MHUHHUCTEPCTBO OBPA3BOBAHUS 1 HAYKHM POCCUHMCKOM ®EJEPAIIMA
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKHM TOCYJIAPCTBEHHBIN YHUBEPCUTET CUCTEM
YITPABJIEHWA N1 PAIMOSJIEKTPOHUKI»

(TYCYP)
YTBEPXIAIO
JlupexTop nenapraMmeHTa 00pa3oBaHuUs
II. E. Tposn
«_» 20

PABOYAS ITPOTPAMMA TV CHUTIMHBI
JIEKTPOHHBIH JOKYMEHT0000pOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

HampaBnenue noarotoBku / cneruaibHOCTh: 27.03.02 YnpaBieHue kauecTBOM

HanpasnenHocts (mpodwmiip) / coenuanuzanvs: YOpabjieHHe KavyecTBOM B HH(OPMAIMOHHBIX
cucremMax

®opma o0ydeHus: OUHaA

@axynpreT: PUT, PakyabTeT HHHOBAMOHHBIX TEXHOJIOT Uil

Kagenpa: YU, Kadenpa ynpaBieHuss HHHOBALMAMHU

Kypc: 3

Cemectp: 5

YueOnsrit man Hadopa 2015 roma

Pacnipenenenne pabouero BpemeHu

No Bunet yaeOHOIM nesTeIbHOCTH 5 cemectp Bcero Ennauner
1 Jleknuu 18 18 4acoB
2 JlaGoparopHbie pabOThI 18 18 4acoB
3 Bcero aynutopHbIX 3aHATHI 36 36 4acoB
4 CamocrosTenpHas paboTa 72 72 4acoB
5 Bcero (6e3 sx3amena) 108 108 4acoB
6 OO01ast Tpy10EeMKOCTh 108 108 4acoB
3.0 3.0 3.E.

3auet: 5 cemecTp

Tomck 2018
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotoko Ne 8 oT « 25 » 4 2018 1
JINCT COI'TTACOBAHU A

Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
CTBEHHOTO 00pa3oBaTeNbHOTO cTaHaapTa Bhiciiero oopazoBanus (CPI'OC BO) no HampaBiieHHIO MOATO-
ToBKH (crnieruanbHoCcTH) 27.03.02 YnpaBnenue kauectBoM, yTBepxkaeHHoro 09.02.2016 rona, paccmoTpe-
Ha ¥ 0100peHa Ha 3acenanuu kapeapsl YU« » 20 rona, mpoTtokon Ne

PazpaboTunk:

noueHt Kadenpa ynpasienus HHHO-
Barusmu (YHN) N. A. Jlapnommna

3aBenyronmii o0ecnieunBaromeii kad.
YU I'. H. HapumanoBa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Hexkan OUT I'. H. Hapumanosa
3aBeAyIOIHi BRITYCKAIOIICH Kad.

YU I'. H. Hapumanosa
OKCIIepTHI:

JlouieHT Kadeaps! ynpaBieHUs] HHHO-
Barusimu (YUN) M. E. Autunun

JloueHT kadeaps! ynpaBieHUs] HHHO-
Barusimu (YUN) I'. H. Hapumanosa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
chopMHUpOBaTh y CTYIEHTOB 0a30BYI0 CHCTEMY 3HAHHMH B OOJACTH 3JICKTPOHHOTO JACIIOMPOU3-
BOJICTBA, JIaTh CTYJCHTaM CHCTEMAaTU3MPOBAHHBIE CBEICHHUS O MPaBWJIAX OpPTaHU3AlMU cOOpa, XPaHECHUS,
CHUCTEMAaTHU3aINH IOKYMEHTOB B CUCTEME AJICKTPOHHOTO JIOKYMEHTOO00pOTa

1.2. 3agaum qMCHUNINHBI
—  0Oy4YUTh CTYJICHTOB OCHOBaM HOPMATHBHO-TIPABOBOI'0 M METOJUYECKOTr0 00ECIICUCHHUS pabOThI
C JIOKYMEHTAMH B CUCTEME JICKTPOHHOTO JJOKYMEHTOO0O0POTA;
—  TpaBWIaM JIOKyMEHTHPOBaHUS paOb0OYMX MPOIECCOB U 00CCIICUCHUS 3aIIUThI KOH(PUICHIINAIE-
HOW MH(OPMAITNH, COACPKAMMUKCS B TOKYMEHTAX.

2. MecTo nucuuiiuebl B cTpykrype OIIOII
JucuumuinHaa «1eKTpoHHBINA JoKymMeHToo00poT» (b1.B./1B.8.2) otHOCHTCS K 670Ky 1 (BapuaTHB-
Hasl 4acTh).
[TpeamecTByOIMKUMU AUCHUITMHAMHU, (OPMUPYIOLIMMU HauyallbHbIE 3HAHUS, ABIAOTCS: [lenoBoe
obuienue, UnxenepHas rpadpuka, Mupopmaruka, Mapopmarmonnsie rexnonoruu, [IpaBosenenue.
[Tocnenyromumu TUCHMIUIMHAME SIBIISIOTCS: AyauT KadecTsa, IlogroroBka u ceptuduxanus CMK
U IPOU3BOJICTB, YIIPABICHUE IPOLIECCAMHU.

3. TpeOoBaHus K pe3yJbTaTaM OCBOCHHS THCHUIINHBI

[Tpouecc n3yueHus: AUCUUILIMHBI HapaBjieH Ha (JOPMUPOBAHUE CIEAYIOIIUX KOMIIETEHIU:

— TIK-9 cnocoGHOCTBIO BeCTH HEOOXOUMYIO JOKYMEHTAIIMIO [0 CO3AaHUI0 CUCTEMBI obecreye-
HUSI Ka4ecTBa U KOHTPOIIO ee 3 pekTuBHOCTH;

B pe3ynbraTe n3ydeHus TUCIUTLTAHBI 00yYaOMUNACS TOJDKEH:

— 3HATh HOPMAaTUBHYIO NPABOBYIO 0a3y, periaMeHTUPYIOUIYIO BOIPOCHI pabOThI C JOKYMEHTaMHU
B OpraHu3allMy 10 3aKOoHojAaTeNnbcTBY Poccuiickoit @enepanyu; 00S3aHHOCTH Y4aCTHUKOB OTHOILIEHUH,
BO3HHMKAIOIIMX B IPOLECCE OCYIIECTBICHUS JOKYMEHTOOOOPOTa; OCOOCHHOCTH OOECTEeUYEeHHUs 3aIlUThI
KOH(HIeHITMaNbHON HHPOPMAIUH, COAEpKAILleHCs B TOKYMEHTaX; METOANKH MPUMEHEHUS 3HaHUN MPHH-
IIUIIOB M METOJOB pa3pabOTKM W TPaBWJI NPUMEHEHHS HOPMATHBHO-TEXHUYECKOH NOKYMEHTAIlUH 10
00ecIevyeHnIo KayecTBa MpoleccoB, MPOAYKIIUU U YCIIYT;

—  YMeTb OIpeNeNiTh IPaBOBOM CTaTyc 00pabaThiBaeMbIX JTOKYMEHTOB; IPUMEHATh Ha IPAKTUKE
OCHOBBI IIPABOBOT'0 00ECIIeUeHHsI MPOLEAYP TOKYMEHTO000POTa; YBEPEHHO NMPUMEHSATh PaBUIa BEICHUS
paboThI ¢ TOKYMEHTaMU; cOOMpaTh, aHAIM3UPOBATh U MHTEPIPETHPOBATH HEOOXOAMMYIO HH(OpMaIIio,
COJZICPKALIYIOCS B PA3IMYHBIX (POpMAaX OTUETHOCTH M MPOUYHMX OTCUCCTBEHHBIX M 3apYOECKHBIX MCTOYHHM -
Kax;

— BJIa/IeTh HaBBIKAMH COCTABJCHUS OCHOBHBIX BMJOB JOKYMEHTOB, TpeOyeMbIX B Mpoliecce
OCYIIECTBJICHUS JOKHOCTHBIX OOS3aHHOCTEH; HaBbIKAMU BEICHUS HEOOXOAUMOMN JTOKYMEHTAlUHU 10 CO-
3IaHHUIO CUCTEMBI 00ECTICUCHHSI Ka4eCTBA U KOHTPOJIS ee 3 (PEKTUBHOCTH; Pa3IMYHBIMU CUCTEMaMHU

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOIl padoThI
OO01ast TpyI0EMKOCTb JUCHHUIUINHBI cocTaBisieT 3.0 3aUeTHBIX eIMHMILIbI U IIPECcTaBIeHa B TaOuu -

