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

«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)

= TUSUR YTBEPXJIAIO
Fl"j m UNIVERSITY [TpopekTop no yuebHO# padoTte
Cep m-;.--:.: -'.. B "....'..l ':-z..-:.';;-l-ﬂi.'.k' |-.._'-.': ':.ﬂ'.-.inli.'-.f: I.-’-J:-.."-.'.

Bragesey: Tpoawm Magen Edmpmosms

LeacTaatengs: ¢ 1001, 2016 no 16092010

PABOYAS ITPOTPAMMA YUYEBHOM JUCLVITJIMHEI
OO0mmii ¥ 3JIEKTPOHHBIH JOKYMEHTO000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
Hampasnenue noarotoBku (cnernuanbHOCTh): 38.03.02 MeHeaKMeHT
HanpaenenHocts (mpo¢uib): @UHAHCOBBI MEHEKMEHT

®dopma 0O0ydeHHS: OUHASA

@axkynbreT: P, IKOHOMHYECKHI (PaKyIbTeT

Kadenpa: sxonomuku, Kagenpa sxoHomuxn

Kypc: 3

Cemectp: 6

Y4eOnsiii mnan zHabopa 2017 rona

PaCHpe,[[CJ'IeHI/IC pa60qero BpPEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTp Bcero Ennaunner
1 Jlexnn 36 36 JacoB
2 [IpakTrueckue 3aHATUA 36 36 4acoB
3 Bcero aymuTopHbIX 3aHATHN 72 72 4acoB
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ,:[pbl
npotokot Ne 6 oT « 24 » 1 2017 1
JIUCT COTTTACOBAHUN

PaGouas nmporpamma cocTaBiieHa ¢ y4eTOM TpeOoBaHU# (eepalbHOTO TOCYIaPCTBEHHOTO 00pa30-
BaTeJIbHOTO cTaHaapTa Boicuiero oopazoBanus (PI'OC BO) no HampaBiIeHUIO MOATOTOBKU (CHEIMAIbHO-
ctr) 38.03.02 MenemkMeHT, yTBepkaeHHoro 12 suBapst 2016 roma, paccMOTpeHa B yTBEpIKIeHa Ha 3ace-
JTaHUU Kapenpsl «  » 20 ropa, npotokon Ne
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Cr. npenoaBatens kad. MCHEKMEH-
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Hexan DD A. B. boromosoBa
3aBenyromnuii BeITycKaroIen kag.

SKOHOMUKH M. B. PepxkoBa
DKCIepr:

JIOLIEHT Kad. SKOHOMUKHU JI. B. 3emiioBa
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1. lean u 3aga4n AUCHUTLIHMHBI

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

1.2. 3agaun QUCHUIINHBI

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

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

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

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

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

2. MecTo nmucuuiiiuebl B cTpykrype OITOII
Jucuuminza «O01mii u 3MeKTpoHHbIN qokyMeHToobopoT» (b1.B.JIB.4.1) otHOCHTCS K OnOKy 1
(BapuaTHBHAs YacTh).
[TpeamecTBYOIMKUMU TUCHMIUIMHAMY, (POPMHUPYIOIIUMH HayallbHbIe 3HAHMS, SBISIOTCS CIETYIO-
e TuciuIuinHbl: basel nanneix, busznec- mnanuposanue, Madopmatnka, CtaTucTuka.
[Tocnenyromumy TUCUUIUIMHAMY SBIISIOTCSA: YTIPAaBIEHUE POCKTaMH.

3. TpeGoBanus K pe3yJibTaTaM OCBOEHMS JUCUMILIIMHbI

[Tporecc n3yueHus: AMCUUILIINHBI HAMpaBjieH Ha (JOPMUPOBAHUE CICAYIOMUX KOMITETCHIINH:

— OIIK-6 BnaneHueM MeToJaMH NPUHATHS PELICHUNH B yNPaBICHUM OINEpallMOHHOW (Tpou3-
BOJICTBEHHOM ) JIEATEILHOCTBIO OpPTaHU3aIUi;

B pesynbrate nzydeHust IUCUMILIAHBI CTYACHT JOJIKEH:

—  3HaTh OCHOBBI JICJIONPOM3BOACTBA M SJIEKTPOHHOTO JOKYMEHTOOOOPOTAa B OpraHM3aIlisX,
MPEIIPU-ATUAX (YIPEKICHUSAX), COCTAB U XapaKTEPUCTUKY MEPCIIEKTUBHBIX HH(POPMALIMOHHBIX TEXHOJIO-
THii B 5KOHOMHKH. T'OCYJIAPCTBEHHYIO MONHUTHKY B chepe JOKYMEHTO060POTa, SIEKTPOHHBIX JOKYMEHTOB
¥ 3JIEKTPOHHOTO JOKYMEHTOOGOPOTA; COBPEMEHHYIO HOPMATHBHO-METOIMUECKAs 6a3a OPraHM3aIHH Pa-
GOTHI C TOKYMEHTAMH B Op-TaHM3AIMH; COBPEMEHHBIC TPEOOBAHMS K OPraHM3aLMH, IPABHIA U HOPMBI
paboTHI C JOKYMEHTAMHM;, OOLIHE PUHIAIIB TOCTPOCHHS H CTPYKTYPY CHCTEMBI DIEKTPOHHOTO TOKYMEH-
T006OPOTA; OPraHM3AIMIO ASSTEIBHOCTH APXUBHBIX CITYHKO.

—  yMeTb TPaMOTHO pa3pabaThiBaTh YIPABICHUCCKHE TOKYMEHTHI, HCIIOIb3YEMBIC B ICSTEIBHO-
CTH NPENIPHSATHIL; COCTAaBIATH JIeI0BBIE IMChMA JUIS CBOOOIHOIO ¥ PABHOIPABHOTO IIHCHMEHHOTO 00IIe-
HUSI C PA3INYHBIMU KOPPECTIOHACHTAMH HPEANPUATHI; HCIONB30BaTh B CBOCH MPOMECCHOHANBHOM J1es-
TEILHOCTH MPHK/IAIHbIE IPOrPAMMHBIE CPEJI-CTBA M CPEICTBA OPITEXHUKH. HCIONb30BATh BO3MOKHOCTH
0GIIEro 1 IEeKTPOHHOrO JOKYMEHTOOGOpOTa Jisi MPUHATHS yIPABICHUYSCKHX PElICHMIL. HCIOIb30BaTh
UH(POPMALIMOHHBIE CHCTEMBI U MH()OPMAIIMOHHOE CONPOBOXKICHHE B IPO(EC-CHOHATBHOMN e TETbHOCTH

—  BJIaJieTh - HAaBbIKAMH COCTaBIICHUS U 0(OpMIICHHS JOKYMEHTOB B cdepe mpodeccuoHalbHOM
JesI-TEJIbHOCTH, METOJIaMH U CPEICTBaMH MOIyUeHUs], XpaHEeHHUs, 00pabOTKH MHPOPMAIUH, - HABBIKAMH
UCIIOJIb30BaHUs KOMIIBIOTEPHON TEXHHUKH, MPOTPaMMHO- MH(POPMAIIMOHHBIX CUCTEM, KOMIIBIOTEPHBIX Ce-
TEeH; - HAaBBIKAMH HCIIOJIb30BaHUs JIEKTPOHHBIX CIIOCOO00B oOMeHa mH(popmanuel u cpeicTB ux obecrie-
YEeHUSI, IPUMEHSIEMbIX B SKOHOMHUKHU

4. O0beM IMCHUIIMHBI U BUAbI y4eOHOI padoThl
OO0m1ast TpyI0€MKOCTh AUCIUIUIMHBI cOCTaBIsIeT 6.0 3aU€THBIX €IMHUIIBI U TIPEJICTaBICHA B TA0JIN -
ne 4.1.

CornacosaHa Ha noptane Ne 17180 3



Tabmuma 4.1 — TpyA0eMKOCTh TUCITUILTAHBI

Buabl yueOHOI gesTelbHOCTH Bcero gacos CemecTpsl

6 cemecTp
AynuTopHbI€ 3aHATHUSA (BCETO) 72 72
Jlexknuu 36 36
[IpakTuyeckue 3aHATUS 36 36
CamocTosiTenbHas paboTa (Bcero) 144 144
IIpopaboTKa JEeKIMOHHOTO MaTepuaa 66 66
[ToaroroBka K MpakTUYECKUM 3aHATUSAM, CEMUHApaM 78 78
Bcero (0e3 sx3amena) 216 216
OO0mmas Tpy10eMKOCTh 4 216 216
3aueTHnIe EanHAIIEI 6.0 6.0

5. Coneprxxanue IMCUMILTHHBI

5.1. Pa3aesnl AuCcHUIIMHBI M BUALI 3aHATHH
Paznensl AMCUMITITMHBI U BUABI 3aHATUI PUBEICHBI B Tabmwmie 5.1.
Tabmuma 5.1 — Pasgensl IUCIUIUIMHEL U BUIBI 3aHATHHA

