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 obyueHUs: 3a04Has

dakysnbreT: 3UuB®, 3a0uHbIi U BeuepHUH (paKy/IbTeT

Kadenpa: ICP, Kadeapa ucropuu U confua/ibHOMH padoThl

Kypc: 4

Cemectp: 8

YuebOHbIi 11aH Habopa 2013 roza

Pacripesenenue pabouyero BpeMeHH

Ne Bubl yueOHOM JesiTeTbHOCTH 8 cemecTp Bcero EayHuiib
1 Jlekuuu 6 6 yacoB
2 [IpakTryeckue 3aHATHA 8 8 4acoB
3 Bcero ayquTOpHbIX 3aHATUI 14 14 4yacoB
4 W3 HUX B UHTepaKTUBHOU (opme 4 4 4acoB
5 CamocrosiTesibHasi paboTa 157 157 4acoB
6 Bcero (6e3 3x3ameHa) 171 171 4yacoB
7 [ToaroroBka u caua 3K3aMeHa 9 9 4yacoB
8 OO011jast TPYZ0EMKOCTh 180 180 YyacoB
5.0 5.0 3.E

KoHtposbHbIe paboThl: 8 cemecTp - 2
OK3aMeH: 8 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 CorpanbHast paboTa , yrBepxKaeHHoro 12 sHBaps 2016 roga, paccMoTpeHa U

yTBep>K/JeHa Ha 3ace/jJaHiU Kadepbl «___ » 20__ ropa, npoTokos Ne
Pa3paboTunku:
JIOLIeHT, KaH/,. UCT. HaykK Kad. ICP JI. Y. Ka3zakeBuu

3aBepytomuii obecreunBarolei Kag.
ICP H. A. Tpuk

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

HaripaBJ/ieHus IOATOTOBKH (CreLaabHOCTH).

Hekan 3uB® N. B. Ocurnios
3aBe/lyIOLLUI BbITyCKarolei Kag.

ncCp H. A. I'puk
OKCIIepThI:

3aB.kadepoii kapenpa NCP H. A. T'puk
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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

HOuctyrvHa — «[loKyMeHTal[iOHHOe obecrieueHre JeATebHOCTA COLIMA/JIbHOTO pabOTHUKa»
(F1.B.[IB.5.2) otHOCHTCs K 610Ky 1 (BapriaTMBHAsI YacCTh).

[pealiecTByOIMMH  AUCLUIUIMHAMY,  (OPMUPYIOLUMM  HauajbHble 3HaHUs, SIBJSIOTCS
cieayroliye AUCHUIUIMHBL: WHpopMalMoHHble TexHOMoruM, Jloruka, MeHemKMeHT HeKoMMepueCKHUX
opranuszaimii, OO1iecTBeHHble OpraHu3aluM U couuWanbHasi pabora, [lcuxonorus, Purtopuka, Pycckuii
13bIK U KyJIbTypa peur, CTUTMCTUKA /1e/I0BOM PeUl.

[MocnenyrOIUMK JUCLIMTIZIMHAMU SIBJISIFOTCS: [0CyapcTBeHHbIe M MyHULIMIIAIbHBIE CTY>KOBbI.

3. TpeGoBaHus K pe3y/IbTaTaM 0CBOEHHS AMCLUILUIUHBI

[Tporecc u3yueHus: AUCLIMILIMHBI HarpaB/ieH Ha ()OpMUpOBaHMe C/IeAYIOLMX KOMIIeTeHLUI:

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

B pe3synbrarte usyueHus JUCLIIIIMHBI CTYAEHT JAO/DKeH:

— 3HaTh - HOpMaTuBHYK 0a3y JesoriponsBojcTBa B P® - mpaBusia [JOKyMeHTHPOBaHUS
uHpopMaLIMK ¥ [JOKyMEeHTOOOOpOTa - OCHOBHBbIE KAaTerOPUM U TIOHSATHS [OKyMEHTAl[MOHHOTO
obecrieyeHusi JiesITeTbHOCTH COL[MA/JIbHOTO pAabOTHMKAa U COLMAJIbHOTO YTIpaB/le€HUSI - OCHOBBI
CTaH/IapTU3ali B JOKyMEeHTAl[IOHHOM 00eCIieueHnH /1esiTe/TIbHOCTH COLMAabHOTO paboTHHUKA

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

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

4. O0beM AMCHMILIMHBI M BUABI YU4e0HOH padoThI
OO1ast TPyA0EMKOCTh JUCLIMIUIMHBI COCTaB/sseT 5.0 3aueTHbIX eJWUHMIILI W TIpe[CTaB/ieHa B
Tabmuie 4.1.
Tabsmura 4.1 — TpyA0eMKOCThb AUCIUTTAHBI

Buzibl yueGHOM /leATeIbHOCTH Bcero uacos CemecTpsl

8 cemecTp
AynutopHblie 3aHSTHS (BCEro) 14 14
Jlekuym 6 6

ITpakTryeckuve 3aHITHS

M3 HUX B MHTepaKTHUBHOU (popme 4 4
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CamocTosiTenibHast paboTa (Bcero) 157 157
[TpopaboTKa eKLIMOHHOTO MaTepuasa 38 38
[ToaroToBka K mpakTUUeCKUM 3aHATUSAM, CEMHUHapam 44 44
BrIrosiHeHre KOHTPOJIbHBIX paboT 75 75
Bcero (6e3 sk3ameHa) 171 171
IlogroroBka u cfjadya 3K3aMeHa 9 9

OO0111as1 TPYJ0EMKOCTh U 180 180
3aueTHble EavHULIBI 5.0 5.0

5. Copepxanue AUCIUIIUHBI

5.1. Pa3jenbl JUCIUIIMHBI U BUABI 3aHATHH
Pazgenbl AUCLUTIIMHBI U BU/IBI 3aHATHUM MPUBe/IeHbI B Tabuiie 5.1.
Tabsura 5.1 — Pa3zaenbl AUCHUIUTAHBI U BUZBI 3aHITUN

= e
@]
= ¥
T &, = v
T - mn 2 =
o0 ]
=z i s if
Ha3sBaHus pa3zienoB AUCLUIIMHbI g § § o 2 & &
= 5 & g 0 E E
K o 2D o
= = M O g
X g = S
=¥ =
= =}
O
8 cemecTtp
1 BBezieHue B yueOHbBIN KypC 6 8 157 171 | OIIK-4
«J1OKyMeHTaIMOHHOTO 00eCIeueHust
JlesiTe/TbHOCTH COLIMAIbHOTO paboTHHKa»
HopmatuBHast 6a3a JOKyMeHTal[MOHHOTO
obecrieueHus1 yripaB/ieHUst B 00/1acTu
colyanbHOU paboThl [IoKyMeHTHpOBaH1Ee
vHdopmaruu. TpeboBaHUs K 0OPM/IEHHIO
JIOKYMEHTOB B COL[MA/IbHBIX YUPEXK|eHUSIX
Opranu3auusi c1y>K0bl JOKyMeHTal[iOHHOTO
obecrieueHus1 yripaB/ieHHst B 00/1aCTH
couuanbHOU paboTel. TexHosorusi paboTsl ¢
nokyMeHTamu CrcTemMaTu3alis U XxpaHeHue
JIOKyMeHTOB KoMMbOTOpHast IOAr0TOBKA
JIOKyMeHTOB. JIoKyMeHTO00O0pOT Ha
KOMITbIOTOpe
Wroro 3a cemecTp 6 8 157 171
Wtoro 6 8 157 171
5.2. Coaep)kaHue pa3/je/ioB AMCHUILUIAHBI (M0 JIeKIUAM)
CopeprkaHue pa3/esioB AUCLUIIIVH (T10 JIeKLMSIM) TIpHUBeJieHo B Tabsurie 5.2.
Tabnuiia 5.2 - CopepykaHue pa3zie/ioB AUCLUTUIMH (TI0 JIEKI[HSIM)
V) g =
E a5
g S =
CopneprkaHuve pa3zenoB JUCLUIIMHEI 110 = > o
HasBaHus pasjesnos ACP pasa AHCH s = o =
JIEKLIUSM Y S
S8 2 S
=S a.
=Y Qg
= S
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8 cemecTtp

1 BBegeHue B yueOHBIHM Kypc
«JlOKyMeHTaIlMOHHOTO 00eceyeHust
JiesITe/IbHOCTH COLIMA/IbHOTO
pabotHrka» HopmartuBHast 6a3a
JOKyMEHTAIL[MOHHOTO 00ecrieueHust
yIpaB/eHus B 00/1aCTy COIMaIbHOU
paboTel [IoKyMeHTHUpOBaHHEe
nHdopMalyi. TpeGoBaHUs K

o opm/IeHHI0 IOKYMEHTOB B
COLIMA/IbHBIX YUPEXKAEHHUSX
OpraHusanysi CIy»0bl
JOKyMEHTAIL[HOHHOTO 00ecrieueHust
yTipaBjieHusi B 00/1aCTH COIMAIbHON
pabotbl. TexHosoryst paboThI C
nmokymeHTaMu CucTeMaTr3alus v
XpaHeHHWe JOKYMEHTOB
KommnbroTOpHast MOrOTOBKa
JOKyMEeHTOB. JIOKyMeHTO000pOT Ha
KOMITBIOTOpe

BBegieHure B yueOHbIH KypC
«[loKkyMeHTaI[MoHHOe 00ecrieueHue
JIesITeJTbHOCTH COIMA/IbHOTO pabOTHHKA»
[IpengMeT AUCLIMIIIMHBI
«/loKymMeHTaIMOHHOe 00ecrieueHre
JiesiTe/TbHOCTH COLIMATbHOTO pabOTHUK.
OcHOBHbIE KaTerOpUM U TOHSITHUSI.
DyHKUUM JOKyMeHTa. Brabl
K/accuduKaluii 10KyMeHTOB.
Bo3HUKHOBEHHE U pa3BUTHE
OTeueCTBEHHOTO /1eJI0NPOU3BO/ICTBA.
Pa3Butue gesnorponsBo/cTea B Poccuu B
[X-XVII BB.: JOKyMeHTUPOBaHUE
BHEIIHENOIMTUUeCKUX CBsI3er
JIPEBHEPYCCKOTO TOCYapCTBa, Cye0HbIX
Y TPa)k/IaHCKO-TIPABOBbIX OTHOIIEHUH.
CknazibiBaHMe Y Pa3BUTHe MPUKA3HOTO
Jlenionpour3BoAcTBa. ['ocynapcTBeHHOe
pery/ivpoBaHue [eJI0Npou3BO/ICTBA B
Poccuu B XVIII- Hayane XX BB.
Co3paHye HOpMaTUBHOM 0a3bl.
MeToanueckoe ¥ HayYHO-TeXHUUEeCKoe
obecrieuenrie cepbl 1€/10TTPOU3BO/ICTBA.
PasButne genonpousBogctea B PCOCP /
CCCP B 1917-1990 rr. KnaccoBebiii
XapakTep CUCTeMbl OpraHu3aLuu
ympaBJjieHUs rocarrapara u
nenoripousBojctBa B PCOCP.
IMpodeccroHanbHast MOATOTOBKA
JIOKYMEHTOBEJ]OB U CIeL[1aIuCTOB
Jle/IOTPOM3BO/CTBA B COBETCKUM MEepPUO[.
[Tpob6neMbl parjioHaIU3al[|uK yTIpaBIeHuUs
U [1eJI0TIPOM3BOACTBA. Pa3paboTka
«['ocynapcTBeHHOM CHUCTeMBbI
JIOKYMEHTAI[MOHHOTO 00eCIrieueHust
ynpaenenusi» ('COOY).HopmaruBHas
0a3a JOKyMeHTaI[MIOHHOTO 00ecIeueHust
yrpaB/ieHusi B 06/1aCTH COLMaIbHOM
pabotel HopMaTBHO-TIpaBOBbIE aKThI,
peryaupyrolie OTHOLIEeHUs B cpepe
JleJIONPOM3BOACTBA M apXMBHOTO JieJia.
Bornpock! 10KyMeHTHPOBaHKSI B
Koncturyuuu Poccuiickon ®@epnepanuu,
TpynoBom, ['parkgaHCKOM U p. KOfeKcax
P®. denepanbHbie 3akoHBI «O6
rnHdopmalu, “HGHOPMaLIMOHHBIX
TeXHOJIOTHSIX U O 3alliuTe WHhOpMaIun»
(2006 1.), «O rocymapCTBEHHOM $i3bIKe
Poccutickont ®efepaiumn», «O niopsike
paccMOTpeHus 0OpallieH! i rpaXKaaH».
Metoauueckue pa3paboTKH 0
JenonpousBoacTBy Pocapxuga PO.
HesarensHoCTh Bcepoccuiickoro HayyHo-

