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['oTtoBoe pemrenue: Kak opraHu3oBaTh JIEKTPOHHBIA KaJIpOBBIH JIOKYMEHTOO00pOT B
opranmzaumn (IToarorosneno crennamctamu AO Koncymsrant Ilmoc, 2026) // CIIC
Koncynwrantl Lmroc.
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[lpsaumaukoBa, 2024, — 32 c¢. — EDN HLFTWO. [Onekrponnsii Ttekct]. URL:
https://elibrary.ru/download/elibrary 73230536 42302224.pdf
2. *DneKkTpoHHBIH JOKYyMEHT0000poT ¢ HajoroBoil: ®HC mosicHnia, Kak CYUTATh CPOK UCIIOTHEHUS
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5. *®opma: Ilonmoxxkenne 00 dIEKTpOHHOM AokymMeHTooOopoTe. (IloaroroBrnena myis cucTEMbI
Koncynpsrantllntoc, 2025)
6. *®opma: [Ipuka3z o BHEAPEHUU CHCTEMBI AJIEKTPOHHOTO JOKyMeHTooOopota (IlogroroBnena s
cucremsl Koncynsrantllmtoc, 2025)
7. *Bompoc: Kakue ycraHOBIIEHbI NpaBujia A BHEJIPEHHs] DJIEKTPOHHOTO JOKYMEHTooOopoTra?
(Koncynpranus sxcnepta, [Tonroronena mis cuctemsr Koncynprantllinroc2025)
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AHHOTAIUA

paboueit mporpaMMbl y4eOHON TUCIIUTUIAHBI
b1.B./1B.02.02 DneKTpOHHBIA JOKYMEHTOOOOPOT
JUIS IOATOTOBKH CIIEIHAINCTa
o crienuagbHOCTH 38.05.01 DxoHOMMYECKast 0€3011acHOCTh
crieruaIn3anu JKOHOMHKO-TIPABOBOE 00ecTieueHne YKOHOMUYECKOI 0€30IMacHOCTH

Heab ocBOeHMs AUCHUIIMHBI: HAYYUTh CTYJEHTA pElIaTh 3a/1a4M, CBSI3aHHbIE
C mnepexonoM K 0e30yMaXHOW TEXHOJOTWH YHPABICHHS SKOHOMUYECKUMH
CUCTEMaMH IIyTEM MCIOJIb30BAaHUS CPEJICTB aBTOMATU3ALIMH ITPOLIECCOB COCTABJICHHS
U BBOJAA D3JEKTPOHHBIX JOKyMeHTOB (D/]), ux oOpaOoTKu, XpaHEHHs, MOHWCKA H
Nepefadn, a TaKXKe IMPOLECCOB IUIAHUPOBAHUS JIOKYMEHTOOOOpoTa U OH3Hec-
MPOLIECCOB, KOHTPOJISI UCIIOJIHEHM S, AHAJIN3a U COBEPIIEHCTBOBAHUS.

MecTO AUCHUIIMHBI B Y4eOHOM IUIaHe: JTUCUUIUIMHA BKJIIOYEHA B MIEPEUYCHb
JTUCIMIUIMH ydyeOHoro r1uiaHa 1o croenuainbHoct 38.05.01 DOxoHOoMHYecKas
0e30macHOCTh, (HPOPMUPYEMBIN YUaCTHUKAMHU 00pa30BaTEIbHBIX OTHOIICHUH.

TpeOoBanuss K pe3yabTaTaM OCBOCHUS IMCHUILIMHBI: B PpE3yJbTaTe
OCBOEHUS AUCHUIUIMHBI (POPMUPYIOTCS CIIETYIONINE KOMIIETEHIUH
—  IIKoc-4. Crioco0OeH mnaHupoBaTh, KOOPAUHUPOBATH U HOPMATHBHO

o0ecreynBaTh ayAUTOPCKYIO MPOBEPKY, 00ECIEYNBATH HHTErPALIAIO

NEeSATEIbHOCTH MOAPA3ACICHUN MO YIIPABIECHUIO PUCKAMH B

COOTBETCTBHUH CO CTPATETUUECKUMU LIEJIIMU OpraHU3alun
—  IIKoc-4.1 3Hath oTpacneBble CTaHIAPTHI IO YIIPABICHHUIO PUCKAMU,

TPYIOBOE, IPAXKIAHCKOE, AAMUHUCTPATUBHOE 3aKOHOIATEIBCTBO

Pocculickon ®@enepanuu, NpakTUKy TPUMEHEHUS

3akoHo aTeabcTBa Poccuiickoit @epepanun 06 ayTuTOPCKON

JESITeIbHOCTH, O OyXTraJITEpCKOM y4deTe, O COLMaIbHOM

CTpPaxOBaHUU U 00ECIICYEHUHU U KOPIIOPATUBHOM YTIPABIICHUH,

HaJIOTOBOT0, I'PaKIAHCKOT0, TPYAOBOI'0 3aKOHOIaTEIbCTBA

Pocculickoi @enepaiuy, OCHOBHBIE 3aKOHOIATEIbHBIE U

HOPMAaTHBHBIE MPABOBBIE aKThl, OTHOCSIIMECS K 00JacCTIM

MPOBEPKH;

—  IIKoc-4.2 YmMerb cTaBUTh NpohecCruoHaNbHbIE 3a/1a4H,

aHAIN3UPOBATh U KOOPAUHUPOBATH 00BbEM PadOT KaKI0TO

COTPYJHUKA NOAPA3/CIICHUS, CTABUTH 33/1a4l B COOTBETCTBUU C

HOpPMaMHU TPYAOBOT0, FPAXJAHCKOTO U aAMUHUCTPATUBHOTO

3akoHomarenbcTBa Poccuiickon denepanuu, OCHOBHBIMU

3aKOHOJATEIbHBIMU U HOPMATUBHBIMU MPABOBBIMU aKTaMHU,

OTHOCSIIUMUCS K 001aCTsIM TIPOBEPKH;

—  IIKoc-4.3 BnageTs HaBbIKaMH JIEKOMIIO3UIIMK CTPATETHUECKUX

1eJIe Opra"u3aliy B 3a/1a4 oApasieiacHus, GOpMUPOBAHUS

PUCK-OPUEHTHUPOBAHHOTO TUIAHUPOBAHHUS, COTJIACOBAHUS U

YTBEPKJICHUS [IJIAHOB U MPOTPaMM MIPOBEPOK, PYKOBOJICTBA

MOJITOTOBKOM OTYETa U 0OCYKIEHUS PE3YIbTATOB MPOBEPKHU C

YIOJHOMOYEHHBIMU MPEICTABUTEIISIMU.



Kpartkoe copep:kanue 1uCHUNIMHBI:

JucuunnuHa «JeKTPOHHBIA JOKYMEHTO000POT)» MpEeaoiaraeT BEIpadoTKy Y
oOydaromuxcss KOHIENTYadbHBIX MPEACTABICHUH O TPUPOJE U  CYIIHOCTH
NPUMEHEHUS JIEKTPOHHON CUCTEMBI YIIPABICHHS JTOKYMEHTOOOOPOTOM B Pa3IMYHBIX
chepax IKOHOMUYECKOW NEeATENBHOCTH, (POPMHUpPOBAHUE M 3aKPEIUICHHE HAyUYHBIX
IIPEACTABICHAN, 3HAHUM M ONbITA JEATEIIBHOCTM O COBPEMEHHBIX METOAaX
OpraHu3allid W MCHOJIb30BaHUSA  DJIEKTPOHHOM  CHCTEMBl  YIIPABICHUSA
JIOKYMEHTOO0OpPOTOM.

OO0wmas TpyroeMKoCTh AucHUIINHbL: 144 yaca / 4 3a4. ef.
IIpoMeKyTOYHBIN KOHTPOJIb: 324eT C OLIEHKOM.



1. lleanb ocBOEHNSI AUCUUILIHHBI

[{enpr0 OCBOCHUS MUCHIUIUIMHBI « DNEKTPOHHBIN JOKYMEHTOOOOPOT» SIBISIETCS
pa3BUTHE Yy CTYJECHTa HAaBBIKOB peEIIaTh 3aJayd, CBS3aHHBIE C MEPEXOJOM K
0e30yMa)XHOM TEXHOJOTMHM YIPABICHUS SKOHOMUYECKHMMHU CHUCTEMaMH IIyTEeM
UCIIOJIb30BAHUSI CPEJCTB ABTOMATH3alMU IPOIIECCOB COCTABJIECHHS W BBOJA
AJIEKTPOHHBIX AO0KyMeHTOB (D/]), nx 00paboTKH, XpaHEHUs, MMOMCKA W TIEpenayu, a
TaK>Ke MPOLIECCOB TUIAHUPOBAHUS JOKYMEHTO000POTa U OU3HEC-TIPOIIECCOB, KOHTPOJIS
WCIIOJIHEHHUS, aHATIM3a U COBEPIICHCTBOBAHMUSI.

2. MecTO IMCHMILUIMHBI B y4eOHOM mpouecce

JucuuninuHa «JIeKTPOHHBIN TOKyMEHTOO00POT)» peann3yercs B COOTBETCTBUN
¢ TpeboBanusamu OI'OC, OITOIT BO u Yue6Horo miaHa no cneruaibHocty 38.05.01
DKOHOMMYECKass 6€30MacCHOCTb.

[IpenmecTByOmUMH KypcaMy, Ha KOTOPBIX HEMOCPEICTBEHHO Oasupyercs
JUCHUIUIMHA «DJEKTPOHHBIA JOKYMEHTO000poT» sBistoTcs «KynbTypa peun u
nenoBoe obmenne», «MHOOKOMMYHUKAIIMOHHBIE CUCTEMBI U CETH», «YTPABICHHUE
UM(POBBIMHU NPOAYKTaMU U NpoeKkTamu», «ERP-cructeMbl B Ou3Hecey.

Pabouass mporpamma JUCHUIUIMHBI «DJIEKTPOHHBIM JOKYMEHTOOOOPOT» s
WHBAJIMJOB U JIML C OTPAaHUYEHHBIMA BO3MOKHOCTSIMU 3/I0POBbsl pa3palbaTbIiBaeTCs
WHIUBUIYAIbHO C  Y4YE€TOM  OCOOEHHOCTeM  MNCUXO(U3UYECKOTO  pPa3BUTHA,
VH/MBHU1yaJIbHBIX BO3MOKHOCTEHN U COCTOSIHUS 3/I0POBBS TAKUX 00YyUarOIIUXCSl.

3. IlepeyeHb MIIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHS M0 TUCHHUILINHE,
COOTHECEHHBIX C INIAHUPYEMBIMH Pe3yJIbTATAMHU OCBOCHUS 00pa30BaTeJIbHOM
NMporpamMmblI

N3yyenue naHHOW y4uyeOHOW AMCLMIUIMHBI HAlpaBieHO Ha (OPMHUPOBAHUE Y
oOy4Jaronmxcst KOMIETEHIINH, MpeCTaBIeHHbIX B TadiuLe 1.

4. CTpyKTYypa U coAepKaHUe TUCUUILIMHBI

4.1 PacnpenesieHue TPy10EMKOCTH AUCHUILIUHBI IO BUAaM padoT
1o ceMecTpam
OO6mast Tpya0EMKOCTh MUCHMIUIMHBI cocTaBisieT 4 3au.en. (144 waca), ux
pacmpeneneHue o BUaaM padoT U ceMecTpaM MPEICTaBICHO B Tabiuiie 2.



TpeﬁoBaHmI K pe3yjabTaTaM 0CBOCHHUS yqeﬁHoﬁ AUCHOUIIIMHBI

Taomuma 1

3aKOHOATEIbHEIE U
HOpMaTI/IBHBIe HpaBOBBIe aKThlI,
OTHOCSIIMECS K 00J1aCTIM
MIPOBEPKHU

Poccutickoit @enepannu,
OCHOBHEIE 3aKOHOIATEIbLHbBIE
Y HOPMATHUBHBIC ITPABOBBIC
aKThI, OTHOCSIIHECS K
00JacTsIM MPOBEPKHU

3aK0HOIaTeILCTBOM Poccuiickoit
®denepannn, OCHOBHBIMU
3aKOHOJATEJILHBIMU U
HOPMATUBHBIMU [IPABOBBIMU
aKTaMH

No Kon Conepxanue T B pesynbTaTe M3yueHus yueOHOH TUCITUILIMHBI 00YYarOIIHeCs JODKHBI;
KOMIIETE KOMIIETCHIINH N
/11 < KOMIIETCHIINNA 3HATh YMETh BJIaJIETh
HITAH (nm e€ gacTm)

