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

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
HampaBnenue noarorosku / cnenuaibHOCTh: 38.03.02 MeHe:KMeHT
HanpaenenHocts (mpoduib) / cenuanu3anus: YnpapjieHHe MPoeKToOM
®dopma 0O0ydeHHS: OUHASA

@axkynbreT: P, IKOHOMHYECKHI (PaKyIbTeT

Kadenpa: Menexxmenrta, Kadenpa menenxkmenra

Kypc: 3

Cemectp: 6

Y4eOusiii mnan Habopa 2018 rona

PaCHpe,[[CJ'IeHI/IC pa60qero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTp Bcero Ennaunner
1 Jlexnn 36 36 JacoB
2 [IpakTrueckue 3aHATUA 36 36 4acoB
3 Bcero aymuTopHbIX 3aHATHN 72 72 4acoB
4 CamocTosiTenbpHas padboTa 144 144 9acoB
5 Bcero (0e3 ax3aMeHa) 216 216 4acoB
6 OO0m1as Tpy10eMKOCTh 216 216 4acoB
6.0 6.0 3.E.

3auéT C OLIeHKOMH: 6 cemecTp

Tomck
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotokosn Ne 2 oT « 18 » 2 2020 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 (crienmasnibHOcTH) 38.03.02 MenemkMeHT, yrBepxkaennoro 12.01.2016 roga, paccMoTpeHa u of10-
OpeHa Ha 3acenanuu kageapsl MeHeDKMEHTa « _ » 20 ropa, mpotokoin No

PazpaboTunk:

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

3aBenyronmii o0ecnieunBaromeii kad.
MenemxMeHTa M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Hexan DO A. B. boromosnosa
3aBeAyIOIHi BRITYCKAIOIICH Kad.

MenemxmMeHTa 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 3MeKTpoHHbIH qokyMeHToobopoT» (b1.B.JIB.5.1) otHOCHTCS K OnOKy 1
(BapuaTHBHAS YaCTh).

[TpenmecTBYIONMME AUCIUTUTHHAMH, (DOPMUPYIOIIMMU HadaIbHBIE 3HAHUS, ABIsAtOTCS: [Imanupo-
BaHME Ha MpeanpusITHH, [IpakTrKa Mo MOTyYEeHUIO0 IEPBUIHBIX MPO(ECCHOHATBHBIX YMEHUN U HABBIKOB,
[TpakTKa MO MONXYYCHHIO MPO(ECCHOHATBHBIX YMEHHHA U OMBITa MPO(ECCHOHAIBHON NEATEIbHOCTH,
[IpakTrka 1Mo mosrydeHuo mpo(ecCuoHAIBHBIX YMEHUHM U OIBITa MPOGECCHOHATILHOM eI TeIbHOCTH (pac-
YETHO-aHAJIUTUYECKAs ).

[TocnenyromuMu AUCIUIUIMHAME SIBJISTFOTCS: 3allldTa BBIMYCKHOW KBATM(PUKAIIMOHHON pPadOTHI,
BKJIIOYAsl MOATOTOBKY K MPOLEIYpPE 3aIIUTHI U MPOUEAYPY 3allUThI, YIPaBICHHUE MEPCOHAIOM OpraHu3a-
17078

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

I[pomnecc n3ydeHns: TMCUUIUIMHBI HAIpaBiieH Ha YOPMHUPOBAHUE CICAYIOIINX KOMITETCHIIUH:

— TIK-8 B1ageHneM HaBBIKAMHU JJOKYMEHTAJIBHOTO O(OpPMIICHHS PEIICHUH B yIIpaBIEHUH OIepa-
LIMOHHOH (IIPOU3BOJCTBEHHOM) JEATEIBHOCTU OPraHU3alMK IPU BHEJPEHUU TEXHOJOTUYECKUX, IPOAYK-
TOBBIX MHHOBAIIM{ MM OPTaHU3aLMOHHBIX U3MECHCHHH;

— TIK-20 BrnajgeHueM HaBBIKAMHU MOJATOTOBKUA OPTaHM3AIMOHHBIX U PACHOPSIAUTENBHBIX JIOKY-
MEHTOB, HEOOXOIMMBIX JUIS CO3JJaHUS HOBBIX IPEINPUHUMATEIBCKUX CTPYKTYD;

B pesynbpTare u3ydeHus: IUCIHUILIMHBI 00YJaIOMIUNCS TOJKEH:

— 3HaTh JIOKYMEHTOBEIYECKYI0 TEPMHHOJIOTIHIO; HOPMATUBHBIC TOKYMEHTHI, PETJIAMEHTUPYIO-
mye cocTaieHne ¥ ohOopMICHHE JOKYMEHTAIMH, TTOPAI0K PaGoThl C HHMH; OCHOBBI JENONPOU3BOJICTRA
U DJIEKTPOHHOTO JIOKYMEHTO000OpOTa B OpraHM3alUsAX, IPUEMBl UCTIONB30BAaHHS IOKYMEHTO000POTa; To-
CYIIApCTBEHHYIO TOJIUTUKY B cepe TOKYMEHTAIMOHHOTO OOECTIeYeH sl yIPaBICHUS IEKTPOHHBIMU JI0-
KYMEHTaMH U DJIEKTPOHHBIM I[OKYMCHTOO60pOTOM;~ COBpEMEHHbIE TpeOOBaHMs K OpraHU3aluy, [paBuiia
¥ HOPMBI PaGoThI C JOKYMEHTAMH, NPUHIMIIBI ¥ IPOLEAyPhl HOATOTOBKH OPIaHH3aIMOHHBIX M PACIIOps-
JTUTETBHBIX JOKYMEHTOB; IpaBHJa JOKYMEHTAJIbHOTO O(GOPMIICHHS PEIICHHH B YIPaBICHUH; OO0IIUe
NPUHIUIIBI IOCTPOCHHS U CTPYKTYPY CUCTEMBI SIIEKTPOHHOTO JTOKYMEHT0060pOTa

— yYMeThb Ha OCHOBE COOpaHHON MH(OPMAIMK ONPEACIATH LIEIH, BEIOUPATh CPEICTBA BEICHHS
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JIeTIOBOM TOKYMEHTAIMH; TPAaMOTHO pa3padaTeiBaTh U 0OPMIISTH YIPABICHUYECKHUE TOKYMEHTHI, HCIIOIb-
3yeMbI€ B JICATEIBHOCTH OPTaHU3aINI; COCTABIISATh M MPABHIHLHO O(OPMIISATH OPTaHU3AIOHHBIE M PACTIO-
pSAUTENbHBIC JOKYMEHTBI; UCIIOIB30BaTh BOBMOKHOCTH OOIIET0 U 3JIEKTPOHHOTO JOKYMEHTO000pOTa st
NPUHATHS ¥ TOKYMEHTAIBLHOTO O(hOpMIICHHS yIIPaBIIEHYECKUX PEIICHUH; UCTIONB30BaTh B CBOEH mpodec-
CHUOHAJIBHOU ACATCIIBHOCTHU TPHUKIAAHBIC NPOTpaMMHBIC CPCACTBA U CPCACTBA OPITCXHUKH, CAMOCTOA-
TEJIHLHO OCBAMBAaTh 3HAHMS, HEOOXOIUMBIE I pa0OTHI C TOKYMEHTOOOOPOTOM B KOHKPETHBIX cepax es-
TCJIIBHOCTH OpraHU3allur; OICPpHUPOBATHL 3HAHUAMMH, IMMOJTYUCHHBIMU IO ACIOMPOU3BOACTBY B HpO(l)CCCI/IO-
HaJILHOU NIEITENbHOCTHU

- BJIaJA€Th HAaBBIKAMU COCTABJICHUA U O(bOpM.HeHI/ISI OpraHu3allMOHHBIX U PACTIOPAAUTCIBHBIX
JIOKYMEHTOB B c(hepe mpoPecCUOHATBLHOM e TeIbHOCTH; METOIUKONW COCTABJICHUS IPOSKTOB OCHOBHBIX
YIpaBJICHYECKUX TOKYMEHTOB; HAaBBIKAMHU JIOKYMEHTAJIBHOTO OPOPMIICHHUS PEIICHUI B YIIPABICHUU OTIE-
palMOHHOM (IIPOM3BOICTBEHHON) 1E€ATENbHOCTHIO OPraHU3alMi IPU BHEAPEHUN TEXHOJIOTMUYECKUX, IIPO-
JYKTOBBIX MHHOBAIIMI WM OPTaHU3AI[MOHHBIX M3MEHEHHIT, METOJaMU U CPEACTBAMH TOyueHHsI, oOpa-
0OTKH U XpaHCHUA NJOKYMCHTOB, HaBbIKAMU HCIIOJIB30BAHUA KOMHBIOTCpHOfI TCXHUKH, IMPOrpaMMHO-
UH(POPMAIMOHHBIX CHUCTEM, KOMIBIOTEPHBIX CEeTel; HaBbIKAaMU O(OPMIICHHS Pa0OT, BHIMOIHAEMBIX CTY-
JEHTaMH B TIpolriecce o0ydeHus, ¢ y4eToM TpeboBaHuii obpaszoBarenpHOro crangapra Byza OC TYCYP
02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI padoThl
OO01ast TpyI0EMKOCTb JUCLUILUINHBI cOCTaBIseT 6.0 3aUeTHBIX €IMHMILIbI U IIPECcTaBIeHa B Ta0Iu -

%Zgﬁl{lﬁa 4.1 — TpyaoeMKOCTb JUCHUILINHBI

Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl

6 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 72 72
Jleknun 36 36
[IpakTiueckue 3aHATHS 36 36
CamocrosTenpHas paboTa (BCero) 144 144
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 34 34
CamocrodaTenbHOe H3ydeHHe TeM (BOTIPOCOB) 48 48
TEOPETHYECKON 4acTH Kypca
[ToaroroBka K MpakTUYECKUM 3aHATUAM, CEMUHApaM 62 62
Bcero (0e3 ax3amena) 216 216
OO6mast Tpy1I0€MKOCTb, 4 216 216
3aueTHble EquHuIb 6.0 6.0

5. Conepxxanue 1MCUMILITHHBI

5.1. Pa3aennl AMCHUILIAHBI M BHALI 3AaHATHHA
Paznensl mUCHUIUTAHEI ¥ BUBI 3aHATHN IPUBEACHBI B Tabmmiie S.1.
Tabmua 5.1 — Pasgens! fUCHUILIMHEL U BUABI 3aHSITHI

