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1 Jlexnn 36 36 JacoB
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3 Bcero aymuTopHbIX 3aHATHN 72 72 4acoB
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CornacoeaHa Ha noptane Ne 52162



PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;{pbl
nporokot Ne 10  oT « 28 » 11 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 (crniermanbHOCTH) 38.03.01 DroHomuka, yrBepxkaerHoro 12.11.2015 roga, paccmoTpeHa u ogo0pe-
Ha Ha 3acenaHuu Kadeapsl MEeHEHKMEHTA «_ » 20 roma, mpoTokon 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.

OKoH B. 1O. [luGynsHuKOBa
OKCIIepTHI:

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

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

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

1.2. 3agaun QUCHUIINHBI

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

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

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

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

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

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

2. Mecro mucuuminabl B ctpykrype OITIOIT

Juctumnuaa «OO0mmii U AMeKTpoHHbIN gokymMeHToobopot» (B1.B.1.03.J1B.03.03) otHOCHTCS K
6soky 1 (BapuaTuBHas 4acTh).

[TpenmecTBYIONMME TUCIUTUIMHAMY, (OPMHUPYIOIIUMU HadaJIbHBIE 3HAHWUS, SBISIOTCS: JlenoBbie
KOMMYHHUKAIUH.

[TocnenyromumMu TUCHUTUIMHAME SIBIISIOTCS: 3allUTa BBIMTYCKHON KBaTM()UKAIIMOHHOW pPabOTHI,
BKJIIOYasi TIOJITOTOBKY K IMPOIIEype 3alllUThl U Mpolenypy 3auuThl, [IpakTrka no nomydenuro npodec-
CHOHAJIbHBIX YMEHHUI U ONbITa MPO(heCcCHOHATBHOM e TeNbHOCTH, YTIPABICHYECKUH YUeT.

3. TpeGoBanusl K pe3yJibTATAM OCBOEHMS JUCHMILTUHBI

[Tponecc n3yyeHus JUCUMIUIMHBI HApaBiieH Ha (JOPMHUPOBAHUE CIEAYIOIINX KOMIIETSHIUI:

— OIIK-1 crocoOGHOCTBIO pemiaTh CTaHIApPTHBIC 3a1a4d MPO()ECCHOHAIBHON JESITEIIbHOCTH Ha
OCHOBE MH(OpPMAIMOHHON M OuOIMOorpaduyeckor KyiabTypbl ¢ IpUMEHEHUEM HH(GOPMAIMOHHO-KOMMY-
HUKAIIMOHHBIX TEXHOJIOTUN M C y4ETOM OCHOBHBIX TpeOoBaHUN MH(POPMAITMOHHON 0€30I1aCHOCTH ;

— IIK-8 crmocoOHOCTBIO HCTIONB30BATh ISl PEIICHUS aHAIMTUYECKUX U HCCIEI0BATENbCKUX 3a-
Jlad COBPEMEHHBIE TEXHUYECKHE CPECTBA U MH(OPMAIIMOHHbIE TEXHOJIOTHH;

B pe3ynbraTe u3yueHust JUCIUILIMHBL 00Y4aIOLIUICS TODKEH:

— 3HaTh JOKYMEHTOBEIYECKYI0 TEPMHUHOJIOTHIO; HOPMAaTHUBHBIE JOKYMEHTBI, PEMIAMEHTHPYIO-
1M COCTaBleHHe H 0GOPMIIEHHE JOKYMEHTAIMH, HOPAIOK PabOTHl C HUMH; OCHOBBI JI€JI0NPOM3BOCTRA
U DIIEKTPOHHOTO JTIOKYMEHTOO0OpOTa B OpPraHU3allMsAX, MPUEMBI HCIIOJIb30BaHUSl JOKYMEHTO000pOTa; TO-
CYIapCTBEHHYIO TIOJIMTUKY B chepe TOKYMEHTAIMOHHOTO OOECTICYCHHUs YIPABICHHSI IEKTPOHHBIMHU J10-
KyMEHTAMH U 3IEKTPOHHBIM JTOKYMEHTOOGOPOTOM; COBPEMEHHbIE TPEOOBAHMS K OPraHW3AILUH, IPABHIIA
¥ HOPMbI PaGOTHI C JOKYMEHTAMH, TIPHUHIMIIEI M HPOLELYPhI TTOATOTOBKH OPraHH3aHOHHBIX U PACIOps-
JTUTENbHBIX JTOKYMEHTOB C HCIIOJb30BAHUEM COBPEMEHHBIX TEXHUYECKUX CPENCTB M MH(GOPMAIIMOHHBIX
TEXHOJIOTHIA; MpaBHUjIa JOKyMEHTAJILHOTO O(OPMIICHHUSI PEICHUH B yIpaBICHUH; OOIIME MPUHIIMIIBI T10-
CTPOEHUS U CTPYKTYPY CUCTEMBI 3JIEKTPOHHOTO TJOKYyMEHTO00O0POTa; OCHOBHBIE TPeOOBaHMs HHPOPMAIIH-
OHHOI1 6€3011aCHOCTH

— yMeThb Ha OCHOBE COOpaHHOUM MH(pOpPMAIMK OMPENENsTh 1IeTH, BEIOUPATh CPEICTBA BEACHUS
JIEJIOBOM JOKYMEHTAIMK; TPaMOTHO pa3pabaThiBaTh U O(POPMIIATH YIPABIECHYECKUE TOKYMEHTBI, UCIIOJb-
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3yeMblIe B JACSITEIbHOCTH OPraHU3alliii; COCTABIISATH U MPABUIBLHO 0OPMIISITh OpTraHU3AIMOHHBIE U PACTIO-
pSAAUTENIbHBIE JOKYMEHTHI C IPUMEHEHHEM HH(POPMAIlMOHHO-KOMMYHHUKAI[HOHHBIX TEXHOJIOTUH; HCIIONb-
30BaTh BO3MOXKHOCTH OOIIETO W 3JEKTPOHHOTO TOKYMEHTOOOOpOTa ISl MPUHSITHS U TOKYMEHTAJIHHOTO
o(opMIIeHHUs YIIPaBICHUYECKUX PEIICHUI; UCIIOIB30BaTh B CBOEH MPOQeCcCHOHAIbHON NeSTEIbHOCTH IPHU-
KJIQJIHBIE MPOTPAMMHEBIE CPEJICTBA U CPEACTBA OPITEXHHUKHU; CAMOCTOATEIHFHO OCBAWBATh 3HAHMSI, HEOOXO-
JTUMbIe 171 paboThI C TOKYyMEHTOOOOPOTOM B KOHKPETHBIX cepax AeaTeIbHOCTH OpraHU3aIiH; OIepHpo-
BaTh 3HAHUSIMH, IMOJYYCHHBIMH IO JCIOMPOU3BOJICTBY B MPO(EeCCHOHATHHON ACSITETbHOCTH, PEIIaTh
CTaHJApTHBIC 33/1a4i MPOPECCUOHATBLHON NeATeIbHOCTA Ha OCHOBE MH(GOPMAIIMOHHON 1 Oubnmorpadu-
YECKOU KYyJIbTYpbI

— BJaJeTh HaBBIKAMHU COCTaBJICHHS U O(POPMIICHUS OPTraHU3ALMOHHBIX U PACTIOPSIUTENbHBIX
JIOKYMEHTOB B c(epe nmpodecCHOoHaIbHOM NesTeIbHOCTH; METOIMKONW COCTABJICHUSI IPOEKTOB OCHOBHBIX
YIPaBICHYECKUX JOKYMEHTOB; HABBIKAMH JOKYMEHTAILHOTO OOPMIICHHUS PEIICHUI B yIPABICHUH OIIC-
paIMOHHOM (TPON3BOICTBEHHOM) 1€ATEIbHOCTHIO OPraHU3aINi IPU BHEAPEHUN TEXHOJIOTMYECKUX, MPO-
JYKTOBBIX MHHOBAIIMH WJIM OPTraHU3aI[MOHHBIX M3MECHECHUI; METOIaMU U CPEICTBAMH TOIYYCHHUs, 00pa-
OOTKM W XpaHEHUs IOKYMEHTOB; HaBbIKAMU HCIOJIb30BAaHUS KOMITBIOTEPHOW TEXHUKH, MPOTrPaMMHO-
WH(POPMAITMOHHBIX CHUCTEM, KOMIBIOTEPHBIX CETEH; HABBIKAMHU PEIICHUs CTaHAApPTHBIE 3aaa4u mpodec-
CHUOHAJILHOM JIeATEIbHOCTH HAa OCHOBE MH(OPMALMOHHON M OHOIMOrpaduyeckoi KylbTypbl; COBPEMEH-
HBIMH TEXHHUYECKHMH CPEACTBAMU U MH(DOPMAIIMOHHBIMU TEXHOJIOTUSMHU; HaBBIKAMU O(OPMIICHHUS padoT,

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

4. O0beM QUCHHUILIMHBI U BUABI Y4eOHOI padoThl
OO01mast TpyI0eMKOCTh AUCIUILTHHBI COCTaBIIsAeT 4.0 3a4eTHBIX AWHUIILI U MIPEJICTABICHA B Ta0JIH -

%264&11/1.1121 4.1 — TpynoeMKoCTb JUCIUILINHBI

Bunel yueOHOI nesTenbHOCTH Bcero gacos CemecTpsl

6 cemecTp

AynuaTopHbI€ 3aHATHS (BCETO) 72 72
Jlexuun 36 36
[IpakTuueckue 3aHATHS 36 36
CamocTosiTenbpHas padboTa (Bcero) 72 72
[IpopaboTKa JEKIIMOHHOTO MaTepuaa 8 8
CamocTosTenpHOe H3ydyeHne TeM (BOIpOCoB) 34 34
TEOPETUYECKOM YacTu Kypca
[ToaroroBka K NpakTUYECKUM 3aHATUSAM, CEMUHApaM 30 30
Bcero (0e3 sx3amena) 144 144
OO01mast Tpy1I0eMKOCTb, 4 144 144
3aueTHnie EanHAIIEI 4.0 4.0

5. Coaep:xanue TUCUMILIIHHBI

5.1. Pa3nesnl AucHUIIMHLI 1 BUALI 3aHATHI
Paznensl AMCHUIIITMHBI U BUABI 3aHATUI NPUBEICHBI B Tabmwmie 5.1.
Tabmuma 5.1 — Pasgensl IUCIUIUIMHEL U BUIBI 3aHTHHA

Bcero
4acoB
[Ipaxk. Cam. dopmupyemblie
Ha3Banus pa3nenoB QUCHUTIIIMHBL Jlek., 4 (6e3
3aH.,4 | pad., q KOMIIETEHIIUH
9K3aMEeH
a)
6 cemecTp
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1 TIpenmer, conepxanue u 3a1a4u Kypca. Jlo- 4 0 5 9 OIIK-1, TIK-8
KYMEHTOOOOPOT M JIEJONPOU3BOJCTBO B MPO-
(heccHOHATLHOM JESITEIIBHOCTH.

2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 4 0 7 11 OIIK-1, ITK-8
MEHTUPOBAHMsI YIIPABIEHYECKOH JesITeIbHO-

CTH

3 Ilonsatue noxkymeHnTta. CBoiCcTBa JOKYMEHTA. 10 12 7 29 OIIK-1, IIK-8

Knaccudukanus nokymenra. CTpykrypa a0-
KymeHTa. TpeboBaHus K 0POPMIICHHUIO JOKY-

MEHTOB.
4 CucreMbl 10KyMeHTOB. CocTaBiieHUE U 8 16 17 41 OIIK-1, ITK-8
odopMIIeHHE YIIPABIEHYECKUX JOKYMEHTOB.

