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1. Mecro nucuuniuabl B crpykrype OIIOII
Hucrunmmaa b1.B.JIB.05.02 «JlokymeHTanmonHoe o0ecnedeHue ynpasiaeHus» oTHocuTcs K gactu OOl

Hanpasienuss mnoxarotoBku 09.03.03 Ilpuxnagnas wuHpopMaTHKa,

06p330BaT€J'II>HBIX OTHOIIICHHUH.

dbopMupyeMoil  y4acTHUKAMH

2. Ilnanupyemble pe3yJibTATHI O0yYeHHS] MO AUCHHUILINHE, COOTHECEHHbIE C IUIAHHUPYEMBIMH
pe3yJibTaTaMHU OCBOEHHUsI 00pPa30BaTeIbHOI NMPOrpaMMbl (KOMIIETEHIIUSIMU M HHIMKATOPAMH
AOCTHKEHUS] KOMIIEeTeHIHii)

IInanupyemblie pe3yJibTATHI 00y4eHHS 110 TUCHHUILINHE HaumenoBanmue
(MoayJ110), B COOTBETCTBHH ¢ HHIUKATOPOM /I0CTHKEHHUS OLIEHOYHOI' 0
Dopmupyembie KOMIIETEHIIHH cpencTBa
KoMIeTeHIuHu (Kof, Nuaukarop Pe3yjbTaThl 00y4YeHust
COACpKaHuC JOCTH/KECHHSA 10 JMCHUILINHE* *
KOMITCTCHIIAH) KOMITeTeHIuu™
(kox, copepikaHue
WHAUKATOPA)
YK-4. Cnoco6HOCTB YK-4.1. IlemoncTpupyeT
OCYIIECTBIISTh ICJIOBYIO | 3HAHME JIUTEPaTypHOI 3namwb ocHOBHBIE TPEOOBaHUS K TecTsbl, yCTHBIE
KOMMYHHKAIIUIO B YCTHOU | (hopMBI MICEMEHHOMY 3THKETY, K OTBETHI HA
¥ MICBMEHHOU opMax | ToCyJapCTBEHHOTO SI3bIKA (GOpMYITHPOBAHUIO TEKCTOB BOIIPOCHI
Ha TOCyIapCTBEHHOM PO, hyHKUMOHANBHBIX Pa3IUYHBIX JOKYMEHTOB
si3pIKe Poccuiickoil CTWJIEH pOAHOrO S3bIKA,
depepauuu u OCHOB YCTHOU U
HWHOCTPaHHOM(BIX) MACbMEHHOM
A3bIKe(ax) KOMMYHUKAIIMK Ha
MHOCTPAaHHOM SI3BIKE,
TpeOOBaHUI K JIEIOBOM
KOMMYHHKAIIUH.
TecTbl
YK-4.2. Jlemonctpupyer Ymems cocTaBnATH
YMEHUE BBIPaXKaTh CBOU OpraHM3aLMOHHO-
MBbICJIH Ha pacnopsguTenbHbIe TOKYMEHTHI,
TOCYapCTBEHHOM, 3HaTh OCOOEHHOCTH PadOTHI C HUMH
POJTHOM M UHOCTPAHHOM
SI3BIKAX B CHTYaI[UH
JIeTIOBOH KOMMYHUKAIIWH.
YK-4.3. lemoHCTpUpYET
A PPy Bnademv HaBBIKAMH JIEJIOBOTO Tecrsl,
HaJINYME PAKTHYECKOTO
0O0IIeHus], TPUEMaMU COCTAaBJICHUSl | TNPaKTHYECKOE
OTIbITA YCTHOTO U
Pa3IMYHBIX BUJIOB CITY>KEOHBIX 3aJaHue
MUCBMEHHOTO H3JI0XKECHUS
N MUCeM, YUUTHIBasi TpeOOBaHUS
CBOMX MBICJIEH Ha
CYIIECTBYIOIIETO CTAHAAPTA T10
rOCyJapCTBEHHOM U
0(OPMIICHUIO PEKBU3UTOB
HOM SI3bIKax MpH
POZIHOM A3bIKAX TP JIOKYMEHTOB
JIeJIOBOI KOMMYHHKAIINH,
a TaKXe OIbITa IepeBoaa
TEKCTOB M OOLIEHNUS Ha
WHOCTPAHHOM SI3bIKE.
3. CTpykrypa u coaep:KaHue THUCHHUILINHBI
3.1 TpynoeMKOCTb TUCHUNJIMHBI
ouHasi opMa | OYHO-320YHASI | 320YHASA




