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JIACLIUILINHEI,
OCHOBHBIC TEMBI

Heanb: 1aTh cUCTEMHOE TPECTABICHHE B 00J1aCTH JTIOKYMEHTALMOHHOTO 00ECIICYeHHUS YIIPaBIICHNUS,
KOMITBIOTEpHBIX TexHonoruii B JIOY, cucremMbl JOKyMEHTaIMH, OpraHU3aluy JOKyMEHTO000pOoTa U €ro
aHaIM3a.

3amaun: - W3yYEHHE TEOPETHUECKOW OCHOBHI JOKYMEHTOOOOPOTa; - MPHOOpETEHHE IPAKTHICCKIX
HaBBIKOB 10 COCTAaBIICHNIO JOKYMEHTOB B MIPO(eCCHOHANBHON 001acTH;

3HaHMsI. JOKYMCHTOBEAUYECKas TEPMHUHOJOTHSA, MACHCTBYIONINE TOCYJAPCTBECHHBIE HOPMATHBHO-
METOJIMYECKHE TOKYMEHTBI, PETJIAMEHTHPYIOIIUE JOKyMEHTUPOBAHUE YIPABICHUYECKON NEATEINBHOCTH U
OpTaHM3aMI0 HHPOPMAIIMOHHO-TOKYMEHTAIIMOHHOTO OOCTY)KUBAaHUS; TCHACHIIMN Pa3BUTHS JOKyMEHTA
U CHUCTEM JIOKYMEHTAllUH, WX CTPYKTYpy; INpaBWja COCTaBICHHS U OGOPMIIEHHS YNpPaBICHUYECKUX
JIOKyMEHTOB; TpeOOBaHMS K palMOHAIBHON OpraHm3aluyd paboThl C JOKYMEHTaMH B YCIOBHUSX
UCIIOJIb30BAaHUs B ammapare YIpaBJieHUs OPTaHU3AIMOHHONW M BBIYMCIMTENBHOM TEXHHUKH; IpaBHiIa
OIEpaTHBHOTO XpaHEHHsI JOKYMEHTOB; NOPSJOK 0TOOpa JOKYMEHTOB JJIsl TIOCIEYIONIEr0 XpaHeHHs WIH
YHUYTOXKCHUS: 3aJlaud CIYXO JTOKyMEHTAalMOHHOro obecmeuenus ymnpasicnus (JIOY) u paboTHUKOB
ITHX CITYXO.

YMeHusi: cocTaBIATh U 0GOPMIIATH HAaHOOJIEE PACTIPOCTPAHEHHBIE BUIBI JOKYMEHTOB, IIPUMEHIEMBIX B
YNIPaBICHYECKON NESTENFHOCTH C YI€TOM MX Ha3zHaudeHus; (GopMyIupoBaTh TpeOoBaHUA K ciyxoe JOY
[0 palMOHAIBbHOM OpraHu3anud HH()OPMALHOHHO-TOKYMEHTAIMOHHOTO OOCITyKMBaHHUS armapaTa
YIIPaBIICHUs; OPTaHN30BATh PALMOHAIBHOE XpaHEHHE U AP PEKTUBHOE MCIONB30BaHNE HH(POPMAIIOHHO-
JOKyMEHTAI[IOHHBIX MaCCHBOB.

HaBbiku: paboThl ¢ BHYTPESHHUMH M BHELIHUMH JTOKYMEHTaMU.

Jlekuuu (ocHoBHBIe TeMmbl): Knaccudukamus mokymeHtoB. ODyHKIMH JOKyMeHTOB. CHCTEMBI
JokyMeHTanuy; HopmarvBHBIE TpeOOBaHMS K COCTaBY OCHOBHBIX DPEKBU3UTOB U UX O(OPMIICHHIO;
ABTOMaTH3aIMsl  NPOLIECCOB  JIOKYMEHTAlMOHHOIO  oOecreueHus  yOpaBieHUsA; [ eXHOJOTHH
Jiesionpon3BoicTBa; OOpaleHne JOKYMEHTOB B 00JIaCTH KayecTBa

OcHoBHas [MpoektupoBanue  MHGOPMALMOHHBIX  CHCTEM  YNPaBJICHUs  JIOKYMEHTOOOOPOTOM  HAay4HO-
nuTeparypa 00pa3oBaTeNbHBIX YyUpEeKACHUI [DaekTpoHHbIH pecypc]: moHorpadust/ M.H. Kpacusuckuit [1 ap.].—
ONEeKTPOH. TeKCTOBBIE JaHHBIe.— TaM00B: TaMOOBCKMI TOCYJapCTBEHHBIH TEXHUUECKUI YHUBEPCHUTET,
OBC ACB, 2015.— 216 c— Pexum pmocryna: http://www.iprbookshop.ru/63896.html.— DBC
«IPRbooks»
BonkoBa E.A. [lemonmpon3BoACTBO [DIEKTPOHHBIA pecypc|: MpakTHYecKoe MOCOOME UL CTYACHTOB-
GakanaBpoB, oOydaromMxcs MO HampasieHuro mnoarotoskn «fOpucnpynennus»/ E.A. BomkoBa—
OnekTpoH. TekcToBble AaHHble.— Kpacnonap, CaparoB: FOxHbI MHCTUTYT MeHekMeHTa, Al [Tu DOp
Menna, 2017.— 41 c.— Pexwm goctyna: http://www.iprbookshop.ru/62609.html.— 35C «IPRbooks»
Texanueckue Y4eOHbIE ayIUTOPUM JUIA TNPOBEACHHS 3aHATHH JICKIMOHHOTO M CEMHHApCKOTO THIIA, TPYIIOBBIX M
cpezacTBa WHJMBHIYaJIbHBIX KOHCYJIBTAllMH, TEKYIIEro KOHTPOJS YCIIEBAEMOCTH M IPOMEXYTOYHOW aTTecTaluy
00yJaIoMmuXCs, JJIsi CAMOCTOSITEIbHON paboThl CTYJEHTOB
[TproGpeTratoTcst CTyiIeHTaMH IPH OCBOSHUH MOJYJIsI
Kommerenmmu OIIK-5 CIIOCOOHOCTBIO Y4acTBOBaTh B pa3pabOTKe TEXHHYECKOW JOKYMEHTAlWH, CBS3aHHOH C
npodeccHOHAIBHON eI TeIbHOCTHIO
3adeTHBIX 3 Dopma npoge- Jexyuu Ilpakmuueckue Jabopamopnvie | Camocmoamensvnan
eIMHMIL OeHus 3auaAmuil 3anamusn pabombul paboma
4yacoB 4 4 - 98
Bunast Jud.3au KII/KP | YcnoBue dopma n0020MOBKA K
KOHTpOJIs | /3a4/ 9K3 3auera INonydyeHne OLEHKH «3a4TE€HO» | IPOBEICHHUS JIeKYUOHHBIM,
hopmbI 3auer - MOZyJIst CaMOCTOSTENILHON | npaxmuueckum
paboThl SAHAMUAM, 3a4emy
Ilepeuens Moysei, 3HaHUE KOTOPBIX Pycckuii 361K U KyJIbTypa peuu

