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AHHOTALIUA

paboueit mporpammel yueOHou nucturinabl b1.B.J1B.02.02 31eKTpoHHBINH TOKYMEHTOOOOPOT ISt
MOATOTOBKH CIieHanucTa mo crnenuanbHoctu 38.05.01 DxoHoMuyeckast 0€30MacHOCTh
CrenHanu3anui DKOHOMHKO-TIPaBOBOE 00ecieueHue IKOHOMHUYECKOW 0€301TacHOCTH

Lesab ocBOeHHsI TUCHUIIMHBI: HAYYUTh CTYACHTA PEIIaTh 3aa4H, CBI3aHHbIE C IIEPEX0I0M
K 6636yM3)KHOﬁ TCXHOJIOTMHU YIPABJICHUSA 3KOHOMHWYCCKUMHU CUCTCMaMU IMYTCM HCIIOJIb30BAHUWA
CPEICTB aBTOMAaTH3allMH TPOIECCOB COCTABICHHUS M BBOJA JJIEKTPOHHBIX NOKyMeHTOB (D]1), nx
0o0paboTKH, XpaHEHHs, I[IOMCKa M Tepelayd, a TakKe MPOLECCOB  IJIAaHUPOBAHUS
IOKyMEHTOOOOpOoTa M  OHM3HEC-  MPOIECCOB, KOHTPOJS  WCHOJHEHHs, aHalmM3a |
COBEPILICHCTBOBAHMUSL.

MecTo qHCHMIUIMHBI B Y4e0HOM IJIaHe: JUCIMIUIMHA BKIIOYEHA B MEPEYEHb TUCIUIUINH
yuebHoro miaHa mo crenuanbHoctd 38.05.01 DxoHommyeckass 0€30MaCHOCTb, (HOPMHUPYEMBIi
y4acTHHUKaMU 00pa30BaTeNbHBIX OTHOIICHHH.

TpeOoBanuss Kk pe3yjJbTaTaM OCBOEHUSI JUCHMIVIMHBI: B pPE3yJIbTaTe OCBOCHHUS
IMCHUIITHHBI (POPMUPYIOTCS CIIETYIONIHE KOMIICTSHIHN

— IIKoc-4. CmocobeH T1uIaHUpOBaTh, KOOPAMHUPOBATH M HOPMATHBHO 00eCHeUnBaThH
ayZIUTOPCKYIO MPOBEpPKYy, OOECreunBaTh HMHTETPALMIO JEATEIFHOCTH TOAPA3/IeNeHUH I10
YIPaBJICHUIO PUCKAMHU B COOTBETCTBUHU CO CTPATETHUECKUMHU LEISIMHA OPTaHU3aIIH

—  1IKoc-4.1 3HaTh oTpacieBble CTaHAAPTHI 110 YIPABIECHUIO PUCKAMHU, TPYAOBOE, I'PaXIaHCKOE,
aIMUHUCTPAaTUBHOE 3aKoHoAaTesnbcTBO Poccuiickoit denepanuu, NPaKTUKY HTPUMEHEHUS
3akoHojaTtenbcTBa  Poccuiickoit  ®exepauun 00  ayJUTOPCKOM  AEATENBHOCTH, O
OyXraJITepCKOM y4YeTe, O COIHUAIBHOM CTPAaXOBAaHMH W OOECIIEYCHHH M KOPHOPATUBHOM
YIOPaBIEHUH, HAJIOrOBOrO, TPAXKIAHCKOr0, TPYAOBOIO 3aKOHOJATENbCcTBa Poccuiickon
®denepanyv, OCHOBHBIE 3aKOHO/AATEIbHBIE U HOPMAaTUBHBIE MPABOBbIE AKThI, OTHOCSAIINECS K
00J1aCTsIM MPOBEPKH;

— IIKoc-4.2 YMmeTh cTaBuTh IpodeccuoHalbHbIe 33/Ja4d, aHAJIU3UPOBaTh U KOOPAMHHUPOBATH
00beM paboT KaXIOro COTPYAHUKA IOApa3feieHUs, CTaBUTh 33Ja4ld B COOTBETCTBUU C
HOpPMaM# TPYJIOBOT'O, IPakJIaHCKOTO W aJIMMHUCTPATHUBHOIO 3aKOHOJATeNbCcTBAa Poccuiickon
@denepan, OCHOBHBIMM 3aKOHOJATEIbHBIMH W HOPMAaTHUBHBIMH IIPaBOBBIMHM aKTaMH,
OTHOCSIIIIUMHUCS K 00JIaCTSIM MPOBEPKHU;

—  IIKoc-4.3 BiageTs HaBbIKaMU JE€KOMIIO3UIMH CTPATErMUECKUX LI€Jeil opraHu3auuu B 3a7auu
noJipasnienenus, (OpMUPOBAHUS PUCK-OPUEHTHUPOBAHHOTO IUIAHUPOBAHHUS, COTJIACOBAHUS U
YTBEP)KJCHUS] IUIAHOB UM IIPOrpaMM IPOBEPOK, PYKOBOJACTBA IOATOTOBKOW OTYeTa U
00CYX/IeHUS pe3yJIbTaTOB MPOBEPKU C YIOTHOMOUYEHHBIMH MTPEICTABUTEISIMU.

Kpartkoe cogep:xkanue THCUMIINHBI:

JucuuruimHa — «ONEKTPOHHBIM — JTOKyMEHTOOOOpOT»  NpeAroiaraeT  BBIPAaOOTKYy Y
06yanOHH/IXCSI KOHICITYaJIbHBIX Hpe}ICTaBHeHI/Iﬁ 0 Mmnpupoac€c W CYIIHOCTH HPHUMCHCHUSA
AIIEKTPOHHON CHCTEMBI YIPABICHHUS JOKYMEHTOOOOPOTOM B PA3IMYHBIX cepax IKOHOMHUYECKOU
NEeSTeNIbHOCTH, (OpPMHUpPOBAaHME M 3aKpEIUICHHE HAy4YHbIX IMPEACTaBICHUM, 3HaHUM M OIbITa
JeSITeIbHOCTH O COBPEMEHHBIX METOJIaX OPraHM3alUU M MCIOJIb30BaHUS AJIEKTPOHHON CHCTEMBI
yIOpaBiIeHUs JOKyMEHTOOOOPOTOM.

O0masi TpyaoeMKOCTh AuCHMILIMHBI: 144 yaca / 4 3a4. en.
IIpoMe:KyTOYHBIN KOHTPOJIb: 3a4€T.



1. Iesan ocBoOeHUS TUCHUILINHDI

[lenbto OCBOEHUS MUCHUILUIUHBI «DJIEKTPOHHBIA JOKYMEHTOOOOPOT» SBISETCS Pa3BUTHE y
CTyJACHTAa HABBIKOB pClIaTh 3ada4yu, CBA3aHHBIC C IMICPEXOJOM K 6636yM3,)KH01>i TCXHOJIOI'nn
YOpaBlIeHUS SKOHOMHYECKMMH CHCTEMaMH IIyTE€M HCIOJIb30BAHUS CPEACTB aBTOMATH3alUuU
MIPOIIECCOB COCTABJIICHHUSI M BBOJA JJCKTPOHHBIX JOKYMeHTOB (D]I), ux oO0pabOTKH, XpaHCHHS,
MoKcKa M Mepeaayu, a TakKe MPOIECCOB TUIAHUPOBAHUS JOKYMEHTO000pOTa U OU3HEC-TIPOLIECCOB,
KOHTPOJIA UCIIOJIHCHHA, aHaJIn3a U COBCPIICHCTBOBAHU .

2. MecTo JUCHMILIMHBI B y4eGHOM npolecce

JuctumianHa «OIEKTPOHHBIA  JOKYMEHTOOOOPOT» peaju3yercsi B COOTBETCTBUH C
tpeboBanusimu  ®I'OC, OIIOIl BO wu VYwuebHoro mnnana mno coenuanbHocTH 38.05.01
DKoHOMHYECKasi 0€301acHOCTb.

[IpeamecTByOmMMUMH KypcaMu, Ha KOTOPBIX HEMOCPEICTBEHHO Oa3upyercs AUCIHUIUIMHA
«ONeKTpOHHBI JTOKyMeHTooOOpoT» sBisAtoTcs  «KynbTypa peun M JenoBoe  OOILEHHE»,
«MH)OKOMMYHHMKAIIMOHHBIE CUCTEMBI H CETH», «YTpaBieHHE IUPPOBHIMH TPOIYKTAMU U
npoektammu», «ERP-cuctemsr B OuzHecey.

Pabouas mporpamma AMCHUIUIMHBI «DJIEKTPOHHBIA JOKYMEHTOOOOPOT» JJsl MHBAJIHIOB H
JHIl C OTPAaHMYCHHBIMH BO3MOYKHOCTSIMH 3I0POBbsI pa3padaThIBAcTCs MHIUBHIYATbHO C YYETOM
0COOEHHOCTEH TCUXO(PHU3NIECKOTO PA3BUTHS, WHIWBUAYAIBHBIX BO3MOXKHOCTEH H COCTOSIHHUS
3JI0POBBSI TAKMX 00YYaIOIINXCS.

3. Ilepeyenn IIAHUPYEMBIX Pe3YJILTATOB 00y4YeHHsl 10 AUCHHILINHE, COOTHECEHHBIX
¢ IVIAHUPYEMBIMH Pe3yJIbTaTaMH 0CBOEHHS 00pa30BaTeILHOM

NPOrpaMMbIl

N3ydyenue naHHOM y4eOHOM TUCIMIUIMHBI HAIIPaBJIeHO HAa (OPMUPOBAHUE Y OOyUaOLIUXCS
KOMIIETEHIINH, Mpe/ICTaBIEHHBIX B Tabmuie 1.

4. CTpyKTypa U cogepKaHue AUCHHILTHHbBI

4.1 Pacnpenesienue TPyA06MKOCTH AHCIHILIMHBI 110 BUAAM padoT 1o
cemecTpam
OO61mmas Tpya0€MKOCTh AUCIMILTUHBI cocTaBmsieT 4 3au.ea. (144 yaca), ux pacnpeeneHue mo
BHJIaM pabOT U ceMecTpaM MPEICTaBICHO B TaOHIle 2.



TpeﬁoBaHm{ K pe3yjbTaTaM 0CBOCHUS yqeﬁﬂoifl AUCIHHHUITIIIMHBI

Taomumna 1

3aKOHOJIaTEeNIbHBIE U
HOPMAaTUBHBIE MPABOBBIC aKThI,
OTHOCSIIMECS K 007acTsIM
MIPOBEPKU

Poccuiickoit @enepanuu,

OCHOBHBIC 3aKOHOJATCJIBHBIC

Y HOpMaTHBHBIE IIPABOBHIC
AKTBI, OTHOCSIIITECS K
00JacTsIM MPOBEPKHU

3aKoHOIaTeNnbCcTBOM Poccuiickoi
®denepannn, OCHOBHBIMU
3aKOHOJIaTEILHBIMU U
HOpMaTI/IBHBIMI/I HpaBOBBIMI/I
aKTaMHu

No Kon Conepxanue s B pesynbrare n3ydeHus yueOHOM AUCHUIUIMHBI 00YyYarOINECs JOJKHBL:
KOMIIETE KOMIIETEHIINU .
/i . KOMITIETEHIIUH 3HaTh YMETh BIaJETh
HIIUU (nu e€ yactm)

1. [TIKoc-4. |Cnocoben I1Koc-4.1 3nate oTpacneBbie oTpacieBble CTaHJAPTHI M0 | 00ecTIeYrBaTh HHTETPALIUIO OTpacCJIEBBIMU
IUIAHUPOBATH, CTaHJAPTHI 110 YIPABJICHUIO YIPaBJICHUIO PUCKAMU, JeSITeIbHOCTH NOAPA3ACTICHUH IO | CTaHIApTaMH, TPYJOBBIM,
KOOPIMHHUPOBAaTb M | PUCKaMH, TPYIOBOE, TPYAOBOE, TPaXIaHCKOE, YIPaBJICHUIO PUCKaMU B IPaKIAHCKHM,
HOPMAaTUBHO rpaXJaHCKoe, aJMUHUCTPATUBHOE COOTBETCTBUHM C OTPacIEBbIMU a/IMUHHCTPATUBHBIM
o0ecIeunBaTh aJIMIHUCTPATUBHOE 3aKOHOZATENIBCTBO CTaHAapTaMH, TPYIOBBIM, 3aKOHOZATENbCTBOM
ayIUTOPCKYIO 3aKOHOATeNbCTBO Poccuiicko Poccuiickoit @enepanuu, TPAKIAHCKUM, Poccuiickoii @enepanuu,
MIPOBEPKY, ®denepanyiy, NPakTUKY MPAKTUKY MPUMEHEHUS aJIMUHUCTPATHBHBIM MPaKTUKOW PUMECHEHUSI
o0ecreunBaTh MPUMEHEHUS 3aKOHOJATeIbCTBA | 3aKOHOJIATEIhCTBA 3aKOHO/IaTeNIbCTBOM Poccuiickoll | 3akoHOAATENbCTBA
MHTErPaLrIo Poccwiickoit deneparun 06 Poccwiickoit @enepanuu 00 | Denepannu, IpakTUKOH Poccuiickoit ®enepanuu
JESITeIbHOCTH ayIUTOPCKOM AEATEIILHOCTH, O ayJIUTOPCKOM NESITENBHOCTH, | IPUMEHEHUS 3aKOHOJATEIbCTBA | 00 ayAUTOPCKOM
MOJPA3ACIACHUI 10 | OYXTaITepCKOM y4eTe, O o Oyxranrtepckom ydere, o | Poccuiickoit ®denepariyu 00 JIESITENLHOCTH, O
YIIPaBJICHHUIO COLIMAJIEHOM CTPaXxOBaHUH U COLIMAJIFHOM CTPAaXOBaHUH U | Ay TUTOPCKOM AEATEILHOCTH, O OyXrajaTepcKoM ydere, O
pHCKaMu B o0ecreyeHnH ¥ KOPIIOPaTUBHOM | 00eclieueHNH U OyXrajaTepcKoM ydere, O COLIMAJIBHOM CTPAaxOBaHUH
COOTBETCTBHH CO yIpaBJIeHUH, HAJIOTOBOTO, KOpIIOPaTHBHOM COILIMAJILHOM CTPaXOBaHUH U u obecrieueHNH U
CTpaTerHyeCKIUMHU TpaXXIaHCKOTO, TPYJOBOTO yIpaBJICHUH, HAJIOTOBOTO, | 00ECTICUEHUH 1 KOPIIOPATUBHBIM | KOPIIOPATHBHBIM
HeJsIMU 3aKoHogarenbeTBa Poccuiickoit IPaXIAHCKOT0, TPYIOBOTO | yIIpaBJIeHUEM, HAIOTOBBIM, yHpaBJIeHUEM, HAJIOTOBBIM,
OpraHu3aIyn ®enepanyy, OCHOBHBIE 3aKOHOAATEIILCTBA TpaXIaHCKUM, TPYIOBBIM TPaXJAHCKUM, TPYIOBBIM

