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1. XAPAKTEPUCTUKA JUCIUIIJIMHBI 11O ®T'OC BO

B coorBerctBuu ¢ deaepalibHbIM rocy1apcTBEHHBIM 00pa30BaTENIbHBIM CTAHAAPTOM
BhICIIET0 OOpa3oBaHus MO HampasieHuto noarotoBkd 38.03.04  T'ocymapcTBeHHOE U
MYHUIMNAIbHOE  ylpaBieHue (ypoBeHb OakajaBpuaTa) YTBEPXKIEHHBIM  IPUKA30M
MunucrepctBa oOpa3oBanusi U Hayku Poccuiickoit @enepamun ot 10 nexabps 2014 .
Nel567 mucrummHa «CucTteMa yrpaBieHUsS JTOKYMEHTOOOOPOTOM B TOCYJAapPCTBEHHOW U
MYHUIIUIATBHON cdepe» BXOOUT B COCTaB BapUAaTHBHOM YacTh Onoka | —IMCHUTUIMHBI
(Monynu). /laHHas NUCLMIUIMHA, B COOTBETCTBUU C YYEOHBIM IUIAHOM MHCTUTYTA, SBISAETCS
00s3aTeNbHON ISl U3yUEHUS.

2. TPEBOBAHUS K YPOBHIO OCBOEHUSA TN CHUITJIMHBI
Heab (MCHUNIMHBI — HAYYUTH CTYACHTA paboTaTh C JOKYMEHTAMU U peliaTh 3a1a4u,
CBSI3aHHBIE C TIEPEXOJ0M K 0e30yMaKHOW TEXHOJIOTMH YIPABICHHUS SKOHOMUYECKHMHU
CUCTeMaMHU, UX 00paboTKe, XpaHEHUIO, IOMCKY U Mepeiadyl HHPOPMAIIIH.

B pe3ynbpTaTe n3ydeHus: AUCHUIUIMHBI CTYIEHT JI0JKEH:
3HATH:
- KJIACChI SKOHOMHUYECKUX CUCTEM, cojiepaHue PyHKIHUN OM3HEC-TIPOIIECCOB
- COJZIEp’KaHUE CUCTEMBI JOKYMEHTO000pOTa
- BUJIbI IOKYMEHTOB U HX CBS3H ¢ OM3HEC-TpOoIlecCaMt
- TPOIEAYPHl COCTABJICHUS, IIONYYCHHS, Tepeaadd, oOpabOTKM ¥ XpaHCHHS
JTOKyMeHTaIuu B ouce
- Kiacchl MH(GOPMAIMOHHBIX TEXHOJOTHH, WCIONIB3YeMBIX [UISI COCTaBJICHHS
ANIEKTPOHHBIX JIOKYMEHTOB
- METOAbl W CpPEACTBAa MOJIETMPOBAHMS, aHAIM3a W  COBEPUICHCTBOBAHUS
JIOKyMEHTO000poTa
yMeTh:
- COCTaBISITh JOKYMEHTBHI, OTpaXarwlllhe TMPUMEpPHbIE pEeIIeHUs, BecTu 0a3y
AJIEKTPOHHBIX JIOKYMEHTOB
- OpraHU30BBIBATh KOJUIEKTHBHYIO 00pabOTKY TOKYMEHTOB B pexuMe «groupware» u
nepeaaBaTh JOKYMEHTHI B PEKUME DJIEKTPOHHON TTOUTHI
- COCTaBJSTh MApUIPYThl TMEPEIBIKEHUS JIOKYMEHTOB M OW3HEC-TIPOLIECCOB U
KOHTPOJMPOBATh X UCIIOJHEHUE
BJIA/IETh:
- HaBbIKAMH pabOTBl C MPOTPAMMHBIMH  TPOAYKTaMH, 00ECIEeUHBAIOIINX
3¢ (HeKTUBHBIN JOKYMEHTOOO0POT
B pesynpTate wu3ydeHUs AMCHUIUIMHBI CTYACHT JOJDKEH 00NajgaTh CIEeAyHOIIUMU
KOMIEeTEeHMUSIMU:
BJIAJICHUEM HaBbIKAMHU MOMCKA, aHAJIU3a U MCIOJIb30BAaHUS HOPMATHUBHBIX U MPABOBBIX
JIOKYMEHTOB B cBoell npodeccnonanbroi aestenbroctu (OITK-1);
yMEHHEeM pa3pabaTbiBaTh METOJUYECKHE M CIPABOYHBIE MaTepHallbl O BOIPOCAM
JIEATEIIbHOCTH JIUI] Ha JIOJHKHOCTSX TOCYIaPCTBEHHOM rpakianckor Poccuiickoit dexneparuu,
rOCy/IapCTBEHHOU CITykObI cyObekToB Poccuiickoii Denepaiu 1 MyHHIIUITATLHOU CITYKOBI,
JIMII 3aMENIAIIMX TOCyAapCTBEHHbIE AOJKHOCTH Poccuiickoit denepanmnu, 3aMemiarommx
TOCy/IapCTBEHHBbIE  JIOJDKHOCTH  cyObekToB  Poccuiickoit ~ Denepanuu,  JOMHKHOCTH
MYHHUITUTIATLHON  CIIY’)KOBI, aJMUHUCTPATUBHBIC JIOJDKHOCTH B TOCYJApPCTBEHHBIX W
MYHHUIIMMIATBHBIX TPEANPHUATHIX M YYPEKACHHUSIX, B HAyYHBIX U 00pa30BaTeIbHBIX
OpraHM3alysaX, MOJUTHUYECKUX MapTHUSIX, OOIIECTBEHHO-MOJIUTUYECKUX, KOMMEPUYECKHX U
HekomMepueckux opranuzanusx (I[1K-5);



YMEHHUEM BECTU JICJIOMPOU3BOJICTBO U IOKYMEHTOOOOPOT B OpraHax rocylapCTBEHHON
Bnactu Poccuiickoii denepannu, opraHax TocyJapcTBEHHON BIIacTH cyOBekToB Poccuiickoit
@Oenepaliy, OpraHax MECTHOIO CAMOYIPABJICHHS, T'OCYJapCTBEHHBIX M MYHULHUIAIbHBIX

OPEANpUATHIX W YYPSKICHHSX, HAyYHBIX M  00pa30oBaTeJbHBIX  OpPraHU3ALHUsX,
HOJUTUYECKUX MAPTUAX, OOLIECTBEHHO-TIOJUTUYECKUX, KOMMEPUYECKUX U
HekomMepueckux opranuzanusx ([1IK-15);

CIOCOOHOCTBKO ~ OCYILECTBIIATh ~ TEXHOJIOTMYECKOE  oOecredyeHue  Cly:KeOHOM

JESTEIIbHOCTH CHEIUAIMCTOB (IO KAaTEeropusM W TPYIIaM JIOJDKHOCTEH TOCYIapCTBEHHOMN
IpakIaHCKOU CITY:KOBI M MyHHIUIIAIBbHOM ci1y:k0b1) (ITK-16);

3. TEMATHYECKAS CTPYKTYPA JUCHUIIJIMHBI

HaumenoBanue BoipabaTbiBaemast
N Tema 3aganus
paszeJia KOMIIeTEeHIUsl
Conepxanue u OCHOBHBIE KOHLIEIIINU YIPaBJICHHUS OIIK-1, TIK-15
OCHOBHBIC HOHATHA 1 |moxymeHT00G0OpOTOM, 0e30yMaKHBIE
AACTIHAIUTAHBI TEXHOJIOTUH YIIPABJICHUS
«Cucrema ynpaBieHus -
JIOKYMEHTOOBOPOTOM B [lonssTne m cTpyKTypa SKOHOMHIECKOH [1K-15
rOCY1ApCTBEHHO H 2 |cuctemsl (OC). Knaccudukauus GyHKui
MYHUIHTATBHOI chepe» 1 1e0BbIX poreccoB DC
3 [ousitust  nokyment,  gokymentororok,OTK-1, TIK-15
TOKYMEHTOO0O0pOT
HaznaucHne Cuctemsl|OIIK-1, [IK-15,
5 JlOKyMEHTalMOHHOT O Ob6ecneuenus([1K-16
Yrupasnenus u 'CHAOY. Cocras pyHKuunit
rpoienyp, BeinonHseMbix CIOY
Cocras Opranunzanuonno-OINK-1, TTK-15
OpraHusanys 6 PacrniopsinutensHbix Jlokymentos (OPJI).
AOKYMCHTAIMOHHOTO CojepKaHWE TIPOIEIYpPHl  COCTABICHHS
oOecreueHust OPJI.
zlfgiiie;{iikoﬁ CHCTeM: 7 Conepxanne mnpouenypsl noaydenus wu|OIIK-1, [TK-15
repeiayu MOTOKOB JOKYMEHTOB
8 CocraB  u coxepxkanue npouenypsr|  ITK-15
KOHTPOJISI UCIIOJTHUTEIbHBIX JOKYMEHTOB
9 Conepxanue u IIPOLIE Ty PbI [IK-15
(dbopMUpOBaHUA J€T U CAAYH JIE]l B apXHB
[lonsTue uHpopmanroHHoH|[1K-15
10 proHOMHUYECKOW uH($OpMalOHHON
cuctemsl (MC). Knaccel u ctpykrypa UC
Opranuzanus [Tpuniunsl, MeToab! U cpencta coznanus|[1K-15,ITK-5
OnektpoHHoit Cuctemsl| 11 |[OnexktponnHoit  Cuctembl  YmopaBiieHus
YnpaBieHus JIOKyMEHTO0O0POTOM
JlokyMeHTO000pOTOM TpeboBanust k cucremam cocrapieHus|[1K-15
19 [PIEKTPOHHOTO JIOKyMEHTA.
XapakTepuCTUKa CHCTEM COCTaBIICHUS,
BBOJIa M XpaHeHus D/
Opranuzanus cucreM| 13 [Xapakrepucruka u HCIIOIb30BAHUE OIIK-1, [IK-15




TOKYMEHTO000pOTa TexHosoruu «ad-hok»

14 XapakTeprucTruKa u HCITOJIh30BaHNE OIIK-1, ITIK-15
TCXHOJIOTMH «groupware
Ocobennoctn  opranmzammu  pabots]|  OIIK-1, TTK-15

15 |cucteM ympaBiaeHUs JTOKYMEHTOOOOpOTa
kiacca «ACKU»

16 CucreMbl aBTOMAaTHU3alNU nenoBeIX|[IK-15, ITK-16
[POIIECCOB

4. BUJbI YYEBHOM PABOTBI U UX TPYJOEMKOCTH
Ounas ¢popma o0yyeHusi(4.r.)

Bcero uacos (3aueTHbIx

Bun yuebnoit paboTbl e, 2 CeMECTp
1 2
OO611ast TpyA0EMKOCTh TUCIUTUIMHBI 144 (4)
AynuTOpHBIE 3aHATHUS* 40
Jlekuun 20
[IpakTuueckue 3aHsATHS 20
CamocrosiTenpHas padbora 95

Bug utoroBoro KoHTpoIIs

3a4er ¢ oreHkoi (9)

OuHo-3204Has popma o0y4eHus (4.r.6 mec.)

Bun yuebnoit paboTbl

Bcero yacos (3aueTHbIX
eIUHUIT), 2 CEMECTP

1 2
OOm1ast TPyI0eMKOCTh TUCIUTLITHHBI 144 (4)
AynUTOpHBIE 3aHATHUS* 20
Jlexuun 8
[TpakTrueckue 3aHATH 12
CamocrosTenbHas pabora 120
By uroroBoro KoHTpOIIs 3a4eT C OIICHKOM (4)

3aounas popma oOyuenus (4.r.

6 mec.)

Bun yuebHoit paboThl

Bcero yacos (3aueTHbIX
enunuil), 1 cemectp

1 2
OOmas TPyA0eMKOCTb AUCIUIUIHHBI 144 (4)
AynuTOpHBIE 3aHATHS* 12
Jlexuun 4
[TpakTHyeckue 3aHATUS 8
CamocrosTenbHas pabora 128

Bug utoroBoro KOHTposIs

3a4eT C OICHKOM (4)

5. MECTO B CTPYKTYPHO-JIOTUTYECKOM CXEME
Jlis w3ydeHus: TUCHUIUIMHBI, HEOOXOAMMBI 3HAHMS M YMEHUS W3 JTUCIUILINH,
U3y4aeMbIX paHee Mo yueOHomy 1uiany. CoryiacHo yueOHOMY IulaHy aucuuiuinHa «Cucrema
yIpaBiIeHUs TOKYMEHTOOOOPOTOM B TOCYIAapCTBEHHOW M MYHHUIMNAIBHOU chepe» Bo 2
CeMecTpe MpU OYHOM, B 2 CEMECTpE MPH OYHO-3a09HOU W B 1 cemecTpe mpu 3a04HOM popme

00y4eHwusl.
Kommnerenmyu, 3HaHWS W yMEHHs, NpHOOpeTacMble

CTyACHTaMU II0CJIC H3YUYCHUA




JTUCIUTIMHBL OyIyT MCIOJIb30BAaThCA MMH B XOJI€ OCYIIECTBICHUS MpodecCHOHATbHON
NEeATEILHOCTH.

6. PACHPEJIEJIEHUE PA3IEJI0OB JUCIHUIIJIMHBI 110 BUJAM

3AHATUNA
Ounas ¢popma o0yyeHusi(4.r.)

Ne TeMbl JUCUUILIMHBI Tpynoemk JIK 113 CPC

1.1 OCTh

1 OcHoBHBIE KOHIICTIII I yIpaBJICHUS 9 1 1 7
JTIOKYMEHTOO0O0pOTOM, 0e30yMaxHbIC
TEXHOJIOTUU YIIPaBIICHUS

2 [lonssTve U CTpyKTypa  3KOHOMHUYECKOMU 9 1 1 7
cucrembl (OC). Knaccudukauusa ¢yHKIuil u
JenoBbIX nporeccoB DC

3 [Tonsarus TOKYMEHT, JIOKYMEHTOTIOTOK, 9 1 1 7
JJOKYMEHTO000pOT

4 Haznauenne Cucrembl J{0OKyMEHTalOHHOIO 9 1 1 7
Ob6ecneuenuss Ynupasnenaus u 'CHAOY. Cocras
dbyHkuit nponenyp, Beimonasemsix CIOY

5 CocraB  OpraHu3aniioHHO-PacnopsuTenbHbIX 9 1 1 7
Hoxymento (OPJl). Conepikanue mpouemaypsl
cocrasienust OPJI.

6 Copepxanwe  MPOLEAYPhI  MOJYYCHHUS U 9 1 1 7
nepeiayn MOTOKOB TJOKYMEHTOB

7 CocraB u cojaepx)aHue TPOLETYPbl KOHTPOJIS 9 1 1 7
WCMOJIHUTENBHBIX JOKYMEHTOB

8 Copepxanue u npoueaypbl GopMUPOBaHUS AEI 9 1 1 7
Y C/Iauy¥ JIe] B apXUB

9 [lonsTe wuHGOPMALMOHHONW 3KOHOMHUYECKON 8 1 1 6
uHpopmannonHoit cuctemsl (MC). Knaccsl u
ctpykrypa MC

10 [IpuHUUMOBL, METONBI M CPEACTBAa CO3JaHUS 8 1 1 6
DNeKTPOHHOM Cucrembl VYnpasnenus
JIOKyMeHT00000pOTOM

11 TpeGoBanust Kk  cuUcTeMaM  COCTaBJICHUS 8 1 1 6
ANEKTPOHHOTO JIOKYMEHTa. XapaKTepUCTUKA
CUCTEM COCTABJIEHUS], BBOJA U XpaHeHus D[

12 | XapakTepucTHKa U HCIOJIH30BAHNE TEXHOJIOTHU 8 1 1 6
«ad-hoky»

13 | XapakTepucTHKa U HCIOJIH30BAHUE TEXHOJIOTHU 10 2 2 6
«groupware»

14 OcobOeHHOCTH OpraHu3auu  padoThl CUCTEM 10 2 2 6
yIIpaBICHUS JOKYMEHTO000poTa KJlacca
«ACKHN]I»

15 Cucrembl aBTOMAaTH3aIUH JICJIOBBIX MPOIECCOB 10 2 2 6

16 OcHoBHbIE KOHLENIUU yIIpaBJICHUS 10 2 2 6
JIOKYMEHTOO0OpPOTOM, 0e30ymMaKHbIC
TEXHOJIOTHH YIPABICHUS
HToro: 144 20 20 104




OuHo-3204uHas popma o0yyenus (4.r.6 mec.)

e Tembl TUCUUTITAHBI Tpynoemk JIK 113 CPC

.10 OCTb

1 OcHOBHBIE KOHIIEIIUHA yIIpaBJICHUS 9 0,5 0,5 8
JIOKYMEHTOO0OpPOTOM, 0e30yMaKHbIC
TEXHOJIOTHH YIPABICHUS

2 [lonsTne W  CTPyKTypa  SKOHOMHYECKOU 9 0,5 0,5 8
cucrembl (OC). Knaccuduxaums ¢yHkuuii u
JIeJI0BBIX mpoiieccoB DC

3 IMousTus JTOKYMEHT, JIOKYMEHTOTIOTOK, 9 0,5 0,5 8
JIOKYMEHTOO0OPOT

4 Haznauenne Cucremsl J[OKyMEHTAIIMIOHHOTO 9 0,5 0,5 8
Ob6ecneuenuss Ynopasnenus u 'CHAOY. Cocras
¢dbyskuit nponenyp, Beimonasemsix CIOY

5 Cocra  OpranuzannoHHO-PacropsauTebHbIX 9 0,5 0,5 8
HokymentoB (OPJl). Coxepxanue mpoueaypbl
cocrasyienust OPJI.

6 ConepkaHue  OpOUEAYpPbl  TOJYYCHHS U 9 0,5 0,5 8
repe1ayr MOTOKOB IOKYMEHTOB

7 CoctaB U cojaepaHHWE MPOLEIYPbl KOHTPOJIS 9 0,5 0,5 8
MCIIOJTHUTEIIBHBIX JOKYMEHTOB

8 Conepsxkanue u mporeaypbl GOpMUPOBAHHS JIEIT 9 0,5 0,5 8
Y CJIaY¥ JIe] B apXWB

9 [Tonsatne wHPOPMAIMOHHON 3KOHOMHYECKOU 9,5 0,5 1 8
unpopmannonHoit cuctemsl (MC). Kiaccel u
ctpykrypa MC

10 [TpuHOMITBI, METOJBI W CPEICTBA CO3JaHUS 9,5 0,5 1 8
ONEeKTPOHHOU Cucremsl VYupasneHus
JIoKyMeHT00000pOTOM

11 TpeboBanust K  CHCTEeMaM  COCTaBIICHUS 9,5 0,5 1 8
ANEKTPOHHOTO JIOKYMEHTa. XapaKTepUCTUKA
CUCTEM COCTABIICHUS, BBOJIA U XpaHeHUs D]

12 XapakTepucTuKa U UCIOJIb30BaHNE TEXHOJIOTUH 9,5 0,5 1 8
«ad-hok»

13 XapakTepucTuKa U UCIOJIb30BAaHNUE TEXHOJIOTUH 8,5 0,5 1 7
«groupwarey

14 OcoOeHHOCTH OpraHu3anuu  paboThl CHCTEM 8,5 0,5 1 7
yIpaBiIeHUs JIOKYMEHTO000poTa KJlacca
«ACKU]JI»

15 CuHcTeMbl aBTOMATH3AIUH JISJIOBBIX IPOIIECCOB 8,5 0,5 1 7

16 OcCHOBHEBIE KOHIIEIINHU yIpaBJI€HUS 8,5 0,5 1 7
JIOKYMEHTOO0OPOTOM, 0e30ymMakHBIC
TEXHOJIOTHH YIPaBICHUS
Hroro: 144 8 12 124

3aounas popma o0yuenus (4.r.6 mec.)