HCO6X0,HI/IMO JUJIL U3YYCHUST MOYJIA




1 He.]'II/I H 3aJa4Yi JUCIHHUILINHbI

]_ICJ'IB JUCHUILIMHEI - 1aThb CUCTEMHOC ITPCACTABIICHNEC B obnacTu JOKYMCHTAIMOHHOI'O obOecrieyeHus
YIIpaBJICHHA, KOMIIBIOTCPHBIX TGXHOJIOI‘I/If/'I, CUCTCMbI JOKYMCHTAIlUW, OpraHru3alun I[OKyMGHTOOGOpOTa u
€ro adajausa.

33}13‘11/1 JAUCHHUIIIMHbI:
- UI3YUCHUC TeOpeTquCKOﬁ OCHOBBI ,I[OKYMCHTOO60pOTa;

- MPUOOPETEHNE MPAKTHUECKUX HABBIKOB IO COCTABJICHUIO IOKYMEHTOB B TPO(EeCCHOHATBLHOM
o0OJacTu.

Tpeﬁ()BaHI/Iﬂ K pe3yJibTaTaM 0CBOCHUA TUCHUIIJINHBI
B PE3YJIbTATC OCBOCHUA JUCHUIIJIMHBI CTYICHT OJOJIKCH:

3HATh. JOKYMEHTOBEIUYECKYIO TEPMUHOJIOTHIO, IEHCTBYIOLINE FOCYAapCTBEHHbIE HOPMATUBHO-
METOJIMYECKNE TOKYMEHTBI, PErJIaMEHTUPYIOIINE JOKYMEHTUPOBAHNUE TOBAPOBEAHOM NESITENLHOCTH U
OpraHu3aIio THPOPMAIIMOHHO-T0OKYMEHTAIMOHHOTO 00CTYKUBAHUS; TEHACHIIUN Pa3BUTHUS JTOKYMEHTA U
CUCTEM JJOKYMEHTAIIUH, HX CTPYKTYpPY; IIPaBUJIa COCTABICHUS U 0(hOpPMIICHUS JOKYMEHTOB; TPeOOBaHUS K
paloHaIbHON OpraHu3ai paboThl ¢ JOKYMEHTaMH B YCJIOBHUSAX MCIOJIb30BAHHS OPraHU3allMOHHON U
BBIYMCIIMTEIILHON TEXHUKH; IIPABUJIA OTIEPATUBHOIO XPaHEHUs JOKYMEHTOB; MOPSAIOK 0TOOPa TOKYMEHTOB
JUISL TIOCTIEAYIOLIEr0 XPaHEHUS UM YHUUYTOXKEHUS,

YMeThb: COCTaBJIATh U 0hOpMIIATH HanboJiee pacpoCTpaHEeHHBIE BHJIBI JOKYMEHTOB, TPUMEHSIEMBIX
B TOBapOBEAHOM AEATEIbHOCTH C YYETOM UX Ha3HAYEHUS; OPIaHU30BATh PALIMOHAIIBHOE XPaHEHHUE U
3¢ dEeKTUBHOE HCIIONIF30BAaHHE HHPOPMALIMOHHO-TOKYMEHTAIIMOHHBIX MaCCHUBOB.

BJIaJ1€Th: HABbIKaMH pa6OTH C BHYTPCHHHUMU W BHCITHUMU JOKYMCHTaAMU

2 Mecto qucuumiannbl B cTpykrype OOII

Jucuunnmza otHocuTes K ukiny OT/]. @akyabTaTUBBI.

JU1d n3y4eHns JUCHUIUINHBI CTYIEHT JTOJKEH

3HaTh: NpaBuia oporpadun, IyHKTYallud U CUHTAaKCHCA;

YMeTb: [IPaBWJIBHO U TPAMOTHO, JIOTHYECKHA BEPHO CTPOUTh YCTHYIO U IMCbMEHHYIO PEYb;
BJIaJIeTh: HaBbIKaMU pa0OThI HA KOMIIBIOTEPE.

