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AHHOTANIUA

paboueit mporpammel yueoHou nuctuiiuabl b1.B.J1B.02.02 DnekTpoHHBINA TOKYMEHTOO0OPOT IS
MOATOTOBKH CIleUaiucTa no crnenuanbHoctu 38.05.01 DxoHoMuyeckast 0€30MacHOCTh
CrenHanu3anui DKOHOMHKO-TIPaBOBOE 00ecrieueHue IKOHOMHUYECKOW 0€301TacHOCTH

Lesab ocBOeHHsT TUCHUIIMHBI: HAYYUTh CTYACHTA PEIIaTh 3a7a4H, CBA3aHHbIE C IIEPEX0I0M
K 6636yMa)KHOﬁ TCXHOJIOTUHU YIPABJICHUSA 3KOHOMHWYCCKUMHU CUCTCMAaMU ITYTCM HCIIOJIb30BAHUA
CPEICTB aBTOMAaTH3allMH TPOIECCOB COCTABICHHUS M BBOJA JJIEKTPOHHBIX NOKyMeHTOB (D]1), mx
0o0paboTKH, XpaHEHHs, I[IOMCKa M Tepelayd, a TakKe MPOLECCOB  IJIAaHUPOBAHUS
IOKyMEHTOOOOpOoTa ¥  OHM3HEC-  MPOIECCOB, KOHTPOJS  MCHOJHEHWS, aHalmM3a M|
COBEPILICHCTBOBAHMUSL.

MecTo qMCHMIUIMHBI B Y4e0HOM IJIaHe: JUCIMIUIMHA BKIIOYEHA B IEPEeYEHb TUCHUIUINH
yuebHoro miaHa mo crenuanbHoctd 38.05.01 DxoHomuyeckass 0€30MaCHOCTb, (HOPMHUPYEMBIi
y4acTHHUKaMU 00pa30BaTeNbHBIX OTHOIICHHH.

TpeGoBanuss K pe3yJbTaTaM OCBO€HUSI JUCHMIVIMHBI: B pE3yJIbTaTe OCBOCHUS
JIMCHUILTHHBI (POPMUPYIOTCS CIIEIYIONIHE KOMIICTSHIN

— IIKoc-4. CnocobeH T1uIaHUpOBaTh, KOOPAMHUPOBATH M HOPMATHBHO 00ECHEUYMBATH
ayJIUTOPCKYIO IPOBEpPKYy, OOEeCreuynBaTh HMHTETPALUIO JEATEIFHOCTH TOAPa3/IeIeHUH I10
YIPaBJICHUIO PUCKAMHU B COOTBETCTBUHU CO CTPATETHUECKUMHU LEISIMHA OpTaHU3aIIH

—  IIKoc-4.1 3nathk oTpacieBble CTaHAAPTHI 110 YIPABIECHUIO PUCKaMH, TPYJI0BOE, I'PaXXJaHCKOE,
aAMUHUCTPAaTUBHOE 3aKoHoAaTesbCcTBO Poccuiickoit denepanuu, NPaKTUKY HPUMEHEHUS
3akoHojartenbcTBa  Poccuiickoit  ®epepaunn 00  ayaUTOPCKOM — AEATENBHOCTH, O
OyXTraJITepCKOM Yy4YeTe, O COIHUAIBHOM CTPaXOBAaHMH W OOECIIEYCHHH M KOPHOPATHBHOM
YIPaBIEHUHM, HAJIOrOBOrO, TPAXKIAHCKOr0, TPYAOBOIO 3aKOHOJATeNbcTBa Poccuiickon
®denepanyv, OCHOBHbIE 3aKOHO/JATEIbHBIE U HOPMAaTUBHBIE MPABOBbIE AKThI, OTHOCSAIINECS K
00J1aCTsIM MPOBEPKH;

— IIKoc-4.2 YmMmeth cTaBuTh IpodeccuoHalbHbIE 33/Ja4d, aHAJIU3UPOBaTh U KOOPAMHUPOBATH
00beM paboT KaKIOro COTPYAHUKA IOApa3feieHUs, CTaBUTh 33Jayld B COOTBETCTBHU C
HOpPMaM# TPYJIOBOTO, IPakJIaHCKOTO W aJIMMHUCTPATHUBHOIO 3aKOHOJATENbCTBA Poccuiickon
@denepan, OCHOBHBIMHM 3aKOHOJATEIbHBIMH WM HOPMAaTHUBHBIMH IIPaBOBBIMHM aKTaMH,
OTHOCSIIIIUMHUCA K 00JIaCTSIM MPOBEPKHU;

—  TIKoc-4.3 BianeTh HaBbIKaMU JIEKOMIIO3UIMH CTPATETHUSCKUX IIeJICH OpraHu3anuy B 3a1a9d
nojipasnienenus, (GOpMHUPOBAHUS PUCK-OPUEHTHUPOBAHHOTO IUIAHUPOBAHHUS, COTJIACOBAHUS U
YTBEP)KJCHUS] IUIAaHOB UM IPOrpaMM IPOBEPOK, PYKOBOJACTBA IOATOTOBKOW OTYeTa U
00CYX/IeHUS pe3yJIbTaTOB MPOBEPKU C YIOJTHOMOYEHHBIMH MTPEICTABUTEISIMU.

Kpartkoe cogep:xanue TUCHMIINHBI:

HucuuruinHa — «OJEKTPOHHBIM — TOKyMEHTOOOOpOT»  TpeAroyiaraeT  BBIPAOOTKY Y
06yanOHH/IXCSI KOHICITYAJIbHBIX Hpe}ICTaBHeHI/Iﬁ 0 Mmnpupoac€c W CYIIHOCTH HPHUMCHCHUA
AIIEKTPOHHON CHCTEMBI YIPABICHHUS TOKYMEHTOOOOPOTOM B PA3IMYHBIX cepax IKOHOMHUYECKOU
JEeSTeNIbHOCTH, (OpMHUpOBAaHME M 3aKpEIUICHHE HAy4YHbIX IMPEACTaBICHHUM, 3HaHUM M OIbITa
JeSITeIbHOCTH O COBPEMEHHBIX METOJIaX OPraHM3alUU M MCIOJIb30BaHUS AJIEKTPOHHON CHCTEMBI
yIpaBiIeHUs JOKyMEHTOOOOPOTOM.

O0masi TPya0eMKOCTh JHCHUILUIMHBI: 144 vaca / 4 3au. en.
IIpome:KyTOUHBIA KOHTPOJIb: 3a4€T.



1. Ilean ocBoOeHNs: AMCHUILIHHBI

Llenbo OCBOEHUS IUCHUILUIUHBI «DJIEKTPOHHBIA JOKYMEHTOOOOPOT» SBIISIETCS Pa3BUTHE Y
CTyJACHTAa HABBIKOB pClIaTh 3ada4dd, CBA3aHHBIC C IICPEXOJOM K 6636yM3,)KH01>i TCXHOJIOI'nn
yVOpaBlIeHUS SKOHOMHYECKHMH CHCTEMaMHU IIyTE€M HCIOJIb30BAHUS CPEACTB aBTOMATH3alUuU
MIPOIIECCOB COCTABJICHHSI M BBOJA JJCKTPOHHBIX JOKyMeHTOB (D]I), ux o0pabOTKH, XpaHCHHS,
MoKCKa M Mepeaayu, a TakKe MPOIECCOB IUIAaHUPOBAHUS JOKYMEHTO000pOTa U OU3HEC-TIPOLIECCOB,
KOHTPOJIA UCIIOJIHCHHA, aHaJIn3a U COBCPIICHCTBOBAHU .

2. MecTo JUCHHUILIMHBI B y4eOHOM Ipolecce

JucrumianHa «OIEKTPOHHBIA  TOKYMEHTOOOOPOT» peaju3yercsi B COOTBETCTBUH C
tpeboBanusimu  PI'OC, OIIOIl BO wu VYwuebnoro mnnana mno coenuansbHocTd 38.05.01
DKoHOMHYECKasi 0€3011acHOCTb.

[IpeamecTByOmMUMH KypcaMu, Ha KOTOPBIX HEMOCPEICTBEHHO Oa3upyercs AUCIHUIUIMHA
«ONeKTpOHHBIN J1OKyMeHTooOopoT» sBistoTcss  «KynabTypa peun u  JenoBoe  oOIIeHUE»,
«MH)OKOMMYHHKAIIMOHHBIE CUCTEMBI H CETH», «YNpaBieHHE IUPPOBHIMH TPOIYKTAMU U
npoektammu», «ERP-cuctemsr B OuzHecey.

Pabouas mporpamMma AMCHUIUIMHBI «DJIEKTPOHHBIA JOKYMEHTOOOOPOT» JJsl MHBAJIHIOB H
JHIl C OTPAaHMYCHHBIMH BO3MOYKHOCTSIMH 370POBbsSI pa3padaThIBAcTCsi MHIMBHIYATbHO C YYETOM
0COOEHHOCTEH TCUXO(PHU3NIECKOTO0 PAa3BUTHSA, WHIWBUAYAIBHBIX BO3MOXKHOCTEH H COCTOSIHUS
3JI0POBBSI TAKMX 00YYaIOIINXCS.

3. Ilepedenn NIAHUPYEMBIX Pe3yJbTATOB 00y4eHHs 110 JUCHHUILINHE, COOTHECEHHbIX
¢ IVIAHUPYEMBIMH Pe3yJIbTaTaMH 0CBOEHHS 00pa30BaTe/bLHOM

NPOrpaMMbI

N3ydyenue naHHON y4eOHOM TUCIMIUIMHBI HAIPaBJIE€HO HAa (OPMUPOBAHUE Y O0yUaIOLIUXCS
KOMITETEHIIN, pe/ICTaBIEHHBIX B Tabuie 1.

4. CTpykTypa U cofepKaHue JUCIHHILTHHDI

4.1 Pacnpenenenne Tpy10éMKOCTH TUCIHILIMHBI 10 BUAAM PadoT 110
cemecTpam
OO6mas TpyaJ0€MKOCTh AUCIMILTUHBI cocTaBlsieT 4 3au.ea. (144 yaca), ux pacnpeeneHue mo
BHJIaM pabOT U ceMecTpaM IPEICTaBICHO B TaOuIle 2.



TpeﬁoBaHI/ISI K pe3yjbTaTaM 0CBOCHUS y‘leﬁHOﬁ AUCIHUITIIIMHBI

Taomuna 1

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

Poccuiickoii @enepanuu,

OCHOBHBIC 3aKOHOJAaTCIIBHBIC

Y HOpMaTHBHBIE IPABOBHIC
AKTBI, OTHOCSIIITECS K
00JacTsIM MPOBEPKHU

3aKOHOIaTeNnbCTBOM Poccuiickoi
®denepannn, OCHOBHBIMU
3aKOHOJIATEILHBIMU U
HOpMaTI/IBHBIMI/I HpaBOBBIMI/I
aKTaMH

No Kon Conepxanue s B pesynpTare nzydeHus yueOHON TUCIUIUIMHBI 00y4YarOIINecs! JOJDKHBL:
KOMIIETE KOMIIETEHIINU .
/i . KOMITIETEHIIUI 3HaTh YMETb BIaJETh
HIIUU (nn e€ yactm)

