MHUHHUCTEPCTBO HAYKH U BLICHIET'O OBPA3OBAHUSI POCCUMCKOM ®ENEPAIINA
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus
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YTBEPXIAIO
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I1. B. Cenuenko
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PABOYA A [TPOI'PAMMA JJTUCTIUTIJIMHBI
OO0mmii ¥ 3JIEKTPOHHBIH JOKYMEHTO000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

Hampasnenue noaroroBku / cneruaibHOCTh: 38.03.01 DxoHoMuKa

HanpaenenHocts (mpoduib) / cnenuanuzanus: Byxraarepekuii yuer, aHaIu3 v ayIuT
®dopma 00ydeHHs: 3a09HAS

QaxynbreT: 3uB®, 3a04Hblil 1 BeuepHuil paxkyabTeT

Kadenpa: Ixon, Kadeapa ryxonomukn
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Cemectp: 6, 7

VY4eOus1ii man zHabopa 2019 rona

PaCHpe,[[CJ'IeHI/IC pa60qero BpEMCHU

Ne Buapl yueOHO A€SITEIBHOCTH 6 cemecTp 7 cemectp Bcero J2B107080%000
1 |Jlekuumn 4 4 8 4acoB
2 |IIpakTHueckue 3aHATHS 4 4 8 4acoB
3 |Bcero aymuTOpHBIX 3aHATHI 8 8 16 4acoB
4 | CamocrosTenbHas paboTa 28 96 124 9acoB
5 |Bcero (6e3 sx3amMeHa) 36 104 140 4acoB
6 |IlogroroBka u crava 3a4yera 0 4 4 4acoB
7 | OOwas TpyI0eMKOCTh 36 108 144 4acoB
4.0 3.E.

KontponsHubie paboThl: 7 cemectp - 1
3au€T C OLIEHKOM: 7 ceMecTp

- - Tomck
,HOKYMEHT IIoAIMCaH IMpOCTOM 3JIEKTPOHHOMU ITOOIIMCBIO

Vudopmaliysa o Bajenblie:

®UO: Tposin I1.E.

IOo/WKHOCTD: [IMpeKTop JerapTaMeHTa 00pa3oBaHMs
Hata mognucanus: 19.12.2018

VHUKaIbHBIN IPOrPaMMHBIN KJIIOY:
1c6cfala-52a6-4f49-aef0-5584d3fd4820
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;{pbl
npotokosn Ne 2 oT « 18 » 2 2020 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 (crniermanbHOCTH) 38.03.01 DroHomuKa, yrBepkaeHHoro 12.11.2015 roga, paccMoTpeHa u omoope-
Ha Ha 3acenaHuu Kadeapsl MEeHEHKMEHTA «_ » 20 roma, mpoTokon No

PazpaboTunk:

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

3aBenyronmii o0ecnieunBaromeii kad.
MenemxMeHTa M. A. Adonacoa

Pabouast mporpamMmMa IUCIMITIIMHBI COIIACOBaHa ¢ (DaKyIbTETOM U BBINTycKaroueil kadeapoii:

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

OKoH B. 1O. [luGynsHuKOBa
OKCIIepTHI:

Crapuuii npernoiaBatesns Kadeapbl
MEHEDKMEHTa (MEHEDKMEHTA) T. B. Apxurosa

JlouieHT Kadeappl SKOHOMHUKH (3KOHO-
MUKH) H. b. BacuibkoBckas
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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 «O0mwmii u 31MeKTpoHHbIH qokymMeHToobopoT» (B1.B.JIB.4.1) otHOCHTCs K OnOKy 1
(BapuaTHBHAS YaCTh).

[TpeamecTBYIOIMKUMU TUCIHUIIMHAMY, (DOPMUPYIOIIUMH HadaJIbHbIC 3HAHMS, SBIAIOTCS: J{enoBbie
koMMyHHKamu, Madopmarnka, [IpakTuka mo mosydyeHUI0 NEPBUUHBIX NMPO(ECcCHOHANBHBIX YMEHUN U
HaBBIKOB, B TOM YHCII€ TMEPBUYHBIX YMEHHMH W HABBIKOB HAayYHO-HCCIIEIOBATENBCKON IEATEIbHOCTH,
VYnpaBiieHUECKHIl yUeT.

[TocnenyomumMy AUCHUIITUHAMU SBISIOTCS: 3alMTa BBIMTYCKHOW KBAIM(UKAIIMOHHONW paloTHI,
BKJIIOYasl MOATOTOBKY K MPOLIEAYpe 3alIUThI U MPOLEAYpPY 3alIuThl, [Ipeauniomuas npakTuka.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

[Tponecc n3yueHus JUCUUIUIMHBI HApaBiieH Ha (POPMUPOBAHUE CIEAYIOIUX KOMIETEHIUI:

— OIIK-1 cnocoOHOCTBIO pelIaTh CTaHJApTHBIC 33Jaull NPOPEeCCHOHATBFHON NESATEILHOCTH Ha
OCHOBE MH(OPMAIMOHHOW U OMOIHOTrpaduuecKkor KyJabTyphl ¢ MPUMEHEHHEM HH()OPMAIIMOHHO-KOMMY -
HUKAIIMOHHBIX TEXHOJIOTUH U ¢ y4ETOM OCHOBHBIX TpeOoBaHUN MH(DOPMAIIMOHHON 0€30IaCHOCTH;

— TIK-8 crmocoOHOCTBIO MCHOIB30BATH ISl PEIICHUS] aHAIUTHYECKUX U MCCIIE0BATEIBCKUX 3a-
Jlady COBPEMEHHbIE TEXHUYECKHE CPEJCTBA U UH(OPMALIMOHHbIE TEXHOJIOTHH;

B pesynbpTare u3ydeHus: IUCIUILTMHBI 00YJaIOMIUNCS TOJIKEH:

— 3HATh JIOKYMEHTOBEIYECKYI0 TEPMHHOJIOTHIO; HOPMATUBHBIE JOKYMEHTBI, PErIaMEHTUPYIO-
mue cocTapieHue ¥ ohOpMICHHE JOKYMEHTAIMH, TTOPAI0K PaGoThl C HHMH; OCHOBBI JENONPOU3BOJICTRA
U DJIEKTPOHHOTO JIOKYMEHTO000pOTa B OpraHM3alUsAX, IPUEMBl UCTIONB30BAaHHS TOKYMEHTO000POTa; To-
CYIapCTBEHHYIO NOJIMUTUKY B chepe TOKYMEHTALMOHHOTO OOECIeUEeHUs YIPaBIEHHsI SIEKTPOHHBIMU J10-
KyMEHTaMH U 3JIEKTPOHHBIM JOKyMEHTOOGOPOTOM; COBPEMEHHbIE TPEOOBAHUS K OPTaHM3ALUH, TIPABHIIA
¥ HOPMBI PaGoThI C JJOKYMEHTAMH, NPUHIMIIBI ¥ IPOLEyphl HOATOTOBKM OPraHH3aIMOHHBIX M PACIOps-
JTUTETHHBIX JTOKYMEHTOB C HCIOJIh30BAHUEM COBPEMEHHBIX TEXHHYECKHUX CPEICTB M MH(POPMAITMOHHBIX
TEXHOJIOTHI; MpaBujIa JOKyMEHTAJIbHOIO O(OPMIICHUS pPEeLIeHUH B yNpaBIEeHUH; OOIME MPUHIMIIBI 10-
CTPOCHHUS U CTPYKTYPY CUCTEMBI dJIEKTPOHHOTO TOKYMEHTO000pOTa; OCHOBHBIE TpeOOBaHUsI MHPOPMALIH-
OHHOI1 Ge301macHOCTH

— yYMeThb Ha OCHOBE COOpaHHON MH(OPMAIMK ONPEACIATH LIEIH, BEIOUPATh CPEICTBA BEICHHS
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JIeTIOBOM TOKYMEHTAIMH; TPAaMOTHO pa3padaTeiBaTh U 0OPMIISTH YIPABICHUYECKHUE TOKYMEHTHI, HCIIOIb-
3yeMBbI€ B JICATEIIFHOCTH OPTaHU3alnii; COCTABIATh U NPABMIBLHO 0(OPMIISTH OPraHW3alIOHHbIE U pacIio-
pAIUTENBHBIE TOKYMEHTHI ¢ MPUMEHEHHEM MH(POPMAIIMOHHO-KOMMYHHUKAITHOHHBIX TEXHOJIOTUN; HCIIOIb-
30BaTh BO3MOXXHOCTH OOIIEro M 3JIEKTPOHHOTO JTOKYMEHTOO0OpOTa Ui MPUHATHS U JOKYMEHTaJIbHOTO
oopMIIeHHUs yTIpaBIEHYECKUX PEIICHUH; UCTIONB30BaTh B CBOCH MPOPECCHOHAIBHON NesITeTbHOCTH TPH -
KJIaJ{HbIC TIPOTPaMMHBIE CPEACTBA M CPEJICTBA OPITEXHHUKH; CAMOCTOSATEILHO OCBaUBaTh 3HAHMS, HEOOXO-
JTUMBIe [T pabOoThI C TOKYyMEHTOOOOPOTOM B KOHKPETHBIX chepax AesITeIbHOCTH OpraHu3aliuu; ONepupo-
BaTh 3HAHUSMH, TOJYYCHHBIMH MO JEIONPOU3BOJACTBY B NPOGECCHOHANBHOW AEATEIbHOCTH; peIlaTh
CTaHJApTHBIE 3a/1a4M MPO(ecCHOHATHHOMN EeATeNbHOCTH Ha OCHOBE MH(OPMALMOHHON 1 Oubmuorpadu-
YECKOU KYJIbTYPhI

