MUHUCTEPCTBO OBPA3OBAHUSA U HAYKHU P®D
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKHM TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
YITPABJIEHWA N1 PAIMOSJIEKTPOHUKI»

(TYCVYP)
YTBEPXIAIO
ITpopekTop no yueGHOM paboTe
II. E. Tposn
«_» 20

PABOYAS ITPOTPAMMA YUYEBHOM JUCLIUITJIMHBI
OO0mmii ¥ 3IeKTPOHHBINH JOKYMEHT0000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
Hampasnenue noarotoBku (cnernuanbHOCTh): 38.03.02 MeHeaKMeHT
HanpasnenHocts (po¢uib): YnpaBjieHue NPpoeKToM

dopma oOyueHUs: OUHaASA

@axkynbreT: P, IKOHOMHYECKHI (PaKyIbTeT

Kadenpa: menexxkmenrta, kadgeapa MeHeI:KMEeHTA

Kypc: 3

Cemectp: 6

Y4eOusiii mnan Habopa 2014 rona

PaCHpC,Z[CJ]eHI/IC paGoqero BpPEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemectp Bcero Ennaunner
1 Jlexnn 36 36 JacoB
2 JlaGoparopHble pabOThI 36 36 4acoB
3 Bcero aymuTopHbIX 3aHATHN 72 72 4acoB
4 W3 HUX B MHTEPAaKTUBHON (hopme 22 22 4acoB
5 CamocTosiTenbHas paboTa 108 108 4acoB
6 Bcero (06e3 sx3amena) 180 180 4acoB
7 OO0m1as Tpy10EMKOCTh 180 180 4acoB
5.0 5.0 3.E

JuddepenurpoBaHHbIi 3a4eT: 6 cemecTp

Tomck 2017

CornacosaHa Ha noprtane Ne 15274



Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
npotokos Ne 9 or « 12 » 4 2017 1

JIMCT COI'JIACOBAHUI

PaGouas nmporpamma cocTaBiieHa ¢ y4eTOM TpeOoBaHU# (eepalbHOTO TOCYIaPCTBEHHOTO 00pa30-
BaTeNLHOTO CTaHAapTa Bhiciiero oopazoBanus (PI'OC BO) no HampaBieHHIO MTOATOTOBKH (CIIEIIHATLHO-
ctr) 38.03.02 MenemkMeHT, yTBepkaeHHoro 12 suBapst 2016 roma, paccMOTpeHa B yTBEpIKIeHa Ha 3ace-

JTaHUU Kapenpsl «  » 20 ropa, npotokon Ne
Pazpabotunku:
Cr. npenoaBatens kad. MCHEKMEH-
Ta C. B. CmupnoBa
JlotieHT Kad. MEHEPKMEHTA K. H. Axcénona

3aBeayromumii odecreunBaronieii kad.
MEHEKMEHTA M. A. AdonacoBa

Pabouast mporpamMma corsiacoBana ¢ (pakyabTeTOM, MPOGMINPYIONIEH U BBITyCKaIOIIeH Kadeapamu

HallpaBJICHUS ITOATOTOBKU (CHCLII/IaJ'IBHO CTI/I) .

Hexan DD A. B. boromomoBa
3aBeayoNHii BRITYCKAIOMICH Kad.

MEHEKMEHTA M. A. Adonacopa
DKCHepr:

JOTICHT Kad). MEHEPKMEHTA T. A. PssOunkoBa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
dbopMHUpOBaHUE Y CTYIACHTOB MOHATUNA O COBPEMEHHOM JOKYMEHTAIIMOHHOM O0OECTICUeHUU JIesi-
TEJIbHOCTHU MPEANPUATHS, HABBIKOB MIPUMEHEHUSI MPAKTUUECKUX MPUEMOB U MPOUEAYP JTOKYMEHTHPOBA-
HUS B YIPABJICHUH, YMEHUS OPUEHTHPOBATHCS B OOMIMPHBIX CUCTEMAaX JTOKYMEHTOOOOpOTa M CIOCOOHO-
CTH CaMOCTOSITEJIbHO IPUHUMATh PEUICHUSI O MPUMEHEHUH COOTBETCTBYIOIIMX TEXHOJIOTUNA JOKYMEHTHPO-
BaHUS B KOHKPETHBIX CHTYaIUsIX

1.2. 3agaun QUCHUIINHBI

—  copMHpOBaTh Y CTYAEHTOB YETKOE TIPE/ICTABICHHE O HEOOXOMMMOCTH H POITH JOKYMEHTHPO-
BaHHUsI B ICATEIILHOCTA OPraHU3alui, IPEeIIIPUATUH, YUPEKICHUN;

—  03HAKOMHTH CTYJCHTOB C OCHOBAMH JIEONPOM3BOJCTBA U JOKYMEHTOOGOPOTA B OPraHH3aLly -
X, NPEAIPUATHN, YUPEKICHUN;

—  O3HAKOMHTH CTYJCHTOB C OCOOCHHOCTSIMH 3aLIUTHI CIYXeOHOH M KOH(DHICHIUANLHON HH-
dopmaruu, obecriedeHrne OTKPBITOro JIOCTYNa IPakKAaH K HH(POPMALUMU B COOTBETCTBUU C MOJOKEHUSIMHU
3aKOHOZATENbCTBA;

—  I0Ka3aTh POJIb M MECTO COBPEMEHHEIX CHCTEM 3JIEKTPOHHOIO JOKYMEHTOO00pOTa B AEATENb-
HOCTH OpraHU3aLMN, IPEAIPUATHH, YIPEKICHUN;

—  U3YYHTb NPUHIAIE! 3aIIUTH MHPOPMAIUH B CUCTEME 3IEKTPOHHOTO J0KYMEHT0000pOTa

2. MecTo nmucuuiiiuebl B cTpykrype OITOII

Jucuuminza «O01mii u 3MeKTpoHHbIN qokymMeHToobopoTr» (b1.B.JIB.1.1) otHOCHTCS K OnOKYy 1
(BapuaTHBHAs YacTh).

[TpeamecTBYOIMKUMU TUCHMIUIMHAMY, (POPMHUPYIOIIUMH HayallbHbIe 3HAHMS, SBISIOTCS CIETYIO-
1€ TUCHUIUIMHBL: VIHTepHEeT-TeXHONIOTUH B yIpaBlieHUuH npoektamu, MHdopmaruka, [Ipaktuka no mno-
JYYEHUIO IEPBUYHBIX POPECCUOHATBHBIX YMEHUI U HaBbIKOB, CTaTUCTHKA, YTIpaBJIEHUE TPOECKTAMHU.

[Tocnenyromumu AMCUUIUIMHAMY ABIIsIOTCSA: bu3Hec- niuaHupoBaHue.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUS JUCHHUIIMHBI

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

— TIK-8 BiageHreM HaBBIKAMHU JJOKYMEHTAJIBHOTO O(OPMIICHHSI PEIICHUH B yIIPaBJICHUH OIepa-
LIMOHHOH (IIPOU3BOJACTBEHHOM) EATEIBHOCTY OPraHU3alMK IPU BHEJPEHUN TEXHOJOTUYECKUX, IPOAYK-
TOBBIX WHHOBAIIMI WJIA OPTaHU3AIMOHHBIX N3MCHEHHIA;

B PE3YIbTATC UBYUCHUS JUCHUIIIIMHBI CTYJACHT OOJI?KCH:

—  3HaTh OCHOBBI JICJIONPOM3BOACTBA M SJIEKTPOHHOTO JOKYMEHTOOOOPOTAa B OpraHM3aIlisX,
OpeanpHu-aTUsIX (YUpexKIECHUSIX), COCTaB M XapaKTePUCTHKY NEPCHEKTUBHBIX HH(POPMALMOHHBIX TEXHOJIO-
rHii B 5KOHOMHKH. T'OCYJIAPCTBEHHYIO MONHUTHKY B chepe JOKYMEHTO060POTa, SIeKTPOHHBIX JOKYMEHTOB
¥ SJIEKTPOHHOTO JOKYMEHTOO60POTa, COBPEMEHHYIO HOPMATHBHO-METOAMYECKAs 6a3a OpraHM3aIiH pa-
GOTHI C TOKYMEHTAMH B Op-TaHM3AIMH; COBPEMEHHBIC TPEOOBAHMS K OPraHM3ALMH, IPABHIA U HOPMBI
paboThI ¢ ):LOKyMeHTaMI/I;~ 00I111e MPUHIUIBI TOCTPOSHUS M CTPYKTYPY CHCTEMBI JIEKTPOHHOTO IOKYMEH-
T006OPOTA; OPraHM3AIMIO ASSTEILHOCTH APXUBHBIX CITYHKO.

- yMeTb~ rpaMOTHO pa3padaThiBaTh YIPABICHUECKUE JOKYMEHTHI, UCTIOIb3YEMbIC B AEATEIbHO-
CTHU HpeZ[HpI/ISITI/II;'I;N COCTAaBJISITHh ACJIOBBIC ITMChbMaA AJIA CBO6OZ[HOFO H PaBHOIIPABHOI'0 NMCbMCHHOT'O 06me-
HUSI C PA3IMYHBIMU KOPPECTIOHACHTAMH HPEANPUATHI; HCIONB30BaTh B CBOCH MPOMECCHOHANBHOM Jies-
TCJIIBHOCTH MPUKIAAHBIC ITPOTrpaMMHBIC CPEA-CTBA U CPCACTBA OpFTeXHI/IKI/I.N HCITIOJIB30BaTh BO3MOXXHOCTHU
0GIIEro 1 IEeKTPOHHOrO JOKYMEHTOO6OpOTa Jisi MPUHATHS yIPABICHUYSCKHX PElICHHIl. HCIOIb30BaTh
WH(POPMAITMOHHBIE CHCTEMbI U HH(OPMAITMOHHOE COMTPOBOXK/ICHUE B MPOPEC-CHOHATBHON ACITETLHOCTH

—  BJIAJIeTh - HABBIKAMH COCTABJICHUS U 0POPMIICHHUSI JOKYMEHTOB B cdepe npodeccHoHanbHOM
JesI-TEJIbHOCTH, METOJIAMH U CPEICTBAMH TOIyUeHUs], XpaHEeHHUs, 00paboTKH MHPOPMAIUH, - HABBIKAMH
UCTIOJIb30BaHMsI KOMITBIOTEPHOW TEXHHUKH, TPOTPAMMHO- WH(POPMAIMOHHBIX CHCTEM, KOMIIBIOTEPHBIX Ce-
TEeH; - HAaBBIKAMH HCIIOJIb30BaHUs JIEKTPOHHBIX CIIOCOO0B oOMeHa mH(popmanueld u cpeicTB ux obecrie-
YEHUSs1, IPUMEHSEMBIX B SKOHOMUKH