1. |IIKoc-4. |Cnocoben IIKoc-4.1 3HaTh OoTpacieBbIe OTpacyeBbIe CTAHAAPTHI IO | 00ECIIEIMBATh HHTETPAITHIO OTpAacIICBEIMHU
IJIaHUPOBATD, CTaHAApPTEI 110 YIIPABJICHUIO YHpaBJICHUIO PUCKAMU, JACATCIIbHOCTHU HOIlpaE}I[CJ]CHI/II\/'I I10 | CTaHAapTaMu, TPy JOBBIM,
KOOPIUHUPOBATh U | PUCKAMHU, TPYIOBOE, TPYIIOBOE, TPAKIAHCKOE, YIIPaBJICHUIO PUCKAMU B TPKIAHCKUM,
HOPMaTHBHO TpaXXTaHCKOE, aJIMHHHACTPATUBHOE COOTBETCTBHH C OTPACIEBBIMU aJIMHUHUCTPATUBHBIM
O6GCHC‘II/IB3TI) AIMUHUCTPATHUBHOC 3aKOHOAAaTCJIbCTBO CTaHJapTaMH, TPyAOBbIM, 3aKOHOAAaTCJIbCTBOM
ayJUTOPCKYIO 3aKoHOJaTeENbCTBO Poccuiickoi Poccuiickoit ®enepannu, rpaXkIaHCKUM, Poccuiickoit @enepaunu,
MIPOBEPKY, ®denepanu, TPaKTUKY MIPAKTUKY TPHUMEHEHUS aJIMIUHACTPATUBHBIM MPAKTUKOW TTPUMEHEHUS
obecreunBaTh MIPUMEHEHUS 3aKOHOAATENhCTBA | 3aKOHOJATEIHCTBA 3aKOHO/IaTeIbCTBOM Poccuiickol |3aKOHOMATENbCTBA
HAHTETPALAIO Poccuiickoii deneparuu 06 Poccuiickoii ®enepanuu 06 | Depepanyu, NpakTUKOH Poccuiickoii ®enepauuu
JIeATETLHOCTH ayJAUTOPCKOM NeATeILHOCTH, O ayJTMTOPCKOM JESITEILHOCTH, | IPUMEHEHHSI 3aKOHOIATEIbCTBA | 00 ay IUTOPCKON
MOJIpa3AeNeH 0 | OyXTaITepCKOM y4eTe, O 0 OyxranTepckoMm yuere, o | Poccuiickoit deneparim 00 JIeSATEIIEHOCTH, O
YHpaBJICHUIO CONHUaJIbHOM CTpaxOBaHUU U cCouaJibHOM CTpaxOBaHUHU U ay,HHTOpCKOﬁ JACATCIIBHOCTH, O GYXFaJ'ITepCKOM yuete, o
pHUCKaMU B o0ecrie4eHn 1 KOPIIOPATUBHOM | 00ECIICUeHHHU U OyXTranTepcKoM ydere, o COILIMAJIbHOM CTpPaxOBaHUU
COOTBETCTBHH CO yIpaBIeHUH, HAIOTOBOTO, KOPIIOPaTHBHOM COIMAJILHOM CTPaXOBaHUH U 1 o0eCTieueHNH 1
CTpaTernueCcKuMu TPaXXAAHCKOTO, TPYIOBOTO yIpaBIeHUH, HAJIOTOBOTO, obecIie4eHnr ¥ KOPIOPATUBHEIM | KOPIIOPATHBHBIM
esIMU 3aKOHOJIATENHCTBA Poccuiickoit TPaKIAHCKOTO, TPYJAOBOTO | yIIPaBICHUEM, HAJIOTOBEIM, yIIpaBJICHUEM, HAJIOTOBBIM,
OpraHHU3aIun ®denepannu, OCHOBHBIE 3aKOHO/IaTENbCTBA Tpa)XTaHCKUM, TPYTOBBIM TPa)XTaHCKUM, TPYTOBBIM

3aKOHO/IaTEICTBOM
Poccuiickoit @enepaunu,
OCHOBHBIMH
3aKOHOJIATEIbHBIMU U
HOPMAaTHBHBIMU
IIPaBOBLIMU aKTaMU

I1Koc-4.2 YMeTb CTaBUTH
npodecCHOHANBHBIC 3a/1a4H,
aHAJIM3UPOBATh U
KOOPJIIMHUPOBATH 00BEM PaboT
KaXJIOTO COTPYAHUKA
noipa3zesicHus], CTAaBUTh 3a/1a4H B
COOTBETCTBHMH C HOPMaMH

METOJIMKY IIOCTAaHOBKH
npodeccuoHaNbHBIX 3a/ad,
aHajM3a u
KOOPJIMHHUPOBAHUS 00BeMa
paboT KaxI0ro COTpyIHUKA
[OJ{pa3 IeJIeHUs], IOCTAHOBKH
3aJa4 B COOTBETCTBUU C

CTaBHUTH NPO(deccHoHaIbHbIE
3a7auu, aHAJTM3UPOBATh U
KOOPAMHHUPOBATH 00BEM paboT
Ka)XJIOTO COTPYIHUKA
NoJpa3aeNieHNs], CTABUTb 3a1a4uu
B COOTBETCTBHUU C HOpMaMHU
TPYIOBOTO, TPAKIAHCKOTO U

HaBBIKAMH ITIOCTAHOBKH
npodeccuoHaNBHBIX 3a/ad,
aHaiuu3a u
KOOpIMHHUPOBAHHUA 00BEMa
paboT Ka)xI0ro
COTPYAHHUKA
H0ipa3IeNeHUs,




/1

Kon
KOMIIETE
HI[UA

Conepxanue
KOMITETEHIINN
(mm e€ gacTH)

B PE3YJIbTATC U3YUCHUA y‘le6HOﬁ JHUCITUITTMHBI 06yqa1011meca JOJDKHBI:

HNuaaukatopsl
KOMITETCHIIUNA 3HATh YMETh BIIAJICTh
TPYIOBOTO, TPAXKAAHCKOTO U HOpPMaMH TPYAOBOTO, AIMUHUCTPATUBHOTO MOCTaHOBKU 3a]1a4 B

aIMUHUCTPATUBHOTO
3aKOHOaTenbCTBa Poccuiickoit
®denepaliii, OCHOBHBIMU
3aKOHOIaTeIbHBIMU U
HOPMATHUBHBIMHU TPAaBOBBIMU
aKTaMH, OTHOCAIIMHCS K
001acTsIM MIPOBEPKH

TPaXIAHCKOTO U
aJIMUHHCTPATUBHOTO
3aKOHOJATEJIbCTBA
Poccutickoit @enepanuu,
OCHOBHBIMU
3aKOHOJATEJIbHBIMU U
HOPMAaTHBHBIMHU NIPAaBOBBIMHA
aKTaMH, OTHOCAIINMUCA K
00JacTIM MTPOBEPKHU

3aKkoHoJaTenbcTBa Poccuiickoi
®enepaniiv, OCHOBHBIMU
3aKOHOJATENbHBIMU U
HOPMATUBHBIMU MTPABOBBIMU
aKTaMH, OTHOCSIILIUMHUCS K
00nacTsIM MPOBEPKU

COOTBETCTBHHU C HOPMaMH
TPYJOBOT'0, FPAYKIAHCKOTO
Y QJIMHHHCTPATHBHOTO
3aKOHO/IATEJILCTBA
Poccuiickoii @enepanuu,
OCHOBHBIMH
3aKOHOJIATEJILHBIMU U
HOPMaTHUBHBIMU
MPABOBBIMH aKTaMH,
OTHOCSIIIIUMUCS K
001acTsIM MPOBEPKU

[1IKoc-4.3 BnageTs HaBbIKaMHU
JIEKOMIIO3HIIAN CTPATETUIECKIX
LeJIed OpraHu3alu B 3a1a4u
noJpaseneHus, JOPMUPOBAHUS
PUCK-OPHUEHTHPOBAHHOTO
TUTAHUPOBAHUS, COTJIACOBAHUS U
YTBEPKIECHU IIJIAHOB U
MPOrpamMM TPOBEPOK,
PYKOBOZCTBA MOJITOTOBKOM
oT4era v 00CYyKICHHS
PE3yNbTAaTOB MPOBEPKH C

METOAMKH AEKOMIIO3ULNN
CTpAaTErnyeCcKUXx Lenen
OpraHM3allvy B 3ajjauu
HOJ(pa3IeJIeHUs], PUCK-
OPHEHTHUPOBAHHOI'O
IUTAHUPOBAHUSA, IIOPSIIOK
COIJIACOBaHUS U
YTBEP)KACHUS IJIAHOB U
IporpaMM NpPOBEPOK,
IIOATIOTOBKH OTYHETA U
00CYXJIeHHS Pe3yJIbTATOB

JIEKOMITO3HPOBATh
CTpaTernuecKue Hesn
OpraHu3aluy B 3a/1a41
nojipas/ienieHus, JOpMUPOBATH
PHCK-OpPUEHTUPOBAHHBIE TUIAHBI,
COIJIaCOBBIBATH U YTBEPKAATH
IUTaHBI U IPOrPaMMBI IIPOBEPOK,
PYKOBOJIUTB TIOATOTOBKOI OTUYETa
1 00CYXJICHUS PE3yJIbTaTOB
IIPOBEPKHU C YIIOJHOMOYEHHBIMU
MpeaACTAaBUTCIIAMU

HaBBIKaMH JEKOMIIO3ULIUN
CTpaTEernYeCKUX Leneu
OpraHM3allvy B 3a7a4u
oJpas3aeicHus,
(OopMHUPOBaHUS PUCK-
OpHEHTHPOBAHHOTO
IUTAaHUPOBAHHUA,
COrJIaCOBaHUS U
YTBEPKACHUS IUIAaHOB H
MporpaMM MPOBEPOK,
PYKOBOJICTBA ITOATOTOBKOM

YIOOJIHOMOYCHHBIMHU IIPOBEPKHU C OT4YeTa U O6CY)KZ[GHI/IH
MpeaACTaBUTCIIAMUA YIIOJIHOMOYCHHBIMHU PE3YIBTATOB IIPOBEPKU C
npeacTaBUTCIIAMU YIOOJIHOMOYCHHBIMU
MMPCACTABUTCIIAMUA




OYHASA ®OPMA OBYUYEHUA
Tabmuua 2a

Pacnpeneneﬂne prIlOéMKOCTI/I JAUCHUIIJIMHBI 110 BHJaM paﬁoT Imo ceMeCcTpam

TpynoémkocThb
. B 1.4. mo
Bua y4eOHoii padoThI :caefo cemecIpan
NeA
OO0mas TpyA0éMKOCTb TUCLUUIUIMHBI 10 YUeOHOMY ILIaHY 144 144
1. KonrakTHas padora: 48 48
AyauTopHas paéora 48 48
aekyuu (J1) 24 24
npakmuyeckue 3ansamus (113) 24 24
2. CamocrosiTtesqibHasi padora (CPC) 96 96
camocmosmenbHoe UzyueHue pazoenos, camono020mosKa 96 96
(npopabomka u nosmoperue 1eKYUOHHO20 MAmepuand u
mamepuana y4eOHuKo8 u y4eOHvlx nocooutl, n0020MmoeKa K
J1a6OPAMOPHBIM U NPAKMUYLECKUM 3AHAMUIM, KOJLIOKSUYMAM
um.o.)
Buja npoMeKyTo4YHOro KOHTpPOJIs: 3auér
3AOYHASA ®OPMA OBYYEHMUSA
Tabnuma 26
Pacnpenesienue Tpya0éMKOCTH JUCHMILIMHBI 110 BU/IaM padoT Mo ceMecTpaM
TpyroémkocTh
Bun yueOHoit padoTbl yac. | B T.4. 10 cemecTpam
BCEro Ne A
OO01mast Tpy10éMKOCTh UCIUILIMHBI 10 Y4eOHOMY IIJIaHYy 144 144
1. KourakTHas padora: 8 8
AynuTopHas padora 8 8
aexyuu (J1) 4 4
npaxkmuueckue 3auamus (113) 4 4
2. CamocrosiTesasHas padora (CPC) 132 132
camocmosmenbHoe U3yueHue pazoenos, camono020mosKa 132 132
(npopabomka u nosmoperue 1eKYuoOHHO20 MAmepuand u
mamepuana y4eOHuKo8 u y4eOHvlx nocooutl, n0020MmoeKa K
71aOOPaAMOPHLIM U NPAKMUYECKUM 3AHAMUAM, KOJIOKGUYMAM U
m.o.)
Iloozomoeka K 3auémy (Konmponv) 4 4
Bua npomMeKyTOYHOr0 KOHTPOJIS: 3auér




4.2 Conep:xxaHue QUCHUNINHBI

OYHASA ®OPMA OBYYEHUSA
Tabnuna 3a
TemaTuyeckuil IJIaH y4eOHOM M CHUIIIMHBI
Bueayauro
KonTtakTHas
HanmeHoBaHMe pa3ae/ioB U TeM pHasi
. Bceero pabora
AUCHMIINH (YKPYITHEHHO) padora CP
JI 13

Tema 1. BBenenue B Kypc 14 2 2 10
Tema 2. Opranuzanus paboT B CUCTEMax
JIOKYMEHTAI[MOHHOTO 00eCTICUeHUs 14 2 2 10
yIpaBJeHUs
Tema 3. Opranuzanus 3J1eKTPOHHOMN 14 ) ’ 10
CUCTEMBI YIIPaBJICHUS JOKYMEHTOO00POTOM
Tema 4. ABTOMaTH3a1IM COCTABICHN 15 ) ) 11
JIEKTPOHHBIX IOKYMEHTOB
Tema 5. ABTomMaTu3anus NpoLeccOB BBOIA 15 ) ) 11
MOTOKOB BXOJISIINX JOKYMEHTOB
Tema 6. ABTOMaTH3a1IUsI XPAaHEHUS 15 ) ) 1
JIOKYMEHTOB
Tema 7. Opranuzanusi CUCTEMBbI

19 4 4 11
AJIEKTPOHHOI'O JOKYMEHTO000pOoTa
Tema 8. CuctemMbl KOMIUIEKCHOM
aBTOMATHU3aIluu JOKYMEHTO000pOoTa U 19 4 4 11
JIEJIOBBIX IIPOLIECCOB
Tema 9. IIporpammuble cpeacTBa

19 4 4 11
AIIEKTPOHHOTO JOKYMEHTO000pOTa
UTOro 144 24 24 96

COIAEPKXAHUE PA3ZAEJIOB U TEM JUCIHHUIIJIMHBI

Tema Ne 1. BBegeHue B Kypc.

[Ipeamet u conepxkanue kypca. [lonsitue sxonomuueckoi cucremsl (IC) u ero
ctpykrypa. CoctaB (QyHKUMA M  JI€JOBBIX IPOLIECCOB, BBHIMOJHIEMBIX B
noapazaeneHusx OC. [loHsTHEe HDOKyMEHTa, KJIACChl JTOKYMEHTOB, CBSI3aHHBIC C
BBINIOJIHEHUEM  (DYHKIIMI  ympaBieHUsT M JIeJOBbIMH mporeccamu. [loHsTue
JIOKYMEHTOIOTOKA, €T0 CTPYKTYpa, MOKa3aTelId OLIEHKU TOKyMEHTONOTOKOB. [loHsATHe
U BHUJABI JTIOKyMEHTOOOOpOTa M JENOBBIX MPOILIECCOB, UX CTPYKTYpPhl U COCTaB
KoMIoHEeHT. O00CHOBaHME HEOOXOIMMOCTH Mepexoa K 0e30yMaxxHOW TEXHOJOTUU
ynpasieHus. OCHOBHbIE KOHLEILUU.