— BJIA/IeTh HaBBIKAMU COCTABICHHS U O(GOPMIICHHS OPraHU3AIMOHHBIX U PACTIOPSIIUTEIBHBIX
JOKYMEHTOB B cepe npodecCHOHATBHON eATeNbHOCTH; METOJUKON COCTABICHUS MPOEKTOB OCHOBHBIX
YIIPaBICHYECKUX JOKYMEHTOB; HABBIKAMHU JOKYMEHTAJIBHOTO O(OPMIICHHS PEIICHHUH B yIIPABICHUH OIIe-
PaMOHHOM (TIPOU3BOACTBEHHOMN) JAEATEIIEHOCTBIO OPraHU3AIMiA PU BHEAPECHUN TEXHOJIOTHYECKHX, TIPO-
JYKTOBBIX MHHOBAIIM{ WJIM OPraHW3al[MOHHBIX M3MEHEHMH; METOAaMH M CPEACTBAMU MOIydYeHHs, oOpa-
OOTKM M XpaHEHHsS JOKYMEHTOB; HAaBbIKAMM HCIOJb30BAaHUS KOMIIBIOTEPHOM TEXHUKH, HMPOTPAMMHO-
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 TEXHOJOTHAMH; HaBBIKaMU 0(OpMIICHHUS padorT,
BBITOJIHSEMBIX CTYICHTaMHU B Iporiecce 00ydeHus, C yueToM TpeboBaHMi 00pa30BaTeIbHOIO CTaHAAPTa
By3a OC TYCYP 02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI1 padoThI
OO01ast TpyI0€MKOCTb JUCHUIUINHBI cocTaBisieT 4.0 3aUeTHBIX eIMHMILIbI U IIPECcTaBIeHa B TaOuu -

%Zgﬁl{lﬁa 4.1 — TpynoeMKOCTh JUCUUILIMHBI

Bunsl yueOHOM 1esTenbHOCTH Bcero uacos CemecTpsl

6 cemecTp 7 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 16 8 8
Jlexnmn 8 4 4
[IpakTHueckue 3aHATH 8 4 4
CamocrosTenpHas paboTa (BCero) 124 28 96
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 14 6 8
CamocrodaTenbHOe H3ydyeHHe TeM (BOTIPOCOB) 72 16 56
TEOPETHYECKON 4acTH Kypca
[ToaroroBka K NpakTUYECKUM 3aHATHUSAM, 18 6 12
CeMHMHapaM
BrInonHeHne KOHTPOJIBHBIX paboT 20 0 20
Bcero (6e3 ax3amena) 140 36 104
IToaroroBka u caada 3adera 4 0 4
OO61was Tpy10eMKOCTb, 4 144 36 108
3auetnble EauHunb! 4.0

5. Conepxxanue QTMCUMILIHHBI

5.1. Pa3gesnl JUCHUIIMHGLI 1 BUALI 3AHATHHI
Pa3znenbl nMCUMIUIMHBI U BUJBI 3aHATUN 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)
6 cemecTp
1 IIpenmer, conepxkanue u 3agadu Kypcea. [Jo- 1 0 8 9 OIIK-1, ITK-8
KyMEHTOOOOPOT U JAETOMPOU3BOJICTBO B MPO-
(heccrOHaTBbHOM JAESITEIIBHOCTH.
2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 0 0 6 6 OIIK-1, IIK-8
MEHTHUPOBAHUS YIPABICHUECKON JCATEIHHO-
CTH
3 Ilonsitue nokyMmeHnta. CBOMCTBA JOKYMEHTA. 3 4 14 21 OIIK-1, TIK-8
Knaccudukarus nokymenra. CTpykrypa a0-
KymeHTta. TpeboBaHusi K 0POPMIIEHHUIO TOKY-
MEHTOB.
Hroro 3a cemectp 4 4 28 36
7 cemecTp
4 CucremMsbl 10KyMeHTOB. CocTaBiieHUE U 3 4 36 43 OIIK-1, ITK-8
odopMIIeHHE YIIPABIEHYECKUX JOKYMEHTOB.
5 Opranu3zanus paboThl C TOKyMEHTaMU 15 15 OIIK-1, TTK-8
6 ®opMHpPOBAHUE U TEKYIIEE XPAaHEHUE JIOKY- 15 15 OIIK-1, ITK-8
MeHTOB. [ToAroToBKa JOKYMEHTOB K Mepeaue
B apXUB
7 DNEeKTPOHHBIN JOKYMEHTOOOOPOT, KITH0Ye- 1 0 30 31 OIIK-1, ITK-8
BbIE TIOHSTHS, OCHOBHBIE KOHIIEIIIUN
HWroro 3a cemectp 4 4 96 104
Hroro 124 140
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 KOMITCTEHITUT
6 cemecTp
1 Tlpenmer, ITonsTHe, 1€ U 33/1a4U U3y4aeMOU JTUCIIH- 1 OIIK-1, TTK-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 OIIK-1, [IK-8
CBoiicTBa TOKyMEHTa. | OK pa3paboTku 6naHkoB. O0mue TpedoBa-
Knaccudukanus HUS K JIOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMO-
nokymeHTa. CTpyKTypa |IIbI0 TEXHUYECKUX cpeAcTB. OcobeHHOCTH
JIOKYMEHTA. odopMIIEHUS OT/ICTBHBIX PEKBU3UTOB.
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TpeboBaHus K
o opMIIEHUTIO
JIOKYMEHTOB.

Hroro

Hroro 3a cemectp

7 cemecTp

4 Cucrembl
JIOKYMEHTOB.
CocrasieHue u
oopmienue
yIPaBICHYECKUX
JIOKYMEHTOB.

[TpaBuiia opopmiieHus: JOKYMEHTOB, COCTaB
U Ha3HaYeHUE PEeKBU3UTOB. Poib U BUIBI
yhpaBieH4YeCKUX JOKyMeHTOB. CocTaB U Ha-
3Ha4YEHUE OT/JEJIbHBIX BUJIOB OpraHU3aLU-
OHHO-TIPAaBOBBIX, PACIIOPATUTENbHBIX U UH-
(OopMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB.
JlokyMeHTanbHbIN GOHJ U IEpEUeHb J0KY-
MEHTOB, 00pa3yIOILIUXCs B IIpolLecce Jes-
TenbHOCTU npeanpusarusi. CocTas, pacnoso-
YKEHUE U MpaBuiIa 0pOPMIICHHUS PEKBU3UTOB
OTJEJIbHBIX BUJIOB OpraHU3allMOHHO-TIPaBO-
BBIX, pacIoOpsIUTEIbHBIX U HH(OpMALIU-
OHHO-CIPAaBOYHBIX JTOKYMEHTOB. OCOOEHHO-
CTH OOPMIICHUS OTAEIbHBIX BUIOB JOKY-
MEHTOB, OOPa3yYIOIIUXCS B MPOIECCE Jes-
TENBHOCTHU NPEAIPUATHUS.

Hroro

OITK-1, TTK-8

7 DneKTpOHHBIN
JOKyMEHTO00O0POT,
KIJIFOUYCBBIC ITIOHATHA,
OCHOBHBIE KOHLICIIIINU

OCHOBHBIE 33]1a41 OpraHU3aIuH JIEK-
TPOHHOTO TIOKyMeHT0000poTa. CUCTEMBI
AJEKTPOHHOTO J0KyMeHTooOopoTa CIO/I.
OTansl pa3BUTHS, Ki1acchl, Ha3HaueHue COJ1.
OCHOBHBIE CBOICTBA CUCTEM JIEKTPOHHOTO
nokymMeHToo0opoTa. OcHoBHBIE TUTIEI CO/I,
Ocobennoctu opranuzanuu COJl. Cuctemsl
3JIEKTPOHHOTO IOKYMEHTO000pOTa, IIpeI-
craBiicHHbIE B Poccuu.

Hroro

OTIK-1, TTK-8

Hroro 3a cemectp

Hroro

5.3. Paznenbl AMCHUILIMHBI U MEKIUCIMIUIMHAPHBbIE CBSI3H ¢ 00ecneYnBAKIIMMH (TpeabIy IUMH)

U 00ecreuynBaeMbIMU (HOCJ’[e}_IleIIII/IMI/I) AUCHUIIIMHAMHA

Paziensl AUCIIUTUIMHBI M MEKTUCITUTUIMHAPHBIC CBS3H C 00€CTICUMBAOIIMME (TTPEABIAYIIUMA) H

obecnieunBaeMbIMU (TTOCJIEIYIONIMMHI ) AUCITUTUIMHAME TPEJICTABIEHBI B TabmuIe 5.3.

