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1. AHHOTANMA K ANCIUILINHE

PabGouass mporpamma guctumuinHbl «CHcTeMa yOpaBlieHHS JOKYMEHTOOOOPOTOM»
cocraBieHa B cooTBeTcTBUM ¢ TpeOoBaHusiMu PI'OC BO 1o HampaBieHUIO MOATOTOBKHU
38.03.02 MenemxMmeHT (YpOBeHb OakallaBpuara), YTBEPKJICHHOTO IPHKa30M MUHHUCTEPCTBA
HayKu ¥ Bbiciiero oopazoBanus PO ot 12.08. 2020 r. N 970.

PaGouas mporpamMma coAepkKHUT oOs3aTeibHbIe JUIS M3YYEHUS TEMbl MO TUCIHUIUIMHE
«Cucrema ynpasieHHUsl JOKyMEHTO000pOoTOM». JIMCIUIITMHA JJaeT LeIOCTHOE MPEACTaBICHUE O
Hesix, 3a7a4ax U QyHKUUAX yIpaBlieHUs JOKYMEHTOOOOpOTOM.

MecT0 AMCUUIVIMHBI B CTPYKTYPe OCHOBHOI NMPo(hecCHoHANbHO 00pa30BaTeIbHOM
NMPOrpamMMbl

Hacrosmas aucuumiamHa BKJIIOYEHa B 4acTh, (OpPMHUPYEMYIO  y4aCTHUKaMU
oOpa3oBaTenbHbIX OTHOUICHUH, bioka OT/]. dakynbraTHBbl y4eOHBIX IIAHOB MO HAIIPABJICHUIO
noarotoBku 38.03.02 MeHeKMEHT, YpOBEHb OaKkaaBpHara.

JucuumimHa u3ydaercs Ha 3 Kypce B 6 ceMecTpe Uil OYHOW W 3a04HOU (popmam
o0ydeHwus1, Ha 4 Kypce B 8 ceMecTpe I OYHOK-3a09HOM popMbl 00yueHus, hopma KOHTPOIIS -
3auér.

Henp wu3ydyeHuss IUCHUIJIMHBI. (QOPMHUPOBATHL Yy CTYICHTa HAaBBIKH pPabOTBI C
JOKYMEHTAaMU M pELICHUS 3a/]ay, CBA3aHHBbIE C MEPEeXoJoM K 0e30yMaXHOW TEeXHOJIOTUU
YIOpPaBJICHUS SKOHOMUYECKHMMH CHCTEMaMH, MX 0O0pabOTKe, XpaHEHHWIO, MOWUCKY W Tepeaaydu
uHpopmanuu.

3agaumn u3ydeHus AUCHUNIHHBI:

- U3y4YEeHHE KJIACCOB SKOHOMUYECKHUX CUCTEM, COep KaHul (PyHKIMI OU3HEC-TIPOIIECCOB;

- COJIEp’)KaHME CUCTEMBI JJOKYMEHTOO0O0pOTa;

- BUJIbI IOKYMEHTOB U MX CBS3H ¢ OM3HEC-TIPOIIECCAMU;

- W3y4YCHHUE MPOIEIyphl COCTABJICHHS, TOTYUYCHHS, Nepeaadn, oOpadOTKH M XpaHCHHS
JIOKyMEHTaIuu B oduce;

Komnerennun oOy4yawierocsi, ¢opmMupyemMble B  pe3yjJbTaTe OCBOEHUSA
JUCHMILIMHDBI:

[IK-3 - BnajgeHWe HaBBIKAMH TPEIIPHHAMATEIBCKOW JICATEIPHOCTH U

MPOBEICHUSI MOHUTOPUHIA PUCKOB B MPOLIECCE pPEAIU3ALMMU IPOEKTa, B TOM YHCIE,

MPOEKTa TOCYAapCTBEHHO-YaCTHOT O TapTHEPCTBA



2. IlepedyeHb NJIAHUPYEMBIX Ppe3yJbTATOB OOy4YeHMHS,
IUVIAHMPYeMbIMH  pe3yJibTAaTAMH  OCBOEHHMSI  OCHOBHOW
o0pa3oBaTeJIbHOM MPOrpamMMbl

[Ipouiecc m3ydeHus NUCUUIUIMHBI HampaBiieH Ha (GOPMUPOBAHHME KOMIIETEHIIH,
npeaycMmorpeHHsix ®I'OC BO no nanpasienunto noarotoBku 38.03.02 MeHemxkMeHT
(ypoBeHb OakanaBpHara) U Ha OCHOBE MPOEeCCHOHATBHOIO cTaHAApTOB «CIEHAIUCT 110
YIPABJICHUIO PUCKAMMY, YTBEPKICHHOTO MPUKa30M MUHUCTEPCTBA TPYAa U COLUATBHOMN
3amuThl Poccuiickoii deneparuu ot 18 aBrycra 2018 r. N 544H n «Cnennanuct B chepe
YIPaBICHUS MPOEKTaMU TIOCYJAapPCTBEHHO-YACTHOTO NAPTHEPCTBA», YTBEP>KJIECHHBIN
MpUKa3oM MuHHCTEpCTBA TPylla U colManbHOM 3amuThl Poccuiickoit @enepanun ot 20
uionst 2020 roma N 431H, coOTHECEHHBIX C (peepanbHBIM TOCYJAPCTBEHHBIM
o0pa3oBaTeNbHbIM CTAHAAPTOM [0 YKa3aHHOMY HAINpaBJICHUIO MOJATOTOBKH.

COOTHECEHHBIX ¢
npo¢eccuoHaAILHOM

Kon Pe3syabTaTsl Nuauxkaropsl DopMblI
KOMIIeTeHIIU U OCBOCHUSA OIIOII | nocTu:keHUst KOMIETEHIUHA o0pa3oBaTeJIbHOI
(conep:kaHue JAeATeJIbHOCTH,
KOMIIeTeHLIU ) crnoco0CcTByOLINE
dopmupoBanuw wun
pa3BUTHIO
KOMIIETeHII U
K-3 Bnanenne  Hapbikamu | IIK-3.1. Brnameer  naBbikamu | KoHTakTHas pabora:
MPEANPUHUMATENBCKON | MPEeNPUHUMATEIBCKON Jlexun
JIeSITEIbHOCTH U | ACSITETHLHOCTH ¢ Hcronb3oBaHueM | [Ipaktudeckue
MIPOBEICHUS peCcypcoB JOKYMEHTO000poTa 3aHATHUSA
MoHuTOpHUHTa puckos B | ITK-3.2. Nwmeer HaBeiky | CaMocTosATeNnbHAs
IPOLIECCE PeaIu3aLuUU | MPOBEACHHS MOHHTOpHHTa | paboTa
IIPOEKTa, B TOM YUCJIE, | pUCKOB B TIpOIlecCce pealn3anun
MpOeKTa MpOeKTa C  HCIIOJIb30BaHUEM
roCyJapCTBEHHO- PECYpCoOB JOKYMEHTO000pOTa
yacTHOTO MapTHepcTBa | IIK-3.3. Brageer  HaBbikamu
MpeANPUHUMATEIBCKON
JCATCIIbHOCTHU u IMPOBCACHUA
MOHUTOPUHTA PUCKOB B TPOIECCE
peaiMzaniii  MPOEKTa, B TOM
YHCIIe, MPOEKTa TOCYJapCTBEHHO-
4aCTHOTO MapTHEPCTBA c
HCIIOJIb30BAaHUEM pecypcoB
JIOKyMEHT0000poTa

3. O0beM AUCHUILIUMHBI
aKaJeMHYeCKHX 4YacoB,

B 3aYeTHbIX eJIMHHMIAX ¢ YKa3aHHeM KOJIHYecTBa
BbIIEJIEHHBIX Ha KOHTAKTHYI0 padoTry o0yyawinuxcsi ¢

npenojaasareseM (10 BUAaM 3aHATHIA) M HA CAMOCTOSAATEJIbHYI0 padoTy 00y4arommxcs
OO01mmas Tpy10eMKOCTh TUCIUTUTHHBI COCTABIISIET 2 3aYCTHBIX CMHHUIIBI.

3.1 O0bEM TMCUMIIMHBI 0 BUAM YUeOHBIX 3aHATHII (B yacax)

O0BLEM TUCHUILINHBI

Bcero uacos

OovHas
(hopma oOyueHust 3aodHas

00yueHUs

OYHO-

3a04Hast
dhopmadopma obydeHus

OO6mrast TPyT0EMKOCTh AUCIIATLTAHBI

72




KonraktHass pabota  oOydarommxcs C 28 20 8
MpernoiaBareneM (BCEro)

AynuropHas pabora (Bcero): 28 20 8
B TOM YHCIIE:

Jlexun 14 10 4
CEMHUHApBI, IPAKTUYECKUE 3aHATHA 14 10 4
nabopaTtopHbie PabOTHI

BreayauropHast pabora (Bcero): 40 48 60

B TOM 4YHUCJIC:

CamocrosiTennbHass  pabota  0OydaroIuxcs 40 48 60
(BCero)

Bun MIPOMEXKYTOUHOU aTTecTanuy 4 4 4
00yJaroIIerocs - 3a4eT

4. Coaep:xkaHue IMCUMILIMHBI, CTPYKTYPHMPOBaHHOe N0 TemMaM (pa3gejaM) ¢
YKa3aHHEeM OTBeJeHHOr0 HA HHUX KOJHYeCTBA aKaJeMHYECKHX YaCOB M BHIAOB yY4eOHBIX
3aHATHH

4.1 Pa3zgenbl OMCOMIUIMHBI W TPYAOEMKOCTb IO BHAAM Y4YeOHbIX 3aHATHH (B
aKajJjeMHUYeCKHX Yyacax)

AJisl 04HO# (popMBbI 00yUeHH s

Bujani yueOHO padoThl, BKJIIO4Yasg | Buag  oneHoyHOro
CAMOCTOSITEIbHYI0O  padoTy  CTYAeHTOB M | CPeACTBA
TPYA0EMKOCTbH (B yacax) TeKyLlero
«
E 2 KOHTPOJISI
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W3 Hux ayaiuTopHbie |2 S g g y -
9 = | & o 8 § MPOMEKYTOUHOI
3aHATHS S sz!| el o 8§
= 2 I § & § arrecTaunn
O B |2 w2 & (nocemecmpam)
Paznensl U TeMbl
Nen/m A a
JHCIHITMHBI s
=
Bcero « =
2 =
S =
gl g
513
-
2| F2
= = = | ==
(5] = & = =
= 2 o S =
) cu = =%}
@) = . =L
OcHOBHBIE
KOHIIETIIHH
YIpaBJICHHUS
1 JIOKyMeHTooOopoToM, | 6 | 5 1 1 3 Onpoc
0e30yMaKHbIe
TEXHOJIOTHH
yIpaBICHUS
[TonsiTue u
2 6 |4 1 1 2 Komnmoxsruym
CTPYKTypa




SKOHOMUYECKOMI
CHUCTEMBI 30).
Knaccudukanus
(YHKIIUA ¥ JCITOBBIX
rporeccoB DC

IloHsATHS OKYMEHT,
JIOKYMEHTOIOTOK,
JOKYMEHT0000pOT

Ompoc

Haznauenue
Cucremsl
JIOKyMEHTaIIMOHHOTO
Ob6ecneyeHus
YnpapneHus u
Ircoy. Cocras
¢byHKIME mpouenyp,
BBITIOJTHSIEMBIX
CJ10Y

Konnoksuym

CocraBn
Opranu3amoHHO-
PacnopsauTtenbHbIx
HoxymenTtoB (OPJI).
Coneprxanue
MpOLENYPHI
cocrasienus OPJI.

Ompoc

Conepxanue
MpOLEAYPEI
MMOJIy4CHUA u
nepegayd  MOTOKOB
JIOKYMEHTOB

TectupoBanue

CocraB u
coJiepiKaHue
MPOIIETyPhl KOHTPOJIS
HNCITIOJTHUTCJIIBHBIX
JIOKYMEHTOB

Konnoksuym

Conepxanne u
MPOIIETYPhI
(dhopMupoOBaHuUs JIeN U
C/Iayu JIeN B apXUB

Ompoc

[TonsiTue
MH(OPMAITMOHHOM
3KOHOMUYECKOMI
WHPOPMAITUOHHON
CUCTEMBI (HC).
Krmaccer u ctpykrypa
ncC

Komnnoxsruym

10

ITpuHIMIOIBI, METOJbI
U CPElICTBa CO3MAHU
ONeKTPOHHOU
Cucrembl
YnpasneHus
JlokymMeHTO000pOTOM

Ompoc

11

TpeboBanus K
CHUCTEMaM
COCTaBJICHHS
AJNIEKTPOHHOTO
JIOKYMEHTA.

Konnoxsuym




XapaKTepuCcTHKa
CHCTEM COCTaBJICHUS,
BBOJA M XpaHEHUs

e\

12

XapakTepucTuka U
HCIIONB30BaHUE
TEXHOJIOTUHU
hok»

«ad-

Ompoc

13

XapaKTepI/ICTI/IKa u
HCIIOJIb30BaHNC
TCXHOJIOTHH
«groupwarey»

Konnoxsuym

14

OcobeHHOCTH
OpraHU3alMHA PabOTHI
CHCTEM  YIPAaBJICHUS
JIOKYMEHTO000pOTa
knacca «ACKU »

Ompoc

15

CucreMsl
aBTOMaTHu3alnu
JICTIOBBIX MPOIIECCOB

Konnoxsuym

16

OcHOBHBIE
KOHLICTIIUH
YIIpaBICHUS
JOKYMEHTO000pOTOM,
0e30yMaKHbIE
TEXHOJIOTUH
YIIpaBICHHU

Ompoc

17

3auer

UTOI'O

72

14

14

40

4 3ayer

AJIs1 04YHO-3204HO (popMBbI 00yUeHUsA

Neni/mm

Pazgeanl m  TeMBI
JTUCIHHUIITNHBI

Cemectp

Buanl

yueOHOM

CaMOCTOSITEJILHYIO
TPYA0EMKOCTh (B Yacax)

padoty

padoTbl,
CTYEHTOB

BRJIIOYas
Hu

Bcero

N3 Hux ayauTopHblie

3aHATHUSA

CamocTosTe
VIbHAS

KontposabHa
51 paboTa

KypcoBas

Bua  oueHouHoro
cpencTBa
TeKyLlero
KOHTPOJISI
ycneBaeMoCTH,
NPOMEKYTOYHOH
arrecTaumMu

(no cemecmpam)

dlpakTukym. Jlabopartop

Ulexyn

HpaKTI/l'leCK.SaHﬂTI/IH

ceMHHAPBI

OcHOBHBIE
KOHIICTII[UH
YIIpaBJICHUS
JIOKYMEHTO000POTOM,
0e30yMaKHbIE
TCXHOJIOTUHU

Ompoc




ynpaBicHHS

ITonstue Hu
CTPYKTypa
SKOHOMUYECKOH
CUCTEMBI B30).
Kiraccudukarys
(YHKIIMA ¥ OeTOBBIX
npoueccoB IC

Konnoxsuym

[lonsATHsT NOKYMEHT,
JTOKYMEHTOIIOTOK,
JIOKYMEHTO000pOT

Ompoc

Hasnauenue
Cucremsl
JIOKyMEHTaIMOHHOTO
Ob6ecneuenus
VYipasneHus u
Ircoy. Cocras
GbyHKIIMA  TIpotenyp,
BBITTOJTHSIEMBIX

CJIOY

Konnoxsuym

Cocras
Opranu3anuoHHO-
PacnopsianTenbHbIX
HoxymenTto (OPJI).
ConepxaHue
MIPOLIEAYPBI
coctasnenust OPJI.

