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Cemectp 10
B pabouyio nporpaMmy BHOCATCS CJIEAYIOIIHE H3MEHCHHUS:

1. JIONOJIHEH CIIUCOK JINTEPaTyPHl.

1.

['oTtoBoe pemrenue: Kak opraHu3oBaTh JIEKTPOHHBIA KaJIpOBBIH JIOKYMEHTOO00pOT B
opranmzaumn (IToarorosneno crennamctamu AO Koncymsrant Ilmoc, 2026) // CIIC
Koncynwrantl Lmroc.

[IyreBomuTeNb. DJIEKTPOHHbIE IEPBUYHBIE YYETHBIE JIOKYMEHTbI H  PErHCTPBHI
Gyxranrepckoro ydera yupexaenuii mno Ilpukasy Mundusa N 61 / CIIC
Koncynsrantl Iimoc. 2026.

Tunosas curyauus: Kak opranusosars D10 ¢ kontparentamu (M3narensctBo "l naBHas
kaura", 2026) // CI1C Koncynsrantl toc. 2026.

TumnoBast cuTyanusi: DIEKTPOHHBIH KaJpOBbIH JOKYMEHTOOOOPOT: Kak IEPEHTH H
npumensTh (M3aarensctBo "['naBuas kuura", 2026) // CIIC Koncynsrantl Loc. 2026.

—

Pa3zpaboTuuk: Typuaesa W.H., K.3.H., TO1EHT Q_%

Pabouyas nporpaMma mnepecMOTpeHa M OJ00peHa Ha 3acellaHuH Kadeapbl MH(OPMALMOHHBIX
TEeXHOJIOTHH, ydeTa ¥ 9KOHOMHYECKOH 0e30MacHOCTH
npotokoa Ne 9 ot «20» mas 2026 r.

3apeyronuii kadgepoi HHPOPMAIIMOHHBIX TEXHOJIOTHHH,
ygeTa ¥ SKOHOMHUYECKOH 0€3011aCHOCTH

% E.B. ®enorosa

¥
#




YTBEPXJIAHO:
1.0.3am. 1upexpopa no yuedHoii padbore
v as T.H. IInmkuna

e bn /S 2025 r.

JIMcT akTyajam3anuu padoyeii mporpaMMbl JUCHMILIIMHbBI
«JIeKTPOHHBIH JIOKYMEHT0000POT

JUIS TIOATOTOBKH CIIEIIHAIIMCTOB

CrnennanbHocTh: 38.05.01 DxoHOMMUUYECKast OE€30IMACHOCTD

Crenuanu3anusa « 9KOHOMHKO-IIPaBOBOE 00eceUeHNE YKOHOMUYCSCKON 0€30I1aCHOCTHU
®opma 00yueHHs OYHas, 3a04Has

Kypc 5

Cemectp 10

B paGouyto nporpaMMmy BHOCSATCS CIAEAYIOIINE U3MEHEHUS:

1. JIonoJIHEH CHMCOK JIUTEPATYPhl.

1 YepuukoBa, C. A. CereBble TEXHOJOTUU U SJIEKTPOHHBIM TOKYMEHTOOOOPOT : METOJIUYECKHE
PEKOMEHIAIMU IS CaMOCToATeIbHOU paboThl oOyvaromuxcs / C. A. Uepnukosa, C. A. IlecTpukos. —
Ilepmp : IlepMckuii rOCyIapCTBEHHBIM arpapHO-TEXHOJOTMYECKMM yHHMBepcuTeT uMm. akax. [ H.
[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
JIOKyMEHTOB (nororosiieHo cneruanucramu Koncynerantllntoc, 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 Koncynsrantllmtoc, 2025)
7. *Bompoc: Kakue ycraHOBIIEHbI NpaBujia A BHEJIPEHHs] DJIEKTPOHHOTO JOKYMEHTooOopoTra?
(Koncynpranus sxcnepta, [Tonroronena mis cuctemsr Koncynprantllinroc2025)

*CnpaBouHas cucrema Koncynsrantllmoc

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

Pabouass mporpamMmma mnepecMoTpeHa u ojo0peHa Ha 3acenaHuu Kadeapsl HHOOPMAIMOHHBIX
TEXHOJIOTHH, y4eTa U SKOHOMHUIECKON 0€30IMacHOCTH
npotokoi Ne 9 ot «20» mas 2025 r.

3aBeayroumii kagenpoit nHGOPMAITMOHHBIX TEXHOJIOTHH,
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JIuer akryammszanun paboueit nporpaMme! AHCHHILIHEB]
«INeKTPOHHBII J0KYMEHT0060pOT

JUIA MOJIrOTOBKH DakanaspoB
Cnenuansiocts: 38.05.01 DxonoMmuueckas Ge3onacHoCTs

Cremmamsanus « DkoHOMHKO-TIpaBoBoe olecneyenue sKoHoMIYeckoil GesonacHocTy
Gopma obyueHHs ouHasd, 3a04HAS

Kype 4~

Cemectp 70

B pabouyio nporpaMMmy BHOCHTCS CeAYIONIHE HIMEHEHHS:

1. JlononHeH ciHCOK IHTEpaTyphL.

1. Tlncemo Munduna Poccun ot 01.04.2024 N 02-06-06/29423 "MeTtouyeckue peKoMeHIaIHK
Mo TNPHMEHEHHIO OTJCNBHBIX YHH(HUHPOBAHHBIX (OPM  INMEKTPOHHBIX  JIOKYMEHTOB,
YTBEPHKICHHBIX NpHKa3oM N 61H, B pamKax peanusalyu 3JeKTPOHHOTO AoKyMeHToobopora" //
CIIC Koncynpsrant I'lmoc. 2024.

2. Byaunx, P.A. IlpasoBoe perymupoBanue 3/EKTPOHHOIO HOKyMeHTooGopora: yueGHoe
nocobue juist By3os / P. A. Bynuuk ; nox penakimueit M. A. ®eyorosa. — 2-e u3A., nepepad. n
mon. — Mocksa : Hsparenserso IOpaiit, 2024, — 70c.— (Beicmee obpa3osanne). —
ISBN 978-5-534-17208-9. — Texker : anexrponusii / OGpasosarensuas miardopma IOpaiir
[caiiT]. — URL: https://urait.ru/bcode/544884

3. Ilyresoamrens. DNEKTPOHHEIE IEPBHYHEIE YUeTHBIE IOKYMEHTHI H perucTpsl Gyxranrepekoro
yuera yupexenuii // KoncynwranrlLnoc, 2024.

Pazpaborumnkm: Apnanuesa E.P., k.9.1., gouent, Typuaesa U.H., k.2.1., ouenT

Pabouas mporpamma mepecMoTpera u onoOpena Ha 3aceganun kadeapsl HHOOPMAIHMOHHBIX
TEXHONOrHi, yueTa 1 3KOHOMHYECKO# Oe30nacHoCTH
npotokon Ne 9 or « 22 » man 2024 r.

3asenytonuii kadeapoii //jfﬂf E.B. ®enotona
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Jlner akryanusauuu paGoyeil nporpaMmbl AHCUHILTHHBI

B.02.02 DaekrpoHnbli JOKYMEeHTO000pOT

HHAELKC no y‘ltﬁHOM}' NaHY, HAUMCHOBAHHE

U MoAroToBKH CrieyHaltMcToB
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Kype 5

Cemectp 10

DKOHOMHKO-TIPaBOBOE

obecnieyeHmue IKOHOMHYECKOH

B paﬁo'iyfo nporpaMMy HE BHOCATCA H3IMEHEHHA.

Pazpaborynk: Muwus IT.H., K.3.H.
(PHO, yueHas crefienh, YUeHOE I8LHNE)

Pabouas

nporpaMMa nepecMoTpeHa M oao0pena Ha 3acellaHMH

s

«17» mas 2023 r.

Kadeapb

HH(pOPMALIHOHHBIX TEXHOJIOIHH, y4eTa H IKOHOMHYECKOH De3onacHoCTH

npotokon Ne 10 ot «18» mas 2023 r.

3aseaytowuii kadeapoi

/ H.A. Kokopes /
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«Th oF 2022r.
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AHHOTAIUA

paboueit mporpaMMbl Y4eOHON TUCIIUIUIAHBI
b1.B.J1B.02.02 DneKTpOHHbBIA JOKYMEHTOOOOPOT
JUIS IOATOTOBKH CIIEIHAINCTa
o crenuagbHOCTH 38.05.01 DxoHOMMYECcKast 0€3011acHOCTh
CrieruaIn3anu JKOHOMHKO-TIPABOBOE 00ecTIieueHne YKOHOMUIECKOI 0€30IMacHOCTH

Heab ocBOeHMs AUCHUIIMHBI: HAYYUTh CTYJEHTA PElIaTh 3a/1a4M, CBSI3aHHbIE
C mnepexoloM K 0e30yMaXHOW TEXHOJOTWH YHPABICHHS SKOHOMUYECKUMH
CUCTEMaMH IIyTEM MCIOJIb30BAaHUS CPEJICTB aBTOMATU3ALIMH ITPOLIECCOB COCTABJICHHUS
U BBOJA S3JEKTPOHHBIX JOKyMeHTOB (D/]), ux oOpa®oTKu, XpaHEHHs, MOHUCKA U
Nepefadn, a TaKXKe IMPOLECCOB IUIAHUPOBAHUS JIOKYMEHTOOOOpoTa M Ou3Hec-
MPOLIECCOB, KOHTPOJISI UCIIOJIHEHM I, AHAJIN3a U COBEPIIEHCTBOBAHMUS.

MecTO AUCHMIIMHBI B Y4eOHOM IIaHe: JTUCUUIUIMHA BKJIIOYEHA B MIEPEUYCHb
JUCHMIUIMH ydyeOHoro r1uraHa 1o croenuainbHoct 38.05.01 DOxoHOoMHYecKas
0e301acHOCTb, (HOPMUPYEMBIN YHYaCTHUKaAMH 00pa30BaTEIbHBIX OTHOLLIEHUI.

