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
JloKkyMeHTajMOHHOe o0ecIieueHne JesiTeIbHOCTH COLA/IbHOr0 paboTHHKA

YpoBeHb 00pa3oBaHusi: BbIcIIee 00pa3oBaHue - 0aka/iaBpHaT
Hamnpaenenue rnoarotoBku (crierjuanbHOCTh): 39.03.02 ConmpanbHas pabdora
HaripaBnenHocts (po¢uns): ConuansHasa pabora

dopma oOyueHus: OUHas

®akysnbreT: I'D, 'yManuTapHbii pakynbTeT

Kadenpa: ICP, Kadeapa ucropuu U confua/ibHOMH padoThl

Kypc: 4

CemecTp: 7

YuebOHbI 11aH Habopa 2014 roza

Pacripesenenue pabouyero BpeMeHH

Ne Bubl yueOHOM JesiTeTbHOCTH 7 ceMecTp Bcero EayHuiib
1 Jlekuuu 28 28 yacoB
2 [IpakTryeckue 3aHATHA 44 44 4acoB
3 Bcero ayquTOpHbIX 3aHATUI 72 72 4yacoB
4 CamocTosiTesibHas paboTa 72 72 4yacoB
5 Bcero (6e3 3k3ameHa) 144 144 4acoB
6 OO0111ast TPyZI0EMKOCTh 144 144 4yacoB
4.0 4.0 3.E

3auet: 7 ceMeCTp

Tomck 2017
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Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
npotokos Ne 1 oT « 23 » 1 2017 1

JINCT COTJIACOBAHUM

Pabouasi miporpamMMa cocCTaB/ieHa C ydeToM TpeOoBaHUl efepaabHOr0 ToCyAapCTBEHHOTO
oOpa3oBarenlbHOTO CTaHfapTa Bbiciiero obpaszoBanus (PT'OC BO) mo HampaBaeHWIO TIOATOTOBKH
(crretmanbHOCTH) 39.03.02 CormaneHasi pabora , yrBepxzaeHHoro 2016-01-12 rozma, paccMoTpeHa U

yTBep>K/JeHa Ha 3ace/jJaHiU Kadepbl «___ » 20__ ropa, npoTokos Ne
Pa3paboTunku:
JIOLIeHT, KaH/,. UCT. HaykK Kad. ICP Ka3zakesunu JI. U.

3aBepytomuii obecreunBarolei Kag.
ICP Tpuk H. A.

Pabouast mporpamma corsiacoBata ¢ (haky/nbTeTom, MpoQUIMPYIOILel 1 BBITTyCKaroLel Kadeapamu

HaripaBJ/ieHus IOATOTOBKH (CreLaabHOCTH).

Hekan I'® Cycnosa T. 1.
3aBe/lyIOLLUI BbITyCKarolei Kag.

ncCp I'puk H. A.
OKCIIepThI:

3aB.kadepoii kapenpa NCP I'puk H. A.
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1. Ilesiu ¥ 3aauM AUCHUILTAHBI

1.1. ITes1 AMCLUIIIUHBI
Lenbro Kypca siB/isieTCsl pOpMHUPOBaHUE CUCTEMHBIX TMpe/ICTaBlIeHU O JJOKYMeHTaX, X (PYHKLUSX,
BUZIaX, TpeOOBaHMAX K WX OGMOPM/IEHWIO, TEXHOJIOTUH PpaboThl C JOKyMEHTaMH, IIpPaBWIaMU
CUCTeMaTU3aLuM U XpaHeHUs U JIp.

1.2. 3agauy JUCIMIIIAHBI

— 1. ¥YMeTh aHanM3UpoBaTh, CTPYKTYpPUPOBAaTh U OLIEHMBaTh COLMalbHYI HHGOpPMaLUI0 C
pa3HbIX TOUEK 3peHwUs], BbI/Ie/ISITh B Hel IJlaBHOe.

— 2. V3yunTh HOpMaTHBHYIO Oa3y B cdepe Ae/10Mpor3BO/ICTBA OT (hefiepasbHOTO 10 JT0KaTbHOTO
YPOBHSL.

— 3. OBnafieTh METOZIAMU TIOTyUYEHUs, TepepabOTKU, XpaHeHUs1 HH(OpMaIHu.

— 4. OpnafieTb HaBbIKaMHU pabOTHI C MPOrpaMMaMH T0 JOKYMEHTHPOBAHHIO Ha KOMITbIOTOpE, a
TaK>Ke UCTO/b30BaHUs e-mail u cetu «VIHTepHeT».

— 5. O6ecreunThb BBICOKYIO KY/IBTYPY yIpaBieHueCKOU /ieaTeTlbHOCTA PabOTHUKOB yUpeXXJeHUH
COL[MA/IbHOM 3allUTHhI, KaZIpOB, 3aHATHIX COLIMATbLHON PabOTOM.

2. MecTo pucomiuinHeel B cTpyKrype OITIOII

MucuurmHa «/JOKyMeHTallMoHHOe obecrieueHre [iesiTeIbHOCTH  COLMAaJbHOTO  paboTHHMKa»
(F1.B.IB.10.2) otHOCHKTCS K 610Ky 1 (BapraTUBHAs 4acTh).

[IpemecTByOlUMM  AUCLIMIIMHAMY,  (OPMUPYIOLMMU  Haya/lbHble 3HAHUS,  SIBJISIIOTCSA
cefiyrole QUCLUIUIMHEL ['oCcyfapCcTBeHHbIe U MYHULUIA/NbHbIE CTyKObl PO *** MHpopmalmoHHbIe
TexXHOoJ0TuH, JIorvka, MeHe)kKMeHT HeKOMMepUYeCKUX opraHu3auuii **, OOIjecTBeHHble OpraHU3aluy U
coiasibHas pabota, Ilcuxonorus, Putopuka, Pycckuii si3plK U KyabTypa peud, CTHIMCTHKA [1€/I0BOM
peun.

[Mocnepyromumu  auciriMHaMu — siBsitotest:  CornuanbHasi  pabora B OpraHu3anvisx,
TIpeAIpUATHAX, YUpeXKIAeHUsIX.

3. TpeGoBaHus K pe3y/IbTaTaM 0CBOEHHS AUCLUILUIUHBI

[Tporecc u3yueHus: AUCLIMILIMHBI HarpaB/ieH Ha ()OpMUpOBaHKe C/IeAYIOLMX KOMIIeTeHLW:

— OIIK-4 cocobHOCTBIO UCIOMB30BaTh OCHOBHBIE METO/ibl, CTIOCOOBI U Cpe/CTBA MO/TyueHUs,
XpaHeHUs], TepepaboTKu WH(OPMAaIMM, HaBbIKK pabOThI C KOMITBIOTEPOM KaK CPeJCTBOM YTIpaB/eHHs
vH(opMale, B TOM Yic/ie B MHPOPMAaLlMOHHO-KOMMYHUKAL[MOHHOM ceTH "VIHTepHeT";

B pe3synbrarte usyueHus JUCLIIIIMHBI CTYAEHT JAO/DKeH:

— 3HaTh - HOpMaTuBHyK 0a3y JesoriponsBojcTBa B P® - mpaBusia [JOKyMeHTHPOBaHMUS
uHpopMaLMK ¥ [JOKyMEHTOOOOpOTa - OCHOBHBbIE KAaTerOPUM U TIOHSATHS [OKyMEHTAl[MOHHOTO
obecrieyeHusi JieSITeTbHOCTH COL[MA/JIbHOTO pAabOTHMKAa U COLMAJIbHOTO YTIpaB/le€HUSI - OCHOBBI
CTaH/IapTU3aliy B IOKyMEeHTAl[IOHHOM 00eCIieueHnH /1esiTe/TIbHOCTH COLMAabHOTO paboTHHUKA

— yMeThb COCTaB/siTh, 00pabaThiBaTh, XPAaHWTh W 3aIUILATh JOKYMEHTBl W COZEP’KalLyIoCs B
HUX UHGOPMaLIUI0

—  BJIafeThb HaBbIKaMH PabOTHI C KOMITBIOTOPOM KakK CPe/ICTBOM YIIpaB/ieHHs WH(pOopMaryel, B
TOM 4YHMCJIe B UH(POPMaLJMOHHO-KOMMYHUKALIMOHHOM ceTH «VIHTepHeT».

4. O0beM AMCHMILIMHBI M BUABI YU4e0HOH padoThI
OO1iast TPYA0EMKOCTh JUCLIMIUIMHBI cocTaBisieT 4.0 3aueTHbIX eJWUHMIIBI U TIpeJCTaB/ieHa B
Tabmuie 4.1.
Tabsmura 4.1 — Tpy0eMKOCTb AUCIUTTAHBI

Buzibl yueGHOM /leATeIbHOCTH Bcero uacos CemecTpsl

7 cemecCTp
AynutopHblie 3aHSTHS (BCEro) 72 72
Jlekiun 28 28
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IIpakTryeckue 3aHITHS 44 44
CamocrosiTenbHasi paboTa (Bcero) 72 72
[TpopaboTKa JIeKIJMOHHOTO MaTeprasa 28 28
ITogroToBka K rpakThueCKUM 3aHATHUSIM, CeMUHapam 44 44
Bcero (6e3 sk3ameHa) 144 144
OO111as1 TPYJ0EMKOCTh U 144 144
3aueTHble EqvHULIBI 4.0 4.0

5. CopepxaHue AUCIUILIAHBI

5.1. Pa3jensl JUCHUIIMHBI U BU/IbI 3aHATHI
Pa3ziesbl AUCIUTIMHBI ¥ BU/TBI 3aHSITHI TIpUBEZeHbI B Tabwmiie 5.1.
Tabnuiia 5.1 — Pa3genbl AUCHUTIIMHBI M BU/IBI 3aHSATHH

x £
@]
= ¥
- T N
= - 0 o 3 =
~ ™ © 8 <) = =
S g i EN > 5
Ha3BaHus pa3zenoB AUCLUTUIMHBI = 5 5 o O S
= 5 & g0 2 5
s S 9 9 g =
> 3 =] & 2
2 2 -
= =}
O
7 cemecCTp
1 BBegmenue B yueOHbIHM KypC 28 44 72 144 | OIIK-4
«JoKyMeHTaIlMOHHOTO 0becrieueHust
JIesITe/TbHOCTH COIMATbHOTO pabOTHHKA»
HopmatuBHast 6a3a JOKyMeHTal[MOHHOTO
obecrieueHus1 yripaB/ieHHst B 00/1aCTH
coLuanbHOM paboThl JoKyMeHTHUpOBaHKe
nHdpopmauyu. TpeboBaHMs K 0(hOPMIIEHHIO
JIOKYMEHTOB B COLIMA/IbHBIX yUPEXX/eHUSIX
Opranu3anysi c1y»KObl JOKYMeHTaI[dOHHOTO
obecrieueHus1 yripaB/ieHUst B 06/1acTu
colanbHOU paboTel. TexHosorust paboTsl C
JokyMeHTamu CrcTemaTy3aliys U XxpaHeHue
JIOKyMeHTOB KommbroTOpHasi MoAroToBKa
JIOKyMeHTOB. JIoKyMeHTO000pOT Ha
KOMITbIOTOpE
WToro 3a cemecTp 28 44 72 144
Ntoro 28 44 72 144
5.2. CoaepikaHue pa3/je/ioB AUCHUILUTUHBI (M0 JIeKIUAM)
CojiepskaHue pa3/ienioB AUCLIUIUIMH (T10 JIEKLIUSIM) TIpUBeieHo B Tabsuie 5.2.
Tabmuiia 5.2 - Cozmep>XaHue pa3zie/ioB AUCHUTUIMH (TI0 JIEKI[USIM)
v L 5
B L =
3 S 2
CopepykaHue paszesioB JUCLUITIMHBI 10 =] > O
HasBanus paszenos ACP pasa AHED g7 o E
JIEKLIUSIM s g g
S8 g =
=Y o g2
= S}
7 cemecCTp
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1 BeegeHuie B yueOHBIM Kypc
«JloKyMeHTaIlMOHHOTO 00ecreyeHust
JiesITeTbHOCTH COLIMATbHOTO
paboTtHrka» HopmaruBHas 6a3a
JOKYMeHTAL[MOHHOTO 0becrieueHust
yTipaB/eHus B 00/1aCTH COIMaIbHON
pabotsl [IoKyMeHTHpOBaH1e
uHdopmauyu. TpeboBaHMS K
0(OpMJIeHUIO IOKYMEHTOB B
COLIMA/IbHBIX YUPeXKIeHHUSIX
OpranHu3anysi CryK0bI
JOKyMEHTAIL[MOHHOTO 00ecrieueHust
yTipaB/ieHus B 00/1aCTH COLMaTBbHOU
pabotsl. TexHomorusi paboThi C
nokyMeHTaMu CHcTeMaTH3arys u
XpaHeHHWe JOKYMEeHTOB
KomrbroTopHasi mogroToBka
JIOKyMeHTOB. [JoKyMeHTO000pOT Ha
KOMITBIOTODE

