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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:

Jexan 3uB® . B. Ocurmos
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,
[TpakTuka 1Mo noxy4eHuro npodeccnoHaIbHbIX YMEHHUH 1 OIbITa TPO(PECCHOHATBLHOMN IeATENHOCTH (pac-
YeTHO-aHaJIUTH4ecKas ), Permamenranys 1 HopMUpOBaHUE TPYHA.

[TocnenyomumMy AUCHUIITUHAMU SBISIOTCS: 3alMTa BBIMTYCKHOW KBAIM(UKAIIMOHHONW paloTHI,
BKJIIOYasi TIOJITOTOBKY K IMPOIIeype 3alluThl U Mpoleaypy 3auuThl, [IpakTrka mo nomydeHuro npodec-
CHOHAJIbHBIX YMEHUH M OIBITa MPO(EecCHOHATBLHON NeATeNbHOCTH (paccpen.), YIpaBieHue 3arpaTrami,
VYnpaBiieHre nepcoHaIoM OpraHu3alry, YTPABICHUE PECYPCAMU.

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 — TpynoeMKOCTh JUCUUILIMHBI

Bunel yueOHOI nesTeNIbHOCTH Bcero wacos CemecTpsl

7 cemecTp 8 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 24 12 12
Jleknun 8 4 4
[IpakTiueckue 3aHATHS 16 8 8
CamocrosTenpHas paboTa (BCero) 188 96 92
[TpopaboTka JIEKITMOHHOTO MaTepHuaia 66 34 32
CamocrodaTenbHOe H3ydeHHe TeM (BOTIPOCOB) 32 32 0
TEOPETHYECKON 4acTH Kypca
[ToaroroBka K MpakTUYECKUM 3aHATHUSM, 78 30 48
ceMHuHapam
BrInonHeHne KOHTPOJIBHBIX paboT 12 0 12
Bcero (0e3 ax3aMeHa) 212 108 104
IToaroroBka u caada 3adera 4 0 4
OO6miast TpyI0€MKOCTb, 4 216 108 108
3auetHble EauHuIb! 6.0

5. Conepxxanue IMCUMILIHHBI

5.1. Pa3zgesnl JUCHUIIMHGLI 1 BUALI 3AHATHHI
Pa3zaenbl nMCUMIUIMHBI U BUJIBI 3aHATUN TPUBEICHBI B Ta0uIe 5.1.
Tabmuna 5.1 — Pasgensl AUCHUIUIMHEL U BUIBI 3aHATUH

Bcero
4acoB
[Ipak. Cam. dopmupyemble
Haspanus pa3aenoB IUCHUTUIMHBI Jlek., u (Ge3
3aH.,4 | pab., 4 KOMITETEHITNH
9K3aMEH
a)
7 cemecTp




1 TIpenmer, conepxanue u 3a1a4u Kypca. Jlo- 1 0 26 27 I1K-20, ITK-8
KYMEHTOOOOpOT U JIETIONPOU3BOJCTBO B IIPO-

(heccruoHaNbHOM e TENbHOCTH.

2 IIpaBoBBIE U HOPMATUBHBIE OCHOBBI JJOKY- 1 0 10 11 I1K-20, ITK-8
MEHTHPOBAHUS YIIPABIEHYECKON AESITeTbHO-

CTH

3 Ilonsatue noxkymeHnTta. CBoiCcTBa JOKYMEHTA. 1 2 24 27 I1K-20, ITK-8
Knaccudukanus nokymenrta. CTpykrypa Jo-

kymeHTa. TpeboBaHus K OPOPMIICHHUIO TOKY-

MEHTOB.

4 CucreMbl 10KyMeHTOB. CocTaBiieHUE U | 6 36 43 [TK-20, I1K-8
odopMIIeHHE YIIPABIEHYECKUX JOKYMEHTOB.

Hroro 3a cemectp 4 8 96 108

8 cemectp

5 DNEeKTPOHHBIN TOKYMEHTOOOOPOT, KITFOUe- 2 4 52 58 ITK-20, TTK-8
BbIE€ TIOHSTHS, OCHOBHBIE KOHIIENIIIUU

6 Opranuzanus padboTsl ¢ JoKyMeHTaMu Pop- 2 4 40 46  |IIK-20, IIK-8
MUPOBAHUE U TEKYILIEE XPAHEHUE TOKYMEH-

TOB. [loIrOTOBKA TOKYMEHTOB K TIepeaaye B

apxuB

Hroro 3a cemectp 4 92 104

Hroro 16 188 212

5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JTEKIIASIM)
CopeprkaHue pa3aesioB TUCIUTIINH (TI0 JIEKIUIM) PUBEICHO B TabmuIie 5.2.
Tabmuua 5.2 — ComepkaHue pa3AenaoB TUCIUILINH (TI0 JICKITHSIM)
Copneprxanue pas3znenoB qucuumuingel (mo | Tpynoemkocts, | @opmupyemblie
Ha3Banus pazaenos Aep pas AHCH ( 24 ’ PMHDPY
JICKITUSIM) q KOMITETEHIIUU
7 cemecTp

1 IIpenmer, ITonsTHe, NEnU U 3a1a44 U3y4aeMOU JUCLIU- 1 I1K-20, I1K-8
coJiepXaHue U 3aJlaud | [JIMHBL. Pa3BUTHE U CTaHOBJIEHUE JEIIO0-

Kypca. npousBojcTBa B Poccun. Opranuzanus sie-

JIoKyMeHTOOOOpOT U | JIOMPOU3BOJICTBA HA MPEANPHUATHSIX. 3HAUE-

JIEJIONPOU3BOACTBO B | HUE M MECTO JOKYMEHTOB B CUCTEME YIIPaB-

npo¢ecCuoHATBHOM JICHUS

JeSATEIbHOCTH. Vrtoro 1

2 IIpaBoBbIe U I'ocynapcTBeHHOE peryaMpoBaHue, HOpMa- 1 I1K-20, ITK-8

HOPMAaTUBHBIC OCHOBBI
JTOKYMEHTHPOBaHUS
YIPaBIIEHYECKON
JeSITEeNIbHOCTH

THUBHO-IIPAaBOBasi U METOUYECKAst OCHOBA
JIOKYMEHTAI[HOHHOTO 00ecTeyeHus! ynpanie-
Hus. CyIiHOCTb, HAIPaBJIEHUS U BUJIbI TOCY-
JAPCTBEHHOTO PETYJIUPOBAHUS JOKYMEHTA-
IIMOHHOTO O0ecreueHus yIpaBlieHus, Ha3Ha-
YeHHe, 0COOEHHOCTH U COOTHOILIEHHE HOP-
MaTUBHO-IIPABOBOI'0 U METOIMYECKOIO pery-
nupoBanus. COCTaB U CTPYKTypa HOPMATUB-
HOM, IPaBOBOM U METOJIMYECKON OCHOBBI J0-
KyMEHTAIIMOHHOT0 00ecIeueH sl yrnpanie-
HUS, HAlIMOHAJIBHBIX U JIOKAJIbHBIX HOpMa-
TUBHO-METOMYECKHUX JOKYMEHTOB. YHHU(HU-
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KalnouAa U CTaHdapTUu3anus.

