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1. Ilepeyenb NJIaHUPYEMBIX Pe3y/IbTATOB H3y4YeHHUsI AUCHHUIIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTAaTaAMH 0CBOCHHUsI 00pa30BaTeIbHOM NMPOTrpaMMbl
B pamkax ocBOoeHHS OCHOBHOM NpOQEecCHOHATBHON 00pa30BaTeNbHONW MPOrpaMMbl
OakanmaBpuaTa OOYYAIOIIMICS JOJDKEH OBJIQJCTh CIEAYIOIIUMH pe3yJbTaTaMd OOyYeHHs IO
qucuuiHe «CUcTeMBbl ypaBiIeHUs TOKyMEHTOO00pOTOM B 3KOCpeie IU(PPOBON SIKOHOMUKH

Koa v HaumenoBanue KoMIeTeHI NI NHauKaTopbl 10CTHKEHUST KOMIIETeH MU
[IK-2. Cniocoben NIIK-2.1. Criocoben popmupoBaTh
000CHOBBIBATh aJIbTepHATUBHbBIC PELICHUS HA OCHOBE
OpraHU3alMOHHO-yTIPABJICHUECKUE AHATUTUYECKUX JIAHHBIX.
perieHust B 006J1acTu NIIK-2.2. CriocoOeH MpOBOIUTH aHAIIN3 U
IU(PPOBBIX TEXHOJIOTUI 000CHOBBIBaTh BHIOOD peLICHHs B 001aCTH

U (POBBIX TEXHOJIOTHIA.

NIIK-2.3. CriocoOeH MpoBOIUTH OLIEHKY PECYPCOB,
HEOOXOUMBIX JJISl pealn3auuu HUPPOBHIX
peLIeHU.

2. MecTo AucuuIInHbl B cTpykrype OIIOIT
VYyeOunas mucnumimHa b1.B.12 «Cuctemsl ymnpaBieHus] TOKYMEHTOOOOPOTOM B 3KOCpEJe
U(pPOBOM SKOHOMHKH» OTHOCHUTCS K dYacTd, (opMupyemMol y4YaCTHHKaMH O0Opa30BaTEIIbHBIX
oTHomeHud 1wkia b.1 «/lucuurumael (MOTyH)».

3. O0beM AUCUMILIMHBI B 32a4€THBIX eJUHUIAX C YKAa3aHHeM KOJINYeCTBA aKaJeMHYeCKHX
YacoB, BbI/IeJI€EHHBIX HA KOHTAKTHYI0 PadoTy 00y4alonuxcs ¢ npenojgasaresieM (110 BUIaM
3aHAITHIT) M HA CAMOCTOATEJIbHYI0 padoTy 00y4arommxcst

OO6miast TpyoeMKocTh (00beM) AUCHUIUTUHBI «CHCTEMBI YIPABICHUS TOKYyMEHTO000pOTOM
B 3KOCpe/ie HH(POBOI SKOHOMUKN» COCTABISIET 3 3aUETHbIE €AMHHULIBL.

O0BbéM IMCIMIJIMHBI 110 BHIAM Y4eOHBIX 3aHATHH (B 4acax) — ouHas popma o0yyeHus

Bua y4yeOHoii padoThI Beero Cemectput

4acoB 8 -
AyIuTOpHBIE 3aHATHS (BCEro) 60 60 -
B ToM uucne: - - -
Jlexrum 30 30 -
[Tpaktueckue 3anstus (I13) 30 30 -
Cemunapsi (C) - - -
JlabopaTtopusie padoTs (JIP) - - -
CamocrosiTesibHast pa6oTa (Bcero) 48 48 -
B Tom uucne: - - -
KypcoBoii npoekt (paboTta) - - -
PacuetHo-rpadguueckue paboTs - - -
Pedepar - - -
[ToaroToBka K MPaKTUYECKUM 3aHITHAM 30 30 -
TectupoBanue 18 18 -
By mpoMekyTOYHOI aTTecTanuy — 3K3aMeH 36 36 -
O61mas TpyA0eMKOCTh Yac / 3a4. e]1. 144/4 144/4 -




O0BbéM IMCHMNJIMHBI 10 BHIAM Y4eOHBIX 3aHATHH (B 4acax) — 04HO-32049HasA popMa

00y4eHust
Bua yueOHoii padoThI Beero Cemectpbt

4acoB 8 -
AyauTopHble 3aHATHS (BCero) 40 40 -
B Tom uucne: - - -
Jlexuun 20 20 -
[Tpaktuueckue 3ausatus (I113) 20 20 -
Cemunapsl (C) - - -
Jlaboparopusie paboTs (JIP) - - -
CamocrosiTejibHast pa6oTa (Bcero) 68 68 -
B Tom uucne: - - -
Kypcogoii mpoekt (pabota) - - -
PacuerHo-Tpaduueckue padboTs - - -
Pedepar - - -
[ToaroToBKa K MPaKTUYECKUM 3aHATHSIM 50 50 -
TecTupoBanue 18 18 -
Bun mpoMexyTOYHOM aTTecTaluy — 3K3aMeH 36 36 -
OO01mast TpyJ0eMKOCTh Jac / 3a4. e]1. 144/4 144/4 -

4. ConepskaHnue QU CHUATINHbBI
4.1. Pa3ennbl 1MCHUIIMHBI U TPYI0EMKOCTD 110 BUAaM Y4eOHbIX 3aHATHI

Ounas ¢popma o0ydeHus1

v
= § Buabl y4eOHBIX 3aHATHI, BKIIOYAs
g § CaMOCTOSITEILHYIO Pa0oTy 00y4aKOIIHXCS, YacC
Ne Pa3nes/Tema S ‘“é(
n/n JIMCOUILUINHBI 2 KonrakTHas pa6ora
= CamocTrosiTe/b-
Bcero NpaKTHYeCKue Has padora
Jrexium 3aHATHS 00yJamuxcs

1. | Pazgen 1. «lludposas 12 3 3 6

skoHOMHKa. CTpaTerus

CO3JaHMs HOBOH Ou3Hec-

MOJICTIH Ha OCHOBE

U (POBU3ALUID)
2. Paszgen 2. «O0mas 12 3 3 6

KJIacCU(UKaIUs BUIOB

UH(OPMAITMOHHBIX

TEXHOJIOTH
3. | Pasmen 3. «IIporpamMmmHOe 14 4 4 6

obecneyeHue

MH(OPMaLMOHHBIX




wa
- °:’ Buabl y4eOHBIX 3aHATHIH, BKJIOYAS
g ; CaMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIUXCS, Yac
Ne Paznen/Tema 8 ‘§
n/n JIMCIHMILIHHBI 2 KonTakTHas padora
= CamocrosiTenb-
Bcero NpaKTHYeCKUe Has padoTa
JCKIHH 3aHATHSA 00y4arouuXxcs
TEXHOJIOTHUI»
4. | Pazgen 4. «TexHomorun 14 4 4 6
00pabOTKH JaHHBIX)
5. | Pa3gen 5. 14 4 4 6
«MupopmarionHbIe
TEXHOJIOTMH KOHESYHOTO
10JI30BATEIN
6. | Pazgen 6. «CeteBrle 14 4 4 6
uH(pOpMaIMOHHBIC
TEXHOJIOTHI
7. | Pazgen 7. 14 4 4 6
«HTerpupoBaHHbIE
MH(pOpPMalLMOHHbIE
TEXHOJIOT MK
8. | Pa3gen 8. 14 4 4 6
«udopmarmoHHbie
TEXHOJIOTHH B YIIPABICHUNY
Bcero 108 30 30 48
JK3aMeH 36 - - -
HToro 144 30 30 48
OuHo-3a04Hast popma o0yueHHust
=
= 2 Buabl y4eOHBIX 3aHATHI, BKIIOYAs
g § CaMOCTOSITEILHYIO Pa0OTy 00y4aKOIIHUXCS, YacC
Ne Pa3nen/Tema 8 ‘“é(
n/n JIMCHUTLIHHBI E KonrakTHas pa6ora
= CamocTosiTe/b-
Bcero NpaKTHYeCKue Has padora
Jeldm 3aHATHS 00yJamuxcs
9. | Paznen 1. «Iludposas 11 2 2 7
skoHOMHKa. CTpaTerus
CO3JIaHUsI HOBOI OM3HeC-
MOJIEJIA Ha OCHOBE
U (pOBU3AIIID)
10. | Pa3nen 2. «OOmas 11 2 2 7
KJaccu(uKanus BUI0B
UH(OPMAIIMOHHBIX
TEXHOJIOTH»
11. | Pazgen 3. «IIporpammuoe 12 2 2 8




wa
- °:’ Buabl y4eOHBIX 3aHATHI, BKIIOYAs
g ; CaMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIUXCS, Yac
Ne Paznen/Tema 8 ‘§
n/n JIMCIHMILIHHBI 2 KonTakTHas padora
= CamocrosiTeslb-
Bcero NpaKTHYeCKUe Has padoTa
JCKIHH 3aHATHSA 00y4arouuXxcs
obecrneueHue
nH(pOpPMaITMOHHBIX
TEXHOJIOTHI»
12. | Pasnen 4. «Texnonoruu 12 2 2 8
00paboOTKH JAHHBIX)»
13. | Pa3men 5. 13 2 2 9
«MupopmaionHbIe
TEXHOJIOTMH KOHECYHOTO
I0JIb30BATEIIS»
14. | Pazgen 6. «CereBbie 13 2 2 9
nH(pOpMaIMOHHBIC
TEXHOJIOT MK
15. | Pa3znmen 7. 18 4 4 10
«HTerpupoBaHHbIE
MH(pOpPMalLMOHHbIE
TEXHOJIOTHI
16. | Pa3nen 8. 18 4 4 10
«udopmarmoHHbie
TEXHOJIOTHH B YIIPABJICHUM
Bcero 108 20 20 68
JK3aMeH 36 - - -
HToro 144 20 20 68

4.2. ConepxxaHue pa3iesioB IUCHUINIHHBI

Paznen 1. «lludpoBas 3xonomuka. Ctparerusi co3aHusi HOBOW OM3HeCc-MOJeJM HA
OCHOBe LM (ppoBU3aALUN».

