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

«TOMCKHM TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
YITPABJIEHWA N1 PAIMOSJIEKTPOHUKI»

(TYCVYP)
YTBEPXIAIO
ITpopekTop no yueGHOM paboTe
II. E. Tposn
«_» 20

PABOYAS ITPOTPAMMA YUYEBHOM JUCLIUITJIMHBI
OO0mmii ¥ 3IeKTPOHHBINH JOKYMEHT0000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
Hampasnenue noarotoBku (cnernuanbHOCTh): 38.03.02 MeHeaKMeHT
HanpasnenHocts (po¢uib): YnpaBjieHue NPpoeKToM

dopma oOyueHUs: OUHaASA

@axkynbreT: P, IKOHOMHYECKHI (PaKyIbTeT

Kadenpa: menexxkmenrta, kadgeapa MeHeI:KMEeHTA

Kypc: 3

Cemectp: 6

Y4eOns1ii mnan Habopa 2013 rona

PaCHpC,Z[CJ]eHI/IC paGoqero BpPEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemectp Bcero Ennaunner
1 Jlexnn 36 36 JacoB
2 JlaGoparopHble pabOThI 36 36 4acoB
3 Bcero aymuTopHbIX 3aHATHN 72 72 4acoB
4 W3 HUX B MHTEPAaKTUBHON (hopme 18 18 4acoB
5 CamocTosiTenbHas paboTa 36 36 4acoB
6 Bcero (06e3 sx3amena) 108 108 4acoB
7 [ToaroroBka u cpaya sK3amMeHa 36 36 4acoB
8 OO0m1as Tpy10eMKOCTh 144 144 4acoB
4.0 4.0 3.E

Dx3aMmeH: 6 cemecTp

Tomck 2017
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Paccmotpena u omoOpeHa Ha 3aceJaHuu Kadeapsl
npotokos Ne 9 or « 12 » 4 2017 1

JIMCT COI'JIACOBAHUI

PaGouas nmporpamma cocTaBiieHa ¢ y4eTOM TpeOoBaHU# (eepalbHOTO TOCYIaPCTBEHHOTO 00pa30-
BaTeNLHOTO CTaHAapTa Bhiciiero oopazoBanus (PI'OC BO) no HampaBieHHIO MTOATOTOBKH (CIIEIIHATLHO-
ctr) 38.03.02 MenemkMeHT, yTBepkaeHHoro 12 suBapst 2016 roma, paccMOTpeHa B yTBEpIKIeHa Ha 3ace-

JTaHUU Kapenpsl «  » 20 ropa, npotokon Ne
Pazpabotunku:
Cr. npenoaBatens kad. MCHEKMEH-
Ta C. B. CmupnoBa
JOTICHT Kad). MEHEPKMEHTA K. H. Axcénona

3aBeayromumii odecreunBaronieii kad.
MEHEKMEHTA M. A. AdonacoBa

Pabouast mporpamMma corsiacoBana ¢ (pakyabTeTOM, MPOGMINPYIONIEH U BBITyCKaIOIIeH Kadeapamu

HallpaBJICHUS ITOATOTOBKU (CHCLII/IaJ'IBHO CTI/I) .

Hexan DD A. B. boromomoBa
3aBeayoNHii BRITYCKAIOMICH Kad.

MEHEKMEHTA M. A. Adonacopa
DKCHepr:

JOTICHT Kad). MEHEPKMEHTA T. A. PssOunkoBa
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1. lean u 3aga4n AUCHUTLIHMHBI

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

1.2. 3agaun QUCHUIINHBI

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

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

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

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

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

2. MecTo nmucuuiiiuebl B cTpykrype OITOII
Jucuuminza «O01mii u 3MeKTpoHHbIN qokymMeHToobopoTr» (b1.B.JIB.1.1) otHOCHTCS K OnOKYy 1
(BapuaTHBHAs YacTh).
[TpeamecTBYOIMKUMU TUCHMIUIMHAMY, (POPMHUPYIOIIUMH HayallbHbIe 3HAHMS, SBISIOTCS CIETYIO-
e qucturuiabl: Uapopmatuka, CtatucTtuka, Teopus MEHEPKMEHTA.
[Tocnenyromumy TMCUUIIMHAMY ABIIAIOTCA: bU3Hec- maHupoBaHue.

3. TpeGoBanus K pe3yJibTaTaM OCBOEHMS JUCUMILIIMHbI

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

— TIK-8 BrajeHremM HaBBIKAMH JOKYMEHTAIBHOTO O(OPMIICHHUS PEIICHUN B YIIPABICHUH OTepa-
IIMOHHOH (MIPOU3BOJCTBEHHOMN) NIEATEIBHOCTU OPTaHMU3alUNA MPU BHEJPEHUU TEXHOJOTUUYECKUX, TPOAYK-
TOBBIX MHHOBALIUW WM OPraHU3alMOHHBIX U3MEHEHUH;

B pesynbraTe n3ydeHus IUCUUIIMHBI CTYIEHT JOJKEH:

—  3HATH OCHOBHI JEIIONPOU3BOJICTBA U DJIEKTPOHHOTO JTOKYMEHTOO0OpOTa B OpraHH3aIUsX,
NPEeNnpU-ATUAX (YUPEXKICHUSAX), COCTAB U XapaKTEPUCTUKY MEPCIEKTUBHBIX HUH(POPMALIMOHHBIX TEXHOJIO-
THii B 5KOHOMHUKH. rOCYAapCTBEHHYIO MOJIIMTUKY B chepe JOKYMEHTO000pOTa, IIEKTPOHHBIX TOKYMEHTOB
¥ NIEKTPOHHOTO JOKYMEHTOO60POTa; COBPEMEHHYIO HOPMATHBHO-METOIMYECKas 6a3a OpraHM3aliy pa-
OOTBI ¢ IOKyMEHTaMH B op-r:»,1H1/13auI/n/1;~ COBpEMEHHBIC TPEOOBaHUS K OpTaHHU3AINH, MPaBUIa U HOPMBI
PaBoTHI C JOKYMEHTAMHM; OOIIHE PUHIAIIE TOCTPOCHHS M CTPYKTYPY CHCTEMBI SIEKTPOHHOTO TOKYMEH-
T0060p0Ta;~ OPTaHM3AIMIO ICATETHPHOCTH aPXUBHBIX CITYXKO.

—  yMeThb TIPaMOTHO Pa3pabaThiBaTh YNPABICHUCCKHE TOKYMEHTBI, HCIIOIb3YeMbIE B ICATEIBHO-
CTH NPENPHSTHIL, COCTAaBIATH J€I0BBIC IHChMA JUIS CBOOOIHOIO ¥ PABHOIPABHOIO IMHCHMEHHOTO 001Ie -
HUSL C PA3IHIHBIMU KOPPECTIOHICHTAMHU NPEIPUATHIL; HMCIIONb30BaTh B CBOCH MPOMECCHOHATBHOM fes-
TeIBHOCTH MPHK/IAIHBIC IPOrPAMMHBIC CPE/I-CTBA M CPEICTBA OPITEXHUKH. UCIIOJIB30BaTh BO3MOKHOCTH
00IIero M JIEKTPOHHOTO JOKYMEHTOOOOPOTa AJIs MPUHATHS YIPABICHYSCKUX PEIICHUH. HCIIOIb30BaTh
MH(GOPMAIIMOHHBIE CUCTEMBI U HH(GOPMAIMOHHOE COMIPOBOXKIEHUE B MPOQPEC-CHOHATBHON AESITETbHOCTH

—  BJIAJIeTh - HABBIKAMH COCTaBIICHUS U 0(hOpMIICHHS JOKYMEHTOB B chepe mpodeccCruoHAIbHOM
Jesi-TeNTbHOCTH, METOJJaMH M CPEACTBAMU IMOJIy4eHUs, XpaHeHHs], 00paboTku uH(OpMalnK, - HABBIKAMU
WCIIOJIb30BaHUS KOMIIBIOTEPHON TEXHHUKH, MPOTPAMMHO- HHPOPMAIIMOHHBIX CUCTEM, KOMITBIOTEPHBIX Ce-
Tei; - HaBBIKAMH HCIIOJIb30BaHUs 3JIEKTPOHHBIX CIIOCOO0B 0OMeHa uH(popmalnuel U cpeacTB ux obdecrie-
YEHUS!, IPUMEHSIEMBIX B SKOHOMUKHU

4. O0beM IMCHUIIMHBI M BU/IbI y4eOHOH padoThl
OO011ast TpyI0€MKOCTb JUCHUILUINHBI cocTaBisieT 4.0 3aueTHBIX eIMHMIIBI U IIPECTaBIeHa B TaOIu -
ue 4.1.
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Tabmuma 4.1 — TpyA0eMKOCTh TUCITUILTAHBI

Buabl yueOHOI gesTelbHOCTH Bcero gacos CemecTpsl

6 cemecTp
AynuTopHbI€ 3aHATHUSA (BCETO) 72 72
Jlexknuu 36 36
JlaGopaTtopHbIe pabOThI 36 36
W3 Hux B MHTEpaKTUBHOMN (hopme 18 18
CamocTtosiTenbHas paboTa (Bcero) 36 36
Odopmiierre 0T4eTOB 110 J1abOPaTOPHBIM paboTam 26 26
[TpopaboTka JIEKIIMOHHOTO MaTepuaia 10 10
Bcero (0e3 ax3amena) 108 108
ITonroroBka m crrada sK3amMeHa 36 36
OO61mas Tpy10eMKOCTh 4 144 144
3auetHble EauHuIb 4.0 4.0