OIIK-4
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HCCJIe/IOBaTeIbCKOTO MHCTUTYTA
JOKyMEHTOBe/IeHUSI U apXHUBHOTO JieJia
(BHUUOA). AqMUHUCTpaTUBHAs U
yTOJIOBHAsi OTBETCTBEHHOCTh 3a
HapylleHus B cepe

J1eJI0Npou3Bo/ICTBA. [JOKyMeHTUPOBaHe
nHbopMalu. TpeboBaHUS K
0(hOpMJIEHHIO TOKYMEHTOB B COLIMA/IbHBIX
yupexxzaenusix FOpuanueckoe 3HaueHue
JoKymeHTa. [ToHSTHE «PEKBU3UT
JOKyMeHTa». YHU(DHUIMPOBAHHbIE
CUCTeMbI ZIOKyMeHTaruu. [ToHsTHEe U
BU/Ibl YHUGDHUIIMPOBAHHBIX CUCTEM.
CraHgapty3anys ZoKyMeHTOoB. [IpaBusa
odopmnenusi pekeusutoB. 'OCT P 6.30 —
2003 «YaubuimpoBaHHasi cucTeMa
OpraHu3al[MOHHO-PACTIOPSIIUTE/TLHON
nokyMmeHTaruu. TpebGoBaHus K
ohopMIeHHIO TOKYMEHTOB». PeKBU3UTHI
3aroJIOBOYHOM, CoZlepKaTe/TbHOM 1
odopmisitoLLeli yacTeli JOKyMeHTa,
nipaBuia ux opopmiienust. [ToHsTHE
«b/1aHK JIoKyMeHTa». Byl 61aHKOB.
PeKkBU3WThI OJTAHKOB, BapUAHThI MX
pacriosioxkeHusi. OpraHu3alioHHbIe
JOKYMEHTBI: yCTaB OpraHU3aliuy,
OCHOBHBIE BH/IbI, TIPaBU/Ia COCTAB/IEHUSI.
[MTonoxenre 06 opraHu3aLyy,
CTPYKTYPHOM TIOZIpa3/ie/ieHnH, OCHOBHbIE
TpeOOBaHUS K COCTAB/IEHHUIO U
odopmenuto. IHCTpyKLuH,
JO/DKHOCTHBIE UHCTPYKIIUH, OCHOBHbIE
TpebOBaHUS K COCTAB/IEHHIO U
odopmsiennto. OpraHu3al[MOHHbIE
KaZIpOBbIe JOKYMEHTHI (CTPYKTypa 1
IITaTHasi YMC/IEHHOCTb, IITaTHOEe
pacriicanue). PacriopsiauresibHbie
JNOKyMeHTHI. [IprKa3 1o 0CHOBHOM
JesiTe/TbHOCTH, PACIIOpsDKeHHe, yKa3aHue,
peliieHue: TpeOOBaHUS K UX
odopmenuto. MHdpopmaloHHO-
CrpaBOuHbIe JIOKyMeHTHI. [IpoTokos
(TIO/THBIN U KpPAaTKUii), BU/IbI aKTOB,
TipaBW/Ia UX COCTaB/IEHUSI U OPOPMIIEHHSI.
ITpensioykeHre Kak MHPOPMaI[IOHHO-
CTIPaBOUHBIN JOKyMeHT. JloK/iaziHast U
cty>keOHast 3aMUCKU, 00bCHUTETbHAS
3amnKCKa, CripaBKa U CBO/IKA, 3aK/TFOUeHHe
1 0T3bIB. [IOKyMeHThI, riepe/jaBaeMble T10
KaHaJlaM 3/IeKTPOCBSI3U: TeJlerpaMMa,
TenedoHorpamma, Tesnedakc (dakc).
TOKyMeHTBI TI0 JITUHOMY COCTaBYy.
[MToHsATHE «TIepCOHAbHBIE JAHHBIE»,
0011jasi XapaKTepUCTUKA U 0COOEHHOCTH
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paboThl ¢ HUMH. [JOKyMeHTHPOBaHMe
paboTsI ¢ mepcoHanom. Kazposast
JIOKyMeHTal[¥si: OpraHU3alOHHO-
TIPaBOBbIE JJOKYMEHTHI (TIpaBH/Ia
BHYTPEHHET0 TPY/ZIOBOTO pacriopsiKa,
TPYZOBOI JOTOBOD), TIepCOHa/TbHasT
JOKyMeHTaLusi (TPyZoBasi KHIXKKA,
JTMYHBINA JTUCTOK TI0 YYeTy KaJpOB,
pe3roMe U XapaKTepPUCTHKa,
aBrobuorpadwus). PacriopsigurenbHast
KaZIpoBast JOKyMeHTal[¥si — [PUKa3 110
miyHOMYy cocTaBy. Pabota ¢
oOpalleHusIMU TpaXk/laH — KaIo0bl,
3asiB/IeHs], TIpe/yioxKeHus. [lenoBast
niepernucka. Knaccudukaiys 1emoBbix
TMCeM: IMChMO-TIPOCK0a, 3arpoc, OTBeT,
obpaiiieHue, MOATBEPXKIeHHE,
u3BelljeHre, CO00IIeHre, TIPUT/IALlIeHue,
HarloMUHaHKe, TpeboBaHue,
GmarojapHOCTh, TIO37IpaB/ieHue.
NHudopmaloHHOe MMCbMO, FapaHTUHHOE
MMCBbMO. $I3BIK ¥ CTH/Tb OULIMATBEHON
J1eJIOBOM TIepercKu: 0COOeHHOCTH
o(uIManbHO-e/I0BOTO CTHJISL, TIPaBUIIa
HarMcaHUs COKpallleHHW C/I0B, Ha3BaHUM,
YWC/TUTE/TbHBIX U Jp. JIOKyMEHTbI
orpaHuueHHoro goctyna. [Tpobiema
vH(OpMaLMOHHOM 6e30MacHOCTH U
3aIUThl UH(OPMALIMOHHBIX PEeCYpPCOB.
YpoBHU KOH(UIEHITUATbHOCTH
vH(OPMaLMK, Ha3HaueHWe U TUTTBI
KOH(UIeHI[UaTbHBIX JOKYMEHTOB.
®eniepasibHbIM 3aK0H «O
rocyznapcTBeHHou TariHe» (1993 ), ero
OCHOBHBIE TI0JIO)KeHUsI U 3HAYeHHSI.
CocraByieHre ¥ U3rOTOBJIEHHEe
JIOKYMEeHTOB OTPaHUYeHHOTO ZI0CTYyTIa.
[Mopsifok paboThI UCTIONMHUTEEH C
JIOKyMeHTaMH OrpaHUUeHHOTO
pocryna.OpraHu3arus CryX0b
JIOKyMEHTal[MOHHOTO 00ecrieueHust
yripaBienusi. TexHomorusi paboThl C
nokymeHntamu OO1mve TpeGoOBaHMS.
OpraHu3aloHHbIe (hOpMbI CITYXKO:
1L|eHTpa/IM30BaHHasl,
JieLieHTpa/IM30BaHHasi, CMelllaHHasl.
TurioBble opraHU3aliMOHHbIE CTPYKTYPHI:
yIipaBJieHue JieJlaMu, KaHLIesIsIpysl,
o0yt oT/en, ceKpeTapb yupeKaeHusl.
3agaun ¥ GYHKIUM CTY>KObI
Jesioripou3BozcTBa. HopmaruBHast
pernamMeHTaryst CTy>KObI
Jesiornipou3BozicTBa. Pabora ¢ BXoAsAIIMMHY,
UCXOASIUMUA U BHYTPEHHUMHU
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JIOKyMeHTaMU: 3Tarbl 00paboTKy,
TOpsiIOK paboThl. Perucrpauust
JIOKyMeHTOB. POpMbI U BH/bI
peructpanuu. Kaproreku, MeTOAWKA X
CO37aHus U ipuMeHeHus1. [JOKyMeHTbl, He
TroJijieXxaliye peructpatii. KoHTposb
WCTIOJTHEHUSI I0KyMeHTOB. Llenb u
YPOBHHU KOHTPOJISI HaJ| JOKyMeHTaLel.
CpOKM UCIIO/THeHUS JOKYMEHTOB.
[TocTaHOBKa Ha KOHTPOJIb, TPOBEPKa X0/ja
WCTIOJTHEHUST
JoKymeHTOB.CHcTemMaTu3alus 1
XpaHeHue 10KyMeHTOB CrcTemarr3alys
Y XpaHeHue JJOKyMeHTOB. OrnepaTvBHOe
XpaHeHHe 0KyMeHTOB. O61me
TIPUHLIUTIBEI (POPMUPOBAHUS JIel.
Homenkatypa fies1 opraHusaLiyu:
TIOHATHE «HOMEHK/IaTypa Jiefl» U Lie/iu ee
co3paHusi. TunoBble ¥ IpUMepHbIe
HOMeHK/aTypsbl. [1opsiZiok cocTaBneHus
HOMEHKJIaTypbl iefl. JKCIepTr3a
L|EHHOCTH JJOKyMeHTOB. O1jeHKa
3HAYMMOCTH JJOKYMEHTOB U OrpejiefieHre
CpokKoB xpaHeHwusi. [TogroroBka fen K
riepesiaue B apxuB. OdopmaeHue
JIOKYMEHTOB U JleJT K

YHUUTOXKeHU0. KomnbroTopHast
TMO/ITOTOBKA JIOKYMEHTOB.
J1oKkymMeHTO060pOT Ha KOMITBIOTODE
OCHOBHBbIe 3Tarbl KOMIIbIOTOPHOM
MOJTOTOBKU JJOKYMEHTOB B TEKCTOBOM
penaktope Word: Habop TeKcTa, ero
peJlakTHpOBaHKe U (popMaTHipoBaHue.
PaboTa ¢ JoOKyMeHTaMU B TaOJTMYHOM
ripotieccope Excel. Vicnonb3oBaHue
3/IeKTPOHHOM Tabmu1bl Kak (hopmbI
BeJIeHUs] OTUeTHOCTU. CTaTucTUueckas
obpaboTka faHHbIX. CHUCTeMa
3JIEKTPOHHOTO ZIOKyMeHTo0b0opoTa.
CucremMa 5/1eKTPOHHOW perucTparu
JIOKYMEHTOB Y KOHTPOJISI UCTIOTHEHHSI.
ABTOMAaTH3MpPOBaHHAas CCTeMa B
OpraHM3aluy JBHKeHUs JOKYMEHTOB
BHYTpH yupexxJeHus. Cucrema
3/IeKTPOHHOT'O apXUBHOI'0 XpaHEeHUsI
JIOKYMEHTOB. JJIeKTPOHHasi 1ouTa U
Internet.