Bcero
4acoB
[pak. Cam. dopmupyemblie
HasBanus pa3nenos QUCHUATIIIMHBL Jlek., 4 (Ge3
3aH.,4 | pa0., 4 KOMITETEHITHH
9K3aMEH
a)
6 cemecTp
1 Ilpenmer, conepskanue u 3agadu Kypca. [o- 4 0 20 24 [1K-20, I1K-8
KYMEHTOOOOPOT U JIeJIONPOU3BOACTBO B IIPO-
(heccroHaNBbHOM JACSITCIIBHOCTH.
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2 IIpaBOBbBIEC 1 HOPMATUBHBIE OCHOBBI JIOKY- 4 0 4 8 ITK-20, ITK-8
MEHTHUPOBAHUS YIPABIEHYECKOMN IeSITeIbHO-
CTH
3 Tlousarue nokymeHTa. CBOMCTBA JOKYMEHTA. 10 8 18 36 [1K-20, TIK-8
Knaccudukanus nokymenra. CTpykrypa a0-
KyMmeHTa. TpeboBaHus K OPOPMIICHHUIO JTOKY-
MEHTOB.
4 Cucrembl 1okyMeHTOB. CocTaBiieHHe U 8 22 36 66 TIK-20, TIK-8
odopMmIleHHE YIIPABICHYECKUX TOKYMEHTOB.
5 Opranuszanusi paboThl C JOKYMEHTaMU 2 0 6 8 [1K-20, I1K-8
6 dopmupoBaHUe U TEKYIIEe XpaHEHUE JOKY- 22 26 [1K-20, TIK-8
MeHTOB. [lororoBka JOKYMEHTOB K Iiepeaayue
B apXMB
7 DNEeKTPOHHBIN JOKYMEHTOOOOPOT, KITH0Ye- 6 4 38 48 [1K-20, I1K-8
BbIC TIOHSTHS, OCHOBHBIEC KOHIIEIIIUU
Hroro 3a cemectp 36 36 144 216
Hroro 36 36 144 216
5.2. Conep:xanue pa3aejioB IUCHUILIUHBI (110 JEKIIUSIM)
CopeprkaHue pa3iesoB TUCIUILINH (TIO JIEKIUSAM) IPUBEACHO B Tabmuiie 5.2.
Tabmura 5.2 — ConeprkaHue pa3faesoB JUCIUIUIAH (IO JICKIHSIM)
ConepxaHue pa3iesioB TUCHUIUIUMHEI (o | TpynoemkocTs, | DopMupyemblie
HaszBanus paznenos p pasi AHCH ( Py ’ PMHPY
JIEKIIMSIM) q KOMIIETEHITUU
6 cemecTp

1 Tlpenmer, ITonsThe, uenu u 3aga4n U3y4aeMou TUCIU- 4 [1K-20, TITK-8
coliepaHHe U 3aJlaud | JIMHBL. Pa3BUTHE U CTaHOBJIEHUE JEIO-
Kypca. npousBozacTsa B Poccun. Opranuzanus ae-
JIokyMeHTOOOOpOT U | IOTPOU3BOJICTBA HA MPEANPHUATHIX. 3HAUe-
JIEJIONPOU3BOACTBO B | HUE M MECTO JOKYMEHTOB B CUCTEME YIIpaB-
npodeccruoHaIbHON JICHUS
JeSTeTbHOCTH. Wroro
2 IlpaBoBbie U I'ocynapcTBeHHOE peryMpoBaHue, HOpMa- [1K-20, ITK-8
HOPMATHBHBIE OCHOBBI | TABHO-TIPABOBAsi 1 METOAMYECKAsi OCHOBA
JIOKYMEHTHPOBaHUS JIOKYMEHTAI[HOHHOTO 00eCTIeUeHH sl yIpaBiie-
YIPaBJICHUYECKON Hus. CyIIHOCTh, HaMPaBJIEHUS U BUJIBI TOCY-
NeATETbHOCTH JTAPCTBEHHOTO PETyIUPOBAHUS TIOKYMEHTA-

[IMOHHOTO O0ECTICYCHHSI YIIPaBICHUs, Ha3HA-

YeHHe, 0COOCHHOCTH U COOTHOIIIEHUE HOP-

MaTHBHO-TIPABOBOT'O Y METOJIMYECKOTO Pery-

nupoBanusi. COCTaB U CTPYKTypa HOPMATHB-

HOM, TPAaBOBOW U METOJIUYECKON OCHOBBI J10-

KYMEHTAIIMOHHOTO 00eCTieueHus yrpanie-

HUSI, HAITMOHAIBHBIX U JIOKAJILHBIX HOpMa-

TUBHO-METOIMYECKUX TOKYyMEHTOB. YHU(U-

Kalusl ¥ CTaHIapTU3AIIHSL.

Hroro 4
3 Ilonsarue noxkymenTa. | TpeboBaHus k O61aHkaM 1oKymMeHTOB. [Tops- I1K-20, ITK-8
CBoiicTBa IOKyMeHTa. | IOK pa3paboTku OnaHkoB. O0mue TpedoBa-
Knaccudukanus HUS K JOKYMEHTaM, U3TOTOBIISIEMBIM C TTIOMO-
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nokymenra. CTpykrypa
JOKYMEHTA.
TpeboBaHus K

o opMIIEHUTIO
JIOKYMEHTOB.

HIbI0 TEXHUYECKUX cpencTB. OcoOeHHOCTH
0 OpMIICHHS OTJICIIBHBIX PEKBU3HUTOB.

OCHOBHBIC HOPMBI U TIpaBUIIa 0POPMIICHHUS
paboT, BBITIOIHSAEMBIX CTYJICHTAMH B IIPOIIEC-
ce o0ydeHus1, ¢ yueToM TpeboBaHui 00pa3o-
BaresnbHOro cranjaapra Byza OC TYCVYP 02-
2013 (CTO 02069326.1.02-2013) - PaGoTb!
CTy/ICHYECKHUE TI0 HATIPABICHUSIM ITOATOTOB-
KU ¥ CIICUAILHOCTSIM TYMaHUTapHOTO TIPO-
st

Hroro

4 Cucrembl
JIOKYMEHTOB.
Cocrasienue u
oopmienue
yIPaBICHYCCKUX
JIOKYMEHTOB.

[TpaBuiia opopmiieHus: JOKYMEHTOB, COCTaB
U Ha3HaYeHUE PEeKBU3UTOB. Poib U BUIBI
yIpaBieHYECKUX JOKyMeHTOB.CocTaB U Ha-
3Ha4YEHUE OT/JEJIbHBIX BUJIOB OpraHU3aLU-
OHHO-TIPAaBOBBIX, PACIIOPATUTENbHBIX U UH-
(opMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB.
JlokyMeHTanbHbIN GOHJ U IEpEUeHb J0KY-
MEHTOB, 00pa3yIOILINXCs B IIpolLecce Jes-
TenbHOCTU npeanpuarus.Cocras, pacnoo-
YKEHUE U MpaBuiIa 0pOpMIICHUS PEKBU3UTOB
OTJEJIbHBIX BUJIOB OpraHU3allMOHHO-TIPaBO-
BBIX, pacIoOpsAUTEIbHBIX U HH(OpMALIU-
OHHO-CIPAaBOYHBIX JTOKYMEHTOB. OCOOEHHO-
CTH OOPMIICHUS OTAEIbHBIX BUIOB JOKY-
MEHTOB, OOPa3yYIOIIUXCS B MPOIECCE Jesi-
TENbHOCTHU NPEAIPUATHUS.

Hroro

I1K-20, TIK-8

5 Opranuzanust paboTbI
C JOKyMEHTaMH

[TonsiTHe «10KyMEHTOOOOPOT» U €TI0 pa3BU-
tue. OCHOBHBIE ITPaBUJIa OpPraHU3aluu 10KY-
MEHTO00OpOTa B opranu3anuu . Cxema JIBH-
KEHUS U TEXHOJIOTHsI 00pabOTKH JOKYMEH-
TOB. [ IoHATHE TOKYMEHTONIOTOKA, €70 CTPYK-
Typa, I0Ka3aTeIu OLUEHKU JOKYMEHTOIIOTO-
Ka. JKu3HeHHbl UK 1oKymMeHTa. KoHTpoub
VCIIOJTHEHMSI JOKyMEHTOB.

Hroro

[1K-20, I1K-8

6 ®opMupoBaHue U
TEKyIllee XpaHEeHHUE
JIOKYMEHTOB.
IToxroroBka
JIOKYMEHTOB K
nepeaye B apXxuB

Howmenxknarypa nen. [Topsaok coctaBneHus
Y YTBEPKJICHUS HOMEHKJIATyphlI J1e. Ycra-
HOBJICHHE CPOKOB XpaHeHus jien. ®opmupo-
BaHue U odopmiieHne aesn. Opranuzanus
OIEPATUBHOIO XPAHEHUS JIesl. DKCIepTU3a
[IEHHOCTH JOKyMeHTOB. Odopmiienue ner.
[Topsinok nepenaun TOKyMEHTOB Ha XpaHe-
HHE B apXUB.

Hroro

I1K-20, I1K-8

7 DNEeKTpOHHbIN
JOKYMEHTO000pOT,
KJIIOYEBbIC TOHSTHS,
OCHOBHBIE KOHIICTILIUT

OcHOBHBIE 33]JTa4l OPTaHU3AIIMU HJIEK-
TPOHHOTO JIOKyMEeHT0000poTa. CUCTEMBI
3JIEKTPOHHOTO JOoKyMeHTooOopoTa CO/I.
Oranbl pa3BuTHsl, Ki1accol, HazHaueHue CO/I.

[1K-20, I11K-8
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OCHOBHBIE CBOMCTBA CUCTEM DIIEKTPOHHOTO
nokyMeHToo0opoTa. OcHoBHBIE TUIIBI CO/I.
Oco6ennoctu opranm3aiun COJ1. CucreMbl
AJIEKTPOHHOTO JJOKYMEHTO000pOTa, Mpe/I-

craBjeHHBIE B Poccun.

Hrtoro

6

Hroro 3a cemectp

36

5.3. Pa3esbl AMCUMINIMHBI M MEKIMCUMINIMHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)
1 o0ecrneynBaeMbIMHU (IOC/IEAYIOIMMH) THCHUIIIHHAMHA
Paznenbl qUCHUIIIUHBL U MEXIUCUUIUIMHAPHBIE CBSI3U C 00€CTIeYMBAIOIIMMHU (TIPEAbIAYIIUMU) U
o0ecrieyrBaeMbIMH (TIOCIIEAYIOIIMMHI) TUCIMIUIMHAMU NIPe/ICTaBlIeHb! B Tabmuie 5.3.