[udpoBasi 3KOHOMHUKA: OCHOBHBIE TEPMHHBI U ONpEIENICHUs. TEeXHOIOIrMUeCKUe YKIaabl U
IPOMBIIIJIEHHBIE PEBOJIIOIUU: MPEANOChIIKA (HOPMUPOBAHUS LU(POBONH IKOHOMUKH. DKOHOMHKA
B3auMoJieiicTBusa B cetu. Crienuduka cereBblx Ounar, TpaHchopmarus (akTopoB MPOU3BOJCTBA.
W3meHeHus B MHQPACTPYKType SKOHOMMKH, HBOJIOIHS 3KOHOMHUYECKUX 3aKOHOB. ODBOJIOLUS
OuzHec-mojeneil, u3MeHeHHs B yciuoBuiX 1Hdpou3anuu. LludpoBas sKkOHOMHKA Kak
NOTEHLIMAIbHBIA UCTOYHUK HOBBIX PUCKOB M BO3MOXHOCTEN ISl IPEAIPUATUI

Pazpnen 2. «O0mas kiaaccupukanusi BUA0B MHPOPMALMOHHBIX TEXHOJIOT .

Oranbel pa3BUTUS (3BONIOLMS) HHPOpMAIMOHHBIX TexHonoruid. Pons WUT B pasButumn
SKOHOMUKH U oOuiectBa. MHPOpMaMOHHBIM PBIHOK U PHIHOK MH(MOPMAIIMOHHBIX TEXHOJIOTUH.
[Ipenmernass u wHbopmanmonHass TexHonorusa. ObecrneunBaronye W QyHkiuoHanbHbie WT.
[Tousitue pacnpenenennoi ¢pynkiuonansHoi UT. O0bexTHOOpHEHTHpOBaHHBIE UT.

Pasnea 3. «IIporpammHoe obecnieyeHue HH(POPMALMOHHBIX TEXHOJIOTHI».



bazoBoe u npukiagHoe mporpaMmHoe odecriedenue. TekcToBbii mporeccop. Bo3zmokHocTi
TEKCTOBBIX TpoueccopoB. Tabmuunelii npoueccop. Knaccupukanums u  xapakrepuctuka UT
00paboTku TabnnyHoi nHPOopManuu. IloHnsaTHe KOMITBIOTEpHOM Tpaduku. MeToabl peCTaBIeHUs
rpadpuueckux  uzoOpaxkeHwit. MynbTuMenus.  MeToasl M CpPEACTBA  MPEACTABICHUS
MYJIbTUMEAUNHBIX JaHHBIX.

Pa3znen 4. «TexHosiornu 00padoOTKM JaHHBIX».

Texnonorus o6pabOTKH NaHHBIX U €€ BUAbL. TexHonorus oOpabOTKH JaHHBIX B MAKETHOM
pexxume. TexHonorust 06pabOTKH JaHHBIX B IMAJIOrOBOM pekuMe. TexHonorus o0paboTKu JaHHBIX
B PEKMME PEATBHOI'O BPEMEHH.

Paznea 5. «AndopmannoHHbIe TEXHOJIOTHH KOHEYHOI0 MOJIb30BATEJISD).

WudopmanroHHble TEXHOJOTHH YTpaBlieHUs. JeKTpoHHbIH oduc. HMubopmanmoHHbIE
TEXHOJIOTUM TIOJJICPKKU TPUHATHA pemeHnid. MHpopMalnoHHbIE TEXHOJIOTHH 3KCIEPTHBIX
CUCTeM. ABTOMAaTH3WpPOBaHHOE pabouee wmecto (APM). HudopmanmoHHOE, NpOrpaMMHOE,
METOIMYECKOe, TEXHOJIOTUYECKOe U Apyroe obecnieuenue APM.

Pa3znen 6. «CereBble MH(POPMAITMOHHBIE TEXHOJIOTHI).

DneKTpOoHHAas MouTa, TeNeKOH(PEpeHIUs, J0cka 00bIBIeHUNH. ABTOpCKUE HH(DOPMALIMOHHBIE
TexHojoruu. ['uneprexcroBsie HGOPMAITMOHHBIE TEXHOJIOTHH.

Paznen 7. «MHaTerpupoBaHHbie HHPOPMALMOHHbIE TEXHOJIOTUID).

Pacnipenenennble  cucreMbl  0OpaOOTKM  JaHHBIX.  TEXHOJOTHS  «KJIMEHTCEPBEP».
HNndpopmannonusie XpaHWINILA u CUCTEMBbI ANEKTPOHHOTO JIOKYMEHTO000poTa.
['eonnopmanonHpie W TI00ATBHBIE CUCTEMBL. BUIEOKOH(EPEHIIMHM W CHUCTEMBI TPYIIOBOMH
pabotsl. KopriopatuBHabie HHPOPMAIIIOHHBIE CUCTEMBI.

Pa3zpnen 8. «MHpopManMOHHBIE TEXHOJIOTHH B YIIPABJICHUMN.

Nudopmannonnsie mpoiecchl B YIPaBICHUM OpraHu3aluei. MeToanyecKkue OCHOBBI
co3maHus W HHPOpPMAIMOHHOE o0ecreueHne HWH(GOPMAIMOHHBIX TEXHOJIOTUH B YIpPaBICHUU
opranuzanueil. TexHu4eckoe W MporpaMMHOe oOecriedyeHne MHGOPMAIMOHHBIMUA TEXHOJIOTUSIMU
YIIPaBJICHUS OpraHU3alueH.

4.3. lIpakTHyeckue 3aHATHSA / J1aGOpaTOPHbIE 3aHATUS

Ounas ¢popma o0y4eHus

3ansartue 1. «udpoas skoHoMuka. CTparerus co3gaHus HOBOM OM3HEC-MOJIENIN Ha OCHOBE
1 (POBU3AITIID)

3ansarue 2. «O0mas knaccudukanus BUA0B HHOOPMAIIMOHHBIX TEXHOIOTH

3anstue 3. «I[IporpammHoe obecriedeHre HHPOPMALIMOHHBIX TEXHOJIOTUI

3anstue 4. « Texnonornu o0pabOTKN JAHHBIX»

3anstue 5. «HpOpMaIMOHHbBIE TEXHOJOTUU KOHEUHOTO M0JIb30BaTENs»

3anstue 6. «CereBble HH)OPMALIMOHHBIE TEXHOIOT UM

3ansatue 7. «HTErpUpOoBaHHbIE HH(OPMAIIMOHHBIE TEXHOJIOTHI

3ansarue 8. « THPpOpMaLMOHHBIE TEXHOJIOTHH B YIIPABICHUID)

OuHo-3204Hast popma o0yueHnst

3anstue 1. «IIporpammuoe obecriederrie HHPOPMALIMOHHBIX TEXHOJIOTUI
3ansatue 2. « TexHonmorun 00pabOTKH JaHHBIX)

3ansarue 3. « THPOpMAIMOHHBIE TEXHOJIOTHH KOHEYHOTO TTOTB30BATEIS
3anstue 4. «CereBble HHYOPMALIMOHHBIE TEXHOIOT M

3ansartue 5. «HTErpupoBaHHbIe HH(OPMAIIMOHHBIE TEXHOJIOTUN



3ansartue 6. « THPpOpMaLMOHHBIE TEXHOJIOTHH B YIIPABICHUI)

5. YueOHO-MeTOoAMYECKOEe U HH(POPMALIMOHHOE 00ecTeuyeHue JUCIHILIMHBI

5.1. OcHoBHasi JIuTEpaTypa

1. bmromun, A. M. MHpOpMaIMOHHBI MEHEIHKMEHT : aBTOMATHU3AIMs WH(HOPMAIMOHHBIX
TEXHOJIOTHI U CUCTEM yIpaBjeHus : yueOHuk : [16+] / A. M. batromun. — Mocksa : JlamkoB u K°,
2024. - 378 ¢. : wum, Tabn. — Pexum  gocTtyma: mO  MOANHCKE.  —
URL: https://biblioclub.ru/index.php?page=book&id=720361

2. banmun, K. B. Uadopmarmonnsie cucreMmbl B 3koHOMEKe : ydeOHuk / K. B. Bamoun,
B. b. Y1kun. — 9-e uzn., crep. — Mocksa : JlamkoB u K°, 2021. — 395 c. : un., tabn. — Pexum
nocryna: o noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=684194

3. Opranuzanyss ¥ TEXHOJOTHS JOKYMEHTAllMOHHOTO OOecleyeHus] yIpaBiICHUS
3NIeKTpOHHOE yueOHoe nmocobue : [16+] / coct. C. E. Mumenusn ; KemepoBckuii rocynapcTBeHHBIH
yHUBEpCUTET, NTHCTUTYT UCTOPUH, TOCYTAPCTBEHHOTO YIPABICHUS U MEXKAYHAPOIHBIX OTHOIICHUN
[u np.]. — KemepoBo : KemepoBckuii rocynapcrBeHHbslii yHusepcurer, 2017. — 478 c. — Pexum
nocryna: o noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=481592

5.2. JlonoiHUTEIbHAS JIUTEpaTypa

1. IIpoGneMbl TPOEKTUPOBAHUS, TPUMEHEHHUSI U 0€30MaCHOCTH UHPOPMAITMOHHBIX CHUCTEM B
ycioBusiX LuppoBoi 3koHOMHUKU : Marepuanbl XXII MexayHapoaHOW HayuyHO-IPAKTUYECKOU
koH(pepennuu, 1. PocroB-Ha-Jlony, 21-22 Hos0ps 2022 roma / A. B. A6pamosa, 1. A. ABuios,
. B. Azapos [u ap.] ; Beim. pen. E. H. Tumenko ; PoctoBckuit rocy1apcTBEHHbIN SKOHOMUYECKUAN
yauBepcuteT (PUHX), ®akynabTeT KOMIBIOTEPHBIX TEXHOJIOTMH W WH(OpPMAIMOHHOM
6e3onacHoct. — Poctos-Ha-Jlony : W3narenscko-nonurpaduueckuii komrieke PIDY (PUHX),
2022. — 446 c. : w1, Tabm. — Pexum  goctyma: [0  IIOAIKUCKE.  —
URL: https://biblioclub.ru/index.php?page=book&id=704745

2. TI'punbepr, A. C. JlokyMeHTaIllMOHHOE oOecleueHrne ympaBJICHUs : Y4YCOHHK /
A. C. I'pun6epr, H. H. T'op6aués, O. A. Myxamermmna. — Mocksa : FOuutu-/lana, 2017. —392 c. :
TaouI., rpad., ui., CXEMBbI — Pexxum JOCTYyTIA: o MOJTKCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=684757

