MHUHHUCTEPCTBO HAYKH U BLICHIET'O OBPA3OBAHUSI POCCUMCKOM ®ENEPAIINA
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)

YTBEPXIAIO
ITpopekTop no yueGHOM paboTe
I1. B. Cenuenko
«_» 20

PABOYA A [TPOI'PAMMA JJTUCTIUTIJIMHBI
OO0mmii ¥ 3IeKTPOHHBINH JOKYMEHT0000pPOT

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT
HampaBnenue noarorosku / cnenuaibHOCTh: 38.03.02 MeHe:KMeHT
HanpaenenHocts (mpoduib) / cenuanu3anus: YnpapjieHHe MPoeKToOM
dopma oOyueHUs: OUHaASA

@axkynpreT: P, IKOHOMHYECKHI (PaKyIbTeT

Kadenpa: Menexxmenrta, Kadenpa menenxkmenra

Kypc: 3

Cemectp: 6

VY4eOns1ii mnan zHabopa 2020 rona

PaCHpC,Z[CJ]eHI/IC paGoqero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTtp Bcero Ennaunner
1 Jlexnn 36 36 JacoB
2 IIpaxTryeckue 3aHATUA 36 36 4acoB
3 Bcero aymuTopHbIX 3aHATHN 72 72 4acoB
4 CamocTosiTenbpHas padboTa 72 72 4acoB
5 Bcero (0e3 ax3aMeHa) 144 144 4acoB
6 OO0m1as Tpy10eMKOCTh 144 144 4acoB
4.0 4.0 3.E.

3auéT ¢ OLIeHKOIl: 6 cemecTp

Tomck
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PilCC.\l()TpCH&l 151 ()ﬂ()(’)pCHLl Ha 3aCCJaHuM Kil(i)ﬁ;[pbl
nporokot Ne 10  oT « 28 » 11 2019 r
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

Crapuuii npernonaBateib Kadeapbl
MEHEKMEHTA T. B. Apxumnosa
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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

Jucuumuinza «O0uwmit u anekTpoHHbIH 1okymeHToob6opot» (b1.B.3./1B.3.1) otHOCHTCS K 670Ky 1
(BapuaTHBHAS YaCTh).

[TpenmecTBYIONMME AUCHUILTHHAME, (JOPMUPYIONIMMH HAdaJIbHBIC 3HAHUSA, SIBISAIOTCS: OCHOBBI
WH()OPMAITMOHHBIX TEXHOJIOTHM, Teopus opraHu3aIiH, YTpaBlIeHHWE Ka4eCTBOM IPOCKTa, DKOHOMHKA
MPEANPUATHUS.

[TocnenyromuMu AUCIUIUIMHAME SIBJISTFOTCS: 3allldTa BBIMYCKHOW KBAIM(PUKAIIMOHHON pPadoTHI,
BKJIIOYAsl TIOJITOTOBKY K MPOIIEype 3allUThl U MPOIeAypy 3aluThl, [IpakTrka mo momxydeHuro mpodec-
CHOHAJIbHBIX YMEHUH U OMbITa MPO(heCcCUOHAIBHOMN 1eATEeIbHOCTH.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHUIIMHBI

[pornecc n3ydeHus QUCIUTUTMHBI HATIPaBJIeH Ha (JOPMUPOBAHUE CIEAYIOIINX KOMIETCHITUI:

— TIK-8 B1ageHneM HaBBIKAMHU JJOKYMEHTAJIBHOTO O(OpPMIICHHS PEIICHUH B yIIpaBIECHUH OIepa-
LIMOHHOH (IIPOU3BOJCTBEHHOM) JEATEIBHOCTU OPraHU3alUK IPU BHEJPEHUU TEXHOJOTUYECKUX, IPOAYK-
TOBBIX WHHOBAIIMI WA OPTaHU3AIMOHHBIX U3MCHEHHIA;

— TIK-20 BrnajgeHueM HaBBIKAMHU MOJATOTOBKUA OPTaHM3AIMOHHBIX U PACHOPSAUTENBHBIX JIOKY-
MEHTOB, HEOOXOAMMBIX JUISI CO3/IaHUSI HOBBIX MPEIIPUHUMATEIILCKAX CTPYKTYD ;

B pesynbpTare u3ydeHus: IUCIUILTMHBI 00YJaIOMIUNCS TOJIKEH:

— 3HATh JIOKyMCHTOBEIYECKYI0 TEPMHHOJIOTHIO; HOPMATHUBHBIC JOKYMEHTHI, PErIaAMEHTUPYIO-
1{e COCTaBNeHHe i 0hOPMIEHHE JOKYMEHTAIIMH, OPSIOK PAGOTH ¢ HUMHU; OCHOBBI J€TONPOH3BOICTRA
U DIIEKTPOHHOTO JIOKYMEHTOO0OpOTa B OpPraHU3aIIUsAX, MPUEMBI HCIIOJIb30BaHUS JOKYMEHTO000pOTA; TO-
CYIapCTBEHHYIO TIOJMTUKY B chepe TOKYMEHTAIIMOHHOTO OOSCIICYCHHUs YIIPABICHHSI IEKTPOHHBIMU JI0-
KYMEHTaMH U DJIEKTPOHHBIM I[OKYMCHTOO60pOTOM;~ COBpEMEHHbIE TpeOOBaHMs K OpraHU3aluy, [paBuiia
¥ HOPMbI PaGOTHI C JOKYMEHTAMH, TPHHIMIBI M MPOLEAYPhI TOATOTOBKH OPraHH3alHOHHBIX U PACIOps-
JTUTETBHBIX JOKYMEHTOB; IpaBHJa JOKYMEHTAJIbHOTO O(GOPMIICHHS DPEIICHWH B YIpaBICHUH; OO0IIUE
IPUHIMIEI TOCTPOCHHUS M CTPYKTYPY CHCTEMBI JIEKTPOHHOTO JJOKYMEHTO060pOTa

— yMeTh Ha OCHOBE COOpaHHOUW MH(OPMAIMH OMPEIENITh IIeTU, BEIOUPATh CPEIICTBA BEACHUS
JICIOBOM JTOKYMEHTAIUH; TPAMOTHO pa3padaThiBaTh U OOPMIISATH YIPABICHUYESCKHAE TOKYMEHTHI, HCITOIh-
3YEMBIC B JCATCIBHOCTU opraHmauHﬁ; COCTaBJIATH U IIPABUJIIBHO 0(1)0pMH$ITI) OpraHnU3allMOHHBIC U pacCIio-
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pSAUTENbHBIC JOKYMEHTBI; UCIIOIB30BaTh BOBMOKHOCTH OOIIET0O U 3JIEKTPOHHOTO TOKYMEHTO000pOTa st
NPUHATHS ¥ TOKyMEHTAILHOTO 0O(hOpPMIICHHS yIIPaBIIEHYECKUX PEIICHUH; UCTIONB30BaTh B CBOCH mpodec-
CHUOHAJIBbHOU ACATCIIBHOCTHU TPHUKIIAAHBIC NPOTpaMMHBIC CPCACTBA U CPCACTBA OPITCXHUKH, CAMOCTOA-
TEJILHO OCBAMBAaTh 3HAHMSI, HEOOXOIUMBIE /I pa0OThI C TOKYMEHTOOOOPOTOM B KOHKPETHBIX cepax mes-
TCJIIBHOCTH OpraHU3allur; OIICPpHUPOBATL 3HAHUAMMH, MMOJTYUCHHBIMU IO ACIOMPOU3BOACTBY B HpO(l)CCCI/IO-
HaJILHOU NIEITENbHOCTHU

- BJIaJA€Th HAaBBIKAMU COCTABJICHUA U O(bOpM.HeHI/ISI OpraHM3allMOHHBIX U PACTIOPAAUTCIBHBIX
JIOKYMEHTOB B c(hepe mpodecCUOHATBLHOM e TeIbHOCTH; METOIMKONW COCTABJICHUS IPOSKTOB OCHOBHBIX
YIPaBJICHYECKUX TOKYMEHTOB; HAaBBIKAMHU JIOKYMEHTAJIBHOTO OPOPMIICHHUS PEIICHUI B YIIPABICHUU OIIE-
palMOHHOM (IIPOM3BOICTBEHHON) 1€ATENbHOCTBIO OPraHU3alMi IPU BHEAPEHUN TEXHOJIOTMUYECKUX, IIPO-
JYKTOBBIX MHHOBAIIMI WM OPTaHU3AI[MOHHBIX M3MEHEHHIT, METOJaMU U CPEACTBAMH ITOyueHHs, oOpa-
0OTKH U XpaHCHUA OJOKYMCHTOB, HAaBbIKaAMU HCIIOJIB30BAHUA KOMHBIOTCpHOfI TCXHUKH, IMPOrpaMMHO-
UH(POPMAIMOHHBIX CHUCTEM, KOMIBIOTEPHBIX CETel; HaBbIKaMU O(OPMIICHHS Pa0OT, BHIMOIHSAEMBIX CTY-
JEHTaMH B TIpolriecce o0ydeHus, ¢ y4eToM TpeboBaHuii obpaszoBarensHOro crangapra Byza OC TYCYP

02-2013 (CTO 02069326.1.02-2013)

4. O6beM IMCUMIJIMHBI M BUABI Y4e0HOIl padoThI
OO01ast TpyI0EMKOCTb JUCHUILUINHBI cocTaBisieT 4.0 3aueTHBIX €IMHMILIBI U IIPECTaBIeHa B TaOIu -

%Zgﬁl{lﬁa 4.1 — TpyaoeMKOCTb JUCLUILINHBI

Bunb! yueOHOI nesTeNbHOCTH Bcero yacos CemecTpsl

6 cemecTp

AynuTtopHble 3aHATUSA (BCETO) 72 72
Jleknun 36 36
[IpakTrueckue 3aHATHS 36 36
CamocrosTenpHas paboTa (BCero) 72 72
[TpopaboTka JIEKITMOHHOTO MaTepuaia 18 18
CamocrosaTenbHOe H3ydeHHe TeM (BOTIPOCOB) 24 24
TEOPETHYECKON 4acTH Kypca
[ToaroroBka K NpakTU4YECKUM 3aHATUSAM, CEMUHApam 30 30
Bcero (0e3 ax3amena) 144 144
OO6mast Tpy1I0€MKOCTb, 4 144 144
3aueTHble EquHuIb 4.0 4.0

5. Conepxxanue ITMCUMILITHHBI

5.1. Pa3aennl AMCHUILIAHBI M BHALI 3AaHATHHA
Paznensl TUCHUIUTAHEI ¥ BUBI 3aHATHN IPUBEACHBI B Tabmmiie S.1.
Tabmuia 5.1 — Pasgens! [UCHUILIMHEL U BUABI 3aHSITHI