Tema Ne 2. Opranmsanus pador B CAOY.

[Tonsitue Cuctemsl [Joxkymentarmonroro Obecneuenus Ynpasnenus (CAOY).
CocraB ¢ynkuuit u 3agad, BoinonuseMbix B CJIOY. Knaccel u ctpykrypsr CJOY.
CocraB u cogepkaHue KOMIOHEHT [ ocynapctBeHHOM CucteMsl JJOKyMEHTAIHOHHOTO
O6ecnieuenust Ynpasnenus (I'CJHOYVY). Ilepedyens 1e10BBIX MPOIECCOB, BHIMOJIHIEMBIX
B CHOY. Cocrap  Yaudumnupoanuoit  Cucrembl  OpraHu3aliiOHHO-
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Pacnopsanurenbusix JlokymentoB (YCOP/). CtpykTypsl qokyMeHTOB. CoaepkaHue
nporexypbl coctaBieHuss u oopaborku OPJ[. Comeprkanue mpouenyp MOTydeHUs,
nepeayl  BXOJAIIMX U UCXOMSIIMX TOTOKOB  JTIOKyMeHTOB. CojepikaHue
PETUCTPAIMOHHOTO XKypHajla U PErUCTPAlMOHHON KapTouku. COCTaB M COJIep:KaHUE
MPOIEAYPHI KOHTPOJISI HCTIOJIHEHUSI JOKYMEHTOB.

Tema Ne 3. Oprasnmsanus  JJeKTPOHHOW  CHCTeMbl  YNPABJICHHA
JTOKYMEHTO000POTOM.

[Tonsitue skoHomuyeckort mHpopmanmonHon cucrembl (OUC). Ctpykrypa u
kinaccel DUC. TloHsitue DIEKTPOHHOM CHCTEMBI YIpaBiICHUS JOKYMEHTOOOOPOTOM
(OCY]l) xak yacTH KOPHOPATUBHOW 3KOHOMHYECKOW WH(MOPMAIIMOHHOW CHCTEMBI.
TpeboBanuss n npuniunsl co3ganus DCY/, coctaB u coaepkaHue MOJCUCTEM.
[Tousatue APM, cocraB APM u wucnonas3yembix HH()POPMAIMOHHBIX TEXHOJIOTHH.
Metonbl M cpeAcTBa MOJEIMPOBAHUS, OLICHKM M aHajlu3a JOKYMEHTOOOOpoTa B
PKOHOMHYECKMX cHucTemax. (OcobeHHocTH ucnoiab3oBaHus (Case-CpeacTB Ui
MOJICJIMPOBAHUS U OLICHKU JOKYMEHTOOOOPOTA U JIEIOBBIX MPOLIECCOB.

Tema Ne 4. ABroMaTu3anusi COCTABJICHUSA IJIEKTPOHHBIX JOKYMEHTOB.

[lonsitue Qopmer snexktponHoro aokymentra (J1). Buaer 3. Cocras
aneMeHToB D/ m MeToasl WX 3amoyiHeHUsT W KoHTpois. CocTaB  oleparnuii
MPOEKTUPOBaHKSA B 00paboTku DJ[. OcOOEHHOCTH MPOSKTUPOBAHUS W 3aIIOJTHCHUS U
obpabotkn Web-dopMm. Kiraccudukainus cpencTB COCTaBICHUS | 3allOJHEHUS
ANEKTPOHHBIX JTOKYMEHTOB. CocTaB TpeOOBaHUMN, IPEABIBISIEMBIX K BHIOOPY CHCTEM
cocTaBJieHUs | 3aroiaHeHus J/1.

Tema Ne 5. ABromaTu3anus MpPoLeccoB BBO/1a MOTOKOB BXOAAIIMNX IOKYMEHTOB.
CoctaB u coJepKaHuE Olepaluid aBTOMATU3UPOBAHHOTO BBOJIA TOTOKOB
BXOJAIIMX JOKYyMEHTOB. CojepaHue omnepaudii MNOATOTOBUTEIBHOW CTaJuMU.
[Touarue dopmarupoBanHoro nokymeHta (®J[). Bugsr ®J[. AcnekThl omucaHus
noneit ®J[. CopepxxkaHue omnepauuii OCHOBHOM cTaguu o0O0pabOTKM U BBOJAA
JTOKyMEHTOB. Kiacchl CKaHEpOB, XapaKTEpPUCTUKU CKAaHEpPOB M TpeOOBaHWUS,
npeabsaBisieMbie K BbIOOpy ckaHepoB. Xapakrepuctuka OCR, ICR u OMR-metonoB
pacrio3HaBaHMsl JIOKYMEHTOB. MeToabl KOHTpOJS ONepaluil CKaHUPOBAaHUA U
pacrno3HaBaHUs TEKCTOB. MeTO Ikl MHIEKCUPOBaHUS JOKyMeHTOB. CocTaB (hakTOpOB U
TpeOOBaHMI, IPEABSIBISIEMBIX K CHCTEMaM BBO/Ia OyMaKHBIX JJOKYMEHTOB.

Tema Ne 6. ABTOMaTH3anMs XpaHEHHUS IOKYMEHTOB.

Otanbl pa3BUTHS CPEACTB ABTOMAaTU3MPOBAHHOIO XpaHEHUsT W IOMCKa
TEKCTOBBIX IOKyMEHTOB. [loHsATHE HHPOPMALIMOHHO-TIOUCKOBOM cucTeMbl. OCHOBHBIE
komnoHeHTsl UTIC u texnonorust padotel ¢ UTIC. TlonsaTtue cucrembl yrnpaBieHUs
anekTpoHHbIMU JTokyMeHTamu (CY 1), dyukuuu, Beimonnsemsie CY /] B mporeccax
yIpaBjieHus 53KoHoMHYeckor cucremoil. Crpyktypa CVY]/ u Ha3zHaueHue ee
KOMITOHEHT. MeTojipl opranu3aiuu xpaHeHus: 1okyMeHToB B CY/Jl. Knaccuduxanus
METOJOB NOUCKA. XaPAKTEPUCTUKA UHAEKCHOTO, CTATUCTUYECKOTO U CEMAaHTUYECKOTO
METOJOB ITOUCKA.
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Tema Ne 7. Opranuzanusi CHCTeMbI JJIEKTPOHHOT0 IOKYMEHT0000poTaA.

OcHOBHBIE 33/1a4U OPTraHU3ALUN CHCTEMBI 3JEKTPOHHOTO JOKYMEHTO0OO0pOTa
(CO0). Dtambr pazsutus COJIO. Knaccet COJ1O. IlpuHumnbel 1 0COOCHHOCTH
noctpoeHusi AproMaru3upoBaHHbIX CucteM Kontposss Ucnonnenus J[oKymMeHTOB
(ACKH).XapakTepucTuka METOIOB M CPEJCTB OpraHU3aluy IpueMa-lepeaadu
nokymeHToB B COJIO ¢ texnomorueil "ad-hoc". Ocobennoctu opranuzanuu COJ]
KOJUIEKTUBHOM 0OpabOTKM JTOKYMEHTOB Ha MPUHIUIIAX TEXHOJOruu '"groupware'.
Ocobennoctu  opranmzanuu  COJIO, OpUEHTHUPOBAHHBIX HAa  HUCIOJIb30BAHUE
"docflow"-TexHomoruu. MeToibl U CpeICTBA obecrnieueHuss  MHOOPMAIIMOHHOU
0€30MacHOCTH B CUCTEMAaX AJIEKTPOHHOTO JOKYMEHTO0O0pOTA.

Tema Ne 8. CucremMbl KOMIUIEKCHOH aBTOMAaTH3aLUHM JOKYMEHTO000pOTa W
J1eJI0BBIX MIPOLIECCOB.

Hasznauenue, cdepsl npumenenus TtexHojgorun "workflow". CoctaB u
COJIep’)KaHMe omepanuii aBTOMAaTU3UPOBAHHOTO IUJIAHUPOBAHMS, KOHTPOJIS U
yIpaBJIEHUs IEIOBBIMU MPOIECCAMH.

Tema Ne 9. IIporpaMmMHbIe cpecTBA JIEKTPOHHOI'0 JOKYMEHT0000poTa.
O6mme TpeboBaHMs K cHUCTEME JOKyMeHTooOopora. (O030p pbIHKa
nporpaMMHbIX cpeacTB. Cuctema «1C:DaeKTpOHHBINA JOKYMEHTO000POTY.

3AOYHAA ®OPMA OBYYEHUA

Tabnuna 36
TemaTuyecKku JIaH Y4eOHOM U CHUILIMHBI
KonTrakTHas Bueaynuro
HaumenoBaHue pa3aesioB U TeM pHast
. Bceero pabora
AUCHUILINH (YKPYITHEHHO) padora CP
JI 113
Tema 1. Beenenue B Kypc 14 - - 14
Tema 2. Opranusanus padoT B CUCTEMax
JIOKYMEHTAI[MOHHOTO 00ecTieueHus 14 - - 14
yIpaBJIeHUs
Tema 3. Opranuszanus 3JIEKTPOHHON 14 i i 14
CUCTEMBI YIIPaBJICHUsI TOKYMEHTOO000pOTOM
Tema 4. ABTOMaTH3a1Ks COCTABICHUS 14 i i 14
AJIEKTPOHHBIX IOKYMEHTOB
Tema 5. ABTOMaTH3anus NPOLECCOB BBOJA 14 i i 14
MOTOKOB BXOJISIINX JOKYMEHTOB
Tema 6. ABTOMaTH3aLUs XpaHEHUs 14 i i 14
JIOKYMEHTOB
Tema 7. Opranu3zanusi CUCTEMBbI 16 ) i 16
3JIEKTPOHHOI0 IOKYMEHT0000pOTa
Tema 8. CuctemMbl KOMIUIEKCHON
aBTOMaTH3alMM JOKYMEHTO000poTa U 20 2 2 16
JIEJIOBBIX ITPOLIECCOB
Tema 9. IIporpammusle cpeacTsa 20 ) ) 16
3JIEKTPOHHOI0 IOKYMEHT0000pOTa
KonTpoJs 4 - - 4
UTOro 144 4 4 136
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OYHASA ®OPMA OBYYEHMUA

