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AHHOTANIUA

paboueit mporpammsel yueoHou nuctuiiuabl b1.B.J1B.02.02 DneKkTpoHHBINA TOKYMEHTOOOOPOT IS
MOATOTOBKHU CIlelUaucTa o crnenuanbHoctu 38.05.01 DxoHoMuyeckast 0€30MacHOCTh
CrenHanu3anui DKOHOMHKO-TIPaBOBOE 00ecieueHuEe IKOHOMHUYECKOW 0€301TacHOCTH

Lesab ocBOeHHsI UCHUIVIMHBI: HAYYUTh CTYACHTA PEIIaTh 3a7a4H, CBA3aHHbIE C IIEPEX0I0M
K 6636yMa)KHOﬁ TCXHOJIOTUHU YIPABJICHUSA 3KOHOMHWYCCKUMHU CUCTCMAaMU ITYTCM HCIIOJIb30BAHUA
CPEIICTB aBTOMAaTH3allUH TPOIECCOB COCTABICHHUS M BBOJA JIEKTPOHHBIX NOKyMeHTOB (D/), mx
0o0paboTKH, XpaHEHHs, I[IOMCKa M Tepelayd, a TakKe MPOLECCOB  IJIAHUPOBAHUS
JIOKyMEHTOOOOpOTa ¥  OHM3HEC-  MPOIECCOB, KOHTPOJS  MCHOJHEHWS, aHanmM3a M|
COBEPILICHCTBOBAHMUSL.

MecTo qMCHMIUIMHBI B Y4e0HOM IJIaHe: JUCIMIUIMHA BKIIOYEHA B IEpPEeYEHb TUCIUIUINH
yuebHoro miaHa mo crenuanbHoctd 38.05.01 DxoHommyeckass 0€30MaCHOCTb, (OPMHUPYEMBIii
y4acTHHUKaMU 00pa30BaTEeIbHBIX OTHOIICHHH.

TpeGoBanuss Kk pe3yjJbTaTaM OCBO€HUSI JUCHMIIMHBI: B pPE3yJIbTaTe OCBOCHHUS
IMCHUILTHHBI (POPMUPYIOTCS CIIETYIONIHE KOMIICTSHIN

— IIKoc-4. Cnocoben T1uIaHUpOBaTh, KOOPAWHUPOBATH M HOPMATHBHO 00ECHEYMBAThH
ayJUTOPCKYIO IPOBEpPKYy, OOECreunBaTh HMHTETPALMIO JEATEIFHOCTH TOAPa3/IeNeHUH I10
YIPaBJICHUIO PUCKAMHU B COOTBETCTBUHU CO CTPATETMUECKUMHU LEISIMHA OpTaHU3aIIH

—  IIKoc-4.1 3nath oTpaciieBble CTaHAAPTHI 110 YIPABJIECHUIO PUCKaMU, TPYIOBOE, I'pakJaHCKOE,
aAMUHUCTPAaTUBHOE 3aKoHoAaTesbcTBO Poccuiickoit denepanuu, NPaKTUKY HPUMEHEHUS
3akoHojaTtenbcTBa  Poccuiickoit  ®epepaunn 00  ayaUTOPCKOM — AEATENBHOCTH, O
OyXTraJITepCKOM y4YeTe, O COIHAIBHOM CTPaXOBAaHHMM W OOECIIEYCHWH W KOPHOPATUBHOM
YIPaBIEHUH, HAJIOrOBOrO, TIPAXKIAHCKOro, TPYAOBOIO 3aKOHOJATENIbCTBA Poccuiickoin
®denepanyiv, OCHOBHBIE 3aKOHO/AATEIbHbIE U HOPMAaTUBHBIE MPABOBbIE AKThI, OTHOCSAIINECS K
00J1aCTsIM MPOBEPKH;

— IIKoc-4.2 YmMmeTp cTaBuTh IpodeccuoHalbHbIE 33/7a4d, aHAJIU3UPOBATh U KOOPAMHHUPOBATH
00beM paboT KakIOro COTPYIHHUKA IOApa3AeieHUs, CTaBUTh 33Jayl B COOTBETCTBUU C
HOPMaM# TPYJOBOTO, IPakJIaHCKOTO U aJIMMHUCTPATHUBHOIO 3aKOHOJATENbCTBA Poccuiickon
@denepan, OCHOBHBIMM 3aKOHOJATEIbHBIMH W HOPMAaTHUBHBIMU IIPAaBOBBIMHM aKTaMH,
OTHOCSIIIIUMHUCA K 00JIaCTSIM MPOBEPKHU;

—  TIKoc-4.3 BianeTh HaBbIKaMHU JIEKOMIIO3UIMH CTPATETHUECKUX IIeJICH OpraHu3anuy B 3a1a9u
nojipasnienenus, (GOpMHUPOBAHUS PUCK-OPUEHTHUPOBAHHOTO IUIAHUPOBAHHUS, COTJIACOBAHUS U
YTBEP)KJCHUS] IUIAaHOB UM IIPOrpaMM IPOBEPOK, PYKOBOJACTBAa IOATOTOBKOW OTYeTa U
00CYX/IeHUS pe3yJIbTaTOB MPOBEPKU C YIOTHOMOYEHHBIMU MIPECTaBUTEIISIMHU.

Kpartkoe cogep:xkanue 1UCUMIINHBI:

JucuuruinHa — «ONEKTPOHHBIM  JTOKyMEHTOOOOpOT»  NpeAroyiaraeT  BBIPAaOOTKY Y
06yanOHH/IXCSI KOHICITYAJIbHBIX Hpe}ICTaBHeHI/Iﬁ 0 nMmnpupoac€c W CYINIHOCTH HNPHUMCHCHUA
AIIEKTPOHHON CHCTEMBI YIPABICHHUS JOKYMEHTOOOOPOTOM B PA3IUYHBIX cepax 3KOHOMHUYECKOU
JCATCIIbHOCTH, (i)OpMI/IpOBaHI/Ie N 3aKpCIICHUEC HAaY4YHBIX Hpe}ICTaBHeHHﬁ, 3HAHUHA H OITBITa
JeSITeIbHOCTH O COBPEMEHHBIX METOJIaX OPraHU3alUU M MCIOJIb30BaHUS JIEKTPOHHON CHCTEMBI
yIpaBiIeHUs JOKyMEHTOOOOPOTOM.

O0masi TPya0eMKOCTh JHCHUIUIMHBI: 144 4vaca / 4 3a4. en.
IIpoMe:KyTOYHBII KOHTPOJIb: 3a4€T.



1. Ilean ocBoOeHns: AMCUUILIHHBI

Llenbto OCBOEHUS MUCHUILUIUHBI «DJIEKTPOHHBIA JOKYMEHTOOOOPOT» SBIISIETCS Pa3BUTHE Y
CTyJACHTAa HABBIKOB pClIaTh 3aAda4yd, CBA3aHHBIC C IMICPEXOJOM K 6636yM3,)KH01>i TCXHOJIOI'nu
yOpaBlIeHUS SKOHOMHYECKHMHU CHCTEMaMHU IIyTEM HCIOJb30BaHUA CPEACTB aBTOMATHU3AINU
MIPOIIECCOB COCTABJIICHHSI M BBOJA JJCKTPOHHBIX JOKyMeHTOB (D]I), ux o0pabOTKH, XpaHCHHS,
MoKcKa M Mepeaayu, a TakKe MPOIECCOB IUIAHUPOBAHUS JOKYMEHTO000pOTa U OU3HEC-TIPOLIECCOB,
KOHTPOJIA UCIIOJIHCHH A, aHaJIn3a U COBCPIICHCTBOBAHM.

2. MecTo JUCHHUILIMHBI B y4eOHOM Ipolecce

JucrumianHa «OIEKTPOHHBIH  TOKYMEHTOOOOPOT» peajau3yercsi B COOTBETCTBUH C
tpeboBanusimu  ®I'OC, OIIOIl BO wu VYwuebnoro mnnana mno coenuanbHocTd 38.05.01
DKoHOMHYECKasi 0€301acHOCTb.

[IpenmecTByomuMu KypcamM, Ha KOTOPBIX HEMOCPEICTBEHHO Oa3upyercsl AMCLHUILUIMHA
«ONeKTpOHHBI J1OKyMeHTooOOpoT» sBistoTcs  «KynbTypa peun u  JenoBoe  oOIIEeHUE»,
«MH)OKOMMYHHKAIIMOHHBIE CUCTEMBI H CETH», «YTpaBieHHE IU(PPOBHIMH TPOIYKTAMU U
npoektamm», «ERP-cuctemsr B OuzHecey.

Pabouas mporpamMma AMCHUIUIMHBI «DJIEKTPOHHBIA JTOKYMEHTOOOOPOT» ISl MHBAIHIOB W
JHIl C OTPAaHMYCHHBIMH BO3MOYKHOCTSIMH 370POBbsI pa3padaThIBAeTCsi MHIUBHIYATbHO C YYETOM
0COOEHHOCTEH TMCUXO(PU3UIECKOTO PAa3BUTHS, WHAWBUIYAIbHBIX BO3MOXKHOCTEH W COCTOSHUS
37I0POBBSI TAKMX 00YYaIOIINXCS.

3. Ilepedenn NIAHHPYEMBIX Pe3yJbTaTOB 00y4eHHs! 10 JUCHUILINHE, COOTHECEHHBIX
¢ IVIAHUPYEMBIMH Pe3yJIbTaTaMH 0CBOEHHS 00pa30BaTebLHOM

NPOrpaMMbl

N3ydyenne naHHON y4eOHOM TUCIMIUIMHBI HAIIPaBIE€HO HA (OPMUPOBAHUE Y OOYyHAIOIIUXCS
KOMIIETEHIIUMH, Mpe/ICTaBIEHHBIX B Tabuie 1.

4. CTpykTypa U cofep/KaHue JUCIHHILTHHDI

4.1 Pacnpenenenne Tpya0éMKOCTH THCIHILIMHBI 10 BUAAM PadoT 110
cemecTpam
OO6mas TpyaJ0€MKOCTh AUCIMILTUHBI cocTaBmsieT 4 3au.ea. (144 yaca), ux pacnpeeneHue mo
BHJIaM paboOT U ceMecTpaM IPEICTaBICHO B TaOuIIe 2.



TpeﬁoBaHI/ISI K pe3yjbTaTaM 0CBOCHUS yqeﬁﬂoﬁ AUCIHHUITIIIMHBI

Taomuna 1

3aKOHOJIAaTEeNIbHBIE U
HOPMAaTUBHBIE PABOBBIC aKThI,
OTHOCSIIMECS K 007acTsIM
TIPOBEPKU

Poccuiickoii @enepanuu,

OCHOBHBIC 3aKOHOJAaTCJIBHBIC

Y HOpMaTHBHBIE TIPABOBHIC
AKTBI, OTHOCSIIITECS K
00JacTsIM MPOBEPKHU

3aKoHOIaTeNnbCTBOM Poccuiickoi
®denepannn, OCHOBHBIMU
3aKOHOJIaTEILHBIMU U
HOpMaTI/IBHBIMI/I HpaBOBBIMI/I
aKTaMH

No Kon Conepxanue s B pesynprare n3ydeHus yueOHON TUCIUILUIMHBI 00y4YarOIINecs! JOJDKHBL:
KOMIIETE KOMIIETEHIINU .
/i . KOMITIETEHIIUI 3HaTh YMETb BIaJETh
HIIUU (nu e€ yactm)

1. |IIKoc-4. |Cnocoben I1Koc-4.1 3nate oTpacneBbie oTpacieBble CTAaHJAPTHI M0 | 00eCTIeYrBaTh HHTETPALIUIO OTpacieBbIMU
IUIAHUPOBATH, CTaHJAPTHI 110 YIPABJICHHUIO YIPaBJICHUIO PUCKAMU, JeSITeIbHOCTH NOAPA3ACTICHNH IO | CTaHIAPTaMH, TPYJOBBIM,
KOOPIMHHUPOBAaTb U | PUCKaMH, TPYIOBOE, TPYAOBOE, TPaXXIaHCKOE, YIPaBJICHUIO PUCKaMU B IPaKIAHCKHM,
HOPMAaTUBHO rpakJaHCKoe, aJMUHUCTPATUBHOE COOTBETCTBUHM C OTpacIeBbIMU aIMUHUCTPATHBHBIM
o0ecIeunBaTh aJIMUHUCTPAaTUBHOE 3aKOHOZATEIbCTBO CTaHJapTaMH, TPYIOBBIM, 3aKOHOZATENbCTBOM
ayIUTOPCKYIO 3aKOHOATENbCTBO Poccuiickoi Poccuiickoit @enepanuu, IPaXIaHCKHUM, Poccuiickoii @enepanuu,
TPOBEPKY, Denepaniu, TPaKTHKY MPaKTUKY IPUMEHEHUS aJIMUHUCTPATHBHBIM MPaKTUKOW PUMECHEHUSI
o0ecIeunBaTh MPUMEHEHUS 3aKOHOJaTebCTBA | 3aKOHO/ATEICTBA 3aKOHO/IaTeNIbCTBOM Poccuiickoll | 3akoHOAATEIbCTBA
MHTErpaLuio Poccwiickoit deneparun 06 Poccwiickoit @enepanuu 06 | Denepannu, mpakTUKOM Poccuiickoit ®enepanuu
JESITEIbHOCTH ayJIUTOPCKOM AEATEILHOCTH, O ayJIUTOPCKOM NESITENBHOCTH, | IPUMEHEHUS 3aKOHOJATEIbCTBA | 00 ayANTOPCKOM
MOJPA3ACIACHUI 10 | OYXTaITepCKOM y4eTe, O 0 Oyxranrtepckom ydere, o | Poccuiickoit ®denepariyu 00 JIESITENBHOCTH, O
YIIPaBJICHHUIO COLIMAJILHOM CTPaxOBaHUH U COLIMAJILHOM CTPAaXOBaHUH U | Ay TUTOPCKOM AEATEILHOCTH, O OyXrajaTepcKoM ydere, O
pHCKaMu B 00ecreyeHnH ¥ KOPIIOPaTUBHOM | 00eclieueHHH U OyXrajaTepcKoM ydere, O COLIMAJIEHOM CTPaxOBaHUH
COOTBETCTBHH CO yIpaBJIeHUH, HAJIOTOBOTO, KOpPIIOPaTHBHOM COILIMAJIbHOM CTPaXOBaHUH U u obecrieueHNH U
CTpaTerHYeCKIUMHU TpaXXIaHCKOTO, TPYJOBOTO yIpaBJICHUH, HAJIOTOBOTO, | 00ECIICUEHUH W KOPIIOPATUBHBIM | KOPIIOPATHBHBIM
HeJsIMU 3aKoHoJarenbeTBa Poccuiickoit IPaXIAHCKOT0, TPYIOBOTO | yIIpaBJIeHUEM, HAIOTOBBIM, yIpaBJIeHUEM, HAJIOTOBBIM,
OpraHu3aIyu ®enepannn, OCHOBHBIE 3aKOHOZAATEIILCTBA TPaXJAHCKUM, TPYIOBBIM TPaXJAHCKUM, TPYIOBBIM