Ompoc

Coneprxanue
MPOIICTYPhI
MOoJIy4CHUs u
nepeayd  MOTOKOB
JIOKYMEHTOB

TectupoBanue

Cocrasn n
coepkaHue
MIPOIIETYPHI KOHTPOJIS
HUCIIOJIHUTEIbHBIX
JIOKYMEHTOB

Komnnoxsruym

Conepxanne u
MpoLENYpHI
(dbopmupoBaHus aAen U
C/Ia4yu JIeN B apXUB

Ompoc

ITonsiTue
WHPOPMAITUOHHON
SKOHOMHUYECKOI
WHPOPMAITUOHHON
CHUCTEMBI HcC).
Kraccer u ctpykrypa
nC

Komnnoxsruym

10

ITpuHIMIIBI, METOJbI
U CPEICTBa CO3MAHUS
OneKTpoHHON
Cucremebl
YnpapneHus
JlokyMeHT0000pOTOM

Ompoc

11

TpeboBanus K
crucreMam

Konnoksuym




COCTaBIICHHS
JIEKTPOHHOTI'O
JOKYMEHTA.
XapaKTepHuCTHKa
CHCTEM COCTaBJICHUS,
BBOJa M XPAaHEHHUS

oA

12

XapaKTepI/ICTI/IKa u
HCIIOJIb30BaHNC

TEXHOJIOTUH
hok»

«ad-

Ompoc

13

XapaKTepI/ICTI/IKa u
HCIIOJIb30BaHNC
TCXHOJIOTUH
«groupwarey»

Konnoxsuym

14

OcobeHHOCTH
OpraHU3alMHA PabOTHI
CHCTEM  YIpAaBJICHUS
JIOKYMEHTO000pOTa
knacca «KACKHWI»

Omnpoc

15

CucreMsl
aBTOMAaTH3alNH
JIETIOBBIX MPOIIECCOB

Konnoksuym

16

OcHOBHBIE
KOHLICTIIUH
YIIpaBJICHUS
JOKYMEHTO000pOTOM,
0e30yMaKHbIE
TEXHOJIOTUH
YIIPaBICHUs

Ompoc

17

3auer

UTOI'o

72

10 10

48

4 3ager

JJ1s1 3204HOI (hopMBbI 00YUeHH S

Neni/mm

Pa3geanl M TeMBI
JUCIUIIINHBI

Cemectp

Buanl

CaMOCTOATECJIBbHYIO

yueOHoM

TPYA0E€MKOCTh (B Yacax)

paboThl,
paboty

BRJIKOYast

CTYJA€HTOB

)41

Bcero

N3 Hux aynutopHbie
3aHATHSA

CaMocToAT.
padota

KontposanHa
s1 pagora

KypcoBas
nadoTa

Bua ouneHo4yHOro
cpeacTraa
TeKyLero
KOHTPOJIsI
ycrneBaeMoCTH,
MPOMeKYTOYHOMI
aTTecTAllMU

(no cemecmpam)

dlpakTukym. Jlabopatop
ceMHHAPBI

HpaKTH‘leCKSaHﬂTI/Iﬂ

Ulexuu

OCHOBHEBIE
KOHIIEIUHA

4,5

o
ol
o

Ompoc




YIpaBICHHS
JIOKYMEHTOO00pOTOM,
0e30ymMakHbIe
TEXHOJIOTHH
yIpaBIICHHSI

IlonsTue u
CTpPYKTypa
9KOHOMHUYECKOU
CHCTEMBI Q0).
Kiaccudukanus
(GYHKIMIA ¥ JIEITOBBIX
npoueccoB IC

4,5

0,5

Komnoksuym

IloHATHA HOKYMEHT,
JIOKYMEHTOIIOTOK,
JOKYMEHT0000pOT

4,5

0,5

Ompoc

Hasnauenue
Cucremsl
JoKyMEeHTalMOHHOT O
ObecneueHus
Ynpasnenus u
Ircaoy. CocraB
byHKIME mpouenyp,
BBIITIOJTHACMBIX

CI0Y

4,5

0,5

Konnoxsuym

CocrtaB
Opranu3aiuoHHO-
PacnopsiantensHbIX
HoxymenTtoB (OPJI).
Conepxanue
IpOoLERYPHI
cocrasierus OP/I.

4,5

0,5

Ormpoc

Conepxanue
HpOLETYPbI
IMOJIy4CHUA u
nepeays  IOTOKOB
JOKYMEHTOB

4,5

0,5

TectupoBanue

Cocrasn "
coJiepKaHue
MIPOLEAYPHI KOHTPOJIS
HMCIIOJIHUTEIbHBIX
JIOKYMEHTOB

3,5

0,5

Komnoksuym

Conepxanue u
TPOLIEeYPhI
bopMHUpOBaHUS e U
c/lauu JieJl B apXUB

Ompoc

ITonsitue
MHPOPMAITIOHHON
SKOHOMHYECKOM
UHPOPMAITMOHHOH
CHCTEMBI (H1C).
Kiaccer u crpykrypa
nC

4,5

0,5

Komnoxsuym

10

IIpuniunel, MeToabI
U CPEJICTBA CO3JAHMS
ONeKTpOHHOU
CucreMsbl

3,5

0,5

Ompoc
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VYnpasnenus
JloxkymeHnT0060pOTOM

11

TpeboBanus K
cucTeMam
COCTaBIICHUS
HIIEKTPOHHOTO
JIOKYMEHTA. 6 6 1 1 4 Konnoxsuym
XapakTepucTHKa
CHCTEM COCTaBJICHUS,
BBOJAa M XpaHCHHSA

O

12

XapaKTepI/ICTI/IKa nu
HCIIOJIb30BaHNC

TEXHOJIOTHHA «ad-
hok»

6 4,5 0,5 0 4 Omnpoc

13

XapaKTepI/ICTI/IKa u
HUCIIOJIB30BAaHUC
TEXHOJIOInu
«groupware»

6 4 0 0 4 Komnoksuym

14

OcobenHoctu
opranm3anuu padboTHI
CHUCTeM ympaBlieHHs | 6 4 0 0 4 Omnpoc
JIOKyMEHT0000pOTa
knacca «KACKH]I»

15

Cucremsl
aBTOMATH3AINN 6 4 0 0 4 Komnmoxsuym
JICJIOBBIX IPOLIECCOB

16

OcHOBHEIE
KOHIICTIIHH
YIIPaBICHUS
JIOKYyMEHT0000pOoTOM, | 6 4 0 0 4 Omnpoc
0e30yMakHbIe
TEXHOJIOTHH
YIIPaBICHUS

17

3aueTr 4

HUTOI'O 712 4 4 60 4 3ayer

4.2 CopepxaHue IMCHMIUIMHBI, CTPYKTYPHPOBAaHHOE IO pas3fe]aM JJsi OYHOM
(popMbI 00yueHust (A1 OYHO-3204HOH W 3204HOH (opMBbI 00yUeHHs- B COOTBETCTBHH C
n.4.1)

Tema 1. Cooepicanue u ocnosnvle nonamusa oucuyunaunvl «Cucmema ynpaeienus
OOKYMEHmMO0000pomom»

Jlexiust 1. OCHOBHBIE KOHIICTIIIMU YIPaBIEHUS JOKYMEHTOOOOPOTOM, Oe30yMa)KHbIe
TEXHOJIOTHH YITPaBICHUS

Cemunap 1.OcCHOBHBIE KOHIEMIUU YIPaBIEHUS JTOKYMEHTOOOOpOTOM, Oe30ymMa’kHbBIE
TEXHOJIOTHH YITPaBICHUS

Jlexiust 2. Tlomsitue u cTpykTypa skoHommueckoil cuctembl (DC). Knaccudukanus
byHKIMH 1 1enoBbIX mporeccoB DC

Cemunap 2. Ilonsitue u crpykrypa skoHomuueckoi cucrteMbl (DC). Knaccuduxarms
GbyHKIMHI 1 1enoBbIX mporeccoB DC

Jlextus 3. [ToHATHS TOKYMEHT, TOKYMEHTOMOTOK, JOKYMEHTOO00POT

Cemunap 3. . IloHATHS HOKYMEHT, JOKYMEHTOMOTOK, JOKYMEHTOOOOpOT (B3ATO U3
«TPAKTUYECKUE 3aTaHHS)
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Tema 2. Opeanuzauyua OOKYMEHMAWUOHHO20 00ecneueHus ynpaeieHus 6
IKOHOMUUECKOU cucmeme

Jlekuus 4. Haznauenme Cuctemsl JlokymeHTannoHHoro OobecriedueHus YNpaBieHUs U
I'CHOY. CocraB dyukmuit mporeayp, Beimonauasemsix CIOY

Cemunap 4. Hasnauenue Cuctemsl [lokymeHntannonHoro ObecrieueHust YnpaBiaeHUs U
I'CHOY. CocraB dynkiuit mporeayp, Beimoiausemsix CIOY

Jlekuuss 5. CocraB OpranuzanuonHo-Pacnopsnurensubix  oxkymentoB  (OPJI).
Coneprkanue npoueaypsl cocraBieHust OP/I.

Cemunap 5. CocraB OpranuzanuonHo-Pacnopsautensusix  JlokymentoB (OP[I).
Coneprkanue npoueaypsl cocraBieHust OP/]

Jlekmus 6. CopeprkaHue MpoLeayphl OTYyUYEHHUS U TIepeadd TOTOKOB JOKYMEHTOB

Cemunap 6. Coneprkanue Iporeaypbl MOJIyYSHHs U Iepeiadl MOTOKOB IOKyMEHTOB

Jlexuus /. CocTaB U copiepKaHue MPOLEeyPbl KOHTPOJIS UCTIOTHUTEIbHBIX JOKYMEHTOB

Cemunap 7. CoctaB U coJiep:kaHue MpOLeaypbl KOHTPOJIS UCIIOTHUTENbHBIX JOKYMEHTOB

Jlexmus 8. Copepxanue U mpoueaypsl GOPMUPOBAHUS JIENT U CAAYU T B apXUB

Cemunap 8. Coneprkanue 1 nporeaypsl GopMupoBaHUS A€ U Ca4U Je]1 B apXUB

Tema 3. Opzanuzayua Inekmponnoui Cucmemul Ynpaenenusn /JoKymenmoooopomom

Jlekuus 9. IlonaTne MHPOPMAMOHHOW KOHOMHUYECKOH WH(POPMALMOHHON CHCTEMBI
(MC). Knaccs u crpykrypa UC

Cemunap 9. Ilonstne MHGOPMAITMOHHONH SKOHOMUYCCKOW HH(POPMAIIMOHHON CHCTEMBI
(MC). Knaccs u crpykrypa UC

Jlexmst 10. IlpuHUOMITBI, METOABI M CPEACTBA CO3MaHUST DIEKTPOHHOH CuHcTeMbl
Ynpasnenus JlokyMeHTO000pOTOM

Cemunap 10. IlpuHuunel, METOABl M CpEACTBA CO3AAHUSI DJEKTPOHHON CHCTEMBbI
Ynpasnenus JlokyMeHTO000pOTOM

Jlekumst 11. TpebGoBaHusi K cHUCTEeMaM COCTAaBJICHUS DJEKTPOHHOTO JOKYMEHTA.
XapakTepucTruKa CUCTEM COCTaBJICHHUS, BBOJIA U XpaHEHUs D[]

Cemunap 11. TpebGoBaHusi K cucTeMaM COCTaBJIEHUS JJIEKTPOHHOIO JIOKYMEHTA.
XapakTepHUCTUKA CUCTEM COCTABJICHHUS, BBOAA U XpaHeHus D]

Tema 4. Opranu3anusi CHCTeM JIOKYMEHT0000poTa

Jlexuwms 1. XapakTepucTHKa U UCIIOIB30BaHUE TeXHOIoTHH «ad-hok»

Cemunap 1. XapakTepucTuKa U HCIIOJIb30BaHUE TeXHOJIOrHU «ad-hok»

Jlexuus 2. XapaKTepUCTHKA U UCIIOIb30BAaHUE TEXHOJIOTHH «Zroupware»

Cemunap 2. XapakTepUCTHKA U MCIIOJIb30BaHUE TEXHOJIOTHH «groupware»

Jlexuus 3. OcoGeHHOCTH OpraHu3anuy paboThl CUCTEM YIIPaBJIEHUS JOKYMEHTO0OOpOoTa
kiacca «ACKU/»

Cemunap 3. OcoOeHHOCTHM  OpraHu3zalud  pabOTbl  CHCTEM  YIpPaBICHUS
JokyMeHToobopoTa kiacca «ACKN»

Jlexuus 4. CucteMbl aBTOMaTU3aIMH JIETOBBIX ITPOLECCOB

Cemunap 4. OcobGeHHOCTM  oOpraHu3alMd  pabOTBl  CHUCTEM  YIpaBJICHUS
nokymeHToo0opota kiacca «ACKHU Iy

5. IlepeyeHb y4eOHO-METOAMYECKOT0 0OeceyeHusi JJIsi CAaMOCTOSITEILHOI PadoThI
00y4YAKOIIHUXCS 10 TUCHHILINHE

CamocrosiTenbHas pabota oOydaromuxcss Ipu u3ydeHuu Kypca «Cuctema ymnpaBlieHUs
JOKyMEHTOO0OpOTOM»  TpeArnojiaraeT, B TMEpPBYK ouepenb, paboTy ¢ OCHOBHOH U
JIOTIOJTHATENILHON JuTeparypoid. Pesymbratramu 3Toil pabOThI CTAaHOBSTCS BBICTYIUICHUS Ha
MPAKTUYECKHUX 3aHATHUAX, YUACTUE B OOCYKICHHUH.

Meroanka caMOCTOSTETFHON PabOThI IPEIBAPUTEIHLHO PA3bICHIETCS MPEIoaaBaTesieM 1
B MOCJIEIYIOIIEM MOXET YTOYHSTHCS C YU€TOM MHAMBUAYAIbHBIX 0COOCHHOCTEH 00YyYaroIuXCsl.
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Bpemss um Mecto caMOCTOSTENbHOM paboOTHl BBHIOMpAIOTCS OOYYaIOIIMMHUCS IO CBOEMY
YCMOTPEHHIO C YYETOM PEKOMEHAlUN IpenojaBarTesl.

