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Pabouas mporpamma AUCIUIUIMHBI COCTaBJICHA C y4eTOM TpeOoBaHUHU (enepaabHOTO Trocynap-
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI

dbopMHUpOBaHUE Y CTYIACHTOB MOHATUNA O COBPEMEHHOM JOKYMEHTAIIMOHHOM O0OECTICUeHUU JIesi-
TETHHOCTU OpraHu3anuil (IpeAnpusTUil, YIpeKACHUIT), HABBIKOB MPUMEHEHUS MPAKTUIECKUX TPUEMOB U
MpoLIeTyp JOKYMEHTUPOBAHUS B YIPABJICHUH, YMEHHS PEIIaTh CTaHAAPTHHIE 3a1a4d MPOPECCUOHATBHOM
JESITEIbBHOCTH Ha OCHOBE MHGOPMAIIMOHHON 1 Oubmuorpaduueckoil KylabTypsl ¢ IpUMEHeHHEeM UHGOP-
MaIllMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHI U C YY€TOM OCHOBHBIX TPeOOBaHMM WH(DOPMAITMOHHON O€3-
ONAacCHOCTH, a TaKK€ YMEHHS UCIIONb30BaTh ISl PEIICHUS] aHAJTUTUYECKUX M UCCIEI0BATEIbCKUX 3a/a4
COBpPEMEHHBIC TEXHUYECKHE CPEJCTBA U MHPOPMAIIMOHHBIE TEXHOJIOTHH.

1.2. 3agaun QUCHUTINHBI

— copMUpOBaTh y CTYIEHTOB YETKOE MPEJICTABICHHE O HEOOXOIMMOCTH U POJIM JOKYMEHTAIH -
OHHOTO O0ECTICYECHHUSI B ICATEIILHOCTH OpTaHU3aIuii (IpeAnpUiTHH, yUpeKACHUH);

—  O3HaKOMHTb CTYJIEHTOB C OCHOBaMH JIEJIONPOU3BOICTBA U JOKYMEHTO000pOTa B OpraHU3alU-
AX;

— U3YYUTh COBPEMEHHBIE MPOOJIEMBI JOKYMEHTHUPOBAaHUS MH(pOpMAaIH, 3aKOHOMEPHOCTH 00-
pa3oBaHMs JOKYMEHTOB, CHUCTEMBI JOKYMEHTALlMM, KOMIUIEKCHI JOKYMEHTOB, HAlpaBJICHUsS COBEPILICH-
CTBOBaHMSI JOKyMEHTAITUOHHOTO 00ECTIEeUeHMS;

— O00y4uThb CTYAEHTOB NpPAKTHKE BIAJCHUS OCHOBAMHU CIYKEOHOTO JTOKYMEHTHPOBAHUS U J1€J10-
IIPOU3BOACTBA;

— HAy4MTh [PaBWJIAM COCTAaBJICHUS U OQOPMIIEHUS TOKYMEHTOB (OpraHM3allMOHHBIX, Paclops-
JUTEIbHBIX, HHPOPMALIMOHHO-CIIPABOYHBIX U JP.), JOKYMEHTAIbHOTO O(hOpMIICHHUS PELICHUN B yIpaBiie-
HUM ;

— TI0Ka3aThb POJIb U MECTO COBPEMEHHBIX CHCTEM 3JIEKTPOHHOI'O JOKYMEHTO000pOTa B JEATEIb-
HOCTH OpraHu3aluii;

— HAy4MTh peuiaTth CTaHJAPTHBIE 3aJ1aud NMPOQeCcCHOHATbHON IeATEeIbHOCTH Ha OCHOBE HH(OP-
MalMOHHON U O6ubimorpaduieckoil KyJlbTypbl ¢ MPUMEHEHHEM HH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH U C YYETOM OCHOBHBIX TpeOOBaHUN MHPOPMAIIMOHHOM 0€301acHOCTH;

—  HAY4MTb HUCIIOJIb30BaTh JJISl PELLEHUS aHAIUTUYECKUX U MCCIIEN0BATEIbCKUX 3a7]a4 COBPEMEH -
HbIE TEXHUYECKUE CPENICTBA U MH(POPMAIIMOHHBIE TEXHOJIOTHH.

2. Mecro mucuumiinabl B ctpykrype OITIOIT

Jucuumuinaa «O0umii u 3nMeKTpoHHbIH qokymMeHToobopot» (b1.B.JIB.3.1) otHOCHTCs K OnoKy 1
(BapuaTHBHAS YaCTh).

[TpenmecTBYIOIMMUMU TUCIUIUIMHAME, (GOPMHUPYIOLUTMMH HavyajbHbIC 3HaHUS, sABIsIOTCA: MH)OD-
Mmaruka, [IpakTvka Mo moslydyeHHro NMepBUYHBIX MPO(GECCHOHAIBHBIX YMEHUN M HaBBIKOB, B TOM YHUCIIE
IIEPBUYHBIX YMEHUI U HABBIKOB HAYYHO-UCCIIEIOBATEIILCKON ACATEIBHOCTH, YIIPABICHYECKUNA yUET.

[Tocnenyromumy TUCHUIIIMHAMY ABIAIOTCA: [IpenaumiomMnas npakTuka.

3. TpeGoBanusi K pe3yJibTATAM OCBOEHMS JUCUMILIUHBI

[Tponiecc n3yueHus JUCUMIUIMHBI HApaBiieH Ha (JOPMHUPOBAHUE CIEAYIOIINX KOMIIETSHIIUI:

— OIIK-1 crocoOGHOCTBIO pemiaTh CTaHIAPTHBIC 3a7a4d MPO()ECCHOHAIBHON JESITEIIBHOCTH Ha
OCHOBE MH(OPMAIIMOHHOW U OMOIHOTrpaduuecKkor KyJabTypsl ¢ MPUMEHEHHEM HH()OPMAIIMOHHO-KOMMY -
HUKAI[MOHHBIX TEXHOJIOTUN U C YUE€TOM OCHOBHBIX TpeOOBaHUN MH(POPMAIIMOHHOM 0€301acHOCTH;

— TIK-8 crmocoOHOCTBIO HCHOIB30BATH ISl PEIICHUS] aHAIUTHYECKUX U MCCIIE0BATEIbCKUX 3a-
J1a4 COBPEMEHHBIE TEXHUYECKHE CPECTBA U MH()OPMAIIMOHHbIE TEXHOJIOTHH;

B pe3ynbraTe u3ydeHust TUCIUILIMHBI 00Y4aOIUICs TODKEH:

— 3HaTh JIOKyMEHTOBEIYECKYI0 TEPMHUHOJIOTHIO; HOPMAaTHUBHBIE JOKYMEHTHI, PETIAMEHTHPYIO-
[IMe COCTaBJIeHHE U 0POpPMIIEHHE TOKYMEHTAIUH, MOPAIOK pabOThl C HUMHU; OCHOBBI JIEJIONPON3BOICTBA
U JIEKTPOHHOTO JIOKYMEHTOO0OpOTa B OpraHu3allusiX, PUEMB] UCIIOJIb30BaHUS JOKYMEHTO000pOTa; TO-
CYAapCTBEHHYIO MOJIMTUKY B cdepe TOKyMEHTAIMOHHOTO OOECIIECUeHUs yIpaBiIeHUs dJIEKTPOHHBIMU J0-
KYMEHTAMHM U 3JIEKTPOHHBIM JOKYMEHTOOOOPOTOM; COBpEMEHHBIE TPEOOBaHMsI K OpraHU3aluy, [IpaBuiia u
HOPMBI pabOThI C JOKYMEHTaMU; MPUHIIMIIBI U MPOIIETyphl TOJrOTOBKY OPraHU3alMOHHBIX U PaCTIOPsIH-
TEJIbHBIX JOKYMEHTOB C UCTIOJIb30BaHHEM COBPEMEHHBIX TEXHUYECKHX CPEACTB U WH(POPMALMOHHBIX TEX-
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HOJIOTHIA; IPaBUjIa JOKYMEHTAIBHOTO O(OPMIICHUS PEILICHUI B YIIPaBICHUH; OOIIME MPUHIUIIBI TIOCTPOE-
HUS U CTPYKTYPY CHCTEMBI SJIEKTPOHHOTO JJOKYMEHTOO0OPOTa; OCHOBHBIE TPeOOBaHHUS HHPOPMAIMOHHON
0€30I1aCHOCTH;

— yMeTh Ha OCHOBE COOpaHHOW MH(OpPMAUHU ONPENENIATh LENH, BHIOUPATh CPEICTBA BEICHUS
JIeTIOBOW JTOKYMEHTAILlMH; TPAMOTHO pa3padaThIBaTh U OPOPMIIATH YIPABICHYECKUE JOKYMEHTBI, UCIIOJb-
3yeMblI€ B JICSITEIBbHOCTH OPTaHU3alUi; COCTABISAT U MPABUIBLHO O(hOPMIIATH OpraHU3aI[OHHBIE M PACTIO-
PSITUTENBHBIE TOKYMEHTHI ¢ MPUMEHEHHEM HH(OPMAIIOHHO-KOMMYHHKAMOHHBIX TEXHOJIOTHH; UCIIOJb-
30BaTh BO3MOXKHOCTH OOIIETO M 3JEKTPOHHOTO JTOKYMEHTOOOOPOTa JJIS MPUHATHS U JOKYMEHTAJIBHOTO
oopmiieHHs yIIpaBIeHYECKUX PELICHUI; HCII0IB30BaTh B CBOECH MPO(eCcCHOHATBHOM e TeNbHOCTH TIPH -
KJIaJIHBIE TIPOTPAaMMHBIE CPEJICTBA U CPEJICTBA OPITEXHUKHU; CAMOCTOSTEIHHO OCBaMBaTh 3HAHUS, HEOOXO0-
JMMBIE 1151 pabOTHI ¢ JOKYMEHTOOOOPOTOM B KOHKPETHBIX chepax NesTeIbHOCTH OpraHU3alnH; OIepHPO-
BaTh 3HAHUSAMHM, MOJIYYCHHBIMH 1O JEJIONPOU3BOJACTBY B IMPO(ECCHOHAIBHON JEsTEIbHOCTH; pelaTh
CTaHAAPTHBIC 3a]a4l NPo(ecCHOHATBHON AeATEIFHOCTH Ha OCHOBE MH()OPMAMOHHOH 1 Oubimorpadu-
YEeCKOM KyJIbTYpBI; peliaTh CTaHJAPTHBIE 3312491 PO EeCCHOHATFHON AEATEIBHOCTH HAa OCHOBE HH(pOpMa-
[IMOHHOM M OnOIMorpaduueckoil KyabTyphl C IPUMEHEHHEM HH()OPMAaMOHHO-KOMMYHUKAIIMOHHBIX TEX-
HOJIOTHH U C YY€TOM OCHOBHBIX TpeOOBaHMI MH(OPMAIIMOHHON 0€30MaCHOCTH; MCIIOIB30BaTh ISl pellie-
HUS aHATUTUYECKUX U UCCIIEOBATEILCKUX 33/1a4 COBPEMEHHBIE TEXHUYECKHE CPEICTBA U MH(OPMAITOH-
HbIE TEXHOJIOTUH;