4. O0beM TMCHUILIMHBI U BUAbI y4e0OHOI padoThl
OO0m1ast TpyI0EMKOCTh AUCIUIUIMHBI COCTaBIIsAET 5.0 3aU€THBIX €IMHUIIBI U TPEJICTaBICHA B Ta0JIM -
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ne 4.1.
Tabmuna 4.1 — Tpy1oeMKOCTh AUCIUILUIMHBI

Bunpl yueOHO 1eSITEIBHOCTH Bcero yacos CemecTpsl

6 cemecTp
AynmutopHsble 3aHATHS (BCETO) 72 72
Jlexun 36 36
JlaboparopHbie pabOTHI 36 36
W3 HUX B MHTEpAaKTHUBHOU (hopMme 22 22
CamocrosiTenpHas paboTa (Bcero) 108 108
Odopmienue oT4eToB 110 Ja00paTOpHBIM paboTam 60 60
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 48 48
Bcero (6e3 ax3amena) 180 180
OO01mas Tpy1I0eMKOCTh 4 180 180
3auetHbie EquHutb 5.0 5.0

5. Conepxanne TUCUMIIIIMHBI

5.1. Paznesbl IMCHUIIIMHLI M BUABI 3AHATHI
Paznensl AMCUMITITMHBL U BUABI 3aHATUI NPUBEICHBI B Tabmwuie 5.1.
Tadommua 5.1 — Pa3mensl AUCHUIUINHBI U BUABI 3aHATHH
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3 g — o
& & g g z 5
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Ha3zBanus pa3zienoB AUCHUILIMHBI 2 3 5 o 2 2 =
= 2 = 30 2 E
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= z
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6 cemecTp
1 TIpenamer, conepxanue u 3a1a4n Kypcea. Ilo- 6 8 18 32 IIK-8
HATHE JOKyMeHTa. CBOMCTBA TOKYMEHTA.
Knaccugukarus 10KyMeHTOB.
2 CtpykTypa AoKyMeHTa. TpeOoBaHUs K 4 4 18 26 [IK-8
0 OPMIICHHUIO TOKYMEHTOB.
3 Cucremsbl nokymentanuu. OdopmiieHne 4 8 18 30 ITK-8
yIPaBIEHUYECKUX JOKYMEHTOB.
4 Opranuzanus paboTsl ¢ JoKkymeHTamu. Ho- 8 4 18 30 |IIK-8
MEHKJIaTypa e, METOANKA €€ COCTABICHUS U
IIPUMEHEHHUS B IPAKTUUECKOM EATEIBHOCTH.
5 ®opMupOBaHKE U TEKYIIEE XPAHEHUE JIETT. 4 4 18 26 ITK-8
[lon-roroBka aen k nepenade v nopsiok
nepeauu Jei B apXuB AJIs JalIbHEHIIIEero Xpa-
HEHUs
6 Opranuzanus padoThl C TOKYMEHTUPOBaH- 10 8 18 36 [IK-8
HOM nH(popMaLuel OrpaHUYEHHOTO 0CTYIIa
CucTeMsl 31€KTPOHHOTO IOKYyMEHTO000pOTa
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Hroro 3a CEMCECTP

36 36 108

180

Hroro

36 36 108

180

5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JIEKIIASIM)

CopeprkaHue pa3aesioB TUCIUTIINH (TI0 JIEKIUSIM) PUBEICHO B TabmuIie 5.2.

Tabmuua 5.2 - CogepkaHue pa3aesioB NUCIUIUIHH (TIO JICKIUSIM)

Ha3Banus paszgenos

Coneprkanue pa3aesioB TUCHUTITAHBI IO
JICKIUSIM

TpynoeMkocTsb,

q

dopmupyembie
KOMIIETEHIIUU

6 cemecTp

1 TIpeamer, conepxanue v 3a1a4n
Kypca. [lonsatue nokymeHra.
CBoiicTBa IOKYMEHTA.
Knaccugukarus 10KyMeHTOB.

[TonsiTue, nenu 1 3a1a4n U3y4yaeMou auc-
uuIuIvHbL. JlemonpounsBonactso. Pazsutue
Y CTAaHOBJICHUE JEJI0NPOU3BOACTBa B Poc-
cuu. 3HaYEHUE U MECTO JOKYMEHTOB B
cucteme ynpasieHusal [oHsITHE TOKyMEH-
ta. yHKIMU T0KyMeHTOB. CrIocoOBI 10-
KyMEHTUpOBaHUs. MaTtepualibHbIe HOCHU-
tenu nHpopmaiuu. CBOMCTBA TOKYMEH-
ta. Kitaccudukarys 10KyMeHTOB 110 pa3-
JTUYHBIM npu3HakaM. HopmatuBHo-mipa-
BOBas 0asa IOKYMEHTAIIMOHHOTO oOecTie-
YeHUsI YIpaBIeHUS YHUDHUKAIIS U CTaH-
JapTU3aIus.

(o)

Hroro

IIK-8

2 CtpykTypa AoKyMeHTa. TpeOoBaHus
K 0)OPMIICHHIO JJOKYMEHTOB.

TpeboBanus k 6maHkam A10KyMeHTOB. [lo-
psok paspabotku GaHkoB. OOmmme Tpe-
OoBaHUS K JOKYMEHTaM, U3TOTOBIISIEMbIM
C TIOMOIIIBIO0 TEXHUYECKUX CPEJICTB .
PexBU3UTHI OpraHU3alMOHHO- pacopsi-
TUTENBHBIX JOKYMEHTOB. OCOOCHHOCTH
o(hopMIIeHHUS OTJIEITBHBIX PEKBU3UTOB.

HUroro

IIK-8

3 CucteMbl TOKyMEHTaLUH.
OdopmiteHne ynpaBieHIECKUX
JTIOKYMEHTOB.

Opranu3aiioOHHO-PACIOPSIAUTENbHAS J10-
kyMmeHTanus. HpopMarmoHHo-cripaBoy-
HbIE IOKYMEHTHI. JJoKyMeHTUpOBaHUE JIe-
SITEIbHOCTH KOJIJIETHAIBHBIX OPTaHOB.
Cucrema mianoBoit fokymentanuu. Cu-
CcTeMa OTYETHOM JoKyMeHTaruu. Kaapo-
Bas IokyMeHTalus. OCHOBHBIE BUIbI
JIOKY-MEHTOB 10 JITYHOMY cocTaBy. Cu-
cTemMa OyXraiaTepcKon JOKYMEHTAIIHH.

HUroro

IK-8

4 Opraam3arwsi paboThI ¢
nokymeHTamu. HomeHkmnarypa nei,
METO/INKa €€ COCTABJICHUS U
NPUMEHCHHUS B MIPAKTHUECKON
JeSITETTbHOCTH.

[ToHsITHE «IOKYMEHTOOOOPOT» H €T0 pa3-
ButHe. OCHOBHBIC TIPAaBUJIa OPTaHU3AINH
JOKYMEHTOO00pOTa B OPraHU3aluN
(yupexnenun) . Cxema IBHKEHUS U TEX-
HoJIOTHs1 00pabOTKHU TOKYMEHTOB. YUeT
o0beMa IOKyMeHT000opoTa. Peructpa-

[K-8
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1ust JOKyMEeHTOB. KOHTPOIIb HCTIONTHEHUS
nokymeHToB.Homenkiarypa nein. Bunbt
HOMEHKJIaTyp niei1. TpeOoBaHus K COCTaB-
JIEHUI0 HOMEHKJIATyphl. 3ar0JI0BKU U UX
cocTaBlieHuE B HOMeHKJarype aen. [lops-
AOK COCTAaBJICHUSA U YTBCPKACHUS HOMCH-
KJaTypsl aen. TpeGoBaHMs K 3aTOTHEHHIO
(hopMBI HOMEHKJIATYPHI Jel. YCTaHOBIIe-
HUE CPOKOB XpaHEHUSs JIeTl.

HUroro

5 ®opMHUpOBaHUE U TEKYILEE
xpanenue nen. [lon-roroska nein k
repeaaye v NopsAaoK nepesadyu e B
apXWB IS JAJIBHEHNIIETO XpaHEHUS

®opmupoBanue u opopmiienue aen. Op-
TaHW3AIUS OTIEPATHBHOTO XPaHEHHS JICTT.
DKcnepTH3a IeHHOCTH T0KyMeHTOB. [1po-
BeJIEHUE KCIIEPTH3bI IICHHOCTH. OdopM-
nenue aen. OdopmiieHre 00I0XKKHU AeTa.
Cocranenne onucen. [lopsaok nepena-
M JOKYMEHTOB Ha XpaHEHHUE B apXUB.

HUroro

IIK-8

6 Opranuzanust paboThI ¢
JIOKYMEHTHUPOBAaHHON WH(pOpMaIrueit
orpaHu4YeHHOro jjoctyna CucTeMbl
ANIEKTPOHHOTO IOKYMEHTO000pOoTa

Opranuzanust paboTsl C JOKYMEHTaMH,
KOTOPBIE OTHECEHBI K TOCYIapPCTBEHHBIM
cekperam. Opranuszaiys paboThl ¢ JOKY-
MEHTaMH, COJICPKAIIUMU KOHPHICHITH-
anpHyto nHpopmanuto. [IpaBa nocryna k
KOH(UICHIIMAIBHBIM JOKYMEHTaM Opra-
Huzanun. [lpuem peructparust KoHPH-
JICHIIMAIBHBIX TOKyMeHTOB. [leuaTanue,
pa3sMHOKEHHE U PAaCChUIKA JOKYMEHTOB.
['pynmupoBKka UCTIONHEHHBIX JOKYMEHTOB
B Aena. Vcronb30BaHNe JOKYMEHTOB, €T
Y M3JIaHUH, CHITHE C JIeN Tprda orpaHu-
YEeHUS JOCTyNa. DIEKTPOHHBIH JOKYMEH-
TOOOOPOT. DIEKTPOHHO-IIU(DpOBast MO~
nuck. MOK (PKI) — uadpactpykrypa
OTKPBITHIX KITtouel. OpraHu3aliusi CHCTeM
AIIEKTPOHHOTO JOKYMEHTO0000pOTA.
OCHOBHBIE TIOHSITHSI O CUCTEMaX JJICK-
TPOHHOTO IOKyMEHT0000poTa. OCHOBHBIE
ceoiictBa COJI. Obmas kmaccudukarus
CO/I. Ilpumeps! peanuzaiii CUCTEM
AJIEKTPOHHOTO IOKYMEHTO000POTA.

