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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 (crienmasnibHOcTH) 38.03.02 MenemkMeHT, yrBepxkaennoro 12.01.2016 roga, paccMoTpeHa u of10-
OpeHa Ha 3acenanuu kageapsl MeHeDKMEHTa « _ » 20 ropa, mpotokoin 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:

Hexan DO A. B. boromosnosa
3aBeAyIOIHi BRITYCKAIOIICH Kad.

MenemxmMeHTa M. A. AdonacoBa
OKCIIepTHI:

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

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

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

1.2. 3agaun QUCHUIINHBI

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

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

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

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

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

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

2. Mecro mucuuminabl B ctpykrype OITIOIT

Jucuumuinaa «O0mwmii u 31MeKTpoHHbIH qokymMeHToobopoT» (B1.B.JIB.4.1) otHOCHTCs K OnOKy 1
(BapuaTHBHAS YaCTh).

[TpenmecTBYIONMME AUCIUTUTHHAMH, (DOPMUPYIOIIMMU HadaIbHBIE 3HAHUS, ABIsAtOTCS: [Imanupo-
BaHUE Ha mnpeAnpusTuy, [IpakTrka mo noayyeHUIo NepBUYHBIX MPO(EeCCHOHAIBHBIX YMEHUN U HaBBIKOB,
[TpakTKa MO MONXYYCHHIO MPO(ECCHOHATBHBIX YMEHHHA U OMBITa MPO(ECCHOHAIBHON NEATEIbHOCTH,
[TpaxTHka o noay4eHuro NpodecCuOHANbHBIX YMEHUHN U ONbITa MPo(dhecCuOHANbHOM IeaTeIbHOCTH (pac-
YeTHO-aHalIMTU4YeCKas ), PernamenTanust 1 HOpMUPOBAHUE TPY/A.

[TocnenyromuMu AUCIUIUIMHAME SIBJISTFOTCS: 3allldTa BBIMYCKHOW KBATM(PUKAIIMOHHON pPadOTHI,
BKJIIOYAsl MOATOTOBKY K MPOLEIYpPE 3aIIUTHI U MPOUEAYPY 3allUThI, YIPaBICHHUE MEPCOHAIOM OpraHu3a-
UM, YTIpaBICHUE pECYpCaMHt, YTIPABICHYECKUN YUET.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

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

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

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

B pesynbpTare u3ydeHus: IUCIHUILIMHBI 00YJaIOMIUNCS TOJKEH:

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

— yYMeThb Ha OCHOBE COOpaHHON MH(OPMAIMK ONPEACIATH LIEIH, BEIOUPATh CPEICTBA BEICHHS
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JIeTIOBOM TOKYMEHTAIMH; TPAaMOTHO pa3padaTeiBaTh U 0OPMIISTH YIPABICHUYECKHUE TOKYMEHTHI, HCIIOIb-
3yeMbI€ B JICATEIBHOCTH OPTaHU3aINI; COCTABIISATh M MPABHIHLHO O(OPMIISATH OPTaHU3AIOHHBIE M PACTIO-
pSAUTENbHBIC JOKYMEHTBI; UCIIOIB30BaTh BOBMOKHOCTH OOIIET0 U 3JIEKTPOHHOTO JOKYMEHTO000pOTa st
NPUHATHS ¥ TOKYMEHTAIBLHOTO O(hOpMIICHHS yIIPaBIIEHYECKUX PEIICHUH; UCTIONB30BaTh B CBOEH mpodec-
CHUOHAJIBHOU ACATCIIBHOCTHU TPHUKIAAHBIC NPOTpaMMHBIC CPCACTBA U CPCACTBA OPITCXHUKH, CAMOCTOA-
TEJIHLHO OCBAMBAaTh 3HAHMS, HEOOXOIUMBIE I pa0OTHI C TOKYMEHTOOOOPOTOM B KOHKPETHBIX cepax es-
TCJIIBHOCTH OpraHU3allur; OICPpHUPOBATHL 3HAHUAMMH, IMMOJTYUCHHBIMU IO ACIOMPOU3BOACTBY B HpO(l)CCCI/IO-
HaJILHOU NIEITENbHOCTHU

- BJIaJA€Th HAaBBIKAMU COCTABJICHUA U O(bOpM.HeHI/ISI OpraHu3allMOHHBIX U PACTIOPAAUTCIBHBIX
JIOKYMEHTOB B c(hepe mpoPecCUOHATBLHOM e TeIbHOCTH; METOIUKONW COCTABJICHUS IPOSKTOB OCHOBHBIX
YIpaBJICHYECKUX TOKYMEHTOB; HAaBBIKAMHU JIOKYMEHTAJIBHOTO OPOPMIICHHUS PEIICHUI B YIIPABICHUU OTIE-
palMOHHOM (IIPOM3BOICTBEHHON) 1E€ATENbHOCTHIO OPraHU3alMi IPU BHEAPEHUN TEXHOJIOTMUYECKUX, IIPO-
JYKTOBBIX MHHOBAIIMI WM OPTaHU3AI[MOHHBIX M3MEHEHHIT, METOJaMU U CPEACTBAMH TOyueHHsI, oOpa-
0OTKH U XpaHCHUA NJOKYMCHTOB, HaBbIKAMU HCIIOJIB30BAHUA KOMHBIOTCpHOfI TCXHUKH, IMPOrpaMMHO-
UH(POPMAIMOHHBIX CHUCTEM, KOMIBIOTEPHBIX CEeTel; HaBbIKAaMU O(OPMIICHHS Pa0OT, BHIMOIHAEMBIX CTY-
JEHTaMH B TIpolriecce o0ydeHus, ¢ y4eToM TpeboBaHuii obpaszoBarenpHOro crangapra Byza OC TYCYP
02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOI padoThl
OO01ast TpyI0EMKOCTb JUCLUILUINHBI cOCTaBIseT 6.0 3aUeTHBIX €IMHMILIbI U IIPECcTaBIeHa B Ta0Iu -

%Zgﬁl{lﬁa 4.1 — TpyaoeMKOCTb JUCHUILINHBI

Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl

6 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 72 72
Jleknun 36 36
[IpakTiueckue 3aHATHS 36 36
CamocrosTenpHas paboTa (BCero) 144 144
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 34 34
CamocrodaTenbHOe H3ydeHHe TeM (BOTIPOCOB) 48 48
TEOPETHYECKON 4acTH Kypca
[ToaroroBka K MpakTUYECKUM 3aHATUAM, CEMUHApaM 62 62
Bcero (0e3 ax3amena) 216 216
OO6mast Tpy1I0€MKOCTb, 4 216 216
3aueTHble EquHuIb 6.0 6.0

5. Conepxxanue 1MCUMILITHHBI

5.1. Pa3aennl AMCHUILIAHBI M BHALI 3AaHATHHA
Paznensl mUCHUIUTAHEI ¥ BUBI 3aHATHN IPUBEACHBI B Tabmmiie S.1.
Tabmua 5.1 — Pasgens! fUCHUILIMHEL U BUABI 3aHSITHI

Bcero
4acoB
[pak. Cam. dopmupyemblie
HasBanus pa3nenos QUCHUATIIIMHBL Jlek., 4 (Ge3
3aH.,4 | pa0., 4 KOMITETEHITHH
9K3aMEH
a)
6 cemecTp
1 Ilpenmer, conepskanue u 3agadu Kypca. [o- 4 0 20 24 [1K-20, I1K-8
KYMEHTOOOOPOT U JIeJIONPOU3BOACTBO B IIPO-
(heccroHaNBbHOM JACSITCIIBHOCTH.
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2 IIpaBOBbBIEC 1 HOPMATUBHBIE OCHOBBI JIOKY- 4 0 4 8 ITK-20, ITK-8
MEHTHUPOBAHUS YIPABIEHYECKOMN IeSITeIbHO-
CTH
3 Tlousarue nokymeHTa. CBOMCTBA JOKYMEHTA. 10 8 18 36 [1K-20, TIK-8
Knaccudukanus nokymenra. CTpykrypa a0-
KyMmeHTa. TpeboBaHus K OPOPMIICHHUIO JTOKY-
MEHTOB.
4 Cucrembl 1okyMeHTOB. CocTaBiieHHe U 8 22 36 66 TIK-20, TIK-8
odopMmIleHHE YIIPABICHYECKUX TOKYMEHTOB.
5 Opranuszanusi paboThl C JOKYMEHTaMU 2 0 6 8 [1K-20, I1K-8
6 dopmupoBaHUe U TEKYIIEe XpaHEHUE JOKY- 22 26 [1K-20, TIK-8
MeHTOB. [lororoBka JOKYMEHTOB K Iiepeaayue
B apXMB
7 DNEeKTPOHHBIN JOKYMEHTOOOOPOT, KITH0Ye- 6 4 38 48 [1K-20, I1K-8
BbIC TIOHSTHS, OCHOBHBIEC KOHIIEIIIUU
Hroro 3a cemectp 36 36 144 216
Hroro 36 36 144 216
5.2. Conep:xanue pa3aejioB IUCHUILIUHBI (110 JEKIIUSIM)
CopeprkaHue pa3iesoB TUCIUILINH (TIO JIEKIUSAM) IPUBEACHO B Tabmuiie 5.2.
Tabmura 5.2 — ConeprkaHue pa3faesoB JUCIUIUIAH (IO JICKIHSIM)
ConepxaHue pa3iesioB TUCHUIUIUMHEI (o | TpynoemkocTs, | DopMupyemblie
HaszBanus paznenos p pasi AHCH ( Py ’ PMHPY
JIEKIIMSIM) q KOMIIETEHITUU
6 cemecTp

1 Tlpenmer, ITonsThe, uenu u 3aga4n U3y4aeMou TUCIU- 4 [1K-20, TITK-8
coliepaHHe U 3aJlaud | JIMHBL. Pa3BUTHE U CTaHOBJIEHUE JEIO-
Kypca. npousBozacTsa B Poccun. Opranuzanus ae-
JIokyMeHTOOOOpOT U | IOTPOU3BOJICTBA HA MPEANPHUATHIX. 3HAUe-
JIEJIONPOU3BOACTBO B | HUE M MECTO JOKYMEHTOB B CUCTEME YIIpaB-
npodeccruoHaIbHON JICHUS
JeSTeTbHOCTH. Wroro
2 IlpaBoBbie U I'ocynapcTBeHHOE peryMpoBaHue, HOpMa- [1K-20, ITK-8
HOPMATHBHBIE OCHOBBI | TABHO-TIPABOBAsi 1 METOAMYECKAsi OCHOBA
JIOKYMEHTHPOBaHUS JIOKYMEHTAI[HOHHOTO 00eCTIeUeHH sl yIpaBiie-
YIPaBJICHUYECKON Hus. CyIIHOCTh, HaMPaBJIEHUS U BUJIBI TOCY-
NeATETbHOCTH JTAPCTBEHHOTO PETyIUPOBAHUS TIOKYMEHTA-

[IMOHHOTO O0ECTICYCHHSI YIIPaBICHUs, Ha3HA-

YeHHe, 0COOCHHOCTH U COOTHOIIIEHUE HOP-

MaTHBHO-TIPABOBOT'O Y METOJIMYECKOTO Pery-

nupoBanusi. COCTaB U CTPYKTypa HOPMATHB-

HOM, TPAaBOBOW U METOJIUYECKON OCHOBBI J10-

KYMEHTAIIMOHHOTO 00eCTieueHus yrpanie-

HUSI, HAITMOHAIBHBIX U JIOKAJILHBIX HOpMa-

TUBHO-METOIMYECKUX TOKYyMEHTOB. YHU(U-

Kalusl ¥ CTaHIapTU3AIIHSL.

