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1. AHHOTANNA K AUCIUILINHE

PaGouas mporpamma guctuminHel «CHcTeMa yOpaBleHUS JOKYMEHTOOOOPOTOM»
cocraBieHa B cooTBeTcTBUM ¢ TpeOoBanusiMu PI'OC BO 1o HampaBieHUIO MOATOTOBKU
38.03.02 MenemxmeHT (ypoBeHb OakaiaBpuara), YTBEPKICHHOTO IPHKa3oM MUHHUCTEPCTBA
HayKHd U BbIciiero oopazoBanus PO ot 12.08. 2020 r. N 970.

PaGouast mporpamMma coAepXHUT oOs3aTenbHble JUIsi U3Y4YEeHUS TEMbl IO UCHUIUIMHE
«Cucrema ynpasieHHUs JOKyMEHTO000poTOMY. JIMCIUIIIMHA JJaeT 1e0CTHOE MPEACTaBICHUE O
CUCTEME BBISIBJICHUS, OLICHKU U CHIKEHUS! (PMHAHCOBBIX PUCKOB B JIEATEIbHOCTH MPEIIPUATHUS.

MecT0 IMCUMIVIMHBI B CTPYKTYPe OCHOBHO# NMpodeccuoHaILHOH 00pa3oBaTe/ibHOM
NMPOrpamMMbl

Hacrosmass aucuumiamHa BKJIIOYEHa B 4acTh, (OPMHUPYEMYIO0  yYaCTHUKAMU
o0Opa3oBaTeNbHbIX OTHOIIEHUHM, biiokal y4eOHBIX IJAHOB IO HANPABIEHHUIO IIOJrOTOBKHU
38.03.02 MeHemKMeEHT, ypOBEHb OakajiaBprara.

JucnunnnHa uzydyaercs Ha 3 Kypce, B 6 cemecTpe st 04HOM opMbl 00ydeHusi, Ha 3
Kypce, B 5 ceMecTpe Ui 3a04YHON U OYHO-3a049HOM (opMbI 00ydeHHUs, (hOpMa KOHTPOJIS - 3a4eT.

Hear wu3yyeHHsi JMCHUIUIMHBI. (OpMUPOBaTH y CTYJEHTAa HAaBBIKH paboOThl ¢
JOKYMEHTaMH W pEIIeHUs 3aJad, CBA3aHHBIE C TEpexoJoM K 0e30yMaXHOH TEXHOJOTHH
yIpaBJIEHUS HSKOHOMHUYECKUMH CHCTEMaMHu, UX 00paboTKe, XpaHEHWIO, MOUCKY M Iepeladyu
uH(pOopMaLUH.

3agaum u3ydyeHus JMCUUILIMHBI:

- U3y4YCHHE KJIACCOB SKOHOMUYECKUX CHCTEM, COZlepKaHnil (pyHKIMi OM3HEC-TIPOLIECCOB;

- coJIepKaHUe CUCTEMBI JJOKYMEHTOO00pOTa;

- BUJIBI JIOKYMEHTOB U MX CBSI3U C OM3HEC-TIPOIECCaMU;

- M3y4YCHME IPOLEAYpPbl COCTABICHMS, MOJIyYeHHs, reperadn, oOpaboTKU U XpaHEHHs
JIOKYMEHTaIuu B ouce;

Komnerenuuun oOyuyamwmerocsi, (opMupyemble B pe3yJbTaTe OCBOCHUS
AUCUMIIUHBI:

[1K-3 - BnazeHueM HaBbIKAMU aHajdu3a HH(poOpMaMU O (YHKIMOHMPOBAHUU

CHCTEMBl BHYTPEHHETO JOKYMEHTOOOOpOTa OpraHW3alliy, BEAeHHs 0a3 MaHHBIX II0

pa3NUYHBIM  TOKa3aTeasiM M (OPMHPOBAaHUS  HH(POPMAILMOHHOTO  OOecreyYeHus

YYaCTHHKOB OPTaHU3AIMOHHBIX IPOEKTOB.

2. Hepeqeﬂb IJIAHUPYEMBIX PpPE3yJbTaToB oﬁyqenml, COOTHECCHHbBIX C

IVIAHUPYEMBIMH  pPe3yJIbTaTaMH  OCBOEHHMS  OCHOBHOM  MNPodecCHOHAIBLHOH
o0pa3oBaTe/IbHON MPOTrPaMMbl
Kon PesyabTaThl HNapukaTopsl D opMBI
KOMIIETEHIIUHU OCBOCHUSA OIIOII | nocTukeHUs1 KOMIEeTEeHIUA o0pa3oBaTeJIbHOI
(conepxkanue JesATeJIbHOCTH,
KOMIETEeHI) croco0cTByIONIUE
dbopmupoBanuio u




Pa3BHTHIO

KOMIETeHIUH
IIK-3 Bragenne HaBbikamu | IIK-3.1. Bumageer naswmikamu | Konrakrnag pabora:

MPEANPUHUMATENIBCKON | MpeNPUHUMATEIHCKON Jlexuuu
JESITENHHOCTH U | IeITEILHOCTH [MpakTuueckue
MIPOBEICHUS IIK-3.2. HNmeer HABBIKK | 3aHATHS
MOHUTOPHHIA PUCKOB B | IIPOBEIEHHS MouuTopunra | CamMocTosTenbHas
Ipollecce peaju3aluy | PHCKOB B IPOIecce peajm3anuu | pabora
IPOEKTa, B TOM YHCIIE, | IPOEKTa
MIPOEKTA IIK-3.3. Buageer HaBLIKaMH
roCyIapCTBEHHO- IPeaITPUHUMATEIILCKOI
YaCTHOTO MAPTHEPCTBA; | NEATEIBHOCTH W  IPOBECACHHUS

MOHUTOpPHUHI'Aa PUCKOB B IIPOLECCC
peanuzand MpOeKTa, B TOM
YHCIIe, MPOEKTa IOCyIapCTBEHHO-
4aCTHOI'O ITAPTHEPCTBA

[Iponiecc m3yyeHus: MUCUUILIMHBI HaIMpaBjieH Ha (pOpMUpOBaHUE KOMIICTCHIIHM,
npeaycmorpeHHblx @I'OC BO no nanpasnenuto noarotoBku 38.03.02 MeHemxkMeHT
(YpoBeHb OakanaBpuara) M Ha OCHOBE MPO(EeCCHOHATBHOTO cTaHAAPTOB «CIIEIUAITUCT 110
yIOPaBICHUIO PUCKAMUY, YTBEPKIACHHOTO MPUKa3oM MUHUCTEpCTBA TpyJa U COLUAIbLHON
3amuthl Poccuiickoit deneparuu ot 18 aBrycra 2018 r. N 5441 u «Cneunanuct B cdepe
yOpaBlIeHUS] MPOEKTaMU TOCYIapCTBEHHO-YACTHOTO MAapTHEPCTBA», YTBEPIKICHHBIH
npuKazoM MuHHCTEpCTBa TpyJa U colraibHOM 3amuThel Poccuiickoit ®denepanuu ot 20
utonss 2020 roma N 431H, cooTHec€HHBIX C (eAepalbHbIM T'OCYAaPCTBEHHBIM
o0pa3oBaTeNbHBIM CTAaHAAPTOM I10 YKa3aHHOMY HAIPABJICHHUIO TIOITOTOBKH.

3. O0beM JMCUMIUIMHBI B 3a4YeTHBIX €IMHULIAX ¢ YKa3aHHEeM KOJIM4YecTBa
aKaJeMH4YeCKHX YacoB, BbIJeJEeHHbBIX Ha KOHTAKTHYI0 PpadoTy oO0ydaloumuxcss ¢
npenojaasareseM (110 BUAaM 3aHATHIA) M HA CAMOCTOATEJIbHYI0 padoTy 00y4arommuxcs

0611121;1 TPYAOCMKOCTb JUCHUIIJIMHBI COCTABJISACT 7 3a4ETHBIX CAWHUIIL.

3.1 O0béM IMCUMITMHBI 0 BUAAM YUeOHBIX 3aHATHI (B yacax)

Bcero yacos
O0BEM THCHUIIHHB oYHas OYHO- 3a04Has
(bopma oOyueHuss Baounas  Qopmadopma oOyueHus
00yUeHus
OO6mr1ast TPy T0EMKOCTh AUCIIATLTAHBI 72
KonraktHass  pabota  oOydarommxcs ¢ 28 20 8
MpernoiaBareneM (BCETo)
AynutopHas pabota (Bcero): 28 20 8
B TOM YHCIIE:
Jlekun 14 10 4
CEMHUHApBI, IPAKTHYECKUE 3aHITHA 14 10 4
nabopatopHbie paboThI
BreaynuropHast pabora (Bcero): 40 48 60




B TOM YHUCJIC:

CamocrosiTenbHass pabota  00OydarouIuxcs 40 48 60

(nnnen)

Bun MIPOMEKYTOUYHOU aTTecTaluy 4 4 4
00y4aroIerocs - 3a4eT

4. Conep:xkanve IMCHUIUVIMHBI, CTPYKTYPHPOBAaHHOEe IO TemMaM (pa3geinaMm)
YKa3aHHEeM OTBE€JEHHOr0 HA HHUX KOJHYeCTBA AKAJeMHUYECKHX 4YacOB M BHIOB Y4eOHBIX
3aHATHH

4.1 Pa3menbl JUCUMIIMHBI M TPYAO0EMKOCTHh IO BHJIaM Y4YeOHBIX 3aHATHH (B
aKajJeMHUYeCKHUX Yyacax)

AJisi 04HO# (popMBbI 00yUeHH S

Buawbi yueOHOM padotbl, BKJIWYas | Bug  oueHo4yHoro
CAMOCTOSITEIbHYI0O  padoTy CTYAeHTOB M | CPeACTBA
TPYI0€MKOCTH (B 4acax) TeKylero
=
E : KOHTPOJISA
& CIIeBAE€MOCTH
W3 uux ayauTopHbie |2 s gl g y -
S = | & o & § npomexyTouHon
3aHATHSA S s | =93
§ T\ E g & arrecTaluu
O |2 =& J (nocemecmpam)
Paspgenst u  Tembl
Nen/m A a.
AUCHUTLTMHBI s
=
Bcero < ]
2 =
S =
gl E
= | &
= ]
= 82z
= = =) = S
(5] = z o =
= % =y s =
) D = =)
@) = : =R
OCHOBHBIE
KOHIICTIITUH
yIIpaBIeHUS
1 JIOKyMeHToo0opoToM, | 6 | 5 1 1 3 Ompoc
0e30yMaKHbIC
TEXHOJIOTHH
yIIpaBIeHUs
[TonsiTue u
CTpYKTypa
3KOHOMHUYECKOI
2 CUCTEMBI @C). |6 |4 1 1 2 Konnoxsuym
Kiraccuduxarus
(yHKIUI ¥ JeOBBIX
npoueccos OC
[lonsATHST NOKYMEHT,
3 JIOKYMEHTOIIOTOK, 6 |3 1 0 2 Omnpoc
JIOKYMEHT0060pOT
Hasnauenue
Cucremsl
4 6 |5 1 1 3 Komnmoxsuym
JoxyMeHTalmoOHHOT O
Obecnieuenns




YnpasneHus u
Ircoy. Cocras
byHKIME  Tpoueyp,
BBITTOJTHSIEMBIX
caoy

CocraB
OpranuzaimoHHO-
PacniopsinutenbHBIX
HoxymenTtoB (OPJI).
Conepxanne
MPOLIEAYPBI
cocrtaBiennst OP/].

Ompoc

Conepxanne
MPOIICTY Bl
MOJTyYeHUS "
nepesadyd  MOTOKOB
JIOKYMCHTOB

Tecruposanue

Cocrasn n
coepkaHue

PO AYPHI KOHTPOISA
HUCIIOJIHUTEIbHBIX
JIOKYMEHTOB

Konnoksuym

Coneprxanue u
TpOLeTy B
(hopMupoBaHUs NIen U
C/Ia4M JeJ B apXWB

Ompoc

ITonsTue
MH(OPMAITMOHHOM
3KOHOMHUYECKOM
MHGOPMAITMOHHOM
CHUCTEMBI HcC).
Krnaccer u ctpykrypa
nC

Konnoxsuym

10

ITpuHIMIIBI, METOJbI
U CPEICTBa CO3TaHU
OneKTpOHHON
Cucrembl
YupasneHus
JlokymMeHT0000pOTOM

Ompoc

11

TpeboBanus K
crucreMam
COCTaBJICHHS
3JIEKTPOHHOTO
JOKYMEHTA.
XapaKTepucTuKa
CHCTEM COCTaBJICHUS,
BBOJIa M XpaHEHHUS

el

Konnoxsuym

12

XapakTepucTuka |
HCIIOJIb30BaHNE

TEXHOJIOTUH «ad-
hok»

Ompoc

13

XapakTepucTuka |
HCIIOJIb30BaHNE
TEXHOJIOTHH
«groupware»

Konnoksuym




Ocobennoctu
OpraHU3alui PadOTHI
14 ciucteM ympasieHus |6 | 4 1 1 2 Omnpoc
JIOKYMEHT0000pOTa
knacca «ACKUMJ]»

Cucremsl
15 aBTOMAaTHU3alNU 6 5 1 1 3 Kommoksuym
JICJTOBBIX TPOIECCOB

OcHOBHBIE
KOHLICTIIUH
yIIpaBJICHUsI
16 JIoKyMeHTooboporom, | 6 | 4 1 1 2 Ompoc
0e30ymMaKHbIe
TEXHOJIOTUH
yIpaBJICHUSI

17 3auer 4

HUTOI'O 72 14 14 40 4 3auer

AJI51 0OYHO-3204HOM GopMbI 00yUeHUs!

Buawbi yueOHOM padotbl, BKJIW4Yast | Bug  oueHo4yHoro
CaMOCTOSITEJILHYI0O  paGoTy  CTYIEHTOB U | CpeicTBa
TPYA0EMKOCTb (B Yacax) TeKyLlero
© % KOHTPOJIS
g & CIeBaeMoCTH
M3 HuX ayauTopHbIE (S s gl g y -
S w | & o & § npomexyTounoi
3aHATHS S g | &8 3
= £ I § g g arrecranuu
=
O 2|2 =& T (nocemecmpam)
Paspennt u  Tembl =y
Neni/m S
AUCHMILTUHBI = =
=
Bcero & | E
S| Z
S8
= | 8 -
2 &
= = = O
s Z S| &=
) ) = =)
Q = : =2
OCHOBHBIE
KOHIICTILIUH
yIpaBIICHUSI
1 JIOKyMeHToobopoToM, | 8 | 5 1 1 3 Omnpoc
0e30yMaKHbIe
TEXHOJIOTHUH
yHpaBJICHUsI
[lonstue 5
CTPYKTypa
3KOHOMHUYECKOM
2 CHUCTEMBI B30). |8 |5 1 1 3 Komnoksuym
Knaccudukanus
(yHKIUI ¥ JeOBBIX
mpotteccoB OC
[lonsiTHS OKYMEHT,
3 JIOKyMEHTOTIOTOK, 8 4 1 0 3 Ompoc
JIOKYMEHT0060pOT
4 Ha3nauenue 8 5 1 1 3 Komnoksuym




CucreMnl

JloxyMeHTaImoOHHOT O
Obecneuenus
VYrpasneHus u

Ircoy. Cocras

¢dbyHKIIMIT  Tpoteyp,
BBITTOJTHSIEMBIX
caoy

CocraB
OpraHu3aImoHHO-
PacnopsiqutenbHBIX
HoxymenTtoB (OPJI).
Conepxanne
MPOLIEAYPBI
coctasnenust OPJI.