HUroro

10

[K-8

Hroro 3a cemectp

36

5.3. Pa3neqbl AMCUMINIMHBI M MEKIMCUMININHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)

H 00ecrneunBaeMbIMHU (l'[OC.TIeZ[leI[lI/IMI/I) AUCHHUIIVIMHAMHU

Pazmensl AUCTIUTUIMHBI M MEKIUCITUTUIMHAPHBIC CBSI3M C 00€CTICUMBAOIIMME (TIPEABIAYIIUMA) H

obecrneunBaeMbIMH (ITOCIEIYIOIMMHI) TUCIUTUTHHAMH TIPEICTaBICHBI B Tabumie 5.3.

Tabmura 5.3 - Paznensl AUCIUIUIMHBI 1 MEXIUCITUIUTMHAPHBIE CBI3H

HaumeHnoBaHue qUCHMILIMH

Ne pasnienoB JaHHOW AUCHUTLUIMHBI, I KOTOPBIX HEOOXOIUMO
U3ydeHHe 00eCTICUMBAIONIUX U 00eCTIeYNBAEMbIX JUCIIUILTHH

1 2 3 4

5

6
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[IpenmecTByroue AUCHUTUTHHBI
1 lHTepHET-TEXHOJIOTUH B YIIPABICHUU N
pOoeKTaMu
2 Undopmatnka + +
3 IlpakTHKa 1O MOTYYEHUIO EPBUYHBIX .
npodeccuoHaNbHbIX YMEHUN U HABBIKOB
4 CraTucTtuka +
5 Ynpasienue npoekTaMu

[Tocnenyromue TUCIUITITUHBL

1 busnec- nnaHupoBaHue + +

5.4. CooTBeTCcTBHE KOMIIETEHI MM, (POPMHPYEMBIX NIPH U3YYEeHHUH JMCIHUILIMHbBI, 1 BUI0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPHU HM3YYEHUH IUCIUIUIMHBI, W BHUIOB 3aHATHA

MpeJCcTaBiIeHo B Tabmuie 5.4

Ta6muma 5.4 — CooTBETCTBHE KOMIIETCHIIMH W BUJOB 3aHITHH, (POPMHUPYEMBIX TIPU U3YYEHHUH TUCIIHTLIH -

HBbI
Bunwl 3ansatuit
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ITK-8 + + + Kontponsnas pabora, OTder mo
nabopatopHoii pabote, Onpoc Ha
3aHATUAX, Tect, Juddepenmupo-
BAHHBIN 3a4ET

6. UHTepakTHBHBIE MeTOAbI U (GOPMBI OPraHU3aALUH 00yYeHUs
TexHOMOruM MHTEPAKTUBHOTO O0Y4EHUs NMPH pa3HbIX (opMax 3aHATUH B 4acax MPUBEICHBI B Ta-

omure 6.1

Tabmuna 6.1 — TexHoa0rMM HHTEPAKTUBHOTO 00YYEeHHUsI IPU Pa3HbIX popMax 3aHATUH B yacax

HNurepakTuBHBIE
MeTtob nabopaTopHbIC Bcero
3aHATHS
6 cemecTp

TTonckoBEIiT MeTON 11 11
Peuienune cutyaumoHHBIX 3a/1a4 11 11
Hroro 3a cemecTp: 22 22
Hroro 22 22

7. JIaGopaTtopHbie padoThI
HaumeHnoBanue nabopaTopHbIX paboT npuBeaeHo B Tabauue 7.1.
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Tabmuua 7. 1 — HanmeHoBaHue 1a0OpaTOpHBIX padoT

3 z§
3 =
g 25
]
HasBanus pasnenos HaunmeHnoBaHue 1a00paTopHBIX padoT zF &5
o S E
= a =
a o 2
= S}
6 cemecTp
1 TIpeamer, conepxaHue v 3a1a4n Crannaptuzanus oOpMIICHHs OpTaHHU3a- 8 I1K-8
kypca. [lonstue nokymeHra. LUOHHO-PACTIOPSIANTENIbHBIX TOKYMEH-
CBoiicTBa IOKYMEHTA. ToBCO3/1aHKE HJIEKTPOHHBIX JOKYMEHTOB
Knaccudukanus 10KyMeHTOB. Wroro
2 CrpykTypa gokymeHTa. TpeboBanus | OpraHu3allMOHHbIE JOKYMEHTBI, UX CO- 4 [IK-8
K 0)OPMIICHHIO JJOKYMEHTOB. CTaBJIEHHE U 0(hopMIIECHHE
Uroro 4
3 Cuctembl JOKyMEHTAIINH. CocTaB 1 co3gaHue pacrnopsiAuTEIbHBIX 8 TIK-8
Odopmienne ynpaBIeHUIECKIX nokymeHToB.MH(DOpMaImoHHO-CTIpaBOY-
JIOKYMEHTOB. HBIE JOKYMEHTBI, UX COCTaBJIEHUE U
oopmienue
Hroro
4 Opranuzanms paboTsI ¢ Pabota ¢ xagpoBoii TOKyMeHTaIuen 4 [K-8
nokymeHTamu. Homenknarypa nen, Wroro
METOJIMKA €€ COCTaBJICHUS U
NPUMEHEHHUS B TPAKTHUECKOM
JESTEIbHOCTH.
5 ®opMupoBaHHE U TEKYIIEE Opranu3aiys paboThI ¢ TOKYMEHTaMHU. 4 ITK-8
xpanenue nen. [lon-roroBka aen k XpaHeHue J0-KyMEHTOB
nepesiate 1 NOpAnoK Mepefaun Aen B | .o 4
apXuB JJIs1 JaJbHEHIIETr0 XpaHeHus
6 Opranuzanust paboThI ¢ Cuctembl aBTOMATU3AIMHI TOKYMEHTOO- 8 [IK-8
JTOKYMEHTHPOBaHHOHM nH(popmanueii | 6opotaPabora B cucTeme 3JeKTPOHHOTO
orpaHu4yeHHoro jfocryna CucreMbl JTOKyMeHTO00OpoTa
3NIEKTPOHHOT'0 IOKYMEHTO000pOoTa Wroro 8
Wroro 3a cemectp 36

8. [IpakTHYeckue 3aHATHSA (CEMHUHAPBHI)
He npenycmorpeno PYII

9. CamocrosiTesibHasi padoTa
Bunasl camocTosiTenbHOM paboThI, TPYAOEMKOCTh U (hOpMUpPYEMbIe KOMIIETCHIIUU MTPEICTABICHHI B
tabmmue 9.1.
Tabmuia 9.1 - Buasl caMoCTOSTETbHON paboThI, TPYIOEMKOCTh U (pOpMUpPYEMbIe KOMIIETCHLIUU

3 @]
2 z E
S i
Bunnr camocTosTeILHON & > 0O

HasBanus pasnenos z 7 &5 @OpMBI KOHTPOJIA

paboThI B s 2
=S 22
a e g

= S}

6 cemecTp
1 IIpenmer, conepsxkanue u | [IpopaboTka JEKIIMOHHOTO 8 |IIK-8 JuddepenurpoBaHHBIHI
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3ajmaun Kypca. [lonsrue
nokymeHTa. CBoMcTBa

Marepuaia

3aveT, KoHTpoiabpHas pabo-
Ta, Onpoc Ha 3aHATHUSIX

OdopmieHre 0TYETOB TI0 10
AOKYMCHTA. J1abopaToOpHBIM paboTam
Knaccudukarus
JIOKYMEHTOB. Hroro 18
2 Crpykrypa nokymenta. |[IpopabGoTka JIEKIIMOHHOTO 8 |IIK-8 JuddepeHnnpoBaHHbIHI
TpeboBanus MaTepuana 3auet, KontponbHas pabo-
MJICHU ta, Onpoc Ha 3aHATHIX
o(opmertio OdopmiteHre 0TIETOB TIO 10 a, Onpoc Ha 3a
OKYMEHTOB. nabopaTopHbIM paboTam
Hroro 18
3 CucreMbl [IpopaboTka JIeKIIMOHHOTO g |IIK-8 JudpepeHnnpoBaHHbIMl
JOKYMEHTAIIUH. MaTepuana 3a4eT, Onpoc Ha 3aHATHUSX,
Ogopmnerre OdopmieHre 0TYETOB 10 10 Tecr
YHpaBIICHICCKIX J1abopaToOpHBIM paboTam
JTIOKYMEHTOB.
Hroro 18
4 Opranusanus padotsl ¢ | [IpopaboTka JEKIIMOHHOTO g |IIK-8 HuddepenunpoBaHHbIii
JOKYMEHTaMH. Marepuaia 3avet, KonTponbHas pabo-
Howmenknarypa nemn, O(OpPMIEHHE OTUETOR 1O 10 'T[a’ Omnpoc Ha 3aHATHSX,
METOJIHK TaBJICHUS T
CTOAMKA €C COCTaBIIC J1abopaToOpHBIM paboTam e
Y IPUMEHEHUS B
MIPaKTHYECKOM Hroro 18
NeSITeIbHOCTH.
5 ®opmupoBaHue 1 [TpopaboTka JIEKITMOHHOTO 8 |IIK-8 JuddepeHnmpoBaHHBIHI
TEKylllee XpaHeHHe JIel. | MaTepuasa 3auet, KonTponbHas pabo-
[Ton-roroBka aen k OQOPMICHHE OTHETOR 110 10 'Tfa, Omnpoc Ha 3aHATHSX,
i 4e U TOPSAT0K T
Cpeatic 1 opio naboparopHbIM paboTam cc
nepeayuu e B apXuB IS
JaJIbHEUIIIETO XpAHEHUS Hroro 18
6 Opranuzanus padoTsl ¢ | [IpopaboTka JICKIIMOHHOTO 8 |IIK-8 JuddepeHurpoBaHHBIHI
JOKYMEHTHPOBAHHOM Marepuaia 3auet, KonTponbHas pabo-
uHpopmalei OdOpMIEHHE OTUETOR 11O 10 ;a, Onpoc Ha 3aHATHSX,
rPaHUYCHHOT: Ty T
OIPAHMHCHHOTO 10CTYIIA nabopaTopHBIM paboTam cc
CucreMbl 31€KTPOHHOTO
JTOKYMEHTO000pOTa Hroro 18
Hroro 3a cemectp 108
Hroro 108
10. KypcoBas pa6ora (IIpoeKT)
He npenycmorpeno PYII

11. PeliTuHrOBasi cucreMa AJISl OHEHKH yCII€BA€MOCTHU CTYACHTOB

11.1. baajbHbIe OLEHKH IJIS 3JIeMEHTOB KOHTPOJISI
Tabmuua 11.1 — baniapHbIe OLIGHKH TSI JIEMEHTOB KOHTPOJISI