Hroro 4
3 Ilonsarue noxkymenTa. | TpeboBaHus k O61aHkaM 1oKymMeHTOB. [Tops- I1K-20, ITK-8
CBoiicTBa IOKyMeHTa. | IOK pa3paboTku OnaHkoB. O0mue TpedoBa-
Knaccudukanus HUS K JOKYMEHTaM, U3TOTOBIISIEMBIM C TTIOMO-
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nokymenra. CTpykrypa
JOKYMEHTA.
TpeboBaHus K

o opMIIEHUTIO
JIOKYMEHTOB.

HIbI0 TEXHUYECKUX cpencTB. OcoOeHHOCTH
0 OpMIICHHS OTJICIIBHBIX PEKBU3HUTOB.

OCHOBHBIC HOPMBI U TIpaBUIIa 0POPMIICHHUS
paboT, BBITIOIHSAEMBIX CTYJICHTAMH B IIPOIIEC-
ce o0ydeHus1, ¢ yueToM TpeboBaHui 00pa3o-
BaresnbHOro cranjaapra Byza OC TYCVYP 02-
2013 (CTO 02069326.1.02-2013) - PaGoTb!
CTy/ICHYECKHUE TI0 HATIPABICHUSIM ITOATOTOB-
KU ¥ CIICUAILHOCTSIM TYMaHUTapHOTO TIPO-
st

Hroro

4 Cucrembl
JIOKYMEHTOB.
Cocrasienue u
oopmienue
yIPaBICHYCCKUX
JIOKYMEHTOB.

[TpaBuiia opopmiieHus: JOKYMEHTOB, COCTaB
U Ha3HaYeHUE PEeKBU3UTOB. Poib U BUIBI
yIpaBieHYECKUX JOKyMeHTOB.CocTaB U Ha-
3Ha4YEHUE OT/JEJIbHBIX BUJIOB OpraHU3aLU-
OHHO-TIPAaBOBBIX, PACIIOPATUTENbHBIX U UH-
(opMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB.
JlokyMeHTanbHbIN GOHJ U IEpEUeHb J0KY-
MEHTOB, 00pa3yIOILINXCs B IIpolLecce Jes-
TenbHOCTU npeanpuarus.Cocras, pacnoo-
YKEHUE U MpaBuiIa 0pOpMIICHUS PEKBU3UTOB
OTJEJIbHBIX BUJIOB OpraHU3allMOHHO-TIPaBO-
BBIX, pacIoOpsAUTEIbHBIX U HH(OpMALIU-
OHHO-CIPAaBOYHBIX JTOKYMEHTOB. OCOOEHHO-
CTH OOPMIICHUS OTAEIbHBIX BUIOB JOKY-
MEHTOB, OOPa3yYIOIIUXCS B MPOIECCE Jesi-
TENbHOCTHU NPEAIPUATHUS.

Hroro

I1K-20, TIK-8

5 Opranuzanust paboTbI
C JOKyMEHTaMH

[TonsiTHe «10KyMEHTOOOOPOT» U €TI0 pa3BU-
tue. OCHOBHBIE ITPaBUJIa OpPraHU3aluu 10KY-
MEHTO00OpOTa B opranu3anuu . Cxema JIBH-
KEHUS U TEXHOJIOTHsI 00pabOTKH JOKYMEH-
TOB. [ IoHATHE TOKYMEHTONIOTOKA, €70 CTPYK-
Typa, I0Ka3aTeIu OLUEHKU JOKYMEHTOIIOTO-
Ka. JKu3HeHHbl UK 1oKymMeHTa. KoHTpoub
VCIIOJTHEHMSI JOKyMEHTOB.

Hroro

[1K-20, I1K-8

6 ®opMupoBaHue U
TEKyIllee XpaHEeHHUE
JIOKYMEHTOB.
IToxroroBka
JIOKYMEHTOB K
nepeaye B apXxuB

Howmenxknarypa nen. [Topsaok coctaBneHus
Y YTBEPKJICHUS HOMEHKJIATyphlI J1e. Ycra-
HOBJICHHE CPOKOB XpaHeHus jien. ®opmupo-
BaHue U odopmiieHne aesn. Opranuzanus
OIEPATUBHOIO XPAHEHUS JIesl. DKCIepTU3a
[IEHHOCTH JOKyMeHTOB. Odopmiienue ner.
[Topsinok nepenaun TOKyMEHTOB Ha XpaHe-
HHE B apXUB.

Hroro

I1K-20, I1K-8

7 DNEeKTpOHHbIN
JOKYMEHTO000pOT,
KJIIOYEBbIC TOHSTHS,
OCHOBHBIE KOHIICTILIUT

OcHOBHBIE 33]JTa4l OPTaHU3AIIMU HJIEK-
TPOHHOTO JIOKyMEeHT0000poTa. CUCTEMBI
3JIEKTPOHHOTO JOoKyMeHTooOopoTa CO/I.
Oranbl pa3BuTHsl, Ki1accol, HazHaueHue CO/I.

[1K-20, I11K-8
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OCHOBHBIE CBOMCTBA CUCTEM DIIEKTPOHHOTO
nokyMeHToo0opoTa. OcHoBHBIE TUIIBI CO/I.
Oco6ennoctu opranm3aiun COJ1. CucreMbl
AJIEKTPOHHOTO JJOKYMEHTO000pOTa, Mpe/I-
craBjeHHBIE B Poccun.

Hrtoro 6

Hroro 3a cemectp 36

5.3. Pa3esbl AMCUMINIMHBI M MEKIMCUMINIMHAPHBIE CBSA3H ¢ 00eceYnBAKIIMMH (NPeAbITYyLIUMHU)
1 o0ecrneynBaeMbIMHU (IOC/IEAYIOIMMH) THCHUIIIHHAMHA
Paznenbl qUCHUIIIUHBL U MEXIUCUUIUIMHAPHBIE CBSI3U C 00€CTIeYMBAIOIIMMHU (TIPEAbIAYIIUMU) U
o0ecrieyrBaeMbIMH (TIOCIIEAYIOIIMMHI) TUCIMIUIMHAMU NIPe/ICTaBlIeHb! B Tabmuie 5.3.
Tabmua 5.3 — Pa3gens! AUCHUIUIMHBL U MEXIUCIIUIUIMHAPHBIE CBS3H

Ne pazienoB qaHHOM TUCHIUILIAHBIL, 1711 KOTOPBIX HEOOXOIUMO

HayMeHOBaHME TUCLUTLIHH U3ydyeHue 00eCIeunBaOIINX U 00ECIICUNBAEMbBIX AUCIUILINH
1 2 3 4 5 6 7
[IpenmecTByroue AUCHUILIMHbI
1 IInanupoBaHue Ha MPEeIPUITUN + + + +
2 IIpakTHKa 1o moJIy4eHHUIO EpBUY-
HBIX MPO(ecCHOHANTBHBIX YMEHUH 1 + + + + +
HaBbIKOB

3 IlpakTuka 1o moxy4eHuto npodec-
CHUOHAJILHBIX YMEHUH H OTBITa TIPO- + + +
(heccroHaNbHOMN AEATETHHOCTH

4 TIpakTuKa Mo moyy4eHuto mpogec-
CHUOHAJIBHBIX YMeHI/II\/’I H OIIbITA IIPO-
(heccroHaNBbHO IeATENHHOCTH
(pacueTHO-aHATUTUYECKAS)

5 PermntaMeHTanyst 1 HOpMUPOBAHKE
Tpyza

+ + + +

[Tocnenyromue TUCHUIIITUHBL

1 3amuTa BBITYCKHON KBaIH(UKa-
LIMOHHOM paboThl, BKJItOYAsl MOATO-

+ - - + + +
TOBKY K MPOLIEIype 3alllUThl U IPO-
LEeAypY 3aUThI
2 YnpaBlieHHEe NepCOHAIIOM OpraHu- 4 n n . n n
3aIuu
3 Vnpasnenue pecypcamu + + + +
4 YnpaBieHUYECKUMN yUyeT + + + +

5.4. CooTBeTcTBHE KOMIIETEHIIMIA, GOPMHUPYEMBIX MPH U3yYEeHUM TUCHUILUIMHBI, U BUA0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPU HM3YUYEHUH IUCIUIUIMHBI, M BHIOB 3aHATHN
MPEICTAaBICHO B Tabmuiie 5.4.
Ta6muia 5.4 — CooTBETCTBHE KOMIIETEHIIMN, (DOPMUPYEMBIX NIPU U3YUYEHUH AUCLUIUIMHBI, U BUOB 3aHS -
TUH

Komnerenuu Bunaw! 3ansTrit

u Jlek. [Tpak. 3aH. Cam. pa0.