Ne Templ TUCHUATUTNHBL Tpynoemx JIK 113 CPC

ILIT OCTh

1 OcHOBHBIE KOHIICTILIUT yIpaBICHUS 9 0,25 0,5 8,25
JIOKYMEHTOOOOPOTOM, 06e30ymMakHBIC




TCXHOJIOI'MU YITPABJICHU A

[lonssTMe ¥ CTPyKTypa  SKOHOMHYECKOU
cuctembl (DC). Knaccubukamus ¢GyHKIUA U
JeoBbIX nporeccoB DC

0,25

0,5

8,25

[Tonsitust JTOKYMEHT,
JOKYMEHTO0000POT

JOKYMCHTOIIOTOK,

0,25

0,5

8,25

Haznauenne Cucrembl [[oKyMEHTalMOHHOIO
Ob6ecnieuenus Ynpasieaus u ['CAOY. Cocras
byHKIMA poreayp, BeimoaHsseMbix CJIOY

0,25

0,5

8,25

CoctraB  OpranuzanuoHHo-PacniopsiauTeIbHbIX
HoxymentoB (OPJl). Conepxkanue mnpoueaypsl
cocrapienust OPJI.

0,25

0,5

8,25

Conepkanve  OpoUEAypbl  TOJYYCHHS U
repelayv MOTOKOB JOKYMEHTOB

0,25

0,5

8,25

CocraB U cojepxKaHHe NPOLELYPbl KOHTPOJISA
VCTIOJIHUTEJIbHBIX IOKYMEHTOB

0,25

0,5

8,25

Conepskanue u mpoueaypbl GOpMUPOBAHUS JIETT
Y C/Iay¥ JIe] B apXUB

0,25

0,5

8,25

[lonste wWHGMOPMALMOHHONW 3KOHOMUYECKON
unpopmanuonHou cuctemsl (MC). Kiaccel u
ctpykrypa MC

0,25

0,5

8,25

10

[TpuHIMOBI, METONBI M CPEINCTBA CO3/aHUS
DNEeKTPOHHOM Cucrembl VYupasnenus
JIoKyMeHT00000pOTOM

0,25

0,5

8,25

11

TpeboBanust K  cuUCTeMaM  COCTaBJIEHUS
JJIEKTPOHHOIO  JOKYMEHTA. XapaKTEepUCTHKA
CHCTEM COCTAaBJIEHUS, BBOJIA U XpaHeHUs D1

0,25

0,5

8,25

12

XapaKTepI/ICTI/IKa " HUCIIOJB30BaHHUEC TCXHOJIOI'NH

«ad-hok»

0,25

0,5

8,25

13

XapaKTepI/ICTI/IKa 1 UCIIOJIB30BAHUEC TCXHOJIOTHU
«groupware»

0,25

0,5

8,25

14

OcoOeHHocTH oOpraHuzalMu  padoTbl CHCTEM
yIIpaBJIeHUs JOKYMEHTO0000poTa KJlacca
«ACKUI»

0,25

0,5

8,25

15

Cucremsbl aBTOMAaTH3alu OCJIOBBIX IMTPOLCCCOB

©

0,25

0,5

8,25

16

OcCHOBHEIE KOHUICIIIINN YIIpaBJICHUA
JTIOKYMEHTO000pOTOM, 0e30yMaxHbIe
TCXHOJIOTHUH YITPABJICHUA

0,25

0,5

8,25

Hroro:

144

132

7. JABOPATOPHBIE PABOTbI

VY4eOHBIM MJIaHOM HE TPEAyCMOTPEHBI.

8. MIPAKTUYECKUE 3AHATHUS JJISI OUHOM, OYHO-3A0OYHOHU "
3A0YHOM ®OPMbI OB YUEHUSI.

Y4eOHBIM TJIAHOM HPEAYCMOTPEHO TMPOBEACHHE MPAKTUYECKHX 3aHATHH 10
mucuuiuiHe. IlpakTuyeckue 3aHATHS NpeAHA3HA4YeHbl I OTPAaOOTKH TEOPETHUYECKHX
NOJIOKEHUH Ha mpakTuke. OneparMoHHO-AesITeNbHOCTHAs AomuHanTa 113 oOycnaBimmBaer




HGOGXOI[I/IMOCTB HE TOJIBKO Bep6aHBHBIX METOJ0B O6y‘ICHI/I$I, HO U ACJIOBBIX U POJIEBBIX HUIP,
TPCHUHI'OB, «KMO3I'OBOI'O IITYypMa» U T. .

1.

How

©ooNe

11.

12.
13.
14.

15.
16.

PexoMeHnyeMble TeMblI JIsl POBEICHUS TPAKTUUECKUX 3aHSATHI:

OcCHOBHBIE KOHIICTILIMHU YIIPABICHHUS JOKYMEHTOOOOPOTOM, O€30yMasKHbIE TEXHOIOTHH
yIpaBiIeHUsS

[Tonsitrie u cTpykTypa 3KoHOMUYeckoi cucteMbl (DC). Knaccudukanus QyHKmii u
JIenoBbIX mporeccoB DC

[ToHsATHS TOKYMEHT, JOKYMEHTOIIOTOK, JOKYMEHTOOOOPOT

Hasnauenne Cuctemsl Jlokymentanuonnoro Ob6ecnedyenus Ympasinenus u ['CIOVY.
CocraB ¢yHkumii nponenyp, Boimonnsemsix CIOY

CocraB Opranm3anuonHo-Pacnopsaurensubix  JlokymentoB (OPJ). Coxepxanue
npouenypst cocraiaenust OPJI.

Cogepxanue Mpoleaypsl MOJIyUYeHUs U Iepeadyn MOTOKOB JOKYMEHTOB

CocraB 1 coaepkaHue MPOLEaYpPbl KOHTPOJISI UCIIOJIHUTENbHBIX JOKYMEHTOB
Cogepxanue U mpoueaypsl GOpMUPOBAHUS JIENT U CAAYH JIeT B apXHUB

[Tonsitue wHGOPMAIIMOHHONW 3KOHOMHYECKOM uHpopMannonnoit cucremsl (MC).
Knaccs! u crpykrypa MC

. [IpuHIUIIBI, METOJBI W CpEINCTBA cO3/aHus JeKTpoHHOM CucteMbl YTpaBICHHS

JlokyMeHT00000pOTOM

TpeOoBaHMsI K CUCTEMaM COCTABJICHHS 3JCKTPOHHOTO JOKYMEHTa. XapaKTEepPHCTHKA
CUCTEM COCTaBJICHUS, BBOAA U XpaHeHus D]

XapakTepucTHKa ¥ UCIOJIb30BaHUE TexHOomorun «ad-hok»

XapakTepucTUKa U UCTIOJIb30BAaHUE TEXHOIOTUU «groupwarey

OcoOeHnHoCTH OpraHu3anu paboThl CUCTEM YIIPABJIICHUS JTOKYMEHTOOOOpOTa Kiacca
«ACKUI»

CucTeMbl aBTOMATH3AIUH JISTIOBBIX MTPOIIECCOB

OcHOBHBIE KOHIENIINH YIIPABICHUS JOKYyMEHTOO00POTOM, Oe30yMaKHbIE TEXHOIOTHH
yIIpaBICHUS

9. CEMUHAPCKHUE 3AHATUSA
Y4eOHBIM MJIAHOM HE MPEAYCMOTPEHO.

10. CAMOCTOSTEJBHAS PABOTA JJIS1 OYHOMN, OYHO-3A0OYHOM "
3A0YHOM ®OPMbI OB YUEHUSI.

10.1. OBIIIUM MEPEYEHb CAMOCTOSTEJIBHON PABOTBI
CamocrosiTennbHass paboTa CTYACHTOB MPEANOJaraeT BbIOOP W3 MPEAJIOKEHHOTO

CIIUCKa MCTOYHHUKOB JJIsi M3y4eHHUS U KOHCHEKTHpoBaHUS. OCHOBHOE Ha3HAUYCHHE TaHHOU
dbopmbl 00yueHHsS — YIUIYOJICHHOE CaMOCTOSITEIbHOE O3HAKOMJIEHHE C TEOPETUUYECKUM
MaTepuaioM, YTO TIO3BOJISET CTYAEHTaAM apryMEHTHpPOBaTh CBOM MpodeccHoHaTbHbIe
IMO3UIMHN Ha MMPAKTUYCCKUX 3aHATUAX.

PexoMenayercs ciieyomme BUIbI CAMOCTOSITeJIbHON PadoThI:
- BBITIOJTHEHUE 3aJJaHUM TSI CAMOCTOSITETFHON pabOoTHI;
- 3aJIaHUs JJI1 CAMOCTOSITENIbHOM paboTHI;
- HanrcaHue pedeparos;
- 3ay4rBaHUE TEPMUHOJIOTUH;
- paboTa HaJl TeCTaMH.
Ounas ¢popma o0ydeHusi(4.r.)

II.II.

Coaepixanue ®opmbl

TeMbl .
CAMOCTOSITE/IbHOI PadoThI KOHTPOJIA

005
eMm,




qac.

Hanucanue pedepatos, | YcTHBIN 7
OcHoBHbIE KOHIICTIIINH
3ay4rBaHUE TEPMHUHOJIOTUH, | OIPOC,
yIpaBICHUS
pabota Haj TeCTaMH, | IpoBEpKa
JTIOKYMEHTO000pOTOM, .
BBIMIOJTHEHUE ~ 3aJaHuid  JJis | TeCTOB,
0e30yMaKHbBIC TEXHOJIOTHH o
CaMOCTOSITENILHOM PabOTHI pOBEpKa
yIIpaBJICHUS
pedepaToB
Hanucanue pedepatos, | YcTHBIN 7
[Tonstue u CTPYKTypa | 3ay4rBaHHE TEPMHUHOJIOTHH, | OIPOC,
skoHomuyeckoi cuctembel (9C). | pabora HaJ TeCTaMH, | IpOBEpKa
Knaccudpukauus  GyHKIMI W | BBINOJHEHWE — 3aJaHUNA  JJiA | TECTOB,
JenoBbIX mporeccoB DC CaMOCTOSITEJIbBHOU PabOoThI MpoBEpKa
pedepaToB
Harnncanue pedeparos, | YcTHBIN 7
3ay4rBaHUE TEPMHUHOJIOTHH, | OIPOC
Tloustus JIOKYMEHT, v P ’ poc,
pabota Hajl TeCTaMH, | IpoBepKa
JTOKYMEHTOIIOTOK, .
BBIMIOJTHEHUE  3aJaHUi  JJiA | TeCTOB,
JOKYMEHTOO000pOT o
CaMOCTOSITENIbHOW PaOOTHI pOBEpKa
pedepaToB
Harnncanue e(pepaToB, | YCTHBIN 7
Ha3nauenue Cucremsl pedep ’
3ay4rBaHUE TEPMHUHOJIOTHH, | OIPOC,
JIOKyMEHTaIIMOHHOT O
pabota Hajl TeCTaMH, | IpoBEpKa
Obecneuenns ~— Vnpapiemt i BBIMIOJTHEHWE ~ 33JaHUl Ui | TeCTOB
Ircaoy. Cocras byHKUnH - ’
CaMOCTOSITEIIbHOM PabOTHI pOBEpKa
npouenyp, sbinonHseMeix C/I0Y
pedeparon
Hanucanue pedeparos, | YcTHBIN 7
Cocras Opranu3aioHHO- | 3ay4YnBaHUE TEPMUHOJIOTHH, | OTIPOC,
PacnopsinutensHbix  JlokymeHTOB | pabora HaJl TeCTaMu, | MpoOBepKa
(OPMI). Conepxanue TpOUEAYpHI | BHIMOJIHEHUE  3aJlaHUd  JJIsl | TECTOB,
coctasyienust OP/I. CaMOCTOSITENIbHOM PabOTHI IpoBEpKa
pedeparon
Hanucanue pedeparos, | YcTHBIN 7
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC,
Conepxanue MpOLIeIypbl
pabota HaJl TeCTaMu, | MpoOBepKa
MOJTyYeHUsT W TIepeaud TOTOKOB .
BHIIIOJIHEHUE ~ 3aJaHUWd IS | TECTOB,
JIOKYMEHTOB .
CaMOCTOSITENIbHOU PabOTHI IpoBEpKa
pedeparon
Hanucanue pedeparos, | YcTHbIN 7
3ayduBaHHE TEPMUHOJIOTHH, | OTIPOC
CocraB u coJiepKaHue v p ’ poc,
pabota HaJl TeCTaMu, | poOBepKa
MIPOIIEeTyPHI KOHTPOJIS .
BHIIOJIHEHUE  3aJaHWid IS | TECTOB,
WCTIOJTHUTEJIBHBIX IOKYMEHTOB -
CaMOCTOSITENIbHOM PabOTHI IpOBEpKa
pedeparon
Hanucanue pedeparos, | YcTHbIN 7
3ayduBaHHE TEPMUHOJIOTHH, | OTIPOC,
Conmepxanue W TPOLEIYpPHI
pabota HaJl TeCTaMu, | poOBepKa
(dbopMHUpPOBaHHUS JIeTT U CIA4X JeTT B .
ADXIE BHIIOJIHEHUE  3aJaHUid IS | TECTOB,
P CaMOCTOSITENIbHOM PabOThI IpOBEpKa
pedeparon
IlonsiTue nHpopmannonHoi | Hanmcanue pedepaTos, | YcTHBIN 6