Tabmua 5.3 — Pa3gens! AUCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

Ne paznenoB gaHHOM AUCHUIUIMHBL, 111 KOTOPBIX HEOOXOAUMO
HayMeHOBaHME TUCLUTLIHH U3ydyeHue 00eCIeunBaOIINX U 00ECIICUNBAEMbBIX AUCIUILINH
1 2 3 4 5 6 7
[IpenmecTByroue AUCHUILIMHbI
1 IInanupoBaHue Ha MPEeIPUITUN + + + +
2 IIpakTHKa 1o moJIy4eHHUIO EpBUY-
HBIX MPO(ecCHOHANTBHBIX YMEHUH 1 + + + + +
HaBBIKOB
3 IlpakTuka 1o moxy4eHuto npodec-
CHOHAJIbHBIX YMEHHUM U ONBITA MPO- + + +
(heccroHaNbHOMN AEATETHHOCTH
4 TIpaxkTHKa O NOJTY4YEHUIo podec-
CHOHAJIBHBIX YMEHHI U OTBITA MPO- . +
(beccroHaIBHOMN AEATEIbHOCTH
(pacueTHO-aHATUTUYECKAS)
[Tocnenyromue TUCIUIIITUHBL
1 3amuTa BBIMYCKHOM KBalU(pUKa-
MOHHOM paboThl, BKIItOYAs IOJII0-
1 p ’ & + + + + + +
TOBKY K IPOLIEypE 3aIIUTHI U ITPO-
LEeAypY 3aLUThI
2 YnpaBieHue NepcoHalIoM OpraHu-
P p P + + + + + +
3a1uu

5.4. CooTBeTcTBHE KOMIIETEHINI, (POPMHUPYEMBIX PH U3YYCHUHU AUCUMILIMHBI, M BU/10B 3aHATHI
CooTtBeTcTBHE KOMIETEHUUH, (HOPMUPYEMBIX MpPHU H3YyYEHUH AMCLUMIUIMHBI, W BHUJIOB 3aHATUN

npezcTaBiIeHo B Tabmuie 5.4.

Tabmuua 5.4 — CooTBeTCTBUE KOMIIETEHIIUH, (POPMUPYEMBIX MTPU U3YYEHUHN JUCIUIUINHBL, U BUIOB 3aHS -

TUU
KoMmmeTeHiu Bunel 3ansTuii
DopMBbI KOHTPOJIS
H Jlexk. I[pak. 3aH. Cawm. pa0.
[IK-8 + + + Omnpoc Ha 3aHsATHIX, BeicTyIuie-

HUe (IOKJIam) Ha 3aHATHH, TecT,
3aué€r ¢ oneHkoil, OTYeT 1o npak-
TUYECKOMY 3aHSITHIO
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I1K-20

Onpoc Ha 3aHaTHsAX, BeICTyIUIE-
HUe (DOoKIJIan) Ha 3aHATUH, TecCT,
3au€r ¢ oneHkoi, OTYET Mo npak-
TUYECKOMY 3aHSTHIO

6. UnTepakTBHBIE MeTOABI M (GOPMBI OPraHU3aLMU 00yYeHH s
He npenycmorpeno PVYII.

7. JlabopaTtopHble paGoThl

He npenycmorpeno PVYII.

8. [IpakTHYeckue 3aHATHSA (CEMUHAPHI)
HaunmeHnoBaHMe MpakTHUECKUX 3aHATUIA (CEMUHAPOB) IPUBEACHO B Tabmmiie §.1.
Tabmuia 8.1 — HauMeHOBaHUE MPAKTUYCCKUX 3aHATHIA (CEMHUHAPOB)

HanmenoBanue npaktuueckux 3anaruii | Tpynoemkocts, | DopMupyembie
Ha3zBanus pasnenon
(cemuHapoB) q KOMITETCHITH
6 cemecTp
3 Ilonsarue nokymenTa. | TpeOGoBanms K OlaHKaM JTOoKymMeHTOB. [losro- 4 I1K-20, ITK-8
CBolicTBa IOKYMEHTA. |TOBKA K COCTAaBJIEHHIO JOKYMEHTOB. CXeMbl
Knaccudukarus pacrnosnioxkeHus: 1oKkyMeHToB. CocTaBieHne
nokymeHTa. CTpykTypa | hopMysipoB JoKyMeHTOB. OOmuii O1aHK.
JIOKYMEHTA. bnaHk KOHKpeTHOro BUJa TOKyMeHTa. biaHk
TpeboBanus MIACHMA.
oGopuuermo Oo6ume TpeboBaHus K 0(OPMIICHHIO TEKCTa 4
KYMEHTOB.
JOKYMEHTO oryera. OpopmiieHne TUTYIBHOTO JIUCTA, PH-
CYHKOB, TaOJIUI], CIUCKA UCIIOIb3YeMbIX UC-
TOYHHUKOB
Hroro
4 Cuctemsl [TpaBuna cocraBneHus U 0popMIICHHS opra- 12 I1K-20, TIK-8
JIOKYMEHTOB. HU3aLMOHHO-PACIIOPAIUTENIBHBIX JJOKYMEH-
CocraBnenue u TOB (yCTaB, MOJIOKEHUE, IITATHOE pacuca-
oopmienne HUE, UHCTPYKIIHUSI, IPUKA3, pACOPSKEHHE,
yIIPaBJIEHYECKUX peleHue, TPOTOKOJ, TOCTAHOBIICHHE)
KYMEHTOB.
AOKYMEHTO [TpaBuina coctaBneHus U 0hOPMIICHUS HH- 8
(OpMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB (J1€e-
JI0OBOE€ MUCBHMO, AOKJIAJHAsI U CiIy)KeOHas 3a-
IIUCKH, aKT, CIIpaBKa, u JIp. )
[TpaBuna coctaBiaeHust 1 0POPMIICHUS JOKY- 2
MEHTOB JIMYHOT'O XapakTepa (3asiBJIEHUE, Xa-
pakTepucTuka, aBroonorpadus, pesrome, oT-
3bIB U JIp. )
Hroro 22
6 ®opMupoBaHue 1 Homenknatypa nen. Buibl HOMEHKIATypBI. 2 [1K-20, I1K-8
TEKyllee XpaHeHHe ®opmupoBanue aen. Opranuszanus XpaHeHUs
JIOKYMEHTOB. JIOKyMEHTOB Ha npeanpusaruu. [logroroska
[ToaroroBka JIOKYMEHTOB K CZlaye B apXMB.
JIOKYMEHTOB K Vitoro 2
nepesaye B apXuB
7 DneKTpOHHBIN IToxxomps! K CO3IaHUIO CUCTEM 3JIEKTPOHHOTO 4 ITK-8
JIOKYMEHTO000pOT, JoKyMeHToobopoTa. TpeboBanus k cucre-
KJTIOUEBBIC TIOHATHS, | MaM. DTarbl BIOOpa CUCTEMBI aBTOMAaTH3a-
8
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OCHOBHBIC KOHIICIIIUHN

Hele Tumbel COJI.

UK. DTanbl BHEIPEHUS CUCTEMbI aBTOMATH-
3aluu. CucreMbl aBTOMATU3aluu JOKYMCHTO-
notoka. CUCTEMBI AJIEKTPOHHOTO JIOKYMEH-
T0000poTa. OCHOBHBIE TEXHOJIOTUHU PAOOTHI C
JNokyMeHTaMu. OCHOBHBIE CBOMCTBA CHCTEMBI
AJNIEKTPOHHOTO JOKYMEeHTO000poTa. OCHOB-

Hroro

Hroro 3a cemectp

36

9. CamocTtosiTe1bHasi padoTa
Bunasl camocTosiTenbHOM paboThl, TPYI0EMKOCTh U (hOpMUpPYEMble KOMIIETECHIIUU MTPEICTABICHbI B

tabmune 9.1.
Tabmuua 9.1 — Buasl caMOCTOSTENBHON padOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETCHIIUN
Bunael camocrostensHor | Tpynoemkocts, | DopMupyemblie
HasBanus paznenos a Py ’ pMHDY DopMbI KOHTPOJIA
paboThl q KOMITETEHIIUU
6 cemecTp
1 IIpenmer, CamocTosTeNnbHOE U3yYe- 16 I1K-20, IIK-8 | BricTynnenue
COJIEpPI)KAHHE U HUE TeM (BOTIPOCOB) TE€O- (moksan) Ha 3aHs-
3a/1a4M Kypca. PETUYECKOM YacTu Kypca TUH, 3a4€T C OLICH-
KYMEHT T koi, O Ha 3aHs-
HoxymenToobopo [TpopaboTka JIEeKITMOHHO- 4 OH, OT poc Ha 3a
u TUSAX T
ro Marepuala > 1€C
JIEJIONPOU3BOICTBO
B Hroro 20
npo¢eCcCHoHATBHOM
JeSATEIbHOCTH.
2 IIpaBoBbIe U [TpopaboTka JIEKITMOHHO- 4 ITK-20, [TK-8  |3a4€T c o1leHKOMH,
HOPMAaTUBHBIE ro MaTepuasa Ormpoc Ha 3aHATHUSX,
OCHOBBI Hroro 4 Tect
JIOKYMEHTHPOBAHUS
yIpaBIeHYECKOI
NEeSATETLHOCTH
3 Iloustue [ToaroroBka kK mpakTuye- 14 IIK-20, ITK-8 | 3a4éT c O1eHKOMH,
JIOKYMEHTA. CKUM 3aHSTUSM, CEMHUHA- Ormpoc Ha 3aHATHUSX,
CaoiicTBa pam Otyer 1o npakTuye-
KYMEHTA. KOMY 3aHSTH
io yMeHTa [TpopaboTka JIeKITMOHHO- 4 "CF OMY 32 10,
naccuuKanus ro Matepuana ecT
JIOKYMEHTA.
JIOKYMEHTA.
TpeboBaHus K
oopmieHunio
JIOKYMEHTOB.
4 Cuctembl [ToaroroBka Kk mpaxkTuye- 16 I1K-20, IIK-8 | BeicTymuieHne
JIOKYMEHTOB. CKHUM 3aHSITUSIM, CEMHUHA- (mokinan) Ha 3aHs-
CocraBiieHne u pam THH, 3a4€ET C OLIEH-
ogopmrerye CamocTosTeNbHOE U3yYe- 16 KoM, O(l)'[pOC Ha 3ati-
TIPABJICHICCKUX thsx, OT4eT I
YHPABJICHHUCC HUE TeM (BOTIPOCOB) TE€O- ’ T 110
JIOKYMEHTOB. peTHIeCKOi 4aCTH Kypca MPaKTUYECKOMY 3a-
HATHIO, TecT
[TpopaboTka neKInOHHO- 4

ro MaTtepuaa
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Hroro 36
5 Opranuzanus [TpopaboTka JTeKIHOHHO- 6 [1K-20, TIK-8 | 3auéT c oLeHKoH,
paboThl ¢ ro Marepuana Omnpoc Ha 3aHATHSX,
JOKYMEHTAMU Hroro Tect
6 ®opmuposanue u | IloaroroBka k npakruye- 16 [1K-20, TIK-8 | 3auéT c oueHKoM,
TEKyIllee XpaHEHUE | CKUM 3aHSITHUSIM, CEMUHA- Omnpoc Ha 3aHATHSX,
JIOKYMEHTOB. pam Otuer 1o npakTuye-
IToaroroBk KOMY 3aHSITH

O/IrOTOBKA [TpopaboTka JEKIMOHHO- 6 ?l" oMy 3a 10,
KYMEHTOB K T

JIOKYMCHTO ro Marepuaina ec
repegaye B apXuB

Hroro 22
7 DNeKTpOHHBIN [ToaroroBka Kk mpaxkTu4e- 16 I1IK-8, ITK-20 | BeicTymuieHne
JOKYMEHTO00O0pOT, |CKHM 3aHATHSIM, CEMUHA- (mokinan) Ha 3aHs-
KJIIOYEBbIE TIOHATHUS, | pam TUH, 3a4€T C OLEH-
OCHOBHbIC CamocTosTeNnbHOE U3yYe- 16 Kou, O(l)Ipoc Ha 3aHi-
KOHIICTIIIHN Thsx, OT4eT I