Tabmua 5.3 — Pa3aenbl AMCHMIUIMHBI U MEXIUCITUIUIMHAPHBIE CBS3H

HauMmeHoBaHue TUCIUILINH

Ne pa3aciioB JIaHHOM AUCHUIUIMHBI, IS KOTOPBIX HCO6X0,Z[I/IMO
HU3YUYCHUC 06CCH€‘~II/IBaIOHII/IX 1 00ecIeYnBacMBIX JUCLHUITIINH

1 2 3 4 5 6 7
[IpeaumecTByromue JUCUUIIIINHBI
1 JlenoBble KOMMYHHKAIIMA + +
2 Undopmaruka + + +
3 IIpakTHka 1Mo MOJIy4EHHUIO IEPBUY- + + +

HBIX TPO(ECCHOHAIBHBIX YMEHUN U
HABBIKOB, B TOM YKCJIE€ IEPBUYHBIX
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YMEHUH ¥ HAaBBIKOB HAYYHO-UCCIIC-
TOBAaTENbCKON A€ATENbHOCTH

4 YnpaBieHUYECKUMN yUyeT + +

[Tocnenyromue TUCIUIIITUHBI

1 3amuTa BeIMYCKHON KBaIH(pUKa-
LMOHHOM paboThl, BKJIIOYAsl MIOAr0-

+ + +
TOBKY K IPOLIEAYPE 3aIMUTHI U IIPO-

HEAYPY 3aIUTHI

2 IlpenumioMHas MpakTUKa + + + + +

5.4. CooTBeTcTBHE KOMIIETEHIIMIA, (OPMHUPYEMBIX PH U3yYeHUM TUCIHHUILUIMHBI, U BUA0B 3aHATHI
CooTBeTCcTBHE KOMIIETCHIIMH, (HDOPMUPYEMBIX TPH HM3yYCHUHW AWCIMILINHBI, W BHJOB 3aHATHU
MPEICTaBICHO B Tabmuiie 5.4.
Tabmuma 5.4 — CoOOTBETCTBUE KOMITETEHITUH, (DOPMUPYEMBIX TIPH U3yUYECHUH TUCIUILTAHBI, H BUIOB 3aHS -
TUH

Komnerenuun Bugs! 3aHsTrit

@DOpMBI KOHTPOJIA
u Jlek. [Ipak. 3aH. Cam. pa6.

OIIK-1 + + + Kontponsnas padora, [IpoBepka
KOHTPOJIBHBIX padot, Onpoc Ha
3aHATUAX, BeICTyIIIeHNE
(moknan) Ha 3aHATHH, TecT, 3a4éT
C oueHKol, OTYeT 1o mpakTHyie-
CKOMY 3aHSTHIO

ITK-8 + + + KontponsHnas pabora, [IpoBepka
KOHTPOIBHBIX pabot, Onpoc Ha
3aHATHUAX, BeIcTyTUIeHIE
(moxnan) Ha 3aHsATUH, TecT, 3a4éT
¢ oneHko, OT4eT no nmpakTuye-
CKOMY 3aHSITHIO

6. UHTepakTUBHBIEC MeTOAbI U (JOPMBI OPraHu3anMu 00yYeHUs
He npenycmorpeno PVYIIL.

7. JlabopaTtopHbie padoThl
He npenycmotrpeno PVYII.

8. IIpakTHyeckue 3aHATHSA (CEMUHAPDHI)
HaumeHoBaHMe MpakTHUECKUX 3aHATUH (CEMUHAPOB) NpuBeneHo B Tabnure 8.1.
Tabmuma 8.1 — HamMmeHoBaHMe MPaKTHYECKUX 3aHATHHA (CEMHHAPOB)

HaumeHnoBanue npaktuueckux 3ausatuil | Tpymoemkocts, | DopmMupyembie
Haszsanus pasnenos
(cemuHapoB) q KOMITETCHIIHI
6 cemecTp
3 Tlonsarue noxkymenTa. | TpeboBanwms k 6aHkaMm JToKymeHTOB. [losro- 2 OIIK-1, TIK-8
CBoiicTBa TIOKyMEHTA. |TOBKA K COCTABJICHHIO JOKYMEHTOB. CXeMBI
Knaccudukarus pacronoxenust JokyMeHToB. CocTaBieHne
nokymeHTa. CTpykTypa | popMyIsIpoB TOKyMEeHTOB. O0uii OnaHK.
JOKYMEHTA. bnaHk KOHKpETHOTO BHJIa TOKYMeHTa. biiaHk
TpeGoBanus UCHhMa.
MJICHH
oQopmreHo Oo6uue TpeboBaHus K 0(OPMIICHHIO TEKCTa 2
KYMEHTOB.
JOKYMEHTO ordyera. OPopmiIeHHE TUTYITHHOTO JINCTA, PH-
CYHKOB, TaOJIUII, CIICKA UCTIONIb3YEMbIX HC-
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TOYHHUKOB

[TpaBuia coctaBneHus U 0hOPMIICHUS HH- 2
(hopMaIMOHHO-CIIPAaBOYHBIX JIOKYMEHTOB (JIe-
JIOBOE MUCHMO, JIOKJIaHAsI U CITy)KeOHas 3a-
MMCKH, aKT, CIIPaBKa, U JIp. )

Hroro

Hroro 3a cemectp
7 cemecTp

4 Cuctemsl [TpaBuina coctaBneHus U 0OpMIICHHS opra- 2 OIIK-1, ITK-8
JTIOKYMEHTOB. HU3aLMOHHO-PACTIOPATUTENBHBIX JOKYMEH-
CocraBienue u TOB (yCTaB, MOJOXKEHUE, IITATHOE pacluca-
odopmiieHue HUE, UHCTPYKIIUS, TPUKa3, paCOPSKEHHE,
yIIPaBICHIECKUX pelieHne, MPOTOKON, TOCTAHOBIICHHE)
JTIOKYMEHTOB.

Hroro

Hroro 3a cemectp

Hroro

9. CamocrosiTesibHasi padora
Bunel camocTosTenbHOM paboThI, TPYIOEMKOCTh U (POPMHpPYEMbIE KOMIIETEHIIUH IIPEICTABICHbI B

Tabimiie 9.1.
Tabmuma 9.1 — Buibl caMOCTOSTENBHON pa0OThI, TPYIOEMKOCTh M JOPMHUPYEMbIE KOMIICTCHIIUN
Bunasl camocrositensHol | Tpynoemkocts, | DopMupyembie
Hassanus pasnenos g PR ’ PMHDPY @OpMBI KOHTPOJIA
paboThI q KOMITETEHITUU
6 cemecTp
1 IIpenmer, CamocTosTeNIbHOE U3yYe- 6 OIIK-1, [IK-8 | BeicTynnenue
COJIEpP)KaHKE U HUE TeM (BOTIPOCOB) TEO- (mokian) Ha 3aHs-
3a7a4u Kypca. PETUYECKOI YacTh Kypca TUH, 3a4€T C OLICH-
JlokyMeHTO000pOT TIpopaBoTKa MEKIHORHO- 9 KOH, O%Ipoc Ha 3aHs-
u TUSAX T
ro Marepuala » 1€C
JIEJIONPOU3BOICTBO
B Hroro 8
npodeccruoHaIbHON
JESTEILHOCTH.
2 IIpaBoBeble 1 CamocTosTeNIbHOE U3yYe- 6 OIIK-1, [IK-8  |3auéT c oneHkox,
HOpPMaTUBHbIE HUE TeM (BOTIPOCOB) T€O- Onpoc Ha 3aHATHSX,
OCHOBBI PETHYECKOM YacTH Kypca Tect
JOKYMEHTHPOBAHHS |11 o 6
YIPaBIEHUECKON
JeSITeIbHOCTH
3 [lonaTue IToaroroBka K nmpaxkTuye- 6 OIIK-1, [IK-8 | BeicTynnenue
JIOKYMEHTA. CKUM 3aHATHUSIM, CEMUHA- (moknan) Ha 3aHs-
CBolicTBa pam THH, 3a4€ET C OICH-
KyYMEHTA. xoi, O Ha 3aHs-
?{0 yMeHTa CamocTosTenpHOE U3yde- 4 OH, Oop 0C Ha 34
naccuuKanms Tusax, OTyeT i
ceHpuKan HHE TeM (BOIPOCOB) TEO- ’ er o
KyMCHTA. . MIPAKTHYECKOMY 3a-
AOKyMCHTa pPETHUYECKOM YacTH Kypca pa CCKOMY 34
Crpykrypa Haruio, Tect
JOKYMEHTA. [TpopaboTka JTeKIHOHHO- 4
TpeGoBanus I'0 MaTe€pHaia
0()OpMIICHHIO Uroro 14
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JAOKYMCHTOB.

