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1. AHHOTAIUA K JUCHHMILIMHE

PaGouass mporpamma gucrumuinHbl «CHcTeMa yOpaBlIEHUS JOKYMEHTOOOOPOTOMY
cocTtaBieHa B cooTBeTcTBUU C TpeboBanusMu PI'OC BO no HampaBiIeHUIO TOATOTOBKH
38.03.02 MenemxMeHT (ypoBeHb OakanaBpuara), YTBEPXAEHHOTO IMpHKa3oM MUHHCTEpCTBA
HayKH U BbIciiero oopazoBanus PO ot 12.08. 2020 r. N 970.

Pabouast mporpamMMa coAepKHUT 0Os3aTeNbHBbIC JUISI M3YYCHHS TEMbl 1O JUCIUIUIMHE
«Cucrema ympapieHUsI JOKYMEHTOOOOPOTOM». JIUCIIUIIIIMHA TaeT LETOCTHOE MPEACTABICHUE O
HeNsX, 3a7a9ax U QyHKIUAX YIIPABICHUS JOKYMEHTOOOOPOTOM.

MecTOo IMCUMILUIUHBI B CTPYKTYpPe OCHOBHOI npogdeccuoHalbHO 00pa3oBaTebHOM
NMPOrpamMMbl

Hacrosimiass aucuuiimHa BKJIIOYEHA B 9acTh, (OPMHUPYEMYIO0  yYaCTHUKAMU
obpazoBarenbHbIX oTHOIIEHUH, biioka @T/I. dakynbTaTuBBl YYCOHBIX TIAHOB MO HAIIPABJICHHUIO
noaroroBku 38.03.02 MeHeKMEHT, ypOBEHb OaKallaBpuaTa.

JluciunamHa u3ydaeTcss Ha 3 Kypce B 6 ceMecTpe JUisl OYHOM M 3a04HOM (opmam
oOyuenwus, Ha 4 Kypce B 8 ceMecTpe JUIsl OUYHOW-3a04HON (opMBbI 00ydeHus, hopMa KOHTPOJIS -
3a4ér.

Lear wu3ydyeHusi JAMCHUILUIMHBI. (DOpPMUPOBaTH y CTYICHTa HAaBBIKA pabOTHI C
JOKYMEHTaMH W pPEIICHHUS 3ajad, CBA3aHHBIC C TMEPEX0JO0M K 0e30yMaKHOH TEXHOJOTHH
YIPaBJICHUS YKOHOMHUYCCKUMH CHCTEMaMHU, UX OOpabOTKe, XpaHCHWIO, TIOUCKY W Iepelavyu
uH(pOopMaLUH.

3agaun U3yYeHHs THCHUTIIHHBI:

- H3yUYCHHE KJIACCOB YIKOHOMUYECKHX CUCTEM, COJIepKaHui (DYHKITNI OU3HEC-TIPOIIECCOB;

- coJIep KaHHME CUCTEMBI JJOKYMEHTO000pOTa;

- BUJIBI JIOKYMEHTOB U MX CBSI3U C OM3HEC-ITPOIICCCAMU;

- U3y4YCHHE MPOLEAYpPbl COCTABJICHHMS, MOJYUYCHHS, Iepeaadn, oOpadOTKH M XpaHCHHUS
JIOKyMEHTaIuu B ouce;

Komnerennuu oOyuawmierocsi, ¢opmMupyemMble B  pe3yJbTaTe OCBOEHHs
AHCHUILIMHDI:

[IK-3 - BnameHWue HaBBIKAMH TMPEANPUHUMATECIBCKOW  JIEATCIBHOCTH |

MPOBE/ICHUSI MOHHUTOPHHTAa PHUCKOB B MPOIECCE peau3allii MPOEKTa, B TOM YHCIIE,

MPOEKTA rOCyIapCTBEHHO-YACTHOTO MTAPTHEPCTBA



2. IlepeyeHb mNJAHMPYeMBIX pe3yJbTATOB 00y4YeHHSl, COOTHECEHHBIX C
IVIAHUPYEeMBbIMH  pPe3yJbTATAMH  OCBOEHHMSI OCHOBHOH  mpodecCHOHATbHOM
00pa3oBaTeJIbHOM MPOrPaMMBbI

[Iponiecc m3ydeHus: AUCHUILUIMHBI HANpaBiIeH Ha (OPMHPOBAHHE KOMIIETCHIIMH,
npeaycMoTpeHHbix @I'OC BO mno nanpapneHuto noarotoBku 38.03.02 MeHexMeHT
(ypoBeHb OakanaBpuara) M Ha OCHOBE MPO(HECCHOHAIBHOTO CTaHIAPTOB «CIIEIUATUCT 110
YIIPaBJICHUIO PUCKAMU», YTBEPKIACHHOTO NMPUKa30M MuHHCTEPCTBA TPYyla U COLIMAIBHON
3amuThl Poccuiickoit deneparuu ot 18 aBrycra 2018 r. N 544n u «Crenmanuct B cepe
YIpaBiI€HUSI MPOEKTaMU TIOCYIapCTBEHHO-YACTHOTO NAPTHEPCTBA», YTBEPKICHHBIN
IpuKazoM MuHHCTEpCTBa TpyJa U coluaibHOM 3amuThl Poccuiickoit denepaunn ot 20
uronsg 2020 rogma N 431H, cooTHeCEHHBIX ¢ (QeaepaabHbBIM TOCYIapPCTBEHHBIM
00pa3oBaTeNbHBIM CTAHAAPTOM 10 YKa3aHHOMY HalpaBJICHUIO TOATOTOBKH.

Kon PesyabTaTsl Nuauxkaropsl DopMbl
KOMIIeTeHIIU U OCBOCHUSA OIIOII | nocTuskeHUs1 KOMIETEHIUA o0pa3oBaTeJIbHOI
(conepkanue JAeATeJIbHOCTH,
KOMIIeTeHLIU ) croco0CcTByOLINE
dopmupoBanuw wun
pa3BUTHIO
KOMIIETeHII U
K-3 Bnanenne  Hapbikamu | IIK-3.1. Brnameer  naBbikamu | KoHTakTHas pabora:
MPEANPUHUMATENIBCKON | MPENPUHUMATEIBCKON Jlexun
JIeSITEIbHOCTH U | ACSITETHHOCTH ¢ Hcronb3oBaHueM | [Ipaktudeckue
MIPOBEICHUS pECYpPCoOB JOKYMEHTO000poTa 3aHATHUSA
MoHuTOpHUHTa pruckos B | ITK-3.2. Nwmeer HaBeiky | CaMocTosATeNbHAS
IPOLIECCE PeaIu3aLuUU | MPOBEACHHS MOHHTOpHHTa | paboTa
IIPOEKTa, B TOM YUCJIE, | pUCKOB B TIpOIlecCce pealn3anun
MpOeKTa MpOeKTa C  HCIIOJIb30BaHUEM
roCyJapCTBEHHO- PECYPCOB JOKYMEHTO000pOTa
yacTHOTO MapTHepcTBa | IIK-3.3. Biageer  HaBbikamu
NpeANPUHUMATEIBCKON
JCATCIIbHOCTHU u IMPOBCACHUA
MOHUTOPUHTA PUCKOB B TPOIECCE
peaiMzaniii  MPOEKTa, B TOM
YHUCIIe, MPOEKTa TOCYIapCTBEHHO-
YaCTHOTO MapTHEPCTBA c
HCIIOJIb30BAaHUEM pecypcoB
JTOKYMEHT0000poTa

3. O0beM AUCHHUILIUHBI
aKaJeMHYeCKHNX 4YacoB,

B 3a4YeTHBIX eIMHMIAX ¢ YKa3aHHeM KoOJIMYecTBa
BBIICJCHHBIX HAa KOHTAKTHYI0 palotry oOy4amomuxcs ¢

npenogaBarteseM (10 BUIaM 3aHATHII) H HA CAMOCTOSITEJbHYIO PadoTy 00y4yaomuxcs
OOmast TpyA0eMKOCTb AUCIUIUTMHBI COCTABIISET 2 3aU€THBIX SAMHUIIBI.

3.1 O0béM IMCUMILIMHBI 0 BUAAM YUeOHBIX 3aHATHII (B yacax)

O0BLEM TUCHUILINHBI

Bcero uacos

OovHas
(hopma oOyueHUs [aodHas

00ydeHus

OYHO-

3a04Hast
dhopmadopma obyueHus

OO6mrast TPy T0€MKOCTh AUCIIATLTAHBI

72




KonraktHass pabota  oOydarommxcs ¢ 28 20 8
MpernoiaBareneM (BCEro)

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

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

nabopaTropHbie pPabOThHI

BreaynuropHast pabora (Bcero): 40 48 60

B TOM YHCIIE:

CamocrosiTennpHass  pabota  00ydarommxcs 40 48 60
(BCero)

Bun MIPOMEKYTOYHON aTTecTanuy 4 4 4

00y4aroIIerocs - 3a4eT

4. Coaep:xkaHue IUCHMILIMHBI, CTPYKTYPHMPOBaHHOe MO TemMaM (pa3ieiaM) ¢
YKa3aHHEM OTBEJCHHOr0 HA HHUX KOJHYECTBA AKAJeMHUYECKHX 4YacOB M BHIOB Y4eOHBIX
3aHATHH

4.1 Pazgennl OMCUMILIMHBI W TPYA0EMKOCTHL IO BHIAM Y4YeOHBIX 3aHATHH (B
aKaJeMHYeCKHX Yacax)

AJIs1 04HOM (popMBbI 00yUeHUs

Buani yueOHOM padoThl, BKJIIOUYas | Bua  oneHo4HOro
CAMOCTOSITEIbHYI0O  padoTy  CTYAeHTOB M | CPeACTBA
TPYA0EMKOCTbH (B yacax) TeKyLlero
E % KOHTPOJIsA
= CIIeBaeMOCTH
W3 Hux ayaiuTopHbie |2 s gl g y -
9 = | & o & § MPOMEKYTOUHOI
3aHATHS S =] &Y 3§
= = I § &\ arrecranun
O B |2 =& J (nocemecmpam)
Paznensl U TeMbl
Nen/m A a.
JHCIHITMHBI s
h
Bcero « ®
2 =
S =
SR
AN
& L A
o = g
= = = =«
(5] = & = X
Q = = z =
= < a s =
) ) = =I5}
@) = . =L
OcHOBHBIE
KOHIIETIIHH
YIIpaBJICHUS
1 JIOKyMeHToobopotoM, | 6 | 5 1 1 3 Onpoc
0e30yMaKHbIE
TEXHOJIOTHH
yHIpaBJICHHS
[TonsiTue u
2 6 |4 1 1 2 Komnmoxsuym
CTPYKTypa




SKOHOMHUYECKOI
CHUCTEMBI 30).
Knaccudukanus
(GyHKIUI U JeITOBBIX
nporieccoB DC

IloHsiTUS NOKYMEHT,
JIOKYMEHTOIIOTOK,
JOKYMEHT0000pOT

Ompoc

Haznauenue
Cucremsl
JIOKyMEHTaIIMOHHOTO
Ob6ecneyeHus
YupapneHus u
Ircoy. Cocras
byHKIME  Tpouenyp,
BBITIOJTHSIEMBIX
(01(0)

Konnoksuym

Cocras
Opranu3amuoHHO-
PacnopsautenbHbIx
HoxymenTtoB (OPJI).
Coneprxanue
MpoLEAYPEI
cocrasienus OPJI.

Ompoc

ConepxaHue
MpoLEnyPBI
MOJIy4YCHUA u
nepegayd  MOTOKOB
JIOKYMEHTOB

TectupoBanue

CocraB 5
coJiepiKaHue
MPOIIETyPbl KOHTPOJIS
HNCITIOJTHUTCJIIBHBIX
JIOKYMEHTOB

Konnoksuym

Conepxanne u
MPOIIETY bl
(dhopMupOBaHuUs JIeN U
C/IauyH JIeN B apXUB

Ompoc

[TonsiTue
MH(OPMAITMOHHOM
3KOHOMHUYECKOMI
WHPOPMAITUOHHON
CHUCTEMBI (HC).
Krnaccer u ctpykrypa
nuc

Komnnoxsuym

10

ITpuHIMIOIBI, METObI
U CPElCTBa CO3AHU
ONEeKTPOHHOU
CucreMbl
YnpasneHus
JlokyMeHT0000pOTOM

Ompoc

11

TpeboBanus K
CHUCTEMaM
COCTaBJICHHS
AJIEKTPOHHOTO
JIOKYMEHTA.

Konnoxsuym




XapaKTepucTHKa
CHCTEM COCTaBJIEHUS,
BBOJAa M XpaHEHUs

eI\

12

XapaKTepI/ICTI/IKa u
HCIIOJIb30BaHNC
TCXHOJIOTHH

hok»

«ad-

Ompoc

13

XapaKTepI/ICTI/IKa u
HCIIOJIb30BAaHUC
TEXHOJIOI'UHN
«groupware»

Konnoxsuym

14

OcobeHHOCTH
OpraHU3alMHA PabOTHI
CHCTEM  YIIPaBJICHHUS
JIOKYMEHT0000pOTa
knacca «ACKHM]»

Ompoc

15

CucreMsl
aBTOMaTHu3alnu
JICTIOBBIX MPOIIECCOB

Konnoxsuym

16

OCHOBHBIE
KOHIICTIITUH
YIIPaBICHUS
JIOKYMEHTO00OPOTOM,
0e30yMaKHbIE
TEXHOJIOTUH
YIIPABICHUS

Ompoc

17

3auer

HUTOI'o

72

14

14

40

4 3ayer

AJI51 0O4HO-3204HOM GopMbI 00yUeHUs!