5 Opranu3zanus paboThl C TOKyMEHTaMU 2 0 9 11 OIIK-1, ITK-8
6 ®opMHpPOBAHUE U TEKYIIEE XPAHEHUE JIOKY- 2 4 9 15 OIIK-1, ITK-8
MEHTOB. [1oAroToBKa JOKYMEHTOB K Mepeaue

B apXUB

7 DNEeKTPOHHBIN TOKYMEHTOOOOPOT, KITH04e- 6 4 18 28 OIIK-1, ITK-8
BbIE MMOHATHSI, OCHOBHBIE KOHIICIIIUU

Hroro 3a cemectp 36 36 72 144

Hroro 36 36 72 144

5.2. Conep:xanue pa3aesioB TMCUUILIMHBI (110 JEKIHSIM)
Coneprkanue pa3IesoB TUCIUIUIAH (TI0 JICKIUSAM) IPUBEICHO B Tabmuie 5.2.
Tabmuma 5.2 — CoaeprkaHue pasieiaoB JUCIUILIMH (TI0 JISKIIHSIM)

ConeprkaHue pa3aeinoB TUCHUIUIMHEI (0 | TpymoeMKocTh, | @opMUpyeMbIe
Ha3zanus paszenon Acp pasi ARCH ( pyQ , pMUpY

JICKIIHSIM) q KOMIIETEHIINHU
6 cemecTp
1 Tlpenmer, ITonsTHe, 1€ U 33/1a4U U3y4aeMOU JTUCIIH- 4 OIIK-1, TTK-8
COJIep>KaHMe U 337]aud | IUIMHBI. Pa3BUTHE U CTAaHOBIICHUE JIEJ10-
Kypca. npou3BojicTBa B Poccun. Opranuzanus ne-

JIoKyMEHTOOOOpOT U | JIONPOU3BOJICTBA HA MPEANIPUATHSIX. 3HAUE-
JIeJIOTIPOU3BOJICTBO B | HUE M MECTO JOKYMEHTOB B CCTEME YIIPaB-

npodeccruoHaIbHON TICHUS

NeSITeIbHOCTH. Vitoro

2 IIpaBoBsle 1 ['ocynapcTBeHHOE peryaupoBaHHe, HOpMa- 4 OIIK-1, [IK-8
HOPMaTHUBHbBIE OCHOBBI | TUBHO-IIPABOBasl U METOANYECKAsT OCHOBAJIO-

JIOKYMEHTHPOBaHUS KYMEHTALIMOHHOTO 00ecIieueHus yrpanie-

yIPaBIEHYECKON HUsl. CyIHOCTh, HAIIPABJICHUS U BUJIBI TOCY-

NeSITEIbHOCTH JAPCTBEHHOTO PETYIUPOBAaHUS JOKYMEHTA-

IIMOHHOT'0 00ecTeueHus yIpaBIeHus, Ha3Ha-
YeHHEe, 0COOEHHOCTH U COOTHOLLIEHHE HOP-
MaTUBHO-IIPABOBOI'0 U METOIUYECKOIO pery-
aupoBaHusi. CocTaB U CTPYKTypa HOPMAaTUB-
HOM, IIPaBOBOM U METOIUYECKON OCHOBBI J0-
KYMEHTALIMOHHOTO 00€eCIieueHus yrpanie-
HUS, HAllMOHAJIbHBIX U JIOKAJILHBIX HOpMa-
TUBHO-METOIMYECKUX TOKYyMEHTOB. YHUU-
Kal¥s U CTaHJapTU3aLMs.

Hroro 4
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3 Tlonsarue nokymeHnTa. | TpeboBanus k 61aHkaM 1oKymMeHTOB. [Tops- 8 OIIK-1, TTK-8
CBoiicTBa TIOKyMEHTa. | IOK pa3paboTku OnaHkoB. O0mue TpedoBa-
Knaccudukanus HUS K JOKYMEHTaM, U3TOTOBIISIEMBIM C TTIOMO-
nokyMeHTa. CTpyKTypa |IIbI0 TEXHUYECKUX cpeAcTB. OcoOeHHOCTH
JOKYMEHTA. o opMIIeHHUs OTJENBHBIX PEKBU3UTOB
TpeGosanms x OcHOBHBIE HOPMBI U TIpaBUiIa 0POPMIICHUS 2
oQopmieHmio paboT, BBHITIOTHSAEMBIX CTYJICHTAMH B IIPOLIeC-
AOKYMCHTOB. ce o0ydeHwsi, ¢ yueToM TpeOoBaHmii 00pa3o-
BarenbHOro cranaapta Byza OC TYCVYP 02-
2013 (CTO 02069326.1.02-2013) - PaboTsl
CTy/IeHYEeCKHUE 10 HAIPaBICHUIM IOATOTOB-
KU U CHEIMAIBHOCTSIM T'yMaHUTapHOI'O Ipo-
bus
Hroro 10
4 Cuctemsl [TpaBuna opopmieHus JOKYMEHTOB, COCTaB 8 OIIK-1, IIK-8
JTIOKYMEHTOB. Y Ha3Hau€HUe peKBU3UTOB. Poib 1 BUIbI
CocraBnenue u yIpaBJIeHUYECKUX JOKYMeHTOB. CoCTaB U Ha-
odopmiieHue 3HAYEHHE OTJEJIbHBIX BUJIOB OpraHU3alll-
YIPABICHUECKUX OHHO-IIPABOBBIX, PACHIOPAIUTEIbHBIX U UH-
JTIOKYMEHTOB. (opMaIMOHHO-CIIPAaBOYHBIX IOKYMEHTOB.
JlokyMeHTanbHbIN (GOHJ U epeUeHb JTO0KY-
MEHTOB, OOPa3YIOIIUXCS B MPOIECCE Jesi-
TenbHOCTU npeanpusarusi. CocTtas, pacnoso-
YKEHHE U IpaBuiia 0pOPMIIEHUSI PEKBU3UTOB
OTJIEJIbHBIX BUJIOB OPraHU3alIMIOHHO-IIPABO-
BBIX, PACIIOPSIAUTEILHBIX U HH(POpMAITH-
OHHO-CIIPAaBOYHBIX TOKYMEHTOB. OCOOEHHO-
CTH 0(hOpMJICHHSI OT/IETbHBIX BUIOB JOKY-
MEHTOB, 00pa3yIOILINXCs B IIpolLecce Jes-
TEIBLHOCTH TIPEITPHUSITHUS.
Hroro
5 Opranuszanus padotsl | [IoHATHE «TOKYMEHTOOOOPOT» B €T0 Pa3BH- 2 OIIK-1, T1K-8
C IOKyMEHTaMu tue. OCHOBHBIE ITpaBUJIa OpraHU3aluu J10KY-
MeHTO00OpoTa B opranuzanuu . Cxema JBH-
YKEHHUS ¥ TEXHOJIOTHsI 00pabOTKH JOKYMEH-
TOB. [IoHSTHE TOKYMEHTOIOTOKA, €r0 CTPYK-
Typa, 0Ka3aTely OLEHKU JOKYMEHTOIIOTO-
ka. JKu3HeHHbI! UK 10KyMeHTa. KoHTpoJib
VCIIOJTHEHUSI TOKYMEHTOB.
Hroro 2
6 dopmupoBanue u Howmenknatypa nen. [lopsiaok cocraBieHus 2 OIIK-1, TTIK-8
TEKylIee XpaHEHUE Y YTBEPKJIEHUSI HOMEHKJIATyphl 1e]1. YcTa-
JIOKYMEHTOB. HOBJIEHUE CPOKOB XpaHeHus aen. dopmupo-
[TonroroBka BaHue u oopmienue aen. OpraHuzanus
JIOKYMEHTOB K OIIEpaTUBHOIO XpaHEHUS JIeN1. DKCIepTH3a
repeaaye B apXuB LEHHOCTH JOKyMeHTOB. OdopmiieHue aei.
[Topsinok nmepeaayn JOKyMEHTOB Ha XpaHe-
HUE B apXUB.
Hroro 2
7 DNEeKTPOHHBIN OCHOBHBIE 33]1a41 OpraHU3aIuH JICK- 6 OIIK-1, ITK-8
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JIOKYMEHTO00O0POT, TPOHHOTO IOKYMEHTO000poTa. CUCTEMBI
KJIFOUEBBIE TIOHSITHS, AJIEKTPOHHOTO J0KyMeHTooO0opoTa CO/I.
OCHOBHBI€ KOHIICTIIIMU | DTambl pa3BUTHS, KJIacchl, Ha3HaueHue CO/I.
OCHOBHBIE CBOICTBA CUCTEM IIEKTPOHHOTO
nokymMeHToo0opoTa. OcHoBHBIETUTTBI COJI.
Oco6ennoctu opranuzaiuu CIJ1. CucreMbl
3JICKTPOHHOTO JOKYMEHTO000pOTa, Ipe/I-
cTaBlcHHBIC B Poccum.

Hroro 6

Hroro 3a cemectp 36

5.3. Paznenbl JMCHUMILVIMHBI M MEKIMCUMIUIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (NPeAbl Ty IIUMHU)
U o0ecreynBaeMbIMH (IOCJIEAYIONIUMH) TUCHUIIHHAMU
Paznenpl QTUCHUIUIMHBI M MEXIUCIUIUTMHAPHBIC CBSI3U C 00ECTICUMBAIOIIMMHU (TIPEABIAYIIUMU) U
obecrieunBaeMbIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAMHE TIPEICTAaBIEHBI B TabmuIe 5.3.
Tabmuua 5.3 — Pa3nensl AUCHUTUTMHBI M MeXKAUCIUITNHAPHBIC CBSI3U

Ne pa3nenoB gaHHOW AMCUUIUIMHBL, 1151 KOTOPBIX HEOOXOIMMO
HanMeHOBaHHE TUCIUILINH u3y4yeHue 00eCceYMBAIOLIMX U 00€CIIeUNBAEMbIX JUCLUILUINH

1 2 3 4 5 6 7

Hpe,[[HICCTBy}OH_II/IC JAUCIUITIINHBI

1 JlenioBble KOMMYHUKAIIUH + + + + +

[Tocnenyromue TUCHUIIITUHBL

1 3amuTa BBIMTYCKHON KBaIH(UKa-
LIMOHHOM paboThl, BKJItOYAst MOATO-
TOBKY K IIPOLIEYPE 3aIIUTHI U ITPO-
LeAypy 3alIUTh

2 [IpakTHKa o NOJTy4YeHuIo npodec-
CHUOHAJIbHBIX YMEHUI U OIbITa IIPO- + + + + +
(beccroHaIBHOMN AEATEIbHOCTH

3 VhpaBiaeHYECKUN y4eT + + + + +

5.4. CooTBeTCTBHE KOMIIETEHIIHIA, (POPMUPYEMBIX NPH U3YYEeHUU THCHHILUIMHBI, 1 BUI0B 3aHSITHIi
CoOTBETCTBHE KOMIIETCHIMH, (POPMUPYEMBIX NPH W3YYCHHH ITUCLUIUIMHBI, W BHIOB 3aHATHI
npezcTaBiIeHo B Tabmmie 5.4.
Tabmuua 5.4 — COOTBETCTBHE KOMIIETCHIIUH, ()OPMUPYEMBIX MPH U3yYECHHU AUCIUIUTHHBI, U BUOB 3aHS -
THHU

Kommnerenuu Bungw! 3ausaTuit

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

OIIK-1 + + + Onpoc Ha 3aHaTUsAX, BeICTyIUIE-
Hue (IoKIIan) Ha 3aHATUH, TecCT,
OT4er o MpaKTUUECKOMY 3aHs-
THIO, 3a4€T C OLICHKOM

I1K-8 + + + Omnpoc Ha 3aHATHAX, BeIcTyIUIE-
HUe (JI0K1an) Ha 3aHsITHH, Tecr,
OT4er o MpaKTUYECKOMY 3aHs-
THIO, 3a4€T C OIIEHKOHN

6. UnTepakTuBHBIC MeTOABI M (POPMBI OPraHU3ANMHU 00yYEeHHUS
He mpenycmotpeno PVYII
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7. JIaGopaTtopHbie padoThI

He npenycmotrpeno PVYII.