1. |IIKoc-4. |Cnocoben [1Koc-4.1 3Hate oTpacneBbie oTpacieBble CTAaHJAPTHI M0 | 00eCTIeYBaTh HHTETPALIUIO OTpacieBbIMU
IUIAHUPOBATH, CTaHJApTHI 110 YIPABJICHHUIO YIPaBJICHUIO PUCKAMU, JesITeIbHOCTH NOAPA3ACTICHNH IO | CTaHIAPTaMH, TPYJOBBIM,
KOOPIMHHUPOBAaTb U | PUCKAaMH, TPYIOBOE, TPYAOBOE, TPaXXIaHCKOE, YIPaBJICHUIO PUCKaMU B IPaKIAHCKHM,
HOPMAaTUBHO rpakJaHCKoe, aJMUHUCTPATUBHOE COOTBETCTBHUHM C OTpacIEBbIMU aIMUHUCTPATHBHBIM
o0ecreunBaTh aJIMUHUCTPATUBHOE 3aKOHOZATENIBCTBO CTaHJapTaMH, TPYIOBBIM, 3aKOHOZATENbCTBOM
ayIUTOPCKYIO 3aKOHOATeNbCTBO Poccuiickoi Poccuiickoit @enepanuu, TPaXIaHCKHUM, Poccuiickoii @enepanuu,
MPOBEPKY, Denepaniu, TPaKTHKY MPaKTUKY IPUMEHEHUS aJIMUHUCTPATHBHBIM MPaKTUKOW PUMEHEHUSI
o0ecrieunBaTh MPUMEHEHUS 3aKOHOJaTeNIbCTBA | 3aKOHO/IATENIhCTBA 3aKOHO/IaTeNIbCTBOM Poccuiickoll | 3aKkoHOAATEIbCTBA
HHTErPaLrIo Poccwiickoit deneparun 06 Poccwiickoit @enepanuu 06 | Denepannu, TpakTUKOH Poccuiickoit ®enepanuu
JESITeIbHOCTH ayJIUTOPCKOM AEATEIILHOCTH, O ayJIUTOPCKOM NESITENBHOCTH, | IPUMEHEHUS 3aKOHOJATEIbCTBA | 00 ayAUTOPCKOMN
MOJIPA3ACIACHUI 0 | OYXTaITePCKOM y4eTe, O 0 OyxranTtepckom ydere, o | Poccuiickoit ®denepariyu 00 JIESITENILHOCTH, O
YIPaBJICHUIO COLIMAJILHOM CTPaxOBaHUH U COLIMAJILHOM CTPAaXOBaHUH U | Ay TUTOPCKOM AEATEILHOCTH, O OyXrajaTepcKoM ydere, O
pHCKaMu B o0ecreyeHnH ¥ KOPIIOPaTUBHOM | 00eclieueHNH U OyXrajaTepcKoM ydere, O COLIMAJIEHOM CTPaxOBaHUH
COOTBETCTBHH CO yIpaBJIeHUH, HAJIOTOBOTO, KOpPIIOPaTHBHOM COILIMAJILHOM CTPaXOBaHUH U u obecIieueHNH U
CTpaTerHYeCKIUMHU TpaXXIaHCKOTO, TPYJOBOTO yIpaBJICHUH, HAJIOTOBOTO, | 00ECTICUEHUH 1 KOPIIOPATUBHBIM | KOPIIOPAaTHBHBIM
HEeJSIMU 3aKoHoJarenbeTBa Poccuiickoit IPOXIAHCKOT0, TPYIOBOTO | yIIpaBJIEHUEM, HAIOTOBBIM, yIpaBJIeHUEM, HAJIOTOBBIM,
OpraHu3aIyu ®enepanyy, OCHOBHBIE 3aKOHOAATEIILCTBA TPaXJAHCKUM, TPYIOBBIM TPaXJAHCKUM, TPYIOBBIM

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

[MKoc-4.2 YMeTh CTaBUTh
nmpoh)ecCHOHAJIbHBIC 3a/1a4H,
aHATM3UPOBATH U
KOOPIMHHPOBATH 00BEM PaboT
Ka)XJI0TO COTPYJHHKA
NoJpa3aeNiCHNs, CTABUTH 3a1a4H B
COOTBETCTBHH C HOPMaMHU

MCTOJUKY IMOCTAaHOBKH
mpoheCcCHOHAIBHBIX 33/1a4,
aHamu3a u
KOOPJAMHHPOBAHUS 00BeMa
paboT KaXI0TO COTPYIHUKA

noAapasacjaCHus, HOCTAHOBKU

3a71a4 B COOTBCTCTBUH C

CTaBHTH MPO(deccHoHaNbHbIC
3aj1auu, aHAITM3UPOBATh U
KOOPAWHHPOBATH 00BEM PaboT
Ka)XIOTO COTPYAHHUKA
HOApa3/IeNICHNs], CTABUTh 3aJa4H
B COOTBETCTBHU C HOpMaMHU
TPYIOBOTO, TPAXKIAHCKOTO U

HaBbIKaMHU ITOCTAHOBKH
mpoheCCHOHAIBHBIX 33134,
aHanmuM3a u
KOOPAWHHPOBAHUS 00beMa
paboT KaxI0To
COTPY/IHUKA
MOJIpa3/IeIicHHs,




Kon
KOMIIETE
1000505

Conepxanme
KOMITETCHITHH
(mmm e€ gactn)

B PE3YIbTATC U3YUCHU y‘-IC6HOﬁ JAVUCIUITTHHBI 06yqalonmec;1 JOJIDKHBI:

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

aIIMUHHUCTPATUBHOTO
3aKOHOJaTeNbCTBa Poccuiickoit
®denepanii, OCHOBHBIMU
3aKOHOJATEIbHBIMU U
HOPMAaTHBHBIMH IIPAaBOBbBIMU
aKTaMH, OTHOCAIIUMHUCA K
00nacTsiM MPOBEPKHU

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

3aKOHOJaTeNnbcTBa Poccuiickoit
®enepaunn, OCHOBHBIMH
3aKOHOJATCIIFHBIMU 1
HOPMATHUBHBIMU [IPABOBBIMU
aKTaMH, OTHOCAIIMUMHUCA K
001acTsIM MPOBEPKU

COOTBETCTBHH C HOpMaMH
TPYAOBOTO, TPAKAAHCKOTO
U aIMHUHHACTPATUBHOTO
3aKOHOJATENILCTBA
Poccuiickoit @enepaunu,
OCHOBHbBIMH
3aKOHOAATEJIbHBIMH U
HOPMAaTHBHBIMU
IIpaBOBbIMU aKTaMH,
OTHOCALIMMUCS K
00acTsiM MPOBEPKHU

[1Koc-4.3 Bnagets HaBpIKAMH
JIEKOMITO3UITNH CTPATETHUECKIX
LieJie OpraHu3alu B 3a/1a4u
nopazaeneHus, opMupoBaHUS
PUCK-OPHUEHTUPOBAHHOTO
MJIAHUPOBAHMUSI, COTIIACOBAHUS U
YTBEP>KICHUS IJIAHOB U
MporpamMm MpoBEPOK,
PYKOBOJCTBA ITOATOTOBKOM
oT4eTa U 00CYKICHHS
Pe3yIbTAaTOB MPOBEPKU C
YIIOJTHOMOYEHHBIMH
MIPEICTaBUTEISIMHU

METOIUKHU JIEKOMIIO3ULIUU
CTpaTErMYECKUX Lieen
OpraHU3aIyy B 3aa91
nmopa3aeNieH s, PUCK-
OpPUEHTUPOBAHHOTO
TJIAHUPOBAHMUS, TTOPSIIOK
COrjacoBaHus U
YTBEPKACHUS TUTAHOB H
MIporpamMM IPOBEPOK,
MMOATOTOBKH OTYETA U
00CyXIeHWs pe3yJIbTaTOB
MIPOBEPKH C
YIIOJTHOMOYECHHBIMHA
MpeICTaBUTEIIMU

JIEKOMITO3UPOBATH
CTpaTEerM4ecKue 1en
OpraHM3aliy B 33a49u
noipaszeneHus, opMHpOBaTH
PHCK-OPHEHTHPOBAHHBIC TIIAHBI,
COTJIACOBBIBAThH U YTBEPIKIATh
IUIAHBI M TIPOTPAMMBI TPOBEPOK,
PYKOBOAUTD MOATOTOBKOM OTYETA
1 00CYXXJICHHUS pe3yIbTaToB
MPOBEPKH C YIIOTHOMOYCHHBIMH
HpEICTaBUTEISIMH

HaBBIKAMM JIEKOMITO3HUIIUH
CTPaTETMYECKUX LIeJIel
OpraHu3aIiy B 3a7a9U
MOJTpa3 IeNICHHS,
(hopMUpOBaHUS PUCK-
OpPUEHTHPOBAHHOTO
TUTAHUPOBAHUS,
COrjIacoBaHUs U
YTBEPKICHUS TIAHOB U
MIporpamMM IPOBEPOK,
PYKOBOJICTBA NOATOTOBKOM
oT4yeTa U 00CYKICHHUS
pPe3yIBTATOB MPOBEPKH C
YIIOJTHOMOYECHHBIMH
MIpeICTaBUTEISIMU




OYHASA ®OPMA OBYYEHMUA

Tabnuma 2a
PacnpenesieHue Tpy10éMKOCTH IMCUMILIMHBI 10 BUAAM PadoT 110 ceMecTpam
TpynoémkocTn
. B T1.4. mo
Buj yueoHoii paboTbi o, SrCeTiE
BCEro Ne 10
OO6uas Tpy10€MKOCTD TUCIUILUIMHBI TI0 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 nOMopeHue JeKYUOHHO20 MaAmepuala u Mamepuaid 96 96
VUEeOHUKO8 U YUeOHbIX NOCOOUTl, NOO20MOBKA K 1aO0PAMOPHBIM U
NPAKMUYECKUM 3AHAMUIM, KOJJIOKGUYMAM U M.0.)
Buja npomMe:XyTo4HOT0 KOHTPOJIS: 3auér
3AOYHASA ®OPMA OBYYEHUSA
Tabnuna 20
Pacnpesnesenne TpyA0EMKOCTH AMCHUILIMHBI 110 BUIAM padoT 110 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
camocmosmensroe uzyienue paz0enos, camono02omoska (npopabomxa
U nosmopeHue JeKYUOHHO20 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 IUCHUILTHHLI

OYHAS ®OPMA OBYUYEHMUSI
Tabmuia 3a
TemaTnuyeckuil JIaH y4eOHOM U CHUNIIHHBI
HaumeHoBaHuUe pa3/1esioB U TeM JUCHUTLIMH 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 5 10
JIOKYMEHTAIIMOHHOTO 00eCIIeueH s YIpaBIeHUs
Tema 3. Opranuszanus 3J1€KTPOHHON CUCTEMBI 14 5 5 10
yIpaBJiICHUS JOKYMEHTOOOOPOTOM
Tema 4. ABToMaTH3a1Msa COCTABICHUS 15 2 2 11
3JICKTPOHHBIX JOKYMEHTOB
Tema 5. ABTOMaTH3a1IMsI TPOLIECCOB BBOA 15 2 2 11
MMOTOKOB BXOJIAIIMX JTOKYMEHTOB
Tema 6. ABTOMaTH3aIMs XpaHEHUsT TOKYMEHTOB 15 2 2 11
Tema 7. Opranuzanusi CACTEMbI 3JIEKTPOHHOTO 19 4 4 11
JIOKYMEHT0000pOTa
Tema 8. CucteMbl KOMIUIEKCHON aBTOMAaTU3AI[AH 19 4 4 11
JIOKYMEHTO000POTA U JIEIOBBIX MPOIIECCOB
Tema 9. IIporpammHbIe CpeICTBA 3JEKTPOHHOTO
JIOKYMEHT0000pOTa 19 4 4 1

HUTOI'O 144 24 24 96

3A0OYHASA ®OPMA OBYUEHUS
Tabmnuma 36
TemaTnuyeckuil MIaH y4eOHO U CHUNIIUHBI
KonrakTHan
HanmeHnoBaHue pa3aesioB ¥ TeM TUCHHUILINH 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
yOpaBlIeHUs] JOKYMEHTO000pOTOM
Tema 4. ABTOMaTH3aIMA COCTABIIEHUI 14 i i 14
DJIEKTPOHHBIX IOKYMEHTOB
Tema 5. ABTOMaTH3a1IMsI TPOILIECCOB BBOJA 14 i i 14
MOTOKOB BXOJIAIIUX JTOKYMEHTOB
Tema 6. ABTOMaTH3aMs XpaHEHHS JOKYMEHTOB 14 - - 14
Tema 7. Opranuzainusi CUICTEMbI 3JI€KTPOHHOTO 16 i i 16
JIOKYMEHT0000poTa
Tema 8. CucteMBl KOMIZIEKCHOM aBTOMaTH3aIlnH
JIOKYMEHTOO00POTa 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




COJAEPKAHUME PA3JIEJIOB U TEM JUCHUIIJINHbI

Tema Ne 1. BBenenue B Kypc.

[Ipenmet u comepxanue kypca. [lonsatue sxkoHomuueckoit cucremsl (IC) U €ro CTpykrypa.
CoctaB (GyHKIMH | JETOBBIX HPOIECCOB, BHIMONHAEMBIX B moapaszaeneHusx OC. Ilonstue
JIOKYMEHTA, KJ1acChl IOKYMEHTOB, CBSI3aHHBIE C BBINOJHEHUEM (YHKIMN yNpaBlIeHUS U JEJIOBBIMU
npoueccamu. IloHATHE TOKYMEHTOIIOTOKA, €T0 CTPYKTYpa, IOKA3aTeIH OLIEHKU JOKyMEHTOIIOTOKOB.
[TonsiTHE W BUABI TOKYMEHTOOOOPOTA U JIETIOBBIX MPOIECCOB, UX CTPYKTYPhI U COCTaB KOMIIOHEHT.
ObocHoBaHMEe HEOOXOTUMOCTH Tepexoaa K 0e30yMaXHOH TeXHOJIOTMH ympaieHus. OCHOBHBIC
KOHICIIIUH.