ue 4.1.
Tabmuna 4.1 — Tpy10eMKOCTh AUCIUILUIMHBI

Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl

5 cemecTp

AynuTopHble 3aHATUSA (BCETO) 36 36
Jlexknuu 18 18
JlaboparopHbie pabOTHI 18 18
CamocTosiTenbpHas paboTa (Bcero) 72 72
OdopmiteHre 0T4ETOB 110 JTabOPaTOPHBIM paboTam 33 33
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[TpopaboTka JIEKITMOHHOTO MaTepraia 6 6
CaMocTosTENIbHOE N3yUEHUE TEM (BOIIPOCOB) 33 33
TEOPETUYECKOI YacTu Kypca
Bcero (6e3 3x3amena) 108 108
OO01mas Tpy10eMKOCTb, 4 108 108
3auetHble EauHuIb! 3.0 3.0
5. Conep:xanue JTUCUMILIIHHBI
5.1. Pa3zgesnl JUCHUIIMHGLI 1 BUALI 3AHATHHI
Pa3znenbl nMCUMIUIMHBI U BUJIBI 3aHATUN TPUBEICHBI B Ta0uIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUH
Bcero
4acoB
JIa6. Cam. dopmupyemble
Ha3Banus pa3nenoB 1uCHUIITMHBL Jlek., u (Ge3
pab.,u | pab.,u KOMIICTCHITUN
9K3aMEeH
a)
5 cemecTp
1 IIpenmer, conepxaHue U 3a1a4d AUCLUILIH- 2 0 6 8 I1K-9
Hbl. OCHOBHBIE CBOWCTBA, PYHKIIUU U TPU3HA-
KM JIOKYMEHTa
2 CtpykTypa nokymenTa. [lopsaok u npaBuia 2 2 14 18 [1K-9
o opMIIeHUST OPTaHU3AIIMOHHOM, PACTIOPSIIN-
TeIHLHON HHPOPMAITMOHHO-CIIPABOYHON JTOKY-
MEHTAIIHH.
3 OpraHu3anroHHO-METOANYECKOe obecreue- 4 4 16 24 I1K-9
HHE TOKyMEHTO00OopoTa opranu3zanuu. Cu-
cTeMbl JokyMeHTaluu. CuctemMbl aBTOMaTH3a-
LMY JTOKYMEHTO000poTa.
4 OpraHuzaiiysi ¥ TEXHOJIOTHsI paboThI C 10- 4 4 10 18 T1IK-9
KYMEHTaMH YIIPaBJICHHUS.
5 Opranuzanus XpaHeHusi JOKyMEHTOB U 4 4 8 16 [1K-9
obecrnedyeHue ux coxpannoctu. Padora ¢ go-
KYMEHTaMH, UMEIOIIMMH OrPAHUYECHHBIN J0-
CTYIL.
6 Opranmzanus cosenranuii. Kondepenuni, 2 4 18 24 I1K-9
cobpanuii. OhopmiieHHE TOKYMEHTAIbHBIX
MaTepHuaioB.
Hroro 3a cemectp 18 18 72 108
Hroro 18 18 72 108
5.2. Conep:xanue pa3aejioB IUCHUILIUHBI (110 JTEKIIUSAM)
CopneprkaHue pas3iesoB TUCIUILINH (TIO0 JIEKIUSAM) IPUBEAICHO B Tabnuiie 5.2.
Tabmuua 5.2 — CozpeprkaHue pas3ienoB JUCHUILIMH (110 JIEKIHSIM)
Conepsxanue pasnaeiioB qucuuiuidiel (mo | Tpymoemkocts, | @opMupyemeie
HaszBanus pasnenos Aep pasi AHCH ( Py PMHPY
JICKITUSIM) q KOMIIETEHIIUU
5 cemecTp
1 Ilpenmer, [enu u 3agaun y4eOHON TUCIIUTUTHHBI 2 [1K-9
coJiepaHue U 3a/laun | « DJIEKTPOHHBIHTOKYMEHT0000poT». HcTO-
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JUCIUTIINHBL.
OCHOBHBIC CBOMCTBA,
(YHKIIMM B TPU3HAKH

pus pa3BUTUA CUCTEMBI IT'OCYIApCTBCHHOI'O-
ACJIOMPOU3BOACTBA U CUCTEM DJICKTPOHHOI'O
,I[OKYMeHTOO60p0Ta.OCHOBHBIe 3aJa4n CH-

JOKYMEHTa CTEMBI AJIEKTPOHHOTO IOKyMEHTO000PO-
Ta.OCHOBHBIE MOHATHA. TepMUHBI U onpese-
nenusi. HopmatuBHO-MeToquueckas 6a3a jie-
nonpou3sBoacTsa u COJI.

Hroro

2 CtpykTypa O6uwme TpedoBanusi. Popmar Oymaru u ITK-9

nokymenTa. [lopsinok u |nons. bnanku nokymenrtos.IIpasuna odpopm-

npaBuiIa OpOPMIICHHUS | JIEHUSI OTJACIBHBIX BUJIOB PEKBU3UTOB JOKY-

OpraHMU3aIIOHHOM, MeHTOB. TpeOoBaHuUs K U3TOTOBJIEHUIO JOKY-

pacnopsAuTEIbHON MEHTOB. TpeOoBaHUs K TEKCTYOKYMEHTOB.

MH(OPMaIMOHHO- OpranuzaloOHHO-IIPaBOBbIE TOKYMEH-

CIPaBOYHOMN Thl.PacniopsinnrensHubie 10KyMeHThI. Cripa-

JOKYMEHTAIIUH. BOYHO-UH(OPMALIMOHHBIE HCTIPABOYHO-aHa-
JUTHYECKHE TOKYMEHThl. DrHaHCOBO OyX-
rantepckueokyMmeHThl. [Iporokonel. Jloky-
MEHTBI JIMYHOTO cOCTaBa. [JJOKyMEeHTBIIIPO-
LIECCOB JIBIKEHUS KaipoB. Benenue tpyno-
BbIX KHWKEK.DOPMUPOBAHUE U BEICHUE
JIMYHBIX Jell. JIOKYMEHTbI CHCTEMbIKAueCTBa!
PYKOBOJICTBO IO Ka4€CTBY, TOKyMEHTUPOBaH-
HBICTIPOLIETYPHI.

Hroro

3 Opra"nu3aioHHO- OO6mue TpeGoBaHUs 1O OPraHU3AIUN JTOKY- [1K-9

METONYECKOE MEHTO000POTa, €ro pa3BUTHEN PeriaMeHTa-

obecrieyeHne ust. OnepaTUBHOE XpaHEHHE JOKYMEHTOB U

JIOKyMEHTO00OpoTa nen.CocraBieHre HOMEHKIATypsl aen. Pop-

OpraHu3aIHH. MuUpoBaHue 1 opopmieHue aen. Kontposs 3a

Cucremsl VCIIOJTHEHUEM JJOKYMEHTOB. BHJIbI KOHTpOIS.

JOKYMEHTAIHH. CpokoBasikapToTeka. ABTOMaTH3UPOBAaHHbIE

Cucremsl CUCTEMBI YIIPaBJIECHUIKOPIIOPATUBHBIM JIOKY-

aBTOMaTHU3allUU MEHTOO00POTOM. ABTOMATHU3UPOBAHHBIECH-

JIOKYMEHTO00O0pOTAa. CTEMBbI KOHTPOJIS 32 UCTIOJTHEHUEM JJOKYMEH-
TOB. DKCIEPTU3aLlEHHOCTH JOKyMeHTOB. Co-
crasieHue onucei nein. [lepenaya nen Haap-
XMBHOE XpaHEHHE.

Hroro
4 Opranuzanus u OO61ume mpaBusa perucTpaiy JOKyYMEHTOB. ITK-9

TEXHOJIOTHsI PaOOTHI C
JOKyMEHTaMu
YIpaBJICHHUS.

DOopMBI perucTpauuuI0KyMEHTOB. ABTOMA-
TU3UPOBAHHBIE CUCTEMBI pETUCTpalK 3Ha-
YEHHEH 3a/1a4i PEerucTpaliy JOKYMEHTOB.
[TpaBuna 00pabOTKM UCXOAALIMXAOKYMEH-
ToB. [lopsmok nmpuema, oOpabOTKH  pacripe-
JEJIEHUANIOCTYNAOIMUX JOKyMeHTOB. [lops-
JIOK HarpaBJIeHUs Ha UCTIOJHEHHE UPadOThI
UCTIOJIHUTENS C ToOKyMeHTaMu. Bb16op npo-
rpaMMBbI JIJIslaBTOMATHU3aluU JOKYMEHTO000-
pora.

Hroro
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5 Opranu3anus Bueapenue kopnopatuBHOM aBTOMAaTU3UPO- 4 I1K-9
XpaHEHUus JOKYMEHTOB |BaHHOM CHCTEMbIIOKyMeHTooOopoTa. Cucre-
u obecrnieueHne ux MaTu3anus 1o0KyMeHToB. ObecneueHue-
coxpaHHOCTH. PaboTa ¢ | COXpaHHOCTHU TOKYMEHTOB B 3JIEKTPOHHOM
JIOKYMEHTaMH, dopme. ApxuBHOexpaHeHue. JJOKyMeHTHI,
UMEIOLIUMHU OTHOCSIINECS K TOCY/IapCTBEHHOM TaiiHe,10-
OTpaHUYEHHBIN CTYI K HUM. JIOKyMEHTBI, OTHOCSIIIHECS K
JOCTYII. KoH(uAeHInaNbHOMNHpopMmanuu. [IpaBa

JIocTyna K KoH(UIEHIINATIbHOM TOKyMEHTa-

1My Bopranusauui. Ileyatanue, pasmHoxe-

HUE U pacchlIKa JTOKyMEHTOB.I pynmupoBka

MCIIOJTHEHHBIX TOKYMEHTOB B Jiea. ABTOMa-

TH3AIUAON3HEC-TIPOIECCOB 00paOOTKHU U HC-

MOJIHEHUSI IOKYMEHTOB. ABTOMATU3aLUs

KOHTPOJIS, UCTIOJIHEHUS JOKYMEHTa, obecrie-

YEHUECOXPAHHOCTH JOKYMEHTOB, 1€ U 13-

nanuii. CucreMbl,00ecTieunBaloNIie 3aliu-

HICHHBIN 0OMEH 3JIEKTPOHHBIMU COOOIICHHUSI-

MHU.

Hroro 4
6 Oprannzanus [TonroroBka coBenanuii, KoHpepeHuu, co- ITK-9
COBEIIAHU. Opanuii. OnpeneneHNETeMaTUKY U 1IeNTH, Me-
Kondepenuui, cTO nIpoBeAcHUs. POPMUPOBAHUE TOBECTKH
coOpaHHuii. JTHS1,0TIpeIelIeHHe COCTaBa Y4aCTHUKOB U
Odopmnenue JIOKJIa/TYMKOB, IJITAHUPYEMOEBpeMs Ha 00cy-
JIOKYMEHTaJIbHBIX KJACHHE KaXKI0Tr0 BOMPOCa; HCTOUHUKH, TI0-
MaTepHUaJoB. JTYyYEHUSHEOOX0AUMON HHPOPMAITUH.

Odopmiierne u pacchlika MpUTIAIICHU -

.BcTpeua, peructpanus yuacTHUKOB, opra-

HU3AIMS ¥ TEXHUUECKOe0OCTy)KHBaHHE.

[TpaBuna opopmieHHs: U COCTaBIEHHE MPO-

TOKOJIOBCOBEIIAHMH, KOH(epeHInii, cobpa-

Hui. Mapupyrusanus , CO34aHUE0TYETOB,

BEJICHHE apXUBa.

Hroro 2
Hroro 3a cemectp 18

5.3. Pa3nenbl AUCHUINIMHBI U MEKIMCIUIITIMHAPHBIE CBSI3H € 00ecneYnBalOIMMHM (TPeIbl Y IIHMH)

U o0ecnieynBaeMbIMH (MOCJTETYIONIUMH) TUCHTUTIHHAMU

Pa3nensl quCHUIUIMHBL M MEXIUCHUIUIMHAPHBIE CBSI3U C 00ECIEUMBAIOIIMMHU (MIPEABIAYIIUMHU) U

obecrnieunBaeMbIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAMHE TIPEJICTAaBICHBI B TabuIE 5.3.