8. IIpakTHyeckue 3aHATUSA (CEMUHAPDI)
HaumeHoBaHMe NpakTHUECKUX 3aHATUH (CEMUHAPOB) NpuBeneHo B Tabnuue 8.1.
Tabmuua 8.1 — HaumeHoBaHME NPAaKTUYECKUX 3aHATUHN (CEMHUHAPOB)

HaunmenoBanue npaktuueckux 3aHatuii | Tpynoemkocts, | @PopMupyemMblie
Ha3zBanus paznenos
(cemuHapoB) q KOMITETEHITUU
6 cemecTp
3 Ilonsarue noxymenTa. | TpeboBanus k 6aHkaMm nokymeHToB. [loaro- 6 OIIK-1, ITIK-8
CBoiicTBa IOKYMEHTA. |TOBKA K COCTABJICHUIO JOKYMEHTOB. CXeMbl
Knaccudukarms pacnosioxeHus JokyMmeHToB. CocTaBieHue
nokymeHnTa. CTpykTypa | popmynsipoB qokymeHToB. OO0t 61aHK.
JIOKyMEHTA. brnank KoHKpeTHOTO BUJa JOKyMeHTa. briank
TpeboBanus MUChMa.
MJICHU
OQOpMIEHHEO OO6mme TpeboBaHus K 0(hOPMIICHHUIO TEKCTa 6
OKYMEHTOB.
JIOKYM ordyeta. OopmieHe TUTYIBHOTO JIUCTA, PU-
CYHKOB, Ta0JIUII, CIIUCKA UCIIOJIb3YEMbIX HC-
TOYHHKOB
Hroro 12
4 Cuctembl [IpaBuiia coctaBnenust U opopmIIeHHs opra- 6 OIIK-1, [TIK-8
JIOKYMEHTOB. HU3ALMOHHO-PACTIOPATUTENBHBIX JOKYMEH-
CocraBiienue u TOB (yCTaB, MOJOKEHUE, IITATHOE paCIHCa-
odopmieHue HUE, UHCTPYKIUS, IPUKa3, PaCHOPSKEHUE,
YOPaBJIEHYECKUX  |pEIICHUE, IPOTOKO, TIOCTAHOBIICHHUE)
AOKYMCHTOB. [TpaBuna coctaBieHus: u 0HOpMICHUS HH- 6
(hopMaIMOHHO-CIIPAaBOYHBIX JIOKYMEHTOB (JIe-
JI0OBOE€ MUCHMO, AOKIAJAHAS U CIy)KeOHas 3a-
MUCKH, aKT, CIIPaBKa, v JIp. )
[TpaBwmiia coctaBiieHus: U 0HOPMIICHHS TOKY- 4
MEHTOB JIMYHOTO Xapakrepa (3asiBlieHue, Xa-
pakTepucTUKa, aBToonorpadus, perome, oT-
3BIB H JIp. )
Uroro 16
6 ®opmupoBanue u | Homenknarypa nen. Buasl HOMEHKIATYpBI. OIIK-1, [IK-8
Tekymiee xpanenue | DopmupoBanue nen. Opranuzaius XpaHeHUs!
JIOKYMEHTOB. JIOKYMEHTOB Ha npeanpusatuu. [logroroska
[ToaroroBka JIOKYMEHTOB K C/1au€ B apXUB.
JIOKYMEHTOB K Vroro 4
nepeaaye B apxXuB
7 DNEeKTpOHHBIN [Toaxompl K CO3AaHUIO CUCTEM BJIEKTPOHHOIO 4 OIIK-1, TIK-8

JIOKYMEHTOO0O0POT,
KJIFOYEBbIEC TIOHSTHS,
OCHOBHBIC KOHIICTIITUHN

JToKyMeHTooOopoTa. TpeboBaHus K cHCTe-
MaM. DTarnbl BEIOOpa CUCTEMBI aBTOMATH3a-
[IUU. DTarbl BHEAPEHUS CHCTEMbI aBTOMATH-
3anuu. CucTeMBbl aBTOMATU3AIMH JOKYMEHTO-
notoka. CUCTEMBI 3JISKTPOHHOTO JOKYMEH-
T0000poTa. OCHOBHBIE TEXHOJIOTHH PAOOTHI C
nokyMeHTaMu. OCHOBHBIC CBOHCTBA CHCTEMBI
AIIEKTPOHHOTO TIOKyMEeHT0000poTa. OCHOB-
Hble Turbsl CO/I,
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Htoro

Hroro 3a cemectp

36

Tabimue 9.1.

9. CamocrosiTesqibHas1 pabdoTa
Bunbr camocTosTenbHOM paboThI, TPYAOEMKOCTh U (hOPMUPYEMbIE KOMIIETCHIINHU TPEICTABIICHBI B

Tabmura 9.1 — Buasl caMoCTOSTEIBHON pabOThI, TPYAOEMKOCTh U (DOPMHUPYEMBbIE KOMIIETEHITUN

Bunsl camocrositensHol | TpynoemkocTs, | DopMupyemMblie
HasBanns paznenos a Py ’ PMHPY @OpMBI KOHTPOJIA
paboThI q KOMITETEHI[A
6 cemecTp
1 Ilpenmer, CamocrosTenbHOe U3yye- 4 OIIK-1, IIK-8 | BeicTymuieHne
COJIEpKaHHE U HUE TeM (BOMPOCOB) TEO- (mokinan) Ha 3aHs-
3aJlauu Kypca. pPETHUYECKOM YyacTH Kypca TnH, 3a4€T C OLICH-
JlokymMeHTO000pOT TTpopaGoTKa TEKIHOHHO- 1 ko1, OTuer no npaxk-
u THYECKOMY 3aHSs-
ro Marepuana CCKOMY 32
JIEJIONPOU3BOACTBO Tuto, Tect
B Hroro 5
npodeccruoHanbHON
JeSTETHHOCTH.
2 IlpaBoBsbie U CamocrosiTenbHOe u3yye- 6 OIIK-1, ITIK-8 | 3a4éT ¢ OLCHKOM,
HOpPMaTUBHbIE HUE TeM (BOTIPOCOB) TE€O- Ormpoc Ha 3aHATHUSAX,
OCHOBBI PETUYECKOI YacTu Kypca Tect
KYMCHTHPOBAHHUS
AOKYMCHTHPOBAE [TpopaboTka JIEeKITMOHHO- 1
YIPaBIEHUECKON ro Matepuaia
NEeATETHHOCTH
Uroro 7
3 Iloustue [ToaroroBka k mpakTuye- 6 OIIK-1, ITK-8 |3auéT c oneHKOH,
JIOKYMEHTA. CKHUM 3aHSITUSIM, CEMHUHA- Ornpoc Ha 3aHATHUSX,
CaoiicTBa pam OtyeT no nmpakTuye-
i[(oxyMeHTa. TIpopaBoTKa MEKIHOHHO- 1 ?rKOMy 3aHSATHIO,
npuKanus T
naccupmian ro Marepuaia cc
JIOKYMEHTA.
CrpykTypa Hroro 7
JIOKYMEHTA.
TpeboBanus K
oopmiIeHnIO
JIOKYMEHTOB.
4 Cuctemsl IToaroroBka K nmpaxkTuye- 8 OIIK-1, [IK-8 | BeicTynnenue
JIOKYMEHTOB. CKUM 3aHATHUSIM, CEMUHA- (moknan) Ha 3aHs-
CocTaBneHue u pam THH, 3a4€ET C OIICH-
MJICHU koi, O Ha 3aHs-
oopmrenne CamocTosTenpHOE U3yde- 8 OH, Oop 0C Ha 33
TIPABJICHYECKUX Tusax, OTyeT i
YHpABJICHHCC HUE TeM (BOMPOCOB) TE€O- ’ e 1o
KYMEHTOB. . MIPAKTHYECKOMY 3a-
AOKYMCHTO PETHUYECKOM YyacTH Kypca pa CCKOMY 34
HaTHiO0, TecT
[TpopaboTka JTeKIMOHHO- 1
ro Marepuana
Hroro 17
5 Opranuzanus CamocTosTeNbHOE U3yYe- 8 OIIK-1, [IK-8 | BeicTynnenue
paboThl C HUE TeM (BOTIPOCOB) TEO- (mokian) Ha 3aHs-
JIOKyMEHTaMu PETUYECKOM YacTu Kypca TUH, 3a4€T C OLICH-
xoi, O Ha 3aHs-
[TpopaboTka JEKIIMOHHO- 1 oi, Ompoc Ha 3
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ro Marepuana TUAX, TecT

Uroro 9
6 ®opmuposanue u | [loaroroBka k nmpakruye- 8 [IK-8, OIIK-1 |3auéT c oueHkoM,
TEKyIIlee XpaHEHNUE | CKHUM 3aHATHUSIM, CEMHHa- Ormpoc Ha 3aHATHSAX,
JIOKYMEHTOB. pam OTtyeT no npakTuye-
IToaroroBk KOMY 3aHSITH

OATOTOBKa [IpopaboTka JIEeKITMOHHO- 1 % OMY 32 fo,

JIOKYMEHTOB K ro MaTepuaa ecT
repeaaye B apXuB

Hroro 9
7 DNEeKTPOHHBIN [ToaroroBka k nmpakTuye- 8 [1IK-8, OIIK-1 |BeicTymienue
JOKYMEHTOOOOPOT, | CKMM 3aHSTHUSIM, CEMUHA- (moxnan) Ha 3aHs-
KJIFOUEBbIC TIOHSATHS, | paM TUH, 3a4€T C OLICH-
OCHOBHBIE CAMOCTOSTENbHOE H3ye- 8 KO, O(l)'IpOC Ha 3aHs-
KOHIICTIIIUU Tusix, OT4eT 1

OHHCIIL HUE TeM (BOTIPOCOB) T€O- ’ cer o
PETUYECKOI YacTu Kypca TPaKTHICCKOMY 34~
HATHIO, TecT

[IpopaboTka JIEeKITMOHHO- 2

ro Marepuana

Hroro 18
Uroro 3a cemectp 72
Hroro 72

10. KypcoBoii nmpoekT / KypcoBasi padota
He npenycmorpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU YCIIeBA€eMOCTH 00y4aroumuxcsi

