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DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)
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Ceprugamar: 1obcfala-5laf-448-aef0-5584d2fd4820
Bragesey: Tpoawm Magen Edmpmosms

Leactearenes: ¢ 1901, 2016 no 18082010

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

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
HampaBnenue noarorosku / cnenuaibHOCTh: 38.03.02 MeHe:KMeHT
HanpasnenHocTs (po¢uis) / crienuanu3anus: YnpasBjeHne NpoeKToM
®dopma 00ydeHHs: 3a09HAS

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: menexxkmenta, Kadenpa meneakmenrta

Kypc: §

Cemectp: 9, 10

Y4eOus1ii man Habopa 2015 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpEMCHU

Ne Buapl yueOHO A€SITEIBHOCTH 9 cemecTtp 10 cemecTtp Bcero J2B107080%000
1 |Jlekuumn 4 8 12 4acoB
2 |IIpakTHueckue 3aHATHS 4 16 20 4acoB
3 |Bcero aymuTOpHBIX 3aHATHI 8 24 32 4acoB
4 | CamocrosTenbHas paboTa 28 75 103 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
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotokos Ne 4 oT « 18 » 4 2019 r
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 (crienmasnibHOcTH) 38.03.02 MenemkMeHT, yrBepxkaennoro 12.01.2016 roga, paccMoTpeHa u of10-
OpeHa Ha 3acenaHuu Kadeapbl MEHEHKMEHTA «_ » 20 rona, mpotokoin No

PazpaboTunk:

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

3aBenyronmii o0ecnieunBaromeii kad.
MEHEHKMEHTA M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

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

MEHEKMEHTA M. A. AdonacoBa
OKCIIepTHI:

JlouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA) A. B. boromosona

JloueHT kadeapsl MEHEKMEHTa (Me-
HE/DKMCHTA) B. H. Xuranosa
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1. lean u 3aga4n AUCHUTLIHMHBI

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

1.2. 3agaun QUCHUIINHBI

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

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

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

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

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

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

2. Mecro mucuuminabl B ctpykrype OITIOIT

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

[TpenmecTBYOMMMEI AUCIUILTUHAME, (JOPMUPYIOIINMH HadaJIbHBIE 3HAHUSA, SBISTIOTCS: O0muit u
AIIEKTPOHHBIN To0KyMeHToo0opoT, MHpopmaTuka, [IpakTrka o nmoayyeHUIo NEPBUYHBIX MpodeccruoHanb-
HBbIX YMEHUHN U HABBIKOB, YTIPABJIEHUE MIEPCOHAIIOM OpraHU3alIHUH.

[TocnemyromuMu TUCIUTUIMHAME SBJsIOTCS: OOMUN M 3JEKTPOHHBIA JOKYMEHTOOO0POT, 3amuTa
BBIITYCKHON KBaNTM(UKAMOHHON pabOThI, BKIIIOYAs MMOATOTOBKY K MPOIEAype 3alIUThl U MPOIEAYpPY 3a-
nmthl, [IpeanuninomHas npakTuka.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

[pornecc n3ydeHus QUCIUTUTMHBI HATIPaBJIeH Ha (JOPMUPOBAHUE CIEAYIOIINX KOMIETCHITUI:

— TIK-8 B1ageHneM HaBBIKAMHU JJOKYMEHTAJIBHOTO O(OpPMIICHHS PEIICHUH B yIIpaBIECHUH OIepa-
LIMOHHOH (IIPOU3BOJCTBEHHOM) JEATEIBHOCTU OPraHU3alUK IPU BHEJPEHUU TEXHOJOTUYECKUX, IPOAYK-
TOBBIX WHHOBAIIMI WA OPTaHU3AIMOHHBIX U3MCHEHHIA;

— TIK-20 BrnajgeHueM HaBBIKAMHU MOJATOTOBKUA OPTaHM3AIMOHHBIX U PACHOPSAUTENBHBIX JIOKY-
MEHTOB, HEOOXOAUMBIX JUTSl CO3/IaHMSI HOBBIX MTPEIIPUHUMATEILCKUX CTPYKTYP;

B pesynbpTare u3ydeHus: IUCIUILTMHBI 00YJaIOMIUNCS TOJIKEH:

— 3HATh JIOKyMCHTOBEIYECKYI0 TEPMHHOJIOTHIO; HOPMATHUBHBIC JOKYMEHTHI, PErIaAMEHTUPYIO-
1{e COCTaBNeHHe i 0hOPMIEHHE JOKYMEHTAIIMH, OPSIOK PAGOTH ¢ HUMHU; OCHOBBI J€TONPOH3BOICTRA
U DIIEKTPOHHOTO JIOKYMEHTOO0OpOTa B OpPraHU3aIIUsAX, MPUEMBI HCIIOJIb30BaHUS JOKYMEHTO000pOTA; TO-
CYIapCTBEHHYIO TIOJMTUKY B chepe TOKYMEHTAIIMOHHOTO OOSCIICYCHHUs YIIPABICHHSI IEKTPOHHBIMU JI0-
KYMEHTaMH U DJIEKTPOHHBIM I[OKYMCHTOO60pOTOM;~ COBpEMEHHbIE TpeOOBaHMs K OpraHU3aluy, [paBuiia
¥ HOPMbI PaGOTHI C JOKYMEHTAMH, TPHHIMIBI M MPOLEAYPhI TOATOTOBKH OPraHH3alHOHHBIX U PACIOps-
JTUTETBHBIX JOKYMEHTOB; IpaBHJa JOKYMEHTAJIbHOTO O(GOPMIICHHS DPEIICHWH B YIpaBICHUH; OO0IIUE
IPUHIMIEI TOCTPOCHHUS M CTPYKTYPY CHCTEMBI JIEKTPOHHOTO JJOKYMEHTO060pOTa

— yMeTh Ha OCHOBE COOpaHHOUW MH(OPMAIMH OMPEIENITh IIeTU, BEIOUPATh CPEIICTBA BEACHUS
JICIOBOM JTOKYMEHTAIUH; TPAMOTHO pa3padaThiBaTh U OOPMIISATH YIPABICHUYESCKHAE TOKYMEHTHI, HCITOIh-
3YEMBIC B JCATCIBHOCTU opraHmauHﬁ; COCTaBJIATH U IIPABUJIIBHO 0(1)0pMH$ITI) OpraHnU3allMOHHBIC U pacCIio-
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pSAUTENbHBIC JOKYMEHTBI; UCIIOIB30BaTh BOBMOKHOCTH OOIIET0O U 3JIEKTPOHHOTO TOKYMEHTO000pOTa st
MPUHSITUS U TOKYMEHTaJIbHOTO 0(hOpMIICHHSI YIIPaBICHYECKUX PEIIEHU; HCII0Ib30BaTh B CBOEH mpodec-
CHOHANILHOM JIeATENHPHOCTH MPUKIATHBIC MPOTPAMMHEIE CPEICTBA M CPEICTBA OPITEXHUKHU; CaMOCTOS-
TEJILHO OCBAMBAaTh 3HAHMSI, HEOOXOIUMBIE /I pa0OThI C TOKYMEHTOOOOPOTOM B KOHKPETHBIX cepax mes-
TETHHOCTH OPTaHU3aIlMH; UCIIOIHF30BaTh OCHOBHBIC TIOJIOKEHHS O MIPABOBOM PETYIMPOBAHUU TIPEITPUHHU -
MaTeNbCKON JEeSTeIbHOCTH B XOJ€ MOATOTOBKM OPraHM3AlMOHHBIX M PaCHOPAIUTENbHBIX JOKYMEHTOB,
HEOOXOIUMBIX JIJISl CO3aHUS HOBBIX MPENNPH-HUMATEILCKUX CTPYKTYP

— BJaJeTh HaBbIKAMHU COCTaBJICHHS U O(POPMIICHUS OPTraHM3ALMOHHBIX U PACTIOPSIUTENbHBIX
JTIOKYMEHTOB B cepe nmpodecCHOHaTbHOM NesTeIbHOCTH; METOIMKONW COCTABJICEHUSI IPOEKTOB OCHOBHBIX
VIPaBICHYECKUX JOKYMEHTOB; HABBIKAMH JOKYMEHTAJILHOTO OOPMIICHHUS PEIICHUI B yIIPABICHUH OIIC-
paIMOHHOM (TPON3BOACTBEHHOM) 1E€ATEIbHOCTHIO OPraHU3aIMi IPU BHEAPEHUN TEXHOJIOTMYECKUX, MPO-
JTYKTOBBIX WHHOBAIMW WJIM OPTraHU3aIMOHHBIX W3MEHEHWI; HABBIKAMH MOJATOTOBKH OPTaHU3alMOHHBIX H
pacnopsAUTEIbHBIX JOKYMEHTOB, HEOOXOAUMBIX JIJISl CO3aHUS HOBBIX MPEINPUHUMATENILCKUX CTPYKTYP;
METOJIAMH U CPEICTBAMHU TONYYCHHsI, OOpabOTKU U XpaHEHHs JOKYMEHTOB;, HABBIKAMH HCIIOJIL30BaHUS
KOMITBIOTEPHON TEXHUKH, MPOrpaMMHO-UH(OPMALMOHHBIX CHUCTEM, KOMIIBIOTEPHBIX CETEH; HaBbIKaMU
odopmIIeHHsT pa0OT, BBITIOTHAEMBIX CTYACHTAMHU B TIpOIlecce 00yUeHus, ¢ y9eToM TpeOoBaHM 0Opa3oBa-
teapHOTO cTanaapra By3a OC TYCVYP 02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI padoThl
OO01ast TpyI0EMKOCTb JUCHUIUINHBI cocTaBisieT 4.0 3aueTHBIX eIMHMILIbI U IIPEJCTaBIeHa B Ta0OIu -