Bcero
4acoB
[Tpak. Cam. dopmupyembie
Ha3zBanwust pa3ienoB AUCHUTLTAHBI Jlex., u (Ge3
3aH.,4 | pa0., 4 KOMIIETEHIIUH
9K3aMEH
a)
6 cemecTp
1 Ilpenmer, conepskanue u 3agadu Kypca. [o- 4 0 10 14 [1K-20, I1K-8
KYMEHTOOOOPOT U JIeJIONPOU3BOACTBO B IIPO-
(heccroHaNBEHOM JACSITEIIBHOCTH.
2 IIpaBOBBIE 1 HOPMATUBHBIE OCHOBBI JJOKY- 4 0 2 6 [1K-20, ITK-8
MEHTHPOBAHUS YIIPaBIEHYECKON AESITeTHHO-
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CTH
3 Ilousarue nokymenTa. CBOMCTBA JOKYMEHTA. 10 8 10 28 [1K-20, TIK-8
Knaccudukanus nokymenra. CTpykrypa a0-
KymeHTa. TpeboBanus K 0pOPMIICHUIO JOKY-
MEHTOB.
4 Cucrembl 1okyMeHTOB. CocTaBiieHHe U 8 22 14 44 TIK-20, TIK-8
oopmiIeHrE yIpaBIeHYECKUX JOKYMEHTOB.
5 Opranu3zanus paboThl C JOKYMEHTaMU 6 [1K-20, I1K-8
6 dopmupoBaHUe U TEKYIIee XpaHEHUE JOKY- 12 [1K-20, TIK-8
MeHTOB. [lororoBka JOKYMEHTOB K Niepeaayue
B apXMB
7 DNEeKTPOHHBIN TOKYMEHTOOOOPOT, KITH0Ye- 6 4 22 32 [1K-20, I1K-8
BbIC TIOHSTHS, OCHOBHBIEC KOHIIETIIIUU
Hroro 3a cemectp 36 36 72 144
Uroro 36 36 72 144
5.2. Conep:xanue pa3aejioB IUCHUILIUHBI (110 JEKIIUSIM)
CopeprkaHue pa3ienaoB TUCIUILINH (TIO JIEKIMSAM) IPUBEACHO B Tabmuiie 5.2.
Tabmura 5.2 — Coneprkanue pa3faesoB JUCIUIUIAH (IO JICKIHSIM)
CopeprxaHne pa3fenoB JucuuIuuHel (mo | TpynoemkocTs, | @opMupyeMbie
HaszBanus paznenos p pasi AHCH ( Py ’ PMHPY
JICKITUSIM) q KOMIETEHITUN
6 cemecTp
1 IIpenmer, [TonsATHe, ey U 3a1a4u U3y4aeMOU JUCLIU- 4 [1K-20, I1K-8
coliepaHue U 3aJlaud | IJTMHBL. Pa3BUTHE U CTaHOBJIEHUE JEIO-
Kypca. npousBozacTsa B Poccun. Opranuzanus ae-
JIokyMeHTOOOOpOT U | IOTPOU3BOJICTBA HA MPEANPHUATHIX. 3HAUE-
JICJIONPOU3BO/ICTBO B |HME U MECTO JOKYMEHTOB B CUCTEME YIPaB-
npodeccruoHaIbHON JICHUS
JESITEILHOCTH. Wroro
2 IIpaBoBerle 1 I'ocynapcTBeHHOE peryaupoBaHue, HOpMa- I1K-20, I1K-8
HOpMaTHUBHbBIE OCHOBBI | THBHO-IIPaBOBasi U METO/INYECKasi OCHOBA
JIOKYMEHTHPOBaHUS JIOKYMEHTAI[HOHHOTO 00ecTeueH s ynpanJie-
yIpaBJIeHYECKOI Husi. CyIIHOCTb, HANPaBJIEHUS U BUJIbI TOCY-
NESATENIBHOCTH JTAPCTBEHHOTO PETyIUPOBAHUS TIOKYMEHTA-
IIMOHHOTO OOecreueHus yrpaBiieHus, Ha3Ha-
YeHHe, 0OCOOCHHOCTH U COOTHOLIEHHE HOP-
MaTHBHO-IIPAaBOBOT'0 U METOJJMUECKOT0 pery-
nupoBanusi. COCTaB U CTPYKTypa HOPMaTHB-
HOM, TPAaBOBOW U METOJIUYECKON OCHOBBI J10-
KyMEHTAIIMOHHOTO 00ecIieueH sl yrpanie-
HUSI, HAITMOHAIBHBIX U JIOKAJILHBIX HOpMa-
TUBHO-METOIMYECKUX IOKYMEHTOB. YHH(HU-
Kallus U CTaHJlapTU3alMsl.
Hroro 4
3 Ilonsarue nokymenTa. | TpeboBaHus k 61aHkaM 10KymMeHTOB. [Tops- I1K-20, ITK-8
CBoiicTBa IOKyMeHTa. | IOK pa3paboTku OnaHkoB. O0mue TpedoBa-
Knaccudukanus HUS K JOKYMEHTaM, U3TOTOBIISIEMBIM C TTIOMO-
nokyMeHTa. CTpyKTypa |IIbI0 TEXHUYECKUX cpeAcTB. OcoOeHHOCTH
JOKYMEHTA. 0 OpMIIEHHUS OTJENIBHBIX PEKBU3UTOB.
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TpeboBaHus K
o opMIIEHUTIO
JIOKYMEHTOB.

OCHOBHBIC HOPMBI U TIpaBUIIa 0POPMIICHHUS
paboT, BBITTOJHAEMBIX CTYJICHTAMH B IPOIIEC-
ce o0ydeHus1, ¢ yueToM TpeboBaHUi 00pa3o-
BaresnbHOro cranaapta Byza OC TYCVYP 02-
2013 (CTO 02069326.1.02-2013) - PaGoTs!
CTy/ICHYECKHUE TI0 HATPABJICHUSIM ITOATOTOB-
KU ¥ CTICIUAIEHOCTSM TYMaHUTapHOTO TPO-
s

Hroro

4 Cucrembl
JIOKYMEHTOB.
CocraBieHue u
oopmienue
YIPaBICHICCKUX
JIOKYMEHTOB.

[TpaBuiia opopmiieHus: JOKYMEHTOB, COCTaB
Y Ha3HAUYEHUE PEKBU3UTOB. Poib 1 BUIBI
yhpaBieHYeCKUX JOKyMeHTOB.CocTaB U Ha-
3HAYEHHE OTJEJIbHBIX BUJIOB OPraHU3alln-
OHHO-TIPABOBBIX, PACMIOPATUTENbHBIX U HH-
(bopMaLMOHHO-CIIPABOYHBIX JOKYMEHTOB.
JlokyMeHTanbHbIN (GOHJ U epeUeHb JI0KY-
MEHTOB, 00pa3yIOIINXCs B IIpoIiecce Jes-
TenbHOCTU npeanpuatus.Cocras, pacmoo-
YKEHHUE U MpaBuiIa 0pOPMIICHHUS PEKBU3UTOB
OTJENIbHBIX BUJIOB OpraHU3allMOHHO-TIPAaBO-
BBIX, pacTIOpsAUTEIbHBIX U HH(OpMAIIH-
OHHO-CIPAaBOYHBIX JTOKYMEHTOB. OCOOEHHO-
CTH OOPMIICHUS OTAEIBHBIX BUIIOB JOKY-
MEHTOB, OOPa3YIOIIUXCS B MPOIECCE Jes-
TENBHOCTU NPEAIPUATHS.

Hroro

TIK-20, TIK-8

5 Opranuzanusi paboTbI
C TOKyMEHTaMH

[TonsTHE «AOKYMEHTOOOOPOT» U €T0 pa3BU-
Tue. OCHOBHBIE ITPaBUJIa OpPraHU3aluu 10KY-
MEHTO00OpOTa B opranu3anuu . Cxema JIBH-
KEHHUS ¥ TEXHOJIOTHsI 00pabOTKH JOKYMEH-
TOB. [ IoHATHE TOKYMEHTONOTOKA, €T0 CTPYK-
Typa, M0Ka3aTeIu OLUEHKU JOKYMEHTOIIOTO-
Ka. JKu3HeHHbIl MK 1oKymMeHTa. KoHTpoub
VCIIOJTHEHMSI JOKYMEHTOB.

Hrtoro

[1K-20, I1K-8

6 ®opMupoBaHue U
TEKyIIee XpaHCHNE
JTIOKYMEHTOB.
IToxroroBka
JIOKYMEHTOB K
nepeaade B apXuB

Howmenxnarypa nen. [lopsok cocraBnenus
Y YTBEPKJICHUS HOMEHKJIATyphl J1e. Ycra-
HOBJIEHUE CPOKOB XpaHeHus aen. dopmupo-
BaHue U opopmwiieHue aen. Opranuzanus
OIIEpaTHUBHOIO XpaHEHMsI JIEN. DKCIIEpTH3a
LIEHHOCTH JOKyMeHTOB. OdopmiieHue 1ei.
[Topsinok nepeaayn JOKyMEHTOB Ha XpaHe-
HHE B apXUB.

Hroro

I1K-20, I1K-8

7 DNEKTPOHHBIN
JIOKYMEHTOO0O0POT,
KJTIOUEBBIE TIOHSTHS,
OCHOBHBIE KOHIIETIIINH

OcHOBHBIE 33]JTa4l OPTaHU3AIINU HJIEK-
TPOHHOTO JOKYMEHTO000poTa. CUCTEMBI
3JIEKTPOHHOTO JOoKyMeHTooOopoTa CO/I.
Ortarnel pa3BUTHS, Kiaccsl, Ha3HaueHue CO/1.
OcHOBHBIE CBOMCTBA CUCTEM 3JIEKTPOHHOTO
okyMeHToo0opoTa. OcHoBHBIE TUIIEI CO/I.
Oco6ennoctu opraam3aiun COJ1. CucteMbl

[1K-20, I11K-8
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3JICKTPOHHOTO JOKYMEHTO000pOTa, Ipe/I-
CcTaBJIEHHKIE B Poccuu.

Hroro 6

Hroro 3a cemectp 36

5.3. Paznenbl JMCUMILVIMHBI M MEKIMCUMILUIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (PeAbl Ty IIUMH)
U o0ecrieynBaeMbIMH (MOCJIEAYIONIUMH) TUCHUIIHHAMUA
Paznenpl TUCHUTUIMHBI M MEXIUCIUIUTMHAPHBIC CBSI3U C 00ECTICUMBAIOIIMMHU (TIPEABIAYIIUMU) U
obecrieunBaeMbIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAME TIPEICTAaBICHBI B TabmuIe 5.3.
Tabmuua 5.3 — Pa3nensl AUCIUTUTMHBI M MeXKAUCIUITMHAPHBIC CBSI3U

Ne pa3nienoB maHHOW AMCUUIUIMHBL, 1151 KOTOPBIX HEOOXOIMMO
HanMeHOBaHHE TUCIUILINH u3y4yeHue 00eceYMBAIOLIMX U 00€CIIeUNBAEMbIX JUCLUIUINH

1 2 3 4 5 6 7

Hpe,[[I.HCCTBYIOH_II/IC JAUCIUITIINHBI

1 OcHOBBI HH()OPMAITMOHHBIX TEX-

o + +
HOJIOTU I
2 Teopus opranuzauuu + + + +
3 YnpaBieHne KayeCTBOM MPOEKTa + + +
4 DKOHOMHMKA HPEIIPUATHUS + + + +

[Tocnenyromuye TUCITUTITUHBI

1 3amuTa BBITYCKHOW KBanH(puKa-
IIMOHHOM paboThl, BKJIIOYAs HOJr0-
TOBKY K IIPOLIEYPE 3aIIUTHI U IIPO-
Lelypy 3alIUThI

2 TlpakTHka 1o moxy4eHuto npodec-
CHUOHAJILHBIX YMEHUH H OTBITa TIPO- + + +
(heccroHaNbHOMN AEATETHHOCTH

5.4. CooTBeTCcTBHE KOMIIETEHIN I, (POPMHUPYEMBIX IPH U3YYCHUHU AUCUMIIMHBI, M BU/10B 3aHATHH
CooTBeTcTBHE KOMIETEHUUH, (HOPMUPYEMBIX MpPHU H3YyYEHUH AMCLUMIUIMHBI, U BHJIOB 3aHATUN
npezcTaBiIeHo B Tabmuie 5.4.
Tabmuua 5.4 — CooTBeTCTBUE KOMIIETEHIIUH, (POPMUPYEMBIX MTPH U3YYEHUHU JUCIHUILIUHBL, U BUIOB 3aHS -
TUI

Komnerenuu Bunse! 3ausTuit

DopMbI KOHTPOJIS
H Jlexk. I[Ipak. 3aH. Cawm. pa0.