HToro

6

Wtoro 3a cemecTp

6

5.3. Pazensl AMCHUIUIMHBI M MEX/UCIMII/IMHAPHBIE CBSI3M C 00ecneunBarIUMH (PeAbIAYIMMHA)
U o0ecreunBaeMbIMH (MOC/TeYIOIAMH) JUCHHUIUTHHAMHA
Pa3zenbl JUCLIMIIIMHBI U MeXXAUCLUTIMHAPHBIE CBSI3U C obecrieunBaroiMu (TpeAbIYLUMU) U
obecrieuriBaeMbIMU (TTOC/IEIYFOIIUMU) JUCLITTMHAMHU TIPe/ICTaB/eHbl B Tabsuile 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 o0ecrieyriBaeMbIxX
JVCLIUTUIMH
1
[IpepmecTBytoLMe JUCLUTIIMHBI
1 'ndopmaliioHHbIe TEXHOIOTHUH +
2 Jloruka +
3 MeHe[)KMeHT HeKOMMepUeCKUX OpraHn3aLiui +
4 OO61ecTBeHHbIe OpPraHW3alliu U CollMabHasi paboTa +
5 Ilcuxonorus +
6 Putopuka +
7 Pycckuii SI3bIK U KyJIbTypa peuu +
8 CtunmucTHKa [1efioBoi peur +
[Tocnepyrouye AUCLATIIMHBL
1 TocyzapcTBeHHbIE ¥ MyHULIUIAIbHBIE CITY>KObI +

5.4. CooTBeTCTBHE KOMIIeTeHIUH, ()OPMUPYeMBbIX NP U3yYeHUH AUCIHUIUIHHBI, U BU/I0B 3aHATHI
CooTBeTCcTBME KOMITeTeHLMM, (OPMHUPYyeMbIX MPH WU3YYeHUU [WCLUIUIMHBI, U BUJOB 3aHSATHI
nipe/icTaB/ieHo B Tabsure 5.4
Tabmuma 5.4 — CooTBeTCTBHE KOMITETEHLMH W BWJIOB 3aHSATHM, (QOPMHUDYeMbIX TPH HW3yueHUU
IVCLIATI/TUHBI

Bunpl 3aHATHI

DOopMbI KOHTPOJIA

KomneTeniyuu

Jlekiun
[IpakTryeckre 3aHATUS
+ | CamocTositenibHast pabota

+

OITK-4 + KonTtpospHast pabora, Omnpoc Ha

3aHATUAX, 3aueT, TecT

6. InTepakTHBHBIE MeTOABI 1 ()OPMBI OPraHU3aLUH 00yUeHHUsA
TexHO/MIOTUM MHTEPAKTUBHOTO OOyueHWs TpW pa3HbIX (OopMax 3aHATUM B udacaxX IpHUBeJeHbI B
tabmuie 6.1
Tabnuiia 6.1 — TeXHOMOTMM MHTEPAKTUBHOTO 00yUueHHs P pa3HbIX (popMax 3aHSITHI B yacax

WHTepakTyBHbBIE
Metoppl TpakTU4yecKue Bcero
3aHATHSA
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8 cemecTp

Pabora B KoMaH e

WToro 3a cemecTp:

HNroro

He npegycmorpeno PYII

7. JIabopaTopHbie padoThI

8. [TpakTHuecKue 3aHATHS (CeMHUHAPHI)
HanMeHoBaHVe MpaKTHUeCKUX 3aHATHH (CeMHUHApOB) MpUBeeHo B Tabsuie 8.1.
Tabnuiia 8. 1 — HaumeHoBaHHe MIPaKTUYECKUX 3aHSTHH (CEMHUHAPOB)

Hassanus paszenos

HanmeHoBaHMe TIpaKTUUe CKUX 3aHATHH
(cemuHapoB)

TpyzoeMKOCTb,
q
dopmupyeMblie
KOMITeTeHLIUU

8 cemecTtp

1 BBegeHue B yueOHBIM Kypc
«JlOKyMeHTaIlMOHHOTO 00ecreyeHust
JiesITe/IbHOCTH COLIMA/IbHOTO
pabotHrKa» HopmartuBHast 6a3a
JOKyMEHTAIL[MOHHOTO 00ecIieueHust
yTpaB/eHus B 00/1aCTH COIMaIbHOU
paboTel [IoKyMeHTHpOBaHHEe
nHdopMaii. TpeGoBaHUS K

o opmIIeHHI0 IOKYMEHTOB B
COLIMA/IbHBIX YUPEXKAEHHUSIX
OpraHusanysi CIy»0bl
JOKyMEHTAI[MOHHOTO 00ecrieueHust
yTipaBjieHus B 00/1aCTH COLMAIbHON
pabotbl. TexHoorHst paboThI C
nmokymeHTaMu CucTeMaTH3alus v
XpaHeHHWe JOKYMEHTOB
KommnbroTOpHast MOrOTOBKa
JOKyMEeHTOB. JIOKyMeHTO000pOT Ha
KOMITBIOTOpE

Bseznenue Bo3HUKHOBeHUe U pa3sBUTHE
0TeueCTBEeHHOTO
JesioripousBojcTBaHopMatBHO-
ripaBoBasi 6a3a JOKyMeHTaLOHHOTO
obecrieueHus AeATETbLHOCTH
colpaabHOro paborHrkaTpeboBaHUs K
o)opMJIeHHIO IOKYMEHTOB
OpraHu3alyoHHbIe JOKYMEHThI 1
TpaBU/Ia UX
otopmnenusiPacniopsiuTe/ibHbIe
JIOKYMEHTBI U TIpaBH/Ia UX
odopmnenusilHpopmalioOHHO-
CTIpaBOYHbIE JOKYMEHTHI U TIpaBU/Ia UX
otopmenusiJloKyMeHTbI TI0 TMYHOMY
cocraBy/lesioBas nepenucka. A3bIK U
CTWIb CTY>KeOHBIX
JIOKyMeHTOB/]OKYMeHTbI OTPaHUUYEHHOTO
noctymnaTexHonorust paboThl €
JokymeHTaMUCHCTeMaTU3aLvs U
XpaHeHue 10KyMeHTOBKoMIbroTOpHAas
TIO/ITOTOBKA ZIOKYMEHTOB.
[okymMeHTO060pOT Ha KOMITBIOTODE

[ee]

OIIK-4

Ntoro

Wtoro 3a cemecTp

9. CamocTosiTe/IbHas1 padoTa

Buzpl camocTosTennbHOM paboThl, TPYA0eMKOCTh U (hopMUpyeMble KOMITeTeHLIMH TpeJCTaB/eHbl B

Tabmuie 9.1.

Tabmuia 9.1 - Busibl caMoCTOSITe/TbHOM paboThl, TPYI0€MKOCTb U (pOpMHUpyeMble KOMITeTEeHLIUH

Hassanus pa3zesnos

A Y =
= 4
- i
Bus1 camocTosiTeIbHOM § o 20
paboTbI 3 s
S8 a =
a o 2
= (S]

CDOI)MI:I KOHTDOJIA
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8 cemecTtp

1 BBezmeHue B yueOHbII BeinosniHeHue KOHTpobHBIX | 75 | OIIK-4 3auet, KoHTpO/IbHASA
KypC pabor pabota, Orpoc Ha
«/10KyMeHTaljMOHHOTO 3aHATUAX, Tect
obecrieueHust
JlesATe/IbHOCTU

COLIMAIbHOTO PabOTHUKa»
HopmaruBHast Gasa [TpopaboTKa eKIIMOHHOTO 38

[Togroroeka K 44
MpaKTUYeCKUM 3aHATUSM,
CceMUHapam

JIOKYMeHTaL[MOHHOT O Marepuasia
obecrnieueHyst ynpasaeHus |Jroro 157
B 00/1aCTH COIMATbHOM
paboThI
JokymeHTUpOBaHWE
vH(opMaLu.
TpeboBanus K

o opm/IeHHI0 IOKYMEHTOB
B COLIMA/IbHBIX
YUPEXXIEHUSIX
OpraHu3aiys Cay>KObI
JIOKYMEHTaI[MOHHOTO
obecrieueHus yrpaBIeHUs
B 00/1aCTH COLIMATbHOM
pabotbl. TexHomorus
paboThI C JOKyMeHTaMU
Cucremarusauus U
XpaHeHue JI0KyMeHTOB
KommeroTopHas
TIO/ITOTOBKA ZIOKyMEHTOB.
TokymMeHTO060pPOT Ha
KOMITbIOTOpE

Wtoro 3a cemecTp 157

[ToaroroBka u caya 9 JK3aMeH
JK3aMeHa

Hrtoro 166

9.1. TeMbI KOHTPOJIBHBIX PadoT

1. BgenmeHue

2. BO3HUKHOBeHUe U pa3BUTHe 0TeueCTBEHHOIO [1e/I0IIPOM3BO/CTBA

3. HopwmaruBHO-mipaBoBasi 6a3a JOKYMEHTAl[MOHHOTO 00ecrieueHusi 1esiTe/IbHOCTH COL[Ma/IbHOTO
paboTHUKa

4. TpeboBaHust K 0OPM/IEHHIO JIOKYMEHTOB
OpraHu3alLyoHHbIe JJOKYMEeHTbI U MpaBuU/ia Ux 0opmiieHUs
PacrniopsijuTenibHble JOKYMEeHThI 1 TIpaBUia X 0(pOopMIIeHHs
VHdopMaLmoHHO-CIIpaBOYHbIe JOKYMEHThI U TIpaBr/a X 0opM/ieHust
JJOKyMeHTBI I10 JINYHOMY COCTaBy
[HenoBas riepenucka. SI3bIK U CTU/Ib CTy>KeOHBIX JJOKYMEHTOB
10. [JOKyMeHTbI OTpaHAYEHHOIO0 JOCTyTa
11. TexHonorusi paboTkI C JOKyMeHTaMHu
12. Cucremarusanys U XpaHeHHe [JOKYMEHTOB
13. KomribloTOpHast MOJAr0TOBKA JJOKYMEHTOB. /IOKyMeHTOOO0POT Ha KOMIBIOTOpE

LN U
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10. KypcoBasi padora (nmpoekT)
He mipegycmorpeno PYII

11. PeiiTHHrOBas cucTeMa JJisl OL[eHKH YCIIeBaeMOCTH CTYAeHTOB
He npenycmorpeHo

12. YuebOHo-MeTOAMYeCcKOe M HH(OPMAILMOHHOE 00ecreyeHHe AUCIUILTMHBI

12.1. OcHoBHas 1uTeparypa
1. Kysnenos WM. H. [lokymeHTalMoHHOe o0ecrieyeHue YIIpaBlAeHUS W [eJIONIPOU3BO/CTBO:
yuebHUK /7151 6akanaBpos / U. H. Ky3ueros. (I'pud MunobpHayku P®D) — M.: UsparensctBo FOpaiit; N/
FOpaiir, 2012. — 576 c. (Hamuue B 6ubmoreke TYCYP - 26 3k3.)

12.2. lono/siHuTe/IbHAA IUTEpaTypa

1. KupcanoBa M. B. CoBpeMeHHOe [e/I0NPOH3BO/CTBO: YueOHoe mocobue. 4-e uzg. (I'pud
Muno6pHayku P®) — M.: UHOPA-M, 2011. — 312 c. (Hasmmmuue B 6ubmioreke TYCYP - 8 3k3.)

2. [lenoripou3BOACTBO B conuasbHOW paborte. Yacts I: YueGHOoe mocobue [yt CTYIeHTOB
Harpap/ieHUs] TOATOTOBKU OakanaBpoB «ColuanbHas pabota» / Kasakesuu JI. U. - 2016. 148 c.
[DnekTponHbIii pecypc] - Pexkxum poctyma: https://edu.tusur.ru/publications/6520, mara obGpateHus:
06.03.2017.

12.3 Yue0HO-MeTOAHUECKHE IT0CO0HA

12.3.1. O6sa3aTenbHBbIE YUeOHO-MeTOAHYECKHE M0Co0us

1. lenomnpou3BoACTBO: YueOHO-MeTOAMUeCKOe TI0Co0We /il TIPAKTHUeCKOM TIOATOTOBKU /
Kazakepuu JI. W. - 2017. 21 c. [OnekrpoHHbii pecypc] - Pexum pgocryma:
https://edu.tusur.ru/publications/6757, nara obpamenus: 06.03.2017.

2. Metoguueckie  peKOMEHJAllMd T0  CaMOCTOSATEIbHOM  paboTe  CTY[AEHTOB  BCeX
CTelMa/IbHOCTeM W HampaB/ieHui: YueOHO-MeToguueckoe rocobue / Kasakeswu JI. M. - 2016. 15 c.
[DnekTponHbIii pecypc] - Pexxum gpoctyma: https://edu.tusur.ru/publications/6050, mata obparieHus:
06.03.2017.

12.3.2 YyeGHO-MeTOAYeCKHE 0CO0US /IS JTUL] C OTPAHUYEHHBIMH BO3MO)KHOCTSIMH 3/[0POBbSA

YuebHO-MeTOANYeCKe MaTepHasbl [jisi CAaMOCTOSITeIbHOW M ayJUTOPHOM paboThl 00yUaroI[uXCst
W3 YuC/a WUHBAIWJOB IPefOCTaB/IsOTC B (hopMax, afaTUPOBAHHBIX K OFPaHUYEHUSIM UX 3[J0POBbSl U
BOCTIpUSITUS MHOPMaLIMK.

Jis 1 ¢ HapylleHUsIMHM 3peHuUs:

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

- B MleyaTHOU (hopMe yBeIMYeHHBIM IIPUPTOM.

Jis u1 ¢ HapylIeHUusIMM cTyXa:

- B (hopMe 3/1IeKTPOHHOT'0 [JOKYMEHTa;

- B TeuaTHoi (opme.

Jis M1 ¢ HapylleHUsIMHM ONOPHO-ABHraTe/IbHOI0 anmnapara:

- B (hopMe 3/1IeKTPOHHOT'O [JOKYMEHTa;

- B MeyaTHOU (popme.

