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

PABOYA A [TPOI'PAMMA JJTUCTIUTIJIMHBI
OO0mmii ¥ 3JIEKTPOHHBIH JOKYMEHTO000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
HampaBnenue noarorosku / cnenuaibHOCTh: 38.03.02 MeHe:KMeHT
HanpaenenHocts (mpoduib) / cenuanu3anus: YnpapjieHHe MPoeKToOM
®dopma 00ydeHHs: 3a09HAS

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: menexxkmenta, Kadenpa meneakmenrta

Kypc: 4

Cemectp: 7, 8

Y4eOus1ii man Habopa 2016 rona

PaCHpe,[[CJ'IeHI/IC pa60qero BpEMCHU

Ne Buapl yueOHO A€SITEIBHOCTH 7 cemecTp 8 cemectp Bcero J2B107080%000
1 |Jlekuumn 4 2 6 4acoB
2 |IIpakTHueckue 3aHATHS 4 14 18 4acoB
3 |Bcero aymuTOpHBIX 3aHATHI 8 16 24 4acoB
4 | CamocrosTenbHas paboTa 28 155 183 4acoB
5 |Bcero (6e3 sx3amMeHa) 36 171 207 4acoB
6 |IloaroroBka u crava sK3aMeHa 0 9 9 4acoB
7 | OOwas TpyI0eMKOCTh 36 180 216 4acoB
6.0 3.E.

KontponsHubie paboThl: 8 cemectp - 1
Ox3ameH: 8 cemecTp

Tomck 2018

JOKyMEeHT MOATMCAH IPOCTO 3IEKTPOHHO MOANNCHIO
VHdbopmaius o Biagesblie:

OUO: [lenyriaHoB A.A.

HoisxkHOCTh: PekTop

Hata mognucanus: 23.08.2017

VHUKaIbHBIN IPOrPaMMHBIN KJIIOY:
c53e145e-8b20-45aa-9347-a5e4dbb90e8d
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHll Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
npotokot Ne 6 ot « 14 » 6 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 (crienmasnibHOcTH) 38.03.02 MenemkMeHT, yrBepxkaennoro 12.01.2016 roga, paccMoTpeHa u of10-
OpeHa Ha 3acenaHuu Kadeapbl MEHEHKMEHTA «_ » 20 rona, mpotokoin No

PazpaboTunk:

K.?3.H.. JIOIICHT Kad. MEHEDKMEHTA
TYCYP K. H. AxceHoBa

3aBenyronmii o0ecnieunBaromeii kad.
MEHEHKMEHTA M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

Jexan 3uB® . B. Ocurmos
3aBeAyIOIHi BRITYCKAIOIICH Kad.

MEHEKMEHTA M. A. AdonacoBa
OKCIIepTHI:

JlouieHT xadeapsl MeHeKMEHTa (Me-
HE/DKMEHTA) A. B. boromosona

JloueHT kadeapsl MEHEKMEHTa (Me-
HE/DKMCHTA) B. H. Xuranosa
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
dbopMHUpOBaHUE Y CTYIACHTOB MOHATUNA O COBPEMEHHOM JOKYMEHTAIIMOHHOM O0OECTICUeHUU JIesi-
TETHHOCTH OpraHU3alui (MPEeAnpUITUN, YIPEIKICHHI) , HABBIKOB MPUMEHEHHSI MPAKTUIECKUX MPUEMOB U
MPOLIeTyp TOKYMEHTUPOBAHUSI B YIIPABICHUU, YMEHUSI OPUCHTUPOBATHCS B AJICKTPOHHBIX CHCTEMaX JIOKY -
MEHTO000pPOTa, CIIOCOOHOCTH CaMOCTOSITENIbHO MPUHUMATh PEHICHHS] O MPUMEHEHHH COOTBETCTBYIOIIUX
TEXHOJIOTUN TOKYMEHTHPOBAHUS B KOHKPETHBIX CUTYAITUSIX

1.2. 3agaun QUCHUIINHBI

— copMupOBaTh y CTYIEHTOB YETKOE MPEJICTABICHHE O HEOOXOMMMOCTH U POJIM JOKYMEHTAIH -
OHHOTO O0ECTICYECHHUSI B ICATEIILHOCTH OpTaHU3aIMii (IpeAnpUATHH, yUpeKACHUH);

—  O3HaKOMHTb CTYJIEHTOB C OCHOBaMH JIEJIONPOU3BOICTBA U JOKYMEHTO000POTa B OpraHU3alU-
AX;

— HU3YYUTh COBPEMEHHBIE MPOOJIEMBI JOKYMEHTHUPOBAaHUS MH(GOpPMAIH, 3aKOHOMEPHOCTH 00-
pa3oBaHMsl JOKYMEHTOB, CHUCTEMBI JOKYMEHTALMM, KOMIUIEKCHI JOKYMEHTOB, HAlpaBICHUsS COBEPILICH-
CTBOBaHMSI JOKyMEHTAIIUOHHOTO 00ECTIeUEeHMS;

— 00y4uTb CTYAEHTOB MpPaKTHKE BIAJCHUS OCHOBAMHU CIYKEOHOTO TOKYMEHTHPOBAHUS U JI€J10-
IIPOU3BOJICTBA;

— HAy4MTh [PaBWJIAM COCTaBJICHUS U OQOPMIIEHUS TOKYMEHTOB (OpraHU3allMOHHBIX, Paclops-
JUTEIbHBIX, HHPOPMALIMOHHO-CIIPABOUHBIX U Jp.), JOKYMEHTAIbHOTO O(hOpMIICHHUS PELICHUH B yIpaBiie-
HUM ;

— TI0Ka3aTh POJIb U MECTO COBPEMEHHBIX CHCTEM 3JIEKTPOHHOI'O JOKYMEHTO000pOTa B JEATEIb-
HOCTH OpraHU3alNii;

2. Mecro mucuuminabl B ctpykrype OITIOIT

Jucuumuinaa «O0mmii u 3MeKTpoHHbIH qokyMeHToobopoT» (b1.B.JIB.2.1) otHOCHTCS K OnOKy 1
(BapuaTHBHAS YaCTh).

[TpenmecTBYIONMMEI JUCIUILTHHAME, (DOPMUPYIOIIMMHU HAYalbHBIC 3HAHUS, SIBIsIOTCS: UHDOD-
MaTuka, HdopMalmoHHble TEXHOJIOTHH B yIpaBlieHuH, [IpakTuka mo moyiyueHuIo MepBUYHBIX Mpodec-
CHOHAIILHBIX YMEHUH M HABBIKOB, [IpakTHKa Mo moxy4eHuto npodecCHoHATbHBIX YMEHHA U OIBITa MPO-
(dbeccroHambHON NesATeNBbHOCTH (pacueTHO-aHanmuTH4Yeckas), Teopust opranuzamnuu, OOMMA U AJIEKTPOH-
HBII TOKyMEHTOOOOPOT.

[TocnenyromuMu AUCIUIUIMHAME SIBJISTFOTCS: 3allldTa BBIMYCKHOW KBATM(PUKAIIMOHHON pPadOTHI,
BKJIIOYAsl TMOATOTOBKY K MPOIEAYPE 3aIIUThI U MPOIEIypPy 3alIUThI, YIpaBIeHHE MEPCOHATIOM OpTraHu3a-
1uu, Yrpasnenue pecypcamu, OOmuii U 3MEKTPOHHBINH JOKYMEHTOOOOPOT.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

I[pomnecc n3ydeHns: TMCUUIUIMHBI HAIpaBiieH Ha YOPMHUPOBAHUE CICAYIOIINX KOMITETCHIIUH:

— TIK-8 B1ageHneM HaBBIKAMHU JJOKYMEHTAJIBHOTO O(OpPMIICHHS PEIICHUH B yIIpaBIEHUH OIepa-
LIMOHHOH (IIPOU3BOJCTBEHHOM) JEATEIBHOCTU OPraHU3alMK IPU BHEJPEHUU TEXHOJOTUYECKUX, IPOAYK-
TOBBIX MHHOBAIIM{ MM OPTaHU3aLMOHHBIX U3MECHCHHH;

— TIK-20 BrnajgeHueM HaBBIKAMHU MOJATOTOBKUA OPTaHM3AIMOHHBIX U PACHOPSIAUTENBHBIX JIOKY-
MEHTOB, HEOOXOIMMBIX JUIS CO3JJaHUS HOBBIX IPEINPUHUMATEIBCKUX CTPYKTYD;

B pesynbpTare u3ydeHus: IUCIHUILIMHBI 00YJaIOMIUNCS TOJKEH:

— 3HaTh JIOKYMEHTOBEIYECKYI0 TEPMHHOJIOTIHIO; HOPMATUBHBIC TOKYMEHTHI, PETJIAMEHTUPYIO-
mye cocTaieHne ¥ ohOopMICHHE JOKYMEHTAIMH, TTOPAI0K PaGoThl C HHMH; OCHOBBI JENONPOU3BOJICTRA
U DJIEKTPOHHOTO JIOKYMEHTO000OpOTa B OpraHM3alUsAX, IPUEMBl UCTIONB30BAaHHS IOKYMEHTO000POTa; To-
CYIIApCTBEHHYIO TOJIUTUKY B cepe TOKYMEHTAIMOHHOTO OOECTIeYeH sl yIPaBICHUS IEKTPOHHBIMU JI0-
KYMEHTaMH U DJIEKTPOHHBIM I[OKYMCHTOO60pOTOM;~ COBpEMEHHbIE TpeOOBaHMs K OpraHU3aluy, [paBuiia
¥ HOPMBI PaGoThI C JOKYMEHTAMH, NPUHIMIIBI ¥ IPOLEAyPhl HOATOTOBKH OPIaHH3aIMOHHBIX M PACIIOps-
JTUTETBHBIX JOKYMEHTOB; IpaBHJa JOKYMEHTAJIbHOTO O(GOPMIICHHS PEIICHHH B YIPaBICHUH; OO0IIUe
NPUHIUIIBI IOCTPOCHHS U CTPYKTYPY CUCTEMBI SIIEKTPOHHOTO JTOKYMEHT0060pOTa