[IK-8 + + + Omnpoc Ha 3aHsaTHIX, BeicTyIuie-
HUe (IOKJIam) Ha 3aHATHH, TecT,
3aué€r ¢ onieHkoil, OTYeT 1o npak-
TUYECKOMY 3aHATHUIO

I1K-20 + + + Onpoc Ha 3aHaTUsAX, BBICTyIUIE-
Hue (DOoKIJIan) Ha 3aHATUH, TecCT,
3au€r ¢ oneHkoi, OTYET Mo npak-
TUYECKOMY 3aHSTHIO

6. UnTepakTUBHBbIE MeTOABI M (GOPMBI OPraHN3aLMU 00yYeHH s
He npenycmorpeno PVYII.

7. JlabopaTtopHbie paGoThl
He npenycmorpeno PVYII.
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8. [IpakTHYeckue 3aHATHSA (CEMUHAPBHI)
HanmMeHnoBaHMe MpakTUUECKUX 3aHATHH (CEMHUHAPOB) MpUBEIeHO B Tadmmie 8.1.
Tabmuua 8.1 — HaumeHOBaHME MPAKTUUECKHUX 3aHATUH (CEMHUHAPOB)

HaunmeHnoBaHMe NpakTUYECKUX 3aHATHU Tpynoemkocts, | PopMupyemblie
HasBanus paznenos
(cemuHapoB) q KOMITCTCHITH
6 cemecTp
3 Ionsitue nokymenra. | TpeboBanus k OnaHkam JokymeHToB. [Tozro- 4 ITK-20, ITK-8
CBOICTBa IOKYMEHTA. |TOBKA K COCTaBJICHUIO JTOKYMEHTOB. CXeMBbI
Knaccudukarus pacnosoxeHus JoKyMmeHToB. CocTaBieHne
nokymeHTa. CTpykrypa | popmyssipoB 1okymeHTOB. OOmInii OJIaHK.
JIOKYMEHTA. bnaHk KOHKpeTHOro BUJa T0KyMeHTa. biank
TpeboBanus MACHMA.
MJIEHU
oQopmnexmo OO6uue TpeboBaHus K 0(OPMIICHHIO TEKCTa 4
OKYMEHTOB.
IOKYMEHTO otyeta. OpopmiieHne TUTYIbHOIO JIUCTA, PU-
CYHKOB, TaOJIUI], CIUCKA UCIIOJIb3YeMbIX UC-
TOYHHKOB
Hroro 8
4 CucrteMbl [IpaBuna coctaBiaeHuss 1 0POPMIICHUS Opra- 12 I1K-20, IT1K-8
JIOKYMEHTOB. HU3aLMOHHO-PACIIOPAIUTENBHBIX JOKYMEH-
Cocrapnenue u TOB (yCTaB, MOJIOKEHUE, IUTATHOE paciuca-
oopmienne HUE, UHCTPYKIIUSL, IPUKa3, paCIOPSIKEHHE,
YIPaBJIEHYECKUX  |peLIeHHE, IPOTOKOJ, TIOCTAHOBIICHHE)
KyMEHTOB.
JIOKYMEHTO [IpaBuiia coctaBieHust 1 0HOpMICHHS UH- 8
(opMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB (J1€e-
JI0OBOE€ MUCHMO, AOKJIAJHAs U CiIy)KeOHas 3a-
IIMCKH, akKT, CIIpaBKa, v JIp. )
[IpaBuiia coctaBiieHus: 1 0HOPMIICHHS T0KY- 2
MEHTOB JIMYHOT'O Xapakrepa (3asiBJICHUE, Xa-
pakTepucTuka, aBroouorpadus, pesrome, oT-
3BIB U JIP. )
Uroro 22
6 ®opmupoBanue 1 | Homenknarypa aen. Bujabsl HOMEHKIATYpBI. 2 ITK-20, ITK-8
Tekyuiee xpaHenue | DopmupoBanue aen. OpraHuszanys XpaHeHUs
JIOKYMEHTOB. JIOKyMEHTOB Ha npeanpusaruu. [logroroska
[ToaroroBka JIOKYMEHTOB K CZlaye B apXMB.
K
JIOKYMEHTOB K Vitoro 7
nepeaaye B apXuB
7 DNEKTPOHHBIN [Toaxompl K CO3AaHUIO CUCTEM BJIEKTPOHHOTO 4 IIK-8
JOKYMEHTO000pOT, | ToKyMeHToobopoTa. TpeboBanus k cucre-
KIIFOYEBbIE TIOHATHSA, |MaM. JTalbl BHIOOpa CUCTEMbl aBTOMaTH3a-
OCHOBHBIE KOHIENIUH |IUU. DTalbl BHEAPEHUS CUCTEMbI aBTOMATH-
3anuu. CrucTemMbl aBTOMaTU3aIMH JOKYMEHTO-
10ToKa. CUCTEMBI 3JIEKTPOHHOTO JJOKYMEH-
T0000poTa. OCHOBHBIE TEXHOJIOTHH PAaOOTHI C
JokyMeHTaMu. OCHOBHBIE CBOMCTBA CHCTEMBI
AIIEKTPOHHOTO I0OKyMEeHT0000poTa. OCHOB-
Hele TUIEL CO/I.
Hroro 4
Uroro 3a cemectp 36

CornacoeaHa Ha noptane Ne 51148




Tabimue 9.1.

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

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

Bunsl camocrositensHol | TpynoemkocTs, | DopMupyemMblie
HasBanns paznenos a Py ’ PMHPY @DOpMBI KOHTPOJIA
paboThI q KOMITETEHI[HA
6 cemecTp
1 Ilpenmer, CamocrosTenbHOe HU3yye- 8 I1K-20, IIK-8 | BeicTymuieHne
COJIEpKaHHE U HUE TeM (BOMPOCOB) TEO- (mokinan) Ha 3aHs-
3a/1a4uM Kypca. pPETHUYECKON YacTu Kypca TnH, 3a4€T C OLICH-
JlokymeHTO000pOT TTpopaGoTKa TEKIHOHHO- P KOH, O%ipoc Ha 3aHs-
u THSAX T
ro MaTepuasa > 1€C
JIEJI0NPOU3BOCTBO
B Uroro 10
npodeccruoHanbHON
JeSTeTHHOCTH.
2 IIpaBoBsie U [TpopaboTka neKInOHHO- 2 [1K-20, TIK-8 | 3auéT c oueHKoM,
HOPMAaTHBHBIC ro MaTepuasa Ormpoc Ha 3aHATHSAX,
OCHOBBI Hroro b Tect
JTIOKYMEHTHPOBAHUS
YIPABJICHYECKON
NEeATETHHOCTH
3 Tlousartue [ToaroroBka k mpakTuye- 8 [1K-20, TIK-8 | 3au€T c oLeHKoH,
JOKYMEHTA. CKUM 3aHATHUSM, CEMHHA- Omnpoc Ha 3aHATHSX,
CaoiicTBa pam Otuer 1o npaxkTuye-
I,Z[{OKYMCHTa. TpopaGoTKa NEKIHOHHO- 2 EJFKOMy 3aHATHIO,
npuKanus T
naccHpukal ro MaTepuasa ce
JIOKYMEHTA.
CTpykTypa Hroro 10
JOKYMEHTA.
TpeboBanus Kk
0 OpMIIEHHUTO
JIOKYMEHTOB.
4 CucrteMbl [ToaroroBka k mpakTuye- 8 [1K-20, [IK-8 |BeicTymiienue
JIOKYMEHTOB. CKUM 3aHSTUSM, CEMHUHA- (moksan) Ha 3aHs-
CocrasieHue u pam THH, 3a4€T C OICH-
MJICHU koit, On Ha 3aHs-
odopmrenne CamocTosTenbHOE U3yde- 4 on, OOpoc asa
MIPABJIEHYECKUX tusax, OTyer no
yip HUE TeM (BOMPOCOB) TEO- ’
KYMEHTOB. . MIPAKTHYECKOMY 3a-
AOKYMEHTO pPETHUYECKON YacTu Kypca pa CCKOMY 34
HATHIO, TecT
[TpopaboTka neKIHOHHO- 2
ro MaTepuasa
Hroro 14
5 Opranu3anus [TpopaboTka JIEKITMOHHO- I1IK-20, [IK-8  |3a4€T c o1eHKOMH,
paboThI ¢ ro MaTepuasa Ormpoc Ha 3aHATHUSX,
JIOKyMEHTaMH1 Viroro Tect
6 ®opmuposanue u | [loaroroBka k nmpakTuye- [1K-20, TIK-8 | 3auéT c oneHkou,
TEKYIIee XpPAaHEHUE |CKHUM 3aHATHUSM, CEMUHa- Ornpoc Ha 3aHATUSAX,
JIOKYMEHTOB. pam OTtyeT no nmpakTuye-
[Toaroroska KOMY 3aHSTH
OATOTO [TpopaboTka JTeKIHOHHO- 2 CcKOMY'3 10,
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JIOKYMEHTOB K ro MaTepuasa Tect
mepesiaie B apxuB | yro oo 8
7 DneKTPOHHBIN IToaroroBka K nmpaxkTuye- 8 I1IK-8, [IK-20 | BeicTynnenue
JTIOKYMEHTOOOOPOT, |CKHM 3aHATHSIM, CEMHHa- (mokna) Ha 3aHs-
KITIOUEBbIE TIOHATHS, | paM THH, 3a4ET C OLICH-
HOBHBI koH, On Ha 3aHs-
OCHOBHBIC CamocTosATeNnpHOoe u3y4e- 12 OH, Oopoc asa
KOHLENIINU THsx, OT4er i
OHLerL HHE TeM (BOIIPOCOB) TEO- ’ e o
o MIPAaKTUIECKOMY 3a-
PETHUYECKOM YyacTH Kypca pa CCKOMY 3
HaTHIO0, TecT

