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JUIS TIOATOTOBKH CIIEIIHAIINCTOB

CrnennanbHocTh: 38.05.01 DxoHOMMUUYECKast OE€30IMACHOCTD

Cnenpanu3anus « JKOHOMHKO-IIPABOBOE 00ecIeYeHne YKOHOMUYECKOM 0€30IacCHOCTH
®opma 00yueHHs OYHas, 3a04Has

Kypc 5

Cemectp 10

B paGouyto nporpaMMmy BHOCSATCS CIAEAYIOIINE U3MEHEHUS:

1. JIonoJIHEeH CHUCOK JIUTEPaTyphl.

1 YepuukoBa, C. A. CereBble TEXHOJOTMU U SJIEKTPOHHBIM TOKYMEHTOOOOPOT : METOJIUYECKHE
PEKOMEHIAMU JUIS CaMOCTOoATeIbHOU paboTel oOyvaromuxcs / C. A. Uepnukosa, C. A. IlecTpukos. —
Ilepmp : IlepMmckuii roCylnapCTBEHHBIM arpapHO-TEXHOJOTMYECKMM yHHMBepcureT uMm. akax. [ H.
[IpssaumaukoBa, 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
JTOKYMEHTOB (moAroToBieHo crenuanucramu Koncynprantllnioc, 21.03.2025)
3. *T'oToBoe pemenne: MOXXHO JM NEPEUTH Ha JNEKTPOHHBINA TOKyMEHTOOOOPOT C KOHTPareHToM 0e3
nuckMeHHoro cornaimenus. (ITogroroeneno crnenuanucramu AO "KouncynsranT [Lntoc", 2025)
4. *T'oroBoe pemenne: Kak mpomnucaTe B JIOTOBOPE YCIOBHE 00 3JIEKTPOHHOM JTOKYMEHTOOOOPOTE.
(moarorosneHo cneunanuctamu Koncynsrantllmoc, 2025)
5. *®opma: Ilonmoxxkenne 00 dIEKTpOHHOM AokymMeHTooOopoTe. (IloaroroBrnena myis cucTEMbI
Koncynpsrantllntoc, 2025)
6. *®opma: [Ipuka3z o BHEAPEHUU CHCTEMBI AJIEKTPOHHOTO JOKyMeHTooOopota (IlogroroBnena s
cucremsl Koncynsrantllntoc, 2025)
7. *Bompoc: Kakue ycraHOBIIEHbI NpaBujia AJi BHEJIPEHHs] DJIEKTPOHHOTO JOKYMEHTooOopoTa?
(Koncynpranus sxcnepta, [Toaroroiena st cuctemsr KoncynbsranTlInroc2025)

*CnpaBounas cucrema Koncynerantlnroc

Pazpaboruuk: Typuaesa U.H., k.3.H., 10o1IeHT

Pabouass mporpamMmma mepecMoTpeHa u ojo0peHa Ha 3acenaHuu Kadeapsl WHOOPMAIMOHHBIX
TEXHOJIOTHH, y4eTa U 5KOHOMHUYECKOW 0€30IMacCHOCTH
npotokoi Ne 9 ot «20» mas 2025 r.

3aBeayroumii kagenpoit nHGOPMAITMOHHBIX TEXHOJIOTHH,

ydera U SKOHOMUUYECKOM 0€30MacHOCTH e

E.B. ©enorosa
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JUIs IOATOTOBKU OaKanaBpoB

Crnenuansnocts: 38.05.01 Dxonomuueckas 6e30nacHOCTE

Crenmamisanms « QKOHOMUKO-TIpaBoBoe ofecrneyenre SKOHOMHYECKOH 6e30macHoCTH

®opma 00ydeHUS OYHAS, 3a09HAs

Kype 4

Cemectp 70

B pabouyio nporpaMMmy BHOCSTCS CIIEAYIOIIHE U3MEHEHHSI:

1. JloroHeH CIUCOK TUTEpaTypHhI.

1. ITncemo Munduna Poccuu ot 01.04.2024 N 02-06-06/29423 "Meroquueckne peKoMEHIauu
0 TIPUMEHEHHIO OTACHBHBIX YHU(UIMPOBAHHBIX (OPM  DJIEKTPOHHBIX  JIOKYMEHTOB,
YTBEPXK/ICHHBIX IpuKazoM N 61H, B pamMKax peanu3anyu SJIeKTPOHHOrO J0KyMeHToobopoTa" //
CIIC KoncynwranT [Imoc. 2024.

2. Bymnuk, P.A. IlpaBoBoe perymmpoBanHue SIEKTPOHHOIO HOKyMEHTOOGOpOTa: ydeGHOE
nocobue st By3oB / P. A. Bynauk ; nox penaxmueit M. A. @enorosa. — 2-¢ u3jL., nepepad. u
mon. — Mocksa : Msparensctso IOpaiit, 2024.— 70c.— (Beicmee o6pa3oBaHue). —
ISBN 978-5-534-17208-9. — Texkcr : anextponnsii / O6pasosarenshas miardpopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/544884

3. IlyreBoutelib, DNEKTPOHHEIE IIEPBUYHBIE YIETHBIE JOKYMEHTHI H PETUCTPEI GYXrauTepcKkoro
yuera yupexaenuit // Koncynsrantlhoc, 2024.

PazpaGotumku: Apnanuesa E.P., k.5.H., nouenrt, Typuaesa U.H., k.3.1., JOneHT

Pabouas mporpamma nepecMOTpeHa M ozfoOpeHa Ha 3acefaHud Kadeapsl WHPOPMAIMOHHBIX
TEXHOJIOTHH, ydeTa i SKOHOMHYECKOH Ge30macHocTi
nporokoa Ne 9 ot « 22 » mas 2024 r.

3aBenyromuii kapenpoi /fﬁ E.B. ®enotosa
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B pabouyio nporpaMmy He BHOCSATCSI H3MEHEHUSL.

Pazpaboruuk: Muwuus I[1.H.. K.3.H.
(PHO, yuenas creneHb, y4eHoe 3BaHHE)

«17» mas 2023 r.

Pabouas nporpamma mnepecMOTpeHa M opoOpeHa Ha 3acefaHuu  Kadeaps
WH(POPMALMOHHBIX TEXHOJIOI'HH, y4eTa i IKOHOMUYECKOM 6e30MmacHOCTH
npotokoa Ne 10 ot «18» mast 2023 r.

3aBeyloiluid Kageapoi / H.A. Kokopes /
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ITporpamma cocraBieHa B cooTBeTCTBUM € TpeboBanusamu ©I'OC BO, [TOOII no
crietjuansHOCTH 38.05.01 SK0oHOMMUecKast 6e30macHOCTb M y4eOHOro niaHa

[Tporpamma obcy»kzieHa Ha 3acejaHiU Kade/pbl OyXraaTepckoro yuéra
rpoTokos1 Ne A or «¥¢»__ 08 2022r. '

3aB. kadeapoi Kokopes H.A., K.2.H., fioLieH

r/
(PHO, yueHan cTeneds, yUEHDE IBAHHE) (nOAHCE)

«39 % é 2022r.
CoracoBaHo:

[Ipeacenatens yueOHO-MeTOAUYECKOM KOMUCCHN JKOHOMUUYECKOr0 (DaKy/IbTeTa Io
cnieranbHOCTH 38.05.01 «3KoHOMUYECKas 6e301acHOCTL» MOATOTOBKU
CrieLjuaIucTa

Heroga B.A., K.3.H., AOLEHT
«2» OF  2022r.

3aBe/lyrOLIMIA BBIMTyCKato1leil Kadeapsl OyxraaTepck

3aB. kadegpoii Kokopes H.A,, K.3.H., foLe
«3 g€ 2022r.

IIpoBepeHo:

Hauansauk YMY KZ Oxkynesa O.A.
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AHHOTAIUA

paboueit mporpaMMbl Y4eOHON TUCIIUTUIAHBI
b1.B./1B.02.02 DneKTpOHHBIA JOKYMEHTOOOOPOT
JUIS TOATOTOBKH CIIEIHAINCTa
o crienuagbHOoCTH 38.05.01 DxoHOMMYECKast 0€3011acHOCTh
crieruain3anui JKOHOMHKO-TIPABOBOE 00eCcTIeueHne YKOHOMUYECKOM 0€30IMacHOCTH

Heab ocBOeHMS AUCHUIIMHBI: HAYYUTh CTYJEHTA pElIaTh 3a/1a4M, CBSI3aHHbIE
C mnepexoloM K 0e30yMaXHOW TEXHOJOTWH YHPABICHHUS SKOHOMUYECKUMH
CUCTEMaMH IIyTEM UCIIOJIb30BAaHUS CPEJICTB aBTOMATU3ALIMH ITPOLIECCOB COCTABJICHHUS
U BBOJAA D3JEKTPOHHBIX JOKyMeHTOB (D/]), ux oOpaOoTKu, XpaHEHHs, MOHCKA U
nepefadn, a TaKXKe IMPOLECCOB IUIAHUPOBAHUS JTOKYMEHTOOOOpoTa M Ou3Hec-
MIPOLIECCOB, KOHTPOJISI UCIIOJIHEHM I, AHAJIN3a U COBEPIIEHCTBOBAHUS.

MecTO AMCHMIIMHBI B Y4eOHOM IIaHe: JTUCUUIUIMHA BKJIIOYEHA B MIEPEUYCHb
JTUCHMIUIMH  ydeOHoro r1uraHa 1o croenuanbHoct 38.05.01 DOxoHomMHYeckas
0e301acHOCTb, (HOPMUPYEMBIN YHYaCTHUKAMH 00pa30BaTEIbHBIX OTHOLLIECHUI.

TpeOoBanuss K pe3yabTaTaM OCBOCHUS [IUCHUILIMHBI: B PpE3yJbTaTe
OCBOEHUS AUCHUIUIMHBI (POPMUPYIOTCS CIETYIONINE KOMIIETEHIH
—  IIKoc-4. CiocobOeH miaHupoBaTh, KOOPAUHUPOBATH U HOPMATHBHO

o0ecreunBaTh ayAUTOPCKYIO MPOBEPKY, 00ECIEYNBATH HHTErPALIAIO

NEeSATENbHOCTH MOAPA3ACICHUN MO YIIPABICHUIO PUCKAMH B

COOTBETCTBHUH CO CTPATETUYECKUMU LIEJIIMU OpraHU3alun
—  IIKoc-4.1 3HaTh oTpaciieBble CTAaHAAPTHI MO YIPABICHUIO PUCKAMU,

TPYIOBOE, IPAXKIAHCKOE, AAMUHUCTPATUBHOE 3aKOHOIATEIBCTBO

Pocculickon ®@enepanuu, NpakTUKy TPUMEHEHHUS

3akoHojIaTenscTBa Poccuiickoit @enepanun 06 ayTuTOpCKON

JESITeIbHOCTH, O OyXTaJITEpCKOM y4deTe, O COLMaIbHOM

CTpaxOBaHUU U 00ECTICYEHUHU U KOPIIOPATUBHOM YTIPABIICHUH,

HaJIOTOBOT0, I'PaXIAHCKOT0, TPYAOBOI0 3aKOHOIaTEIbCTBA

Poccuiickoi @enepaiuy, OCHOBHBIE 3aKOHOIATEIBHBIE U

HOPMAaTHBHBIE MPABOBBIE aKThI, OTHOCSIIHECS K 00JacTIM

MIPOBEPKH;

—  IIKoc-4.2 YmeTs cTaBuTh Npo(eccuoHaabHbIe 3aa4u,

aHAJIU3UPOBATh U KOOPAUHUPOBATH 00bEM PAa0OT KaKI0TO

COTpYJHUKA NOAPA3/CIICHUS, CTABUTH 33/1a4yl B COOTBETCTBUU C

HOpPMaMHU TPYAOBOT0, FPAXJAHCKOTO U aAMUHUCTPATUBHOTO

3akoHomarenbcTBa Poccuiickon denepanuu, OCHOBHBIMU

3aKOHOJATEIbHBIMU U HOPMATUBHBIMU MPABOBBIMU aKTaMHU,

OTHOCSIIUMUCS K 001aCTsIM TIPOBEPKH;

—  IIKoc-4.3 BnaneTs HaBbIKaMH JIEKOMITO3UIIMH CTPATETHUECKUX

1eJIel Opra"u3aliy B 3a/1a4 oApasaeiacHus, GOpMUPOBAHUS

PUCK-OPUEHTHUPOBAHHOTO TUIAHUPOBAHHUS, COTJIACOBAHUS U

YTBEPKJICHUS [IJIAHOB U MPOTPaMM MIPOBEPOK, PYKOBOJICTBA

MOJTOTOBKOM OTYETa U 00OCYKIEHUS PE3YIbTATOB MPOBEPKHU C

YHOJHOMOYEHHBIMU MPE/ICTABUTEIISIMU.



Kpartkoe copepkanue I1uCHUNIMHBI:

JucuuninuHa « JeKTPOHHBIA JOKYMEHTO000POT)» MpEeIoiaraeT BEIpadoTKy y
oOydaromuxcss KOHIENTYadbHBIX MPEACTABICHUH O TPHUPOJE U  CYLIHOCTH
IPUMEHEHUS JIEKTPOHHON CUCTEMBI YIIPABICHHS JTOKYMEHTOOOOPOTOM B Pa3IMUHBIX
chepax IKOHOMUYECKOW MEATENBHOCTH, (POPMHUpPOBAHUE U 3aKPEIUICHHE HAyUYHBIX
IIPEACTABICHUM, 3HAHUM M ONbITA JEATEIBHOCTH O COBPEMEHHBIX METOAaX
OpraHu3allid W MCIOJIb30BaHUSA  DJIEKTPOHHOM  CHCTEMBl  YIIPABICHUSA
JIOKYMEHTOOOOpPOTOM.

OO01mas TpyroeMKoOCTh IucHUIINHBL: 144 yaca / 4 3a4. ef.
IIpoMeKyTOYHBIN KOHTPOJIb: 324€T C OLIEHKOM.