BBegienue B yueOHbIN KypC
«/loKymMeHTaIlMOHHOe 00ecrieueHre
JlesiTe/TbHOCTH COLMATbHOTO pabOTHHKA»
[IpeameT AUCLUIIMHBI
«loKkymeHTaIMOHHOE 00ecrieyeHre
JiesITe/IbHOCTH COLMA/TBHOTO PA0OTHHKY.
OcCHOBHbIE KaTeropuu U MOHSTHUS.
DyHKLMU JOKymeHTa. Bujbl
K/1accupuKaluil 10KyMeHTOB.
Bo3HuKHOBeHHe U pa3BUTHe
0TeueCTBEHHOTO /1e/I0NPOX3BO/CTBA.
PasBuTHe fenonpou3BozcTBa B Poccuu B
IX-XVII BB.: JOKyMeHTUpPOBaHUe
BHEIIIHeTIO/IMTUYEeCKUX CBSI3el
JIPeBHEPYCCKOTO TOCYapCTBa, Cy/eOHbIX
Y TPaKJ,AHCKO-TIPaBOBBIX OTHOLLIEHUH.
Ck/agpiBaHye U pa3BUTHe NIPUKA3HOTO
JenonpousBozcTBa. [ocyrapcTBeHHOe
peryapoBaHue [1e/IoNpor3BO/CTBA B
Poccun B XVIII- Hauane XX BB.
Co3iaHrie HOpMaTUBHOM 0a3bl.
MeToauueckoe U HayYHO-TeXHUYeCKoe
obecrieueHre cdepsl Zie/10TPOXU3BO/CTBA.
Pa3sutue genonpoussogcrsa B PCOCP /
CCCP B 1917-1990 rr. Knaccosslii
XapaKTep CUCTeMbl OpraHu3aluu
ynpaB/ieHus rocarapara u
JenoripousBogctea B PCOCP.
[TpodeccroHanbHast MOrOTOBKa
JIOKYMEHTOBE/IOB U1 CIeL{Ma/IiCTOB
[leNI0NpOor3BO/CTBA B COBETCKUI Mepro/,.
[Tpo6siemMbl palioHaMM3alN YIIPaBIeHUS
U JlefIonpou3Bo/CcTBa. Pa3paboTka
«['ocynapcTBeHHOM CHUCTEMBI
JIOKYMEHTal[MOHHOTO 00ecrieueHust
ynpasnenus» (I'CHOY).HopmatuBHas
0a3a JOKyMeHTal[MOHHOTO 00ecIieueHust
yTipaB/ieHus B 00/1aCTH COIMAaIbHON
pabotel HopMaTHBHO-TIpaBOBbIE aKTHI,
pery/ivpytoliye OTHOLIeHUsl B cdepe
JleNIoTNpOr3BO/CTBA U apXUBHOIO Jiefia.
Bonpocsl 10KyMeHTUPOBaHUsI B
Konctutyuuu Poccuiickoit ®enepariy,
TpynosoM, I'parkjlaHCKOM U [Ip. KOZleKcax
P®. denepanbHbie 3aKoHBI «O0
MH(pOpMaLH, HTHPOPMAaLMOHHBIX
TeXHOJIOTHSIX U O 3aljuTe MHhOpMaLun»
(2006 1.), «O rocyapCTBEHHOM S$i3bIKe
Poccutickoit @enepaiyn», «O miopsiike
paccMoTpeHus 0OpalljeHri rpaXJaH».
MeToauueckue pa3paboTKu 1Mo
JenornpousBogcTBy Pocapxusa PO.
[HesitenbHOCTh BCcepoccuiickoro HayyHo-
MCCJIe/l0BaTeIbCKOT0 UHCTUTYTa

28
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JIOKYMeHTOBe/IeHUsI ¥ apXUBHOTO fiejia
(BHUNOA]L). AgMyHUCTpaTUBHAS U
yTOJIOBHasi OTBETCTBEHHOCTh 3a
HapyleHus B cdepe

J1eJIOTPOU3BO/ICTBA. [JOKyMeHTHPOBaHMe
uHdopmaruu. TpeboBaHMs K
o(hopM/IeHHIO IOKYMEHTOB B COLMA/TBHBIX
yupexxaenusix FOpuanueckoe 3HaueHue
JoKyMmeHTa. [ToHATHE «peKBU3UT
JIOKyMeHTa». YHU(PULIMPOBaHHbIE
CUCTeMbI IOKyMeHTaluu. [ToHsITHEe U
BU/Ibl YHUDHUITUPOBAHHBIX CUCTEM.
Cranzgaptusanus foKymeHTOB. [IpaBuia
odopmienusi pekBusutoB. [OCT P 6.30 —
2003 «YHuduiMpoBaHHasi CUCTeMa
OpraHU3al[MOHHO-PACIIOPSIIUTeTbHOU
JokymeHTaluu. TpeboBaHus K
o(hopM/IEHHUIO IOKYMEHTOB». PEKBU3UThI
3aro/IOBOYHOM, CofiepKaTelbHOU 1
oopmrsiroLLeit uacTeli JOKyMeHTa,
nipaBusa ux opopmiieHus. [ToHsiTHe
«b/aHK JOKyMeHTa». Bu/bl 6/1aHKOB.
PekBU3UTHI O/1aHKOB, BADUAHThI UX
pacnonoxenusi. OpraHu3ariOHHbIe
JIOKYMEHTBI: yCTaB OpraHU3al[|H,
OCHOBHbIE BH/[bI, TPaBU/Ia COCTABJIEHHSI.
ITonoykeHue 006 opraHu3alvy,
CTPYKTYPHOM T0/pa3fie/ieHuH, OCHOBHbI®
TpebOBaHUS K COCTAB/IEHHIO U
odopmiiennto. IHCTpyKIuH,
JIO/DKHOCTHBIE MHCTPYKLIWM, OCHOBHBIE
TpeOOBaHUS K COCTAB/IEHUIO U
otopmenuto. OpraHu3aloOHHbIe
KaZIpOBbIe IOKYMEHTHI (CTPYKTypa U
IITaTHAst YUCJIEHHOCTh, IIITaTHOE
pacricanue). PacriopsigurenibHble
JOKyMeHTHI. [TprKa3 1o 0CHOBHOM
JiesiTe/IbHOCTH, PacriopsDKeHHe, YKaszaHue,
pelieHye: TpeOOBaHUS K MX
odopmienuto. MHbopmaliMoHHO-
CripaBOYHbIe JOKYMeHTHI. [TpoToKos
(TO/HBIN U KpaTKWH), BUbI aKTOB,
TIpaBU/Ia UX COCTaB/IeHUsI U 0(hOpMIIeHHUS.
[TpennoykeHre Kak MHPOPMAIIMOHHO-
CTIpaBOYHBIN JJOKYMeHT. JloKnagHast 1
ciykeOHast 3anvcKy, 00bsCHUTETbHAS
3aIMCKa, CTipaBKa M CBO/IKA, 3aK/II0UeHre
¥ 0T3bIB. [IOKyMeHTHI, TIepe/iaBaeMble 10
KaHaJsiaM 3/IeKTPOCBSI3U: TejlerpaMmma,
TenieoHOTpamma, Tenedaxc (akc).
JIOKyMeHTBI TI0 TMYHOMY COCTaBYy.
[NoHsATHE «TIepCcOHaNbHbIE JaHHbIEY,
o0111asi XapaKTepUCTHKA U 0COOEHHOCTH
paboThl ¢ HUMU. [ITOKyMeHTHPOBaHUe
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paborts ¢ mepcoHanoM. Kazgposast
JIOKYMEeHTAI[1s: OpraHU3al[uOHHO-
TIPaBOBbIE JOKYMEHTHI (TIpaBH/ia
BHYTPEHHET0 TPYZ0BOT0 pacropsifika,
TPYZI0BOM ZIOTOBOP), MlepCOHasIbHast
JIOKyMeHTa1[usi (Tpy/oBasi KHIXKKa,
JIMYHBIN JINCTOK TIO YUeTy Ka/[pOB,
pes3toMe U XapaKTepUCTHKa,
aBToOHMorpadus). PacniopsianrenbHast
Ka/IpoBasi IOKyMeHTalUsi — TIPHUKa3 1o
nMYHOMY cocTtaBy. Pabora ¢
oOpalIleHHsIMU TpaXk/iaH — >KaJio0Bbl,
3asiB/ieHus1, pefiyiokeHus. [lesioBast
nepenucka. Knaccudukaius enoBbix
MMCeM: MTMCbMO-TIPOCh0a, 3arpoc, OTBeT,
oOparieHue, OATBEPKAEHHE,
M3BellleHre, CO00IIeHue, TIpUITIallieHne,
HarloMHMHaHUe, TpeOoBaHue,
0/1aroJapHOCTh, MO3/PaB/IeHHE.
NHudbopMmaloHHOe MMChbMO, TapaHTUIHOe
MMCHbMO. SI3BIK ¥ CTWIb OULIMA/IbHON
J1eJIOBOM TIepernvcKu: 0COOeHHOCTH
o(uLMaTbHO-e/I0BOTO CTHJISA, TIPAaBUJIA
HarMCcaHUs COKpallleHWH C/I0B, Ha3BaHUM,
YUC/TUTENbHBIX U [Ip. JlOKyMeHTbI
orpaHuyeHHoro gocryrna. IIpobiema
HGbOpPMaI[MOHHOM 6e301acHOCTH U
3al[UThl UH(HOPMAI[MOHHBIX PECYPCOB.
YpoBHU KOH(UAEHI[UATbHOCTH
vH(bopMalK, Ha3HaueHUe U TUTIbI
KOH(UeHI[MaTbHBIX JOKYMEHTOB.
®enepanbHbIN 3aK0H «O
rocynapcTBeHHou TaliHe» (1993 1), ero
OCHOBHBIE TIO/IO’KeHHSI U 3HauUeHUsl.
CocTaBsieHre ¥ U3rOTOBJIEHHEe
JIOKYMEHTOB OTpaHHUUeHHOTO JIOCTYTIa.
IMopsimok paboTkl UCTIOTHUTETEH C
JIOKyMeHTaM¥ OrpaHUYeHHOTO
nJoctyrna.OpraHu3anys CTy>KObl
JOKyMEHTAIL[HOHHOTO 00ecrieueHust
yrpaesieHusi. TexHosorusi paboThl C
nokymeHTamu OO1mye TpeOGoBaHMS.
Opranu3alyoHHbIe (HOpMbI CITYXKO:
L|eHTpa/IM30BaHHasl,
JlelleHTpa/TM30BaHHasi, CMelllaHHasl.
TurnoBbie opraHu3alOHHbIe CTPYKTYPBI:
yTipaBJieHHe [ieJlaMH, KaHL[eJIspys,
0011t OT/IeN, CeKpeTaph yupex/eHusl.
3agaun ¥ GyHKIUH CITY>KOBbI
JenorpousBozcTBa. HopmaruBHast
peryiaMeHTarysi Cy>K0bl
Jenorpoun3BozcTBa.Pabora ¢ BXoASIIMMHY,
UCXOASAIIUMUA U BHYTPEHHUMHU
JOKyMeHTaMU: 3Tarbl 00paboTKy,
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MOpsiZIOK paboThl. Peructparys
JIOKyMeHTOB. ©OpMbI ¥ BU/IbI
peructparuu. KapToTeku, MeTOIUKA X
CO3[jaHUsl ¥ IpUMeHeHus1. [JOKyMeHThbI, He
ToZIyIeXXalie perucrpariyi. KoHTposb
WCTIONIHeHUs! JOKyMeHTOB. Llenb 1
YPOBHU KOHTPOJISI HaJ| JOKyMeHTaLe.
CpOKY UCTIO/THEeHUSI JOKYMEHTOB.
ITocTaHOBKa Ha KOHTPOJIb, TIPOBEPKa X0/ja
VICTIO/THEeHUST
JoKymeHTOB.CHUCTeMaTH3ays 1
XpaHeHHe JJoKyMeHTOB CrcTemMaTu3ariys
Y XpaHeHHe JJOKyMeHTOB. OriepaTUBHOe
XpaHeHue JoKyMeHTOB. O01ue
TIPUHLUIBI (POPMUPOBaHUS JIeJl.
Homenknarypa Jjes1 opraHu3aiiu:
TIOHSITHE «HOMEHK/IaTypa ie/i» U Lie/ih ee
co3fanust. TuroBble ¥ IpUMepHbIe
HOMeHK/aTypbl. [1opsiZiok cocTaBneHust
HOMEHK/IaTyphblI Jlefl. JKCrepTU3a
L[eHHOCTH JJOKyMeHTOB. O1jeHKa
3HAUMMOCTH JIOKYMEHTOB U Orpe/iesieHre
CpOKOB xpaHeHwusi. [ToaroToBKa Jies K
nepeziaue B apxuB. OdopmiieHne
JIOKYMEHTOB U ZieJT K

YHUUTOKeHHI0. KoMIbroTopHast
TIOAITOTOBKA ZIOKYMEHTOB.
ITokyMeHTO060pOT Ha KOMITBIOTOPE
OCHOBHBIE 3Tarbl KOMITBIOTOPHOM
TMO/ITOTOBKU JJOKYMEHTOB B TEKCTOBOM
penakTope Word: Habop TeKcTa, ero
peJakThpoBaHue U (hopMaTUpOBaHKe.
Pabota c joKymMeHTaMH B TabO/TMUHOM
niporjeccope Excel. Mcnonb3oBaHue
3JIEKTPOHHOM TabO/MULIBI KaK (hOPMBI
Be/leHus1 OTUeTHOCTH. CTaTUCTHUeCKast
obpaboTka JaHHbIX. CHcTeMa
3/IEKTPOHHOTO JJOKyMeHT0000opoTa.
CucTeMa 3/1eKTPOHHOM perucTpaljiu
JIOKYMEHTOB 1 KOHTPOJISI UCTIO/THEHUSI.
ABTOMAaTH3UPOBaHHAs CHCTEMA B
OpraHu3aly JBI)KEeHUSI JOKYMEHTOB
BHYTpH yupexkaeHus. Cucrema
3JIEKTPOHHOT'O apXMBHOT'O XPaHeHUsI
JIOKYMeHTOB. JJIeKTPOHHasi TIouTa 1
Internet.