TpeOoBanuss K pe3yabTaTaM OCBOCHUSI JIMCHUILUIMHBI: B pE3yJbTaTe
OCBOEHUS AUCHUIUIMHBI (POPMUPYIOTCS CIETYIONINE KOMIIETEHIH
—  IIKoc-4. Crioco0OeH miaHupoBaTh, KOOPAUHUPOBATH U HOPMATHBHO

o0ecreynBaTh ayAUTOPCKYIO MPOBEPKY, 00ECIEYNBATH HHTEIPALIAIO

NEeSATENbHOCTH MOAPA3ICICHUN MO YIIPABIECHUIO PUCKAMH B

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

TPYZAOBOE, IPAXKIAHCKOE, AAMUHUCTPATUBHOE 3aKOHOIATEIBCTBO

Pocculickon ®@enepanuu, NpakTUKy TPUMEHEHHUS

3akoHojaTeascTBa Poccuiickoit @enepanun 06 ayTuTOpCKON

JESITeIbHOCTH, O OyXTraJTEpCKOM y4YeTe, O COLMaIbHOM

CTpaxOBaHUU U 00ECTICYEHUHU U KOPIIOPATUBHOM YIIPaBIICHUH,

HaJIOTOBOT0, IPaXXIAHCKOT0, TPYAOBOI'0 3aKOHOIaTEIhCTBA

Poccutickoit @enepaiuy, OCHOBHBIE 3aKOHOIATEIbHBIE U

HOPMAaTHBHBIE MPABOBBIE aKThI, OTHOCSIIHECS K 00JaCTIM

MIPOBEPKH;

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

aHAJIM3UPOBATh U KOOPAUHUPOBATH 00bEM PadOT KaKI0TO

COTPYJHUKA NOAPA3/ACIICHUS, CTABUTH 33/1a4yl B COOTBETCTBUU C

HOpPMaMHU TPYAOBOT0, FPAXKIAHCKOTO U aAMUHUCTPATUBHOTO

3akoHomarenbcTBa Poccuiickon denepauu, OCHOBHbIMU

3aKOHOJATEIbHBIMU U HOPMATUBHBIMU MPABOBBIMU aKTaMHU,

OTHOCSIIUMUCS K 001aCTsIM TIPOBEPKH;

—  IIKoc-4.3 BnaneTs HaBbIKaMH JIEKOMITO3UIIMH CTPATETHUECKUX

1eJIe Opra"u3aliy B 3a/1a4u oApasieiacHus, GOpMUPOBAHUS

PUCK-OPUEHTHUPOBAHHOTO TUIAHUPOBAHHUS, COTJIACOBAHUS U

YTBEPKJICHUS [IJIAHOB U MPOTPaMM MIPOBEPOK, PYKOBOJICTBA

MOJTOTOBKOM OTYETa U 0OCYKIEHUS PE3YIbTATOB MPOBEPKU C

YIOJHOMOYEHHBIMU MPEICTABUTEIISIMHU.



Kpartkoe copep:kanue IuCHUNIMHBI:

JucuuninuHa «JIeKTPOHHBIA JOKYMEHTO000POT)» MpeoiaraeT BEIpadoTKy y
oOydaromuxcss KOHIENTYadbHBIX MPEACTABICHUH O TPUPOJIE U  CYLIHOCTH
IPUMEHEHUS 3JIEKTPOHHON CUCTEMBI YIIPABIICHUS JOKYMEHTOOOOPOTOM B Pa3IMYHBIX
chepax IKOHOMUYECKOW MEeATENBHOCTH, (POPMHUpPOBAHUE M 3aKPEIUICHHE HAyUYHBIX
IIPEACTABICHANM, 3HAHUM M ONbITA JEATEIBHOCTH O COBPEMEHHBIX METOAaX
OpraHu3allid M MCIHOJIb30BaHUSA  DJIEKTPOHHOM  CHCTEMBl  YIIPABICHUSA
JIOKYMEHTOOOOpPOTOM.

OO01mas TpynoeMKoCTh IMcHUIINHBL: 144 yaca / 4 3au4. ef.
IIpoMeKyTOYHBIN KOHTPOJIb: 324€T C OLIEHKOM.



1. lleanb ocBOeHNSI JUCHUILIHHBI

[{enpt0 OCBOCHUS MUCHUIUIMHBI « DJEKTPOHHBIN JOKYMEHTOOOOPOT» SIBISIETCS
pa3BUTHE Yy CTYJEHTa HaBBIKOB peElIaTh 3aJayd, CBS3aHHBIE C MEPEXOJOM K
0e30yMa)XHOM TEXHOJOTMM YIPABICHHUS SKOHOMUYECKHMMHU CHUCTEMaMH IIyTEM
UCIIOJIb30BAaHUSI CPEJCTB ABTOMATH3alMU IPOLECCOB COCTABJICHHS W BBOJA
AIEKTPOHHBIX AO0KyMeHTOB (D/]), nx 00paboTKu, XpaHEHUs, MMOMCKA U TIepenayu, a
TaK>Ke MPOLIECCOB TUTAHUPOBAHUS JOKYMEHTO000POTa U OU3HEC-TIPOIIECCOB, KOHTPOJIS
WCIIOJIHEHHUSI, aHATIM3a U COBEPIICHCTBOBAHMUSI.

2. MecTO IMCHMILUIMHBI B y4e0HOM mpouecce

JucuuninuHa «IeKTPOHHBIN TOKyMEHTOO00pOT)» peann3yercs B COOTBETCTBUN
¢ TpeboBanusamu OI'OC, OITOIT BO u Yue6Horo miaHa no cneruaibHocty 38.05.01
DKOHOMMYECKas 6€30MacHOCTb.

[IpenmecTByOmUMU KypcaMy, Ha KOTOPBIX HEMOCPEICTBEHHO Oasupyercs
JUCHUIUIMHA «DJEKTPOHHBIA JOKYMEHTO0OOpOoT» sBistoTcs «KynbTypa peun u
nenoBoe obmenne», «MHOOKOMMYHUKAIIMOHHBIE CUCTEMBI U CETH», «YTPABICHHUE
nM(POBBIMU NPOAYKTaMU U NpoeKkTamu», «ERP-cucteMbl B OU3HECe.

Pabouass mporpamma JUCHUIUIMHBI «DJIEKTPOHHBIM JOKYMEHTOOOOPOT» s
WHBAJIMIOB U JIML C OTPAaHUYEHHBIMA BO3MOKHOCTSIMU 3JI0pPOBbsl pa3pabaTbIiBaeTcs
WHIUBUIYAJIBHO C  YY4E€TOM  OCOOEHHOCTeM  MNCHUXO(U3UYECKOTO  pPa3BUTHA,
WH/MBHU1yaJIbHBIX BO3MOKHOCTEHM U COCTOSIHUS 3[I0POBBS TAKUX 00YyUarOIIUXCS.

3. IlepeyeHs MIIAHUPYEMBbIX Pe3yJbTATOB 00y4eHHS 10 TUCHHUILIINHE,
COOTHECEHHBIX C INIAHUPYEMBIMH Pe3yJIbTATAMHU 0CBOCHUS 00Pa30BaTeIbHOM
NporpamMmblI

N3yyenue naHHOW y4uyeOHOUW AMCLMIUIMHBI HAlpaBieHO Ha (OPMHUpPOBAHUE Y
oOy4Jaronmxcsi KOMIETEeHIINH, MpeCcTaBIeHHbIX B TabiuLe 1.

4. CTpyKTYypa U coAepKaHUue TUCUUILIMHBI

4.1 PacnpenesieHue TPYI0EMKOCTH AUCHUILIUHBI IO BUAaM padoT
1o ceMecTpam
OO6mast Tpya0EMKOCTh MUCHMIUIMHBI cocTaBisieT 4 3au.en. (144 waca), ux
pacmnpeneneHue o BUaaM padoT U ceMecTpaM MPEICTaBICHO B Tabiumiie 2.



TpeﬁoBaHml K pe3yjabTaTaM 0CBOCHHUS yqeﬁHoﬁ AUCHUIIIMHBI

Tadmuma 1

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

Poccutickoit @enepanuu,
OCHOBHEIE 3aKOHOIATEIbLHbBIE
Y HOPMATHUBHBIC TPABOBBIC
aKThI, OTHOCSIIHECS K
00JacTaM MPOBEPKHU

3aK0HOIaTeILCTBOM Poccuiickoit
®denepann, OCHOBHBIMU
3aKOHOJATEJILHBIMU 1
HOPMATUBHBIMU MIPABOBBIMU
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. |Cmocoben IIKoc-4.1 3HaTh oTpacieBbIe OTpacyeBbIe CTAHIAPTHI IO | 00ECIIEIMBATh HHTETPAITHIO OTpPAacICBEIMHU
IJIaHUPOBATD, CTaHJAApPTEI 110 YIIPABJICHUIO YHpaBJIICHUIO pPUCKAMU, JACATCIIbHOCTHU HOIlpaE}I[CJ]CHI/II\/'I I10 | CTaHaapTaMu, TPy JOBBIM,
KOOPJIMHUPOBATh U | PUCKAMHU, TPYIOBOE, TPYIIOBOE, TPAKIAHCKOE, YIIPaBJICHUIO PUCKAMU B TPaKIAHCKUM,
HOPMaTHBHO TpaXXAaHCKOE, aJIMUHHACTPATUBHOE COOTBETCTBHH C OTPACIEBBIMU aJIMHHUACTPATUBHBIM
O6GCHC‘II/IB3TB AJIMUHUCTPATHUBHOC 3aKOHOAAaTCJIbCTBO CTaHJapTaMH, TPyAOBbIM, 3aKOHOAAaTCJIbCTBOM
ayJUTOPCKYIO 3aKoHOJaTeNbCTBO Poccuiickoi Poccuiickoit ®enepanuu, rpaXkIaHCKUM, Poccuiickoit @enepaunu,
MIPOBEPKY, ®denepanun, TPaKTUKY MIPAKTUKY TPUMEHEHUS aJIMUHACTPATUBHBIM MPAKTUKOW TIPUMEHEHUS
obecrneunBaTh MIPUMEHEHUS 3aKOHOAATENhCTBA | 3aKOHOIATEIHCTBA 3aKOHO/IaTENIbCTBOM PoccHifickol |3aKOHOIATENbCTBA
HWHTETPALAIO Poccuiickoii deneparuun 00 Poccuiickoii denepanuu 06 | Depepanyu, NpakTUKOH Poccuiickoii @enepauuu
JIeATeTLHOCTH ayAUTOPCKOM NeATeILHOCTH, O ayJTMTOPCKOM JESITEILHOCTH, | IPUMEHEHHSI 3aKOHOIATEIbCTBA | 00 ay IUTOPCKON
MOJIpa3AeNeHU 0 | OyXTalITepCKOM y4eTe, O 0 OyxranTepckoMm ydere, o | Poccuiickoit deneparim 00 NIeSATEIIEHOCTH, O
YIpaBJICHUIO COUaJIbHOM CTpaxOBaHUU U CoMaJIbHOM CTpaxOBaHUHU U ay,HHTOpCKOfI JCATCIIBHOCTH, O GYXFaJ'ITepCKOM ydete, o
pHUCKaMu B o0ecrie4eHn 1 KOPIIOPATUBHOM | 00€CIIeUeHHHU U OyXTranTepcKoM ydere, o COLIMAJIBHOM CTpPaxOBaHUU
COOTBETCTBHH CO yIpaBIeHUH, HAIOTOBOTO, KOPIIOPaTHBHOM COIMAJIbHOM CTPaXOBaHUH U 1 o0eCTIeueHNH 1
CTPaTEernueCcKuMHU TPaXXTAHCKOTO, TPYIOBOTO YIpaBIeHUH, HAJIOTOBOTO, obecre4eHny 1 KOPIIOPATUBHEIM | KOPIIOPATHBHBIM
esIMU 3aKOHOJIATENHCTBA Poccuiickoit TPaKIAHCKOTO, TPYJAOBOTO | yIIpaBIECHUEM, HAJIOTOBEIM, yIIpaBJICHUEM, HAJIOTOBBIM,
OpraHHU3aIin ®denepanyu, OCHOBHBIE 3aKOHO/IaTEeNIbCTBA Tpa)XTaHCKUM, TPYTOBBIM Tpa)XTaHCKUM, TPYTOBBIM