12.4. Pecypcshi cetu UHTEepHeT

12.4. Ba3bl JaHHBIX, TH()OPMALHOHHO-CMIPABOYHbIE, TOUCKOBbIE CHCTEMBbI U Tpedyemoe
MporpaMMHoOe o0ecreueHue
1. edu.tusur.ru

13. Marepua/ibHO-TeXHHYECKOe o0ecreueHre JUCIHIUTHHBI
13.1. O61mue TpedOBaHKUA K MaTepHa/IbHO-TEXHUYECKOMY 00eCTIeueHHI0 JUCIHUITHHBI

13.1.1. MaTepua/bHO-TEXHHUECKOE 00ecreyeHue /s IEKIMOHHBIX 3aHATHH
[ mpoBefieHUs1 3aHATHM JIEKLMOHHOTO TWIA, TPYMIMOBLIX U WHAUBUAYaJbHBIX KOHCY/bTaLUM,
TeKyIIlero KOHTPOJISi ¥ TPOMEeXYTOUHOM aTTeCTallud UCIIO/b3yeTcs yueOHasi ayAUuTOpHs, C KOJTMUeCTBOM
TI0CAIOYHBIX MECT He MeHee 22-24, 060py0BaHHasi JOCKOM U CTaHjapTHOUW yueOHOM Mebenbio. VimeroTcs
Har/isiiHbIe 1I0Cco0us B BU/ie TIpe3eHTallyii 110 JIeKI[MOHHBIM pa3/enaM JUCIUTTAHEI.
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13.1.2. MaTepua/ibHO-TEXHHYeCKoe obecrieueHue /il NPaKTHYeCKHX 3aHATHI
[lnsi TpoBefieHUsI MPAKTUUeCKUX (CeMHUHApCKUX) 3aHATHM MCIonb3yeTcsl yueOHasi ayquTOpUs B
COOTBETCTBUHU C COCTABJIEHHBIM pacliCcaHueM

13.1.3. MaTepua/ibHO-TeXHHYECKOe obecrieueHue /jisi CaMoCTOSITe/TbHOH PadoThI
st camocTosATe/IbHOM pabOThI MCIONb3yeTcsl ydyeOHast ayauTopuisi (KOMITBIOTEPHBIM Kiacc),
pacniosioxkeHHas 1o azpecy 634050, r. Tomck, nip. JlenuHa, 40, 2 stax, ayz. 233. CoctaB 000py0BaHus:
yueOHast Mebenb; kKoMmmbloTephl 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 CpeJly YHUBEpCUTeTa.

13.2. Marepua/ibHO-TeEXHHYECKOe o0ecnedyeHre JUCIMITIMHBI /i/IsA JIUI| C OTPaHUYeHHbIMH
BO3MO)XHOCTSIMH 3[{0POBbS

OcBoenue qucHUIUIMHBI ujamu ¢ OB3 oCylecTBIsSe€TCS C UCIMIOB30BaHUEM CPeJICTB 00yJyeHust
00I11ero U CrelyaabHOTO0 Ha3HAUeHMS.

[lpy oOy4yeHUM CTyAE€HTOB C HapPyLIeHUsIMH CJIyXa TIPeAyCMOTPEHO HCIOIb30BaHHUe
3BYKOYCH/IMBAlOLLleld anmaparypbl, MYJbTUMEAUNHBIX CPEeACTB W JPYIMX TeXHUUeCKHUX CpefCTB
nipreMa/mepesiaul yueOHoOH MH(pOpMaIu B AOCTYIHBIX (popMax Ajisi CTYAEHTOB C HAapyIIeHUsIMHU CJTyXa,
MOOW/IbHOM CHCTeMbl OOyUeHHWsl [jiss CTYJEHTOB C WHBaIMJHOCTBIO, TOPTAaTUBHOM WHAYKI[MOHHOM
CHCTeMbl. YueOHasi ayAMTOPHs, B KOTOPOM 0O0y4arOTCs CTYZeHThbl C HapylleHHeM ciiyxa, obopymoBaHa
KOMIBIOTEDHOW TEeXHUKOM, ayJJMOTeXHUKOW, BUAEOTEeXHUKOW, SJIeKTPOHHOW [JOCKOW, MY/IbTUMEeIUNHOMN

CHUCTEeMOH.

[lpu oOyueHWH CTY[eHTOB C HapyLlIeHHAMH 3peHUsIMHM TIPeJyCMOTDEHO UCII0/Ib30BaHie B
JIEKLIMOHHBIX U Y4eOHBIX ayJUTOPHUSIX BO3MOXXHOCTH TIPOCMOTPA Y/ja/IeHHbIX 00BeKTOB (HarpuMmep, TeKCTa
Ha JJOCKe WY (J1ali/ia Ha 9KpaHe) IpY OMOLLIY BUZeOyBeIUUnTe el /1S yaJleHHOro IPOCMOTpa.

[Tpu obyueHHU CTY/IeHTOB C HAPYIIEeHUSIMH OMOPHO-ABHUIATe/ILHOI0 amnmapara HCIoJ/b3yIoTCs
anbTepHaTHMBHbIE YCTPOMCTBA BBOZa MH(OPMAaLMU U Apyryve TeXHUYecKre CpejCTBa MpHeMa/repefaud
yuebHOM nHbOpPMaMy B AOCTYMHBIX (hopMmax AJisi CTYZEHTOB C HApYIIEHWSMHU OTOPHO-/IBUTaTeTbHOTO
anrapata, MOOU/IbHOW CUCTeMbI 00yUeHHUsI /IS JIFOel C MHBAIMHOCThIO.

14. ®oHj OLeHOYHBIX CPEACTB

14.1. OcHoBHbIe TpedoBaHuA K (GOHY OLIEHOYHBIX CPEACTB M METOANUYECKHE PEeKOMeH/Jal[uH
@OH/, OLIEHOUHBIX CPEeACTB U THUIIOBble KOHTDOJIbHBbIE 3a/laHUsl, WCIOJIb3yeMble [Jis OLIeHKHU
chOpMUPOBAaHHOCTU M OCBOEHUs 3aKpeIVIeHHbIX 3a JUCLUIUIMHOW KOMIIeTeHLIUM TMpu TpOBeJeHUN
TeKyIIlel, TTPOMe>KyTOUHOM aTTeCTal[|H 10 AUCLIMIIIMHE TIPUBe/IeH B TIPUIOKEHUH K pabodeil iporpaMMe.

14.2 Tpe6oBaHus K (poHAY OLIEHOUHBIX CPe/ICTB /AJIfA JIUI] C OTPaHHYeHHBIMH BO3MO)KHOCTAMH

3A0pOBBS

[l CTy[eHTOB C WHBaIMJHOCTBIO IIPeAYCMOTPEHBI [OIOHUTE/bHbIe OLIeHOYHbIE CpeJCTBa,
riepeueHb KOTOPBIX yKa3aH B Tabmuile.

Tab6/mia 14 — JlonoTHUTE/TBHBIE CPEICTBA OLeHUBAHUS

AJIA CTYAEHTOB C MHBA/IMJHOCTBHO

KaTel"OpI/II/I CTyA€HTOB

Bu/ibl IOTIO/THATE/TBHBIX OL[@HOUHBIX
CpeJiCTB

®DopMbI KOHTPOJISI ¥ OLIEHKH
pe3y/bTaTtoB 00yueHust

C HapyLieHusIMu
ciyxa

TecTbl, MTUCbMEHHbIE CAMOCTOSTE/IbHbIE
paboTBhI, BOTIPOCHI K 3a4eTy,
KOHTPOJTbHBIE PAOOTHI

[TpeuMyIiieCTBEHHO MTMChbMeHHast
TIpoBepKa

C HapyluieHusIMuU
3peHust

CobecesjoBaHue TI0 BOTIPOCAM K 3a4eTy,
OTIPOC T10 TePMHUHAM

[IpeuMmyilieCTBEHHO yCTHasi MpOBepKa
(MHAUBUAYATBHO)

C HapylieHusIMu
OTIOpHO-
JIBUTaTeIbHOTO
amnmapara

PellieHue JUCTaHL[MOHHBIX TE@CTOB,
KOHTPOJIbHBIE pabOThI, MMCbMEHHbIe
CaMoCTOsiTe/IbHbIe paboThl, BOMIPOCHI K
3aueTy

[TpenmyI1ieCTBEHHO AUCTAHLIMOHHBIMU
MeTo/laMU

C orpaHvyeHUsIMU T10
o01eMe I UHCKUM

TecCTbl, NMCbMEeHHbIE CAMOCTOSITe/IbHbIE
paboTBhI, BOTIPOCHI K 3a4eTy,

[IperMyliieCTBEHHO IPOBepKa
MeTO/laMU, UCXOZs U3 COCTOSIHUS
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ITOKAd3daHHUAM

KOHTPOJIbHEBIE pa6OTbI, YCTHBIE OTBETBI

oOyuarolierocst Ha MOMEHT TPOBEPKHU

14.3 MeToguuecKue peKOMeHAAMH 10 OLIeHOYHBIM CPe/ICTBaM /sl JIMI] C OrPaHUYe€HHbIMH
BO3MO)XXHOCTSIMH 310POBbSI

Ons crygentoB ¢ OB3 mnpeaycmarpuBaeTcsl [AOCTyNHas ¢opMa TMpeJoCTaBleHusl 3aJaHuid
OLIEHOUHBIX CPE/CTB, @ UMEHHO:

- B MeyaTHOU (hopme;

- B MeyaTHOM (hopme C yBe/TMUeHHBIM LIPUPTOM;

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

- MeTOZIOM UTeHHsI aCCUCTEHTOM 3a/laHusl BCIYX;

- TipeZioCcTaB/IeHre 3a/laHusl C UCTI0/Ib30BaHUEM Cyp/oTiepeBo/ia.

CTyzeHTaM C WHBa/IUAHOCTBIO YBe/JWUMBAeTCs BpeMsi Ha TIOATOTOBKY OTBETOB Ha KOHTPOJIbHBIE
BOMPOCHI. [/ TaKUX CTy[EeHTOB IpefyCMaTpUBaeTCs JOCTynHasi (opma MpefocTaB/ieHUss OTBETOB Ha

3aJdHus, 4 UMEHHO:

- MMUCbMEHHO Ha Oymare;

- HabOp OTBETOB Ha KOMIIBIOTEDE;

- HabOp OTBETOB C UCIO/Ib30BAaHUEM YC/TyT aCCUCTEHTa;

- TIpe/ICTaB/IeHHe OTBETOB YCTHO.

TTporiesiypa OIleHMBaHUSI Pe3y/ILTAaTOB OOy4YeHHss WHBAIUAOB 10 JUCI[UIIMHE TPeJyCMaTpUBaeT
npeocTaBieHre nHGopMmalyi B popmax, afanTUPOBAHHBIX K OTPAHHUEHHSIM UX 3710POBbsI U BOCTIPUSTHS

vHdopMaIuu:

Jins U1y ¢ HapylIeHUsIMM 3peHHUs:

- B (hopMe 3/1IeKTPOHHOT'O [JOKYMEHTa;

- B IleyaTHOW (hopMe yBeIMYeHHBbIM LIPUPTOM.

Jins uIy ¢ HapyHIeHUsIMM cJIyXa:

- B (hopMe 3/1IeKTPOHHOTO [JOKYMEHTa;

- B IleyaTHOU (opme.

Jins ury ¢ HapylIeHUsIMHM ONOPHO-JABHUIaTe/IbHOI0 anmapara:

- B (hopMe 3/1eKTPOHHOTO [JOKYMEHTa;

- B revatHo (opme.

