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HampasnennocTs (mpoduis) / cneruanu3anys: AIMUHHCTPATHBHOE U TEPPUTOPHUAJILHOE YIIPaABJIeHHe
®opma oOyuyeHMs: 3a04Hass (B TOM 4YHCJIe ¢ NMPUMEHEHHeM JUCTAHIMOHHBIX 00pa30BaTe/IbHBIX
TeXHOJIOTHil)

@axynbreT: P10, PaKyJbTeT AUCTAHIUOHHOTO 00yYeHHUS

Kadenpa: AOU, Kadeapa apromaruzanum oopadoTku uHGopmManuu

Kypc: 1

Cemectp: 1

VY4eOns1ii mnan zHabopa 2020 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpPEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 1 cemecTp Bcero Ennaunner
1 CamocTositenpHast paboTa o1 pyKOBOJICTBOM 8 8 4acoB
Mpeno/iaBaTest
2 Yacel Ha KOHTPOJIbHBIE PabOTHI 2 2 4acoB
3 CamocrosiTenbHast paboTa 94 94 4acoB
4 Bcero (6e3 sx3ameHna) 104 104 4acoB
5 ITonroroska u cgada 3adera 4 4 JacoB
6 OO01ast Tpy10EMKOCTh 108 108 4acoB
3.0 3.E.

KonTposnbsnbie padotsl: 1 cemectp - 1
3auét: 1 cemecTp

Tomck
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Paccmorpena u onoOpena Ha 3acenanuu kadeapsl
npotokos Ne 332 ot « 10 » 12 2019 r

JINCT COI'TTACOBAHUA

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
toBkH (crienuanbHOocTH) 38.03.04 T'ocymapcTBeHHOE M MYHHMIIMMIAIBHOE YIPABJICHHE, YTBEP)KICHHOTO
10.12.2014 roma, paccmoTpeHa u omoOpeHa Ha 3acemanuu kadeaper AOU «  » 20

rojyia, mpoToKoi Ne

Pa3zpaboTunku:
noneHt kap. AOU

CT. mpenogaBarens kadg. AOU

3aBeayromumii odecreunBaronieii kad.
AOU

10. B. Mopo3zoBa

E. K. ManaxoBckas

A. A. Cunopos

Pabouas mporpamma JTUCIUIUIMHEI COTIIacoBaHa ¢ (DaKyIbTETOM M BBITyCKaroIel Kadeapoii:

Hexan ®J10

3aBenyromnuii BeITycKaroIen kag.
AOHN

OKCIEPTHI:

JlonieHT Kadenpbl aBTOMaTU3aLUHU 00-
pabotku unpopmaruu (AON)

Crapumii npenojasarenb Kagerpbl
TEXHOJIOTHH AJIEKTPOHHOTO O0YyUCHHS
(T20)
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
MOJIYYCHHE TEOPETUYECKUX 3HAHUM M MPUOOPETEHNE MPAKTUUECKUX HABBHIKOB JJOKYMEHTHPOBAHUS
nHGOPMAIUH PA3TUYHBIMU CIIOCOOAMH HA OCHOBAaHUU JIEUCTBYIOIINX HOPM U TIPABHIT

1.2. 3agaun IMCHMIIINHBI
—  PaCKpBITh CYHUTHOCTh JJOKYMEHTa KaK COLIMOKYJIBTYPHOTO ()€HOMEHA, BUJIBI M (PYHKIIMH JIOKY-
MEHTOB;
—  U3YYUTh TMpaBWIA COCTABJICHUS U OPOPMIICHUS JIOKYMEHTOB (OpraHU3aIMOHHO-PACTIOPSIN-
TEBHBIX, MH(HOPMAITMOHHO-CIIPABOYHBIX U JIP.);
—  COBEpUICHCTBOBATh HABBIKH PAOOTHI C NEKTPOHHBIMH TEKCTOBBIMU PEIAKTOPAMH;
—  pa3BUTh HABBIKM BHUMATEIbHOCTH, aKKyPaTHOCTH IIPH COCTABJICHUH IOKYMEHTAIUH.

2. MecTo nucuuiiiuebl B cTpykrype OIIOII

Hucuuminna «OcHoBbl aenomnpousBojactsa» (b1.B.02.01) otHocutes k 6moky 1 (BapuaTuBHas
4acTh).

[TpeamecTByOIKUMU TUCHMITIMHAMY, (DOPMUPYIOIIMMH HayaJlbHbIE 3HAHMS, SABISAIOTCS: JlenoBble
KOMM YHHKAIHH.

[Tocnenyomumy AUCHUIUIMHAMU SIBISIOTCS: 3alMTa BBITYCKHOW KBAIM(UKAMOHHONW paloThI,
BKJItOYasl MOATOTOBKY K IMpOLEAype 3alIUThl U Mpolenypy 3amuTel, NHdopMalmoHHble TEXHOJIOTUU B
YIPaBICHUH.

3. TpeGoBaHus K pe3yJbTaTaM OCBOCHUS JUCHHUIIMHBI

[Tpouecc n3yueHus: AMCUUILIMHBI HaMpaBjieH Ha (JOPMUPOBAHUE CIEAYIOIUX KOMIIETEHIUH:

— TIK-5 ymeHuem pa3pabareiBaTh METOAWYECKHE U CIPAaBOYHBIE MaTepHalIbl IO BOIIPOCAM Jesi-
TEJIbHOCTH JIMII Ha JOJDKHOCTSIX TOCYJapCTBEHHOM Tpak1aHckoi Poccuiickoit deaepanuu, rocyaqapcTBEH-
HOMU ciry’k0bI cyObekToB Poccuiickoit denepanyiv 1 MyHUIMIAIBHON CIyXOBI, JIUI 3aMEIIAI0IIUX TOCY -
JIapcTBEHHBIE NODKHOCTH Poccuiickoit denepaliny, 3aMeIarofX roCcyIlapcTBEHHBIE IOJDKHOCTH CyOheK-
ToB Poccuiickoii @enepanuu, TOHKHOCTH MYHHLIMIAIBHOW CIyXObl, a AMUHUCTPATUBHbIE JTOJDKHOCTH B
TOCYJapCTBEHHBIX U MYHUIMIAIBHBIX NPEANPUATUAX U YUPEXKIECHUSAX, B HAyYHBIX U 00pa3oBaTEIbHBIX
OpraHu3alusIX, NOJUTUYECKUX MapTHIX, OOIIECTBEHHO-TOJIMTHUYECKUX, KOMMEPUYECKUX U HEKOMMepue-
CKHMX OpraHH3aIusx ;

— TIK-8 criocoGHOCTRIO TPUMEHATh UHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B MPO-
(beccroHaNbHON AEATEIBHOCTH C BUJICHHEM X B3aUMOCBSI3€H U IEPCIIEKTUB UCTIOIb30BAHMUS

B pe3ynbraTe u3yueHus JUCIUILIMHBI 00Yy4aOIIUICs TOJKEH:

— 3HATh JOKYMEHTOBEIYECKYI0 TEPMHUHOJIOTHIO; HOPMAaTHUBHBIE JOKYMEHTBI, PETIAMEHTHPYIO-
1€ COCTaBJIeHuE U 0POpPMIIEHUE TOKYMEHTAIUH, MOPAIOK pabOThl C HUMHU; OCHOBBI JI€JIONPOU3BO/ICTBA
U DJICKTPOHHOTO JIOKYMEHTO000OpOTa B OpraHM3alUsAX, IPUEMBbl UCTIONB30BAaHHUS TOKYMEHTO000POTa; ro-
CYAapCTBEHHYIO MOJIMTUKY B chepe TOKyMEHTAMOHHOIO OOECIIeUeHUs YIpaBiIeHUs IEKTPOHHBIMU J0-
KYMEHTaMH U 3JIEKTPOHHBIM IOKYMEHTOOOOPOTOM; COBPEMEHHbIE TPEOOBaHUS K OpraHU3alUH, IPaBUiIa 1
HOPMBI pabOThI C JOKYMEHTaMU; MPUHIIMIIBI U MPOLIETypPhl TOATOTOBKY OPraHU3allMOHHBIX U Paclopsiau-
TEJIHBIX JOKYMEHTOB C UCIOJIb30BAaHHEM COBPEMEHHBIX TEXHUYECKHX CPEACTB U MH(POPMALMOHHBIX TEX-
HOJIOTUH; IpaBUJIa TOKYMEHTAJIbHOTO O(OPMIICHHUS PEIICHUH B YIIPaBJICHUN;