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

[1Koc-4.2 YMmeTh cTaBUTh
poh)ecCHOHAIbHBIC 3a/1a4H,
aHATM3UPOBATH U
KOOPIMHHPOBATH 00BEM PaboT
Ka)XZI0TO COTPYJHHKA
NoJpa3aeNiCHHs, CTABUTH 3a1a4H B
COOTBETCTBHH C HOPMaMHU

MCTOJUKY IMOCTAaHOBKH
mpoheCcCHOHAIBHBIX 33/1a4,
aHamM3a u
KOOPJAMHHPOBAHUS 00BEMa
paboT KaXI0TO COTPYTHUKA

noAapasacjaCHus, HOCTAHOBKHU

3a71a4 B COOTBCTCTBUH C

CTaBHUTH MPO(deccrHoHaIbHbIC
3aj1auu, aHAITM3UPOBATh U
KOOPIWHHPOBATH 00BEM PaboT
Ka)XIOTO COTPYAHHUKA
HOApa3/eNICHNs], CTABUThH 3aJaUH
B COOTBETCTBHU C HOpMaMHU
TPYIOBOTO, TPAXKIAHCKOTO U

HaBbIKaMU ITOCTAHOBKH
mpoheCCHOHAIBHBIX 3a/1a4,
aHau3a u
KOOPAWHUPOBAHUS 00beMa
paboT KaxxI0To
COTPYIHUKA
MOJIpa3/ieIiCHHS,
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1000505

Conepxanwue
KOMITETCHITHH
(wmm e€ gactn)

B PE3YIbTATC U3YUCHU A y‘-IC6HOﬁ JAWCITUITTHHBI o6yqalonmec5[ JOJIDKHBI:

MuanukaTopsl
KOMITETEHLIAN 3HATh yMETh BJIA/IETh
TPYIOBOTO, TPAKIAHCKOTO U HOpMaMH TPYIOBOTO, aJIMAHUCTPATUBHOTO MTOCTaHOBKH 337124 B

aIIMUHHUCTPATUBHOTO
3aKOHOJaTenbcTBa Poccuiickoit
®denepaniu, OCHOBHBIMU
3aKOHOJATEIbHBIMU U
HOPMAaTHBHBIMH IIPAaBOBbBIMU
aKTaMH, OTHOCAIIUMHUCSA K
00nacTsM MPOBEPKH

TPaXJAHCKOTO U
aJIMUHHCTPATHBHOTO
3aKOHOJATENILCTBA
Poccuiickoit @enepanuu,
OCHOBHBIMH
3aKOHOAATEILHBIMH U
HOPMAaTHUBHBIMH IPABOBBIMHU
aKTaMH, OTHOCSIIUMHUCS K
001acTsIM MTPOBEPKU

3aKOHOJaTelbcTBa Poccuiickoit
®denepanunn, OCHOBHBIMH
3aKOHOIATCIIFHBIMU 1
HOPMATHUBHBIMU [IPABOBBIMU
aKTaMH, OTHOCAIIUMHUCA K
001acTsIM MTPOBEPKU

COOTBETCTBHH C HOpMaMH
TPYAOBOTO, TPAKAAHCKOTO
U aIMHUHUCTPATUBHOTO
3aKOHOJATENILCTBA
Poccuiickoit @enepaunu,
OCHOBHBIMH
3aKOHOAATEJIbHBIMH U
HOPMAaTHBHBIMU
IIpaBOBbIMU aKTaMH,
OTHOCALIMMUCS K
00nacTsiM MPOBEPKHU

I[1Koc-4.3 Bnagets HaBpIKAMH
JIEKOMITO3UITNH CTPATETHUECKHIX
LieJied OpraHu3alvu B 3a/1a4u
nosipa3aeneHus, popMupoBaHUs
PUCK-OPHUEHTUPOBAHHOTO
TJIAHUPOBAHMUSI, COTIIACOBAHUS U
YTBEP>KICHUS IJIAHOB U
MporpamMm MpoOBEPOK,
PYKOBOJCTBA IOATOTOBKOM
oT4eTa U 00CYKICHHS
Pe3yIbTaTOB MPOBEPKU C
YIIOJTHOMOYECHHBIMH
MIPEICTAaBUTEISIMHU

METOAUKHU IEKOMIIO3ULIUU
CTpaTErMyYECKUX Lieien
OpraHu3aIyy B 3aa91
nmoipa3aeNieH s, PUCK-
OpPUEHTUPOBAHHOTO
TJIAHUPOBAHMUS, TTOPSIIOK
COrjacoBaHus U
YTBEPKACHUS TUTAHOB H
MporpamMM IPOBEPOK,
MMOATOTOBKH OTYETA U
00CyXIeHHs pe3yJIbTaTOB
MIPOBEPKH C
YIIOJTHOMOYEHHBIMH
MpeICTaBUTEISIMU

JIEKOMITO3UPOBATD
CTpaTEerM4ecKue 1en
OpraHM3aliy B 33a49u
noipaszeneHus, GopMHpOBaTh
PHCK-OPHEHTHPOBAHHBIC TIIAHBI,
COTJIACOBBIBATh U YTBEPIKIATh
IUIAHBI M TIPOTPAMMBI IPOBEPOK,
PYKOBOAUTB MOATOTOBKOM OTYETA
1 00CYXKJICHHUS pe3yIbTaToB
MPOBEPKH C YIIOTHOMOYCHHBIMH
NpeICTaBUTEISIMH

HaBBIKAMH JIEKOMITO3HIIUH
CTPaTETMYECKUX LIeJIer
OpraHU3aIyy B 3a7a91
MOJTpa3 IeNICHHS,
(hopMUPOBaHUS PUCK-
OpPUEHTHPOBAHHOTO
TUTAHUPOBAHUS,
COrjacoBaHUs U
YTBEPKICHUS TIAHOB U
MIpOTrpamMM IPOBEPOK,
PYKOBOJCTBA NOATOTOBKOM
oT4yeTa U 00CyKICHHUS
pe3yIBTATOB MPOBEPKH C
YIIOJTHOMOYECHHBIMH
MIpeICTaBUTEISIMU




OYHASA ®OPMA OBYYEHMUA

Tabnuua 2a
PacnpenesieHue Tpy10éMKOCTH IMCHMILIMHBI 10 BUAAM PadoT 110 ceMecTpam
TpynoémkocTn
. B 1.4. mo
Buj yueoHoii paboThi T, SrCETiE
BCEro Ne 10
OO0uas Tpy10€MKOCTDh TUCIUILUIMHBI IO YYCOHOMY TUIaHy 144 144
1. KonrakTHasi padora: 48 48
AyauTopHasi padora 48 48
nexyuu (J1) 24 24
npaxkmuueckue 3ansamus (113) 24 24
2. CamocrositenbHas padora (CPC) 96 96
CAMOCmMosmenbHoe U3yieHue pazoenos, camono020moeKa
(npopabomka u nosmoperue 1eKYUOHHO20 MAMepuald u Mamepuand 96 96
VUeOHUKO8 U YUeOHbIX NOCOOUL, NOO2OMOBKA K 1AD0PAMOPHBLIM U
NPAKMUYECKUM 3AHAMUIM, KOIOKGUYMAM U M.0.)
Buja npomMe:KyTOo4HOT0 KOHTPOJIS: 3auér
3AOYHASA ®OPMA OBYYEHUSA
Tabnuna 20
Pacnpesnesenne TpyA0EMKOCTH AMCHUILIMHBI 10 BUIAM padoT 110 ceMecTpam
TpynoémkocTn
Bup y4eOHoii paboThI qac. B T.4. 110
Beero ceMecTpam
Ne 10
OO0mast Tpy10éMKOCTh TUCIMITIMHBI 110 YUeOHOMY IIaHy 144 144
1. KonrakTHas pabdora: 8 8
AynuTopHas padora 8 8
nexyuu (J1) 4 4
npakxmuyeckue 3auamus (113) 4 4
2. CamocrositesbHas padora (CPC) 132 132
camocmosamenvHoe uzyienue paz0enos, camono020moska (npopabomxa
U noemopeHue 1eKYUOHHO20 Mamepuana u mamepuana y4ebHuKo8 u 132 132
VueOHbIX NOCOOUll, NOO20MOBKA K 1A00PAMOPHLIM U NPAKMUYECKUM
SAHAMUAM, KOJNOKSUYMAM U M.O.)
Iloozomoeka k 3auémy (KOHmMpo.iv) 4 4
Bua npoMexyTOYHOIr0 KOHTPOJIS: 3auér




4.2 Conpepsxanue THCHHILITHHBI

OYHAS ®OPMA OBYUYEHUA
Tabmuia 3a
TemaTnuyeckuil IIaH y4eOHOM U CHUNIIHHBI
HaumeHoBaHuUe pa3/1esioB U TeM JUCHUTLIMH KonrakrHast BueaynutopHas
(YKpyITHEHHO) L2 abora pa6ora CP
J 113

Tewma 1. BBenenue B kypc 14 2 2 10
Tema 2. Opranusanus padoT B CHCTEMAX 14 ) ) 10
JIOKYMEHTAIIMOHHOTO 00eCIIeueH s YIPaBICHUs
Tema 3. Opranusanus 3J€KTPOHHOM CHCTEMBI 14 ) ) 10
yIpaBJICHUS TOKYMEHTOO0O0POTOM
Tema 4. ABToMaTH3aIisa COCTABICHUS 15 > > 1
SJIEKTPOHHBIX TOKYMEHTOB
Tema 5. ABTOMaTH3aIUsI TPOIECCOB BBOIA 15 ) ) 1
MOTOKOB BXOJIAIIMX JTOKYMEHTOB
Tema 6. ABTOMaTH3a1MsI XpaHEHUS IOKYMEHTOB 15 2 2 11
Tema 7. Opranusanusi CHCTEMbI 3JIEKTPOHHOTO

19 4 4 11

JIOKYMEHT0000pOTa
Tema 8. CucteMbl KOMIUIEKCHON aBTOMAaTU3AI[U 19 4 4 1
JIOKYMEHTO00O0POTA U JIEIOBBIX MPOIIECCOB
Tema 9. [IporpaMmMHbIe CpencTBa IEKTPOHHOTO 19 4 4 1
JIOKYMEHT0000pOTa

HUTOI'O 144 24 24 96

3AOYHAS ®OPMA OBYUEHUS
Tabmnuma 36
TemaTnuyeckuil IJIaH y4eOHO U CHUNIIHHBI
KonrakTHan
HanmeHnoBaHue pa3iesioB U TeM TUCHMILINH Bueaynuropuas
(YKpYITHEHHO) Beero padora pa6ora CP
J 113
Tewma 1. Benenue B kypc 14 - - 14
Tema 2. Opranusanus paboT B CUCTEMAaxX 14 i i 14
JIOKYMEHTAIIMOHHOTO 00eCIIeYeHUs YIPABICHUS
Tewma 3. Opranuzanus 3JI€KTPOHHON CUCTEMBI 14 i i 14
yOpaBlIeHUs] JOKYMEHTO000pOTOM
Tema 4. ABTOMaTH3aIMA COCTABIIEHUS 14 ) ) 14
AJIIEKTPOHHBIX IOKYMEHTOB
Tema 5. ABTOMaTH3aUs TPOLECCOB BBOIA 14 ) ) 14
MOTOKOB BXOJIAIIMX JTOKYMEHTOB
Tema 6. ABTOMaTH3a1Ms XpaHEHUsI JOKYMEHTOB 14 - - 14
Tema 7. Opranuzanusi CUICTEMbI 3JI€KTPOHHOTO 16 i i 16
JIOKYMEHT0000poTa
Tema 8. CucteMBl KOMIZIEKCHOH aBTOMaTH3aIlnH
JIOKYMEHTOO000POTa U JIETTOBBIX MPOIIECCOB 20 2 2 16
Tema 9. [IporpammHbIE CPEACTBA JIEKTPOHHOTO
20 2 2 16

JIOKYMEHT0000poTa
KouTtpoJb 4 - - 4
HUTOI'o 144 4 4 136




COJAEPKAHUME PA3JIEJIOB U TEM JUCHUIIJINHbI

Tema Ne 1. BBenenue B Kypc.