— yYMeThb Ha OCHOBE COOpaHHON MH(OPMAIMK ONPEACIATH LIEIH, BEIOUPATh CPEICTBA BEICHHS
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JIENIOBOM JOKYMEHTAIINH, TPAaMOTHO pa3pabaTeiBaTh U OPOPMIISATH YIIPABICHYECKUE TOKYMEHTBI, HCIIONb-
3yeMble B I€ATEeIbHOCTH OpraHU3aliii; COCTABISATh U MPABUIBLHO OOPMIISITh OpTraHU3aMOHHbIE U Pacmo-
pSAUTENbHBIC JOKYMEHTBI; UCIIOIB30BaTh BOBMOKHOCTH OOIIET0 U 3JIEKTPOHHOTO JOKYMEHTO000pOTa st
MPUHSITUS U TOKYMEHTaJIbHOTO 0(hOpMIICHHSI YIIPaBICHYECKUX PEIlIeHU; NCIIOIb30BaTh B CBOEH mpodec-
CHOHAIILHOM JIeATEHPHOCTH MPUKIATHBIC MPOTPAMMHEIE CPEICTBA M CPEICTBA OPTTEXHUKHU; CaMOCTOS-
TEJIHLHO OCBAMBAaTh 3HAHMS, HEOOXOIUMBIE I pa0OTHI C TOKYMEHTOOOOPOTOM B KOHKPETHBIX cepax es-
TETHHOCTH OPTaHU3aIlMH; UCIIOIH30BaTh OCHOBHBIC TIOJIOKEHHS O MIPABOBOM PETYIUPOBAHUU TIPEITPUHHU -
MaTeNbCKONU JEeSTeIbHOCTH B XOJ€ MOATOTOBKM OPraHMU3AllMOHHBIX M PaCHOPAIUTENbHBIX JOKYMEHTOB,
HEOOXOUMBIX JIJISl CO3aHUS HOBBIX MPENNPH-HUMATEILCKUX CTPYKTYP

— BJaJeTh HaBBIKAMHU COCTaBJICHHS U O(POPMIICHUS OPTraHU3ALMOHHBIX U PACTIOPSIUTENbHBIX
JIOKYMEHTOB B c(epe nmpodecCHOoHaIbHOM NesTeIbHOCTH; METOIMKONW COCTABJICHUSI IPOEKTOB OCHOBHBIX
YIPaBICHYECKUX JOKYMEHTOB; HABBIKAMH JOKYMEHTAILHOTO OOPMIICHHUS PEIICHUI B yIPABICHUH OIIC-
paIMOHHOM (TPON3BOICTBEHHOM) 1€ATEIbHOCTHIO OPraHU3aINi IPU BHEAPEHUN TEXHOJIOTMYECKUX, MPO-
JYKTOBBIX WHHOBAIIMW WJIM OPTraHU3aIMOHHBIX W3MEHEHWI; HABBIKAMH MOJATOTOBKH OPTaHU3alMOHHBIX H
pacnopsAUTEIbHBIX JOKYMEHTOB, HEOOXOAUMBIX JIJIsl CO3[aHMS HOBBIX MPEINPUHUMATENILCKUX CTPYKTYP;
METOJIAMH U CPEICTBAMHU TONYYCHHsI, OOpabOTKU U XpaHEHHs JOKYMEHTOB;, HABBIKAMH HCIIOJL30BaHUS
KOMITBIOTEPHON TEXHUKH, MPOrpaMMHO-UH(OPMALMOHHBIX CHUCTEM, KOMIIBIOTEPHBIX CETEH; HaBbIKaMU
odopmIIeHHsT pa0OT, BBITIOTHSAEMBIX CTYACHTAMHU B TIpOIlecce 0OyUeHUs, ¢ y4eToM TpeOoBaHM 0Opa3oBa-
teapHOTO cTanaapra By3a OC TYCVYP 02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIIMHBI M BUABI Y4e0HOIl padoThl
OO01ast TpyI0EMKOCTb JUCLUIUINHBI cOCTaBIsIeT 6.0 3aUeTHBIX €IMHMILIbI U IIPECcTaBIeHa B Ta0Iu -
ue 4.1.

Tabmuna 4.1 — Tpy10eMKOCTh AUCIUILUIMHBI

Bunel yueOHOI nesTeNIbHOCTH Bcero wacos CemecTpsl
7 cemecTp 8 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 24 8 16
Jleknun 6 4 2
[IpakTnueckue 3aHATHSA 18 4 14
CamocrosTenpHas paboTa (BCero) 183 28 155
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 5 4 1
CaMocTosTenbHOE N3y4eHUE TeM (BOTIPOCOB) 134 20 114
TEOPETHYECKON 4acTH Kypca
[ToaroroBka K NpakTUYECKUM 3aHATHUSAM, 18 4 14
ceMuHapam
BrInonHeHne KOHTPOJIBHBIX paboT 26 0 26
Bcero (0e3 ax3aMeHa) 207 36 171
IloaroroBka U caada dK3aMeHa 9 0 9
OO6miast TpyI0€MKOCTb, 4 216 36 180
3auerHble EauHub! 6.0

5. Conepxxanue IMCUMILIHHBI

5.1. Pa3znesnsl JUCHUIIMHBI 1 BUALI 3AHATHHI
Pa3znenbl nMCUMIUIMHBI U BUJIBI 3aHSATUN TPUBEICHBI B Ta0uIe 5.1.
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Tabmua 5.1 — Pasgens! fUCHUILIMHEL U BUABI 3aHSITHI

Bcero
4acoB
[Tpaxk. Cawm. dopmupyembie
HazBaHus pa3aenoB TUCHUIUIMHBI Jlex., u (6e3
3aH., 4 | pab., 4 KOMIIETEHIIUN
9K3aMEeH
a)
7 cemecTp
1 IIpenmer, conepxkanue u 3agadu Kypcea. [Jo- 1 0 12 13 [1IK-20, TIK-8
KyMEHTOOOOPOT U JAETOMPOU3BOJICTBO B MPO-
(heccrOHaTBbHOM JAESITEIIBHOCTH.
2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 0 0 10 10 I1K-20, ITK-8
MEHTHUPOBAHUS YIPABICHUECKON JCATEIHHO-
CTH
3 Ilonsitue nokyMmeHnta. CBOMCTBA JOKYMEHTA. 3 4 6 13 T1K-20, ITK-8
Knaccudukarus nokymenra. CTpykrypa a0-
KymeHTta. TpeboBaHusi K 0POPMIIEHHUIO TOKY-
MEHTOB.
Hroro 3a cemectp 4 4 28 36
8 cemecTp
4 CucremMsbl 10KyMeHTOB. CocTaBiieHUE U 2 14 69 85 [1K-20, TIK-8
odopMIIeHHE YIIPABIEHYECKUX JOKYMEHTOB.
5 Opranu3zanus paboThl C TOKyMEHTaMU 26 26 [1K-20, TIK-8
6 ®opMHpPOBAHUE U TEKYIIEE XPAaHEHUE JIOKY- 24 24 [1K-20, I1K-8
MeHTOB. [ToAroToBKa JOKYMEHTOB K Mepeaue
B apXUB
7 DNEeKTPOHHBIN JOKYMEHTOOOOPOT, KITH0Ye- 0 0 36 36 ITK-20, TTK-8
BbIE TIOHSTHS, OCHOBHBIE KOHIIEIIIUN
Hroro 3a cemectp 14 155 171
Hroro 18 183 207
5.2. Conep:xanue pa3aesioB IMCUUILIMHBI (110 JTEKIHSIM)
ConeprkaHue pa3IesoB TUCIUIUIAH (TI0 JICKIHSAM) IPUBEICHO B Tabmumie 5.2.
Tabmuma 5.2 — ConeprkaHue pasieiaoB JUCIUILIMH (TI0 JISKIIHSIM)
Copeprxanue pa3aenoB JucuuIuinHel (no | TpynoemkocTs, | @opmupyembie
HazBanus paznenon Acp pasit jcn ( pyA ’ PMHPY
JICKIIHSIM) q KOMIICTCHITUHI
7 cemecTp
1 Tlpenmer, ITonsTHe, 1€ U 33/1a4U U3y4aeMOU JTUCIIH- 1 I1K-20, ITK-8
CoJIep>KaHMe U 337]aud | IUIMHBI. Pa3BUTHE U CTAaHOBIICHUE JIEJ10-
Kypca. npousBozacTBa B Poccun. Opranuzanus jae-
JIoKyMEHTOOOOpOT U |JIONPOU3BOJICTBA HA MPEANIPUATHSIX. 3HAUE-
JICJIONPOU3BOJICTBO B | HHE U MECTO JOKYMEHTOB B CUCTEME YIpPaB-
npodeccruoHaIbHON TICHUS
NEeSITeNIbHOCTH. Vitoro 1
3 [lonstue noxkymenta. | TpeboBanus k Onankam JokyMeHTOB. [lopsi- 3 I1K-20, TIK-8
CBoiicTBa TOKyMEHTa. | OK pa3paboTku 6naHkoB. O0mue TpedoBa-
Knaccudukanus HUS K JIOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMO-
nokymeHTa. CTpyKTypa |IIbI0 TEXHUYECKUX cpeAcTB. OcobeHHOCTH
JIOKYMEHTA. odopMIIeHUS OTACTBHBIX PEKBU3H-
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TpeboBaHus K
o opMIIEHUTIO
JIOKYMEHTOB.

ToB.OCHOBHBIE HOPMBI M IIPaBUIIa 0OpMITe-
HUSI paboT, BHITIOJHAEMBIX CTYICHTaMHU B
npouecce 00y4eHHs, C y4eTOM TpeOOBaHUHA
oOpa3zoBarenbHOro cranaapra syza OC TV-
CVYP 02-2013 (CTO 02069326.1.02-2013) -
PaboThl cTyneHuyeckue 1o HanpaBiICHUSIM
HOATOTOBKH U CIIEIMATBHOCTSIM T'YMaHUTAp-
HOTO Tpodus

Hroro
Hroro 3a cemectp 4
8 cemecTp
4 CucrteMbl [TpaBuna opopmieHUsT JOKYMEHTOB, COCTaB 2 I1K-20, ITK-8
JIOKYMEHTOB. Y Ha3HAYCHUE PeKBU3UTOB. Posib 1 BUIBI
CocraBienue u yhpaBieHUYeCKUX JoKyMeHTOB. CocTaB U Ha-
oopmienne 3HAUEHWE OTJICJIbHBIX BUJIOB OpraHU3aIlH-
yIpaBIeHYECKUX OHHO-TIPABOBBIX, PACTIOPSATUTENHHBIX U HH-
JIOKYMEHTOB. ($hopMaIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
JlokyMeHTanbHbIN (GOHJ U epeUeHb JI0KY-
MEHTOB, 00pa3yoIlUXcs B IIpoliecce Jes-
TeNnbHOCTH npeanpusatus. CocTtas, pacnoso-
JKEHHE U TIpaBuiia 0pOpPMIICHUSI PEKBU3UTOB
OTJENbHBIX BUJIOB OpPraHU3allMOHHO-TIPaBO-
BBIX, PACIIOPSTUTEIILHBIX U HHPOPMAIIH-
OHHO-CIPAaBOYHBIX JTOKYMEHTOB. OCOOEHHO-
CTH 0(hOPMIICHHSI OT/ICTHHBIX BHJIOB JOKY-
MEHTOB, 00pa3yoIIUXCcs B Ipoliecce aes-
TEJIBLHOCTH TIPETPUSITHUSL.
Hroro
Hroro 3a cemectp
Hroro 6

5.3. Pa3nenbl JMCUMILNIMHBI M MEKIMCUMILUINHAPHBIE CBSA3H ¢ 00eCeYnBAKIIMMH (MPeAbl Ty IIUMH)

U 00ecreuynBaeMbIMH (l'[OCJ'[e)_IlelIII/IMPI) AUCHUIIIMHAMHA

Paznenbl qUCHUIIIUHBL U MEXIUCIUIUIMHAPHBIE CBSI3U C 00€CTIeYMBAIOIIMMHU (TIPEABIAYIIUMU) U

obecrnieunBaeMbIMHU (TTOCIIEIYIONUMHI ) AUCITUTUIMHAME TPEJICTABICHBI B TabmuIe 5.3.