— YMeTh Ha OCHOBE COOpaHHON MH(OPMAIMH ONPEACIATH LIEIH, BEIOUPATh CPEACTBA BEICHHS
JIeNTIOBOM TOKYMEHTAIMH; TPAMOTHO pa3padareiBaTh U 0OPMIISTH YIPABICHUYECKHUE TOKYMEHTHI, HCIIOIb-
3yeMble B I€ATEeIbHOCTH OpraHU3aliii; COCTABIATH U MPABUIBLHO OOPMIISITH OpraHNU3aMOHHbIE U Pacio-
PSIUTENBHBIE TOKYMEHTHI ¢ IPUMEHEHHUEM MH(POPMAIIMOHHO-KOMMYHUKAIIHOHHBIX TEXHOJIOTUN; HCIIOIb-
30BaTh BO3MOXKHOCTHU OOMIETO M AJIIEKTPOHHOTO JOKYMEHTOOOOpOTa UIsi MPUHATUSA U JOKYMEHTAJIBHOTO
oopMIIeHHUs yIIPaBIIEHYECKUX PEIICHUH; UCTIOIB30BaTh B CBOCH MPO(PECCHOHAIBHON NeSITeIbHOCTH MPH -
KJIaJIHbIE MTPOTPAMMHBIE CPEJICTBA U CPEACTBA OPITEXHUKHU; CAMOCTOATEIbHO OCBAUBATh 3HAHMSI, HEOOXO-
JUMBIE [T pabOoThI C TOKYyMEHTOOOOPOTOM B KOHKPETHBIX Chepax AesITeIbHOCTH OpraHu3aluu; ONepupo-
BaTh 3HAHUSIMHU, [TOJIYYEHHBIMH I10 JI€JIONPOU3BOJCTBY B MPOGECCHOHATBLHON e TEIbHOCTH;

—  BJIAJIeTh MOHATH CYIIHOCTh U Ha3HAYCHHE JOKYMEHTOB, MX BUJIbI U (DYHKIIMH; COBEPIICHCTBO-
BaTh HAaBBIKU PA0OTHI C AJIEKTPOHHBIMH TEKCTOBBIMHU PEIAaKTOPaMH; HaBbIKaMU O(OpPMIICHUS TOKyMEHTa-
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OUH B COOTBCTCTBUHU C I[CflCTByIOIlIHMPI CTaHJapTaMH1 B TCKCTOBBIX PCAAKTOPAX; HABbIKAMW BHUMATCIIBHO-

T'0, aKKypaTHOT'O COCTAaBJICHUA JOKYMCHTallUH

4. O0beM QUCHHUILIMHBI U BUABI Y4eOHOI padoThl
OO01mast TpyI0eMKOCTh AUCIUILTHHBI cOCTaBsAeT 3.0 3a4eTHBIX €AWHUIILI U MIPEJICTABICHA B Ta0JIH -

ne 4.1.
Tabmuma 4.1 — TpyA0eMKOCTh TUCIUILTHHBI

Bunel yueOHOI nesTenbHOCTH Bcero gacos Cemectpsl
1 cemectp

KonTaktHas pabora (Bcero) 8 8
CamocTosTenbHas padboTa 1noj pyKoBOACTBOM 8 8
npenoaasaresns (CPII)

Yacbl Ha KOHTPOJIbHBIE pabOTHI (BCETO) 2 2
CamocTosiTenbHas paboTa (Bcero) 94 94
[ToaroroBka K KOHTPOJBLHBIM paboTam 18 18
CaMocTosiTeNnbHOE N3y4eHUE TeM (BOIIPOCOB) 76 76
TEOPETUYECKOM YacTu Kypca

Bcero (0e3 sx3amena) 104 104
[ToaroroBka u cpaya 3aueTa 4 4
OO6miast TpyI0€MKOCTb, 4 108 108
3aueTHpie EanHnIie 3.0

5. Conepixanue TUCHUTLIMHBI
5.1. Pa3zaenbl AMCHUILIMHBI U BUABI 3AHATHI
Paznensl AMCUUITITMHBL U BUABI 3aHSATUI NPUBEICHBI B Tabmwuie 5.1.
Tabmuua 5.1 — Pa3nensl AUCHUIUIMHBI M BUIbI 3aHSATHI
Bcero
Cam Hacos dopmupyemslie
Ha3Banus pasnenoB MUCIUILTAHBL CPII, u ) (6e3 PMHPY
pab., g KOMIIETEHIIHU
IK3aMEHa
)
1 cemectp

1 IIpaBoBBIE 1 HOPMATUBHBIE OCHOBBI JEIONPOU3- 1 8 9 [IK-5, TIK-8
BOJICTB

2 Cranmaprtu3anus npolecca J0KyMEHTHPOBAHUS 1 12 13 IIK-5, ITK-8
3 Opra"u3aimoHHO-PACTIOPSIANTENbHAS IOKYMEH- 1 12 13 [IK-5, TTIK-8
TaIusl: OJArOTOBKa U 0(hOpMIICHHE

4 JIokyMeHTallMOHHOE Oo0ecIreueHre KaapoBou pa- 1 10 11 [IK-5, TTK-8
00THI

5 Opranuzanus paboTsl C JOKYMEHTaMHU 1 10 11 [IK-5, TIK-8
6 CoBpeMeHHBIC HHPOPMAITMOHHBIE TEXHOJIOTHH B 1 12 13 [TK-5, TIK-8
JIEJIONPOU3BOICTBE

7 KynbTypa Ae10BOI MUCbMEHHOMN peun: UCTOPHUS 1 1 12 13 [IK-5, TTIK-8
COBPEMEHHOCTb.

8 OCcoOEHHOCTH SI3bIKA CITY)KEOHOTO TOKYMEHTA. 1 6 7 ITK-5, TIK-8
9 PenaktrpoBaHue TEKCTa CIY>KEOHOTO TOKYyMEHTA 0 12 12 [TK-5, TIK-8
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Hroro 3a CEMCECTP

8 94

104

Hroro

8 94

104

5.2. Conep:xanue pa3aejioB TUCHHUILNINHBI (CAMOCTOSATEIbHAsI Pa00Ta M0/ PYKOBOACTBOM

npenoaaBaTeJis)

CopeprkaHue pa3/ieyoB TUCIUILIUH (CaMOCTOsTeNbHAs padoTa Mol PyKOBOJCTBOM IMPETOaBATENsI)
MIpUBEICHO B TabwmIe 5.2.
Tabmuma 5.2 — ComepkaHue pasaesioB IUCIUIUIMH (CaMOCTOATENbHAs paboTa 1o PyKOBOJCTBOM IPETO-

JlaBaTesi)
ConeprkaHue pa3ieiaoB TUCIUTLIAHBI
ACep pasa At Tpynoemkocts, | Dopmupyemblie
HazBanus pazzaenos (camocTosiTenbHas paboTa 1moj
q KOMITETEHIIUU
PYKOBOJICTBOM TIpero1aBaTels)
1 cemectp
1 TIpaBoBrIe 1 OcHOBHBIE TIOHATHUS AEIONPOU3BOICTBA. 1 I1K-5, ITIK-8
HOpMaTHUBHbIE OCHOBBI | DyHKIMHK noKymMeHTa. Knaccudukamus 1o-
JIEJIONPOU3BO/ICTB KyMeHTOB. Cuctema JOKyMEHTallMy Ha rocy-
JapcTBEHHOM ciy»6e. HopmartuBHO-1paBo-
BO€ U METOJMUECKOE 00eCIIeYeHue JIeNo0-
MIPOU3BOCTBA.
Hroro 1
2 Cranmaptu3zanus CocTaB peKBU3UTOB IOKYMEHTOB. TpeboBa- 1 ITK-5, TIK-8
nporecca HUS K 0()OPMIICHHIO PEKBU3UTOB JJIOKYMEH-
JOKYMEHTHPOBAHUS TOB. TpeboBaHus K OlaHKaM JOKYMEHTOB.
Hroro 1
3 Opranu3anoHHO- OpranuzannonHas JoKkyMeHTanus. Pacrops- 1 I1K-5, IIK-8
pacrnopsiAuTeabHas quTenbHas JokyMeHTanus. CripaBoyHO-
JOKYMEHTALMS: UH(QOPMAILMOHHAS U CIIPABOYHO-aHATUTHYE-
MOJIrOTOBKA U CKasl JOKYMEHTAIIHS.
oopmienue Vitoro 1
4 JlokymeHnTtanronHoe | CTpyKTypa U COepKaHHe KaIpOBOMl JOKY- 1 ITK-5, TIK-8
obecrieueHne KaapoBoi | MeHTaruu. OpraHu3alMoOHHO-KaIpOBbIE J0-
paboThI KyMeHTbI. OpraHu3aiOHHO-PACIOPSAH-
TeJbHbIE JOKYMEHTHI. JJokyMeHTUpOBaHuE
TPYAOBBIX OTHOILIEHUH. JJoKyMeHTaIlMOHHOE
COIPOBOX/IEHNE NPOLENYP KaIPOBbIX TEXHO-
JIOTHH.
Hroro 1
5 Opranumzanus padbots!  Opranuzanus J0KymMeHTooboporta. Opranu- 1 I1K-5, IIK-8
C IOKyMEHTaMu 3alys KOHTPOJISl UCTIOJHEHUS JOKYMEHTOB.
CocraBnenue HoMeHKIaTypsl Aei. [loaro-
TOBKA JIOKYMEHTOB K Ilepejjaue Ha XpaHEeHUe
B apXUB
Hroro 1
6 CoBpeMEeHHBIE HopMmatuBHO-MeTOIMYECKOE W TPABOBOE 1 [K-5, TIK-8
uHGOpPMAIMOHHBIE o0ecreueHre CTaHAapTU3aIMi U aBTOMaTH-
TEXHOJIOTUHU B 3alMu aenonpou3BoacTBa. OCHOBHBIE MOHS-
JIEJIONPOU3BOICTBE THS1 DJIEKTPOHHOTO Jienonpou3BoacTea. Cu-
CTEMBbI aBTOMATHU3alMH JEI0NPOU3BOCTBA.
DNEeKTPOHHOE TOKYMEHTUPOBaHUE. DIeK-
5
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TPOHHBIN TOKYyMEHTOOOOPOT.

