MHMUHUCTEPCTBO OBPA30BAHUA 1 HAYKUA PO
degepaibHOE TOCYAAPCTBEHHOE 0I0/kKeTHOe 00pa3oBaTe/IbHOE yUpeXXieHHe BhICIIero 00pa3oBaHus

«TOMCKUI I'OCYIAPCTBEHHEBIV YHUBEPCUTET CUCTEM
YITPABJIEHVA 1 PAIVOSJIEKTPOHUKIN »

(TYCYP)
YTBEPXAHO
ITpopekTop 110 yuebHOI paboTe
II. E. TposiH
«__» 20 r

PABOYAS ITPOTPAMMA YUEBHOW IV CLINITJINHBI
MeTopb! M TEXHOIOTUH AOKYMEHTAIHOHHOTO 00ecrieueHusl yrpaBIeHUus

YpoBeHb 00pa3oBaHus: BbIcIIee 00pa3oBaHHe - Marucrparypa

Hanpagnenue noArotoBku (crieLuanbHOCTh): 27.04.04 YiipaB/ieHHe B TEXHUYeCKHX CHCTeMax
HanpasneHHocTs (po¢ub): ABTOMaTH3alMA yIpaB/ieH!s B aAMUHUCTPAaTHBHBIX, KOMMepUYeCcKHX U
¢unancoBbIx chepax

dopma oOyueHUs: OUHAA

PakysnbereT: @PBC, ®aKy/bTeT BBIYUC/IUTE/TBHBIX CUCTEM

Kadeznpa: MuCA, Kadeapa moaenpoBaHusi ¥ CHCTEMHOI0 aHa/IM3a

Kypc: 1

Cemectp: 1

YueOHbIi 1i71aH Habopa 2015 roga

PacripezsienieHre pabodero BpeMeHH

Ne Bugpl yueOHOM fieTeTbHOCTH 1 cemecTp Bcero EvHunb
1 Jlekuu 36 36 4acoB
2 |JlabopatopHbie pabOThI 36 36 JacoB
3 Bcero ayquTOpHBIX 3aHATUN 72 72 4acoB
4 CamocTosiTesibHast paboTa 108 108 yacoB
5 Bcero (6e3 3x3ameHa) 180 180 4yacoB
6 OO0111ast TPY0EMKOCTh 180 180 4acoB
5.0 5.0 3.E

3auet: 1 cemecTp

Tomck 2017
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Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
npotokot Ne 33 or «24 » 1 2017 1

JINCT COTJIACOBAHUM

Pabouasi miporpamMMa cocCTaB/ieHa C ydeToM TpeOoBaHUl efepaabHOr0 ToCyAapCTBEHHOTO
oOpa3oBarenlbHOTO CTaHfapTa Bbiciiero obpaszoBanus (PT'OC BO) mo HampaBaeHWIO TIOATOTOBKH
(cnetmanbHOCTH) 27.04.04 YmpaBieHWe B TeXHHUeCKMX cucTeMax, yTBepkiaeHHoro 2014-10-30 roga,

pacCcMOTpeHa W yTBep)K/eHa Ha 3acelaHuM KadeApbl «___ » 20__ ropa, TPOTOKOMI
Ne

Pa3paboTumku:

JoueHT kKa. MuCA Hertapesa H. A.

3aBeayromumii obecreunBarolei Kad.
MuCA Hmutpues B. M.

Pabouasi mporpaMma coriacoBaHa C (hakyIbTeTOM, TTPOGUIMPYIOIel 1 BhIMyCKarollel KadeapaMu

HaripaBJ/ieHUA I10ATrOTOBKU (CHEL[I/I&JILHOCTI/I).

Hekan ®BC Ko3snosa JI. A.
3aBenyroluii BeIMycKaroiieit kag.

MuCA Ovutpues B. M.
OKCIePThI:

JoteHT kKad. MuCA lanmxa T. B.
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1. Ilesiu ¥ 3aauM AUCHUILTAHBI

1.1. ITes1 AMCLUIIIUHBI
OBnasieHWe CTy[JeHTaMU OCHOBHBIMHU TpaBW/aMU O(GOpPMJIEHHUSI IIMPOKOTO Kpyra TeXHUueCKOu
JNOKYMEeHTal[iH, OOpalaromieiicss B OpraHW3alusx, CBeJeHUsSMU O TEeXHOJOTMH PEervucTpaljid, ydJeTa,
KOHTPOJISI UCTIOJIHEHUSI ¥ XPaHeHHs! JOKYMeHTaLUHU.

1.2. 3agauy JUCIMIIIAHBI

—  HW3y4YWTb UCTOPUIO (POPMUPOBAHUS HALIMOHATBHOM CUCTEMBI [1e/I0TIPOM3BO/CTBA;

—  OBJaZIeTh CreluaabHOW TePMUHOJIOTUEH;

— U3yUdTh COBPEMEHHYIO  3aKOHOJaTeNlbHYIO, T[paBOByl0 U  HODMaTUBHYIO  0a3y,
peryaMeHTUPYHOLYI0 paboTy ¢ OKyMeHTaluew;

— cdopmMHpoBaTh Yy CTY[JEHTOB HaBBbIKM BBITIOJIHEHUSI OCHOBHBIX [1€/I0TIPOU3BO/CTBEHHBIX
orepalyil B YCJIOBUSIX TIPUMEHEHHs] TPAJWUI[MOHHBIX M aBTOMAaTH3WPOBAaHHBIX TEXHOJIOTHUH 00pabOTKM
JIOKYMEHTOB;

—  cdopMHpOBaTh HAaBBIKM aHa/IM3a CUCTEMbI JJOKYMEHTAIIMOHHOTO 00eCrieueH st yrpaB/IeHus;

—  OTpefie/UTh HarpaB/ieHUs BO3MOKHOTO COBEPILIEHCTBOBAHUS CHUCTEMbI JOKYMEHTAl[MIOHHOTO
obecrieueHust yripaB/ieHus;

—  UW3yUYdTh TIOPSJOK OpraHM3aluU CAyKObl TOKyMeHTallMOHHOTO obecrieueHusl yrpaBieHUs B
COBpeMEeHHOW OpraHu3aLiHy.

2. Mecro aucuuninHel B crpykrype OITIOII
OuctprmiHa  «MeToAbl M TEXHOJIOTUM  JJIOKYMEHTAl[MOHHOTO O0ecriedeHusi  YIIpaBIeHUs»
(F1.B.[IB.2.1) otHOCHTCs K 610Ky 1 (BapriaTMBHAsI YacCTh).
[MocnenyomumMu  JUCLHUIVIMHAMK ~ SIBASIOTCS:  VIHGOpMalLlMOHHbIE  CHUCTeMbl  yIIpaB/ieHust
nipoektamu, CrcTtembl yripaBieHus npeanpusitueM (ERP-cuctemsi).

3. TpeboBaHusA K pe3y/jbTaTaM 0CBOEHHs JUCIUII/THHBI

[Tporjecc u3yueHus: AUCLIMIITMHBI HarpaB/ieH Ha ()opMUpOBaHKe C/IeAYIOLUX KOMIIeTeHI[UH:

— OIIK-5 roTtoBHOCTbIO O(OPM/ISATH, TNPEACTaBAATh, JAOK/Ia[blBaTb W apryMeHTHPOBaHHO
3alUIIaTh Pe3y/IbTaThl BbIOTHEHHOW PabOThI;

B pe3synbraTte usyueHus JUCLIAIUIMHBI CTYEHT J0/DKeH:

— 3HATh OCHOBHbIE TEXHUUECKHE CPe/ICTBA, He0OX0oAUMbIe /17151 0hOPMIIEHHS] JOKYMEHTOB.

— yMeTb IPUMEHSTb TEXHUYECKHe CpeCTBa [/ TPAMOTHOTO, TIPABU/ILHOIO B COOTBETCTBUU C
JeVCTBYIOLUMHA HOPMaMH U MPpaBUIaM# 0opM/IeHHsT He00X0IUMOr0 I0KyMeHTa.

—  BJIafieTh COBPEMEHHOM TeXHUKOW ¥ OCHOBaMH [IeJIOBOTO OOIIeHMS.