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

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

METOJIMKY IIOCTAaHOBKH
npodeccuoHaNbHBIX 3aad,
aHajaM3a u
KOOPJIMHHUPOBAHHUS 00BeMa
padoT KaxJI0ro COTpyIHUKA
[OJ{pa3/IeJIeHNs], IOCTAHOBKH
3aJa4 B COOTBETCTBUU C

CTaBHUTH NPO(eccHoHaIbHbIE
3a7auu, aHAJIM3UPOBATh U
KOOPIAMHHUPOBATH 00BEM paboT
KaXJIOTO COTPYIHUKA
NoJpa3eNieHNs], CTABUTb 3a1a4uH
B COOTBETCTBHUU C HOpMaMHU
TPYIOBOTO, TPAsKIAHCKOTO U

HaBBIKAMH TTIOCTAHOBKH
npodeccuoHANBHBIX 3a/ad,
aHajau3a u
KOOpJAMHHUPOBAHHUA 00BeEMa
paboT Ka)xI0ro
COTPY/AHHUKA
Hopa3ieNeHUs,




/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 MMOCTaHOBKU 3a]1a4 B

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

TPaXIaHCKOTO U
aJIMUHHCTPATUBHOTO
3aKOHOZATEeJIbCTBA
Poccuiickoit @enepanuu,
OCHOBHBIMU
3aKOHOJATEJIbHBIMU U
HOPMAaTHBHBIMU IPAaBOBBIMHA
aKTaMH, OTHOCAIINMUCA K
00JacTaM MPOBEPKHU

3aKkoHogaTenbcTBa Poccuiickoi
®enepaniu, OCHOBHBIMU
3aKOHOJATENbHBIMU U
HOPMAaTUBHBIMU MTPABOBBIMU
aKTaMH, OTHOCSIILIUMHUCS K
00macTsIM MPOBEPKHU

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

[1IKoc-4.3 BnageTs HaBbIKaMHu
JIEKOMIIO3HIIAN CTPATETUIECKIX
LeJIeld OpraHu3alyu B 3a1a4u
nojpasaeneHus, opMUPOBAHUS
PUCK-OPHUEHTHPOBAHHOTO
TUTAHUPOBAHUS, COTJIACOBAHUS U
YTBEPXKIECHU IIJIAHOB U
MPOrpamMM TPOBEPOK,
PYKOBOZCTBA MOJITOTOBKOM
oT4era ¥ 00CYyKICHHS
PE3yNbTaTOB MTPOBEPKH C

METOAMKH AEKOMIIO3ULNH
CTPATErnYEeCKUX LeNen
OpraHM3allvy B 3aj1auu
[OJIpa3/IeJIeHUs], PUCK-
OPHEHTHUPOBAHHOI'O
IUTAHUPOBAHUSA, IIOPSIIOK
COIJIACOBaHUS U
YTBEP)KACHUS IJIAHOB U
[IporpaMM NpPOBEPOK,
IIOATIOTOBKH OTYHETA U
00CYXJIeHHS PE3yJIbTATOB

JIEKOMITO3HPOBATh
CTpaTernuecKue nesn
OpraHu3aluy B 3a/1a41
noJipas/ienieHus, JOPMUPOBATH
PHCK-OpPUEHTUPOBAHHBIE IUIAHBI,
COTJIaCOBBIBATH U YTBEPKAATH
ILUIaHBI U IIPOrPaMMBI IIPOBEPOK,
PYKOBOJIUTB TIOATOTOBKOI OT4YETa
1 00CYXJICHHUS PE3yJIbTaTOB
IIPOBEPKHU C YIIOJHOMOYEHHBIMU
MpeaACTaBUTCIIAMU

HaBBIKaMH JEKOMIIO3ULIUN
CTpaTEernYeCKUX Leseu
OpraHM3allvy B 3aJa4u
HoJpaseicHus,
(hopMHUPOBaHUS PUCK-
OpHEHTHPOBAHHOTO
IUTAaHUPOBAHHUA,
COTrJIaCOBAHUS U
YTBEPKACHNUS IUIAaHOB U
MporpaMM MPOBEPOK,
PYKOBOJCTBA ITOATOTOBKOM

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




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
OO0mas TpyA0éMKOCTb TUCUHUIUIMHBI 10 YUeOHOMY ILIaHY 144 144
1. KourakTHas padora: 48 48
AyauTopHas paéora 48 48
nexyuu (JI) 24 24
npakmuyeckue 3anusamus (113) 24 24
2. CamocTosiTeanHasi 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.)
Buja npoMexyTo4YHOro KOHTpoJIs: 3auér
3AOYHASA ®OPMA OBYYEHMUSA
Tabnuma 26
Pacnpenesenue Tpya0éMKOCTH 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
AyauTtopHas 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 JeKYuoOHH020 Mamepuaia u
mamepuana y4eOHuKo8 u y4eOHvlx nocooutl, n0020MmoeKa K
71aOOPaAMOPHLIM U NPAKMUYECKUM 3AHAMUAM, KOJIOKGUYMAM U
m.o.)
Iloozomoeka K 3auémy (Konmpons) 4 4
Buj npomMeKyTOYHOr0 KOHTPOJIS: 3auér




4.2 Conep:xaHue QUCHUNINHBI

OYHASA ®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 00eCTIeueHus 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 1
AJIEKTPOHHOT'0 JOKYMEHTO000pOTa
Tema 8. CucteMbl KOMIUIEKCHOM
aBTOMAaTHU3aIluU JOKYMEHTO000pOoTa U 19 4 4 11
JIEJIOBBIX IPOLIECCOB
Tewma 9. [IporpamMmHEBIe cpenicTBa 19 4 4 11
AIIEKTPOHHOTO JOKYMEHTO000pOTa
UTOro 144 24 24 96

COIAEPXKXAHUE PA3ZJAEJIOB U TEM JUCIHHUIIJIMHBI

Tema Ne 1. BBegenue B Kypc.

[Ipeamet u coaepxkanue kypca. [lonsitue sxonomuueckoit cucremsl (IC) u ero
ctpykrypa. CoctaB (QyHKUMIA M JI€JOBBIX IPOLIECCOB, BBHIMOJHIEMBIX B
noapazaeneHusx OC. [loHsTHEe HOOKyMEHTa, KJIACChl JOKYMEHTOB, CBSI3aHHBIE C
BBINIOJIHEHUEM  (DYHKIIMI  ympaBieHUss M JIeJOBbIMH mporeccamu. [loHsTue
JIOKYMEHTOIOTOKA, €T0 CTPYKTYpa, MOKa3aTelId OLIEHKU TOKyMEHTONOTOKOB. [loHsATHE
U BHUJABl JTIOKyMEHTOOOOpOTa W JENOBBIX MPOILIECCOB, UX CTPYKTYpPhl U COCTaB
KoMIoHEeHT. O00CHOBaHME HEOOXOIMMOCTH Mepexoja K 0e30yMaxxHOH TEXHOJOTUU
ynpasieHHsl. OCHOBHbIE KOHLEILUU.

Tema Ne 2. Opranmsanus pador B CAOY.

[Tonsitue Cuctemsl [Jokymentarmonroro Obecneuenus Ynpasienus (CAOY).
CocrtaB ¢ynkuuit u 3agad, seinonHsieMbix B CIOY. Knaccel u ctpykrypsr CJOVY.
Cocras u coaepxanue KOMIOHEHT ['ocynapctBeHHOM CructemMbl JJOKyMEHTallHOHHOTO
O6ecnieuenust Ynpasnenus (I'CJHOYVY). Ilepedyens 1e10BBIX MPOIECCOB, BHIMOJIHIEMBIX
B CHOY. Cocrap  Yaudumupoanuoit  Cucrembl  OpraHu3aliOHHO-
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Pacnopsanurensusix JlokymentoB (YCOP/). CtpykTypsl qokyMeHTOB. CoiepkaHue
nporexypbl coctaBieHuss u oopaborku OPJ[. Comeprkanue mpouenyp MOTydeHUs,
nepeayl  BXOJAIIMX U UCXOMSIIMX TOTOKOB  JIOKyMeHTOB. CojepikaHue
PETUCTPAIMOHHOTO XypHajla U PErUCTPAlMOHHON KapTouku. CoCTaB M COJIep:KaHUE
MPOIEAYPHI KOHTPOJISI UCTIOJIHEHUSI JOKYMEHTOB.

Tema Ne 3. Opranmsanus  JJeKTPOHHOW  CHCTeMbl  YIPABJICHHA
JTOKYMEHTO0000POTOM.

