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1. O01mue moJI0:KeHus
1.1. lean AUCHUIIHHBI

1. ®opMupoBaHHE y CTYACHTOB MOHATUNH O COBPEMEHHOM JOKYMEHTAIIMOHHOM OOecredeHUn
JeSITENIbHOCTU OpraHU3allfii, HABBIKOB pa3pabOTKH OpraHU3allMOHHO-YIIPABICHYECKONW TOKYMEHTAUH C
HCIOJIb30BAHUEM COBPEMEHHBIX TEXHOJOTHH »3IEKTPOHHOIO JOKYMEHTOOOOpOTa, YMEHHUS
OPUEHTUPOBATHCS B 3JEKTPOHHBIX CHCTEMaxX JOKYMEHTO0OOpPOTa, CIIOCOOHOCTH CaMOCTOSTEIbHO
IIPUHUMATDH PELICHUs O IPUMEHEHUU COOTBETCTBYIOIIUX TEXHOJOTUM JOKYMEHTUPOBAHUS B KOHKPETHBIX
CUTyalusx.

1.2. 3agauy AUCHUILIUHBI

1. ChopMupoBaTh y CTYIAEHTOB UYETKOE MpEACTaBICHHE O HEOOXOJUMOCTH U POJH
JIOKYMEHTAIlMOHHOTO 00eCIIeUeHNs B JeSITeIbHOCTH OpraHU3aliu.

2. O3HaKOMHTH CTYJIEHTOB C OCHOBAMH JIEJIONPOU3BOCTBA U JOKYMEHTOO0OPOTa B OpraHU3aIUsIX.

3. [loka3aTh poJib U MECTO COBPEMEHHBIX CHCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa B
NeSITeIbHOCTH OpraHu3alui.

4. O0yuuTh CTYAEHTOB pa3pabaThiBaTh OPraHU3AIMOHHO-YIPaBICHUECKYIO TOKYMEHTALHIO C
HCIOJIb30BAHUEM COBPEMEHHBIX TEXHOJIOTUN AJIEKTPOHHOTO JOKYMEHTO00O0pOTA.

2. MecTo aucuuniannsl B crpykrype OIIOIT

bnok nucuunnun: b1. ucuumiunasl (Moayan).

Yacte 6soka aucturiuH: YacTs, popmupyemast ydacTHUKaMH 00pa30BaTEIbHBIX OTHOIICHHIA.

Monynb quctumminH: Moayiib IPOEKTHOM AeSTEIBHOCTH (Minor).

HNunexc nuctumaunel: b1.B.04./1B.01.03.

PeanusyeTcs ¢ mpUMEHEHHEM SJIEKTPOHHOTO OOy4YeHUs, JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHH.

3. Hepeqeﬂb IJIAHUPYEMBIX PE3YyabTAaTOB Oﬁy‘lel-[]/lﬂ mo JTMCUMIIJIMHE, COOTHECCCHHBIX C
HHAUKATOPpaAaMH J0CTUKCHUSA KOMIIeTeHIInii

[Iponecc u3ydeHus: TUCHUTUTMHBI HANpaBjieH Ha GOPMHUPOBAHUE CIEAYIONIUX KOMIICTCHIIUHA B
cootBeTcTBUU ¢ ®I'OC BO 1 ocHOBHO# 00pa3oBaTeIbHOM mporpaMmoi (Tadsmma 3.1):
Ta6mmma 3.1 — KoMnereHInn 1 HHAUKATOPBI UX JTOCTHIKEHUS
WNHauKaTOpsl OCTHKEHUS [Tnanupyemble pe3yabTaThl O0ydeHUS 110
KOMIICTEHIIMH JUCLUIUIMHE

Komnerenius

YHI/IBepcaJILHbIe KOMIIETCHIIMHU
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VK-4. Cniocoben
OCYHIECTBIISATH JCIOBYIO
KOMMYHHKAIUIO B YCTHON
Y TUCbMEHHOU (hopMax
Ha roCcyJIapCTBEHHOM
s3p1ke Poccuiickoi
®denepannu U
WHOCTPAaHHOM(BIX)
s3BbIKE(ax)

VYK-4.1. 3HaeT npuHIUIIEL
MOCTPOCHHUS YCTHOTO U
MMUCHbMEHHOTO BBICKA3bIBAHUS
Ha PYCCKOM U
HMHOCTPAaHHOM(BIX) SI3bIKAX,
MpaBHjIa U 3aKOHOMEPHOCTHU
JIETOBOM YCTHOU H
MUCHbMEHHOW KOMMYHUKAIIH;
BJIaJI€ET IIUPOKUM CIIOBAPHBIM
3armacom, I0CTaTOYHbBIM ISt
OCYILIECTBIICHHUS I€TTOBOI
KOMMYHUKAITUHM B paMKax
aKaJeMUYECKON U
npodeccrnoHaIbHOM
HaNpPaBJICHHOCTU

3HaeTr HOPMATHUBHBIC JTOKYMCHTHI,
pErIaMeHTHPYIOLINE COCTABICHUE U
oopmIIeHHE JOKYMEHTOB, OPSAA0K PAOOTHI €
HUMH; COBPEMEHHBIC TPEOOBAHUS K
OpraHu3aluy, MpaBuiIa U HOPMbI pabOTHI €
JOKYMEHTaMH; OCHOBBI IE€JIONPOU3BOACTBA U
AJIEKTPOHHOTO JOKYMEHTO000pOTa B
OpraHu3alusaX, IPUEMbl UCIIOJIb30BAHUS
JIOKYMEHTO000pOTa; TOCYAapCTBEHHYIO
HOJIMTUKY B cpepe TOKYMEHTAIlMOHHOTO
oOecreyeHust yIpaBlIeHUs JJIEKTPOHHBIMU
JOKYMEHTaMH U 3JIEKTPOHHBIM
JOKYMEHTOOOOPOTOM; MIPUHIIUIIBI U IPOLIEAYPbI
MOJTOTOBKH U 0(hOPMIICHHUSI OPTaHU3AIIOHHO-
YIIPaBIEHYECKAX

JIOKYMEHTOB; IPUHIIMITBI IOCTPOEHUSI YCTHOTO
Y IMCBbMEHHOI'O TEKCTA JIOKYMEHTOB Ha
PYCCKOM 3BIKE, IIpaBUIIA U

3aKOHOMEPHOCTHU MTOCTPOCHHUS I€TI0OBOM YCTHOM
Y IIMCbMEHHOH KOMMYHUKaIUU.

VYK-4.2. ImeeT npencraBiieHue
00 0COOEHHOCTSIX YCTHOH U
MICbMEHHOW KOMMYHUKAIUU B
COOTBETCTBUH C Pa3IUYHBIMU
CTUJISIMH, XaHpaMH U hopMaMu
JICIIOBOTO OOIICHHUS; BRHIOMpPAET
KOMMYHHKaTHBHO
MpUEeMJIEMbIE CTHIIH JEJIOBOTO
o01ieHus1, BepOaibHbIe U
HeBepOaJIbHbIE CPEACTBA
KOMMYHHUKAIIH

HNwmeer MMpEACTABJICHUE O I'PAMOTHOM
COCTaBJICHUU U 0(OPMIICHUH OpPraHU3aluOHHO-
YIPaBIEHYECKUX JTOKYMEHTOB, C Y4ETOM
0COOCHHOCTEH YCTHOM M MMMChMEHHOM
KOMMYHHKAIIUX B COOTBETCTBUU C PA3TUIHBIMHU
CTWISIMH, KaHpaMy U (opMaMu JeITOBOTO
OOIIIeHMS, UCIIOJIb3yEeMbIE B IEATEIIHHOCTH
OpraHu3alIyil; npeacTaBieHue 0o
MCIOJIb30BaHNU BO3MOKHOCTH OOIIIETo U
3JIEKTPOHHOTO TOKYMEHTO000pOTa JIst
NPUHSATHS U JOKYMEHTAIBHOTO 0(OPMIICHUS
YIPaBJIEHYECKUX PEIICHUH.

VYK-4.3. YMmeeT cocTaBisITh
COOCTBEHHBIC YCTHBIC U
MTMCEMEHHBIC BBICKA3bIBAHUS HA
PYCCKOM ¥ HHOCTPaHHOM(BIX)
SI3bIKAaX B COOTBETCTBHUU C
PEUEBBIMH CUTYAIHSIMH,
Hanbosee BOCTpeOOBaHHBIMU B
paMKax akaJgeMUIeCKON U
npodeccroHaIbHOU
HaNpPaBJICHHOCTU

YMeeT npuMeHsSITh Ha IPAKTUKE JETIOBYIO
KOMMYHHKAIIHIO B YCTHOM U THCBMEHHON
(hopmax, METOBI M HABBIKH JIEJIOBOTO OOIICHUS
Ha PYCCKOM SI3BIKE; CAMOCTOSTEIbHO OCBAaNBATh
3HAHU, HE0OXOAUMBIE Il PaOOTHI C
JIOKyMEHTOOOOPOTOM B KOHKPETHBIX cepax
JESTEIIbHOCTH OpraHu3aluu;

VK-4.4. Baaneet HaBEIKaMU
IpUMEHEHHSI HH()OPMAIIMOHHO-
KOMMYHHKAITMOHHBIX
TEXHOJIOTUN JJIsd
OCYILIECTBIICHHUS JIETTOBOM
KOMMYHHKAIIMH Ha PYCCKOM U
HMHOCTpaHHOM(bIX) sI3bIKe(ax) B
MUCHbMEHHOU M YCTHOH hopme

Brnaseer HaBbIKaMU COCTAaBICHHS U

o OpMIICHHSI OpPTraHU3aIMOHHO-
yIIPaBICHYECKHX JOKYMEHTOB B chepe
npodeccHoHaIbHOM AEATENFHOCTH; HABBIKAMHU
IpUMEHEeHHs] HHPOPMALIMOHHO-
KOMMYHHUKAIIUOHHBIX TEXHOJIOTUH JJIA
OCYIIIECTBIICHUS JICTIOBOH KOMMYHUKAITUH,
HaBBIKAMU 0(hOpMIICHHUST paOOT, BHIIOTHIEMbIX
CTYZICHTaMH B Ipoliecce 00yueHusl, ¢ y4eTOM
TpeOoBaHUI 00pa30BaTEIHLHOTO CTAaHAAPTA By3a

Ob6menpodeccuoHanbHbIe KOMIIETEHIIUN
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IpodeccuonanbHbIe KOMIIETEHIIUN