11.1. baajbHbIe OLEHKH JJIS 3JIeMEHTOB KOHTPOJISI
Tabmuua 11.1 — banipHbIe OLIEHKH JUTSI JIEMEHTOB KOHTPOJISI

. . MaxkcuManbHbIN
. MaxkcuManbHbIN MaxkcumanbHbII
DrneMeHThl yueOHoi 0as 3a mepuo Bcero 3a
6amn Ha 1-yto KT ¢ | 0am 3a nepuoa
JESITENbHOCTH mexny 2KT u Ha cemMecTp
Hayana ceMectpa | mexnay 1KT u 2KT
KOHEI] cemecTpa
6 cemecTp
Brictymienne (noknam) Ha 8 8 9 25
3aHATHU
Ormpoc Ha 3aHATUAX 5 5 5 15
OTyer 1o NpakTUYECKOMY 15 15 15 45
3aHATHIO
Tect 5 5 5 15
Hroro makcumym 3a nepu- 33 33 34 100
on
Hapacratomum urorom 33 66 100 100

11.2. IlepecyeT 6a/1J10B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKH
[Tepecuer O6anIOB B OIEHKH 32 KOHTPOJIBHBIE TOYKM TPEICTaBIeH B Tabmuue 11.2.
Tabmuma 11.2 — IlepecueT 0ansioB B OLIEHKU 32 KOHTPOJIbHBIE TOUKH

baynel Ha 1aTy KOHTPOIBHOW TOUYKH Onenka
> 90% oT MakcuMabHOK cyMMBI OamioB Ha naty KT 5
Ot 70% 1o 89% oT MakcuMaabHOM CyMMBI OaiioB Ha aaty KT 4
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Ot 60% 110 69% oT MakcuMaabLHOM CyMMBI OaiToB Ha aaty KT

< 60% oT MakcuMaabHOU cyMMbI OauioB Ha naty KT 2

11.3. IlepecyeTr cyMMbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLCHKY
[Tepecuer cymMbl OajioB B TPAAMLIMOHHYIO MU MEXIYHApOIHYIO OLIEHKY NPEJICTAaBIEH B TabIuLe
11.3.

Tabmuma 11.3 — Ilepecuer cymMMbl 6aJUTOB B TPAAUITMOHHYIO M MEXKTYHAPOIHYIO OIICHKY

Urorosas cymma 6aisos,

Onenka (I'OC) YYMTBHIBAET YCIEIIHO CAAHHBIN Onenka (ECTS)

HK3aMeH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (0TJIMYHO)
85 -89 B (ouenb xoporiio)

4 (xopomio) (3a4TeHO) 75 - 84 C (xopor1wo)
10-74 D (ynoBnerBopuTeabHO)
65 - 69

3 (yZIOBJIETBOPUTENBHHO) (3aYTEHO) 60 - 64 P ——
2 (seynOBICTBOpHTENSHO) (HE Hwxe 60 6ammon F (HeynoBneTBOpHUTENIBHO)

3a4TEHO)

12. Y4yeOHO-MeTOAM4YecKOe M HHGOPMALMOHHOE o0ecreyeHre JUCHMIITTHHbI

12.1. OcHoBHas1 JuTEpaTypa

1. Hoponusna, JI. A. Opranu3zanusi U TEXHOJOTHs JTOKYMEHTALMOHHOTO OOecreueHus ynpasJe-
HUs [DNeKTpOHHBIN pecypc]: yueOHUK U MPaKTUKYM JUIs akajgeMmudyeckoro 6akanaspuara / JI. A. JlopoHu-
Ha, B. C. UpurtukoBa. — M. : M3narensctBo FOpaiit, 2018. — 233 ¢. — (Cepus : bakanaBp. Akanemuue -
ckuii kypc). — ISBN 978-5-534-04568-0. — Pexum noctyma: https://urait.ru/book/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-413265 (gara oopamenus: 19.09.2021).

2. Hanwmonansusiii crangapt PO I'OCT P 7.0.97-2016 "Cuctema crannapToB mo uHGOpMAIIHH,
OMOIMOTEYHOMY M M3JaTeNbcKoMy Aeny. OpraHn3aloHHO-pacIopsAUTENIbHAS TOKyMeHTanus. TpeboBa-
HUSL K 0OpMIIEHUIO JOKYMEHTOB" (yTB. mpuka3oM denepasbHOro areHTCTBa 0 TEXHUYECKOMY peryiiu-
poBaHuIO U MeTposioruu ot 8 aexadps 2016 r. N 2004-ct) [DnektponHsiit pecypc]: — Pexum noctyma:
https://docs.cntd.ru/document/1200142871 (nata obpamenus: 19.09.2021).

3. KazakeBuu, T. A. [lokymentoBeneHue. JJOKyMEHTalMOHHBIN cepBUC [ DIEKTPOHHBIN pecypc]:
y4eOHUK U npakTukyM ais By30B / T. A. KazakeBuu, A. . Tkanuu. — 2-e u3z., ucnp. u gon. — Mocksa :
WznarensctBo FOpaiit, 2020. — 177 c. — (Briciee oOpazoBanue). — ISBN 978-5-534-06273-1. — Pe-
kUM noctyna: https://urait.ru/book/dokumentovedenie-dokumentacionnyy-servis-452701 (mara oOparie-
Hus: 19.09.2021).

4. TI'pososa, O. C. Jlenonpou3BoaACTBO [ DIEKTPOHHBIN pecypc]: yuebHoe mocodue s By3oB / O.
C. I'pozoBa. — Mocksa : M3marensctBo FOpaiit, 2020. — 124 ¢. — (Bsicmee obpazoBanue). — ISBN
978-5-534-06787-3. — Pexum nocrtyna: https://urait.ru/viewer/deloproizvodstvo-472842#page/1 (nara
obpamenus: 19.09.2021).

12.2. lonostHUTEILHAS JIATEPATypa

1. O6pazoBarenbubiii crangapT Byza OC TYCYP 02-2013. PaGoTsl cTyaeHYECKHE 110 HAIpaBJIe-
HUSIM TIOATOTOBKU U CHEIMATILHOCTSAM T'yMaHuTapHoro rnpoguis. O6mue TpedoBaHus U paBuia ohopm-
neHus [DnekTpoHHBIN pecypce]: — Pexxum mocrtyna: https://regulations.tusur.ru/documents/71 (aara o0-
pamenusi: 19.09.2021).

2. TOCT P 7.0.8-2013. Cuctema cTtaHaapToB 1o uHGoOpManuu, OUOIMOTEYHOMY U U31aTEIbCKO-
My Jeny. Jlenonpons3BoacTBO U apxUBHOE Jes10. TepMuHbl U onpeaeneHus [DeKTpoHHbIi pecypc]: — Pe-
)kuM noctyna: http://docs.cntd.ru/document/1200108447 (nara oopamenus: 19.09.2021).

3. JenompousBoAcTBO [DnekTpoHHBI pecypce]: YueoHoe mocodue / JI. WM. KazakeBuu - 2018.
132 c. — Pexxum noctymna: https://edu.tusur.ru/publications/7542 (mara o6pamenus: 19.09.2021).
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12.3. YueOHO-MeTOAHYECKHE MTOCOOUHA

12.3.1. O0s3aTenbHbIC y4eOHO-METOAMYECKHE TOCOOHS

1. OOmwmii 1 PIEKTPOHHBINA TOKYMEHTOOOOPOT [DNEKTPOHHBIN pecypc]: MeToaumdeckoe mocodue
10 JTa0OPAaTOPHBIM 3aHATUSAM M CaMOCTOATENIbHOU paboTe s cryaenToB HampasiaeHui 080200.62 «Me-
HemkmenT», 080100.62 «Oxonomuka» / XK. H. AxcenoBa - 2014. 40 c. — Pexum pgoctyma:
https://edu.tusur.ru/publications/4874 (nata obpamenus: 19.09.2021).

2. Jlenonpou3BOACTBO [DNEKTPOHHBIN pecypc]: YueOHO-MeToanIecKoe ocoOre i MOArOTOB-
KU K IIPAKTUYECKUM 3aHIATUSAM U caMocTosTeNnbHOU paboTel / A. B. Kypenkos - 2018. 15 c. — Pexxum 10-
cryma: https://edu.tusur.ru/publications/7822 (nata o6pamenus: 19.09.2021).

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. eLIBRARY.RU - Kpynueimmii poccuiickuii MHQOPMAlMOHHBIA MOpTan B OOJACTH HayKH,
TEXHOJIOTUH, MEUITMHBI 1 00pa3oBaHus. Pexxum noctymna: www.elibrary.ru;

2. TAPAHT - Cucrema «'’APAHT» npenoctaBisieT TOCTYI K QelepalbHOMY U PETHOHATLHOMY
3aKOHOJATENbCTBY, KOMMEHTAPUSAM U Pa3bsCHEHUSM U3 Beaymux npodeccuoHanbubix CMU, kauram u
OOHOBJISIEMBIM SHIUKJIONETUSAM, THIIOBBIM (hopMaM JOKYMEHTOB, CyIeOHOM MpPaKTHUKE, MEXITyHAPOIHBIM
JIOTOBOPaM U APYyroil HopMaTUBHON MHpopMaru. Pexum noctyna: www.garant.ru;

3. Koncynprantllmoc - Cuctema «Koncynsrantllntocy — Han&XHbIA NOMOIIHUK JUIsI MHOTHX
CHEIMAIIMCTOB: IOPUCTOB, OYXTalNTEPOB, PyKOBOIUTENEH OpraHu3alui, a TaKkxke JJis CIelHaTuCTOB ToCy-
JTAPCTBEHHBIX OPTraHOB, YUYEHBIX U CTYACHTOB. B HEW COAEPKUTCA OIpOMHBIM MAacCUB IIPaBOBOM M CIIpa-
BOUHOM nH(popmaruu. Pexxum goctymna: www.consultant.ru

13. MaTtepuaibHO-TEXHMYECKOE O0ecneyeHue TUCIUILJIMHBI U TPpedyeMoe MpPorpaMMHoe
ob0ecreueHue

13.1. O6uue TpedGOBaHMA K MATEPHAJIBHO-TEXHHYECKOMY H IIPOIPAMMHOMY 00€eCIIeYCHHIO
AUCHUTLIMHBI

13.1.1. MaTepuaJibHO-TeXHHUYECKOE U POrPAMMHOE o0ecneyeHue ISl JIEKIIMOHHbIX 3aHATHH
Jlyist mpoBeieHus 3aHATUH JICKIITMOHHOTO TUIIA, TPYIIIIOBBIX U MHIWBUYyaTbHBIX KOHCYJIBTALIUH, T€-
KYILIETO0 KOHTPOJIS ¥ MPOMEXYTOYHOW aTTeCTAllMU UCIIONIb3YeTCsl yueOHasi ayTuTOpHs ¢ KOJTUYECTBOM TO-
CaJIOUHBIX MECT He MeHee 22-24, obopynoBaHHAasl JOCKOW M CTaHAAPTHOM yueOHOH mebenbio. MMerorcs
JIEMOHCTPAIIMOHHOE 000pYIOBAaHUE U Y4eOHO-HATIIAIHBIE TTOCOOMsI, 00€CTIeUnBAIOIINE TEMATHUCCKUE HJI-
JTIOCTPALMHU TI0 JIEKIIMOHHBIM pa3ielaM TUCIUTUINHEI.