OHLCTIIL HHE TeM (BOIIPOCOB) TEO- ’ et o
PETUYECKOM YacTH Kypca TIpaKTHHCCKOMY 3a-
HATHIO, TecT

[TpopaboTka JIEKITMOHHO- 6

ro Marepuaia

Hroro 38
Hroro 3a cemectp 144
Hroro 144

10. KypcoBoii npoekTt / kypcoBasi padota
He npenycmotrpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU YCIIeBaeMOCTH 00y4aromuxcst

11.1. banjbHbIe OLEHKH JJIs1 3JIEMEHTOB KOHTPOJIA
Tabmuua 11.1 — banibHble OLIEHKH JUISI 3JIEMEHTOB KOHTPOJISI

. . MakcumanbHbIN
. MakcumanbHbIN MakcumanbHbIN
DneMeHTHl yueOHOH 6asu1 3a mepuoa Bcero 3a
Oamn Ha 1-yto KT ¢ |  ©Gamnn 3a mepuon
NEeITENbHOCTH mexnay 2KT u Ha CeMecTp
Hauyana cemectpa | mexnay 1KT u 2KT
KOHEI] cemecTpa
6 cemecTp
Brictymienne (mokiam) Ha 3 3 4 10
3aHATUU
Ormpoc Ha 3aHATUAX 5 5 5 15
OTt4er 1o NpaKkTUIECKOMY 20 20 20 60
3aHATHIO
Tect 5 5 5 15
Hroro makcumym 3a nepu- 33 33 34 100
on
Hapacraromum utorom 33 66 100 100
11.2. IlepecyeT 62J1710B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKHU
[TepecueT OamIoB B OLIEHKH 32 KOHTPOJIbHBIC TOUKH MIPEICTaBICH B Tadmuie 11.2.
Tabmuma 11.2 — Ilepecuer 6aJU10B B OIICHKH 32 KOHTPOJIbHBIE TOYKH
bannbl Ha 1aTy KOHTPOIBHON TOUKH Ornenka
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> 90% ot MakcuManbHON cyMMBbI OamioB Ha gaty KT

Ot 70% no 89% ot makcumasibHON cymMmbl OaiioB Ha aaty KT

Ot 60% 10 69% OoT MakcMMaIbHOM cyMMbl OaisioB Ha naty KT

N | W | &~ W

< 60% oT MakcuMaabHOU cyMMbI OauioB Ha naty KT

11.3. Ilepecyet cyMMbI 02/1710B B TPAAULMOHHYIO M MEKTYHAPOIHYIO OLEHKY
[lepecuer cymMMBl 0aJIOB B TPaIUIMOHHYIO M MEXIYHAPOAHYIO OLIEHKY TPEACTaBICH B TaOmuIle
11.3.

Tabmuua 11.3 — [lepecueT cymmbl OalIOB B TPAAUIIMOHHYIO M MEXKAYHAPOAHYIO OLIEHKY

HtoroBas cymma Oaos,

Onenka (I'OC) YUHTBHIBAET YCHEIIHO CAAHHBIN Onenka (ECTS)

9K3aMEH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (oTIInYHO)
85 -89 B (ouens xoporiio)

4 (xopo11o) (3a4TeHO) 75 - 84 C (xoporo)
0-74 D (ynoBnerBoputeabHO)
65 - 69

3 (yZIOBJIETBOPUTEIHHO) (3aYTEHO) 60 - 64 E (nocpercraenio)
2 (HeyROBICTBOPHTENSHO) (HE Hwxe 60 6ayioB F (HeynoBneTBOPUTENIBHO)

3a4TEHO)

12. YueOHO-MeTOAMYecKOe U MHGOPMAIMOHHOE 00ecTieyeHue TUCIHIIIMHBI

12.1. OcHoBHas JUTEpaTypa

1. Hoponuna, JI. A. Opranu3anusi 1 TEXHOJOTHS JTOKYMEHTALMOHHOTO O0ECreueHHs yIpaBJe-
HUS [ DIEKTPOHHBIN pecypc]: yUeOHUK M MPAKTUKYM I akajeMudeckoro 6akanaBpuara / JI. A. JlopoHu-
Ha, B. C. Uputuxosa. — M. : U3narensctBo FOpaiit, 2018. — 233 ¢. — (Cepus : bakanaBp. Akagemuue -
ckuit kypc). — ISBN 978-5-534-04568-0. — Pexxum moctyna: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (mata o6pamenus: 15.05.2020).

2. Hammonanensiii crangapt PO 'OCT P 7.0.97-2016 "Cucrema cTanmapToB 1o HH(GpOpMAIHH,
OuOIMOTEeYHOMY U M3AaTeNbCKOMY Aeny. OpraHu3allmOHHO-PACIOpAIUTENIbHAA JoKyMeHTalus. Tpebosa-
HUSL K OOPMIICHUIO JOKYMEHTOB" (yTB. mpukazoM denepanbHOro areHTCTBa M0 TEXHUYECKOMY Peryiiv -
poBaHuto U MeTpojiorun oT 8§ nekadbps 2016 r. N 2004-ct) [DnexrpoHHbIN pecypc]: — Pexum pocryna:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (mara o6pamenus: 15.05.2020).

3. Ipozosa, O. C. [lenonpou3BoJCTBO [INEKTPOHHBIN pecypc]: yueOHoe mocobue aiist By30B / O.
C. I'po3oBa. — Mocksa : UznatensctBo IOpaiit, 2020. — 124 c. — (Briciiee o6pazoBanue). — ISBN
978-5-534-06787-3. — Tekcr : nsnextponnbli // DbC IOpaiit [caiit]. — URL: http://biblio-
online.ru/bcode/453969 (mata oOpamenus: 13.05.2020).: — Pexum goctyma: https://biblio-
online.ru/viewer/deloproizvodstvo-453969#page/4 (nara obpamenus: 15.05.2020).

12.2. lonotHUTEILHAS JTATEPATYpPa

1. Oo0pa3zoBarenbhbiii cranaapT Byza OC TYCVYP 02-2013. PaGotsl cTyneHUYEeCKHE IO HAIpaBiie-
HUSIM MOJATOTOBKH M CHEIUAIBHOCTSAM T'yMaHUTapHOTo npoduist. Obuue TpeboBaHus U mpaBuiia ohopM-
neHus [DnekTpoHHbIN pecype]: — Pexxum moctyna: https://regulations.tusur.ru/documents/71 (gara o0-
pamenusi: 15.05.2020).

2. TOCT P 7.0.8-2013. Cuctema ctangapToB no uHpopManuu, OUOIHMOTEYHOMY U U3AATEIBCKO-
My Aeny. J{enonpon3BoACTBO U apXUBHOE e10. TepMUHbI 1 onpenenenus [DnekTpoHHsli pecypc]: — Pe-
skuM noctyna: http://docs.cntd.ru/document/1200108447 (nara obpamenus: 15.05.2020).

3. [enompousBoAcTBO [DnekTpoHHBIH pecypc]: YuebHoe mocodue / JI. M. KazakeBuu - 2018.
132 c. — Pexxum noctymna: https://edu.tusur.ru/publications/7542 (nara obpamenus: 15.05.2020).
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12.3. YueOHO-MeTOAHYECKHE MTOCOOUHA

12.3.1. O0s3aTenbHbIC y4eOHO-METOAMYECKHE TOCOOHS

1.  OOuwmii 1 IEKTPOHHBIN JOKYMEHTOO00POT [DIIeKTpOHHBIN pecypc]: Meroauueckoe mocodue
10 JTa0OPAaTOPHBIM 3aHATUSAM M CaMOCTOATENIbHOU paboTe s cryaenToB HampasiaeHui 080200.62 «Me-
HemkmenT», 080100.62 «Oxonomuka» / K. H. AxcenoBa - 2014. 40 c. — Pexum pgoctyma:
https://edu.tusur.ru/publications/4874 (nara oopamenus: 15.05.2020).

2. OCHOBBI AENONPOU3BOJCTBA [DNEKTPOHHBIN pecypc]: Meroauueckue yka3zaHUs K MpaKTHye-
CKUM 3aHATHSAM U opranuzanuu camoctostensHoi padotel / E. K. Manaxosckas, A. A. Cugopos - 2018.
28 ¢. — Pexum noctyna: https://edu.tusur.ru/publications/8165 (mara obpamenus: 15.05.2020).

12.3.2. Y4yeOHO-MeTOAMYECKHE IOCOOUS ISl JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 310POBbS U
HHBAJINI0B

Y4eOHO-METOIMYECKIE MaTepUaIbl IJIsi CAaMOCTOSTEIFHOM M ayTUTOPHON pabOThl 00YJarOITUXCS
U3 YHCTia JIUI ¢ OTPAHMYEHHBIMA BO3MOYKHOCTSIMU 3JIOPOBBSI U WHBAIHJIOB MPEAOCTABISAIOTCS B PopMax,
aJIaNTUPOBAHHBIX K OTPAHUYCHHAM UX 37I0POBBS U BOCIIPHUATHS HH(DOPMAITHH.

Jliist I ¢ HApyIIeHUSIMU 3PeHust:

- B (hpopMe FIIEKTPOHHOTO IOKYMEHTA;

- B IeYaTHON (hopMe YBEITMUEHHBIM MIPUGTOM.

JlJis1 U1 ¢ HAPYIIEHUSIMHU CJIyXa:

- B (hopMe DIIEKTPOHHOTO JIOKYMEHTA;

- B Ie4yaTHoOU opme.

Jlais1 NI ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeIbLHOTO aNnapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

12.4. IIpodeccuonanibHbie 0a3bl JAHHBIX U HMH(POPMAMOHHDBIE CIIPABOYHbIE CHCTEMBI

1. TAPAHT - Cucrema «'APAHT» Pexum noctyna: www.garant.ru;

2. Koncynprantllmtoc - Cucrema «KoncynprantlImrocy Pexxum moctyma: www.consultant.ru

3. JIONMOJHHUTENBHO K MPOo(eCCHOHAIBHBIM 0a3aM JaHHBIX PEKOMEH]IYETCs UCIIOb30BaTh HH(OP-
MallMOHHBIE, CIIPABOYHBIE U HOpMATHUBHBIE 0a3bl MaHHBIX https://lib.tusur.ru/ru/resursy/bazy-dannyh

13. MaTtepuaibHO-TEXHMYECKOE O0ecneyeHue JUCIUILJIMHBI U TPpedyeMoe MpPorpaMMHoe
ol0ecreueHue

13.1. O6uue TpedGOBaHUA K MATEPHAJIBHO-TEXHHYECKOMY H IIPOIPAMMHOMY 00€eCIIeYCHHIO
AUCHHUTIMHBI

13.1.1. MaTepuaJIibHO-TeXHHUYECKOE U POrPAMMHOE o0ecnevyeHue IJIsl JIEKIIMOHHBIX 3aHATHH
Jlyist mpoBeieHus 3aHATUH JICKIITMOHHOTO TUIIA, TPYIIIIOBBIX U MHIWBUYyaTbHBIX KOHCYJIBTALIUH, T€-
KYILIETO0 KOHTPOJIS ¥ MMPOMEXYTOYHON aTTeCTAllMU UCIIONIb3YyeTCsl yueOHas ayTuTOpHs ¢ KOJMUYECTBOM TO-
CaJIOUHBIX MECT He MeHee 22-24, obopynoBaHHAasl JOCKOW M CTaHAAPTHOM yueOHOH mebenbio. MMerorcs
JIEMOHCTPAIIMOHHOE 000pYIOBAaHUE U YU4eOHO-HATIIAIHBIC TTOCOOMsI, 00€CTIEYNBAIOIINE TEMATHUECCKUE HJI-
JTIOCTPAILMHU TI0 JIEKIIMOHHBIM pa3ielaM TUCIUTUINHEI.