= g
s ¥
3 g - 0 .
< - m S 3
= 4 >
HazBanus pa3aenoB IUCHUTUIMHBI % % 5 g § & %
= & = g 0 2 E
= e A 8 o 3
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é § © S/
<
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6 cemecTp
1 Ilpenamer, conepxanue u 3a1aun Kypcea. I1o- 6 8 24 38 OIIK-6
HATHE JOKyMeHTa. CBOMCTBA JOKYMEHTA.
Knaccugukarus 10KyMeHTOB.
2 CrpykTtypa nokymeHTa. TpeboBaHus K 4 4 24 32 OIIK-6
0 OpPMIIEHUIO JOKYMEHTOB.
3 Cuctemsl nokymeHTauuu. OpopmiieHue 4 8 26 38 OIIK-6
yIPaBIEHUYECKUX JOKYMEHTOB.
4 Opranuzarus paboTsl ¢ JoKymMmeHTamu. Ho- 8 4 26 38 OIIK-6
MEHKJIaTypa JeJl, METO/IMKA €€ COCTABIICHUS U
NPUMEHEHUS B IPAKTHUECKOM e TEIbHOCTH.
5 ®opMupoBaHKE U TEKYIIEE XPAaHEHUE JIETT. 4 4 22 30 OIIK-6
Ilon-roroBka aen k nepegayde v nopsiok
nepeauy Jei B apXuB AJIs JallbHEHIIIEero Xpa-
HEHUS
6 Opranuzamus paboTsl ¢ JOKyMEHTUPOBAH- 10 8 22 40 OIIK-6
HOW MH(OpMaIei OrpaHnYeHHOTO A0CTyIa
CucTreMbl 3IEKTPOHHOTO IOKYMEHTO000pOoTa
HWroro 3a cemectp 36 36 144 216
Uroro 36 36 144 216
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5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JTEKIIASIM)

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

Tabmuua 5.2 - CogepkaHue pa3aesioB NUCIUIUIHH (TIO JICKIUSIM)

HasBanus paszgennos

Copeprkanue pa3aesioB TUCHUTLTAHBI IO
JICKIUSIM

TpynoeMKocCTsb,

q

dopMupyembie
KOMIIETEHIIUU

6 cemecTp

1 TIpeamer, conepxaHue v 3a1a4n
Kypca. [lonsaTue nokymeHra.
CBoiicTBa IOKYMEHTA.
Knaccugukarus 10KyMeHTOB.

[TonsiTHe, nenu 1 3a1a4n U3y4aeMou auc-
uUIuIvHbL. /lemonpounsBonactso. Pazsutue
Y CTAaHOBJICHUE JEJI0NPOU3BOACTBa B Poc-
cuu. 3HaYEHUE U MECTO JOKYMEHTOB B
cucteme ynpasieHusal [oHsITHE TOKyMEH-
ta. @yHKIMU 10KyMeHTOB. CrIocOOBI 10-
KyMEHTUpOBaHUs. MaTtepualibHble HOCHU-
tenu nHpopmarmu. CBOMCTBA TOKYMEH-
ta. Kimaccudukanys 1oKkyMeHTOB 110 pas-
JTUYHBIM Npu3HakaM. HopmatuBHo-nipa-
BOBas 0asa IOKYMEHTAIIMOHHOTO oOecTie-
YeHHsI YIpaBlIeHUS YHU(DHUKAIIS U CTaH-
JapTU3aIus.

(o)

Hroro

OIIK-6

2 CtpykTypa AoKyMeHTa. TpeOoBaHus
K 0)OPMIICHHIO JJOKYMEHTOB.

TpeboBanus k 6maHkam A10KyMeHTOB. [1o-
psok paspaboTku GiankoB. OOmmme Tpe-
OoBaHUS K JOKYMEHTaM, U3TOTOBIISIEMbIM
C TIOMOIIIBIO0 TEXHUYECKUX CPEJICTB .
PexBU3UTHI OpraHU3alMOHHO- pacopsi-
TUTENBHBIX JOKYMEHTOB. OCOOCHHOCTH
o(hopMIICHHUS OTJICITBHBIX PEKBU3UTOB.

Hroro

OIIK-6

3 CucteMbl TOKyMEHTaLUH.
OdopmiteHne ynpaBieHIECKUX
JTIOKYMEHTOB.

Opranu3aiioOHHO-PACIOPSIAUTENbHAS J10-
kymeHTanus. HpopMarimoHHo-cripaBoy-
HbIE IOKYMEHTHI. JJoKyMEeHTUpOBaHUE JIe-
STEIbHOCTH KOJIJIETHAIBHBIX OPTaHOB.
Cucrema mnanoBoit jokyMmentanuu. Cu-
CcTeMa OTYETHOM JoKyMeHTaruu. Kaapo-
Bas IokymMeHTalus. OCHOBHBIE BUIbI
JIOKY-MEHTOB 10 JITYHOMY cocTaBy. Cu-
cTemMa OyXraiaTepcKon JOKYMEHTAIIHH.

HUroro

OIIK-6

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

[ToHsITHE «IOKYMEHTOOOOPOT» M €T0 pa3-
Butre. OCHOBHBIE MPaBUJIa OpraHU3AIUN
JOKYMEHTOO00pOTa B OPTaHU3aINN
(yupexnenun) . Cxema IBHKEHUS U TEX-
HoJIOTHs1 00pabOTKHU TOKYMEHTOB. YUeT
o0Bema qokymeHToob0poTa. Peructpa-
1Sl JOKYMEHTOB. KOHTPOJIb HCITOJTHEHUS
nokyMeHToB.HomeHnkiatypa nein. Buzsl
HOMEHKJIATyp J1ei1. TpeOoBaHUs K COCTaB-

OIIK-6
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JICHUIO HOMEHKJIATyphl. 3aTOJIOBKU U UX
cocTaBlieHUE B HOMEHKJIarype aen. [lops-
JIOK COCTaBJICHUS U YTBEPKACHUS HOMEH-
KJIaTypsl Aen. TpeboBaHMsI K 3aTI0JTHEHUIO
(hOopMBbI HOMEHKJIATYpPHI Je]l. YCTaHOBIIe-
HUE CPOKOB XpaHEHHS JIeIl.

Htoro

5 ®opMHpOBaHUE U TEKYILIEE
xpanenue nen. Ilog-roroska nen k
nepesayde v Mops oK nepesadu e B
apXUB IS JAJIbHEHUIIETO XpaHEHUs

®opmuposanue u opopmiienue aen. Op-
raHU3alys ONEPaTUBHOIO XPAHEHHUS JEIl.
DKcrepTusa EHHOCTH T0KyMEeHTOB. [Ipo-
BE€JICHUE dKCIEePTH3bI IEHHOCTH. OdopMm-
nenue aen. Odopmienne 00I0KKY aena.
Cocrasnenue onuceil. [lopanox nepena-
YH JOKYMEHTOB Ha XpaHEHUE B apXUB.

Hroro

OIIK-6

6 Opranuzanus paboThI ¢
JOKYMEHTHUPOBAaHHON MH(pOpMaIen
OorpaHu4eHHOro foctyna CucreMsl
AIIEKTPOHHOTO TOKYMEHT0000pOTa

Opranu3zaius paboThl ¢ JOKyMEHTaMH,
KOTOPBIE OTHECEHBI K TOCY/IapCTBEHHBIM
cekpetam. Opranuzanus paboThl ¢ T0KY-
MEHTaMH, CO/ICPKAIIUMHU KOH(PHICHITH-
anbHyto nHpopMmaruio. [IpaBa goctyma k
KOH(UACHIMAIBHBIM JOKYMEHTaM opra-
Huzauuu. [Ipuem peructpanus koHpu-
JCHIIMAIBHBIX TOKyMeHTOB. [levaTanue,
pa3MHOXKEHHE U PacChbUIKa JOKYMEHTOB.
['pynmupoBKa UCTIONHEHHBIX JOKYMEHTOB
B 1ena. Mcnonbp3oBanue JOKYMEHTOB, A€l
U U3JJaHUM, CHATHE ¢ Je1 Tpud)a orpaHu-
YEeHHsI TOCTyMNa. JNEeKTPOHHBIN TOKYMEH-
TOOOOPOT. DNEKTPOHHO-IIU(pOBas MO~
nmuck. MOK (PKI) — undpacrpykrypa
OTKPBITHIX KITtoueil. OpraHu3alysi CuCTeM
AJIEKTPOHHOTO IOKYMEHTO000pOTA.
OCHOBHBIE TIOHSTHSI O CUCTEMAaX JJIEK-
TPOHHOTO JIOKyMEeHT0000poTa. OCHOBHBIE
corictBa CO/I. OOmas knaccudukanus
CO/I. [Ipumepsl peanusanu CUCTEM
AJIEKTPOHHOTO IOKYMEHTO000pOTA.

Htoro

10

OIIK-6

Hroro 3a cemectp

36

5.3. Paznenbl JMCUMILVIMHBI M MEKIMCUMIUIMHAPHBIE CBSA3H ¢ 00ecedyuBAKIIMMH (NPeAbl Ty IIUMHU)

U o0ecrnieynBaeMbIMHU (MOC/IETYIOIIUMHU) TUCHUIIIMHAMHA

Pazgensl qUCIUIUIMHB U MCKIUCHUIITIMHAPHBIC CBA3HU C O6CCHC‘-II/IB8.IOH_II/IMI/I (HpC,Z[LI,Z[yIJ_[I/IMI/I) u

obecrieunBaeMbIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAME TIPEICTAaBIEHBI B TabmuIe 5.3.