Tabmuma 5.3 — Pa3aensl IUCIMIUIMHBI U MEKIMCIUIUIMHAPHBIE CBSA3U

HanMmenoBanne qUCIAIIINH

Ne pasaciion JTAaHHOM JAUCHUIUIUHBI, JJIS1 KOTOPBIX HCO6XO)II/IMO
HN3Y4YCHUC O6CCH€‘{I/IB3.IOH_II/IX 1 00eCIIeunBacMbIX JUCHUITIINH

1 2 3 4 5 6

[IpenmecTByrONMUE TUCITUATUTHHBI
1 JlemoBoe oOrmieHuE +
2 UmxenepHas rpaduka +
3 Undopmarnka +
4 NndopManiiOHHbIE TEXHOJIOTHH +
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5 TlpaBoBeneHue + + + + +
[Tocnenyromue TUCHUIIITUHBL

1 Aymut xauecTBa + + + + +

2 TloaroroBka u cepruduxanust CMK u . N N N N N

IIPOU3BO/ICTB

3 VhpapieHue npoueccaMu + + +

5.4. CooTBeTCcTBHE KOMIIETEeHINI, (POPMUPYEMBbIX IPH U3YYECHUHU AUCUMILIMHBI, M BU/10B 3aHATHI
CooTBeTcTBHE KOMIETEHLUH, (OPMUPYEMBIX MpPU HM3YYEHUHM IUCLMIUIMHBI, M BHJIOB 3aHATHH

NpEeCTaBICHO B TabHIIe

5.4.

Tabmuua 5.4 — CooTBETCTBUE KOMIIETEHIUH, (POPMUPYEMBIX MTPH U3YYEHUH TUCIUILTUHBI, U BUIOB 3aHS -

THH
KoMrerenmu Bunel 3ansTrii
@DopMBbI KOHTPOJIS
H Jlek. JIab. pao. Cam. pa0.
I1K-9 + + + OTyer 1o MHAUBUAYAIBHOMY 3a-
nanuro, KoHCIIeKT caMoIoAroToB-
Ku, 3amura otdeTa, OTUYeT 110 JIa-
6oparopHoii pabote, Onpoc Ha
3aHATHUAX, BeIcTyIUICHHE
(moxnan) Ha 3aHsTHH, TecT
6. IuTepakTUBHBIE MeTOABI U (POPMBI OPraHU3ALMUN 00yUEHUS
He npenycmotrpeno PVYII.

7. JlabopaTtopHble paGoThl

HaumenoBanue nabopaTtopHbIX paboT npuseneHo B Tabnuue 7.1.
Tabmuua 7.1 — HaumeHnoBaHue 1a00paTopHbIX paboT
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Tpynoemkocts, | @opMupyemblie
Ha3zBanus paznenos HanmenoBanwue 1ab0paTtopHBIX padboT Py ’ PMHPY
q KOMIIETEHIIUHI
5 cemecTp
2 CtpykTypa Benenune tpynoBbsix kHMkeK. PopMupOBaHUE 2 I1K-9
nokymenTa. [Topsinok u | 1 BeneHue TUYHbIXAEN. JJOKyMEHTBI CUCTEMBI
npaBuiIa OPOPMIICHHS |KauecTBa: PYKOBOJCTBO IO Ka4yeCTBY,IOKY-
OpTraHHU3aIOHHOM, MEHTHPOBaHHbBIE TIPOIEAYPHI.
MOPSAUTETBHOM
PacoOpAUTCIBEHO Hroro 2
uHGOPMAITIOHHO-
CIIPABOYHOM
JOKYMEHTAIIHH.
3 Opra"nu3aioHHO- CocraBnenre HOMEHKJIATyphl aei. Dopmupo- 4 I1K-9
METOJJMUECKOE BaHUE M 0(hopMIICHHE eI, ABTOMATH3UPO-
obecrieueHue BaHHBIE CUCTEMBI YIIPABICHUS KOPIIOPATHB-
JTOKYMEHTO000pOTa HBIMJIOKYMEHTOOOOPOTOM. ABTOMATH3AIUS
OpraHU3aIiH. CUCTEM KOHTPOJISI 3aUCIIOJIHEHUEM JIOKYMEH-
Cucrembl TOB
JOKYMEHTAIIUH. Vroro 4
Cucrembl
aBTOMAaTH3alNH
JOKYMEHTO000pOTA.
4 Opranuzanus u ABTOMAaTHU3UPOBAHHBIE CUCTEMBI PETUCTPA- 4 I1K-9
TEXHOJIOTUS paboThI ¢ | IHH. . BeIOOpIporpaMMel 1Jist aBTOMATH3a-
JTOKyMEHTaMH MU JOKyMeHTooOopoTa. PaboTa ciporpam-
7




yTIpaBIICHHUSL. MaMH
Hroro
5 Opranuzanus Buenpenue koproparuBHONW aBTOMATU3UPO- ITK-9
XpaHEeHus JOKYMEHTOB |BaHHOW CHCTEMbLIOKyMeHTooOopoTa. Cucte-
u obecreyeHue ux MaTHU3alus T0KyMEHTOB. ABTOMAaTH3aLUs
coxpaHHocTH. PaboTa ¢ | KOHTpOJIsl, ICTIOJTHEHUSI IOKyMEHTa, o0ecIe-
JOKYMEHTaMH, YEeHHECOXPAHHOCTH JJOKYMEHTOB, AE U U3/1a-
AMEOIMHA HU.
OTrpaHUYEHHBIN Vroro 4
JOCTYTI.
6 Opranusanus OdopmieHne u paccbulKa NpUTTIALIeHUH. 4 ITK-9
COBEIIIaHM. Odopmiienne ucocTaBiieHUE MPOTOKOJIOB CO-
Kondepenuui, BelllaHuii, koHdepeHuuii, coopanuit. Mapu-
coOpaHui. pyTH3alus , CO3/laHUE OTYETOB, BEJIEHUE ap-
Odopmienue XUBA.
KYMEHTAJIbHBIX
AOKyMCHTAIL Uroro 4
MaTepHUaJoB.
Hroro 3a cemectp 18

8. [IpakTHyeckue 3aHATHS (CEMUHAPBHI)
He npenycmorpeno PVYII.

9. CamocrosiTesqibHasi pabdoTa
Bunel camocrosTensHOM paboThl, TPYIOEMKOCTh U (pOpMHUpyEeMble KOMITETEHITMH TPEICTaBICHbI B

tabmmue 9.1.
Tabmuua 9.1 — Buasl caMoCTOATENBHON pabOThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIIETEHIIUN
Bunsl camocrostensHol | TpynoemkocTs, | DopMupyemblie
HasBanns paznenos a 2 ’ pMHPY @DOpMBI KOHTPOJIA
paboThI q KOMITIETEHI[A
5 cemecTp

1 IIpenmer, CamocTosiTeIbHOE U3yye- 6 I1K-9 Koncnekr camono-
cofiep)KaHue U HHUE TeM (BOIPOCOB) T€O- rotoBku, OT4eT no
3a/1a4u pPETHUYECKOM YacTu Kypca nmabopaTopHoi pabo-
JUCIUTUTAHBL. Vroro 6 te, Tect

OcHoBHbIE

CBOWCTBa, (YHKLIUU

Y IPU3HAKH

JIOKYMEHTa

2 CtpykTypa CamocTosiTeNIbHOE U3yYe- 7 I1K-9 3amuTa oT4era,
JOKYMEHTA. HUE TeM (BOMPOCOB) TEO- Koncnekt camonos-
[Topsnok u mpaBuiIa | pETUYECKON YacCTH Kypca rotoBkH, Omnpoc Ha
odopmiieHus 3aHATUAX, OTYET 1o

bop . | Odopmiienne oT4eTOB IO 7 O
TaHW3AI[MOHHOMN WHIBY, BHOM

OpraHU3alHOHHOM, JabopaTOpHBIM paboTam JUBHAYalbHOMY
pacrnopsiANTEIHLHON 3amanuto, OTueT no
uHpopManHonHo- | ATOTO 14 nmaboparopHoii pabo-
CIIPAaBOYHOM te, Tect
JOKYMEHTAIIHH.

3 OpranuzaioHHo- | CaMOCTOSITENIHLHOE U3yUe- 8 [K-9 Brictymienue
METOINYECKOE HUE TeM (BOTIPOCOB) TEO- (mokian) Ha 3aHs-
obecrieueHne PETUYECKOI YacTh Kypca TUH, 3alllUTa OTYETA,
JTIOKyMEHTO000pOoTa O(OPMIICHHE OTHETOR 110 8 Koucmexr OcaMonoz[-
OpraHU3aIH. 11260PATOPHBIM PaBoTaM rotoBku, OT4eT 1o
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CucreMbl Htoro 16 WHJIUBUIyaTbHOMY
JIOKYMEHTAIINH. 3amannio, OTUET 110
Cucrembl nmabopaTopHO# pabo-
aBTOMAaTHU3aI[UH1 Te, TecT
JIOKYMEHTO000pOTAa.
4 Opranmzaiust 1 | CaMoCTOsITEILHOE U3yUe- 6 [K-9 Ormpoc Ha 3aHATHUSX,
TEXHOJIOTUS paboThI | HUE TeM (BOMPOCOB) TEO- OTt4er N0 UHINBH-
C JOKYMEHTaMHU pETUYECKOM YacTu Kypca yallbHOMY 3aja-
yIpaBICHHUS. O y———— 4 1611/1}0, Oquf no6ﬂa-
TOPHOU T
nabopaToOpHBIM paboTam OpaTOpHOU pabote,
Tect
Hroro 10
5 Opranu3anus OdopmiteHre 0TYETOB TIO I1K-9 3anuTa oT4eTa,
XpaHeHus nabopaTopHBIM paboTam Koncnexr camono-
JOKYMEHTOB U Vroro 8 TOTOBKH, OquT 1o
obecrieueHue ux naboparopHoii pabo-
COXPaHHOCTH. te, Tect
Pabora c
JIOKYMEHTaMH,
UMEIOITIMH
OTpaHUYCHHBIN
JOCTYII.
6 Opranuzanus CamocTosTensHOE U3yde- 6 I1K-9 Koncnekrt camono-
COBCIIIAHMM. HUE TeM (BOMPOCOB) TE€O- roroBku, Onpoc Ha
Kondepenmuii, PETUYECKOM YacTu Kypca 3aHATHSIX, OTYET MO
HUH. WHJIUBY, bHOM
0006pa [TpopaboTka JIeKITMOHHO- 6 A IlygI oMY
dbopmieHue ro Matepuana 3azianuto, OT4eT 110
JOKYMEHTAJIBHBIX naboparopHoii pabo-
MAaTepHAIOB. OdopmiteHne 0T4ETOB TIO 6 e, Tect
nabopatopHbeIM paboTam
Hroro 18
Hroro 3a cemectp 72
Hroro 72
10. KypcoBoii nmpoekT / KypcoBasi padota
He npenycmorpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU YCIIeBA€eMOCTH 00y4aroumuxcsi