Hroro
3 [lonsatue nokymenra. | TpeboBanus k 61aHKaM JOKyMeHTOB. [lopsi- I1K-20, I1K-8
CBoiicTBa TOKyMEHTA. |JIOK pa3pabotku O6mankoB. Obmue TpedboBa-
Knaccudukarus HUS K TOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMO-
nokyMmeHTa. CTpyKTypa |IIbI0 TEXHUYECKUX cpeAcTB. OcoOeHHOCTH
JOKYMEHTA. oopMIIeHUs OTAETBHBIX PEKBU3HUTOB.
TpeboBanus K Vitoro
oopmieHnIo
JTOKYMEHTOB.
4 Cucremsl [TpaBuna opopmieHus JOKYMEHTOB, COCTaB I1K-20, I1K-8
JIOKYMEHTOB. Y Ha3Hau€HUe peKBU3UTOB. Poib 1 BUIbI
CocraBnenue u yIpaBIEHYECKUX JOKYMeHTOB.CoCTaB U Ha-
odopmiieHue 3HAYEHHE OT/JEJIbHBIX BUJIOB OpraHU3ali-
yIPaBJIEHYECKUX OHHO-IIPABOBBIX, PACTIOPSAUTEIbHBIX U UH-
JTIOKYMEHTOB. (opMaIMOHHO-CIIPAaBOYHBIX IOKYMEHTOB.
JlokyMeHTabHBIHA (QOH[ U NIEPEUEHb 10KY-
MEHTOB, OOPa3yYIOIIUXCS B MPOIECCE Jesi-
TeNnbHOCTU npeanpuarua.Cocras, pacoo-
JKEHHE U IpaBuiia 0pOPMIICHUSI PEKBU3UTOB
OT/AETBHBIX BUIOB OPraHU3AIMOHHO-IPABO-
BBIX, PacCTIOPSIUTEIbHBIX U HH(OpMAIIH-
OHHO-CIIPAaBOYHBIX TOKYMEHTOB. OCOOEHHO-
CTH 0(hOpMJICHHSI OT/IEIbHBIX BUIOB JOKY-
MEHTOB, 00pa3yIOIINXCs B IIpolLecce Jes-
TEJIIEHOCTH TPEATIPHUSITHS.
Hroro
HUroro 3a cemectp
8 cemecTp
5 DneKTpOHHBIN OcHoOBHBIE 3a]Ja4l OPTaHU3ALUHU JIEK- I1K-20, I1K-8
JIOKYyMEHTO000POT, TPOHHOTO TOKYMEHTO000poTa. CUCTEMBI
KJIFOUEBbIE TIOHSTHS, AIIEKTPOHHOTO JTIOKyMeHToobopoTa CO/I.
OCHOBHBIC KOHIICTIIIUK | DTaIbl pa3BUTHS, KIacchl, Ha3HaueHue COJI.
OcHOBHBIE CBOWCTBA CUCTEM JJIEKTPOHHOIO
nokyMeHToo6opoTa. OcHoBHBIE TUIBI CO/I.
Ocobennoctu opranuzanuu COJl. Cuctemsl
AJIEKTPOHHOTO JIOKYyMEHTO0000pOTa, Mpe-
cTaBlIeHHbIE B Poccum.
Hroro
6 Opranuzanus pabotsl | [ToHsITHE «TOKYMEHTOOO0OPOT» U €T0 Pa3BU- [1K-20, ITK-8

C JOKYMEHTaMH
dopMupOBaHUE U
TEKyIllee XpaHCHUE
JIOKYMEHTOB.
IToaroroBska
JIOKYMEHTOB K
nepeaye B apXuB

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. JKu3HeHHbll KK 1oKymMeHTa. KoHTpoub
UCIIOJHEHMS TOKyMeHTOB. HomeHknarypa
nen. [Iopsanok cocTaBiaeHus U yTBEPKACHUS
HOMEHKJIATYPBbI 1€J1. YCTaHOBJIEHUE CPOKOB
xpanenus aen. opmupoBanue u opopmiie-
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Hue nen. Opranuzaius OnepaTuBHOTO Xpa-
HEHUs JieN1. DKCIepTh3a EHHOCTH JOKYMEH-
ToB. Opopmnenue nen. [lopanox nepegaun
JIOKYMEHTOB Ha XpaHEHHUE B apXUB.

Hroro

Hroro 3a cemectp

Hroro

5.3. Pa3nenbl JMCUMILNIMHBI M MEKIMCUMILUIMHAPHBIE CBA3H ¢ 00eceYnBAKIIMMH (NPeAblTy IIUMH)
U obecneynBaeMbIMU (NMOCJAETYIONIUMH) TUCHUNIMHAMHA
Paznenbl qUCHUIITUHBL U MEXIUCIUIUIMHAPHBIE CBSI3U C 00€CTIeYMBAIOIIMMHU (TIPEABIAYIIUMU) U
obecrnieunBaeMbIMHU (TTOCIIEIYIONUMHU ) AUCITUTUIMHAME TPEICTAaBICHBI B TabmuIe 5.3.
Tabmuna 5.3 — Pa3aensl AMCHMIUIMHBL U MEXIUCITUIUIMHAPHBIE CBS3H

HanmenoBanne JUCHUITINH

Ne pa3acioB JIaHHOM AUCHUIUINHEBI, JJIST KOTOPBIX HCOGXOI[I/IMO
HN3Y4YCHUC O6€CH€‘-H/IB3IOHH/IX H 00ecIieunBaeMbIX JUCHUIIIINH

1 2 3 4 5 6
[IpeamecTByromue JUCUUTIIIUHBI
1 IlnanupoBanue Ha TPEANPUATUN + + + + +
2 IIpakTuka 1o NoJy4YeHUIO MePBUYHBIX . . .
npo¢eCcCroHaIbHBIX YMEHUH U HABBIKOB
3 [IpakTuka no noxydeHuto npodeccuo-
HaJIbHBIX YMEHUH U OIbITa IIpodeccro- n .
HaJIbHOU AESITeNbHOCTH (pacyeTHO-aHa-
JAUTUYECKas)
4 PernameHTaIus ¥ HOPMUPOBAHUE TPY- . i
na
[Tocnenyromue TUCIUIIITUHBL

1 3ammTa BEIMYCKHON KBaNU(UKAIIMOH-
HOM paOOTHI, BKJIFOYAs MTOATOTOBKY K . . . N
MPOLIeIype 3alIUThl U TPOLEIYPY 3alIH-
THI
2 IIpakTuka 1o noxyueHuto npodeccuo-
HaJIbHBIX YMEHUH U OIbITa Ipodeccro- + + +
HaJIbHOU JesaTenbHOCTH (paccpel.)
3 VhpaBneHue 3aTparamu + +
4 YnpaBlieHU€e MepcoOHAIOM OpraHu3a- n n n
1007071
5 Ynpasnenue pecypcamu + + +

5.4. CooTBeTcTBHE KOMIIETeHIN I, (POPMHUPYEMBIX IPH U3YYCHUHU AUCUMIIMHBI, M1 BU/10B 3aHATHI
CootBeTcTBHE KOMIETEHLUH, (HOPMUPYEMBIX NMpPHU H3YyYEHUH AMCLUMIUIMHBI, U BHUJIOB 3aHATUN

npezcTaBiIeHo B Tabmuie 5.4.

Tabmuua 5.4 — CooTBeTCTBUE KOMIIETEHIIUH, (POPMUPYEMBIX MIPU U3YYEHUHU JUCIUIUINHBL, U BUIOB 3aHS -

TUN

Komnerennu

Bunnl zansatui

u JIexk.

IIpax. 3aH.

Cam. p

a0.

DopMbI KOHTPOJIS
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I1K-8

KonTponsHnas padora, [IpoBepka
KOHTPOJIbHBIX paboT, Onpoc Ha
3aHATHUAX, BeIcTyIUIICHHE
(mokinan) Ha 3aHATUH, TecT, 3a4€T
¢ onieHKoM, OTYeT 1o mpakTuye-
CKOMY 3aHSITHIO

I1K-20

KonTpoasnas padora, [IpoBepka
KOHTPOJIBHBIX padoT, Onpoc Ha
3aHATHUAX, BeIcTyIUICHHE
(moxnan) Ha 3aHsATHH, TecT, 3a4éT
¢ onieHKoM, OTYeT 1o mpakTuye-
CKOMY 3aHSITHIO

6. UaTepakTHBHBIE MeTOAbI U (JOPMBI OPraHU3aANNH 00yUEeHUsI
He npenycmotrpeno PVYII.

7. JlabopaTtopHble paGoThl

He npenycmorpeno PVYIIL.