Neni/mm

Pa3geanl m  TeMBI
JTUCIHHUIITNHBI

CemecTp

Buani

yueOHOM

CaMOCTOSITEJILHYIO
TPYA0EMKOCTh (B Yacax)

padoty

padoThl,
CTYEHTOB

BRJIIOYad

)41

Bcero

N3 Hux ayauTopHblie

3aHATHUSA

CamocTosTe
IbHAA

KontposanHa
51 paGoTa

KypcoBasn
natoTa

Bua  oueHo4Horo
cpencTBa
TeKyLlero
KOHTPOJISI
ycneBaeMoCTH,
NPOMEKYTOYHOH
arrecTaumMu

(no cemecmpam)

IIpakTukym. JlabopaTtop

Ulexuu

[IpakTH4YeCK.3aHATHSA

ceMHHAPBI

OcCHOBHBIE
KOHIICTII[UH
YIIPaBJICHUSA
JIOKYMEHTO000POTOM,
0e30yMaKHbIE
TCXHOJIOTUHU

Ompoc




yIpaBJICHUSI

ITonstne Hu
CTpYKTypa
SKOHOMHYECKOM
CUCTEMBI B30).
Kiraccudukarys
(yHKIUI ¥ JeTOBBIX
nporueccoB OC

Konnoxsuym

[lonsTHss NTOKyMEHT,
JOKYMEHTOIOTOK,
TIOKYMEHTO000pOT

Ompoc

Hasnauenue
Cucremsl
JIOKyMEHTaIMOHHOTO
Ob6ecneuenus
VYpasneHus u
Ircoy. Cocras
¢dbyHKIIMI  Tpoeyp,
BBITTOJTHSIEMBIX

CJI0Y

Konnoxsuym

Cocras
Opranu3anuoHHO-
PacnopsianTenbHbIX
HoxymenTto (OPJI).
ConepxaHue
MIPOLIEAYPBI
coctasnenust OPJ1.

Ompoc

Coneprxanue
MPOIICTY bl
MOJIy4YCHUA u
nepenayd  MOTOKOB
JIOKYMCHTOB

TectupoBanue

Cocrasn n
coepkaHme
MIPOIIETYPHI KOHTPOJIS
HUCIIOJIHUTEIbHBIX
JIOKYMEHTOB

Komnnoxsuym

Conepxanne u
MpOLIEAYPEI
(dbopmupoBaHus aAen U
C/IayH JIeN B apXUB

Ompoc

ITonsiTue
WHPOPMAITUOHHON
3KOHOMHUYECKOM
WHPOPMAITUOHHON
CHUCTEMBI HcC).
Krnaccer u ctpykrypa
ncC

Komnnoxsuym

10

ITpuHIMIBI, METObI
U CPEICTBa CO3MAHUS
OnexTpoHHON
Cucremebl
YnpapneHus
JlokyMeHT0000pOoTOM

Ompoc

11

TpeboBanus K
cucreMam

Konnoksuym




COCTaBIICHHS
3JIEKTPOHHOTI'O
JOKYMEHTA.
XapaKTepuCTHKa
CHCTEM COCTaBJICHUS,
BBOJA M XPAaHEHHUS

oA

12

XapakTepucTuka U
HCIIONB30BaHUE
TEXHOJIOTHH
hok»

«ad-

Ompoc

13

XapaKTepI/ICTI/IKa u
HCIIOJIB30BAaHUC
TEXHOJIOTUHU
«groupware»

Konnoxsuym

14

OcobeHHOCTH
OpraHU3alMHA PabOTHI
CHCTEM  YIpPaBJICHUS
JIOKYMEHT0000pOTa
kiacca «KACKU »

Omnpoc

15

CucreMsl
aBTOMaTH3alNH
JICTIOBBIX MPOIIECCOB

Konnoksuym

16

OCHOBHBIE
KOHIICTIITUH
YIpaBJICHUSI
JIOKYMEHTO00OPOTOM,
0e30yMaKHbIE
TEXHOJIOTUH
YIIPaBICHUS

Ompoc

17

3auer

HUTOI'O

72

10 10

48

4 3ager

AJIs1 32049HOH (pOpMBI 00YUEeHHS

Neni/mm

Pa3geanl m  TeMBI
JTUCIHHUIITNHBI

CemecTp

Buani

CaMOCTOATECJIBbHYIO

yueOHoii
padoty

TPYA0EeMKOCTh (B Yacax)

padoThI,

BKJIIOYAas
CTY/1€HTOB

Hu

Bcero

N3 Hux aynuTopHbie
3aHATHSA

CamocTosT.
padota

KontposabHa

1 padora

KypcoBasn
padoTa

Buag oueHo4yHOro
cpeacTraa
TeKyLero
KOHTPOJIsI
ycrneBaeMoCTH,
MPOMeKYTOYHOM
aTTecTAllMU

(no cemecmpam)

dlpakTukym. Jlabopatop
ceMHHAPBI

[IpakTH4YeCcK.3aHATHSA

Ulexuu

OcHOBHEBIE
KOHIIENIUN

4,5

o
ol
o

Ompoc




yIpaBICHHUS
JIOKyMEHTO000POTOM,
0e30yMaKHbIe
TEXHOJIOTHH
YHpaBJICHHUSI

ITonsTne u
CTpYKTypa
SKOHOMHUYECKOU
CHUCTEMBI 30).
Kiraccudukarys
(GyHKIUI U JeITOBBIX
nporueccoB IC

4,5

0,5

Komnoxsuym

IloHsiTUS NOKYMEHT,
JOKYMEHTOIIOTOK,
JOKYMEHT0000pOT

4,5

0,5

Ompoc

Ha3znauenue
Cucremsl
JIOKyMEHTAIIMOHHOTO
Ob6ecrieueHus
YpasneHus u
I'Caoy. CocraB
GbyHKIME  Tpoueayp,
BBIINTOJTHACMBIX

CJI0Y

4,5

0,5

Konnoxsuym

CocraBn
OpranuzaimoHHo-
PacnopsianTtenbHbIX
HoxymentoB (OPJI).
Conepxanue
MpoLEAYPEI
cocrasienus OPJI.

4,5

0,5

Ormpoc

Conepxanue
poLEay Pl
TMMOJIy4YCHUA u
nepeaayd  MOTOKOB
JOKYMEHTOB

4,5

0,5

TectupoBanue

Cocrasn n
colepxkaHue
MPOLIEAYPBI KOHTPOISA
HUCIIOJIHUTEIbHBIX
JIOKyMEHTOB

3,5

0,5

Komnoksuym

Conepxanne u
MPOLIEYPbI
(dbopmupoBaHus aAen U
C/IauyH JIeN B apXUB

Ompoc

ITonsiTue
UHPOPMALTUOHHON
9KOHOMUYECKON
WH(OPMAITHOHHOM
CUCTEMBI HC).
Knaccer u ctpykrypa
nuc

4,5

0,5

Komnoxsuym

10

ITpuHIMIIBI, METObI
U CpelICTBa CO3IAHUS
OneKTpoHHON
Cucrembl

3,5

0,5

Ompoc
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YnpasneHus
JlokyMeHTO000pOTOM

11

TpeboBanus K
cucreMam
COCTaBIICHHS
AIIEKTPOHHOTO
JOKYMEHTA. 6 6 1 1 4 Konnoxsuym
XapaKTepuCTHKa
CHCTEM COCTaBJICHHS,
BBOJA M XpaHEHHS

eI\

12

XapaKTepI/ICTI/IKa u
HCIIOJIb30BaHNC

TEXHOJIOTUHI «ad-
hok»

6 4,5 0,5 0 4 Omnpoc

13

XapaKTepI/ICTI/IKa u
HCIIOJIB30BAaHUC
TEXHOJIOIUHn
«groupware»

6 4 0 0 4 Komnoksuym

14

OcoGenHoctu
OpraHmu3anuyd padoThHI
CUCTeM ympaBleHUs | 6 4 0 0 4 Omnpoc
JIOKYMEHT0000pOTa
kiacca «KACKU »

15

Cucremsl
aBTOMAaTHU3aIINU 6 4 0 0 4 Komnmoxsrym
JICTIOBBIX TPOLIECCOB

16

OCHOBHBIC
KOHIICTIITUH
YIIPaBICHUS
JIOKYMEHT0000pOTOM, | 6 4 0 0 4 Omnpoc
0e30yMaKHbIe
TEXHOJOTHH
YIIPaBICHU

17

3auer 4

UTOTI'O 72 4 4 60 4 3ayer

4.2 ConpepxkaHue IUCUMILUIMHBI, CTPYKTYPUPOBAHHOEe MO pa3aejam AJsi OYHOM
(popmbl 00y4yeHHust (A1 OYHO-3204HOM W 32049HOH (OPMBI 00y4YeHHS- B COOTBETCTBHH €
n.4.1)

Tema 1. Cooepirrcanue u ocnognvie nonamusa oucyuniunovl «Cucmema ynpaseienus
OOKYMEHmMO000pPOmom»

Jlexuust 1. OCHOBHBIE KOHLEIMIUU YIpPaBIECHUS JOKYMEHTOOOOpPOTOM, Oe30yMa)kHbIe
TEXHOJIOTHH YIIPABJICHUS

CemuHap 1.OcCHOBHbIE KOHLEMIUHU YIOPABIEHUS JTOKYMEHTOOOOPOTOM, Oe30yMakHbIE
TEXHOJIOTHH YIIPABIICHUS

Jlexumst 2. Tlomsatue m crpykrypa skoHomuueckor cuctembl (OC). Kmaccudukamms
byHKUMR 1 1enoBbIX mporeccoB IC

Cemunap 2. Ilonstme u ctpykrypa sxkoHomHu4eckoi cuctembl (DC). Kmaccudukamms
byHKUIMH 1 1enoBbIX mporeccoB IC

Jlexuus 3. [ToHATHS] TOKYMEHT, TOKYMEHTOIIOTOK, JOKYMEHTO000POT

Cemunap 3. . IloHATHS HOKYMEHT, JOKYMEHTOIIOTOK, JOKYMEHTOOOOPOT (B3STO M3
«TPaKTUYECKUE 3aTaHUs])
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Tema 2. Opeanuzauyusa O00KYMEHMAUYUOHHO20 00ecneYyeHus ynpaeileHus 6
IKOHOMUYUECKOU cucmeme

Jlexumst 4. Haznauenne Cuctembl JlokymeHTanmuonHoro ObOecrieueHusl YTpaBieHUsS
I'CHOY. Cocras ¢yHkmii mporenyp, seinoiaasemMeix CAOY

Cemunap 4. Haznauenue Cucremsl JlokyMeHTanronHoro Ob6ecrieueHus: YTpaBieHUs U
I'CHOY. Cocras ¢yHkmii mporenyp, seinoiaasemMex CIOY

Jlekumst 5. CocrtaB OpranmzanuonHo-Pacnopsaurensubix  JlokymentoB  (OPJI).
Conepsxanue npoueaypsl coctasienust OP/I.

Cemunap 5. CocraB OpranusanuonHo-Pacriopsautensabix  lokymento (OP[).
Coneprkanue npoueaypsl coctaiienus OP /]

Jlexnus 6. CopeprxaHue MpoLeayphl MOJIYUYSHUS U TIepejaul MOTOKOB JOKYMEHTOB

Cemunap 6. Coaeprkanue mpoleypbl MOJIy4eHHUs U IIepe/ladyd TOTOKOB JIOKYMEHTOB

Jlexnus 7. CocTaB U cofiepKaHHue MPOLEAYPhl KOHTPOJIS UCTIOHUTEIbHBIX IOKYMEHTOB

Cemunap 7. CocTaB u cojiepaHue IpoLeypbl KOHTPOJISL UCIIOJHUTEIbHBIX JIOKYMEHTOB

Jlexnus 8. Copepxxanuie U mpoueaypsl GOpMUPOBAHUS JIE] U CAAYU /I B apXUB

Cemunap 8. ConmeprkaHue U mporeaypbl pOPMUPOBAHUS JCI U CIAYH JIE)T B APXUB

Tema 3. Opzanuzauusa Inekmponnou Cucmemsl Ynpasnenusn /JoOKymeHmooo0pomom

Jlekust 9. IlonsTe MHPOPMAIMOHHON SKOHOMUYECKOW WHGOPMAIMOHHOW CHUCTEMBI
(MUC). Knaccer u ctpykrypa UC

Cemunap 9. Ilonsitue uHGOPMAIMOHHON SKOHOMUYECKOW HH(POPMAIIMOHHON CHCTEMBI
(MUC). Knaccer u crpykrypa UC

Jlekiuss 10. IlpuHOMIBI, METOABI M CpelNCTBa co3laHusi ONeKTpoHHOH Cuctembl
VYupasnenus JlokyMeHTOOO0pOTOM

Cemunap 10. IlpuHuumbl, METOJIbI W CpEACTBA CO3AaHUA JIEKTpOHHOU CHCTEMBI
VYupasnenus JlokyMeHTOOO0pOTOM

Jlekiuss 11. TpeOGoBaHMS K cHCTeMaM COCTABJICHUS OJEKTPOHHOTO JIOKyMEHTA.
XapakTepuCcTUKa CUCTEM COCTABJIEHHUS, BBOAA U XpaHeHus D]

Cemunap 11. TpeOGoBaHusi K cHUCTEMaM COCTaBIIEHUS JJIEKTPOHHOTO JIOKYMEHTA.
XapakTepucTUKa CUCTEM COCTABJIEHHUS, BBOIA U XpaHeHus D]

Tema 4. Opranu3anusi CHCTEM JJOKYMEHT0000poTa

Jlexuus 1. XapakTepucTHKa U UCHOJIb30BaHUE TeXHOIOTUH «ad-hok»

Cemunap 1. XapakrepucTuka 1 UCIIOJIb30BaHKE TeXHOJIOTUH «ad-hok»

Jlexuus 2. XapakTepUCTHKA U UCTIOIb30BaHUE TEXHOJIIOTUH «Zroupware»

CemuHap 2. XapakTepuCcTHKa U UCIIOJIb30BaHNE TEXHOJIOTUU «groupware»

Jlexuus 3. OcoOeHHOCTH OpraHM3alyu paboThl CUCTEM YINpaBJIEHUS TOKYMEHTO00OopoTa
kiacca «ACKU Iy

Cemunap 3. OcobeHHOCTH  oOpraHu3anMd  paboOTBl  CHUCTEM  YIpaBICHHS
nokyMeHToobopoTa kiacca « ACKNU»

Jlexuus 4. CucteMbl aBTOMAaTU3ALIUH JICIIOBBIX ITPOLIECCOB

Cemunap 4. OcobeHHOCTM  OpraHu3zanud  pabOTBl  CHCTEM  yIpPaBICHUS
nokyMeHTooboporta kinacca «cACKUI»

5. llepeyeHb y4eOHO-MeTOAMYECKOr0 ol0ecrneYeHus: AJIsi CAaMOCTOSTEIbHON PadoThI
00y4aroIMXCcH M0 JUCUMUIIIIMHE

CamocrosiTenpHas paboTa oOydarommxcsi Ipyu U3ydeHuu kypca «Cucrema ympaBlieHUs
JOKYMEHTOOOOpOTOM»  Tpearnojiaraer, B IMEpByI ouepelb, paboTy ¢ OCHOBHOM U
JOTIOTHUTENIFHOU JNUTepaTypoil. PesymbraTamu 3TOl pabOTHl CTAaHOBSTCS BBICTYIUICHUS Ha
MPAKTUYCCKUX 3aHATUAX, YUIACTHC B 06CY)K)IGHI/II/I.