Tema Ne 2. Opranuzanusi padot B CIOY.

[Tonsitue Cuctemsr Jlokymentannonnoro OOecrnieuenuss Ymnpasienus (CJIOVY). Cocrar
bynakuit u 3ama4, BemonasemMbix B CAOY. Kiaccer u crpykrypsr CJIOY. CoctaB u copepxanue
komroHeHT [ocymapctBenHoir Cucremsl JlokymeHTannonHoro Oo6ecrieueHus YmpaBieHUs
('CHAOY). Ilepeyenb MAeNOBBIX MPOIECCOB, BBHINOJHIEMBIX B CHOY. Cocras
YHubunupoBaHHOMi Cucremsl OpranuzannonHo-PacnopsiiurensHbix  JJOKyMeHTOB
(YCOPH). Crpykrypsl n1okyMeHTOB. CojaepikaHue MpOIexypbl cocTaBieHus U oopaborku OPJI.
Copep:xanue mpoUeAyp MOJYy4YEeHHUS, TMepefaud BXOISIMIUX U UCXOASIIUX MOTOKOB JOKYMEHTOB.
ConeprxaHue perucTpaliOHHOTO KypHajla U PEeTUCTPAllMOHHON KapTouku. COCTaB U CoNepKaHHe
MPOLEAYPBl KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB.

Tema Ne 3. Opranusanus 3JIeKTPOHHOI CHCTEMBbI YIIPABJIeHHsI JOKYMEHTO000POTOM.

[Tonstre sxoHOMHUeckoil nHpopmanronHoit cuctemsl (OUC). Ctpykrypa u kinaccel DUC.
[lonsitue DONEKTPOHHON cHUCTeMBbl ympaBieHus JokyMeHTtooboporom (DCVY]]) kak wyactu
KOPIIOPAaTUBHON SKOHOMHUYECKONW MH(OPMAIIMOHHON cucTeMbl. TpeOoBaHMs M MPUHIMIIBI CO3/1aHUS
OCVY], cocraB u coxepxxkanue mnozacucreM. I[lonstue APM, cocraB APM u wucnonb3yembix
MH(POPMAIIMOHHBIX TEXHOJIOTUH. MeTonbl M CpeAcTBa MOJEIMPOBAHUS, OLIGHKM M aHajIu3a
JIOKYMEHTO000pOTa B 3KOHOMHUYECKHX cucTeMax. Oco0eHHOCTH UCcoiIb30BaHus Case-CpeCcTB I
MO/JICIMPOBAHUS U OLIEHKU JOKYMEHTO0O0POTAa U JIETOBBIX MPOLIECCOB.

Tema Ne 4. ABTOMaTH3alMs COCTABJIEHHSA )TEKTPOHHBIX IOKYMEHTOB.

[Tonsitue ¢dopmel anektpoHHoro aokymenta (B1). Buast OJ1. CocraB anemenToB D/ u
METOABl MX 3aroyiHeHus U KoHTpoisi. CocTaB omnepauuii NMpoeKTUpoBaHHs U oOpaborku D/
Oco0eHHOCTH POEKTUPOBaHUS U 3anojHeHus U o0paboTku Web-popm. Knaccudukanus cpencrs
COCTABJICHHUS] U 3aIIOJIHEHHsI 3JIEKTPOHHBIX JTIOKyMeHTOB. CocTaB TpeOOBaHMM, MpPEAbABISEMbIX K
BBIOOPY CHCTEM COCTaBJIEHHUS U 3anoyiHeHus /1.

Tema Ne 5. ABTOMaTH3auMs NPoLeccoB BBOJAAa MOTOKOB BXOASIIMX JOKYMeHTOB. CocTaB u
COJepKaHUE Ollepalii aBTOMAaTU3UPOBAHHOIO BBOJA IOTOKOB BXOJAIIUX JIOKYMEHTOB.

Conepxxanue onepanun MOATOTOBUTEIBHOM craguu. [Tonsitue
dopmatupoBannoro nokymenta (®JI). Buner ®JI. Acnektsl onucanus momneit D/,

Conepxxanue omnepanurii  OCHOBHOM craiui  00pabOTKM M BBOJIA
JIOKyMEHTOB. Kaccel CKaHEPOB, XapaKTEPUCTUKU CKaHEpPOB U TpeOoBaHUS,
npeabsBisieMble K BEIOOPY ckaHepoB. Xapaktepuctuka OCR, ICR u OMR-meTon0B pacno3HaBaHwus
JIOKYMEHTOB. MeTonbl KOHTPOJISt omepanuil  CKaHUPOBaHUS u

pacrno3HaBaHHs TEKCTOB. MeTo1bl MHAEKCHUPOBaHUS JOKyMeHTOB. CocTaB (pakToOpoB 1
TpeOOBaHUH, MPeAbABIAEMbIX K CHCTEMaM BBOJa OYMa)KHBIX JIOKYMEHTOB.

Tema Ne 6. ABToMaTu3aumsi XpaHeHHUsI IOKYMEHTOB.

Otanbl pa3BUTUS CPEICTB aBTOMATU3MPOBAHHOIO XPAHEHUS M IIOMCKA TEKCTOBBIX
nokyMmeHTOB. [lonsitue WHQOpPMAIMOHHO-TIONCKOBOW crucTeMbl. OcHOBHBIE KommoHeHTHl UIIC u
texuosiorust padotel ¢ UIIC. [TonsTe cuctemsl yrpaBieHus 31eKTpoHHBIMU TokyMeHTamu (CY 1),
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¢byskuuu, BemonaseMele CY/J[ B mporeccax ynpaBieHUs SKOHOMHYECKOH cucteMoil. CTpyKTypa
CY]l v Ha3HayeHHWE €€ KOMIIOHEHT. MeToabl opraHu3aluy XpaHeHuss JAokyMeHToB B CY/I.
Knaccupukanuss MeTonoB TOWCKA. XapaKTEpUCTHKA HWHIEKCHOTO, CTaTHCTHYECKOTO U
CEMaHTHYECKOTO METOJIOB ITOUCKA.

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

OcHOBHBIC 33aJjaud OpraHU3AlUU CHUCTEMBI AJIEKTPOHHOTO TOoKymMeHTooOopora (COJ10).
Oranbl  pazsutust  COJI0. Kimacecet COIO. IlpuHmunsl U 0COOCHHOCTH  MOCTPOCHUS
ApromatusupoBanHbix Cuctem Kontpons WUcnonnenus JloxkymentoB (ACKW/I).Xapaktepuctuka
METOZIOB M CPEICTB OpraHu3anuu npuema-niepenadu qokymeHToB B COJIO ¢ texHonoruei "ad-
hoc". Ocobennoctu opranmzamuu CIJl KOIMIEKTUBHONH 00pabOTKM JOKYMEHTOB Ha MPUHIMIIAX
texnosoruu  "groupware". OcobenHoctu opranmzaimu  COJIO, OpUEHTHPOBaHHBIX Ha
ucnonb3oBanue "docflow"-rexnomorun. Metoasl U cpeactBa oOecredeHus HHGOPMAITMOHHON
0€30MMacCHOCTH B CUCTEMAaX JIEKTPOHHOTO JOKYMEHTOO00pOoTa.

Tema Ne 8. CucremMbl KOMILIEKCHOW AaBTOMAaTHU3alMU JOKYMEHTO000pOTa U /1eJOBBIX
NpoLEeCcCoB.

Haznauenne, cdepst npumenenuss texunonorun "workflow". CoctaB u copepxaHue
orepannii aBTOMAaTU3UPOBAHHOTO TNIAHUPOBAHUS, KOHTPOJISI U YIIPABJICHUS JCITOBBIMHU IIPOLIECCAMU.

Tema Ne 9. [IporpamMHbIe cpecTBAa 3JIEKTPOHHOI0 JOKYMEHT0000pOoTA.
O6mue TpeboBaHus K cucreMe A0KyMeHTooOopoTa. O030p phIHKA MPOTPAMMHBIX CPEJICTB.
Cucrema «1C:DneKTpoHHBII T0KyMEHTOO00POT».

4.3 Jlexuuun/nagopaTopHble/npaKTHYECKHe/ 3aHATHS

OYHASA ®OPMA OBYYEHMUA

Tabnuua 4a
Copep:xanue JeKUHii /MPAKTHYECKUX 3aHATHI M KOHTPOJIbHbIE MEPONPUSATHS
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 3aIaHne
2 Tema 2. Jlexuus Ne 2 [TKoc-4.1 TectupoBanue 2
Opranuzanus | Opranuzanus padboT B [TKoc-4.2
pabot B CHUCTEMaX JIOKyMEHTa- [TKoc-4.3
cucreMax LIMOHHOT'0 00ecTIeYeHUs
JOKyMEHTa- | yIpaBJIeHUs
LMOHHOT'O [IpakTryeckoe 3ansTue Ne 2 [TKoc-4.1 TectupoBanue
obecrnieuenust | Opranusanus padboT B [TKoc-4.2 [IpaxkTueckoe
YIPaBICHUSA | CUCTEMax JOKyMEHTa- [TKoc-4.3 3aJaHue
LIMOHHOT'O 00ecreYeHUs
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 3anaTue Ne 3 [TKoc-4.1 TectupoBanue 2
ynpas-ieHust | OpraHusanus 3JeKTPOHHOU [TKoc-4.2 [IpakTnueckoe
JIOKYyMEHTOOO | CUCTEMBI YIIpaB-JICHUS [TKoc-4.3 3a/1aHue
OpOTOM JJOKYMEHTOO0OpPOTOM
4 Tema 4. Jlexuus Ne 4 [1Koc-4.1 TectupoBanue 2
ABToMaTm3all | ABTOMAaTH3aIHsI COCTABICHUS [1Koc-4.2
ust AJICKTPOHHBIX JOKYMEHTOB I1Koc-4.3
cocrasienust | [Ipaktuyeckoe 3anstue Ne 4 [TKoc-4.1 TectupoBanue
JJIEKTPOHHBIX | ABTOMaTtu3auus coctaBienus | [1Koc-4.2 [TpakTryeckoe
JIOKYMEHTOB 3JIEKTPOHHBIX TOKYMEHTOB ITKoc-4.3 3aJlaHue
5 Tema S. Jlexuus Ne 5 [1Koc-4.1 TectupoBanue 2
ABTomatu3all | ABTOMAaTHU3allMs MPOIECCOB [1Koc-4.2
ns BBOJIa TOTOKOB BXOISIIIIAX [TKoc-4.3
MPOIIECCOB JIOKYMEHTOB
BBOJIA [TpakTrueckoe 3ansaTue Ne 5 [1Koc-4.1 TectupoBanue 2
IIOTOKOB ABTOMaTH3a1Ms IPOLIECCOB [TKoc-4.2 [IpakTnyeckoe
BXOISIINX BBOJIa IIOTOKOB BXOISIIIINX ITKoc-4.3 3aJlaHue
JOKYMEHTOB | JIOKyMEHTOB
6 Tema 6 Jlexuus Ne 6 [TKoc-4.1 TectupoBanue 2
ABTomartu3all | ABTOMaTHh3alus XpaHECHUs [TKoc-4.2
Usl XpaHEHUs | IOKYMEHTOB [TKoc-4.3
NoKyMeHTOB | [Ipaktuueckoe 3ausTue Ne 6 [TKoc-4.1 TectupoBanue 2
ABTOMAaTH3aIUs XPAaHEHHS [TKoc-4.2 [IpakTnueckoe
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 3aJaHKe
MEHT0000poTa
8 Tema 7. Jlextmst Ne 8 [TKoc-4.1 TectupoBanue
Opranuzanus | Opranusanusi CHCTEMBbI [TKoc-4.2 2
CUCTEMBI AJIEKTPOHHOTO JIOKY- [TKoc-4.3
AJIEKTPOHHOT | MEHTO000poTa
0 JIOKy- [IpakTryeckoe 3anstue Ne 8 [TKoc-4.1 TectupoBanue 2
MEHTO000pOT | OpraHu3anus CUCTEMBbI [TKoc-4.2 [IpakTuueckoe
a poBaHUs AJIEKTPOHHOTO J0KY- [TKoc-4.3 3a7jaHne
MEHT0000pOTa
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 ICTOBBIX
aBTOMATHU3all | POLIECCOB
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WU JJOKY- [IpakTuueckoe 3ansTre Ne 9 [TKoc-4.1 TectupoBanue 2
MeHT0000poT | CHCTEeMbI KOMIUIEKCHOM [TKoc-4.2 [IpakTnueckoe
a ¥ JIeJIOBBIX | aBTOMaTH3alUU JIOKY- [1Koc-4.3 3aJjaHue
IPOLIECCOB MEHTO000pOTA H JIETOBBIX
MIPOIIECCOB