W3yuenne qUCHUIUIMHBI Oa3UpyeTcsl Ha 3HAHUSX, MOJTYYEHHBIX ITPU U3YUYE€HUH TUCIUIUIMH!
Pyccknii s13b1k 1 KynbTypa pedn

3. TpeGoBanusi K pe3yJibTaTaM OCBOCHUS TUCIHUILIUHBI:
3.1 3uaHus, npuodpeTraemMblie B X0/1€ U3yUYeHHU S TUCHUIIUHbI

Ne 3HaHus
n/n 3
1. I[OKYMCHTOBCI[LICCKQ.SI TepMI/IHOHOFI/IH
2. JlelicTByOIIME TOCYIapCTBEHHBIE HOPMAaTHBHO-METOINYECKHIE JOKYMEHTHI,

perilaMeHTUPYIOLME JOKYMEHTUPOBAHUE JIEATEIbHOCTH U OPraHU3aluio
MH(OPMAIOHHO-JOKYMEHTAIIMOHHOTO 00CITYyKHBAHUS

3. TenaeHn Uy pasBUTHs TOKYMEHTA U CUCTEM JOKYMEHTALUU, UX CTPYKTYPY
4, [TpaBuna cocraBienus 1 0poOpMIICHUST JOKYMEHTOB
o. TpeboBanus K panMOHAIBLHON OpraHU3alMy PadOTHI C TOKYMEHTAMU B YCIOBUSX

WCIIOJIb30BAHUS BEIYMCIUTEIbHON TEXHUKU
6. [Topsimok oT60Opa JTOKYMEHTOB JUIsl TOCIEAYIOIIET0 XPAaHEHUS MM YHUYTOXKECHUS




3.2 YMeHI/Iﬂ, npnoﬁpeTaeMble B X01€ MBYYCHUSA JUCHUIIJIMHBI

Ne Ymenus
n/mny
1. Cocrasiienne u opopmiieHue HanboJIee paclpOCTPAHCHHBIE BUJIBI IOKYMEHTOB,
MIPUMEHSIEMbIX B YIPaBIECHYECKON JESTEIbHOCTH C YYETOM UX Ha3HAUCHUs
2. Opranu3zanys panuoHATBHOTO XpaHeHHs U () (HEKTHBHOTO UCIIOIB30BaAHUS
MH(OPMALMOHHO-JOKYMEHTAI[MOHHBIX MAaCCHBOB

3.3 HaBbiku, npuoOperaemMplie B X0/1€ U3Y4YeHH s TUCUUNIMHBI

Ne Hagbikn
n/n H

1. HaBbiku paboThl ¢ BHYTPEHHUMHU U BHEIIHUMU JJOKYMEHTaMHU

3.4 KOMHeTeHHI/II/I, npnoﬁpeTaeMble B X0A€ U3yYECHUA TUCHUIIIMHBI

Komnerennuu 3Hanus YMenust Hagpikn
(NeNe u3 3.1) | (NeNe w3 3.2) | (NeNe m3 3.3)
OIIK-5 crocoOHOCThIO YYacTBOBAaTh B Pa3pabOTKE TEXHHUYCCKOU 1-6 1,2 1
JIOKYMEHTAI[HH, CBA3aHHOW C MPO(ECCHOHAIBLHOMN eSITeIbHOCTHIO

4 CTpyKTypa U co/iepKaHue QUCUUILTHHBI
4.1 Pa3zgenpl AUCOUIINH M BUABI 3aHATHI

Ne Paznes nucuuniunbl Bunbl yueoHoii padoThbl, DopMBbI TEKYLLEro
BRJIIOYasl CAMOCTOATEIbHYIO KOHTPOJIsA
= ® S pabdoTy CTYCHTOB H ycneBaeMocTH
§ GE g TPYA0EMKOCTh (B yacax) (no nedenam cemecmpa)
3 E § Jlex Ipax | Jla6 | CPC | ®opMbI NPOMEKYTOYHOM
aTTecTaluuu (no
cemecmpam)

1 | Tepmunonorudeckas 6aza 1 2 - - 8 | OTBeTHl HA
JIOKyMEHTOBeIeHUs. DYHKIHH BOTIPOCHL.
nokymeHTa. CUcTeMbl [ToaroroBka k
JIOKYMEHTAITU! 3a4eTy

2 | HopmaruBHble TpeOOBaHUS K 2 2 2 - | 12 | OrBeTHl Ha
COCTaBY OCHOBHBIX PEKBU3UTOB BOTIPOCHI.

u ux opopmienuro. branku [ToaroroBka k
JIOKYMEHTOB 3a4eTy

3 | Knaccudukarus J0KyMEHTOB. 3,4 - | 12 | OTBetsl Ha
Opranu3anuoHHbIC BOITPOCHI.
JIOKYMEHTHI. [ToaroroBka k
PacnopsiautenbHbie 3a4eTy
JIOKYMEHTHI.

4 | CnpaBouHO-UH(DOPMAIIHOHHBIE 5,6 - 6 | OTBeTHl HA
JIOKYMEHTHI. JIOKYMEHTBI 110 BOTIPOCHI.
JTUYHOMY COCTaBY [MoaroroBka k

3a4eTy

5 | Opranusanus u aHajau3 7,8 2 - 6 | OrBeThl Ha
JIOKYMEHTOO00pOTa U METO/IBI BOTIPOCHI.
€r0 COBEPIICHCTBOBAHUS [MoaroroBka k

3a4eTy

6 | ObpaiieHre JOKYMEHTOB 8-15 - | 24 | OTBeTsI Ha

BOIIPOCHI.
[Tonroroska k
3a4yeTy

7 | ABTOMaTH3aus MPOLECCOB 16 - 6 | OTBeTHl HA
JIOKYMEHTAIlMOHHOTO BOIPOCHI.




oOecrieueHus ynpaBiIeHUs

IloxaroroBka k

CaMOCTOSITEILHOMN pa6OTBI

3a4ueTy
3auer - - - 2 | Bompocsl k 3auery
Bcero 4 4 - 08
B ToM yucne koHTpOIb 2

4.2 CopnepxxaHue paseoB Kypca

Ne

Pas3nes nUCIUILINHLI

3HaHus
(HOMep
u3 3.1)

YMeHus
(HOMep u3
3.2)

HaBbiku
(HoMep u3

3.3)

TepmuHosornyeckas 6asa J0KyMeHTOBeieH . DYHKIIMU
JIOKyMeHTa: o01mue (MH(QOpMAaIMOHHAs, COITUANIbHAS,
KOMMYHHKATHBHAS, KyJIbTypHas) U CIICIIHAIbHbIC
(ynpaBnendeckasi, mpaBoBasi, QyHKIINS HCTOPHUECKOTO
UCTOYHUKA, PyHKIUS yueTa). CHCTeMBbI JOKYMEHTAIUH.
HOpuanueckas cuna nokymenra. Ctannapruzanvs. Y Hupuxamms.
YHanpunupoBanHas cucTeMa JOKyMCHTAIIHH.