HToro

28

Nroro 3a cemectp

28

5.3. Pa3genbl AMCHUIUIMHBI M MEXX/JUCIMII/IMHAPHBIE CBS3M C 00ecneunBarIUMH (PeAbIAYIMMHA)
4 o0ecieurBaeMbIMH (MOC/IEAYHOIUMHA) AUCHHUIITHHAMHA
Pa3zesnbl JUCLATIIMHBI U MEXXAUCIUTUIMHAPHBIE CBSI3U C 00eCreunuBaromMu (TpeabIIyIUMU) 1
obecrieuriBaeMbIMHU (TIOC/IEAYIOLMMU) JUCIIUTUTMHAMU TIpeJCTaB/IeHbl B Tabmuie 5.3.
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Tabsura 5.3 - Paszesnbl AUCIUTUTUHBI M MEXIUCIIUTTAHAPHBIE CBSI3U

Ne pa3gesnos
JTAHHOM
JVICLIUTUIAHBI, 7151
KOTOPBIX
Heo0X0JuMOo
HaumeHoBaHue AUCLIATIIMH u3yueHHe
obecrieunBaroLX
1 obecrnieyrBaeMbIX
JVCLIUTUIMH
1
[IpepmecTBytoLMe JUCLUTIIMHBI
1 TocymapcTBeHHBIE U MyHULIATIA/IbHBIE CITY>KObI P *** +
2 VlHndopMallOHHbIe TEXHOIOTUU +
3 Jloruka +
4 MeHe[)KMEHT HEKOMMePUYeCKUX OpraHu3anum ** +
5 OO11ecTBeHHbIe OpraHU3aluy U coljaibHas paborta +
6 Ilcuxosorus +
7 Putopuka +
8 Pycckuli 13bIK U Ky/IbTypa peuu +
9 CTuIHUCTHKA [e/I0BOM peun +
[Tocnepyrouye AUCLUATIIMHBL
1 ConmanbHasi paboTa B OpraHu3aLysiX, MPeATNPUITHSIX, YUPeXKIeHUIX +

5.4. CoOTBeTCTBHE KOMIIETeHIHii, (JOpMHUPYeMBbIX NMPU U3yUeHHH JUCLUIUIMHBI, H BU/I0B 3aHATHI
CoOTBeTCTBHE KOMITIETEHLUH, (OPMUDYEMBIX TIPU W3yuUeHUM [JUCLIMIUIMHBI, U BUOB 3aHSATUH
npe/icTaB/ieHo B Tabsurie 5.4
Tabmia 5.4 — CoOTBETCTBHME KOMIIETEHIMH W BHU/JOB 3aHSTHH, (OPMUDYEMBbIX TPH H3yUeHUH
IUCIATUTUHBI

Bubl 3aHaTHM

CDOPMBI KOHTDOJIA

KommneTeniumn

Jlekiun
+ | IlpakTnyeckue 3aHATUS
+ | CamocTosiTenibHast paboTa

OITK-4 + KontposbHasi pabora, Omnipoc Ha

3aHATUAX, 3aueT, TecT

6. InTepaKkTUBHBIE MeTOAbI M (OpMbI OpraHu3aIuy 00yyeHHs
He npenycmotpeno PYII

7. JIabopaTopHbie padoThI
He npegycmorpeno PYII

8. [TpakTHuecKue 3aHATHS (CeMHUHAPHI)
HanMeHoOBaHMe MpaKTHUeCKUX 3aHATHH (CEMHUHApOB) MpUBeeHo B Tabsuie 8.1.
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Tabmurja 8. 1 — HanmeHoBaHMe MPaKTHYeCKUX 3aHATHMN (CeMUHApPOB)

3 3§
LS 5 &
HanMeHoBaHMe MpaKTUUeCKUX 3aHSATHMA < > o
Ha3Banus pa3enoB z = e E=
(cemuHapoB) 3 g g
= | B2
- s
7 ceMecTp
1 BBezieHue B yueOHBIN KypC Beenenvie Bo3sHWKHOBEHUE U pa3BUTHE 44 OIlK-4
«JloKyMeHTaIlMOHHOTO 00ecrieyeHus1 | OTeYeCTBEHHOTO
JIesITeTbHOCTH COLIMATbHOTO Jesiornpou3BozicTBaHopMaTUBHO-
paboTHrKa» HopmaruBHast 6a3a rpaBoBasi 6a3a JOKyMeHTalMOHHOTO
JIOKYMeHTal[MOHHOT0 00ecrieueHust obecrieueHus1 IeATebLHOCTU
yTipaB/eHusi B 00/1aCTH COManbHON | colranbHOro paboTHukaTpeboBanHus K
pabotsl [IoKyMeHTHUpOBaHKe ohopMIeHHIO TOKYMEHTOB
uHdpopmauyu. TpeboBaHMS K OpraHu3alyoHHbIe JOKYMeHThI U
oopM/IeHHIO TOKYyMEHTOB B TripaBU/Ia UX
COL[MAJ/IbHBIX YUPEXJEHUsIX oopmnenusiPacnopsiuTe/ibHble
Opranu3auysi cy>KObl JIOKYMEHTBI U TIpaBuIa UxX
JOKyMEHTAIL[MOHHOTO 00ecIieueHust oopmnenusiiHpopMaLOHHO-
yTipaB/ieHusi B 06/1aCTH COLMAMBbHON | CTIPABOYHbIE JJOKYMEHTbI U MpaBU/ia UX
pabotsl. TexHomorust paboThI C oopmneHusiJloKyMeHTbI 110 TUYHOMY
nokymeHTamMu CucteMatr3aius U cocraBy/lesioBast riepernucka. SI3bK U
XpaHeHue 10KyMeHTOB CTUMb CITyKeOHbIX
KomrbroTopHast Moir0TOBKa JIOKyMeHTOB/JOKyMeHTbI OrpaHUUYeHHOTO
IOKyMeHTOB. [JokymeHTOOO0pOT Ha | focTynaTexHomorust paboThl C
KOMITbIOTOpe JokymeHTaMuCrcTeMaTU3alus U
XpaHeHHe JJ0KyMeHTOBKoMIbroTOpHas
TIO/ITOTOBKA ZIOKYMEHTOB.
lokyMeHTO0O0pOT Ha KOMITBIOTOPE
Htoro 44
Wroro 3a cemecTp 44

9. CamocTosiTe/IbHas1 padoTa

Buzpbl camocTosiTennbHOM paboThl, TPYA0eMKOCTh U (hopMUpyeMble KOMITeTeHLIMH TpeJCTaB/eHbl B

Tabmuie 9.1.
Tabmuia 9.1 - Busibl caMoCTOSITe/TbHOM paboThl, TPYI0EMKOCTb U (pOpMHUpyeMble KOMITeTeHLIUH
g L=
= b <
S = =
o v T
Bubl camocTosaTenbHOU é > T
Haseanwust pa3nenos 2 " = DOpMBI KOHTPOJIS
paboThl L s g
S8 g =
=Y ° 9
= ©
7 ceMecTp
1 Beegenue B yueOHBIM IToaroroBka K 44 | OIIK-4 3auet, KOHTpO/IBbHAsA
KypC MPaKTUYeCKUM 3aHSATHSIM, pabora, Orpoc Ha
«/JOKyMeHTal[MIOHHOIO ceMHHapam 3aHATHAX, Tect
TieueHust
obecrieue ITpopaboTKa JIeKIMOHHOTO 28
esITe/IbHOCTH
A Marepuasa
COLIMA/IbHOTO pabOTHUKA»
HopmartuBHas 6a3a Wtoro 72
JIOKYMEeHTaL[IOHHOT'0
obecrieueHus1 yTipaB/IeHUsI
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B 00/1aCTH COLMATbHOM
paboThI
[JoKyMeHTUpOBaHUe
vHopMaLu.
TpeboBanus K

o opMIIeHHIO IOKYMEHTOB
B COLIMA/TbHBIX
yUpeXJeHHUsIX
Opranu3anysi CyK0bI
JOKyMEeHTAaIL[MOHHOTO
obecrieueHus1 yTipaB/eHUsI
B 00/1aCTH COLIMATbHOM
pabotbl. TexHomorus
paboThI C IOKyMeHTaMU
CucremaTtu3anys 1
XpaHeHHWe JOKYMEeHTOB
KommeroTopHas
TOZITOTOBKA JIOKYMEHTOB.
INokymeHTOOOOPOT Ha

KOMIIBIOTOpE
Wtoro 3a cemecTp 72
Nroro 72
10. KypcoBasi padora (nmpoeKT)
He npegycmorpeno PYII

11. PeriTMHrOBas cUCcTEeMa AJIA OLI€HKH YCII€eBdA€MOCTH CTYA€HTOB

11.1. ban/bHBIE OLEHKH AJISl 3/IEMEHTOB KOHTPOJIA
Tabnuua 11.1 — BayuibHble OLIEHKU i/ 3/1eMEHTOB KOHTPOJIS

. . MakcumasbHbIN
o MakcumasbHbIN MakcumasbHbIN
DieMeHThI yueOHOMH Oasu1 3a mepuog Bcero 3a
6am1 Ha 1-yro KT c| ©6an 3a mepuof,
JesITeTIbHOCTU mexay 2KT u Ha cemecTp
Havasa ceMectpa | Mexay 1KT u 2KT
KOHeL| cemecTpa
7 cemecCTp
3auer 30 30
KonTposnbHast pabora 5 5 5 15
Onpoc Ha 3aHATHSIX 10 5 5 20
Tect 10 10 15 35
WToro Mmakcumym 3a 25 20 55 100
Tepuo/,
Hapacraroym utorom 25 45 100 100
11.2. IlepecueT 0a/I/IOB B OI|€HKH 3a KOHTPO/IbHbIE TOUKH
[TepecueT 6aIOB B OIIEHKM 3a KOHTPOJIbHBIE TOUKHU TIPe/iCTaB/IeH B Tabmuie 11.2.
Tabmuiia 11. 2 — ITepecueT 6a/IOB B OLIEHKH 32 KOHTPOJIbHbBIE TOUKU
bannel Ha jaTy KOHTPOIBHOW TOUKU Ouenka
> 90% OT MaKCMMasbHOM CyMMBbI OasinoB Ha gaty KT 5
Ot 70% no 89% oT MakcMMasibHON CyMMbI OansioB Ha gaty KT 4
Ot 60% 10 69% OT MakcHMManbHOW CyMMBI OasioB Ha gary KT 3
11
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< 60% oT MaKCMMasnbHOM cyMMbI OasinoB Ha gaty KT 2

11.3. Ilepecuer cymMMbI 0a/IJIOB B TPAAMIIMOHHYIO U MEXX/YHAPOJHYIO OL{€HKY
[TepecueT cymMMbl 6as/IOB B TPAJULIMOHHYIO M MEXIYHAPOAHYIO OLIeHKY Tpe/cTaB/eH B Tabmuiie
11.3.

Tabmuiia 11. 3 — ITepecueT cymMMbI 0a/IJIOB B TPAJAULIMOHHYIO ¥ MEXKAYHAPOAHYIO OLIEHKY

WToroBast cymma 6arios,

Ouenka (I'OC) YUUTHIBAET yCMeIIHO CAaHHBIN Ouenka (ECTS)

3K3aMeH

5 (oTIMYHO) (3aUTeHO) 90 - 100 A (oT/14HO)
85-89 B (oueHn xopol110)

4 (xopo1Lo) (3auTeHo0) 75 -84 C (xoporuo)
70 -74
65 - 69 D (ynoBneTBOpUTENbHO)

3 (yA0oB/IeTBOPUTEJIBHO) (3aUTEHO) 60 64 E (H0CpeACTBeHHO)
2 (HeyROB/IETEODUTEILHO) (He Hwxke 60 6annos F (HeyzmoBneTBOpUTEIEHO)

3aUTEeHO)

12. Yueb6Ho-MeTOAMUYEeCcKOe M HH(OPMALMOHHOE 00ecreyeHHe AUCIUILITMHbBI

12.1. OcHoBHas /MTEparypa
1. Ky3nemor WM. H. [JokymeHTalMoHHOe o0ecrieyeHue YIIpaBJeHUs W [IeJIONPOU3BO/CTBO:
yuebHuK 7151 6akanaBpos / Y. H. Ky3uenos. (I'pud MunobpHayku P®) — M.: U3garensctBo FOpaiit; N/
FOpatiiT, 2012. — 576 c. (Hanuuue B 6ubmoteke TYCYP - 26 3k3.)

12.2. lono/siHUTe/IbHAA IUTEpaTypa

1. KupcanoBa M. B. CoBpeMeHHOe [e/I0NPOM3BO/ACTBO: YueOHoe mocobue. 4-e uzg. (I'pud
MuHo6pHayku P®) — M.: UHOPA-M, 2011. — 312 c. (Hasmmuue B 6ubmioreke TYCYP - 8 3k3.)

2. [lenorpou3BOACTBO B cornuasbHOM pabote. Yacts I: YueGHOe mocobue [ CTYIeHTOB
Harpap/ieHUs TIOATOTOBKU OakanaBpoB «ColanbHas pabota» / Kasakesuu JI. U. - 2016. 148 c.
[DnekTponHbIi pecypc] - Pexkxum moctyma: https://edu.tusur.ru/publications/6520, mara obGpateHus:
22.02.2017.

12.3 YuebOHO-MeTOgHUECKHE T0CO0HS

12.3.1. O6sa3arenbHBbIE YUeOHO-MeTOqHYECKHE M0Co0Us

1. [denompousBoAcTBO: YueOHO-MeToAWYeCcKoe Mocobue s MPaKTHUeCKOW TOATOTOBKUA /
Kazakeeuu JI. WM. - 2017. 21 c¢. [DnekrpoHHbld pecypc] - Pexum  pgocrtyna:
https://edu.tusur.ru/publications/6757, nara obpamenus: 22.02.2017.