4. O0beM AMCIUIUIMHBI M BH/IbI YueOHOH paboThI
OOmiasi TPyAOeMKOCTb JUCLUIUTMHBI cocTapssieT 5.0 3aueTHbIX eAWHHLILI M TIpe/iCTaBjieHa B
tabmumne 4.1.
Tabmura 4.1 — Tpya0eMKOCThb AUCIUTTAHBI

Bujibl yueOHOM fiesiTeTbHOCTH Bcero yacos CemecTpsl

1 cemecTtp
AynuTopHble 3aHATHSA (BCETO) 72 72
Jlekiun 36 36
JlabopartopHbie paboThI 36 36
CamocrosiTenbHasi paboTa (Bcero) 108 108
OdopmsieHre 0TYeTOB 10 J1TabopaTOpHBIM paboTam 76 76
ITpopaboTKa JIEKI[MOHHOTO MaTepurasa 32 32
Bcero (6e3 sk3ameHa) 180 180
OO111as1 TPY0EMKOCTh U 180 180
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3aueTHble EquHUIIBI 5.0

5.0

5. CopepxaHue AUCIUILIAHBI

5.1. Pa3jensl JUCHHUILIMHLI K BU/bI 3aHATHH
Pa3ziesnbl AUCIUTIMHBI ¥ BU/IbI 3aHSITUI TIPUBEZIeHbI B Tabuiie 5.1.
Tabmuia 5.1 — Pa3zgenbl AUCLMIVIMHEBI U BUJbI 3aHSATUN

= e
BN
'3 A ) g s
a = 8 = 2 =
= w ) o v = 5
E : P %z >3
Hassanus paszenoB JUCLIUIIIUHBI E a 5 o O £ £
= S 5 g0 =
3o} S o 9 8- %
) 3 Ao S =2
O o
= 2
O
1 cemecTtp
1 VlcxopHble MOHATHS O [e/I0NPOU3BOACTBE. 10 4 24 38 OIIK-5
OO0111ie HOPMBI U TIpaBU/Ia OOPMIIEHUS
yIpaB/ieHuUeCKHX 10KYMeHTOB
2 OdopmeHre opraHM3alMOHHO- 8 14 32 54 OIIK-5
pacropsiIuTe/TIbHOM JOKyMeHTaLuu
3 OdopmneHue JOKYMEHTOB T10 JINYHOMY 8 18 44 70 OIIK-5
COCTaBy
4 MexaHu3alus U KOMITbIOTepU3aLs 10 0 8 18 OIlK-5
TMPOLIeCCOB JOKyMEHTaLOHHOTO
obecrieueHus1 yTipaB/IeHUST
Wtoro 3a cemecTp 36 36 108 180
Ntoro 36 36 108 180
5.2. CoaeprxaHue pa3/je/ioB AMCHUILUIAHBI (M0 JIeKIUAM)
Copep>kaHuye pasziesioB AUCLMIUIMH (T10 JIeKIUsIM) TIpHBefieHo B Tabnuie 5.2.
Tabsmura 5.2 - CofepykaHue pa3esioB JUCLUTIIVH (TI0 JIEKIUSIM)
o g 5
I 0
: s 2
CopeprkaHyve pa3zenoB JUCLUIIMHEI 110 = >
HaspaHus pasjesnos ACP pasa AR 57 = &
JIEKLIMSM 3 s g
S8 g =
=Y o 2
= S
1 cemecTp
1 NlcxopHble MOHATHS O CocTosiHMe UM TIepCIieKTUBAa Pa3BUTHS 10 OIIK-5
nenorpon3BozcTBe. OOIMie HOPMBI U | [1e/IOTIPOM3BO/ICTBA B COBPEMEHHON
rpaBu/ia opopMaeHus Poccuu. Knaccudukaiiys genoBoi
yIpaB/ieHUeCKHX T0KYMEHTOB JIOKyMeHTal[ui. YHU(MUKaLs U

CTaH/apTU3aLusl yIripaB/ieHYeCKon
nokyMeHTaluu. CioBapb MUHUMYM
TePMUHOB U OIpeie/ieHUi
JlelI0NIpOM3BOACTBA. YTIpaB/aeHuecKas
JoKyMeHTalusi. OpraH13aljiOHHO
pacriopsiiute/ibHasi JOKyMeHTaLusl.
[Tonsitue u knaccudukaius OP/I. CoctaB
PEKBH3UTOB U CXeMbl UX Pa3MellleHusl.
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ByiaHKY JOKyMeHTOB ¥ UX 0opMJIeHHe.
OdopmreHre peKBU3UTOB
OPraHU3aLMOHHO PACTIOPSIUTEbHBIX
nokyMmeHToB. OO1ve TpeboOBaHUS K
0(hOpMJIEHHIO TEeKCTa JOKYMEHTOB.

HToro

10

2 OcopmsieHre opraHr3alOHHO- OdopmneHue opraH13al[MOHHO
pacropsiiuTeIbHOM JOKYMeHTal[ul | PaBOBbIX J0KyMeHTOB. OdopmieHrie
pacropsiiuTeNbHbIX J0KYMEHTOB.
Odopmnenue cnyKeOHBIX TTHCEM U
JPYTHUX OTlepaTUBHO MH(OPMAIJMOHHBIX
JokymeHToB. OdopmiieHHe aKTa.
Odopmienne nipotokosa. OdopmieHue
JTOKJIaTHOM, CTy»KeOHOM 1
00BsicHUTE/TBHOM 3ancoK. OdopmieHue
JIOKYMEHTOB, Tiepe/ilaBaeMbIX I10 KaHaaM
3/IEKTPOCBSI3U.

HNToro

OIIK-5

3 OdopmneHue JOKYMEHTOB T10 Knaccudukaiysi JOKyMeHTOB TI0
JIMYHOMY COCTaBY nuuHOMYy cocTtaBy. OdopmiieHue
JIOKYMEHTOB, HCIT0/Ib3yeMbIX [IPU IpreMe
Ha paborty. [TepeBoj paboTHHKa Ha
apyryto paboty. OdopmiieHre OTITycCKa.
OLeHKa [iesATe/IbHOCTH TIepCOHaIIa.
AtTecrauys. Mepsl NoolLpeHus U
B3bICKaHus. COCTaB JOKYMEHTOB,
WCII0/Th3yeMbIX TPY PabOTHHKA.

HToro

OIIK-5

4 MexaHu3aLys ¥ KoMIibrotepusanus | Knaccudukaiys v Ha3HaueHve
TIPOLIeCCOB JOKYMEHTAallMOHHOIO OpraHMU3alMOHHBIX TeXHUYeCKUX
obecrieueHus yripaBieHUs cpencts. CpecTBa 411 COCTaB/IeHUS
JNOKyMeHTOB. Cpezctsa x [lepcoHanbHbIN
KOMITbIOTEP — OCHOBHOW MHCTPYMEHT
COBPEMEHHOT0 /IeJIONPOU3BO/CTBA
paHeHus], TTIOUCKa U repejaur
JIOKYMEHTOB.

10

HNToro

10

OIIK-5

Wroro 3a cemecTp

36

5.3. Pazgenbl AMCHUIUIMHBI M MEX/UCIMII/IMHAPHBIE CBSI3M C 00ecneynBarIUMH (MPeAbIAYIMMHA)

U ob0ecreunBaeMbIMH (MOC/IeYIOIAMH) JUCHHUIUTHHAMHA

Pa3zesnbl JUCLIMTITMHBI U MEeXXAUCLIUTIMHAPHBIE CBSI3U C 00ecreunBaromyMu (MpeabIyLuMU) 1

obecrieuriBaeMbIMU (TTOC/IEIYFOIIMMU) JUCLIUTITMHAMMU TIPe/ICTaB/IeHbI B Tabuile 5.3.
Tabmuiia 5.3 - Pa3genbl AUCHUTIIMHBI M MEXKUCIMIUIMHAPHBIE CBSI3U

HavmMeHoBaHMe IUCHUTIIMH

Ne pa3ziesioB JaHHOM JUCLUTUIMHBI, [7151 KOTOPbIX
HeoOXoAUMO u3ydeHre 00eCIeunBaroIINX U
obecrieurBaeMbIX JUCIUTITAH

1 2

3

4

[Tocnepyroiye AUCLUITIMHBL

1 'HdopmalioHHbIe CUCTEMbI yTIpaBIeHuUs
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MpOeKTaMU

2 Cucrems! yripasnenus npegnpusitieM (ERP- N
CHUCTEeMBbI)

5.4. CooTBeTCTBHE KOMIIeTeHIUM, ()OPMHUPYeMBbIX NPHU U3yYeHUH JUCLHUIUTHHBI, U BU/I0B 3aHATHI
CooTBeTCTBUE KOMIeTeHLM, (OpPMUPYeMbIX TNPU H3yUeHUW [UCLIMIUIMHBL, U BUJOB 3aHATHN

TIpe/iCTaB/ieHo B Tabmmiie 5.4
Tabma 5.4 — CooTBeTCTBHe KOMIIETeHIIMA W BHOB 3aHATWM, (OPMUDPYEMBIX IIPU W3yUeHUH
VICLIUTUIMHBI

