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COJEPXAHUE

AHHOTaNUA K TUCIUIIINHE

[lepeueHp mIaHUPYEMBIX PE3YJIbTATOB 00YUYEHHUS, COOTHECEHHBIX C IIAHUPYEMBIMU
pe3ylbTaTaMi OCBOSHHS 00pa30BaTeIbHONU MPOrPaMMBI

OOBeM TUCHMITIMHBI B 3a4€THBIX €IMHUIIAX C YKa3aHHEM KOJIMYEeCTBA aKaJIEMUYECKUX YacoB,
BBIJIEJICHHBIX Ha KOHTAKTHYIO paboTy 00y4aronuxcs ¢ npemnojiaparesiemM (1o BUIaM 3aHATHH)
Y Ha CaMOCTOSTENIbHYIO paboTy 00yJaromuxcs

O0BeM TUCIMIUIMHBI TIO BUAAM YUEOHBIX 3aHATHH (B Yacax)

ConepkaHue JUCHUIUIMHBI, CTPYKTYpHUpOBaHHOE€ 10 TemaMm (pasaenaMm) ¢ yKazaHUEM
OTBEJICHHOTI'O Ha HUX KOJIMYECTBA aKaJIEMUYECKHUX YacOB U BUJIOB yUEOHBIX 3aHATHH

Pa3nensl AMCUMIITUHBL U TPYIOEMKOCTD 10 BUIaM y4eOHBIX 3aHATHI (B aKaJeMUYECKUX
yacax)

ConeprkaHue AUCUUILINHBI, CTPYKTYPUPOBAHHOE IO pa3zesiaM (TeMam)

[Tepeuensb yueOHO-METOIMIECKOTO 00SCIICUCHHUS ISl CAMOCTOSI TEIIBHON pabOThI
o0Oy4aromuxcs Mo AUCHUIUIMHE

O1eHOYHBIE MaTEPHAIIBI JJIS IIPOBEACHHS TPOMEKYTOUHOM aTTeCTAIIMK 00yUJarOIIUXCs 110
muciuminHe «CucreMa yrnpaBieHHs IOKYMEHTO000pOTOM

Onucanue rnokasareiaei U KpUTEpUEB OLICHUBAHMSI KOMIIETEHIMI, OMCAaHUE HIKaJ
Metoauyeckie MarepHualibl, ONpPEENAIoUe MPOUEAYpPhl OLICHUBAHUS 3HAHWW, YMEHUH,
HAaBBIKOB M (WJIM) OMBITa JEATEIBHOCTH, XapaKTePU3YIOIIUX d3Tambl (HopMUpOBaHUS
KOMITIETEHIIHH B Mpoliecce OCBOEHUS 00pa30BaTeIbHOM MPOrpaMMBbI

TunoBble KOHTPOJBbHBIE 3aJaHUsl WM MHBIE MaTepHalibl, HEOOXOJUMBIE IJs MPOLEAYpPbI
OLICHUBAHUS 3HAHWM, YMEHWH, HABBIKOB H(WUJIHM) OMbITA JAEATEIbHOCTH, XapaKTEPHU3YIOIIUX
sTansl (OPMHUPOBAHUS KOMIIETEHIIUH B Mpoliecce OCBOEHUSI 00pa30BaTeIbHOM MPOTrpaMMBbl
Tunossle 3a1aHus A7 IPOBEACHUS IPOMEKYTOUHON aTTeCTallMi 00yJaroIuXCs
Metoaudeckie Marepualibl, ONpPENENSIoIUe MPOLUEAYpbl OLICHWBAHUS 3HAHWW, YMEHUH,
HaBBIKOB M (WJIM) OMNbITa JEATENBHOCTH, XapaKTepU3YOIUX 3Tanbl (HOpMUPOBAHUS
KOMIIETCHIIU N

[lepeyeHb OCHOBHOM U JONOJHUTENBHON yueOHOM TUTEepaTyphl, HEOOXOAUMOM Il OCBOCHHUS
JUCIUIINHBI

Metoanyeckue ykazaHus Ui 00y4aromuxcs M0 OCBOSHUIO TUCIMITIHHBI

Onucanue MaTepuaIbHO-TEXHUUECKOH 0a3bl, HEOOXOAUMOM IJIsl OCYILECTBICHUS
00pa3oBaTeNBLHOrO MpoIiecca M0 AUCHUILTUHE

[lepeuenp MHGOPMAITMOHHBIX TEXHOJIOTHM, HCIOIB3YEMBIX MPU OCYIIECTBICHUN
00pa3oBaTeNbHOrO MpoIiecca M0 AUCIUIIMHE, B TOM YUCIIe KOMITIEKT JTUIIEH3MOHHOTO
MIPOrpaMMHOT0 O0eCTeueHusl, 3IEKTPOHHO-ONOINOTEUHbIE CUCTEMBI, COBPEMEHHBIE
npodeccruoHaabHble 0a3bl JaHHBIX U UH()OPMAIIMOHHBIE CITPABOYHbIE CUCTEMBI.
JIn1eH3MOHHOE MPOrpaMMHOE OOecTieueHne

DNeKTPOHHO-OMOINOTEYHAs CHCTEMa

CoBpeMeHnHbIe TpoeccroHabHBIE 0a3 JaHHBIX

WNudopmanroHHble CIPaBOYHBIE CHCTEMBI

Oco0eHHOCTH peanu3alny AUCUUTIINHBI AJ11 MHBAIHUIOB U JIUI] C OTPAaHUYEHHBIMHU
BO3MOXXHOCTSIMH 37J0POBbsI

Jluct perucrpanun M3MEHEHUN



1. AHHOTAIUA K JUCHHUILINHE

Pabouas nmporpamma aucuuiuinHel «CucremMa ynpaBieHUs JOKYMEHTOOOOPOTOM» COCTaBJICHA B
cootBercTBUU ¢ TpeboBanmsimu OI'OC BO mo wampasnenuto moarotoBku 38.03.02 MenemkMeHT
(YypoBeHb OakanaBpuata), YTBEpKIACHHOTO IPUKa30M MUHHUCTEPCTBA HAYKU M BBICIIETO 00pa30BaHUS
P® ot 12.08. 2020 1. N 970.

Pabouast mporpamMma CoepKUT 00sI3aTENNbHbBIE U U3y4eHUsl TeMbI 1o aucuuruimHe «Cucrema
yOpaBiACHUS  JOKYMEHTOOOOpOTOM».  JlUcIMIUIMHA  JaeT  [EJOCTHOE  MpEACTaBICHHE O
JOKYMEHTOO0OpPOTE B YCIOBHUSX IH(PPOBU3AIUU YIPABICHYECKOTO WHCTPYMEHTApUS COBPEMEHHBIX
KOMITaHHH.

MecTo AUCHMIUIMHBI B CTPYKTYpe OCHOBHO#H mnpodeccHoHAIbLHOIi 00pa3oBaTeIbHOM
MPOrpaMMbl

Hacrosimas aucuuiuiiHa BKIIIOYEHA B 4acTh, (POPMUPYEMYIO0 yUaCTHHKaMU 00pa3oBaTeIbHbBIX
oTHoOmeHUH, broka (axkynbTaTUBHBIX JUCHUILUIAH y4EOHBIX IUIAHOB 1O HANPABJICHUIO MOATOTOBKU
38.03.02 MeHemxMeHT, ypOBEHb OakajlaBpuara.

JucuuruimHa uzydaercss Ha 1 Kypce, B 2 ceMecTpe JUlsi OYHO-3a04HOU (OpMBbI OOYYEHUS,
(dhopMa KOHTPOJIA - 3a4eT.

Heap n3yyeHust IMCHUIIHHBI

CdopmupoBaTh y CTyIeHTa HaBbIKU PaOOThl ¢ JOKYMEHTAaMM U PELICHMs 3aj]iad, CBSI3aHHBIE C
[epexo/IoM K 0e30yMa)KHOW TEXHOJIOTMU YIPABJIEHUS 3KOHOMHYECKMMM CHCTEMaMH, UX 00paboTke,
XPaHEHHUIO, TIOUCKY U Mepead HH(POpMALHH.

3agauu u3yyeHUus1 TUCHUILIUHBI:

- I3YYCHHE KJIACCOB SKOHOMHYECKHX CHUCTEM, COJIepKaHni (DYHKITUI OU3HEC-TIPOIIECCOB;

- coJiep KaHue CUCTEMBI JOKYMEHTO000pOTa;

- BUJIbI JOKYMEHTOB M UX CBSI3U ¢ OM3HEC-TIPOLIECCAMU;

- UW3YyYEHHE TPOIEAYypbl COCTABJICHMsS, MONy4YeHUs, Mepenadd, oOpabOTKU M XpaHEHUs
JOKyMEHTAIuU B oduce;

Komnerenunun odyuarmierocsi, GopmMupyembie B pe3yJibTaTe 0CBOEHHUS IMCUUIIIUHDBI:
[1K-3 - BnageHneM HaBbIKaMU aHanu3a WHGopManuu o GYHKIIMOHUPOBAHUM CHCTEMBI BHYTPEHHETO
JOKYMEHTOO0OpOTa OpraHu3aluM, BeAeHWs 0a3 JaHHBIX 10 Pa3IUYHBIM T[IOKa3aTelsiM |
dbopMupoBanus UH(HOPMALIMOHHOTO 00ECTIeYeHHs YIaCTHUKOB OpraHU3allMOHHBIX MTPOEKTOB.

2. IlepedyeHb IUIAHMPYEMBIX Pe3yJbTAaTOB O0y4YeHHUsI, COOTHECEHHBIX € IUIAHMPYeMbIMHU
pe3yJibTaTaMu OCBOEHHs OCHOBHOM NMpodgeccnoHaIbHOH 00pa30BaTe/IbHOM MPOrpaMMBbl

[Iponiecc  u3y4yeHMs  AMCUMIUIMHBI  HampaBjieH Ha  (OpPMHpPOBAHHE  KOMIIETEHIIUH,
npeaycMoTpeHHsix ®I'OC BO mo nanpasnenuto moarotoBku 38.03.02 MeHemkMeHT (YpOBEHB
OakanmaBpuaTa) M Ha OCHOBE MNPO(ECCHOHAIBHOTO CTAaHJAPTOB COOTHECEHHBIX C (enepaabHbIM
roCy/1apCTBEHHBIM 00pa30BaTeNbHBIM CTAHAAPTOM 10 YKa3aHHOMY HalpaBiICHHUIO OArOTOBKU:

— «CrnenuanucT 1O YIPABIECHUIO PUCKAMU», YTBEP)KIEHHOIO INpUKa3oM MuHHCTEpCTBa
TpyZa u coluanbHou 3amuTsl Poccuiickoit @enepanuu ot 18 aBrycra 2018 r. N 544H;

— «Crnenuanuct B chepe ynpaBlieHUsI IPOEKTaMU roOCyAapCTBEHHO-YaCTHOI'O apTHEPCTBAY,
YTBEPKICHHBIN MTPUKa30oM MUHHUCTEpCTBA TpyAa U couuanbHOM 3amuThl Poccuiickoit denepanuu ot
20 uronst 2020 rona N 43 11.

Kopg Pe3yabTarhl ocBoenusi | UHaukaTopsbl aocTukeHus1 | Popmbl
KOMIICTeHIIHH o1roI (comep:kaHmMe | KOMIeTeHIMIA 00pa3oBaTeJIbHOMH
KOMIIeTeHIUil) JeATeJIbHOCTH,
CIoCOoOCTBYIOIIIHE
¢popmupoBanu u
Pa3BUTHIO
KOMIIeTeHIUH
IIK-3 BIAJICHUC maseikamu | IIK-3.1. Bmageer  maseikamu | KoHrakTHas pabora:

3




MPeIPUHUMATEIILCKON MPeIITPUHUMATEIILCKON Jlexun
JIESITEIbHOCTH W TIPOBEICHUS | NEATEITbHOCTH [IpaxTruaeckue
MoHHTOpHHTa  puckoB B | IIK-3.2. Nwmeer HAaBBIKM | 3aHATHUSA
mporecce peanusanuy | mpoBeACHUS mMouuTopunra | CamocTosTenbHas
IpOeKTa, B TOM 4HCIE, | pUCKOB B Mpollecce peanm3aiuu | padora
IPOEKTa  TOCYJApCTBEHHO- | MPOEKTA
YaCTHOT'O IapTHEPCTBA, IIK-3.3. Buageer HaBbIKaMH
MPEAIPUHUMATEIIBCKON
JIESTEIbHOCTH W TPOBEIEHUS
MOHHTOpPHWHTA PHCKOB B IpoIlecce
peayiMzaliii  MPOEKTa, B TOM
qHCclie, MPOEKTa rOCyAapCTBEHHO-
YaCTHOTO MTAPTHEPCTBA
[Ipoiecc  w3ydyeHWs  TUCHUIUIMHBI  HampaBieH Ha  (HOPMUPOBAHHE  KOMIICTCHIIHH,

npeaycMmotpeHHsix GI'OC BO mo nanpasnenuto noarotoBku 38.03.02 MenemkMeHT (YpOBEHBb
OakanaBpuaTa) M Ha OCHOBE MPO(PECCHOHAIBHOTO CTaHAApTOB «CHEUAIUCT MO YIPaBICHHUIO
pUCKaMHU», YTBEP>KIECHHOIO0 NpHUKa3oM MHHHCTEpCTBAa Tpyla M COLMAIBbHOM 3amuThl Poccuiickoin
@enepauu ot 18 aprycra 2018 r. N 544n u «Cneuuanuct B cdepe YIpaBlieHUS MHPOEKTaMU
rocyJapCTBEHHO-YACTHOTO MMAapTHEPCTBa», YTBEPKACHHBIM MpUKazoM MwuHuctepcrBa Tpyda H
comuranbHON 3amuThl Poccuiickoit @enepamnu ot 20 wuronst 2020 roma N 431H, COOTHECEHHBIX C
denepanbHBIM TOCYJAPCTBEHHBIM 00pa30BaTENIbHBIM CTAaHAAPTOM [0 YKA3aHHOMY HAampaBICHUIO
MOATOTOBKH.