3aKOHOIATEILCTBOM
Poccutickoit @enepanuu,
OCHOBHBIMH
3aKOHOJATEIbHBIMU U
HOPMAaTHBHBIMHU
MIPaBOBBIMH aKTaMHU

[1Koc-4.2 YMmeTh cTaBUTh
mpo)ecCHOHAJIbHBIC 3a/1a4H,
aHATU3UPOBATH U
KOOPIMHHPOBATH 00BEM PaboT
Ka)XJI0TO COTPYJHHKA
NoJpa3aeNiCHNs, CTABUTH 3a1a4H B
COOTBETCTBHH C HOPMaMHU

METOJUKY IMOCTAaHOBKH
mpoheCcCHOHAIBHBIX 33/1a4,
aHamu3a u
KOOPJAMHHPOBAHUS 00BEMa
paboT KaXI0TO COTPYTHUKA

noAapasacjaCHus, HOCTAHOBKHU

3a71a4 B COOTBCTCTBUH C

CTaBHUTH MPO(deccHoHaTbHbIC
3aj1auu, aHAJTM3UPOBATh U
KOOPAWHHPOBATH 00BEM PaboT
Ka)XIOTO COTPYAHHUKA
HOApa3/eNICHNs], CTABUThH 3aJa9H
B COOTBETCTBHU C HOpMaMHU
TPYIOBOTO, TPAXKTAHCKOTO U

HaBbIKaMU ITOCTAHOBKH
mpoheCCHOHAIBHBIX 33134,
aHau3a u
KOOPAWHHPOBAHUS 00beMa
paboT KaxI0ro
COTPY/IHUKA
MOJIpa3/ieIiCHHs,
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B PE3YIbTATC U3YUCHU y‘-IC6HOﬁ JAWUCIUITTHHBI 06yqalonmec;1 JOJIDKHBI:

MuanukaTopsl
KOMITETEHIIAN 3HATh YMETh BJIA/IETh
TPYIOBOTO, TPAKIAHCKOTO U HOpMaMH TPYI0BOTO, aJIMAHUCTPATUBHOTO MTOCTaHOBKH 337124 B

aIIMUHHUCTPATUBHOTO
3aKOHOJaTeNbCcTBa Poccuiickoit
®denepaliii, OCHOBHBIMU
3aKOHOJIATEIbHBIMU U
HOPMAaTHBHBIMH IIPaBOBbBIMU
aKTaMH, OTHOCAIIMMHUCA K
00nacTsM MPOBEPKH

TPaXKIaHCKOTO
aIMHHHCTPATHBHOTO
3aKOHOJATENIbCTBA
Poccuiickoit @enepanuu,
OCHOBHBIMH
3aKOHOJATENIbHBIMU H
HOPMAaTHBHBIMU IPABOBBIMH
AKTaMH, OTHOCSIIIUMHCS K
001acTsIM MPOBEPKU

3aKOHOJaTelbcTBa Poccuiickoit
®denepaunn, OCHOBHBIMU
3aKOHOIATCIIFHBIMU 1
HOPMATHUBHBIMU [IPABOBBIMU
aKTaMH, OTHOCAIIUMHUCSA K
001acTsIM MPOBEPKU

COOTBETCTBHH C HOPMaMH
TPYAOBOTO, TPAKAAHCKOTO
U aIMHUHUCTPATUBHOTO
3aKOHOJATEJILCTBA
Poccuiickoit @enepaunu,
OCHOBHBIMH
3aKOHOAATEJIbHBIMU U
HOPMAaTHBHBIMU
IIpaBOBbIMU AKTaMH,
OTHOCALIMMUCS K
00acTsIM MPOBEPKHU

[1Koc-4.3 Bnagets HaBpIKAMH
JIEKOMITO3UITNH CTPATETHUECKIX
LieJied OpraHu3alvu B 3a/1a4u
nopa3aeneHus, opMupoBaHUs
PUCK-OPHUEHTUPOBAHHOTO
TJIAHUPOBAHMUSI, COTIIACOBAHUS U
YTBEP>KICHUS IJIAHOB U
MporpamMm MpoOBEPOK,
PYKOBOJCTBA ITOATOTOBKOM
oT4eTa U 00CYKICHHS
Pe3yIbTaTOB MPOBEPKU C
YIIOJTHOMOYEHHBIMHA
MIPEICTAaBUTEISIMHU

METOAUKHU JIEKOMIIO3ULIUI
CTPaTErMYECKUX LieJen
OpraHU3aIyy B 3a7a91
moipa3aeNieH s, PUCK-
OpPUEHTUPOBAHHOTO
TJIAHUPOBAHMUS, TTOPSIIOK
COrjacoBaHus U
YTBEPKACHUS TUTAHOB H
MIporpamMM IPOBEPOK,
MMOATOTOBKH OTYETA U
00CyX/IeHNs pe3yJIbTaTOB
MIPOBEPKH C
YIIOJTHOMOYECHHBIMH
MIpeICTaBUTEISIMU

JIEKOMITO3UPOBATh
CTpaTEern4ecKue 1eIn
OpraHM3aliy B 331a49u
noipaszeneHus, opMHpOBaTH
PHCK-OPHEHTHPOBAHHBIC TIIAHBI,
COTJIACOBBIBATh U YTBEPIKIATh
IUIAHBI M TIPOrPAMMBI TPOBEPOK,
PYKOBOAUTB MOATOTOBKOM OTYETA
1 00CYXXJICHHUS pe3yIbTaTOB
MPOBEPKH C YIIOTHOMOYCHHBIMH
NpEICTaBUTEISIMH

HaBBIKAMH JIEKOMITO3HMIIUH
CTPaTErMYECKUX LIeJIel
OpraHu3aIyy B 3a7a91
MOJTpa3 IeNICHHS,
(hopMUpOBaHUS PUCK-
OpPUEHTHPOBAHHOTO
TUTAHUPOBAHUS,
COrjacoBaHus U
YTBEPKICHUS TIAHOB U
MIporpamMM IPOBEPOK,
PYKOBOJICTBA NOJATOTOBKOM
oT4ueTa U 00CyKICHHUS
pPe3yIBTATOB MPOBEPKH C
YIIOJTHOMOYEHHBIMH
MIpeICTaBUTEISIMU




OYHASA ®OPMA OBYYEHMUA

Tabnuma 2a
PacnpenesieHue Tpy10éMKOCTH IMCUMILIMHBI 10 BUAAM PadoT 110 ceMecTpam
TpynoémkocTn
. B T1.4. mo
Buj yueoHoii paboThi o, SrCeTiE
BCEro Ne 10
OO6uias Tpy10€MKOCTDb TUCIUILUIMHBI IO YYCOHOMY TUIaHY 144 144
1. KonTakTHas padora: 48 48
AyautopHasi padora 48 48
nexyuu (J1) 24 24
npaxkmuueckue 3ansamus (113) 24 24
2. CamocrositenbHas padora (CPC) 96 96
camocmosmenvHoe uzyuenue pazo0enos, Camono020mosKa
(npopabomka u nOmMopeHue JeKYUOHHO20 MaAmepuala U Mamepuand 96 96
VUEeOHUKO8 U YUeOHbIX NOCOOUT, NOO20MOBKA K 1aO0PAMOPHBIM U
NPAKMUYECKUM 3AHAMUIM, KOJIOKGUYMAM U M.0.)
Buja npomMe:XyTo4HOT0 KOHTPOJIS: 3auér
3A0OYHASA ®OPMA OBYYEHUSA
Tabnuna 20
Pacnpesnesienue TpyA0EMKOCTH AMCHUILVIMHBI 110 BUIAM padoT 10 ceMecTpam
TpynoémkocTn
Bup y4eOHoii paboThI qac. B T.4. 110
T ceMecTpam
Ne 10
OO0mast Tpy10éMKOCTh TUCIMILIMHBI 10 YYeOHOMY IIaHy 144 144
1. KontakTHas pabora: 8 8
AynuTopHas padora 8 8
nexyuu (J1) 4 4
npaxmuyeckue 3auamus (113) 4 4
2. CamocrositeabHas padora (CPC) 132 132
camocmosmenvroe uzyienue paz0enos, camono020moska (npopabomxa
U nosmopeHue NeKYUOHHO20 MaAmepuala u Mamepuaid y4eoHuKos u 132 132
VueOHbIX NOCoOUll, N0O20MOBKA K 1A00PAMOPHbIM U NPAKMUYECKUM
SAHAMUAM, KOJNOKSUYMAM U M.O.)
Iloozomoexa K 3auémy (KOHmMpo.iv) 4 4
Bua npoMexyTOYHOI0 KOHTPOJIS: 3auér




4.2 Conepxanue JUCHMILTHHLI

OYHAS ®OPMA OBYUEHMUSI
Tabauia 3a
TemaTnuyeckuil JIaH y4eOHOM 1Y CHUNITHHBI
HaumeHoBaHuUe pa3/1esioB U TeM JUCIUTLIMH KonrakrHast BueaynutopHas
(YKpyITHEHHO) L2 abora pa6ora CP
J 113

Tewma 1. Benenue B Kypc 14 2 2 10
Tema 2. Opranusanus padboT B cHCTEMax 14 5 2 10
JIOKYMEHTAIMOHHOT'0 00eCieueHus yIpaBJICHUs
Tema 3. Opranuszanus 3J1€KTPOHHON CUCTEMBI 14 5 2 10
yIpaBieHUs! JOKYMEHTO000POTOM
Tema 4. ABTOMaTH3a11A COCTABICHUS 15 2 2 11
JIIEKTPOHHBIX IOKYMEHTOB
Tema 5. ABTOMaTH3a1IMsI TPOLIECCOB BBOA 15 2 2 11
MOTOKOB BXOJIAIIMX JOKYMEHTOB
Tema 6. ABTOMaTH3alIMs XpaHEHUS JOKYMEHTOB 15 2 2 11
Tema 7. Opranuzanusi CACTEMbI 3JIEKTPOHHOTO 19 4 4 11
JIOKYMEHT0000poTa
Tema 8. CucteMbl KOMIUIEKCHONM aBTOMAaTHU3aL[UN 19 4 4 11
JIOKYMEHTO000pOTa U JIENOBBIX MPOIIECCOB
Tema 9. IIporpammHbIe CpeICTBA 3JEKTPOHHOTO

19 4 4 11

JIOKYMEHT0000poTa

HUTOI'O 144 24 24 96

3A0OYHASA ®OPMA OBYUEHUS
Tabmnuma 36
TemaTnuyeckuii MJIaH y4eOHO U CHUNIIHHBI
KonrakTHan
HanmeHnoBaHue pa3aesioB ¥ TeM JUCHHUILINH Bueaynuropuas
(YKpYITHEHHO) Beero padora pa6ora CP
J 113
Tema 1. Benenue B kypc 14 - - 14
Tema 2. Opranusanus paboT B CUCTEMAX 14 i i 14
JIOKYMEHTAIIMOHHOTO 00eCIIeYeHUs YIPaBICHUS
Tewma 3. Opranuzanus 3JI€KTPOHHON CUCTEMBI 14 i i 14
yIpaBlIeHUs] JOKYMEHTO000POTOM
Tema 4. ABTOMAaTH3aIMA COCTABIIEHUI 14 i i 14
DIIEKTPOHHBIX IOKYMEHTOB
Tema 5. ABTOMaTH3a1IMsI TPOILIECCOB BBOJA 14 i i 14
MOTOKOB BXOJIAIIUX JTOKYMEHTOB
Tema 6. ABTOMaTH3aMs XpaHSHHS JOKYMEHTOB 14 - - 14
Tema 7. Opranuzanusi CUICTEMbI 3JIEKTPOHHOTO 16 i i 16
JIOKYMEHT0000poTa
Tema 8. CucteMBl KOMIZIEKCHOM aBTOMaTH3aIlnH
JIOKYMEHTOO000POTa U JIETOBBIX TIPOIIECCOB 20 2 2 16
Tema 9. [IporpammHbIE CPEACTBA JIEKTPOHHOTO
20 2 2 16

JIOKYMEHT0000poTa
KoHTpoJib 4 - - 4
HUTOI'O 144 4 4 136




COJAEPKAHME PA3JIEJIOB U TEM JUCHUITJIMHbI

Tema Ne 1. BBenenue B Kypc.

[Ipeamet u comepxanue kypca. [lonsatue sxkoHomuveckoit cucremsl (IC) U €ro CTpykrypa.
CoctaB (GyHKIMH | JETOBBIX HPOIECCOB, BHIMONHAEMBIX B moapaszaeneHusx OC. IlonsTtue
JIOKYMEHTA, KJIacChl IOKYMEHTOB, CBSI3aHHBIC C BBINOJHEHHUEM (DYHKLIMN yNpaBiICHUS U JEIOBBIMU
npoueccamu. IloHATHE TOKYMEHTOIIOTOKA, €T0 CTPYKTYpa, NOKA3aTeIH OLIEHKU JOKyMEHTOIIOTOKOB.
[TonsiTHe U BUABI TOKYMEHTOOOOPOTA U JIEIOBBIX MPOIECCOB, UX CTPYKTYPBI U COCTaB KOMIIOHEHT.
ObocHoBaHME HEOOXOTUMOCTH Tepexoaa K 0e30yMakHOH TeXHOJIOruH yrpasieHus. OCHOBHBIC
KOHIEIIIUH.