Bunp! 3aHaTHI

DOopMBI KOHTPOJIS

KomneTeHiyun

OrtueT 1o s1abopaTtopHoii pabore,
Ornpoc Ha 3aHATUSIX, 3aUeT

Jlekiiuu
+ | JlaboparopHble paboThbI
+ | CamocTosiTenibHast paboTa

OIIK-5 +

6. IHTepakTHBHBIE MeTOABI ¥ ()OPMBI OPraHU3aIUH 00yUeHHUsA
He mipegycmotpeno PYII

7. JIabopaTopHbIe padoThI
HaumeHoBaHue 1ab0paTopHbIX paboT rpuBesieHo B Tabmie 7.1.
Tabsuma 7. 1 — HaumeHoBaHHe 1ab0paTOpHBIX paboT

v L s
= a4
3 = =
=z £ 5
6 6 s o =
Hassanus paszenos HanmeHoBaHue nabopatopHbix paboT 2 e &
= 25
2 o' O
= S
1 cemecTtp
1 VicxofHble OHATUS O OdopmiieHne o0i11eli XxapaKTepUCTUKHU Ha 2 OIIK-5
Jenoripon3BozcTBe. OOIMe HOPMBI U | CTYZleHTa
NpaBu/a 0(opMIeHys OdopmiieHre XapaKTepUCTHUKHU Ha 2
ynpaB/eH4YeCKUX JOKYMEHTOB CTY/IPHTa C MECTa MPOXOKICHHS
MPaKTUKKU
Nroro
2 OdopmeHre opraHM3alMOHHO- OdopmiieHre BHEIITHUX 4 OIIK-5
pacrnopsAUuTebHON JOKyMeHTaluN pacrnopsAUTebHbIX JOKYMEHTOB
OdopmreHrie BHyTPeHHUX 4
pacrnopsiiuTenbHbIX JOKYMEHTOB
OdopmieHre KOMaHAMPOBKU 6
Ntoro 14
3 OdopmneHue JOKYMEHTOB T10 OdopmreHre xapaKTePUCTHUKU Ha 6 OIIK-5
JIMYHOMY COCTaBy paboTHrKa
OdopmiieHne aBTobuorpaduu 6
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OdopmneHue pestome 6
Nroro 18
Wtoro 3a cemecTp 36

tabmuie 9.1.

8. IlpakTHyeckue 3aHATHUA (CeMUHAPBHI)
He npegycmorpeno PYII

9. CamocrosiTesibHasi paboTa
Buibl camocTosiTesTbHOM paboThl, TPYA0EMKOCTb 1 (hOpMUpYeMble KOMIIeTEeHLIMH TIpe/|CTaB/IeHbI B

Tabnuiia 9.1 - Buabl camocTosiTeTbHOM PabOThI, TPYI0EMKOCTb U (hOpMHUPYeMbIe KOMITETEHITHH

) g =
B o)
= = =
o ] T
Bubl camocTosaTenbHOU = > O
Haseanwus paspenos s = DOpMBI KOHTPOJIA
paboTBhI L S U
=
S8 g =
A S 2
= S
1 cemectp
1 NlcxopHble MOHATHS O ITpopaboTKa JeKIIMOHHOTO 8 OIIK-5 3aueT, Onpoc Ha 3aHATHUSX,
[le/IONPOU3BO/CTBE. Marepuasna Ortuet 1o 1abopaTopHO
OO0r1mvie HOPMBI 1 TIpaBUJ/IA OdopMIIeHHe OTYETOR 110 16 pabore
oopmeHns naboparopHbIM paboTam
ynpaB/ieH4YeCK1X
JIOKYMEHTOB Wtoro 24
2 OcdopmiieHue ITpopaboTKa JeKIIMOHHOTO 8 |OIIK-5 3aueT, Onpoc Ha 3aHATHUSX,
OpraHu3alMOHHO- Marepuasa Ortuet 110 1abopaTopHO
PaCIOpAUTELHOM OdopmneHne 0TUETOB 10 24 pabore
AOKYMEHTALMH nabopaTtopHbIM paboTam
Ntoro 32
3 OdopmreHue ITpopaboTKa JeKIIMOHHOTO 8 |OIIK-5 3aueT, Onpoc Ha 3aHATHUSX,
JIOKyMEHTOB I10 IMYHOMY | Marepuasna Ortuet 1o 1abopaTopHOH
cocrasy OdopmreHue O0TUETOB T10 36 pabore
naboparopHbIM paboTam
Ntoro 44
4 MexaHu3auus u [TpopaboTKa eKIMOHHOTO 8 |OIIK-5 3aueTt, Onpoc Ha 3aHATUAX
KOMITbIOTepHU3aLs Marepuasna
TpOLIeCCOB Vitoro 8
JIOKYMEHTaL[IOHHOT'0
obecrieueHus1 yTipaBJIeHUS
Wtoro 3a cemecTp 108
Ntoro 108
10. KypcoBasi padora (nmpoeKT)
He npegycmorpeno PYII

11. PeiiTuHrOBasi cUCTeMa /i/Isl OLeHKHU yCIIeBaeMOCTH CTY/IeHTOB

11.1. ban/ibHBIE OLeHKH /ISl 3/IEMEHTOB KOHTPOJIA
Tabnuiia 11.1 — banbHbIe OLIEHKH 7Tl 37IEMEHTOB KOHTPOJIS

OneMeHTHI yueOHOM
JiesITeIbHOCTH

MaxkcumanbHbIH
6ann Ha 1-yro KT c

MakcumasbHbIN
Gasu1 3a mepuop

MakcumMasbHbIN
6asin 3a mepuof,

Bcero 3a
ceMecTp
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Hauasia ceMectpa | Mexzay 1KT u 2KT Mexay 2KT v Ha
KOHeL] cemecTpa
1 cemecTp
3auet 30 30
Ornpoc Ha 3aHATUAX 10 10 10 30
Otuer 110 /TabOpaTOPHOM 20 5 15 40
pabore
Wtoro Makcumym 3a 30 15 55 100
T1eprof,
Hapacraroiym utorom 30 45 100 100

11.2. ITepecueT 6a/1/10B B OLIeHKH 3a KOHTPOJ/IbHbIE TOUKH
[Tepecuet 6asIOB B OL|eHKU 3a KOHTPOJIbHBIE TOUKU TIpe/[CTaB/eH B Tabmmie 11.2.
Tabnuiia 11. 2 — ITepecueT 6a//IOB B OLIEHKH 32 KOHTPOJIbHbBIE TOUKU

basnnbl Ha 1aTy KOHTPOIbHOM TOUKH Onenka

> 90% oT MakCMMasbHOM cyMMbI 6asinoB Ha gaty KT 5

Ot 70% 1o 89% oT MakcMManbHOW cyMMBbI 6asioB Ha gary KT

4
Ot 60% 1o 69% oT MakcuMasbHON cyMMbI OansioB Ha gaty KT 3
2

< 60% oT MakcuMasbHOM cymMMbl OansioB Ha gaty KT

11.3. ITepecuer cymMMbI 6a/IJIOB B TPAAMIIMOHHYIO U MEXX/yHAPOJHYIO OL{€HKY
[TepecueT cymMMbl 6as/IOB B TPaJULIMOHHYIO U MEXYHapOAHYIO OLIeHKY MpeJcTaB/ieH B Tabmuie
11.3.
Tabmuua 11. 3 — [NepecueT cymMMbI 0a/I7I0B B TPaAULMOHHYIO U MeXKAYHAPOJHYIO OLIEHKY

WToroBast cymma 6asio,

Ouenka (I'OC) YUUTBIBAET yCMEIIHO CAaHHBIN Ouenka (ECTS)

9K3aMeH

5 (0T/IMUHO) (3aUTEHO) 90 - 100 A (oTrM4HO)
85-89 B (oueHs xopo11o)

4 (xopollio) (3auTeHO0) 75 -84 C (xopo110)
70 -74
— D (yaoBrieTBOpUTEHHO)

3 (YA0OB/IETBOPUTEBHO) (3aUTEHO) 60 64 E (HocpeAcTserio)
2 (HeYOB/ICTBODUTETHO) (He Hike 60 6asoB F (HeyzmoB1eTBOPUTE/TLHO)

3aUTeHO)

12. Yueb6Ho-MeTOAMYeCcKOe M HH(OPMAIJHOHHOE 00ecrieyeHHe AUCIUILTMHBI

12.1. OcHoBHas 1uTEepaTrypa

1. Kysnenos U. H. [lokymeHTalMoHHOe obecrieyeHue YIIpaBlAeHUs] U [ieJIONIPOU3BO/CTBO:
yueOHUK f1s1 6akanaBpos / V1. H. Ky3sHerios. - M.: FOpaiit, 2012. - 576 c. (Haauuue B 6ubnmoreke TYCYP
- 26 9K3.)