— BJaJeTh HAaBBIKAMU COCTaBJICHHS M O(GOPMIICHHS OPraHM3AIOHHBIX U PaCIOPSIIUTEIbHBIX
JOKYMEHTOB B cepe npodeccCHOHATBHON eATeNbHOCTH; METOJUKON COCTABICHHUS MPOEKTOB OCHOBHBIX
YIIPaBICHYECKUX JOKYMEHTOB; HABBIKAMHU JOKYMEHTAIBHOTO O(OPMIICHHS PEIICHHUH B yIIPAaBICHUH OIIe-
pPanMOHHOM (TIPOU3BOACTBEHHOMN) AEATEIIEHOCTBIO OPTaHU3AIMA TPU BHEAPECHUN TEXHOJIOTHYECKHX, TPO-
JYKTOBBIX MHHOBAIIMH WJIM OPraHW3al[MOHHBIX M3MEHEHMH; METOAaMH M CPEACTBAMU MOIydYeHHs, oOpa-
OOTKM M XpaHEHHsS JOKYMEHTOB; HAaBbIKAMM HCIOJIb30BAaHUS KOMITBIOTEPHOM TEXHUKH, MPOTPAMMHO-
MH()OPMALIMOHHBIX CHCTEM, KOMITBIOTEPHBIX CETEH; HaBBIKAMHU PELICHUs CTaHAApTHBIC 3a7aqu mpodec-
CHOHAJIBHOM JIESATETLHOCTH Ha OCHOBE MH(POPMAIMOHHONW U OMOIMOrpaduyecKoil KyJIbTyphl; COBPEMEH -
HBIMH TEXHHUYECKHUMHU CPEACTBAMHU M MH(POPMAIIMOHHBIMU TEXHOJIOTHAMH; HaBBIKaMHU 0(OpMIICHUS padorT,
BBITOJIHSEMBIX CTYICHTaMHU B Iporiecce 00ydeHus, C yueToM TpeboBaHMi 00pa30BaTeIbHOIO CTaHAAPTa
By3a OC TYCYP 02-2013 (CTO 02069326.1.02-2013).

4. O0beM IUCHUILIMHBI U BUABI Y4eOHOI padoThl
OO0m1ast TpyI0EMKOCTh AUCIUIUIMHBI cOCTaBIsIeT 6.0 3aU€THBIX €IMHUIIBI U TIPEJICTaBICHA B TA0JIM -

%Zgﬁlld.ua 4.1 — TpyaA0eMKOCTb JUCIUTUIMHBI

Bunel yueOHOI nesTebHOCTH Bcero gacos Cemectpsl

7 cemecTp

KonTaktHas pabora (Bcero) 20 20
CamocrosiTenpHast paboTa o1 PyKOBOJICTBOM 18 18
npenoaasarens (CPII)
Kontposns camocrositensHoit padotst (KCP) 2 2
CamocTosiTenbpHas paboTa (Bcero) 187 187
[ToaroroBka K KOHTPOJBHBIM paboTam 31 31
CamocTosTenpHOE H3ydyeHne TeM (BOIpOCOB) 156 156
TEOPETUYECKOIN YacTH Kypca
Bcero (6e3 3x3amena) 207 207
[ToaroroBka u cava sK3amMeHa 9 9
OO6mmas Tpy10eMKOCTb, 4 216 216
3aueTHnie EanHAIIEI 6.0
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5. Conepxxanue 1MCUMILTHHBI

5.1. Pa3gennl IMCOUILIAHBI M BHALI 3AaHATHHA
Paznensl IuCUMIUTAHEI ¥ BUABI 3aHATHN PUBEACHBI B Ta0mmiie S.1.
Tabmua 5.1 — Pasgens! fUCHUILIMHEL U BUABLI 3aHSITHI

Bcero
Cam. Hacon dopmupyemblie
Haszeanus paznenoB QuCHUIUIMHBL CPII,u | KCP,u (6e3
pab., u KOMITETEHITHH
9K3aMEeH
a)
7 cemecTp

1 IIpaBoBBIE 1 HOPMATUBHBIE OCHOBBI JEJI0- 2 2 19 21 OIIK-1, ITK-8
MIPOU3BOJICTBA
2 Cranpaptusanus npoiecca T0KyMEHTHPO- 2 19 21 OIIK-1, ITK-8
BaHUS
3 Opra"uu3aiMoOHHO-PACHOPSIAUTENbHAS TOKY- 2 22 24 OIIK-1, ITK-8
MEHTalUs: TOATOTOBKA M 0(OpMIICHHE
4 JIokyMEHTaIlMOHHOE O0eCTIeUeHUE Kaipo- 2 22 24 OIIK-1, ITK-8
BOI pabOTHI
5 Opranuzanus paboTsl C JOKYMEHTaMHU 2 22 24 OIIK-1, IIK-8
6 CoBpemMeHHBIC HHPOPMAIMOHHBIE TEXHOJIO- 2 22 24 OIIK-1, ITK-8
THH B JIEIOIIPOU3BO/ICTBE
7 KynbTypa Ae10BOi MUCbMEHHOM peuu: UC- 2 21 23 OIIK-1, ITK-8
TOpUSI U COBPEMEHHOCTD
8 OcobeHHOCTH sA3bIKA CITY)KEOHOTO JOKYMEH- 2 21 23 OIIK-1, ITK-8
Ta
9 PenaktupoBaHue TEKCTa CIYKEOHOTO 10KY- 2 19 21 OIIK-1, IIK-8
MEHTa
Hroro 3a cemectp 18 2 187 207
Hroro 18 2 187 207

5.2. Conep:xanue pa3jesioB JUCHUILINHBI (CAMOCTOSAITe/IbHAsI pa60Ta MO PYKOBOACTBOM
npenoaaBaTeJist)
ConepxaHue pa3aenoB JUCHMILIMH (CaMOCTOsATENbHAs paboTa Mo pyKOBOJICTBOM MPENOAaBaTENs)
NpUBeACHO B Tabmuue 5.2.
Tabmuua 5.2 — CoxeprkaHue pasaesioB IUCHUIUIMH (caMocToATeNbHas paboTa 1moJi pyKOBOJCTBOM IPENO-

JlaBaTes)
ConeprxaHue paszienoB JUCIUILIMHBI
p P Tpynoemkocts, | Dopmupyemsoie
Ha3zBanus pa3snenos (camocTosTenbHas paboTa 1oz
q KOMITETEHIIUU
PYKOBOJICTBOM ITPEMO/IaBaTENs])
7 cemecTp
1 IIpaBoBsbIe 1 OcHOBHbIE TIOHATHUS JAEIONPOU3BOJICTBA. 2 OIIK-1, [IK-8
HOpMaTHBHbIE OCHOBBI | DyHKIMHK HoKyMeHTa. Knaccudukarus no-
JIeJIONPOU3BO/ICTBA KyMeHTOB. Cuctema JOKyMEHTAalluu Ha rocy-
JTApCTBEHHOM ciyx0e. HopmatuBHO-11paBo-
BOE M METOJMYECKOE 00eCIIeueHUE JIe10-
IIPOU3BOACTBA.
Hroro 2
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2 Cranpaptu3zanus CocTaB peKBU3UTOB IOKYMEHTOB. TpeboBa- 2 OIIK-1, TTK-8
nporecca HUS K 0()OPMIICHHIO PEKBU3UTOB JJIOKYMEH-
JOKYMEHTHPOBaHUS ToB. TpeGoBaHus K O1aHKaM TOKyMEHTOB.
Hroro
3 Opranu3anoHHO- OpranuzannonHas JoKkyMeHTanus. Pacrops- OIIK-1, IIK-8
pacrnopsiAuTeabHas quTenbHas JokyMeHTanus. CripaBoyHO-
JOKYMEHTALMS: UH(OPMAILIMOHHAS U CIPABOYHO-aHATUTHYE-
MOJIrOTOBKA U CKasl JOKYMEHTAIIHS.
oopmienue Vitoro 2
4 JlokymeHnTtanronHoe | CTpyKTypa U COepKaHHe KaIpOBOMl JOKY- 2 OIIK-1, TTK-8
obecrieueHne KaapoBoi | MeHTaruu. OpraHu3alMoOHHO-KaIpOBbIE J0-
paboThI KyMeHTbl. OpraHu3alMOHHO-PAaCIOPSIAN-
TeJbHbIE JOKYMEHTHI. JJokyMeHTUpOBaHuE
TPYJIOBBIX OTHOLIEHUH. JJoKyMeHTalMoHHOE
COIPOBOX/IEHNE NPOLEAYP KaIPOBBIX TEXHO-
JIOTHH.
Hroro
5 Opranumzanus padbots!  Opranuzanus J0KymMeHTooboporta. Opranu- OIIK-1, IIK-8
C IOKyMEHTaMu 3alys KOHTPOJISl UICTIOJHEHUS JOKYMEHTOB.
CocraBnenue HoMeHKIaTypsl Aei. [loaro-
TOBKA JIOKYMEHTOB K Ilepejjaue Ha XpaHEeHUe
B apXUB.
Hroro 2
6 CoBpeMeHHBIE HopmartuBHO-MeTOIMYECKOE U TTPABOBOE 2 OIIK-1, ITK-8
UH(QOPMAIIMOHHBIE o0ecrieyeHre CTaHAapTU3alluy 1 aBTOMaTH-
TEXHOJIOTUHU B 3alMu aenonpou3BoacTBa. OCHOBHBIE MOHS-
JIeJIOTIPOU3BOJICTBE THS 3JIEKTPOHHOTO Jienonpoun3BoacTea. Cu-
CTEMbI aBTOMATHU3alMH JEIONPOU3BOACTBA.
ONEeKTPOHHOE JOKYMEHTUPOBaHUE. DIeK-
TPOHHBIN TOKYyMEHTOOOOPOT.
Hroro 2
7 Kynmprypa nenoBoii | OCHOBHBIE aCIIEKTHI KYJIBTYPBI I€JI0BOU 2 OIIK-1, ITK-8
NIACbMEHHOU peYH: peun. Micropust pycckol [eJI0BOM ITUCBMEH-
UCTOPHS U HOCTH U pa3BUTHE TOKyMeHTa. IHTepHaimo-
COBPEMEHHOCTD HAJIbHOE U HALIMOHAJBHOE B CIYKEOHOM J10-
KyMEHTE.
Hroro 2
8 OcobeHHoCTH s13b1ka | CTaHAapTU3AIMS S3bIKA TOKYMEHTA. SI3bI- 2 OIIK-1, TTK-8
CILy>keOHOTO KOBbIE TpeOOBaHUS K 0O()OPMIICHUIO PEKBU3H-
JOKYMEHTa TOB JJOKYMEHTa. SI3pIk0BO€ 0(hopMIiIeHUE
JIMYHBIX JOKYMEHTOB. J[e10BO€ MUCHMO:
BUJIBI U A3bIKOBOE O(OPMIICHHE.
Hroro
9 PenaktupoBanue Meronuka pegakTUpOBaHKs U TEXHUKA IIPaB- OIIK-1, IIK-8
TEKCTa CIy>KeOHOTO KU CTYKeOHBIX JOKYMEHTOB. Tunu4Hbie
JOKYMEHTa OLIMOKH B SI3bIKE U CTUJIE JOKYMEHTOB.
Hroro 2
Hroro 3a cemectp 18
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5.3. Pa3nenbl JMCHMILVIMHBI M MEKIMCUMILIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (MPeAbl Ty IIUMH)
U o0ecrieynBaeMbIMH (MOCJIEAYONIUMH) TUCHUIIHHAMU
Paznmenpl MUCHUIUIMHBI M MEXIUCIUTUTMHAPHBIC CBSI3U C 00ECTICUMBAOIIMMHU (TIPEABIAYIIIUMH) U

obecrieunBaeMbpIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAME TIPEICTAaBICHBI B TabuIe 5.3.

Tabmuua 5.3 — Pa3nenbl AUCIUTUTHHBI B MeXAUCIUILTHNHAPHBIC CBSI3U

Ne pazgenoB qaHHONM MUCHMIUIAHEL, 1711 KOTOPBIX HEOOXOMMO U3YUE€HHE
HaumMeHOBaHHE TUCLUILIAH o0ecrneunBaroIuX U 00ecreunBaeMbIX JUCIUILTUH

1 2 3 4 5 6 7 8 9

[IpenmecTByronme qUCUUILIMHBI
1 Uudopmaruka + +
2 TIpakTuka 1o Mnoyy4eHuIo
NEPBUYHBIX PO ecCHoHalb-
HBIX YMEHHUI U HaBBIKOB, B
TOM YHUCJIE IEPBUYHBIX YME- + + + + +
HUU U HAaBBIKOB HAY4YHO-
HCCIIEI0BATENbCKON AeATENb-
HOCTH
3 VhpaBiaeHYECKUN y4eT + + +

[Tocnenyromume TUCIUIIITUHBI

1 IlpepaumniiomHast mpakTUKa + + + + + + +

5.4. CooTBeTCcTBHE KOMIIETEHINI, (POPMHUPYEMBIX IPH H3YYCHUHU AUCUMIIMHBI, M BU/0B 3aHATHH
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MPHU WM3YYEHUH IWUCIUIUIMHBI, W BHIOB 3aHATHA

MpeCTaBiIeHo B Tabmuie 5.4.

Ta6muma 5.4 — CoOTBETCTBHE KOMIIETEHIINN, (DOPMUPYEMBIX MIPU M3YUYECHUH JAUCIUIUINHBI, U BUIOB 3aHS -

THUMI
Kommerennu Buns! 3anaTHii
@DopMBI KOHTPOJIS
u CPI1 KCP Cawm. pa6.
OIIK-1 + + + KontponpHas pabora, Jk3ameH,
[TpoBepka KOHTPOIBHBIX PabOT,
Tect
[TK-8 + + + KonTponsHas pabora, Jk3aMeH,
IIpoBepka KOHTPOJIBHBIX PadOT,
Tect

6. UnTepakTBHBbIE MeTOAbI M (GOPMBI OPraHU3aLMU 00yYeHH I
He npenycmorpeno PVYIIL.

7. JIaGopaTtopHbie padoThI

He npenycmotpeno PVYII

8. KoHTposib caMoCcTOsATEIbHOM padoThl

Buas! KOHTpOIISt caMOCTOSTENFHON paObOTHI MpUBENEHBI B Tadbmuie §.1.
Tabmuna 8.1 — Buasl KOHTPOJISI CAaMOCTOATEIBLHON pabOThI

N TpynoeMKocTh dopmHupyemble
No By KoHTpOJIst caMOCTOSITENTbHON PabOThI Py PMIPY
(uac.) KOMIIETCHITUHI
7 cemecTp
1 | KoHTposbHas paboTa ¢ aBTOMaTU3UPOBAHHOMN TIPO- 2 OIIK-1, ITK-8
BEPKOI
Hroro 2
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Tabimue 9.1.

9. CamocTrosiTesqibHasi paboTa
Bunbr camocTosTenbHOM paboThI, TPYAOEMKOCTh U (POPMUPYEMbIE KOMIIETCHIINH TPE/ICTABICHBI B

Tabmura 9.1 — Buasl caMoCTOSTEIBHON pabOThI, TPYAOEMKOCTh U (DOPMHUPYEMBbIE KOMIIETEHITUN

MMMCbMEHHOM peun:

pPETHUYECKOM YacTH Kypca

Bunsl camocrositensHol | TpynoemkocTs, | DopMupyemMblie
HasBanns paznenos a Py ’ PMHPY @DOpMBI KOHTPOJIA
paboThI q KOMITETEHI[HA
7 cemecTp

1 IIpaBoBBIE M CamocrosTenbHOe HU3yye- 16 OIIK-1, [IK-8 | KonTponbHas pabo-
HOPMAaTHBHbIE HUE TeM (BOMPOCOB) TEO- Ta, Tect, Dx3ameH
OCHOBBI pETHUYECKOM YyacTH Kypca
AICTIONPOMSBOACTBA | 116 1roT0BKA K KOHTPOIB- 3

HBIM padboTam

Uroro 19
2 Cranpaptuzanust | CaMoCTOSITENIbHOE U3yde- 16 OIIK-1, IIK-8 |KontpomnbHas pabdo-
npoiiecca HUE TeM (BOPOCOB) TE€O- Ta, Tect, Dk3ameH
JOKYMEHTHPOBAHHS | PETHUYECKOM YacTH Kypca

[ToaroroBka K KOHTPOJIb- 3

HBIM paboTam

Uroro 19
3 OpranuzanoHHo- | CaMOCTOSTENHHOE U3yUe- 18 OIIK-1, [1IK-8 | KonutponbHas pado-
pacriopsiiuTenbHasi | Hue TeM (BOMpPOCOB) TEO- ta, Tect, Dx3ameH
JIOKYMEHTAIHS: pPETHUYECKOM YacTH Kypca
TIOATOTOBKA 1 [ToaroroBka Kk KOHTPOJIb- 4
ogopmrenue HBIM paboTam

Hroro 22
4 CamocTosTenbHOe n3yde- 18 OIIK-1, I1K-8 | KontponbHas pado-
JloKyMeHTallMOHHOE | Hhe TeM (BOIIPOCOB) T€O- Ta, Tect, Dx3ameH
oOecrieueHue PETHUYECKOM YyacTH Kypca
KaJpoBoi paboTe! ITonroroBka K KOHTPOJIb- 4

HBIM paboTam

Uroro 22
5 Opranuzanus CamocTosTeNIbHOE U3yYe- 18 OIIK-1, [TK-8 | KonTposnbHas pado-
paboThI C HUE TeM (BOTIPOCOB) TE€O- Ta, Tect, DKk3ameH
JOKYyMEHTaMu PETUYECKOI YacTu Kypca

[ToaroroBka Kk KOHTPOJIb- 4

HBIM paboTam

Hroro 22
6 CoBpeMeHHbIE CamocTosTeNIbHOE U3yYe- 18 OIIK-1, [IK-8 | KonTponbHas pado-
uHGOpPMAIIMOHHBIE | HUE TeM (BOMPOCOB) TEO- ta, Tect, Dx3ameH
TEXHOJIOTUHU B pPETHUYECKOM YacTH Kypca
ACTOLPOUIBOACTBE | 16 1rotoBKa K KOHTPOITb- 4

HBIM paboTam

Hroro 22
7 Kynbtypa CamocTosTenpHOE U3yde- 18 OIIK-1, IIK-8 | KonTponbHas pabo-
pi (1 (0):10)5%1 HUE TeM (BOPOCOB) TE€O- Ta, TecT, Dk3ameH
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UCTOPHS U [TonroroBka K KOHTPOJIb- 3
COBPEMEHHOCTh HBIM paboTam
Hroro 21
8 OcobeHHocTH CamocTosTenbHOE U3yde- 18 OIIK-1, I1IK-8 | KonTponbHas pado-
sI3bIKA CITYXEeOHOTO | HHUE TeM (BOMIPOCOB) TEO- Ta, Tect, Dk3ameH
JTIOKyMEHTa pETHUYECKOM YyacTH Kypca
[ToaroroBka K KOHTPOJIb- 3
HBIM padboTam
Hroro 21
9 PenaktupoBanne | CamMOCTOSTENbHOE U3YyYe- 16 OIIK-1, IIK-8 |KontpomnbHas pabdo-
TEKCTa CIy’)KeOHOTO | HUE TeM (BOTIPOCOB) TEO- Ta, Tect, Dk3ameH
JOKYMEHTa PETHUYECKOM YyacTH Kypca
[ToaroroBka K KOHTPOJIb- 3
HBIM paboTam
Hroro 19
BrinosHeHne KOHTPOJIIb- 2 OIIK-1, I[IK-8 | KontponbHas pado-
HOM paboTHI Ta
Hroro 3a cemectp 187
[ToaroroBka u cnava k- 9 DK3aMeH
3aMeHa
Hroro 196

10. KoHTposb caMocTOATEIbHOMH PadoThl (KypCcOBOM NPOEKT / KypcoBasi padora)
He npenycmotrpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU YCIIeBaeMOCTH 00y4aromuxcst
PeittuHroBas cucrema He UCIIOIB3YETCA.