Tema Ne 2. Opranuzanusi pador B CIOY.

[Tonsitue Cuctemsr Jlokymentannonnoro OOecrnieuenuss Ympasienus (CJIOVY). Cocrar
bynakui u 3ama4, BemonasemMbix B CAOY. Kiaccer u crpykrypsr CIOY. CoctaB u copepxanue
komroHeHT [ocymapctBeHHoir Cucrembl JlokymeHTannonHoro Oo6ecrieueHuss YmpaBieHUs
('CHOY). IlepeyeHb MAeNOBBIX MPOIECCOB, BBHINOJHIEMBIX B CHOY. Cocras
YHubunupoBaHHOMi Cucremsl OpranuzannonHo-PacnopsinurensHbix  JJOKyMEeHTOB
(YCOPQH). Crpykrypsl nmokymMeHTOB. CojepkaHue MpoIemaypbl cocTaBicHus U o0padorku OPJI.
Copepxanuie mpoUeAyp IMOJY4YEHHUS, Mepefadyd BXOISIMIUX M UCXOISAIIUX MOTOKOB JOKYMEHTOB.
ConeprxaHue perucTpaliOHHOTO KypHajla U PETUCTPAIMOHHON KapTouku. COoCTaB U CoNepKaHHe
MPOLEAYPBl KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB.

Tema Ne 3. Opranusanus 3JIeKTPOHHOI CUCTEMBbI YIIPaABJIeHHUS JOKYMEHTO000POTOM.

[Tonstue sxoHOMHueckoil nupopmanronHoit cucrtemsl (QUC). Ctpykrypa u kinaccel DUC.
[lonsitTue DONEKTPOHHON cHUCTEMBl ympaBieHus JgokyMeHTtooboporom (DCVY]]) kak wyactu
KOPHOPaTUBHON KOHOMHYECKON HMH(OpMalMOHHON cucTeMbl. TpeboBaHUS M MPUHIIUIIBI CO3TaHUS
OCVY]l, cocraB u conepxkanue mnoacucteM. [lonarue APM, cocraB APM u wucnoib3yembIx
MH(OPMALIMOHHBIX TEXHONOTHH. MeToabpl M CpeicTBa MOJAETHUPOBAHUSA, OIEHKM M aHaIHu3a
JIOKYMEHTO000pOTa B 3KOHOMHUYECKHX cucTeMax. OcoO0eHHOCTH UcToab30BaHusl Case-CpeCcTB I
MOJIETTUPOBAHUS U OLIEHKU JOKYMEHTOO0OPOTa U JIeJIOBBIX MPOIIECCOB.

Tema Ne 4. ABTOMaTH3alMs COCTABJIEHHSA JI€KTPOHHBIX IOKYMEHTOB.

[Tonsitue dopmel anektpoHHoro aokymenta (B1). Buast O/1. CocraB anemenToB D/ u
METOABl MX 3amojiHeHHs U KoHTpois. CocTaB omnepauuil MpoeKTUpoBaHMs U oOpaGotku /1.
Oco0eHHOCTH POEKTUPOBaHUS U 3anojHeHus U o0paboTku Web-popm. Knaccudukanus cpencrs
COCTABJICHHUS] U 3aIIOJIHEHHsI 3JIEKTPOHHBIX JIOKyMeHTOB. CocTaB TpeOOBaHMM, MpPEAbABISEMbIX K
BBIOOPY CHCTEM COCTaBJICHHUS U 3anoyiHeHus /1.

Tema Ne 5. ABTOMaTH3aumsi NpoLeccoB BBOJAA NOTOKOB BXOASIIMX JOKYMeHTOB. CocTaB u
CoJepKaHue Ollepaluii aBTOMAaTU3UPOBAHHOIO BBOJA IOTOKOB BXOAIIUX JIOKYMEHTOB.

Conepxxanue onepanun MOATOTOBUTEIBHOM craguu. [Tonsitue
dopmatupoBannoro nokymenrta (®JI). Buner ®JI. Acnektsl onucanus momneit DI

Conepxxanue omnepanuii  OCHOBHOU craiuu  00pabOTKM M BBOJIA
JIOKYMEHTOB. Kraccel CKaHEpOB, XapaKTEPUCTUKH CKaHEpOB U TpeOoBaHUS,
npeabsBisieMbie K BEIOOPY ckaHepoB. Xapaktepuctuka OCR, ICR u OMR-meTo10B pacno3HaBaHwus
JIOKYMEHTOB. MeTtonbl KOHTPOJISt ormepanuil  CKaHUPOBaHUS u

pacrno3HaBaHUs TEKCTOB. MeTo1bl MHAEKCUPOBaHUS JOKYMeHTOB. CocTaB (pakTOpoB 1
TpeOOBaHUi, MPEABABIAEMbIX K CHCTEMaM BBOJA OYMa)KHBIX IOKYMEHTOB.

Tema Ne 6. ABTOoMaTu3auusi XpaHeHHUsI IOKYMEHTOB.

Otanbl pa3BUTUS CPEICTB aBTOMATU3MPOBAHHOIO XPAHEHUS M IIOMCKA TEKCTOBBIX
nokyMmeHTOB. [lonsitue MHQOpPMAIIMOHHO-TIONCKOBOW crucTeMbl. OcHOBHBIE KommoHeHTH! UIIC u
texuosiorust pabotel ¢ UIIC. [TonsTe cuctemsl ynpaBieHus d1eKTpoHHBIMU TokyMeHTamu (CY 1),
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¢bynkuuu, BemonaseMele CYJ[ B mporeccax ynpaBieHUs] SKOHOMHYECKOH cucteMoil. CTpyKTypa
CY]l v Ha3HayeHUWE €€ KOMIIOHEHT. MeToapl OpraHu3aluu XpaHeHusi JokymeHToB B CVY/I.
Knaccupukanuss MeTonoB TOWCKA. XapaKTEpUCTHKA HWHIEKCHOTO, CTaTHCTUYECKOTO U
CEMaHTHYECKOTO METOJIOB ITOUCKA.

Tema Ne 7. Opranusanusi cucTeMbl 3JIEKTPOHHOI'O JOKYMEHT0000pOTA.

OcCHOBHBIE 3aJlayd OpraHU3allMU CHUCTEMbI JJIEKTPOHHOTO JoKyMeHTooOopoTta (COHO0).
Oranbl  pazutus  COJIO. Kmacecet COHO. IlpuHmunel M O0COOCHHOCTH  MOCTPOCHUS
ApromarusupoBanHbix Cuctem Kontpons WUcnonnenus JloxkymentroB (ACKW/I).Xapaktepuctuka
METOZIOB M CPEJICTB OpraHu3aluu npuema-niepenadu qokymeHToB B COJIO ¢ texnonorueit "ad-
hoc". Ocobennoctu opranmzanuu C3J] KOMIEKTUBHONH OOpabOTKM JOKYMEHTOB Ha MPUHIMIIAX
texHosoruu  "groupware". OcobenHoctu opranmzaiuu  COJ1O, OpUEHTHPOBAHHBIX Ha
ucnonb3oBanue "docflow"-rexnomorun. Metoasl U cpeactBa oOecredeHus HHGOPMAITMOHHON
0€30MMaCHOCTH B CUCTEMAX JIEKTPOHHOTO JOKYMEHTO00O0pOTa.

Tema Ne 8. CucremMbl KOMILUIEKCHOW AaBTOMAaTH3alMU JOKYMEHTO000pOTa U /1eJOBBIX
NpoLEeCccoB.

Haznauenue, cdepst npumenenuss texunonoruu "workflow". CoctaB u copepxaHue
orepannii aBTOMaTU3MPOBAHHOTO TUIAHUPOBAHUS, KOHTPOJIS U YIIPABJICHUS JICTIOBBIMU IIPOLIECCAMH.

Tema Ne 9. [IporpamMHbIe cpeCTBA 3JIEKTPOHHOI0 JOKYMEHT0000pOTA.
O6mue TpeboBanus K cucreMe A0KyMeHTooOopoTa. O030p phIHKA MPOTPAMMHBIX CPEICTB.
Cucrema «1C:DneKTpoHHBII T0KyMEHTOO00POT».

4.3 Jlexuuu/nagopaTopHble/npaKTHYECKHe/ 3aHATHS

OYHASA ®OPMA OBYYEHMUAA

Tabnuua 4a
Copep:xaHue JeKUMii /MPaAKTHYECKUX 3aHATHI M KOHTPOJIbHbIE MEPONPUATHS
e Ha3Banue Ne 1 HazBaHMe JeKIui/ dopmupyembie Bup Koa-
3 pasaeaa, J1adopaToOpHBIX/ KOMIIeTeHnuu | KOHTPOJILHOT | pgo
n/n TeMbI NPaKTHYeCKUX/ CEeMUHAPCKUX 0 YACOB
3aHATHH MepONnpuATH
Ll
1 Tema 1. Jlexuus Ne 1 [TKoc-4.1 TectupoBanue 2
Bseznenue B Bsenenue B kypc [TKoc-4.2
Kypc [TKoc-4.3
IIpakTryeckoe 3ansaTue Ne 1 [1Koc-4.1 TectupoBanue
BBenenue B kypc [TKoc-4.2 [IpakTueckoe
[TKoc-4.3 3aaHne
2 Tema 2. Jlexuus Ne 2 [TKoc-4.1 TectupoBanue 2
Opranuzanusa | Opranuzanus padboT B [TKoc-4.2
pabot B CHUCTEMaX JIOKyMEHTa- [TKoc-4.3
cucreMax LIMOHHOT'0 00ecTIeYeHHs
JOKyMEHTa- | yIpaBJeHHUs
LMOHHOT'O [IpakTryeckoe 3ansTue Ne 2 [TKoc-4.1 TectupoBanue
obecnieueHust | Opranuzanus padoT B [TKoc-4.2 [IpakTueckoe
YIPaBICHUSA | CUCTEMax JOKyMEHTa- [TKoc-4.3 3aJaHue
LIMOHHOTO 00ecreveHus
yIpaBJICHUS
3 Tema 3. Jlextust Ne 3 [TKoc-4.1 TectupoBanue 2
Opranuzanus | Opranuszanus 3J€KTPOHHOU [TKoc-4.2
AJIEKTPOHHOW | CHUCTEMBI YIIPAB-JICHUS [TKoc-4.3
JIOKYMEHTO000pOTOM
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e HazBanue Ne u HazBaHme JeKIuii/ dopmupyemble Bun Koa-
- pasaeJia, ﬂaﬁopaTOpHBIX/ KOMIIETeHIINH KOHTPOJBHOT BO
n/n TeMbI MPAKTHYECKUX/ CEeMHHAPCKUX 0 T
3aHATHI MEepONpHUsITH
s
CUCTEMBI [IpakTrueckoe 3anarue Ne 3 [TKoc-4.1 TectupoBanue 2
ynpas-ieHust | OpraHusanus 3JeKTPOHHOU [TKoc-4.2 [IpakTnueckoe
JIOKyMEHTOOO | CUCTEMBI YIIpaB-JICHUS [TKoc-4.3 3a/1aHue
OpOTOM JJOKYMEHTOO0OPOTOM
4 Tema 4. Jlexuus Ne 4 [1Koc-4.1 TectupoBanue 2
ABToMaTm3all | ABTOMAaTH3aIHAsI COCTABICHUS [1Koc-4.2
ust AJICKTPOHHBIX JJOKYMEHTOB I1Koc-4.3
cocrasienust | [Ipaktuueckoe 3anstue Ne 4 [TKoc-4.1 TectupoBanue
JJIEKTPOHHBIX | ABTOMartu3auus coctaBienus | [1Koc-4.2 [TpakTryeckoe
JIOKYMEHTOB 3JIEKTPOHHBIX TOKYMEHTOB ITKoc-4.3 3aJlaHue
5 Tema S. Jlexuus Ne 5 [1Koc-4.1 TectupoBanue 2
ABTomartu3all | ABTOMaTHU3allMs MPOIECCOB [1Koc-4.2
ns BBO/JIa TOTOKOB BXOISIIIIAX [TKoc-4.3
MIPOIIECCOB JIOKYMEHTOB
BBOJIA [TpakTrueckoe 3anaTue Ne 5 [1Koc-4.1 TectupoBanue 2
IIOTOKOB ABTOMaTH3a1Ms IPOLIECCOB [TKoc-4.2 IIpakTnyeckoe
BXOISIINX BBOJIa IIOTOKOB BXOISIIIINX ITKoc-4.3 3aJlaHue
JOKYMEHTOB | JIOKyMEHTOB
6 Tema 6 Jlexuus Ne 6 [TKoc-4.1 TectupoBanue 2
ABTtomartu3all | ABTOMAaTH3alus XpaHECHUs [TKoc-4.2
Usl XpaHEHUs | TJOKYMEHTOB [TKoc-4.3
NoKyMeHTOB | [Ipaktuueckoe 3ausTie Ne 6 [TKoc-4.1 TectupoBanue 2
ABTOMaTH3aIUs XPAaHEHHS [TKoc-4.2 [IpakTuueckoe
JTIOKYMEHTOB ITKoc-4.3 3aJIaHue
7 Tema 7. Jlextmst Ne 7 [TKoc-4.1 TectupoBanue 2
Opranuzanus | OpraHusanusi CHCTEMBbI [TKoc-4.2
CUCTEMBI AJIEKTPOHHOTO JIOKY- [TKoc-4.3
AIIEKTPOHHOT | MEHT0000pOTa
0 JIOKy- [IpakTuueckoe 3anstre Ne / [TKoc-4.1 TectupoBanue 2
MEHTO000pOT | OpraHu3aius CUCTEMBI [TKoc-4.2 [IpakTrueckoe
a poBaHUs ANEKTPOHHOTO JIOKY- [TKoc-4.3 3aJaHue
MEHT0000poTa
8 Tema 7. Jlexmst Ne 8 [TKoc-4.1 TectupoBanue
Opranuzanus | Opranusanusi CHCTEMBbI [TKoc-4.2 2
CUCTEMBI AJIEKTPOHHOTO JIOKY- [TKoc-4.3
AJIEKTPOHHOT | MEHTO000poTa
0 JIOKy- [IpakTruyeckoe 3anstue Ne 8 [TKoc-4.1 TectupoBanue 2
MEHTO000pOT | OpraHu3anus CUCTEMBbI [TKoc-4.2 [IpaxTuueckoe
a poBaHUs 3JIEKTPOHHOTO JO0KY- [TKoc-4.3 3aJjaHue
MEHT000O0pOoTa
9 Tema 8. Jlexrmst Ne 9 [TKoc-4.1 TectupoBanue 2
Cucremsl CucreMbl KOMIUIEKCHOM [TKoc-4.2
KOMIUIEKCHO | aBTOMAaTH3alllH JIOKY- [TKoc-4.3
" MEHTO0000POTa U ICTTOBBIX
aBTOMATHU3all | IPOLIECCOB
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WU JJOKY- [IpakTuueckoe 3ansTre Ne 9 [TKoc-4.1 TectupoBanue 2
MeHT0000poT | CHCTEeMbI KOMIUIEKCHOM [TKoc-4.2 [IpakTnueckoe
a ¥ JICJIOBBIX | aBTOMaTH3allUU JIOKY- [1Koc-4.3 3aJjaHue
IPOLIECCOB MEHTO000pOTA H JITOBBIX
MIPOIIECCOB

