEHNE TOKYMEHTOB B JIFOOBIX (popmaTax

2) obecrevnBaeT yrpaBieHUEe JOKYMEHTaMH TOJBKO C TTIOMOIIIBIO JKECTKOTO OMPEACTICHUS MapIIpy-
TOB JIBHYKEHUS

3) mpenycMaTpUBaeT 4€TKOE pa3rpaHUyYeHHE TOCTYIA MOIh30BaTENeH K Pa3TUYHBIM TIOKYMEHTaM

14 ABTomMatu3zanus AeIONPOU3BOICTBA!

1) naeT BO3MOXKHOCThH BKIIFOUCHHSI B €IMHBIN JETIONPOU3BOJICTBEHHBIN UK OTHATIEHHBIX CTPYK-
TYPHBIX MOAPA3ACICHUN

2) He MO3BOJISAET pa3rPaHUINBATh JOCTYI K JJOKYMEHTAIMOHHBIM pecypcaM OpraHu3aluu

3) noBBIIAET YPOBEHb HUCIIOIHUTEILCKON KYIbTYpHI IIEpCOHANA

15 Ouuncgposanue — 370:

1) mporenypa CKaHUPOBAHMSI M TIEPEBOIA IOKYMEHTA U3 aHAJIOTOBOTO B ITUGPOBOI popmaT

2) cioco0 MOATBEPKACHUS IOPUIUUECKON CHITBI AIICKTPOHHOTO JJOKYMEHTA

3) ympaBieHue IEKTPOHHBIM IOKYMEHTOIIOTOKOM

16 Pabota ¢ BHyTpEHHUMH JOKYMEHTAMH OPTaHU3AINH B CUCTEME IIIEKTPOHHOTO JTOKYMEHTO000-
poTa mpeaycMaTpUBaET:

1) TonbKO TIepeaauy JOKYMEHTOB COTPYAHUKAM Ha MCIIOTHEHNE/03HAKOMIICHHE

2) mepenady JAOKYMEHTOB COTPYAHHMKAaM Ha HCIOJHEHHE/O3HAKOMIJIEHHE W KOHTPOJb ABWKEHUS U
WCTIOTHEHWMSI TOKyMEHTOB

3) moJ/iepKKy MOJTHOTO IUKJIa paboThl ¢ MPOEKTaMU JOKYMEHTOB

17 MetagaHHbie — 3TO:

1) undopmarust, uaeHTHGUIIEPYIOIIAst HHPOPMAITMOHHBIE PECYPCHI

2) IaHHBIE, COCTABIISIIOIINE COJACPKAHUE TOKYMEHTA

3) undopmariusi, odecreunBaromas MUK )KU3HU JOKYMEHTa

18 JlokyMeHTHasl TMHTBUCTUKA OOBETUHSIET:

1) TMHTBUCTHUKY JEJIOBOI MUCHMEHHOMN PeYH M IOKYMEHTOBEICHHE

2) TMHTBUCTUKY ITyOJUYHBIX BBHICTYIUICHUN U HAYYHBIX MyOIMKanui

3) mpaBuiIa I€IOBOTO 3TUKETA M YIIPaBJICHUE OpraHu3alnen

19 HopmatuBHBIi aclieKT KyJIbTypbl pe4r — 3TO:

1) cobmoneHue SI3bIKOBBIX HOPM

2) opranuzanusi si3bIKOBbIX CPEICTB

3) UCIOJIb30BaHUE PA3NTMYHBIX CTHIICH OOIIEHHUS

20 OTIMYUTENBHON YepTON MMCbMEHHOTO O(UIHATIBLHO-1EJI0BOTO CTHIIS SIBIISICTCS:

1) cBOOOIa BBIpAKEHUM

2) madocHOCTD

3) pernaMeHTHPOBaHHOCTh

14.1.3. TeMmbl KOHTPOJILHBIX padoT
"JIoKyMEHTallMOHHOE 0OecIieueHNe yIpaBIeHus epcoHanioM":
| B npuka3zHOM 1€I0npOU3BOJICTBE:
1) NpUMEHSATNCHh HEKOTOPbIe METO/BI 3aIUThI TOKYMEHTa OT (hasibCupUKAILNU
2) peKBU3UTHI BCET/Ia YETKO BBIACIISIIUCH U3 TEKCTA JOKYMEHTA
3) ObLIM PUHATHI TOIBKO YCTOHUMBBIE KOMMYHUKATUBHBIE (DOPMBI
2 OdunmanbHO-IETOBON CTHIIb PEYX TPUMEHSIETCS:
1) TonpKO B chepe BHYTPUTOCYAAPCTBEHHBIX J€TOBBIX OTHOLICHUN
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2) TONBKO B chepe MEKIroCyIapCTBEHHBIX JIEITOBBIX OTHOIICHUN