5.3. JIulleH3MOHHOE MPOrpaMMHoe o0ecrevyeHne
Microsoft Windows 10 Pro
2. Microsoft Office 2007

=

5.4. CoBpeMeHHble Tnpo(eccHOHAIbHBbIE 0a3bl [JaHHBIX M HHPOPMALUOHHbIE
CIPaBOYHbIE CHCTEMbBI
1. THopran  «MHPOpMaMOHHO-KOMMYHHKAIIMOHHBIE ~ TEXHOJOTHH B 00Opa3oBaHUU»
http://www.ict.edu.ru.
2. KommnbroTepHsie HHGpOpMAIIHOHHO-TIpaBoBbIe cucTeMbl «KoHcympTan» http://www.consultant.ru
, «CapanT» http://www.garant.ru.
3. OdunmanpHbI HHTEPHET-TIOPTAJ paBoBoi MH(GopManuu http://pravo.gov.ru.
4. Hayunas snektponHas oudanoreka «KubepJlennnka» https://cyberleninka.ru/
5. OBC «YHuBepcuteTckas oubianoTeka onnaiia» https://biblioclub.ru/index.php
7. Hayunas snextponHas 6ubnmuroreka http://www.elibrary.ru
8. Poccuiickas HanmoHanbHas oubimoreka http://www.nlr.ru
9. Poccwmiickast rocymapctBeHHas 6ubmoTeka http://www.rsl.ru
10. ®enepanpHblii  00pazoBaTeNnbHBIA MOpTan «JKoHOMHKA. Coruonorus. MeHeHKMEHT
http://ecsocman.hse.ru
11. AnMUHUCTpaTUBHO-YIIpaBieHueckuid moprain http://www.aup.ru/
12. DnexTpoHHO-OnbIMOTEYHAs cucTeMa «Jlaub» https://e.lanbook.com/



https://biblioclub.ru/index.php?page=book&id=720361
https://biblioclub.ru/index.php?page=book&id=684194
https://biblioclub.ru/index.php?page=book&id=481592
https://biblioclub.ru/index.php?page=book&id=704745
https://biblioclub.ru/index.php?page=book&id=684757
http://www.ict.edu.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://pravo.gov.ru/
https://cyberleninka.ru/
https://biblioclub.ru/index.php
http://www.elibrary.ru/
http://www.nlr.ru/
http://www.rsl.ru/
http://ecsocman.hse.ru/
http://www.aup.ru/
https://e.lanbook.com/

6. MaTepuajibHO-TeXHHYECKOE o0ecnevyeHue T CUUIIMHBI

1. JlexnuoHHas ayAuTOpHs, AyAWTOPHS Ui TPYNIOBBIX M HMHIMBHUIYAJIbHBIX KOHCYJIBTALUH,
OCHAII[CHHAs] KOMIUIEKTOM MeOenu Ui y4eOHOro mporecca, yueOHOW HOCKOH, MEpPCOHAIbHBIM
KOMITBIOTEPOM, TUIa3MEHHOM MaHEeNbIO.

2. Ayauropusi nH(GOPMAIIMOHHBIX TEXHOJOTHH, OCHAIICHHAS KOMILJIEKTOM MeOenH Ui y4eOHOro
nporecca, y4eOHON JOCKOW, MepCOHATBHBIMH KOMIBIOTEPAMH C BO3MOKHOCTBIO IMOJKITIOYCHHUS K
cetu «HTEpHETY.

3. Ayaurtopusi Uil CaMOCTOSITEIbHON pabOThl CTYAEHTOB, OCHAIICHHAS KOMIUIEKTOM MeOenH Iiis
ydeOHOro mporecca, y4eOHOH JOCKOW, IEpCOHAIBHBIMH KOMITBIOTEPAMH C BO3MOYKHOCTBIO
HOJKIIIOUEHUS K ceTh «MHTepHEeT» U IOCTYIIOM K 3JIEKTPOHHON H(OPMAIIMOHHO-00pa30BaTeIbHON
cpene YHUBEpCHTETA.

7. MeToan4yeckue peKOMeHIAMHU 110 OPraHU3alUM H3YyYeHHU s U CIUTLTHHBI

7.1. MeToanyeckue peKOMEHIAIUH MPenoiaBaTeio

JlaHHBIA pa3zen HacTosmield pabouell mporpamMmbl NpeaHAa3HAueH Ui HAYMHAIOLIMX
npernojiaBaTesei u CrenualucTOB-IPAKTUKOB, HE UMEIOLUX OIbITa IPENnoJaBaTeIbCKoi paboThl.

Hucuummaa «CuCTeMBl  YIIpaBJICHUS JTOKYMEHTOOOOpPOTOM B JKocpene nudpoBoi
SKOHOMHKHU» SIBJISIETCS IUCLMILIMHON, (opMuUpyroliel y 00y4aromuxcss YaCTUYHO KOMIIETEHIIUIO
[IK-2. B ycinoBusx  KOHCTPYHMPOBaHHsS  OOpa3oBaTeNbHBIX  CHCTEM HA  MPHHIUIAX
KOMIIETEHTHOCTHOT'O IIOAXO0Ja IPOU30LUIO KOHLENTYyaJbHOE W3MEHEHHE pOJIM IIpernojasarels,
KOTOPBIH, HApSAY C TPAIUIIMOHHON POJIBIO HOCHUTEIIS 3HAHHM, BHIMOJIHIECT (PYHKIUIO OpraHu3aTopa
HaY4YHO-TIOMCKOBOM pa0oThl 00yuaromierocsi, KOHCyJIbTaHTa B Hpoleaypax BbIOOpa, 0OpaboOTKU U
UHTEpHpeTanuu uHpopMauKu, HEOOXOAMMOHN I TMPAKTHUYECKOTo JACHCTBHS W JalIbHEHINEro
Pa3sBUTHSL, YTO JIOJKHO 0053aTEJIbHO YUUTHIBAThCS MPH MPOBEIEHUH JIEKLIMOHHBIX U MMPAKTUYECKUX
3aHATUH 1o auctuiuinHe «CHUCTeMBbl ynpaBieHHS JOKYMEHTOOOOPOTOM B 3dKocpene Hu(poBOM
SKOHOMMKUY.

[IpenonaBanue TEOPETUUYECKOTO (JIGKIIMOHHOTO) Marepuana mo gucuuiuimHe «Cucrtemsl
yIpaBJIeHUs] JOKYMEHTOOOOPOTOM B 3KOCpesie HUPPOBOH SIKOHOMUKN» OCYILECTBIISETCS HA OCHOBE
MEXIUCUUIUIMHAPDHOM HHTErpallid M YETKUX MEXIUMCUUIUIMHAPHBIX CBSI3ed B paMKax
o0pa3oBaTeNbHON MIPOrpaMMbl U ydeOHOro TuiaHa 1o HampasieHuto 38.03.02 MeHeKMeHT.

[TogpoGHOE comep)aHUE OTIACIBHBIX PA3JCIOB JUCHUIUIMHBI «CHCTEMBl yMPaBICHUS
JIOKYMEHTOOOOpPOTOM B 3Kocpele LU(POBOM HSKOHOMHUKH» paccMaTpuBaeTcs B 1.5 paboueit
POrPaMMBI.

Mertoauka onpeaeaeHuss UTOTOBOTO CEMECTPOBOI'O PeUTHHTa 00yUaroIerocs Mo JUCIUILIIMHE
«CucteMbl ynpaBieHUs! TOKyMEHTOO00pOTOM B 3KOCpeie IU(PPOBOM IKOHOMUKHY IPEICTaBICHA B
cocraBe ®OC no aucuuIUIMHE B 11 8 paboueil mporpamMmsl.

[TprimepHBbIE BapHaHThI TECTOBBIX 3aJaHUN JJI TEKYIIEro KOHTPOJIS U MEepeuYeHb BOIPOCOB K
9K3aMeHYy IO AMCLUIUIMHE TaK)XKe MPEeCTaBJIeHbI B I1 § paboueil mporpamMmsl.

[lepeueHr OCHOBHOM M JIOMOJHUTENBHOM JUTEpaTyphl U HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOIMMBIX B XOJI€ MPENoAaBaHus JUCUUIUINHBI « CUCTEMBI yIIpaBJIeHUs JOKYMEHTOOOOPOTOM B
sKocpene IUGPOBOM HIKOHOMHUKHM», TIPUBEIEH B 1.8 HaAcTosIIe pabodeill mporpamMmsl.
[IpenonaBatemnto cieayeT OpUEHTHPOBATH OOYYAIOLIMXCS HAa HMCIOJIBb30BaHUE MPU MOJITOTOBKE K
MIPOMEXKYTOUHOI aTTecTallii OpUTMHAIBHON BEpCUU HOPMATUBHBIX JOKYMEHTOB, IEHCTBYIOIIUX B
HACTOSLIEE BpEMS.

7.2. MeTonnyeckue yKazaHusi 00y4awommumest
[Tomydyenune yrayOJeHHBIX 3HAHUW 1O JUCHMIUIMHE JOCTUTaeTcs 3a CYeT AaKTUBHOMN
CaMOCTOSITENIbHONW paboThl oOyuaromuxcs. Beigensemplie yachl 11e1eco00pa3Ho HCIONb30BaTh IS
3HAKOMCTBA C Y4EOHOW M HAyYHOH JUTEPATYpOH MO mpodieMaM AWCIUIUIHMHBI, aHaIM3a HAyYHBIX
KOHLIEITLIHM.



B pamkax TUCIUIUIMHBI PEAYCMOTPEHBI Pa3IUYHbIe ()OPMBI KOHTPOJST YPOBHS JTOCTHKCHUS
00yYJarOIINMUCS 3asBJICHHBIX WHIMKATOPOB OCBOCHUS KOMIIETCHIINN. DopMa TeKyIero KOHTPOJIS —
aKTUBHasg paboTa Ha MPAKTUYECKUX 3aHATUAX, TMOJTOTOBKA M MPOXOXKIECHUE TECTUPOBAHUS.
dopMoii MPOMEKYTOYHOTO KOHTPOJIA 10 JAHHOHN AMCIMILINHE SBJISCTCS YK3aMEH, B X0J1€ KOTOPOTO
OIICHUBACTCS YPOBEHb JIOCTHIKCHUS OOYYAIONIMMUCS 3asBIICHHBIX WHIUKATOPOB OCBOCHUS
KOMIIETECHIINH.