10 Tema 8. Jlextus Ne 10 [TKoc-4.1 TectupoBanue 2
Cucrembl CucreMbl KOMITJIEKCHOM [1Koc-4.2
KOMIUIEKCHO | aBTOMAaTH3alluU TOKY- [TKoc-4.3
i MEHTO000pOTa U JIETOBbIX
aBTOMaTH3all | MPOLIECCOB
WU JJOKY- [Ipaktrueckoe 3anarue Ne 10 [1Koc-4.1 TectupoBanue 2
MeHT0000pOT | CHCTEMbI KOMIUICKCHOM ITKoc-4.2 [IpakTnueckoe
a Y JIJIOBBIX | aBTOMATH3AIMH JIOKY- [TKoc-4.3 3a7aHne
MIPOIIECCOB MEHTO00O0pOTA H JIETTOBBIX

MIPOIIECCOB

11 Tema 9. Jlexuus Ne 11. Ilporpammubie | [1Koc-4.1 TectupoBanue 2
[IporpammHb! | cpencTBa anekTpoHHOro Moky- | [1Koc-4.2
€ cpelcTBa MEHT0000pOoTa IT1Koc-4.3
aneKTpoHHOr | IIpakTuueckoe 3anstue No 11 [TKoc-4.1 TectupoBanue 2
0 JOKY- IIporpamMmHBIe cpeacTBa [TKoc-4.2 [IpakTrueckoe
MEHTO000POT | 3JIEKTPOHHOTO JIOKY- [1Koc-4.3 3aJaHue
a MEHT0000pOoTa

12 Tema 9. Jlexrus Ne 12. Craructuaeckue | [1Koc-4.1 TectupoBanue 2
[Tporpammubl | MeTonbl npuHsaTus pemenuit B | [1Koc-4.2
€ cpelcTBa YCIIOBUSIX PHUCKA ITKoc-4.3
snekTpoHHOr | [Ipaktndeckoe 3ansiTie Ne 12 [1Koc-4.1 TectupoBanue 2
0 JIOKy- CraTucTH4ecKue MEeTO/Ibl [TKoc-4.2 [IpakTnueckoe
MEHTOO0OPOT | MPUHSATHS PEIICHHU B [TKoc-4.3 3aJaHue
a YCIIOBHSIX pUCKA
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3AOYHASA ®OPMA OBYUYEHUA

Tabnuma 46
Conep:kanue JJeKUM /MPAKTHYECKUX 3AHATHI M KOHTPOJIbHbIE MEPONIPUATHS
e HasBanue Ne u HazBaHHe JeKIU/ ®opMupYyeMbIe Bun Kou-
1 pasgeia, TeMbl Ja0opaTopHBIX/ KOMIIeTeHHH | KOHTPOJIBHOIO | o
NPAKTHYeCKUX/ CEMMHAPCKUX MepONpHATHS | yacoB
n/ 3aHATHI
n
1 | Tema9. Jlexmms Ne 1. TIporpammusie | [TKoc-4.1 TectupoBanue 2
[IporpammHubIe cpencTBa IeKTpoHHOTrOo J0KY- | [TKoc-4.2
CpencTBa MEHTO00O0pOTa [TKoc-4.3
AIEKTPOHHOTO [Tpaxtuueckoe 3anstue Ne 1 | [1Koc-4.1 TectupoBanue 2
[IporpammueIe cpencTBa [TKoc-4.2 [TpakTueckoe
JOKYMEHTOOOOPOT | 3JIEKTPOHHOT'O IOKY- [TKoc-4.3 3a/1aHue
a MEHT0000pOTa
2 | Tema9. Jlexmmst Ne 2. Craructuyeckue| [1Koc-4.1 TectupoBanue 2
IIporpammHubie MeToabl npuHATUs pemennii B | [1Koc-4.2
cpencTBa YCIIOBUSX PHCKa [TKoc-4.3
AJIEKTPOHHOTO [TpakTaeckoe 3ausitue Ne 2 | [TKoc-4.1 TectupoBanue 2
Cratuctudeckne MeToIbl [TKoc-4.2 [IpakTuueckoe
JOKyMEHTOOOOPOTd MPUHSATHS PEIICHHI [TKoc-4.3 3aJaHue
B YCJIOBHUSIX PHCKa
OYHASA ®OPMA OBYYEHUSA
Tabnuna Sa
IlepeyeHb BONPOCOB /15l CAMOCTOSTE/ILHOI0 H3YYeHHUs] TMCIMILIHHBI

Ne | HazBanme pa3zjeana, Ilepedyenn paccMaTpuBaeMbIX BOIPOCOB /ISl CAMOCTOSI TEJILHOTO

/1 | TeMbI H3yYeHHUHA

1 Tema 1. Beenenue B | O6ocHOBaHME HEOOXOIUMOCTH TIepexo/ia K 6e30yMakHON
Kypc TexHosoruu ynpasieHus. OcHonsle koHuenuuu. (I1Koc-4.1, ITKoc-

4.2, TTIKoc-4.3)

2 Tema 2. Opranmzanust | ConmepxaHue TPOUEAYpPHl cocTaBleHHss W oOpabotku  OP/I.
paboT B cucremax Conepxanue TMpoueayp NOJIy4YeHHs, TMepelaud BXOJAIUX U
JOKYMEHTAMOHHOTO | MCXOJISIIINX MTOTOKOB JTOKyMEHTOB. CoJiepKaHue PeruCTparimOHHOTO
obecrieueHus KypHajla ¥ perucTpanMoHHON KapTouku. CocTaB M coJepKaHHe
yIIpaBJICHUA npoueaypsl KoHTposia ucnoiaHeHus: 1okymenToB. (I1Koc-4.1, [TKoc-

4.2, ITKoc-4.3)

3 Tema 3. Opranmzanus | [lonsitue APM, coctaB APM u mcmons3yeMbIx HHPOPMAIIMOHHBIX
AIIEKTPOHHOM CUCTEMBI | TEXHOJIOTUHA. MeTonbl M CpeicTBa MOJCIUPOBAHMS, OLEHKH U
yIpaBJIeHUs aHaiM3a  JIOKyMEHTOOOOpoTa B  SKOHOMHYECKHX  CHCTEMax.
JOKyMeHToo0opoToM | OcobenHocTu ucnosb3oBanus Case CpeJCTB Ul MOJCIUPOBAHUS U

OLICHKH JOKyMeHTooOopoTra u aenoBeix mpoueccoB (I1Koc-4.1,
ITKoc-4.2, ITKoc-4.3)

4 Tema 4. Oco0eHHOCTH MPOEKTUPOBAHUS U 3amoJIHEHUs u 00padboTku Web-
ABTOMaTH3aIMA dopm. Kraccudukanus cpeacTB COCTaBIEHHS M 3alOJTHEHUS
COCTaBJICHUS AIIEKTPOHHBIX JOKyMeHTOB. CocTaB TpeOOBaHMIA, PEABIBISIEMBIX K
IEKTPOHHBIX BbIOOpY cucteM coctaBienus u 3anoinHeHus D/1. (ITKoc-4.1, I[TKoc-
JIOKYMEHTOB 4.2, IIKoc-4.3)
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Ne | HazBanue pa3aeJa, Ilepeyenb paccMaTprBaeMbIX BOIIPOCOB /IJISl CAMOCTOSAATEILHOTO
/1 | TeMbI H3y4eHHs
3) Tema 5. CocraB (pakTopoB U TPeOOBAHUI, IPEIBABIIEMBIX K CHCTEMaM BBO/IA
ABTOMaTH3aIUs oymakubix qokyMmeHToB (ITKoc-4.1, ITKoc-4.2, ITKoc-4.3)
IPOLIECCOB BBO/A
MOTOKOB BXOJISIINUX
JIOKYMEHTOB
6 Tema 6. Merto/bl opranu3anuu XpaHeHus: JokyMeHToB B CY /1.
ABTOoMaTru3aIus Knaccugukarus MeTo10B morcka. XapakTepucTHKa UHICKCHOTO,
XpaHEeHUs CTaTUCTHYECKOTO U ceMaHTHueckoro MeTooB noucka ([1Koc-4.1,
JTIOKYMEHTOB [TKoc-4.2, [TKoc-4.3)
7 Tema 7. Opranuzanus | MeTonbl ¥ cpefcTBa obecrniedeHus HHGOPMAITMOHHON
CUCTEMBI 0€30MacHOCTH B CUCTEMaX dJIEKTPOHHOTO JIOKYMEHTO000pOTA.
3JIEKTPOHHOTO (ITKoc-4.1, TTKoc-4.2, ITKoc-4.3)
JIOKYMEHTO000pOTa
8 | Tema 8. Cucrembl CocraB u cozepkaHue omneparyii aBTOMaTH3UPOBAHHOTO
KOMILJIEKCHOM TUTAHUPOBAHMS, KOHTPOJISI U YIPaBIEHUS 1€JIOBBIMU MPOIIECCAMHU.
ABTOMAaTHU3AINN (ITKoc-4.1, [TKoc-4.2, [TKoc-4.3)
JIOKYMEHT0000poTa U
JIJIOBBIX IIPOIIECCOB
9 Tema 9. 00630p poinka mporpaMMmubix cpeacts. ([1Koc-4.1, ITKoc-4.2, TTKoc-
[TporpammHbIe 4.3)
cpencTBa
3JIEKTPOHHOTO
JIOKyMEHTO000pOTa
3A0OYHAS ®OPMA OBYUYEHMUSA
Tabnuma 56
IlepeyeHb BONPOCOB /1JIsl CAMOCTOSITEILHOI0 M3YUYEHH S TUCHHUILJIMHBI
Ne | Haspanme pa3nena, | Ilepedens paccMaTpuBaeMbIX BOIPOCOB IJIsI CAMOCTOSITEILHOTO
n/n TeMBI HU3y4YeHUsl
1 Tema 1. Beegenue B | [lonstue sxonomuueckoit cucremsl (IC) u ero crpykrypa. Cocta

Kypc

(YHKUIMH U 1€TOBBIX MPOIECCOB, BHIMOIHAEMBIX B TIOPa3ICICHUSIX
OC. IloHsTHE TOKYMEHTA, KJIACChl JOKYMEHTOB, CBS3aHHBIE C
BBINOJIHEHNEM (DYHKIMNA YIIpaBJIeHUs U AETOBBIMU MPOIIECCAMH.
[ToHsiTHE TOKYMEHTOIIOTOKA, €T0 CTPYKTYpa, MOKa3aTeu OLEHKN
JIOKYMEHTONOTOKOB. [IoHSATHE U BUIBI JOKYMEHTOO00pOTa U
JIEJIOBBIX MIPOLECCOB, UX CTPYKTYPHI U COCTAB KOMIIOHEHT.
O6ocHOBaHNE HEOOXOAUMOCTH Tepexoia K 6e30yMaxHON
TexHojoruu ynpasieHus. OcHosnsle koHuenuu. (ITKoc-4.1, ITKoc-
4.2, [TKoc-4.3)
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Ne | HazBaume pazgesa, | IlepedeHb paccMaTpuBaeMbIX BOIIPOCOB VISl CAMOCTOSATEILHOTO

n/n TeMBI HU3yYeHUsl

2 Tema 2. Opranuzanus | [Torstue Cucremsr Jlokymentarmonoro O6ecnedeHus: Y npaBieHUs
paboT B cucTemMax (CAOY). CocraB ¢ynkmuit u 3amad, BeionHseMbix B CHOVY.
JIOKYMEHTallMOHHOT O Knaccel u ctpykrypet CHOY. CoctaB U coaep:kaHME KOMIIOHEHT
obecrieueHHs I'ocynapctBennoit Cucremsl [{oxkymenTtanunonHoro OOecrniedeHust
yIpaBJICHUS VYmpasnenuss  (I'CHOVY). IlepeueHb  JIE€TOBBIX  IPOIIECCOB,

BeimosiHsieMblx B CJHOY. CocraB YuudunupoBanuoit Cucremsl
OpraauzanuonHo-Pacnopsaurensubix  Jlokymentor  (YCOP/).
Crpykrypsl AJokyMeHTOB. Cojep:kaHue Mpoleaypbl COCTABICHUS U
obpaborkn OPJl. Conepkanuwe mpoleayp IOIydYeHUs, Iepeaadn
BXO/SIIMX M HCXOASIIUX TOTOKOB JOKyMeHTOB. CojepskaHue
PETUCTPAIIMOHHOIO )KypHala U PerucTpaluoHHOM KapTouku. CocTaB
U COJEp)KaHHE IMPOLENYpbl KOHTPOJIS HCIIOJIHEHUS JOKYMEHTOB.
(ITKoc-4.1, TTKoc-4.2, ITKoc-4.3)

3 Tema 3. Opranmszanus | [lonstue  3koHOMHYeckod uHpopMmannoHHOH cuctemsl (DUC).
snexkTpoHHoU cucteMbl | Ctpykrypa u knaccel OUC. IloHsiTue DIEKTPOHHOM CHCTEMBI
yIpaBJIeHUS ynpaBieHus JoKkymenTooooporom (DCVY]]) kak yactu
JOKYMEHTOOOOPOTOM | KOPIIOPAaTUBHON 3KOHOMUYECKON MH(OPMALIMOHHON CUCTEMBI.