13.1.2. MaTepuajibHO-TEXHMYECKOE U NPOrPaMMHOe odecriedeHne Il NPAKTHYEeCKUX 3aHATHI
Jlaboparopusi TpynmoBOro MpoeKTHOro oOyudeHus "JlabopaTopus CONHATBEHO-YKOHOMHUYECKHX
mpoOiem"
yueOHas ayTuTOpHsl 7Sl IPOBEACHUSI 3aHATHI MPAaKTUYECKOrO TUTIA, ydeOHas ayaAuTOpus IS PO -
BEJICHUS 3aHATHH JJa0OPATOPHOTO THUIIA
634045, Tomckas obmacts, T. Tomck, yn. KpacHoapmeiickas, 1. 146, 503 ayn.
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Onwucanue uMeronierocs 000pya0BaHuUs:
- [I5SBM KOMIICTAP (12 mt.);
- MarauTHo-MapKepHas JOCKa;

- KommuiexT cnenuanuzupoBaHHOM yueOHOM MeOenn

- PaGouee mecto mpenogaBarens.
[TporpaMMHOe oOecTicueHue:

— 1C:IIpennpustue 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

Beruucnurensnas naboparopust / KommbroTepHsIid Kitace

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

BEJICHUS 3aHATHI J1a00paTOPHOTO THUMA

634045, Tomckas ob6macts, T. Tomck, yin. KpacHoapmeiickas, 1. 146, 505 ayn.

Ornucanue UMerIerocs 000pyI0BaHUS:
- [I1I5BM DX6100M (9 mir.);
- [I9BM INTEL CORE 2 DUO (6 mT.);

- MarHuTHO-MapKepHast 10CKa;

- KommiekT cnenuain3upoBaHHON yueOHOM MeOen;

- PaGouee mecto mpenogaBarens.
[TporpaMMHOe oOecTieueHue:

— 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

— KoncynbsranT [Iroc

13.1.3. MaTepuaabHO-TEXHHYeCKOE U POrpaMMHOe odecriedeHue I CAaMOCTOATEIbHOI padoThl
Jnis caMocTosATENbHON pabOThl UCHONB3YIOTCS Y4eOHBbIE ayAUTOPUM (KOMITBIOTEpHBIE KIJIACCHI),

PAaCIIOJIOKCHHBIC 11O aApecaM:

- 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 ayz.;

- 634034, Tomckast obmacTs, r. Tomck, Bepmmnanna ynmuua, 1. 74, 207 aya.

CocraB 000py10BaHUSA:
- yueOHast mebenb;

- komnbroTepsl kiacca He Huxke [I9BM INTEL Celeron D336 2.81'Tw. - 5 wit.;
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- KOMITBIOTEpPBI TIOAKIIOUYEHB! K ceTu «HTepHeT» M 00ecrneynBaoT AOCTYI B 3JIEKTPOHHYIO HH-
(dhopManmOHHO-00pa30BaTENIbHYIO CPEly YHUBEPCUTETA.

[Tepedens mporpaMMHOTO 00ECIICUEHUS:

- Microsoft Windows;

- OpenOftice;

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

- Google Chrome.

13.2. MaTepuajibHO-TeXHHYECKOe oOecredeHne TUCUMIIIMHBI JJIS JIMI C OrPAHMYEHHbIMU
BO3MOKHOCTSIMH 310POBbSI 1 HHBAJIN/10B

OcBO€HHE NUCLUIUIMHBI JIMIIAMU C OTPAHUYEHHBIMH BO3MOXXKHOCTSMH 370POBbS U MHBAIMJIAMHU
OCYILECTBIIAETCS C UCIIOIB30BAHUEM CPEICTB 00ydeHHs OOIIETO U CHEIMAIbHOIO Ha3HAUYCHHUS.

[Tpu 3aHATHAX ¢ 0OYUYAIOLIUMUCS ¢ HAPYUIEHHSIMH CJIyXa [PEeIyCMOTPEHO UCIOIb30BaHHUE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJIbTUMEIUHHBIX CPECTB U JPYTUX TEXHUUYECKHX CPEACTB MpueMa/mepena-
i yueOHOM nH(pOpMaIuu B JOCTYMHBIX (hopMax, MOOUILHOM CUCTEMBI IIPENOIaBaHus 11 00y4JaroIXcs
C MHBaJIHMIHOCTHIO, MOPTATUBHONW MHIYKIIMOHHOW CUCTEMBI. YdeOHas ayIuTOPHsl, B KOTOPOU 3aHUMAIOTCS
oOyyaromyecsi ¢ HapylleHUEeM cllyxa, 000py/loBaHa KOMIIBIOTEPHON TEXHHKOH, ayIMOTEXHHKOH, BHUJEO-
TEXHUKOM, SJIEKTPOHHOMU JOCKOW, MYJIbTUMEAUMHON CUCTEMOM.

[Tpu 3aHATHAX C 0OYYAIOUIUMUCS ¢ HAPYIIEHUSIMU 3PEHUSIMHM I[IPEyCMOTPEHO UCIIOJIb30BaHUE B
JCKIIMOHHBIX U Y4EOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX 00OBEKTOB (HaIIpUMep, TEKCTa
HAa JIOCKE WM CJaif/la Ha 3KpaHe) MPpU MOMOIIY BUACOYBETUUHUTENCH 151 KOM(GOPTHOTO IPOCMOTpA.

[Tpu 3aHATHAX C 00y4YaIOIIMMUCS ¢ HAPYLIEHHUSIMH OIIOPHO-ABUIaTeJIbHOIO alnapara HCIOJb-
3YIOTCS aJIbTepHATHUBHBIEC YCTPOICTBA BBOAA MH(OPMAIIUU U IpYrHe TEXHUYECKHE CPe/ICTBA IprueMa/miepe-
naun yuyeOHOM MHPOpPMa B JOCTYIHBIX (popMax, MOOMIIBHOW CHCTEMbI OOYUEHUs JUIs JIIOJCH ¢ UHBA-
JUAHOCTBIO.

14. OIIeHO‘lHLIe MaTepuajJabl  METOAUYECCKUE PEKOMEHIAUHU MO OPraHu3alluv U3y4CHUA
AUCHHUITINHBbI

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB U METOANYECKUE PEKOMEH AU
I[JISI OIICHKU CTCIICHU C(i)OpMI/IpOBaHHOCTI/I n ypOBHSI OCBOCHHA SaerﬂJIeHHBIX 3a HHCHHHHHHOﬁ
KOMIICTCHITUI MCTIONB3YIOTCS OIIEHOYHBIE MaTepUalibl B COCTABE:

14.1.1. TecToBbIe 3a7aHUA

1. Jlate onpenenenne JOKyMEHTHPOBAHUIO:

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

b) JlokyMeHTHpOBaHUE — 3aMCh MHPOPMAITIH HA HOCUTENIE 110 YCTAHOBJICHHBIM TPaBUIIaM;

¢) JlokyMeHTHpOBaHUE — 00ecTIedeHne CBOEBPEMEHHOT0 U IPABUIBHOTO CO3/1aHUs IOKYMEHTOB;

d) JdokymeHTHpOBaHHWE — 3amuch MHGOpMAIMKA HA PA3IMYHBIX HOCHUTENSX IO YCTAHOBJICHHBIM
IpaBUIIaM.

2. Jlate onpeneneHre TOKyMEHTY:

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

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

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

d) okymeHT — 310 ciocol ¢pukcanuu HHPOPMaIUH.

3. Yto Takoe opuIHaNbHbIN TOKYMEHT?

a) O¢punranbHblil TOKyMEHT — JIOKYMEHT, CO3JIaHHbIM OpraHu3anuei, JOKHOCTHBIM JIMLIOM WIIH
rpaXkIaHUHOM, O(OPMIICHHBIN B YCTAaHOBJICHHOM TIOPSIZIKE;

b) OdunmanbHBI JOKYMEHT — JOKYMEHT, ITpeIHa3HAYCHHBIA JJIs Tepelaul IpyroMy JHIy IOpHU-
JTMYECKAMU WITH (PU3HYECKUMU JTUIIAMU B YCTAHOBJICHHOM TIOPSIIIKE;

¢) OuunanbHbIA TOKyMEHT — TIOKYMEHT, CO3/1aHHbIN, OOPMIICHHBINH U YIOCTOBEPEHHBIH B ycTa-
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HOBJICHHOM TIOPSIJIKE JJIS1 MHOTOKPATHOTO UCTIOIh30BAHMS.

d) Her nmpaBunsHOTO OTBETA

4. Yo TaKkoe 3JEKTPOHHBIN JOKYMEHT?

a) DJEKTPOHHBINA TOKYMEHT — 3TO JIOKYMEHT, MH(pOpMallusg KOTOPOTO MpeAHa3HaveHa AJsl repena-
YU IPYTOMY JIHILY;

b) DAEKTPOHHBIA OKYMEHT — 3TO O(UIMAIBHBIA JOKYMEHT, TIPEICTABICHHBIN B DJIEKTPOHHOM
opme;

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

d) DHeKTpOHHBIH MOKYMEHT — 3TO OQUIHMAIBHBINA JOKYMEHT, NPEICTABICHHBIN B 3JIEKTPOHHOM
dbopMe mocie ero moANUCAHus JOKHOCTHBIM JIUIIOM B TOPSIIKE, YCTAaHOBIEHHBIM 3aKOHOAATEIIECTBOM
PO.

5. Uto npencrasinseT coboit opopmieHre 10KyMeHTa?

a) OdopmiieHre JOKyMEHTa — 3TO MPOCTABJICHUE HAa TOKYMEHTE HEOOXOIUMBIX PEKBU3UTOB;

b) OdopmieHne T0KyMEeHTa — 3TO COTJIACOBAHME JOKYMEHTA, MMOAMMCAHUE TOKYMEHTA;

¢) OdopmieHue TOKyMEHTa — 3TO MPOCTABICHHE PEKBU3UTOB JJISi OPraHU3AlMM ONEPATUBHOIO
MOKCKA TOKyMEHTOB;

d) Her mpaBunsHOTO OTBETA.

6. Uto npencraBisieT coboil cuctemMa JOKyMEHTaIuu?

a) Ilox cucremoii TOKyMEHTAI[U! TOHUMAETCS] COBOKYITHOCTh JJOKYMEHTOB, ITPEeIHA3HAYEHHBIX JJIs
o0ecreveHus: 1 pPeryIupoBaHUs ICATEILHOCTA OPTaHOB BIACTH, YUPEKIACHUHN, IPESIIPUITUIA U OpraHn3a-
LM

b) Cucrema qOKyMEHTAIIUH MPEACTABISET COOOM COBOKYIMHOCTh JOKYMEHTOB, B3aUMOCBS3aHHBIX
[0 TpHU3HAKaM MPOUCXOXKIEHUS, Ha3HAUeHUs, BUAa, cpepbl NEATEIbHOCTH, €AUHBIX TPEOOBAaHUN K HUX
odopmiieHuIo;

¢) Cucrema JOKyMEHTAIMH TPEJCTABIIAET COOON KOMILIEKC B3aMMOCBSI3aHHBIX JOKYMEHTOB, B KO-
TOPBIX TIOCIIEAOBATENILHO OTPAXKAETCS NCATETHHOCTh OTPACIIHA TOCYAAPCTBEHHOTO YIIPABJICHUS,

d) Cucrema JOKyMEHTAallMH MPEACTABISET COOON COBOKYIHOCTh TIOKYMEHTOB, B3aUMOCBSI3aHHBIX
MO MPU3HAKaM Ha3HA4YeHUsl, CPEPHI ICATEIHLHOCTH U SIUHBIX TPeOOBaHU K UX 0(hOPMIICHHIO.