2. Metoguueckue  peKOMEHJAlMd IO  CaMOCTOSTEebHOW  paboTe  CTYeHTOB  BCeX
CrielMa/ibHOCTe U HampaB/ieHui: YueOHO-MeToAuueckoe rocobue / Kasakesuu JI. U. - 2016. 15 c.
[DnekTponHbIii pecypc] - Pexxum poctyma: https://edu.tusur.ru/publications/6050, mata oOpatieHus:
22.02.2017.

12.3.2 YueOHO-MeTOAMYECKHE TTOCO0UA /IS JIUI] C OTPAHNYEHHBIMHM BO3MO)KHOCTSIMH 3/[0POBbSI

YyeOHO-MeTOZMUeCKHEe MaTepHasIbl Il CAMOCTOSITe/TbHOM U ayIUTOPHOUM pabOThl 00yUaroIuxcs
W3 YKC/jia WHBAJU/IOB MPEAOCTaB/sIOTCA B JopMax, aaiTUPOBAHHBIX K OTPAHUUEHUSIM UX 3/10POBbs U
BOCIIPUSATHS MH(OPMaI[1H.

J/1s1 UL ¢ HapylIeHUsIMU 3PeHusI:

- B (hopMe 3/IeKTPOHHOTO IOKYMEHTa;

- B revaTHou (opMe yBelMYeHHbIM IPUGTOM.

JI/Is1 UL ¢ HapylIeHUsIMHU CTyXa:

- B (hopMe 3/IeKTPOHHOTO JOKYMEHTa;

- B reyaTHOU (hopme.

JI/Is1 UL ¢ HapylUIeHUsIMU OMOPHO-BUraTe/IbHOIO anmnapara:
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- B (hopMe 3/IEKTPOHHOTO [JOKYMEHTa;
- B TeuatHoi (opme.

12.4. ba3bl JaHHBIX, TH)OPMAMOHHO-CMIPABOYHbIE, IOUCKOBbIE CHCTeMbI U Tpefyemoe
NMporpaMMHoOe ofecrieueHue
1. edu.tusur.ru

13. MarepuaibHO-TeXHHYECKOe ofecreyeHUe AUCHUILTHHBI
13.1. O6mue TpedoBaHNA K MaTepHa/IbHO-TEXHUYECKOMY 00eCrieueHUI0 JUCIHITUHBI

13.1.1. Marepua/IbHO-TEXHHYECKOe 00ecrieueHue /I JIeKIMOHHbIX 3aHATHI
[nst ipoBefileHrsI 3aHSATUM JIEKLJMOHHOTO THIIA, PYIIOBBIX U WUHAUBUAYATbHBIX KOHCY/IbTALUM,
TEKYIL[eT0 KOHTPOJISI U TIPOMEXKYTOUHOM aTTeCTalliyd MCTOoNb3yeTcss yueOHas ayiuTopusi, C KOJIMYeCTBOM
TI0CA/IOYHBIX MECT He MeHee 22-24, 000py0BaHHasl JOCKOM U CTaHjapTHOH yueOHoM Mebenbto. VimeroTcs
Har/IsiZiHbIe TI0COOUS B BU/ie TIpe3eHTal|i 10 JIEKIMOHHBIM pa3/iesiaM JUCIUITAHBI.

13.1.2. Marepua/IbHO-TEXHUYECKOe o0ecreueHue I MPAKTHYeCKUX 3aHATHH
[yt TIpoBe/ieHUs] TIPAKTUUYEeCKUX (CeMMHAPCKUX) 3aHATUN WCIIONb3yeTcsl yueOHasi ayAMTOpPHUS B
COOTBETCTBUM C COCTaB/IEHHbIM paclrcaHueM

13.1.3. MaTepua/ibHO-TeXHHYECKOe obecrieueHue /ijisi CaMOCTOSITe/IbHOW PadoThI
Insi camocTosATe/IbHOM pabOThI MCIONb3yeTcsl y4yeOHas ayauTopuisi (KOMITBIOTEPHBIM Kiacc),
pacniosioxkeHHas 1o azpecy 634050, r. Tomck, nip. JleruHa, 40, 2 stax, ayz. 233. CoctaB 000pyz0BaHusI:
yueOHast Mebenb; KoMmmbloTephl kKiacca He Hwke [IDBM INTEL Celerom D336 2.8[Tu. - 5 mr;
KOMMbIOTephl TofkmtoueHbl K ceth MHTEPHET w  obecneuuBarOT AOCTYNT B 3/€KTPOHHYIO
nH(opMaLMOHHO-00pa30oBaTe/IbHYI0 Cpefly YHUBEpCUTeTa.

13.2. MarepuanbHO-TeXHHYeCKoe ofecnedyeHne JUCIMITIMHBI /IS JIUI| C OTPaHUYeHHbIMH
BO3MO)XHOCTAIMH 30POBbS

OcBoenue JuCHUIIIMHBI ulaMu ¢ OB3 ocyliecTB/sieTcsi C UCIOb30BaHUEM CpeJiCTB 00ydeHust
00111ero U CrielMasbHOTO Ha3HAYEHHUS].

[Mlpy oOyyeHUM CTyIE€HTOB C HapyLIeHUsIMM CJIyXa TIPeAyCMOTPEeHO HCIO/Ib30BaHUe
3BYKOYCW/IMBAIOILleH anmnaparypbl, MY/JbTUMEAUWHBIX CPeACTB U [JPYTMX TeXHUYeCKUX CpeJCTB
nipyveMa/mepesjaui yueOHoN MH(pOpMaIMK B AOCTYIHBIX (opMax Jjisi CTYAeHTOB C HapyIlIeHUsIMU CJTyXa,
MOOUIBHOW CHUCTeMBbI OOyueHUsI [jisi CTYJe€HTOB C WHBAJMJHOCTBIO, TOPTaTUBHOM WHYKLMOHHOMN
cucTeMbl. YueOHasi ayJUTOpUsi, B KOTOPOM 00yuaroTCsi CTy[eHThbl C HapylleHWeM cjiyxXa, ob6opynoBaHa
KOMIBIOTEDHOW TEXHUKOM, ay[JMOTEXHUKOW, BUJEOTEXHUKOW, 37IeKTPOHHOW [OCKOW, MY/IbTUMEOUNHON
CUCTEMOM.

[lpu obyueHWH CTy[E€HTOB € HapyIIeHHSIMM 3PeHUAMH I[IPeyCMOTPEHO WCIIONb30BaHHE B
JIeKIIMOHHBIX 1 yueOHBIX ayIUTOPUSIX BO3MOXKHOCTH TIPOCMOTPA y/la/eHHbIX 00beKTOB (HarpuMep, TeKCTa
Ha [JOCKe WY CJ1aii/ia Ha 3KpaHe) MpU MOMOILIY BUZeOyBeInunTeNel /1715 yJaJleHHOro MpocMoTpa.

[Tpu 00yyeHHH CTY[JEHTOB C HapylLIeHUSIMH ONOPHO-/BUraTe/IbHOrO anmapara HCIo/b3yHTCS
asbTepHaTHBHbIe yCTPOMCTBA BBOZA MH(OPMAaLMM U [pyryve TexHUUecKue Cpe/CcTBa MpHema/repefadyut
yueOHOI MH(pOpPMAaLMK B JOCTYIHBIX (opMax AJisi CTYeHTOB C HapylLIeHUsMUA OTMOPHO-ABUraTebHOTO
anrapara, MOOM/IbHOM CHCTeMbI 00yUeHHUs /171s1 JIFOZiel C MHBAIMHOCTBIO.

14. ®oHJ OLeHOYHBIX CPEACTB

14.1. OcHoBHBIe TPpeOoBaHUs K (OHAY OLIEHOUYHBIX CPEACTB M METOAHMUECKHE PeKOMeHaluu
@®OoH/, OLEHOYHBIX CpEe/ICTB W TUIIOBbIe KOHTPOJIbHbIE 3aJjaHUsi, WCIIO/b3yeMble [Ji OLIeHKU
c(hOpMUPOBAaHHOCTM W OCBOEHUs 3aKpeIUIeHHbIX 3a AUCIUIUIMHOW KOMIIETeHLIUM TMpH IPOBeJeHUH
TEeKYII[eH, TTPOMEeKYTOUHOM aTTeCTal[|| I10 JUCIIUTIIMHE TIPHUBE/IeH B MPUIOXKeHUH K paboueli mporpaMme.

14.2 Tpe6oBaHus K (poHAY OLIEHOUHBIX CPe/ICTB /AJIfA JIUI] C OrPaHHYeHHBIMH BO3MO)KHOCTAMH
310pPOBbA
[ CTy#eHTOB C WHBAIUJHOCTBIO TIPeAYCMOTPEHBI [OTIOJTHUTEe/bHbIe OlleHOYHbIe CpeJCTBa,
riepeueHb KOTOPBIX yKa3aH B Tabmuile.
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Tabnuna 14 — Jlono/iHUTEeTbHBIE CPE/ICTBA OL[eHUBAHUSA

Kareropum ctyzseHToB

Buibl 10MO/THUTE/TBHBIX OIJEHOUHBIX
CpeACcTB

AJIA CTYA€HTOB C UHBA/INJHOCTBIO

®dopMbI KOHTPOJISI U OLIEHKH
pe3ynbTaTtoB 00yUeHust

C HapylieHUAMU
clyxa

TecTbl, MUCbMEHHBIE CAMOCTOSITE/IbHbBIE
paboThI, BOTIPOCHI K 3aUeTy,
KOHTPOJIbHBIE PabOTHI

[Tpeumyl1ieCTBEHHO TMCbMEHHas!
TIpOBepKa

C HapylieHusIMU
3peHus

CobecezoBaHue 110 BOIIPOCaM K 3auerTy,
OTpOC T10 TePMHUHAM

[TpenMy11jeCTBEHHO YCTHAas! TPOBepKa
(MHOVBUYaTbHO)

C Hapy1lieHUsAMU
OIOpPHO-
JIBATaTe/IbHOr0
anrapara

PelieHue JUCTaHLMOHHBIX TECTOB,
KOHTDOJIbHBIE PabOThI, MMCbMEeHHbIe
caMocCTosTe/IbHbIe Pab0ThI, BOMPOCHI K
3ayeTy

[TpenMy111eCTBEHHO AUCTAHL[MOHHBIMU
MeTOoZaMU

C orpaHUUeHHUSIMU TI0
o01TIeMe TUI[UHCKAM
MOKa3aHUsIM

TecTbl, MMCbMEHHbBIE CAMOCTOSITE/TbHBIE
paboTkI, BOTIPOCHI K 3a4eTy,
KOHTDOJIbHBIE PA0OThI, YCTHBIE OTBETHI

[TpermMy11iecTBeHHO poBepKa
MeTO/|JaMH, UCXO/Isl U3 COCTOSTHUS
obyuarolierocsi Ha MOMEHT ITPOBEPKU

14.3 MeToguuecke peKOMeHJalMy 110 OL{eHOYHBIM CPeACTBaM JJIf JIUL] C OrPAaHUYeHHBIMH
BO3MO)XHOCTSIMH 3/{0POBbSI

Ons crynentoB ¢ OB3 mipegycMmarpuBaeTcst AOCTynHas ¢opma TIpeoCTaB/ieHusl 3aaHui
OLIEHOUHBIX CPe/ICTB, 8 UMEHHO:

B reuaTHol dopme;

B TleyaTHOU (hopMe C yBeJTMUeHHbIM LIpU(TOM;
B (hopMe 3/1eKTPOHHOTO [JOKYMEHTa;

METO/IOM UTeHHsI aCCUCTEHTOM 3a/jaHus! BCIYX;
Ipe/loCTaB/IeHHe 3a/laHusl C UCIIOIb30BaHKeM CypZoIepeBoza.

CTyzeHTaM C MHBa/MJHOCTBHIO YBe/IWYMBAeTCs BpeMsi Ha IMOATOTOBKY OTBETOB Ha KOHTPOJIbHBIE
BOMPOCKL. [/1s1 TakKuX CTy[AeHTOB TpeJyCcMaTpUBaeTCsl AOCTyMHas opma MpefoCTaBieHus OTBETOB Ha

3a/laHHs, a MMEHHO:

MMMCbMEHHO Ha Oymare;

HabOp OTBETOB Ha KOMITBIOTEPE;
HabOp OTBETOB C MCI0/Ib30BaHWEM YC/IyT aCCUCTEHTa;
Tipe/iCTaB/ieHre OTBETOB YCTHO.

[Tpoljeaypa oljeHMBaHUSI pe3y/bTaTOB 00yueHUs WHBAJWJOB M0 AUCLUIUIMHE TIpeaycMaTpuBaeT
nipefjocTaByieHre nHGopMalu B hopMax, aZlalTHPOBAHHBIX K OTPaHUYEeHUSIM UX 3[J0POBbsI U BOCTIPUSITHUS

MH(pOpMaLu:

Jiisi u1y ¢ HapyLIeHUusIMM 3peHus:

B (hopMe 3/1IeKTPOHHOI'0 JOKYMEHTa;
B [1eyaTHOW (hopMe yBe/IMYeHHbIM IIPU(PTOM.

Jnis 1 ¢ HapylIeHUusIMM cJTyXa:

B (hopMe 3/IeKTPOHHOTO JOKYMEHTa;
B IeyaTHOU (popme.

Jis M1 ¢ HapylleHUsIMHM ONOPHO-ABHraTe/IbHOI0 anmnapara:

B (hopMe 3/IeKTPOHHOTO I0KYMEHTa;
B MeyaTHOU (popme.