CamocrodaTrenbHy0 padoTy HaJ AMCUUIUIMHOM ClIeAyeT HauWHATh C M3ydeHus paboueit
IporpaMMbl JUCHHUIUIMHBL «CHCTEMa yNpaBJIEHUS JOKYMEHTOOOOPOTOM», KOTOPAsl COIEPHKHT
OCHOBHBIC TpeOOBaHMS K 3HAHHIM, YMEHHUSM U HaBbIKaM oOydaembIX. OOs3aTE€IBHO CleayeT
BCIIOMHUTbh PEKOMEHJALMK IPENoiaBaTels, JaHHbIe B XOJ€ YCTaHOBOYHBIX 3aHATHH. 3aTeM —
OPUCTYNATh K M3YYCHUIO OTICIBHBIX pa3[elioB U TEM B TMOPSAIKE, MPEIyCMOTPEHHOM
MPOTPaMMOii.

[TonyunB mnpezncraBieHre 00 OCHOBHOM COJEpKAHUU pa3zeia, TEeMbl, HEO0OXOIMMO
U3Yy4UTh MaTepuall C IOMOILbIO Y4eOHUKOB, YKa3aHHbIX B paszzesie 7 yKa3aHHOM NpOrpaMMBl.
LlenecooOpa3HO COCTaBUTh KPAaTKUH KOHCIIEKT WMJIHM CXEMY, OTOOpPaXKaIOIIyI0 CMBICI U CBSI3U
OCHOBHBIX ITOHSTUH JaHHOTO Pa3/ieia U BKIIOYEHHBIX B HETO T€M. 3aTeM, KaK IMOKa3bIBAET OIIBIT,
MOJIC3HO H3YYUTh BBIJCPKKH U3 MEPBOMCTOUYHUKOB. [IpM ’KeTaHWM MOXKHO COCTaBUTHh HX
KpaTkuil kKoHcneKT. OO0s3aTesIbHO CleyeT 3alMChlBaTh BO3ZHHKIINE BOIPOCHI, Ha KOTOpPbIE HE

yYAAJI0Ch OTBETUTH CaMOCTOATCIIBHO.

HaunmeHoBanue Bomnpocel, DopmMbI Y4eOHo- ®opma
TeMbl BbIHECEHHbIE Ha | CAMOCTOSITEJILHOM | MeTOAUYECKOe | KOHTPOJISI
€CaMOCTOSITeJIbHOE padoTbI ol0ecneyenmne
H3yueHue
OcHOBHBIE Uctopuss  pasButusa | Pabora B | JIuteparypa K
KOHIIETIIHH AIEKTPOHHOTO oubmmoreke, Teme, pabora ¢
YIIPABJICHUS JOKYMEHT0000poTa BKJIHOYast OBC. | unTepHeT
JOKYMEHTO0000pOTOM, [Tonroroska UCTOYHHKAMHU Omnpoc
0e30yMakHbIe JTOKJIaza-
TEXHOJIOTHH MIpe3eHTaLH.
yHpaBIeHUS
[onsTre u | Knaccudukanus Pabora B | JIuteparypa
CTPYKTypa ¢dbyraxmit u BugoB OC | 6ubimoTeke, Teme, pabora ¢
SKOHOMUYECKOHN BKJIHOYast OBC. | unTepHer
CHCTEMBI Q0). [Toarororka HUCTOYHUKAMH Komnoksuym
Knaccuduxauus JOKJIaia-
GYHKIUE U J1ETOBBIX Mpe3eHTalrun
nporieccoB JC
[lonsituss nmoxymeHT, | Bumpt  mokymenTtos, | Pabota B | Jluteparypa Kk
JIOKYMEHTOIIOTOK, OCHOBHBIC ¢dopmbl | OubIHOTEKE, TeMe, paboTa ¢
JIOKYMEHT0000pOT JIOKyMEHTOB BKJIFOYAst OBC. | nnTepHeT Onpoc
IToaroroBka UCTOYHUKAMU p
JOKJIaia-
MIpe3eHTalnH.
Haznauenue OcHoBHble  QyHKIMK | Pabora B | Jluteparypa K
CucreMsl CaoYVy, MOHATHE | OMONHOTEKE, TeMe, paboTa ¢
JoxymMmenTanronHoro | moxynsHocTs CZIOY | BKIowast OBC. | uHTEpHET
Obecneuenust IToaroroska HCTOYHUKAMH
YpasneHus u JIOKJIaza- Komnnoxsruym
I'caoy. Cocras MIpE3EHTALNH.
GyHKIMIA npoueayp,
BBITTOJTHSEMBIX
caoy
Cocras Bunst u ¢popmsr OP/], | PaGoTa B | JIutreparypa
OpraHu3aiuoHHO- periamenT o6ubnmorexe, Teme, pabora ¢
PacniopsianTenbHbIX coctasiennst OP /] BKJIIOUast ObC. | uaTepreT Onpoc
HoxymentoB (OPJI). [ToaroroBka HUCTOYHHUKAMU
Coneprxanue JIOKJIa1a-
MPOIEAYPHI MIpPE3eHTALINH.
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cocrapyerust OPJI.

Coneprxanue OcCHOBHBIC Pa6ora B | JIuteparypa K
MPOIIEAYPHI MIPOLIEAYPHI Tiepenadn | OubmmoTeke, Teme, paboTta C
MOTTYYeHUs U | TOKYMEHTOB, MOHSATHE | BKIIOYAs OBC. | unTepHET Ko/miokBHyM
nepefayn  MOTOKOB | MOTOKA JOKYMEHTOB [TonroroBka HACTOYHUKAMHU
JIOKyMEHTOB JTOKJTaza-

Mpe3eHTalNH.
Cocras u | OcHoBHBIE KpuTepuu | Pabota B | JIuteparypa
coaepKaHue KOHTPOJIA oubmoTexe, Teme, paboTta C
MPOIEAYPHI KOHTPOJIS | TOKYMEHTOB,  BHJBI | BKITIOYAsS OBC. | uaTepHeT Onpoc
WCTIOJIHUTEIIHHBIX KOHTPOJIS [Moaroroska HUCTOYHHUKAMHU
JIOKyMEHTOB JTOKJIaza-

MIpe3eHTaINH.
CopepxaHue u | ApxuBHOE neno, | Pabora B | Jlureparypa K
MpOLEeTYPHI TpeOoBaHUs K | Obubnmmorteke, Teme, paboTa c
(GhOpMHUpPOBAHUS €T M | CIAaBaCMBIM B apXWB | BKIFOUas ObC. | uaTepreT Komtoksiym
CIa4u JIeT B apXUB JIOKyMEHTaM [TonroroBka HACTOYHUKAMHU

JIoKJIaja-

MPe3eHTAINH.
[onsTre Knaccuduxarms Pabora B | JIuteparypa
IKOHOMHYECKOH WH(POPMALMOHHBIX oubnuorexe, Teme, paboTa c
WHGOPMAITUOHHOM 3KOHOMUYECKHUX BKJIIOUast ObC. | untepuer Onpoc
CHCTEMBI (UC). | cuctem [Toarororka HCTOYHHKAMHU
Kraccsl u cTpykTypa JTOKJIaza-
ncC MIPE3CHTAIUH.
[Tpunmnuner, Metons! | JKuU3HEHHBIH uka | Pabora B | Jlutepatypa Kk
u cpeacrea cozmanus | OCY ]I oubmmoreke, Teme, paboTa ¢
DIIEKTPOHHOU BKJIFOYASI OBC. | unTepuer

Konnoksuym

CucreMsl [Moaroroska HCTOYHUKAMH
YnpaneHus JIoKJIaaa-
JoxymenToobopoToM MIpe3eHTaINH.
TpeGoBanus K | Texuuueckue Pabora B | JIuTeparypa
CHCTEMaM tpeboBanust k DCVY]] | bubiauoreke, Teme, pabora ¢
COCTaBJICHUS BKJIIOYast OBC. | unTepHeT
AIIEKTPOHHOTO [Tonrororka HACTOYHUKAMHU
JIOKyMEHTA. JIOKJIa1a- Ompoc
XapaxkTepucTika MIpe3eHTaInH.
CHUCTEM COCTaBJICHUS,
BBOJIa M XpaHCHHUS
eI\
Xapakrepuctuka u | OcHOBBI TexHoJoruu | Pabora B | Jlureparypa K
HCII0JIb30BaHHE «ad-hok» OHOJINOTEKE, TeMe, paboTa ¢
TEXHOJIOTUH «ad- BKJIFOYAst OBC. | nnTepHeT
hok» IMoaroroska UCTOYHUKAMU Konnoxsym

JTOKJIaja-

MIpe3eHTAaINH.
Xapakrepuctuka 1 | OcHOBBI TexHoJoruu | Pabora B | JIuteparypa k
WCIIOJIb30BaHHe «groupware» oubnuorexe, Teme, paboTta c
TE€XHOJIOTUH BKJIFOYAst OBC. | nnTepHeT Onpoc
«groupware» [Moaroroska HNCTOYHUKAMU

JIOKJIaja-

NPe3eHTalNH.
OcobeHHocTH OcHoBel TexHosoruu | Pabota B | JIuTeparypa
opram3any paboThHI | cHCTEM  yIpaBiieHus | OnbmmoTeke, Teme, pabora ¢
CHCTEM YIpaBJIEHHUS | JOKYMEHT0000poTa BKJIIOYast OBC. | unTepHeT Konnoksuym
JIOKyMEHT0000poTa knacca «ACKU» [MoaroroBka HCTOYHHUKAMHU
kimacca «ACKU Iy JIOKJIaJ1a-
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MPC3CHTALINN.

Cucremsl buznec -mpomeccel B | Pabora B | JIuteparypa K
aBTOMAaTHU3alN aBTOMAaTH3aIUH OnOJIMOTEKE, Teme, paboTta C
JIEJIOBBIX TIPOLIECCOB BKJTIOYast OBC. | unTepHET Onpoc
IToaroroska HNCTOYHUKAMHU
JOKJIaza-
Mpe3eHTAalHH.
OcHoBHEBIE OKOHOMMYECKUI Pabota B | JIuteparypa K
KOHIICTIIIHH a3 dexT oT BHeApeHHs | ONOIHOTEKE, Teme, paboTta C
YIpaBICHUS 0e30yMakKHBIX BKJTIOYAs OBC. | uaTepHeT
JOKYMEHTO0O0OPOTOM, | TEXHOJIOTHI [MoaroroBka HUCTOYHHUKAMHU KomnoxkBuym
0e30ymMa)kHbIe yIpaBIeHUS JTOKJTaza-
TEXHOJIOTHH IIPe3eHTalNH.
yIpaBJICHUsI

6. OIIeHO‘lHLIe MaTepHuaJibl

IJIi  TPOBeJdeHHMs] TPOMEKYTOUHON aTTecTalluM
o0yyaromuxcs no gucuumianne «CucremMa ynpapJjeHusi J0KyMEHT0O000POTOM)

6.1. Onucanue nokasarejied M KpUTepHeB OLEHUBAHHMS KOMIIETEHUMH, ONMCAHUE

IIKAJI OCHUBAHUA
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HaunMmeHoBaHHe
OIIEHOYHOI0
cpeacTBa

KpaTkas xapakTepucTHKa
OLICHOYHOI'0 CPeACTBA

IMxana "
OLIEHKH, 0aJ1JI

KpHUTepHu

Kpurtepun
OLICHBAHMA
KOMIIeTeHINH

Ormpoc

Coop MEPBUYHOM
MHQOPMAaLMK TI0 BBIICHEHUIO
YPOBHS YCBOCHUS
IIPOUJIEHHOT O MaTepHaa

«3ayTeHO» -
oOyJaromiics
JIEMOHCTPHPYET 3HaHUE
MaTepuaga 1O  pasfedny,
OCHOBaHHBIC Ha 3HAKOMCTBE
¢ 00s13aTeNIbHON TUTEpaTypOn
u COBPEMEHHBIMHU
Ty OTHKAISIMH; Jaet
JIOTUYHEIE,
apryMEeHTHUPOBAaHHBIE OTBETHI
Ha MOCTaBJICHHBIE BOIPOCHI.
Taxke OIEHKa «3a4TeHO»
CTaBHUTCA, ecnu
o0yJaromumMcs  JOIMyLICHBI
HE3HAYUTCIbHBIC HCTOYHOCTHU
B OTBETax, KOTOpPBIE OH
HCIIPABIISIET myTeM
HABOJSIIUX BOMPOCOB  CO
CTOPOHEI MpeToaBaTers.
«He 3aureHo» - uMeTCI
CYIIECTBEHHbIE TPOOEIBl B
3HAaHUH OCHOBHOTO
Marepuajga MO pas3ieny, a
TaKXKE JIOIYILIEHBI
IIPUHOUIINAJIBHBIC O]_HI/I6KI/I
MIPY M3JI0’KEHUU MaTepHaa.

€CJIn

MK-3.1, TIK-
3.2, TIK-3.3

Jloxnan-
MpEe3CHTaIN

[lyOnmaHOE BBICTYIUIEHHE ITO
HpCI[CTaBHGHI/I}O HOHy‘ICHHbIX
pe3yipTaTtoB B IIPOTpamMMe
Microsoft PowerPoint

«5» — JIOKJIan BBIINOJIHEH B
COOTBETCTBHHU C 3asBIICHHOM
TEMOM, MNpe3eHTalUs JIETKO

qyuTacMa u sICHa JJIA
IIOHUMAaHUsI, rpaMOTHOC
HCIIOJIb30BaHUEC
TCPMUHOJIOTUH, CBO60,Z[HO€
HN3JI0KCHHUEC

paccMaTrpuBaeMbIX TIPOOJIEM,
JTOKJIATIUK MPaBHIBHO
OTBETWJ Ha BCE BOIPOCH B
XO/JI€ TUCKYCCHH;

«» - HEKOPPEKTHOE
oopMIIEHHE  TIPE3CHTAIIHH,
rpaMOTHOE  HWCIOJIh30BAHUE
TCPMUHOJIOTMHU, B OCHOBHOM
cBOOOIHOE M3IIOKEHHE
paccMarpuBaeMbIX TIPOOIEM,
JOOKJIaJYNK YaCTUYHO
MPaBUILHO OTBETHWI Ha BCE
BOIIPOCHI B XOJI€ AUCKYCCHU;

«3» - OTCYTCTBHE
pe3eHTaluu, JOKJIATIUK
HCTIBITHIBAIT 3aTpyAHEHHS

Opu BBICTYIUICHUHW W OTBCTC
Ha BOIIPOCHI B xXoae
AUCKYCCUU,

«2» - JAOKJIAAYUK HC PACKPBII

IIK-3.1, IIK-
3.2, 1IK-3.3
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TEMY

3 Komnoxsruym becema  mpemomaBatens ¢ | «3a4TeHO» - ecmm | 1IK-3.1, TIK-
yUaIluMHCS Ha | oOyvaromuics 3.2, TIK-3.3
OMpEeNleIeHHYI0 ~ TeMy M3 | IEMOHCTPHPYET 3HaHHE
y49e0HON TIPOTPaMMBI Marepuaja IO  pasfeny,

OCHOBaHHBIE Ha 3HAKOMCTBE
Cc 00s13aTeNbHON TUTEPATYPOit
u COBpPEMEHHBIMH
Ty OJTHKAITISIMI, aer
JIOTUYHEIE,
apryMEHTUPOBAHHBIE OTBETHI
Ha TIOCTAaBJIEHHBIE BOIIPOCHI.
Taxke OIEHKa «3a4TCHO»
CTaBHTCH, eciu
o0yJaromumMcs  JOIMyLICHBI
HE3HAYNTEIbHbIE HETOYHOCTH
B OTBETaX, KOTOpBIE OH
UCTIPaBIISIET nyTeM
HaBOJAIIUX BOIPOCOB  CO
CTOPOHEI MPeTIoaBaTers.
«He 3aureHo» - uUMeEOTCA
CYIIIECTBEHHBIE MPOOENbl B
3HAHUU OCHOBHOTO
MaTepuana IO pasleny, a
TaKxke JIOITYIIICHBI
MIPUHIUIIAANBHEIE  OIIHOKA
IpY M3JI0’KEHUH MaTepuana.