7. KakoBbI 3Tambl NOATOTOBKU PACOPSIUTEIBHOTO TIOKYMEHTa?

a) OTO coIIaCOBaHUE JOKYMEHTA, NOANNCAHUE JOKYMEHTA;

b) 310 U3yUyeHHe ynpaBIeHYECKOr0 BOIPOCa, MOJrOTOBKA MPOEKTAa PACTIOPSIUTENBHOIO JOKYMEH -
Ta, COrJIaCOBaHUE JIOKYMEHTA, TIOIICAHNE JOKYMEHTA;

¢) OTO M3y4eHHE YIPaBJIEHYECKOrO BOMpOCAa U MOATOTOBKA MPOEKTAa PACIOPSIAUTEIHHOIO JIOKY-
MEHTAa;

d) Dto M3yueHuWe yIpaBIECHYECKOTO BOMpoca, chepbl MeATEeTbHOCTH, €IUHBIX TpeOOBaHUU K
0(OPMIICHHUIO U TIOJTOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.

8. Kak Benetcst Hymepanusi IpruKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

a) Ilo mopsIKy ¢ MOMEHTa CO3/IaHUs OpPraHU3allii, HO OTIEIHHO OT MPUKA30B IO JIMYHOMY COCTa-
BY;

b) B npenenax mecsiia, HO OTJAENBHO OT MPUKA30B MO JTUYHOMY COCTABY;

¢) [oapsia B npenenax GpuHaHCOBOIO ro/la, COBMECTHO € MPHUKAa3aMU 10 JUYHOMY COCTaBY;

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

9. Kak ocymiecTBisieTcs CoriiacoBaHmue JTOKyMeHTa?

a) CornacoBaHue OCYIIECTBIISICTCS ITyTeM BU3UPOBAHUS WM IPOCTaBJICHHS rpruda cormacoBaHus;

b) IlpoBoauTcs oneHka mpoekTa oGUIUATBHOIO JOKYMEHTa 3aMHTEPECOBAHHBIMHU OpTaHHU3AIIH -
MU, JTOJKHOCTHBIMH JIUI[AMH, CTICIIUATTHCTAMHU. ;

¢) [lonHOCTBIO MOATOTOBIEHHBIE MPOEKTHI JOKYMEHTOB MPECTABIIAIOTCS HA COIJIACOBAHUE JOJIK-
HOCTHBIMHU JIUI[AMU, CTICIIUATTUCTAMH,

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

10 . 3 xakux ABYX 4acTel COCTOUT TEKCT JOKYMEHTOB?

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBoaHO# 1 OCHOBHOIA;

CornacosaHa Ha noprane Ne 52162 15



¢) OCHOBHOM U pacopsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsiuTeIbHOM.

11. Kaxoil TOKyMEHT COCTaBJISAETCS KOMUCCUEN MPU BBIJIEIEHUN JOKYMEHTOB K YHUUTOXKEHHIO?

a) AxT;

b) CrpaBka,;

¢) JlokmagHas 3ammcka;

d) OOBsicHUTEIbHAS 3aITHCKA.

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

a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BaHHUE BHUJIA JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE yYKa3bIBaeTCSl HA3BaHHUE BUA TOKYMEHTA;

¢) Ha 6nanke odunmansHOTO MUchMa HE YKa3bIBACTCS Ha3BAaHUE BHUJIA JOKYMEHTA,

d) Ha Gmanke pemeHus He yKa3bIBaeTCsl HA3BaHUE BHUJIA IOKYMEHTA;

13. Ha GnaHkax TOKyMEHTOB HETOCYIAPCTBEHHBIX CTPYKTYP MPOCTABISACTCS:

a) ['ocymapctBennslii rep0 PO;

b) 'ep6 cyonbekra PO;

¢) sMbsemMa opraHu3aliy Wi TOBAPHBIN 3HAK;

d) ToBapHbIii 3HAK.

14. K opraHu3alluOHHBIM TOKYMEHTaM OTHOCSIT:

a) MOJIOKEHUE, YCTaB, MPUKA3, CTPYKTYpHAs U IITaTHAS YUCIEHHOCTh, MHCTPYKIIUS, TOTOBOP;

b) monoxkeHue, ycras, akT, CTPYKTypHas U IITaTHAsl YUCICHHOCTh, MHCTPYKIIMS, IOTOBOD;

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

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

15. JIBm>keHue JOKYMEHTOB B OPraHM3allMi C MOMEHTA UX CO3JIaHUs WM MOTY4YEeHHUs 10 3aBepliie-
HUS UCTIOH30BAHMSI MU OTIPABKU HA3BIBACTCS:

a) JlokymeHT0000pOTOM;

b) [ToTrokOM TOKyMEHTOB;

¢) O6paboTKOI JOKYMEHTOB;

d) Peructpanueii noxymeHTa.

16. Peructparuu noasieskatr JOKyMEHTbI

a) Bxopsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYMEHTOB.

17. Yto Takoe HOMEHKIATypa aemn’?

a) Homenknarypa ien — 3To Bce JOKYMEHTHI Ha MPEeANPHUITHH;

b) Homenkmarypa e — 370 cUCTEeMaTU3UPOBAHHBIN MEPEYCHb 3aBOAMMEBIX B OpTaHHU3AIUH JIET C
yYKa3aHHUEM CPOKOB UX XpaHEeHHMsI, 0)OPMIICHHBIN B yCTAaHOBJIEHHOM MOPSIKE;

¢) Homenknarypa men — 3To IOKYMEHTHI, TPEOYIOIIe UCTIOTHEHHS,

d) Her nmpaBunsHOTO OTBETA

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

a) Co BTOPOIf CTpaHUIIBI B BEPXHEM MPABOM YTy TIOJIS JIUCTA apaOCKUMU Iudpamu;

b) Co BTOpO#i CTpaHHIIBI TOCEPEIMHE BEPXHETO MOJIA JIMCTa apabCcKuMu Iudpamu;

¢) Co BTOPOIi CTpaHUIIBI TOCEPEINHE HUYKHETO TOJIS JTUCTa apabCcKuMu 1udpamu;

d) ITocnenoBaTenbHO Ha KaX/10i CTpaHUIIE B IPABOM HUKHEM YIITy apaOCKUMHU IUPpamMHu.

19. Kakue cBeneHust coaepkarcsi B TpyI0BOM KHUKKE?

a) TpynoBasi KHM>KKa OTHOCHUTCS K YHCITy OCHOBHBIX JJOKYMEHTOB, MTOJATBEPKIAIONINX OOIINM, He-
MIPEPHIBHBIN U CHIEIUATBHBIN CTaXK PaOOTHI;

b) TpynoBasi KHMXKKa SIBIISIETCS OCHOBHBIM JIOKYMEHTOM TI0 YYETy MIEPCOHANA MPEANPHUATHUS, KOTO-
pasi 3aBOJIMTCS Ha BCeX paOOTHUKOB MPEANPUSATHS, IPUHATHIX HA MOCTOSHHYIO WM BPEMEHHYIO padoTy;

¢) TpynoBasi KHMXKKa TPEACTABIISET COOOM COBOKYIMTHOCTh JOKYMEHTOB, COJCPKAIIUX CBEICHUS O
paboOTHUKE;

d) Het nmpaBunpHOTO OTBETA.

20. AkTbl, mUchbMa, (aKChl, CIIPABKH, JOKJIATHBIE 3aITUCKH OTHOCSTCS K:
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a) OpraHu3alMOHHBIM JOKYMEHTAM MPEANPHUITHS;

b) pacriopsiANTEIbHBIM JOKYMEHTAM TPEIITPUATHUS;

C) TOKyMEHTaM 10 JJUYHOMY COCTaBY MPEATPUSITHS;

d) nadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEAIPUSITHS.

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

1) TexcToBasi, uncioBas, rpadpudeckas, TabauuHas

2) Hay4Has, cCollMaIbHas, MOJIUTUYECKasi, SKOHOMUYECKasi, peTUTrno3Has

3) BU3yalibHas1, 3BYKOBasl, TAKTHIIbHAS, OOOHSTEIbHAs, BKyCOBas

4) MmaTtematudeckasi, Onosornyeckas, MeIMIUHCKas, TICUXOJI0rHYecKast

14.1.2. Temsl 10KJI2/10B

TeMblI 17151 KOHTPOJISI CAMOCTOSATENBHOIO U3yUEHHUS TEM TEOPETUUECKON YacTu Kypca

1. Ucropust pa3BuTHS rOCYIapCTBEHHOM CUCTEMBI JEIONPOU3BOACTBA

2. IlpakThka opraHu3anuu AeJ0NPOU3BOICTBA B rocyapcTsax JpesHero mupa

3. CriocoObl pukcHpoBaHus U Nepeiaud HHPopMaIiK B rocyapersax JpesHero Mupa

4. Vcropus pa3BUTHUS IOCYIapCTBEHHOM CHUCTEMBI IENI0IPON3BoACTBa B Poccuu.

5. PexBU3UTHI CTONOIOBOM (POPMBI IETOMPOU3BOACTBA, MPOIICAIITHE Yepe3 BEKAa U OCTABIINECS B

JIOKYMEHTaX HalIUX JHEH.

6. Ponb nokyMeHTa B H3HU YeJIOBEKa U 0OIIECTBA.

7. MeTozpl uccieoBaHusI JOKYMEHTOBEUECKUX MTPOOIIEeM.

8. HayuHo-ucropuueckas ¥ pakTuueckasi IeHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cepe IpaBa U yIpaBiIeHUs.

10. BiusiHME Hay4YHO-TEXHUYECKON PEBOIIOLUH HA PA3BUTHE TOKYMEHTA.

11. Pa3zButHe popmysispa TOKyMeHTA.

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

13. 3akoHOATENBHBIE aKTHl 1 HOPMAaTUBHBIE JOKYMEHTHI PD.