Ompoc

Conepxanne
MPOIIEeTy b
MOJIy4YCHUA u
nepeayd  MOTOKOB
JIOKYMCHTOB

TectupoBanue

Cocrasn n
coepkaHue
MpoLEenypbl KOHTPOIIA
HMCIIOJIHUTEIbHBIX
JIOKYMEHTOB

Konnoxsuym

Coneprxanue u
MpOLEAYPEI
(hopMupoBaHUs NIeN U
C/Ia4yM JeJ B apXWB

Ompoc

ITonsTue
“HGOPMAITUOHHOM
SKOHOMHUYECKOU
nHGOPMAITMOHHOM
CHUCTEMBI HcC).
Krmaccer u ctpykrypa
ncC

Komnnmoxsuym

10

[TpuHUMIOIBI, METObI
U CPEICTBa CO3TaHU
OneKTpOHHON
Cucrembl
YupasneHus
JlokymMeHT0000pOTOM

Ompoc

11

TpeboBanus K
crucreMam
COCTaBJICHHS
3JIEKTPOHHOTO
JOKYMEHTA.
XapaKTepucTuKa
CHCTEM COCTaBJICHHS,
BBOJIa M XpaHEHHUS

el

Konnoxsuym

12

XapakTepucTuka |
UCIIOJIb30BaHUE

TEXHOJIOTUH «ad-
hok»

Ompoc

13

XapakTepucTuka |

Koanoksuym




HCITOJIB30BaHUEC
TEXHOJIOTUHU
«groupware»

14

Ocobennoctu
OpraHu3anuu padoThI
CHCTEM  YIpPaBJICHUS
JIOKYMEHT0000pOTa
kinacca «KACKU»

Ompoc

15

CucreMsl
aBTOMAaTHU3ALUH
JICJIOBBIX TPOIIECCOB

Konnoksuym

16

OcHOBHEBIE
KOHIIENILIMH
YIpaBJICHUSI
JIOKYMEHTO00OPOTOM,
0e30yMaKHbIC
TEXHOJIOTMH
YIPaBICHHUS

Ompoc

17

3auer

HUTOI'O

72

10 10

48

4 3ayer

AJ1s1 32049HOI (popMBI 00YUeHH S

Neni/m

Pazgensl M TeMBI
JTUCIHHUIITNHBI

CemecTp

Buani

CaMOCTOATECJIBbHYIO

yueOHOM
padoty

TPYAOEMKOCTD (B Yacax)

padotbl,

CTYJEHTOB

BRJIIOYas

Bua oueHo4HOro

H | cpeacrBa

TeKYIIEero

Bcero

N3 Hux aynuropHbie
3aHATUSA

CamocTosT.
padota

KontposabHa

1 padora

KypcoBasn
padoTa

KOHTPOJISI
ycneBaeMocCTH,
NPOMEKYTOYHOM
arrecTanuu

(no cemecmpam)

IIpakTukym. Jladopatop
CeMHHAPBI

[IpakTHYeCK.3aHATHS

Ulexkuun

OCHOBHBIE
KOHIIETITIH
yIpaBICHHS
JIOKyMEHTO000POTOM,
0e30yMaKHbIE
TEXHOJIOTHH
YIpaBJICHUS

4,5

0,5 0

Ompoc

ITonsiTue 5
CTPYKTypa
SKOHOMHUYECKOMI
CHUCTEMBI (30).
Knaccuduxarms
(yHKIUI U JeITOBBIX
npoueccos OC

4,5

Komnoxsuym




Ionsarus JAOKYMCHT,

3 JIOKYMEHTOIIOTOK, 4,5 0,5 0 Omnpoc
JOKYMEHT0000pOT
Hasnauenue
Cucremsl
JIOKyMEHTaIMOHHOTO
Ob6ecneuenus
4 YnpasneHus u 45 0 0,5 Konnoxsuym
Ircoy. Cocras
¢byHKIMI  Tpoueyp,
BBITIOTHICMBIX
caoy
CocraB
OpraHu3aImoHHO-
PacniopsinutenbHbIX
5 HoxymentoB (OPJI). 4,5 0 0,5 Onpoc
ConepxaHue
MPOLIEAY P
coctasnenust OPJI.
Conepxanue
MPOIIEeTy bl
6 MOy YEeHUS u 4,5 0 0,5 TectupoBanue
nepefayd  MOTOKOB
JIOKYMCHTOB
Cocras u
coJiep>KkaHue
7 MPOLIEAYPBI KOHTPOJIS 3,5 0 0,5 Kommoksuym
HCTIOTHUTEILHBIX
JIOKYMEHTOB
Coneprxanue u
8 HPOHEAYDE! 3 0 0 Orpoc
(dbopmupoBaHus aAen U
C/Ia4 JieJl B apX¥B
ITonsiTue
WHPOPMAITUOHHON
3KOHOMHUYECKOM
9 nHGOPMAITMOHHOM 45 1 0,5 Komnoxsuym
CUCTEMBI HC).
Knaccel u cTpykTypa
nuc
[TpuHIMIOIBI, METOHBI
W CpelICTBa CO3JaHMUs
10 | DneKTPOHHOH 35 |0 0,5 Onpoc
Cucremsl
YnpapneHus
JokymeHT0000pOTOM
TpeboBanus K
crcreMam
COCTaBIICHHS
3JIEKTPOHHOTO
11 JOKYMEHTA. 6 1 1 Konnoxsuym
XapaKTepucTuKa
CHCTEM COCTAaBJICHUS,
BBOJAa H XpaHEHUS
1
12 XapakTepucTuka W 4,5 0,5 0 Omnpoc
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HCIOJIb30BAaHUE
TEXHOJIOTUH «ad-

hok»

13

XapaKTepI/ICTI/IKa u
HCIIO0JIB30BaHHUEC
TEXHOJIOTUHU
«groupware»

6 4 0 0 4 Komnoksuym

14

Ocobennoctu
opraHuzanuu padoThI
cHCTEeM ympaBieHus | 6 4 0 0 4 Omnpoc
JIOKYMEHT0000pOTa
kinacca «cACKU

15

Cucremsl
aBTOMATH3AIUH 6 4 0 0 4 KomnokBuym
JICTIOBBIX TPOIIECCOB

16

OCHOBHBIE
KOHIICTIIIUHU
YIpaBJICHUSI
JIOKYMEHT0000pOTOM, | 6 4 0 0 4 Omnpoc
0e30yMaKHbIC
TEXHOJIOTUH
YIpaBJICHHUSI

17

3auer 4

UTOTI'O 12 4 4 60 4 3ayer

4.2 CopepxaHue IMCUMILUIMHBI, CTPYKTYPHPOBAHHOE IO pa3ieiamM JJasi OYHOH
(¢opmbl 00ydeHuss (VI OYHO — 3204YHON M 3204HOI (GopMBbI 00yUeHUsI- B COOTBETCTBUM C
m.4.1)

Tema 1. Cooepicanue u ocrnosnvie nonamusa oucyuniaunvl «Cucmema ynpaeienus
O0OKYMEHmMO000POnoM»

Jlexiust 1. OCHOBHBIE KOHIICTIIIMU YIIPABICHUS JOKYMEHTOOOOPOTOM, Oe30yMa)KHbIe
TEXHOJIOTHH YIIPABIICHUS

Cemunap 1.OcHOBHBIE KOHLEMIUU YIPaBIEHUS JTOKYMEHTOOOOpPOTOM, Oe30yMakHbIE
TEXHOJIOTHH YIIPABIICHUS

Jlexiust 2. Tlomsitue u crTpykTypa skoHommueckoil cuctembl (OC). Knaccudukanus
byHKUIMR 1 1enoBbIX mporeccoB IC

Cemunap 2. Ilonstue u ctpykrypa sxkoHomuueckoi cucremsl (DC). Knaccudukamms
byHKUIMR 1 1enoBbIX mporeccoB IC

Jlexrus 3. [ToHSTHS TOKYMEHT, TOKYMEHTOITOTOK, JOKYMEHTOO0OPOT

Cemunap 3. . IloHATHS JOOKYMEHT, AOKYMEHTOINOTOK, JOKYMEHTOOOOpOT (B35TO W3
«IPAKTUYECKUE 3aTaAHHS)

Tema 2. Opzanuzauus OOKyMEHMAUUOHHO20 O00ecneueHus YnpaeieHus 6
IKOHOMUYUECKOU cucmeme

Jlexumst 4. Haznauenne Cuctemsl JlokymeHTammonHoro OOecnieueHus YTmpaBieHUS U
['CHOY. Cocras ¢yHKImii mporenyp, seinoiaaseMex CIOY

Cemunap 4. Haznauenune Cucremsl JlokymeHTanmonHoro Ob6ecrnieuenusi YTpaBieHUs U
['CHOY. Cocras ¢yHKImii mporenyp, seinoiaaseMex CIOY

Jlekimst 5. CocrtaB Opranm3anmonHo-Pacnopsaurensubix  lokymentoB  (OPJI).
Conepxanue npouenypsl cocrasienust OPJI.

Cemunap 5. CocraB OpranuzanuonHo-Pacniopsautensasix  {oxkymento (OP[).
Conepxanue npouenypsl cocrasineHuss OP /]

Jlexums 6. ComeprkaHue MpOIeayphl MOTYyYSHHS U TIepeIadi TOTOKOB TOKYMEHTOB
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Cemunap 6. Conepxanue npoueaypsl NOJyYEHUs U MEpeaadyd NOTOKOB JOKYMEHTOB
Jlexuus 7. CocTaB U cofep KaHue IPOLEAYPbl KOHTPOJISI UCIIOJIHUTENBHBIX JOKYMEHTOB
Cemunap 7. CoctaB U coJiep:kaHue NpoLeaypbl KOHTPOJIS UCIIOTHUTENbHBIX JOKYMEHTOB
Jlexuus 8. ConeprkaHue U mpoueaypsl GOPMUPOBAHUS €T U CAAYH JIe]l B ApXUB
Cemunap 8. ConeprkaHue U nporenypbl GOpMUPOBAHUS A€ U CIaUM JIE]l B apXUB

Tema 3. Opzanuzayua Inexkmponnou Cucmemvt Ynpasienusn /[OKymenmoooopomom

Jlekuus 9. Ilonatne MHPOPMALMOHHOW 3KOHOMUYECKOH HH(POPMALMOHHON CHCTEMBI
(MUC). Knaccer u ctpykrypa UC

Cemunap 9. Ilonstue MHGOPMAITMOHHONH SKOHOMHUYECKOW HH(POPMAIIMOHHON CHCTEMBI
(MUC). Knaccer u ctpykrypa UC

Jlexumss 10. IlpuHUMITBI, METOABI M CPEACTBA CO3AaHUS DNEKTPOHHOH CuHcTeMbl
VYrpasnenus JlokyMeHTOO00pOTOM

Cemunap 10. IlpuHuumnel, MeTOoapl W CpeACTBa CO34aHUS OJIEKTPOHHOM CHUCTEMBbI
VYrpasnenus JlokyMeHTOO00pOTOM

Jlekumst 11. TpeboBaHusi K cHUCTEeMaM COCTaBJICHHUS JJICKTPOHHOTO JOKyMEHTA.
XapakTepucTUKa CUCTEM COCTABIJICHHUS, BBOA U XpaHeHus D]

Cemunap 11. TpebGoBaHusi K cuUCTEMaM COCTaBIEHHUS AJIEKTPOHHOIO JIOKyMEHTA.
XapakTepucTuKa CUCTEM COCTABIICHHUS, BBOIA U XpaHeHus D]

Tema 4. Opranuzanusi CHCTEM JOKYMEHT0000poTa

Jlexuums 1. XapakTepuCTHKA M UCIIOIb30BaHUE TEXHOIOTHHU «ad-hok»

Cemunap 1. XapakTepuCTHKa M UCIIOJIb30BaHUE TeXHOIOTHH «ad-hok»

Jlexuus 2. XapakTepUCTHKA U UCTIOIH30BAHUE TEXHOIOTUH «Zroupware»

CemuHap 2. XapakTepucTUKa U UCIIOJIb30BaHNE TEXHOJIOTUU «groupwarey

Jlekums 3. OcoOEHHOCTH OpraHM3anyu padoOTHl CUCTEM YIPaBICHUS TOKYMEHTOOOOpOTa
kiacca «ACKUJ»

Cemunap 3. OcobeHHOCTM  oOpraHuzauuu  pabOTBl ~ CHUCTEM  YIPABJICHHUSA
nokyMeHTooboporta kinacca «cACKUI»

Jlexuust 4. CuctemMbl aBTOMATU3AIMH JIEJTOBBIX MTPOIIECCOB

Cemunap 4. OcobeHHOCTH  oOpraHu3anMd  paboOTBl  CUCTEM  YIpaBICHHS
nokyMeHToobopoTa kiacca « ACKI»

5. [lepeyeHb y4eOHO-MeTOAMUYECKOT0 00ecneYeHus AJIsl CAMOCTOSTEIbHON PadoThl
00y4YaKOIIHUXCS 10 TUCHHILINHE

CamocrodarenbHas paboTa oOyyaromMxcst Npu U3yueHuHn Kypca «CHucrema ynpaBiieHUs
JOKYMEHTOOOOpPOTOM»  IpEAINoJaraeT, B IEpPBYI oOdepelb, paboTy C OCHOBHOH H
JIOTIOJTHUTENBHON JIuTepaTypoi. PesynbTaramu 3Toi paOOTHI CTAHOBATCS BBICTYIUICHHS Ha
MPAKTUYECKUX 3aHATHUAX, YUaCTUE B OOCYKACHHUH.

Metoanka caMOCTOSITEIbHON PabOThI MPEIBAPUTEIBHO PAa3bACHIETCS MPeroiaBaTesieM U
B MOCJIEIYIOIIEM MOXET YTOUHSITHCS C YU€TOM MHAMBHUIYaIbHBIX 0COOEHHOCTEN 00YyYaroIuXcs.
Bpemss u Mecto caMoCTOSTENbHOH paboThl BBHIOMpAOTCS OOY4YaIOUIMMHCA IO CBOEMY
YCMOTPEHHIO C yUYETOM PEKOMEHJallUi IIpenojaBaTersl.