11.1. baajbHbIe OLEHKH JJIS 3JIeMEHTOB KOHTPOJISI
Tabmuua 11.1 — banipHbIE OLIEHKH TSI JIEMEHTOB KOHTPOJISI

N . MaxkcuMabHbII
N MaxkcuManbHbIN MakcumManbHbIN
DneMeHThl yueOHOit 0as 3a mepuo Bcero 3a
6amn Ha 1-yto KT ¢ | 0ami 3a nepuoa
JESITENbHOCTH mexny 2KT u Ha cemMecTp
Hayana ceMectpa | mexnay 1KT u 2KT
KOHEI| cemecTpa
5 cemectp
Brictymienne (noknam) Ha 4 4 5 13
3aHATHU
3amura oT4yeTa 5 15
KoncnexT camomoaroros- 4 4 5 13
KU
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Onpoc Ha 3aHATUSAX 5 5 5 15

OT4eT no MHAUBUTYAITb- 5 5 5 15

HOMY 33/IaHUIO

OtyeTt no nabopaTopHO 4 5 5 14

pabote

Tect 5 5 5 15

Wroro makcumyM 3a nepu- 32 33 35 100
on

Hapacratomum nurorom 32 65 100 100

11.2. IlepecyeTt 0a/1J10B B OLICHKH 32 KOHTPOJIbHbIC TOYKH
[Tepecyet 6amIOB B OLIEHKHU 32 KOHTPOJIBHBIE TOUKH MpeACTaBiieH B Tadymie 11.2.
Ta6muma 11.2 — IlepecueT 0ansioB B OLIEHKU 32 KOHTPOJIbHBIC TOUKH

bainel Ha 1aTy KOHTPOJIBHOW TOYKH Onenka

> 90% ot MakcuManbHOU cymMMBbl OaioB Ha gaty KT 5

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

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

< 60% oT MakcuMaIbHOU cCyMMBbI OasuioB Ha naty KT

11.3. Ilepecyet cyMMbI 02/1710B B TPAAULHOHHYIO M MEKTYHAPOIHYIO OLEHKY
[TepecueT cymmbl 6a/JIOB B TPAAULIMOHHYIO U MEXIYHAPOIHYIO OLIEHKY MpEACTaBIeH B TaOIuIe
11.3.
Tabmuma 11.3 — Ilepecuer cymMMbl OaJIIOB B TPAAUITMOHHYIO M MEXKTYHAPOJIHYIO OIICHKY

HtoroBas cymma 0aos,

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

9K3aMEH

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

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

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

3a4TEHO)

12. YueOHO-MeTOAM4YecKOe M HHGOPMALMOHHOE o0ecnevyeHne JUCHMIITTHHbI

12.1. OcHoBHas1 JIMTEpaTypa
1. IIlam6a T.M. Hotapuat B Poccuiickoit ®eaepanuu Yueonuk / T. M. [llam6a, B. H. Kokun, H.
T. Illam6a; pex. I'. I'. YepemusIx. - 3-e uzf., nepepad. - M. : Hopma, 2011. - 304 c. - (Hanuuue B 6u0mmo-
teke TYCVYP - 20 5k3.)
2. Kyzuenos U. H. JlokymeHTanmonHoe o0ecrieueHne ynpaBieHHUs U JeJIONPOU3BOACTBO Yueo-
Huk a5 Oakanaspos / U. H. Kysuenos. - M. : FOpaiir, 2012. - 576 c. (nanuuue B 6ubmorexe TYCVYP -
26 9K3.)

12.2. lonosiHuTEIbHAS JIUTEpaTypa
1. Amngpeea B. U. Jlenonpoun3BoAcTBO: OpraHU3alids U BEICHUE: YICOHO-TIPAKTUYECKOE TTOCO-
6ue nns By30oB / B. . Aunpeesa. - 3-e uzn., nepepad. u nom. - M. : KuoPyc, 2010. - 294 c. (nanuuue B
ouommorexke TYCVYP - 16 9k3.)
2. KupcanoBa M.B. CoBpemeHHOe €10npon3BoACTBO: YueOHoe nocobue / M. B. Kupcanosa;
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Poccuiickas akagemus rocynapctBeHHO#H ciyxObl mipu [Ipesunente PO, Cubupckas akagemusi rocynap-
CTBEHHOM CITYXOBI. - 4-¢ u3f. - M.: UHOPA-M, 2012. - 320 c.. (mannuue B 6ubmotexke TYCYP - 20 3k3.)

3. AxcenoBa X. H. JlokymeHTHpOBaHHE YIpaBICHYECKON AEATEIBHOCTH : ydeOHoe mocobue /
XK. H. Axcenona ; ®enepanbHOE areHTCTBO MO 00pa30BaHMIO, TOMCKHI TOCYIapCTBEHHBIM YHUBEPCUTET
CHCTEM YNpaBJICHUS U paanodnekTponuku, Kadenpa skonomuku. - Tomck : TMIJ1O, 2006. - 119 ¢ (Ha-
nugne B onbdmmoreke TYCVYP - 16 5k3.)

12.3. YueOHO-MeTOAUYECKHE MTOCOOU

12.3.1. O0s3aTesibHbIE YUeOHO-MeTOAHuYEeCKH e MO0CO0Uus

1. DNeKTpOHHBIN HOKYMEHTOOOOPOT [DIEKTpOHHBIN pecypc]: Meroaudecknue yka3zaHus MO BbI-
MOJIHEHUIO caMocTosTeNlbHOW pabotel / WM. A. Jlapmommna - 2018. 7 ¢. — Pexum mocryma:
https://edu.tusur.ru/publications/8786 (mara oopamenus: 02.12.2018).

2. DIeKTPOHHBIM JOKYMEHTOOOOPOT [DIEKTPOHHBINA pecypc]: Meroanueckue yKa3zaHus K Mpak-
tuueckuMm  3aHatusm /W, A, Jlapuommna - 2018, 10 c¢. — Pexum pocryma:
https://edu.tusur.ru/publications/8787 (nara obpamenus: 02.12.2018).

3. DIeKTpOHHBIN JOKYMEHTOOOOPOT [DNEKTPOHHBINA pecypc]|: MeTroaudeckue yka3zaHUs MO BbI-
MOJIHEHHUIO J1aboparopueix pador / WM. A. Jlapuwommua - 2018. 9 c¢. — Pexum npocryna:
https://edu.tusur.ru/publications/8793 (mara oopamenus: 02.12.2018).

12.3.2. YueOHO-MeTOAMYECKHE IIOCOOMS 1JIsl JIMI € OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbS H
WHBAJUI0B

Y4eOHO-MeToqMUeCKre MaTeprabl sl CAaMOCTOSTEIbHON U ayTUTOpHOM paboThl 0Oyyaromumxcs
U3 YMCIIa JIUI] C OTPaHMYEHHBIMI BO3MOKHOCTSIMU 3I0POBBSI 1 MHBAJHJIOB MPEIOCTABISIOTCS B (popMax,
a/IalITUPOBAHHBIX K OTPAaHMYEHUSM UX 3/I0POBbS U BOCIIPUATHUS HH(DOpMAIIHH.

JI1s1 M1 ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETMYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIIeHUsIMH CJIyXa:

- B (hopMe IIEKTPOHHOTO TOKYMEHTA;

- B reyaTHou (opme.

Jl1s1 1M1 ¢ HAapyIIeHUsIMM ONIOPHO-ABUIaTe/IbHOI0 annapara:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (hopme.

12.4. IIpogeccnonaibHbIe 0a3bI JAHHBIX U MHPOPMALMOHHBIE CIIPABOYHbIEC CHCTEMBbI

1. Ilpu u3ydeHHMH TUCHMIUIMHBI pPEKOMEHAyeTcs oOpamiarbcs K 0a3aM JaHHBIX, HH(OpMaIu-
OHHO-CIIPAaBOYHBIM M  TIOMCKOBBIM cHucTemaMm, K KotopeiMm y TYCVYPa otkpeIT nmocrym:
https://lib.tusur.ru/ru/resursy/bazy-dannyhy

2. Ilpod. 6a3a mannbIx - http://protect.gost.ru/

3. HWudopmanumonHnas cucrema - https://lib.tusur.ru/ru/resursy/bazy-dannyh/uis-rossiya

4. HudopManmoHHO-aHATIUTHYECKAS cucrema Science Index PUHII -
https://elibrary.ru/defaultx.asp

5. Wudopmannonnas cucrema - http://www.tehnorma.ru/

13. MaTepuajibHO-TEXHHYECKOe o0ecnedyeHue TMCIUIUVINHBI U TpedyeMoe MporpaMMHoe
ol0ecreueHmne

13.1. O0uue TpeOOBaAHUA K MATEPUAIBLHO-TEXHHYECKOMY U IPOrPAMMHOMY 00ecrie4eHnI0
AUCHHUILIMHBI

13.1.1. MaTepuaJbHO-TEXHHYECKOE H IPOrPaMMHOe o0ecnedyeHne ISl JICKIIMOHHbBIX 3aHATHH
Jlis mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIIOBBIX M MHIWBUYaJIbHBIX KOHCYJIbTALUH, TE-
KYILEro KOHTPOJISL U MPOMEXKYTOUHON aTTECTAllMU UCIIONb3YyeTcs yueOHasi ayIUTOpUs ¢ KOITMUECTBOM I10-
CaJI0YHBIX MeCT He MeHee 22-24, 000opyloBaHHAs JOCKOM M CTaHAApTHOH yueOHOo#l meOenbo. MMeroTes
JIEMOHCTpaIlMOHHOE 000pyA0BaHKUE U yUeOHO-HAITIIIHbIE TOCOOMS, 00eCIeunBaloIINe TEMaTHIECKUEe Ul -
JIIOCTPALIMHU 10 JIEKLIMOHHBIM pa3jieiaM JUCIUIUINHBI.
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13.1.2. MaTepuaJbHO-TEXHHYECKOE M IPOrPaMMHoOe odecredeHne 1JIs JadopaTopHbIX padoT