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

HaunmeHoBaHue MpakTUYECKUX 3aHATUI TpynoeMkocts, | Dopmupyembie
HasBanus pasnenos
(cemuHapoB) q KOMITCTCHITH
7 cemecTp
3 [onsatue noxymenra. | TpeboBanus k OaHkam JokymeHToB. [Toaro- 1 ITK-20, ITK-8
CBoiicTBa IOKYMEHTA. |TOBKA K COCTaBJICHUIO IOKYMEHTOB. CXEMBbI
Knaccudukarms pacnosioxeHus JokymeHToB. CocTaBieHHe
nokymeHTa. CTpykrypa | GopMynsspoB JOKyMeHTOB. OO01uii OIaHK.
JOKYMEHTA. biiaHK KOHKpETHOrO BUJa JOKyMeHTa. biiank
TpeboBaHus K MMChbMa.
oGopmnermo Ooume TpeboBaHus K 0(OPMIICHHIO TEKCTa 1
AOKYMCHTOB. otueta. OopmiieHre TUTYABHOTO JIUCTA, PU-
CYHKOB, TaOJIUI], CIIUCKA UCIIOIb3YeMbIX UC-
TOYHHKOB
Hroro
4 CucrteMbl [TpaBuna coctaBiaeHuss 1 0POPMIICHUS Opra- ITK-20, ITK-8
JIOKYMEHTOB. HU3aLMOHHO-PACIIOPAIUTENBHBIX JOKYMEH-
CocraBienue u TOB (yCTaB, MOJIOKEHHUE, IITATHOE pacluca-
oopmienne HUE, UHCTPYKIIUSL, IPUKa3, paCOPSKEHHE,
yIpaBIeHYECKUX pelieHre, MPOTOKOJ, TOCTAaHOBIECHHUE)
KYMCHTOB.
JIOKYMEHTO [TpaBuna cocraBieHus u 0pOpMIICHUS HH- 2
(opMaLMOHHO-CIIPABOYHBIX TOKYMEHTOB (J1€e-
JI0OBOE MUCHMO, AOKJIAJHAs U CIIy)KeOHas 3a-
MIMCKH, aKT, CIIPaBKa, U JIp. )
[IpaBuiia coctaBieHust 1 0HOpMIICHHS T0KY- 2
MEHTOB JIMYHOTO XapakTepa (3asiBICHUE, Xa-
pakTepucTuka, aBroonorpadus, pesrome, oT-
3BIB U JIp. )
Uroro 6
Hroro 3a cemectp
8
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8 cemecTp

[Toaxompl K CO3AaHUIO CUCTEM BJIEKTPOHHOIO 4 I1K-20, ITK-8
JIIOKyMeHTooOopoTa. TpeOoBaHuUs K CHCTE-
MaM. DTarnbl BEIOOpa CUCTEMBI aBTOMATH3a-
MU, DTaIbl BHEJPEHHS CUCTEMbI aBTOMATH-
3aruu. CucTeMbl aBTOMaTH3alUN JOKYMEHTO-
nmoToka. CUCTEMBI 3JICKTPOHHOTO JOKYMEH-
T0000poTa. OCHOBHBIE TEXHOJIOTUHU PAOOTHI C

JOKYMCHTAaMMU. OCHOBHBIE CBOMCTBA CUCTEMBI

5 DneKTpOHHBIN
JOKyMEHTO00O0POT,
KIIFOUYCBBIC ITIOHATHA,
OCHOBHBIE KOHLICIIIINU

Hele Tumbsl COJI.

AIICKTPOHHOTO JOKyMeHT0000poTa. OCHOB-

HUroro

6 Opranuzanus
paboThl ¢
JIOKyMEHTaMu
dopMupoBaHUE U
TEKylIee XpaHEHUE
JIOKYMEHTOB.
IToaroroska
JIOKYMEHTOB K
repeaaye B apXuB

Homenknatypa aen. Busibl HOMEHKIATYpBI.
®opmupoBanue aen. Opranusaius XpaHeHUs!
JIOKyMEHTOB Ha npeanpustuu. [logroroBka
JIOKYMEHTOB K C/1au€ B apXUB.

ITK-20, I1K-8

HUroro

Hroro 3a CEMCECTP

Hroro

16

9. CamocTrosiTesqibHasi paboTa
Bunbr camocTosTenbHOM paboThI, TPYAOEMKOCTh U (POPMUPYEMbIE KOMIIETCHIIUH TPEICTABICHBI B

tabmure 9.1.
Tabmua 9.1 — Buapl caMoCTOSTEIBHON pabOThI, TPYAOEMKOCTh U (DOPMHUPYEMBbIE KOMIIETEHITUN
Bunsl camocrositensHol | TpynoemkocTs, | DopMupyemblie
HasBanns paznenos a Py ’ PMHPY @DOopMBI KOHTPOJIA
paboThI q KOMITETEHI[HA
7 cemecTp
1 Ilpenmer, CamocrosTenbHOe HU3yye- 16 I1K-20, IIK-8 | BeicTymuieHne
COJIEpKaHHE U HUE TeM (BOMPOCOB) TEO- (mokinan) Ha 3aHs-
3aJ1auu Kypca. pPETHUYECKOM YyacTH Kypca THH, 3a4€T C OLEH-
JlokyMeHTOO000pOT TTpopaGoTKa TEKIHOHHO- 10 KO, O%ipoc Ha 3aHs-
u THSAX T
ro Marepuanga > 1€C
JIEJIONPOU3BOACTBO
B Uroro 26
npodeccruoHanbHON
JEeSTeIbHOCTH.
2 IIpaBoBeble 1 ITpopaboTKa JEeKIUOHHO- 10 ITIK-20, ITIK-8  |3auéT c oneHKoH,
HOpMaTHUBHbIE ro Marepuaia Omnpoc Ha 3aHATHX,
OCHOBBI Hroro 10 Tect
JTIOKYMEHTHPOBAHUS
YIPABJICHYECKON
NeSITeIbHOCTH
3 IlonsTue [ToaroroBka k mpakTuye- 14 IIK-20, ITIK-8 | 3a4€T ¢ OLEHKOIA,
JOKYMEHTA. CKUM 3aHATHUSM, CEMUHA- Omnpoc Ha 3aHATHSIX,
CaoiicTBa pam OTuer 1o npaxkTuye-
JOKYMEHTA. TpopaGoTKa NEKIHOHHO- 10 CKOMY 3aHSTHIO,
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Knaccudukanus ro Marepuaya Tect
JIOKYMEHTA. Wroro 24
Crpykrypa
JIOKYMEHTA.
TpeboBaHus K
o opMIIEHUTIO
JTIOKYMEHTOB.
4 Cucrembl IToaroroBka K nmpaxkTuye- 16 I1K-20, IIK-8 | BricTynnenue
JIOKYMEHTOB. CKUM 3aHATHUSM, CEMHHA- (moxnan) Ha 3aHs-
Cocrasienue u pam TUH, 3a4€T C OLICH-
oQopmerne CamocrosiTenbHOe U3yye- 16 KoH, ngoc Ha 3ati-
TIPABJICHYCCKUX Tusix, OT4eT 1
YHpABJICHHCC HUE TeM (BOTIPOCOB) T€O- ’ cT 10
JIOKYMEHTOB. DETHUECKOH YaCTH Kypca MIPAKTHYECKOMY 3a-
HATHIO, TecT
[IpopaboTka JeKInOHHO- 4
ro Marepuana
Hroro 36
Uroro 3a cemectp 96
8 cemecTp
5 DIeKTpOHHBII BrinosHenne KOHTPOJIIb- 12 IIK-20, ITK-8 | 3a4éT ¢ OLeHKOI,
JOKYMEHTO00O0pOT, |HBIX paboT KonTposnbHas pabo-
KITFOUCBBIC TIOHATHS ta, Onpoc Ha 3aHs-
JIFOHEBBIC 1O > | [TogroroBka K mpakTuye- 20 a,0 Opoc asa
OCHOBHBIE CKHM 3aHATIAM, CEMHHA- Tusax, OTyeT no
KOHIICTIIIHN pam MPaKTUYECKOMY 3a-
HATHIO, [IpoBepka
[TpopaboTka JTeKIHOHHO- 20 KOHTPOJIBHBIX pador,
ro Marepuana Tect
Hroro 52
6 Opranuzanus [ToaroroBka Kk npakTuue- 28 IIK-20, I[IK-8 | 3a4éT ¢ OLEHKOM,
paboThI C CKHUM 3aHSTHUSM, CEMHUHA- Ormpoc Ha 3aHATHUSAX,
JOKYMEHTaMH pam Tect
dopMHUpOBaHKE U
OPMHPOBAHHC [TpopaboTka JIEeKITMOHHO- 12
TEK XpaHeH!
CKYILCE XPAHCHUC | 1) \ratepuana
JIOKYMEHTOB.
[TonroroBka Hroro 40
JIOKYMEHTOB K
repeaaye B apXuB
Hroro 3a cemectp 92
[TonroroBka u cnava 3a- 4 3au€T ¢ OLIEHKOI
qyera
Hroro 192
10. KypcoBoii npoekT / KypcoBasi padota
He npenycmotrpeno PVYII.