MeTroanvecKne yKa3aHus 10 OCBOSHUIO JIMCIMILIAHEL.

JICKIIMOHHBIE 3aHATHS MPOBOJATCA B COOTBETCTBHHM C COJCPYKAHHUEM HACTOsIIEHd paboueit
IPOrPaMMBbI H TIPEJICTABISAIOT COOOM U3JI0KEHNUE TEOPETHYCCKUX OCHOB JIUCITUTUTHHEIL.

[TocernieHye JTEKITMOHHBIX 3aHATHH SBJISCTCS 003aTCIIBHBIM.

KoHcrniekTupoBaHue JICKIIMOHHOTO MaTepHaja JONYyCKaeTcsl Kak IHCbMEHHBIM, TaK |
KOMITBIOTEPHBIM CIIOCOOOM.

PerynspHoe MOBTOpEHHE MaTepHaia KOHCIIEKTOB JICKIIMHA 1O KaKIOMY pas3jelly B paMKax
MOJATOTOBKHA K TEKyIUM (hopMaM aTTECTAllMH MO JUCIHIUIMHE SBISETCS OJHUM W3 BOKHEHIIMX
BHJIOB CAMOCTOSITCIIbHON pabOThI CTYJCHTAa B TEUYCHHE CEMECTPa, HEOOXOIUMOM I Ka4eCTBCHHOMN
MOJTOTOBKU K MPOMEKYTOYHOH aTTECTAIUH 110 JUCIUTIIHHE.

[TpoBeneHNe  MpPaKTHYECKUX  3aHATHH 1o  jguciuiuimHe  «CucTeMbl  yrIpaBieHUS
JIOKYMEHTOO0OPOTOM B 3KOCpeie MU(POBON SKOHOMUKHY OCYIIECTBISIETCS B CIEAYIOMUX (Gopmax:

— aHajau3 MNpaBoBOM 0asbl, pErIAMEHTUPYIOLIEH MAEATeNbHOCTh OpraHu3alUil  pa3IuYHbIX
OpraHU3al[MOHHO-TIPABOBBIX (OPM;

— OIOpoC IO MarepuajiaM, PacCCMOTPEHHBIM Ha JEKUUSX M H3YYEHHBIM CAMOCTOSATEIBHO IIO
PEKOMEH/I0BaHHOH JIUTEpaType;

— PCHICHHUC TUINOBLIX PACUYCTHLBIX 3a7a4 10 TEMaM,

— aHanM3 M 00CYXICHHE MPAKTHUECKUX CUTYAIUil 10 TeMaM.

[Tocemenne NpaKTHUECKUX 3aHATHI U aKTHBHOE YYaCTHE B HUX SIBISIETCS 0053aTEIIbHBIM.

[TonroroBka K MPaKTUYECKUM 3aHATHSAM 005S3aTelNbHO BKIOYAeT B ce0s H3ydeHue
KOHCIIEKTOB JIEKIIMOHHOTO MaTepualia ¥ PEKOMEHJOBAHHOW JHUTEpaTyphl [UIS aJeKBATHOTO
MOHMMAHUS YCIOBUS U crmoco0a pelleHusl 3alaHui, 3alllaHupPOBAaHHBIX IpENojiaBaTeieM Ha
KOHKPETHOE TPAaKTUIECKOE 3aHSATHE.

MeTonuueckie  yKa3aHWsl 110  BBINOJHEHHIO  Pa3iWyHbIX  (HoOpM  BHeayJAUTOPHOU
CaMOCTOSITENIbHON pabOThI

V3yueHne OCHOBHOW M JONOJHMUTENbHOM JUTEpaTypbl, a TakXKe HOPMaTHBHO-IPABOBbIX
TOKYMEHTOB 110 TUCIHIUIMHE MPOBOJAUTCS HAa PETYJISIPHON OCHOBE B pa3zpe3e KaXKAOTo paszeia B
COOTBETCTBUH C NMPHUBEIECHHBIMHU B 1.5 paboyeil mporpaMmbl PEeKOMEHIAIMSAMHE JUTS TIOATOTOBKH K
IPOMEXYTOUHOW aTrTecTaluu Mo JucuuiuiiHe «CHCTeMbl yNpaBlIEHUS JOKYMEHTOOOOpPOTOM B
sKocpene 1IUPPOBON HKOHOMUKM». CHIHCOK OCHOBHOM M JONOJHUTENIBHON JHUTEpaTypsl U
00s13aTeNIbHBIX K U3yUYEHHIO HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB MO JUCLUIUIMHE MPUBEAEH B 1.7
HacTosmie paboueit mporpammbl. CrenyeT OTAaBaTh MPEANOYTCHHE W3YUYEHUIO HOPMATHBHBIX
JIOKYMEHTOB 110 COOTBETCTBYIOUIMM pPa3/ielaM JAUCHUIUIMHBI 10 CPAaBHEHMIO C MX aJJalTUPOBAHHOU
MHTEpIIpeTalel B yueOHO! uTeparype.

Pemienne 3agay B paspe3e  pa3nenoB  JUCHMIUIMHBL  «CHCTEeMBl  yHpaBiIeHUs
JIOKYMEHTOOOOPOTOM B 3KOCpene IU(POBON IKOHOMHKWY» SIBIISETCS CAMOCTOSITEIHHOM paboTOoi
oOyuarorierocsi B (hopMe JOMAaIIHEro 3aJjaHus B ClydyasX HeJlocTaTKa ayAMTOPHOTO BPEMEHH Ha
NPaKTUYECKUX 3aHATHAX JUISI pEIIeHUs BCEX 3a/1ady, 3alIJaHMPOBAHHBIX IIPEITOIaBaTeleM,
IPOBOJIAIINM MPAKTUUECKUE 3aHATHS IO AUCLUTIINHE.

Metoandeckne yKa3zaHus [0 MOJATOTOBKE K MPOMEKYTOYHOH aTTeCTaIlUH

[TpomexyTouHas arrectanus no AucuuIuinHe «CUCTeMBI YIIPaBIeHUS JJOKYMEHTOOOOPOTOM B
aKocpene nu(POBOil FIKOHOMHKI» TPOXOIUT B popMe dK3aMeHa. [IpuMepHBIid iepedeHb BOIPOCOB
K 9K3aMeHy 1o aucuuiuinHe «CHCTeMBbl yNpaBlIeHUs JTOKyMEHTOOO0pOTOM B 3Kocpesie HU(ppoBOH
DKOHOMHKH» W KPHUTEPHUH OIICHKH OTBeTa OOyJaromierocss Ha 5SK3aMeHe Uil IeNiel OICHKH
JOCTMDKEHUS 3asBJICHHBIX MHIMKATOPOB C(HOPMUPOBAHHOCTH KOMIIETEHLMH MPUBEAECHBI B COCTaBE
®OC no gucuumuivHe B 1 8 paboueit mporpamMmal.




OOyuaromuiics OMycKaeTcs K MPOMEKYTOUHOM aTTECTalluy MO AUCHUILINHE HE3aBUCHMO OT
pE3yJIBTaTOB TEKYIETO KOHTPOJIS.

8. ®oH/1 O1IeHOYHBIX CPECTB MO AUCIHUIIHHE

8.1. IlepeyeHb KOMNETEeHUHMH C yKa3aHHeM JTanoB uX (OPMHUPOBAHHsSI B Mpollecce

O0CBOCHUA TUCHHUIIJIUHDBI. q)OpMBI KOHTPOJISA (l)OpMI/IPOBaHI/IH KOMIIeTeHII il

Koa n NHaukaTopbl 10CTHKEHU ST ITanel
HAUMeEHOBaHUe KOMMETEeHI[HN (¢popmupoBanus
N dopmMa KOHTPOJIA
KOMIIeTeH I i (pa3nenbl
JUCIMTIJIMHBI)
[IK-2. Cniocoben NIIK-2.1. Cnocoben
000CHOBBIBaTh dbopMHupOBaTH
OpraHU3aIMOHHO- TbTepHATHBHBIC PEIICHUS HA [TpomMexyTodHbII
yIpaBiIeHUYECKHE OCHOBE aHAJIUTUYECKUX KOHTPOJIb:
pelIeHus B 00JIaCTH | JaHHBIX. 9K3aMeH
u(poBBIX HIIK-2.2. Criocoben Texymuit
TEXHOJIOTUI MIPOBOJIMTDH aHAIH3 H KOHTPOJIb: Paznens: 1-9
000CHOBBIBATH BHIOOD OTpoC Ha
pelieHus B 00aacTu IIPAaKTHYECKUX
U(POBBIX TEXHOJIOTHIA. 3aHATHUSAX;
NIIK-2.3. Criocoben TECTUPOBAHUE
MIPOBOAUTH OIIEHKY PECYPCOB,
HEOOXOAUMBIX IS peaTn3aliu
1M (POBBIX PEIICHUN.

8.2. Iloka3aTe/in U1 KPUTEPHHU OLleHUBAHUS KOMIIETEHINI NPY M3yYeHUH TUCHHILIUHBI,
OIMCAaHUe HIKAJ OLleHUBAHUA

8.2.1 Kputepuu olieHKH OTBETAa HA IK3aMeHe

(bopmupoBanue komnerenimu [1K-2, uamukaropst UIK-2.1, UTIK-2.2., UT1K-2.3.)

«5» (oTaM4HO): OOydYalIIUici JAEMOHCTPUPYET CHCTEMHBIE TEOPETUYECKHE 3HaHMS,
IPAKTUYECKHE HABBIKH, BJIAJEET TEPMUHAMHU, JIeJaeT apryMEHTUPOBAHHbBIE BBIBOABI U 0000IIEHNUS,
INPUBOAUT MPHUMEPHI, MOKA3bIBAET CBOOOJHOE BIIQJICHUE MOHOJOIMUYECKOW Pedbi0 U CIIOCOOHOCTD
OBICTPO pearupoBaTh Ha YTOUHSIOLINE BOIPOCHI.