1,2,3

HopmarusHble TpeGOBaHUs K COCTaBY OCHOBHBIX PEKBU3UTOB U UX
odopmiienuto: Tpedosanus 'OCT P 6.30-2003, 'OCT P 6.10.4-
84, TOCT P 6.10.5-87; I'ocynapctBennslii repo PD, repod
cyobekta PO, OI'PH, smMGniema opranu3anuy 1 TOBapHBIA 3HAK U
T.J1. bllaHKM TOKYMEHTOB

2,4

Kiraccugukanus TOKyMEHTOB B OpraHU3alUH: IO HANMEHOBAHUIO,
1o croco0y ¢ukcaruu nHbpopMmaruu, [lo cTenenn CIoXHOCTH, TIO
CTEMNEHU INIACHOCTH, 110 IOPUANYIECKON cuile, 0 CPOKam
HUCIIOJIHCHHUA U T. 1. OpI‘aHI/I3aHI/IOHHBIe " pacopsAAnuTCIIbHBIC
JOKYMEHTBI: TIOJIOXKEHUSI, yCTaBbl, HHCTPYKIMHU, TPHKA3bI,
pEeUICHM, IMPOTOKOJIbI, IITATHOC paClMCaHUC, PETTIAMCHT U T.II.

CrpaBouHo-MH(pOPMAIIMOHHBIE JOKYMEHTHI: HChMa,
TeJIerpaMMbl, Telne()OHOTPaMMBbI, JOKJIaIHBIE, CIIy>KEOHBIE,
NOSICHUTEJbHBIE, O0BSCHUTEIIbHBIC 3aIMUCKU, CIIPABKH, aKTHI U T.II.
JIOKyMEHTBI 10 JINYHOMY COCTaBY: IIPUKA3bl, JIUUHBIE JIET1a,
3a51BJIICHUS], TPYJOBBIE KHI)KKH, XapaKTEPUCTUKH, AHKETHI,
pe3roMe, JOTOBOPHI U T.IL

Opranunzanusi JOKYMeHT0000pOTa 1 €ro OCHOBHBIE 3TAIIbL: IIPHUEM,
COPTHPOBKA, 00pabOTKa MOCTYNAIOLIUX JOKYMEHTOB;
PaccMmoTpenne 10KyMEHTOB pyKOBOIUTETEM (PE30ITIOLHA);
KonTpons ucnonnenus; McnoiaHnenne 1okyMeHTOB; Tekyiee
XpaHeHue u

ucnosb3oBanue; @opmupoanue aein; [lepegada Ha apxuBHOE
XPaHEHUE WM YHUYTOXKEHUE TOKYMEHTOB

JlokyMeHTHI B 00J1aCTH TOBApOABIKEHHS: IEpeUYeHb TIOKYMEHTOB,
UX KJaccU(pUKaIMs, cCXeMa JIOKYMEHTOIIOTOKA.

Coznanne 1 U3MEHEHNE JOKYMEHTOB: TAKEThl JOKYMEHTOB
MIPUX0JIa M pacxo/ia TOBapa, NEPEMEIIEHNS TOBAPOB MEXKIY
CKJIa/IaMH, CIIMCAHUS TOBAPOB.

JloxyMeHTHpOBaHNE JaHHBIX CBA3aHHBIX C COMPOBOIUTENHHOM
JOKYMEHTAIMEeH: CIIpaBKH, CEPTH(UKATHIL.

5,6

ABTOMaTI/I3aI_[I/I$[ MpoLcCCOB JOKYMCHTALIUOHHOT'O obecneucHuUs
YHpaBJICHUA: IEJIM aBTOMAaTU3alluu, 063013 COBPEMECHHBIX CUCTEM
aBTOMaTU3aln ):[OKYMGHTOO60pOTa




4.3 HamMeHoBaHHs TeM NPAKTHYEeCKUX PadoT U 00beM B yacax
o kaxnoil npakTHUECKON paboTe CTyIEeHThI O(GOPMIIIOT OTUYET U MOCJIE BBIITOJHEHUSI IPAKTUYECKOM
paboTHI U 3aIIUIIAIOT OTYET YCTHO.

Ne

pasjena Oo0bem B
Ha3zBanmue NMPAKTUYIECCKUX paﬁoT
JTUCIUTILI qgacax

HHbI

PepakTupoBaHue TeKcTa CIy»KeOHOro JOKYMEHTa

CocTtaBieHne IPOTOKOJIA M aKTa

CocraBieHue IpuKa3a N0 OCHOBHOM J1€ATEIbHOCTU

CocTtaBieHue JOJKHOCTHON MHCTPYKIUH

CocTraBiieHre JOKJIATHON U OObSICHUTEIbHON 3aIIHCOK

CocTaBieHue 10BepeHHOCTH

CocraBieHue pe3roMe

CocTaBieHue 1e710BOro nuchma

DJIEKTPOHHBIN TOKYMEHTOO000POT 2

CocraBieHHe JOKYMEHTa

CocraBieHue NpeTeH3UH 110 KaYeCTBY

CereBble TEXHOJOTMU HHPOPMAIIMOHHOMN pabOThI
Bcero 4

OO |NOOTAWIN| -

[EEN
o

-
-

N[OOI BRI WWWIN

[EEN
N

4.4 .HauMeHOBaHHUE TeM JIA00PATOPHBIX PadoT, MX coJlepPKaHuEe U 00beM B Yacax

He NMPpEeaAyCMOTPCHDBI y‘leﬁl—lI)IM IJIAHOM

5. Conep:kaHue caMOCTOATENBHON PadoThI cTyA1eHTOB. O eHOYHbIE CPEICTBA /IUIsI TEKYIIET0
KOHTPOJISI YCTIeBAEMOCTH, IPOMEKYTOYHON ATTECTAIHH 10 UTOraM OCBOEHHUSI N CIUTLIHHBI