11. PeiiTunroBas cucremMa JJisi OlleHKH YCIIeBAeMOCTH 00yYAIOIIUXCS
PeliTnHroBas cucrema He UCIOJIb3YETCS.

12. YueOHO-MeTOAMYecKOe U MHGOPMAIMOHHOE 00ecTieyeHue TUCIHIIIMHBI

12.1. OcHoBHas1 JIMTEpaTypa
1. Joponwuna, JI. A. Opranuzaiusi ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECIICUCHUS yIpaBiie-
HUS [DIEKTPOHHBIN pecypc]: y4eOHUK U MPaKTUKYM ISl akajeMuueckoro Oakanaspuata / JI. A. JlopoHu-
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Ha, B. C. UpurukoBa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanasp. Axanemuye -
ckuit kypc). — ISBN 978-5-534-04568-0. — Pexxum moctyna: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (mata o6pamenus: 17.05.2020).

2. Hammonanensiii crangapt PO 'OCT P 7.0.97-2016 "Cucrema ctanmapToB 1o HH(GpOpMAaIuH,
OuOnMMoTeYHOMY U M3AaTeNbCcKOMY Aeny. OpraHu3allMOHHO-pACIOpAIUTeNbHAsA JoKyMeHTalus. Tpebosa-
HUSL K 0OPMIICHHIO TOKYMEHTOB" (yTB. mpuka3oM denepaabHOr0 areHTCTBA M0 TEXHUYECKOMY PEryiH -
poBaHuto U MeTpojiorun oT § nexadbps 2016 r. N 2004-ct) [DnextpoHHBIN pecypc]: — Pexum pocryna:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (mara o6pamenus: 17.05.2020).

3. TI’poszosa, O. C. [lenonpoun3BoJCTBO [INEKTPOHHBIN pecypc]: yaeOHoe mocodwue miist By30B / O.
C. I'pozoBa. — Mocksa : M3marenbcrBo FOpaiit, 2020. — 124 ¢. — (Bsicmee obpazoBanue). — ISBN
978-5-534-06787-3. — Tekcr : nsnextponnsii // DbC HOpaiit [caiit]. — URL: http://biblio-
online.ru/bcode/453969 (mata oOpamenus: 13.05.2020).: — Pexum goctyma: https://biblio-
online.ru/viewer/deloproizvodstvo-453969#page/4 (nara obpamenus: 17.05.2020).

12.2. lonosiHuTeIbHAS JIUTEPATYpPa

1. O6pazoBarenbublii ctannapt Byza OC TYCYP 02-2013. PaGoTs! cTyneHUeCKHe M0 Hanpasie-
HUSIM [IOJITOTOBKH M CHEIUATIBHOCTSAM I'yMaHUuTapHoro npoduis. Oouue TpeOboBaHus U mpaBuiia ohopMm-
JeHus [DneKkTpoHHbIN pecypce]: — Pexxum pocrtyma: https:/regulations.tusur.ru/documents/71 (mata 06-
pamenusi: 17.05.2020).

2. TOCT P 7.0.8-2013. Cuctema cTanIapToB 1o HHGOpMaLuH, OMOIMOTEYHOMY U U3JaTENIbCKO-
My jaeny. [{eaonpou3BoACTBO U apXUBHOE /1€710. TepMHUHBI U onpeieieH s [ DIeKTpOHHbBIN pecypc]: — Pe-
xuM focryna: http://docs.cntd.ru/document/1200108447 (nara obpammenus: 17.05.2020).

3. JlenompousBoactBo [DnekTpoHHbIN pecypc]: Yuebnoe mocodbue / JI. U. KazakeBuu - 2018.
132 c¢. — Pexxum noctyna: https://edu.tusur.ru/publications/7542 (nata obpamenus: 17.05.2020).

12.3. YueOHO-MeTOAHYECKHE MOCOOUH

12.3.1. Obs3aTenbHbIC y4eOHO-MeTOAMYEeCKHE TOCOOHs

1. OOmwmii 1 >IEKTPOHHBINA TOKYMEHTOOOOPOT [DNEKTPOHHBIN pecypc]: MeToaumdeckoe mocodune
10 JTaOOPaTOPHBIM 3aHATUSM M CAaMOCTOATENbHOU paboTe /s cryaeHToB HampasiaeHui 080200.62 «Me-
HemkmenT», 080100.62 «Oxonomuka» / K. H. AxcenoBa - 2014. 40 c. — Pexum pgoctyma:
https://edu.tusur.ru/publications/4874 (nara oopamenus: 17.05.2020).

2. OCHOBBI AENONPOU3BOJICTBA [DNEKTPOHHBIN pecypc]: Meroaudeckue yka3zaHUs K MpaKkTHye-
CKUM 3aHSATHSM U Opranuzanuu camoctostensHoi padotel / E. K. Manaxosckas, A. A. Cugopos - 2018.
28 ¢. — Pexxum noctyma: https://edu.tusur.ru/publications/8165 (mara oopamenus: 17.05.2020).

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

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

Jlist i1 ¢ HApYIIeHUSIMU 3PeHusI:

- B (hopMe DIIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (hopMe yBETUYCHHBIM HIPUPTOM.

JIJis1 UL ¢ HAPYIIEHUSIMHU CJIyXa:

- B (hopMe AIIEKTPOHHOTO TIOKYMEHTA;

- B Ie4aTHOU (opme.

JlJist I ¢ HAPYIIeHUSIMU OTIOPHO-ABUIaTeIbLHOTO aNnapara:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

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

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

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

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

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

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

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

Jlaboparopusi TpymHmoBOro MpoeKTHOro oOydeHust "JlabopaTopusi CONMHATBEHO-YKOHOMUYECKUX
npoGiem"

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

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

Ornucanue UMeroIerocs 000pyI0BaHUS:

- [I1I5BM KOMIICTAP (12 mur.);

- MarautHo-MapKepHas J0CKa;

- Kommuiekt cienmanusupoBanHoi yueOHON Mebenu;

- PaGouee mecto npenogaBares.