I[Tpu Heo6xoAUMOCTH AJ1s1 00yUarOIIMXCsl C MHBAaTMAHOCTBIO MPOLie/lypa OLieHHWBaHUs pe3y/bTaToB
00yueHHsT MOYKEeT TIPOBOJUTHCS] 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: 3a09Hast

dakysnbreT: 3UuB®, 3a0uHbIii U BeuepHUi (paKy/IbTET

Kadenpa: UCP, Kadeapa ucropuu U conjua/IbHOH padoThI

Kypc: 4

Cemectp: 8

YuebHbIi 171aH Habopa 2013 roga

Pa3paboTumku:
— [IOLIeHT, KaHz,. UcT. Hayk Kad. VICP JI. W. Ka3akeBruu

JK3ameH: 8 cemeCTp

Tomck 2017
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1. BBegenue

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

®OC 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

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

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

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

Bubl 3aHaTHM

* JHTepakTUBHbIE
MpaKTU4eCKue 3aHsITHs;
* IIpakTueckue
3aHATUS;

* Jlekumu;

¢ CamocTosiTe/bHast
paborta;

* VIHTepakTUBHbIE
NpaKTUYeCKHUe 3aHATHS;
* [IpakTuueckue
3aHATHUS;

* Jlekuuu;

* (CamocrosiTesibHas
pabora;

* VIHTepaKTUBHbIE
MpaKTU4eCKue 3aHsITHS;
¢ CamocTosiTe/bHas
pabora;

Wcrionb3yemble * KoutposnbHas pabota; | * KoHTposnbHast pabora; | ¢ 3auert;
Cpe/CcTBa * Omnpoc Ha 3aHATUAX; * Orpoc Ha 3aHATHUSX; * DK3aMmeH;
OLleHVBaHUs * 3auer; * 3auer;
e Tecr; * Tecr;
e OK3aMe€H; * DK3aMeH;
dopMmy/nvMpoBKa IOKasaTeseld M KpUTepUeB OLeHMBAHWS [JaHHOW KOMITeTEeHL|MM IpUBe/leHa B
Tabnurie 4.
Tabmuija 4 — TToka3aresiu ¥ KpUTepUU OLIeHUBaHKsI KOMITeTEHI[MM Ha JTarax
CocraB 3HaThb Y™meTb Bnagets
OT1/muHO * (O6nazmaet 3HaHUEM * O6nagaet ymeHrEeM * Bnazgeer HaBBIKAMH

(BbICOKMI YPOBEHB)

OCHOBHBIX METO/IOB,
Crioco00B U CpeJCTB
TIO/TyYeHHs1, XpaHEHUS,
repepabOTKU

WCII0/Ib30BaTh OCHOBHbBIE
METO/IbI, CIIOCOOBI U
Cpe/iCTBa MO/TyUeHHUs,
XpaHeHus1, mepepaboTKu

PabOoTHI C KOMITEIOTOPOM
KaK CpeZICTBOM CO3/[aHHS
Pa3/IMUHBIX JOKYMEH-TOB,
Be/IeHUST [1e/I0BOM
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vHdopmaluu. 3HaeT, uyTo
JIOKYMEHTBI C
3a(MKCHPOBaHHOM Ha
HUX UH(OpMaLuel Bo
BCEM X MHOT000pa3uun
UTPAIOT B)KHYIO POJIb B
JKHU3HHU 00I11eCTBa, 000
OpraHu3aIyy,
yUpeXXaeHus: U
OT/Ie/IbHOTO YesioBeKa.
OO6nagaeT 3HaHKWEM, UTO
cdepa /1enonpou3Bo/CTBa
CTpOro
pernamMeHTHpOBaHa
Konctutyuueii PO,
dhenepanbHBIMU
3akoHamu, 'OCTamu u

AP

uHbopMmaruu. ObmagaeT
yMeHHEeM HCITOTb30BaTh
HOPMaTHBHYIO 6a3y,
pa3paboTaHHyio B PD
TIpUMeHUTEeNBHO K cdhepe
JOKYMEHTHPOBAHUS U
JOKyMeH-Too00poTa 1 Ha
3TOM OCHOBE MOXXeT
KOPPEKTHO COCTaBUTh
JOKyMEHT 1 00eCreunTh
JIOKyMeHT0000pOT;

TIeperuCcKy, TIpexK/ie
BCEr0 C ITOMOLL[bIO
3/IeKTPOH-HOM MOYTHI B
HMH(OPMaLIMOHHO-
KOMMYHMKaI[MOHHOU
cetu «VIHTEpHET». ;

Xopomwo (6a30Belii | * 3HaeT OCHOBHbI® * YMeeT COOTHECTH * beper
ypOBEHb) METO/[HI, CII0Co0BI U pa3/U4yHbIe JOKYMEHTBI M | OTBETCTBEHHOCTH 3a
Cpe/iCTBa IOy ueHuUs, WX HOPMaTUBHOE TMO/JrOTOB/IEHHbIE
XpaHeHwUs], lepepaboTKH | obecrieueHue; CaMOCTOSTEe/TEHO
MH(OpMaL1H, TIpaBUIa JIOKYMEHTBI, a TakXKe 3a
JIOKYMEHTUPOBaHUS anrOpUTM [IeMCTBUU C
uHpOpPMaLIUKU U BHYTPEHHUMH,
JIOKyMeHT0000pOoTa, CO3J,aHHBIMH WU
OCHOBHBIE KaTeropuu TO/TyYeHHbIMHU
TIOHSITUS JIOKyMeHTaMu;
J1eJI0TPOM3BO/ICTBA,
CTPYKTYPY ¥ QyHKLUU
rofipaseneHui
JleJIOTIPOU3BO/ICTBA;
YaoBneTBopuTebH | ¢ O6sagaet 6a30BbIMU * OOGnazaet oCHOBHBIMU | * BiazieeT HaBbIKaMU
0 (TIOpOroBBIi O6IIMMH 3HAHUSIMHU; yMeHusiMH B paborte ¢ paboThI B
YPOBEHb) BHYTpPEHHHMHU, MH(OPMaLIMOHHO-
BXO/ISITIIAMU U KOMMYHHKAI[MOHHOU
UCXOASALIUMUA cetu «HTEpHET».;
JOKyMeHTaMH;

3 TunoBble KOHTPOJ/IbHBbIE 3aJaHUA
s peany3alidy BhIIIETIEPEUNC/IEHHBIX 3a7jau 00yUYeHHsl MCIOJb3YIOTCS TUIIOBBIE KOHTPOJIbHBIE
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3a/laHUsI WK WHBbIe MaTepHhasibl, HeoOXoAUMbIe /ISl OLIEHKU 3HaHWM, YMEHHWH, HaBBIKOB W (WJTH) OIIbITa
JesiTe/IbHOCTH, XapaKTepU3yIOIMUX JTarbl  (OPMUPOBAHUS KOMIIETEHIIMM B TpOIlecce OCBOEHHs
oOpa3oBareIbHOM MTPOTrpaMMBbI, B C/IeAYIOIIEM COCTaBe.