1. lleanb ocBOeHNSI AUCHUILIHHBI

[{enpt0 OCBOCHUS MUCHIUILIUHBI « DNEKTPOHHBIN JOKYMEHTOOOOPOT» SIBISIETCS
pa3BUTHE Yy CTYJECHTa HAaBBIKOB peElIaTh 3aJayd, CBS3aHHBIE C MEPEXOJOM K
0e30yMa)XHOM TEXHOJOTMM YIPABICHUS SKOHOMUYECKHMMHU CHUCTEMaMH IIyTEM
UCIIOJIb30BAHUSI CPEJCTB ABTOMATH3alMU IPOLIECCOB COCTABJICHHS UM BBOJA
AIEKTPOHHBIX AO0KyMeHTOB (D/]), nx 0O0paboTKH, XpaHEHUs, MMOMCKA U TIepenayu, a
TaK)Ke MPOLIECCOB TUTAHUPOBAHUSA JOKYMEHTO000POTa U OU3HEC-TIPOIIECCOB, KOHTPOJIS
UCIIOJIHEHHUSI, aHATIM3a U COBEPIIICHCTBOBAHMUSI.

2. MecTO IMCHMILUIMHBI B y4eOHOM mpouecce

JucuuniuuHa «1eKTPOHHBIN TOKyMEHTOO00POT» peann3yercs B COOTBETCTBUN
¢ TpeboBanusamu OI'OC, OITOIT BO u YuebHoro miaHa no cneruaisHocty 38.05.01
DKOHOMMYECKas 6€30MacHOCTb.

[IpenmecTByOmUMU KypcaMy, Ha KOTOPBIX HEMOCPEICTBEHHO Oa3upyercs
JUCHUIUIMHA «DJEKTPOHHBIA JOKYMEHTO00O0poT» sBistoTcs «KynbTypa peun u
nenoBoe obmenne», «MHOOKOMMYHUKAIIMOHHBIE CUCTEMBI U CETH», «YTPABICHHUE
UM(POBBIMU NPOAYKTaMU U NpoekTamu», «kERP-cucteMbl B OU3HECE.

Pabouast mporpamma JUCHUIUIMHBI «DJIEKTPOHHBIM JOKYMEHTOOOOPOT» s
WHBAJIMJOB U JIML C OTPAaHUYEHHBIMA BO3MOKHOCTSIMU 3/I0POBbsl pa3pabaTbIiBaeTCs
WHIUBUIYAIBHO C  YYE€TOM  OCOOEHHOCTeM  MNCHUXO(U3UYECKOTO  pPa3BUTHA,
VH/MBHU1yaJIbHBIX BO3MOKHOCTEHN U COCTOSIHUS 3/I0POBBS TAKUX 00YyUarOIIUXCSl.

3. IlepeyeHb MIIAHUPYEMBbIX Pe3yJbTATOB 00y4eHHS M0 TUCHHUILIINHE,
COOTHECEHHBIX C INIAHUPYEMBIMH Pe3yJIbTATAMHU OCBOCHUS 00pa30BaTeIbHOM
NporpamMmbl

N3yyenue naHHON y4uyeOHOW AMCLMIUIMHBI HAlpaBieHO Ha (OPMHUpPOBAHUE Y
oOy4Jaronmxcst KOMIETeHIINH, peCTaBIeHHbIX B TaduLe 1.

4. CTpyKTYypa U cCoAepKaHUe TUCUMUILIMHBI

4.1 PacnpenesieHue TPYI0EMKOCTH AUCHUILIAHBI IO BUAaM padoT
1o ceMecTpam
OO6mast Tpya0EMKOCTh NUCHMIUIMHBI cocTaBisieT 4 3au.en. (144 waca), ux
pacmpeneneHue o BUaaM padoT U ceMecTpaM MPEICTaBICHO B Tabiuiie 2.



TpeﬁoBaHml K pe3yjabTaTaM 0CBOCHHUS yqeﬁHoﬁ ANCHUIIIMHBI

Tadmuma 1

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

Poccutickoit @enepannu,
OCHOBHEIE 3aKOHOIATEIbHbBIE
1 HOPMATHUBHBIC TPABOBBIC
aKThI, OTHOCSIIHECS K
00JacTsIM MPOBEPKHU

3aK0HOIaTeILCTBOM Poccuiickoit
®denepann, OCHOBHBIMU
3aKOHOJATEJILHBIMU U
HOPMATUBHBIMU MIPAaBOBBIMU
aKTaMH

No Kon Conepxanue e B pesynbTaTe M3yueHus yueOHOH TUCITUILTMHBI 00YYarOIIHECs JODKHBI;
KOMIIETE KOMIIETCHIIUH N
/11 < KOMIIETCHIINN 3HATh YMETh BJIaJIETh
HITAH (nm e€ gacTm)

1. [IKoc-4. |Crocoben IIKoc-4.1 3HaTh OoTpacieBbIe OTpacyeBbIC CTAHAAPTHI IO | 00ECIIEYNMBATh HHTETPAITHIO OTpAacICBEIMHU
IJIaHUPOBATD, CTaHAApPTEI 110 YIIPABJICHUIO YHpaBJICHUIO pPUCKAMU, JACATCIIbHOCTHU HOIlpaE}I[CJ]CHI/II\/'I I10 | CTaHAapTaMu, TPy JOBBIM,
KOOPJIMHUPOBATh U | PUCKAMHU, TPYIOBOE, TPYIIOBOE, TPAKIAHCKOE, YIIPaBJICHUIO PHUCKAMU B TPaKIAHCKUM,
HOPMaTHBHO TpaXXAaHCKOE, aJMUHHACTPATUBHOE COOTBETCTBHUH C OTPACIEBBIMU aJIMHHUACTPATUBHBIM
O6GCHC‘II/IB3TB AJIMUHUCTPATHUBHOC 3aKOHOAAaTCJIbCTBO CTaHJapTaMH, TPyAOBbIM, 3aKOHOAAaTCJIbCTBOM
ayJUTOPCKYIO 3aKoHOJaTeENbCTBO Poccuiickoi Poccuiickoit @enepannu, rpaXkIaHCKUM, Poccuiickoit @enepaunu,
MIPOBEPKY, ®denepanu, TPaKTUKY MIPAKTUKY TPUMEHEHUS aJMIUHHACTPATUBHBIM MPAKTUKOW TIPUMEHEHUS
obecreunBaTh MIPUMEHEHUS 3aKOHOAATENhCTBA | 3aKOHOIATEIHCTBA 3aKOHO/IaTeNbCTBOM Poccuiickol |3aKOHOMATENbCTBA
HAHTETPALAIO Poccuiickoii deneparuu 00 Poccuiickoii ®enepanuu 06 | Denepanyu, NpakTUKOH Poccuiickoii @enepauuu
JIeATeTLHOCTH ayJAUTOPCKOM NeATeILHOCTH, O ayJIMTOPCKOM JECSITEILHOCTH, | IPUMEHEHHSI 3aKOHOIATEIbCTBA | 00 ay IUTOPCKON
MOJIpa3AeNeHU 0 | OyXTalITepCKOM y4eTe, O 0 OyxranTepckoMm ydere, o | Poccuiickoit deneparim 00 NIeSATEIIEHOCTH, O
YHpaBJICHUIO CoOHUaJIbHOM CTpaxOBaHUU U CoMaJIbHOM CTpaxOBaHUHU U ay,HHTOpCKOﬁ JACATCIIBHOCTH, O GYXFaJ'ITepCKOM yderte, o
pHUCKaMHu B o0ecrie4eHn 1 KOPIIOPATUBHOM | 00ECIICUeHHHU U OyXTrainTepcKoM ydere, O COILIMAJIBbHOM CTpPaxOBaHUU
COOTBETCTBHH CO yIpaBIeHUH, HAJIOTOBOTO, KOPIIOPaTHBHOM COIMAJIbHOM CTPaXOBaHUH U 1 00eCTIeueHNH U
CTpaTernueCcKuMu TPaXXAaHCKOTO, TPYIOBOTO yIpaBIeHUH, HAJIOTOBOTO, obecre4eHnr 1 KOPIIOPATUBHEIM | KOPIIOPATHBHBIM
esIMU 3aKOHOJIATENHCTBA Poccuiickoit TPaKIAHCKOTO, TPYJAOBOTO | yIIpaBICHUEM, HAJIOTOBEIM, yIIpaBJICHUEM, HAJIOTOBBIM,
OpraHH3aIun ®denepanyu, OCHOBHBIE 3aKOHO/IaTENbCTBA Tpa)XXTaHCKUM, TPYTOBBIM Tpa)XTaHCKUM, TPYTOBBIM

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

I1Koc-4.2 YMeTb CTaBUTH
npodecCHOHANBHBIC 3a/1a4H,
aHAJIM3UPOBATh U
KOOPJIMHUPOBATH 00BEM PaboT
KaXJIOTO COTPYAHUKA
oipa3zesicHus], CTAaBUTh 3a/1a4H B
COOTBETCTBHMH C HOPMaMHM

METOJIUKY IIOCTAaHOBKH
npodeccuoHaNbHBIX 3a/1ad,
aHajM3a u
KOOPJIMHHUPOBAHHUS 00BeEMa
paboT KaxJI0ro COTpyIHUKA
[OJ{pa3 IeJIeHUs], IOCTAHOBKH
3aJa4 B COOTBETCTBUU C

CTaBHUTH NPO(eccHoHaIbHbIE
3a7auu, aHAJTM3UPOBATh U
KOOPIAMHHUPOBATH 00BEM paboT
KaXXJIOTO COTPYIHUKA
NoJpa3eNieHNs], CTABUTb 3a1a4uH
B COOTBETCTBHUU C HOpMaMHU
TPYIOBOTO, TPAKIAHCKOTO U

HaBBIKAMH TTOCTAHOBKH
npodeccHOHANBHBIX 3a/ad,
aHajau3a u
KOOpJAMHHUPOBAHHUA 00BeEMa
paboT KaxI0ro
COTPY/AHHUKA
HoJpa3ieNeHUs,




/1

Kon
KOMIIETE
HI[UA

Conepkanue
KOMIIETEHIINH
(nmm e€ gacTH)

B PE3YJILTATC U3YUCHUA y‘le6HOﬁ JHUCITUITTHHBI 06yqa1011meca JOJDKHBI:

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

aIMUHUCTPATUBHOTO
3aKOHOaTenbCTBa Poccuiickoil
®denepaliii, OCHOBHBIMU
3aKOHOIaTEeIbHBIMU U
HOPMATHUBHBIMHU TPABOBBIMU
aKTaMH, OTHOCAIINMHCS K
001acTsIM MMPOBEPKH

TPaXIAHCKOTO U
aJIMUHHCTPATUBHOTO
3aKOHOZATEJIbCTBA
Poccuiickoit @enepanuu,
OCHOBHBIMU
3aKOHOJATEJIbHBIMU U
HOPMAaTHBHBIMU IPAaBOBBIMHA
aKTaMH, OTHOCAIINMMUCA K
00JacTIM MPOBEPKHU

3aKkoHogaTenbcTBa Poccuiickoi
®denepanii, OCHOBHBIMU
3aKOHOJATENbHBIMU U
HOPMAaTUBHBIMU MTPABOBBIMU
aKTaMH, OTHOCSIILIUMHUCS K
00macTsIM MPOBEPKU

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

[1IKoc-4.3 BnageTs HaBbIKaMHu
JIEKOMIIO3HIIAN CTPATETUIECKIX
LeJIed OpraHu3alu B 3a1a4n
nojpasaeneHus, opMUPOBAHUS
PUCK-OPHUEHTHPOBAHHOTO
TUTAHUPOBAHUS, COTJIACOBAHUS U
YTBEPXKIECHU IIJIAHOB U
MPOrpamMM TMPOBEPOK,
PYKOBOZCTBA MOJITOTOBKOM
oT4era v 00CyKICHHS
PE3yNbTaTOB MPOBEPKH C

METOAMKH AEKOMIIO3ULNH
CTPATErnYeCKUX Lenen
OpraHM3allvy B 3ajjauu
[OJIpa3/IeJICHUs], PUCK-
OPHEHTHUPOBAHHOIO
IUTAHUPOBAHUSA, IIOPSIIOK
COIJIACOBaHUS U
YTBEP)KACHUS IJIAHOB U
porpaMM NPOBEPOK,
IIOATOTOBKH OTYHETA U
00CYXJIeHHS Pe3yJIbTATOB

JIEKOMITO3HPOBATh
CTpaTernuecKue nesn
OpraHu3aluy B 331241
noJipas/ienieHus, JOpMUPOBATH
PHCK-OpPUEHTUPOBAHHBIE IUIAHBI,
COIJIaCOBBIBATH U YTBEPKAATH
IUIaHBI U IPOrPaMMBI IIPOBEPOK,
PYKOBOJIUTB TIOATOTOBKOI OTYETa
U 00CYXJICHUS PE3yJIbTaTOB
IIPOBEPKHU C YIIOJHOMOYEHHBIMU
MpeaACTAaBUTCIIAMU

HaBBIKaMH JEKOMIIO3ALIUN
CTpaTEernYeCKUX LeNeu
OpraHM3alliy B 3aJa4u
oJpasaeicHus,
(hopMHUPOBaHUS PUCK-
OpPHEHTHPOBAHHOTO
TUTAaHUPOBAHHUA,
COTrJIaCOBaHUS U
YTBEPKACHUS TUIAHOB H
MporpaMM MPOBEPOK,
PYKOBOJCTBA ITOATOTOBKOMI

YIOOJIHOMOYCHHBIMHU IIPOBEPKHU C OT4YeTa U O6CY)KZ[GHI/IH
MMpeaACTaAaBUTCIIAMUA YIIOJIHOMOYCHHBIMHU PE3YIbTATOB IIPOBEPKU C
npeacTaBUTCIIAMU YIOOJIHOMOYCHHBIMU
MMPCACTABUTCIIAMU




OYHASA ®OPMA OBYUYEHUA
Tabmuua 2a
PacnpenesieHue TPy10€MKOCTH TMCUMILIMHBI 10 BUJIaM padoT Mo ceMecTpam