3. O0beM AMCHUILIMHBI B 32a4€THBIX eIMHUIAX € YKA3aHUEM KOJMYeCTBa aKaJeMHYeCKHX
YacoB, BbIICJIEHHBIX HA KOHTAKTHYI0 pPadoTy oOydawoummxcsi ¢ npenojaaBarteseM (10 BHAAM
3aHSITHIT) M HA CAMOCTOSAITEJILHYIO padoTy 00y4aroImuxcs

OO61ast TpyA0E€MKOCTh AUCHUIUINHBI COCTABIISCT 2 3a4E€THBIC €IUHUIIBI.

3.1 O0bém IMCHUNIMHBI 0 BUAAM Y4eOHBbIX 3aHATHH (B Yacax)

Bcero yacos
O0bEéM THCHHNTHHBI 04HO-3a04Hast hopMa o0ydeHus

OO611ast TPy 10EMKOCTh JUCIIUILTAHBI 72
KonTakTHas paboTa oOydaromuxcs ¢ mpemnojasareneM (BCero) 12
AynutopHast padora (Bcero): 12

B TOM YHCIIC:

IIEKITNN 4
CEMHHApBI, TPAKTHYECKHE 3aHITUS 8
nabopatopHble paboThI

KoHnTpons 4
BueaynutopHas pabora (Bcero): 56

B TOM YHCIIE:

camocTosTeabHast padoTa 00ydaronuxcs (BCero) 56

By npomMexyTOYHOH aTTecTallui  00y4aromerocs - 3a4et +

4. CoaepxaHue QUCHMILIMHBI, CTPYKTYPHPOBaHHOE 10 TeMaM (pa3jejaM) ¢ yKa3aHHeM
OTBEJICHHOI'0 HAa HUX KOJHYeCTBA aKaleMHYeCKHX YacOB U BH/I0B YUeOHBIX 3aHATHI

4.1 Pa3geanl IUCHUIIUHBI
aKaJeMHUYeCKHUX 4acax)

U TPYAOEMKOCTh II0 BHAAM Y4YeOHbIX 3aHATHH (B



JJISL 04HO-32049HOI popMbI 00yUeHM I

Ne
n/n

Pa3nenbl ¥ TeMbI
YueOHOH AU CUMIIMHBI

CemecTp

Buabl yuedHoii padoTsl, BKJIIOYast
CaMOCTOATEJIbHYIO pPa00Ty M TPYA0EMKOCTD (B

yacax)

Bcero

M3 Hux
ayIuTOpPHBIE
3aHATHSA

Jleknun

JlabopaTopHbIii
NPaKTHKYM
IIpakTHyeckue
3aHATHS /CEMUHAPBI

CamocrosiTesbHast padoTa

KonTpoannas pagora

KypcoBasi pabora

aTrecTalnuu
(o cemecTpam)

TeKYIIero KOHTPOJIst
yCIeBaeMOCTH, POMEKY TOYHOI

Buj oueno4Horo cpeacraa

OcCHOBHBIE
yIIpaBiIeHUs
JIOKYMEHTO000POTOM,
06e30yMakHple  TEXHOJIOTHH
YIpaBICHUS

KOHICIIIHH

0,5

o
3,

Ompoc

IlonsTtue 5 CTpyKTypa
3KOHOMHUYECKOM CUCTEMBI
B0). Knaccudukarus
hyHKIHIA H JICTTOBBIX
npoueccos IC

0,5

0,5

Komnoxsuym

[NonsTus JIOKYMEHT,
JIOKyMEHTOIIOTOK,
JIOKyMEHT0000pOT

0,5

3,5

Ompoc

Ha3nauenue CucreMbl
JloKyMEeHTaIlHOHHOTO
Obecnieuenus YmpaBiieHUS U
I'CAOY. CocraB ¢yHKIHH
Iporuenyp, BBITIOTHAEMBIX
[91(0)%

0,5

3,5

Komnoksuym

Cocras OpraHu3anuoHHO-
PacnopsiautenbHbIX
JlokyMeHTOB (OPLD).
Conepxanue MPOIIETyPHI
cocrasnenust OPJI.

Ompoc

Conepxanue MPOIIETyPHI
MOJIyYCHUA u nepeaaumn
TMOTOKOB JOKYMCHTOB

TectupoBanue

Cocras " coJiepKaHne
IIPOLIEAYPEI KOHTPOJIA
UCIIOJHUTENBHBIX
JIOKYMEHTOB

0,5

3,5

Komnoksuym

CogepxaHue W MPOLETYPHI
(dopMupoBaHHsS JEN U CHAYH
JIC]T B apXHB

Ompoc

[lonsTe  MHpOPMAIMOHHON
SKOHOMUYECKOH
MH(QOpPMALMOHHON  CHCTEMBI
(MUC). Knaccel u crpykTypa
ncC

0,5

3,5

Komnoxsuym

10

[puHIUTEL, METOJIBI u
cpezcTBa CO3IaHUs
DNEeKTPOHHOM CucreMbt
Yupasnenust
JIoKyMEeHT0000pOTOM

Ompoc

11

TpeboBanus K  CHUCTEMaM
COCTaBIICHUS  DJEKTPOHHOTO
JIOKYMEHTa. XapaKTepUCTHUKa
CHCTEM COCTaBIICHHS, BBOJIA U

0,5

3,5

Konnoxsuym




xpaHeHus D1

XapakTepHucTHKa u

12 UCIIOJIb30BAHUE  TEXHOJIOTUH | 2 4 4 Ompoc
«ad-hok»
XapakTepHucTHKa u

13 UCIIOJIb30BAaHUE  TEXHOJOTruu | 2 4 0,5 3,5 Konnoxsuym
«groupware»

OcoOeHHOCTH  OpraHu3aluu
paboThl CHCTEM YIpPaBJICHHUS

14 2 4 4 Omnpoc
JIIOKYMEHTO00OpOoTa  Kiacca
«ACKU O »

15 Cucremst aBTOMATH3ALMK | 4 05 35 KomiokBiywm
JICIIOBBIX MIPOIIECCOB
OCHOBHEBIE KOHIIEIITHHA
yIpaBICHUSL

16 JIOKYMEHTO000POTOM, 2 4 0,5 3,5 Omnpoc
0e30yMaKHBIE ~ TEXHOJIOTHH
YIpaBICHUS

17 3ager 2 4
UTOIro 2 72 4 8 48

4.2 Coaep:xaHue AUCHHUILIMHBI, CTPYKTYPHMPOBAaHHOE MO pa3gejaM AJsi 04HOH GopMbl
o0yueHust

Tema 1. Copep:kanne U OCHOBHbIe NOHATHA JMCHUILIMHBI «CHcTeMa ynpasiieHUs!
AOKYMEHTO0000pOTOM»

Jlektmst 1. OCHOBHBIE KOHIICTIIMU YHPABICHHUS JOKYMEHTOOOOPOTOM, 0Oe30yMakHbIe
TEXHOJIOTUH YIPABJICHUS

Cemunap 1.OcHOBHBIC KOHLENIMM YIPaBICHHUS JOKYMEHTOOOOpPOTOM, Oe30yMakHbIe
TEXHOJIOTUH YIPaBJICHUS

Jlexuus 2. [lonstue u ctpykrypa sxkoHomudeckoi cucremsl (9C). Knaccuduxanus pyHkuii u
JenoBbIX npoueccoB IC

Cemunap 2. Ilonsitue u crpykrypa sxonomudeckoi cucremsl (9C). Knaccudukanus GyHkunii
U 1enoBbIX npoueccoB IC

Jlexuus 3. [loHATHS TOKYMEHT, TOKYMEHTOIIOTOK, JOKYMEHTO000POT

Cemunap 3. . [IloHATHS JOKYMEHT, JOKYMEHTONOTOK, JOKYMEHTOOOOPOT (B34TO W3
«MPaKTUYECKUE 3aTaHUS)

Tema 2. Opranu3auusi J0KyMeHTAIlHOHHOTO o0ecredeHNsl YNPaBJIeHUs] B JKOHOMHYeCKOM
cucreme

Jlexums 4. Haznauenue Cucremsl JlokymenTtarmonHoro O6ecneuenns Ynpasneaus u [[CAOY.
CocraB ¢pyHkuuit npoueayp, Beimonusembix CJIOY

Cemunap 4. Hasznauenme Cucrembl J[loxymeHntanmonHoro OOecrnedeHuss YmpaBieHUs U
I'CHOY. Cocras ¢ysxmuii mponenyp, soimoiaseMbix CAOY

Jlekmmst 5. CoctaB OpranuzanuonHo-Pacnopsinurensupix JlokymentoB (OPJl). Coneprkanue
npouenypsl cocraBieHust OP/I.

Cemunap 5. CocraB Opranuzanuonno-Pacniopsautensasix JlokymentoB (OP/l). Conepsxanue
npoueaypsl coctaienuss OPJ]

Jlexuus 6. Comeprkanue MpoLeayphl MOTYyYeHH U Iepeiayl OTOKOB JOKYMEHTOB

Cemunap 6. ConepxaHue Npoueaypsl NOJy4eHUs U MEpeaadyr MOTOKOB JOKYMEHTOB

Jlexuust 7. CocTaB U cofiep>KaHue NMPOLEAYPbl KOHTPOJIS UCTIOHUTENBHBIX TOKYMEHTOB

Cemunap 7. CoctaB U cojiep>KaHue IPOLEAYPbl KOHTPOJIS UCIIOTHUTENBHBIX JOKYMEHTOB

Jlexuus 8. Comeprkanue U nporeypsl GOPMUPOBAHUS A€ U CAAYH JE]1 B apXUB

Cemunap 8. Coaeprxkanue v mporeaypbl GOpMUPOBAHUS JCI U CAAYH JIe] B apXUB




Tema 3. Opranusanus JjiekTpoHHo# CucteMsbl YnpasJjeHus J[0kyMeHTO000pOTOM

Jlexuust 9. IlonstTue MHMOPMAIIMOHHON SKOHOMHYECKOW uH(popmannonHoi cucremsl (HC).
Knaccel u crpykrypa UC

Cemunap 9. Ilonarue nHpopMannoOHHON >KOHOMHYecKor mH(popmarmonHoii cucremsl (HC).
Knaccel u crpyktypa UC

Jlexmst 10. [IpuHUIMIIBI, METOBI M CPENCTBA CO3MaHMsI DIeKTpoHHONH CucTeMbl YTpaBlieHHUs
JIOKyMEHTO000pOTOM

Cemunap 10. IIpunnunsl, METOBI U CPEACTBA CO3AaHUS DNEKTPOHHOM CucTeMbl YpaBieHUs
JIOKyMEHTO000pOTOM

Jlekuust 11. TpeGoBaHus K cHUCTEMaM  COCTaBJIEHUS  3JEKTPOHHOIO  JJOKYMEHTA.
XapakTepHucTHUKa CUCTEM COCTaBJIEHHUS, BBOAA U XpaHeHus D]

Cemunap 11. TpeOGoBaHms K CHCTEMaM COCTAaBJICHHUS JJCKTPOHHOTO JOKYMEHTA.
XapakTepHucTHKa CUCTEM COCTaBJIEHUS, BBOAA U XpaHeHus D]

Tema 4. Opranusamnusi CMCTeM JJOKYMEHT0000poTa

Jlexuus 1. XapakTepucTHKa U UCIOIb30BaHHe TeXHOoIoruu «ad-hok»

Cemunap 1. XapakTepucTHKa B UCIIOJIb30BaHUE TEXHOJIOTHHU «ad-hok»

Jlekuus 2. XapakTepuCTUKA U UCTIOIb30BAaHIE TEXHOJIOTUH «groupware»

CemuHap 2. XapaKTepUCTHKA W UCITOJIb30BAHUE TEXHOJIOTHH «Zroupware

Jlexums 3. OcoOeHHOCTH OpraHu3aluu padoThl CUCTEM YIPABICHHUS JOKYMEHTOOO0OpOTa
kiacca «ACKU»

Cemunap 3. OcoOeHHOCTH OpraHu3aluud pabOThl CUCTEM YIpPaBICHHS JOKYMEHTOOOOpOTa
kiacca «ACKUI»

Jlexuus 4. CucteMbl aBTOMATH3AIUH JI€JIOBBIX MTPOLIECCOB

Cemunap 4. OcoOeHHOCTH OpraHU3alMU PadOTHl CHCTEM YIPABJICHHUS JTOKYMEHTOOOOpOTa
kinacca «ACKUJ»

5. IlepeyeHb Yy4eOHO-METOAMYECKOTr0 oO0ecmedYeHHs] AJIsI CAMOCTOSTENbHOH PadoOTHI
00y4arouuXxcs no JUCHHUILIHHE

CamocrosTenbHas paboTa oOydalomuxcs Npu H3ydeHHMH Kypca «Cucrema yrnpaBlieHHs
JOKYMEHTOOOOpPOTOM» TpEAINoiaraeT, B NepByl0 odepeab, pabOTy C OCHOBHOW U JOMOJIHUTEIHHOU
autepatypoil. Pesynabraramu 3TOH paOOThI CTAaHOBATCS BBICTYIJICHMS Ha NMPAKTUYECKUX 3aHATHUSAX,
ydacTue B OOCYKICHHH.

Metoarka camMOCTOSATENbHOW pPabOThl MpPEABApUTENBHO DPa3bsACHAETCS NpenojaBaTeieM U B
MOCJIEAYIOIEM MOXKET YTOUHSTHCS C YUETOM MHIUBUAYAIbHBIX OCOOEHHOCTEN oOyuaromuxcs. Bpems
U MECTO CaMOCTOSATENIbHOM paboThI BEIOMpAIOTCS 00y4YarOIIUMUCS 110 CBOEMY YCMOTPEHHIO C YYETOM
PEKOMEHJAalMi TPENnoaaBaTeIs.