[Ipeamer u comepxanue kypca. [lonsatue skoHomuveckoit cuctemsl (IC) U €ro CTpykrypa.
CoctaB (GyHKIMH | JETOBBIX HPOIECCOB, BHIMONHSAEMBIX B moapaszaeneHusx OC. Ilonstue
JIOKYMEHTA, KJ1acChl IOKYMEHTOB, CBSI3aHHBIE C BBINOJHEHUEM (YHKIMI yNpaBlIeHUS U JEJIOBBIMU
npoueccamu. IloHATHE TOKYMEHTOIIOTOKA, €70 CTPYKTYpa, NOKA3aTeIH OLIEHKU JOKyMEHTOIIOTOKOB.
[ToHsiTHEe W BUABI TOKYMEHTOOOOPOTA U JIETIOBBIX MPOIECCOB, UX CTPYKTYPHl U COCTaB KOMIIOHEHT.
ObocHoBaHKEe HEOOXOTUMOCTH Tepexoaa K 0e30yMaXHOH TeXHOJIOTMH ympaieHus. OCHOBHBIC
KOHIEIIIUH.

Tema Ne 2. Opranusanus pador B CIOY.

[Tonsitue Cuctemsr Jlokymentannonnoro OOecrieuenuss Ympasienus (CJIOVY). Cocrar
¢bynakui u 3ama4, BemonasemMbix B CAOY. Kiaccer u ctpykrypsl CJIOY. CoctaB u copepxkanue
komroHeHT [ocymapctBeHHoir Cucremsl JlokymeHTtannonHoro Oo6ecrnieueHuss YmpaBieHUs
('CHOY). IlepeyeHb MAeNOBBIX MPOIECCOB, BBHIMOJHIEMBIX B CHOY. Cocras
YHubunupoBaHHOMA Cucremsl OpranuzannonHo-PacnopsinurensHbix  JJOKyMeHTOB
(YCOPH). Crpykrypsl mokymMeHTOB. CojaepikaHHe MpOIenypbl cocTaBieHus U oopaborku OPJI.
Copep:xanue TpoUeAyp MOJYy4YEeHHUS, TMepefaud BXOISIMIUX M UCXOASIIUX MOTOKOB JOKYMEHTOB.
ConeprxaHue perucTpaliOHHOTO XXypHajla U PETUCTPAIIMOHHON KapTouku. COCTaB U ColepKaHHe
MPOLEAYPBl KOHTPOJISI UCTIOIHEHUS! JOKYMEHTOB.

Tema Ne 3. Opranusanus 3J1eKTPOHHOI CHCTEMBbI YIIPABJIeHHsI JOKYMEHTO000POTOM.

[Tonsitue sxoHOMHueckoil nHpopmanronHoit cucrtemsl (QUC). Ctpyktypa u knaccel DUC.
[lonsiTue OnEKTPOHHOM CHUCTEMBl YyIpaBieHus JaokyMeHTooboporom (DCVY]l) kak wyactu
KOPIIOPAaTUBHON SKOHOMHUYECKOW MH(OpMAIIMOHHON cucTeMbl. TpeOoBaHMs M IPUHIMIIBI CO3/1aHUS
OCVY], cocraB u conxepxxanue mnozacucreM. I[lonstue APM, cocraB APM u wucnonb3yembix
MH(POPMAIIMOHHBIX TEXHOJIOTUH. MeTonbl M CpeAcTBa MOJEIMPOBAHHUS, OLIGHKM M aHajIHu3a
JIOKYMEHTO000pOTa B 3KOHOMHUYECKHX cucTeMax. Oco0eHHOCTH Ucoab30BaHus Case-CpeCcTB I
MO/JICIMPOBAHUS U OLIEHKU JOKYMEHTO0O0POTa U JIETOBBIX MPOLIECCOB.

Tema Ne 4. ABTOMATH3AlMS COCTABJIEHHSA )JIEKTPOHHBIX I0KYMEHTOB.

[Tonsitue dopmel anekTpoHHoro aokymenta (B1). Buast O/1. CocraB anemenToB D/ u
METOABl MX 3amoyiHeHus U KoHTpoisisi. CocTaB omnepauuii NMpoeKTUpoBaHUs U oOpaborku D/
Oco0eHHOCTH POEKTUPOBaHUsS U 3anojHeHus U o0paboTku Web-popm. Knaccudukanus cpencrs
COCTABJICHUS] U 3aIlOJIHEHHs 3JIEKTPOHHBIX JIOKyMeHTOB. CocTaB TpeOOBaHMM, MpPEAbABISEMbIX K
BBIOOPY CHCTEM COCTaBJIEHHUS U 3anoyiHeHus /1.

Tema Ne 5. ApromaTH3anusi NpoueccoB BBOJAA MOTOKOB BXOAAIIMX JOKYMeHTOB. CocTaB u
COJepKaHUEe Ollepalii aBTOMAaTU3UPOBAHHOIO BBOJA IOTOKOB BXOJAIIMX JIOKYMEHTOB.

Conepxxanue onepanun MOATOTOBUTEIBHOM craguu. [Tonsitue
dopmatupoBannoro nokymenta (®JI). Bunsr @JI. Acnektsl onucanus momneid DI

Conepxxanue omnepanuii  OCHOBHOM craiui  00pabOTKM M BBOJIA
JIOKyMEHTOB. Kraccel CKaHEpOB, XapaKTEPUCTUKU CKAaHEpPOB U TpeOoBaHUS,
npeabsBisieMble K BEIOOPY ckaHepoB. Xapaktepuctuka OCR, ICR u OMR-meTo10B pacnio3HaBaHwus
JIOKYMEHTOB. MeTtonbl KOHTPOJISI ormepanuil  CKaHUPOBaHUS u

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

Tema Ne 6. ABromaTtu3anusi XpaHeHUsi JOKYMEHTOB.

Otanbl pa3BUTUSA CPEICTB aBTOMATU3UPOBAHHOIO XPAHEHUsS M IIOMCKA TEKCTOBBIX
nokyMeHTOB. [lonsite WHQOpPMAIMOHHO-TIONCKOBOW crucTeMbl. OcHOBHBIE KommoHeHTH! UIIC u
texuosiorust padotel ¢ UIIC. [TonsTe cuctemsl ynpaBieHus 31eKTpoHHBIMU TokyMeHTamu (CY 1),
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¢bynkuuu, BemonaseMele CYJ[ B mporeccax ynpaBieHUs SKOHOMHUYECKOH cucteMoil. CTpykTypa
CY]l v Ha3HayeHHWE €€ KOMIIOHEHT. MeToapl opraHu3aluyd XpaHeHuss AokyMeHToB B CVY/I.
Knaccupukanuss MeTonoB TOWCKA. XapaKTEpUCTHKA HWHIEKCHOTO, CTaTHCTHYECKOTO U
CEMaHTHYECKOTO METOJIOB ITOUCKA.

Tema Ne 7. Opranuszanusi cMCTeMbl 3JIEKTPOHHOI0 JOKYMEHT0000pOTA.

OcHOBHBIC 33aJjaud OpraHU3alUU CHUCTEMBI AJIEKTPOHHOTO MOoKymMeHToobopora (COJ10).
Oranbl  pazButuss  COJIO. Kimacecet COIO. IlpuHmunmel M O0COOCHHOCTH  MOCTPOCHUS
ApromatusupoBanHbix Cuctem Kontpons Ucnonnenus JloxkymentoB (ACKW/L).Xapakrepuctuka
METOZIOB M CPEICTB OpraHu3aluu npuema-niepenadn qokymeHToB B COJIO ¢ texHonorueit "ad-
hoc". Ocobennoctn opranmzamuu CIJ] KOIEKTUBHONH 0O0pabOTKM JOKYMEHTOB Ha MPUHIMIIAX
texHosoruu  "groupware". OcobenHoctu opranmzaiun  COJ1O, OpUEHTHPOBAHHBIX Ha
ucnonb3oBanue "docflow"-rexnomorun. Mertoasl U cpeactBa oOecredeHus HHGOPMAITMOHHON
0€30MMacCHOCTH B CUCTEMAaX 3JIEKTPOHHOTO JOKYMEHTOO000pOoTa.

Tema Ne 8. CucreMbl KOMILIEKCHOW AaBTOMAaTH3allMU JOKYMEHTO000pOTa U /eJOBBIX
NpOoLEeCcCoB.

Haznauenne, cdepst npumenenuss texunonoruu "workflow". CoctaB u coaepxaHue
oTepalnii aBTOMAaTU3NPOBAHHOTO TNIAHUPOBAHUS, KOHTPOJISI U YIIPABJICHUS JCTIOBBIMU ITPOLIECCAMU.

Tema Ne 9. [IporpaMMHBbIe CpeICTBA 3JIeKTPOHHOI0 IOKYMEHT0000pOTA.
O6mue TpeboBanus K cucreMe A0KyMeHTooOopoTa. O030p phIHKA MPOTPAMMHBIX CPE/ICTB.
Cucrema «1C:DneKTpoHHBII T0KyMEHTOO00POT».

4.3 Jlexuun/1a6opaTopHbie/paKTHYECKHe/ 3aHATHS

OYHASA ®OPMA OBYYEHMUA

Tabnuua 4a
Coaeprxanue JeKIUi /MPaKTHYECKUX 3aAHATHI 1 KOHTPOJIbHbIE MePONPUSITHSA
e Ha3zBanne Ne 1 Ha3BaHue JIeKIMii/ dopmupyembie Bun KoJ-
3 pasaeaa, J1adopaTopHBIX/ KOMIIeTeHuu | KOHTPOJILHOT | pgo
n/n TeMbl NPaKTHYeCKUX/ CEeMHHAPCKUX 0 YaCOB
3aHATHH MepOnpuATH
Ll
1 Tewma 1. Jlexums Ne 1 IT1Koc-4.1 TectupoBanue 2
BBenenue B Bsenenue B kypc I1Koc-4.2
Kypc ITKoc-4.3
IIpakTnueckoe 3anstre Ne 1 [1Koc-4.1 TectupoBanue
Beenenue B kypc ITKoc-4.2 IIpakTnueckoe
I1IKoc-4.3 3aJaHue
2 Tema 2. Jlexuus Ne 2 ITKoc-4.1 TectupoBanue 2
Opranuzanus | Opranuzamus padboT B [TKoc-4.2
pabot B cUCTEMax JTOKyMEHTa- ITKoc-4.3
cucreMax LIMOHHOT'0 00ecTIeYeHUs
JOKYMEHTa- | YOpaBJICHHUS
LIMOHHOT'O [IpakTnueckoe 3ansaTre Ne 2 [TIKoc-4.1 TectupoBanue
obecrnieuenust | Opranusanus padoT B ITKoc-4.2 IIpakTnueckoe
YIOPABJIEHUs | CUCTEMax JJOKyMEHTa- [1Koc-4.3 3aJaHue
LIMOHHOT'O 00eCreYeHHUs
yIpaBJIECHUS
3 Tema 3. Jlexuust Ne 3 [1Koc-4.1 TectupoBanue 2
Opranuzanus | Opranuszanus 3J€KTPOHHOU [TKoc-4.2
AIIEKTPOHHOW | CHCTEMBI yIPaB-JICHUS [1Koc-4.3
JIOKYMEHTO000pOTOM
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e HazBanmue Ne u HazBaHme JeKIuii/ dopmupyemble Bun KoJ-
- pas3ae.ia, HaﬁopaTOpHBIX/ KOMIIETeHIINH KOHTPOJBHOT BO
n/n TeMbI MPAKTHYECKUX/ CEeMHHAPCKUX 0 T
3aHATHH MepONpUsITH
s
CHUCTEMBI [IpakTuueckoe 3ansitue Ne 3 [TKoc-4.1 TectupoBanue 2
ynpas-jieHust | OpraHusanus 3JeKTPOHHOU I1Koc-4.2 [IpakTnueckoe
JIOKyMEHTOOO | CUCTEMBI YIIpaB-JICHUS [TKoc-4.3 3a/1aHue
OpOTOM JIOKYMEHTOO0OPOTOM
4 Tema 4. Jlexuus Ne 4 [TKoc-4.1 TectupoBanue 2
Apromaru3zan | ABroMaruzauus coctaBieHus | [1Koc-4.2
ust 3JICKTPOHHBIX TJOKYMEHTOB I1Koc-4.3
cocrasienust | [Ipaktuueckoe 3anstue Ne 4 [1Koc-4.1 TectupoBanue
SJIEKTPOHHBIX | ABTOMaru3anus coctaBienus | [1Koc-4.2 [IpakTueckoe
JOKYMEHTOB | 3JIEKTPOHHBIX JJOKYMEHTOB [1Koc-4.3 3aJaHKe
5 Tewma 5. Jlexknmsa Ne 5 I1Koc-4.1 TectupoBanue 2
ABTomatu3all | ABTOMAaTHU3allMs MPOIECCOB [1Koc-4.2
ust BBO/Ia IOTOKOB BXO/IAIIUX [1Koc-4.3
MIPOIIECCOB JIOKYMEHTOB
BBOJIA [IpakTuueckoe 3anstue Ne 5 [TKoc-4.1 TectupoBanue 2
IIOTOKOB ABTOMaTH3a1Ms IPOLIECCOB [1Koc-4.2 IIpakTnyeckoe
BXOJISIINX BBOJIa IOTOKOB BXOISIINX I1Koc-4.3 3aJaHue
JOKYMEHTOB | JIOKyMEHTOB
6 Tema 6 Jlexuus Ne 6 [1Koc-4.1 TectupoBanue 2
ABTomartu3all | ABTOMAaTH3aLMs XpaHECHUS I1Koc-4.2
Usl XpaHEHUs | JOKYMEHTOB IT1Koc-4.3
JIoKyMeHTOB | [Ipaktuueckoe 3ansatue Ne 6 [TKoc-4.1 TectupoBanue 2
ABTOMaTH3a1UsA XPAaHEHUS ITKoc-4.2 IIpakTnyeckoe
JTOKYMEHTOB I1Koc-4.3 3aMaHne
7 Tema 7. Jlexumsa Ne 7 [1Koc-4.1 TectupoBanue 2
Opranuzanus | OpraHusanusi CHCTEMBbI [1Koc-4.2
CUCTEMBI AJIEKTPOHHOTO JIOKY- [1Koc-4.3
AIIEKTPOHHOT | MEHT000OopoTa
0 JI0KYy- [IpaxkTrueckoe 3anatue Ne 7 IT1Koc-4.1 TectupoBanue 2
MEHTO000pOT | OpraHu3aiys CUCTEMBI [1Koc-4.2 [IpakTnueckoe
a pOBaHUSA 3JIEKTPOHHOTO JIOKY- ITKoc-4.3 3a/laHue
MEHT0000poTa
8 Tema 7. Jlexusa Ne 8 [1Koc-4.1 TectupoBanue
Opranuzanus | Opranusanusi CHCTEMBbI [1Koc-4.2 )
CUCTEMBI AJIEKTPOHHOTO JTOKY- [1Koc-4.3
AJIEKTPOHHOT | MEHTO000poTa
0 JI0KYy- IIpakTnueckoe 3ansTre Ne 8 ITKoc-4.1 TectupoBanue 2
MEHTO000pOT | OpraHu3anus CUCTEMbI [TIKoc-4.2 [IpakTueckoe
a pOBaHUS 3JIEKTPOHHOIO JIOKY- ITKoc-4.3 3a/laHue
MEHT0000poTa
9 Tema 8. Jlexuus Ne 9 ITKoc-4.1 TectupoBanue 2
CucremMbl CucremMbl KOMIUIEKCHOU [TIKoc-4.2
KOMIUIEKCHO | aBTOMaTH3alLuu JI0KY- ITKoc-4.3
" MEHTO0000POTa U ICTOBBIX
aBTOMaTH3all | MPOLIECCOB
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WU JTOKY- [IpakTnueckoe 3anarue Ne 9 [TKoc-4.1 TectupoBanue 2
MeHT0000pOT | CHCTEeMbI KOMIUIEKCHOM ITKoc-4.2 IIpakTnueckoe
a ¥ JICJIOBBIX | aBTOMaTHU3allUH JI0KY- I[1Koc-4.3 3aJaHue
IIPOLIECCOB MEHT0000pOTa U IETIOBBIX
IIPOLIECCOB