[1K-5. Cnocoben ITK-5.1. 3HaeT OCHOBBI 3HaeT poJib ¥ 3HaYCHUsI HHPOPMALIMOHHBIX
MCIIOJIb30BaTh AJIs UH(POPMALIMOHHBIX TEXHOJIOTHI B COBPEMEHHOM MHUpE; Hanboee
pelieHus TEXHOJIOTMI B 9KOHOMUKE; 3¢ PeKTUBHBIE
AHAIUTUYECKUX U MH(POPMALIMOHHBIE TEXHOJIOTHH U
UCCIIEIOBATENbCKUX IIPOrPaMMHBIE CPEACTBA IS PELLICHUS
3a/1a4 COBpEMEHHbIE npodeCCUOHATBHBIX 3a1au.
TEXHUYCCKHUEC CPEACTBA U [TK-5.2. YMeeT UCIONIb30BaTh | YMEET UCIIONb30BaTh HH)OPMAIIHOHHBIE
MH(OPMALIHOHHBIC JUISA pELICHUs AaHATUTUYECKUX |TEXHOJIOTUU U COBPEMEHHBIE TEXHUYECKUE
TEXHOJIOTUH M UCCIIEA0BATENILCKUX 3a7a4  |CPEACTBA IPU PELIEHUN
COBPEMEHHbIE TEXHUUECKHUE  |MPOPEeCcCCHOHANbHBIX 3a/1aY .
CpEeJICTBa;
[1K-5.3. Baageer HaBblkaMu | BrageeT HaBBIKAMU HMCIIOIB30BaHUA
OpUMEHEHHUs COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTUI
MH(POPMALIMOHHBIX U MIPOTrPaMMHBIX CPEJICTB JUIsl PELLICHUS
TEXHOJIOTUH B npodeCCUOHATIBHBIX 3aau.
SKOHOMUYECKON
NEeSITETbHOCTH.

4. O0beM IMCUMILIMHBI B 324€THBIX eJUHULIAX C YKa3aHHEM KOJIHYeCTBA aKa/leMHYeCKUX YacoB,
BblJIeJIEHHBIX HA KOHTAKTHYI0 pa0oTy 00y4aromuxcsi ¢ npemnojaaBarejieM
U HA CAMOCTOSITEJIbHYI0 Pa00oTy 00y4Yaromuxcs

OO61mast TpyA0€MKOCTh AUCHUIUIMHBI COCTABISAET 4 3a4eTHBIX equHUI, 144 akageMHuecKUX 4acoB.

Pacnpenenenue Tpya0eMKOCTH JTUCHUILIMHEI 110 BUAAM Y4EOHOU JesATEIbHOCTH MPEICTABICHO B
Tabnune 4.1.

Ta6ymmna 4.1 — Tpy10eMKOCTh AUCITUIUIMHBI 110 BUJAM YU4SOHOM eI TeIbHOCTH

Bcero |Cemectpsl

Bunpl yueOHol nesTeIbHOCTH
4acoB |4 cemecTp

KonTakTHas aynuTtopHas padora o0y4yaomuxcs ¢ npenojaparesieM, Bcero 72 72
JIeKIIMOHHEBIE 3aHATUS 36 36
IIpaxkTHueckue 3aHATUS 36 36
CamocTosiTe/ibHasi padoTa 00y4aloUIUXCsl, B T.4. KOHTAKTHasA 72 72
BHeayJAUTOpHasi paboTa o0y4aromuxcs ¢ npenoaasarejieM, Bcero
[ToaroTroBka K 3a4eTy ¢ OLIEHKOH 36 36
IToaroroBka K TECTUPOBAHUIO 22 22
Hanucanue oTdera no nmpakTU4ECKOMY 3aHATHIO (CEMUHApY) 14 14
Oo0mast Tpy10eMKOCTh (B Yacax) 144 144
O0mas TpyroeMKocTh (B 3.e.) 4 4

5. CTpykTypa ¥ coep:kaHue TUCHHUILIMHBI
5.1. Pa3nennl (TeMbl) JUCHUIJIMHBI U BUAbI Y4eOHOI 1eATeJIbHOCTH

CTpyKTypa IMCHUILUIMHEI TIO pa3jaeiaM (TeMaMm) ¥ BHaaM y4eOHOW NesSTeIbHOCTH IPUBEICHA B
tabmmre 5.1.
Ta6auma 5.1 — Pa3nensl (TeMbl) TUCIUIIIMHEBI M BUJIBI YICOHOM e TEILHOCTH

Jlek. Cam. |Bcero yacos
IIpax. dopmupyembie
Hazpanwust pa3nenoB (Tem) AUCIUILTHHBI 3aH., pao., (6e3
3aH., 4 KOMTIETCHIINH
q q HK3aMeHa)
4 cemecTp
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1 Tlpenmer, conep:kaHue U 3a7a4u Kypca. 4 - 8 12 [IK-5, YK-4
Jenonpoun3BoCTBO U JOKYMEHTOOOOPOT B
npoeCCHOHATLHON IEATEIIEHOCTH.
2 [TpaBOBBIE U HOPMATUBHBIE OCHOBBI 2 4 10 16 [1IK-5, YK-4
JIOKYMEHTHPOBAHUS yIPaBIE€HYECKON
JESITEIIbHOCTH
3 Ilonsatue noxkymeHnra. CBOMCTBa TOKyMEHTaA. | & 4 10 22 IIK-5, YK-4
Knaccudukanus nokymenta. CTpykrypa
nokymeHTta. TpeGoBaHus K 0POPMIICHHIO
JIOKYMEHTOB.
4 Cucrembl JoOKyMeHTOB. COCTaBJICHHE U 8 24 22 54 [IK-5, YK-4
o(opMIIEHHE YyIPABIECHUYECKUX JOKYMEHTOB.
5 Opranu3zanus paboThl ¢ JOKYMEHTaMHU 4 - 6 10 [1K-5, YK-4
6 ©®opMUpPOBaHUE U TEKYIEE XPAHEHUE 4 2 8 14 I1K-5, YK-4
JOKYMEHTOB. [IoaroToBKa TOKYMEHTOB K
nepeaye B apXuB
7 DNEeKTPOHHBIN TOKyMEHTOO00O0POT, 6 2 8 16 [IK-5, YK-4
KJIFOUEBBIE MTOHSTHSI, OCHOBHbBIE KOHIIETILIUN

Uroro 3a cemectp| 36 36 72 144

Uroro| 36 36 72 144

5.2. Conep:xanue pa3esoB (TeM) JUCHUINIMHBI

Copepxanue pa3aesioB (TeM) TUCIUTUINHBI (B T.Y. [0 JISKIIUSIM) IPUBEICHO B Tadwmie 5.2.
Tabmuma 5.2 — Coneprkanue pas3ienoB (TeM) TUCIHUILIMHEI (B T.4. TI0 JICKIUSIM)

TpynoemkocThb

Haspanwus paznenos | Copepixanuie pa3aenoB (TeM) AUCIUTIIHHBI (B dopmupyembie
(Tem) TUCIUTITAHBI T.4. 110 JICKITHSIM ) (nexuonHbIe KOMIIETECHITUH
3aHATHSA), U
4 cemecTp
1 ITpeamer, [TousiThe, nenu u 3axa4un U3y4aeMomn 4 IIK-5, YK-4
COJICp)KaHWe W 3aJlayul | JUCIUIUIMHBL. Pa3BUTHE U CTaHOBJICHUE
Kypca. nenonpoun3BocTBa B Poccun. Opranuzanus
Jlenonpoun3BoCTBO U | ICTIONPON3BOJICTBA HA IPEATIPUITHIX.
JIOKyMEHTOOOOPOT B 3Ha4YeHUE U MECTO JJOKYMEHTOB B CUCTEME
npodecCuoHAIbHON yIpaBJeHUs
JCATCIBHOCTH. HUroro 4
5
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2 IlpaBoBble 1
HOPMAaTUBHBIE OCHOBbI
JIOKYMEHTHPOBAHHUS
YIIPaBICHYECKOM
JeSITEIIbBHOCTH

I'ocynapcTBeHHOE peryaupoBaHue,
HOpPMAaTUBHO-IIPaBOBasi U METOIUYECKAs
OCHOBA JIOKYMEHTALIMOHHOT'O 00ecTeyeHUs
ynpasiieHusi. CylHoCTb, HalPaBJIECHUS U
BH/JIbI TOCYIAPCTBEHHOT'O PEryJIMPOBaHUS
JIOKYMEHTallMOHHOT'O 00ecreYeHUs
yIpaBJICHUs, HA3HAYCHNUE, OCOOCHHOCTH U
COOTHOILIEHHE HOPMATHUBHO-IIPAaBOBOTO U
MeToIn4ecKoro peryiauponanus. Cocras u
CTPYKTypa HOpMaTUBHOM, IPABOBOM U
METOANYECKON OCHOBBI IOKYMEHTALIMOHHOT O
o0ecrieyeHus yrpaBieHHsI, HAITMOHABHBIX U
JIOKQJIbHBIX HOPMATUBHO-METOAUYECKUX
JOKYMEHTOB. Y HUDUKAIHS U

[IK-5, YK-4

CIIPABOYHBIX JIOKYMEHTOB. /J[0OKyMeHTaIbHbIN
GboH U IepeyeHb TOKyMEHTOB,
00pa3yromuxcs B Mpoliecce AesITeIbHOCTH
npennpustus. Coctas, pacroyioKeHHue U
npaBuiia 0POPMIICHUS PEKBU3UTOB
OTJENBbHBIX BUJIOB OPraHU3alMOHHO-
MIPABOBBIX, PACTIOPSAUTEIBHBIX U
MH(GOPMaLIMOHHO-CIIPABOYHBIX IOKYMEHTOB.
Ocobennoctr 0OpMIICHUS OTACITBHBIX
BUJIOB JIOKYMEHTOB, 00pa3yIoIINUXcs B
MPOLIECCE NEATEIbHOCTH MPEANPUITHUS.