[TpopaboTKa JEeKITUOHHO- 2

ro MaTepuasa

Hroro 22
Hroro 3a cemectp 72
Hroro 72

10. KypcoBoii nmpoekT / KypcoBasi padoTa
He npenycmorpeno PVYII.

11. PeliTuHrOBasi cucTeMa AJISl OHCHKH yCII€BaA€EMOCTHN oﬁyqammnxm

11.1. baajbHbIe OLEHKH IJIS 3JIeMEHTOB KOHTPOJISI
Tabmuua 11.1 — baniapHbIe OLIGHKH JUTsI JIEMEHTOB KOHTPOJISI

. N MaxkcuMabHBII
. MaxkcuMmanbHbIN MaxkcumanbHbIN
DneMeHThl y4eOHOM 0aJut 3a mepuo Bcero 3a
6amn Ha 1-yto KT ¢ | ©0am 3a nepuoa
JEATEIIbBHOCTH mexnay 2KT u Ha CEMECTp
Hayana ceMectpa | mexay 1KT u 2KT
KOHEI| CeMecTpa
6 cemecTp
Brictynenue (noknan) Ha 3 3 4 10
3aHATUU
Onpoc Ha 3aHATUSX 5 5 5 15
OTyer 1o NpakTHIYECKOMY 20 20 20 60
3aHATHIO
Tect 5 5 5 15
Wroro makcumymM 3a nepu- 33 33 34 100
on
Hapacratomum urorom 33 66 100 100
11.2. IlepecyeTt 0a/1J10B B OLICHKH 32 KOHTPOJIbHbIE TOYKH
[Tepecuer OanIoB B OLIEHKH 32 KOHTPOJIbHBIE TOUKHU IpeAcTaBieH B Tabumne 11.2.
Tabmuma 11.2 — IlepecueT 0anioB B OLIEHKU 32 KOHTPOJIbHBIE TOUKH
banel Ha 1aTy KOHTPOIBHOW TOUYKH Onenka
> 90% ot MakcuManbHOU cyMMBbI OamioB Ha gaty KT 5
Ot 70% o 89% ot makcuManbHOM cCyMMBI OaiioB Ha aaty KT 4
Ot 60% 10 69% OT MakcMMaIbHOM cyMMbl OaisioB Ha naty KT 3
< 60% ot MakcuMmanbHOU cyMMBbl O6astoB Ha aaty KT 2

11.3. Ilepecyet cyMMbI 02/1710B B TPAAULMOHHYIO M MEKTYHAPOIHYIO OLEHKY
[Tepecuer cymMMBl 0aJIOB B TPaIUIMOHHYIO M MEXIYHAPOAHYIO OLIEHKY TPEACTaBICH B TaOmuIle

11.3.
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Ta6muma 11.3 — IlepecueT cyMMbl 0aJIJI0B B TPAAMLIMOHHYIO U MEXKTYHAPOIHYIO OIICHKY

Hrorosas cymma 0asios,

Onenka (I'OC) YYHUTBIBACT YCTEIIHO CAaHHBIN Onenka (ECTS)

9K3aMeH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (oTIIMYHO)
85 -89 B (o4enp xoporio)

4 (xopor1o) (3a4TeHO) 75 - 84 C (xoporo)
70 - 74
65 - 69 D (ynoBneTBOpHUTENIBHO)

3 (YZIOBJIETBOPUTEIHHO) (3aYTEHO) 60 - 64 E (HocpereTaerio)
2 (seynOBICTBOPHTENSHO) (HE Hwxe 60 6ainos F (HeynoBIETBOPUTENBHO)

3a4TEHO)

12. YueOHO-MeTOAUYecKOe U MHGOPMANIMOHHOE 00ecTieYeHrue TUCIHIIINHBI

12.1. OcHoBHas1 JIMTEpaTypa

1. Joponwuna, JI. A. Opranuzaiusi ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECIICUCHUS yIpaBiie-
HUS [DIeKTPOHHBIN pecypc]: ydeOHUK U MPaKTUKYM I akajeMuueckoro 6akanaspuata / JI. A. JlopoHu-
Ha, B. C. UpurtukoBa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanasp. Axanemuye -
ckuit kypc). — ISBN 978-5-534-04568-0. — Pexxum noctyma: https://urait.ru/book/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-413265 (nara oopamenus: 06.06.2021).

2. Hammonansnsiii crangapt PO 'OCT P 7.0.97-2016 "Cucrema ctannapToB 1o MH(GOpMaIuH,
OuOIMOTEYHOMY U M3AaTeNbCKOMY Aeny. OpraHu3alliOHHO-pACopAAuTeNbHAs JoKyMeHTalus. Tpebosa-
HUSL K 0OpMIICHHIO TOKYMEHTOB" (yTB. mpuka3oM denepalbHOrO areHTCTBA M0 TEXHUYECKOMY perysiu-
poBaHuto U merposoruu oT § nexadbps 2016 r. N 2004-ct) [DnexrpoHHbIl pecypc]: — Pexum pocryna:
https://docs.cntd.ru/document/1200142871 (nata obpamenus: 06.06.2021).

3. I’pozora, O. C. [lenonpou3BoJCTBO [INEKTPOHHBIN pecypc]: yueOHoe mocodue aist By30B / O.
C. I'pozoBa. — Mocksa : M3marensctBo FOpaiit, 2020. — 124 ¢. — (Bsicmiee ob6pazoBanue). — ISBN
978-5-534-06787-3. — Tekcr : onekrpoHHwridi // DOBbC IOpaiit [caiit]. — Pexum goctyma:
https://urait.ru/viewer/deloproizvodstvo-453969#page/1 (nata obpamenus: 06.06.2021).

12.2. lonostHUTEILHAS JIATEPATypa

1. O6pazoBarenbubiii crangapT Byza OC TYCYP 02-2013. PaGoTsl cTyaeHYECKHE 110 HaIpaBJIe-
HUSIM TIOATOTOBKU U CHEIMATIBLHOCTSAM T'yMaHuTapHoro npoguis. O6mue TpedoBaHus U paBuia ohopm-
neHus [DnekTpoHHBIN pecype]: — Pexxum mocrtyna: https://regulations.tusur.ru/documents/71 (mara o0-
pamenusi: 06.06.2021).

2. TOCT P 7.0.8-2013. Cuctema ctaHaapToB o HHGOpMauu, OUOIHMOTEYHOMY U U31aTEIbCKO-
My Jeny. Jlenonponus3BoacTBO U apXUBHOE Jes10. TepMuHbl U onpeaeneHus [ eKTpoHHbIi pecypc]: — Pe-
)kuM noctyna: http://docs.cntd.ru/document/1200108447 (nara oopamenus: 06.06.2021).

3. JenompousBoAcTBO [DneKkTpoHHBI pecypce]: YueoHoe mocodue / JI. WM. KazakeBuu - 2018.
132 c. — Pexxum noctymna: https://edu.tusur.ru/publications/7542 (mara o6pamenus: 06.06.2021).

12.3. YueOHO-MeTOAUYECCKHE MOCO0OU

12.3.1. O6s3aTeibHbIE YUeOHO-MeTOAuYEeCKH e MOCO0Uus

1.  OOmwmii ¥ YIEKTPOHHBIA TOKYMEHTOOOOPOT [DNEKTPOHHBIHN pecypc]: MeToandeckoe nocodue
10 JTaOOPaTOPHBIM 3aHATHUSIM M CaMOCTOSTENBHOU paboTe mis ctyneHToB HampasiaeHui 080200.62 «Me-
HemkmenT», 080100.62 «3Jxonomuka» / K. H. AkcenoBa - 2014. 40 c. — Pexum pgocryma:
https://edu.tusur.ru/publications/4874 (nara oopamenus: 06.06.2021).

2. OCHOBBI AENONPOU3BOJCTBA [DNEKTPOHHBIN pecypc]: Meroauueckue yka3aHUs K MpaKkTUde-
CKHM 3aHATHSM M OpraHu3aiuu camocrosTenbHoi padoTsl / E. K. Manaxosckas, A. A. Cumgopos - 2018.
28 c¢. — Pexum noctyma: https://edu.tusur.ru/publications/8165 (mata oopamenus: 06.06.2021).
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12.3.2. YueOHO-MeTOAMYECKHE MIOCOOMS IJIs1 JIMI € OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbS H
HHBAJIMI0B

Y4eOHO-MeTOqYECKHe MaTeprabl ISl CAMOCTOSTEIBHON U ayTUTOPHOM paboThl 0Oydaromumxcs
U3 YHCiIa JIUI ¢ OTPAaHNYCHHBIMU BO3MO)KHOCTSIMU 3/I10POBbSl 1 MHBAINAOB MIPEAOCTABISIOTCS B (opMax,
aIalITUPOBAHHBIX K OTPAaHMYCHUSIM UX 3/I0POBbS M BOCIIPUATHUS HH(DOPMAITHH.

JI1s1 JIMI ¢ HAPYIIEeHUSIMH 3PeHust:

- B (hopMe INIEKTPOHHOTO TIOKYMEHTA;

- B IIeYaTHOW (hopMe YBEITMUECHHBIM HIPHUPTOM.

JIJ1s1 JIMI ¢ HAPYIIEeHUSIMH cJIyXa:

- B (hopMe IIEKTPOHHOTO IOKYMEHTA;

- B Ie4yaTHoOU hopme.

JIJ1s1 JIMI ¢ HAPYLIEHHUSIMH OTIOPHO-ABHIaTeJILHOTO anmapara:

- B (hopMe INIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

12.4. IlpoeccuonanbHbie 6a3bl JAHHBIX U HHPOPMALHOHHBbIE CIIPABOYHbIE CHCTEMbI

1. TAPAHT - Cucrema «I’APAHT» Pexxum noctyna: www.garant.ru;

2. Koncynprantllnoc - Cucrema «Koncymprantllimtoc» Pexum noctyna: www.consultant.ru

3. JIOHOJHHUTENIBHO K IMPO(eCCHOHAIBHBIM 0a3aM JaHHBIX PEKOMEHIYETCs MCII0Ib30BaTh MH(OP-
MaIlMOHHbIE, CPAaBOYHBIC U HOPMAaTHBHBIE 0a3bl JaHHBIX https://lib.tusur.ru/ru/resursy/bazy-dannyh

13. MartepuajibHO-TEXHUYECKOE o0ecnedyeHue TUCIUIINHBI U TPpedyeMoe MporpaMMHoe
o0ecneyeHune

13.1. O6uiue TpedGoOBaHMA K MATEPHAJBHO-TEXHUYECKOMY H IPOrPAMMHOMY 00ecrie4eHHI0
AUCHMILTUHBI

13.1.1. MaTepuaJbHO-TEXHHYECKOE H IPOrPaMMHoOe o0ecnedyeHne ISl JICKIIMOHHbBIX 3aHATHH
Jlns mpoBenieHus 3aHATUH JIEKIIMOHHOTO TUIIA, TPYIIIOBBIX M MHIAWBUYaIbHBIX KOHCYJIbTALUH, TE-
KYILEro KOHTPOJISL U MPOMEXKYTOUHON aTTECTALMU UCTIONb3YyeTcs yueOHasi ayTUTOpUs ¢ KOTUUYECTBOM I10-
CaJIOuHBIX MECT He MeHee 22-24, 000pyAoBaHHAs TOCKOH U CTaHAApTHOW ydeOHO# mebenbro. Mmerores
JIEMOHCTpaIMOHHOE 000pyA0BaHHE U yUeOHO-HAITBIIHBIE TOCOOMs, 0OecIeunBaroIIie TeMaTHIeCKUe Uil -
JIIOCTPALIMHU 10 JIEKIMOHHBIM pa3jieiaM JTUCIUIUINHBI.