Uroro 3a cemectp 28
7 cemecTp
4 CucreMbl BrinosHeHne KOHTPOJIIb- 20 OIIK-1, ITK-8 |3a4éT ¢ OLEeHKOI,
JIOKYMEHTOB. HBIX padoT KontponwsHnas pabo-
TaBJICHHEC U ta, Onpoc Ha 3aHs-
Cocrasenne IToaroroBka K mpakTuye- 12 3,0 Opoc asa
oQopurerme CKHUM 3aHATHAM, CCMHHA- THAX, LTHCT 10
YIPABJICHUYECKUX pam MIPAKTHYECKOMY 3a-
JIOKYMEHTOB. HaTuio, [IpoBepka
IIpopaboTka JeKIHOHHO- 4 KOHTPOJIBHBIX PaboT,
ro Marepuana Tect
Hroro 36
5 Opranuzanus CamocTosTeNbHOE U3yYe- 15 OIIK-1, [IK-8 | BeicTynnenue
paboThI C HUE TeM (BOTIPOCOB) TE€O- (moksan) Ha 3aHs-
JIOKyMEHTaMu pPETUYECKOM YacTu Kypca TUH, 3a4€T C OLICH-
Wroro 15 ko, Onpoc Ha 3aHs-
THIX, Tect
6 ®opmupoBanue U | CaMOCTOSITENILHOE U3YyYe- 15 OIIK-1, ITIK-8 |BeicTymiieHue
TEKyIIlee XpaHEHUEe |Hue TeM (BOMPOCOB) TE€O- (moksan) Ha 3aHs-
JTIOKYMEHTOB. PETHUYECKOM YyacTH Kypca THH, 3a4€T C OleH-
IToxroroska Wroro 15 koil, Onpoc Ha 3aHs-
JTIOKYMEHTOB K TUAX, TecT
nepenaye B apXuB
7 DNEeKTpOHHbIN CamocTosTensHOE U3yde- 26 OIIK-1, ITIK-8 |BeicTymiienue
JOKYMEHTOOOOPOT, |HUE TeM (BOTPOCOB) TEO- (moksan) Ha 3aHs-
KJIIOUEBbIE TIOHSATHS, | PETUYECKON YacTH Kypca TUH, 3a4€T C OleH-
HOBHBI ko, On Ha 3aHs-
OCHOBHBIC [TpopaboTka JEKIIMOHHO- 4 O, OT poc Ha 3a
KOHLICTIIUU ro Matepuana TUAX, Tect
Hroro 30
Hroro 3a cemectp 96
ITonroroBska u cgada 3a- 4 3a4éT c OLIEHKOH
qyera
Hroro 128
10. KypcoBoii nmpoekT / KypcoBasi padota
He npenycmorpeno PVYII.

11. PeiiTuHroBasi cucreMa JJisi OLlEHKHU YCIIeBA€eMOCTH 00y4aroumuxcsi
PeittuHroBas cucrema He UCIIOIB3YETCA.

12. YueOHO-MeTOAUYecKOe U MHPOPMANIMOHHOE 00ecTieueHrue TUCIHIIINHBI

12.1. OcHoBHas1 JUTEpaTypa
1. Hoponuna, JI. A. Opranu3zanusi U TEXHOJOTHS JTOKYMEHTALMOHHOTO OOeCreueHHs yIpaBJe-
HUS [ DIEKTPOHHBIN pecypc]: yUeOHUK M MPAKTHUKYM I akajeMudeckoro 6akanaBpuara / JI. A. JlopoHu-
Ha, B. C. UpurukoBa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanasp. Axagemuye -
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: 16.05.2020).
2. Hammonanensiii crangapt PO 'OCT P 7.0.97-2016 "Cucrema ctannapToB 1o HH(GOpMAaIuH,
OMOIMOTEeYHOMY M M3JaTeNIbcKOMy Aeny. OpraHn3alOHHO-PacIOPsAUTENbHAS TOKyMeHTanus. TpeboBa-
HUSL K 0OPMIICHHIO TOKYMEHTOB" (YTB. mpuka3oM denepaabHOr0 areHTCTBA M0 TEXHUYECKOMY pErysH -
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poBaHuI0 U MeTposioruu ot 8 aexadps 2016 r. N 2004-ct) [DnekTponHbIi pecypc]: — Pexum mocryma:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (nara obpamienus: 16.05.2020).

3. Iysanosa, H. H. OcHOBBI nenonpon3BoAcTBa. SI3bIK CIIy:K€OHOTO TOKYMEHTa [ DIeKTpOHHBIN
pecypc]: y4eOHHK 1 MMPaKTUKYM ISl akajeMudeckoro OakanaBpuata / H. H. IllyBamosa, A. FO. MBanoBa ;
noj obmer pemakumeir H. H. IlyBanoBoil. — 2-e u3a., mepepal. u gon. — Mocksa : M3naTenscTBo
FOpaiir, 2019. — 428 ¢. — (bakanaBp. Akanemuueckuii Kkypc). — ISBN 978-5-534-10848-4. — Pexum
noctryna: https://biblio-online.ru/book/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-439062
(mara obpamenus: 16.05.2020).

12.2. lonosiHUTeIbHAS JIUTEPATYpPa

1. O6pazoBarenbublii ctannapt Byza OC TYCYP 02-2013. PaGoTs! cTyneHUeCKHe M0 HanpasJie-
HUSIM [IOJITOTOBKH M CHEIUATILHOCTSAM I'yMaHUuTapHoro npoguis. Obuume TpeOboBaHus U mpaBuiia 0hopMm-
JeHus [DneKkTpoHHBIN pecypc]: — Pexxum pocrtyma: https:/regulations.tusur.ru/documents/71 (mata 06-
pamenusi: 16.05.2020).

2. TOCT P 7.0.8-2013. Cuctema cTanI1apToB 10 HHPOpMALUHU, ONOIMOTEYHOMY U U3JATENIbCKO-
My zaeny. [{eaonpou3BoACTBO U apXUBHOE /1€710. TepMHUHBI U onpeieeHus [ DIeKTpOHHbIN pecypc]: — Pe-
xuM focryna: http://docs.cntd.ru/document/1200108447 (nara obpammenus: 16.05.2020).

3. JlemompousBoactBo [DnekTpoHHbIN pecypc]: Yuebnoe mocodbue / JI. U. KazakeBuu - 2018.
132 c¢. — Pexxum noctyna: https://edu.tusur.ru/publications/7542 (nata obpamenus: 16.05.2020).

12.3. YueOHO-MeTOAHYECKHE MTOCOOUH

12.3.1. Obs3aTenbHbIC y4eOHO-MeTOAMYeCKHE TOCOOHS

1. OOmwmii 1 PIEKTPOHHBINA TOKYMEHTOOOOPOT [DNEKTPOHHBIN pecypc]: MeToaumdeckoe mocodune
10 JTaOOPAaTOPHBIM 3aHATUSAM M CAaMOCTOATENLHOU paboTe /st cTyaeHToB HampasiaeHui 080200.62 «Me-
HemkmenT», 080100.62 «Oxonomuka» / K. H. AxcenoBa - 2014. 40 c. — Pexum pgoctyma:
https://edu.tusur.ru/publications/4874 (mnara oopamenus: 16.05.2020).

2. OCHOBBI AENONPOU3BOJICTBA [DNEKTPOHHBIN pecypc]: Meroaudeckue yka3zaHUs K MpaKkTHde-
CKUM 3aHSATHSM U Opranuzanuu camoctostensHoi padotel / E. K. Manaxosckas, A. A. Cugopos - 2018.
28 ¢. — Pexxum noctyma: https://edu.tusur.ru/publications/8165 (mara oopamenus: 16.05.2020).

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

Y4eOHO-METOIMYECKIE MaTepUaIbl IJIsi CAMOCTOSATEIFHOM M ayTUTOPHON pabOThl 00YJarOITUXCS
U3 yuciia JIun C OI‘paHI/I‘-IeHHBIMI/I BO3MOXKHOCTAMUAU SI[OpOBBSI 1 UHBAJIUIO0B HpGZIOCTaBJISIIOTCH B (bopMax,
aJJaNTUPOBAHHBIX K OTPAaHUYCHHSAM UX 3JI0POBBS U BOCIIPUATHS HH(DOPMAITHH.

Jlist I ¢ HApYIIeHUSIMU 3PeHUsI:

- B (hopMe DIIEKTPOHHOTO JIOKYMEHTA;

- 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. eLIBRARY.RU - Kpynueimmii poccuiickuii HHQOpPMAIMOHHBIA MOpTan B OOJACTH HayKH,
TEXHOJIOTHH, METUIIMHBI U 00pa3oBaHus. Pexxum noctyna: www.elibrary.ru;

2. TAPAHT - Cucrema «['’APAHT» npenoctaBisieT TOCTYI K GeIepalbHOMY M PETHOHATLHOMY
3aKOHOJIaTEIbCTBY, KOMMEHTAPHSIM M pa3bsCHEHUSAM U3 BeAyliux npodeccronanbbix CMU, kHuram u
OOHOBJISIEMBIM SHIUKIONEIUSAM, THIIOBBIM (hopMaM JOKYMEHTOB, CyIeOHOW MPaKTHUKE, MEXITyHAPOIHBIM
JIOTOBOpaM U ApYyroil HopMaTuBHON HHPOpMaruu. Pexxum goctyna: www.garant.ru;

3. Koncynprantllmoc - Cuctema «Koncynbrantllntocy — Han&XHbIA NOMOIIHUK JUIsI MHOTHUX
CHELHATNCTOB: IOPUCTOB, OyXraJTepoOB, PYKOBOJIUTEIEH OpraHU3aluii, a TaKkKe Ul CIEeLUaINCTOB rocy-
JTAPCTBEHHBIX OPTraHOB, YUYEHBIX U CTYACHTOB. B HEW COAEpKUTCA OIpOMHBIM MAacCUB IIPaBOBOM M CIpa-
BOuHOM MH(popMarmu. Pexxum nocryna: www.consultant.ru
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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;

CornacoBaHa Ha noprane Ne 48699 12



b) lokymMeHTHpOBaHUE — 3aNTUCh HH(POPMAIIMK HA HOCUTENE 110 YCTAHOBICHHBIM MTPABUIIAM;

¢) JoxymeHnTupoBanue — o0ecredeHrne CBOEBPEMEHHOTO U MPABMIIBHOTO CO3JJaHUsI TOKYMEHTOB;

d) JlokymMeHTHpOBaHWE — 3aMUCh MH(DOPMALMK HAa PA3TUYHBIX HOCHUTEISIX MO YCTAaHOBICHHBIM
MpaBUJIaM.

