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4 CamocTosiTenbpHas padboTa 108 108 4acoB
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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 JokyMeHToobopoT» (B1.B.JIB.6.1) otHOCHTCS K OnOKYy 1
(BapuaTHBHAs YacTh).

[TpeamecTBYOIMKUMU TUCHMIUIMHAMY, (POPMHUPYIOIIUMH HayallbHbIe 3HAHMS, SBISIOTCS CIETYIO-
mme nuctuiuinabl: Mapopmarika, MHpOpMaoHHbIe TEXHOJIOTHH B yripaBieHUH, OCHOBBI MPEANTPUHU -
MarenbcTBa, [IpakTrka Mo NOTy4eHUIO IEPBUYHBIX NPOPECCHOHATBHBIX YMEHUHN U HaBBIKOB, CTaTHCTHKA.

[Mocnenyromumu TUCIATUTHHAMME SIBIISTIOTCS: br3Hec- muiaHupoBanue.

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 cOCTaBIsIeT 6.0 3aU€THBIX €IMHUIIBI U TIPEJICTaBICHA 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
[IpakTueckue 3aHATHS 36 36
CamocrosTenbHas paboTa (BCero) 108 108
[TpopaboTka JIEKITMOHHOTO MaTepraia 48 48
IToaroroBka K MpakTUYECKUM 3aHATUAM, CEMUHApaM 60 60
Bcero (0e3 ax3amena) 180 180
[ToaroroBka u ciaya sK3aMeHa 36 36
OO01mas Tpy1I0eMKOCTh 4 216 216
3auetHbie EquHutb 6.0 6.0

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

= g
: ¢
= g - 0
g 5 2= 2 5
= o 8 S =
= | 8 | E | &2 25
Ha3zBanus pa3zienoB AUCHUILIMHBI 2 & 5 o 2 2 =
= 2 2 50 2
) o 2 9 o =
E = m 8 o 3
= 2 2 S
E | Z
@)
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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[IpeamecTByrOmMME TUCITUATITUHBI

1 Undpopmaruka +

2 UnpopmanoHHbIe TEXHOJIOTHH B
yIpaBIeHUH

3 OCHOBBI IIPEAITPUHUMATENILCTBA +

4 IlpakTuka 1o NOJYyYEHUIO MEPBUYHBIX
npohecCHOHABHBIX YMEHUN U HABBIKOB

5 Cratuctuka + + + +

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

HBI
Bunwl 3ansatuit

x g
Q
= ¥
=) = 3
= = o
= < -
= & s
5 = ) I

5 = = = DOpMBI KOHTPOJIA
= = 5 5
= ot o &
S = 5 R
=~ S =)
E &
= 3}
) S
=8 =
= =}
@)

[1K-8 + + + KonrtponpHnas pabora, Jk3ameH,
Omnpoc Ha 3aHsaTHAX, Tect
6. UnTepakTHBHBIE MeTOAbI U GOPMBI OPraHU3aALUH 00yYeHUs
He npenycmorpeno PYII
7. JJaGopaTtopHbie padoThI
He npenycmorpeno PVYII

8. IIpakTHyeckue 3aHATUSA (CEMUHAPDHI)
HaumeHoBaHMe NpakTHUECKUX 3aHATUH (CEMUHApPOB) MpuBeieHo B Tabnue 8.1.
Tabmuua 8. 1 — HaumeHoBaHue MpaKTUYECKUX 3aHATHI (CEMUHAPOB)

A v o
= 2 E
: | i3
HanmMeHnoBaHMe IPAKTUYECKUX 3aHATUN g > O
Ha3Banus paznenos z 5 & &
(cemuHapoB) 2 g 2
X g =
a B>
= o
6 cemecTp
1 TIpeamer, conepxaHue U 3a1a4n Crannaptu3zanys opopMICHHs OpraHnu3a- 8 IIK-8
Kypca. [lonstue nokymeHra. LIMOHHO-PACIIOPSATUTENBHBIX JOKYMEH-
CBolicTBa T0KyMEHTA. ToBCO31aHNE DIIEKTPOHHBIX JOKYMEHTOB
K ApUKaIns JOKYMEHTOB.
naccuduKaIms J0KyMEeHTO Wroro
2 Crpykrypa nokymenta. TpeboBanus | Opranu3aliOHHbIE JIOKYMEHTBI, UX CO- 4 ITK-8
K 0(pOpMIIEHHUIO JOKYMEHTOB. CTaBJICHHE U 0(hOpMIICHUE
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Hroro 4
3 CucteMbl 10KyMEHTaLUU. CocTaB u co3/1aHuE pacopsIUTENbHBIX IK-8
Odopmienue ynpaBieHUECKUX nokymeHToB.MH(OpManmoHHoO-cripaBoy-
JIOKYMEHTOB. HbIE JOKYMEHTBI, UX COCTAaBJICHUE U
odopmiieHne
Hroro
4 Opranusanus paboTsl ¢ Pabota ¢ kaspoBoil ToKkyMeHTauen IIK-8
kyMeHTaMu. HoMeHkaT
JIOKYMEHTa OMEHKJIaTypa Jell, Wroro
METOJMKA €€ COCTaBJICHUS U
MIPUMEHEHHUS B IPAKTUUECKOI
JEATEIIbHOCTH.
5 ®opMupoBaHUe U TEKYIIEE Opranu3aiys paboThl ¢ TOKYMEHTaMHU. 4 ITK-8
xpanenue nen. [lon-roroBka aen k XpaHeHHEe JOKYMEHTOB
nepesiate 1 NOpAnoK Mepefaun AN B | .o r 4
apXuB JJIs JaJIbHEHIIET0 XpaHEeHUs
6 Opranuzanus paboThI ¢ CucrteMbl aBTOMaTU3AIUU JOKYMEHTOO- 8 I1K-8
JOKYMEHTHUPOBaHHOU nHpopmanueii | 6oporaPaboTa B cucteme 3JeKTPOHHOTO
orpanuueHHoro goctymna CucTeMbl JTOKyMEHTO000poTa
AJIEKTPOHHOTO JOKYMEHT0000pOTa Wroro 8
Hroro 3a cemectp 36