3) B chepe BHYTpUrOoCyJapCTBEHHBIX U MEKTOCYJAPCTBEHHBIX J1€JI0BBIX OTHOIICHUH
3 biiaro3ByuHbl€ 5KBUBAJICHTHI, 3aMEHSIONINE PE3KUE CTI0BA B ACIIOBOM MUChME, — 3TO:
1) »xaproHU3MbI

2) 3BpeMU3MBI

3) metadopsr

4) runepOobI

4 SI3BIK CITyKEOHBIX IOKYMEHTOB:

1) HE oTIMYaeTcs OT A3bIKA MYOIUIIUCTUKY U HAYYHOTO SI3bIKA

2) COOTBETCTBYET SI3bIKY XYJ0KECTBEHHOH JINTEPATYPhI

3) UMeeT TUHTBUCTUYECKHUE OCOOCHHOCTH, OTIIMYAIOIINE €r0 OT APYTUX CTHIICH

5 PeueBoil mrammn — 3T0:

1) mocTosiHHO U 6€3 U3MEHEHHS BOCIIPOU3BOSIIUECS B PA3TMUHBIX YCIOBHUSIX CJIOBOCOUYETAHUS
2) cnoBecHbIe KOHCTPYKIIUH, UCIIONIb3YIOIINECS TOJIBKO B CIY>KEOHBIX TOKYMEHTaX
3) paxcumuie BU3BI PYKOBOJIUTEIS

6 OyHKIMEH SI36IKOBON (DOPMYJIBI B TEKCTE SBIIACTCS:

1) mpeacTaBieHre YHCIOBBIX TAHHBIX B YIOOHOM BUJIE

2) BbIpa)K€HHE TUIIOBOTO COJCPKAHUS TOKyMEHTa

3) noguepKMBaHUE YHUKAIBbHOCTH JOKYMEHTA

7 «JloBoaum 10 Bamero cBeieHus. ..» — 3TO CJI0BOCOYETAHHE:

1) aTHKETHOTO XapakTepa

2) aTpuOyTUBHO-UMEHHOTO THITA

3) ¢ IpoU3BOIHBIMHU IIPEIOTAMH

8 Tpadaper nokymMeHTa — 3TO:

1) TekcT ¢ mpobenamMu, KOTOpbIe 3aOTHSIOT IepeMeHHOM nHpopMaIueit

2) CBSI3HBIN TEKCT C TPATUITMOHHON JIMHEWHOM 3aIUChI0

3) TeKcT-aHKeTa

9 ®paza «CraBuM Bac B I3BECTHOCTD, UTO...» ABISIETCA KIOUEBOM JIS:

1) xpeaTuBHOTO ICbMaA

2) nuchbMa-HAIIOMUHAHUS

3) conpoBOAUTENHHOTO MUCHMA

4) nuchma-3arpoca

10 PenaktupoBaHue JOKyMEHTa:

1) BKJTIOYAET MPOBEPKY TOCTOBEPHOCTH CBEICHUIMA

2) BKJIIOYAET MPOIIECC COCTaBICHUS JOKYMEHTa

3) HampaBJIeHO Ha YIy4IIeHHs CTUIIS TEKCTa

4) OCYIIECTBISIET JTUIIOM, 3aHUMAOIINM JOJHKHOCTh «PEAAKTOP TOKYMEHTOB)

14.1.4. MeTonn4eckue peKoOMeH AU

VYuebHblil MaTrepuan usznaraercss B opme, npeanoararueidl caMoCcTosITeIbHOE MBILIUIEHUE CTY-
JIEHTOB, camoo0Opa3oBanue. IIpu 3ToM camocTosTenbHas padoTa CTyAEHTOB MIPAeT PEIIAIONIyI0 POJb B
X0J1e Bcero y4eOHOro mnpouecca.

Hauatp u3ydyeHune AUCIUILUTMHBI HEOOXOOMMO CO 3HAKOMCTBA C paboyeil mporpamMmoil, CIUCKOM
y4eOHO-METOMYECKOr0 U MporpaMmHoro otecrneuenus. CamocTosTeNnbHass paboTa CTyAEHTa BKIIOYACT
paboTy ¢ yueOHBIMH MaTepualaMu, BHIIIOJIHEHHE KOHTPOJIbHBIX MEPONPHUITUH, TPETYCMOTPEHHBIX yuel-
HBIM IUIAHOM.