HKOHOMUYECKOM 3ay4rBaHUE TEPMHUHOJIOTHH, | OIPOC,
unpopmanuonHoi cucremsl (UC). | pabota HaJl TeCTamMH, | IPOBEpPKa
Knaccel u ctpykrypa UC BBIIIOJIHEHUE  3aJaHUi  JUIs | TECTOB,
CaMOCTOSITENIbHOIN pa0OThI pOBEpKa
pedepaToB
10 Hanucanue pedeparos, | YcTHBIN 6
[IpuHIMIBI, METOIBI M CPENCTBA | 3ayYMBaHHE TEPMHUHOJIOTHH, | OIPOC,
co3anus DnekTpoHHoi CucreMsl | paborta Haj TeCTaMH, | IpoBEpKa
Yupasnenus BBIMIOJITHEHUE ~ 3aJaHUd  JJis | TeCTOB,
JlokyMeHT00000pOTOM CaMOCTOSITEJIbHOU PabOoThI MpoBEpKa
pedepaToB
11 Hanucanue pedeparos, | YcTHBIN 6
TpebGoBanus K cucreMam
3ay4rBaHUE TEPMHUHOJIOTHH, | OTPOC,
COCTaBJICHUS 3IIEKTPOHHOTO
pabota Haj TeCTaMH, | IpoBepKa
JIOKyMEHTA. XapakTeprucTukKa N
BBIMIOJTHEHWE ~ 3aJaHUi  JJis | TeCTOB,
CUCTEM COCTaBIICHUS, BBOJa U o
CaMOCTOSITENIbHOM pabOThI pOBEpKa
xpaHenus D]
pedepaToB
12 Harnncanue pedeparos, | YcTHbIN 6
3ay4rBaHUE TEPMHUHOJIOTHH, | OIPOC
XapakTepucTuka u Y1 p ’ poc,
pabota Haj TeCTaMH, | IpoBepKa
MCIOJIb30BaHUE TEXHOJOTHH «ad- .
hoko BBIMIOJTHEHWE ~ 3aJaHUi  JJis | TeCTOB,
CaMOCTOSITENIbHOIN pabOThI IpOBEpKa
pedepaToB
13 Harnucanue pedepatos, | YcTHBII 6
3ayyuBaHHE TEPMUHOJIOTUH, | OTIPOC
XapakTepucruka u | T P ’ poc,
pabota Haj TeCTaMH, | MpoBepKa
HCIOJIb30BaHNE TEXHOJIOTUT .
BBIMIOJIHEHUE  3aJaHUd  JUIs | TECTOB,
«groupware» N
CaMOCTOSITENIbHOIN pabOThI pOBEpKa
pedeparon
14 Hanucanue pedepartos, | YcTHbIN 6
Ocobennoctu OpraHu3aliy | 3ay4rBaHUE TEPMHUHOJIOTHH, | OIIPOC,
paboThl  cucreM  ympasieHHs | paboTa HaJl TeCTaMu, | MpoOBepKa
JIOKYMEHTO000poTa KJlacca | BBIMOJHEHWE  3aJaHuid  JJis | TeCTOB,
«ACKHNI» CaMOCTOSITENIbHOM PabOTHI IIpOBEpPKa
pedeparon
15 Hanucanue pedeparos, | YcTHbIN 6
3ayduBaHHE TEPMHUHOJIOTHH, | OIPOC,
Cuctemsl aBTOMaTH3alMu | padora HaJl TeCTaMu, | poOBepKa
JIEJIOBBIX TIPOIIECCOB BHIIOJIHEHUE  3aJaHWid IS | TECTOB,
CaMOCTOSITENIbHOM pabOThI IpOBEpKa
pedeparon
16 Hanucanue pedepartos, | YcTHBIN 6
OcHOBHEBIE KOHIIETITIHN
3ayduBaHHE TEPMHUHOJIOTHH, | OIpPOC,
yIIpaBICHUS
pabota HaJl TeCTaMu, | poOBepKa
JIOKYMEHTOO0OpPOTOM, .
BHIIOJIHEHUE  3aJaHUid IS | TECTOB,
0e30yMakHbIE TEXHOJIOTHH -
CaMOCTOSITENIbHOM PabOThI IpOBEpKa
YIIpaBJICHUS
pedeparon
HToro: 104
OuHo-3204Has popma o0yuenus(4.r.6 mec.)
| Ne | Tembl Conep:xxanue ®opmbl | 065
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IL.II CaMOCTOSITEJIbHOM PadoThI KOHTPOJIA eM,
Jac.
1 OcHOBHBIE KoHIenuuu | Hanucanue pedepaToB, | YcTHBIH onpoc, | 8
yIIpaBJICHUS 3ay4MBaHUE TEPMHUHOJIOTUH, | IPOBEPKa
JIOKYMEHTOO00pOTOM, paboTta HaJl TeCTaMH, | TECTOB,
6e30ymMaxxHbIe TEXHOJOTMH | BBIIIOJIHEHWE  3aJaHUil U | IpOBEpKa
yHpaBieHUs CaMOCTOSITeNIbHOM paboThI pedeparoB
2 Hanucanue pedeparos, | YcTHbIH onpoc, | 8
[TonsiTne 51 CTPYKTypa
. 3ay4rBaHUE TEPMHUHOJIOTUH, | IPOBEPKa
skoHoMuYeckor cuctemel (DC).
. pabora HaJ TECTaMH, | TSCTOB,
Knaccudukanus  pyHkumid  u .
BBIMIOJITHEHWE ~ 3aJlaHui  JJis | IpOBepKa
JenoBbIX mporeccoB DC o
CaMOCTOSITEJIbHOIN pa0OThI pedepaToB
3 Harnucanme pedepaToB, | YcTHBIH onpoc, | 8
[TonsiTus JTIOKYMEHT, | 3ay4lBaHUe TEPMHUHOJIOTUY, | IPOBEPKa
JIOKYMEHTOTIOTOK, pabota HaJl TeCTaMH, | TECTOB,
JTOKYMEHTO000POT BBIIIOJITHEHWE  3aJaHui  JAJis | IpOBEpKa
CaMOCTOSITENIbHOM pabOThI pedeparoB
4 Hasznauenne Cucremsl | Hanucanue pedeparos, | YcTHBIN onpoc, | 8
JIOKyMEHTaIIMOHHOT O 3ay4rBaHUE TEPMHUHOJIOTHH, | IPOBEPKa
ObGecnieyenust  Ympasienus U | pabora HaJ TE€CTaMH, | TECTOB,
rcaoy. Cocras GyHKIUH | BBIMOJTHEHWE ~ 3a/laHuil /s | IPOBEpKa
npoueayp, BbinosHsaeMbelx CJIOY | camocTosTeNbHOM paboThI pedepaToB
5 Hanmcanue edepaToB, | YCTHBII ompoc 8
CocraB OpraHu3aiuoHHO- pedep ’ poc,
3ay4rBaHUE TEPMHUHOJIOTHH, | POBEPKa
Pacnopsiaurensubix  JJokyMeHTOB
pabora HaJ TECTaMH, | TSCTOB,
(OP1). Comepxanue mpoIeaypbI .
BBINIOJIHEHUE  3aJlaHuid  JIJIs | IpOBEpKa
cocraBiennst OP/I. .
CaMOCTOSITENIbHOIN paboThI pedeparoB
6 Hanucanue pedeparos, | YcrHbll ompoc, | 8
Conepxanue MPOLEAYpPHI | 3aydrBaHHE TEPMHUHOJIOTUH, | IPOBEPKa
MOJIy4eHHUsl U Tiepefaud MOTOKOB | paboTa HaJ TE€CTaMH, | TECTOB,
JIOKYMEHTOB BBIMIOJITHEHWE  3a/JaHui  JJis | IpOBEpKa
CaMOCTOSITEJIbHOM pabOThI pedeparoB
7 Harnncanue pedepatos, | YcTHBIA ompoc, | 8
Cocras " CoJiepKaHue | 3ay4yMBaHHE TEPMHUHOJIOTUH, | TPOBEPKA
MPOLEAYPHI KOHTpoJIs | paboTa Haj TECTaMH, | TECTOB,
WCIIOJTHUTENIbHBIX JOKYMEHTOB BBINIOJIHEHUE  3aJlaHuid  JIJIs | IpOBEpKa
CaMOCTOSITENIbHOM paboThI pedeparoB
8 Harnncanue pedeparos, | YerHbli onpoc, | 8
Copepxanve W TPOLEAYPHI | 3ay4HBaHUE TEPMHUHOJIOTUH, | IpOBEpKa
(dhopMUpOBaHUS JIe U ClIa4M JIeN B | paboTa HaJ TECTaMH, | TECTOB,
apXuB BBIMIOJITHEHWE ~ 3aJaHuil  JJis | IpOBepKa
CaMOCTOSITEJIbHOM pabOTHI pedepaToB
9 .. | Hartmcanme edepaToB, | YCTHBII ompoc 8
[TonsaTne nH(OpMalOHHON pedep ’ poc,
. 3ay4HMBaHUE TEPMHUHOJIOTUH, | TPOBEPKA
SKOHOMMYECKOM
. pabora HaJl TECTaMH, | TSCTOB,
nHpopmannonHoi cucremsl (UC). .
BBINIOJIHEHWE  3aJlaHuid  JIJIs | IpOBEpKa
Knaccs u crpykrypa MC o
CaMOCTOSITENIbHOM paboThI pedeparoB
10 [Ipuniuner, metonsl U cpencrsa | Hanucanue pedeparos, | YCTHBIH omnpoc, 8
co3ntanusi DJIEeKTpoHHON CHUCTEMBI | 3ay4YHBaHUE TEPMHUHOJIOTHUH, | TPOBEPKA
VYnpasnenus pabota HaJ TECTaMH, | TECTOB,
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JIokyMeHT00000pOTOM BBIMIOJITHEHWE  3aJlaHuid  JJis | IpOBepKa
CaMOCTOSITEJIbHOM PabOTHI pedepaToB
11 TpebGoBanus K cuctemaMm | Hanmucanue pedepaToB, | YcTHBIHM onpoc, | 8
COCTaBJICHHS 3IIEKTPOHHOTO | 3ay4yHBaHHE TEPMUHOJIOTHH, | IPOBEPKA
JOKYMEHTA. XapakTepuctuka | pabora HaJl TeCTaMH, | TECTOB,
CHCTEM COCTaBJCHHUS, BBOJA U | BBIIOJHEHHE  3aJaHUd  JUIA | IPOBEpKa
xpaneHnust D/ CaMOCTOSITEIbBHOW PaObOThI pedepaToB
12 Hanucanue pedeparos, | YcTHbIH onpoc, | 8
XapakTepucTuka U | 3ay4uBaHUE TEPMHUHOJIOTUH, | IPOBEPKa
UCIIOJIb30BaHUE TeXHoJornu «ad- | pabora HaJl TECTaMH, | TECTOB,
hok» BBIMIOJITHEHWE ~ 3aJlaHui  JJis | IpOBepKa
CaMOCTOSITEJIbHOM PabOTHI pedepaToB
13 Harnucanme pedepaToB, | YcTHBIH onpoc, | 7
XapakTepucTrKa U | 3ay4rBaHUe TEPMUHOJIOTHH, | IPOBEPKa
UCIOJIb30BaHUE TEXHOJIOTUH | paboTta HaJl TeCTaMH, | TECTOB,
«groupware BBIIIOJIHEHUE  3aJaHUd  JUIsS | IPOBEpKa
CaMOCTOSITENIbHOM pabOThI pedeparon
14 Hanucanue edepaToB, | YCTHBIN OIIPOC 7
OcobenHoctu OpTraHH3aIIH pedep ’ poc,
3ay4rBaHUE TEPMHUHOJIOTHH, | IPOBEPKa
paboThl  CHUCTEM  YIpaBlieHUS
pabora HaJ TECTaMH, | TSCTOB,
JIOKYMEHTO000poTa KJjlacca .
BBIMIOJTHEHWE  3aJlaHuid  JJis | IPOBEpKa
«ACKUI» N
CaMOCTOSITENIbHOIN pabOThI pedeparoB
15 Hanucanue pedeparos, | YcTHbIl onpoc, | 7/
3ay4rBaHUE TEPMHUHOJIOTHH, | POBEPKa
Cucremsr ABTOMATH3ALAN | 0 p > | MPOBEP
pabora HaJ TECTaMH, | TSCTOB,
JIETIOBBIX MPOLIECCOB .
BBIIOJIHEHUE  3aJjaHUi Ul | IpOBepKa
CaMOCTOSITENIbHOIN paboThI pedeparoB
16 OcHoBHbIE koHuenuuu | Hanucanne pedeparos, | YcerHbll onpoc, | 7
YIIpaBJICHUS 3aydyuBaHHE TEPMUHOJIOTHH, | TPOBEPKa
JOKYMEHTO000POTOM, pabota HaJl TECTaMH, | TECTOB,
0e30ymMaxxHbIe TEXHOJIOTUH | BHIIOJHEHWE  3aJaHUil Ui | IpOBEpKa
yIIpaBJICHUs CaMOCTOSITEJIbHOM pabOThI pedeparon
HToro: 124
3aounas popma odyuenus (4.r.6 mec.)
O06p
Ne Coaepixanue ®opmbl
TeMmbl . eM,
1.1 CaMOCTOSITEIbHOI pPadoThI KOHTPOJIS qac
1 Hanucanue pedeparos, | YCTHBIN 8,25
OcHOBHBIE KOHIISTILIUT
3ayduBaHHE TEPMUHOJIOTHH, | OTIPOC,
YIIpaBJICHUS
pabota HaJl TeCTaMu, | poOBepKa
JOKYMEHTO000POTOM, .
BHIIOJIHEHUE  3aJaHWid IS | TECTOB,
0e30yMakHbIC TEXHOJIOTHH -
CaMOCTOSITENIbHOM PabOTHI IpOBEpKa
yIIpaBICHUS
pedeparon
2 Hanucanue pedeparos, | YcTHbIN 8,25
[TonsTne u CTPYKTYpa | 3aydnBaHUE TEPMUHOJIOTHH, | OTIPOC,
skoHoMHuueckoil cucremsl (DC). | pabora HaJ TE€CTaMH, | IIPOBEpKa
Knaccudukanmss ~ GyHKIMHA W | BBIOJTHEHUE  3QJaHWM  JJIA | TECTOB,
NeNoBBIX Ipoueccos DC CaMOCTOSITENIbHOM PabOThI IPOBEpKa
pedeparon
3 [TonsiTus JTOKyMeHT, | Harucanme pedepatoB, | YcTHBII 8,25
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JOKYMEHTOIIOTOK, 3ay4yuBaHUE TEPMUHOJIOTUH, | OIIPOC,
JTOKYMEHTO000POT pabota Haj TECTaMu, | IPOBEpKa
BBIIOJIHEHUE  3aJaHUi  JUIs | TECTOB,
CaMOCTOSITENIbHOIN pa0OThI pOBEpKa
pedeparon
4 Hanmcanue edepaToB, | YCTHBIH 8,25
Ha3nauenue Cucremsl pedep ’ ’
3ay4yuBaHUE TEPMUHOJIOTUH, | OIIPOC,
JIOKyMEHTal[HOHHOTO
pabota Haj TeCTaMH, | IpoBEpKa
Obccriesenns ~— Ynpapienusi — u BBIIOJIHEHUE  3aJaHUid  JUIs | TECTOB
Ircaoy. CocraB byHKIMHA - ’
CaMOCTOSITENILHOM pa0OThI pOBEpKa
npouenyp, sbinoaHseMeix CI0Y
pedeparon
S) Hanucanue pedepatos, | YcTHBIN 8,25
CocraB OpraHu3alnroHHO- | 3ay4HBaHUE TEPMUHOJIOTUH, | OIIPOC,
Pacnopsinurenbubix  JlokymeHnToB | paboTa HaJ TecTamu, | IPOBEPKa
(OP/I). Cogmep:kanue mpouenypbl | BBIIOJHEHHE — 3adaHUM  JUId | TECTOB,
cocraBienust OP/I. CaMOCTOSITENIbHOM pabOThI IIPOBEpPKaA
pedepaToB
6 Hanmncanue pedepatos, | YcTHBIN 8,25
3ay4yuBaHUE TEPMUHOJIOTUH, | OIIPOC,
Conepxanue IpoLEeTypbl
pabota Haj TeCTaMH, | IpoBepKa
MOJTyYeHUsI W TIepeadyd IOTOKOB .
BBIIOJIHEHUE  3aJaHUi IS | TECTOB,
JOKYMEHTOB o
CaMOCTOSITENIbHOIN pabOThI pOBEpKa
pedepaToB
7 Hanmncanue pedepatos, | YcTHBIN 8,25
3ayyuBaHHE TEPMUHOJIOTUH, | OTIPOC
CocraB u cozepKaHue v P ’ poc,
pabota Haj TeCTaMH, | MpoBepKa
MPOIIEeTyPHI KOHTPOJIS .
BBIMIOJIHEHUE  3aJaHUd  JUIs | TECTOB,
UCTIOJTHUTEJIbHBIX IOKYMEHTOB o
CaMOCTOSITENIbHOIN pabOThI pOBEpKa
pedeparon
8 Hanucanue pedepartos, | YcTHbIN 8,25
3ayduBaHHE TEPMUHOJIOTHH, | OTIPOC,
Conmepxanue W TPOLEIYpPHI
pabota HaJl TeCTaMu, | MpoOBepKa
(dbopmMupOBaHUs JeT U Cllauu JeT B .
ADXIE BHIIOJIHEHUE  3aJaHUWd  JUJIS | TECTOB,
P CaMOCTOSITENIbHOM PabOTHI pOBEpKa
pedeparon
9 Hanucanue pedeparos, | YcTHbIN 8,25
[TonsaTne MH(OPMALMOHHOH | 3ayYHBaHHE TEPMHUHOJIOTHH, | OIIPOC,
HKOHOMHUECKON pabota HaJl TeCTaMu, | poOBepKa
uHpopmanronHot cuctemsl (MC). | BoIMOTHEHWEe — 3aJaHUld  JJi | TECTOB,
Knaccer u crpykrypa UC CaMOCTOSITENIbHOM pabOThI IpOBEpKa
pedeparon
10 Hanucanue pedeparos, | YcTHbIN 8,25
[TpuHIMTIBI, METOABI W CPEACTBA | 3ay4HWBaHUE TEPMHUHOJIOTHH, | OIpPOC,
co3nianus DnekTpoHHoi Cucremsl | pabora HaJl TeCTaMu, | poOBepKa
VYnpasnenus BBIIIOJIHEHWE  3aJaHUld IS | TECTOB,
JloKyMeHT00000pOTOM CaMOCTOSITENIbHOM PabOThI IpOBEpKa
pedeparon
11 TpeboBanus K cucremaM | Hanncanue pedepartos, | YcTHbIN 8,25
COCTaBJICHMUSI JIEKTPOHHOIO | 3ay4HBaHUE TEPMUHOJIOTUH, | OIIPOC,
JOKYMEHTA. XapakTepucTuka | pabora HaJl TECTaMH, | MPOBEpKa
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CUCTEM COCTaBJICHUS, BBOJAa U | BHIIOJHEHHE  3aJaHUd  JJis | TeCTOB,
xpanenus /] CaMOCTOSITeJIbBHOU PabOoThI MpOBEPKA
pedepaToB
12 Hanucanwue pedeparos, | YcTHBIN 8,25
3ay4rBaHUE TEPMHUHOJIOTHH, | OIpPOC
XapakTepucTuka u Y1 p ’ poc,
pabota Haj TeCTaMH, | IpoBEpKa
UCIOJIb30BaHUE TEXHOJOrHH «ad- .
hoko BBIMIOJTHEHUE ~ 3aJaHUid  JJis | TeCTOB,
CaMOCTOSITENIbHOIN pa0OThI pOBEpKa
pedepaToB
13 Hanucanue pedeparos, | YcTHBIN 8,25
3ay4HrBaHUE TEPMHUHOJIOTHH, | OIpOC
XapakTepucTuka u Y1 p ’ poc,
pabota Haj TeCTaMH, | IpoBEpKa
UCTIOJIb30BaHUE TEXHOJOTUN .
BBIMIOJTHEHWE  3aJlaHUi  JJiA | TeCTOB,
«groupware» N
CaMOCTOSITENIbHOIN pabOThI pOBEpKa
pedepaToB
14 Hanucanwue pedeparos, | YCcTHBIN 8,25
OcolenHoctu OpraHM3alliH | 3ayYUBaHUE TEPMHHOJIOTHH, | OMPOC,
paboTel  cucreM  ympaeieHHs | paborta HaJl TECTaMu, | IIPOBEpKa
JOKYMEHTO000poTa KJlacca | BBIMIOJIHEHWE  3aJlaHUuil  JIJIs | TECTOB,
«ACKU» CaMOCTOSITEJIbBHOU PabOoThI MpoBEpKa
pedepaToB
15 Hanucanue pedepatos, | YcTHBII 8,25
3ay4rBaHUE TEPMHUHOJIOTHH, | OIPOC,
Cucremsl aBToMaTu3aluu | padbora HaJl TeCTamu, | IPOBEpPKa
JIETIOBBIX MPOLIECCOB BBIMIOJTHEHUE ~ 33JlaHUl  JJiA | TeCTOB,
CaMOCTOSITENIbHOM pabOThI IpoOBEpKa
pedeparon
16 Hanucanue pedeparos, | YCTHBIN 8,25
OcHoBHBIE KOHIICTIIINH
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC,
yIpaBICHUS
paboTta HaJl TecTamH, | MpoBepKa
JIOKYMEHTOO00pOTOM, .
BHIIOJIHEHUE  3aJaHWid IS | TECTOB,
0e30ymMakHbIE TEXHOJIOTHH -
CaMOCTOSITENIbHOM pabOTHI poBepKa
yIpaBiIeHUs
pedeparon
Htoro: 132
10.2. KYPCOBOM ITPOEKT
VY4eOHbIM MJIaHOM HE MPEIyCMOTPEH KypCOBOM MPOEKT.
10.3. IPUMEPHASI TEMATUKA KOHTPOJIbHBIX PABOT
Y4eOHBIM MJIaHOM HE TIPeyCMOTpEHa.
10.4. BOITPOCHI M 3AJIAHMSA U151 3BAUETA C OIIEHKOM JIJISI OYHOM,
OYHO-3A0YHOU N 3A0OYHOU ®OPMbI OBYUYEHMUSI.
1. Ponb undopmanmu B ynpaBiIeHHH OpraHU3aIue.
2. CymrHocTh U (DYHKITUH JIOKYMEHTA
3. Opranusamus paboThl ¢ JOKyMEHTaMHU
4. Tekymiee XpaHeHHE JOKYMEHTOB
5. DkcrmepTusa eHHOCTH JOKYMEHTOB
6. Odopmienue ner.
7. Cpaua 1en B BEIOMCTBEHHBIN apXuB
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8.
9.
10.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.
28.

29.
30.

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.

VHudukanus ynpapieHUE€CKUX JOKYMEHTOB.

Howmenxkiarypa nen.