TpynoémkocTb
. B 1.4. mo
Bua y4eOHoii padoThI :caefo ceMecIpan
NeA
OO01as TpyA0€MKOCTD JUCITUIUIMHBI IO YYEOHOMY TUTaHY 144 144
1. KourakTHas padora: 48 48
AyauTopHasi pa6oTa 48 48
nexyuu (JI) 24 24
npaxkmuueckue 3auamus (113) 24 24
2. CamocTosiTeabHasi pagora (CPC) 96 96
CAMOCMOSIMENbHOE U3VHEHUE PA30eN08, CAMONO020MOBKA 96 96
(npopabomka u nogmopeHue JeKYuoOHH020 Mamepuaia u
mamepuana y4eOHuKo8 u y4eOHvlx nocooutl, n0020MmoeKa K
1abOPaAMOPHLIM U NPAKMUYECKUM 3aHAMUAM, KOJLIOKEUYMAM
um.o.)
Bua npoMeKyTOYHOIr0 KOHTPOJIA: 3auér
3A0OYHASA ®OPMA OBYUYEHMUSI
Tabnuma 26
Pacnpenesienue Tpya10éMKOCTH JUCHMILIMHBI 110 BUIaM padoT Mo ceMecTpaM
TpyroémkocTh
Bua yueOHoit padoTbl yac. | B T.4. 10 cemecTpam
BCEro Ne A
OO01mas Tpy10éMKOCTb TUCIUILIMHBI 10 Y4eOHOMY IIJIaHY 144 144
1. KontakTHas padora: 8 8
AyauTopHas paboTa 8 8
aexyuu (J1) 4 4
npaxkmuyeckue 3auamus (113) 4 4
2. CamocrosiTesasHas padora (CPC) 132 132
CAMOCMOSIMENbHOE U3VHEeHUE PA30eN08, CAMONO020MOBKA 132 132
(npopabomka u nogmopeHue JeKYuoOHHO20 Mamepuaia u
mamepuana y4eOHuKo8 u y4eOHvlx nocooutl, n0020MmoeKa K
1aOOPaAMOPHLIM U NPAKMUYECKUM 3AHAMUAM, KOJIOKGUYMAM U
m.o.)
Iloozomoeka K 3auémy (Konmpons) 4 4
Bua npomMeKyTOYHOr0 KOHTPOJIS: 3auér




4.2 Conep:xaHue QUCHUNINHBI

OYHAS ®OPMA OBYYEHUSA
Tabnuna 3a
TemaTuyeckuil IJIaH y4eOHOM M CHUIIIMHBI
Bueayauro
KonTakTHas
HanmeHnoBaHue pa3aeioB U TeM pHasi
. Bceero pabora
AUCHMIIMH (YKPYTTHEHHO) padora CP
JI 13

Tema 1. BBenenue B Kypc 14 2 2 10
Tema 2. Opranuzamnus padoT B CUCTEMax
JIOKYMEHTAI[MOHHOTO 00eCTICUeHUs 14 2 2 10
yIOpaBJeHUs
Tema 3. Opranuzanus 3J1eKTPOHHOMN

14 2 2 10
CUCTEMBI YIIPaBJICHUS JOKYMEHTOO00pOTOM
Tema 4. ABroOMaTHU3aIus COCTABICHUS 15 5 2 11
AJIEKTPOHHBIX IOKYMEHTOB
Tema 5. ABTomMaTu3anus NpoLEeCcCOB BBOIA 15 5 2 11
MOTOKOB BXOJISIINX JOKYMEHTOB
Tema 6. ABTOMaTH3aLIUsI XPaHEHUS 15 5 5 11
JIOKYMEHTOB
Tema 7. Opranuzanusi CACTEMBbI 19 4 4 11
AJIEKTPOHHOT0 JOKYMEHTO000pOTa
Tema 8. CucteMbl KOMIUIEKCHOM
aBTOMATHU3aIuU JOKYMEHTO000pOoTa U 19 4 4 11
JIEJIOBBIX IPOLIECCOB
Tewma 9. [IporpamMmHEBIe cpenicTBa 19 4 4 11
AIIEKTPOHHOTO JOKYMEHTO000pOTa
UTOro 144 24 24 96

COIAEPXKXAHUE PA3ZAEJIOB U TEM JUCIHHUIIJIMHBI

Tema Ne 1. BBegenue B Kypc.

[Ipeamet u coaepxkanue kypca. [lonsitue sxonomuueckoit cucremsl (IC) u ero
ctpykrypa. CoctaB (QyHKUMA M JI€JOBBIX IPOLIECCOB, BBIMOJHIEMBIX B
noapazaeneHusax OC. [loHsTHe HOOKyMEHTa, KJIACChl JTOKYMEHTOB, CBSI3aHHBIE C
BBINIOJIHEHUEM  (DYHKIIMI  ympaBieHUss M JIeJOBbIMH  mporeccamu. [loHsTue
JIOKyMEHTOIOTOKA, €T0 CTPYKTYpa, MOKa3aTelId OLIEHKU TOKyMEHTONOTOKOB. [ToHsaTHe
U BHUABl JTIOKyMEHTOOOOpOTa W JENOBBIX MPOILIECCOB, UX CTPYKTYpPhl U COCTaB
KoMIOHEeHT. O00CHOBaHME HEOOXOIMMOCTH Mepexoa K 0e30yMaxxHOW TEXHOJOTUHU
ynpasieHusl. OCHOBHbIE KOHLEIUU.

Tema Ne 2. Opranmsanus pador B CAOY.

[Tonsitue Cuctemsl Jokymentarmonroro Obecneuenus Ynpasienus (CAOY).
CocrtaB ¢ynkuuit u 3agad, seinonuseMbix B CIOY. Knaccel u ctpykrypsr CJOY.
Cocras u coaepxkanne KOMIOHEHT ['ocynapctBeHHOM CructemMbl JJOKyMEHTallMOHHOTO
O6ecnieuenus Ynpasnenus (I'CJHOYVY). Ilepedyens 1e10BBIX MPOIECCOB, BHIMOJIHIEMBIX
B CHOY. Cocrap  Yaudumnupoanuoit  Cucrembl  OpraHu3alOHHO-
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Pacnopsanurensusix JlokymentoB (YCOP/). Ctpykrypsl qokyMeHTOB. CoaepkaHue
nporenypbl coctaBieHuss u oopabotrku OPJ[. Comeprkanue mpouenyp MOTydeHUs,
nepeayd  BXOJAIIMX U UCXOMSIIMX TOTOKOB  JIOKyMeHTOB. CojeprkaHue
PETUCTPAIMOHHOTO KypHala U PErUCTPAlMOHHON KapTouku. COCTaB M COJIep:KaHUE
MPOIEAYPHI KOHTPOJISI HCTIOJIHEHUSI JOKYMEHTOB.

Tema Ne 3. Oprasmsanus  JJeKTPOHHOW  CHCTeMblI  YIPABJICHUA
JTOKYMEHTO000POTOM.

[Tonsitue skonomuyeckoi mHpopmammonHon cucremsl (OUC). Ctpykrypa u
kiaccel DUC. TloHsitue DIEKTPOHHOM CHCTEMBI YIIpaBiCHUS JOKYMEHTOOOOPOTOM
(OCY]l) xak yacTH KOPIOPATUBHOM IKOHOMHUYECKOW WH(MOPMAIIMOHHOW CHCTEMBI.
TpeboBanuss n npunnunbsl co3gaanus DCY/, cocTtaB U cojep:kaHUE MOJCUCTEM.
[Tousatue APM, cocraB APM u wucnonas3yembix HH()POPMAIMOHHBIX TEXHOJIOTHH.
Metonbl U 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 aokymenta (31). Buaer 3J[. Cocras
aneMeHToB D/ m MeToasl WX 3amoyiHeHUsT M KoHTpois. CocTaB  oreparnuii
MpOeKTUpPOBaHKSA B 00paboTku D/[. OcOOEHHOCTH MPOSKTUPOBAHUS W 3aIIOJTHCHUS U
obpabotkn Web-dbopMm. Kiraccudukainus cpencTB COCTaBICHUS | 3allOJHEHUS
AIEKTPOHHBIX JTOKYMEHTOB. CocTaB TpeOOBaHUM, IPEABIBISIEMBIX K BHIOOPY CHCTEM
cocTaBJieHUs | 3aroiaHeHus D /1.

Tema Ne 5. ABromaTu3anus NpPoLeccoB BBO/1a MOTOKOB BXOAAIINX IOKYMEHTOB.
CoctaB u coJepKaHUE Olepaluid aBTOMATU3UPOBAHHOTO BBOJIA TOTOKOB
BXOJAIIMX JOKyMEHTOB. CoaepaHue omnepaudii MNOATOTOBUTEIBHOW CTaJuMU.
[Touarue dopmarupoBanHoro nokymeHta (D). Bumer ®J[. AcnekThl omucaHus
noneit ®J[. CopepxkaHue omnepanuii OCHOBHOW cTaguu oO0pabOTKM U BBOJA
JTOKYMEHTOB. Kiacchl CKaHEpOB, XapaKTEpPUCTUKU CKAaHEpPOB M TpeOOBaHUS,
npeabsaBisieMbie K BbIOOpy ckaHepoB. Xapakrepuctuka OCR, ICR u OMR-meTon0B
pacrio3HaBaHMsl JIOKYMEHTOB. MeToabl KOHTpOJS ONepaluil CKaHUPOBAaHUA U
pacrno3HaBaHUs TEKCTOB. MeTo 1l MHIEKCUPOBaHUS JOKyMeHTOB. CocTaB (hakTOpOB U
TpeOOBaHMM, IPEABSIBISIEMBIX K CHCTEMaM BBO/Ia OyMaKHBIX JOKYMEHTOB.

Tema Ne 6. ABTOMaTH3anMs XpaHEeHHUS TOKYMEHTOB.

Otanbl pa3BUTHS CPEACTB ABTOMAaTU3MPOBAHHOIO XpaHEHUS W IIOMCKa
TEKCTOBBIX IOKyMEHTOB. [loHsATHE HHPOPMALIMOHHO-TIOUCKOBOM cucTeMbl. OCHOBHBIE
komnoHeHTsl UTIC u texnonorust padotel ¢ UTIC. TlonsaTue cucrembl yrnpaBieHUS
anekTpoHHbIMU JTokyMeHTamu (CY 1), dyukuuu, Beimonnsemsle CY /] B mporeccax
yIpaBjieHus 3KoHoOMHYeckor cucrtemoil. Crpyktypa CVY]/ U Ha3zHaueHue ee
KOMITOHEHT. MeTojipl opranu3aiuu xpaneHus: JokymentoB B CY /. Knaccudukanus
METOJOB NOUCKA. XapAKTEPUCTHUKA UHAEKCHOTO, CTATUCTUYECKOTO U CEMAaHTUYECKOTO
METOJOB ITOUCKA.
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Tema Ne 7. Opranuzanusi CHCTeMbI JJIEKTPOHHOT0 IOKYMEHT0000poTaA.

OcHOBHBIE 33/1a4U OPTraHU3ALUU CHCTEMBI 3JEKTPOHHOTO JOKYMEHTO0OOpOTa
(CO0). Dtambr pazsutus COJI0. Knaccet COJ1O. IlpuHumnbel 1 0COOCHHOCTH
noctpoeHusi AroMaruzupoBaHHbIX CucrteM Kontposss Ucnonnenus J[oKymMeHTOB
(ACKH).XapakTepucTuka METOIOB M CPEJCTB OpraHU3aluy IpueMa-repeaadu
nokymeHTtoB B COJIO ¢ texnomorueii "ad-hoc". Ocobennoctu opranuzanuu COJ]
KOJUIEKTUBHOM 0OpabOTKM JTOKYMEHTOB Ha MPUHIUIIAX TEXHOJOruu '"groupware'.
OcobenHoctu opranuzauuu  COJIO, OpUEHTHPOBAHHBIX HA HCIHOJB30BAaHUE
"docflow"-Texnonorun. MeToasl U CpeacTBa obecricueHuss  MHOOPMAIIMOHHON
0€30MacHOCTH B CUCTEMAaX AJIEKTPOHHOTO JOKYMEHTO0O0pOTA.

Tema Ne 8. CucreMbl KOMILUIEKCHOH AaBTOMATH3allMU JOKYMEHT0000poTa M
J1eJI0BbIX MIPOLIECCOB.

Hasznauenue, cdepsl npumenenus TtexHogorun "workflow". CoctaB u
COJIep’)KaHMe omepaluii aBTOMAaTU3UPOBAHHOTO IUJIAHUPOBAHMS, KOHTPOJIS U
yIpaBJI€HUs IEIOBBIMU MPOIECCAMH.

Tema Ne 9. IIporpaMMHbIe CpecTBA JIEKTPOHHOI0 JOKYMEHT0000poTa.
O6mme TpeboOBaHMs K cHUCTEME JOKyMeHTooOopora. (O030p pbIHKa
nporpaMMHBbIX cpeacTB. Cuctema «1C:DaeKTpOHHBINA JOKYMEHTO000POTY.