CTaHAapTU3AIHSL.
Hroro
3 Ilonsatue nokymenra. | TpeboBaHus K O1aHKaM TOKyMEHTOB. IIK-5, YK-4
CaotictBa nokymenTa. |llopsgok pazpabotku 6mankoB. Obmue
Knaccudukanus TpeOOoBaHUS K JOKYMEHTaM, U3TOTOBIISIEMbIM
JnokyMeHTa. CTpyKTypa |C MOMOIIbI0 TEXHUUYECKUX CPEJICTB.
JIOKYMEHTA. OcobenHocTy 0POPMIICHHUS OTIETBHBIX
TpeGoBanwus K PEKBU3UTOB.
0(OPMIICHHIO OcHOBHBIE HOPMBI U TIpaBUiia 0hopMICHUS
JIOKYMEHTOB. paboT, BBIMIOIHAEMBIX CTYJICHTAMH B
mporecce 00yueHus, ¢ yueToM TpeboBaHui
00pa30BaTEeNLHOTO CTaHIApTa By3a
Uroro
4 CucteMbl [TpaBuna opopMiieHNsT TOKyMEHTOB, COCTaB H [IK-5, YK-4
JIOKyMEHTOB. Ha3Ha4Ye€HHE PEKBU3HUTOB. POb 1 BB
CocraBneHue u YIIPaBJICHYECKUX JOKyMEeHTOB. CocTaB u
odopmiieHne Ha3HA4Y€HHE OTAEJIbHBIX BUIOB
YIPaBICHYECKUX OpraHU3alMOHHO-TIPABOBBIX,
JIOKyMEHTOB. pacnopsAUTENbHBIX 1 UH(POPMAIIMOHHO-

Hroro

CornacoeaHa Ha noptane N2 71929




5 Opranuzanus padotsl | [loHATHE «TOKYyMEHTOOOOPOT» U €T0 4 [IK-5, YK-4
C IOKyMEHTaMH1 pazButue. OCHOBHBIE NMPaBUJIa OpraHU3AIII
JIOKyMEHTO000pOoTa B opraHu3anuu . Cxema
JIBUKCHUS I TEXHOJIOTHS 00pabOTKH
JIOKyMeHTOB. [loHsTHE TOKYMEHTOIIOTOKA,
€ro CTPYKTYpa, NOKa3aTesu OLCHKU
JIOKYMEHTONOTOKA. JKU3HEHHBIN LUK
nokymeHTa. KoHTpois
WCIIOJTHEHUS IOKYMEHTOB.
Hroro 4
6 ®opmupoBaHue U Homenkiarypa nen. [lopsanok cocrasieHus u 4 [IK-5, VK-4
TEKyIllee XpaHEHHE YTBEPKACHUSI HOMEHKJIATYpPhI JIE.
JIOKYMEHTOB. VYcTaHOBJIEHUE CPOKOB XpaHEHUS JEl.
[ToaroroBka dopmupoBanue u 0hoOpMICHHUE JIE.
JIOKYMEHTOB K Opranuzanus OnepaTUBHOTO XpPaHEHUS JIE.
nepeaaye B apxXuB DKcnepTh3a HEHHOCTH T0KYMEHTOB.
Odopmnenne nen. [lopsnok nepegaun
JIOKYMEHTOB Ha XpaHEHUE B apXUB.
Hroro 4
7 DNEKTPOHHBIN OcCHOBHBIE 3aJ1a4¥ OpPraHU3AUU 6 IIK-5, YK-4
JIOKyMEHTOO0O0POT, AJIEKTPOHHOTO IOKyMeHT0000poTa. CHCTEMBI
KJIFOYEBbBIC MTOHSTHS, AIIEKTPOHHOTO IOKyMeHTooOopoTa CO/I.
OCHOBHbBIE€ KOHIEIIIMM | DTaIbl pa3BUTHsA, Kiacchl, Ha3HaueHue CO/I.
OCHOBHBIE CBOMCTBA CUCTEM DJIEKTPOHHOTO
nokymeHnToooopora. OcHoBHbIe THIBI CO /1.
Oco6ennoctu opranuzaruu COJI. Cuctemsr
AIIEKTPOHHOTO JJOKYMEHTO000poTa,
npejacTaBieHHbie B Poccun
Hroro 6
Uroro 3a cemectp 36
Hroro 36
5.3. [IpakTuyeckue 3aHATHS (CEMUHAPbI)
HanMmeHnoBaHue MpakTUYECKUX 3aHATUN (CEeMHHAPOB) MPUBEACHO B Tabmuie 5.3.
Tabnuma 5.3. — HauMeHnoBaHue NPaKTUYECKUX 3aHATUN (CEMHHAPOB)
HasBanus pasnenon HanmeHnoBanue npakTHYECKUX 3aHATHI Tpynoemkocts, | DopMupyembie
(Tem) TUCHIUTUTAHBI (cemuHapOB) q KOMIICTCHITIH
4 cemecTp
2 IlpaBoBsble 1 TpeboBanus kK O1aHKaM JTOKyMEHTOB. 4 YK-4
HOpMAaTHBHBIE OCHOBHI |[10ATOTOBKA K COCTABIIEHUIO TOKYMEHTOB.
JIOKYMEHTHUPOBaHUS CxeMblI pacnosoKeHUsl IOKYMEHTOB.
yIpaBIeHUYECKOM Cocrasnenue GopMyISIpOB TOKYMEHTOB.
NEeATEILHOCTH OOmuii 6;mank. baHk KOHKPETHOTO BUIA
JIOKyMeHTa. biiaHk nucema.
HTtoro 4
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3 IonsTue nokymenta. | OO0mue TpeboBaHMs K 0(OPMIICHHIO TEKCTa 4 YK-4
CBolicTBa JOKYMEHTa. |0T4eTa CTyAeH4YecKuX padbot. OdopmiieHne
Knaccudukarus TUTYJIBHOTO JIUCTA, PUCYHKOB, TaOJIMII,
JTIOKYMEHTA. CIHCKA UCTIOIb3YEMBIX HCTOUHHKOB.
CrpykTrypa
JIOKYMEHTA.
TpeboBanus Utoro 4
0hopMIICHUIO
JIOKYMEHTOB.
4 CucteMbl [IpaBuna cocraBneHus U opopmIeHUS 12 VK-4
JTOKYMEHTOB. OpraHU3aIMOHHO-PACTIOPSAUTENbHBIX
Cocrasnenue u JIOKYMEHTOB (yCTaB, IOJIOKEHHE, IITaTHOE
odopmiieHne pacnucanue, UHCTPYKIUS, PUKa3,
YIpaBIeHYECKUX pacrnopsiKeHHe, peleHue, MPoTOKOJI,
JTOKYMEHTOB. MTOCTaHOBJICHHE)
IIpaBuna cocraBieHus: 1 0OpMIICHUS 8 YK-4
MH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
(lenoBoe MUCbMO, TOKJIAAHAS U CIyXKeOHas
3aIlUCKH, aKT, CIIpaBKa, 1 Jp. )
[TpaBwmia cocraBneHuss U 0hOpMIICHUS 4 VK-4
JIOKYMEHTOB JINYHOI'O XapakTepa (3asiBICHUE,
XapaKTepUCTHKa, aBTOOHOrpadus, pe3rome,
OT3BIB H JIp.
HTtoro 24
6 ®opmupoBaHue U HomeHnknarypa nen. Bubl HOMEHKIATypBI. 2 YK-4
TEKyIllee XpaHEHUE dopmupoBanue aenn. Opranuzaus XpaHeHUs
JIOKYMEHTOB. JOKYMEHTOB Ha npeanpustuu. [loaroroska
[ToaroroBka JIOKYMEHTOB K CJlau€ B apXMB.
JIOKYMEHTOB K
nepeaaye B apxXuB Hroro 2
7 DNEeKTPOHHBIN [Toaxoapl K CO3JaHUIO CUCTEM JIEKTPOHHOTO 2 VK-4
JIOKYMEHTO000pOT, nokymeHToo0opota. TpeboBanus k
KJIFOUEBBIC [TOHATHUS, |CHCTEMaM. JTalbl BBIOOpAa CUCTEMBI
OCHOBHBIE KOHIENIIMY |aBTOMATH3AIHUU. DTAIbl BHEJPEHUS CUCTEMBI
aBToMaTH3anuy. CUCTEMbI aBTOMATH3AIIH
JOKYMEHTONOTOKa. CUCTEMBI 3JIEKTPOHHOTO
JTOKyMEHT0000poTa. OCHOBHBIE TEXHOJIOTHH
paboThl ¢
nokyMeHTaMu. OCHOBHBIE CBOMCTBA CUCTEMBbI
Hroro 2
Hroro 3a cemectp 36
Hroro 36

5.4. JlabopaTopHbIe 3aHATHUS

He npeaycmoTpeHo yaeOHBIM IIIIaHOM

5.5. KypcoBoii npoekT / KypcoBasi paéora

He npenycMoTpeHo y4eOHbBIM MIIaHOM

Bunbr camoctosaTensHOM paboThl, TPYJOEMKOCTh U (hOpMHUpYEMble KOMIIETEHIIMH MPECTaBICHBI B

5.6. CamocTosiTesqIbHas1 paboTa
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Tadymie 5.6.

Tabmmma 5.6. — Buasl camocTosTeIbHOM paboThl, TPYJA0EMKOCTh M (hOPMHUPYEMBIE KOMIETEHITUN
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Buner
Ha3zBanus pasgenon . Tpynoemkocts, | DopMupyembie
(TeM) AHCLHIHHb CaMOCTOSITEIIbHON u KOMITCTCHITHH DopMBI KOHTPOJIS
paboTsl
4 cemecTp
1 IIpenmer, ITogroroska k 3a4ery ¢ 4 I1K-5, YK-4 3auéT C OLICHKOM
COJIep’KaHue U 331a4u | OLIEHKOM
Kypca.
JIe10pOH3BOCTEO 1 [TonroroBka k 4 [1K-5, YK-4 TectupoBanue
JIOKyMEHTO000POT B TECTUPOBAHUIO
npodeccuOHaIbHON Vtoro 3
JESITEIIbHOCTH.
2 IIpaBoBble 1 [loaroroBka Kk 3auery 4 [1K-5, YK-4 3auéT C OLEHKON
HOPMATUBHBIC OCHOBHI | OIIEHKOM
NAOKYMEHTHPOBAHMA IloaroroBka k 4 [IK-5, YK-4 TectupoBanue
YIPaBJICHYCCKOH TEeCTHPOBAHUIO
ACATCIIBHOCTH Hanucanue otuera no 2 VYK-4 OTyer 1o
MPAKTUIECKOMY MPAKTUIECKOMY
3aHATHUIO (CEMHUHAPY) 3aHIATHIO
(cemuHapy)
Uroro 10
3 Ilonsitue nokymenTa. |IloaroroBka k 3auery ¢ 4 IIK-5, YK-4 3a4éT Cc OIIEHKOUI
CBolicTBa JOKYMEHTA. | OIEHKOM
Knaccnduxanus IToaroroBska k 4 IIK-5, YK-4 TectupoBanue
nokymenta. CTpykTypa TECTUPOBAHUIO
AOKYMCHTA. Hamucanue otdera mo 2 YK-4 OT4er 1o
Tpebopanus K HPAKTHIECKOMY HPAKTHIECKOMY
odopmienHio 3aHATHIO (CEMHMHAPY) 3aHATHIO
JTOKYMEHTOB. (cemunapy)
Hroro 10
4 Cucrembl [ToaroroBka K 3auety ¢ 12 [IK-5, YK-4 3auér ¢ OLIEHKOMN
JIOKYMEHTOB. OLICHKOH
Cocrasrienune u IloaroroBka k 4 IIK-5, YK-4 TectupoBanue
odopmiienne TECTUPOBAHUIO
YUPABJICHICCKNX Hanucanue oT4eTa 1o 6 VK-4 Oruer mo
AOKYMECHTOB. HPAKTHYECKOMY HPAKTHYECKOMY
3aHATHUIO (CEMUHAPY) 3aHITHIO
(cemunHapy)
Uroro 22
5 Opranuzanus padots! |[loaroroska k 3auery ¢ 4 [1K-5, YK-4 3auéT ¢ OleHKOU
C TIOKyMEHTaMH OLIEHKOM
TToaroroBka x 2 IIK-5, YK-4 TectupoBanue
TECTUPOBAHUIO
Urtoro 6
9