CocraB u coaepkaHue OpraHu3alMOHHO-PACIOPAIUTENBHON JOKYMEHTALIHS
(YCOPL)

CoctaB u oopmiIeHUE pacIOPIUTEIbHBIX JOKYMEHTOB

CocraB u ohopMiIeHHE OpraHU3alMOHHBIX JOKYMEHTOB

CocraB u opopmiieHre HH(HOPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB

CocraB u npasuiia opopmieHus pekBu3utoB gokymeHToB (I'OCT P 6.30 — 2003)
TpeboBanust, npeabsBisieMble K 0)OPMIIEHUIO JOKYMEHTOB.
JIoKyMEeHTUPOBaHUE TPYAOBBIX IIPABOOTHOLICHUI

Opranu3anus npuemMa 1 NepBUYHON 00pabOTKH TOKYMEHTOB

Perucrpanus 10KkymeHTOB

[TpaBuiia BbI1auM 1€ BO BpEMEHHOE I10JIb30BAHNE

Opranuzanus JOKyMeHT000opoTa

Cayx0a JIOY: Bu1bl, GyHKINHU, CTPYKTYpa

XapaKkTepucTUKa U COCTaB JOKYMEHTOB I10 JINYHOMY COCTaBy

KOHTpOIb UCIIONIHEHUST JOKYMEHTOB

WupopmaninoHHo-cipaBoyHasi padbora

VYHu}UKanusa u cTaHAapTU3aLus J0KyMEHTOB

Bunel TpynoBsix 10roBopoB, npasuia 0hopMIeHUS

dopmupoBaHue 1€

HopmatuBHble, 3akoHOAATEIbHBIE JOKYMEHTBI, PETYJIUPYIOLIUE MOPSI0K paboThl C
JIOKyMEHTaMU

Bunel Homenknatypsl gen, uxX XxapakTepucTUKa

PacniopsinutenbHble JOKyMEHTBI, 00pa3yroluecs B IeITEIbHOCTH KOJUIerHalbHbIX
OpraHoOB yNpPaBJICHUS

CymHoCTh, BUJIBI U COZIEpP)KaHUE yIIpaBIeHYeCKOH HH(opMaIiu

Henoast uHGOpMAIIS U €€ COCTaB

Opranuzanys HTHPOPMALTMOHHOTO 00eCTIeYeHHs

HNupopmanronHast 6€301acHOCTb

VYcnoBust yrpaTsl HHQOPMAIIMOHHBIX PECYPCOB

Copepxanue ciayxeOHON TallHbl M KOHPUIEHIUAIBHOCTh UHPOPMALUH
JlocTyn nepcoHana K KOH(pUISHIMATBHOM Ccity>keOHOH nHpopMaiu
[TpaBuiia opopmiieHus1, yueTa U XpaHEHUs TPYIOBbIX KHUKEK

[Tonroroska Jlenm k apXUBHOMY XPaHEHUIO

JlenoBas nepenucka. Buasl u XxapakTepucTHKa CITyKeOHBIX THCEM

SI3BIK ¥ CTWIIb 1€JTOBOM IOKYMEHTAIUU

CucremaTu3zanus U TEKyILIEE XPAaHEHUE JOKYMEHTOB

KomnbroTepHble TEXHOJIOTUH MOJITOTOBKU JOKYMEHTOB

10.5 IPUMEPBI TECTOBBIX 3ATAHUM

3aganue 1
UTto 03HAaYaET TEPMHUH «ITOKYMEHT»?
aApryMEHT;

B34,

1eJ10;
MpUKa3s.

3aganue 2
OT KaKoro s3bIKa IPOUCXOAUT TEPMHUH «ITOKYMEHT»?
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HEMEIIKOT0;
JIATUHCKOTO;
AHTJIMHACKOTO;
rpevecKoro.

3amanue 3
COBOKYITHOCTh pabor, CBSI3aHHBIX c CO3/IaHHEM JTOKYMEHTOB, X
perucrpanueii,kiaccupuKkanei, IBIKEHUEM, YIeTOM H XPAaHCHUEM Ha3bIBAIOTC ...
KOPPECIOH ICHITUEH;
JEIIOTIPOU3BOICTBOM;
JIOKYMEHTHPOBAHUEM;
JTOKYMEHT0000pPOTOM.

3apanue 4
Korna 6bu11 yTBEpKIAeHBI OCHOBHBIE MTpaBmiia PK?
17.08.95;
30.06.92;
12.12.98;
12.12.00.

3aganue 5
OCHOBHBIE JIOKYMEHTBI BBIITOTHSIIOTCS, Ha KakoM (hopmare?
Adnmm A 5;
A8umm A 12;
A 3um A §;
Al2.

3ananmue 6

IIpukas —ot0 ...
pacnopsiAMTe1bHbIH JOKYMEHT;
MH(POPMAIMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN TOKYMEHT.

3amanmne 7

JIOJDKHOCTHAs! MHCTPYKIIMS - 9TO
pacropsIUTEIbHBIN JOKYMEHT;
MH(OPMaLMOHHBIN JTOKYMEHT;
OPraHM3alMOHHBIN JOKYMEHT
JUYHBIA TOKYMEHT.

3aganue 8

IIporokon — 210 ...
pacnopsIANTENbHBIN JOKYMEHT;
HH(pOPMALMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIUYHBIA JOKYMEHT.

3amanne 9
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IIucemo — 3710 ...
pacnopsIUTENbHbBIN TOKYMEHT;
HH()OPMAITMOHHBINA TOKYMEHT;
CIIPABOYHBbIH JOKYMEHT;
JUYHBIA TOKYMEHT.

3aganue 10

IlIraTHOE pacnucanue — 310 ...
pacnopsAUTEIbHBINA JOKYMEHT;
UHGpOPMALMOHHBIN JOKYMEHT;
CIIPABOYHBIN JOKYMEHT;
OpraHU3alMOHHBIN JOKYMEHT.

3ananme 11
Jy6nukar — 9370 ...
OpUTMHAI;
KOIMA JOKYMEHTA;
CIIPaBOYHBIN JOKYMEHT;
9K3EMILIAP, BbIJABAEMbIH B3aMEH YTPA4EHHOI'O JOKYMEHTA.

3amanmne 12

Pemenue — o710 ...
pacnopsiAnTeIbHbIH JOKYMEHT;
MH()OPMAIIMOHHBIN JIOKYMCHT;
CIPaBOYHBIN JOKYMEHT;
Opl"aHI/IBaHI/IOHHI)II\/'I I[OKYMCHT.

3aganue 13

JloBepeHHOCTH — 3TO ...
pacnopsiAMTENbHBIN JOKYMEHT;
HH(pOPMALMOHHO-CIPABOYHbIH JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpraHU3alMOHHBIN TOKYMEHT.

3aganue 14

UTH —»oT0 ...
pPacnOpsAIUTEIbHBIN TOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBbIH JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JUYHBIA TOKYMEHT.

3ananmue 15

KTH —»oto0 ...
pacnopsAIUTENbHBIN TOKYMEHT;
HHG(pOPMALMOHHO-CIIPABOYHBIN 10KYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN TOKYMEHT.

3aganue 16
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AKT —3T0 ...
pacnopsIUTENbHbBIN TOKYMEHT;
WH()OPMAITMOHHO-CIPABOYHBIN IOKYMEHT;
CIIPABOYHBbIH JOKYMEHT;
JUYHBIA TOKYMEHT.

3apanue 17

JIOBEpEHHOCTD — 3TO ...
pacnopsAUTEIbHBINA JOKYMEHT;
HHG(pOPMALMOHHO-CIIPABOYHBI IOKYMEHT;
CIIPABOYHBIN JOKYMEHT;
JIUYHBIA JOKYMEHT.

3apanue 18

®daxcel 1 E-mail — o710 ...
pacropsiINTeIbHbIN JOKYMEHT;
HH(POPMAHOHHO-CIIPABOYHBII IOKYMEHT;
CIPABOYHbBIN TOKYMEHT;
JIMYIHBIA JOKYMEHT.

3amanmne 19

HckoBoe 3asgBiIeHHE — 37O ...
pacnopsIUTENbHbIN TOKYMEHT;
MH(OPMaLIMOHHO- CIIPAaBOYHBII JIOKYMEHT;
CIIPABOYHBIN JOKYMEHT;
OPUIANYECKHH TOKYMEHT

3aganue 20
DKcnepTu3y LEHHOCTH JOKYMEHTOB MPOBOAMT ...
KOMHUCCHS;
PYKOBOJIUTENb MPEANIPHUITHUS;
paboOTHUKHU OyXraiaTepuu;
CHEeHATUCTBI.

11. OHEHOYHBIE MATEPHAJIBI

11.1.lepeyeHnb KOMIETEHIHII ¢ yKa3aHMEM 3TAaNOB UX ()OPMHUPOBAHUSA B MpolLiecce
0CBOEHHUS 00pa30BaTeJIbHON MPOrpaMMbl

B pesynbrare u3ydeHus AUCHUILTHHBI CTYICHT JOJIKEH:

3HATh:

- KJIaCChl 5KOHOMHYECKHUX CUCTEM, COZepKaHHe PYHKIMH OU3HEC-TIPOIIECCOB

- CoJIep)KaHHe CUCTEMBI IOKYyMEHTO000poTa

- BUJIbI JOKYMEHTOB H UX CBSI3HM C OM3HEC-TIPOLIeCCaMu

- MpOIEAYpbl COCTaBJICHHs, MOJYyYCHHs, TNepenadd, oOpabOTKH ¥ XpaHCHHUS
JOKyMEHTaluu B ouce

- KJIaCChI I/IH(bOpMaHI/IOHHI)IX TeXHOHOFHﬁ, HCIIOJIB3YEMBIX JJII  COCTABJICHHA
AIIEKTPOHHBIX JOKYMEHTOB

- MeTOoOsl W CpEeACTBA MOJCIHPOBAHWS, aHAM3a W  COBEPIICHCTBOBAHUS
JOKYMEHT0000poTa
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yMeThb:

- COCTaBISTh JOKYMEHTBI, OTpaXalolMe IpPHMEpHbIC peIIeHUs, BeCTH 0a3zy
JJIEKTPOHHBIX TOKYMEHTOB

- OPraHU30BBIBATH KOJUIEKTUBHYIO 00pa0OTKY TOKYMEHTOB B pEXUME «groupware» u
nepeaBaTh JOKYMEHTBI B PEKUME DJIEKTPOHHOM MOYTHI

- COCTaBJISITb MapUIpyThl MEPEIBUKEHUS JOKYMEHTOB M OH3HEC-TIPOLIECCOB U
KOHTPOJIMPOBATh UX MCIIOJIHEHHE

BJIA/IETh:

- HaBblkaMH pPabOTBl € MPOrPaMMHBIMH  INPOAYKTaMH, O0OECHEUMBAIOLINX
3P PEKTUBHBIN TOKYMEHTOOOOPOT

B pesynbTare wu3ydeHus JUCHMIUIMHBI CTYAEHT JOJDKEH o01ajgaTh ClIeAyHOIIUMU

KOMIIeTeHIUSIMM

BJI/ICHUEM HABBIKAMU IIOMCKA, aHAIM3a U MCIOJIb30BaHUS HOPMATUBHBIX U ITPABOBBIX

JOKYMEHTOB B cBOC# mpodeccronansHoi aesrenpuoctu (OIMK-1);

yMeHHEeM pa3palaTblBaTh METOAMYECKME W CIPaBOYHBIC MaTepuajibl IO BOIPOCaM
JIeATEIbHOCTH JIAL HA TOJDKHOCTAX IOCYIapCTBEHHOM rpaxkaaHckon Pocculickon denepanum,
rocy/IapCcTBEHHOU CIIykObI cyObekToB Poccuiickoii Denepaniu 1 MyHUIIMIIATLHOU CITYXKOBI,
JIMI 3aMEMIAIIMX TOCyIapCTBEHHbIE NOJKHOCTH Poccuiickoit denepanuu, 3aMemarommx
roCyJapCTBEHHbIE  JIOJDKHOCTH  cyObekToB  Poccuiickoit — ®Denepanuu,  J10HDKHOCTH
MYHULIMIIAJIBHOW  CIIY’KObI, aJMUHUCTPAaTUBHbIE JODKHOCTH B TOCYAApCTBEHHBIX U
MYHULUNAIBHBIX MPEANPUATUSAX M YUYPSKICHMAX, B HAYYHbIX U 00pa3oBaTENbHBIX
OpraHM3alusaX, MOJIUTUYECKUX MapTHUSIX, OOIIECTBEHHO-NIOJIUTUYECKUX, KOMMEPYECKHUX U
HekoMMepueckux opranu3anusx (I1K-5);

YMEHHEM BECTH JIEJIONPOU3BOJCTBO M TIOKYyMEHTOOOOPOT B OpraHax rocyaapCTBEHHON
Biactu Poccuiickoit ®@eneparuu, opraHax rocyJapcTBeHHOHN BiIacTu cyObekToB Poccuiickoit
®denepanuy, opraHax MECTHOTO CaMOYIIPaBJIEHUS, FOCYJAPCTBEHHBIX W MYHMIIMIAIbHBIX
OPEANpUATHIX W YUYPEKICHMSX, HAayuyHbIX M  00pa3oBaTelbHBIX  OpraHMU3alHUsX,
MOJIMTUYECKUX NapTUSAX, 00IIECTBEHHO-TTOJINTUYECKUX, KOMMEPUYECKUX U
HekoMMepueckux opranusarusx (ITK-15);

CIIOCOOHOCTBIO  OCYIIECTBJISTH  TEXHOJOTMYECKoe  oOecrieyeHue  CIIyKeOHOMU
JeSITeIbHOCTH CIELUAINCTOB (IO KAaTeropusiM U TpyMNaM JOJDKHOCTEH TocyaapCTBEHHOU
IpaXkIaHCKOW CITY:KOBI M MyHHIIUTIATBbHOM ci1y:x0b1) (ITK-16);

TEMATHYECKASA CTPYKTYPA JUCHUIIJINHBI

HaumenoBanue BripadaTsiBaemasi
N N Tema 3aganus
pasneJia KOMIIeTeHIUsl
Conepxanue 1 Ochosubie  konmermmun  ynpasierms|ONK-1, TIK-15
OCHOBHRIC ITOHATHS 1 |10KyMEHTOOOOPOTOM, 0e30yMaKHbIC
AUCIATITAHBI TEXHOJIOTUH YIIPABICHUS

«CucreMa ynpaBieHUs
JIOKYMEHTOOOOPOTOM B
rOCyJIapCTBEHHOH U
MYHUITUTIATEHOM cdeper

[lonatue u crpykrypa sKoHOMHUYecKOH|[TK-15
2 |cucremsl (OC). Knaccudpukarus QyHKImiA
1 1e0BbIX IpoueccoB DC

[oustnst  nokyment, gokymenrtororok, OIK-1, IK-15

3
TTOKYMEHTO000POT
Opranu3zanus Haznauenue Cucrembl|OIIK-1, TIK-15,
2 TTOKYMEHTAITMOHHOTO 5 JlOKyMEHTAITMOHHOTO Oo6ecnieuenusa|[1K-16
oOecrieueHus Yupasienus u I'CJJOY. CocraB QyHKImiA
YIIpaBJICHUS B rnpoueayp, BeinosiasieMbrx CJI0Y
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SKOHOMHMYECKOHN CHCTEME

CocraB OpraHu3aloHHO-
Pacniopsimutensabix Jlokymentos (OP[I).
ConepkaHue MPONEAYPhl  COCTaBIICHUS
OP/I.

OIIK-1, [IK-15

CopepxaHue NpoUEAYpbl IOJY4YEHUS U
repeaun MOTOKOB JJOKYMEHTOB

OIIK-1, ITIK-15

CoctaB ®W  cojaep)KaHHUE  TMPOIEAYPHI
KOHTPOJISI UCTIOJTHUTEIBHBIX JOKYMEHTOB

[1K-15

Conepxanue u IIpOLIEIyPbI
(dhopMuUpOBaHHUSI I U CAAYU JICT B ApXUB

[1K-15

Opranuzanus
DneKTpoHHON CHUCTEMBI
YrpasiieHus
JI0KyMEHTO000POTOM

10

[lousTue uH(OPMAIMOHHON
SKOHOMHUYECKOMN nHpOpMaIMOHHOM
cuctemsl (MC). Knaccsl u ctpykrypa UC

[1K-15

11

[TpyuHIMIIBI, METOJIBI U CPEJICTBA CO3JAHMUS
OnexktpoHHOo  Cuctembl  YnpaBiaeHHs
JloKyMeHTO0O0pOTOM

[1K-15,I1K-5

12

TpeGoBaHust K cuUCTeMaM COCTaBJIECHHUS
JIEKTPOHHOTO JOKYMEHTA.
XapakTepUCTUKAa CHCTEM COCTaBJICHUS,
BBOJA U XpaHeHus D]

[1K-15

Opranuzanus CUCTEM
TOKYMEHTOO0OpOTa

13

XapakTepuCcTHKa u WCIIOJIb30BAHNE
rexHosornu «ad-hoky

OIIK-1, [IK-15

14

XapakTepucTUKa U HCIOJIb30BaHUE
TEXHOJIOTUH «Jroupware»

OIIK-1, [IK-15

15

OcoOeHHOCTH ~ OpraHu3alMu  paboThI
CHCTEM YIIpaBJIEHHUS JOKyMEHTO00OpOTa
kinacca «ACKU/»

OIIK-1, TIK-15

16

Cucremsbl aBTOMaTUu3alnuun ACJIOBBIX

MPOIIECCOB

[1K-15, [1K-16
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dranbl GOPpMUPOBAHUS KOMIIETEHIIUI JUCHUILIMHBI «CHcTeMa ylIpaBjieHUus1 JOKYMEHT0000POTOM B rocyJlapCTBEHHOH U
MYHHUIUIIAJTBHOH cepe»

IK-15 - ymenneM BeCTH ACTOTPON3BOJCTBO M TOKYMEHTOOOOPOT B OpraHax rocyJapcTBEHHON BiacTh Poccuiickoit @enepanuu, opranax rocy1apCTBEHHOH BIIACTH
cyonekToB Poccuiickoit depepannu, opraHax MECTHOTO CaMOYIIPABIICHUS, TOCYIAPCTBEHHBIX ¥ MYHUIIMNAIBHBIX MPEANIPUSTUSIX U YUPESKACHUSIX, HAYUHBIX U 00pa30BaTeNIbHBIX
OpraHu3alysX, MOJUTHYECKUX MapTUSIX, O0LIECTBEHHO-TIOJUTHYECKUX, KOMMEPYECKHX U HE KOMMEPUYECKUX OpraHn3anusx

3nats (3.1) Ywmers (V.1) Bnagets (B.1)
Onucanne ®opMbI, METO/IBI, Onmucanne DopMbI, METOIBI, Onncanne ®DopMBbI, METOIBI,
TEXHOJIOTHH TEXHOJIOTHH TEXHOJOTHH
JIOKYMEHTOBETYECKYIO Jlekruu o Teme Ne 1-16 COCTaBJISTh U Jlekrmu o Teme Ne 1-16 OCHOBHBIMU Jlekruu o Teme Ne 1-16
TEPMHHOJIOTHIO, Bompocsl st koHTpons|  odopmisiTh Hanboee Bompocsl st KOHTPOJIs| TEXHOJIOTHIMH Bompocsl st KoHTpoJIs|
JIEHCTBYIOIIHE Ne 1-43 pacnpocTpaHeHHbIe BUabl | Ne 1-43 cocraByicHus: u 00paboTku | Ne 1-43
TrOCYJapCTBEHHbBIC Tectuposanue Ne 1-20 JIOKYMEHTOB, Tectuposanue Ne 1-20 JIOKyMEHTOB Tectuposanue Ne 1-20
HOPMAaTHBHO-METOINICCKHC [IpakTndyeckne 3aHATHS MIPUMEHSICMBIX B [IpakTudeckne  3aHATHA [IpakTndyeckue 3aHATHA
JIOKYMEHTHI, 1-16 yIpaBIeHICCKOMH 1-16 1-16

perylaMeHTHPYIOIIHE
JOKyMEHTHPOBAaHHUE
YIIPaBICHYECKON
JIEATEIILHOCTH 1
OpraHU3aIHIo
MH(POPMALTMOHHO-
JIOKYMEHTAIHOHHOTO
00CTy)KUBaHUS;