3AOYHASA ®OPMA OBYYEHUA

Tabnuna 36
TemaTu4ecKu IJIaH Y4eOHOM IUCHUILIMHBI
KonTrakTHas Bueaynuro
HaumeHnoBaHue pa3esioB 1 TeM pHast
. Bceero pabora
AUCHUILINH (YKPYITHEHHO) padora CP
JI 113
Tema 1. BBenenue B Kypc 14 - - 14
Tema 2. Opranusanus padboT B CUCTEMax
JOKYMEHTAI[MOHHOTO 00ecTieueHus 14 - - 14
yIpaBJICHUS
Tema 3. Opranuszanus 3JI€KTPOHHON 14 ) i 14
CUCTEMBI YIIPaBJICHUsI JOKYMEHTOO00pOTOM
Tema 4. ABTOMaTH3a1Ms COCTaBICHUS 14 i i 14
DIIEKTPOHHBIX TOKYMEHTOB
Tema 5. ABTOMaTH3a1Ms MPOIIECCOB BBOJA 14 i i 14
MIOTOKOB BXOJSIIIUX TOKYMEHTOB
Tema 6. ABTOMaTH3aLMs XpaHEHUs 14 ) i 14
JIOKYMEHTOB
Tema 7. Opranu3zanusi CUCTEMBbI 16 ) i 16
3JIEKTPOHHOI'0 IOKYMEHT0000pOTa
Tema 8. CuctemMbl KOMIUIEKCHON
aBTOMaTH3alMM JOKYMEHTO000poTa U 20 2 2 16
JIEJIOBBIX ITPOLIECCOB
Tema 9. IIporpammusle cpeacTBa 20 5 2 16
3JIEKTPOHHOI'0 IOKYMEHT0000pOTa
KonTpoJs 4 - - 4
nUTOoro 144 4 4 136
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4.3 Jlekuuu/nadoparopHbie/IpakTHYeCKHe/ 3aHATHS

OYHASA ®OPMA OBYUYEHUSA
Tabnuna 4a
Conepmanne JIeKIlI/Iﬁ /HpaKTI/I‘IeCKI/IX 3aHATHH U KOHTPOJIBHBIC MCPOTIPUATHUS
Ne Ha3Banue Ne 1 Ha3BaHMe JeKIUii/ Dopmupyemblie Bun Koua-Bo
. /;1 pasneia, J1a0OpPaTOPHBIX/ HpaKTqufKHX/ KOMIIETEHIIUM | KOHTPOJBLHOIO | 4YacoB
TeMBI CeMHHAPCKHUX 3aHITHI MeponpHsITUsI
1 Tema 1. Jlexmums Ne 1 I[1IKoc-4.1 TecTupoBanue 2
BBenenue B Beenenue B kypc [1Koc-4.2
KypcC ITKoc-4.3
ITpakTueckoe 3ansaTue Ne 1 [1IKoc-4.1 TectupoBanue
Brenenue B kypc [TKoc-4.2 [IpakTrueckoe
[TKoc-4.3 3a/laHue
2 Tema 2. Jlexmms Ne 2 I[1IKoc-4.1 TecTupoBanue 2
Opranuzanus | Opranuzanus padboT B [MKoc-4.2
pabort B CUCTEeMaXx JIOKyMeHTa- [1Koc-4.3
cucreMax IIMOHHOTO 00eCTICUCHUS
JOKYMEHTa- | yIopaBlieHUs
LIHOHHOTO [TpakTrueckoe 3ansatue Ne 2 [1IKoc-4.1 TectupoBanue
obecnieuenus | Opranuzanus padboTt B [TKoc-4.2 [IpakTnueckoe
YIPaBJIEHUS | CUCTEMaX JIOKYMEHTa- [MKoc-4.3 3a/1aHue
[IMOHHOTO O0ecreueHus
yIpaBJIeHUs
3 Tema 3. Jlexmus Ne 3 [1IKoc-4.1 TecTupoBanue 2
Opranuzanus | Opranuzaius JIeKTPOHHON [MKoc-4.2
9JIEKTPOHHOW | CUCTEMBI YIIPaB-JICHUS [TKoc-4.3
CUCTEMBI JIOKYMEHT0000pOTOM
ynpas-ienus | [Ipaktuueckoe 3anstue Ne 3 [1IKoc-4.1 TectupoBanue 2
JOKyMEHTO00 | OpraHusarus 3JeKTPOHHOM [1Koc-4.2 [IpakTrueckoe
OpOTOM CHUCTEMBI YIIpaB-JICHUSA [MKoc-4.3 3a7laHue
JIOKYMEHTO000pOTOM
4 Tema 4. Jlexuus Ne 4 [1IKoc-4.1 TectupoBanue 2
ABTOoMaTHn3aln | ABTOMaTH3aInsI COCTaBICHUS I1Koc-4.2
us JIEKTPOHHBIX JOKYMEHTOB [TKoc-4.3
cocraBneHus | [Ipaktudeckoe 3anarue Ne 4 [TIKoc-4.1 TectupoBanue
BJIEKTPOHHBIX | ABTOMATH3aIUsI COCTABJICHUS I1Koc-4.2 [IpakTrueckoe
JIOKYMEHTOB | BJIEKTPOHHBIX IOKYMEHTOB [TKoc-4.3 3a/1aHNe
) Tema S. Jlexuus Ne 5 [1IKoc-4.1 TectupoBanue 2
ABTOMaru3al | ABTOMaTu3alus MpoLeccoB [1Koc-4.2
us BBOJIa IOTOKOB BXOJSIIIHX ITKoc-4.3
IIPOLIECCOB JIOKYMEHTOB
BBOJIA IIpakTrnueckoe 3ansatue Ne 5 [1IKoc-4.1 TecTtupoBanue 2
MOTOKOB ABTOMAaTH3a1Ms POIIECCOB [TKoc-4.2 [IpakTrueckoe
BXOISIIMX BBOJIa IOTOKOB BXOJISIIIHX ITKoc-4.3 3aJlaHue
JOKYMEHTOB | IOKYMEHTOB
6 Tema 6 JIexng Ne 6 I1Koc-4.1 TectupoBanue 2
ABTOMaru3al | ABTOMaTU3alMs XpaHEHUS I1Koc-4.2
Us XpaHEHUs | JOKYMEHTOB [TKoc-4.3
TO0KyMeHTOB | [IpakTnueckoe 3ansatue Ne 6 [TIKoc-4.1 TectupoBanue 2
ABTOMAaTH3alHsI XPaHEHUS [MKoc-4.2 [IpakTrueckoe
JIOKYMEHTOB [TKoc-4.3 3a/1aHNe
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N Ha3Banmue Ne 1 HazBaHMe JeKuuMii/ ®opmupyembie Bun Koa-Bo
0 /;[ pa3nena, J1260paTOPHBIX/ l'lpaKTPl‘lefKPlX/ KOMIIETEHIIHH | KOHTPOJILHOIO | 4YacoB
TeMBbI CeMHHAPCKUX 3aHIATHI MeponpHsITUsI
7 Tema 7. Jlexuus Ne 7 [1IKoc-4.1 TectupoBanue 2
Opranuzanus | Opranu3anusi CUCTEMbI [TKoc-4.2
CUCTEMBI 3IEKTPOHHOIO JIO0KY- [TKoc-4.3
3MEKTPOHHOT | MEHTO000pOTa
0 10Ky~ ITpakTrueckoe 3ansatue Ne 7 [1IKoc-4.1 TectupoBanue 2
MEHTO0000pOT | OpraHu3anus CHCTEMBI [TKoc-4.2 [IpakTrueckoe
a poBaHUs AJIEKTPOHHOIO JOKY- [TKoc-4.3 3a/aHue
MEHT0000pOTa
8 Tema 7. Jlexmmst Ne 8 [TKoc-4.1 TectupoBanue
Opranuzanus | Opranu3aiusi CUCTEMbI [TKoc-4.2 5
CUCTEMBI 3IEKTPOHHOIO JI0KY- [TKoc-4.3
3MEKTPOHHOT | MEHTO000pOoTa
0 JIOKY- [IpakTuueckoe 3anstue Ne 8 [TKoc-4.1 TectupoBanue 2
MEHTO000pOT | OpraHu3anus CUCTEMBI [MKoc-4.2 [IpakTrueckoe
a poBaHUs AIIEKTPOHHOIO JOKY- [TKoc-4.3 3a/laHue
MEHT0000pOTa
9 Tema 8. Jlexmus Ne 9 [1IKoc-4.1 TecTtupoBanue 2
Cucremsl CucreMbl KOMITJIEKCHOM [1Koc-4.2
KOMIUIEKCHO | aBTOMaTHU3aliH JIOKY- [TKoc-4.3
1% MEHTO000pOTA U JIEJIOBBIX
aBTOMaTu3all | MPOILEeCcCOB
UU JI0KY- [TpakTrueckoe 3ansatue Ne 9 [1IKoc-4.1 TectupoBanue 2
MEHT0000pOT | CHCTEMbI KOMILICKCHOM [TKoc-4.2 [IpakTruyeckoe
a ¥ JICIOBBIX | aBTOMAaTU3aLlUH JIOKY- [TKoc-4.3 3a/1aHue
IPOLIECCOB MEHTO0000pOTa U JIENIOBBIX
IIPOLIECCOB
10 Tewma 8. Jlexmus Ne 10 I1Koc-4.1 TectupoBanue 2
Cucremsl CucreMbl KOMITJIEKCHOM [TKoc-4.2
KOMIUIEKCHO | aBTOMaTHU3aluH JI0KY- [1Koc-4.3
1% MEHTO000pOTa U JI€TOBBIX
aBTOMAaTH3al] | MPOLECCOB
WU JI0KY- [Tpaktueckoe 3ansatue Ne 10 | [1Koc-4.1 TectupoBanue 2
MEHT0000pOT | CHCTEMbI KOMILICKCHOM [1Koc-4.2 [IpakTueckoe
a ¥ JIEIOBBIX | aBTOMAaTU3alluu JIOKY- I1Koc-4.3 3aJjaHue
IIPOLIECCOB MEHTO000pOTa U JIEIOBBIX
IIPOLIECCOB
11 Tema 9. Jlexuust Ne 11. Ilporpammusie | [TKoc-4.1 TectupoBanue 2
[TporpamMMHBI | cpeacTBa 3MeKTpoHHOTO T0KYy- | [1Koc-4.2
€ cpencTBa MEHT000O0poTa [TKoc-4.3
97€KTpOHHOT | [TpakTnueckoe 3ansTue Ne 11 [1IKoc-4.1 TecTtupoBanue 2
0 JIOKy- IIporpammHBIe cpencTBa [1Koc-4.2 [IpakTrueckoe
MEHTOO0OPOT | 3JIEKTPOHHOT'O JIOKY- [MKoc-4.3 3aJ1aHue
a MEHT000O0poTa
12 Tema 9. Jlexmmst Ne 12. Cratuctuaeckue | [1Koc-4.1 TectupoBanue 2
[TporpammMusl | Mmetoabl npuHsTUs petiennid B | [1Koc-4.2
€ cpencTBa YCIIOBUSIX PHCKA ITKoc-4.3
aneKTpoHHOr | [Ipaktuueckoe 3anarue Ne 12 | [IKoc-4.1 TecTtupoBanue 2
0 JIOKY- Craructudeckue MeTo/1bl [1Koc-4.2 [IpakTnueckoe
MEHTOO0OPOT | MPHHSATHS PEIICHHUH B I1Koc-4.3 3a/laHue
a YCIIOBUSIX pUCKa
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3AOYHASA ®OPMA OBYYEHUA

Tabmnuria 40
Copep:xkanue ek /MPAKTHYECKUX 3AaHATHHA M KOHTPOJIbHbIE MEPONIPUATHS
No Ha3panmue Ne u Ha3BaHMe JIEKIUiA/ ®Dopmupyembie Bua KoJu-Bo
w/n pa3jena, J1260PaTOPHBIX/ l'lpaKT](l‘lefKI/lX/ KOMIETEHIIMH | KOHTPOJILHOIO | 4YacoB
TEMBI CEMUHAPCKUX 3aHATHHA MEpONpUuATUA
1 Tema 9. Jlexuus Ne 1. IIporpammubie [1IKoc-4.1 TectupoBanue 2
[Iporpammusl | cpeactsa anekTpoHHOro n1oky- | [1Koc-4.2
€ cpencraa MEHT0000poTa [TKoc-4.3
oneKTpoHHOT | [IpakTuueckoe 3anstue Ne | [TKoc-4.1 TectupoBanue 2
0 JI0Ky- IIporpammHBIe cpencTBa [TKoc-4.2 [IpakTrueckoe
MEHTOO0OPOT | 3JIEKTPOHHOT'O JIOKY- [TIKoc-4.3 3a/laHue
a MEHT0000pOTa
2 Tema 9. Jlexmus Ne 2. Cratuctuueckue | [1Koc-4.1 TecTtupoBanue 2
[Tporpammusl | Mmetoasl npuHsTUs pemennid B | [1Koc-4.2
€ cpelcTBa YCIIOBHSIX PHUCKA ITKoc-4.3
anekTpoHHor | [Ipaktuueckoe 3anstue No 2 [1IKoc-4.1 TectupoBanue 2
0 JIOKY- CratucTudecKkre MeTO bl [TKoc-4.2 [IpakTuueckoe
MEHTOOOOPOT | IPUHATHS PEIICHHIA B [TKoc-4.3 3a/laHue
a YCIIOBUSIX PUCKa
OYHASA ®OPMA OBYYEHMUA
Tabmuua Sa
Hepeqeﬂb BOIIPOCOB JJIsl CAMOCTOATC/IbHOI'O N3YUYCHUSA TUCITUIIIINHBI

Ne | HazBanme pa3znena, | IlepeueHb paccMaTpuBaeMbIX BONPOCOB /AJIsl CAMOCTOSITEILHOTO

n/n TeMblI HU3y4eHust

1 Tema 1. Bemenne B | OO0CHOBaHHE HEOOXOIMMOCTH Tepexoa K 6e30yMakHOH Tex-

Kypc HoJsioruu ynpasienus. OcHoBHble koHIenuuu. (I1Koc-4.1, ITKoc-
4.2, TTIKoc-4.3)

2 Tema 2. Opranmsanusa | Cogepkanue MNpoleAypsl cocTaBieHus u  oOpabotku OP/I.
pabor B cucremax | ComepkaHue MpoLeayp THOJIy4YEeHHUs, TMepeladyd BXOMSAMUX U
JOKYMEHTAllMOHHOTO | UCXOJSIIUX TOTOKOB I0OKyMEHTOB. CoJiepkaHue perucTpanu-oHHOTO
obecrieyeHus JKypHaJlla ¥ PETrUCTpallMOHHOW KapTouku. CocTaB M COJEp)KaHUE
YIIpaBJICHUSA npoueaypsl KoHTposis ucnoiaHeHus: 1okymenToB. (I1Koc-4.1, ITKoc-

4.2, TTIKoc-4.3)

3 Tema 3. Opranuzauus | [Tons-tue APM, coctaB APM u ncnonb3yembix HHPOPMaMOHHBIX
JIEKTPOHHO! CHUCTEMBI | TEXHOJIOTUH. MeToIbl M CpeICcTBAa MOJAEIUPOBAaHUSA, OLEHKU U
yIpaBJIEHUS aHalM3a  JIOKyMEHTOOOOpOTa B  SKOHOMMYECKHX  CHCTEMax.
nokymMeHToobopotoM | OcobenHocTH Hcnonb3oBaHus Case-CpeicTB sl MOJAEIMPOBAHUS U