10 Tema 8. Jlexuwmst Ne 10 [TKoc-4.1 TectupoBanue 2
Cucrembl CucreMbl KOMITJIEKCHOM [1Koc-4.2
KOMIUIEKCHO | aBTOMaTU3alUU JT0KY- [1Koc-4.3
i MEHTO000pOTa U JIENOBbIX
aBToMaru3all | IpOLECCOB
WU JTOKY- [IpakTrueckoe 3ansatue Ne 10 [TIKoc-4.1 TectupoBanue 2
MEeHT0000pOT | CHCTEMBI KOMIUICKCHOM [T1Koc-4.2 [IpakTueckoe
a ¥ JIeNOBBIX | aBTOMAaTH3alUU JIOKY- ITKoc-4.3 3aJaHue
MIPOIIECCOB MEHT0000pOTa U IETOBBIX

MIPOIIECCOB

11 Tema 9. Jlexuus Ne 11. Ilporpammusie | [1Koc-4.1 TectupoBanue 2
[TporpammHsbI | cpencTBa 31eKTpoHHOro 10Ky- | [IKoc-4.2
€ cpeAcTBa MEHT0000poTa I1Koc-4.3
anekTpoHHOr | IIpaktuueckoe 3anstue No 11 [TKoc-4.1 TectupoBanue 2
0 JI0Ky- [IporpamMmHbIe cpeacTBa [1Koc-4.2 [IpakTrueckoe
MEHTO000POT | 3JIEKTPOHHOTO JIOKY- [1Koc-4.3 3a/laHue
a MEHT0000pOoTa

12 Tema 9. Jlexuwms Ne 12. Cratuctuueckue | [1Koc-4.1 TectupoBanue 2
[Tporpammusbl | MeTonb! npuHsaTus pemenuit B | [IKoc-4.2
€ cpeAcTBa YCJIOBHUSX PUCKA I1Koc-4.3
snekTpoHHOr | [Ipaktuueckoe 3ansiTie Ne 12 [1Koc-4.1 TectupoBanue 2
0 JIOKy- CratucTuueckue MeTO bl [1Koc-4.2 [IpakTrueckoe
MEHTOO0OPOT | MPUHSATHS PEIICHHU B [1Koc-4.3 3aaHue
a YCIIOBUSIX PHCKa
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3AOYHASA ®OPMA OBYUYEHUA

Tabnuma 46
Conep:kanue JJeKUM /TPAKTHYECKUX 3AHATHI M KOHTPOJIbHbIE MEPONIPUATHS
e HasBanue Ne y HazBaHHe JeKIU/ ®opMupYyeMbIe Bun Kou-
1 pasgena, TeMbl Ja0opaToOpHBIX/ KOMIeTeHHH | KOHTPOJIBHOIO | o
NPaKTHYeCKUX/ CeMHHAPCKUX MEpONPHATHA | yacon
n/ 3aHATHI
n
1 | TemaO. Jlexuus Ne 1. ITporpammusie | [IKoc-4.1 TectupoBanue 2
[IporpammHubIie CpEICTBA IEKTPOHHOTO N0KY- | [IKoc-4.2
cpencTBa MEHTO00O0pOTa [T1Koc-4.3
3JIEKTPOHHOTO [Ipaktuueckoe 3anarue Ne 1 | [1Koc-4.1 TectupoBanue 2
[IporpammueIe cpencTBa [TKoc-4.2 [TpakTueckoe
JOKYMEHTOOOOPOT | 3JIEKTPOHHOT'O TOKY- [T1Koc-4.3 3aJ[aHne
a MEHT0000pOTa
2 | Tema?o. Jlexuus Ne 2. Craructuueckue| [1Koc-4.1 TectupoBanue 2
[IporpammHubIie MeTo bl npuHATHs pemeHuit B | [1Koc-4.2
cpencTBa YCIIOBHSIX PUCKa [T1Koc-4.3
3JIEKTPOHHOTO [Ipaktuueckoe 3anstue Ne 2 | [1Koc-4.1 TectupoBanue 2
CTaTHCTUYECKUE METOIBI I[1IKoc-4.2 [IpakTrueckoe
JOKYMEHTOOOOPOTd MPHHSATHS PEIICHHIA [1Koc-4.3 3aaHue
B YCJIOBUSIX PUCKa
OYHASA ®OPMA OBYYEHUA
Tabnuna Sa
IlepeyeHb BOIPOCOB /ISl CAMOCTOSITEIbHOI0 H3y4YeHHU sl TUCIUIIJIHHbI

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

/1 | TeMbI H3y4YeHHUH

1 Tema 1. Beenenue B | O6ocHOBaHME HEOOXOTUMOCTH TIEpexo/ia K 6e30yMaHON
Kypc TexHosoruu ynpasieHus. OcHosnsle koHuenuuu. (I1Koc-4.1, ITKoc-

4.2, ITKoc-4.3)

2 Tewma 2. Opranuzanus | Comepkanue mponeaypbl cocTaBieHuss U obpabotku  OP/I.
paboT B cucremax Conepxanve TpoUenyp MNOJYyYEHHs, TMepeladyd BXOMAMIHMX H
JOKYMEHTAllMOHHOTO | UCXOJSIINX MTOTOKOB T0KyMEeHTOB. CoiepskaHne pEerucTpaliiOHHOTO
obecrieueHus JKypHaJla M PErucTpallMoHHOM kapTouku. CocTaB M COAEp)KaHHE
yIIpaBJICHUA npoueaypsl KoHTpousis ucnoiaHeHus: 1okymentoB. ([1Koc-4.1, [TKoc-

4.2, 11Koc-4.3)

3 Tema 3. Opranuzanus | [louarue APM, coctaB APM u ucnonb3yeMbix HHGOPMAIMOHHBIX
ANIEKTPOHHOU CUCTEMBI | TEXHOJOTUM. METOobl M CpelcTBa MOJEIUPOBAHUSA, OLIEHKH W
yIpaBJIeHUS aHaiM3a  JIOKyMEHTOOOOpoTa B  SKOHOMHYECKHX  CHCTEMax.
JOKyMeHToo0opoToM | OcobenHocTH ucnosb3oBanus Case CpeaCcTB Ul MOJCIUPOBAHUS U

OIIEHKH JOKyMeHTooOopoTa u aenoBbix mporeccoB (I1Koc-4.1,
ITKoc-4.2, I1Koc-4.3)

4 Tewma 4. Oco0eHHOCTH MPOEKTUPOBAHUS U 3amoJIHEHUsT U 00padboTku Web-
ABTOMaTH3aUs dopm. Kraccudukanus cpeAcTB COCTaBICHHUS U 3alOTHCHUS
COCTaBJICHUS AIIEKTPOHHBIX TOKYMEHTOB. CocTaB TpeOOBAHUI, PEIBIBISIEMBIX K
IEKTPOHHBIX BbIOOpY cucteM coctaBienus u 3anonHerus DJ1. (I1Koc-4.1, [TKoc-
JIOKYMEHTOB 4.2, I[TKoc-4.3)
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Ne | HazBanue pa3aeJa, Ilepeyenb paccMaTprBaeMbIX BOIIPOCOB VISl CAMOCTOSAATEILHOTO
n/m | TeMbI H3y4eHHs
5 Tema 5. CocraB (pakTopoB U TPeOOBAHUI, IPEIBABIIEMBIX K CHCTEMaM BBO/IA
ABTOMaTH3aIUs oymakubix nokymeHToB (I1Koc-4.1, ITKoc-4.2, I1Koc-4.3)
IIPOLIECCOB BBOJA
MOTOKOB BXOJSIINX
JIOKYMEHTOB
6 Tema 6. Mertobl opranu3anuy XpaneHus: JokyMeHToB B CY /1.
ABTOMaTH3aIUS Knaccudukanus MeTo10B moucka. XapakTepuCTHKa HHIEKCHOTO,
XpaHEHUs CTaTHCTUYECKOTO U ceMaHTu4eckoro Meto1oB noucka (I[1Koc-4.1,
JTOKYMEHTOB [1Koc-4.2, [1Koc-4.3)
7 Tema 7. Opranuzanus | MeTonbl ¥ cpeficTBa obecrnieueHus MHGOPMAITMOHHON
CUCTEMBI 0€30MacHOCTH B CUCTEMAaX dJIEKTPOHHOTO JTOKYMEHTO000pOTA.
3JIEKTPOHHOTO (ITKoc-4.1, I1IKoc-4.2, I1Koc-4.3)
JIOKYMEHTO000pOTa
8 Tema 8. Cucremsl CocraB u coaepxkaHue onepaluii aBTOMaTU3UPOBAHHOIO
KOMILJIEKCHOM TUTAHUPOBAHUS, KOHTPOJISI U YIPABIEHUS I€TOBBIMU MTPOIIECCAMH.
aBTOMAaTHU3aIII (ITKoc-4.1, T1Koc-4.2, I1Koc-4.3)
JTIOKYMEHTO000poTa U
JIEJIOBBIX IIPOIIECCOB
9 Tema 9. 00630p poinka mporpamMMmHubix cpenacts. (ITKoc-4.1, [1Koc-4.2, ITKoc-
[Iporpammusie 4.3)
CpeacTBa
AJIEKTPOHHOTO
JOKYMEHTO000pOoTa
3AOYHAS ®OPMA OBYUYEHMUSA
Tabnuma 56
IlepeyeHb BOIPOCOB /ISl CAMOCTOSITEIbHOI0 H3y4YeHHU sl TUCIUIIIHHbI
Ne | Haspanue pasnena, | Ilepedyenb paccMaTpuBaeMbIX BONIPOCOB /1JIsl CAMOCTOSITEIbHOTO
n/n TeMBI HU3y4YeHUst

Tema 1. BBeneunue B
Kypc

[Tonsitue sxonomuyeckoit cuctemsl (IC) u ero cTpykrypa. Coctas
(YHKIMH U 1€T0BBIX MPOLECCOB, BHIMOIHAEMBIX B TIOPa3ICICHUSIX
OC. IloHsiTHE TOKYMEHTA, KJIACChl JOKYMEHTOB, CBA3aHHBIE C
BBINOJIHEHNEM (DYHKIMHA yTIpaBJIeHUs U AETOBBIMH MIPOIIECCAMHU.
[ToHsiTHE TOKYMEHTOIIOTOKA, €T0 CTPYKTYpa, MOKa3aTeu OLEHKN
JIOKYMEHTONOTOKOB. [IoHsATHE U BUIBI JOKYMEHTOO00POTa U
JIEJIOBBIX POLECCOB, UX CTPYKTYPHI U COCTAB KOMIIOHEHT.
O6ocHOBaHNE HEOOXOAUMOCTH Tepexo/ia K 6e30yMaxHON
TexHojoruu ynpasieHus. OcHosnsle koHuemnuu. (I1Koc-4.1, ITKoc-
4.2, I1Koc-4.3)
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XpaHEHUs TOKYMEHTOB

Ne | Hazpaume paszgesa, | IlepedeHb paccMaTpuBaeMbIX BOIIPOCOB VISl CAMOCTOSAATEILHOTO

n/n TeMBI HU3yYeHUsl

2 Tema 2. Opranuzanus | [Torstue Cuctemsr JlokymenTarmorHoro O6ecnedeHus: Y mpaBieHUs
paboT B cucTemMax (CAOY). CocraB ¢yskiuii u 3amad, BeimonHseMmbix B CHOVY.
JIOKYMEHTaIlMOHHOT O Knaccet u ctpykryper CIHOY. CoctaB u coaepkaHue KOMIIOHEHT
obecrieueHus locynapctBennoit Cucrembr JlokymeHTtanuonHoro OOecnieueHHs
yIpaBjiCHUS VYmpasnenuss  (I'CHOY). IlepeueHb  NE€TOBBIX  IPOIIECCOB,

BeimosiHsieMbix B CIHOY. CocraB YauduuupoBanuoit Cucremsl
OpraauzanuonHo-Pacnopsaurensubix  Jlokymentor  (YCOP/).
Crpyktypsl AokyMeHTOB. Cojaep:kaHue MpoIleaypbl COCTABICHUS U
obpaborkn OPJl. Conepkanuwe mpoleayp IOIy4YeHUs, Iepeaadn
BXOJSIIMX M HCXOASIIUX TOTOKOB JOKyMeHTOB. CoaeprkaHue
PETUCTPAIIMOHHOTO )KypHala U perucTpaluoHHOM KapTouku. CocTas
U COJEp)KaHHE IMPOLENYpbl KOHTPOJIS HCIIOJIHEHUS JOKYMEHTOB.
(ITKoc-4.1, I1Koc-4.2, [1Koc-4.3)

3 Tema 3. Opranmszanus | [lonstue  3koHOMHYeckod uHpopMannoHHOH cuctemsl (DUC).
snexkTpoHHou cucteMbl | Ctpyktypa u kmaccsl OUC. IloHsiTue DIEKTPOHHOM CHUCTEMBI
yIpaBIeHUs ynpaBieHus JoKkymenTooooporom (DCVY[]) kak yactu
JOKYMEHTOOOOPOTOM | KOPIIOPATUBHON YKOHOMUYECKOU MH(OPMALIMOHHON CHCTEMBI.