13.1.2. MaTepuaabHO-TEXHHYECKOE U MPOrpaMMHOe ofecriedyenne A1 NPAKTHYEeCKUX 3aHATHI
Brruncnurensnas nadoparopus / KomnbroTepHslii kiiace
yueOHasi ayIuTOpHsl 17151 IPOBEACHUSI 3aHATHI MPAaKTUYECKOro TUIa, ydeOHas ayauTopus Ui Mpo-
BE/ICHUS 3aHATUH JJaOOPATOPHOTO THUIIA
634045, Tomckast obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.
Onucanue uMerouierocs 000pya0BaHuUs:
- [I5BM DX6100M (9 mT.);
- [I3BM INTEL CORE 2 DUO (6 mr.);
- MaranTHO-MapKepHas T0CKa;
- Kommuiekt cnienmanu3upoBanHoi yueOHoN MeOenu;
- PaGouee mecTo mpernoaBares.
[TporpammHoe obecrieueHue:
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— 1C:IIpennmpustue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro
— Mozilla Firefox

— OpenOftice

— KoncynbsranT [Itoc

JlaGopaTtopust TpymmoBoro mnpoekTHoro oOydenus '"JlaGoparopus COIMATBHO-IYKOHOMHYECKUX
npobiem"

y4ueOHast ayuTOpus JJIsl IPOBENCHHSI 3aHITHH PAKTUYECKOTO THIA, yueOHast ayIuTOPHs IS TIPO -
BEJICHUS 3aHITHIA TaOOPaTOPHOTO THUIA

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

Ornucanmne UMEIIErocs 000PyIOBaHNUS:

- [I5BM KOMIICTAP (12 mt.);

- MarauTHO-MapKepHas JOCKa;

- KommuiekT cnenuann3upoBaHHON yueOHOM MeOen;

- PaGouee mecto mpenogaBarens.

[TporpamMHOe obecrieueHue:

— 1C:IIpennpustue 8

- T-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft

— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— Koncynprant [Tnroc

13.1.3. MarepuajbHO-TEXHMYECKOE U IPOTPaMMHOe o0ecredeHue 1JIs CAMOCTOATEIbHOI padoThI
Jnst camocTosTeNnbHOM paboThl HCMONB3YIOTCA y4eOHbIE ayAUTOPUU (KOMIIbIOTEPHBIE KJIacchl),
PacIONIOKEHHBIE TI0 aipecam:
- 634050, Tomckast o6nacTb, T. Tomck, Jlennna mpocmnexr, 1. 40, 233 ayx.;
- 634045, Tomckast obmacts, r. Tomck, yn. Kpacnoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast obnacTb, . Tomck, Bepmmmnauna ynuna, 1. 47, 126 ayn.;
- 634034, Tomckast obmacTs, r. Tomck, Bepmmnanna ynmuua, 1. 74, 207 aya.

CocraB 000py10BaHUSA:

- yueOHast mebenb;

- komnbroTepsl kiacca He Huxke [I9BM INTEL Celeron D336 2.81Tw. - 5 wit.;

- KOMIBIOTEPHI MOIKIIOYEHB! K ceTH «/HTepHeT» M 00ecneYnBaloT IOCTYI B AJICKTPOHHYIO WH-
(hopManoOHHO-00pa30BaTENIbHYIO CPEly YHUBEPCUTETA.

[lepedenp mporpaMMHOTO 00ECTICUEHUS:

- Microsoft Windows;
- OpenOffice;
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- Kaspersky Endpoint Security 10 s Windows;
- 7-Zip;
- Google Chrome.

13.2. MaTepuajibHO-TeXHHYECKOe oOecreyeHre TUCUMIIIMHBI JIS JIMI C OTPAHMYEHHbIMU
BO3MOKHOCTSIMHU 310POBbSI 1 HHBAJIN/10B

OcBO€HHE NUCLUIUIMHBI JIMIAMU C OTPAHUYEHHBIMH BO3MOXKHOCTSMH 370POBbS U MHBAJIHMJIAMU
OCYILECTBIIETCS C UCIIOIB30BAHUEM CPEIACTB 00ydeHHs OOIIETO U CHEIMAIbHOIO Ha3HAUYCHHUS.

[Tpu 3aHATHAX ¢ 0OYYAIOLIUMUCS ¢ HAPYUIEHHSIMH CJIyXa [PEIyCMOTPEHO UCIOIb30BaHHE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJIbTUMEIUHHBIX CPECTB U JPYTUX TEXHUYECKHX CPEACTB MpueMa/mepena-
i yueOHOM nH(pOpMaIMU B TOCTYMHBIX (hOpMax, MOOUILHOM CUCTEMBI IPENoIaBaHus 11 00y4JaroIXcs
C MHBAJIMIHOCTHIO, TOPTATUBHONW MHIYKIITMOHHOW CUCTEMBI. YdeOHas ayTuTOPHsl, B KOTOPOU 3aHUMAIOTCS
oOyyaromyecsi ¢ HapylleHUEeM cllyxa, 000pyloBaHa KOMITBIOTEPHON TEXHHKOH, ayIMOTEXHHKOH, BHUJEO-
TEXHUKOU, SJIEKTPOHHOMU JOCKOU, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX C OOYYAIOUIUMUCS ¢ HAPYIIEHUSIMU 3PEHUSIMHM [IPETyCMOTPEHO UCIIOJIb30BaHUE B
JICKIIMOHHBIX U y4EOHBIX ayAUTOPHAX BO3MOKHOCTH IIPOCMOTPA YAAICHHBIX 00OBEKTOB (HaIIpUMep, TEKCTa
Ha JIOCKE WM CJaif/la Ha 3KpaHe) MPU MOMOIIY BUICOYBETUUHUTENCH 7151 KOM(GOPTHOTO IPOCMOTpA.

[Tpu 3aHATHAX C 00y4YaIOLIMMUCS € HAPYLIEHHUSIMH OIIOPHO-ABUIaTeJIbHOIO alnapara HCIOJb-
3YIOTCS aJIbTepHATHUBHBIEC YCTPOMCTBA BBOAA MH(OPMAIIMU U IpYrHe TEXHUYECKHE CPe/ICTBA IprueMa/mepe-
naun yuyeOHOM MHPOpPMa B JOCTYIHBIX (popMax, MOOMIIBHOW CHCTEMbI OOYUEHUs UIs JIIOJCH ¢ UHBA-
JUAHOCTBIO.

14. OIIeHO‘lHLIe MaTepuajJabl  METOAUYECCKUE PEKOMEHIAUHU MO OPraHu3alluv U3yYCHUA
AUCHHUITINHBbI

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB M METOANYECKUE PEKOMEH AU
I[JISI OIICHKU CTCIICHU C(i)OpMI/IpOBaHHOCTI/I n ypOBHSI OCBOCHHA SaerﬂJIeHHBIX 3a HHCHHHHHHOﬁ
KOMIICTCHITUI MCTIONIB3YIOTCS OIIEHOYHBIE MaTepUalibl B COCTABE:

14.1.1. TecToBble 3aganus
1. Jlate onpenenenne JOKyMEHTHPOBAHUIO:
a) JlokyMeHTHpOBaHUE — ITO MPOIIECC CO3MaHMs U 0OPMIICHUS TOKYMEHTOB;
b) lokymeHTHpOBaHHE — 3aTUCh MH(POPMALIUK HA HOCUTEJNE 110 YCTAaHOBJIEHHBIM MTPaBUIIaM;
¢) JlokymentupoBanue — obecredeHre CBOEBPEMEHHOTO U MPABUIBHOTO CO3AaHUS JTOKYMEHTOB;
d) JloxymeHTHpOBaHUE — 3aMMCh UH(DOPMAITUU HA PA3TMYHBIX HOCUTEIISX 110 YCTAaHOBJICHHBIM MPaBUJIAM.

2. Jlate onpeneneHre TOKyMEHTY:

a) JlokyMeHT — 3T0 3a(MKCHpPOBAHHAS HA MaTepHAILHOM HOCHTENE MH(POPMAIHS C PEKBU3UTAMH,
TIO3BOJISTFOIIIUMH €€ HIICHTH()UITUPOBATE;

b) ZlokyMeHT — 3T0 3a(hUKCUpOBaHHAs HA HOCUTENEe UHPOPMAIUS C PEKBU3UTAMHU, TTO3BOJISIOLIMMHU
ee UJIeHTU(UINPOBATH;

¢) JIokyMeHT — 3T0 MaTepualIbHBIA HOCUTENb ¢ UH(OpMaLMel, TTO3BOJIIONINNA ee HACHTUDHUIHPO-
BaTh;

d) oxymeHT — 310 ciocol ¢pukcanuu HHPOPMaIUH.

3. Uto Takoe opUIIHATbHBIN JOKYMEHT?

a) OdunmanbHbI JOKYMEHT — JOKYMEHT, CO3JIJaHHBIM OpTaHu3alliel, JOMKHOCTHBIM JIUIIOM WIIH
rpaXkJJaHUHOM, O(pOPMIICHHBIN B YCTAaHOBJICHHOM HOPSIJIKE;

b) OdunnanbHbIi JOKYMEHT — IOKYMEHT, IpeJHa3HAUEHHBIN Ui Nepejadyd APYyroMy JHIy IO0pH-
JMYECKUMU WU (PU3MYECKUMU JTUIIAMU B YCTAHOBJIEHHOM TOPSIIIKE;

¢) OdunuanbHbI JOKYMEHT — JOKYMEHT, CO3/IaHHBIH, 0()OpPMIICHHBIN U YIOCTOBEPEHHBIN B yCTa-
HOBJICHHOM IOPSAKE JJI1 MHOI'OKPAaTHOT'O UCIIOIb30BaHUs.

d) Her nmpaBunsHOTO OTBETA

4. YT0 TaKoe HIEKTPOHHBIN TOKYMEHT?
a) DJIEKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HH(pOpMAIMs KOTOPOTo MpeHa3HaueHa A nepeaa-
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Yy IpYyroMy JIHLLY;

b) DAEKTpOHHBIA MTOKYMEHT — 3TO O(UIMAIBHBIA JOKYMEHT, NIPEICTABICHHBIN B DJEKTPOHHOM
opme;

¢) DNEKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HUH(OpMallis KOTOPOTO MpEeACTaBlieHa B AJIEKTPOH-
HOU (opme;

d) DneKTpOHHBIH MOKYMEHT — 3TO OQUIHMAIBHBIA JOKYMEHT, MPEICTABICHHBIN B 3JIEKTPOHHOM
(I)opMe ocJjc €ro noArnrucCaHus AOJLKHOCTHBIM JIMIIOM B MOPAAKC, YCTAHOBJICHHBIM 3dKOHOHOATCJIHLCTBOM
PO.