5. Coneprxanue QTMCUMILTHHBI

5.1. Pa3znesnsl JUCHUIIMHELI 1 BUALI 3AHATHI
Pa3znenbl nMCUMIUIMHBL U BUJBI 3aHSATUN TTPUBEICHBI B Ta0uIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUN

5 g
= o
5 QS
‘g £ =) g =
o, = 8 = 2 E
= o < S 9 = 5
= = = s = O =
g = 4 T3 20
Ha3zBanus pa3ienoB AUCHUILTUHBI Z = 5 o 2 2 =
= 2 = | 82 z c
S 2 38 E
& 3) it} S £
O o
s | 2
@
6 cemecTp
1 Ilpenmer, conepskanue u 3aaauu Kypcea. [1o- 6 8 8 22 K-8
HATHE ToKyMeHTa. CBOICTBa TOKYMEHTA.
Krnaccudukanus 10KyMeHTOB.
2 CtpykTtypa n1okymeHTa. TpeboBaHus K 4 4 5 13 ITK-8
0 OpPMIIEHHUIO JOKYMEHTOB.
3 Cucremsl nokymeHntanuu. OpopmieHue 4 8 5 17 [IK-8
yIpaBIeHUYECKUX JOKYMEHTOB.
4 Opranuzanus paboTsl ¢ joKkyMmeHTamu. Ho- 8 4 6 18  |IIK-8
MEHKJIaTypa JieJl, METOAMKA €€ COCTABIICHUS 1
IIPUMEHEHHUS B TPAKTUUECKOMN 1EATEIBHOCTH.
5 ®opMHpOBaHUE U TEKYILIEE XPaHEHHUE eIl 4 4 5 13 [IK-8
[lon-roroBka aen k nepenaye v nopsiok
nepesayuu e B apXuB JUIS HajbHeHIero xpa-
HEHUS
6 Opranuzanus paboThl ¢ JOKYMEHTHPOBAH- 10 8 7 25 ITK-8
HOW MH(OpPMAIel OrpaHUnIeHHOTO JI0CTYIa
CucTteMbl AIEKTPOHHOTO TIOKYMEHTO000pOoTa
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Hroro 3a CEMCECTP

36 36 36

108

Hroro

36 36 36

108

5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JIEKIIASIM)

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

Tabmuua 5.2 - CogepkaHue pa3aesioB NUCIUIUIHH (TIO JICKIUSIM)

Ha3Banus paszgenos

Coneprkanue pa3aesioB TUCHUTITAHBI IO
JICKIUSIM

TpynoeMkocTsb,

q

dopmupyembie
KOMIIETEHIIUU

6 cemecTp

1 TIpeamer, conepxanue v 3a1a4n
Kypca. [lonsatue nokymeHra.
CBoiicTBa IOKYMEHTA.
Knaccugukarus 10KyMeHTOB.

[TonsiTue, nenu 1 3a1a4n U3y4yaeMou auc-
uuIuIvHbL. JlemonpounsBonactso. Pazsutue
Y CTAaHOBJICHUE JEJI0NPOU3BOACTBa B Poc-
cuu. 3HaYEHUE U MECTO JOKYMEHTOB B
cucteme ynpasieHusal [oHsITHE TOKyMEH-
ta. yHKIMU T0KyMeHTOB. CrIocoOBI 10-
KyMEHTUpOBaHUs. MaTtepualibHbIe HOCHU-
tenu nHpopmaiuu. CBOMCTBA TOKYMEH-
ta. Kitaccudukarys 10KyMeHTOB 110 pa3-
JTUYHBIM npu3HakaM. HopmatuBHo-mipa-
BOBas 0asa IOKYMEHTAIIMOHHOTO oOecTie-
YeHUsI YIpaBIeHUS YHUDHUKAIIS U CTaH-
JapTU3aIus.

(o)

Hroro

IIK-8

2 CtpykTypa AoKyMeHTa. TpeOoBaHus
K 0)OPMIICHHIO JJOKYMEHTOB.

TpeboBanus k 6maHkam A10KyMeHTOB. [lo-
psok paspabotku GaHkoB. OOmmme Tpe-
OoBaHUS K JOKYMEHTaM, U3TOTOBIISIEMbIM
C TIOMOIIIBIO0 TEXHUYECKUX CPEJICTB .
PexBU3UTHI OpraHU3alMOHHO- pacopsi-
TUTENBHBIX JOKYMEHTOB. OCOOCHHOCTH
o(hopMIIeHHUS OTJIEITBHBIX PEKBU3UTOB.

HUroro

IIK-8

3 CucteMbl TOKyMEHTaLUH.
OdopmiteHne ynpaBieHIECKUX
JTIOKYMEHTOB.

Opranu3aiioOHHO-PACIOPSIAUTENbHAS J10-
kyMmeHTanus. HpopMarmoHHo-cripaBoy-
HbIE IOKYMEHTHI. JJoKyMeHTUpOBaHUE JIe-
SITEIbHOCTH KOJIJIETHAIBHBIX OPTaHOB.
Cucrema mianoBoit fokymentanuu. Cu-
CcTeMa OTYETHOM JoKyMeHTaruu. Kaapo-
Bas IokyMeHTalus. OCHOBHBIE BUIbI
JIOKY-MEHTOB 10 JITYHOMY cocTaBy. Cu-
cTemMa OyXraiaTepcKon JOKYMEHTAIIHH.

HUroro

IK-8

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

[ToHsITHE «IOKYMEHTOOOOPOT» H €T0 pa3-
ButHe. OCHOBHBIC TIPAaBUJIa OPTaHU3AINH
JOKYMEHTOO00pOTa B OPraHU3aluN
(yupexnenun) . Cxema IBHKEHUS U TEX-
HoJIOTHs1 00pabOTKHU TOKYMEHTOB. YUeT
o0beMa IOKyMeHT000opoTa. Peructpa-

[K-8
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1ust JOKyMEeHTOB. KOHTPOIIb HCTIONTHEHUS
nokymeHToB.Homenkiarypa nein. Bunbt
HOMEHKJIaTyp niei1. TpeOoBaHus K COCTaB-
JIEHUI0 HOMEHKJIATyphl. 3ar0JI0BKU U UX
cocTaBlieHuE B HOMeHKJarype aen. [lops-
AOK COCTAaBJICHUSA U YTBCPKACHUS HOMCH-
KJaTypsl aen. TpeGoBaHMs K 3aTOTHEHHIO
(hopMBI HOMEHKJIATYPHI Jel. YCTaHOBIIe-
HUE CPOKOB XpaHEHUSs JIeTl.

HUroro

5 ®opMHUpOBaHUE U TEKYILEE
xpanenue nen. [lon-roroska nein k
repeaaye v NopsAaoK nepesadyu e B
apXWB IS JAJIBHEHNIIETO XpaHEHUS

®opmupoBanue u opopmiienue aen. Op-
TaHW3AIUS OTIEPATHBHOTO XPaHEHHS JICTT.
DKcnepTH3a IeHHOCTH T0KyMeHTOB. [1po-
BeJIEHUE KCIIEPTH3bI IICHHOCTH. OdopM-
nenue aen. OdopmiieHre 00I0XKKHU AeTa.
Cocranenne onucen. [lopsaok nepena-
M JOKYMEHTOB Ha XpaHEHHUE B apXUB.

HUroro

IIK-8

6 Opranuzanust paboThI ¢
JIOKYMEHTHUPOBAaHHON WH(pOpMaIrueit
orpaHu4YeHHOro jjoctyna CucTeMbl
ANIEKTPOHHOTO IOKYMEHTO000pOoTa

Opranuzanust paboTsl C JOKYMEHTaMH,
KOTOPBIE OTHECEHBI K TOCYIapPCTBEHHBIM
cekperam. Opranuszaiys paboThl ¢ JOKY-
MEHTaMH, COJICPKAIIUMU KOHPHICHITH-
anpHyto nHpopmanuto. [IpaBa nocryna k
KOH(UICHIIMAIBHBIM JOKYMEHTaM Opra-
Huzanun. [lpuem peructparust KoHPH-
JICHIIMAIBHBIX TOKyMeHTOB. [leuaTanue,
pa3sMHOKEHHE U PAaCChUIKA JOKYMEHTOB.
['pynmupoBKka UCTIONHEHHBIX JOKYMEHTOB
B Aena. Vcronb30BaHNe JOKYMEHTOB, €T
Y M3JIaHUH, CHITHE C JIeN Tprda orpaHu-
YEeHUS JOCTyNa. DIEKTPOHHBIH JOKYMEH-
TOOOOPOT. DIEKTPOHHO-IIU(DpOBast MO~
nuck. MOK (PKI) — uadpactpykrypa
OTKPBITHIX KITtouel. OpraHu3aliusi CHCTeM
AIIEKTPOHHOTO JOKYMEHTO0000pOTA.
OCHOBHBIE TIOHSITHSI O CUCTEMaX JJICK-
TPOHHOTO IOKyMEHT0000poTa. OCHOBHBIE
ceoiictBa COJI. Obmas kmaccudukarus
CO/I. Ilpumeps! peanuzaiii CUCTEM
AJIEKTPOHHOTO IOKYMEHTO000POTA.

HUroro

10

[K-8

Hroro 3a cemectp

36

5.3. Pa3neqbl AMCUMINIMHBI M MEKIMCUMININHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)

H 00ecrneunBaeMbIMHU (l'[OC.TIeZ[leI[lI/IMI/I) AUCHHUIIVIMHAMHU

Pazmensl AUCTIUTUIMHBI M MEKIUCITUTUIMHAPHBIC CBSI3M C 00€CTICUMBAOIIMME (TIPEABIAYIIUMA) H

obecrneunBaeMbIMH (ITOCIEIYIOIMMHI) TUCIUTUTHHAMH TIPEICTaBICHBI B Tabumie 5.3.