9. CamocrosiTesqibHasi padoTa
Bunel camocTosTenbHOM paboThI, TPYIOEMKOCTh U (POPMHUpPYEMbIE KOMIIETEHIIUH IPEICTaBICHbI B

Tabimie 9.1.
Tabmuia 9.1 - Bugsl caMoCTOSTETbHON pabOThI, TPYIOEMKOCTh ¥ (POPMUpPYEMbIE KOMIIETCHIINU
3 3 g
: | i3
Bunrr camocTosaTensHON & >~ ©
HazBanus pa3nenos Z 7 = @®opMBI KOHTPOJIS
paboTsl 2 s 2
X g =
Y Qo 2
= S
6 cemecTp
1 Ilpenmer, conepxanue u | [lonroroBka k npakruye- 10 |TIK-8 KontponwsHnas pabora,
3aj1aun Kypca. [loHdatue | CKuUM 3aHATUSAM, CEMHHA- Omnpoc Ha 3aHATHX, JK3a-
nokymeHTa. CBolcTBa pam MEH
KyMEHTA.
?(0 yMeHTa [TpopaboTka JIEKIIMOHHOTO 8
naccuuKanus MaTepuaa
JIOKYMEHTOB.
Hroro 18
2 Crpykrypa nokymenta. |l[loaroroBka k mpaxkTuye- 10 |TIK-8 KontponwsHas padora,
TpeGoBanus CKHUM 3aHATUSM, CEMHUHA- Ompoc Ha 3aHATHAX, JK3a-
oopmieHnIO pam MEH
KYMEHTOB.
JIOKYMEHTO IIpopaboTKa JIEeKIIUOHHOTO 8
Matepuana
Hroro 18
3 Cucrembl [ToaroroBka k mpakTuue- 10 |IIK-8 Onpoc Ha 3aHaTusx, Tecrt,
JOKYMEHTAIIUH. CKHM 3aHATHUSIM, CEMUHA- OK3amMeH
Odopmiienne pam
YHPABJICHACCKIX IIpopaboTka JIEKIIUOHHOTO 8
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JIOKYMEHTOB. Marepuaia
Hroro 18
4 Opranusanus padotsl ¢ | [loaroroBka k npakTuye- 10 |IIK-8 KonTposnbHas pabora,
JIOKyMEHTaMH. CKUM 3aHSATHUSAM, CEMUHA- Omnpoc Ha 3aHsTHsIX, Tecr,
Howmenkunarypa nexn, pam OK3amMeH
METO/INK TaBJICHUS
CTO/IHKA ©C COCTARTIC [IpopaboTka JIeKIIHOHHOTO 8
u
MPUMEHEHNUA B Marepuaa
MPaKTHYECKOM
JeSATEIbHOCTH. Hroro 18
5 ®opmupoBaHue U [ToaroroBka Kk npaxkTuye- 10 |IIK-8 KonrtponpHnas pabora,
TEKyILlee XpAaHEHHUE JIENl. | CKUM 3aHATUSAM, CEMHUHA- Omnpoc Ha 3anaTHIX, Tecr,
IToxn-roroBka men pam DK3aMeH
i aue U MOpsIOK
cpellatic 1 opA/o [TpopaboTka JIEKIIMOHHOTO 8
0 qn B apXUB IS
Cpeita’iit I B apXHB UM |\ 1o renpama
JAJIbHENIIETO XPaHEHUs
Hroro 18
6 Opranuzanus pabotsl ¢ |[lonroroBka k npakTuye- 10 |IIK-8 KonTposnbHas pabora,
JIOKYMEHTHPOBAHHOM CKHMM 3aHSTHSIM, CEMHUHA- Onpoc Ha 3aHaTusx, Tecrt,
nHpopmManuei pam OK3amMeH
OTrpaHUYEHHOT T
C PaHHICHHOTO 10CTYIIa [TpopaboTka JIEKIIMOHHOTO 8
HCTEMBI SIICKTPOHHOTO |\ royeryrs
JIOKyMeHToo0opoTa
Hroro 18
Hroro 3a cemectp 108
IToaroroBka u cnava sK3a- 36 OK3amMeH
MeHa
Hroro 144
10. KypcoBasi paGoTa (IpoexT)
He npenycmotpeno PVII

11. PeiiTuHroBasi cucreMa JJisi OLlEHKH YCIIeBA€eMOCTH CTYJA€HTOB

11.1. banibHbIe OLEHKH JJIs1 3JIEMEHTOB KOHTPOJIA
Tabmuua 11.1 — banibHble OLIEHKH JUIsI 3JIEMEHTOB KOHTPOJISI

. . MaxkcumanbHbII
. MaxkcuMabHbIH MaxkcuManbHbIH
DneMeHTHl yueOHOH 6asu1 3a mepuoa Bcero 3a
6amn Ha 1-yto KT ¢ | ©Gamnn 3a mepuon
NEITENbHOCTH mexnay 2KT u Ha CeMecCTp
Hayana cemectpa | mexay 1KT u 2KT
KOHEI[ ceMecTpa
6 cemecTp
KonTponbHas paboTa 5 10 15
Onpoc Ha 3aHATUSIX 10 10 20 40
Tect 5 5 5 15
Hroro makcumyM 3a nepu- 15 20 35 70
Oon
DK3aMeH 30
Hapacraromum utorom 15 35 70 100

11.2. IlepecyeT 62J1710B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKHU
[TepecueT OamIoB B OLIEHKH 32 KOHTPOJIbHBIC TOUKH MIPEJICTaBICH B Tabmuie 11.2.
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Tabmuma 11. 2 — Ilepecuet 6aJIOB B OLIEHKH 32 KOHTPOJIbHbIE TOYKH

bainel Ha 1aTy KOHTPOJIBHOW TOYKHU Onenka

> 90% ot MakcuManbHOU cyMMBbl OamioB Ha gaty KT 5

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

4
Ot 60% 10 69% OoT MakcuMaIbHOM cyMMbl OaisioB Ha naty KT 3
2

< 60% oT MakcuMaIbHOU CyMMBbI OaioB Ha naty KT

11.3. Ilepecyet cyMMbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLEHKY
[Tepecuer cymMMBI 0aJIOB B TPaIUIMOHHYIO M MEXIYHAPOAHYIO OLIEHKY NPEACTaBIeH B TalOmuIe
11.3.