6 ®opMupoBaHUE U [ToaroroBka K 3a4eTy ¢ 4 [1K-5, YK-4 3auéT ¢ OlEeHKOU
TEKYyILIEeEe XpaHCHUE OLIEHKOM
MOKYMCHTOB. [ToaroroBka k 2 [IK-5, YK-4 TectupoBanue
[Toxroroska TECTUPOBAHUIO
AOKYMCHTOB K HCPENATC | Hanpcanue oTyeTa 10 2 VK-4 Oruer 1o
B apXuB PAKTHYECKOMY [PaKTHYECKOMY
3aHATHUIO (CEMHUHAPY) 3aHIATHIO
(cemuHapy)
Uroro 8
7 DNEKTPOHHBIN [ToaroTtoBka K 3a4eTy ¢ 4 [1K-5, YK-4 3a4€T C OLIEHKOM
JIOKyMEHTOO0O0POT, OLICHKOM
KJIOYCBBIC TIOHATHA, IloaroroBka k 2 IIK-5, YK-4 TectupoBanue
OCHOBHBIC KOHICIIIINHU TECTUPOBAHUIO
Hanucanne otuera no 2 YK-4 Ortuer no
MIPAKTUIECKOMY MIPAKTUICCKOMY
3aHSTHIO (CEMUHApY) 3aHATHUIO
(cemuHapy)
Hroro 8
Hroro 3a cemectp 72
Uroro 72

5.7. CooTBeTcTBHE KOMIIETeHIUH, GOpMHPYEeMBbIX IPH U3YYEHUH AUCHHUILINHBI,

H BU]10B y'leﬁHOﬁ HECATCJIBbHOCTH

CooTBeTcTBUE KOMIIETEHIUH, (OPMUPYEMBIX NMPU U3YUYEHHH JUCLUUIUIMHBI, U BUJIOB yueOHOM

JeSTeTLHOCTH MPEICTABIICHO B Tabymiie 5.7.

Tabnuna 5.7 — CooTBeTCTBUE KOMIETEHIHH, ((OPMUPYEMBIX IPU U3YUEHUU AUCLUILINHBI, U BUJOB

3aHATHI
dopmupyemble Bunpl yueOHOIl esTenbHOCTH
@OpMBI KOHTPOJISA
KOMIICTCHIINH Jlek. 3aH.|IIpak. 3an.|Cam. paO.
ITK-5 + + 3auér c oueHkoi, TectTupoBanue
YK-4 + + + 3auér c oueHkoi, OTYeT 1o NPaKTUYECKOMY
3aHATHIO (ceMuHapy), TecTupoBaHue

6. PeiiTunronas cucrema AJISl OHCHKH YCII€EBA€EMOCTH Oﬁy‘{alOIHI/IXCH

6.1. basuibHbIe OLeHKH /151 JOpM KOHTPOJIA

bannbHbIe oneHKH 11 POpM KOHTPOJIS MPEACTaBICHBI B Ta0uIE 6.1.

Tabmuia 6.1 — banipHbIE OLIEHKH

. . |MakcumanbpHBbIi Oat
MakcuManbHbIN MaxkcuManbHbBIN
3a mepuoa mexnay | Bceero 3a
DopMBI KOHTPOJIS 6amt Ha 1-yro KT ¢ OaJut 3a repuos
2KT u Ha KoHeIl CEMECTP
Hayana cemectpa | Mexay KT u 2KT
cemecTpa
4 cemecTp
3auéT ¢ OlLICHKOU 0 0 0 0
TectupoBaHnue 15 15 20 50
Ortuer no 15 15 20 50
MPAKTHUECKOMY 3aHITHIO
(cemuHapy)
HToro MakcumyM 3a 30 30 40 100
nepuo.
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Hapacraromum urorom 30 60 100 100

6.2. Ilepecuer 0a/1710B B OLICHKH 32 TEKYIIH KOHTPOJIb

[TepecueT 6anoB B OLIEHKH 3a TEKYIIUHA KOHTPOJIb MIPEACTABICH B TabmuIie 6.2.
Tabmuia 6.2 — Ilepecuer 6a/JI0B B OIICHKH 32 TEKYIIUH KOHTPOJIb

bamnibl Ha naTy TEKylero KOHTpoIs Onenka

>90% oT MakcuMalIbHOI cyMMbI OaiioB Ha gaty TK 5

Ot 70% 1o 89% ot MakcuManbHOI cymMbl OamioB Ha naty TK

Ot 60% 10 69% OoT MakcuManbHOI cymMMbl OaioB Ha naty TK

N|W | B~

< 60% oT MakcuMalIbHOI cyMMBbI OaiioB Ha gaty TK

6.3. Ilepecuet cyMMbI 02/1710B B TPAAUIIUOHHYI0 M MEKAYHAPOAHYIO OLIEHKY

[TepecuyeT cymMMBbl 6asioB B TPAJUIIMOHHYIO U MEXAYHApPOJHYIO OIIEHKY MPEJCTaBIEH B TaOIHUIEe

6.3.
Tabauma 6.3 — Ilepecuer cymMMbl 6AJIIOB B TPAIUIIMOHHYIO U MEXKTYHAPOIHYIO OLIEHKY
Hroroas cymma 6asios,
Onenka YUYUTBIBAET YCIICIIHO CIAHHBIN Onenka (ECTS)
IK3aMeH
5 (oTM4YHO) (3a4TEHO) 90— 100 A (OTJIIHYHO)
4 (xopor1o) (3a4TeHO) 85 -89 B (ouens xoporo)
75 -84 C (xoporo)
70 — 74 D (yaoBneTBOpUTENHHO)
3 (yAOBIETBOPUTENBHO) (3aYTEHO) 65— 69
60 — 64 E (mocpencTBenHo)
2 (HeyIOBJIETBOPUTEIHHO) (HE 3aUTEHO) Hwxe 60 6amios F (meynoBnerBoputreabHO)

7. YueOHO-MeTOAnYecKoe 1 MH(OPMAINITHOHHOE o0ecneyeHue TUCIUTIITHHbI
7.1. OcHOBHas JqUTEpaTypa

1. Hoponuna, JI. A. Opranu3zamnus 1 TEXHOJIOTUS JOKYMEHTAI[HOHHOTO 00eCTieueH sl YIIPaBICHHUS
y4eOHMK ¥ mpakTuKyM ais By3oB / JI. A. Jloponuna, B. C. UputukoBa. — Mocksa : U3gaTenbcTBO
IOpaiit, 2022. — 233 ¢. — (Bwicmiee obpazoBanue). — ISBN 978-5-534-04568-0. — Tekcr :

anekTpoHHbIN // O0pa3zoBatenbHas miardopma FOpaiit [caiit]. — URL: [DnekTpoHHBIH pecype]: —
Pexum gocTryma:
https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-48955
Stpage/l.

2. Hanmonansusiii crannapt PO 'OCT P 7.0.97-2016 "Cuctema ctaHaapToB 10 HHPOPMALINH,
OMONMMOTEYHOMY M H3AaTeNbCcKOMYy jaeny. OpraHu3allHOHHO-PACHOPSAUTENbHAS JOKYMEHTAIIHS.
TpeboBanus k opopMIICHHIO TOKYMEHTOB" (YTB. mpuka3zoM dDeepaabHOTO areHTCTBA 10 TEXHHYECKOMY
peryinupoBanuio u Merpoioruu ot 8 nexkadpst 2016 r. N 2004-ct) [DnexrpouHsIit pecypc]: — Pexum
noctyna: [DIeKTpoHHBIH pecypc]: — Pexxum pocryma: https://docs.cntd.ru/document/1200142871.

3. I'pozosa, O. C. Jlenonpou3BoacTBo : yuebHOe ocooue s By3oB / O. C. I'pozoBa. — Mockaa :
M3narenscTBo HOpaiit, 2022. — 124 ¢. — (Bricmee obpazoanue). — ISBN 978-5-534-06787-3. —
Texcr : anekTponHsIii / ObpaszoBarenpbHas wiardopma FOpaiit [caiit]. — URL: [DnekrpoHHBIH pecypc]:
— Pexxum nocryma: https://urait.ru/bcode/492786 .

7.2. lonoJTHUTEIbHAS JIUTEPATypa

1. O6pa3oBarensHbli cTangaapt By3a OC TYCVYP 02-2021. PaGoThl cTyAeHUYECKHUE IO
HamnpaBlIeHUAM MOATOTOBKU U CIEIHUAIBbHOCTAM TymMaHutapHoro mnpoduing. Ob6mue TpeGoBaHUS U
npaBuina odopmiueHus ot 25.11.2021 [DanexkrpoHHBIH pecypc]: — Pexum pgocryma:
https://regulations.tusur.ru/storage/150497/%D0%IE%D0%A1_%D0%A2%D0%A3%D0%A1%D0%A3
%D0%A0_02-2021 (%D1%81%D0%BE%D0%B3%D0%BB%D0%B0%D1%81%D0%BE%D0%B2%
D0%B0%D0%BD%D0%BE).pdf?1642386791.
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https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-489555#page/1
https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-489555#page/1
https://docs.cntd.ru/document/1200142871
https://urait.ru/bcode/492786
https://regulations.tusur.ru/storage/150497/%D0%9E%D0%A1_%D0%A2%D0%A3%D0%A1%D0%A3%D0%A0_02-2021_(%D1%81%D0%BE%D0%B3%D0%BB%D0%B0%D1%81%D0%BE%D0%B2%D0%B0%D0%BD%D0%BE).pdf?1642386791
https://regulations.tusur.ru/storage/150497/%D0%9E%D0%A1_%D0%A2%D0%A3%D0%A1%D0%A3%D0%A0_02-2021_(%D1%81%D0%BE%D0%B3%D0%BB%D0%B0%D1%81%D0%BE%D0%B2%D0%B0%D0%BD%D0%BE).pdf?1642386791
https://regulations.tusur.ru/storage/150497/%D0%9E%D0%A1_%D0%A2%D0%A3%D0%A1%D0%A3%D0%A0_02-2021_(%D1%81%D0%BE%D0%B3%D0%BB%D0%B0%D1%81%D0%BE%D0%B2%D0%B0%D0%BD%D0%BE).pdf?1642386791

2. TOCT P 7.0.8-2013. Cucrema ctanaapToB 1o nHpopManuu, OMOIMOTEUHOMY U U31aTEIIbCKOMY
neny. Jlenonpou3BOACTBO U apXUBHOE J€J10. TepMUHBI U onpeaeaeHus [ DIEeKTPOHHBIN pecypc]: —
Pexum pocTtymna: [DNNEeKTPOHHBIU pecypc]: — Pexum JpocTyna:
https://docs.cntd.ru/document/1200108447.