MeToauka caMOCTOATEIbHON pabOThI MPEABAPUTEIHHO PA3bICHIETCS MPENOoIaBaTEIeM U
B IMOCJICAYIOMIEM MOXKET YTOYHATHCA C YYETOM MHAWBUAYAJIbHBIX oco0eHHoCTEN 06yqafonmxcs[.
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Bpemss m wmecTto camocToATEeNbHONH pabOThl BBIOMpAIOTCS OOYYAIOIIUMHUCSA 10 CBOEMY
YCMOTPEHHIO C YI€TOM PEKOMEHAAINIA MPernoaBaTels.

CaMocTosTenbHy0 padoTy HaJl AUCHUUILIMHON CleyeT HauuHaTh ¢ U3ydeHus paboueit
nporpaMMbl TUCHUIUIMHBI «CHcTeMa yHpaBlIeHUs JOKYMEHTOOOOPOTOM», KOTOpasl COACPIKHT
OCHOBHbIE TpeOOBaHUSA K 3HAHUSM, YMEHHUSM U HaBblkaM oOydaembiX. OOs3aTenbHO CleayeT
BCIIOMHHUTHh PEKOMCHJIAIIUU TPEIOJIaBaTelNsl, JAHHBIC B XOJC YCTAaHOBOYHBIX 3aHITHHA. 3aTeM —
OpUCTyNaTh K HW3YYEHHUIO OTHCNbHBIX pa3felioB U TeM B TMOpSAAKE, IPEeIyCMOTPEHHOM
IIPOrpaMMon.

[TonyuuB mpencraBieHre 00 OCHOBHOM COJAEpX aHUHM pa3zesia, TEeMbl, HEOOXOAUMO
U3yYUTh MaTepuall C MOMOIIBI0 y4YeOHMKOB, YKa3aHHBIX B pasjenie 7 yKa3aHHOW MpOTrpamMMBI.
IlenecooOpa3HO COCTAaBUTh KPAaTKUil KOHCHEKT WM CXEMY, OTOOPa)KaIOIIyI0 CMBICI U CBS3H
OCHOBHBIX MOHATHIA TAHHOTO pa3Jieia U BKIFOYCHHBIX B HETO TeM. 3aTeM, KaK MOKa3bIBAeT OIIBIT,
MOJIE3HO HU3YYHUTh BBIAEPKKM M3 MEPBOUCTOUYHUKOB. [Ipu KelaHUUM MOKHO COCTAaBUTh HX
KpaTtkuii KoHCTeKT. OO0s3aTeNIbHO CIeAyeT 3alKChiBaTh BO3HHUKIINME BOIPOCHI, Ha KOTOPHIE HE

YAaJ10Chb OTBETUTb CaAMOCTOATCIIbHO.

HaunmeHoBanue Bonpocel, DopMbI Y4eOHo- dopma
TeMbl BbIHECEHHbIE Ha | CAMOCTOSITEJILHOM | MeTOAUYECKOe | KOHTPOJISI
€CaMOCTOSITeJIbHOE padoTbI ol0ecneyenmne
H3yueHue
OcHOBHbIE Ucropuss  paszButusa | Pabora B | JIuteparypa k
KOHIIETIIHH 3JIEKTPOHHOTO oubmmoreke, Teme, pabora ¢
YIIPaBICHUS JOKYyMEHT0000poTa BKJIHOYast OBC. | unTepHeT
JOKYMEHTO000pOTOM, [Tonroroska UCTOYHUKAMHU Omnpoc
0e30yMakHbIe JTOKJIaza-
TEXHOJIOTHH MIpe3eHTaLH.
yIpaBIeHUs
[onsTre u | Knaccudukanus Pabora B | JIuteparypa
CTPYKTypa ¢dbynaxuit u BugoB OC | 6ubimoTeke, Teme, pabora ¢
SKOHOMUYECKOMN BKJIHOYast OBC. | unTepHeT
CHCTEMBI Q0). [Toarororka HMCTOYHUKAMH Komnoxksuym
Knaccudukaums JOKJIa1a-
GYHKIMH M JIEJTOBBIX Mpe3eHTalrun
nporieccoB IC
[lonsituss nmoxymeHTt, | Bunpt  mokymenrtos, | Pabota B | Jluteparypa «k
JIOKYMEHTOTIOTOK, OCHOBHBIC ¢dopmbl | OubIHOTEKE, TeMe, paboTa ¢
JIOKYMEHT0000pOT JIOKyMEHTOB BKJIFOYAst OBC. | nnTepHeT Onpoc
IToaroroBka UCTOYHUKAMU p
JOKJIaia-
MIpPEe3eHTALINH.
Haznauenue OcHoBHble  QyHKIHMH | Paborta B | Jluteparypa K
CucreMsl CaoYV, MOHATHE | OMONHOTEKE, Teme, paboTa ¢
JoxymenTanmonHoro | moxynsHocTs CZIOY | BKIoyast OBC. | uHTEpHET
Obecneuenust IToaroroska HCTOYHUKAMH
YmpasneHus u JIoKJIaja- Konnoxsuym
Icaoy. Cocras MIpE3EHTALNH.
byHKIMI  Tponenyp,
BBITTOJTHSIEMBIX
caoy
Cocras Bunst u ¢popmsr OP/], | PaGoTa B | JIuteparypa
OpraHu3aiuoHHO- periamenT o6ubnmorexe, Teme, pabora ¢
PacniopsianTenbHbIX coctasiennst OP /] BKJIIOUast ObC. | uaTepreT Onpoc
HoxymentoB (OPJI). [ToaroroBka HUCTOYHHUKAMU
Conepxanue JIOKJIa1a-
MIPOLIEAYPbI MIPE3eHTALINH.

13




cocrtapienust OPJI.

Coneprxanue OcCHOBHBIC Pa6ora B | JIuteparypa K
MIPOTIETY PBI MPOLIEAYPHI Tiepenadn | OubmmoTeke, Teme, paboTta C
TOJTyYCHUS U | TOKYMEHTOB, MOHSTHE | BKIIOYAs OBC. | unTepHET Ko/iokBHyM
nepefayd  MOTOKOB | MOTOKA JOKYMEHTOB [TonroroBka HACTOYHUKAMHU
JIOKyMEHTOB JTOKJIaza-

MPe3eHTAlHH.
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-

MIPEe3eHTALINH.
Conepxanne U | ApxuBHOE neno, | Pabora B | JIuteparypa «
NpOLIEeYPHI TpeOoBaHUs K | Obubnmmorteke, Teme, paboTa c
(GhOpPMHUPOBAHUS €T M | CIAaBaCMBIM B apXWB | BKIFOUas ObC. | uaTepreT KomtokBuyM
CIa4u JIeT B apXUB JIOKyMEHTaM [TonroroBka HACTOYHUKAMHU

JIoKJIaja-

MPe3eHTAIHH.
[onsTre Knaccuduxarms Pabora B | JIuteparypa
9KOHOMHYECKOH WH(POPMALMOHHBIX oubnuorexe, Teme, paboTa c
UHGOPMAITUOHHOM 3KOHOMHUYECKHUX BKJIIOUas ObC. | untepuer Onpoc
CHCTEMBI (HC). | cuctem [Toarororka HCTOYHHKAMHU
Krmaccsl u cTpykTypa JTOKJIaza-
ncC MIPE3CHTAIUN.
[Tpunmnuner, metonsl | JKuU3HEHHBIH uka | Pabora B | JIutepatypa K
u cpeacrea cozmanus | OCY /] oubnmoreke, Teme, paboTa ¢
DIIEKTPOHHOU BKJIFOYASI OBC. | unTepuer

Konnoksuym

Cucremsl [Moaroroska HCTOYHUKAMH
YnpaneHus JIoKJIaaa-
JoxymenToobopoToM MIpPEe3eHTALINH.
TpebGoBanus K | Texunueckue Pabora B | JIuTepatypa
CHCTEMaM tpeboBanust k DCVY]] | bubnuoreke, Teme, pabora ¢
COCTaBJICHUS BKJIIOYast OBC. | unTepHeT
AJIEKTPOHHOTO [Tonrororka HACTOYHUKAMHU
JIOKyMEHTA. JIOKJIa1a- Ompoc
XapakTepucTika MIpe3eHTaINH.
CHCTEM COCTaBJICHUS,
BBOJIa M XpaHCHHUS
€)1
Xapakrepuctuka u | OcHOBBI TexHojoruu | Pabora B | Jlureparypa K
HCII0JIb30BaHHE «ad-hok» OHOJINOTEKE, TeMe, paboTa ¢
TEXHOJIOTUH «ad- BKJIFOYAst OBC. | nnTepHeT
hok» IMoxaroroska UCTOYHUKAMUA Konnoxsiym

JTOKJIaja-

MPe3eHTAIINH.
Xapakrepuctuka W | OcHOBBI TexHoJoruu | Pabora B | JIuteparypa K
UCIIOJIb30BaHHe «groupware» oubnuorexe, Teme, paboTta c
TE€XHOJIOTUH BKJIFOYAst OBC. | nnTepHeT Onpoc
«groupware» [Moaroroska HNCTOYHUKAMU

JIOKJIaja-

NIPE3eHTAlNH.
OcobeHHoCcTH OcHoBel TexHosoruu | Pabota B | JIuTeparypa
opram3any paboThHI | cUCTEM  yIpaBiieHus | OnbimoTeke, Teme, pabora ¢
CHCTEM YIpPaBJICHHUS | JOKYMEHT0000poTa BKJIIOYast OBC. | unTepHeT KonokBuym
JIOKyMEHT0000pOTa knacca «cACKU» [MoaroroBka HCTOYHHUKAMHU
kimacca «ACKUW I» JIOKJIaJ1a-
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MMPE3CHTALINU.

Cucremsl buznec -mpomeccel B | Pabora B | JIuteparypa K
aBTOMAaTHU3alN aBTOMAaTH3alUH OnOJIMOTEKE, Teme, paboTta C
JIEJIOBBIX TPOLIECCOB BKJTIOYast OBC. | unTepHET Onpoc
[TonroroBka HACTOYHUKAMHU
JTOKJIaza-
MPe3eHTAlNH.
OcHOBHEIE DKOHOMUYECKUMA Pabora B | JIuteparypa
KOHIICTIITHH a3 dexT or BHEAPEeHH | ONOIHOTEKE, Teme, paboTta C
yIpaBIeHU 0e30yMakKHBIX BKITFOUAst OBC. | uaTepHeT
JOKYMEHTO000pOTOM, | TEXHOJIOTHH [Moxrororka HUCTOYHUKAMHU Kommoksuym
0e30yMakHbIe yIIpaBIeHUsS JTOKJIaza-
TEXHOJIOTHH MIpEe3eHTALINH.
yIpaBJIcHUS

6. OueHOYHbIE MAaTEPHAJIBI

JJIsi  TIpOBeJeHHs] TPOMEKYTOUHOH AaTTecTaAlUH
o0yuyawmuxcs mo fucuuiuinie «CucremMa ynpapJjieHUs JOKYMeHT0000pOTOM)

6.1. Onucanue mokasarejeii u KPUTEPUEB OLICHUBAHUSA KOMHeTeHHMﬁ, OIIMCAHHE

IIKAJI OCHUBAHUA
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HaunMmeHoBaHHe
OIIEHOYHOI0
cpeacTBa

KpaTkas xapakTepucTHKa
OLICHOYHOI'0 CPeACTBA

IIkana )1
OLIEHKH, 0aJ1JI

KpUTepuH

Kpurtepun
OLICHBAHMA
KOMIIeTeHINH

Ormpoc

Coop MEPBUYHON
MHQOPMAaLMK TI0 BBIICHEHUIO
YPOBHS YCBOEHUS
IIPOUJIEHHOT O MaTepHaa

«3a4TeHO» -
oOyJaroruiics
JIEMOHCTPHPYET 3HaHUE
MaTepuaga 1O  pasfedny,
OCHOBaHHBIE Ha 3HAKOMCTBE
¢ 00s13aTeNbHON TUTEpaTypOn
u COBPEMEHHBIMHU
Ty OITUKAIUSIMI; Jaet
JIOTUYHEIE,
apryMEeHTHPOBAaHHBIE OTBETHI
Ha MOCTaBJICHHBIE BOIPOCHI.
Taxke OIEHKAa «3a4TEHO»
CTaBHUTCA, ecnu
o0yyaromumcs  JOIYIICHBI
HE3HAUYUTCIbHBIC HCTOYHOCTHU
B OTBETax, KOTOpPBIE OH
HCIIPABIISIET myTeM
HAaBOJSIIUX BOMPOCOB  CO
CTOPOHEI MpeToaBaTers.
«He 3aureHo» - HMEIOTCS
CYLICCTBEHHbIE TNPOOEIBl B
3HAaHUH OCHOBHOTO
MaTepuajga MO pas3ieny, a
TaKXKE JIOTYILEHBI
MIPUHOUIINAJIBHBIC OHII/I6KI/I
TIPY M3JI0’KEHUHU MaTepHaa.