«4» (xopomo): oOyyaromMics JIEMOHCTPUPYET IPOYHBbIE TEOPETUYECKHE 3HAHMS,
NPaKTUYEeCKHE HABBIKH, BIIaJIeeT TEPMUHAMH, JeJaeT apryMEHTUPOBAaHHbIE BBIBOJIBI U 0000IIEHN,
IOPUBOAUT IMPHUMEpPHI, MOKa3bIBaeT CBOOOJHOE BIIAJCHHWE MOHOJIOTHMYECKOH PEuyblo, HO IPU 3TOM
JIeJIaeT HECYIIECTBEHHbIE OIIMOKH, KOTOpble OBICTPO HCHPABISET CaMOCTOSATENbHO WIM TpU
HE3HAYUTEJIbHON KOPPEKIUH IPETIOJaBATEIIEM.

«3» (ynoBJIeTBOPHUTEJIbHO): O0yUaIOLIUICS AEMOHCTPUPYET HEMNIyOOKHE TEOPEeTUYECKHE
3HaHMS, MposBIAET cinabo cOpPMUPOBAHHBIE HABBIKM AaHAJIW3a SIBICHUW W  IPOLECCOB,
HEJ0CTATOYHOE YMEHHE JEJIaTh apryMEHTUPOBAHHBIE BBIBOABI U IIPUBOJUTH IIPUMEPSHI, TIOKA3bIBAECT
HE JIOCTaTOYHO CBOOOJHOE BJa/IeHME MOHOJOIMYECKON pedblo, TEPMHHAMH, JIOTHUYHOCTBIO U
MOCJIEIOBATEIbHOCTBIO HM3JI0KEHUS, JeNaeT OIMMOKM, KOTOpble MOXKET HCIPAaBUTh TOJBKO IpPHU
KOPPEKLUHU MIPENOIaBATEIIEM.

«2» (HeylOBJIETBOPHUTEJIbHO): OOYUYaIOUIUICS JIEMOHCTPUPYET HE3HAHUE TEOPETUUYECKUX
OCHOB IIPEIMETA, OTCYTCTBHE MNPAKTUYECKUX HABBIKOB, HE YMEET JeNaThb apryMEHTHPOBAHHBIC
BBIBOJIbI W TNPUBOAMTH IMPHUMEpHI, MOKa3bIBaeT ci1adoe BIaJCHUE MOHOJIOTMYECKOH pedblo, He
BIIQZICET TEPMUHAMH, IPOSBISIET OTCYTCTBHE JIOTMYHOCTH M IIOCJIENOBATEIBHOCTH H3JI0KECHHUS,
Jienaer oOumHOKM, KOTOphlE HE MOXKET HWCIPAaBUTh JaXke IpH KOPPEKIHH IMpernojaBareieM,
OTKa3bIBACTCS OTBEYATH HA JOIOJHUTEIbHBIE BOIIPOCHL.
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8.2.2 Kputepuu oueHKH padoThl 00y4arolIerocsi Ha MPaKTHYECKUX 3aHATHUIX
(bopmuposanue komnereniuu [1K-2, unaukaropsr UT1K-2.1, UTIK-2.2., UTIK-2.3.)

«5» (OTJM4YHO): BBIIOJHEHbl BCE IPAKTUYECKHE 3a/JaHus, MPEJyCMOTPEHHBIE
NPAaKTUYECKUMHU 3aHATHAMHU, OOydJalOUIMiics 4eTKO W 0e3 OomMOOK OTBETHJI Ha BCE KOHTPOJBbHBIE
BOIIPOCHI, aKTUBHO pa0dOTall HA MPAKTHYECKUX 3aHATHSIX.

«4»  (Xopomio): BBIIOJIHEHBl BCE IMPAKTUYECKUE  3aJaHUs, IPEAYCMOTPEHHBIC
IPAaKTUYECKUMHU 3aHATHAMU, OOYYarOIIMICS C KOPPEKTHPYIOIMMH 3aMEYaHUsIMHU IpernojaBaTess
OTBETWJI Ha BCE KOHTPOJIbHBIE BOIIPOCHI, JOCTATOYHO aKTUBHO pad0Taj Ha MPAKTUUYECKUX 3aAHATHUSAX.

«3» (YI0BJIETBOPHUTEJIBHO): BBIIIOJIHEHBl BCE NPAKTHYECKUE 3aJaHUs, NPELYyCMOTPEHHBIE
NPAaKTUYECKMMHU 3aHATHSAMM C 3aMEYaHUsIMH IpernojaBarens; oOydaroluiics OTBETWI Ha BCe
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYaHUSMH.

«2» (Heya0BJIETBOPUTEJIBbHO): 00yYaIOLIUICS HE BBIITOJHNI WU BBIIOJIHUI HENPABUIBHO
NPaKTUYECKHE 3aJaHus, MPEAyCMOTPEHHBIC MPAKTUYECKUMHU 3aHATUAMHU; OOyYaIOMIMKCS OTBETHII
Ha KOHTPOJIbHBIE BOIIPOCHI C OMIMOKAMH UJIM HE OTBETHII HA KOHTPOJIBHBIE BOIIPOCHI.

8.2.3 Kputepuu olieHKH TeCTHPOBAHMSI
(bopmuposanue komnereniuu [1K-2, unaukaropsr UT1K-2.1, UTIK-2.2., UTIK-2.3.)

TectupoBaHue OIEHUBAETCS B COOTBETCTBUU C MPOLIEHTOM IMPABUIBHBIX OTBETOB, JaHHBIX
00yJaroIIMMCs Ha BOIPOCHI TECTA.

CraHgapTHas IIKana COOTBETCTBUS PE3yJbTaTOB TECTHPOBAHHS BBICTaBIISIEMOI OayuTbHON
OLICHKE:
— «OTJIMYHO» - CBbIIIE 85% IMpaBUIIbHBIX OTBETOB;
— «xoporto» - oT 70,1% no 85% npaBuibHBIX OTBETOB;
— «yIOBIETBOPUTENBHO» - OT 55,1% 110 70% npaBUIbHBIX OTBETOB;

- oT 0 10 55% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEIILHO
«5» (OTJIMYHO): TECTUPYEMBIN JEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHHUSI, BIIAJIEET

TepPMUHAMHU U 00JIaJIaeT CIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI TECTA.

«4» (Xopo110): TECTUPYEMBIN B IIEJIOM IEMOHCTPUPYET CUCTEMHBIC TEOPETUUCCKUE 3HAHUS,
BJIa/ieeT OOJBIIMHCTBOM TEPMHHOB M 00JIaJIa€T CIOCOOHOCTBHIO OBICTPO pearupoBaTh HAa BOIPOCHI
TecTa.

«3» (YAOBJIETBOPUTEJILHO): CHUCTEMHBIE TEOPETUYECKHE 3HAaHUS Y TECTUPYEMOIo
OTCYTCTBYIOT, OH BJIaJIe€T HEKOTOPHIMH TEPMHUHAMM M Ha BOINPOCHI T€CTa pearupyer J0CTaTOYHO
MEJIJIEHHO.

«2» (HeyI0BJIETBOPUTEJIbHO): CHCTEMHBIE TEOPETHUECKHE 3HAHHUSA y TECTHPYEMOTO
OTCYTCTBYIOT, TS PMHUHOJIOTHEH OH HE BJIaJICET U HAa BOIPOCHI TECTA PEarupyeT MeIJICHHO.

8.24. MWrToroBoe cOOTBeTCTBHE Oa/UVILHOW WIKAJBI OLEHOK M  YPOBHeii
copMHPOBAHHOCTH KOMIIETEHUMH 10 TUCHMILVIHHE:

YpoBenb
chopMHUPOBAHHOCTH Ouenka ITosicHeHue
KOMIIeTEHIINH

TEOPETUYECKOE CONEPIKAHNUE U MTPAKTUUECKHUE HABBIKU T10
S» JHUCLUIUIMHE OCBOEHBI IIOJIHOCTHIO;
Bricokuii BCE€ MPEAYCMOTPEHHBIE MPOTPAaMMOI 00yUeHHUsT yaeOHbIe

(oTmR0) 3aJJaHus BBIIIOJHEHB! HA BEICOKOM YPOBHE;
KOMIIETEHIMH CHOPMHUPOBAHEI
Cpenmuit «4» TEOPETHYECKOE COJIEPKAHNE U MPAKTHIECKNE HABBIKH 110
(xoporio) JIUCITUITHHE OCBOEHBI MOJIHOCTHIO;
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BCE MPEIyCMOTPEHHBIE MPOrpaMMoit 00ydeHus yueOHbIe
3aJJaHUs BBIIIOJIHEHB! C HE3HAUUTEIbHBIMU 3aMEUaHUSIMU;
KOMIIETEHIIMH B 11eJI0M C(hOPMHUPOBAHbBL

TEOPETHUECKOE COICpKAaHUE U MPAKTUUECKUE HABBIKU IO
JUCITUILTANHE OCBOCHBI YAaCTHYHO, HO MPOOEIIBI HE HOCSAT
3y CYIIECTBEHHOTO XapaKTepa;
VY 10BIETBOPUTENbHBIN OOJBIITTHCTBO peayCMOTPEHHBIX MpOrpaMmoint
(YIOBIIETBOPUTENHHO)

0o0y4eHUs y4eOHBIX 3a7a4 BBHIIOJIHEHO, HO B HHX
HAMEIOTCS OLIMOKH;
KOMIIETeHIINH C(hOPMHUPOBAHBI YACTUIHO

TEOPETUYECKOE COJIEPKAHNE U MTPAKTUIECKHE HABBIKH 110
JTUCLUIUIMHE HE OCBOCHBI;

OOJBIIMHCTBO IPEeTyCMOTPEHHBIX porpamMMoin
o0ydeHnst yueOHBIX 3aJaHAi TUOO HE BBITIOTHEHO, OO0
COJICPKUT TPyOBIe OLTHOKH;

JONOJIHUTENbHAs ~ CaMOCTOSITeNbHass ~ pabora  Hax
MaTepuaJoM He MPUBOIAMT K KaKOMY-ITHOO 3HAYHMOMY
MOBBIIICHHUIO KaYeCTBa BHITIOIHEHHS yUeOHBIX 3aJaHNH;
KOMITETEHIIMU He CPOPMHUPOBAHBI

«2»

HeynosnerBopurenbHbIit
(HEYIOBIETBOPHUTEIHHO)

8.3. MeToanyeckue MaTepuajbl (THIOBbIe KOHTPOJbHbIE 3aJaHNs), ONpeIesiionne

pe3yJabTaThl 00y4eHHs MO JMCUHMILIHHE, COOTHECEHHbIE ¢ HHANKATOPAMH J0CTHKCHUS

KoHTponbHble 3a1aHus, IPUMEHSEMbIE B PaMKaX TEKYIEro KOHTPOJIA U MPOMEKYTOUHON
aTTeCTaluy MO JUCUUIUIMHE, HOCSIT YHUBEPCAJIbHBIN XapakTep U IPealyCMaTpUBalOT BO3MOXKHOCTh
KOMIUIEKCHOW OLEHKM BCEro HaOopa 3asdBJIEHHBIX [0 JAaHHOW JWUCUUIUIMHE HHAWKATOPOB
c(hOpMUPOBAHHOCTH KOMITETEHIIUH.