3. JlenonmpousBoactBo: YueoHnoe mocobue / JI. M. KazakeBuu - 2018. 132 c. [DneKTpOHHBIN
pecypc]: — Pexxum noctymna: https://edu.tusur.ru/publications/7542.

7.3. YueOHO-MeTOANYECKHE TT0COOUS
7.3.1. O6s3aTes1bHbIE YUeOHO-METOANYEeCKHE MOCOOUs

1. IllyBanoBa, H. H. OcHoBbI Aenonpou3BoacTBa. S3bIK CIy’K€OHOr0 JOKYMEHTAa : Y4eOHUK U
npaktukym s By3oB / H. H. IllyBanosa, A. FO. Banosa ; mon o6meit pexakuueii H. H. IllyBanoBoii. —
3-e u3n., nepepabd. u nomn. — Mocksa : UsnarensctBo FOpaiit, 2022. — 384 ¢. — (Bricuiee
obpazoBanmne). — ISBN 978-5-534-15217-3. — TekcT : anekTponHsIi // OOpa3oBarenbHas miatgopma
FOpaiir [caiiT]. — URL: [DnexTponHsIit pecypc|: — Pexum goctyna: https://urait.ru/bcode/487943 .

7.3.2. YyeOHO-MeTOAUIECKHE ITOCOOUS NJIsI JINIL
C OrPaHUYEHHBIMH BO3MOKHOCTSIMM 310POBbSI 1 HHBAJIU/I0B

Y4ebHO-MeToAnUECKIEe MaTepUaibl sl CAMOCTOSATEILHON U ayJUTOPHOI paboThl 00yYaromuXcst
W3 YHUCJIA JIUI] C OTPAaHUYCHHBIMH BO3MOXHOCTSIMH 3JJ0POBbSI M HHBAJIUIOB MPEIOCTABISIOTCS B (hopMax,
aJIalITUPOBAHHBIX K OTPAHUYCHUSM UX 3I0POBbS U BOCTIPUSTHS HHPOPMALIUH.

Jst i ¢ HapylIeHUsIMU 3PeHus:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B I1€YaTHOW (hOpME YBEIUICHHBIM IPUPTOM.

Jst U ¢ HApyIIeHHsIMU cJIyXa:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B IIeYaTHOM (opme.

J1st i1 ¢ HAPYIIEHHSIMU OTIOPHO-IBUTATEJIbHOTO anmapara:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B IIeYaTHOM (opme.

7.4. CoBpeMeHHbIe TPpo(deccuoHATIbHBIE 0a3bI JAHHBIX
1 UH(OpPMAIHOHHBIE CTIPABOYHbIE CHCTEMbI

1. Tlpu u3y4yeHUHn AUCUUILIMHBI PEKOMEHAYETCS 00palaTbCsd K COBPEMEHHBIM 0a3aM JaHHBIX,
MH(POPMAIIMOHHO-CIIPABOYHBIM M MOUCKOBBIM cHcTeMaM, K KOTopeiM Y TYCVYPa oTkphIT pocTyi:
https://lib.tusur.ru/ru/resursy/bazy-dannyh.

8. MaTepuajibHO-TEXHHYECKOE U IPOrpaMMHoOe ofdecrnevyeHre JUCHMIIIHHbI
8.1. MaTepuajibHO-TeXHHYECKOE U POrPaMMHOe oOecriedeHue 1JIsl JeKIUOHHBIX 3aHATH I

Jlnst mpoBeneHus 3aHATUN JEKIIMOHHOTO TUIA, IPYIIIOBBIX U MHAUBUIYaIbHBIX KOHCYJbTALU,
TEKYILEro KOHTPOJISI ¥ IIPOMEKYTOYHOH aTTeCTAllMH UCTIONb3yeTCs yueOHast ay TMTOPHS C JOCTATOYHBIM
KOJIMYECTBOM TOCAI0UHBIX MECT Ui y4eOHOH rpymbl, 000pyJOBaHHAs JOCKOM U CTaHJAPTHON yueOHOM
Mebenblo. MiMeroTes MynpTUMeInitHOe 000pyT0OBaHUE U yUeOHO-HATIIAAHbIE TTOCOO0US, 00eCTIeYnBaIOIINe
TEMATUYECKHE NIUTIOCTPALMH T10 JIEKIIMOHHBIM pa3ziesiaM AUCLUILINHBIL.

8.2. MaTepuajibHO-TeXHHYECKOE U IPOrpaMMHOe olecriedeHne Uil MPAKTHYEeCKUX 3aHATHI

JlaGopaTopusi TpynmoBOro mpoekTHoro ooydeHus "JlabopaTopusi cOMaIbHO-3KOHOMHUYECKUX
npoGiem": yueOHast ayAUTOPHsI 7Sl TPOBEICHUS 3aHATHI MPAKTUYECKOT0 TUIA, yueOHast ay JTUTOpUs IS
MPOBEICHUS 3aHATUI JabopaTopHoro tuna; 634045, Tomckas o6macts, r. Tomck, yi. KpacHoapmeiickas,
n. 146, 503 ayn.

Onucanue uMeroerocss 000pya0BaHus:

- Tenesuzop LED TCL 49";

- MarautHo-mMapkepHas Jocka (HacTeHHas);

- MarautHo-MapkepHas Jocka (Ha HOXKKax);

- KommuiekT cnenuann3upoBaHHON yueOHOM Mebenu;

- PaGouee mecTo mpenogaBaTels.
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[IporpamMmmMHoe obecrieueHue:
- 1C:Ilpennpustue §;

- 7-Zip;

- Google Chrome;

- Microsoft Project 2013;

- Microsoft Windows 7 Pro;
- Koncynpranr [1ntoc;

8.3. MaTepuaibHO-TeXHNYECKOE U MPOrpaMMHOe o0ecnedyeHue 1Jisl CAaMOCTOSITeIbHOM padoThI

Jlist caMoCTOSTeNNbHOU pabOThl UCTIONB3YIOTCS YUeOHbIE ayaUTOPUH (KOMIIBIOTEPHBIE KIIACCHI),
PacooKEHHBIC TI0 apecaM:

- 634050, Tomckas o6nacth, T. Tomck, Jlennna npocnekr, a. 40, 233 ayn.;

- 634045, Tomckas obnacts, r. Tomck, yi. KpacHoapmetiickas, 1. 146, 209 ayn.;

- 634034, Tomckas ob6nacth, T. Tomck, Bepmmauna ynuna, a. 47, 126 ayn.;

- 634034, Tomckas o6nacth, T. Tomck, Bepmmauna ynuna, a. 74, 207 ayn.

Omnwucanue UMeEIoIerocs 000py0BaHUS:

- yuebHas mebenb;

- KOMITBIOTEPHI;

- KOMIIBIOTEPHI MOJIKITIOUCHBI K ceTu «MHTepHEeT» U 00eCnednuBalOT JOCTYI B IJIEKTPOHHYIO
nHpopMaMoHHO-00pa3oBarebHylo cpeay TYCYPa.

[Tepeuens mporpaMMHOTO OOECTICUEHUSI:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 mnst Windows;

- 7-Zip;

- Google Chrome.

8.4. MaTepl/laﬂbHO-TeXHH‘leCKoe odecneyeHue AUCHUINJIHHBI JIs1 JIMI ¢ OrPAHUICHHBIMU
BO3MOKHOCTSAMH 310POBbSA U HUHBAJINI0B

OcBoeHME AUCHUILIMHBI JIMIIAMU C OTPAHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbSI U MHBAJIUJAMHU
OCYIIECTBIISIETCS C UCTIOIB30BAHUEM CPEICTB 00YUEHUS OOIIEro U CreluaIbHOro Ha3HAYEHUS.

[Ipu 3aHATHUAX ¢ OOy4YarOUIMMHCA C HAPYWIEHHSIMH CJyXa MPEIyCMOTPEHO HMCIOJb30BaHHE
3BYKOYCHJIMBAIOIIEH ammapaTypbl, MyJIbTUMEIUNHBIX CPEICTB U JPYTUX TEXHUUYECKHUX CPEJICTB
npuema/nepenadn yuyeOHol nHpopMarmy B JOCTYIHBIX GopMax, MOOMIIBHON CUCTEMBI MPEIOJaBaHUs
JUTsL 00YYaIOIIUXCSl ¢ UHBAJIMHOCTHIO, MOPTATUBHON MHAYKIIMOHHON CHCTEMBbl. YueOHas ayauTOpus, B
KOTOPOHW 3aHUMAIOTCSI 00ydJaromuecs: ¢ HapyIIeHUeM CiyXa, 000pyJa0BaHa KOMIBIOTEPHOM TEXHUKOM,
ayAMOTEXHUKOM, BUACOTEXHUKOM, SJIEKTPOHHOU IOCKOM, MYJIbTUMEIUMHON CUCTEMOM.

[Ipu 3aHATHSIX ¢ 00yUaIONIMMUCS C HAPYLIEHUSIMHU 3PeHUs MPEeTYyCMOTPEHO MCIOJIb30BaHUE B
JIEKIUOHHBIX U y4eOHBIX ayAUTOPHUSAX BO3MOXKHOCTH MPOCMOTpA YAAJICHHBIX 00BEKTOB (Hampumep,
TEKCTa Ha JOCKE WJIM claiijia Ha 3KpaHe) NMpH MOMOILHM BUACOYBEIUUHUTENEH 19 KOMPOPTHOTO
MIPOCMOTpa.