CCJIN

MK-3.1, TIK-
3.2, TIK-3.3

Jloxnan-
MpEe3CHTaIN

[Ty6nudHOE BBICTYIDICHHE ITO
HpCI[CTaBHGHI/I}O HOJ]y‘-ICHHBIX
pe3yapTaToB B IIpOrpamMMe
Microsoft PowerPoint

«5» — JIOKJIam BBIIOJIHEH B
COOTBETCTBHHU C 3asBIICHHOM
TEMOM, INpe3eHTalUs JIETKO

qyuTacMa nu sICHa JJIA
IIOHUMAaHUsI, rpaMOTHOC
HCIIOJIb30BaHUEC
TCPMUHOJIOTHUH, CBO60}1HO€
HN3JI0KCHHUEC

paccMaTrpuBaeMbIX TIPOOJIEM,
JTOKJIaTIUK MPaBHIBHO
OTBETWJI Ha BCE BOIPOCH B
XO/JI€ TUCKYCCHH;

«» - HEKOPPEKTHOE
oopMIIEHHE  TIPE3CHTAIIWH,
rpaMOTHOE  HWCIOJIh30BAHUE
TCPMUHOJIOTMHU, B OCHOBHOM
cBOOOIHOE M3IIOKEHHE
paccMarpuBaeMbIX TIPOOIEM,
JOOKJIaJYNK YaCTUYHO
MPaBUILHO OTBETHWI Ha BCE
BOIIPOCHI B XOJIE€ IUCKYCCHU;

«3» - OTCYTCTBHE
Mpe3eHTaluu, JOKJIATIUK
HCTIBITHIBAIT 3aTpyIHEHHS

Opu BBICTYIUICHUHW W OTBCTC
Ha BOIIPOCHI B xXoae
AUCKYCCUU,

«2» - AOKJIAJYUK HC PACKPLLI

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

3 Komnoxsuym becema  mpemomaBatens ¢ | «3a4TeHO» - ecmm | I1IK-3.1, TIK-
YYaIIAMUCS Ha | oOydaromuics 3.2, TIK-3.3
ONpENENCHHYI0  TEeMy U3 | IEMOHCTPUPYET 3HaHHE
y4e0HOU TIPOTPaMMBI Marepuajga IO  pa3feny,

OCHOBaHHBIE Ha 3HAKOMCTBE
C 00s13aTeNbHOM TUTEPATYPOit
u COBPEMEHHBIMU
Ty OTTMKATISIM; aer
JIOTUYHEIE,
apryMEHTUPOBAaHHBIC OTBETHI
Ha TIOCTAaBJIEHHBIE BOIIPOCHI.
Taxke OIIEHKAa «3aYTCHO»
CTaBUTCA, ecu
o0yyaromumMcs  JOIYIICHBI
HE3HAYNTEIbHbIE HETOYHOCTH
B OTBETax, KOTOpHICE OH
UCITPaBJISICT myTeM
HaBOJAIIUX BOIPOCOB  CO
CTOPOHEI MPeTIoaBaTers.
«He 3aureHo» - wuMeroTcA
CYIIIECTBEHHBIE MPOOENbl B
3HAHUU OCHOBHOTO
MaTepuana IO pasleny, a
TaKKe JTOTTYIIICHBI
MIPUHIUITAANBHEIE  OIIHOKA
P M3JI0KEHUU MaTepuaa.

4 TectupoBanue TectupoBanue MOXHO | «OTJIMYHO» - mpouent | [IK-3.1, TIK-
MPOBOJUTH B hopMe: mpaBWIbHEIX  oTBeToB  80- | 3.2, [IK-3.3
. kommbroreproro | 100%;

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

JAHHBIX o CTENeHU | «YJAOBJICTBOPHUTEIIBHOY -
CJIO’KHOCTH; MIPOLIEHT MPaBUJILHBIX
° IIUCHhMEHHBIX otBeTOB 50-64,9%;

OTBE€TOB, T.€. IIpenogaBaTeib | «HEYIOBJICTBOPUTCIBHOY -
3amaer  Bompoc U pgaer | IPOUCHT IpaBUJIbHBIX
HECKOJIbKO BapHaHTOB OTBETa, | OTBETOB MCHEC 50%.

a CTyIEHT Ha OTICIHHOM

JUCTE 3alKChIBaeT HOMeEpa

BOTIPOCOB " HOMeEpa

COOTBETCTBYIOIIHUX OTBETOB

6.2. Metoanueckue MaTepuaJbl, onpeae/silomue NpoueAypbl OleHNBAHUSA 3HAHUI,

YMEHHUil, HABbIKOB W (WIH) ONbITA [AeATeJbHOCTH,

XapaKkTepu3ymoImux ITanbl

(popMupoBaHMs KOMIETEHUMH B MpoLecce OCBOCHUSA OCHOBHOM NPO(ecCHOHANBHOMI
o0pa3oBaTe/IbHON NPOrpaMMbl

Ne ®opma kourtpoasi/ | [Ipouenypa oneHnBaHus IIkaja u KPpUTEPUHU OLEHKH, DAL
KOJIbI
OLleHNMBAEMbIX
KOMIIeTeHIH i
1. 3auer - [1K-3.1, [1K- | [IpaBuiabHOCTE OTBETOB Ha | «3a4TEHO»
3.2, I1K-3.3 BCE BOIIPOCHI (BepHoe, | 1. 00yJaromuiics TOJDKEH JaTh MOJTHBIC,

YETKOC n J0CTaTO4YHO

HNCUYCPIBIBAIOIINEC OTBCTHI Ha

BOIIPOCHI
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I‘J'IY60KOC H3JI0KCHUC I/I}_'[ef/’I, 9K3aMCHAIIMOHHOI'O 6I/IﬂeTa, B 4aCTHOCTH, OTBCT

HOHATHH, PAKTOB U T.1I.); JOJDKEH  IpeanojaraTb 3HAaHHE  OCHOBHBIX
Couetanne  TOJHOTHI | | OHATHA HM WX OCOOCHHOCTEH, YyMeHHE
JTAKOHUYHOCTHU OTBETA; MIPaBUJIBHO OTIPEeAETATH cneuuuKy
Hannune NPAaKTUYECKUX | COOTBETCTBYIOIIMX OTHOLICHUH, IpPaBUIBHOE
HaBBIKOB [0 JUCLMIUIMHE | pEeLIeHHe MpakTudeckoro 3ananus. OuneHka
(pemeHue 3a/a4 WIH | «OTIIMYHO» TPEAINoJiaraeT HaJudue CHCTEMBI
3aJjaHni); 3HAaHUH 10 TIpeaMeTy, YMEHHe H3Jararb

OpueHTHpOBaHUE B yUeOHOW, | MaTepHall B JIOTHYECKOH MOCIeI0BaTeNbHOCTH,
HAay4HOH U  CHEHHAIBHON | CUCTEMATHYHO, TPAMOTHBIM SI3BIKOM;

JIUTEPATYPE; 2. 00yJaronuiicss TOJDKEeH JaTh TOJTHBIE
Jloruka U | OTBETHI ~ HAa  BOMNpPOCHI,  yKa3aHHBIE B
apryMeHTHPOBaHHOCTD JK3aMeHallMOHHOM  Owmyere.  Jlomyckarorcs
W3II0KCHUST; HETOYHOCTH TP OTBETE, KOTOPHIE BCE XKE HE
I'pamotHOE BIMAIOT Ha TMpaBWIbHOCTL oOTBeTa. OTBET
KOMMEHTHPOBAHHE, MOJDKEH  TIpenrioyiaraTh  3HAHWE  OCHOBHBIX
NPUBEJICHUE NPUMEPOB, | IOHATHI ©W WX  OCOOCHHOCTEW, yMeHHue
aHaJIOTHUH; MIPaBUIHLHO OTIPENIETIATh CIICITUPUKY
KyneTypa otBeTa. COOTBETCTBYIOIIHUX OTHOIIICHUH. Ouenka

«XOpOIIO» MPEAINOIaraeT HAINYUE CHUCTEMBI
3HaHUMM 10 [OpeaMeTy, YyMEHUEe Hu3JlaraTh
Marepuaj B JIOTHYECKOH MOCIe0BaTeIbHOCTH,
CHCTEeMaTHYHO, TPAMOTHBIM S$I3BIKOM, OJHAKO,
JIOIYCKAalOTCSl ~ HE3HAYUTEIbHBIC OIINOKH,
HETOYHOCTHU 10 Ha3BaHHBIM KpUTEpUIM,
KOTOpBIE BCE JK€ HE HCKAXAIT CyTH
COOTBETCTBYIOILIETO OTBETA;

3. oOyJaromiicss TOMKeH B IEJIOM
JaTb OTBCTbBI Ha BOIPOCHI, NPCAJTIOXKCHHBIC B
9K3aMEHAIlMOHHOM OWJIeTe, OPUEHTHPOBATECS B
cucrteMe TUCHUIUIMHBL «CHcTeMa ynpaBleHUS
JOKYMEHTO0000pOTOMY, 3HATh OCHOBHBIE
KaTeropuu rpenMeTa. Ornenka
«yIIOBJICTBOPHUTEIBHO»  TIPEIIOJIATaeT,  YTO
Marepual B OCHOBHOM H3JIOKEH TI'PaMOTHBIM
SI3BIKOM;

«HE 32UTEHO»

oOydaromumcst Tn00 He JaH OTBET Ha BOIPOC
Owiera, b0 oOydarommiics HE  3HaeT
OCHOBHBIX KaTEropuil, HE MOXET OIPEICIHTH
peJMET JUCIUILINHEL.

6.3. TunoBblie KOHTPOJIbHbIE 33/IaHUSI WJIN MHbIe MaTepHaJibl, He00OX0AMMBbIe IS
npoueaypbl OLEHMBAHWS 3HAHHWHA, YMEHHH, HABBIKOB M (WJIM) ONBITA AEATEIbHOCTH,
XapaKTepu3yOIHUX 3Tanbl (opMUPOBAHUS KOMIIETEHIIUI B Npouecce 0CBOEHUSI OCHOBHOI
npogeccnoHaIbHOI 00pa30BaTeIbHON NPOrPaMMBbI

6.3.1. IlpuMepHbIe TeCTOBBIE 3aIaHUS VI TEKYILIEro KOHTPOJIs
3ananue 1

Yrto 03HAYaeT TEPMUH «JTOKYMEHT»?

1) neno

2) apryMeHT;

3) Bu3a;

4) mpukas.
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3aganue 2

OT KaKoro sA3bIKa IPOUCXOANT TEPMUH «IOKYMEHT»?
1) rpedyeckoro

2) HEMEIIKOTO;

3) IaTHHCKOTO;

4)aHTIHICKOTO;

3ananmne 3

CoBOKyIHOCTh paloT, CBSI3aHHBIX C CO3/IaHUEM JOKYMEHTOB, WX PErHCTpaluei,
KJIaccu(uKaue, TBUKEHHEM, YYETOM U XpaHCHUEM Ha3bIBAIOTCA ...

1) nokymMmeHTO0000pOTOM

2) KOpPECIOHICHIINEH;

3) [1eopPON3BOICTBOM;

4) TOKYMEHTUPOBAHUEM;

3ananmue 4

Korna 6bu11 yTBEpskKIeHbl OCHOBHBIE MpaBuia PK?
1) 12.12.00.

2) 17.08.95;

3) 30.06.92;

4) 12.12.98;

3ananue 5

OCHOBHBI€E JIOKyMEHTBI BBIITOJHSFOTCS, HA KakoM (opmare?
DAd4umAS5;

2) A 8w A 12;

3) A3 umm A S;

4) Al2.

3ananmne 6

IIpukas —a10 ...

1) pacniopsiquTeIbHBII JOKYMEHT;
2) nH(OPMAIMOHHBIN TOKYMEHT;

3) cripaBOYHBII JOKYMEHT;

4) TUYHBINA TOKYMEHT.

3ananme 7

1) lomKHOCTHAsE HHCTPYKIIHS - 9TO
2) pacropsiIUTeIbHbIH JOKYMEHT;
3) nH(OPMAIMOHHBIN TOKYMEHT;
4) opraHM3alMOHHbII JOKYMEHT
5) AMYHBINA TOKYMEHT.

3ananne 8

IIpoTokon — 310 ...

1) undopManHOHHBIIi TOKYMEHT;
2) pacniopsiAUTEIbHBIA JOKYMEHT;
3) crpaBOYHBIH JOKYMEHT;

4) MTUYHBINA TOKYMECHT.

3aganue 9
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ITucemo — 3710 ...

1) cnipaBoOYHBII TOKYMEHT

2) pacropsiIuTebHbIH JOKYMEHT;
3) uHbOPMAIMOHHBIN IOKYMEHT;
4) TUYHBINA TOKYMCHT.

3aganue 10

[IIratHOE pacnucanue — 310 ...

1) ungopMaAIHOHHDBII JOKYMEHT;
2) pacropsiIMTeIbHbIH JOKYMEHT;
3) crpaBOYHBIH JOKYMEHT;

4) OpraHu3alMOHHBIN JTOKYMEHT.

3ananmue 11

Hybmukat — 310 ...

1) konus JOKyMeHTa;

2) opUrHHaI;

3) cripaBOYHBIN TOKYMEHT;

4) 3K3eMIUTSP, BbIJABAEMbIl B3aMEH YTPAUYCHHOTO JOKYMEHTA.

3aganmne 12

Pewenne — 370 ...

1) pacnopsiauTeIbHBII JOKYMEHT;
2) uH(GOPMAIIMOHHBIH JOKYMEHT;

3) cripaBOYHBIIi TOKYMEHT;

4) opraHu3alOHHbIH JOKYMEHT.

3ananme 13

JloBEpEeHHOCTh — 370 ...

1) uHpopMANMOHHO-CIIPABOYHBIH JOKYMEHT;
2) pacnopsAUTENbHBIA JJOKYMEHT;

3) crpaBOYHBIN TOKYMEHT;

4) opraHu3alMOHHBIN TOKYMEHT.

3aganue 14

UTH — 310 ...

1) nHGopMaANMOHHO-CIPABOYHBINI JOKYMEHT;
2) pacropsIIUTEIbHBIN TOKYMEHT;

3) cripaBOYHBII JTOKYMEHT;

4) TUYHBINA TOKYMECHT.

3aganue 15

KT —»a1o0 ...

1) nHpoOpMALMOHHO-CIIPABOYHBIH JOKYMEHT;
2) pacnopsAUTENbHBIN JJOKYMEHT;

3) cripaBOYHBI TOKYMEHT;

4) MUYHBIA TOKYMEHT.

3aganue 16

AKT — 970 ...

1) cipaBOYHBI JOKYMEHT;

2) pacropsIIUTeIbHBIN TOKYMEHT;
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3) uH(pOPMAITHOHHO-CIIPABOYHBIN JTOKYMEHT;
4) TUYHBIN TOKYMEHT.

3ananue 17

JloBepeHHOCTh — 37O ...

1) uHpopMaANMOHHO-CTIPABOYHBIH TOKYMEHT;
2) pactopsiANTENIbHBIN JOKYMEHT;

3) CIpaBOYHBIH JOKYMEHT;

4) TUYHBINA TOKYMECHT.

3aganue 18

®akcet 1 E-mail — a0 ...

1) undopMaAIHMOHHO-CIPABOYHbIH IOKYMEHT;
2) cipaBOYHBIN JOKYMEHT;

3) pacropsiIuTebHbIH JOKYMEHT;

4) TUYHBIN TOKYMEHT.

3ananue 19

HckoBoe 3asBiIeHHE — 3TO ...

1) lopuauveckuii JOKyMeHT

2) pacropsiIMTebHbIH JOKYMEHT;

3) uH(pOPMAIMOHHO- CIIPABOYHBIN JTOKYMEHT;
4) cipaBOYHBIN JOKYMEHT;

3ananue 20

1) cnenuaancThbl.