ACATCIBHOCTU C YUYCTOM UX
Ha3Ha4YCHUA U C
HCIIOJIBb30BAHUEM
SA3BIKOBBIX BApUAHTOB

ITK-16 - criocOOHOCTHIO OCYIIECTRIIATh TEXHOJIOTHUECKOE 00CCIICUCHHE CITYKEOHOM AeATEIbHOCTH CIICIUATUCTOB (110 KATETOPUSIM U FPYIIaM J0JKHOCTEH

TOCYAAPCTBEHHON IPakJAHCKOM CITyKObl 1 MyHHUIIMIAJIBHOM CITyKOBI)

3nats (3.2) Ywmerts (V.2) Branets (B.2)
MpaBuJjia COCTaBJICHUS U Jlekuu no Teme Ne hopmynupoBaTh Jlexumn mo Teme Ne OCHOBHBIMU Jlexnmu o Teme Ne 5,16
opopMIeHHS 5,16 TpeboBaHuUs K CITyx)Oe 5,16 TEXHOJIOTHUSIMHU Bormpockl 11s1 KOHTPOJIS]
YIIPABICHYECKUX Bompocs! [yist KOHTPOJIs JIOKYMEHTaI[IOHHOTO Bompocst Juisi| coctaieHuss U oOpabotku | Ne 1-43
JIOKYMEHTOB, Ne 1-43 obecrieueHns yrpaBiIeHUS MO KoHTpoJIst Ne 1-43 JIOKYMEHTOB TectupoBanue Ne 1-20

TpeboBaHUS K
palMOHaILHOM OpraHu3aluu
paboTHI ¢ JOKyMEHTaMH, B
TOM YHCJIE, B YCIOBUSX
HCIIOJIb30BAaHUS HOBEHIIIUX
WHPOPMAIMOHHBIX
TEXHOJIOTUH

Tectuposanue Ne 1-20
[IpakTnyeckue 3aHATHUS]
5,16

palUOHAIbHOW OpraHu3aluu
nH(pOpMaMOHHO-
JIOKyMEHTAI[HOHHOTO
o0ciy>)XKMBaHMs armnapara
yIpaBIICHUS

TectupoBanue Ne 1-
20

[IpaxkTuyeckue
3aHATHA 5,16

IIpakTuueckue
5,16

3aHATH]|




OIIK-1 - BJIaICHUCM HaBbIKaMU MOUCKA, aHAJIM3a U NCII0JIb30BAHNSA HOPMATUBHBIX U IPABOBLIX TOKYMCHTOB B CcBOCH HpO(l)eCCI/IOHaHLHOﬁ JACATCIBbHOCTU

3Harts (3.3)

Ymers (V.3)

Bnanets (B.3)

MOHSATUNHBIN
JIUCIUTLINHBL

TEOPETUUECKUN
MaTepua JUCLUUIIIMHbI

amnmnapar

Jlekun 1o Teme Ne
1,3,5,6,7,13-15
Bomnpocs! [y1st KOHTpOIIs
Ne 1-43

Tectuposanme Ne 1-20
[IpakTuueckue 3aHATUS
1,3,5,6,7,13-15

TIPUMEHSTH TOJIOKEHHUS
TEOPUH U TIPAKTUKU
rOCY/IapCTBEHHOTO

perynupoBaHus B cepe

COIMATBHO-TPYAOBBIX
OTHOILIEHUN

Jlexmun mo Tteme N
1,3,5,6,7,13-15
Bomnpocet 18l

koHTpoJs Ne 1-43
TectupoBanue Ne 1-
20

[IpakTuueckue
saaaTus 1,3,5,6,7,13-
15

C OCOOEHHOCTSAMH U
MOJIEIISIMU
TOCYAapCTBEHHOTO
peryInupoBaHUs pBIHKA
TpyAa B HWHIYCTPUAIBHOM,
MOCTUHyCTPUAIbHON u
MEPEXOTHON SKOHOMUKE

Jlexiiun 1o Teme  No

1,3,5,6,7,13-15
Bompocsl st KOoHTpoJIs|
Ne 1-43

TectupoBanme Ne 1-20

[IpakTuueckue 3aHATHS]
1,3,5,6,7,13-15

[IK-5 - ymennem pa3zpabaThIBaTh METOIMYECCKIIE U CIIPABOYHBIC MATSPHAIIBI IO BOTIPOCAM JISATEIHHOCTH JIUI] Ha JOJDKHOCTSX TOCYIapCTBEHHOM TPakIaHCKOM
Poccutiickoit Denepariiu, TocyaapcTBEHHON CITy)K0bI cyObekTOB Poccuiickoit denepariii 1 MyHHIUIAIBLHON CITYKOBI, JIHIT 3aMEIIAOIINX FOCYIaPCTBCHHBIC HOKHOCTH
Poccwuiickoii deneparnyu, 3aMeIaoNX roCyapCTBEHHBIE IOJDKHOCTH cyOBbekToB Poccuiickoii Denepanuu, JOHKHOCTH MyHUIMIIAIBHOM CITyKObI, a IMUHUCTPATHBHBIC

JIOJDKHOCTH B TOCYIapPCTBEHHBIX M MYHUIIMIAIBHBIX MPEANPHUATHIX U YUPEIKICHHUSX, B HAYYHBIX U 00pa30BaTeIbHBIX OPraHU3aIHSX, MOJUTHYECKUX MaPTHSIX, 00IECTBEHHO-

TIOJIMTUYCCKUX, KOMMEPYCCKNX U HCKOMMEPYCCKUX OpraHnu3anusix

3uats (3.4) YwMmerts (V.4) Bnanets (B.4)
[IpaBOBOE U Jlexruu mo Teme Ne 11 HCIO0JIb30BaTh Jlexun mo Teme N IIPABOBBIM U Jlexru mo Teme Ne 11
00I1IeCTBEHHOE Bormpocs! 1151 KOHTpOJIS| MOHATUMHBIN annapar npu 11 0O0IIIeCTBEHHBIM Bompocsl st KOHTpOJLs]

perynupoBanue PR, cmyxamu
U penyTanueil KOMIIaHHH

Ne 1-43
Tectupoanue Ne 1-20

[TpakTHyeckne 3aHATHA
11

pa3paboTKe HOBBIX MHUap-
TEXHOJIOTUH

Bomnpocet S|
koHTpoIs Ne 1-43
TectupoBanue Ne 1-
20

[IpakTuueckue

3aHsaTHs 11

perynupoBanuem PR,
CIIyXaMU U perryTaIue
KOMIIaHHU

Ne 1-43
TectupoBanme Ne 1-20

[MpakTrdeckne  3aHATHS
11
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11.2. Onucanue noxkasareJieil 1 KpUTepHeB OLCHNBAHUS KOMIIETEHIMII HA Pa3IHYHbIX ITANAX
ux GopMHPOBAHMS, ONIMCAHNE IIKAJ OLCHUBAHUS; 1JISl KAJKA0T0 pe3yjbTara 00yueHHs 1o
AUCHUILINHE (MOYJ/II0) MOKa3aTe/ Il U KPUTePHH OLleHMBAaHUsI ¢()OPMHUPOBAHHOCTH
KOMIIeTeHIUI HA Pa3INYHbIX ITanax ux (popMUPOBaHUs], LIKAJIBI H NPOLEeYPbl OLLCHUBAHUS

11.2.1. Bonipochl 4 3aaHus ISl 3a4eTa ¢ OLEHKOH U MPAKTHYECKUX PadoT ISl OUHOM,
O0YHO-3204YHOM M 3204HOH GopMBbI 00y4eHUsI:

1. YpoBeHb chopMUPOBAHHOCTH KOMITCTCHITHH.

2. VYpoBeHb YCBOEHHMS TEOPETUYECKUX  IIOJOKEHUH  JUCLUUIUIMHBI, IPABUIBHOCTb
(OpMYIHPOBKH OCHOBHBIX IMOHATUN M 3aKOHOMEPHOCTEH.

3. YpoBeHb 3HaHUS (PAKTUYECKOTO MaTepuana B 00beMe MPOrPaMMBI.

4. Jloruka, CTpyKTypa U IpaMOTHOCTb U3JI0’KEHUS BOIIPOCA.

5. YMeHHue cBsA3aTh TEOPUIO C IPAKTUKOM.
6. YMeHue nesath 000011eH s, BEIBObI.

Ne mnn Onenka HIxaJua

1 OTau4HO CTyaeHT N0KeH:

- MPOJEMOHCTPUPOBATH TNTyOOKOE M MPOUYHOE YCBOCHUE
3HaHUM NPOrPaMMHOIO MaTepUala;

- HWCYEpIbIBAIOIIE, IOCIEI0BATEIbHO, TPAaMOTHO U
JIOTUYECKH CTPOMHO MU3JI0KHUTh TEOPETUUECKHUI MaTEepuUal;

- IPaBUWJIBHO (POPMYIHUPOBATH OMPEICIICHUS;

- IPOJEMOHCTPUPOBATb  YMEHHUS  CaMOCTOATEIBHON
paboThI C TUTEPATYPOil;
- YMETb CJ€J1aTh BBIBOJIBI 10 M3JIAra€MOMY MaTepHAILy.

2 Xopo1o CTyzneHT A0IKeH:

- TPOJIEMOHCTPUPOBATH JIOCTATOYHO IIOJHOE 3HAHUE
IPOrPaMMHOI0 MaTepuana;

- MIPOJIEMOHCTPUPOBATD 3HaHUE OCHOBHBIX
TEOPETUYECKUX TOHITUH;

JIOCTaTOYHO TMOCJEI0BAaTENbHO, IPAMOTHO M JIOTMYECKU
CTPOMHO M3JIaraTh MaTepual;

- IPOJEMOHCTPUPOBAaTH YMEHHE OpPUEHTUPOBATHCA B
JUTEpaTYpE;
- YMeTh cJelaTh JOCTaTOYHO OOOCHOBAaHHBIE BBIBOJABI IIO
u3JaraeMoMy MaTepHuany.

3 Y 10BIIETBOPUTEIIHHO CTyIeHT TOJKEH:
- TPOJEMOHCTPHPOBATH 0OIIee 3HAHUE H3Y4aeMOTO
MaTepuaa;
- TOKa3aTh oOlee BIaJCHHE MOHITUWHBIM alapaTom
JUCIHITIINHBI,

- YMETh CTPOUTH OTBET B COOTBETCTBUU CO CTPYKTYpOI
U3JIaraeMoro BOIpoca;
- 3HaTh OCHOBHYIO PEKOMEHIYEeMYIO MpOrpaMMoil yueOHYIO

JUTEPATYpYy.
4 HeynosnersopurenbHo CTyneHT JEMOHCTPUPYET:
- HE3HaHME 3HAYUTENIbHOM YacTH MPOrpaMMHOIO
MarepHana;

- HE BJIaJICHNE MTOHATUIHBIM arIapaToM JUCIUTUINHBL;

- CYUIECTBEHHbIC OIMIMOKM TNPHU H3IOKEHUH Yy4eOHOTro
Marepuana;

- HEyMEHHE CTPOUTh OTBET B COOTBETCTBHH CO
CTPYKTYPOH M3J1araeMoro BOIIpOCa;
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- HEyMEHHeE JIeJIaTh BBIBOJIBI 110 U3JaraéMoMy MaTepuaiy.

5 3auTeHo BricraBnsercs pu COOTBETCTBUHU napaMmerpam
HK3aMEHALIMOHHOW  INIKalbl HA  YPOBHAX  «OTJIMYHOY,
«XOPOIIOY, KyJTOBICTBOPUTEIHHO.

6 Hezauteno BricraBnsercs npu COOTBETCTBHUHU napamerpam
HK3aMEHAIIMOHHON IIKAJIBI Ha ypOBHE
«HEYHOBIECTBOPUTEIHHOY.

11.2.2. TectupoBanue

Ne it Ouenka Hlkaja

1 OTaM4HO KonnyecTBo BepHBIX 0TBeTOB B MHTEepBasie: 71-100%

2 Xopo1io KonnyecTBO BEpHBIX OTBETOB B MHTEepBase: 56-70%

3 Y 10BIIETBOPUTEIBLHO KonmgecTBo BepHBIX 0TBeTOB B MHTEepBae: 41-55%

4 Heynosnersopurensho | KonnuectBo BepHbIx oTBeTOB B MHTepBasie: 0-40%

3) 3auTeHo KonmgectBo BepHbIX 0TBeTOB B MHTEpBasie: 41-100%

6 He 3aureno KonuyecTBo BepHBIX 0TBeTOB B MHTepBasie: 0-40%

11.3. TunoBbie KOHTPOJILHBIE 32/1aHUSI WJIN HHbIE MATEPHAJIbI, HE00X0IUMbIe 1JIsl OLlEHKHU
3HAHMA, YMEHHUIi, HABHIKOB U (MJIH) ONBITA AeATEIbHOCTH, XapPaAKTEePU3YIOIIHUX ITANbI
¢GopMupoBanusi KoMIeTeHIM B Mpollecce 0CBOEHHUsI 00Pa30BATEeJIbHON MPOrPaMMBbI

11.3.1 Bonpochl 1 3aaHus Uil 3a4eTa ¢ OIEHKOM JIf OYHOH, 0YHO-3204YHOI M 3209HOM
(¢hopmbI 00yueHuUs.

BOoo~NoOR~WDNE

25
26
27

0.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

Ponb nndopmanmu B ynpaBiaeHUH opraHu3anuen.

CymHocTh ¥ PyHKIIMM JOKYMEHTa

Opranuzanus paboTsl ¢ TOKyMEHTaMu

Tekyiiee XxpaHeHHE JOKYMEHTOB

DKcnepTu3a HEHHOCTH IOKYMEHTOB

Odopmnenue nren.

Cnava nies1 B BEJOMCTBEHHBIN apXUB

YHudukanus yrnpapieH4€CKUX JOKYMEHTOB.

Howmenxkiarypa gen.

CocraB u coepkaHue opraHu3allMoOHHO-pacnopaauTensHoi fokymeHTanus (Y COP/I)
CoctaB 1 oopMIIeHHE PACHIOPSAUTETBHBIX TOKYMEHTOB

CocraB u ohopmiIeHHE OpPraHU3allMOHHBIX JOKYMEHTOB

CocraB u ohopmiieHre HHPOPMAITMOHHO-CITPABOYHBIX IOKYMEHTOB
Cocras u npaBmia opopmitenus peksu3utoB 1okymeHToB (TOCT P 6.30 — 2003)
TpeGoBanusi, MpeabsBiIsieMble K 0QOPMIICHUIO JOKYMEHTOB.
JloKyMeHTUpOBaHUE TPYAOBBIX TPaBOOTHOLLIEHUI

Opranu3zanus nprueMa u NepBUYHOM 00pabOTKU JOKYMEHTOB
Peructpanus 10KyMeHTOB

[TpaBuiia BbI1auM /i€ BO BpEMEHHOE MOJIb30BaHNE

Opranuzanus J0KyMEeHT0000poTa

Cnyx6a IOV Buabl, pyHKIUH, CTPYKTYpa

XapakTepucTHUKa U COCTaB JOKYMEHTOB I10 JMYHOMY COCTaBY
KoHTposb ucronHeHus JOKYMEHTOB
WNudopmannoHHo-cripaBoyHas paboTa

. YHu¢ukanys 1 CTanJapTH3alus JOKYMEHTOB

. Buzbl TpyaoBbIx 10r0BOpOB, IpaBuiia opopMIiIeHHS

. @opmupoBaHUE €I
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28. HopmaruBHBIE, 3aKOHOIaTENIbHBIC JJOKYMEHTBI, PEryJINPYIOLIHE TOPSI0K pabOTHI C
JIOKYMEHTaMHU

29. Buasl HomeHkaTypsl €71, UX XapakTepucTHKa

30. PacnopsimuTenbHbIe TOKYMEHTBI, 00pa3yroIIUecs B eSITEIbHOCTH KOJUIETHAIBHBIX OPTaHOB
yIpaBJICHUS

31. CymHOCTb, BUJIBI U COJICpKAHUE YIPABICHYECKOW HHPOPMALIUU

32. [lenoBas nHpopManus U €e COCTaB

33. Opranu3anus “HPOPMAITMOHHOTO 00eCTICUeHU ST

34. ndopmarmonHas 6€30MacHOCTh

35. YcnoBus yrpaTsl HHGOPMAIIMOHHBIX PECYPCOB

36. Conep:kanue cimyxeOHOM TailHbI 1 KOH(PHUICHIIMATBHOCTh HH(POpMAIUN

37. octyn nepcoHana K KOHPUACHITMATBHOU CyKeOHOH HHpOpMAaIu

38. [IpaBuna opopmileHUs, yueTa U XpaHEHHUS TPYJIOBBIX KHHUKEK

39. [ToaroroBka [len Kk apXMBHOMY XPaHEHUIO

40. [lenoBas nepenucka. Busl u XapakTepuCcTHKa CITyKEOHBIX THCEM

41. SI3bIK U CTHIIb JICTIOBOM JOKYMEHTAIHH

42. Cucremaru3alys 1 TeKyIlee XpaHeHHe JIOKYMCHTOB

43. KoMIbIOTepHBIC TEXHOJIOTHH OJTOTOBKH JOKYMEHTOB

11.3.2.1lpumepsbl TECTOBBIX 3a1aHHii
3ananue 1
UTto 03HauaeT TePMUH «ITOKYMEHT»?
apryMeHT;
BU3AQ;
1eJ10;
MpHUKa3.
3ananue 2
OT KaKkoro s3bIKa MPOUCXOIUT TEPMUH «IOKYMEHT»?
HEMEIIKOT0;
JIATUHCKOTO;
aHTIINHACKOTO;
rpe4ecKoro.
3ananue 3
COBOKYITHOCTh pabor, CBSA3aHHBIX c CO3JaHUEM JIOKYMEHTOB, ux
perucTpaimeit,kiaccupukaiuei, IBIKeHHEM, YIETOM U XPaHECHUEM Ha3bIBAIOTCH ...
KOPPECIIOHICHIIUEN;
JIETIOTIPOU3BOJICTBOM;
JIOKYMEHTHUPOBAHUEM;
JAOKYMEHTO0000pOTOM.
3aganmue 4
Korna 6bu11 yTBepKaeHbl OCHOBHBIE MTpaBuiia PK?
17.08.95;
30.06.92;
12.12.98;
12.12.00.
3amanmne 5
OcHOBHBIE TOKYMEHTHI BBIMOJIHSIOTCS, Ha KakoM (popmare?
Ad4uam AS;
A 8wmm A 12;
A3 wmm A §;
Al2.
3amanne 6
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IIpukas — 10 ...
PACHOPAANTEIbHBIA JOKYMEHT;
UH(POPMALMOHHBINA JOKYMEHT;
CIIPABOYHBIN JOKYMEHT;

JIMYHBIA JOKYMEHT.
Saganue 7
JlomKHOCTHAS HHCTPYKIUSA - 3TO
pacopsAUTEIbHBIA JOKYMEHT;
MH(POPMAIIMOHHBIA JOKYMEHT;
OPraHM3alMOHHbINA JOKYMEHT
JINYHBIA TOKYMEHT.
3aganue 8
IIpoTokon — 310 ...
pacropsiAUTEIbHBINA JOKYMEHT;
HHG(pOPMALMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JTOKYMEHT;
JINYHBIA TOKYMEHT.
3aganue 9

IIncemo — 3710 ...
paciopsAUTEIbHBIA JOKYMEHT;
WH(POPMAIIMOHHBIA JOKYMEHT;
CIPAaBOYHBbIN JOKYMEHT;
JINYHBIA TOKYMEHT.