@DopMbl KOHTPOJIS
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ITK-8 + + + Onpoc Ha 3aHaTHsAX, BeICTyIUIE-
HUe (DOoKIJIan) Ha 3aHATUH, TecCT,
3au€r ¢ oneHkoi, OTYET Mo npak-
TUYECKOMY 3aHSTHIO

I1K-20 + + + Onpoc Ha 3aHaTUsAX, BeICTyIUIE-
Hue (IoKIIan) Ha 3aHATHH, TecCT,
3au€r ¢ oueHkoi, OT4eT Mo npak-
TUYECKOMY 3aHSTHUIO

6. UnTepakTHUBHBIE MeTOAbI U (JOPMBI OPraHU3aANNH 00yUEeHUsI
He npenycmotrpeno PVYII.
7. JlabopaTtopHble padoThl
He npenycmorpeno PVYIIL.

8. IIpakTHYeckHe 3aHATHA (CEMUHAPDI)
HanmMeHoBaHMe MpaKTUUECKUX 3aHATHH (CEMHUHAPOB) MpUBeIeHO B Tadmuie 8.1.
Tabmuia 8.1 — HaumeHoBaHMe MPaKTUYECKUX 3aHATHHA (CEMHUHAPOB)

HaumeHoBaHue MpakTUUYECKUX 3aHATHI Tpynoemkocts, | Dopmupyembie
Hasganus pasnenos
(cemuHapoOB) q KOMITCTCHITH
6 cemecTp
3 [lonsatue noxymenra. | TpeboBanus k OiaHkam nokymeHToB. [Toaro- 4 ITK-20, ITK-8
CBoiicTBa IOKYMEHTA. |TOBKA K COCTABJICHUIO IOKYMEHTOB. CXEMBbI
Knaccudukarms pacnosioxeHus JokymeHToB. CocTaBieHue
nokymeHTa. CTpykrypa | GopMynsspoB JOKyMeHTOB. OO0riuii OIaHK.
JOKYMEHTA. biraHK KOHKpETHOrO BUJa JOKyMeHTa. biiank
TpeboBanus K MMChbMa.
oGopmnermo Ooume TpeboBaHus K 0(OPMIICHHIO TEKCTa 4
AOKYMEHTOB. otyeta. OopmiieHre TUTYIBHOTO JIUCTA, PU-
CYHKOB, TaOJIUII, CIICKA UCTIOJIb3YEMBIX HC-
TOYHUKOB
Hroro 8
4 CucrteMbl [TpaBuna coctaBiaeHuss 1 0POPMIICHUS Opra- 12 I1K-20, ITK-8
JIOKYMEHTOB. HU3aLMOHHO-PACIIOPAIUTENBHBIX JOKYMEH-
CocraBienue u TOB (yCTaB, MOJIOKEHHUE, IITATHOE pacluca-
oopmienune HUE, UHCTPYKIIUSL, IPUKa3, paCOPSKEHHE,
yIpaBIeHYECKUX pelieHre, MPOTOKOJ, TOCTAHOBIECHHUE)
KYMCHTOB.
AOKYMEHTO [IpaBuna coctaBiaeHuss U OPOPMIICHUS UH- 8
(hOopMaIMOHHO-CIIPAaBOYHBIX TOKYMEHTOB (JIe-
JI0OBOE MUCHMO, AOKJIAJHAs U CIIy)KeOHas 3a-
MMCKH, aKT, CIIPaBKa, U JIp. )
[IpaBuiia coctaBieHust 1 0HOpMIICHHS T0KY- 2
MEHTOB JIMYHOT'O Xapakrepa (3asBieHHE, Xa-
pakTepucTuka, aBroouorpadus, pesrome, oT-
3BIB U JIp. )
Uroro 22
6 dopmupoBaHue u Homenxknatypa nen. Buibl HOMEHKIATYpBI. 2 [1K-20, TIK-8
TEKyIllee XpaHEHHUE ®opmupoBanue aen. OpraHuzanus XpaHeHUs
JIOKYMEHTOB. JIOKyMEHTOB Ha npeanpusaruu. [logroroska
[TonroroBka JTOKyMEHTOB K cJlaue B apXUB.
KYMEHTOB K
AOKYMEHTO Uroro 2
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nepeaadyc B apxuB

7 DneKTpOHHBIN
JOKyMEHTO00O0POT,
KIIFOUYCBBIC ITIOHATHA,

OCHOBHbBIC KOHICTIIIUN

Hele Tumbsl COJI.

[Toaxompl K CO3AaHUIO CUCTEM BJIEKTPOHHOIO 4
nokyMeHToobopora. TpeGoBanus k cucre-
MaM. DTallbl BBI60pa CHUCTEMBbI aBTOMAaTH3a-
UU. DTanbl BHEAPEHUS CUCTEMbI aBTOMATH-
3aluu. CucreMbl aBTOMATU3alMHu JOKYMCHTO-
notoka. CUCTEMBI 3JIEKTPOHHOTO JJOKYMEH-
T0000poTa. OCHOBHBIE TEXHOJIOTUHU PAOOTHI C
nokyMeHTaMu. OCHOBHBIE CBOMCTBA CHUCTEMBI
AIIEKTPOHHOTO JOKYMEeHT0000poTa. OCHOB-

ITK-8

HUroro

Hroro 3a cemectp

36

9. CamocrosiTesqibHasi padoTa
Bunel camocTosTenbHOM paboThI, TPYAOEMKOCTh U (POPMHUpPYEMbIE KOMIIETEHIIMH IPEICTABICHbI B

Tabimie 9.1.
Tabmmna 9.1 — Busl caMoCTOATENbHOM paboThl, TPYAOEMKOCTh B (HOPMUPYEMBbIE KOMITCTECHIH
Bunasl camocrositensaol | TpynoemkocTs, | DopMupyembie
HasBanus pasnenos g PyA ’ PMHDPY @OpMBI KOHTPOJIS
paboThI q KOMIETEHITUHN
6 cemecTp
1 IIpenmer, CamocTosTeNbHOE U3yYe- 16 I1K-20, IIK-8 | BricTynnenue
COJIEpPIKaHHE U HUE TeM (BOTIPOCOB) TEO- (moka) Ha 3aHs-
3a7a4u Kypca. PETUYECKOI YacTH Kypca TuH, 3a4€T C OLICH-
JlokymMeHTO000pOT TIpopaGoTKa IEKIHOHHO- 4 KOH, O;Ipoc Ha 3aHs-
u THSAX T
ro Marepuaiaa » 1€C
JIEJIONPOU3BOICTBO
B Uroro 20
npodeccrnoHaIbHON
JeSTeTbHOCTH.
2 IIpaBoBbIe U [IpopaboTKa JIEKITMOHHO- 4 [1IK-20, [IK-8  |3a4€T c oLeHKOMH,
HOPMAaTHBHbIE ro MaTepuasa Ormpoc Ha 3aHATHUSX,
OCHOBBI Wroro 4 Tect
JIOKYMEHTHPOBaHUS
yIpaBIeHYECKOI
NEesATETbHOCTH
3 IlonsTue [ToaroroBka k nmpakTuye- 14 IIK-20, ITIK-8 | 3a4éT ¢ OLCHKOM,
JIOKYMEHTA. CKHUM 3aHSTHSM, CEMHUHA- Ormpoc Ha 3aHATHSAX,
CaoiicTBa pam Otuer 1o npaxkTuye-
KyMEHTA. KOMY 3aHSTH
io yMEHTa [IpopaboTka JeKIHnOHHO- 4 % OMY 32 fo,
naccupuKaIms ro MaTepuaa ecT
JIOKyMEHTA.
CTpyKTypa Hroro 18
JIOKYMEHTA.
TpeboBanus
0o opMIIEHHUTO
JIOKYMEHTOB.
4 Cucrembl [ToaroroBka kK mpakTuye- 16 [1K-20, [IK-8  |BeicTymiienue
JIOKYMEHTOB. CKHUM 3aHSTUSIM, CEMHUHA- (moxnanm) Ha 3aHs-
CocraBienue u pam TuH, 3a4€T C OLICH-
MJICHU koH, On Ha 3aHs-
oopmrenne CamocrosiTenbHOe U3yye- 16 off, Ompoc Ha 3
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yIpaBIeHYECKUX HUE TeM (BOMPOCOB) TEO- Tusax, OTyeT no
JIOKYMEHTOB. pETUYECKOM YacTu Kypca MPaKTUYECKOMY 3a-
[IpopaboTKa JIEKITMOHHO- 4 mATHEO, TecT
ro MaTepuasa
Uroro 36
5 Opranuzanus [IpopaboTka JIEeKITMOHHO- 6 [1K-20, TIK-8 | 3auéT c oneHkou,
paboThl ¢ ro MaTepuasa Ornpoc Ha 3aHATUSAX,
KyMEHTaMU Tect
JIOKYMEHTa Wroro ec
6 ®opmuposanue u | [loaroroska k npakruye- 16 [1K-20, TIK-8 | 3auéT c oueHKoH,
TEKyIllee XpaHEHHE | CKUM 3aHSITHUSIM, CEMUHA- Omnpoc Ha 3aHATHSX,
JIOKYMEHTOB. pam OtyeT no npakTuye-
[TonroroBka TpopaGoTKa TeKIHOHHO- 6 %KOMy 3aHATHIO,
KYMECHTOB K T
AOKYMCHTO ro MaTepuasa ec
nepeaye B apxuB
Hroro 22
7 DNEKTPOHHBIN [ToaroroBka k mpakTuye- 16 [IK-8, TIK-20  |BeicTymiieHue
JIOKYMEHTOOOOPOT, | CKHM 3aHATUSIM, CEMUHA- (moksan) Ha 3aHs-
KJIIOUEBBIE TIOHSATHS, | paM THH, 3a4€T C OleH-
HOBHBI koi, On Ha 3aHs-
OCHOBHBIC CamocTosATenpHoe u3yde- 16 ° ,Oopoc asa
KOHLICTIIIUU He TeM (BONPOCOB) TEO- Tusax, OTyeT no
. MIPAKTHYECKOMY 3a-
pPETUYECKOM YacTu Kypca pa CCKOMY 34
HATHIO, TecT
[TpopaboTka NeKInOHHO- 6
ro MaTepuasa
Hroro 38
Hroro 3a cemectp 144
Htoro 144