2) DKCHepTU3y HEHHOCTH JOKYMEHTOB TPOBOIHT ...
3) KomuccHs;

4) pyKOBOJIUTEb MPEAPUSITHUS;

5) paboTHHKH OyXraaTepuu;

6.3.1.1. IpumepHasi TeMaTHKa pedepaTUBHBIX 0630POB

1. OcHOBHBIE KOHIIETITUHU YIIPaBICHUS TOKYMEHTOO00POTOM, 0€30yMaKHbIE TEXHOJIOTHHI
yIpaBIEHUS

2. Ilondarue u crpykrypa skoHoMHuueckoil cuctemsl (JC). Knaccuduxanus pyHkuuit u
J1enoBbIX TpoueccoB DC

3. [loHATHS TOKYMEHT, JOKYMEHTOIIOTOK, TOKYMEHTOO00pOT

4. Haznauenne Cuctemsl JlokymenrtanuonHoro O6ecneuenus Ymnpasinenus u ['CAOVY.
CocraB ¢pyHK1mi npouenyp, BeinonuseMbix CJ10Y

5. CocraB OpranuszanuonHo-Pacnopsaurensusix Jlokymentos (OPJI). Copepxanue
npoueayps! cocrapnenust OPJI.

6. ConepxaHue NpoLeIypsl OJIyYEHNs U IEPEJaul IOTOKOB JOKYMEHTOB

7. CocTaB ¥ coiepKaHHe MPOLETypbl KOHTPOJIS UCTIOTHUTEIbHBIX TOKYMEHTOB

8. ConepxaHue U poueaypbl GopMupoBaHUs JIeN U CIauu e B apXUB

9. Tlonsarune wuHGOPMAMOHHONW SKOHOMHUYECKON uHMopmarmonHoi cuctemsr (MC).
Knaccsl u crpykrypa MC

10. TlpuHUMIIBI, METOABI M CPEACTBA CO3AaHUSA DNEKTPOHHOW CucTeMbl YTNpaBiIeHUS
JlokyMeHTO000poTOM

11. TpeboBaHusi K cUCTEMaM COCTABJICHHUS JEKTPOHHOTO TOKYMEHTA. XapaKTepHUCTHUKA
CUCTEM COCTAaBJICHNUS, BBOAA U XpaHeHus D]

12. XapakTepucTHKa 1 UCII0JIb30BaHUE TeXHONoruu «ad-hok»
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13. XapakrepucTika 1 UCIOIb30BAHNE TEXHOIOTUU «groupwarey

14. OcobenHocTr opraHu3anuy paboThl CUCTEM YIPABICHUS JTOKYMEHTO000pOTa Kilacca
«ACKHI»

15. Cuctembl aBTOMAaTH3aIUHU JCJIOBBIX MPOIECCOB

16.  OcHOBHbIE KOHLENUMUM YIPABICHUSA JIOKYMEHTOOOOpOTOM, 0e30ymMakHbIe
TEXHOJIOTUH YIPABJICHUS

6.3.2.1 TunoBbie BONPOCHI K 3a4ETY

1. Ponb un(popMaiyy B yrpaBjieHUH OpraHu3aluei.

2. CymHocTh ¥ (pyHKIIMH JOKYMEHTa

3. Opranuzanus paboTsl ¢ TOKYMEHTaMU

4. Texy1iee XxpaHEeHUE TOKYMEHTOB

5. DKkcrepTu3a HEHHOCTH JOKYMEHTOB

6. Odbopmienue nemn.

7.Cnada nen B BEZJOMCTBEHHBIN apXUB

8. Yaudukanus yrnpaBieHUECKUX JOKYMEHTOB.

9. Homenknarypa zen.

10. CocraB u coaepXaHHWE OPraHU3ALMOHHO-PACIIOPAIUTEIBHON JTOKYyMEHTAIHS
(YCOPL)

11. CocraB u ohopMiIeHHE PACTIOPSITUTEIBHBIX TOKYMEHTOB

12. CocraB u ohopmiieHre OpraHU3alMOHHbIX JOKYMEHTOB

13. CocraB u opopmiieHre HH(HOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB
14. CocraB u npaBuia opopmiierus pekBu3utoB gokymentos (I'OCT P 6.30 — 2003)
15. TpebGoBanus, mpeabsSIBIIEMbIe K 0)DOPMIICHUIO JOKYMEHTOB.

16. JlokyMeHTUpOBaHHE TPYIOBBIX IPABOOTHOILIEHHH

17. Opraau3anus npuemMa v IepBUYHON 00paObOTKH TOKYMEHTOB

18. Peructpanus JOKyMEHTOB

19. IIpaBua BbIIa4M Je7 BO BPEMEHHOE TOJIh30BAHUE

20. Opranuzanus JOKyMEeHTO000poTa

21. Ciyx6a IOY: Buabl, QyHKINH, CTPYKTYpa

22. XapakTepuCTHKa U COCTaB JIOKyMEHTOB IO JUYHOMY COCTaBY

23. KoHTpOJIb UCIIOTHEHUS TOKYMEHTOB

24. npopmanlMoHHO-CTIpaBOYHas paboTa

25. YHuduKanus ¥ cTaHAapTA3aNUs JOKYMEHTOB

26. Bunel TpynoBBIX JOTOBOPOB, MTpaBUiIa 0GOPMIICHUS

27. ®opmupoBaHUe Jel

28. HopmatuBHbIe, 3aKOHOAATENbHbBIE JOKYMEHTHI, PEryJIUpYIOLIHe MOpSA0K paboThl C
JOKyMEHTaMHU

29. Buasl HomeHknatypsl e, uX XapakTepuCTHKa

30. PacmopsmuTenbHble JOKYMEHTBI, 00pa3yromuecs: B JESTETbHOCTH KOJIIETHATBHBIX
OpraHOB yIpaBJICHUS

31. CymHOCTb, BUJIBI U COIEpKaHUE YIPaBICHYECKOW HHPOPMALTUT

32. JlenoBas uHpopMalus U ee CoCTaB

33. Opraam3anus HHPOPMAIIMOHHOTO 00eCTICUCHUS

34. UndpopmanronHas 6e301acHOCTb

35. YcioBus yTpaTsl HHPOPMAITMOHHBIX PECYPCOB

36. Coaeprkanue ciayxeOHOoM TailHbI U KOH(PHIEHIIMATBHOCTh HH(POpMAIUU
37. JocTym nepcoHana K KOHQHUISHIMATBHON CITy)keOHOH MH(pOpMaIum
38. [IpaBumna opopmiieHHs, yueTa U XpaHEHUS TPYIOBBIX KHUKEK

39. [NoxroroBka [len k apXuBHOMY XpaHEHHUIO

40. [lenoBast nepenucka. Buibl n XxapakTepucTUKa CITy>KeOHbIX ITHCEM

41. SI3bIK ¥ CTUIIH ACTIOBOM JTOKYMEHTAIH
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42. CuctemaTH3alus U TeKyIlee XpaHeHHE IOKYMEHTOB
43 KOMHBIOTepHBIe TCXHOJIOTHUHU IMOATOTOBKH JOKYMCHTOB

6.4. MeTonuyeckue MaTepuaJbl, onpeae/siolnue Npoue1ypbl OleHUBAHUS 3HAHMIA,
YMeHHUil, HaBbIKOB M (WIH) ONbITA [eATEJbHOCTH, XaAPAKTEPU3YIOIIUX 3TAMNbI
(popMupoBaHus KOMIIETEHIH A

C wuenpr0 OIpeAesieHHs YPOBHS OBJIAJICHUS KOMIETEHUUSMH, 3aKPEIUICHHBIMU 3a
JUCLHUIIIMHOM, B 3aJJaHHBIC MIPENOAABATEIIEM CPOKU IPOBOAUTCS TEKYIIUU U IPOMEXYTOYHBIN
KOHTPOJIb 3HAHUI, YMEHUH U HaBBIKOB Ka)KJ0ro o0yuaromierocs. Bece BUIbI TEKyIIEro KOHTPOJISA
OCYLIECTBIISIIOTCA Ha MPAKTUYECKUX 3aHATHAX. VICKioueHue CcOCTaBisseT YCTHBIH OIIpoOC,
KOTOPBI MOKET MPOBOAUTHCSA B Hayajle WM KOHIE JIEKIUU B TedeHue 15-20 MuH. ¢ 1enbro
3aKperIeHUs] 3HAaHUH TEPMUHOJIOTUU 110 JucuuiuinHe. [Ipu orieHKe KOMIeTeHIMI TPUHUMAETCS
BO BHUMaHHE (GopMUpOBaHHE MPO(ECCHOHATBLHOTO MHPOBO33PEHUS, OIPENEICHHOIO YpPOBHS
BKJIIOYEHHOCTH B 3aHATHSA, pe(IIEKCUBHbBIC HABBIKH, BIIAJICHUE N3y4aeMbIM MaTEPHUATIOM.

[Ipouenypa oneHuBaHUs KOMIETEHIMI OOydYaloOlUXCsS OCHOBaHAa Ha CJEAYIOUINX
CTaHAapTax:

1. [lepnoAMYHOCTH IPOBENECHUS OLICHKHU.

2. MHOrocTyneHyaToCTh: OLeHKa (KaK IpernoaaBareieM, Tak U 00yJaroluMUCs TPYIIIbI)
U CaMOOIIEHKa 00ydJaromierocs, oOCY>KIEHHE pe3ylbTaTOB M KOMIUIEKC Mep IO YCTPaHEHUIO
HEJ0CTaTKOB.

3. EAuHCTBO HCIONIb3yeMOM TEXHOJIOTUH ISl BCEX 00YYarOIIUXCs, BBIMOJIHEHUE YCIOBUI
COINOCTaBUMOCTHU PE3YJIbTAaTOB OLICHUBAHMUSI.

4. CobnroieHre OCIeI0BaTEIbHOCTH MPOBEACHUS OIICHKHU.

Texymas arrecraumsa oOyuyarommxcsi. Tekymas arrectaqusi OO0y4arolMxcs IO
muciuminHe «CucremMa ymnpaBieHHUS JTOKYMEHTOOOOPOTOM» TMPOBOJUTCS B COOTBETCTBHH C
nokanbHbIMU HOpMaTUBHBIMU akTamMu OAHO BO «MIICY» u siBisiercs 00s13aTeNIbHOI.

Texymas arrectanus no aucuuiimHe «Cuctema ympaBieHHs JOKYMEHTOOOOPOTOMY
npoBOIUTCS B (hopMe ompoca M KOHTPOJIBHBIX MEPONPHUSATHH IO ONEHHBAHUIO (PAKTHYECKHX
pe3yNIbTaTOB 00YUYEHHS O0YUAIOIINXCS U OCYIIECTBISETCS MPENoIaBaTeIeM JUCIUILINHBL.

OObeKTaMu OIEHUBAHKS BBICTYIIAIOT:

1. yueOHasi AUCHUIUIMHA (AKTUBHOCTh Ha 3aHATHSIX, CBOEBPEMEHHOCTb BBIMOJIHEHUS
Pa3IUYHBIX BUJIOB 33JaHUM, TOCEIAeMOCTh BCEX BUJIOB 3aHATUH MO aTTECTyeMON AUCLMILIIUHE);
2. CTENEHb YCBOCHMSI TEOPETUYECKUX 3HAHUN B KAUECTBE «KIIIOUEH aHaIN3ay;

3. YpOBEHb OBJIAJCHMS MPAKTUYECKUMH YMEHHUSIMU M HaBbIKAMU IO BCEM BUAAM
yueOHOI paboThl;
4. pe3ynbTaThl CaMOCTOSATENbHON pabOoThl (M3y4YEHHE KHHMI M3 CIHCKAa OCHOBHOW U

JIOTIOJTHUTEIIbHOU JIUTEPATYPBI).

AKTHBHOCTh OOYyYarolerocss Ha 3aHATUSAX OLIEHUMBAETCS Ha OCHOBE BBINOJIHEHHBIX
oOyyaromuMcsi paboOT M 3aJaHui, NPEIYCMOTPEHHBIX JaHHOW pabodeil mporpammoit
JUCLUATIIINHBI.

Kpome Toro, ouneHuBaHue 0O0y4YaroLIErocsi MPOBOJUTCS Ha TEKYyLIeM KOHTpOJe IO
mucuuiuivHe.  OneHuBaHue — oOydaromierocs Ha — KOHTPOJIBHOM — HeAelne  IMPOBOJIUTCA
npernojiaBaTesaeM HEe3aBUCUMO OT HaJIMYMs MM OTCYTCTBHS oOydarouierocs (M0 yBaXKUTEIbHON
WIM HEYyBOXWUTEIbHOW NpUuyuHE) Ha 3aHATHU. OlEeHKa HOCUT KOMIUIEKCHBIH XapakTep u
YUUTBIBAET JIOCTUKEHHUsI O00y4aromIerocsi Mo OCHOBHBIM KOMIIOHEHTaM Yy4eOHOro Iporecca 3a
TEKYIINN TEPUOI.

OneHrBaHuEe 00YYaIOLIErocss HOCUT KOMIUIEKCHBIH XapakTep M YUUTHIBAET JOCTHKEHUS
o0yuJaromerocsi Mo OCHOBHBIM KOMIIOHEHTaM Y4eOHOro Ipolecca 3a TEeKyLUil Iepuoj ¢
BBICTaBJICHUEM OLICHOK B BEJOMOCTH.

IIpomexyrounas  arrectaumus  oOyuyarommxcsi. [lpomexyrouHas  arrectanus
oOyyaromuxcs no auciuiimHe «Cuctema ynpabieHHsS JOKYMEHTOOOOpOTOM» MPOBOIMTCS B
COOTBETCTBUHU C JIOKaJbHbIMU HOopMaTuBHbIMH aktaMmu OAHO BO «MIICY» u sBnsercs
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00s3aTeNbHOM.

HpOMe)KYTO‘IHaH aTTecranuia 110 JUCHUITIINHE «Cucrema YHpaBJICHUA
JIOKYMEHTOOOOPOTOM» IPOBOAUTCS B COOTBETCTBUU C Y4eOHBIM IIaHOM Ha 3 Kypce B 6
ceMecTpe JUisi OYHOW M 3a04HOi (hopmam oOyueHHs, Ha 4 Kypce B 8 cemecTpe A OYHOM-
3a04HON (Qopmbl 00yueHuss B Gopme 3au€Ta B NEpPHUOJ 3a4E€THO-3K3aMEHALIMOHHOM ceccuu B
COOTBETCTBUH C TPAPUKOM MPOBEICHHS.