[Tpu HeoOXOAMMOCTH /17151 0OYUArOIUXCSI C UHBAIMHOCTBIO TPOIe/lypa OIleHWBaHUs Pe3y/ibTaToB
00yueHUs1 MOXKEeT MPOBOJJUTHCSI B HECKOJIBKO 3TarloB.
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IIpunoxenue 1
MMWHHUCTEPCTBO OBPA3BOBAHUA U HAYKUA P®
deepanbHOE roCyapCcTBeHHOE 0I0/)KeTHOe 00pa3oBaTe/ibHOE yUpeX/eHHe BbICIIero 06pa3oBaHus

«TOMCKU TOCYOAPCTBEHHBIN YHUBEPCUTET CUCTEM
YITPABJIEHUA 11 PAIVNOSJIEKTPOHUKW »

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

®OH/T OIITEHOUHBIX CPE/ICTB IO YYEFHOU JIMCLIMTIJIMHE
JlokyMeHTaHOHHOe o0ecrieyeHue /iesATe/IbHOCTH COLHATBHOr0 padoTHHKA

YpoBeHb 00pa30oBaHus: BbICIIee 00pa3oBaHue - DaKa/laBpHaT
Hamnpagnienne nmoarotoBku (crierjianbHOCTD): 39.03.02 ConpanbHasa padora
HaripaBnenHocts (mpo¢uns): ConuanbsHas padora

dopma obyueHUs: OUHAsA

®akysnbreT: I'®, 'yManuTapHbii pakynsTer

Kadenpa: UCP, Kadeapa ucropuu U conjua/IbHOH padoThI

Kypc: 4

Cemecrtp: 7

YuebHbIi 171aH Habopa 2014 roga

Pa3paboTumku:
— JIOLIeHT, KaHz. UcT. Hayk Kad. ICP Ka3akesuu JI. U.

3aueT: 7 cemecCTp

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 mno gucuuividHe (TNpakTUKe) WCIOMb3yeTCsl TPU MPOBEAEHUM 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

Kopg, @opMy/IMpOBKa KOMITeTeHL|UU Otarbl opMHUPOBaHUST KOMIIETEHITUM

OIlK-4 CTI0COOHOCTBIO UCIT0/Ib30BaTh OCHOBHbBIE [o/mKeH 3HaTh - HOPMaTUBHYIO 0a3y
METO/IbI, CTIOCOOBI U CPe/ICTBA MOy UeHHS, Jlesiorpou3Bo/cTBa B PO - npasuiia
XpaHeHus1, lepepaboTKu UH(GOpPMaLMY, HaBbIKK | JOKYMEHTHPOBaHUs UH(GOpPMALIUK U
paboThI C KOMITEIOTEPOM KaK Cpe/iCTBOM JIOKyMeHT0000pOTa - 0CHOBHBIE KaTeropuu
ynpaB/jeHusi UHQopMalyel, B TOM UWCJIe B Y TIOHATHUSA JOKYMEHTaL[MOHHOIO
HH($OPMaI[MOHHO-KOMMYHUKALIMOHHOW CeTH obecrieueHust 1eSITeTBHOCTH COLIUATLHOTO
"uTtepHet" paboOTHMKA U COLIMA/ILHOTO yTIPABIeHUS -

OCHOBBI CTaHJAPTU3aLUY B
JOKyMeHTal[MOHHOM 00ecriedeHun
JieTeIbHOCTH COL[MA/TBHOTO PabOTHHKa;
[lo/mKeH yMeTb COCTaB/IATh, 00pabaThiBaTh,
XPaHUTD U 3allUIIaTh JOKYMEHTHI U
COZlep’Kallyrocsi B HUX UH(OPMALIUIO;
oyokeH Biia/ieTb HaBBIKAMU PabOTHI €
KOMITBFOTOPOM KaK CPeZICTBOM YTIpaB/IeHUs
VMH(OopMaLieil, B TOM YMCJie B
rH(}OpMaI[MOHHO-KOMMYHUKaI[MOHHOU
cetu «/IHTEpHETY. ;

OO1e XapakTepPUCTUKH TOKa3aTeseld ¥ KPUTEPUEB OLI€EHWUBAHUS KOMITETEHIIMM Ha BCEX 3Tarax
TIpUBe/IeHbI B TaO/HIe 2.
Tabnuiia 2 — OO61iMe XapaKTepHUCTUKY TI0Ka3aTe/iell U KpUTepueB OLleHUBaHUS KOMIIETEeHLIMH 110 3Taram

ITokasarenu u
3HaTb YMmeTb Bnagets
KPUTEPUH
OtmuHo (BeicoKuH | ObnazmaeT dakTrueckumu | ObaaeT fuarna3oHOM KouTponupyet paborty,
YPOBEHb) Y TEOpeTHUEeCKUMHU MPAaKTUYeCKUX YMEeHUH, TIPOBOZIUT OLIEHKY,
3HAHUSIMH B TIpe/iesiax TpeOyeMbIX /JIsi Da3BUTHS | COBEPILEHCTBYET AeHCTBHUS
r3yuaemMoi 06/1acTu C TBOPUECKHX pelleHHH, paboThI
TIOHUMaHWeM TPaHUI] abcTparupoBaHUst
MIPUMEHUMOCTH nipobeM
Xoportio (6a30Bbiii | 3HaeT (GakThl, NPpUHIUIEL, |O6MagaeT qUara3oHOM bepeT 0TBeTCTBEHHOCTh 3a
yPOBEHb) TIpOLIeCChl, 00IIHe TIPaKTHUUeCKUX YMEHUH, 3aBepllIeHNe 3a/1au B
TIOHSATHS B Mpejienax TpeOyeMbIX /Jisl pellleHus1 | UCC/ie/JOBaHUH,
n3yyaeMoi obacTu orpeZie/IeHHBIX TIP00JIeM B | IPUCTIOCabIMBaeT CBOe
obsiacTu Uccie[OBaHus TioBe/ieHue K
00CTOsITENTHCTBAM B
pelieHUH pobiem
YnosnetBopuTenbH | ObOnazaeT 6a30BbIMU OO6saiaeT 0CHOBHBIMU Paboraet npu rpsiMomM
0 (TTIOpOTroBBIi OOIIMMH 3HAHUSIMU yMeHUsIMU, TpeOyeMbIMU | HaO/TFOIeHUH
yPOBEHb) 7151 BBITIOJTHEHHST TIPOCTBIX
3ajay
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Tabmuia 3 — Orarbl

2 Peanu3anusi KOMIIeTeHI[UH

2.1 Komnerenuusa OIIK-4

OTIK-4: crocoGHOCThIO MCITOb30BaTh OCHOBHBIE METOABI, CIIOCOOBI M CpPEe/CTBA TOTYYEHHUs,
XpaHeHUs], 1epepaboTKu WHGOPMAaIMK, HaBbIKK pabOThl C KOMITBIOTEPOM KaK CPeJCTBOM YIIpaBJeHHs
vH(popMalel, B TOM Yic/ie B MHPOPMallJMOHHO-KOMMYHUKAaLMOHHOM ceTH "VIHTepHeT".

st popmMHUpOBaHMST KOMITETEHL[UM HEOOXOAMMO OCYIL[eCTBUTh Psifi 3TANoB. DTarnbl JOPMUPOBAHUS
KOMITeTEHLIMM, TIpUMEHsieMble /Ui 3TOr0 BUJbl 3aHATUA U HCIIO/b3yeMble CpPeACTBa OLeHWUBAHMS
npe/icTaB/ieHbl B Taburie 3.
OpPMUPOBaHUs KOMITeTeHL[MY U UCII0/Ib3yeMble Cpe/iCTBa OLleHUBaHUsA

JOKyMEHTaIL[MOHHOTO
obecrieueHust
JlesiTe/TbHOCTH
COLIMa/IbHOTO PabOTHHKA B
P®, ocHOBHBIE MeTO/bI,
CrocoObI ¥ Cpe/iCTBa
royueHust MHGopmaLuu,
npaBu/ia
JOKyMEHTHDPOBAHUS
vHbopMaluu U
JIOKyMeHT0000poTa,
OCHOBHBIE KaTeropuu u
TIOHSITUS
JOKyMEeHTAaL[IOHHOTO
obecrieueHust
JlesITe/IbHOCTH
COL[Ma/IbHOTO PabOTHUKA U
COLIMA/IbHOTO YIIPaB/IeHUS

obpabaTbIBaTh, XpaHUTh U
3aIIWIIaTh JOKYMEHThI 1
COZiep>Kallyocsi B HUX
vH(bopMalio

CocraB 3HaTb YmeTb Bnagets
CopeprkaHue [okeH 3HaTh HomkeH ymMeTb HokeH BnaseThb
3TaroB HOPMAaTHBHYO 0a3y COCTaBJISATh, MOTyYarh, HaBbIKaMU paboThI C

KOMITBFOTOPOM KakK
Cpe/iCTBOM YIIpaBJIeHUs
vH(opmaluel, B ToM
yucsie B UHPOpMaLOH-
HO-KOMMYHUKaLIMOHHOM!
cetu «VIHTEpHET»

Bubl 3aHaTHM

* [lpakTnueckue
3aHATHUS;

* Jlekuuu;

* CamocTosiTesbHas
pabora;

* [lpakTuueckue
3aHATHUS;

* Jlekuuuy;

* CamocTosiTe/ibHast
pabora;

e (CamocTosiTe/IbHas
paborta;

Vcnonb3yeMble * KoutposbHas pabota; | * KoHTposnbHast pabora; | ¢ 3auert;
Cpe/CcTBa * Omnpoc Ha 3aHATUAIX; * Orpoc Ha 3aHATHUSX;
OLleHMBaHUS » Tecr; * Tecr;
e 3auert; * 3auer;

dopMy/nMpoBKa TOKa3aTesield M KpUTepPUeB OLleHUBAHUS [JaHHOW KOMITeTeHI[MM TIpuBe/ieHa B
Tabmumie 4.
Tabsmuria 4 — TTokasaTes U KpUTEPUU OLIEHUBAHUST KOMIIETEHI[UM Ha 3Tarax

CocraB 3HaThb Y™meTb Bnagets
OT1mnyHO * (O6nasaet 3HaHHUEM * O6nagaet ymeHrEM * Bnaseer HaBBIKAMH

(BbICOKMI YPOBEHB)

OCHOBHBIX METO/IOB,
Crioco00B U CpeJCcTB
TIO/TyYeHuUsl, XpaHeHus],
riepepaboOTKH
uHpopmaLmu. 3HaeT, UTo
JOKYMEHTBI C
3a(MKCMPOBAHHOM Ha

WCII0/Ib30BaTh OCHOBHbBIE
METO/IbI, CITOCOOBI U
Cpe[CTBa TIO/TyueHus],
XpaHeHus1, mepepaboTKu
uHpopmauu. Obnazaer
YMEHHEM MCIT0/Tb30BaTh
HOPMaTHBHYIO 6a3y,

PabOoThI C KOMITEIOTOPOM
KaK CpeZICTBOM CO3/IaHUsI
pa3/IMYHbIX JOKYMEH-TOB,
Be/IeHUST [1e/I0BOM
TNepernucKy, rmpexsje
BCETO0 C TIOMOII[BIO
3JIeKTPOH-HOU MOYTHI B
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HUX UHbOpPMaluel Bo
BCEM UX MHOroo0pasuu
WUTPAlOT BaXXHYO POJib B
JKU3HU 0011]eCTBa, JIFOO0i
OpraHHu3aIyy,
yupexXJieHus: U
OT/Ie/TbHOTO YesioBeKa.
OO6/aiaeT 3HaHUEM, UTO
cdepa e/10npor3BO/ICTBA
CTpOro
peryiaMeHTHpOBaHa
Koncturyuueii PO,
(hegepanbHBIMU
3akoHamu, 'OCTamu u

AP

pa3paboTaHHyto B PO
TIPUMEeHUTeHHO K chepe
JOKYMEHTHPOBAHUS U
JOKyMeH-To000pOTa U Ha
3TON OCHOBE MOXKeT
KODPEKTHO COCTaBUTh
JIOKYMEHT U 00eCIeunTh
JIOKyMeHT0000poT;

r“H(opMalI[MOHHO-
KOMMYHUKAI[MOHHOMN
cetu «MITHTEDHETY. ;

Xoporuo (6a30Bblii | ¢ 3HaeT OCHOBHbIE * YMeeT COOTHeCTH * Beper
yPOBEHb) METO/IbI, CTIOCOOBI ¥ pas3/yHble JOKYMEHTbI U | OTBETCTBEHHOCTL 3a
Cpe/iCTBa IOy UeHus, WX HOPMaTHUBHOE TMIO/ITOTOBJIEHHBIE
XpaHeHus1, mepepaboTKu | obecrieueHue; CaMOCTOSITE/TEHO
WH(OpPMaIUH, TTpaBUIa JIOKYMEHTBI, a TakKe 3a
JIOKyMeHTUPOBaHUSI anropyUTM JIeHiCTBUM C
UH(pOPMaLIUU U BHYTPEHHUMH,
JIOKyMeHT0000pOoTa, CO3JaHHBIMU WU
OCHOBHBIE KaTeTOPUH U TO/Ty YeHHbIMU
TIOHSITHUSI JIOKyMeHTaMu;
J1eJI0TIPOM3BO/ICTRA,
CTPYKTYPY ¥ QyHKIMU
roZipasieNieHui
J1eJI0TPOX3BO/ICTBA;
YnosnetBopuTebH | ¢ O6sagaet 6a30BEIMU » OO6mazaet oOCHOBHBIMHU | ¢ BazieeT HaBbIKaMH
0 (TIOpOroBEI OOIIIMMH 3HAHUSIMH; yMeHUsIMU B paboTe C paboThl B
YPOBeHb) BHYTPE€HHHMMU, MH(OPMaLMOHHO-
BXOJSIIIMU U KOMMYHHKAI[MOHHOU
HUCXOOAIUMU cetu «/IHTEpHET».;
JIOKyMeHTaMH;

3 TumnoBsbie KOHTPOJ/IbHbIE 3d/1dHUA
,Z[]'IFI pear3alidi BbIIIeIrIepeyrCc/JIeHHbIX 3ad4 06yquI/1;1 HCII0/JIBb3YOTCA TUIIOBbIE KOHTPOJIBHBIE
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3a/laHUsI WK WHBbIe MaTepHhasibl, HeOOXOAWMbIe /i1 OLIeHKU 3HaHWM, YMEHHH, HaBBbIKOB W (W/IH) OIbITa
JesITeTbHOCTH, XapaKTepU3YIOIMX 3Tarnbl (OPMUPOBAHUS KOMITETEHLIMA B TIPOLIECCE OCBOEHHUS
oOpa3oBaTe/IbHOM TPOrPaMMBI, B C/IEAYIOIIEM COCTaBe.