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. Uto Takoe opHIHATBHBIN JOKYMEHT?

a) OdunmanbHbIl JOKYMEHT — JOKYMEHT, CO3JIJaHHBIM OpraHU3alluel, JOMKHOCTHBIM JIUIIOM HWIIH
TpaXTaHUHOM, O()OPMJICHHBIN B YCTAHOBJIIEHHOM IOPSIKE;

b) OdunnanbHbIi JOKYMEHT — IOKYMEHT, IpeHa3HAueHHBIN Ui Nepeadu APYyromMy JHIy I0pH-
JTUYECKUMU WK (PU3UYECKUMU JIUIIAMH B YCTAHOBIICHHOM TIOPSIIKE;

¢) OdurnmanbHBIA JOKYMEHT — JTOKYMEHT, CO3/IaHHbIN, 0()OPMIICHHBIN U YIOCTOBEPEHHBIN B yCTa-
HOBJICHHOM TIOPSIIKE JJIS1 MHOTOKPATHOTO MCTIOIh30BAHMUS.

d) Her nmpaBunsHOTO OTBETA

4. Yo TaKkoe 3JEKTPOHHBIN JOKYMEHT?

a) DJIEKTPOHHBINA TOKYMEHT — 3TO JIOKYMEHT, HH(pOpMalusg KOTOPOTO MpeAHa3HaYeHa AJisl repea-
YU IPYTOMY JIHILY;

b) DAEKTpOHHBIA MTOKYMEHT — 3TO O(UIMAIBHBIA JOKYMEHT, NIPEICTABICHHBIN B DJEKTPOHHOM
opme;

¢) DNEeKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HUH(OpMalKs KOTOPOTo MpEeACTaBlieHa B AJIEKTPOH-
HOH (opme;

d) DneKTpOHHBIH MOKYMEHT — 3TO OQUIMAIBHBIA JOKYMEHT, MPEICTABICHHBIN B 3JIEKTPOHHOM
dbopMe mocie ero moANUCaHus JOKHOCTHBIM JIUIIOM B TOPSIIKE, YCTAHOBIEHHBIM 3aKOHOMATEIIECTBOM
PO.

5. Uto npencrasinseT coboit opopmieHre 10KyMeHTa?

a) OdopmiieHre JOKyMEHTa — 3TO MMPOCTABJICHUE HAa TOKYMEHTE HEOOXOIUMBIX PEKBU3UTOB;

b) OdopmieHne T0KyMEeHTa — 3TO COTJIACOBAHME JOKYMEHTA, MMOAMMCAHUE TOKYMEHTA;

¢) OdopmieHue TOKyMEHTa — 3TO MPOCTaBICHHE PEKBU3UTOB JJISi OPTaHU3ALMM ONEPAaTUBHOIO
MOKCKA TOKyMEHTOB;

d) Her nmpaBunsHOTO OTBETA.

6. Uto npencrapisieT coboil cuctemMa JOKyMEHTaIuu?

a) Ilox cucremoii TOKyMEHTAI[U! TOHUMAETCS] COBOKYITHOCTh JJOKYMEHTOB, ITPEeIHA3HAYEHHBIX JJIs
o0ecreveHus 1 peryIupoBaHUs ICATEILHOCTA OPraHOB BIACTH, YUPEKIACHUHN, IPESIIPUITUIA U OpTaHn3a-
LM

b) Cucrema qOKyMEHTAIIUH MPEACTABISET COOOM COBOKYIMHOCTh JOKYMEHTOB, B3aUMOCBS3aHHBIX
[0 TpHU3HAKaM TMPOUCXOXKIEHUS, Ha3HAUEHUs, BUAa, cepbl NeATeIbHOCTH, €AUHBIX TPEOOBaHUN K HX
odopmiieHuIo;

¢) Cucrema JOKyMEHTAIMH TPEJCTABIIAET COOON KOMILIEKC B3aUMOCBSI3aHHBIX JOKYMEHTOB, B KO-
TOPBIX TIOCIIEAOBATENILHO OTPAXKAETCS NCATETHHOCTh OTPACIIHA TOCYAAPCTBEHHOTO YIIPABJICHUS,

d) Cucrema JOKyMEHTAallMH MPEACTABISET COOON COBOKYIHOCTh JIOKYMEHTOB, B3aUMOCBSI3aHHBIX
O MPU3HAKaM Ha3HA4YeHUsl, CPEPhI ICATEIHLHOCTH U SIMHBIX TPeOOBaHU K UX 0(hOPMIICHHIO.

7. KakoBbI 3Tambl NOATOTOBKU PACOPSIUTEIBHOTO TIOKYMEHTa?

a) OTO COIVIaCOBAaHUE JOKYMEHTA, NOANNCAHUE JOKYMEHTA;

b) D10 U3yUyeHue ynpaBIeHYECKOr0o BOIPOCa, MOJrOTOBKA MPOEKTAa PACTIOPSIUTENHHOTO JOKYMEH -
Ta, COrJIaCOBaHUE JIOKYMEHTA, TIOIICAHNE JOKYMEHTA;

¢) OTO M3ydeHHE YIPaBJIEHYECKOro BOMpOCa U MOATOTOBKA MPOEKTAa PaCIOPSAUTEIHHOIO JIOKY-
MEHTAa;

d) DOto M3yueHWe yIpaBIECHYECKOTO BOIpoca, chepbl IeATeTbHOCTH, CIUHBIX TpPeOOBaHUN K
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0(OPMIICHHUIO U TIOJTOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.

8. Kak Benetcst Hymepanusi IpruKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

a) Ilo mopsIKy ¢ MOMEHTa CO3/IaHUs OpPTraHU3allii, HO OTIEIHHO OT MPUKA30B IO JIMYHOMY COCTa-
BY;

b) B npenenax mecsiia, HO OTJAENBHO OT MPUKA30B MO JTUYHOMY COCTABY;

¢) [oapsia B npenenax GpuHaHCOBOIO ro/1a, COBMECTHO € MPHUKAa3aMU 10 JUYHOMY COCTaBY;

d) [Mompsin B mpenenax GUHAHCOBOTO rojia, HO OTAEIHHO OT MPHUKA30B 10 JIMYHOMY COCTaBY.

9. Kak ocymiecTBiIsieTcs CoriiacoBaHue JOKyMeHTa?

a) CornacoBaHue OCYIIECTBIISICTCS TyTeM BU3UPOBAHUS WM TIPOCTABJICHHS rpruda cormacoBaHus;

b) IlpoBoauTcs oneHka mpoekTa oGUIUATBHOIO JOKYMEHTa 3aMHTEPECOBAHHBIMHU OpTaHHU3AIIH -
MU, JTOJKHOCTHBIMH JIUI[AMH, CTICIIUATTHCTAMHU. ;

¢) [lonHOCTBIO MOATOTOBNIEHHBIE MPOEKTHI JOKYMEHTOB MPECTABIISAIOTCS HA COIJIACOBAaHUE JOJIK-
HOCTHBIMHU JIUIIAMU, CTICIIHATTUCTAMH,

d) JlokyMeHTBI BCTYNalOT B CHJIy C MOMEHTA UX COTJIACOBaHMS U JIOBEACHUS J0 CBEJICHUS MCIIOJ-
HUTEJIS.

10 . 3 xakux ABYX 4acTel COCTOUT TEKCT JOKYMEHTOB?

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBogHO# 1 OCHOBHOIA;

¢) OCHOBHOM U pacoOpsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsauTeIbHOM.

11. Kakoil TOKyMEHT COCTaBJISAETCS KOMUCCUEN MPH BBIJIEIEHUN JOKYMEHTOB K YHUUTOXKEHHIO?

a) AxT;

b) CrpaBka,;

c¢) JlokmagHas 3ammcka;

d) OObsicHUTEIbHAS 3aITHCKA.

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

a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BaHHUE BHUIA JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE YKa3bIBaeTCsl HA3BaHHUE BUA JTOKYMEHTA;

c¢) Ha 6rmanke odunmansHOTo MuchMa HEe YKa3bIBACTCs Ha3BAaHUE BHUJIA JOKYMEHTA,

d) Ha Gmanke pemeHus He yKa3bIBaeTCsl HA3BaHUE BHUJIA IOKYMEHTA;

13. Ha GnaHkax TOKyMEHTOB HETOCYIAPCTBEHHBIX CTPYKTYP MPOCTABISCTCS:

a) ['ocymapctBennslii rep0 PO;

b) I'ep6 cyonekra PO;

¢) sMOJemMa opraHu3alliy Wi TOBAPHBIN 3HAK;

d) ToBapHbIii 3HAK.