OOyuaronyecss JOMyCKalOTCd K 9K3aMEeHY 0 AUCUUIUIMHE B CJIydae BBINOJIHEHUS UM
y4eOHOro IUIaHa 10 JUCLUIUIMHE: BBIIOJHEHMS BCEX 3aJaHUd U MEPONPUSTHH,
IPEIYCMOTPEHHBIX IPOrpPaMMOM IUCIUIIUHBI.

Ornenka 3HaHUNA 00Y4YaIOLIETOCs HA 3a4eTe OMPEEIIETCs ero Y4eOHBIMU TOCTHKEHUSMH
B CEMECTPOBBI MEPUOJ M Pe3yJbTaTaMH TEKYILEro KOHTPOJSI 3HAHUH M BBINOJIHEHHUEM UM
3a1aHUM.

3HaHUs yMEHUs, HaBbIKM OOYyYaroIIerocss Ha 3a4eTe OLIEHUBAIOTCS KaK: «3aYTEHO», «HE
3a4TEHOY.

OcHOBOW 11 ONpeseseHUs OLEHKH CIY)KUT YPOBEHb YCBOEHHsI OOYyYaroIUMUCS
MartepHaia, mpeIyCMOTPEHHOTO TaHHOH paboueil mporpaMMoi.

7. IlepeyeHb OCHOBHOW M I0TOJHUTEJIbHON yUeOHOM JJUTEpaTypbl, HEOOXOAUMOM /15
OCBOCHUS TUCHHUILINHBI

a) OCHOBHas yyeOHasi IuTepaTypa:
1. OcHOBBI MPOEKTUPOBAHUS CUCTEM 3JIEKTPOHHOIO JOKYMEHTOOOOpOoTa : yueOHoe mocobue /

M.H. Kpacusuckuii [u ap.].. — TamboB : TamOOBCKHII TOCYZapCTBEHHBIH TEXHHUYECKHIMA
yauBepcureT, 9bC ACB, 2018. — 80 c. — ISBN 978-5-8265-1935-6. — TekcT : 37eKTpOHHBII
/" DOnektpoHHO-OmMOmMorewynas  cucrema IPR BOOKS : [caiit] —  URL:

https://www.iprbookshop.ru/94361.html (mara obpamenus: 06.01.2022). — Pexum gocrtyma:
JUISL aBTOPU3UD. I10JIb30BaTEIEN

2. CrenanoBa, E. H. Cuctema a1eKTpoHHOTO JOKyMEHTO000poTa (00JauHOe pelieHue) :
yuebnoe nocobue / E. H. CrenanoBa. — Mocksa : Aii [Iu Ap Menua, 2021. — 182 ¢. — ISBN
978-5-4497-0767-3. — TekcT : SJEKTPOHHBINA // DiexkTpoHHO-OMOMMoTeyHas cucrema [PR
BOOKS : [caitir]. — URL: http://www.iprbookshop.ru/101357.html (mata oOpamenus:
21.12.2020). — Pexum moctyna: 1yis aBropusup. [lomp3oBareneit

3. XauatpsH, I'. A. Opranusainus ¥ COpoOBOKACHUE FIEKTPOHHOTO JTOKYMEHTO000POTA :
/ T'. A. Xauarpss, U. B. Ky3nenoBa. — CapatoB, Mocksa : [IpodoOpasoBanue, Ait Ilu Ap
Menmna, 2020. — 156 c. — ISBN 978-5-4488-0877-7, 978-5-4497-0782-6. — Tekcr :
AIIEKTPOHHBIA // DnexkTpoHHO-OmOmuoTeunas cucreMa [PR BOOKS : [caiitr]. — URL:
http://www.iprbookshop.ru/97086.html (mara oOpamenus: 21.12.2020). — Pexxum noctyna: mist
aBTOPH3UP. MOJIb30BaTeNeH

0) 1oNMoIHUTE/IbHASA yuyeOHasi JuTepaTypa
1. AHanu3 cucTeM 53JIEKTPOHHOTO JOKyMEHTOooOOpoTa : ydeOHoe mocobue (J1abopaTOopHBIM

npaktuky™m) / . — CtaBpomnois : CeBepo-KaBkasckuit dhenepanbubiii yausepeurert, 2018, — 111
€. — Tekcr : anexTpoHHBIN // DnexkTpoHHO-OnOnHUoTeunas cucremMa [PR BOOKS : [caiiT]. —
URL: https://www.iprbookshop.ru/92675.html (mara oOpamenus: 06.01.2022). — Pexum

JOCTyTa: 71l aBTOPU3UP. MOJIb30BaTeNeH

2. CremanoBa E.H. Opranusamus W CONMPOBOXKACHHE 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa :
npaktukym st CITO / CrenanoBa E.H.. — CaparoB, Mocksa : [Ipodo6pazoBanue, Aii [Tu Ap
Memuna, 2021. — 176 c. — ISBN 978-5-4488-1275-0, 978-5-4497-1042-0. — Tekcr :
DIIEKTPOHHBIA // DnekTpoHHO-OuOmuoTeunas cucreMa [PR BOOKS : [caiitr]. — URL:
https://www.iprbookshop.ru/107183.html (mara obpamenus: 06.01.2022). — Pexum nmoctyma:
JUIsl aBTOpHU3UP. noab3oBateneid. - DOI: https://doi.org/10.23682/107183

3. Kysnernora N.B. KoHdumeHmanpHOe IEIOMPOU3BOJICTBO W 3AIIUIICHHBINA 3JICKTPOHHBIN
JIOKYMEHTOO000pOT : yuebHoe nocobue mia 6akanaBpo / Kysnenosa M.B., Xauatpsu I A.. —
Mocksa : A#t [lm Ap Memma, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr :
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https://doi.org/10.23682/107183

SJICKTPOHHBIA // DnekTpoHHO-OuOmmoreunas cucrtema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/97083.html (nata obpamenus: 06.01.2022). — Pexxum pocryna:
JUIsS aBTOpH3HP. mosb3oBaTeneii. - DOI: https://doi.org/10.23682/97083

4. CucteMbl AIIEKTPOHHOTO JOKYMEHTO000pOTa : yueOHOoe ocoOue (J1abopaTOpHBIN MPaKTHKYM)
| . — CraBponois : CeBepo-KaBkazckuii peaepanbubiii yauepcuret, 2019. — 109 ¢. — Texkcr :
QJIEKTPOHHBIA // DnexkTpoHHO-OuOmmoTeunas cucremMa IPR BOOKS : [caiitr]. — URL:
https://www.iprbookshop.ru/92745.html (mara o6pamenus: 06.01.2022). — Pexum nocrtymna:
JUISL aBTOPU3UD. I10JIb30BaTEIEN

B) Pecypchl ceTn nHTEpHET
DnekTpoHHO-0Mbanoreunas cucrema: Www. IPRbooks

Pecypchl OTKpBITOrO A0CTYHA:

1. bubnnoreka MEHEeKMEHTA

http://www.management-rus.ru

2. KopniopaTuBHBII MEHEIKMEHT.

http://www.cfin.ru

Hosoctu, ny6nukanuu, bubianoreka ynpasieHus.

3. DHUMKIONEe AU MapKeTHUHra. bubnnoreka Mapkerosora.

http://www.marketing.spb.ru

4. DnexktponHas 6ubnuoreka HR-crnenunanucros

http://www.hrm.ru

Kuuru no ympaBieHHIO MEPCOHANIOM: CTaThbH MO OOYYEHMIO, YIIPABJICHUIO MEPCOHATIOM,
aTTeCTalHIO U Jp.

5. ®epnepanbHbIi 00pa3oBaTenbHbBIN opTan "OkoHoMuKa, Conuonorus, MenempkMeHT"

http://www.ecsocman.hse.ru

6. AIMHUHHCTPATUBHO-ypPaBICHUECKH mopTai "MeHeKMEHT U MapKeTHHT B Ou3Hece".

http://www. aup.ru

Kuuruy, cratby, TOKyYMEHTHI IO aKTyaJbHbIM BOIPOCAM MEHE/KMEHTa U MapKETHUHIa U
mp.

7. EnHOE OKHO A0CTyMa K 00pa30BaTEebHBIM pecypcaM 1Mo IKOHOMHUKE, COIIMOIOTHH,
MeHemkMenTy http://ecsocman.edu.ru/
9. http://works.doklad.ru/view/zuPsMafAvU4.html

8. MeTtoauyeckue yKazaHusi AJisi 00y4aIOLUXCS 10 0CBOEHHUIO TN CHUILIMHBI

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

MOCJIEIOBATEIbHO  (PUKCHPOBaTb  OCHOBHBIE  IIOJIOKEHHS,  BBIBOJBI,
¢dbopmyHupoBKH, 0000IIEHHS; TOMEYaTh BaKHbIE MBICITH, BBIACTATH
KJIFOUEBBIE CJIOBA, TEPMUHBI. [IpoBepka TEPMHMHOB, NOHATUH C IOMOILBIO
SHUMKJIONEANH, CIOBapel, CIPABOYHUKOB C BBINHMCBIBAHUEM TOJIKOBAaHHUH B
TeTpaab. O003HAYUTH BOIPOCH], TEPMHHBI, MaTepHall, KOTOPBIA BHI3BIBAET
TPYIHOCTH, IIOMETUTh W IIONBITATBCS HAWTH OTBET B PEKOMEHIYEMOM
nmuteparype. Ecnu camMocTosTenbHO HE yAaeTcsl pa3oOpaThesa B MaTepuaile,
HEoO0X0IuMO c(OopMyJHpOBaTh BONPOC M 334aTh NPENOJAaBATENI0 Ha
KOHCYJIbTALIMH, HA TPAKTUYECKOM 3aHSTHU.

Jlexmus

[Ipopabotka pabouelt mTporpaMMmbl, yIeiss 0co00e¢ BHHMAHHE
uenssiM M 3ajavyaM, CTPYKType M COACPXKAHMIO  JUCLUIUIMHBL
KoncmektupoBanne WCTOYHHKOB. PaboTta ¢  KOHCIEKTOM  JICKITHH,
IIpakTraeckue 3aHATHS MMOATOTOBKA  OTBETOB K  KOHTPOJIBHBIM  BOMpOCAaM,  IPOCMOTP
PEKOMEHIyeMOH JInTepaTypsl, padora ¢ TekcToM. [IpocnymuBanue ayano-
¥ BHJIeO3aNKCced IO 3aJaHHON TeMe, peIlIeHHe pacuyeTHO-rpadUIecKux
3aJlaHuil, peneHue 3a/1a4 1o aNrOpUTMY U Ap.
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NupuBunyanbHbie
3aJaHMs

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

Ap.

CamocrosiTensHas paboTta

CamocrosTenbHast paboTa IPOBOAUTCS € LENbI0: CHCTEMaTH3aUU 1
3aKpeIUIeHUsT MOJYYEHHBIX TEOPETHUECKUX 3HAHMH M TMPAKTUYECKUX
yMeHuH oOydaromuxcs; YriayOJlieHHsT W paclIMpeHHs TEOPeTHYECKHX
3HAaHUM CTYJCHTOB; (POPMUPOBAHMUSA YMEHHUH HCIIOJIb30BaTh HOPMATHUBHYIO,
MPaBOBYIO, CIPABOYHYIO JIOKYMEHTALMIO, YYEOHYI0 H CHEIHAIbHYIO
JUTEpATypy; Pa3sBUTUSA II03HABATEIbHBIX CIOCOOHOCTEH M aKTHBHOCTH
o0yyJaromuxcs: TBOPYECKOM WHHULMATHUBBI, CaMOCTOSITETIbHOCTH,
OTBETCTBEHHOCTH, OPraHU30BaHHOCTH; (POPMHUPOBAHHE CAMOCTOSTENILHOCTH
MBILJICHHSI, CIIOCOOHOCTE K CaMOpa3BUTHIO, COBEPIICHCTBOBAHMIO U
camMoopranuzauuy; (opMHPOBaHUS HPOPECCHOHANBHBIX KOMICTEHIIHIA;
Pa3BUTHIO HCCIIEAOBATEIbCKUX YMEHUH oOywarommxcs. QopMbl U BUABI
CaMOCTOSITCIbHOW  pabOTBl: YTCHHE OCHOBHOW M JIOTIOJIHHUTEIBHON
JIUTEPATyPhl — CAMOCTOSITEILHOE M3yUeHHE MaTepHraia 0 PeKOMEHIYEeMbIM
JTUTEpATypHBIM HWCTOYHHKAM; paboTa ¢ OMOTHMOTEYHBIM KaTalOTOM,
CaMOCTOSITEIbHBIA  TOA00p HEOOXOMUMOW JIMTEpaTyphl, padoTa Cco
CJIOBapeM, CIIPABOYHMKOM; IIOMCK HEOOXOOUMOH HH(OpPMALH B CETH
WHTepHeT; KOHCIEKTUPOBAHUE HCTOYHUKOB; pedepupoBaHNE UCTOYHUKOB;
COCTaBJICHHE AaHHOTALUI K MPOYHUTAHHBIM JINTEPATYPHBIM HCTOYHHKAM;
COCTABJIICHME PpELEH3UH U OT3BIBOB HAa IPOYUTAHHBIA MaTepHal;
cocTaBJieHHe 0030pa IyONWKaluii MO TeMme;, COCTaBlieHHe W pa3paboTka
TEPMUHOJIOTUYECKOTO CIIOBAPS; COCTABICHUE XPOHOJOTMYECKON TaOIHIIbI,
COCTaBIICHHE oubnuorpapun  (O6ubmMorpaduueckoi KapTOTEKN);
MOArOTOBKA K PpasauyHbIM  (GopMaM TEKyIe M IPOMEXYTOUHOU
aTTecTauuy (K TECTUPOBAHUIO, 3aUETy, SK3aMEHY); BBHIIIOJIHEHHE TOMAIIHUX
KOHTPOJIBHBIX Pa0OT; CaMOCTOSTEIBHOE BBITIOJHEHHE MPAKTUYECKUX
3aJaHU{ PENPOLYKTUBHOTO THIA (OTBETHI Ha BONIPOCHI, TECTHI; BHIIOJIHEHHUE
TBOPYECKUX 3ajaHuii). TexHONOrusi oOpraHu3alud CaMOCTOSTEIbHOU
paboThl OOydaromuXxcs BKIIOYAET HCIOJIb30BaHHE WHQOPMAIMOHHBIX U
MaTepHalbHO-TEXHUYECKUX PECYpCOB 00pa30BaTENbHOTO  YUPEKICHHUS:
OMOJIMOTEKy C YMTAIBHBIM 3aJI0M, YKOMIUICKTOBAaHHYIO B COOTBETCTBHHU C
CYLIECTBYIOLIMMH HOpPMaMmH; y4eOHO-METOAWYECKy0 0a3y y4eOHBIX
KaOMHETOB, JJaOOpaTOpHii M 3aja KOAU(DUKAINH; KOMIBIOTEPHBIE KIIACChl C
BO3MOXHOCTBIO DPaboTel B ceTu MHTepHeT; aynuTopuu (KJacchl) IS
KOHCYJIbTAIIUOHHOM JAEATEJIbHOCTH; Y4eOHYyI0 M y4eOHO-METOIMYECKYIO
JTUTEpaTypy,  pa3padOTaHHYyl® €  Y4eTOM  YBEJIMYEHHS  JIOJHU
CaMOCTOSITEIBHON Pa0dOTHI CTYJICHTOB, M UHBIE METOJMYECKHE MaTepHaIbL.
Ilepen BbIMONHEHHEM OOYYarOIIMMUCS BHEAYJUTOPHON CaMOCTOSTEIbHOU
paboThl TpernojaBarellb MPOBOJUT KOHCYJILTHPOBAHHE MO BBHIOJIHEHUIO
3aJjaHus, KOTOPBIH BKJIIOYAET IENb 3aJaHusl, €ro COJEpXKaHus, CPOKH
BBINOJIHEHHS, OPHEHTHUPOBOYHBI 00beM paboTbl, OCHOBHbIE TPeOOBAHUS K
pe3ynbTataM palOThl, KPUTEpUH OLECHKA. Bo BpeMms BBINOJIHEHUS
00y4JalolMMKCS BHEAYJUTOPHOM CaMOCTOATEIbHOH paboThl ©  NpHU
HEOOXOIMMOCTH MpPEeNoAaBaTesib MOXET MPOBOAWUTh HHIMBHIYaJbHbIE H
rpynmoBble  KoHcymbramuu. — CamocTosiTenbHas ~— paboTa  MOXKET
OCYIIECTBIATECS WHAWBUAYAILHO WM TpyNnaMud oOydaromuxcs B
3aBUCHUMOCTH OT IIeNH, 00beMa, KOHKPETHON TEMaTHKH CaMOCTOSITEIBHON
paboTbl, YpOBHSI CIOXXHOCTH, YPOBHS yMeHHMH oOyuarommxcs. KoHTponb
CaMOCTOSITEIIbHON PadOTHI TPETyCMaTPUBACT:

o COOTHCCCHUEC COACPIKAHUA KOHTPOJA C LCISIMU 06yquI/m;
00BEKTUBHOCTD KOHTPOJIA;
° BAJIMIHOCTE  KOHTPOJIA (COOTBGTCTBI/Ie MMPEABABIACMBIX
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3aJaHui TOMY, YTO MPEIIONaraeTcs IPOBEPUTH);

Ormpoc

. nuddepeHInamo KOHTPOJIbHO-U3MEPUTEIBLHBIX
MaTepuaoB.

®DOopMBI KOHTPOJISI CAMOCTOSITETBHOM PabOTHI:

o MPOCMOTP ¥ MPOBEPKa BBIMOJHEHUS CaMOCTOSATEIbHON
PpaboTHI MIPETIoIaBaTeNIeM;

o OpraHu3aIys CaMOTPOBEPKH,

. B3aWMOIIPOBEPKH  BBIMOJIHEHHOTO 3aJaHHsl B TPYIIIE;
00CYy’K/IeHHE PEe3y/IbTATOB BBHIIIOJIHEHHON pabOThI HA 3aHATHH;

. MPOBEICHHE MUCBMEHHOT'O OTPOCa;

. MPOBECHUE YCTHOTO OIPOCa;

o OpraHu3arus u MPOBEICHHE HHINBUTYaTBHOTO
cobece10BaHMsl; OPraHM3aIlHs U TPOBEJICHUE COOECEIOBAHMUS C TPYIIIO;

o 3aIllUTa OTYETOB O MPOJICIAHHON paboTe.

Ompoc - 93TO CpPEACTBO KOHTPOJS, OpPraHM30BaHHOE Kak

crienranbHas Oecesia mpenoaBarelis ¢ 00y4YaromnuMCs Ha TEMbI, CBS3aHHBIC
C HW3y4aeMOil JUCIMIUIMHOW, W PACCUMUTAHHOEC HAa BBIABICHHE OOBEMa
3HAQHMH 1O ONpENeNICHHOMY pa3zelly, Teme, npobiiemMe H  T.IL.
[MpoGiemaryka, BbIHOCHMMAsi Ha OIPOC OIpEACiCHa B 3aJaHHAX JUIs
CaMOCTOATEIbHON Pa0bOThI 00YYAIOIIETOCs, a TAKKE MOXKET OMPEIeIATHCSI
MperoaBaTesieM, BeIyIIMM CEMUHAPCKHE 3aHATHI. BO BpeMst mpoBeneHus
ornpoca OOy4YarOIIUHCS JOJDKEH YMETh OOCYIUTh C MpernojaBaTesieM
COOTBETCTBYIONIYIO MPOOJIEMATHKY Ha YPOBHE JIHAJIOTA.

Komnmoxsuym

Kommoksuym (ot marmHckoro colloquium — pasroBop, Gecema) —
onHa u3 GopM yueOHBIX 3aHATHIA, Oeceaa MPernoaaBaTelis ¢ yJaluMKICs Ha
ONpECICHHYI0 TeMy u3 ydeOHoi mporpammbl. llens mnposeneHus
KOJUIOKBUYMa COCTOWT B BBIACHEHHH YPOBHS 3HAHWW, IIONYYCHHBIX
YYalUMHUCS B pe3yNbTaTe [MPOCIYIIMBAHUSA JIEKIWH, MOCEHICHHS
CEMHHApOB, a TaKkKe B pe3yJlbTaTe CaMOCTOSTEIHHOIO HU3yUeHUs
MaTtepraia. B paMkax mocTaBiIeHHOH e PEeIIaloTcs CIEAYIONUe 3a1au:

. BBISICHEHHE KayeCTBAa M CTEMCHU MOHMMAHUS YYAIIUMUCS
JIEKIIMOHHOTO MaTepuara,

. Pa3BHUTHE U 3aKPEIJICHHE HABBIKOB BBIPAXKESHHS YUAITUMHUCS
CBOUX MBICJICH;

. pacmmpenue BapHaHTOB CaMOCTOSATEIBHON
LIE€JIeHAIIPaBIEHHOW MTOJITOTOBKH YHaITUXCS;

. pa3BUTHE HABBIKOB O0OOIIEHUS PA3TUYHBIX JIUTEPATYPHBIX
HACTOYHUKOB;

. MPEIOCTaBIEHNE BO3MOXXHOCTH YYalIUMCS COTIOCTABIIATH
pa3HbIe TOYKH 3pEHHUS [10 pacCMaTPUBAEMOMY BOIIPOCY.

B pesynbrate mpoBeneHHs KOMJIOKBHYMa IPENoAaBaTeib JOJDKEH
VMMETh TIpEeICTaBICHHE:

. 0 KaueCTBE JICKIIMOHHOTO MaTepualia;

. O CHJIBHBIX M CJIA0BIX CTOPOHAX CBOCH METOJIUKH YTCHUS
JICKITHI;

. O CHIBHBIX U CIa0BIX CTOPOHaX CBOEH METOJIUKH
MPOBEJCHUS CEMUHAPCKHUX 3aHITHI;

. 00 ypOBHE CaMOCTOSTEILHON PabOThl yUAIUXCS;

. 00 yMEeHMH 00yYarOIIUXCS BECTH AUCKYCCHIO U I0Ka3bIBAThH
CBOIO TOYKY 3PCHHS;

. 0 CTEIICHH PYAUPOBAHHOCTH yUaIIHXCS;

. 0 CTCNCHM WHIMBUIYaJIbHOIO OCBOCHHMS MaTepualia

KOHKPETHBIMH 00yYarOIUMHCS.
B pe3synbrare npoBeAeHUs KOJJIOKBUYMa OOYYarOLIUHCS OJDKEH
MMETh MPECTaBICHHE:

27




. 00 ypoBHE CBOWX 3HaHH 10 pacCMaTPUBAEMBIM BOIIPOCAM
B COOTBETCTBHHU C TPEOOBAaHHSAMH IMPENOAABATENS U OTHOCHTEIBHO JIPYTUX
CTYZCHTOB TPYIIIIHI;

. 0 HEJIOCTAaTKaX CAMOCTOSATENLHON MPOPabOTKU MaTeprana;
. 0 CBOEM YMEHHU H3JIaraTh MaTepHal;
. 0 CBOEM yMEHUH BECTH JIUCKYCCHIO W JIOKa3bIBaTh CBOIO

TOYKY 3pCHHSI.

B 3aBHCMMOCTH OT CTENEHHM NOATOTOBKH TPYHIBI MOXKHO
WCTIONB30BaTh Pa3HbIC MOAXOMABI K NMPOBEICHUIO KOJUIOKBHYMa. B ciyudae,
eciy OOJBIIMHCTBO TPYIIIBI C TPYAOM BOCIPHHUMAET COJEPKAHUE JICKINI
U Ha TIPAKTHUYECKUX 3aHATHAX  JEMOHCTPUPYET  HEJOCTATOUYHYIO
CIIOCOOHOCTH aKTUBHO OIEPUPOBATH CO CMBICIOBBIMU COUHUIAMH 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 HEOOXOTMMO IIOCBATHTH JAUCKYCCHH, B XOA€ KOTOpPOH
oOydJatomiecst JOJDKHBI YOeIWThCS W, TJIaBHOE, YOeIuTh APYT Ipyra B
000CHOBAaHHOCTH U AOKA3aTEIBLHOCTH MOIYYEHHOTO BUICHUS BOIPOCA U €T0
COOTBETCTBHS peaJbHOU MpakTUKe. Eciu e mpernogaBaTenb HMeET Ael0 ¢
Oonee  TOATOTOBICHHOW, CaMOCTOSITENBHO JyMarollell ¥ aKTHBHO
YCBaMBAIONICH CMBICIIOBBIC SAMHUIBI U TEPMUHOJIOTHIO Kypca ayIuTOpHEH,
TO KOJUIOKBUYM HEOOXOJUMO IMPOBECTU TaK, YTOOBI CaMH OOYyYaroIuecs
copMynMpoBaIM M3IOXKEHHBIE B IpOrpaMMe IOHSATHS, BBICKa3aIN
HECOBMAJAIONINE TOYKH 3pEHHS W TMPUBENH NPaKTHYECKHE MpUMeEphl. 3a
mpernojaBareieM OocCTaeTca poiib MojlepaTopa (BeAylIero TUCKYCCHH),
KOTOPHI B KOHIIE <JIUIIB» CYMMHpPYET COBMECTHO IOJyYCHHBIC
PE3YIIBTATHL.

TectupoBanue

KonTponps B BUJE TECTOB MOKET HCIIOJIb30BATHCS MOCTE U3YUYSHHUS
KaX/I0i TeMbI Kypca. IToroBoe TeCTUpOBaHNE MOKHO IPOBOAMTE B (hopme:

o KOMITBIOTECPHOI'O TECTUPOBAHUA, T.C. KOMIIBIOTEP
IIPONU3BOJILHO BI)I6I/IpaCT BOITPOCHI 13 0a3bl JAaHHBIX I10 CTCIICHH CJIOKHOCTH,
o IMUCBMEHHBIX OTBETOB, T.C. IPEIIOAABATEIIb 3a1ac€T BOIIPOC U

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

Hdus  poctwkeHus — OOJbIIEH  JTOCTOBEPHOCTH — PE3YJIbTAaTOB
TECTUPOBAHMSA CJIEIyeT CTPOUTH TEKCT TaK, YTOOBI y OOydarommxcst ObLI1O
He Oonee 40 — 50 cekyHna ans OTBeTa Ha OXWMH Bompoc. MToroselil Tect
JOJDKEH BKIIIOYAaTh He MeHee 60 BOMpPOCOB IO BCEMy Kypcy. 3HAUMT,
UTOTOBOE TECTHPOBaHHE 3aiiMeT menoe 3aHATHe. OLEHKa pe3yJbTaToB
TECTUPOBAHHS MOXET MPOBOJAUTHCS IBYMS CIIOCOOaMU:

1) o 5-0ayIbHOM cucTeMe, KOrJa OTBEThI CTYICHTOB OIICHUBAIOTCS
CJICAYIOIIMM 00pa3oM:

- «oTanuHO» — 00siee 80% OTBETOB MPaBUIIBHEIC,

- «xopomioy — 6onee 65% O0TBETOB NPABUIILHBIE;

- «YZAOBJIETBOPUTENBbHO» — Ooniee 50% OTBETOB NpaBHUJIbHEBIE.

OOyuatomuecs, KOTOpble NPaBUILHO OTBETWIN MeHee deM Ha 70%
BOIIPOCOB, JIOJDKHBI B TIOCIEOYyIOIIEM IepecaaTh TecT. llpu »ToMm
HE00XO0IMMO IPOKOHTPOIMPOBATH, YTOOBI BAPUAHT TecTa ObLI JPYTOM;

2) mo cucreMe 3ayeT-He3ayeT, Korja Juid 3adeTa IO JaHHOU
TUCITUIIIMHE JOCTATOYHO WPABMIIBHO OTBEeTUTH Oosiee deM Ha 70%
BOIIPOCOB.