4.3 Jlekuuu/nadoparopHbie/IpakTHYeCKHe/ 3aHATHS

Tabmuua 4a
Couepmanne JIeKIlI/Iﬁ /HpaKTI/I‘IeCKI/IX 3aHATHH U KOHTPOJIBHBIC MCPOTIPUATHUSA
Ne Ha3Banue Ne 1 Ha3BaHMe JeKIUii/ Dopmupyemblie Bun Koua-Bo
. /;1 pasneia, J1a0OPaTOPHBIX/ HpaKTqufKHX/ KOMIIETEHIIUM | KOHTPOJBLHOIO | 4acoB
TEMbI CeMHHAPCKHUX 3aHATHIA MeponpHSITHS
1 Tema 1. Jleximg Ne 1 I1Koc-4.1 TectupoBanue 2
Beenenue B | Beenenue B kypc [1IKoc-4.2
Kypc [1Koc-4.3
[TpakTueckoe 3ansaTue Ne 1 [1IKoc-4.1 TectupoBanue
BBenenue B kypc [TKoc-4.2 [IpakTuueckoe
[1Koc-4.3 3a/laHue
2 Tema 2. Jleximsg Ne 2 I1Koc-4.1 TectupoBanue 2
Opranuzanusa | Opranusanus padboT B [1IKoc-4.2
pabort B CHUCTEMax JIOKYMEHTa- I1Koc-4.3
cucTemMax IIUOHHOTO 00ECTICYECHHUS
JOKYMEHTa- | YIPABJICHHS
LILOHHOTO [TpakTrueckoe 3ansatue Ne 2 [1IKoc-4.1 TecTtupoBanue
obecnieuenus | Opranuzanus padboT B [IKoc-4.2 IIpakTueckoe
YIPaBJIEHUS | CUCTEMaX JIOKYMEHTa- [TKoc-4.3 3a7aHue
[IMOHHOTO 00ecreueHus
yIpaBJIEeHUs
3 Tema 3. Jlexiug Ne 3 I[1Koc-4.1 TectupoBanue 2
Opranuzanusa | Opranusanusi 3J1€KTPOHHOU [1IKoc-4.2
3JIEKTPOHHOU | CUCTEMBI YIIpaB-JI€HUs [TKoc-4.3
CUCTEMBbI JIOKYMEHT0000pOTOM
ynpas-ienus | [Ipaktuueckoe 3anstue Ne 3 [TKoc-4.1 TectupoBanue 2
JOKYMEHTO00 | OpraHu3anus dIeKTPOHHON ITIKoc-4.2 IIpakTnyeckoe
OpOTOM CUCTEMBI YIIpaB-JIEHUS [IKoc-4.3 3a/laHue
JIOKYMEHTO00OpOTOM
4 Tema 4. Jlexuus Ne 4 [TKoc-4.1 TectupoBanue 2
ABTOoMaTH3a1n | ABTOMaTH3aInsI COCTaBICHUS I1Koc-4.2
us AJIEKTPOHHBIX IOKYMEHTOB [1Koc-4.3
cocraBiieHust | IIpaktudeckoe 3anarue Ne 4 ITIKoc-4.1 Tectuposanue
BJIEKTPOHHBIX | ABTOMATH3aIUsI COCTABJICHUS I1IKoc-4.2 [IpakTrueckoe
JOKYMEHTOB | DJIEKTPOHHBIX JOKYMEHTOB [1Koc-4.3 3a7laHue
5 Tema 5. Jlexums Ne 5 [TIKoc-4.1 TecTtupoBanue 2
ABTomaTu3an | ABTOMaTu3anus MpoLeccoB [TIKoc-4.2
s BBOJIa TOTOKOB BXOJISAIITNX I1IKoc-4.3
IIPOLIECCOB JIOKYMEHTOB
BBOJIA IIpaktrueckoe 3anstue Ne 5 [TIKoc-4.1 TecTtupoBanue 2
IIOTOKOB ABTOMaTH3a1Ms IPOLIECCOB [1IKoc-4.2 [IpakTrueckoe
BXOISTINX BBOJIa TOTOKOB BXOJISAIINIX I1IKoc-4.3 3a7aHIe
JOKYMEHTOB | IOKYMEHTOB
6 Tema 6 JIexng Ne 6 I1Koc-4.1 TectupoBanue 2
ABTOMartu3al | ABTOMaTU3aIMs XpaHEHUS I1Koc-4.2
Us XpAaHEHUS | JOKYMEHTOB [1Koc-4.3
TO0KyMeHTOB | [IpakTnueckoe 3ansatue Ne 6 [1IKoc-4.1 TectupoBanue 2
ABTOMAaTH3alHsI XpaHEHUS [TKoc-4.2 [IpakTrueckoe
JIOKYMEHTOB I1IKoc-4.3 3aJaHue
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Ne Ha3Banmue Ne 1 HazBaHMe JeKuumii/ ®opmupyembie Bun Koa-Bo
0 /;[ pasjeia, J1a60paTOPHBIX/ l'lpaKTPl‘lefRPlX/ KOMIIETEHIIHH | KOHTPOJIbHOIO | 4YacoB
TeMBI CEMHHAPCKHUX 3aHATHI MeponpUsITHS
7 Tema 7. Jlexuus Ne 7 [1IKoc-4.1 TectupoBanue 2
Opranuzanus | Opranu3aiusi CUCTEMBbI [TKoc-4.2
CUCTEMBbI AJIEKTPOHHOIO JOKY- [1IKoc-4.3
JIEKTPOHHOT | MEHTo00OopoTa
0 JIOKY- IIpakTrueckoe 3ansatue Ne 7 [1IKoc-4.1 TectupoBanue 2
MEHT0000pOT | OpraHu3anus CUCTEMbI [IKoc-4.2 [TpakTueckoe
a poBaHUs AJIEKTPOHHOIO JOKY- [1IKoc-4.3 3a/aHue
MEHT0000poTa
8 Tema 7. Jlexuus Ne 8 [1IKoc-4.1 TectupoBanue
Opranuzanus | Opranusaiusi CUCTEMBbI [TKoc-4.2 ’
CUCTEMBbI AJIEKTPOHHOIO JOKY- [1IKoc-4.3
JIEKTPOHHOT | MEHTO00O0poTa
0 JIOKy- [IpakTuueckoe 3ansatue Ne 8 [TKoc-4.1 TectupoBanue 2
MEHT0000pOT | OpraHu3anusi CHCTEMBI I1Koc-4.2 IIpakTuyeckoe
a poBaHUs AIIEKTPOHHOIO JOKY- [1IKoc-4.3 3a/laHue
MEHT0000pOTa
9 Tewma 8. Jlexmus Ne 9 I1IKoc-4.1 TectupoBanue 2
Cucremsl CucreMbl KOMITJIEKCHOM [1IKoc-4.2
KOMILUIEKCHO | aBTOMaTU3alUH JIOKY- I1Koc-4.3
% MEHTO000pOTA U JIEIOBBIX
aBTOMaTH3all | IPOLIECCOB
WU JIOKY- [TpakTrueckoe 3ansatue Ne 9 [1IKoc-4.1 TectupoBanue 2
MEHTO000pOT | CHCTEMBI KOMILIEKCHOM [TKoc-4.2 [IpakTrueckoe
a ¥ JICJIOBEIX | aBTOMaTHU3alUH JI0KY- [1IKoc-4.3 3a/laHue
IPOLIECCOB MEHTO000pOTa U JIEJIOBBIX
IIPOLIECCOB
10 Tema 8. Jlexuusa Ne 10 [TIKoc-4.1 TectupoBanue 2
Cucremsl CucreMbl KOMIIJIEKCHOM [1IKoc-4.2
KOMILUIEKCHO | aBTOMAaTU3alllU JTOKY- [TIKoc-4.3
i MEHTO000pOTa U JI€TOBBIX
aBTOMAaTH3al] | MpPOoLECCOB
UU JI0KY- [Tpaktueckoe 3ausatue Ne 10 | [1Koc-4.1 TectupoBanue 2
MEHTO0000pOT | CHCTEMBI KOMILIEKCHOM [TIKoc-4.2 [IpakTrueckoe
a ¥ JICJIOBBIX | aBTOMATH3allUH JIOKY- I1IKoc-4.3 3a7aHue
IIPOLIECCOB MEHTO000pOTa U JIENIOBBIX
IIPOLIECCOB
11 Tema 9. Jlexuus Ne 11. IIporpammusie | [TKoc-4.1 TectupoBanue 2
[IporpammHBI | cpeacTBa aneKTpoHHOTro 10Ky- | [IKoc-4.2
€ CpeAcTBa MEHT000O0poTa [1Koc-4.3
o1eKTpOHHOT | [IpakTrueckoe 3anstue Ne 11 [TKoc-4.1 TectupoBanue 2
0 JIOKY- IIporpammHBIe cpencTBa [1IKoc-4.2 [IpakTrueckoe
MEHTO00OPOT | 3JIEKTPOHHOT'O JIOKY- [IKoc-4.3 3a/laHue
a MEHT000O0poTa
12 Tema 9. Jlexuust Ne 12. Cratuctuueckue | [TKoc-4.1 TectupoBanue 2
ITporpamMmuBbl | MeTonbl IpuHATHS peuiennii B | [IKoc-4.2
€ CpeAcTBa YCIIOBHUSIX PHUCKA [1Koc-4.3
aneKTpoHHOr | [IpakTrueckoe 3anstue Ne 12 [TKoc-4.1 TectupoBanue 2
0 JIOKy- CratucTH4ecKue METO b [TKoc-4.2 [IpakTrueckoe
MEHTOO0OPOT | MPHHSATHS PEIICHHUH B [TIKoc-4.3 3a/1aHue
a YCIIOBUSIX pUCKa
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3AOYHASA ®OPMA OBYYEHMUA

Ta0mura 40
Copep:kanue JeKuui /MPAKTHYECKUX 3AaHATHHA M KOHTPOJIbHbIE MEPONIPUATHS
No Ha3panue Ne u Ha3BaHMe JIEKIUiA/ Dopmupyembie Bua KoJu-Bo
wn pasjeia, J1a60paTOPHBIX/ l'lpaKT](l‘lefKPlX/ KOMIIETEHIMH | KOHTPOJILHOIO | 4YacoB
TEMBI CEMHUHAPCKUX 3aAHATHHA MEpPONpUuATUA
1 Tema 9. Jlexuus Ne 1. IIporpammusie [1IKoc-4.1 TectupoBanue 2
IIporpammusl | cpeacTBa 3aeKTpoHHOTO J0KY- | [1Koc-4.2
€ cpencTBa MEHT0000pOTa [TKoc-4.3
o1eKTpoHHOT | [IpakTuueckoe 3anstue Ne | [TKoc-4.1 TectupoBanue 2
0 JIOKY- IIporpammusIe cpencTaa [1IKoc-4.2 [IpakTrueckoe
MEHTOO00OPOT | 3JIEKTPOHHOT'O JIOKY- [IKoc-4.3 3a1aHue
a MEHT0000pOTa
2 Tema 9. Jlexiug Ne 2. Cratuctnueckue | [1Koc-4.1 TectupoBanue 2
[Tporpammubl | MeToibl puHATHS peuienuii B | [1Koc-4.2
€ cpencTaa YCJIOBHSIX pUCKA [1Koc-4.3
anekTpoHHor | [Ipaktuueckoe 3anstue No 2 [1IKoc-4.1 TecTtupoBanue 2
0 JIOKY- CTaTUCTUYECKHUE METOIBI [1Koc-4.2 IIpakTueckoe
MEHTOOOOPOT | IPUHATHS PEIICHHIA B [1IKoc-4.3 3a/laHue
a YCIIOBUSIX PUCKa
OYHASA ®OPMA OBYYEHMUA
Tabmuua Sa
Hepeqenb BOIIPOCOB JJIsl CAMOCTOATC/ILHOI'O N3YYCHUSA TUCITUIIIINHBI

Ne | Haspanme paznena, | Ilepedyens paccMaTpuBaeMbIX BOIPOCOB /I CAMOCTOSITEJIbHOTO

n/n TeMblI HU3y4eHust

1 Tema 1. Benenue B | OG0ocHOBaHHE HEOOXOIUMOCTH MEepexoa K 6e30yMakHOM TeX-

Kypc HoJsioruu ynpasienus. OcHoBHble kKoHIenuuu. (I1Koc-4.1, ITKoc-
4.2, I[1Koc-4.3)

2 Tema 2. Opranmsanus | Cogepkanue TNpoleAypsl cocTaBieHus u  oOpabotku OP/I.
pabor B cucremax | ComepkaHue MpoLeayp THOJIy4YEeHHUs, TMepeladyd BXOMSAMUX U
JOKYMEHTAIlMOHHOTO | UCXOJSIIUX TOTOKOB IOKyMEeHTOB. CoJiepyKaHue perucTpanu-oHHOTO
obecrieyeHus JKypHaJla ¥ PETrUCTpalMOHHOW KapTouku. CocTaB M COJEp)KaHUE
YIIpaBJICHUSA npoueaypsl KoHTposis ucnoiaHeHus: 1okymenToB. (I[1Koc-4.1, ITKoc-

4.2, [1Koc-4.3)

3 Tema 3. Opranuzauus | [Tons-tue APM, coctaB APM 1 ncnonb3yembix HHPOPMaIMOHHBIX
JJIEKTPOHHOW CHUCTEMBI | TEXHOJIOTUH. MeToIbl M CpelICcTBAa MOJAEIUPOBAaHUS, OLEHKU U
yIpaBJIEHUS aHalM3a  JIOKyMEHTOOOOpOTa B  SKOHOMMYECKHX  CHCTEMax.
nokyMeHToobopotoM | OcobenHocTH Hcnonab3oBaHus Case-CpecTB s MOJAEIMPOBAHUS U

OILIGH-KH JOKyMeHTooOopota u JenoBbix mnpoueccoB (I1Koc-4.1,
IIKoc-4.2, ITKoc-4.3)

4 Tema 4. | OcobeHHOCTH MPOEKTUPOBAHUS U 3amoJIHeHUsT U 00padoTku Web-
ABTomaTHu3anus dopm. Kraccudukanus cpeacTB COCTaBICHHMS U 3alOJIHEHUS
COCTaBJICHUS AIIEKTPOHHBIX TOKyMeHTOB. Co-cTaB TpeOOBaHUM, MPEIbSIBISIEMBIX K
JJIEKTPOHHBIX BbIOOpY cucteM coctaBienus u 3anoiaHeHus D1, (ITKoc-4.1, ITKoc-
JTOKYMEHTOB 4.2, I1Koc-4.3)

5 Tema 5. | CoctaB (pakTopoB U TpeOOBaHUMN, TPEIBSIBIAEMBIX K CHCTEMaM BBOJIA
ABTOMAaTH3aInusa oymaxkubix mokymeHToB (I1Koc-4.1, I1Koc-4.2, [1Koc-4.3)
IIPOLIECCOB BBOJA
MOTOKOB  BXOZSIIUX
JOKYMEHTOB
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Ha3Banue pa3agena,

IMepeyeHsb paccMaTpUBaeMbIX BOMPOCOB /IS CAMOCTOSITEILHOTO

n/n TeMbI U3YYeHHs

6 Tema 6. | Me-togpl  opraHuzanMu  XpaHeHuss  JgokymeHtoB B CVY/I.
ABTOMaTH3anusa Knaccugukanus MeTonoB mnoucka. XapakTepUCTHKa HHIEKCHOTO,
XpaHEHUs JOKYMEHTOB | CTATUCTUYECKOrO0 M ceMaHTuueckoro metogoB noucka (I1Koc-4.1,

[1IKoc-4.2, I1IKoc-4.3)

7 | Tema 7. Opranuzanusi | MeTonsl U cpeacTBa obecreueHust MH(POPMAIIMOHHOMH
CHCTEMBI 0€30IaCHOCTH B CHUCTEMAax 3JIEKTPOHHOIO JIOKYMEHTOOOOpOTa.
3JEKTPOHHOTO (ITKoc-4.1, ITKoc-4.2, I1Koc-4.3)

JOKYMEHTO0000poTa

8 |Tema 8. Cucremsl | CoctaB M  colep-KaHUE€ oOlepanuil  aBTOMAaTU3UPOBAHHOIO
KOMILJIEKCHOM IUTAHUPOBAHMSI, KOHTPOJISI U YNPaBJIEHUS J1€-JIOBBIMU MPOLIECCAMHU.
aBTOMAaTH3allUu1 (ITKoc-4.1, ITKoc-4.2, I1Koc-4.3)

JOKYMEHTO000poTa U
JIEJIOBBIX IPOLIECCOB

9 Tema 9. | O630p priaka mporpaMmMHubix cpeacts. ([1Koc-4.1, ITKoc-4.2, I[TKoc-
[IporpamMmHBbIe 4.3)
cpeacTsa
AJEKTPOHHOTO
JOKYMEHT0000poTa

3AOYHASA ®OPMA OBYYEHUA
Tabnumua 56
Hepequb BOIIPOCOB JIsI CAMOCTOATEC/ILHOI'0 U3YYCHUHA TUCITUILINHDBI

Ne | Haszpanme paznena, | Ilepedyens paccMaTpuBaeMbIX BOIPOCOB /I CAMOCTOSITEJIbHOTO

n/n TeMblI HU3y4eHusi

1 Tema 1. Beenenue B | [lonstue sxonomuueckoit cucremsl (9C) u ero crpykrypa. CocTas
Kypc (GYHKIUHI U 1e710-BBIX MPOIIECCOB, BHIMOIHIEMbIX B TOAPA3IEICHUIX