14. K opraHu3alluOHHBIM TOKYMEHTaM OTHOCSIT:

a) MOJIOKEHUE, YCTaB, MPUKA3, CTPYKTypHAs U MITaTHAS YUCIEHHOCTh, MHCTPYKIIUS, TOTOBOP;

b) monoxkeHue, ycras, akT, CTPYKTypHas ¥ IITaTHAsI YUCICHHOCTh, MHCTPYKIIMS, IOTOBOD;

C) MOJIOKEHHUE, YCTaB, MIPHUKa3, IPOTOKOJ, CTPYKTYPHAs U IITaTHAS YUCIEHHOCTh, MHCTPYKIIUS, J10-
TOBOD;

d) monosxeHue, ycTaB, periiaMeHT, CTPYKTYPHAsI U IITaTHAS YUCICHHOCTh, MHCTPYKITUS, JIOTOBOP.

15. JIBm>keHue JOKYMEHTOB B OPraHM3alMM C MOMEHTA UX CO3JIaHUs WM MOJTY4YEeHHUs 10 3aBepliie-
HUS UCTIOH30BAHMSI UM OTIPABKU HA3bIBACTCS:

a) JlokymeHT0000pOTOM;

b) [TorokOM TOKyMEHTOB;

¢) O6paboTKOI JOKYMEHTOB;

d) Peructpanueii qoxkymeHTa.

16. Peructparuu noasieskatr JOKyMEHTbI

a) Bxopsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYMEHTOB.

17. Yto Takoe HOMEHKIATypa aen’?

a) Homenknarypa ien — 3To Bce JOKYMEHTHI Ha MPEeANPHUITHH;
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b) Homenkmarypa e — 370 cUCTEeMaTU3UPOBAHHBIN MEPEYCHb 3aBOAMMBIX B OpTaHHU3aIUH JIENT C
yYKa3aHHUEM CPOKOB UX XpaHEeHHsI, 0)OPMIICHHBIN B yCTAaHOBJIEHHOM MOPSIKE;

¢) Homenknarypa men — 3To IOKYMEHTHI, TPEOYIOIIe UCTIOTHECHHS,

d) Her nmpaBunsHOTO OTBETA

18. B nokymenTtax, ohOpMJICHHBIX Ha ABYX U 0OJIee TUCTaX HOMEpa CTPaHUI] MPOCTABIISIOTCS. . .

a) Co BTOPOIf CTpaHUIIBI B BEPXHEM MPABOM YTy TIOJIS JIUCTa apaOCKUMU Iudpamu;

b) Co BTOpO#i CTpaHHIIBI TOCEPEIMHE BEPXHETO TOJIA JIMCTa apabCcKuMu udpamu;

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

d) ITocnenoBaTenbHO Ha KaX/10i CTpAHUIIE B IPABOM HUKHEM YIITy apaOCKUMHU IIUppamMHu.

19. Kakue cBeneHust coaepkarcsi B TpyI0BOM KHUKKE?

a) TpynoBasi KHMKKa OTHOCHUTCS K YHCITy OCHOBHBIX JJOKYMEHTOB, MOJATBEPKIAIONINX OOIINM, He-
MIPEPHIBHBIN U CHIEIUATBHBIN CTaXX PaOOTHI;

b) TpynoBasi KHMXKKa SIBIISIETCS OCHOBHBIM JIOKYMEHTOM TIO YY€Ty MepPCOHANA MPEANPHUATHUS, KOTO-
pasi 3aBOJIMTCS Ha BCeX paOOTHUKOB MPEANPUSATHS, IPUHATHIX HA MOCTOSHHYIO WM BPEMEHHYIO padoTy;

¢) TpynoBasi KHMXKKa MPEACTABIISET COOOM COBOKYIMTHOCTh JOKYMEHTOB, COJCPKAIIUX CBEICHUS O
paboOTHUKE;

d) Het nmpaBunpHOTO OTBETA.

20. AkTbl, muchbMa, (aKChl, CIIPABKH, JOKJIATHBIE 3aITUCKH OTHOCSTCS K:

a) OpraHu3allMOHHBIM JOKYMEHTAM MPEATPHUITHS;

b) pacriopsiANTETILHBIM JOKYMEHTAM TPEIITPUSATHUS;

C) TOKyMEHTaM IO JJMYHOMY COCTaBY MPEATPUSITHS;

d) nadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHS.

21. C xakumu BuiaMu uH(popMmarmu (o ¢popme e€ npeacraBieHus) Bel MoxeTe CTOIKHYTHCS B

cBOeH podecCHoHaNBHOM IeATeTLHOCTH?

1) TexcToBasi, uncioBas, rpadpudeckas, TabauuHas

2) Hay4Has, cCollMaIbHas, MOJIUTUYECKasi, SKOHOMUYECKasi, peTUruo3Has

3) BU3yalibHAas1, 3BYKOBasi, TAKTHIIbHASL, OOOHSTEIbHAs, BKYCOBas

4) MmaTtematuueckasi, Onosornyeckas, MEIMIUHCKas, TICUXOJI0rHYecKast

14.1.2. TeMmbl KOHTPOJILHBIX padoT
KoHTponpHOE 3a7aHKE BBINOIHAETCS KaXAbIM CTYAEHTOM HMHIUBUAYAJIBHO 10 BCEM IIPEIJIOKEH-
HBIM TEMaM

CocTaBbTe 00BSCHUTENBHYIO 3aIIUCKY O IpUYUHAX (OINpesesieT CTyAEHT CAMOCTOSTENBHO).
CocraBpTe Ha ce0s1 XapaKTEPUCTUKY ISl aTTECTAIMH TI0 CIICIIUATbHOCTH.

CocraBbTe Ha ce0sl 3asiBIICHUE O ITpUeMe Ha paloTy.

CocraBbTe Ha ce0sl MpeICTaBIeHHE O IIEPEBOJIE Ha IPYTYI0 padoTy.

CocTaBbTe npuKa3 00 YBOJHbHEHUN pAaOOTHHKA B CBSI3U C JTMKBUIAIIUCH OpraHN3aIlUH.

CocTaBbTe CBOIO aBTOOMOTpa(UIO U pE3IOME.
OdopmuTe PoTOKON 3aceaaHus 00IIET0 COOpaHus MPEaIPHUITHS "........ "" 0 BHEIPEHUU TEXHOJIO-
TUYeCKuX (I MPOAYKTOBBIX ) MHHOBAIMH UM OPraHU3alMOHHBIX H3MEHEHUI.

Odopmure akT 0 HapyIIEHUSAX IPaBUIa BHYTPEHHETO paclopsIka MpeApUsTUs.

14.1.3. Tembl 10KJI2/10B
TeMBlI 17151 KOHTPOJISI CaMOCTOSATENBHOIO U3yYEHHUS TEM TEOPETUYECKON YacTu Kypca
1. UcTopust pa3BUTHSI TOCYJapCTBEHHOM CUCTEMBI JEJIONPOU3BOICTBA
4. Mcropus pa3BUTHS IOCYIapCTBEHHOM CUCTEMBI [I€I0NIPOU3BOACTBA B Poccun
6. Postb JOKyMeHTa B KH3HH YeJIOBEeKa U 00IIecTBa
7. Metozpl uccienoBaHus JOKYMEHTOBEJUECKUX ITPO0IIeM
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8. MH}popMarmoHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU MX POJIb B PEIICHUH 3a/1a4 MpodeccHo-
HaJILHOU NIEITENbHOCTHU

9. Pa3zBuTHe nH(pOopMaMOHHON 1 OMOIHOTrpadUUeCcKOil KyIbTYphl CPEICTBAMU COBPEMEHHBIX KOM -
MYHHUKAIIMOHHBIX TEXHOJOT Ul

10. Hcnonb30BaHne COBPEMEHHBIX MHPOPMAITMOHHBIX TEXHOJIOTUU JUIS PELICHUS] aHATUTUYECKIX
U MCCIIEIOBATENbCKUX 3a71au B MPOPECCUOHATIBHOM e TEIbHOCTH

11. HayyHo-uctopuueckas U IpakTUYECKas LEHHOCTh JTOKYMEHTa

12. JlokyMeHTHI B chepe TipaBa U yIpaBIcHUs

13. BnusiHMe Hay4HO-TEXHUYECKOIN PEBOJIIOLIMY Ha pa3BUTHE JOKYMEHTA

14. Pa3BuTtue hopmynsapa JOKyMEHTA

15. TocynapcTBeHHOE perylIMpoBaHHe, HOPMaTUBHO-IIPABOBasi OCHOBA JOKYMEHTAIIMOHHOTO o0ec-
nedeHus: npohecCHOHaIbHOM IeATEIbHOCTH.