. N MaxkcuManbHbII
. MaxkcumanbHbIN MaxkcumanbHbIN
DneMeHThl y4eOHOM 0aJut 3a mepuos Bcero 3a
6amn Ha 1-yto KT ¢ | 0am 3a nepuoa
JEATEIIbHOCTH Mexny 2KT u Ha CEMECTp
Hayana ceMectpa | mexay 1KT u 2KT
KOHEII ceMecTpa
6 cemecTp
KontponrsHas padorta 10 5 10 25
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Onpoc Ha 3aHATUSAX 5 5 10 20
Otuet no nabopaTopHOii 10 10 20 40
pabote

Tect 5 5 5 15
Hroro makcumym 3a nepu- 30 25 45 100
on

Hapacratomum urorom 30 55 100 100

11.2. IlepecyeT 02/1710B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKHU
[Tepecuer 6a/IOB B OIICHKH 32 KOHTPOJIBHBIE TOUKH MPeIcTaBieH B Tadmmie 11.2.
Tabmuma 11. 2 — [TepecueT 6AJIJIOB B OIICHKH 32 KOHTPOJIbHBIE TOUKH

bannel Ha 1aTy KOHTPOJIbHOM TOUKH Onenka
> 90% ot MakcuManbHOU cyMMBbI OamoB Ha gaty KT 5
Ot 70% no 89% ot makcumasibHON cymMbl OaiioB Ha aaty KT 4
Ot 60% 10 69% OoT MakcMMaIbHON cyMMbl OaisioB Ha naty KT 3
< 60% oT MakcuMaabHOU cyMMbI OauioB Ha naty KT 2

11.3. Ilepecyet cyMMbI 02/1710B B TPAAULNOHHYIO M MEKTYHAPOIHYIO OLEHKY
[Tepecuer cymMMBI 0aJIOB B TPaIUIMOHHYIO M MEXIYHAPOAHYIO OLIEHKY TPEACTaBICH B TalOmuIle
11.3.

Tabmuua 11. 3 — IlepecueT cymmbl 6aJJI0B B TPAAULIMOHHYIO U MEXTYHAPOIHYIO OLIEHKY

HtoroBas cymma 0aos,

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

9K3aMEH

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

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

3 (yZIOBJIETBOPUTEIHHO) (3aYTEHO) 60 - 64 E (nocpencraenio)
2 (HeyROBICTBOPHTENSHO) (HE Hwxe 60 6aiioB F (HeynoBneTBOPUTENBHO)

3a4TEHO)

12. YuyeOHO-MeTOAUYeCKOE U MH(OPMALIMOHHOE O00ecneyeHHe TUCIMIINHBI

12.1. OcHoBHas JUTEpaTypa

1. JlokyMeHTalmoOHHOE OOeCrieueHHe YIIPaBICHUS U JACIONPOU3BOACTBO [TekcT] : yueOHHK st
6akanaspos / U. H. Ky3nenos. - M. : FOpaiit, 2012. - 576 c. - (bakanaBp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuuue B Oubmmorexke TYCVYP - 26 3k3.)

2. KoH(uneHnmanbHOE IEIOMPOU3BOACTBO W 3AIIUIICHHBIA AJICKTPOHHBIA JOKYMEHTOOOOpPOT
[Tekcr] : yueOnuk / H. H. Kynsies [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepa6. u mom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas oubnmoreka). - bubmmorp.: ¢. 490-496. - ISBN 978-5-
98704-711-8 (nannuue B 6ubmmotexke TYCYP - 15 7k3.)

12.2. lonosiHUTeIbHAS JIUTEPATYpPa
1. JloKkyMEeHTHpOBaHHE YNPABICHUYECKOH AedaTenbHOCTH : yueOHoe nocobue / XK. H. Akcenona ;
®enepalibHOE areHTCTBO 10 00pa3oBaHMI0, TOMCKMII TOCYIapCTBEHHbIN YHUBEPCUTET CUCTEM YIIpaBiie-
HUS ¥ paanosnekTporuky, Kadenpa sxonomuku. - Tomck : TMIJLO, 2006. - 119 c. : wi., Tabn. - bubau-
orp.: c. 119. (manmmuue B 6ubmotexe TYCVYP - 16 3x3.)
2. JIoKyMEHTHpOBaHHE YHpPaBICHUYECKOH JesTeabHOCTH: YdyeOHoe nocodue / Axcénona XK. H. -
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2009. 194 c. [DnexTponHbId pecypc] - Pexum moctyma: https://edu.tusur.ru/publications/4875, nara 06-
pamenus: 17.05.2017.

12.3 YyeOHO-MeTOAUYECKHE ITOCOOUH

12.3.1. O0s3aTesibHbIE YUeOHO-MeTOAuYeCKH e MOCO0Uus

1.  OOmwmii 1 AMEKTPOHHBIN JOKYMEHTO000pOT: MeToanueckoe mocobure mo 1aboparopHbIM 3aHs -
THSM U CaMOCTOSTENbHOU pabdoTe s ctyaeHTtoB HampasieHuid 080200.62 «Menemxment», 080100.62
«Oxonomuka» / AxcénoBa K. H. - 2014. 40 c. [DnextpoHHbIi pecypc] - Pexum pocryma:
https://edu.tusur.ru/publications/4874, nara o6pamenus: 17.05.2017.

2. JloKkyMEHTHpOBaHWE yMPABICHUYECKOH JEATeTbHOCTH: MeToquuecKre yKa3aHus K MpaKkTuie-
CKHMM 3aHATHSAM U 10 caMocTosATeIbHOM padote / AkcéHoBa XK. H. - 2011. 57 c. [DaexTponHbIii pecypc] -
Pexxum noctyna: https://edu.tusur.ru/publications/2389, nata obpamenus: 17.05.2017.

12.3.2 YuyeOHO-MeTOAMYeCKHe TOCOOMS 1JIsI JIML ¢ OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbSI

Y4eOHO-MeTOIMUEeCKUE MaTepHalibl Il CAMOCTOSTENIbHOM M ayAUTOPHOM paboThl 00ydaromuxcs
U3 YMClIa MHBAIMJOB MPEAOCTABIAIOTCSA B (hopMax, aAalTHPOBAHHBIX K OTPAHUYEHUSM UX 37I0POBbS U
BOCHPUSTHS UH(OPMAIUH.

JL1s1 i1 ¢ HApyIIeHUSIMM 3PeHust:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOM (hopMe yBETMUEHHBIM HIPUPTOM.

JI1s1 M1 ¢ HAapyIIeHUsIMHM CJIyXa:

- B (hOpMeE INIEKTPOHHOIO TIOKYMEHTA;

- B Ie4aTHOU opme.

JL1s1 M1 ¢ HApYIIeHUSIMM ONIOPHO-ABUTaTe/ILHOI0 annapara:

- B (hOpMe 3NIEKTPOHHOI'O IOKYMEHTA;

- B IIe4aTHOU hopme.

12.4. ba3pl JaHHBIX, HH(POPMALMOHHO-CIIPABOYHbIE, IOMCKOBbIE CHCTEMBbI M Tpedyemoe
NporpamMMHoe odecreyeHue

CrnpaBouHO-UH(pOpMAITOHHBIE cUcTeMBbl «KOHCYMbTaHT +», «I apanT».

http://www.gdm.ru — Odunmanbuelii cait ['wibauu ynpapisiomux J0KyMeHTaluen

http://www.gramma.ru - KyneTypa nucsMeHHO# peun (pa3zaen « CTHIIb TOKyMEHTa )

http://dogovor.helpery.ru — Dnexrponnsiii cOopHUK «OOpa3ibl JIETIOBBIX JIOKYMEH-

AW N -

TOB»

5. http://www.eos.ru — OdunuanbHbIil callT KOMIAHUU «JNEKTPOHHBIE O(PHUCHBIE CUCTEMBI»
(paznen «O TOKyMEHTO0O0POTEY)

6. http://www2.termika.ru/dou/enc - DHIMKIOTIE NS 1ETOMPOU3BOJCTBA

7.  http://www2.termika.ru/dou/progr/issao.html - UndpopmanmonHo-cipaBoYHasi CUCTEMa apXHB-
Hoit orpac-ym (MCCAO)

13. MaTepuajibHO-TEXHHYECKOE o0ecredeHue TN CHUNINHbI
13.1. O61mue TpedOBaHNS K MATePHATbHO-TEXHUYECKOMY 00ecreYeHU 0 TN CIUTITTHHbI

13.1.1. MaTrepuabHO-TEXHMYECKOE O0ecrevyeHue /sl JIEKIMOHHbIX 3aHATHH
Jlis mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIIOBBIX M MHIWBUYaJIbHBIX KOHCYJIbTALUH, TE-
KYILEro KOHTPOJISI M IPOMEXKYTOUHOM aTTecTallui UCIOJIb3yeTCsl yueOHas ayIuTopusi, C KOJIMYECTBOM I10-
CaJI0YHBIX MeCT He MeHee 22-24, 000opyloBaHHAs JOCKOM M CTaHAApTHOH yueOHOo#l meOenbo. MMeroTes
HaIIAHbIE TOCOOMS B BUJIE MTPE3CHTALIMI 110 JIEKIIMOHHBIM pa3/iesiaM JTUCIHUILIHHBI.

13.1.2. MaTepuajibHO-TEXHHYECKOe o0ecnevyeHne JJIs J1adopaTopHbIX pador
Jns mpoBeneHust 1abOpPaTOPHBIX 3aHATUN HCIONb3yeTCsl ydeOHas aymuTopHsl (KOMIIbIOTEPHBIN
KJIacc), pacrnoiiokenHas 1o ajapecy 634034, Tomckas obnacts, . Tomck, yin.Kpacnoapmeiickas, a. 146, 5
stax, aym.503,505. CocraB obopynoBanus: YueOHas meOenb; Kommbrorepsl kiacca He Hmwke [I9BM
INTEL Celeron D336 2.81T11. - 27 mrt.; Komnstorepsr moakitouens! k cetu MHTEPHET u obecnieunBa-
10T JIOCTYII B AJIEKTPOHHYIO HH(GOPMAIIMOHHO-00pa30BaTeNIbHYIO CPEly YHUBEPCUTETA.
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13.1.3. MaTepuajJbHO-TeXHUYECKOe o0ecnedeHue I CaAMOCTOATEIbHOH padoThl
st camocToATensHOM paboThl yueOHass ayquTopus (KOMITBIOTEPHBIN KJIAcC), pacIONOXKEeHHAs 110
aapecy 634034, Tomckas obmacts, T. Tomck, yn.Kpacnoapmeiickas, . 146, 5 stax, ayn.503,505. CocraB
obopynoBanus: YueOHas MmeOenb; KommbroTeps! kiacca He Huxe [IDBM INTEL Celeron D336 2.81T. -
27 wr.; Kommeiorepsl noxakitoueHs! k cetu MHTEPHET u obecrieunBatoT 10CTYN B 3JIEKTPOHHYIO WH-
(dhopManmOHHO-00pa30BaTEIbHYIO Cpely YHUBEPCUTETA.