CamocrodaTenbHy0 paboTy Haj JUCHUIUIMHOW CleAyeT HauuHaTh C M3yueHHs paboueil
IporpaMMbl TUCHUIUIMHBI «CHcTeMa ynpaBlieHUsT JOKYMEHTOOOOPOTOM», KOTOpasl COAEPIKUT
OCHOBHBIC TpeOOBaHMs K 3HAHHUSAM, YMEHHUAM U HaBblkaM oOydaembix. OO0s3aTeNbHO ClexyeT
BCIIOMHHUTh PEKOMEHJIALIUU TPEINoJIaBaTelsl, JaHHbIE B XOJ€ YCTAHOBOYHBIX 3aHATUH. 3aTeM —
IpUCTyNaTb K HW3YYEHHIO OTHEJIBHBIX pa3felioB U TEM B INOPAAKE, IPELyCMOTPEHHOM
IIPOrpamMMoi.

[TonmyuuB mpencraBieHne 00 OCHOBHOM COJIEpXAaHUU paszjiena, TeMbl, HEOOXOIUMO
U3YYUTh MaTepuaj ¢ MOMOUIbI0 YYEOHHMKOB, YKa3aHHBIX B pasjiene 7 yKa3aHHOM MpOrpamMbl.
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[lenecooOpa3HO COCTAaBUTh KPAaTKUil KOHCHEKT WM CXEMY, OTOOPa)KaIOLIyI0 CMBICI U CBS3H
OCHOBHBIX MOHSATUN JAHHOTO pa3jieia U BKIIOUEHHBIX B HETO TeM. 3aTeM, KaK MOKa3bIBAET OIBIT,
MOJIE3HO HW3YYHUTh BBIAEPKKM M3 MEPBOUCTOUYHUKOB. [Ipu KelaHUUM MOKHO COCTAaBUTh HX
KpaTKkuii KOHCHEeKT. OO0s3aTebHO CIIeIyeT 3alHuChiBaTh BO3HHKIIKE BOMPOCHI, HA KOTOPHIE HE

YAAJIOCh OTBETUTH CAMOCTOSATCIIBHO.

HaumeHnoBaHnue Bomnpocsl, Dopmbl Y4eoHo- dopma
TeMbl BbIHECEHHbIE HA | CAMOCTONITEJILHON | METOAUYECKOE | KOHTPOJISI
CaMOCTOSITeIbHOE padoThI odecneyeHnue
H3yueHue
OcHOBHEBIE Hctopus pa3Butus | Pabota B | JIuteparypa
KOHLEMIIUA 3JIEKTPOHHOTO OuOIHOTEKE, Teme, pabota
yIpaBIeHU JIIOKYMEHT0000poTa BKJTFOTAst OBbC. | uaTepHeT
JIOKyMEHTO000POTOM, [Toarororka HCTOYHHKAMHU Ormpoc
0e30yMakHbIC JIOKJIaja-
TEXHOJIOTHH MIpEe3eHTALNH.
yIpaBIeHUs
[Tonsarue u | Knaccudukanus Pabora B | JIuteparypa
CTPYKTYpa ¢yskuuit u BumoB DC | OubmmoTeke, Teme, paboTa
SKOHOMHUYECKOM BKJIFOYASI OBC. | unTepuer
CHCTEMBI D0). [ToaroroBka HCTOYHHKAMHU Kommoxsuym
Krnaccudukarus JIOKJIaja-
GYHKIUMA ¥ JeTOBBIX Mpe3eHTaNN
nporeccoB IC
Ilonsituss moKyMeHT, | Bunbl  mokymenrtos, | Pabora B | JIuteparypa
JOKYMEHTOTIOTOK, OCHOBHBIE ¢bopmel | OubnuoTeke, Teme, paboTa
JIOKyMEHTO0000pOT JOKYMEHTOB BKJIFOYAsI OBC. | unTepuer Ompoc
[TonroroBka HACTOYHUKAMHU p
JloKJIaja-
MIpe3eHTALNH.
Ha3nauenue OcHoBHble  QyHKIMM | Paborta B | JIuteparypa
Cucrembl Ccaovy, noHsiTue | OubIMOTEKE, TeMe, paboTa
Hoxymentarmmmonnoro | moayisHOCcTh CIIOY | BKiIIOUas ObC. | untepuer
ObGecmieueHust [Tonrororka HACTOYHUKAMHU
YmupasneHus u JTOKJIaja- Kommoxsuym
Ircaoy. CocraB MIpe3eHTaLnH.
GyHKIME  mpoueayp,
BBITIOTHSIEMBIX
o1(0)%
CocraB Bunst u popmsr OPJ, | Pabota B | Jluteparypa
OpraHu3aiuoHHO- periamexT oubmmoreke, Teme, pabota
PacnopsaaurensHbIX cocrasienust OPJ] BKJIFOYAst OBC. | uHTEpHET
HoxymenTtoB (OPJI). IToaroroska UCTOYHUKAMU Omnpoc
Conepxanue JIOKJIa1a-
NPOLIEYPbI Mpe3eHTAalNH.
coctasierust OPJI.
Coneprxanue OCHOBHBIC Pabota B | JIuteparypa
NPOLETYPbI mpouenypsl nepeaayd | bubnmorexke, Teme, pabora
MOy YEHUs U | TOKYMEHTOB, IOHSTHE | BKIIIOYAS OBC. | unTepHeT KomtokBuyM
nepeaays  MOTOKOB | IMOTOKA JIOKYMEHTOB [Moaroroska HNCTOYHUKAMU
JIOKYMEHTOB JTOKJTaza-
NIPE3eHTAlNH.
Cocras u | OcHoBHBIE KpuTepuu | Pabota B | JIuteparypa
cojiepKaHue KOHTPOJIS oubnmoTexe, Teme, pabota
NPOLESYPHI KOHTPOJS | JOKYMEHTOB,  BUABI | BKIIIOYAs OBC. | unTepHeT Omnpoc
WCIIOJIHUTEIILHBIX KOHTPOJIS [Toaroroska HCTOYHUKAMHU
JIOKYMEHTOB JIOKJIajia-
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MMPE3CHTALINU.

Coneprxanue " | ApXHBHOE neno, | Pabora B | JIuteparypa K
MIPOTIETY PBI TpeOOBaHM K | Oubnmoreke, Teme, paboTta C
(dbopMHUpOBaHUS €T M | CAaBaeMBbIM B apXWB | BKIIOYas OBC. | nnTepHeT Komtokuym
CIa4u JIeT B apXUB JIOKyMEHTaM [TonroroBka HACTOYHUKAMHU

JTOKJIaza-

MIPE3EHTALIUH.
[Tonarue Knaccuduxarus Pabora B | JIuteparypa
SKOHOMHUYECKOM nH(POPMAITHOHHBIX oubmoTexe, Teme, paboTta C
HH()OPMAITMOHHOMH SKOHOMHYECKUX BKJTFOTAsI ObC. | uaTepreT Onpoc
CUCTEMBI (UC). | cuctem [Tonroroska HMCTOYHUKAMHU
Knaccesl u ctpykrypa JoKJIaaa-
nC MIPE3CHTAINH.
[Ipununer, metonsl | JKuU3HEHHBIH nukn | Pabora B | Jluteparypa K
u cpexacrea cozmanus | OCY /]I oubanoreke, Teme, paboTa ¢
ONeKTpOHHOU BKJTIOYAs OBC. | uaTEpHET

Konnoxsuym
Cucremsl [ToaroroBka HCTOYHHKAMU
Yupasnenus JIOKJaaa-
JokymeHnToobopoToM TIpEe3eHTaLMH.
TpebGoBanus K | Texanueckue Pabora B | JIuteparypa
CHCTEMaM tpeboBanust k DCVY]] | bubmuoreke, Teme, pabora ¢
COCTaBJICHUS BKJIHOYast OBC. | unTepHeT
AJIEKTPOHHOTO [ToxroroBka HACTOYHUKAMHU
JIOKyMEHTA. JIoKJIaaa- Omnpoc
XapakTepucTHKa MIpe3eHTaLH.
CHUCTEM COCTaBJICHUS,
BBOZIA W XpaHEHUS
S4
Xapakrepuctuka W | OcHOBBI TexHoJoruu | Pabora B | JIuteparypa k
HCIIOJIb30BaHHE «ad-hok» OHOINOTEKE, Teme, paboTa ¢
TEXHOJIOTUU «ad- BKJIFOYAst OBC. | uHTEpHET
hok» [Moxrororka UCTOYHUKAMHU Konnoxsiym
pi\

JIoKJIaja-

MIPe3eHTALNH.
Xapakrepuctuka u | OcHOBBI TexHojoruu | Pabora B | JIuteparypa
UCTIOJIb30BaHMe «groupware» oubnuorexe, Teme, pabora c
TEXHOJIOTUH BKJIFOYAst OBC. | uHTEpHET Onpoc
«groupware» [Tonrororka HCTOYHUKAMHU

JIoKJIaja-

MIpPEe3eHTALMH.
OcobenHoctu OcHoBbl TexHonoruu | Pabora B | Jluteparypa «k
opranm3anuu pabOTHI | CHCTEM  yIpaBlieHHUs | OnOimoTeke, TeMe, paboTa ¢
CHUCTEM YIIPaBJICHUS | TOKYMEHTOOOOpOTa BKJIIOUast ObC. | untepuer

Konnoksuym

JIOKyMEHT0000poTa knacca «KACKUI» IToaroroska HCTOYHUKAMH
knacca «ACKUI» JoKaaa-

MIpPEe3eHTALINH.
Cucremsl busnec -mpomeccst B | Pabora B | JIuteparypa K
aBTOMAaTH3AIN aBTOMAaTH3aLUH oubnuorexe, Teme, paboTta c
JIEJIOBBIX MPOLIECCOB BKJIIOUast OBbC. | untepuer Onpoc

[TonroroBka HNCTOYHUKAMU

JIOKJIa1a-

MIPE3EHTALINH.
OcHOBHEIE DOKOHOMHUYECKHIA Pabota B | JIuteparypa
KOHIETIHH 3¢ dexT oT BHeApeHUs | OubimoTeke, Teme, pabora ¢
yIIPaBJICHU 0e30yMakHBIX BKJIFOYAst OBC. | nHTepHeT Konnoxsuym
JOKYMEHTO0O0OPOTOM, | TEXHOJIOTHH [Toaroroska HACTOYHUKAMHU
0e30yMarKHBIE YIIPABJICHUS JTIOKJIa1a-
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TEXHOJIOTUU
yIpaBIeHUs

MPE3CHTALlNU.

6. OIIeHO‘lHLIe MaTepHuaJbl

o0y4aromuxcH no Jucuumninne «CucremMa ynpanjeHUus1 JOKYMEHT0000pOTOM»

6.1. Onucanue nokasarejieid U KpuTepHueB

HIKAJI ONCHUBAHUSA

AJId  NMPpOBEACHUSA HpOMe)l(yTO‘lHOﬁ arreCcTalnum

OICHUBAHUA KOMHeTeHHHﬁ, OIIMCAaHHE

Ne
n/n

HaunmMmeHnoBaHue
OIIEHOYHOI'0
cpeacTBa

Kparkasi xapakrepucTuka
OIIEHOYHOT0 CPeICTBA

IMIkana "
OLIEHKH, 0aJLJI

KpUTepuH

Kpurepun
OLlEHUBAHMS
KOMIIeTEHIINH

Ormpoc

Coop MTePBUIHOM
WH(GOPMAITUH TIO BBISICHEHHIO
YPOBHS YCBOCHUS
MPONEHHOTO MaTepraa

«3a4yTeHO» -
oOyJaroriics
JIEMOHCTPHPYET 3HAHUE
MaTepuala 1O  pasjeny,
OCHOBAaHHBIE Ha 3HAKOMCTBE
C 00s13aTeNBHOM TUTEPATY POt
n COBpCMeHHBIMI/I
Ty OTTMKAIUSIM, aer
JIOTUYHBIE,
aprMeHTHpOBaHHBlC OTBECTHI
HA TOCTAaBJICHHBIC BOMPOCHI.
Tarke OIEHKA «3aYTCHOY
CTaBHUTCH, eciu
oOyvaromumcs  JTOMYIICHBI
HE3HAYNTEIbHBIE HETOYHOCTH
B OTBETax, KOTOpPhIC OH
I/ICHpaBHHCT HyTeM
HABOJSIIUX  BOMPOCOB  CO
CTOPOHBI MpeToaBaTelIs.
«He 3aureHo» - HMMeEIOTCA
CYIIECTBEHHbIC TMPOOEIBl B
3HAHUA OCHOBHOTI'O
MaTepuana I0 pasleny, a
TaKXxe JIOTTYILIEHBI
MPHUHIUIHAAIBHBIE  ONIMOKH
IIPH U3JI0KEHUM MaTepuaa.

CCIIn

IK-3.1., IIK-
3.2, IK-3.3.

Joxnas-
Mpe3eHTaIus

[Ty6nn4HOE BBICTYIJICHHE TIO
MNPEACTABJIICHUIO IMOJYUYCHHBIX
pe3ysibTaTOB B IIpOrpamMme
Microsoft PowerPoint

«5» — JOKJIaa BBIMOJHEH B
COOTBETCTBUHU C 3asBJICHHOU
TEMOM, Npe3eHTalUs JIETKO

yhuTtaemMa W SICHA  JUIA
ITIOHUMAaHUsI, rpaMOTHOC
UCIIONIb30BaHNE
TEPMHUHOJIOTHH, CBOOOTHOE
U3JI0KEHHE

paccMaTrpuBaeMbIX TIPOOIEM,
JTOKJIaTIUK MPaBHIBLHO
OTBETHUJI Ha BCC BOIIPOCHI B
XOJI€ TUCKYCCHH;

«4» - HEKOPPEKTHOE
odopmIIeHHE  TIPE3CHTAIHH,
rPaMOTHOE  HCIOJIb30BaHUE
TEPMHHOJIOTHH, B OCHOBHOM
CBOOOTHOE M3II0KCHHE
paccMaTpuBaeMbIX TPOOIIeM,
JTOKJIATIUK YaCTUIHO

MK-3.1., TIK-
3.2., TIK-3.3.
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NpPaBHJIBHO OTBETHJI Ha BCE
BOTIPOCHI B X0JI€ INCKYCCUH;
«3» — OTCYTCTBHUE
Npe3eHTallHH, JOKJTaTYiK
HCTIBITHIBAIT 3aTpyaHEHHS
MPH BBICTYIUICHUH M OTBETE
Ha  BONPOCHI B  XOfe
JIMCKYCCHH;

«2» - MOKJIaIYUK HE PACKPBLI
TeMy

3 KomnokBuym

becena mpenopmaBarenst ¢
YUaIIAMHUCS Ha
ONPENICNICHHYID ~ TeMy U3
y4eOHOM MPOrpaMMBl

«3auteHoy» -
oOyJaroruiics
JIEMOHCTPHPYET 3HaHUE
Marepuaga [0  pasfely,
OCHOBaHHBIE HA 3HAKOMCTBE
¢ 00s13aTeNbHON TUTEpaTypOn
u COBPEMEHHBIMU
1y OJTMKAISIMH; JaeT
JIOTUYHBIE,
apryMEeHTHPOBAaHHBIC OTBETHI
Ha IIOCTABJICHHBIC BOIPOCHL.
Taxke oOIeHKa «3a4TCHOY
CTaBUTCH, eclin
oOydJarommmMcs  JOIyIIEHbBI
HE3HAYUTEILHEIC HETOYHOCTH
B OTBETax, KOTOpPBIE OH
UCTIPABJISICT myTeM
HABOJAIIMNX BOIPOCOB  CO
CTOPOHEI MpeToaBaTers.
«He 3aureHo» - uUMeEOTCA
CYLIECTBEHHbIE TPOOEIBl B
3HAHUHU OCHOBHOI'O
Marepuajga MO pas3ieny, a
TaKXe JIOTTYIICHBI
MPUHLUITHAIBHBIE  OIIMOKU
[IPY M3JI0’)KEHUHU MaTepHaa.