Tabmuna 5.3 — Pa3aensl AMCHMIUIMHBL U MEXIUCITUIUIMHAPHBIE CBS3H

HanmenoBanune JUCHUITIIMH

Ne pasaciioB JIaHHOM JAUCHUIUIUHEBI, JJIS1 KOTOPBIX HCO6X0,Z[I/IMO
HN3YUYCHUC 066CH€‘~II/IB3IOHH/IX 1 00ecTIeYnBaeMBIX JUCIUIIIINH

CHOHAJIbHBIX YMGHI/If/'I " OIIbITA IIPO-
(I)CCCHOHaHBHOIZ ACATCIIBHOCTH

1 2 3 4 5 6 7
[IpenmecTByroue AUCIUTUTHHBI
1 Undpopmaruka + + +
2 NadopmanoHHbIe TEXHOIOTUHU B N N N
yIpaBJIeHUH
3 IlpakTHKa 1O MOJTYYEHUIO MEPBUY-
HBIX IPO(eCCUOHANIBHBIX YMEHUN U + + + +
HaBBIKOB
4 TIpakTuka 1o mojay4eHuto nmpodec- + + +
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(pacueTHO-aHATUTHYECKAS)

5 Teopus opranuszanuu + + + +

6 OO1IMit U YNEKTPOHHBIN JOKYMEH-

+ + + + + + +
TOOOOPOT

HOCJ'ICIIYIOIJ_II/IC JAUCHUIIINHBI

1 3amuTa BBIMYCKHOM KBaTU(UKa-
[IMOHHOM paboThI, BKIIFOYAs TIOJIT0O-

+ + + + + +
TOBKY K MPOLIEyPE 3aIIUTHI U MTPO-
LEAYpY 3aIIUThI
2 YipaBieHue MepCcoHAIOM OpraHu- n N . " "
3a1uu
3 YnpasneHue pecypcamu + + + + +
4 OOmuMii U PIEKTPOHHBIN JOKYMEH- n . + n . n n

TOOOOPOT

5.4. CooTBeTCcTBHE KOMIIETEHIN I, (POPMHUPYEMBIX NIPH H3YYCHUHU AUCUMIIMHBI, M BU/0B 3aHATHH
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MPHU WM3YYEHUH IUCIUIUIMHBI, W BHIOB 3aHATHA
npezcTaBiIeHo B Tabmuue 5.4.
Ta6muma 5.4 — CoOTBETCTBHE KOMIIETEHIINN, (DOPMUPYEMBIX TIPU M3YUYECHUH JAUCIUTUINHBI, U BUIOB 3aHS -
TUH

Kommnerenun Bung! 3ausTuit

@DopMBbI KOHTPOJIS
u Jlek. [Ipak. 3aH. Cam. pa6.

ITK-8 + + + Kontponsnast pabota, Jk3aMeH,
Onpoc Ha 3aHATUsX, BBICTyIUIE-
HUe (DOoKIIan) Ha 3aHATUH, TecCT,
OT4eT o MpaKTHUYECKOMY 3aHs-
THIO

I1K-20 + + + KonTponsHas pabora, Dk3aMeH,
Omnpoc Ha 3aHsaTHX, BeicTyIu1e-
HUe (DOKJIan) Ha 3aHATHH, TecCT,
OTtuer 1o MpaKkTUYECKOMY 3aHs-
THUIO

6. UnTepakTBHBbIE MeTOABbI M (GOPMBI OPraHU3aALMU 00yYeHH s
He npenycmorpeno PVYIIL.

7. JIaGopaTtopHbie padoThI
He npenycmotrpeno PVYII.

8. IIpakTuyeckue 3aHATUSA (CEMUHAPDHI)
HanMeHnoBaH#e MPakTUUECKUX 3aHATUN (CEMHHAPOB) MPUBEACHO B Tabmmie 8.1.
Tabmuna 8.1 — HamMmeHoBaHKe MPaKTHYECKUX 3aHATHIA (CEMHHAPOB)

HanmenoBanue npaktuueckux 3anatuii | Tpygoemkocts, | DopMupyembie
Haszpanus pasnenos
(cemuHapoB) q KOMITCTCHITUH
7 cemecTp

3 Tlonsarue nokymenTa. | TpeboBanms k OlaHKaMm TOKymMeHTOB. [losro- 4 I1IK-20, TIK-8
CBoJicTBa IOKYyMEHTA. |TOBKA K COCTAaBJIEHHIO JOKYMEHTOB. CXeMbl
Knaccudukanus pacnongoXeHus: JOKyMeHTOB. COoCTaBIICHUE
nokymeHTa. CTpykTypa | hopMysipoB JoKyMeHTOB. OOmuii O1aHK.
JIOKYMEHTA. biiank KOHKpeTHOTO BUIa TOKyMeHTa. biaHk
TpeGoBanus nucbma.Oo1me TpedoBaHus K 0(hOpMIICHUIO
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[TpaBuia coctaBneHus U 0HOPMIICHUS HH- 6
(hOopMaIMOHHO-CIIPAaBOYHBIX IOKYMEHTOB (JIe-
JIOBOE MUCHMO, JIOKJIaHAsI U CITy)KeOHas 3a-

MMCKH, aKT, CIIPaBKa, v JIp. )

o opmIIeHUIO Tekcra oryera. OdopmieHre TUTYITBHOTO JIU-
JTOKYMEHTOB. CTa, PUCYHKOB, TaOJIHII, CITUCKA UCIIOJIb3ye-

MBIX UCTOYHHUKOB

Hroro
Hroro 3a cemectp

8 cemecTp

4 Cuctemsl [TpaBuia coctaBneHus U 0OpMIICHHS opra- 8 [1K-20, ITK-8
JTIOKYMEHTOB. HU3aLMOHHO-PACTIOPATUTENBHBIX JOKYMEH-
Cocrasienue u TOB (yCTaB, MOJOXKEHUE, IITATHOE pacluca-
odopmiieHue HUE, UHCTPYKIIUS, TPUKa3, paCOpsKEHHE,
yIIPaBJICHYECKUX pelieHue, MPOTOKON, TOCTAHOBIICHHE)
JTIOKYMEHTOB.

Hroro 14
Hroro 3a cemectp 14
Hroro 18

9. CamocrosiTesibHasi padora
Bunel camocTosTenbHOM paboThI, TPYIOEMKOCTh U (POPMHUpPYEMbIE KOMIIETEHIIUH IIPEICTaBICHbI B

Tabimite 9.1.
Tabmuma 9.1 — Buiel caMOCTOSTENBHON pa0OThI, TPYIOEMKOCTh M JOPMHUPYEMBIE KOMIICTCHIIUN
Bunasl camocrositensHol | Tpynoemkocts, | DopMupyembie
HasBanus pasnenos g PR ’ PMHDPY @OpMBI KOHTPOJIA
paboThI q KOMITETEHIIUU
7 cemecTp
1 IIpenmer, CamocTosTeNbHOE U3yYe- 10 I1K-20, IIK-8 | BricTynnenue
COJIEpP)KaHKE U HUE TeM (BOTIPOCOB) TEO- (mokian) Ha 3aHs-
3a7a4u Kypca. PETUYECKOI YacTh Kypca tun, Onpoc Ha 3aHs-
JlokyMeHTO000pOT TIpopaBoTKa MEKIHORHO- 9 Tusix, Tect, Dk3aMeH
u
ro Marepuana

JIEJIONPOU3BOICTBO

B Hroro 12

npodeccruoHaIbHON

JESTEILHOCTH.

2 IIpaBoBerle 1 CamocTosTeNIbHOE U3yYe- 10 I1K-20, IIK-8 | BricTynnenue
HOPMAaTHBHBIC HUE TeM (BOTIPOCOB) T€O- (moksa) Ha 3aHs-
OCHOBBI PETUYECKOM YacTH Kypca iy, Tect
JOKYMEHTHPOBAHHS |11 o 10

yIpaBIEHYECKON

JeSITeIbHOCTH

3 [lonaTue IToaroroBka K nmpaxkTuye- 4 I1K-20, IIK-8  |Onpoc Ha 3aHATHSX,
JIOKYMEHTA. CKUM 3aHATHUSIM, CEMUHA- Otuer 1o npaxkTuye-
CaoiicTBa pam CKOMY 3aHSATHIO,

KyYMEHTA. Tect, Dx3ameH
?{0 yMeHTa [TpopaboTka JEKIIMOHHO- 2 ecT, Jk3ame
naccuuKanms
ccnuxan ro Marepuaina

JIOKYMEHTA.

CrpykTypa Hroro 6

JIOKYMEHTA.
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TpeboBaHus K
o opMIIEHUTIO
JTIOKYMEHTOB.
Hroro 3a cemectp 28
8 cemecTp
4 Cuctembl BelniosniHeHrE KOHTPOJIb- 26 [1IK-20, IIK-8 | BeicTymuieHne
JIOKYMEHTOB. HBIX padoT (moxnan) Ha 3aHs-
TaBJICHUE U T, Kon bHas
Cocrasenne IToaroroBka K mpakTuie- 14 63 0 (;‘p OJbHA
ogopurerme CKHMM 3aHATHSAM, CCMHHA- pabota, Lnpoc Ha
YIPABICHUECKUX pam 3aHATHAX, OTUeT 10
JIOKYMEHTOB. MIPaKTUYECKOMY 3a-
CamocrosiTenbHOe U3yye- 28 ustuio, Tect, DK3a-
HUE TeM (BOTIPOCOB) TEO- MeH
pPETUYECKOM YacTu Kypca
[TpopaboTka neKInOHHO- 1
ro Marepuana
Uroro 69
5 Opranu3anus CamocTosTenpsHOE U3yde- 26 [1K-20, I[IK-8  |BeicTymiienue
paboTel ¢ HUE TeM (BOTPOCOB) TE€O- (moksan) Ha 3aHs-
JOKyMEHTaMH1 PETHUYECKOM YyacTH Kypca tuu, Onpoc Ha 3aHs-
Hroro 26 tuax, Tect, Dx3aMeH
6 ®opmupoBanue u | CaMOCTOSATENBHOE U3yUe- 24 [1K-20, TIK-8 | BoicTymienue
TEKyIllee XpaHEeHHE | Hue TeM (BOMPOCOB) TEO- (moknan) Ha 3aHs-
JIOKYMEHTOB. pETUYECKOM YacTu Kypca tuu, Onpoc Ha 3aHs-
[ToaroroBka Hroro 24 Tusix, Tect, Dk3aMeH
JIOKYMEHTOB K
nepegayde B apxuB
7 DneKTPOHHBIN CamocTosTeNIbHOE U3yYe- 36 I1K-20, IIK-8 | BricTynnenue
JIOKYyMEHTOO00OPOT, |HHUE TeM (BOTPOCOB) TE€O- (moksan) Ha 3aHs-
KJIFOUEBbIE TIOHATHS, | PETUUECKOW YacTH Kypca tun, Onpoc Ha 3aHs-
HOBHBI Tusx, Tect, Dk3aMeH
0CHO e Wroro 36 , Tect, Ok3ame
KOHUENIUU
Hroro 3a cemectp 155
ITonroroBka u cnava sk- 9 OKk3ameH
3aMeHa
Hroro 192
10. KypcoBoii npoekTt / KypcoBasi padota
He npenycmotrpeno PVYII.