%Zgﬁl{lﬁa 4.1 — TpynoeMKOCTh JUCUUILIMHBI

Bunpl yueOHOM AesTenbHOCTH Bcero uacos CemecTpsl

9 cemectp 10 cemectp

AynuTtopHble 3aHATUSA (BCETO) 32 8 24
Jlexnmn 12 4 8
[IpakTnueckue 3aHATHSA 20 4 16
CamocrosTenpHas paboTa (BCero) 103 28 75
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 5 4 1
CamocrodaTenbHOe H3ydeHHe TeM (BOTIPOCOB) 70 20 50
TEOPETHYECKON 4acTH Kypca
[ToaroroBka K NpakTUYECKUM 3aHATHUSAM, 12 4 8
CeMHMHapaM
BrInonHeHne KOHTPOJIBHBIX paboT 16 0 16
Bcero (6e3 sx3amena) 135 36 99
IloaroroBka u caada dK3aMeHa 9 0 9
OO61was Tpy10eMKOCTb, 4 144 36 108
3auetHble EauHuIb! 4.0

5. Conepxxanue IMCUMILIHHBI

5.1. Pa3zgesnl JUCHUIIMHGLI 1 BUALI 3AHATHHI
Pa3zaenbl nMCUMIUIMHBI U BUJIBI 3aHATUN TPUBEICHBI B Ta0uIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUH

Bcero
4acoB
[Ipak. Cam. dopmupyemble
Haspanus pa3aenoB IUCHUTUIMHBI Jlek., u (Ge3
3aH.,4 | pab., 4 KOMITETEHITNH
9K3aMEH
a)
9 cemecTtp
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1 TIpenmer, conepxanue u 3a1a4u Kypca. Jlo- 1 0 12 13 I1K-20, ITK-8
KYMEHTOOOOpOT U JIETIONPOU3BOJCTBO B IIPO-

(heccruoHaNbHOM e TENbHOCTH.

2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 0 0 10 10 I1K-20, ITK-8
MEHTHPOBAHUS YIIPABIEHYECKON AESITeTbHO-

CTH

3 Ilonsatue noxkymeHnTta. CBoiCcTBa JOKYMEHTA. 3 4 6 13 I1K-20, ITK-8
Knaccudukanus nokymenrta. CTpykrypa Jo-

KymeHTa. TpeboBaHus K 0POPMIICHHUIO JOKY-

MEHTOB.

Hroro 3a cemectp 4 4 28 36

10 cemectp

4 Cuctembl 1okymMeHTOB. CocTaBleHHE U 8 16 35 59  |IIK-20, I[IK-8
oQopmileHHE YIIPaBICHYECKUX TOKYMEHTOB.

5 Opranuszanus paboThl C JOKYMEHTaMH 10 10 ITK-20, TTK-8
6 ®opMuUpOBaHUE U TEKYIIIEE XPAaHEHUE JOKY- 14 14 I1K-20, ITK-8
MeHTOB. [ToroToBKa JTOKYMEHTOB K Iepeaue

B apXUB

7 DNEKTPOHHBIN TOKYMEHTOOOOPOT, KITFOUe- 0 0 16 16 ITK-20, ITK-8
BbIE€ TIOHSTHS, OCHOBHBIEC KOHIIETIIIUU

Hroro 3a cemectp 8 16 75 99

Hroro 12 20 103 135

5.2. Coaep:xanue pa3aejioB IMCHUILIHHBI (110 JIEKIIASIM)
CopneprkaHue pa3enoB JUCIUILIKMH (TI0 JIEKIUSAM) IPUBEAECHO B Tabnuie 5.2.
Tabmuua 5.2 — ComepikaHue pa3ienaoB TUCIUILIKH (TI0 JIEKITHSIM)
Copneprxanue pa3znenos qucuumuingel (no | Tpynoemxocts, | @opmupyemblie
Ha3Banus paznenos Aep pas ACH ( 24 ’ PMHDPY
JICKITUSIM) KOMITETEHIIUU
9 cemecTp

1 IIpenmer, ITonsATHE, e U 3a1a4U U3y4aeMOU JUCLIU- I1K-20, ITK-8
coJepXaHMUe U 3aJlaud | [JIMHbL. Pa3BUTHE U CTaHOBJIEHUE JEIIO0-

Kypca. npousBozacTsa B Poccun. Opranuzanus ae-

JIoKyMeHTOOOOpOT U | JIONMPOU3BOJICTBA HA MPEANPUATHSIX. 3HAUE-

JIEJIONPOU3BOJICTBO B |HUE U MECTO JOKYMEHTOB B CUCTEME YIPaB-

npo¢eCcCHoHATBHOM JICHUS

JESATEIIbHOCTH. Hroro

3 Ilonsarue noxkymeHnTa. | TpeboBanus k 61aHkaM 1oKymMeHTOB. [Tops- I1K-20, IT1K-8

CBoiicTBa IOKyMEHTA.
Knaccudukanus
nokymeHta. CTpykTypa
JOKYMEHTA.
TpeboBanus k
0OpMIICHHUIO
JIOKYMEHTOB.

JIOK pa3paboTku OnankoB. OOmme TpedoBa-
HUSI K TOKYMEHTaM, H3TOTOBJISIEMBIM C TIOMO-
IIbI0 TEXHUYECKUX cpecTB. OCOOEHHOCTH
oopMIICHHUS OTACTBHBIX PEKBH3H-
T0B.OCHOBHBIC HOPMBI U TTpaBUIia oopmiie-
HUSI pabOT, BHIMOJHSAEMBIX CTYICHTAMHU B
nporecce 00y4eHusi, ¢ y4eToM TpeOOBaHU
obpazoBarenpHOTo cTanaapra Byza OC TY-
CVYP 02-2013 (CTO 02069326.1.02-2013) -
PaboTh! cTyeHYecKre 1o HapaBJICHUSIM
MOJITOTOBKH U CIIEUAIBHOCTSM I'YMaHUTap-
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HOTO MPOhUIs

Hroro
Hroro 3a cemectp 4

10 cemectp

4 Cucrembl [IpaBuna opopmieHus: JOKYMEHTOB, COCTaB 8 [1K-20, TITK-8
JIOKYMEHTOB. Y Ha3HAYeHUe peKBU3UTOB. Ponb U BUIBI
CocraBnenue u yhpaBiIeHUYEeCKUX JOoKyMeHTOB. CocTaB U Ha-
odopmiieHue 3HAYEHUE OTIEJIbHBIX BUJOB OpraHU3allN-
yIpaBIECHYECKUX OHHO-TIPABOBBIX, PACIIOPSAUTENBHBIX U HH-
JIOKYMEHTOB. (dbopMaIMOHHO-CTIPAaBOYHBIX IOKYMEHTOB.

JlokyMeHTanbHbINA (GOH] ¥ TIEpPEeUeHb JT0KY-

MEHTOB, 00pa3yIoIIUXCcs B Ipoliecce aes-

TenbHOCTH npeanpusarusi. CocTtas, pacnoso-

JKEHHE U TIpaBuiia opOpMIIEHUSI PEKBU3UTOB

OTJEJIbHBIX BUJIOB OPraHU3allMOHHO-TIPaBO-

BBIX, PACTIOPAIUTENBHBIX U HHPOPMAIIH-

OHHO-CIPAaBOYHBIX JTOKYMEHTOB. OCOOEHHO-

CTH 0(hOpMIICHHSI OTAEIBHBIX BHIOB JOKY-

MEHTOB, 00pa3yoIlUXcs B IIpoliecce Jes-

TEJIbHOCTH TPEIITPUATHS.

Hroro 8
Hroro 3a cemectp
Hroro 12

5.3. Pa3nesibl AUCHUIIMHBI M MEKIMCUMILUINHAPHBbIE CBSA3M ¢ 00ecneYuBAKIIMMH (TPeabl Ty IIIUMHU)
U o0ecneynBaeMbIMH (NOCJASAYOMIUMHU) TUCHUATIIMHAMHA
Pazgenbl quctuIIMHBl ¥ MEKIUCIUILTHHAPHBIC CBS3H C 00CCTICUMBAOIIMMU (MIPEABIAYIIMMU) U
obecrneynBaeMbIMH (TTOCIEIYIOMMMHI ) TUCHUTUTMHAMHU MIPEICTaBICHbI B Tabmuie 5.3.
Tabmuma 5.3 — Pa3aensl IMCIMIUIMHBI 1 MEKIMCIUTUIMHAPHBIC CBS3U

Ne paznenoB qaHHOM MUCIUTUTAHBIL, 711 KOTOPBIX HEOOXOIUMO

HanMeHOBaHHE TUCIUILIMH u3y4yeHne 00eCTIeYMBAIONINX U 00€CIIeUNBACMbIX JUCLIUIUINH

1 2 3 4 5 6 7
[IpenmecTByrome AUCHUILIMHBI

1 OOt ¥ MEKTPOHHBIA TOKYMEH- N n n N . " "
TOOOOPOT
2 Undopmaruka + + +
3 [IpakTuka 1o noJy4yeHuro NepBUY-
HBIX NPO(ecCHOHANbHBIX YMEHUH 1 + + + +
HaBbIKOB
4 VYmpaBlieHHu€e MepcoHaIoM OpraHu- . n L+ n n
3a1uu

[Tocnenyromue TUCIUITITUHBL

1 O6mmii 1 HNEKTPOHHBIN JOKYMEH-

+ + + + + + +
TOOOOPOT

2 3amuTa BBITYCKHOW KBaIH(uKa-

LIMOHHOM paboThl, BKJIIOYAsl IOAr0- n n . N 4 4

TOBKY K IIPOLIEYPE 3AILUUTHI U IIPO-
LEeAypy 3alIUThI
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3 I[IpepaurioMHas mpakTHKa + + + + + +

5.4. CooTBeTCTBHE KOMIIETEHIIHIT, (POPMUPYEMBIX NPH U3YYEeHUU THCHHILUIMHBI, 1 BUI0B 3aHSI THIi
CoOTBETCTBHE KOMIIETCHIMH, (POPMUPYEMBIX MPH W3YYCHHH ITUCLUIUIMHBI, W BHIOB 3aHATHH
npezcTaBiIeHo B Tabmuie 5.4.
Tabmuua 5.4 — CoOTBETCTBHE KOMIIETCHIUH, (POPMUPYEMBIX MPH U3yYECHHU AUCIUIUTHHBI, U BUIOB 3aHS -
THHU

KoMmmnerenuu Bungw! 3ausTuit

@DopMBI KOHTPOJIS
" Jlek. [Ipak. 3aH. Cawm. pa6.