10. KypcoBoii npoekT / kypcoBasi padota
He mpenycmorpeno PVYII

11. PeiiTuHroBasi cucremMa JJisi OEHKH yCIIeBAeMOCTH 00y4a0IuXcs

11.1. banabHbIe OLIEHKH /JIs1 3JIEMEHTOB KOHTPOJIA
Tabmuna 11.1 — bayuibHBIC OIICHKH ISl 2JIEMEHTOB KOHTPOJIS
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. . MaxkcuManbHbIi
. MakcumanbHbIN MakcumanbHbIN
DJIeMeHTHI y4eOHOM 0aJut 3a mepuos Bcero 3a
6amn Ha 1-yto KT ¢ | ©Oamn 3a nepuon
NS TeNbHOCTH mexay 2KT u Ha CEMECTp
Hayana cemectpa | mexay 1KT u 2KT
KOHEIl ceMecTpa
6 cemecTp
Brictymuienne (okiam) Ha 3 3 4 10
3aHATUU
Onpoc Ha 3aHATHSAX 5 5 5 15
OTt4er 1o NpaKTUIECKOMY 20 20 20 60
3aHATHIO
Tect 5 5 5 15
Hroro makcumyM 3a nepu- 33 33 34 100
on
Hapacraromum ntorom 33 66 100 100
10




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

basnel Ha 1aTy KOHTPOJIBHOW TOYKH Onenka

> 90% ot MakcuManbHOU cyMMBbl OaiioB Ha gaty KT 5

Ot 70% no 89% ot makcumasbHOM cymMbl OaiioB Ha aaty KT

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

SR

< 60% oT MakcuMaIbHOU cCyMMBbI OauioB Ha naty KT

11.3. IlepecyeTr cyMMbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLEHKY
[Tepecuer cymMMBI 0aJIOB B TPaIUIMOHHYIO M MEXIYHAPOAHYIO OLIEHKY NPEACTaBICH B TaOmuIe
11.3.

Tabmuma 11.3 — Ilepecuer cymMMbl OaJIOB B TPAAUITMOHHYIO M MEXKTYHAPOJIHYIO OIICHKY

HtoroBas cymma 0aos,

Onenka (I'OC) YYMTHIBAET YCHEIIHO CAAHHBIN Onuenka (ECTS)

9K3aMEH

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

4 (xopoI1o) (3a4TeHO) 75 - 84 C (xoporo)
70 - 74
65 - 69 D (ynoBnerBoputeiabHO)

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

3a4TEHO)

12. YueOHO-MeTOAM4YecKOe M HHGOPMALMOHHOE o0ecneyeHne JUCHMIITTHHbI

12.1. OcHoBHas1 JIMTEpaTypa

1. Joponwuna, JI. A. Opranuzaius ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECIICUCHUS yIpaBiie-
HUS [DNEeKTPOHHBIN pecypc]: yIeOHUK U MPaKTUKYM TSl akajeMudeckoro Oakanaspuara / JI. A. JlopoHu-
Ha, B. C. UpurtukoBa. — M. : U3znarensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanasp. Axanemuye -
ckuii kypc). — ISBN 978-5-534-04568-0. — Pexum goctyma: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (mara obpamenus: 14.05.2020).

2. Hamuonansusiit crangapt PO I'OCT P 7.0.97-2016 "Cucrema crannapToB 1no HHGOpMaIHH,
OMOIMOTEYHOMY M M3JaTeNbcKOMy Aeny. OpraHu3alMoHHO-pAaCIoOPsAUTENbHAS TOKyMeHTanus. TpeboBa-
HUSI K 0OPMIICHHIO TOKYMEHTOB" (YTB. mpuka3oM DenepalibHOTO areHTCTBA 10 TEXHUYECKOMY PeTYIIH -
poBaHuIO U MeTposioruu ot 8 aexadps 2016 r. N 2004-ct) [DnekTpoHHbIi pecypc]: — Pexum noctyma:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (nara obpamenus: 14.05.2020).

3. T'pozosa, O. C. Jlenonpou3BoJCTBO [ DIEKTPOHHBINA pecypc]: yueOHoe nocoodue st By3oB / O.
C. I'pozoBa. — Mocksa : M3parensctBo FOpaiit, 2020. — 124 c¢. — (Bsicmiee o6pazoBanue). — ISBN
978-5-534-06787-3. — Tekcr : osnektponnbii // ObC IOpaiit [caiit]. — URL: http://biblio-
online.ru/bcode/453969 (mara oOpamenus: 13.05.2020).. — Pexum goctyma: https://biblio-
online.ru/viewer/deloproizvodstvo-453969#page/4 (nara obpamenus: 14.05.2020).

12.2. lonostHuTEIbHAS JIUTEpaTypa
1. OoOpa3zoBarenbubiii cranaapT Byza OC TYCVYP 02-2013. PaGoTsl cTyneHUYeCKHE IO HAIpaBiie-
HUSIM TIOATOTOBKU U CIEIMATLHOCTSAM T'yMaHuTapHoro npogwuis. O6mue TpedoBaHus U npaBuia 0hopm-
neHus [DNeKTpoHHBIN pecypc]: — Pexum mocrtyma: https://regulations.tusur.ru/documents/71 (mata 00-
pamenusi: 14.05.2020).
2. TOCT P 7.0.8-2013. Cuctema ctanaapToB no uHpopManuu, OUOIMOTEYHOMY U U3AATEITHCKO-
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My zieny. Jlenonpons3BoacTBO U apXUBHOE J€s10. TepMuHbl U onpeaeneHus [ DneKTpoHHbIi pecypc]: — Pe-
xuM gocrtyna: http://docs.cntd.ru/document/1200108447 (nara obpamenus: 14.05.2020).

3. [enompousBoAcTBO [DneKTpoHHBIH pecypce]: YueoHoe mocodue / JI. M. KazakeBuu - 2018.
132 c. — Pexxum mocrtymna: https://edu.tusur.ru/publications/7542 (mara o6pamenus: 14.05.2020).

12.3. YueOHO-MeTOAUYECKHE MTOCO0OU

12.3.1. O0s3aTesibHbIE YUeOHO-MeTOAuYEeCKH e MO0CO0Us

1.  OOwwmii ¥ YNEKTPOHHBIA TOKYMEHTOOOOPOT [DNEKTPOHHBIH pecypc]: MeToandeckoe nocodue
10 JIa0OPaTOPHBIM 3aHATHUSAM M CaMOCTOSTENbHOU paboTe mis ctyneHToB HampasieHuil 080200.62 «Me-
HemkmenT, 080100.62 «3Jkonomuka» / K. H. AkcenoBa - 2014. 40 c. — Pexum pgocryma:
https://edu.tusur.ru/publications/4874 (nara oopamenus: 14.05.2020).

2. OCHOBBI A€NONPOU3BOJCTBA [DNEKTPOHHBIN pecypc]: Meroauueckue yka3zaHUs K IpaKkTUde-
CKHMM 3aHATHSM M OpraHu3aiuu camocrosTenbHoi padoTsl / E. K. Manaxosckas, A. A. Cugopos - 2018.
28 c. — Pexum moctyna: https://edu.tusur.ru/publications/8165 (mata oopamenuns: 14.05.2020).

12.3.2. YueOHO-MeTOAMYECKHE IIOCOOMS 1JIs1 JIMI C OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbS H
WHBAJU10B

Y4eOHO-MeToqMUeCKre MaTeprabl sl CAMOCTOSTEIbHON U ayTUTOpHOM paboThl 0Oyyaromumxcs
U3 YMCIIa JIUI] C OTPaHNYEHHBIMI BO3MOKHOCTSIMU 3I0POBBSI 1 MHBAJHJIOB MPEIOCTABISIOTCS B (PopMax,
a/IalITUPOBAHHBIX K OTPAaHMYEHUSIM UX 3/J0POBbS U BOCIIPUATHUS HH(OPMAIIHH.

JI1s1 I ¢ HAPYIIEHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B [e4aTHOU (hopMe yBETNYEHHBIM HIPUPTOM.

J1s1 1M1 ¢ HAapyIIeHUsIMH CJIyXa:

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

- B reyaTHou (opme.

Jl1s1 1M1 ¢ HAapylIIeHUsIMHM ONIOPHO-ABUTaTe/IbHOI0 annapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B IeyaTHou (hopme.

12.4. IIpo¢eccnonaibHbIe 0a3bI JAHHBIX U HHPOPMALMOHHBIE CIIPABOYHbIEC CHCTEMBbI

1. TAPAHT - Cuctema «’”APAHT» Pexxum noctyna: www.garant.ru;

2. Koncynprantllmtoc - Cucrema «Koncynprantlmrocy Pexxum moctyma: www.consultant.ru

3. JIONOJHHUTENBHO K MPOo(eCCHOHAIBHBIM 0a3aM JaHHBIX PEKOMEHIYETCs UCIIONb30BaTh HHMOP-
MAaI[MOHHBbIE, CIIPaBOYHbIE M HOPMaTHBHBIE 0a3bl JaHHBIX https://lib.tusur.ru/ru/resursy/bazy-dannyh

13. MaTtepuajibHO-TEXHUYECKOe o0ecneyeHue TMCIUIINHBI U TpedyeMoe MporpaMMHoe
ol0ecrieueHmne

13.1. O0uue TpeOOBAHUA K MATEPUAIBLHO-TEXHUYECKOMY U IPOrPAMMHOMY 00ecrie4eHnI0
AUCHHUIIMHBI

13.1.1. MaTepuaJbHO-TEXHHYECKOE H IPOrPaMMHOe o0ecnedyeHne ISl JICKIIMOHHbBIX 3aHATHH
Jlis mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIIOBBIX M MHIWBUYaJIbHBIX KOHCYJIbTALUH, TE-
KYILEro KOHTPOJISL U MPOMEXKYTOUHON aTTeCTAlMU UCIIONb3YyeTcs yueOHasi ayIUTOpUs ¢ KOIMUECTBOM I10-
CaJI0YHBIX MeCT He MeHee 22-24, 000opyloBaHHAs JOCKOM M CTaHAApTHOH yueOHOo#l meOenbo. MMeroTes
JIEMOHCTpallMOHHOE 000pyA0BaHNUE U yUeOHO-HAITIIIHbIE TOCOOMs, 00eCcIeunBaloIIie TEeMaTHYeCKUEe Uil -
JIIOCTPALMHU 110 JIEKLIMOHHBIM pa3JieiaM JUCIUIUINHBI.