Hroro 1
7 Kynbrypa nenoBoii | OCHOBHBIE aCIIEKTHI KYJIBTYPbI 1€JI0BOI 1 I1K-5, IIK-8
MACbMEHHOW peuH: peun. Micropust pycckoii JeJI0BOM TMCEMEH-
UCTOPHS U HOCTH U pa3BUTHE TOKyMeHTa. lIHTepHamo-
COBPEMEHHOCTb. HAJIbHOE U HALIMOHAJIBHOE B CIyKEOHOM J10-
KyMEHTE.
Hroro 1
8 OcobenHocty s3pika | CTaHAApTU3ALMS S3bIKA JOKYMEHTA. SI3bI- 1 I1K-5, ITIK-8

CITy>keOHOTO KOBBIE TpeOoBaHUS K O(OPMIICHHIO PEKBHU3U-
JIOKYMEHTA. TOB JIOKyMEHTa. SI3b1k0BOE 0hopmiteHuEe

JUYHBIX JJOKYMEHTOB. J[eToBO€ MUCHMO:

BUJIBI U SI3BIKOBOE OhopmIteHuE

Hroro 1
Hroro 3a cemectp 8

5.3. Paznenbl JMCUMILNIMHBI M MEKIMCUMILUIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (NPeAbl Ty IIUMH)
U o0ecrieynBaeMbIMH (MOCJIEAYONIUMH) TUCHUIIHHAMU
Paznmenpl TUCHUTUIMHBI M MEXIUCIUTUTMHAPHBIC CBSI3U C 00ECTICUMBAIOIIMMHU (TIPEABIAYIIIUMU) U
obecrieunBaeMbIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAME TIPEICTAaBICHBI B TabmuIe 5.3.
Tabmuua 5.3 — Pa3nensl AUCHUTUTMHBI M MeXKAUCIUIINHAPHBIC CBSI3U

Ne pa3nenoB gaHHON AMCHUIUIMHBL, TSI KOTOPBIX HEOOXOAUMO U3yueHHE

HayuMeHOBaHKE TUCIUILTHH o0ecrneynBaroLMX 1 00eceunBaeMbIX AUCLHUIUINH

1 2 3 4 5 6 7 8 9
[IpeauecTByromue JUCUUIIIUHBI

1 JlenioBble KOMMYHUKAIIUH + +

[Tocnenyromue TUCIUIIITUHBL

1 3amuTa BBITYCKHOM KBaJlU-

(huKaMOHHON PabOThI, BKIIO- . n . . n . n . .

yasi OJIFOTOBKY K MpOLEaype

3aIUTHI ¥ TIPOIEAYPY 3aIUTHI

2 NudopmaninoHHbIE TEXHO- N .

JIOTUU B YIIPABICHUHN

5.4. CooTBeTCTBHE KOMIIETEHIIHIT, POPMUPYEMBIX NPH U3YYEeHUU THCHHILUINHBI, 1 BUI0B 3aHSI THIi
CoOTBeTCTBHE KOMITETCHIMH, (OPMUPYEMBIX INPH W3yYCHUW IUCHUIUIMHBI, W BUAOB 3aHATHM
npeCcTaBIeHo B Tabmmie 5.4.
Tabmuua 5.4 — CooTBETCTBHE KOMIETEHINH, POPMUPYEMBIX MPU W3YyYCHUH JAUCIMIUIMHBI, ¥ BUIOB 3aHS-

THH
Bungn! zagsatuit
Komnereniuu ®opMbI KOHTPOJISI
CPII Cam. pa6.

IIK-5 + + KontponsHas padota, Tecr, [IpoBepka
KOHTPOJIbHBIX padoT, 3a4€T

I1K-8 + + KontponsHas padota, Tecrt, [IpoBepka
KOHTPOJIBHBIX pabot, 3a4éT

6. UaTepakTHBHBIE MeTOAbI U (JOPMBI OPraHU3aANNH 00yUEeHUsI
He npenycmotrpeno PVYII.
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7. JIaGopaTtopHbie padoThI
He npenycmotrpeno PVYII.

8. Hachl Ha KOHTPOJILHBIE PA0OTHI
Yacel Ha KOHTPOJIbHBIE pabOThI IPpUBECHBI B TabuLe 8. 1.
Tabmuua 8.1 — Yackl Ha KOHTPOJIbHBIE PA0OThI

. Tpynoemkocts, | Dopmupyemsie
Ne Bun KoHTpOiIbHOM paboThI Py ’ PMHDPY
q KOMITETEHIIUU
1 cemectp
1 KontpomnpHas pabota ¢ aBTOMaTu3upOBaHHON 2 [IK-5, TIK-8
MIPOBEPKOMN

9. CamocrosiTesqibHasi padora
Buasl camocTosiTenbHOI paboOTHI, TPYAOEMKOCTh U (hOpMUpPYEMbIe KOMIIETECHIIUN MTPEICTABICHEI B
Tabimize 9.1.
Ta6muia 9.1 — Buabl caMoCTOSITEIbHOM paboThl, TPYAOEMKOCTh B (HOpMHUpPYEMbIe KOMIIETECHIHH

Bunasl camocrositensHol | Tpynoemkocts, | DopMupyembie

Hazpanus pasaenos @DopMbI KOHTPOJIS

paboThI q KOMIIETEHIIH
1 cemectp

1 IIpaBoBsbIe 1 CamocTosTeNIbHOE U3yYe- 6 I1K-5, ITIK-8 3auéTt, KonTposbHas
HOPMAaTUBHBIE HUE TeM (BOTIPOCOB) TEO- pabora, Tect
OCHOBBI pPETHUYECKOM YacTH Kypca
ACIONPOU3BOACTE [ToaroroBka Kk KOHTPOJIb- 2

HBIM paboTam

Hroro 8
2 Cranpaptuzanust | CaMOCTOATENbHOE U3yUe- 10 I1K-5, I[1IK-8 3auéTt, KonTposbHas
nporecca HUE TeM (BOMPOCOB) TEO- pabota, TecT
JIOKYMEHTHPOBAHUS | pETUUECKOM YacTH Kypca

IToaroroBka K KOHTPOJIb- 2

HBIM paboTam

Hroro 12
3 OpranusanuoHHo- | CaMOCTOATENBHOE U3yUe- 10 I1K-5, IIK-8 3auéTt, KonTposbHas
pacropsiiuTenbHas | Hue TeM (BOIPOCOB) TEO- pabora, TecT
JOKYMEHTAIHS: pPEeTUYECKOM yacTu Kypca
TIOArOTORKA H IToaroroBka K KOHTPOJIb- 2
o(opmenne HBIM paboTam

Hroro 12
4 CamocrosiTenbHOE U3yye- 8 IIK-5, IIK-8 3auét, KonrponbHas
JIOKyMEHTAIIMOHHOE | HUE TeM (BOTIPOCOB) TEO- pabora, Tect
obecrieyeHue pPEeTUYECKOI YyacTu Kypca
KaJpoBoii paboTe! IToaroroBka K KOHTPOJIb- 2

HBIM paboTam

Uroro 10
5 Opranu3anus CamocTosTenbHOe U3yde- 8 [1K-5, TIK-8 3auét, KontponabpHas
paboThI ¢ HUE TeM (BOMPOCOB) TE€O- pabota, TecT
JIOKyMEHTaMH1 PETHUYECKOM YacTH Kypca