JlaGoparopus ympaBiieHUs: IPOEKTaMu

yueOHasi ayIuTOpHUs JUIs IPOBEICHUS 3aHATUH JIGKIIMOHHOTO TUTIA, YIeOHAs ayIUTOPHS JIsI TIPOBE -
JIEHUS 3aHATHI MPAKTUYECKOTo THUIIA, yuyeOHast ayIuTOpUs AJIsl IPOBEACHUS 3aHATUI 1a00paTOPHOTO THIIA,
yaeOHasi ayTUTOPHsI IJIsl TPOBEACHHUSI 3aHSATHI CEMUHAPCKOTO TUIIA, TTIOMEIICHHE JIJIsl KypCOBOTO MPOEKTHU -
poBaHUs (BBIMOJIHEHUS KypCOBBIX padoT), MOMEIIEHUE ISl TPOBEACHUS TPYNIOBBIX U MHAMBHUIYaTIbHBIX
KOHCYNbTAIIUHN, MIOMEIIIEHUE ISl TPOBECHHS TEKYIIEro KOHTPOJIS U MMPOMEXKYTOUYHOU aTTeCcTalluu, oMe-
[IEHHE I CAMOCTOSTENBHON paboThI

634034, Tomckas ob6macts, T. Tomck, Bepmnauna ynuua, a. 74, 414 ayn.

Ornucanue UMeroIerocs 000pyI0BaHUS:

- Komnsrorep WS2 (6 mirt.);

- Komnerorep WS3 (2 mr);

- Kommerotep Celeron (3 mirt.);

- Kommerorep Intel Core 2 DUO;

- [Ipoexrop Nec;

- DKpaH mpoeKTopHbIA Projecta;

- CTeHa nepeaBrUKHOM C I0CKOM MarHUTHOM;

- Akyctrueckas cuctema + (2xononkun) KEF-Q35;

- Konnumonep nacrennoro tumna Panasonic CS/CU-A12C;

- KommuiekT cnenuann3upoBaHHON yueOHOM MeOen;

- PaGouee mecto mpenogaBarens.

[IporpamMmmHoe obecrnieueHue:

— Microsoft Windows 7 Pro

13.1.3. MarepuajibHO-TEXHMYECKOE U IPOrPaMMHOe odecredeHue JJIs CAMOCTOATEIbHOI padoThI
Jyist caMoCTOSTeNbHOM paboThl HCMONB3YIOTCA y4eOHbIE ayAUTOPUU (KOMITBIOTEPHBIC KJIacchl),
PacCIOJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTb, T. Tomck, Jlennna mpocmnexr, 1. 40, 233 ayn.;
- 634045, Tomckas obmacts, T. Tomck, yin. Kpacnoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast obnacTb, . Tomck, Bepimmmnauna ynuna, 1. 47, 126 ayz.;
- 634034, Tomckast obmacTs, r. Tomck, Bepmmanna ymuna, 1. 74, 207 aya.

CoctaB 000pyIOBaHUSA:

- yueOHasi meOelb;

- komnetoTepsl kinacca He Hke [I9BM INTEL Celeron D336 2.8['Tw. - 5 miT,;

- KOMOBIOTEPHI MOJKIIOUYEHBI K ceTu «/HTepHeT» U 00ecreynBaroT JAOCTYI B AIEKTPOHHYIO HH-
(hopManOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

[lepeueHb MPOrpaMMHOTO 0OCCIICYCHUS:

- Microsoft Windows;

- OpenOftice;

- Kaspersky Endpoint Security 10 s Windows;
- 7-Zip;

- Google Chrome.

13.2. MaTepuajibHO-TeXHUYECKOe o0ecnedeHre JUCHUIIHHBI VIS JIMI ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 310POBbSI 1 HHBAJIN/10B

OcBoeHHe NUCHUILUIMHBI JIMIAMU C OTPAHUYEHHBIMU BO3MOXKHOCTSMHU 3/I0POBbS U MHBAIHMJAMU
OCYILIECTBIIIETCS C UCIIOIb30BAHUEM CPEJCTB 00ydeHHs OOIIEro U CHEeMaIbHOI0 Ha3HAUYEHUS.

[Tpu 3aHATHAX ¢ 0OYyUYaAIOLIUMUCS ¢ HAPYIIEHHUSIMH CJIyXa [PEeTyCMOTPEHO UCIIOIb30BaHHE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJIbTUMEIUHHBIX CPECTB U JPYTUX TEXHUUYECKUX CPEACTB IpUeMa/mepena-
yl yueOHOI nH(OpMaLuy B JOCTYIHBIX (PopMax, MOOMIIbHOM cHUCTEMBI NTPENoJaBaHusl sl 00ydaronuxcs
C MHBAJIUAHOCTbIO, TIOPTATUBHOM MHIYKIIMOHHOM cHCTEMBI. YueOHas aymuTopusi, B KOTOPOH 3aHUMAIOTCA
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oOyyarolnyecs: ¢ HapylIEHHEM CllyXa, 00Opy/lI0BaHA KOMITBIOTEPHOM TEXHMKOM, ayAMOTEXHUKOH, BUICO-
TEXHUKOMU, AJIEKTPOHHON JOCKOH, MYJIbTUMEIUIHON CUCTEMOM.

[Tpu 3aHATHSAX C OOYUAIOUTUMUCS ¢ HAPYIIEHUSIMU 3PEHUSIMH TIPETYCMOTPEHO HCIIOJIb30BaHUE B
JICKIMOHHBIX U YU€OHBIX ayJUTOPUAX BO3MOXKHOCTH MPOCMOTPa yAaJIEHHBIX 00BEKTOB (Hampumep, TeKCTa
Ha JIOCKE WJIH CJaif/la Ha 9KpaHe) MPU TOMOIIY BUACOYBETUIUTENCH 151 KOM(GOPTHOTO IPOCMOTPA.

[Tpu 3aHATHAX C 0OYy4YAIOIIUMUCS ¢ HAPYLIEHUSIMH ONOPHO-ABUIaTeIbHOIO aNnapara UCIOJb-
3YIOTCSl aTbTEPHATUBHBIC YCTPOICTBA BBOJA MH(OPMAIIUY U IPYTHe TEXHHUECKHE CPEICTBA IIpueMa/Tiepe-
Jnaund yaeOHOM MHGOpMaIUKA B JOCTYIHBIX (popMax, MOOMIIBHONW CUCTEMbI OOYYCHUS JJIs JIFO/ICH C MHBA-
JUAHOCTBIO.

14. OIIeHO‘lHLIe MaTepHuajJbl  METOAUYECCKUE PEKOMEHIAUHU MO OPraHu3alluv U3yYCHUA
AUCHHUITINHBbI

14.1. Couepmalme OLICHOYHBIX MATCPHAJIOB U METOANIECCKUEC PEKOMECHAAIIUH
I[J'ISI OLCHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I N YPOBHsA OCBOCHHA 3aKPCIIJICHHBIX 3a HHCHHHHHHOﬁ
KOMITCTCHITUM HCIIOJIB3YIOTCA OLCHOYHBIC MaTCpHUajibl B COCTABE!

14.1.1. TecToBble 3aganus
1. DEeKTpOHHBIN TOKYMEHTOOOOPOT — ATO:
1) maTepualibHBII 00BEKT, CoMepKaIIM HH(OPMAITUIO B 3a(DUKCUPOBAHHOM BUJIE€ U CHEIIHAIBEHO
IPEeIHa3HAYEHHBIH IS €€ TIEpejaul BO BPEMEHH M IIPOCTPAHCTBE;
2) ABMKEHHWE JTOKYMEHTOB B OpPraHU3allid C MOMEHTA WX IMOJyUYEHHUsS WINA CO3/IaHus JIO 3aBepIie-
HUA
WCTIOJTHEHHMSI, OTIIPABKU ajjpecary UM c/laud Ha XpaHEeHUE;
3) 2NEKTPOHHBIA JOKYMEHT - 3TO JIOKYMEHT, B KOTOPOM MH(OpMAaIs MpeACcTaBleHa B 3JIEKTPOH-

ndpoBoit popme.;

4) oTpacnb IeATENbHOCTH, OXBATBHIBAIOIAsl BOIPOCHI XPAaHEHUS U MCIIOJIb30BAHUS aPXUBHBIX

JTOKYMEHTOB.

2. Ha xakue JOKYMEHTOIIOTOKH AEIUTCS TOKYMEHTALUs:

1) nucema, pacopsKeHuUs, J0rOBOpa;

2) noroBopa, JOKyMEHTHI OPTaHOB BJIACTH;

3) BXonsuIe, UCXOAIINE, BHYTPEHHUE JOKYMEHTHI;

4) oOpamieHus rpaxkaa (kajao0bl, MPEeIOKEHUS U 3asBICHUA).

3. Perucrparnus 351eKTpOHHBIX JOKYMEHTOB — 3TO:

1) ycTaHOBJIEHHE KOIMYECTBA M COCTABA apXUBHBIX JOKYMEHTOB B €IMHUIIAX y4eTa U (PUKcaIus

MPUHAJICKHOCTH KAKJIOW €UHUIIBI yyeTa K ONpeAesIeHHOMY KOMIUIEKCY M O0IIeMy MX Kolude-
CTBY B

YUETHBIX JTOKYMEHTaX;

2) BakHe#muit aTan paboThl ¢ JOKYMEHTaAMU U ONPEAENAeTCs KaK 3alUCh YUETHBIX JaHHBIX O

JIOKYMEHTE 10 yCTaHOBJICHHOU (hopme, pukcupyromas GakT ero Co3aanusl, OTIPABICHHS I

MOJTyYEHUS;

3) 3T0 MaKCUMAaJIbHO PAllMOHAJILHOE COKpAIIEeHHE KOJUYECTBA YEero-1100 MyTeM CTaHAapTU3alNU

enHoI Qopme;

4) opranu3zanys JOKyMEHTO000pOTa, XpaHEHHUsI U UCTIOJIb30BAHUS IOKYMEHTOB B TEKYILEH

IEeATEIIbHOCTH YUPEKICHUS.