13.1.2. MaTepuaibHO-TEXHMYECKOE M IPOrPaMMHOe o0ecredeHne I NPAKTHYEeCKUX 3aHATHI

JlaGopatopust rpymnmoBoro mnpoekTHoro oOyudeHus "Jlaboparopusi COIMATBLHO-KOHOMHUYECKUX
npobnem"

ydeOHast ayuTOpHsl ISl IPOBECHHSI 3aHITHH PAKTUIECKOTO THIA, yueOHast ayIuTOpHs IS TIPO -
BEJICHUS 3aHITHIA 1a00PaTOPHOTO THUMA

634045, Tomckast obnactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 503 aym.

Ornucanue UMEIIErocs 000pyI0BaHUS:

- [I5BM KOMIICTAP (12 mt.);

- MarauTHO-MapKepHas JOCKa;

- Kommutekt crienmanusupoBanHoi yaeOHOW Mebenu;

- PaGouee mecto nmpenogaBarens.

[IporpamMMHoOe 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
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— OpenOftice
— Koncynprant [lmroc

Brraucnurensnas nadoparopus / KommnbroTepHsIid Kiace

yueOHas ayuTOpHsl 1715l IPOBEACHUSI 3aHATHI MPAKTUYECKOro TUIA, ydeOHas ayauTopus Ui Mpo-
BEJICHUS 3aHITHIA Ta00OPaTOPHOTO THUIA

634045, Tomckas obmactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.

Ornucanmne UMERIIErocs 000PYIOBAHNUS

- [IBM DX6100M (9 mit.);

- [I5BM INTEL CORE 2 DUO (6 mT.);

- MaruutHo-MapKepHas JOCKa;

- Kommuiekt cienmanusupoBanHoi yueOHOW Mebenu;

- PaGouee mecto npenogaBaress.

ITporpaMMHoO€e obecrieueHue:

— 1C:Ilpennpusitue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft

— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— KoncynwranT [lmroc

13.1.3. MaTrepuaJbHO-TEXHHYECKOE H NIPOrPaMMHOe o0ecredyeHne JJIs1 CAMOCTOSITe IbHON PadoThI
st camocTosTeNbHOM pabOThl HCIONB3YIOTCA y4eOHbIE ayAUTOPUHU (KOMIIbIOTEPHBIE KJIacchl),
PacIOJIOKEHHBIE IO aJIpecaM:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, 1. 40, 233 ayn.;
- 634045, Tomckast o6nacTb, T. Tomck, yi. Kpacnoapmetiickas, a. 146, 201 ayn.;
- 634034, Tomckast 06macTs, r. Tomck, Bepmmanna ymuna, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTb, . Tomck, Bepimmanna ynuia, 1. 74, 207 aya.

CocTtaB 060pyI0BaHMS:

- yueOHast Mme0erb;

- koMnbroTepsl Ki1acca He Huke [IDBM INTEL Celeron D336 2.8 T, - 5 wiT.;

- KOMIBIOTEPHI MOJKIOUYEHbI K ceTu «/HTepHeT» U 00ecrneynBaloT JOCTYI B AJIEKTPOHHYIO HH-
(dbopMaLnoHHO-00pa30BaTEIbHYIO CPEAY YHUBEPCUTETA.

[Tepedens nporpaMMHOro ooecredeHus:

- Microsoft Windows;

- OpenOffice;

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

- Google Chrome.

13.2. MaTepuajibHO-TeXHUYECKOe o0ecnedeHre TUCHUIIIHHBI VIS JIMI ¢ OTPAHHYCHHBIMU
BO3MOKHOCTIAMMU 3IIOpOBbSI N UHBAJINIA0B
OcBO€HUE NUCLUUIUIMHBI JIMIIAMU C OTPAaHUYEHHBIMH BO3MOXKHOCTSMHU 3/10POBbSl U WHBAIWJAMU
OCYIIECTBIIIETCS C UCTIOIB30BAHUEM CPECTB OOYUEHUS OOIIETO U CIICIIMAIbHOTO Ha3HAUCHUSI.
[Tpu 3aHATHAX ¢ OOYUAIOLIUMHUCS ¢ HAPYIIEHHUSIMH CJIyXa MPEIyCMOTPEHO UCTIOIb30BaHHE 3BYKO-
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YCUJIMBAIOILEH anmapaTypbl, MyJIbTUMEIUHHBIX CPEICTB U JPYTUX TEXHUUYECKHUX CPEACTB MpueMa/mepena-
yy yueOHOM HH(POPMaIUK B TOCTYIMHBIX (hOpMax, MOOUIIEHON CUCTEMBI MPEOIaBaAHUS I 00YJarOIINXCS
C MHBAJIUAHOCTbIO, TIOPTATUBHOM MHIYKIIMOHHOM CHCTEMBI. YueOHas aymuTopusi, B KOTOPOH 3aHUMAIOTCA
oOyJaromuecs: C HapylIeHUEeM Cyxa, 000pyJI0oBaHa KOMIBIOTEPHOW TEXHUKOM, aymMOTEXHUKOH, BHJIEO-
TEXHUKOMU, SJIEKTPOHHOU JOCKOU, MYJIbTUMEAUMHON CUCTEMOM.

ITpu 3aHATHAX ¢ OOYYAIOUIMMHUCS € HAPYLIEHUSIMH 3PEHUSIMH IIPEIYCMOTPEHO HCIIOJIb30BAaHUE B
JICKIIMOHHBIX U Y4EOHBIX ayAUTOPHUIX BO3MOKHOCTH IPOCMOTPA YAAICHHBIX OOBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WM CJIaiiia Ha SKpaHe) Py MOMOIIM BUACOYBEINIUTENEH A1 KOM(POPTHOTO IPOCMOTpA.

[Tpu 3aHATHAX ¢ O0YYaIOUIMMHCS ¢ HAPYUIEHUSIMM ONOPHO-ABUIaTeJbHOI0 aNNapaTa HCIoJib-
3yI0TCA albTEepHATUBHBIEC YCTPOHCTBA BBOJIA MH(OPMALIMK U IpYTHe TEXHUUECKUE CPENICTBA ITpreMa/nepe-
naun yuyeOHOM MHpOpMaIu B JOCTYIHBIX (popMax, MOOMIIBHOW CHCTEMbI OOYUEHUs JUIs JIIOJeH ¢ UHBaA-
JUIHOCTBIO.

14. OueHouyHble MaTepUAJIbI U METOAMYECKHE PeKOMEHIAIUH 110 OPraHU3aluu U3yYeHHUs
AUCHUTLTHHBI

14.1. Coaep:xaHue OLEHOYHBIX MATEPUAJIOB U METOANYECKUE PEKOMEH AU
Jiis onleHKH cTeneHr C(hOPMHUPOBAHHOCTH U YPOBHSI OCBOCHHS 3aKPEIUICHHBIX 32 JHCLUIUIMHON
KOMIICTCHITUI MCTIOJB3YIOTCS OLICHOYHBIE MaTepUalibl B COCTABE:

14.1.1. TecToBble 3aaHus
1. JaTb onpeaenenne J0KyMEHTUPOBAHUIO:
a) JlokyMeHTHpOBaHHUE — ATO MPOIIECC CO3AaHUSI U OPOPMIICHHS JOKYMEHTOB;
b) JJlokymMeHTHpOBaHUE — 3aTUCh HH(POPMAIIMK HA HOCUTEJNE 10 YCTAHOBICHHBIM MTPaBUIIAM;
¢) JlokyMeHTHpOBaHNE — OOECIIEYeHHEe CBOEBPEMEHHOTO U MPABWJIBHOTO CO3/IaHUS JOKYMEHTOB;
d) lokymeHTHpOBaHKE — 3aNKCh MH(DOPMALIMK HA Pa3TUYHBIX HOCUTEISAX 10 YCTAHOBJICHHBIM MPaBUIaM.

2. Jlatb onpeeneHue TOKyMEHTY:

a) JIokyMeHT — 3TO 3aMKCUPOBaHHAs Ha MaTepHallbHOM HOcHUTeNe UH(OpPMaLUs C PEKBU3UTAMH,
MO3BOJIIONUMHU €€ UJICHTU()UITUPOBATH;

b) JlokymeHT — 3T0 3adMKCUpOBaHHAs HAa HOCUTEJE HHPOPMAIIHS C PEKBU3UTAMH, TTO3BOJISIOIIIUMH
ee UICHTU(UIIPOBATH;

¢) JlokyMeHT — 3TO MaTepuaibHbIl HOCUTENb ¢ HH(OpMaLKel, TO3BOJSIONINI ee HASHTUHULIHUPO-
BaTh;

d) JoxymeHT — 3TO criocob ¢ukcanuu nHGoOpMaIum.

3. Yto Takoe opuIHaNbHbBIN TOKYMEHT?

a) O¢punmanbHblii TOKyMEHT — JIOKYMEHT, CO3JIaHHbIM OpraHu3anuei, JOKHOCTHBIM JIMLIOM WIIH
rpakaAaHUHOM, 0()OPMIIEHHBIN B YCTaHOBIIEHHOM IMOPSIKE;

b) OdunmanbHbI JOKYMEHT — JOKYMEHT, NTpeIHa3HAYCHHBIA JJIs Mepelaul IpyroMy JHIY IOpHU-
JTUYECKUMU WK (U3NYECKUMH JIUIIAMU B YCTAHOBJICHHOM MOPSIKE;

¢) OpuuranbHbIA TOKyMEHT — TOKYMEHT, CO3/1aHHbIN, OOPMIICHHBINA U YIOCTOBEPEHHBIH B ycTa-
HOBJIEHHOM TOPSAJIKE JJI1 MHOTOKPAaTHOTO UCIOIb30BAHMS.

d) Her npaBuibHOTO OTBETA

4. Yrto TaKkoe 3IEKTPOHHBIN JOKYMEHT?

a) DJIEKTPOHHBINA TOKYMEHT — 3TO JIOKYMEHT, MH(pOpMallusg KOTOPOTo MpeAHa3HayeHa AJs repena-
YY1 IpYroMy JIMILY;

b) DNeKTpOHHBIN AOKYMEHT — 3TO OQUIMAIbHBIN JOKYMEHT, NPEACTABICHHBIA B 3JEKTPOHHON
opme;

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

d) DnexkTpOHHBIM NOKYMEHT — 3TO O(QUIMAJIbHBIN JTOKYMEHT, MPEACTaBICHHBIA B 3JEKTPOHHON
¢dopme mocie ero MojnMcaHus JTOHKHOCTHBIM JIMIIOM B MOPSIJIKE, YCTAaHOBJICHHBIM 3aKOHOJATEIICTBOM
P®.
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5. Uto npencrasinseT coboit opopmieHne 10KyMeHTa?

a) OdopmiieHre JOKyMEHTa — 3TO MMPOCTABJICHUE HA IOKYMEHTE HEOOXOMUMBIX PEKBU3HUTOB;

b) OdopmiieHre JOKyMEHTa — 3TO COINIACOBAaHHUE JOKYMEHTA, MOJMHCAHUE TOKYMEHTA;

¢) OdopmiieHre TOKYMEHTa — 3TO MPOCTABICHHE PEKBH3UTOB UISI OPTaHU3AIlUN OTIEPATUBHOTO
MOUCKA JIOKyMEHTOB;

d) Her mpaBunsHOTO OTBETA.