OLIGH-KH JOKyMeHTooOopota u JenoBbix mnporeccoB (I[1Koc-4.1,
[TKoc-4.2, [TKoc-4.3)

4 Tema 4. | OcobeHHOCTH MPOEKTUPOBAHUS U 3alOJIHEHUs u 00padoTku Web-
ABTomaTHu3anus dopm. Kraccudukanus cpeacTB COCTaBICHHS M 3alOJIHEHUS
COCTaBJICHUS AIIEKTPOHHBIX IOKyMEeHTOB. Co-cTaB TpeOOBaHUM, MPEIbSIBISIEMbBIX K
JJIEKTPOHHBIX BbIOOpY cucteM coctaBienus u 3anoiaHeHus D/1. (ITKoc-4.1, ITKoc-
JOKYMEHTOB 4.2, T1Koc-4.3)

5 Tema 5. | CoctaB (pakTopoB U TpeOOBaHUH, IPEABIBIAEMBIX K CHCTEMaM BBOJIA
ABTOMAaTH3aIUsA oymakusix qokymeHToB (ITKoc-4.1, TTKoc-4.2, ITKoc-4.3)
IIPOLIECCOB BBOJA
MOTOKOB  BXOJSIIUX
JOKYMEHTOB
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HasBanue pa3zaeina,

IMepeyeHsb paccMaTpUBaeMbIX BOMPOCOB /IS CAMOCTOSITEILHOTO

n/n TeMbI U3YYEeHHs

5] Tema 6. | Me-togsl  opraHuzanuMu  XpaHeHuss JgokymeHtoB B CVY/I.
ABTOMaTH3aIUS Knaccudukanus meronoB moucka. XapaKTepUCTHKA HHIEKCHOTO,
XpaHEHUS JJOKYMEHTOB | CTATUCTUYECKOTO M ceMaHTtuueckoro meronoB mnoucka ([1Koc-4.1,

ITKoc-4.2, [TKoc-4.3)

7 | Tema 7. Opranuszamnust | MeTosl ¥ cpecTBa 0OECIICUSHHUS UH(POPMAITMOHHOH
CUCTEMBI 0€30MacHOCTH B CHCTEMax »JJIEKTPOHHOIO JIOKyMEHTOOOOpOTa.
ANEKTPOHHOTO (ITKoc-4.1, TTKoc-4.2, ITKoc-4.3)

JOKYMEHT000O0poTa

8 |Tema 8. Cucremsl | CocrtaB U colaep-KaHUE  ONEepalui  aBTOMATHU3UPOBAHHOIO
KOMILJICKCHOM IUTAHUPOBAHMS, KOHTPOJIS M YIPABJICHUS J€-JIOBBIMU IPOLIECCAMHU.
aBTOMATHU3AINH (TTKoc-4.1, TTKoc-4.2, ITKoc-4.3)

JOKYMEHTO00OpoTa H
JIEJIOBBIX IPOLIECCOB
9 Tema 9. | O630p peiaka mporpaMmMHubix cpeacts. ([1Koc-4.1, ITKoc-4.2, I[TKoc-
[IporpammHusbIe 4.3)
CpencTBa
AJIEKTPOHHOTO
JOKYMEHT0000poTa
3AOYHASA ®OPMA OBYYEHUSA
Tabnuua 56
Hepequb BOIIPOCOB JJIsl CAMOCTOATEC/ILHOI'0O U3YYCHUA JUCITUILINHBI

Ne | HazBanme pa3znena, | IlepeueHb paccMaTpuBaeMbIX BONPOCOB /AJIsl CAMOCTOSITEIbHOTO

n/n TeMbl U3y4yeHusi

1 Tema 1. BBenenue B | [lonstue sxonomuueckoit cucremsl (9C) u ero crpykrypa. CocTas
Kypc GYHKIUI 1 1€10-BBIX MPOIIECCOB, BHIMOIHIEMbIX B OAPA3IEICHUIX

OC. IloHsTHE TOKYMEHTA, KJIaCChl IOKYMEHTOB, CBSI3aHHBIE C
BBITNIOJTHEHUEM (DYHKIMN yTIpaBiIeHUs U JEIIOBBIMU MTPOLIEC-CaAMH.
[ToHsATHE TOKYMEHTONOTOKA, €r0 CTPYKTYypa, MOKa3aTeI! OLCHKH
JIOKYMEHTO-TIOTOKOB. [IoHsTHE U BUIBI JOKYMEHTOOOOPOTA U
JIETIOBBIX MPOLIECCOB, UX CTPYKTYPBI U COCTaB KOMIIOHEHT.
O6ocHOBaHNE HEOOXOIUMOCTH Nepexoa K 0e30yMakHOM Tex-
Hojoruu ynpasineHusi. OcHoBHble koHIenuu. (ITKoc-4.1, ITKoc-
4.2, T1Koc-4.3)

2 Tema 2. Opranuzanus | [Tonstue Cucremsl JlokymeHnTanronHoro O6ecneuenus: Y npaBieHus
pador B cucremax | (COY). Co-crtaB ¢yukuuii u 3amad, BeimonHsemMbix B CJIOVY.
nokyMmeHTtanuonHoro | Kmacesl u crpykrypsr C/IOY. Co-ctaB u copepKaHHe KOMIIOHEHT
obecrieueHus I'ocynapctBenHoit Cuctemsl JloxkymenTtarmonHoro OOecriedeHus
YIIpaBJIECHUSA Vmpasnenus  (I'CHOVY). IlepeueHbr  AENOBBIX  MPOIIECCOB,

BoinonHseMbix B CJIOY. CocraB YuuguimpoBanHoit Cucremsl
OpranuzannonHo-Pacnopsaurensubix  Jlokymentos  (YCOP/).
CrtpykTypsl nokyMeHTOB. ConepikaHue MpoIeaypbl COCTaBIEHUS U
obopabotku OPJl. Conepkanue mpolenyp MOJyYeHHs, Mepeaadu
BXOJIIMX M MCXOASIIUX TOTOKOB JOKyMeHTOB. CopepxaHue
PETUCTpaI-OHHOTO )KypHAJIa U PerUCTpallMOHHOM KapTouku. CocTaB
U CcoJep)KaHHE IMPOLENYpbl KOHTPOJIS HCIOJHEHUS JOKYMEHTOB.
(TTKoc-4.1, TTKoc-4.2, I1Koc-4.3)

3 Tema 3. Opranmsanus | [lorsitue sxoHOMHUYeckoi wuHPopMannonHoit cuctemsr (DUC).

3JICKTpOHHOI>'I CHUCTCMBI

Crpykrypa u knaccel DOUC. IloHstne ODIEKTPOHHON CHUCTEMBbI
yopaBiaeHus:  JgokymeHtooboporom  (OCV]J) kak  yactu
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HasBanue pa3zaeina,

IMepeyeHsb paccMaTpUBaeMbIX BOMPOCOB /IS CAMOCTOSITEILHOTO

n/n TeMbI U3YYEeHHs
yIIpaBICHUS KOPIIOPATHBHON IKOHOMHMYECKOW HH(GOPMAIIMOHHONH  CHCTEMBI.
TOoKyMeHTooOopoToM | TpeboBanus u npuHiumel co3ganus ICY /I, coctaB u couepkaHue

noxacucreMm. Ilons-tue APM, coctaB APM u wucnonas3zyembix
WH(OPMALIMOHHBIX ~ TEXHOJIOTHH. Mertonsl u cpencTaa
MOJCIIMPOBAHMs, OLEHKM U aHajiu3a JIOKyMEHTO0OOpoTa B
sKOHOMHYECKUX cucreMax. OcoOenHoctu wucnonb3oBanus Case-
CPEACTB IJsl MOJECIMPOBAHUS W OICH-KU JTIOKYMEHTOOOOpOoTa H
nenosbix mporeccos (ITKoc-4.1, [TKoc-4.2, TTKoc-4.3)

4 Tema 4. | llonsarue dpopmsl tekrporHoro gokymenTa (3/1). Bunst 3 /1. Cocran
ABTOMaTH3anuUsA anemeHTOB D/l M MeTonapl uMX 3anonHeHus U KoHTpoisa. CocraB
COCTAaBJICHUS omepanuii nmpoekTupoBaHus u o0pa-6otku DJ[. OcobeHHOCTH
AJIEKTPOHHBIX MPOCKTUPOBAHUS MW  3alloJIHEHUS MW oOpabotku  Web-dopm.
JIOKYMEHTOB Knaccugukaiust cpeIcTB COCTABICHUS U 3aNIOJHEHUS 3JICKTPOHHBIX

nokyMeHTOB. Co-cTaB TpeOOBaHUM, MPENBABISEMBIX K BBIOOPY
cucteM cocrasieauss u 3anonHeHus DJ[. (ITKoc-4.1, ITKoc-4.2,
ITKoc-4.3)

5 Tema 5. | CoctaB u cojaepxaHue ONEpalMii aBTOMATH3WPOBAHHOTO BBOJA
ABTOMaTHU3aLUA MIOTOKOB  BXOAsAmMX  JOKyMeHTOB. CopepkaHue — omnepauui
IIPOLECCOB BBOJA | HOArOTOBUTENbHOM  craguu.  llonstue  ¢opma-TUpOBaAHHOIO
IIOTOKOB Bxomsaumx | nokymenta (®J1). Buast @ /1. Acnektsl onucanus noueit /1. Conep-
JIOKYMEHTOB YKaHUe orepanuil OCHOBHOM cTajiuu oOpabOTKHU U BBOJA JOKYMEHTOB.

Krnaccel ckaHe-poB, XapakTEepUCTUKH CKaHEPOB U TpeOOBaHMS,
npeabsBisieMble K BEIOOpY ckaHepoB. Xapaktepuctuka OCR, ICR u
OMR-meTon10B pacmo3HaBaHus JOKYMEHTOB. MeToabl KOHTPOIs
onepauuii CKaHMPOBAHHMS M PACHNO3HABAHHUS TEKCTOB. MeToabl
MH/IEKCUPO-BaHMUs JOKyMeHTOB. CocraB (PakTopoB M TpeOOBaHMIA,
MpeIbABISEMBIX K CUCTEMaM BBOJa OymakHbIX JokyMeHTOB (I1Koc-
4.1, IIKoc-4.2, TTKoc-4.3)

5] Tema 6. | DTamnbl pa3BUTHUS CPEACTB aBTOMAaTU3UPOBAHHOI'O XPAHEHHUS U IIOUCKA
ABTomaTHu3anus TEKCTO-BBIX JOKyMEHTOB. lloHsATHE HH()OPMAIIMOHHO-IOUCKOBOH
XpaHeHus JOKyMeHTOB | cucteMbl. OcHoBHbIe KOM-IoHEeHThl UIIC u texHonorus paboThl ¢

HNIIC. ITonsTHE CUCTEMBI YIIPABIEHUS MIEK-TPOHHBIMHU JOKYMEHTaMHU
(CYN), ¢pynkuuu, Beimonnsembie CY ]l B mporeccax ympaB-JeHHUS
skoHOMHUecKoi cuctemon. Crtpykrypa CVY/[ u Ha3HaueHue ee
KOMIIOHEHT. Me-To/ibl OpraHu3aluu XpaHeHus nokymeHToB B CY /1.
Knaccugukanuss MeTofoB moucka. XapakTepUCTHKa HHJEKCHOTO,
CTaTHUCTUYECKOTO U ceMmaHThuyeckoro MeronoB noucka (I1Koc-4.1,
ITKoc-4.2, [TKoc-4.3)

7 Tema 7. Opranmszanusa | OCHOBHBIE  3aJaydM  OpPraHHW3alUyd  CHCTEMBl  JJIEKTPOHHOIO
CUCTEMBI nokymeHtoobopota (C3-/10). Drtambr pazsutus COJ0. Kmaccwr
3JIEKTPOHHOTO C2/10. [TpunHIUTIBI u 0COOEHHOCTH MOCTPOE-HUSA
JOKYMEHTO0000poTa AptomaTtuzupoBanHbix Cucrem Konrposs Mcnonnenus [JokymeHTOB

(AC-KW[I).XapakTepucTika METOJIOB W CPEICTB OpTraHHU3aIuu
npuema-riepenadn 1oky-meHToB B COJ10 ¢ Texnonorueii "ad-hoc".
Ocob6ennoctu opranuzamuu  COJl  KOUIEK-TUBHOW  00pabOTKH
JOKYMEHTOB Ha NpUHIUMNAX TexHojoruu "groupware". OcoOeH-
HocTu opranuzaunu CO/10, opueHTHPOBAaHHBIX Ha HMCIOJIb30BaHHE
"docflow"-TexHomoruu. MeToibl U cpeicTBa oOecrieueHns
MH(OPMALIMOHHONW  OE€30MacHOCTH B CHUCTEMax dJIEKTPOHHOTO
nokymeHToobopota. (ITKoc-4.1, [TKoc-4.2, ITKoc-4.3)
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n/n

HasBanue pa3zaeina,
TeMBbI

IMepeyeHsb paccMaTpUBaeMbIX BOMPOCOB /IS CAMOCTOSITEILHOTO
U3y4yeHHust

Tema 8. Cucremsl
KOMIIJICKCHOM
aBTOMAaTH3allM1
JTOKyMEHTOO00pOTa H
JICJIOBBIX MPOLIECCOB

CoctaB ®  coJep-)KaHME Olepaluid  aBTOMAaTH3MPOBAHHOI'O
IUIAHUPOBAHKS, KOHTPOJIS M YIPAaBJICHUS CIOBBIMH IPOIIECCAMHU.
(TTKoc-4.1, TTKoc-4.2, ITKoc-4.3)

Tema 9.
IIporpammHbIe
CpencTBa
3JIEKTPOHHOIO
JOKYMEHTO0000poTa

OO6mue TpeboBaHUS K CHCTeME JTOKyMeHTooOopora. O030p phIHKA
nporpammHubix cpeacts. ([TKoc-4.1, TTKoc-4.2, TTKoc-4.3)