CamocrosTenbHyl0 paboOTy HaJ AWCHUIUIMHON CclieyeT HauuHaThb C M3ydeHus paboueit
MporpaMMbl  JUCHUIUIMHBL «CHUCTeMa YIOpaBJIEHUS JOKYMEHTOOOOPOTOM», KOTOpas COAEPKHUT
OCHOBHbIE TpeOOBaHMSA K 3HAHUSAM, YMEHMSAM W HaBblkaM oOyyaeMbIX. OOs3aTenbHO ClleAyeT
BCIIOMHUTh PEKOMEHJALMN NPENoJaBareiis, JAHHbIE B XOJE€ YCTAaHOBOYHBIX 3aHATHHA. 3aTeM —
IIPUCTYNATh K U3yYEHUIO OTJENIbHBIX PA3ZelIOB U TEM B NOPSAIKE, IPEIYCMOTPEHHOM NIPOTrPaMMOH.

[TonyuuB mpexacraBieHue o0 OCHOBHOM COJIEP)KAHHMU pazfiena, TeMbl, HEOOXOAUMO HU3YyYUTh
MaTepHall C MOMOIIbI0 YUeOHHKOB, YKa3aHHBIX B pasjiene 7 yKazaHHOH mporpammsl. LlenecooOGpa3Ho
COCTaBUTh KpPAaTKUH KOHCIIEKT MJIM CXEMY, OTOOpa)Karollyl0 CMBICI U CBSI3U OCHOBHBIX MOHSTHUI
JAHHOTO pa3fiesla U BKJIIOUYEHHBIX B HEr0 TE€M. 3aTeéM, KaK IOKa3blBa€T ONBIT, IOJIE3HO H3YYHUTh
BBIJIEP)KKM W3 IEPBOMCTOYHUKOB. IIpu KemaHMM MOXKHO COCTaBUTh HX KpPATKUH KOHCIIEKT.
OO0s3arenbHO ClEAyeT 3alKChIBaTh BO3HUKIIHE BOIPOCH, HA KOTOPbIE HE YAAJIOCh OTBETHUTH
CaMOCTOSATEIIBHO.

HaumeHoBaHue Bonpocsl, BbiHeceHHbIe | DOpMBI Y4eoHo- dopma

TeMbl Ha CaMOCTOSITEIbHOE | CAMOCTOSATEIbHOM | MEeTOAUYEeCKOe KOHTPOJIst
H3yueHne padoThI olecreyenne

OcHOBHBIE Hcropus pasButus | Pabora B | JIuteparypa k Onpoc

KOHIICTIITHH AJIIEKTPOHHOTO OnbmoTeKe, TeMe, pabora C P
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yTpaBleHUs JOKyMEHTO00OopoTa BKJTIOYast OBC. | unrepuer
JOKYMEHTO00OpOTOM, IToxroroBka HUCTOYHUKAMH
6e30ymMakHbIe JTOKJIaza-
TEXHOJIOTHH Npe3eHTALNH.
yIpaBJICHUSI
[NonsTre u | Knaccuduxamms ¢pynkunii | Pabora B | Jluteparypa K
CTpYKTypa u BunoB OC oubimorexe, Teme, paboTta c
SKOHOMUYECKOH BKJTIOYast OBC. | unrepHet
CHUCTEMBI 3C). IToaroroBka HCTOYHHKAMHU Kommoxsuym
Kiraccnduxarms JTOKJIa1a-
(GYHKUMI U IENOBBIX pe3eHTALUH
mporieccoB IC
[lonsiTuss noxymeHT, | Bunbl JIOKyMeHTOB, | Pabora B | JIuteparypa Kk
JOKYMEHTOIOTOK, OCHOBHBIC ¢dopmel | GubHoTEKE, Teme, paboTta ¢
JOKYMEHTO00OpOT JIOKyMEHTOB BKJIFOYAst OBC. | unTepHer Onpoc
IToaroroska HNCTOYHUKAMHU p
JOKJaza-
Npe3eHTALNH.
Hasnauenue OcHOBHBIE ¢ynkuun | Pabora B | JIuteparypa
Cucremsbl Cl10Y, MOHATHE | OMOJINOTEKE, TeMe, pabora ¢
JoxymeHnTanuonnoro | moayibHocTh CJIOY BKJIIOYas OBC. | unrepHeT
Ob6ecneueHus [Moaroroska UCTOYHUKAMH
VYpasnenus u IOKJIazma- Konnoksuym
Ircaoy. CoctaB MpPE3CHTalUU.
¢byHKUIMI mponenyp,
BBINOJTHSIEMbIX
CA0Y
Cocras Bugst u  ¢opmer  OPJI, | Pabora B | JIuteparypa
OpraHu3anoHHO- permaMeHT  COCTaBJeHHs | OMOIMOTEKe, Teme, paboTta c
PacnopsaurensHbIX OPJI BKJIFOYAst OBC. | uHTEpHET
Hokymentos (OP]]). IToaroroska HCTOYHUKAMU Ompoc
Conepxanue JIOKJIa1a-
MPOLEayPbI NPE3CHTALNH.
coctapyiennst OP/I.
Coneprxanune OcHOBHBIE mpouexaypsl | Pabota B | Jluteparypa K
MIPOIIETyPhI mepegadyd  JIOKYMEHTOB, | OuOiamoTeke, TeMe, pabora C
MOy YEeHUS U | TIOHSTHE MOTOKA | BKIIOYast OBC. | unrepHeT Komtoksiym
nepeAay  MOTOKOB | TOKYMEHTOB [Toaroroska HUCTOYHUKAMHU
JIOKYMEHTOB JoKJIaza-
Npe3eHTALUH.
Cocras u | OcHOBHEBIE kpurepuu | Pabora B | Jluteparypa K
coJiepkaHue KOHTPOJIA  JTOKYMEHTOB, | OmOmmorexe, Teme, paboTta ¢
HPOLEIYPHI KOHTPOJIS | BUJBI KOHTPOJIS BKJIIOYast OBC. | unrepHer Omboc
WCTIOJIHUTEIIHHBIX [oxnroroBka HUCTOYHUKAMH p
JOKYMEHTOB JOKJaia-
Npe3eHTAINH.
ConeprxaHnue " | ApXuBHOE neno, | Pabora B | JIuteparypa
MpOLETypPhI TpeOOBaHUS K C/aBaeMbIM | OMOIHMOTEKE, TeMe, pabora c
(hopMHUpOBaHUS JIeNl U | B apXUB JOKYMEHTaM BKJIFOYAsI OBC. | uaTEpHET Komoksiyw
C/IavH JIeJ B apXVB MonroroBka HCTOYHUKAMH
JOKJana-
NPe3CHTALNH.
[TonsTne Kiraccnduxarms Pabota B | JIuteparypa
9KOHOMHUYECKON MH(OPMAITMOHHBIX oubnmorexe, Teme, paboTta ¢
WHPOPMALTUOHHON 9KOHOMUYECKHUX CUCTEM BKJTIOYast OBC. | unrepHet Onpoc
CHCTEMBI (HO). [oxnroroBka HUCTOYHUKAMH
Knaccel u cTpykrypa JOKJIazia-
ncC MPE3EHTAIUH.
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[Mpunnumner, metoas! | XKuznenssiid mukn ICY]] | Pabota B | JIuteparypa k
W CPEICTBa CO3TAHWSI onbmoTeKe, TeMme, pabora c
DNeKTPOHHON BKJIIOYast OBC. | unrepHer
Konnoksuym
Cuctemsl [Moaroroska HUCTOYHUKAMH
VYpasnenus JIoKJIaaa-
JlokymMeHT0000pOTOM IIPE3CHTALUH.
TpeboBanus K | Texuuueckue tpeboBanusi | Pabora B | Jlutepatrypa K
chcTEMaM Kk OCVY ] OUOIIHOTEKE, TeMe, pabora c
COCTaBIICHUS BKJTFOYAs OBC. | uaTepHET
3JIEKTPOHHOTO IToxroroBka HCTOYHUKAMH
JIOKyMEHTA. JIoKJIaaa- Ompoc
XapakTepucTuka MPE3ECHTalUU.
CHCTEM COCTAaBJICHUS,
BBOJIa M XpaHEHUS
eI\
Xapaktepuctuka ¥ | OcHOBHI TexHonormu «ad- | Pabota B | JIuteparypa Kk
HCII0JIb30BaHHE hok» OHOJIHOTEKE, TeMe, pabora ¢
TEXHOJIOTHH «ad- BKJIFOYAst OBC. | unTepHer
hok» IToxroroska UCTOYHUKAMHA Konnoxsiym
JOKJaza-
MIpe3eHTalUH.
Xapakrtepuctuka U | OCHOBBI texHonoruu | Pabora B | JIuteparypa
HCTIOJIb30BaHHE «groupware» oubnmorexe, Teme, paborta ¢
TEXHOJIOTUH BKJIFOYast OBC. | uHTEpHET Onpoc
«groupwarem IToaroroeka HUCTOYHUKAMU
JOKJaza-
NPE3CHTALUH.
OcobeHHoCTH OcHOBBI texHonoruu | Pabora B | Jluteparypa K
OpraHM3alu PabOThl | CHCTEM yrpaBjieHus | OuOInoTeKe, Teme, pabora c
CHCTEM YHpaBJICHHUs | JOKYMEHTO00OpoTa BKJTIOYast OBC. | unrepuet KoIIOKBIYM
JTOKYMEHT0000pOoTa knacca «ACKUI» IToaroroska HCTOYHHUKAMH y
kimacca «ACKI/» JIOKJIa1a-
Ipe3eHTALNH.
Cucremsl busnec-nponeccol B | PaboTa B | Jlutepatrypa Kk
aBTOMAaTH3aIuU aBTOMAaTH3aIUU OuOIMOTEKE, Teme, pabora c
JIETIOBBIX MPOLIECCOB BKJIFOYAst OBC. | unTepHer Ompoc
[Toaroroska HUCTOYHUKAMHU p
JOKJaia-
MIpe3eHTaINH.
OcHOBHBIE OkoHomuueckuii ¢ dexT | Pabora B | Jluteparypa K
KOHIICTILIH oT BHe/IpeHus1 | OubImoTeke, Teme, paborta ¢
YIPABJICHUS 0e30yMaKHbIX BKJIFOYAsI OBC. | uaTEpHET
JOKYMEHTOOOOpPOTOM, | TEXHOJIOTHH yIpaBiIeHUS [ToxroroBka HUCTOYHUKAMH KonnokBuym
0e30yMaKHbIC JOKJIa1a-
TEXHOJIOTHH Npe3eHTALNH.
yIpaBJICHUsI

6. OueHo4YHbIe MaTepUAJIbI VISl IPOBe/ICHUs] IPOMEeKYTOYHOM aTTecTAllUM 00y4aroIuXCs

no qucuumiuHe «CucreMa ynpasjeHHs1 JOKYMEHT0000pOTOM)

6.1. Onucanne noxkasareJjieil ¥ KpUTepHeB OLCHNBAHUSI KOMIIETEHIMH, ONMCAHUE LIKAJ

OICHUBaAHUA




HaumenoBanue
OIIEHOYHOI0
cpencTBa

Kparkas xapakTepucTHKA
OLICHOYHOI'0 CPEICTBA

IIxasa ¥ KpUTEepHUU OLCHKH,
0asn

Kpurtepun
OLICHUBAHMS
KOMIIeTeHIIM T

Ormpoc

Coop NEepBUYHON
HHPOPMALUK TI0 BBISICHEHUIO
YpOBHS YCBOGHHS
IIPOMJIEHHOT 0 MaTepuana

«3auTeHO» - ecy 00yJarOINHCs
JE€EMOHCTPHUPYET 3HaHUE
MaTepHana o paszeny,
OCHOBaHHBIE HA 3HAKOMCTBE C
00s13aTENIbHON  JIUTEpaTypoil U
COBPEMEHHBIMH ITyOJIHKaLHAMY,
JaeT JIOTUYHBIE,
apryMEHTHUpPOBaHHBIE OTBETHl Ha
[TOCTaBIICHHBIE BOIPOCHL. Takke
OLICHKa «3a4TEHO» CTaBUTCH,
eclii 00y4aroUIMMCSl JOMYIIEHBI
HE3HAYUTEIbHbIE HETOYHOCTH B
OTBETaX, KOTOpBIE OH
UCIIPaBJIACT MYTEM HaBOAAIIUX
BOIIPOCOB co CTOpPOHBI
MIPETOAABATESL.

«He 3aureHo» - uMeroTCA
CYLIECTBEHHblE  MpoOenbl B
3HAHHHU OCHOBHOI'O MaTepHuaa
[0 pas3fielly, a TaKKe AOIMyIIEHBI
MPUHIHUIHAIBGHBIE OIMMOKK IpH
M3JI0’KEHUH MaTepHaa.

MK-3.1., TIK-
3.2., TIK-3.3.