4. Yuer 10KyMEHTOB — 3TO:

1) BakHeui 3Tan paboThl ¢ JOKYMEHTAaMH U ONPEEIIeTCs KaK 3aliCh YUE€THBIX JAHHBIX O

JIOKYMEHTE T10 YCTaHOBJIEHHOU (opme, pukcupyromias (pakt ero co3iaHus, OTIPaBICHUs WIN

MOJTY4CHUS;

2) nBMXKEHHE TOKYMEHTOB B OPraHU3aIllMM ¢ MOMEHTA MX IOJyYeHHs WM CO3JJaHMs JI0 3aBepliie-
HUsA

UCTIOJIHEHHUS, OTIIPABKH ajjpecaTy WU CJJaul Ha XpaHEHUE,;

3) yCTaHOBJIEHHE U TPUMEHEHHE MPABHMII C IIENBI0 YHOPSAI0YEHUS IEATENLHOCTH B OIPEAEICHHOM

00JIaCTH Ha MOJIb3Y U MPU YUYACTHH BCEX 3aMHTEPECOBAHHBIX CTOPOH, B YACTHOCTH, JJISl JOCTHKE -
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HUS
BCEOOIICH ONTHMAILHON YKOHOMUU TIPH COOMIO/ICHUN (DYHKITMOHAIBHBIX YCIIOBUMA U TPEOOBAHMI
TEXHHUKHU OC30ITaCHOCTH;

4) ycTaHOBJIEHHE KOJIMYECTBA U COCTaBa ApXMBHBIX IOKYMEHTOB B €IUHUIIAX yyeTa U (QUKcAIHs
MIPUHAJIC)KHOCTH KKJIOW SUHUIIBI y4eTa K OMpeAeIEHHOMY KOMIUIEKCY M O0IIeMy MX KOIude-

CTBY B

YUETHBIX JOKYMCHTAX.

5. Kakue ¢hopmbl peructpanuu J0KyMEHTOB CYIIECTBYIOT?

1) xxypHanbHasi, KapTOuHasi 1 aBTOMAaTU3UPOBAHHAS;

2) ueHTpaInu30BaHHasl, JEIEHTPATN30BaHHAs, CMEIIaHHAS;

3) y4eT TOKyMEHTOB, KOHTPOIIb 33 UX UCIIOJHEHUEM, CIIpaBOYHAs paboTa Mo JOKYMEHTaM;

4) anbOOMHas1, KHIKHAS.

6. JIOKyMEHTOTIOTOK HCXOASAIIUX JOKYMEHTOB COCTABIISIOT:

1) oTBETHBIE U UHUIIMATUBHBIE NMHCHMA;

2) nucbMa, aKTbl, TPUKA3bI;

3) IOCTaHOBJICHHUS, PEILICHUS, PACTIOPSKEHUS, TPUKA3bl, TMChMA U T.II.;

4) MOKYMEHTBI TTOJIBEIOMCTBEHHBIX OPTaHU3aLNN, TPUCHUTAIONINX MIEPBUYHYIO OTYETHO-YIETHYIO
JOKYMEHTAIMIO ¥ Pa3IMYHOTO POJia 3aIPOCHI.

7. O0BeM TOKYMEHTOO00pOTa — 3TO:

1) 5T0 MakcCUMaIbHO PAlMOHAIILHOE COKpPAIEHUE KOIMYECTBA Yero-a1ubo MmyTeM CTaHAApTH3ALUuU

enuHoM opme;

2) MaTepuanbHbIi 00BEKT, COAEpIKAIMNA HHPOPMAIUIO B 3aUKCUPOBAHHOM BHJIE M CIICIIMATIBLHO

IpEIHa3HAYEHHBIH IS €€ TIEpeJaul BO BPEMEHH M IIPOCTPAHCTBE;

3) ycTaHOBJIGHHE KOJTMYECTBA U COCTaBa aPXMBHBIX JJOKYMEHTOB B €MHUIIAX Y4eTa U (PUKcalus

MIPUHAJIC)KHOCTH KAXKJIO0M €TUHUIIBI yyeTa K OMpe[eIeHHOMY KOMIUIEKCY M O0IlIeMy MX Koilude-
CTBY B

YUETHBIX JTOKYMEHTaX;

4) KOMUYECTBO JOKYMEHTOB, TIOCTYIHUBIIUX B OPTAHU3AIMIO U CO3/IAHHBIX €0 B TCUCHUE

OTpe/IeIEHHOTO NIEproia BPEMEHH, KaK MpaBuilo, roja.

8. JIOKyMEeHT — 3T0:

1) 5TO IPaBOBOM aKT PYKOBOAWUTENS OpraHU3AIMKM WU €T0 3aMECTUTENIeH, coaeprKanuii o0s3a-
TEbHBIE

MOpYYEHUS AJIsl HOJUUHEHHBIX CTPYKTYPHBIX MOpa3AeIeHU, TOHKHOCTHBIX JIUL U PAIOBBIX

pabOTHUKOB;

2) MaTepuabHBIA 0OBEKT, CoAep AT HHPOPMALIUIO B 3a)UKCHPOBAHHOM BHJIEC U CIICIIMAIEHO

IpeaHAa3HAYEHHBIN I €€ TIEPEJaYu BO BDEMEHHU U IIPOCTPAHCTBE;

3) COBOKYMHOCTh (hOpPMaJIbHBIX DJIEMEHTOB B COCTABE CHEJIKHU WM JOKYMEHTa, OTCYTCTBUE KOTO-
PBIX

JIUILIAET CIEIKY UIH TIOKYMEHT I0OPUINYECKON CUIIBI;

4) Mozienb MOCTPOCHUS JOKYMEHTA, YCTaHABIMBAIOIIAs 00JIACTh IPUMEHEHUS, OPMATHI, pa3Mepbl

noJieil, TpeGOBaHUS K TOCTPOCHUIO KOHCTPYKLIMOHHOW CETKH U OCHOBHBIE PEKBU3HTHI.

9. enonpou3BoACTBO — 3TO:

1) oTpacinp AesTeNbHOCTH, 0XBAaThIBAIOIASl BOIIPOCHI XPAaHEHUS M MCIIOJIb30BaHUS apXUBHBIX

JIOKYMEHTOB;

2) oTpacib AesATEeILHOCTH, 00ECIIeUNBAIONIAs JOKYMEHTHPOBAHNE U OpTraHU3AIHIO PAaOOTHI ¢

OpUIHATEHBIMHA JOKYMEHTAMU;

3) aucIUIUIMHA, H3yJalolasi CTPYKTYpy W OOIIIHe CBOWCTBA HAYYHOH WH(OPMAIINH, a TAKXKE

3aKOHOMEPHOCTHU €€ CO3/IaHus, IPeo0pa3oBaHus, IIEPENAYU U UCIIOIL30BAHUS B Pa3IMUHBIX che-
pax

4eJI0BEUECKON AEATEIbHOCTH;

4) aTo Hayka 00 OOIIECTBE, CHCTEMAaX, COCTABIISIFOIIUX €r0, 3aKOHOMEPHOCTSIX €ro (PyHKIIMOHHUPO -
BaHUs

U Pa3BUTHSI, COLIMATBHBIX HHCTUTYTaX, OTHOILIEHUSX U OOLTHOCTSX.
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10. KTo MOXeT OCyIeCTBIAThH IEPBOHAYAIBHBINA IPUEM U 00pabOTKY JOKYMEHTOB:

1) cekpertapp;

2) AUpeKTop;

3) HaYaTBHUK OT/ENIa KaJIpOB;

4) cneunanbHoe noxpasnaenenue ciayxos OV, pabotauk cimyx0sr IOV unm cekperapb

PYKOBOIMTETIS.

11 JlokyMeHT, B KOTOpPOM HH(OpMAIHs TPECTaBICHA B AIIEKTPOHHO-LIU(POBOIA (hopme, 3TO...

1) aneKTpOHHAS MOAMKUCH

2) ceptuduKaT KIr04a TOIIMHCH

3) DIEKTPOHHBIN JOKYMEHT

12 BrepBble nepeaya OTYSTHOCTH B TOCYAAPCTBEHHBIE OPTaHbl M0 KaHAIaM CBs3U ObLIa peaan3o-
BaHa...

1)B 1986 r. B CILIA

2) B 90xx romax XX Beka B EBporie

3)B 1999 r. B ABcTpanuu

13 IlpaBoBasi MOzEIb, IPU KOTOPOH BHIOOP JTIFOOOM TEXHOJIOTHH MOAMKMCH 3JICKTPOHHBIX JOKYMEH-
TOB CTOPOH, YYaCTBYIOIIUX B CAEIKE, MPU3HACTCS 3aKOHHBIM, M CTOPOHBI HE 00s3aHbI YIOCTOBEPATH Cep-
TA(HUKATHI TOATIUCEH Y TPEThEH C

1) B CILIA

2) B EBpone

3)B Poccuu u Unauun

14PexkBU3HUT 3JEKTPOHHOTO TOKYMEHTA, MPEIHA3HAYEHHBIN IS 3alUThl JAHHOTO AJIEKTPOHHOTO
JIOKYMEHTA OT MOJIEIKHU. B 37IEKTpOHHBIX JOKYMEHTAX 3aMEHSAET PYKOIUCHYIO MTOAIUC...

1). ayeKTpOHHAs TTOAIIHUCH

2). cepTuduKat KIroua MOAMUCH

3) DEKTPOHHBIN JOKYMEHT

15 IIporpammHOe obecriedeHne, KOTOpOoe BIMOMHACT HH(POBAHUE TOKYMEHTOB, HA3bIBACTCHL. ..

1) cepTuduKkar cpencTB SACKTPOHHON MTOAITUCH

2)cpenctBo kpuntorpaduueckoit 3amutsl nHPopmanuu (CK3N)

3) 3aKpBITHIN KITI0Y 3JIEKTPOHHOU IU(PPOBOI TOTHCH

16 FOpuanuecku 3HaUUMBbIE OOMEH JJOTOBOpaMH, JOKYMEHTaMH peasin3alluyl U T.I. MOXKHO OCYIIIe-
CTBUTb...

1) Tonpko B OyMa)KHOM BUJIE

2) B OyMa)KHOM BHJIE, a TAKXKE HCTIOIB3YS JEKTPOHHYIO TouTy 1 D1

3)B OyMa)KHOM BHJIE U C IOMOIIBIO CUCTEM AJIEKTPOHHOTO JIOKYMEHTO000pOTa

17Kakue BapUaHThl CIaYl OTYETHOCTHU C MCIIOJIb30BAHUEM MPOTPAMMHBIX CPEJCTB CYLIECTBYIOT B
HaCTOsIIIIee BpeMsi?