2. Kupcanora M. B. CoBpemeHHOe Zie/IONPOU3BO/ICTBO: yueOHOe mocobue / M. B. KupcaHoga;
Poccutickasi akazieMusi TOCyZapCTBeHHOW ciy0Obl mipu Ilpe3ugente P®, Cubupckas akajgemus
TOCYJJapCTBEHHOM C/TyXKOBbI. - 4-e u3z. - M.: MTH®PA-M, 2012. - 320 c. (Hanuuue B 6ubmoteke TYCYP -
20 9K3.)

12.2. lono/siHuTe/IbHAA IUTeparypa
1. 3ak FO. A. ABToMaTu3alysl JOKyMeHTUPOBaHUS TexHUUYecKux pelneHuit: / FO. A. 3ak, U. I1.
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KoueBbix. - Kues: Taxuuka, 1990. - 245 c. (Hanmuune B 6ubmmoreke TYCYP - 15 3K3.)

2. JIoKyMeHTUpOBaHHUE yTIpaB/eHUeCKOU JiesiTe/TbHOCTU: YueOHoe mocobue / AkcéHora XK. H. -
2009. 194 c. [DOnexTpoHHbIM pecypc] - Pexxum pgoctyma: https://edu.tusur.ru/publications/4875, mata
obparenus: 15.02.2017.

12.3 YueOHO-MeTOAHMYECKHE IT0CO0H

12.3.1. O6s3arebHbIE YUeOHO-MeTOAMYECKHe MOCo0us
1. OO6muii 1 3/MeKTPOHHBIM AOKyMeHTooOOpoT: MeToanyeckoe TMocobue 1o J1abopaToOpHBIM
3aHATUSAM W CAMOCTOsATeNbHOW paboTe st cTygeHToB HarpaBieHuid 080200.62 «MeHemKMeHT»,
080100.62 «JxoHoMuKa» / AkcéHoBa K. H. - 2014. 40 c. [SnekTpoHHbIN pecypc] - Pexxum AocTyrma:
https://edu.tusur.ru/publications/4874, nara obpaijenus: 15.02.2017.

12.3.2 YueOHO-MeTOAMYECKHE MTOCOOMS /IS JIMI] C OTPAaHNUYEHHBIMH BO3MO)XXHOCTSIMH 3/I0POBbA

YueOHO-MeTOANUECKHEe MaTepHaslbl [l CAaMOCTOSITe/TbHOM U ayJUTOPHOU PaboThl 00yUaroIuxcst
W3 YKC/ia UHBAJIKU/IOB TIPEAOCTaB/SIOTCA B JOopMax, aJaiTUPOBAHHBIX K OTPAHUUEHUSIM UX 3/10POBbs U
BOCTIpUSTHS MH(MOPMALUK.

JI7ist a1 ¢ HapyLIeHUusIMHU 3peHust:

- B (hopMe 3/IeKTPOHHOTO /I0KYMEHTa;

- B MeyaTHOW (hopMe yBeIMYeHHBIM IIPUPTOM.

JIJIs1 UL ¢ HapyIIeHUsIMHU C/TyXa:

- B (hopMe 3/IeKTPOHHOTO /I0KYMEHTa;

- B TeuaTHoi (opme.

JIJ/Is1 UL ¢ HapyLIeHUsIMU OMOPHO-ABUraTe/IbHOIO anmnapara:

- B (hopMe 3/1IeKTPOHHOTI'0 JOKYMEHTa;

- B TevaTHoi (opme.

12.4. Ba3bl JaHHBIX, TH()OPMALHOHHO-CMIPABOYHbIE, MOUCKOBbIE CHCTEMBbI U Tpedyemoe
MporpaMMHoOe o0ecreueHue
1. bBa3a aHHBIX /711 XpaHEHHUsI METOANYeCKMX MaTepUasioB.

13. Marepua/ibHO-TeXHHYeCKoe obecrieueHue JUCIUIUTHHBI
13.1. O61mue TpedOBaHKUA K MaTepHa/IbHO-TEXHUYECKOMY 00eCTIeueHHI0 JUCIHUITUHBI

13.1.1. MaTrepuaibHO-TEXHHUECKOe 00ecrieyeHue /Jisi IEKIMOHHBIX 3aHATUHH
[nst ipoBefileHysI 3aHSATHUM JIEKLJMOHHOTO THIIA, FPYIIOBBIX U WUHAUBUAYATbHBIX KOHCY/IbTALUM,
TEKYIL[er0 KOHTPOJISI U TIPOMEXKYTOUHON aTTeCTalliyd WCTIONb3yeTcss yueOHast ayiuTopusi, C KOJIMYeCTBOM
TI0CaJOYHBIX MeCT He MeHee 15-20, 060opyoBaHHast I0CKOW U CTaHAAPTHOM yueOHOM Mebesbio.

13.1.2. Marepua/ibHO-TEXHUYECKOe o0ecreueHue /i1 J1ad0paToOpHbBIX padoT
Onsi  mipoBefeHusi  /1abOpaTOPHBIX — 3aHATHA  MCIONB3yeTcs — y4ueOHO-MCC/e[oBaTebCKast
BBIUMC/TUTE/IbHAsT JlabopaTopusi, pacrofiokeHHass 1o azapecy 634034, Tomckas obGnactb, TI. ToMmck,
BepumanHa ynuia, g. 74, 3 atax, ayg. 317. CoctaB obopyznoBaHus: YueOHast MeOesb; KoMIibroTepsl
Ksacca He Hke Intel Pentium G3220 (3.0GHz/4Mb) /4GB RAM/ 500GB c 1114poKoI0/I0CHBIM I0CTYIIOM
B Internet, ¢ mMoHuropamu tuna Samsung 18.5" S19C200N- 15 wr.; Mcnonap3yeTcs IULeH3MOHHOE
TIporpaMMHOe obecrieueHue, TakeThl Bepcrel He Hibke: Microsoft Windows 8; Microsoft Office 2010.

13.1.3. MarepuanbHO-TeXHHUYeCKoe o0ecreyeHue /IIsi CAMOCTOATE/TbHON PadoThI
Iyt camocTosiTeNTbHOM paboThl WCTIONB3yeTcsl yueOHast ayauTOpUsi (KOMITBIOTEPHBIM Kace),
pacrionokeHHast mo azapecy 634034, r. Tomck, yn. Bepmwmnuna, 74, 1 stax, ayg. 100. CocraB
obopyznoBanus: yueOHast MeOesb; KomribtoTepsl Kaacca He Hike [IDBM INTEL Celeron D336 2.8[Tw. -
4 1T.; KomrbloTepel TofKatoueHbl K ceti MHTEPHET u obecrieuuBarOT [JOCTYIT B 37€KTPOHHYIO
WH(OPMaI[MOHHO-00pa30BaTeIbHYI0 Cpe/ly YHUBEPCHUTETA.

13.2. Marepua/IbHO-TeXHUUYECKOe o0ecreueHne JUCIUTUTHHBI /ISl JUI| C OTPAaHHYeHHBIMU
BO3MO)XHOCTSAMH 3/10POBbSI
OcBoeHue JUCIHUIVIMHEI jMijaMu ¢ OB3 ocyliecTBisieTCs C UCIIO/Ib30BaHHUEM CPeJCTB 00yueHus
00111ero U CrielUaIbHOTO Ha3HAUEHMS.
[Ipu o00yyeHHWH CTYI€HTOB C HAPyWIeHUsIMH CJyXa TIpeJyCMOTPEHO UCIIOhb30BaHUe
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3BYKOYCU/IMBAIOLLled anmnaparypbl, MYJbTUMEIUMHBIX CPEACTB W [JPYIMX TeXHUUEeCKHUX CpeZCTB
nipveMa/miepesjaur yueOHoW MH(pOpMaIMK B AOCTYIHBIX (opMax Ajisi CTYAeHTOB C HapyIIeHUsIMU CJTyXxa,
MOOW/ILHOW CHCTeMBI OOyYeHUs [jisi CTY[JeHTOB C WHBAMJHOCTBIO, TOPTAaTUBHOW WHAYKI[MOHHOU
cucTeMbl. YueOHasi ayJUTOpPHs, B KOTOPOM 00yuaroTCsi CTyAeHThbl C HapyllleHWeM cjiyxXa, ob6opyaoBaHa
KOMIBIOTEPHOW TEXHUKOM, ayJJMOTEXHUKOW, BUJEOTEXHUKOW, 3JeKTPOHHOW [OCKOW, MY/JIbTUMEOUNHON
CUCTEMOH.

[Tpu oOyueHMU CTYZ€EHTOB C HAPYWIEHHWAMH 3PeHHUSIMH TIPeyCMOTPEHO WCIIO0/b30BaHUE B
JIeKIIMOHHBIX U yueOHBIX ayIUTOPUSIX BO3MOXKHOCTH TIPOCMOTPA y/areHHbIX 00beKTOB (HarpuMep, TeKCTa
Ha JI0OCKe WU CJlalijia Ha SKpaHe) NPy MOMOLLY BU/le0yBeTMUUTeel /1S y/la/IeHHOTO TPOCMOTpa.