11. PeiiTuHroBas cucremMa JJisi OlleHKH YCIIeBAeMOCTH 00yYAIOIIHXCS
PeliTnHroBas cucrema He UCIOJIb3YETCS.

12. YueOHO-MeTOAUYecKOe U MHGOPMAIMOHHOE 00ecnieyeHue TUCIHIIINHBI

12.1. OcHoBHas1 JIMTEpaTypa

1. JIOKyMEHTHpOBaHWE YMIPABJICHUECKONW JEATEILHOCTH [DJEKTPOHHBIM pecypc]: yueo.
nocobue / A.A. Paznopoxusiit. — M. : UH®PA-M, 2017. — 304 ¢. — (Bricmee obpa3oBanue: baka-
naBpuatr). — Pexum goctyma: http://znanium.com/catalog/product/854774 (mata oOparmieHus:
06.06.2018).

2. Joponwuna, JI. A. Opranu3aius ¥ TEXHOJOTHS JTOKYMEHTAIIMOHHOTO OOECIICUCHUS yIpaBiie-
HUS [DIEKTPOHHBIN pecypc]: y4eOHUK U MPaKTUKYM ISl akajeMuueckoro Oakanaspuata / JI. A. JlopoHu-
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Ha, B. C. UpurukoBa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanasp. Axanemuye -
ckuit kypc). — ISBN 978-5-534-04568-0. — Pexxum moctyna: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (mata o6pamenus: 06.06.2018).

3. DIeKTpOHHBIN TOKyMEHTOOOOPOT U obecreueHre 0€30MacHOCTH CTaHIAPTHBIMHU CPEACTBAMU
windows [DnekTpoHHBIN pecypc]: yueOHoe nmocodue / JI.M. EBnokumona, B.B. Kopsokun, A.H. IIsuis-
ku, O.. IlIBeukoBa. - M. : KVYPC, 2018. - 296 <c¢. — Pexum nocrymna:
http://znanium.com/catalog/product/939786 (nara obpamenus: 06.06.2018).

4. Hauumonansnsiii ctangapt PO 'OCT P 7.0.97-2016 "Cucrema ctanaapToB 1o nHGOpMaLuy,
OuOnMMoTeYHOMY U M3AaTeNbCcKOMY Aeny. OpraHu3alliOHHO-pACIIOpAIUTENIbHAA JOKyMeHTalus. Tpebosa-
HUSL K 0OpMIICHHIO TOKYMEHTOB" (YTB. mpuka3oM denepaabHOr0 areHTCTBA M0 TEXHUYECKOMY pEryiH -
poBaHuto U MeTpojiorun oT § nexadbps 2016 r. N 2004-ct) [DnexrpoHHbIN pecypc]: — Pexum pocryna:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (mara o6pamenus: 06.06.2018).

12.2. lonostHUTEILHAS JTATEPATYpPa

1. OoOpa3zoBarenbublit cranaapT Byza OC TYCVYP 02-2013. PaGotsl cTyneHUYeCKHE IO HAIpaBiie-
HUSIM MOJATOTOBKH M CHEIUAIBHOCTSAM I'yMaHUTapHOTo npoduist. Obuue TpedboBaHus U mpaBuiia ohopM-
neHus [DnekTpoHHbIN pecype]: — Pexxum moctyna: https://regulations.tusur.ru/documents/71 (gara o0-
pamenusi: 06.06.2018).

2. TOCT P 7.0.8-2013. Cuctema ctangapToB no uHpopManuu, OUOIMOTEYHOMY U U3AATEIThCKO-
My Aeny. Jlenonpou3BoACTBO U apXUBHOE /e10. TepMUHbI U onpenenenus [DnekTpoHHsbli pecypc]: — Pe-
*kuM goctyna: http:// www.edou.ru/enc/docs/detail.php?ID=27653 (nata o6pamenus: 06.06.2018).

3. [enompousBoAcTBO [DneKTpoHHBIH pecypc]: YuebHoe mocodue / JI. M. KazakeBuu - 2018.
132 c. — Pexxum noctymna: https://edu.tusur.ru/publications/7542 (nara o6pamenus: 06.06.2018).

4. TOCT P 6.30-2003. YHUOUIINUPOBAHHbBIE CUCTEMbI JOKYMEHTALIMU. YHUOU-
[[MPOBAHHASI CHUCTEMA OPIAHU3ALIMOHHO-PACIIOPSIIUTEIBHOM JTOKYMEHTALIUU.
TPEBOBAHUSA K O®OPMIJIEHUIO TOKYMEHTOB [Dnektponnsiii pecypc|: — Pexum nocryna:
http://www.edou.ru/enc/docs/detail.php?ID=2494 (nara obpamenus: 06.06.2018).

12.3. YueOHO-MeTOAHYIECKHE ITOCOOUS

12.3.1. O0s3aTesibHbIE YU4eOHO-MeTOAUYEeCKH e M0CO0Us
1. OOumii u AMEeKTPOHHBIN JOKYMEHTOO00POT [DNeKTpOHHEIHN pecypc]: Mertoaudeckoe mocooue
10 JIa0OPaTOPHBIM 3aHATUSM M CAMOCTOSTENBHOU paboTe mis ctyneHtoB HampasiaeHuit 080200.62 «Me-
HemkMenT, 080100.62 «3Jxonomuka» / K. H. AkcenoBa - 2014. 40 c. — Pexum pgocryma:
https://edu.tusur.ru/publications/4874 (nara obpamenus: 06.06.2018).

12.3.2. YueOHO-MeTOAMYECKHE OCOOUS VISl JIUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 310POBbS U
HHBAJINI0B

Y4eOHO-METOIMYECKIE MaTepUaIbl IJIsi CAMOCTOSATEIFHOW M ayTUTOPHON pabOThl 00YJarOITUXCS
U3 yuciia JIun C OI‘paHI/I‘-IeHHBIMI/I BO3MOXKHOCTAMUAU SI[OpOBBSI 1 UHBAJINOI0B HpGZIOCTaBJISIIOTCH B (bopMax,
aJJaNTUPOBAHHBIX K OTPAaHUYCHHSAM UX 3JI0POBBS U BOCIIPHUATHS HH(DOPMAITHH.

Jlist i1 ¢ HApYIIeHUSIMU 3PeHusI:

- B (hopMe DIIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (hopMe yBETUYCHHBIM HIPUPTOM.

JIJis1 UL ¢ HAPYIIEHUSIMHU CJIyXa:

- B (hopMe AIIEKTPOHHOTO TIOKYMEHTA;

- B Ie4aTHOU (opme.

JlJist I ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeIbLHOTO aNnapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

12.4. IIpo¢eccnonasibHbIe 0a3bl JAHHBIX U HHPOPMALIMOHHBIE CIIPABOYHbIEC CHCTEMbI

1. TAPAHT - Cucrema «'APAHT» Pexxum nocryna: www.garant.ru;

2. Koncynprantllmoc - Cucrema «Koncynprantllmtoc» Pexum noctyna: www.consultant.ru

3.  JIONOJHHUTENBHO K MPOo(eCCHOHAIBHBIM 0a3aM JaHHBIX PEKOMEHIYETCs UCIIONIb30BaTh HH(OP-
MAaIMOHHBIE, CIIPABOYHbIC M HOPMaTHBHBIE 0a3bl qaHHBIX https://lib.tusur.ru/ru/resursy/bazy-dannyh
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13. MaTtepuaibHO-TEXHMYECKOE 00ecneyeHre JTUCIUILJIMHBI U TPpedyeMoe MPorpaMMHoOe
ob0ecneueHue

13.1. O0uue TpeOOBaAHUA K MATEPUAIBLHO-TEXHUYECKOMY U IIPOrPAMMHOMY 00ecrie4eHnIo
AUCHHUILIMHBI

13.1.1. MaTepuaJibHO-TeXHHUYECKOEe U IPOrPAMMHOe o0ecnevyeHue sl JIEKIIMOHHbIX 3aHATHH
Jlist mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHIAWBUYaTbHBIX KOHCYJABTALIUH, T€-
KYIIETO KOHTPOJIS M MIPOMEKYTOYHOU aTTECTAIlUU MCIOIB3YeTCs yIeOHast ayquTOPHs ¢ KOJTUIECTBOM I10-
CaZIoYHBIX MeCT He MeHee 22-24, 00opynoBaHHAs JOCKOM M CTaHAApTHOH yueOHOIl mebenbro. MeroTes
JIEMOHCTPAIIMOHHOE 000pYIOBAaHUE U YU4€OHO-HATIIAIHBIE TTOCOOMsI, 00€CTICUNBAIOIINE TEMATHUECCKUE WJI-
JIOCTPALIMHU 0 JIEKIIMOHHBIM pa3ielaM TUCIUIUINHEI.

13.1.2. MaTepuaJibHO-TEXHUYECKOE H MPOrPaMMHOE o0ecrevyeHne Ui NPAKTHYeCKUX 3aHATHI
Brrancnurensnas nadopatopust / KomnbroTepHslii Kiiacc
yueOHast ayTuTOpHsl ISl IPOBEACHHUSI 3aHATHI MPAKTUYECKOTO TUTIA, YIeOHAsT ayIUuTOPHS IS TIPO -
BEJICHUS 3aHATHIA 1a00paTOPHOTO THUMA
634045, Tomckast obnacts, T. Tomck, yi. KpacHoapmetickas, 1. 146, 505 ayn.
Ornucanune UMerIIerocs 000pyI0BaHUS:
- [I1I5BM DX6100M (9 mir.);
- [I5BM INTEL CORE 2 DUO (6 mIt.);
- MarauTHO-MapKepHas 10CKa;
- KommuiexT cnenuaan3upoBaHHON yueOHOM MeOen;
- Pabouee mecto mpenoaBarers.
[IporpamMmmHoOe obecrieueHue:
— 1C:IIpenmpustue 8
- 7-Zip
— FoxitReader
— Google Chrome
— Microsoft Access 2013 Microsoft
— Microsoft Project 2013
— Microsoft Visio 2013
— Microsoft Windows 7 Pro
— Mozilla Firefox
— OpenOftice
— Koncynprant [lmroc

Jlaboparopusi TpymHmoBOro MpoeKTHOro oOydeHust "JlabopaTopusi CONMHATBEHO-YKOHOMUYECKUX
npoGiem"

yueOHast ayTuTOpHsl 7Sl IPOBEACHUSI 3aHATHI MPAKTUYECKOTO TUTIA, YdeOHAasT ayIUuTOPHs IS TIPO -
BEJICHUS 3aHATHI 1a00paTOPHOrO THUMA

634045, Tomckas obmacts, 1. Tomck, yin. KpacHoapmeiickas, 1. 146, 503 ayn.