Tabmura 5.3 - Paznensl AUCIUIUIMHBI 1 MEXIUCITUIUTMHAPHBIE CBI3H

HaumeHnoBaHue qUCHMILIMH

Ne pasnienoB JaHHOW AUCHUTLUIMHBI, I KOTOPBIX HEOOXOIUMO
U3ydeHHe 00eCTICUMBAIONIUX U 00eCTIeYNBAEMbIX JUCIIUILTHH

1 2 3 4

5

6
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[IpeamecTByrOmMME TUCITUATITUHBI

1 Undpopmaruka +
2 CraTucTtuka + + + +
3 Teopust MEHEHKMEHTA +

[Tocnenyromue TUCIUITITUHBL

1 busHec- nmnaHupoBaHue + +

5.4. CooTBeTCTBHE KOMIIETEHIUI, GopMUPYeMBbIX NPU U3Yy4YeHUH TUCHUIINHDBI, U BUA0B 3aHATHH
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPU HM3YUYEHUHM IUCIUIUIMHBI, M BHJIOB 3aHATHN
MpeICTaBICHO B Tabmmiie 5.4
Ta6muia 5.4 — CooTBeTCTBHE KOMIIETCHIIMN U BUJIOB 3aHATUH, (POPMHUPYEMBIX TPU W3YYECHHH TUCIUILIH -
HBbI

Bunwr zagsatuit

@DOopMbI KOHTPOJIA

Komnerenuuu

Jlexun
+ | JlaGopaTopHbie pabOThI
+ | CamocrosiTenbHas paboTa

[K-8 + Kontponsnas padora, Ok3aMeH,
OtuyeT no naboparopHoii padoTe,

Tect

6. UnTepakTBHBIE MeTOABI U GOPMBbI OPraHU3aUMU 00yYeHUs
TexHOMOTUM MHTEPAKTHUBHOTO O0Y4EHHUS MPH pa3HbIX (OopMax 3aHATUH B 4acax MPUBEICHBI B Ta-
omune 6.1
Tabmuia 6.1 — TexHoaornu HHTEPAKTUBHOTO 00YUYEHHUSI IPU Pa3HbIX pOpMax 3aHATUH B yacax

HHTepakTuBHBIE
Mertonpl nabopaTtopHbIe Bcero
3aHATUS
6 cemecTp

TTouckoBbIil METO 8 8
[Ipe3enTanuu ¢ UCIIOIB30BAHUEM PA31aTOYHBIX 10 10
MaTepHajIoB ¢ 0OCYKICHUEM

HWroro 3a cemectp: 18 18
Hroro 18 18

7. JIabopaTopHblie padoThI
HaumenoBanue nabopaTtopHbIX padoT npuBeneHo B Tabmure 7.1.
Tabmuna 7. 1 — HauMmeHoBaH#ue 1a00paTOpHBIX padboT

HasBanus paznenos HaumenoBanue nabopaTtopHbIX padoT

TpynoeMKoCTb,
q
dopmupyembie
KOMIIETEHIIUU

6 cemecTp

CornacoeaHa Ha noprane Ne 19799 7



1 TIpeamer, conepxkanue M 3a1a4n Crannmaptuzanus ohOpMIICHHS OpTaHU3a- 8 ITK-8
kypca. [lonarue nokymenra. LIMOHHO-PACIIOPSATUTENBHBIX JOKYMEH-
CBoiicTBa TOKyMEHTA. ToBCO3/1aHNE AIIEKTPOHHBIX JOKYMEHTOB
Knaccudukaius 10KyMeHTOB. Vroro
2 Ctpyktypa nqokymenTa. TpeboBanus | OpraHu3aliiOHHbIE TOKYMEHTHI, UX CO- 4 IIK-8
K 0()OpMIIEHHIO TOKYyMEHTOB. CTaBJIeHHE U ohopmIIeHHE
Hroro 4
3 Cuctembl JOKyMEHTAIIMH. CocTaB 1 co3gaHue pacrnopsiAuTeIbHBIX 8 TIK-8
OdopmieHne yrnpaBieHIeCKHX nokymeHnToB.TH(popMalmoHHO-CIIpaBOY-
JIOKYMEHTOB. HbI€ JIOKYyMEHTBI, UX COCTaBIIEHHE U
odopmiieHue
Hroro
4 Opranuzaiust paboThl ¢ Pabora ¢ kaapoBoii JOKyMEHTaIHeH 4 [IK-8
nokymeHntamu. Homenkiarypa nen, Vroro
METO/IKA €€ COCTaBJICHUS U
IIPUMEHEHHUS B TPAKTUYECKON
JEeSITeIbHOCTH.
5 ®opMHUpOBaHUE U TEKYILEE Opranuzanus paboTsl C JOKYMEHTaMU. 4 IIK-8
xpanenue nen. [loa-roroBka nen k XpaHeHue J0-KyMEHTOB
nepeiae 1 NOPANOK NMepefai AN B | g0 4
apXuB JJIs JaJIbHEHIIET0 XpaHEeHUs
6 Opranuzanust paboTsI ¢ Cuctembl aBTOMATU3AIMH JIOKYMEHTOO- 8 ITK-8
JOKYMEHTHUPOBaHHOM nHpopmanueii | GoporaPaboTa B cucteMe 3J€KTPOHHOTO
orpaHuuyeHHoro gocryna CucTembl JTOKyMEeHTO00OpOTa
3JIEKTPOHHOT'O JOKYMEHT0000pOTa Vroro 8
Hroro 3a cemectp 36

8. [IpakTHYeckue 3aHATHS (CEMUHAPHI)
He npenycmorpeno PVYII

9. CamocrosiTesibHasi padora
Bunsl camocTosiTenbHOI paboOTHI, TPYAOEMKOCTh U (hOpMUpPYEMbIe KOMIIETECHIIUN MTPEICTABICHEI B
Tabymite 9.1.
Tabmuia 9.1 - Bugsl caMoCTOSTENTbHON paboThI, TPYIOEMKOCTh ¥ (POpPMUpPYEMbIe KOMIIETCHIIUU

3 @]
= z =
S i
Bunasr camocTosTensHOM & > O
HasBanus pasnenos 5 - &5 @OopMBI KOHTPOJIS
paboTsl 2 s 2
X g8 =
Y Q2
= S
6 cemecTp
1 IIpenmer, conepsxanue u | [IpopaboTka JTEKIIMOHHOTO 2 |IIK-8 KontponsHnas padora, OT-
3agauu Kypca. [lonstue | marepuana 4eT 1o JabopaTopHoOi pa-
nokyMeHTa. CBoiicTBa OQOPMICHHE OTIETOR 110 6 0ote, DK3aMeH
KYMEHTA.
AOKYMCHTA naboparopHbIM paboTam
Knaccudukanus
JIOKYMEHTOB. Hroro 8
2 Ctpykrypa nmokymenTa. |I[IpopaboTka JIEKITMOHHOTO 1 [1K-8 Kontponsnas padora, OT-
TpeboBanus k Marepualia 4eT 10 J1JabopaTopHOil pa-
0OpMIICHHUIO OdOpMIEHHE OTUETOR 11O 4 6ote, DK3aMeH
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JTIOKYMEHTOB. nabopaTtopHbeIM paboTam
Hroro 5
3 CucreMsbl IIpopaboTka JIEKIIUOHHOTO 1 IIK-8 Otuet o nabopaTopHoOH
JIOKYMEHTAIUH. Marepuaia paborte, Tect, Dx3ameH
Odopmnerme OdopmiieHre 0T4ETOB 110 4
TIPABJICHICCKUX
YHPpABJICHHCC abopaTOpHBIM paboTam
JIOKYMEHTOB.
Hroro
4 Opranuzarus padotsl ¢ | [IpopaGoTka JIEKIIMOHHOTO 2 |IIK-8 Kontponsnas padora, OT-
JIOKYMEHTaMH. Marepuaia YeT 10 JIabopaTopHOil pa-
Homenknatypa nen, OQOpMITCHIE OTIETOB 1O 4 oote, Tect, DK3aMeH
METOJIHK TaBJICHUS
CTO/HKA €€ COCTaRIC nabopaTtopHbIM paboTam
U IPUMEHEHUS B
MIPaKTHYECKOU Hroro 6
JEeSITeNIbHOCTH.
5 ®opmupoBaHue [IpopaboTka ITeKIIHOHHOTO 1 [IK-8 KonrtponsHnas pabora, Ot-
TEKyIIee XpaHEHUe JIeNl. | Marepuaia 4eT 1o 1abopaTopHOil pa-
Ilon-roroBKka nen k OdOPMIICHHE OTIETOB 10 4 oote, Tect, DK3aMmeH
Tepeniatc u HopsLoK nabopatopHbeIM paboTam
repeaayun el B apXuB JIJIst
JAJIbHEUIIIETO XPAHEHUS Hroro 5
6 Opranuzanus padotsl ¢ | [IpopaGoTka JIEKITMOHHOTO 3 |TIK-8 Kontponsnas padora, OT-
JOKYMEHTHPOBAaHHON MaTepuana 4eT 1o 1abopaTopHoil pa-
nHbopMaIen te, Tect, Dk3ameH
(popmare OdopmiteHre 0TIETOB 1O 4 6ore, Tect, Ixsame
TPaHUYCHHOT: Tyma
orp CHHOTO JI0CTY JabopaToOpHBIM paboTam
CucreMbl 31EKTPOHHOTO
JOKyMEHTO000poTa Hroro 7
Hroro 3a cemectp 36
[TonroroBka u ciava sK3a- 36 DK3amMeH
MeHa
Hroro 72
10. KypcoBasi padota (mpoekr)
He npenycmotrpeno PVYII