[TK-8 + + + KonTponsHas pabora, Dk3aMeH,
Omnpoc Ha 3aHsATHX, BeIcTyIUIE-
HUe (DOKJIan) Ha 3aHATHH, TecCT,
OTtuer 1o MpaKkTUYECKOMY 3aHs-
THUIO

T1IK-20 + + + KonTponsnas pabota, Ok3ameH,
Omnpoc Ha 3aHATUAX, BeICTyIIE-
HUe (IOKJIam) Ha 3aHATHH, TecCT,
OTyeT no MpakTUYECKOMY 3aHsI-
THIO

6. UaTepakTuBHBIC MeTOABI M (POPMBbI OPraHU3ANMHU 00yYEeHHUS
He mpenycmotpeno PVYII

7. JIabopaTopHblie padoThI
He npenycmorpeno PVYII.

8. [IpakTHYeckue 3aHATHSA (CEMUHAPBHI)
HanmMeHnoBaHMe MpakTUUECKUX 3aHATHH (CEMHUHAPOB) MpUBeIeHO B Tabmmie 8.1.
Tabmuua 8.1 — HaumeHOBaHME PAKTHUECKHUX 3aHATUH (CEMHUHAPOB)

HanmeHnoBaHMe NpakTUYECKUX 3aHATHN Tpynoemkocts, | @opMupyemblie
HasBanus paznenos
(cemuHapoB) q KOMITCTCHITH
9 cemecTtp
3 [lonsaTue nokymenra. | TpeboBaHus Kk GiaHKam JokymMeHToB. IToaro- 4 ITK-20, ITK-8
CBoiicTBa IOKYMEHTA. |TOBKa K COCTaBJICHUIO TOKYMEHTOB. CXeMBbI
Knaccudukarus pacnosioxeHus JoKkyMmeHToB. CocTaBieHHe
nokymeHTa. CTpykrypa | GopMynsspoB JOKyMeHTOB. OO01iuii OIaHK.
JOKYMEHTA. bnaHk KOHKpeTHOro BUJa T0KyMeHTa. biank
TpeboBanus K nrcbMa.O0mme TpedboBaHus K 0POpMIICHUIO
oopmieHnIo TekcTa oryeta. OpopmiieHre TUTYIBHOTO JIH-
JTOKYMEHTOB. CTa, pUCYHKOB, TaOJIUII, CIIHCKA UCIIOJIb3Yye-
MBIX UCTOYHHUKOB
Hroro
Hroro 3a cemectp
10 cemectp
4 Cuctembl [IpaBuiia coctaBienust U ohopmIIeHHs opra- 8 I1K-20, TIK-8
JIOKYMEHTOB. HU3aLUOHHO-PACIIOPAIUTENBHBIX JOKYMEH-
CocraBnenue u TOB (yCTaB, MOJIOKEHHUE, IITATHOE pacluca-
oopmienue HUE, UHCTPYKIIMSI, IPUKa3, pACIOPSKEHHE,
yIpaBIeHYECKUX pelieHne, MpPOTOKOJ, TOCTAaHOBIIECHHUE)
KYMEHTOB.
JIOKYMEHTO [TpaBuia cocraBnenus u 0pOPMIICHUS HH- 8

(bopMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB (J1€e-
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JIOBOE MUCHMO, JIOKJIaHAsI U CITy)KeOHas 3a-
MUCKH, aKT, CIIPaBKa, u JIp. )

Hroro 16
Hroro 3a cemectp 16
Hroro 20

Tabimie 9.1.

9. CamocrosiTesqibHasi padoTa
Bunel camocTosTenbHOM paboThI, TPYIOEMKOCTh U (POPMHUpPYEMbIE KOMIIETEHIIMH IPEICTaBICHbI B

Ta6mura 9.1 — Bugbl caMoCTOSTEIbHOM pabOThI, TPYIOEMKOCTh B (DOPMUPYEMbIE KOMIIETECHITHH

Bunasl camocrositensHol | TpynoemkocTs, | DopMupyembie
HasBanus pasnenos g PyA ’ PMHDPY @OopMBI KOHTPOJIA
paboThI q KOMIETEHITUHN
9 cemecTp
1 IIpenmer, CamocTosiTeNnbHOE U3yYe- 10 I1K-20, ITIK-8 | BricTynnenue
COJIEpPI)KaHKE U HUE TeM (BOTIPOCOB) TEO- (mokra) Ha 3aHs-
3a7a4u Kypca. PETUYECKOI YacTH Kypca tun, Onpoc Ha 3aHs-
JlokymMeHTO000pOT TIpopaGoTKa JEKIHOHHO- 9 Tusix, Tect, Dk3aMeH
u
ro Marepuaina
JIEJIONPOU3BOICTBO
B Hroro 12
npodeccrnoHaIbHON
JESITEILHOCTH.
2 IIpaBoBbIe U CamocTosTenbHOe U3yde- 10 [1K-20, [IK-8  |BeicTymienue
HOPMAaTHBHbIE HUE TeM (BOMPOCOB) TE€O- (moksan) Ha 3aHs-
OCHOBBI PETHUYECKOM YacTH Kypca tuu, Tect
JIOKYMEHTHPOBAHHS |11 10
yIpaBIeHYECKOI
NeSATETbHOCTH
3 [lonaTue IToaroroska K nmpaxkTuye- 4 I1K-20, IIK-8  |Omnpoc Ha 3aHATHSX,
JIOKyMEHTA. CKHUM 3aHSTHSM, CEMHUHA- OTt4eT mo mpakTuye-
CaoiicTBa pam CKOMY 3aHSTHIO,
KyMEHTA. Tect, Jx3ameH
io ymeHTa [TpopaboTka JEKIIMOHHO- 2 ecT, Ixsame
naccuduKanms ro Matepuana
JIOKYMEHTA.
CTpyKTypa Hroro 6
JIOKyMEHTA.
TpeboBanus
0 OopMIIEHHUTO
JIOKYMEHTOB.
Hroro 3a cemectp 28
10 cemectp
4 CucrteMbl Brinonnenne KOHTPOJIb- 16 [1K-20, [IK-8 |BeicTymiienue
JIOKYMEHTOB. HBIX padboT (moksan) Ha 3aHs-
CocraBnenue u TTOArOTOBKA K MPAKTHIC- 8 TI/IgI, KOIngJ‘IBHaH
ogopmrexye CKHM 3aHATHSIM, CECMHHa- pabota, Lnpoc Ha
yIpaBICHYECKUX pam 3aHATUAX, OTYET 1o
JIOKYMEHTOB. MPaKTUYECKOMY 3a-
CamocTosTenbHOE n3yde- 10 asTio, Tect, DK3a-
HHUE TeM (BOIPOCOB) T€O- MeH
pETUYECKOM YacTu Kypca
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[TpopaboTka JIEKITMOHHO- 1

ro MaTepuasa

Hroro 35
5 Opranu3anus CamocTosTenbHOE U3yde- 10 [1K-20, [IK-8  |BeicTymiienue
paboThI ¢ HUE TeM (BOMPOCOB) TEO- (mokinan) Ha 3aHs-
JIOKyMEHTAMU pPETUYECKOI YacTH Kypca T, Onpoc Ha 3aHs-

Hroro 10 tHax, Tect, Ik3amMeH
6 ®opmupoBanue U | CaMOCTOSITENILHOE U3YyYe- 14 [1K-20, [IK-8  |BeicTymiieHue
TEKyIIlee XpaHEHUEe |Hue TeM (BOMPOCOB) TE€O- (moksan) Ha 3aHs-
JTIOKYMEHTOB. PETHUYECKOM YyacTH Kypca i, Onpoc Ha 3aHs-
IToxroroska Hrtoro 14 THAX, Tect, Dk3ameH
JTIOKYMEHTOB K
nepenaye B apXuB
7 DNEeKTpOHHbBIN CamocTosTenbHOe U3yde- 16 [1K-20, [IK-8 |BeicTymiienue
JOKYMEHTOOOOPOT, |HHUE TeM (BOTIPOCOB) TEO- (moksan) Ha 3aHs-
KJIIOUEBbIE MOHSATUS, | PETUYECKON YacTH Kypca tuu, Onpoc Ha 3aHs-
OCHOBHEIC Hroro 16 tax, Tect, Dk3ameH
KOHLICTIIUU
Hroro 3a cemectp 75

[ToaroroBka u cnava k- 9 DK3aMeH

3aMeHa
Hroro 112

10. KypcoBoii npoekTt / KypcoBasi padora
He mpenycmotpeno PVYII

11. PeiiTuHroBasi cucremMa JJisi OHEHKH yCIIeBAeMOCTH 00y4ar0uXcsl
PeiiTuHroBas cucrema He UCIIOIb3YETCA.

12. Y4yeOHO-MeTOAM4YecKOe M HHGOPMALMOHHOE o0ecreyeHre JUCHMIIITHHbI

non obme penakuuedt H. H. IllyBanoBoit. — 2-e uzn., mepepad. u mon. — MockBa

12.1. OcHoBHas1 JIMTEpaTypa

1. Joponwuna, JI. A. Opranuzaiusi ¥ TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOECIEUCHUs yIpaBie-
HUS [DIeKTPOHHBIN pecypc]: ydeOHUK U MPaKTUKYM I akajeMudeckoro 6akanaspuata / JI. A. JlopoHu -
Ha, B. C. UpurtukoBa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanasp. Axanemuye -
ckuit kypc). — ISBN 978-5-534-04568-0. — Pexum noctyna: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (nara obpamenus: 03.07.2019).