IToaroroBka K KOHTPOJIb- 2

HBIM paboTam
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Hroro 10
6 CoBpeMEeHHBIC CamocrosiTenbHOe U3yye- 10 [K-5, TIK-8 3auét, KonrponbHas
nH(OpPMAITMOHHBIE | HUE TeM (BOMPOCOB) TEO- pabora, TecT
TEXHOJIOTUHU B pPETUYECKOM YacTu Kypca
ACTIONPOMSBOACTEE | 116 1roroBKa K KOHTPOITb- 2
HBIM paboTam
Hroro 12
7 Kynbtypa CamocTosTenpsHOE U3yde- 10 [TK-5, TIK-8 3auét, KontponbpHas
pi (< (0):10)%1 HUE TeM (BOTPOCOB) TE€O- pabota, TecT
MUCHbMEHHON peUH: |pPEeTUYECKON YacTu Kypca
HCTOpHs 1 [ToaroroBka Kk KOHTPOJIb- 2
COBPEMEHHOCTb. HBIM paGOTaM
Hroro 12
8 OcobeHHOCTH CamocrosiTenbHOe U3yye- 4 IIK-5, IIK-8 3auét, KonrponbHas
A3bIKa CIIY’)KEOHOT0 | HUE TeM (BOIPOCOB) TEO- pabota, TecT
JIOKYMEHTA. PETHUECKOI YacTH Kypca
[ToaroroBka Kk KOHTPOJIb- 2
HBIM paboTam
Hroro 6
9 PenaktupoBanne |CamMOCTOSTENBHOE U3YyYe- 10 [TK-5, TIK-8 3auét, KonTponsHas
TEKCTa CIY>)KeOHOTO | HUE TeM (BOTPOCOB) TEO- pabota, TecT
JOKYMEHTa pPETHUYECKON YacTu Kypca
[ToaroroBka Kk KOHTPOJIb- 2
HBIM paboTam
Hroro 12
Brinonnenne KOHTPOJIb- 2 [1K-5, TIK-8 KonTpomasHas pado-
HOU pabOTHI Ta
Hroro 3a cemectp 94
[ToaroroBka u caada 3a- 4 3auér
qyeta
Hroro 98
10. KoHTpoab camocTosiTeJIbHOI padoThl (KYpCcoBOii MPOEKT / KypcoBasi padora)
He npenycmorpeno PVYIIL.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU yCIIeBaeMOCTH 00y4aroumuxcst
PeittuHroBas cucrema He UCIIOIB3YETCA.

12. YueOHO-MeTOAUYecKOe U MHGOPMANIMOHHOE O0ecTieYeHrue TUCIHIIINHBI

JIMYHOI'O

KabuHeTa

12.1. OcHoBHas JuTepaTypa
1. IHysanosa H. H., IBanosa A. FO. OcHOBBI J1e10poU3BOACTBA. SI3BIK CTYKEOHOTr0 TOKYMEHTa
[DneKTpOHHBINH pecypc]: yUeOHUK M MPAKTUKYM JUTsl akageMudeckoro OakanmaBpuara. — M. : M3marens-
ctBo [Opaiit, 2018. — 375 c. [octyn u3 nu4yHoro kabuHeTa cTyleHTa. — Pexum nocryma:
https://urait.ru/book/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-413325.
2. O6pazoBarenbHblii ctangapt Byza OC TYCVYP 02-2013 (CTO 02069326.1.02-2013) PaGots!
CTY/ICHYECKHE TI0 HAIIPABJICHUSM IMOJrOTOBKH U CIEHUATIBHOCTAM I'yMaHUTapHOro npoduid. loctyn us

CTYACHTA

https://regulations.tusur.ru/documents/71.

CornacoeaHa Ha noptane N2 75259

[OneKTpOHHBIN

pecypc]:

Pexxum JIOCTyna:




12.2. lonotHUTEILHAS JTATEPATYpPa

1. Kyznenos, U. H. JlokymeHTarmonHoe odecrieueHue ynpasiaeHus. JJokyMeHTo000pOoT U J1e710-
MPOM3BOJCTBO [DIEKTPOHHBIN pecypc|: Y4eOHUK M MPaKTUKYyM JUIS MpUKIaaHOTro OakanaBpuara / U. H.
Ky3nenoB. — 3-e u3a., nep. u gon. — M. : U3garensctBo FOpaiit, 2018. — 461 c. JocTyn u3 IU4HOTO
kabuHera cTymeHta — Pexum poctyma:  https://urait.ru/book/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo-412578.

2. Joponuna, JI. A. Opranu3zanus ¥ TEXHOJOTHS JTOKYMEHTALMOHHOTO OOECIeUeHHs yIpaBe-
HUS [ DIEKTPOHHBIN pecypc]: yUeOHUK M MPAKTUKYM I akajeMudeckoro 6akanaBpuara / JI. A. JlopoHu-
Ha, B. C. UputnkoBa. — M. : UznarensctBo FOpaiit, 2018. — 233 c. Jloctyn U3 IMYHOTO KaOWHETa CTy -
nenta. — Pexum goctyma:  https://urait.ru/book/organizaciya-i-tehnologiya-dokumentacionnogo-
obespecheniya-upravleniya-413265.

12.3. YueOHO-MeTOAHYECKHE MTOCOOUS

12.3.1. Obs3aTe/ibHbIE Y4eOHO-METOAMYEeCKHE MOCOOUs

1. Iysanora H.H. OcHoBsI nenonpoun3BozacTBa : 3nektporHsiid kypc / H.H. IllyBanosa. - Tomck:
TYCYP, ®J10, 2018. locTymn U3 TMYHOTO KaOWHETA CTY/ICHTA.

2. Manaxosckas E. K. OCHOBBI 1e10TPOU3BOJICTBA [ DJIEKTPOHHBINA pecypc]: METOIUYECKHUE yKa-
3aHUS 10 OPraHU3alHuy CAMOCTOSTEIBHON paboThl Ui CTYJCHTOB 3a04HON (OpMbI 00ydeHHUsT HAIpaBie-
Hus noaroroBku 38.03.04 ['ocymapcTBEeHHOE M MYHUIIMITAILHOE YIIPaBIIeHHE, O0yJaIOMIUXCs ¢ IPUMEHE-
HUEM JHCTAaHIIMOHHBIX oOpa3oBatenbHbIX TexHoJorwii / E. K. Manaxosckas, A. A. CugopoB. — Tomck :
dJ10, TYCYP, 2018. — 22 c. Jloctyn u3 JMYHOrO KaOWHETa CTyAeHTa. — PeXuMm gocTyma:
https://study.tusur.ru/study/library/.

12.3.2. YueOHO-MeTOOMYECKHE MOCOOMS 1JIs1 JIMI € OTPAHMYCHHBIMH BO3MOKHOCTSIMH 3/10POBbS H
UHBAJUI0B

Y4eOHO-MeToqMUeCKrne MaTeprabl sl CAaMOCTOSTEIbHON U ayTUTOpHOM paboThl 0Oyyaromumxcs
U3 YMCIIa JIUI] C OTPaHMYEHHBIMI BO3MOKHOCTSIMU 3I0POBBSI 1 MHBAJHJIOB MPEIOCTABISIOTCS B (opMax,
aIalITUPOBAHHBIX K OTPAaHMYEHUSM UX 3/I0POBbS U BOCIIPUATHUS HH(DOPMAIIHH.

JL1s1 M1 ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETUYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIeHUsIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

- B IeyaTHou opme.

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

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (hopme.

12.4. IIpo¢eccnonaibHbIe 0a3bI JAHHBIX U MHPOPMALMOHHBIE CIIPABOYHbIEC CHCTEMBbI

1. Koncynprantllmoc: www.consultant.ru (ZocTyn U3 JMYHOrO KaOMHETa CTYJEHTA IO CChUIKE
https://study.tusur.ru/study/download/)

2. DBC «lOpaiit»: BUPTyadbHBIN YNTAIBHBIN 321 YUeOHUKOB U y4eOHBIX MOCOOUIT OT aBTOPOB M3
Beayuux By3oB Poccun (https://urait.ru/). JlocTymn u3 au4HOrO KaOMHETa CTY/ICHTA,

3. eLIBRARYRU: kpynueimuii poccuiickuii ”HPOPMAIIMOHHBINA OPTAJ B 00JIACTH HAYKH, TEX-
HOJIOTHH, METUIIMHBI 1 oOpa3oBanus (https://www.elibrary.ru).

13. MaTepuajibHO-TEXHUYeCKOe o0ecnedyeHue TMCIUILVINHBI U TPpedyeMoe MporpaMMHoe
olecrieueHmne

13.1. O0uue TpeOOBaAHUA K MATEPUAIBLHO-TEXHUYECKOMY U IPOrPAMMHOMY 00ecrie4eHnI0
AUCHHUILIMHBI

13.1.1. MarepuajbHO-TEXHMYECKOE M IPOrPaMMHOe o0ecreyeHne M CUMILTHHbI
Kabuner st camocToaTenbHON pabOThl CTYIEHTOB
MIOMEIICHHE ISl CAMOCTOATEIHbHON PabOThI
634034, Tomckas obnacts, . Tomck, Bepmmnuna ynuia, n. 74, 207 ayn.
Ornucanue UMeIIerocs 000pyI0BaHUS:
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- Be6-kamepa - 6 mmT.;

- Haymanku ¢ MukpodoHOM - 6 IIT.;

- Kommuiekt cienmanuzupoBanHoi yueOHoOW Mebenu;

- Pabouee mecTo nmpenomaBares.