Joxnan-
Mpe3eHTaus

[Iy0nmaHOE BBICTYIUICHHE IIO
MNPEACTABJIICHUIO ITOJYYCHHBIX
pe3ynpTatoB B IIpOrpamMme
Microsoft PowerPoint

«5» — [OKIax BEHIIIOJHEH B
COOTBETCTBUH C  3asBICHHOH
TEMOM, Npe3eHTals  JIETKO
ypTaeMa U SICHA IJIA [IOHMMAaHUs,
rpaMOTHOE HCIIOJIb30BaHueE
TEPMUHOJIOTHH, cB0OOTHOE
U3JI0KEHUE  PacCMaTpUBaEMbIX
mpooIeM, TOKITAIUNK MPABUIEHO
OTBETWJI HA BCE BOMIPOCHI B XOJIE
JTIUCKYCCHUH;
«4» -
odopmiieHe
rpaMOTHOE
TepMI/IHOJ'IOFI/II/I, B
cBOOOHOE H3JI0KEHHE
paccmaTpuBaeMbIX mpooJem,
JOKJIAYUK YaCTUYHO MPABUIBHO
OTBETHJI HA BCE BOMIPOCHI B XOJIE
JTUCKYCCHUU;

«3» — OTCYTCTBHE IPE3CHTALINH,
JOKTIauUK HCIILITHIBAJ
3aTPyAHEHHUS TPU BBICTYIUICHUN
U OTBETE Ha BOMIPOCHl B XOJE
JIACKYCCHUU;

«2» - JMOKIATYMK HE PACKPBUI
TEMY

HEKOPPEKTHOE
Mpe3eHTalLNH,
UCIIOJIb30BaHUeE
OCHOBHOM

IIK-3.1., IIK-
3.2, I1IK-3.3.

Komnoxksuym

becena  npenonaBatens ¢
YYaIIUMUCS Ha
ONpEICICHHYI0O  TeMy U3
y4eOHOU TIPOTPaMMBI

«3a4TeHO» - €CITU OOYJAFOIITHICS
JIEMOHCTPHUPYET 3HaHUE
MaTepuaia o paszeny,
OCHOBaHHBIE HAa 3HAKOMCTBE C
00s13aTENPHON  JTUTEpATypoOr |
COBPEMEHHBIMU ITyOJIUKAIUSIMH;
Jaer JIOTHYHEIE,

MK-3.1., IIK-
3.2., TIK-3.3.
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apryMEHTUPOBAHHBIE OTBETHI Ha
MOCTaBJIEHHBIE BOMNPOCHI. Takxke
OllCHKA <«3adT€HO)» CTaBUTCH,
eClId 00YYaroIUMCSl JTOTYIIICHBI
HE3HAUYMTEIIbHBIE HETOYHOCTH B
OTBETaX, KOTOpbIE OH
HUCOPABJISIET IYTEM HAaBOISAIIMX
BOIIPOCOB co CTOPOHBI
MpernojiaBaTes.

«He 3auteHo» - uMeOTCH
CYIICCTBCHHbIC  mpoOenbl B
3HAaHWU OCHOBHOIO Marepuana
[0 pa3jeiy, a TakKe JOMYIICHbI
MPUHIUITHAIBHEIC ONTHOKH TIpU
H3JI0KEHUH MaTepuana.

4 TectupoBanue TectupoBanue MOXKHO | «OTIMYHO» - npouent | [IK-3.1., TIK-

MPOBOJUTE B opMe: npaBuwibHBIX oTBeTOoB 80-100%; | 3.2., [IK-3.3.

o KOMITBIOTEPHOT'O | «XOPOLIO» - IPOIIEHT

TECTUPOBAHUS, T.e. | IPaBUIBHBIX OTBETOB 65-79,9%;

KOMITBIOTEP IIPOMU3BOJIBHO | «YAOBICTBOPHTEIBHOY -

BBIOMpPAET BOIPOCHI M3 0a3pl | MPOLCHT IPABUIBHBIX OTBETOB

JIAHHBIX o crerean | 50-64,9%;

CIIOXKHOCTH; «HEYIOBJIETBOPUTEIHHOY -

) IIUCHBMEHHBIX MPOLCHT IMpaBUIBbHBIX OTBCTOB

OTBETOB, T.e. mpemnojaparens | MeHee 50%.
3aJaeT  BOOPOC M JIaeT
HECKOJIbKO BAPUAHTOB OTBETA,
a CTyleHT Ha OTJEILHOM
JUCTE 3alMChIBAET HOMEpa
BOIIPOCOB " HOoMepa
COOTBETCTBYIOIMX OTBETOB

6.2. MeToauyeckne MaTepuajbl, ONpeleJsOle IPoueIypbl OLEHMBAHHUSA 3HAHMI,
YMeHH, HABBIKOB U (WJIM) ONbITA [JeATEJNbHOCTH, XapaKTePU3yWIIUX dTanbl (OPMHUPOBAHUA
KOMIIETEHIIMII B IMpoLecce OCBOEHHS OCHOBHOH mNpo(eccMOHAIBLHOI 00pa3oBaTebLHOI
MPOorpamMmmbl

Ne ®opma koHTpoJst/ | [Ipouenypa oneHuBaHus Ilxajna 1 KPpUTEPUHN OLEHKHU, OAJLI

KOJABI

OLICHMBAEMbIX

KOMIIeTEeHIH i

1. 3aver - [IK-3.1, | [IpaBunabHOCTE OTBETOB Ha | «3a4TEHO»

[1K-3.2., TIK-3.3.. BCE BOITPOCHI (BepHoe, | 1. oOyJaromIiics JOJDKEH JaTh
YETKOE u IOCTaTOYHO | MOJHBIE, HCYEPNBIBAIOIIME  OTBETHl  Ha
rIy0OKOE W3JIOKEHUE WJIEH, | BOIPOCHI WieTa, B YaCTHOCTH, OTBET JOJDKEH
MOHATHH, (PAKTOB U T.1I.); MpenoaaraTe 3HaHWE OCHOBHBIX IOHATUH U
Coueranue  NONHOTEI M | X  OCOOEHHOCTEH, YMEHHE  TMPaBHJIBHO
JIAKOHUYHOCTH OTBETA; OTIpeIeTATh CHEeNU(PHUKY COOTBETCTBYIOIINX
Hanuuue MPaKTUYECKUX | OTHOIICHHMIA, [IPaBUIIBLHOE peuieHue
HaBBIKOB 10 JWCIHWIUIMHE | MpakTHYecKoro 3agaHus. OIeHKa «OTIMYHO»
(pemenune 3a1a4 WU | [IpeArnosiaracT HajJu4ue CUCTEMBbl 3HAHUU IO
3aJaHui); MpeaIMeTy, yYMEHHE H3Jaratb Marepuail B
OpueHTupoBaHue B yueOHOMH, | jorudeckon [IOCJIEJOBATENILHOCTH,
HAyYHOH W  CHEUHMAJbHOM | CHCTEMAaTHYHO, IPAMOTHBIM SI3BIKOM;
JITEpaType; 2. oOyJaromIiics JIOJDKEH JIaTh
Jloruka U | rosiHBIE OTBETHI Ha BOIIPOCHI, YKa3aHHBLIE B
APTyYMCHTHPOBAHHOCTD Owmnere. JlomyckaroTcs HETOYHOCTH  TIpHU
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W3JI0KEHUS;
I'pamoTHOE
KOMMEHTHPOBaHHE,
MIpUBEICHUE IPUMEPOB,
aHAJIOTHI;

KyneTypa oTBera.

OTBETEe, KOTOpbIE BCE K€ HE BIUIIOT Ha
IpaBWIBHOCT  OoTBeTa. OTBET  IOJDKEH
IpEeAroiaraTh 3HaHWE OCHOBHBIX IOHSITHH U
UX OCOOCHHOCTEH, yMeHHe NpaBUIBLHO
OIpeNeIATh CHEeUU(UKY COOTBETCTBYIOLIUX
OTHOLLIEHUH. OueHka «XOPOILIO»
npeArnonaraeT HaJuyhe CHUCTEMBbI 3HAHUH 1O
IpeaMeTy, YMEHHE H3jarartb Marepual B
JIOTHYECKON MIOCIIE0BATEIbHOCTH,
CUCTCMATUYHO, I'PaMOTHBIM A3BIKOM, OJHAKO,
JOMyCKAIOTCSl ~ HEe3HAYMTENbHBIC  OMIMOKH,
HETOYHOCTH TI0 Ha3BaHHBIM  KPUTEPHSIM,
KOTOpble BCE JK€ HE MCKaXAT CyTH
COOTBETCTBYIOIIETO OTBETA;

3. oOydaronuiicss MOHKEH B IIEIIOM
JIaTh OTBETHl Ha BOIPOCHI, MIPEUIOKCHHBIC B
Ounere, OpPUEHTUPOBATHCSI B  CHUCTEME
JUCHUITIINHBI «Cucrema YIIpaBJICHUA
JIOKYMEHTOOOOpOTOM»,  3HaThb  OCHOBHEIE
KaTerOpuH npeaMera. Onenka
«YIOBIICTBOPHUTEIILHO»  TPEAINOJNIATaeT, YTO
MaTeprajg B OCHOBHOM H3JI0KEH TPaMOTHBIM
SI3BIKOM;

«HE 3aYTCHOY»

oOyyaromumcs MO0 HEe JJaH OTBET Ha BOTPOC
Owiera, MO0 oOydarolWiics HE 3HAeT
OCHOBHBIX KaTETOPHH, HE MOXKET ONPEACIUTh
NpEeAMET TUCIUTIIVHEI.

2. TectupoBanue (Ha
3agere) - IIK-3.1,
IK-3.2., TIK-3.3..

ITonnora 3HAHUU
TEOPETUYECKOTO
KOHTPOJINPYEMOTO
Marepuana. KonugectBo

IMpaBUJIBHBIX OTBETOB

«3auteHo» - 100%-50%:;
«He 3a4TeHOo» - MeHee 50%.

6.3. TunosBblie KOHTPOJbHBIC 3aJaHUA HJUX HHbBIC MaTepHaJibl, HGOﬁXO}II/IMbIe IJIA

npoueaypbl OHEeHUBAHUSA

3HAHUI, YMEHMH,

HABbIKOB H (I/IJ'II/I) onbITa JACATCJIBbHOCTH,

XapakTepu3yommx 3tanbl (GOpMHPOBAHMS KOMIIETEHIWH B Ipomecce OCBOCHUS OCHOBHOI
npogdeccuoHaILHO 00pa30BaTeJIbHOM MPOrpaMMBbI

HpuMeprle TECTOBLIC 3alaHUA JJIA TEKYLIECI0 KOHTPOJIsA

3aganue 1

UTo 03HaYaeT TEPMUH «TOKYMEHT»?

1) neso

2) apryMeHT;
3) Bu3a;

4) npukas.

3ananue 2

OT KaKoro sA3bIKa IPOUCXOAUT TEPMUH «TOKYMEHT»?

1) rpeuyeckoro
2) HEMEIIKOTO;
3) JTaTHHCKOTO;
4)aHTIHICKOTO;
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3aganue 3
CoBOKYMHOCTb paboT, CBSI3aHHBIX C CO3JaHUEM JIOKYMEHTOB, UX PErHCTpaluel, Kiacchu(pHUKaIeH,
JBWKCHUEM, YIETOM M XpaHEHUEM Ha3bIBAIOTCA ...

1) 1oKyMeHT0000pOTOM

2) KOppECIIOH /ICHIINCH;

3) 1e10npPOU3BOICTBOM;

4) NTOKyMEHTHPOBAHUEM;

3ananue 4
Korga O6put yTBEepK1€HBI OCHOBHBIC MpaBuiia PK?
1) 12.12.00.
2) 17.08.95;
3) 30.06.92;
4) 12.12.98;

3aganue S
OCHOBHBIE JIOKYMEHTBI BBIITOJIHSIOTCS, Ha KakoM (hopmare?
1DAd4uwmAS5;
2) A 8w A 12;
3) A3 umu A S;
4) A12.

3aganue 6
IIpukas — 370 ...
1) pacniopsiTuTebHBII JOKYMEHT;
2) uH(GOPMAIIMOHHBII TOKYMEHT;
3) cripaBOYHBII TOKYMEHT;
4) TMYHBINA TOKYMEHT.

3ananme 7

JloJKHOCTHASE MHCTPYKIIHS - 9TO
1) pacmiopsiTUTENBHBIH JOKYMEHT;
2) nHGOPMAIMOHHBIH JOKYMEHT;
3) opraHnu3anHOHHBII JOKYMEHT
4) TUYHBIA TOKYMEHT.

3aganue 8

[Iporokon — 3710 ...
1) undopMaMOHHBII TOKYMEHT;
2) pacnopsiAUTENbHbBIN JOKYMEHT;
3) crpaBOYHBII TOKYMEHT;
4) INYHBIN JOKYMCHT.

3ananne 9

ITucemo — 310 ...
1) cnpaBOYHBI TOKYMEHT
2) pacropsiIUTENbHBII JOKYMEHT;
3) uHpopMaITMOHHBIN JOKYMEHT;
4) TUYHBIA JOKYMEHT.

3ananue 10
[IIratHOE pacniucanue — 310 ...
1) uHpopMAIHOHHBIN JOKYMEHT;
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2) pacropsiIUTENbHBII JOKYMEHT;
3) cripaBOYHBII JOKYMEHT;
4) opraHM3allMOHHBIH JOKYMEHT.

3ananue 11
JHyo6nukar — 3710 ...
1) konusi JOKYMeHTA;
2) opuruHai;
3) crpaBOYHBI TOKYMEHT;
4) 3K3eMILISAP, BbIIaBACMbIi B3aMEH yTPAuCHHOI'O JJOKyMEHTA.

3aganue 12
Pewenne — 370 ...
1) pacnopsiIuTEIbHBII JOKYMEHT;
2) nHPOPMAIOHHBIH JOKYMEHT;
3) crpaBOYHbII JOKYMEHT;
4) opraHu3aI[MOHHBIN JOKYMCHT.

3aganue 13
JIoBEpEeHHOCTD — 3TO ...
1) uHpopMaANMOHHO-CIPABOYHBbIH JOKYMEHT;
2) pacnopsiIMTeNbHBIN JOKYMEHT;
3) cripaBOYHBII TOKYMEHT;
4) opraHu3alMOHHBII IOKYMEHT.

3aganue 14
UTH — 10 ...
1) nHGOpMALMOHHO-CIIPABOYHBIH JOKYMEHT;
2) pacriopsIUTeIbHBIN TOKYMEHT;
3) cripaBOYHBII JOKYMEHT;
4) TUYHBIA TOKYMEHT.