OC. IlonsaTe TOKyMEHTa, KIacChl JOKYMEHTOB, CBA3aHHBIE C
BBINIOJTHEHHEM (DYHKIMN yTpaBiIeHUs U JEIIOBBIMU MTPOLIEC-CaMH.
[ToHsiTHE TOKYMEHTONOTOKA, €r0 CTPYKTYPA, OKA3aTENN OLICHKU
JIOKYMEHTO-NIO0TOKOB. [IoHsTHE U BUIBI JOKYMEHTOOOOPOTA U
JIEJIOBBIX IIPOLIECCOB, UX CTPYKTYPBI U COCTAB KOMIIOHEHT.
O6ocHOBaHNE HEOOXOIUMOCTH Nepexoa K 0e30yMakHOM Tex-
HoJoruu ynpasineHusi. OcHoBHble koHIenuu. (ITKoc-4.1, ITKoc-
4.2, I1Koc-4.3)

2 Tema 2. Opranuzanus | [Tonstue Cucremsl JlokymeHnTanronHoro O6ecneuenus: Y npaBieHus
pador B cucremax | (CAOY). Co-crtaB ¢yskuuii u 3amad, BeimonHseMbix B CJIOVY.
nokyMmeHTtanuonHoro | Kmacesl u crpykrypsl C/IOY. Co-ctaB u copepkaHue KOMIIOHEHT
obecrieueHus INocynapctBenHoit Cuctemsl JlokymenTtarmonHoro OOecriedeHus
YIIpaBJIECHUSA Vmpasnenus  (I'CHOVY). IlepeueHb  AENOBBIX  MPOIIECCOB,

BoinonHsAeMbix B CJIOY. CocraB YuuduimpoBanHoit Cucremsl
OpranuzannonHo-Pacnopsaurensubix  Jlokymentos  (YCOP/).
CtpykTypsl nokyMeHTOB. ConepikaHue MpoIeaypbl COCTaBIEHUS U
obopabotku OPJl. Conepkanue mnpolexyp MONyYeHHs, Mepeaadu
BXOJAUIMX M MCXOASIIUX TOTOKOB JOKyMeHTOB. CopepxaHue
PETUCTPALM-OHHOTO JKypHaja U perucTpaluoHHOM kKapTouku. CocTaB
U CoJep)KaHHE MPOLENYpbl KOHTPOJIS HCIOJHEHUS JOKYMEHTOB.
(ITKoc-4.1, I1Koc-4.2, I1Koc-4.3)

3 Tema 3. Opranmsanus | [lorstue sxoHOMHUYeckoi wuHpopManuonHoit cuctemsr (DUC).

3JICKTpOHHOI>'I CHUCTCMBI

Crpykrypa u knaccel OUC. IloHstne ODIEKTPOHHON CHUCTEMBI
yopaBiaeHus:  JgokymeHtooboporom  (DCV]I) kak  4actu
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Ha3Banue pa3agena,

IMepeyeHsb paccMaTpUBaeMbIX BOMPOCOB /IS CAMOCTOSITEILHOTO

n/n TeMbI U3YYeHHs
yIIpaBICHUS KOPIIOPATHBHOH IKOHOMHMYECKOW HH(MOPMAIIMOHHONH  CHCTEMBI.
ToKyMeHTooO0opoToM | TpeboBanus u npuHiumel co3ganus ICY /I, coctaB u comepkaHue

noxacucreM. Ilons-tue APM, coctaB APM u wucnonas3zyembix
MH(OPMALIMOHHBIX ~ TEXHOJIOTHH. Mertonsl u cpencTaa
MOJCIMPOBAHMs, OLEHKH M aHajiu3a JIOKyMEHTO0OOpoTa B
sKOHOMHYECKUX cucrteMax. OcoOenHoctu wucnonb3oBanust Case-
CPEACTB JJsl MOJCIMPOBAHUS U OICH-KU JTIOKYMEHTOOOOpOoTa u
nenoBbix nponeccos (ITKoc-4.1, [1Koc-4.2, [1Koc-4.3)

4 Tema 4. | llonsarue ¢popms tekrporHoro gokymenTa (3/1). Buast 3 1. Cocran
ABTOMaTH3anUA anemeHTOB D/l M MeTonapl MX 3anonHeHus U KoHTpousa. CocraB
COCTAaBJICHUS omepanuii npoekTupoBaHus u o0pa-6otku DJ[. OcobeHHOCTH
AJIEKTPOHHBIX MPOCKTUPOBAHUS MW  3alloJIHEHUS MW oOpabotku  Web-dopm.
JIOKYMEHTOB Knaccugukaiusi cpeicTB COCTABICHUS U 3aIIOJHEHUS 3JIEKTPOHHBIX

nokyMeHTOB. Co-cTaB TpeOOBaHUM, MPENbABISEMBIX K BBIOOPY
cucrem cocrapinenus u 3anoiaHenus OJI. (I1Koc-4.1, TIKoc-4.2,
ITIKoc-4.3)

5 Tema 5. | CoctaB u cojaepx aHue ONEpalMii aBTOMATH3WPOBAHHOTO BBOJA
ABTOMaTH3aLUA MIOTOKOB  BXOAsAmMX  JoKyMeHTOB. CopaepikaHue — ornepauui
IIPOLECCOB BBOJA | NOArOTOBUTENbHOM  craguu.  llonstue  ¢opma-THpOBaAaHHOIO
IIOTOKOB Bxomsaumx | nokymenta (®J1). Buast @ /1. Acnektsl onucanus noueit /1. Conep-
JIOKYMEHTOB JKaHUE orepanuil OCHOBHOM cTajinu oOpabOTKHU U BBOJA JOKYMEHTOB.

Knaccel ckaHe-poB, XapakTEpUCTUKH CKaHEPOB U TpeOOBaHMUS,
npeabsBIsieMble K BBIOOpY ckaHepoB. Xapaktepuctuka OCR, ICR u
OMR-meTO10B pacno3HaBaHusl JOKYMEHTOB. MeToabl KOHTpPOJIs
onepauuii CKaHMPOBAHHMS M PACHO3HABAHHUS TEKCTOB. MeToabl
MH/IEKCUPO-BaHUs JAOKyMeHTOB. CocTaB (PakTopoB M TpeOOBaHMIA,
MpeIbABISEMBIX K cUCTEMaM BBOJa OymakHbIX JokyMeHTOB (I1Koc-
4.1, ITKoc-4.2, I1Koc-4.3)

6 | Tema 6. | DTtamnbl pa3BUTHUS CPEICTB aBTOMAaTU3UPOBAHHOI'O XPAHEHUS U TIOUCKA
ABTOMaTH3a1UA TEKCTO-BBIX JOKYMEHTOB. [loHsATHE WH(MOPMAIIMOHHO-TIOUCKOBOM
XpaHeHus JOKyMeHTOB | cucteMbl. OcHoBHbIe KOM-IoHEHThl UIIC u TtexHomorust paboThl ¢

UIIC. IToHsiTHE CUCTEMBI YITPABIEHUS J1€K-TPOHHBIMU IOKYMEHTAMHU
(CYN), ¢pynkuuu, Beimonnsembie CY ]l B mporeccax ympaB-JeHHUS
skoHOMHUecKoi cuctemon. Crpykrypa CVY/[ u Ha3HaueHue ee
KOMIIOHEHT. Me-To/ibl OpraHu3aluu XpaHeHus gokymeHToB B CY /1.
Knaccudukanus meromoB moucka. XapaKTepUCTHKA HHIEKCHOTO,
CTATUCTUYECKOTO U ceMaHTHu4eckoro metoqoB moucka (I[1Koc-4.1,
[IKoc-4.2, ITKoc-4.3)

7 Tema 7. Opranmszanusa | OCHOBHBIE  3aJayd  OPraHHW3alUy  CHCTEMBl  3JIEKTPOHHOIO
CHUCTEMBI nokymentoobopota (CO-/10). Drambr pazsutus CO/0. Kmaccwr
3JIEKTPOHHOTO C2/10. [TpunIUTIBI u 0COOEHHOCTH MOCTPOE-HUSA
JOKYMEHTO0000poTa AtomaruzupoBaHHbIX CucteM Konrpouns Ucnionnenns JIokyMeHTOB

(AC-KW[I).XapakTepucTika METOJIOB W CPEICTB OpTraHU3aIuu
npuema-nepenaun A0ky-mentoB B COJ10 ¢ texnonorueit "ad-hoc".
Ocob6ennoctu opranuzamuu  COJl  KOJUIEK-TUBHOW  00paboOTKH
JOKYMEHTOB Ha MpUHIUNAX TexHojoruu "groupware". OcoOeH-
HocTH opranu3aiuu COJ]O, OpueHTUPOBAHHBIX HA MCIOJIB30BAaHUE
"docflow"-texHonoruu. Metojsl u cpeacTBa oOecrieueHus
MH(OPMALIMOHHONW  OE€30MacHOCTH B CUCTEMax 3JIEKTPOHHOTO
nokymenToobopota. (I1Koc-4.1, I1Koc-4.2, I1Koc-4.3)
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n/n

HasBanue pazaeina,
TeMbI

IMepeyeHsb paccMaTpUBaeMbIX BOMPOCOB /IS CAMOCTOSITEILHOTO
U3y4yeHust

Tema 8. Cucremsl
KOMIIJICKCHOM
aBTOMAaTH3allu1
JOKyMEHTO000pOTa H
JICJIOBBIX MPOLIECCOB

CoctaB ®  coaep-KaHHE OMepaluii  aBTOMATH3UPOBAHHOTO
IUTAHUPOBAHMS, KOHTPOJISI W YIPABJICHUS JCIIOBBIMU ITPOIECCAMHM.
(ITKoc-4.1, ITIKoc-4.2, I1Koc-4.3)

Tema 9.
IIporpammHbIe
CpencTBa
3JIEKTPOHHOIO
JOKYMEHTO0000poTa

OO6mue TpeboBaHUS K CHCTeME JTOKyMeHTooOopora. O030p phIHKA
nporpaMMHbIX cpeacTs. (IIKoc-4.1, ITKoc-4.2, I1Koc-4.3)

5. O0pa3oBaTe/ibHbIE€ TEXHOJIOTUHU

Tabmnuma 6

HMCHCHHUC AKTUBHbLIX 1 HHTCPAKTHBHBIX Oﬁpa30BaTe.HI>HI>IX TEXHOJIOT UM

Tema u popma 3ansaTus

HaumeHoBaHue HCIIOIb3YeMBbIX
AKTHMBHBIX H HHTEPAKTUBHBIX 00pa30BaTe/IbHbIX
TexHoJsorui (popm o0yueHus)

Opranuszanus padoT B
cHUcTEMAX
JOKYMEHTAIMOHHOTO
obecrieyeHus
yYIpaBIICHUS

J [IpobGnemHuas nexuus

ABTOMaTu3anus
COCTaBJICHUS
3IEKTPOHHBIX
JIOKYMEHTOB

113 Pa300p KOHKpPETHBIX CUTYyAaIHii

Opranuzanus
CHCTEMBI
3JE€KTPOHHOTO
JIOKyMEHT0000pOTa

[IpoGnemHuas nexius

ABTOMAaTH3anusa
MPOIIECCOB BBOJIA
IIOTOKOB BXOISIINX
JIOKYMEHTOB

I13 Paz00p KOHKpPETHBIX CUTyalui

CucreMsl
KOMILIEKCHOM
aBTOMATH3aI[HN
JOKYMEHTO000poTa U
JICTIOBBIX TPOIECCOB

[TpobGnemHuas neximst

IIporpammHbIe
CpencTBa
3JIEKTPOHHOIO

JIOKyMEHTO0000pOTa

I13 Paz00p KOHKpPETHBIX CUTyalui
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6. Texkynuii KOHTPOJIb YCIIEBAE€MOCTH 1 MPOMEKYTOYHAS ATTECTAIUA 110
UTOraM OCBOCHUS M CHUININHBI

6.1. TunoBble KOHTPOJIbHBIE 32JAHUA WIH UHbIE MATEPHUAJIbI, HEO0OXOUMbIE
JJIS1 OLleHKM 3HAHM, YMEHHH M HABBIKOB U (MJIM) ONBITA AeSATeJIbHOCTH

1) Y4eOHBIM NJIAHOM He MPeIyCMOTPEHO BbINOJHEHHE KYPCOBBIX NPOEKTOB
(paboT) u pacuyeTHo-rpaduyeckux pador.

2) Tectbl i TeKymlero ¥ NPOMEKYTOYHOIO KOHTPOJIS  3HAHHUI
00y4JaImmnxcs
3amanusi IS BBITIOMTHEHUS HA TIPAKTUYCCKUX 3aHATUSX U TECTOBBIC 3a/IaHUS
MIPE/ICTABIICHBI B OIICHOYHBIX MaTEepHaIaX JUCIUILINHBI

3) Bompochl ajisi MOATOTOBKH K KOHTPOJbHBIM MEPONPHUATHUSIM U TecTaM

(TekyueMy KOHTPOJIIO M IPOMEKYTOYHOM aTTecTaluu (3a4ery).

1) INonstue sxoHoMuueckoi cucremsl (DC) u e€ cTpyKTypa.

2) CoctaB GyHKIUN U JEIOBBIX MPOIIECCOB, BHIMOTHIEMBIX B
noapasaenenusx JC.

3) IloHaTHE NOKYMEHTA, KIACChl JOKYMEHTOB, CBA3aHHBIE C BBIIIOJIHEHUEM
(GyHKIUN ynpaBeHUs U IETIOBBIMU MPOIIECCAMH.