6. Uto npencrasisier coO0i cucTeMa JOKyMEHTAINH ?

a) [Tox cucteMoil JOKYMEHTalMK IOHUMAETCSI COBOKYITHOCTh JIOKYMEHTOB, MPEAHA3HAYCHHBIX IS
obecTieueHrs U PETYIMPOBaHUS JIEATEILHOCTH OPTaHOB BJIACTH, YUPESIKICHUN, PESIANPHUATHI U OpTaHHU3a-
LM

b) CucremMa MOKyMEHTAIIUU TIPEACTABISICT COOOM COBOKYIMHOCTh IOKYMEHTOB, B3aMMOCBSI3aHHBIX
M0 TMPU3HAKAM TMPOUCXOXKICHUS, Ha3HAUCHUS, BUAA, C(Hephl NEATEIbHOCTH, CAUHBIX TPeOOBAaHUI K WX
0hOpMIICHHIO;

¢) Cucrema JOKyMEHTAIMH MPEICTABIISET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JTOKyMEHTOB, B KO-
TOPBIX MOCIIE0BATEILHO OTPAXKACTCS ACATEIHPHOCTh OTPACIIH TOCYIAPCTBEHHOTO YIIPABICHUS;

d) Cuctema mOKyMeHTAalMK MPEACTaBIsIET COOON COBOKYIMHOCTh JOKYMEHTOB, B3aHMOCBSI3aHHBIX
0 TIpU3HAKaM Ha3HA4YeHUs, C(hephl ACSITEIBPHOCTH U €IMHBIX TPEOOBaHMUM K MX 0()OPMIICHHUIO.

7. KakoBbI 3Tarbl NOATOTOBKU PACIOPSIUTEIBHOTO TOKYMEHTa?

a) OTO coIIacCOBaHUE JOKYMEHTA, NOANMCAHUE JOKYMEHTA;

b) 310 U3yUyeHHE yInpaBIEHYECKOr0 BONPOCa, MOArOTOBKA MMPOEKTA PACIOPAIUTEIILHOTO JOKYMEH-
Ta, COrJIaCOBaHUE JIOKYMEHTA, TIOIICAHUE JOKYMEHTA;

¢) OTO M3y4eHHE YIPaBJIEHYECKOrOo BOIMpOCAa M MOATOTOBKA MPOEKTAa PACIOPSIAUTEIHHOIO JIOKY-
MEHTAa;

d) DOTo M3yueHWe yIpaBIECHYECKOTO BOMpoca, chepbl MeATeTbHOCTH, €IUHBIX TpeOOBaHUU K
0(OPMIICHHUIO U TIOJrOTOBKA MPOEKTA PACTIOPSIUTEIHHOTO TOKYMEHTA.

8. Kak Bezercs Hymepanus IpUKa3oB 110 OCHOBHOM €S TEIILHOCTH?

a) Ilo mopsnKy ¢ MOMEHTa CO3/1aHUs OpraHU3allui, HO OT/IEIbHO OT MPUKA30B 0 JUYHOMY COCTa-
BY,

b) B npenenax mecsiia, HO OTAEIBHO OT MPUKA30B 0 JIUYHOMY COCTaBY;

¢) [Moapsin B mpenenax pruHaAHCOBOTO T0/1a, COBMECTHO C NMPHKAa3aMHU 10 JMYHOMY COCTaBY;

d) [Moapsn B mpenenax ¢UHAHCOBOTO T0/ia, HO OTAEIBHO OT MPUKA30B 110 JUIHOMY COCTABY.

9. Kak ocymiecTBiIsieTcs coriiacoBaHue JTOKyMeHTa?

a) CornacoBaHue OCYyIIECTBISICTCS ITyTeM BU3UPOBAHUS WM IPOCTABICHHS I'puda COTIacoBaHUs;

b) IlpoBoauTcs oneHka mpoekra oGUIUATBHOIO JOKYMEHTa 3aMHTEPECOBAHHBIMH OpTaHHU3AIIHs -
MH, AOJDKHOCTHBIMU JIUIIaMH, CIICHHUAJINCTAaMU,

¢) [lonHOCTBIO MOATOTOBNIEHHBIE MPOEKTHI JOKYMEHTOB MPECTABIISAIOTCS HA COIJIACOBAHUE JOJIK-
HOCTHBIMH JIHUIIaMH, CIICHHUAJIUCTAMU,

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

10 . VI3 kakuxX NByX 4acT€ COCTOMT TEKCT PACIOPSAUTEIHHBIX JOKYMEHTOB, HEOOXOAUMBIX IS
CO3/1aHHUS HOBBIX MPEANPUHUMATEIBCKUX CTPYKTYp?

a) BBoaHO# 1 KOHCTaTUPYIONICH;

b) BBoaHO# 1 OCHOBHOIA;

¢) OCHOBHOM U pacloOpsIAUTENBHOM’;

d) Koncratupyromei 1 paciopsauTeIbHOM.

11. YcraB opranuzaium OTHOCUTCS K:

a) pacnopsAUTENIbHON JOKYMEHTAIINH;
b) TOKyMEHTAIIUH 110 JINYHOMY COCTaBY;
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C) KaJIpOBOM TIOKYMEHTALIUN;
d) opraHu3anmoHHON TOKyMEHTAITUH

12. Ha xakomM JOKyMEHTE HE YKa3bIBAE€TCS Ha3BaHHUE BUJA JOKYMEHTA?

a) Ha Gnanke npukas3a He yKa3bIBaeTCsl Ha3BaHHUE BHUJIA JOKYMEHTA,

b) Ha G1anke mpoTOKOIa HE YKa3bIBaeTCsl HA3BaHHUE BUA JTOKYMEHTA;

c¢) Ha 6nanke odunmansHOTO MUchMa HE YKa3bIBACTCS Ha3BAaHUE BHUJIA JOKYMEHTA,
d) Ha Gmanke pemieHust He yKa3bIBaeTCsl HA3BaHUE BHJIa JOKYMEHTA.

13. Ha 6rmankax JOKYMEHTOB MPEANPUHUMATEIBCKUX CTPYKTYP MPOCTABIISCTCS
a) locynapcrBennsiit rep6 P®, I'ep6 cyObekra PD;

b); aMbnema opraHu3aiuy,

¢) smOs1eMa OpraHu3aly Wik TOBAPHBINA 3HAK;

d) ToBapHBIii 3HAK.

14. K opranu3anMOHHBIM JIOKyMEHTaM, HEOOXOIUMBIX JUIS CO3/IaHUSI HOBBIX IMPEANPUHUMATENb-
CKHX CTPYKTYp OTHOCHT:

a) MOJIOKEHUE, YCTaB, MPUKa3, CTPYKTYpHAas U IITaTHAs YUCIEHHOCTb, MHCTPYKIHS, JOTOBOP;

b) monoxxeHue, ycras, akT, CTPYKTypHas U IITATHAS] YUCICHHOCTh, HHCTPYKIIHSI, TOTOBOD;

C) MOJIOKEHUE, YCTaB, IPHUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAsl YUCIEHHOCTb, UHCTPYKLIHUSA, J10-
rOBOD;

d) monoxxenwue, ycraB, CTpyKTypHasi ¥ IITaTHAsI YUCIIEHHOCTh, UHCTPYKIIUS, JOTOBOP.

15. JIBmkeHue JOKyMEHTOB B OpTraHHM3allii ¢ MOMEHTA MX CO3JaHMS WJIH ITOTyUSHHs IO 3aBepiie-
HUSI UCTIOJIb30BAHUS MITH OTIIPaBKU HA3bIBACTCS:

a) JlokymeHT0000pOTOM;

b) [ToTrokOM TOKyMEHTOB;

¢) O6paboTKOI JOKYMEHTOB;

d) Peructpanueii noxymeHTa.

16. Peructpaunu noiexar JOKyMEHTBI:
a) Bxomsmue;

b) Ucxomsiiue;

¢) Buyrpennue;

d) Bce BUIBI JOKYMEHTOB.

17. Yto Takoe HOMEHKIATypa aen?

a) Homenknarypa ien — 3To Bce JOKYMEHTHI Ha MPEANPHUAITHH;

b) Homenkarypa e — 370 cUCTeMaTU3MPOBAHHBIN MEPEYCHb 3aBOAMMBIX B OpTaHHU3AIUH JIENT C
YKa3aHHUEM CPOKOB UX XpaHEeHHsI, 0)OPMIICHHBIN B yCTaHOBJIEHHOM MOPSIKE;

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

d) Her nmpaBunsHOTO OTBETA

18. B opranu3anroHHbBIX U paCHIOPSIINTENLHBIX TIOKYMEHTAX, HEOOXOAUMBIX, [UISI CO3/IaHUSI HOBBIX
MPEIPUHUMATENILCKIX CTPYKTYP, OPOPMIIIEMBIX Ha JIBYX M OoJiee TUCTaX HOMEpa CTPAaHMIl MPOCTaB-
JISTFOTCS.. ..

a) Co BTOPOIi CTPaHMIIBI B BEPXHEM MPABOM YTy OIS IUCTA apaOCKUMU IUPpaMU;

b) Co BTOPOIi CTpaHUIIBI MOCEPEINHE BEPXHETO MOJIS JINCTA apaOCKUMHK [P PaMHU;

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

d) [TocnenoBarenbHO HA KXKIOW CTPaHUIIE B TPABOM HIDKHEM YIJTy apaOCKUMH U(pamH.

19. B cooTBeTCTBHH C 3aKOHOAATCIIbCTBOM, CKOJIBKO pa3 B Iog MOXXHO BHOCUTb U3BMCHCHHUSA B IITAT-

HO€ pacnucaHue ?
1 omgum;
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2 OrpaHUYCHUS HC YCTAHOBJICHBI;
3 He Ooee IeCTH pas;
4 U3MEHSTH €0 B TEUEHUE roJa HEIb34.

20. IIpukassl, IPOTOKOJIBI, PACIOPSYKEHUS, PEIIEHUS, OTHOCSITCS K:
a) OpPraHN3alMOHHBIM JOKYMEHTaM MPEIIpUsATHS;

b) pacropsAUTENbHBIM JOKYMEHTAM MPEIIPUATHUS;

C) JOKYMEHTaM I10 JINYHOMY COCTaBY MPEANPUATHS;

d) napOpMaAIIIOHHO—CTIPABOYHBIM JOKYMEHTAM MPEIIPUSTHSL.