8.3.1. Tekyuuii KOHTPOJIb (Pad0TA HA MPAKTHYECKUX 3AHATHUSAX)
(bopmuposanue komnereniuu [TK-2, uaaukaropsr UTTK-2.1, UTIK-2.2., UTIK-2.3.)

IIpumepHBbIii NepedeHb BONPOCOB I 00CYK/AeHUS

1. KakoBsl aTans! pazpadotku O] u ux coaepxkanue? Kakue tumner 371 Bel 3naere?

2. IlpuBeaure CcpaBHEHHME TaKMX CUCTEM DJIEKTPOHHOIO JIOKYMEHTOOOOpOTa, Kak
«Directumy,

«Docs Vision», «1C: JJokyMeHTO000pOT 8»

3. Kakue knaccel [10 cocraBnenus 3/ 3HaeTe, UX OTINYUS, IPUBEIUTE IPUMEPHI.

4. Kakue MeToapl IOUCKa JOKYMEHTOB OTHOCSTCS K KJIacCy «MHACKCHBIX»? Kakue MeToabl

OTHOCSITCS] K CTATUCTUYECKHM METO/1aM [TOMCKA U UX OCHOBHOE Ha3HaueHHe?

5. Ilepeuncnure  OCHOBHBIE  IPHUHLMIBI  BHEAPEHUS  CUCTEMBI  DJIEKTPOHHOIO
JIOKYMEHTO000pOTA.

6. KakoBo Ha3HaueHMe W  (YHKIMM, BBINOJHAEMbIE CHCTEMOHM  3JEKTPOHHOTO
JIOKyMEHTO000pOTa

(CoN)?

7. Kakue stamnsl B pa3Butun KoHuenuuu CIJ] MOKHO BBIACIUTD?

8. Kakue kiaccel COZ1O npuMeHsIOTCS B HacTOsAIIEe BpeMs?

8.3.2. Texkymmuii KoHTpPo.Ib (TecTUPOBaHHeE)
(bopmuposanue komnereniuu [1K-2, unaukaropsr UTTK-2.1, UTIK-2.2., UTIK-2.3.)

IIpuMepHBbIe BADHAHTHI TECTOBBIX 3a4aHUI

1. JokyMeHTOOOOPOT — IBMKEHHUE TOKYMEHTOB B OpraHU3AIMN C MOMEHTA UX CO3JaHUs J0:
1. nepenaun Ha UCTIOTHEHUE

2. TIIOAIINBKHY B JIEJIO

3. 3aBepIleHUs UCTIOJHEHUS WU OTIIPABKU
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2. K cucremam 3J1€KTpPOHHOTO JOKYMEHTOO0OPOTa HE OTHOCUTCS:
1. Directum
2. DocVision
3. ELMA
4, Jlemo
5. MS Project
6. 'apant
3. PaznuyaroT Tpu MoTOKa TOKyMEHTALUU Ha MPEANPUITHH:
1.Bxond1Me, UCXOSIINE, BHYTPEHHUE
2. HEHTPAJIU30BaHHbIE, ICLIEHTPAIN30BaHHbIE, CMEIIaHHbIE
. TOTOBSILIIMECS, YTBEPKAAEMbIE U OTIPABIIsIEMbIE
. OpraHu3aIMoOHHbIe, (PMHAHCOBBIC, CHAOKECHUCCKHE
. JIOKYMEHTONOTOKH pa3inuyaroT I10:
. OTHOUIEHMIO K YIIPaBJIEHYECKOMY IIPOLIECCY
. HaIIpaBJICHUIO
. 00beEMy
4.MOpSAAKY MOCTYIUICHUS
. [lepBuunas 06paboTKa BXOISIINX JOKYMEHTOB JIOJKHA OCYIIECTBISTHCS:
. B 3aBUCHMOCTH OT Ba)KHOCTH JIOKYMEHTa
. B TEYEHUHU CYTOK
. B JICHb MOCTYIIJICHUS
4. no Mepe NoCTyIJICHUs
5.B TeueHue paboueit Heaenu
6. CocraBieHnue npoekTa, U3rOTOBJICHUE, COTIIACOBAHNE, BU3UPOBAHNE, YTBEPKICHUE U
OTIpPaBKa —3TO ATaIbl 0OPaOOTKH. ......
. HCXOJSIIMUX JOKYMEHTOB
. CITy»eOHOM MepenucKku
. BHYTPEHHUX JIOKyMEHTOB
. BXOJIAIINX JOKYMEHTOB
. IPOTOKOJIOB U PEIICHUI KOJJIErHaJbHbIX OPTaHOB
. B mporiecce peructpanuu 3aknajsiBaeTcs HHGOPMALMOHHO-TIOUCKOBAs CUCTEMA!
. TI0 BCEM JJOKYMEHTaM yUpeKJICHUS
. mo OPJ1
. 10 (P MHAHCOBBIM
. OyXrajTepckum
. KaJIpOBbIM
. PEKBU3NTHI: aBTOp JOKYMEHTa, HAUMEHOBAaHUE IOKYMEHTA, aTa JOKYMEHTa, HOMED
JIOKYMEHTA, J1aTa MOCTYIUIEHUS JOK-Ta B OPraHU3alMIo (151 BXOASIIUX ), HOMED,
IIPUCBOEHHBIN JOKYMEHTY IIPH €T0 NOCTYIIJIEHUH B OPraHU3aLUIO, SIBJISIFOTCS:
1. 06s13aTeNTEHBIMU
2. IOTIOJIHUTEBHBIMU
9. Ilpu aBTOMaTU3UPOBAHHOI cCHCTEME perucTpauu Gopma perucTpaliioOHHON KapTOUKU
KaK IPaBUJIO COJIEPIKHUT:
1. TONBKO OIS, 3aNOJIHSAEMbIE BPYUHYIO
2. TOJIBKO TOJIsl, 3aII0JIHAEMBbIE aBTOMATUUYECKU
3. TOJBKO MOJIsl, CBEJIEHUSI B KOTOPBIE BBOASTCS U3 PACKPBIBAIOIINXCS CIIMCKOB
4. mons, 3amoJHSAEMBbIE BPYYHYIO, IOJIS, 3allOJIHAEMbIE ABTOMATUYECKH, IMOJs, CBEIECHUS B
KOTOpBIE
BBOJSTCSI U3 PACKPBIBAIOIINXCS CIIMCKOB
10. B cpoKOBOM KOHTPOJIE MOKHO BBICIINATH:
1. KOHTpPOJIb 110 CyLIECTBY BOIpoOca
2. TeKyIIUA KOHTPOJIb
3. npeaynpeauTeabHbIN
4. KOHTPOJIb 332 CPOKAMU MCTIOTHEHUS 3a/1aHU I

W= BB W
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5. UTOTOBBIN KOHTPOJIb

11. KoHTpOJIb JOKyMEHTOB HEOOXOTUM:

1. nyig Bcex TOKyMEHTOB

2. 1151 BCEX 3apErUCTPUPOBAHHBIX JOKYMEHTOB

3. A1 IpUKa30B U pacHOPSKEHUM

4. 10 IUPEKTUB BBILIECTOSIIIIUX OPraHOB

12. Yka3aTe nopsAA0K onepanuii, BXOAAIINUX B TEXHOJOTUIO KOHTPOJIbHBIX ONEpaLlUi:
1. BHeceHHE TaHHBIX 00 UCTIOJTHEHUH TOKYMEHTOB

2. aHaNmM3 COCTOSIHUSA 1€ U YPOBHS UCIOJIHUTEIbCKONU U CHUIIIINHBI

3. ¢puKcanys NOCTaHOBKH Ha KOHTPOJIb BCEX JOKYMEHTOB

4. KOPPEKTUPOBKA JAHHBIX O KOHTPOJIUPYEMBIX JOKYMEHTaX

5. HallOMHUHAHUE UCTIOJIHUTEISAM U PYKOBOJIUTENSAM MTOAPA3AEIEHUNA O HEUCIIOJIHEHHBIX
JIOKYMEHTax

6. IpOBEpKa CBOEBPEMEHHOI'0 JIOBEACHUS JOKYMEHTA J0 UCIIOJHUTENS

7. uHbOpPMUPOBaHNE PYKOBOAUTEIICH O COCTOSIHUM U XOJI€ UCTIONHEHUS JOKYMEHTOB
1)3645712

2)2451376

3)6245371

4)4513726

51234567

6)1427635

13. B KxakoM peKBU3UTE COAEPIKATCS YKa3aHUs 10 UCIIOJHEHHIO TIOKyMEHTa?
. pe3oItouus

. TEKCT JOKYMEHTa

. Tpud yTBEpKACHUS

. 3aTOJIOBOK K TEKCTY

5. HU B KaKOM

14. Yka3aTp, B Kakoi M0OCJIE€I0BaTEIbHOCTH OCYIIECTBIIAETCS IPYyNIHPOBKA JOKYMEHTOB B
JUYHbBIE Jena:

. 3asIBJIEHUE O IIpUEME Ha paboTy

. @aHKeTa (JINYHBIH JUCTOK MO YUYeTy KaJpoB)

. BHYTPEHHSS ONKCh JOKYMEHTOB JIeJia

. HaIIpaBJIEHUE WU NIPEJCTABICHNE

. aBroduorpadus

6.BBIIIMCKYU U3 IPUKA30B O HA3HAYCHHUH, IEPEMELICHUH, YBOJIBHEHUN

7. TOKyMeHTHI 00 00pa3oBaHUU

8. IOTIOJIHEHHE K aHKeTe (JINYHOMY JIUCTKY)

9. cipaBKU U Ipyrue TOKYMEHTHI

1)158273649

2)314257689

3251637849

4)472561831

5)751482639

15. OcHOBHBIMM 33/1a4aM¥ aBTOMAaTU3alUU JOKYMEHTAIIMOHHOTO O0ecTieueHus yIpaBieHUs U
CHCTEM JIOCTaBKM MH(POPMALIUU SBJISIOTCA. . .