5.1 Conep:xanue caMoCTOATEILHOMH PadoThI

Ne Ne pazpena HaumeHnoBanue Tem Tpynoem-
n/n JTUCIHMILINHBI KOCTh (4ac)
1 1 Tepmunonornueckas 6a3a nrokymeHnToBeneHus. OyHkuun 8
JokymeHTa. CucTeMbl JOKYMEHTAIMN
2. 2 HopmatuBHbie TpeOOBaHUS K COCTaBY OCHOBHBIX 12
PEKBHU3UTOB U X odopMieHn0. biaHku JOKYMEHTOB
3. 3 Knaccudukanmst nokymeHToB. OpraHu3alioHHbIC 12
JIOKyMeHTHI. PacniopsiiuTenbHble TOKYMEHTHI.
4. 4 CnpaBouHo-HGOPMAIIMOHHBIE JOKYMEHTHI. JIOKYMEHTBI 6
110 JINYHOMY COCTaBY
5. 5 Opranu3anys 1 aHaJIu3 JOKYMEHTO000pOTa U METOBI €T0 6
COBEPILIEHCTBOBAHUS
6. 6 OO6paineHne JOKYMEHTOB 24
7. 7 ABTOMAaTH3a1MS POLIECCOB TIOKYMEHTALIMOHHOTO 6
o0ecreyeHyst yrpapieHus
IToaroroBka K 3a4eTy 2
Bcero 98

5.2. O1eHOYHbBIE CPEACTBA, HUCIIOJIBb3yeMbIe ISl TEKYIIEro KOHTPOJIS YCIEBAEMOCTH U MPOMEXKYTOUYHOM
aTTeCTaIluu OOYYarOIIMXCsI IO UTOTaM OCBOCHUS AUCITUIUIMHBI, UX BUABI U (GOPMBI, TPeOOBAaHUS K HUM H
KBl OIEHUBAHUS MPUBECHBI B MPUIOKECHUH K paboueil mporpamme TUCHUIUIUHBI «DOH OIIEHOYHBIX
CPEICTB MO AUCIUIUIMHE «JleTOBOM TOKYMEHTO000pOT», KOTOpoe OohOopMIIETCS B BUIE OTACIBHOTO
JIOKYMEHTA.




6.YueOHO-MeTOAMYecKOe U HHPOPMAILIMOHHOE 00ecniedeHUe TN CIUTIMHBI:
a) OcHoBHas1 IMTEpaTypa

Howmep HaumenoBanue kHUru T'on Ko-Bo

HU3JaHus OK3CMILIAPOB

[IpoekTtupoBanue uHPOpMAIMOHHBIX cucTeM ympasiaeHus | 2015
JOKYMEHTOOOOPOTOM Hay4YHO-00pa30BaTEeNbHBIX YUPEKICHUN
[DnexTponnbiii pecypc]: monorpadus/ M.H. Kpacusauckuii [u

ap.].—  DJNeKTpoH.  TEKCTOBbIe  JaHHBIe.—  TamOoB:
TamMOOBCKHI TOCYAapCTBEHHBIM TEXHUYECKUN YHHUBEPCHUTET,
ObC ACB, 2015— 216 c¢— Pexum gocryna:

http://www.iprbookshop.ru/63896.html.— DBC «IPRbooks»

BonkoBa E.A. [lenompousBoactBo [DnextpoHHblil pecype]: | 2017
IpakTHUeCKoe  mocodue  JuIs  CTYJACHTOB-0OakajiaBpoOB,

o0yJaromuxcs 1o HaIPaBIICHUIO IOJITOTOBKH
«Opucnpynenuus»/ E.A. BoakoBa— IJIEKTPOH. TEKCTOBbBIE
nanusle.—  Kpacnomap, CaparoB: IOXHbBIE  HMHCTUTYT
MeHemkMenTa, A Ilu DOp Menua, 2017.— 41 c.— Pexum
nocryma:  http://www.iprbookshop.ru/62609.html.—  DBC
«IPRbooks»

0) lonoJiHUTe/ILHASA JIUTEPATYypa

Howmep HaumMmeHoBaHne KHUTH Ton Ko-Bo

HU3OaHuA 9K3CMIIJISIPOB

Mupromkuna F0.B. JlenonpousBoacTBo U gokyMeHTanuonHoe | 2016
obecreyeHne TOCYAAPCTBEHHOM W MYHUIMMAIBHON CITyXOBbI
[OnexTponnbiii pecypc]: mpaktukym/ FHO.B. MupromkuHa—
OneKTpoH. TekcToBble JAaHHble.— CraBpononb: CeBepo-
KaBkasckuit Qenepanbubiii yausepcurer, 2016.— 116 c.—
Pexxum  moctyma:  http://www.iprbookshop.ru/66028.html.—
OBC «IPRbooks»

B) NlepevyeHb pecypcoB HH(POPMAMOHHO-KOMMYHUKAMOHHOM ceT UHTepHeT

1. DOnextponHOo-0MbOMMOTEYHas cucteMa [PRbooks
http://istu.ru/material/elektronno-bibliotechnaya-sistema-iprbooks

2. DOnekTpoHHBIH Katanor HaydyHou OmOmmorexku VokI'TY mvenu M.T. KamammaukoBa Web MPBUC
http://94.181.117.43/cqi-
bin/irbis64r_12/cgiirbis_64.exe?LNG=&C21COM=F&I21DBN=IBIS&P21DBN=IBIS
3. HamumonaneHas anektponHas 6ubnuoreka - http://H36.pod.