TpeboBanus u npunnunsl co3ganus DCY 1, cocraB u copepranue
noacucrem. [lousarue APM, coctaB APM u ncnosib3yemsbix
MH(}OPMALIMOHHBIX TEXHOJIOIHI. MeToIbl U cpesicTBa
MOJIEJIMPOBAHUS, OLIEHKU U aHallM3a JOKYMEHTO000pOoTa B
SKOHOMHYECKUX cucTteMax. OcoOeHHOCcTH ncnob3oBaHus Case-
CPEJIICTB AJIsi MOJICTUPOBAHUS U OLEHKU JOKYMEHTO000pOoTa U
nenosbix mporiecco (ITKoc-4.1, [TKoc-4.2, TTKoc-4.3)

4 Tema 4. [Tonatue ¢opmbl 31ekTpoHHOTO nokyMeHTa (O1). Buasr 3/1.
ABTOMaTH3aIUS CocraB ameMeHTOB D/ M METONBl UX 3aNOJIHEHUS] U KOHTPOJIS.
COCTaBJICHUS CoctaB omepamuii  mpoekThpoBaHuss U o0Opabotku  D/JI.
AIIEKTPOHHBIX Oco0eHHOCTH MPOEKTUPOBAHUS U 3anoidHeHust 1 o0paboTku Web-
JIOKYMEHTOB ¢dopMm. Knaccudukanust CpeacTB COCTaBIEHUS U 3aMOTHEHUS

AEKTPOHHBIX JOKYMEHTOB. CocTaB TpeOOBAHUMN, MPEAbSBISIEMbIX
K BBIOOpY cucteM coctaBieHus u 3anmonHenuss DJ[. (ITKoc-
4.1, TIKoc-4.2,

[TKoc-4.3)

5 Tema 5. CocraB u copepxaHue onepalnnii aBTOMaTU3MPOBAaHHOTO BBOJA
ABTOMaTH3aIUs MOTOKOB BXOJAIIMX JOKYMEHTOB. CoJiepkaHue onepanui
IIPOLIECCOB BBOJA MOAroTOBUTENbHON cTaguu. [lonsTHe popMaTHpOBAaHHOTO
MHOTOKOB BXOSIIINX nokymenta (O/1). Bunst /1. Acnektsl onucanus nosueit O/J1.
JTOKYMEHTOB CopepxaHue orepalyii OCHOBHOM cTafuu 00pabOTKH U BBOAA

JIOKyMeHTOB. Kiaccel ckaHepOB, XapaKTEpUCTUKHU CKaHEPOB U
TpeOoBaHus, MPeAbSBIIEMbIE K BBIOOPY CKaHEpOB. XapaKTepUCTHKa
OCR, ICR u OMR-mMmeTon0B pacno3HaBaHus JOKYMEHTOB. MeTobl
KOHTPOJISI ONepaluii CKaHUPOBAHUS U PACIIO3HABAHUS TEKCTOB.
MeTtobl HHIEKCUPOBaHUs JOKYMeHTOB. CocTaB (hakTOpoB U
TpeOOBaHUH, MPEIBABIIEMBIX K CHCTEMaM BBOJ1a OYMaKHBIX
nokymenToB (ITKoc-4.1, TTKoc-4.2, [TKoc-4.3)

6 Tema 6. OTarbl pa3BUTHSI CPEJCTB aBTOMATU3HUPOBAHHOTO XPAHEHHUS U IIOMCKA
ABTOMaTH3aIUs TEKCTOBBIX JOKyMeHTOB. [ToHsTHE MH()OPMAIMOHHO-TTOMCKOBON

XpaHEHUs TOKYMEHTOB

cucreMbl. OcHoBHBIE KOMTIOHEHTHI TIC 1 TexHOMOTHS pabOTHhI €
NIIC. IlonsaTHE CUCTEMBI YIIPABIEHUS AIEKTPOHHBIMU JOKYMEHTAMU
(CY L), dynkmuu, Bemonusembie CY /] B mporieccax ynpaBiaeHUs
sKOHOMHUECKOM cucteMoil. Ctpykrypa CVY [l 1 Ha3HaueHUE ee
KOMIOHEHT. MeTo/1bl OpraHu3alnuy XpaHeHust JOokyMeHToB B CY /1.
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Ne | HazBaume pazgesa, | IlepedeHb paccMaTpuBaeMbIX BOIIPOCOB VISl CAMOCTOSATEILHOTO
n/n TeMBI HU3yYeHUsl
Knaccudukanus MeTo10B noucka. XapakTepucTHKa HHIEKCHOTO,
CTaTUCTUYECKOTO U ceMaHTuueckoro MmetooB noucka (I1Koc-4.1,
ITKoc-4.2, [TKoc-4.3)

7 Tema 7. Opranuzauusi | OCHOBHbIE 33Jaud OPraHU3AIUU CUCTEMBbI JJIEKTPOHHOTO
CHUCTEMBbI nokymeHntoobopora (C2-/10). Dransr pazsutus CO0. Knaccs
AJIEKTPOHHOTO COJ10. ITpuHIHITE 1 0COOEHHOCTH MOCTPOCHHS
JIOKyMEHTO000pOTa AstomatuzupoBanHbix CucteM Konrpoinsa Mcnonnenus JJokyMeHTOB

(AC-KN ). XapakTepucTuka METOOB U CPEACTB OpraHu3aIiuu
npuema-riepeaaun g1okymentoB B COJIO ¢ texuomorueii "ad-hoc™.
Ocob6ennoctu opranuzanuu COJ] KOJUIGKTUBHOW 00pabOTKU
JIOKYMEHTOB Ha MPHUHIUIAX TEXHOJOTHU ''groupware”.
OcoOennoctu opranuzaunu C3J10O, OpUeHTHPOBAHHBIX Ha
ucnonb3oBanue "docflow"-rexHosnoruu. MeTossl U cpecTBa
obecrnieyeHust ”HPOPMAIIMOHHOM 0€3011aCHOCTH B CUCTEMAX
anekTpoHHoro pokymeHtoobopota. (ITKoc-4.1, [1Koc-4.2, I[TKoc-
4.3)

8 Tema 8 Cucremsl CocraB u copep:kaHue onepanuii aBTOMaTU3UPOBAHHOTO
KOMIUJICKCHOM IUTAHUPOBAHMSI, KOHTPOJISI U YIPABJIEHUS J1€JI0BBIMU IPOLIECCAMHU.
aBTOMAaTH3aIH (TTKoc-4.1, TTKoc-4.2, T1Koc-4.3)

JIOKYMEHTO0000poTa U
JIEJIOBBIX IIPOIIECCOB

19 Tema 9. OO6mue TpeboBaHUS K cHCTeMe ITOKyMeHToobopoTta. O030p phIHKA
[TporpamMmmHbIe nporpamMusix cpeacts. (ITKoc-4.1, TTKoc-4.2, TTKoc-4.3)
cpeacTBa
JIEKTPOHHOTO
JIOKYMEHTO000pOTa

5. O6pa3zoBaTe/ibHbIE TEXHOJIOTHH
Tabnuia 6
IIpuMeHeHNe AKTHBHBIX H HHTEPAKTHBHBIX 00pa30BaTe/JbHBIX TEXHOJIOT Wil
HanmeHnoBaHMe HCIOJIb3yeMBbIX
Ne T AKTHUBHBIX 1 HHTEPAKTHUBHBIX
n/n eMa i (popMa 3aHsTHs o0pa3oBaTe/IbHbIX
TeXHOoJI0rui (popm o0yueHust)

1 Opranu3aiuys padoT B CUCTEMax Ul [[IpobnemHas neKius
NTOKYMEHTALMOHHOTO 00ecTiedeHust
yTIpaBJIeHUs

2 ABTOMAaTH3aIUs] COCTABICHUS [13 |Pa300p KOHKPETHBIX CUTyalnui
AIIEKTPOHHBIX JOKYMEHTOB

3 |Opranuzanus CHCTEMBI YJICKTPOHHOTO JI  [[IpoGnemHas nexius

JTOKYMEHTO000pOTa

4 ABTOMAaTH3aIM MTpoIieccoB BBoJa MOTOKOB  |[I3  [Pa300p KOHKpETHBIX cUTYyaIi
BXOJISIINNAX JOKYMEHTOB

9) CrcTeMbl KOMILIEKCHOM aBTOMaTU3alluu JI  [[IpoGnemuast nexuus
ITOKYMEHTO000pOTa U
JIEJIOBBIX IMPOLIECCOB

6 [IporpaMMHBIE CpeCTBa IEKTPOHHOTO [13 [Pa3060p KOHKPETHBIX CUTYaITUH
TOKYMEHTO000pOTa
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6. Texymmii KOHTPOJIb YCIIEBA€MOCTH U MPOMEKYTOYHASI ATTECTALMS 110 UTOTaM OCBOEHUS
AUCHUTLTHHBI

6.1. Tunosbie KOHTPOJIbHBbIE 32JAHUS WJIM HHbIE MaTEePHAJIbI, HEOOXOAUMBbIE VISl OLEHKH
3HAHUI, yMEHMH U HABBIKOB U (WJIN) ONBITA 1eATeIbHOCTH
1) Y4eOHBIM IJIAHOM He MPEeYCMOTPEHO BbINOJIHEHHE KYPCOBBIX MPOEKTOB (padoT) u
pacdyeTHO-rpauYecKux padoT.
2) TecTsbl 111 TEKYLIET0 U IPOMEKYTOYHOI0 KOHTPOJISI 3HAHU A 00y4arommXxcst
3anaHus AJis BBIIOJHEHUS Ha IPAKTUYECKUX 3aHATUSAX U TECTOBBIE 3aJJaHUS IIPECTABIECHBI B OLIEHOYHBIX
Marepuanax JUCUUIIIUHBI
3) Bonpocs! 1J1s1 OATOTOBKH K KOHTPOJILHBIM MEpPONPHATHAM H TecTaM (TeKyuiemy
KOHTPOJIIO U NPOMEKYTOYHOM aTTecTanuu (BOMPOCHI K 3a4eTy).
1) Tloustue sxoHomMuueckoi cuctembl (DC) u e€ cTpyKTypa.
2) CocraB QyHKIMH U JETOBBIX MPOIECCOB, BBIMOIHIEMbBIX B MMOAPA3ICICHHUIX
9C.
3) IlomsTHe MOKyMEHTa, KJIACChl JIOKYMCHTOB, CBSI3aHHBIC C BBIMOJHCHUEM (DYHKI[HIA
YIPaBJIEHUS U JI€JI0BBIMU MPOIIECCAMHU.
4) TlousTHE TOKYMEHTOIIOTOKA, €r0 CTPYKTYpPa, MOKAa3aTeNn OIIEHKU JJOKYMEHTOIIOTOKOB.
5) TlonsiTre U BUIBI JOKYMEHTOOOOPOTA U JACTOBBIX IIPOLIECCOB, MX CTPYKTYPhI U COCTaB
KOMITOHEHT.
6) Ilonsrue Cucremsl JJokymenrtannonnoro Odecneuenus Yupasieuus (COY).
7) CocraB byHKIit U 33124, BeinoiaHsseMbIX B CLIOY.
8) Kuaccel u crpykrypsl CIOY.
9) Cocras u coJiepKaHue KOMIIOHEHT lNocynapctBeHHOM Cucremsl
Joxymenrtarmonnoro Obecnieuenust Ympasienus (I'CLOY).
10) IlepeveHb aeMOBBIX MPOIECCOB, BhIMOMHseMbIX B CIOY.
11) CocraB YuuduimpoBanuoit Cructembl OpraHu3aliMoOHHO- PacmopsauTenbHbIX
HoxymentoB (YCOP/).
12) CozaepxaHue TpOLEAYpPbl COCTABICHUS M OOpPaOOTKM OPraHMU3aIlMOHHO- PACHOPSIUTEIbHBIX
JIOKYMEHTOB.
13) ConeprkaHue OpoLeayp MOTydeHH s, Tepeadl BXOIIIIMX U UCXOISIINX TOTOKOB IOKYMEHTOB.
14) CoctaB 1 coziepaHue IpoLeAypbl KOHTPOJIS UCTIOTHEHHUS TOKYMEHTOB.
15) IMousiTue 3xoHOMHUYECKO# HHpOpMannoHHo# cuctemsl (QUC).
16) Ilonste DNEKTPOHHOW CHCTEMbI yIpaBieHus aokymeHTooboporom (DCVY]l) kak dactu
KOPITOPATUBHOMN SKOHOMHUYECKOW MHPOPMALTMOHHON CHCTEMBI.
17) TpeGoBauus u npuHIUIEI co3nanus ICVY [], cocTaB u coiepKaHue MOICUCTEM.
18) IMousitue APM, coctaB APM u UCIob3yeMbIX HHPOPMAIIMOHHBIX TEXHOIOTHIA.