14. Yauduxauus u cTaHAapTU3aLus yIIPaBICHYECKUX TOKYMEHTOB.

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

16. [lonatue o JOKyMEHTOOOOPOTE MPEIPUATHUSL

17. Opranusanus padoThl ¢ BXOAAIUMH TOKYMEHTaMU

18. Opranusanus paboThl ¢ UCXOIAIIUMU TOKYMEHTAMHU

19. OcobenHocTH opranu3anuy paboThl C BHYTPEHHUMHU JOKYMEHTaMU

20. JlokymMeHT0000pOT B MH(POPMAITMOHHOM 00ECTI€UeHUH YIPABICHUS U €T0 COCTABHbBIE YaCTH.

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

22. O0630p OCHOBHBIX CHUCTEM AJIEKTPOHHOTO IOKYMEHTOOOOpOTA. MpecTaBleHHbIX B Poccun u 3a
pyOeKOM.

24. Ananu3 BHEIPEHUS CUCTEM 3JIEKTPOHHOTO JEJIONPON3BOICTBA U IOKYMEHTOO00pOTa

14.1.3. Tembl OIPOCOB HA 3aHATHUAX
1. OCHOBHBIM CPEJICTBOM YIPABICHUECKOU IEATEIILHOCTH SIBIISICTCS:
a) uadopmanus, nepegaBaemMast ¢ IOMOIIbIO peUH
0) undopmarus, 3adhUKCUPOBAHHAS HA MAaTEPUATTLHBIX HOCHUTEISIX
B) yIpaBJICHYECKOE pEeIIeHUE B JIt000H dhopme
') HOPMaTHBHBIN JTOKYMCHT
2. JlesionpousBoACTBO — 3TO
a) nH(opMaTu3aIus Iporecca yrnpaBieHUs
0) TOKyMEHTAIIMOHHOE 00ECIICYCHHE YITPaBICHUS
B) OpTraHU3aIHs MMPoIecca YIpaBIeHUS
') JOKyMEHTOOOOPOT M TEXHOJIOTHSI XPAHEHHUS JOKYMEHTOB
3. OTIMYUTeTFHBIMU TTPU3HAKAMU JIOKYMEHTA SIBIISTIOTCS:
a) He3aBEePIIEHHOCTh COOOIICHUS
0) 00513aTEIPHOCTH CMBICTIOBOTO CEMAHTHUYECKOTO COJIEPKAHUS
B) 3aKpeIUICHHAs Ha MaTepHallbHOM HocuTelne hopma
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T') UCTIOJIb30BAaHUE CPEICTB BHIYHCIUTEIILHON TEXHUKU

4. K o6muM GyHKIHSIM TOKYMEHTa OTHOCSITCSI:

a) couuanbHas QyHKIUSA

0) nmpaBoBas QyHKIIHS

B) QyHKIMS puKcaruu

) QYHKIUS TUTAHUPOBAHUS

5. B 3aBHCHMOCTH OT UCTOYHHKA MOCTYIUICHUS Pa3INYalOTCs JOKYMEHTHI:

a) BXoasmue (MOCTYNMHUBIINE B OPTaHU3AIINIO)

0) JOKYMEHTBI, CO3aHHBIE C TIOMOIIBIO KOMIBIOTEPHON TEXHUKH

B) BHYTPEHHHE (CO37aBaeMble B JaHHOM OpraHU3alliy U UCIIOJIb3yeMble BO BHYTPEHHHUX CBS3SIX)

') (POHOIOKYMEHTHI (3BYKOBBIE JIOKyMEHTBHI, 3a(pUKCHPOBAHHbIE HA MATHUTHOM JICHTE)

6. Oprann3aluOHHO-PACTOPAIUTENIbHAS JOKYMEHTAIIHSI BKITIOUAET

a) (PMHAHCOBYIO JOKYMEHTAIIHIO

0) TOKYMEHTAITHIO 110 TUYHOMY COCTaBY

B) CIIPaBOYHO-UH(DOPMAITMOHHYIO JOKYMEHTAITHIO

') JOKYMEHTAIUs 10 MaTepHaIbHO-TEXHUUECKOMY 00€CIICUEHUIO

7. Konctutynus Poccuiickoit denepanuy ycTaHaBIMBaET

a) HeJIOTYCTUMOCTh COOpa, XpaHEHHUs, UCTIOJIb30BAHUS M PACIIPOCTPaHEeHHs] MHPOPMAITUK O YacT-
HOM JKU3HU JTHIIa Oe3 ero coriacus

0) BUIBl M Pa3HOBUIHOCTH TOKYMEHTOB, CO3/1aBa€MbIX B LIESAX (PUKCALUU aKTOB TPaKIaHCKUX
B3aMMOOTHOUIEHUI

B) BUJIbl YUPEIUTEIbHBIX JOKYMEHTOB IOPHINYECKOTO JIUIIA

') OTBETCTBEHHOCTh 32 HEMPABOMEPHBIE IEHCTBUS C TOKyMEHTaMU U HH(pOopManuen

8. O0s3aTeNbHBIMU JIOKATHbHBIMU HOPMATUBHBIMH aKTaMH IS KaXKI0T0 paboToaTeNs IBISIOTCS

a) rpaduK OTIIYCKOB

0) mpaBwWiia BHYTPEHHETO TPYIOBOTO PACIIOpsIIKa

B) MOJIO’KEHUE O TIEpCOHAJIe

T') KOJIEKC TIOBEICHUS COTPYIHUKOB

9. @ukcarnys ynpaBlIeHYECKOTO PEIICHHsI Ha HOCUTENE HHPOPMAIIMK HA3BIBAETCS

a) TOKYMEHTHPOBaHHUE

0) MOCTaHOBJICHUE

B) JCJIONTPOU3BOICTBO

') TOKyMEHTO000POTOM

10. OTmeThTE BepHOE YTBEPKIACHUE:

a) HAMMEHOBAHUE OPTaHU3AIMH JTOJHKHO COOTBETCTBOBATH HAMMEHOBAHUIO, 3aKPETNICHHOMY B €€
yUpEeAUTEIbHBIX TOKYMEHTaX

0) cokpalieHHOEe HAaMMEHOBAaHUE OPraHU3alliy, 3aKPEIUICHHOE B €€ YUPEAUTEIbHBIX JOKYMEHTAX,
MOMENIAIOT Ha OJIaHKE BhIILIE TIOJTHOTO HAMMEHOBAHUS

B) CHaJaja Ha OJaHKE YKa3bIBACTCS HAMMEHOBAHHME OPTaHHM3AIMH HA HHOCTPAHHOM SI3BIKE, TIOTOM
— Ha pyCCKOM

r') cHa4yana Ha OJaHKe yKa3bIBaeTCS HAMMEHOBAaHWE CTPYKTYPHOTO IMOJPA3ACTCHHS OpTaHU3aIHH,
MOTOM — HAMMEHOBAaHUE OpPTraHU3alUN

11. M3noxeHne TeKcTa OT TPEThEro JHIa €IMHCTBEHHOTO MU MHOXKECTBEHHOTO YHCIIA HCIIONb3Y -
eTcst

a) B OpraHU3allMOHHBIX TJOKYMEHTAaX, YCTAHABIUBAIONINX MIPaBa U 00S3aHHOCTH OpPraHU3alun

0) B IEJIOBBIX MMUChbMaX U COBMECTHBIX JOKYMEHTaX

B) B JIOKYMEHTaX OpPTaHU3AINMA, JCHCTBYIOIINX Ha MPUHITUIAX €IMHOHAYAIHS

T') B pacCloOpsAUTEIbHBIX IOKYMEHTAX OPraHu3aluid, peryIupyomux QyHKIUN yIIpaBiIeHUSs

12. [oanuck — 00s3aTeIBHBIN PEKBUZUT

a) 715 BCeX JOKYMEHTOB

0) TOJIBKO IS ITHCEM

B) TOJIBKO JIJISl IPUKA30B U PACTIOPSKEHUI

T') JUTIsl OpraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB

13. B nepByto ouepeqib COrIaCOBAHUE JOKYMEHTA OCYIIECTBIISIETCS
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a) ¢ 00IIECTBEHHBIMU OpPTaHU3AIUSIMHI

0) ¢ opranaMu, OCyIIECTBISIFOITIMH TOCYIapPCTBEHHBIM KOHTPOJIb B JaHHOM 00JIacTH

B) C OpraHU3alusIMU, HHTEPECHI KOTOPHIX 3aTParuBaloOTCs B JOKYMEHTE

T') ¢ KOHTPOJIUPYIOMIUMHU OpraHU3aIUIMU

14. bnank TOKyMeHTa — 3TO

a) KOMUs UCXOAAIIETO TOKYMEHTa, OCTAIOIIAsACs B OpraHU3aIiu

0) mucT GyMaru Wi 3JIEKTPOHHBIN MIa0JIOH C PEeKBU3UTAMHU, ACHTU(DUIMPYIOUIMMU aBTOpa O(H-
[IUAIBHOTO IOKYMEHTa

B) MCIIOJTHCHHBIN TOKYMEHT, TIOJIeXKAIINN CIIUCAHHIO B JIEJI0 JJIs XpaHEHUs,

T') JOKYMEHT, BKIIFOUAIOMUNA B ceOs 11a0JI0H C PEKBU3UTAMH, HACHTH(PHUITUPYIOIMUMH aBTOpa odu-
[IUATBHOTO JIOKYMEHTa

15. Opranu3allMOHHO-PACTIOPSAIUTEIbHBIA IOKYMEHT — 3TO

a) COBOKYIHOCTh PEKBH3UTOB, YCTAHOBICHHBIX B COOTBETCTBUU C pEIIaeMbIMH B JaHHOU chepe
JeSITEIbHOCTH 3aJa4aMHu

0) BUJ MUCBMEHHOTO IOKyMEHTa, B KOTOPOM (DUKCUPYETCsI PEIIeHUE aMUHUCTPATUBHBIX U Opra-
HU3aLMOHHBIX BOIIPOCOB

B) TMPE/CTABICHUE IAHHBIX B OMPEACICHHBIX BUIaX XO3SMHCTBEHHON AEITETLHOCTH

') JOKyMEHT HH(OpMalHs, KOTOpOro (pUKCUpYyeTCsl Ha pa3IuUYHbIX MaTepUaIbHbIX HOCUTEISIX

16. YaudunupoBanHas cuctemMa JTIOKyMEHTAIUH — 3TO

a) COBOKYITHOCTh B3aMMOYBSI3aHHBIX YHU(MUIIUPOBAHHBIX (POPM JOKYMEHTOB, 0OCCIICUMBAIOIIUX
JIOKYMEHTHUPOBAHHOE MPE/ICTABICHUE JAaHHBIX B OMPEICICHHBIX BUaX X03iCTBEHHOU JIEATEIHHOCTH

0) xoMIIeKC (PYHKIIMOHUPYIOMIKMX B cepe yNpaBlICHUS TOKYMEHTOB, METOJUYECKAE MAaTEpPHAITBI
10 pa3pabOTKe KOTOPBIX CO3/IAI0TCS] PYKOBOACTBOM OpPTraHU3AIMii CAaMOCTOATEIBHO

B) YCTaHOBJICHHE €IMHO00pa3us cocTaBa M (HOpM yIpaBIEHUYECKUX JOKYMEHTOB B KaKJ10M KOH-
KPETHOM OpraHu3aluu

I') COBOKYITHOCTb JIOKYMEHTOB, B COOTBETCTBUU C PEIIa€MbIMH B JaHHOW cdepe NesATeNbHOCTH 3a-
JadamMu ¥ 0()OPMIICHHBIX B ONPEICIEHHOM TMOPSIKE Ha HOCUTENEe HHPOPMAITUN

17. Tlpuka3 (pacnopspKeHHe) — 3TO

a) MPaBOBOM aKT, ONIPENCISAIONINA CTPYKTYPY, (GYHKIIUH U MTpaBa OpraHu3aluu

0) mpaBOBOIl aKT, U3aBaeMblil B LENSIX pa3pelieHHs BaXHEHIINX ONepaTUBHBIX BOINPOCOB Jies-
TETHHOCTH OPTaHU3AINH PYKOBOIUTEIIEM OPTaHU3AIHH

B) HOPMATUBHBII aKT, yCTaHABIMBAIOIIUN CTATYC, 3aa4 U QYHKLUH, TIpaBa, MOPSAIOK JAeATeIbHO-
CTH CTPYKTYPHOTO MOApa3e/ieHUs] OpPraHU3aIiH