11. PeliTuHroBasi cucremMa AJISl OHEHKH yCII€BA€MOCTHU CTYACHTOB

11.1. banabHbIe OLIEHKH /JIs1 3JIEMEHTOB KOHTPOJIA
Tabmuma 11.1 — bayuibHBIC OIIEHKH TSI 2JIEMEHTOB KOHTPOJIS

. . MakcumanbHbIN
. MaxkcuMaTbHBIH MaxkcuMaTbHBIH
DeMeHTHl y4eOHO 0aJut 3a nepuos Bcero 3a
6amn Ha 1-yto KT ¢ | ©Oamnn 3a nepuon
NEeATENbHOCTH mexnay 2KT u na ceMecTp
Havana ceMectpa | Mexay 1KT u 2KT
KOHEIl ceMecTpa
6 cemecTp
KontponpHas paborta 10 15
OTueT o mabopaTopHOi 10 10 20 40
pabote
Tect 5 5 5 15
Hroro makcumyM 3a nepu- 15 20 35 70
on
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DK3aMeH 30

Hapacratomum nurorom 15 35 70 100

11.2. IlepecyeTt 0a/1J10B B OLICHKHU 32 KOHTPOJIbHbIC TOYKH
[Tepecyet 6amIOB B OLIEHKH 32 KOHTPOJIBHBIE TOUKH MpeACTaBiieH B Tadymie 11.2.
Tabmuma 11. 2 — Ilepecuet 6aJIOB B OLIEHKH 38 KOHTPOJIbHbIE TOYKH

basnel Ha 1aTy KOHTPOJIBHOW TOYKH Onenka

> 90% ot MakcuManbHOU cyMMBbl OaioB Ha gaty KT 5

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

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

< 60% oT MakcuMaIbHOU CyMMBbI OauioB Ha naty KT

11.3. Ilepecyet cyMMbI 02/1710B B TPAAULHOHHYIO M MEKTYHAPOIHYIO OLIEHKY

[TepecueT cymmbl 6aJIOB B TPAAULIMOHHYIO U MEXIYHAPOIHYIO OLEHKY MpEACTaBIeH B TaONIuIe
11.3.

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

HtoroBas cymma 0aos,

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

9K3aMEH

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

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

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

3a4TEHO)

12. Y4yeOHO-MeTOAMYeCKOEe M MH(OPMALIMOHHOE 0OOecnedeHne TUCHMIIMHBI

12.1. OcHoBHas1 JIMTEpaTypa

1. JlokyMeHTalMOHHOE OOecTeueHrne yIpaBIeHUs U JAeT0onpon3BoacTBO [Tekcr] : yaeOHuK ajis
6axanaBpos / 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¢uneHunanbHOe ENONPOU3BOACTBO M 3AIIMIIEHHBIA AJIEKTPOHHBIM JOKYMEHTOOOOpPOT
[Tekcr] : yueonuk / H. H. KynsieB [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepad. u gom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas 6ubnmoreka). - bubmorp.: c. 490-496. - ISBN 978-5-
98704-711-8 (masmmuune B 6udmotexe TYCVYP - 15 3k3.)

12.2. lonoiHuTEIbHAS JIUTEpaTypa

1. JloKkyMEHTHpOBaHHUE YNpaBICHUYECKOH AedaTenbHOCTH : yueOHoe nocobue / XK. H. Akcenosna ;
®enepalibHOE areHTCTBO M0 00pa3oBaHMIO, TOMCKMI rOCYIapCTBEHHBIN YHMBEPCUTET CUCTEM YIIpaBiie-
HUS ¥ paanosnekTporuku, Kadenpa sxonomuxku. - Tomck : TMIJLO, 2006. - 119 c. : wi., Tabn. - bubau-
orp.: c. 119. (manuuue B 6ubmotexe TYCVYP - 16 3x3.)

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

12.3 YueOHO-MeTOAUYECKHE MOCOOUS

12.3.1. O0s3aTenbHbIC y4eOHO-METOAMYECKHE TOCOOHS
1. OOmwmii 1 IEKTPOHHBIA TOKYMEHTO000pOT: MeTonuyeckoe mocodue 1o J1abopaTopHBIM 3aHs -
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TUSIM U CaMOCTOsATeNbHOU pabote s cryneHToB HampasieHuit 080200.62 «Menemxment», 080100.62
«JxoHomuka» / AxcénoBa XK. H. - 2014. 40 c. [DOnekrponHwiii pecypc] - Pexum moctyma:
https://edu.tusur.ru/publications/4874, nata obpamenus: 17.05.2017.

2. JIOKyMEHTHpOBaHHUE YIPABICHYECKON NEATEIbHOCTU: MeToInuecKrue yKazaHus K MpakThye-
CKHM 3aHATHIM U TIO0 camocTosiTenbHoi padote / Akcénona XK. H. - 2011. 57 c. [DnexTpoHHBIN pecypc] -
Pexxum noctyma: https://edu.tusur.ru/publications/2389, nara o6pamenus: 17.05.2017.

12.3.2 YuyeOHO-MeTOAMYecKHMe TOCOOHS 1JIsl JIMI € OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3/10POBbSI

Y4eOHO-MeTOqMUeCKre MaTeprabl sl CaMOCTOSTEIbHON U ayTUTOPHOM paboThl 0Oyyaromuxcs
U3 4YMCa MHBAJIUAOB NPEJOCTaBIAIOTCA B (opMax, aJalTUPOBAHHBIX K OTPAHUYEHUSIM HX 3/10pOBbS U
BOCHIPUATHS HHPOPMALIUH.

JLst i1 ¢ HapylIeHUsIMM 3peHus:

- B (hopMe INIEKTPOHHOT'O IOKYMEHTA;

- B [le4aTHOU (hopMe yBETUYEHHBIM HIPUPTOM.

JLst M1 ¢ HAapYLIeHUsIMH cJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (popme.

J1s1 1ML ¢ HapyIIeHUsIMM ONIOPHO-ABUTaTe/IbHOI0 annapara:

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- B reyaTHou (opme.

12.4. ba3pl JaHHBIX, HH()OPMALIMOHHO-CIIPABOYHbIE, IOMCKOBbIE CHCTEMbI M Tpedyemoe
NporpaMMHoe odecrnevyeHue

CripaBouyHO-uH(pOpMaIOHHbIE cucTeMbl «KoHCYynbTaHT +», «I apanT».

http://www.gdm.ru — OpununanbHbiil calfT [ WibIuu ynpapisioluX JOKyMEHTauen

http://www.gramma.ru - Kynbrypa nucbmeHHo# peunt (pazzaen « CTuiab T0KyMEHTa»)

http://dogovor.helpery.ru — DnekrponHslit cOopHuK «OOpasIbI JIENIOBBIX JTOKYMEH-

FAQEUS I N

TOB

5. http://www.eos.tu — OduuuanbHbplii callT KOMOAHUU «JIEKTPOHHBIE O(UCHBIE CUCTEMBD»
(pazmen «O 1OKyMEHTOOOOpOTEY)

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

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

13. MarepuaibHO-TeXHMYECKOe 0O0ecnieyeHue JUCIUIIMHBI
13.1. O0mue TpedOBaHUS K MATEPHAJIBLHO-TEXHUYECKOMY 00ecCneYeHH 0 U CIUTIINHbI

13.1.1. MaTepuaibHO-TEXHMYECKOE O0ecriedyeHue /151 JIEKIMOHHBIX 3aHATHH
Jlnst mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUTIA, TPYIIIOBBIX M MHIAWBUYaTbHBIX KOHCYJAbTALIUH, TE-
KyHI€ro KOHTPOJIA U HpOMC)KYTO‘{HOﬁ aTTeCTallun UCIIOJIB3YCTCA yqe6Ha;1 AyauToOpHs, C KOJIMYCCTBOM I10-
CaZIoYHBIX MecT He MeHee 22-24, 00opynoBaHHAs JOCKOM M CTaHAApTHOH yueOHOIl mebenbio. MeroTes
HarisiaHbIC ocooust B BHUIC npe3eHTau1/H71 I10 JICKIMOHHBIM pas3jacjaM AUCHHUILINHBI.

13.1.2. MaTepuaJibHO-TeXHHYECKOe oOecrneueHue sl J1a00paTopHbIX padoT
Jnis mpoBeneHUs J1a0OPaTOPHBIX 3aHATHHA HCIONB3YyeTcss ydeOHas aymuTopusi (KOMITBIOTEPHBIN
KJIacc), pacroiiokeHHas 1o aapecy 634034, Tomckas obmacts, T. Tomck, yn.KpacHoapmeiickas, n. 146, 5
stax, ayn.503,505. CocraB obopynoBanusi: YueOHas mebenb, Kommbiorepsl kiacca He Hibke [I9BM
INTEL Celeron D336 2.81'T1. - 27 m.; Komnstorepsr noakimtoueHsl kK cetu MHTEPHET u o6ecnieunBa-
IOT JIOCTYII B AJIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTeIbHYIO Cpelly YHUBEPCUTETA.