13.1.2. MaTepuaibHO-TEXHMYECKOE U IPOrPaMMHOe ofecreyeHne I NPAKTHYEeCKUX 3aHATHI
JlaGopaTtopust TpymmoBoro mnpoekTHoro oOydenus '"JlaGoparopus COIMAIBHO-IKOHOMHYECKHUX
npoGiem"
ydeOHas ayTuTOPHs JIJIsl TPOBEICHUSI 3aHATHH MPAKTUYECKOTO THUIIA, YIeOHas ayTuTOpUS IS PO -
BEJICHHS 3aHITHIA TaO0OPaTOPHOTO THUIA
634045, Tomckas obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 503 ayn.
Ornucanmne UMEIIErocs 000PYIOBAHNUS
- [I5SBM KOMIICTAP (12 mt.);
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- MarHuTHO-MapKepHast 10CKa;

- KommiexT cnenuanu3upoBaHHOM yaeOHOM MeOenn

- PaGouee mecto mpenogaBarens.
[TporpaMMHOe oOecTicueHue:

— 1C:IIpennmpustue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— KoncynwsranT [Iroc

Beruucnurensnas nadoparopust / KommbroTepHsIid Kitace

yueOHasi ayuTOpusl ISl IPOBEICHHS 3aHATUI MPAKTUYECKOrO THIA, yueOHast ayIuTOpUs IS TIPO-

BEJICHUS 3aHATHI J1a00paTOPHOTO THUMA

634045, Tomckas obmacts, T. Tomck, yn. KpacHoapmeiickas, 1. 146, 505 ayn.
Ornrcanrie UMEIOIETOCs 000PYI0BaHHUS:

- [I5BM DX6100M (9 mt.);
- [I5BM INTEL CORE 2 DUO (6 mr.);
- MarHuTHO-MapKepHast 10CKa;

- KommiexT cnenuanuzupoBaHHOM yaeOHOM MeOenn

- PaGouee mecto mpenogaBarens.
[TporpaMMHOe oOecTicueHue:

— 1C:IIpennmpustue 8

- T-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— KoncynbsranT [Itoc

13.1.3. MaTepuaibHO-TEXHHYeCKOE U POrpaMMHOe odecriedyeHue I CAaMOCTOATEIbHOI padoThl
Jis caMocToATENbHON pabOThl UCHONB3YIOTCS Y4eOHbIE ayAUTOPUM (KOMIIBIOTEpHBIE KIJIACCHhI),

PAaCIIOJIOKCHHBIC 11O aApecaM:

- 634050, Tomckast o6nacTb, T. Tomck, Jlennna mpocmnexr, 1. 40, 233 ayx.;

- 634045, Tomckast obmacTts, I. Tomck, yn. Kpacnoapmeiickas, 1. 146, 201 ayn.;
- 634034, Tomckast obnacTb, . Tomck, Bepumnuna ynuna, 1. 47, 126 ayz.;

- 634034, Tomckast obmacTs, r. Tomck, Bepmmnanna ynmuua, 1. 74, 207 ayz.

CocraB 000py10BaHUSA:
- yueOHast mebenb;

- komnbroTepsl kiacca He Huxke [I9BM INTEL Celeron D336 2.81Tw. - 5 mwit.;

- KOMIIBIOTEPbI NMOAKIIFOUCHBI K CCTU «I/IHTepHCT» 1 00eCIIeYrBaloT JOCTyIl B 3JICKTPOHHYIO HH-

(hopManOHHO-00pa30BaTENIbHYIO CPEly YHUBEPCUTETA.
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[Tepedens mporpaMMHOTO 0OECIICUCHUS:

- Microsoft Windows;

- OpenOftice;

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

- Google Chrome.

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

OcBO€HHE NUCLUIUIMHBI JIMIIAMU C OTPAHUYEHHBIMH BO3MOXKHOCTSMH 370POBbS U MHBAJIHMJIAMHU
OCYILECTBIIETCS C UCIIOIB30BAHUEM CPEICTB 00ydEeHHs OOIIETO U CHEIMAIbHOI0 Ha3HAUYCHHUS.

[Tpu 3aHATHAX ¢ 0OYYAIOLIUMUCS ¢ HAPYUIEHHUSIMH CJIyXa [PEeIyCMOTPEHO UCIOIb30BaHHE 3BYKO-
YCUJIMBAIOIIEH anmapaTypbl, MyJIbTUMEIUHHBIX CPECTB U JPYTUX TEXHUUYECKHUX CPEACTB MpueMa/mepena-
i yueOHOM nH(pOpMaIuU B JOCTYMHBIX (hopMax, MOOUILHOM CUCTEMBI IPENOIaBaHus 11 00yJaroIXcs
C MHBAJIHMIHOCTHIO, TOPTATUBHON MHIYKIIMOHHOW CUCTEMBI. YdeOHas ayTUTOPHsl, B KOTOPOU 3aHUMAIOTCS
oOyyaromyecsi ¢ HapylleHUEM cllyXa, 000py/loBaHa KOMITBIOTEPHON TEXHHKOH, ayIMOTEXHHKOH, BHUJEO-
TEXHUKOU, SJIEKTPOHHOU JOCKOW, MYJIbTUMEAUMHON CUCTEMOM.

[Tpu 3aHATHAX C OOYUYAIOUIUMUCS ¢ HAPYIIEHUSIMU 3PEHUSIMH [IPEyCMOTPEHO UCIIOJIb30BaHUE B
JICKIIMOHHBIX U y4eOHBIX ayAUTOPHIX BO3MOKHOCTH IPOCMOTPA YAAICHHBIX 00BEKTOB (HaIIpUMep, TEKCTa
HAa JIOCKE WM CJaif/la Ha 3KpaHe) MPpU MOMOIIY BUACOYyBETUUHUTENCH 151 KOM(GOPTHOTO IPOCMOTpA.

[Tpu 3aHATHAX C 00y4YaIOLIMMUCS ¢ HAPYLIEHHUSIMH OIIOPHO-ABUIaTeJIbHOIO alnapara HCIOJb-
3YIOTCS aJIbTepHATHUBHBIEC YCTPOICTBA BBOAA HH(OPMAIIMU U IpYrHe TEXHUYECKHE CPe/ICTBA IprueMa/mepe-
naun yuyeOHOM MHPOpPMa B JOCTYIHBIX (popMax, MOOMIIBHOW CHCTEMbI OOYUEHUs UIs JIIOJCH ¢ UHBA-
JUAHOCTBIO.

14. OIIeHO‘lHLIe MaTepHuajJabl  METOAUYECCKUEC 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 ypOBHSI OCBOCHHA SaerﬂJIeHHBIX 3a HHCHHHHHHOﬁ
KOMIICTCHITUI MCTIONB3YIOTCS OIIEHOYHBIE MaTepUalibl B COCTABE:

14.1.1. TecToBble 3aganus
1. Jlate onpenenenne JOKyMEHTHPOBAHUIO:
a) JlokyMeHTHpOBaHUE — ATO MPOIIECC CO3MaHMs U 0OGOPMIICHUS TOKYMEHTOB;
b) JlokymeHTHpOBaHHE — 3aTUCh MH(POPMALIUK HA HOCUTEJNE 110 YCTAaHOBJIEHHBIM MTPaBUIIaM;
¢) JlokymenTupoBanue — obecredeHre CBOEBPEMEHHOTO U MPABUIBHOTO CO3AaHUS JTOKYMEHTOB;
d) JloxymeHTHpOBaHUE — 3aITMCh HH(DOPMAITUU HAa PA3TMYHBIX HOCUTEIISX 110 YCTAHOBJICHHBIM MPABUJIAM.

2. Jlate onpeneneHre TOKyMEHTY:

a) JlokyMeHT — 3T0 3a(MKCUpPOBAHHAS HA MaTepHAIbHOM HOCHTENE MH(POPMAIHS C PEKBU3UTAMH,
TIO3BOJISTFOIIIUMH €€ HIICHTH()UITUPOBATE;

b) ZlokyMeHT — 3T0 3a(hUKCUpOBaHHAs HA HOCUTENEe UHPOPMAIUS C PEKBU3UTAMHU, TTO3BOJISIOLIMMHU
ee UJIeHTU(UIPOBATH;

¢) JIokyMeHT — 3T0 MaTepualIbHBI HOCUTENb ¢ HH(OpMaLUeH, TO3BOJIIONINNA ee HACHTUDHUIHPO-
BaTh;

d) oxymeHT — 310 ciocol ¢pukcanuyu HHPOPMaIIH.

3. Uto Takoe opUIIHATbHBIN JOKYMEHT?

a) OdunuanbHbIl JOKYMEHT — JOKYMEHT, CO3JJaHHBIM OpTaHu3alliel, JOMKHOCTHBIM JIUIIOM WIIH
rpaXkJJaHUHOM, O(POPMJICHHBIN B YCTAaHOBJICHHOM HOPSIJIKE;

b) OdunnanbHbIi JOKYMEHT — IOKYMEHT, IpeJHa3HAUeHHBIN Ui Nepejadyd ApYyroMy JHIY IO0pH-
JMYECKUMU WU (PU3MYECKUMU JTUIIAMU B YCTAHOBJIEHHOM TOPSIIIKE;

¢) OdunuanbHbI JOKYMEHT — JOKYMEHT, CO3/IaHHBIH, 0()OpPMIICHHBIN U YIOCTOBEPEHHBIN B yCTa-
HOBJICHHOM IOPSAKE JJI1 MHOI'OKPaTHOTO UCIIOIb30BaHUs.
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d) Her npaBuibHOTO OTBETA

4. Yo TaKkoe 3JEKTPOHHBIN JOKYMEHT?

a) DJIEKTPOHHBINA TOKYMEHT — 3TO JIOKYMEHT, MH(pOpMalusg KOTOPOTo MpeAHa3HaYeHa AJisl nepea-
YU IPyroMy JIUILY;

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

¢) DNEKTPOHHBIN JOKYMEHT — 3TO JAOKYMEHT, HUH(OpMallis KOTOPOTo MpEeACTaBlieHa B AJIEKTPOH-
HOU (opme;

d) DHeKTpOHHBIH MOKYMEHT — 3TO OQUIHMAIBHBIA JOKYMEHT, NPEICTABICHHbBIN B 3JEKTPOHHOM
dbopMe mocie ero moANUCAHus JOKHOCTHBIM JIUIIOM B TOPSIIKE, YCTAaHOBIEHHBIM 3aKOHOAATEIIECTBOM
PO.