TpeboBanus u npunnmnsl co3ganus DCY 1, cocraB u coaepranue
noacuctem. [lousatue APM, cocraB APM u ucnosib3yemsix
MH(OPMALIMOHHBIX TEXHOJIOIHI. MeToibl U cpesicTBa
MOJIETIMPOBAHUS, OLIEHKU U aHallu3a JOKYMEHTO000poTa B
SKOHOMHUYECKUX cucTteMax. OcobeHHocTH ucnoiab3oBanus Case-
CPEICTB AJIsi MOJICTUPOBAHUS U OLIEHKU JOKYMEHTO000pOoTa U
nenobix nponeccoB (ITKoc-4.1, T1Koc-4.2, I1Koc-4.3)

4 Tema 4. [lonatue ¢opmbsl 31ekTpoHHOTO nokyMeHTa (O1). Buasr DI
ABTOMaTH3aIUS CocraB ameMeHTOB D/ ¥ METOABl UX 3aNOJIHEHUS] U KOHTPOJIS.
COCTaBIICHUS CoctaB omepamuii  mpoekTupoBaHuss U o0pabotku  D/JI.
AIIEKTPOHHBIX Oco0eHHOCTH NMPOEKTUPOBAHUS U 3aloJHeHHsI 1 00paboTku Web-
JIOKYMEHTOB ¢dopMm. Knaccudukanust CpeacTB COCTAaBIEHUS U 3aMOTHEHUS

AJIEKTPOHHBIX IOKYMEHTOB. CocTaB TpeOOBaHUM, TPEABSIBISIEMBIX
K BBIOOpY cucteM coctaBieHus u 3anmonHenuss DJ[. (ITKoc-
4.1, TIKoc-4.2,

[TKoc-4.3)

5 Tema 5. CocraB u coiep)kaHue orneparuil aBTOMaTU3UPOBAHHOTO BBOJIA
ABTOMaTH3a1uUs MOTOKOB BXOJAIIMX JOKYMEHTOB. CoJiepkaHue onepanui
IIPOLIECCOB BBOJA MOArOTOBUTENbHOM cTaguu. [loHsTHE PopMaTUPOBAHHOTO
MOTOKOB BXOSIIINX nokymenta (OJ1). Bunst @/J]. Acniexktsl onricanus nojueit OJI.
JIOKyMEHTOB CopepxaHue orneparuii OCHOBHOU cTauu 00pabOTKH U BBOAA

JIOKyMeHTOB. Kiaccel ckaHepoB, XapaKTEPUCTUKHU CKaHEPOB U
TpeOoBaHUs, MPEAbSBIIEMbIE K BBIOOPY CKaHEpOB. XapaKTepUCTHUKA
OCR, ICR u OMR-MmeTo10B pacno3HaBaHus JOKYMEHTOB. MeTobl
KOHTPOJISI ONepalliii CKAaHUPOBAHUS U PAaCIIO3HABAHUS TEKCTOB.
MeTtobl HHIEKCHPOBaHUS JOKYMEeHTOB. CocTaB (hakTOpOB U
TpeOOBaHUH, MPEIBABIIEMBIX K CHCTEMaM BBOJ1a OYMaKHBIX
nokyMeHTOB (I[1Koc-4.1, I1Koc-4.2, 11Koc-4.3)

6 Tema 6. OTanbl pa3BUTHS CPEACTB ABTOMATU3MPOBAHHOTO XPAaHEHUS U OKCKA
ABTOMaTH3aIUs TEKCTOBBIX JOKyMeHTOB. [ToHsTHE MH(DOPMATMOHHO-TTOMCKOBON

cucreMbl. OcHoBHBIe KoMTIOHEHTHI UTIC 1 TexHOMOorHs paboThl ¢
NIIC. IlonsTHE CUCTEMBI YIPABIEHUS AIEKTPOHHBIMU JOKYMEHTAMU
(CY 1), dynkiuu, Bemonasembie CY [ B mporieccax ympaBieHUs
sKoHOMHUECKOM cuctemoi. Ctpykrypa CY ]l n Ha3HaueHUE ee
KOMIOHEHT. MeTo1bl OpraHu3aluy XpaHeHus: 10kyMeHToB B CVY /1.

16



Ne | Hazpaume paszgesa, | IlepedeHb paccMaTpuBaeMbIX BOIIPOCOB VISl CAMOCTOSAATEILHOTO
n/n TeMBI HU3yYeHUsl
Knaccudukanus MeTo0B noucka. XapakTepucTHKa HHIEKCHOTO,
CTaTUCTHUYECKOTO M ceMaHTH4Yeckoro metoaoB noucka (I1Koc-4.1,
I1Koc-4.2, I[1Koc-4.3)

7 Tema 7. Opranusanus | OCHOBHbIE 3a/laqi OPraHU3ALUU CUCTEMBI JIEKTPOHHOIO
CHUCTEMBI nokymeHntoobopora (CO-/10). Dransr pazsutus COI0. Knacce
AJIEKTPOHHOTO COJ10. ITpuHIHITE 1 0COOEHHOCTH MTOCTPOCHHS
JIOKYyMEHTO000pOTa AptomatuzupoBaHHbix CucteM Konrpoinsa Mcnonnenus JJokyMmeHTOB

(AC-KN ). XapakTepucTuka METOAOB U CPEACTB OpraHu3aIiuu
npuema-nepenayu gokymeHToB B COJ10 ¢ texnonoruei "ad-hoc".
Ocob6ennoctu opranuzanuu COJ] KOJUIGKTUBHOW 00pabOTKH
JIOKYMEHTOB Ha IMpPHUHIMIAX TEXHOJOruu 'groupware".
OcoOennoctu opranuzaunu C3J10, OpueHTHPOBAHHBIX Ha
ucnonb3oBanue "docflow"-rexHomoruu. MeTosl U cpecTBa
obecrnieyeHust ”HPOPMAIITMOHHOM 0€30M1aCHOCTH B CUCTEMAaX
anekTpoHHoro aokymeHTooboporta. (I1Koc-4.1, [TKoc-4.2, [TKoc-
4.3)

8 Tema 8 Cucrembl CocraB U cofepkaHue onepanuil aBTOMaTU3UPOBAHHOIO
KOMIUJIEKCHOM IUTAHUPOBAHMSI, KOHTPOJISI U YIPABIEHUS I€I0BBIMU IIPOLECCAMU.
aBTOMAaTH3aIIH (ITKoc-4.1, T1IKoc-4.2, I1Koc-4.3)

JIOKYMEHTO0000poTa U
JIJIOBBIX IIPOIIECCOB

19 Tema 9. OO6mue TpeboBaHUs K cHCTeMe NTOKyMeHTooOopoTta. O030p phIHKA
[IporpammHbie nporpammubix cpeacts. (I1Koc-4.1, I1Koc-4.2, [TKoc-4.3)
cpeacTBa
JIEKTPOHHOTO
JIOKYMEHTO000pOTa

5. O6pasoBare/bHbIE TEXHOJOTHH
Tabnuua 6
IIpuMeHeHNe AKTUBHBIX M MHTEPAKTHBHBIX 00Pa30BaTe/IbHbIX TEXHOJIOTHH
HanmeHnoBaHMe HCIOJIb3YyeMBbIX
Ne T AKTHUBHBIX 1 HHTEPAKTHUBHBIX
n/n eMa i popMa 3ansTHs o0pa3oBaTe/IbHbBIX
TeXHOJI0rui (popm o0yueHust)

1 Opranu3anus padoT B CUCTEMax Ul [[IpobnemHas neKius
NTOKYMEHTALMOHHOTO 00eCcTedeHust
yIpaBJIeHUs

2 ABTOMAaTH3aIUs] COCTABICHUS [13 |Pa3b60op KOHKPETHBIX CUTyalui
AIIEKTPOHHBIX JOKYMEHTOB

3 (OpraHusanys CUCTEMbI AJIEKTPOHHOTO JI  [[IpoGnemHuas nexius

JTOKYMEHTO000pOTa

4 ABTOMAaTH3aIM MTpoIieccoB BBoJa MOTOKOB  |[I3  [Pa300p KOHKpPETHBIX CUTyaIi
BXOJISIINNUX JOKYMEHTOB

S5 CrcTeMbl KOMILIEKCHOM aBTOMaTH3alluu JI  [[IpoGnemHast neKus
ITOKYMEHTO000pOTa U
JIEJIOBBIX IMPOLIECCOB

6 [ IporpaMMHBI€ CpeCcTBa JIEKTPOHHOTO [13 [Pa3060p KOHKPETHBIX CUTYaITUH
TOKYMEHTO000pOTa
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6. Texymmii KOHTPOJIb YCIIEeBA€MOCTH U MPOMEKYTOYHASI ATTECTALMS 110 UTOTaM OCBOEHUS
AUCHUTLTHHBI

6.1. Tunosble KOHTPOJIbHBbIE 32/1aHNUS WM HHbIE MATEPHAJIbI, HE00X0AUMbIE /ISl OLleHKH

3HAHUI, yMEHHH U HABBIKOB M (WJIN) ONBITA 1eATeIbHOCTH
1) Y4eOHBIM IJIAHOM He MPEeYCMOTPEHO BbINOJHEHHE KYPCOBBIX POEKTOB (padoT) u
pacdyeTHO-rpauyecKux pador.
2) TecTsbl 111 TEKYLIET0 U IPOMEKYTOYHOI0 KOHTPOJISI 3HAHM A 00y4aromxcst
3anaHus AJis BBIIOJHEHUS Ha MPAKTUYECKUX 3aHATUSAX U TECTOBBIE 33JJaHUS IIPECTABIECHBI B OLIEHOYHBIX
MaTepuanax AUCIUILTUHBI
3) Bonpocs! 1J1s1 OATOTOBKH K KOHTPOJIBHBIM MEpPONPHATHAM H TecTaM (TeKyuiemy
KOHTPOJIIO U POMEKYTOYHOM aTTecTanuu (BOMPOCHI K 3a4eTy).

1) Ilounstue sxoHomMuueckoit cuctemsl (IC) u e€ cTpyKTypa.

2) CocrtaB ¢GyHKIUI U JENOBBIX MPOLIECCOB, BBHIMOIHIEMbIX B MOAPA3IEICHUIX

9C.

3) IlonsATue [OKyMeHTa, KIACChl JOKYMEHTOB, CBSI3aHHBIE C BBIMIOJHEHUEM (PYHKIIHA

YIPaBJIEHUS U J1€J0BBIMU MPOIIECCAMHU.

4) TlonsTHE TOKYMEHTOIMOTOKA, €r0 CTPYKTYpa, MOKa3aTeNn OLEHKHU JOKYMEHTOMOTOKOB.

5) IlonsATue u BUIBI JOKYMEHTOOOOPOTA U JEJIOBBIX NMPOLIECCOB, UX CTPYKTYPHI U COCTaB

KOMITOHEHT.

6) Ilonstue Cuctemsl JJokymenrannonnoro Obecrieuenust Ynpasnenus (CIOY).

7) CocraB ¢yHKUUH 1 3a1a4, BeIoaHsIeMbIX B C/IOY.

8) Kuaccer u ctpyktypsl CLIOY.

9) Cocras u coJiep>KaHue KOMITOHEHT I'ocynapctBenHOM Cucremsl

Joxymenrtarmonnoro Obecrieuenust Ympasnenus (I'COY).

10) Ilepeuens nenoBbIX MpoIieccoB, BoimonHseMbix B CLOY.

11) CocraB Yuuduuupoanuoit Cucrembl OpraHuzaliioHHO- PacnopsauTenbHbIX

HoxymentoB (YCOP/).

12) Conepkanuie TpoLEIypbl COCTaBICHUS W OOpPabOOTKM OpPraHU3AIMOHHO- PACHOPSIUTEIbHBIX

JIOKYMEHTOB.

13) Cogep:kanue mpoueayp noxydeHus:, nepeaadd BXOIAMINUX U UCXOSIIUX TOTOKOB JOKYMEHTOB.

14) CocraB u conepkaHue Nporeypbl KOHTPOJIS UCIIOJIIHEHUS TOKYMEHTOB.

15) Ionstue sxoHOMHUYecKOM nHGOpMarmonHoi cuctemsl (UC).

16) Ilonatue DnEKTPOHHOW CHCTEMBbI YIpaBieHHs JoKymeHTooOopoToM (DCVY]l) kak uvactu

KOPIIOPAaTUBHOMN SKOHOMHUYECKOW MHPOPMALMOHHON CHCTEMBI.