3ananmne 15
KTH —»o1o0 ...
1) uHpopMaANMOHHO-CIPABOYHBIH JOKYMEHT;
2) pacnopsIAUTENbHBIA JOKYMEHT;
3) cripaBOYHBII TOKYMEHT;
4) TMYHBINA TOKYMEHT.

3aganue 16
AKT — 3710 ...
1) cnpaBo4YHbBIi JOKYMEHT;
2) pacropsiIUTENbHBII JOKYMEHT;
3) uH(pOPMALMOHHO-CITPABOYHBIH JOKYMEHT;
4) INYHBIA JOKYMEHT.

3aganue 17
JIOBEpEHHOCTD — 3TO ...
1) uHpopMaANMOHHO-CIPABOYHBIH JOKYMEHT;
2) pacnopsiINTENbHBIN TOKYMEHT;
3) crpaBOYHBII TOKYMEHT;
4) JINYHBIN TOKYMEHT.
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3aganue 18
®akcer u E-mail —»s70 ...
1) uHpOpMATNOHHO-CIIPABOYHBbIH IOKYMEHT;
2) cipaBOYHBbIN JOKYMEHT;
3) pacnopsANTENbHBII JOKYMEHT;
4) TUYHBIA TOKYMEHT.

3aganue 19
HckoBoe 3asiBIICHHE — ATO ...
1) ropuanvecKkuii JOKyMeHT
2) pactopsITUTEIbHBIN JIOKYMCHT;
3) nHpOPMALMOHHO- CIIPABOYHBII JOKYMEHT;
4) cripaBOYHBII JOKYMEHT;

3aganue 20
DKCIepTU3y HEHHOCTH TOKYMEHTOB IPOBOJIMT ...
1) cneumaauncTol.
2) KOMHUCCHS,
3) pyKOBOAMTEIND MTPEAIPUATHS,
4) paOOTHUKH OYXTaITePHH;

IIpumepHast TemaTnka pedepaTUBHBIX 0030p0OB

1. OcHOBHBIE KOHIENIMH YIPABICHUS JIOKYMEHTOOOOpOTOM, Oe30yMa)kHble TEXHOJIOTHU
yIpaBJIeHUs

2. Tlonstue um crpykrypa 3xkoHomuueckoi cucremsl (OC). Knaccuduxamus dyHkumii u
JenoBbIX npoueccoB DC

3. IloHsATHS TOKYMEHT, TI0KYMEHTONOTOK, JOKYMEHTOOO0POT

4. Haznauenue Cuctemsl JlokymentannonHoro Obecneuenust Ynpasiuenus u I'C/IOY. Cocrtas
¢byHkui nponenyp, BeimnonasemMsix CIOY

5. CocraB Opranuzaunonno-Pacnopsaurensueix  JlokymentoB (OP[]). Copnepxanue
npoueayps! cocrapnenust OPJI.

6. ConepxaHue MpoLeaypsl OJyUYEHUS U MEpeAadn IOTOKOB JOKYMEHTOB

7. CocTaB H coep KaHHUe MPOLIEyPbl KOHTPOJISI UCIIOHUTEIbHBIX TOKYMEHTOB

8. ConepxxaHue U nmpoueaypsl GoOpMUPOBaHMS JIe1 ¥ CJJauu /1€ B apXUB

9. Ilonstre nHGOpMAIMOHHON 3KOoHOMHUYecKOl MH(popMannonHoi cuctemsl (MC). Kmaccor u
ctpykrypa UC

10. IlpuHuumel, MeTOAbI M CpeAcTBa co3JlaHusl OneKTpoHHOM Cucrtembl YmpaBieHUs
JIOKyMEHT0000pOTOM

11. TpeGoBaHMsI K CHCTEMaM COCTaBIICHUS YJIEKTPOHHOTO JOKYMEHTA. XapaKTEPUCTHKA CUCTEM
COCTaBJIEHMsI, BBOJA U XpaHEeHUs D /]

12. XapakTepucTUKa U UCIIOIb30BaHUE TeXHOJIOTHH «ad-hok»

13. XapakrepucTHKa U UCII0JIb30BAHUE TEXHOJIOTHH «groupware»

14. OcoOGeHHOCTH oOpraHu3aIuu padOThl CHCTEM YIPaBICHUS JOKYMEHTOOOOpOTa Kiiacca
«ACKUI»

15. Cucrembl aBTOMaTU3alMU JIETOBBIX MPOLIECCOB

16. OcHOBHbBIE KOHIICTIIIMU YIPABJICHUS JOKYMEHTOOOOPOTOM, 0e30yMaskHble TEXHOJIOTHU
yIpaBiIeHUs

6.4 TunoBble 3a1aHNs 1J15 MPOBEJAEHUS MPOMEKYTOUHON aTTEeCTAIIMU 00yYAKOIINXCS

[IpomexyrouHas arrectanus mno AucuumimHe «Cuctema ympaBieHUS JAOKYMEHTOOOOPOTOM)
poBOIUTCS B (hopMme 3auéTa.
TunoBble BONPOCHI K 3a4eTy
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Ponp nuHbOpManiu B yripaBieHUN OpraHu3aIuei.

CoNoR~WNE

NNNNNNNNNRPRPRRRERRRERRR R
OUARWNPFPOOONOTAWNEO

217.

CymurHocTh ¥ QyHKIIMM JOKYMEHTA

Opranu3zanus paboTsl C TOKyMEHTaMU

Tekylee XxpaHeHUE JOKYMEHTOB

DKcnepTu3a HEeHHOCTH T0KYMEHTOB

Odopmnenue nemn.

Cnaua fien B BeJOMCTBEHHBIN apXUB

YHauukanus ynpaBieHIeCKHX JOKYMEHTOB.

Homenxknarypa genn.

CocraB u cojepkaHrue opraHu3almoHHO-pacnopsaauTeabHoi nokymenTtanus (Y COPJI)
CoctaB u oopMIICHHE PaCTIOPSAUTEIHHBIX JOKYMEHTOB

CoctaB u odopMIIeHHE OPraHU3alMOHHBIX TOKYMEHTOB

CocraB u opopmieHre HHHOPMAITMOHHO-CITPABOYHBIX JJOKYMEHTOB

CocraB u npasuia odpopmienus pekBu3utoB 1okymeHToB (I'OCT P 6.30 — 2003)
TpeboBanusi, mpeIbsBIsieMbIe K 0OPMIICHHIO IOKYMEHTOB.

. HOKYMGHTI/II)OBEIHI/IC TPYAOBBIX HpaBOOTHOH_IeHI/Iﬁ

Opranu3zanys nprueMa u epBUIHON 00pabOTKH JOKYMEHTOB

. PGFI/ICTpaI_II/IH JOKYMCHTOB
. HpaBI/ma BbLJA4M €)1 BO BpECMCHHOC I10JIb30BAHNEC

Opranusanus 10KyMeHT0000poTa
Cayx6a JIOY: Buas1, GyHKINHU, CTPYKTYpa

. XapaKTepUCTHKA U COCTaB JJOKYMEHTOB I10 JUYHOMY COCTaBy
. KoHTpounb ncnonHeHust 10KyMeHTOB

. udopmarmonHo-cpaBouHas pabota

. YHU}UKaLuUs U CTaHJapTU3alUs JOKYMEHTOB

. Buzpl TpynoBbIX 10roBopoB, npaBuiia ohopMiIeHUs

dopMHpOBaHUE JEN
HopmartuBHBIe, 3aKOHOAATENbHbIE JOKYMEHTBI, DPETyJIHpYIOLIUEe MOpsAIOK padoThl ¢

JTOKYMEHTaMu

28.
29.

BI/I,Z[BI HOMCHKHaTypBI ACJI, UX XapaKTCPpHUCTHUKA
PaCHOpflI[I/ITeJ'II)HI)IG JOKYMCHTEI, o6pa3y}0umecs[ B JCATCIBbHOCTH KOJIJICTHAJIIBHBIX

OpraHoOB yIpaBJICHUS

30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.

CymHOCTb, BUJIbI U COZIEpPKaHUE YIIPaBICHYECKON HHPOpMAIIU
JlenoBast H”H(pOpPMaLUs U €€ COCTaB

Opranu3zanus HHGOPMAITMOHHOTO 00ecrieueHus

WNudopmannonHas 6€30nacHOCTb

VYcnoBus yrpaThl HH(OPMALMOHHBIX PECYPCOB

Coneprxanue ciy>keOHOM TallHbI U KOH(DUIEHINAIBHOCTh HHPOPMALIUU
JlocTyn nepcoHana K KOHpHUIeHIMaNbHON ciy)eOHOoN nHbopMauu
[IpaBuna opopmieHHs, yueTa U XpaHEHUs TPYAOBBIX KHIDKEK
[ToaroroBka Jlen k apXMBHOMY XpaHEHUIO

JlenoBast nepenucka. Buasl 1 xapakTepucTHKa CITy)KEOHBIX THCEM
SI3BIK ¥ CTUJTB IETTOBOM JOKYMEHTAIIUU

CucremaTu3zanus 1 TEKyLIee XpaHEHNE JOKYMEHTOB
KoMIbroTepHbIe TEXHOIOTHH TOATOTOBKH JOKYMEHTOB

6.5. MeToauueckne MaTepuajbl, ONpeeJsiiONIAe NPOUEAYPbl OUEHUBAHHUS 3HAHWM,
YMeHHI, HABBIKOB M (MJIM) ONBITA JIeATEJbHOCTH, XapaKTepPU3yKIIMX 3Tanbl GopMUpOBaHUS
KOMIIeTeH I[N
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C uenblo ompeAeneHUs YpOBHS OBNAJACHHUS KOMIETEHLMSIMM, 3aKpEIUIEHHBIMH 32
JUCLMIUIMHOW, B 3aJaHHbIE IPENOJABATENIEM CPOKH IPOBOAUTCS TEKYIIMH U MPOMEXYTOUYHBIN
KOHTPOJIb 3HaHWM, YMEHMM W HaABBIKOB KaXJI0ro oOywatomierocs. Bce BHABI TEeKyIIero KOHTPOJIS
OCYILECTBISIOTCS Ha NMPaKTUYECKUX 3aHATUAX. VICKItOYeHHME COCTaBIsET YCTHBIM OIPOC, KOTOPBIN
MOJKET MPOBOJIUTHCS B Hadaje WM KOHIE JEKIUU B TeueHue 15-20 MUH. ¢ Lenbplo 3aKperuieHus
3HAHUW TEPMHUHOJOTUMU 1O aucuuiuivHe. [Ipu olieHKe KOoMmeTeHUMH NPUHMMAETCS BO BHHUMaHUE
¢dbopmupoBanue mNpohecCHOHATLHOTO MHUPOBO33PEHUS, OMPENEICHHOIO YPOBHSA BKJIIOYEHHOCTH B
3aHATHS, pe(IIEKCUBHBIC HABBIKH, BJIJICHUE U3y4aeMbIM MaTEPHAIIOM.

[Tpouenypa oreHMBaHUS KOMIETEHLIUN 00YyJalONIMXCsl OCHOBaHA Ha CIEAYIOIIUX CTaHIapTax:

1. Ileppoar4HOCTH TPOBEACHHUS OLICHKH.

2. MHOrOCTYIIEeH4YaTOCTh: OLIEHKa (KakK IpernojaBaTesieM, TaKk U O0Oy4aroIMMHUCSA TPYIIb) U
CaMOOIleHKa oOydJarolerocs, O0OCYXJE€HHE pe3yJlbTaTOB U KOMIUIEKC Mep [0 YCTPaHEHHIO
HEJ0CTaTKOB.

3. EnuHCTBO HCHOIB3yeMON TEXHOJOTHHM Ui BCEX OOYYalOUIMXCS, BBIIOJHEHUE YCIOBUMN
COIIOCTaBUMOCTH PE3YJIbTaTOB OLICHUBAHUS.

4. CoOnrofieHre mocne0BaTeIbHOCTH POBEACHHS OLICHKH.

Tekymas arrectauusi odyyawiuxcsi. Tekyias arrectainys 00y4Jaromuxcs Mo AUCIHUILINHE
«Cucrema ympaBl€HHUS JTOKYMEHTOOOOPOTOM» TMPOBOJUTCS B COOTBETCTBHUM C JIOKaJbHBIMU
HopMaTuBHbIMM akTamMu CI'TU u sBisercs o0s3aTenbHOM.

Texkymass arrecranus no aucuuiinHe «CucTeMa YIOpaBieHUS JOKYMEHTOOOOPOTOM)»
npoBOIUTCS B (opMe ompoca W KOHTPOJBHBIX MEPOIPHITHN MO ONEHUBAHUIO (PAKTHUECKUX
pE3yNbTaTOB 00Y4YEHHS 00YYAIOIINXCS U OCYILIECTBIISETCS MPENOoJaBaTeNIeM JUCIUILINHBL.

OOBeKkTaMH OIEHUBAHUS BHICTYIIAIOT:

1. yyeOHasi JMCLUIUIMHA (AKTUBHOCTh HAa 3aHATHUAX, CBOEBPEMEHHOCTb BBIIOJHEHHUS
Pa3IMYHbIX BUJOB 33/1aHUH, TIOCEIIAEMOCTh BCEX BUJIOB 3aHATHI 110 aTTECTyeMON AUCLMILINHE);

2. CTENEHb YCBOCHHS TEOPETUUYECKUX 3HAHNN B KAUECTBE «KJIHOUEH aHAIN3a»;

3. YpOBEHb OBJIQJICHUSI IPAKTUYECKUMH YMEHMSIMH U HaBBIKAMH 10 BCEM BHJaM Y4eOHOI
paboThI;

4. pe3ysbTaThl CaMOCTOSATENbHOW paboThl (M3yuye€HHWE KHUT M3 CIUCKa OCHOBHOM M

JOTIOJTHUTEIBHOM TUTEPATYPHI).