13.1.3. MaTepuaJbHO-TeXHHYECKOe 0O0ecIedeHue I CaMOCTOATEIbHOH padoThl
s camocTosATeNbHON paboThl yueOHast ayIUTOpHsl (KOMIIbIOTEPHBIN KJIacC), PacloyIOKEeHHas 10
aapecy 634034, Tomckas obmacts, T. Tomck, yn.Kpacnoapmeiickas, . 146, 5 stax, ayn.503,505. CoctaB
obopynoBanus: YueOHas meOenb; Kommbroteps! kiacca He Huxe [IDBM INTEL Celeron D336 2.81Tw. -
27 mr.; Komnerorepsl noxakiatoueHs! k cetu MHTEPHET u obecrieunBatoT 10CTYN B 3JIEKTPOHHYIO HH-
(hopManOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.
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13.2. MatepuabHO-TeXHH4YeCKOe o0ecriedyeHre JUCIUIITHHBI ISl JIMI C OTPAHHYeHHBIMU
BO3MO’KHOCTSIMH 310POBbS

OcBoenue auctuminHbl dunamu ¢ OB3 ocyiiecTBiseTcss ¢ UCIOIb30BaHUEM CPEACTB 00ydeHHUs
00I11ero ¥ CHenuaIbHOrO Ha3HAUCHMSL.

[Tpu 0OyueHHH CTYJCHTOB ¢ HAPYIWIEHUSIMH CJIyXa MPeIyCMOTPEHO UCIOIb30BAHUE 3BYKOYCHIIHU-
BAalOIIEH anmapaTypbl, MYIbTUMEAMWHBIX CPEICTB M JPYTUX TEXHUUYECKUX CPEACTB MpUeMa/Tiepesauut
yueOHOI MHpOpPMAaIUK B JOCTYMHBIX (hopMax JUIst CTYJEHTOB C HAPYIICHUSMH CIIyXa, MOOMIIBHOW CHUCTE-
MBI 00y4YEeHMs 1151 CTYJEHTOB C MHBAJIMHOCTBIO, IOPTATUBHON MHAYKIIMOHHONW CUCTEMBI. YueOHas ayJiu-
TOpHsI, B KOTOPOH OOY4YalOTCsl CTYJCHTHI C HApYIICHUEM Cliyxa, 000py/lI0BaHAa KOMIBIOTEPHON TEXHUKOH,
ayIMOTEXHUKOW, BUJCOTEXHUKOW, SJIEKTPOHHON TOCKOM, MYJIbTUMEIUIHON CUCTEMOM.

[Tpu 00y4yeHnH CTYJCHTOB ¢ HAPYWIEHUSIMH 3PEeHUsIMH TIPEAYCMOTPEHO UCIIOIb30BAHUE B JICKIU-
OHHBIX U y4€OHBIX ayIUTOPUAX BO3MOXKHOCTU IPOCMOTpPA YAAJIEHHBIX OOBEKTOB (HampuMmep, TEKCTa Ha
JIOCKE WJIYU Cllaiifia Ha SKpaHe) IIPU TOMOLIY BUIECOYBEIMUUTENEH AJIs1 yAAJIEHHOTO IPOCMOTpA.

ITpn o0y4eHHHU CTYIEHTOB ¢ HAPYLIEHUSIMH OIIOPHO-ABUIaTEeJILHOIO ANNAPATA HCIOJb3YIOTCS
aNbTepHATUBHBIC YCTPOMCTBA BBOAA MH(OPMALMU M JPyrue TEXHHUUYECKUE CPEACTBA MpUeMa/Tiepenaunt
y4eOHOHI MH(pOpMalUu B JOCTYNHBIX (opMax A CTyAEHTOB C HapyLICHUSMH ONOPHO-ABHIaTEIbHOIO
anmapara, MOOWJIBHOM CUCTEMbI 00yYeHHS ISl JIIOJeH C MHBAIUHOCTBIO.

14. ®oHja OLIEHOYHBIX CPEACTB

14.1. OcHoBHbBIE TpeOoBaHUS K (POHIY OLIEHOYHBIX CPEICTB M METOAUYECKHE PEKOMEH AU
q)OHII OLCHOYHBIX CPCACTB U THUIIOBBIC KOHTPOJIbHBIC 3aAaHWA, UCIIOJIB3YCMbBIC JIs1 OLICHKU C(l)Op-
MHUPOBAHHOCTH ¥ OCBOCHHMSI 3aKPEIUICHHBIX 32 TUCIUIUIMHON KOMIIETEHIIMI MpU MPOBEICHUU TEKYIIEH,
MIPOMEKYTOYHON aTTeCTaIlMU 1O JUCIHUILTUHE MPUBEACH B MPUIOKEHUH K paboueil mporpamme.

14.2 Tpe6oBanusi K GOHIY OIEHOUYHBIX CPEIACTB /IS JIMI C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
310POBBSA
I[J'ISI CTy,Z[eHTOB C UHBAJIMIHOCTBIO HpeIIYCMOTpeHI)I JOITIOJIHUTCJIBbHBIC OLICHOYHBIC CpeI[CTBa, Hepe-
YeHb KOTOPBIX yKa3aH B TaOJIHIIE.

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

BI/I)II)I JOIIOJTHUTCIIBHBIX OLICHOYHBIX
Cpe/CTB

q)OpMBI KOHTPOJIA U OUCHKH

Kareropuu cryneHros
pe3ynbTaToB 00y4eHus

TecTsl, MUCEMEHHBIE CAMOCTOSITEIBHBIC
paboTHI, BOIIPOCH! K 3a4ETY,
KOHTPOJIbHBIE Pa0OTHI

C napymeHusMu
ciyxa

[Ipenmy1ieCTBEHHO MUCbMEHHAs
IIpOBEpPKa

C HapylieHUs MU
3peHHS

CobecenoBanue 1o BOIpOcaM K 3a4eTy,
OIIPOC 10 TEPMHHAM

[TpenMyIIeCTBEHHO yCTHAs IPOBEPKA
(MHIMBUAYATIBHO)

C napymeHusMu Pemenue qucTaHIMOHHBIX TECTOB,

OIIOpHO- KOHTPOJIbHBIE Pa0OThI, MUCbMeHHbIe | [IpenMyliecTBeHHO AUCTaHIMOHHBIMU
JIBUTATEJILHOTO CaMOCTOSITeNIbHBIE PabOTHI, BOIIPOCHI K METOIaMU
anmnapara 3a4eTy
C orpannuenusiMu 1o | TecTbl, MUCbMEHHBIE CAMOCTOATEIbHBIE [IpenmymiecTBEHHO TIPOBEpPKA
o0IIeMe TUITUHCKUM paboThl, BOMIPOCHI K 3a4ETy, METOJIaMHU, UCXO/I U3 COCTOSIHUSA
MOKa3aHUsIM KOHTPOJIbHBIE PA0O0THI, YCTHBIC OTBETHI | 00y4Yaromerocs Ha MOMEHT MPOBEPKHU

14.3 MeTroauveckne peKOMeHIAMHU 110 OLEHOYHBIM CPeICTBaM JJisl JINI C OTPAHNYEHHBIMHU
BO3MOKHOCTSIMH 310POBbSI
s crynentoB ¢ OB3 npenycMatpuBaeTcs HOCTyIHas Gopma IpeoCcTaBIeHUs 3aIaHui OI[CHOY -

HBIX CPEACTB, @ UMCHHO!

- B Ie4aTHOU (hopme;

- B TI€YaTHOM (hopMe C yBEITHMUYCHHBIM MIPUPTOM;
- B (hOpMe IJTEKTPOHHOTO IOKYMEHTA;

- METOJ/IOM YTEHUS aCCHCTCHTOM 3a/IaHUs BCIYX;
- NPEI0CTABICHUE 33aHusl C UCIIOJIb30BAaHUEM CYPIOTICPEBO/IA.
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CryneHTaM C WHBAJIMIHOCTHIO YBEJIIMYMBACTCS BPEMs Ha IMOJIrOTOBKY OTBETOB Ha KOHTPOJbHbBIE
BOMPOCHL. J[JIsl TAKMX CTYAEHTOB IpeIycCMaTpUBaeTCsl JOCTYyIHas (popMa MpeaoCcTaBICHUs] OTBETOB Ha 3a-
JaHWS, @ IMEHHO:

- NMMCbMEHHO Ha OyMmare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C UCIIOJIL30BAHUEM YCIIYT aCCHCTCHTA;

- NPE/ICTaBICHUE OTBETOB YCTHO.

[Iponienypa oneHWBaHUS PE3yJAbTATOB OOYUEHHS MHBAIHMIOB IO JUCIHUILIMHE MPEIycCMaTpHBaeT
npejocTaBienne uHGopMmaru B GopMax, aTalTUPOBAHHBIX K OTPAaHHMUYCHHUSIM UX 3I0POBbS ¥ BOCTIPUSATHSI
nHbOopMaIuu:

JJ1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHUsI:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOM (hOpME YBEITMUCHHBIM HIPUPTOM.

JIJ1s1 JIMI ¢ HAPYIIEHUSIMHM CJIyXa:

- B (hopMeE AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU (opme.