5. Yro npencrasiusier coboit opopmieHue JOKyMeHTa?

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

b) Odopmienne JOKyMEHTa — 3TO COTIIACOBAaHMUE TIOKYMEHTA, MONMCAaHNEe JOKYMEHTA,

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

d) Het nmpaBunbpHOTO OTBETA.

6. Uto npencrapisieT coboil cuctema JOKyMEHTaIuu?

a) [Tox cucremoil OKyMEHTAIMK TOHUMAETCS COBOKYITHOCTh JOKYMEHTOB, IPETHA3HAYECHHBIX /IS
o0ecTieyeHUs1 U PeryaUpPOBaHUS ACATEIBHOCTH OPraHOB BJIACTH, YUPEKACHUH, MPENNPUATHI U OpraHu3a-
LM

b) Cuctema JOKyMEHTAIMH MPEACTABISAET OO0 COBOKYITHOCTH TOKYMEHTOB, B3aMMOCBSI3aHHBIX
10 TpU3HAKaM IPOUCXOXKICHUS, Ha3HA4YCHUs, BUAA, chepbl NEATENbHOCTH, €AWHBIX TPEOOBaHMH K HMX
odopmiieHuIo;

¢) Cucrema IOKyMEHTAIMHN MIPEACTABISET cOO0M KOMIUICKC B3aMMOCBSI3aHHBIX JIOKYMEHTOB, B KO-
TOPBIX MOCIIEIOBATEIBHO OTPAXKACTCS IEATEIBHOCTh OTPACIIM TOCYIapPCTBEHHOTO yIIPaBICHUS;

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

7. KakoBbI ATaIbl MOArOTOBKH PACTIOPSAAUTEIBHOTO JOKYMEHTA?

a) JTO corlacoBaHME JOKYMEHTA, TTOIHCAHNE TOKYMEHTA,

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

¢) DTO M3y4eHHUE YIPaBJIEHUYECKOTO BOIPOCA U TMOATOTOBKA MPOEKTa PacIOpPSIUTEIHHOTO JOKY-
MEHTAa;

d) Dro m3ydyeHue ympaBIEHYECKOrO0 BOIpOCca, CQephl AEATENBHOCTH, €IWHBIX TpeOOBaHHM K
o(opMIICHHIO ¥ TTOATOTOBKA MTPOEKTA PACTIOPAAUTEIFHOTO JOKYMEHTA.

8. Kak Benetcst Hymepanusi IpyuKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

a) Ilo mopsaKy ¢ MOMEHTa CO3/1aHUsl OPraHU3allui, HO OT/EIbHO OT MPUKA30B 10 JIUYHOMY COCTa-
BY;

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

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

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

9. Kak ocymiecTBisieTcs cornacoBaHue JOKyMeHTa?

a) CornacoBanue OCYIIECTBISIETCS TyTEM BU3UPOBAHUS WM MPOCTABICHUS Ipr(a COrIacoBaHHS;

b) IIpoBonuTcs OLEHKa MPOEKTa O(QUIIMATBFHOTO JOKYMEHTa 3aWHTEPECOBAHHBIMU OpPTraHU3aIU -
MH, JT0JDKHOCTHBIMH JIMIIAMH, CIICIIHAIACTAMU;

¢) [ToaHOCTBIO OTOTOBICHHBIE MPOEKTHI TOKYMEHTOB MPEICTABISAIOTCS Ha COTJIACOBAHHE JIOJIK-
HOCTHBIMH JINI[AMH, CHIEIUAINCTAMH;
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d) I[OKYMGHTBI BCTYINAOT B CUJTy C MOMCHTA UX COITIaCOBAHUA U JOBCACHHA 10 CBCACHHA UCIIOJ-
HUTCIIA.

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

a) BBogHOM 1 KOHCTaTUPYIONICH;

b) BBoaHOI 1 OCHOBHOIA;

¢) OCHOBHOM ¥ pacropsIIUTEIILHOM;

d) Koncrarupyromieit 1 pacnopsAuTeIbHOM.

11. YcraB opranuzanuu OTHOCUTCS K:

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

d) opraHu3anMOHHON TOKyMEHTAIlUN

12. Ha xakoM TOKyMEHTE HE YKa3bIBAa€TCsl HA3BAaHUE BU/A JOKYMEHTA?

a) Ha Onanke npuka3za He yKka3bIBaeTCs Ha3BaHHE BUJA JOKYMEHTA,;

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

¢) Ha 6nanke odpuimaasHOTO MUChMa HE YKa3bIBAETCs Ha3BaHUE BUJIA JOKYMEHTA,
d) Ha Gnanke pemieHus He yKa3bIBaeTCsl HA3BaHUE BUJIA JTOKYMEHTA.

13. Ha GnaHkax TOKyMEHTOB MPEANPUHUMATEIBCKUX CTPYKTYP MPOCTABISETCS:
a) ['ocymapctBennsiii repd P®, I'ep6 cyobekTa PO;

b); sMOIemMa opraHu3anuu;

¢) sMOJemMa opraHu3alliy Wix TOBAPHBIN 3HAK;

d) ToBapHBIii 3HAK.

14. K opraHu3anMOHHBIM JTOKYMEHTaM, HEOOXOIUMBIX JUIsl CO3JaHUS HOBBIX HpPEANPHUHUMATEb-
CKHX CTPYKTYP OTHOCHT:

a) MOJIOXKEHUE, YCTaB, IPUKa3, CTPYKTypHas U IITaTHAsl YUCIEHHOCTb, NHCTPYKLUS, JOIOBOP;

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

C) MOJIOXKEHUE, YCTaB, IIPUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAsl YUCIEHHOCTb, UHCTPYKLIUSA, 110~
TOBOD;

d) monoxxeHue, ycTaB, CTpyKTYpHasi ¥ IITaTHAs! YUCIEHHOCTh, UHCTPYKIIHS, JOTOBODP.

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

a) JlokyMeHT0060pOTOM;

b) [loTokOM JOKYMEHTOB;

¢) O6paboTKOI TOKYMEHTOB;

d) Perucrpamueii jokymMeHra.

16. Peructpanuu nomjiexxar JOKyMEHTBI:
a) Bxopsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYyMEHTOB.

17. Yto Takoe HOMEHKJIaTypa aei?

a) Homenknarypa nen — 3To Bce JOKYMEHTHI Ha NIPEANIPUSITHH;

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

¢) Homenknarypa nen — 3To JOKyMEHTBI, TPEOYIOIIE HCTIOTHEHUS;
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d) Her npaBuibHOTO OTBETA

18. B opranu3anvoOHHbBIX U PaCHOPSAUTENBLHBIX TOKYMEHTAX, HEOOXOAUMBIX, JUIS CO3/1aHUSI HOBBIX
NpeINPUHAMATEIBCKUX CTPYKTYP, OQOpPMIISIEeMBIX Ha ABYX M OoOjiee JIUCTax HOMEpa CTPaHUIl MPOCTaB-
JISIFOTCHL. ..

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

- OJIUH;

- 1B

- OrpaHU4YCHUA HC YCTAaHOBJICHLI,

- He OoJiee Tpex pas;

- He OoJee meCTH pas;

- U3MEHSTP €0 B TEUYEHHE IO/l HEJIb3sl.

20. Ilpukasbl, MPOTOKOJIBI, PACTIOPSKEHUS, PEIICHUS, OTHOCSATCS K:
a) OpraHM3allMOHHBIM JOKYMEHTAM MPEANIPUATHS;

b) pacriopsiANTEILHBIM JOKYMEHTAM TPEIIPUSATHUS;

C) IOKyMEHTaM 110 JJUYHOMY COCTaBY MPEANPUATHS;

d) nadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEATPUSITHS.

14.1.2. Tembl 10KJI2/10B

TeMblI 17151 KOHTPOJISI CAMOCTOSATENBHOIO U3yYEHUS TEM TEOPETUUECKON YacTu Kypca

1. Ucropust pa3BUTHS rOCYIapCTBEHHOM CUCTEMBI JEIONPOU3BOACTBA

2. IlpakThka opraHu3anuy AeJ0NPOU3BOICTBA B rocyapcTsax JpeBHero mupa

3. CriocoObl pukcupoBaHus U Nepeiaund HHPopMaIiK B rocyapersax JpesHero Mupa

4. Ucropus pa3BUTHUS IOCYIapCTBEHHOM CUCTEMBI IEN0IPOU3BoACTBa B Poccuu.

5. PekBU3UTHI CTONOIOBOM (POPMBI IETOMPOU3BOICTBA, MPOIICAITNE Yepe3 BEKa U OCTABIINECS B

JIOKYMEHTaX HalIUX JHEH.

6. Ponb noKkyMeHTa B KH3HU YeJIOBEKa U OOIIECTBA.

7. Metozpl UccieoBaHusI JOKYMEHTOBEUECKUX MTPOOIIeM.

8. HayuHo-ucropuueckas 1 npakTuueckasi IeHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cepe IpaBa U yIpaBiIeHUs.

10. BiusiHME Hay4YHO-TEXHUYECKON PEBOIIOLIUH HA PA3BUTHE TOKYMEHTA.

11. Pa3zButHe popmysispa TOKyMeHTA.

12. 3akoHO/aTeNIbHBIE aKThI, HOpMaTUBHbIE MaTepuanbl X VI — Hauana XX B.

13. 3akoHOATENBHBIE aKTHl 1 HOPMAaTUBHBIE JOKYMEHTHI PD.