3aganmne 10
[IITatHOE pacnucanue — 310 ...
paciopsANTEIbHBIN JOKYMEHT;
HHG(OPMALMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JTOKYMEHT;
OpraHU3alMOHHBIN JOKYMEHT.
3aganme 11
HyOmukar — 3710 ...
OpUTMHAIT;
KOIMS IOKYMEHTA;
CIIPABOYHBIN JOKYMEHT;
DK3EMILUIAD, BBIIABAEMBIN B3aMEH yTPAYEHHOT'O JOKYMEHTA.
3aganue 12
Pemenne — 3710 ...
pacnopsAANTEIbHbIN JOKYMEHT;
MH(OPMALIMOHHBIN TOKYMEHT;
CIIPABOYHBIN JOKYMEHT;
OpraHU3allMOHHBIN JOKYMEHT.
3aganue 13
JloBEpEHHOCTH — ATO ...
pacropsiAUTENbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBbIH JOKYMEHT;
CIIPaBOYHBIN JTOKYMEHT;
OpPraHU3alMOHHBIN JOKYMEHT.
3aganue 14
UTM —»oT10 ...
pacnopsAMTENbHBIN JOKYMEHT;
UHGOPMALMOHHO-CIIPABOYHbIH IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
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JINYHBINA JOKYMEHT.

3aganue 15

KT —»ato0 ...
pacnopsAUTEIbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBbINH TIOKYMEHT;
CIPAaBOYHBIN JTOKYMEHT;
JINYHBIA TOKYMEHT.

3aganue 16

AKT — 3710 ...
paciopsAUTEIbHBIN JOKYMEHT;
MH()OPMAIIMOHHO-CITPABOYHBIN JOKYMEHT;
CIIPABOYHBINA IOKYMEHT;
JINYHBIA TOKYMEHT.

3aganme 17

JloBEpEHHOCTH — ATO ...
paclopsANTENbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBINH T0KYMEHT;
CIPAaBOYHBIN JTOKYMEHT;
JINYHBIA TOKYMEHT.

3aganme 18

dakcer 1 E-mail —asro ...
paciopsANTENbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBbINH T0KYMEHT;
CIIPABOYHBbIN JOKYMEHT;
JINYHBIA TOKYMEHT.

3ananue 19

HckoBoe 3asBneHue — 310 ...
pacnopsiANTENbHbBIN JOKYMEHT;
MH(POPMAIIMOHHO- CIIPABOYHBIN IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OPUAHYECKHH TOKYMEHT

3aganue 20
DKcIepTr3y LEHHOCTH IOKYMEHTOB IPOBOJIMUT ...
KOMHCCHS;
PYKOBOJUTEIb MPEANIPUATHS;
paboOTHUKHU OyXraiaTepuu;
CHeHHATHUCTHI.

114.METOAUYECKHUE MATEPUAJIbBI, OIIPEJAEJISIOIIUE
IPOIIEJYPHI OIEHUBAHUS BHAHU, YMEHU, HABBIKOB M (MJIH)
OIIBITA AEATEJIBHOCTHU, XAPAKTEPU3YIOLUIUX J3TAIIbI
®OPMHUPOBAHUSA KOMIIETEHIIUIA
Kauecmeo  3nanuii  XapakTepu3yercsi  CIOCOOHOCTbIO ~ OOydYaroIlerocss  TOYHO,
CTPYKTYPHUPOBAHHO U YMECTHO BOCIIPOHM3BOJIUTH HH(OPMAITHIO, TTOJTYICHHYIO B ITPOIIECCE OCBOCHUS
TUCIUIIMHBI, B TOM BHJIE, B KOTOPOM OHa OblJa H3JI0KEHa B Yy4eOHOM W3JIaHUU WIU
IPEToIaBaTeIIeM.
Ymenus, xax npasuino, GopMUPYIOTCS HA MPAKTUIECKUX (CEMUHAPCKHUX) 3aHATUSX, a TAKKE
IpU BBIOJHEHUU J1TA0OpaTOpHBIX paboT. 3amaHusi, HANpaBICHHbIE HAa OLEHKY yMEHUH, B
3HAYUTEIBHOU CTCIEHU Tpe6y10T OT CTYACHTA IPOABJICHUA CTCPCOTHUIIHOCTHU MBINIJICHUSA, T.C.
CITOCOOHOCTH BBIMTOJHUTEL padoTy 1Mo oOpasiiaMm, ¢ KOTOPBIMH OH padoTall B MPOIECCE OO0yUYEHUS.
Hpenoz[aBaTenb K€ OLICHUBACT CBOCBPCMCHHOCTD W NPABUJIbHOCTD BBIITOJIHCHUS 3a/IaHU.
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Hagviku - 3TO yMEHMS, pa3BUTbIE M 3aKPEIUICHHBIE OCO3HAHHBIM CaMOCTOSITEIbHBIM
TpynoM. HaBblku (GOpMHpYIOTCS NPH CaMOCTOSATEIBHOM BBIIOJHEHUHM CTYJIEHTOM IPAKTHKO -
OPUEHTUPOBAHHBIX  3aJaHui, MOJEIUPYIOIIMX  pEUIeHHME UM  IPOU3BOJCTBEHHBIX U
COLMOKYJIBTYPHBIX 3aJa4 B COOTBETCTBYIOLIEH 001acTu MpoecCHOHATBbHON NEesATeIbHOCTH, Kak
IPaBWJIO, IPU BBIIOJHEHUM JOMAlIHUX 3aJaHUil, KypCOBBIX IIPOEKTOB (paboT), Hay4HO-
UCCIIEI0BATEIbCKUX PAa0OT, MPOXOXKICHUN MPAKTHK, IPU paboTe MHIAMBHIYaIbHO MJIM B COCTaBe
IPYyNIBl HA TPEHAXepax, CUMYIATOpax, JJabopaTopHOM 00OpymoBaHuH U T.JI. [Ipu 3TOM CTyAeHT
IIOCTABJIEH B YCIIOBHSI, KOT/1a OH BBIHYKJEH CAMOCTOSITEJIbHO (TBOPYECKU) UCKATh ITyTH U CPE/ICTBA
JUIs  pa3pellieHUs TIOCTABJICHHBIX 3ajJad, CaMOCTOSTENBHO IUIAHUPOBAaTh CBOIO paboTy H
aHAJIM3UPOBaTh €€ pe3yJbTaTbl, IPUHUMATh OIPEJCIICHHbIE pEIIEeHUs] B pPAaMKaX CBOMX
IIOJIHOMOYMI, CaMOCTOATEIbHO BBIOMpPATh AapryMEHTAllMI0 M HECTU OTBETCTBEHHOCTH 3a
IPOJIETIaHHYI0 paldoTy, T.e. MPOSIBUTH BIIAaJCHUE HaBbIKaMH. B3aumonelcTBue C IpenojgaBaTeiieM
OCYIIIECTBIISIETCSI NEPUOANYECKU I10 3aBEPIICHUIO OINPEAEIEHHBIX ATANoOB pabOThl U MPOXOIUT B
Bujie KoHCynbTauuil. [Ipu oneHke BiaJieHUsl HaBbIKAMU IPENojaBaTeeM OLIEHUBAETCS HE TOJbKO
[IPABWJIBHOCTb PEIICHUs BBIIOJHEHHOTO 3a/aHus, HO U CIOCOOHOCTh (TOTOBHOCTb) CTYJEHTa
pewmiath MOJOOHBIE MPAKTUKO-OPUEHTHPOBAHHBIE 3a/laHUSl CAMOCTOATENBHO (B IEPCIEKTUBE 32
CTEHaMH By3a) M, TJaBHBIM 00pa3oM, CIIOCOOHOCTH CTyJAeHTa OOOCHOBBIBATH M apTyMEHTHPOBATh
CBOMU PELICHUS U MPEATIOKECHHUS.

B Tabnume mnpuBeneHBI TPOLETYPHl  OLICHUBAHHS
XapaKTepU3YIOLIUX ITaIbl (YOPMUPOBAHHS KOMIETEHIUH.

3HaHUH, YMEHUH W HaBBIKOB,

Bunsl y4ueOHBIX 3aHATHI OuenuBaemble ITpouenyps! oLleHUBaHUS
u KOHTPOJIBHBIX | PE3YyIbTaThl O0yUCHHS
MEpONPUATHI
[Tocemenune  CcTyaeHTOM 3HAHHUE IIpoBepka  KOHCIIEKTOB
ayIUTOPHBIX 3aHATUI TEOPETHUYECKOr0  MaTepuaia | JIEKIU, YCTHBIA ONpOC Ha
[0  TNPOMAEHHBIM  TEMaM | 3aHATHUAX
(MoyssIM)
Beinonnenue YMEHUSA n HABBIKH, IIposepka OTU€Ta,
IIPaKTUYECKUX 3a1aHUU COOTBETCTBYIOLINE TEeME | 3aIuTa BBIIIOJIHEHHOU
paloThI paboTHI
TectupoBanue 3HAHUA, YMEHUA no ITpoBepka TecToB
IIPONJICHHBIM TEMaM
(MoyssIM)
IIpomexxyrounas 3HAHUA, YMEHUA n 3aueT ¢ OLEHKOMN
aTTecTanus HABBIKH,
COOTBETCTBYIOILINE
V3YYEHHOUN THUCIUIUINHE

Yemuwii  onpoc - 310 mponenypa, oOpraHu3oBaHHas Kak cHenuaibHas —Oecena
npenojaBaresi ¢ rpynno cTyneHToB ((pOHTaIbHBIA ONPOC) WIM C OTACNBHBIMH CTYJIE€HTaMHU
(MHIMBH Ty bHBIN

OTIPOC) C LIEIbI0 OLEHKU PE3yIbTaTUBHOCTU MOCEUICHUs CTY/I€HTaMH ayAUTOPHBIX 3aHATUN
IyTEM BBIACHEHUS] C(OPMHPOBAHHOCTU Yy HUX OCHOBHBIX TOHSATHIA M YCBOEGHHUS HOBOT'O Y4e€OHOTO
MaTepuaia, KOTOPbIM ObLI TOJIBKO UYTO pa300paH Ha 3aHATUH.

Tecmup sBnAIOTCSA TpocTeiiiell (opma KOHTpOJIS, HalpaBlieHHas Ha MPOBEPKY BIIAJACHHS
TEPMHHOJIOTMYECKUM  ammaparoM, COBPEMEHHBIMH HH()OPMAIIMOHHBIMU  TEXHOJOTHSIMH U
KOHKPETHBIMHU 3HAHUSIMH B 00J1aCTH (PYHAAMEHTAIBHBIX U MPUKIIAJAHBIX TUCHMILIMH. TECT COCTOUT
13 HeOOJIBIIOr0 KOJMYECTBA IEMEHTAPHBIX 33]a4; MOXKET IIPEJOCTaBIATh BO3MOXKHOCTb BEIOOpA U3
NepevHss OTBETOB; 3aHMMaeT 4acTh yueOHoro 3aHsaTHs (10-30 MHHYT); NMpaBUIbHBIC pPEIICHUS
pa3buparoTcd Ha TOM JK€ WM CIEAYIOIIEM 3aHATHH; 4YacToTa TECTUPOBAHUS OIpeAesseTcs
IpernoaaBaTesieM.

3auem c ouenkou- npouenypa OLCHUBAHUS PE3YJIbTATOB OOYYEHHs IO AUCLUILIMHAM,
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pEe3yNbTaTOB MPOXOXKACHUS MPAKTUK, PE3YJIbTAaTOB KYpPCOBOIO MPOEKTHUPOBAHMS (BBIOJIHEHUS
KYpCOBbIX PalOOT) U T.d., OCHOBaHHas Ha CYMMHUPOBAaHHUU OAaJUIOB, MOJYYEHHBIX CTYIEHTOM II0
UTOTaM BBITIOJTHEHHSI KM BCEX BHJIOB y4eOHOU pabOThl U KOHTPOIBHBIX MeponpusaTuii. [lomyueHHas
OayuTbHAs OlIEHKA MEepeBOUTCS B Henu(hepeHITMpoBaHHYIO WK AU GepeHIIMPOBaHHYIO OIICHKY.

Bua, mecto W KONIMYECTBO peaau3yeMbIX [0 JUCHUIUIMHE NPOUEAYp OLIEHUBAHUS
orpezeneHo B paboyeil mporpaMMe AUCHUILTUHBL U TOAOBBIX pabo4MX y4eOHbIX IJIaHaXx.

Omnwucanue nokaszaresneid, KpUTEpUEB U IIKaJl OLICHWBAHUS 110 BCEM BUJaM Y4eOHBIX paboOT U
KOHTPOJIbHBIX MEPOIPUATHI MPUBEACHO B pasjeie 3 ¢poH/1a OLIEHOUYHBIX CPEJCTB MO JUCIHUILINHE.

PazpaboTka OLIEHOYHBIX CPEACTB M pealn3amus NpoLeayp OLEHUBAHUS PErIAMEHTUPYIOTCS
JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMHU:

. [Tonoxenue o ¢dopmMupoBaHUM (POHAA OIEHOYHBIX CPEACTB (NMPHHATO YUYECHBIM
coserom 30.08.2017 r., IIpotokon Ne 1, yrBepxkneno pexkropom JI.A. Kocoroposoii 30.08.2017 rr.)

. [Tonoxenue o padoueit nporpamme aucuuruinnbl (PI1/]) (mpunsto Yuensim coBeTom
30.08.2017 r., IIporokon Ne 1, yrBepxxaeno pexkropom JI.A. Kocoroposoii 30.08.2017 r.)

. [TonokeHrne O TEKyIIeM KOHTpPOJE YCIIEeBAEMOCTH W MPOMEKYTOYHON aTTeCTallNH
ctyneHToB (mpuHsATo YueHoiM coBeTtoM 30.08.2017 r r., IIpoTokon Ne 1, yTBep»,AeHO PEKTOPOM
JILA. Kocoroposoii 30.08.2017 ¢

. [TonoskeHne O KOHTAKTHOM paboTe MpemojaBaTelis C 00yJaromMMHCS (TPUHSATO
VYyensim coBerom 30.08.2017 r r., IIporokon Ne 1 yrBepxkaeHo pexropom JI.A. Kocoroposoii
30.08.2017 r)

. [TonoxkeHne o TMOpSAKE MPOBENEHUS HTOTOBOM aTTeCTalMd MO 00pa3oBaTeIbHBIM
mporpaMMam BhICIIEro oOpa3oBaHUsl — MMporpaMmamM OakajaBpuara, IporpamMmaM CHelraiuTeTa u
nporpamMmaM Maructparypsl (mpuHsTo YuenbiM coBetoM 30.08.2017 r., Ilporoxkon Ne 1,
yrBepxkeHo pexkropoM JI.A. Kocoroposoii 30.08.2017 r.)

. WHcTpyKLus 10 MPOBEIECHUIO TECTUPOBAaHUS (OCTYIHBI B Y4eOHBIX KaOMHETax C
KOMITHIOTEPHOM TEXHUKOW 1 Ha CalTe BYy3a).

12.PEKOMEHAYEMOE NH®OPMAIIMOHHO-METOJINUYECKOE
OBECIIEYEHHUE

12.1. HOPMATHUBHOE CONIPOBOXJIEHUE

OcHOBOI HOPMAaTHUBHOTO COMPOBOXKIECHUS JuCHUIUIMHBEL sBisitorcs: OI'OC BO mo
Hanpasienuto 38.03.02 MeHeKMEHT, OCHOBHasi 00pa3oBaTesbHas MporpaMma 1o HarpaBiIeHUIO
38.03.02 MeHemKkMeHT, Y4eOHBIH IuTaH, pabodas MPOrpaMMbl JWCIUIUIMHBL, KypC JICKIIHH,
METOAMYECKHE yKa3aHHs MO OCBOCHMIO AMCUUIUIMHBI, METOJUYECKUE YKa3aHUS Ul ayIUTOPHBIX
3aHSTHH.