4. Muposas rudposas oudaroreka - http://www.wdl.org/ru/

5. MexnyHapoaHbIi MHIEKC HayyHoro IuTupoBanust Web of Science —
http://webofscience.com.

6. Hayunas snextponnas 6ubnmuoreka eLIBRARY.RU —
https://elibrary.ru/defaultx.asp

r) IporpaMMHoe odecreyeHue
1. LibreOffice(cBoboano pacnpocrpansemoe [10)

7. MaTtepuaibHO-TEXHUYECKOE o0ecrieyeHne TUCHUTIHHbI:

1. CrenanbHble TIOMENEHHS - Y4eOHbIC ayAUTOPUH [T TPOBEACHUS 3aHATHI JIEKIIMOHHOTO
TUIIA U IPAKTUYECKUX 3aHATUH, 000pyI0BaHHbIE JOCKOM, CTOJIAMHU, CTYJIbIMHU
2. CrenanbHble TIOMENICHHS - Y4eOHbIE ayAUTOPUH JUISI IPOBEACHHUS TEKYIIETO KOHTPOIIS

YCIEeBAaeMOCTH U MPOMEKYTOUHON aTTecTalluu 00ydaromuxcsi, 000pyA0BaHHbIE TOCKOM, SKPaHOM,



IIPOEKTOPOM, KOMIIBIOTEPAMHU C BO3MOKHOCTBIO IOJKIIIOUEHHUS K ceTU «HTepHeT», cTonamy,
CTYJIbSMH.

3. CriennanbHble IOMEUIEHMS - yUeOHbIE ayJUTOPUH JIUIsl OPTaHU3aLNU U IIPOBEACHUS
CaMOCTOSITENIbHON pabOThI CTYACHTOB, 000PYI0OBAHHBIE JOCKOM, KOMIIBIOTEPAMHU C BO3ZMOKHOCTBIO
MOAKIIIOUEHUs K ceTh «IHTepHET», CTOJIaMHU, CTYJIbSIMU.



JIncer yrBep:kaeHus pado4eil nporpaMMbl AUCHMINIMHBI (MOLYJIs1) HA Y4eOHBIH roj

Pabouas mporpamma TUCHUTUINHBI (MOYJIs) YTBEPKICHA HA BEJICHUE YIeOHOTO Mporiecca B yueOHOM
rofy:

«Coznacosanon:
3aeedyrowuii kageopoti,
200 omeemcmeentou 3a PITJ{
(noonucev u dama)

Yueonuvin

2018- 2019
2019- 2020

2020- 2021

2021 - 2022

2022 - 2023

2023 - 2024

2024- 2025
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yUpeKJIEHHUS BBICIIETO 00pa30BaHUS
«NxeBCKkUM rocygapcTBEHHBIM TeXHUYeCcKUuil yHuBepcuter uMenu M.T. Kanamuaukosa»
('5U (punmuan) ®I'bOY BO «MUxI'TY umenu M.T. KamamuaukoBay)

Kadenpa «OxoHOMUKA 1 MEHEKMEHT)

YTBEPXJIEH
Ha 3aceflaHuu KadeIphbl
« » 2018r.,

npoTokosr Ne
.o 3aBenytouiero kapeapoi
N.B. [Iponuna

(moamnuce)

®OHJT
OIIEHOYHBIX CPEJICTB

MO JUCHUTIJINHE

«Jles10BOM TOKYMEHTO000POT)»

(HanMeHOBAHME TUCIUILTMHBI)

09.03.01 MadopMaTHUKa U BEIUUCIUTEILHAS TEXHUKA
(mrndp, HaMMEHOBaHUE — MOJTHOCTBIO)

ABTOMAaTH3UPOBAHHBIE CHCTEMBI 00pPa0OTKM HH(MOOPMAIIMH M YIIPABICHNS
(mpoduis)

OakayiaBp
Kpanudukanust (cTeneHb) BBITYCKHUKA




Hacnoopr

(l)OH[la OLCHOYHbLIX CPEACTB
10 JUCHUIININHE «/le10BOIi JOKYMEHT0000POTY

(HaI/IMEHOBaHl/le le/lCl.ll/Il'l.]'Il/lHl:-I)

Ne Paznen
n/n JIMCUMILTHHBI* Kon
KOHTPOJIMPYEMOU HanmenoBanue oieHOYHOTO
KoMIeTeHIuu (M | CpecTBa
€€ 4acTH)
1 Tepmunosiornueckas 6asa paboTa Ha MPaKTUYECKUX
noKyMeHToBeaeHus. DyHKIH 3aHSITHUSIX
nokymeHTa. CucreMbl
JTOKYMEHTALUH
2 HopmartuBHbie TpeOOBaHUS K OIIK-5 crnocobHoCTEIO | paBoTa HA MPAKTHISCKUX
COCTaBY OCHOBHBIX PEKBH3UTOB U ux | PCHIATh  CTAHIAPTHRIC | sqpqrpgx
3aJadyn
oopmiieHHt0. BiiaHKM TOKyMEHTOB y IToaroroBka K 3a4eTy
po¢eCCHOHATBHOM
3 Kiaccudukarys JOKyMEHTOB. aboTa Ha MPAKTUYECKHUX
ACATCIIPHOCTH Ha
OpraHu3anroHHBIC IOKYMCHTHI. OCHOBE 3aHSTHUSIX
yM
PacniopsiauTenbHbIe JOKYMEHTHI. unopMaimonHoit ¥ | [ToAroTOBKA K 3a4€Ty
IPaBOYHO-UH(POPMAITHOHHBI Ta HAa MPAKTUYIECKHUX
4 CripaBouHo OpMAIMOHHBIE 6H6”H°prpaq’me°m“ . | padoTa Ha npaxTHYeC
KYJIBTYPBI
JTOKYMEHTHI. JJOKyMEHTBI TIO HpUMEHEHHEM 3aHSITHUSIIX
JMYHOMY COCTaBY HH(bOPMALOHHO- IToaroroBka K 3a4ety
5 OpraHu3zaius 1 aHaIu3 KOMMYHHUKAIMOHHBIX | pa0oTa Ha MPAKTHYSCKUX
JIOKYMEHTOO0OpOTa 1 METOJIBI €TO TEXHOJIOrMH 1 C6 YICTOM | 3aHATUAX
OCHOBHBIX TPC€OOBaHHUU
COBEPIICHCTBOBAHUS pebor [ToaroroBka K 3a4eTy
WHPOPMAIMOHHOM
6 OOparieHre JOKyMEHTOB 6e30IACHOCTH paboTa Ha MPaKTHYECKUX
3aHSTHSIIX
[ToaroroBka K 3a4eTy
-