Tabmuma 11. 3 — [lepecueT cyMMbl 0JIJIOB B TPAAMIIMOHHYIO M MEKTYHAPOIAHYIO OLICHKY

HtoroBas cymma 0aos,

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

9K3aMEH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (0TIIMYHO)
85 -89 B (ouens xoporiiio)

4 (xopoI10) (3a4TeHO) 75 - 84 C (xoporo)
70 - 74
65 - 69 D (ynoBnetrBoputTeiabHO)

3 (yZIOBJIIETBOPUTENHHO) (3aYTEHO) 60 - 64 E (HocpeicTaentio)
2 (HEYROBIIETBOPHTENLHO) (e Huxe 60 6ammon F (HeynoBneTBOpUTENHHO)

3a4TEHO)

12. YyeOHO-MeTOAMYeCKOEe 1 MH(OPMALIMOHHOE 0OOecneyeHne TUCUMIIMHBI

12.1. OcHoBHas1 JIMTEpaTypa

1. JlokyMeHTalMoOHHOE OOecTeueHrne yIpaBIeHUs U JAeT0npon3BoacTBO [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 6ubmuoreke TYCVYP - 26 3k3.)

2. KoH¢puneHunanbHOe ENONPOU3BOACTBO M 3AIIMIIEHHBIA AJIEKTPOHHBIM JOKYMEHTOOOOpPOT
[Tekcr] : yueonuk / H. H. KynsieB [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepab. u gom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas 6ubnuoreka). - bubmorp.: c. 490-496. - ISBN 978-5-
98704-711-8 (masmmuune B 6udmotexe TYCVYP - 15 3k3.)

12.2. lonoiHuTEIbHAS JIUTEpPaTypa

1. JloKkyMEHTHpOBaHHE YNpaBICHUYECKOH AedaTenbHOCTH : yueOHoe nocobue / XK. H. Akcenona ;
®enepalibHOE areHTCTBO MO0 00pa3oBaHMIO, TOMCKMI TOCYIapCTBEHHBIN YHMBEPCUTET CUCTEM YIIpaBiie-
HUS ¥ paanosnekTporuku, Kadenpa sxonomuxku. - Tomck : TMIJIO, 2006. - 119 c. : wi., Tabn. - bubau-
orp.: c. 119. (manuuue B 6ubmotexe TYCVYP - 16 3x3.)

2.  JIOKyMEHTHpOBaHHE YIpPaBJICHUYECKOH JesTeabHOCTH: YdyeOHoe nocodue / Axcénona XK. H. -
2009. 194 c. [DnexTpoHHbIA pecypc] - Pexum moctyma: https://edu.tusur.ru/publications/4875, nara 00-
pamenus: 17.05.2017.

12.3 YueOHO-MeTOAUYECKHE MOCOOUS

12.3.1. O0s3aTenbHbIC y4eOHO-METOAMYEeCKHE TOCOOHS

1. OOmwmii 1 SIEKTPOHHBIA TOKYMEHTO000pOT: MeTonuyeckoe mocodue 1o J1abopaTopHBIM 3aHs -
TUSIM U CaMOCTOsATeNbHOU pabote s cTyneHToB HampasieHuil 080200.62 «Menemxment», 080100.62
«Oxonomuka» / AxcénoBa XK. H. - 2014. 40 c. [Dnexrponssiii pecypc] - Pexum pocryna:
https://edu.tusur.ru/publications/4874, nata obpamenus: 17.05.2017.

2. JIOKyMEHTHpPOBAaHHE YIPABICHUYECKOW NESITEIHHOCTH: MeToANYecKre yKa3aHUs K MpaKTude-
CKHM 3aHATHIM U IO camocTosiTeabHoi padote / Akcénona XK. H. - 2011. 57 c. [DnexTpoHHbIN pecypc] -
Pexxum noctyma: https://edu.tusur.ru/publications/2389, nara o6pamenus: 17.05.2017.
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12.3.2 YuyeOHO-MeTOOMYeCKHe TOCOOMS 1JIsI JIML ¢ OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBBS

VY4aebHo-MeToquYecKre MaTepraibl sl CAMOCTOSTEIBHON U ayTUTOPHOI paboThl 00yJaroIuXCs
U3 YMClIa MHBAIMJOB MPEAOCTABIAIOTCSA B (hopMax, aAalnTHPOBAHHBIX K OTPAHUYEHUSM UX 37I0POBbS H
BOCIIpUATHS HH(pOpMALIUHL.

JI1s1 i1 ¢ HApyIIeHUSIMM 3PeHust:

- B (hOpME ITEKTPOHHOTO JIOKYMEHTA;

- B IIEYaTHOM (hOpMe YBEINYEHHBIM MIPH(TOM.

JL1s1 JIMI ¢ HApYIIEHUSIMM CJIyXa:

- B (hOpME ITEKTPOHHOTO JIOKYMEHTA;

- B reyaTHou (opme.

JI1s1 IMI ¢ HApYIIEHUSIMHM ONIOPHO-ABUTaTeJILHOI0 annapara:

— B (hOpMe IITEKTPOHHOTO JIOKYMEHTA;

- B Ie4aTHOU opme.