4 TectupoBanue TectupoBanue MOXHO | «OTIIMYHO» - mpouent | [IK-3.1, IIK-
MPOBOJIUTH B hopMe: mpaBuIIbHEIX  oTBeToB  80- | 3.2, [IK-3.3
o kommsioteproro | 100%;

TECTUPOBAHMUS, T.e. | «XOpOLIO» - MPOIIEHT
KOMITBIOTED MPOM3BOJILHO | TIPABUJIBHBIX  OTBETOB  65-
BBIOMpaeT Bompockl m3 Gasel | 79,9%;

JAHHBIX o CTEIEHU | «YIOBIETBOPUTEIHHOY -
CJIO’)KHOCTH; MIPOLIEHT MPaBUIIBHBIX
° MUCBMEHHBIX orBeToB 50-64,9%;

OTBETOB, T.€. IIpenogaBaTeib | «HEYAOBJICTBOPUTCIIBHOY -
3amaer  Bompoc U pgaer | IPOUCHT IpaBUJIbHBIX
HECKOJIbKO BapUaHTOB OTBETa, | OTBETOB MCHEC 50%.

a CTYICHT Ha OTJCILHOM

JUCTE 3alKChIBaeT HOMeEpa

BOTIPOCOB " HOMeEpa

COOTBETCTBYIOIIUX OTBETOB

6.2. MeTonnueckne MaTepuaJibl, oNpe/ie/somye Npoueaypbl OleHMBaHUSs 3HAHUIA,

YyMeHHi, HaBBIKOB HW (WJIH) ONbITA [IeSITeJIbHOCTH,

XapaAKTePU3YIOIIMX 3TaNbl

¢GopMupoBaHus KOMIETEHUMH B Mpolecce OCBOCHUS OCHOBHOW NPogecCHOHANbHON
o0pa3oBaTeIbHOM NPOTrPaMMBbI

Ne ®opma koHTpoas/ | IIpouenypa oueHnBanus HIxana u KPpUTEPUHU OLEHKH, 0AJLI
KOJIbI
OLlEeHMBaeMbIX
KOMIIeTeHIH i
1. 3auer - [1K-3.1, [1K- | [IpaBuiabHOCTE OTBETOB Ha | «3a4TEHO»
3.2, 11K-3.3 BCE BOIIPOCHI (BepHoe, | 1. 00yJarouiicst JOHKEeH JaTh TOJIHbIE,

YETKOC n J0CTaTO4YHO

HNCUYCPHBIBAIOINEC OTBCTHI Ha

BOIIPOCHI
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I‘HY6OKOC H3JI0KCHUC I/I}_'[ef/’I, 9K3aMCHAIIMOHHOI'O 6I/I.]'IeTa, B 4aCTHOCTH, OTBCT

HOHATHH, PAKTOB U T.1I.); JOJDKEH  IpeanojaraTb 3HaHHE  OCHOBHBIX
CoueTanne  TOJHOTBI | | MOHATHA HM WX OCOOCHHOCTEH, YyMeHHE
JTAKOHUYHOCTHU OTBETA; MIPaBUJIBHO OTIPEAETATH cneuuuKy
Hannune IPAaKTUYECKUX | COOTBETCTBYIOIIMX OTHOUICHUH, IPaBUIBHOE
HaBBIKOB [0 JUCLMIUIMHE | pEelIeHHe MpakTudeckoro 3ananus. OuneHka
(pemeHue 3a/a4 WIH | «OTINYHO» TMpPEANojiaraeT HaJudue CHCTEMBI
3aJjaHni); 3HAaHUH 1O TpeaMeTy, YMEHHE Hu3Jararb

OpueHTHpOBaHUE B YI€OHOW, | MaTepHall B JIOTHYECKOH MOCIeI0BaTeIbHOCTH,
HAy4YHOH U  CIEUMAJIBHOM | CUCTEMATHYHO, TPAMOTHBIM SI3BIKOM;

JTUTEPaType; 2. 00yJaIOIUICs OJDKEH JaTh TOJTHBIC
Jlornka M | OTBETHI  Ha  BOMPOCHI, yKa3aHHbIC B
apryMEeHTHPOBAaHHOCTh JK3aMeHaMoHHOM  Owmyere.  Jlomyckarores
H3JIOKCHHUS; HETOYHOCTH TIPH OTBETE, KOTOpPHIE BCE XKe& HE
I'pamoTHOE BIMAIOT Ha TMpaBWIbHOCTL oOTBeTa. OTBET
KOMMEHTHPOBAHHUE, MOJDKEH  TIpenrioyiaraTh  3HAHWE  OCHOBHBIX
NPUBEJICHUE NPUMEPOB, | TOHATHH ©W WX  OCOOCHHOCTEHW, yMeHHhe
aHaJIoTui; MIPaBUIIHLHO OTIPENIETIATh CeIUpUKY
KynsTypa otBera. COOTBETCTBYIOIIUX OTHOIIICHUH. Onenka

«XOpOIIO» MpPEIroNaraeT HaUYUe CHCTEMBI
3HaHUM 10 [OpeaMery, YMEHUEe Hu3JlaraTh
Marepuaig B JIOTHYECKOIl MOCIeI0BaTeIbHOCTH,
CHUCTEMATUYHO, TPAMOTHBIM SI3BIKOM, OJTHAKO,
JOMYCKAIOTCS ~ HE3HAYHTENbHBIC  OIIMOKH,
HETOYHOCTHU 10 Ha3BaHHBIM KpUTEpUIM,
KOTOpBIE BCE KE HE HCKOKAIOT CYTH
COOTBETCTBYIOIIETO OTBETA;

3. OOyYaloOUUIiCs JIOJKEH B LEJIOM
JaTb OTBCTbBI Ha BOIPOCHI, NPCATOXKCHHBIC B
9K3aMEHAIIMOHHOM OWJIeTe, OPUCHTHPOBATHCS B
cucreMe JTUCHUIUIMHBL «CHCTeMa YIpaBlIeHUS
JOKYMEHTO000POTOM, 3HaTh OCHOBHBIC
KaTeropuu rpenMeTa. Ornenka
«YyIOBIIETBOPUTEIILHO»  TPEANONIAraeT,  YTO
MaTepral B OCHOBHOM H3JIOXEH TPAMOTHBIM
SI3BIKOM;

«HE 3a4TCHO»

oOyyaromumcs MO0 HE JaH OTBET HA BOMPOC
Owiera, ubO0 oOywarommiics HE  3HaeT
OCHOBHBIX KaTErOpuil, HE MOXET OIPEICIHTH
MPEeIMET JUCIUITIIVHEL.

6.3. TunoBbie KOHTPOJIbHBbIE 33/IaHUSI WJIN MHbIE MaTepUAaJibl, HEOOX0AMMBbIE IS
npoueaypbl OUEHUBAHUS 3HAHUN, YMeHMil, HABBIKOB U (WJIM) ONbITA AeATEJbHOCTH,
XapaKkTepu3ymmXx 3Tanbl (POPMUPOBAHUS KOMIIETEHIIMII B IIpoLiecce 0CBOCHHUs OCHOBHOM
npodgeccuoHATbHONH 00pa30BaTEJILHON MPOrpaMMbl

6.3.1. IIpuMepHBbIe TECTOBBIE 32JaHU /ISl TEKYLIEro KOHTPOJIS
3aganme 1

Urto 03HauaeT TEPMUH «ITOKYMEHT»?

1) neno

2) apryMeHT;

3) Bu3a;

4) npukas.
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3ananue 2

OT KaKoro sA3bIKa MPOUCXOIUT TEPMHUH «IOKYMEHT»?
1) rpeyeckoro

2) HEMEIIKOTO;

3) MaTHHCKOTO;

4)aHTIHICKOrO;

3aganue 3

COBOKYIMHOCTh padoOT, CBSI3aHHBIX C CO3JaHUEM JOKYMEHTOB, WX pErucTpaluei,
KJIaccu(uKaluen, IBIKEHIEM, YIETOM U XpaHCHUEM Ha3bIBAIOTCS . ..

1) nokymeHT0000pPOTOM

2) KOppECIOHICHITHEH;

3) 1e0npOU3BOICTBOM;

4) TOKYMEHTHUPOBAHUEM;

3aganue 4

Korna 6bu11 yTBepKaeHbl OCHOBHBIE ITpaBuiia PK?
1) 12.12.00.

2) 17.08.95;

3) 30.06.92;

4) 12.12.98;

3aganue 5

OCHOBHBIE JJOKYMEHTBI BBIITOJHSFOTCS, HAa KakoM (opmare?
1) A4 nmm A 5;

2) A 8 umm A 12;

3) A3 wmm A 8;

4) Al12.

3amanmne 6

IIpukas — 310 ...

1) pacnopsiIuTeIbHBII JOKYMEHT;
2) uH(GOPMAITMOHHBIH JJOKYMEHT;

3) crpaBOYHBI JOKYMEHT;

4) MTUYHBIA TOKYMEHT.

3amanme 7

1) omKHOCTHAS] HHCTPYKITHUS - 3TO
2) pacropsANTEIbHBIN TOKYMEHT;
3) uHGOPMAITMOHHBIH JJOKYMEHT;
4) opraHn3anHOHHBINA JOKYMEHT
5) TUYHBII TOKYMEHT.

3ananue 8

IIporokon — 310 ...

1) uHpopMaLHOHHBIIi TOKYMEHT;
2) pacropsiAUTeIbHBINA JOKYMEHT;
3) cripaBOYHBIN TOKYMEHT;

4) TUYHBIN TOKYMEHT.

3ananne 9
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IIncemo — 310 ...

1) cipaBOYHBII JOKYMEHT

2) pacropsiIUTeIbHbINH JOKYMEHT;
3) nHpOpMaIMOHHBIN TOKYMEHT;
4) TUYHBIA TOKYMEHT.

3aganue 10

HlTatHoe pacnucanue — 370 ...

1) nagopMaHOHHBII TOKYMEHT;
2) pacropsAUTEIbHBII JOKYMEHT;
3) CIpaBOYHBIH JOKYMEHT;

4) opraHM3alOHHBII JOKYMEHT.

3apanme 11

Jy6mukat — 3710 ...

1) konusi IOKyMeHTAa;

2) opuruHai;

3) crpaBOYHBIH JOKYMEHT;

4) 3K3eMILTSp, BbIIaBacMbIii B3AMCH YTPAuECHHOTO JTOKYMEHTA.

3aganue 12

Pewenue — 370 ...

1) pacnopsiIuTEeNbHBII JOKYMEHT;
2) uH(pOPMAITMOHHBIH JTOKYMEHT;

3) cripaBOYHBIN TOKYMEHT;

4) opraHu3alHOHHbIA JOKYMEHT.

3aganme 13

JloBEpEHHOCTH — ATO ...

1) nHGopMaALMOHHO-CIIPABOYHBII JOKYMEHT;
2) pacriopsiAUTENbHBIN JOKYMEHT;

3) cripaBOYHBII TOKYMEHT;

4) opraHu3alMOHHBIA TOKYMEHT.

3aganue 14

UTJ —»oT1o0 ...

1) uHpOpMALMOHHO-CIIPABOYHBIH JOKYMEHT;
2) pacropsANTEIbHBIN JOKYMEHT;

3) cripaBOYHBII TOKYMEHT;

4) TUYHBINA TOKYMEHT.

3aganme 15

KTH —»ato0 ...

1) nHGopMaALMOHHO-CIIPABOYHBIH JOKYMEHT;
2) pacriopsiiUTENbHBINA JOKYMEHT;

3) cpaBOYHBIH JOKYMEHT;

4) TUYHBINA TOKYMEHT.

3ananue 16

AKT — 370 ...

1) cipaBOYHBIN JOKYMEHT;

2) pactopsITUTEIbHbINH JOKYMEHT;
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3) uHPOPMAITMOHHO-CITPABOYHBIH JOKYMEHT;
4) TUYHBIA TOKYMCHT.

3aganue 17

JIoBEpEHHOCTH — ATO ...

1) undopMaALMOHHO-CTIPABOYHBIH IOKYMEHT;
2) pacriopsiAUTENbHBIN JOKYMEHT;

3) cripaBOYHBIH JOKYMEHT;

4) TUYHBIA TOKYMEHT.

3ananue 18

dakcel 1 E-mail —sro ...

1) undopMaHOHHO-CIIPABOYHDBII TOKYMEHT;
2) cipaBoOYHbI JOKYMEHT;

3) pacropsiTuTebHbINA JOKYMEHT;

4) TUYHBIA TOKYMECHT.

3aganmne 19

HckoBoe 3asBnenue — 310 ...

1) ropuanvecKkuii JOKyMEHT

2) pacropsiIUTeIbHbIN JOKYMCHT;

3) uHpOPMAIMOHHO- CIIPABOYHBIN JTOKYMCHT;
4) cripaBOYHBIN IOKYMEHT;

3aganmne 20

1) cnenuaauCcThbI.