[Ipu 3aHgATHSAX ¢ OOYyYaIOIIMMHCS C HAPYHIEHHWSIMH ONOPHO-ABUTaTeJbLHOI0 ammaparta
HCIIOJIBb3YIOTCS allbTEpHATUBHBIE YCTPONCTBA BBOJA MH(GOpPMalMU U ApYyrue TEXHUYECKUE CpeacTBa
npuema/mnepeaadyn yueOHol nHGOpMaIMu B JOCTYHMHBIX GopMax, MOOMIIBHON CUCTEMbI OOYyUYCHUS IS
JIIOJIEN ¢ MHBAIMTHOCTEIO.

9. OueHOYHbIe MaTePUAJIbl M METOAUYECKHE PEKOMEHIAMY 110 OPraHU3aALMH U3YUeHUsl
JTUCIUTINHBI

9.1. Conep:xaHne OLICHOYHBIX MATEPHAJIOB [JIsl TEKYIIEero KOHTPOJIS
U MIPOMEKYTOYHOM aTTecCTAUH

Jlis OLICHKHU CcTeTeHn CHOPMHUPOBAHHOCTH M YPOBHSI OCBOCHHS 3aKPEIUICHHBIX 33 IUCIUTUIMHON
KOMITETEHIINI HUCTIONB3YIOTCS OLICHOYHBIE MaTepUalbl, MpeAcTaBiIeHHbIC B Ta0muIE 9.1.
Tabmuma 9.1 — @opMbI KOHTPOJIS U OLIEHOYHBIE MaTePHAIIBI
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Hasanus pasnenos (rem) PopmHpyemEIe ®opmbl KoHTpost |OueHouHble MaTepuaisl (OM)
JUCLUIIAHBI KOMIIETEHIIUU
1 ITpeamer, coaepxanue u IIK-5, YK-4 3a4éT C OLIEHKOH [lepeuenb BOIIPOCOB 15t
3aJjauu Kypca. 3ayeTa ¢ OLEHKOU
Jlenonpoun3BoAcTBO U
JOKYMEHTOO0O0pOT B TectupoBanue IIpuMepHBIil IepeyeHb
npodecCuoHaIbHON TECTOBBIX 3aJaHUN
NEeSITETbHOCTH.
2 IIpaBoBBIE 1 HOPMATUBHBIE [IK-5, YK-4 3auét c ouenkoil  |IlepedyeHb BonpocoB s
OCHOBBI JIOKYMEHTUPOBAHMUSI 3ayeTa C OLEHKOMN
YIPaBJICHYCCKOH JeATEIbHOCTH TecTtupoBanue [IpumepHBIil nepeueHb
TECTOBBIX 3aJaHUI
Otuer 1o Tembl IPaKTUYECKUX 3aHATUI
PaKTUYECKOMY
3aHATHUIO
(cemuHapy)
3 [lonsTHE NOKYMEHTA. [IK-5, YK-4 3auét c ouenkoil  |IlepedyeHp BonpocoB s
CBoiicTBa JOKYMEHTA. 3a4eTa ¢ OLEHKOMN
Knaccupukanus nokymeHra. TectupoBanue [IpumMepHbIil TEpeYeHb
CrpyKTypa 10KyMEHTA. TECTOBBIX 3a/laHUM
Tpebopanus Kk odopmIeHHio Oruer mo TeMbl MPAKTHYECKUX 3aHATHIHI
AOKYyMCHTOB. IPAKTHYECKOMY
3aHITHIO
(cemunapy)
4 Cuctembl JOKYMEHTOB. [IK-5, YK-4 3auét c ouenkoil  |IlepedeHp BonpocoB s
CocraBnenue u opopmiieHHE 3aueTa c OLEHKOM
YHPAaBJICHYCCKUX TOKYMCHTOB. TectupoBanue [IpuMepHBIii TIEpedeHb
TECTOBBIX 3aJaHUN
Otuer 1o Tembl IPaKTUUECKUX 3aHATUI
IIPAKTUYECKOMY
3aHIATHIO
(cemunapy)
5 Opranuzanus paboTsl ¢ [IK-5, YK-4 3auét c ouenkoil  |IlepedyeHp BompocoB s
JIOKYMEHTaMHU 3a4eTa ¢ OL[EHKOMN
TectupoBanue [IpuMepHbIii TEpeUeHb
TECTOBBIX 3a/laHUM
6 dopMUpOBaHKE U TEKYIIIEE [IK-5, YK-4 3auér c onenkoit | [lepeuennb BompocoB Jist

XpaHEHUE TOKYMEHTOB.
IToaroroBka JTOKyMEHTOB K
nepeaye B apXuB

3a4yeTa C OLIEHKON

TecTtupoBanue [IpumepHBIil nepeueHb
TECTOBBIX 3aJaHUI

Otuer 1o TeMbl NpaKTUYECKUX 3aHATUN

MIPaKTUYECKOMY

3aHATHIO

(cemuHapy)
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7 DNeKTPOHHBIN [IK-5, YK-4 3auét c ouenkoil  |Ilepedyenp BonpocoB s

JIOKYMEHTOOO0OPOT, KITFOUEBhIC 3a4eTa ¢ OI[CHKON
ITOHATHS, OCHOBHBIC KOHIICIIIUH TectupoBanue [IpuMepHBIii TIEpedeHb
TECTOBBIX 3aJaHUN
Ortuer no TeMbl NpaKTUYECKUX 3aHATUN
MPaKTUYECKOMY
3aHSATHUIO
(cemunapy)

lxana oneHku cHPOPMUPOBAHHOCTU OTAECIbHBIX MIAHUPYEMBIX PE3yJbTAaTOB OOyUYEHHS IO
JTUCIUILIMHE TpUBeAcHa B Tabiuie 9.2.
Tabnuna 9.2 — Illkana oneHku cHopMUPOBAHHOCTH IUIAHUPYEMBIX PE3YJbTATOB OOyYEHHUS IO

JAUCLUILIIMHE
®dopmynupoBKa TpeOOBaHUH K CTETICHH C(HOPMHUPOBAHHOCTH
Ornenka banner 3a OM TJIAHUPYEMBIX Pe3yJIbTaTOB 00ydeHUS
3HATh yMETh BJIQ/IETh
2 <60% ot OTCYTCTBME 3HAHUU OTCYTCTBHE OTCYTCTBHE
(HEyIOBIETBOPUTENHHO) | MAKCUMATBHOMU | UITU ()parMeHTapHBIC YMEHHUH UITN HABBIKOB WJIN
CYMMBI 0aJII0B 3HAHUSA YaCTUYHO ¢parmeHTapHble
OCBOEHHOE MPUMECHECHHE
yMEHHE HABBIKOB
3 ot 60% no o0mue, HO HE B 1I€JIOM YCIICIITHO, B 1IEJIOM
(YZ1OBIIETBOPUTENHHO) 69% ot CTPYKTYypUPOBAHHbIE HO HE YCIEIIHOE, HO HE
MaKCHMAaJTbHOM 3HaHUS CHUCTEMAaTHUYECKH | CHCTEMATUYECKOE
CYMMBI OaJIOB OCYIIECTBIIIEMOE pUMEHEHNE
yYMEHHUE HABBIKOB
4 (xopotio) ot 70% no c(hOpMHUPOBaHHEIE, B LIEJIOM B IIEJIOM
89% ot HO CoZepKalue yCIIELIHOE, HO yCIIEIIHOE, HO
MaKCHUMaJIbHOM OTJIebHbIE coJieprKalime coJieprKariue
CYMMBbI 0ayuioB | mpoOsemMbl 3HaHUS OTJIEIbHbBIE OTJIeIbHbIE
npoOesbl yMEHUe poOeIBI
MpUMEHEHHE
HABBIKOB
5 (OTIMYHO) >90% ot chopMUpOBaHHbBIE | CHOPMUPOBAHHOE YCHEUIHOE U
MaKCUMAJIbHOW | CHCTEMaTUYECKHE yMEHHue CHUCTEMaTHUYECKOe
CYMMBbI 0aJIOB 3HAHUSA MPUMECHEHHE
HABBIKOB

[IIxanma KOMIUIEKCHOM OLIEHKH C()OPMHPOBAHHOCTH KOMITETCHIIMI MPUBEIeHa B TabuIe 9.3.
Ta6mmma 9.3 — [lIkayia KOMIUIEKCHOM OIEHKH C(hOPMHUPOBAHHOCTH KOMITETSHITUHA

Onenka ®opmynupoBKa TpeOOBaHUM K CTENIEHU KOMIIETEHIIUH

2 He nmeet HeoOX0IMMBIX TIPECTABICHUN O IPOBEPSIEMOM MaTepHalie
(HEeyAOBIETBOPUTENBHO) | LITU
3HaTh HAa YPOBHE OPUEHTHPOBAHMS, ITpeacTaBneHuil. O0yuaronuiics 3HaeT
OCHOBHBIE NMPU3HAKU WM TEPMHUHBI U3y4aeMOT0 dJIEMEHTa COACPKAHMS, UX
OTHECEHHOCTb K OMpPEJICIICHHON HayKe, OTPaciid WK 00bEKTaM, y3HAeT B
TEKCTax, U300paKEHUSX UM CXeMaX U 3HAeT, K KaKUM HCTOYHUKAM HY>KHO
oOpainarscs A 6ojee IeTalbHOTO €ro YCBOCHHUS.
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3 3HaTh U YMETh Ha PeNPOAYKTUBHOM ypoBHE. OOy4Jaronmxcs 3HaeT
(YIOBJIETBOPUTENHHO) |M3YUYEHHBIN 3JIEMEHT COACPKAHUS PENPOYKTUBHO: IPOU3BOIHHO
BOCITPOM3BOIUT CBOU 3HAHUS YCTHO, MUCbMEHHO UJIU B JIEMOHCTPUPYEMBIX
JIEUCTBUSAX.

4 (xoporo) 3HaTh, YMETh, BIAJCTh HAa AHAJUTHYECKOM YPOBHE. 3Has Ha
PENpOAYKTUBHOM YPOBHE, YKa3bIBaTh HA OCOOEHHOCTH U B3aUMOCBSI3H
M3YYEHHBIX 00BEKTOB, Ha UX IOCTOMHCTBA, OTPAaHUYECHUS, UCTOPHUIO U
MEPCTIEKTUBBI Pa3BUTHUS U OCOOEHHOCTH IS Pa3HbIX OOBEKTOB YCBOCHHUSI.