[TporpamMHOe obecrieueHue:

- T-Zip

— Google Chrome

— Microsoft Windows

— OpenOffice (¢ BO3MOXHOCTBIO YIAJIEHHOTO JIOCTYTIA)

— KoncynpranTlIinroc (¢ BO3MOKHOCTBIO yIQIEHHOTO JOCTYIIA)

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

CocTtaB 060pyI0BaHHS:

- yueOHast MmeOerb;

- koMnbroTepsl kKi1acca He Huke [IDBM INTEL Celeron D336 2.8 T1. - 5 wiT.;

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

[lepeyeHp MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

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

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

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

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

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

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

14.1.1. TecToBBI€ 3a7aHUA

1 OCHOBHBIM CPEJICTBOM YIPABICHUECKOMN I€ATEILHOCTH SIBIISIETCS:

1) uadopmarust, nepesaBaemas ¢ TOMOLIbIO pEUU

2) undopmanus, 3apUKCUpPOBaHHAs HAa MaTepUaIbHbIX HOCUTEISIX

3) ynpaBieH4yeckoe pelieHue B J1r000i popme

4) HOpMaTUBHBIN JOKYMEHT

2) Kaxkoit Buj repOoBbIX OJaHKOB JJOKYMEHTOB HEJIb3sl YKa3aTh IPU pa3padOTKe CIIPaBOYHBIX MaTe-
pHAaJIOB IO BOIpOCaM AeIONpOn3BoACTBA B AMuHucTpauuu ropoga C.?

1. oOmuii Onank

2. peKBU3UTHBII OaHK

3. OGnaHK muchbMa

4. G1aHK KOHKPETHOTO BHJ1a JOKYMEHTa

3) Bnl pazpabaTbiBacTe METOAUUECKHUE PEKOMEHJIAIMH [0 COCTABJICHUIO OPraHU3aIMIOHHO-PACIIO-
PAIATEIIBHOMN

JOKyMeHTaluu B JlenaprameHTe 3apaBooxpaneHust H-ckoit o6mactu Ha OCHOBaHUH

HOpPMaTHBHO-TIPaBOBOM 0a3bl JenonpousBozacTBa B Poccun. Kakoii mprmep MOXHO MCHOJIb30BaTh

Ka4eCTBE MPaBUILHOTO 00pa3iia oopMIIeHUSI PEKBU3UTA JaTa IOKyMeHTa?

1. 15 nrons 2016 1.

2.3/V1/2017

3. 1/06/2018 r.

4. IlepBoe mapta 2019 roga

4) Bel pa3pabarbiBaeTe METOAUYECKHE PEKOMEHIALNHU 110 COCTaBICHUIO OPraHU3allMOHHO Pacro-
PAAUTETBHONW JOKYMEHTAuu s AnmuHuctpanuu roposa H. Kakoii mpumep MoKHO HCIIONIb30BaTh B Ka-
4yecTBE NPaBUIbHOM (hOPMYIMPOBKH 3aroJIOBKa K TEKCTY IpuKaza?

1. co3maTh aTTeCTalMOHHYIO KOMUCCHUIO

2. 0 CO3JaHUH aTTECTALIMOHHON KOMUCCUN

3. opranuzanusi paboThl aTTECTALlMOHHONW KOMUCCUU

4. cornacoBarb CO3aHUE aTTECTALIMOHHOW KOMUCCUU

5 K o6mum GyHKIUAM TOKYMEHTa OTHOCSTCS

1) conmanpHas QyHKIM

2) npaBoBasi QyHKIIHS

3) ¢ynxuus pukcanyuu

4) ¢pyHKUUSA TUIAHUPOBAHUS

6) [leuaTp sBISETCS ONHUM U3 PEKBU3UTOB JOKYMEHTOB. [leyaTh opranuzanuu 3aBepsieT MOIHH-
HOCTb MOANHUCHU JOHKHOCTHOTO Juia. Kakoe npaBuiio k opopMIiIeHUIO JaHHOTO PEKBU3UTA COOTBETCTBYET
II0JIOKEHUSIM HOPMAaTUBHO-METOJUUECKUX JOKYMEHTOB 110 J€JIONPOU3BOACTBY B HalIEH cTpaHe?

1. TpeOoBaHMii K TaHHOMY PEKBU3UTY HE CYIIECTBYET

2. meyath pacnosiaraeTcs B JII0OOM MecTe JOKYMEHTa, He3aBUCUMO OT IMOJANUCH JIMILIA,

MOJIMCABIIETO JOKYMEHT, UM B MecTe, 0003HaueHHOM «MID» («MecTo neuatn»)

3. meyarth NpoOCTaBISIETCs OBEPX COOCTBEHHOPYUHOM MOAMMCH JIMIA, TOJMUCABIIETO JOKYMEHT,

uiM B Mecte, o6o3naueHHOM «MID» («Mecto meuatny)

4. meyaTh IPOCTABIIAETCS, HE 3aXBaThIBasi COOCTBEHHOPYYHOU MOAMUCH JIUIA, TOMHUCABIIETO

JIOKYMEHT, WJIK B MecTe, 0003HaueHHOM «MII» («MecTo medyatn)

7 B 3aBUCMMOCTH OT UCTOYHMKA [TOCTYIUIEHUSI PA3]IM4alOTCs JOKYMEHTBI:

1) Bxopsume (MOCTYNUBIINE B OPraHU3aLIUIO)

2) TOKyMEHTBHI, CO3/1aHHbIE C TOMOILBIO KOMIBIOTEPHON TEXHUKH

3) BHyTpeHHHE (CO3AaBaeMble B IaHHOM OpraHU3alluy U UCII0JIb3yeMble BO BHYTPEHHHX CBSI3SX)

4) hOoHOIOKYMEHTHI (3BYKOBBIE IOKYMEHTBHI, 3a(pUKCUPOBaHHbIE HA MATHUTHOW JICHTE)
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8) OnHUM U3 JIEMEHTOB TOKYMEHTOB, CO3/JaBa€MbIX B T'OCYIapPCTBEHHBIX OpraHU3alUsaX U ydpe-
KJICHUAX, SBJSIETCSI HOMEP CTPaHUIbl. YKaKUTE TpeOoBaHHE K HOMEPY CTPaHUIIbl, KOTOPOE COOTBETCTBY-
et nonoxenusMm ['OCT P 7.0.97-2016. Hanumonanbusiii ctangapt Poccuiickoit ®@enepaunu. Cucrema
CTaHAapTOB Mo MH(pOpManuu, OUOTMOTEUHOMY M H3JaTeNbCcKoMy Jneny. OpraHus3allioHHO-Pacopsan-
TesbHas ToKyMeHTauus. TpeboBaHMs K 0(OPMICHHIO JOKYMEHTOB"

1. TpeGoBaHMsI K HyMEpallUy CTPAHUL JAHHBIM JIOKYMEHTOM HE YCTaHABIMBAIOTCS

2. mpoCTaBIIsETCA NOCEPEANHE HUKHETO OJIsl JOKYMEHTAa Ha PacCTOSHUM HE MeHee | ¢M OT HUX-
HEro Kpast TucTa

3. mpocTaBisIeTCsl IOCEPENNHE BEPXHETO IOJIA JOKYMEHTa Ha paccTOsiHUM He MeHee 10 mm oT
BEPXHEro Kpasi JINCTa

4. mpocTaBiseTCs B BEPXHEM IIPaBOM YIIIy IOKYMEHTa Ha PacCTOSHUU He MeHee 10 MM OT BepxHe-
ro Kpasi JIucTa

9 VHu¢unupoBaHHasi cUCTEeMa OPraHU3ALMOHHO-PACTIOPSIUTENFHON JTOKYMEHTALMU YCTaHABIIH-
BaeT:

1) cocTaB peKBU3UTOB JOKYMEHTOB U TPEOOBAaHUS K UX OOPMIICHHIO

2) enuHble TpeOOBAaHUS K COCTABJICHUIO CIYXEOHBIX JOKYMEHTOB BO BCEX OpraHM3aIHsIX

3) TpeGoBaHus K OTaHKaM JOKYMEHTOB

4) MOPSAIOK ACIIOMPOU3BOICTBA

10 Konctutynus Poccuiickoit denepaiiuy ycTaHaBIMBAET:

1) HEmOMTyCTUMOCTE cOOpa, XpaHEeHHsI, UCTIOIB30BAHUS M PACIIPOCTPAHECHHsI HH(POPMAITUU O YacT-
HOM

JKU3HHU JIUIa O€3 ero coriacus

2) BU/BI ¥ Pa3HOBUIHOCTH JOKYMEHTOB, CO3/JaBAEMBIX B LIEJSX (PUKCAIMU aKTOB TPAXKIAHCKUX

B3aUMOOTHOIICHUI

3) BUIIBI yUPEOUTEIbHBIX JOKYMEHTOB IOPUIMUECKOTO JTUIa

4) OTBETCTBEHHOCThH 32 HEMIPABOMEPHBIE ACHUCTBUS C JOKYMEHTaMH M HH(pOpMaIuen

11 B I'paxxnanckoM koaekce P® ycTaHOBIEHBI:

1) BuABI OTBETCTBEHHOCTH HApPYILIECHUSI YCTAHOBJICEHHBIX MPaBUJ OOpalieHus ¢ JOKYMEHTaMH, CO-
JepKaIUMU

TOCYIapCTBEHHYIO TalHY

2) OCHOBHBIE PUHIUIIBI COLIMATILHOTO IaPTHEPCTBA

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

4) oOs3aTenbHbIE I BKIIOUYEHHS B TPYOBOM JJOTOBOP YCIIOBUS

12) JIokyMEeHTBI Kakoro BH/1a HEOOXOAUMO COCTaBUTH JUIsl (PUKCUPOBAHUS PELICHUS aJMUHUCTpA-
TUBHBIX U OPTaHU3AIMOHHBIX BOMPOCOB JIESATEIBHOCTH JCTIAPTAMEHTOB, MYHUITUTIAIBHBIX MPEINPHUITHIA U
JIPYTUX OpraHu3anui’?