5. Yro npencrasiusier coboit opopMieHue JOKyMeHTa?

a) OdopmiieHne TOKyMEHTa — 3TO MPOCTABIICHUE HA JOKYMEHTE HEOOXOIUMBIX PEKBU3HUTOB;

b) OdopmieHnne JOKyMEHTa — 3TO COTIIACOBAaHUE TOKYMEHTA, MONMCaHNEe JOKYMEHTA,

¢) OdopmieHue TOKyMEHTa — 3TO MPOCTABICHHE PEKBU3HUTOB IS OPTaHU3AIMH OTEPATHBHOTO
MIOWCKA JIOKyMEHTOB;

d) Het nmpaBunbpHOTO OTBETA.

6. Uto npencrapisieT coboil cuctemMa JOKyMEHTaIuu?

a) [Tox cucremoil TOKyMEHTAIUK TOHUMAETCS COBOKYITHOCTD JOKYMEHTOB, IPEIHA3HAYCHHBIX /IS
o0ecrieyeH!s1 U PeryarpOBaHuUs ACATEIbHOCTH OPraHOB BIACTH, YUPEXKACHUHN, MPENNPUATHI U OpraHu3a-
LM

b) Cuctema JOKyMEHTAIMH MPEACTABISAET OO0 COBOKYIMHOCTh TOKYMEHTOB, B3aMMOCBSI3aHHBIX
10 TPU3HAKaM IPOUCXOXKICHUS, Ha3HA4YCHUs, BUAA, chepbl NEATENbHOCTH, €AWHBIX TPEOOBaHMH K HMX
odopmiieHuIo;

¢) Cucrema JOKyMEHTAIMHX MIPEACTABISET cOO0M KOMIUICKC B3aMMOCBSI3aHHBIX IOKYMEHTOB, B KO-
TOPBIX MOCIIEIOBATEIBHO OTPAXKACTCS IEATEIBHOCTh OTPACIIM TOCYIapPCTBEHHOTO yIIPaBICHUS;

d) Cucrema HOKyMEHTAllMU MPEJICTABIAET COO0M COBOKYIMHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX
10 TIPU3HAKaM Ha3HAa4YeHus!, chepsl AeATEIbHOCTH U €UHBIX TPEOOBAaHHH K UX 0(OPMIICHHIO.

7. KakoBbI ATaIbl MOArOTOBKH PACTIOPSAIUTEIBHOTO JOKYMEHTA?

a) JTO corlacoBaHMe JOKYMEHTA, TTOIHCAHNE TOKYMEHTA,

b) D10 U3yUyeHHE yNpaBIeHYECKOro BOMPOCa, MOArOTOBKA MPOEKTA PacTIOPSIUTEIHHOTO TOKyMEH-
Ta, COTTIACOBAaHME JTOKYMEHTA, MOANIMCAHNE JOKYMEHTA;

¢) DTO M3y4eHHUE YIPaBJIEHUYECKOTO BOMPOCA U TMOATOTOBKA MPOEKTa PaCIOpPSIUTEIHHOTO JOKY-
MEHTA;

d) DTo m3ydyeHue ympaBIEHYECKOrO0 BOIpOca, Cephl AEATENLHOCTH, €IWHBIX TpeOOBaHHH K
o(opMIICHHIO ¥ TTOATOTOBKA MTPOEKTA PACTIOPAAUTEIFHOTO JOKYMEHTA.

8. Kak Benetcst Hymepanusi IpruKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

a) Ilo mopsaKy ¢ MOMEHTa CO3/1aHUsl OPraHU3allui, HO OTEIbHO OT MPUKA30B 10 JIUYHOMY COCTa-
BY;

b) B npexenax mecsina, HO OTAEIBHO OT MPHUKA30B O JIUYHOMY COCTaBY;

¢) [loapsin B mpenenax GUHAHCOBOTO TOa, COBMECTHO C MPUKA3aMH I10 JIMYHOMY COCTaBY;

d) Ioapsin B npeaenax (GUHAHCOBOT'O ro/ia, HO OTJEJIBHO OT MPUKA30B 110 JINYHOMY COCTAaBY.

9. Kak ocyuiecTBisieTcs cornacoBaHue JOKyMeHTa?

a) CornmacoBaHnue OCYIIECTBISIETCS TyTEM BU3UPOBAHUS MM MPOCTABICHUS Ipr(a COrIacoBaHHS;

b) IIpoBonuTCs OLEeHKA MPOEKTa O(QUIIMATBFHOTO JOKYMEHTa 3aWHTEPECOBAHHBIMU OpPTraHU3aIU -
MH, JT0JDKHOCTHBIMH JIMIIAMH, CIICIIHAIACTAMU;

¢) [ToaHOCTBIO TOATOTOBICHHBIE MIPOEKTHI TOKYMEHTOB MPEICTABISIOTCS Ha COTJIACOBAHHE JIOJIK-
HOCTHBIMH JINI[AMH, CHIEIHAINCTAMH;

d) JIokyMeHTBI BCTYNalOT B CHJIy C MOMEHTA MX COTJIACOBAHMS U JOBEICHHUS 10 CBEICHUS MCIOJ-
HUTEIS.

10 . Y3 kakux ABYX YacTell COCTOMT TEKCT PACTIOPSIUTEIBHBIX JTOKYMEHTOB, HEOOXOMUMBIX ISt
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CO3/IaHUsI HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYP?
a) BBogHOM 1 KOHCTaTUPYIONICH;
b) BBoaHOI 1 OCHOBHOIA;
¢) OCHOBHOM ¥ pacropsIIUTEILHOM;
d) Koncrarupyromieit 1 pacnopsaAuTeIbHOM.

11. YcraB opranuzanuu OTHOCUTCS K:

a) pacHopsSAUTEIbHON JOKYMEHTAIIHH;
b) TOKyMEHTAINH 110 JIMYHOMY COCTaBY;
C) KaJpOBOH JOKYMEHTAIIHH;

d) opraHu3anMOHHON TOKyMEHTAIlUN

12. Ha kakoM TOKyMEHTE HE yKa3bIBAa€TCsl HA3BAaHUE BU/A JOKYMEHTA?

a) Ha Onanke npuka3a He yKka3bIBaeTCs Ha3BaHHE BUJA JOKYMEHTA,;

b) Ha Gnanke npoTokoia He yKa3bIBaeTCsl Ha3BaHKUE BU/IA JOKYMEHTA,

¢) Ha 6nanke oduimaasHOTO MUChMa HE YKa3bIBAETCs Ha3BaHUE BUJIA JOKYMEHTA,
d) Ha Gnanke pemieHus He yKa3bIBaeTCsl Ha3BaHUE BUJIA JOKYMEHTA.

13. Ha GnaHkax TOKyMEHTOB MPEANPUHUMATEIBCKUAX CTPYKTYP MPOCTABIISETCS:
a) ['ocymapctBennslii repo P®, I'ep6 cyobekTa PO;

b); sMOIemMa opraHu3anuu;

¢) sM0semMa opraHu3alliy Uiu TOBAPHBIN 3HAK;

d) ToBapHbIii 3HAK.

14. K opraHu3aiiOHHBIM JTOKYMEHTaM, HEOOXOIUMBIX JUIsl CO3JaHMs HOBBIX HpPEANPHHUMATENb-
CKHX CTPYKTYpP OTHOCHT:

a) MOJIOXKEHUE, YCTaB, IPUKa3, CTPYKTypHas U IUTaTHasl YUCIEHHOCTb, HHCTPYKLUS, JOIOBOP;

b) nonoxeHue, ycras, akT, CTPyKTypHasi M LITaTHAs YUCIEHHOCTb, MHCTPYKLUS, IOTOBOD;

C) MOJIOKEHUE, YCTaB, IIPUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAsl YUCIEHHOCTb, UHCTPYKLIUS, 10~
TOBOD;

d) monoxxeHue, ycTaB, CTpyKTYpHasi ¥ IITaTHAs! YUCIEHHOCTh, UHCTPYKIIHS, JOTOBODP.

15. I[BI/DKCHI/IC AOKYMCHTOB B OpTraHHU3ali ¢ MOMCHTA UX CO3JaHUA WUJIU MOJIYYCHHUA 40 3aBCPIIC-
HUSI HCTIOJIb30BAHUS HITH OTIIPABKU HA3bIBACTCS:

a) JlokyMeHTO060pOTOM;

b) [ToTokOM JOKYMEHTOB;

¢) O6paboTKOI TOKYMEHTOB;

d) Perucrpamueii jokymMeHra.

16. Peructpanuu nomjiexxar JOKyMEHTHI:
a) Bxopsmue;

b) Ucxonsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYMEHTOB.

17. Yto Takoe HOMEHKJaTypa Jaei?

a) Homenknarypa gen — 3To Bce JOKYMEHTHI Ha MIPEANIPHUSITHH;

b) Homenknartypa nien — 370 cucTeMaTu3MpOBaHHBIN MepeYeHb 3aBOAMMBIX B OpraHU3aIlUuH JIel ¢
YKa3aHUEM CPOKOB UX XpaHEeHHsI, 0)OPMIICHHBIN B YCTAaHOBIEHHOM MOPSIIKE;

¢) Homenknarypa nen — 3To JOKyMEHTBI, TPEOYIOIINE HCTIOTHEHUS;

d) Her npaBuibHOTO OTBETA

18. B opraHu3aiiOHHBIX U PACTIOPSIIUTEIBHBIX TOKYMEHTaX, HEOOXOIUMBIX, JIJISl CO3/IaHUSI HOBBIX
MPEeIIPUHUMATENILCKUX CTPYKTYP, OPOpPMIIIEMBbIX Ha JIBYX M Oojiee JUCTaX HOMEpa CTpaHMIl MPOCTaB-
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JISIFOTCHL. ..
a) Co BTOPOIi CTpaHUIIBI B BEPXHEM MPABOM YTITy TIOJIS JIUCTa apaOCKUMU Iudpamu;
b) Co BTOpO#i CTpaHHIIBI TOCEPEIMHE BEPXHETO MO JIMCTa apabCcKuMu 1udpamu;
¢) Co BTOPOIi CTpaHUIIBI TOCEPEINHE HUYKHETO TOJIS JIUCTa apabCcKuMu 1udpamu;
d) ITocnenoBaTenbHO Ha KaX/10i CTpAHUIIE B IPABOM HUKHEM YIITy apaOCKHUMHU IUPpamMHu.