12. YueOHO-MeTOAM4YeCcKOEe M HHGOPMALMOHHOE o0ecrieyeHre JUCHMIITIHHbI

12.1. OcHoBHas JuTEpaTypa
1. IHysanosa H. H., IBanosa A. FO. OcHOBBI J1e10MpOU3BOACTBA. SI3BIK CIYKEOHOTO TOKYMEHTa
[DnmekTpoHHBIN pecypc]: yIeOHHK M MPAKTHKYM JIJIs aKkajgeMudeckoro OakamaBpuara. — M. : U3narens-
ctBo IOpaiit, 2016. — 376 c. JlocTyn u3 auuHOTO KabMHETa cTyneHTa — Pexxum goctyna: https://biblio-
online.ru/book/E472872E-07FD-4FDA-A714-897DACSE36DA/osnovy-deloproizvodstva-yazyk-
sluzhebnogo-dokumenta (nata obpamenus: 25.12.2018).

12.2. lonoiHuTEIbHAS JIUTEpaTypa

1. Kyznenos, U. H. JlokymeHTarmonHoe obecrieueHue yrnpasiaeHus. JJokyMeHTo000pOoT U J1e10-
MPOM3BOJCTBO [DIEKTPOHHBIN pecypc|: YIeOHUK M MPaKTUKYM JUTS MpHUKIaAHOTO OakanaBpuara / U. H.
Ky3nenoB. — 3-e uzn., nep. u aon. — M. : U3garensctBo FOpaiit, 2018. — 461 c. JocTyn u3 JUYHOTO
KaOuHeTa cTymeHTa. — Pexum pgocrtyma: https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo
(mata oOpamenwus: 25.12.2018).

2. Jloponwuna, JI. A. Opranu3aiys ¥ TEXHOJOTHS JTOKYMEHTAIIMOHHOTO OOECIICUCHUsS yIpaBiie-
HUS [ DIEKTPOHHBIN pecypc]: yueOHUK U MPaKTUKYM ISl akajeMudeckoro Oakanaspuata / JI. A. JlopoHu-
Ha, B. C. UpurukoBa. — M. : U3marenscTBo KOpaiit, 2018. — 233 ¢. JlocTymn U3 TUYHOTO KaOMHETA CTY -
JICHTA. — Pexum JoCTyTa: https://biblio-online.ru/book/19DADB52-959C-40DA-B18F-
C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya (mara o6-
pamenusi: 25.12.2018).
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12.3. YueOHO-MeTOAHYECKHE MTOCOOUHA

12.3.1. O0s3aTenbHbIC y4eOHO-METOAMYECKHE TOCOOHS

1. JKuranosa B.H. O0uuii u 371eKTpOHHBIA JOKYMEHTO000POT: 31eKTpoHHBINH Kypc / B.H. Xura-
noBa. - Tomck: TYCVYP, ©J10, 2018. locTyn U3 IMYHOrO KaOMHETa CTy/IeHTa

2. JKwuranosa B.H. O6muii u 31eKTpOHHBIN JOKYMEHTOOOOPOT [DNEKTPOHHBIHN pecypc|: MeToau-
YeCKHe YKa3aHHUs 110 OpraHu3aluu CaMOCTOSTEIbHON padoThl AJIS CTYAEHTOB 3a04HOM (hOpMBI 00yUEHHUS
HanpasieHuit 38.03.01 DxoHomuKka , 00y4arOIIKXCsl ¢ MPUMEHEHHEM JUCTAHIIMOHHBIX 00pa30BaTeNbHBIX
texnonoruii / B.H. XKuranosa, B.}O. [lubynpaukoBa. — Tomck : @10, TYCVYP, 2018. Joctyn u3 IUYHOTO
kaOuHetra ctygeHta — Pexum pocryna: https://study.tusur.ru/study/library/ (mata oOparmenus:
25.12.2018).

12.3.2. YueOHO-MeTOAMYeCKHE MIOCOOMS 1JIs1 JIMI € OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbS H
HHBAJIM/I0B

Y4eOHO-MEeTOAMUECKNE MaTepUabl ISl CAMOCTOSTEIBHON M ayTUTOPHOM paboThl 00ydaromumxcs
U3 YHCiIa JIUI C OTPAaHUYCHHBIMU BO3MOXKHOCTSIMU 3/10POBbSl U MHBAIMIOB MIPEAOCTABISIIOTCS B (hOopMaXx,
a/IalITUPOBAHHBIX K OTPAaHMYCHHUSIM UX 3/I0POBbS M BOCIIPUATHUS HH(DOpMAITHH.

JIJ1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe YBETMYECHHBIM HIPHUPTOM.

JI1s1 JIMI ¢ HAPYIIEHUSIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie"yaTHOU hopme.

JI71s1 JIM1 ¢ HAPYLIEHHSIMH OTIOPHO-IBHI aTeJILHOTO anmapara:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B reyaTHou (opme.

12.4. IipodeccuonanbHbie 6a3bl JAHHBIX U HHPOPMALHOHHBbIE CIIPABOYHBIE CHCTEMbI
bubmnoreka TYCVYP - https://lib.tusur.ru/ru/resursy/bazy-dannyh/uis-rossiya
Odunmanpuelii calt Mundpuna PO http: //www.minfin.ru
Odunmaneueiii caidt ['ockomcrata PO http: / www.gks.ru
CrnoBapb S5KOHOMHUYECKUX TEpMUHOB http://economicportal.ru
5. Koncynerantlmroc: www.consultant.ru (IocTyn U3 JHYHOTO KaOMHETAa CTYICHTA IO CCHUIKE
https://study.tusur.ru/study/download/)
6. DObC «IOpaiit»: www.biblio-online.ru (moctyn u3 JTUYHOro KaOWHETa CTY/AEHTA IO CCBUIKE
https://biblio.fdo.tusur.ru/)
7. DKOHOMHYECKHE pa3felibl TOMCKOBBIX CHCTEM OO0IIero Ha3HadeHus http://www.google.com/»
8. eLIBRARY.RU http://www.elibrary.ru

13. MartepuajibHO-TEXHUYECKOE o0ecnedyeHue TUCIUIINHBI U TpedyeMoe MporpaMmMHoe
o0ecneueHnune

AW~

13.1. O6uue TpedGOBaHUSI K MATEPHATbHO-TEXHMYECKOMY M MPOrPAMMHOMY 00eCceYeHH 0
AUCHUTLTHHBI

13.1.1. MaTrepuaJbHO-TEXHHYECKOE U MPOrPpaMMHOe o0ecredyeHre JHCIUIITTHHBI

Kabuner my1st caMoCTOATELHOM pabOThI CTYICHTOB

yueOHas ayTUTOpHsI AJIsl TPOBEACHHMSI 3aHATUH JTa00paTOPHOTO TUIIA, IIOMEIICHUE IS IPOBEICHUS
TPYMIOBBIX U UHIUBUAYAIbHBIX KOHCYJIBTAIINM, TOMEIIEHUE AJIsl MPOBEACHUSI TEKYIIIET0 KOHTPOJIS U MPo-
MEXYTOYHOU aTTeCTAlUU, TOMEIICHHE 1T CAMOCTOSTEIIbHON paOOThI

634034, Tomckas obnacts, T. Tomck, Bepmuauna ynuna, n. 74, 207 ayn.

Onwucanue uMeroierocs 000pyI0BaHuUs:

- KommyTtaTop MicroTeak;

- Kommbrorep PENTIUM D 945 (3 mit.);

- Komnstorep GELERON D 331 (2 mt.);

- Kommuiekt cienmanusupoBanHoi yueOHoOW MebOenu;

- PaGouee mecto npenogaBares.
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[TporpamMHOe obecrieueHue:

— T-zip

— Google Chrome

— Kaspersky Endpoint Security 10 gns Windows
— Microsoft Windows

— OpenOftice

13.1.2. MaTrepuaJibHO-TEXHHYECKOE H MIPOrPaMMHoOe o0ecredyeHne JJIs1 CaMOCTOSITe IbHON padoThl
Jlnst caMoCTOSATEIbHON PabOThl MCTONB3YIOTCS y4E€OHBIE ayIUTOPUU (KOMITBIOTEPHBIE KIIAcChl),
PacCIOJIOKEHHBIE TIO aJIpecaM:
- 634050, Tomckast obmacTs, r. Tomck, Jlennna mpocnexr, a. 40, 233 ayn.;
- 634045, Tomckas obnacts, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayx.;
- 634034, Tomckast o6macTh, r. Tomck, Bepmmanna ymuna, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTb, . Tomck, Bepimmanna ynua, 1. 74, 207 aya.