17) Tpebosanus u npuHIuns! coznanus ICY /], coctaB u copepxKaHUe MOJICUCTEM.

18) Ionstue APM, coctaB APM 1 ucnonb3yemMbIx HHPOPMALIMOHHBIX TEXHOJIOTHA.

19) Metoabl u cpeacTBa MOJECIUPOBAHMS, OLIEHKU U aHAJIM3a JJOKyMEHTO000pOTa B
HKOHOMUYECKUX CHCTEMAX.

20) Ocobennoctu  ucnoib3oBanusi  Case-CpeACTB  JUIi  MOAETUPOBAHHUA M OLCHKH
JIOKYMEHTO000pOTa U JAETOBBIX MPOIIECCOB.

21) Tlonsrtue popmsal aseKTpoHHOTO ToKkyMeHTa (D).

22) CocrtaB snemMeHTOB D]1 1 METOAbI MX 3aMOJTHEHUS U KOHTPOJIS.

23) Cocras omnepanuii mpoekTupoBaHus u 0opadotku J/1.

24) Oco0eHHOCTH MPOSKTUPOBAHUS U 3aMOJIHEHUs U 00padboTku Web-hopm.

25) Knaccudukamms cpesicTB COCTABICHUS U 3aTIOJTHEHHS SJIEKTPOHHBIX JOKYMEHTOB.

26) CoctaB TpeOOBaHUH, IPEABIBIAEMbIX K BHIOOPY CUCTEM COCTaBJIeHUS U 3anoiHeHus /1.

27) CoctaB u coziep>kaHue orepalii aBTOMaTU3UPOBAHHOTO BBO/IAa ITOTOKOB BXO/ISIIIMX JOKYMEHTOB.
28) Conep:xaHue omnepanuii OCHOBHOM cTaguu 00pabOTKU 1 BBOJIA JIOKYMEHTOB.

29) Xapakrepuctuka OCR, ICR 1 OMR-meTo10B pacro3HaBaHusi JOKYMEHTOB.

30) Meroab! KOHTPOJIS ONepaluii CKaHUPOBAaHUS U pacllO3HABAaHUS TEKCTOB.

31) CocraB ¢aktopoB u TpeOOBaHMI, TPEIBABIAEMBIX K CHCTEMaM BBOJa OyMa)KHBIX
JIOKYMEHTOB.

32) Oranbsl pa3BUTHUA CPEICTB aBTOMATU3UPOBAHHOIO XPAaHEHHS U TIOMCKAa TEKCTOBBIX

JIOKYMEHTOB.
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33) Ilonsrue nnhopmannoHHo-nouckoBoi cucremsl (UI1C).
34) Ocnosubie komnoneHTsl UT1C u Texnonorus padotsr ¢ UTIC.
35) Ionsarue cucremsl yrpaBieHus 31eKTpoHHBIMU AoKyMeHTamMu (CY 1), GyHKIMH, BHITOTHSIEMbIE
CVY ]I B mpornieccax ynpaBiIeHUS SKOHOMHUYECKON CUCTEMOIA.
36) Metonbl opranuzanuu Xxpanenust JokymeHToB B CY /.
37) Knaccuduxamuss MeTog0B MOUCKA. XapaKTepUCTHKA HHJEKCHOTO, CTaTUCTHYECKOrO U
CEMaHTHUYECKOI0 METO/I0B ITOUCKA.
38) OcHoOBHBIE 3a/laul OpraHU3aIUU CUCTEMBI AJIEKTPOHHOIO JOKYMEHTOO0OpOTa
(C210).
39) Ilpuniumnel 1 0cOOCHHOCTH MOCTpoeHust ABTomMaTu3upoBanHbIX Cuctem Kontpons UcnonHeHus
HoxymentoB (ACKUW ).
40) XapakTepHuCTHKa METOIOB M CPEJICTB OpPTaHHU3alluy MprueMa-fepeaadn 1okymeHToB B COJ10O ¢
texnonoruei "ad-hoc".
41) Ocobennoctn opranmzanuu COJ[ KoIIEeKTHUBHOW OOpaOOTKM JOKYMEHTOB Ha MPHHIIUIIAX
TeXHOJ0ruM "groupware" ¢ ucrosnb3oBanueM cpencts Lotus Notes 1 MS.
42) Ocobennoctu opranumzauuu CDJIO, OpPHEHTUPOBAHHBIX Ha HCIOIb30BAHHE
"doctlow"-TexHon0THN.
43) Metoasl u cpeacTBa obecrieueHuss THPOPMAITMOHHON 0€30IaCHOCTH B CHCTEMaXx 3JIEKTPOHHOTO
JIOKYMEHTO000pOoTa.
44) CoctaB U cojJep)kaHuUE OIEpaluil aBTOMATU3UPOBAHHOTO IIJIAHUPOBAHMS, KOHTPOJS U
yIOpaBieHus AeT0BbIMU Tporieccamu.O030p phIHKA IPOrPAMMHBIX CPEJICTB.
45) Cucrema «1C:DneKTpOHHBIN JOKYMEHTOOOOPOTY.

6.2. Onucanne nokasareseil H KpUTEPUEB KOHTPOJIS yCIIEBAEMOCTH, OIIMCAHHE

LIKAJI OLleHMBAHUS

Jlns olleHKM 3HAHWW, YMEHUH, HAaBBIKOB U (OPMUPOBAHUS KOMIIETEHLIMU IO JUCHUIUIMHE
IIPUMEHAETCS TPAAULUOHHAS CUCTEMA KOHTPOJISA ¥ OLICHKU YCIIEBAEMOCTH CTYJIEHTOB.

Buabl TEKYLIET0 KOHTPOJA - TCCTUPOBAHUC, yCTHBIﬁ OIIpocC, PpCUHICHUC
MMPAaKTUYCCKUX 3a7a4.

IIpoMe:KyTOYHBIN KOHTPOJIb — 3a4€T

Texkymuil KOHTpOJIb OLICHKM 3HAHUM OCYIIECTBIISIETCS IIPENOJAaBaTelIeM B TEYEHUE BCETO
ceMecTpa IYTEM TECTUPOBAHUA, IPOBEPKU IPAKTUYECKUX 3aJaHUA U YCTHOIO OIIpOCa IOCIE
W3Y4YEHUs KaXKJI0M TEMBI.

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

Pe3ynbpTaThl KOHTPOJS yCIEBAEMOCTH CTYJIEHTOB Ha 3adeTe OIpPEeNesstoTCS OLEHKaMu
«3a4YTEHO», «HE 3aUTCHO».

OneHKa «3a4T€HO» BBICTABIACTCS CTYACHTY, €CJIM BBIIOJTHEHBI U 3allUIICHBI BCE
MIPAKTUYECKHE 3aaHusl, IPEIyCMOTPEHHBIE pabodeil MPorpaMMo, pe3yIbTaThl TECTOBBIX 3aJaHHMA
1 YCTHBIX OTIPOCOB HE HIKE YOBJIETBOPUTEIHLHOM OIICHKH.

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

7. YueoHo-MeToaMUecKoe 1 ”HPOPMAIHOHHOE 00ecedeH e I CIHILIHHbI

7.1 OcHoBHasi iuTEpaTypa

1. bapunosa, E. b. Dnexkrponnsiii apxuB : yueObHoe mocoOue ans By3oB/ E.b. bapunoBa. — Mocksa :
WznatensctBo FOpaiit, 2024. — 166 c. — (Bwicmiee obpazoBanue). — ISBN 978-5-534-16886-0. —
Tekcr : AJICKTPOHHBINA /l O6pa3oBaTenbpHas matdopma Opaiit [caiT]. —
URL: https://urait.ru/bcode/544936

2. Kysuenos, . H. [lenonpousBoactso : yueOHoe mocobue : [16+] / U. H. Ky3neunoB. — 13- u3m. —
MockBa : JlamkoB wu K° 2024, - 406 c. — Pexum pgocryma: 0o MOOANHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=711135 . — bubnwmorp.: c. 312-323. — ISBN 978-5-
394-05683-3. — TeKCT : 2JIEKTPOHHBIM.
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https://urait.ru/bcode/544936
https://biblioclub.ru/index.php?page=book&id=711135

3. Masnsiues, C. JI. YpasneHue 31€KTPOHHBIM KOHTEHTOM : yueOHoe mocooue / C. JI. MansimeB. — 4-¢
u3n. — Mocksa : MaTepHer-YHuBepcurer NMudopmanmonnsix Texnomorunii (MHTYUT), Au Ilu Ap
Memmna, 2024. — 124 c. — ISBN 978-5-4497-2490-8. — Texkct : anekrponnbsii // IludpoBoit
obpazoBarenbhblii pecypc IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/133990.html. —
Pexxwum nocTyma: s aBTOpU3Hp. OIB30BaTeNeH

4. TunoBasi cutyanus: OUHAHCOBBI aHanmu3: 0a30Bble MOHATUS W Kodpduimentsl (M3marenbcTBO
"I'maBuas kaura', 2024) // CI1C KoncynsrantlLmtoc. 2024.

5. Xavarpsia, I'. A. OpraHuzanusi U TEXHOJOTHS PaOOThI ¢ KOH(PHUICHIMAIBHBIMH JIOKYMCHTAMH :
yueonuk mus CIIO / I'. A. Xauatpsn, U. B. Ky3nernoBa. — 2-e u3g. — CapatoB : [IpodobpazoBanue,
2024. — 238 ¢. — ISBN 978-5-4488-1026-8. — Tekct : anmektpoHHbIi // L{udpoBoit 00pa3zoBaTeIbHBIN
pecypc IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/137716.html. — Pexxum nocryma: st
ABTOPH3UP. MOJIb30BaTEIICH

6. Hlanpuna, I'. B. YnpaBnenueckuii u ¢uHaHCOBBIM aHanu3 : yueOHHMK 1yt By30B/ I'. B. llanpuna,
K. B. T'ony6Hmumii. — 2-e¢ usm., nepepad. u pon. — Mocksa : U3mparensctBo HOpaiit, 2024, — 288 ¢. —
(Beiciiee obOpazoBanme). — ISBN 978-5-534-16532-6. — Texkct : anexktpoHHBIH // OOpazoBaTenbHAas
mwiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/538458

7. DnexktpoHHas 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., Tabmn., cxeM. — (YueOHbIe U3AaHUS AT BY30B). —
Pexum poctyna: mo moamucke. — URL: https://biblioclub.ru/index.php?page=book&id=710146 . —
bubnuorp. B kH. — ISBN 978-5-394-05571-3. — TeKcT : 3ME€KTPOHHBIH.

7.2 JlonoJaHUTENLHAS JIUTEPATYPA
1. BenpeneBa M.A., Beprakona }0.B. Mudopmarmonnsie TexHoaoruu ymnpasnenus.- M.: FOpaiit, 2020
2. Kongpatees B.K. Omepanuonnsie cucteMbl W 00004kH: ydeOHO-meTomuy. mocoome / B.K.
Kongapatees, O.C. I'onosuna. MI'Y3, 2017.— Pexxum noctyna: http://www.iprbookshop.ru/10730 - 9bC
«IPRbooks».
3. AsepuenkoB B.M. MHpopmanmoHHbIe CUCTEMBI B MPOU3BOACTBE U 3KOHOMHUKE: yueb. nmocobue/ B.U.
AgepuenkoB, @.0. Jlo36unes, A.A. Tunienko. bpsHckuil rocyaapcTBEHHbIH TEXHUYECKUN YHUBEPCUTET,
2020.— 274 c¢.— Pexxum noctyna: http://www.iprbookshop.ru/6996 - 35C «IPRbooks».
4. MHUcaxoa A.W. Undopmarmonnsie TexHosoruu: yueoHoe nocobue/ Mcakosa A.U., McakoB M.H.—
Tomck: DOnp  Kontent, Tomckuili rocynapcTBEHHBI YHHMBEPCUTET CHCTEM  YIpPaBICHUS H
pamuosnektponuku, 2019.— 174 c.— Pexum pocryna: http://www.iprbookshop.ru/13938 - 3BC
«IPRbooksy.
5. Vtkun B.b. MHdopmaimoHHble CHCTEMBI U TEXHOJIOTHMH B SKOHOMHKE: yueOHHMK. HOHuTH- [lana,
2020.— Pexum noctyna: http://www.iprbookshop.ru/7040 - OBC «IPRbooks».

6. Yexmapes O.B. BorunicnurtensHsle cuctemsl, cetu 1 kommyHukanuu. JIMK Ilpecc, 2019— Pexum
noctyma: http://www.iprbookshop.ru/5083 - 3BC «I PRbooks».