1. uHTErpaIUsa TEXHOJIOTHUIA 1eTONPOU3BOICTBA B €IMHBIN MPOLIECC;

2. IOArOTOBKA TEKCTOBBIX JIOKYMEHTOB;

3. UCTIOJIBb30BaHUE CPEACTB BHEIIHUX KOMMYHUKAIUH;

4. npuMEHEHNE ayAMOBU3YaJIbHBIX CPE/ICTB.

16. TexHOIOTHH aBTOMAaTU3UPOBAHHOTO JIOKYMEHTOO00OPOTa BKITFOYAIOT. . .

l. niIaHMpoBaHME U yNPaBICHUE PECYPCAMY;

2. GopMHpOBaHNE W HAKOTUICHHE 0a3bl JIEKTPOHHBIX JTOKYMEHTOB;

3. mporpaMMHoO-aNmnapaTHyo miaTgopmy;

4. nenoByto rpaduKy.

AW~
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17. K 1OKyMEHTallMOHHOM CUCTEME, BBITTOIHAIOMEH (PyHKIIUN JOCTaBKU MHPOPMALUH,
MPEIbSABISAIOT CEAYyIOIIre TPeOOBaHUS. ..

. omepaTuBHOE (POpMHUpPOBAHUE YKA3AHHUIA,

. IOCTOBEPHOCTb IepeAaBaeMbIX TOKYMEHTOB;

. IOATOTOBKA IJIAHOBBIX JOKYMEHTOB;

. pa3zpaboTKa MPOrpaMMHBIX aJITOPUTMOB.

. BCE BapUAHTBI OTBETOB BEPHBI

. HET BEpPHOT'O BapUaHTa OTBETa

18. Texnonoruu kinacca «Pabouas rpynmna» (group ware) sl JOKyMEHTaIlMOHHBIX
CUCTEM XapaKTEPU3YIOTCH. ..

1. OTCYTCTBHEM CTPYKTYPH3aLlMU B OPTaHU3alUU PadoT;

2. HaKOIIJICHUEM 3JICKTPOHHBIX JJOKYMEHTOB B HH(OPMALIMOHHOM Oa3e;

3. reHepaieil 0T4eToB U3 06a3bl JAHHBIX;

4. HacTpOWKOM Ha TpeOOBaHUS 3aKa3YHKa.

19. Texnonoruu kiacca «Pabounii moTok» (working stream) ajist JOKyMEHTAITMOHHBIX CUCTEM
cILyKar Jui. ..

1. aBTOMaTHU3aMH TOKYMEHTOO0OpOTa B CPETHUX U KPYIHBIX Oducax;

2. KOHTPOJISI BEPCHI MPOTPAMMHBIX MPOAYKTOB;

3. ompezaeneHus MporpaMMHO-aNapaTHON KOH(PUTypaIluu CHCTEMBI;

4. npenocTaBIeHUs YCIYT 110 UMUTALlMOHHOMY MOJEIMPOBAHHUIO.

20. CpencrtBa oMCHON aBTOMATU3AIMK 00SCIIEYMBALOT. ..

1. bopMupoBanHHe aITOPUTMOB 0OPAOOTKH JOKYMEHTOB B OpraHU3aIUH;

2. ompezenieHre IporpaMMHO-annapaTHoil KOHPUTypaluu JOKYMEHTAIIMOHHOM CUCTEMBI;
3. 0TKa30yCTOMUYMBOCTb CUCTEMBI (PE3EPBUPOBAHUE PECYPCOB);

4. 06paboTKy TaOJUYHBIX JAHHBIX.

21. CereBble KOMIBIOTEPHI B JIOKYyMEHTAIIHOHHBIX CHCTEMaX 00ECIIEYMBAIOT. . .

1. sKCIIeAUIIMOHHYIO 00pabOTKY JOKYMEHTOB;

2. KOHTpPOJIb UCIIOJIHEHUS IO CYIIECTBY ITOCTaBJIEHHBIX 33/1a4;

3. KOJUIEKTUBHBIN IOCTYI K pecypcaM CeTH;

4. uccie0BaHUE 3HAKOBBIX CHCTEM.

22. ANTOpUTM MPOXOKIEHUS UCXOASIINX TOKYMEHTOB BKIIIOUAET. ..

1. yueT u nuaHUpOBaHUE pabOYETro BPEMEHU;

2. COCTaBJIEHUE IPOEKTA IOKYMEHTA;

3. 0TKa30yCTOMYMBOCTh CUCTEMBI;

4. MpeI0CTaBIeHNE BEIUNCIUTEIBHBIX PECYpCOB

23. B 10OKyMEHTallMOHHBIX CHUCTEMaX JJIS MOMCKA PErUCTPAIIMOHHO-KOHTPOJIBHBIX KapTOUEK
MPUMEHSIOT. ..

1. uHTErpaIyo TEXHOJIOTUN AeONPON3BOICTBA;

2. aBTOMATHU3AINI0 aJIMUHUACTPATUBHO-YIIPaBICHUECKUX (PYHKIIHIA;

3. mpeIMeTHO-BOIPOCHBIN MPU3HAK CUCTEMATHU3alluH;

4. cpencTBa MaKpOIPOTrpaMMHUPOBAHUS.

24. KoHTpoJibHas AETbHOCTh JOKYMEHTALlMOHHON CUCTEMbI 00ECIIEUnBaeT. . .

1. cuctemMaTu3aIyio perucTPaHOHHBIX (DOPM MO CPOKAM HCTIOTHEHHUS;

2. OKCIEANITMOHHYIO 00pa00OTKY BXOASMIINUX JOKYMEHTOB;

3. UCTIOJIB30BAaHUE CETEBBIX TPOTOKOJIOB;

4. yripaBieHue niepenadeit nHGopmaium.

25. UadopmaTu3zaiusi JOKYMEHTAIIHOHHOM NeSTEIbHOCTH OpraHu3allii 00eCTieunBaeT. . .
1. yMeHbIIIeHne CKOPOCTH MPOXOKIACHHUS JOKYMEHTOB 10 MapIIpyTam;

2. TMKBUJAIIIO U3JHUIIHUX TOKYMEHTAIMOHHBIX MApIIPYTOB;

3. CTpyKTypupOBaHue pabOT C YKa3aHUEM UX UEPAPXUU;

4. BBIsSIBIIEHUE KOH(IUKTYIOIINX PECYPCOB.

26. ABTOMaTH3aIMs JOKYMEHTAIIHOHHOTO 00CCIICUeHUS YIIPaBICHHUS 00CCITeYNBAET. ..
1. cCBOEBpEMEHHYIO KOPPEKIINIO UCXOIHBIX IJIAHOB;

2. pocT noTeph YacTH UHPOpMaLIHH;

N DN B WN—
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3. BBIOOp ONTUMAIBHOM MTPOrpaMMHO-AINAPATHON TUIAT(HOPMBI;

4. mpenocTaBiIeHUE YCIYT TI0 UMHTAITMOHHOMY MO/ICITHPOBAHUIO.

27. 1nsa nosbleHus 3)(HEeKTHBHOCTH OPraHU3allMOHHOTO MMPOEKTa HEOOXOIUMO. . .
1. yMEHBIINTh HHTEHCUBHOCTHh WH(POPMAIIMOHHBIX TIOTOKOB;

2. BBIOpaTh MUHUMAJIbHYIO €MHHILY U3MEPEHHUS JITUTEILHOCTH padoT;

3. obecrieunTh KOHTPOJIb BBIMIOJIHEHUS IIOCTABJICHHBIX 33/1a4;

4. KONMPOBATh JAHHBIC B BUJI€ CTATHYECKOTO PUCYHKA.

28. C momoristo mpuinoxkenus Microsoft Outlook MosxHo. ..

1. IMKBUIIUPOBATH U3HUITHUE JOKYMEHTAIIMOHHBIC MAPIIPYTHL;

2. BECTH CIHCOK 3alUIAaHUPOBAHHBIX 337ay;

3. BBISIBUTH KOH(DJIUKTYIONIHE U TIEPETPYKEHHBIC PECYPCHI;

4. COKpaTHTh TPYAOEMKOCTh pabOTHI C JOKYMEHTaMHU.

29. IIpyMeHeHHe AMEKTPOHHOU TIOYTHI B TOKYMEHTAIIMOHHOM O0ECIICUCHHH YIIPABJICHUS
MO3BOJISIET. ...

1. yay4ImuTh KauecTBO 00paObOTKH JTOKYMEHTOB UCIIOTHUTEIISIMHU;

2. pallMOHAIBHO pacIpeieIuTh MaTepHaIbHbIE PECYPCHI;

3. YIPOCTHT BBIOOP MPOTPaMMHO-AIIAPATHOM TIAT(HOPMBL;

4. yMEHBIINTH BPEMS JOCTABKH IOKYMEHTOB.

30. [IpumeHnenwue aen0BOi rpadUKu B JOKYMEHTOBEICHUU TIO3BOJISICT. . .
1. mpeoOpa3oBEIBaTh TEKCT B TAOIHILYy C (HOpMATHPOBAHUEM ITOCIIETHEH;
2. BBIPAaBHHBATh TEKCT 10 YKa3aHHBIM IPAHUIIAM;

3. IPUMEHATH BEKTOPHBIC U300pakeHUs 1 n300paxeHus B popme pacrtpa;
4. co3maBaTh IOKYMEHTBI 110 CTaHAAPTHBIM MIa0JI0HAM.

8.3.3. IIpoMe:KyTOUYHBII KOHTPOJIb (BONPOCHI K IK3aMeHY)
(bopmuposanue komnereniuu [1K-2, unaukaropsr UTTK-2.1, UTIK-2.2., UTIK-2.3.)

[IpuMepHbIe BONPOCHI K IK3aMeHy

1. [ToHsiTHE «3MEKTPOHHBIN TOKYMEHT» B HHPOPMAIIIOHHON CHCTEME OpPraHU3alllu.