13.2. MaTepuajibHO-TeXHHYECKOe oOOecredeHre TUCUMIIIMHBI JIS JIMI C OrPAHMYEHHbIMU
BO3MOKHOCTSIMU 3/10POBbSA

OcBoenue mucuuruivHbl guramMu ¢ OB3 ocymecTBiseTcss ¢ UCMOJIb30BAaHUEM CPEACTB OOydeHHUS
0O0IIIEro U CIEeIUAIbHOIO Ha3HAYCHUS.

[Ipu 00y4eHUH CTYICHTOB ¢ HAPYLIEHUAMH CJIyXa MMPEAYCMOTPEHO UCIOJIb30BAaHUE 3BYKOYCHIIU-
BaIOIIEH amnmaparypbl, MYJIbTUMEIUWHBIX CPEACTB U JAPYIHX TEXHUYECKUX CPEICTB MpHeMa/mepenadn
y4ueOHON MHGOPMAIIMK B TOCTYIHBIX (hopMax ISl CTYJICHTOB C HAPYIICHHUSIMU CITyXa, MOOMJIBHOM CHUCTe-
MBI OOYYCHHSI JJIs1 CTYJCHTOB C MHBAJIUIHOCTHIO, MOPTATHBHOW MHIYKITMOHHON CUCTEMbI. YueOHas ayiu-
TOpHsI, B KOTOPOH 00yd4arOTCsl CTYACHTHI C HapYIICHUEM CiyXa, 000pylIoBaHA KOMITBIOTEPHOW TEXHUKOM,
ayIMOTEXHUKOH, BUICOTEXHUKOU, IEKTPOHHOM JOCKOU, MYJIbTUMEIUHHON CUCTEMOM.

[Tpu 0OyueHUH CTYICHTOB ¢ HAPYLIEHUSIMH 3PEeHUSIMU TIPEIYCMOTPEHO MCIIOIb30BaHUE B JICKITU-
OHHBIX M yYEOHBIX ayIUTOPHSIX BO3MOXHOCTH MPOCMOTPA YIAICHHBIX O0OBEKTOB (HAmpuUMep, TEKCTa Ha
JIOCKE WJIM CJIaii/la Ha DKpaHe) MPH IMOMOIIN BUICOYBEIUYUTENCH JIJIs1 yIAJICHHOTO ITPOCMOTPA.

[Ipu 0OydyeHHM CTYACHTOB ¢ HAPYUIEHUSIMH ONOPHO-IBUIaTEJbHOI0 ANNAPATA HCIOJIb3YIOTCS
aJbTepHATUBHBIE YCTPOMCTBA BBOJA MH(OpPMAIMK MU JPyrue TEXHUYECKHUE CPEICTBA INpHEMa/TIepeaadn
yaeOHOM WH(pOPMAIUU B JOCTYIMHBIX (opMax s CTYICHTOB C HAPYHICHUSIMH OMOPHO-IBUTATEIHHOTO
armapara, MOOMJIBHOM CHUCTeMbI 0OYUEHUS TS JIFO/IeH ¢ MHBATUIHOCTBIO.

14. ®oHja OLIEHOYHBIX CPEACTB

14.1. OcHoBHbIe TpeOOBaHus K GOHY OLIECHOYHBIX CPEICTB M MeTOANYECKHEe PeKOMEeHAalluH
@DOH/ OLIEHOYHBIX CPEJICTB U TUIIOBbIE KOHTPOJIbHBIE 3a/IaHMs, UCIIOIb3yeMbIe JUIsl OLIEHKU chop-
MHUPOBAaHHOCTH U OCBOCHMS 3aKPEIUICHHBIX 3a IUCLUUILIMHON KOMIIETCHIUHI IPU NPOBEACHUU TEKYLIEH,
POMEXYTOYHOH aTTecTaluy 10 TUCIMIUIMHE IPUBEIEH B IPUIIOKEHUHN K pabodell mporpaMme.

14.2 Tpe6oBanusi K GOHIY OIEHOUYHBIX CPEIACTB /IS JIMI C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310POBBSA
I[J'ISI CTy,Z[eHTOB C UHBAJIMJIHOCTBIO HpeIIYCMOTpeHI)I JOITOJIHUTCIIBbHBIC OLICHOYHBIC CpeI[CTBa, Hepe-
YeHb KOTOPBIX yKa3aH B TaOJIHIIE.

Ta6amnua 14 — JlonmoJiHUTEJIbHBIE CPEICTBA OIEHMBAHMS IJIsI CTYI€HTOB ¢ HHBAJIMIHOCTHIO

Bupl 1OMOTHATENBHBIX OLIEHOYHBIX
Cpe/CTB

q)OpMBI KOHTPOJIAI U OICHKU

Kareropuu cTyneHToB
pe3y/IbTaTOB O0y4YeHUS

TecTsl, MICEMEHHBIE CAMOCTOSITEIBHBIC
paboTHI, BOIIPOCH! K 3a4ETY,
KOHTPOJIbHBIE Pa0OTHI

C napymeHusMu
ciyxa

[Ipenmy1ieCTBEHHO MUCbMEHHAs
IIpOBEpPKa

C HapymieHusiMu
3peHus

CobeceoBaHuE 1O BOTIPOCAM K 3a4eTY,
OIPOC 10 TEPMHHAM

[TpeumymiecTBEHHO yCTHAs TIPOBEPKA
(MHIMBUAYATIBHO)

C napymeHusMu
OIOPHO-
JBUTATEILHOTO
anmapara

Pemenue qucTaHIMOHHBIX TECTOB,
KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHBIE
CaMOCTOSITeNIbHBIE PaOOTHI, BOPOCHI K
3a4eTy

[IpenmMyIIeCTBEHHO AUCTAHITMOHHBIMH
MeTOoIaMu

C orpaHuueHusIMH TIO
00ILIEMETUITMHCKIM
[MOKa3aHUSIM

TecTbl, MUCEMEHHBIE CAMOCTOSITEIbHbIE
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI

[IpenmyniecTBEHHO IPOBEPKA
METOAAMHM, UCXOJISI U3 COCTOSIHUS
00y4aroierocss Ha MOMEHT IPOBEPKHU

14.3 MeTroauveckne peKOMeHIAMHU 110 OLEHOYHBIM CPeICTBaM JJisl JINI C OTPAHNYEHHBIMHU
BO3MOKHOCTSIMH 310POBbSI
s crynentoB ¢ OB3 npenycMatpuBaeTcs HOCTyIHas GopMa IpeoCcTaBlIeHUs 3alaHui OI[CHOY -
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HBIX CPEJICTB, & UMEHHO:

- B IeyaTHou (hopme;

- B IIeYaTHOM (hopMe ¢ YBEITHUEHHBIM MPUPTOM;

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- METO/IOM YTE€HUS ACCUCTEHTOM 33/IaHUS BCIYX;

- MPEIOCTABJICHUE 3a/IaHUS C UCTIOIb30BAaHUEM CYPJIOTIEPEBOIA.

CryneHTaM C WHBAIMIHOCTHIO YBEIIMYHMBACTCS BPEMsI HA IMOJTIOTOBKY OTBETOB Ha KOHTPOJIbHBIE
BOTIPOCHI. J[JIsl TAKMX CTYAEHTOB IpeIyCMaTpUBAETCs JOCTYyIMHAs (popMa mpeaocTaBIeHUs] OTBETOB Ha 3a-
JIAHHS, @ IMEHHO:

- MMCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C MCIIOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- MPEJICTaBJICHUE OTBETOB YCTHO.

[Iponenypa oneHWBaHUS pPE3yAbTATOB OOYUEHHS MHBAIHIOB IO JUCIUILIMHE MPEIyCMaTpHBAET
npenocTaBieHrne nHpopMalu B GopMax, aJanTUPOBAHHBIX K OTPAaHUYCHUSM UX 37I0POBBS M BOCTIPUSTHUS
uHbOpMaIUH:

JLst Jid1l ¢ HAPYLIeHUSIMH 3PeHus:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (hopMe yBETUISHHBIM MIPUPTOM.

JIJist JiM1 ¢ HAPYIIEHUsIMU CJIyXa:

- B (hopMe ANIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU hopme.

JIJ1s1 Jid1l ¢ HAPYLIEHUSIMHU ONIOPHO-IBUTaTeJILHOIO annapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IIe4aTHOU hopme.

[Tpu HEOOXOMMMOCTH AJIsi 00YHAIOIINXCS ¢ MHBATHIHOCTHIO TPOLIEAYPa OLICHUBAHUS PE3YIIbTATOB
00y4eHHUsT MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.

CornacoBaHa Ha noptane Ne 15274 13



IIpuniaoxenue 1
MHUHHUCTEPCTBO OBPA3OBAHUA U HAYKHU P®
®enepanbHOe roCyIapcTBeHHOE 0I0/ZKeTHOEe 00pa30oBaTe/IbHOe yUpesk/ieHue BbIcIIero 00pa3oBaHus

«TOMCKUM TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
VIIPABJIEHUA 1 PAIIMOSJIEKTPOHUKN»

(TYCVYP)
YTBEPXIAIO
[TpopekTtop mo yueGHOMI paboTe
I1. E. Tposin
«_» 20 T
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1. BBenenue

®onp ouenounsix cpeacts (POC) sBuseTcs NpuiIokKeHHEM K padoyeil mporpaMMe AUCHUTUTAHBI
(MpaKkTUKU) U TPEACTaBIAET CO00M COBOKYMHOCTh KOHTPOJIbHO-U3MEPUTEIbHBIX MaTepuajoB (TUIIOBbIE
3a/auMl (3a/1aHusl), KOHTPOJIbHBIE PaOOThI, TECTHI U JIP.) U METO/IOB MX MCIIOJIb30BaHMS, TPETHA3HAYSHHBIX
JUTSL U3MEPEHUS] YPOBHSI IOCTHKEHUS CTYICHTOM YCTAHOBJIEHHBIX PE3YJIbTATOB OOYUECHHS.

®OC no pucuuruivHe (IPaKTUKE) UCHOJIb3YETCs MPU MPOBEICHUH TEKYIIEro KOHTPOJIS yCIieBae-
MOCTH U IPOMEKYTOYHON aTTeCTalliu CTYICHTOB.