Ornucanue UMeroIerocs 000pyI0BaHUS:

- [I1I5BM KOMIICTAP (12 mur.);

- MarautHo-MapKepHas J0CKa;

- Kommuiekt cienmanusupoBanHoi yueOHON Mebenu;

- PaGouee mecto npenogaBares.

ITporpaMMHoO€e obecrieueHue:

— 1C:Ilpeanpusitue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft

— Microsoft Project 2013
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— Microsoft Visio 2013

— Microsoft Windows 7 Pro
— Mozilla Firefox

— OpenOftice

— Koncynbrant [lmroc

13.1.3. MarepuajibHO-TEXHHYECKOE U POrpaMMHoOe o0ecrneuyeHue JIsl CAMOCTOSATeJIbHON padoThl
Jist caMOCTOSITENNbHOM paboOThl MCIONB3YIOTCA yueOHbIE ayAUTOPUU (KOMITBIOTEPHBIC KJIAcChl),
PacIoJIOKEHHBIE TI0 aJIpecaM:
- 634050, Tomckast o6macTb, T. Tomck, Jleanna mpocrexkr, 1. 40, 233 ayn.;
- 634045, Tomckas obmacts, T. Tomck, yin. KpacHoapmeiickas, a. 146, 201 ayn.;
- 634034, Tomckast ob6nacTb, . Tomck, Bepmmnauna ynuna, 1. 47, 126 ayn.;
- 634034, Tomckast obmacTs, T. Tomck, Bepmmanna ymuma, 1. 74, 207 aya.

CoctaB 000pyIOBaHUS:

- yueOHasi MmeOerb;

- komnetotepsl kinacca He Hke [IDBM INTEL Celeron D336 2.8[T. - 5 miT.;

- KOMOBIOTEPHI MOJIKIIOUYEeHBI K ceTu «/HTepHeT» M 00eCreynBaroT JOCTYI B AJIEKTPOHHYIO HH-
(dhopManmOHHO-00pa30BaTEIbHYIO Cpely YHUBEPCUTETA.

[Tepedens mporpaMMHOTO 0OECIICUCHUS:

- Microsoft Windows;

- OpenOftice;

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

- Google Chrome.

13.2. MaTepuajibHO-TeXHHYECKOe oOOecredeHre TUCUMIIIMHBI JIS JIMI C OrPAHMYEHHbIMU
BO3MOKHOCTSIMH 310POBbSI 1 HHBAJIN/10B

OcBO€HHE NUCLUIUIMHBI JIMIIAMU C OTPAHUYEHHBIMH BO3MOXXKHOCTSMH 370POBbS U HHBAJIHMJIAMHU
OCYILECTBIIETCS C UCIIOIB30BAHUEM CPEICTB 00ydeHHs OOIIETO U CHEIMAIbHOIO Ha3HAUYCHHUS.

[Tpu 3aHATHAX ¢ 0OYYAIOLIUMUCS ¢ HAPYUIEHHSIMH CJIyXa [PEeIyCMOTPEHO UCIOIb30BaHHUE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJIbTUMEIUHHBIX CPECTB U JPYTUX TEXHUUYECKUX CPEACTB MpueMa/mepena-
i yueOHOM nH(pOpMaIuu B JOCTYMHBIX (hOpMax, MOOUILHOM CUCTEMBI IPENoIaBaHus 11 00yJaroIXcs
C MHBAJIHMIHOCTBIO, MOPTATUBHONW MHIYKIIMOHHON CUCTEMBI. YdeOHas ayTUTOPHsl, B KOTOPOU 3aHUMAIOTCS
oOyyaromyecsi ¢ HapylleHUEeM cllyXa, 000pyloBaHa KOMITBIOTEPHON TEXHHKOH, ayIMOTEXHHUKOH, BHUJEO-
TEXHUKOU, SJIEKTPOHHOMU JOCKOW, MYJIbTUMEAUMHON CUCTEMOM.

[Tpu 3aHATHAX C OOYUAIOUIUMUCS ¢ HAPYIIEHUSIMU 3PEHUSIMH [IPEyCMOTPEHO UCIIOJIb30BaHUE B
JCKIIMOHHBIX U y4eOHBIX ayAUTOPHAX BO3MOKHOCTH IPOCMOTPA YAAICHHBIX O0OBEKTOB (HAIIpUMep, TEKCTa
HAa JIOCKE WM CJaif/la Ha 3KpaHe) MPpU MOMOILY BUICOYBETUUHUTENCH 7151 KOM(GOPTHOTO IPOCMOTpA.

[Tpu 3aHATHAX C 00y4YaIOIIMMUCS ¢ HAPYLIEHHUSIMH OIIOPHO-ABUIaTeIbHOIO alnapara HCIOJb-
3YIOTCS aJIbTepHATHUBHBIEC YCTPOICTBA BBOAA MH(OPMAIIUU U IpYrHe TEXHUYECKHE CPe/ICTBA IprueMa/mepe-
naun yuyeOHOM MHPOpPMaIU B JOCTYIHBIX (popMax, MOOMIIBHOW CHCTEMbI OOYUEHUs UIs JIIOJCH ¢ UHBA-
JUAHOCTBIO.

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

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB U METOANYECKUE PEKOMEH AU
I[JISI OIICHKU CTCIICHU C(i)OpMI/IpOBaHHOCTI/I n ypOBHS[ OCBOCHHA SaerﬂJIeHHI)IX 3a HHCHHHHHHOﬁ
KOMIIETCHITUI MCTIOJB3YIOTCS OIIEHOYHbBIE MaTepUalibl B COCTABE:

14.1.1. TecToBble 3aganus
1. Jlate onpenenenne JOKyMEHTHPOBAHUIO:
a) JlokyMeHTHpOBaHUE — ITO MPOIIECC CO3MaHMs U 0OPMIICHUS TOKYMEHTOB;
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b) lokyMeHTHpOBaHUE — 3aMCh UHPOPMAIIMH HA HOCUTENE 110 YCTAHOBJICHHBIM IpaBUIIaM;
¢) JlokymeHTupoBaHue — o0ecrieyeHne CBOEBPEMEHHOIO M MPAaBHJIBHOIO CO3JaHMsI TOKYMEHTOB;
d) loxymeHTHpOBaHHNE — 3aKCh HH(POPMAIIMK Ha Pa3IMYHBIX HOCUTEINSAX 110 YCTAHOBJICHHBIM IPaBUJIaM.

2. Jlath onpejeneHne T0KyMEHTY:

a) JlokymeHT — 3T0 3aduKCHUpOBaHHAs HAa MaTepUATBLHOM HOCHUTENNEe MH(OpMAIUs C PEKBU3UTAMH,
MO3BOJISIONIUMU €€ UICHTH(PHUIINPOBATS;

b) JlokymeHT — 3T0 3adMKCUpOBaHHAs HA HOCUTEJIE HHPOPMAIIUS C PEKBU3UTAMH, ITO3BOJISIOIIUMH
ee UICHTU(UIIPOBATS;

¢) IokyMeHT — 3TO MaTepHUaJIbHBI HOCUTEh ¢ MHPOPMAIIUEH, TO3BOJISIOMNNA €€ UACHTU(DHUIIAPO-
BaTh;

d) JoxymeHT — 3TO criocod ¢ukcanuu nHGoOpMaIuu.

3. Yro Takoe opunraIbHBINA JOKYyMEHT?

a) O¢punmaneHblii TOKyMEHT — JIOKYMEHT, CO3JIaHHbII OpraHu3anuei, JOKHOCTHBIM JIMLIOM WIIH
IpaXkJaHUHOM, O(pOPMJICHHBIN B yCTaHOBJIEHHOM HOPSIJIKE;

b) OdunmanbHBI JOKYMEHT — JOKYMEHT, ITpeIHa3HAYCHHBINA JJIS Tepelaull IpyroMy JHIY IOpHU-
JUYECKUMU WU (PU3NUECKUMHU JIUIIAMU B YCTAHOBJIEHHOM IOPSIIIKE;

¢) OpuuuanbHbBIA TOKyMEHT — TOKYMEHT, CO3/1aHHBIN, OOPMIICHHBINH U YIOCTOBEPEHHBIH B ycTa-
HOBJICHHOM IOPSAJIKE JJI1 MHOTOKPAaTHOTO UCIIOIb30BAHMS.

d) Her npaBunbHOTO OTBETA

4. Yto TaKkoe 3JEKTPOHHBIN JOKYMEHT?

a) DJIEKTPOHHBINA TOKYMEHT — 3TO JIOKYMEHT, MH(pOpMallusg KOTOPOTo MpeAHa3HaYeHa AJis repena-
YU IPYyTroMy JIHILY;

b) DAEKTpOHHBIA MTOKYMEHT — 3TO O(MUIMAIBHBIA JOKYMEHT, NPEICTABICHHBIN B DJEKTPOHHOM
opme;

¢) DNEeKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HUH(OpMaLs KOTOPOTO MpEACTaBlieHa B AJIEKTPOH-
HOU (opme;

d) DneKTpOHHBIH MOKYMEHT — 3TO OQUIHMAIBHBIA JOKYMEHT, MPEICTABICHHBIN B 3JIEKTPOHHOM
dbopMe mocie ero MoANUCAHMs JOKHOCTHBIM JIUIIOM B TOPSIIKE, YCTAaHOBIEHHBIM 3aKOHOAATEIIECTBOM
PO.

5. Yro npencrasiusier coboit opopMieHue JOKyMeHTa?

a) OdopmiieHne TOKyMEHTa — 3TO MPOCTABIICHUE HA JOKYMEHTE HEOOXOIUMBIX PEKBU3HUTOB;

b) OdopmieHnne JOKyMEHTa — 3TO COTIIACOBAHUE IOKYMEHTA, MONMCAaHNEe JOKYMEHTA,

¢) OdopmieHue TOKyMEHTa — 3TO MPOCTABICHHE PEKBU3HUTOB IS OPTaHU3AIMH OTEPATHBHOTO
MIOWCKA JIOKyMEHTOB;

d) Het nmpaBunbpHOTO OTBETA.