3.1 TecToBble 3agaHusA

— 1. PekBU3UT ZIOKyMeHTa - 3TO: Bribepure ofuH W3 5 BapuHaHTOB OTBeTa: 1) 00s3aTesbHBIN
371eMeHT odopM/IeHUs AOKyMeHTa; 2) YacTb CIy>keOHoro mnuvcbMa; 3) (upmeHHbINH 6maHK; 4) oOIMid
OnaHk; 5) 6/1aHK CrenyanbHOTO JOKyMeHTa. 2. [1e/iorpon3BoACTBO - 3T0: BribepuTe ofnH U3 5 BAPUAHTOB
oTBeTa: 1) cucTreMa XpaHeHUsI JOKYMEHTOB; 2) COCTaBjeHHe [I0KyMeHTOB; 3) [JOKYMEHTHMpOBaHUE U
opraHu3aiysi paboThl C JOKyMeHTaMH; 4) JOKYMEHThI [0 OJHOMY BOIIPOCY, TIOAIIMTHIE B TMarkKy; 5)
CUCTeMa perucTpayuu JOKyMeHTOB. 3. BO3MOXXHbIM HauMeHOBaHHWEM CTPYKTYPHOIO MOZpa3feeHust
cnyx0ob1 [IOY He siBisieTcs: Bribepute ofiiH U3 5 BapyuaHTOB OTBeTa: 1) yripaB/jieHHe fenamu; 2) oOIui
otaen; 3) KaHuUensipusi; 4) cekperapuar; 5) OTHen KajpoB. 4. 3akKOHUMTe HauaToe TIpe/JioyKeHue:
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TokymMeHTO00O0pOT - 3TO BIKEHHE TOKYMEHTOB B OPraHU3al[ii C MOMEHTA MX CO3JJaHUsI U/IH TTOJTyUeHHUsT
Jo: Bribepurte ofvH U3 4 BapuaHTOB OTBeTa: 1) Tepejaud Ha WCTIONHEHHWe; 2) TIOAILIWBKUA B fefo; 3)
3aBepIIeHNs] UCTIOJTHEHUSI WIM OTIpPaBKu; 4) 10 YHUUTOXKEHWs 10 akTy. 5. OpraHusarus paboTsl C
JOKyMeHTaMHU - 3To BribepuTte ouH U3 5 BapUaHTOB OTBeTa: 1) ZIBM)KeHUe [JOKYMEHTOB B OpraHU3aluu C
MOMEHTa WX CO3/aHUsI WM MOMYUeHHUs [0 3aBepLUeHHs UCTIOMHEHUs WX OTMpaB/ieHrs 2) OpraHu3alus
JIOKyMeHT0000pOoTa, XpaHeHUsl U UCI0/Ib30BaHUs IOKYMEHTOB B TeKYyIllel [esiTe/TbHOCTH yupexaeHus. 3)
3arnuch MHGOPMAIMK Ha Pa3/IMUHBIX HOCUTEISIX 110 YCTaHOB/IEHHBIM TpaBuiaM 4) 0Tpac/ib [1esiTeIbHOCTH,
obecrieunBarolliasi JOKyMEeHTHUPOBaHHWE W OpraHu3alyio paboThl C OGUIMAIBHBIMU JOKYMEHTaMH 5)
CBOMCTBO OGUIMANBLHOTO JOKYMeHTa, coo0IjaeMoe eMy JeHCTBYIOUIMM 3aKOHOJATEe/bCTBOM,
KOMITeTEHI[MeN W3[aBLIero ero opraHa W YCTAHOBJIEHHBIM T[IOPSJKOM ero odopmieHus 6.
IokymeHTHpOBaHMEe - 3TO Bribepure onvH U3 5 BapuaHTOB OTBeTa: 1) /BWKEeHUWE [OKYMEHTOB B
OpraHM3ali C MOMEeHTa X CO3[jaHUs WU MOTyYeHus 10 3aBepllieHHs] UCIIOIHeHUS] WU OTIIpaB/ieHus 2)
OpraHu3aIys JOKyMeHT0000pOTa, XpaHeHUsI ¥ UCIIO/h30BaHUS JIOKYMEHTOB B TeKYIIed /IeATebHOCTU
yupexzaeHusi 3) 3anuch WMHGOpPMAMM Ha pa3/lMYHbIX HOCUTE/SIX TI0 YCTAHOB/IEHHBIM IpaBwiaM 4)
OTpac/ib  JlesiTeIbHOCTH,  obecrieunBaroiias  JAOKYMEHTUPOBaHHWe W OpraHM3alui0  paboTel ¢
ouIMaNbHBIMU JOKYMEHTaMU 5) CBOMCTBO O(MUIMAIBHOTO I0KYMeHTa, cooblijaeMoe eMy /IeHCTBYHOIIUM
3aKOHO/IaTeIbCTBOM, KOMIIETEHL[Med W3[aBIlero ero OpraHa W YCTaHOBJIEHHBIM TIOPS/IKOM €ro
odopmnenusi 7. FOpuanuueckass cuna J0OKyMeHTa - 3TO BriGepuTe oguH W3 5 BapuaHTOB OTBera: 1)
[IBIDKEHHEe JOKYMEHTOB B OpraHM3aliiM C MOMEHTa WX CO3[jaHHhs WM TOAyYeHUs [0 3aBeplleHus
WCTIOJIHEHUS] WM OTIpaBeHUsi 2) OpraHu3alusi [JOKyMeHTOO0OpOTa, XpaHeHHsI U MCII0/Ib30BaHUs
JNOKYMEHTOB B TeKyllell AesTeTbHOCTU yupexAeHus 3) 3amuch MHPOpPMAIMM Ha Pa3/MUHbIX HOCHUTEJISIX
M0 yCTaHOBJEHHBbIM TpaBWIaM 4) OTpac/ib [esiTeJIbHOCTH, obecrieurBaroliasi AOKyMeHTHUPOBaHHE WU
OpraHu3aiuio paboThl C OGUIMATBEHBIMU JIOKYMEHTAaMU 5) CBOMCTBO O(MUI[MATBLHOTO JAOKYMEHTa,
coobirjaeMoe eMy JIeMCTBYIOIMM 3aKOHO/|aTe/lbCTBOM, KOMIIeTeHIMell U3/aBllero ero opraHa Hu
yCTaHOBJIEHHBIM TIOPSiIKOM ero oopmienus 8. DyHKIMK TOKYMEHTOB ObIBatOT BribeprTe HECKOBKO U3
5 BapuUaHTOB OTBeTa: 1) mpocThie 2) coKHBbIe 3) o0mue 4) WHCTPYKTUBHBIE 5) CrieljdaibHbie 9.
IokymeHT - 3T0 BbiOepute ofuH u3 6 BapuaHTOB OTBeTa: 1) 3TO 3amvch MHGOPMAIIMK HA pa3TMYHbBIX
HOCUTEJISIX TI0 YCTaHOBJIEHHBIM TipaBWaM 2) oO0si3aTenbHbIM 37eMeHT OdopMyIeHUs OQULIMATBHOTO
JoKyMeHTa 3) 3aUKCUpOBaHHasi Ha MarepuaJbHOM HOcUTese WHGOPMAlMs C PeKBU3UTAMU,
MO3BOJISIFOLMMU  ee UAEeHTU(ULMPOBaTh 4) CHUCTeMaTU3UpPOBaHHBIM IlepeueHb HauMEHOBaHWUW [iefl,
3aBOIMMBbIX B OpraHM3aliuM, C yKa3aHWeM CPOKOB WX XpaHeHusi, 0hOpMJ/IeHHbIii B yCTaHOBJIEHHOM
Topsiike 5) CBOMCTBO OUIIMAIBLHOTO JOKYMeHTa, CoobljaeMoe eMy [eMCTBYIOLIUM 3aKOHO/IaTe/TbCTBOM,
KOMITeTeHI[1el U3/aBliero ero opraHa U yCTaHOBIEHHbIM TOPSZIKOM ero odopMyieHUst 6) COBOKYITHOCTh
3HaHWM, HeOOXOMUMBIX Ui Hajijle)kallleldl repernuckyd 1o ToproBbiM Jesam 10. OcHOBOM opraHu3aluu
nenorpou3BozictBa B XVIII Beke B Poccru Obi1 Beibepute ofiiH U3 5 BapHAHTOB OTBeTa: 1) TIPUHIUI
eIMHOHaYanus 2) KoJijlervaabHbli PUHLMI 3) TIPUHLIUIIBI KOJIJIETUaTbHOTO Y eIMHO/IMYHOTO yTIpaBIeHUs
YETKO He pa3rpaHAuMBa/IvCh 4) aMUHUCTPATUBHBIA MPUHLMUIT 5) COr03HbIM npuHLmn 11. KomMmepueckas
KOppecroHJieHLIdsi - 3To Bribepure ofuH u3 6 BapuaHTOB OTBeTa: 1) 3TO 3amuch WHGOPMALMU Ha
Pa3/IUUYHBIX HOCHUTENSIX TI10 YCTAHOB/IEHHBIM TIpaBUiaM 2) o00si3aTeNbHBIM 371eMeHT O(hOpPMJIEeHHUS
ouLManbHOrO JOKyMeHTa 3) 3a(UKCUpOBaHHAas Ha MaTepyvaJbHOM HOCHUTese MWHQOpMalus C
pPeKBH3UTaMH, T[O3BOJSIONIMMU  ee  HWAeHTUPUIMpPOBaTh 4) CUCTeMaTU3UPOBaHHBIM  TepeueHb
HauMEHOBaHWM [le/l, 3aBOAUMBIX B OpPraHM3alliM, C yKa3aHWeM CPOKOB UX XpaHeHus, 0()OpM/IEHHbIN B
yCTaHOBJIEHHOM TIOpsiike 5) CBOMCTBO O(HWIMaIBHOTO AOKYMEHTa, COO0ljaeMoe emy JeHCTBYIOLIMM
3aKOHOZATeNbCTBOM, KOMIETeHLMeld U3/aBIlero ero oOpraHa MW YCTaHOB/IEHHBIM T[IOPSJKOM €ro
othopmieHust 6) COBOKYITHOCTb 3HaHWH, HEOOXOAMMBIX /ISl Ha/ijlesKalllel TiepercKy 10 TOPTOBBIM [iejlaM
12. OcHOBoO¥ opraHu3aluy [1eJI0NPOU3BOACTBA B NMpUKa3Hol nieprof, B Poccuu 6b11 BribepuTe ofuH 13 5
BapMaHTOB OTBeTa: 1) TMPUHUWI eAWHOHAYalus 2) KOJUIerMajbHbIM TPUHLUIN 3) TIPUHLUIIBI
KOJUIETMA/IbHOTO Y e[VUHOJIMYHOIO YIIPAB/I€HUS YETKO He pasrpaHWuMBaIvCh 4) aJMUHUCTPaTUBHbIN
MIPUHLMI 5) COr03HbIM NpuHLMN 13. OCHOBOM OpraHu3alyy /1eJI0NPOM3BOJCTBA B MUHUCTEPCKUUN TIEPUO/,
B Poccuu 611 BeibepuTe ofvH U3 5 BapMaHTOB OTBeTa: 1) MPUHLIMI eJUHOHAaYaIusi 2) KoJljieruaabHbINd
TIPUHLUI 3) TIPUHLUIIBI KOJ/UIETHATbHOTO U €JUHOJIMYHOTO YTPaB/IeHHs YeTKO He pa3rpaHuuyuBaIuCh 4)
aZJMUHUCTPATUBHbIA MNPUHLMUI 5) COIO3HbIM NpuHUMN 14. CuCTeMbl OpraHv3alvd Je/I0oNpOU3BO/CTBA
BbibepuTe HECKONMBKO W3 5 BapWaHTOB OTBeTa: 1) aJMUHUCTPATHBHBIE 2) IIeHTPA/JU30BaHHbIE 3)
KOMMepueckve 4) uyaCTUUHO-LIeHTa/u30BaHHble 5) JelleTpanu3oBaHHble 15. [JoKyMeHTHI 1Mo ¢opme
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TIpe/ICTaB/IeHUsT KjlacCUpULMpyoTcsi BoibepuTe HeCKo/IbKO U3 8 BapuaHTOB OTBeTa: 1) MHAWBUYa/IbHbBIE
2) BHyTpeHHUe 3) BHelllHUe 4) TpadapeTHble 5) MpoOCThie 6) C/IOKHbIe 7) aHKeTHble 8) TuroBbie 16. I1o
IOPUANYECKON CHle JOKYMEeHTHI KiacCu(UIMpYIOTCs BribeprTe HeCKONMbKO M3 5 BapyMaHTOB OTBeTa: 1)
00bIuHbIe 2) ceKpeTHbIe 3) MO/ MHHBIE 4) TIOAJIOKHbIe 5) /s cayxe6HOro mnosib3oBaHus 17. B Poccuu
Oprasbl roCyZjJapCTBeHHOM B/IaCTH OPraHM3yIOT PaboTy I0 BOTIPOCaM /IeIOTIPOM3BO/ICTBA uepe3 Bribepure
HEeCKOJIbKO U3 5 BapuaHTOB oTBeTa: 1) ['opoackue u nocenkoBble coBeThl 2) ['0CyjapCTBEHHYIO apXUBHYHO
cnyx0y P® 3) Komurter mo Hazmzopy 4) Komurer PO mo cranmaptusaimu 5) MunuctepctBa 18. B
ETCOOY BbifensitoT cefyrolijde HarpaBieHusi Bbibepute Heckosibko W3 8 BapuaHTOB OTBeTa: 1)
co3zanue o01mel Mozie TIOCTPOeHHsT IOKYMEHTOB 2) paljioHa/IbHast OpraHu3aliys J0KyMeHToo00poTa 1
TeKylllero XpaHeHWsi [Jen 3) yHUUKaLUs WU CTaHJapTH3alys J[JOKyMEeHTOB 4) aBToMaru3auus WU
MeXaHHW3alusg TpyAa 5) CTabWUIBHOCTh TpeOOBaHWM K J[OKyMeHTaM 6) COKpallleHWe uHuc/ia BH/OB
JIOKYMEHTOB 7) 5KOHOMUKA M OpraHM3aLys Tpy/a [eJI0NPOU3BO/ICTBEHHOTO MepcoHasa 8) equHoobpasue
¢opm mokymentoB 19. OcHOBHbIe TIpUHIMITEI TIpu pa3pabotke YC/I Bribepute Heckonbko u3 10
BapUaHTOB OTBeTa: 1) co3maHue obliieit Mo/ie/y OCTPOeHHs JOKyMEHTOB 2) paljoHa/IbHasi OpraHu3ariys
JOKyMeHTO0O0OpOoTa M TeKylero XpaHeHWs e 3) yHH(GHUKALUWs W CTaHAapTH3alys AOKYMeHTOB 4)
aBTOMAaTH3alUs U MeXaHHu3alus TpyAa 5) cTabWIbHOCTh TpeboBaHMI K JOKyMeHTaM 6) coKpallleHue
YyMC/Ia BUIOB [JOKYMEHTOB 7) SKOHOMHMKA W OpraHu3aliys TpyZa Je/0oNpOU3BOLCTBEHHOIO IepcoHasna 8)
enquHooOpasue ¢opMm [JoKymMeHTOB 9) WHGOPMAaTUBHOCTb, 3KOHOMMUHOCTH 10) coripekeHue C
JNEeNCTBYIOLMMM CHUCTeMaMM KjaacCUpuKaiuu U kogupoBaHusi 20. YHuU@UIMpoBaHHas CcUCTeMa
JOKyMeHTal[u Bribepute onvH U3 4 BapuaHTOB oOTBeTa: 1) ¢dopma HOpUAMUECKOTO 3aKperuieHUs
NIPOBe/IEHHON YHUGUKAIMU 2) CUCTEMBI TIOJIOXKEHUH, OMpe/e/SIoNX OCHOBHBIE TpaBuUia paboThl C
JOKyMeHTaMH B OpraHu3alusix 3) COBOKYMHOCTb B3aWMOYBSI3aHHbIX YHU(HWLMPOBaHHBIX (opM
JOKyMEeHTOB, 00eCIeurBaroIiX AOKYMEHTUPOBAaHHOE TpeZCTaB/ieHne [JaHHBIX B OIpeZeTeHHbIX BH/aX
XO3UCTBEHHOUW [JleATeNbHOCTU 4) 3aK/Io4aeTcsi B yCTaHOBJIeHMM efuHooOpasusi coctaBa U (Gopm
ympaBjieHueCKUX JOKYMEeHTOB, (PMKCUPYIOIIUX OCYIlleCTB/IeHHe OJHOTUITHBIX yTpaBJIeHUeCKUX (yHKLUN
U 3agau 21. CranpapTu3alusi JOKyMeHTOB Brwibepute oauH u3 4 BapuaHTOB oOTBeta: 1) c¢opma
IOPUIUUECKOTO 3aKpeIuleHUs] TMPOBeJeHHOM YHUGUKAlMU 2) CHUCTeMbl TIOJIOKEHWH, Ompe/estolux
OCHOBHbIE TpaBWia paboTbl C /[OKyMeHTaMU B OpraHM3alusx 3) COBOKYITHOCTbH B3aMMOYBSI3aHHbBIX
yHU(DUIIUPOBaHHBIX (POPM [JOKYMEHTOB, 00€eCITeUHBaIOIINX JOKYMEHTUPOBAHHOE TIPe/ICTaBIeHHe JaHHBIX
B OTpe/ie/IeHHbIX BUJ]aX XO3SCTBEHHOU JiesITe/TbHOCTU 4) 3aK/IF04YaeTcsi B YCTaHOBIEHUU eJUHO00pa3us
coctaBa U (opM yIpaB/eHUeCKHUX [JOKYMEHTOB, (DUKCUPYIOLIMX OCYLIeCTBIeHHe OJHOTHITHbIX
ynpaBieHueckux GyHKUud U 3ajau 22. ET'CIOY - Beibepurte onvH 13 4 BapuaHTOB OTBeTa: 1) dbopma
IOPUIUUECKOTO 3aKpeIuvleHUs] TMPOBeJeHHOM YHUGUKAlMU 2) CHUCTeMbl TIOJIOKEHWH, Ompe/esitolux
OCHOBHBbIE TpaBWia paboTbl C /[AOKyMeHTaMU B OpraHu3alusx 3) COBOKYIHOCTbH B3alMOYBSI3aHHBIX
yHU(DUITMPOBaHHBIX (POPM [JOKYMEHTOB, 00€eCITeuHBalOIINX JOKYMEHTUPOBAHHOE TIPe/ICTAaBIeHHe JAHHBIX
B OTpe/ie/IeHHbIX BUJjaX XO3SCTBEHHOU JiesITe/TbHOCTU 4) 3aK/IF04aeTcsi B YCTaHOBIEHUU eJUHO00pa3us
coctaBa U (opM yIpaB/eHUECKHUX JOKYMEHTOB, (DUKCUPYIOLIMX OCYLIeCTBIeHHe OJHOTHITHbIX
yTpaB/ieH4ecKUX GyHKLUH U 3a7au 23. YHU(UKalys - Beibepute oguH 13 4 BapuaHToB oTBeTa: 1) dhopma
IOPUIUUECKOTO 3aKpeIuleHUs] TMPOBeJeHHOM YHUGUKAlMU 2) CHUCTeMbl TIOJIOKEHWH, Ompe/estolux
OCHOBHBbIE TpaBWia paboTbl C /JOKyMEHTaMU B OpraHM3alusx 3) COBOKYITHOCTb B3alMOYBSI3aHHbBIX
yHU(DUITUPOBaHHBIX (OPM [JOKYMEHTOB, 00€eCITeuHBaIOIINX JOKYMEHTUPOBAHHOE TIPe/ICTaB/IeHHe JaHHBIX
B OTpe/le/IeHHbIX BUJ]aX XO3SHCTBEHHOU JiesITelTbHOCTU 4) 3aK/I04YaeTcsi B YCTaHOBIEHUU eJUHO00pa3us
cocTraBa 4 (hopM yrnpaBieHYeCKUX JOKYMEHTOB, (PUKCHUPYIOLIUX OCYILeCTB/IeHUe