[Tepedens 3aKpeIICHHBIX 32 TUCHMILTMHON (PAaKTUKOM) KOMIIETEHIIUH MpuBeaeH B Tabmuie 1.
Tabmuna 1 — [lepedeHpb 3aKpEIUICHHBIX 33 TUCITUTIIMHON KOMIIETEHIIUN

Kon

DopMyaHpOBKa KOMIIETEHLIUU

Otanbl GOpMUPOBAHUS KOMIIETEHLIUH

IIK-8

BJIaJICHUEM HaBBIKAMH JIOKYMEHTAJIbHOIO
odopMIIeHUs PELICHUI B YIIPABICHUU OIEPAIIH-
OHHOM (ITPOU3BOJACTBEHHOM) JEATEIHLHOCTH Op-
raHW3alui NPpU BHEAPEHUN TEXHOJIOTUYECKUX,
MPOAYKTOBBIX MHHOBALMWA WJIM OPraHU3aIllMOH-
HBIX U3MCHCHHI

JloIKeH 3HaTh OCHOBBI JENONPOM3BOICTBA
U 2JIEKTPOHHOTO IOKYMEHTO000pOoTa B Op-
raHU3alUsX, TPEAPH-ATHIX (YIPESIKICHU-
5IX), COCTaB ¥ XapaKTEPUCTUKY MEPCIICK-
TUBHBIX HH()OPMAIIMOHHBIX TEXHOJIOTUH B
SKOHOMHKHM. TOCYIAPCTBEHHYIO HOIUTHKY
B cepe JOKyMEHTOO000pOTa, AIMEKTPOHHBIX
JIOKYMEHTOB U 3JIEKTPOHHOTO JIOKYMEHTOO-
6opoTa; COBPEMEHHYIO HOPMATHBHO-METO-
Jqudeckas 06a3a opraHu3anuu padoThI ¢ J0-
KyMEHTAMH B OP-TaHH3AIlMH; COBPEMEH-
HbIE TPEOOBAHMS K OpraHU3aLluH, TPaBHUIIA
¥ HOPMBI paBoThI ¢ JOKYMEHTaMH; 00Iie
[NPUHLUIBI IOCTPOCHUS U CTPYKTYPY CHU-
CTEMBI JIEKTPOHHOTO JJOKYMEHTO060pOTa;
opraHn3aluio ACATCIbHOCTH apXUBHBIX
CITyxO0. ; )

JloikeH yMeTh I'paMOTHO pa3pabaThiBaTh
yIpaBJICHYECKHE JOKYMEHTBI, HCIIOJTb3ye-
MBbBI€ B JCATCIBbHOCTU HpC,Z[I_IpI/ISITI/II\/JI;~ CO-
CTaBIISITh JICJIOBBIC TIHCHhMA JIJIsl CBOOOTHO-
r'0 ¥ PaBHOIPABHOTO MMCbMEHHOTO 001I1e-
HUS C PA3JIMYHBIMHA KOPPECTIOHCHTAMHU
TIpeIPUATHIAL, UCIIONB30BaTh B CBOGH HPO-
(beccroHABHOM JAEeSITETPHOCTH MTPHUKIIA/I-
HbIE TPOTPAMMHBIE CPE-CTBA M CPEACTBA
OPrTEXHHKH. HCIOJIb30BATh BO3MOKHOCTH
0O0IIEeTo U AIIEKTPOHHOTO JOKYMEHTO000PO-
Ta JIsl IPUHATHUS YIPABICHYECKUX pele-
HUil. UCIOJIB30BATh WH(GOPMAITMOHHEIE CH-
CTeMbI ¥ HH(POPMAITMOHHOE COMTPOBOK/IC-
HUE B podeCc-CHOHATBHON JACSITSILHOCTH |
Jlo/KeH BIasieTh - HABBIKAME COCTABIICHHS
1 opopmIteHUs TOKYMEHTOB B cdepe mpo-
(beccroHabHOW Aes-TeTbHOCTH, METOAaMHU
U CpEJCTBaMH I0JIy4€HUsI, XpaHEHUs], 00-
paboTku HHPOPMALINY, - HABBIKAMH HC-
M0JIb30BAHUS KOMITBIOTEPHOM TEXHUKH,
POTPaMMHO- HH(POPMAITMOHHBIX CUCTEM,
KOMITBFOTCPHBIX CeTefI; - HaBbIKaMH HC-
MI0JIb30BaHUS JICKTPOHHBIX CITIOCOOOB 00-
MeHa nHpopManueil u cpeacTB ux odecrne-
YCHUS1, IPUMCHSEMBIX B SKOHOMUKH ;
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OO0me XapaKTepUCTUKU TOKa3aTeled M KPUTEPHEB OLICHUBAHMS KOMIIETEHIMI Ha BCEX 3Tamax
MIpUBECHBI B TaOIHIIE 2.
Tabmuia 2 — O0mmue XapakTepUCTHKH MOKa3aTese U KpUTEpUEB OLIEHUBAHUS KOMIIETEHIIHIA 1O Taram

Iloka3arenu u
KpUTEpUHU

3HaTh

YMmeTb

Baanern

OTinuHO (BBICOKHI
YPOBECHB)

Ob6namaer (hakTUYECKUMU
¥ TEOPETHYCCKUMHU 3HAHU-
SIMHU B TIPEJIeNax u3ydae-
MOH 00J1aCTH C TOHUMAaHH-
€M I'paHull IPUMCHHUMOCTHU

Ob6namaer Auama3oHOM
NPAKTHYCCKUX YMEHHI,
TpeOyeMbIX Il Pa3BUTHUS
TBOPUYECKHX PEIICHUH, a0-
CTparupoBaHus MpoodIeM

KonTpomupyer padory,
IIPOBOJIUT OLIEHKY, COBEP-
LICHCTBYET JEHUCTBHUA pa-
00TbI

Xoporo (6a30BbIi

3HaeT (paKThl, IPUHIIHIIGI,

O6J1az(aeT JAHUAaIia3oHoOM

BepeT OTBCTCTBCHHOCTH 34

YPOBEHB) MIPOIIECCHI, OOIIHE MOHSA- | PAKTHYECKUX YMEHUH, 3aBepIleHHE 3a]a4 B HC-
THS B IIpeJieNiaX u3yyae- | TpeOyeMBbIX sl pelieHusl | CIeI0BaHuH, IpHucrocad-
MOH 007acTH OIIPEEIEHHBIX IPOOJIeM B | TMBACT CBOE TOBEJICHNE K

00JIaCTH UCCIIEIOBAHUS 00CTOSITEHCTBAM B pellie-
HUU TpobIeM

VYnosnerBoputens- | Obnagaer 6a3oBbiMU 00- | OGs1aaeT OCHOBHBIMU Pabotaer npu npsimom Ha-

HO (ITOPOTOBBIN LUMU 3HAHUSMU YMEHUSIMH, TpeOyeMbIMH | OJIF0JCHUU

YPOBEHbB) IS BBITTOJTHEHUS IPOCTHIX

3aaa4

Tabmuma 3 — Dransl

2 Peaun3anuss KOMIETeHIHMI

2.1 Komnerenuns I1K-8

[1K-8: BnajeHneM HaBBIKAMH JOKYMEHTAJIbHOTO O(OPMIICHHUS PELICHUH B YIpPaBIECHUU OIepary-
OHHOM (TPOM3BOJICTBEHHOM) JESATENbHOCTH OPraHU3alUi MPU BHEAPEHUHM TEXHOJIOTMYECKHUX, MPOAYKTO-
BbIX MHHOBALIUH WJIM OpPraHU3alMOHHbBIX N3MEHEHUH.

s popmupoBaHus KOMIETEHLIUH HEOOXOUMO OCYIIECTBUTH PSAJl 3TANOB. DTanbl (POPMUPOBAHUS
KOMIIETEHIIUH, IPUMEHSAEMbIE [UIsI 3TOTO BUABI 3aHATHI U MCIOJIb3yEeMbIE CPEICTBA OLCHUBAHMS IpEN-
CTaBJIeHbI B Ta0nuLe 3.
OPMHUPOBaHUs KOMIIETEHIIMM U UCIIOJIb3YEMBIE CPEACTBA OLICHUBAHHUS

Cocrasn

3HaTh

YMmeTb

Baanern

CopepxaHue 3Ta-
II0B

OCHOBBI JICTIOTIPOH3-
BOJICTBA U 3JIEKTPOHHOTO
JIOKYMEHT0000pOoTa B Op-
TaHU3aLUAX, TPEANPH-
aTusX (yUpexIeHusIX), Co-
CTaB U XapaKTEPUCTUKY
MEPCIEKTUBHBIX UHPOP-
MAaIMOHHBIX TEXHOJIOTHIA B
SKOHOMHKH. TOCYIap-
CTBEHHYIO MOJINTHKY B
cdepe TOKyMEeHTO0000POo-
Ta, IIEKTPOHHBIX JIOKY-
MEHTOB U JJIEKTPOHHOTO
JIOKyMEHT0060pOTa;
COBPEMEHHYIO HOpMa-
TUBHO-METOANYECKas 0a3a
opraHusaiuu paboThl ¢
JIOKyMEHTaMH B Op-TaHH-
3allii; COBPEMCHHBIC TPe-
OOBaHUs K OpraHU3alHH,
MpaBUjIa U HOPMBI pabOTHI

IpaMOTHO pa3padaTbiBaTh
YIpaBICHUYECKUE JTOKY-
MEHTBI, UCTIOJIb3yEMbIC B
JEeSATETLHOCTH TPETPHS-
THIi; COCTaBIISIT JEJIOBbIC
IMHCHMAa 11 CBOOOIHOTO 1
PaBHOMPABHOTO MUCHMEH-
HOTO OOIIEHUS C Pa3Iny-
HBIMH KOPPECTIOHICHTaMHU
TIPEIIPHUATHI; MCIIONB30-
BaTh B cBOeH mpodeccuo-
HaJILHOH JIeATEIILHOCTH
MIPUKIIATHBIE TPOTPaMM-
HBIE CPEI-CTBA U CPEICTBA
OpFTeXHI/IKI/I.N HCII0JIb30-
BaTh BO3MO>KHOCTH O0II1e-
T'O U 3JIEKTPOHHOTO JI0KY-
MEHTO000pOTa /17151 IPUHS-
TS yIPABICHYECKHUX pPe-
[LIEHUIA. MCIOIb30BATH UH-
(hOopMaIMOHHBIE CUCTEMBI