B mpornecce n3yueHust TUCHMIUIMHBL JUIS JIy9IIETO OCBOSHHs MaTepHaia HeOOXOIMMO PErysipHO
oOpalarecsi K peKOMEHIyeMOH JIUTepaType 1 UICTOUYHMKAM, YKa3aHHBIM B y4€OHBIX MaTepHajiax; MoJb30-
BAaThCsl Yepe3 KaOMHET CTyAeHTa Ha caiiTe YHUBEpCHTETa 00pa30BaTEIbHBIMU PECYpCAMU 3JIEKTPOHHO-
OMOIMOTEeYHON CUCTEMBI, a TakXe OOLIEJIOCTYMHBIMH HHTEPHET-NOpTaJlaMH, COAEPKAIIMMHU HaydHO-
HOMYJISIPHBIC U CIIEHUAIN3UPOBAHHBIE MATEPUAIIbI, TOCBSIIEHHBIC PA3TMYHBIM aCIIEKTaM Y4eOHOH AUCIH -
IUIAHBI.

[Tpu caMOCTOATENBHOM U3YyYEHUH TEM CIIEIYUTE PEKOMEHIALUAM:

- YTEHHE WIM NPOCMOTP Marepuana HeoOXOIUMO OCYILECTBIIATh MEIJICHHO, BbIAEISAS OCHOBHbBIE
UJIeU; HA OCHOBAaHUU M3YYEHHOI'O COCTAaBUTh Te3UChl. OCBOMB MaTepHall, ONbITAThCSI COOTHECTH TEOPUIO
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C IpUMEepaMH U3 MPAKTUKH;
- €CIIU B TEKCTE BCTPEYAIOTCS] TEPMUHBI, CJI€IyeT BBISICHUTh MX 3HAUYEHUE JJI1 MOHUMAaHUS J1ajb-
HEHUIIEro MaTeprala;
- He0OXOTMMO OCMBICITUBATh MPOYUTAHHOE M U3YYEHHOE, OTBEYATh HA MPEJI0AKEHHbIE BOIIPOCHI.
CTyIeHThl MOTYT TOJy4aTh WHAWNBUAYAIbHBIE KOHCYIBTAI[UM C KCIOJIB30BAHUEM CPEACTB Teje-
KOMMYHHKAIIIH.
[To mucruUIuIMHE MOTYT MMPOBOAMTHCS JOTIOTHUTENBHBIE 3aHATHS B (hopMe BeOMHApoB. Pacmmcanue
BeOMHApOB MyOIHMKYyeTCsl B KaOWHETEe CTyJCHTa Ha caliTe YHUBEpPCUTETA. 3aMich BeOMHapa MyOJIUKYeTCS B
AIIEKTPOHHOM Kypce N0 AUCLUIUINHE.

14.2. TpeOoBaHMS K OLIEHOYHBIM MATEepHAJIaM /JIsl JINI C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310POBbSI 1 HHBAJIH/I0B
st mui ¢ orpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI M1 MHBAJIMJIOB MPEAYCMOTPEHBI JOMOIHU -
TEJIbHBIC OLICHOYHBIE MaTepUaJIbl, IEPEYCHb KOTOPBIX yKa3aH B Tabmule 14.
Tabmuua 14 — JlomoMHUTENBHBIE MaTepHallbl OIICHUBAHUS ISl JIUIl C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMU
3JI0pPOBbsI 1 HHBJIHJIOB

Kareropuu Bubl TONOTHUTEIBHBIX OIICHOYHBIX ®opMbI KOHTPOJISL M OLICHKH
oOyyaronuxcs MaTepuaioB pe3ynbTaToB 00y4eHHUs

TecTsl, MUCEMEHHBIE CAMOCTOSITEIIbHBIC
paboTHI, BOIIPOCH! K 3a4ETY,
KOHTPOJIbHBIE Pa0OTHI

C napyumeHusMu
ciiyxa

[TpeumyieCTBEHHO MUCHMEHHAS
npoBepKa

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

3peHus OIIPOC 10 TEPMUHAM (MHAMBHYaTbHO)
C napyueHusMu Pemenue qucTaHIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OThI, MUCbMEHHbIE | [IpenMylecTBeHHO AMCTaHIMOHHBIMU
JBUTATEJIBHOIO CaMOCTOsITENIbHbIE PabOTHI, BONPOCHI K METOaMHU
amrapara 3a4eTy
C orpanunuenusiMu 1o | TecTsl, TUCbMEHHBIE CAMOCTOSITEIILHBIE [IpeuMy1ieCTBEHHO IIPOBEpPKA
00IIEeMeTUITTHCKIM paboThl, BOIIPOCHI K 3a4ETY, METOJIaMH UCXOZS U3 COCTOSHUS
MOKa3aHUAM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI | 00Y4aroLIerocss HA MOMEHT IPOBEPKU