[Tonsitue skonomuyeckoit mHpopmanmonHon cucremsl (OUC). CtpykTypa u
kiaccel DUC. TloHsitue DIEKTPOHHOM CHCTEMBI YIpaBiCHUS JOKYMEHTOOOOPOTOM
(OCY]l) xak yacTH KOPHOPATUBHOW IKOHOMHUYECKOW WH(MOPMAIIMOHHOW CHCTEMBI.
TpeboBanuss n npunuunbsl co3gaanus DCY], cocTtaB U cojep’kaHUE TOJCUCTEM.
[Tousatue APM, coctraB APM u ucnonas3yembix HH()POPMAIMOHHBIX TEXHOJIOTHH.
Metonbl M cpeacTBa MOJEIMPOBAHUS, OLIEHKM M aHajiu3a JOKyMEHTOOOOpoTa B
PKOHOMHYECKMX cHucTemax. OcobeHHocTH ucnoiab3oBaHus (Case-CpeacTB Ui
MOJICJIMPOBAHUS U OLICHKU JOKYMEHTOOOOPOTA U JIEIOBBIX MPOLIECCOB.

Tema Ne 4. ABroMaTu3auusi COCTABJICHUSA IJIEKTPOHHBIX IOKYMEHTOB.

[Tonsitue Qopmer snektponHoro aokymenta (31). Buaer 3J[. Cocras
aneMeHToB D/ m MeToasl uX 3amoyiHeHUsT W KoHTpois. CocTaB  orepanuid
poeKTUpPOBaHKSA B 00paboTku DJ[. OcOOEHHOCTH MPOSKTUPOBAHUS W 3aIIOJTHCHUS U
obpabotkn Web-dbopMm. Kiraccudukainus cpencTB COCTaBICHUS | 3allOJHEHUS
ANEKTPOHHBIX JTOKYyMEeHTOB. CocTaB TpeOOBaHUM, IPEABIBISIEMBIX K BHIOOPY CHCTEM
cocTaBJieHUs | 3aroiaHeHus J/1.

Tema Ne 5. ABromaTu3anus NpPoLeccoB BBO/1a MOTOKOB BXOAAIINX IOKYMEHTOB.
CoctaB u coJepKaHUE Olepaluid aBTOMAaTU3UPOBAHHOTO BBOJIA TOTOKOB
BXOJAIIMX JOKyMEHTOB. CojepaHue omnepaudii MNOATOTOBUTEIBHOW CTaJauMU.
[Touarue dopmarupoBanHoro nokymeHta (D). Buger ®J[. AcnekThl omucaHus
noneit ®J[. CopepxkaHnue ornepanuii OCHOBHOW cTaguu oO0pabOTKM U BBOJA
JTOKYMEHTOB. Kiacchl CKaHEpOB, XapaKTEPUCTUKU CKAaHEpPOB U TpeOOBaHWUS,
npeabsaBisieMbie K BbIOOpy ckaHepoB. Xapakrepuctuka OCR, ICR u OMR-metonoB
pacrio3HaBaHMsl JIOKYMEHTOB. MeToabl KOHTpOJS ONEpaluil CKaHUPOBAaHUA U
pacrno3HaBaHUs TEKCTOB. MeTO Il MHIEKCUPOBaHUS JOKyMeHTOB. CocTaB (hakTOpOB U
TpeOOBaHUM, IPEABSIBISIEMBIX K CHCTEMaM BBO/Ia OyMaKHBIX JOKYMEHTOB.

Tema Ne 6. ABTOMaTH3anMs XpaHEHHUS IOKYMEHTOB.

Otanbl pa3BUTHS CPEACTB ABTOMAaTU3MPOBAHHOIO XpaHEHUS W IIOMCKa
TEKCTOBBIX IOKyMEHTOB. [loHsATHE HHPOPMALIMOHHO-TIOUCKOBOM cucTemMbl. OCHOBHBIE
komnoHeHTsl UTIC u Texnonorust padotel ¢ UTIC. TlonsaTue cuctemsl yrnpaBieHUS
anekTpoHHbIMU JokyMeHTamu (CY /1), dyukuuu, Bemmonngemsle CY /] B mporeccax
yIpaBjieHus d3KoHoMHYeckor cuctemoil. Crpyktypa CVY]/ u Ha3zHaueHue ee
KOMITOHEHT. MeTojipl opranu3aiuu xpaneHus: JokymentoB B CY /. Knaccudukanus
METOJOB NOUCKA. XapAKTEPUCTUKA UHAEKCHOTO, CTATUCTUYECKOTO U CEMAaHTUYECKOTO
METOJOB ITOUCKA.
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Tema Ne 7. Opranuzanusi CHCTeMbI JJIEKTPOHHOT0 IOKYMEHT0000poTa.

OcHOBHBIE 33/1a4U OPTraHU3aLUU CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO0OOpOTa
(CO0). Dtanbr pazsutus COJIO. Knaccet COJ1O. IlpuHumMnbel 1 0COOCHHOCTH
noctpoeHusi AproMaruzupoBaHHbIX CucrteM Kontposss Ucnonnenus J[oKymMeHTOB
(ACKH/).XapakTepucTuka METOJIOB M CPEJCTB OpraHU3aluy IpueMa-lepeaadu
nokymeHToB B COJIO ¢ texnomorueil "ad-hoc". Ocobennoctu opranuzanuu COJ]
KOJUIEKTUBHOM 0OpabOTKH JTOKYMEHTOB Ha MPUHIUIIAX TEXHOJOruu '"groupware'.
OcobenHoctu  opranuzauuu  COJIO, OpUEHTHPOBAHHBIX HA HCIHOJb30BaHUE
"docflow"-Texnonorun. MeToasl U CpeacTBa obecrnieueHuss  MH(OOPMAIIMOHHON
0€30MacHOCTH B CUCTEMAX AJIEKTPOHHOTO JOKYMEHTO0O0pOTA.

Tema Ne 8. CucremMbl KOMIUIEKCHOH aBTOMATH3aLUHM JOKYMEHTO0000pOTa W
J1eJI0BbIX MPOLECCOB.

Hasznauenue, cdepsl npumenenus TtexHosorun "workflow". CoctaB u
COJIep’)KaHMe omepanuid aBTOMAaTU3UPOBAHHOIO IUJIAHUPOBAHMS, KOHTPOJIS U
yIpaBJI€HUs IeIOBBIMU MPOIECCAMH.

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

3AOYHASA ®OPMA OBYYEHUA

Tabnuna 36
TemaTu4ecKku JIaH Y4eOHOM U CHUILIMHBI
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 TOKYMEHTOO00pOTOM
Tema 4. ABTOMaTH3a1Ms COCTaBICHUS 14 i i 14
DIIEKTPOHHBIX TOKYMEHTOB
Tema 5. ABTOMaTH3a1Ms MPOIIECCOB BBOJA 14 i i 14
MIOTOKOB BXOJSIIIUAX IOKYMEHTOB
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 [IpakTruueckoe
[TKoc-4.3 3a/laHue
2 Tema 2. Jlexmums Ne 2 I[1Koc-4.1 TecTupoBanue 2
Opranuzanus | Opranuzanus padboT B [MKoc-4.2
pabort B CUCTEeMaXx JIOKyMeHTa- [1IKoc-4.3
cucreMax [IMOHHOTO O0eCTICUCHUS
JOKYMEHTa- | yInpaBlieHUs
LIUOHHOTO [TpakTrueckoe 3ansatue Ne 2 [1IKoc-4.1 TectupoBanue
obecnieuenus | Opranuzanus padbot 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 | Opranusarus 3JeKTPOHHO [1Koc-4.2 [IpakTrueckoe
OpOTOM CHUCTEMBI YIIpaB-JICHUSA [TKoc-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 BXOJISIIIHX ITKoc-4.3
IIPOLIECCOB JIOKYMEHTOB
BBOJIA IIpakTrnueckoe 3ansatue Ne 5 [1IKoc-4.1 TectupoBanue 2
MOTOKOB ABTOMAaTH3a1Ms IPOIIECCOB [TKoc-4.2 [IpakTrueckoe
BXOISIIMNX BBOJIa IOTOKOB BXOJISIIIHX ITKoc-4.3 3aJlaHue
JOKYMEHTOB | IOKYMEHTOB
6 Tema 6 JIexng Ne 6 ITIKoc-4.1 TectupoBanue 2
ABTOMaru3al | ABTOMaTU3aIMUs XpaHEHUS I1Koc-4.2
Us XpaHEHUs | JOKYMEHTOB [TKoc-4.3
JO0KyMeHTOB | [IpakTnueckoe 3ansatue Ne 6 [TIKoc-4.1 TectupoBanue 2
ABTOMAaTH3alHsl 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 /;[ pasjeia, J1a60paTOPHBIX/ l'lpaKTPl‘lefKPlX/ KOMIIETEHIIHH | KOHTPOJIbHOIO | 4YacoB
TeMBI CEMHHAPCKHUX 3aHATHI MeponpUsTHS
7 Tema 7. Jlexuus Ne 7 [1IKoc-4.1 TectupoBanue 2
Opranuzanus | Opranuzanusi CUCTEMBbI [TKoc-4.2
CUCTEMBI 3IEKTPOHHOIO JI0KY- [TKoc-4.3
3JIEKTPOHHOTI | MEHTO00O0poTa
0 JI0KYy- ITpakTrueckoe 3ansatue Ne 7 [1IKoc-4.1 TectupoBanue 2
MEHTO0000pOT | OpraHu3anus CHCTEMBI [TKoc-4.2 [IpakTnueckoe
a poBaHUs AJIEKTPOHHOIO JOKY- [TKoc-4.3 3a/1aHue
MEHT00OO0poTa
8 Tema 7. Jlexmmst Ne 8 [TKoc-4.1 TectupoBanue
Opranuzanus | Opranu3aiusi CUCTEMbI [TKoc-4.2 5
CUCTEMBI 3IEKTPOHHOIO JI0KY- [TKoc-4.3
3JIEKTPOHHOT | MEHTO00O0pOTa
0 JIOKY- [IpakTuueckoe 3anstue Ne 8 [TKoc-4.1 TectupoBanue 2
MEHTO000pOT | OpraHu3anus CUCTEMBI [MKoc-4.2 [IpakTrueckoe
a poBaHUs AIIEKTPOHHOIO JOKY- [1Koc-4.3 3a/laHue
MEHT0000poTa
9 Tema 8. Jlexmus Ne 9 [1IKoc-4.1 TecTupoBanue 2
Cucremsl CucreMbl KOMITJIEKCHOM [1Koc-4.2
KOMIUIEKCHO | aBTOMaTHU3alluU J0KY- I1Koc-4.3
1% MEHTO00O0pOTA U JIETOBBIX
aBTOMaTH3all | IPOLIECCOB
UU JIOKY- [TpakTrueckoe 3ansatue Ne 9 [1IKoc-4.1 TectupoBanue 2
MEHT0000pOT | CHCTEMbI KOMILICKCHOM [1Koc-4.2 [IpakTruyeckoe
a ¥ JICJIOBBIX | aBTOMAaTU3alllH JIOKY- [TKoc-4.3 3a/1aHue
IPOLIECCOB MEHTO000pOTa U JIEIOBBIX
IIPOLIECCOB
10 Tewma 8. Jlexmus Ne 10 I1Koc-4.1 TectupoBanue 2
Cucremsl CucreMbl KOMITJIEKCHOM [TKoc-4.2
KOMIUIEKCHO | aBTOMaTHU3aluH J10KY- ITKoc-4.3
1% MEHTO000POTa U JI€TOBBIX
aBTOMAaTH3al] | MpPOoLEcCOB
WU JI0KY- [Tpaktueckoe 3ansatue Ne 10 | [1Koc-4.1 TectupoBanue 2
MEHT0000pOT | CHCTEMbI KOMILICKCHOM [1IKoc-4.2 [IpakTueckoe
a ¥ JEJOBBIX | aBTOMAaTHU3alluu JIOKY- I1Koc-4.3 3aJjaHue
IIPOLIECCOB MEHTO000pOTa U JIENIOBBIX
IIPOLIECCOB
11 Tema 9. Jlexuust Ne 11. Ilporpammusie | [TKoc-4.1 TectupoBanue 2
[TporpamMMHBI | cpeacTBa 3MeKTpoHHOTO T0Ky- | [1Koc-4.2
€ cpencTBa MEHT000O0poTa [TKoc-4.3
97€KTpOHHOT | [TpakTrnueckoe 3ansTue Ne 11 [1IKoc-4.1 TectupoBanue 2
0 JIOKy- IIporpammHBIe cpencTBa [1Koc-4.2 [IpakTrueckoe
MEHTOO0OPOT | 3JIEKTPOHHOT'O JIOKY- [MKoc-4.3 3aJjaHue
a MEHT000OopoTa
12 Tema 9. Jlexmmst Ne 12. Cratuctuaeckue | [1Koc-4.1 TectupoBanue 2
[Tporpammusl | Mmetoabl npuHsTUs petienuid B | [1Koc-4.2
€ cpencTBa YCIIOBUSIX PHCKA ITKoc-4.3
aneKTpoHHOr | [Ipaktuueckoe 3anarue Ne 12 | [IKoc-4.1 TectupoBanue 2
0 JIOKY- Craructudeckue MeTo bl [1Koc-4.2 [IpakTnueckoe
MEHTOO0OPOT | MPHHSATHS PEIICHHUH B I1Koc-4.3 3a/laHue
a YCIJIOBHSIX PUCKA
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3AOYHAS ®OPMA OBYYEHMUSA