Ta6Jmua 5.3 - Pazgens! IUCHUIIMHEL U MCKJIUCHUIIIIMHAPHBIC CBA3U

HawnmenoBanme JUCHUITIINH

No pasaciion HaHHOﬁ AUCHUIUIMHEBI, JJIS1 KOTOPBIX HCO6XOIII/IMO
HN3Y4YCHHUC 06€CHe‘II/IBaIOHII/IX H 00ecIieunBaeMbIX JUCHUITIINH

1 2 3 4

5

6

Hpe,[[HICCTBy}OH_II/IC JAUCIUITIINHBI

1 ba3sl ja”HHBIX
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2 busHec- MmIaHUpOBaHUE +

3 Undopmarnka +

4 CraTucTHKa + + + +

[Tocnenyromue TUCIUITITUHBI

1 YnpaBneHnue npoexraMmu +

5.4. CooTBeTCTBHE KOMIIETEHIU, GOPMUPYEMBIX NPU U3Yy4YeHUH TUCHUTIINHBI, U BUA0B 3aHATHH
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MPHU HM3YUYEHUH IWUCHUIUIMHBI, ¥ BHJIOB 3aHATHU
MpeICTaBICHO B Tabimiie 5.4
Tabmura 5.4 — CooTBEeTCTBHE KOMIIETCHIIMN U BUJIOB 3aHIATUH, (POPMHUPYEMBIX TIPU W3YYEHHH TUCIHILIH -

HBI
Bunel 3ansatuit

= &
)
= ¥
= = <
= z o
: [av} =
o 0 <

5 = = 2 @DOpMBI KOHTPOJIA
= > 5 o
= 9 ) E
) = = &=
2 S S
c 5
! :
= S
@)

OIIK-6 + + + KonTponsnas padota, Onpoc Ha
3aHaTuax, Tect, uddepenmupo-
BAHHBIN 3a4ET
6. UnTepakTHBHBIE MeTObI U GOPMBI OPraHU3aANUH 00yYeHUs
He npenycmorpeno PYII
7. JIabopaTopHblie padoThI
He npenycmorpeno PYII

8. IIpakTHyeckue 3aHATUSA (CEMUHAPDHI)
HaumeHoBaHMe IPpaKTUYECKUX 3aHATUH (CEMUHAPOB) MpuBeeHO B Tabmuie 8.1.
Tabmuma 8. 1 — HaumeHoBaHMe MPAKTUYECKHUX 3aHATHI (CEMUHAPOB)

3 =
T
HanmeHnoBanue npakTHUECKUX 3aHATHI ¥ )
HasBanus pa3nenos zF =
(cemuHapoB) g g 2
X g =
Y o 2
= o
6 cemecTp
1 IIpenmer, cogepxanue U 3aJa4u Crannaptuzanys opopMICHHs OpraHnu3a- 8 OIIK-6
Kypca. [lonstue nokymeHra. LMOHHO-PACIIOPATUTENBHBIX JOKYMEH-
CBoiicTBa T0KyMEHTA. ToBCO3/1aHHE AJIEKTPOHHBIX JOKYMEHTOB
Knaccudukanus 10KyMeHTOB. Hroro
2 Ctpykrypa nokymenta. TpeboBanust | OpraHu3aliiOHHBIE TOKYMEHTHI, UX CO- 4 OIIK-6
K 0(hOpMIICHHIO JOKYMEHTOB. CTaBJieHUE U 0pOopMIICHUE
Hroro 4
3 CucrteMbl TOKyMEHTALUU. CocTaB ¥ co31aHue pacopsIUTEIbHBIX 8 OIIK-6
OdopmiieHne yrpaBIeHIeCKHX nokymeHnToB. THpopManmoHHO-CIIpaBoY-
JIOKYMEHTOB. HbI€ JIOKYMEHTBI, UX COCTaBIICHHE U
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odopmieHne
Hroro
4 Opranuzanus paboTsl ¢ Pabota ¢ kaspoBoil ToKyMeHTauen OIIK-6
nokyMeHTamu. HoMeHknaTypa nen, Hroro
METOJMKA €€ COCTaBJICHUS U
MIPUMEHEHHUS B TPAKTUUECKOI
JEATENBHOCTH.
5 ®opMUpOBaHKE U TEKYLIEE Opranuzanus paboThl C TOKYMEHTaMHU. 4 OIIK-6
xpaHeHnue nen. [lon-rotoska nen k XpaHeHHE TOKYMEHTOB
I 9e U TOPSIOK IT 1 B
epejiate U NOPAIOK epesiati et Wroro 4
apXxuB JUIA JaJbHEHIIEro XpaHeHUs
6 Opranuzanus paboThI ¢ CucrteMbl aBTOMaTU3AIUU JOKYMEHTOO- 8 OIIK-6
JOKYMEHTHPOBaHHOW nHpopmanueii | 6oporaPaboTa B cucteme 3JeKTPOHHOTO
orpanuueHHoro goctymna CucTeMbl JTOKYMEHTO000poTa
AIIEKTPOHHOTO TOKYMEHT0000pOTa Vroro 8
Hroro 3a cemectp 36

9. CamocTtosiTe1bHasi padoTa
Bunasl camoctosiTenbHO paboThl, TPYAOEMKOCTh U (hOpMUpPYEMble KOMIIETECHIIUU MTPEICTABICHHI B

tabmmue 9.1.
Tabmuia 9.1 - Buasl caMocTosTETbHOM paboThl, TPYIOEMKOCTh U (pOpPMUpPYEMbIe KOMIIETCHLIUU
- o]
g el
3 = =
o 2 o T
Bunpl camocTosTenbHON > 0
HazBanus pa3nenos Z 7 = @®opMBI KOHTPOJIS
padoThI 4 s 2
S a8 =
e Q2
= S
6 cemecTp
1 IIpenmer, conepxanve u | [lonroroBka k npakruye- 14 |OIIK-6 JuddepeHunpoBaHHbIif
3aaun Kypca. [loHsiTue | CKMM 3aHATHSM, CEMHHA- 3aueT, KonTposnbHas pabo-
nokyMeHTta. CBoiicTBa pam Ta, Onpoc Ha 3aHATUAX
KyMEHTA.
?(0 yMe [TpopaboTka JIEKITMOHHOTO 10
uUKaIHS
naccuguxan Marepuaia
JIOKYMEHTOB.
Hroro 24
2 Crpyktypa nokymeHnTa. |lloaroroBka k mpaxktuue- 14 | OIIK-6 JuddepenunpoBaHHbIii
TpeboBanus K CKHM 3aHSATHSAM, CEMHHA- 3aueT, KoHTposbHas pado-
oopmieHunio pam ta, Onpoc Ha 3aHATUAX
AOKYMEHTOB. [TpopaboTka JIEKITMOHHOTO 10
Mmarepuaia
Uroro 24
3 CucreMbl IToaroroBka K npaxkTu4e- 16 |OIIK-6 JudpepeHnnpoBaHHbIMl
JOKYMEHTAIHH. CKHUM 3aHSTUSAM, CEMUHA- 3ayeT, Onpoc Ha 3aHATUSAX,
Odopmienne pam Tect
YHPpABJICHACCKUX [TpopaboTka TeKIHOHHOTO 10
KYMEHTOB.
JOKYMEHTO Marepuaia
Hroro 26
4 Opranusanus padotsl ¢ |[loaroroBka k npakTuye- 14 | OIIK-6 JuddepenunpoBaHHbIit

AOKYMCHTAaMMU.

CKHUM 3aHATUAM, CEMUHA-

3aueT, KoHTposbHas pado-
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Howmenkunarypa nemn, pam ta, Onpoc Ha 3aHATHSIX,
METOJIUK TaBJICHUS Tect

CTO/HKA €€ COCTaRIC [IpopaboTka JIEKIIMOHHOTO 12 cc
1 IPHMEHEHNA B MaTepuaa
MPAKTUYECKOU
EATEIIBHOCTH. Hroro 26
5 ®opmupoBaHue U [TonroroBka K npakTuye- 10 |OIIK-6 HuddepenunpoBanHbIii
TEKyIllee XpaHEHHE JIel.  |CKUM 3aHSATUSIM, CEMHHA- 3auet, KontponbHas pabo-
Ilog-roToBKa gem K pam Ta, Onpoc Ha 3aHATHUSAX,
Tiepesiatic u HOpANoK [TpopaboTka TeKIHOHHOTO 12 Tect
| qn B apXUB IS

Cpeaati 11 B apXHB JUL Marepuaa
JAJIbHEUIIIer0 XpaHeHUs

Hroro 22

6 Opranuzanus padotel ¢ | [ToaroroBka k mpakTuye- 10 | OIIK-6 JuddepeHnmpoBaHHBIHI
JIOKYMEHTHPOBAaHHOM CKHM 3aHSTHSAM, CEMHHA- 3aueT, KoHTposbHas pado-
uHopMarlei pam ta, Onpoc Ha 3aHATHSIX,

TPaHUYEHHOT T Tect
g PaHIICHHOTO 10CTYIIA [IpopaboTka JIEKIIMOHHOTO 12 cc

HCTEMBI SIIEKTPOHHOTO | oy g
JIOKyMEHTO000pOTa

Hroro 22
Hroro 3a cemectp 144
Hroro 144
10. KypcoBas pa6ora (IIpoeKT)
He npenycmorpeno PYII