5 (0TIMYHO) 3HaTh, yMETb, BIAJICTh HA CHCTeMHOM ypoBHe. OOyuaromuiics 3HaeT
W3YYEHHBIHN 2JIEMEHT COAEP KAHUSI CUCTEMHO, IPOM3BOJIBHO U 10KA3aTEIbHO
BOCIIPOM3BOAMT CBOU 3HAHUS YCTHO, IMCBMEHHO WM B IEMOHCTPUPYEMBIX
NEHCTBUAX, YUYUTHIBAS U YKa3bIBasl CBA3U U 3aBUCUMOCTU MEXIY 3TUM
AJIEMEHTOM U JPYTMMHU JIEMEHTAMU COJAEPKAaHUS AUCLHUIIIMHBI, €T0
3HaYUMOCTb B COJIEP’KAHUN JUCLMUILINHBIL.

9.1.1. IlpuMepHBbIi NepeYeHb TECTOBbIX 3aaHUH

1. Kakast u3 npeioxeHHbIX (pOpMyJIMPOBOK COOTBETCTBYET ONPEACICHHIO JIeIONPON3BOACTBA?
a) OoTpacib JAeATEIBHOCTH, O0eCIeUnBalonas JOKyMEHTHPOBAHNE U OPTaHU3AHI0 PabOTHI C
ouIMaNbHBIMU JOKYMEHTAMH;
0) obecrieueHue CBOEBPEMEHHOTO M MTPABHIIBHOTO CO3/IaHHE JOKYMEHTOB;
B) 3TO IPOIECC CO3AaHMs U 0()OPMIICHHUS TOKYMEHTOB;
r) JesATeIbHOCTh, 00ecleynBapinas JOKYMEHTUPOBAHUE, TOKYMEHTOO0OPOT, ONEpaTUBHOE
XpaHEHUE U UCII0JIb30BAHNUE JOKYMEHTOB.

2. JIBuKeHue JOKYMEHTOB B OpPraHM3allMd C MOMEHTA HUX CO3JaHHS WMJIHM MOJYy4YeHUs 10
3aBEPILEHHS UCIOJIB30BAHUS WIIM OTIPABKH — 3TO
a) JlokymeHT0000pOT;
0) ZlokyMEeHTHUpOBaHHUE;
B) JIOKyMEHTOIOTOK;
r) JlenonpousBoicTBO.

3. Kakoe koau4ecTBO peKBU3UTOB HAa JOKyMeHTax yctaHaBnubaeT ctanaapt I'OCT P 7.0.97-2016?
a) 31;
0) 29;
B) 30;
r) 28.

4. Kakue JOKYMEHTBI YYUTHIBAIOT B 00BEME IOKYyMEHTOO00pOTa OpraHu3aum’?
a) BXOJAIIIME M UCXOAAIINE JOKYMEHTHI 3a ONPEICICHHBIN Nepro]l BpEMEHH;
0) BXosmIMe, UCXOIAINE U BHYTPEHHUE IOKYMEHTBI, @ TAK)KE BCE KOIHH 32 OTPEICICHHBIN
NepuoJl BpEMEHH;
B) BHYTPEHHHE JOKYMEHTHI U BCE KOITUH 3a ONPEICICHHBIN Nepro]l BpEMEHH;
I') BCE JOKYMEHTBI, HCII0JIb3yEeMble B TEKYIICH EATEeIbHOCTH OpraHU3alui I KOHKPETHOTO
JIOJIKHOCTHOTO JIMIa OPraHU3alllu.

5. Omnpenenure, U3 KaKUX MIPOLIECCOB COCTOUT TUIOBAsI CXEMa JIBUKEHUS BXOSIIETO JOKYMEHTA!
a) [lonyuenue; PaccmoTpenue pykoBonutenem; Mcnonnenue; Perucrpanus; B neno;
0) Ilomyuenue; Paccmorpenue pykoBoaurenem; Mcnonnenue; Peructpauus; B neno;
B) Ilonyuenue; Peructpauus; PaccMorpenue pykoBoautenem ; Mcnonnenue; B neno;
r) Ilonyuenue; Paccmorpenue pykoBoauteneM; Perucrpanus; Mcnonnenue; B neno.

6. Kakue TpebGoBaHMs NPEIbSBIAIOTCS K HH(pOpMamu?
a) Wudopmanus nomkHa ObITh CBOCBPEMEHHON U TOCTATOYHOM, ISl IPUHATHS HAMITY4YIIETO
YIPaBIEHYECKOTO PEIICHUS;
6) Hudopmamnus noipkHA OBITH 3HAUMMOM IS MPUHATUS HAMIIYYIIETO yIPaBICHYECKOTO
peleHHS;
B) Mudopmanms nomxHa mepenaBaTh CBEICHHS O JIMLAX, NMpeaMeTax, (akTax, COOBITUAX,
SIBIICHUSAX JUTSl IPUHATUS HAWITYYILIETO YIPABICHYECKOTO PELICHHUS;
r) Undopmanus nomxHa ObITh 3apUKCUPOBaHHAS HA MAaTEPHAILHOM HOCHUTENE C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UACHTU(PHUIIUPOBATS.
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7. KakuM HOPMAaTHUBHBIM JTOKYMEHTOM B OpraHH3alllMH, ONpeAeisieTcs] MOpsaoK paboThl C
JIOKYMEHTaMHu?
a) HMHCTPYKLHEU MO JeJIONpPOU3BOJICTBY;
0) peraaMeHTOM PabOThI C TOKyMEHTAMU;
B) TpaBUJIaMH pabOThI C JOKyMEHTAMU;
I) CIPaBOYHUKOM PabOTHI C IOKYMEHTAMH,

8. Ha kakoM IOKyMEHTE HE yKa3bIBA€TCSl Ha3BAHUE BUJIA IOKYMEHTa?
a) Ha OjaHKe MpHKa3a He YKa3bIBA€TCSA HAa3BaHME BUJA IOKYMEHTA;
0) Ha OJIaHKe TTPOTOKOJIA HE YKAa3bIBAETCSI Ha3BaHWE BHUJIA JJOKYMEHTA;
B) Ha OylaHKe O(PHUITMATBPHOTO MIChMA HE YKA3bIBACTCS Ha3BaHHUE BHUIA IOKYMEHTA;
r) Ha OJaHKe peleHUs He yKa3bIBaeTCsl Ha3BaHUE BUA TOKYMEHTA.

9. Yto Takoe 3JIEeKTPOHHBIN JOKYMEHT?
a) DJIEKTPOHHBIN JOKYMEHT — 3TO JOKYMEHT, HH(pOpMaALHs KOTOPOro NMpeaHa3HayeHa AJis
neperayu IpyroMy Juiy;
0) DIEeKTPOHHBIA JOKYMEHT — 3TO OPUIIMATbHBINA TOKYMEHT, NMPEICTABICHHBIN B JJICKTPOHHOMN
dopme;
B) DJIEKTPOHHBII TOKYMEHT — 3TO JOKYMEHT, HH(OPMAIHsI KOTOPOTO MpeICcTaBleHa B AIEKTPOH
HO¥ opme;
r) DJIEKTPOHHBIN TOKYMEHT — 3TO O(HIIMATIBHBIN TIOKYMEHT, NMPEICTABICHHBIN B AJICKTPOHHON
dbopMe mocie ero MOAMNUCAHUS IOJKHOCTHBIM JIMIIOM B THOPSJIKE, YCTAaHOBJIEHHBIM
3aKOHOJIATeNbCTBOM PO.

10. Kakue BapraHThI pacloIOKEHUS] PEKBU3UTOB Ha JOKYMEHTE YCTAHOBJIEHBI CTaHAAPTOM?

a) JleBoe u LeHTpaIbHOE PACMOIOKEHNE PEKBU3UTOB;
0) YrioBoe u mpoI0JIbHOE PaCcOIOKEHUE PEKBU3UTOB;
B) JleBoe 1 npo/10JIbHOE PaCHONIOKEHNE PEKBU3UTOB;
r) ®1aHroBoe U YriIOBOE PACHOIOKEHNE PEKBU3UTOB.

9.1.2. IlepedyeHb BONPOCOB ISl 3a4€Ta C OLEHKOM

Crioco0Ob!I TOKYMEHTHPOBAaHUS HHPOPMALIUU

YHuuukanus v cCTaHAapTH3AIUS YIIPABICHYECKUX TOKYMEHTOB.

Oco6eHHOCTH OpraHu3any paboThl ¢ BHYTPEHHUMH TOKYMEHTaMHU

JlokyMeHT0000pOT B MH(DOPMAIIMOHHOM 00ECIICYCHUH YIIPABICHUS M €TO COCTaBHBIC YaCTH.
3HaYeHHe CUCTEM 3JIEKTPOHHOTO JIIONPOU3BOACTBA U JOKYMEHTO000pOTa

Nk W=

9.1.3. TeMbl NpaKTHYECKUX 3aAHATHI

1. TpeboBaHus k OnaHKamM JOKyMeHTOB. [IoATOTOBKa K COCTaBJIECHHUIO NOKYMEHTOB. CXeMBbI
pacmonoxenusi 1okymMmeHToB. CoctaBienue GopMynsapoB 1okymMeHTOB. OOmuii 61aHK. biank
KOHKPETHOI'O BUJa TIOKyMeHTa. biank mucema.

2. O6mue TpeboBaHHsA K O0QOPMICHUIO TEKCTa OTUETa CTyJAeHYECKUX pabdot. OdopmicHue
TUTYJBHOTO JIUCTA, PUCYHKOB, TAaOJIUI], CIIMCKA UCIIOJIb3YEMbIX UCTOYHHKOB.

3. IlpaBuna coctaBieHUs U OPOPMIICHUS OPTraHU3AIMOHHO-PACIOPAIUTEIbHBIX JOKYMEHTOB
(ycraB, MoJIOKeHHE, IITATHOE paclucaHue, MHCTPYKIUS, MPUKA3, PACHIOPSIKEHHE, PElIeHHE,
MIPOTOKOJI, ITOCTAHOBJICHUE)

4. TlpaBuna cocraBieHuss U opopMiIeHUS UHOOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (J€JI0BOE
MUCHMO, JOKJIaJHAs U CIy)KeOHasl 3alKiCKH, aKT, CIIpaBKa, U Jp. )

5. llpaBuna cocrtaBieHus U odopmiieHHS NOKYMEHTOB JMYHOTO XapakTepa (3asiBIeHHE,
XapaKTEepUCTUKA, aBTOOMOorpadus, pe3rome, OT3BIB | JIp.

6. Homenknarypa gen. Buael Homenkinatypsl. @opmupoBanue nen. OpraHu3anus XpaHEHUS
JIOKYMEHTOB Ha npeanpusituu. [loAroroBka 10KyMEHTOB K claue B apXUB.