CCJIn

[K-3.1., TIIK-
3.2, IK-3.3.

4 TectupoBanue

TectupoBanue MOKHO
MPOBOJUTH B opMe:

o KOMITBFOTEPHOT'O
TECTHPOBAHMSI, T.C.
KOMIIBIOTEP MPOU3BOJILHO
BBIOMpAET BOMPOCH M3 0a3bl
JTAHHBIX o CTEICHH
CIIO)KHOCTH;

. MHUChMEHHBIX
OTBETOB, T.C. IPENOJaBaTENb
3aJ@eT  BONPOC W JaeT
HECKOJIKO BapUaHTOB OTBETA,

a CTYACHT Ha OTACJIbHOM
JIMCTE  3alliMChIBA€T HOMEpa
BOIIPOCOB u HOMEpa

COOTBCTCTBYIOIINX OTBCTOB

COTIHMIHO» - HPOLICHT
MpaBWIBHBIX OTBeTOB  &0-
100%;
«XOPOIIO» -
NpPaBWIBHBIX ~ OTBETOB
79,9%;
«yIIOBJIETBOPHUTEIHHO» -
MIPOLIEHT NPaBHIBHBIX
orBeToB 50-64,9%:;
«HEYJIOBIICTBOPUTENBHO» -
MPOLICHT NPaBHIbHBIX
otBeToB MeHee 50%.

MPOLIEHT
65-

[K-3.1., TIIK-
3.2, IIK-3.3.

6.2. MeTonnueckne MaTepHuaJibl, ONpeesOINe NPoueaypbl OeHMBAaHUSs 3HAHUI,

YMEHHI, HaBBbIKOB

U (WiM) omnbITa

JesITeJIbHOCTH,

XapaKTepUu3yrImux

ITanbI

¢popMupoBaHus KOMIIETEHUMH B Mpolecce OCBOCHHUS OCHOBHOW NPo(ecCHOHATBLHOM
o0pa3oBaTeIbHON NPOTrPaMMBbI
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Ne ®opma koHTposs/ | [Ipouenypa oneHuBanus IIkana 1 KPpUTEPUH OLEHKH, 0aJL1
KO/IbI
OLIeHHBaeMbIX
KOMIIETCHIH i
1. 3ayer - [IK-3.1, | [IpaBUABHOCTE OTBETOB Ha | «3a4TEHO»
I1K-3.2., I1K-3.3.. BCE BOIIPOCHI (Bepnoe, | 1. 00ydaronuiicst TOHKEeH AaTh TOJHbIE,
YCTKOE u TOCTAaTOYHO | UCUEPNBIBAIOLINE  OTBETHI  Ha  BOMPOCHI
IIIyOOKOe HM3JI0KEHHE HJIEH, | 9K3aMEHAIIMOHHOTO OWIIeTa, B YaCTHOCTH, OTBET
TIOHATHH, PaKTOB U T.1I.); MOJDKEH  TpefmnojaraTh 3HAaHHE OCHOBHBIX
Coueranne  NONHOTBI M | HOHATHH M WX  OCOOEHHOCTEH, yMEHHE
JIAKOHUYHOCTH OTBETA,; MPABUIIBHO OIIpeneIsTh crnennpuxy
Hamuyue NPaKTUYECKUX | COOTBETCTBYIOIMX OTHOLICHUH, IPaBUIbHOE
HaBBIKOB 1O JWMCHUIUIMHE | pelIeHHe MpakTH4eckoro 3agaHud. OleHka
(pemrenne 3a1aq WIHA | «OTIIMYHO» TPEAINoaraeT HaJudue CHCTEMBI
3a/1aHKk); 3HAHMH TI0 TpEeaMeTy, YMEHHE H3IIaratb
OpuenTupoBanue B yueOHOH, | MaTepuan B JIOTMYECKON IOCIIEIOBATENLHOCTH,
HAyYHOH U  CHEUUAIbHOU | CHCTEMAaTH4HO, I'PaMOTHBIM SI3BIKOM;
JIUTEpaType; 2. 00y4JaroUUICs TO/DKCH JaTh TOJIHBIC
Jloruka U | OTBETHI Ha BOIIPOCHI, YKa3aHHbIE B
apryMEHTHPOBaHHOCTh 9K3aMeHaUMOHHOM  Ommere.  Jlomyckarorcs
H3JI0KCHUS, HETOYHOCTH IIPH OTBETE, KOTOPHIC BCE JKE HE
I'pamoTHOE BIMSIOT Ha TMpaBWIBHOCTH oOTBeTa. OTBET
KOMMCHTHPOBAHHC, JOJDKEH  IPEArojiaraTb 3HaHUE  OCHOBHBIX
MpUBEICHUE NPUMEPOB, | MOHATUH W WX  OCOOCHHOCTEW, YyMEHHe
aHaJOTHi; MIPaBUIILHO OIIPENEIIATE cnenuuKy
Kysbrypa oTsera. COOTBETCTBYIOIIHX OTHOLLIEHUH. OueHka
«XOpOILIO» IpeanoiaraeT HaJddue CHCTEMBI
3HAHUH TO0 TpeaMeTy, YMEHHe Hu3Jararb
MaTepual B JIOTHUECKOH IMOCIEeI0BATEILHOCTH,
CHCTEMAaTH4YHO, TPAMOTHBIM SI3bIKOM, OJIHAKO,
JIOTTYCKAIOTCS HE3HAYUTEIbHbIE omuoKH,
HETOYHOCTH 10  HAa3BaHHBIM  KPUTEPUSM,
KOTOpblE BCE K€ HE HMCKaXaloT CYyTH
COOTBETCTBYIOIIETO OTBETA;
3. oOyJaronuiicss JTOMKEH B  IEJIOM
JaTh OTBETHl Ha BOMPOCHI, NPEATOKEHHBIE B
9K3aMEHALIMOHHOM OuiieTe, OPUEHTHPOBATECS B
cucreMe IucuUIUIMHBL «CHCTeMa YIpaBieHHUs
JOKYMEHTO000pOTOMY, 3HATh OCHOBHBIE
KaTeropuu npeaMera. Onenka
«YIOBJICTBOPUTEIBHO»  HPEANONIAraeT,  4TO
MaTepual B OCHOBHOM M3JI0)K€H TI'PaMOTHBIM
A3BIKOM;
«HE 3aYTEHO
oOyyaromumcs TU00 HE JaH OTBET HA BOINPOC
Owrera, ub0 oOydJaOmuiics HE  3HAET
OCHOBHBIX KaTE€TOpHil, HE MOXXET OIPEJIEINTh
peIMET AUCHUILINHBL.
2. TecrupoBanue (Ha | ITomHOTa 3HAHUU
sk3amene) - [IK- | TeopeTmaeckoro «auteoy - 100%-50%:
3.1.,, IIK-3.2.,, IIK- | koHTpOIHpYyEMOIO
«He 3a4TeHo» - MeHee 50%.
3.3.. MaTepuaia. Komnuectso

ITPAaBUJIBHBIX OTBETOB

6.3. TunoBbie KOHTPOJIbHbIC 3aJIaHUSI WJIM HHbIe MaTepPUaJIbl, HEOOXOAUMBbIE ISl
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npoueaypbl OUEHHMBAHWS 3HAHWI, yYMEHHMiH, HABHLIKOB M (MJM) ONbITA JAeSATeJIbHOCTH,
XapakTepu3ymux 3Tanbl ()OPMUPOBAHUS KOMIIETEHIIHII B MpoLecce OCBOEHHUs OCHOBHOM
npodeccuoHaJIbLHOH 00pa30BaTeIbHOI MPOrpaMMbl

6.3.1. IlpuMepHbIe TECTOBbIE 3aIaHUS IJIsl TEKYIIEr0 KOHTPOJISA
3ananmue 1

UTto 03HavaeT TePMUH «JTOKYMEHT»?

1) nejio

2) apryMeHT;

3) Bu3a;

4) npukas.

3aganue 2

OT KaKoro s3bIKa IPOUCXOAUT TEPMUH «IOKYMEHT»?
1) rpedyeckoro

2) HEMEIIKOT0;

3) IaTHHCKOTO;

4)aHTIIMHCKOTO;

3aganue 3

CoBOKYITHOCTh paloT, CBSI3aHHBIX C CO3JIaHHEM JIOKYMEHTOB, HMX PETUCTpAIUCH,
Kiaaccu(UKaIue, IBIKEHHEM, YICTOM U XPaHCHUEM Ha3bIBAIOTCS . ..

1) nokymeHT0000pPOTOM

2) KOpPECIOH/ICHIINEH;

3) 1eonpPOM3BOICTBOM;

4) TOKYMCHTUPOBAHUEM;

3ananmne 4

Korna 6b111 yTBEep:kIeHb OCHOBHBIE ITpaBuia PK?
1) 12.12.00.

2) 17.08.95;

3) 30.06.92;

4)12.12.98;

3aganue S

OCHOBHBI€E JIOKyMEHTBI BBIITOJIHSIOTCS, HA KakoM (opmare?
1) A 4uam A 5;

2) A 8w A 12

3)A3umm A S;

4) Al2.

3aganue 6

IIpukas — 10 ...

1) pacniopsiuTeILHBII JOKYMEHT;
2) nH(POPMAIIMOHHBIH JOKYMEHT;

3) cripaBOYHBI TOKYMEHT;

4) MUYHBIA TOKYMEHT.

3aganue 7
1) omKHOCTHAS HHCTPYKIUS - 3TO
2) pacropsiIUTebHbIH JOKYMEHT;
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3) uH(pOPMAIHOHHBIN JTOKYMEHT;
4) opraHu3alMOHHBII JOKYMEHT
5) nUYHBIN JOKYMEHT.

3aganue 8

IIporokon — 210 ...

1) nHpopMaMOHHBII JOKYMEHT;
2) pacnopsiAUTENIbHBINA JOKYMEHT;
3) crpaBOYHBIH JOKYMEHT;

4) TUYHBIN TOKYMEHT.

3ananue 9

[TuceMo — 3710 ...

1) cipaBOYHBII JOKYMEHT

2) pacropsiIuTebHbIH JOKYMEHT;
3) uHbOPMAITMOHHBIN JIOKYMCHT;
4) TUYHBINA TOKYMCHT.

3aganmne 10

[IITatHOE pacnucanue — 310 ...

1) uHpopMaANMOHHBIN TOKYMEHT;
2) pacropsiIuTeIbHbIH JOKYMEHT;
3) cripaBOYHBIi JTOKYMEHT;

4) opraHu3alOHHbIH JOKYMEHT.

3aganme 11

JyOnukat — 3710 ...

1) xonus TOKyMeHTA;

2) opUruHa;

3) crpaBOYHBIN TOKYMEHT;

4) 5K3eMIUTSp, BbIJaBAEMbIi B3aMEH YTPAUYCHHOTO JOKYMEHTA.

3aganme 12

Pemenne — 3710 ...

1) pacniopsiauTe bHbII TOKYMEHT;
2) uHGOPMAIMOHHBIH JOKYMEHT;

3) cIpaBOYHBIH JOKYMEHT;

4) opraHu3aIMOHHbIA JOKYMEHT.

3aganue 13

JI0OBEPEHHOCTH — ITO ...

1) nHpoOpMALMOHHO-CIIPABOYHBIHN JOKYMEHT;
2) pacnopsAUTENbHBIM JOKYMEHT;

3) crpaBOYHBII TOKYMEHT;

4) opraHu3aIMOHHBIN TOKYMEHT.

3aganue 14

UTH — 10 ...

1) nHGOpMALMOHHO-CIIPABOYHBII JOKYMEHT;
2) pacropsIIUTENIbHBIN TOKYMEHT;

3) cpaBOYHBIH JOKYMEHT;

4) MTUYHBINA TOKYMEHT.

19



3aganume 15

KT — 10 ...

1) uHpopMALMOHHO-CTIPABOYHBbI JOKYMEHT;
2) pactopsiANTENIbHBINA JOKYMEHT;

3) cIpaBOYHBIH JOKYMEHT;

4) TUYHBINA TOKYMECHT.

3aganue 16

AKT — 9370 ...

1) cipaBOYHBIH IOKYMEHT;

2) pacropsiIuTeIbHbIH JOKYMEHT;

3) uHGOPMAIMOHHO-CITPABOYHBIH JOKYMEHT;
4) TUYHBIN TOKYMEHT.

3ananmne 17

JloBEpeHHOCTh — 370 ...

1) nHgopMaALMOHHO-CIIPABOYHBIH JOKYMEHT;
2) pacnopsiAUTENbHBIN JJOKYMEHT;

3) cripaBOYHBIN TOKYMEHT;

4) TUYHBINA TOKYMEHT.

3aganme 18

®akcer 1 E-mail — a0 ...

1) nHpOpMANMOHHO-CIIPABOYHBIH JOKYMEHT;
2) cipaBOYHBIN JOKYMEHT;

3) pacrnopsAUTENbHbII TOKYMEHT;

4) TUYHBINA TOKYMECHT.

3ananue 19

HckoBoe 3asBiieHNE — 3TO ...

1) ropuanveckuii JOKyMeHT

2) pacropsiIMTebHbIH JOKYMEHT;

3) uH(pOPMAITMOHHO- CIIPABOYHBIN TOKYMEHT;
4) cipaBOYHBIN JOKYMEHT;

3ananue 20

1) cmeumaaucThl.