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

MIPOIIECCOB

11 Tema 9. Jlexuus Ne 11. Ilporpammusie | [1Koc-4.1 TectupoBanue 2
[TporpammHb! | cpencTBa anekTpoHHoro 1oky- | [1Koc-4.2
€ cpelcTBa MEHT0000poTa I1Koc-4.3
aneKTpoHHOr | IIpakTuueckoe 3anstue No 11 [TKoc-4.1 TectupoBanue 2
0 JOKY- IIporpamMHBIe CpeacTBa [TKoc-4.2 [IpakTrueckoe
MEHTO000POT | 3JIEKTPOHHOTO JIOKY- [TKoc-4.3 3aJaHue
a MEHT0000poTa

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

Tabnuma 46
Conep:kanue JJjeKUMid /MPAKTHYECKUX 3AHATHI M KOHTPOJIbHbIE MEPONIPUATHS
e HasBanue Ne u HazBaHHe JeKIni/ ®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 IeKTpoHHOTO JT0KY- | [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 TpuHATUs pemennii B | [1Koc-4.2
cpencTBa YCIIOBUSIX 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 BONIPOCOB /15l CAMOCTOSITE/IbLHOI0 H3YYeHHUs] TMCIMILIUHBI

Ne | HazBanme pa3zjeana, Ilepeyenn paccMaTpuBaeMbIX BOIPOCOB /ISl CAMOCTOSITEJILHOTO

/1 | TeMbI H3yYeHHUHA

1 Tema 1. Beenenue B | O6ocHOBaHME HEOOXOIUMOCTH TIEpexo/ia K 6e30yMakHON
Kypc TexHosoruu ynpasieHus. OcHosnsle koHuenuu. (ITKoc-4.1, ITKoc-

4.2, TTIKoc-4.3)

2 Tema 2. Opranmzanus | ComepaHue TpOUEAYpbl cocTaBieHus W oOpabotku  OP/I.
paboT B cucremax Conepxanue TMpoueayp NOJIY4YeHHs, TMepelaud BXOJAIUX U
JOKYMEHTAIMOHHOTO | MCXOJISIIMX MOTOKOB JTOKyMEHTOB. CoJiepKaHue PeruCTPallHOHHOTO
obecrieueHus KypHajla ¥ perucTpanMoHHON KapTtouku. CocTaB U coJiepKaHHe
yIIpaBJICHUA npoueaypsl KoHTposis ucnoiaHeHus: 1okymentoB. (I1Koc-4.1, [TKoc-

4.2, ITKoc-4.3)

3 Tema 3. Opranmzanus | [Tonsitue APM, coctaB APM u ncnonbs3yeMbix HH()OPMAaIMOHHBIX
AIIEKTPOHHOM CUCTEMBI | TEXHOJIOTHHA. MeToabl M CpeAcTBa MOJCIUPOBAHUS, OLEHKH U
yIpaBJIeHUS aHaiM3a  JIOKyMEHTOOOOpoTa B  SKOHOMHYECKHX  CHCTEMax.
JOKyMeHToo0opoToM | OcobenHocTu ucnosb3oBanus Case CpeJCTB Ul MOJCIUPOBAHUS U

OLICHKH JOKyMeHTooOopoTa 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 3anonHenus D/1. (ITKoc-4.1, I[TKoc-
JIOKYMEHTOB 4.2, IIKoc-4.3)
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Ne | HazBanue pa3aeJa, Ilepeyenb paccMaTpuBaeMbIX BOIIPOCOB VISl 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
MIOTOKOB BXOJISIIIIMX
JIOKYMEHTOB
6 Tema 6. Merto/bl opranu3ainuu XpaHeHus: J0okyMeHToB B CY /1.
ABTOMaTu3anus Knaccugukarus MeTo10B morcka. XapakTepucTHKa UHICKCHOTO,
XpaHEeHUs CTaTUCTHYECKOTO U ceMaHTHueckoro MeTooB noucka (ITKoc-4.1,
JTIOKYMEHTOB [TKoc-4.2, [TKoc-4.3)
7 Tema 7. Opranuzanus | MeTonbl U cpeficTBa obecrnieueHus MHGOPMAITMOHHON
CHUCTEMBI 0€30MacHOCTH B CUCTEMaX dJIEKTPOHHOTO JTOKYMEHTO000pOTA.
3JIEKTPOHHOTO (ITKoc-4.1, TTKoc-4.2, ITKoc-4.3)
JIOKYMEHTO000pOTa
8 | Tema 8. Cucremsl CocraB u coepkaHue omnepalyii aBTOMaTH3UPOBAHHOTO
KOMITJICKCHOU TUTAHUPOBAHMSI, KOHTPOJISI U YIIPABIICHHSI ISJIOBBIMHU TTPOIIECCAMH.
aBTOMAaTHU3AINN (ITKoc-4.1, [TKoc-4.2, [TKoc-4.3)
JIOKYMEHTO000pOTa M
JICJIOBBIX MTPOIIECCOB
9 Tema 9. 00630p poinka mporpaMMmubix cpeacts. ([1Koc-4.1, ITKoc-4.2, TTKoc-
[TporpammHbIe 4.3)
cpencTBa
AJIEKTPOHHOTO
JIOKyMEHTO000pOTa
3A0OYHAS ®OPMA OBYUYEHMUSA
Tabnuma 56
IlepeyeHb BONPOCOB /1JIsl CAMOCTOSITEILHOI0 M3YUYEHH S TUCHMILIMHBI
Ne | Haspanme paznena, | Ilepedens paccMaTpuBaeMbIX BOIPOCOB /IJIsI CAMOCTOSITEILHOTO
n/n TeMBI HU3y4YeHUsl
1 Tema 1. Beegenue B | [lonstue sxonomuueckoit cucremsl (IC) u ero crpykrypa. CoctaB

Kypc

(YHKUIMH U 1€T0BBIX MPOLECCOB, BHIMOIHAEMBIX B TIOPa3IEICHUSIX
OC. IloHsTHE TOKYMEHTA, KJIACChl JOKYMEHTOB, CBSA3aHHBIE C
BBINOJIHEHNEM (DYHKIMHA yIIpaBJIeHHs U AETOBBIMH MIPOLIECCAMHU.
[ToHsiTHE TOKYMEHTOIIOTOKA, €T0 CTPYKTYpa, MOKA3aTeu OLEHKU
JIOKYMEHTONOTOKOB. [IoHSATHE U BUIBI JOKYMEHTOO00POTA U
JIEJIOBBIX MPOLECCOB, UX CTPYKTYPHI U COCTAB KOMIIOHEHT.
O6ocHOBaHNE HEOOXOAUMOCTH Tepexo/ia K 0e30yMaxHOH
TexHosoruu ynpasienus. OcuoBubie koHtemnmu. ([1Koc-4.1, TTKoc-
4.2, ITKoc-4.3)
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Ne | HazBaume pasgesa, | IlepedeHb paccMaTpuBaeMbIX BOIIPOCOB VISl CAMOCTOSATEILHOTO

n/n TeMBI HU3yYeHUsl

2 Tema 2. Opranuzanus | [Torstue Cuctemsr JlokymeHTarmonHoro O6ecnedeHus: Y npaBieHUs
paboT B cucTeMax (CAOY). CocraB ¢ysknuii u 3amad, BeimonHsembix B CHOVY.
JIOKYMEHTallMOHHOTO Knaccel u crpykryper CHOY. CoctaB u copepkaHue KOMIIOHEHT
obecrieueHus I'ocynapcrBennoit Cuctremsbl [{oxkymenTtanumonHoro OOecrniedeHust
yIpaBJICHUS VYmpasnenuss  (I'CHOVY). IlepeueHb  JIE€JOBBIX  IPOIIECCOB,

BeimosiHsieMbix B CIHOY. CocrtaB YauduuupoBanuoit Cucremsl
OpranuzanuonHo-Pacnopsautensubix  Jlokymentor  (YCOP/).
Crpyktypsl nokyMeHTOB. CoznepikaHue IpOLEAypbl COCTaBICHUS U
obpaborkn OPJl. Conepkanuwe mpoleayp IOIydYeHUs, Iepeaadn
BXO/SIIMX M HCXOASIIUX TOTOKOB JOKyMeHTOB. CoaeprkaHue
PETUCTPAIIMOHHOIO )KypHala U perucTpaluoHHOM KapTouku. CocTas
U COJEp)KaHHE IMPOLENYpbl KOHTPOJIS HCIIOJIHEHUS JOKYMEHTOB.
(ITKoc-4.1, TTKoc-4.2, ITKoc-4.3)

3 Tema 3. Opranmszanus | [lonstue  3koHOMHYeckor uHpopMannoHHOH cuctemsl (DUC).
snexkTpoHHou cucteMbl | Ctpyktypa u kinaccsl OUC. IloHsiTue DIEKTPOHHOM CHCTEMBI
yIpaBJIEeHUS ynpaBieHus 1oKymeHTooooporoM (OCVY]]) kak yactu
JIOKYMEHTOOOOPOTOM | KOPIIOPAaTUBHON YKOHOMUYECKON NH(OPMALIMOHHON CHCTEMBI.

TpeboBanus u npunnunsl co3ganus DCY 1, cocraB u coaepranue
noacucrem. [lousatue APM, cocraB APM u ucnosib3yemsbix
MH(OPMALIMOHHBIX TEXHOJIOIHI. MeTobl U CcpesicTBa
MOJICJIMPOBAHUS, OLIEHKU U aHallu3a JJOKyMEHTO000poTa B
SKOHOMHYECKUX cucTteMax. OcoOeHHOCTH Hcnoib3oBaHus Case-
CPEICTB AJIsl MOJICTTMPOBAHUS U OLIEHKU JOKYMEHTO000pOoTa U
nenobix mporieccoB (ITKoc-4.1, [TKoc-4.2, TTKoc-4.3)

4 Tema 4. [Tonatue ¢opmbl 31ekTpoHHOTO nokyMeHTa (D1). Buasr 3/1.
ABTOMaTH3aIUS CocraB ameMeHTOB D/ M METONBl UX 3aNOJIHEHUS] U KOHTPOJIS.
COCTaBJICHUSA CoctaB omepamuii  mpoekTupoBaHuss U o0Opabotku  D/JI.
AIIEKTPOHHBIX Oco0eHHOCTH MPOEKTUPOBAHUS U 3aloidHeHUst 1 00paboTku Web-
JIOKYMEHTOB ¢dopMm. Knaccudukanust CpeacTB COCTaBIEHUS U 3aMOTHEHUS

ANEKTPOHHBIX JOKYMEHTOB. CocTaB TpeOOBaHMM, MPEIbSIBISIEMbBIX
K BBIOOpY cucteM coctaBieHus wu 3anonHenus DJ[. (ITKoc-
4.1, TIKoc-4.2,

[TKoc-4.3)

5 Tema 5. CocraB u cofepx’aHue onepalnnii aBTOMaTU3MPOBAHHOTO BBOJA
ABTOMaTH3a1Us MOTOKOB BXOJAIIMX JOKYMEHTOB. CoaepkaHue onepanui
IIPOLIECCOB BBOJA MOArOTOBUTENbHON cTaguu. [loHsTHE POopMaTUPOBAHHOTO
MOTOKOB BXOSIIINX nokymenta (O/1). Bunet /1. Acnektsl onucanus nosueit O/1.
JIOKyMEHTOB Copepxanue ornepaluii OCHOBHOU cTauu 00pabOTKH U BBOAA