[Tpu o0yuyeHHH CTYJEHTOB C HapylLIeHUSIMH ONOPHO-/BUraTe/JIbHOrO anmapara HCIo/Ib3yHTCS
aZlbTepHAaTHUBHBIE YCTPOMCTBa BBOJa MH(MOpPMAIMU U Apyrye TeXHUYecKrWe CpeJCTBa MpreMa/riepejaun
yueOHOU MHGbOpPMAaLIMK B JOCTYIHBIX (opMax AJisi CTYeHTOB C HapylLeHUsSMUA OTMOPHO-ABUraTebHOTO
arrapara, MOOUIbHOM CUCTeMbI 00yUeHHUs JJ1s1 JTEOZield C MHBAITHOCTBIO.

14. ®oHj OLeHOYHBIX CPeACTB

14.1. OcHoBHbIe TpedoBaHuA K (GOH/Y OIeHOUYHBIX CPEACTB H MeTOANYECKHEe PeKOMeH/Jal[uH
@DOH/T OLIEHOYHBIX CPEeACTB M THUIOBble KOHTPOJIbHBIE 3aJlJaHHsl, HCIIO/b3yeMble [Js1 OLIeHKU
chOpMUPOBaHHOCTU M OCBOEHMS 3aKpeIUVIeHHbIX 3a JUCLUIUIMHOW KOMIIETeHLIW TMpH TpOBeJeHUMN
TEeKYII[eH, TTPOMEeKYTOUHOM aTTeCTal[|| I10 JUCLIUTIIMHE TIPUBE/IeH B MPUIOXKEHUH K paboueli mporpaMme.

14.2 TpeooBaHus K (POHYy OLIEHOUHBIX CPE/ICTB /AJIfA JIUI] C OTPAHUYEHHBIMH BO3MO)KHOCTAMH
3/10POBbsI
[nst CTyIeHTOB C WHBAJWJHOCTBIO MPeAYCMOTPEHBI [OMOJIHUTeIbHbIE OLIEHOUHble Cpe/CTBa,
riepeueHb KOTOPBIX YKa3aH B Tabsuile.

Taﬁmma 14 - I[OHOIIHI/ITEJII)HBIE CpeaACTBA OLl€HUBAHUA /Il CTYJ€HTOB C UHBA/IN/THOCTBH0

Bu/ibI IOMO/THUTETIbHBIX OLIEHOUHBIX
CpefCTB

q)OpMBI KOHTDPOJIA U OLI€HKH

Kareropuu cTyzieHTOB
PUH CTYA pe3ysbTaTtoB 00yUeHust

TeCTBI, IMMCbMEHHBIe CaMOCTOATe/IbHbIe

C HapyuieHUsAMU [IperMylleCTBEHHO NMUCbMEHHas

ciyxa

paboTkI, BOTIPOCHI K 3aYeTY,
KOHTPOJIbHBIE PaOOThI

TIpOBepKa

C HapylieHUsIMU
3peHust

CobecezoBaHue 110 BOTIPOCaM K 3auerTy,
OTIpOC T10 TEPMHUHAM

[TperMyI1iieCTBEHHO yCTHas TIpOBepKa
(MVHAUBUAYATBHO)

C HapyLieHUAMU
OTOpHO-
JIBUTaTeIbHOTO
amnmapara

PeliieHe MCTaHIIMOHHBIX TECTOB,
KOHTDOJIbHBIE PabOThI, MMCbMeHHbIe
caMocCTosATe/IbHBIe Pab0ThI, BOTIPOCHI K
3aueTy

[IpenMy111eCTBEHHO AUCTAHLIMOHHBIMU
MeToJaMU

C orpaHUUeHHUSIMU T10
o0IIieMe TUIHHCKUM
TOKa3aHUsAM

TecTbl, MUCbMEHHBIE CAMOCTOSITE/IbHbBIE
paboTkI, BOTIPOCHI K 3aYeTY,
KOHTPOJIbHBIE PabOThI, YCTHBIE OTBETHI

[TpermMy11iecTBEHHO TIPOBEpKa
MeTO/JaMH, UCXO/Isl U3 COCTOSTHUS
obyuarolerocst Ha MOMeHT IPOBepPKU

14.3 MeToguueckHe peKOMeHJalMy 10 OL{eHOYHBIM CPeACTBaM /JIf JIUL] C OrPaHUYeHHBIMH
BO3MO)XHOCTSAIMM 3/J0POBbSI

Ons crygentoB ¢ OB3 mipegycMmarpuBaeTcss AOCTynHas ¢opMma TIpeoCTaB/eHusl 3aflaHui
OLIeHOYHBIX CPeJICTB, @ UMEHHO:

B reuaTHol dopme;

B TIeyaTHOU (hopMe C yBeJTMUeHHbBIM HIpUdTOM;
B (hopMe 3/1IeEKTPOHHOTO [JOKYMEHTA;

METO/IOM UTE€HUSI aCCUCTEHTOM 3a/IaHHUs BCTYX;
TIpe/IoCTaB/IeHHe 3aflaHus C MCIOb30BaHKEM CypoTiepeBo/a.

CTy,E[GHTaM C MHBAJIMJHOCTBIO YBE/IMUYMBAECTCS BpeMA Ha IMOATOTOBKY OTBETOB Hd KOHTPOJIBHBLIE
BOIIPOCHI. ,[[J'IH TdKUX CTYAEHTOB IIpeAyCMdTPUBAETCH AOCTYIIHasd d)opMa rnpegoCTaB/ieHUsA OTBETOB Ha

3a/laHys, a MME@HHO:

MMUCbMEHHO Ha Oymare;
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- Habop OTBETOB Ha KOMITBIOTEDE;

- HabOp OTBETOB C MCIIO/Tb30BaHUEM YC/IyT aCCUCTEHTa;

- Tripe/iCTaB/eHre OTBETOB YCTHO.

[porienypa oljeHWBaHUSI pe3y/bTaTOB OOyUeHWs] WHBAIUOB 0 AWUCLUIUIMHE TpeJyCMaTpHUBaeT
npefiocTaB/ieHue UHGopMalvy B (hopMax, aJjlallTHPOBaHHbIX K OTPaHUYEHUsIM UX 3[J0POBbsI U BOCTIPUSITUS
vHdOopMaluu:

Jins M1 ¢ HapylIeHUsIMHM 3peHuUs:

- B (hopMe 3/IeKTPOHHOTO JOKYMEHTa;

- B MevaTHou (opMe yBelMYeHHbIM IPUGTOM.

Jins ui ¢ HapylIeHUsIMM cJTyXa:

- B (hopMe 3/IeKTPOHHOTO [JOKYMEHTa;

- B IleyaTHOU (hopme.

Jins i1y ¢ HapylIeHUsIMHM OMOPHO-JABHUIaTe/IbHOI0 anmnapara:

- B (hopMe 3/IeKTPOHHOTO JOKYMEHTa;

- B IleyaTHOU (opme.

[Tpu HeoOXoAMMOCTH /17151 00YYArOLUXCSI C MHBAIMAHOCTBIO TPOLie/lypa OLleHWBaHUs Pe3y/ibTaToB
00y4eHUsT MOXKET TTPOBOJJUTHCS B HECKOJIBKO 3TArloB.
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IIpunoxenue 1
MMWHHUCTEPCTBO OBPA3BOBAHUA U HAYKUA P®
deepanbHOE roCyapCcTBeHHOE 0I0/)KeTHOe 00pa3oBaTe/ibHOE yUpeX/eHHe BbICIIero 06pa3oBaHus

«TOMCKWI TOCYIAPCTBEHHBIN YHUBEPCUTET CUCTEM
YIIPABJIEHVS U PAJTMOD/IEKTPOHUKW»
(TYCYP)

YTBEPXIARO
[TpopekTop mo yuebHOM paboTte
I1. E. Tposin
« » 20 r

®OH/] OLIEHOYHBIX CPE/ICTB I10 YUEEHOU AUCILUIIJINHE
MeTopb! M TEXHO/IOTUH AOKYMEHTAIHOHHOTO 00ecreueHusl yrnpaB/ieHusl

YpoBeHb 00pa3oBaHus: BbICIIee 00pa3oBaHHe - Marucrparypa

HaripaBneHue noAroToBku (creruanbHOCTh): 27.04.04 YiipaB/ieHUe B TeXHUYECKHX CHCTeMax
HanpaBneHHocTs (po¢unb): ABTOMaTH3alMA yIpaB/ieH|s B aiMUHUCTPAaTUBHBIX, KOMMepUYeCcKHX U
¢unaHCcoBBIX chepax

dopma 0OyueHUs: OUHAsA

PakynbreT: PBC, PaKky/1bTeT BEIYMC/IUTE/IBHBIX CUCTEM

Kadenpa: MuCA, Kadeapa moaenmpoBaHHus ¥ CHCTEMHOI0 aHa/Iu3a

Kypc: 1

Cemectp: 1

YuebOHbI# M1aH Habopa 2015 rozga

Pa3paboTumku:
— poueHT Kap. MuCA [ertspeBa H. A.