11. PeiiTuHroBasi cucremMa /isi OLEHKH YCIIeBA€MOCTH CTYICHTOB

11.1. banjabHble OLEHKH /JIsl 3JIEMEHTOB KOHTPOJIA

Tabmuna 11.1 — bayuibHBIC OIICHKH JUIS JIEMEHTOB KOHTPOJIS

. . MaxkcuManbHbIN
. MakcumanbHbIN MakcumanbHbIN
DneMeHTHl y4eOHOU 0aJut 3a mepuos Bcero 3a
Oamn Ha 1-yto KT ¢ |  Oam 3a nepuon
NEeSATENbHOCTH mexnay 2KT u Ha CEMECTP
Hayana cemectpa | Mmexay 1KT u 2KT
KOHEIl ceMecTpa
6 cemecTp
KonTposasHas padota 10 10 10 30
Onpoc Ha 3aHATUSX 10 10 20 40
Tect 5 10 15 30
Hroro makcumym 3a nepu- 25 30 45 100
on
Hapacraromum utorom 25 55 100 100
11.2. IlepecyeT 62J1710B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKHU
[TepecueT OamIoB B OLIEHKH 32 KOHTPOJIbHBIC TOUKH MIPEICTaBICH B Tadmuie 11.2.
Tabmuma 11. 2 — [TepecueT 6AJIJIOB B OIICHKH 32 KOHTPOJIbHBIC TOUYKH
bannbl Ha 1aTy KOHTPOIBHON TOUKHU Ornenka
> 90% oT MakcuMabHON cyMMbI OamioB Ha naty KT 5
Ot 70% 1o 89% oT MakcuMaIbHOM cymMMbl OaisioB Ha naty KT 4
Ot 60% 1o 69% ot makcumasbHOM cymMmbl OaiioB Ha Aaty KT 3
< 60% oT MakcuMaabHOU cyMMbI OauioB Ha naty KT 2
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11.3. IlepecyeTr cyMMBbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLCHKY
[Tepecuer cymMbl OajIOB B TPAAMLIMOHHYIO U MEXIYHAapOIHYIO OLIEHKY NPEJCTAaBIEH B TabauLe
11.3.

Tabmuma 11. 3 — IlepecueT cyMMbl 0JJIOB B TPAAMIIMOHHYIO M MEKTYHAPOIAHYIO OLICHKY

Hrorosas cymma 6aisos,

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

9K3aMeH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (0TJIMYHO)
85 -89 B (ouenb xoporiiio)

4 (xopo1io) (3a4TeHO) 75 - 84 C (xopor1o)
10-74 D (ynoBnerBopuTeabHO)
65 - 69

3 (yZIOBJIETBOPUTENHHO) (3aYTEHO) 60 - 64 P ———
2 (seyROBICTBOPHTENSHO) (HE Hwxe 60 6ammos F (HeynoBneTBOpHUTENIHHO)

3a4TEHO)

12. Y4yeOHO-MeTOANYeCKOEe 1 HHPOPMALMOHHOE 0OecreyeHre JUCHMIIMHbI

12.1. OcHoBHas JuTEpaTypa

1. JlokyMeHTalmoOHHOE OoOecrieueHue YIpaBiIeHUus U JAeNONpOou3BOACTBO [Tekcrt] : yueOHHK ams
6akanaspos / U. H. Ky3nenos. - M. : FOpaiit, 2012. - 576 c. - (bakanasp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuune B 6ubmuorexke TYCVYP - 26 3k3.)

2. KonduneHnuaapHoe AETONPOU3BOJICTBO U 3AIMUIICHHBIN SJIEKTPOHHBIA JTOKYMEHTOOOOPOT
[Texkcr] : yueOnuk / H. H. Kynses [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepa0. u nom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas oubnmoreka). - bubmmorp.: c. 490-496. - ISBN 978-5-
98704-711-8 (nannuue B 6ubmotexke TYCYP - 15 5k3.)

12.2. lonostHUTEILHAS JIUTEPATypa

1. JloKyMEHTHpOBaHHUE YIIPABICHYECKON JeATEeIbHOCTH : yueOHoe mocodue / XK. H. AkceHona ;
®denepalibHOE areHTCTBO MO 00pa3oBaHMI0, TOMCKHIA TOCYIAPCTBEHHBIN YHHBEPCUTET CUCTEM YIIpaBIie-
HUS U paauodiekTponuku, Kadenpa skonomuku. - Tomck : TMILJIO, 2006. - 119 c. : un., Tabn. - bubnm-
orp.: ¢. 119. (mHanuuue B 6nbarorexe TYCVYP - 16 3k3.)

2. JIoOKyMEHTHpOBaHHWE YMPaBICHYECKOHN JeaTeNbHOCTH: YueOHoe nmocooue / Akcénora XK. H. -
2009. 194 c. [DnexTpoHHbIA pecypc] - Pexum moctymna: https://edu.tusur.ru/publications/4875, nara 06-
pamenusi: 25.04.2017.

12.3 YyeOHO-MeTOAUYECKHE ITOCOOUH

12.3.1. O6s3aTeibHbIE YUeOHO-MeTOAuYEeCKH e MOCO0Uus

1.  OOmwmii 1 AMEKTPOHHBIN JOKYMEHTO000pOT: MeToanueckoe mocobure mo 1aboparopHbIM 3aHs -
THSM U CaMOCTOSITENbHOU paboTe s ctyaeHToB HampasieHuid 080200.62 «Menemxment», 080100.62
«Oxonommka» / AxcénoBa K. H. - 2014. 40 c. [DnextponHbli pecypc] - Pexkum pocryma:
https://edu.tusur.ru/publications/4874, nara oopamenus: 25.04.2017.

2. JIOKyMEHTHpOBaHHUE YIPABICHUECKOW NEATEIbHOCTU: MeToIuuecKrue yKa3aHusl K MpaKTH4e-
CKHM 3aHATHSAM U 10 caMocTosATeIbHOM padote / AkcéHoBa XK. H. - 2011. 57 c. [DaexTponHbIl pecypc] -
Pexxum noctyma: https://edu.tusur.ru/publications/2389, nata obparenwus: 25.04.2017.

12.3.2 YuyeOHO-MeTOOMYeCKHe TOCOOMS 1JIsI JIML ¢ OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBBS
VY4aebHo-MeToquYecKHe MaTepHalbl sl CAMOCTOSTEIBHON U ayTUTOPHOI paboThl 00YyJarOIUXCs
M3 4YucCjia UHBAJIMIOB MNPCAOCTABIIAOTCA B (l)OpMaX, AAalTUPOBAHHBIX K OrpaHUYCHUAM UX 300POBbA U
BOCIIpUATHS HH(OpMALIUHL.
JI1s1 JIMI ¢ HApyIIeHUSIMM 3PeHust:
- B (hOpME ITEKTPOHHOTO JIOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPUPTOM.
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JIJist JiM1L ¢ HAPYIIEHUsIMU CJIyXa:

- B (hopMe ANIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (hopme.

JIJ1s1 Jid1L ¢ HAPYLIEHUSIMU ONIOPHO-IBUTaTeJILHOIO annapara:
- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (opme.

12.4. ba3bl 1aHHBIX, HHGOPMALMOHHO-CIIPABOYHbIE, IOUCKOBbIE CUCTEMbI U TpedyeMoe
NporpaMMHoe odecrneyeHue

CnpaBouHo-uH(popmaroHHble cucteMbl « KoHCybTaHT +», «l"apaHTy.

http://www.gdm.ru — Opunuansaslil cadT ['Miabaun ynpapisSiomux JOKyMEHTaUeH

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

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

AW =

TOBY»

5. http://www.eos.ru — OduuUanbHBI CalT KOMHOAHUU «JIEKTPOHHBIE O(UCHBIE CUCTEMBD»
(pazmen «O 1OKyMEHTOOOOpOTEY)

6. http://www2.termika.ru/dou/enc - DHIMKIIONIEHS JETONPOU3BOICTBA

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

13. MaTepuajibHO-TEXHHYECKOE O0ecredeHrue U CHUNINHbI
13.1. O0uue TpeOOBaHUS K MATEPHAJILHO-TEXHUYECKOMY 00eCle4eHH 0 TN CIUTIINHbI

13.1.1. MaTrepuaibHO-TEXHMYECKOE O0ecrevyeHue /sl JIEKIMOHHbIX 3aHATHH
Jlis mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIIOBBIX M MHIAWBUYaJIbHBIX KOHCYJIbTALUH, TE-
KYILETro KOHTPOJISI M IPOMEXKYTOUYHOM aTTecTallui UCIOJIb3yeTCsl yueOHas ayIuTopusi, C KOJIMYECTBOM I10-
CaJI0YHBIX MeCT He MeHee 22-24, 00opyloBaHHAs JOCKOM M CTaHAApTHOH yueOHOoIl meOenbo. MMeroTes
HaIAHbIE TOCOOMS B BUJIE MTPE3CHTALIMI 110 JIEKIIMOHHBIM pa3/iesiaM JTUCIUILIHHBI.

13.1.2. MaTrepuajibHO-TEXHUYECKOE o0ecneuyeHue 1Jisi NPAKTHYECKUX 3aHATHIl
Jns mpoBeneHUsT MPAKTUYECKUX (CEMHHAPCKUX) 3aHSATUU HCIONB3yeTcs Yy4deOHas aylIuTopus
(KOMITBIOTEPHBIN KJ1acc), pacnoyiokeHHas 1o aapecy 634034, Tomckas obmacte, T. Tomck, yin.KpacHoap-
Mmelickas, 1. 146, 5 atax, ayn.503,505. CoctaB obopynoBanus: YueOHas meOens; KoMmbroTeps! kiiacca He
Hwxke [IDBM INTEL Celeron D336 2.81T. - 27 wt.; Komnsrorepsl noaxiatoueHsl k cetu MHTEPHET u
00eCIeunBarOT JJOCTYT B 3JICKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEBHYIO CPEly YHUBEPCUTETA.