Ta0mnurta 40
Copep:xkanue JeKIMi /MPAKTHYECKUX 3AaHATHHA M KOHTPOJIbHbIE MEPONPUATHS
No Ha3panmue Ne u Ha3BaHMe JIEKIUiA/ ®Dopmupyembie Bua KoJu-Bo
w/n pa3jeia, J1a60paTOPHBIX/ l'lpaKT](l‘lefKI/lX/ KOMIIETEHIIMH | KOHTPOJILHOIO | 4YacoB
TEMBI CEMUHAPCKUX 3aHATHHA MEpONpUuATUA
1 Tema 9. Jlexuus Ne 1. IIporpammubie [1IKoc-4.1 TectupoBanue 2
[Iporpammusl | cpeactsa anekTpoHHoOro n1oky- | [1Koc-4.2
€ cpencraa MEHT0000poTa [TKoc-4.3
o1eKTpoHHOT | [IpakTrueckoe 3anstue Ne | [TKoc-4.1 TectupoBanue 2
0 JI0Ky- IIporpammHBIe cpencTBa [TKoc-4.2 [IpakTrueckoe
MEHTO00O0POT | 3JIEKTPOHHOT'O JIOKY- [TIKoc-4.3 3a/laHue
a MEHT0000pOTa
2 Tema 9. Jlexuus Ne 2. Cratuctuueckue | [1Koc-4.1 TecTtupoBanue 2
[Tporpammusl | metoasl npuHsThs pemennid B | [1Koc-4.2
€ cpeicTBa YCIIOBUSIX PUCKa [TKoc-4.3
anekTpoHHor | [Ipaktuueckoe 3anstue No 2 [1IKoc-4.1 TectupoBanue 2
0 JIOKY- CratuctTudecKkre MeTO/Ibl [1Koc-4.2 [IpakTruyeckoe
MEHTOOOOPOT | IPUHATHS PEIICHHIA B [TKoc-4.3 3a/laHue
a YCIIOBUSIX PUCKa
OYHASA ®OPMA OBYYEHMUA
Tabmuua Sa
Hepeqenb BOIIPOCOB JJIsl CAMOCTOATC/ILHOI'O N3YYCHUSA TUCITUIIIINHBI

Ne | Haspanme pasnena, | Ilepedyens paccMaTpuBaeMbIX BOIPOCOB /I CAMOCTOSITEJIbHOIO

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 TNpoleAyphl cocTaBieHus u  oOpabotku OP/I.
pabor B cucremax | ComepkaHue MpoUeayp THOJIy4YEeHHUs, TMepeladyd BXOMSAIMUX U
JOKYMEHTAllMOHHOTO | UCXOJSIIUX TOTOKOB IOKyMEHTOB. CoJiep:KaHue perucTpanu-oHHOTO
obecrieyeHus JKypHaJla ¥ PErucTpanMoHHOW 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 Hcnonab3oBaHus Case-CpeicTB sl MOJAEIMPOBAHUS U

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

4 Tema 4. | OcobeHHOCTH MPOEKTUPOBAHUS U 3aloJIHEHUs u 00padoTku Web-
ABTomaTHu3anus dopm. Kiaccudukanus cpeacTB COCTaBICHHMS M 3alOJIHEHUS
COCTaBJICHUS AIIEKTPOHHBIX TOKyMeHTOB. Co-cTaB TpeOOBaHUM, MPEIbSIBISIEMBIX K
JJIEKTPOHHBIX BbIOOpY cucteM coctaBienus u 3anoiaHeHus D1, (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 U3YYeHHs

5] Tema 6. | Me-togsl  opraHuzanmMu  XpaHeHust  JgokymeHtoB B CVY/L.
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 0OECTICUSHHUS UH(POPMAITMOHHOH
CUCTEMBI 0€30MacHOCTH B CHCTEMax »JJIEKTPOHHOIO JIOKYMEHTOOOOpOTa.
ANEKTPOHHOTO (ITKoc-4.1, TTKoc-4.2, TTKoc-4.3)

JOKYMEHT000O0poTa

8 |Tema 8. Cucremsl | CocrtaB M colep-KaHUE  ONepaluid  aBTOMAaTU3UPOBAHHOIO
KOMILJIEKCHOM TUTAHUPOBAHMS, KOHTPOJIS M YIPABJICHUS J€-JIOBBIMU IPOLIECCAMHU.
aBTOMATHU3AINH (TTKoc-4.1, TTKoc-4.2, ITKoc-4.3)

JOKYMEHTO00OpoTa H
JIEJIOBBIX IPOLIECCOB
9 Tema 9. | O630p priaka mporpaMmMHubix cpeacts. ([1Koc-4.1, ITKoc-4.2, [TKoc-
[IporpammHusbIe 4.3)
CpencTBa
AJIEKTPOHHOTO
JOKYMEHT0000poTa
3AOYHASA ®OPMA OBYYEHUSA
Tabnuua 56
Hepequb BOIIPOCOB JIsl CAMOCTOATEC/ILHOI'0 U3YYCHUHA TUCIIUILINHDBI

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 U 1€10-BBIX MPOIIECCOB, BHIMOIHIEMbIX B OAPA3IEICHUIX

OC. IloHsTHE TOKYMEHTA, KJIaCChl IOKYMEHTOB, CBSI3aHHBIE C
BBINIOJTHEHUEM (DYHKIMN yIIpaBiIeHUs U JEJIIOBBIMU MTPOLIEC-CaAMH.
[ToHsATHE TOKYMEHTONOTOKA, €r0 CTPYKTYypa, MOKa3aTeI! OLCHKH
JIOKYMEHTO-TIOTOKOB. [IoHsTHE U BUIBI JOKYMEHTOOOOPOTA U
JIETIOBBIX MPOLIECCOB, UX CTPYKTYPBI U COCTaB KOMIIOHEHT.
O6ocHOBaHNE HEOOXOIUMOCTH Nepexoaa 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, BeimonHseMbix B CJIOVY.
nokyMmeHTtanmonHoro | Kmacesr u crpykrypsl CIOY. Co-ctaB u copepkKaHue KOMIIOHEHT
obecrieueHus lNocynapctBennoit Cuctemsl [{oxkymenTtarmonHoro OOecriedeHus
YIIpaBJIECHUSA Vmpasnenus  (I'CHOVY). IlepeueHbr  AENOBBIX  MPOIIECCOB,

BoinonHsAeMbix B CJIOY. CocraB YuuduimpoBanHoit Cucremsl
OpranuzannonHo-Pacnopsaurensubix  Jlokymentos  (YCOP/).
CrtpykTypsl nokyMeHTOB. ConepikaHue MpoIenypbl COCTaBIEHUS U
obopabotku OPJl. Conepkanue mnpolenyp MONyYeHUs, Mepeaadu
BXOJIIMX M MCXOASIIUX TOTOKOB JOKyMeHTOB. CopepxaHue
PETUCTpaIM-OHHOTO )KypHaJIa U PerUCTpallMoOHHOM kapTouku. CocTa
U COJep)KaHUE MPOLEAYpbl KOHTPOJIS HCIOJHEHUS JOKYMEHTOB.
(ITKoc-4.1, TTKoc-4.2, I1TKoc-4.3)

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

3JICKTpOHHOI>'I CHUCTCMBI

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

IMepeyeHsb paccMaTpUBaeMbIX BOMPOCOB /IS CAMOCTOSITEILHOTO

n/n TeMbI U3YYeHHs
yIIpaBICHUS KOPIIOPATHBHON IKOHOMHMYECKOW HH(GOPMAIIMOHHONW  CHCTEMBI.
TOoKyMeHTooOopoToM | TpeboBanus u npuHiumel co3ganus ICY ]I, coctaB u comepkaHue

noxacucreMm. Ilons-tue APM, coctaB APM u wucnonabs3zyembix
MH(OPMALIMOHHBIX ~ TEXHOJIOTHH. Mertonsl u cpencTaa
MOJCIIMPOBAHMs, OLEHKH M aHajiu3a JIOKyMEHTO0OOpoTa B
SKOHOMHUYECKUX cucrteMax. OcoOenHoctu wucnonb3oBanus Case-
CPEACTB JJsl MOJCIMPOBAHUS U OICH-KU JTIOKYMEHTOOOOpOoTa H
nenoseix nporeccos (ITKoc-4.1, TTKoc-4.2, [1Koc-4.3)