3.2 3auéTt

— 1. Ilonatve u ¢QyHKUMM [JOKyMeHTa. 2. [leslonpOU3BOACTBO: TMOHSITHE M OpraHU3aliOHHbIe
¢opmbl. 3. OTambl pa3BUTHS Jesonpou3BofAcTBa B Poccun. 4. XapakTepucTWKa HOPMaTHBHO-
MeTofuuecko 6a3bl Jesionpou3BoAcTBa. 5. [loHsiTHe pekBU3UTa J0KyMeHTa. FOpuauueckasi cuma
JNOKyMeHTa. 6. YHUGUIMPOBAaHHBIE CUCTEMbI JOKYMEHTAIMU: TIOHSITHE, BUJpBI, TIpenmyliecTBa. 7. Obime
npaBuia o¢OopM/IeHHsI OpraHM3alOHHO-pacropsanuTenbHbix AoKyMmeHToB (mo 'OCT P 6.30-2003). 8.
OcobeHHOCTH si3bIKa M CTH/ISL O(QUIMANbHBIX [JOKYMEHTOB. 9. YcTaB oOpraHu3aljii: TOHSITHUE, BU[bI,
npaBwia cocrtapieHus. 10. TpeboBanus Kk odoOpMIeHUIO JO/DKHOCTHOM WHCTpyKUuu. 11. Tlpukas 1o
OCHOBHOW [IeATe/IbHOCTH: TIOHATHe, TpeOOBaHMSI K cocTaBieHW0 W odopmieHuto. 12. IIpaBuma
odopmieHus1 pacriopsbkeHUH U ykazaHui. 13. OcobeHHOCTH odopM/IeHHUsS pellleHH U TOCTaHOBJIEHHM.
14. [lenoBoe mucbMO: TIOHSTHE, BUAbL, TpebOOBaHMS K cOCTaBjaeHHIO W odopmienuto. 15. ITporokorm:
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noHsTHe U TpeboBaHus K opopmiernto. 16. ITpaBuia odopmienus aktoB. 17. CripaBKa: TIOHSTHE, BU/B,
npaBuia opopmienus. 18. TpebGoBaHusi K 0pOpM/IEHUIO JOKMIa[HbIX U OOBSICHUTENBHBIX 3arucoK. 19.
[MpaBuia odopmrenust Tenerpamm, TenedoHorpamMm U dakca. 20. TpyzmoBoil [JOroBop: TOHATHE,
coziep>kaHue, ripaBusia odopmieHus. 21. TpeboBaHus K 0pOpMIEHHIO NTPHKA30B 0 TUMYHOMY COCTaBy. 22.
[TpaBuna cocraBneHuss ¥ oopM/eHHsT XapakTepuCTHKH. 23. TexHosorusi paboThl C OOpalleHUsIMU
rpakziad. 24. Oco6eHHOCTH TIOATOTOBKU /JOKYMEHTOB OrpaHMueHHOro focryna. 25. [Topsiok o6pabotku
BXOZAIINX, UCXOALMX U BHYTPEHHUX AOKYMeHTOB. 26. OnepartvBHOe XpaHeHue J0KyMeHTOB. IIpaBuia
(opmupoBaHus fien. 27. HoMeHknarypa fen: MOHATHe, BUJbl U MOPSIOK COCTaBeHus. 28. DKcrepTusa
LIeHHOCTH JJOKyMeHTOB. [TopsiZlok nepesiauy ies1 B apXUB WM K YHUUTOXKeHH!0. 29. [IpaBusa odopmiieHUs
JIOKyMEeHTOB B TeKCTOBOM peZiakTope Microsoft Word u Tabmunom nporjeccope Excel. 30. [Ipumenenue
CHUCTeM 3/IeKTPOHHOTO JOKYMeHTO000poTa.

3.3 TeMBbI 0NIPOCOB Ha 3aHATHAX

— Baegenue B yue6HbIM Kypc «/loKyMeHTaloHHOe obecrieueHue fesiTe/IbHOCTH COLIMAalbHOIO
paboTtHuka» [IpeameT AuCIMIIIMHBL «/JOKymMeHTaLMOHHOe obecrieueHre [esiTeTbHOCTH COLMaIbHOTO
paboTHUK». OCHOBHble KaTeropuu U TOHATHS. DyHKIMU [JoOKyMeHTa. Buabl Kaccudukaimii
JOKYMeHTOB. BoO3HMKHOBeHMe U  pasBUTHe  OTeYeCTBEHHOIO  [leJIONPOM3BOACTBa.  Passurne
penonpousBoActBa B Poccum B IX-XVII BB.: [OKyMeHTHpDOBaHHE BHEIIHENOJUTUYECKUX CBSI3ed
JPEBHEPYCCKOTO TOCYZApCTBa, CyAeOHBIX M TPaXkJaHCKO-TIPABOBBIX OTHOIIeHWH. CkiajbiBaHUe WU
pasBuUTHe IIPUKA3HOIO [esIoNpoUu3BOACTBa. l[oCynapcTBeHHOe peryavpoBaHue [ie/IONpPOX3BOACTBA B
Poccuu B XVIII- Hayane XX BB. Co3zaHue HOpMaTuBHOM 0a3bl. MeToauueckoe M HayuHO-TEXHHUYECKOe
obecrieueHre cdepsl Ze/10MPor3BoACTBA. PasBuTre aenonpousBoactBa B PCOCP / CCCP B 1917-1990 rr.
KiaccoBbii xapakTep CMCTeMbl OpraHW3aliuy yrpaB/ieHus rocarrapara u genonpoussogcrsa B PCOCP.
[TpodeccroHanbHasg MOATOTOBKA [JOKYMEHTOBEJOB M CIELMa/MCTOB [e/0NPOM3BO/ICTBA B COBETCKUM
neprozl. ITpoGsieMbl parjioHanM3aLuy yIpaB/ieHus U Jeonpou3BocTa. Paspabotka «I'ocynapcTBeHHON
CUCTEMBbI  JIOKyMeHTalluOHHOro  obecrieuenust — ympaBnenwsi» (I'COOY). HopmatuBHas — 6asa
JOKyMeHTal[IOHHOTO obecrieueHusi yripaB/ieHrsi B 00/1acTy coLpanbHON paboTsl HopmMaTrBHO-TIpaBOBbIE
aKThl, PperyIvpymollyde OTHOLIeHUs B c¢epe [e/JONpOM3BOACTBA U apXUBHOro Jena. Borpocsl
JOKyMeHTHpoBaHus B KoHctutynum Poccurickort ®@epepanuy, Tpynosom, ['pakgaHCKOM U [p. KOZeKcax
P®. depepanvHbie 3akoHbl «O6 wuHbopMalyK, WHGOPMALMOHHBIX TEXHOJNOTHUSIX W O 3alluTe
uHdopmarum» (2006 1), «O rocymapctBeHHOM si3bike Poccuiickoit ®enepauun», «O TopsaKe
paccMoTpeHust o0OpallieHuii TpaXkaai». MeTouueckre pa3paboTKH T10 [1e/10npou3BoAcTBy PocapxuBa PO.
[HesitenbHOCTE  BCepoccHMMCKOro  Hay4YHO-UCC/IEA0BATe/IbCKOTO  WHCTUTYTAa  [JOKYMEHTOBeJeHUsl U
apxuBHoro gena (BHUMJA/). AZMUHKCTpPAaTHMBHAs M yrojOBHAas OTBETCTBEHHOCTH 3a HapylLIeHHs B
cdepe menonpousBofcTBa. [JokymeHTHpoBaHue MH(opMauyu. TpeboBaHUsl K 0()OPM/IEHUIO JOKYMEHTOB
B COLMa/IbHBIX yupexzaeHUsx FHOpuaudeckoe 3HaueHue [OKyMeHTa. IIoHATHe «pPeKBU3UT JOKYMEHTa».
YHU(ULIMDOBaHHbIE CHUCTEMbl JOKyMeHTaluy. IloHsiTMe W BUAbl YHUGULIMPOBAHHBIX CHUCTEM.
Cranpaptusanusi  JokyMeHTOB. IlpaBuna odopmnenus peksusutoB. ['OCT P 6.30 - 2003
«YHU(UIMPOBaHHAsi CHCTeMa OpraHW3aLMOHHO-PACIIOPSANTENIBHOM JOKyMeHTalMd. TpeboBaHus K
O0()OpMJIEHUIO JOKYMEHTOB». PeKBU3WUTBHI 3arojioBOYHOM, COZep)kaTelbHOM W O(OPMIISIOLeN uacTei
JOKyMeHTa, TpaBwia ux odopmiieHus. [loHsiTHe «OmaHK AOKyMeHTa». Buzbl 0/aHKOB. PeKBU3WTEHI
0/1aHKOB, BapUaHTBI UX pacrioyiokeHus. OpraHu3alMoOHHbIe JOKYMEHTBI: yCTaB OpraHM3aliii, OCHOBHbIE
BU/IbI, TIpaBWIa coctaBneHus. [lono)keHne o0 opraHu3aliuy, CTPYKTYPHOM TOJpasfie/ieHuH, OCHOBHBIE
TpeboBaHUsI K cCOCTaBleHHI0 U odopmieHuto. VIHCTPYKLMH, JO/DKHOCTHbIE WHCTPYKLMHM, OCHOBHBIE
TpeboBaHUsl K CcOCTaBieHHI0 U odopmieHnto. OpraHu3alMoHHbIe Ka/IpOBble JOKYMEHTHI (CTPYKTypa U
1ITaTHasl YMCAEHHOCTh, LITaTHOe pacrucaHue). PacnopsiaurenbHble JOKyMeHTHI. [Ipyka3s mo OCHOBHOM
JieATeIbHOCTH, pacriopshkeHHe, yKasaHue, peliieHre: TpeboBaHus K ux odopmieHuo. MHbopMaroHHO-
CripaBOuYHble AOKyMeHTbI. [IpoTOKO/ (MO/IHBIM M KpaTKWM), BHU/Jbl aKTOB, MpaBW/la WX COCTaB/Ie€HUS U
otdopmenusi. [IpeanokeHre Kak HWHGOPMAIMOHHO-CIIPABOUHBINA [JOKyMeHT. JlokiafHasi U ciiyxeOHas
3alMCKY, OOBSICHUTENbHAsI 3alvCKa, CIpaBKa W CBOAKA, 3aK/IHOUeHWe U OT3bIB. JIOKYMEHTHI,
riepe/iaBaeMble 110 KaHaslaM 3/1eKTPOCBSI3U: TejlerpaMMma, TeredoHorpamma, Tesnedakc ((pakc). JokymeHTI
10 JIMYHOMY COCTaBy. ITOHSITMe «epCcoHabHbIe AaHHBIE», 00Iasi XapaKTePUCTHKA W OCOOEHHOCTU
pabotel ¢ HumH. [JoKymeHTHpOBaHHWe paboTel C TepcoHasoM. KazpoBas [IOKyMeHTarLus:
OpraHM3alMOHHO-TIPABOBbIe JOKYMEHTHI (TpaBWa BHYTPEHHEro TPYAOBOIO pacropsiika, TPYyAOBOM
[I0TOBOP), TIepCOHa/bHasl JOKyMeHTalus (TPyAoBasi KHUKKa, IMUHBIN JIMCTOK 10 Y4YeTy KaJpoB, pe3toMe U
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XapaKTepUCTHKa, aBToOuorpadust). PacnopsiiuTenbHasi KaipoBasi JOKyMEHTAIMsl — TPHUKa3 10 JIMUHOMY
cocraBy. PaboTa c oOpallleHUsIMU Tpa)k[jaH — »Kao0bl, 3asiB/ieHus], Tpe//ioKeHus1. JlesoBasi riepernucka.
Knaccudukayist fenoBeIX MHCEM: THCBMO-TIPOCkDa, 3arpoc, OTBeT, oOpaleHwe, IOATBEPKAeHHe,
u3BellleHre, CooOIlleHre, TIpUI/allieHre, HarlOMUHaHWe, TpeboBaHHWe, 01aroflapHOCTb, TMO37paB/ieHUe.
WHudbopMalimoHHOe MUCbMO, TapaHTUMHOe MUCHMO. SI3bIK U CTWIb O(ULIMATBLHON /1eI0BOU TepernucKu:
0cobeHHOCTH O(UIMaNBbHO-[IE/IOBOTO CTHWJIs, TIpaBW/a HalMCAHWS COKpAIlleHW# CJI0B, Ha3BaHWM,
YMCJTUTENBHBIX U /1. JJOKYMEeHTbI OrpaHU4eHHOro JocTyra. [Tpobiema nHbOpMaIMOHHOM 6e30TacHOCTH
Y 3allyThl MH(POPMALIMOHHBIX peCypCOB. YPOBHM KOH(UAEHLMaIbHOCTU WH(OpMAaLUM, Ha3HauYeHUe U
TUTIbI KOH(PUAEHLIMAMbHBIX T0KyMeHTOB. PefiepanbHbiii 3ak0H «O rocyapcTBeHHoOM TaiiHe» (1993 1), ero
OCHOBHBbIe T10/10’KeHus1 U 3HaueHusi. CocTaB/ieHUe U U3r0TOB/IeHHe JOKYMEHTOB OrpaHMYeHHOr0 J0CTyTa.
[Topsimok paboThl UCTIONHUTENEH C JAOKyMEHTaMH OTpPaHUUYeHHOTo JocTyra. OpraHu3aius CiryKObI
JOKYMeHTal[MOHHOTO o0ecrieueHusi yrpaBieHus. TexHonorus pabotel c fgokymMeHTamu OOiiue
TpeboBaHus. OpraHr3alioHHbIe GOPMBI CTY>KO: LIeHTpa/M30BaHHas, JelleHTpa/M30BaHHasi, CMelllaHHasl.
TurioBble opraHU3allMOHHbIE CTPYKTYpbI: YIIpaB/ieHUe JejlaMH, KaHLle/sipusi, oOIIui OT/en, ceKpeTapb
yupexkzieHusi. 3afaud U (GYHKI[UU CIyKObI Je/10rmpor3BocTBa. HopMaTHBHAsT peryiaMeHTarusi CTyKObI
Jle/lonpor3Bo/icTBa. Pabora C BXOISIIMMH, HUCXOASAIIMMUA WM BHYTPEHHHMH [OKYMEHTaMH: 3Tarlbl
00paboTKu, TOpsiIoK paboThl. Peructparus nokymeHToB. DOpMBI M BUZBI perucTparnuu. KaproTekw,
MeTOJVMKU UX CO3JlaHusl U TIpUMeHeHus. [JOKymMeHTbl, He TojJjie)xalide perucrpaluu. KoHTponb
WCTIOJIHEHUST [OKYMeHTOB. llefb W YpOBHM KOHTpOJsA Haf, JoKyMmeHTalued. CpOKM HCIIOJHEeHUs
JNOKyMeHTOB. [locTaHOBKa Ha KOHTDO/b, IPOBEPKa X0Ja MCIIOJHeHUs1 JOKyMeHTOB. CucTemarusanus 1
XpaHeHue JOKyMeHTOB CrcTeMaTu3alus U XpaHeHue JOKYMeHTOB. OrepaTuBHOE XpaHeHue JOKYMEHTOB.
O6ume mpuHIMIBLI GopMUpoBaHUs Jiesl. HoMeHKaTypa e/l opraHu3alvu: TIOHSTHEe «HOMeHKJaTypa
Jen» W Leau ee Co3JaHus. TurMoBble YW TMpPUMepHble HOMEHK/IATypbl. [lopsijok cocTaBaeHust
HOMEHK/IaTypbl Jlefl. OKCIlepTH3a LIeHHOCTM [JOKyMeHTOB. OlleHKa 3HauvMMOCTU [IOKYMEHTOB U
oripefiesieHNe CPOKOB xpaHeHUs. [ToAroToBka fien K nepeziaue B apxus. OcdopmiieHre JOKYMEHTOB U Jiefl K
YHUUTOKeHUI0. KOMITbIoTOpHAst TIOATOTOBKA ZJI0OKyMeHTOB. [IoKyMeHT0000pOT Ha KoMITbioTope OCHOBHBIE
3Tarbl KOMITbIOTOPHOM TIOJTOTOBKH JOKYMEHTOB B TEKCTOBOM pefakrope Word: Habop TeKcTa, ero
pefakTipoBaHue U (opmatvpoBaHue. PaboTa c gokymeHTamMu B TabnuuHoM Tiponieccope Excel.
Vicnonb3oBaHWe 3/1eKTPOHHOUM TabiMIlbl KakK (OpPMbI BefieHHsT OTUeTHOCTH. CTaThcThueckass o0paboTka
JaHHbIX. CHcTeMa 3/1IeKTPOHHOTO JoKyMeHToobopoTa. CucteMa 3/71eKTPOHHOM perucTpalyi JOKYMeHTOB
Y KOHTPOJIS1 UCITO/THeHUs1. ABTOMaTU3UPOBaHHAs CUCTeMa B OpraHu3aliuM JABKEHUsT JOKyMEHTOB BHYTPU
yupexxgeHus. CrucTema 3/1eKTPOHHOIO apXUBHOIO XpaHeHUs JOKYMeHTOB. D/IeKTPOHHas ouTa U Internet.