1. pacnopsiiuTeNbHBIE JOKYMEHTHI

2. nH(pOPMAIIMOHHO-CIIPABOYHBIE JJOKYMEHTBI

3. JOKYMEHTHI JINYHOTO IIPOUCXOXKIACHUS

4. TeKCTOBbBIE JTOKYMEHTHI

13 JlokanbHBIMH HOPMATUBHBIMHU aKTaMU, PETYIUPYIONIMMHI MIPUMEHEHNUE KaJPOBBIX TEXHOJIOTHIA,
SBIISIIOTCS:

1) mratHOE pacnucanue

2) NOMKHOCTHBIE HHCTPYKLIUU

3) nonoxenue 00 UCTIBITATEIILHOM CPOKE

4) nonokeHUe 0 KapoBOM pe3epBe

14 Bupl 61aHKOB OpraHU3aIUH:

1) GiraHK UChMa

2) 61aHK pacropsKeHUs

3) GiaHK YBOJBHEHUS

4) oOmmwmii O1aHK

15 K gokymeHTam, He MOIEKAITUM PETUCTPALIMH, OTHOCSTCS:

1) meyaTHbIe U3IAHKUS

2) 6aHKOBCKHE TapaHTHH
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3) nucbMa, MPUCIAHHbBIE ISl CBEICHUS

4) 3asBIEHUS TPAKIaH

16 AptedakTsl 31eKTPOHHOTO 00pa3a J0KyMEHTa — 3TO:

1) noanucu, neyaTy, MTaMIIbI

2) pe30dIoLUY, BU3BI

3) TEKCT ¢ U3NOKEHHBIMU (haKTaMHu

4) agpec nosyyarens

17 Yxaxwure B criucke TpedoBanus ['CJIOY.

1) yTBep:KI€HHBIE IIJIaHbl, OTYETHI TPYNIUPYIOTCSI COBMECTHO C ITPOEKTaMU JOKYMEHTOB

2) JOKYMEHTHI B JIMUHBIE JieJIa TPYIIUPYIOTCS 10 MEpE UX MOCTYIIICHUS

3) nuueBsle cyeTa Mo 3apadOTHOM IUIaTe, aHKETHl PACIIONaraloTcs B Jejie B XPOHOJIOTUYECKOM I10-
psnke

4) cTeHOrpaMMBbI 3aceaHuii GOPMUPYIOTCS B OTJCIIBHBIC JIea

18 Ilpu opranu3anuu 3JI€KTPOHHBIX apXUBOB JOKYMEHTOB:

1) TOKyMEHT MOXeT ObITh O€3BO3BPATHO YTEPSH

2) OCYyILIECTBIIAETCS pE3ePBHOE KOIMPOBAHUE

3) cHIKaeTCcs ypoBeHb 0€30MacHOCTH

4) OrpaHMYMBAIOTCS TIpaBa AOCTYyIa

20) Kaxkoit 7oKyMeHT u31araeT OOLIMi MOPSIOK MOATOTOBKH M 0()OPMIIEHUS! YIIpaBIECHUYECKON 0-
KyMEHTAallUl B MHUHHUCTEPCTBaX M BEJOMCTBAX — OCOOCHHOCTH O(QOPMIICHHS OTAEIbHBIX OpraHU3al-
OHHO-PACTIOPSAAUTENBHBIX JOKYMEHTOB, OMUCHIBACT MPOIEAYPHI JOKyMEHTOOOO0pOoTa?

1. 3akoH P® ot 21.07.1993 Ne 5485-1 "O rocynaapcTBeHHOM TaiiHe"

2. I'paxnanckuii koneke Poccuiickoit denepanun

3. TunoBas MHCTPYKLUS 110 1EIONPOU3BOACTBY B (heiepalIbHbIX OpraHax UCIOIHUTEIBHON BIACTH

4. ®enepanbublil 3akoH 0T 27.07.2006 Ne 149-D3 "O06 undopmaruu, nHGOPMALMOHHBIX TEXHOJO-
TUSX U 0 3amuTte naopmarmn"

14.1.2. TeMmbl KOHTPOJILHBIX padoT
OCHOBBI A€JI0NPON3BOICTBA
| B npuka3zHOM 1eI0npOU3BOJICTBE:
1) NpUMEHSATNCHh HEKOTOPbIE METOBI 3aIUThI JOKYMEHTa OT (hasibCupUKAILNU
2) peKBU3UTHI BCET/Ia YETKO BBIACIISIIUCH U3 TEKCTAa JOKYMEHTA
3) ObLIN NPUHATHI TOJIBKO YCTOHUMBBIE KOMMYHUKATUBHBIE (DOPMBI
2 OdunmanbHO-IETOBON CTHIIb PEYX TPUMEHSIETCS:
1) TonpKO B chepe BHYTPUTOCYAAPCTBEHHBIX J€TOBBIX OTHOLICHUN
2) TOABKO B chepe MEKIroCyAapCTBEHHbBIX J€IOBbIX OTHOIIECHUN
3) B chepe BHYTPUTOCYIAPCTBEHHBIX M MEKTOCYJAPCTBEHHBIX JI€TOBBIX OTHOIIECHUI
3 bnaro3ByuyHble SKBUBaJIEHThI, 3aMEHSIOLUE PE3KUE CJIOBA B JIEJIOBOM IMHCHME, — 3TO:
1) sxaproHu3Mbl
2) sB(heMu3Mbl
3) meradopsl
4) runep06oJbI
4 SI3bIK C1y)KE€OHBIX JOKYMEHTOB:
1) He oTiIM4aeTcs OT A3bIKA MyOIUIIUCTUKY U HAYYHOTO s3bIKA
2) COOTBETCTBYET S3bIKY XYHA0KECTBEHHOM JTUTEPATYPbI
3) uMeeT TMHIBUCTUYECKUE OCOOEHHOCTH, OTIIMYAIOIINE €r0 OT APYruX CTHIIEH
5 PeueBoil mwrammn — 3T0:
1) nocTtostHHO U 6€3 U3MEHEHUS BOCIIPOU3BOSIINECS B PA3IMUHBIX YCIOBUIX CJIOBOCOUYETAHUS
2) cloBECHbIE KOHCTPYKIMH, UCTIOJIb3YIOIINECS TOJIBKO B CIIY>KEOHBIX TOKYMEHTaxX
3) dakcumuie BU3bl PyKOBOAUTENS
6 OyHKIMEH A3bIKOBOM (hOPMYIIBI B TEKCTE SABISIETCS:
1) npencTaBiieHre YUCIOBBIX JAHHBIX B YI00HOM BUJIE
2) BeIpayK€HHE THUIIOBOTO COAEPIKAHUS IOKYMEHTa
3) noguepKuBaHUE YHUKAJIbHOCTU JJOKYMEHTa
7 «JloBoaum s10 Bamero cBeieHus. ..» — 3TO CJIOBOCOUYETAHUE:
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1) aTHKETHOTO XapakTepa

2) aTpuOyTUBHO-UMEHHOTO THITA

3) ¢ NpoU3BOIHBIMHU IIPEIOTAMH

8 Tpadaper nokymMeHTa — 3TO:

1) TekcT ¢ mpobenamMu, KOTOpbIe 3aOTHSIOT IepeMEHHOM HHpopMaIueit
2) CBSI3HBIN TEKCT C TPATUITMOHHON JTIMHEWHOM 3aIUChI0

3) TeKcT-aHKeTa

9 ®paza «CraBuM Bac B U3BECTHOCTD, UTO...» ABJISIETCA KIOUEBOM JIS:
1) xpeaTuBHOTO ICbMaA

2) nuchbMa-HAIIOMUHAHUS

3) conpoBOAUTENHHOTO MUCHMA

4) nuceMma-3arpoca

10 PenaktupoBaHue JOKyMEHTa:

1) BKJTIOYAET MPOBEPKY TOCTOBEPHOCTH CBEICHUMA

2) BKJIIOYAET MPOIIECC COCTaBICHUS JOKYMEHTa

3) HampaBJIeHO Ha yIy4IIeHHs CTUIIS TEKCTa

4) OCYIIECTBIISIET JTUIIOM, 3aHUMAIOIINM JOJHKHOCTh «PEAAKTOP TOKYMEHTOB)

14.1.3. 3auér

[IpuBeneHsI MpUMEPHI THITOBBIX 3aJaHU U3 OaHKAa KOHTPOJIBHBIX TECTOB, COCTABIICHHBIX 110 PO -
JIEHHBIM pa3jenaM JAUCHUTUIHHEIL.