JIJ1s1 JIMI ¢ HAPYIIEHUSIMHM OTIOPHO-ABUTaTEJLHOI0 anmapara:

— B (hOpMeE IJIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

[Tpu HEOOXOAMMOCTH /ISl O0YJAFONIUXCS ¢ MHBAIMAHOCTBIO MPOIEIypa OIEHUBAHKS PE3YJIbTaTOB
00y4EHHUST MOXKET MPOBOIUTHCS B HECKOJIBKO JTAIOB.
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1. BBenenue

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

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

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

Kon

DopMyaHpOBKa KOMIIETEHLIUU

Otanbl GOpMUPOBAHUS KOMIIETEHLIUH

IIK-8

BJIaJICHUEM HaBBIKAMH JIOKYMEHTAJIbHOIO
odopMIIeHUs PELICHUI B YIIPABICHUU OIEPAIIH-
OHHOM (ITPOU3BOJACTBEHHOM) JEATEIHLHOCTH Op-
raHW3alui NPpU BHEAPEHUN TEXHOJIOTUYECKUX,
MPOAYKTOBBIX MHHOBALMWA WJIM OPraHU3aIllMOH-
HBIX U3MCHCHHI

JloIKeH 3HaTh OCHOBBI JENONPOM3BOICTBA
U 2JIEKTPOHHOTO IOKYMEHTO000pOoTa B Op-
raHU3alUsX, TPEAPH-ATHIX (YIPESIKICHU-
5IX), COCTaB ¥ XapaKTEPUCTUKY MEPCIICK-
TUBHBIX HH()OPMAIIMOHHBIX TEXHOJIOTUH B
SKOHOMHKHM. TOCYIAPCTBEHHYIO HOIUTHKY
B cepe JOKyMEHTOO000pOTa, AIMEKTPOHHBIX
JIOKYMEHTOB U 3JIEKTPOHHOTO JIOKYMEHTOO-
6opoTa; COBPEMEHHYIO HOPMATHBHO-METO-
Jqudeckas 06a3a opraHu3anuu padoThI ¢ J0-
KyMEHTAMH B OP-TaHH3AIlMH; COBPEMEH-
HbIE TPEOOBAHMS K OpraHU3aLluH, TPaBHUIIA
¥ HOPMBI paBoThI ¢ JOKYMEHTaMH; 00Iie
[NPUHLUIBI IOCTPOCHUS U CTPYKTYPY CHU-
CTEMBI JIEKTPOHHOTO JJOKYMEHTO060pOTa;
opraHn3aluio ACATCIbHOCTH apXUBHBIX
CITyxO0. ; )

JloikeH yMeTh I'paMOTHO pa3pabaThiBaTh
yIpaBJICHYECKHE JOKYMEHTBI, HCIIOJTb3ye-
MBbBI€ B JCATCIBbHOCTU HpC,Z[I_IpI/ISITI/II\/JI;~ CO-
CTaBIISITh JICJIOBBIC TIHCHhMA JIJIsl CBOOOTHO-
r'0 ¥ PaBHOIPABHOTO MMCbMEHHOTO 001I1e-
HUS C PA3JIMYHBIMHA KOPPECTIOHCHTAMHU
TIpeIPUATHIAL, UCIIONB30BaTh B CBOGH HPO-
(beccroHABHOM JAEeSITETPHOCTH MTPHUKIIA/I-
HbIE TPOTPAMMHBIE CPE-CTBA M CPEACTBA
OPrTEXHHKH. HCIOJIb30BATh BO3MOKHOCTH
0O0IIEeTo U AIIEKTPOHHOTO JOKYMEHTO000PO-
Ta JIsl IPUHATHUS YIPABICHYECKUX pele-
HUil. UCIOJIB30BATh WH(GOPMAITMOHHEIE CH-
CTeMbI ¥ HH(POPMAITMOHHOE COMTPOBOK/IC-
HUE B podeCc-CHOHATBHON JACSITSILHOCTH |
Jlo/KeH BIasieTh - HABBIKAME COCTABIICHHS
1 opopmIteHUs TOKYMEHTOB B cdepe mpo-
(beccroHabHOW Aes-TeTbHOCTH, METOAaMHU
U CpEJCTBaMH I0JIy4€HUsI, XpaHEHUs], 00-
paboTku HHPOPMALINY, - HABBIKAMH HC-
M0JIb30BAHUS KOMITBIOTEPHOM TEXHUKH,
POTPaMMHO- HH(POPMAITMOHHBIX CUCTEM,
KOMITBFOTCPHBIX CeTefI; - HaBbIKaMH HC-
MI0JIb30BaHUS JICKTPOHHBIX CITIOCOOOB 00-
MeHa nHpopManueil u cpeacTB ux odecrne-
YCHUS1, IPUMCHSEMBIX B SKOHOMUKH ;
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OO0me XapaKTepUCTUKU TOKa3aTeled M KPUTEPHEB OLICHUBAHMS KOMIIETEHIMI Ha BCEX 3Tamax
MIpUBECHBI B TaOIHIIE 2.
Tabmuia 2 — O0mmue XapakTepUCTHKH MOKa3aTese U KpUTEpUEB OLIEHUBAHUS KOMIIETEHIIHIA 1O Taram

Iloka3arenu u
KpUTEpUHU

3HaTh

YMmeTb

Baanern

OTinuHO (BBICOKHI
YPOBECHB)

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

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

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

Xoporo (6a30BbIi

3HaeT (paKThl, IPUHIIHIIGI,

O6J1az(aeT JAHUAaIia3oHoOM

BepeT OTBCTCTBCHHOCTH 34

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

00JIaCTH UCCIIEIOBAHUS 00CTOSITEHCTBAM B pellie-
HUU TpobIeM

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

HO (ITOPOTOBBIN LUMU 3HAHUSMU YMEHUSIMH, TpeOyeMbIMH | OJIF0JCHUU

YPOBEHbB) IS BBITTOJTHEHUS IPOCTHIX

3aaa4

Tabmuma 3 — Dransl

2 Peaun3anuss KOMIETeHIHMI

2.1 Komnerenuns I1K-8

[1K-8: BnajeHneM HaBBIKAMH JOKYMEHTAJIbHOTO O(OPMIICHHUS PELICHUH B YIpPaBIECHUU OIepary-
OHHOM (TPOM3BOJICTBEHHOM) JESATENbHOCTH OPraHU3alUi MPU BHEAPEHUHM TEXHOJIOTMYECKHUX, MPOAYKTO-
BbIX MHHOBALIUH WJIM OpPraHU3alMOHHbBIX N3MEHEHUH.

s popmupoBaHus KOMIETEHLIUH HEOOXOUMO OCYIIECTBUTH PSAJl 3TANOB. DTanbl (POPMUPOBAHUS
KOMIIETEHIIUH, IPUMEHSAEMbIE [UIsI 3TOTO BUABI 3aHATHI U MCIOJIb3yEeMbIE CPEICTBA OLCHUBAHMS IpEN-
CTaBJIeHbI B Ta0nuLe 3.
OPMHUPOBaHUs KOMIIETEHIIMM U UCIIOJIb3YEMBIE CPEACTBA OLICHUBAHHUS

Cocrasn

3HaTh

YMmeTb

Baanern

CopepxaHue 3Ta-
II0B

OCHOBBI JICTIOTIPOH3-
BOJICTBA U 3JIEKTPOHHOTO
JIOKYMEHT0000pOoTa B Op-
TaHU3aLUAX, TPEANPH-
aTusX (yUpexIeHusIX), Co-
CTaB U XapaKTEPUCTUKY
MEPCIEKTUBHBIX UHPOP-
MAaIMOHHBIX TEXHOJIOTHIA B
SKOHOMHKH. TOCYIap-
CTBEHHYIO MOJINTHKY B
cdepe TOKyMEeHTO0000POo-
Ta, IIEKTPOHHBIX JIOKY-
MEHTOB U JJIEKTPOHHOTO
JIOKyMEHT0060pOTa;
COBPEMEHHYIO HOpMa-
TUBHO-METOANYECKas 0a3a
opraHusaiuu paboThl ¢
JIOKyMEHTaMH B Op-TaHH-
3allii; COBPEMCHHBIC TPe-
OOBaHUs K OpraHU3alHH,
MpaBUjIa U HOPMBI pabOTHI

IpaMOTHO pa3padaTbiBaTh
YIpaBICHUYECKUE JTOKY-
MEHTBI, UCTIOJIb3yEMbIC B
JEeSATETLHOCTH TPETPHS-
THIi; COCTaBIISIT JEJIOBbIC
IMHCHMAa 11 CBOOOIHOTO 1
PaBHOMPABHOTO MUCHMEH-
HOTO OOIIEHUS C Pa3Iny-
HBIMH KOPPECTIOHICHTaMHU
TIPEIIPHUATHI; MCIIONB30-
BaTh B cBOeH mpodeccuo-
HaJILHOH JIeATEIILHOCTH
MIPUKIIATHBIE TPOTPaMM-
HBIE CPEI-CTBA U CPEICTBA
OpFTeXHI/IKI/I.N HCII0JIb30-
BaTh BO3MO>KHOCTH O0II1e-
T'O U 3JIEKTPOHHOTO JI0KY-
MEHTO000pOTa /17151 IPUHS-
TS yIPABICHYECKHUX pPe-
[LIEHUIA. MCIOIb30BATH UH-
(hOopMaIMOHHBIE CUCTEMBI

- HaBBIKAMU COCTaBJICHUS
1 0OpMIIEHUS TOKYMEH-
TOB B cpepe mpodeccuo-
HaJIbLHOM JIesI-T€JIbHOCTH,
METO/IaMH U CPEACTBAMHU
MOJTy4Y€eHUsl, XpaHEeHus, 00-
paboTku uHpOpMALUH, -
HaBbIKaMH HCII0JIb30BAHUS
KOMIIBIOTEPHON TEXHUKH,
MIpOrpaMMHO- UH(pOpMa-
LIUOHHBIX CUCTEM,
KOMIIBIOTEPHBIX CETEH; -
HaBBIKAMU HCIIOJIb30BAHUS
AJIEKTPOHHBIX CTIOCOOOB
obmeHa uH(popmaruen u
CpencTB ux obecreueHus,
MIPUMEHSIEMBIX B SKOHOMHU-
KH
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C JIOKYMEHTaMH; o6mue
TPUHIIHAIIBI TOCTPOCHUS U
CTPYKTYPY CHCTEMBI JJIEK-
TPOHHOT'O JOKYMEHTO000-
pOTa; OPraHM3aLMIO Jes-
TEJIbHOCTH apXMBHBIX