13.1.3. MaTrepuabHO-TEXHHYECKOe 00ecrieyeHue 1JIsl CAMOCTOSATEIbHOI padoThl
s camocTosTeNnbHON paboThl yueOHast ayTuTopus (KOMIBIOTEPHBIM KJlacc), pacloyIoKeHHas 10
anpecy 634034, Tomckas obnacts, . Tomck, yn.Kpacnoapmeiickas, a. 146, 5 stax, ayn.503,505. Cocras
obopynoBanus: YueOHas medens; Kommbioreps! kinacca He Hibke [IDBM INTEL Celeronm D336 2.81Tw. -
27 wr.; Kommnetoreps! noakimtouens! k cett MHTEPHET u obecnieunBatoT AOCTYN B 3JIEKTPOHHYIO HH-
(dopMalnoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

13.2. MatepuabHO-TeXHH4YeCKOe o0ecriedyeHre JUCIUIITHHBI ISl JIMI C OTPAHHYeHHBIMU
BO3MO’KHOCTSIMH 310POBbS

OcBoenue auctuminHbl dunamu ¢ OB3 ocyiiecTBiseTcss ¢ UCIOIb30BaHUEM CPEACTB 00ydeHHUs
00I11ero ¥ CHenHUaIbHOIO Ha3HAUCHMS.

[Tpu 0OyueHHH CTYJCHTOB ¢ HAPYIIEHUSIMH CJIyXa MPeIyCMOTPEHO UCIOIb30BAHUE 3BYKOYCHITHU-
BAalOIIEH anmapaTypbl, MYIbTUMEAMWHBIX CPEICTB M JPYTrUX TEXHUUYECKUX CPEACTB IpUeMa/Tiepesauut
yueOHOI HHpOpPMAaIUK B JOCTYMHBIX (hopMax JUIsl CTYJEHTOB C HAPYIICHUSMH CIIyXa, MOOMIIBHOW CHUCTE-
MBI 00y4YEeHHMs ISl CTYJEHTOB C MHBAJIMHOCTBIO, IOPTATUBHON MHAYKIIMOHHONW CUCTEMBI. YueOHas ayJiu-
TOpHsI, B KOTOPOH OOY4YalOTCsl CTYJCHTHI C HApYIICHUEM Cllyxa, 000py/lI0BaHa KOMIBIOTEPHON TEXHUKOH,
ayIMOTEXHUKOW, BUJCOTEXHUKOW, SJIEKTPOHHON TOCKOM, MYJIbTUMEIUIHON CUCTEMOM.

[Tpu 00y4yeHnH CTYJCHTOB ¢ HAPYWIEHUSIMH 3PEeHUsIMH TIPEAYCMOTPEHO UCIIOIb30BAHUE B JICKIU-
OHHBIX U Yy4€OHBIX ayIUTOPUAX BO3MOXKHOCTU IPOCMOTpPA YHAJIEHHBIX OOBEKTOB (HampuMmep, TEKCTa Ha
JIOCKE WJIYU cllaiifia Ha SKpaHe) IIPU TOMOLIY BUIECOYBEIMUUTENEH AJIs yAaJIEHHOTO IPOCMOTpA.

ITpn 0Oy4eHHHU CTYIEHTOB ¢ HAPYLIEHUSIMH OIIOPHO-IBUIaTEeJBLHOIO ANNAPATA HCIOJIb3YIOTCS
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aNbTepHATUBHBIC YCTPOMCTBA BBOAA MH(OPMALMU M JPyrue TEXHHUUYECKUE CPEACTBA MpUeMa/Tiepenayunt
y4eOHOI MH(pOpMaLUu B JOCTYNHBIX (opMax A CTyAEHTOB C HapyLICHUSMH ONOPHO-ABUIaTEIbHOIO
anmapara, MOOMJIBHOM CUCTEMbI 00yYeHHS ISl JIIOJeH C MHBAIUHOCTBIO.

14. ®oHja OLIEHOYHBIX CPEACTB

14.1. OcHoBHbBIE TpeOOBaHUS K (POHIY OLIEHOYHBIX CPEICTB U METOAUYECKHE PEKOMEH AU
q)OHII OLCHOYHBIX CPCACTB W THUIIOBBIC KOHTPOJIbHBIC 3aAaHNA, UCIIOJIb3YCMbBIC JIs1 OLICHKU C(l)Op-
MHUPOBAHHOCTH ¥ OCBOCHHMSI 3aKpPEIUICHHBIX 32 TUCIUIUIMHON KOMIIETEHIIMI NMpU MPOBEICHUU TEKYIIEH,
MIPOMEKYTOYHON aTTeCTaIlMH IO JUCIHUILINHE MPUBECH B MPUIOKEHUH K paboueil mporpamme.

14.2 Tpeﬁona}mﬂ K (1)0H)1y OLCHOYHBIX CPEACTB JIid JIMI ¢ OrPAHUYCHHBIMUA BO3MOKHOCTSIMHA

310POBBSA

I[JISI CTYACHTOB C MHBAJIMJHOCTBIO IMMTPEAYCMOTPCHBI JOIMOJTHUTCIIBHBIC ONCHOYHBIC CPEACTBA, IEPe-
YCHb KOTOPBIX YKa3aH B Ta6J'II/IHe.

Taﬁ.lmua 14 — I[OHO.TIHI/ITCJILHLIQ CpeacTBa ONCHUBAHUSA TJIA CTYICHTOB ¢ THBAJIUIHOCTBIO

Kareropuu cryneHros

BI/I)II)I JOIIOJTHUTCIIBHBIX OLICHOYHBIX
CpeACTB

DopMBbI KOHTPOJISI U OTICHKU
pe3yabTaTOB 00yUEHUS

C napymeHusMu
ciyxa

TecTsl, MICEMEHHBIE CAMOCTOSITEIBHBIC
paboTHI, BOIIPOCH! K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI

[Ipenmy1ieCTBEHHO MUCbMEHHAs
IIpOBEpPKa

C HapylieHUs MU
3peHHS

CobecenoBanue 1o BOIpOcaM K 3a4eTy,
OIIPOC 10 TEPMHUHAM

[TpenMyIIeCTBEHHO yCTHAs IPOBEPKA
(MHIMBUAYATIBHO)

C napymeHusMu
OIOPHO-
JBUTATEILHOTO
anmapara

Pemenue qucTaHIMOHHBIX TECTOB,
KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHBIE
CaMOCTOSITENIbHBIE PaOOTHI, BOMPOCHI K
3a4eTy

[IpenmMyIIeCTBEHHO AUCTAHITMOHHBIMH
MeTOomaMu

C orpaHMyYeHHUSIMH TIO
o0IIeMe TUITUHCKUM
MOKa3aHUSIM

TecThl, MMCbMEHHBIE CAMOCTOSTEIIbHbIE
paloThl, BOIIPOCHI K 3a4eTy,
KOHTPOJIbHbIE PA0OThI, YyCTHBIE OTBETHI

[Ipenmy1iecTBEHHO IPOBEPKA
METOJIaMH, UCXO/S U3 COCTOSHUS
o0y4Jaromierocst Ha MOMEHT IIPOBEPKU

14.3 MeTroauveckne peKOMeHIAMHU 10 OLEHOYHBIM CPeICTBaM JJIsl JIMI C OTPAHNYEHHBIMHU
BO3MOKHOCTSIMH 3/10POBbSI

s crynentoB ¢ OB3 npenycMatpuBaeTcs HOCTyIHas GopMa IpeoCcTaBlIeHUs 3alaHui OI[CHOY -
HBIX CPEJICTB, @ UMEHHO:

- B Ie4aTHOU (hopme;

- B [e4aTHOU (hopMe C YBETUUECHHBIM HIPUPTOM;

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- METOJIOM UTEHHUSI ACCUCTEHTOM 3aJIaHUS BCIYX;

- IIpEI0OCTaBJICHNE 3aJJaHUsl C UCIIOJIb30BAaHUEM CYpIOTIEPEBOIA.

CrygeHTaM C MHBAJTUAHOCTHIO YBEIMYMBAETCS BpEMsl Ha IMOATOTOBKY OTBETOB HA KOHTPOJBHBIE
BOTIPOCHIL. J[JIs1 TaKUX CTYIACHTOB MPEIyCMaTPUBACTCS JOCTYITHAs opMa MPEIOCTABICHUS OTBETOB Ha 3a-

JaHus1, a MMCHHO:

- MMCbMEHHO Ha Oymare;

- HabOp OTBETOB Ha KOMIIBIOTEPE;

- Ha0Op OTBETOB C MCIIOJIb30BAHUEM YCIIYT aCCUCTEHTA;

- [IPE/ICTaBJICHUE OTBETOB YCTHO.

[Tpouenypa oneHUBaHUS PE3y/IbTATOB OOy4EHHS] MHBAJIWIOB MO AUCHMILIMHE MpPeayCcMaTpHBaeT
npefocTaBieHue nHGopmamu B popMax, alaiTUPOBAHHBIX K OTPAaHUUYEHHUSM UX 310POBbSI U BOCHIPUSATHS

nHbOpMaIUH:

JI1s1 1M1 ¢ HApYIIeHUSIMM 3PeHust:
- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;
- B IeYaTHON (hopMe YBEITMUEHHBIM MIPUGTOM.
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JIJist JiM1L ¢ HAPYIIEHUsIMU CJIyXa:

- B (hopMe ANIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (hopme.