3auet: 1 cemecTp

Tomck 2017
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1. BBegenue

®onp oreHouHbIX cpeficTB (POC) sBAsIeTCs MPUIOXKEHHEM K paboueid TIporpaMMe AMCIUTUIAHBI
(MpakKTUKW) U TIpeJCTaB/isieT COO0M COBOKYITHOCTb KOHTPOJIBHO-U3MEPHUTETbHBIX MaTepyuasioB (TUIIOBbIE
3a7iau (3aZjaHus1), KOHTPOJIbHBIE pabOThI, TECTHI U JP.) ¥ METOZIOB UX MUCIIOIb30BaHUs, MpefHa3HaueHHbIX
JUIs ©3MepeHUsi YPOBHSI JOCTKEeHHs CTYAeHTOM YCTaHOBJIEHHBIX Pe3y/IbTaToOB 00yueHwUs..

@®OC no pgucuuruiiHe (TIPAaKTUKE) WUCIOMb3YeTCs TpU TPOBeJeHUM TeKYIlero KOHTPOJIs

yCreBaeMOCTH M IPOMEKYTOUHOM aTTecTalluu CTyJeHTOB.

[TepeueHb 3aKpeIyIEHHBIX 3a JUCLIUIIIMHOM (TIPAaKTHUKOH) KOMIIETEHI[WH MpUBeeH B Tabwie 1.
Tabnuiia 1 — ITepedeHb 3aKpeIvIeHHBIX 3a JUCIUTUIMHON KOMIEeTeHLIUN

Kog

dopMynMpoBKa KOMITeTeHL[UN

Otarbl opMHUPOBaHUST KOMIIETEHITUM

OIIK-5

TOTOBHOCTBIO O()OPMJISATh, IPEZCTAB/IAATD,

AOK/IaAbIBaTh U aPr'YMEHTHPOBAHHO 3allHIIldTh

pe3y/bTaThl BLITIOJTHEHHOM paboThI

[omkeH 3HaTh OCHOBHBIE TeXHUUECKUe
cpecTBa, HeoOXOAUMBIe /17151 OPOPMIIEHHUS
JIOKYMEHTOB.;

[omKeH yMeTb TIPUMEHSITb TeXHAUYeCKHe
Cpe/iCTBa [i/Isi TPaMOTHOTO, TTPABUJIBHOTO B
COOTBETCTBUM C [IeMCTBYIOIIIUMU HOPMaMu
Y npaBwWiIaMu o opmiieHUs] HeoOX0AUMOTO
JIOKyMeHTa.;

[okeH BajieTb COBpeMeHHOMN TeXHUKON

U OCHOBaMH [e/I0BOI'0O OGH.[EHI/IH.;

OO1e XapakTepPUCTUKH TOKa3aTeseld ¥ KPUTEPUEB OL€EHWUBAHUS KOMITETEHIMM Ha BCEX 3Tarax
TIpUBe/IeHbI B Tab/HIe 2.
Tabnuiia 2 — OO61iMe XapaKTepHUCTUKY TI0Ka3aTe/iell U KpUTepueB OLleHUBaHUs KOMIIETEHLIMH 110 3Taram

Tlokazarenu u
KpUTEpUHr

3HaThb

YmeTs

Bnagets

OTnyHO (BBICOKMM
YPOBEHb)

Ob6nagaet hakTHue CKUMHU
Y TeopeTHYe CKUMU
3HAHUSIMH B TIpe/iesiax
r3yuaemMoi 06/1acTu C
MOHUMaHHEM TPaHMI]
MIPUMEHHMO CTH

O6nagaeT Auaa30HOM
MpaKTUYe CKUX YMEHUH,
TpeOyeMbIX /JIsi Pa3BUTHS
TBOPUYECKUX pelleHuH,
abcTparupoBaHus
nipobeM

Kontposnupyet paborty,
TIPOBO/JUT OLIEHKY,
COBEpIIIEHCTBYET JeHCTBUS
paboThI

Xoportio (6a30BbIit

3HaeT ¢aKThl, TPUHLIUIIBI,

O6nagaeT Axana3’oHOM

BepeT oTBeTCTBEHHOCTH 3a

3a/au

YPOBEHbB) MIPOIIeCChI, 00IIHe MPAaKTUYEeCKUX YMEHWH, | 3aBepllieHure 3a/1au B
TIOHSITHSA B TIpejiesiax TpeOyeMbIX /ISl pELlIeHUsT | KCCIIeI0BaHUH,
n3yuyaemol obsactu oTipe/ie/IeHHBIX TTPO0/IEM B | IPUCIIOCA0IMBAET CBOE

00/1aCTH UCC/Ie[OBaHUS TIOBe/IEHHE K
obcTosITeNIbCTBaM B
pelieHUH pobiem

YnosnerBoputenbH | O6mazaetT 6a30BbIMU OO6nagaeT OCHOBHBIMHU PabGotaeT npu rnpsimom

0 (TTIOpOTroBBIi OOIIMMH 3HAHUSIMU yMeHUsIMU, TpeOyeMbIMU | HaO/TFOIeHUH

YPOBEHbB) TSI BBITIOJTHEHHMS TTPOCTBIX

2 Peamu3anusi KOMIIEeTeHI[UIH

2.1 Komnerennua OITK-5
OI1K-5: TOTOBHOCTbIO 0()OPMJISATh, NIPE/CTABIATh, JOK/Ia/IbIBAaTh U apryMEHTHUPOBAHHO 3alllUILaTh
pe3y/bTaThl BBIOJHEHHOH PabOTHI.
st bopMUpOBaHKS KOMIIETEHIIUH HEOOXOAMMO OCYILeCTBUTD Psifi 3TAroB. DTarbl GOpMUPOBaHUs
KOMITETeHLIUH, TIpUMeHsieMble [ii 3TOTO BUZLI 3aHATHA WM HCIONb3yeMble CPeACTBAa OLleHHUBaHWUs
nipe/icTaB/ieHbI B Tabsurie 3.
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Tabsuria 3 — OTariel HOPMUPOBAHUS KOMIIETEHI[UM U UCITO/Tb3yeMble CPeZICTBA OL€eHUBAHUS

TIOHSATUS
JIOKyMEHTaL[IOHHOTO

obecrieueHust yrpaBIeHUs.

Cucrtemsbl
JIOKyMeHTal[IOHHOTO

obecrieueHus yIipaB/IeHMsI.

TpeboBanus K
COCTaB/IEHUIO U
o opM/IeHHIO
JIOKYMEHTOB.
Knaccudukaiiyto
JIOKYMEHTOB.

CocraB 3HaTb YMmeTb Bnagets
CopeprkaHue OcHoBHble TexHMueckue | Mcnonb3oBathb TeHJeHIMSIMU pa3BUTHS
3TaroB CpeficTBa, HeOOXOAUMbIE | YHU(DHUIIMPOBAaHHbBIE rH(bOpMaI[MOHHO-

Z1st ohopMieHUst (hOpMBbI JOKYMEHTOB. JIOKYMEeHTaL[MOHHOTO
nokymeHTOB. OcHOBHbIe | Vcrmosib30BaTh obecrieueHrs1 1 apXUBHOTO

TeJIeKOMMYHUKAIIMOHHbIE
TEXHOJIOTHU B
3JIEKTPOHHOM
JIOKyMeHT000opoTe.
[TpuMeHsSITh TeXHUUEeCKUe
CpeZCTBa /ISl TPaMOTHOTO,
TIPaBUILHOTO B
COOTBETCTBUH C
JleliCTBYIOIL[MMH HOPMaMU
Y TIpaBUIaMHu 0(OPMJIEHHUST
He00X0AMMOro
JOKyMeHTa.
Ocy1ecTBiSITh XpaHEHHE
Y TIOUCK IOKYMEHTOB.
OdopmsiATh
JIOKyMEHTaI[{I0 B
COOTBETCTBUHU C
HOpPMAaTUBHOM 0a30i, B T.
Y. C UCII0/Tb30BaHHEM
MH(POPMaLMOHHBIX
TeXHOJIOT M.
OpraHnu3oBbIBaTh
JIOKyMeHTOOOOPOT: TIpHeM,
006paboTKy, perucrparyio,
KOHTDOJIb, XpPaHeHHe
JIOKYMEHTOB,
HOMEHK/IAaTypy Jier.