8. Ilepeuens pecypcoB HHPOPMAMOHHO-TEJEKOMMYHHKALMOHHOM CeTH
«HTEepHeT», HEOOXOAUMBIX /115l 0CBOCHM S TUCHHUILINHBI (MOXYJIs1)

1. KoncynpTaHT+ (IMIIEH3MOHHOE IPOTPaMMHOE 00€CIICUeHHE OTEYECTBEHHOTO IIPON3BOICTBA)
2. http://www.garant.ru (pecypchbl OTKPBITOT'O JJOCTYIIa)

3. https://elibrary.ru - Hayunas snexrponnas 6uommorexka eLIBRARY.RU

(pecypChIOTKPBITOTO JIOCTYTIA)

4. https://www.rsl.ru - Poccuiickas 'ocynapcrBennas bubnnoreka (pecypcbl OTKPBITOIO JOCTYIA)

5. https://link.springer.com - MexayHapoaHas pecdepaTuBHas 0a3a JaHHBIX HAYYHBIX H3JIaHHUH
Springerlink (pecypchl OTKpPBITOTO 10CTYyIIA)

6. https://zbmath.org - MexnayHnapoanas pedepaTuBHas 0a3a JaHHBIX Hay4yHbIX u3gaHuii zbMATH
(pecypchl OTKPBITOTO JTOCTYTIA)

7. http://window.edu.ru - WHpopmanmonnas cucrema "EnmHoe OKHO JocTyma K 00pa3oBaTeIbHBIM
pecypcam”

8. https://openedu.ru - «HammonampHast miardopma OTKPBHITOrO 00pa3oBaHUs» (PeCypchl OTKPBITOTO
JIOCTYTIa)
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9. IlepedyeHb NPOrpaMMHOro obecrne4yeHHs1 H HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

Tabmuma 9
IlepeyeHb NpPOrpaMMHOro obecrnedeHnst
HaumeHnoBanue
. T'on
Ne | paspgena yueOHoOM HaumeHnoBanue
Tun nporpaMmmsI ABTOp pa3pador
n/n AUCUHMITUHBI NPOrpaMMbIl i
(Mmony.Jist)
[TepconanbHbIi
Tema 7 P .
MH(POPMAIIOHHBIH
Opranuzanus MeHEIDKED C
1 CHCTEMBI MS Outlook p Microsoft 2007
GbyHKIHSIMA
3MEKTPOHHOTO
MOYTOBOTO KJIHEHTA U
JIOKYMEHTO00O0pOTa
Groupware
Tema 9
Opranuzanus Cucrema
2 CUCTEMBI 1C:JlokymeHTOO00pOT 3JIEKTPOHHOIO Microsoft 2017
AJIEKTPOHHOTO JIOKYMEHTO000pOTa
JIOKYMEHTO000poTa
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10. Onucanue MmaTepuaibHO-TeXHUYECKOH 0a3bl, HEOOXOAMMOI 11l
ocyuiecTBJIeHHs 00pa30BaTEIbLHOIO NPoIecca Mo JUCHUILINHE

Tab6mauma 10

CBeennst 00 00eClIe4YeHHOCTH CIIENHAIN3UPOBAHHBIMY AYIUTOPUIMHU, KAOUHETAMHU,
JadbopaTopusiMu

HaumeHnoBaHue cnenuaJbHbIX
noMeneHu ¥ moMeneHu
IJISI CAMOCTOATEILHOM
pa6oTbl (Ne yueOHOTO
Kopmyca, Ne ayiuTOPHH)

OCHAIIEHHOCTH CIeNUAJILHLIX NOMEIEeHNIT U IOMeIeH i
JJISI CAMOCTOSITEJIbHOM padoThI

Aymuropust Ui POBEAEHUS
3aHATUN  JIEKIIMOHHOIO  THIIA,
3aHATUH CEMHHApPCKOIO THIIA,
KypCOBOI'O
HPOEKTUPOBAHUS(BBINOIHEHUS
KYPCOBBIX pa0oT), TPYNIOBBIX U
UHJIUBUTy aJIbHBIX
KOHCYJIbTali, TEKYILEro
KOHTPOJII M IPOMEXYTOUYHOU
arrecranuu (kad. Ne 427 u).

29 ctonoB, 78 CTyAE€HYECKUX MECT, CTOJ ISl MpernoaaBaTes,
CTyJl IJisi TpernojaBaresisi, TOCKa; CTOJ s coBemanuii, 10
CTyJbeB; HWH(GOPMALMOHHBIE CTEHIbl.  MyIbTUMEANIHOE
obopynoBanue: npoekrop Sanyo PLC-XU111 4000 ANSI Im
1024*768, Dkpan Draper Diplonat (1:1)84/84" 213-213 MW,
HOYyTOYK Asus F3K ¢ BeixonoM B HTEpHET M yCTaHOBICHHBIM
MIPOrPaMMHBIM 00ecTieYeHUEM

[Iporpammuoe obecrieuenne: 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 / JIunensuonusiit qoroBop No77-
089/1013/20 o nepenaye npaB Ha UCTOIB30BAHNE IPOTPAMM OT
05.06.2020); Google Chrome (Freeware)

AynuTtopust AN TIPOBENCHUS
3aHATUN  JIEKIMOHHOI'O  THIIA,
3aHATUNA CEMHHApPCKOrO THIIA,
KypCOBOT'O MIPOEKTHUPOBAHUS
(BBITIOJIHEHUSI KYPCOBBIX padoT),
IPYNIOBBIX U MHIUBUAYAIbHBIX
KOHCYJIBTAITUH, TEKYIIETO
KOHTPOJISI W MPOMEXKYTOUHOM
arrectanuu (kab. Ne 436 H).

[Iepeuens obopyoBanus: 18 cTosos, 52 cTyna, 40CKa, CTOJ AJs
mpernojiaBaTens, CTyJ JUIsl MpenojaBareis, UHQOpMaIMOHHbIE
cTeH/bl. MynbTUMenuitHOE 000pyaoBaHHe: NPOEeKTOop Acer
X1226H DLP Projector, skpan /uis npoekropa Cactus Triexpert,
HOYTOYK Asus F3K ¢ Beixonom B HTEpHET U yCTaHOBJIEHHBIM
IIPOrpaMMHBIM OOecrieueHueM

[Tporpammuoe o6ecnieuenue: Microsoft Office Professional Plus
2007 (Microsoft Open License Ne42906552 ot 23.10.2007,
Microsoft Open License Ne43061896 ot 22.11.2007, Microsoft
Open License Ne46223838 ot 04.12.2009); Microsoft Office
Standard 2007 (Microsoft Open License Ne43061896 ot
22.11.2007, Microsoft Open License Ne46223838 or
04.12.2009); Microsoft Office (Microsoft Open Value
NeV6803162 ot 15.06.2020 / JIunensuonuslii goroop Ne77-
089/1013/20 o mepenave npaB Ha UCHOIb30BaHUE IPOrPaMM OT
05.06.2020); Google Chrome (Freeware)

Aynutopust AJi1l  TPOBEACHHUS
3aHATUM  JIEKIMOHHOTO  THIIA,
3aHATUNA CEMUHApPCKOrO THIIA,
KypPCOBOTO IIPOEKTUPOBAHHUS
(BBITIOJIHEHUST KYPCOBBIX paboT),
IPYNIOBBIX U WHIWBUAYAJIbHBIX
KOHCYJIbTalUH, TEKYILEro

Kowmmerorepasie ctonbl (15 mT.); crymbst (15 mir.); paGouee
MECTO TIperojiaBaTelis; JOocka ydeOHas; 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.); KOMIOBIOTED:
I[M9BM"Karin Klerk" (9 mt.), mogkmtodennsie kK cetu IHTEepHET.
[Iporpammuoe obGecniedenue: Google Chrome, Cucrema
Koncynsrantllimtoc, Microsoft Office
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KOHTPOJII W MPOMEXKYTOYHOU
attecranuu (kad. Ne 424 n)

[Tomemenune i | 11 cronos, 24 cryna, cron Juisi mpenojaBaTens, CTYJd JUIst
CaMOCTOSITENIbHOM paboThl | mpenoaBaTens, J0cka, HH(HOPMALMOHHBIE CTEH/IbI
obOyuarontuxcs (kab. Ne 423 n).

[Tomemenune st | Kommbrotepusie cronsl (15 mir.); crynes (15 mT.); pabodee
CaMOCTOSITENILHOM paboThI | MECTO TMpemnojaBaTens; JocKka YyueOHas; pabodas CTaHUuUs

obOyuaromuxcs (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 1mT.); KOMIOBIOTED:
I[I5BM"Karin Klerk" (9 mir.), moakmtodeHHble K ceTu IHTEepHET.
[Iporpammuoe oOecneuenune: Google Chrome, Cucrema
KoncynwsrantlImtoc, Microsoft Office

11. MeToauyecKkue peKOMeHIAIUH CTYAE€HTAM [0 OCBOEHH IO TN CIUTLINHBI

OO6pa3zoBarenbHbIA MpoIece M0 AUCHUIUIMHE OPraHU30BaH B (GopMe y4eOHBIX 3aHATHI
(koHTaKTHasE paboTa (ayJUTOPHOM W BHEAYTUTOPHOI) OOydYaromuXcs C TpenojaBareieM |
caMocCTosTeNIbHasE paboTa oOydarommxcs). Y4eOHble 3aHATHS (B TOM YHCIE 1O peaau3aiiu
NPaKTUYECKON MOATOTOBKH) MPEACTABICHBI CICAYIONMMH BUIaMH, BKIIOYasl yUeOHbIC 3aHATHS,
HaIllpaBJICHHBIC Ha IMPAKTHYCCKYIO IIOATrOTOBKY 06yqa}01111/1xca U TOPOBCACHUC TCKYLIETO
KOHTPOJIS YCIIEBACMOCTH:

JIEKIUH (3aHATHUS JEKIIMOHHOTO TUTIA);

MPAKTUYECKHE 3aHITHSI; CAMOCTOSTEIbHAS

paboTa 00yUaromuxcsl.
Ha y4eOHBIX 3aHATHSIX OOyYaromIuecsl BBITIONHSIOT 3alJITAaHUPOBAHHBIC HACTOSIICH MPOrpaMMOi
OTJIeNbHBIE BHUJBI YYEOHBIX pabOT, B TOM UHCIE OTAEIbHBIX 3JIEMEHTOB padOT, CBS3aHHBIX C
Oynyuiei nmpodeccuoHaTbHON 1eITeTbHOCTRIO.

[Tpu u3yueHnn Kypca 1eaecoodpa3Ho MpUAepKUBATHCS CIEAYIONIEH OCIeI0BaTEeNbHOCTH:

1. Jlo nocewenus nepgoti 1ekyuu.

a) BHUMATEJIbHO MPOYUTATh OCHOBHEIE MTOJIOKECHHUS IIPOTPaAMMBI Kypca,

0) mo100paTh HEOOXOAUMYIO JIUTEPATYPY U O3HAKOMUTHCS C €€ COACPKAHUEM.

2. Ilocne nocewenus nexyuu.

a) yri1yOJIeHO U3YYUTh OCHOBHBIE MOJOXKEHUS TeMbl IPOTpaMMBbl [0 MaTepuaiaM JEeKIHH U
PEKOMEHTyEMBIM JINTEPATyPHBIM HCTOYHHUKAM;

0) JOMONHUTH KOHCHEKT JEKIUU KPaTKUMH OTBETaMHU Ha Ka)Ibl KOHTPOJIBHBIM BOIpPOC K
TEM€ U MPU BO3MOXKHOCTHU BBIITOJHUTD 33JJaHHUE JJIS1 CAMOCTOSITEIbHOM paboThI;

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

MIOATOTOBUTHCS K IIPAKTUYECKUM 3aHATHUSAM.

3amaHus A5 CaMOCTOSATENbHOM paboThl CTYAEHTOB SIBJISIOTCS COCTABHOM YacThIO0 y4eOHOTO
nporiecca. BrimomHeHne 3a1anuii CrmocoOCTBYET:
v’ 3aKpeIIeHHIO U PACIIMPEHHIO MTOYYEHHBIX CTYICHTAMH 3HAHMI [0 H3y4aeMbIM BOIPOCAM B
pamkax yueOHOU aucuuIuinHbl «MckyccTBeHHBINH HHTEEKT B ATTK»

v/ pPa3BUTHIO HABHIKOB PabOThl ¢ HOPMATHBHO — HPABOBBIMH JOKYMEHTAMH ¥ CIICHHATBHOI
JIUTEPaTypou;
v/ DPa3sBUTHIO HABBIKOB 0GOGIICHHS U CHCTEMATH3ALHH HHAOPMALIHIL

‘/ q)OpMI/IpOBaHI/IIO MPAKTUYICCKUX HABBIKOB 110 IIOATOTOBKE IINCBbMECHHBIX
3aKJIIOUYCHUH;
‘/ Ppa3BUTHUTIO HABBIKOB aHaJin3a )41 HUHTCPIpCTAUN JAHHBIX CTaTUCTHKMU,

BBISIBJIEHUS TEHICHIIMNA N3MEHEHUS [TOKA3aTeIIEH.
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BaxxHOCTH caMOCTOSATENBHOM pabOTHI CTYIEHTOB O0YCIIOBJIEHA MOBBIIIEHUEM TPEeOOBaHUH K
YPOBHIO MOJTOTOBKH CHEIHAIMCTOB B COBPEMEHHBIX YCJOBHUSX, B YAaCTHOCTH, HEOOXOAMMOCTHIO
NpUOOpPETeHUs] HABBIKOB CAMOCTOSITENIbHO HAXOMUTh MH(POPMALHUIO B PA3IMYHBIX MCTOYHUKAX, €€
CHCTEeMaTH3HpOBaTh, [aBaTh OIEHKY KOHKPETHBIM IPaKTHYECKUM CHUTyalMsM; cOOUpaTh,
aHAJM3UPOBATh HCXOAHBIC JaHHbIE, HEOOXOIWUMBIC ISl BBINOJHEHHS TIpaUUYeCKUX IMPOEKTOB;
OCYLIECTBIISAITH COOp, aHAIN3 M 00pabOTKY NaHHBIX, HEOOXOAMMBIX ISl PEIICHUS ITOCTABICHHBIX
3ajay.

3amaHus A7 CaMOCTOSITENIBHOM PaOOTHI BBINONHSIOTCS CTYJCHTAaMH BO BHEAyJHUTOPHOE
BpeMS.

Buabi u gopMbl 0TPAOOTKH NPONYIIEHHBIX 3aAHATHI

CryneHT, ponyCTUBIINIA JIGKIMOHHBIE 3aHATHS 0€3 YBaKUTEIHHON IPUYUHBI, 00sI3aH
MOJIrOTOBUTH pedepaT 1o TeMe MPOIMYIIEHHbIX JEKIHH 1 3aIUTUTh €ro Ha OLIEHKY HE HIKE
yIIOBIIETBOPUTEIbHON. CTY/IEHT, HE OTPaOOTABIINI JIGKIIMOHHBIE 3aHATHS, HE TOIYCKAeTCs K
UTOTOBOMY TECTY I10 AUCLIUILUIMHE.