ITporpaMMHoO€e obecrieueHue:

— 1C:Ilpeanpusitue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft

— Microsoft Project 2013
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— Microsoft Visio 2013

— Microsoft Windows 7 Pro
— Mozilla Firefox

— OpenOftice

— Koncynbrant [lmroc

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

CoctaB 000pyIOBaHUS:

- yueOHasi MmeOerb;

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

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

[Tepedens mporpaMMHOTO 0OECIICUCHUS:

- Microsoft Windows;

- OpenOftice;

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

- Google Chrome.

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

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

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

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

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

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

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

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

2. Jlath onpejeneHne T0KyMEHTY:

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

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

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

d) JoxymeHT — 3TO criocod ¢ukcanuu nHGoOpMaIuu.

3. Yro Takoe opunraIbHBINA JOKYyMEHT?

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

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

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

d) Her npaBunbHOTO OTBETA

4. Yto TaKkoe 3JEKTPOHHBIN JOKYMEHT?

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

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

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

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

5. Yro npencrasiusier coboit opopMieHue JOKyMeHTa?

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

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

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

d) Het nmpaBunbpHOTO OTBETA.

6. Uto npencrapisieT coboil cuctema JOKyMEHTaIuu?

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

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

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

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

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

CornacoeaHa Ha noprane Ne 49020 14



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

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

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

8. Kak BeneTcst Hymepanusi IpruKa3oB 10 OCHOBHOM JIEATEIbHOCTH?

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

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

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

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

9. Kak ocymiecTBisieTcs cornacoBaHue JOKyMeHTa?

a) CornmacoBaHue OCYIIECTBISIETCS TyTEM BU3UPOBAHUS MM MPOCTABICHUS Iprda COrIacoBaHHS;

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

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

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

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

a) BBogHO# 1 KOHCTaTUPYIOMICH;

b) BBoaHOI 1 OCHOBHOIA;

¢) OCHOBHOM ¥ pacropsIIUTEILHOM;

d) Koncrarupyromieit 1 pacnopsaAuTeIbHOM.

11. YcraB opranuzanuu OTHOCUTCS K:

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

d) opraHu3anMOHHON TOKyMEHTAIlUN

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

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

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

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

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

b); sMOIemMa opraHu3anuu;

¢) sMOJemMa opraHu3alliy Wi TOBAPHBIN 3HAK;

d) ToBapHbIii 3HAK.

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

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

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

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

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

a) JlokyMeHTO060pOTOM;

b) [TloTokOM JOKYMEHTOB;

¢) O6paboTKOI TOKYMEHTOB;

d) Perucrpamueii jokymMeHra.

16. Peructpanuu nomjiexxar JOKYMEHTHI:
a) Bxopsmue;

b) Ucxonsmiue;

¢) Buyrpennue;

d) Bce BuaBI TOKYyMEHTOB.

17. Yto Takoe HOMEHKJaTypa Jaei?

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

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

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

d) Her npaBunbHOTO OTBETA

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

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

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

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

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

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

- OJIUH;

- IBa;

- OrpaHU4YCHUA HC YCTAHOBJICHBI,

- He OoJiee Tpex pas;

- He OoJee mecTH pas;

- U3MEHSTP €0 B TEUYCHHE IO/l HEJIb3sl.

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

b) pacriopsiANTEIbHBIM JOKYMEHTAM TPEIITPUSITHS;

C) IOKyMEHTaM 110 JTJUYHOMY COCTaBY MPEANPUATHS;

d) nadopmMarmoOHHO—CIIPAaBOYHBIM JOKYMEHTAM MPEATIPUSITHS.

14.1.2. TeMmbl KOHTPOJILHBIX padoT

1. ABTOMaTH3anus AETOMPOU3BOJICTBA: OCHOBHBIEC IPEUMYIIIECTBA U HEPELICHHbIE TPOOIEMBI.

2. @aKkTOphl, TOPMO3SIIKE BHEAPEHUE IEKTPOHHOTO JOKYMEHTOO00pOTA.

3. O630p oteuyectBeHHbIXx COJl M ux ¢yHKIMOHANbHBIE Xapakrepuctuku (Motus, NauDoc,
OPTiMA-Workflow)

4. O630p oreuectBeHHbIX COJl u ux QyHKMoHaNbHBIe Xapakrepuctuku (I'pan-Zok, [eno, 30-
nyuka, EBOPAT]lokymMeHTO060pOT)

5. Knaccuduxkanus aBTOMaTU3UPOBAHHBIX CUCTEM JIEIONPOU3BOCTBA.

6. Ponp crienmanucra-n1oKkymMeHTOBea B BeiOope U BHeApenun COJ,

7. InTepHeT-ipueMHast: OIbIT BHEAPEHUS] CUCTEMBI 00pabOTKH 00palieHuii rpax/iaH, IoCTyIak-
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HIMX Yepe3 OPUIHATBHBIN CaT.

8. D¢ (heKTUBHOCTh YIpaBICHUS W TNPUMEHEHUE CHCTEM aBTOMATH3allMM JEJIONPOU3BOJICTBA U
AIIEKTPOHHOTO JOKYMEHT0000pOTa.

9. DNEKTPOHHBIN TOKYMEHTOOOOPOT B OpraHax rocyIlapCTBEHHOM BIACTH.

10. OnpIT aBTOMaTH3aMK (PYHKIUN MOATOTOBKH, COTJIACOBAHMSI, PETHCTPAIMHN M PACCBHIIKUA HOP-
MaTHUBHBIX TIPABOBBIX aKTOB MCIOJHUTEIBHBIX OPTaHOB TOCYIAPCTBEHHOM BIACTH CyOBeKTOB Poccuiickoit
®denepaliv 1 OPraHOB MECTHOTO CaMOYIIPABIICHUSI.

11. MexBeTOMCTBEHHBIH 3JIEKTPOHHBIN TOKYMEHTOOOOPOT MPH MPEICTABICHUN TOCYIapCTBEHHBIX
Y MyHUIIUTNIATBHBIX YCIYT B 3JIEKTPOHHOM BHJIE.

12 AHanu3 MpeuMyIIecTB AMEKTPOHHOTO JOKYMEHTO000pOTa Niepe OyMaK HBIMHU

13 IIpo6nembl BHEAPEHUSI CUCTEM AJIEKTPOHHOTO TOKYMEHTO000pOTA.

14 OcobGeHHOCTH XpaHEHUS MIEKTPOHHBIX TOKYMEHTOB, SJICKTPOHHBIN apXUB IOKYMEHTOB.

15 Cucremsl NIEKTPOHHOTO JOKYMEHT0000poTa B PD: cocTosiHUE U TEPCIIEKTUBBI

16 Cuctembl ympaBlIeHHs] OpraHW3allMOHHBIMU (OM3HeC) mporeccamu B PD: cocTtosiHue W mep-
CIIEKTHBBI.

17. CuctemMbl MOJECIMPOBAHUS OPTaHU3AIMOHHBIX MTPOLECCOB: MPUMEPHI IPUMEHEHUS.

18. Madopmaruzanus opranoB [MY PO.

19. aTepHET nMpeacTaBUTEILCTBA OPraHoB (heaepalbHON BIACTH U CyObeKTOB PD

20. CucteMbl HHTEJUIEKTYaJIbHOTO aHaIN3a JaHHBIX

21. I'eoundopmarmonnsie cuctemsl. [lepcnektrBsl B PO.

22. DddexTuBHbII OyMaKHBI JOKYMEHTOOOOPOT: yIpaBiIeHUE JOKyMEHTaMM, KOMIAKTHOE Xpa-
HEHHE M COYETaHUE C CUCTEMaMH 3JIEKTPOHHOTO JOKyMeHTooOopoTa mo texHomornn "WALLER System-
Registraturen"