1 O6beM nOKyMEHTOO0OpOTa — 3TO:

1) KOMTMYECTBO JTOKYMEHTOB, IOCTYNUBIINX B OPraHU3ALMIO U CO3JaHHBIX B HEW B TEUCHHE OIIpe-
JIEJIEHHOTO BPEMEHH

2) KOMTMYECTBO UCXOSIINX TOKYMEHTOB, HAlIPABIEHHBIX KOHTPAreHTaM OpraHu3aluu

3) Ka4eCcTBO TEXHOJIIOTUIECKOW OCHAICHHOCTH MIPOIIECCOB paOOTHI C TOKYMEHTaMHU

2 Bo160op opranu3aniioHHON ()OPMBI 1€IOIPOU3BOACTBA 3aBUCHUT OT:

1) BuIa BHYTPEHHHUX JOKYMCHTOB

2) oObemMa TOKyMEHTO000pOTa

3) xKayecTBa MOATOTOBKH JOKYMEHTOB

3 Pe3omonus:

1) sIBJIIETCSI OCHOBHBIM PEKBU3UTOM PETUCTPAIIUH TOKYMEHTA

2) sBNSIETCS TOMOJHUTEIBHBIM PEKBU3UTOM PETHCTPAINH TOKYMEHTA

3) He ABISAETCS PEKBU3UTOM PETHCTPAINN

4 Bxopsuiye, UCXOAAIINE U BHYTPEHHHE JJOKYMEHTHI:

1) 3anuChIBatOTCS B OOIIUIN KypHAT

2) perucTpUpyrOTCs OTIEIbHO

3) BHOCSTCSI B HOMEHKJIATYPY JEI

5 BeiGepute BepHOE YTBEpXKICHUE.

1) moanexamme perucTpanuy JOKYMEHTHI JOJDKHBI ObITh MEPEYHCICHBl B HHCTPYKIIMH IO JEI0-
IPOM3BOJCTBY OpraHU3aLUU

2) peructpupyercsi abCOTIOTHO BCS BXOJSIIA KOPPECTIOH ICHIIUS

3) )xypHanbpHas Gopma PETUCTPALIMU HCIIONB3YETCS B OpraHU3aIUsaX, JOKYMEHTOO00OPOT KOTOPBIX
coctasysiet 6onee 1000 TOKyMEHTOB B ol

6 BeiOepute BepHOE YyTBEpXKICHUE.

1) Bce 6e3 UCKITFOYCHHUST BXOAIINE TOKYMEHTHI TIEPEIalOTCs Ha pAaCCMOTPEHUE PYKOBOJHUTEIIO Op-
raHu3aIuu

2) agpecoBaHHBIC HETIOCPEACTBEHHO CTPYKTYPHBIM MOJPA3ACICHHUSM WU JAODKHOCTHBIM JIUIIAM
JIOKYMEHTBI IIEpeatoTCsl 0 Ha3HAYECHUIO 0€3 pacCMOTPEHHS PYKOBOIUTEIEM

3) mocie paccMOTPEHUs TOKyMEHTa PYKOBOJIUTENh ITEPEIACT €r0 HEMOCPEACTBEHHO UCTIOTHUTEITIO

7 HoMeHki1atypa nen — 3710:

1) cucrtemMaTU3upOBaHHBIA NEPEYeHb JIeN, 3aBOJMMBIX B OpPraHH3alM{, C YKa3aHHEM CPOKOB HX
XpaHeHUs

2) perucTpanroOHHO-KOHTPOJIbHAsL (hopMa, B KOTOPYIO BHOCSTCS CBEICHUS 00 MCIOJHEHUU JIOKY -
MEHTAa, CTABUTCS MOJAMUCH JIUIIA, TTOATBEPKAAIOIIETO UCTIOTHEHNE (OTBETCTBEHHBINA UCTIOTHUTEN), U AaTa

CornacosaHa Ha noprane Ne 75259 14



3) 37€KTPOHHBIN KypHAI JUIs1 KOHTPOJISI UCTIONTHEHUS JJOKYMEHTOB

8 Ecnu B 1€710 MOAIIUBAETCA KOHBEPT C BIOKEHUAMMU:

1) HymMepyeTcs TOIBKO caM KOHBEPT

2) cHa4aja HyMepyeTcs KOHBEPT, a 3aTeM O4epEHBIM HOMEPOM Ka)KI0€ BIOKCHUE B KOHBEPTE

3) HyMepyIOTCs TOJIBKO BIOXKEHUSI B KOHBEPTE

9 Crannmaptuzanus — 3To:

1) ynpaBisieMOCTh JOKYMEHTALIMOHHBIX [TOTOKOB

2) co3gaHue ¥ TUPAXKUPOBAHNE TOKYMEHTOB B CUCTEME yIpaBJICHUs OpraHu3anuei

3) AeATeNbHOCTD 10 YCTAHOBJICHUIO MPABUI M XapaKTEPUCTHK B IESAX UX JOOPOBOIBHOTO MHOTO-
KpaTHOTO MCIIOJIb30BAHUS

10 Yaudukaims JOKyMEHTOB HalpaBJIeHa Ha:

1) ycrnoxxaeHue paboThl ¢ JOKYMEHTAMH

2) yBelnMUYCHHE KOJIMYECTBA IPUMEHIEMBIX B OPraHU3aIlH JOKYMEHTOB

3) ycTaHOBJIEHHE eMHOOOpa3us cocTaBa M JOPM yIPaBICHYECKUX TOKYMEHTOB

11 OGmepoccuiickuii knaccudukarop ynpasieHueckord nokymenrarmu (OKVY/I) mpennasnaden
JUISL:

1) KonupoBaHHU TEXHUKO-3KOHOMUYECKOH U COLMaIbHON HH(POPMALIUU

2) yBEIMUYECHMS KOJIMUYECTBA IPUMEHAEMBIX (DOPM YIIPaBIEHUECKON TOKYMEHTALUU

3) uckioueHus U3 oOpameHust HeyHU(PUIIMPOBAHHBIX (POPM TOKYMEHTOB

12 DneKTpOHHBIN JOKYMEHT — 3TO:

1) noxymeHTHpOBaHHas HH(OpPMALIKs, PEICTaBICHHAS B AJIEKTPOHHO-IIM(POBOi popme

2) MHOTO()YHKIIMOHAJIbHBIN JTOKYMEHT

3) a1eKTpOHHBINA 00MeH nHpopManuei

13 Cuctema snexktpoHHOT0 AenonpousBoacTsa (CO/I):

1) He oOecnieunBaeT IEHTPATU30BAHHOE XPAaHEHHUE JOKYMEHTOB B JIIOOBIX (hopmaTax

2) obecnieunBaeT ynpaBieHUE JOKYMEHTAMHU TOJIBKO C IIOMOIIBIO KECTKOIO ONPEIeNIEHUs] MapLIpy-
TOB JIBMDKCHHS

3) npenycMaTpuBaeT 4YETKOE Pa3rpaHUYEHUE OCTYIA MOIb30BATENEH K pa3IMUHbIM JTOKyMEHTaM

14 ABromaru3alus AeJIONPOU3BOICTBA:

1) maeT BO3MOXXHOCTb BKJIFOYEHUS B €IMHBIN AEIONPOU3BOJICTBEHHBIA LUK OTJAJIEHHBIX CTPYK-
TYPHBIX IOAPA3AEIECHAN

2) He MO3BOJISIET PA3rPAHUYMBATH JOCTYI K JOKYMEHTAIIMOHHBIM PECypcaM OpraHu3aluu

3) noBbIIIaE€T YPOBEHD HUCIIOTHUTEIBCKON KyIbTYpHI IIEpCOHANA

15 Ouudposanue — 310:

1) mpoueaypa CKaHUPOBAHUS H MIEPEBOJIA TOKYMEHTA U3 aHAJIOTOBOTO B IIM(PPOBOH popmat