2. TepMHUHOJIOTHSI, UCIIOJIb3YEMasi B CUCTEMAaX 3JIEKTPOHHOT'O IOKYMEHTO000pOTA.

3. 3agaum cUCTEM AIIEKTPOHHOTO JOKYMEHTO000pOTAa.

4. IokyMeHT Kak 00BEeKT peryaupoBaHust. ODyHKIUN U BUABI TOKYMEHTOB, HX YHU(DUKAIHS 1

CTaHJIapTU3ALMSL.

5. l'ocynapcTBeHHOE peryMpoBaHue, HOpMaTUBHAs IPAaBOBasi U METOAMYECKasi OCHOBA

JIOKYMEHTAllMOHHOTO 00ecrieueH sl yIpaBIeHUs.

6. CyIHOCTh, HAPaBJIEHUs M BUJIbI TOCYJJAPCTBEHHOTO PETyIUPOBAHMS JOKYMEHTAIHOHHOTO

oOecrieueHUs yNpaBICHUsS, Ha3HAYEHUE, OCOOEHHOCTM M COOTHOIIEHHWE HOPMATHUBHOIO
IPaBOBOI'O U METOJIMYECKOTO PETyIUPOBAHMSL.

7. CoctaB W CTPYKTypa HOPMAaTMBHOW TIpaBOBOM W  METOAMYECKOM  OCHOBBI
JIOKYMEHTALMOHHOT0 00eCeueH sl yIpaBiIeHusl.

8. Ha3nmauenme u  0OCOOEHHOCTM  UCHOJB30BaHUS [ OCyZapCTBEHHOM  CHCTEMBbI
JIOKYMEHTallMOHHOTo obecrieueHust ymnpasieHud u [IpaBun nenonpousBoJCcTBa B (henepanbHbIX
OpraHax UCHOJHUTEIbHOM BJIACTH.

9. YnpaBiieHue 31€KTPOHHBIMU IOKyMEHTaMH.

10. Knaccudukanus cucteM 3JIeKTPOHHOTO TOKYMEHTO000pOoTa.

11. [Toxxoap! K CO3MaHUIO CUCTEM HIIEKTPOHHOTO IOKYMEHTO000pOTA.

12. TpeGoBaHUs K CUCTEMaM JIEKTPOHHOTO JJOKyMEHTOO0OpOTa.

13. Dramnsl BEIOOpa CUCTEMBI AaBTOMATU3ALIUH IOKYMEHTOO0O0pOTA.

14. Dramnbpl BHEIPEHUSI CUCTEMBI aBTOMATHU3AIIMN JJOKyMEHTO00O0pOTA.

15. OOmue TpeGoBaHMs K aBTOMATU3alMM  JOKYMEHTHPOBAHHUS  YIPaBICHUECKOU
JeSITEIbHOCTH.

16. CoctaB, coaepxaHue 1 OCOOCHHOCTH pealn3aluu TpeOOBaHUN K PACIOJIOKEHUIO U

0(OPMIICHHUIO PEKBU3UTOB 3JIEKTPOHHBIX JTOKYMEHTOB.
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17. CtpykTypH3aius TEKCTOB YIIPaBICHYECKUX JTOKYMEHTOB.

18. Buasl yHH(PUIIUPOBAHHBIX TEKCTOB, OCOOEHHOCTH OdopMiIeHHS TpadapeTHOTO TEKCTa,
AHKETHI U TaOJIUIIEL.

19. CocraB 1 Ha3HaYEHUE OTHEIBHBIX BUJIOB OPraHU3aLMOHHO-TIPABOBbBIX, PACIIOPSIUTEIbHbBIX
¥ MTHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

20. Ocobennoctu opopmileHUsI OTJEIBHBIX BUJIOB IOKYMEHTOB, 00pa3yIOIIMUXCs B IpoIiecce

JIeATEIbHOCTH TOCYIapCTBEHHOI'O OpraHa.

21. Llenn BHEAPEHUS JIEKTPOHHOTO JOKYMEHTOO0OpOTA.

22.. Mecto CO/] B nH(pOpMAITMOHHOW CHCTEME MPEITPHUSATHUS.

23.Tunst COJ]. Cucrema Iei10mpou3BOICTBA U CHCTEMA YJIEKTPOHHOTO JIOKYMEHTO000POTA.

24. Knaccuduxaius aBTOMaTU3UPOBAHHBIX CUCTEM JIEIOMPOU3BOJICTBA U 3JICKTPOHHOTO

JIOKYMEHTO000pOTA.

25. TenaeHIIUM Pa3BUTHS CUCTEM 3JIEKTPOHHOTO IOKYyMEHTO000pOoTa.

26.PerHOK CO/I.

27. CranmapTsl B 00J1aCTH 3JIEKTPOHHOTO JoKyMeHToobopoTta (EDI).

28. Tumbl TEXHOJIOTUH JIEKTPOHHOIO yIipaBieHUs JokyMeHTamu (DY ]1).

29. JlokyMeHT B MH(OPMAITMOHHON cucTeMe. THUIIbl IOKYMEHTOB B MH(POPMAITMOHHOMN CHCTEME:

OyMaXHBIH JOKYMEHT, 00pa3 JOKYMEHTa, OSJEKTPOHHBIM JIOKYMEHT, CTPYKTYpPHUPOBAHHbBIC
JIOKYMEHTHI,

XML — npencrasienue.

30. Cnemuduka gokymenta B C3/10. CrnoxHble TOKyMEHTHI. JJOKyMEHT B I€IOMPOU3BOICTBE.

31. Joxyment B COZ1O. Poxxnenue. Cranosnenue. [lyOnukanus. ApXxuBupoBaHue.

32. Ilogneprkka >KU3HEHHOTO KA B paznuunHbix COJl. Xpanunuiie aTpuOyToB JOKYMEHTOB.

XpaHuIuIie cCaMux JOKyMEHTOB.

33. Konuenuuu 6e30yMaxHOU TEXHOJIOTUH YIPABICHUS.

34. TumnoBeie kommoHeHThl CDOJ1O0: xpaHuiuile KapToyek (arpuOyToB) JOKYMEHTOB;
XpaHUJIHILE

JIOKYMEHTOB; KOMIIOHEHTBI, OCYIIIECTBIISIONINE OU3HEC-JIOTUKY CUCTEMBI.

35. Kommonents! ¢ynkiuonansHoctd COJIO. VYnpaprneHue AOKyMEHTaMH B XPaHUIHIIE.
[Touck moxymeHToB. MapuipyTu3zaius U KOHTPOJIb UCTIONHEHHS. OTYeThl. AIMUHUCTPUPOBAHUE.

36. Meronbl copTupoBKHU 10KyMeHTOB B CO/1.

37. Ocuousie pynkuuu CI0. Tunossie TpedoBanus k CI0.

38. IIpeumyiecTBa BHEAPEHUS] CUCTEMBI JIEKTPOHHOTO JIOKYMEHTO000pOTAa.

39. Ilpuuunbl aBTOMaTU3aMH. BBIOOP cHCTEeMBI aBTOMATH3AITUH.

40. BapuaHThl pemieHUs 3ajqad aBTOMATH3allMHM JIOKyMeHTooOopoTa. I[IpoGnema emguHCTBa
uHpopmarmonHoi cucremsl U uaTerpanuu COJ10 B undpactpykrypy kopnopatuaoi UC.

41. Kpatkuit 0030p prIHKA U KIaccupuKaius miaropm, MpeICTaBICHHBIX Ha PHIHKE.

42. ®axTopsl, BIUSIOLINE Ha BEIOOP 6a30BOM MIaTGopMBbl 3a/1a4 aBTOMaTH3aLUN

JIOKYMEHTO0000pOoTa

43. ECM-cucremsl.

44. BPM — cucremsl.

45. OteuectBennbie CO/I.

46. Lotus Notes.

47. IloncuctemMsl aBTOMAaTHU3AlMKU JOKYMEHTOO0O0pOTA.

48. CucteMbl aBTOMAaTHU3aLlUU JEI0NPOU3BO/ICTBA.

49. Iloacucrema apxvBa JTOKYMEHTOB, YIIPABJICHHSI KOHTEHTOM M CPEACTBA CTPYKTYPH3AIIIH.

50. Cuctembl BBO/Ia JOKYMEHTOB M CUCTEMBI 00pa0bOTKH 00pa30B JOKYMEHTOB

51. Iloxncucrema MapmpyTH3aluy JOKYMEHTOB M YIIPaBICHUS 33 1aHUSIMHU.

52. Cuctembl KOMIUIEKCHON aBTOMAaTU3alMA OU3HEC-TIPOIIECCOB.

53. Tumnel npuIoKeHU, BHEAPSAEMBIX B paMKax kopropatuBHoi CO/I.

54. ApXUBBI 3J1€KTPOHHBIX JOKYMEHTOB.

55. ABTOoMaTHu3alUs MPOLECCOB KJIACCUYECKOT0 POCCUHCKOT0 JOKYMEHTO000pOTa (MOAAepKKa

JIOKYMEHTAIlMOHHOTO obOecrniedenus ynpasieHus - IOVY).

56. ABTOMaTH3aIMs TPOILIECCOB COTIIACOBAHUS IOKYMEHTOB.
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57.
. ABTOMAaTH3aIMs MPOIECCOB OOIICaIMIHUCTPATUBHOTO JOKYMEHTO000pOTA.
59.
60.
61.
62.
63.
64.

58

ABTOMaTH3aIMs YIPABICHUS OyMa)KHBIM apXHBOM.

ABTOMaTH3aIM CIICIM(PUUECKIX OTPACIEBHIX 3a/1au.

ABTOMaTH3a1Us TEXHUYECKOTO IOKYyMEHTO000pOTA.

TexHoJ0rHsI MPOBEPKH COOTBETCTBUS pabounx mecT TpedoBanusm CO/I.
DTanbl yCTAaHOBKU U HACTPOUKHU IIporpaMmHoro odecrieueHust CO/1.
[Tpouenyps! aganrauuu U Hactpoiiku CO/] k Ou3Hec-TIpolLieccaM OpraHU3aliHy.
[TporpamMMHBI€ CpeAcTBa AJIs CO3AaHMSI U MOJU(PUKALIUN CUCTEM 3JIEKTPOHHOTO

JIOKYMEHTO0000poTa
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