Jena. 3HaHWeM OCHOBHBIX
nipobsieM B obsacTu
JIOKYMeHTOBe/IeHUsI U
apXUBOBe/IeHUSI.
Cnocob6HOCTRIO CO3/]aBaTh
Y BECTU CUCTEMY
OpraHu3al[MOHHO-
pacropsiiUuTeTbHON
JIOKyMeHTal[|H.
CoBpeMeHHOV TeXHUKOHW U
OCHOBaMH [JIeJI0OBOTO
o6mienusi. CriocoOHOCTBIO
CO3J]aBaTh U BeCTH
CUCTEeMY CIIPaBOUHO-
H“H(OpMaI[MOHHOU
JIOKYMeHTal[1H.

Bunpbl 3aHATHI

* JlaboparopHbie
paboThI;

* Jlekuuy;

* CamocTrosTesbHas
paborta;

* JlaboparopHsbie
paboThi;

* Jlekuuy;

* CamocTrosiTe/ibHas
pabora;

* JlaboparopHble
paboThi;

* (CamocTodTenbHas
paborta;

Ncronb3yembie
cpefcTBa
OL|eHHBaHUs

* Ortyet no
naboparopHoii paborte;
* Orpoc Ha 3aHATHUSX;
* 3auerT;

* Otyer no
naboparopHoii pabore;
* Omnpoc Ha 3aHATUSAX;
* 3auer;

* Otyet no
naboparopHoii pabore;

* 3auert;

CDOPMYJ'II/IPOBKEI roKazaTresied u KpUTepUeEB OLI€eHUBAHUSA AaHHOﬁ KOMITeTEHIIMM TIpUBELE€HA B

Tabnuie 4.
Tabnuiia 4 — IToka3aTeu U KpUTEPUU OLleHUBAHUSI KOMIIETeHI[MU Ha 3Tarnax

CocraB 3HaThb YmeTb Bnanets
OminuHo * OCHOBHEBIE * Hcnonb30BaThk * TeHJeHIUAMU

(BBICOKHMI YPOBEHb)

TeXHUYECKHEe CPe/ICTBa,
HeoOXoZMMBIe /1JIsT
oopMeHust

JIOKYMEHTOB. ;

YHUDULMPOBaHHbIe
(OpMBI JOKYMEHTOB.;

* Hcnonb3oBars
TeJIeKOMMYHUKaL[MOHHbIe

pa3BUTHS
rH(bOpPMaL[MOHHO-
JOKyMEHTaL[HOHHOTO
obecrieueHust U
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¢ (OcHOBHbIE TTOHATHS
JIOKYMEHTaI[MIOHHOTO
obecrieuenus
yTIpaB/IeHus. ;

¢ CuUCTeMBI
JIOKYMEHTaI[MIOHHOTO
obecrieuenus
yTIpaB/IeHus. ;

* TpeboBaHus K
COCTAaBJ/IEHHUIO U
odopmiieHunto
JOKYMEHTOB.;

» Knaccudukanuto
JIOKYMEHTOB. ;

TeXHOJIOTUH B
3JIEKTPOHHOM
JIOKyMeHT0000poTe.;

* TIpuMeHATH
TeXHUUeCKHe CpefiCTBa
[l TPaMOTHOTO,
NIPaBU/ILHOTO B
COOTBETCTBHHU C
JeNCTBYIOLLIUMU
HOpPMaMH | TIPaBUIaMU
odopmieHus
He00X0IMMOro
JIOKyMeHTa.;

* OcylLecTBIATH
XpaHeHHe U MOUCK
JIOKYMEHTOB.;

* OdopmnaTb
JIOKyMeHTaL[1Io0 B
COOTBETCTBHHU C
HOpMaTUBHOM 6a30i, B T.
Y. C WCII0/Tb30BaHHEM
MH(OPMaLMOHHBIX
TeXHOJIOTHM.

* OpraHu30BbIBATH
JIOKyMeHT00060poT:
nipueM, 00paboTKYy,
PerucTparyio, KOHTPOJIb,
XpaHeHUe JOKyMeHTOB,
HOMEHK/IaTypy [Je.;

apXuBHOTO Jiena.;
* 3HaHWEeM OCHOBHBIX
npobsieM B 06s1acTH
JIOKYMEHTOBeJ|eHUsI U
apXUBOBE/IeHUSL. ;

* CnocoOHOCTBIO
C03/1aBaTh U BECTH
CUCTEMY
OpraHu3aluoHHO-
pacropsiIuTeTbHON
JIOKYMEeHTal[1H.;

* CoBpeMeHHOU
TeXHUKOW U OCHOBaMH
Jle7IoBOTO 0011leHusl. ;
* CnocoOHOCTBIO
C03/1aBaTh U BECTH
CUCTEeMY CIIPaBOUHO-
HMH(OpMaLIOHHOM
JIOKYMEeHTaL[1H. ;

Xopotiio (6a30BbIii
YPOBEHb)

* (OCHOBHBIE
TeXHUUeCKUe CpefiCTBa,
HEoOXOUMBIe [IIsI
odopMeHus
JIOKYMEHTOB. ;

¢ KJIHoueBble TTIOHSATHS
JOKYMEeHTaL[MOHHOT'0
obecrieuenus
ympaB/ieHus.. ;

* (OcCHOBHBIE CHCTEMBI
JOKYMEeHTaL[MOHHOT'0
obecrieuenus
ympaB/ieHus.. ;

* TpeboBaHus K
COCTAaBJ/IEHHUIO U
odopmieHNto
JOKYMEHTOB.;

* OdopmasTb
JOKYMEeHTal[1I0 B
COOTBETCTBUHU C
HOpMaTUBHOM 0a30M, B T.
Y. C UCTO/Ib30BaHNEM
HH(OpMaIMOHHBIX
TeXHOJIOTHH. ;

* Hcnonb3oBars
YHUPULIMPOBaHHbIE
(bopMBbI JOKYMEHTOB.;

* Hcnonb3oBarb
TeJIeKOMMYHUKaL[MOHHbIe
TEXHOJIOTHH B
3JIEKTPOHHOM
JOKyMeHTooboporTe.;

* IlpumeHsars
TeXHUUeCKUe CpeficTBa
ISt TPaMOTHOTO,
TIPaBU/IBHOTO B
COOTBETCTBHHU C
JeMCTBYIOLLIMMU
HOPMaMH | TIPaBUIaMU
oopMieHust
Heo0OXOZMMOro

* 3HaHMEeM OCHOBHBIX
ripo6sieM B 0b61acTu
JIOKYMEHTOBeIeHUS 1
apXWBOBEJIEHUSI. ;

* CriocoOHOCTBIO
CO03/J]aBaTh U BeCTU
cucreMmy
OpraHu3al[MOHHO-
pacropsiiuTeIbHON
JIOKyMEeHTal[1H.;

* CoBpeMeHHOU
TeXHUKOU U OCHOBAMU
JIeJIOBOTO OOILeHwsl. ;
* CriocoOHOCTBIO
C03/]aBaTh U BeCTH
CUCTeMY CIIPaBOYHO-
VH(pOpMaLIOHHON
JIOKYMEeHTal[1H. ;
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JOKYMEHTa.;
* OpraHuU30BbIBaTh
JIOKyMEHT000O0pOT:
nipreM, 06paboTKy,
PErucTparyio, KOHTPOJIb,
XpaHeHUe JI0KYMEHTOB,
HOMEHKJ/IaTypy JeJl.;

YnoBneTBopUTebH
o (TIoporoBbii
YPOBEHD)

* OcHOBHEBIE
TeXHUUeCKUe CpPe/iCTBa,
He0OX0IUMBbIe ISt
oopmieHust
JIOKYMEHTOB. ;

¢ KnroueBble NOHATUS
JIOKyMEHTal[MIOHHOTO
obecrieueHust
yTIpaB/IeHus!. ;

* TpebGoBaHus K
COCTaBJIEHHIO U
o¢opMIeHUI0
JIOKYMEHTOB.;

* OdopmnsaTs
JIOKYMEHTAI[1IO B
COOTBETCTBUU C
HOpPMaTUBHOM 6a30M, B T.
Y. C UCTIO/Tb30BaHHEM
HH(bOpPMaI[MOHHBIX
TeXHOJIOTHH. ;

* Hcnonb3oBaTth
YHU(PULIMPOBaHHbIE
(dhopMbI JOKYMEHTOB.;

* [IpumeHsTH
TeXHUUeCKUe CPefiCTBa
JJIsl TPAMOTHOTO,
TIPaBUIBHOTO B
COOTBETCTBUMU C
JeNCTBYIOLIUMU
HOpMaMH U TpaBUIaMU
odopMeHust
Heo0X0MMOro
JOKyMeHTa.;

* OpraHu30BbLIBATH
JIOKyMeHT0000pOT:
nipyeM, 06paboTKYy,
PerucTparyio, KOHTPOJIb,
XpaHeHHe OKYMeHTOB,
HOMEHK/IaTypy [e.;

* CriocoOHOCTBIO
CO371aBaTh U BECTH
cucteMy
OpraHu3aI[MOHHO-
pacropsiIuTeTbHOM
JIOKYMEHTaI[1H. ;

* CoBpeMeHHOU
TEeXHUKOH ¥ OCHOBaMH
JIe7IOBOTO OOIIeHus. ;
* CriocoOHOCTBIO
CO3/1aBaTh U BECTH
CUCTeMY CIIPaBOYHO-
MH(OPMaLMOHHOM
JIOKyMeHTal[1H.