14. Yauduxauus u cTaHaapTU3aLuUs yIIPaBICHYECKUX TOKYMEHTOB.

15. FOpuauueckas cuia JOKyMEHTa: MOJJIMHHUKK (OPUTHHAJIBI) JOKYMEHTOB, KOMHUU JTOKYMEHTOB
U UX BUJBI

16. [lonatue o JOKyMEHTOOOOPOTE MPEIPUATHSL

17. Opranusanus padoThl ¢ BXOAAIUMH TOKYMEHTaMU

18. Opranusanus paboThl ¢ HCXOIAIIMMU TOKYMEHTAMU

19. OcobenHoCcTH Opranu3auuy paboThl C BHYTPEHHUMHU JOKYMEHTaMU

20. JlokymMeHT0000pOT B MH(POPMAITMOHHOM 00ECTI€UeHUH YIPABICHUS U €r0 COCTAaBHBIE YaCTH.

21. OcHOBHBIE 3Tanbl U MPUHIUIBI Pa0OTHl COTPYAHUKOB CIYKO JOKYMEHTAI[MOHHOTO obecreye-
HUS C BXOJAIIMMH, UCXOSIIMMU U BHYTPEHHUMH YIIPABIEHYECKUMU JTOKYMEHTAMHU.

22. O030p OCHOBHBIX CHUCTEM AJIEKTPOHHOTO IOKYMEHTOOOOpOTA. MpecTaBleHHbIX B Poccuu u 3a
pPYyOeKOM.

24. Ananu3 BHEPEHUS CUCTEM 3JIEKTPOHHOTO JEIONPON3BOICTBA U IOKYMEHTOO00pOTa
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14.1.3. Tembl 0IPOCOB HA 3aHATHAX

[TonsTHe, ENn 1 3a1aul U3yd4aeMOl AUCUUILINHBL. Pa3BuTHE U CTaHOBICHHE AETIONPOU3BOJICTBA B
Poccun. Opranusanus 1e10npou3BOJCTBA HA MPEANPUATHSIX. JHAYCHUE U MECTO JOKYMEHTOB B CUCTEME
yIpaBJIeHUs

['ocynapcTBeHHOE perympoBaHue, HOPMAaTUBHO-TIPABOBAs M METOMYECKasi OCHOBA JJOKYMEHTAIH-
OHHOTO oOecnedeHus: ynpapiaeHus. CyIIHOCTb, HANPABICHUs U BHUJIbI TOCYIAPCTBEHHOIO PETYINPOBAHMS
JOKYMEHTAI[MOHHOTO OOECIIeYeHUsl YNpaBJICHUs, Ha3HAaYeHUE, OCOOEHHOCTH M COOTHOILICHHE HOpMa-
TUBHO-IIPAaBOBOI'0 M METOAWYECKOro peryianpoBanus. CocTaB M CTPYKTYpa HOPMAaTUBHOM, PaBOBOM U Me-
TOJMYECKON OCHOBBI JOKYMEHTAIIMOHHOTO 00eCTieUeHHs YIPaBJICHUs, HAIIMOHABHBIX U JIOKAJIBHBIX HOP-
MaTUBHO-METONYECKHX JTOKYMEHTOB. YHU(PUKAIMA U CTaHAAPTU3ALIUS.

TpeOoBanus k 6mankam 1okyMeHTOB. [lopsinok pazpabotku 6mankoB. O0mue TpeOOBaHUS K JIOKY -
MEHTaM, H3rOTOBJIIEMBIM C MOMOIIBIO TEXHHYECKHX cpelacTB. OcOOEHHOCTH O(OPMIIEHUS OTAEIbHBIX
PEKBU3UTOB.

ITpaBuna opopmieHHs JOKyMEHTOB, COCTaB M Ha3HauU€HHE PEKBU3UTOB. Poib M BUABI ynpaBieH-
YECKHX JIOKyMEHTOB.

CocTaB 1 Ha3HaYeHUE OTAENBHBIX BUIOB OPraHU3allMOHHO-NIPABOBBIX, PACIIOPSIIUTEIbHBIX U HH-
(bopMaLlMOHHO-CIIPABOYHBIX JJOKYMEHTOB. JIOKyMEHTaNbHBIH (OHA U NEepeyeHb JOKYMEHTOB, 00pa3yro-
IIMXCA B IIpOLiecce ACATENbHOCTH MPEAPUATHS.

CocTas, pacronoXeHue 1 mpaBuia oopMICHHs] pEKBU3UTOB OTICIbHBIX BUJIOB OPraHU3aLMOHHO-
IPaBOBBIX, PACHOPSAUTENBHBIX U MH(OPMAILIMOHHO-CIIPABOYHBIX JOKYMEHTOB. OcobeHHocTH odopmile-
HUSI OTJICJIBHBIX BHJIOB IOKYMEHTOB, 00pa3yIOIIMUXCS B POLIECcCe ACATEIbHOCTH MPEAPHUSITHSA.

[TonsiTHE «AOKYMEHTOOOOPOT» U ero pazButhe. OCHOBHBIE ITPAaBUiIa OPraHU3aALUU JOKYMEHTO000-
pota B opranuzanuu . Cxema JIBMKEHHS M TEXHOJIOTUSI 00pabOTKU TOKYMEeHTOB. [IoHsATHE TOKYMEHTOIO-
TOKa, €ro CTPYKTypa, IOKa3aTeau OLEHKH JOKyMEHTONOTOKa. JKU3HEHHBIH LUK gokyMeHTa. KoHTpoib
UCTIOJIHEHUS TOKYMEHTOB.

OcHOBHBIE HOPMBI U TIpaBUIIa OPOPMIICHHS padoT, BBIIOIHAEMBIX CTYJEHTaMH B Ipolecce o0yde-
HUS, C Yy4yeToM TpeboBaHMil oOpa3oBarenbHOro crangapra Byza OC TYCYP 02-2013 (CTO
02069326.1.02-2013) - PaboThI CTyAeHYECKHE TI0 HAMPABICHUSM IMOATOTOBKH M CIICIIHAIBHOCTIM TyMa-
HUTAPHOTO MPpOoduIs

Homenknarypa nen. [lopsaok cocTaBiieHUsl M yTBEPKACHUS HOMEHKJIATYphl Je]l. YCTaHOBJIEHHE
cpokoB xpaHenus nen. @opmuposanue u opopmiieHue aen. OpraHuszanus ONEepPaTUBHOIO XpAaHEHUS JIE.
Okenepru3a LeHHOCTH 10KyMeHToB. Odopmienue nen. Iopsnok nepenaun TOKyMEHTOB Ha XpaHEHUE B
apXMB.

OCHOBHBIE 33/1a4l OpPraHU3alMU JIEKTPOHHOTO JOKyMEeHT0000poTa. CHCTEMBI 3JIEKTPOHHOTO J10-
kymeHTtoo0opotra COJI. Dramel pa3Butus, kinaccel, HasHaueHne COJ]. OCHOBHBIE CBOWCTBA CHCTEM JJICK-
TpOHHOTO JoKyMeHTooOopoTa. OcHoBHBIE TUIBI COJl. OcobernHocT opranuzanuu COJl. Cuctemsl diek-
TPOHHOTO TOKYMEHTOO0O0POTa, IpecTaBiIeHHbIe B Poccuu.

14.1.4. Bonipocs! AJ151 NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CEMHHAPaM

TpeboBanus k 61aHkam JOokyMeHTOB. [loAroToBKa K cOCTaBIEHUIO JOKYMEHTOB. CXeMbl pacioso-
*eHus: JokyMeHToB. CocTaBiieHne GopMyssipoB 1okyMeHTOB. OOmuii 61aHk. biaHk KOHKpeTHOro BHUIa
JIOKyMeHTa. biank nuceMa.

O6ume TpeboBaHus K oopmiieHHIO TekcTa oTyeTa. OdopmiieHHe TUTYABHOTO JIMCTA, PUCYHKOB,
TAOJIHII, CIIUCKA UCTIOJIb3YEMbIX HCTOUHHKOB

[TpaBuna cocraBieHus U 0pOPMIICHHS OPraHU3ALHOHHO-PACHIOPSIIUTENBHBIX JOKYMEHTOB (yCTaB,
MOJIOKEHHE, ITATHOE PAaCICaHUe, MHCTPYKIIHS, IPUKa3, pacoOpsuKEHHE, PEeIIeHNE, IIPOTOKON, TOCTAHOB -
JICHUE)

[lpaBuna coctaBneHust U oGopMieHUS WHPOPMAMOHHO-CIPABOYHBIX JIOKYMEHTOB (ZI€IOBOE
HUCHbMO, TOKJIAJHAs U CIyKeOHasl 3allUCKH, aKT, CIIpaBKa, u JIp. )

[IpaBuna coctaBieHust U OPOPMIICHHS TOKYMEHTOB JIMYHOTO XapakTepa (3asiBICHHE, XapaKTepH-
CTHKa, aBTOOMOrpadus, pe3rome, OT3bIB U JAp. )

[Tomxoapl K CO3MaHUIO CHUCTEM AJIEKTPOHHOTO JIOKYMEHTOOOOpoTa. TpeboBaHus K cucTemMam. JTa-
bl BBIOOpA CHCTEMBbl aBTOMATHU3aLMU. JTalbl BHEAPEHHs CUCTEMBl aBTOMaTU3auuu. CUCTEMbl aBTOMATH -
3alliu JOKYMEHTONOTOKAa. CUCTEMBI 3JIEKTPOHHOTO TOKYyMEHT0000poTa. OCHOBHBIE TEXHOJIOIHH PabOThI €
JNokyMeHTaMu. OCHOBHBIE CBOWCTBA CUCTEMBI 3JIEKTPOHHOTO 1I0KyMeHTooO0opoTa. OcHoBHbIE TUMBI CO/I.
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Homenknarypa nen. Buasl Homenknarypsl. @opmupoBanue nen. OpraHuzanusi XpaHeHHUs JOKY-
MEHTOB Ha npeanpuatuu. I1oaroroBka T0KyMEHTOB K CAA4Y€ B apXHUB.

14.1.5. Bonipocs! 115 3a4éTa ¢ OLeHKOM

1. I[OKYMGHT H €ro MECTO B CUCTCMC YIIPABJICHUS

[\S)

(O8]

AN

. HOpMaTI/IBHO-MeTOILI/ILIeCKI/IC AKThI, PCTIIAMCHTHUPYIOIIUC CO3AaHNUC U O(I)OpMJIeHI/Ie HAOKYMCHTOB.
. I[OKYMCHTOBCLLGHI/IC KaK HaydHasA JUCHUILJINHA: O6T>CKT, npeaMeT, OCHOBHBIC MCTO/IbI.

. I[TonsiTHEe «MHPOPMAIS» U €r0 pa3BUTHE.