4) IloHATHE TOKYMEHTONOTOKA, €TO CTPYKTYpPa, OKA3aTENH OLIECHKN
JIOKYMEHTOIIOTOKOB.

5) TloHsaTHe U BUIbI JOKYMEHTOOOOPOTA U CJIOBBIX MPOLIECCOB, UX
CTPYKTYPBI U COCTAB KOMITOHEHT.

6) Ilonstue Cuctemsl JlokymeHntarmonHoro O6ecrieueHust Y mpaBiacHUs
(CAOY).

7) CoctaB dbyHKuui 1 3a51a4, BeimoaHseMbIx B C[IOY.

8) Kunaccel u ctpyktypsl CIOY.

9) CocraB u conepxanue KOMIOHEHT ['ocynapcTBeHHOM CucTeMbl
JoxymentarmmonHoro O6ecrneuenus Ynpasiaenus (I'CIOY).

10) Ilepeuens nenOBBIX MPOLIECCOB, BBINTONHAEMBIX B C/IOY.

11) CocraB Yuudumuposannoit Crucrembl Opranu3almoHHO-
Pacnopsnurensasix Jlokymentos (Y COP/).

12) Coneprxanue npoueaypbl COCTaBICHHUS U 00paObOTKHA OpraHu3allMOHHO-
pacropsAUTEIbHBIX IOKYMEHTOB.

13) Copnepxxanue npouenyp noaydeHus, nepeaayn BXOI[IMMNX U UCXOAAIINX
MOTOKOB JJTOKYMEHTOB.

14) CocraB u coaepkaHue nporeaypbl KOHTPOJISI UICIIOJTHEHUSI TOKYMEHTOB.

15) Tlonstue a3xoHOMHUEcKoM nHPopMarmoHHou cuctemsl (DUC).

16) TlonsiTue DAEKTPOHHON CUCTEMBI YIIPaBIEHUS JOKYMEHTOO00POTOM
(OCVY]]) xak yacTu KOPIOPATUBHON SKOHOMUYECKON MH(HOPMAIIMOHHON
CUCTEMBL.

17) TpebGoBanus u npuHIUIsl co3nanus JCY /], coctaB u copepxanue
MOJCUCTEM.

18) TIlonstue APM, cocraB APM u ucnosib3yeMbIX HHPOPMALIMOHHBIX
TEXHOJIOTUH.
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19) MeTtoabl 1 cpeACcCTBa MOAETUPOBAHMS, OLEHKH U aHATIN3a
JOKYMEHTO000pOTa B 9KOHOMUYECKUX CUCTEMAX.

20) Ocobennoctu ucnonb3oBanus Case-CpeacTB A MOJCTHUPOBAHUS U
OLIEHKH JOKYMEHTOO00O0pOTa U IETOBBIX MPOIIECCOB.

21) TIloustue Gpopmsl 31eKTpOoHHOTO JOoKyMeHTa (D/1).

22) CocrtaB 3neMeHTOB D]] 1 METOAbI UX 3aMOJHEHUS U KOHTPOJIS.

23) CocraB onepaiiuii MPoeKTUpPoBaHUs U 00padoTku I/I.

24) Oco0OeHHOCTH TPOEKTUPOBAHUS U 3amofHEeHUs U 00paboTku Web-hopm.

25) Knaccudukaius cpelicTB COCTABICHUS U 3aIIOTHEHUS JIEKTPOHHBIX
JIOKYMEHTOB.

26) CoctaB TpeOOBaHUI, TPEABABISIEMBIX K BHIOOPY CUCTEM COCTaBJICHUS U
3anoaHenus J/1.

27) CocrtaB u conepxkaHue onepanuii aBTOMaTU3UPOBAHHOTO BBOJ1a TOTOKOB
BXOJSIIUX JTOKYMEHTOB.

28) CopnepxaHue onepanuii OCHOBHOM cTainu 00pabOTKU U BBOAA
JIOKYMEHTOB.

29) Xapakrepuctuka OCR, ICR 1 OMR-meTon0B pacno3HaBaHus
JIOKYMEHTOB.

30) Mertoapl KOHTPOJIA ONEpaldil CKAHUPOBAHUS U PACIIO3HABAHUS TEKCTOB.

31) CocraB (hakTOpoB U TpeOOBAHUMN, TIPEABABIAEMBIX K CHCTEMaM BBOJIa
OyMa>KHBIX JOKyMEHTOB.

32) Otanbl pa3BUTHS CPEACTB aBTOMATU3UPOBAHHOTO XPAHEHUS U TTOMCKA
TEKCTOBBIX JIOKYMEHTOB.

33) Tlonstue unpopmanronHo-nouckoBoi cucremsl (UIIC).

34) OcnoBubie komnoneHnTsl UIIC u texnonorus padots ¢ UIIC.

35) [IloHsaTue cucTeMbl ynpaBieHUs dJIEKTPOHHbIMU TIoKyMeHTamu (CY 1),
¢bynkuuu, Beimosigemsle CY /] B mpoiieccax ynpaBieHHs] 5JKOHOMUYECKON
CUCTEMOM.

36) Mertoabl opranuzaiuu xpaHeHus 10kyMeHToB B CY /1.

37) Knaccudukanus MeToA0B MOUCKA. XapaKTEPUCTHUKA UHIEKCHOTO,
CTATUCTUYECKOTO U CEMAaHTUYECKOI'0 METOJIOB IMOUCKA.

38) OcCHOBHBIE 3a1a4¥ OPTraHU3AIMHA CUCTEMBI JIEKTPOHHOTO
nokyMeHToobopora (C3/10).

39) IlpuHIMIBI 1 0COOEHHOCTH MOCTPOCHUSI ABTOMATHU3UPOBaHHBIX CHCTEM
Kontpons Ucnonnenus JJokymentoB (ACKU/).

40) XapakTepucTHKa METOJOB U CPEACTB OpPraHU3allK NpUeMa-repeaadn
nokymeHToB B COJ1O ¢ TexHomorueii "ad-hoc".

41) Ocob6ennoctu opranuzanuu COJ] KoUIeKTUBHOM 00pabOTKH
JIOKYMEHTOB Ha MPUHIMIIAX TEXHOJIOTWH "'groupware" ¢ UCIOIb30BaHUEM
cpencts Lotus Notes u MS.

42) Ocob6ennoctu opranuzanuu C3J10, opueHTHPOBAHHBIX Ha
ucnosb3oBanue "docflow"-TexHonoruu.

43) Metoapl U cpeACTBa obecrieueHus: MHPOPMAITMOHHON 6€30MTaCHOCTH
B CUCTEMaXx 3JIEKTPOHHOTO JOKYMEHTO000POTa.

44) CocraB U coaepKaHue onepauuii aBTOMaTU3UPOBAHHOIO TUIAHUPOBAHUS,
KOHTPOJISI U YIPABJICHUS JEI0OBBIMU MTPOLIECCAMHU.
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45) O030p pbIHKA IPOTPAMMHBIX CPE/CTB.
46) Cucrema «1C:O1eKTpOHHBINA JOKYMEHTOOO0POT.

6.2. Onucanue nokasarejieil U KpUTEepHeB KOHTPOJIS YCIIEBAEMOCTH,
ONMCAHMeE KA OLeHUBAHUSA

JIisg OLIEHKW 3HAHWM, YMEHMH, HaBBIKOB U (OPMUPOBAHHUA KOMIIETEHIIMH IIO
JUCLMIUIMHE TPUMEHSAETCS TPAAULMUOHHAS CHCTEMA KOHTPOJS U  OLEHKHU
YCIIEBAEMOCTH CTYICHTOB.

BI/II[])I TEKYHIEro KOHTPOJISAA - TCCTUPOBAHUC, YCTHBIﬁ OIIpOC, pCIICHUC
IMPAKTHYCCKUX 3a1a4.

IIpoMeKYyTOYHBIN KOHTPOJIb — 3a4ET

Tekymmi KOHTPOJIb OLIEHKM 3HAHUM OCYLIECTBISIETCA MPENOAABATEIIEM B
TEUYEHUE BCEro0 CEMECTpa MyTEM TECTUPOBAHUS, IPOBEPKU MPAKTUYECKUX 3aJaHUU U
YCTHOT'O OIIPOCA IOCIIE U3YUYEHUSI KaKI0U TEMBI.

KPUTEPUHU OLIEHKHW 3HAHUH, YMEHU, HABBIKOB CTYJIEHTA HA
3AUETE

Pe3ynbpTaThl KOHTPOJNS YCHEBAEMOCTH CTYIEHTOB HA 3a4€T€ ONPEACISIIOTCA
OLICHKAMMU «3aYTEHOY», «HE 3a4TCHOY.

OneHKa «3a4TeHO» BBICTABIISIETCS CTYAEHTY, €CJIM BBIIIOJHEHBI U 3aIUILIEHBI BCE
NPaKTUYECKUE 3aJaHus, NPEeITyCMOTPEHHbIE padoyel MNporpaMMoM, pe3yabTaThl
TECTOBBIX 3aIaHUM U YCTHBIX OIIPOCOB HE HUXKE YIOBJICTBOPUTEILHON OLICHKHU.

OneHka «HE 3a4TE€HO» BBICTABJISETCS CTYACHTY, €CJIM BBINOJHEHBI HE BCE
IIPAKTUYECKUE 3aJaHMsl, WIM TECTOBbIC 3aJaHUs WM YCTHBIE OIPOCHl HMMEIOT
HEYIOBJIETBOPUTEIIBLHYIO OLICHKY.

7. YueOHO-MeTOAUYeCKOe U HHPOPMAITMOHHOE oOecnieueHne JUCHUIINHbI
7.1 OcHOBHasI JIUTEPATypa

1. ABepuenkoB B.W. MHpopMalMOHHBIE CHUCTEMBI B MPOU3BOJICTBE U IKOHOMHKE:
yueb. nocooue/ B.U. ABepuenkoB, @.0. Jlo30unen, A.A. Tumenko. bpsHckuit
roCyJJapCTBEHHBIN TeXHUUECKUN yHUBEpcUTeT, 2020.— 274 ¢.— Pexum nocrymna:
http://www.iprbookshop.ru/6996 - 9bC «IPRbooks»

2. UcakoBa A.. Nudopmarmonnsie TexHonoruu: yueonoe nocoome/ Mcakora A.I.,
NcakoB M.H.— Tomck: Db Kontent, ToMckuii rocyjapcTBEHHbIA YHUBEPCUTET
CUCTEM YIIpaBIICHHUS U paanodnaeKkTpoHuku, 2019.— 174 c.— Pexum nocryna:
http://www.iprbookshop.ru/13938 - 3bC «IPRbooks»

3. Y1tkun B.b. UapopManinoHHbIe CUCTEMBI U TEXHOJIOTHH B YKOHOMHKE: YUCOHUK.
FOnutu- [Jana, 2020.— Pexxum noctyna: http://www.iprbookshop.ru/7040 - 3bC
«IPRbooks»

4. Bennenera M.A., Beprakosa 10.B. UndopmanmonHsie TEXHOJIOTUU yIIpaBICHUS. -
M.: IOpaiit, 2020
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7.2 lonoiHMTEILHASA JJUTEpPaTypa

1. Yexmapes 10.B. BoruncinurensHbie cucTeMbl, cetu 1 kommyHukaruu. [IMK Ilpecc,
2019— Pexum nocryna: http://www.iprbookshop.ru/5083 - 9bC «IPRbooks»

2. KongpateeB B.K. OmnepanuvioHHble CHCTEMBI M OO0OJIOYKH: Y4eOHO-METOIUY.
noco6ue / B.K. Kongparses, O.C. T'onosuna. MI'YD, 2017.— Pexxum noctyma:
http://www.iprbookshop.ru/10730 - 9bC «IPRbooks»

8. [lepeuenb pecypcoB HH(POPMAIIHOHHO-TEJIEKOMMYHUKALIMOHHOM ceTH
«/HTepHeT», He0OXOAUMBIX IJISl OCBOCHH S JUCHHUILIUHBI (MOTYJIs1)

1. KoHcynpTaHT+ (JINLIEH3MOHHOE IPOrPAMMHOE 0O€ECIIeueHrE
OTE€YECTBEHHOT'OTIPOU3BO/ICTBA)
2. http://www.garant.ru (pecypchl OTKPBITOTO JOCTYTIA)

3. https://elibrary.ru - Hayunas snexktponnas 6uommorexka eLIBRARY.RU
(pecypChIOTKPBITOrO IOCTYMA)

4. https://www.rsl.ru - Poccuiickas ['ocyaapctBennas bubnuoreka
(pecypChbIOTKPBITOrO IOCTYMA)

5. https://link.springer.com - MexayHapoaHas pedepatuBHas 0aza JaHHBIX
Hay4dHbIXM31aHui Springerlink (pecypchl OTKPBITOTO 10CTyMA)

6. https://zbmath.org - MexnayHapoanas pegeparuBHas 0a3a JaHHBIX HAyYHBIX
uznanuii Z-bMATH (pecypcbl OTKPBITOTO AOCTYNIA)

7. http://window.edu.ru - Mudopmanunonnas cucrema "EnuHoe okHO JocTyma K
oOpa3oBaTenbHbIM pecypcam”

8. https://openedu.ru - «HamuoHanbHas miargopma OTKPHITOTO OOpa3OBaHUS»
(pecypchbl OTKPBITOTO AOCTYTIA)

9. IlepeyeHb MPOrpaMMHOIo0 odecneyeHrss U HHPOPMAIMOHHBIX CIIPABOYHBIX

CUCTEM
Tabnuma 9
IlepeyeHb NPOrpaMMHOro odecrneyeHust
HanmenoBanue
. I'on
Ne | pazgesa yueOHOM HaumeHoBanue Tun
ABTOp pa3pador
n/n AUCHHUIINHBI NPOrpamMMbl NPOrpamMMBblI <H
(MoayJis1)

Tema 7 [IepconanbHbIl

Opraauzanus MH(OPMaIIMOHHBIN

CUCTEMBI MEHEIKEP C :
1 MS Outlook FURED Microsoft 2007

AIIEKTPOHHOTO byHKIUAMU

JOKYMEHTO0000pOTa IIOYTOBOrO KJIMEHTA U

Groupware

Tema 9

Opranuzanus Cucrema
2 |cucTeMbl 1C:lokyMeHTO000pOT | 3JEKTPOHHOTO Microsoft 2017

AIIEKTPOHHOTO JIOKYMEHTO000poTa

JOKYMEHTO000poTa
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http://www.iprbookshop.ru/10730
http://www.garant.ru/
https://elibrary.ru/
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https://zbmath.org/

10. Onucanne MaTepuaJIbHO-TEXHUYECKOI 0a3bl, HEOOXO0AMMOI 1151
OCylIeCTBJIEHUS 00Pa30BaTEJIbHOI0 MPOLECCa MO IMCHUIINHE

Taomuna 10

CgeneHus 00 00ecrie4eHHOCTH CIeNNATN3MPOBAHHBIMY ayIUTOPUSIMHU,
KabuHeTaMMu, J1a00paATOPUSIMU

HanmenoBanue cnemuajbHbIX
noMeneHuid U moMeueHu i
IS CAMOCTOATEILHON
padoTbl (Ne yueOHOTO
Kopmyca, Ne ayiuTopun)

OcHaIeHHOCTD CHENNAJBLHBIX IOMEIeHUH ¥ MMOMeIleH i
JJIS1 CAMOCTOAITEJIbHOM padoThl

Aymutopust il TPOBEICHUS
3aHATUNA JIEKIMOHHOTO THIIA,
3aHATUNA CEMHHApPCKOI0 THIIA,
KypPCOBOTO

MIPOSKTUPOBAHUS( BHITIOTHEHUS
KYPCOBBIX padoT), TPyMNIOBBIX U
WHIMBUTyTBHBIX
KOHCYJIbTaIH, TEKYIIETOo
KOHTPOJSI W IPOMEKYTOUHOU
attectauuu (kab. Ne 427 u).