CocTtaB 060pyI0BaHMS:

- yueOHast MmeOerb;

- koMnbroTeps! ki1acca He Huke [IDBM INTEL Celeron D336 2.8 T1. - 5 mwiT.;

- KOMIBIOTEPHI MOIKIIOYEHB! K ceTH «/HTepHeT» M 00ecneYnBaioT IOCTYI B AJICKTPOHHYIO WH-
(opMamoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

[lepeyeHp MPOrpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

13.2. MaTepuaibHO-TeXHHYecKoe o0ecnieueHre TUCHMIIIMHBI VIS JIMI[ C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHHE NUCHMIUIMHBI JUIIAMHA C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI U WHBAIUIAMHU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEICTB 00ydeHHs OOIIEro U CHEeUaIbHOI0 Ha3HAUYeHUsL.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUAMH CJIyXa MPEyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOILEH anmapaTypbl, MyJIbTUMEIUHHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/nepena-
4yi y4yeOHOM nH(POPMALIUU B TOCTYIHBIX (POpMax, MOOMIIBHOM CUCTEMBI MTPETOaBaHus Il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN CHCTEMBbl. YueOHas aynuTopHus, B KOTOPOH 3aHUMAIOTCS
oOydJarolyecs: ¢ HapylIEeHHEM CllyXa, 000pYy/I0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUICO-
TEXHUKOMU, AJICKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX ¢ 0OYUYAIOLUIMMUCS ¢ HAPYLIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BAaHUE B
JIEKIIMOHHBIX U YYEOHBIX ayAUTOPHUAX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX 0OBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WM CJIaiijia Ha SKpaHe) P IOMOIIH BUACOYBEINIUTENEH A1 KOM(POPTHOTO IPOCMOTPA.

[Tpu 3aHATHAX ¢ O0yYarOUIMMUCS ¢ HAPYLIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTEPHATUBHBIE YCTPOHCTBA BBO/IA HH(OPMAIIMHK U IPYTHE TEXHUUECKUE CPENICTBA ITpreMa/epe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEMbl OOy4eHUs JUIs JIOAEH ¢ UHBaA-
JIMTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U METOAMYECKHE PeKOMEHAAIUH 110 OPraHU3aluu U3yYeHHUs
AUCHUTLTHHBI

14.1. Conepmalme OLCHOYHBIX MATCPHAJIOB U METOANIECCKUEC PEKOMECHAAIIUH
I[J'ISI OLICHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I H YPOBHA OCBOCHHA 3aKPCINJICHHBIX 3a ﬂHCHHHHHHOﬁ
KOMITC TEHITHUM HCIOJIB3YIOTCA OCHOYHBIC MaTCpHUaJibl B COCTABE!

14.1.1. TecToBBIC 3a1aHUA
1. JdaTb onpeaenenne JOKyMEHTUPOBAHUIO:
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a) JlokyMeHTHpOBaHUE — ATO MPOIIeCC co3AaHus U 0OPMIICHUS JTOKYMEHTOB;
b) lokymeHTHpOBaHNE — 3aTUCh MH(POPMALIUK HA HOCUTEJNE 110 YCTAaHOBJIEHHBIM MTPaBUIIaM;
¢) JoxymeHTupoBaHue — o0ecreyeHrne CBOEBPEMEHHOTO U MPABMIIBHOTO CO3JaHUsI TOKYMEHTOB;

d) JlokymeHTupOBaHuE — 3alMuCh MH(OPMALMK Ha PA3TUYHBIX HOCHUTENSX MO YCTaHOBJICHHBIM
MIpaBHIIaM.

2. Jlath omnpeeneHne T0KyMEHTY:

a) JlokyMeHT — 3T0 3a()MKCHpPOBAHHAS HA MaTePHAILHOM HOCHTENEe MH(POPMAIHS C PEKBU3UTAMH,
HO3BOJISIFOIUMHU €€ UJICHTU()UIIUPOBATH;

b) JlokymeHT — 3T0 3adMKCUpOBaHHAs HA HOCUTEJIE HHPOPMAIIUS C PEKBU3UTAMH, ITO3BOJISIOIIUMHU
ee UICHTU(UIIPOBATS;

¢) JIokyMeHT — 3T0 MaTepualIbHBIA HOCUTENb ¢ HH(OpMaIUeH, TTO3BOJISIONINNA €€ WACHTUDHUITHPO-
BaTh;

d) JoxymeHT — 3TO criocod ¢ukcanuu nHGoOpMaIuy.
3. Yro Takoe opunraIbHBINA JOKYMEHT?

a) OdunmanbHbIl JOKYMEHT — JOKYMEHT, CO3JIJaHHBIM OpraHU3alluel, JOMKHOCTHBIM JIUIIOM HWIIH
rpax1aHUHOM, O(OPMIICHHBIN B YCTaHOBJICHHOM HOPSIJIKE;

b) OdunmanbHBI JOKYMEHT — JOKYMEHT, IpeIHa3HAYCHHBINA JJIs Tepelaull JpyroMy JHIY IOpHU-
JUYECKUMU WIH (PU3MUECKUMHU JIMIIAMU B YCTAHOBJIEHHOM TOPSIIIKE;

¢) OdurnmanbHBIA JOKYMEHT — JTIOKYMEHT, CO3/IaHHbIN, 0()OPMJICHHBIN U YIOCTOBEPEHHBIN B yCTa-
HOBJICHHOM MOPAAKC IJISI MHOTOKPATHOT'O MUCITOJIb30BAHUAA.

d) Her npaBuibHOTO OTBETA
4. Yrto TaKkoe 3JEKTPOHHBIN JOKYMEHT?

a) DIEeKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HH(pOpMAIlHs KOTOPOTO MpeIHa3HaueHa A nepeaa-
Yy ApYromy JuLy;

b) DAEKTpOHHBIA MTOKYMEHT — 3TO O(UIMAIBHBIA JTOKYMEHT, TIPEICTABICHHBIN B DJEKTPOHHOM
opme;

¢) DIEKTPOHHBIM JOKYMEHT — 3TO AOKYMEHT, HH(OpMalHs KOTOPOTO MpEeACTaBIeHa B AIEKTPOH-
HO dopme;

d) DneKTpOHHBIH MOKYMEHT — 3TO OQUIHMAIBHBIA JOKYMEHT, NPEICTABICHHBIN B 3JIEKTPOHHOM
@opMe ocJjC €ro noArnrucCaHnus AOJLKHOCTHBIM JIMIIOM B MOPAAKC, YCTAHOBJICHHBIM 3dKOHOHOATCJIHLCTBOM
PO.

5. Yro npencrasisier coboit opopmieHue J0KyMeHTa?

a) OdopmiieHne T0KyMEHTa — 3TO MMPOCTABIEHUE HA JOKYMEHTE HEOOXOAUMBIX PEKBU3UTOB;
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b) OdopmieHnne JOKyMEHTa — 3TO COTIIACOBAHMUE IOKYMEHTA, MONMCAaHNEe JOKYMEHTA,

¢) OdopmieHue TOKyMEHTa — 3TO MPOCTaBICHHE PEKBU3UTOB JJISi OPTaHU3ALMM ONEPATUBHOIO
MOMCKA JOKYMEHTOB;

d) Het nmpaBunbpHOTO OTBETA.

6. Uto npencrapisieT coboil cuctema JOKyMEHTaIuu?

a) [Tox cucremoit JOKyMEHTAalMK TOHUMAETCSl COBOKYITHOCTD JJOKYMEHTOB, IIPEAHA3HAYCHHBIX IS
o0ecrieueHNs U PEryIMPOBaHUS JSSITEIbHOCTH OPTaHOB BIIACTH, YUPEKIACHUH, MPEANPHUATHH U OpraHu3a-
LM

b) Cuctema JOKyMEHTAIMH MPEACTABISAET OO0 COBOKYITHOCTh TOKYMEHTOB, B3aMMOCBSI3aHHBIX
10 TpU3HAKaM HPOUCXOXKICHUS, Ha3HA4YCHUs, BUAA, chepbl NEATENbHOCTH, €AWHBIX TPEOOBaHMH K HMX

odopmiieHuIo;

¢) Cucrema JOKyMEHTAIMH TPECTABISAET COOON KOMILIEKC B3aUMOCBSI3aHHBIX JOKYMEHTOB, B KO-
TOPBIX MOCIIEA0BATENILHO OTPAXKACTCS AEATEIbHOCTh OTPACIIN TOCYAaPCTBEHHOTO YIIPaBICHNUS;

d) Cucrema JOKyMEHTAallMH MPEACTABISET COOON COBOKYIMHOCTh IOKYMEHTOB, B3aUMOCBSI3aHHBIX
10 TIPU3HAKaM Ha3Ha4YeHus!, chepsl AeATEIbHOCTH U €UHBIX TPEOOBaHHH K UX 0(OPMIICHHIO.

7. KakoBbI ATarsl NOATOTOBKU PaCOPAIUTEILHOTO TOKyMEHTa?
a) OTO COIIaCOBAaHUE JIOKYMEHTA, NOANNCAHUE JOKYMEHTA;

b) DT0 U3ydyeHHe ynpaBIeHYECKOro BOMPOCa, MOJrOTOBKA MPOEKTA PACIOPIIUTEIHLHOIO JOKYMEH -
Ta, COMNIACOBAHUE JOKYMEHTA, OANUCAHNE TOKYMEHTA;

¢) OTO M3ydeHHE YIPaBJIEHYECKOro BOMPOCAa M MOATOTOBKA MPOEKTa PaCHOPSAUTEIBHOIO JIOKY-
MEHTA;

d) DTo m3ydyeHue ympaBIEHYECKOrO0 BOIpOca, Cephl AEATENLHOCTH, €IWHBIX TpeOOBaHHH K
o(opMIICHHIO ¥ TTOATOTOBKA MTPOEKTA PACTIOPAAUTEIFHOTO JOKYMEHTA.

8. Kak Benetcst Hymepanusi IpruKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

a) Ilo mopsnKy ¢ MOMEHTa CO3/1aHUs OpraHU3alluu, HO OT/IEIbHO OT MPUKA30B [0 JIUYHOMY COCTa-
BY;

b) B npenenax mecsina, HO OTAEIBHO OT MPHUKA30B O JIMYHOMY COCTaBY;

¢) [Moapsin B mpenenax pruHAHCOBOTO T0/1a, COBMECTHO C NMPHKAa3aMH 10 JUYHOMY COCTaBY;

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

9. Kak ocymiecTBisieTcs cornacoBaHue JOKyMeHTa?

a) CornacoBaHue OCYyIIECTBISCTCS ITyTeM BU3UPOBAHUS WM IPOCTABICHUS I'pUda COTIacoBaHus;

b) IIpoBonuTCs OLEeHKA MPOEKTa O(QUIIMATBFHOTO JOKYMEHTa 3aWHTEPECOBAHHBIMU OpPTraHU3aIU -
MU, JODKHOCTHBIMHU JIMLAMU, CIIELUATUCTaAMU. ;
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C) ITomaOCTRIO IMOATOTOBJICHHBIC MPOCKTHI JOKYMCHTOB ITPCACTABIAIOTCA HAa COITTIaCOBAHUC TOJIK-
HOCTHBIMHU JIMIIaMH, CIICHHUAJIMCTAMH,

d) ILOKYMGHTBI BCTYINAOT B CUJTy C MOMCHTA UX COITIaCOBAHUA U JOBCACHHA 10 CBCACHHA UCIIOJ-
HUTCIIA.