23. O6GecrieyeHue IEKTPOHHOTO JOKYMEHTOO00POTa MEXKTy OpraHaMu TOCYIapCTBEHHON BIIACTH

24 "Enunoe okHO" U1 JOKYMEHTO000pOTa C rOCYAapCTBEHHBIMU OpraHaMu

25. 3auem HaM HyxeH ctanaapt [SO 15489, u kak ero MOKHO UCTOIB30BaTh

26. Opranu3anus 3JeKTPOHHOIO apXHBa JJOKYMEHTOB U yIPaBJI€HHE HOPMATUBHO-CIIPABOUYHOMN UH-
dbopmanmeit B cuctemMax JOKyMEHTO000poTa

27. OducHble ycTpoicTBa M0 00paboTKe KOHPUACHIMATHLHOW WH(GOPMAIUN: HOBBIE BO3MOKHO-
cru"

28. IIpobnembl peanu3anuy IPOSeKTOB BHEAPEHHS CHCTEM 3IEKTPOHHOTO IOKYMEHTO000pOTa.

29. [IpoGaembl co3MaHUsI CHCTEM 3alIUIIEHHOTO JOKYMEHTO000pOoTa

30 Pomp ayrenTudukanmmu B OpraHU3aldd 3alIMTHl JTOKYyMEHTOOOOPOTa TMPH HCIOJIB30BAHUU
OTKPBITBIX CETEH CBA3U

31. FOpuaunveckue mpobdaeMbl AIEKTPOHHOTO JOKYMEHTO000pOTa

14.1.3. Tembl 10KJI210B

TeMmsl [U1s1 KOHTPOJIS CAMOCTOSITENIBHOTO N3YYEHUS TEM TEOPETUYECKOM YacTH Kypca

1. McTopust pa3BUTHS rOCYJapCTBEHHONW CUCTEMBI JEJIONPOU3BOICTBA

2. IIpakTHka opranu3anny JeI0NPOU3BOACTBA B TOCyaapcTBax JIpeBHero mupa

3. CnocoOsbl puxcupoBaHus U neperadyd MHGopMaluu B rocyapcTBax J{peBHero mupa

4. Ucropus pa3BUTHUS rOCYIapCTBEHHOM CHCTEMBI JIe10Npon3BocTBa B Poccuu.

5. PexBu3uTHI CTONO1I0BOMN (hOPMBI 1€IONPOU3BOICTBA, MPOLIEAIINE YePe3 BeKa U OCTABIINECS B

JIOKyMEHTaX HaIllUX JHEH.

6. Posib JOKyMeHTa B KHU3HH YesloBeKa U 00ILeCcTBa.

7. MeTopl uccieIoBaHus JOKYMEHTOBEAUYECKUX TIPOOIIEM.

8. HayuHo-ncTOoprueckas 1 pakTu4ecKkasi IeHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cpepe IpaBa U yIpaBIeHHUSL.

10. BnusiHue Hay4HO-TEXHUYECKOH PEBOJIIOLIMY Ha Pa3BUTHE JOKYMEHTA.

11. Pa3ButHe popmyisipa TOKyMEHTA.

12. 3akoHO#ATENBHBIE aKThI, HOpMaTHUBHBIE MaTepuanbsl X VI — Havana XX B.

13. 3akoHO/aTeNIbHBIE aKThl 1 HOPMAaTUBHBIE JOKYMEHTHI PO.

14. Yauduxauus u cTaHAapTU3aLUs YIPABICHYECKUX JOKYMEHTOB.

15. FOpuaunueckast cuina JOKyMEHTA: MOJUIMHHUKY (OPUTHHAJIBI) IOKYMEHTOB, KOIIUU JIOKYMEHTOB
Y UX BUJBI
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16. [lonatue o JOKyMEHTOOOOPOTE MPENIPUATHSL

17. Opranuzaiust paboThI ¢ BXOJSAIIUMHU JOKYMEHTAMH

18. Opranmzanus padoThl ¢ UCXOSIIUMHU JOKYMEHTAMH

19. OcobenHocTH opranu3auu paboThl ¢ BHYTPEHHUMH JOKYMEHTaMH

20. JIokyMeHTOOO0POT B MHPOPMAITIOHHOM 00ECIICYCHUH YIIPABIICHHSI M €70 COCTABHBIE YaCTH.

21. OcHOBHBIE 3Tanbl U NPUHIMIBI Pa0OTHl COTPYAHUKOB CIYKO JOKYMEHTAI[MOHHOTO obecreye-
HUS C BXOJSIIMMU, UCXOJAIIUMHU U BHYTPECHHUMU YIPABIEHYECKUMU JOKYMEHTAMH.

22. O0630p OCHOBHBIX CHUCTEM 3JIEKTPOHHOTO IOKYMEHTOOOOpOTA. MpeIcTaBleHHbIX B Poccuu u 3a
pPyOeKOM.

24. AHanu3 BHEIPEHUS CUCTEM AJICKTPOHHOTO JCIIONPOU3BOICTBA U JOKYMEHTO000pOTA

14.1.4. Tembl 0IPOCOB HA 3aHATHAX

[TonsiTHe, 1IENN U 3a]1a4l U3yd4aeMOU AUCHUILIMHBL. Pa3BuTHE U CTaHOBICHHE AETIONPOU3BOJICTBA B
Poccun. Opranmsanus 1e1onpon3BOJCTBA HA MPENNPUATHSIX. 3HAYCHUE U MECTO JOKYMEHTOB B CHCTEME
yIpaBJIeHUs

[ocynapcTBeHHOE perympoBaHie, HOPMAaTHBHO-TIPABOBAs M METOMYECKasi OCHOBA JJOKYMEHTAI[H-
OHHOTO o0ecriedeHus: ynpasiaeHus. CyIHOCTb, HANPaBICHHUS U BHUJIbI TOCYIAPCTBEHHOTO PETYINPOBAHUS
JOKYMEHTAI[HOHHOTO OOECTICYCHHUsI YIpaBJICHUS, Ha3HAaYeHHE, OCOOEHHOCTH M COOTHOIICHHWE HOpMa-
TUBHO-IIPAaBOBOT'0 M METOAWYECKOro peryiaupoBanus. COCcTaB M CTPYKTYpa HOPMAaTUBHOM, PaBOBOM U Me-
TOJMYECKON OCHOBBI IOKYMEHTAIIMOHHOTO 00ECTICUeHHs YIIPaBJICHHUS, HAIIMOHAIBHBIX M JIOKAJIBHBIX HOP-
MaTUBHO-METOIMYECKHX JTOKYMEHTOB. YHU(DUKAIMA U CTaHAApTU3ALIUS.

TpeboBanus k 6mankaMm 10KymMeHTOB. [lopsmok pa3paborku 6mankoB. O6mue TpeOOBaHUA K JOKY -
MEHTaM, H3TOTOBJISIEMBIM C IOMOIIBIO TEXHHYECKHX cpeacTB. OcoOEHHOCTH O(OpMIIEHUS OTAEIbHBIX
PEKBU3UTOB.

[TpaBuna opopmieHus JOKYyMEHTOB, COCTaB M Ha3HaueHHE PEKBU3UTOB. Poib M BUABI yHpaBieH-
YECKUX JOKYMEHTOB.