AKTHBHOCTD 06yqa}0mer0cz Ha 3aHgATHUAX OLCHHMBACTCA Ha OCHOBE BbIIIOJTHCHHBIX
oOyuaromumcs paboT U 3aJaHuil, IPETyCMOTPEHHBIX TaHHOW pabouel mporpaMMoOi TUCITUTUIUHEIL.

Kpowme Toro, onieHnBanne 00y4aromierocs MpoBOJUTCS Ha TEKYILIEM KOHTPOJIE MO TUCLUIIINHE.
OnennBanue o0ydyarolerocss Ha KOHTPOJIbHON HezeNe MPOBOAMUTCS MPEnoiaBaTeleM He3aBUCUMO OT
HaJIM4YUs WX OTCYTCTBUS oOywaromierocsi (o yBa)KUTEIbHOW WJIM HEYBaXHUTEJIbHOH MpHYMHE) Ha
3aHsaTUd. OIIEHKa HOCHT KOMIUIEKCHBIH XapakTep M YUYUTHIBAE€T JOCTHXKEHHS OOydaromierocs o
OCHOBHBIM KOMIIOHEHTaM Y4eOHOT0 MpoIecca 3a TEKYITUH IEPHO/I.

OrnenuBanue 0O0y4aromerocss HOCUT KOMIUIEKCHBIM XapakTep W YYHTHIBAET JOCTHKEHUS
oOyyarolerocsi IO OCHOBHBIM KOMIIOHEHTaM Y4eOHOro Impolecca 3a TEeKyUuil mepuoa ¢
BBICTaBJICHHUECM OLICHOK B BEAOMOCTH.

IIpome:xxyTouHasi arrectanusi odyyawimuxcs. [I[pomexyrounas arrectarusi 00yJaronuxcs
II0 ANCHUIIIIMHE «Cucrema YIIpaBJICHUA I[OKyMeHTOO60pOTOM» npoBOAUTCA B COOTBCTCTBHU C
JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMH U SIBJIIETCS 003aTEIbHOM.

[IpomexxyTounast arrectauus no aucuuiuinHe «Cuctema yrpaBieHHs JOKYMEHTOOOOPOTOM»
MPOBOAMUTCS B COOTBETCTBUHM C Y4YEOHBIM IIJIJAHOM B MEPUOJ 3a4ETHO-IK3aMEHAIlMOHHOW CECCHM B
COOTBETCTBHUH C TPaPUKOM MPOBEICHUS.

OOyyaronuecs J0MYCKAIOTCS K 3a4eTy MO JUCIUIUIMHE B CIIy4ae BBINOJHEHUS UM y4eOHOro
IIJIaHa IO AUCHUIIIINHE: BBIITOJHECHUA BCEX 3aI[aHHI>'I u MGpOHpHHTHﬁ, npeaAyCMOTPCHHBIX HpOFpaMMOﬁ
JTUCIUIUIAHBL.

Orenka 3HaHWM OOYyYaIOLIETOCS Ha 3a4eTe OMPEENseTCs ero y4eOHBIMU JOCTHUKCHHSIMH B
CEeMECTPOBBIN MEPUO U Pe3yJIbTaTaMH TEKYIIETO KOHTPOJIS 3HAHUHN U BBHIITOJIHEHUEM UM 33/1aHUH.

3HaHUS YMEHUS, HABBIKM OOYYAIOIIErocss Ha 3aueTe OLICHMBAIOTCS KakK: <«3auTEHOY», «HE
3aYTEHO».
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OCHOBOM 117151 ONIpeNieNIeHns] OLICHKH CIYXHT YPOBEHb YCBOEHMsI OOy4aroIMMUCS MaTepuaa,
MIPEYCMOTPEHHOT0 JaHHOH paboueil mporpaMMon.

7. ITlepeyeHb OCHOBHOI M JONMOJHHUTEJIbHOWH Y4eOHOI JMTepaTypbl, HEOOXOAMMOM sl
OCBOEHHUS TUCHUTLIUHBI

a) OCHOBHAsI yyeOHasi IuTepaTypa:

1. Kopuee, U.K. JIokyMeHTHpOBaHHE YIPaBICHYECKON JEATEIBHOCTH : YYCOHHMK ISt
By30B / U. K. Kopnees, A. B. ITmenko, B. A. Mamypues. — 3-¢ u3j., nepepad. u jgon. — Mockaa .
MznarensctBo HOpaiit, 2023. — 438 c. — (Bwicmee oopa3oBanue). — ISBN 978-5-534-16001-7. —
Tekcr : anekTpoHHbld  //  OOpa3zoBatenbHas  miargopma  FOpalt [caiiT]. —
URL: https://urait.ru/bcode/523610

2. [Joponuna, JI. A. Opranu3zauuss ¥ TEXHOJOTHS JOKYMEHTAallMOHHOTO OOecredeHus
yIpaBieHus . y9eOHUK W TpakTUkym ais By3oB/ JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n.,
nepepad. u mon. — Mocksa : U3marensctBo FOpaiit, 2023. — 270 c. — (Bsicmiee oOpa3oBanue). —
ISBN 978-5-534-16016-1. — Texkcr : 3nekTponHbii / Obpa3oBatensHas miargopma FOpaiiT [caiit].
— URL:

3. Cucrembl 3JIEKTPOHHOTO JIOKYMEHTOOOOpOoTa : YydeOHoe mocobue (JrabopaTOpHBIN
npakTuky™m) / coctaBurenun M. I'. Pomanenko. — CraBpomons : Ceepo-KaBkasckuil denepanbHblii
yauBepcuret, 2019. — 109 c¢. — ISBN 2227-8397. — Tekcr : 31eKTpOHHBIA // DIEKTPOHHO-

oubnmoteunas cuctema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/92745.html .-OBC
«IPRbooks»

0) 10MOJTHUTEIbHAS YUueOHasl JuTepaTypa

1. Kompimkuna, T. b. JlenoBble KOMMyHUKAIMH, TOKYMEHTOOOOPOT M JEIOMPOU3BOJICTBO :

yueOHoe mocooue st By3oB/ T.b. Koneimkuna, W. B. lllyctuaa. — 3-¢ w3m., uchp. U JOIM. —
Mocksa : U3gatensctBo IOpaiit, 2023. — 145 ¢. — (Bwicimiee ooOpaszoBanue). — ISBN 978-5-534-
14216-7. — Tekcr : onekTpoHHbIM // OOpa3oBarenbHas 1iargpopma FOpalt [calT]. —

URL.: https://urait.ru/bcode/513409

2. Kyzsnenosa, 1. B. KondunenuanbHoe 1e10MpOU3BOACTBO U 3aIIUIICHHBIA 3JIEKTPOHHBIH
JTOKYMEHTOO0O0pOT : yueOHoe mocobue misi OakamaBpoB / M. B. Kysuenosa, I'. A. XauarpsH. —
Mocksa : At [Iu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — TekcT : 37€KTPOHHBIH //
DNeKTpOHHO-OUOIMOTeUHAs cucremMa IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/97083.html .-OBC «IPRbooks»

8. MeToauyeckue yKa3aHusi JAJs 00y4alOLIUXCS M0 OCBOEHHI) TN CIHUIIJIHHBI

Bun nesareJanHoCTH MeToanueckue YKa3aHUs 10 OPraHU3ALMU 1eAITEJIbHOCTH CTY/A€HTa

Hanucanue koHCmeKkTa JEKIUM: KpaTKO, CXEMaTU4YHO, IIOCIEIOBATEIbHO
(UKCHPOBAaTh OCHOBHBIC ITOJIOKEHHS, BBIBOIBI, (HOPMYJIHUPOBKH, OOOOIICHUS;
MMOMEYaTh BaXKHBIE MBICIH, BBICIATH KIIOUEBHIE CIIOBA, TepMHUHBL. [IpoBepka
TEPMUHOB, MOHSATUI C MOMOIIBIO SHIUKIONEIUN, CIOBapei, CIPaBOYHUKOB C
Jlexuus BEIMMCHIBAHMUEM TOJKOBaHWH B TeTpaab. (OO003HAYUTH BOIPOCHI, TEPMHHEI,
MaTepual, KOTOPBIH BBI3BIBAET TPYAHOCTH, TOMETUTH H MOTBITATHCA HANTH OTBET
B PEKOMEHyeMoOi Juteparype. Ecii caMOCTOSTENIEHO HE yaaeTcs pa3o0parbes
B Marepuaie, Heo0XoIuMo chopMyITMPOBATH BOMPOC U 3a/1aTh IPEIOAABATEIIO
Ha KOHCYJIbTAINH, HA MPAKTHYECKOM 3aHITHH.

IIpopaboTka paboueii mporpaMMBl, yIemss 0co00e BHUMAaHUE MEIsIM U 3a/a9aM,
CTPYKTYpE U COJEPKaHUIO JTUCHHUILIMHBI KOHCIEKTHpPOBaHWE WCTOYHHKOB.
PaboTta ¢ KOHCIIEKTOM JIEKITHIA, TOJrOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCAM,
NPOCMOTP PEKOMEHJyeMO# JnTepaTyphl, pabora ¢ TekctoM. [IpociymmBaHue
ayJmo- W BUAEO3aIMCeH M0 3aJaHHON TeMe, pelIeHHUE PAaCUeTHO-TPadUIeCKIX
3aJlaHui, peleHUe 3a/1a4 10 aJrOPUTMY H JIp.

HpaKTI/I‘{eCKI/IC 3aHATHA

3HAKOMCTBO C OCHOBHOW H JIONMOJIHUTEIBHOW JIUTEPATYpOH, BKIIOYAS
CIIPaBOYHBIE W3JaHWSA, 3apyOexHbleé HCTOYHHKH, KOHCIIEKT OCHOBHBIX
MOJIOKEHUH, TEPMUHOB, CBEJCHUH, TPEOYOIIUXCS IS 3alOMUHAHUS U
SIBJISIFOIINXCA OCHOBOMOJIAraloIMMK B 3TOM TeMe. CocTaBlieHHE aHHOTalUN K
MPOYUTAHHBIM JINTEPATYPHBIM UCTOYHUKAM H JIp.

WuauBumyansHbie
3a]aHUs
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https://urait.ru/bcode/523610
https://urait.ru/bcode/530251
http://www.iprbookshop.ru/92745.html
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http://www.iprbookshop.ru/97083.html

CaMocrosTeabHas pa60Ta

CamocrosiTensHass paboTa MPOBOIUTCA C LEJIbI0: CHCTEMaTH3allud U
3aKpEIUVICHUS IIOJYYEHHBIX TEOPETHYECKUX 3HAHUNW M IPAKTUUYECKUX YMEHHUH
00yJaromuxcs; yriayoJeHus U pacIlupeHUs] TEOPETUIECKUX 3HAHUM CTYICHTOB;
(hopMHpOBaHUsS YMEHHI MCIOIB30BATh HOPMATUBHYIO, MPABOBYIO, CIIPABOYHYIO
JOKYMEHTalMo, y4eOHYIo U CHELUAIBHYIO JIMUTEpaTypy; pPa3BUTHUS
MO3HABATEIbHBIX CIIOCOOHOCTEHl M AKTHUBHOCTH OOYYAIOLIMXCS: TBOPYECKOM
WHUIMATUBBI, CaMOCTOSTEIBHOCTH, OTBETCTBEHHOCTH, OPraHU30BaHHOCTH;
(hopmupoBaHue CaMOCTOSITEILHOCTHU MBILUIEHUS, CIIOCOOHOCTEH K
CaMOpPa3BUTHIO, COBEPLICHCTBOBAHMIO W CaMOOpPraHu3aluu; (OpPMUPOBaHUS
NpoQeCCHOHANBHBIX KOMIIETEHLIMH; Pa3BUTHIO HCCIECIOBATENLCKUX YMEHHN
oOyyaromuxcsi. opMbI U BUABI CAMOCTOATENLHON pabOThI: UTEHHE OCHOBHOW H
JOIIOJTHUTEJIBHON JIUTEpaTypsl — CaMOCTOSTEIbHOE H3yYCHHE Marepuana II0
PEKOMEHIyeMbIM JINTEPaTypHBIM HCTOYHWUKaM; paboTa ¢ OHUOTMOTEYHBIM
KaTaJlorOM, CaMOCTOSITENbHBIA NOA00p HEOOXOOUMOH NTUTepaTypsl; pabora co
CJIOBapeM, CIPaBOYHHMKOM; MIOMCK Heo0XoauMoi nHpopMannu B cetu MHTEepHeT;
KOHCIIEKTUPOBAaHUE MHCTOYHUKOB; peepHUpOBaHUE HCTOYHUKOB; COCTABICHHUE
aHHOTaHI/Iﬁ K M[OpPOYUTAHHBIM JIMTCPATYPHBIM HUCTOYHHKaM; COCTaBJICHUC
pelneHsuii M OT3bIBOB Ha TPOYUTAHHBIM MaTepuai; CcocTaBieHHE 0030pa
nyOnuKamuid IO TeMe; COCTaBJIeHHE M pa3padoTKa TEPMHUHOJIOTHYECKOTO
CJIOBapsi; COCTABJICHUE XPOHOJIIOTHUECKON TaOIUIIBI; cOcTaBIeHUe OnOorpadum
(6bubnmmorpaduyeckoil KapTOTEKN); MOJrOTOBKA K Pa3IMUHBIM (opMaM TeKylIen
U TPOMEXKYTOUHOHW aTTecTauud (K TECTHPOBAaHMIO, 3a4eTy, OHK3aMEHY);
BBINIOJTHEHNE JOMAIIHUX KOHTPOJIBHBIX PabOT; CaMOCTOSTENBHOE BBIIOJIHEHHE
MIPAKTUYECKUX 33JaHUN PENpOAYKTUBHOTO THIMA (OTBETHI Ha BOIPOCHI, TECTHI;
BBIIOJIHEHUE TBOPYECKUX 3a/laHuil). TexHonorus OpraHu3alnuu
CaMOCTOSITEIBHOM ~ paboThl  0Oyyarommxcsi  BKJIIOYAE€T  WCIOJIBb30BAaHHE
WHGOPMAITMOHHBIX M MaTCPUATBHO-TEXHUUCCKUX PECYPCOB 00Pa30BaTEIILHOTO
VUpeXJICHUs: OHMOIMOTEKY C UHUTaJIbHBIM 3QJI0M, YKOMIUIEKTOBaHHYIO B
COOTBETCTBHU C CYIIECTBYIOIIMMH HOPMaMH; Y4e€OHO-METOOMUYECKYI0 0azy
yueOHBIX KaOMHETOB, JabopaTopuil M 3aja KOAW(HKALKW; KOMIBIOTEPHBIC
KJIaCChl ¢ BO3MOXKHOCTBIO paboThl B cetn MHTepHeT; ayauTopuu (KIaccel) AJs
KOHCYJIbTALIMOHHOW  NIeATEIBHOCTH; Y4eOHyI0 M y4eOHO-METOAMYECKYIO
JUTEPaTypy, pa3pabOTaHHYIO C YYETOM YBEJIMYEHHUS AOJNU CAMOCTOSATEIIHHOM
paGOTBI CTYACHTOB, 1 MHBIC MCTOAUYCCKHNC MaTCpUabl. Hepe):[ BBIIIOJIHEHHUEM
00yJarIUMHCs BHEAYJUTOPHOH CaMOCTOSTEIbHON paboThl IpernoaBaTeb
NPOBOJAUT KOHCYJBTHPOBAHME I10 BBHIMOJIHEHHUIO 3aJaHUs, KOTOPBIM BKJIIOYAET
e 3a7aHus, €r0 COACPKAHUS, CPOKU BEITIONHEHUS, OPUEHTHUPOBOYHBIH 00BEM
paboThl, OCHOBHBIC TPeOOBaHMS K pe3ylbTaraM padoThI, KPUTEPUH OICHKU. Bo
BpEMs1 BBIIOJHEHHUs 00YYarOIIMMHCS BHEAYJUTOPHON CaMOCTOSATENbHOM PadoTHI
U MIpH HEOOXOAMMOCTH IPENoJaBaTelb MOXKET MPOBOJUTH MHAUBHIYAIbHBIE H
IpYyMNIOBbIe KOHCYNbTalu. CaMoCTosITeIbHAs PadoTa MOXKET OCYIIECTBIISATHCS
MHIMBUIYaJIbHO WM IPYHIIaMU OOYYaIOLIUXCSI B 3aBUCUMOCTH OT LIENH, 00beMa,
KOHKPETHOH TEeMaTHKH CaMOCTOSTENbHOW paboThl, YPOBHS CIOKHOCTH, YPOBHS
yMeHu# oOydarommuxcs. KoHTpoJIb caMOCTOSTEEHOM pabOTH IPeTyCMaTPHUBAECT:

— COOTHECEHHE  COACp)KaHUS  KOHTPONS C  IeNsIMH  OOy4YeHWS,
00BEKTUBHOCTH KOHTPOJLS,;

— BAJUAHOCTb KOHTPOJS (COOTBETCTBHE MNPEABABISAEMBIX 33JaHUN TOMY,
YTO MPEoNaraeTcs NpOBEpUTH);

— IuddepeHnuanyo KOHTPOJIbHO-U3MEPUTEIbHBIX MaTEPHAJIOB.

— @opMBI KOHTPOJIS CAMOCTOSTETFHOU PaOOTHI:

— IPOCMOTP M TPOBEPKA BBIIOJHEHUS CAMOCTOSTEIbHOH  PaboOThI
MIPETIO/IaBaTeNeM;

— OpraHu3aIys caMOIPOBEPKH,

— B3aUMOIIPOBEPKH BBIIIOJIHCHHOI'0 3aJlaHusA B TPYHIIC, O6Cy>K}IeHI/Ie
PE3yIIbTAaTOB BHIIIOJIHEHHOH paOOThl Ha 3aHATHH;

— TpOBEJIEHUE MHCbMEHHOTO OIIPOCa;

— TPOBEJIEHUE YCTHOT'O OIPOCa;
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— opraHuzalys W T[POBEACHHE HHIUBHIYAIbHOIO  COOECEeTIOBaHUS;
OpraHusalys v MpoBeicHIe COOEeCeTOBaHMUS C IPYIIITON;
— 3al|MrTa OTYETOB O MPOJICIAHHON padoTe.

Ompoc

Onpoc - 3TO cpencTBO KOHTPOJIA, OPTaHW30BAaHHOE Kak CIielHaibHas Oecema
mperogaBarenss C oOydaromuMmcsT Ha TeMbl, CBSI3aHHBIE C HW3ydaeMoun
JUCHUIUIMHON, M pacCYMTaHHOE Ha BBIABICHHE OObeMa 3HAHWKA IO
OTIpeJIeICHHOMY pasJielly, Teme, podiueme u T.11. [IpobiemaTrka, BBIHOCHUMAas Ha
OTIPOC OTpEe/IeNieHa B 3a/IaHUSAX JIJISI CAMOCTOSITEIbHON pabOTHl 00yJaromerocs, a
TaKXe MOXKET ONPENeNATHCS PENoAaBaTesieM, BeIyIIMM CEMUHAPCKIE 3aHSTHSI.
Bo Bpemsi mpoBeneHusi ompoca OOYYalOLIMKCS JOIKEH yMETh OOCYAUTH C
MIPETIO/IaBaTeIeM COOTBETCTBYIONIYIO TPOOJIEMATHKY Ha YPOBHE JHAaJiora.

Konnoksuym

KommoxBuym (ot matuHCcKOro colloquium — pasroBop, Oecena) — omHa u3 hopm
yueOHBIX 3aHATHH, Oecela TpemnogaBaTensi C YYallMMHUCS Ha OMNpeACICHHYIO
TeMy K3 y4eOHOH mporpamMmel. Llenp TpoBeeHUS KONJIOKBUYMa COCTOHT B
BBIICHCHMH YPOBHS 3HaHHUM, IIOJYYCHHbIX y4allUMHCA B pe3yJbTare
MPOCIYIIMBAaHUS JIEKIMI, TOCEIIEeHUs] CEeMHUHApOB, a TaKke B pe3yjbTare
CaMOCTOSITETIPHOTO H3Yy4eHHUs MaTepuana. B pamkax TMOCTaBIeHHOW IeNn
peLIaroTCs CIAeLyIOnHe 3a0aum:

— BBIICHEHHME KAaueCTBA U CTEHNECHU MOHMUMAHHS YYaIUMHCS JIEKLHOHHOTO
Marepuania;

— Pa3BUTUC W 3aKPCIUICHUEC HABBIKOB BBIPAKCHUA YyYalllUMHUCA CBOUX
MBICJICH;

— pacuMpeHue  BapUaHTOB  CaMOCTOSTENIBHOM  IleJIeHaIllpaBICHHON
MOJTOTOBKH YUaIIUXCs;

— pa3BUTHE HABBIKOB O0OOIIEHNUS Pa3IMYHbIX JINTEPATYPHBIX HCTOUHUKOB;

— MpPeNOoCTaBJICHHE BO3MOXHOCTU YYAIUMCSI COIOCTABISATH Pa3HbIE TOUYKHU
3pEHMS 10 PACCMaTPUBAEMOMY BOIIPOCY.

— B pesynbrate npoBeneHUs KOJJIOKBUYMa IPEOIaBaTeNb JOHKEH UMETh
MIpEJICTaBICHHUE:

— 0 Ka4ecTBe JIEKIIMOHHOTO MaTepHana;

— O CWJIBHBIX U CJIA0BIX CTOPOHAX CBOCH METOTUKH UYTCHUS JICKITHIA;

— O CHIBHBIX M CIIA0BIX CTOpOHAax cBOeH MCTOJUKH IIPOBCIACHUA
CEMUHAPCKUX 3aHATUH;

— 00 ypoBHE CaMOCTOATENILHOM paboThl ydaluxcs;

— 00 yMeHHH O0Yy4aroUIMXCsl BECTH AMCKYCCUIO M JJOKa3bIBATh CBOIO TOUKY
3pEHHUS;

— O CTENEHU DPYIAUPOBAHHOCTH YYaIlUXCS;

— O CTCICHHU HHAWBUAYAJIBHOI'O OCBOCHHA MaT€puaia KOHKPETHBIMU
00yJaroIIIMHuCs.

— B pesynprarte mpoBeneHHs KOJUIOKBHyMa OOyYalOUIMHCA JOJDKEH WMETh
npezcTaBiIeHHeE:

— o0 ypoBHE CBOMX 3HAaHHH 1O paccMaTpUBaeMbIM BOIpOcaM B
COOTBETCTBHU C TPEOOBAHMSIMH TIPENOAABATENsl M OTHOCHTENBHO JAPYTHX
CTYZAEHTOB TPYIIIbI;

— 0 HeIOCTaTKax caMOCTOSTeLHONW MPOPabOTKH MaTeprana;

— 0 CBOEM yMEHHWH H3/IaraTh MaTepua;

— O CBOEM YMCHHUH BECTU JUCKYCCUIO U TOKa3bIBaTh CBOXO TOYKY 3PCHUS.

B 3aBucuMOCTH OT CTEIEHH IMOATOTOBKU TI'PYyHIIbl MOXXHO HCIIOJIB30BaTh
pasHble MOAXOIBlI K TPOBEACHUIO KOJUIOKBUYMA. B ciydae, eciau OONBIIMHCTBO
TPyNIBl ¢ TPYAOM BOCHPHUHHMMAET COAEP)KaHHE JIEKIMH W Ha TPaKTHYECKHX
3aHATHUAX AEMOHCTPUPYET HCAOCTATOYHYIO CIOCOOHOCTE aKTHUBHO OIIEpUPOBATH
CO CMBICJIOBBIMH €IUHHULAMH W TEPMHHOJOTHEH Kypca, TO KOJJIOKBUYM MOKHO
pasmenuths Ha aBe yactu. CHayana mpemnogaBaTeNb M3JaracT 0a3oBbIC MOHATHS,
coJepKaluecs: B mporpaMme. OTO OJDKHO 3aHSTh HE OoJiee YeTBEPTU 3aHATHSL.
OcrajbHble TPU YETBEPTH HEOOXOIMMO IIOCBATUTH AUCKYCCHHU, B XOA€ KOTOPOH
oOyyaromyecss IOJDKHBI YOEOUTbCsS U, [JIaBHOe, YOeOuTh Apyr Hpyra B
000CHOBaHHOCTH M JOKa3aTEIbHOCTH TOJYYEHHOTO BHICHHUSI BOIPOCAa M €ro
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COOTBETCTBHS pealibHOM MpakTrke. Eciu ke npenogasarens UMeeT Aeio ¢ 0oee
MOJrOTOBJICHHOM, CAMOCTOSATENIbHO JyMarolled M aKTHUBHO YyCBaWBarollleu
CMBICJTIOBbIE €MHUIBI ¥ TEPMHUHOJIOTHIO Kypca ayIuTOPHEHd, TO KOJUIOKBHYM
HEOOXOJMMO TIPOBECTH TaK, 4YTOObI camMu oOyudarommecs Cc(hopMyTUpOBAIN
W3JIOKEHHBIE B TIPOTPaMMe TTOHITHSA, BRICKA3aJIi HECOBIAAIOIINE TOUYKH 3PEHUS
W TIPUBENM TPAKTUYECKHEe NPUMEpPHl. 3a TpernojaBaTelieM OCTaeTcsi poIlb
MojepaTopa (BEIyIIET0 AMCKYCCHM), KOTOPBIA B KOHIE <IHIIb» CYMMHPYET
COBMECTHO IMOJYUYCHHBIC PE3YyJIbTATHI.

TectupoBanue

KoHTpounb B BHIE TECTOB MOKET MCTIOIB30BATHCS MOCTE H3YUCHHUS KaXKI0W TEMBI
Kypca. IToroBoe TecTHpoBaHKE MOYKHO IPOBOJIUTE B (popme:

— KOMITBIOTEPHOTO TECTUPOBAHUS, T.€. KOMIIBIOTEDP MPOU3BOJIBHO BHIOMpAET
BOMPOCHI U3 0a3bl JAHHBIX MO CTENIEHU CIIOKHOCTH;

— THUCHMEHHBIX OTBETOB, T.C. IIpPeroaBaTelb 3aJaeT BOMIPOC H JaeT
HECKOIIbKO BapHaHTOB OTBETa, a OOYyYaromIWHCS Ha OTIEIbHOM JIUCTE
3aMMCchIBaeT HOMEPa BOMIPOCOB M HOMEPA COOTBETCTBYIOIINX OTBETOB.

Hnst gocTmxeHus: Oonbliel JOCTOBEPHOCTH Pe3yIbTaTOB TECTHUPOBAHUS
CIIeIyeT CTPOMTh TEKCT TaK, 4TOOblI y oOyuaromuxcs Obuto He Oonee 40 — 50
CEeKYH]Il JJIsi OTBETa Ha OAWH BOMpoC. MTOTOBBIA TecT AOIDKEH BKIIOYATh HE
MeHee 60 BOIIPOCOB IO BCeMY KypCy. 3HAYUT, UTOTOBOE TECTHPOBAHUE 3aliMET
nenoe 3anarue. OLeHKa pe3ysbTaToOB TECTUPOBAHUS MOKET MPOBOAUTHCS IBYMS
crocobamu:

1) mo 5-0amnmpHOW cHCTEMe, KOrJa OTBEThI CTYACHTOB OIIGHWBAIOTCS
cieayromuM 00pazom:

- «oTmgHOY» — Oosee 80% OTBETOB MPaBUIIBHEIE,

- «xopouro» — 6onee 65% O0TBETOB NPaBUIILHBIC,

- «YIOBJIETBOPHUTENEHO» — Ooiiee 50% OTBETOB NMpaBHIILHBIE.