2) DKCnepTU3y EHHOCTH JOKYMEHTOB TIPOBOIHT ...
3) KomuccHs;

4) pyKOBOJHUTEb MIPEAPUSITHS;

5) paboTHHKH OyXranTepuu;

6.3.1.1. [IpumepHasi TeMaTHKa pedepaTHBHBIX 0030POB

1. OcHOBHBIE KOHUENINH yIPaBICHUS JOKYMEHTOO0OPOTOM, Oe30yMaKHbIe TEXHOJIOTUN
yIpaBIEHUs

2. Ilonarue u crpykrypa skoHoMHuueckoil cuctemsl (JC). Knaccuduxanus GyHkuuit u
J1enoBbIX mporeccoB DC

3. [loHATHS TOKYMEHT, JOKYMEHTOIOTOK, TOKYMEHTOO0OpOT

4. Haznauenne Cucremsl JlokymenrtanuonHoro O6ecneuenus Ymnpasinenus u ['CAOVY.
CocraB ¢yHkmii npouenyp, seinonnuseMoix CJ10Y
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5. CocraB OpranuzamnuonHo-Pacnopsautenpasix  JlokymentoB (OPJl). Conepsxanue
npouenypsl cocrasnenust OPJI.

6. ConepxaHue Mpoleaypsl MOJIYYSHUS U TIepejaul MOTOKOB JJOKYMEHTOB

7. CocTaB U coiepKaHHE MTPOLETYypbl KOHTPOJIS UCTIOIHUTEIbHBIX TOKYMEHTOB

8. Coxmeprxanue u nporeaypbl GopMUPOBAHUSA J€] U CAa4YH JIe] B apXUB

9. Tlonsatne wuHpOpPMANMOHHOW SKOHOMHYECKON uHpopMmarmonnoit cucremsl (UC).
Kinaccel u crpykrypa UC

10. IlpuHuunel, METOABl U CpeAcCTBa co3gaHus OneKTpoHHOW CucreMbl YnpaBiieHUs
JlokymMeHTO0060pOTOM

11. TpeboBanus K cUCTEMaM COCTABJIEHHUS AJIEKTPOHHOI'O JOKYMEHTA. XapaKTEepPUCTHKA
CUCTEM COCTaBJICHHUS, BBOAA U XpaHeHus /]

12. XapakTeprcTHKa U HCIOJIb30BaHUEe TeXHOJI0ruu «ad-hok»

13. XapakTepucTHKa 1 UCIIOJIb30BAHUE TEXHOJIOTHH «Zroupware»

14. OcobeHHOCTH OpraHu3aIi PaboThl CHCTEM YIIPABJICHUS JOKYMEHTOOOOpOTa Kiiacca
«ACKHI»

15. Cuctembl aBTOMAaTH3AIUHU JCIOBBIX MPOIECCOB

16. OcHOBHblE KOHIICNIMU YNPaBICHHUS JTOKyMEHTOOOOpOTOM, 0Oe30yMakHbIe
TE€XHOJIOTMH YIIPABIICHUS

6.3.2.1. TunoBbie BONPOCHI K IK3aMeHY

1. Ponb unpopMmaiyy B yrpaBjieHUH OpraHu3aluei.

2. CymHocTh ¥ pyHKIIMH JOKYMEHTa

3. Opranuzanus paboTsl ¢ TOKYMEHTaMU

4. Texyiiee XxpaHEHHE JTOKyMEHTOB

5. DKcrepTu3a HEHHOCTH JOKYMEHTOB

6. Odbopmienue nen.

7.Cpnaua zien B BeZIOMCTBEHHBIN apXuB

8. Vaudukanus yrnpaBieHUECKUX JOKYMEHTOB.

9. Homenknarypa zen.

10. CocraB wu coaepXaHHWE OPTaHU3ANMOHHO-PACIIOPSAIUTEIBHON JTOKYMEHTAIIHS
(YCOPL)

11. CocraB u opopmiieHHE pacopsIUTENbHBIX JOKYMEHTOB

12. CoctaB u ohopMmiieHHEe OpraHU3alMOHHBIX JOKYMEHTOB

13. CocraB u opopmiieHHuEe HHPOPMAITIOHHO-CIIPABOYHBIX JOKYMEHTOB

14. Cocras u npasuina odopmienus pekBuzutos gokymenToB (OCT P 6.30 — 2003)
15. TpeGoBaHnus, npeabsBiIsgeMble K 0QOPMIEHUIO JOKYMEHTOB.

16. JlokyMeHTUpOBaHHE TPYIOBBIX TPABOOTHOILIEHHH

17. Opranuzanus npuema U epBUYHON 00pabOTKH IOKyMEHTOB

18. Perucrpanus 10KyMEHTOB

19. [paBuIia BbIIa4M A€ BO BPEMEHHOE TI0JIh30BaHUE

20. Opranusanus JOKyMEHT0000poTa

21. Ciyx6a IOY: Bubl, QyHKINH, CTPYKTYpa

22. XapakTepuCTHKa U COCTaB JIOKYMEHTOB I10 JUYHOMY COCTaBYy

23. KoHTpoJb UCTIOTHEHHS TOKYMEHTOB

24. ndopmanlmoHHO-CTIpaBOYHas padoTa

25. YHuduKanus U cTaHAapTA3aNUs JOKYMEHTOB

26. Bunsl TpynoBBIX JOTOBOPOB, MTpaBUiIa 0POPMIICHUS

27. ®opmupoBaHUE JeI

28. HopmatuBHbIe, 3aKOHOAATENIbHbIE JOKYMEHTBI, PErYIHPYIOIIUE MOPSAIOK PabOThl €
JTOKYMEHTaMHU

29. Buasl HomeHknaTypsl e, uX XapakTepuCTHKa

30. PacmopsmuTenbHble JOKYMEHTHI, 00pa3yroImuecs: B JESTETbHOCTH KOJIETHATBHBIX
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OpraHoOB yNpPaBJICHUS

31. CymHOCTbh, BUIBI U COJEPIKAHUE YIIPaBICHYECKOW nHpOopMauu

32. JlenoBas nHopManus u ee CoCTaB

33. Opranm3anus HHPOPMAIIMOHHOTO 00ECIICUCHUS

34. NudopmarmonHast 6€301acHOCTh

35. YcnoBus yTpaTsl HHPOPMAITMOHHBIX PECYPCOB

36. Coneprxanue ciykeOHON TalHbI B KOHPUACHITUATHBHOCTh HHPOPMAIIUH

37. Joctyn nepcoHana K KOHQHUIESHIMAIBHON ciay»)eOHOW HHPOpMaLuu

38. IIpaBuna odopmieHus, yueTa U XpaHEHHs TPYIOBBIX KHUKEK

39. [loxroroBka [len K apXMBHOMY XpaHEHHUIO

40. JlenoBast nepenucka. Buabl u XxapakTepucTuKa ciryKeOHbIX TUCEM

41. SI3bIK ¥ CTUJIb ACJIOBOM JTOKYMEHTAIIMU

42. CucremaTHu3anus ¥ TeKyllee XpaHeHue JOKYMEHTOB

43. KoMIIbIOTEpHBIE TEXHOJIOTHUH TIOJITOTOBKU JJOKYMEHTOB

6.4. MeToanyeckue MaTepuaJibl, ONpe/e/silolue MpoueIypbl OLeHUBAHUSA 3HAHMIA,
yMeHHi, HABBIKOB W (WJH) ONBITA JAeATEJBHOCTH, XAPAKTEPHU3YIOIIUX JTAMNbI
(opMupoBanusi KOMIETEHIIH A

C muenplo omnpeAeneHHs YPOBHS OBJAJCHUS KOMIETCHIMSAMH, 3aKPEIJICHHBIMH 32
TUCIUIIMHOM, B 3a/laHHbIE MPEIoJaBaTejIeM CPOKH MPOBOAMUTCA TEKYIIUN U MPOMEKYTOUYHBIN
KOHTPOJIb 3HAHWI, YMEHUH U HaBBIKOB KaXI0TO 00ydJaromerocs. Bce BHIBI TEKyIIEro KOHTPOIIS
OCYUIECTBIISIIOTCA HAa MPAKTHYECKUX 3aHATHSAX. VICKiroueHuWe COCTaBiseT YCTHBIM oOmpoc,
KOTOPBII MOXKET NMPOBOAMTHCS B Hayaje WM KOHIE JeKIHH B TeueHue 15-20 MUH. ¢ 1enbio
3aKpeIyIeHHs] 3HaHUW TEPMHUHOJIOTUH 0 qucuuIuinHe. [Ipu olleHke KOMIETeHIIN TPUHUMAETCS
BO BHHMMaHHe (popMupoBaHHE MPO(ECCHOHAILHOTO MHPOBO33PEHUS, ONPEICICHHOTO YPOBHS
BKIIFOUEHHOCTH B 3aHATHUSA, pe(PIEKCUBHbBIE HABBIKH, BIIAJICHUE N3YYaeMbIM MaTEPUAIIOM.

[Iponienypa oueHWBaHHWS KOMIIETCHIMH OOydYalONIMXCSl OCHOBAaHA Ha CIEAYIOLINX
CTaHaapTax:

1. IleproaAMYHOCTD MTPOBEACHUS OLICHKHU.

2. MHOTOCTYNeHYaTOCTh: OlleHKa (KaK MmpernoAaBareneM, TaKk U 00yJarouUMICs TPYIIIbI)
U CaMOOIICHKAa O0Yy4Yaromerocsi, oOCyXJIeHHEe pe3yJbTaTOB M KOMIUIEKC MEp IO yCTPaHEHUIO
HEJOCTaTKOB.

3. EAvHCTBO MCTIOIB3yeMOi TEXHOJIOTHH ISl BCEX 00yUYaIOMIMXCsI, BHITIOTHEHUE YCIOBUI
COTOCTaBUMOCTH PE3yJIbTAaTOB OIICHUBAHHUSI.

4. CobnroieHre OCe10BaTeNbHOCTH IPOBEACHHSI OLICHKH.

Texymass arrectauus oOy4yalommuxcsi. Tekymas arrectanusi OOYyYaroMIMXCS IO
mucuuruinHe «CHCTeMa yrpaBlieHUs TOKYMEHTOOOOPOTOM» TIPOBOAMTCS B COOTBETCTBUU C
JoKadbHbIMM HOpMatuBHbIMM akTamu  YOY BO TUYb um.H./[.JlemunoBa u sBisercs
00s3aTeNbHOM.

Texymas arrectanus mo aucuurinHe «CucTema ympaBieHHs AOKYMEHTOOOOPOTOM»
MPOBOAMTCS B (OpME OMpoca W KOHTPOJIHHBIX MEPOIPHUSATHH MO OICHUBAHHUIO (DAKTHUECKUX
pe3yNbTaTOB 00YUYEHUS O0YUAIOIIMXCS U OCYIIECTBISETCS MPENOoIaBaTeIeM JUCITUILINHBL.

OOBeKTamMu OTICHUBAHUSI BHICTYTIAOT:

1. yueOHasi AUCHUIUIMHA (AKTUBHOCTh Ha 3aHSATHSIX, CBOEBPEMEHHOCTb BBIMIOJHEHUS
pa3IMYHbIX BUJOB 33/1aHUMN, TTOCEIIAEMOCTh BCEX BUIOB 3aHATHI 10 aTTeCTyeMOM AUCLIUILINHE);
2. CTENEHb YCBOCHMSI TEOPETUYECKUX 3HAHUN B KAUECTBE «KIIIOUEH aHAIN3a»;

3. YpOBEHb OBJIAJCHHS MPAKTUYECKUMH YMEHHUSMU U HaBBIKAMHU IO BCEM BHJaM
yueOHOI paboThI;
4. pe3yJIbTaThl CaMOCTOSITENIbHON paboOThl (M3y4eHHE KHUT M3 CIHCKa OCHOBHOM M

JIOTIOJTHUTEIIbHON JIUTEPATYPHI).

AKTHBHOCTh OOYyYaloLErocss Ha 3aHATUSAX OLIEHUMBAETCS Ha OCHOBE BBINOJIHEHHBIX
oOyyarompMcsi paboOT H 3aJaHUi, NPEJYCMOTPEHHBIX MJaHHOW paboyeil mporpammoi
JTUCIUTUIAHBI.
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Kpome Toro, ouenuBanue oOydarolerocsi MPOBOJUTCA Ha TEKYIIEM KOHTpPOJIE IO
mucuuruinHe.  OneHuBaHue — oOydaromierocss Ha — KOHTPOJBHOM — HeJene  MPOBOJIUTCA
IpernojaBaTesieM He3aBUCUMO OT HAJIMYHUs WM OTCYTCTBUSA 0OOydaromierocs (10 yBa)KUTEIbHON
WM HEYBOXHUTEIbHOW NpUYMHE) Ha 3aHsATHU. OIIeHKa HOCUT KOMIUIEKCHBIM XapakTtep u
YUUTBHIBACT JIOCTHXKEHHUSI OOYYaroIIerocs 1o OCHOBHBIM KOMIIOHEHTaM Y4eOHOTo mporecca 3a
TEKYIIUH IEPUO/.

OnenuBanue 00y4yaronerocsi HOCUT KOMIUIEKCHBIA XapaKTep U YYUTHIBAECT JOCTHKEHUS
00yyYaromerocsi Mo OCHOBHBIM KOMITOHEHTaM Y4eOHOro TIpolecca 3a TEeKyIIHi Mepuoj ¢
BBICTaBJICHUEM OIIEHOK B BEJOMOCTH.

IIpome:xxyTounasi arrecranusi  oOyvamommxcsa. [Ipomexyrounas — arrecranus
oOydaromuxcst mo aucuuiimHe «Cucrema ymnpaBleHUS TOKYMEHTOOOOPOTOM» IMPOBOIUTCS B
COOTBETCTBUU C JIOKaJIbHbIMU HOpMaTtuBHbIMH akTamu HOY BO TUVYD um.H.Jl.JlemunoBa u
ABIISIETCS 0053aTEIBLHOM.

[IpomexyTouHas aTTecranus 1o JTUCUHUTUTNHE «Cucrema YIPaBJICHUS
JIOKYMEHTOOOOPOTOM» TPOBOJUTCS B COOTBETCTBHM C y4eOHBIM IUIAaHOM B 6 cemecTpe ais
04YHOH (hOopMBI OOYUYECHHS U B 5 ceMecTpe JUIsl OCTaJIbHBIX (JOPM B BHJIE 3a4€Ta B IEPHO/I 3a4ETHO-
9K3aMEHAIIMOHHOM CECCHH B COOTBETCTBUHU C TpadUKOM MPOBEACHHUS.

OOyuaromuecst TOMYCKAIOTCS K 3a4eTy MO JIUCUUIUIMHE B CJIy4yae BBIMIOJHEHUS UM
y4eOHOro TMjaHa 10 JUCHUIUIMHE: BBIIOJHEHWS BCEX 3aJlaHUd W MEpOIpPHATHIA,
MPEAYCMOTPEHHBIX TPOTPAMMON TUCIUTLIAHEI.

Onenka 3HaHM 00YyYaIOIIErocs Ha 3a4eTe OMpPEeeNsieTCs ero yueOHbIMU JTIOCTHKEHUSIMU
B CEMECTpPOBBIM IMEPUOJ M pe3yibTaTaMHU TEKYIIEr0 KOHTPOJS 3HAHUH M BBIIOJIHEHUEM UM
3aJlaHni.