7. Tloaxoapl K CO3IaHUIO CUCTEM 3JICKTPOHHOT'O TOKYMEHTO0OO0poTa. TpeboBaHUs K CUCTEMaM.
OTtanbl BRIOOpa CHUCTEMBl aBTOMATH3allUM. DTalbl BHEAPEHUS CHCTEMbl aBTOMAaTH3aLUU.
CucTteMbl aBTOMaTU3AIMU TOKYMEHTONOTOKa. CUCTEMBI 3JEKTPOHHOI'0 JOKYMEHTO000pOTa.
OCHOBHBIE TEXHOJIOTUU PabOTHI ¢ TOKyMeHTaMHu. OCHOBHBIE CBOMCTBA CUCTEMBI

9.2. MeToan4yeckne peKOMeH AU

VY4eOHubIil MaTepuan uziaraercs B (Gopme, mpenanoiaramplileii caMoCTOATEIbHOE MBIILICHHE
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CTYJIEHTOB, camooOpa3oBanue. [Ipu 3ToM camocTosITeNbHas paboTa CTyICHTOB UIPAET PEIIAIOIIYIO POJIb
B XO/JIe BCETro y4eOHOro mpoliecca.

HauaTp uzydeHue quCHHUIUIMHBI HEOOXOIMMO CO 3HAKOMCTBA C paboueil mporpaMMoi, CIUCKOM
y4e0HO-METOJUYECKOTO U MporpaMMHOro odecrnedeHusi. CamocrosiTenbHas padoTa CTyJeHTa BKIIOYaeT
paboTy ¢ yueOHBIMH MaTepualiaMH, BBIOJTHEHHE KOHTPOJIbHBIX MEPONPUATHH, MPEeayCMOTPEHHBIX
y4€OHBIM TUTAHOM.

B npouecce uzydeHus: TUCUUILIMHBI JUIsl Ty4YIIETO OCBOEHUS MaTepHaia HeoOX0IUMO PEryJpHO
oOpamaTbCcsi K pEKOMEHAYEMOU JUTEepaType M MCTOYHUKAM, YKa3aHHBIM B y4eOHBIX MaTepuanax;
MOJIb30BaThCsl yepe3 KaOMHEeT CTyAeHTa Ha cailTe YHuBepcuteTa o0pa3oBaTeIbHBIMU pecypcaMu
ANEKTPOHHO-OMOIMOTEYHON CUCTEMBI, a TAK)KE 00IIETOCTYTHBIMU HHTEPHET-TIOPTAIaMU, COACPKAIIUMHU
HAay4YHO-TIONYJSIPHbIE U CIEIUalU3UPOBAHHBIE MaTepHasbl, MOCBSIICHHbIE PAa3JIUYHBIM acHEKTaM
y4eOHOW AMCUUILIUHBIL.

[Ipu camMoCTOATEIHLHOM U3YYEHHUU TEM CIIEAYHTE PEKOMEHIAIHSIM:

— YTEHHE HWJHM MPOCMOTP MaTepHualia OCYLIECTBISHTE CO CKOPOCTHIO, NOCTATOYHOM s
WHAUBHUAYATbHOTO MOHUMAHUS U OCBOEHHS MaTepuaja, BbIJIENsis OCHOBHbIE UJEH; HA OCHOBAHUHU
M3YUYEHHOT'0 COCTAaBUThH Te3UChl. OCBOMB MaTepual, MOMbITaTbCS COOTHECTH TEOPHUIO C MIPUMEpPAMHU U3
MIPAKTUKU;

— €CIIM B TEKCTE BCTPEUAIOTCS HE3HAKOMbIE UM MAJIO3HAKOMbBIE TEPMHHBI, CIIEYET BbIICHUTH UX
3HaYeHHE JIJIsl IOHUMaHUS JajbHEHIIero MaTepuarna;

— OCMBICIIMBalTE MPOYUTAHHOE U N3YUYEHHOE, OTBEUATE HA MPEJI0KEHHbBIE BOIIPOCHI.

CtyneHThl MOTYT MOJy4aTh HHAUWBUIyalbHbIE KOHCYJIbTAMH, B T.4. C UCIOJb30BAaHUEM CPEJICTB
TEJIEeKOMMYHUKAIUH.

[lo nucuuniavHe MOTYT MPOBOJIUTHCA JOMOJHUTEIbHbIE 3aHATUS, B T.4. B opMe BEOMHAPOB.
Pacnimcanue BeOMHApOB M 3anucyu BEeOMHAPOB MyOJMKYIOTCS B DJICKTPOHHOM Kypce / JIEKTPOHHOM
KypHAaJIe M0 TUCIUIUINHE.

9.3. TpeGoBaHusl K OLIEHOYHBIM MaTepPHAJIaM JIUIsl JIMI ¢ OTPAHUYEHHBIMH BO3MOKHOCTIMU
310POBbsI H HHBAJINI0B

Jiis nun ¢ OrpaHUYEHHBIMH BO3MOJXKHOCTSIMH 3J0pPOBbS U HWHBAJIUIOB IPEIYCMOTPEHBI
JIOTIOJTHUTEJbHbBIE OLICHOYHBIE MaTepHaibl, EPEeYeHb KOTOPHIX yKa3aH B Tabmuie 9.4.

Tabnuna 9.4 — JlomonHUTENbHBIE MaTepHUalibl OLEHUBAHUA IJs JHUI C OTPAaHUYCHHBIMH
BO3MOKHOCTSIMH 3JI0POBbSl U MHBAJIUJOB

Bupl 7onMOMHUTENBEHBIX OLIEHOYHBIX

®DopMBbI KOHTPOJIS U OIICHKH
Kareropuu o6yuaronmxcs

MaTCpHaIOB

pe3yJabTaToOB 00yUYEHUs

C HapylmeHusIMH cIyxa

TecThl, TUCbMEHHBIC
CaMOCTOSITENIbHBIE PAOOTHI, BOIPOCHI
K 3a4€Ty, KOHTPOJIbHBIE pa0OTHI

[Ipenmy11eCTBEHHO MMCbMEHHAS
IIPOBEPKA

C HapyIICHUSMU 3pEHUS

CobecenoBaHue o BOIpocam K
3a4eTy, OMPOC MO0 TEPMHUHAM

[Ipenmy1iecTBEHHO yCTHas
poBepKa (MHAWBUIYAJBHO)

C HapyuIeHUsIMH OIIOPHO-
JIBUTATEIILHOTO allnapara

Pemenue nucTaHIIMOHHBIX TCCTOB,
KOHTPOJIbHBIC pa6OTBI, IIMCBbMCHHBIC
CaMOCTOATCIIbHBIC pa6OTBI, BOIIPOCHI

K 3a4CTy

HpeI/IMYH_IeCTBeHHO
JUCTAaHIMOHHBIMH MCTOAaMU

C orpaHvyYeHUSIMH TIO
o0IIeMe TUIIUHCKUM
MOKa3aHUSIM

TecThl, TUCbMEHHBIC
CaMOCTOSITENIbHBIE PaOOTHI, BOIPOCHI
K 3a4eTy, KOHTPOJIbHBIE paOOTHI,
YCTHBIE OTBETBI

[IpeuMy1ieCTBEHHO POBEpPKA
METOAaMU, ONIPCACTIAIONIUMUCA
UCXOMS U3 COCTOSIHUS
o0yJaromerocss Ha MOMEHT
IIPOBEPKU

94. MeToauuyecKkue PCKOMEHAAIUHA 110 OMCHOYHBIM MaTepHaJdaM 1Jid JUIl ¢ OrPAaHUYCHHBIMHA

BO3MOKHOCTSIMM 310POBbSA 1 HHBAJIMI0B

Jns nun ¢ orpaHUYEHHBIMH BO3MOXKHOCTSIMU 3J0POBbSI U MHBAJIUJIOB MpPEayCMaTPUBACTCS
noctymnHas popma MpeaoCTaBICHHS 3a/IaHUi OIIEHOYHBIX CPEJICTB, & HMCHHO:

— B mieuaTHou hopme;
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— B IIeYaTHOM popMe ¢ YBEITMUCHHBIM MIPUPTOM;

— B (popMe PIIEKTPOHHOTO TOKYMEHTA,

— METOJIOM YTEHUS aCCUCTCHTOM 3aJJaHHs BCITYX;

— MPeIOoCTaBICHHE 3aaHNUs C UCIIOJIB30BAHUEM CYPIOTIEPEBO/IA.

Jlumam ¢ orpaHUYEHHBIMH BO3MOXXHOCTSIMHU 3[I0POBbSl M MHBAIUIAM yBEIMYHBACTCS BpEeMs HA
MOATOTOBKY OTBETOB Ha KOHTPOJIbBHBIE BOMPOCHL. [[s Takux oOydaromMXcs MpeaycMaTpUBaeTCs
nocTymHas popMa IpeoCTaBICHH OTBETOB HA 3aJJaHHs, 2 UMEHHO:

— MUCBMEHHO Ha OyMmare;

— HabOp OTBETOB Ha KOMIIBIOTEPE;

— HabOp OTBETOB C UCIOJIH30BAHNUEM YCIIYT aCCHCTEHTA;

— MPEJICTaBIIEHUE OTBETOB YCTHO.

[Ipouenypa omeHUBaHHUS PE3yIbTATOB OOYYECHHUs JUIl C OTPAHUUYCHHBIMU BO3MOXXHOCTSIMHU
3I0pPOBbSI U MHBAIUIOB 10 AUCIUILIMHE TPEIyCMAaTPUBACT MPEAOCTaBlIeHNEe HHPOopManuu B GopMax,
a/IalITUPOBAHHBIX K OTPAaHUYEHHSIM UX 3JI0POBbsI U BOCIIPHATHST HHPOPMAaITUH:

Jst mun ¢ HapylIeHUsIMU 3PeHu:

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B IIeYaTHOM popMe yBEITUUCHHBIM HIPUPTOM.

J st U ¢ HApyIIeHUsIMU cJIyXa:

— B (popMe 2IIEKTPOHHOTO TIOKYMEHTA,

— B IIeYaTHOU (opme.

J1st U1 ¢ HApYLIEeHUsIMU OTIOPHO-IBUTaTeIbHOTO anmapara:

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B IIeYaTHOU (opme.

[Ipn HEOOXOMMMOCTH IS JUIl C OTPAHHUYCHHBIMU BO3MOXXHOCTSIMH 3J0POBbSI U MHBAJIHJIOB
mpoIielypa OIEHHUBAHUS PE3yJIbTaTOB 00yUEHHSI MOKET MPOBOAUTHLCS B HECKOJIBKO 3TAIIOB.
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