16. CymHoCTbh, HanpaBiI€HUs U BHUIbl T'OCYJAPCTBEHHOIO PETYIMPOBAaHUSA JOKYMEHTALMOHHOIO
obecrieueHus

17. 3akoHoaTeNbHBIE AKTHl 1 HOPMATUBHBIE JOKYMEHTHI PO

18. CoctaB u CTpyKTypa HOPMAaTUBHOM, MPABOBOM M METOAUYECKON OCHOBBI JOKYMEHTAIIMOHHOTO
oOecrieyeHus yIpaBICHUs

19. Yauduxamnus u cTangapTA3aIus yIpaBIeHYECKUX TOKYMEHTOB.

20. FOpuauueckas cuina JOKYMEHTA: MOUIMHHUKY (OpUTHHAJIBI) TOKYMEHTOB, KOIIUU IOKYMEHTOB
U UX BUJBI

21. OC TYCYP 02-2013 (CTO 02069326.1.02-2013) - PaGoTsl cTyaeHYeCKHE IO HANPABICHUAM
MOJITOTOBKU U CIIEIUANBHOCTSAM I'yMaHUTapHOTO npoduiiss. OcoGeHHOCTH 0(OpMIICHUS CTYAEHYECKUX pa-
00T

22. Ponb v 3HaueHUE (MHAHCOBBIX IOKYMEHTOB B JICSITEIIbHOCTH OpTraHU3aIluu

23. OcobennocTr opopmieHHs (PUHAHCOBBIX JOKYMEHTOB

24. TlonsiTHE O TOKYMEHTOOOOPOTE MPEATIPUSITHS

22. Opranuzanus paboThl ¢ BXOJSIIIUMHI JOKYMEHTaMHU

18. Opranuzaiust pabOThI ¢ UCXOASIIUMH TOKYMEHTaMU

19. OcoGeHHOCTH OpraHu3aluu paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMU

20. IokyMeHTO000POT B HH(OPMAITMOHHOM 00€CTICUEHUH YIIPABJICHUS M €TO COCTaBHBIC YaCTH.

21. OcHOBHBIE ATaIbl M MPUHLIUIBI PAOOTHI COTPYAHUKOB CIYKO JOKyMEHTAIIMOHHOTO obecrieye-
HUS C BXOJSIIIMMHU, UCXOSIIMMU U BHYTPEHHUMH YIPABIEHYECKUMU JTOKYMEHTAMHU.

22. Bupl TOTOKOB JOKYMEHTOB U CTaIUU MX 00pabOTKH.

23. Peructpanusi 1TOKyMEHTOB.

24. KOHTpOJIb UCIIOJIHEHUS TOKYMEHTOB.

25. Homenkmnatypa nen u ux popMupoBaHue.

26. Oopmiienue nien.

27. XpaHeHue Jea U TOpsIA0K CAAa4Yld UX B apXHUB.

28. Pabora ¢ JOKyMEeHTaMH, COJEepP KalIIMA KOMMEPUYECKYIO TalHYy.

29. IlonsiTHE “DIEKTPOHHBIN JOKYMEHT B MH()OPMAITMOHHOM CHCTEME OpTraHHU3aIiH.

30. TepMHUHOJIOTHS, UCTIONb3YyeMasi B CHCTEMAaxX 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

31. 3amaun cucteM IEKTPOHHOTO JOKYMEHTOO000pOTa.

32. YnpasieHue 31eKTPOHHBIMHU JOKYMEHTaMHU.

33. Knaccuduxkarus cucteM 3JIeKTPOHHOTO TOKYMEHTOO0O0pOTa.

34. Tloaxomp! K CO3AAHUIO CHCTEM 3JIEKTPOHHOTO JTOKYMEHTO000pOTa.

35. Drarmbl BEIOOpa ¥ BHEAPEHHUS CUCTEMbBl aBTOMATHU3AIIHH.

36. IIpobneMbl IPaBoOro peryarupoBaHus JIEKTPOHHOTO JOKYMEHTO000pOTa.

37. TloHsATHsI, TPUHITUTIEI U OCOOEHHOCTH MOCTPOCHUSI ABTOMAaTH3UPOBAHHBIX CHUCTEM KOHTPOJIS
ucnonHenus TokymeHToB (ACKU /).

38. CucreMsl AIIEKTPOHHOTO TI0KyMeHTooOopoTa. Obmue nonoxxenns. Haznauenus CO/I,

39. OCHOBHBIE CBOWCTBA CUCTEM BJIEKTPOHHOTO JOKYMEHTO000pOTA.

40. OcHOBHBIE TEXHOJIOTUHU PabOTHI ¢ JoKkyMeHTamMu B CO/I.

41. O0mas ki1accuuKaIys CUCTEM AIIEKTPOHHOTO JOKYMEHTO000pOTa.

42. O0630p OCHOBHBIX CHCTEM 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTA. TIPEACTAaBICHHBIX B Poccun u 3a
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pyoexoM
43. AHanmu3 BHEAPEHUS CHCTEM SJICKTPOHHOTO JIEIONPOU3BOACTBA M IOKYMEHTOO00pOTA

14.1.4. Tembl 0IPOCOB HA 3aHATHAX

[TonsiTue, ey U 3a7a4u U3y4aeMon AUCIUILIUHBL. Pa3BUTHE U CTAaHOBJICHHE JICIONPOU3BO/ICTBA B
Poccun. Opranmusanus 1e1onpon3BOJCTBA HA MPENNPUATHSIX. 3HAYCHUE U MECTO JOKYMEHTOB B CHCTEME
yIpaBIeHUS

TpeboBanus k 6mankaMm 10KymMeHTOB. [lopsmok pa3paborku 6mankoB. O0mme TpeOOBaHUA K JOKY -
MEHTaM, U3TOTOBISIEMBIM C TOMOINBIO TEXHUYECKUX cpelacTB. OcoOeHHOCTH OGOPMIICHHS OTACIBHBIX
PCKBH3HTOB.

[TpaBuna odopmiieHUs: JOKYMEHTOB, COCTaB U Ha3HA4YE€HUE PEKBU3UTOB. POl M BUABI YIIpaBIICH-
YECKUX JOKYMEHTOB.

CocTaB ¥ Ha3HAUYEHUE OTACIBHBIX BUIOB OPraHU3AI[MOHHO-TIPABOBBIX, PACHIOPSAUTEIBHBIX U UH-
(OopMaMOHHO-CIIPABOYHBIX JJIOKYMEHTOB. JlOKyMEHTaNbHBIH (OHI W TEepeYeHb JOKYMEHTOB, 00pa3yro-
HIUXCS B IPOIIECCE IEATEIbHOCTH MPEANPUSATHUSI.

CocTaB, pacroyioeHue u MpaBuiia 0OpMIICHHSI PEKBU3UTOB OTICIBHBIX BUJIOB OPTaHU3allMOHHO-
MIPABOBBIX, PACIIOPAIUTENBHBIX U HMH()OPMALMOHHO-CIPABOYHBIX JOKYMEHTOB. OcOOEHHOCTH odopmIie-
HUSI OTJICJIBHBIX BHJIOB IOKYMEHTOB, 00Pa3yIOMIUXCS B IPOIIECCe ACATEIBHOCTH MPEATPHUSITHS.

OcHOBHBIE 331241 OpraHU3alMU JIEKTPOHHOTO JOKyMEeHT0000poTa. CHCTEMBI 3JEKTPOHHOTO J10-
kymeHToob6opota COJI. Dranbl pa3zButus, kiaccel, HazHadeHne COJl, OCHOBHBIE CBOWCTBA CHCTEM DJICK-
TPOHHOTO AOKyMeHToo0opoTa. OcHoBHBIe THIBEI CO/l. Ocobennoctu opranmzanuu COl. CucteMsl diek-
TPOHHOTO TOKYMEHTOO0O0POTa, MpecTaBlIeHHbIe B Poccuu.

14.1.5. Bonipocs! 1J1s1 NOATOTOBKH K MPAKTHYECKHM 3aHATHAAM, CEMUHAPAM

TpeboBanus k 6maHKam JOKyMeHTOB. [10ATOTOBKA K COCTaBICHHUIO JOKYMEHTOB. CXEMBbI pacmoio-
KeHusl 1oKyMeHTOB. CocTaBienue GopmyisipoB 1oKyMeHTOB. OOmuii 61aHK. biaHk KOHKpeTHOro BUaa
JIOKyMeHTa. biaHk nucbma.

O6mmue TpeboBanus k odopmieHHio Tekcta otyeta. OQopmiieHue TUTYABHOTO JINCTA, PUCYHKOB,
Ta0JIUII, CIICKA UCTIONIE3YEMbIX HCTOUHUKOB

[TpaBuna cocraBiaeHust U 0GOPMIICHHS OPraHU3AMOHHO-PACTIOPSAUTEIbHBIX TOKYMEHTOB (yCTaB,
MOJIOKEHUE, IITATHOE PAaClUCaHUe, MHCTPYKIUS, TPUKA3, pacoOpsLKEHUE, PEIIeHHEe, MPOTOKOJ, TOCTaHOB-
JICHUE)

[TpaBuna coctaBieHuss ¥ OQopMIICHUS HH(DOPMAMOHHO-CIPABOYHBIX JIOKYMEHTOB (J€I0BOE
MUCHMO, JOKJIaJHAas U cay»eOHas 3alluCKU, aKT, CIIpaBKa, U JIp. )