JIOKyMeHTOB. Kiaccel ckaHepOB, XapaKTEPUCTUKHU CKaHEPOB U
TpeOoBaHUs, MPEAbSBIIEMbIE K BBIOOPY CKaHEpOB. XapaKTepUCTHKA
OCR, ICR u OMR-meTon0B pacrno3HaBaHus JOKYMEHTOB. MeToibl
KOHTPOJISI ONepaliii CKAHUPOBAHUSA U PaClIO3HABAHUS TEKCTOB.
MeTtobl MHAEKCUPOBaHUS JOKYMEeHTOB. CocTaB (hakTOpOB U
TpeOOBaHUH, MPEIBABIIEMBIX K CHCTEMaM BBOJ1a OYMaKHBIX
nokymeHToB (ITKoc-4.1, TTKoc-4.2, [TKoc-4.3)

6 Tema 6. OTarbl pa3BUTHSI CPEJCTB aBTOMATU3UPOBAHHOTO XPAHEHHUS U IIOMCKA
ABTOMaTH3a1Us TEKCTOBBIX JTOKyMeHTOB. [loHsTHE MH(DOPMAIIMOHHO-TTIOMCKOBON

XpaHEHUs TOKYMEHTOB

cucreMbl. OcHoBHBIE KoOMTOHEHTHI UTIC 1 TexHomorus paboTsl ¢
NIIC. IlonsTHE CUCTEMBI YIIPABIEHUS IEKTPOHHBIMU JOKYMEHTAMU
(CY L), dynkmuu, Bemomnusembie CY /] B mporieccax ympaBieHuUs
sKoHOMHUECKOM cuctemoil. Ctpykrypa CY /| n Ha3HaueHHE ee
KOMIOHEHT. MeTo1bl OpraHu3aiuy XpaHeHus: JOkyMeHToB B CY /1.
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Ne | HazBaume pasgesa, | IlepedeHb paccMaTpuBaeMbIX BOIIPOCOB VISl CAMOCTOSATEILHOTO
n/n TeMBI HU3yYeHUsl
Knaccudukanus MeTo10B noucka. XapakTepucTHKa HHIEKCHOTO,
CTAaTUCTUYECKOTO U ceMaHTuueckoro Mmeto1oB noucka (I1Koc-4.1,
ITKoc-4.2, [TKoc-4.3)

7 Tema 7. Opranuzauusi | OCHOBHbIE 33Jaud OPraHU3AIUU CUCTEMBbI JIEKTPOHHOTO
CHUCTEMBI nokymeHntoooopora (C2-/10). Oraner pazsutus CO0. Knaccs
AJIEKTPOHHOTO COJ10. ITpuHIHITE 1 0COOEHHOCTH MTOCTPOCHHS
JIOKyMEHTO000pOTa AstomatuzupoBanHbix CucteM Konrposnsa Mcnonnenus JJokymeHTOB

(AC-KN ). XapakTepucTuka METOAOB U CPEACTB OpraHu3aIiu
npuema-riepeaadn g1okymentos B COJ1O ¢ texnomorueii "ad-hoc™.
Ocob6ennoctu opranuzanuu COJ] KOJUIGKTUBHOW 00pabOTKH
JIOKYMEHTOB Ha MPHUHIMIIAX TEXHOJOTHWU ''groupware”.
OcoOennoctu opranuzauuu C3J10O, OpUeHTHPOBAHHBIX Ha
ucnonp3oBanue "docflow"-texHonorun. Meroasl u cpencTBa
obecrnieyeHust ”HPOPMAIITMOHHOM 0€3011aCHOCTH B CUCTEMAX
anekTpoHHoro pokymeHtoodopota. (ITKoc-4.1, [1Koc-4.2, [TKoc-
4.3)

8 Tema 8 Cucremsl CocraB u cofepxkaHue onepalnuii aBTOMaTU3UPOBAHHOTO
KOMILJIEKCHOM IUTAHUPOBAHMSI, KOHTPOJISI U YIPABJIEHUS J1€JI0BBIMU IPOLIECCAMHU.
aBTOMAaTH3aIIH (ITKoc-4.1, TTKoc-4.2, TT1Koc-4.3)

JIOKYMEHTO0000poTa U
JICJIOBBIX IIPOIIECCOB

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

5. O6pa3zoBaTe/ibHbIE TEXHOJIOTHH
Tabnuma 6
IIpumeHeHNe AKTHBHBIX H HHTEPAKTHBHBIX 00pa30BaTeJbHBIX TEXHOJIOT Wil
HanmeHnoBaHMe HCIOJIb3yeMBbIX
Ne T AKTHUBHBIX 1 HHTEPAKTHUBHBIX
n/n eMa i (popMa 3aHsTHs o0pa3oBaTe/IbHbIX
TeXHOJI0rui (popm o0yueHust)

1 Opranu3aius padoT B CUCTEMax Ul [[IpobnemHas neKius
NTOKYMEHTALMOHHOTO 00ecTedeHust
yTIpaBJIeHUs

2 ABTOMAaTH3aIUsI COCTABICHUS [13 |Pa3060p KOHKPETHBIX CUTyalnui
PIIEKTPOHHBIX JOKYMEHTOB

3 |Opranu3zamus CHCTEMBI 3JICKTPOHHOTO JI  [[IpoGnemHas nexius

JTOKYMEHTO000pOTa

4 ABTOMAaTH3aIM ITpoIieccoB BBoJa MOTOKOB  |[I3  [Pa300p KOHKpETHBIX cUTyaIi
BXOJISAINX JOKYMECHTOB

9) CrcTeMbl KOMILIEKCHOM aBTOMaTH3alluu JI  [[IpoGnemHast neKus
ITOKYMEHTO000pOTa U
JIEJIOBBIX MPOLIECCOB

6 [IporpaMMHBIE CpeCTBa IEKTPOHHOTO [13 [Pa3060p KOHKPETHBIX CUTYaITUiH
TOKYMEHTO000pOTa
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6. Texymmii KOHTPOJIb YCIIEBAE€MOCTH U MPOMEKYTOYHASI ATTECTALMS 110 UTOTaM OCBOEHUSI
AUCHUTLTHHBI

6.1. TunoBbie KOHTPOJIbHBbIE 32JAHUS WJIM HHbIEe MaTEePHAJIbI, HEO0OXOAUMBbIE VISl OLCHKH
3HAHUI, yMEHHH U HABBIKOB M (WJIN) ONBITA 1eATeIbHOCTH
1) Y4eOHBIM IJIAHOM He MPEeYCMOTPEHO BbINOJHEHHE KYPCOBBIX MPOEKTOB (pPadoT) u
pacdyeTHO-rpauYecKux padoT.
2) TecTsbl 111 TEKYLET0 M IPOMEKYTOYHOI0 KOHTPOJISI 3HAHM A 00y4arommxcst
3azaHus AJis BBIIOJHEHUS Ha IPAKTUYECKUX 3aHATUSAX U TECTOBBIE 3aJJaHUS IIPECTABIECHBI B OLIEHOYHBIX
Marepuanax JUCUUIIIUHBI
3) Bonpocs! 1J1s1 OATOTOBKH K KOHTPOJIBHBIM MEpPONPHATHAM H TecTaM (TeKyuiemy
KOHTPOJIIO U POMEKYTOYHOM aTTecTaluu (BOMPOCHI K 3a4eTy).
1) Tloustue sxoHomuueckoi cuctembl (DC) u e€ cTpyKTypa.
2) CocraB QyHKIMH U JETOBBIX MPOIECCOB, BBHIMOIHIEMbBIX B MMOAPA3ICICHHUIX
9C.
3) IlonsTHe MOKyMEHTa, KJIACChl JIOKYMCHTOB, CBSI3aHHBIC C BBIMOJHCHUEM (DYHKI[HIA
YIPaBJIEHUS U JI€JI0BBIMU MPOIIECCAMHU.
4) TloHsTHE TOKYMEHTOIIOTOKA, €r0 CTPYKTYpa, MOKAa3aTe/n OIIEHKU JJOKYMEHTOIIOTOKOB.
5) TlonsiTue U BUIBI JOKYMEHTOOOOPOTA U ICTOBBIX IPOLIECCOB, MX CTPYKTYPhI U COCTaB
KOMITOHEHT.
6) Ilonsrue Cucremsl JJokymenrtanuonnoro Odecneuenus Yupasieuus (COY).
7) CocraB byHKIHit U 33124, BeinoiaHsgeMbIX B CIIOY.
8) Kuaccel u crpykrypsl CIOY.
9) Cocras u coJiepKaHue KOMIIOHEHT lNocynapctBeHHOM Cucremsl
Joxymenrtarmonnoro Obecnieuenust Ynpasienus (I'CHOY).
10) IlepeveHb AeMOBBIX MPOIECCOB, BhIMOMHseMbIX B CIOY.
11) CocraB YuuduimpoBanuoit Cructembl OpraHu3allMOHHO- PacmopsauTenbHbIX
HoxymenToB (YCOP/).
12) CoxaepxaHue TpOLEAYpPHl COCTABICHUS M OOpPaOOTKH OPraHM3al[MOHHO- PACHOPSIUTEIBHBIX
JIOKYMEHTOB.
13) ConeprkaHue npoleayp MOTydeHH s, Iepelaul BXOISIIMX U HCXOISIIUX TOTOKOB IOKYMEHTOB.
14) CoctaB 1 coziepaHue IpoLeaypbl KOHTPOJIS UCTIOTHEHHUS TOKYMEHTOB.
15) IMousiTue 3koHOMUYECKO# HHpOpMannoHHoi cuctemsl (QUC).
16) Ilonstue DNEKTPOHHOW CHCTEMBI YIpaBieHUs AokymeHTooOopoToM (DCVY]I) kak dactu
KOPITOPATUBHOMN SKOHOMHUYECKOW MHPOPMALIMOHHON CHCTEMBI.
17) TpeGoBanus u npuHIUIEI co3nanus ICVY /], cocTaB u coiepKaHue MOICUCTEM.
18) IMousitue APM, coctaB APM u UCIob3yeMbIX HHPOPMAIIMOHHBIX TEXHOIOTHIA.

19) MeTombl U CpeICTBA MOJICITUPOBAHUSI, OIICHKH M aHaJIM3a IOKYMEHTO000pOTa B
HIKOHOMHYECKUX CUCTEMaX.
20) Ocobennoctn  ucnons3oBanus  Case-cpefcTB  [UIs  MOJCIUPOBAHUS W OIIGHKH
JOKYMEHTOO0O0POTa H JIETIOBBIX MPOIIECCOB.
21) Tlonsitue hopMbl ANIEKTPOHHOTO JOoKyMeHTa (D/1).
22) CoctaB 31meMeHTOB D/ ¥ METOIBI UX 3aITOJIHEHHS U KOHTPOJISL.
23) CocraB oneparuii MpoeKTUpoBaHus U 00padoTku /1.
24) OcoOeHHOCTH MTPOSKTUPOBAHMUS U 3aroHeHus U 00padboTkn Web-dopm.
25) Kaccudukariyst CpeicTB COCTABICHUS U 3aIIOTHEHUSI DJICKTPOHHBIX JOKYMEHTOB.
26) CocraB TpeOoBaHUI, IPEIBSIBISEMBIX K BBIOOPY CUCTEM COCTAaBICHHUS U 3anonHeHus D /1.
27) CocrtaB ¥ CoJiepKaHKe OIepalnii aBBTOMAaTU3UPOBAHHOTO BBOIA IIOTOKOB BXOJISIINX JOKYMEHTOB.
28) ConeprkaHue oneparnuii OCHOBHOM CTaanu 00padOTKH ¥ BBOJIA TIOKYMEHTOB.
29) Xapakrepuctuka OCR, ICR 1 OMR-MeT0/10B pacrio3HaBaHus JOKYMEHTOB.
30) Meroapl KOHTPOJIS ONepalnii CKAHUPOBAHMS M PACIIO3HABAHUSI TEKCTOB.
31) CocraB ¢akropoB © TpeOOBaHWM, MNPEIABABIIEMBIX K CHCTEMaM BBOAAa OyMakKHBIX
JIOKYMEHTOB.
32) Dranbl pa3BUTHSL CPEACTB ABTOMATU3UPOBAHHOTO XPaHEHUs M TOMCKAa TEKCTOBBIX
JIOKYMEHTOB.
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33) IMonstue nnpopmarroHHo-mouckoBoi cucremsl (UIIC).

34) Ocuosubie kommnoHeHTHI UTIC 1 TexHosorus padotsr ¢ UTIC.

35) IlonsiTre cucTeMbl yrpaBiieHUs 3eKTPOHHbIME JokyMeHTaMu (CVY /1), GyHKIMH, BBITOIHAEMbIC
CVY ]I B mpornieccax ynpaBiIeHUS] SKOHOMUYECKON CUCTEMOIA.