3.4 DK3aMeHaLMOHHbIEe BOIIPOCHI

— 1. TlonaTHe ¥ mpoucxokaeHue goKymeHTa. CriocoObl M CpefcTBa IOKYMEHTHPOBaHUS. 2.
OYHKUMY U KJIaCCU(PUKaLMs JOKYMeHTOB. 3. [1en0npor3BoACTBO: MOHATHE U OpraHu3alOHHbIe (DOPMBI.
4. TloHsiTMe W CTPYKTypa HOPMAaTMBHO-MeTOAWYecKoW 0a3bl enonmpor3BoACTBa. 5. XapaKTepucTHhKa
OCHOBHBIX HODMaTMBHO-METOJMUYECKUX aKTOB B cgepe nenorpousBozcTBa. 6. IloHdaTve pekBu3MTa
JokymeHTa. HOpuanueckas cuna fJokymeHrta. 7. [loHsaThe W BHJbl YHU(ULMPOBAHHBIX CHUCTEM
JOKyMeHTal[uM. 8. YcTaB opraHu3aliuM: BUZbI U MpaBuia coctaBieHus. 9. [lonokeHre 06 opraHu3saium,
CTPYKTYPHOM TOfjpa3fie/ieHu: TpeOoBaHMs K cocTaBieHHto U odopmienuto. 10. OdopmieHue
VHCTPYKLMM, JO/DKHOCTHBIX MHCTPYKUMW. 11. IlpaBuna odopmieHHs OpraHv3alOHHBIX KaZpOBBIX
JOKYMEHTOB (CTPyKTypa M IUTaTHasg YWC/AEHHOCTb, IITaTHOe paclydcaHue, IIpaBWla BHYTPEHHEro
TPyAOBOro pacrnopsigka). 12. Ilpuka3 1o OCHOBHOW JesiTe/IbHOCTH: TpeOoBaHUs K odopmieHuto. 13.
PacriopspkeHUst, YKa3aHus1, pellieHrsl ¥ TTOCTaHOB/IeHNs: TpeboBaHust K opopmiennto. 14. TpeboBaHus K
o opM/IeHUIO MPOTOKOJIOB. 15. AKTHI 1 TipaBu/ia ux oopmiienus. 16. OdopmiieHre CripaBoK, AOK/IaHbIX
Y 00BSICHUTENBHBIX 3anmCcOK. 17. CocTaBeHue 3aKk/IOueHus, TeserpaMmbl, TeaedoHOrpaMmbl U (akca.
18. TlpaBuna cocraBjeHUs] NPUKAa30B MO JUYHOMY cocTaBy. 19. OdopmieHue xapakTepucTuku. 20.
[HenoBoe nrcbMo: MOHATHE, Knaccupukauus. 21. [IpaBuna oopmrieHus [enoBbIX mUceM. 3bIK U CTHIb
C/Ty>KeOHBIX ZIOKyMeHTOB. 22. [IoOKyMeHThl, CofepKalljie TOCyZapCTBeHHYIO TailHy, M UX 3aluTa. 23.
JloKyMeHTBI, cofiepyKalijie KOMMepUecKyr0 TaiHy, U ux 3awmura. 24. Croyxb6a JOY: 3agauu u QyHKUWH,
CTPYKTypa, TpaBa U o00s3aHHOCTH. 25. [T0KyMeHTOOOOpOT opraHu3aluu: paboTa C BHYTPEHHHWMH,
BXOJALLMMU U UCXO[ALIUMHM JOKyMeHTamu. 26. OriepaTvBHOe XpaHeHVe [JOKYMeHTOB. IIpuHuMnel u
npaBuia opmupoBanus gein. 27. [Topsfok cocTaB/ieHus HOMEHKIIATyphl fef. 28. DKCrepTU3a LieHHOCTH
JokymeHTOoB. 29. IlpaBuna odopmieHUs] [JOKYMEHTOB B TeKCTOBOM pegakrtope Microsoft Word. 30.
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OcobeHHOCTH TIpUMeHeHus1 TabmmuHoro mporieccopa Excel. 31. OcobGeHHOCTH CHUCTEMBI 37€KTPOHHON
peructpaiui JoKyMeHTOB. 32. CuCTeMa OpraHW3al[y [BWKEHHs 3/eKTPOHHBIX J[OKYMEHTOB. 33.
DIeKTPOHHOE apXHUBHOE XpaHeHUe JOKYMEHTOB.

3.5 TeMbI KOHTPO/IbHBIX padoT

— . IlpaBuna odopmieHuss peKBU3WTOB «Agpecar», «llogmuce». 2. TexHonorus
JOKyMeHT0000pOTa B yUpeX/|eHUsIX U OpraHu3ariusx.

4 MeToanuecKue Marepuasibl
[nst obecrieuenus: npotiecca oOyueHMst U pelleHus 3afiau 0Oy4yeHUs! UCIOb3YHOTCSl CeAyHolue
MaTepuasbl:
— MeTOAMYeCKHe Marepuasbl, OIMpefessolie TMpoLeJypbl OLIeHWBaHUSl 3HaHWM, YMEeHUH,
HaBbIKOB U (W/IM) OMbITa [esTeJbHOCTH, XapaKTepU3YIL[UX 3Tarbl (POP-MUPOBAHHS KOMIIETEHLUM,
cornacHo 1. 12 paboyeii MporpaMMel.

4.1. OcHoBHas 1uTeparypa
1. Kysneuo M. H. [JokymeHTalMOoHHOe obecrieueHue YIIpaBjieHUs U [1eJIOTMPOW3BO/ICTBO:
yuebHUK 7151 6akanaBpos / Y. H. Ky3uernos. (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/I0ONIPOM3BOACTBO: YueOHoe mocobue. 4-e uzg. (['pud
Muno6pHayku P®) — M.: UHOPA-M, 2011. — 312 c. (Hasmmuue B 6ubmioreke TYCYP - 8 3k3.)
2. [lenoripou3sBojCTBO B coluanbHOM paborte. Yacte I: YueGHoe mocobue [ CTYIeHTOB
HarpaB/ieHUs] TIOATOTOBKU OakanaBpoB «ColuanbHas pabota» / Kasakesuu JI. U. - 2016. 148 c.
[DnekTpoHHBIM pecypc] - Pexxum goctyma: https://edu.tusur.ru/publications/6520, cBo6oAHBIH.

4.3. Obsa3arebHBbIE YUe0HO-MeTOqHYEeCKHe MoCo0us
1. [denompousBoAcTBO: YueOHO-MeTOAWYeCKOe mMocobue s MpPaKTHUeCKOW TOATOTOBKUA /
Kazakepuu JI. WM. - 2017. 21 c¢. [DnekrpoHHbli pecypc] - Pexum  pgocrtyna:
https://edu.tusur.ru/publications/6757, cBOOOAHBIA.
2. Metoguueckue  peKOMEHJAlMd T0  CaMOCTOSTe/bHOW  paboTe  CTYIEeHTOB  BCeX
CrielMa/ibHOCTe U HampaBjieHui: YueOHO-MeToAuueckoe rocobue / Kasakesuu JI. U. - 2016. 15 c.
[DnekTpoHHBIM pecypc] - Pexxum goctyma: https://edu.tusur.ru/publications/6050, cBo6oAHBIH.

4.4. Pecypcol cet UHTepHeET

4.4. Ba3bl JaHHbBIX, HHPOPMALIMOHHO CIIPABOYHbIE U MOUCKOBBIE CHCTEMBI
1. edu.tusur.ru
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