6. Uto npencrapisieT coboil cuctema JOKyMEHTaIuu?

a) [Tox cucremoil TOKyMEHTAIUK TOHUMAETCS COBOKYITHOCTh JOKYMEHTOB, IPEIHA3HAYCHHBIX /IS
o0ecrieyeH!s1 U PeryarpOBaHus ACATEIbHOCTH OPraHOB BJIACTH, YUPEXKACHUH, MPENPUATHI U OpraHu3a-
LM

b) Cuctema JOKyMEHTAIMH MPEACTABISAET OO0 COBOKYITHOCTh TOKYMEHTOB, B3aMMOCBSI3aHHBIX
10 TPU3HAKaM IPOUCXOXKICHUS, Ha3HA4YCHUs, BUAA, chepbl NEATENbHOCTH, €AWHBIX TPEOOBaHMH K HMX
odopmiieHuIo;

¢) Cucrema JOKyMEHTAIMHN MIPEACTABISIET cOO0H KOMIUIEKC B3aMMOCBSI3aHHBIX IOKYMEHTOB, B KO-
TOPBIX MOCIIEIOBATEIBHO OTPAXKACTCS IEATEIBHOCTh OTPACIIM TOCYIapPCTBEHHOTO yIIPaBICHUS;

d) Cucrema HOKyMEHTAIlMU MPEJICTABIAET COO0M COBOKYIMHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX
10 TIPU3HAKaM Ha3Ha4YeHus!, chepsl AeATEIbHOCTH U €UHBIX TPEOOBaHUH K UX 0(OPMIICHHIO.

7. KakoBbI ATarsl NOATOTOBKU PaCOPAIUTEILHOTO TOKyMEHTa?
a) OTo corlacoBaHHE JOKYMEHTA, IOMUCAHUE TOKYMEHTA;

CornacoBaHa Ha noprane Ne 42868 13



b) D10 U3yUyeHHE yNpaBIEHYECKOro BOMPOCA, MOArOTOBKA MPOEKTA PacTIOPSIUTEIHHOTO TOKyMEH-
Ta, COTJIACOBAaHME JTOKYMEHTA, MOANMCAHNE JOKYMEHTA;

¢) DTO M3y4eHHUE YIPaBJIEHUYECKOTO BOMPOCA U TMOATOTOBKA MPOEKTa PaCIOpPSIUTEIHHOTO JOKY-
MEHTAa;

d) Dro m3ydyeHue ympaBIEHYECKOro BOIpOca, CQephl AEATENHHOCTH, €IWHBIX TpeOOBaHHM K
o(hopMIICHHIO ¥ TTOATOTOBKA MTPOEKTA PACTIOPAAUTEIFHOTO JOKYMEHTA.

8. Kak BeneTcst Hymepanusi IpruKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

a) Ilo mopsaKy ¢ MOMEHTa CO3/1aHUsl OpraHU3allui, HO OTEIbHO OT MPUKA30B 10 JIUYHOMY COCTa-
BY;

b) B npenenax mecsina, HO OTAEIBHO OT MPHUKA30B MO JIUYHOMY COCTaBY;

¢) [loapsin B mpenenax GUHAHCOBOTO TOa, COBMECTHO C MPUKA3aMH I10 JIMYHOMY COCTaBY;

d) Ioapsin B npeaenax (GUHAHCOBOTO ro/ia, HO OTJEJIBHO OT MPUKA30B 110 JINYHOMY COCTAaBY.

9. Kak ocymiecTBisieTcs cornacoBaHue JOKyMeHTa?

a) CornmacoBaHue OCYIIECTBISIETCS TyTEM BU3UPOBAHUS MM MPOCTABICHUS Iprda COrIacoBaHHS;

b) IIpoBonuTCs OLEHKA MPOEKTa O(QUIIMATBEHOTO JOKYMEHTA 3aWHTEPECOBAHHBIMU OpTraHU3aIU -
MH, JTOJDKHOCTHBIMH JIMIIAMH, CIICIIHAIACTAMU;

¢) [ToaHOCTBIO MOATOTOBICHHBIE MTPOEKTHI IOKYMEHTOB MPEICTABISAIOTCS Ha COTJIACOBAHHE JIOJIK-
HOCTHBIMH JINI[AMH, CHIEIHAINCTAMH;

d) JIokyMeHTBI BCTYHAlOT B CHJIy C MOMEHTA MX COTJIACOBAHMS M JOBEICHHUS 10 CBEICHUS MCIOJ-
HUTEIS.

10 . Y3 kakux ABYX YacTell COCTOMT TEKCT PACTIOPSIUTEIBHBIX JTOKYMEHTOB, HEOOXOMUMBIX ISt
CO3/IaHUsI HOBBIX MPEANPUHUMATEIHCKUX CTPYKTYP?

a) BBogHO# 1 KOHCTaTUPYIOMICH;

b) BBoaHOI 1 OCHOBHOIA;

¢) OCHOBHOM ¥ pacropsIIUTEILHOM;

d) Koncrarupyromieit 1 pacnopsaAuTeIbHOM.

11. YcraB opranuzanuu OTHOCUTCS K:

a) paclopsAUTEIbHON JOKYMEHTAIIHH;
b) TOKyMEHTAINH 110 JIMYHOMY COCTaBY;
C) KaJpOBOH JOKYMEHTAIIHH;

d) opraHu3anMOHHON TOKyMEHTAIlUN

12. Ha xakoM TOKyMEHTE HE yKa3bIBA€TCsl HA3BAaHUE BU/IA JOKYMEHTA?

a) Ha Onanke npuka3a He yKka3bIBaeTCs Ha3BaHHE BUJA JOKYMEHTA,;

b) Ha Gnanke npoTokoia He yKa3bIBaeTCsl Ha3BaHKUE BU/IA JOKYMEHTA,

¢) Ha 6nanke oduimaasHOTO MUChMa HE YKa3bIBAETCs Ha3BaHUE BUJIA JOKYMEHTA,
d) Ha Gnanke pemieHus He yKa3bIBaeTCsl Ha3BaHUE BUJIA JTOKYMEHTA.

13. Ha GnaHkax TOKYMEHTOB MPEANPUHUMATEIBCKUAX CTPYKTYP MPOCTABIISETCS:
a) ['ocymapctBennslii repo P®, I'ep6 cyobekTa PO;

b); sMOIemMa opraHu3anuu;

¢) sMOJemMa opraHu3alliy Wi TOBAPHBIN 3HAK;

d) ToBapHbIii 3HAK.

14. K opraHu3aiiOHHBIM JTOKYMEHTaM, HEOOXOIUMBIX JUIsl CO3JaHMs HOBBIX HpPEANPHHUMATENb-
CKHX CTPYKTYP OTHOCHT:

a) MOJIOXKEHUE, YCTaB, IPUKa3, CTPYKTypHas U IUTaTHasl YUCIEHHOCTb, UHCTPYKLUS, JOIOBOP;

b) nonoxeHue, ycras, akT, CTPyKTypHasi M IITaTHAs YUCIEHHOCTb, MHCTPYKLUS, IOTOBOD;

C) MOJIOKEHUE, YCTaB, IIPUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAsl YUCIEHHOCTb, UHCTPYKLIUS, 110~
TOBOD;
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d) monoxxeHue, ycTaB, CTpyKTYpHasi ¥ IITaTHAs YUCIEHHOCTh, UHCTPYKIIHS, JOTOBODP.

15. I[BI/DKCHI/IC AOKYMCHTOB B OpTraHHU3ali ¢ MOMCHTA UX CO3JaHUA WUJIU MOJIYYCHHUA 40 3aBCPIIC-
HUSI HCTIOJIb30BAHUS HITH OTIIPABKU HA3bIBACTCS:

a) JlokyMeHTO060pOTOM;

b) [TloTokOM JOKYMEHTOB;

¢) O6paboTKOI TOKYMEHTOB;

d) Perucrpamueii jokymMeHra.

16. Peructpanuu nomjiexxar JOKYMEHTHI:
a) Bxopsmue;

b) Ucxonsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYyMEHTOB.

17. Yto Takoe HOMEHKJaTypa Jaei?

a) Homenknarypa men — 3To Bce JOKYMEHTHI Ha MIPEANIPHUSITHH;

b) Homenkunartypa niein — 370 cucTeMaTU3MpOBaHHBIN MepeYeHb 3aBOAMMBIX B OpraHU3aluH JIel ¢
YKa3aHHUEM CPOKOB UX XpaHEHHsI, O)OPMIICHHBIN B YCTAaHOBIEHHOM MOPSIIKE;

¢) Homenknarypa nen — 3To JOKyMEHTBI, TPEOYIOIINE HCTIOTHEHUS;

d) Her npaBunbHOTO OTBETA

18. B opranu3anvoHHbBIX U paCHOPSIAUTENBLHBIX TOKYMEHTAX, HEOOXOAUMBIX, JUIS CO31aHUSI HOBBIX
NpeINPUHAMATEICKUX CTPYKTYP, OQOpPMIISIEeMBIX Ha ABYX M Oojiee JIUCTax HOMEpa CTPaHUIl MPOCTaB-
JISIFOTCHL. ..

a) Co BTOPOIi CTpaHUIIBI B BEPXHEM MPABOM YTy TIOJIS JIUCTA apaOCKUMU Iudpamu;

b) Co BTOpO#i CTpaHUIIBI TOCEPEIMHE BEPXHETO MOJIA JIMCTa apabCcKuMu Iudpamu;

¢) Co BTOPOIi CTpaHUIIBI TOCEPEINHE HUYKHETO TOJIS JIUCTa apabCcKuMu 1udpamu;

d) ITocnenoBaTenbHO Ha KaX/10i CTpAHUIIE B IPABOM HUKHEM YIITy apaOCKHUMHU IUPpamMHu.

19. B cooTBeTCTBHH C 3aKOHOAATCIILCTBOM, CKOJIBKO Pa3 B Iroa MOXXHO BHOCUTb U3MCHCHUS B IITAT-
HOE pacnucanue ?

- OJIUH;

- IBa;

- OrpaHU4YCHUA HC YCTAHOBJICHBI,

- He OoJiee Tpex pas;

- He OoJee mecTH pas;

- U3MEHSTP €0 B TEUYCHHE IO/l HEJIb3sl.

20. Ilpukasbl, MPOTOKOJIBI, PACTIOPSKEHUS, PEIICHUS, OTHOCSATCS K:
a) OpraHM3alMOHHBIM JOKYMEHTAM MPEANIPUATHS;

b) pacriopsiANTEIbHBIM JOKYMEHTAM TPEIITPUSITHS;

C) IOKyMEHTaM 110 JTJUYHOMY COCTaBY MPEANPUATHS;

d) nadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHS.

14.1.2. Jx3amMeHallMOHHbIE BONPOCHI
. JIOKYMEHT U €ro MECTO B CUCTEME YIPABICHUS
. HopMaTuBHO-MeTOAMYECKHE aKThI, pETJIAMEHTUPYIOIINE CO3AaHUEe U O(POPMIIEHUE TOKYMEHTOB.
. JIoKyMeHTOBe/IeHUE KaK Hay4Has AUCHUILIUHA: 00BEKT, IPEAMET, OCHOBHbBIE METO/BI.
. [lonsiTue «uHpOpMaLMs» U €ro pa3BUTHE.
. IloHsiTHE «IOKYMEHT» U €T0 Pa3BUTHE.
. O61mue u yacTHble QYHKIUU TOKYMEHTA.
. Crtoco0Obl TOKyMEHTUPOBAHUS U UX PA3BUTHE.
. [lonsiTue cayx’eOHOro TOKYMEHTHUPOBAHUS U TPEOOBAaHUS K JOKYMEHTAM.
. Ilopsiok perynupoBaHus, COTJIACOBAHUS U NOAIMCAHMSI YIIPABIEHYECKUX JOKYMEHTOB.