2. Haummonansusiii crangapt PO I'OCT P 7.0.97-2016 "Cucrema craniapToB no MHGOpMaluu,
OMOIMOTEeYHOMY M M3JaTeNbckoMy Aeny. OpraHu3aloHHO-pacIopsAUTENbHAS TOKyMeHTanus. TpeboBa-
HUS K 0OpMIIEHUIO JOKYMEHTOB" (yTB. mpuka3oM denepasbHOro areHTCTBa M0 TEXHUYECKOMY peryiiu-
poBaHuIO U MeTposoruu ot 8 nexadps 2016 . N 2004-ct) [DnektpoHHbIi pecype]: — Pexxum noctyna:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (mara o6pamenus: 03.07.2019).

3. Iysanosa, H. H. OcHOBBI nenonpoun3BoAcTBa. SI3bIK CiIy:K€OHOTO JOKYMEHTa [ DJIeKTpOHHBIN
pecypc]: yaeOHHK M TIPaKTUKYM IS akagemMudeckoro O0akanaspuara / H. H. [llyBanosa, A. 0. lBaHoBa ;

: M3parenscTBO

FOpaiit, 2019. — 428 c. — (baxanaBp. Akagemuueckuii kypc). — ISBN 978-5-534-10848-4. — Texkcr :
anekTpoHHbIH / DBC KOpaiit [caiiT]. — Pexxum goctyna: https://biblio-online.ru/bcode/439062 (nata 06-
pamenusi: 03.07.2019).

12.2. lonostHUTEILHAS JIATEPATypa

1. O6pazoBarenbubiii crangapT Byza OC TYCYP 02-2013. PaGoTsl cTyaeHYECKHE 110 HAIpaBJIe-
HUSIM TIOATOTOBKU U CHEIMATIBLHOCTSAM T'yMaHuTapHoro npoguis. O6mue TpedoBaHus U paBuia ohopm-
neHus [DnekTpoHHBIN pecype]: — Pexxum moctyna: https://regulations.tusur.ru/documents/71 (gara o0-
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pawmenus: 03.07.2019).

2. TOCT P 7.0.8-2013. Cuctema ctanaapToB no uHpopManuu, OUOIHMOTEYHOMY U U31aTEIhCKO-
My Jieny. Jlenonpons3BoacTBO U apXUBHOE Jes10. TepMuHbl U onpeaeneHus [ DeKTpoHHbIi pecypc]: — Pe-
xuM gocrtyna: http://www.edou.ru/enc/docs/detail.php?ID=27653 (nara oopamenus: 03.07.2019).

3. [enompousBoAcTBO [DneKTpoHHBI pecypc]: YueoHoe mocodue / JI. M. KazakeBuu - 2018.
132 c. — Pexxum noctyma: https://edu.tusur.ru/publications/7542 (mara o6pamenus: 03.07.2019).

4. TOCT P 6.30-2003. YHUOUIINUPOBAHHbBIE CUCTEMbI JOKYMEHTALIMU. YHUOU-
[IMPOBAHHASI CUCTEMA OPTAHM3ALIMOHHO-PACIIOPIIUTEJIBHON JTOKYMEHTALIUM.
TPEBOBAHUSA K O®OPMIJIEHUIO TOKYMEHTOB [Dnektponnsiii pecypc|: — Pexum nocrymna:
http://www.edou.ru/enc/docs/detail.php?ID=2494 (nara obpamenus: 03.07.2019).

12.3. YueOHO-MeTOAUYECKHE MTOCO0OU

12.3.1. O0s3aTesibHbIE YUeOHO-MeTOAuYEeCKH e M0CO0Uus
1.  OOwwmii ¥ YNEKTPOHHBIA TOKYMEHTOOOOPOT [DNEKTPOHHBIH pecypc]: MeToandeckoe nocodue
10 JIaOOPaTOPHBIM 3aHATHUSAM M CaMOCTOSTENBHOU padoTe ms ctyneHtoB HampasiaeHuil 080200.62 «Me-
HemkmenT, 080100.62 «3Jxonomuka» / K. H. AkcenoBa - 2014. 40 c. — Pexum pgocryma:
https://edu.tusur.ru/publications/4874 (nara obpamenus: 03.07.2019).

12.3.2. YueOHO-MeTOAMYECKHUE TOCOOHS ISl JIMI C OTPAHMYECHHBIMHU BO3MOKHOCTSIMHU 3/10POBbS U
UHBAJIU/10B

Y4eOHO-MeToIMUeCKUEe MaTepHalibl Il CAaMOCTOSTENIbHOM M ayAUTOPHOM paboThl 00ydaromuxcs
U3 YUCIIa JIUI] C OTPAaHMYEHHBIMH BO3MOKHOCTSIMU 3710POBbSI U MHBAJIHMJIOB MPEIOCTABISIOTCA B (popMax,
aJaNTHPOBAHHBIX K OTPAHUYEHUSM UX 3/I0POBbS U BOCTIPUATHUS UHPOPMAITIH.

JI1s1 1M1 ¢ HApYIIeHUSIMM 3PeHust:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMUEHHBIM HIPUPTOM.

JI1s1 M1 ¢ HApyIIeHUsIMHM CJIyXa:

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- B Ie4aTHOU hopme.

JL1s1 1M1 ¢ HApYLIeHUsIMH OIIOPHO-ABUTIaTeJILHOIO aNapara:

- B (hOpMe 3NIEKTPOHHOI'O IOKYMEHTA;

- B IIe4aTHOU hopme.

12.4. TIpodeccuonaibHbie 0a3bl JaHHBIX H MH(GOPMALIMOHHBIE CIPABOYHBIC CHCTEMbI

1. TAPAHT - Cucrema «I’APAHT» Pexxum noctyna: www.garant.ru;

2. Koncynprantllmoc - Cucrema «Koncynsrantllmoc» Pexum noctyna: www.consultant.ru

3. JlomonHuTENBHO K MpodeccHOHANBHBIM 0a3aM JaHHBIX PEKOMEHYeTCsl UCTIOIb30BaTh HHOP-
MallMOHHbIE, CIPAaBOYHbIE U HOPMATHBHBIE 0a3bl JaHHBIX https://lib.tusur.ru/ru/resursy/bazy-dannyh

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

13.1. O6uue TpeGoOBaHMA K MATEPHAJBHO-TEXHHYECKOMY H IIPOIPAMMHOMY 00ecIie4YeHHI0
AUCHMILTHHBI

13.1.1. MaTepuaJIibHO-TeXHHUYECKOE U IPOrPAMMHOe o0ecnevyeHue sl JIEKIIMOHHBIX 3aHATHH
Jlst mpoBeieHus 3aHATUH JICKIIMOHHOTO TUIIA, TPYIIIOBBIX U MHIAWBUYaTbHBIX KOHCYJAbTALIUH, T€-
KYIIETO KOHTPOJIS M MIPOMEKYTOYHOU aTTECTAIlUU MCIOIB3YeTCs YIeOHast ayquTOPHs ¢ KOJTUIECTBOM I10-
CaZIOYHBIX MeCT He MeHee 22-24, 00opyIoBaHHAs JOCKON M CTaHAApTHOH yueOHOIl mebenbro. MeroTes
JIEMOHCTPAIIMOHHOE 000pYIOBAaHUE U YU4eOHO-HATIIAIHBIE TTOCOOMsI, 00€CTICUNBAIOIINE TEMATHUECCKUE HJI-
JIOCTPALIMHU 0 JIEKIIMOHHBIM pa3ielaM JUCIUILINHBI.

13.1.2. MaTepuaJIbHO-TeXHUYECKOEe U NIPOrPAMMHOe o0ecnedyeHue JAJIsl NPAKTHYECKUX 3aHATHI
Brraucnurensnas nadoparopus / KommnbroTepHsIii kiace
yueOHasi ayuTOpHsl 171l IPOBEACHUSI 3aHATHI MPAKTUYECKOro TUIA, ydeOHas ayauTopus Ui Mpo-
BEICHUS 3aHITHIA TaO0OPaTOPHOTO THIA
634045, Tomckas obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.
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Onwucanue uMeronierocs 000pya0BaHuUs:
- [I19BM DX6100M (9 mrt.);

- II3BM INTEL CORE 2 DUO (6 mt.);
- MarauTHo-mMapkepHas J10CKa;

- Kommutekt cienmanu3upoBanHoi yueOHoW Mebenu

- Pabouee mecto npemnoaBaress.
[TporpamMHOe obecrieueHue:

— 1C:Ilpennpusitue 8

- T-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— KoncynpranT [lroc

Jlaboparopusi TpyHmoBOro MpoeKTHOro oOyudeHust "JlabopaTopusi COIMHATBEHO-YKOHOMUYECKUX

npoOiem"

yueOHasi ayuTOpusl ISl IPOBEICHHS 3aHIATUI PAKTUYECKOrO THIA, yueOHast ayIuTOpHUs IS TIPO-

BEJICHUS 3aHATHI J1a00paTOPHOrO THUMA

634045, Tomckas obmacts, T. Tomck, yin. KpacHoapmeiickas, 1. 146, 503 ayn.