5. O0pa3oBaTe/ibHbIEe TEXHOJIOTUHU

Ta0mnuma 6

HMCHCHHUC AKTUBHbBIX 1 HHTCPAKTHBHBIX Oﬁpa30BaTe.HI>HI>IX TEXHOJIOTHH

Tema u popma 3ansaTus

HaumeHnoBaHMe HCIO/Ib3YyeMBbIX
AKTHBHBIX H MHTEPAKTHUBHBIX 00Pa30BaTeJIbHbIX
TeXHOJIOTHH ((hopM 00yUeHus)

Opranu3zanus padoT B
cUcTeEMax
JOKYMEHTAIMOHHOTO
obecreyeHus
YIpaBIICHUS

J [IpobGnemuas nexumst

ABTOMaTu3anus
COCTaBJICHUS
3IEKTPOHHBIX
JIOKYMEHTOB

113 Pa300p KOHKpPETHBIX CUTYyAaIHii

Opranuzanus
CHCTEMBI
3JE€KTPOHHOTO
JIOKyMEHT0000pOoTa

[IpoGnemHuas nexius

ABTOMAaTH3aIUA
MPOIIECCOB BBO/IA
IIOTOKOB BXOISIINX
JIOKYMEHTOB

I13 Paz00p KOHKpPETHBIX CUTyalui

CucreMsl
KOMILIEKCHOM
aBTOMATH3aI[H
JOKYMEHTO000poTa U
JICTIOBBIX TPOIECCOB

[TpobGnemHuas nexuust

IIporpammHbIe
CpencTBa
3JIEKTPOHHOIO

JIOKYMEHTO0000pOTa

I13 Paz00p KOHKpPETHBIX CUTYyalui
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6. Texkynuii KOHTPOJIb YCIIEBAEMOCTH U MPOMEKYTOUYHAS ATTECTAIUA 10
UTOraM OCBOECHUS M CHUININHBI

6.1. TunoBble KOHTPOJIbHBIE 3aJAHUA WIH HHbIE MATEPHUAJIbI, HEO0OXOUMbIE
JJIS1 OIleHKM 3HAHM, YMEHHH M HABBIKOB U (MJIM) ONBITA AeSATeJIbHOCTH

1) Y4eOHBIM IUIAHOM He MPEIYCMOTPEHO BBINOJHEHNE KYPCOBBIX NMPOEKTOB
(paboT) u pacuyeTHo-rpaduUecknx pador.

2) Tectbl IS TeKymIero M  IPOMEKYTOYHOr0 KOHTPOJISI 3HAHMIA
00y4aImmnxcs
3agaHus ISl BBITIOJIHEHUS HA MPAKTUYECKUX 3aHSATUSX U TECTOBBIC 3a1aHUs
MPEJICTABJICHBI B OLIEHOYHBIX MaTepUAIAX TUCIUTLIAHBI

3) Bonpochl 1Jisi MOATOTOBKH K KOHTPOJBbHBIM MEPONPHUATHSIM M TeCTaM

(TekyuieMy KOHTPOJIIO M IPOMEKYTOYHOM aTTeCTaluu (3a4ery).

1) Ilousartue sxoHomuueckoi cuctemsl (IC) u €€ CTpyKTypa.

2) CoctaB (h)yHKIIMIA U JICTOBBIX MPOIIECCOB, BHIMOJIHACMBIX B
noapasaenenusx IC.

3) IloHsTHE TOKYMEHTA, KIaCChl IOKYMCHTOB, CBS3aHHBIC C BHIITOJIHCHUEM
GyHKIUN ynpaBiaeHUs U JIETOBBIMU MPOIIECCAMH.

4) TloHsATHE TOKYMEHTOIOTOKA, €0 CTPYKTYPa, TIOKA3aTeIH OIICHKH
JIOKYMEHTOIIOTOKOB.

5) IloHsATHE U BUABI TOKYMEHTOOOOPOTA U JIEIOBBIX MPOIIECCOB, UX
CTPYKTYPBI U COCTAB KOMITOHEHT.

6) Iloustue Cucremsl JlokymeHTaimonHoro O6ecrevyeHus Y npaBieHus
(CAOY).

7) CocraB (yHKIHMI U 3a1a4, BeIMoHsAeMbIX B CJIOVY.

8) Kuaccer u crpykrypsl CJIOVY.

9) CocraB u comepkanue koMmmnoneHT ['ocynapcTBeHHONH CUCTEMBI
JoxymentarmmonHoro O6ecrnieuenus Ynpasienus (I'CJIOVY).

10) TIlepeueHb IENOBBIX MPOIECCOB, BhIMONHsAEMBIX B CJIOY.

11) CocraB Yaudumupoauuoit Crucrembr OpraHu3aioOHHO-
Pacnopsaurensusix Jlokymentos (YCOP/L).

12) ConepxaHue IpoIeypbl COCTABICHUS K 00pabOTKH OpraHU3aInOHHO-
pacnopsauTeIbHBIX TOKYMEHTOB.

13) CopepxxanHue MPOLEAYP MOIYUCHHS, TEPEIaYN BXOIAAIINX U HCXOIAIIX
MOTOKOB JJOKYMEHTOB.

14) CocraB u coaepkaHHe MPOIeIypbl KOHTPOJIS HCIIOJHEHHS JOKYMEHTOB.

15) Tlousitue sxoHOMHYECKOM nHPopMaroHHO# cuctembl (DUC).

16) TloHsTHe DAEKTPOHHOM CHCTEMBI YIPABICHUS JOKYMEHTOO00POTOM
(OCVY]]) xak yacTu KOPIOPATUBHONU SKOHOMUYECKON MH(GOPMAIIHOHHON
CUCTEMBI.

17) TpeboBanus u npuHIUIel co3aanus ICY /I, coctaB u coaepkaHue
MOJICUCTEM.

18) Tlonstue APM, coctaB APM 1 uCnob3yeMbIX HH)OPMAIIHOHHBIX
TEXHOJIOTUH.
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19) MeToasl U CpeacTBa MOJCITUPOBAHHUS, OIICHKU M aHAJIN3a
JOKYMEHTO000pOTa B 9KOHOMUYECKUX CUCTEMAX.

20) OcobenHoctu ucnonb3oBanusi Case-CpecTB Al MOJCIUPOBAHUS U
OLIEHKH JOKYMEHTOO0OpOTa U IETOBBIX MPOIIECCOB.

21) Tlomstue GopMbl 3IeKTPOHHOTO qoKyMeHTa (D/1).

22) CocraB 351eMeHTOB DJ1 ¥ METOJIbI X 3AIIOJTHEHUS ¥ KOHTPOJIS.

23) CocraB omnepanuii IPOCKTHPOBaHUA U 00padoTKu D/I.

24) OCOOCHHOCTH NMPOCKTUPOBAHUS U 3aTOIHEHUs 1 00padoTk Web-hopm.

25) Kiaccugukaius cpeicTB COCTABICHUS M 3aIIOJIHEHUS 3JICKTPOHHBIX
JIOKYMEHTOB.

26) CocrtaB TpeOOBaHUil, PEIBSIBIAEMBIX K BHIOOPY CHCTEM COCTABJICHHS U
3anoaHenus J/1.

27) CoctaB u cojiep)KaHUE ONepaIiii aBTOMAaTU3UPOBAHHOTO BBOJIa TIOTOKOB
BXOJISIINX JTOKYMEHTOB.

28) Coneprkanue omnepaluii OCHOBHOM cTaauu 00pabOTKH U BBOJIA
JIOKyMEHTOB.

29) Xapakrepuctuka OCR, ICR 1 OMR-MeTO10B pacnio3HaBaHMsI
JIOKyMEHTOB.

30) MeTo bl KOHTPOJIS ONEpalii CKAHUPOBAHKS M PACIIO3HABAHHS TEKCTOB.

31) CocraB (hakTOpoB U TPeOOBAHUH, MPEIBIBIIEMBIX K CHCTEMaM BBOJIa
OyMa>KHBIX JOKyMEHTOB.

32) Drambl pa3BUTHSA CPEACTB aBTOMATU3UPOBAHHOT'O XPAHEHUS M MTOUCKA
TEKCTOBBIX JIOKYMEHTOB.

33) Tlonsarue unpopmarronHo-nouckoBoi cucremsl (UIIC).

34) Ocuosubie kommnoHeHThl UTIC u TexHosorus padotsr ¢ UIIC.

35) TloHsATHE CHCTEMBI YIIPaBICHHS IeKTPOHHBIMU JoKyMeHTamu (CY 1),
¢bynkuuu, BeimosiHgemble CY /] B poiieccax ynpaBieHHs] 5JKOHOMUYECKOU
CUCTEMOM.

36) Meronabl opraHu3anuy XpaHeHus 10KkymeHToB B CY /1.

37) Kiaccudukamnus MeToI0B OUCKa. XapaKTePUCTHUKA HHACKCHOTO,
CTaTUCTUYECKOTO U CEMAaHTHUYECKOTO METOIOB ITOUCKA.

38) OcHOBHBIC 3aJ1a4K OpPraHU3aIlMU CUCTEMBI 3JICKTPOHHOTO
nokyMeHToobopora (C3/10).

39) TlpuHIUIBI ¥ 0COOCHHOCTH TIOCTPOCHUST ABTOMATH3UPOBAaHHBIX CHCTEM
Kontpons Ucnonnenus JJokymentoB (ACKU/).

40) XapaKTepHCTHKa METOOB U CPEIICTB OPraHU3aIMK IpUeMa-TiepeIadun
nokymeHToB B C3J10 ¢ TexHomorueit "ad-hoc™.

41) Ocob6ennoctu opranusaiuu COJl KOIICKTUBHON 00pabOTKH
JIOKYMEHTOB Ha MPUHIMIIAX TEXHOJIOTMH "'groupware" ¢ UCIOoIb30BaHUEM
cpencts Lotus Notes u MS.

42) Ocobennoctu opranusanuu C3J10, OpHeHTUPOBAHHBIX HA
ucnosb3oBanue "docflow"-TexHonoruu.

43) Meroapl U cpeCcTBA obecrieueHus: MHPOPMAITMOHHON 6€30MaCHOCTH
B CUCTEMaXx JJIEKTPOHHOTO JOKYMEHTO000POTA.

44) CocraB U cojJiep)KaHue OIepalyii aBTOMaTH3UPOBAHHOTO IJIAHUPOBAHHUS,
KOHTPOJISL U YPABIICHUS JIETOBBIMHU MTPOIIECCAMH.
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45) O030p pBIHKA IPOTPAMMHBIX CPEICTB.
46) Cucrema «1C:DneKTpOHHBIN JOKYMEHTOO00POTY.

6.2. Onucanue nokasarejieil U KpUTepueB KOHTPOJIS YCIIEBAeMOCTH,
ONMCAHMeE KA OLeHUBAHUSA

JIisg OLIEHKW 3HAHWM, YMEHMH, HaBBIKOB U (OPMUPOBAHHUA KOMIIETEHIIHH IIO
JUCLMIUIMHE TPUMEHSAETCS TPAAULUOHHAS CHCTEMA KOHTPOJS U  OLEHKHU
yCIIEBa€MOCTH CTYICHTOB.

BI/II[])I TEKYIIEr0o KOHTPOJISAA - TCCTUPOBAHUC, YCTHBIﬁ OIIpOC, pCIICHUC
IMPAaKTHYCCKUX 3a1a4.

IIpoMesKyTOYHBIN KOHTPOJIb — 3a4ET

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

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

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

OLeHKa «3a4TeHO» BBICTABISIETCS CTYAEHTY, €CJIM BBIIIOJHEHBI U 3aIUILIECHBI BCE
NPaKTUYECKUE 3aJaHus, NPEeTyCMOTPEHHbIE padoyedl NporpaMMoM, pe3yibTaThl
TECTOBBIX 33JIaHUM U YCTHBIX OIIPOCOB HE HUXKE YIOBJIETBOPUTEILHON OLICHKHU.

OneHka «HE 3a4TE€HO» BBICTABISETCS CTYACHTY, €CJIM BBIIOJIHEHBI HE BCE
IIPAKTUYECKUE 3aJaHUsl, WIM TECTOBbIC 3aJaHUs WM YCTHBIE OIPOCHI HMMEIOT
HEYJIOBJIETBOPUTEIIBLHYIO OLICHKY.