2) cnoco0 MOATBEPKACHUS IOPUIUUECKON CHIIbI HIICKTPOHHOTO JJOKYMEHTA

3) ynpaBieHue IEKTPOHHBIM IOKYMEHTOIIOTOKOM

16 PaboTa ¢ BHYTpEHHUMH JTOKYMEHTAMHU OPTaHU3ALUU B CUCTEME JIEKTPOHHOIO JOKYMEHT0000-
poTa npeaycMaTpuBaeT:

1) TonpKO Nepeady JOKYMEHTOB COTPYIHHKAM Ha MCIIOJHEHNUE/03HAKOMIICHHUE

2) mepenavy JTOKYMEHTOB COTPYJHHKAaM Ha HMCIIOJHEHHE/O3HAKOMIICHHE W KOHTPOJIb ABIKEHHS U
UCTIOJIHEHUS TOKYMEHTOB

3) moxaep KKy MOJHOTO IUKJIA PabOTHI C MMPOEKTAaMH IOKYMEHTOB

17 MeTtamaHHbIE — ITO:

1) uadopmariust, uACHTUPHUIMPYIOIAsS HHPOPMALUOHHBIE PECYPCHI

2) naHHBIE, COCTABIIAIOUINE COACPKAHUE TOKYMEHTA

3) uadopmarsi, 06ecrednBaroIIas MUK )KU3HU TOKyMEHTa

18 JlokyMeHTHasl TMHTBUCTHKA OOBEIUHSCT:

1) TMHTBUCTHUKY JE€TOBOI MMCEMEHHOMN peu U JOKYMEHTOBEACHUE

2) JIMHTBUCTHUKY ITyOJIMYHBIX BBICTYIUICHUM U HAyYHBIX ITyOJIMKaAIMH

3) npaBuiia 1€7I0BOTr0O 3TUKETA U YIIPaBJIEHUE OpraHU3alen

19 HopMaTuBHBII aClIEKT KYJbTYpPbl PEUd — 3TO:

1) cobmroieHne S3bIKOBBIX HOPM

2) opraHu3anus A3bIKOBBIX CPE/ICTB
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3) UCTIONB30BAHKE PA3THUYHBIX CTHIICH OOIICHHUS

20 OTAMYUTENEHON YePTO MUChbMEHHOTO O(HUITMATBHO-IETIOBOTO CTHIIS SIBJISIETCS
1) cBoOOa BRIpasKEHHIHA

2) mapocHOCTH

3) pernaMeHTUPOBaHHOCTh

14.1.4. MeTtonn4eckue peKOMeH alNu

VYuebHblil MaTtepuan usznaraercss B opme, npeanoararneil caMoCcTosITebHOE MBILIUIEHUE CTY-
JeHTOB, camooOpaszoBanue. [Ipu 3ToM camocTosTenbHas padoTa CTYICHTOB UIPAeT PElIaloIIyi0 POJb B
XO0Jle Bcero y4eOHOro mnpouecca.

Hauatp u3ydyeHune AUCHUILUTMHBI HEOOXOOMMO CO 3HAKOMCTBA C paboyeil mporpamMmoil, CIIUCKOM
y4eOHO-METOMYECKOr0 U MporpaMmMHoro otecrneuenus. CamocTosTenbHass paboTa CTyAEHTa BKIIIOYACT
paboTy ¢ yueOHBIMH MaTepuaaMu, BHIIOJIHEHHE KOHTPOJIbHBIX MEPONPHUITUH, TPETYCMOTPEHHBIX yuel-
HBIM IUIAHOM.

B mpornecce n3yueHust TUCHMIUIMHBL JUIS JIyYIIETO OCBOSHHS MaTepHaia HeOOXOAMMO PETysipHO
oOpalarecsi K peKOMEHIyeMOH JIUTepaType 1 UICTOUYHMKAM, YKa3aHHBIM B y4eOHBIX MaTepHajiax; MoJjb30-
BaTbCs Uepe3 KaOMHET CTyICHTa Ha caldTe YHHBEpCHUTETa 00pa30BaTEIbHBIMU PECYypCaMU SJIEKTPOHHO-
OMOIMOTEeYHON CUCTEMBI, a TakXe OOLIEJTOCTYMHBIMH HHTEPHET-NOpTaJlaMH, COAEPKAIIMMHU HaydHO-
HOMYJISIPHBIE U CIIEHUAIN3UPOBAHHBIC MATEPUAIIbI, TOCBSIIEHHBIC PA3IMYHBIM aCIIEKTaM y4eOHOH AUCIH -
IUIAHBI.

[Tpu caMOCTOSATETFHOM U3YYEHUHU TEM CIIEAYHTE PEKOMEHIALUSIM:

- YTEHHE WIM NPOCMOTP Marepuana HeoOXOIUMO OCYILECTBIIATh MEAJIECHHO, BbIAEISAS OCHOBHbBIE
UJIeH; HA OCHOBAaHMU M3YYEHHOT'O COCTaBUTH Te3HChl. OCBOMB MaTepuall, MOMBITATHCSI COOTHECTH TEOPHUIO
C IpUMEpaMHM U3 MPAKTUKU;

- €CJIM B TEKCTE BCTPEYAIOTCS TEPMHUHBI, CJEIyeT BBIACHUTH MX 3HAYCHHUE /IS TIOHUMAHUS Jajb-
HeMIlero MaTepuana;

- HEOOXOIMMO OCMBICIIMBATh IPOYUTAHHOE U U3yYEHHOE, OTBEYATh HA MPEI0KEHHBIE BOIIPOCHI.

CryzneHTbl MOTYT IOJy4YaTh MHIUBUAYaJbHbIE KOHCYJIbTALMM C HCIIOJIb30BAaHMEM CPEACTB Teje-
KOMMYHUKAIHH.

[To qucuuIuInHE MOTYT IPOBOIUTHCA JONIOJHUTENIbHbIE 3aHATHS B opMe BeOuHapoB. Pacniucanue
BeOMHAPOB MyOJIMKYyeTCs B KaOMHETEe CTY/ICHTa Ha caliTe YHUBEpCUTETa. 3aliuch BeOMHApa ImyOIuKyeTcs B
3JIEKTPOHHOM Kypce 10 AUCLUILINHE.

14.2. Tpeﬁ()BaHI/Iﬂ K OIICHOYHBIM MaTepuajgam AJd JUll ¢ OrpaHUHYC€HHBIMHA BO3MOKHOCTAMU
3A0POBbH U HHBAJIHI0B
I[JISI JiuIy ¢ OrpaHU4YCHHBIMH BO3MOXXHOCTAMU 3J0POBbA U MHBAJIUAOB MPECAYCMOTPCHBI JOIMOJIHU -
TCJIBHBIC OLICHOYHBIC MaTEPHAJIbI, IICPCUCHb KOTOPBIX YKa3aH B Ta6J'II/II_[€ 14.
Ta6J11/1ua 14 — I[OHOJIHI/ITGJIBHLIC MaTepuajibl OLUCHUBAHUA IJId JIML C OrpaHUYCHHBIMU BO3MOXKXHOCTAMU
310pPOBbA U MHBAJIMJIOB

Kareropuu Bubl TONOTHUTEIBHBIX OIICHOYHBIX ®opMbI KOHTPOJISL M OLICHKH
oOyyaronuxcs MaTepuaioB pe3ynbTaToB 00y4eHHUS

TecTbl, MICEMEHHBIE CAMOCTOSTEITLHBIE
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PaOOTHI

C HapymeHHIMHU
ciyxa

[IpenMy1ieCTBEHHO MMCHMEHHAs
IIPOBEpPKa

C mapymenusmu | CobeceoBanme 1Mo BOIIpocaMm K 3a4ueTy, | [IpenmyinecTBeHHO yCTHas TPOBEpKa

3peHus OIIPOC MO TEPMUHAM (MHIUBUYaTBHO)
C HapymieHusiMu Pemienne AMCTaHIIMOHHBIX TECTOB,
OIIOPHO- KOHTPOIbHBIC PaOOTHI, MUCbMEHHBIE | [IpenMyInecTBeHHO AUCTaHIIMOHHBIMU
JIBUTATEIILHOTO CaMOCTOSITeNIbHBIE PAa0OTHI, BOIIPOCHI K MeToAaMu
amnrapara 3a4eTy
C orpannuenusmMu 1o | TecTbl, TMCbMEHHBIE CAMOCTOSATEIbHBIE [IpenmymiecTBEHHO IpOBEpPKa
00IIeME TUITUHCKAM paboThI, BOIIPOCHI K 3a4E€TY, METOAAMU UCXOJISl U3 COCTOSTHUS
MOKa3aHUsAM KOHTPOJIbHBIE Pa0O0THI, YCTHBIE OTBETHI | OOYUYaIOIIErocsi Ha MOMEHT MPOBEPKU
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14.3. MeToanueckue peKOMeH/IALMH 110 OLIeHOYHBIM MaTepuajaM AJs JUL ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

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

- B IleyaTtHoi (opme;

- B IIeYaTHO (hopMe ¢ YBETHUEHHBIM MIPUPTOM;

- B (hopMe 3NIEKTPOHHOI'O IOKYMEHTA;

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

- IIPEIOCTaBJICHNE 3aJJaHUsl C UCIIOJIb30BaHUEM CYpPJIOTIEPEBOIA.

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

- MUCbMEHHO Ha Oymare;

- HabOp OTBETOB Ha KOMIIBIOTEPE;

- Ha0Op OTBETOB C MCITOJIH30BAHNUEM YCIIYT aCCUCTEHTA;

- IIPEJICTaBJICHUE OTBETOB YCTHO.

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

JL1s1 I ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETMYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIIeHUsIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- B IeyaTHou (opme.

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

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (opme.

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