3 TunoBbie KOHTPOJ/IbBHbIE 3d/{aHUA
,Z[J'IH pea/r3aliMid BbIIIEIepeurC/JIeHHbIX 3a4a4 O6yT—IEHI/IH HCII0/JIB3YKOTCA TUIIOBbIE KOHTPOJIBHBIE

3a/laHYsl WK WHbIe MaTepHuasibl, HeoOXoAUMbIe /IJisi OLIeHKUA 3HaHWM, YMeHHH, HaBBbIKOB W (WJIK) OIbITa
JesiTe/IbHOCTH, XapaKTepU3yHIIUX JTarbl  (OPMUPOBaHUS KOMIIETEHIIMM B TMpoliecce OCBOEHHs
oOpa3oBare/ibHOM MPOrpamMMbl, B C/IeAYIOIIeM COCTaBe.

3.1 3auét

— 1. JlokymeHTaLMOHHOe oO0ecrieueHye yTipaBeHus, ero 3ajaud, (yHkuuu. 2. HopmaTuBHBIE
nokymenTel (I'CHOY, T'OCTsi). Ilonsitue craHaapTu3aimu W yHUbukaquu. 3. Kaccudukaius
JOKYMeHTOB. 4. PeKBU3UTHI yIrpaB/leHUYeCKUX [JOKYMeHTOB. PeKBM3UTHI aBTOpa, MX OQoOpMmJeHHe. 5.
AnpecoBaHyve JoKyMeHTa. 6. CoryiacoBaHue JJOKYMEHTOB. 7. YJ0CTOBepeHHe JOKyMeHTOB. 8. OTMeTKU Ha
nokymeHnTtax. 9. TpeboBanusi kK Tecty fgokymeHTa. 10.bnank. Buzbl 6mankoB. TpeboBaHus K GsaHKam
JOKyMeHTOB. 11.0praHu3anjMoHHble [JOKyMeHThI. 12.PacriopsautesibHble [NOKyMeHTbl. IIpukasbl 110
OCHOBHOH JiesiTesibHOCTU. Pacnopspkenus. 13.MH(popMallMOHHO- cripaBOYHbIE [JOKYMeHThI. [JokiaziHble,
oObsicHuTe/bHBIe 3anmMckW. CrpaBku. 14. AxkTel, ux BHbl. CocTaBieHue akToB. 15.ITpOTOKOJIbI
3acefiaHuii, coBeljaHud. [lomHas u  Kpatkas QopMbl TpoTokona. 16.[lenoBasg  mepemnucka.
17.J10KyMeHTHpOBaHUe TPOLeCCOB ABWXKeHus KazapoB. 18.I1pukasbl 1o jMyHOMY coctaBy. 19.JInuHoe
3aaByieHne. Bepenue smuHbix Kaprouek. 20.Tpymosoit porosop. 21.BeseHne TpPy[OBBIX KHIJKEK.
Odopmienne muHbIX fe. 22.TexHonorus paboTel ¢ JoKymeHTaMHu. OpraHu3saiys JOKYMeHTOo0opoTa.
23.Peructpanus  [10KyMeHTOB. 24.KOHTpO/b UCIIOJIHEHUS [OKyMeHTOB. 25.HomeHkaTypa ferl.
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Cucremarm3auus fen. PopMupoBaHue fer.

3.2 TeMBbI 0NIPOCOB Ha 3aHATHAX
— CocTosiHMe ¥ IIepCIieKTrBa pa3BUTHS [1e/I0TIPOU3BO/CTBA B COBpeMeHHOM Poccuu.
— Kraccudukanys 0KyMeHTOB 10 TMYHOMY COCTaBY.
— Knaccudukanys v Ha3HaueHre OpraHU3allMOHHbBIX TEXHUUeCKUX CPe/CTB.
— YmpaBneHueckasi JOKyMeHTaLVs.
— OpraHu3alyoHHO pacropsiuTe/bHas JOKYMeHTaLusl.

3.3 TembI J1a00pPaTOPHBIX PadoOT
— Odopmenue o61ieli XxapakTepUCTUKH Ha CTy[eHTa
— OdopmiieHre XapaKTePUCTHUKU Ha CTYZieHTa C MeCTa TIPOXOXKAEeHHs TIPaKTUKH
— OdopmsieHre BHEILLIHUX PacTIOPSAUTETbHBIX TOKyMEHTOB
— OdopmiieHre BHYTPEHHHX PaCIIOPSAUTETbHBIX JOKYMEHTOB
— OdopmieHre KOMaHIUPOBKU
— OdopmiieHre XapakKTePUCTUKN Ha pabOTHUKA
— Odopmienne aBrobrorpapumn
— Odopmrenue pestome

4 MeToanuecKue Marepuasabl
Insi obecrieueHust mpoiiecca oOyueHUst W pellieHus: 3ajau 00ydyeHHsl UCTIONb3YIOTCS CIeAyIOIe
Marepuasbl:
— MeToJuuecKhe Marepuarbl, Orfpejie/sioliyde TpoLeAypbl OLleHWBaHUsS 3HaHWM, YMeHHH,
HaBbIKOB W (WIM) OMbITa [AeATebHOCTH, XapaKTepU3YIOL[UX STarnbl (OpP-MUPOBAHUS KOMIIETEeHLIWH,
cornacHo 1. 12 paboyeii mporpaMMel.

4.1. OcHoBHas UuTeparypa

1. Ky3neunor M. H. [JokymeHTalMoHHOe obecrieueHWe YIIpaB/ieHUs U [1eJIOTPOU3BO/ICTBO:
yueOHUK i 6akanaBpoB / Y. H. Ky3HetioB. - M.: FOpaiit, 2012. - 576 c. (Hanuuue B 6ubmoreke TYCYP
- 26 7K3.)

2. Kupcanosa M. B. CoBpemeHHOe Zie/IONPOU3BO/ICTBO: yueOHOe mocobue / M. B. KupcaHoga;
Poccutickast akazfieMusi TOCyZapCTBeHHOW ciyx0Obl mpu Ilpe3ugente P®, Cubupckas akajemus
TOCyIapCTBEHHOU CTYKOBI. - 4-e u3z. - M.: UHOPA-M, 2012. - 320 c. (Hanuuue B 6ubmoreke TYCYP -
20 9K3.)

4.2. lonosHMTe/IbHAA IMTeparypa
1. 3ak FO. A. ABToMaTu3alys JOKyMeHTUPOBaHUS TexHHWUYecKux pemnenuit: / FO. A. 3ak, U. I1.
KoueBnbix. - Kues: Taxuuka, 1990. - 245 c. (Hanuune B 6ubmmoreke TYCYP - 15 3k3.)
2. JloKyMeHTHpOBaHHUE yTIpaB/ieHueCKOU JiesiTe/TbHOCTH: YueOHoe rmocobue / AkcéHora XK. H. -
2009. 194 c. [DnexkTtponHbii pecypc] - Pexum poctyna: https://edu.tusur.ru/publications/4875,
CBOOO/THBIM.

4.3. Obs3aTe/TbHBIE YUeOHO-MeToJHYeCKHe MoCco0us
1. OO6mmii 1 3/eKTPOHHBIM AOKyMeHTooOOpoT: MeToanyeckoe 1Mocobuwe 1o J/1abopaTOpHBIM
3aHATUAM W CAMOCTOsATeNbHOW paboTe st cTygeHToB HarpaBienuid 080200.62 «MeHemKMeHT»,
080100.62 «JxoHoMuKa» / AkcéHoBa K. H. - 2014. 40 c. [SnekTpoHHbIN pecypc] - Pexxum AocTyrma:
https://edu.tusur.ru/publications/4874, cBo60gHBIH.

4.4. Ba3bl JaHHbIX, HH(POPMAIMOHHO CTIPABOYHbIE U NMOUCKOBbIE€ CUCTEMBI
1. baza jjaHHBIX /1/151 XpaHeHUs] MeTOJuYeCKHUX MaTeprasoB.
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