3HaHUS YMEHHs, HABBIKM OOYYaroOIIErocss Ha 3adyeTe OICHHMBAIOTCS KaK: «OTIUYHOM,
«XOPOLIOY, «YOBIETBOPUTEIBLHOY, «HEYIOBIECTBOPUTEIILHOY.

OcHOBOM /11 OIpeNeseHHs] OLIEHKU CIYy’)KUT YPOBEHb YCBOEHHS OOYYaIOLIUMUCS
MaTepuana, MpelyCMOTPEHHOT0 JaHHOK paboueil mporpaMMon.

7. IlepeyeHb OCHOBHOM M OTOJTHUTEIbHOM Y4eOHON JUTepaTypbl, HEOOXOAUMOI 1151
OCBOCHUS TUCHMILINHBI

a) OCHOBHAasl yueOHas iuTepaTypa:

1. [ubaes, JI. B. IlpaBoBoe perynupoBaHUE 3JIEKTPOHHOTO JOKYMEHTO00OpOTa
yaebHOoe mocobue / JI. B. Illubae. — CaparoB : By3osckoe obpazoBanme, 2016. — 70 ¢c. —
ISBN 2227-8397. — TexkcT : 31eKTpOHHBIH // DnekTpoHHO-O0nbanorednas cucrema IPR BOOKS

[caiiT]. — URL: http://www.iprbookshop.ru/57260.html (mara o6pamenus: 21.12.2020). —
PexxuMm nocryna: nis asropusup. [lons3osarenei

2. CrenanoBa, E. H. Cuctema 35eKTpOHHOTO TOKyMEeHTO000poTa (00Ja4HOe PEIICHHE) :
yuebHoe nocobue / E. H. CrenanoBa. — Mocksa : Aii [Iu Ap Menua, 2021. — 182 ¢. — ISBN
978-5-4497-0767-3. — Tekct : 3JeKTPOHHBIA // DneKkTpoHHO-OmOmmoreuHas cucrema IPR
BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/101357.html (mata oOparmenus:
21.12.2020). — Pexum nmoctyna: 1uis apropusup. [loab3oBaTeneit

3. XauatpsH, I'. A. Opranuzanus u COIpOBOXKICHUE IEKTPOHHOTO JJOKYMEHTO000pOTa :
/ T'. A. Xauarpsa, U. B. Ky3neunoBa. — CaparoB, Mocksa : IIpogoGpazoBanue, At Ilu Ap
Menua, 2020. — 156 c. — ISBN 978-5-4488-0877-7, 978-5-4497-0782-6. — Texkcr
ANEKTPOHHBIN // OnexkTpoHHO-OmMOmmoreuyHass cuctema [PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/97086.html (mata o6pamenus: 21.12.2020). — Pexum noctyna: s
aBTOPU3HUP. MOJIB30BATENEH

0) 1onmoJIHUTEILHAS YueOHAasi JIuTeparypa

1. I'paxxnanckmii konekc Poccuiickoit deneparuu (4. 1) ot 30.11.1994 No51-D3 (B pen.
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ot 29.06.2004)// C3 P®. 1994. Ne 32. Crt. 3301; 2004. Ne 27. C1. 2711 (CnpaBouHO-TIpaBOBast
cucreMa «KOHCYJIBTaHT +:BbICIIAS IIKOJIA)

2. I'paxxnanckuii koaeke Poccuiickoit deneparuu (4. 2) ot 26.01.1996 Ne 14-D3 (B pen.
ot 23.12.2003)// C3 P®. 1996. Ne 5. Ct. 410; 2003. Ne 52. Y.1. C1.5034 (CrpaBo4HO-TIpaBOBast
cucrema «KOHCyIbTaHT +:BBICIIAS IIKOJIA)

3. @enepanbHbIil 3aKk0H OT 26.12.95 Ne 208-D3 “O0 aknuoHepHBIX o0ImIecTBax’ (B pel.
ot 06.04.2004)// C3 P®. 1996. Ne 1. Ct. 1; 2004. Ne 15. Cr. 1343 (CnpaBouHO-TIpaBOBast
cuctema «KoHCyIbTaHT +:BbICHIAS LLIKOJIA)

4. Oepepanphbiii 3ak0H OT 08.02.98 Ne 14-®3 “O06 obmiecTBax ¢ OrpaHUYEHHOMN
0TBETCTBEHHOCTHIO” (B pel. oT 21.03.2002)// C3 P®. 1998.Ne 7. Cr. 785; 2002. Ne 12. Ct. 1093
(CnpaBouHo-nipaBoBast cuctema « KOHCYIbTaHT +:BbICIIAs IIKOIA)

5. ®enepanpHblii 3akoH or 14.11.2002 Ne 161-®3 «O rocyaapCcTBEHHBIX H
MYHUITUTIATBHBIX YHUTApHBIX npeanpustusx» // C3 PD. 2002. Ne 48. Cr. 4746 (CnpaBo4HO-
npaBoBasi cucteMa « KOHCYJIbTaHT +:BBICIIAs IIKOJIA)

6. ®enepanbubiii 3akoH OT 08.08.2001 1. No 129-®D3 «O rocyaapCTBEHHOM perucTpanuu
IOPUIMYECKUX JIMI] U MHIUBUAYAIBHBIX TpeanpuauMatencii» (pex. ot 23.12.2003)/ C3 PO.
2001. Ne 33. Y.1. Ct.3431; 2003. Ne 52. Y. 1. Cr. 5037 (CmpaBouHO-TIpaBOBasi cucTeMa
«KoHCYBTaHT +:BBICIIASI ITKOJIA)

7. 3akon P® or 23.09.92 Ne 3520-1. “O ToBapHBIX 3HaKax, 3HaKaxX OOCIY>KUBaHUS U
HAUMEHOBAHHSIX MECT MPOMCXOXKIeHUS ToBapoB” (B pen. oT 11.12.2002)// Benomoctu CHJI PD
u BC P®. 1992. Ne 42. C1.2322; C3 P®. 2002. Ne 50. Ct. 4927 (CnpaBouHO-TIpaBOBasi cucTeMa
«KoHCYBTaHT +:BBICIIASI ITKOJIA)

8. IlocranoBnenue [IpaBurenscrBa PO ot 19.06.2002 Ne 439 «O6 yrBepxkaeHuu Gopm u
TpeOOBaHUI K OPOPMIICHHIO TOKYMEHTOB, MCIIOJIb3YEMBIX NPH TOCYAapCTBEHHOW PETHUCTpaIuu
IOPUAMYECKUX  JIUI, a Takke (U3MYECKUX JHUI B  KAuyecTBE  WMHIWBUIYaJbHBIX
npeanpuHuMarenein» (B pea. ot 16.10.2003)//C3 P®. 2002. Ne 26. C1.2586; 2004. Ne 10. Cr.
864 (CrpaBouHo-TIpaBoBas cucteMa « KOHCYNbTaHT +:BbICIIAS IIKOJIA)

9. Enunast rocygapcTBeHHas cuctema J1eionpou3BojcTBa. OCHOBHbIE MONOXKEHHUS. M.,
1974. (CnpaBouHo-mipaBoBasi cuctemMa «KOHCYJIbTaHT +:BbICIIAs IIIKOJIA)

10. KBanu¢ukauroHHbI CHOPaBOYHHUK AOKHOCTEH PYKOBOJIUTENEH, CHELMATUCTOB U
apyrux ciyxamux. M.: Muntpyn Poccun, 2000 (CripaBouno-nipaBoBas cucreMa «KoHCynbTaHT
+:BBICHIAS LIKOJIA))

11. YHuduuupoBaHHas cuUCTeMa OpraHU3allMOHHO-PACHIOPSIUTENLHON JTOKYMEHTAIUH.
(CnpaBouno-nipaBoBasi cuctema «KoHCYIbTaHT +:BbICIIAs LIKOIA)

12. YaudunupoBaHHble (GOpPMbI, MHCTPYKLUUH M METOAMYECKHE MaTepuaybl MO HX
npumenenuto. M. 1982 (CnpaBouHo-nipaBoBas cuctema « KOHCyIbTaHT +:BbICIIasl IIKOIA)

B) Pecypcel cetn uHTEpHeET
DIIeKTPOHHO-0MOIMoTeuHas cucrema: Www. |PRbooks

Pecypchl oTKpBITOrO 10CTYNA:

1. bubnuroreka MeHeKMEHTA

http://www.management-rus.ru

2. KopniopaTuBHBII MEHEIKMEHT.

http://www.cfin.ru

HoBoctu, nmyonukaruu, bubnnoreka ynpapieHusl.

3. DHIKIone AN MapkeTuHra. bubimoreka MapkeTosora.

http://www.marketing.spb.ru

4. Dnexrponnas oubnmoreka HR-crenmanucron

http://www.hrm.ru

Kuuru no ympaBieHHIO MEPCOHATIOM: CTaTbU MO OOYYEHMIO, YIIPABJICHUIO EPCOHATIOM,
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http://www.hrm.ru/db/hrm/91755567AAE5A63CC3256FA1003E933F/category.html

aTTECTAIUIO | JIp.

5. ®enepanbHblii 00pa3oBaTeNnbHbINA OpTad "OkoHOMUKa, Conmonorus, MenemxkmeHT"
http://www.ecsocman.hse.ru
6. AIMUHHCTPATUBHO-YTIPaBICHUIECKHA mopTan "MeHeKMEHT U MapKeTUHT B Ou3Hece".

http://www. aup.ru

KHI/IFI/I, CTaTbU, JOKYMCHTHI 110 aKTyaJIbHbIM BOIIpOCAM MCHCIPKMCHTA W MApKCTHHIAa U

np.

7. EnHOE OKHO J0CTYIa K 00pa30BaTEeIbHBIM pecypcam 1Mo IKOHOMUKE, COIIHOIOTHH,
menepkMenTy http://ecsocman.edu.ru/
9. http://works.doklad.ru/view/zuPsMafAvU4.html

8. MeToauuecKkue YKa3aHusl QJas oﬁyqammnxm 0 OCBOCHHIO JTUCHHUIIJIHHBI

Bun
JesITeJIbHOCTH

MeTonnuyeckue YyKa3aHusi [0 OPraHU3alUU JIeATEJbHOCTH
CTYAEHTAa

Jlexus

Hammcanne KOHCIICKTA JICKITHM: KpaTko, CXEeMaTHUYHO,
MOCJICIOBATEIbHO  (DPUKCUPOBaTh  OCHOBHBIC  IIOJIOKEHHS,  BBIBOJBI,
(hopMynpoBKH, OOOOIIEHWS; TIOMEYaTh Ba)XHBIE MBICIIH, BBIIACIATH
KIIIOYEBbIE CJIOBAa, TePMUHBI. lIpoBepka TEPMUHOB, HOHSATHH C IOMOLIBIO
SHLMKJIONEANM, CI0Bapeil, CIPABOYHUKOB C BBINMCHIBAHUEM TOJKOBAHUM B
TeTpaab. O003HAUYUTH BOIPOCH], TEPMHUHBI, MAaTepHall, KOTOPBHIA BHI3BIBACT
TPYAHOCTH, IOMETUTb M TIONBITaThCSI HAWTH OTBET B PEKOMEHAYEMOM
muteparype. Ecnu caMocTosiTenbHO HE yaaeTcsl pa3o0paThes B MaTepuaite,
HeoO0XomuMo copMyIHpOBaTh BOMPOC M 33JaTh MpPENOJaBaTeNl0 Ha
KOHCYJbTAallu1, HA IPAKTHYECKOM 3aHATHH.

[IpakTHueckue 3aHATUSL

IIpopaboTtka pabouelt mporpamMmbl, yaensisi o0co0oe BHUMaHHE
measiM M 3ajadaM,  CTPYKType W COJEpAaHWIO  JAUCHUIUIMHBI.
KoHcnekTupoBaHue HMCTOYHMKOB. PaboTa ¢  KOHCIEKTOM  JICKIIMIA,
MOATOTOBKA  OTBETOB K  KOHTPOJBHBIM  BOIpOCAaM,  MOPOCMOTP
pEeKOMEeHIyeMO# JInTepaTypsl, padota ¢ TekcToM. [IpocnymuBanue ayano-
W BUJEO3AMMCEH MO 3aJaHHON TeMe, pelleHHe pacdeTHO-Tpaduyeckux
3a/IaHHi, pellIeHNe 3a/1a4 10 aJIrOPUTMY U JIp.

NunuBuyanbHbie
3aJIaHAS

3HAKOMCTBO C OCHOBHOM M [JOINOJIHUTENBHOM JHUTEpaTypoH,
BKJIIOYasi CIpPaBOYHbIC W3AaHUS, 3apyOC)KHbIE MCTOYHHUKH, KOHCIICKT
OCHOBHBIX  MOJIOKGHWH, TEPMUHOB, CBEACHUHA, TPeOYIOIMXCS JUIs
3allOMUHAHMS W SBJSIIOLIMXCSL OCHOBOINOJIATAIOIIMMH B 3TOH  TeMe.
CocTaBrneHue aHHOTAUMK K MPOYUTAHHBIM JUTEPATYPHBIM HCTOUYHUKAM U

Ap.