3.1 TecToBbIe 3afaHuA

— 1. PekBU3UT [JOKyMeHTa - 3TO: BblOepuTe ofMiH M3 5 BapyuaHTOB OTBeTa: 1) o0s3aTenbHBIN
3/1eMeHT 0hOpMJIeHUsS AOKyMeHTa; 2) uacTb Ciy)kKeOHoro nucbma; 3) (upmeHHbIN OsaHK; 4) o6y
6n1aHK; 5) O6/1aHK CTeI[UabHOTO J0KyMeHTa. 2. [1e/I0npon3BO/ICTBO - 3TO: BbiOepuTe ofvH 13 5 BapUaHTOB
oTtBeta: 1) cucTema XpaHeHUs AOKYMEHTOB; 2) COCTaB/eHUWEe [OKYMEHTOB; 3) [OKyMEHTHUPOBaHUe U
opraHu3aiusi paboTel C JOKyMeHTaMH; 4) JIOKYMEeHTHI 0 OJHOMY BOIIPOCY, TOAIIWTHIE B TMarky; 5)
CUCTeMa perucTpaluu [JOKYMeHTOB. 3. BO3MOXXHBIM HavMeHOBaHHWEM CTPYKTYPHOIO MOZpa3ze/eHus
cnyx6e1 [IOY He siBiisieTcsi Beibepute ofyH M3 5 BapUaHTOB OTBeTa: 1) yIipaB/ieHue fe/iamu; 2) o0
otaen; 3) KaHuUensipusi; 4) cekperapuar; 5) OTHen KaApoB. 4. 3aKOHUMTe Hauaroe Tpe/JioyKeHHue:
okymeHTO0O0POT - 3TO [BM)KEeHHE JOKYMEHTOB B OpraHU3al[ii C MOMEHTA UX CO3JaHUsI WU TT0/TyUeHUst
no: Bribepute onvH U3 4 BapuHaHTOB OTBeTa: 1) mepejaud Ha WCTIONHEHWe; 2) TIOAIIMBKUA B Zieo; 3)
3aBepllIeHUs] UCTIOJIHeHUsI WM OTIpaBKu; 4) 10 YHUUTOXKeHWs 1o akty. 5. OpraHuszanusi paboTbl c
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JNOKyMeHTaMH - 3T0 BribeprTe ofuH U3 5 BAPHUAHTOB OTBeTa: 1) ABWKeHHe JOKyMEHTOB B OpPraHM3aliy C
MOMEHTa MX CO3[aHMsl WIH TOJyuyeHusl [0 3aBeplIeHUs] UCTIONMHEeHWsI WU OTIpaB/ieHus: 2) OpraHu3alus
JIOKyMeHT0000pOTa, XpaHeHHs ¥ UCIIO/Ib30BaHUs IOKYMEHTOB B TEKYIL[el [1esTelTbHOCTH YUPeXKIeHus. 3)
3anych MHGOPMALMM Ha Pa3/IMUHBbIX HOCUTEISIX [0 YCTaHOBJ/IEHHBIM TpaBuiaM 4) 0Tpacib [1esiTeIbHOCTH,
obecrieunBaroIiasi JOKyMEHTUPOBaHHWE W OpraHW3aLui0 paboTbl ¢ O(HUIMANbHBIMU JOKyMEHTaMH b5)
CBOMCTBO O(UIMA/NBHOTO [JOKYMeHTa, coo0lljaemMoe eMy [JeMCTBYIOL[UM 3aKOHO/aTe/TbCTBOM,
KOMIeTeHI[Meld M3/aBlIero ero opraHa M YCTaHOBJEHHbIM TOpsJKOM ero odgopmrieHus 6.
[okymeHTHUpOBaHUe - 3TO Bribepure ofWH M3 5 BapuaHTOB OTBeTa: 1) /BIWKeHUEe [IOKYMEHTOB B
OpraHu3aly C MOMeHTa X CO3[,aHUs WIN MTOJIy4YeHUs IO 3aBepIleHrs] UCIIOJIHeHUS WU OTIIpaBJieHus 2)
opraHusaius JOKyMeHT0000pOTa, XpaHeHHsI U UCIO/b30BaHUS IOKYMEHTOB B TeKylllel JesTelbHOCTU
yupexzeHusi 3) 3anuchb MH(OpMalMM Ha Pas3/MUHbIX HOCUTENSX IO YCTAaHOBJEHHBIM MpaBuiaMm 4)
OTpacib JleATeJIbHOCTH, obecrmeunBaoljasi JOKyMEHTUPOBaHHWE W  OpraHu3anui  paboTel C
ouIabHBIMU JOKyMEHTaMH 5) CBOMCTBO O(MUIMATBLHOTO IOKYMEHTa, CO00IIjaeMoe eMy /IeHCTBYIOIIUM
3aKOHOZATeNbCTBOM, KOMIETeHLMell U3/aBIlero ero OpraHa MW YCTaHOB/IEHHBIM T[IOPSJKOM €ro
odopmnenust 7. FOpupnueckass cuia JIOKyMeHTa - 3TO BwibepuTe oAuH W3 5 BapuaHTOB OTBera: 1)
[IBI)KeHHe [JOKYMEeHTOB B OpraHM3aljiM C MOMEeHTa WX CO3[aHus WM TO/yuYeHUs [0 3aBeplleHus
WCTIOJTHEHUs] WIM OTIIPaB/eHWs 2) OpraHu3auysi [JOKyMeHTOOOOpOoTa, XpaHeHWs ¥ WCIIOb30BaHUs
JIOKYMEHTOB B TeKYyIl[el JeaTebHOCTU yupeXeHus 3) 3amuch MH(POPMALMM Ha pa3/IMUHbIX HOCHUTEISIX
10 YCTAHOBJEHHBIM TMpaBUIaM 4) OTpacib JesTeNbHOCTH, ObecrieynBarommiasi JOKyMeHTHDOBAaHHE U
opraHuszaiui paboTbl € OGUIMATBEHBIMU JIOKYMEHTaMU 5) CBOMCTBO O(UIMANBHOTO JAOKYMEHTa,
coo0ijaemMoe emy [JeMCTBYIOIIMM 3aKOHOZAATe/bCTBOM, KOMITeTeHI[Mel W3[aBIlero ero opraHa u
yCTaHOBJIEHHBIM TIOPsiIKOM ero odopmienus 8. DyHKIMK JOKYMeHTOB ObIBatOT BribeprTe HeCKOJIBKO U3
5 BapWaHTOB OTBeTa: 1) mpocTele 2) ciokHbie 3) o6mme 4) WHCTPYKTHUBHBbIE 5) CrieldasnbHble 9.
HokymeHT - 3T0 Bpibepute ofuH U3 6 BapuaHTOB OTBeTa: 1) 3TO 3aruch WHGOPMALIMK HA pa3TUYHbIX
HOCHUTEe/ISIX TI0 YCTAHOBJIEHHBIM TMpaBWiaM 2) 00si3aTesibHBIN 371eMeHT OQOopMIeHHs O(UIHATBEHOTO
JOKyMeHTa 3) 3a(UKCUMpOBaHHasi Ha MarepuajbHOM HOCUTese HWH(GOPMAalLMsi C peKBHU3UTAMU,
MO3BO/ISAIOLMMU  ee HAEeHTU(ULMpPOoBaTh 4) CHUCTeMaTU3UPOBAHHBIM IepeyeHb HaUMEHOBAaHUMW e,
3aBOIMMBbIX B OpraHM3aliiM, C yKa3aHWeM CPOKOB WX XpaHeHUsl, O(OpMJ/IEHHbI B yCTaHOBJIEHHOM
TIopsiiKe 5) CBOMCTBO OHLIMATBLHOTO JOKYMeHTa, coobiiaeMoe eMy /IeHCTBYIOIIMM 3aKOHOJATEe/TECTBOM,
KOMITeTeHIMel U3[aBllero ero opraHa U yCTaHOB/EHHbIM TMOPSIZAKOM ero odopMieHHs 6) COBOKYITHOCThb
3HaHWM, HEeOOXOAWMBIX i Hajjle)Kalleil MeperucKy 1o ToproBeiM fenam 10. OcHOBOW opraHM3aliu
nenomnpon3BozcTtBa B XVIII Beke B Poccuu 6bl1 BoibepuTe oguH 13 5 BapyHaHTOB OTBeTa: 1) TIPUHIIUII
eMHOHAYa/us 2) KOJIIertasabHbIN MPUHLUN 3) MPUHLUITBI KOJ/UIETMaaIbHOTO U eIMHOIMUHOTO yTPaB/IeHUs
YeTKO He pa3rpaHUuMBaIUCh 4) aIMUHHACTPATHBHBIN MPUHLIUI 5) COIO3HBIM npuHLMN 11. KomMmepueckas
KOPpeCIoH/IeHIUsI - 3To Bribepure ofvH W3 6 BapuaHTOB OTBeTa: 1) 3TO 3amwch WHGOPMAIMK Ha
pa3/IMYHbIX HOCUTENSAX TI0 YCTAaHOBJEHHbIM TipaBUIaM 2) o0si3aTe/bHbINA 37eMeHT odopMIIeHUs
ouimanbHOrO JOKyMeHTa 3) 3auKCcHMpoBaHHas Ha MaTepuaJbHOM HOcuTesne WHGoOpMalys C
PEKBU3UTAMH, TIO3BO/SIIOLIMMHU  ee  WJeHTU(PULMpPOBaTb 4) CUCTeMaTU3UMPOBaHHBLIM IepeyeHb
HalMeHOBaHHWH [ieJl, 3aBOIMMBIX B OpraHu3aljiM, C yKa3aHWeM CPOKOB MX XpaHeHUs, O)OpPM/IEHHBIA B
YCTaHOB/IEHHOM TIOpsiIKeé 5) CBOWMCTBO OGUIMAIBHOTO /IOKYMeHTa, CoollijaeMoe emy [JelCTBYIOL[UM
3aKOHOZATeNbCTBOM, KOMIIeTeHLel M3ZaBIero ero OpraHa MW YCTaHOBJIEHHBIM IIOPSJKOM €ro
oopmieHust 6) COBOKYITHOCTb 3HaHWH, HeOOXOAUMBIX /ISl HajijlesKalllell TieperncKy 1o TOPrOBbIM JiejiaM
12. OcHOBO¥ opraHUW3aIvy [1eJI0TIPOU3BOAICTBA B MPHKa3HOU nieprof, B Poccun 6w BeibepuTe opuH U3 5
BapUaHTOB OTBeTa: 1) TMPUHLMI eJWHOHAYalusi 2) KOJJIeTUaJbHbld TPUHLMIN 3) TPUHLMIILI
KOJIJIETUA/IbBHOTO U eIUHOMYHOIO YIIpPaB/A€HUs UeTKO He pa3rpaHuuyMBauCh 4) aJMUHHCTPaTUBHBIN
TIPUHLIMIT 5) CcOr03HBIM NpuHLMN 13. OCHOBOW OpraHv3alyy [1efI0NpOX3BO/ACTBA B MUHUCTEPCKUN TTEPUO/,
B Poccuu Ob1 BeibepuTe ofvH M3 5 BapuaHTOB OTBeTa: 1) MPUHIUI eUHOHAYa/INs 2) KOJIJIerdaabHbIA
MIPUHLIUI 3) TIPUHLIMIIBI KOJJIETUAJbHOTO U €JUHOMYHOIO yTpaB/ieHHs YeTKO He pa3rpaHUuuBaIuch 4)
aJMUHUCTPATUBHBIM MNPUHLMN 5) COFO3HBbIM npuHLMN 14. CHcTeMbl OpraHU3aly [1e/10MPOM3BOACTBA
BribepuTe HeCKONMbKO W3 5 BapMaHTOB OTBeTa: 1) aJMUHUCTPATHBHbIE 2) IIeHTPa/JU30BaHHbIE 3)
KOMMepueckve 4) 4YaCTHUUHO-L|eHTa/Ju30BaHHble 5) JeLleTpanu3oBaHHble 15. [loKymeHThl 1o ¢opme
TIpeZiCTaB/IeHrs1 KnaccupULMpyroTcsi BoibeprTe HeCKOMbKO M3 8 BapMaHTOB OTBeTa: 1) UHUBHUAYa/bHbIe
2) BHyTpeHHMe 3) BHelllHUe 4) TpadapeTHble 5) pocTbie 6) coKHbIe 7) aHKeTHble 8) Tumnosble 16. ITo
IOPUIUUECKON cujie JOKYMeHThl KiaccuuuupyroTcss BribepuTe HecKoslbKO U3 5 BapuaHTOB OTBeTa: 1)
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00BIUHbIE 2) CeKpeTHbIe 3) MO/IMHHBIE 4) TIOAJIOKHBIE 5) M7 cyxeOHOTO mosib3oBanust 17. B Poccuu
OpraHbl TOCy/JapCTBEHHOM B/IaCTH OPraHU3yIOT paboTy 10 BOMPOCaM /ieJIoNPOX3BO/ICTBa uepe3 Bribepute
HEeCKOJIbKO U3 5 BapuaHTOB oTBeTa: 1) ['opoackue u nocesnkosble coBeTsl 2) ['0CyapCTBEHHYH0 apXUBHYHO
cnyx6y P® 3) Komwurer mo Hagzopy 4) Komurer P® mo crangaptusaimu 5) MunucrepctBa 18. B
ETCOOY BeIfeNSIOT Caeqylolfde HarpaBieHUs BbiOepuTe HeCKOJIbKO W3 8 BapuaHTOB OTBeta: 1)
co3faHue o01ieil MoJiesid TIOCTPOeHUs JOKyMeHTOB 2) paljoHa/IbHasi OpraHu3alius JOKyMeHToo0opoTa U
TeKylllero XxpaHeHusi fen 3) yHuUdUKalUMsg U CTaHJapTH3alvs [JOKyMEeHTOB 4) aBTOMaru3alus WU
MeXaHMu3alusi TpyAa 5) CTabWUIbHOCTH TpeOoOBaHWM K J[OKyMeHTaM 6) COKpallleHWe uuc/ia BHJOB
JOKYMEHTOB 7) SKOHOMMKA W OpraHu3aliisi Tpyza [e/I0NpOU3BO/ICTBEHHOTO MepcoHana 8) eauHoobpasue
dopm gokymenTtoB 19. OcHoBHble TNpHUHIMNBI TIpu pa3paborke YCJ Bribepute Heckonbko u3 10
BapMAHTOB OTBeTa: 1) co3maHue o01jeil Mofiesv MOCTPOeHUsT JIOKyMEeHTOB 2) palMoHa/IbHasi OpraHu3arys
JOKyMeHTO0O0OpOoTa U TeKylllero XpaHeHUsi fie/l 3) YHU(UKALMs U CTaHAapTH3alusi JOKYMeHTOB 4)
aBTOMAaTH3aIvsi U MeXaHHW3alusi TpyAa 5) CTaOWIBHOCTh TpeOOBaHM K JOKyMeHTaM 6) COKpalleHHe
yKc/ia BUJIOB JOKYMEHTOB 7) SKOHOMMKA M OpraHu3alysi Tpyza [erorpor3BOACTBEHHOIO NepcoHana 8)
equHOOOpasne ¢opm JOoKymMeHTOB 9) WH(GOPMAaTUBHOCTb, SKOHOMHUYHOCTH 10) compekeHune C
JENCTBYIOLIMMHM CUCTEMAaMM KjaacCUpUKanuu W kogupoBaHusi 20. YHUULIMpOBaHHas CUCTeMa
JOKyMeHTal[u BribepuTe onvH W3 4 BapuaHTOB oOTBeTa: 1) (dopma HOPUAMUECKOTO 3aKperuieHHs
TIpOBe/leHHON YHUGUKAIMKU 2) CUCTeMBI TOJIOXKEeHUH, Ompe/ie/sioliX OCHOBHBIe TpaBuWia paboThbl C
JOKyMeHTaMu B OpraHu3aiusx 3) COBOKYIMHOCTb B3aUMOYBSI3aHHbIX YHU(HUIMPOBAHHBIX (opM
JIOKYMeHTOB, 00ecreunBaroInX JOKYMeHTHUPOBaHHOe Tpe/iCTaB/leHre JaHHBIX B OMNpe/e/leHHbIX BHUaX
XO3HCTBEHHOUW [IeATeNIbHOCTH 4) 3aK/II0YaeTcsl B yCTAHOBJIEHWM equHooOpa3us coctaBa W (hopm
ynpaB/ieHUYeCKUX JOKYMEHTOB, (PMKCUPYIOIIUX OCYIeCTB/IeHHEe OJHOTUIIHBIX yIpaBJIeHUeCKUX (PyHKLWN
u 3amau 21. CranpapTu3aiusi JOKyMeHTOB Beibepute ofuiH w3 4 BapuaHTOB oTBeTa: 1) dopma
IOPUIMUECKOTO 3aKpervieHusl TpOBeJeHHOW YHU(UKalMKd 2) CUCTeMbl TIOJIOXKEHWM, OIpeJesistolX
OCHOBHBbIE TpaBW/Ia pabOThl C AOKyMEHTaMH B OpPraHM3alUsX 3) COBOKYITHOCTb B3aWMOYBSI3aHHBIX
yHU(DULIMPOBaHHBIX (OPM [JOKYMEHTOB, 00eCIieurBaroIuX JOKyMEeHTUPOBAHHOe TIpe/iCTaB/IeHHe JaHHBIX
B OTpe/Ie/IEHHBIX BUJIaX XO3SHUCTBEHHOU JIeITeTbHOCTH 4) 3aK/II0UaeTCsl B YCTAHOBIEHUHM eJMHO00pa3ust
coctaBa M (opM yIpaB/leHYECKUX [OKYMEHTOB, (PUKCUPYIOIIUX OCYLeCTBIeHUe OJHOTUITHBIX
yrnpaBneHdeckux GyHkuuii u 3agad 22. EI'CJOY - Bribepute oguH u3 4 BapuaHTOB oTBeta: 1) dopma
IOPUIMUECKOTO 3aKpervieHusl TpOoBeJeHHOW YHU(UKalMKd 2) CUCTEMbI TIOJIOXKEHWM, OMpeJesistoX
OCHOBHBbIE TpaBWIa paboThl C AOKyMEHTaMH B OpPraHM3alUsX 3) COBOKYITHOCTb B3aWMOYBSI3aHHBIX
yHU(DULIMPOBaHHBIX (POPM [JOKYMEHTOB, 00eCIieurBaroIuX JOKyMEeHTUPOBAHHOe TIpe/iCTaB/IeHHe JaHHBIX
B OTpe/Ie/IEHHBIX BU/IaX XO3SUCTBEHHOU JIeITeTbHOCTH 4) 3aK/TI0UaeTCs B YCTAHOBIEHUH eJMHOOOpa3ust
coctaBa M (opM yIpaB/leHYECKUX [JOKYMEHTOB, (UKCUPYIOIIMX OCYILeCTBeHUe OJHOTHITHBIX
yTpaB/ieHYe CKUX MYHKIUH U 3a7au 23. YHuduKaiys - Beibepute ofviH 13 4 BapuaHTOB OTBeTa: 1) dhopma
IOPUIMUECKOTO 3aKpervieHusl TpOBeJeHHOW YHU(UKalMKd 2) CUCTeMbl TIOJIOXKEHWM, OIpeJesistolX
OCHOBHBIE TpaBW/Ia pabOThl C AOKYMEHTaMH B OpPraHM3alUsX 3) COBOKYITHOCTb B3aWMOYBSI3aHHBIX
yHU(DULIMPOBaHHBIX (OPM [JOKYMEHTOB, 00eCIieurBaroIuX JOKyMEeHTUPOBAHHOe TIpe/iCTaB/IeHHe JaHHBIX
B OTpe/Ie/IEHHBIX BUJIaX XO3SHUCTBEHHOU JIeITeTbHOCTH 4) 3aK/II0UaeTCsl B YCTAHOBIEHUHM eJMHO00pa3ust
cocTaBa 1 (hopM yripaBieHUeCKUX JOKYMEHTOB, (PMKCUPYIOIIUX OCYyLleCTB/IeHHe