4 Tema 4. | llonsarue ¢popmsl tekrporHoro gokymenTa (3/1). Buast 3 /1. Coctan
ABTOMaTH3anuUsA anemeHTOB D/l M MeTonapl MX 3anonHeHuss U KoHTpoisa. CocraB
COCTAaBJICHUS omepanuii nmpoekTupoBaHus u o0pa-6otku DJ[. OcobeHHOCTH
AJIEKTPOHHBIX MIPOCKTUPOBAHUS M  3alloJIHEHUS MW oOpabotku  Web-dopm.
JIOKYMEHTOB Knaccugukaiusi cpeicTB COCTABICHUS U 3aNIOJHEHUS 3JICKTPOHHBIX

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

5 Tema 5. | CoctaB u cojaepx aHuE€ ONEpalMii aBTOMATH3WPOBAHHOTO BBOJA
ABTOMaTHU3aLUA MIOTOKOB  BXOAsAmMX  JOKyMeHTOB. CopepkaHue — ornepauui
IIPOLECCOB BBOJA | NOArOTOBUTENbHOM  craguu.  [lonstue  ¢opma-TUpOBaAHHOIO
IIOTOKOB Bxomsaumx | nokymenta (®J1). Buast @ /1. Acnektsl onucanus noueit /1. Conep-
JIOKYMEHTOB JKaHUe orepanuil OCHOBHOM cTaauu oOpabOTKHU U BBOJA JOKYMEHTOB.

Knaccel ckaHe-poB, XapakTEepUCTUKH CKaHEPOB U TpeOOBaHMUS,
npeabsBisieMble K BEIOOpY ckaHepoB. Xapaktepuctuka OCR, ICR u
OMR-meTon10B pacmo3HaBaHus JOKYMEHTOB. MeToabl KOHTPOIs
onepauuii CKaHUPOBAHHMS M PACHNO3HABAHHUS TEKCTOB. MeToabl
UH/IEKCUPO-BaHUs JAOKyMeHTOB. CocTaB (PakTopoB M TpeOOBaHMIA,
IpeIbABISEMBIX K CUCTEMaM BBoja OymakHbIX JokyMeHToB (I1Koc-
4.1, IIKoc-4.2, TTKoc-4.3)

5] Tema 6. | DTamnbl pa3BUTHUS CPEACTB aBTOMAaTU3UPOBAHHOI'O XPAHEHUS U IIOUCKA
ABTOMaTH3a1UA TEKCTO-BBIX JOKyMEHTOB. lloHsATHE HH()OPMAIIMOHHO-IOUCKOBON
XpaHeHus J0KyMeHTOB | cucteMbl. OcHoBHbIe KOM-IoHEHThl UIIC u TtexHomorusi paboThl ¢

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

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

(AC-KW[I).XapakTepucTika METOJIOB W CPEICTB OpTraHHU3aIuu
npuema-riepenadn 1oky-meHToB B COJ10 ¢ Texnonorueii "ad-hoc".
Ocob6ennoctu opranuzamuun  COJl  KOUIEK-TUBHOM  00pabOTKH
JOKYMEHTOB Ha MpUHIUNAX TexHojoruu "groupware". OcoOeH-
Hoctu opranuzauuu CO/10, opueHTUPOBAHHBIX Ha HMCIIOJIb30BaHHE
"docflow"-TexHomoruu. MeToibl U cpeicTBa oOecrieueHus
MH(OPMALMOHHONW  OE€30MacHOCTH B  CUCTEMax 3JIEKTPOHHOTO
nokymeHToobopota. (ITKoc-4.1, [1Koc-4.2, [TKoc-4.3)
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n/n

HasBanue pa3zaeina,
TeMBbI

IMepeyeHsb paccMaTpUBaeMbIX BOMPOCOB /IS CAMOCTOSITEILHOTO
U3y4yeHust

Tema 8. Cucremsl
KOMIIJICKCHOM
aBTOMAaTH3allM1
JTOKyMEHTOO00pOTa H
JICJIOBBIX MPOLIECCOB

CoctaB ®  coJep-)KaHHE  Olepaluid  aBTOMaTH3MPOBAHHOIO
IUIAHUPOBAHKS, KOHTPOJIS M YIPAaBJICHUS CIOBBIMH IPOIIECCAMHU.
(TTKoc-4.1, TTKoc-4.2, ITKoc-4.3)

Tema 9.
IIporpammHbIe
CpencTBa
3JIEKTPOHHOIO
JOKYMEHT0000poTa

OO6mue TpeboBaHUs K CHCTeME JTOKyMeHTooOopora. O030p phIHKA
nporpammHubix cpencts. ([TKoc-4.1, TTKoc-4.2, ITKoc-4.3)

5. O0pa3oBaTte/ibHbIE€ TEXHOJIOTUHU

Ta0mnuma 6

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

Tema u popma 3ansaTus

HaumeHoBaHuHe HCIIOIb3YeMBbIX
AKTHMBHBIX H HHTEPAKTUBHBIX 00pa30BaTe/IbHbIX
TexHoJyorui (¢popm o0yueHus)

Opranu3zanus padoT B
cUcTeEMax
JOKYMEHTAIMOHHOTO
obecreyeHus
YIpaBIICHUS

J [IpobGnemHuas nexuus

ABTOMaTu3anus
COCTaBJICHUS
3IEKTPOHHBIX
JIOKYMEHTOB

113 Pa300p KOHKpPETHBIX CUTYyAaIHii

Opranuzanus
CHCTEMBI
3JE€KTPOHHOTO
JIOKyMEHT0000pOoTa

[IpoGnemHuas naexius

ABTOMAaTH3aIUA
MPOIIECCOB BBO/IA
IIOTOKOB BXOISIINX
JIOKYMEHTOB

I13 Paz00p KOHKpPETHBIX CUTyalui

CucreMsl
KOMILIEKCHOM
aBTOMATH3aI[H
JOKYMEHTO000poTa U
JICTIOBBIX TPOIECCOB

[TpobnemHuas neximst

IIporpammHbIe
CpencTBa
3JIEKTPOHHOIO

JIOKYMEHTO0000pOTa

I13 Paz00p KOHKpPETHBIX CUTYyalui
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6. Texkynuii KOHTPOJIb YCIIEBAEMOCTH U MPOMEKYTOYHAS aTTECTAIUA 110
UTOraM OCBOECHHUS M CHUININHBI

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

1) Y4eOHBIM IUIAHOM He MPETYCMOTPEHO BBINOJHEHNE KYPCOBBIX NMPOEKTOB
(paboT) u pacuyeTHo-rpaduyecknx pador.

2) Tectbl ISt  TEeKymIero M  IPOMEKYTOYHOr0 KOHTPOJISI 3HAHMIA
o0yJaImmnxcs
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) Ilousrtue sxoHomuueckoi cuctemsl (IC) u €€ CTpyKTypa.

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

3) IloHsTHE TOKYMEHTA, KJIaCChl IOKYMCHTOB, CBS3aHHBIC C BHIITOJIHCHUEM
GyHKIUN yIpaBieHUs U IETOBBIMU MPOIIECCAMH.

4) TloHATHE TOKYMEHTOIIOTOKA, €0 CTPYKTYPa, TIOKA3aTeIH OIICHKH
JIOKYMEHTOIIOTOKOB.

5) IloHsATHE U BUABI TOKYMEHTOOOOPOTA U JICIOBBIX MPOIIECCOB, UX
CTPYKTYPbI U COCTAB KOMITOHEHT.

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

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

8) Kuaccer u crpykrypsl CJIOVY.

9) CocraB u comepkanue koMmmnoneHT ['ocynapctBeHHON CUCTEMBI
JoxymenrarmonHoro O6ecrneuenus Ynpasienus (I'COYVY).

10) TIlepeueHb IENOBBIX MPOIECCOB, BhIMONHsAEMBIX B CJIOVY.

11) CocraB Yaudumupoauuoit Cucrembl OpraHu3aioOHHO-
Pacnopsaurensasix Jlokymentos (Y COP/L).

12) ConepxaHue IpoIeypbl COCTABICHUS K 00PaO0OTKH OpraHU3aIMOHHO-
pacropsIuTEIbHBIX TOKYMEHTOB.

13) CopepxxaHue MPOLEAYP MOIYUCHUS, TEPEIaYN BXOAAIINX U HCXOIAIIIX
MOTOKOB JJOKYMEHTOB.

14) CocraB u coaepkaHHie MPOIeIypbl KOHTPOJIS HCIIOJHEHHS JOKYMEHTOB.

15) Tlousitre sxoHOMHYECKOM nHBopMaroHHo# cuctembl (DUC).

16) TloHsTHe DACKTPOHHOM CHCTEMBI YIPABICHUS JOKYMEHTOOO0OPOTOM
(OCVY]]) xak yacTu KOPIMOPATUBHON SKOHOMUYECKON MH(GOPMAIIMOHHON
CUCTEMBI.

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

18) Tlonstue APM, coctaB APM 1 ucnob3yeMbIx HH)OPMAIIHOHHBIX
TEXHOJIOTUH.
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19) MeToabI U CpeacTBa MOJCITUPOBAHHUS, OIICHKU M aHAJIN3a
JOKYMEHTO000pOTa B YKOHOMUYECKUX CUCTEMAX.

20) Ocobennoctu ucnonb3oBanusi Case-CpecTB Al MOJCIUPOBAHUS U
OLIEHKH JOKYMEHTOO00OpOTa U IETIOBBIX MPOIIECCOB.

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

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

23) CocraB omnepanuii IPOSKTHPOBaHUA U 00padoTku D/I.

24) OcCoOCHHOCTH MPOCKTUPOBAHUS U 3aTOJHEHUS 1 00padoTk Web-hopm.

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

26) CoctaB TpeOOBaHUil, MPEIBSIBIAEMBIX K BHIOOPY CHCTEM COCTABJICHHS U
3anoaHenus J/1.

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

28) Copneprxanue omneparuii OCHOBHOM cTaauu 00pabOTKH U BBOJIA
JIOKYMEHTOB.