ABTOMAaTH3aMs TPOLIECCOB
JOKYMEHTAI[MOHHOTO 00ecTieueHust
YIPABICHUA

paboTta Ha MPaKTHYECKUX
3aHATHAX
ITonroroBka K 3auety

Onucanud yiemeHToB ®OC

Haumenosanue: 3auer
IIpeocmaesnenue ¢ @OC: niepevyeHb BOIPOCOB

Ilepeuensv 6onpocoe ona nposedenus 3auema:
1.IlonATHE 1ETONPOU3BOJACTBA U TOKYMEHTO000POTA.
2.Coco6bl JOKYMEHTHPOBaHUS HHPOPMAITHH.
3.0Tansl CTaHOBIEHUH JOKYMeHTooOopoTa B Poccun.
4.Knaccugukaiusi COBpeMEHHbIX HOCUTENEH TOKYMEHTHON HH(POPMAIIH.
5.ONeKTPOHHBII TOKYMEHTHI.
6.CucTeMbl 3JIEKTPOHHOTO JJOKYMEHTO000poTa.
7.11IudpoBanue TOKYMEHTOB.
8.0mnpeneneHue U NprU3HaAKU NOJJIMHHOCTH JOKYMEHTA.
9.Knaccugukanus 10KyMEHTOB.
10.0cob6eHHOCTH JIETIOBBIX JOKYMEHTOB U ITHCEM.
11.YHudukanus u cTanmapTU3anus J0KyMeHTa.




12
13
14
15

. IOpuanueckas cuna JoKyMeHTa

. HopmatuBHO-MeTOqMUYECKHE JOKYMEHTHI, PEriaMEeHTHPYIOIIUE MPOIECCHl JOKYMEHTHPOBAHUS
. Bunpl 61aHKOB, IPUMEHSIEMBIX OpraHU3aLUsIMU.

. PexBu3uthl, (opmupyromue OJaHK HHChMa M OJAHK KOHKPETHOTO

BUJa JOoKyMeHTa. [IpaBuiia ohopMiieHus 1aThl B JOKYMEHTE.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

33

CriocoObl yTBEpkKACHHS IOKYMEHTOB

3aBepenne Konuu JoKymeHTa. CriocoOsl ee 0popMIICHHS.

Bunpel nevareit. [IpaBuiia npocraBieHus nevyatu B pekBu3nTe «lloamucey»
CornacoBanue qokymenTta. OQopmIIeHHEe COTIacoBaHUs

DTarnbl IOATOTOBKYU MPHUKa3a.

TpeboBanus MpeabABIAIOTCA K TEKCTY MUCbMa

Bunsl opraHn3annoHHO-paCIOPSIUTEIBHBIX JOKYMEHTOB

OcoOeHHOCTh cocTaBieHUS U OPOPMIICHUS TpPUKa3a MO OCHOBHOM JESATENbHOCTH
[Tporokoin. OcobeHHOCTH er0 0hOPMIICHHUS.

Bunel cnpaBoyHO-MHGOPMALMOHHBIX IOKYMEHTOB

Axr. [IpaBuiia ero opopmireHusI.

TpebGoBanusi K CayXeOHBIM U AOKIATHBIM 3anuckaMm. OcoOeHHOCTH UX 0hOpMIICHUS
OcHoBHbIe TpeOOBaHUS K 0(HOPMIICHHUIO CITY>)KEOHBIX TIHceM. PasHOBHIHOCTH TTCEM
Dransl JOKyMEHTUPOBaHUS.

Dransl paboThI ¢ BXOASIIMMH JOKYMEHTaMH.

TpebGoBanusi k 00pabOTKE UCXOASIINX TOKYMEHTOB

Oco6eHHOCTh Pa0OTHI ¢ KOH(DUICHIINATBHBIMUA JOKYMEHTAMH

. JIokyMeHTBI B 00J7aCTH TOBapOABI)KECHHUS: IIepeUeHb JOKYMEHTOB, UX KJIacCU(UKAIIHS, CXeMa

JIOKYMEHTOTIOTOKA.