12.2. OCHOBHAS JIUTEPATYPA

1. MenseneBa O.B. OCHOBBI JOKYMEHTAlIMOHHOTO OOECIEYEHHUS YIpPaBICHUS. 2-€ H3].
[DnexTpoHHBIN pecypc]: yueOHoe nmocodue/ MenseaeBa O.B.— DieKTpoH. TEKCTOBBIE JaHHbBIE.—
Kpacnomap: HOxHbIi uHCTUTYT MeHemxkmeHTa, 2012.— 175 c.— Pexum pgoctyma:
http://www.iprbookshop.ru/9566.— 3bC «IPRbooks»

2. I'punbepr A.C. JIOKyMEHTAIIMOHHOE OOCCIICUCHHE YIIPABICHHS [DJIEKTPOHHBIA pecypc]:
yuebHuk/ ['punbepr A.C., T'opbaue H.H., Myxamermmna O.A.— DNEKTpPOH. TEKCTOBbIE
IaHHbIE.— M.: IOHUTU-IAHA, 2012 — 392 c.— Pexum JOCTYTIA:
http://www.iprbookshop.ru/10497.— 3BC «IPRbooks»

3. TycaramkoBa [I.E. KagpoBas cuyxba mnpennpusitus. Jlemonpou3BOACTBO,
JIOKYMEHTOOOOPOT M HOpMAaTUBHAs 0a3a [DIeKTpOHHBIN pecypc|: yueOHoe mocodue/ I'ycaTHUKOBa
J.E., 3axapkuna O.U., [llutoBa M.A.— DnekTpoH. TekcToBble JaHHble.— Caparto: Koprioparus
«Tumonby, 2012.— 217 c.— Pexum gocryma: http://www.iprbookshop.ru/10555.— 5BC
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«IPRbooks»
12.3. AOIIOJIHUTEJIbHAS JIMTEPATYPA

1. I'paxxnanckuii konekc Poccuiickoit @enepanuu (4. 1) ot 30.11.1994 Ne51-@3 (B pen. ot
29.06.2004)// C3 P®. 1994. Ne 32. Ct. 3301; 2004. Ne 27. Ct. 2711 (CripaBo4HO-TIIpaBOBasi CHCTEMa
«KOHCYIBTaHT +:BBICIIAS LITKOJIAY)

2. I'paxnanckuii kogeke Poccuiickoit deneparuu (4. 2) ot 26.01.1996 Ne 14-d3 (B pen. ot
23.12.2003)// C3 P®. 1996. Ne 5. Ct. 410; 2003. Ne 52. Y.1. Cr.5034 (CnpaBo4HO-TIpaBoOBas
cucreMa «KOHCYJIBbTaHT +:BbICILIAS ILIKOJIAY)

3. ®denepanbHbiii 3ak0H 0T 26.12.95 Ne 208-@3 “O06 akumoHepHBIX oOmecTBax” (B pel. OT
06.04.2004)// C3 P®. 1996. Ne 1. Ct. 1; 2004. Ne 15. Ct. 1343 (CnpaBouHO-TIpaBOBasi CHCTEMa
«KoHCybTaHT +:BBICIIAS MIKOJAY)

4. @enepanbhbiii 3akoH oT 08.02.98 Ne 14-®3 “O06 ofmectBax ¢ OrpaHHMYEHHOM
OTBETCTBEHHOCTHIO” (B pen. oT 21.03.2002)// C3 P®. 1998.Ne 7. Cr. 785; 2002. Ne 12. Ct. 1093
(CnpaBouHo-TipaBoBast cucteMa «KOHCYIbTaHT +:BBICIIAs IIKOJIA»)

5. ®enepanbubliii 3ak0H 0T 14.11.2002 Ne 161-D3 «O rocynapcTBEHHbIX U MyHUIIUIAIbHBIX
yHuTapHbIX npeanpusatusix» // C3 PD. 2002. Ne 48. Ct. 4746 (CnpaBo4HO-TIpaBOBas CHUCTEMa
«KoHCybpTaHT +:BBICIIAS MIKOJAY)

6. ®enepanbubiii 3akoH oT 08.08.2001 1. No 129-®@3 «O rocynapCTBEHHOM perucrpanuu
IOPUINYECKUX JIMIl ¥ MHAWBUAYAIBHBIX MpeanpuHumarenein» (pea. ot 23.12.2003)// C3 Pd. 2001.
Ne 33. Y.1. Cr.3431; 2003. Ne 52. Y. 1. Ct. 5037 (CnpaBouHo-nipaBoBas cucrema «KoHCynbTaHT
+:BbICHIAS LLIKOJIA))

7. 3akoHn P® or 23.09.92 Ne 3520-1. “O ToBapHBIX 3HaKax, 3HaKaX OOCIYXUBaHUS U
HAaUMEHOBAHMSIX MECT MPOUCXOXKIAeHUs ToBapoB” (B pexd. oT 11.12.2002)// Benomoctu CH/] P® u
BC P®. 1992. Ne 42. Ct1.2322; C3 P®. 2002. Ne 50. Ct. 4927 (CnpaBoyHO-TIpaBOBasi CUCTEMa
«KoHCynbTaHT +:BbICIIAs MIKOJIA»)

8. Ilocranosnenue [IpaBurensctBa PO ot 19.06.2002 Ne 439 «O6 yrBepxkaeHun Gopm u
TpeOoBaHUI K OQOPMIIEHHIO JIOKYMEHTOB, HCIOJb3YEMBIX IPU TOCYIApPCTBEHHOW PETUCTpaIiH
IOPUJIMYECKUX JIUII, a TakKe (PU3NUECKUX JIMIl B KaUeCTBE MHIUBUAYAJIbHBIX MPeIIpUHUMaTENeii»
(B pexn. ot 16.10.2003)//C3 P®. 2002. Ne 26. Ct1.2586; 2004. Ne 10. Ct. 864 (CrpaBouHO-TIpaBOBast
cucrema «KoOHCyIbTaHT +:BbICHIAS LIKOJIA))

9. Enunast rocynapcTBeHHas cucTeMa Jes1onpon3BocTBa. OCHOBHBIE MosiokeHus. M., 1974.
(CnpaBouHo-TIpaBoBast cucteMa «KOHCYIbTaHT +:BBICIIAs IIKOIA»)

10. KBanmupukalMOHHBIA CIPaBOYHUK JIOJDKHOCTEH pPYKOBOJUTENEH, CHEIUATIUCTOB H
apyrux cayxkamux. M.: Muntpyn Poceun, 2000 (CnpaBouno-mipaBoBasi cuctema «KoHCYNIbTaHT
+:BBICIIIAsK IIIKOJIA)

11. YuudunupoBaHHas CHUCTEMa OPraHU3ALUOHHO-PACTIOPAIUTEIBLHON TOKYMEHTAIHUH.
(CnpaBouHo-nipaBoBas cuctema «KOHCYIbTaHT +:BbICIIAS ILIKOJIA))

12. YuudunupoBanusle (OpMbI, HHCTPYKIUMH M METOAUYECKHE MaTepuaibl MO HX
npumenenuto. M. 1982 (CnpaBouHo-nipaBoBasi cuctema «KOHCYIbTaHT +:BbICIIAs IIKOJIA)

12.4. PECYPCBI CETU «MHTEPHET»

DnexkTpoHHo-0ndmmoreynas cucreMa: «IPRbooksy
Pecypchl OTKPBITOro 10CTYyNA:

1. bubnuroTteka MeHEHKMEHTA
http://www.management-rus.ru

2. KopniopaTuBHBIII MEHEIKMEHT.
http://www.cfin.ru

HoBoctu, nyonukaruu, bubnmoreka yrnpaBneHus.
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http://www.cfin.ru/

3. DHIMKIIONEUs] MapKeTUHTa. BUOIMOTeKa MapKeToIora.

http://www.marketing.spb.ru

4. Dnexkrponnas 6ubnuoreka HR-ciennanucros

http://www.hrm.ru

KHury mo yrpasieHHIO EPCOHATIOM: CTaThH 10 O0YYCHHUIO, YITPABICHHUIO TIEPCOHATIOM,
aTTECTALUIO U Jp.

5. @enepanbHbIi 00pazoBaTenbHBIN TOpTaN "DKoHOMUKA, Cotnonorus, MenexmMeHT"
http://www.ecsocman.hse.ru

6. AIMHHHCTpPATHBHO-YIPABICHUECKHIA opTan "MeHeKMEHT U MapKeTUHT B Ou3Hece".
http://www. aup.ru

KHI/II‘I/I, CTaTbU, JOKYMCHTHI 11O aKTYaJIbHBIM BOIIPOCAM MCHCIPKMCHTA U MApPKCTUHTA U IIP.
7. EI[I/IHOG OKHO O0CTYyIIa K 06pa30BaTeJ'IBHBIM pecypcaM 110 SKOHOMHKE, COUOJIOTHH,
MCHCIPKMCHTY

http://ecsocman.edu.ru/

8. http://www.systematic.ru/sistemy_upravleniya_dokumentooborotom.html

9. http://works.doklad.ru/view/zuPsMafAvU4.html

10. http://www.e-reading.club/bookreader.php

13. METOJIMYECKHUE MATEPHAJIBI JJISI OBYUAIOILIIUXCS IO OCBOEHUIO
JUCHUTIMHBI

Jlekumust — popma oOydeHHs] CTYACHTOB, MPU KOTOPOU MpenojaBaTeib MOCIEI0BATEIBHO
u3JaraeT OCHOBHOH Marepuall TeMbl Y4eOHOW IUCHMIUIMHBL. JIeKIus — 3TO BaKHBIM MCTOYHUK
uHpoOpMaluu TO KaxAoh ydeOHO#l nucruruimHe. OHA OpPUEHTUPYET CTYIEHTA B OCHOBHBIX
npo0iieMax M3yd4aeMoro Kypca, HalpaBisieT caMOCTOSITeNbHYIO paOoTy Haj HuUM. Jljig Jnekuui 1o
KOKIOMY MPEIMETY J0JKHA ObITh OT/IENbHASI TETpaab AJs Jekiuil. [Ipexae Bcero, 3anuimmre uMms,
OTYECTBO M (aMWIMIO JIEKTOpa, OCTaBbTE€ MECTO I CIHCKa PEKOMEHJOBAaHHOM JIMTEpaTyphl,
MocoOHii, CTPaBOYHUKOB.

byabre BHMMAaTenbHBI, KOrza JIEKTOpP OOBSABISET TeMy JIeKIMH, oObsicHsieT Bam mecTo,
KOTOpPOE 3aHUMAET HOBBIHN MpeaAMeT B Baieil moArotroBke n ueMy HOBOMY BbI cMOeTe HayuynThCA.
OnBITHBIN CTYIEHT 3HAET, YTO, KaK IMpaBWJIO, Ha NEPBOM JIEKIMM IpernojaBaTesib 00OCHOBBIBAET
CBOM TpeOOBaHMs, PACKpbIBaeT OCOOEHHOCTH UYTEHHUS Kypca M CIOCOOBI CIaud 3ayeTa WIu
9K3aMEHa.

OTtcTynuTe Mossi, KOTOpbIe MOHAA00SITCS ISl pA3TUYHBIX TOMETOK, 3aMEeYaHUi U BOIIPOCOB.

3anuch CoOJEp)KaHUs JIEKIMM O4YeHb WHAMBHIyaJlbHA, WMMEHHO II03TOMY TpPYIHO
M0JIb30BaThCA YyKUMH KOHCIIEKTAMH.

He crecnsiitecs 3amaBath Bompockl mnpemnogaBatenmo! Yem Oonmbme y Bac Oynmer
uHopMalnu, TeM cBOOOHEE U yBepeHHee Bbl Oynere cebs 4yBCTBOBATH!

ba3oBble pekOMeHIalUN:

- HE CTapalTech JOCIOBHO KOHCIEKTHUPOBATh JIEKIIUU, BBIIEISIMTE OCHOBHBIE IOJIOKEHUS,
CTapaiTech MOHATH JOTHKY JIEKTOPa;

- TOYHO 3aMUCBIBANTE OMPEAENECHUS, 3aKOHBI, TOHATHUS, POPMYIIBI, TEOPEMBI U T.JI.;

- IepeiaBaiTe u3JaraeMblid MaTepHa JISKTOPOM CBOMMHU CIIOBAMM;

- HanboJee BaKHBIE MOJOKEHUS JISKIIUMH BBIICTSTHTE MOJYePKUBAHNEM;

- cO3/J1aliTe CBOIO CUCTEMY COKPAIIEHUS CJIOB;

- TPUBBIKAWTE NPOCMATPUBATH, NEPEUUTHIBATH MEpPE] HOBOW JIEKIUEH MPEIbIIyIIYIO
nHpopmaruio;

- IOTIOJTHSITE MaTepuan JIeKInu nHpopManuei;

- 3a7]aBaliTe BOIIPOCHI JIEKTOPY;

- 00s13aTeIbHO BOBPEMS MOTIOJIHSANTE BO3HUKIIINE TPOOEIIBI.

IIpaBuia TAKTHYHOTO MOBeAeHUA U 3PPEeKTUBHOIO CJAYMIAHUS HA JICKIUSX:

- Cnymath (M CHBIIIATh) APYrOro YeJOBEKa - 3TO HACTOSINEE MCKYCCTBO, KOTOPOE OYEHb
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MPUTOAUTCS B OYAyIIeH MpoQecCHOHANBHON AeITeThHOCTH TICHXO0JIOTA.

- Ecnu mpenonaBarenb «CKy4HbI», HO Bbl 4yBCTByeTe, YTO OH JEWCTBUTEILHO BIIAJEET
MaTepHajoM, TO CKyKa - 3T0 yke Bama nuuynas mpobiema (CTOMT BOOOIIE CHPOCHTH ceds, a
HacTosui i Bel cTyneHT, ecnu Bam He nHTepecHa JIeKIUs crienuanucra?).

Cy1iecTByeT O4YE€Hb MOJIE3HBIM MPHUEM, MMO3BOJISIOIIMM CTYIEHTY-IICUXOJIOTY OCTaBaThCs B
TBOPUECKOM HAMpPSOHKECHUHM JlaXe Ha JEKUUAX 3aBEJOMO «HEHUHTEPECHBIX» MPEernoiaBaTeisx.
IIpencraBpTe, uTo nepes BaMu KIMEHT, KOTOPBIM YTO-TO 3HAET, HO €MY TPYAHO 3TO cKa3aTh (a B
KOHCYJIbTATUBHOU MPAKTUKE C TAKUMU CUTYalUSIMH TIOCTOSIHHO MPUXOAUTCS CTANKUBAThHCS). OueHb
MHOTI'O€ 3/1€Ch 3aBUCUT OT TOT'0, OMOXET JM CJIYIIAIOUUN FOBOPALIEMY JIYYIlE H3JI0XKUTh CBOU
MBICTH (WM COOOIIMTH CBOM 3HaHUS). HO Kak MOXET MOMOYb «CKYYHOMY» IPENoJIaBaTeNro
CTYZCHT, J1a elie B OOJIBILION ayJTUTOPUH, KOT/Ia JaXKe BOIPOCHI 3a/1aBaTh HEMTPHINIHO?

[Ipuem mnpocT — mnocrapaidiTech BCeM CBOMM BHJOM II0Ka3aTh, 4TO Bam «Bce-Taku
WHTEpPECHO» U Bbl «Bce-Taku BepUTE», YTO MPEIOAaBaTeNIb BOT-BOT CKaXET YTO-TO OUYE€Hb BaXKHOE.
N ecnm B ayauTopuM HAWAYTCS XOTS OBl HECKOJbKO TaKUX CTYIACHTOB, BHUMATEIbHO U
YBQ)XUTEJIBHO CIYLIAIOIIMX IMPENoJaBaTeisi, TO MOXKET IPOU30HTH «MaJIEHbKOE 4ya0», KOorja
MpenoaaBaTelb «BIPYT» 3arOBOPHUT C YBJICUEHHEM, HAYHET PACCYKIAaTh CMEIO U C 030PCTBOM
(uHOT]A TIpPEro/iaBaTeNu CaMU WIIYT B ayJUTOPUM BHUMATEIbHBIE M 3aMHTEPECOBAHHBIC JIUIA U
HAUMHAIOT YWUTaTh CBOM JIEKIIMHM, YAaCTEHbKO TMOTJIAAbIBasl Ha TaKUX CTYACHTOB, Kak ObI
«BIOXHOBJISISICHY» HMX J00pOKeIaTeIbHBIM BHUMaHHEM). Eciu 3TO KakeTcsi HEBEpOSTHBIM (THIIA
TOT0, YTO «4yJdec He ObIBaeT»), MPOCTO BCIIOMHHUTE CceOsi B MOJOOHBIX CUTYyallUsX, KOTJa C
NPUATHBIM COOECETHUKOM-CITyIaTesieM Bbl BApPYr OOHapyXHBaeTe, 4TO TOBOPHUTE HAMHOTO
YBEpEHHEE U JIaKe UHTepecHee s caMoro cedsi. Ho «ManeHbKoro uyaa» MOXKET U He MPOU30UTH,
U TOTJa TJaBHOE - HE OOMKaThCS Ha IpenojaBaress (Kak HEe OOMKAeTCs Ha CBOETO «TaK U HE
Pa3rOBOPHBILIETOCS) KIMEHTA OMBITHBINA MCUXOJO0Tr-KOHCYNbTaHT). Cunrtaiite, uto Bam He ynanock
«3auHTepecoBaTh» IPENoaBareisi CBOMM BHUMaHHEM (OH IPOCTO HE IMOBEpUI B TO, 4TO Bam
JEHCTBUTENLHO MHTEPECHO).

- UtoOBI ObITH O0JIEE «ECTECTBEHHBIM» U YTOOBI MpEToaBaTeIh BCE-TaKU IMOBEPUI B BAILy
3aMHTEPECOBAHHOCTD €0 JIEKIIMEH, MOKHO UCIIOJIb30BaTh elle oguH npuem. [locrapaiitecs Momua
YEMY-TO «IIPUIIPATHCS» B €ro BhICKa3bIBaHMsIX. M Korja B HailieTe ciiaboe 3BEHO B PACCYKICHHSIX
npenofaBatens (a MpPH KEIaHUU OTO HECIOXKHO CAeNaTh Jake Ha JIEKIHSIX MPU3HAHHBIX
MICUXOJIOTMYECKUX aBTOPUTETOB), HOMPOOYHTE «IIpo ceOs» MOCIIOPUTD C MPENOoaBaTeNIEM WU XOTS
OBl TOCHyIIaiiTe, HE CTaHET JIM caM IMpernojaBaTellb «OMmpoBeprarth cedOs» (MHOTIA OIBITHHIE
npenojaBaTesd CHayajla MoJ0pachlBalOT MPOBOKALIMOHHBIE HJIEH, a 3aTeéM Kak Obl caMu ¢ co0oil
cniopsT). B mobom cnydae, Hecornacue ¢ mpenojaBareieM - 3TO MpeKpacHas OCHOBA Ui AHAora
(B maHHOM ciydae - Uil «BHYTPEHHErO JUAJIOra»), KOTOPBIA YXKe TOCHe JISKI[MH, Ha CeMUHape
MOJKET MPEBPATUTHCS B IUAJOT pealibHbIi. EcTecTBeHHO, HE CielyeT U3BpallaTh JaHHBIN MIPHEeM U
BCEM CBOMM BHJIOM IIOKa3blBaTh I[IperojaBaTeNiio, 4To Bbl ero «mpesupaere», UYTO OH
«HUYTOXKECTBO» ® T. M. Kputuka (0COOCHHO KpUTHKA TIperojaBareis) AODKHA OBITh
KOHCTPYKTUBHOM U noOposkenarenbHoW. bBynymemMy mncuxosnory BooOIIe HNpOTHBONOKa3aHO
«IEMOHCTPATUBHOE MPE3PEHHE» K KOMY OBl TO HU OBLIO (C COOTBETCTBYIOIIMMHU «BBITAPAIIICHHBIMU
riazamMm» M «QBIPKAIOIIMM POTHKOM») - 3TO CKOpee, MPHU3HAK «IallMeHTa», YeM CIelHaTnucTa-
YeJI0OBEKOBEA. ..