10 . 3 xakux ABYX 4acTel COCTOUT TEKCT JOKYMEHTOB?

a) BBogHO# 1 KOHCTaTUPYIONICH;

b) BBogHO# 1 OCHOBHOIA;

¢) OCHOBHOM ¥ pacropsIIUTEIILHOM;

d) Koncratupyromei 1 paciopsiuTeIbHOM.

11. Kako¥ TOKYMEHT COCTaBIISI€TCSI KOMUCCUEH MPU BBIACICHUN JOKYMEHTOB K YHUYTOKEHHUIO?
a) AxT;

b) Crpagka,;

c¢) JlokmagHas 3ammcka;

d) OOBsicHUTEIbHAS 3aIHCKA.

12. Ha xakomM JOKyMEHTE HE YKa3bIBA€TCSl Ha3BaHHUE BUJA JOKYMEHTA?

a) Ha Grnanke npukasa He yka3bIBaeTCsl Ha3BaHHUE B JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE YKa3bIBaeTCsl HA3BaHKUE BUA TOKYMEHTA;

¢) Ha 6nanke oduimaasHOTO MUChMa HE YKa3bIBAETCs Ha3BaHUE BUJIA JJOKYMEHTA,

d) Ha Gmanke pemeHus He yKa3bIBaeTCsl HA3BaHUE BHUJIA IOKYMEHTA;

13. Ha 6mankax JOKYMEHTOB HErOCYIaPCTBEHHBIX CTPYKTYP MPOCTABIISACTCS:

a) ['ocymapctBennslii repo PO;

b) I'ep6 cyonekTa PD;

¢) sM0semMa opraHu3alliy Wi TOBAPHBIN 3HAK;

d) ToBapHBIii 3HAK.

14. K opraHu3alluOHHBIM TOKYMEHTaM OTHOCSIT:

a) MOJIOKEHUE, YCTaB, MPUKa3, CTPYKTYpHAas U IITaTHAs YUCIEHHOCTb, MHCTPYKIHS, JOTOBOP;
b) monoxkeHue, ycras, akT, CTPYKTypHas U IITaTHAsl YUCICHHOCTh, MHCTPYKIIMS, IOTOBOD;

C) MOJIOKEHUE, YCTaB, IPHUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAsl YUCIEHHOCTb, UHCTPYKLHUSA, J10-
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rOBOD;
d) monoxxeHue, ycTaB, periiaMeHT, CTPYKTypHast U IITaTHAsl YUCICHHOCTb, HHCTPYKIUS, TOTOBOP.

15. I[BI/DKGHI/IC AOKYMCHTOB B OpTraHHU3alli ¢ MOMCHTA UX CO3JaHUA WUJIU MOJIYYCHHUA 40 3aBCPIIC-
HUA UCIIOJIB30BaHMA WX OTIIPABKU HA3bIBACTCA:

a) JlokymeHT0000pOTOM;

b) [ToTokOM JOKYMEHTOB;

¢) O6paboTKOI JOKYMEHTOB;

d) Perucrpamueii jokymMeHra.

16. Peructparuu noasieskatr JOKyMEHTbI
a) Bxomsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYMEHTOB.

17. Yto Takoe HOMEHKJaTypa Jaei?

a) Homenkmnarypa nen — 3To Bce IOKYMEHTBI Ha TIPEANPUATHH;

b) Homenknartypa nien — 370 cucTeMaTu3UpOBaHHBIN MepeYeHb 3aBOAMMBIX B OpraHU3aIlluH JIeNd ¢
yKa3aHHEM CPOKOB MX XpaHEHUs, 0(pOPMIICHHBII B yCTAaHOBICHHOM IOPSIIKE;

¢) Homenkmarypa e — 3To TOKyMEHTBI, TpeOYIOIIre HCTIOTHEHHUS;

d) Het mpaBunpHOTO OTBETA

18. B nokymeHTax, opopMIIEHHBIX Ha ABYX U 0oJiee JMCTaX HOMEpa CTPAHUIL TPOCTABIISIOTCS. ..
a) Co BTOpOIi CTpaHUIIBI B BEPXHEM MPABOM YTy TOJIS JIMCTa apabCcKuMu 1udpamu;

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

¢) Co BTOpOIi CTpaHUIIBI TOCEPEIMHE HIKHETO MO JIUCTa apaOCKUMHU I pamu;

d) ITocnenoBaTenbHO Ha KaX/10i CTpaHUIIE B IPABOM HUKHEM YIITy apaOCKUMHU IUPpamMHu.

19. Kakue cBeneHus cogepxarcs B TPYA0BOW KHUKKE?

a) TpynoBasi KHMKKA OTHOCHTCSI K YHCIY OCHOBHBIX JJOKYMEHTOB, TIOATBEPKAAIONMINX OO, He-
MIPEPHIBHBIN U CHIEIUATBHBIN CTaXK PaOOTHI;

b) TpynoBast KHUXKKa SIBJII€TCSI OCHOBHBIM JJOKYMEHTOM IO Y4ETy MepCOHaNIa MPEeaIpUATHS, KOTO-
past 3aBOIUTCS Ha BCEX paOOTHUKOB MPEIIPUATHS, MPUHATHIX HA TIOCTOSHHYIO WJIM BPEMEHHYIO PadoTy;
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¢) TpynoBasi KHMXKKa MPEACTABIISET COOOM COBOKYIMHOCTh JOKYMEHTOB, COJACPKAIIUX CBEICHUS O
pabOTHUKE;

d) Her nmpaBunsHOTO OTBETA.

20. AkTbl, mUchbMa, (aKChl, CIIPABKH, JOKJIATHBIE 3aITUCKH OTHOCSTCS K:
a) OpraHu3alMOHHBIM JOKYMEHTAM MPEANPHUITHS;

b) pacriopsiANTEILHBIM JOKYMEHTAM TPEIITPUATHUS;

C) TIOKyMEHTaM IO JUYHOMY COCTaBY MPEANPHUATHS;

d) nadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHS.

21. C xakumu Bugamu uHpopManuu (1o ¢popme e€ mpencrabiieHns) Bel MokeTe CTONKHYTHCS B
cBOeH TpodecCHoHaANTBHOM IeATeTLHOCTH?

1) TekcroBasi, uncioBas, rpadudeckas, TabaIuaHas

2) Hay4Has, cCollMaIbHas, MOJIUTUYECKasi, SDKOHOMUYECKasi, peTUrno3Has
3) Bu3yanbHasi, 3ByKOBasi, TAKTHJIbHAS, OOOHSTEIbHAs, BKyCOBas

4) maremMatudeckasi, OMOJIOTHYeCKasi, MEAUITUMHCKAS, TICUXOJIOTHYECKAs

14.1.2. Dx3aMeHALMOHHBbIE TECTHI

[TpuBeaeHsl mpUMEpbl TUIOBBIX 33JaHUHN U3 OaHKA HK3aMEHALMOHHBIX T€CTOB, COCTABJICHHBIX IO
NPOMIEHHBIM pa3ziesiaM TUCIIUTUTHHBL:

1 O6beM JOKyMEHTOO00pOTa — ITO:

1) KOTMYECTBO JTOKYMEHTOB, MTOCTYIHUBIINX B OPTaHU3AIMIO U CO3aHHBIX B HEW B TEUCHHE OIpe-
JIeIEHHOTO BPEMEHH

2) KONMWYECTBO MCXOIAIINX JOKYMEHTOB, HAIPABJICHHBIX KOHTPAreHTaM OpraHU3aIuu

3) Ka4yecTBO TEXHOJIIOTHYECKOW OCHALIIEHHOCTH MIPOLIECCOB PabOTHI C JOKYMEHTaMHU

2 Bb16op opranu3zaniioHHON (hOPMBI 1€J0MPOU3BOJCTBA 3aBUCHUT OT:

1) BUa BHYTPEHHUX JOKYMEHTOB

2) oobeMa TOKyMEHTO0O0pOoTa

3) kayecTBa NOATOTOBKU JOKYMEHTOB

3 Pezomrorus:

1) siBIII€TCSI OCHOBHBIM PEKBU3UTOM PETUCTPALIMH JOKYMEHTA

2) SBIIACTCS TOTIOIHUTEILHBIM PEKBU3UTOM PErHCTPALNHN TOKYMEHTA

3) He sABJIAETCS PEKBU3UTOM PETHCTpalun

4 Bxopsmiue, ICXOISIINE U BHYTPEHHHUE JOKYMEHTHI:

1) 3anMchIBatOTCS B OOIIUH KypHAII

2) perucTpupyroTcs OTIEIbHO

3) BHOCATCSI B HOMEHKJIATYpy A€

5 Beibepute BepHOE yTBEpKICHHE.

1) noanexamue perucTpanuu JOKYMEHTBI JOJDKHBI ObITh MEPEUUCICHbl B UHCTPYKIMU O JEI0-
MIPOM3BOJICTBY OpTaHU3aLIUU

2) peructpupyercst abCOIIOTHO BCS BXOZSIIAs KOPPECTIOH ICHIIHS

3) )xypHaibHas popMa PETUCTPALUU HCIIONB3YETCsl B OpraHU3alusixX, JOKYMEHTOO00pOT KOTOPBIX
coctainset 6onee 1000 TOKyMEHTOB B IO

6 Beibepute BepHOE yTBEp)KICHHE.

1) Bce 6e3 UCKITIOUEHHUSI BXOAALINE JOKYMEHTHI IIEpEIaloTCsl Ha PAaCCMOTPEHUE PYKOBOJUTEINIO Op-
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raHu3aIun

2) anpecoBaHHbBIE HEMOCPEICTBEHHO CTPYKTYPHBIM IMOJApa3AEICHUSIM WU JOHKHOCTHBIM JIMLIAM
JIOKYMEHTBI TIEPEIAl0TCS TI0 HA3HAYCHUI0 0€3 PaCCMOTPEHUST PYKOBOAUTEIEM