JIJ1s1 Jid1L ¢ HAPYLIEHUSIMU ONIOPHO-IBUTaTeJILHOIO annapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (opme.

[Tpu HEoOXOMUMOCTH /TSl OOYYAIOIIUXCS C MHBATHIHOCTBIO MPOIIETypa OICHUBAHUS PE3YIbTATOB
00y4eHHUsT MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.
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IIpuniaoxenue 1
MHUHHUCTEPCTBO OBPA3OBAHUA U HAYKHU P®
®enepanbHOe roCyIapcTBeHHOE 0I0/ZKeTHOEe 00pa30oBaTe/IbHOe yUpesk/ieHue BbIcIIero 00pa3oBaHus

«TOMCKUM TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
VIIPABJIEHUA 1 PAIIMOSJIEKTPOHUKN»

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

®OHJT OLIEHOYHKIX CPEJCTB I10 YYEBHOUN JUCHUIIIMHE
OO0wmmii ¥ 3IeKTPOHHBIH JOKYMEHTO000pPOT
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Hamnpasnennocts (ipoduis): @UHAHCOBBI MEHEIKMEHT

®opma 0OyueHus: OUHast

®dakynpreT: P, IKOHOMHUYECKHUIT PaKyJIbTeT

Kadenpa: sxonomuku, Kadeapa 3xoHoMuku

Kypc: 3

Cemectp: 6

YueOnslii 1an Habopa 2017 roga

Pa3zpaboTunk:
— Cr. mpenoaBarens kad. menemrkmenta C. B. CmupHOBa

JuddepenurpoBaHHbIi 3a4eT: 6 cemecTp

Tomck 2017
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1. BBenenue

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

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

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

Kon DopMyIMpOBKa KOMIETEHIINN Oranbl GOpPMUPOBAHUS KOMITETEHITUI
OIIK-6 BJIaJICHUEM METOAAMU MIPUHATHUS PEIICHUN B JlomKeH 3HaTh OCHOBBI JIETIONPOU3BOJICTBA
yIPaBICHUH ONEPANMOHHON (TIPOU3BOJICTBEH- | M AJIEKTPOHHOTO JIOKYMEHTOO00pOTa B Op-
HOMI) eSATEeIbHOCThIO OpraHU3allui TraHU3AIMSIX, TPEANPU-ATUAX (YIPEIKICHU-

5IX), COCTaB ¥ XapaKTEPUCTUKY MEPCIICK-
TUBHBIX HH()OPMAIIMOHHBIX TEXHOJIOTUH B
SKOHOMHKHM. TOCYIAPCTBEHHYIO HOIUTHKY
B cepe JOKyMEHTOO000pOTa, AIMEKTPOHHBIX
JIOKYMEHTOB U 3JIEKTPOHHOIO JIOKYMEHTOO-
00poTa; COBPEMEHHYIO HOPMATHBHO-METO-
audecKas 0asa OpraHu3aluM paboThl ¢ J10-
KyMEHTaMH B Op-TaHU3aIMH; COBPEMECH-
HbIE TPEOOBAHMS K OpraHU3aLluH, TPaBHUIIA
¥ HOPMBI paBoThI ¢ JOKYMEHTaMH; 00Iie
[NPUHLUIBI IOCTPOCHUS U CTPYKTYPY CHU-
CTEMBI JIEKTPOHHOTO JJOKYMEHTO060pOTa;
opraHn3aluio ACATCIbHOCTH apXUBHBIX
CITyxO0. ; )

JloikeH yMeTh I'paMOTHO pa3pabaThiBaTh
yIpaBJICHYECKHE JOKYMEHTBI, HCIIOJTb3ye-
MBbBI€ B JCATCIBbHOCTU HpC,Z[I_IpI/ISITI/II\/JI;~ CO-
CTaBIISITh JICJIOBBIC TIHCHhMA JIJIsl CBOOOTHO-
r'0 ¥ PaBHOIPABHOTO MMCbMEHHOTO 001I1e-
HUS C PA3JIMYHBIMHA KOPPECTIOHCHTAMHU
TIpeIPUATHIAL, UCIIONB30BaTh B CBOGH HPO-
(beccroHABHOM JAEeSITETPHOCTH MTPHUKIIA/I-
HbIE IPOTPAMMHbIE CPEJI-CTBA U CPE/ICTBA
OPI'TEXHUKHU. HCIOJIH30BATH BOZMOXXHOCTH
0O0IIEeTo U AIIEKTPOHHOTO JOKYMEHTO000PO-
Ta JIsl IPUHATHUS YIPABICHYECKUX pele-
HUil. UCIOJIB30BATh WH(GOPMAITMOHHEIE CH-
CTeMbI ¥ HH(POPMAITMOHHOE COMTPOBOK/IC-
HUE B podeCc-CHOHATBHON JACSITSILHOCTH |
Jlo/KeH BIasieTh - HABBIKAME COCTABIICHHS
1 opopmIteHUs TOKYMEHTOB B cdepe mpo-
(beccroHabHOW Aes-TeTbHOCTH, METOAaMHU
U CpEJCTBaMH I0JIy4€HUsI, XpaHEHUs], 00-
paboTku HHPOPMALINY, - HABBIKAMH HC-
M0JIb30BAHUS KOMITBIOTEPHOM TEXHUKH,
POTPaMMHO- HH(POPMAITMOHHBIX CUCTEM,
KOMITBFOTCPHBIX CeTefI; - HaBbIKaMH HC-
MI0JIb30BaHUS JICKTPOHHBIX CITIOCOOOB 00-
MeHa nHpopManueil u cpeacTB ux odecrne-
YCHUS1, IPUMCHSEMBIX B SKOHOMUKH ;
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OO0me XapaKTepUCTUKU TOKa3aTeled M KPUTEPHEB OLICHUBAHMS KOMIIETEHIMI Ha BCEX 3Tamax
MIpUBECHBI B TaOIHIIE 2.
Tabmuia 2 — O0mmue XapakTepUCTHKH MOKa3aTese U KpUTEpUEB OLIEHUBAHUS KOMIIETEHIIHIA 1O Taram

Iloka3arenu u
KpUTEpUHU

3HaTh

YMmeTb

Baanern

OTinuHO (BBICOKHI
YPOBECHB)

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

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

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

Xoporo (6a30BbIi

3HaeT (paKThl, IPUHIIHIIGI,

O6J1az(aeT JAHUAaIia3oHoOM

BepeT OTBCTCTBCHHOCTH 34

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

00JIaCTH UCCIIEIOBAHUS 00CTOSITEHCTBAM B pellie-
HUU TpobIeM

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

HO (ITOPOTOBBIN LUMU 3HAHUSMU YMEHUSIMH, TpeOyeMbIMH | OJIF0JCHUU

YPOBEHbB) IS BBITTOJTHEHUS IPOCTHIX

3aaa4

Tadmmua 3 — Draresl

2 Peaun3anuss KOMIETeHIHMI

2.1 Komnerennus OIIK-6

OIIK-6: BnameHHMeM METOJAaMM TPHHATUS PEIICHUH B YIPaBICHUM ONEpPAlMOHHON (Tpou3-
BOJICTBEHHOM) 1€ATEIbHOCTHIO OPraHU3aLNM.

s hopMHpOBaHUS KOMIIETEHIIMA HEOOXOIMMO OCYILECTBUTH Psijl 3TAoB. DTarbl GOpMUpOBaHUS
KOMITETEHI[MH, IPUMEHSEMbIE JUIsl 3TOTO BUABI 3aHATHI U HCHOJIb3yeMbI€ CPEJICTBA OLICHUBAHUS Ipes-
CTaBJIeHBbI B Tabnuile 3.
OPMHUPOBaHUSI KOMIIETECHIIMH U UCIIOJIb3YEMbIE CPEACTBA OLICHUBAHUS

CocTasn

3HaTh

VYMeTh

Bnanets

Copeprxanue dTa-
OB

OCHOBBI JEIIOTIPOU3-
BOJICTBA U JIEKTPOHHOIO
JTIOKyMEHTO000pOoTa B Op-
raHu3alusaX, TPeANpUITU-
AX (YU4peKJIEHUsAX), COCTAB
U XapaKTEepUCTHKY Tep-
CTIIEKTUBHBIX HH(pOpMAIH-
OHHBIX TEXHOJIOTUH B 3KO-
HOMHUKH. T'OCYJaPCTBEH-
HYIO MTOJIUTUKY B chepe
JIOKYyMEHTO000pOTa, IJIEK-
TPOHHBIX JOKYMEHTOB U
3JIEKTPOHHOTO JIOKYMEH-
TO00OPOTa; COBPEMEHHYIO
HOPMAaTHUBHO-METOIYe-
ckas 0a3za opraHu3aluu
paboThI C IOKyMEHTAMHU B
OpraHu3allK; COBPEMEH-
Hble TpeOOBaHUS K Oopra-
HU3aI1H, IPaBUIIa U HOP-
MI>I~pa60TI>I C IOKyMEHTa-
MH; 0OILIMe NPUHIUIBI