12.4. ba3bl 1aHHbIX, HHGOPMALMOHHO-CIIPABOYHbIE, IOUCKOBbIE CUCTEMbI H TpedyeMoe
NporpaMMHoe odecrneyeHue

CnipaBouHO-UHPOpPMAITHOHHBIE cHCTeMBI «KOHCYbTaHT +», «I"apaHT.

http://www.gdm.ru — Opunuansaplii cadT ' Wibaun yrpaBisSiomuX JOKYMEHTAUEH

http://www.gramma.ru - KyneTypa nuceMenHo# peun (pazuen « CTHIb TOKYMEHTA)

http://dogovor.helpery.ru — Dnexrponnsiii coopHuK «OOpa3Ibl JICTIOBBIX JTOKYMEH-

AW~

TOBY»

5. http://www.eos.ru — OduuUaNbHBIA CalT KOMHOAHUU «DJIEKTPOHHBIE O(UCHBIE CUCTEMBD»
(paznmen «O TOKyMEHTOOOOpOTEY)

6. http://www2.termika.ru/dou/enc - DHIIUKIIONIETUS NETOIPOU3BOICTBA

7.  http://www?2.termika.ru/dou/progr/issao.html - MapopmManinonHo-cripaBoYHasi CUCTEMA apXHB-
Hoit orpac-imu (MCCAO)

13. MaTepuajibHO-TEXHHYECKOe O0ecredeHue U CHUIINHbI
13.1. O0mue Tpe6OBaHUSI K MATEPHAJIBLHO-TEXHUYECKOMY 00eCleYeHH 0 TN CIIUTIINHbI

13.1.1. MaTrepuaibHO-TEXHMYECKOE o0ecrevyeHue /151 JIEKIMOHHbIX 3aHATHH
st mpoBenieHns 3aHATUI JIEKIIMOHHOTO THIIA, TPYIITOBBIX U WHANBUYAJbHBIX KOHCYJbTAIUH, TE-
KYIIIETO KOHTPOJISL U MPOMEKYTOUHOM aTTECTAI[UU UCTIOBh3yeTCsl yueOHasi ayIuTOpus, C KOJTHMYECTBOM TO-
CaJIOuYHBIX MeCT He MeHee 22-24, 000pyAoBaHHAs TOCKOM U CTaHAApTHOW ydeOHO# mebenbro. Mmerores
HATJISIHbIE TOCOOUS B BUJIE MPE3CHTAIMI TI0 JICKIIMOHHBIM pa3/iesiaM JUCIUILTHHBL.

13.1.2. MaTepuaJbHO-TEXHHYECKOE 0O0ecnedeHne I NPAKTHYCCKUX 3aHATHI
Jis mpoBeneHUs MPaKTUYECKUX (CEMUHAPCKUX) 3aHATUM HCHOJIb3yeTcs ydeOHas ayauTopus
(KOMIBIOTEPHBIN KIlacc), pacmonokeHnHas no aapecy 634034, Tomckast ob6nacts, T. Tomck, yn.Kpachoap-
Merickas, a. 146, 5 stax, ayn.503,505. CoctaB o0opynoBanusi: YueOHasi MeOenb; KoMIbroTephl Kilacca He
Huxe [I9BM INTEL Celeron D336 2.8 Tu. - 27 mit.; Komnberoteps! noakitoueHsl k cetu UHTEPHET u
00eCTIeYrBarOT JOCTYI B IEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTeIbHYIO Cpey YHUBEPCUTETA.

13.1.3. MarepuajibHO-TeXHUYECKOe o0ecrnedyeHne 1JIsi CAMOCTOSITeIbHOH PadoThI
s camocTosATeNnbHON paboThl yueOHasi aymuTopus (KOMITbIOTEPHBIM KJ1acc), pacroIOKEHHas 1O
anpecy 634034, Tomckas obnacts, . Tomck, yn.Kpacnoapmeiickas, a. 146, 5 stax, ayn.503,505. Cocras
obopynoBanusi: Yuebnas mebenb; Komnbroreps! kinacca ve Hike [IDBM INTEL Celeron D336 2.81T1. -
27 wmr.; Kommbrotepsl noakmoueHbl k ceth MHTEPHET u oGecrieunBaroT 10CTYyMm B SJEKTPOHHYIO WH-
(opMannoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

13.2. MartepuajbHO-TeXHHYeCKOe o0ecriedyeHre JUCIUIITHHBI /ISl JIMI C OTPAHHYeHHBIMU
BO3MOKHOCTSIMH 3/10POBbS
OcBoenue auctuminHbl unamu ¢ OB3 ocymecTBiseTcs: ¢ UCIOIb30BaHUEM CPEACTB 00ydeHHUs
00I1ero ¥ CHenHuaIbHOI0 Ha3HAUCHMSL.
[Tpu 0OyueHHH CTYJCHTOB ¢ HAPYIIEHUSIMH CJIyXa MPEeIyCMOTPEHO UCIOIb30BAHUE 3BYKOYCHIIHU-
BalOIIEH anmapaTypbl, MYIbTUMEAUUHBIX CPEICTB M JPYTUX TEXHUUYECKUX CPEACTB IpUeMa/Tiepeauut
yueOHOI HHpOpPMAIUK B JOCTYMHBIX (hopMax JUIs CTYJEHTOB C HAPYIICHUSMH CIIyXa, MOOMIIBHOW CHCTE-
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MBI OOYYEHHSI JJIs1 CTYJCHTOB C MHBAJIUIHOCTHIO, MOPTATHBHOW MHIYKIIMOHHON CUCTEMbI. YueOHas ayiu-
TOpHsI, B KOTOPOH 00y4arOTCsl CTYACHTHI C HapyIIEHUEM CiyXa, 000pylIoBaHA KOMITBIOTEPHOU TEXHUKOM,
ayMOTEXHUKOW, BUACOTEXHUKOU, FJIEKTPOHHON JTOCKOM, MYJIbTUMEIUIMHON CUCTEMOM.

[Ipu 0OydeHUH CTYICHTOB ¢ HAPYLIEHUSIMH 3PEHUSIMU TIPEIYCMOTPEHO MCIIOIL30BAaHUE B JICKITU-
OHHBIX M yYEOHBIX ayIUTOPHSIX BO3MOXHOCTH MPOCMOTPA YIAJICHHBIX O0BEKTOB (HAmpuUMep, TEKCTa Ha
JIOCKE WJIM CJIaii/la Ha DKpaHe) MPH MOMOIIN BUICOYBEIUYUTENCH JIJIs1 yIAJICHHOTO TTPOCMOTPa.

[Tpu 00y4eHUU CTYICHTOB ¢ HAPYIIEHUSAMH ONOPHO-ABUraTeIbHOI0 ANNAPATA UCIIOIB3YIOTCS
aJbTepHATUBHBIE YCTPOMCTBA BBOJA MH(OpPMAIMK U JIPyrue TEXHUYECKHUE CPEICTBA IMpHUEMa/Tiepeaadn
yaeOHOM WH(pOpMAIUU B JOCTYIMHBIX (opMax AJisi CTYICHTOB C HAPYHICHUSIMH OMOPHO-IBUTATEIHHOTO
arnmapara, MOOMJIBHOM CHCTeMBbI OOYUEHUS JIJIS JIFO/ICH ¢ MHBAJTUIHOCTBIO.