29) Xapakrepuctuka OCR, ICR 1 OMR-MeTO10B pacio3HaBaHMsI
JIOKyMEHTOB.

30) MeTo bl KOHTPOJIS ONEpalii CKAHUPOBAHKS M PACIIO3HABAHHS TEKCTOB.

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

32) Drambl pa3BUTHS CPEACTB aBTOMATU3UPOBAHHOTO XPAHEHUS U MTOUCKA
TEKCTOBBIX JIOKYMEHTOB.

33) Tlousarue unpopmarronHo-nouckoBoi cucremsl (UIIC).

34) Ocuosubie komnoHeHThl UTIC u TexHosorus padotsr ¢ UIIC.

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

36) Merombl opranu3anuy XpaHeHus 10KkymeHToB B CY 1.

37) Kiaccudukamnus MeToI0B OUCKa. XapaKTePUCTHKA HHACKCHOTO,
CTaTUCTUYECKOTO U CEMAaHTHUECKOTO METO/IOB ITOUCKA.

38) OcHOBHBIC 3aJ1a4¥ OpPraHU3alMU CHCTEMBI 3JICKTPOHHOTO
nokyMmeHToobopora (C3/0).

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

40) XapaKTepHCTHKa METOOB U CPEJICTB OPraHU3alMK [IpUeMa-TiepeIadun
nokymeHToB B COJ10 ¢ TexHomorueit "ad-hoc™.

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

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

43) Meroabl U cpeiCcTBA obecrieueHus: MHPOPMAITMOHHON 6€30MTaCHOCTH
B CUCTEMaXx JJIEKTPOHHOTO JOKYMEHTO000pOTA.

44) CocraB U cojJiep)KaHue OIepalyii aBTOMaTH3UPOBAHHOTO IJIAHUPOBAHHUS,
KOHTPOJISL U YIPABIICHUS JIETIOBBIMHU MTPOIIECCAMH.
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45) O030p peIHKA IPOTPAMMHBIX CPECTB.
46) Cucrema «1C:DneKTpOHHBIN JOKYyMEHTOO00POTY.

6.2. Onucanue nokasarejieil U KpUTEepueB KOHTPOJIS YCIIEBAEMOCTH,
ONMCAaHMeE KA OLeHUBAHUSA

JInisg OLIEHKW 3HAHWM, YMEHWH, HaBBIKOB U ()OPMUPOBAHMUA KOMIICTEHIIHMH IIO
JUCLMIUIMHE TPUMEHSAETCS TPAAULMUOHHAS CHCTEMA KOHTPOJS U  OLEHKHU
YCIIEBAEMOCTH CTYICHTOB.

BI/II[])I TEKYHIEr0 KOHTPOJISAA - TCCTUPOBAHUC, YCTHBIﬁ OIIpOC, pCIICHUC
IMPAaKTHYCCKUX 3a1a4.

IIpoMesKyTOYHBIN KOHTPOJIb — 3a4ET

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

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

Pe3ynbTaThl KOHTPOJNS YCHEBAEMOCTH CTYIEHTOB HA 3a4€T€ ONPEACISIIOTCA
OLICHKAMH «3aYTEHOY», «HE 3a4TCHO).

OneHKa «3a4TeHO» BBICTABIISIETCS CTYAEHTY, €CJIM BBIIIOJHEHBI U 3aIUILIEHBI BCE
NPaKTUYECKUE 3aJaHus, NPEeITyCMOTPEHHbIE padoyed NporpaMMoM, pe3yibTaThl
TECTOBBIX 3aIaHUM U YCTHBIX OIIPOCOB HE HUXKE YIOBIETBOPUTEILHON OLICHKHU.

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

7. YueOHO-MeTOAUYeCKOe U HHPOPMAITMOHHOE oOecnieuyeHre JUCHUTINHbI
7.1 OcHOBHasI INTEPATypa

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

2. UcaxoBa A.W. Nudopmarimonnslie TeXHONIOTHH: yaebHoe mocooue/ Mcakora A.I.,
NcakoB M.H.— Tomck: Db Kontent, ToMckuil TocyJapCTBEHHbIA YHUBEPCUTET
CUCTEM YIIpaBIICHHUS U paanodneKkTpoHuku, 2019.— 174 c.— Pexum nocryna:
http://www.iprbookshop.ru/13938 - 9BC «IPRbooks»

3. Y1kun B.b. UadpopManinoHHbIe CUCTEMBI U TEXHOJOTHH B YKOHOMHKE: YUCOHUK.
OnuTH- [ana, 2020.— Pexxum goctyma: http://www.iprbookshop.ru/7040 - 36C
«IPRbooks»

4. Bennenera M.A., Beprakosa 10.B. ndopmaniioHHble TEXHOJIOTUH YIIPABIICHHUS. -
M.: FOpaiiTt, 2020
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http://www.iprbookshop.ru/6996
http://www.iprbookshop.ru/13938
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7.2 lonoiHMTeILHAS JTUTEpPaTypa

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

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

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

8. [lepeuenb 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 10CTYMA)
5. https://link.springer.com - MexxayHapoaHas pedeparuBHas 0a3za TaHHBIX

Hay4dHbIXM31anui Springerlink (pecypchl OTKpBITOTO 10CTyMA)
6. https://zbmath.org - Mexaynaponnas pedeparuBaas 60aza JaHHBIX HAyYHBIX

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

9. IlepeyeHb MPOrpaMMHOI0 odecneyeHrss U HHPOPMAIMOHHBIX CIIPABOYHBIX

CUCTEM
Tabnuma 9
Ilepeyenb 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 Y Microsoft 2007

AIIEKTPOHHOTO byHKIUAMU

JOKYMEHTO0000poTa IIOYTOBOr'O KJIIMEHTA U

Groupware

Tema 9

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

AIIEKTPOHHOTO JIOKYMEHTO00O0poTa

JIOKYMEHTO0000pOTa
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10. Onucanue MaTepuaJIbLHO-TEXHUYECKOH 0a3bl, HEOOXOAMMOI JJIA
OCylIeCTBJIEHUs 00Pa30BaTEJIbHOI0 MPOLECCa MO AMCHUIINHE

Taomuna 10

CgeneHus 00 00ecrie4eHHOCTH CIeNNATN3HPOBAHHBIMY ayUTOPUSIMHU,
KabuHeTaMMu, J1a060paTOPUSIMU

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

OcHaIeHHOCTD CHEHNAJIBLHBIX IOMEIeHUH ¥ MOMeIeH i
JJIS1 CAMOCTOAITEJIbHOM padoThl

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

MIPOSKTUPOBAHUS( BBITIOTHEHUS
KYPCOBBIX paboT), TPyNIOBBIX U
WHIMBU/TYTBHBIX
KOHCYJIbTaIH, TEKYIIETOo
KOHTPOJSI W TPOMEKYTOUHOU
attectauuu (kab. Ne 427 u).

29 croinoB, 78 CTyJAEeHYECKUX MECT, CTOJI JJIs MpernojiaBares,
CTyJ JUld TpernojaBareis, JAOCKa; CTON As coBemanuid, 10
CTYJbEB; HWH(POPMALMOHHBIE CTEHJIBI. MynsTHMETUITHOE
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 yCTaHOBJIEHHBIM
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 / Jlunen3uonusiit 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 ¥ WHIUBHUIYaIbHBIX
KOHCYJIbTAIHH, TEKYILEro
KOHTPOJSI W TPOMEKYTOUHOU
attectanuu (kab. Ne 436 u).

[Tepeuens o6opynoBanus: 18 cronos, 52 cTyna, ocka, CTOJ s
mperoiaBaTensi, CTyJ U TpernojaBarens, WH(HOpMAIMOHHbIE
cTeHJbl. MynbTuMenuitHoe oOopyaoBaHue: mpoekTtop Acer
X1226H DLP Projector, skpan ais mpoektopa Cactus Triexpert,
HOyTOYK ASus F3K ¢ BeixooM B IHTEpHET U yCTaHOBICHHBIM
MIPOTpaMMHBIM 00OecIieuYeHueM

I[Tporpammuoe 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 ot
04.12.2009); Microsoft Office (Microsoft Open Value
NeVV6803162 ot 15.06.2020 / JIumenzuouusiii gorosop Ne77-
089/1013/20 o nepenave npaB Ha UCIOIb30BaHUE MPOTPAMM OT
05.06.2020); Google Chrome (Freeware)

Aynutopust A7 TPOBEICHMS
3aHSATHA JICKIIMOHHOTO THIIA,
3aHATUI CEeMMHApCKOro THIIA,
KypCOBOTO MIPOEKTHPOBAHUS
(BBITIOJIHEHUS KYPCOBBIX padoT),
TPYTIIOBBIX ¥ WHIUBHUIYaTbHBIX
KOHCYJIbTAIHH, TEKYILEro

Kowmmerotrepasie ctonsl (15 mir.); crymbst (15 mr.); paGouee
MECTO TIperojiaBaresisi; J0ocka ydeOHas; pabodas CTaHIUS
(mono6mnok) tun 1 Lenovo Lenovo V310z (4 mr.); pabouas
crannusi (MoHoOnok) tum 1 Lenovo Lenovo V310z (1 mmr.);
kommeiorep DEPO Neos 460SE (1 mT.); KoMmbroTep:
IMB3BM"Karin Klerk" (9 mrt.), noaxmitodeHubie kK cetr THTepHeT.
[Mporpammuoe obGecneuenne: Google Chrome, Cucrema
Koncynerantlloc, Microsoft Office
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KOHTPOJIA U IIPOMEKYTOYHON
arrectanuu (kab. Ne 424 H)

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

[Tomemnenue st | Kommbrorepasie cronbl (15 mmr.); crymbs (15 mr.); pabouee
CaMOCTOSITEIILHOM paboThl | MeCTO TpenojaBaress; Jocka yuyeOHas; pabodas CTaHIUSA

obyuaromuxcs (kad. Ne 424 u) (mono6mok) tumt 1 Lenovo Lenovo V310z (4 mit.); pabouas
crarnmsi (MoHoOnok) Tum 1 Lenovo Lenovo V310z (1 mir.);
kommbiorep DEPO Neos 460SE (1 1mT.); KOMIBIOTED:
I[M3BM"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

O0pa3zoBaTenbHbINA IPOLECC O JUCUUIIMHE OPraHU30BaH B popMe yueOHBIX
3aHATUNA (KOHTaKkTHas paboTa (ayJUTOPHON W BHEAYAUTOPHOI) 0Oy4aromIMXCs C
MpernoJiaBaTesieM U caMoCTosATeNbHas paboTa oOy4Jaromuxcs). YueOHble 3aHaTus (B
TOM 4YHCJ€ TIO0 pealu3alui TPAKTUYECKON TMOATOTOBKU) MPEICTaBICHBI
CIEIyIONMMU  BUJAMH, BKJIIOYash Yy4yeOHBbIC 3aHATHS, HaAIpaBJCHHbIE Ha
IPAKTUYECKYIO IMOATOTOBKY OOY4YalOIIMXCS M MNPOBEACHHUE TEKYIIETO KOHTPOJIS
yCHEeBaeMOCTH:

JEKIHH (3aHATHS JICKIIMOHHOTO TUTIA);

MPAKTUYECKHE 3aHITHS,

caMocCTosATeNbHasg padoTa 00yJyaroumxcs.