IrPaMOTHO pa3pabaThIBaTh
yIpPaBICHUECKHUE TOKY-
MEHTBI, UCTIOJIh3yEeMbIC B
NesITebHOCTH MPEANPHSI-
TI/II\/'I;N COCTAaBJISATh CTIOBBIC
MUChMa 17151 CBOOOIHOTO U
PaBHOIPABHOTO IMUCHMEH-
HOTO OOILEHUS ¢ pa3Iuy-
HBIMH KOPPECIIOHICHTaMHU
TIPEIPHUATHI; HCIIOIB30-
BaTh B CBOEH Mpodeccro-
HaIbHOU AESITETbHOCTH
MIPHUKJIATHBIC TPOTPaMM-
HBIE CpPENI-CTBA U CPEJICTBA
OPITEXHUKH. HCIIONb30-
BaTh BO3MOXXHOCTH OOIIIe-
T'O H DJIEKTPOHHOTO JIOKY-
MEHTO00OpOTa ISl IPUHS-
THUS YIIPABICHUYECKHUX Pe-
LICHHU. HCMONb30BATh UH-
(hopMaIOHHBIE CUCTEMBI
U MH(pOpMaIMOHHOE CO-

HaBBIKAMU COCTABIICHUS U
oopmiieHUs TOKyMEHTOB
B c(pepe nmpodeccuoHab-
HOM J1e-TebHOCTH, METO-
JaMH ¥ CPENICTBAMU TIOTY-
YeHUs1, XpaHeHHsl, o0pa-
00TKH UHpOpMAIHH, - Ha-
BBIKAMU UCIIOJIb30BaHUS
KOMIIBIOTEPHOU TEXHUKH,
IpOrpaMMHO- HH(pOpMa-
IIUOHHBIX CUCTEM,
KOMIBIOTEPHBIX CETEH; -
HaBBIKAMU HCIIOJIb30BAHUS
3JIEKTPOHHBIX CLIOCOO0B
oOMeHa uHpopmanuen u
CPEICTB HX Oo0ecreueHus,
MIPUMEHSIEMBIX B YKOHOMHU-
KU
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TIOCTPOEHUS U CTPYKTYPY
CUCTEMBI DJIEKTPOHHOTO
JIOKYMEHTO060pOTa; Opra-
HU3AIHUIO JESTSIIbHOCTH
ApPXUBHBIX CITYXkO.

MPOBOXKCHUE B TIpodec-
CHOHAJILHOU JIEATEIHLHO-
CTH

Bunwl 3ansatui

* IIpakTnueckue 3ans-
TS,

e Jleknum;

* CamocTosTenbHas pa-
ooTa;

* IIpakTuueckue 3aHs-
THUS;

o Jlexnmuy;

* CamocTosiTenbHas pa-
ooTa;

* CamocTrodTenbHas pa-
0oTa;

Hcnosnb3yembie
CpeICTBa OLCHUBA-
HUS

* KoutponpsHas pabora;
* Ompoc Ha 3aHATUSX;
e TecT;

* JTuddepenuponan-
HBIH 3aY€T;

» KonrponbHas padora;
* Ompoc Ha 3aHATHSIX;
* TecT;

» Jluddepenuponan-
HBIH 3a4eT;

* Jluddepenuponan-
HBIN 3a4eT;

PopMyIMpOBKa MOKAa3aTeIe U KPUTEPUEB OLEHUBAHUS JAHHOW KOMIIETEHIMU INPUBEJECHA B Ta-

omuie 4.
Tabmuma 4 — Iloka3areiau U KpUTEPHUH OIICHUBAHMS KOMITETSHITUHU HA dTanax

CocTasn 3HaTh YmMmeTs Bnanets
OTtnuHO * TpPaMOTHO pa3pabarel- | * CBOOOJHO BIAJEET Ha-

(BBICOKMIA YPOBEHB)

* TIpaBWJIa U HOPMBI pa-
GOTHI C JOKYMEHTaMH,
COCTaB M XapaKTePUCTH-
Ky MEePCIIEKTUBHBIX WH-
(hOpPMAITMOHHBIX TEXHO-
JIOTHH B BKOHOMI/IKI/IT ro-
CYAapCTBEHHYIO MOJIUTH-
Ky B c(hepe TOKyMEHTOO-
00poTa, HMEKTPOHHBIX
JOKYMEHTOB U DJICK-
TPOHHOTO JTOKyMEHTOO-
60pOTa; COBPEMEHHYIO
HOPMaTUBHO-METOANYC-
ckast 0aza opraHu3aluu
paboThI C TOKyMEHTAMHU B
OpraHM3aIliH; COBpe-
MEHHbIe TpeOOBaHUS K
OpraHu3aIu, O0IIHe
MIPUHIIUIIBI TOCTPOCHUS U
CTPYKTYPY CHCTEMBI
AIIEKTPOHHOTO IOKyMEH-
T0060pOTa; OpraHm3a-
U0 JAESITENLHOCTH ap-
XUBHBIX CITYXO;

BaTh YIPaBJIEHYECKHUE J10-
KYMEHTBI, HCTIOJIb3yeMbIe
B JICSITENILHOCTH TpeJi-
NPUATHH, ICHO POpMyITH-
pOBaTh COOCTBEHHYIO T10-
3ULUIO TIO BaXKHEUIIIUM
JTUCKYCCHUOHHBIM BOMPO-
caM TeOpHH yIpaBIICHU-
S.LACTIONB30BaTh HHPOP-
MAITMOHHBIE CUCTEMBI U
nH(}OpPMAITMOHHOE CO-
MIPOBOXKIEHHE B mpodec-
CHUOHAJIBHOHN OESATEILHO-
CTH;

BBIKaMH pabOTHI HA TEp-
COHAJILHOM KOMITBIOTEPE
JUISL IOATOTOBKH 3JIEK-
TPOHHBIX JOKYMEHTOB,
METOAAMHU U CPEICTBAMHU
MIONTyYeHUS], XPAHCHUS,
00paboTku MHGOPMAIIHH,
CIOCOOCH OIICHUBATh B3a-
MMOJICHCTBUE OpraHu3a-
LU U OPraHOB IOCyJap-
CTBEHHOTO U MYHUIIU-
MAJTBHOTO YIIPABJICHUS B
00J1aCTH TOKYMEHT0000-
poTa. METOAaMU TIPHUHS-
TUSI PELICHUI B yIIpaBiie-
HUU OIEPALMOHHON
(TIpOM3BOJICTBEHHOM) JIe-
SITETLHOCTHIO OPTaHU3a-
11117

Xoporto (6a30BbIH
YPOBEHbB)

* HMeeT MpeACTaBICHUE
0 OCHOBHbIE MTOHSTHUS
COBPEMEHHBIX IKOHOMH-
YeCKUX MHPOpPMaILUOH-
HBIX CUCTEM, TEHIAECHLUAX
UX pa3BUTHS, a TAKXKE UX
KOHKPETHBIX pean3alu-
X METOJIbI U CPEJICTBA

* yMeeT KOPPEKTHO BbI-
paskaTh U apryMEHTHPO-
BaHHO 00OCHOBBIBATH I10-
JIO’KEHUS MTPEAMETHON
00J1acTH 3HAHMUS;

* KOMIIETEHTEH B pa3-
JUYHBIX CUTYAIUsX;
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00pabOTKH IKOHOMHUYE-
CKHX JIAHHBIX;

VYI0BIETBOPUTEIBH
0 (IOpOroBbIN
YPOBECHB)

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

* yMEET MPEeCTaBIIATh
pe3yabTaThl CBOCH pado-
TBI;

¢ BJIAJACCT NOBCPXHOCT-
HBbIMU HaBBIKaAMH pa60TH
C KOMIIBIOTCPHBIMU CCTA-
MU, ITIOMCKOBBIMH CUCTC-

MaMH, CriocoOeH Kop-
PEKTHO IIPOBECTH aHAIIU3
MPEIOCTABICHHON JIOKY-
MEHTAalIUH;

3 TunoBble KOHTPOJIbHBIE 32/ IAHUS

Jis peanuzanuy BhIILIENEPEUUCIECHHBIX 3a/1a4 00y4eHHs! UCIOJIb3YIOTCSI TUIIOBbIE KOHTPOJIbHBIE
3aJJaHUs WIM UHBIE MaTepHajIbl, HEOOXOIUMBbIE /ISl OLIEHKU 3HAHWM, yMEHU, HAaBBIKOB U (WJIM) OIBITA Je-
ATEIbHOCTH, XapaKTEPU3YIOIUX ATanbl (pOpMHUpPOBaHHS KOMIETEHIMH B Mpoliecce OCBOEHHUs 00pa3oBa-
TEJIBbHOM MPOrpaMMBl, B CIEAYIOLIEM COCTABE.

3.1 TecToBbBIE 3a1aHUS
1. Jlata toKkyMeHTa — 3TO:
A) nata ero nmoAmMcaHus, IPAHATHS
B) nata ero cocraBnenus
C) mara ero moanmUcaHus, MPUHATHUS, YTBEPKICHUS, COCTABICHHS, JaTa COOBITHS
D) nara coObiTHS
2. JlokyMmeHT, (pUKCUpYIOIMUK X0 00CYXIeHUs BOMPOCOB U MPHUHSITHUS PEIICHU Ha coOpaHu-

X, 3aCC€AaHUAX, COBCIIAHUAX U T.II..