14.1.2. Tembl 10KJI210B

TeMbl 17151 KOHTPOJISI CAMOCTOSATEIHHOIO U3yYEHHUSI TEM TEOPETUUECKON YacTu Kypca

1. McTopust pa3BUTHS rOCYJApPCTBEHHOW CUCTEMBI JEJIONPOU3BOICTBA

2. [IpakThka opranu3anuu AeJ0NpPOU3BOJICTBA B rocyiapcTBax JpesHero mupa

3. CnocoOsbl puxcupoBaHus U neperadyd MHGopMaluu B rocyrapcTax JpeBHero mupa

4. Ucropus pa3BUTHUS rOCYIapCTBEHHOM CHUCTEMBI JIe10Npon3BocTBa B Poccuu.

5. PexBu3uTHI CTONO1I0BOMN (hOPMBI 1€IONPOU3BOICTBA, POLIEAIINE YePe3 BeKa U OCTaBIINECS B

JIOKyMEHTaX HaIllUX JHEH.

6. Posib JOKyMeHTa B KHU3HH YesloOBeKa U O0ILeCcTBa.

7. MeTopl uccieIoOBaHus JOKYMEHTOBEAUYECKUX TIPOOIIEM.

8. HayuHo-ncTOpHYeCcKas 1 pakTU4ecKas ICHHOCTh JOKYMEHTA.

9. JlokyMeHTHI B cpepe mpaBa U yIpaBiIeHHUSL.

10. BnusiHue Hay4HO-TEXHUYECKOH PEBOJIIOLIMY Ha Pa3BUTHE JOKYMEHTA.

11. Pa3zButre Gopmymnspa 10KyMEHTA.

12. 3akoHO#ATENBHBIE aKThl, HOpMaTHUBHbIE MaTepuanbsl X VI — Havana XX B.

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

14. Yauduxauus 1 cTaHAapTU3aLUs YIPABICHYECKUX JOKYMEHTOB.

15. FOpuaunueckast cuina JOKyMEHTA: MOJUIMHHUKY (OPUTHHAJIBI) IOKYMEHTOB, KOIIUU IOKYMEHTOB
U UX BUJBI

16. IlonsiTue 0 JOKYMEHTOOOOPOTE MPEATIPUATHS

17. Opranusanus paboThl ¢ BXOAAIUMH JOKYMEHTaMH

18. Opranusanus paboThl ¢ UCXOISAIIUMU JOKYMEHTAMU

19. OcoGeHHOCTH OpraHu3aluyu paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMHU

20. oxyMeHTO000pOT B MH(OPMAITMOHHOM 00€CTICUEHUHN YIPABJICHUS B €TO COCTABHBIC YaCTH.

21. OcHOBHBIE ATaIlbl U MPUHLUIBI PAOOTHI COTPYAHUKOB CIYKO JOKYMEHTAIllMOHHOTO obecreye-
HUS C BXOJSIIUMHU, UCXOSIIMMU U BHYTPEHHUMH YIIPABJIEHYECKUMU JTOKYMEHTAMHU.

22. O030p OCHOBHBIX CHUCTEM UIEKTPOHHOI'0 JJOKYMEHTOOOOpOTA. MpecTaBlIeHHbIX B Poccuu u 3a
pyOexKoM.

24. AHanu3 BHEAPEHUS CUCTEM JIEKTPOHHOTO JIEJIONPOU3BOICTBA U JIOKYyMEHTO000pOoTa

14.1.3. Tembl 0IPOCOB HA 3aHATHAX

[ToHsTHE, LIENN ¥ 3a]1a4¥ U3y4aeMOW JUCIUILINHBL. Pa3BUTHE M CTaHOBIICHHE JETIONPOU3BOJICTBA B
Poccun. Opranuzanust I€I0NpOr3BOCTBA HA NPEINPUATHSAK. 3HAYCHHE U MECTO IOKYMEHTOB B CHCTEME
yIpaBJICHUS

[ocymapcTBEHHOE peryimpoBaHue, HOPMAaTUBHO-TIPABOBAs U METOANYECKasi OCHOBA JIOKYMEHTAIIU -
OHHOTO oOecriedeHus1 ynpapieHus. CyIIHOCTb, HANPABICHHUS U BHIBI TOCYIAPCTBEHHOTO PETYINPOBAHHUS
JOKYMEHTAI[MOHHOTO OOECTIeUeHHs YIpaBlICHHs, Ha3HauYe€HHE, OCOOCHHOCTH M COOTHOILICHHE HOpMa-
TUBHO-TIPABOBOTO M METOANYECKOro peryanpoBanus. COCTaB M CTPYKTYpa HOPMATUBHOM, IIPABOBOM U Me-
TOANYECKONW OCHOBBI JIOKYMCHTAIIMOHHOTO 00CCIICUCHHMs YIIPABICHUS, HAIMOHAIBHBIX U JIOKAJIbHBIX HOP-
MaTUBHO-METOIMYECKHX JIOKYMEHTOB. YHU(DUKAIMS U CTaHIAPTH3AIINS.

TpeboBanus k Omankam TOKyMeHTOB. [lopsimok pa3zpaboTku 6mankoB. O0mue TpeOOBaHUS K JJOKY -
MEHTaM, W3TOTOBJISIEMBIM C TOMOIIBI0 TEXHUYECKHX cpenacTB. OcoOeHHOCTH O(OpMIICHUS OTHCIHHBIX
PEKBH3HTOB.

[TpaBuna opopmieHHsT JOKYMEHTOB, COCTaB M Ha3HAUCHHE PEKBH3UTOB. PONb M BUIBI yIpaBJcH-
YECKUX JOKYMCHTOB.

CocTaB M Ha3HAYCHUE OT/ACIBHBIX BUIOB OPraHU3aIlMOHHO-TIPABOBBIX, PACTIOPSIUTECIBHBIX U HH-
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(bopMaLMOHHO-CIIPABOYHBIX JJIOKYMEHTOB. JIOKyMEHTaNbHBIH (OHA U IEepeyeHb JOKYMEHTOB, 00pa3yro-
IIUXCS B MPOIIECCe IEATEIbHOCTH MPEANPUSATHUSI.

CocTas, pacronoXeHue 1 mpaBuia opopMICHHs] pEKBU3UTOB OTICIbHBIX BUJIOB OPraHU3aLMOHHO-
MIPABOBBIX, PACIOPAIUTENBHBIX U HUH()OPMALIMOHHO-CIPABOYHBIX AOKYMEHTOB. OcobeHHOCTH odopmIie-
HUSI OTJICJIBHBIX BHJIOB IOKYMEHTOB, 00pa3yIOIIMUXCS B IPOLIECcCe ACATEIbHOCTH MPEANPHUSITHS.

[TonsiTue «10KyMEHTOO00OpPOT» U €r0 pazBuTHe. OCHOBHBIE IPABHJIA OPTaHU3AIMH IOKYMEHTO000-
pota B opranu3anuy . Cxema JIBMKEHHS M TEXHOJIOTUSI 00pabOTKU TOKYMEeHTOB. [IoHsATHE TOKYMEHTOIO-
TOKa, €ro CTPYKTypa, MMOKa3aTesd OLEHKU JOKYMEHTONOTOKa. JKM3HEeHHBIH UK ToKyMeHTa. KoHTpoib
VCIIOJTHEHMSI TOKYMEHTOB.

OcHoBHbBIE HOPMBI U MpaBuiia opopmiieHUs: padoT, BHIMOIHAEMBIX CTYyAEHTaMU B Ipoliecce o0yye-
HUS, C Yy4yeToM TpeboBaHMi oOpa3oBarenbHOro crangapra Byza OC TYCVYP 02-2013 (CTO
02069326.1.02-2013) - PaboThI CTyAeHYECKHE TI0 HAMPABICHUSM IMOATOTOBKH M CIICIIHAIBHOCTSM Tyma-
HUTAPHOTO Mpodus

Homenknatypa nen. [lopsnok cocTaBieHus W YTBEP)KIEHUS HOMEHKIATYPHI /1. YCTaHOBJICHUE
cpokoB xpaHeHus nen. @opmuposanue u opopmiieHue aen. OpraHuszanus ONepaTHBHOIO XpAaHEHUS JIE.
DKcnepTusa IEeHHOCTH N0KyMeHTOB. Odopmiienue nen. [lopsiiok nepenadn TOKyMEHTOB Ha XpaHEHHE B
apXUB.

OcHoBHbIE 337]a4ll OpraHU3alUH JIEKTPOHHOTO AJOKYMEHTO000poTa. CHCTEMBI JIEKTPOHHOTO JI0-
kymeHTtoobopotra COJI. Dramer pa3zButus, kinaccel, HasHadyeHne COJl. OCHOBHbBIE CBOWCTBA CHCTEM DIICK-
TpOHHOTO JoKyMeHTooOopoTa. OcHoBHBIE TUIBI COJl. OcobernHocT opranuzanuu CIJ]. Cucremsl 3mek-
TPOHHOTO TOKYyMEHTOO00POTa, IpecTaBiIeHHbIe B Poccuu.

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

TpeboBanus k 61aHkam JokyMeHTOB. [loAroToBKa K cOCTaBIEHUIO JOKYMEHTOB. CXeMbl pacnoo-
*eHus: JokyMeHToB. CocTaBieHre GpopMyssipoB 1okymMeHTOB. OOmuii 61aHk. biaHk KOHKpeTHOro BHUIa
JIOKyMeHTa. biank nuceMa.

O6ume TpeboBanus K oopmiieHHIO TekcTa oTyeTa. OdopmiieHHEe TUTYIBHOTO JIMCTA, PUCYHKOB,
TAOJIHII, CIIUCKA UCTIOJIb3YEMbIX HCTOYHHKOB

[TpaBuna cocraBieHus U 0pOPMIICHHS OPTaHU3ALOHHO-PACHIOPSIIUTENBHBIX JOKYMEHTOB (yCTaB,
MOJIOKEHHE, ITATHOE PAaCICaHUe, MHCTPYKIIHS, IPUKa3, pacoOpsDKEHHE, PEelIeHNe, IIPOTOKON, TOCTAHOB-
JICHUE)

[lpaBuna coctaBineHust U oGopMIICHUS WHPOPMAIMOHHO-CIPABOYHBIX JTOKYMEHTOB (ZI€IOBOE
HUCHbMO, TOKJIAIHAs U CIyKeOHasl 3allUCKH, aKT, CIIpaBKa, u JIp. )

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

[Tomxoapl K CO3MaHUIO CHCTEM AJIEKTPOHHOTO JIOKYMEHTOOOOpoTa. TpeboBaHus K cucTemMam. JTa-
bl BBIOOpA CHCTEMBbl aBTOMATHU3aLMU. JTalbl BHEAPEHHs CUCTEMBl aBTOMaTH3auuu. CUCTEMbl aBTOMATH -
3alliu JOKYMEHTONOTOKAa. CUCTEMBI 3JIEKTPOHHOTO TOKyMEHT0000poTa. OCHOBHBIE TEXHOJIOIMH PabOThI €
JNokyMeHTaMu. OCHOBHBIE CBOWCTBA CUCTEMBI 3JIEKTPOHHOTO 1I0KyMeHTooO0opoTa. OcHoBHbIE TUMBI CO/I.