14.1.6. Bonipocsl 115 3a4€Ta ¢ OLIEHKOM
. JIOKYMEHT U €ro MECTO B CUCTEME YIPABICHUS
. HopmaTuBHO-MeTOAMYECKHE aKThI, pETJIaMEHTUPYIOIINE CO3AaHNne U 0(POpPMIIEHUE TOKYMEHTOB.
. JIokyMeHTOBe/IeH!e KaK Hay4Hasi IUCHUIUTNHA: 00BEKT, IPEAMET, OCHOBHbBIE METO/BI.
. [lonsiTre «uHpOpMaLHs» U €ro pa3BUTHE.
. IloHsiTHE «IOKYMEHT» U €TO Pa3BUTHE.
. O61mue u yacTHble QYHKIUHU TOKYMEHTA.
. Crtoco0Obl TOKyMEHTUPOBAHUS U UX PA3BUTHE.
. [lonsiTue cayxeOHOro TOKYMEHTHUPOBAHUS U TPEOOBAaHUS K JOKYMEHTAM.
. Ilopsiok perynupoBaHus, COTJIACOBAHUS U NOJAIMCAHMSI YIPABIEHYECKUX JOKYMEHTOB.
10. CymHocTh YHU(PUKAIMKY U CTaHAAPTU3ALUHU YIIPABIEHYECKUX IOKYMEHTOB.
11. IlpaBuna opopmieHus ciyKeOHbIX TOKYMEHTOB.
12. PekBU3HTHI U UX NpEAHA3HAYCHHUE.
13. O6mue TpeboBaHUs K JOKYMEHTHPOBAHUIO YIIPABIECHUECKON JAEATEIIbHOCTH.
14. CocTas, copepxaHue U OCOOEHHOCTH pealn3aiuu TpeOOBaHUN K PACIIOIOKEHUIO U ohopmIiie-
HUIO PEKBU3UTOB IOKYMEHTOB.
15. CtpykTypu3anus TEKCTOB yIPaBIEHUYECKUX JOKYMEHTOB.
16. Bunpl yHupUIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH O0(opMIIeHHs TpadapeTHOro TeKCTa, aHKEThI
Y TaOJIUIIBL.
17. TpeGoBaHUs K COJECPIKAHUIO, CTPYKTYPE U CTUIIIO M3JI0KEHHUS YIIPABICHUECKUX JOKYMEHTOB.
18. Oprann3anlnOHHO-paCIOPSANTENBHAS JOKYMeHTanusl. OCHOBHBIE BU/bI YIIPABICHYECKHUX J0-
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KYMEHTOB.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.

29

35

NudopmarmonHo-cripaBouHas 1okymeHTaIus. OCHOBHBIE BUIBI
[TpaBuiia U CTUIIL HAMMCAHUS JIEJIOBOTO MUCHMA.

Bune! neisoBoro nmucema.

Oco0eHHOCTH MIEPENUCKH ¢ MHOCTPAHHBIMH MTAPTHEPAMH.

Buibl TOTOKOB TOKYMEHTOB M CTaIMM UX 00paObOTKH.
Perucrpanus 1OKyMEHTOB.

KoHTponb ucoaHeHUsT JOKYMEHTOB.

Homenknarypa nen u ux popMupoBaHHE.

Odopmiienne nen.

XpaHeHue JeN 1 TOPSAO0K CJIaud UX B apXUB.

. Pabota ¢ nokymeHnTamu, comepkalimMi KOMMEPYECKYIO TalHYy.
30.
31.
32.
33.
34.

[TonsiTHE “3NIEKTPOHHBIN TOKYMEHT” B HH(OPMAIIMOHHON CHCTEME OpraHU3allH.
TepMuHoIOrHs, UCIONIB3yeMasi B CUCTEMAX JIEKTPOHHOTO TI0KyMEHTOO00POTa.
3amaun CUCTEM BIIEKTPOHHOTO JOKYMEHTO000pOTA.

VYnpaBieHue 371eKTPOHHBIMU TOKYMEHTAMH.

Knaccugukamus cuctem 3J1eKTpOHHOTO JOKYMEHTO000pOoTa.

. [ToTXo/bI K CO3IaHHUIO CHCTEM AJICKTPOHHOTO IOKYMEHTO000POTA.
36.
37.
38.
39.

OTansl BBI60pa " BHCAPCHHUA CUCTCMbI aBTOMATU3allUH.

[Tpo6ieMbl MPaBOro PeryanpoBaHHs 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

OTansl pa3BUTHS TOKYMEHTOO00POTA.

[ToHATHS, TPUHIMITEI U OCOOCHHOCTH MOCTPOCHHST ABTOMATH3MPOBAHHBIX CHCTEM KOHTPOJLS

ucnonHeHus TokymeHToB (ACKU /).

40.
41.
42.
43.

CucTeMbl AIEKTPOHHOTO JOKyMeHTooOopoTa. O6mme nmonoxenus. Haznagenus CO/I.
OCHOBHBIE CBOWCTBA CUCTEM BIIEKTPOHHOTO JOKYMEHTO000pOTA.

OCHOBHBIE TEXHOJIOTHH pabOTHI ¢ JokyMeHTamu B COJI.

OO6mas kmaccuUKaLus CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO00POTA.

14.2. Tpeﬁ()BaHI/Iﬂ K OIICHOYHBIM MaTepuajgamMm AJd JUll ¢ OrpaHHYCHHBIMHA BO3MOKHOCTAMU

310POBbSI 1 HHBAJIH/I0B

I[JISI JiuIy ¢ OrpaHM4YCHHBIMH BO3MOXKXHOCTAMU 3J0POBbA U MHBAJIUAOB MPECAYCMOTPCHBI JOIMOJIHU -
TEJIBHBIC OLICHOYHBIC MaTEPHAJIbI, IICPCUCHb KOTOPBIX YKa3aH B Ta6J'II/II_I€ 14.
Ta6J11/1ua 14 — I[OHOJIHI/ITGJIBHBIC MaTepuajibl OUCHUBAHUA IJId JIML C OrpaHUYCHHBIMU BO3MOXKXHOCTAMU
310pPOBbA U MHBAJIMJIOB

Kareropuu Bubl TONOTHUTEIBHBIX OIICHOYHBIX ®opMbI KOHTPOIISL M OLICHKH
oOyJaronuxcs MaTepuaioB pe3ynbTaToB 00y4eHHUs

C napyumeHusMu
ciryxa

TecTsl, MUCEMEHHBIE CAMOCTOSITEIIbHBIC
paboTHI, BOIIPOCH! K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI

[Tpeumy1eCTBEHHO MUCHMEHHAS
npoBepKa

C mapymenusasmu | CobeceoBaHme 1Mo BOIpocaMm K 3aueTy, | [IpenmyinecTBeHHO yCTHas TPOBEpKa

3peHus OIIPOC 10 TEPMUHAM (MHAMBHYaTbHO)
C napyumeHusMu Pemenue qucTaHIMOHHBIX TECTOB,
OIIOPHO- KOHTPOJIbHBIE Pa0OThI, MUCbMEHHbIE | [IpenMylecTBeHHO AMCTaHIMOHHBIMU
JIBUTATEJIBHOIO CaMOCTOsITENIbHbIE PabOTHI, BONPOCHI K METONaMHU
amrapara 3a4eTy
C orpanunuenusiMu 1o | TecTsl, TUCbMEHHBIE CAMOCTOSITEIILHBIE [IpeuMy1ieCTBEHHO IIPOBEpPKA
00IIEeMeTUITTHCKIM paboThI, BOIIPOCHI K 3a4ETY, METOJIaMH UCXOZS U3 COCTOSHUS
MOKa3aHUAM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHl | 00YYarolIerocss HA MOMEHT IPOBEPKU

14.3. MeToan4yeckue PEKOMEHIAIlUH MO OIICHOYHBIM MaTepHuaJdaM AJis JIMIl ¢ OrpaHuI€HHbIMHU

BO3MOKHOCTSIMHU 3/10POBbSI U HHBAJIU/10B

s nun ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSMH 30POBbs M MHBAIUJOB IIPEAYCMAaTPUBAETCS J10-
cTymnHas ¢popMa NpeoCTaBIeHUS 3aJaHU OIIEHOYHBIX CPEJICTB, @ UMEHHO:
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- B IleyatHoi (opme;

- B IIeYaTHO (hopMe ¢ YBEITHUYEHHBIM IPUPTOM;

- B (hOpMe 3NIEKTPOHHOI'O IOKYMEHTA;

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

- IIPEIOCTaBJICHNE 3aJJaHUsl C UCIIOJIb30BAaHUEM CYpJIOTIEPEBOIA.

Jlumam ¢ OrpaHWYEHHBIMH BO3MOXXKHOCTSIMH 3JI0OPOBBSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
HOJrOTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. [l TakKMX 00ydaromuxcs MpeycMaTpuBaeTcs: JOCTYII -
Has popMa MpeTOCTaBICHHS OTBETOB HA 3a/IaHUs, @ IMEHHO:

- MUCbMEHHO Ha Oymare;

- HabOp OTBETOB HAa KOMIIBIOTEPE;

- Ha0Op OTBETOB C HCITOJIH30BAHUEM YCIIYT aCCUCTEHTA;

- [IPEJICTaBJICHUE OTBETOB YCTHO.

[Tponienypa orieHHBaHUs PE3yIbTATOB OOYYEHHS JIMIl C OTPAaHUUYEHHBIMH BO3MOKHOCTSIMH 3/10pO-
BbsI M1 MHBAIHJIOB IO JUCIUIUIMHE TPETyCMaTPUBACT MpeIoCTaBIeHne HHpopManuy B popmax, aaarnTH -
POBaHHBIX K OTPAHUYECHHUSAM HX 370POBBS M BOCIIPUATHS HH(POpMALIUU:

JI1s1 I ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETNYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIIeHUsIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

- B reyaTHou (opme.

J1s1 1M1 ¢ HAapyIIeHUsIMHM ONIOPHO-ABUIaTeJIbHOI0 annapara:

- B (hopMe IIEKTPOHHOTO TIOKYMEHTA;

- B IeyaTHou (hopme.

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