36) MeTopI opranu3anuu XxpaneHust JokyMmeHToB B CY /1.

37) Knaccudukaiuss METOIOB TMOMCKA. XapaKTePUCTHKA HMHACKCHOTO, CTATUCTHYECKOrO H
CEMaHTHYECKOI'0 METOJI0B ITOMCKA.

38) OcHoBHBIC 3a/1a4d OpraHU3aIMHA CUCTEMBI JIEKTPOHHOTO JOKYMEHTO00OpOTa

(C210).

39) IMpuHIMIBL 1 0COOCHHOCTH MOCTpOcHUST ABTOMaTH3MpoBaHHbIX CucteM Konrtposns McnonHenus
HoxymentoB (ACKUW ).

40) XapakTeprCTHKa METOIOB U CPEACTB OpraHu3aluu IprueMa-tepeaadn gokymentos 8 COJ10 ¢
TexHosorueit "ad-hoc".

41) Ocobennoctr opranuzamuu COJ] KOICKTHBHOH 00pabOTKHM JOKYMEHTOB Ha MPHHIIMAIAX
TEXHOJIOruH "groupware” ¢ ucriosib3oBanueM cpencts Lotus Notes 1 MS.

42) Ocobennoctu opranuzanud COJ10, OpHEHTHPOBAHHBIX Ha HCIIOJIb30BAHUE
"docflow"-TexHomorum.

43) Metoasl U cpeacTBa odecreueHuss HHHOPMAIIMOHHON 0€30IMacHOCTH B CHCTEMaXx 3JEKTPOHHOTO
JIOKYMEHTO000pOoTA.

44) CoctaB ¥ COJACp)KaHHWE OIEpalMii aBTOMATH3MPOBAHHOTO IUIAHUPOBAHHUS, KOHTPOJISA |
yOpaBieHus AeT0BbIMU Tporieccamu.O030p phIHKA IPOrPAMMHBIX CPEJICTB.

45) Cucrema «1C:DeKTPpOHHBIN JOKYMEHTOO00POTY.

6.2. Onucanue nokasareeii 1 KpUTEPHEB KOHTPOJIS yCIIEBAEMOCTH, ONIUCAHHE
HIKAJI OLleHMBAHMS

Jlns olleHKM 3HAHWW, YMEHUH, HaBBIKOB U (OPMUPOBAHUS KOMIETEHLUHU IO JUCHUIUIMHE
IIPUMEHAETCS TPAAULMOHHAS CUCTEMA KOHTPOJISA ¥ OLICHKU YCIIEBAEMOCTH CTYJICHTOB.

Buabl TEKYLIET0 KOHTPOJA - TCCTUPOBAHUC, yCTHBIﬁ OIIpocC, PpCUHICHUC
MPaKTUYCCKUX 3a71a4.

IIpoMe:KyTOYHBIN KOHTPOJIb — 3a4€T

Texkymuil KOHTpOJIb OLICHKM 3HAHUM OCYILECTBIISIETCS IPENOJAaBaTelIeM B TEYEHUE BCETO
cemecTpa IYTEM TECTUPOBAHUA, IPOBEPKU IPAKTUYECKUX 3aJaHUA W YCTHOIO OIIpOCa IOCIE
W3Y4YEHUs KaXKJI0M TEMBI.

KPUTEPUHU OLIEHKU 3HAHU, YMEHWUH, HABBIKOB CTYJIEHTA HA 3AUETE

Pe3ynbpTaThl KOHTpPOJS YCIEBAEMOCTH CTYJIEHTOB Ha 3adeTe OIpPEeNesstoTCS OLEeHKaMHu
«3a4YTEHO», «HE 3aUTCHO».

OneHKa «3a4T€HO» BBICTABIACTCS CTYACHTY, €CJIM BBIIOJTHEHBI U 3alUIICHBI BCE
MPaKTUYECKHE 3aaHus, IPeIyCMOTPEHHBIE pabodeil MPorpaMMoi, pe3yIbTaThl TECTOBBIX 3aJaHHMA
1 YCTHBIX OTIPOCOB HE HIKE YOBJIETBOPUTEIHLHOM OIICHKH.

OleHKa «HE 3aYTEHO» BBICTABISAETCS CTYJEHTY, €CIIM BBINOJHEHBI HE BCE MPAKTUUYECKUE
3a/IaHMs], WJIM TECTOBBIC 3aIaHUS WJIH YCTHBIE OMPOCH UMEIOT HEYIOBJIETBOPUTEIHHYIO OIICHKY.

7. YueGno-mMeToau4eckoe u HH(GpOpMAHOHHOE 0fecnevueHne IHCIUILTHHbBI

7.1 OcnoBnas uTeparypa

1. bapunosa, E. b. DnextponHslil apxus : yueOHoe mocodue s By3oB / E. b. bapunoBa. — Mocksa :
WznatensctBo FOpaiit, 2024. — 166 c. — (Bwicmiee obpazoBanue). — ISBN 978-5-534-16886-0. —
Tekcr : AJICKTPOHHBIN /! O6pa3oBaTenpHas matdopma Opaiit [caiT]. —
URL.: https://urait.ru/bcode/544936

2. Kysuenos, U. H. [enonpousBoactso : yueOHOe mocobue : [16+] / W. H. Ky3neunos. — 13- u3m. —
MockBa : JlamkoB wu K° 2024, - 406 c. — Pexum pgocryma: 0o MOOANHCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=711135 . — bubmuorp.: ¢. 312-323. — ISBN 978-5-
394-05683-3. — TekcT : MeKTPOHHBIH.
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https://urait.ru/bcode/544936
https://biblioclub.ru/index.php?page=book&id=711135

3. Mansiies, C. JI. YnpaBneHue 3JeKTPOHHBIM KOHTEHTOM : yuebHoe nocobue / C. JI. Mansimes. — 4-¢
u3n. — Mocksa : HaTepHer-YHuBepcuter NMudopmanmonusix Texnomorunii (MHTYUT), Aiu Ilu Ap
Menua, 2024. — 124 c. — ISBN 978-5-4497-2490-8. — Tekcr : snextponHsiii // Lludposoit
obpasoBarenbHbiii pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/133990.html. —
Pexxwum nocTyma: s aBTOpU3Hp. OIB30BaTENeH

4. TumoBast curyanms: OUHAHCOBBIM aHanu3: 0a30Bble TOHATHS W Kodpduumentsl (M3garenbcTBo
"I'maBHas kaura', 2024) // CI1C KoncynsrantlLitoc. 2024.

5. Xavarpsia, I'. A. Opranuzanuss U TEXHOJOTHS PaOOThI ¢ KOH(PHUICHIMAIBHBIMA JIOKYMECHTAMH :
yuebnuk ans CIIO / I'. A. Xauatpsn, . B. Ky3nenoBa. — 2-e uza. — Caparos : IlpodobpazoBanue,
2024, — 238 ¢. — ISBN 978-5-4488-1026-8. — Tekcr : snexrponHsiii // LludpoBoii oOpa3oBaTenbHbIN
pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/137716.html. — Pexxum nocryna: s
ABTOPH3UP. MOJIb30BaTEIICH

6. Hlanpuna, I'. B. Ynpasnenuecknii u ¢uHAHCOBBIM aHanu3 : yueOHMK 1uis By30B/ I'. B. llanpuna,
K. B. T'onyOHnumii. — 2-e usm., nepepad. u mon. — Mocksa : U3aarensctBo IOpaiit, 2024. — 288 c. —
(Boiciee obOpazoBanme). — ISBN 978-5-534-16532-6. — Texkct : anexktpoHHbIH // OOpazoBaTenbHAas
wiatdopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/538458

7. DnexkrpoHHas Toprosis : yueOHuk / P. P. [lpiranosa, I'. I'. UBanos, B. A. Marocs, P. P. Canuxosa. —
4-e u3a. — Mocksa : [lamkos u K°, 2024. — 150 c. : un., 1adn., cxem. — (YueOHble U3/1aHUs IS BY30B). —
Pexxum goctyma: mo moamucke. — URL: https://biblioclub.ru/index.php?page=book&id=710146 . —
bubnuorp. B kH. — ISBN 978-5-394-05571-3. — TekcT : 37E€KTPOHHBIM.

7.2 JlonoanuTe bHAS IATEPATYpPa
1. Bennenesa M.A., Beprakosa H0.B. Undopmanronnsie TexHonoruu ynpasienus.- M.: FOpaiit, 2020
2. Konpparee B.K. OmnepanuonHsle cucteMbl U 00050ukd: ydeOHO-MeToamd. mocobue / B.K.
Konnpatees, O.C. I'onoBuna. MI'Y D, 2017.— Pexum nocrtyna: http://www.iprbookshop.ru/10730 - DBC
«IPRbooks».
3. AsepuenkoB B.M. UnpopmanroHHble cucTeMbl B POU3BOJCTBE U SKOHOMHKE: yueO. mocobue/ B.1.
AgepuenkoB, @.0. Jlo36unes, A.A. Tunienko. bpsHckuil rocyaapcTBEHHbIH TEXHUYECKUN YHUBEPCUTET,
2020.— 274 ¢.— Pexum poctymna: http://www.iprbookshop.ru/6996 - 35C «IPRbooks».
4. Vcaxoa A.U. Mndpopmanmonnsle TexHojoruu: yuyeobnoe nocodue/ Mcakosa A.U., McakoB M.H.—
Tomck: DOnp  Kontent, Tomckuili rocynapcTBEHHBIH YHHMBEPCUTET CHCTEM  YIPABICHHUS H
pamuosnektponnku, 2019.— 174 c.— Pexum gocryma: http://www.iprbookshop.ru/13938 - 3BC
«IPRbooks».
5. VYtkun B.b. MHopmanuoHHble cUCTEMBl U TEXHOJIOTMH B 3KOHOMMKE: yueOHuK. IOHuTH- [laHa,
2020.— Pexum moctyma: http://www.iprbookshop.ru/7040 - DBC «IPRbooks».

6. Uexmapes IO.B. Beruncnutensabie cuctemsl, cetd 1 kommyHukaiun. JIMK Ipecc, 2019— Pexxum
noctyna: http://www.iprbookshop.ru/5083 - DBC «I PRbooks».

8. Mepeuenn pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHHKAIIHOHHOI ceTH
«HTEepHETY», HEOOXOAUMBIX /115l 0CBOEHM S TUCHHUILINHBI (MOXYJIs1)

1. KoHcynbTaHT+ (JJUIIEH3NOHHOE IPOTPaMMHOE 00ECTIeYeHHEe OTEUSCTBEHHOTIO TPON3BOICTBA)
2. http://www.garant.ru (pecypcsl OTKpBITOTO IOCTYTIA)

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

(pecypChIOTKPBITOTO JIOCTYTIA)

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

5. https://link.springer.com - MexayHapoanas pedepatuBHas 0a3a JaHHBIX HAYYHBIX HM3JaHHN
Springerlink (pecypchl OTKpPBITOTO 10CTYyIIA)

6. https://zbmath.org - MexnynaponHas pedeparuBHas 0a3a JaHHBIX HaydHbIX H3nanuidi zbMATH
(pecypchl OTKPBITOTO TOCTYTIA)

7. http://lwindow.edu.ru - Mupopmanmonnas cuctema "EnmHoe OKHO gocTyma K 00pa3oBaTelbHBIM
pecypcam”

8. https://openedu.ru - «HaumonaneHas tuiaTgopMa OTKPBITOrO 00pa3oBaHHS» (PECYpPChl OTKPBITOTO
JIOCTYTIA)
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9. IlepeyeHb MPOrpaMMHOro odecrnevyeHnss 1 HHPOPMALMOHHBIX CIPABOYHBIX CHCTEM

Tabmuma 9
IlepeyeHb NPOrpaMMHOI0 00ecedeHus!
HaunmeHnoBanue
. T'on
Ne | pasgena yueOHOM HaumeHnoBanue
Tun nporpaMmmasl ABTOp pa3padort
n/n AUCHMILIMHBI NPOrpaMMbIl i
(Mmony.Jist)
[TepconasbHbI
Tema 7 P .
MH(POPMAIIOHHBIH
Opranuzanus MEHEIDKED C
1 CHCTEMBI MS Outlook p Microsoft 2007
GbyHKIHSIMA
3JEKTPOHHOTO
MOYTOBOTO KIHEHTA U
JOKYMEHTO00O0pOTa
Groupware
Tema 9
Opranuzanus Cucrema
2 CUCTEMBI 1C:JlokymMeHTOO00pOT AJIEKTPOHHOIO Microsoft 2017
AIIEKTPOHHOTO JOKYMEHTOO0O0pOTa
JIOKYMEHTO000poTa
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10. Onucanue MaTepuaJbLHO-TEXHUYECKOIT 0a3bl, HEOOXOAUMOI 1151
ocyuiecTBJIeHHs 00pa30BaTEIbLHOIO NPoIecca Mo JUCHHUILINHE

Ta6muma 10

CBeiennsi 00 00eClIe4eHHOCTH CTIENHAIN3UPOBAHHBIMY AYIUTOPUSIMHU, KAOUHETAMHU,
JadbopaTopusiMu

HaunmeHnoBaHue cnenuaJbHbIX
noMenieHu ¥ moMeneHu
IJISI CAMOCTOATEILHOM
padoThl (Ne yueOHOTO
Kopmyca, Ne ayniuTopun)

OCHAIIIEHHOCTH CIEeNUAJILHBIX NOMEIEeHNIi U IOMeIeH i
JJISI CAMOCTOSITEJIbHOM padoThI

Aymuropust  JUii  POBEAEHUS
3aHATUN  JIEKIIMOHHOIO  THIIA,
3aHATUH CEMHMHApPCKOIo THIIA,
KypCOBOI'O
HPOEKTUPOBAHUS(BBIOIHEHUS
KYPCOBBIX pa0oT), TPYNIIOBIX U
WHJIUBUTy aJIbHBIX
KOHCYJIbTalU, TEKYILEro
KOHTPOJII M IPOMEXYTOYHOU
arrecranuu (kabd. Ne 427 u).