CamocTosTenbHas paborta

CamocrosTenpHast paboTa IPOBOAUTCS € LEJbI0: CHCTEMaTH3aluU 1
3aKpeIUICHHs] TIOJyYeHHBIX TEOPETHYECKUX 3HAHUH ¥ MPAKTHYECKUX
yMeHuil oOyuaromuxcsi; YriayOJieHHs M pPACHIUPEHUS TEOPETUYEeCKUX
3HaHWH CTYJICHTOB; ()OPMUPOBAHHS YMEHUH HCIIOIB30BaTh HOPMATHUBHYIO,
NPaBOBYIO, CIIPABOYHYIO JOKYMEHTAIMIO, y4eOHYI0 U CIeIHAIbHYIO
JUTEpaTypy; pPa3BUTUS TIO3HABATEIBHBIX CHOCOOHOCTEH M aKTHBHOCTH
o0yJaroImuxcs: TBOPYECKOM WHUIIAATHBEI, CaMOCTOSITETIbHOCTH,
OTBETCTBEHHOCTH, OPraHU30BaHHOCTH; (POPMHUPOBAHIE CAMOCTOATEIILHOCTH
MBILUIEHHUS, CIIOCOOHOCTEH K CaMOpa3BUTHIO, COBEPIICHCTBOBAHMIO U
camoopraHu3anuy; (HopMHUpOBaHUS TPOPECCUOHATBHBIX KOMIETEHIHIA;
Pa3BUTHIO HCCIIEAOBATENbCKUX YMEHUH oOydarommxcs. OopMbl U BUABI
CaMOCTOSITEIbHOM  paboThl: YTEHWE OCHOBHOW U JIOTIOJIHUTEIHHOM
JUTEPATyphl — CAMOCTOSTEILHOE N3yUeHHEe MaTepralia o PeKOMEH Yy EeMbIM
JUTEPAaTypHBIM HCTOYHHMKaM; pabora ¢ OHOJIMOTEYHBIM KAaTaJIOTOM,
CaMOCTOSITEIbHBIM  10A00Op HEoOXOoAWMOW JUTepaTypel; paboTa co
CIIOBapeM, CIPABOYHMKOM; IIOMCK HEOOXOOUMOH HWH(OpPMAalUH B CETH
WHTepHeT; KOHCIIEKTUPOBAHUE HCTOYHUKOB; peepUpOBAHNE UCTOUHUKOB;
COCTaBJICHHE AHHOTALUUN K MPOYNUTAHHBIM JINTEPATyPHBIM HCTOYHHKAM;
COCTaBJICHHE PELEH3MH W  OT3hIBOB HA MPOYMTAHHBIA MaTepuas;
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cocTaBlieHHE 0030pa MyOJMKanui 1O TeMe; COCTaBIeHHE M pa3paboTka
TEPMHMHOJIOTUYECKOTO CJIOBApS; COCTABICHNUE XPOHOJOTHYECKOW TaOIHIIB;
COCTaBJICHHE oubnuorpadpun (6bubnmorpaduueckoit KapTOTEKN);
MOJArOTOBKAa K PpasIuyHBIM  (opMaM TEKyIeH | MPOMEKYTOYHOU
aTTecTauuy (K TECTUPOBAHUIO, 3a4€Ty, FK3aMCHY); BBHIIIOJHEHHE TOMAIIHUX
KOHTPOJIbHBIX Pa0OT; CaMOCTOSITEIbHOE BBIIOJIHEHHE IPAKTHIECKUX
3aJaHU{ PENpPOILyKTUBHOTO THIA (OTBETHI HAa BOMIPOCHI, TECTHI; BHIOJHEHHUE
TBOpPYECKMX 3ajaHuii). TeXHONOTHs OpraHu3aludh CaMOCTOSTEIbHOU
paboTel 00ydYarOMUXCA BKIIOYAET FWCIIOJNB30BaHWE HWH(OOPMAIMOHHBIX H
MaTepHaIbHO-TEXHUYECKUX PECYpcOB 00pa30BaTEIbHOTO  YUPEKACHHS:
OMOIMOTEKY C YMTAIBHBIM 3aJI0M, YKOMIUIEKTOBAaHHYIO B COOTBETCTBHHU C
CYIIECTBYIOIIUMH HOPMaMH; y4eOHO-METONMYECKyl0 0a3zy y4eOHBIX
KaOWHETOB, JabopaTopuii u 3ay1a Koau(HUKAITNN; KOMITBIOTEPHBIC KJIACCHI C
BO3MOXHOCTBIO PaboThl B ceTn MHTepHeT; ayauTopuu (KJIacchl) s
KOHCYJIbTAlIUOHHOM JEATEJIbHOCTH; Y4eOHYyI0 M y4eOHO-METOIMYECKYIO
JUTEpaTypy,  pa3pabOTaHHYI0 €  Y4eTOM  YBEJIMYEHHS  JOJHU
CaMOCTOSITEIbHON PaOdOTHl CTYJCHTOB, M UHBIC METOJMYECKHE MaTepUAIIbL.
[epen BBIMONHEHUEM OOYUYAIOIIMMUCS BHEAYJUTOPHOH CaMOCTOSTEIBHOM
paboThl mpenofaBaTeslb MPOBOAUT KOHCYJIBTHPOBAHHE IO BBIIOJIHEHHIO
3aJaHus, KOTOPBIH BKIIOYAET LENb 3aJaHUsl, €ro COJEpXKaHus, CPOKH
BBINIOJTHEHHUS, OPUEHTHPOBOYHBIN 00beM paboThl, OCHOBHBIC TPeOOBAHHS K
pe3ynbTataM paOOThl, KPUTEpUH OLECHKA. Bo BpeMms BBINOJIHEHUS
0o0y4aromMMHCS BHEAYAUTOPHOH CaMOCTOSITENbHOW pabOThl M IpH
HEOOXOIMMOCTH TPENoAaBaTellb MOXET MPOBOAWUTh HHIUBHIYaJIbHBIE H
rpynmnoBble  KoHcymbramuu. — CamocTosiTenpHas ~ paboTa  MOMKET
OCYIIECTBIISTHCS HMHAMBUAYAIBHO WM TpynnaMud oOyyaromuxcs B
3aBUCHUMOCTH OT LIEIH, 00beMa, KOHKPETHON TEeMAaTHKH CaMOCTOSTEIHHOM
paboThl, YpOBHSI CIOKHOCTH, YPOBHS yMeHHH oOydarommxcs. KoHTpoib
CaMOCTOSITEIbHOM PabOThI IPEAyCMaTPUBACT:

Ompoc

. COOTHECEHHE COJEpPXKaHUS KOHTPOJS ¢ LEISIMU O0y4eHUs;
00BEKTUBHOCTH KOHTPOJIS;

. BaJIMIHOCTh KOHTpPOJISL (COOTBETCTBHE MPEIbSBISIEMbIX
3aJlaHuil TOMY, 4TO MPEJIOIaraeTcsi IPOBEPHUTH);

. nddepeHnranmo KOHTPOJIBHO-U3MEPUTENBHBIX
MaTepHaJoB.

®DOopMBI KOHTPOJISI CAMOCTOSITEIBHOM PabOTHI:

. MPOCMOTP M TPOBEPKa BBIIIOJHEHUSI CAMOCTOSTEIBHON
paboTHI IpeToaBaTeIeM;

. OpTaHu3aIHs CaMOTIPOBEPKH,

. B3aUMOIIPOBEPKM  BBIMOJHEHHOTO 3aJlaHUs B  TPYIIIE;
00CyXJIeHHE Pe3yJIbTATOB BHIMIOJIHEHHOHN PabOThl Ha 3aHATHH;

. MpOBEIeHNE MTUCBEMEHHOTO OIPOCa;

. MIPOBEICHUE YCTHOT'O OMPOCa;

. OpraHu3aIus u NpoBeJICHHE WHJIUBUTYaJIbHOTO
cobece0BaHMsT; OpraHU3alys U poBeIeHHe co0ece0BaHMs C TPYIIIOi;

. 3alIMTa OTYETOB O NPOJICJIAHHOM padore.

Onpoc - 93TO CpeACTBO KOHTPOIS, OpPraHM30BaHHOE Kak

crenuaibHas Oecejia nmpenoaaBaTelis ¢ 00yJalonUMCs Ha TEMBbI, CBSI3aHHbBIC
C W3y4yaeMmMoW JWCIUIUIMHOW, M pPACCUMTAHHOE Ha BBIABICHHE OOBEMa
3HAHUW TI0 ONpEACIICHHOMY pasely, TeMe, mnpolOieMe U T.I.
[IpobnemaTrka, BBEIHOCHMAsh Ha OMPOC OIpeAesieHa B 3aJaHUSIX I
CaMOCTOSITETbHONH pabOThl 00YYAIOMIErOCs, a TAKKE MOMKET ONpPEIeNAThCI
mpenoaBareseM, BEAyIIUM CEMUHAPCKUE 3aHsATHs. Bo Bpems npoBeneHus
ornpoca O00yYaroIIUMHCS JOJDKEH YMETh OOCYIuTh C MpernojaBaTesieM
COOTBETCTBYIOIIYIO MPOOJIEMATHKY HAa YPOBHE JUAJIOTA.

KomnokBuym

KosokBuyM (ot jaruHckoro colloquium — pasroBop, Oecenma) —
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onHa u3 (popM yUueOHBIX 3aHATHIA, Oeceqa MPernoaaBaTelis ¢ YIaluuMICs Ha
OTNpEJICNICHHYI0 TeMy ©3 YydeOHOW mporpammbl. llens mpoBeneHus
KOJUIOKBUYMa COCTOMT B BBIACHCHUH YpPOBHS 3HAHWMN, ITOJYYCHHBIX
yYalIUMHCS B pe3yJbTaTe MpPOCIHYIIMBAaHUS  JICKIUH, IOCCIICHUS
CEMHHApOB, a TaKKe B peE3ylbTare CaMOCTOSATENHHOTO H3YyYCHHUS
MaTepHaia. B pamMkax MOCTaBICHHON IENN PEIIAOTCs CIEAYIOIINE 3a1auu:

° BBISICHEHHE KadecTBa M CTENCHH NMOHWMAHUS YYalUMUCS
JIEKITMOHHOTO MaTepuana;

. pa3BUTHE U 3aKPEIUICHUE HABBIKOB BBHIPAKECHUSI yUAITUMUCS
CBOHUX MEICIICH;

° pacuupeHue BapUAHTOB CaMOCTOSTEIIbHOM
LIEJICHAIIPABICHHON TTOJITOTOBKY YYAITIXCS;

° pa3BHUTHE HAaBBIKOB OOOOIIEHUS PA3IUYHBIX JIUTEPATYPHBIX
HCTOYHUKOB;

° MIPEeIOCTaBICHNE BO3MOXXHOCTH YYaIlTUMCS COTIOCTAaBIIATH

pa3Hble TOUKH 3pEHMSI [I0 pacCMaTPUBAEMOMY BOIIPOCY.
B pesynbraTe mpoBeaeHUs] KOJUIOKBHYyMa IPENONABaTeib NOJDKEH
HMMETh NpeJICTaBIeHHE:

o 0 Ka4yecTBe JICKIHOHHOTO MaTepuana;

o O CHJIBHBIX M CJa0bIX CTOPOHAX CBOCH METOMUKH YTCHHS
JICKIIHIA;

o O CWIBHBIX M CHa0bIX CTOPOHAX CBOCH METOAUKH
MPOBEICHUS] CEMHUHAPCKUX 3aHSTHIA;

. 00 ypOBHE CaMOCTOSTEIbHOW pabOThI YUAIIUXCS;

. 00 yMeHUH 00Y4YaIOIINXCSI BECTH JAUCKYCCUIO U JOKA3hIBATh
CBOIO TOYKY 3pCHUS;

o 0 CTETeHHU PYUPOBAHHOCTH yUYALIHUXCSI;

o O CTeMeHH WHAMBHIYaJIbHOTO OCBOCHHUS MarepHana

KOHKPETHBIMH 00yYaroIIuMHCS.

B pesynbrare mpoBeAeHUs KOJJIOKBUYMa OOYYalOLIMHCS NOJDKEH
HMMETH NPEACTABICHHE:

. 00 ypoBHE CBOMX 3HAaHHMH IO pacCMaTPHUBAEMbBIM BOIIPOCAM
B COOTBETCTBHHU C TPeOOBAHUSIMH MPENOJABATENS U OTHOCUTEIBHO JPYTUX
CTYJEHTOB TPYTIIIHI;

. 0 HEJJOCTAaTKaX CaMOCTOSTEIILHOM POPA0OTKH MaTepHuaa;
o 0 CBOEM YMEHHH HM3JIaraTh MaTepHal,
o 0 CBOEM YMCHHMU BECTU IOUCKYCCUIO M J0Ka3bIiBaTb CBOIO

TOYKY 3pSHHSI.

B 3aBHCMMOCTH OT CTENEHHM TOATOTOBKH TPYHIBI MOXHO
HCTOJB30BaTh Pa3Hble MOJXOJbI K MPOBEACHUIO KOJUIOKBHYyMa. B ciydae,
ecii OOJIBITMHCTBO TPYIITBI C TPYAOM BOCHPHHUMAET COJEPKAHUE JICKIIUI
W Ha TPAKTUYECKHX 3aHATHAX  JEMOHCTPHPYET  HEJOCTATOYHYIO
CHOCOOHOCTh AKTHBHO OINEPUPOBATH CO CMBICIOBBIMH E€IWHUIIAMU H
TEPMHUHOJIOTUEH Kypca, TO KOJJIOKBHYM MOXXHO Pa3/IeNUTh HA JBE YaCTH.
CHauana mpenojaBaTeib H3JlaraeT 0a30BbIC MOHATHS, COJIEpXKallUecs B
mporpaMme. DTO JOJDKHO 3aHATh He OoJiee deTBepTH 3aHATHSA. OcTaibHBIE
TPU 4YETBEPTH HEOOXOIUMO IOCBATUTH JIUCKYCCHUHM, B XOJIe KOTOpPOWM
oOyyaronyecs OOJDKHBI yOeAWThCS M, TJIaBHOE, yOenuTb Ipyr Ipyra B
000CHOBaHHOCTH U AOKA3aTEIBLHOCTH MOJYYEHHOI'O BUICHUS BOIIPOCA U €T0
COOTBETCTBHS PEeTbHON MpakTHKe. Eciu jke mpenojaBaTelib UMEET JIENO C
Oonee TMOArOTOBJIEHHOW, CaMOCTOSITENIbHO OyMalolled W aKTHBHO
YCBaMBAIOIIEH CMBICIIOBBIEC EAMHUIBI U TEPMUHOJIOTHIO Kypca ayIuTOpHEH,
TO KOJIJIOKBUYM HEOOXOJUMO TMPOBECTH TaK, 4TOObI caMH OOYyYaroIIuecs
chOpMYJIMPOBAIM  HM3IIOKEHHbIE B TpOrpaMMe TMOHSTHS, BbICKa3aJH
HECOBMAJAIOMINE TOYKU 3pEHHs M MPUBENM NPaKTHYECKHE NpuUMephl. 3a
MperoJiaBaTeieM OcCTaeTcs poJib  MojiepaTtopa (BeAyUIero JUCKYCCHH),
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KOTOpPBIX B KOHIE «IHIIb» CYMMHUPYET COBMECTHO IOJNyYCHHBIC
pPe3yNIbTaTHL

TectupoBanue

KOHTpOJ'IL B BUIC TECTOB MOXKET HCIOJB30BATHCA IOCIIE U3YUCHUA
KaXXI0M TEMBI Kypca. Hrorosoe TECTUPOBAHUEC MOKHO IPOBOAUTL B q)OpMC:

o KOMITBIOTECPHOI'O TECTUPOBAHUA, T.C. KOMIIBIOTEP
IIPOU3BOJIBHO BBI6I/IpaCT BOIIPOCHI U3 0asbl JAaHHBIX I10 CTCIICHH CJIOKHOCTH,
o MNHUCBbMCEHHBIX OTBETOB, T.C. MPCIOAaBaTCIIb 3aJa€T BOIIPOC U

JaeT HECKOJIBKO BapUAaHTOB OTBETA, a OOYYAIOLIUICSA Ha OTIEJIBHOM JIUCTE
3aIlMCBIBAET HOMEPa BOIIPOCOB M HOMEPa COOTBETCTBYIOIIUX OTBETOB.