19. B cooTBeTCTBHH C 3aKOHOAATCIILCTBOM, CKOJIBKO Pa3 B Iroa MOXXHO BHOCUTb U3BMCHCHUS B IITAT-
HOE pacnucanue ?

- OJIUH;

- IBa;

- OrpaHU4YCHUA HC YCTAHOBJICHLI,

- He OoJiee Tpex pas;

- He OoJee eCTH pas;

- U3MEHSTP €0 B TEUYCHHE IO/l HEJIb3sl.

20. Ilpukasbl, MPOTOKOJIBI, PACTIOPSKEHUS, PEIICHUS, OTHOCSATCS K:
a) OpraHM3alMOHHBIM JOKYMEHTAM MPEANIPUATHS;

b) pacriopsiANTEILHBIM JOKYMEHTAM TPEIIPUATHUS;

C) IOKyMEHTaM 110 JJUYHOMY COCTaBY MPEANPUATHS;

d) nuadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHS.

14.1.2. TemsI J0K1210B

TeMblI 17151 KOHTPOJISI CAMOCTOSTENIBHOIO U3yYEHUS TEM TEOPETUUECKON YacTu Kypca

1. Ucropust pa3BUTHS rOCYIapCTBEHHOM CUCTEMBI JEIONPOU3BOACTBA

2. IlpakThka opraHu3anuy AeJ0NPOU3BOICTBA B rocyapcTsax JpesHero mupa

3. CriocoObl pukcrpoBaHus U Nepeiaun HHPopMaIiK B rocyapersax JpesHero Mupa

4. Vcropus pa3BUTHUS IOCYIapCTBEHHON CUCTEMBI 1EI0IIPOU3BoOACTBa B Poccuu.

5. PexBU3UTHI CTONOIIOBOM (POPMBI IETOMPOU3BOICTBA, MPOIICANITNE Yepe3 BEKAa U OCTABIINECS B

JIOKYMEHTaX HalIUX JHEH.

6. Ponb noKyMeHTa B HU3HU YeJIOBEKa U 0OIIECTBA.

7. MeTozpl UccieoBaHUsI JOKYMEHTOBEUECKUX MTPOOIIeM.

8. HayuHo-ucropuueckas 1 npakTuieckasi IeHHOCTh JOKYMEHTA.

9. JlokyMeHTSHI B cepe IpaBa U yIpaBiIeHUs.

10. BiiusiHME Hay4YHO-TEXHUYECKON PEBOIIOLIUH HA PA3BUTHE TOKYMEHTA.

11. Pa3zButHe popmyispa TOKyMeHTA.

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

13. 3akoHOATENBHBIE AKTHl 1 HOPMAaTUBHBIE JOKYMEHTHI PD.

14. Yauduxauus u ctaHaapTU3aLus yIIPaBIeHYECKUX TOKYMEHTOB.

15. FOpuauueckas cuia JOKyMEHTA: MOJJIMHHUKK (OPUTHHAJIBI) JOKYMEHTOB, KOMHUU JTOKYMEHTOB
U UX BUJBI

16. [lonatue o JOKyMEHTOOOOPOTE NMPEIPUATHUSL

17. Opranusanus padoThl ¢ BXOAAIUMH TIOKYMEHTaMU

18. Opranusanus paboThl ¢ HCXOIAIIUMU TOKyMEHTAMHU

19. OcobenHocTH Opranu3anuy paboThl C BHYTPEHHUMHU JOKYMEHTaMU

20. JlTokymMeHT0000pOT B MH(POPMAITMOHHOM 00€CTI€UeHUH YIPABICHUS U €T0 COCTaBHbBIE YaCTH.

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

22. O630p OCHOBHBIX CHUCTEM DJIEKTPOHHOI'O IOKYMEHTOOOOpOTa. Mpe/IcTaBlIeHHbIX B Poccun u 3a
pyOeKOM.

24. Ananu3 BHEIPEHUS CUCTEM 3JIEKTPOHHOTO JEJIONPON3BOICTBA U IOKYMEHTOO00pOTa

14.1.3. Tembl OIPOCOB HA 3aHATHAX
HOHHTI/IC, Oejau U 3agadyu HSyHaeMOﬁ JUCHUITIIUHBI. Pa3BuTtire 1 cTaHOBJICHHE ACIIOIIPOU3BOACTBA B
Poccun. Opranu3zanusi 1e710MporU3BOJACTBA HA MPEANPUATHIX. 3HAUEHUE U MECTO JIOKYMEHTOB B CUCTEME
YIIpaBICHUS
['ocynapcTBeHHOE peryiupoBaHue, HOPMATUBHO-IIPABOBAsi U METOIMYECKAsi OCHOBA JOKYMEHTAIIH-
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OHHOTO o0ecriedeHus: ynpapieHus. CyIIHOCTb, HANPaBICHHUS U BHJIbI TOCYIAPCTBEHHOTO PETYINPOBAHUS
JIOKYMEHTAI[MOHHOTO OOEeCIeUeHusl yIpaBlieHUs, Ha3HAueHUEe, OCOOEHHOCTH M COOTHOIIEHHE HOpMa-
TUBHO-TIPABOBOTO U METOAMYECKOr0 peryaupoBanus. CocTaB M CTPYKTypa HOPMaTUBHOM, IPaBOBOM U Me-
TOJMYECKOH OCHOBBI JJOKYMEHTAI[MOHHOTO O0ECIIEUeHUs YIPaBICHUsI, HAIIMOHAIBHBIX U JIOKAJIbHBIX HOP-
MaTUBHO-METOIMYECKHX JTOKYMEHTOB. YHU(DUKAIMA U CTaHAAPTU3ALIUS.

TpeboBanus k 61aHkaM 10KyMeHTOB. [lopsmok pa3paborku 6maHkoB. O0mHe TpeOOBaHUSA K JOKY -
MEHTaM, W3TOTOBJISIEMBIM C TOMOIIBIO TEXHHYECKHX cpeacTB. OcoOeHHOCTH O(OpMIICHUS OTAEIHHBIX
PEKBU3HUTOB.

[TpaBuna opopmieHHs: JOKYMEHTOB, COCTaB M Ha3HaueHHE PEKBU3UTOB. Poib M BUABI yIpaBieH-
YECKUX JIOKYMEHTOB.

CocTaB 1 Ha3HAYCHUE OT/AEIBHBIX BUIOB OPraHU3allMOHHO-TIPABOBBIX, PACTIOPSIIUTEIbHBIX U HH-
(bopMaIMOHHO-CTIPAaBOYHBIX JTOKYMEHTOB. [loKyMeHTanbHbIH (OHI M NepeueHb JOKYMEHTOB, 00pa3ylo-
LIMXCS B IPOLIECCE IEATENBHOCTH IPEANPUATHS.

Cocras, pacroyiokeHue 1 npasuia ohopMICHHUS PEKBU3UTOB OTJECIbHBIX BUJIOB OPTaHU3allMOHHO-
NPaBOBBIX, PACHOPSIAUTENBHBIX U MH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEeHTOB. OcobeHHocTH odopmiie-
HUS OTAENBHBIX BUIOB JTOKYMEHTOB, 00pa3yloIIUXCsl B IPOLIECCE AEATENbHOCTH MPEATIPUSTHUSI.

[TonsiTHE «IOKYMEHTOOOOPOT» U ero pa3zButHe. OCHOBHBIC MTPAaBUJIa OPTraHU3ALUU JOKYMEHTO000-
pota B opranuzanuu . Cxema JBHKEHHUS U TEXHOJIOTHs 00paboTKH AOKyMeHTOB. [loHsTHE HJOKYMEHTOMNO-
TOKa, €r0 CTPYKTYpa, IIOKA3aTeNIM OLUEHKU JOKYMEHTONOTOKA. JKM3HEHHBIH LMK ToKyMeHTa. KoHTpoiab
WCIIOJTHEHHSI TOKyMEHTOB.

OcHOBHBIE HOPMBI U TIpaBUIa 0OpPMIICHHS padoT, BBITIOIHAEMBIX CTYJJCHTaMH B Ipoliecce o0yde-
HUs, C Yy4yeToM TpeboBaHMi oOpa3oBarenbHOro craHaapra Byza OC TYCYP 02-2013 (CTO
02069326.1.02-2013) - PaboThl cTyaeHUYECKHE TIO HANpPaBICHUSM MOATOTOBKH U CHELUATBHOCTSIM I'yMa-
HUTAPHOTO MPOPUIS

Homenkiarypa nen. Ilopsaok cocTaBieHUs U YTBEPKICHHUS HOMEHKIIATYPBI €. YCTaHOBJICHHUE
CpokoB xpaHeHus aen. @opmupoBanue u opopmiieHue aena. OpraHuzanus onepaTUBHOIO XpaHEHUS Jell.
OkenepTu3a neHHocTH A0KyMeHToB. Odopmienue nen. Ilopsiiok mepenadn TOKYMEHTOB Ha XpaHEHUE B
apXuB.

OcHOBHBIE 33/1a41 OpraHU3alMU JIEKTPOHHOTO JOKyMEHT0000poTa. CHCTEMBI 3JEKTPOHHOTO J10-
kymeHToob6opota COJI. Dranbl pa3zButus, kiaccel, HazHadeHne COJl, OCHOBHBIE CBOWCTBA CHCTEM DJICK-
TpOHHOTO A0KyMeHTooOopoTa. OcHoBHBIE THNBI COJl. Ocobennoctu opranuzauuu COI. Cuctemsl sJek-
TPOHHOTO TOKYyMEHTO000pOTa, NpecTaBieHHbIe B Poccun.

14.1.4. Bonipocs! 1Jis1 IOATOTOBKH K MPAKTHYECKUM 3aHATHSM, CEMUHApaM

TpeOoBanus k O1aHkaMm JOKyMeHTOB. [10IroToBKa K COCTaBICHUIO TOKYMEHTOB. CXeMbl pacroio-
KeHHs 1oKyMeHTOB. CocTaBieHue GpopmyisipoB 10KyMeHTOB. OOmuii 61aHK. biaHk KOHKpeTHOro Bujaa
JNoKyMeHTa. brank nucema.