3.2 3auéT

— 1. Tlonatve U QyHKUMM AOKyMeHTa. 2. [1e/01por3BOACTBO: MOHSATHE U OpraHu3aljMOHHbIe
¢opmbl. 3. Otanbl pa3BuUTUS JenonpousBofAcTtBa B Poccum. 4. XapakTepucTMKa HOPMaTUBHO-
MeToZnueckoi 0asel fesornpon3BoAcTBa. 5. [loHsATHe pekBu3uTa AOKyMeHTa. HOpuauyeckass cuia
JOKyMeHTa. 6. YHU(UIMpOBaHHbIE CUCTEMBI JOKYMEHTALIUM: TIOHSTHe, BU/bI, TIperMyLiecTBa. 7. O01ue
npaBria 0(OpMJIeHUs] OpraHU3aljMOHHO-paclopsauTenbHbIX A0oKyMeHTOB (o 'OCT P 6.30-2003). 8.
OcobeHHOCTH $i3blKa U CTWIs OQULIMAIBHBIX JOKYMeHTOB. 9. YcTaB opraHu3alldd: TOHSITHE, BU[BI,
npaBuia cocraBneHus. 10. TpeboBanus k odopmieHHIO0 [O/DKHOCTHOM MHCTpykumu. 11. [Ipukas mo
OCHOBHOW [IeATe/IbHOCTH: TIOHATHe, TpeOOBaHUS K cocTaBieHU0 U odopmseHuto. 12. TIpaBuma
ocdopmsieHHsT pacriopsbkeHHM U ykasaHuil. 13. OcobeHHOCTH 0)OpMIIEHHsI PellleHH U MOCTaHOBIEeHHH.
14. [enoBoe MMCbMO: TIOHSITHE, BU/bI, TpeOOBaHUSA K COCTaBJIeHHIO W odopmieHuto. 15. TTporokos:
noHsiTe U TpeboBaHus K opopmiiennto. 16. ITpaBua odopmenus aktoB. 17. CripaBKa: NOHSTHE, BU/B,
npaBuia opopmiienus. 18. TpeOGoBaHusi K OQOPM/IEHHIO AOKIAZHBIX U OOBSICHUTE/NBHBIX 3arvcoK. 19.
[TpaBuna odopmienuss Tenerpamm, TenedoHorpamMm U (akca. 20. TpyaoBoil [0roBop: MOHSTHeE,
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cozep)kaHue, ripaBuia odpopmienus. 21. TpeboBanust K 0OPMIEHHIO TTPUKA30B T10 TMYHOMY COCTaBy. 22.
[MpaBuna cocraBneHusi U odopmieHHs XapakTepucTuku. 23. TexHosorusi paboTbl C oOpalleHus MU
rpakziad. 24. Oco6eHHOCTH TIOATOTOBKY JOKYMEHTOB OTpaHHUuUeHHOTro foctyra. 25. [Topsifok o6pabotku
BXO/SALUX, UCXOASIIUX U BHYTPEHHUX JOKYMeHTOB. 26. OnepaTuBHOe XpaHeHHe JOKyMeHTOB. IlpaBuia
dopmrpoBanus fien. 27. HoMmeHkiaTypa fien: TIOHATHe, BU/bl U TIOPSIOK COCTaB/ieHusl. 28. JKcrepTu3a
LEHHOCTU JOKyMeHTOB. [Topsijok nepefaun fien B apXyB WM K YHUUTOXKeHHI0. 29. [IpaBusia opopmieHust
JIOKYMEHTOB B TEKCTOBOM pefiaktope Microsoft Word u tabmmunom riporjeccope Excel. 30. TIpumenenue
CHUCTEeM 37IeKTPOHHOT0 IOKyMeHT0000pOoTa.