1) IO AMEKTPOHHBIM KaHaJIaM CBS3H

2)Ha MarHUTHOM HOCHTEJIE ¥ Ha TIeYaTHOM OJIaHKe

3) Bce BBILIETIEPEUNCIICHHOE

18 Jlns moamucaHusi TOKYMEHTa 3JIEKTPOHHOH HU(POBOM MOANMHUCHI0 HEOOXOIUMBI CIIEAYIOIINE
KOMITOHEHTBI:

1) 3akpeithiil kirou DI, CK3U, nporpamma [u1st mnpocMoTpa U pelakKTUPOBaHUs JOKYMEHTA

2)DUII, CK3U, cneroriepatop CBsI3H

3) ceprudukar DI, odpucHoe mpunoxkeHne, cucTeMa EKTPOHHOTO JOKYMEHTO000pOoTa

191" ne nmpumensitoTcst cucteMsl kinacca Workflow ?

1)banku, cTpaxoBble KOMITAHUH
2)byxranrepusi, aymuTopckue Gpupmbl
3)HamoroBbie opransl

4)Bo Bcex cepax
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20Yrto sBRsiETCS LETbI0 pa3pabOTKU DIEKTPOHHOW CUCTEMBI YIPABICHUS JTOKYMEHTOOOOPOTOM
OCYD)?

1)noBermenue 3(h(HEeKTUBHOCTH YIPABICHUS MPEANPUSATHS HA OCHOBE aBTOMATH3AIlUH YIIPaBJICHUS
JIOKyMEHTOOOOPOTOM H JEIIOBBIMU MPOIIECCAaMU, BCEX BUIOB PabOT C TOKyMEHTaMH, 00€CTICYNBAIOIIIMMH
¥ KOOPIAMHHUPYIOIUMH COBMECTHYIO JICSITEIbHOCTh BCEX YIaCTHHKOB MPOLIECCa YIPABICHUSI.

2) noBbIeHHE YPPEKTHBHOCTH YIIPABICHUS MPEINPUATHS U JCITOBBIMH ITPOIECCAMH.
3) noBeIIeHne 3PPEKTUBHOCTH BCEX BUIIOB PaOOT C TOKYMEHTaAMH.

4)noBbiieHue 3PPEKTUBHOCTH JEATEIBHOCTH BCEX YYACTHUKOB MPOIECCa YIIPaBICHHUS.

14.1.2. Tembl 0IPOCOB HA 3aHATHAX
O6ume TpeboBanus. @opmar Oymaru u mossi. braHku TOKyMEHTOB.
[TpaBuiia opopmiieHus! OTACTBHBIX BUIAOB PEKBU3UTOB JOKYMEHTOB.
TpeOGoBaHus K U3rOTOBICHUIO JOKYMEHTOB. TpeOoBaHuUs K TEKCTY
JOKyMeHTOB. OpraHu3alroHHO-IIPABOBbIE IOKYMEHTHI.
PacnopsinutensHbie 10KyMeHTbl. CipaBOYHO-UH(OPMALIMOHHBIE U
CIPaBOYHO-AaHAUTUYECKHE TOKYyMEHThl. DUHAHCOBO OyXTajaTepcKue
NoKyMeHTBI. [IpoTokomnsl. JlOKyMEHTHI INYHOTO cocTaBa. JlOKyMEHTHI
IIPOLIECCOB JIBUXKEHUS KaipoB. BeneHue TpyaoBbIX KHUKEK.
DopMHUpPOBaHHUE U BEJCHUE JTUYHBIX A€Jl. JIOKyMEHTBI CUCTEMBI
Ka4yecTBa: PYKOBOJACTBO IO Ka4€CTBY, JOKYMEHTHUPOBAaHHbIE
IIPOLIEAYPHI.
OO61ue npaBuiia perucTpauuu J0KyMeHToB. DopmMbl peructpanuu
JIOKYMEHTOB. ABTOMaTU3UPOBAaHHBIE CUCTEMBI PETUCTPAaLUU 3HAYECHNE
W 3aJ1a4d pEerucTpanuu 10KyMeHTOB. [IpaBuia 06paboTKH UCXOIAITUX
nokyMmeHToB. [lopsiiok npuema, 06paboTKH U pacipeneneHHs
NOCTYyHAKUIMX JOKYMEHTOB. [lopsa0K HampaBiieHUsl HA UCTIOIHEHUE U
palboThl HCHIOIHUTENS C IOKYMEHTaMu. B160op mporpamMmsl Juist
aBTOMAaTHU3alMK JOKYMEHTO000pOTA.
Brenpenne koprnopaTUBHON aBTOMAaTU3UPOBAHHON CUCTEMBI
JTOKyMeHTooOopoTa. CuctemaTu3anus J0KyMeHToB. O0ecreueHne
COXPaHHOCTH JOKYMEHTOB B 3JIEKTPOHHOH (opme. ApXUBHOE
XpaHeHHue. JJOKyMEeHTBI, OTHOCSIIMECS K FOCYIapPCTBEHHOM TallHe,
JOCTYI K HUM. JIOKyMEHTBI, OTHOCSIIIMECS K KOH(PUIESHIIMATbHON
uHpopmanuu. [IpaBa noctymna Kk KoHpUIEHIUATBHON JOKYMEHTALIUU B
opranusanuu. [leqaranue, pasMHOKEHNE U PACChUIKA JOKYMEHTOB.
['pynnupoBKa UCIOIHEHHBIX JOKYMEHTOB B Jiejia. ABTOMaTHU3alHs
Ou3HEC-TPOIIECCOB 0OPAOOTKU U UCTIOTHEHHS TOKYMEHTOB.
ABTOMaTH3a1Us] KOHTPOJISI, UCIIOJTHEHUS! IOKYMEHTa, 00ecrieueHre
COXPaHHOCTH IOKyMEHTOB, 1€ U u3AaHuid. CucTemsl,
o0ecrevrBaroIye 3alIUIIEeHHbIH 0OMEH JIEKTPOHHBIMU COOOLICHUSIMH.
[TonroroBka coBenanuii, KoHpepeHuuit, coopanuit. OnpenenexHue
TEMaTUKH U LEIH, MecTo nposeaeHus. @opMupoBaHre NOBECTKH JIHS,
OIpE/IEIIEHUE COCTAaBa YYACTHUKOB U JI0KJIAJUUKOB, INTAHUPYEMOE
BpeMsl Ha 00CYKJI€HUE KaKJ0r0 BOIPOCA; HCTOYHUKH, [TOJTyUYEHUs
HeoOxonumon nHpopmaru. OpopmiieHre U pacchbuIKa NPUTTIALICHUH.
Berpeua, peructpanus y4acTHUKOB, OpraHU3allvs U TEXHUUECKOE
oOciyxuBanue. IIpaBuna opopmienus 1 cocTaBieHre IPOTOKOJIOB
coBelllaHu}, KoHpepeHUn, coopanuil. Mapupyrusaius , co3ganue
OTYETOB, BEICHNE apXUBa.

14.1.3. Tembl HHANBUAYAJTbHBIX 321aHUI
1. ®yHKIMY ¥ IPU3HAKU JOKYMEHTA
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2. IlpaBuna cocraBieHus 1 opopMIIeHHSI OCHOBHBIX BHI0B OP/I.

3. Cocrasnenue OP/], pa3zpemaroiire 3aJaHHbIe CUTYyallMN

4. Pa3pabotka ¢opm perucTpanuu JOKYMEHTOB (BXoasmux, ucxoasammx). CocraBienue u opopm-
JIEHUE

HOMEHKJIATypbl JEI.

5. Opra"usanus XpaHeHHus ¥ J0CTylna K JoKyMeHTaMm. PaboTta ¢ JoOKyMeHTaM#, UMEIOIITIMHU

OTPaHUYECHHBIN TOCTYII.

6. OpopmiieHHE TOKYMEHTAIBHBIX MAaTEPHAIIOB COBEIIaHUH, KOH(pepeHmid. BrimonHenne

WHUBUYAJIbHOTO 33/IaHUS.

14.1.4. Bonmpocbl Ha caMONIOATOTOBKY
OTMeTKH, MPOCTABIIsIEMbIE HA BXOASIIEM TOKYMEHTE, MOPSI0K UX 0(hOpPMIICHHUS.
Oranbl NOArOTOBKU J0KyMeHTa. O011e TpeOoBaHuUs K TEKCTY JOKYMEHTA.
Bunel paciopsiautenbHbIX TJOKYMEHTOB, 0OCOOEHHOCTH UX COCTaBJICHUS U OPOPMIICHUS.
OcoOeHHOCTH BeJeHMs JEJIONPOM3BOJACTBA IO OOpALICHUAM TIpaKAaH (perucTpanus, CpPOKH
paccMOTPEHHUs, TOPSIOK KOHTPOJIS 38 UCIIOJTHEHUEM).
OdopmiieHne akTa Ha YyHUYTOXKEHHUE TOKYMEHTOB.

14.1.5. Tembl 10K12/10B
10cobenHocTH 0hopMIIEHHS U COCTaBICHUS ITPOTOKOIA.
20co6eHHOCTH O(hOPMIICHUS B COCTABJICHHS aKTa.
3 Ocobennoctu 0OPMIICHHS U COCTABIICHUS JOKIATHON 3alTUCKU.
40cobeHHOCTH OPOPMIICHHUS M COCTABICHUS OOBSICHUTEIBHOMN 3aITICKH.
5 OcobenHoctu 0OPMIICHUS U COCTABIICHUS CIPABOK.
6. OcoOeHHOCTH OPOPMIICHHUS U COCTABIICHUS CITY>KEOHBIX MMCeM. Pa3HOBUIHOCTH TIHCEM.
7. OcoGeHHOCTH OPOPMIIEHHUS U COCTABIICHHS TeJIErpaMm

14.1.6. Tembl 1aG0paTOpHBIX padoT
Benenue tpynoBbeix kHnxkek. @opMupoBaHHE U BEAECHUE JIMYHBIX
nein. JIOKyMEeHTBI CUCTEMBI KaueCTBa: PyKOBOJICTBO 10 KaUu€CTRY,
JIOKYMEHTHUPOBAaHHBIE ITPOLIEAYPHI.
CocraBneHre HOMEHKIATyphl Aen. @opmupoBaHue U opopmiieHHE
Jesl. ABTOMaTU3MPOBaHHBIE CUCTEMBI YIIPABJIEHUSI KOPIIOPATUBHBIM
JIOKYMEHTO000POTOM. ABTOMATH3alIMs CUCTEM KOHTPOJIS 3a
UCIIOJTHEHHEM JOKYMEHTOB
ABTOMaTH3UPOBAaHHBIE CUCTEMBI perucTpanuu. . Beroop
IpOrpaMMBbl [l aBTOMATH3alMK JOKyMeHTooOopoTa. Pabora ¢
nporpamMmmamu
Brenpenne koprnopaTUBHON aBTOMAaTU3UPOBAHHON CUCTEMBbI
nokyMeHToobopoTa. Cucremaruzanus JOKYMEHTOB.
ABTOMAaTH3aIMsI KOHTPOJIS, UCTIOJIHEHHSI JOKYMEHTA, oOecIieueHue
COXPAHHOCTH JOKYMEHTOB, €1 U U3JaHUM.
Odopminenne u paccbuika npuriamesuid. Opopmienue u
COCTaBJIEHHE TPOTOKOJIOB COBEIIAHUMN, KOH(DEpeHIH, cOOpaHHii.
Mapupyruzanus , co3JaHue 0TYETOB, BEJICHUE apXUBa.