29 cronoB, 78 CTyAE€HYECKUX MECT, CTOJ ISl MpEernoaaBaTes,
CTyJl IJisi TperojaBaresisi, TOCKa; CTOJ s coBemmanuii, 10
CTyJbeB; HWH(GOPMALMOHHBIE CTEHIbl.  MyIbTUMEANIHOE
obopynoBanue: mpoekrop Sanyo PLC-XU111 4000 ANSI Im
1024*768, Dxpan Draper Diplonat (1:1)84/84" 213-213 MW,
HOyTOYK Asus F3K ¢ BeixoqoM B IHTEpHET M yCTaHOBICHHBIM
MIPOrpPaMMHBIM 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 Ne46223838 ot
04.12.2009); Microsoft Office (Microsoft Open Value
NeV6803162 ot 15.06.2020 / JIunenzuonuslii gorosop No77-
089/1013/20 o nepenaye npaB Ha UCHOJIH30BAHNE IPOTPAMM OT
05.06.2020); Google Chrome (Freeware)

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

[lepeuens obopynoBanus: 18 cronos, 52 cryna, gocka, CTON A7
npernojiaBaTens, CTyJ JUIsl MpenojaBareis, UHHOpMaIMOHHbIE
cTeH/bl. MynbTUMenuitHOE 000pyaoBaHHe: NPOEKTOop Acer
X1226H DLP Projector, sxpaun mis mpoextopa 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 Ne46223838 ot
04.12.2009); Microsoft Office (Microsoft Open Value
NeV6803162 ot 15.06.2020 / Jlunen3uoHHslit goroBop Neo77-
089/1013/20 o mepenave npaB Ha UCHOIb30BAaHUE IPOrPaMM OT
05.06.2020); Google Chrome (Freeware)

Aynautopust AJi1l  TPOBEACHHUS
3aHATUM  JIEKIWOHHOTO  THIIA,
3aHATUNA CEMUHApPCKOro THIIA,
KypCOBOTO IIPOEKTUPOBAHHUS
(BBITIOJIHEHUSI KYPCOBBIX paboT),
TPYyNIOBBIX U WHIWBUAYAJIbHBIX
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.);
komnbiorep DEPO Neos 460SE (1 1mT.); KOMOBIOTED:
IM3BM"Karin Klerk" (9 mrr.), moakmoueHHbIe K ceTH HTEpHET.
[Mporpammuoe obecmneyenue: Google Chrome, Cucrema
Koncynbrantllinroc, Microsoft Office
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KOHTPOJII W MPOMEKYTOUHOU
attecranuu (kad. Ne 424 u)

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

[Tomemenue st | Kommbrotepusie cronbsl (15 mir.); crynes (15 mT.); pabodee
CaMOCTOSITEJILHOM paboThI | MECTO TMpemnojaBaTensi; Jocka YyuyeOHas; pabodas cTaHUuUs

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

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

OO6pa3zoBarenbHbIN MpoIece M0 AMCHUIUIMHE OPraHU30BaH B (GopMe y4eOHBIX 3aHATHI
(koHTaKTHasE paboTa (ayJUTOPHOW W BHEAYTUTOPHOI) OOYyYaroIUXcs C TMpenojaBareieM |
caMoCTOsTeNIbHasE paboTa oOydarommxcs). Y4eOHble 3aHATHS (B TOM YHCIE 10 peaju3aiiu
NPaKTUYCCKOHN MOATOTOBKH) MPEACTABICHBI CICAYIONMMH BUIaMH, BKIIOYasl yUeOHbIC 3aHATHS,
HaIllpaBJICHHBIC Ha IPAKTHYCCKYIO IIOATOTOBKY 06yan01111/1xc;1 U TPOBCACHUC TCKYLICTO
KOHTPOJIS YCIIEBACMOCTH:

JIEKIUH (3aHATHUS JIEKIIMOHHOTO THIIA);

MIPAKTUYECKHE 3aHATHSI; CAMOCTOSTEIbHAS

paboTa 00yUaromuXxcsl.
Ha y4eOHBIX 3aHATHSX OOyYaromIvecsl BBITIONHSIOT 3alJITAHUPOBAHHBIC HACTOSIICH MPOrpaMMOi
OTJIeNbHBIE BHUIBI YYEOHBIX pabOT, B TOM UHCIE OTAEIbHBIX 3JEMEHTOB pabOT, CBS3aHHBIX C
Oyny1iei npodeccuoHaTbHON IeATebHOCTRIO.

[Tpu u3yueHnn Kypca 1eaecoodpazHo MpUaepKUBATHCS CIEAYIONIEH OCIeI0BaTEeNbHOCTH:

1. Jlo nocewenus nepgoti nexyuu:

a) BHUMATEIJIbHO MPOYUTATh OCHOBHEIE MTOJIOKECHHUS IIPOTPaAMMBI Kypca,

0) mo100paTh HEOOXOANUMYIO JIUTEPATYPY U O3HAKOMHUTHCS € €€ COACPKAHUEM.

2. Ilocne nocewjenus nekyuu:

a) yr1yOJeHO U3YYUTh OCHOBHBIE TOJOXKEHUS TEMbI IPOrpaMMBbl [0 MaTepuaiam JEeKIHUH 1
PEKOMEHTyEMBIM JINTEPATyPHBIM HCTOYHHUKAM;

0) JOMOJHUTH KOHCHEKT JEKIUU KPaTKUMH OTBETaMHU Ha Ka)Abl KOHTPOJBHBIM BOIpPOC K
TEME U MPU BO3MOXKHOCTHU BBIITOJHUTD 33JJaHHUE JJIS1 CAMOCTOSITEIbHON paboThI;

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

IIOATOTOBUTBCS K IIPAKTUYECKUM 3aHATHUIM.

3amaHus A1 CaMOCTOSTENbHOM paboThl CTYAEHTOB SIBJISIOTCS COCTABHOM 4acThIO y4eOHOTO
nporiecca. BrimomHeHne 3a1annii CrmocoOCTBYET:
v’ 3aKpeNIeHHIO U PACIIMPEHHUIO MTONYYEHHBIX CTYICHTAMH 3HAHMI [0 H3y4aeMbIM BOIPOCAM B
pamkax yueOHoOU aucuuIuinHbl «MckyccTBeHHBINH HHTEIEKT B ATTK»

v/ pPa3BUTHIO HABEIKOB PabOThl ¢ HOPMATHBHO — IPABOBBIMH JOKYMEHTAMH ¥ CIICHHAIBHOI
JIUTEPaTypou;
v/ DPa3sBUTHIO HABBIKOB 0GOGIICHHS U CHCTEMATH3ALHH HHAOPMALIHIL

‘/ q)OpMI/IpOBaHI/IIO MPAKTUYICCKUX HABBIKOB 110 IIOATOTOBKE IINCBbMECHHBIX
3aKJIIOUYCHU;
‘/ Pa3BUTHUTIO HABBIKOB aHalin3a )41 HUHTCPIPpCTAUN JAHHBIX CTaTUCTHUKU,

BBISIBJIEHUS TEHICHIIMNA N3MEHEHUS TOKA3aTEeIIEH.
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BaxxHOCTH caMOCTOSATENBHOM pabOTHI CTYIEHTOB O0YCIIOBJIEHA MOBBIIIEHUEM TPEeOOBaHUH K
YPOBHIO MOJTOTOBKH CHEIHAIMCTOB B COBPEMEHHBIX YCJOBHUSX, B YAaCTHOCTH, HEOOXOAMMOCTHIO
NpUOOPETeHUs] HABBIKOB CAMOCTOSITENIbHO HAXOIUTh MH(POPMALHUIO B Pa3IMYHBIX MCTOYHUKAX, €€
CHCTEeMaTH3HpOBaTh, [aBaTh OIEHKY KOHKPETHBIM IIPaKTHYECKUM CHUTyalMsM; CcOOUpaTh,
aHAJM3UPOBATh HCXOAHBIC JaHHbIE, HEOOXOIWUMBIC MIJSi BBITOJHEHHS TpaUUeCKUX IPOCKTOB;
OCYLIECTBIISAITH COOp, aHAIN3 M 00pabOTKY NAHHBIX, HEOOXOAMMBIX ISl PEIICHUS ITOCTABICHHBIX
3ajay.

3amaHus A CaMOCTOSITENIBHOM pPaOOTHI BBINONHSIOTCS CTYJCHTAaMH BO BHEAyJHUTOPHOE
BpeMS.

Buabi u gopmbl 0TPAOOTKH NPONYIIEHHBIX 3aAHATHI

CryneHT, IpoNyCTUBIINIA JIGKIMOHHBIE 3aHATHS 0€3 YBaKUTEIHHON PUYUHBI, 00sI3aH
MOJIrOTOBUTH pedepaT 10 TeMe MPOIYIIEHHbIX JEKIHH U 3aIIUTUTh €ro Ha OLIEHKY HE HIDKE
yIIOBIIETBOPUTEIbHON. CTY/I€HT, HE OTPaOOTaBIINH JIGKLIMOHHBIE 3aHATHS, HE IOIYCKAeTCs K
UTOrOBOMY TECTY 10 AUCLIUIUIMHE.

[Tpomycky MpakTUYECKUX 3aHATUH JTOJKHBI OBITH OTPaOOTaHBI B KOMITBIOTEPHOM KJlacce —
CTYZEHT JOJDKEH BBIIIOJIHUTH BCE IIPEAYCMOTPEHHbIE pabouell IporpaMMoil pakTUYECKUe 3aJaHHs.

CryneHt, He 0TpabOTaBIINI MPOIYIIEHHBIE 0€3 YBaKUTEIBHOMN IPHUYUHBI 3aHATHS U HE
CIaBILIUI Ha MOJIOKUTEIbHYIO OLICHKY UTOTOBBIM TECT IO JUCUUIUIMHE, M0IY4YacT OLICHKY «HE
3a4TEHO» HA IIPOMEXKYTOYHOU aTTECTALUH.

12. Meroauyeckue peKOMEHIAUMHU TMPenoJaBaTe/;isiM M0 OPraHu3anud oO0ydeHUs IO
JTUCIHHUILINHE

JUig naydiiero yCBOCHMs Marepualla CTYACHTAMM IIPENOJaBaTEeNI0 PEKOMEHIYEMCS B IIEPBYIO
ouepelb O3HAKOMUTb MX C IIPOrpaMMOM Kypca M KpAaTKUM M3JI0KEHHEM Marepuala Kypca,
NIPEJCTaBICHHOTO B 00pa30BaTeJIbHOM MporpaMMe AUCHUILIMHBL. Jlanee Ha JIEKIIMOHHBIX 3aHATUAX
IIpenojaBaTellb JODKEH JOBECTU A0 CTYICHTOB TEOPETHMYECKHM MaTepHas COIVIACHO TEMAaTHKE U
COJIEPKaHUIO JIEKIIMOHHBIX 3aHATUMN, IPECTABICHHBIX B pabouell mporpamme.