Onucanue UMeroIerocs 000pyI0BaHUS:
- IISBM KOMIICTAP (12 mrt.);
- MarauTHo-mMapkepHas J10CKa;

- Kommuiekt cienmanuzupoBanHoi yueOHoOW Mebenu;

- Pabouee mecto npemnoaBaress.
[TporpamMHOe obecrieueHue:

— 1C:Ilpennpusitue 8

- 7-Zip

— 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. MaTrepuaJbHO-TEXHHYECKOE H NIPOrPaMMHOe o0ecredyeHne 11 CAMOCTOSATe IbHON PadoThI
s camocTosATENbHOM pabOThl MCMONB3YIOTCA y4eOHbIE ayAUTOPUHU (KOMIIbIOTEPHBIE KJIacchl),

PacCIoJIOKCHHBIC 110 aApeCaM:

- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, 1. 40, 233 ayn.;

- 634045, Tomckast o6nacTb, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayn.;
- 634034, Tomckast 06macTh, r. Tomck, Bepmmnanna ynuua, 1. 47, 126 ayn.;

- 634034, Tomckast o6nacTtb, . Tomck, Bepimmauna ynuia, 1. 74, 207 aya.

CocraB 000pyI0BaHUSA:
- yueOHast MmeOerb;
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- koMnbroTeps! kKi1acca He Huke [IDBM INTEL Celeron D336 2.8 T11. - 5 wiT.;
- KOMIBIOTEPHI MOIKIIOYEHB! K ceTH «/HTepHeT» M 00ecneynBaloT OCTYI B AJICKTPOHHYIO WH-
(opManoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHp MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

13.2. MaTepuaibHO-TeXHHYecKoe o0ecnieueHre TUCHMIIIMHBI VIS JIMIL ¢ OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHHE NUCHMIUIMHBI JUIIAMUA C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSI U MHBAJIUAAMU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEIACTB 00ydeHHs OOIIEro U CHEeNUaIbHOI0 Ha3HAUYeHUsL.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPEyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH anmapaTypbl, MyJIbTUMEIUHHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/nepena-
4yi y4yeOHOM nH(pOPMALIUU B TOCTYIHBIX (PopMax, MOOMIIBHOM CUCTEMBI MTPETIOaBaHus il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN CHCTeMBbl. YueOHas aynuTopHus, B KOTOPOH 3aHUMAIOTCS
oOydJaronyecs: ¢ HapylIEeHHEM ClIyXa, 00OpYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUICO-
TEXHUKOMU, AJICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

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

[Tpu 3aHATHAX ¢ O0YYalOUIMMUCS ¢ HAPYLIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTePHATUBHBIC YCTPOHCTBA BBO/IA HH(OPMAIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpHeMa/epe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEMbl OOy4eHUs [UIs JIOAEH ¢ UHBaA-
JIUTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U MeTOAMYECKHEe PeKOMEHAAIUH 110 OPraHU3aluu U3yYeHHUsI
AUCHUTLTHHBI

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

14.1.1. TecToBble 3a1aHUs
1. JdaTb onpeaenenne JOKyMEHTUPOBAHUIO:
a) JlokyMeHTHpOBaHHUE — ATO MPOIIECC CO3AAHMS U OPOPMIICHHS JOKYMEHTOB;
b) lokymeHTHpOBaHUE — 3aNTUCh HH(POPMAIIUK HA HOCUTEJNE 10 YCTAHOBICHHBIM MTPaBUIIAM;
¢) JlokyMeHTHpOBaHNE — OOECIIEYeHHE CBOEBPEMEHHOTO U MPABWJIBHOTO CO3/IaHUS JOKYMEHTOB;
d) lokymeHTHpOBaHKE — 3aNKCh MH(DOPMALIMK Ha Pa3TUIHBIX HOCUTEISAX 10 YCTAHOBJICHHBIM MPaBUIaM.

2. Jlatb onpeeneHue TOKyMEHTY:

a) JlokyMeHT — 3TO 3aUKCUPOBaHHAs Ha MaTepHallbHOM HOocHUTee UH(OpPMaLUs C PEKBU3UTAMH,
MO3BOJIIONIUMHU €€ UJIEHTU()UITUPOBATH;

b) JlokymeHT — 3T0 3adMKCUpOBaHHAs HAa HOCUTEJE HHPOPMAIIHS C PEKBU3UTAMH, TTO3BOJISIOIIIUME
ee UICHTU(UIIPOBATH;

¢) JlokyMeHT — 3TO MaTepuaibHbI HOCUTENb ¢ HH(OpMaLKel, TO3BOJSAIONINI ee HASHTUHULIHPO-
BaTh;

d) JoxymeHT — 3TO criocob ¢ukcanuu nHGoOpMaIuu.

3. Yto Takoe opuIHaNbHbBIN TOKYMEHT?

a) O¢punmanbHblii TOKyMEHT — JIOKYMEHT, CO3JIaHHbIM OpraHu3anuei, JOKHOCTHBIM JIMLIOM WIIH
rpakAaHUHOM, 0()OPMJIEHHBIN B YCTaHOBJIEHHOM IOPSJIKE;

b) OdunmanbHBI JOKYMEHT — JOKYMEHT, ITpeIHa3HAYCHHBIA JJIs Tepelaul IpyroMy JHIy IOpHU-
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JUYCCKUMHU NN (1)I/I3I/ILIGCKI/IMI/I JIMIIaMH1 B YCTAHOBJICHHOM IOPSAOKE;

¢) OdurnmanbHBIA JOKYMEHT — JTIOKYMEHT, CO3/IaHHbIN, 0()OPMJICHHBIN U YIOCTOBEPEHHBIN B yCTa-
HOBJICHHOM MOPAAKC IS MHOTOKPATHOT'O MUCITOJIb30BAHUAA.

d) Her nmpaBunsHOTO OTBETA

4. Yto TaKkoe 3NEKTPOHHBINA JOKYMEHT?

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

b) DIEeKTPOHHBIM JOKYMEHT — 3TO O(QHIMAIBbHBIN TOKYMEHT, MPEICTABICHHBIM B 3JEKTPOHHOU
dopme;

¢) DIEKTPOHHBIM JOKYMEHT — 3TO JOKYMEHT, HH(opMalHs KOTOPOTO MpeACTaBIeHa B AIEKTPOH-
HO dopme;

d) DAeKTpOHHBIH JOKYMEHT — 3TO O(HIHMAIBHBIA TOKYMEHT, MPEJCTABICHHBIM B 3JEKTPOHHOU
dopme mocie ero noANMCaHus JOHKHOCTHBIM JIMIIOM B MOPSJIKE, YCTAaHOBJIEHHBIM 3aKOHOJATEIIbCTBOM
PO.

5. Uto npencrasinseT coboit opopmieHne 10KyMeHTa?

a) OdopmiieHre JOKyMEHTa — 3TO MPOCTABJICHUE HAa TOKYMEHTE HEOOXOIUMBIX PEKBU3HUTOB;

b) OdopmiieHre JOKyMEHTa — 3TO COINIACOBAaHHE JOKYMEHTA, MOJNHCAHUE TOKYMEHTA;

¢) OdopmiieHre HOKYMEHTa — 3TO MPOCTABICHHE PEKBH3UTOB Ul OPTaHU3AIlUN OTIEPATUBHOTO
MIOUCKA JIOKyMEHTOB;

d) Her mpaBunsHOTO OTBETA.

6. Uto npencrasisier coO0i cucTeMa JOKyMEHTAINH ?

a) [Tox cucteMoit JOKYMEHTalMK IOHUMAETCSI COBOKYITHOCTh JIOKYMEHTOB, MPEAHA3HAYCHHBIX IS
obecTieueHUs U PETYIMPOBaHUS JIEATEILHOCTH OPTaHOB BJIACTH, YUPESIKICHUN, PESATPHUATHI U OpTaHHU3a-
LM

b) CucremMa MOKyMEHTAIIMH TIPEACTABISCT COOOM COBOKYIMHOCTh IOKYMEHTOB, B3aMMOCBSI3aHHBIX
M0 MPU3HAKAM TMPOUCXOXKICHUS, Ha3HAUCHUS, BUAA, C(hephl NEATEIbHOCTH, CAUHBIX TPEOOBAaHUHN K WX
0hOpMIICHHIO;

¢) Cucrema JOKyMEHTAIMH MPEICTABISET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JIOKyMEHTOB, B KO-
TOPBIX MOCIIE0BATEILHO OTPAXKACTCS ACATEIHPHOCTh OTPACIIH TOCYIAPCTBEHHOTO YIIPABICHUS;

d) Cuctema HOKyMeHTAaIMK MPEACTaBISIET COOOW COBOKYIMHOCTb JOKYMEHTOB, B3aHMOCBSI3aHHBIX
0 TIpU3HAKaM Ha3HA4YeHUs, C(hephl ACSITEIBPHOCTH U €IMHBIX TPEOOBaHMUM K MX 0()OPMIICHHUIO.

7. KakoBbI 3Tambl NOATOTOBKU PACIOPSIUTEIBHOTO TOKYMEHTa?

a) OTO COIVIaCOBAaHUE JOKYMEHTA, NOANNCAHUE JOKYMEHTA;

b) 310 U3yUyeHHe ynpaBlI€HYECKOro BONPOCa, MOArOTOBKA MPOEKTa PACIIOPSIUTEIHHOTO JOKYMEH-
Ta, COrJIaCOBaHUE JIOKYMEHTA, TIOIICAHNE JOKYMEHTA;

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

d) Oro M3yueHuWe yIpaBIECHYECKOTO BOMIpoca, chepbl MeATeTbHOCTH, CIUHBIX TpPeOOBaHUN K
0(OPMIICHHUIO U TIOJTOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.

8. Kak Benercs Hymepanus IpUKa3oB 110 OCHOBHOM JESATEIBHOCTHU?

a) Ilo mopsnKky ¢ MOMEHTa CO3/1aHUs OpraHU3allui, HO OT/IEIbHO OT MPUKA30B 0 JUYHOMY COCTa-
BY,

b) B npenenax mecsia, HO OTAEIBHO OT MPUKA30B MO JUYHOMY COCTaBY;

¢) [Moapsin B mpenenax pruHaAHCOBOTO T0/1a, COBMECTHO C MPHKAa3aMHU 0 JUYHOMY COCTaBY;

d) [Moapsn B mpenenax ¢UHAHCOBOTO T0/ia, HO OTAEIBHO OT MPUKA30B M0 JUIHOMY COCTABY.