- HaBBIKAMU COCTaBJICHUS
1 0OpMIIEHUS TOKYMEH-
TOB B cpepe mpodeccuo-
HaJIbLHOM JIesI-T€JIbHOCTH,
METO/IaMH U CPEACTBAMHU
MOJTy4Y€eHUsl, XpaHEeHus, 00-
paboTku uHpOpMALUH, -
HaBbIKaMH HCII0JIb30BAHUS
KOMIIBIOTEPHON TEXHUKH,
MIpOrpaMMHO- UH(pOpMa-
LIUOHHBIX CUCTEM,
KOMIIBIOTEPHBIX CETEH; -
HaBBIKAMU HCIIOJIb30BAHUS
AJIEKTPOHHBIX CTIOCOOOB
obmeHa uH(popmaruen u
CpencTB ux obecreueHus,
MIPUMEHSIEMBIX B SKOHOMHU-
KH
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C JIOKYMEHTaMH; o6mue
TPUHIIHAIIBI TOCTPOCHUS U
CTPYKTYPY CHCTEMBI JJIEK-
TPOHHOT'O JOKYMEHTO000-
pOTa; OPraHM3aLMIO Jes-
TEJIbHOCTH apXMBHBIX

CITy X0

¥ UHPOPMAIIMOHHOE CO-

MIPOBOXKJIEHUE B Mpodec-
CHOHAJIbHOM JeSTeIbHO-
CTH

Bunwl 3ansatui

* HMHrepakTuBHBIE J1a00-
paTopHbIE 3aHSITHUS;

» JlabopartopHbie pabo-

TBI;

o Jlexnuwm;

* CamocTosTenbHas pa-
0oTa;

* HMHTepakTuBHbIE 1a00-
paTopHbIC 3aHITHUS;
 JlaGopatopHbie pabo-
TBI;

* Jleknmu;

* CamocTosiTenbpHas pa-
0oTa;

* HuTrepakTuBHBIE 1a00-
paTopHbIC 3aHSITHS;

* JlaboparopHbie pabo-
TBI;

* CamocrosTenbHas pa-
oora;

Hcnosnb3yembie
CpeICTBa OLCHUBA-
HUS

* KoutponsHas pabota;
* Oruer no 1aboparop-
HO¥ paborTe;

* Omnpoc Ha 3aHATHUSX;
e TecT;

* JludpdepeHunupoBan-
HBII 3a4€ET;

» KonrponbHas padora;
* Otuet no nabopatop-
HO¥ paboTe;

* Ormnpoc Ha 3aHATHSIX;
* Tect;

» Jluddepenupoan-
HBII 3a4€ET;

* Oruer o nmaboparop-
HOM pabore;

* JTuddepennmponan-
HBIM 3aYeT;

DopMyJIMpPOBKa MOKA3aTeJIe U KPUTCPUEB OLCHUBAHUS JAHHOW KOMIICTCHIUU IIPUBEIECHA B Ta-

omune 4.
Ta6muia 4 — [TokazaTeny ¥ KPUTEPUU OLIEHUBAHUS KOMIIETEHIIMH Ha 3Tanax

Cocras 3HaTh YmeTh Bnagers
OtinyHO * TpPaMOTHO pa3pabarel- | * CBOOOJHO BiIaJeeT Ha-

(BBICOKHI YPOBEHB)

* TpaBUJIa U HOPMBI pa-
0O0TEBI C ;[OKyMeHTaMfI,
COCTaB U XapaKTEPUCTH-
Ky MEPCIICKTUBHBIX WH-
(OpMaLIMOHHBIX TEXHO-
JIOTUH B 3KOHOMI/IKI/I~,~ ro-
CYIapCTBEHHYIO TIOJIUTH-
Ky B c(hepe JOKYMEHTOO-
00poTa, AMEKTPOHHBIX
JIOKYMEHTOB U 3JICK-
TPOHHOT'O IOKYMEHTOO-
00poTa; COBPEMEHHYIO
HOPMAaTHBHO-METO IHYE-
cKkast 6a3a opraHu3anuu
paboThI C JOKYMEHTaMH B
OpraHM3aluH; COBpe-
MEHHBIE TPeOOBaHUS K
OpraHu3aIum, ooIme
NPUHIHIBI IOCTPOCHUS U
CTPYKTYPY CHCTEMBI
3JIEKTPOHHOTO JIOKYMEH-
T00OOpOTa; OpraHu3a-
MO JISSITEIILHOCTH ap-
XHBHBIX CITYKO;

BaTh YIPABJIEHYECKHUE J10-
KYMEHTBI, UCIIOJIb3yeMbIe
B JIESITEIILHOCTH IIpEJI-
MPUSTUHN, ICHO HOPMYITH-
pOBaTh COOCTBEHHYIO I10-
3ULIMIO 110 BaXKHEUIITUM
JTUCKYCCHUOHHBIM BOIIPO-
caM TeOpHH yIpaBlICHU-
S.UCTIONIb30BaTh HH(DOP-
MAaIMOHHBIE CUCTEMBI U
MH(POPMALIMOHHOE CO-
MIPOBOXKIEHHE B Mpodec-
CHOHAJIBHOM JIESITENBHO-
CTH;

BbIKaMH padOThl Ha IIEp-
COHAJIbHOM KOMIIbIOTEpE
JUISL TIOATOTOBKH 3JIEK-
TPOHHBIX JJOKYMEHTOB,
METOAAMHU U CPEACTBAMU
HOJTY4€HUs, XPaHEHUs,
00paboTku HHPOpMAITHH,
CHocOo0O€eH OLIEHUBATh B3a-
MMOJIEMCTBUE OpraHu3a-
LM 1 OpraHoB rocyzaap-
CTBEHHOT'O U MYHUIIU-
[aJILHOTO YIIPABJICHUS B
o01acTu JOKyMEHTO000-
poTa. METoAaMH MPHUHSI-
THUSl OPraHU3aL[IOHHO-
yIpaBJIEHYECKUX pellie-
HU B IpoeCcCHOoHAIIb-
HOM J1€ATeJIbHOCTH Opra-
HHU3aIuii, HaBEIKAMH J10-
KyMEHTaJILHOTO 0(hopM-
JICHUS PEILICHUN B YIIpaB-
JIEHUU ONePallMOHHON
(Ipon3BOACTBEHHOM) A€-
ATEJIbHOCTH OpraHU3aLUil
IIPYU BHEJPEHUU TEXHOJIO-
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TUYECKHUX, TPOTYKTOBBIX
VHHOBAIM{ WA OPTaHU-
3aIlMOHHBLIX W3MEHEHUI;

Xoporio (6a30BbIi

¢ HMCCT IPEACTABIICHUC

* yMeeT KOPPEKTHO BbI-

¢ KOMIICTCHTCH B pas-

TraHU3alHsIX,;

YPOBEHB) O OCHOBHBIE ITOHSTHS paXkaTb U apryMEHTHPO- | JIMYHBIX CUTyallusX;

COBPEMEHHBIX 3KOHOMH- | BaHHO 0OOCHOBBIBATH 1O~

4yecKuX MH(pOpMaLuoH- JIO’KEHUS MTPEAMETHOU

HBIX CUCTEM, TCHJCHIUAX | O0JaCTU 3HAHMUS,

HUX pa3BUTHs, a TAKKE UX

KOHKPETHBIX peaiu3alu-

sIX METOZBI U CPEACTBA

00paboOTKH IKOHOMHUYE-

CKMX JAHHBIX;
VYIIOBIETBOPUTEIIBH | * OCHOBBI JIEIOIPOU3- * yMEET NPEACTaBIIATh * BJIQJEET IIOBEPXHOCT-
0 (IIOpPOTOBBIN BOJICTBA M JICKTPOHHOTO | PE3yJIbTaThl CBOSH pabo- | HBIMH HaBBIKAMHU PaOOTHI
YPOBEHB) JIOKYMEHT0000pOTa B Op- | THI; C KOMIIbIOTCPHBIMHU CETSI-

MU, TIOMCKOBBIMH CUCTC-

MaMmH, croco0eH Kop-
PEKTHO IPOBECTH AHAIIU3
MIPENOCTABICHHOM JTOKY-
MEHTAaIINH,

3 TunoBble KOHTPOJIbHBIE 3a1aHUS
Jlis peanu3anuy BbILIENIEPEUUCIIEHHBIX 3a7jad 00y4eHHUsl MCIOIb3YIOTCS TUIIOBBIE KOHTPOJIbHBIE
3aJlaHUs] WIM UHbIE MaTepHhalibl, HEOOXOAMMBIE /ISl OLIEHKH 3HAHUI, YMEHUI, HABBIKOB U (MJIM) OIbITA JIE-
ATEJIBHOCTH, XapaKTePU3YIOUINX 3Tanbl (JOPMUPOBAHUS KOMIETEHLUI B MpoLEcce OCBOEHHs 00pa3oBa-
TEJIBHOM IIPOTpaMMBI, B CIIEAYIOIIEM COCTaBE.

3.1 TecToBBIC 3a0aHUA

1. Mara nokymeHTa — 3TO:

— A) nara ero noAnucaHus, IPUHATUS

— B) nara ero cocrapnenus

— C) nara ero noAnucaHus, NIPUHATUSA, YTBEPXKIEHHUS, COCTABIICHUS, 1aTa COOBITHS

— D) nara coObiTust

— 2. JloKyMeHT, (pUKCUPYIOIINN XOJl 00CYX/IE€HUs BOINPOCOB U MPHUHSITHUS PEIICHUN Ha cOOpaHu-
X, 3aCE/IaHUAX, COBEIIAHUSX U T.IL.:

— A) oObgcHUTENbHAS 3allUCKa

— B) noxnagnas 3anucka

— C)akr

— D) nporokon

— 3. Eciu pacniopsiiuTenbHas 4acTh TEKCTAa HAYMHAETCS CIIOBaMU “‘00sI3bIBAI0”, TO ATO

— A) mpukas

— B) 3asBnenue

— () pacniopspkenue

— D) ykazanue

3.2 TeMbI OIPOCOB HA 3AHATHAX
— Co3nanue 3J1eKTPOHHBIX JTOKyMEHTOB MH(pOpMaMOHHO-CIIpaBOYHbIE TOKYMEHTBI, HX COCTaB-
nenue u opopmienue Opranuszanys padoThl ¢ JOKyMEHTaMH. XpaHeHue ToKyMeHToB PaboTa B cucreme
AJIEKTPOHHOT'O JOKYMEHT0000pOoTa

3.3 Tembl KOHTPOJIBLHBIX padoT
— TpebGoBaHusi K TOKYMEHTUPOBAHHON WH(pOpMaNWU. YHU(PHUKAIUSA JTOKYMEHTOB M TEXHOJIOTHI
paboThI C TOKYMEHTaMHU.
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— Opranuzanus paboTsl ¢ JokyMeHTaMu. Opranuzanus cayxos! JJOY u ee pyHKIUN.