14. ®oH OLIEHOYHBIX CPEICTB

14.1. OcHoBHBbIE TPeOOBaHMSA K (POHIY OLIEHOYHBIX CPEICTB U METOANYECKHE PeKOMEH/1allun
@DOH[| OLICHOYHBIX CPEJCTB U TUIIOBbIE KOHTPOJbHBIC 3aJJaHUsI, UCTIOIb3yeMble I OLIEHKH chop-
MHPOBAaHHOCTH U OCBOCHHS 3aKPEIUICHHBIX 32 JUCUUILIMHON KOMIETEHIIMN MPU MPOBEACHUU TEKYIIEH,
MIPOMEKYTOYHOHN aTTeCTallMy MO JUCHUILIMHE MPUBEACH B MIPUIOKEHUH K paboueil mporpamme.

14.2 TpedoBanusi K (pOHIY OLEHOYHBIX CPEACTB JJIsl JIUI[ ¢ OTPAHUYEHHBIMHM BO3MOKHOCTAMU
310POBbA
JI71s1 CTYIEHTOB C MHBATUIHOCTBIO MPEAYCMOTPEHBI TOTIOJHUTEIBHBIE OIIEHOYHBIE CPENICTBA, Tepe-
YeHb KOTOPbIX yKa3aH B TaOJMIIE.

Tabauua 14 — JlonoJHUTEIbHbIE CPEACTBA OLIEHUBAHUS /IJIsl CTYA€HTOB ¢ HHBAJWJIHOCTHIO

@DopMbI KOHTPOJISL U OLICHKU
pe3yJIbTaTOB O0y4YEeHUS

Buasl 7onoaHUTENBHBIX OIEHOYHBIX

Kareropuu cTyneHTOB
p e CpE/CTB

TecTbl, NCEMEHHBIE CAMOCTOSTEIILHBIC
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PaOOTHI

[Ipenmy1iecTBEHHO MUCHMEHHAS
IIPOBEpKa

C HapymeHusiMu
ciyxa

C HapymieHusiMu
3peHus

Co0GecenoBanue 10 BOIIPOCAM K 3a4eTy,
OIIPOC 0 TEPMHHAM

[IpeumymiecTBEHHO yCTHAs IIPOBEPKA
(MHIMBUAYAIBHO)

C HapymeHusiMu
OIOPHO-
JIBUTATEIILHOTO
ammapara

Pemenne qucTaHIIMOHHBIX TECTOB,
KOHTPOIbHBIC PAOOTHI, MMCEMEHHBIC
CaMOCTOSITeNIbHbIE pabOThI, BOIPOCHI K
3aueTy

[IpeuMy11eCTBEHHO AUCTAaHIIMOHHBIMU
METOIAMHU

C orpaHuueHusIMHU 10
00IIEMETUITTHCKAM
[IOKa3aHUSIM

TecTbl, MUCbMEHHBIE CAMOCTOSITEIIbHBIC
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI

[IpenmyniecTBEHHO IPOBEPKA
METOAAMM, UCXOJISI U3 COCTOSIHUS
00y4arouierocss Ha MOMEHT IPOBEPKHU

14.3 MeTtoauuyeckue peKOMEHAAUMHU M0 OLEHOYHBIM CPeICTBAM JIJIfl JIMI ¢ OTPAaHUYEeHHBIMH
BO3MOKHOCTSIMU 3/10POBbSA

Hns crynenToB ¢ OB3 npenycmaTpuBaeTcst 1ocTymHas (popma MpeaoCcTaBICHHs 3aIaHA OIICHOY -
HBIX CPE/ICTB, a UMEHHO:

- B reyaTHou (opme;

- B IIeYaTHO (hopMe ¢ YBETHUYEHHBIM IPUPTOM;

- B (hopMe AIIEKTPOHHOTO JIOKYMEHTA;

- METOJIOM YTEHHSI aCCUCTEHTOM 3aJIaHus BCIIYX;

- MPeIOCTaBJICHUE 3aJJaHus C UCIIOF30BAaHUEM CYPIOTIEPEBOIA.

CryneHTaM ¢ MHBIMJIHOCTHIO YBEIIMYMBAETCS BPEMsI HA IMOATOTOBKY OTBETOB HA KOHTPOJIbHBIC
BOMPOCHL. J[J1s1 TaKUX CTYAEHTOB MpelycMaTpUBaeTcs AOCTyMHas ¢opMma MpeaoCcTaBIeHUs OTBETOB Ha 3a-

JaHHsA, a HUMCHHO!

- IIMCBbMCHHO Ha 6yMare;
- Ha6op OTBCTOB Ha KOMIIBIOTCPE;
- Ha60p OTBCTOB C UCIIOJIb30BAHUEM YCIIYI' aCCUCTCHTA,
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— MIPE/ICTaBJICHUE OTBETOB YCTHO.

[Iponienypa OneHMBAaHUS PE3yJAbTATOB OOYUEHHS] MHBAIHJIOB IO JUCIHUILIMHE MPEIyCMaTpHBaeT
npepocTaBieHne nHpopManuu B popMax, aaanTHPOBAHHBIX K OTPAHUYEHHSIM UX 37I0POBbS U BOCIIPUSTHS
UH(pOPMALIUH:

JIJ1s1 JIMI ¢ HAPYIIEeHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B IIEYaTHOM (hOpMe YBEINYEHHBIM MIPH(TOM.

JIJ1s1 JIMI ¢ HAPYIIEHUSIMH CJIyXa:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B reyaTHou (opme.

JI71s1 JIM1 ¢ HAPYLIEHHSIMH OTIOPHO-IBHIaTeJILHOTO anmapara:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHoOU opme.