Howmenxknarypa nen. Buner Homenknatypel. @opmupoBanue nen. OpraHu3amnus XpaHeHHUs JTOKY-
MEHTOB Ha npeAnpusaTuu. [ToaroroBka 10KyMEHTOB K c/jaue B apXUB.

14.1.5. Bonpocs! 115 3a4éTa ¢ OLEeHKOMH
1. JIOKyMEHT U €ro MeCTO B CUCTEME YITPABICHHS

2. HopMaTHBHO-METOJJMUYECKUE AKThI, PETJIAMEHTHPYIOIIUE CO3/1aHue U 0POPMIICHHE TOKYMEHTOB.
3. JIokyMeHTOBeIeHHE KaK HaydyHas TUCIMILINHA: OOBEKT, IPEIMET, OCHOBHBIC METOIBI.

4. [Nonsatne «MHGOPMAIHUS» U €T0 pa3BUTHE.

5. TloHsITHE «IOKYMEHT» U €0 Pa3BUTHE.

6. O0mMe u yacTHbIe QYHKIIUU JOKYMEHTA.

7. CriocoObl TOKyMEHTUPOBAHUS U UX Pa3BUTHE.
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8. IlonsTHE Cily’keOHOr0 JOKYMEHTUPOBAHUS U TPEOOBAHUS K IOKYMEHTAM.

9. Ilopsnok perynupoBaHusi, COIJIACOBAHUS U MOANMUCAHUS YIIPABICHUECKUX JOKYMEHTOB.
10. CymHOCTh YHU(DHKAIIMN U CTAaHAAPTU3AIUHN YIIPABIEHYECKUX JOKYMEHTOB.

11. TIpaBuiia oopmiieHUs CITYKEOHBIX JOKYMEHTOB.

12. PexkBU3UTHI U UX MIPEIHA3ZHAUYCHHUE.

13. O6mme TpeboBaHUS K TOKYMEHTHPOBAHUIO YIIPABICHYECKOM IEATETLHOCTH.

14. CocTas, copepxaHue U OCOOEHHOCTH pealn3ainuu TpeOOBaHUN K PACIOIOKEHUIO U odopmiie-
HUIO PCKBU3HUTOB JOKYMCHTOB.

15. CtpykTypu3anus TEKCTOB YIIPaBICHYECKUX TOKYMEHTOB.

16. Bunsl yHupHUIMPOBAHHBIX TEKCTOB, 0OCOOCHHOCTH O0(OpMIICHHS TpadapeTHOro TeKCTa, AaHKETHI
Y TaOJIUIIBL.

17. TpeGoBanust K COAEPKAHUIO, CTPYKTYpPE M CTUIIIO U3JI0KEHHUS YIPABICHUECKUX JOKYMEHTOB.

18. Oprann3aliMOHHO-paCIOPAIUTENIbHAs TOKYMeHTalusd. OCHOBHBIE BUJIbI YIIPABICHYECKUX J10-
KYMEHTOB.

19. UndpopmanimoHHo-crpaBouHasi JokyMeHTalus. OCHOBHBIE BUIbI

20. IlpaBuna v cTUIIb HAITMCAHUS AEJIOBOIO IIMChMA.

21. Buasl Aen0BOro nuchma.

22. OcoOEHHOCTH MEPENUCKU C MHOCTPAHHBIMU TAPTHEPAMH.

23. Buapl IOTOKOB JOKYMEHTOB U CTaJUH UX 00pabOTKH.

24. Peructpanuust JTOKyMEHTOB.

25. KOoHTpOJIb UCIIOIHEHUS TOKYMEHTOB.

26. Homenknarypa fen u ux (OpMUPOBaHUE.

27. Odopmienue nien.

28. XpaHeHue z1e1 U MOPAJOK CIaul UX B apXUB.

29. PaboTa ¢ TOKyMEHTaMH, COJICPKATUMHI KOMMEPUYECKYIO TaliHY.

30. IToHsATHE “ANEKTPOHHBIN TOKYMEHT B MH()OPMAIIMOHHON CHCTEME OpraHU3aLlH.
31. TepMuHONOTHS, UCTIONB3yeMasi B CUCTEMaX 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

32. 3agaun cucTeM EKTPOHHOTO JOKYMEHTOOO0POTA.
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33. YnpasieHue 3IeKTPOHHBIMU JOKYMEHTaMHU.

34. Knaccugukarys CucTeM 3JIEKTPOHHOTO JOKYMEHT0000pOTa.

35. TToaxomp! K CO3AaHHUIO CHCTEM JICKTPOHHOTO JOKYMEHTOO00pOTA.

36. DTambl BEIOOpa ¥ BHEIPCHHSI CUCTEMBI aBTOMATH3AITUH.

37. IIpobaeMbl IPaBoOro peryaupoBaHuUs JIEKTPOHHOTO JOKYMEHTO000pOTa.

38. Dranbl pa3BUTHS JOKYMEHTOOOOPOTA.

39. TloHATHS, TPUHLIUIIBI 1 OCOOEHHOCTH MOCTPOCHUS ABTOMATU3UPOBAHHBIX CHUCTEM KOHTPOIIS
ucnosHeHus 1okymeHToB (ACKU /).

40. CucTtemsbl 3JIEKTPOHHOTO JOKyMEeHTooOopoTa. O6mue nonoxenus. Haznauenus CO/I.

41. OCHOBHBIE CBOMCTBA CUCTEM DJICKTPOHHOTO JIOKYMEHTOO0OpOTA.

42. OCHOBHBIE TEXHOJIOTUHU PabOTHI ¢ JokyMeHTamMu B CO/I.

43. O0mas kmaccuuKaIus CUCTEM JIEKTPOHHOTO JOKYMEHTO000poTa

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

3A0POBbH U HHBAJIHUI0B

st i ¢ orpaHUYEHHBIME BO3MOXKHOCTSIMU 3/I0POBbSI M HHBAJIHMJIOB MPEAYCMOTPEHBI JOTIOTHU -
TEJIbHBIC OLICHOYHbIE MaTepUalibl, IEPEYCHb KOTOPBIX YKa3aH B Tabmuie 14.
Tabmuna 14 — JlonosHUTEIbHBIE MaTepUaIbl OLICHUBAHUS JIJIS JIUI] C OTPaHUYEHHBIMU BO3MOXHOCTSIMHU

340POBbA U HHBAJIMAOB

Kareropun
00yJarommxcs

BI/II[I)I JOIIOJTHUTCIBHBIX OLICHOYHBIX
MaTepualioB

@DopMbI KOHTPOJISI U OLIEHKU
pe3ynbTaToB 00y4eHUs

C napyueHusmMu
ciyxa

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

[IpenMy11ieCTBEHHO MMCHMEHHAs
IIPOBEPKa

C napymeHusMu
3peHHUs

CobecenoBanue 1o BOIIPOCaM K 3a4eTy,
OIIpOC MO TEPMUHAM

[TpenMyIIeCTBEHHO yCTHAsI IPOBEPKa
(MHIMBUAYATIBHO)

C napyueHusmMu
OIIOPHO-
JIBUTATEITLHOTO
armapara

Perienue qucTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIE Pa0OTHI, MUCbMEHHbIE
CaMOCTOSITeNIbHbIE PabOTHI, BOIIPOCHI K
3a4eTy

HpeI/IMyIJ_[eCTBCHHO JUCTaHIIMOHHBIMHA
METOAAMU

C orpaHUuYEHHUSIMH 11O
O0IIeMeTUITUTHCKIM
MOKa3aHUSIM

TecThl, MICEMEHHBIE CAMOCTOSTEIIbHbIE
paloThl, BOTIPOCHI K 3a4eTy,
KOHTPOJIbHBIE PA0OTHI, YCTHBIE OTBETHI

[Ipenmy1iecTBEHHO IPOBEPKA
METOJJAMHU HCXOAS U3 COCTOSTHUS
00ydJaronierocst Ha MOMEHT IIPOBEPKHU

14.3. MeTroauyeckue peKOMEHIAUMHU 110 OLEHOYHBIM MATEPHAIaM JIsl JIUL C OTPAHUYEHHBIMH
BO3MOKHOCTSIMU 3/10POBbSI 1 HHBAJIN/I0B

Jns nun ¢ orpaHMYEHHBIMH BO3MOXKHOCTSIMH 37I0POBbSl M1 MHBAJIMJOB IpPEIyCMaTpUBAETCS J10-
cTynHas (hopMma MpeoCTaBICHUS 3aJaHUI OLIEHOUHBIX CPEJICTB, @ UMEHHO:

- B reyaTHou (opme;

- B IeYaTHOU (popMe C YBETUUEHHBIM MPUDTOM;

- B (hopMe INIEKTPOHHOTO TOKYMEHTA;

- METOJIOM YTEHUSI ACCUCTEHTOM 3aJIaHus BCIIYX;

- IIPEJOCTABIICHUE 3a/laHUsl C UCTIOJIb30BAaHUEM CYpPJIOTIEPEBO/A.
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.HI/II_[aM C OrpaHUYCHHBIMH BO3MOXHOCTSAMU 300POBbA W HMHBAJIWIAM YBCIWNYHUBACTCA BPCMSA Ha
MOJI'OTOBKY OTBETOB Ha KOHTPOJIbHBIE BONPOCHL. i1 TaKMX 00yYaroIIuXcsl MpeyCMaTprUBaeTCsl TOCTYII -
Hast popMa MpeoCTaBICHHS OTBETOB Ha 3a/1aHUs, @ IMEHHO:

- NMMCbMEHHO Ha OyMmare;

- Ha0Op OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C UCIIOJIL30BAHUEM YCIIYT aCCHCTCHTA;

- NPE/ICTaBICHUE OTBETOB YCTHO.

[Tporneypa orieHUBaHUS PE3yJIbTATOB OOYUSHHS JIMII C OTPAaHUYECHHBIMU BO3MOKHOCTSIMH 3JI0pO-
Bbsl M1 MHBAIMJIOB IO JUCUHUIUIMHE TPEeIyCMaTpUBAET MpeAocTaBiIeHne nHdpopmanun B Gopmax, aaarnTH-
POBaHHBIX K OTPAHUYCHUSM X 370POBBS M BOCIIPUATHS HHPOPMAIINH:

JJ1s1 JIMI ¢ HAPYIIEHUSIMH 3PeHUsI:

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOM (hOpME YBEITMUCHHBIM HIPUPTOM.

JIJ1s1 JIMI ¢ HAPYIIEHUSIMHM CJIyXa:

- B (hopMeE AIIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU (opme.

JIJ1s1 JIMI ¢ HAPYIIEHUSIMHM OTIOPHO-ABUTaTEJLHOI0 anmapara:

— B (hOpMeE IJIEKTPOHHOTO IOKYMEHTA;

- B Ie4aTHOU opme.

HpI/I HeO6XO)II/IMOCTI/I JJI 1AL € OTPaHUYCHHBIMU BO3MOXXHOCTAMMU 30J0POBbSA U UHBAJIMJ0B IIPOLC-
Jlypa OIICHUBAHUsI PE3yJIbTaTOB 00yUCHHUST MOXKET MPOBOIUTHCS B HECKOIBKO ATAIOB.
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