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

Jis M1l ¢ OrpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBbS M MHBAJIUIOB HPEAyCMAaTPUBACTCS J10-
cTymnHas ¢popMa NpeoCTaBIeHUS 3aJaHU OIIEHOYHBIX CPEJICTB, @ UMEHHO:

- B IleyaTtHoi (opme;

- B IIeYaTHO! (hopMe ¢ YBEITHUYEHHBIM HIPUPTOM;

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

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

- IIPEJOCTaBIICHUE 3a/1aHUs C UCIIOJIb30BAaHUEM CYPIONIEPEBOA.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMU 3/I0POBbSI M MHBAIHIAM YBEIHYUBACTCS BpeMs Ha
HOJI'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. I TakKUX 00y4aromuxcs MpeycMaTpiuBaeTcs JOCTYII -
Hasi popmMa MpeoCTaBICHHS OTBETOB Ha 3a/IaHUs, & IMEHHO:

- MUCbMEHHO Ha Oymare;

- HaOOp OTBETOB HAa KOMIIBIOTEPE;

- Ha0Op OTBETOB C UCIOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- IIPE/ICTaBJICHNE OTBETOB YCTHO.

[Tponienypa orneHHBaHUs pe3yIbTAaTOB OOYYEHMs JIMIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbs M1 MHBAIHJIOB IO JUCHHUIUIMHE TPEITyCMaTPUBACT 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.
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JIJist JiM1L ¢ HAPYIIEHUsIMU CJIyXa:

- B (hopMe ANIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (hopme.

JIJ1s1 Jid1L ¢ HAPYLIEHUSIMU ONIOPHO-IBUTaTeJILHOIO annapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (opme.

[Tpu HEOOXOAMMOCTH IS JIII ¢ OTPAHUYCHHBIMHI BO3MOXKHOCTSIMU 3/IOPOBBSI M MHBAIUJIOB MPOIIC -
JIypa OIICHUBAHUsI PE3yJIbTaTOB 00yUICHHUST MOXKET MPOBOUTHCS B HECKOIBKO ATAIOB.

CornacosaHa Ha noprane Ne 45376 18



	1. Цели и задачи дисциплины
	1.1. Цели дисциплины
	1.2. Задачи дисциплины

	2. Место дисциплины в структуре ОПОП
	3. Требования к результатам освоения дисциплины
	4. Объем дисциплины и виды учебной работы
	5. Содержание дисциплины
	5.1. Разделы дисциплины и виды занятий
	5.2. Содержание разделов дисциплины (самостоятельная работа под руководством преподавателя)
	5.3. Разделы дисциплины и междисциплинарные связи с обеспечивающими (предыдущими) и обеспечиваемыми (последующими) дисциплинами
	5.4. Соответствие компетенций, формируемых при изучении дисциплины, и видов занятий
	6. Интерактивные методы и формы организации обучения
	7. Лабораторные работы
	8. Контроль самостоятельной работы
	9. Самостоятельная работа

	10. Контроль самостоятельной работы (курсовой проект / курсовая работа)
	11. Рейтинговая система для оценки успеваемости обучающихся
	12. Учебно-методическое и информационное обеспечение дисциплины
	12.1. Основная литература
	12.2. Дополнительная литература
	12.3. Учебно-методические пособия
	12.3.1. Обязательные учебно-методические пособия
	12.3.2. Учебно-методические пособия для лиц с ограниченными возможностями здоровья и инвалидов
	12.4. Профессиональные базы данных и информационные справочные системы

	13. Материально-техническое обеспечение дисциплины и требуемое программное обеспечение
	13.1. Общие требования к материально-техническому и программному обеспечению дисциплины
	13.1.1. Материально-техническое и программное обеспечение дисциплины
	13.1.2. Материально-техническое и программное обеспечение для самостоятельной работы
	13.2. Материально-техническое обеспечение дисциплины для лиц с ограниченными возможностями здоровья и инвалидов
	14. Оценочные материалы и методические рекомендации по организации изучения дисциплины
	14.1. Содержание оценочных материалов и методические рекомендации
	14.1.1. Тестовые задания
	14.1.2. Экзаменационные тесты
	14.1.3. Темы контрольных работ

	14.1.4. Методические рекомендации
	14.2. Требования к оценочным материалам для лиц с ограниченными возможностями здоровья и инвалидов
	14.3. Методические рекомендации по оценочным материалам для лиц с ограниченными возможностями здоровья и инвалидов