3.3 TemMbl OIPOCOB Ha 3aHATUAX

— Bgegenue B yueOHbIN Kypc «/loKymMeHTalioHHOe obecrieueHue /esiTe/TbHOCTH COLIMATbHOTO
pabotHuKa» IlpeamMeT AMCLUIUIMHBI «/lOKyMeHTallMOHHOe obecrieueHWe [esTeJbHOCTA COLIMAIbHOIO
paboTHuK». OCHOBHble KaTeropuu U TOHATUA. DYHKIMM [OKyMeHTa. Bugapl Knaccudukarmi
JOKyMEeHTOB. BO3HHMKHOBeHVWe U  pasBUTHe OTeYeCTBEHHOIO  [|e/IoNpOMu3BOACTBa.  PasBurue
penonpousBoactea B Poccum B IX-XVII BB.: [OKyMeHTHpOBaHMe BHEIIHEIIOJIUTUYECKUX CBSI3el
JPEBHEPYCCKOTO TOCYJApCTBa, CyAeOHBIX M TPaXKJAaHCKO-TIPABOBBIX OTHOIIeHWH. Ck/ajiblBaHUe WU
pasBUTHe IIPUKA3HOIO [e/IoNpPOU3BOACTBA. lOoCysapcTBeHHOe peryavupoBaHue [e/IoNpOoU3BOACTBA B
Poccuu B XVIII- Hauane XX BB. Co3ZjaHie HOPMaTUBHOM 0Oa3bl. MeTOAMUYECKOe M HayUHO-TEXHHUUE CKOe
obecrieuenuie cepsl gesonpousBoacTBa. Passurue aenonpoussogcersa B PCOCP / CCCP B 1917-1990 rr.
KraccoBblli xapakTep cMCTeMbl OpraHM3aliuM ynpaB/ieHus rocanrapara U genonpousBogctsa B PCOCP.
[TpodeccroHanpHas MOATOTOBKA [JOKYMEHTOBEJOB M CIIeLMalyCTOB [1eJ0NPOU3BOACTBA B COBETCKHUM
nieprozl. ITpo6sieMbl parjioHaIM3aLuy YIpaB/ieHus U Je/Ionpou3BocTBa. Pa3paboTka «l'ocynapcTBeHHON
CHCTeMBI  JIOKyMeHTallMOHHOTO  obecrieuenust  ympaenenus» (I'COOY). HopmatuBHas  6a3a
JOKYMEHTAal[MIOHHOTO 00ecrieueHus yripaB/ieHnsi B 00/1acTy coldaibHON paboTel HopMaTHBHO-TIpaBOBbIE
aKThl, perylvpyloliie OTHOLIeHUs B cC(epe [el0NPOM3BOJCTBA M apxXMBHOro Jena. Borpocel
JokymeHTUpoBaHus B KoHctutyiuu Poccuiickoit @egepaniuu, TpynoBom, ['paxkAaHCKOM U Ap. KoJeKcax
P®. depepanbhbie 3akoHbl «O6 wuHGbOpMarmy, WHGOOPMALMOHHBIX TEXHOMIOTHUSX W O 3alluTe
uHpopmarun» (2006 1), «O rocymapctBeHHOM si3bike Poccuiickon Pefepauun», «O mopsake
paccMoTpeHus oOpallieHr# rpakaan». Metoauueckye pa3paboTKu 110 Aesionpou3BoCcTBy PocapxuBa PO.
HesitenbHOCTE  BCepoccuiicKoro  Hay4YHO-MCC/Ie[0BaTe/IbCKOTO  WHCTUTYTa [JOKYMEHTOBEJeHUsl U
apxuBHOro gena (BHUMJA]). AZMUHMCTpPaTMBHAs W Yro/JOBHAas OTBETCTBEHHOCTh 3a HapyILUIeHUs B
cdepe genonpounsBoAacTBa. JJoKkymeHTHpoBaHue WHbopMaluu. TpeboBaHus K 0OPM/IEHUIO JOKYMEHTOB
B COLMa/IbHBIX yupexzaeHUsx HOpuaudeckoe sHaueHue AOKyMeHTa. IIoHATHe «pPEKBU3UT AOKYMEHTa».
YHUULMpOBaHHble CHUCTEMbI JOKyMeHTauuu. [loHaThe # BUAbI YHU(PULIMPOBAHHBIX CHUCTEM.
Crangaptusauus  fokyMeHToB. IlpaBuna odopmienuss peksusutoB. ['OCT P 6.30 - 2003
«YHU(UIMPOBaHHAsi CHUCTeMa OpraHW3aLMOHHO-PACIIOPSAUTE/IBHOM JOKyMeHTaluu. TpeboBaHWs K
oopM/IeHUIO0 JOKYMEHTOB». PeKBH3WTBHI 3aro/ioBOYHOM, cofep)kaTelbHONW U oQopmiisitolleii udacTeit
JIOKyMeHTa, TpaBwia uUx odopmieHus. [loHsiTue «OmaHK AOKymMeHTa». Buzbsl 67aHKOB. PeKBU3UTEHI
GmaHKOB, BapyMaHThI UX pacroyiokeHus. OpraHU3alOHHbIe JOKYMEHTBI: yCTaB OpraHM3aljil, OCHOBHbIE
BU/IbI, TIpaBWIa coctaBieHus. ITono)keHue 00 opraHM3al[uM, CTPYKTYPHOM TIO[pa3Zie/ieHHH, OCHOBHBIE
TpebOBaHMSI K COCTaBiaeHHIO U odopmieHH0. VIHCTPYKIMHM, AO/DKHOCTHBIE WHCTPYKLMM, OCHOBHBIE
TpeboBaHUsI K COCTaB/ieHUI0 U odopmieHnto. OpraHu3aljMOHHbIE KaJpOBble JOKYMEeHTHI (CTPYKTypa U
LITaTHasE YMC/AEHHOCTb, LITaTHOe pacnucaHue). PacrniopsiguTenbHble JOKYMeHThI. IIpykas Mo OCHOBHOM
JiesiTe/TbHOCTH, pPacriopsbkeHue, yKa3aHUe, pellleHue: TpeboBaHUsl K uX odopmienuto. MIHpopMaloHHO-
CripaBOYHble JOKyMeHTbl. [IpoTokos (MO/HBIA M KpaTKWi), BH/bl aKTOB, MpaBWla UX COCTaBIeHUS U
otopmnenusi. [lpenyokeHre Kak HWHGOPMALIMOHHO-CIIPaBOUHBINA /J10KYMeHT. [lokaafHasi U Ciay)keOHast
3alMCKY, OOBSICHUTeNbHAsl 3alvCKa, CIpaBKa M CBOAKA, 3aK/Ii0OdeHHWe U OT3bIB. JlOKyMeHTHI,
repejjaBaemble 10 KaHaslaM 3/1eKTPOCBSI3U: TejlerpaMMa, TesiepoHorpamma, tesnedakc (akc). JJoKkymeHTbI
10 JMYHOMY cocTaBy. [ToHSiITMe «mepcoHanbHbIe AaHHbIE», 00Ljasi XapaKTepUCTHKAa W 0COOeHHOCTU
pabotel Cc HuUMH. [loKyMeHTHpoBaHue paboTbl C TiepcoHasioM. KazpoBas JIOKyMeHTarus:
OpraHM3alMOHHO-TIPABOBble OKYMEHTHI (TpaBW/a BHYTPEHHEro TPYAOBOIO pacIopsifika, TPYAOBOM
JI0TOBOD), TIepCOHa/IbHasA JOKyMeHTaLus (TpyZoBasi KHYKKA, IMYHbIM JTUCTOK 10 yUeTy KaJpoB, pe3loMe 1
XapaKTepuCTHKa, aBTobuorpadwusi). PacropsiavTenbHas KaZpoBasi OKYMeHTalysl — MPHUKa3 10 JINYHOMY
coctaBy. Pabota c obpareHusIMU TpakZiaH — >Kaso0bl, 3asBIeHUs, TIPeAIoKeHUs. [lesoBasi mepernucka.
Knaccudukaiyss fenoBeIX MHCEM: TMHCBMO-TIPOCkDa, 3arpoc, OTBeT, oOpalleHue, IOATBEPKAeHHe,
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u3BelljeHre, COooOIeHre, TIpUIVIallieHre, HallOMHUHaHWe, TpeOoBaHue, 01aroJapHOCTb, I03[paBIeHHe.
VHdopmalioHHOe MUCbMO, rapaHTUMHOe MUChMO. SI3BIK U CTU/Ib OQULIMAILHOMN [1e/I0BOM TepernucKu:
0C00eHHOCTH O(UIMANTBLHO-/Ie/IOBOT0 CTHJ/IS, TIpaBW/Ia HANMCAHUS COKpAllleHWd CJIOB, Ha3BaHWH,
YUC/UTEeNbHBIX U [Ip. JOKyMeHTbI orpaHuueHHoro foctyra. [Ipobiema nHbopMalioHHOM 6e30macHOCTH
Y 3alllyiThl MH(POPMAIIMOHHBIX pPeCypCOB. YPOBHU KOH(UAEHLMATLHOCTU WH(OpMALUU, Ha3HaueHue U
THUIbI KOHPUAEHIMaIbHBIX JOKYMeHTOB. @efiepa/ibHbIi 3akoH «O rocysapcTBeHHol TaviHe» (1993 1), ero
OCHOBHBbIe TI0/I0XKeHUsI U 3HaueHusi. CocTaB/ieHre U U3rOTOB/IeHNe JOKYMEHTOB OTPaHUUeHHOro JJOCTyTIa.
[Mopsinok paboThl HUCTIONHUTENeH C AOKyMeHTaMH OrpaHuuYeHHOro Joctyra. OpraHu3aiusi CiyKObl
JOKYMEHTAaI[HOHHOTO obecrieueHus ympaBieHus. TexHomorus paboTtel C  gokymeHTamu OOiue
TpeboBaHusi. OpraHu3aloHHbIe (POPMBI C/TYKO: LieHTpaIu30BaHHas1, JelleHTpali30BaHHasl, CMelllaHHasl.
TuroBble OpraHW3aIlMOHHBIE CTPYKTYPBI: YIIpaBJIeHWE Je/laMH, KaHIle/nspusi, OOIIUi OT/en, CceKpeTapb
yupexxaeHusi. 3afaud U QYyHKLUH CIyObl Jeornpor3BocTBa. HopmaTuBHas persiaMeHTal[usi C/Ty»KObI
JIeJIONPOU3BO/ICTBA. PaboTa ¢ BXOASIMIMMH, HUCXOASAIMMU WM BHYTPEHHUMH [JOKYMEHTaMH: STarlbl
00paboTky, Topsiiok paboThl. Perucrpaiusi JokymeHTOB. DOpMBbI M BUABI peructpaiuu. KaproTekw,
MEeTOAMKM WX CO3[jaHusi W TpuMeHeHus. [JOKyMeHThbI, He TOjjexKalue peructpauyd. KoHTposb
UCTIONIHEHUS] OKyMeHTOB. Llesib ¥ ypOBHM KOHTpOJs Haj JokyMmeHTarueil. CpOKM MCIO/HEHUS
NoKyMeHTOB. [TocTaHOBKa Ha KOHTPOJIb, TIPOBEPKAa X0/la UCTOMHeHUsl AoKyMeHTOB. CucTemarv3auus 1
XpaHeHUe JoKymMeHTOB CucTeMaTH3allysl U XpaHeHHe JoKyMeHTOB. OrepaThBHOe XpaHeHue J0KYMeHTOB.
O6mue mpuHOUITBI (opMupoBaHus fen. HomeHKnaTypa [esl OpraHd3aljid: TIOHSTHE «HOMEHK/aTypa
Jemn» W Lend ee co3JaHus. TUMOBble U TpUMepHble HOMeHK/aTypbl. IlopsiloK cocTaBieHus
HOMEHK/IaTypbl Jlesl. JKCrepTu3a I1[eHHOCTH [JOoKymMeHTOB. OlleHKa 3HAUMMOCTH JOKYMEHTOB U
oripeJiesieHle CPOKOB xpaHeHus1. [ToAroToBKa fien K nepeziaue B apxuB. OdopmiieHre JOKYMEHTOB U fiefT K
YHAUTOXKEeHUI0. KOMITbI0OTOPHASI TIOITOTOBKA ZIOKyMeHTOB. [IoKyMeHT0060pOT Ha KoMITbioTope OCHOBHBIE
3Tarbl KOMITbIOTOPHOM TIOJTOTOBKM JOKYMEHTOB B TeKCTOBOM pefakrope Word: Habop TeKcTa, ero
pemaktupoBaHre U (opmarrpoBaHue. Pabora ¢ fgokymeHTamy B TabmmuHoMm mipoueccope Excel.
Vicnionb3oBaHWe 3/eKTPOHHOUM Tabmuibl Kak ¢opMbl BefieHHs1 oTueTHOCTH. CraTthcThueckasi obpaboTka
JMaHHbIX. CHCTeMa JIEKTPOHHOTO JOKyMeHTooOopoTa. CucTeMa 37eKTPOHHON PerucTpaliu JOKYMEHTOB
Y KOHTDOJISI UCTIO/THEeHUs1. ABTOMaTU3UPOBaHHasi CCTeMa B OpraHU3al[iH IBWKeHHUsl JOKYMEHTOB BHYTPU
yupexxeHusi. Cuctema 371eKTPOHHOTO apXUBHOTO XpaHeHUs JOKYMeHTOB. DJieKTPOHHasl rouTa U Internet.

3.4 TeMbI KOHTPO/IbHBIX padoT
— . IlpaBuna odopmieHuss peKBU3UTOB «Agjpecar», «llogmuce». 2. TexHonorus
JOKyMeHT0000pOTa B yUpeX/eHUsIX U OpraHu3ariusx.

4 MeToanuecKue Marepuasibl
[nst obecrieuenus: npotiecca oOyueHMst U pelleHus 3afiau 0Oy4yeHUs! UCIOb3YHOTCSl CeAyHoLue
MaTepuaJbl:
— MeTOAMYeCKHe Marepuasbl, OMpefessolie TMpoLeJypbl OLIeHWBaHUSl 3HaHWM, YMEeHUH,
HaBbIKOB U (W/IM) OMbITa [esTebHOCTH, XapaKTepU3YHOL[UX 3Tarbl (POpP-MUPOBAHHSI KOMIIETEHLUMH,
cornacHo 1. 12 paboyeii MporpaMMel.

4.1. OcHoBHas 1uTeparypa
1. Kysneuo M. H. [JokymeHTalMOoHHOe obecrieueHure YIIpaBjieHUs U [1eJIOTIPOW3BO/ICTBO:
yuebHUK 7151 6akanaBpos / Y. H. Ky3uenos. (I'pud MunobpHayku P®) — M.: U3garensctBo FOpaiit; N/
FOpaiiT, 2012. — 576 c. (Hamuue B 6nbmoTeke TYCYP - 26 3k3.)

4.2. lonoiHMTe/IbHAA IMTepaTrypa
1. KupcanoBa M. B. CoBpeMeHHOe [e/I0NIPOM3BOACTBO: YueOHoe mocobue. 4-e uzg. (['pud
Muno6pHayku P®) — M.: UHOPA-M, 2011. — 312 c. (Hasmmuue B 6ubmioreke TYCYP - 8 3k3.)
2. [lenoripou3BOJCTBO B coluanbHOM paborte. Yacts I: YueGHoe mocobue [ CTyIeHTOB
HarpaB/ieHUs] TIOATOTOBKU OakanaBpoB «ColuanbHas pabota» / Kasakesuu JI. U. - 2016. 148 c.
[DnekTpoHHsIM pecypc] - Pexxum goctyma: https://edu.tusur.ru/publications/6520, cBo60oAHBIH.

4.3. Obsa3aTebHBbIE YUe0HO-MeTOqHYEeCKHe MoCo0us
1. [denompousBoAcTBO: YueOHO-MeToAWYeCcKOe Mocobue s MpPaKTHUeCKOW TOATOTOBKUA /
Kazakeeuu JI. WM. - 2017. 21 c¢. [DnekrpoHHbld pecypc] - Pexum  pgocrtyna:
https://edu.tusur.ru/publications/6757, cBOOOAHBIA.
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2. Meroguuecke  peKOMeHJAllMd [0  CaMOCTOSATeIbHOM  paboTe  CTY[IEHTOB  BCeX
CrelMa/IbHOCTeM W Hampab/ieHuM: YdeOHO-MeToguueckoe rocobue / Kasakesuu JI. M. - 2016. 15 c.
[DnekTponHbIii pecypc] - Pexkum goctyma: https://edu.tusur.ru/publications/6050, cBoOGOAHBIH.

4.4. Ba3bl JaHHBIX, TH(POPMAI[HOHHO CIPABOYHbIE M TOMCKOBBIE CHCTeMbI
1. edu.tusur.ru
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