IToaroroBka k 3a4éty

[Tpu monroroBke K 3a4€Ty HEOOXOUMO OPUEHTHPOBATHCS Ha KOHCIEKTHI
JIEKIUH, peKOMEHAYyeMYIo 1utepaTypy U Ap. OCHOBHOE B MOATOTOBKE K
crade 3auéra 1o JMCLMIIIMHE «Cucrema YIIpaBJICHUS
JIOKyMEHTOOOOPOTOM» - 3TO TIOBTOPEHUE BCETO MaTepualia JUCIUTUIHHEL,
10 KOTOPOMY HeoOXoamMmo chaBaTh 3a4€T. llpm moaroroBke K crade
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3au€Ta oOOyvarommiics Bech OO0BEM pPabOThI JIOJDKEH pPAaCIIPEleisTh
PAaBHOMEPHO O THSM, OTBEAEHHBIM JIJIS1 IOATOTOBKU K 3a4€TY C OLICHKOM,
KOHTPOJIUPOBATh KAX/IbI JICHb BBIIOJIHEHUE HAMEUCHHOW pPabOTHI.
[ToaroroBka K 3a4€Ty ¢ OLIEHKOW BKJIFOUAET B CEOs TPH ATara:
® caMoCTOsTeNnbHas paboTa B TEUCHUE CEMECTPa;
® HEMOCPEACTBEHHAs MOATOTOBKA B JIHH, MPEILIECTBYIOIIUE 3a4ETy
0 TEMaM Kypca;
® MOJrOTOBKAa K OTBETYy Ha 3aJaHus, COJACpKalluecs B OuieTax
(Tecrax) 3auéTa.
Hns ycmemHol caun 3a4€Ty ¢ OLEHKOM Mo aucruiuinde «Cucrema
YIpaBIeHUS TOKYMEHTOOOOPOTOM» OOyYaromuecs: MOJKHBI MPUHUMATH
BO BHUMAaHUE, 4TO:
e BCe OCHOBHBIE BOIIPOCHI, yKa3aHHBIE B pabodell mporpamme, HyKHO
3HATh, IOHUMATh UX CMBICH U YMETh €T0 Pa3bsSICHUTD;
® yKa3zaHHBIC B paboueit mporpamMmme thopmupyemsbie
npo(heCCUOHANBHBIE KOMIIETCHIIMM B  PE3yJbTare OCBOCHUS
JTUCITUTUTAHBI JOJDKHBI OBITH IPOIEMOHCTPUPOBAHEI CTYIEHTOM;
® CEeMUHApPCKHE 3aHATHUS CIIOCOOCTBYIOT MOIYUYEHHIO 00Jiee BEICOKOTO
YPOBHSI 3HAHWM U, Kak CJICICTBHE, 00Jee BBICOKOH OIICHKE Ha
3a4€Te C OLICHKOW;
. TOTOBUTBHCS K 3au€Ty HEOOXOAMMO HA4YMHATH C TEepPBOU
JIEKIIMM U IEPBOT0 NPAKTUYECKOTO 3aHSITHUSL.

9. Onucanne MaTepuaJbLHO-TEXHMYECKOIH 0a3bl, HEOOXOAMMOI JIsl OCyIIeCTBIEHUS
00pa30BaTeIbHOIO NMpoIecca Mo TUCIUNIHHE

g ocymecTBieHus o0pa3zoBaTenbHOro Ipouecca no gucuumiunHe «Kagposas
0€30MacHOCTh OPraHu3alun» HEOOXOAUMO HCIIOIb30BAHKE CIIEIYIOIINX TOMEIICHHI:

MartepuanbHO-TEXHUUECKOE 00ecTIeueHNE TMCIUIUIMHBI BKIOYAeT B ce0sl:

yueOHasi ayIuTOpus Ui MPOBEICHUs YUeOHBIX 3aHATUN, OCHAIIEHHAs 000OpYyIOBaHUEM U
TEXHUYECKUMH CpeCTBaMU 00yudeHus (MeOesib ayAuTopHas (CTOJBI, CTYJIbA, J0CKa), CTOJ, CTYII
npernojaBaTensi)) M TEXHHYECKHE CpeacTBa oOyueHusi (MEepCOHANBHBIM  KOMIIBIOTED;
MYJIbTUMEAUINHOE 000pYyI0BaHHE);

®[IOMEIIEHNE JJII CaMOCTOSITENIbHOM paboThl 00ydYaroIMXCs: CHEelHaTU3UpPOBaHHAS
MeOelb U KOMITBPIOTepHAs TEXHHUKA C BO3MOXKHOCTBIO MOJIKIIOUeHHS K cetu «VHTepHeT» u
obecrieueHUeM  JOCTyNa B  JJICKTPOHHYI  HMH(POPMAIIMOHHO-00pA30BaTEIbHYI0  CpEedy
YHuBepcurera.

10. Ilepeyenb UH(POPMANMOHHBIX TEXHOJIOTH, HCMOJIb3YeMbIX MPH OCYIIECTBIECHUH
00pa3oBaTeILHOIO Mpolecca MO0 JUCUUILVINHE, B TOM YHCJIe KOMILIEKT JHIEH3MOHHOTO
NMPOrPAMMHOIO0 o0ecre4YeHHusl, JJIEKTPOHHO-OMOJMOTEYHbIE CHCTEMbl, COBpPEMEHHbIE
npodgeccuoHaTbHBIE 0a3bl JAHHBIX U HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

OObyuaronuecs o0ecrie4eHbl  JOCTYIMOM K DJJEKTPOHHOM  MHGOPMAIMOHHO-
00pa3oBaTenbHON cpelie YHUBEpPCUTETa U3 JIF0OOW TOYKH, B KOTOPOM MMEETCS JOCTYI K CeTH
«HTEpHET», KaK HA TEPPUTOPUM OPraHU3aAlMH, TaK U BHE €€.

10.1 JInueH3noHHoOe NporpaMMHoe odecneyeHue:

1. Onepanmonnas cucrema Microsoft Windows XP Professional Russian — OEM-
JIMIIEH3UH (TTOCTABJISIOTCS B COCTaBE TOTOBOI'O KOMITBIOTEPA);

2. Omneparmonnas cucrema Microsoft Windows 7 Professional — OEM-numen3un
(TOCTaBIIAIOTCS B COCTaBE TOTOBOTO KOMITBIOTEPA);

3. Tlporpammusiii maker Microsoft Office 2007 — nuuensuss Ne 45829385 or
26.08.2009;

4. Tlporpammubiii maker Microsoft Office 2010 Professional — nunensus No
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48234688 ot 16.03.2011;

5. Tlporpammubiii maker Microsoft Office 2010 Professional — nunensus Ne
49261732 ot 04.11.2011;

6. KommekcHas cucrema antuBupycHod 3ammtel DrWEB Entrprise Suite —
qmnen3us Ne 126408928;

7. 1C: byxrantepus 8 yueOHast Bepcusi — JIMIIEH3UOHHBINA oroBop Ne 01/200213 ot
20.02.2013;

8. IIporpammusiii komruieke IBM SPSS Statistic BASE — nuiieH3u0oHHBIH 10TOBOP
Ne 20130218-1 ot 12.03.2013;

9. [Iporpammusii naket LibreOffice — cBoOonnas nmurensus Lesser General Public

License

10. KopriopatusHast miardgopma Microsoft Teams. IponpuerapHas jauieH3usl.

10.2.

JIeKTPOHHO-0HOJINOTEYHAsl cCUCTeMa:

DnexkTponHas oubnunoreunas cucrema (IBC): http://www.iprbookshop.ru/

10.3.

1.
2.

3.
4

10.
11.

12.
13.
14.
15.

16.
17.
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CoBpemMeHnHblie npodeccuoHaIbHbIE 023 JAHHBIX:

OdunmanbHpIi  UHTEPHET-IOPTAaN 0a3bl JNAaHHBIX NPAaBOBOM HMH(OpMaIum
http://pravo.gov.ru

[Topran "NHdopManmOHHO-KOMMYHHKAITMOHHBIC TEXHOJIIOTUNA B 00pa3oBaHuH"
http://www.ict.edu.ru

Hayunas anexkrponnas oudmaroreka http://www.elibrary.ru/

HanuonanesHast siekrponHas oudmuoreka http://www.nns.ru/

DNeKTpOHHBIE  pecypchl  Poccuiickoi  rocyaapcTBEHHON — OMOIMOTEKH
http://www.rsl.ru/ru/root3489/all

Web of Science Core Collection — mnonuremarudeckas pedepaTHBHO-
oubnuorpaduueckas u HaykoMeTpuueckas (Oudnuomerpudeckas) 6aza JTaHHBIX
— http://webofscience.com

[TonmHOTEKCTOBBIN apXWB BEAYLIMX 3alaJHbIX HAy4YHBIX JKYpHAJIOB Ha
poccuiickoit 1uarpopme HarumoHaabHOTO  3ANEKTPOHHO-UH(OPMALOHHOTO
xoncoprmyma (HOMKOH) http://neicon.ru

basbl maHHbIX u3gateabcTBa Springer https://link.springer.com

www.minfin.ru Caiit Munucrepcrsa ¢punanco PO

http://gks.ru Caiit denepanbHoit Ci1yKO0bI TOCYIaPCTBEHHON CTATHCTUKA
www.skrin.ru  baza gamaeix CKPHUH (kpymHeiinmas 0a3a JaHHBIX 10
POCCHUICKHM KOMITaHUSIM, OTpaciisiM, peruoHaM P®)

www.cbr.ru Caiit IlentpansHoro banka Poccuiickoit @enepariun
http://moex.com/ Caiitr MockoBckoi Oupxu

www.fcsm.ru Odunmanbheiii caidt PenepanbHON CITyKObI 10 (HUHAHCOBBIM
priakam (OCDP)

www.rtbc.ru Caiit PBK  («PocbusnecKoncantuur» - Beaymias poccuiickas
KoOMITaHus, paboTaromas B cdepax wmacc-meana W HHGOPMAIMOHHBIX
TEXHOJIOTHH)

WWW.EXPErt.ru DnekTpoHHas Bepcus KypHayia « DKCIepT»

http://ecsn.ru/ « JKOHOMUYECKUE HAYKI

. UHdopmanuoHHbie ClIpaBOYHbIe CHCTEMbI:

WndpopmanronHo-npasosas cuctema « Koncynbrant+»
HNudopmannonHo-cripaBoyHas cucrema «LexPro»

[Topran @enepanbHbIX TOCYJapCTBEHHBIX 0Opa30BaTENbHBIX CTAaHAAPTOB
BhIcIIero oOpa3oBanus http://fgosvo.ru

www.garant.ru lapopmanuonHo-npaBoBas cucrema ['apant
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11. OcoOeHHocTH Ppeajqu3aliid JUCHUIUIMHBI 8 HWHBAJMIOB W JHI €
OrpPaHNYeHHBIMHM BO3MOKHOCTSIMHM 3/10POBbSI

Jns  obecriedeHusi 00pa3OBaHUS WHBAIUAOB U OOYydYalONMXCS C OrPaHUYCHHBIMU
BO3MOXXHOCTSIMU  3[I0POBbSI 110 JIMYHOMY 3asBICHHMIO oOOydaromierocsi paspabaTbiBaeTcs
aJanTUpPOBaHHAs 0OOpa3oBaTelbHAsl MporpamMma, WHAWBHIYAIbHBIM Y4YEOHBIH IUIAH C Y4ETOM
O0COOCHHOCTEH WX TNCUXO(U3UYECKOTO pa3BUTHUA U COCTOSHUS 3J0pPOBbS, B YaCTHOCTHU
MPUMEHSICTCS MHIUBHIyaJIbHBIA MOIX0J] K OCBOCHHUIO JUCIMILTUHBI, HHIUBUYaTbHBIC 3aaHVS:
pedeparbl, NHCbMEHHbIE pPA0OTHI W, HAOOOPOT, TOJIBKO YCTHBIE OTBETHl U JHAJIOTH,
WHAWBUAYAIbHBIE KOHCYJIBTAIIMU, WCIOJIb30BAaHUE JMUKTO(GOHA M JPYTHX 3alMCHIBAIOIINX
CPEICTB /JIsl BOCIPOU3BEICHUS JIEKIIMOHHOTO U CEMUHAPCKOI0 MaTepuasa.

B mensx oOecrieueHuss OOYYaOIIMXCS WHBAIUIAOB W JIMIl C OTPaHUYCHHBIMU
BO3MOXXHOCTSIMHU 3/10pOBbsl OMOJIMOTEKa KOMIUIEKTYeT (DOHI OCHOBHOH y4eOHOM JuUTepaTypoH,
aJanTUPOBAHHOM K OrPAHMYEHHUIO MX 3J0POBBS, MPEJOCTABISECT BO3MOXKHOCTH YAAJIEHHOIO
MCIIOJIb30BaHUs AJIEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB, AOCTYIl K KOTOPHIM OPraHU30BaH B
OAHO BO «MIICY». B 6ubnuoreke mpoBOAATCS WHANBUAYATbHBIC KOHCYIbTAIMH JIJIS JAHHON
KaTeropuu IMojb30BaTelNieil, 0Ka3pIBaeTCsl TIOMOIIb B PETUCTPALIMU U HCIIONIb30BAHUU CETEBBIX U
JIOKaJbHBIX 3JIEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB, MPEAOCTABIAIOTCS MECTa B YHUTAIHBHOM
3ane, o0OpyAOBaHHbIE MpPOrpaMMaMU HEBH3YyaJbHOTO JOCTyma K HH(pOpPMAIUH, SKPAaHHBIMU
VBEIIMUUTEIISIMA W TEXHUYECKHMMH CPEJICTBAMU YCHJICHHS OCTaTOYHOTO 3peHus: Microsoft
Windows 7, LleHTp cnenuaibHbIX BO3MOXKHOCTEH, DKkpaHHas nyna; MicrosoftWindows 7, Llentp
CHeIHMATBbHBIX BO3MOKHOCTEH, DKpaHHbIA TUKTOP; MicrosoftWindows 7, LleHTp cnenmanbHBIX
BO3MOXKHOCTEH, OKpaHHas KjaBuaTypa; oKpaHHas syna OneLoupe; peueBoil cuHTE3aTOp
«l"omocy.
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12.JIuct perucrpanum u3MeHeHU

VY4yeHoro cosera oT «  »

PaGouas mporpamma y4eOHON TUCHUIUIMHBI OOCYXKIEHA M yTBEpXkJEHAa Ha 3aceJaHUU

2021 r. mporokoit Ne

Conep:kaHre U3MEHEHHUSI PexBuzutsl Hart
/T JIOKyMEHTa 00 | a BBemeHUs
YTBEPKIACHUN U3MCHCHHUSI W3MCHEHUS
YTBepKAeHA pellcHHEM YYEHOr0 COBETa Ha
OCHOBaHUH ®deneparsHOTO rOCyIapCTBEHHOTO
IIpoTokon 3acenanus
00pazoBaTeNHLHOTO CTAaHAAPTAa BBICIIETO OOpa3oBaHUS
YueHoro coBeta OT «___ »
o HanpasjcHuo noarotoku 38.03.02 MeHemKMEHT — 01.09.2021

(ypoBeHb OakallaBpuara), yTBEPXKICHHOTO IPHKA30M
MunucTepcTBa HayKH U BbIciiero obpasosanust PO ot
12.08.2020 r. N 970.

2021 rona
poTokos Ne
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