7. YueOHO-MeTOAUYeCKOe U HHPOPMAIIMOHHOE o0ecnieueHne JUCHUIINHbI
7.1 OcHOBHasI IUTEPATypa

1. ABepuenkoB B.M. MHdopmanmoHHble CUCTEMBI B MPOU3BOACTBE M SKOHOMHKE:
yueb. nmocooue/ B.U. ABepuenkoB, @.0. Jlo3ouneB, A.A. Tumenko. bpsHckuit
roCcyJJapCTBEHHBIN TeXHUUECKU yHUBEpcUTeT, 2020.— 274 ¢c.— Pexum nocrymna:
http://www.iprbookshop.ru/6996 - DB5C «IPRbooksy»

2. UcaxoBa A.N. Nudopmarimonnsie TeXHONIOTHH: yuebHoe mocooue/ Ucakora A.U.,
NcakoB M.H.— Tomck: Db Kontent, ToMckuil rocy1apCTBEHHbI YHUBEPCUTET
CUCTEM YIIpaBIICHHUS U paanodneKkTpoHuku, 2019.— 174 c.— Pexum nocryna:
http://www.iprbookshop.ru/13938 - 9BC «IPRbooks»

3. Y1kun B.b. UadpopManinoHHbIe CUCTEMBI U TEXHOJIOTHH B YKOHOMHKE: YUYCOHUK.
OnuTH- [dana, 2020.— Pexxum goctyma: http://www.iprbookshop.ru/7040 - 3BC
«IPRbooks»

4. Bennenera M.A., Beprakosa 10.B. ndopmaniioHHbIe TEXHOJIOTUHU YIIPABIICHHUS. -
M.: FOpaiiT, 2020
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7.2 lonoiHMTeILHASA JUTEpPaTypa

1. Yexmapen HO.B. Beruucnurensabie cucteMsbl, ceTd 1 kommyHukaruu. JIMK Ilpecc,
2019— Pexwum nocryma: http://www.iprbookshop.ru/5083 - DBC «IPRbooks»
2. Konnpatees B.K. OmnepanuoHHble cHCTEMbl M OOOJOYKH: Y4EOHO-METOIUY.

http://www.iprbookshop.ru/10730 - DbC «IPRbooks»

noco6ue / B.K. Kongpareses, O.C. T'onosuna. MI'YD, 2017.— Pexxum poctyma:

8. [lepeuennb pecypcoB HH(POPMAIIHOHHO-TEJIEKOMMYHUKALIMOHHOM ceTH
«/HTepHeT», HeOOXOAUMBIX IJISl OCBOEHH S JUCHHUILIUHBI (MO1YJIs1)

1. KoHCynbTaHT+ (JIMIIEH3MOHHOE MPOTPAMMHOE 00ECIICUCHHE
OTEUYECTBEHHOTOTIPOU3BO/ICTBA)
2. http://www.garant.ru (pecypcel OTKpBITOTO JOCTYIIA)

3. https://elibrary.ru - Hayunas snextponnas oubimoreka eLIBRARY.RU
(pecypChIOTKPBITOrO 10CTYMA)
4. https://www.rsl.ru - Poccutickas I'ocynapcrBernas bubianoreka

(pecypChIOTKPBITOrO I0CTYMA)
5. https://link.springer.com - MexxaynapoaHas pedeparuBHas 0aza TaHHBIX

Hay4HbIXM31anui Springerlink (pecypchl OTKpBITOTO 10CTyMA)
6. https://zbmath.org - Mexaynaponnas pedeparuBHas 60aza JaHHBIX HAyYHBIX

u3naanii ZbDMATH (pecypchl OTKpPBITOTO JOCTYTIA)
7. http://window.edu.ru - Madopmarnmonnas cucrema "EnuHOe OKHO JOCTyNa K
oOpa3oBaTenbHbIM pecypcam”
8. https://openedu.ru - «HanmonanpHas miatgopma OTKPHITOTO OOpa30BaHU)
(pecypchbl OTKPBITOTO OCTYTIA)

9. IlepeyeHb NPOrpaMMHOI0 odecneyeHuss U HH(POPMAIMOHHBIX CIIPABOYHBIX

CUCTEM
Tabnuma 9
IlepeyeHb NPOrpaMMHOro odecrneyeHust
HanmenoBanue
. I'on
Ne | pazgena yueOHOM HaumeHoBanue Tun
ABTOp pa3pador
n/n AUCHHUIINHBI NPOrpamMMbl NPOrpamMMblI KH
(MoayJis1)

Tema 7 [IepconanbHbIi

Opraauzanus MH(OPMaIIMOHHBIN

CUCTEMBI MEHEIKEP C i
1 MS Outlook FURED Microsoft 2007

AIIEKTPOHHOTO byHKIMAMU

JOKYMEHTO000poTa IIOYTOBOr'O KJIIMEHTA U

Groupware

Tema 9

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

AIIEKTPOHHOTO JIOKYMEHTO00O0poTa

JIOKYMEHTO0000poTa
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10. Onucanue MaTepuaJIbLHO-TEXHUYECKOH 0a3bl, HEOOXOAMMOI JJIA
OCylIeCTBJIEeHUs 00Pa30BaTEJIbHOI0 MPOLECCa MO AMCIHUIINHE

Taomuna 10

CgeneHus 00 00ecrie4eHHOCTH CIeNNATN3HPOBAHHBIMY ayUTOPUSIMHU,
KabuHeTaMMu, J1a060paTOPUSIMU

HanmenoBanue cnemuajbHbIX
noMeneHuid U moMeueHu i
IJISE CAMOCTOATEILHON
padoTbl (Ne yueOHOTO
Kopmnyca, Ne ayTuTopuu)

OcHaIEeHHOCTD CHENNAJBLHBIX IOMEIeHUH ¥ MMOMeIleH i
JJIS1 CAMOCTOAITEJIbHOM padoThl

Aynutopust i TPOBEICHUS
3aHATUNA JIEKIMOHHOTO THIIA,
3aHATUNA CEMHHApPCKOI0 THIIA,
KypPCOBOTO

MIPOSKTUPOBAHUS( BEITIOTHEHUS
KYPCOBBIX padoT), TPyNIOBBIX U
WHIMBUTYTBHBIX
KOHCYJIbTaIH, TEKYIIETo
KOHTPOJSI W TPOMEKYTOUHOU
attectauuu (kab. Ne 427 u).

29 ctoinoB, 78 CTyJAEeHYECKUX MECT, CTOJI JJIs MpernojiaBarels,
CTyJ JUld TpernojaBareis, AOCKa; CTON A coBemanuid, 10
CTYJbEB; HWH(POPMALMOHHBIE CTEHJIBI. MynsTHMEIUITHOE
obopymoBanue: mpoekrop 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 yCTaHOBJICHHBIM
MIPOrPaMMHBIM 00€CTICYCHUEM

ITporpammuoe obecnieucuue: Microsoft Office Professional Plus
2007 (Microsoft Open License Ned42906552 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 ot
04.12.2009); Microsoft Office (Microsoft Open Value
NeV6803162 ot 15.06.2020 / Jlunensuonnsiit goroBop Ne77-
089/1013/20 o nepenaye npaB Ha UCIOIb30BaHUE MPOTPAMM OT
05.06.2020); Google Chrome (Freeware)

Aynutopust s TPOBEICHMS
3aHATUH JICKIIMOHHOTO THIIA,
3aHATUI CEeMMHApCKOro TuIa,
KypCOBOTO MIPOEKTHPOBAHUS
(BBINIOJIHEHUS KyPCOBBIX padoT),
TPYTIIOBBIX ¥ WHIUBHUIYaJIbHBIX
KOHCYJIbTAIH, TEKYILEero
KOHTPOJSI W TPOMEKYTOUHOU
attectanuu (kabd. Ne 436 u).

[Tepeuens o6opynoBanus: 18 cronos, 52 cTyna, 1ocka, CTOJ s
mperoiaBaTensi, CTyJ Ul TpernojaBarenis, WH(HOpMAIMOHHbIE
CTeHJbl. MynbTuMenuitHoe oOopyaoBaHue: mpoekTop Acer
X1226H DLP Projector, skpan ais mpoektopa Cactus Triexpert,
HOyTOYK ASUS F3K ¢ BeixooM B IHTEpHET U yCTaHOBIECHHBIM
MIPOTpaMMHEIM 00ecIiedYeHueM

[Tporpammuoe obecnieuenue: Microsoft Office Professional Plus
2007 (Microsoft Open License Ned42906552 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 ot
04.12.2009); Microsoft Office (Microsoft Open Value
NeVV6803162 ot 15.06.2020 / JIunenzuouusiii gorosop Ne77-
089/1013/20 o nepenaye npaB Ha UCIOJIb30BaHUE MPOTPAMM OT
05.06.2020); Google Chrome (Freeware)

Aynutopust A7 TPOBEICHMS
3aHSATHA JICKIIMOHHOTO THIIA,
3aHATUI CEeMMHApCKOro THIIA,
KypCOBOTO MIPOEKTHPOBAHUS
(BBITIOJHEHUS KYPCOBBIX padoT),
TPYTIIOBBIX ¥ WHIUBHUIYaTbHBIX
KOHCYJIbTaIHH, TEKYILEero

Kowmmerotrepasie ctonsl (15 mir.); crymbst (15 mr.); paGouee
MECTO TIperojiaBarelisi; J0ocka ydeOHas; pabodas CTaHIUS
(Mmono6mok) tun 1 Lenovo Lenovo V310z (4 mr.); pabouas
crannusi (MoHoOnok) tum 1 Lenovo Lenovo V310z (1 mmr.);
kommneiorep DEPO Neos 460SE (1 mT.); KoMmbroTep:
I[M3BM"Karin Klerk" (9 mrt.), noaxitodeHubie kK cetr MHTepHeT.
[Mporpammuoe obecneuenne: Google Chrome, Cucrema
Koncynerantllioc, Microsoft Office
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KOHTpOJIA U IIPOMEKYTOYHOHN
arrectanuu (kab. Ne 424 H)

[Tomemenue st | 11 cronos, 24 cryma, cron Ui TpemnojaBaresis, CTYJ s
CaMOCTOSITEIILHOM paboThI | mpemnoaaBares, J0CKa, WHHOPMAIIMOHHBIE CTEH/IBI
obOyyaromuxcs (kad. Ne 423 n).

[Tomemnenue st | Kommerorepasie crosbl (15 mmr.); crymbs (15 mr.); pabouee
CaMOCTOSITEIILHOM paboThl | MeCTO TpenojaBaress; Jocka yuyeOHas; pabodas CTaHIUS

obyuarontuxcs (kad. Ne 424 u) (mono6mok) tum 1 Lenovo Lenovo V310z (4 mit.); pabouas
crarmms (MoHoOmok) Tum 1 Lenovo Lenovo V310z (1 mir.);
kommbiorep DEPO Neos 460SE (1 1mT.); KOMIBIOTED:
I[MI3BM"Karin Klerk" (9 mit.), moakito4deHHbIe K ceTi MIHTEpHET.
ITporpammuoe obecneuenue: Google Chrome, Cucrema
Koncynbrantlliroc, Microsoft Office

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

O0pa3zoBaTenbHbIA TPOLECC IO JUCUUIIIMHE OPraHU30BaH B popMe yueOHBIX
3aHATUNA (KOHTaKTHas paboTa (ayJIUTOPHON W BHEAYyAUTOPHOMN) 00Oy4aromIMXCs C
IpernoJiaBaTesieM U caMoCTosATeNbHas paboTa oOy4Jaromuxcs). YueOHble 3aHaTus (B
TOM 4YHCJ€ TI0 pealu3alli TPAKTUYECKON TMOATOTOBKU) MPEICTaBICHBI
CICIyIONMMU  BHUJAMH, BKJIIOYass Yy4yeOHbIC 3aHATHS, HaAIpaBJCHHbIE Ha
IPAKTUYECKYIO0 IMOATOTOBKY OOY4YalOIIMXCS M MPOBEACHHUE TEKYIIETO KOHTPOJIS
yCIEBaeMOCTH:

JEKIUH (3aHATHS JICKIIMOHHOTO TUTIA);

MPAKTUYECKHE 3aHITHS,

caMocCTosATeNbHasg padoTa 00yJyaroumxcs.

Ha y4eOHBIX 3aHATHSAX OOydYarommecs BBHITIOTHSIOT 3aIUIAHUPOBAHHBIE HACTOSIIEH
IPOrpaMMOil OT/IeIbHBIC BUIBI YI€OHBIX pabOT, B TOM YHCIIE OTAEIBHBIX SJIEMEHTOB
paboT, CBsI3aHHBIX ¢ OyAyIiel MpodhecCUOHAIBHOMN NESITETbHOCTBIO.

[lpn w3ydeHmn Kypca IeIecOO00pa3HO TPUIEPKUBATHCA  CIIEAYIOIIEH
MOCIIEI0BATEIHLHOCTH:

1. Jlo nocewjenus nepgou nekyuu.

a) BHUMATEJIHHO NMPOYUTATh OCHOBHBIE MOJIOKEHUS TPOTPAaMMBI Kypca;

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

2. Ilocne nocewjenus nekyuu.:

a) yrayOJieHO W3YYUTh OCHOBHBIE TIOJOKEHHUS TEMBI MPOTPaMMBbI  TIO
MaTepHuaiam JICKIINH U PEKOMEHTyeMbIM JTUTEPATYPHBIM UCTOYHUKAM;

0) TOTIOTHUTH KOHCITCKT JICKIIUHA KPAaTKUMH OTBETaMH Ha KaXKIbIii KOHTPOJIbHBIH
BOTNPOC K T€ME W TMPHU BO3MOXKHOCTU BBIMOJHHUTH 3aJaHUE ISl CaMOCTOSTEIhHOU
paboThI;

B) COCTaBHUTb CIIUCOK BOITPOCOB TSI BEISICHEHUS BO BPEMS Ay IUTOPHBIX 3aHSATHH;

I') MOATOTOBUTHLCS K MPAKTHUCCKUM 3aHSTHSIM.

3agaHuss Ui CaMOCTOSITEJILHOM pPaOOThl CTYJCHTOB SBIISIOTCS COCTABHOM
4acThIO0 y4eOHOTO Tpoliecca. BolmonHenne 3aaanuii ciocoOCTBYET:
v’ 3aKpEIIEHUIO ¥ PACIIMPEHHIO ITOJYIEHHBIX CTYAEHTAMH 3HAHUH 10 H3y4aeMBIM
BOIPOCaM B paMKax y4eOHou aucturumabl «ckyccTBeHHbIi nHTEEKT B ATTK)
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v’ Pa3BUTHIO HABHLIKOB PabOTBl ¢ HOPMATHBHO — IPABOBBIMH JOKYMEHTaMH M
CIIELIHAJIBHOU JINTEPATyPOU;

v/ pa3sBUTHIO HABBIKOB 00OOIIEHHS U CHCTEMATH3AIINKH HH()OPMAITHH;

v OpMHPOBAHHIO MPAKTHYECKAX HABBIKOB IO TOATOTOBKE MHCHMEHHBIX
3aKJII0YCHUM;

v/ pasBUTHIO HAaBBIKOB aHaJIM3a W HWHTEPIPETAIMH JAHHBIX CTATHCTHKH,
BBISIBJICHUSI TEHICHIIMIA N3MEHEHUS [TOKa3aTeNeH.

BaxxHOoCTh caMOCTOATENBHON PabOTHI CTYJEHTOB OOYCJIOBJIEHA MOBBIIIEHUEM
TpeOOBaHUIl K YpPOBHIO IHOJTOTOBKU CHEIMAJIMCTOB B COBPEMEHHBIX YCIOBHSX, B
YACTHOCTH, HEOOXOAMMOCTBIO MPUOOPETEHHs] HABBIKOB CaMOCTOSITEIBHO HaXOAWUTh
MH(POpPMAIIMIO B PA3JIMYHBIX HCTOYHUKAX, €€ CHUCTEMAaTU3UPOBATh; /1aBATh OLICHKY
KOHKPETHBIM NPAKTHUUECKUM CUTYyallUsM; COOMpaTh, AHAIU3UPOBATh HCXOJHBIE
JaHHbIC, HEOOXOAMMBIE JUJISl BBINOJIHEHUS TpaUUYECKUX IMPOEKTOB; OCYLIECTBIIATH
cOop, aHanu3 U 0OpaOOTKY JAaHHBIX, HEOOXOJMMBIX ISl PELICHUS] MOCTABICHHBIX
3ajay.