O 0 1IN DN B W~
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10.
11.
12.
13.
14. Cocras, conepkaHnue U 0OCOOCHHOCTH peau3alii TpeOOBaHUN K pacIOIOKEHHIO U oopmiie-

CyuHocTh YHUGHUKAIMY ¥ CTaHAAPTU3ALUHN YIPABICHYECKUX JOKYMEHTOB.
[TpaBuna opopmieHus CITyKEOHBIX TOKYMEHTOB.

PexBu3uTH 1 UX npeaHa3Ha4YCHUC.

OO0mme TpeOoBaHUs K TOKYyMEHTHPOBAHHUIO YIIPABICHYECKOHN I TEITLHOCTH.

HUIO PEKBU3HUTOB NTOKYMCHTOB.

15.

CrpykTypu3anus TEKCTOB YIPABIEHYECKUX JOKYMEHTOB.

16. Bunpl yHU(GUIIUPOBAHHBIX TEKCTOB, 0COOCHHOCTH O0(hOpMIICHHS TpadapeTHOTO TEKCTa, AaHKETHI
1 TaOJIUIIBI.

17. TpeboBaHMS K CONIEPKAHUIO, CTPYKTYPE M CTHIIIO M3JIOKEHHS YIIPABICHYECKUX JOKYMEHTOB.
18. TpeGoBaHust K comep)KaHUIO, CTPYKType, OPOPMIICHHIO JTOKYMEHTOB OpraHM3aluil MpHU BHE-

APCHUHN TEXHOJIOTHYCCKUX, IPOAYKTOBBIX I/IHHOBaHI/Iﬁ NJIKW OpTraHU3allMOHHBIX W3MCHEHHH.

19. Oprann3animoHHO-pacnopsAUTeNbHAs JOKyMeHTalus. OCHOBHBIE BUABI YIPABICHUECKUX JO-
KyMEHTOB.

20. OcHOBHBIEC BBl OPTaHU3AIMOHHBIX U PACIOPATUTEIBHBIX JOKYMEHTOB, HEOOXOAUMBIX IS
CO3/1aHUS HOBBIX NPEANPUHUMATEIBCKAX CTPYKTYP

21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.

42. CucteMsl 3NIEKTPOHHOTO JOKyMeHTooOopoTa. Obume nonoxenus. Haznauenus CO/,
43.
44.
45.

HNudopMarimoHHo-cripaBoyHas ToKyMeHTanus. OCHOBHBIE BUJIbI
[IpaBuna u CTWIIb HANMCAHMS I€TTOBOTO MHUCHhMA.

Bunsl nemoBoro nuceMa.

Oco0eHHOCTH MEPENUCKH ¢ MHOCTPAHHBIMU MAPTHEPAMH.
Buibl MOTOKOB TOKYyMEHTOB M CTAINH UX 00paOOTKH.
Perucrparust 1TOKyMEHTOB.

KoHTponb ucnoaHeHus: JOKyMEHTOB.

Howmenkinatypa nen u ux popmupoBanue.

Odopmienue aen.

XpaHeHue Jen U MOPsI0K CIa4u UX B apXHB.

Pabora ¢ mokymMeHTaMHu, CoepKAIMMMHA KOMMEPUECKYIO TalHYy.

[TonsiTHE “AIEKTPOHHBIN TOKYMEHT B MH()OPMAIMOHHOW CHUCTEME OpTaHU3aI1H.

TepMHHONOTHS, UCIIONIb3yeMasi B CHCTEMaX JIEKTPOHHOTO IOKYMEHTO000poTa.
3amaun CUCTEM DIIEKTPOHHOTO JOKYMEHT0000pOTA.

VYrpasneHue 3JIEKTPOHHBIMU JTOKYMEHTAaMH.

Knaccudukanus cucteM 371€KTPOHHOTO JOKYMEHTO000pOTa.

[Toaxomap! K CO3aHUIO CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO00POTA.

Dranbl BBIOOpa U BHEPEHUSI CHCTEMbl aBTOMATH3AIIHH.

[TpoGrieMBbI IPaBOTO PETYAUPOBAHHS STCKTPOHHOTO JOKYMEHTOO00pOTA.
Dranbl pa3BUTHUS TOKYMEHTOO00POTA.

HOHSITI/IH, NPUHIUIIBI U OCO6CHHOCTI/I MMOCTPOCHUA ABTOMaTI/I3I/Ip0BaHHbIX CHUCTCM KOHTPOJIA
ucnosHeHus 1okymeHToB (ACKU /).

OCHOBHBIE CBOMCTBA CUCTEM DJIEKTPOHHOTO JIOKYMEHTOO0OpOTA.
OcHOBHBIE TEXHOJIOTUU paboTHI ¢ JokymMeHTamu B CO/I,
OO6mas kinaccuuKaIys CUCTEM IEKTPOHHOTO TOKYMEHTOO0O0pOTA.

14.1.3. TeMbI 10KJI210B

TeMblI 17151 KOHTPOJISI CAMOCTOSTENIBHOIO U3yUEHUS TEM TEOPETUUYECKON YacTu Kypca

1. Ucropust pa3BUTHS rOCYIapCTBEHHOM CUCTEMBI JEIONPOU3BOACTBA

2. Ilpaktuka opraHu3auud o(OpMIIEHUS pEHIeHUH B YIPABICHUU ONEPAMOHHON (Mpou3-
BOJICTBEHHOM) JIESATEIbHOCTH OPraHU3alMii PU BHEJPEHUN TEXHOJIOTUYECKUX, IPOJAYKTOBBIX HHHOBALIUI
WIM OpraHU3alMOHHBIX U3MEHEHUN

3. Ponb noKyMeHTa B KHU3HU Y€JIOBEKa U 00IIECTBa

4. IToaroTOBKM OPraHU3aLMOHHBIX U PACHIOPSAUTENBHBIX TOKYMEHTOB, HEOOXOAUMBIX JUIS CO3/1a-
HUS HOBBIX NPEANPUHUMATEIBCKUX CTPYKTYP

5. Metozpl uccrnenoBaHus JOKYMEHTOBEJUECKUX MTPOOIeM

6. HayuHo-ucropryeckasi ¥ IpakTudyeckasi IEHHOCTh JJOKYMEHTa

7. JlokyMeHTSHI B cepe nmpaBa U yIpaBIeHUS
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8. BrusiHMe Hay4YHO-TEXHUYECKOM PEBOIIOLNY HAa PA3BUTHE TOKYMEHTA

9. Pa3Butne hopmymsipa TOKyMeHTa

10. 3akoHOATENBHBIE aKThl, HOpMaTUBHBIE MaTepuasbl X VI — Hauvana XX B

11. 3akoHOMaTENBHBIE AKTHl 1 HOPMATUBHbBIE TOKYMEHThI PD

12. 'ocynapcTBEHHOE peryiMpoBaHUE, HOPMATUBHAS IPABOBAsi U METOAMYECKAsT OCHOBA JOKYMEH-
TallMOHHOTO O0ECTIICUEHUs YIIPaBICHUS

13. CymHocTh, HampapleHUs U BHUABI TOCYAAPCTBEHHOIO PEryIMPOBAHUS JOKYMEHTAIIMOHHOIO
oOecrieueHus yrpapieHHs, Ha3HaYeHHE, 0COOEHHOCTH U COOTHOLIEHHE HOPMAaTHUBHOTO MTPABOBOTO M METO-
JUYECKOTO PEryIUPOBAHUS

14. CocTaB U CTpyKTypa HOPMATUBHOM MPABOBOM U METOJAMYECKON OCHOBBI IOKYMEHTAIIMOHHOTO
obecreveHus yrpaBIeHsI, HATMOHATBHBIX U JIOKAIBHBIX HOPMAaTHBHO-METOANYECKHUX JTOKYMEHTOB

15. YHudukamnus u cTaHgapTA3AIMS yIIPaBISHYECKUX JOKYMEHTOB

16. FOpuauueckast cuna JOKyMEHTA: MOJUIMHHUKY (OpUTHHAJBI) TOKYMEHTOB, KOIIUU TOKYMEHTOB
U UX BUJBI

17. [lonatue o JOKyMEHTOOOOPOTE MPEIIPUATHS U €r0 Pa3BUTHE

18. OcHOBHBIE MpaBUJIa OpPTraHU3aIuU JOKYMEHTOO00POTa B OpraHU3aII

19 Cxema IBMKEHUS U TEXHOJIOTUSI 00paOOTKU TOKYMEHTOB

20 ITonsiTe TOKYMEHTOIIOTOKA, €r0 CTPYKTYpa, MOKA3aTeJIM OLEHKUA TOKYMEHTOIOTOKA

21 ’Ku3HeHHBIN UK JOKYMEHTa

22 KOHTpOJIb UCTIOTHEHHUS TOKYMEHTOB

23. Opranusanus padoThl ¢ BXOAAIUMHI TOKYMEHTAMU

24. Opraau3anys padoThl C HCXOISAIIMMH JTOKYMEHTAMH

25. OcoOeHHOCTH OpraHn3aluu paboThl ¢ BHYTPEHHUMH IOKYMEHTaMU

26. HomeHkmatypa Jies1 opraHu3aiuii

27 IlopsAnoK cOCTaBIEHMSI U YTBEPKACHHUS HOMEHKIIATYPBI JI€Jl. YCTaHOBJIEHUE CPOKOB XPAHEHUs
nen

28. ®opmupoBanue u opopmienue aen. OpraHusanmsi ONepPaTUBHOTO XPaHEHUS JeTl.

29. DkcnepTr3a HEHHOCTH JOKYMEHTOB

30. Ilopsinok nepenaun JOKyMEHTOB Ha XpaHEHUE B apXUB

31. JlokymMeHTOO0OpOT B MH(GOPMAIIMIOHHOM 00€CTICUEHNH YIPABICHUS U €T0 COCTABHBIC YaCTH

32. OcHOBHBIE 337]a4M OPTaHU3ALIUH AIEKTPOHHOTO TOKYyMEHTOO00pOTa

33. CucrteMbl 3J€KTPOHHOTO JoKyMeHTooOopota COJI. Drambl pa3BUTHs, KJIAcChl, HA3HAYCHHE
coa

34. OcHOBHBIE CBOMCTBA CHCTEM 3JIEKTPOHHOTO TOKyMeHTO0O0poTa. OcHOBHBIE TUTIBI COJ]

35. Ocobennoctu opranuzanuu COJ]

36. O030p OCHOBHBIX CHCTEM AJIEKTPOHHOTO JOKYMEHTOOOOpOTA. MpeCTaBIeHHbIX B Poccuu u 3a
pPyOEKOM.

37. Ananu3 BHEIPEHUSI CUCTEM AJIEKTPOHHOTO JCIONPOU3BOICTBA U JJOKYMEHTO000pOTa

14.1.4. Tembl 0IPOCOB HA 3aHATHAX

[TonsiTHe, eNU U 3a]1aul U3y4aeMOol AUCHUILIMHBL. Pa3BuTHE U CTaHOBICHUE AETIONPOU3BOJICTBA B
Poccun. Opranmsanus 1e1onpon3BOJCTBA HA MPENNPUATHSIX. 3HAYCHUE U MECTO JOKYMEHTOB B CHCTEME
yIpaBJIeHUs

[IpaBuna opopmieHHs JOKYMEHTOB, COCTaB M Ha3HAuYCHHE PEKBU3UTOB. PONb M BUABI ynpaBJcH-
YEeCKHUX JIOKyMEHTOB.