19) MeTombl U CpeiCTBA MOJICITUPOBAHUS, OIICHKU M aHaJIHM3a IOKYMEHTO000pOTa B
SKOHOMHYECKUX CUCTEMAaX.
20) Ocobennoctn  ucnonb3oBanus  Case-cpefcTB  [UIs  MOJCIUPOBAHUS U OIIGHKH
JOKYMEHTOO0O0POTa H JIETIOBBIX MPOIIECCOB.
21) Tlonsitue hopMmbl ANIEKTPOHHOTO JOoKyMeHTa (D/1).
22) CoctaB 31meMeHTOB D/ ¥ METOIBI UX 3aITOJIHEHHS K KOHTPOJISL.
23) CocraB oneparuii MpoeKTUpOBaHUs U 00padoTku /1.
24) OcoOeHHOCTH MPOSKTUPOBAHUS U 3aroHeHus U 00padoTku Web-dopwm.
25) Knaccudukariyst CpeicTB COCTABICHUS U 3aIIOTHEHUSI DJICKTPOHHBIX JOKYMEHTOB.
26) CocraB TpeOoBaHUI, IPEIBSIBISEMBIX K BBIOOPY CUCTEM COCTAaBICHHUS U 3anoHeHHs D /1.
27) CocrtaB ¥ cojiepKaHHe OIepalii aBTOMaTU3UPOBAHHOTO BBOIA IIOTOKOB BXOJISIINX JOKYMEHTOB.
28) CopneprkaHue oneparuii OCHOBHOM CTaanu 00padOTKH M BBOJIA IOKYMEHTOB.
29) Xapakrepuctuka OCR, ICR 1 OMR-MeT0/10B pacrio3HaBaHus JOKYMEHTOB.
30) Meroapl KOHTPOJIS ONepannii CKAHUPOBAHMS M PACIIO3HABAHUS TEKCTOB.
31) CocraB (aktopoB u TpeOOBaHUM, MPEABABIIEMBIX K CHCTEMaM BBOAAa OyMakKHBIX
JIOKYMEHTOB.
32) Drambl pa3BUTUSL CPEACTB ABTOMATU3UPOBAHHOTO XPaHEHUs M IIOMCKAa TEKCTOBBIX
JIOKYMEHTOB.
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33) IMonstue nnpopmarroHHO-mouckoBoi cucremsl (UIIC).
34) Ocnosubie kommoHeHTHI UTIC 1 TexHoaorus padotsr ¢ UTIC.
35) IonsiTre cucTEeMBbI yrpaBieHUs 3eKTPOHHbIME JokyMeHTaMu (CVY /1), GyHKIMH, BBITOIHAEMbIC
CVY ]I B mpornieccax ynpaBiieHHs] SKOHOMUYECKON CUCTEMOIA.
36) MeTopI opranu3anuu XpaneHus Jo0kyMmeHToB B CY /1.
37) Knaccudukaiuss METOIOB MOMCKA. XapaKTePUCTHKA HWHACKCHOTO, CTATUCTHYECKOrO H
CEMaHTHYECKOI0 METOJIOB ITOMCKA.
38) OcHoBHbIC 3a/1a4l OpraHU3aI[MA CUCTEMBI JIEKTPOHHOTO JOKYMEHTOO0OpOTa
(C210).
39) IMpuHIHMIBL 1 0COOCHHOCTH MOCTpOeHUST ABTOMaTH3MpoBaHHbIX CucteM Konrtposs Mcnonnenus
JoxymentoB (ACKU ).
40) XapakTeprCTHKa METOIOB U CPEACTB OpraHU3aluy IprueMa-tiepeaadn gokymentos 8 COJ10 ¢
TexHosorueit "ad-hoc".
41) Ocobennoctr opranuzamuu COJ] KOMICKTHBHOH 00pabOTKHM JOKYMEHTOB Ha MPHHIIMAIAX
TEXHOJIOruH "groupware” ¢ ucriosnbzoBanueM cpencts Lotus Notes u MS.
42) Ocobennoctu opranuzanud COJI0, OpPHEHTHPOBAHHBIX HAa HCIIOJb30BAHUEC
"docflow"-TexHomorum.
43) Metoasl U cpeacTBa odecreueHuss HHHOPMAIIMOHHON 0€30IMacCHOCTH B CHCTEMaXxX 3JEKTPOHHOTO
JIOKYMEHTO000pOoTA.
44) CoctaB ¥ COJACp)KaHHWE OIEpalMii aBTOMATH3MPOBAHHOTO IUIAHUPOBAHUS, KOHTPOJIA |
yIOpaBieHus AeT0BbIMU Tporieccamu.O030p phIHKA IPOrPAMMHBIX CPEJICTB.
45) Cucrema «1C:D1eKTpOHHBIN JOKYMEHTOO00POTY.

6.2. Onucanue nokasareeii 1 KpUTEPHEB KOHTPOJIS yCIIEBAEMOCTH, ONIUCAHHE

IIKAJ OlleHMBAHUS

Jnst OlleHKW 3HAHUW, YMEHUM, HABBHIKOB W ()OPMHUPOBAHMS KOMIETCHIIUU IO AUCIUIUIMHE
MPUMEHSETCS TPAAMUUOHHASA CUCTEMA KOHTPOJIS U OLICHKU YCIIEBAEMOCTH CTYJEHTOB.

Buabl TEKYLIET0 KOHTPOJA - TCCTUPOBAHUC, yCTHBIﬁ OIIpoC, PpCUHICHUC
MPaKTUYCCKUX 3a/1a4.

ITpoMe:KyTOYHBIN KOHTPOJIb — 3a4€T

Texkymuil KOHTpOJIb OLICHKM 3HAHUN OCYLIECTBIISIETCS IPENOAABATEIIEM B TEUECHHE BCETO
ceMecTpa IYTEM TECTUPOBAHUSA, IPOBEPKU IPAKTUYECKUX 3aJaHUNM U YCTHOIO OIIpPOCa IIOCIIE
M3Y4YEHUs KaXKJI0M TEMBI.

KPUTEPUHU OLIEHKY 3HAHU, YMEHWUH, HABBIKOB CTYJEHTA HA 3AUETE

Pe3ynbpTaThl KOHTpPOJS YCIEBAEMOCTH CTYACHTOB Ha 3a4eTe OIpeNessioTcs OLEHKaMu
«3a4YTEHO», «HE 3aUTCHO».

OleHKa «3a4T€HO» BBICTABIACTCS CTYACHTY, €CJIM BBIIOJHEHBI W 3allUIICHBI BCE
MPAKTUYECKHE 3aJaHus, IPEeIyCMOTPEHHbBIE pabodeil mporpaMMoil, pe3yabTaThl TECTOBBIX 3aaHUN
Y YCTHBIX OTIPOCOB HE HIKE YOBJIETBOPUTEIHLHOMN OIICHKH.

OLeHKa «HE 3aYTE€HO» BBICTABIAETCS CTYJIEHTY, €CJIM BBINOJHEHbI HE BCE MPAKTHUYECKHUE
3a/IaHMs], WJIM TECTOBBIC 3aIaHUS WJIH YCTHBIE OMPOCH UMEIOT HEYIOBJIETBOPUTEIHHYIO OIICHKY.

7. YueGno-mMeToau4eckoe 1 HH(GpOpMAHOHHOE 0fecneueHre IHCIUILTHHbBI

7.1 OcnoBuas uTeparypa
1. bapunoea, E. b. DneKTpOHHBII apXWB : YYEOHHUK IS CpPeHEro mpoecCHOHAIBLHOrO oOpa3oBaHus /
E. b. bapunoBa. — Mocksa: MW3natensctBo IOpaiit, 2026. — 166 c.— (IlpodeccuonambHoe
obpazoBanue). — ISBN 978-5-534-17004-7. — Tekct : snexrpoHHbIA // OOpa3oBarenbHas IaTdopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/589309
2. byonux, P. A. TlpaBoBOe peryJMpoBaHUE 3JIEKTPOHHOTO IOKYMEHTOOOOpOTa : y4eOHHK JJsi BY30B /
P. A. byanuk ; mon penakiueid M. A. @denorosa. — 4-¢ us., nepepad. u gom. — Mocksa : M31aTenbcTBO
KOpaiit, 2026. — 68c.— (Bwicmiee o6Opa3oBanue). — ISBN 978-5-534-19293-3. — Tekct
aeKTpoHHbIN // OOpa3zoBatenbHas miatgopma FOpaiit [cair]. — URL: https://urait.ru/bcode/589231
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3. Kysuenos, . H. [lemonpousBoactso : yueOHoe mocodue : [16+] / U. H. Ky3neunoB. — 13- u3m. —
MockBa : JlamkoB wu K° 2024, - 406 c. — Pexum pgocryma: 0o NOOAMNMCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=711135 . — bubawuorp.: c. 312-323. — ISBN 978-5-
394-05683-3. — TekcT : 2JIEKTPOHHBIH.

4. Mansiies, C. JI. Yrpasienue 3JeKTPOHHBIM KOHTEHTOM : ydebHoe nocobue / C. JI. Manbimes. — 4-¢
n3na. — Mocksa : MaTepHer-YHuBepcurer Mudopmanmonnsix Texnomorunii (MHTYUT), Au Ilu Ap
Menua, 2024. — 124 c. — ISBN 978-5-4497-2490-8. — Tekcr : snextponnsiii // Lludposoit
obpasoBarenbHbiii pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/133990.html. —
Pexwum nocTyma: s aBTOpU3HP. OIB30BaTeNeH

5. TunoBas cutyanus: OuHaHCOBBIA aHanu3: Oa3oBble MOHATUS U KodpduumeHtsl (M3narenbcTBo
"I'maBuas kaura', 2024) // CI1C KoncynsrantlLiroc. 2024.

6. Xauarpsa, I'. A. OpraHuzauus U TEXHOJOTHS pabOThl ¢ KOH(MUICHIMAIBHBIMH JOKYMEHTAMHU :
yuebnuk ans CIIO / I'. A. Xauatpsn, . B. Ky3nenoBa. — 2-e uzn. — Caparos : IlpodobpazoBanue,
2024, — 238 ¢. — ISBN 978-5-4488-1026-8. — Tekcr : snexrponHsiii // LludpoBoii odpazoBarenbHbIi
pecypc IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/137716.html. — Pesxxum noctyna: mis
aBTOPHU3HP. MMOIb30BATENEH

7. Wanpuna, I'. B. YnpaBnenuecknii u ¢uHAHCOBBIA aHanm3 : y4eOHMK 1yt By3oB/ I'. B. lllappuna,
K. B. T'onyOHnumii. — 2-e usg., nepepad. u mon. — Mocksa : M3aarensctBo IOpaiit, 2024. — 288 ¢. —
(Beiciee obOpazoBanme). — ISBN 978-5-534-16532-6. — Texkct : anexktpoHHbIH // OOpazoBaTenbHAs
wiatdopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/538458

8. DnekrponHas Toprosis : yueOHuk / P. P. [lpiranosa, I'. I'. UBanos, B. A. Marocsn, P. P. Canuxosa. —
4-e u3a. — Mocksa : [lamkos u K°, 2024. — 150 c. : un., 1adn., cxem. — (YueOHble U31aHUsA IS BY30B). —
Pexxum goctyma: mo moamucke. — URL: https://biblioclub.ru/index.php?page=book&id=710146 . —
bubmuorp. B kH. — ISBN 978-5-394-05571-3. — TekcT : 37E€KTPOHHBIMN.

7.2 JlonoanuTe bHAS IATEPATYpa
1. Benpenesa M.A., Beprakona 10.B. Undopmannonssie TexHonoruu ynpasienus.- M.: FOpaiit, 2020
2. Konmparee B.K. OmnepanuonHsle cuUcTeMbl W 0005I09kH: ydeOHO-MeToamd. mocobue / B.K.
Konnpatees, O.C. I'onoBuna. MI'Y 3, 2017.— Pexum mocrtyma: http://www.iprbookshop.ru/10730 - DBC
«IPRbooks».
3. AsepuenkoB B.M. UHpopmannoHHble cuCTEMbI B MPOU3BOJICTBE U AKOHOMHUKe: yuel. nmocobue/ B.M.
AgepuenkoB, @.0. Jlo36unes, A.A. Tumenko. bpsHckuil rocyaapcTBEHHbIH TEXHUYECKUN YHUBEPCUTET,
2020.— 274 ¢.— Pexum noctyna: http://www.iprbookshop.ru/6996 - 35C «IPRbooks».
4. WcaxoBa A.W. Mndpopmanmonusie TexHonoruu: yueOHoe nocodue/ Mcaxosa A.U., McakoB M.H.—
Tomck: DOnp  Konrent, ToMmckuii rocyaapcTBeHHBIH yHMBEPCUTET CHCTEM  YIpaBICHUS U
paguosnektponnku, 2019.— 174 c— Pexum nocrtyma: http://www.iprbookshop.ru/13938 - 3BC
«IPRbooks».
5. Vtkun B.b. MHdopmanuoHHble cUCTEMBl U TEXHOJOTMH B SKOHOMHKE: yueOHHK. FOuutH- [laHa,
2020.— Pesxxum noctyna: http://www.iprbookshop.ru/7040 - 5BC «IPRbooksy.

6. Uexmapes O.B. Berancnutensabie cuctemsl, cetd 1 kommyHukaiuu. JIMK Ipecc, 2019— Pesxxum
noctyma: http://www.iprbookshop.ru/5083 - DBC «I PRbooks».