Hdns  poctwkeHuss — OOJBIIEH  TOCTOBEPHOCTH  PE3YNbTaTOB
TECTHPOBAHUS CIEAYET CTPOUTH TEKCT TaK, YTOOBI y 0Oydaromuxcst ObLIO
He Oonee 40 — 50 cekyHna ans oTBeTa Ha OXWMH Bompoc. MTOroselil Tect
JOJDKEH BKIIOYAaTh He MeHee 60 BOMPOCOB MO BCEMYy Kypcy. 3HAUWT,
HUTOTOBOE TECTHPOBaHHE 3aiiMeT uenoe 3aHaTue. OLEHKa pe3yJbTaToB
TECTUPOBAHMSA MOXET IPOBOANUTHCS JBYMS CIIOCOOaMU:

1) mo 5-0annpHOM cucteMe, KOrJia OTBETHI CTYIEHTOB OLIEHUBAIOTCS
CIICIYFOIIUM 00pa30oM:

- «oTIIM4HO» — Oonee 80% OTBETOB MPaBUIILHBIC;

- «xopomuio» — 6onee 65% O0TBETOB NPABUIILHBIE;

- «YAOBJIETBOPHUTENBEHO» — Oonee 50% OTBETOB NMpaBHIILHEIC.

OOyuaromuecsi, KOTOpble MPaBUILHO OTBETUIN MeHee yeM Ha 70%
BOIIPOCOB, [JOJDKHBI B IOCIENyloLleM Iepecaats TecT. llpm 3ToM
HE00XO0IMMO TPOKOHTPOIMPOBATH, YTOOBI BAPUAHT TecTa ObLI JPYTOM;

2) mo cucTeMe 3aderT-He3adeT, Korma IS 3adera 10 JTaHHOM
OUCLUIUIMHE JOCTaTOYHO IPaBWIBHO OTBETHTh Oosee uyem Ha 70%
BOIIPOCOB.

HO,I[FOTOBKa K 3a4CTy

[Ipyn moaroroBke K 3ayeTy HEOOXOAWMO OPHEHTHPOBATHCS Ha
KOHCIEKTBI JIEKIIUH, PEKOMEHAyeMylo iureparypy W 1p. OcHOBHoe B
MIOArOTOBKE K cJade 3adera no auciuruimHe «CucTeMa yNpaBlIeHHs
JOKYMEHTO0O0pOTOM» - 3TO MOBTOPEHHE BCETO MaTepHalia TUCIUTUINHBI,
[0 KOTOpPOMY HEOOXOAWMO claBaTh 3k3aMeH. [Ipu moaroroBke k caaye
3ayera oOyuaromuiics Becb 00beM pabOTBl JOIDKEH paclpenessiTh
PaBHOMEpPHO TIO JIHSAM, OTBEIEHHBIM [UIsI TMOJTOTOBKHM K JK3aMEHY,
KOHTPOJIMPOBaTh KAX/AbI JIEHb BBINIOJHEHHWE HAMEUYCHHOW paboThI.
IloaroTroBka K 5K3aMeHy BKJIIOUAET B ce0s TPH ATara:

o CaMOCTOATCIIbHAs pa60Ta B TCUCHUEC CEMCCTpPA,

o HCMOCPCACTBCHHAA IMOATIOTOBKA B JHH, IMPESAHICCTBYIOIINUC
OK3aMCHY 110 TEMaM Kypca,

o NOoATrOTOBKAa K OTBCTY Ha 3aJdaHus, COACPIKAIIUECCS B

Ounerax (Tectax) sK3aMeHa.

Jns  ycremHOM chayM dK3aMeHa 1o jaucuuiuimHe «Cucrema
YIIPaBICHUs JOKYMEHTOO0OPOTOM» 00ydaroLInuecs: JOJKHBI IPUHUMATD BO
BHUMAaHUE, 4YTO:

. BCE OCHOBHBIE BOIIPOCHI, YKa3aHHEBIE B paboueii mporpamme,
HY>KHO 3HaTbh, IOHUMATb UX CMBICII U YMETh €T0 Pa3bSICHUTH;
. yKazaHHble B paboueii mporpamme  QopMupyemsbie

npodeccuoHanbHbIe KOMIETEHIIMH B PE3yJbTaTe OCBOCHMS AWCLHILIHHBI
JIOJKHBI OBITH TTPOJAEMOHCTPUPOBAHBI CTYICHTOM;

. CEeMHMHApPCKUE 3aHSATHSA CIIOCOOCTBYIOT MOJyYeHHIO Ooiee
BBICOKOTO YpPOBHS 3HaHWH M, KaK CI€ACTBHE, Oojiee BHICOKON OIIEHKE Ha
3K3aMEHE;

. TOTOBUTBCS K DK3aMEHY HEOOXOAMMO HA4YMHATH C IEPBOH
JIEKIIMM U [IEPBOT0 CEMUHAPA.

9. Onucanue MaTepuaJbLHO-TEXHUYECKO# 0a3bl, HEOOXOTUMOIi i1 OCYIIeCTBIEHHUS
00pa3oBaTeILHOIO NMpolecca no JUCHUILINHE
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Jlist ocymiecTBieHust 00pa30BaTeIbHOTO Mmporiecca 1o aucuuruinae «Cucrema ynpaBieHus
JIOKYMEHTOO0O0POTOM» HEOOXOIMMO HCIIONIb30BAHKE CIEIYIOIINX MOMEIECHUI:

MarepuanbHO-TeXHUYECKOE 00ecreueHne JUCIUTUTMHBI BKIIOYAET B ceOsl:

yueOHasi ayIuTOpus Ui NMPOBeIeHUsl YUeOHBIX 3aHATUN, OCHAIEHHAs: 000pYyIOBaHUEM U
TEXHUYECKUMHU CpefcTBaMu 00ydeHus (MeOenb ayIuTopHas (CTOJbI, CTYJbs, JOCKA), CTOI, CTYII
npenojaBarenisi)) M TEXHUYECKHe CpeacTBa oOyueHusi (MEepCOHANBHBIM  KOMIIBIOTED;
MYJIbTUMEINIHOE 000pyI0BaHUE);

®[IOMEUICHUE JUISI CAaMOCTOSATENBHOW pabOThl OO0yYaromUXCs: CHEeNHUATU3HUPOBAHHAS
MeOellb U KOMITBPIOTEpHAs TEXHHKA C BO3MOXKHOCTBIO TOJKIIOUEHHS K cetu «VHTepHeT» U
o0ecrnieueHreM JO0CTyIa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBaTenbHyto cpeny MHcTuryTa.

10. Ilepeyenb MHGPOPMANMOHHBIX TEXHOJIOTHI, UCIOJb3yeMbIX MPHU OCYIIECTBJIECHUH
00pa3oBaTeILHOIO Mpolecca MO0 JUCUMILVINHE, B TOM 4YHCJIe KOMILIEKT JMLIEH3HOHHOI0
NMPOrpaMMHOI0 o0ecreYyeHusl, IIEeKTPOHHO-OMOJMOTEYHbIe CHCTEMbl, COBpPEeMEHHbIEe
npogeccuoHaabHbIe 0a3bl JaAHHBIX U HH(POPMALIMOHHBbIE CIPABOYHbIE CHCTEMbI

OOyuatomecss ~ obecriedeHbl  JOCTYIIOM K DJIGKTPOHHOW — WMH(OPMAIMOHHO-
oOpa3oBatenpHOW cpenae MHcTUTyTa M3 JIOOOH TOYKH, B KOTOPOHM HMMEETCSl JTOCTYN K CETH
«MHTEpHEeT», KaK Ha TEPPUTOPUU OpPraHU3alllU, TaK U BHE €e.

10.1 JIuneH3uoHHOE MPOrpaMMHOe oDecrieyeHmne:

1. Onepannonnas cucrema Microsoft Windows 7

2. Onepanmonnas cucrema MicrosoftWindows 10

3. IIporpammusiii maker Microsoft Office 2007

4. IMporpammusiii maket Microsoft Office 2010 Professional

5. KomruiekcHas cucteMa aHTHBHPYCHO# 3armuThl Kaspersky Endpoint Security

10.2. DyeKTPOHHO-0MOINOTEYHASI CHCTEMA:
1.9nexTponnas 6ubnmoreunas cucrema (O5C) IPR BOOKS: http://www.iprbookshop.ru/
2. DnektponHast oubnmoreunas cucrema (ObC) DBC Opaiit: : https://urait.ru/

10.3. CoBpeMeHnHbIe podeccuoOHANbHbIE 0A3bI JAHHBIX:

1. OdunuanbHelii  MHTEpHET-MOpTall  0a3bl  JaHHBIX MPaBOBOM  MHGOPMAILUH
http://pravo.gov.ru.

2. [Topran Enunoe OKHO J0CTyma K o0pa3oBaTelbHBIM  pecypcam
http://window.edu.ru/

3. OnexkrtpoHHas O6ubnuoreyHass cucrema «IPRbooks» [Dnextponnsiii pecypc]. —
DnekTpoH. aaH. — Pexxum pocryma : http://www.iprbookshop.ru/

4. Hayunas anektponHas Oubianoteka http://www.elibrary.ru/

5. Haunonanenas snextponnast oubmmoreka http://www.nns.ru/

6. OnexTpoHHBle  pecypcel  Poccuiickoli  rocyaapCTBEHHOU OnbIMoTeKN
http://www.rsl.ru/ru/root3489/all

7. DJNEeKTPOHHBIN pecypc KypHaJIOB:

«Jkcmept» http://www.expert.ru

«OKxoHOMHMUECKHe Haykm» http://ecsn.ru/

10.4. UnopmanoHHbIe CIPABOYHbIE CHCTEMbI:

1. HNudopmannonHo-mpaBoBas cucteMa « KoHCyTbTaHTH»

2. Tlopran ®enepanbHBIX TOCYJAPCTBEHHBIX O0pa30BaTEIbHBIX CTAHIAPTOB
BhIcIIero oOpa3oBanus http://fgosvo.ru

3. www.garant.ru MadopmannonHo-mipaBoBas cuctema [apanT

11. OcoOenHocTH peaju3auvM JAUCUMIUVIMHBI JJIf MHBAJIMIAOB W JHMI C
OrpaHMYEeHHBIMHU BO3MOKHOCTSAMM 310POBbS
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Jns  obecrieueHus: 00pa3oBaHMA WHBAIUAOB M OOYyYalOMIMXCS C OTPaHMYCHHBIMH
BO3MOXXHOCTSIMU  37I0POBbSl 110 JIMYHOMY 3asBICHHMIO OOydaromierocsi paspabaTbiBaeTcs
ajanTUpoBaHHas oOpa3oBaTeNbHAs MPOTrpaMMa, HHIUBUAYAIbHBIA yYeOHBIH IUIaH C y4eTOoM
OCOOCHHOCTEHl WX TNCUXO(MU3UYECKOTO Pa3BUTHUA M COCTOSHUS 3J0pPOBbS, B YAaCTHOCTH
IPUMEHSIETCS MHAUBUIyAJIbHBIM MTOIX0J K OCBOCHHIO JTUCLUIUIMHBI, UHAWBUyaJIbHbIE 3aJaHUS:
pedeparbl, NHCbMEHHbIE pPA0OTHI W, HAOOOPOT, TOJBKO YCTHBIE OTBETHl U JHAJIOTH,
WH/IMBUyalbHbIC KOHCYJbTAI[MH, HCIOJb30BaHUE TUKTODOHA W JPYIHX 3alMCHIBAIOIIUX
CPENCTB JJIs1 BOCIIPOU3BEICHHUS JIEKIIMOHHOTO U CEMMHAPCKOr0 MaTepHala.

B memsx oOecneyenus oOy4aroImuxcs HMHBAJIUAOB W JIMI C OrPAaHUYCHHBIMH
BO3MOXXHOCTSIMU 3/10pOBbsi OMOIMOTEKa KOMIUIEKTYET (POHJ OCHOBHOW Y4eOHOH JTUTEepaTypoil,
aJaNTHPOBAHHONM K OrPAaHUYEHUIO HMX 3[0pOBBS, MPEAOCTABISIET BO3MOXHOCTH YJIAJIE€HHOIO
MCIIOJIb30BaHUS AJIEKTPOHHBIX 00Pa30BaTEIbHBIX PECYPCOB, JAOCTYIl K KOTOPHIM OpraHU30BaH B
Yoy BO THUYb wum. H.JAJemumoBa. B Oubimoreke mNpoBOAATCS WHAMBUIYaIbHbIC
KOHCYJIbTallU! JJIs JAHHOW KaTerOpuM IMOJIb30BATENEH, OKa3bIBAECTCA MMOMOIb B PErUCTPALMH U
UCTIOIb30BAaHUM  CETEBBIX M  JIOKAIBHBIX JJIEKTPOHHBIX  00pa3oBaTENbHBIX  PECYpPCOB,
MPEIOCTABIISAIOTCS MECTa B YUTAJIBHOM 3aie, 000pyAOBaHHBIE MPOrpaMMaMU HEBU3YaIbHOTO
JOCTyTa K UHPOPMALIUHU, SKPAaHHBIMH YBEJIUYUTEISIMA U TEXHUUECKUMH CPEJICTBAMH yCHIICHHS
octatouHoro 3peHus: MicrosoftWindows 7, LleHTp crenuaabHBI3 BO3MOXHOCTEH, DKpaHHas
ayna; MicrosoftWindows 7; LleHTp cnenuanbHBI3 BO3MOXKHOCTEH, OKpaHHBIA IUKTOD;
MicrosoftWindows 7, LleHTp cHeumManpHBIX BO3MOXKHOCTEH, OKpaHHas KJIaBHATypa;
MicrosoftWindows 7, lleHTp criennanbHBIX BO3MOXKHOCTEH, BhICOKast KOHTPACTHOCTD.

12. JIncT perucTpanuu u3MeHeHHU

Pabouass mporpamMma y4eOHOI AMCHMIUIMHBI OOCYKJI€HAa U YTBEpPXkJAECHA Ha 3acellaHuu
Yuenoro coBera ot « 18 » 05 2023 r. mpotokon Ne 5

Ne Coneprkanre M3MEHEHUSI PexBu3uTH TOKYyMEHTa 00 Hara
n/m YTBEPKIC€HUHN U3MEHEHUs| BBEJICHUS
W3MEHEHUS

VYTBepkeHa pelIeHHEM YUYEHOro CcOBEeTa Ha
OCHOBaHMM IIpHKa3a MUHUCTEPCTBA HAayKH U
BbIciiero oOpazoBaHusi Poccuiickoit denepanuu
Nel456 ot 26 Hos6ps 2020 r. «O BHeceHHH IIporokou 3acenanus

1. | u3MeHeHu#l B QenepalbHbE TOCYAApCTBEHHBIC YueHoro copera OT 18.05.2023
o0Opa3oBarebHbIC CTaHJapThI BBICILIETO « 18 » 05 2023 roxa e
00pa3oBaHUsL. npoTtokos Ne 5

3aperucTpupoBaHo MUHHCTEPCTBOM  FOCTHIIMH
Poccuiickoit @enepauyu 27 mas 2021 r., per.
Homep 63650

30