9. Kak ocymiecTBiIsieTcs CoriiacoBaHue JTOKyMeHTa?

a) CornacoBaHue OCYyIIECTBISCTCS ITyTeM BU3UPOBAHUS WM IPOCTABICHHS Ipuda COTIacoBaHUs;
b) IIpoBonuTcs oLeHKa NPOEKTa O(QUIMAIBHOIO JOKYMEHTa 3aWHTEPECOBAHHBIMU OpPIraHU3aLU -
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MH, JOJDKHOCTHBIMH JHILIAMH, CIIEHHATNCTaAMU;
¢) [ToaHOCTBIO TTOATOTOBIIEHHBIE TIPOEKTHI JJOKYMEHTOB MPECTABISIOTCS HAa COTIIACOBAHUE JOJIXK-
HOCTHBIMH JIUIIAMU, CIIEIIHAITHCTAMHU,
d) JIoKkyMeHTBI BCTYIAIOT B CHJIy C MOMEHTA MX COTJIACOBAHUS M JIOBEACHUS 10 CBEICHHSI UCIION-
HUTEIA.

10 . VI3 kakuxX NBYX 4acT€ COCTOMT TEKCT PACIOPSAUTEIHHBIX JOKYMEHTOB, HEOOXOAUMBIX IS
CO3/1aHHUS HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYp?

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBogHO# 1 OCHOBHOIA;

¢) OCHOBHOM U paclopsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsiuTeIbHOM.

11. YcraB opranuzaium OTHOCUTCS K:

a) pacHoOpSANTEIHLHONU JOKYMEHTAIIHH,
b) TOKyMEHTAIIUHU 110 JINYHOMY COCTaBY;
C) KaJpOBOM JOKYMEHTAIINH;

d) opraHu3anmoOHHON TOKYMEHTAITUH

12. Ha xakoM JOKyMEHTE HE YKa3bIBA€TCSl Ha3BaHHUE BUJA JOKYMEHTA?

a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BaHHUE BHUJIA JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE YKa3bIBAaCTCSl HA3BaHHUE BUA TOKYMEHTA;

c¢) Ha 6nanke odunmansHOTO MuchMa HE YKa3bIBACTCS Ha3BAaHUE BHUJIA JOKYMEHTA,
d) Ha Gmanke pemieHust He yKa3bIBaeTCs HA3BaHUE BHJIa JOKYMEHTA.

13. Ha 6rmankax JOKYMEHTOB MPEANPUHUMATEIBCKUX CTPYKTYP MPOCTABIISCTCS:
a) l'ocynapcrBennsiii rep6 P®, I'ep6 cyObekra PD;

b); aMOnema opraHu3anuy;

¢) smOieMa opraHu3aly Wik TOBAPHBINA 3HAK;

d) ToBapHBIii 3HAK.

14. K opranu3anMOHHBIM JTIOKyMEHTaM, HEOOXOIUMBIX Ul CO3/IaHUSI HOBBIX MPEANPUHUMATENb-
CKHUX CTPYKTYp OTHOCHT:

a) MOJIOKEHUE, YCTaB, MPUKa3, CTPYKTYpHAs U IITaTHAs YUCIEHHOCTb, MHCTPYKIHS, JOTOBOP;

b) monoxxeHue, ycTaB, akT, CTPYKTypHasl ¥ IITATHAS] YUCICHHOCTh, HHCTPYKIIHSI, TOTOBOD;

C) MOJIOKEHUE, YCTaB, MIPHUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAs YUCIEHHOCTb, HHCTPYKLIHUSA, J10-
TOBOD;

d) nonoxxenwue, ycraB, CTpyKTypHasi ¥ IITATHASI YUCIIEHHOCTh, UHCTPYKIIUS, JOTOBOP.

15. JIBmkeHue JOKyMEHTOB B OpTraHHM3allii C MOMEHTA MX CO3JaHMS WJIH ITOTyUeHHs 10 3aBepIie-
HUSI UCTIOJIb30BAHUS MITH OTIIPaBKU HA3bIBACTCS:

a) JlokymeHT0000pOTOM;

b) [TorokOM TOKyMEHTOB;

¢) O6paboTKOI JOKYMEHTOB;

d) Peructpanueii noxymeHTa.

16. Peructpaunu noiexar JOKyMEHTBI:
a) Bxomsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BUIBI JOKYMEHTOB.

17. Yto Takoe HOMEHKIATypa aen’?
a) Homenknarypa ien — 3To Bce JOKYMEHTHI Ha MPEeANPHUITHH;
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b) Homenknatypa aen — 3T0 CHCTEMaTU3MPOBAHHbIN MEepeYeHb 3aBOJMMBIX B OpraHU3alMU Jei C
yKa3aHHEM CPOKOB MX XpaHEHUs, 0)OPMIICHHBII B yCTAHOBICHHOM ITOPSIIIKE;

¢) Homenkmarypa nenm — 3To TOKyMEHTBI, TpeOYIoIIre HCTIOTHEHHUS;

d) Her nmpaBunsHOTO OTBETA

18. B opranu3anroHHbBIX U PaCHIOPSIIUTENHLHBIX TOKYMEHTAX, HEOOXOAUMBIX, [UISI CO3/IaHUSI HOBBIX
MPEIPUHUMATENILCKIX CTPYKTYP, OPOPMIIIEMBIX Ha JIBYX M OoJiee TUCTaX HOMEpa CTPAaHMIl MPOCTaB-
JISTFOTCS.. ..

a) Co BTOpOIi CTPaHMIIBI B BEPXHEM MPABOM YTy OIS JTUCTA apaOCKUMU IUPpaMu;

b) Co BTOPOIi CTpaHUIIBI MOCEPEINHE BEPXHETO MOJIS JINCTA apaOCKUMHK [P PaMHU;

¢) Co BTOpOIi CTpaHUIIBI TOCEPEIMHE HIKHETO MO JIUCTa apaOCKUMHU [T pamu;

d) [TocnenoBarenbHO HAa KAXKIOW CTPaHUIIE B TPABOM HIDKHEM YITTy apaOCKUMHU U(pamH.

19. B cOOTBETCTBUU C 3aKOHOIATEIHCTBOM, CKOJIBKO Pa3 B TOJ MOXXHO BHOCHUTh M3MEHEHHSI B IIITAT-
HO€ pacnucaHue ?

- OJIVH;

- IBa;

- OTPaHUYCHUS HE YCTAHOBIICHBI;

- He Oonee Tpex pas;

- He OoJiee MIeCTH pas;

- U3MEHSTD €r0 B TEUCHHE I'0/1a HEJIb34l.

20. IIpukassl, IPOTOKOJIBI, PACIIOPSYKEHUS, PEIIEHUS, OTHOCSITCS K:
a) OPraHN3alMOHHBIM JOKYMEHTaM MPEIIpUsATHS;

b) pacnopsAUTENbHBIM JOKYMEHTAM MPEIIPUATHUS;

C) JOKYMEHTaM I10 JINYHOMY COCTaBY MPEANPUATHS;

d) napOpMaAIIIOHHO—CTIPABOYHBIM JOKYMEHTAM MPEIIPUSTHS.

14.1.2. Dx3aMeHALIMOHHBbIE BONPOCHI

. JIOKyMEHT 1 €ro MeCTO B CHCTEME YIIPaBICHUS
. HopmaTuBHO-MeTOMUECKUE aKThI, PETJIAMEHTUPYIOIIUE CO31aHue U 0pOpMIICHHE TOKYMEHTOB.
. JlokyMeHTOBe/IeHUe KaK HayJHas UCIUILTIHA: O0BEKT, IPEAMET, OCHOBHBIE METOJbI.
. I[TonsiTHe «MHPOPMALS» U €r0 pa3BUTHE.
. [ToHsATHE «IOKYMEHT» U €r0 pa3BUTHE.
. O61me u yacTHble PYHKIMH JOKYMEHTA.
. CiocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.
. IlonsiTHE CTY’)k€OHOTO TOKYMEHTUPOBaHMS U TPEOOBaHUS K JOKYMEHTaM.
. [Topsimok perympoBaHus, COTJIaCOBAHMUS U IMOIIICAHUS YITPABICHUYECKUX TOKYMEHTOB.

10. CymHoCTh YyHU(UKAMK U CTAaHAAPTU3ALMN YIIPABICHUYECKUX JOKYMEHTOB.

11. IIpaBuia opopmiieHus CiIyK€OHBIX TOKYMEHTOB.

12. PekBU3UTHI U MX IpeHA3HAUCHHE.

13. OOumne TpedboBaHus K JOKYMEHTUPOBAHHIO YIIPABIEHYECKON JAESITEIbHOCTH.

14. CocraB, coaep:kaHue U 0OCOOCHHOCTH peau3aliy TpeOOBaHUN K pacIoNIoKeHHI0 U odopmiie-
HUIO PEKBU3HUTOB JOKYMEHTOB.

15. CtpykTypu3anus TEKCTOB YIPaBICHYECKUX JOKYMEHTOB.

16. Buasl yHUPUIIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH OpOopMIIEHUS TpapapeTHOro TeKCTa, aHKEThI
U TaOJUIIBI.

17. TpeboBaHus K COAEPKAHUIO, CTPYKTYPE M CTHITIO U3JI0KECHHS YIIPABIEHYECKUX JOKYMEHTOB.

18. TpebGoBaHus K cofep)kaHUIO, CTPYKType, OPOPMIICHHIO JTOKYMEHTOB OpraHM3aluil MpU BHE-
JPEHUH TEXHOJOTHYECKUX, IPOITYKTOBBIX MHHOBAIMI MIIH OPTaHNU3aIlHOHHBIX H3MECHEHHH.