A) 00BsICHUTEIIbHAS 3aIHCKa

B) noknaanast 3ammcka

C) akr

D) npoToxon

3. Ecnu pacniopsiiuTeNnbHas 4acTh TEKCTAa HAUMHAETCS CIIOBAMH “00s13bIBaI0”, TO 3TO
A) npuka3

B) 3asBnenue

C) pacniopsbkeHue

D) yka3zanue

3.2 Tembl OIPOCOB HA 3aHATHSAX
Co3pmanue JIeKTPOHHBIX JOKYMECHTOB
WHdopManmoHHO-CIIpaBOYHBIE IOKYMEHTBI, UX COCTABJICHHUE M OPOPMIICHHE
Opranu3aiust paboThl ¢ TOKyMEHTaMU. XpaHEHUE IOKyMEHTOB
Pabota B cucteme 35IeKTpOHHOTO TOKYMEHTO000pOTa

3.3 Tembl KOHTPOJIBLHBIX padoT
TpeboBaHusl K JOKYMEHTHPOBAHHON WH(pOpManuu. YHU(DUKAIUS JOKYMEHTOB M TEXHOJIOTHMA

paboThI C TOKyMEHTAMH.

Opranmzarus paboTsl ¢ qokymeHTamu. Opranuzarus ciayx0b1 JIOY u ee dyHKIUN.
DNEKTPOHHBIA JOKYMEHTOOOOPOT.
JIoKyMeHTOOOOPOT BXOMAAIIUX, HCXOAANIMX M BHYTPEHHUX JOKYMEHTOB (TiepBHYHasi 0Opa-

00TKa, perucTparus, UCIIOJIHEHUE U KOHTPOJIb). CPOKH NCIIOJTHEHUS IOKYMEHTOB.

3.4 Bonpocsl nugdepeHIIHPOBAHHOIO 3a4eTa
1. OcHOBHBIE TIOHSTHS U ONPEENICHHUS 1eJIONPOU3BOACTBA. JJOKYMEHT B JOKYMEHTOOO0OpOT. 2.

Ponb noxymentoB B oOmiectBe. OyHKIMM 10KyMeHTOB. 3. TpeGoBaHUs K JOKYMEHTUPOBAaHHOM MH(OpMa-
ud. YHu(UKaAIMs TOKYMEHTOB U TEXHOJIOTHUH paboThl ¢ JokyMeHTamu. 4. FOpuandeckas cuiia JOKyMEH -
ToB. O0ecreyeHne IPUINIECKON CUITbI IOKYMEHTOB Ha OyMaKHOM M MallTMHHOM HocuTensix. 5. Kmaccu-
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¢uKanMyu TOKYMEHTOB, HCHOJb3yeMble B MPAKTUKE AEIONpOM3BOACTBa. 6. HopmaruBHO-MeTOAMYECKas
0a3a nenonpounsBojacTBa. HopmMaTuBHbBIE IPaBOBbIE aKThl, TOCYIAPCTBEHHBIE CTAHAAPTHI, KJIacCU(UKATOPHI
U Jpyriue HOpMaTUBHBIC TOKYMEHTHI. 7. YHu(UUUpoBaHHbIe cucTeMbl nokymeHTanuu (Y C/). Onpenene-
Hue u HazHadeHue YCJI. [Tpumepsr YC/I. 8. CucteMa opraHu3aiiiOHHO-PACTIOPAIUTEIIBHON TOKYMEHTA -
mun (OPD). 9. CocraBnenne U opopMIIeHHE OpPraHU3alMOHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB. Buibl
0-KyMeHTOB. Jlorudeckas cTpykTypa Tekcra 1okyMeHToB. 10. CoctaBnenue u opopmieHue nHbopMaIiu-
OHHO-CIIPABOYHBIX JOKYMEHTOB. Buabl nokymeHToB. Jlornueckas CTpyKTypa TEKCTa TOKyMeHTOB 11.
®dopmupoBaHue M TeKymee XxpaHenue aen 12. Opranusanus paboThl ¢ JoKyMeHTamu. OpraHu3amus
ciyx0b1 IOV 1 ee pynkiun. 13. JIokyMeHTOOO0POT BXOAAIINX, UCXOAALINX U BHYTPEHHUX JOKYMEHTOB
(mepBu4Hasi 00pabOTKa, PETHCTpaINsl, UCTIOJIHEHUE W KOHTPOJIb). CpOKH HCIIOJIHCHHs TOKYMEHTOB. 14.
Peructparmonnsie GpopMbel 1 0COOEHHOCTH MX HCIONb30BaHUA. 15. OCOOCHHOCTH BENCHUS NIEIONPOU3-
BOJICTBA 1O oOparnieHusM rpaxaan. 16. Homenknarypa nen opranusanuu. HazHaueHnue, mopsiok paspa-
06oTku u BeneHus. Jlornue-ckas cTpykTypa qokymenra. 17. Opranusanust paboThl ¢ TOKYMEHTUPOBAHHOM
nH(popmaIen orpaHnueHHOTO 10CcTymna. 18. OCHOBHBIE perilaMeHTHPOBAHHBIC TIPOIIEIYPhI PaOOTHI C J10-
KyMEHTaMH B BEJOMCTBEHHOM apxuBe (dopmupoBaHue, ohopMIIEHHE U XpaHEHHE [ell, IKCIepTH3a
LICHHOCTH JIOKyMEHTOB, Iiepesiada B apxuB). 19. Bunel cuctem aBroMaTu3anuu paboThl ¢ JOKyMEHTaMU U
uX (QYHKIIMOHAIbHBIE BO3MOKHOCTH. 20. DIIEKTPOHHBIN JOKYMEHTO000pOT. 21. DIeKTpOHHO-II(pOBas
HOJMHUCH.

4 Meroanuyeckne MaTepuaJibl
st obecniedeHus mpoiecca OOy4eHHSI UM PEIICHUs 3a/1a4 O0yYCHHsI UCTIONB3YIOTCS CIIETYIOIINE
MaTepHabl:
— MECTOIUYCCKUE MATEPUAIIbI, OTPEACIISIONINE MPOIEIYPhl OLICHUBAHUS 3HAHHUMA, YMEHHIA, HaBbI-
KOB U (MJTM) OTIBITA JIESTSILHOCTH, XapaKTEPU3YIOIIUX ATalbl ((Op-MUPOBAHUS KOMIIETECHIIUH, COTJIACHO TI.
12 paGoueii mporpamMmel.

4.1. OcHOBHas1 JIUTEpaTypa

1. JlokyMeHTalMOHHOE OOecTeueHrne yIpaBIeHus U JAeT0onpon3BoacTBO [Tekcr] : yaeOHuK ajis
6akanaBpos / M. H. Ky3uenos. - M. : FOpaiir, 2012. - 576 c. - (bakanaBp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuuue B 6ubmuoreke TYCVYP - 26 3k3.)

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

4.2. lonoiHUTEILHAS JIUTEPATypa

1. JloKyMEHTHpOBaHHE YIPABICHYECKOH AeaTenbHOCTH : yueOHoe nmocodue / XK. H. Akcenosna ;
denepanbHOE areHTCTBO MO 00pa3oBaHUI0, TOMCKHUIT TOCYIAPCTBEHHBIH YHUBEPCUTET CUCTEM YIpaBJie-
HUS U paanolnekTpoHuku, Kagenpa sxkonomuku. - Tomck : TMIIZIO, 2006. - 119 c. : wi., Taban. - bubmau-
orp.: ¢. 119. (masmmune B 6ubmoteke TYCVYP - 16 2x3.)

2. JIOKyMEHTHpOBaHHE YIPABICHUYECKOH NesATenbHOCTH: Y4yeOHoe nocobue / Axcénona XK. H. -
2009. 194 c. [DnexTponHbIit pecype] - Pexxum moctyma: https://edu.tusur.ru/publications/4875, cBo6on-
HBIH.

4.3. O6s13aTesibHbIE YUeOHO-METOAUYECKHIE MOCOOs

1. OOmwmii 1 SIEKTPOHHBIA TOKYMEHTO000pOT: MeTonuyueckoe mocodue 1o J1abopaTopHBIM 3aHs -
TUSIM U CaMOCTOATeNbHOU pabote s cryneHToB HampasieHuit 080200.62 «Menemxment», 080100.62
«JxoHomuka» / AxcénoBa XK. H. - 2014. 40 c. [DOnekrponHsiii pecypc] - Pexum moctyma:
https://edu.tusur.ru/publications/4874, cBOOOAHBIA.

2. JIOKyMEHTHpOBaHHUE YIPABICHUYECKON NEATEIbHOCTU: MeToInuecKrue yKazaHus K MpakTuye-
CKHM 3aHATHIM U TI0 camocTosiTebHoi padote / Akcénona XK. H. - 2011. 57 c. [DnexTpoHHBIN pecypc] -
Pexxum noctyma: https://edu.tusur.ru/publications/2389, cBOOOIHBIIA.

4.4. Ba3bl JaHHBIX, HHPOPMANHOHHO CTIPABOYHBIE H MOMCKOBBIE CHCTEMbI
1. CopaBouno-uHpopManmoHHbIE cUCTeMBI «KOHCYIBbTaHT +», «"apaHT».
2. http://www.gdm.ru — OdunmanbHbIi callT ['WibauN ynpaBisiomuX JOKYMEHTaIMeH
3. http://www.gramma.ru - KyneTypa nuceMeHHO# peun (pa3nen « CTHITb TOKyMEHTa )
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4. http://dogovor.helpery.ru — DnexTpoHHBIH cOOpHUK «OOpasibl JIEIIOBBIX JTOKYMEH-
TOBY»

5. http://www.eos.tu — OduuUanbHBI CalT KOMHOAaHUU «JIEKTPOHHBIE O(UCHBIE CUCTEMBD»
(pazmen «O MOKyMEHTOOOOpOTEY)

6. http://www2.termika.ru/dou/enc - DHIMKIIONIEMS JETONPOU3BOICTBA

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