T') IPaBOBOM aKT B KOTOPOM, YIIPaBICHYECKHUE PEIICHUs, UAYIIHE OT PYKOBOJUTENSI OpPraHU3allu K
€€ CTPYKTYPHBIM TOJpa3IeICHUsIM U PaOOTHUKAM 00S3aTeIbHBI JJIs1 UCTIOTHCHHUS

18. KoHcTatupyroiasi 4acTh MpuKa3a COACPIKUT:

a) IOPYYEHHUs C YKa3aHUEM MCIIOJIHUTENS (MCIIOJHUTENEH) U CPOKOB MCIIOIHEHUS

0) 3aroJOBOK K TEKCTY MpHKa3a, OTPAXKAIOLIUI coAepKaHue TEKCTa MpUKas3a

B) IIeJTH, 3a1a4M, (DAKTHI ¥ COOBITHS, MMOCTYKHBIIIKE OCHOBAHUEM JJIsI U3JJAHUSI PUKa3a

T') IOPYYEHUS IO OCHOBHOM AESITEITLHOCTH

19. Cny)xe0HO€ MUCHEMO SIBIISICTCS

a) pacHopsSAUTEIbHBIM JOKYMEHTOM, KaCaroIIMMCSI TMYHOTO COCTaBa

0) cpencTBOM OOIIEHUS C OpraHU3alMsIMU U YaCTHBIMHU JIMIIAMH BO BHEIIIHEH Cpefe

B) BHEIITHEH CITY)KEOHOM 3alMCKONW PYKOBOJUTES B BBIIIECTOSIIYIO WHCTAHITHIO

') OCHOBHBIM JJOKYMEHTOM OpraHU3alluu

20. JlokyMeHTBI, OTHOCAIIHUECS K KaJpOBOM JOKYMEHTAILINH, PETIIAMEHTUPYIOT

a) COIMaJIbHBIC OTHOIICHUS Ha PHIHKE TPyIa

0) TpyJIOBBIC OTHOIIEHHUS B OPTaHU3AIUN

B) MPOM3BOJICTBEHHBIC OTHOIICHUS B OpraHU3aI[uN

') B3aUMOOTHOIICHUS Ha IPEANPUATUN

14.1.4. Bonipochbl /il NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CeMUHAPaM
TpeOoBanus k O1aHkaM JOKyMeHTOB. [10IroToBKa K COCTaBICHUIO TOKYMEHTOB. CXeMbl pacroio-
KeHHs 1oKyMeHTOB. CocTaBieHue GpopmyisipoB 10KyMeHTOB. OOmuii 61aHK. biaHk KOHKpeTHOro Bujaa
JIOKyMeHTa. biiank nuceMma.
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O6ume TpeboBaHus K oopmiIeHHIO TeKcTa oTyeTa. OdopmieHHE TUTYABHOTO JIMCTA, PUCYHKOB,
TaOJIMII, CIIUCKA UCIIOJIb3YEMbIX HICTOUHUKOB

[TpaBuna cocraBieHus U 0pOPMIICHHS OPTaHU3AIMOHHO-PACTIOPSIIUTEFHBIX JOKYMEHTOB (yCTaB,
HOJIOKEHHE, ITaTHOE PAaCIUCaHUe, HHCTPYKIMS, IPUKa3, pacCIOPsLKEHHE, PELIeHNE, IPOTOKON, TOCTAaHOB-
JICHUE)

[IpaBuna coctaBieHuss ¥ O(OpMIIEHUS HHPOPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB (Z1€]10BOE
NUCHhMO, TOKJIAIHAs U CIy)KeOHast 3aITUCKH, aKT, CIIpaBKa, u JIp. )

ITpaBuna coctaBieHuss U OQPOPMIICHHUS JOKYMEHTOB JIMYHOTO XapakTepa (3asBlICHHE, XapaKTepH-
CTHKa, aBTOOMOrpadus, pe3rome, OT3bIB U Ap. )

[Tomxoapl K CO3MaHUIO CHCTEM AJIEKTPOHHOTO JIOKYMEHTOOOOpoTa. TpeboBaHus K cucTeMaM. JTa-
bl BBIOOpA CHCTEMBl aBTOMATHU3aLMU. JTalbl BHEAPEHHSI CUCTEMBI aBToMaTH3auuu. CUCTEMBbI aBTOMATH -
3alUM TOKYMEHTONOTOKa. CHCTEMBI JIEKTPOHHOTO JOKYMEHT0000poTa. OCHOBHBIE TEXHOJIOTUU PaOOTHI C
JnokyMeHTaMHu. OCHOBHBIE CBOWCTBA CHCTEMBI 3JIEKTPOHHOTO TI0KyMeHTooOopoTa. OcHoBHbIE TUIBI CO/I.

Homenknatypa aen. Buasl HomeHknatypsl. @opmupoBanue aei. OpraHu3anusi XpaHEHHs JT0KY-
MEHTOB Ha npeanpuatuu. IloaroroBka 10KyMEHTOB K Ca4Ye B apXHUB.

14.1.5. Bonipocsl 1151 324€Ta ¢ OLEHKOM

. JIOKYMEHT U €ro MeCTO B CUCTEME YIPaBICHUS
. HopmaTuBHO-MeTOMUECKUE aKThI, PETJIAMEHTUPYIOIIUE CO31aHue U 0POpMIICHHE TOKYMEHTOB.
. JIOKyMeHTOBeZIeHHE KaK HayyHasi IUCHUIUIMHA: OOBEKT, IPEAMET, OCHOBHBIE METO/IBI.
. I[TonsiTHe «MHPOPMALS» U €r0 pa3BUTHE.
. [loHsiTHE «IOKYMEHT» U €TO Pa3BUTHE.
. O61me u yacTHble PYHKIMH JOKYMEHTA.
. CiocoObl TOKYMEHTUPOBAHUS U UX Pa3BUTHE.
. IlonsiTHE CTY’)k€OHOTO TOKYMEHTUPOBaHMS U TPEOOBaHUS K JOKYMEHTaM.
. [lopsaok perynupoBaHus, COTJIACOBAHUS U OJAINMCAHUS YIPABIEHYECKUX JOKYMEHTOB.

10. CymHocTh yHU(UKAMY U CTAaHAAPTH3ALUN YIIPABICHUECKUX JOKYMEHTOB.

11. IIpaBuia opopmiieHus CiIyK€OHBIX TOKYMEHTOB.

12. PekBU3UTHI U MX IpeHA3HAUCHHE.

13. OOumne TpedboBaHus K JOKYMEHTHPOBAHHIO YIIPABIEHYECKON JAESITEIbHOCTH.

14. CocraB, conep:kaHue U 0OCOOCHHOCTH peau3aliy TpeOOBaHUN K pacIoNIoKeHHI0 U odopmiie-
HUIO PEKBU3UTOB JIOKYMEHTOB.

15. CtpykTypu3anus TEKCTOB YIPaBICHYECKUX JOKYMEHTOB.

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

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

18. Opranu3zaioHHO-pacnopsiAuTeNbHAs JoKyMeHTauus. OCHOBHbIE BUbI YIPABICHUECKUX JI0-
KYMEHTOB.

19. UndopmanimoHHo-cripaBouHasi JokyMeHTalus. OCHOBHbIE BUIbI

20. IIpaBuna ¥ CTWIb HAIIMCAHMS I€JIOBOTO NMHChMA.

21. Buapl Aen0BOro nuchma.

22. OcoOGeHHOCTH NIEPENUCKU ¢ THOCTPAaHHBIMU APTHEPAMHU.

23. Bupl IOTOKOB JOKYMEHTOB U CTaJJUH UX 00pabOTKH.

24. Peructpauusi JOKyMEHTOB.

25. KoHTpOIb NCTIONHEHUS IOKYMEHTOB.

26. Homenkmnatypa nen u ux popmMupoBaHue.

27. Odopmienue aei.

28. XpaHeHue Aell U MOPsIOK C1a4l UX B apXHUB.

29. Pabora ¢ JOKyMEHTaMH, COJepP KalIUMU KOMMEPUYECKYIO TalHYy.

30. IlonsiTHE “37€KTPOHHBIA JOKYMEHT B MH()OPMALMOHHON CUCTEME OpraHU3aluH.

31. TepMHUHOJIOT |, UCTIONb3YyeMasi B CUCTEMAaX 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

32. 3aymaun cucTeM 3JIEKTPOHHOTO JOKYMEHTOO000pOTa.

33. YmpaBieHue 371eKTPOHHBIMU T0KYMEHTAMHU.

34. Knaccuduxamusi CUCTEM AIEKTPOHHOTO TOKYMEHTOO0O0pOTA.

35. Tloaxoap! K CO3IaHUIO CUCTEM BJIEKTPOHHOTO JOKYMEHTOO0OpOTA.

03N DN~ W~
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36. Dransl BRIOOpa U BHEIPEHUS CHCTEMBbI aBTOMATH3AlIHH.

37. IlpoGieMbl TPaBOTO PEryIMPOBAHUS AICKTPOHHOTO JOKYMEHTOO000POTa.

38. Dranbl pa3BUTHS JOKYMEHTOOOOPOTA.

39. TloHATHS, TPUHITUIIEI 1 OCOOEHHOCTH MOCTPOCHUSI ABTOMAaTH3UPOBAHHBIX CHUCTEM KOHTPOJIS
ucnonHenus TokymeHToB (ACKU /).

40. CucTtemsbl 3JIEKTPOHHOTO JOKyMeHTooOopoTa. O0mue nonoxenus. Haznauenus CO/I.

41. OCHOBHBIE CBOWMCTBA CUCTEM IJIEKTPOHHOTO JIOKYMEHTOO00pOTA.

42. OCHOBHBIE TEXHOJIOTUHU PabOTHI ¢ JokyMeHTamMu B CO/I.

43. O0mas ki1accuuKaIys CUCTEM AIEKTPOHHOTO JOKYMEHT0000poTa.

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

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

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

C napyumeHusMu
ciiyxa

[TpeumyieCTBEHHO MUCHMEHHAS
npoBepKa

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

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

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

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

- B IleyaTtHoi (opme;

- B IIeYaTHO! (hopMe ¢ YBEITHUYEHHBIM HIPUPTOM;

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

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

- IIPEJOCTaBIICHUE 3a/1aHUs C UCIIOJIb30BAaHUEM CYPIONIEPEBOA.

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

- MUCbMEHHO Ha Oymare;

- HaOOp OTBETOB HAa KOMIIBIOTEPE;

- Ha0Op OTBETOB C UCIOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- IIPE/ICTaBJICHNE OTBETOB YCTHO.

[Tponienypa orneHHBaHUs pe3yIbTAaTOB OOYYEHMs JIMIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbs M1 MHBAIHJIOB IO JUCHHUIUIMHE TPEITyCMaTPUBACT MPEIOCTaBIeHne HHpopManuy B popMax, aJaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 370POBbS U BOCIPUATHS HH(POpMALIUK:

JL1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOIO IOKYMEHTA;

- B [le4aTHOU (hopMe yBETNYEHHBIM HIPUPTOM.
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JIJist JiM1L ¢ HAPYIIEHUsIMU CJIyXa:

- B (hopMe ANIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (hopme.

JIJ1s1 Jid1L ¢ HAPYLIEHUSIMU ONIOPHO-IBUTaTeJILHOIO annapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (opme.

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