14.1.7. 3auér
1 TpeGoBaHus K JOHKHOCTHBIM UHCTPYKILIUSAM, CTPYKTYpa TEKCTa.
2 lnist gero pa3pabarbiBaercst Tabenb (opM JOKYMEHTOB, KaKOBAa METOJIMKA €TI0 COCTABIICHUS?
3 Uto moHMMAETCS 101 «00BeMOM TIOKyMeHTooOopoTa»? [Touemy oH yBenmnuuBaetcsa? UTo BXoAUT
B IIOHSTHE «JIOKYMEHTO000pOT»?
4.Opra"u3aiioHHble TOKyMEHTBI, OMPEIeNSIONIne MOPAI0K ABMKEHUS JOKYMEHTOB B OpraHM3a-

12071
(pupme)?
5 OcHOBHBIE TTpaBUJIa OPraHU3alUU JJOKYMEHTO000poTa?
6Kakne OCHOBHBIC TIOTOKH JIOKYMEHTOB MOYKHO BBIICJIMTH B OPTaHU3AIlMM U B Ye€M UX OCOOCH-
HOCTB?

CornacosaHa Ha noprane Ne 27887 17



OHH

CTBa

me?

HUS,

7 3HaueHue MpeIBapUTEIBLHOTO MPOCMOTPA U PACIpPEAETICHHUS MOCTYIUBIIMX JTOKYMEHTOB U Kak

npoBozsATCs?

8 3amaun perucTpauuu J0KyMeHTOB. OCHOBHbIE TPEOOBaHUS K PETUCTPALIMU JOKYMEHTOB.

9 Kakue 1aHHBIE O TOKYMEHTE 3alIMCBIBAIOTCS B IIPOLIECCE €r0 perucTpanuu?

10. ®opmbI perucTpanu JOKYMEHTOB.

11. JlocToMHCTBA 1 HENOCTATKH JKYPHAJIbHOW U KAPTOTEYHON CUCTEMBI PETUCTPALUU JOKYMEHTOB.
12. TpagutmonHast popma nHGOPMAIIMOHHO-CITPABOYHOM KapTOTEKH, ee paznenutend. [Ipenmyte-

Be/IeHUs] MH()OPMALIMOHHO-CIIPABOYHON PabOThl B aBTOMAaTU3MPOBAHHOM PEXHUME.
13. Tlo kakuM JaHHBIM O JOKYMEHTE MOKET HaBOAWUTHCS CIPaBKa B aBTOMAaTH3UPOBAHHOM PEKH -

14. YTo Takoe KOHTPOJIb 32 UCIIOJIHEHUEM JOKYMEHTOB?

15. Kakum 00pa3oM CTpOUTCS U BEIETCS CPOKOBAst KApTOTEKa?

16. OcoOeHHOCTH BEACHUS IETONPON3BO/ICTBA IO OOPAIICHUAM TpaKAaH (PErucTpanus, CpoKu
paccMOTpEHHUs, TOPSIOK KOHTPOJIS 32 UCIIOJTHEHUEM).

17.4to Takoe HOMeHKJarypa nen? [y yero ucnonb3yercs HoMeHkinarypa nen? O6mue TpedoBa-

BU/JIbI HOMEHKJIATYp Jen?

18. Cpoku xpaHeHHUs ACII.

19. Yro nonumaercs noj popmupoBanueM aen? Kak pacrnonararorcst JTOKyMEHTbI BHYTpH jena’?.
[Topsimox xpaHeHus aen?

20. Yto noHUMaeTcs o/ KCIIEPTU301 LIEHHOCTH JOKYMEHTOB? OCHOBHBIE KPUTEPUU OLIEHKH
JOKyMEHTOB. KTO mpoBOIUT 3KCnepTH3y LIEHHOCTH JOKYMEHTOB?

14.2. TpeOoBaHuS K OLIEHOYHBIM MaTEePHAJIAM VISl JIUI] ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMMU

3A0POBbH U HHBAJIHUI0B
I[J'ISI JIiI[ ¢ OrpaHU4YCHHBIMH BO3MOXKHOCTAMU 3J0POBbA U MHBAJIWAOB IMMPEAYCMOTPCHBI JOIIOJIHU -

TEJIbHBIC OLIEHOYHbIE MaTepUalIbl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuna 14 — JlonosHUTEIbHBIE MaTepUaIbl OLICHUBAHUS VIS JIUI] C OTPaHUYEHHBIMU BO3MOXHOCTSIMHU
310POBbsI 1 HHBAJIUJIOB

00y4JaroLXCsl MaTepHasoB pe3ynbTaToB 00y4eHUs

KaTeFOpI/II/I BI/II[I)I JOIIOJTHUTCIBHBIX OLICHOYHBIX q)OpMI)I KOHTPOJIA U OICHKH

C napyueHusmMu

TecTbl, MUCEMEHHBIE CAMOCTOSITEIIEHBIC
paboThI, BOTIPOCHI K 3a4eTy,
KOHTPOJIbHBIE pabOTHI

[IpenmyiieCTBEHHO MUCbMEHHAS

clIyxa IMPOBCPKa

C napymenussimu | CobecezioBaHme 10 BOIpocaM K 3a4eTy, | [IpenMyIecTBeHHO YCTHas MPOBEpKa

3peHus OTIPOC IO TEPMUHAM (MHIMBUAYATIBHO)
C HapyuieHus MU Pemienne AuCTaHIIMOHHBIX TECTOB,
OTIOPHO- KOHTPOIbHBIC Pa0OTHI, MUCbMEHHBIE | [IpenMylnecTBeHHO AUCTaHIIMOHHBIMU
ABUTATCIIBHOT'O CaMOCTOATCIIBHBIC pa60TI)I, BOIIPOCHI K METOaaMU
ammapata 3a4ery
C orpannuenusiMu 1o | TecTbl, MUCbMEHHBIE CAMOCTOSATEIbHBIE [IpenmyiiecTBEHHO MPOBEPKA
OO0IIEeMeTUITTHCKIM paboThI, BOTIPOCHI K 34Ty, METO/IaMH UCXOJISl U3 COCTOSHHUS
IIOKa3aHUusIM KOHTPOJIbHBIC pa6OTI)I, YCTHBIC OTBEThI o6yan0merocsl Ha MOMCHT IIPOBCPKU

14.3. MeTroauyeckue peKOMEHIAUMH 110 OLEHOYHBIM MATEPHAIaM JIsl JIUL C OTPAHUYEHHBIMH

BO3MOXKHOCTSIMM 310POBbA U HHBAJIU/I0B
21.]'[5[ JIMI ¢ OrpaHUYCHHBIMHU BO3MOXHOCTAMHU 3J0POBbA WU HHBAJIWAOB IMPEAYCMATPUBACTCA O-

CTyIIHasA (bopMa npeaoCTaBJICHUA 3aJIaHU# OLIEHOYHBIX CpCACTB, a HUMCHHO:

- B reyaTHou (opme;
- B IeYaTHOU (popMe C YBETUUEHHBIM MPUDTOM;
- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;
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- METO/IOM YTEHUS ACCUCTEHTOM 33/IaHUs BCIYX;

- IIPEIOCTaBJICHNE 3aJJaHUsl C UCIIOJIb30BAaHUEM CYpPIOIIEPEBOA.

Jluam ¢ OrpaHM4eHHBIMH BO3MOXHOCTSIMU 3JI0pOBbsl M MHBAIMJAM YBEIMUYUBAETCA BpeMs Ha
MOJI'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i1 TakKuX 00y4aromuxcs MpeIycMaTpiuBaeTcsl TOCTYII -
Hast (popMa MpeoCTaBICHHs OTBETOB Ha 3a/1aHus, & UMEHHO:

- MMCbMEHHO Ha Oymare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C UCIIOJIb30BAHUEM YCIIYT ACCUCTEHTA;

- IIPE/ICTaBJICHNE OTBETOB YCTHO.

[Iponienypa oreHUBaHUS PE3yIbTATOB OOYUEHHS JIMII C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/10pO-
Bbsl M MHBAJIMJOB IO JUCLUIUIMHE MpelycMaTpUBaeT MpeaocTaBleHue HHpopManun B popmax, aJanTH -
POBaHHBIX K OTPAaHHYCHHUSAM UX 370POBBS  BOCHIPUATHS HH(POPMALINN:

JL1s1 JIMI ¢ HAapyIIeHUsIMM 3PeHust:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B [le4aTHOU (hopMe yBETUYEHHBIM HIPUPTOM.

JI1s1 1M1 ¢ HAapyIIeHUsIMM CJIyXa:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOu (opme.

JI1s1 1M1 ¢ HApyIIEeHUSIMM ONIOPHO-ABUTaTe/ILHOI0 annapara:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B reyaTHou (opme.

[Tpu HEoOXOAMMOCTH ISt JIULL C OTPAHMYEHHBIMH BO3MOXKHOCTSIMH 3/10POBbsI U HHBAJIUIOB IIPOIIE-
Jlypa OLICHUBAHMsI PE3yNIbTaTOB 00yUEHUsI MOXKET IPOBOAUTHCS B HECKOIBKO ITAIOB.
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