8. Mepeuenns pecypcoB HH(OPMALHOHHO-TEJIEKOMMYHHKAIIHOHHOI ceTH
«HTEepHEeTY», HEOOXOAUMBIX /11l 0CBOEHHMS TUCHHMILINHBI (MOTYJIs1)

1. KoHcynbTaHT+ (JIUIIEH3NOHHOE TPOTPaMMHOE 00eCTIeYeHHEe OTEUSCTBEHHOIO TPON3BOICTBA)
2. http://www.garant.ru (pecypcsl OTKpBITOTO IOCTYTIA)

3. https://elibrary.ru - Hayunas snekrponnas 6ubmuoreka eLIBRARY.RU

(pecypCBHIOTKPBITOTO TOCTYTIA)

4. https://www.rsl.ru - Poccuiickas I'ocynapcrBenHast bubnmoreka (pecypchl OTKPBITOrO TOCTYIIA)

5. https://link.springer.com - MexayHapoanas pedepatuBHas 0a3a JaHHBIX HAYYHBIX HM3JaHHN
Springerlink (pecypchl OTKpBITOTO T0CTyTIA)

6. https://zbmath.org - MexnynaponHas pedeparuBHas 0aza JaHHBIX Hay4dHbIX H3nanuidi zbMATH
(pecypchl OTKPBITOTO TOCTYTIA)
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7. http://lwindow.edu.ru - HMudpopmanumonnas cuctema "EqmHoe OKHO jgocTyma K 00pa3oBaTelbHBIM
pecypcam”
8. https://openedu.ru - «HaunmonaneHas tuiaTgopMa OTKPBITOrO 00pa3oBaHHs» (PECYpPChl OTKPBITOIO
JIOCTYTIA)

9. IlepeyeHb MPOrpPaMMHOI0 o0ecneyeHUs U HHPOPMAIHOHHBIX CIIPABOYHBIX CHCTEM

Tabmuma 9
IlepeyeHb NpOrpaMMHOro odecrnedeHust
HaumenoBanue
. Ton
Ne | pasgesa yyeOHOM HaunmeHnoBanme
Tun nporpaMmmel ABTOp paspadot
n/n JUCIUNIHHBI NPOrpaMmbIl .
(Mmoay.Jist)
ITepcoHasbHBIN
Tema 7 P .
uHPOPMAIIMOHHBII
Opranuzanus MEHEITKED C
1 CHUCTEMBI MS Outlook P Microsoft 2007
GbyHKIHMSIMU
3IEKTPOHHOTO
MMOYTOBOIO KJIMEHTA U
JTIOKYMEHTOO0O0pOTa
Groupware
Tema 9
Opranuzanus Cucrema
2 CHCTEMBI 1C:JokymMeHTO00OpOT AIICKTPOHHOTO Microsoft 2017
3IEKTPOHHOTO JOKYMEHTOO00pOTa
JIOKYMEHTO000pOTa
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10. Onucanue MaTepuaJIbLHO-TEXHUYECKOIT 0a3bl, HEOOXOAUMOI 1151
ocyuiecTBJIeHHs 00pPa30BaTeIbLHOI0 NMpPoIecca mo JUCUMILINHE

Ta6muma 10

CBeennst 00 00ecnIe4eHHOCTH CNIENHAIN3UPOBAHHBIMY AYIUTOPUIMHU, KAOUHETAMHU,
JadbopaTopusiMu

HaumeHnoBaHue cnenuaJbHbIX
noMenieHu ¥ moMeneHu
IJISI CAMOCTOATEILHOM
padoTbl (Ne yueOHOTO
Kopmyca, Ne ayiuTopun)

OCHAIIIEHHOCTH CIEeNHUAJILHBIX NOMEIEeHNIi U MOMeIeH i
JJISI CAMOCTOSITEJIbHOM padoThl

Aymuropust  JUii  POBEAEHUS
3aHATUN  JIEKIIMOHHOIO  THIIA,
3aHATUH CEMHMHApPCKOIro THIIA,
KypCOBOI'O
HPOEKTUPOBAHUS(BBINOIHEHUS
KYpPCOBBIX pa0oT), TPYNIIOBBIX U
UHJIUBUTy aJTbHBIX
KOHCYJIbTalU, TEKYILEro
KOHTPOJII M IPOMEXYTOYHOU
arrecranuu (kabd. Ne 427 u).

29 ctonoB, 78 CTyAE€HYECKUX MECT, CTOJ I IMpernojaBaTes,
CTyJl IJis TperojaBarelisi, JI0CKa; CTOJI i coBemanuii, 10
CTyJbeB; HWH(GOPMALMOHHBIE CTEHIbl.  MyIbTUMEANIHOE
obopynoBanue: npoekrop Sanyo PLC-XU111 4000 ANSI Im
1024*768, Dxpan Draper Diplonat (1:1)84/84" 213-213 MW,
HOyTOYK Asus F3K ¢ BeixogoM B HTEpHET M yCTaHOBICHHBIM
MIPOrPaMMHBIM 00ecTIeYeHUEM

[Mporpammuoe 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 N046223838 or
04.12.2009); Microsoft Office (Microsoft Open Value
NeV6803162 ot 15.06.2020 / JIunen3uonuslii gorosop No77-
089/1013/20 o nepenaye npaB Ha UCIOJIB30BAHUE MPOTPAMM OT
05.06.2020); Google Chrome (Freeware)

AynuTtopusi Ans  TIPOBENEHUS
3aHATUN  JIEKIIMOHHOTO  THIIA,
3aHATUNA CEMHHApPCKOro THIIA,
KypCOBOT'O MPOEKTUPOBAHUS
(BBITIOJIHEHUSI KYpCOBBIX padoT),
IPYNIOBBIX U MHIUBUAYAIBHBIX
KOHCYJIbTAITIH, TEKYIIETO
KOHTPOJSI W MPOMEXKYTOUHOM
arrectanuu (kad. Ne 436 H).

[lepeuens obopynoBanus: 18 cronos, 52 cryna, gocka, CTON A7
mpernojiaBaTens, CTyJ JUlsl MpenojaBareis, HHOOpMaIMOHHbIE
CcTeH/bl. MynbTUMenuitHOE 000pya0oBaHME: NPOEKTOp Acer
X1226H DLP Projector, sxpan mis mpoektopa Cactus Triexpert,
HOYTOYK Asus F3K ¢ Beixonom B HTEpHET U yCTaHOBJIEHHBIM
IIPOrpaMMHBIM OOecrieueHueM

[Mporpammuoe 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 N046223838 or
04.12.2009); Microsoft Office (Microsoft Open Value
NeV6803162 ot 15.06.2020 / Jlunen3uonHslit goroBop Ne77-
089/1013/20 o nmepenave mpaB Ha UCIOIb30BAaHUE IPOrPaMM OT
05.06.2020); Google Chrome (Freeware)

Aynautopust AJi1l  TPOBEACHHUS
3aHATUM  JIEKIWOHHOTO  THIIA,
3aHATUNA CEMUHApPCKOro THIIA,
KypPCOBOTO IIPOEKTUPOBAHHUS
(BBITIOJIHEHUST KYPCOBBIX paboT),
TPYyNIOBBIX U MHIWBUAYAJIbHBIX
KOHCYJIbTalUH, TEKYILEro

Kowmmerorepasie ctonsl (15 mt.); crymbst (15 mir.); paGouee
MECTO TIperojiaBaTelis; JOocka yd4eOHas; pabodas CTaHIUA
(Mmono6mok) Tun 1 Lenovo Lenovo V310z (4 mit.); pabouas
craniusa (MonoOnok) tun 1 Lenovo Lenovo V310z (1 mr.);
kommnbiorep DEPO Neos 460SE (1 1mT.); KOMIBIOTEp:
IMI3BM"Karin Klerk" (9 mrr.), moakmoueHHbIe K ceTH HTEpHET.
[Mporpammuoe obecrneuenne: Google Chrome, Cucrema
Koncynbrantllnroc, Microsoft Office
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KOHTPOJII W MPOMEKYTOUHOU
attecranuu (kad. Ne 424 n)

[Tomemenune st | 11 cronos, 24 cryma, cTON AN TPENOAaBaress, CTYN IS
CaMOCTOSITEJILHOM paboThl | mpenoaBaTens, J0cka, HH(HOPMALMOHHBIE CTEH/IbI
oOyuatontuxcs (kab. Ne 423 n).

[Tomemenue st | Kommberotepusie cronsl (15 mir.); crymes (15 mT.); pabouee
CaMOCTOSITEJILHOM paboThI | MECTO TMpemnojaBaTensi; Jocka YyuyeOHas; pabodas cTaHUuUs

oOyuatomuxcs (kad. Ne 424 u) (Mmono6mok) tun 1 Lenovo Lenovo V310z (4 mir.); pabouas
craniusa (Mono6nok) tun 1 Lenovo Lenovo V310z (1 1mr.);
kommnbiorep DEPO Neos 460SE (1 1miT.); KOMIIBIOTED:
IMI3BM"Karin Klerk" (9 mr.), moakitoueHHbIe K ceTi HTEpHET.
[Iporpammuoe oOecneuenune: Google Chrome, Cucrema
KoncynwsrantlImtoc, Microsoft Office

11. MeToauyecKkue peKOMEHIAIUH CTYAE€HTAM [0 OCBOCHHU IO M CIUTLINHBI

OO6pa3zoBarenbHbIN MpoIece M0 AUCHUIUIMHE OPraHU30BaH B (GopMe y4eOHBIX 3aHATHI
(koHTaKTHasE paboTa (ayJUTOPHOW W BHEAYJUTOPHOW) OOYyYalOIUXCS C TpernojaBareieM |
caMoCTOsITeNIbHasE paboTa oOydarommxcs). YdeOHbIe 3aHATHSA (B TOM YHUCIE MO pear3aliu
NPaKTUYECKON MOATOTOBKH) MPEACTABICHBI CICAYIONMMH BUIaMH, BKIIOYasl yUeOHbIC 3aHATHS,
HaIllpaBJICHHBIC Ha TMPAKTUYCCKYIO IMOATOTOBKY 06yt1a101111/1xcs1 N TPOBCACHHUC TCKYLICTO
KOHTPOJIS YCIIEBACMOCTH:

JIEKIUH (3aHATHUS JIEKIIMOHHOTO THIIA);

MIPAKTUYECKHE 3aHITUS; CAMOCTOSTEIbHAS

paboTa 00yUaromuXCsl.
Ha y4eOHBIX 3aHATHSIX OOYyYaroNIUecs BBITIONHSIOT 3aIUIAaHUPOBAHHBIC HACTOSIICH MpOrpamMMoi
OTJIeNbHBIE BHUJBI YYEOHBIX pabOT, B TOM YHCIE OTAEIbHBIX 3JIEMEHTOB padOT, CBSI3aHHBIX C
Oynyiei nmpodeccuoHaATBHON 1eITeTbHOCTRIO.

[Tpu u3yueHnn Kypca 1eiaecoodpazHo MpUAepKUBATHCS CIEAYIOIIEH OCIeI0BaTEeNbHOCTH:

1. Jlo nocewenus nepgoii nexyuu:

a) BHUMATEIJIbHO MPOYUTATh OCHOBHEIE MTOJIOKECHHUS IIPOTPAaMMBI Kypca,

0) mo100paTh HEOOXOAMUMYIO JIUTEPATYPY U O3HAKOMUTHCS € €€ COACPIKAHUEM.

2. Ilocne nocewjenus nekyuu:

a) yr1yOJeHO U3YYUTh OCHOBHBIE MOJOXKEHUS TEMbI IPOrpaMMBbl [0 MaTepuaiam JEeKIHH U
PEKOMEHTyEMBIM JINTEPATyPHBIM UCTOYHHUKAM;

0) JOTONHUTH KOHCHEKT JEKIUU KPaTKUMH OTBETaMHU Ha KaXAbl KOHTPOJBHBIM BOIPOC K
TEME U IPU BO3MOXKHOCTHU BBIITOJHUTD 33JJaHHUE JJISI CAMOCTOSITEIbHOM paboThI;

B) COCTaBUTh CIIMCOK BONPOCOB JJIsi BBISICHEHHMS BO BpEMs ayJAUTOPHBIX 3aHITHI; T)

IIOATOTOBUTHCS K IIPAKTUYECKUM 3aHATHUIM.

3amaHus A CaMOCTOSATENbHOM pabOThl CTY/IEHTOB SIBJISIOTCS COCTAaBHOM YacThlO y4eOHOTO
nporiecca. BrimomHeHne 3a1anuii CmocoOCTBYET:
v’ 3aKpeIIeHHIO U PACIIMPEHHIO MTOYYEHHBIX CTYICHTAMH 3HAHUI [0 H3y4aeMbIM BOIPOCAM B
pamkax ydeOHoOU aucuuIuinHbl «ckyccTBeHHBIH HHTEIEKT B ATTK)

v/ pPa3BUTHIO HABHIKOB PabOThl ¢ HOPMATHBHO — HPABOBBIMH JOKYMEHTAMH ¥ CIICHHAIBHOM
JIUTEPaTypou;
v/ DPa3sBUTHIO HABBIKOB 0GOGIICHHS U CHCTEMATH3ALNH HHAOPMALIHIL

‘/ q)OpMI/IpOBaHI/IIO MPAKTUYICCKUX HABBIKOB 110 IIOATOTOBKE IINCBbMECHHBIX
3aKJIIOUYCHU;
‘/ Ppa3BUTHULIO HABBIKOB aHalin3a )41 HUHTCPIPCTAlN JAHHBIX CTaTUCTHKU,

BBISIBJIEHUS TEHICHIIMNA N3MEHEHUS [TOKA3aTeIIEH.
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BaxHOCTH caMOCTOSATENIbHOM pabOThI CTYIEHTOB O0YCIIOBJIEHA MOBBIIIEHUEM TPEeOOBaHUH K
YPOBHIO MOJTOTOBKH CHELIHAIUCTOB B COBPEMEHHBIX YCJIOBHSX, B YaCTHOCTH, HEOOXOIMMOCTHIO
NpUOOPETeHUs] HABBIKOB CAMOCTOSITENIbHO HAXOIUTh MH(POPMALIMIO B PAa3IMYHBIX MCTOYHHUKAX, €€
CHCTEeMaTH3HpOBaTh, JaBaTh OIEHKY KOHKPETHBIM IIPAaKTHYECKUM CHUTyalusM; CcOOUpaTh,
aHAJM3UPOBATh HCXOAHBIC JaHHbIE, HEOOXOAWMBIC MIJISi BBINOJHEHHS TIpa(UYECKUX IPOEKTOB;
OCYLIECTBIISAITH COOp, aHAIN3 M 00pabOTKY NAHHBIX, HEOOXOAMMBIX IUISi PEIICHHUS TTOCTABICHHBIX
3ajay.

3agaHus A7 CaMOCTOSITENIbHON pabOThl BBINOJHSIOTCS CTYACHTAMH BO BHEAYIMTOPHOE
BpEMS.

Buabi u gopmbl 0TPAOOTKH NPONYIIEHHBIX 3aAHATHI

CryneHT, IpoINyCTUBIINIA JIGKIMOHHBIE 3aHATHS 0€3 YBaKUTEIHHON IPUYUHBI, 00sI3aH
MOJIrOTOBUTH pedepaT 10 TeMe NMPOITYIIEHHbIX JEKIUN U 3alIUTUTh €r0 Ha OLEHKY HE HUXKe
yIIOBJIETBOPUTEIbHON. CTY/IEHT, HE OTPaOOTABIINH JIGKIIMOHHBIE 3aHATHS, HE JIOIYCKAeTCs K
UTOrOBOMY TECTY I10 AUCLIUILUIMHE.