29 croinoB, 78 CTyJAEeHYECKUX MECT, CTOJI JJIs MpernojiaBaTels,
CTyJ Ul TpernojaBareis, AOCKa; CTON A coBemanuid, 10
CTYJbEB; HWH(POPMALMOHHBIE CTEHJIBI. MynbTuMenuitHoe
obopynoBanue: npoekrop Sanyo PLC-XU111 4000 ANSI Im
1024*768, Dxpan Draper Diplonat (1:1)84/84" 213-213 MW,
HOyTOYK Asus F3K ¢ Beixomom B IHTEpHET U yCTaHOBJIEHHBIM
MIPOrPaMMHBIM 00€CTICYeHUEM

[IporpammHuoe obecnieuenue: Microsoft Office Professional Plus
2007 (Microsoft Open License Ne42906552 ot 23.10.2007,
Microsoft Open License Ne43061896 ot 22.11.2007, Microsoft
Open License Ne46223838 ot 04.12.2009); Microsoft Office
Standard 2007 (Microsoft Open License Ne43061896 ot
22.11.2007, Microsoft Open License Ne46223838 or
04.12.2009); Microsoft Office (Microsoft Open Value
NeV6803162 ot 15.06.2020 / JIunensuonnsiit goroBop Ne77-
089/1013/20 o nepenaye npaB Ha UCIOIb30BaHUE MPOTPAMM OT
05.06.2020); Google Chrome (Freeware)

Aynutopust i TPOBEICHMS
3aHATUH JICKIIMOHHOTO THIIA,
3aHATUI CEeMMHApCKOro TuIa,
KypCOBOTO MIPOEKTHPOBAHUS
(BBINIOJIHEHUS KyPCOBBIX paboT),
TPYTIIOBBIX ¥ WHIUBHUIYaJIbHBIX
KOHCYJIbTAIHH, TEKYILEero
KOHTPOJSI W TPOMEKYTOUHOU
attectanuu (kab. Ne 436 u).

[Tepeuens o6opynoBanus: 18 cronos, 52 cryna, ocka, CTOJ s
npenojaBaTesnis, CTyJ JUisl IpernojaaBaress, HHHOPMaMOHHbIE
CTeHJbl. MynbTuMenuitHoe o00OpyJ0BaHUE: MPOEKTOp Acer
X1226H DLP Projector, sxpan mist mpoextopa Cactus Triexpert,
HOyTOYK Asus F3K ¢ Beixomom B IHTEpHET U yCTaHOBJIEHHBIM
MIPOTpaMMHBIM 00ecIiedYeHueM

[Iporpammuoe obecrieuenue: Microsoft Office Professional Plus
2007 (Microsoft Open License Ne42906552 ot 23.10.2007,
Microsoft Open License Ne43061896 ot 22.11.2007, Microsoft
Open License Ne46223838 ot 04.12.2009); Microsoft Office
Standard 2007 (Microsoft Open License Ne43061896 ot
22.11.2007, Microsoft Open License Ne46223838 or
04.12.2009); Microsoft Office (Microsoft Open Value
NeV6803162 ot 15.06.2020 / Jlunensuonusiit gorosop Ne77-
089/1013/20 o nepenave npaB Ha UCIOJIB30BAaHUE MPOTPAMM OT
05.06.2020); Google Chrome (Freeware)

Aynutopust 7S TPOBEICHHS
3aHSATHH JICKIIMOHHOTO THIIA,
3aHATUI CEMMHApCKOro THIIA,
KypCOBOTO MPOEKTHPOBAHUS
(BBITIOJIHEHUS KYPCOBBIX padoT),
TPYTNIIOBBIX ¥ WHIUBHUIYaTbHBIX
KOHCYJIbTAIHH, TEKYILEro

Kowmmerorepasie ctonbl (15 mr.); crymbst (15 mr.); paGouee
MECTO TIperojiaBaresisi; J0ocka ydeOHas; pabodas CTaHIUS
(Mmono6mok) tun 1 Lenovo Lenovo V310z (4 mrt.); pabouas
cranuus (MoHoOsok) tun 1 Lenovo Lenovo V310z (1 mr.);
kommeiorep DEPO Neos 460SE (1 mT.); KoMmmbioTep:
[NI9BM"Karin Klerk" (9 mt.), noakmtoueHnsie k ceTi HTEpHET.
IIporpammuoe oOecneuenue: Google Chrome, Cucrema
Koncynwsrantlmtoc, Microsoft Office
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KOHTpOJIA U IIPOMEKYTOYHOHN
arrectanuu (kad. Ne 424 H)

[Tomemenue st | 11 cronos, 24 cryma, cron Ui TpemnojaBaresis, CTYJ s
CaMOCTOSITEIILHOM paboTHI | peroaaBaTels, 10cka, HHPOPMAIIMOHHBIE CTCHIBI
obOyyaromuxcs (kad. Ne 423 n).

[Tomemenue st | Kommnbrorepasie cronbl (15 mmr.); crymes (15 mr.); pabouee
CaMOCTOSITEIIbHOM paboThl | MeCTO TpenojaBaress; Jocka yuyeOHas; pabodas CTaHIUS

obyuaromuxcs (kad. Ne 424 u) (mono6mnok) tunt 1 Lenovo Lenovo V310z (4 mr.); pabouas
crarmms (MoHoOnok) Tumm 1 Lenovo Lenovo V310z (1 mr.);
kommbiorep DEPO Neos 460SE (1 1mT.); KOMIBIOTED:
[I2BM"Karin Klerk" (9 mir.), nogkitoueHnsle k cetu MHTEpHET.
[Iporpammuoe obGecneuenue: Google Chrome, Cucrema
KoncyaprantlLitoc, Microsoft Office

11. MCTO)]I/I‘leCKHe PEKOMEHIAIMNMA CTYACHTAM IO OCBOCHUIO ITUCIUITIINHBI

O0pa3zoBaTenbHbIA IPOLECC O JUCUUIIMHE OPraHU30BaH B popMe yueOHBIX
3aHATUNA (KOHTaKTHas padoTa (ayIUTOPHON W BHEAyAUTOPHOM) 00y4aromMXcs C
MpPErnoJiaBaTesieM U caMoCTosATebHas paboTa oOy4Jaromuxcs). YueOHble 3aHaTus (B
TOM 4YHCJI€ TIO0 pealu3alui TPAKTUYECKONM TMOATOTOBKU) MPEICTaBICHBI
CIEIYIONMMU  BUJAMH, BKJIOYash Yy4yeOHbIC 3aHATHUS, HaNpaBJCHHbICE Ha
IPAKTHUYECKYIO IMOATOTOBKY OOY4YalOIIMXCSl M MPOBEACHUE TEKYIIETO KOHTPOJIS
yCIEBaeMOCTH:

JEKIHH (3aHATHS JICKIIMOHHOTO TUTIA);

MPAKTUYECKHE 3aHITHS,

caMocCTosATeNbHasg padoTa 00yJyarouuxcs.

Ha y4eOHBIX 3aHATHSAX OOydYarommecs BBITIOTHSIOT 3aIUIAHUPOBAHHBIE HACTOSIIEH
IPOrpaMMOil OT/IETbHBIC BUBI YI€OHBIX pabOT, B TOM YHCJIE OTAEIBHBIX SJIEMEHTOB
paboT, CBsI3aHHBIX ¢ OyAyIlel MpodhecCUOHABHOMN IeSITETbHOCTBIO.

[lpn w3ydenmn Kypca IeIecOO00pa3HO TPUIEPKUBATHCA  CIIEAYIOIIEH
MOCIIEI0BATEIHLHOCTH:

1. Jlo nocewjenus nepgou nekyuu.

a) BHUMATEJIHHO MPOYUTATh OCHOBHBIE MOJIOKEHHUS ITPOTPAMMBI Kypca;

0) mogoOpaTh HEOOXOUMYIO JTUTEPATYPY U O3HAKOMHUTHCS C €€ COACPIKAHUEM.

2. Ilocne nocewjenus nekyuu.:

a) yrayOJieHO W3YYUTh OCHOBHBIE TIOJOKEHHUS TEMBI MPOTPaMMBbl  TIO
MaTepHuaiaMm JISKIINH U PEKOMEHTyeMbIM JTUTEPATYPHBIM UCTOYHUKAM;

0) JTOTIOTHUTH KOHCITCKT JICKIIUHA KPAaTKUMH OTBETaMH Ha KaXKIbIii KOHTPOJIbHBIH
BOMPOC K T€ME M TMPHU BO3MOXKHOCTH BBIMOJHHUTH 3aJaHUE ISl CaMOCTOSTEIHHOU
paboThI;

B) COCTaBHUTb CIIMUCOK BOITPOCOB TSI BEISICHEHUS BO BPEMS Ay TUTOPHBIX 3aHSATHH;

I') MIOATOTOBUTHLCS K MPAKTHUCCKUM 3aHSTHSIM.

3agaHuss Ui CaMOCTOSITEJIbHOM pPaOOThI CTYJCHTOB SBIISIOTCS COCTABHOM
4acThI0 y4eOHOTO Tpoiiecca. BrlmonHenne 3a1anuii ciocoOCTBYET:
v/ 3aKpEIIEHUIO ¥ PACIIMPEHHIO TOJYIEHHBIX CTYAEHTAMH 3HAHUH 10 H3y4aeMBIM
BOIIPOCaM B paMKax y4eOHoU aucturumabl «ckyccTBeHHbIN nHTEIEKT B ATTK)
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v’ pasBUTHIO HABBIKOB PabOTBl ¢ HOPMATHBHO — IPABOBBIMH JOKYMEHTaMH M
CIIELIHAJIBHOU JINTEPATyPOU;

v/ pa3sBUTHIO HABBIKOB 00OOIIEHHS U CHCTEMATH3aIINH HH()OPMAITHH;

v OpMHPOBAHHIO MPAKTHYECKAX HABBIKOB IO TOATOTOBKE IMHCHMEHHBIX
3aKJII0UYCHUM;

v/ pasBUTHIO HAaBBIKOB aHaJIM3a W WHTEPIPETAllMH JAHHBIX CTATHCTHKH,
BBISIBJICHUSI TEHACHIIMIA N3MEHEHUS [TOKa3aTeNeH.

BaxxHOoCTh caMOCTOATENBHON PabOTHI CTYJEHTOB OOYCJIOBJIEHA MOBBIIIEHUEM
TpeOOBaHUII K YpPOBHIO HOJTOTOBKH CHEIMAIMCTOB B COBPEMEHHBIX YCIOBHSX, B
YACTHOCTH, HEOOXOAMMOCTBIO MPUOOPETEHHs] HABBIKOB CaMOCTOSITEIbHO HaXOAWUTh
MHPOpPMAIIMIO B PA3JIMYHBIX HCTOYHUKAX, €€ CHUCTEMAaTU3UPOBATh; /1aBATh OLICHKY
KOHKPETHBIM IPAKTHUUECKUM CUTYyallUsAM; COOMpaTh, AHAIU3UPOBATh HCXOJHBIE
JaHHbIE, HEOOXOAMMBIE ISl BBINOJIHEHUS TpaUUYECKUX IMPOEKTOB; OCYLIECTBIIATH
cOop, aHanu3 U 0OpaOOTKY JAHHBIX, HEOOXOJMMBIX ISl PELICHUS] MOCTABICHHBIX
3a/ay.

3amaHust Uil CaMOCTOSITENIBHOM pa0OThl  BBINOIHSIOTCA CTYJIEHTaMHU BO
BHEAYJUTOPHOE BPEMSI.

Buab! 1 popmbl 0TPAOGOTKH NPONYIIEHHBIX 3AHATHH

CtyaeHT, NpomyCTUBIINN JEKIIMOHHBIE 3aHATHA 0€3 YBaKUTEIBHOW PUUUHBL,
00s13aH MOATOTOBUTH pedepaT 1o TeMe MPOIYIIEHHBIX JIEKIUI U 3alUTUTh €T0 Ha
OLIEHKY HE HMKE€ YJIOBJIETBOpUTEIbHONU. CTYIEHT, HE OTPaOOTaBIIUH JIEKIIMOHHBIE
3aHSTHS, HE TOIYCKAETCs K UTOTOBOMY TECTY I10 JUCLMILIAHE.