2) DKCrepTU3y IEHHOCTH JOKYMEHTOB MPOBOIHT ...
3) Komuccus;

4) pyKOBOJHUTEIb TPEANPUATHS;

5) paboTHHKH OyXTajaTepuu;

6.3.1.1. IpumepHasi TeMaTHKa pedpepaTUBHBIX 0030POB

1. OcHOBHBIE KOHIICTILIUM YIIPABIEHUS JOKYMEHTOOOOPOTOM, Oe30yMaKHbIE TEXHOJIOTUU
yIpaBiIeHUsS

2. llonatue u cTpykTypa skoHoMuueckoil cuctemsl (JC). Knaccudukanus yHkiuit u
JenoBbIX TporeccoB DC

3. IToHATHS TOKYMEHT, TOKYMEHTOIIOTOK, JOKYMEHTO000POT

4. Haznauenune Cucremsl [lokymenrtanuonnoro Ob6ecneuenust Ynpasnenus u ['CHOVY.
CocraB ¢yHkMii nponenyp, Boinonusemsix CJIOY

5. CocraB OpranuzanuonHo-Pacnopsaurensueix JlokymenroB (OPJl). Conepkanue
npouenypst cocraBienuss OP/I.

6. ConeprkaHue MpoLeyphl OTYUYESHUSI U TepeIadll TTOTOKOB IOKYMEHTOB

7. CocTaB ¥ cofepKaHHe NPOLETypbl KOHTPOJIS UCTIOHUTEIbHBIX TOKYMEHTOB

8. Coneprkanue u MporeaAypsl (GOpMUPOBAHUS JENT U CIAYH JIeT B apXHUB

9. Tlonsatne wuHpopmanMoOHHONW >KOHOMHYECKOW wuHPopMmarmonHoit cuctemsr (HC).
Kiacer! u crpykrypa UC

10. IlpuHuunel, METOABI M CpPeACTBa CO34aHUs JNEeKTpoHHOW CucreMbl YmpaBiieHUs
JlokymeHTOO60pOTOM

11. TpeGoBanus K cUCTEMaM COCTaBJIEHHUS AJIEKTPOHHOI'O JOKYMEHTa. XapaKTepUCTHKA
CHCTEM COCTaBJIEHUS, BBOJA U XpaHeHus D/[

12. XapakTepucTHKa ¥ UCIIOJIb30BaHUE TeXHOIoruu «ad-hok»
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13. XapakTepucTrka 1 UCTIOIB30BaHNE TEXHOJIIOTUH «Zroupware)

14. OcoOeHHOCTH OpraHu3anuu paboThl CUCTEM YIPaBICHUS JOKYMEHTOO0OpOTa Kiacca
«ACKUI»

15. Cuctembl aBTOMAaTH3alUu JEJIOBBIX IPOLECCOB

16.  OcHOBHbIE KOHIENIUH YIPABJICHUS JOKyMEHTOOOOpOTOM, Oe30ymaKHbIe
TEXHOJIOTUH YIIPaBICHUS

6.3.2.1 TunoBble BONPOCHI K 3a4ETy

1. Ponb unopmaryy B yrpaBieHHH OPraHU3aIUCH.

2. CymHocTh U QYHKIIUH JTOKYMEHTA

3. Opranuzanus paboThI C TOKYMEHTAMU

4. Tekymee XxpaHeHUE JOKYMEHTOB

5. DKcepTu3a HEHHOCTU JOKYMEHTOB

6. Opopmiienue aen.

7.Cpnayva fien B BEJOMCTBEHHbBIN apXUB

8. YHudukanus ynpapieH4YECKUX JOKYMEHTOB.

9. Homenknarypa aei.

10. CocraB u coxepaHHUE OpPraHU3ALMOHHO-PACHIOPSIIUTEIBHON JTOKYMEHTAIHS
(YCOPL)

11. CocTaB u opopMIICHUE PACIOPSITUTEIBHBIX JOKYMEHTOB

12. CocraB u ohopMiIeHHE OpraHU3aIMOHHBIX JOKYMEHTOB

13. CocraB u opopmieHue HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
14. CocraB u npaBuia opopmiieHus pekBu3uTtoB nokymenToB (I'OCT P 6.30 — 2003)
15. TpeGoBanus, npeabsBiIsgeMble K 0QOPMIECHUIO JOKYMEHTOB.

16. JlokyMEHTHpOBaHHE TPYIOBBIX TPABOOTHOIICHHHA

17. Opranuzanus npuema 1 nepBUIHON 00pabOTKU TOKYMEHTOB

18. Perucrpanusi JTOKyMEHTOB

19. IlpaBuia BeIJauM el BO BPEMEHHOE MOJIb30BaHUE

20. Opraam3anus JOKyMEHTO000poTa

21. Cnyx6a IOY: Buabl, QyHKIMH, CTPYKTYpa

22. XapaKkTepHCTHUKA U COCTaB JOKYMEHTOB 10 JINTHOMY COCTaBY

23. KoHTpoJb UCIIOTHEHUSI JOKYMEHTOB

24. ndopmanmoHHO-CTIpaBOYHAsE padoTa

25. YHudukanus u cTaHAapTH3AIUS JOKYMEHTOB

26. Bunst Tpy1oBBIX JOTOBOPOB, MpaBmiia 0(OPMIICHUS

27. ®opmupoBaHUe Jel

28. HopmatuBHBIE, 3aKOHOAATENbHBIE JOKYMEHTHI, PEryJIUPYIONIHe TOPSI0K pabOThI C
JOKYMEHTaMHU

29. Buasl HomeHKIIaTypHl 1e71, UX XapaKTepUCTHKA

30. PacnopsautenbHble JOKYMEHTHI, 00pa3yromuecss B IESITEIbHOCTH KOJUIETHAbHBIX
OpTaHOB YIPaBJICHUS

31. CymHoCTb, BU/IbI U COJIEpKAHUE YIPABICHUECKOW HHPOPMALIUU

32. [lenoBas nHpOpMAIIUS U €€ COCTaB

33. Opranusanus ”HPOPMALMOHHOTO 00eCTIeUeHUs

34. IadopmarmonHas 6e301MacHOCTb

35. YcnoBus yTpaTsl HHPOPMALIMOHHBIX PECYPCOB

36. Comeprkanue ciykeOHOI TaifHbI 1 KOH(PHICHIIHATHFHOCTh HH(POPMAIIHN
37. locTyn nepcoHasia K KOHQUISHIMATbHON Ci1y>keOHOH HH(popMaIuu
38. [IpaBumna opopmiteHHs, ydeTa U XpaHEHUS TPYIOBBIX KHUKEK

39. [loaroroBka [len k apXMBHOMY XpaHEHHUIO

40. [lenoBast mepenucka. Bumbl n XxapakTepuCcTHKa CITy)KEOHBIX TTHCEM

41. SI3bIK U CTUIIB J1€I0BOM JOKYMEHTAIH
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42. CucremaTu3anus U TeKyIlee XpaHeHHe JOKYMEHTOB
43. KoMIbpIoTepHBIE TEXHOJIOIMH MOATOTOBKH JJOKYMEHTOB

6.4. MeToanueckue MaTepHaJibl, ONpeeisilolue NMPoueIypbl OLlEeHUBAHUSA 3HAHMIA,
YMEHHH, HABBIKOB MW (WJIHM) ONbITA JeATEJbHOCTH, XaPAKTePHU3YOIIMX JTAIbI
(GopMupoBanus KoMIeTeHIH I

C uenbto omnpeleneHHs YpPOBHS OBJAJACHHUS KOMIIETEHIMSAMM, 3aKpEIJICHHBIMU 3a
JUCLUUILJIMHOM, B 3aJJaHHbIE MPENOJABATEIEM CPOKU MPOBOAUTCS TEKYIIUHA U MPOMEKYTOUHBIN
KOHTpOJIb 3HAaHUI, YMEHUI 1 HaBBIKOB Ka)KJ10ro o0yvarouierocsi. Bee BUIbI TEKYILLIEr0 KOHTPOJISA
OCYLIECTBJISIFOTCSI HAa IMPAKTUYECKHX 3aHATHAX. VICKIIOUEHHE COCTaBISIET YCTHBIM OmIpoc,
KOTOpBIM MOXKET IIPOBOAMTHCS B Hayalle WIM KOHLE JIEKIUU B TeueHue 15-20 MuH. C Lebio
3aKpEIUICHNs 3HAaHUM TEPMUHOJIOTUY 10 AUCUMIUIMHE. [Ipyu olleHKe KOMIIETEeHIN TPUHUMAETCS
BO BHHMMaHHe (popMHpOBaHHE MPO(HECCHOHAILHOTO MHPOBO33PEHUS, ONPEACICHHOTO YPOBHS
BKJIFOUEHHOCTH B 3aHATHUSA, pe(PIEKCUBHbIC HABBIKH, BIIQJICHUE N3Y4aeMbIM MaTepUAIOM.

[Iponienypa oOLEHMBaHHUS KOMIIETCHIMH OOyYalOMIMXCsI OCHOBAaHA Ha CIEAYIOIIUX
CTaHJapTax:

1. [lepoAMYHOCTD MPOBENECHNUS OLICHKH.

2. MHOroCTyIeHYaToCTh: OlleHKa (KaK MperoaaBaTeeM, Tak U 00y4aroIUMUCS TPYIIIIbI)
U CaMOOIICHKAa OOYy4Yaromierocsi, oOCyXJeHHE Pe3ylIbTaTOB W KOMIUIEKC MEp IO YCTPaHEHHUIO
HEJJOCTATKOB.

3. EAMHCTBO KCIIOJIb3yEeMOM TEXHOJIOTUH ISl BCEX 00YYarOIUXCsl, BBIIOJIHEHNUE YCIOBUI
CONOCTAaBUMOCTH PE€3YyJIbTaTOB OLICHUBAHUS.

4. CobnroieHre NOCIe10BaTENbHOCTH IPOBEACHUS OLICHKHU.

Texymass arrectaumus oOyyalommxcsi. Texymas arrecranusi OO0y4arolIMXCA IO
muciumuinHe «CucrteMa yrnpaBieHHsl JTOKYMEHTOOOOPOTOM» IPOBOJIUTCS B COOTBETCTBHM C
nokanbHbIME HOpMaTUBHBIME akTamMu OAHO BO «MIICY» u aBnsiercs 00g3aTenbHOM.

Texymas arrectanus no aucuuiimHe «CucTema ynpaBieHHs] JOKYMEHTOOOOPOTOM)
MPOBOAUTCS B (OpME OMpOca U KOHTPOJBHBIX MEPOINPHUSATUI IO OICHUBAHHUIO (DAKTHUECKUX
PE3yaBTaTOB 00YUEHUS O0YJAIOIIUXCSA U OCYHIECTBISIETCS TIPENOJaBaTeIeM JUCIUTUINHBL.

OOBeKTamMM OLIEHUBAHUSI BBICTYIIAIOT:

1. yqe6Ha${ JUCHUIIIINHA (aKTI/IBHOCTI) Ha 3aHATUAX, CBOCBPECMCHHOCTE BBLIIIOJIHCHUSA
pa3INYHBIX BUAOB 33JaHUH, TOCEIAEMOCTh BCEX BUIOB 3aHATHI MO aTTECTyeMON AUCHUIUINHE);
2. CTCIICHb YCBOCHUA TCOPETUYCCKUX 3HAHWH B KaUEeCTBE «KITIOUCH aHaJIu3ay,

3. YPOBEHb OBJIA/ICHUS NMPAKTHUECKUMH YMEHHUSMH U HaBbIKAMH I10 BCEM BHJIaM
yueOHOI paboThI;
4. pe3ysabTaThl CaMOCTOSATENILHOM paboThl (M3ydeHHE KHUT U3 CIIMCKAa OCHOBHOH U

JIOTIOTHUTEILHON JIUTEPATYPBHI).

AKTUBHOCTh OOYYalOLIErocsi Ha 3aHATHSX OLEHMBAETCS HAa OCHOBE BBIIOJHEHHBIX
oOydaromuMcsi pabOT M 3aJaHUil, TNPEAYyCMOTPEHHBIX JAaHHON pabouell mporpaMMmoit
JUCLUTUINHBI.

Kpome Toro, ouenuBanue oOyyaromierocs HpPOBOAMTCA HAa TEKYIIEM KOHTpPOJE IO
mucuuruinHe.  OneHuBaHue — oOydaromierocs Ha  KOHTPOJBHOM — Hejene  MPOBOJUTCA
npenojaBaTesieM He3aBUCUMO OT HaJM4usl WIM OTCYTCTBUS 0Oydaromierocs (10 yBa)KUTEJIbHON
WIM HEYyBOXWUTEIbHOW NpHUuYMHE) Ha 3aHATHM. OlEeHKa HOCUT KOMIUIEKCHBIM Xapakrep u
YUUTBHIBACT JIOCTH)KEHHUSI OOY4Yarollerocs Mo OCHOBHBIM KOMIIOHEHTaM Y4eOHOTo mpolecca 3a
TEKYIIUI IEPUOJL.

OnennBanue 00yyaronierocsi HOCUT KOMIUIEKCHBIA XapaKTep U YYUTHIBAET JOCTHKEHUS
00yyJaromerocsi Mo OCHOBHBIM KOMIIOHEHTaM Y4eOHOro mpolecca 3a TEKYLIMH Nepuoj ¢
BBICTABJIEHUEM OLIEHOK B BEZJOMOCTH.

IIpomexyTounasas  arrecranmsa  oOy4yarwommxcsi. I[IpoMmexyrouHas — arrectanus
oOydaromuxcst mo aucuuminHe «Cuctema ymnpaBieHUs JTOKYMEHTOOOOPOTOM» IMPOBOAUTCS B
COOTBETCTBUHU C JIOKaJbHBIMM HopmatuBHbIMU aktaMmu OAHO BO «MIICY» u saBnsgercs
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00s13aTeNLHOM.

[IpomexyTounas aTTecranus o JTUCIUIUINHE «Cucrema yIpaBiIeHUS
JIOKyMEHTOOOOpPOTOM» TMPOBOJUTCS B COOTBETCTBUM C YYE€OHBIM IUIAHOM Ha 3 Kypce B 6
ceMecTpe Juisl OYHOW M 3a04HOM (dopmam oOydeHus, Ha 4 Kypce B 8 cemecTpe i OYHOM-
3209HON (opMmbl 00yueHUss B popme 3au€ra B MEpUOJ 3aYETHO-IK3aMEHAI[MOHHON CECCHH B
COOTBETCTBUH C rpapKoM MPOBEICHUSI.

OOyyaromuecs JTOMYCKAIOTCS K 3K3aMEHY 1O JUCHUIUIMHE B CIydac BBITIOTHCHHS UM
yueOHOro IJlaHa 1O JUCHUIUIMHE: BBIIOJHEHHS BCEX 3aJaHuil U MEPONPUSITUH,
MPEyCMOTPEHHBIX MTPOrPaMMO TUCIIUTUTHHEI.

Onenka 3HaHMM 00y4aIOLIErocs Ha 3a4eTe OMPEeNsIeTCs ero yueOHbIMU JTOCTUKEHUSIMU
B CEMECTPOBBIA IMEPHOJ M Pe3yIbTaTaMU TEKYIIETO KOHTPOJS 3HAHWUU W BBITOJHCHUEM UM
3aJaHUN.