[Tpomycky NpakTUYECKUX 3aHATUH JTOJKHBI OBITH OTPa0OTaHBI B KOMITBIOTEPHOM KJlacce —
CTYZEHT JIOJDKEH BBIIIOJIHUTH BCE IIPEAYCMOTPEHHbIE pabodell IporpaMMoil pakTUYECKHe 3aJaHUs.

CryneHT, He 0TpabOTaBIINI MPOIYIIEHHBIE 0€3 YBaKUTEIBHON IPHUYUHBI 3aHIATHS U HE
CIAaBILIUI Ha MOJIOKUTEIbHYIO OLIEHKY UTOTOBBIM TECT IO JUCUUIUIMHE, MOIY4YacT OLICHKY «HE
3a4TEHO» HA IPOMEKYTOYHOU aTTECTALUH.

12. Meroauyeckue peKOMEHIAUMHU TMPenoAaBaTe/;isiM M0 OPraHu3anud oO0ydeHUsl IO
JTUCIHHUIIINHE

JUig nayd4iiero yCBOCHMs Marepualla CTYACHTAMM IIPENOJaBaTENI0 PEKOMEHIYEMCS B IIEPBYIO
ouepelb O3HAKOMUTb MX C IIPOrpaMMOM Kypca M KpAaTKMM M3JI0KEHHEM MaTrepuaia Kypca,
IIPEJCTaBICHHOTO B 00pa30BaTeIbHOM MporpaMMe JAUCHUIUIMHBL. [laee Ha JIEKIMOHHBIX 3aHATUAX
IIpenojaBaTellb JODKEH JAOBECTH N0 CTYICHTOB TECOPETHMYECKHM MaTepHas COIVIACHO TEMAaTHKE U
COJIEP’KAaHUIO JIEKIIMOHHBIX 3aHATUH, IPECTaBICHHBIX B pabouell mporpamme.

Jlekuuu  SBISIOTCA  OJHUM W3  OCHOBHBIX HHCTPYMEHTOB  OOYy4YeHHs CTYJCHTOB.
WHbopMalMoHHbIHN MOTEHIMAN JIEKLIUHU IOCTaTOYHO BBICOK.

1.  Dro conepxkarenbHOCTb, TO €CTh HAIUYKE B JIEKIIUHM IPOBEPEHHBIX CBEICHUIA;

2.  VudopmaTHBHOCTH - CTETIEHh HOBU3HBI CBEJICHHUM, IPEMOTHOCUMBIX JIEKTOPOM;

3. uddepenumpoBaHHoCcTs HHDOpMALINK:

- (akTHuecKas, pacKpbIBaroIasi HOBbIE OIXO0/bI, Pa3pabOTKH, UJeH HayYHOH
MBICIIH;

- OILIEHOYHAsI, TOKA3bIBAOMIAs, KaK U KAKUM 00pa30M CKJIa/IBIBAIOTCS WIIH
(dbopmupyeTcst B HayKe M IMIPaKTUKE TOT WM MHOM MOCTYJIAT, B3I/, TOJI0KEHUE;

- peKOMeHJIaTeJ'II)HO-HpaKTI/I‘IeCKaSI I/IH(i)OpMaHI/ISI - JAHHBIC O KOHerTHI)IX HpI/IeMaX,
METOJ1aX, MPOoLEeaypaxX, TEXHOJIOTHUSIX, UCIIOIb3yEeMbIX B YIIPABIECHUH TPYIIIIaMU, IPOU3BOICTBOM;
00IIIECTBOM.

Hayunblif moTeHIIMaN JEKIUN BKIIIOYAET HAyYHBIE COOOIIEHHUs (TeopeTudeckue o0oOIeHus,
CbaKTI/I'-IeCKI/Ie JOKa3aTejibCTBa, Hay‘-IHI)Ie O6OCHOBaHI/I$[ q)aKTI/I‘-IeCKI/IX BBIBOJIOB, paCCTaHOBKa
aKIIEHTOB TPU HCIIOJIb30BAHUM HOPMATHUBHO-TIPABOBOM 0a3bl, PETYIHUPYIOIIEH paccMaTpUBaeMBbIii
BUJI JICSITCILHOCTH..

B cBs13U ¢ BBINIEN3I0KEHHBIM, BaXXHO HAYUYUTHCS MPABUIBHO KOHCIEKTUPOBATH JIGKIIMOHHBIN
MaTepuaa. ITO He 03HAYAET, YTO JICKIMH HYXHO 3aITUCBIBATh CIIOBO B CIIOBO, CIICAYET 3alUCHIBAThH
camMoe TJaBHOE, TO €CTh KIIOUEBBIC CIIOBA, MOJIOKEHHS M OINpeAeNeHHs, JelaTh CHOCKM Ha
HOpMaTuBHBIC aKThl. COOCTBEHHO CIIOBO
«KOHCIIEKT» TPOUCXOAMT OT JIATUHCKOTO conspectus -0030p, KpaTKOe H3JI0KEHHE COJICp KaHUS
KaKoro-amuoo coynHeHus. Kpome Toro, He0OXOAMMO OTMETHUTh, YTO BEJACHHE KOHCIICKTOB, MHAYE
3aHHCCﬁ, CBsA3AaHO C JIyqHimm 3aIIOMHUHAHUEM MaTCpI/IaHa KaK JICKIOUMOHHOI'O, TaK W YUTaCMOrIO.
Crnenys mpaBWJIaM: «YWTal U MHIIN», «CIYIIAd W MUY, MOYKHO YCICIITHO OBJIAJCTh 3HAHUSIMH, HE
HpI/IGGI‘aH K JOITOJITHUTCIIbHBIM YCI/IHI/ISIM.
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OnHako, KOHCIIEKTUPOBATh JICKIMH HEOOXOAMMO TakUM 00pa3oM, UTOOBI CKIIAIBIBAIOCH
BIIOJIHE OTpEJIeICHHOE MPEACTaBICHNUE O TOW WIM MHOW mpoOjeMe, TO ecTh Ce MOCTaHOBKE,
MOCIIEACTBUAX U MyTAX pemieHus. Takxke moanexxut paboTars u ¢ 1r000# ureparypoil. B mporecce
O3HAaKOMJICHHUSI C TEKCTOM CTOMT, Jla U HEOOXOIUMO OOpamiaThCst K CIOBapsSM; M CIIPABOYHHUKAM,
BBINKCHIBAs HOBBIE CJIOBA, TEPMHHBI, CIIOBOCOUETAHMSI, UHTEPECHBIE MBICIIH U TpOYEe.

Hcnonp3oBanue HOBBIX MH()OPMALMOHHBIX TEXHOJOTMH B HUKJIE JICKIMA M NPAKTUYECKUX
3aHATUH N0 JUCIUIUIMHE MO3BOJIIOT MAKCHUMAIBHO 3((EKTUBHO 33/€HCTBOBATh U HCIOIH30BaTh
MHQOPMAIIMOHHBIN, WHTEIUICKTYAIBHBIH M BPEMEHHOH IOTEHIHMAl, Kak CTYyACHTOB, TaKk U
mpernojaBaTeNieil Uil pealiM3allid  IOCTaBJICHHBIX y4eOHbIX 3amad. Ilpexnme Bcero, 3To
BO3MOXKHOCTh ITPOBECTH B HAIJIAAHOW (hopMe HEOOXOAMMBIN MMOBOPOT OCHOBHBIX TEOPETHUYECKUX
BOIPOCOB, OOBSICHUTh METOAMKY pemeHus NpoOJIeMHBIX 3agad y4eOHOW CUTyaluud |
aKTHBH3WPOBATh COBMECTHBIH TBOPYECKHH IpollecC B ayAMTOPHHM. B naHHOM ciiydae Takxke
obecrieunBaercss oOydaromuii 3¢pdekr, MockoabKy uHGOpManMs Ha Clalgax HOCUT WIH
0000maromMii XapakTep yK€ HM3BECTHOTO Y4eOHOrOo MaTepuana, WM SBISAETCS JUIS CTYIICHTOB
MPUHIUIHAIBLHO HOBOK. OCHOBHBIE [EJIN MMPAKTHYECKHUX 3aHITHI:

- MHTETPUPOBATH 3HAHUS, TTOJTyYECHHBIE 110 IPYTHM JUCIUIUINHAM JAHHOTO
HalpaBJICHUs] M aKTUBU3UPOBATh MX HUCIIOJIL30BAHUE, KaK B Clyyae pPEIICHHS NOCTABICHHBIX
3a/1a4, TaK U B JAJbHEHUIIEH IPAKTUYECKON NeATEIbHOCTH;

- IIOKa3aTb CI0KHOCTb U B3aMMOCBA3aHHOCTD HpO(beCCI/IOHaJIBHBIX npo6neM, pemacMbIX
ClicuaJIuCTaM pasHbIX HaHpaBJIGHI/Iﬁ B ICIAX JOCTHUKCHUA MaKCHMaJIbHOM 3(1)CI)GKTI/IBHOCTI/I
PCUICHUA HpO(beCCI/IOHaHBHBIX 3ajaa4.

Jns 3akperyieHus y4eOHOro maTepuaja Ha CEMHUHAPCKUX U MPAKTHUECKUX 3aHSITHUSIX CTYIEHTBI
BBICTYIAIOT C JOKJIAJlaMH, PEIIaloT KOHKPETHbIE 3a/1ayl, MAKCUMAIIbHO MPUOJIMKEHHBIE K PealbHbIM
IIPOU3BOJICTBEHHBIM CUTYALIUSM.

Kak B noxmanme, Tak U B pedepare NPUHATO paccMaTpUBATh MOCTAHOBKY MpOOJIEMBI, ee
aKTyaJIbHOCTb, MPAKTUYECKYI0 peai3aliio C ONPEJeIEHHEM H3BECTHOTO B3IUIsIa Ha Mpodiemy.
XKenatenbHo, uyTOOB! OBLIM OTpPa)KEHBI: AKTYAJIbHOCTh M MPAKTHYECKas 3HAYUMOCTh BBIOpaHHOM
TEMbI, OTPaXXEHUE €€ B HAYYHOW JMTEpaType, U3JI0KeHa CyTh U COJAEpKAaHUE TEMbI, BOZMOKHbIE
HaIIPABJICHUS PA3BUTHS, a TAK)KE BBIBOJBI U MPEJIOKECHHUSL.

Heckonbko MHOE 3HAaU€HHE UMEIOT TECTOBbIE pabOThl. DTO TaKXke MpPOBEpKa YPOBHS 3HAHUM,
npUoOpeTaeMbIX CTYyJIE€HTAMU Ha JIEKIMAX M MPH CaMOCTOSTENbHON pabdore. OHM BBHIMOIHAIOTCS
MMCBMEHHO U CAAIOTCS JUIsl POBEPKH MPENOIaBaATEINIO.

AHanmu3 KOHKPETHBIX CUTyalluil Takke HeceT B ceOe O0Oydarollyl0 3HaYUMOCTh. 37ech
TOPU30HT BO3MOXKHBIX HAIPaBJIECHUN OYEHb HIMPOK. MOXKHO MCNOJIb30BaTh Kak peajbHbIC, TaK U
y4eOHBIE CUTYALINH.

Ecnmun mo kakuMM-TO NpUYMHAM CTYAEHTOM OBbUIO MPONYLIEHO 3aHATHE, HEoO0XOIUMO B
KpaT4yallllie CpOKM Ha3HAYUTh JaTy OTpabOTKM 3aHATHS B COOTBETCTBHUM C TpaduKoM
KOHCYJbTaluil npenogasarenst. CTyACHT JODKEH CaMOCTOSATENIBHO pa3o0paTh MPOIYIEHHYIO TeEMY
(BOCCTAaHOBUTH KOHCIEKT JIEKIIMM, pa3o0paTh 3a/laHus MPAKTUYECKOTO 3aHATHSA), BBIIOIHUTD
CaMOCTOSITENILHOE 3a/1aHUE T10 MPOIYIIEHHON TeMe U 3alIUTUTh ero. J[J1s 0TpaOOTKU MpPOIMyIIEHHBIX
3aHATUA  HEOOXOIMMO  MPEIVIOKHUTHb  CTYAEHTY  BBINOJHWUTH HHIAUBUAYalIbHOE  3aJlaHUE,
3aKJIIOYaloIeecss B PEIIEHUH 3a/Jaud IO IMPONYUIEHHOM TeMe ¢ MOJIPOOHBIMH IMOSICHEHUSIMH,
o(OopMIIEHHOE B BHJI€ METOJUYECKUX yKa3aHUM MO0 Mpe3eHTaluH.

3asepuiume u3zyuenue OUCUUNIUHDL YEECO0OPA3HO GbINOIHEHUEM MECHOEG 015 NPOGEPKU
yceoenusn yueonozo mamepuana. Iloooonwiii nooxo0 nozeonum cmyoeHmam J102UYHO U
noCc1e006amebHO 0C6AUEAMb MAMEPUAN U YCHEUIHO NPOUMU UMO206YI0 AMMeCmayuio.

Ecnu mo 3aBepiieHHH ceMecTpa y CTyJEHTa OCTalIMCh HE 3allMIIEHHbIE MPaKTHYECKHE
paloThl, BHIIIOJHEHHbIE HA KOMITBIOTEPE, JTMOO HE BBIIOJHEHHBIE CAMOCTOSITEIbHBIC 3aaHUs WIIH
TECThl, a TakXKe He OTpabOTaHHBIE NPOMYIIEHHBIE 3aHATUSA, NpPU cladye 3auéra CTYIEHTY
IIpeJIaratoTcs Ui BHIIOJHEHUS JOIOJHUTENBHBIE 3a/1aHUs 10 COOTBETCTBYIOLIUM TEMaM.

Apnannesa E.P, k.3.H., 1oueHT

Iporpammy paspaboraiu: Typuaesa U.H., k.3.H., JOLIEHT
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