[Ipormycku NpakTUYECKUX 3aHATHH TOJIKHBI OBITH OTPaOOTaHbI B
KOMITBIOTEPHOM KJIACCE — CTYJEHT JOJDKEH BBIIIOJIHUTH BCE IPELYCMOTPEHHBIE
paboueit mporpaMMoi MPaKTUYECKHUE 3aaHHUS.

CrygneHT, He 0TpaOOTaBIMI NPOMYIICHHbIE 0€3 YBAXKUTEIbHOW MPUUHHBI
3aHSTHS M HE CIIABIINK HA MOJIOKUTENbHYIO OLIEHKY UTOTOBBIN TECT MO JUCIUIUIMHE,
MOJIy4YaeT OLUEHKY «HE 3a4TEeHO» Ha MPOMEXYTOUYHOM aTTeCTallUU.

12. Meroauyeckue peKOMEHIALUH MPENOAABATEIAM 10 OPraHU3alMu 00yYeHUsI
10 JUCHHUILINHE

Jliis mydiiero ycBoeHusl MaTepuaia CTyIeHTaMHu PETnoAaBaTellto PEKOMEHIyEeMCs
B [IEPBYIO OYEpEe/lb 0O3HAKOMUTH MX C MPOTPAMMON Kypca U KPAaTKUM H3JI0KEHUEM
MaTepHuasia Kypca, MpeACTaBICHHOTr0 B 00pa30BaTeIbHON MPOrpaMMe JTUCIUIUINHBI.
Jlanee Ha JIEKIIMOHHBIX 3aHATUAX IMPENOJABATENb JOHKEH JOBECTH O CTYAECHTOB
TEOPETHUYECKHUI MaTepHUall COrJIaCHO TEMATHUKE U COJIEPKAHUIO JIEKIIMOHHBIX 3aHATHI,
Ipe/ICTaBICHHBIX B pabouell mporpaMme.

Jlekuuu SABIAIOTCS OJHUM H3 OCHOBHBIX MHCTPYMEHTOB OOyYeHHS
cTyAeHTOB. MIHpOopMamoHHbII MOTEHIMAN JIEKIIUH JOCTaTOUYHO BBICOK.

1. Dro comep)karenbHOCTh, TO €CTh HAIMYKE B JICKIIUH POBEPEHHBIX
CBCJICHU;

2.  HHdopmMaTUBHOCTB - CTENEHb HOBU3HBI CBEJICHUM, PETIOAHOCUMBIX
JIEKTOPOM;
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3.  MuddepeHuupoBaHHOCTH HHPOPMAIIUHN:

- dakTHdeckas, pacKphIBaIOIasi HOBbIE TTOJAXObI, Pa3pab0TKH, HICH
HAy4YHOMW MBICJIH;

- OIICHOYHAs, TTOKA3bIBAIOIIAS, KaK U KAaKUM 00Pa30M CKJIAIbIBAIOTCS WIIN
dbopMupyeTcs B HAyKe U MPAKTUKE TOT WM HHOU IMOCTYJIAT, B3TJIS, TTOJIOKEHNUE;

- pPEKOMEHIaTeIbHO-TIPAKTHYECKast HHPOPMAITHS - TaHHBIC O KOHKPETHBIX
npueMax, MeToJiax, MpoUeaypax, TEXHOJIOTUSAX, UCIIOJIb3yEeMbIX B YIIPaBICHUU
rpyniamMu, Ipou3BOICTBOM; OOIIIECTBOM.

HayuHblil moTeHIMal JEKIMK BKIIOYAET HayYHbIE COOOIIEHHS (TEOPETHUECKHE
000011eHNs, PaKTHUYECKHUE 10KA3aTeIbCTBA, HAyUYHble OOOCHOBaHUS (PaKTUUECKHUX
BBIBO/IOB, PACCTAHOBKA aKIIEHTOB IIPH MUCIOJIb30BAHUM HOPMATUBHO-IIPABOBOM 0a3kbl,
peryupyromei paccMaTpuBaeMblil BUI J€STEIBHOCTH. .

B cBsi3U C BBIIEU3I0KEHHBIM, BaKHO HAYYUTHCS MPABUILHO KOHCIEKTUPOBATH
JICKIIMOHHBIA MaTepuan. ITO HE O3HAYaeT, YTO JICKIIMH HYXXHO 3aITUChIBATH CJIOBO B
CJIOBO, CJICYET 3alKChIBATh CAMOE TJIABHOE, TO €CTh KIIIOUEBBIE CIIOBA, TIOJIOKCHUS
W ONpejAeieHHs, JelaTh CHOCKM Ha HopMaTuBHBIE akThl. COOCTBEHHO CIIOBO
«KOHCTIEKT» IMPOUCXOJHUT OT JIATUHCKOTO conspectus -0030p, KpaTKOe H3II0KEHUE
collepKaHusl Kakoro-imbo counHeHus. Kpome TOoro, HEOOXOAMMO OTMETHUTH, UYTO
BEJICHUE KOHCIIEKTOB, MHAYE 3aIMCEH, CBA3aHO C JIYYIIUM 3allOMHHAHUEM MaTepHuaa
KaK JIEKIIMOHHOTO0, TaK U yuTaeMoro. Cienys rmpaBuiiaM: «4YUTai U MUIINAY», «CIyIIan
U MHIIW», MOKHO YCIEIIHO OBJIQJIETh 3HAHUSIMU, HE Mpuderas K JOMOTHUTEIbHBIM
YCUITHSIM.

OnHako, KOHCIEKTUPOBATh JIEKIMH HEOOXOAUMO TaKUM 00pa3oM, YTOOBI
CKJIaJIBIBAJIOCh BIIOJIHE OMNpEJEeJICHHOE TNpPEeACTaBICHUE O TOW WU HUHOHU
npobiemMe, TO €CTh C€ IMOCTAaHOBKE, MOCJIEACTBHUSIX W MyTSIX pemieHus. Takxke
MO/IJICKUT paboTaTh U C JIFOOOU TUTepaTypoid. B mpoliecce 03HaKOMIICHUS C TEKCTOM
CTOUT, 1a U HEOOXOAUMO 00pamaThCs K CIOBAPSM; U CIIPABOYHHUKAM, BBITHCHIBAS
HOBBIC CJIOBA, TEPMHUHBI, CJIOBOCOUCTAHUS, MHTEPECHBIC MBICIIH U TTpOYee.

Hcnonb3oBaHue HOBBIX HMH(POPMALMOHHBIX TEXHOJOTUWA B ILMKJIE JIEKUUH U
MPAKTUYECKUX 3aHATHH MO AWCIHWIUIMHE TO3BOJISIOT MaKCHUMaIbHO 3(PQPEKTHUBHO
3aJIeiCTBOBATh M HCIIOJIB30BaTh HWH(POPMAIMOHHBIN, WHTEIUICKTYaIbHBIM U
BPEMEHHOW TOTCHIMAJ, KaK CTYJASHTOB, TaK M TPEMOAaBaTec I peaan3ariu
MOCTaBJICHHBIX Y4eOHBIX 3amad. [Ipexkne Bcero, 3T0 BO3MOXKHOCTH TPOBECTH B
HarsIAHOW (popMe HEeoOXOIUMBIN MOBOPOT OCHOBHBIX TEOPETUYECKUX BOIPOCOB,
OOBSICHUTh METOJAMKY pEIICHUs NPOOJeMHBIX 3aja4 y4eOHOU CHTyalluu W
AKTUBU3UPOBATh COBMECTHBIM TBOPYECKUU IIPOLIECC B ayaAUTOpUM. B HgaHHOM
cllydae Takxke obOecrieunBaercs oOyuaromuil 3h(deKT, mockoiapKy MHbOpMalus Ha
ClIaiilax HOCUT WM 00000 XapaKTep YK€ M3BECTHOTO yuyeOHOro maTepuarna,
WM SIBJISIETCS JIJIS1 CTYZICHTOB MPUHITUTTMATBHO HOBOUM. OCHOBHBIE TIEJT TPAKTUIECKUX
3aHATUU:

- WHTETPUPOBATH 3HAHUS, TTOJIYYCHHBIC IO IPYTUM TUCIUTIINHAM JAaHHOTO
HaIlpaBJICHUS U aKTUBU3UPOBATh WX MCIOJI30BAHUE, KaK B Clydae PeIICHUS
IMOCTABJICHHBIX 3a/1a4, TAK U B JAJbHEUIIEH MPAKTUYECKOU IEATEITIbHOCTH;

- MOKa3aTh CII0OKHOCTh M B3aMMOCBSI3aHHOCTH MPO(ecCHOHATBHBIX
po0JIeM, pelraeMbIX CIICIHAINCTAMH Pa3HBIX HANpPaBICHUN B IIEIIAX
JOCTHKEHUSI MAaKCUMaNbHON 3P (PEKTUBHOCTHU pelIeHHs MPOoPecCHOHATBHBIX 3a1a4.

27



Jns 3akperieHuss ydyeOHOro Marepuajga Ha CEMUHAPCKUX U
MPaKTUYECKUX 3aHSATHUSAX CTYAEHTHI BHICTYINAIOT C IOKJIaJaMHU, PEIIatoT
KOHKPETHBIE 33]1a4l, MAaKCUMaIbHO MPUOJIMKEHHbIEC K PEAIbHBIM
MIPOU3BOJICTBEHHBIM CUTYaLIUSIM.

Kak B pokmanme, Tak m B pedepaTre NPHUHATO paccMaTpUBATH IMOCTAHOBKY
npoOJieMbl, €€ aKTYaJlbHOCTh, MPAKTUYECKYI0 peaau3aluio ¢ OMNpeIesICHHEM
U3BECTHOrO B3riAga Ha mpobiemy. JKemarenbHO, 4YTOOBI OBUIM  OTPaKEHBI:
aKTyaJlbHOCTh M TMpPAKTUYECKass 3HAYMMOCTh BBIOPAaHHON TeMbl, OTpaKEHUE €€ B
Hay4YHOU JIUTEpaType, U3JI0KEHA CYTh U COAEPKaHUE TEMbI, BO3MOKHBIE HAIPABJICHUS
Pa3BUTHSA, & TAKIKE BBIBOJIBI U MPEITIOKECHHUS.

Heckonbko MHOE 3HAaYE€HUE HMEIOT TECTOBbIE PabOThl. DTO TaKkKe IPOBEpKa
YPOBHS 3HaHHH, MIPUOOPETAEMBIX CTYJIEHTAMH HA JEKIMIX U MPU CAMOCTOS TEIHHOM
paboTe. OHU BBIOJIHSAIOTCS MUCbMEHHO U CIAIOTCS JIJIsl IPOBEPKHU MPETOaBaTeNIo.

AHaIu3 KOHKPETHBIX CUTYaIlUl TakKe HeceT B ce0e 00yUaronryo 3HaYuMOCTb.
31€ech TOPU30HT BO3MOXHBIX HAMPABICHUN OY€Hb MIUPOK. MOKHO HCIIOIB30BATh KAK
peanbHble, TaK U Yy4eOHbIE CUTYaLIUH.

Ecnu mo kakuM-TO mNOpUYMHAM CTYJEHTOM OBLJIO TMPOMYIIEHO 3aHSTHE,
HEOOXOJMMO B KpaTyallliue CpPOKM Ha3HAYUTh Jary OTpabOTKU 3aHSATUSA B
COOTBETCTBHM C TIpaduKOM KOHCyJbTalui mpenoaaBarenisa. CTYIEeHT JOJDKEH
CaMOCTOATENLHO Pa300paTh MPOMYIIEHHYIO TeMy (BOCCTAHOBUTH KOHCHEKT JICKIIUH,
pa3o0path 3a/1aHKsI MPAKTUUECKOTO 3aHATHUS), BBINOJIHUTH CAMOCTOSATEIBHOE 3aIaHHE
MO TMPOIYIIEHHON TeMe W 3alUTUTh ero. J[[is oTpaboTKu MpOIMyIIEHHBIX 3aHATHN
HEOOXOJMMO TPENJIOKUTh CTYACHTY BBINOJHUTh HMHAUBHUAyaJIbHOE 3a/laHUe,
3aKJII0YAIONIeecss B PEIIEHWH 3a/Jaud [0 MPOMYIIEHHOM TemMe ¢ MOAPOOHBIMU
MOSICHEHUSIMU, 0()OPMIIEHHOE B BUJIE METOIMYECKHUX YKA3aHUM TNOO0 Mpe3eHTAIIHH.

3aeepuiumo usyueHue OUCUUNIUHDBL Ye1eCO0OPA3ZHO GbINOJIHEHUEM MECMOE
01 npoeepKu yceoeHus yueonozo mamepuana. Ilo0oonwvlit no0xo0 nozeonum
CIMyOeHmam J10ZUYHO U ROC/1e006AMENbHO 0C6AUEAMb MAMEPUA U YCHEUIHO
RPOUMU UMO208Y10 AMMECMAUUIO.

Ecnu mo 3aBepmieHun cemecTpa y CTYJAE€HTa OCTAIMCh HE 3allUICHHBIC
MPAKTUYECKUE pPabOThl, BBIMOJHEHHbICE HAa KOMIBIOTEPE, JIMOO HE BBHIMOJHEHHBIC
CaMOCTOSITETIbHBIE 3aJaHusl WJIM TECThI, a TAKK€ HE OTpaOOTaHHBIE MPOMYIICHHBIC
3aHATUA, TPU cHade 3a4éra CTYAEHTY NPEAJIaraloTcs [Jisi  BBINOJHEHHUS
JIOTIOJIHUTENbHBIC 33JJaHUSI IO COOTBETCTBYIOLIUM TEMaM.

IIporpammy pa3padorana: Apnanuena E.P., k.3.H.
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