[Tpu HeoOxoauMOCTH 17151 00YHAIOIIUXCS ¢ MHBAIUIHOCTBIO MPOLEIypa OLICHUBAHUS PE3yIbTaTOB
00y4eHHUsT MOXKET MIPOBOIUTHCS B HECKOIBKO ITAIOB.
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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

®OHJT OLIEHOYHKIX CPEJCTB I10 YYEBHOUN JUCHUIIIMHE
OO0wmmii ¥ 3IeKTPOHHBIH JOKYMEHTO000pPOT
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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

CornacoeaHa Ha noptane Ne 15391

16



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

* IIpakTnueckue 3ans-
TS,

e Jleknum;

* CamocTosTenbHas pa-
ooTa;

* IIpakTnueckue 3aHs-
THUS;

o Jlexnmuy;

* CamocTosiTenbHas pa-
ooTa;

* CamocTrodTenbHas pa-
0oTa;

Hcnosnb3yembie
CpeICTBa OLCHUBA-
HUS

* KoutponsHas pabora;
* Omnpoc Ha 3aHATHUSAX;
e Tecr;

e DK3aMeH;

» KonrponbHas pabora;
* Omnpoc Ha 3aHATHUSIX;
* TecT;

* DK3aMeH;

e DK3aMCH;

q)OpMYJ'II/IpOBKa IoKa3arene u KPpUTCPUCB OLICHUBAHUA JaHHOM KOMIIETCHIINH IpUBCJACHA B Ta-

ommre 4.
Tabmuua 4 — Iloka3arenu U KpUTEpHUH OIICHUBAHMS KOMIIETEHIIMU Ha dTanax

Cocrasn 3HaTH YmeTrs Bnaners
OTIU4HO * TpaMOTHO pa3pabarel- | * CBOOOJIHO BIaJIEET Ha-

(BBICOKUI YPOBEHbD)

* TpaBUJIa U HOPMBI pa-
GOTBI C JOKYMEHTAMH,
COCTaB U XapaKTEPUCTH-
Ky MEPCIICKTUBHBIX UH-
(hOpMaIMOHHBIX TEXHO-
JIOTUH B C-)KOHOMI/IKI/IT ro-
Cy/IapCTBEHHYIO TIOJIUTH-
Ky B chepe JOKYMEHTOO-
00poTa, FIMEKTPOHHBIX
JIOKYMEHTOB U DJICK-
TPOHHOTO IOKYMEHTOO-
O00opoTa; COBPEMEHHYIO
HOPMAaTHBHO-METO JHYE-
cKkas 6a3a opraHu3anuu
paboThI C IOKyMEHTAMHU B
OpraHu3aIfy; COBpE-
MEHHBIE TPeOOBaHUS K
OpraHu3aIy, 00Ire
NPUHIHAIIEI TIOCTPOCHUS U
CTPYKTYPY CHUCTEMBI
BJIEKTPOHHOTO IOKYMEH-
TO0OOpOTa; OpraHu3a-
MO JISSITEITLHOCTH ap-
XHUBHBIX CITYXO0;

BaTh YIPaBICHYECKHUE JIO-
KYMEHTBI, HCTIOJIb3yeMbIe
B JICSITENILHOCTH TIPEJI-
MIPUATHH, ICHO POPMYITH-
poBaTh COOCTBEHHYIO T10-
3UIMIO 10 BaKHEHUIITNM
JTUCKYCCHUOHHBIM BOTIPO-
caM TeOpHH yIpaBJICHU-
S.UCTIONIb30BaTh HH(pOP-
MAaIMOHHbIE CUCTEMBI U
UH(POPMALMOHHOE CO-
MIPOBOXKACHHUE B TIpodec-
CHOHAJIBHOM JI€SITENBHO-
CTH;

BBIKAMHU pabOTHI Ha ep-
COHAJIbHOM KOMITBIOTEPE
JUIS IOATOTOBKH DJICK-
TPOHHBIX JOKYMEHTOB,
METOJIaMHU U CPEICTBAMU
MOJTYYEHHUSI, XPAHCHUS,
00paboTku HHpOpMAITHIH,
CIoco0OeH OlLleHUBATh B3a-
MMOJIENCTBUE OpraHu3a-
WA U OpraHoOB rocyaap-
CTBEHHOT'O U MYHHIIU-
MaJIbHOTO YIIPABJICHUS B
o0racTu JOKyMEeHTO000-
poTa. MeToaamMu MpHUHS-
TUS OpPraHU3aIMOHHO-
YIPaBJICHUYECKHUX pelie-
HU B IpOoeCcCHOHAIIb-
HOM JeATEIbHOCTHU Opra-
HHU3aIui, HaBBIKAMHU J10-
KyMEHTaJIbHOTO 0(hopMm-
JICHUS PEILICHUN B YIIpaB-
JIEHUM OTEePAIMOHHOMN
(Ipon3BOACTBEHHOM) Ae-
ATEIBHOCTU OPTaHU3ANI
MpU BHEAPEHUH TEXHOJIO-
TUYECKHUX, TPOTYKTOBBIX
VHHOBALM UK OPTaHU-
3aIIMOHHBIX N3MEHCHUII;

Xoporto (6a30BbIH
YPOBEHbB)

¢ HMCCT IPEACTABIICHUC
O OCHOBHBIC ITOHATHA

* yMEET KOPPEKTHO BBI-
paxaTb U apryMEHTHPO-

* KOMIIETEHTEH B pa3-
JUYHBIX CUTYAIUsX;
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COBPEMEHHBIX YKOHOMH-
YeCKHX MH(pOpMAIOH-
HBIX CUCTEM, TCHICHIIUSX
WX Pa3BUTHSA, a TAKKE UX
KOHKPETHBIX pean3alu-
SIX METOJIBI M CPEJICTBA
00paboTKH IKOHOMHUYE-
CKHX JIAHHBIX;

BaHHO 0OOCHOBBIBATh IO-
JIO’KEHUS IIPEAMETHON
00J1acTH 3HaHUS;

VYI0BIETBOPUTEIBH
0 (IOpOroBbIN
YPOBEHb)

* OCHOBBI JICJIONIPOU3-
BOJICTBA U 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa B Op-
raHu3alusIX,;

* yMEET MPEeCTaBIIATh
pe3yabTaThl CBOCH pado-
TBI;