CocTaB 1 Ha3HaYCHUE OT/AENBHBIX BUIOB OPraHU3allMOHHO-IIPABOBBIX, PACIIOPSIIUTEIbHBIX U HH-
(OopMaMOHHO-CIIPaBOYHBIX JJOKYMEHTOB. JlOKyMEHTaNbHBIH (OHI W TEepeYeHb JOKYMEHTOB, 00pa3yro-
IIMXCS B IIpoliecce ACATENbHOCTH MPEAPUATHS.

CocTaB, pacroyioXeHue u MmpaBuiia 0hOpMIICHHSI PEKBU3UTOB OTICIHHBIX BUJIOB OPTaHU3alMOHHO-
IPaBOBBIX, PACHOPSAUTENBHBIX U MH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEeHTOB. OcobeHHocTH odopmiie-
HUSI OTJICJIEHBIX BHJIOB IOKYMEHTOB, 00Pa3yIOMIUXCS B TIPOIIECCE ACATEIbHOCTH MPEATPHUSITHS.

[TonsiTHE «IO0KYMEHTOOOOPOT» U ero pazButhe. OCHOBHBIE ITPAaBUJIa OPraHU3ALUU JOKYMEHTO000-
pota B opranu3anuy . Cxema JIBWKEHHS M TEXHOJIOTHSI 00pabOTKM TOKYMEeHTOB. [IoHSATHE TOKYMEHTOIIO-
TOKa, €ro CTPYKTypa, IOKa3aTead OLEHKH JOKyMEHTONOTOKa. JKU3HEeHHBIH LUK AoKyMeHTa. KoHTpoib
UCTIOJIHEHUSI TOKYMEHTOB.

Howmenxknarypa nen. Ilopsaok cocTaBieHus U yTBEP)KICHHS HOMEHKIATYpHI JIel. YCTaHOBIICHHUE
cpokoB xpaHeHus nen. @opmupoBanue n odpopmiieHue aen. OpraHus3amnus ONEPaTHBHOTO XPAHEHUS JICI.
OkenepTu3a HeHHOCTH A0KyMeHToB. Odopmienue nen. Ilopsiok nepenaun TOKyMEHTOB Ha XpaHEHUE B
apXWB.

OcCHOBHBIE 331241 OpraHU3alMU JIEKTPOHHOTO JOKyMEeHT0000poTa. CHCTEMBI 3JEKTPOHHOTO J10-
kymeHToob6opota COJI. Dranbl pa3zButus, kiaccel, HazHadeHne COJl, OCHOBHBIE CBOWMCTBA CHCTEM DJICK-
TpPOHHOTO A0KyMeHTooOopoTa. OcHoBHbIE TUNBI COJl. Ocobennoctu opranuzauuu COI. Cuctemsl s5ek-
TPOHHOTO TOKYMEHTOO0O0POTa, MpecTaBlIeHHbIe B Poccuu.

14.1.5. Bonipocsl 1J1s1 NOATOTOBKH K MPAKTHYECKHM 3aHATHAM, CEMUHAPaAM

TpeboBanus k 6maHKam JOKyMeHTOB. [10ATrOTOBKA K COCTaBICHHUIO JOKYMEHTOB. CXeMBbI pacmoio-
KeHusl 1oKyMeHTOB. CocTaBienue GpopmyisipoB HoKyMeHTOB. OOmuii 61aHK. biaHk KOHKpeTHOro BUaa
JIOKyMeHTa. biaHk nucbma.

O6mue TpeboBanus k odhopmieHHIo Tekcta otyeta. OQopmiieHue TUTYABHOTO JINCTA, PUCYHKOB,
Ta0JIUII, CIIUCKA UCTIONIE3YEMbIX HCTOUHUKOB

[TpaBuna cocraBiaeHust U 0GOPMIICHHS OPraHU3AMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB (yCTaB,
MOJIOKEHUE, IITATHOE PaClUCaHNue, MHCTPYKIUS, TPUKA3, pacoOpsKEHUE, PelIeHHEe, MPOTOKOJ, TOCTaHOB-
JICHUE)

[TpaBuna cocrtaBieHuss ¥ OQopMIICHUS HH(DOPMAMOHHO-CIIPABOYHBIX JIOKYMEHTOB (J€I0BOE
MUCHMO, JOKJIaJHAas U cay»eOHas 3alluCKU, aKT, CIIpaBKa, U JIp. )
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[IpaBuna cocraBienust 1 0oOpPMIICHUS JOKYMEHTOB JTUYHOTO XapakTepa (3asBlIeHHUE, XapaKTepH-
CTHKa, aBTOOMOTpadus, pe3roMe, OT3bIB U Jp. )

[Tonxomp!l K CO3IaHUIO CHCTEM DJIEKTPOHHOTO JOKYMEeHTOOOOpoTa. TpeboBaHus K cUCTeMaM. JTa-
bl BEIOOpA CUCTEMbI aBTOMATU3allMU. DTalbl BHEPEHUS CUCTEMbI aBToMaTh3anuu. CucTeMbl aBTOMaTH-
321U TOKyMEHTONOTOKa. CHCTEMBI NIEKTPOHHOTO TOKYMEHT0000poTa. OCHOBHBIE TEXHOJIOTUU PaOOTHI C
nokymeHTaMu. OCHOBHBIE CBOMCTBA CHCTEMBI AJICKTPOHHOTO JOKyMeHToo00opoTa. OcHoBHBIE THIBI CO/I.

14.1.6. Bonipocs! 115 3a4éTa ¢ OLeHKOM
. JIOKYMEHT U €ro MecTO B CUCTEME YIPaBICHU

—

[\

. HOpMaTI/IBHO-MeTOILI/ILICCKI/IC AKThI, PCTIIAMCHTHUPYIOIIUC CO3AaHNUC U O(I)OpMJIeHI/Ie HAOKYMCHTOB.

(O8]

. I[OKYMCHTOBCLLGHI/IC KaK HaydHasA JUCHUILJINHA: O6T>CKT, npeaMeT, OCHOBHBIC MCTO/IbI.

AN

. ITonsiTHe «MHPOPMALUS» U €r0 pa3BUTHE.

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

o)

. O6ume u yacTHble PYHKIMH JOKYMEHTA.

7. CrnocoObl JOKYMEHTUPOBAHUS U UX Pa3BUTHE.

8. ITonsiTue ciry>keOHOro JOKyMEHTHUPOBAHUS U TPEOOBAHUS K JIOKYMEHTAM.

9. IlopsiIoK peryaMpoBaHusi, COIIACOBaHUS U MOJMUCAHUS YIPABICHYECKUX JOKYMEHTOB.
10. CymHocTh yHU(UKAMY U CTAaHAAPTH3ALUN YIIPABICHUECKUX JOKYMEHTOB.

11. IlpaBuna opopmieHus ciyKeOHbIX TOKYMEHTOB.

12. PekBU3UTHI U MX IpeAHA3HAUCHHE.

13. O6mue TpeboBaHUs K JOKYMEHTHPOBAHUIO YIIPABIECHUECKON AEATEIIbHOCTH.

14. CocraB, coaep:kaHue U 0COOCHHOCTH peau3aliy TpeOoBaHUN K pacIoNIoKEeHHI0 U odopmiie-
HUIO PEKBU3HUTOB JOKYMEHTOB.

15. CtpykTypH3ausi TEKCTOB YIIPaBICHYECKUX JIOKYMEHTOB.

16. Buasl yHUPUIIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH OPOpMIIEHHUS TpapapeTHOro TeKCTa, aHKEThI
U TaOJUIIBI.