CocTaB 1 Ha3HAYCHHE OT/ACIBHBIX BUIOB OPraHU3AIMOHHO-TIPABOBBIX, PACTIOPSIUTEIBHBIX U HH-
(bopMaLlMOHHO-CIIPABOYHBIX JJIOKYMEHTOB. JlOKyMEHTaIbHBIH (OHA U NepeyeHb JOKYMEHTOB, 00pa3yro-
HIUXCS B TIPOIIECCEe ACATEIBHOCTH MPEIIPUSITHS.

CocTas, pacoyioxeHue 1 mpaBsuia 0popMIeHHs] pEKBU3UTOB OTIEIbHBIX BUJJOB OPraHU3alMOHHO-
IIPABOBBIX, PACIOPAIUTENIBHBIX U HUH()OPMALMOHHO-CIPABOYHBIX JOKYMEHTOB. OcoOeHHOCTH odopmiie-
HUSI OTJICJIBHBIX BHJIOB IOKYMEHTOB, 00pa3yIOIIHUXCs B IPOLIeCcCe ACATEIbHOCTH MPEAPHUSITHS.

TpeboBanus k 6mankaMm 10KymMeHTOB. [lopsmok pa3paborku 6mankoB. O0mme TpeOOBaHUA K JOKY -
MEHTaM, H3TOTOBJIIEMBIM C IOMOIIBIO TEXHHYECKHX cpelacTB. OcoOEHHOCTH O(OpMIIEHUS OTAEIbHBIX
PEKBU3UTOB.

OcHOBHBIE HOPMBI U TIpaBUIIa 0POPMIICHHS paboT, BBIOIHAEMBIX CTYJJCHTaMH B Ipolecce o0yde-
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HUS, C Yy4yeToM TpeboBaHMil oOpa3oBarenbHOro crangapra Byza OC TYCYP 02-2013 (CTO
02069326.1.02-2013) - PaboThI CTyAeHYECKHE TI0 HAMPABICHUSM IMOATOTOBKH M CIICIIHAIBHOCTIM Tyma-
HUTApPHOTO Mpodus

14.1.5. Tembl KOHTPOJILHBIX padoT

KoHTposibHOE 3a7aHNe BBITOTHSIOTCS KaXKIIBIM CTYICHTOM HMHIMBUIYAJIHFHO TIO BCEM IPEIIOKEH-
HBIM TeMaM

CocTaBbTe 00BSCHUTENBHYIO 3aIIUCKY O IpUYUHAX (ONpesesieT CTyAEHT CAMOCTOSTENBHO).

CocTtaBbTe Ha ce0sl XapaKTePUCTUKY JJIs aTTECTALUU TI0 CIIELUAIbHOCTH.

CocraBbTe Ha ce0sl 3asiBIICHUE O ITpUeMe Ha paloTy.

CocTtaBbTe Ha cebs IpeACTaBICHUE O MIEPEBOE Ha JPYryo padory.

CocTtaBbTe npuKa3 00 YBOJHbHEHUU pAaOOTHHUKA B CBSI3U C JIMKBUIAIIUCH OpraHN3aIliH.

CocTaBbTe CBOIO aBTOOHOTPA(HIO U PE3IOME.

OdopmuTe poTOKON 3aceaaHus 00IIET0 COOpaHus MPEAIPHUITHS "........ "" 0 BHEIPEHUU TEXHOJIO-
FMYECKUX (WM MPOTYKTOBBIX) MHHOBALIMI WM OPraHU3allMOHHBIX U3MEHEHUH.

Odopmute akT 0 HapyIICHUSIX PaBUIIa BHYTPEHHETO PACTIOPSIKa TPEATIPUSATHSI.

14.1.6. Bonipocs! 1J1s1 NOATOTOBKH K MPAKTHYECKNM 3aHATHAM, CEMUHAPaAM

[TpaBuna cocraBieHus: U 0GOPMIICHHS OPTaHU3AIMOHHO-PACTIOPSIIUTEFHBIX JOKYMEHTOB (YyCTaB,
HOJIOKEHHUE, ITaTHOE PAacIMCaHue, HHCTPYKIMS, IPUKa3, PacOpsDKeHUE, PelIeHue, IPOTOKOI, IIOCTaHOB-
JICHUE)

TpeboBanus k GnaHkaM JOKyMeHTOB. [10roToBKa K COCTaBICHUIO JOKYMEHTOB. CXEMBI pacmoio-
xeHus: JokyMeHToB. CocTaBieHue GpopMmyssipoB nokymMmeHTOB. OOmuii 61aHk. braHK KOHKpETHOro BHUIa
JOKyMeHTa. brank muceMma.

O6ume TpeboBanus K oopmiieHHIO TekcTa oTyeTa. OdopmileHHE TUTYABHOTO JIHCTA, PUCYHKOB,
TaOJINI, CIIMCKA MCIOJIB3YEMBIX HCTOYHUKOB

[IpaBuna coctaBieHust U odopMieHUS HHPOPMALUOHHO-CIPABOYHBIX JIOKYMEHTOB (II€IOBOE
HHCBEMO, JTOKJIaIHAsI U CIy)KeOHas 3aIUCKH, aKT, CIIpaBKa, v Ap. )

14.2. TpeOoBaHuA K OLIEHOYHBIM MATEPHUAJIAM ISl JIUI] C OTPAHNYEHHBIMHA BO3MOKHOCTAMMU
310pOBbS1 1 UHBAJIHU/I0B
s aui ¢ orpaHMYEHHBIMUA BO3MOKHOCTSIMU 3/I0POBBSI M MHBAIUIOB MPEIyCMOTPEHBI TOTOTHH -
TEJIbHBIE OLIEHOYHbIE MaTepUalIbl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuua 14 — JlonmonHUTENbHBIE MaTepHallbl OLIEHUBAHUS ISl JIUI[ C OTPAaHUYEHHBIMH BO3MOXHOCTSIMU
3I0POBbsI 1 MHBAIUIOB

Kareropuu Buibl 10NOMHUTEIBHBIX OLEHOYHBIX @®opMbI KOHTPOJISI U OLIEHKU
00y4JaroLIXCs MaTepualoB pe3ynbTaToB 00y4eHus

TecTbl, MICEMEHHBIE CAMOCTOSTENTLHBIE
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PAOOTHI

C HapymeHHIMHU
ciyxa

[IpenMy1ieCTBEHHO MMCbMEHHAs
IIPOBEPKaA

C mapymenussmu | CobecenoBaHue o Bompocam K 3auery, | [IpenmyIiecTBeHHO yCTHas IpOBEpKa

3peHus ONpoC M0 TEPMUHAM (MHIUBUYaJIbHO)
C HapymieHusiMu Pemienne AMCTaHIIMOHHBIX TECTOB,
OIIOPHO- KOHTPOIbHBIC PaOOTHI, MUCEMEHHBIE | [IpenMyIecTBeHHO AUCTaHIIMOHHBIMU
JIBUTATEIILHOTO CaMOCTOSITeNIbHBIE PAa0OTHI, BOIIPOCHI K MeToAaMu
amnrapara 3a4eTy
C orpannuenusiMu 1o | TecTbl, MUCbMEHHBIE CAMOCTOATEIbHBIE [IpenmyiiecTBEHHO POBEPKA
o0IIeMe TUITUHCKUM paboThl, BOMIPOCHI K 3a4ETy, METOZaMU UCXOIS U3 COCTOSIHUSA
MOKAa3aHUSIM KOHTPOJIbHBIE PA0OTHI, YCTHBIC OTBETHI | 00y4aromerocs Ha MOMEHT MPOBEPKHU

14.3. Meroauuyeckne peKOMEHIAUMH M0 OLEHOYHBIM MAaTEePHAJIaAM JJIf JIMI C OTPAHUYEHHbIMU
BO3MOKHOCTSIMM 310POBbSI M HHBAJIU/I0B
Jnis nun ¢ orpaHMYEHHBIMU BO3MOXKHOCTSIMH 37I0POBbSl M1 MHBAJIMJOB TpPEIyCMaTpUBAETCS J10-
cTynHas (hopMma MpeaoCTaBICHUS 3aJaHUH OLIECHOUYHBIX CPEJICTB, @ UIMEHHO:
- B IeyaTHou (opme;
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- B IIeYaTHO! (hopMe ¢ YBEITHMUYEHHBIM HIPUPTOM;

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- METOJIOM YTEHHsSI aCCHCTCHTOM 33JJaHuUs BCIYX;

— Npe0oCTaBICHUE 3aaHus C HCIIOIb30BaHUEM CYPIOTIEPEBO/A.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMU 3/I0POBbSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
MOATOTOBKY OTBETOB Ha KOHTPOJIBHBIE BOMPOCHL. /711 TakuX 0OyJarommxcst MpeaycMaTpUBaeTCsl JOCTYTI -
Hasi popmMa MpeoCTaBICHHS OTBETOB Ha 3a/IaHUs, & IMEHHO:

— MMCBMEHHO Ha Oymare;

— Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C HCITOJIHL30BAHNEM YCIIYT aCCUCTEHTA;

- MIPEJICTaBJICHUE OTBETOB YCTHO.

[Tponienypa orieHHBaHUs PE3yIbTATOB OOYYEHMs JIHIl C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pO-
Bbs M1 MHBAIHJIOB IO JUCHIHUIUIMHE TPEITyCMaTPUBACT MPEIOCTaBIeHne HHpopManuy B popMax, aJaarTH -
POBaHHBIX K OTPaHUYCHUSAM HX 3[J0POBbS U BOCHPUATHS HHOOPMALIIH:

JL1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

— B IIeYaTHOW (hopMe yBEITNUEHHBIM HIPUPTOM.

JIJ1s1 1M1 ¢ HAPYIIEHUSIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

JIJ1s1 JIMI ¢ HAPYLIEHUSIMH OTIOPHO-ABUIaTeJILHOTO anmnapara:

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- B IIe4aTHOU hopme.

[Tpn HEOOXOMMMOCTH ISl JIUIL C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU 37I0pPOBbS M MHBAINUIOB TPOLIE-
Jypa OILICHUBAHHSI Pe3yIbTaTOB 00yUEHUsI MOXKET MPOBOAUTHCS B HECKOIBKO ITAIOB.
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