34

. ABTOMaTI/I3aI_II/I$I mponecCcoB JOKYMCHTAIITMOHHOT'O obOecrnieueHUs YIIPpaBJICHUA

Kpumepuu oyenku:
IIpuBenens! B pazaeine 2



2 Kpumepuu ouenku:

YpoBeHb 0CBOeHH S KOMIIETEHIIUH

KomnereHuuu JlecKpUNTOPHI Bua, dopma KoMnereHuust ocBoeHa*
OIIEHOYHOT'0 OTJIMYHO X0poIo YAOBJIETBOPUTEILHO HeyI0BJIeTBOPUTEILHO
MepOnpHUsTHS
V1 CocraBnenue n | Pabora Ha | IIpaBHIBHO BEIIOIHEHEI [IpaBuibHO BHIOIHEHA 3amaHus BHIIOIHEHBI 3agaHus BBIIOIHEHEI
oopmiteHnE Haubosiee | MPAKTUYECKUX 3aHATHAX: | BCE 3aaHMA. GoubIlas 4acTh 3a/laHMIL. Oosee 4eM  HAIOJNOBUHY. | MEHEE YEM HAIlOJIOBHHY.
pacnipocTpaHeHHbIE BUABI | TEKyIIMi KoHTpoib | IIposeMoHCTpUpOBaH IpucyrcrBytor HesHauutenbHble | IlpucyrcTByroT — cepbé3Hble | IIpopeMOHCTpUpOBaH
ITOKyMEHTOB, HNPHMEHSIEMBIX | BBHIIOJHEHHUS 3aJaHUH BBEICOKHH YPOBEHb OIINOKH. OMINOKH. HEYIOBJICTBOPUTEIILHBIH
B YIPaBICHYECKON BJIAJICHUS] MATEPUAIIOM. IponemoHcTpHpOBaH IIpoaemoHCTpUpPOBaH YPOBEHb BIIaJICHUS
[IESATENIBHOCTH C y4eTOM HX IMposiBneHbt XOpOIINH yPOBECHb YJOBJICTBOPHTEIbHBIH MaTepHaoM.
[Ha3HAYEHUS MIPEBOCXOJHBIS BIIaICHUS MaTePUAJIOM. YPOBEHb Biazenus | IIposiBieHb
V2 Opranuszanus CIOCOOHOCTH IIposiBneHs! cpegHue MaTepuaIoM. HEJIOCTaTOYHbIE
[PALOHAIBHOTO XPAaHCHHS U HPUMEHATh 3HAHUS 1 CIIOCOOHOCTH IIposiBieHBI HU3KHE CIIOCOOHOCTH
bddexTrBHOTO YMEHUS K BEIIOJHEHHIO MIPUMEHSATD 3HAHUS U CnocoGHOCTH ~ NPHMEHSTH | NPUMEHSTH 3HAHUS U
pcronb3oBaHus  MH(opMa- KOHKPETHBIX 3aJjaHUH. YMEHUSI K BBITIOTHEHUIO 3HAHUA U YMEHUSI K BBIIOJHEHUIO
OIIK-5 [IMOHHO-IOKYMCHTAIHOHHBIX KOHKPETHBIX 3aJaHUI YMEHHS K BBIIOJTHEHMIO
MaCCHBOB KOHKPETHBIX 3aIaHUH.
CIocOOHOCTHIO

pemaTh CTaHIapTHEIC
3a7a49

npodecCHOHATLHON
JeSTEeIbHOCTH Ha
OCHOBE
nHdopmanmoHHoit
oubnrorpaduueckoit
KYJIBTYPBI c
MIPUMEHEHHEM
nHpopMannoHHO-
KOMMYHHKAIMOHHBIX
TEXHOJOTUH U C
Y4eTOM  OCHOBHBIX
TpeOoBaHU
nH}popMannoHHON
6e301acHOCTH

H1 HaBbsiku paboTbl €
BHYTPEHHHUMH ¥ BHEIIHUMH
[TOKyMEHTaMu

JIOKyMEHTHPOBaHHE
JIeATENbHOCTH u
OpraHH3aluIo
HH(pOPMAIMOHHO-
JTOKyMEHTallHOHHOTO
00CITy)KUBaHUS

33 TeHaeHUMH pa3BUTHUS
JOKyMEHTa M CHCTeM
JTOKYMEHTAIIH, X
CTPYKTYpY

34 IlpaBuia cocTaBlIeHHs
u odopmnenust
JIOKYMEHTOB

35 TpeboBaHus K
paMoHaIbHOM
OpraHu3aly  paboTl ¢

JOKYMCHTaAMHA B YCJIOBHUAX
HC-TIOJIb30BaAHUA
BBIYUCIINTEIILHON TEXHUKU

npezncrosmeil paboTsl 10
CIIeMANBHOCTH,
CIIpaBHIICS c
BBITIOJTHEHUEM 3aJIaHHUH,
HPELyCMOTPEHHBIX
HPOrpaMMOii IUCHUTLIMHBL.

JlecKpUNTOPBI Bua, dopma 3auer He3ayer
OLICHOYHOI'0
MepOonpHUsITHS
31 JlokymeHTOBemdeckas | 3ader OO0yuaronuics OO0yyaromuiics 00HAPYKHUIT
TEPMUHOJIOTHS OOHAPYKIIT 3HaHUE 3HAYHUTENbHBIe POOETBl B 3HAHHSX
32 JlelicTByromue OCHOBHOTO OCHOBHOTO y4€OHO-TIPOrPaMMHOTO
rocygapcTBEHHBIE y4eOHO-IIPOrPaMMHOT0 MaTtepHana, JOIYCTUI
HOPMAaTHBHO- MartepHaia B o0beMe, NPUHIUIHAIGHEE ~ OMMOKH B
METOIUYECKHE JTOKYMEHTHI, HE00XOAUMOM ISt BBHIIONHEHUH  MPEIYCMOTPEHHBIX
peria-MeHTUpyoue JanbHeien yueosl 1 nporpamMmoR  3afjaHuii M He

CIIOCOOCH TPONODKUATE 00ydeHHe
WM OPHCTYIHUTh O OKOHYAHUM
YHHBEPCHTETA K
poecCHOHATBEHOH  IeITENEHOCTH
0e3 OIOMHUTENBHBIX 3aHATHH IO
COOTBETCTBYIOIIEH JUCIUIIINHE




36  Ilopsmok  orbopa
JJOKYMEHTOB 0TSt
HOCIEAYIOIIEro  XpaHeHHs!
WJINM YHHYTOXKCHHUSI
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