3) mocne paccMOTpeHUs TOKYMEHTa PYKOBOAMUTENb MEPEAAET €ro HEMOCPEICTBEHHO NCIIOTHUTEIIO

7 HoMeHKI1aTypa nen — 3710:

1) cucTeMaTU3MpPOBAHHBIN MepeueHb JeJl, 3aBOJUMBIX B OpPraHU3allid, C YKa3aHHEM CPOKOB HX
XpaHeHUs

2) perucTpalMoOHHO-KOHTpOJbHAs (opMa, B KOTOPYIO BHOCATCS CBEIEHHUS 00 UCTIOIHEHUU JOKY-
MEHTA, CTABUTCS MOJMUCH JIUIIA, TIOATBEPKIAIOIIETO UCTIOTHEHNE (OTBETCTBEHHBIN UCTIOTHUTEN), U AaTa

3) 3NMEKTPOHHBIN KypHAI JIsl KOHTPOJISL UCIIOJTHEHUSI TOKYMEHTOB

8 Eciiu B 1€710 MOAIIMBACTCSI KOHBEPT C BIOKEHUSMHU:

1) HymepyeTcs TOIBKO caM KOHBEPT

2) cHauaa HyMepyeTcs KOHBEPT, a 3aTeM OYepPeIHBIM HOMEPOM KaXKJ10€ BIOKEHUE B KOHBEPTE

3) HyMepyIOTCS TOJBKO BIOXKEHHUS B KOHBEPTE

9 CranmapTuzanus — 3To:

1) yrpaBisieMoCTh JOKYMEHTAIIHOHHBIX TTOTOKOB

2) co3maHue U THPAKUPOBAHKUE TOKYMEHTOB B CUCTEME YIIPABIICHUSI OpraHU3aIHeH

3) AesTenbHOCTh MO YCTAHOBICHHUIO MPABWII U XapaKTEPUCTHUK B LEISIX UX JOOPOBOJILHOTO MHOTO-
KpPaTHOTO MCIIOTb30BAHUS

10 Yauduxkamus J0KyMEHTOB HallpaBjIeHa Ha:

1) ycnoxxueHue paboThl ¢ JOKyMEHTaMU

2) yBeNWYEeHHE KOJIMYEeCTBA MPUMEHIEMBIX B OPraHU3allii JOKYMEHTOB

3) ycTaHOBJIEHHE €IMHOOOPA3us cocTaBa U (hOpM YIIPABICHYECKUX TOKYMEHTOB

11 OGmepoccuiickuii knaccudukarop ynpasieHdeckor nokymentanuu (OKVY]I) mpemnnasHaveH
TUTST:

1) KomupoBaHUS TEXHUKO-DKOHOMUYECKON U COIMAIbHON MH(pOpMAIUH

2) yBenUYeHHsI KOIIMYECTBA MPUMEHSIEMBIX ()OPM YIIPABICHYECKON JOKYMEHTAIIHH

3) UCKIIIOUEHUS U3 00paIleHUuss HeYHU(DUIIMPOBAHHBIX (DOPM TOKYMEHTOB

12 DnexTpoHHBIN JOKYMEHT — 3TO:

1) noxymeHTHpOBaHHAsE MHPOpPMAITWs, TTPEACTABICHHAS B JIEKTPOHHO-IIU(PPOBOH hopme

2) MHOTO(YHKITHUOHAIBHBIH JOKYMEHT

3) aneKTpOoHHBIN 00MeH nHpopmaruen

13 Cuctema snexktponHoro aenonpoussoacTsa (CO/):

1) He obecrieunBaeT EHTPATM30BAHHOE XPaHEHNUE TOKYMEHTOB B JIOOBIX (popmaTax

2) obecrnevnBaeT yrpaBieHUEe JOKYMEHTaAMH TOJBKO C TIOMOIIIBIO JKECTKOTO OMpEACTICHUS MapIIpy-
TOB JIBHYKEHUS

3) mpenycMaTpUBaeT 4€TKOE pa3rpaHUUYeHHE TOCTYIA MOIh30BATENeH K PA3TUYHBIM TIOKYMEHTaM

14 ABTomMatu3zanus AeIONPOU3BOICTBA!

1) naeT BO3MOXKHOCThH BKIIFOUCHHSI B €IMHBIN JIETIONPOU3BOJICTBEHHBIN UK OTHATIEHHBIX CTPYK-
TYPHBIX MOAPA3ACICHUN

2) He MO3BOJISAET pa3rPaHUINBATh JOCTYI K JTOKYMEHTAIMOHHBIM pecypcaM OpraHu3aIluu

3) nOBBIIIAET YPOBEHb HUCTIOHUTEIBCKON KYIbTYpHI IIEPCOHANA

15 Ouuncgposanue — 310:

1) mporenypa CKaHUPOBAHMSI M TIEPEBOIA IOKYMEHTA U3 aHAJIOTOBOTO B ITUGPOBOIM popmaT

2) cioco0 MOATBEPKACHUS IOPUINUECKON CHITBI HIICKTPOHHOTO JJOKYMEHTA

3) ympaBieHue IeKTPOHHBIM IOKYMEHTOIIOTOKOM

16 Pabora ¢ BHyTpEHHUMH JOKYMEHTAMH OPTaHU3AIMH B CUCTEME IIIEKTPOHHOTO JTOKYMEHTO000-
poTa mpeaycMaTpUBaET:

1) TonbKO TIepeaauy JOKYMEHTOB COTPYAHUKAM Ha MCIIOTHEHNE/03HAKOMIICHHE

2) mepenady JAOKYMEHTOB COTPYAHHMKAaM Ha HCIOJHEHHE/O3HAKOMIJIEHHE W KOHTPOJb ABW)KEHUS U
WCTIOTHEHWUSI TOKyMEHTOB

3) mojiepKKy MOJTHOTO IUKJIa paboThI ¢ MPOEKTaMHU JOKYMEHTOB

17 MetagaHHbie — 3TO:

1) uadopmarust, uaeHTHGUIIUPYIOIIAs HHPOPMAITMOHHBIE PECYPCHI
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2) IaHHBIE, COCTABIISIIOIINE COJACPKAHUE IOKYMEHTA

3) undopmariusi, odecreunBaromas MUK )KU3HU JOKYMEHTa

18 JlokyMeHTHasl TMHTBUCTUKA OOBETUHSIET:

1) TMHTBUCTHUKY JEJIOBOI MUCHMEHHOMN PeYH M TOKYMEHTOBEICHHE
2) TMHTBUCTUKY ITyOJMYHBIX BBHICTYIUICHUN U HAYYHBIX MyOIMKani
3) mpaBuiIa I€IOBOTO 3TUKETA M YIIPaBJICHUE OpraHu3aInen

19 HopmatuBHBIi aclieKT KyJIbTypbl pe4r — 3TO:

1) cobmoneHue SI3bIKOBBIX HOPM

2) opranuzanusi s3bIKOBBIX CPEICTB

3) UCIOJIb30BaHUE PA3NTMYHBIX CTHIICH OOIIEHUS

20 OTIMYUTENHHON YepTOl MMCbMEHHOTO O(QUIATIBLHO-1EJI0BOTO CTHIIS SIBIISICTCS:
1) cBOOOIa BBIpAKEHUM

2) madocHOCTD

3) pernaMeHTHPOBaHHOCTh

14.1.3. TeMmbl KOHTPOJILHBIX padoT
"OOUIMii U TEKTPOHHBINA JOKYMEHTOOO0OPOT":
| B npuka3zHOM 1e10npOU3BOJICTBE:
1) NpUMEHSATNCHh HEKOTOPbIE METOBI 3aIUThI JOKYMEHTa OT (hasibCupUKAILNU
2) peKBU3UTHI BCET/Ia YETKO BBIJACIISIIUCH U3 TEKCTA JOKYMEHTA
3) ObLIN NPUHATHI TOJIBKO YCTOHUMBBIE KOMMYHUKATUBHBIE (DOPMBI
2 OdunmanbHO-1E€TOBON CTHIIb PEYX TPUMEHSETCS:
1) TonpKO B chepe BHYTPUTOCYAAPCTBEHHBIX J€TOBBIX OTHOLICHUN
2) TOABKO B chepe MEKIroCyAapCTBEHHbBIX J€IOBbIX OTHOIIECHUN
3) B chepe BHYTPUTOCYIAPCTBEHHBIX M MEKTOCYJAPCTBEHHBIX JI€TOBBIX OTHOIIECHUI
3 bnaro3ByuyHble SKBUBaJIEHThI, 3aMEHSIOLUE PE3KUE CJIOBA B JIEJIOBOM IMHCHME, — 3TO:
1) sxaproHu3Mbl
2) sB(heMu3Mbl
3) meradopsl
4) runep060JbI
4 SI3bIK C1y)KE€OHBIX JOKYMEHTOB:
1) He oTIMYaeTcs OT A3bIKA MyOIUIIUCTUKY U HAYYHOTO 3bIKA
2) COOTBETCTBYET S3bIKY XYHA0KECTBEHHOM JTUTEPATYPbI
3) uMeeT TMHIBUCTUYECKUE OCOOEHHOCTH, OTIIMYAIOIINE €r0 OT APYruX CTHIIEH
5 . PedeBoii mramii — 3710:
1) nocTtostHHO U 6€3 U3MEHEHUS BOCIIPOU3BOSIINECS B PA3IMUHBIX YCIOBUIX CJIOBOCOUYETAHUS
2) cioBeCHbIE KOHCTPYKIMH, UCTIOJIb3YIOIINECS TOJIBKO B CIIY>KEOHBIX TOKYMEHTaxX
3) dakcumuie BU3bl PyKOBOAUTENS
6 OyHKIMEH A3bIKOBOM (HOPMYIIbI B TEKCTE SABISIETCS:
1) npencTaBieHre YUCIOBBIX IJAHHBIX B YI00OHOM BUJIE
2) BeIpayK€HHE THUIIOBOTO COAEPIKAHUS IOKYMEHTa
3) noguepKuBaHUE YHUKAJIbHOCTU JJOKYMEHTa
7 «JloBoaum j10 Bamero cBeieHus. ..» — 3TO CJIOBOCOUYETAHUE:
1) sTUKETHOTO XapakTepa
2) arpuOyTUBHO-MMEHHOTO THIIA
3) ¢ IpoU3BOIHBIMHU MIPEIOTaMU
8 Tpacdaper nokymeHTa — 3TO:
1) TexcT ¢ mpobenamu, KOTOpbIe 3alOJIHSIOT IepeMeHHON nHpopMarueit
2) CBSI3HBIN TEKCT C TPAAULIMOHHOMN JIMHEHHOM 3auChIo
3) TekcT-aHKeTa
9 ®paza «CraBuM Bac B H3BECTHOCTB, UTO...» SBISETCS KIHOUEBOM JUIS:
1) kpeaTUBHOIO ICbMa
2) nMcbMa-HallOMUHAHUSA
3) conpoBOAUTENHHOTO TUCHMA
4) nucpMa-3anpoca
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10 PenaktupoBaHue JOKyMEHTa:

1) BKJIIOYAET MPOBEPKY TOCTOBEPHOCTH CBEICHUIMA

2) BKJIIOYAET MPOIIECC COCTaBICHUS JOKYMEHTa

3) HampaBJIeHO Ha YIy4IIeHHs CTUIIS TEKCTa

4) OCyIIECTBISET JIULIOM, 3aHUMAIOIINM JIOJDKHOCTD «PEIaKTOP JIOKYMEHTOBY

14.1.4. MeTtonn4eckue peKOMeH alNu

VYuebHblil MaTtepuan usznaraercss B opme, npeanoararneil caMoCcTosITebHOE MBILIUIEHUE CTY-
JeHTOB, camooOpaszoBanue. [Ipu 3ToM camocTosTenbHas padoTa CTYICHTOB UIPAeT PElIaloIIyi0 POJb B
XO0Jle Bcero y4eOHOro mnpouecca.

Hauatp u3ydyeHune AUCHUILUTMHBI HEOOXOOMMO CO 3HAKOMCTBA C paboyeil mporpamMmoil, CIIUCKOM
y4eOHO-METOMYECKOr0 U MporpaMmMHoro otecrneuenus. CamocTosTenbHass paboTa CTyAEHTa BKIIIOYACT
paboTy ¢ yueOHBIMH MaTepuaaMu, BHIIOJIHEHHE KOHTPOJIbHBIX MEPONPHUITUH, TPETYCMOTPEHHBIX yuel-
HBIM IUIAHOM.

B mpornecce n3yueHust TUCHMIUIMHBL JUIS JIyYIIETO OCBOSHHS MaTepHaia HeOOXOAMMO PETysipHO
oOpalarecsi K peKOMEHIyeMOH JIUTepaType 1 UICTOUYHMKAM, YKa3aHHBIM B y4eOHBIX MaTepHajiax; MoJjb30-
BaTbCs Uepe3 KaOMHET CTyICHTa Ha caldTe YHHBEpCHUTETa 00pa30BaTEIbHBIMU PECYypCaMU SJIEKTPOHHO-
OMOIMOTEeYHON CUCTEMBI, a TakXe OOLIEJTOCTYMHBIMH HHTEPHET-NOpTaJlaMH, COAEPKAIIMMHU HaydHO-
HOMYJISIPHBIE U CIIEHUAIN3UPOBAHHBIC MATEPUAIIbI, TOCBSIIEHHBIC PA3IMYHBIM aCIIEKTaM y4eOHOH AUCIH -
IUIAHBI.

[Tpu caMOCTOSATETFHOM U3YYEHUHU TEM CIIEAYHTE PEKOMEHIALUSIM:

- YTEHHE WIM NPOCMOTP Marepuana HeoOXOIUMO OCYILECTBIIATh MEAJIECHHO, BbIAEISAS OCHOBHbBIE
UJIeH; HA OCHOBAaHMU M3YYEHHOT'O COCTaBUTH Te3HChl. OCBOMB MaTepuall, MOMBITATHCSI COOTHECTH TEOPHUIO
C IpUMEpaMHM U3 MPAKTUKU;

- €CJIM B TEKCTE BCTPEYAIOTCS TEPMHUHBI, CJEIyeT BBIACHUTH MX 3HAYCHHUE /IS TIOHUMAHUS Jajb-
HeMIlero MaTepuana;

- HEOOXOIMMO OCMBICIIMBATh IPOYUTAHHOE U U3yYEHHOE, OTBEYATh HA MPEI0KEHHBIE BOIIPOCHI.

CryzneHTbl MOTYT IOJy4YaTh MHIUBUAYaJbHbIE KOHCYJIbTALMM C HCIIOJIb30BAaHMEM CPEACTB Teje-
KOMMYHUKAIHH.

[To qucuuIuInHE MOTYT IPOBOIUTHCA JONIOJHUTENIbHbIE 3aHATHS B opMe BeOuHapoB. Pacniucanue
BeOMHAPOB MyOJIMKYyeTCs B KaOMHETEe CTY/ICHTa Ha caliTe YHUBEpCUTETa. 3aliuch BeOMHApa ImyOIuKyeTcs B
3JIEKTPOHHOM Kypce 10 AUCLUILINHE.

14.2. Tpeﬁ()BaHI/Iﬂ K OIICHOYHBIM MaTepuajgam AJd JUll ¢ OrpaHUHYC€HHBIMHA BO3MOKHOCTAMU
3A0POBbH U HHBAJIHI0B
I[JISI JiuIy ¢ OrpaHU4YCHHBIMH BO3MOXXHOCTAMU 3J0POBbA U MHBAJIUAOB MPECAYCMOTPCHBI JOIMOJIHU -
TCJIBHBIC OLICHOYHBIC MaTEPHAJIbI, IICPCUCHb KOTOPBIX YKa3aH B Ta6J'II/II_[€ 14.
Ta6J11/1ua 14 — I[OHOJIHI/ITGJIBHLIC MaTepuajibl OLUCHUBAHUA IJId JIML C OrpaHUYCHHBIMU BO3MOXKXHOCTAMU
310pPOBbA U MHBAJIMJIOB

Kareropuu Bubl TONOTHUTEIBHBIX OIICHOYHBIX ®opMbI KOHTPOJISL M OLICHKH
oOyyaronuxcs MaTepuaioB pe3ynbTaToB 00y4eHHUS

TecTbl, MICEMEHHBIE CAMOCTOSTEITLHBIE
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PaOOTHI

[IpenMy1ieCTBEHHO MMCHMEHHAs
IIPOBEpPKa

C HapymeHHIMHU
ciyxa

C mapymenusmu | CobeceoBanme 1Mo BOIIpocaMm K 3a4ueTy, | [IpenmyinecTBeHHO yCTHas TPOBEpKa

3peHus OIIPOC MO TEPMUHAM (MHIUBUYaTBHO)
C HapymieHusiMu Pemienne AMCTaHIIMOHHBIX TECTOB,
OIIOPHO- KOHTPOIbHBIC PaOOTHI, MUCbMEHHBIE | [IpenMyInecTBeHHO AUCTaHIIMOHHBIMU
JIBUTATEIILHOTO CaMOCTOSITeNIbHBIE PAa0OTHI, BOIIPOCHI K MeToAaMu
amnrapara 3a4eTy
C orpannuenusmMu 1o | TecTbl, TMCbMEHHBIE CAMOCTOSATEIbHBIE [IpenmymiecTBEHHO IpOBEpPKa
00IIeME TUITUHCKAM paboThI, BOIIPOCHI K 3a4E€TY, METOAAMU UCXOJISl U3 COCTOSTHUS
MOKa3aHUsAM KOHTPOJIbHBIE Pa0O0THI, YCTHBIE OTBETHI | OOYUYaIOIIErocsi Ha MOMEHT MPOBEPKU
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14.3. MeToanueckue peKOMeH/IALMH 110 OLIeHOYHBIM MaTepuajaM AJs JUL ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

Jis M1l ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBS M MHBAJIUIOB HPEAYyCMAaTPUBACTCS J10-
CTymnHas (hopMa IpeJO0CTaBICHUS 3aJaHNI OLIEHOYHBIX CPEJICTB, & UMEHHO:

- B IleyaTtHoi (opme;

- B IIeYaTHO (hopMe ¢ YBETHUEHHBIM MIPUPTOM;

- B (hopMe 3NIEKTPOHHOI'O IOKYMEHTA;

- METO/IOM YTE€HUS ACCUCTEHTOM 3a/1aHUs BCIYX;

- IIPEIOCTaBJICHNE 3aJJaHUsl C UCIIOJIb30BaHUEM CYpPJIOTIEPEBOIA.

Jlumam ¢ OrpaHWYEHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
HOJI'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. [l TaKUX 00ydaromuxcs MpeycMaTpuBaeTcsl JOCTYII -
Hast popmMa mpeToCTaBICHHS OTBETOB HA 3a/IaHUs, @ IMEHHO:

- MUCbMEHHO Ha Oymare;

- HabOp OTBETOB Ha KOMIIBIOTEPE;

- Ha0Op OTBETOB C MCITOJIH30BAHNUEM YCIIYT aCCUCTEHTA;

- IIPEJICTaBJICHUE OTBETOB YCTHO.

[Tponienypa orieHUBaHUS PE3yIbTATOB OOYYEHHS JIMIl C OTPAaHUUYEHHBIMH BO3MOKHOCTSIMH 3/10pO-
BbsI M1 MHBAIHJIOB IO JMCIUIUIMHE TPEITyCMaTPUBACT MPEIOCTaBIeHne HHpopManuy B popmax, aaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 370POBBS M BOCIPUATHS HH(POpMALIUK:

JL1s1 I ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETMYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIIeHUsIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- B IeyaTHou (opme.

J1s1 1M1 ¢ HAapyIIeHUsIMM ONIOPHO-ABUIaTe/IbHOI0 annapara:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHoOU (opme.

ITpu HEOOXOMUMOCTH /TS JIUI] C OTPAaHUYEHHBIMHU BO3MOXHOCTSIMU 3/I0POBbs U MHBAJIUI0B IpOILIE-
Jypa OIICHWBAHUSI PE3yIbTaTOB 00yIEHHUsI MOXKET MPOBOUTHCS B HECKOIBKO ITAIOB.
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