19. Opranu3aioHHO-pacnopsAnTeNbHas JoKyMeHTauus. OCHOBHbIE BUbI YIIPABICHUECKUX J10-
KYMEHTOB.

20. OcHOBHBIE BH/Ibl OPraHU3ALMOHHBIX U PACIOPATUTEIbHBIX JOKYMEHTOB, HEOOXOAUMBIX IS
CO3JIaHMSI HOBBIX MPEIIPUHIUMATEILCKUX CTPYKTYP

21. NUupopmannoHHO-cIipaBouHasi JokymMmeHTanusi. OCHOBHbIE BU/IbI

03N DN~ W~
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22. [lpaBuna 1 CTWIb HAIMCAHUS I€TTOBOTO MHUCHhMa.

23. Buapl nenoBoro nuchbMa.

24. OcoOEHHOCTH MEPENUCKU C MHOCTPAHHBIMU TAPTHEPAMH.

25. Buibl TOTOKOB IOKYMEHTOB M CTaIMM UX 00paOOTKH.

26. Peructpanust 1TOKyMEHTOB.

277. KOHTpOIb UCTIOTHEHUSI TOKYMEHTOB.

28. Homenknarypa nies 1 ux popMUpOBaHHE.

29. Odopmiienue ned.

30. XpaHeHue J1e1 U NOpSAIOK Claul UX B apXUB.

31. PabGora ¢ mOKyMEeHTaMH, COACPKANTUMU KOMMEPUYECKYIO TaliHY.

32. IloHsATHE “ANEKTPOHHBIN TOKYMEHT B MH()OPMAIIMOHHON CHCTEME OpraHMU3allH.

33. TepmuHOIOTHS, HCTIOIB3yeMasi B CUCTEMAX JIEKTPOHHOTO IOKYMEHTOOO0pOTA.

34. 3amaun cuCTEM AIIEKTPOHHOTO TOKYMEHTO000pOTA.

35. YnpaBiieHue JIeKTPOHHBIMU JOKYMEHTAMU.

36. Knaccugukarys cucteM 3JIeKTpPOHHOTO JOKYMEHT0000pOTa.

37. Tlomxompl K CO3JJaHUIO CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTa.

38. Dransl BBIOOpa U BHEIPEHUS CHCTEMBl aBTOMATH3AIIHH.

39. IIpoGeMbl TPaBOTO PEryIMPOBAHUS FICKTPOHHOTO JOKYMEHTOO000POTA.

40. Dtarmsl pa3BUTHA JOKYMEHTO000pOTA.

41. TToHsATHS, MPUHIUTIBEI © OCOOCHHOCTH TIOCTPOCHUS ABTOMATH3MPOBAHHBIX CHCTEM KOHTPOJIS
ucnonHenus fokymeHToB (ACKU /).

42. CucTtemMsbl 3JIEKTPOHHOTO JOKyMEeHTooOopoTa. O6mue nonoxenus. Haznauenus CO/I.

43. OcHOBHBIE CBOICTBA CHCTEM 3JIEKTPOHHOTO IOKyMEHTOO0OPOTA.

44. OCHOBHBIE TEXHOJIOTUHU PabOTHI ¢ JoKkyMeHTamMu B CO/I.

45. O0mas kinaccuuKaIys CUCTEM AIIEKTPOHHOTO JOKYMEHT0000poTA.

14.1.3. TemsbI gOoKI210B

TeMmsl [U1s1 KOHTPOJIS CAMOCTOSITENIBHOTO N3YYEHUS TEM TEOPETUYECKOM YacTH Kypca

1. McTopust pa3BUTHs rOCYJApCTBEHHOW CUCTEMBI JEJIONPOU3BOICTBA

2. Ilpaktuka opraHuzauuu oQGOpPMIIEHMS pEHICHUH B YIPABICHUH OIEPALMOHHOW (Ipou3-
BOJICTBEHHOMN) JEATEIIBHOCTH OPraHU3alMi NPU BHEJPEHNUN TEXHOJIOTHUYECKUX, IIPOAYKTOBBIX MHHOBALIUI
WJIM OPTaHU3alMOHHBIX U3MEHEHUIN

3. Posib JOKyMeHTa B HU3HH YeJIOBEeKa U 00IecTBa

4. IloAroToBKM OpraHU3alMOHHBIX U PACTIOPSIUTENbHBIX JOKYMEHTOB, HEOOXOIUMBIX ISl CO3/a-
HUS HOBBIX NPEANIPUHUMATENBCKUX CTPYKTYP

5. Metonp! uccneoBaHus JOKYMEHTOBEAUYECKUX TPOoOIeM

6. HayuHo-ucTopryeckas ¥ IpakTU4YeCcKas HEHHOCTh JOKYMEHTa

7. JlokyMeHTHI B cepe mpaBa U yrpaBiIeHUs

8. BiusiHre HayqHO-TEXHUYECKON PEBOJIIOLIMM HA PA3BUTHE TOKYMEHTA

9. PazButue popmyisipa JoKyMeHTa

10. 3akoHOATENBHBIE aKThI, HOpMaTUBHBIE MaTepuasbl X VI — Hauvana XX B

11. 3akoHOaTEIbHBIE AKThl 1 HOPMATHUBHBIE TOKyMEHThI PD

12. I'ocynapcTBEHHOE peryJIMpOBaHUE, HOPMATUBHAs NIPaBOBasi 1 METOAUYECKAs OCHOBA JIOKYMEH-
TalMOHHOTO O0ECIICUeHUs YIIPaBICHUS

13. CymHocCTb, HampaBlI€HUS U BHUIbl I'OCYJAPCTBEHHOIO PETYJIMPOBAHUSA JOKYMEHTALMOHHOIO
oOecrieueHus yrnpapieHus], Ha3HaYeHHE, 0COOEHHOCTH U COOTHOLIEHHE HOPMAaTUBHOTO ITPABOBOIO U METO-
JUYECKOI0 PEryIupOBaHUs

14. CocTaB U CTPYKTypa HOPMATUBHOM MPABOBON M METOJAMYECKON OCHOBBI JOKYMEHTAIIMOHHOTO
oOecrieyeHus yIpaBieHHsl, HAIIMOHAJIBHBIX U JIOKAJIbHBIX HOPMaTHBHO-METOANYECKHX JTOKYMEHTOB

15. Yauduxaums u ctanaapTHU3anus yIpaBlIeHYECKUX T0KYMEHTOB

16. FOpuauueckas cuia JOKyMEHTa: NOJJIMHHUKK (OPUTHHAJIBI) JOKYMEHTOB, KOMHUU TOKYMEHTOB
U UX BUJBI

17. [lonatue o JOKyMEHTOOOOPOTE MPEIIPUATHS U €r0 pa3BUTHE

18. OcHOBHBIE NpaBUiIa OpraHU3alUyu JOKYMEHTO000pOTa B OpraHu3aluu

19 Cxema IBMKEHUS U TEXHOJIOTUsL 00paOOTKU TOKYMEHTOB
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20 ITonaTHE JOKYMEHTOIIOTOKA, ETO CTPYKTYpa, I0KA3aTeNIN OLICHKH I0KYMEHTOIIOTOKA

21 J)Ku3HEeHHBIN UK JOKYMEHTA

22 KOHTpOJIb UCTIOIHEHUS JJOKYMEHTOB

23. Opraam3anus padoThl C BXOIAIIUMU JOKYMEHTaAMHU

24. Opranusaius padoThl ¢ UCXOIAIIMMH JOKYMEHTaMHU

25. OcobeHHOCTH OpraHu3aIuy PaboThl ¢ BHYTPEHHUMH JOKYMEHTaMHU

26. HomeHnknatypa Aes opranu3anui

27 Tlopsimok COCTaBJICHUSI U YTBEPKICHHUSI HOMEHKIIATYpPBI JIe]l. YCTAaHOBJICHUE CPOKOB XPaHEHMS
Jen

28. ®opmupoBanue u opopmieHue aen. Opranuzaiust OepaTUBHOTO XpPaHESHUSI JIe]T.

29. DxcnepTr3a HEHHOCTH JOKYMEHTOB

30. [Topsimok nepenayn JOKYMEHTOB Ha XpaHEHHE B apXUB

31. JIokyMeHTOOOOPOT B HHPOPMAIIMOHHOM 00ECIIEUCHUN YIIPABICHUS U €r0 COCTABHBIE YaCTH

32. OcHOBHBIE 3a7]a4l OpTaHU3AIMH JIEKTPOHHOTO IOKYMEHTO000pOTa

33. CucteMsl 3I€KTPOHHOTO JIOoKyMeHTooOopoTa COJI. Drambl pa3BUTHS, KJIACChl, HA3HAUCHHE
coa

34. OcHOBHBIE CBOWCTBA CUCTEM AJIEKTPOHHOTO TOKYMEeHT0000poTa. OcHOBHBIE THITEI CO/]

35. Ocobennoctu opranuzanuu COJ]

36. O030p OCHOBHBIX CHCTEM BJIEKTPOHHOTO JIOKyMEHTOOOOpOTA. Mpe/ICTaBIeHHbIX B Poccun u 3a
pyOeKoM.

37. Ananu3 BHEAPEHUS CUCTEM DJICKTPOHHOTO JEJIONPOU3BOJICTBA U IOKYyMEHTO000pOTa

14.1.4. Tembl OIPOCOB HA 3aHATHAX

IlonsTHE, IENM U 3a1a4U U3y4aeMOW JUCHUIUINHBL. PasBUTHE M CTaHOBIEHUE AEIIONPOU3BOICTBA B
Poccun. Opranuzanus 1e10Iponu3BOACTBA HA NMPEANPUATHAX. 3HAYEHUE U MECTO JTOKYMEHTOB B CUCTEME
yIpaBiIeHUS

[TpaBuna opopmieHus JOKYMEHTOB, COCTaB M Ha3HaueHHE PEKBU3UTOB. Poib M BUABI yHpaBieH-
YECKUX JIOKYMEHTOB.