* BJIQJICET OBEPXHOCT-
HBIMH HABBIKAMU Pa0OTHI
C KOMITbIOTEPHBIMH CETSI-
MM, TIOMCKOBBIMH CUCTE-
MaMH, CrIocoOeH Kop-
PEKTHO IIPOBECTH aHAIIU3
MIPEIOCTABICHHON JIOKY-
MEHTAalIUH;

3 TunoBble KOHTPOJILHBIE 3a1aHUS

Jis peanuzanuy BbILIENEPEYUCICHHBIX 3a/1a4 00y4eHHS! UCIOJIb3YIOTCSI TUIIOBbIE KOHTPOJIbHBIE
3aJJaHUs WIM UHbIE MaTepHajIbl, HEOOXOIUMBbIE /JIsl OLEHKU 3HAHWM, yMEHU, HAaBBIKOB M (WJIM) OIBITA Je-
ATEIbHOCTH, XapaKTEPU3YIOIIUX ATanbl (OPMHUPOBaHMS KOMIETEHIMH B Mpoliecce OCBOEHHUs 00pa3oBa-
TEJIbHOM IPOrPaMMBl, B CIEAYIOLIEM COCTABE.

3.1 TecToBBIC 3aaHUA

1. Jlata toKyMeHTa — 3TO:

A) nata ero nmoAmnucaHus, IPAUHATHS
B) nata ero cocraBnenus

C) mara ero moanmUCcaHus, MPUHATHUS, YTBEPKICHUS, COCTABICHHS, JaTa COOBITHS

— D) nara coObITHs

— 2. JlokyMeHT, (pUKCHPYIOIMUNA X0l 00CYKICHUS BOMPOCOB U MPHUHITHUS PEIICHUN Ha cOOpaHu-
SIX, 3aCE/IAHUSAX, COBEIIAHMSX U T.IL.:

— A) oObsSCHUTENbHAS 3aMHCKa

— B) noknagnas 3anmcka

— C)akr

— D) npotokon
— 3. Ecnu pacniopsautenpbHasi 4acTh TEKCTa HAYMHACTCS CIIOBAMH “‘00sI3BIBAI0’’, TO ATO

— A) npukas

— B) 3asBnenue
— () pacriopspkeHue
— D) ykazanue

3.2 Tembl OIPOCOB HA 3aHATHSAX
— Coznanue IeKTPOHHBIX JOKYMEHTOB
— HMHpopmanroHHO-CIIpaBOYHBIE TOKYMEHTHI, UX COCTaBJICHNUE U 0(hOpMIICHHE
— Opranuzanus paboThl C JOKYMEHTaMH. XpaHeHHE JJOKYMEHTOB
— Pabora B cucteMe 31eKTPOHHOTO JOKYMEHTO000pOTa

3.3 Tembl KOHTPOJIBLHBIX padoT

paboThI C TOKyMEHTAMH.
— Opranuzanus padoTel ¢ fokyMeHTamu. Opranuzanus ciyx0sl JJOY u ee pyHkmmm.
— DJEeKTPOHHBIN JOKYMEHTOOOOPOT.
— JIoKyMeHTOOOOPOT BXOIAIIMX, HCXOMAIIMX M BHYTPEHHHX JOKYMEHTOB (IepBHYHas oOpa-
00TKa, perucTparys, UCIIOJIHEHUE U KOHTPOJIb). CPOKH NCIIOJTHEHUS IOKYMEHTOB.
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3.4 Jxk3aMeHallIOHHbIE BONPOCHI

— 1. OcHOBHBIC IOHATHSI K OTIPEICTIECHUS IETONPON3BOACTBA. JJOKYMEHT M IOKYMEHTOOOOPOT.

— 2. Ponbs 1oxkyMeHTOB B 001mecTBe. DyHKIIMN TOKYMEHTOB.

— 3. TpeOoBaHus K JOKYMEHTUPOBAaHHOHN MH(MOpMaMy. YHU(DUKAIUSA JOKYMEHTOB U TEXHOJIOTUI
paboTHI C TOKYMEHTaMHU.

— 4. IOpuaunueckas cuna AoKyMeHTOB. OOecriedeHne IOpUANYECKON CHIIbI JOKYMEHTOB Ha Oy-
MaXHOM M MAIIUHHOM HOCHTENISX.

— 5. Knaccudukanuu 10KyMEHTOB, HCIIOJIb3yeMbl€ B IPAKTHKE JEIONPOU3BOICTBA.

— 6. HopmatuBHO-MeToMueckas 6a3a JenonponsBoacTBa. HopMaTuBHBEIE TpaBOBbIE aKThl, TOCY-
JAPCTBEHHBIE CTaHAAPTHI, KJIACCU(PUKATOPHI U IPYTe HOPMAaTUBHbBIE JOKYMEHTHI.

— 7. YaudunupoBannsie cuctembl gokymeHtanuu (YCJ). Omnpenenenune u nasHauenue Y CJI.
ITpumeprr YCII.

— 8. Cucrema opranmzanimoHHO-pactopsauteasHoi jokymentanuu (OP/I).

— 9. CocraBnenue u 0popMIICHHE OPraHU3aLMOHHO-PACTIOPSAIUTENbHBIX TOKYMEHTOB. Buabl 1o-
KyMEHTOB. Jlornueckas CTpyKTypa TEKCTa JOKYMEHTOB.

— 10. CocraBnenue u opopmieHrne HHPOPMAIIMOHHO-CITPABOYHBIX TOKYMEHTOB. Bubl TOKyMeH-
TOB. Jlornueckas CTpykTypa TEKCTa JJOKyMEHTOB

— 11. ®opMupoBaHuE U TEKYIIEE XPAaHEHUE JIEIT

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

— 13. 1okyMeHTOO0OpOT BXOSIINX, UCXOIAIINX U BHYTPEHHUX JOKYMEHTOB (TIepBHYHAs 0Opa-
00TKa, perucTparusi, UCIIOJIHEHUE U KOHTPOJIb). CPOKH NCIIOJHEHUS IOKYMEHTOB.

— 14. Perucrpanuonssie GpopMbl 1 0COOEHHOCTH UX UCIIOIb30BaHMSL.

— 15. OcoGeHHOCTH BEACHUS ACTOMPON3BOCTBA IO OOPALICHUSM TPaKIaH.