- Eciiu Bel B yeM-TO HE coriacHbl (MJIM HE TMOHUMAETE) C MpEnojaBaTeeM, TO COBCEM HE
00s13aTeNbHO TYT ke MepeOuBaTh ero M, TeM OoJiee, BRICKa3bIBaTh CBOU MPEACTABICHUS, JaKe €CIU
OHM U KaxyTcsi Bam BepubiMu. [lepebuBanne npernogaBaTess Ha MOIYCIOBE - 3TO BEPHBIN MPU3HAK
HEBOCIIMUTAHHOCTH. A BOMPOCHI CIEAYET 33aaBaTh TUOO MOCIE 3aHATUH (A TOTO UX HAI0 KPAaTKO
3amucaTh, 4TOOBI HE 3a0bITh), JTHOO BBIOpAaB MOMEHT, KOTJa IMpENoJaBaTeNb CACIal XOTS Obl
HEOOJIBIIIYIO TIay3y, U 00s3aTEIbHO W3BHHUBINKCH. Heyxkenn He MpUsSTHO caMOMY MOYYBCTBOBATh
ce0st BOCIUTaHHBIM YEJIOBEKOM, 1A €Ille Ha I1a3ax y LeJoi ayauTopun’?

IIpaBu/jia KOHCIEKTHPOBAHHUS HA JIEKIUSAX:

- He crnenyer mpiTaThesl 3amuchiBaTh MOAPS] BCE TO, O YEM FOBOPUT IpemnoaBarens. Jlaxe
€CJIM CTYJICHT BJaJleeT CTeHOorpaduel, 3anuchiBaTh BCE BBICKA3bIBAHUS MIPOCTO HE MMEET CMBICTA:
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B)XHO YJIOBUTb IVIABHYIO MBICTIb U OCHOBHBIE (DAKTHI.

- JKenarenbHO OCTaBIATH HA CTPAHUILAX HOJSA A CBOMX 3aMETOK (M JA€NaTh 3TH 3aMETKH
1100 BO BpeMs CaMOii JICKIMH, JINOO TPHU MOATOTOBKE K CEMHUHApaM H SK3aMEHaM).

- EcrecTBeHHO, *enaTeabHO UCIOJIb30BaTh MIPU KOHCIIEKTUPOBAHUM COKpAILEHHsI, KOTOPbIE
KaX/IbI MOXKET «pa3paboTaTb» s ce0sl CaMOCTOSATENbHO (UMb ObI CAMOMY JIETKO OBUIO TOTOM
pa300paThCs ¢ ATUMU COKPAILEHUSIMH).

- CraparbCsi MOMEHBIIE HCIIOIB30BaTh HA JICKIUSAX JUKTO(OHBI, MOCKOIBKY TTOTOM TPYIHO
Oy#eT «IeKoAMpOBaTh» HEPa30OPUMBBIA Tr0JIOC IPENoAaBaTelis, BCE PaBHO IOTOM NpUIETCS
IEPENNUChIBATh JIEKIHUIO (@ C rojoca O4YeHb TPYJHO T'OTOBUTHCS K OTBETCTBEHHBIM HIK3aMEHaM),
HaKOHELl, JUKTO(OHbBI YaCTO OTBJIEKAIOT MpEenojaBaTess TEM, YTO CTYAEHT HUYEro He JielaeT Ha
JIEKIMH (32 HEro, SIKOObI «paboTaeT TEeXHUKA) U 0OBIYHO MPOCTO CHAUT, IJISAS Ha MPEroaaBaTess
HEMUTaIOIIMMU IJ1a3aMHU (B3IJIS10M HEMHOTO CKYYAIOLIEro «y/AaBay), a MPernoAaBareslb YyBCTBYET
ce0sl HEYIOTHO U BMECTO TOTO, YTOObI CBOOOJHO Pa3MbIIUIATh HaJl NPOOJIEMOH, YUTAET JEKLUIO
HaMHOT'O XYK€, 4eM OH MOrI' Obl 3TO cJies1aTh (M 3TO HE TOJIBKO HAIlM JINYHbIE BIEUATICHUS: OUCHb
MHOTHE TMPENOoJIaBaTelN PaccKa3blBalOT O MOJOOHBIX ciydasx). OcoOeHHO Bce 3TO 3abaBHO (U
[eyanbHO, OJHOBPEMEHHO) B ayAMTOPUAX OYAYILIHMX ICHXOJOrOB, KOTOpbIE BCE-TaKH JOJKHBI
YUUTBCS YYBCTBOBATh CUTYAlIMIO U KaK-TO IMOJOXHUTEIbHO BIUATH HAa OOIIYIO ICHUXOJIOIMYECKYHO
aTMocdepy 3aHATHUS...

JUia npoBeAeHUs TNPAKTUUECKUX 3aHATUN Ipeajaraercss cieayrouias TeMmMaTHKa, B
COOTBETCTBUM € 7 pa3zienoM paboueil mporpaMMbl JUCLUILIMHBL:

IIpakTHyeckoe 3aHsiTHe — 3TO O1HA U3 (HOPM Yy4eOHOU PabOTHI, KOTOpas OPUEHTHPOBAHA
Ha 3aKpelJICHHME H3YYEHHOI'0 TEOpPETHYECKOro MarepHuaia, ero Oojee IIyOOKOe YCBOEHHE U
(dopMUpOBaHNE YMEHHUS IPUMEHSITh TEOPETUUECKUE 3HAHUS B IPAKTUYECKUX, TPUKIIATHBIX LEISIX.

Ocoboe BHMMaHHE Ha CEMUHAPCKUX 3aHATUAX YHAENSIeTcs BbIpaOOTKE YYEOHBIX WM
npoecCHOHANBHBIX HaBbIKOB. Takue HaBbIKM (OPMHPYIOTCSI B IPOLIECCE  BHIIOJHEHUS
KOHKPETHBIX 3aJaHuil — YNpaXHEHWM, 3adad M T.II. — IOJ PYKOBOACTBOM M KOHTPOJIEM
npernoaaBaress.

I'oTOBSICH K CEMUHAPCKOMY 3aHATHIO, TEMa KOTOPOIO BCErZa 3apaHEe M3BECTHA, CTYAEHT
JIOJIKEH OCBEXHTh B MAaMATH TEOPETHUUECKHE CBEICHMs, MOJYYEHHbIE Ha JIEKIUSAX U B Ipoliecce
CaMOCTOSITENIbHOW paboThl, MOJ00paTh HEOOXOAMMYIO YYEOHYI0 M CIIPAaBOYHYIO JIUTEpaTypy.
Tonpko 3T0 00ecneunT BhICOKYIO 3 (HEKTUBHOCTh YUEOHBIX 3aHITHH.

OTnuuuTeNbHOM 0COOEHHOCTHIO CEMUHAPCKUX 3aHATHH SBJISIETCS aKTUBHOE y4acTHE CaMUX
CTYJEHTOB B OOBSCHEHUU BBIHECEHHBIX Ha PACCMOTpPEHHUE MpPOOJIEM, BOIIPOCOB; IMpenojaBaTellb,
JaBasi CTYJEHTaM BO3MOXKHOCTb CBOOOJHO BBICKA3aThCS IO OOCYKJae€MOMY BOIIPOCY, TOJIBKO
MOMOTaeT UM MPaBUIBHO MOCTPOUTH OoOCyxkaeHue. Takas ydeOHas Lelb 3aHATUSA TPeOyeT, 4TOObI
yyamuecs: ObUTM XOpOIIO IMOATOTOBIEHBI K HeMy. B mpoTuBHOM ciydae 3aHsTHE HE Oyner
JNEHCTBEHHBIM U MOJKET MPEBpPaTUTbCd B CKY4YHBIH OOMEH BONpOCAMM U OTBETAMH MEXIY
IIPENnoaaBaTesieM U CTYI€HTaMU.

IIpu noaroToBKe K NPpakKTHYECKOMY 3aHATHIO:

- TNpOoaHAIM3UPYHTE TeMy 3aHATUsA, NOJyMailiTe O 1M M OCHOBHBIX Hpoliemax,
BBIHECEHHBIX Ha 00CYKJIEHHUE;

- BHUMATEJIbHO IIPOYUTANTE MaTEpUal, JaHHBIN IPENOAABATEIEM 110 ATON TEME Ha JIEKIUH;

- U3y4HUTE PEKOMEHIOBAHHYIO JIUTEPATYypy, JAejasi MPU ITOM KOHCIEKThI IPOUYUTAHHOTO WU
BBINKCKH, KOTOPBIE TIOHA004TCs TIPU 00CYKICHUH Ha 3aHITUH;

- mocrapairech chOpMyIHPOBaTH CBOE MHEHHE 110 Ka)KJJOMY BOIIPOCY U apryMEHTHUPOBAHUE
ero 000CHOBATh;

- 3alMIINTE BO3HUKIIME BO BPEMs CaMOCTOSITEIbHOM PabOThl ¢ ydyeOHMKAMU M Hay4HOM
JUTEPATypPO BOIPOCHI, YTOOBI 3aT€M HA MPAKTUYECKOM 3aHITHUHU MOJTYYUTh HA HUX OTBETHI.

B npouecce padboTbl Ha NPAKTHYECKOM 3aHATHM:

- BHUMATEJIBHO CJylIaiiTe BBICTYIUIEHUS JPYIMX YYacTHUKOB 3aHATHUS, CTapalTech
COOTHECTH, CONIOCTABUTh UX BBICKA3bIBAHUS CO CBOMM MHEHHUEM;

- AKTUBHO Y4YacTByHTe B OOCYXICHMHM paccCMaTpHUBA€MbIX BOIIPOCOB, He OolTech
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BBICKa3bIBaTh CBOE€ MHEHHE, HO CTapaiiTtech, 4ToObl OHO OBUIO TOIKPEIUIEHO YOeIUTEeTbHBIMU
JI0BOJIaMU;

- €CJIA BBl HE COIVIACHBI C YbMM-TO MHEHMEM, CMEJIO KPUTHKYWTE €ro, HO IIOMHHUTE, 4TO
KPUTHKA JIOJKHA ObITh 00OCHOBAHHOM M KOHCTPYKTHUBHOM, T.€. HECTU B ce0e KaKoe-TO KOHKPETHOE
IIPEIJIOKEHUE B KAUECTBE AJIbTEPHATUBBI;

- TI0CJIE€ CEMHUHApCKOro 3aHATHS KpaTKo chHOpMyIHpyHTe OKOHYATEIbHBINH IPAaBUIIbHBIN
OTBET Ha BONPOCHI, KOTOPbIE OBUIM PACCMOTPEHBI.

IIpakTHyeckoe 3aHsATHE IOMOTaeT CTyJeHTaM ITyOOKO OBJIAJETh MPEIMETOM, CIIOCOOCTBYET
PasBUTHIO Y HHUX YMEHHS CaMOCTOSTENbHO paboTarh ¢ y4yeOHOM Jureparypol u
IEPBOMCTOYHUKAMH, OCBOCHHMIO MMM METOJOB HAay4yHOH pPabOThl M INPHOOPETEHUIO HABBIKOB
HAayyHOM aprymMeHTauuy, Hay4dHoro MbluuieHus. [IpenogaBatento »xe paboTa CTyJeHTa Ha
IIPAKTUYECKOM 3aHITHH IO3BOJSAET CyOUTh O TOM, HACKOJIBKO YCIEIIHO U ¢ KaKUM JKEIaHHEM OH
OCBaMBaCT MaTEPHAIl Kypca.

13. MEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOTMIA U MATEPHAJIBHO-
TEXHUYECKAS BA3A

13.1. COBPEMEHHBIE TIPO®ECCHUOHAJIbBHBIE BA3bl JAHHbBIX U
NHO®OPMAINMNOHHO-CITPABOYHBIE CUCTEMBbI
JIst  ocylIecTBIeHUss 00pa30BaTEIBHOIO TpoIecca MO JAUCHUIUIMHE HEOOXOIUMBI
CIIETYIOIIUE TIPOrPaMMHOE 00ecIeueH e 1 HH)OPMAIIMOHHBIC CIIPABOYHBIC CHCTEMBI:
1. UudopmarmonHo-npaBoBas cucrema ['apant http://www.garant.ru/
2. CnpaBounas nipaBoBas cucrema KoncynsranT [litoc http://www.consultant.ru/

[Iporpamma y4eOHOW JUCHUIUIMHBI MOXKET OBITH peajn30oBaHa C NPUMEHEHHEM
JUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOIMH Ui Tepefadd HHGOpMalMM, OpraHU3aluu
pa3IuuHbIX (POPM MHTEPAKTUBHOW KOHTAKTHOM pabOTHl 00YyYarOLIerocs ¢ MmperojaBaTeieM, B TOM
yrciie BeOMHapoB, MPOBOAMMBIX Ha mardopmax Pruffme m Zoom. Dtu miardopmber MoryT OBITH
UCTIOJIB30BaHBI JUISl TIPOBEJCHHUS BHPTYAIBHBIX JIEKIIMHA C BO3MOKHOCTBIO B3aMMOJICHCTBHS BCEX
YYaCTHHUK JMCTAaHIIMOHHOTO OOYyuYeHMsI, MPOBEJIEHHs NPAKTUYECKUX 3aHATUH, BBICTYIUIEHUS C
JIOKJIQIaMH ¥ 3aIIUTON BBITOJHEHHBIX Pa0OT, MPOBEICHUS TPEHUHTOB, OPTaHN3alMU KOJUIEKTUBHOU
paboThI 0OyUarOLIUXCS.

[IpuMeHeHne TUCTAHIIMOHHBIX OO0pPa30BATEIBHBIX TEXHOJIIOTUH MPEIYCMOTPEHO | IS
opraHuzan GpopM TEKYyLIEro M MPOMEXYTOYHOIO KOHTPOJIS: 6a3a TECTOBBIX 33JaHUN U 3a/aHUS
Ha KOHTPOJIBHYIO paboTy no nucuuruinHae pacrnonaraiTces B CJ1O «[Ipomereit», 10CTyn K KOTOPOi
umeroT Bee cryaeHtsl HOY BO «MHVYIIBT».

B CHO «IIpomereit» Takke pacrlojoXeH IOJHBIM OHJIAWH-KYpC JaHHOM y4eOHOi
JUCLUIUIMHBL, BKIIOYAIONIMHN JIEKIMH, BUICOJIEKIIMH, OAaHK TECTOBBIX 3aJaHM, METOAWYECKHE
PEKOMEH/IAINH 110 H3YYCHHUIO AUCIUTUINHBI, 3a/IaHHs Ha KOHTPOJIBHYIO paboTy.

Ha pabounx mectax ucmnomib3yercst omepanuoHHas cucrema Microsoft Windows, maker
Microsoft Office, a Takxe qpyroe crenuaiM3MpoBaHHOE MporpaMMHoe oOecrieueHue. B By3e ecThb
JIBa COBPEMEHHBIX KOH(]epeHi-3ama, obopyaoBaHHbIX cuctremamu Video Port, Skype s
NPOBEIECHUS BUACO-KOH(PEPEHINH, TPU KOMIBIOTEPHBIX KJIAcca, OCHAILICHHBIX JIMLIEH3UOHHBIM
nporpaMMHbIM obecnieuenueM — MS office, MS Project, Koncynprant + arent, 1C 8.2, Visual
Studio, Adobe Finereader, Project Expert. bonbmmacTBO ayauropuii 000py10BaHO COBPEMEHHOM
MYJIbTUMEIUINHON TEXHUKOM.

13.2. MATEPUAJIBHO-TEXHUYECKAS BA3A
Peannzanus oOpa3zoBaTenbHOro mporecca mno aucuumuinHe «CucremMa ynpabJieHHs
JOKYMEHTO000POTOM B TIOCYJApPCTBEHHON W MYHHIMNAJBHON cdepe» OCYIECTBISETCS B
CIEYIOIINX ayJUTOPHIX:
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JlexumonHas aynutopus Ne 205
(HoytOyk — 1 mr. IIpoektop — 1 mT. Dkpan — 1 mT. YueOHas qocka — 1 mr. Yu.
ctonbl — 13 mT. CryaeHueckas naBka (Ha 3 mocagounsix Mecta) — 13 mt. O¢. cron — 1 mt. Od.
cryn — 1 mt.; Crenasl — 5 mt.; Tpubyna — 1 mt. MHTepakTHBHAS qOCKa — 1 1MIT.)

Jlns mpoBeieHUS! NPAKTHYECKUX H CEMUHAPCKUX 3aHATHI HCIOIb3YeTCA ayIuTOpuUs AJIs
CEeMMHAPCKHX M MpakTudeckux 3ausatuil Ne 308, ocHamennas 000pyj0BaHuEM:

Yueonsii cTyn - 28 mt.; OducHbiit cron - 1 mT.; OducHsnii ctyn - 1 mr.; kad - 1 mr.;
Crenn - 7 wr.; YueOnast nocka - lmr.; Kampkymarop - 15 mr.; HaGop minst «Maremarndeckux
auctuurIue» - 1 kommut.; HoyrOyk - 1 m.; Okpan - 1 mr.; Y4yeOnsiit cron - 14 mr.; [Ipoektop - 1
mrt., Tpubyna — 1 .

s KOHCYJAbTANMI HCIONIB3YETCS ayIUTOPHsS Il TPYNIOBBIX M WHIUBUIYATBHBIX
KoHCybTaruii Ne 405, ocHarieHHas 000pyJOBaHUEM:

YueOnnrii cron — 10 mr.; Crynendeckas naBka (Ha 3 mocajgodHbix mecta) — 10 mmr.;
OducHbiii cron -1 mt.; OducHsiii ctyn — 1 wt.; Ctena — 6 wr.; YyeOHas gocka -1 mr.

Jlns mpoBelneHUsT aTTecTAllMii HCIOJB3YeTCS ayAUTOPHS JJs TEKYHIero KOHTPOJS U
npoMexyTouHoi arrectanuu Ne 608, ocHamieHHas 000py0BaHUEM:

VYyeOnas nqocka — 1 mT.; YueOHsiid cron — 16 mt.; YueOnsiit ctyn — 32 mrt.; OpucHsIit cToN
-1; mwt.; OducHsiit cryn — 1 mrt.; Crena — 10 mwr.; TpuOyna -1 mT.

J1s  camocTosITeJIbHOW PpadoThl CTYAeHTOB wucrmonbp3dyercs ayautopus Ne 305,
OCHAIIIEeHHas! 000PYyI0BaHUEM:
VY4eOnslit cron — 12 wr.; YueOnslit cryn — 24 wt.; OducHsiii cron — 1 mr.; OPucHbIN Ty
— 1 wr.; Mxagp — 1 wr.; Crena — 5 mr.; YueOnas nocka — 1 mwr.; HoyrOyk — 1 mwr.; [Ipuntep — 1
IIT.
13.3. HEPEYEHb JIMIIEH3UOHHOI'O ITPOTPAMMHOTI'O OBECIIEYEHU A

1. Microsoft office
2. Microsoft Windows 7
3. Kaspersky Endpoint Security

Padouyro nporpammy paspaboras: JIsickos b.H.

PaccmoTpena u yrBepskaeHa Ha 3acenaHum kKageapbl «Menemkmenta» UYOY BO
«AHYIBT»

[Ipotokomn Nel ot 25 aBrycra 2020 r.

Vo4 7 '
W.o. 3aBeayromero kapeapoii «MeneaxkmenTa ('%(/‘ AunekceeBa E.B.
(moxmucs)
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