OOyuaromuecs, KOTOpbIe TPaBWIBLHO OTBETHIM MeHee 4yeM Ha 70%
BOTIPOCOB, JIOJDKHBI B TIOCIEMyIOIIEM Tiepecnars TecT. [Ipu 3Ttom HeoOXoammo
MIPOKOHTPOJIMPOBATH, YTOOBI BAPUAHT TecTa OBbLI APYTOM;

2) mo cucTeMe 3adeT-He3aueT, KOT/ia JUIs 3a4eTa Mo TAHHON AMCLIUIUIMHE
JIOCTaTOYHO MPAaBUIBLHO OTBETUTH OoJiee ueM Ha 70% BOIIPOCOB.

IToaroroBka K 3auery

Ilpy TMOATOTOBKE K 3aueTy HEOOXOJAUMO OPHCHTHUPOBATHCS HA KOHCIICKTHI
JeKIUH, peKOMEHyeMyIo Juteparypy u jap. OCHOBHOE B MOJATOTOBKE K caade
3auery 1o auciuiuiHe «Cucrema ympaBieHUs JOKYMEHTOOOOPOTOM» - 3TO
MOBTOPEHUE BCETO MaTepHana JUCIUILUINHBI, TI0 KOTOPOMY HEOOXOMMO C/IaBaTh
3auet. [Ipym moaroroBke k cpade 3adera OOydaromuiics Bechb 00beM pabOTHI
JOJDKCH pacnpeaciisiTb paBHOMEPHO IO JHAM, OTBEACHHBIM JIsI MMOATOTOBKHU K
3a4eTy, KOHTPOJUPOBATH KXl [ICHb BBITIOJHCHHE HAMEUCHHON padoTHI.
[ToaroToBKa K 3a4eTy BKJIIOYACT B CeOsl TPH JTama:

— CcaMOCTOsITeNIbHAS paboTa B TEUCHUE CEMECTPa;

— HENOCPCIACTBECHHAsA IOATOTOBKAa B AOHH, HNPCAIICCTBYOIIUE 3a4€Ty II0
TeMaM Kypca;

— TIONTOTOBKA K OTBETY Ha 3aJIaHMsI, COJEpKamuecss B Omimerax (TecTax)
3ayera.

Jua ycnemrHoi cmaum 3avera mo auciuiuimHe «CUcTeMa yrHpaBiIeHHS
JIOKYMEHT0000pOTOM» 00yUaroIuecs JODKHBI IPUHAMATh BO BHUMaHUE, YTO:

— BCE OCHOBHBIC BOIIPOCHI, YKa3aHHbIE B pabodyeil mporpamme, HYKHO
3HATh, TOHUMATh VX CMBICIT U YMETh €T0 Pa3bsCHUTH;

— YyKazaHHbIe B paboueli mporpamme (opmupyembie Mpodeccu OHAIBLHBIC
KOMIICTCHIIMU B  pE3yJIbTaTe€ OCBOCHHUS JUCIUIUIMHBI  JIOJDKHBI  OBITH
MPOACMOHCTPUPOBAHBI CTYICHTOM;

— CEMHHAPCKHE 3aHATHs CIIOCOOCTBYIOT TIIOJIy4eHHIO O0liee BBICOKOTO
YPOBHSI 3HAHUH W, KaK CIIEJICTBHE, O0Jiee BEICOKOW OLICHKE Ha 3aveTe;

— TOTOBHUTHCH K 3a4eTy HEOOXOJMMO HAYMHATH C MIEPBOH JICKIVH U IIEPBOTO
ceMUuHapa.
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9. OnucaHue MaTepUAJLHO-TEXHHYECKOH 0a3bl, He0OXOAUMOH IS OCYylIeCTBJIEeHUS
00pa3oBaTeILHOIO MPOIECca MO JUCHUILIHHE

Jns ocymiectBiieHuss 00pa3oBaTeNIbHOTO Tpolecca Mo aucuuruinHe «Cucrema yrpaBieHUS
JOKYMEHTOO0OPOTOM» HEOOXOAMMO HCITOJIb30BaHHUE CIICAYIONINX TTOMEIIICHHIHA:

MartepuanbHO-TeXHUYECKOE 00ecIedeHre JUCITUILIMHBI BKIIOYAeT B ce0s:

—  ydeOHas ayIUTOpHs I MPOBEIACHHS YICOHBIX 3aHSATHH, OCHAIIEHHAs 000pYIOBAaHUEM H
TEXHUYECKUMH CpeACcTBaMHu oOydeHus (MeOellb ayauTOpHast (CTOJBI, CTYJbs, JOCKA), CTOJN, CTYI
MpernojaBaTesis) U TEXHUYECKHUEe CpelicTBa 00ydeHHsl (MepCOHATbHBIA KOMITBIOTEP; MYJIbTUMEIUITHOE
obopynoBaHue);

—  TIOMELIEHHE ISl CAMOCTOATEIbHOU pabOThl O0yUaIOUINXCA: CHEUANIN3UpOBaHHAsT MeOeIb
U KOMIIbIOTEpHAsi TEXHHKA C BO3MOXHOCTHIO MOJKIIOUeHUs K ceTH «MHTepHeT» U obecriedeHrem
JIOCTYIIa B AJIEKTPOHHYI0 HH(pOpMaMOHHO-00pa3zoBaTenbhyto cpeny CI'TH.

10. ITepeyenbr WHGOPMALMOHHBIX TEXHOJOTHiH, HCHOJb3yeMbIX NPH OCYLIEeCTBJICHHH
o0pa3oBaTeIbHOrO0 Mponecca IO AWUCHHMILVIMHE, B TOM YHCJIEe KOMIUIEKT JIMIECH3HOHHOIO
NPOrpaMMHOro0  obecrne4yeHusi, JIJEKTPOHHO-OMOJIMOTEYHbIE  CHCTEMbl, COBpPEMEHHbIE
npodgeccuoHaIbHbIEe 0a3bl JAHHBIX 1 HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

OOyuatomnrecss 00eCredeHbl JOCTYIIOM K JJIEKTPOHHON WH(OPMAMOHHO-00pa30BaTeIbHON
cpene CI'TU u3 nr060¥ TOYkH, B KOTOPOU UMEETCsl TOCTyN K ceTu «MHTepHeT», KaKk Ha TePPUTOPUU
OpraHM3alliu, TaKk U BHE €.

10.1 JIuneH3MOHHOE MPOrpaMMHOe OOecrieyeHue:

Microsoft Open License, Windows 7 Professional.

Microsoft Office Professional.

WInRAR.

AST Test.

Anrtusupyc Avira.

I'paduueckas miarpopma labVIEW2012 anst nabopatopHbIX MPAKTHKYMOB.
[Taket nporpamm 1C V8.3.

Cucrema aBTOMaTH3MPOBAHHOTO MTPOEKTUpOBaHus U uepyenus AutoCaD.
Cucrtema aBTOMaTU3MPOBAHHOTO MpoekTupoBanus Mathcad V14.

10 Cucrema aBToMaTuzupoBaHHoro npoektuposanus — KOMIIAC 3D V9.

11. IlporpammMHoOe obecrnieueHue A1l KOMIBbIOTEPHOTO JUHradoHHOro kabunera Linco v 8.2.

“DPON@?’P?J!\’P

10.2. D1eKTpPOHHO-0MOIHOTEYHAS] CHCTEMA:
OnekrponHas oudanoreunas cucrema (ObC): http://www.iprbookshop.ru
OopazoBarenbHas miardopma FOpaiit: https://urait.ru

10.3. CoBpemenHbIe IpodeccHOHATbHBIE 023 TaHHBIX:

—  DnextponHas 6ubnnoreuHas cuctema «IPRbooks» [Dnekrponnslit pecypc]. — DneKTpoH.
naH. — Pexxum moctyma: http://www.iprbookshop.ru

— OopazoBarenbHas miardopma FOpaiit (https://urait.ru )

— Hayunas snexkrponnas oubnunoreka http://www.elibrary.ru

10.4. UudopmanmoHHbIe CIPABOYHbIE CHCTEMbI:
KomnbroTepHast cripaBouHas npaBoBas cucreMa «KoncymbranT [Lmrocy http://www.consultant.ru

11. OcobeHHoCTH peaju3alUM TUCHUILUIMHBI JJI UHBAJIUIOB M JIMI € OrPAHUYEHHBIMH
BO3MOKHOCTSAIMH 310POBbS
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Hns  oOecriedeHuss 00pa3oBaHWs WHBATUIOB H  OOYYaIOIMUXCA C  OTPaHUYCHHBIMH
BO3MOXXHOCTSIMH ~ 3JIOPOBbsSI 10  JIMYHOMY  3asBIIEHHIO  OOydaromierocss paspabaThiBaeTcs
aJlaliTUpOBaHHasg o00pa3zoBaTelibHasg MpOrpaMMa, HWHAMBUAYAJIbHBIM Y4eOHBIM IJIaH C Y4eToM
0COOCHHOCTEH WX MCUXO(U3UUECKOTO Pa3BUTHS U COCTOSIHHS 3JI0POBbS, B YACTHOCTH MPUMEHSIETCS
WHIUBUAYAIbHBI TOAXOJ K OCBOCHHUIO IUCHUIUIMHBI, WHIWBUIYyaJbHbIE 3alaHusi: pedeparsl,
MMUCbMEHHBIC PA0OTHI M, HAOOOPOT, TOJIBKO YCTHBIE OTBETHI W JHAJIOTH, WHIWBUIyaJIbHBIC
KOHCYJIbTAIlMH, UCIOJIb30BaHUE AUKTO(OHA U IPYTUX 3aHUCHIBAIONINX CPEACTB JJIsi BOCIIPOU3BEICHUS
JIEKIIMOHHOT'O U CEMUHAPCKOr0 MaTepuara.

B nensx obecrieuenust o0y4aronuxcs UHBAIUIAOB U JIULl C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU
3I0pOBbsl OMOIMOTEKAa KOMIUIEKTYeT (DOHI OCHOBHOUM y4yeOHOHN IUTEepaTypoil, aJanTHPOBAHHOW K
OTPaHUYECHUIO UX 3JI0POBbs, MPEIOCTABIISIET BO3MOXKHOCTh YAAJIEHHOTO WCIIOIb30BAHUS AJIEKTPOHHBIX
00pa3oBaTeNbHBIX PECYPCOB, TOCTYIT K KOTOPhIM opranu3oBaH B CI'TH.

B Oubnuoreke mTPOBOAATCS WHIANBUAYAIbHBIE KOHCYIBTAllMU JJIS JTAHHOW KaTeropuu
M0JIb30BaTENCH, OKa3bIBAECTCSA IOMOIb B PETUCTPALMU U HCIOIb30BAHUHM CETEBBIX U JIOKAJIBbHBIX
AJICKTPOHHBIX ~ OOpa30BATENIbHBIX PECYpCOB, MPEIOCTABIISIOTCA MECTa B  UYUTAJIbHOM  3alie,
000pynOBaHHBIEC TPOrPaMMaMU HEBU3YAJILHOT'O OCTYIA K MH(OPMALIUU, SKPAHHBIMH YBETHUUTEISIMH
U TEXHUYECCKHMMH CPEICTBAMH YCWJICHHS OCTaTo4HOro 3peHws: Microsoft Windows 7, Llentp
CHeIHaIbHBIX BO3MOXXHOCTEH, OkpanHas nyma; MicrosoftWindows 7, LleHTp -croemnuanbHbIX
BO3MOXXHOCTEH, DkpaHHbI nuktop, MicrosoftWindows 7, LleHTp crnenmambHBIX BO3MOKHOCTEH,
DKpaHHas KJIaBuaTypa.
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12.  Jluer perucrpauuu u3MeHeHH il

PaGouast mporpamMma y4eOHON TUCITUTIIIMHBI 0OCYK/IeHA U YTBEPIKJCHA Ha 3aceJaHuU Y YeHOTO
coBeta oT «07» uronst 2023 r. mporokosn Ne 9

JIMCT perucTpauvu u3MeHeHui

PexBu3uTHI
Jara
JOKYMEHTa
Ne CopepxaHue U3MEHEHUS BBEJICHUS
00 yTBEepXICHUH
n/n U3MEHEHHUs
U3MEHEHHUs
YTBepkJeHa pelleHMeM YYEeHOro COBETa Ha
ocHOBaHMM  DeneparsbHOr0  IOCYIAAPCTBEHHOTO
00pa30BaTENIbLHOTO CTaHapTa BBICILIETO [Iporokoun 3acenanus
1 00pa30oBaHus 10 HANPaBJIEHHIO MOAroToBKH 38.03.02 Y4eHoro coBera OT 01.09 2021
© | MeHemxMeHT (ypoBeHb OakanaBpuata), | «31» aBrycra 2021 rona R
YTBEP)KJICHHOTO IPUKa30M MuHucrepcTBa npoTokos Ne 1
obOpaszoBanusi u Hayku Poccuiickoit denepanuu Ot
12.08.2020 r. N 970
YTBepkJieHa pelleHMeM YYEeHOro COBEeTa Ha
ocHoBaHun  denepanbHOr0  TrOCYJapCTBEHHOTO
00pa30BaTeIbHOTO CTaHaapTa BBICILIETO [Iporokoun 3acenanus
2 00pa30BaHUs 10 HAIMpaBJIEHHUIO MOAroToBKH 38.03.02 Y4eHoro coBera OT 01.09 2023
© | MeHemxMeHT (ypoBeHb OakayaBpuaTta), «07» nrons 2023 rona R
YTBEPKACHHOTO IIPUKa30M MunucrepcTtsa poTokoJ Ne 9
obpaszoBanusi u Hayku Poccuiickoit denepanuu Ot
12.08.2020 r. N 970
3.
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