— DJeKTPOHHBIN TOKYMEHTOOOOPOT.

— JloKyMeHTOO00pOT BXOSIINX, MCXOAANIMX M BHYTPEHHUX IOKYMEHTOB (IepBHYHas oOpa-
00TKa, perucTpaIys, UCTIOTHEHUE U KOHTPOJIb). CPOKH MCTIOHEHHUS TOKYMEHTOB.

3.4 Bonpocel 1u¢¢epeHIPOBAHHOIO 3a4eTa

— 1. OcHOBHBIE IOHSTHS U ONPEAETICHUS IEJIONPOU3BOACTBA. JIOKYMEHT U JJOKYMEHTOOOOPOT.

— 2. Ponbs noxyMeHTOB B 00mecTBe. DyHKIIMN TOKYMEHTOB.

— 3. TpeOoBaHus K JOKYMEHTUPOBaHHOM MH(OpMaMy. YHU(DUKAIIUSA JOKYMEHTOB U TEXHOJIOTUI
paboTHI C TOKyMEHTAMH.

— 4. IOpuaunueckas cuna AoKyMeHTOB. OOecriedeHne FOpUAMYECKON CUIIbl JOKYMEHTOB Ha Oy-
Ma)KHOM ¥ MallIMHHOM HOCHUTEJISIX.

— 5. Knaccudukanuu 10KyMEHTOB, HCIIOJIb3yEeMbI€ B IIPAKTHKE JEIONPOU3BOICTBA.

— 6. HopmatuBHO-MeTotMueckas 6a3a JenonponsBojacTBa. HopMaTuBHBEIE TpaBOBbIE aKThl, TOCY-
JApCTBEHHBIE CTaHIAPThI, KIIACCU(PUKATOPHI U IPYTHe HOPMATUBHBIE JOKYMEHTHI.

— 7. YaudunupoBanueie cuctembl nokymeHtanuu (YCJ). Onpenenenue u HazHaueHue Y CJI.
ITpumeprr YCII.

— 8. CucreMa opram3alioHHO-pacnopsiauTeabHon qokymeHTanuu (OPJI).

— 9. CocraBnenue u opopMIIeHHE OpPraHU3aLMOHHO-PACTIOPAIUTENbHBIX TOKYMEHTOB. Buabl no-
KyMEHTOB. Jlornueckasi CTpyKTypa TeKCTa JOKYMEHTOB.

— 10. CocraBnenue u opopmieHre HHHOPMAITMOHHO-CITPABOYHBIX IOKYMEHTOB. BUIbI TOKYyMEH-
ToB. Jlornueckasi CTpyKTypa TeKcTa JJOKyMEHTOB

— 11. ®opMupoBaHue U TEKyIIEE XPAaHEHUE JIEIT

— 12. Opranuzanus padoTsl ¢ fokyMeHTamu. Opranuzanus ciyx0sl JJOY u ee pyHkmmm.

— 13. J1okyMeHTOO0OpOT BXOJSIINX, UCXOIAIIUX U BHYTPEHHUX JOKYMEHTOB (TIepBUYHAs oOpa-
00TKa, perucTpanus, HCIIOJTHEHUE U KOHTPOJIb). CPOKU MCIIOTHEHUS JOKYMEHTOB.

— 14. Peructpanuonusie GopMbl 1 OCOOCHHOCTH MX UCIIOJIb30BAHUSI.

— 15. OcoGeHHOCTH BeACHUS AETONPON3BOCTBA IO OOPALICHUSM TPaKIaH.

— 16. Homenxknarypa nen opranuzanun. Ha3sHadenue, nopsiiok pa3paboTku u BeneHus. Jlorude-
CKasi CTPYKTYpa JJOKYMEHTa.

— 17. Opranuzaiust paboThl ¢ JOKyMEHTHPOBAHHOW WH(GOPMAIUEH OrpaHUYCHHOTO JIOCTYIIA.

— 18. OcHOBHBIE pergaMeHTHPOBAHHBIE MPOIETYPHl PaOOTHI ¢ JOKYMEHTaMH B BEJIOMCTBEHHOM
apxuBe (popmupoBaHue, 0pOpMICHNE U XpaHEHHUE JIeNl, KCIIePTU3a [IEHHOCTH JI0KYMEHTOB, Iepeaya B
apxuB).

— 19. Bunel cucrem aBTOMaTH3aluu paboThl ¢ TOKYMEHTaMHU U UX (PYHKIIMOHAJIbHBIE BO3MOXHO-
CTH.

— 20. DNeKTpOHHBIN JOKYMEHTOOOOPOT.

— 21. DnexTpoHHO-IIU(POBast MOIHCh.

3.5 Tembl 1a00paTOPHBIX padoT

— Crangaprusanus 0pOpPMIICHHUS OPTaHU3AIIMOHHO-PACTIOPSAUTEIHHBIX TOKYMEHTOB

— Co3zanue 3IeKTPOHHBIX T0KYMEHTOB

— OpranuzanvoHHbIe JOKYMEHTHI, X COCTaBlIeHUE U 0OpMIICHHE

— CocraB U co3JaHke PaCHIOPSAUTEIBHBIX JOKYMEHTOB.MTHbOpMaIIMOHHO-CIIpaBOYHbIE JJOKYMEH -
ThI, UX COCTaBJICHUE U OpOopMIICHIE

— Palora ¢ kaapoBoii JTOKyMeHTaIHeH

— Opranuzanus paboTel ¢ TOKyMEHTaMu. XpaHEHHUE 10-KyMEHTOB

— CucreMbl aBTOMaTH3alUKA JOKYMEHTOO00pOTa
PaboTa B cucTeme 35IeKTpOHHOTO TOKYMEHTO000pOTa

4 Meronnueckne MaTepuaJibl
s obecnieueHust mpouecca 0Oy4eHHsS M pelIeHus 3ajad 00y4eHHUs! UCIOJIb3YIOTCS CIEAYIOIINe
MaTepHaIbl:
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— METOAMYECKUE MaTepUalibl, ONMPEACISIONINE MPOIeaypbl OIICHUBAHUS 3HAHUM, YMEHUW, HABbI-
KOB ¥ (MJIM) OTIBITA JCSATCILHOCTH, XapaKTePU3YIOIINX 3TAIbl (JOP-MHUPOBAHHS KOMIIETCHIIUN, COTJIACHO II.
12 paboueit mporpaMmel.

4.1. OcHOBHas1 JIMTEpaTypa

1. JlokyMeHTanMOHHOE OOecTeueHrne yIpaBIeHus U AeT0npon3BoacTBO [Tekcr] : yaeOHuK ajis
6akanaBpos / M. H. Ky3uenos. - M. : FOpaiir, 2012. - 576 c. - (bakanaBp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuuue B 6ubmuorexke TYCVYP - 26 3k3.)

2. KoH¢puneHuuanbHoe EIONPOU3BOACTBO M 3AIUUIIEHHBIA 3JIEKTPOHHBIM JOKYMEHTOOOOpPOT
[Tekcr] : yueonuk / H. H. KynsieB [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepad. u gom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas 6ubnuoreka). - bubmorp.: c. 490-496. - ISBN 978-5-
98704-711-8 (masmmuue B 6udimotexe TYCVYP - 15 3k3.)

4.2. JlonosHUTEIbHAS JJUTEpaTypa

1. JlIoKyMeHTHpOBaHHUE YIPaBICHYECKON NeATEeILHOCTH : yueOHoe mocodue / XK. H. AkceHona ;
®denepalibHOE areHTCTBO MO 00pa3oBaHMI0, TOMCKHIA TOCYIApPCTBEHHBIN YHHBEPCUTET CUCTEM YIIpaBIie-
HUS U paanodniekTponuku, Kadenpa skonomuku. - Tomck : TMILJIO, 2006. - 119 c. : un., Tabmn. - bubmm-
orp.: c. 119. (manuuue B 6ubmotexe TYCVYP - 16 3x3.)

2. JIOKyMEHTHpOBaHHWE YMPaBIECHYECKOHN JedaTeNbHOCTH: YueOHoe mocooue / Axcénora XK. H. -
2009. 194 c. [DnexrpoHHbId pecype] - Pexxum moctyna: https://edu.tusur.ru/publications/4875, cBo6oa-
HBIH.

4.3. O0s13aTesibHbIE YUeOHO-MeTOAUYeCKHIE MOCOOns

1. OOmwmit 1 SIEKTPOHHBIA JOKYMEHTO000pOT: MeTtonnyeckoe mocodue 1o J1abopaTopHBIM 3aHs -
TUSIM U CaMOCTOsATeNbHOU pabote s cTyneHToB HampasieHui 080200.62 «Menemxment», 080100.62
«Oxonomuka» / AxcénoBa XK. H. - 2014. 40 c. [DnextponHslii pecypc] - Pexum npocryna:
https://edu.tusur.ru/publications/4874, cBOOOAHBIA.

2. JIOKyMEHTHpPOBAaHHE YIPABICHUYECKOW NESITEIHHOCTH: MeToAnYecKre yKa3aHUs K MpaKThde-
CKHM 3aHATHIM U TIO0 camocTosiTelbHoi padbote / Akcénona XK. H. - 2011. 57 c. [DnexTpoHHBII pecypc] -
Pexxum noctyma: https://edu.tusur.ru/publications/2389, cBOOOHBIIA.

4.4. Ba3bl JaHHBIX, HHPOPMAIMOHHO CIIPABOYHBIE M TOUCKOBBIE CHCTEMbI
CnpaBouHo-uH(popManmoHHble cucteMbl «KoHCynbpTaHT +», «['apanTy.
http://www.gdm.ru — OpunuansHplii caidT [ WiIbaun yIpaBIsSIOMKUX TOKYMEHTAIIUEH
http://www.gramma.ru - KyneTypa nucsMeHHO# peun (pa3zaen « CTHIIb TOKyMEHTay )
http://dogovor.helpery.ru — Dnexrponnsiii cOopHUK «OOpa3IBI JICJIOBBIX JTOKYMEH-

AW~

TOB»

5. http://www.eos.ru — OduUUaNbHBI CalT KOMIAHUU «DIEKTPOHHBIE O(UCHBIE CHCTEMBD»
(pa3nen «O 10KyMEHTO0O0POTEN)

6. http://www2.termika.ru/dou/enc - DHITUKIIOIE NS TETOPOU3BOICTBA

7. http://www2.termika.ru/dou/progr/issao.html - UudopmarmonHo-crpaBoyHasi CUCTEMa apXUB-
Hoit orpac-imu (MCCAO)
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