CITy X0

¥ UHPOPMAIIMOHHOE CO-

MIPOBOXKJIEHUE B Mpodec-
CHOHAJIbHOM JeSTeIbHO-
CTH

Bunwl 3ansatui

* HMHrepakTuBHBIE J1a00-
paTopHbIE 3aHSITHUS;

» JlabopartopHbie pabo-

TBI;

o Jlexnuwm;

* CamocTosTenbHas pa-
0oTa;

* HMHTepakTuBHbIE 1a00-
paTopHbIC 3aHITHUS;
 JlaGopatopHbie pabo-
TBI;

* Jleknmu;

* CamocTosiTenbpHas pa-
0oTa;

* HuTrepakTuBHBIE 1a00-
paTopHbIC 3aHSITHS;

* JlaboparopHbie pabo-
TBI;

* CamocrosTenbHas pa-
oora;

Hcnosnb3yembie
CpeICTBa OLCHUBA-
HUS

* KoutponsHas pabota;
* Oruer no 1aboparop-
HO¥ paborTe;

e TecT;

e DK3aMeH;

» KonrponbHas padora;
* Otuet no nabopatop-
HO¥ paboTe;

* TecT;

* DK3aMeH;

* Oruer o nmaboparop-
HOM pabore;
e DK3aMeH;

PopMyIMpOBKa MOKAa3aTeIe U KPUTEPUEB OLEHUBAHUS JAHHOW KOMIIETEHIIMU NPUBEJCHA B Ta-

onmiie 4.
Tabmuma 4 — Iloka3areiau U KpUTEPHUH OIICHUBAHHS KOMITETSHITUHU HA dTanax

CocTasn 3HaTh YmMmeTs Bnanets
OtinyHO * TpPaMOTHO pa3pabarel- | * CBOOOJHO BiIaJeeT Ha-

(BBICOKHI YPOBEHB)

* TpaBWJIa U HOPMBI pa-
0OTEI C I[OKYMCHTaMI:I,
COCTaB M XapaKTePUCTH-
Ky MEPCIIEKTUBHBIX WH-
(hOpMAITMOHHBIX TEXHO-
JIOTHH B BKOHOMI/IKI/IT ro-
CYAapCTBEHHYIO MOJIUTH-
Ky B c(hepe TOKyMEHTOO-
00poTa, HMEKTPOHHBIX
JOKYMEHTOB U DJICK-
TPOHHOTO JIOKyMEHTOO-
60pOTa; COBPEMEHHYIO
HOPMaTUBHO-METOANYC-
ckast 0aza opraHu3aluu
paboThI C TOKyMEHTAMHU B
OpraHM3aIiH; COBpe-
MEHHbIe TpeOOBaHUS K
OpraHu3aIu, O0IIHe
MIPUHIIUITBI TOCTPOCHUS U
CTPYKTYPY CHUCTEMEI
AIIEKTPOHHOTO IOKyMEH-
T0060pOTa; OpraHm3a-
U0 ACSITENLHOCTH ap-
XUBHBIX CITYXO;

BaTh YIPaBJIEHYECKHUE J10-
KYMEHTBHI, HCTIOJIb3yeMbIe
B JICSITENILHOCTH TpeJi-
NPUATHH, ICHO hOpMyITH-
pOBaTh COOCTBEHHYIO T10-
3ULUIO TI0 BaXKHEUIIIUM
JTUCKYCCHUOHHBIM BOMPO-
caM TeOpHH yIpaBIICHU-
S.LACTIONB30BaTh HHPOP-
MAI[MOHHBIE CUCTEMBI U
nH(}OpMAITMOHHOE CO-
MPOBOXKIEHHE B mpodec-
CHUOHAJIBbHOHN OESATEILHO-
CTH;

BBIKaMH pabOTHI HA TEp-
COHAJIbHOM KOMIBIOTEPE
JUISL IOATOTOBKH 3JIEK-
TPOHHBIX JTOKYMEHTOB,
METOAAMHU U CPEICTBAMHU
MOJIyYCHHUS], XPAaHEHUS,
00paboTku nHGOPMAIIHH,
CIOCOOCH OIICHUBATh B3a-
MMOJICHCTBUE OpraHu3a-
LUI U OPraHOB IoCyaap-
CTBEHHOTO U MYHUIIU-
NajgbHOTO YIPaBJICHUS B
00J1aCTH TOKYMEHT0000-
poTa. METOAaMH TPUHS-
THUSI OPraHU3aI[IOHHO-
YIPABJICHUECKUX pelie-
HUH B TpoQeCCHOHATb-
HOM IeATEIHOCTU Opra-
HM3allMii, HaBBIKAMH JI0-
KyMEHTaJILHOTO 0(hopM-
JICHUSI PEIICHUH B yIIpaB-
JICHUU OIIEPAaLIMOHHOMN
(TIpOM3BOJICTBEHHON) JIe-
SITEJIbHOCTH OpraHu3alui
IpYU BHEPEHUN TEXHOJIO-
THYECKUX, TPOAYKTOBBIX
WHHOBAIlMI UK OPTaHU-
3allUOHHBLIX W3MEHEHUI;
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Xoporio (6a30BbI | * UMEET NPEACTaBICHHE | * yMeeT KOPPEKTHO BbI- | * KOMIIETEHTEH B pa3-
YPOBEHb) O OCHOBHBIE MTOHATUSA paXkaTb U apryMEHTUPO- | JUYHBIX CUTYalUsX;
COBPEMEHHBIX JKOHOMH- | BaHHO 0OOCHOBBIBATH TIO-
YecKuX MH(pOpMaLnoH- JIO’KEHUS TIPEAMETHON
HBIX CUCTEM, TEHCHIUSAX | 00JIACTH 3HAHMS;
UX Pa3BUTHSA, a TAKKE UX
KOHKPETHBIX pean3alu-
X METOJBI U CPELICTBA
00pabOTKH IKOHOMHUYE-
CKHUX JIAaHHBIX;
VYIIOBIETBOPUTENIBH | * OCHOBBI JI€TIONPOU3- * yMeEeT NPEICTABIATh * BJIAJIEET NOBEPXHOCT-
0 (IOpPOroBbIN BOJICTBA U JIEKTPOHHOTO | Pe3yJibTaThl CBOEH pabo- | HBIMHM HaBBIKAMU pabOTHI
ypOBeHB) IIOKyMeHTOO60pOTa B Op- | TBhI, C KOMIIBIOTCPHBIMH CETSI-
raHu3auusx,; MH, IIOUCKOBBIMU CUCTE-
MaMu, CriocoOeH Kop-
PEKTHO IPOBECTH aHAIIN3
MPENOCTABICHHOM JT0KY-
MEHTAalNH;

3 TunoBble KOHTPOJILHBIC 3a1aHUS

Jis peanuzanuy BhILIENEPEUUCIECHHBIX 3a/1a4 00y4EHHs! UCIOJIb3YIOTCSI TUIIOBbIE KOHTPOJIbHBIE
3aJJaHUs WIM UHbIE MaTepHajibl, HEOOXOIUMBbIE /ISl OLEHKU 3HAHWM, yMEHU, HAaBBIKOB U (WJIM) OIBITA Je-
ATEIbHOCTH, XapaKTEPU3YIOIIUX ATanbl (OpMHUPOBaHMS KOMIIETEHIMH B MpoOliecce OCBOEHHUs 00pa3oBa-
TEJBHON IIPOrPaMMBl, B CJIIELYIOIEM COCTABE.

3.1 TecToBBIC 3a0aHUA

— 1. [lara nokymeHTa — 3T0:

A) nata ero nmoAmucaHus, IPUHATHS

— B) nara ero coctaBineHus

C) Aara €ro noArnucCaHus, MpuHATHA, YTBCPKIACHUA, COCTABJIICHUSA, AaTa COOBITHSA
D) nara coObiTust

— 2. JlokyMeHT, (PUKCUPYIOLIHI X0 00CYKICHUSI BOIIPOCOB U MPUHATHS PELICHUNA Ha cCOOpaHu-
X, 3aCEIaHUSAX, COBEIIAHMUAX U T.IL.:
— A) oObsCcHUTENIbHAS 3aHiCKa

— B) noknagHas 3ammcka

— (O)akr

— D) npotokon
— 3. Eciu pacniopsiiuTenbHas 4acTh TEKCTAa HAYMHAETCSI CIIOBAMHU ““00sI3bIBaI0”’, TO ATO

— A) npukas

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

3.2 TeMbl KOHTPOJIBbHBIX PadoT
— TpebGoBanusi K JOKYMEHTUPOBAHHOH WHGpOpMaLWU. YHH(PHUKALUSA JTOKYMEHTOB U TEXHOJOTUI
paboTHI C JOKYMEHTaMH.
— Opranuzanus paboTsl ¢ JokyMeHTaMu. Opranuzanus cryxos1 JJOY u ee pyHKIUH.
— DJeKTPOHHBIN TOKYMEHTOOOOPOT.
— JIoKyMeHTOO0OpOT BXOSIINX, MCXOAANIMX M BHYTPEHHUX IOKYMEHTOB (NepBHYHas oOpa-
00TKa, perrucTpalys, UCTIOTHEHUE U KOHTPOJIb). CPOKH UCTIOHEHHUS TOKYMEHTOB.