[Tpomycku NpakTUYECKUX 3aHATHI JOJIKHBI ObITH OTpaOOTaHbl B KOMIIBIOTEPHOM KJlacce —
CTYZEHT JOJDKEH BBIIIOJIHUTH BCE IIPEAYCMOTPEHHbIE pabodell IporpaMMoil MpakTUYECKUe 3aJaHMsl.

CryneHt, He 0TpabOTaBIINI MPOIYIIEHHBIE 0€3 YBaKUTEIBHOMN MPUYUHBI 3aHATHS U HE
CIaBILUI Ha MOJIO)KUTEIbHYIO OLIEHKY UTOTOBBIM TECT IO JUCUUIUINHE, MOIY4YacT OLICHKY «HE
3a4TEHO» HA MIPOMEKYTOYHOU aTTECTALUH.

12. Meroauyeckue PpeKOMEHAAUMH TMpeNnoAaBaTesiM M0 OpPraHu3anuu oOy4YyeHUsi 1O
JTUCIHUIIINHE

JUig naydiiero yCBOCHMs Marepualla CTYACHTAMM IIPENOJaBaTENI0 PEKOMEHIAYEMCS B IIEPBYIO
ouepelb O3HAKOMUTb MX C IIPOrpaMMOM Kypca M KpAaTKMM M3JI0)KEHHEM Marepuana Kypca,
IPEJCTaBICHHOTO B 00pa30BaTEIbHOM MporpaMMe AUCHUIUIMHBL. Jlanee Ha JIEKIIMOHHBIX 3aHATUAX
IIpenoaaBaTellb JODKEH JOBECTH A0 CTYIACHTOB TEOPETHMYECKMM MaTepHas COIVIACHO TEMAaTHKE U
COJIEPKaHUIO JIEKIIMOHHBIX 3aHATUH, IPEICTABIECHHBIX B pabouell mporpamme.

Jlekuuu  SBISIIOTCA  OJHUM W3  OCHOBHBIX HHCTPYMEHTOB  OOY4YeHHs CTYJEHTOB.
WHbopManoHHbIHN MOTEHIIHAN JIEKLIUHU IOCTATOYHO BBICOK.

1. Dro comepkarenbHOCTh, TO €CTh HAJIMYKE B JIEKIIUH TPOBEPEHHBIX CBEICHU;

2. MHbopMaTUBHOCTH - CTENIEHb HOBU3HBI CBEJICHUH, IPENOIHOCUMBIX JIEKTOPOM;

3.  JuddepeHunpoBaHHOCTh UH(OPMALIUH:
- (akTHuecKas, pacKpbIBaroIasi HOBbIE OJXO0/IbI, Pa3pabOTKH, UeH HAyYHOH
MBICJIH;

- OLICHOYHasdA, ITIOKa3bpIBaroniasa, Kak 1 KaKum 06p2130M CKJIaAbIBAXOTCA UJIH
(bOpMI/IpyeTCH B HAYKC U IPAKTUKE TOT WJIN HHOMH MMOCTYJIAT, B3I, ITOJIOKCHUC,

- peKOMeHJIaTeHI)HO-HpaKTI/I‘IeCKaﬂ I/IH(i)OpMaHI/IH - JaHHBIC O KOHerTHBIX HpI/IeMaX,
METOJIaX, MPOoLeaypaxX, TEXHOJIOTHUSIX, UCTIOIb3yEeMbIX B YIIPABIECHUU TPYIINIaMU, IPOU3BOJACTBOM;
00IIIECTBOM.

HayuHblif moTeHIIMaN JEKIUH BKIIOYAET HAyYHBIE COOOIIEHUS (TeopeTHUecKue 00OOIIeHHUS,
CbaKTI/I'-IeCKI/Ie JOKa3aTejIbCTBa, Hay‘-IHI)Ie 06OCHOBaHI/I$[ q)aKTI/I‘-IeCKI/IX BBIBOJOB, paCCTaHOBKa
aKIIEHTOB TIPHU HCIIOJIL30BAHUHM HOPMATHUBHO-TIPABOBOM 0a3bl, PETYIHUPYIOIIEH paccMaTpUBaeMBbIii
BUJI JICSITCILHOCTH..

B cBs13U ¢ BBINIEHU3I0KEHHBIM, BaXXHO HAYYUTHCS MPABUIBHO KOHCTIEKTUPOBATH JIEKIIMOHHBIN
MaTepuaia. OTO He O3HAYaeT, UYTO JICKIIMU HYXHO 3aIllMChIBATh CIIOBO B CJIOBO, CIIEIyET 3alUCHIBAThH
camMoe TJaBHOE, TO €CTh KIIOUEBBIC CIIOBA, MOJIOKEHHS M OINpeAeNeHHs, JelaTh CHOCKH Ha
HOpMaTUBHBIC aKThl. COOCTBEHHO CIIOBO
«KOHCIIEKT» TPOUCXOAMWT OT JIATUHCKOTO conspectus -0030p, KpaTKOe H3JI0KEHHE COICp KaHUS
KaKoro-amubo counHeHus. Kpome Toro, He0OXOAMMO OTMETHUTh, YTO BEJACHHE KOHCIICKTOB, WHAYEC
3an1/1ce171, CBsA3aHO C JIyqHimm 3aIlIOMHUHAHUEM MaTepHana KaK JICKOUMOHHOI'O, TaK M 4YHUTAaCMOI'O.
Crnenys mpaBWJIaM: «9WTal U THIIN», «CIYIIAd W MU, MOKHO YCITCIITHO OBJIAJICTh 3HAHUSAMU, HE
HpI/IGGI‘aH K JOITOJIHUTCIIbHBIM YCI/IHI/ISIM.
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OpHako, KOHCHEKTHPOBATH JICKIIMH HEOOXOIUMO TakuM 00pa3oM, YTOOBI CKIIAABIBAJIOCH
BIIOJIHE OTpEJIeICHHOE NMpPEACTaBIeHNE O TOW WIM MHOW mpobjeMe, TO ecTh Ce MOCTAHOBKE,
MOCIIEACTBHAX U MyTAX pemeHus. Takxke moanexxut paboTars u ¢ 1000 ureparypoit. B mporecce
O3HAaKOMJICHHUSI C TEKCTOM CTOMT, J1a U HEOOXOIUMO 0OpamaThCsi K CIOBapsM; M CIIPABOYHHUKAM,
BBINKCHIBAsE HOBBIE CJI0BA, TEPMHHBI, CIIOBOCOUCTAHMS, MHTEPECHBIE MBICIIU U IPOYEE.

Hcnonp3oBanne HOBBIX MH()OPMALMOHHBIX TEXHOJOTHH B IMKJIE JIGKIUA M MPAKTHYECKUX
3aHATUH MO JUCHUIUIMHE TO3BOJISIIOT MaKCHUMaibHO 3()()EKTUBHO 3a7EWCTBOBATH U HCIIOJIB30BATH
MHQOPMAIIMOHHBIN, WHTEIUICKTYAIBHBI M BPEMEHHOM MOTEHNIHAN, KakK CTYJICHTOB, TaK H
mpernojaBaTeNeil Uil pealiM3aluu  MOCTaBJICHHBIX Y4eOHBIX 3amad. [Ipexnme Bcero, 3To
BO3MOXKHOCTb ITPOBECTH B HAINIAAHOW (hopMe HEOOXOAMMBIN MOBOPOT OCHOBHBIX TEOPETHUECKHX
BONPOCOB, OOBSICHUTh METOAMKY peIIeHHs NpOOJeMHBIX 3agad y4eOHOH CHUTyalluu W
aKTHBH3MPOBATh COBMECTHBIH TBOPYECKHI WpollecC B ayAMTOPHHM. B naHHOM ciiydae Takke
obecrieunBaercsi oOyvaromuii 3¢ddekr, mockonbKy uHGpOpMAIMA HaA claijax HOCUT WU
0000maromMii XapakTep yK€ HM3BECTHOIO Y4eOHOTOo MaTepHana, WM SBISIETCS JUIS CTYICHTOB
MPUHIUIHAIBLHO HOBOK. OCHOBHBIE IEJIN MMPAKTHYECKUX 3aHITHI:

- WHTErPUPOBATH 3HAHUS, [IOJYYECHHBIE 110 IPYTUM JUCLHHUIIIMHAM JaHHOTO
HaIPaBJICHUS U aKTMBU3UPOBATH MX HCIOJb30BAaHUE, KaK B CIIy4ae PELICHUS MOCTaBICHHbBIX
3a/1a4, TaK U B JAJIbHEHUIIEH IPAKTUYECKON JEATENbHOCTH;

- INOKa3aTb CI0KHOCTb U B3aMMOCBA3aHHOCTH HpO(beCCI/IOHaJIBHLIX HpO6HCM, pemacMbIX
CricquaJIuCTaMu pa3sHbIX HaHpaBHeHI/H\/JI B ICIAX JOCTHUKCHUA MaKCHMaJIbHOM 3(1)CI)GKTI/IBHOCTI/I
PCUICHUA HpO(beCCI/IOHaHLHbIX 3aaa4.

Jns 3akpenyieHus y4eOHOro MaTepuaja Ha CEMHUHAPCKUX U MPAKTHUECKUX 3aHSITHUSIX CTYJIEHTBHI
BBICTYIAIOT C JOKJIaJaMH, PELIaloT KOHKPETHBIC 3a/1ayl, MAaKCUMAIbHO MPHUOIMKEHHbBIE K pealbHbIM
IIPOU3BOJICTBEHHBIM CUTYALIUSM.

Kak B noxmanme, Tak U B pedepaTe NPUHITO paccMaTpUBaTh MOCTAHOBKY MpPOOJIEMBI, ee
aKTyaJIbHOCTb, MPAKTUYECKYI0 pealn3aliio C ONPEEIIEHHEM H3BECTHOTO B3IVIsIa Ha Ipodiemy.
XKenatenbHo, 4yTOOB! OBLIM OTPaXKEHBI: AKTYaJIbHOCTh M NPAKTHYECKas 3HAYUMOCTh BBIOpaHHOM
TEMbI, OTPaXEHUE €€ B HAYYHOW JMTepaType, U3JI0KEHa CyTh U COJAEp)KAaHUE TEMbl, BOZMOKHbIE
HaIIPABJICHUS PA3BUTHS, a TAKXKE BBIBOBI U MPEIJIOKECHHUS.

Heckonbko MHOE 3HAaU€HHE UMEIOT TECTOBbIE pabOThl. DTO TaKkKe MPOBEPKa YPOBHS 3HAHHM,
NpUOOpeTaeMbIX CTYJIEHTAMU Ha JIEKIMAX M MPH CaMOCTOSTENbHON pabore. OHM BBHIMOIHAIOTCS
MMCBMEHHO U CAAIOTCS JUIsl POBEPKH MPENOoIaBaTENo.

AHanmu3 KOHKPETHBIX CHUTyallMil Takke HeceT B ce0e oOyyaromlyro 3HAYUMOCTb. 37eCh
TOPU30HT BO3MOXKHBIX HAIlpPaBJICHUN OYEHb HIMPOK. MOXKHO MCHOJIB30BaTh Kak peajbHbIC, TaK U
y4eOHBIE CUTYALINH.

Ecnum mo kakuMM-TO NpUYMHAM CTYAEHTOM OBbUIO MPONYIIEHO 3aHsTHEe, HEO0O0XOAWMO B
KpaT4yallllie CpOKM Ha3HAYUTh JaTy OTpabOTKM 3aHATHS B COOTBETCTBHUM C T'paUKOM
KOHCYJbTaluil npenogasareis. CTyJIeHT TOJKEH CaMOCTOATENBHO Pa300paTh MPOIMYIIEHHYIO TEMY
(BOCCTAaHOBUTH KOHCIEKT JIEKIIMM, pa3o0paTh 3a/JaHus MPAKTUYECKOTO 3aHATHSA), BBIIOIHUTD
CaMOCTOSITENIbHOE 3a/1aHUE T10 MPOIYIIEHHON TeMe U 3alIUTUTh ero. {1 0TpaOOTKU MpPOIMyIIEHHBIX
3aHSATUA  HEOOXOIMMO  MPEUIOKHUTh  CTYACHTY  BBINOJIHUTH WHJIUBUIYaJbHOE  3a/IaHuUE,
3aKIIIOYaloIIeecss B PEIIeHUH 3a/Jaud IO MPOMYUIEHHOM TeMe ¢ MOJIPOOHBIMH IMOSICHEHUSIMHU,
o(OpMIIEHHOE B BHJI€ METOJIMYECKUX YKa3aHUU 100 Mpe3eHTaluH.

3asepuiume uzyuenue OUCUUNIURDL YEECO0OPA3HO GbINOIHEHUEM MECHOEG 015 NPOGEPKU
yceoenusn yueonozo mamepuana. Iloooonwiii nooxo0 no3zeonum cmyoeHmam JA02UYHO U
noci1e006amenbHO 0C6AUEAMb MAMEPUA U YCHEUWHO RPOUMU UMOZ06YI0 AMMeCmayuio.

Ecnu mo 3aBepiieHnu ceMecTpa y CTyJ€HTa OCTalIMCh HE 3allMIIEHHbIE MPaKTHYECKHE
paloThl, BHIOJHEHHbIE HA KOMITBIOTEPE, OO HE BBIOJHEHHBIE CAMOCTOSTENbHbIC 3aJaHHs WU
TECThl, a TakXKe He OTpabOTaHHbIE NPOMYIIEHHBIE 3aHATHA, MpPU claade 3auéra CTYICHTY
IIpeJIaratoTcs Ui BHIIOJHEHUS TONOJHUTENbHBIE 3a1aHUs IO COOTBETCTBYIOIIMM TEMaM.

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

Iporpammy paspa6oraiu: e Typuaesa WL, k.51 OIEHT
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