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

[IpaBuna cocraBieHus: U OPOPMIICHHS OPTaHU3AIOHHO-PACTIOPSIIUTENILHBIX JOKYMEHTOB (YyCTaB,
MOJIOKEHHE, IITaTHOE PAaCIMCaHUe, HHCTPYKIMS, IPUKA3, PaCIOPsLKEHHE, PELIeHre, IPOTOKON, TOCTAaHOB-
JICHUE)

[TpaBuna coctaBieHuss U o(opMIIEHUS HHPOPMALUOHHO-CIPABOYHBIX JIOKYMEHTOB (JI€I0BOE
MUCHMO, TOKJIAIHAS M CTy)KeOHast 3aITUCKH, aKT, CIIpaBKa, v JIp. )

[TpaBuna coctaBieHuss U 0GOPMIICHHUS JOKYMEHTOB JIMUHOTO XapakTepa (3asBICHHE, XapaKTepH-
CTHKa, aBToOHOrpadus, pe3rome, OT3bIB U Jp. )

[Tonxoapl K CO3AAHUIO0 CUCTEM DJIEKTPOHHOTO J0KyMeHTooOopoTa. TpeboBanus k cucremam. JTa-
bl BBIOOpA CHCTEMBI aBTOMATHU3alMU. JTalnbl BHEAPEHHS CUCTEMBI aBTOMaTH3anui. CHCTEMBI aBTOMATH -
3alUM IOKYMEHTONOTOKAa. CHCTEMBI JIEKTPOHHOTO JOKYMEHT0000poTa. OCHOBHBIE TEXHOJIOTUU PAabOTHI C
nokyMeHTaMu. OCHOBHBIE CBOMCTBA CUCTEMBI AIEKTPOHHOTO TI0KyMeHT000opoTa. OcHoBHbIE TUIBI CO/I.

Howmenknarypa nen. Buabl Homenknarypsl. @opmupoBanue jen. OpraHuzaius XpaHeHUs JOKY-
MEHTOB Ha peAnpusITad. [1oAroToBKa TOKYMEHTOB K C/jaue B apXUB.

14.1.5. Bonipocsl 1J1s1 3a4€Ta ¢ OLEHKOM
1. JIOKYMEHT U €ro MECTO B CUCTEME YIIPaBJICHUS

CornacoeaHa Ha noprane Ne 49019 18



[\

. HopmaTiBHO-MeTOMUECKUE aKThI, PETJIAMEHTUPYIOIIUE CO31aHue U 0pOpMIICHHE TOKYMEHTOB.

(98]

. I[OKyMCHTOBGZ[eHI/IC KaK HaydHasA JUCHUILJINHA: 06'b€KT, npeaMeT, OCHOBHBIC MCTO/IbI.

B~

. [TonsiTne «MHPOPMAIS» U €T0 pa3BUTHE.

5. IlonsATHE «IOKYMEHT» U €T0 pa3BUTHE.

6. OOmue u yacTHble QYHKINU JOKyMEHTA.

7. CnocoObl TOKYMEHTUPOBAHUS U X Pa3BUTHE.

8. ITonsiTue ciry>keOHOTO JOKYMEHTHPOBAHUS M TPEOOBAHUS K JTOKyMEHTAM.

\O

. Ilopsaiok perynupoBaHus, COTJIACOBAHUS U NOAIMCAHMSI YIPABIEHYECKUX JOKYMEHTOB.
10. CymHOoCTh YHU(UKAIMK U CTAHAAPTH3AIMN YIIPABICHUYECKUX JOKYMEHTOB.

11. IlpaBuna opopmieHus ciyKeOHbIX TOKYMEHTOB.

12. PEeKBU3UTHI U UX NpEIHA3HAYCHHUE.

13. O6mue TpeboBaHus K JOKYMEHTHPOBAHUIO YIIPABICHUECKON AEATEIbHOCTH.

14. Cocras, conepkaHnue U 0COOCHHOCTH peau3alii TpeOOBaHUN K pacIOIOKEHHIO U oopmiie-
HHIO PEKBH3HUTOB IOKYMEHTOB.

15. CtpykTypHu3anus TEKCTOB yIIPaBIECHUYECKUX JOKYMEHTOB.

16. Bunpl yHUGUIIUPOBAHHBIX TEKCTOB, 0COOCHHOCTH 0(hOpMIICHHS TpadapeTHOTO TEKCTa, AaHKETHI
1 TaOJIUIIBI.

17. TpeGoBaHUs K COACPIKAHUIO, CTPYKTYPE U CTUIIIO M3JIOKEHHUS YIIPABICHUECKUX JTOKYMEHTOB.

18. Opranu3anmoHHO-pacnopsAUTeNbHas JoOKyMeHTaus. OCHOBHbIE BUABI YIPABICHUECKUX JO-
KyMEHTOB.

19. UudopmanimoHHO-cripaBouHas JOKyMeHTaIusl. OCHOBHBIC BUIBI
20. IlpaBuna u CTUJIb HAMMMCAHUS ICJIOBOTO MUChMA.

21. Buapl nenoBoro nuchbMa.

22. OcoOEHHOCTH MEPENUCKH C HHOCTPAHHBIMU TTAPTHEPAMH.

23. Buibl TOTOKOB IOKYMEHTOB M CTaIMM UX 00paOOTKH.

24. Peructpanusi TOKyMEHTOB.

25. KoHTpOIb UCTIOTHEHNUS TOKYMEHTOB.

26. Homenkmnatypa nen u ux popMupoBaHue.

27. Odbopmiienue ne.
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28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

XpaHeHue Je1 U TOPSAOK CJauu UX B apXUB.

Pabota ¢ mokymeHTaMu, COJIEpKAIMMHA KOMMEPUECKYIO TaifHYy.

[TonsiTHE “ANEKTPOHHBIN TOKYMEHT B MH()OPMAITMOHHOM CHUCTEME OpTraHHU3aIiH.
TepMHHOIOTHS, UCTIONIb3YeMasl B CUCTEMaX JIEKTPOHHOTO IOKYMEHTO000poTa.
3aaun CUCTEM AJIEKTPOHHOTO TIOKYMEHTO000pOTA.

VYrpareHue 3eKTPOHHBIMA JOKYMEHTaMHU.

Knaccudukarus cucteM 31€KTPOHHOTO JOKYMEHTO000pOoTa.

[Toxo/1pl K CO3AAHUIO CUCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

Orarsl BIOOpa U BHEJPEHUSI CUCTEMbl aBTOMATHU3AIIHH.

[TpoGnemMsbl IpaBOTO PETYAUPOBAHUS SJIEKTPOHHOTO JOKYMEHTOO00pOTA.
Orarsl pa3BUTUS JOKYMEHTOO0O0pOTA.

[TonsiTHst, MPUHIUIBI 1 OCOOEHHOCTH MOCTPOCHUS ABTOMATU3HPOBAHHBIX CHUCTEM KOHTPOJIS

ucnonHenus TokymeHToB (ACKU /).

40.

41.

42.

43.

CucTeMbl 3IeKTPOHHOTO TI0KyMeHTooOopoTa. O6mue nonoxenus. Haznauenuss CO/I.
OCHOBHBIE CBOWCTBA CUCTEM DIIEKTPOHHOTO JOKYMEHTO000pOTA.
OcCHOBHBIE TEXHOJIOTUU paboTHI ¢ JokymMeHTamu B CO/I,

O6mas kaccuukanus CUCTEM 3JIEKTPOHHOTO JTOKyMEHTO000poTa

14.2. Tpeﬁ()BaHI/Iﬂ K OIICHOYHBIM MaTepuajgam AJd JUll ¢ OrPpaHHYCHHBIMHA BO3MOKHOCTAMU

310POBbSI 1 HHBAJIH/I0B

I[JISI JiuIy ¢ OrpaHM4YCHHBIMH BO3MOXHOCTAMU 30POBbA U MHBAJIUAOB MPECAYCMOTPCHBI JOIMOJIHU -
TEJIBPHBIC OLICHOYHBIC MaTEPHAJIbI, IICPCUCHb KOTOPBIX YKAa3aH B Ta6J'II/II_I€ 14.
Ta6J11/1ua 14 — I[OHOJIHI/ITGJIBHBIC MaTepualibl OUCHUBAHUA IJIA JIML C OrpaHUYCHHBIMU BO3MOXKXHOCTAMU
310pPOBbA U MHBAJIUJIOB

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

C napyueHusMu
ciryxa

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

[TpeumyIieCTBEHHO MUCHMEHHAS
npoBepKa

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

3peHus OIIPOC 10 TEPMUHAM (MHAMBHYaTbHO)
C napyumeHusMu Pemenue qucTaHIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OThI, MUCbMEHHbIE | [IpenMylecTBeHHO AMCTaHIMOHHBIMU
JBUTATEJIBHOIO CaMOCTOsITENIbHbIE PaOOTHI, BOIPOCHI K METONaMHU
amrapara 3a4eTy
C orpanunuenusiMu 1o | TecTsl, TUCbMEHHBIE CAMOCTOSITEIILHBIE [IpeuMy1ieCTBEHHO IIPOBEpPKA
00IIEeMeTUITTHCKIM paboThI, BOIIPOCHI K 3a4ETY, METOJIaMH UCXOZS U3 COCTOSHUS
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INOKa3aHUAM KOHTPOJIbHBIC pa6OTBI, YCTHBIC OTBCThBI o6yqa10meroc;1 Ha MOMCHT ITPOBCPKU

14.3. Meroauyeckue peKOMEHIAUMHU 110 OLEHOYHBIM MATEPHAIaM JIsl JIUL C OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

Jnis nui ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBSI M MHBAIUIOB TPEAYCMAaTPHUBACTCS JI0-
cTynHas (hopMma MpeoCTaBICHUS 3aJaHUI OLIEHOUYHBIX CPEJICTB, @ UMEHHO:

- B reyaTHou (opme;

- B IIeyaTHO! (hopMe ¢ YBEITHMUYEHHBIM IPUPTOM;

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

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

- IIPEJOCTABICHUE 3a/laHUs C UCTIOJIb30BAaHUEM CYpPJIOTIEPEBO/IA.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMU 3/I0POBbSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
HOJrOTOBKY OTBETOB Ha KOHTPOJIbHBIE BOIPOCHL. [l TaKUX 00y4aroIuXcs MpeycMaTpuBaeTCsl JOCTYII -
Has popmMa mpeoCTaBICHHS OTBETOB Ha 3a/1aHUs, @ IMEHHO:

- IIUCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- HaOOp OTBETOB C UCIOJIb30BAaHUEM YCIIYT ACCUCTEHTA;

- MIPEJICTABICHUE OTBETOB YCTHO.

[Tponienypa orneHHBaHUs pe3yIbTAaTOB OOYYEHMs JIMIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbsl M1 MHBAIHJIOB IO JUCUUIUIMHE TPEITyCMaTPUBACT MPEIOCTaBIeHne HHpopManuy B popMax, aaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 3A0POBbS U BOCIPUATHS HH(POpMALIUK:

JL1s1 ML ¢ HApYIIEHUSIMH 3PeHust:

- B (hopMe 3NIEKTPOHHOI'O TOKYMEHTA;

- B IIeYaTHO! (hopMe yBETMUEHHBIM HIPUPTOM.

JLst M1 ¢ HapyLIeHUusIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU opme.

JLst M1 ¢ HapyLIeHUsIMY ONIOPHO-ABUTaTeJILHOIO annapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

ITpu HEOOXOMUMOCTH TS JIUL] C OTPAaHUYEHHBIMHM BO3MOXHOCTSIMU 3/I0POBbs U MHBAJIUI0B IpOILIE-
Jypa OILICHUBAHUSI Pe3yIbTaTOB 00y4YEHUsT MOXKET MPOBOAUTHLCS B HECKOIBKO ITAIOB.
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