5. Ilonstue «AOKYMCHT» U €I'0 pa3BUTHUC.

6. OOmue u yacTHble QYHKIUU TOKyMEHTA.

7. CrnocoObl JOKYMEHTUPOBAHUS U UX Pa3BUTHE.

8. [lonsarue CJ'Iy>KC6HOFO JAOKYMCHTHUPOBAHHUA U Tpe60BaHI/I${ K JOKYMCHTaM.

0. HOpSI)IOK peryiampoBaHus, COTJIaCOBaHUA U MMOAIIUCAHUSA YIIPABJICHUCCKUX JOKYMCHTOB.

10. CYH_[HOCTB YHI/I(I)I/IKaI_II/H/I " CTaHAapTHU3alluu YIIPABJIICHYCCKUX JOKYMCHTOB.

11.

12.

13.

14.

[IpaBuna opopmieHHs CIIyKeOHbBIX JOKYMEHTOB.
PexkBu3uTHI N X IIpeIHA3HAYEHUE.
O6ume TpeGoBaHUS K TOKYMEHTHUPOBAHUIO YIIPABICHUYECKOH 1€ TeIbHOCTH.

CocTas, conepx’aHue U OCOOCHHOCTH peasln3alui TPeOOBaHUM K PACIOIOKEHUIO U oopmIie-

HUIO PCKBU3HUTOB NTOKYMCHTOB.

15.

16.

CrpyKkTypu3anus TEKCTOB YIPABIEHYECKUX JOKYMEHTOB.

Bunbl yHuuumpoBaHHbIX TEKCTOB, 0COOEHHOCTU 0hopMiIeHHs TpadapeTHOTO TEKCTA, aHKETHI

U TaOJIULIBI.

17.

18.
KYMEHTOB.

19.

20.

21.

22.

23.

24.

Tpe6OBaHI/IH K COACPKAHNUIO, CTPYKTYPC U CTHUIIIO U3JIOKCHUA YIIPABICHYCCKUX TOKYMCHTOB.

OpFaHI/BaI_[I/IOHHO-paCHOpﬂI[I/ITeJ'ILHa}I JOKYMCHTAaIUs. OcHoBHbBIC BUJIbI YIIPABJICHUCCKUX HO-

HudopMamoHHO-cIIpaBoYHast JoKyMeHTanuss. OCHOBHBIC BUJIBI
[TpaBwiia ¥ CTHIIL HAITMCAHUS JICJIOBOTO MTUChMA.

Bunasr neaoBoro nmmchMa.

Oco0eHHOCTH NEPENHUCKH ¢ UHOCTPAHHBIMU MTAPTHEPAMH.

Buibl TOTOKOB TOKYMEHTOB M CTaJIMHM UX 00PaOOTKH.

PGFI/ICTpaIII/Ifl JOKYMCHTOB.
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25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

KoHTposb UCTIONHEHNS JOKYMEHTOB.

Homenknarypa nen u ux popMupoBaHHe.

Odopmienue aen.

XpaHeHue 1€l U TOPSAOK CJauu UX B apXUB.

Pabora ¢ mokymMeHTaMHu, CoepKAIMMMHA KOMMEPUECKYIO TalHYy.

[TonsiTHE “ANIEKTPOHHBIN TOKYMEHT B HH(OPMAIIMOHHON CHCTEME OpraHU3aLlH.
TepMuHONIOTHS, UCTIONB3yeMasi B CUCTEMAaX 3JIEKTPOHHOTO JIOKyMEHTOO0O0POTA.
3amaun CUCTEM BIIEKTPOHHOTO JOKYMEHTO000pOTA.

VYrpaiieHue 3JeKTPOHHBIMHA JOKYMEHTaMHU.

Knaccugukamus cuctem 3J1eKTpPOHHOTO JOKYMEHT0000pOoTa.

[Toaxomp! K CO3aHUIO CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO00POTA.

Oransl BBIOOpa U BHEIPEHUSI CUCTEMbl aBTOMaTH3AlIHH.

[Tpo6aeMbI TPaBoOTo PeryaupoOBaHus IEKTPOHHOTO TOKYMEHTOO00POTA.
OTansl pa3BUTHS TOKYMEHTOO00POTA.

HOHSITI/IH, NPUHIUIIBI U 0CO0EHHOCTH MOCTPOCHUA ABTOMaTI/I3I/Ip0BaHHBIX CHUCTCM KOHTPOJIA

ucnosHeHus 1okymeHToB (ACKU /).

40.

41.

42.

43.

CucTeMbl AIEKTPOHHOTO JOKyMeHTooOopoTa. O6mme monoxenus. Haznagenus CO/I.
OCHOBHBIE CBOMCTBA CUCTEM DJIEKTPOHHOTO JIOKYMEHTOO0OpOTA.
OCHOBHBIE TEXHOJIOTHH pabOTHI ¢ JokyMeHTamMu B COJI.

OO6m1as kinaccuuKaiys CUCTEM JIEKTPOHHOTO IOKYMEHTO00OpOTa

14.2. TpeOoBaHUS K OLIEHOYHBIM MaTepPHAJIAM VISl JIUI] ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMMU

3A0POBbH U HHBAJIHUI0B

st i ¢ orpaHUYEHHBIME BO3MOXKHOCTSIMU 3JI0POBbSI M HHBAJIHMJIOB MPEAYCMOTPEHBI JOTIOTHU -
TEJIbHBIC OLIEHOYHbIE MaTepUalIbl, IEPEUCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuna 14 — JlonosHUTEIbHBIE MaTepUaIbl OLICHUBAHUS JIJIS JIUI] C OTPaHUYEHHBIMU BO3MOXHOCTSIMHU
310POBbsI 1 HHBAJIUIOB

Kareropun Bunbl 10NOAHUTETBHBIX OLEHOYHBIX @DopMbI KOHTPOJISI U OLIEHKU
00y4aroLXCst MaTepHasoB pe3ynbTaToB 00y4eHUs

C napyueHusmMu
ciyxa

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

[IpenMy11eCTBEHHO MMCHMEHHAs
IIPOBEpKa

C mapymenussmu | CobeceroBaHue 10 BOIIPOCaM K 3a4eTy, | [IpenMyInecTBeHHO yCTHas MpoBEpKa
3peHus OTIPOC IO TEPMUHAM (MHIMBUAYATIBHO)

C HapylmcHHUAMHA Pemenne JAUCTAHIITMOHHBIX TECTOB, HpeI/IMyme(:TBeHHO JUCTaHIITMOHHBIMU
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OIIOPHO- KOHTPOJIbHBIE Pa0OTHI, MUCHMEHHBIE
JIBUTATEIIBHOTO CaMOCTOSITENIbHBIE PadOTHI, BOPOCHI K METOJIaMH
amnrapara 3a4eTy
C orpanuueHusiMu 1o | TecTbl, TUCBMEHHBIE CAMOCTOSITENIbHBIE [IpeuMy1ieCcTBEHHO IPOBEPKA
o0IIeMe TMIIUHCKUM paboThl, BOIIPOCHI K 3a4ETy, METOZaMU UCXOIA U3 COCTOSIHUSA
[IOKa3aHUAM KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI | 00YYarOIIErocss HA MOMEHT IPOBEPKU

14.3. MeTtoau4yeckune peKoMeHAAIMH M0 OLeHOYHBIM MaTepHuaiaM JJIsl JUIl ¢ OTPAHHYeHHbIMU
BO3MOKHOCTSIMH 310POBbSI H HHBAJIH/I0B

Jiis M1 ¢ orpaHUYEeHHBIMH BO3MOXKHOCTSIMHU 37I0POBBSI M MHBAJIUIOB TPEAYCMAaTPHUBACTCS JI0-
cTynHas opma npeoCcTaBIeHNs 3aJaHNil OIIEHOYHBIX CPECTB, @ IMEHHO:

- B IIe4aTHOU (hopme;

- B [le4aTHOU (hopMe C YBETUUEHHBIM LIPUPTOM;

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- METO/IOM YTE€HUS ACCUCTEHTOM 33/1aHUS BCIYX;

- MPEIOCTABICHUE 3a/IaHUS C UCTIONB30BAaHUEM CYPJIOTIEPEBO/IA.

JIuriaM ¢ OTrpaHMYCHHBIMH BO3MOXXHOCTSIMH 3/I0POBbSl M MHBAIMAAM YBEIWYHMBACTCS BpEeMs Ha
MOJIrOTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. 111 Takux 00ydaromuxcs mpearycMaTpiuBaeTcs: JOCTYII -
Has (hopMa MpeIoCTaBICHHUS OTBETOB Ha 3aaHNs, 2 IMEHHO:

- MMCEMEHHO Ha Oymare;

- Ha0Op OTBETOB HAa KOMITBIOTEPE;

- Ha0Op OTBETOB C UCIIOJIL30BAaHUEM YCIYT aCCHCTEHTA;

- MIPE/ICTaBJICHUE OTBETOB YCTHO.

[Iponenypa orneHMBaHUST pPe3yAbTATOB OOYUEHUS JIUI] C OTPAHUYCHHBIMU BO3MOXKHOCTSMH 370PO-
BbSl 1 MHBAIHIOB 110 TUCLUILTMHE TPeIyCMaTpUBaeT IpenocTaBieHne nHpopMauu B popMax, aaanTH-
POBaHHBIX K OTPAHUYCHUSM HX 370POBBS M BOCTIPUSATHS HH(POPMALIUH:

JI1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHus:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

— B TIEYaTHOH (hopMe YBEIIMYEHHBIM MIPH(TOM.

JIJ1s1 JIMI ¢ HAPYIIEHUSIMH CJIyXa:

- B (hopMe IIMEKTPOHHOTO IOKYMEHTA;

- B Ie4yaTHoOU opme.

JI1s1 1ML ¢ HApyIIeHUSIMM ONIOPHO-ABUIaTeJILHOI0 annapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU (opme.

[Tpy HEOOXOMUMOCTH /TS JIUI] C OTPAHUYEHHBIMHU BO3MOXXHOCTSIMU 3/I0POBbS U MHBAJIUI0B TPOIIE-
Jypa OIICHWBAHUSI PE3yIbTaTOB 00yICHHUST MOXKET TIPOBOIUTHCS B HECKOIBKO ITAIOB.
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