CocTaB 1 Ha3HaYCHUE OT/AENBHBIX BUIOB OPraHU3allMOHHO-IIPABOBBIX, PACIIOPSIIUTEIbHBIX U HH-
(opMaIMOHHO-CIIPAaBOYHBIX JTOKYMEHTOB. [loKyMeHTanbHbIA (OHI M NEpeueHb JOKYMEHTOB, 00pa3ylo-
LIMXCS B IPOLIECCE EATENBHOCTHU IPEANPUATHS.

Cocras, pacroyiokeHue U rnpasuia 0oOpMIEHHS PEKBU3UTOB OTJECJIbHBIX BUJIOB OPraHNU3allMOHHO-
IPaBOBBIX, PACHOPSAUTENBHBIX U MH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEeHTOB. OcobeHHocTH odopmiie-
HUS OTAEJIbHBIX BUJOB JOKYMEHTOB, 00pa3yloIIKXCsl B IPOLIECCE AEATENIbHOCTH MPEATIPUATHSI.

TpeOGoBanus k 6mankam 1okyMeHTOB. [lopsnok pazpabotku 61ankoB. O61mue TpeOoBaHUS K JIOKY -
MEHTaM, U3TOTOBJISIEMBIM C IIOMOILIBIO TEXHUYECKUX cpeAcTB. OcoOeHHOCTH O0(OpPMIIEHHSI OTAEIBHBIX
PEKBU3UTOB.

OcHoBHbBIE HOPMBI U MpaBuiia opopmiieHus: padoT, BHIIOIHAEMBIX CTYAEHTaMU B Ipoliecce o0yue-
HUS, C Yy4yeToM TpeboBaHMil oOpa3oBarenbHOro crangapra Byza OC TYCVYP 02-2013 (CTO
02069326.1.02-2013) - PaboThl cTyAeHYECKHE IO HAIPABICHUSAM MOATOTOBKU U CHELUAIBHOCTSIM I'yma-
HUTAPHOTO Mpodus

14.1.5. TeMmbl KOHTPOJILHBIX padoT

KoHTpoisibHOE 3a7jaHKe BBIMOJIHSIIOTCS KaX/IbIM CTYICHTOM MHJMBUAYAJIbHO IO BCEM IPEIOKEH-
HBIM TeMaM

CocTaBbTe OOBSICHUTENBHYIO 3aIIUCKY O IPUYMHAX (ONPEAEISeT CTYICHT CaMOCTOATENBHO).

CocTtaBbTe Ha cebsl XapaKTEPUCTUKY IS aTTECTALUU IO CTIIEIUATBHOCTH.

CocTtaBbTe Ha ce0s 3asiBJIEHUE O IpHEME Ha padoTy.

CocTtaBbTe Ha cebs IpeACTaBICHUE O TIEPEBOE Ha IPYryio padory.

CocTtaBbTe npuka3 00 yBOJIbHEHUU paOOTHHUKA B CBSI3U C JIMKBUIALUEH OpraHn3aluy.

CocTtaBbTe cBOIO aBTOOMOTrpauIo U pe3roMe.

OdopmuTe MPOTOKON 3aceaaHms 00IIEero COOpaHus MPEAIPHUITHS "........ "" 0 BHEIpEHUH TEXHOJIO-
THYECKUX (WM TMPOIYKTOBBIX) HHHOBALIMI MM OPTraHU3allMOHHBIX U3MEHEHUH.

Odopmure akT 0 HapyIIEHUSAX IPaBUIa BHYTPEHHETO paclopsIka NpeApUsTUSI.
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14.1.6. Bonipocs! 1151 NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CEeMHHApPaM

[TpaBuna cocraBiaeHust U 0GOPMIICHHS OPraHU3AMOHHO-PACTIOPSAUTEIbHBIX TOKYMEHTOB (yCTaB,
MI0JIO’KEHHE, LITATHOE pacIMCaHUe, NHCTPYKLUS, IPUKa3, paCIOpPsKEHHE, PEILIEHUE, IPOTOKOJ, IOCTAHOB-
JICHUE)

TpeOGoBanus k O1aHkaM JOKyMEHTOB. [10IroToBKa K COCTABICHUIO TOKYMEHTOB. CXeMBbI pacroio-
xeHus: TokyMeHToB. CocTtaBineHue GopmyssipoB nokymMmeHTOB. OOmmii O6gaHk. BiiaHK KOHKpETHOTO BUIA
JIOKyMeHTa. biaHk nucema.

O6mme TpeboBanus k oopmiieHnio Tekcta otdyera. OdopmileHHe TUTYIBLHOTO JINCTA, PUCYHKOB,
Ta6HI/II_[, CITUCKA UCTIOJIb3YCMbIX UCTOYHHUKOB

[IpaBuna cocrtaBiaeHuss U OQopMiIeHHs HH(DOPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB (Je0BOE
MUCHMO, JOKIIAHAs U Cy»)eOHasl 3alMCKH, aKT, CIIpaBKa, u JIp. )

14.2. Tpeﬁ()BaHI/Iﬂ K OIICHOYHBIM MaTepuajgam AJd JUll ¢ OrpaHHYC€HHBIMHA BO3MOKHOCTAMU
3A0POBbH U HHBAJIHI0B
I[JISI JiuI ¢ OrpaHM4YCHHBIMH BO3MOXHOCTAMU 3J0POBbA U MHBAJIUAOB MPECAYCMOTPCHBI JOIMOJIHU -
TEJIBHBIC OLICHOYHBIC MaTEPHAJIbI, IICPCUCHb KOTOPBIX YKAa3aH B Ta6J'II/II_[€ 14.
Ta6J11/1ua 14 — I[OHOJIHI/ITGJIBHLIC MaTepuajibl OUCHUBAHUA IJId JIML C OrpaHUYCHHBIMU BO3MOXHOCTAMU
310pPOBbA U MHBAJIMJIOB

Kareropuu Bubl TONOTHUTETBHBIX OLIEHOYHBIX ®opMbI KOHTPOIISL M OLICHKH
o0yJaronuxcs MaTepuaioB pe3ynbTaToB 00y4eHHUs

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

C napyumeHusMu
ciryxa

[Tpeumy1ieCTBEHHO MUCHMEHHAS
npoBepKa

C mapymenusmu | CobeceoBanme 1Mo BOIpocam K 3aueTy, | [IpenmyinecTBeHHO yCTHas TPOBEpKa

3peHus OIIPOC 10 TEPMUHAM (MHOUBUYaJIbHO)
C napyueHusMu Pemenne nucTaHIIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OThI, MUCbMEHHbIE | [IpenMylecTBeHHO AMCTaHIMOHHBIMU
JBUTATEJILHOTO CaMOCTOsITeNIbHbIE PabOTHI, BONPOCHI K METOJAMHU
anmapara 3a4eTy
C orpannuenusiMu 1o | TecTsl, TUCbMEHHBIE CAMOCTOSITENILHBIE [Ipenmy1iecTBEHHO NPOBEPKa
00IIeMeTUITTHCKIM paboThl, BOIIPOCHI K 3a4ETY, METOZAMH UCXOJISl U3 COCTOSTHUS
MOKa3aHUAM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI | 00Y4aroLerocss HA MOMEHT IPOBEPKU

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

Jis M1l ¢ OrpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBbS M MHBAJIUIOB HPEAyCMaTPUBACTCS J10-
cTymHast (hopMma Mpe0CTaBICHUS 3aJaHUH OIEHOYHBIX CPEJICTB, 8 IMEHHO:

- B IleyaTtHoi (opme;

- B IIeYaTHOW (hopMe ¢ YBEITHUYEHHBIM HIPUPTOM;

- B (hOpMe ITEKTPOHHOTO JIOKYMEHTA;

- METOJIOM YTEHHsI ACCUCTCHTOM 33JJaHUs BCIYX;

- IPe0CTaBICHUE 33JaHUs C HCIIOIb30BaHUEM CYPIONIEPEBO/A.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMU 3/I0POBbSI M MHBAIHIAM YBEIHYUBACTCS BpeMs Ha
MOATOTOBKY OTBETOB Ha KOHTPOJIBHBIE BOMPOCHL. /711 TakuX 0OyJarommxcst MpeaycMaTpUBaeTCsl TOCTYTI -
Hast popmMa MpeoCTaBICHHS OTBETOB Ha 3a/IaHUs, & IMEHHO:

— MICBMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C UCIIOIL30BAaHUEM YCIYT ACCHCTEHTA,;

— NPE/ICTaBICHUE OTBETOB YCTHO.

[Tponienypa orieHHBaHUs PE3yIbTATOB OOYYEHMs JIHIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbs M1 MHBAIHJIOB IO JUCHIHUIUIMHE TPEITyCMaTPUBACT MPEIOCTaBIeHne HHpopManuu B popMax, aJaarTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 370POBbS U BOCIPUATHS HH(POpMALIUU:

JL1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHust:
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- B ()OpME IIIEKTPOHHOTO JIOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPUPTOM.

JIJ1s1 JIMI ¢ HAPYIIEeHUSIMH cJIyXa:

- B ()OpME IJIEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHoOU hopme.

JIJ1s1 JIMI ¢ HAPYLIEHHUSIMH OTIOPHO-IBHIaTeJILHOTO anmapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B ITe4aTHOU hopme.

[Tpn HEOOXOMMMOCTH ISl JIUIL C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU 37I0POBbS U MHBAIUIOB TIPOLIE-
Jypa OLCHUBAHHS PE3YJIbTATOB O0YUCHHUSI MOXKET IIPOBOIUTHCS B HECKOJIBKO ITAIOB.
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