3HaHMs YMEHUs, HaBBIKA OOYYArOIIErocs Ha 3a4eTe OIEHUBAIOTCSA KaK: «3a4TEHOY, «HE
3aYTEHO».

OcHOBOW JiJisi  ONpENeJICHHs] OICHKH CIY)KUT YPOBEHb YCBOCHHUS OOYYaIOUTUMUCS
MaTepuaa, MpelyCMOTPEHHOIO JaHHON paboueil mporpaMmon.

7. IlepeyeHb OCHOBHOW U JONMOJIHUTEIbHON Y4eOHOI TUTEPaTYyPbl, HEOOXOIUMON A5
OCBOEHHSI M CIMILINHbBI

a) ocHOBHas yueOHasl JquTeparypa:
1. OCHOBBI MPOCKTUPOBAHUS CUCTEM JJICKTPOHHOTO JOKYMEHTOOOOpOoTa : yueOHOoe mocobue /

M.H. Kpacusuckuit [u ap.].. — Tam6oB : TamOOBCKMiII TOCYJapCTBEHHBIH TEXHMYECKUN
yauBepeuteT, IbC ACB, 2018. — 80 ¢. — ISBN 978-5-8265-1935-6. — TekcT : 37eKTpOHHBIH
/" DOnexktpoHHO-OMOmmoreuynas  cucrema [PR BOOKS : [caiit]. —  URL:

https://www.iprbookshop.ru/94361.html (mara obpamenus: 06.01.2022). — Pexum pgocryma:
JUISL aBTOPHU3HP. MOJIb30BaTeNeH

2. CrenanoBa, E. H. Cuctema 371eKTpOHHOTO JOKyMEeHTO000poTa (001a4HOE pEIICHUE) :
yuebHoe nocobue / E. H. CremanoBa. — Mocksa : At [lu Ap Meaua, 2021. — 182 c¢. — ISBN
978-5-4497-0767-3. — Tekct : 3JeKTpOHHBIA // DineKkTpoHHO-OmOmmoreunas cucrema IPR
BOOKS : [caiitr]. — URL: http://www.iprbookshop.ru/101357.html (mara oOpamenus:
21.12.2020). — Pexum noctyna: s apropusup. [loms3oBareneit

3. XauatpsH, I'. A. Opranuzanus u COIpOBOKIECHUE IEKTPOHHOIO JJOKYMEHTO000pOTa :
/ T'. A. XauarpsH, U. B. Ky3nenoBa. — CaparoB, Mocksa : IIpogoOpa3oBanue, At Ilu Ap
Menma, 2020. — 156 c. — ISBN 978-5-4488-0877-7, 978-5-4497-0782-6. — Texkct :
ANEKTPOHHBIN // DnexTpoHHO-OmOmmoreuyHass cuctema [PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/97086.html (mara oGpamenus: 21.12.2020). — Pexum nocryna: s
aBTOPU3HUP. OJIB30BATENEH

0) nomoJIHUTeIbHAA yu4eOHas JuTepaTypa
1. AHanu3 cucteM SJEKTPOHHOTO JOKYMEHTO0OOopoTa : ydeOHoe mocobue (j1abopaTopHBIi

npaktuky™m) / . — CraBponois : CeBepo-Kaskasckuil ¢penepansubiii yausepcuret, 2018. — 111
C. — Tekcr : anexTpoHHBIN // DnexkTpoHHO-OnbnHMoTeunas cucremMa IPR BOOKS : [caiiT]. —
URL: https://www.iprbookshop.ru/92675.html (mara o6pamienus: 06.01.2022). — Pexum

JIOCTYTIA: JIUTsl aBTOPU3UP. TIOTB30BaTEIeH

2. CrenanoBa E.H. Opranuzanuss ¥ CONpPOBOXAEHHE OHIIEKTPOHHOIO JIOKYMEHTOOOOpOTa :
npaktukym juisi CI1O / CrenanoBa E.H.. — Caparos, Mocksa : [IpodobpazoBanue, At [Tu Ap
Memuna, 2021. — 176 c. — ISBN 978-5-4488-1275-0, 978-5-4497-1042-0. — Tekcr
ANEKTPOHHBIN // DnexkTpoHHO-OMOmmoreuyHass cuctema [PR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/107183.html (nara oGpamenus: 06.01.2022). — Pexum poctyna:
TSl aBTOpHU3HP. moJb3oBateseid. - DOI: https://doi.org/10.23682/107183

3. Kysuenosa M.B. KonduaenuumanbHoe Ie10NpOU3BOJICTBO M 3AILUIIEHHBIA 3JIEKTPOHHBIN
JIOKYMEHTO000poT : yuyebHoe nmocobue nis O6akanaBpoB / Kysnenosa U.B., Xauarpsu [A.. —
Mocksa : A [lu Ap Memma, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Tekcr :
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https://doi.org/10.23682/107183

ANIEKTPOHHBIA // DnexkTpoHHO-OuOmmoTeunas cucremMa [PR BOOKS : [caiir]. — URL:
https://www.iprbookshop.ru/97083.html (mara ob6pamenus: 06.01.2022). — Pexum nocryma:
JUIsl aBTOpHU3Up. moib3oBateneid. - DOI: https://doi.org/10.23682/97083

4, CucteMbl JIEKTPOHHOTO IOKYMEHTO000poTa : yueOHOe Tocodue (1abopaToOpHBIN TPAKTUKYM)
| . — CraBponounsb : CeBepo-KaBka3sckuii (henepanbhbiii yauepcutet, 2019. — 109 ¢. — Teker :
SJICKTPOHHBIA // DnekTpoHHO-OuOamoreunas cucrema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/92745.html (mara obpamenus: 06.01.2022). — Pexum mocryma:
JUTSL aBTOPHU3HP. ITOJIb30BaTEICH

B) Pecypchbl ceTy HHTEpHeT
DnexkTpoHHO-0ubanoreunas cucrema: Www. IPRbooks

Pecypchl oTkpbITOrO 10ocTyna:

1. Bbubnnorexa MeHeHKMEHTA

http://www.management-rus.ru

2. KopniopaTuBHbBII MEHEKMEHT.

http://www.cfin.ru

HoBoctu, ny6onukanuu, bubnaroreka ynpasieHus .

3. DHIMKIIONE U MapKeTHHTa. bubImoTeka MapKeTosora.

http://www.marketing.spb.ru

4. Dnexkrponnas 6ubmuoreka HR-crienmanvcron

http://www.hrm.ru

Kuuru no ynpapiieHHIO MEPCOHATIOM: CTaTbU MO OOYYEHMIO, YIPABIICHUIO IIEPCOHATIOM,
aTTecTaluIo U Jp.

5. ®enepalibHBII 00pa3oBaTeIbHBINA TOpTaNT "DkoHOMEKA, Commonorus, MeHeHKMEHT"

http://www.ecsocman.hse.ru

6. AIMUHHCTPATUBHO-YIIPABICHUYCCKHA OpTan "MeHEeDKMEHT U MapKETUHT B On3Hece".

http://www. aup.ru

Kuuru, cratbu, TOKYMEHTHI IO aKTyaJIbHBIM BOIPOCAM MEHEKMEHTa U MapKeTHHTa U
np.

7. EnnHOE OKHO J0CTyIa K 00pa3oBaTelIbHBIM pecypcam 10 3KOHOMHUKE, COLIMOJIOTHH,
MeHepkMeHTy http://ecsocman.edu.ru/
9. http://works.doklad.ru/view/zuPsMafAvU4.html

8. MeToauuecKkue YKazaHnusl 1Jisi oﬁyqamumxca 10 OCBOCHUIO U CHUIIJIHHBI

BI/II[ MeTonnqecm/le YKazanuss 110 OpraHv3alum A€ATCJIbHOCTH
ACATCJIbHOCTH CTya€eHnTa
Hanucanue KOHCIICKTa HeKHHﬁI KpaTko, CXEMAaTU4HO,

MOCJIEIOBATEIbHO  (DPUKCHPOBaTb  OCHOBHBIE  IIOJIOKEHHS,  BBIBOJBI,
¢dbopmynupoBkr, 0000IIEHHS; TOMEYaTh BaXKHbIE MBICITH, BBIACTATH
KJIFOUEBBIE CJIOBA, TEPMUHBI. [IpoBepka TEPMHMHOB, NOHATHUH C IOMOILBIO
SHIMKJIONEANH, CIOBapeH, CIPABOYHUKOB C BBINMCHIBAHHEM TOJIKOBAaHUH B
TeTpaab. O003HAYUTH BOIPOCH], TEPMHHBI, MAaTepHall, KOTOPBIA BHI3BIBAET
TPYAHOCTH, IIOMETUTh W IIONBITATBCS HAWTH OTBET B PEKOMEHIYEMOM
nmuteparype. Eciu camocTosiTenbHO HE yAaeTcsl pa3oOpaTbesa B MaTepuaile,
HEo0X0IuMO c(opMyIMpPOBaTh BONPOC M 33JaTh MpPENOJaBaTeli0 Ha
KOHCYJIbTAIIUH, HA IPAKTUYECKOM 3aHSTUH.

Jlexmus

[Ipopabotka pabodelt mTporpaMMmbl, yIess 0co00e¢ BHHMAHHE
uensiM M 3ajavyaM, CTPYKType H  COIEPXKAHMIO  JUCLUIUIMHBL
KoncmektupoBanne WCTOYHHKOB. PaboTra ¢  KOHCIEKTOM  JICKITHH,
IIpakTryaeckue 3aHATHS MMOATOTOBKA  OTBETOB K  KOHTPOJIBHBIM  BOMpOCAaM,  IPOCMOTP
pPEKOMEHTyeMOl TMTepaTypsl, padota ¢ TekcToM. [IpocnymBanue aymnuo-
¥ BHJIeO3aNKCced IO 3aJaHHON TeMe, pelIeHHe pacdyeTHO-TpadUIecKux
3aJlaHui, pereHue 3a/1a4 1o aNropuTMy  JIp.
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NuauBuyansHbIe
3aJaHMs

3HAaKOMCTBO C OCHOBHOM M JOTOJIHUTENBHOM JHUTEpaTypoH,
BKJIIOYAs CIPABOYHbIE W3JAHUA, 3apyOCKHbIE MCTOYHHUKH, KOHCIEKT
OCHOBHBIX MOJIOKEHWH, TEPMUHOB, CBEACHUH, TpeOYIOIMXCA Ui
3allOMHUHAHUA M SBJSIIOIIMXCS  OCHOBOIIOJIATalOIIMMU B 3TOM  TeMme.
CocraBneHue aHHOTaUMH K MPOYMTAHHBIM JIMTEPATYPHBIM HCTOYHUKAM H

Ap.

CamocrosiTensHas padoTta

CamocrosTenpHast paboTa IPOBOAUTCS € LENbI0: CHCTEMaTH3aUU 1
3aKpeIUIeHUsT MOJYYECHHBIX TEOPETHUECKUX 3HAHMH M TMPAKTUYECKUX
yMEHUHl oOyuaromuxcs; YIIyOJleHHsS U paclIMpeHHs TEOPeTHYECKUX
3HAaHUH CTYIEHTOB; (POPMUPOBAHMSA YMEHHUI HCIIOIb30BaTh HOPMATUBHYIO,
MPaBOBYIO, CIPABOYHYIO JOKYMEHTALUMIO, YUYEOHYI0 H CHEIHATbHYIO
JUTEPATypy; PAa3BUTUS IIO3HABATEIbHBIX CIOCOOHOCTEH M aKTHBHOCTH
00yJaromuxcs: TBOPYECKOM WHHULATHUBBI, CaMOCTOSITETIBHOCTH,
OTBETCTBEHHOCTH, OPraHU30BaHHOCTH; (POPMHPOBAHHE CAMOCTOSATENILHOCTH
MBILICHHSI, CIIOCOOHOCTE K CaMOpa3BUTHIO, COBEPIICHCTBOBAHMIO U
camMoopranuzauuy; (opMHpPOBaHUS NPOPECCHOHANBHBIX KOMIETEHIIMIA;
Pa3BUTHIO HCCIIEAOBATEIbCKUX YMEHUH oOydatommxcs. QopMbl U BUABI
CaMOCTOSITCIbHOH  pabOThl: YTCHHE OCHOBHOW M JIOTIOJHHUTEIBHON
JUTEPATyphl — CAMOCTOSITEILHOE M3yUeHHE MaTepHraia 0 PeKOMEHIYEMbIM
JTUTEPATypHBIM HWCTOYHHKAM; paboTa ¢ OHOTHMOTEYHBIM KaTallOTOM,
CaMOCTOSITEIbHBIH  TOA00p HEOOXOJUMOW JIMTEpaTyphl, padoTa Co
CJIOBapeM, CIPABOYHMKOM; IIOMCK HEOOXOOUMOH HH(OpPMALUH B CETH
WHTepHeT; KOHCIEKTUPOBAHUE HCTOYHUKOB; pedepupoBaHNE UCTOYHUKOB;
COCTaBJICHHE AHHOTALUI K MPOYNUTAHHBIM JINTEPATYPHBIM HCTOYHHKAM;
COCTABJIICHME PELEH3MH U OT3BIBOB HAa IPOYUTAHHBIA MaTepHal;
cocTaBeHHe 0030pa IyONMKaluii MO TeMe; COCTaBIeHHE M pa3paboTka
TEPMUHOJIOTUYECKOTO CIIOBAPS; COCTABICHUE XPOHOJOTMYECKOH TaOIMIIbI,
COCTaBIICHHE oubnuorpapun  (O6ubmMorpaduuecKoi KapTOTEKN);
MOArOTOBKA K pasauyHbIM  (GopMaM TeKyllell H IpOMEXYTOYHOH
aTTecTauuy (K TECTUPOBAHUIO, 3aUETY, IK3aMEHY); BBIIIOJIHEHHE TOMAIIHUX
KOHTPOJIBHBIX Pa0OT; CaMOCTOSTEIBHOE BBITIOJHEHHE MPAKTUYECKUX
3aJaHU{ PENpPOLYKTUBHOTO THIA (OTBETHI Ha BONIPOCHI, TECTHI; BHIIIOJIHEHHUE
TBOPYECKUX 3ajaHuii). TexHONOrusi opraHu3alud CaMOCTOSTEIbHOU
paboThl oOyuaromuxcs BKIIOYAeT HCIOJNb30BaHHE WHQOPMAIMOHHBIX U
MaTepHabHO-TEXHUUECKUX PECYpCOB 00pa30BaTENbHOTO  YUPEHKICHHUS:
OMOJIMOTEKy C YMTAIBHBIM 3aJI0M, YKOMIUICKTOBAaHHYIO B COOTBETCTBHHU C
CYIIECTBYIOLUIMMU HOPMaMH; y4eOHO-METOIMYecKyl0 0a3y y4eOHBIX
KaOMHETOB, JIAOOpaTOpHid M 3aja KOAU(UKAIMH; KOMITBIOTEPHBIE KIIacChl C
BO3MOXHOCTBIO DPaboTel B ceTu MHTepHeT; ayauTopuu (KJacchl) IS
KOHCYJIFTAIIUOHHOM JEATEIbHOCTH; Y4eOHYI0 U Yy4eOHO-METOIUYECKYIO
JTUTEpaTypy,  pa3padOTaHHYl® €  Y4eTOM  YBEIWYCHUS  JIOJHU
CaMOCTOSITEIIbHON Pa0dOThl CTYJCHTOB, M MHBIC METOJMYECKHE MaTepHaIbL.
Ilepen BbIMONIHEHHEM OOYYaOIIMMUCS BHEAYIUTOPHON CaMOCTOSTEIbHOU
paboThl TpernojaBarellb MPOBOJUT KOHCYJIHTHPOBAHHE MO BBHIOJIHEHUIO
3aJjaHus, KOTOPBIH BKJIIOYAET MENb 3aJaHusl, €ro COJEepXKaHus, CPOKH
BBINOJIHEHHS, OPHEHTHUPOBOYHBI 00beM paboTbl, OCHOBHbIE TPEOOBAHUS K
pe3yiabprataMm palOOThl, KPUTEpUH OLECHKA. Bo Bpems BBINOJIHEHUS
00yYaIOIMMKCS BHEAYJIUTOPHOM CaMOCTOATEIbHOH pabOThl U NpHU
HEOOXOIMMOCTH MPEeNoAaBaTeslb MOXET NPOBOAWUTh HHIMBHIYalbHbIE H
rpynmnoBble  KoHcynbTammu. — CamocTosiTenbHas ~— paboTa  MOXKET
OCYIIECTBIATECS WHAWBUAYAIbHO WM TpyHmaMd  oOydaromuxcs B
3aBUCUMOCTH OT IIeNiH, 00beMa, KOHKPETHON TeMaTHKH CaMOCTOSITEIBHON
paboThl, YpOBHS CIOXXHOCTH, YPOBHS YMeHHH oOydarommxcs. KoHTponb
CaMOCTOSITEIIbHOM PadOTHI IPETyCMATPHUBACT:

. COOTHECCHHE COJIEP)KAHUS KOHTPOJS C LENIMH OOydYeHus,
00BEKTUBHOCTH KOHTPOJIS;
. BaJIMJHOCTh KOHTpPOJIL (COOTBETCTBHE MPEIbIBISIEMbIX
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3aJaHui TOMY, YTO MPEIIIONaraeTcs IPOBEPUTH);

Ormpoc

. nmudepeHnmranmto KOHTPOJBHO-U3MEPHUTEIIBHBIX
MaTepHaoB.

®DopMBI KOHTPOJIS CAMOCTOSATEIILHOM pabOTHI:

. MPOCMOTP U TIPOBEPKA BBITIOJHEHHSI CaMOCTOSTEILHOM
PpaboTHI MPETIoIaBaTeNIeM;

. OpraHu3aIHs CaMOIIPOBEPKH,

. B3aWMOIIPOBEPKH  BBIMIOJIHEHHOTO 33JIaHKsl B TPYIIIE;
00CyXJIeHVE Pe3ylIbTaTOB BHIMOJIHEHHOH pabOThI HAa 3aHSATHH;

. MPOBEICHUE MUCBEMEHHOTO ONPOCa;

. MPOBEJICHUE YCTHOTO OTPOCa;

. OpraHu3aIus u MpOBEJICHNE WUHJIUBUTYaTTbHOTO
coOeceI0BaHVsT; OPTaHU3AIINs U TPOBEICHIE COOCCEIOBAHMUS C TPYIIION;

. 3alUTa OTYETOB O MPOJICIAHHOM padoTe.

Onpoc - 3TO CpeACTBO KOHTPOINS, OpPraHU30BaHHOE Kak

crienuanbHas Oecesia mpenoaBarelis ¢ 00y4aroUMCs Ha TEMbI, CBS3aHHBIC
C HW3y4aeMo#l JUCIUIUIMHOW, W PACCUMUTAHHOEC HAa BBIABICHHE OOBEMa
3HAQHMH 1O ONpENCNICHHOMY pa3lely, Teme, npobiiemMe H  T.IL.
[MpoGiemaryka, BbIHOCHMMAsi Ha OIPOC OIpEACiCHa B 3aJaHHAX JUIs
CaMOCTOATEIbHON Pa0OThI 00YYAIOIIETOCs, a TAKKE MOXKET OMPEIeIAThCI
nperogaBaresieM, BeIylIuM CEMUHAPCKHE 3aHATHI. BO BpeMst mpoBeaeHHs
omnpoca OOy4YaIOIIUHCS JOJDKEH YMETh OOCYIUTh C MpernojaBaTesieM
COOTBETCTBYIOIIYIO MPOOJIEMATHKY HA YPOBHE JTHAJIOTA.

Komnmoxsuym

Kommoksuym (ot marmuckoro colloquium — pasroBop, OGecema) —
onHa u3 GopM y4eOHBIX 3aHATHIA, Oeceaa MPernoaaBaTelis ¢ yJYaluMKICs Ha
ONpECICHHYI0 TeMy M3 YyueOHoW mnporpammbel. llens mnpoBemeHus
KOJUIOKBUYMa COCTOWT B BBISICHEHHH YPOBHS 3HAHWH, ITOJYYEHHBIX
YYaOUMECS B pe3ylbTaTe [MPOCIYIINBaHUS JIEKIWH, MOCEHICHHS
CEeMHHApOB, a TaKke B pe3yJbTaTe CaMOCTOSTEIHHOIO HU3yYeHUs
MaTtepraina. B paMkax mocTaBiIeHHOH e PEeIIaloTcs CISAYIONUe 3a1au:

. BBUSICHEHHE KadecTBa M CTENICHH NMOHWMAaHUS YYaIlMHCS
JIEKIIMOHHOTO MaTepuara,

. pPa3BUTHE U 3aKPEIJICHHE HAaBBIKOB BBIPAKEHUS YUAITUMHCS
CBOUMX MBICJICH;

. paciupenue BapHaHTOB CaMOCTOATENbHOMN
LIeJICHAIIPaBICHHON MOJITOTOBKH YYaIUXCS;

. pa3BHUTHE HABBIKOB OOOOIIECHUS PA3IAYHBIX JIUTEPATYPHBIX
HACTOYHUKOB;

. [IPEeIOCTaBIEHNE BO3MOXXHOCTH YYaIMCS COIOCTaBIAThH
pa3HbIe TOUKH 3pEHHUS [10 pacCMaTPpUBAEMOMY BOTIPOCY.

B pesynbraTe mpoBeneHHs KOMJIOKBHYMa IPENoAaBaTelb JOJDKEH
MMETh TIpEeCTaBICHHE:

° 0 KauecTBe JIEKIIMOHHOTO MaTepuala;

° O CHJBHBIX M CIA0BIX CTOPOHAX CBOEW METOJIUKH YTEHUS
JICKITHI;

° O CWIBHBIX U CJIa0bIX CTOPOHAaX CBOEH METOJIUKHU
MIPOBEICHUS CEMHUHAPCKUX 3aHSTHIA,

° 00 ypOBHE CaMOCTOSTEILHON PabOThI YUAIIXCS;

° 00 yMeHHH 00YYaroIIUXCsl BECTH JIUCKYCCHIO U JOKa3bIBATh
CBOIO TOUKY 3pEHUS;

° 0 CTETICHU 3PYJUPOBAHHOCTHU YUAIIUXCS;

° O CTENEHH WHIUBUIYATbHOIO OCBOCHUSI Marepuaia

KOHKPETHBIMH 00yYaroIIUMHCS.
B pesynprare npoBeAeHUs KOJJIOKBUYMa OOYYarOLIMHCS OJDKEH
VMETh NPEACTaBICHHE:
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. 00 ypOBHE CBOMX 3HAHHI IO pacCMaTPHUBAEMBIM BOIPOCAM
B COOTBETCTBHHM C TPEOOBAHUSIMH MPENOJABATENSI U OTHOCHUTEIBHO IPYTUX
CTYZAEHTOB IPYIIIb;

. 0 HEJIOCTAaTKaX CaMOCTOSATENILHON MPOPabOTKH MaTepraa;
o 0 CBOEM YMECHHH HM3JIaraTh MaTepHal;
o 0 CBOEM yMEHHH BECTH TUCKYCCHIO W JOKa3bIBAThH CBOIO

TOYKY 3pECHUSI.

B 3aBHCMMOCTH OT CTENEHM NOATOTOBKH TPYHIBI MOXKHO
UCTIONB30BaTh Pa3HbIe MOAXOMABI K MPOBEICHUIO KOJUIOKBHYMa. B ciyudae,
eciy OOJBIIMHCTBO TPYIIEI C TPYAOM BOCIPHHUMAET COJEPKAHHUE JICKINI
U Ha TIPAKTHUECKUX 3aHATHAX  JIEMOHCTPUPYET  HEIOCTATOUYHYIO
CIIOCOOHOCTH aKTUBHO OIEPUPOBATH CO CMBICIOBBIMU COHHUIAMH U
TEPMHUHOJIOTHEH Kypca, TO KOJUIOKBHYM MOXKHO Pa3ZeiHNTh Ha JIBE YaCTH.
CHauana mpenojaBaTeib H3JaraeT 0a3oBble MOHATHA, COJEpXKallhecs B
mporpamMMe. OTO JOJDKHO 3aHATh He Oosee yeTBepTH 3aHATHSA. OCTaabHbBIE
TP YETBEPTH HEOOXOIMMO IIOCBATHTH JAUCKYCCHH, B XOAE KOTOpPOH
oOyuJaromiecst JOJDKHBI YOeIWThCS W, TJIaBHOE, YOeIuTh APYr Ipyra B
000CHOBAaHHOCTH U JOKA3aTEILHOCTH MOTYYEHHOTO BUICHUS BOIPOCA U €T0
COOTBETCTBHS peaJbHOU MpakTUKe. Eciu e mpernogaBaTenb ©MeET Ae0 ¢
Oonee  TOATOTOBICHHOW, CaMOCTOSITENFHO JyMaioliell ¥ aKTHBHO
YCBaWBAIOICH CMBICIIOBBIC SAMHUIIBI U TEPMUHOJIOTHIO Kypca ayIuTOpHEH,
TO KOJJIOKBUYM HEOOXOJUMO TMPOBECTH TaK, YTOOBI CaMH OOYyYaroIIuecs
copMyMpoBaIM M3IOXKEHHBIE B IpOrpaMMe IOHSATHS, BBICKa3aIN
HECOBMAJAIONINE TOYKH 3pEHHS M TMPUBENH NPaKTHYECKHE MpUMEpHl. 3a
mpernojiaBareieM OCTaeTcd poiib MojlepaTopa (BEAyIIEro TUCKYCCHH),
KOTOPHII B KOHIIE «IUIIB» CYMMHPYET COBMECTHO MOJyYCHHBIC
pE3yJIBTATHI.

TectupoBanue

KonTponps B BUJE TECTOB MOKET HCIIOJIb30BATHCS MOCTE U3YUEHUS
KaX/I0# TeMbI Kypca. IToroBoe TeCTUpOBaHHE MOKHO IPOBOAMTE B (hopme:

o KOMIIBIOTEPHOI'O TECTUPOBAHUA, T.C. KOMITBIOTEP
IIPONU3BOJILHO BI)I6I/IpaCT BOITPOCHI 13 0a3bl JAaHHBIX I10 CTCIICHH CJIOKHOCTH,
o NMHUCBbMEHHBIX OTBETOB, T.C. IMPCIIOAAaBaATCIIb 3aJaCT BOIIPOC U

JlaeT HECKOJIbKO BapUAaHTOB OTBETA, a OOYYAIOIIUICS Ha OTIEILHOM JIUCTE
3aIlMCBIBAET HOMEPa BOIIPOCOB 1 HOMEPA COOTBETCTBYIOIIUX OTBETOB.

Hdus  poctwkeHus — OOJbIIEH  JTOCTOBEPHOCTH  PE3YJIBTATOB
TECTUPOBAHMSA CJIEYyeT CTPOUTH TEKCT TaK, YTOOBI y OOydaroLmxcst ObLIO
He Oonee 40 — 50 cekyHnI Ans OTBeTa Ha OJWH Bompoc. MToroselil Tect
JOJDKEH BKIIIOYAaTh He MeHee 60 BOMpPOCOB IO BCEMY KypcCy. 3HauuT,
WTOTOBOE TECTHPOBaHHE 3aiiMeT ILenoe 3aHsaTHe. OLeHKa pe3yJbTaToB
TECTUPOBAHHS MOXET MPOBOJAUTHCS IBYMSI CIIOCOOaMHU:

1) mo 5-6amibHON cUcTeMe, KOTJla OTBETHI CTYJICHTOB OI[CHUBAIOTCS
CJICAYIOIIMM 00pa3oM:

- «oTIIMYHOY» — Oosiee 80% OTBETOB MPaBUIIBHEIC;

- «xopomIo» — 6osee 65% OTBETOB NPABUIILHBIE;

- «yZOBIIETBOpUTENBHO» — Oonee 50% OTBETOB NpaBHUIIbHEBIE.

OOyuaromuecs, KOTOpble NPaBUILHO OTBETWIN MeHee yeM Ha 70%
BOIPOCOB, JIOJDKHBI B MOCIENYyIOIEeM Iepecaarts TecT. [Ipu 3Tom
HE00XO0IMMO IPOKOHTPOJIMPOBATH, YTOOBI BApUAHT TecTa ObLI JPYTOM;

2) mo cucreMe 3ayeT-He3auyeT, Korja Juid 3adeTa IO JaHHOH
TUCITUIIIMHE JOCTATOYHO WPABMIIBHO OTBEeTUTH Oosiee deM Ha 70%
BOIIPOCOB.