Jlekuuu  SBISIIOTCA  OJHUM W3  OCHOBHBIX HHCTPYMEHTOB  OOYy4YeHHs CTYJCHTOB.
WHopManoHHbIHN MOTEHIMAN JIEKLIUU TOCTATOYHO BBICOK.

1.  Dro conepxarenbHOCTb, TO €CTh HATUYKE B JIEKIIUHM TPOBEPEHHBIX CBEACHUIL;

2.  VudopmaTHBHOCTH - CTETIEHh HOBU3HBI CBEJICHHUIA, IPEMOTHOCUMBIX JIEKTOPOM;

3. uddepenumpoBaHHoCTh MHDOpMALINY:

- (akTHuecKas, pacKpbIBaroIlasi HOBbIE OJXO0/IbI, Pa3pabOTKH, UeH HAyYHOH
MBICIIH;

- OILIEHOYHAsI, TOKA3bIBAONIAs, KaK U KAKUM 00pa30M CKJIA/IBIBAIOTCS WIIH
(dbopmupyeTcs B HayKe M MPAKTUKE TOT WM MHOM MOCTYJIAT, B3TJIs/, MOJI0KEHHE;

- peKOMeHJIaTeHI)HO-HpaKTI/I‘IeCKaSI I/IH(i)OpMaHI/IH - JAHHBIC O KOHerTHBIX HpI/IeMaX,
METOJ1aX, MPOoLeaypaxX, TEXHOJIOTHUSIX, UCIIOIb3yEMbIX B YIIPABIECHUU TPYIIIIaMU, IPOU3BOJACTBOM;
00IIIECTBOM.

HayuHblif moTeHIIMaN JEKIUK BKIIOYAET HAyYHBIE COOOIIEHUS (TeopeTHUecKue 0O0OOIIeHHUS,
CbaKTI/I'-IeCKI/Ie JOKa3aTejibCTBa, Hay‘-IHI)Ie 06OCHOBaHI/I$[ q)aKTI/I‘-IeCKI/IX BBIBOOB, paCCTaHOBKa
aKIIEHTOB TIPHU HCIIOJIb30BAHUHM HOPMATHUBHO-TIPABOBOM 0a3bl, PETYIHUPYIOIIEH paccMaTpUBaeMBbIid
BUJI JICSITCILHOCTH..

B cBs13U ¢ BBINIEN3TI0KEHHBIM, BaXXHO HAYYUTHCS MPABUIBHO KOHCTIEKTUPOBATH JIEKIIMOHHBIN
MaTepuaia. OTO He 03HAYaeT, UTO JICKIIMU HYXHO 3aIlMChIBATh CIIOBO B CJIOBO, CJIEIyET 3alUCHIBAThH
camMoe TJaBHOE, TO €CTh KIIOUEBBIC CIIOBA, MOJIOKEHHS M OINpeAeNeHHs, JelaTh CHOCKH Ha
HOpMaTUBHBIC aKThl. COOCTBEHHO CIIOBO
«KOHCTIEKT» TPOUCXOAMT OT JIATUHCKOTO conspectus -0030p, KpaTKOe H3JI0KEHHE COJIEp KaHUS
KaKoro-amubo counHeHus. Kpome Toro, He0OXOAMMO OTMETHTh, YTO BEJACHHE KOHCIICKTOB, WHAYEC
3aHHCCﬁ, CBsA3aHO C JIyqHimm 3aIIOMHUHAHUEM MaTCpI/IaHa KaK JICKIOIUMOHHOI'O, TaK M 4YHUTAacMOI'O.
Crnenys mpaBWJIaM: «9WTaH U THIIN», «CITYIIAd W MU, MOKHO YCITCIITHO OBJIAJICTh 3HAHUSAMU, HE
HpI/IGGI‘aH K JOITOJITHUTCJIIbHBIM YCI/IHI/ISIM.
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OpHako, KOHCHEKTHUPOBATH JICKIIMH HEOOXOIUMO TakuM 00pa3oM, YTOOBI CKIIAABIBAJIOCH
BIIOJIHE OTpEJIeICHHOE MPEACTaBICHNE O TOW WIM MHOW mpobjeMe, TO ecTh Ce MOCTAaHOBKE,
MOCIIEACTBHAX U MyTAX pemeHus. Takxke moanexxut paboTars u ¢ 1000 ureparypoit. B mpornecce
O3HAaKOMJICHHUSI C TEKCTOM CTOMT, Jla U HEOOXOIUMO OOpamaThCst K CIOBapsSM; M CIIPABOYHHUKAM,
BBINKCHIBAsE HOBBIE CJIOBA, TEPMHHBI, CIIOBOCOUCTAHMS, HHTEPECHBIE MBICIIU U IPOYEE.

Hcnonp3oBanne HOBBIX MH()OPMALMOHHBIX TEXHOJOTMH B IMKJIE JIGKIUH M MPAKTHYECKUX
3aHATUH N0 JUCHUIUIMHE TO3BOJISIIOT MaKCHUMaibHO 3()()EKTUBHO 337EWCTBOBATH U HCIIOJIB30BATh
MHQOPMAIIMOHHBIN, WHTEIUICKTYAIBHBIH M BPEMEHHOH IOTEHIMAN, KakK CTYJICHTOB, TaK H
mpernojaBaTeNeil Uil peayi3aldé  MOCTAaBJICHHBIX Yy4eOHBIX 3amad. [Ipexnme Bcero, 3To
BO3MOXKHOCTb ITPOBECTH B HAIVIAAHOW (hopMe HEOOXOAMMBIN IMOBOPOT OCHOBHBIX TEOPETHUECKHX
BOMPOCOB, OOBSICHUTh METOAMKY pelIeHHs NpOOJeMHBIX 3agad y4eOHOH CHUTyalluu W
aKTHBH3MPOBATh COBMECTHBI TBOPYECKHI IpollecC B ayAMTOPHHM. B naHHOM ciydae Takke
obecrieunBaercsi oOyvaromuii 3¢ddekr, mockonbKy uHGpOpMAIMs HaA Cclaijax HOCHUT WU
0000maromMii XapakTep yK€ HM3BECTHOTO Y4eOHOTO MaTepHana, WM SBISAETCS JUIS CTYIICHTOB
MPUHIUIHAIBLHO HOBOK. OCHOBHBIE IIEJIN MMPAKTHYECKHUX 3aHITHI:

- WHTErPUPOBATH 3HAHUS, MIOJYyYECHHBIE 110 IPYTUM JUCLHHUIIMHAM JaHHOTO
HaIPaBJICHUS U aKTMBU3UPOBATH MX HCIOJIb30BAHME, KaK B CIIy4ae PELICHUS IIOCTABICHHBIX
3a/1a4, TaK ¥ B JAJIbHEHIIEH IPAKTUYECKON JEATEIbHOCTH;

- IIOKa3aTb CIO0KHOCTb U B3aMMOCBA3aHHOCTH HpO(I)eCCI/IOHaJIBHBIX npo6neM, pemacMbIX
ClicquaJIuCTaM pasHbIX HaHpaBJIeHI/II\/JI B ICIAX JOCTHUKCHUA MaKCHMaJIbHOM Bq)CI)GKTI/IBHOCTI/I
PCUICHUA HpO(I)eCCI/IOHaHLHbIX 3ajaa4.

Jns 3akperyieHus y4eOHOro maTepuaja Ha CEMHUHAPCKUX U MPAKTHUECKUX 3aHSATHUSX CTYJIEHTBI
BBICTYIAIOT C JOKJIAJaMH, PEIIalOT KOHKPETHBIE 3a/1a4l, MAaKCUMAJIbHO MPHUOJIMKEHHBIE K PealbHbIM
IIPOM3BOJICTBEHHBIM CUTYALIUSM.

Kak B moxmanme, Tak U B pedepaTe NPUHITO paccMaTpUBaTh MOCTAHOBKY MpPOOJIEMBI, ee
aKTyaJIbHOCTb, MPAKTUYECKYI0 pealn3allio C ONPECIEHHEM H3BECTHOTO B3IVIsIa Ha Ipodiemy.
XKenatenpbHo, yTOOBI OBLIM OTPaKEHBI: AKTYaJIbHOCTh M MpPAaKTHYECKas 3HAYUMOCTh BBHIOpaHHOM
TEMBbI, OTPaXXEHUE €€ B HAYYHOW JMTEpaType, U3JI0KeHa CyTh U COJEp)KAaHUE TEMbI, BOZMOKHbIE
HaIIPABJICHUS PA3BUTHS, a TAKXKE BBIBOBI U MPEIJIOKECHHUS.

Heckonbko MHOE 3HAaU€HHE UMEIOT TECTOBbIE pabOThl. DTO TaKKe MPOBEpKa YPOBHS 3HAHMI,
npuoOpeTaeMbIX CTy/IEHTAMH Ha JIEKIMAX M MPH CaMOCTOSTENbHON pabdore. OHU BBHINOIHAIOTCS
MMCBMEHHO U CAAIOTCS JUIsl POBEPKH MPENOIaBaTENo.

AHanmu3 KOHKPETHBIX CHUTyallMil Takke HeceT B ce0e OoOyyarollyr 3HAYMMOCTb. 37eCh
TOPU30HT BO3MOXKHBIX HaIPaBJICHUN OYEHb HIMPOK. MOXKHO MCHOJIB30BaTh Kak peajbHbIC, TaK U
y4eOHbIE CUTYALINH.

Ecnmn mo kakuMM-TO NpUYMHAM CTYAEHTOM OBUIO MPONYIIEHO 3aHsTHE, HE0O0XOAMMO B
KpaT4yallliie CpOKM Ha3HAYUTh JaTy OTpabOTKM 3aHATHS B COOTBETCTBHUM C TpaduUKOM
KOHCYJbTaluil npenogasareis. CTyJIEHT TOKEH CaMOCTOATENBHO Pa300paTh NPOMYIIEHHYIO TEMY
(BOCCTAaHOBUTH KOHCIIEKT JIEKIIMM, pa3o0paTh 3a/laHus NPAKTUYECKOTO 3aHATHSA), BBIIOIHUTD
CaMOCTOSITENILHOE 3a/1aHUE T10 MPOIYIIEHHON TeMe U 3alIUTUTh ero. {1 0TpaOOTKU MpOIMyIIEeHHBIX
3aHSATUA  HEOOXOIMMO  MPEUIOKHUTHh  CTYACHTY  BBINOJIHUTH WHIUBUIYaJbHOE  3a/laHuUE,
3aKIIIOYaloleecss B PEIIeHUH 3a/Jaud MO MPOMYUIEHHOW TeMe ¢ MOJAPOOHBIMH IMOSICHEHUSIMHU,
o(OopMIIEHHOE B BHI€ METOJIMYECKUX YKa3aHUN 100 Mpe3eHTaluH.

3asepuiume u3zyuenue OUCUUNIURDL YEECOOOPA3HO GbINOIHEHUEM MECHOEG 01 NPOGEPKU
yceoenusn yueonozo mamepuana. Ilo0oonwiii nooxo0 no3zeonum cmyoeHmam J02UYHO U
noCci1e006amebHO 0C6AUEAMb MAMEPUA U YCHEWIHO RPOUMU UMOZ06YI0 AMMeCmayuio.

Ecnu mo 3aBepiieHnu ceMecTpa y CTyJI€HTa OCTalIMCh HE 3allMIIEHHbIE MPaKTHYECKHE
paloThl, BHIIOJHEHHbIE Ha KOMITBIOTEPE, OO HE BBHITOJHEHHBIE CAMOCTOSTENbHBIC 3aJaHHs WU
TECThl, a TakXKe He OTpabdOTaHHbIE NPOMYIIEHHBIE 3aHATHA, MpPU claade 3auéra CTYICHTY
IIpeIaratoTcs Ui BHIIIOJHEHUS TONOJHUTENbHBIE 3a1aHUs IO COOTBETCTBYIOIIMM TEMaM.

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

ITporpammy paspadoTan: Typuaesa U.H., K.3.H., 10LEHT

25



	aab264f4a87abec960bd6fac2cd1d565225473bdcedb31ef304df51c8338fb6f.pdf
	666199de889876016c4ee257bc3d67ab8a4763060c5b3df6aeef71c0c36dcfa2.pdf
	2ccb5322ef3a537442d508ed65712403ed52d14c6b30c9e9d06eda3a91cde1f1.pdf