3agaHus IS CaMOCTOSITENIBHOM pa0OThl BBINOJHSIOTCS CTYJIEHTaMHU BO
BHEAYJUTOPHOE BPEMSI.

Buab! 1 popmbl 0TPAOGOTKH NPONYIIEHHbIX 3AaHATHH

CtyaeHT, NponyCTUBIINNA JIEKIIMOHHBIE 3aHATHSA 0€3 YBaKUTEIBHOW MPUUUHBL,
00s13aH MOATOTOBUTH pedepaT 1o TeMe MPOIYIIEHHBIX JIEKIUI U 3alUTUTh €T0 Ha
OLIEHKY HE HMKE€ YJIOBJIETBOpUTENbHONU. CTYIEHT, HE OTPa0OTaBIINH JIEKIIMOHHBIE
3aHSTHS, HE IOIIYCKAETCs K UTOTOBOMY TECTY I10 JUCLMILIAHE.

[Ipormycku NpakTUYECKUX 3aHATHI TOJIKHBI ObITH OTpaOOTaHbI B
KOMITBIOTEPHOM KJIACCE — CTYJEHT JIOJDKEH BBIIIOJIHUTH BCE IPELYCMOTPEHHBIE
paboueit mporpaMMoi MPaKTUYECKHUE 3aaHHUS.

CryneHT, He 0TpaOOTaBIIMI NPOMYIICHHbIE 0€3 YBAXKUTEIbHOW MPUUHHBI
3aHATHS M HE CIIABIINN HA MOJIOKUTENbHYIO OLIEHKY UTOTOBBIN TECT MO JUCLUIUIMHE,
MOJIy4aeT OLUEHKY «HE 3a4TeHO» Ha MPOMEXYTOYHOM aTTeCTaLUU.

12. Meroauyeckue peKOMEHAALUHM MPENOAABATEIAM 10 OPraHU3alMu 00yYeHus!
10 JUCHHMILINHE

JInst mydiiiero ycBoeHus MaTepuaia CTyAeHTaMU MPEeToIaBaTeN0 PEKOMEHIYEMCS
B IIEPBYIO OYEPEIb O3HAKOMUTHh UX C MPOTPaAaMMOK Kypca U KPATKUM H3JIOKEHUEM
Marepuaiga Kypca, MpeICTaBICHHOTO B 00pa30BaTEeIbHOW MporpaMMe JAUCITUTIINHEIL.
Jlajiee Ha JIEKIMOHHBIX 3aHATHUSIX MPENOJABATENb JOJKEH JOBECTH IO CTYICHTOB
TEOPETUYECKUN MaTEepHUall COTJIaCHO TEMATHKE U COJIEPKAHUIO JCKIIMOHHBIX 3aHATHH,
IIPEJCTABICHHBIX B paboueii mporpamme.

Jlexium  ABAAIOTCS OJHHM W3 OCHOBHBIX HWHCTPYMEHTOB OOydYeHUS
cTyneHToB. MHbopMaIimoHHBIN TOTEHINAI JEKIIUUA JOCTATOYHO BBICOK.

1. D10 comepxkaTeabHOCTh, TO €CTh HAJTUYHUE B JICKIIUU TPOBEPEHHBIX
CBEJICHU;

2. HudbopmMaTUBHOCTH - CTEIIEHh HOBU3HBI CBEJICHUMN, TTPENOTHOCUMBIX
JIEKTOPOM;
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3.  NuddepennupoBaHHOCTh HHPOPMAIIUH:

- dakTHdeckas, pacKphIBaloIas HOBbIE TTOAXObI, Pa3pabO0TKH, HICH
HAy4YHOMW MBICJIY;

- OIICHOYHAsI, 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, UCIIOJIb3yEMbIX B YIIPaBICHUU
rpynmamMu, Ipou3BOIACTBOM; OOIIIECTBOM.

HayuHblil moTeHIMal JEeKIMK BKIIOYAET HayYHbIE COOOIIEHHS (TEOpPETHUECKHE
000011eHNs, PaKTHUYECKHUE 10KA3aTeIbCTBA, HAyUHble OOOCHOBAaHUS (PaKTUUECKHUX
BBIBOJIOB, PACCTAHOBKA aKIIEHTOB IIPH MCIOJIb30BAHUM HOPMATUBHO-TIPABOBOM 0a3bl,
peryaupyroiel paccMaTpuBaeMblil BU J€STEIBHOCTH. .

B cBsi3U C BBIIEU3I0KEHHBIM, BaKHO HAYYUTHCS MPABUILHO KOHCIEKTUPOBATH
JICKIIMOHHBIA MaTepuan. ITO HE O3HAYaeT, YTO JICKIIMH HYXXHO 3aITMCHIBATH CJIOBO B
CJIOBO, CJIEYET 3aMKChIBaTh CAMOE TJIABHOE, TO €CTh KITIOUEBBIE CIIOBA, TIOJOKCHUS
W OmpeAeieHHs, JelaTh CHOCKM Ha HOpMaTuBHBIE akThl. COOCTBEHHO CIIOBO
«KOHCTIEKT» IMPOUCXOJHUT OT JIATUHCKOTO CONSpPectus -o030p, KpaTKoe H3II0KEHUE
coJlepKaHusl Kakoro-imbo counHeHus. Kpome Toro, HEOOXOAMMO OTMETHTB, UTO
BEJICHUE KOHCIIEKTOB, MHAYE 3aIMCEH, CBA3aHO C JIYYIIUM 3allOMHHAHUEM MaTepHuaia
KaK JIEKIIMOHHOTO0, TaK U yuTaeMoro. Cienys rmpaBuiiaM: «4UTai U MUAIINAY», «CIyIIan
U MHIIW», MOKHO YCIEIIHO OBJIQJIETh 3HAHUSIMHU, HE Mpuderas K JOMOTHUTEIbHBIM
YCUITHSIM.

OnHako, KOHCIEKTUPOBATh JIEKIMH HEOOXOAUMO TaKUM 00pa3oM, YTOOBI
CKJIaJIBIBAJIOCh BIIOJIHE OMNpEJeJIeHHOE TNpEeACTaBICHUE O TOW HIU HUHOHU
npobiemMe, TO €CTh C€ IMOCTAaHOBKE, MOCIEACTBHUSIX W MYyTSIX pemieHus. Takxke
MO/IJICKUT paboTaTh U C JIFOOOU IUTepaTypoi. B mpoliecce 03HaKOMIIEHUS C TEKCTOM
CTOUT, Ja ¥ HEOOXOAUMO 00pamaThCs K CIOBAPSM; U CIIPABOYHUKAM, BBITHCHIBAS
HOBBIC CJIOBA, TEPMHUHBI, CJIOBOCOUCTAHUS, MHTEPECHBIC MBICIIH U TTpoYee.

Hcnonb3oBaHue HOBBIX HMH(POPMALMOHHBIX TEXHOJOTUWA B LMKJIE JIEKUUH U
MPAKTUYECKUX 3aHATHH MO0 AWCIHWIUIMHE ITO3BOJISIOT MaKCHUMabHO 3(PQPEKTHUBHO
3aIeCTBOBATh M HCIIOJIB30BaTh HWH(POPMAIMOHHBIN, WHTEIUICKTYaJbHBIM U
BPEMEHHOW TOTCHIMAJ, KaK CTYASHTOB, TaK M TPEMOAaBaTesc I peaan3alriu
MOCTaBJICHHBIX Y4eOHBIX 3amad. [Ipexkne Bcero, 3T0 BO3MOXKHOCTH TPOBECTH B
HarsIAHOW (popMe HEeoOXOIUMBIN MOBOPOT OCHOBHBIX TEOPETUYECKUX BOIPOCOB,
OOBSICHUTh METOAWKY pEIIeHUs NPOOJeMHBIX 3aJa4 y4eOHOW CHTyalluu W
AKTUBU3UPOBATh COBMECTHBIM TBOPYECKUU IIPOLIECC B ayaAUuTOpuu. B HgaHHOM
cllydae Takxke obOecrieunBaercs oOyuaromuil 3h(deKT, mockoiapKy uHbOpMalus Ha
ClIaiilax HOCUT WJIM 00000 XapaKTep YK€ MU3BECTHOTO y4yeOHOro maTepuara,
WM SIBJISIETCS JIJIS1 CTYZICHTOB MPUHITUITMATBHO HOBOM. OCHOBHBIE TIEJT TPAKTUIECKUX
3aHATUU:

- WHTETPUPOBATH 3HAHUS, TTOJIYYCHHBIC 110 IPYTUM TUCIUTIINHAM JAaHHOTO
HaIpaBJICHUS U aKTUBU3UPOBATh WX MCIOJIL30BAHUE, KaK B Clydac PEIICHUS
IMOCTABJICHHBIX 3a/1a4, TAK U B JAJIbHEUIIEH MPAKTUYECKOU IEATEIbHOCTH;

- MOKa3aTh CIIOKHOCTh M B3aMMOCBSI3aHHOCTH TPO(ecCHOHATBHBIX
po0JIeM, pelraeMbIX CIICIHAINCTAMH Pa3HBIX HANpPaBICHUN B IEIAX
JOCTKEHUSI MAaKCUMaNbHON 3P (PEKTUBHOCTHU pelIeHHs MPOoPecCHOHATBHBIX 3a1a4.
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Jns 3akperieHuss yd4eOHOro Marepuajga Ha CEMUHAPCKUX U
MPaKTUYECKUX 3aHSATHUSAX CTYAEHTHI BHICTYNAIOT C IOKJIaJaMU, PEIIaoT
KOHKPETHBIE 3a]1a4l, MaKCUMaIbHO MPUOJIMKEHHbIEC K PEAIbHBIM
MIPOU3BOJICTBEHHBIM CUTYaLIUSIM.

Kak B pokmanme, Tak m B pedepaTre NPHUHATO paccMaTPpUBATH IOCTAHOBKY
npoOJieMbl, €€ aKTYaJlbHOCTh, MPAKTUYECKYI0 peaau3aluio ¢ ONpe/esICHHEM
U3BECTHOrO B3risAna Ha mpobiemy. JKemarenbHo, 4YTOOBI OBUIM  OTPaKEHBI:
aKTyaJlbHOCTh M TMpPAaKTUYECKass 3HAYMMOCTh BBIOPAaHHON TeMbl, OTpaKEHUE €€ B
Hay4YHOU JIUTEpaType, U3JI0KEHA CYTh U COAEPKaHUE TEMbI, BO3MOKHBIE HAIPABICHUS
Pa3BUTHSA, & TAKIKE BBIBOJIBI U MPEITIOKECHHUS.

Heckonbko MHOE 3HaYE€HUE HMEIOT TECTOBbIE PabOThl. DTO TaKXKe IPOBEPKa
YPOBHS 3HaHHH, MPUOOPETAEMBIX CTYJICHTAMH HA JEKIMIX U MPU CAMOCTOSI TEIHHOM
pabote. OHU BBIOJIHAIOTCS MUCbMEHHO U CAIOTCS JIJIsl IPOBEPKHU MPEToaBaTeNo.

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

Ecnu mo kakuM-TO mNOpUYMHAM CTYJEHTOM OBLJIO TMPOMYIIEHO 3aHSTHE,
HEOOXOJMMO B KpaTyallllue CpPOKM Ha3HAYUTh Jary OTpabOTKU 3aHATUSA B
COOTBETCTBUM C TIpadUKOM KOHCyJbTalui mpenoaaBarenisa. CTYIEeHT JTOJDKEH
CaMOCTOATENFHO Pa300paTh MPOMYIIEHHYI0 TeMy (BOCCTAHOBUTH KOHCIEKT JICKIIUH,
pazo0parth 3aJaHUs MPAKTUYECKOTO 3aHATHSA), BBINOJIHUTH CAMOCTOSTEIBLHOE 3a1aHHE
MO TMPOIMYLIEHHON TeMe W 3alUTUTh ero. J[[ias oTpaboTKu MpOIMyIIEHHBIX 3aHATHN
HEOOXOJMMO TPENJIOKUTh CTYACHTY BBINOJHUTh HWHAUBHUAyaJIbHOE 3a/laHUe,
3aKJII0YAloNIeecss B PEIICHUWH 3a/Jauyd [0 MPOMYIIEHHON TeMe ¢ MOAPOOHBIMU
MOSICHEHUSIMU, 0()OPMIIEHHOE B BUJIE METOIMYECKHUX YKA3aHUM TNOO Mpe3eHTAIIHH.

3asepuiumo usyuenue OUCUUNIUHDBL Ye1ecO0OPA3ZHO GbINOJIHEHUEM MECMOE
03 npoeepKu yceoeHus yueonozo mamepuana. Ilodoonwvlit no0xo0 nozeonum
CMYyOeHmam J102UYHO U ROCIE006AMENbHO 0C6AUBAMb MAMEPUA U YCHEUIHO
RpOUMU UMO208Y1I0 AMMECMAYUIO.

Ecnu mo 3aBepiieHun cemecTpa y CTYJAE€HTa OCTAJIMCh HE 3allUICHHBIC
MPAaKTUYECKUE pPabOThl, BBIMOJHEHHbIE HAa KOMIBIOTEPE, JIMOO HE BBIMOJHEHHBIC
CaMOCTOSITETIbHBIE 3aJaHusl WJIM TECThI, a TAKK€ HE OTpaOOTaHHBIE MPOMYIICHHBIC
3aHATUA, TPU clHade 3a4éra CTYACHTY NPEMJIaraloTcs [JJs  BBINOJHEHHUS
JIOTIOJIHUTENbHBIC 33JJaHUSI IO COOTBETCTBYIOLIUM TEMaM.

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