IToaroroBka k 3a4éry

[Tpu moaroroBke K 3a4€Ty HEOOXOUMO OPUEHTHPOBATHCS Ha KOHCIEKTHI
JIEKIUM, peKOMEHAyeMYyI0 IutepaTypy U Ap. OCHOBHOE B MOATOTOBKE K
crade 3auéra 1o JMCLMIIIMHE «Cucrema VIpaBIICHUS
JIOKyMEHTOOOOPOTOM» - 3TO TIOBTOPEHUE BCETO MaTepuaia AUCIUTUIHHEI,
M0 KOTOPOMY HeoOXoAWMoO chaBaTh 3a4y€T. llpm moaroroBke Kk crade
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3au€ta oOOywarommiics Bech OOBEM pPabOThI JIOJDKEH pPAaCIIPeleisTh
PaBHOMEPHO MO JHSAM, OTBEJICHHBIM JUIsl IOJATOTOBKH K 3a4€TY C OIIEHKOM,
KOHTPOJIUPOBATh KA&X/IbI JICHb BBIIOJIHEHUE HAMEUCHHOW pPabOTHI.
[ToaroroBka K 3a4€Ty ¢ OLIEHKOW BKJIIOUAET B CEOs TPH dTama:
® CaMOCTOSTENIbHAs paboTa B TEUCHHE CEMECTPa;
® HEMOCPEACTBEHHAs] MOArOTOBKA B JIHH, MPEAIIECTBYIOUIUE 3a4ETy
0 TEMaM Kypca;
e [OATOTOBKAa K OTBETYy Ha 3aJaHHsA, COJAEpKallecs B OmieTax
(Tecrax) 3auéTa.
Hns ycmemHol cmaunm 3a4€Ty ¢ oOLeHKoM mo auciuiuinde «CucreMa
YHOpaBIeHUsT JOKYMEHTOOOOPOTOM» O0ydYaromuecs: MOJKHBI MPUHUMATH
BO BHUMAaHME, YTO:
® BCC OCHOBHBIC BOIIPOCHI, yKa3aHHBIC B paboueli mporpaMmme, HyKHO
3HaTh, IOHUMATh UX CMBICII U YMETH €r0 Pa3bsCHUTD;
® YyKazaHHbIE B paboueii MporpaMme (hopmupyembie
mpo(heCCHOHANBHBIE KOMIICTCHIIMM B  PE3YyJbTaTe OCBOCHUS
JTUCITUTUTAHBI JOJDKHBI OBITH IPOIEMOHCTPUPOBAHEI CTYIEHTOM;
® CEMUHAPCKUE 3aHATHUS CIIOCOOCTBYIOT MOJIYUYCHHIO 00JIee BHICOKOTO
YpOBHSI 3HAHWI W, KakK CJICJCTBHE, 00Jee BBICOKOH OIICHKE Ha
3auéTe C OIICHKOM,
o TOTOBUTHCS K 3a4€Ty HEOOXOAMMO HAYWHATH C IIEPBOU
JIEKIIUM U IEPBOT0 NPAKTUYECKOTO 3aHSATUSL.

9. Onucanue MaTepHaJbLHO-TeXHHYECKOH 0a3bl, HEOOXOAMMOM AJIsl OCYLIeCTBIECHHSA
00pa3oBaTeILHOIO NMPoIecca Mo JUCHMUILINHE

Jns  ocymecTBieHus o0pa3oBaTelnbHOro Impouecca no auciumuinae «Kagposas
0€30MacHOCTh OpraHU3aUN» HEOOXOAMMO UCTIOIB30BAHNUE CIEAYIOIINX TOMEIICHUH:

MartepuanbHO-TeXHUYECKOE 0OecIeueHUE NUCITUIUTMHBI BKITFOYAET B ceOs:

ydeOHast ayTuTOpHsl JJIA MPOBECHUS YUCOHBIX 3aHATUH, OCHAIIEHHAs 000PYJOBAaHUEM U
TEXHUUYECKUMHU CpeficTBaMH 00ydeHus (MeOenb ayIuTopHas (CTOJbI, CTYJbs, JOCKA), CTOJ, CTYII
mpernojaBarelisi) ¢ TEXHWYECKHe CpelIcTBa OOydeHUs (MePCOHANBHBIA  KOMITBIOTED;
MyJIbTUMEANIHOE 000pYIOBAHUE);

® [IOMEIIIEHUE IS CaMOCTOATENbHOW paboThl OOydYaroIMXCs: CHEIUATM3UPOBaHHAS
MC6€J’II> 158 KOMHBIOTCpHaﬂ TCXHUKA C BO3MOXHOCTBH ITOOKIIFOYCHHSA K CCTH ((I/IHTepHeT)) 158
ofOecrieueHreM JIOCTyMa B  JJIEKTPOHHYIO  WH(GOPMAaIMOHHO-00pa30BaTeNbHYIO  Cpely
YHuBepcurera.

10. Mepevyenb MHGPOPMALMOHHBIX TEXHOJIOTHIi, HCMOJIb3YeMbIX NMPH OCYLIECTBJIEHHH
o0pa3oBaTeIbHOIO Mpouecca Mo AUCHMILIMHE, B TOM 4HCJe KOMILUIEKT JHIEH3HUOHHOIO
NPOrpaMMHOIO o0ecneyeHUsl, JJIEKTPOHHO-OUOIHOTEYHbIE CHCTEMbI, COBpPeMeHHbIe
npogeccnoHa/IbHbIe 0a3bl JaHHBIX M HH(POPMALHOHHBbIE CIIPABOYHbIE CHCTEMbI

OOyuaromuecs ~ oOecredyeHbl  JOCTYIOM K 3JEKTPOHHOM  MH(POPMAIMOHHO-
oOpa3oBaTeNbHON cpeie YHUBEPCUTETa U3 JH000H TOYKM, B KOTOPOH HMMeEeTCs JIOCTYN K CEeTH
«HTEepHET», KaK Ha TEPPUTOPUN OPTraHU3ALNM, TaK U BHE €€.

10.1 JIuneH3MOHHOE MPOrPAMMHOE 00ecTedeHHe:

1. Onepannonnas cucrema Microsoft Windows XP Professional Russian — OEM-
JIMIIEH3UH (TTOCTABIISIFOTCS B COCTaBE TOTOBOTO KOMITBIOTEPA);

2. Omneparmonnas cucrema Microsoft Windows 7 Professional — OEM-nunensun
(TTOCTaBIAIOTCSI B COCTaBE TOTOBOTO KOMITHIOTEPA);

3. Iporpammusiii maker Microsoft Office 2007 — nunensust Ne 45829385 ot
26.08.2009;

4. Tlporpammueiii maker Microsoft Office 2010 Professional — munensus Ne

29




48234688 ot 16.03.2011;

5. Ilporpammusiii maker Microsoft Office 2010 Professional — numensus Ne
49261732 ot 04.11.2011;

6. KommekcHas cucremMa aHTuBHpycHOW 3ammuThl DrWEB Entrprise Suite —
ymiensusg Ne 126408928;

7. 1C: byxrantepus 8§ yueOHast Bepcus — JulieH3uoHHbINA goroBop Ne 01/200213 ot
20.02.2013;

8. IIporpammusiii komrmuieke IBM SPSS Statistic BASE — nunieH3uoHHBIH 10TOBOD
Ne 20130218-1 ot 12.03.2013;

9. IIporpammusiii maker LibreOffice — cBoboanas nunensus Lesser General Public

License

10. Kopnopatusnast miardopma Microsoft Teams. IlponpuerapHast TUIIEH3HS.

10.2. D1eKTPOHHO-0MOIHOTEYHASI CHCTEMA:
DnexTponnas oubnmoreunas cucrema (IBC): http://www.iprbookshop.ru/

10.3. CoBpeMeHHBIe NIpodeccuoHAIbHBbIE §a3 TAHHBIX:

1.

2.

ok w

10.
11.

12.
13.
14.
15.

16.
17.

wN PR 9

OdunuanbHbli  MHTEpHET-IOPTAaN 0a3bl JAaHHBIX NPaBOBOM HMH(OpMaruu
http://pravo.gov.ru

[Topran "UH(popMaliMOHHO-KOMMYHHUKALIMOHHbIE TEXHOJIOTUU B 00pa3oBaHuu"
http://www.ict.edu.ru

Hayunast snextponnas 6ubiaunoreka http://www.elibrary.ru/

HauwmonanbHas anektponHas 6ubnuoreka http://www.nns.ru/

OnexkTpoHHble  pecypchl  Poccuiickoif  rocymapcTBeHHOW — OMOIMOTEKH
http://www.rsl.ru/ru/root3489/all

Web of Science Core Collection — mnoauremarnueckas pedepaTHBHO-
oubnmuorpaduueckas 1 HaykoMeTpuieckas (Ondimomerprudeckas) 0aza qTaHHBIX
— http://webofscience.com

[ToTHOTEKCTOBBIM ~apXUB BEOYIIMX 3alaJHbIX HAYYHBIX JKypHAJIOB Ha
poccuiickoit miargopme HarumoHanbHOro  3JIEKTPOHHO-UH(POPMALMOHHOTO
koHcopuuyma (HOMKOH) http://neicon.ru

ba3el manHbIX U3maTenbcTBa Springer https://link.springer.com

www.minfin.ru Caiitr Munucrepcta ¢puHancos PO

http://gks.ru Caiit ®enepanbHOii ci1yk0bl TOCYAapPCTBEHHOMN CTATHCTHKU
www.skrin.ru baza pamaeix CKPUH (kpynHeiimias 0a3a JaHHBIX IO
POCCHICKMM KOMIIaHUSM, OTPaciisiM, pernoHam P®)

www.cbr.ru Caiit Llentpansroro banka Poccuiickoit @enepanun
http://moex.com/ Caiit MOCKOBCKOM OMpxH

www.fcsm.ru Odunmanbheii cadt DenepanbHON CITyX)Obl M0 (HUHAHCOBBIM
peiikam (OCDP)

www.rbc.ru Caiit PBK  («PocbusnecKoncantunr» - Beaymas poccuiickas
KOMIaHus, paboTaromas B cdepax Macc-Meaua M HUH(OPMAIMOHHBIX
TEXHOJIOTHH)

WWW.expert.ru DineKTpoHHas Bepcus )KypHaia « DKCIepT»

http://ecsn.ru/ « JkoHOMHYECKHE HAYKI

. UudopmanmoHHbie ClipaBoOYHbIe CHCTEMbI:

HNudopmannonHo-npaBoBas cucrema «KoHCyIbTaHT+»
HndpopmannonHo-cnpaBoynas cucrema «LexPro»

[Topran ®@enepanbHBIX TOCYJApCTBEHHBIX 00pa30BaTeIbHBIX CTAHIAPTOB
BhIcIIero oopazoBanus http://fgosvo.ru

www.garant.ru UugopmarrioHHo-nipaBoBas cucrema [ 'apant
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11. OcoOenHocTH peajqu3alMu JUCHUIUIMHBI I8 HUHBAJIMIOB W JHI €
OrpaHMYeHHBIMHU BO3MOKHOCTAMM 310POBbS

Jns obecriedenusi 00pa3oBaHMA WHBAJIUAOB U OOy4alOUIMXCi C OrPaHUYECHHBIMU
BO3MOXXHOCTSIMU  37IOPOBBSI 110 JIMYHOMY 3asBICHHIO OOy4aromierocss paspabaTbiBaeTcs
aJlanTUpOBaHHAsE OOpa3oBaTelbHasl MporpamMma, MHAWBHUYaIbHBIM Y4eOHBIM IUIaH C y4eToM
OCOOCHHOCTEH WX TICUXO(U3MUECKOTO pPA3BUTUS U COCTOSHHUS 3J0POBbS, B YaCTHOCTHU
MPUMEHSIETCA MHAUBUIYabHBIM MOIX0 K OCBOCHUIO JUCIMILTUHBI, MHIUBUyaIbHbIC 3aJaHUS:
pedeparbl, NHCHBMEHHBIE pPA0OTHI W, HAOOOPOT, TOJIBKO YCTHBIE OTBETHI W JHAJNIOTH,
WHAUBUAYyalIbHbIE KOHCYJIbTAllUW, HCIOJb30BaHUE JUKTOGOHA U JPYTrUX 3aMUCHIBAIOIINX
CPEJCTB JJIsl BOCIIPOU3BEICHUS JIEKIIMOHHOTO U CEMUHAPCKOT0 MaTepuara.

B memsix oOecnedenuss oOyyarolmuXcsi HWHBAJIWAOB U JIUMI C OTPaHUYEHHBIMH
BO3MOXKHOCTSIMH 37I0POBbsI OMOJIMOTEKAa KOMIUIEKTYeT (hOHJ OCHOBHOM Y4eOHOH JHTEpaTypoi,
aJaNTUPOBAHHONW K OTPAaHUYEHHUIO HMX 3[0POBBS, MPEIOCTaBISET BO3MOXKHOCTH YIAJICHHOIO
WCIIOJIb30BaHUS AJIEKTPOHHBIX 00Pa30BaTEIBHBIX PECYPCOB, JHOCTYI K KOTOPHIM OPTaHW30BaH B
OAHO BO «MIICY». B 6ubnunoreke nmpoBOIATCS HHAUBUAYaTIbHbIC KOHCYJIbTAIMH I TaHHOK
KaTerOpHH IMOJIb30BaTENeH, OKA3bIBAETCS IMOMOIIb B PETUCTPAIIMU M HCIOJIB30BAaHUN CETEBBIX U
JIOKAJIbHBIX 2JIEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB, MPEIOCTABIAIOTCS MECTa B UYUTAIBHOM
3a5e, 00OPYJOBAaHHBIE MPOrPAMMaMU HEBU3YAJILHOTO JOCTyHa K WH(GOPMAIUH, SKPAaHHBIMU
YBEJIMYUTENIAMU W TEXHUYECKHUMH CPEICTBAMU YCUJICHHsSI OCTaTOYHOro 3peHus: Microsoft
Windows 7, LleHTp crieruaibHBIX BO3MOXHOCTEH, DkpaHHas yrna; MicrosoftWindows 7, LlenTp
CIEIHAlIbHBIX BO3MOXHOCTEH, DKkpaHHbIi aukTop; MicrosoftWindows 7, LleHTp cnenuanbHbIX
BO3MOKHOCTEH, OKpaHHas KiaBuaTypa; skpaHHas Jjyna OnelLoupe; peueBoil cuHTE3aTOp
«l"omocy.
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12.JIuct perucrpanuu u3MeHeHHUil

YueHoro coBera OT «_ »

Pabouas mporpamma y4eOHOW NUCHMIUIMHBI OOCYXJI€Ha M YTBEP)KICHA Ha 3aceIaHuu

2021 r. mpotokos Ne

ConepkaHre U3MEHEHUSI PexBuzutsl Hart
/T JIOKyMEHTa 00 | a BBemeHUs
YTBEPKJACHUN U3MEHCHHS W3MCHEHUS
YTBepKaAeHA pellcHHEM YUYEHOrO COBETa Ha
OCHOBaHUH ®denepansHOTO rOCyIapCTBEHHOTO
IIpoTokon 3acenanus
00pazoBaTeNBLHOTO CTAaHAAPTa BBICIIETO OOpa3oBaHUS
Y4eHoro coBeTa OT «___ »
o HanpasjcHuo noarotoku 38.03.02 MeHemKMEHT — 01.09.2021

(ypoBeHb OakaliaBpuara), yTBEPKICHHOTO IPHKA30M
MunucTepcTBa HayKH M BbIciiero obpasosanust PO ot
12.08.2020 r. N 970.

2021 rona
poTokos Ne
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