— 16. Homenknarypa nen opranuzanun. Ha3sHadenue, nmopsiok pa3paboTku u BeneHus. Jlorude-
CKasi CTPYKTYpa JJOKYMEHTa.

— 17. Opranuzanus paboTsl ¢ JOKyMEHTUPOBAHHON HH(OpMaIiel OrpaHU4YeHHOTO TOCTYIIA.

— 18. OcHOBHBIE peraaMeHTHPOBAaHHBIE MPOIEAYPH PAOOTHI ¢ JOKYMEHTAMH B BEIOMCTBEHHOM
apxuBe (popmupoBaHue, opOpMICHNE U XpaHEHUE JIel, SKCIIEPTU3a [IEHHOCTH JI0KYMEHTOB, Iepeaya B
apxuB).

— 19. Bunel cucrem aBTOMaTH3aluu paboThl ¢ TOKYMEHTaMHU U UX (PYHKIIMOHAJIbHBIE BO3MOXKHO-
CTH.

— 20. DIeKTpOHHBIN JOKYMEHTOOOOPOT.

— 21. DnexTpoHHO-1IU(POBAast MOIIHCh.

4 Meroan4yeckue MaTepHaJibl
st obecrniedeHus mpoiiecca OOy4eHHUST U PEIICHUs 3a/1a4 0OydeHHUs WCIOJIb3YIOTCS CIEAYIOIINE
MaTepuabl:
— METOIUYECKHEe MaTepHaIIbl, OTPEIENISIONINE MPOIeTyphl OIICHUBAHNS 3HAHHUHA, YMEHHA, HaBbI-
KOB U (WJIM) ONBITA JESTENbHOCTH, XapaKTEPU3YIOIIUX 3TaIlbl (OP-MUPOBAHMS KOMIIETSHIIUNA, COTJIACHO II.
12 paboueii mporpamMmel.

4.1. OcHOoBHas JUTEpaTypa

1. JlokyMeHTallmOHHOE OoOecreueHue YIpaBiIeHUus U AeNONpOu3BOACTBO [TekcT] : yueOHUK amns
6akanaBpoB / 1. H. Ky3nenos. - M. : IOpaiir, 2012. - 576 c. - (bakanaBp). - bubnmorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuuue B 6ubmuorexke TYCVYP - 26 3k3.)

2. KoubuaeHmamIbsHOE IEIOMPOU3BOJACTBO U 3AlIMINECHHBIA JICKTPOHHBIN JTIOKYMEHTOOOOPOT
[Texcr] : yueOnuk / H. H. Kynses [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepa0. u nom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas oubnuoreka). - bubnuorp.: c. 490-496. - ISBN 978-5-
98704-711-8 (nannuue B 6ubmotexke TYCYP - 15 5k3.)

4.2. lonoiHUTEILHAS JIMTEPATypa
1. JloKyMEHTHpOBaHHE YIPABICHUYECKOH AedaTenbHOCTH : yueOHoe nmocobue / XK. H. Akcenosna ;
denepanbpHOE areHTCTBO MO 00pa30BaHMIO, TOMCKHI rOCylIapCTBEHHBIN YHHBEPCUTET CHUCTEM YIIpaBiie-
HUS ¥ paanosnekTporuky, Kadenpa sxonomuxku. - Tomck : TMIJLO, 2006. - 119 c. : wi., Tabmn. - bubmm-
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orp.: ¢. 119. (mHanuuue B 6nbmrotexe TYCVYP - 16 3k3.)

2. JIoOKyMEHTHpOBaHHWE YMPaBICHYECKOHN NesaTenbHOCTH: YueOHoe mocooue / Axcénora XK. H. -
2009. 194 c. [DnexTponHbIid pecype] - Pexxum moctyna: https://edu.tusur.ru/publications/4875, cBo6oa-
HBIH.

4.3. O6s13aTesibHbIE YUeOHO-MeTOAUYeCKH e TOCOOH s

1. OOwwuii 1 AMEKTPOHHBIN JOKYMEHT0000poT: MeTonuueckoe nocodue mo J1adopaTopHbIM 3aHs -
TUSM U CaMOCTOSTENbHOU padbote ans cryneHtoB HampasieHuil 080200.62 «Menemxkment», 080100.62
«OxoHomuka» / AxcénoBa XK. H. - 2014. 40 c. [DnexrtponHslii pecypc] - Pexum poctyna:
https://edu.tusur.ru/publications/4874, cBOOOTHBI.

2.  JIOKyMEHTHpPOBAaHHE YNPABICHUYECKONU NEATEIbHOCTH: MeToAnYecKre yKa3aHUs K MpaKThye-
CKHM 3aHITHSIM U 10 camocTosATenbHOoM padote / AkcéHora XK. H. - 2011. 57 c. [DnexTponnsld pecypc] -
Pexxum nmoctyna: https://edu.tusur.ru/publications/2389, cBOOOIHBII.

4.4. Ba3bl JaHHBIX, HH(POPMANHOHHO CTIPABOYHbIE H MOMCKOBBIE CHCTEMbI
CrnpaBouHO-UHPOpPMATHOHHBIE cHCcTeMbI «KOHCYbTaHT +», «["apaHT.
http://www.gdm.ru — Opunransaplii caiT [ Wibaun yIpaBIsSOMKX JOKYMEHTAUEH
http://www.gramma.ru - KyneTypa nuceMenHo# peun (pazuen « CTHIb TOKYMEHTAY)
http://dogovor.helpery.ru — Dnexrponnsiii coopauK «OOpa3Ibl JICTIOBBIX JTOKYMEH-

AW N —

TOBY»

5. http://www.eos.ru — OduuUaNbHBIA CalT KOMOAHUU «DJIEKTPOHHBIE O(UCHBIE CUCTEMBD»
(paznmen «O TOKyMEHTOOOOpOTEY)

6. http://www2.termika.ru/dou/enc - DHIIUKIIONIEUS NETOIPOU3BOICTBA

7.  http://www?2.termika.ru/dou/progr/issao.html - MapopmManimoHHo-cripaBoYHasi CUCTEMA apXHB-
Hoit orpac-nu (MCCAO)
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