17. TpeGoBaHUs K COJECPIKAHUIO, CTPYKTYPE U CTUIIIO M3JI0KEHHUS YIIPABICHUECKUX JOKYMEHTOB.

18. Opranu3anmoHHO-pacnopsaUTeNbHAs JoOKyMeHTaus. OCHOBHBIE BUBI YIIPABICHUECKUX JO-
KYMEHTOB.

19. UndopmanimoHHO-cripaBouHas JoOKyMeHTaIusi. OCHOBHBIC BUIBI
20. IIpaBuna ¥ CTWIb HAIIMCAHMS I€JIOBOTO NMHChMA.
21. Buael 1e10BOro nuchbMa.

22. OcoOGeHHOCTH NIEPENUCKU ¢ THOCTPAaHHBIMU APTHEPAMHU.
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23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

Buibl MOTOKOB TOKYyMEHTOB M CTAINH UX 00PaOOTKH.

Perucrpanus 1OKyMEHTOB.

KoHTposb UCTIONHEHNS JOKYMEHTOB.

Homenknarypa nen u ux popMupoBaHHe.

Odopmienue aern.

XpaHeHue 1€l U IOPSAOK CJauu UX B apXUB.

Pabora ¢ mokymMeHTaMHu, COepKAIMMMHA KOMMEPUECKYIO TalHYy.

[TonsiTHE “ANIEKTPOHHBIN TOKYMEHT B HH(OPMAIIMOHHON CHCTEME OpraHU3aLlH.
TepMuHONOTHS, UCTIONB3YyeMasi B CUCTEMAaX 3JIEKTPOHHOTO JIOKyMEHTOO0O0POTa.
3agaun CUCTEM BIIEKTPOHHOTO JOKYMEHTO000pOTA.

VYrpasiieHue 3JeKTPOHHBIMHA JOKYMEHTaMHU.

Knaccugukanus cucteM 3J1eKTpPOHHOTO JOKYMEHTO000pOTa.

[Toaxomap! K CO3aHUIO CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO00POTA.

Oransl BBIOOpa U BHEIPEHUSI CUCTEMbl aBTOMaTH3AlIHH.

[Tpo6aeMbl TPaBOTo peryaupoBaHus IEKTPOHHOTO TOKYMEHTOO00POTA.
OTansl pa3BUTHS TOKYMEHTOO00POTA.

HOHSITI/IH, NPUHIUIIBI U 0CcO0EHHOCTH MOCTPOCHUA ABTOMaTI/I3I/Ip0BaHHBIX CHUCTCM KOHTPOJIA

ucnoHeHus 1okymeHToB (ACKU /).

40.

41.

42.

43.

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

OO6m1as kinaccuuKaims CUCTEM IEKTPOHHOTO IOKYMEHTOO0OpOTa

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

3A0POBbH U HHBAJIHUI0B

st i ¢ orpaHUYEHHBIMH BO3MOXKHOCTSIMU 3JI0POBbSI M HHBAJIHMJIOB MPEAYCMOTPEHBI JOTIOTHH -
TEJIbHBIC OLIEHOYHbIE MaTepUalibl, IEPEYCHb KOTOPBIX yKa3aH B Tabmuie 14.
Tabmuna 14 — JlonosHUTEIbHBIE MaTepUaIbl OLICHUBAHUS VIS JIUI] C OTPaHUYEHHBIMU BO3MOXHOCTSIMHU
310POBbsI U HHBAJIUIOB

Kareropun Buibl 10OMOMHUTETBHBIX OLIEHOYHBIX @DopMbI KOHTPOJISI U OLIEHKU
00y4JaroLIXCsl MaTepHasoB pe3ynbTaToB 00y4eHus

C napyueHusmMu
ciyxa

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

[IpenMy11ieCTBEHHO MMCHMEHHAs
IIPOBEpKa
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C HapymieHusiMu
3peHus

CobecenoBaHue 1O BOTIPOCAM K 3a4eTY,
OIPOC 0 TEPMHHAM

[TpeumymiecTBEHHO yCTHAs TIPOBEPKA
(MHIMBUAYATIBHO)

C HapymieHusiMu
OIOPHO-
JIBUTATEJILHOTO
anrmapara

Pemenne MMCTaHIIMOHHBIX TECTOB,
KOHTPOJIbHLIC pa6OTBI, IIMCHbMCHHBIC
CaMOCTOSATENIbHBIE Pa0OTHI, BOIPOCHI K
3a4eTy

HpeI/IMYH_[eCTBeHHO JUCTaHIIMOHHBIMUA
METOAaAMU

C orpaHuueHUsIMH TIO
00ILIEMETUITMHCKIM
IMOKa3aHUsIM

TecTbl, MUCEMEHHBIE CAMOCTOSITEIbHbIE
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI

[IpenmyniecTBEHHO IPOBEPKA
METOJaMH UCXOJISl U3 COCTOSTHUS
00y4aroierocss Ha MOMEHT IPOBEPKHU

14.3. Mertoauuyeckue peKOMEHIAUMH M0 OLEHOYHBIM MATEPUAJIAM JIJIfl JIMI C OTPAHUYEHHbIMU
BO3MOKHOCTSIMU 3/10POBbSI 1 HHBAJIN/I0B

Jns muIp ¢ orpaHMYEHHBIMH BO3MOXKHOCTSIMH 370POBbSI U MHBAIMIOB TPEIyCMAaTpPUBACTCS 10-
cTynHas (hopMma MpeoCTaBICHUS 3aJaHUH OIIEHOUYHBIX CPEJICTB, @ IMEHHO:

— B TIEYaTHOH (hopme;

- B IIeYaTHO (hopMe ¢ YBEITHUEHHBIM MIPUPTOM;

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

— METOJIOM YTEHHsSI aCCHCTCHTOM 3aJJaHus BCIYX;

— NIPEOCTABJICHUE 3a/IaHUs C UCTIOJIb30BAaHUEM CYpPJIOTIEPEBO/IA.

Jlumam ¢ OrpaHWYEeHHBIMH BO3MOXXKHOCTSIMH 3JIOPOBbSI M MHBAIHIAM YBEIHMYUBACTCS BpeMs Ha
HOATOTOBKY OTBETOB Ha KOHTPOJIBHBIE BOMPOCHL. [ TaKuX 0Oy4arommxcsi MpeayCcMaTpUBaeTCst JOCTYII-
Has opmMa mpeoCTaBICHHSI OTBETOB HA 3a/IaHUs, & IMEHHO:

- NICbMEHHO Ha Oymare;

— HabOp OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C MCITOJIL30BAHNEM YCIIYT aCCUCTEHTA;

- IPE/ICTaBICHAE OTBETOB YCTHO.

[Ipoueypa olleHUBAaHUS PE3YIILTATOB OOYYCHUS JIMII C OTPAHUYCHHBIMUA BO3MOXKHOCTSIMH 3J10PO-
BbSl 1 MHBAIHIOB 110 JUCLUILIMHE TpeIyCMaTpUBaeT IperocTaBieHne nHdopmarun B popMax, aganTH-
POBaHHBIX K OTPaHMYCHHUSM HX 3[J0POBBS U BOCHPUATHS HHOOPMALIVH:

JI1s1 JIMI ¢ HAPYIIEeHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPUPTOM.

JIJ1s1 JIMI ¢ HAPYIIEeHUSIMH cJIyXa:

- B (hopMe IIIEKTPOHHOTO IOKYMEHTA;

- B Ie4yaTHoOU hopme.

JIJ1s1 JIMI ¢ HAPYLIEHHUSIMH OTIOPHO-IBHIaTeJILHOTO anmapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU hopme.

[Tpn HEOOXOMUMOCTH ISl JIUIL C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU 37I0POBbS M MHBAIUIOB TIPOLIE-
Jypa OIICHWBAHUSI PE3yIbTaTOB 00yIEHUST MOXKET IPOBOUTHLCS B HECKOIBKO ITAIOB.
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