3.3 JKk3aMeHalIOHHbIE BONPOCHI
— 1. OcHOBHBIC MTOHATHS U ONPEENICHNS AETONPON3BOACTBA. JIOKyMEHT B JOKyMEHTOOOOPOT.

— 2. Ponbs 1oxkyMeHTOB B 001mecTBe. DyHKIIMN TOKYMEHTOB.
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— 3. TpeOoBaHus K JOKYMEHTUPOBaHHOM MH(OpMaMU. YHU(DUKAIIUSA JOKYMEHTOB U TEXHOJIOTUI
paboThI C TOKyMEHTAMH.

— 4. IOpuaunueckas cuna AoKyMeHTOB. OOecriedeHne FOpUAMYECKON CUIIbl JOKYMEHTOB Ha Oy-
Ma)KHOM ¥ MallIMHHOM HOCHUTEJISIX.

— 5. Knaccudukanuu 10KyMEHTOB, HCIIOJIb3yEeMbI€ B IIPAKTHKE JEIONPOU3BOICTBA.

— 6. HopmatuBHO-MeTotMueckas 6a3a JenonponsBojacTBa. HopMaTuBHBEIE TpaBOBbIE aKThl, TOCY-
JApCTBEHHBIE CTaH/IAPThI, KIIACCU(PUKATOPHI U IPYTHE HOPMATUBHBIE JOKYMEHTHI.

— 7. YaudunupoBanueie cuctembl nokymeHtanuu (YCJ). Onpenenenue u HazHaueHue Y CJI.
ITpumeprr YCII.

— 8. CucreMa opraHu3aliloHHO-pacnopsiauTeabHon qokymeHTanuu (OPJI).

— 9. CocraBnenue u opopMIIeHHE OPraHU3aLNOHHO-PACTIOPAIUTENbHBIX TOKYMEHTOB. Buabl no-
KyMEHTOB. Jlornueckasi CTpyKTypa TeKCTa JOKyMEHTOB.

— 10. CocraBnenue u opopmieHre HHHOPMAITMOHHO-CITPABOYHBIX IOKYMEHTOB. BUIbI TOKYyMEH-
ToB. Jlornueckasi CTpyKTypa TeKcTa JJOKyMEHTOB

— 11. ®opMupoBaHue U TEKyIIEE XPAaHEHUE JIEIT

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

— 13. J1okyMeHTOO0OpOT BXOJSIINX, UCXOIAIIUX U BHYTPEHHUX JOKYMEHTOB (TIepBUYHAs oOpa-
00TKa, perucTpanus, HICIIOJTHEHUE U KOHTPOJIb). CPOKU MCIIOTHEHUS JOKYMEHTOB.

— 14. Peructpanuonusie GopMbl 1 OCOOCHHOCTH MX UCITOJIb30BAHUSI.

— 15. OcoGeHHOCTH BeACHUS AETOMPOU3BOCTBA IO OOPALICHUSM TPaKIaH.

— 16. Homenxknarypa nen opranuzanun. Ha3sHadenue, nopsiiok pa3paboTku u BeneHus. Jlorude-
CKasi CTPYKTYpa JJOKYMEHTa.

— 17. Opranuzaiust paboThl ¢ JOKYMEHTHPOBAHHOW WH(GOPMAIUEH OrpaHUYCHHOTO JIOCTYIIA.

— 18. OcHOBHBIE pergaMeHTHPOBAHHBIE MPOIETYPHl PaOOTHI ¢ JOKYMEHTaMH B BEJIOMCTBEHHOM
apxuBe (popmupoBaHue, opOpMICHNE U XpaHEHHUE JIel, KCIIePTU3a [IEHHOCTH JI0KYMEHTOB, Iepeaya B
apxuB).

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

— 20. DNeKTpOHHBIN JOKYMEHTOOOOPOT.

— 21. DnexTpoHHO-IIU(POBast MOIHCh.

3.4 Tembl 1a00paTOPHBIX padoT

— Crargaprusanus 0pOpPMIICHHUS OPTaHU3AIIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB

— Co3zanue 3IeKTPOHHBIX I0KYMEHTOB

— OpranuzanuoHHble JOKYMEHTHI, X COCTaBlIeHHE U 0OpMIICHHE

— CocraB U co3JaHle PaCHOPSAUTETbHBIX JOKYMEHTOB.MTHbOpMaIIMOHHO-CIIpaBOYHBIE JOKYMEH -
ThI, UIX COCTaBJICHUE U OPOopMIICHHE

— Palora ¢ xaapoBoii JOKyMeHTaIMeH

— Opranuzanus paboTel ¢ TOKyMEHTaMu. XpaHEHHUE 10-KyMEHTOB

— CucreMbl aBTOMaTH3alUKA JOKYMEHTOO00pOTa
PaboTa B cucteme 35IeKTpOHHOTO TOKYMEHTOO00pOTa

4 Meronnueckne MaTepuaJibl
s obecnieueHust mpouecca 0OydeHHs M pelIeHus 3ajad o0y4eHHUs! MCHOJIb3YIOTCS CIEAYIOIINe
MaTepHaIbl:
— METOIMYECKHUE MaTepUallbl, ONpeeNIoNne MpoLeypbl OLIEHUBAaHNS 3HAHUM, YMEHH, HaBbI-
KOB ¥ (WJIN) OTIBITA AEATEILHOCTH, XapaKTEPHU3YIONINX 3Tambl (Op-MUPOBAHUS KOMITETCHIINH, COTJIACHO II.
12 paboueii mporpamMmel.

4.1. OcHOBHas1 JIMTEpaTypa
1. JlokyMeHTanMOHHOE OOecTeueHre yIpaBiIeHus U AeT0npon3BoacTBO [Tekcr] : yaeOHuK ajis
6axanaBpos / M. H. Ky3nenos. - M. : FOpaiir, 2012. - 576 c. - (bakanaBp). - bubnuorp.: c. 444-452. -
ISBN 978-5-9916-1520-4 (nanuuue B 6udmuorexke TYCVYP - 26 3k3.)
2. KoH¢puneHuuanbHoe EIONPOU3BOACTBO M 3AIUUIIECHHBIA 3JIEKTPOHHBIM JOKYMEHTOOOOpPOT
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[Tekcr] : yueOnuk / H. H. Kynsie [u ap.] ; pen. H. H. Kynses. - 2-e uzn., nepepab. u mom. - M. : Jloroc,
2013. - 500 c. : Tabn. - (HoBas yHuBepcurerckas oubnmoreka). - bubmmorp.: c. 490-496. - ISBN 978-5-
98704-711-8 (maymuue B ouoimoteke TYCVYP - 15 3k3.)

4.2. lonoTHUTEIbHAS JTATEPaTypa

1. JlokyMeHTUpOBaHHE YIPABJIECHUYECKON JeATeNbHOCTH : yueOHoe nocobue / XK. H. AkceHosa ;
denepanbHOE areHTCTBO MO 00pa3oBaHUIO, TOMCKHI TOCyIapCTBEHHbBIN YHUBEPCUTET CHCTEM YIIpaBlie-
HUS U paaunosnekTponuku, Kagpenpa sxkonomuku. - Tomck : TMIZIO, 2006. - 119 c. : wi., Tabmn. - bubau-
orp.: c. 119. (nanuuue B 6ubnmuorexe TYCVYP - 16 3k3.)

2. JlokyMeHTUpOBaHUE YIIpaBJIEHYECKON AesTenpbHoCcTH: Y4yeOHoe nocodue / Axcénona XK. H. -
2009. 194 c. [DnekTponHbIid pecype] - Pexxum moctyna: https://edu.tusur.ru/publications/4875, cBo6oa-
HBIH.

4.3. O0s13aTesibHbIE Y4eOHO-MeTOoAUuYeCKHe NM0CO0us

1.  OOmwmii 1 AMEKTPOHHBIN JOKYMEHTO000pOT: MeToanueckoe nmocobure mo 1aboparopHbIM 3aHs -
THSM U CaMOCTOSTENbHOU pabdoTe s ctyaeHToB HampasieHuid 080200.62 «Menemxment», 080100.62
«Oxonomuka» / AxcénoBa K. H. - 2014. 40 c. [DnextpoHHbIi pecypc] - Pexum pocryma:
https://edu.tusur.ru/publications/4874, cBOOOTHBIH.

2. JloKkyMEHTHpOBaHWE yMPABICHUYECKOH JeATeTbHOCTH: MeToquuecKe yKa3aHus K MpaKkTuie-
CKHMM 3aHATHSAM U 10 caMocTosATeIbHOM padote / AkcéHoa XK. H. - 2011. 57 c. [DaexkTponHblii pecypc] -
Pexxum nmoctyna: https://edu.tusur.ru/publications/2389, cBOOOHBII.

4.4. ba3bl JaHHBIX, HHPOPMAIMOHHO CIIPABOYHbIE H TOMCKOBBIE CHCTEMbI
CripaBouyHO-uH(pOpMaIOHHbIE cucTeMbl «KoHCYnbTaHT +», «I apaHT».
http://www.gdm.ru — OpunnanbHbIi callT [ WibIuu ynpapisiomux JOKyMEHTaIuen
http://www.gramma.ru - Kynbrypa nuceMenHou peun (pazaen «CTuiab JOKYMEHTa)
http://dogovor.helpery.ru — DnekrponHbslit cOopHuK «OOpasIbI JIENIOBBIX JTOKYMEH-

AW~

TOBY»

5. http://www.eos.tu — OduunanbHbIi CalT KOMOAHUU «JIEKTPOHHBIE O(UCHBIE CUCTEMBD»
(paznen «O 1OKyMEHTOOOOpOTEY)

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

7.  http://www?2.termika.ru/dou/progr/issao.html - MadopmanimonHo-cripaBoYHasi CUCTEMA apXHB-
Hoi1 orpac-nu (MCCAO)
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