Ha y4eOHBIX 3aHATHSAX OOydYarommecs BBITOTHSIOT 3aIUIAHUPOBAHHBIE HACTOSIIEH
IPOrpaMMOil OT/IeTIbHBIC BUIBI YI€OHBIX pabOT, B TOM YHCIIE OTACIBHBIX SJIEMEHTOB
paboT, CBsI3aHHBIX ¢ OyAyiel npodhecCUOHATBHOMN NEeSITETbHOCTBIO.

[lpn w3ydeHmn Kypca IeIecOO0pa3HO TPUICPKUBATHCA — CIIEAYIOIIEH
MOCIIEI0BATEIHLHOCTH:

1. Jlo nocewjenus nepgou nekyuu.

a) BHUMATEJIHHO MPOYUTATh OCHOBHBIE MOJIOKEHUS TPOTPaAMMBI Kypca;

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

2. Ilocne nocewjenus nekyuu:

a) yrayOJlieHO W3YYUTh OCHOBHBIE TIOJOKEHHUS TEMBI MPOTPaMMBbl  TIO
MaTepHuaiam JISKIIUH U PEKOMEHTyeMbIM JTUTEPATYPHBIM UCTOYHUKAM;

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

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

I') TIOATOTOBUTHLCS K MPAKTHUYCCKUM 3aHSTHSIM.

3agaHuss Ui CaMOCTOSITEJIbHOM pPaOOThl CTYJCHTOB SBIISIOTCS COCTABHOM
4acThI0 y4eOHOTO Tpoiiecca. BolmonHeHne 3a1anuii ciocoOCTBYET:
v’ 3aKpEIIEHUIO ¥ PACIIMPEHHIO TOJYIEHHBIX CTYAEHTAMH 3HAHHUH 10 H3y4aeMBIM
BOIIPOCaM B paMKax y4eOHou aucturuimabl «ckyccTBenHbIi nHTEEKT B ATTK)
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v’ Pa3BUTHIO HABBLIKOB PabOTBl ¢ HOPMATHBHO — IPABOBBIMH JOKYMEHTaMH M
CIIELIHAJIBHOU JINTEPATyPOU;

v/ pa3sBUTHIO HABBIKOB 00OOIIEHHS U CHCTEMATH3AIINH HH()OPMAITHH;

v OpMHPOBAHHIO MPAKTHYECKAX HABBIKOB IO TOATOTOBKE IMHCHMEHHBIX
3aKJII0YCHUM;

v/ pa3sBUTHIO HAaBBIKOB aHaJIM3a W HWHTEPIPETAIMK JAHHBIX CTATHCTHKH,
BBISIBJICHUSI TEHACHIIMIA N3MEHEHUS [TOKa3aTeNeH.

BaxxHoCcTh caMOCTOATENBHON PabOTHI CTYJEHTOB OOYCJIOBJIEHA MOBBIIMIEHUEM
TpeOOBaHUIl K YpPOBHIO NOJTOTOBKM CHEIMAJIMCTOB B COBPEMEHHBIX YCIOBHSX, B
YACTHOCTH, HEOOXOAMMOCTBIO MPUOOPETEHHs] HABBIKOB CaMOCTOSITEIbHO HaXOAWUTh
MHPOpPMAIIMIO B PA3JIMYHBIX HCTOYHUKAX, €€ CUCTEMAaTU3UPOBATh; /1aBATh OLICHKY
KOHKPETHBIM NPAKTHUUECKUM CUTYyallUsIM; COOMpaTh, AHAJIU3UPOBATh HCXOJHBIC
JaHHbIE, HEOOXOAMMBIE JUJISl BBINOJIHEHUS TIpaUUYECKUX IMPOEKTOB; OCYLIECTBIIATH
cOop, aHanu3 U 0OpaOOTKY JAaHHBIX, HEOOXOJMMBIX ISl PELICHUS] MOCTABICHHBIX
3ajay.

3agaHus IS CaMOCTOSITENIBHOM pa0OThl BBINOJHSIOTCS CTYJIEHTaMHU BO
BHEAYJUTOPHOE BPEMSI.

Buabl 1 popmbl 0TPAOOTKH NPONYIIEHHbIX 3AaHATHH

CtyneHT, NponyCTUBIINNA JEKIIMOHHBIE 3aHATHSA 0€3 YBaKUTEIBHOW MPUUYUHBL,
00s13aH MOATOTOBUTH pedepaT 1o TeMe MPOIYIIEHHBIX JEKINI U 3alIUTUTh €T0 Ha
OLIEHKY HE HMKE€ YJIOBJIETBOPUTEIbHONU. CTY/IEHT, HE OTPa0OTaBIIUI JIEKIIMOHHBIE
3aHSTHS, HE TOIYCKAETCs K UTOTOBOMY TECTY I10 JUCLMILIAHE.

[Ipormycku NpakTUYECKUX 3aHATHI TOJIKHBI OBITH OTpaOOTaHbI B
KOMITBIOTEPHOM KJIACCE — CTYJEHT JI0JDKEH BBIIIOJIHUTH BCE IPELYCMOTPEHHBIE
paboueit mporpaMMoi MPakTUYECKHUE 3aaHMS.

CryneHT, He 0TpaOOTaBIIMI NPOMYIICHHBIE 0€3 YBAXKUTEIbHOW MPUUHHBI
3aHATHS M HE CIIABIINK HA MOJIOKUTENbHYIO OLIEHKY UTOTOBBIN TECT MO JUCLUIUIMHE,
MOJIy4YaeT OLEHKY «HE 3a4TEeHO» Ha MPOMEXYTOYHOM aTTeCTaLUU.

12. Meroauyeckue peKOMEHAALUH 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 comepx’aTeabHOCTh, TO €CTh HAJUYUE B JICKIIUU TPOBEPEHHBIX
CBEJICHU;

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

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

- OIICHOYHAs, TTOKA3bIBAIOIIAs, KaK U KAaKUM 00Pa30oM CKJIAbIBAIOTCS 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 MCI0JIb30BAHUM HOPMATUBHO-TIPABOBOM 0a3kbl,
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 ONpeAeieHHs, JaelaTh CHOCKM Ha HOopMaTuBHBIE akThl. COOCTBEHHO CIIOBO
«KOHCTIEKT» IMPOUCXOJHUT OT JIATUHCKOTO CONSpPectus -o030p, KpaTKoe H3II0KEHUE
collepKaHusl Kakoro-mmbo 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 CIIPABOYHHUKAM, 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 TBOPYECKMU 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]]a4l, MAaKCUMaIbHO MPUOJIMKEHHbBIEC K PEAIbHBIM
MIPOU3BOJICTBEHHBIM CUTYaLIUSIM.

Kak B pokmanme, Tak m B pedepaTre NPHUHATO paccMaTPpUBATH IOCTAHOBKY
npoOJieMbl, €€ aKTYaJlbHOCTh, MPAKTUYECKYI0 peaau3aluio ¢ ONpe/esICHHEM
U3BECTHOrO B3riAga Ha mpobiemy. JKemarenbHO, 4YTOOBI OBUIM  OTPa)KEHBI:
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, MIPUOOPETAEMBIX CTYJICHTAMH HA JEKIMIX U MPU CAMOCTOS 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 KpaTyallliue CpPOKM Ha3HAYUTh Jary OTpabOTKU 3aHATUSA B
COOTBETCTBUM C TIpaduKOM KOHCyJbTalui mpenoaaBarenisa. CTyIeHT JTOJDKEH
CaMOCTOATENFHO Pa300paTh MPOMYIIEHHYIO TeMy (BOCCTAHOBUTH KOHCHEKT JICKIIUH,
pazo0parth 3aJaHUs MPAKTUYECKOTO 3aHATHSA), BBINOJIHUTH CAMOCTOSTEIHLHOE 3a1aHHE
MO TMPOIMYIIEHHON TeMe W 3alUTUTh ero. J[[is oTpaboTKu MpOIMyIIEHHBIX 3aHATUN
HEOOXOJMMO TIPEIJIOKUTh CTYACHTY BBINOJHUTh HMHAUBHUAyaJIbHOE 3a/laHUe,
3aKJII0YAloNIeecss B PEIICHUWH 3aJaud [0 MPOMYIIEHHON TemMe ¢ MOAPOOHBIMU
MOSICHEHUSIMU, 0()OPMIIEHHOE B BUJIE METOJIMYECKUX YKA3aHUM TNOO MPEe3eHTAIIHH.

3asepuiumo usyuenue OUCUUNIUHDBL Ye1ecO0OPA3ZHO GbINOJIHEHUEM MECMOE
01 npoeepKu yceoeHus yueonozo mamepuana. Ilodoonwvlit no0xo0 nozeonum
CIMyOeHmam J102UYHO U ROC/1E006AMENbHO 0C6AUEAMb MAMEPUA U YCHEUIHO
RPOUMU UMO208Y1I0 AMMECMAUUIO.

Ecnu mo 3aBepiieHun cemecTpa y CTYJAE€HTa OCTAJIMCh HE 3allUICHHBIE
MPAaKTUYECKUE pPabOThl, BBIMOJHEHHbIE HAa KOMIBIOTEPE, JIMOO HE BBIMOJHEHHBIC
CaMOCTOSITETIbHBIE 3aJaHus WJIM TECThI, a TAaKK€ HE OTpaOOTaHHBIE MPOMYIICHHBIC
3aHATUA, TPU cHade 3a4éra CTYAEHTY NPEMJIaraloTcs [JJs  BBINOJHEHHUS
JIOTIOJIHUTENbHBIE 33JJaHUSI IO COOTBETCTBYIOLIUM TEMaM.

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