o0y4eHus ¢popma ¢popma
o0y4eHust o0y4eHust

OO0mas Tpy10eMKOCTh 23ET 23ET
Yacos 1o yyeOHOMY IIaHY 72 72
B TOM 4YHcJIe
ayJUTOPHBIE 3aHATHS (KOHTAKTHAsI 49 9
padora):
- 3AHATHS JIEKIIMOHHOI0 THIIA 16 4
- 3aHATHA CEMUHAPCKOI0 THIIA 16 2
- 3aHSITHS JIaDOPATOPHOIO THIA 16 2
caMoCTosITeJIbHAsA padoTa 23 59
KCP 1 1

HpOMe)KyTO‘lHaﬂ aTrecranud — 3a4erT

3.2. ConepxaHue QUCHUIIUHBI

B TOM YHCJIC

KonTakTHas pa6oTa (padoTa BO B3aMMO/elCTBHH C
npenojgaBaresiemM), 4acbl
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Tema 1. Cospemennoe | 8 & 2 1 - - - - 2 1168 10
3aKOHOJIATEIBHOE u
HOPMATHBHO-
METOIMYECKOE
perynupoBanue JOY
Tema 2. Bupsr | 23 21 5 1 6 - - - 11 1 |12 20
JIOKYMCHTOB, 175

(GYHKINHM M TIPHEMBI HX
COCTaBJICHUSA

Tema 3.
OpraHu3annoHHO-
pacnopsiauTenbHas
JIOKYMEHTAIUS:
TpeOoBaHUA K
o opMIIEHHIO

29

28

14

15

25

Tema 4. Opranuzanus u
(GYHKIHUU  3JCKTPOHHOTO
JIOKYMEHT0000pOTa

18

17

10

15

Tema 5. Cucrema

29

26

12 1

13

16

25




JIEKTPOHHOTO
JIOKyMEHTO000pOTa
(CoA) mna mmatdopme
«1C: Tlpenmpusitue

B T.4. Tekymmit Koutpons | 1 1 1 1

IMpomexxyTouHast 4
aTTecTallus - 324eT

HToro 72 72 16 4 16 2 16 2 49 9 23 59

Texymuil KOHTPOJIb YCIIEBAEMOCTH PEaIU3yeTCsl B paMKaxX 3aHATUN CEMUHAPCKOTO THUIIA.

[TpomMexyTodHast aTTecTamus MPOXOAUT B (hOpME 3aueTa, BKIFOYAIOIIETO BBHITIOJHEHUE MPAKTUYECKUX
3aJjaHUi HApsAAy ¢ TPAAULUMOHHBIMA OTBETAMH HA BOIIPOCHI 110 MTPOTPAMME AUCLUUILIHHBL.

4. Y4yeOHO-MeTOAMYECKOE odecrnevyenue CaMOCTOSITEJIbHOM padoThbI 00y4Jarouuxcs
CamocrosTenbHass paboTa CTyIEHTOB HallpaBleHa Ha yriayOJeHHe 3HaHUM 10 BCEM TeMmaM paboueit
IPOrPaMMBI.

Lenp camocrosiTeNbHONM pabOThl - MOATOTOBKA COBPEMEHHOTO KOMIIETEHTHOIO CIIEHHaIncTa MU
(dbopmMHpoBaHUE CIIOCOOHOCTEW M HABBIKOB K HEMPEPHIBHOMY CaMOOOPA30BaHHUIO U MPOPECCHOHATHLHOMY
COBEpPILIEHCTBOBAHMUIO.
CamocrodrenbHass pabora sBisSeTCs HauOosee MeSTENbHBIM M TBOPYECKUM IIPOLIECCOM, KOTOPBIi
BBINOJIHACT PAJ AUJAKTHYECKUX (DYHKIMIA: cr1ocOOCTBYET (POPMHUPOBAHUIO JUATIEKTUUYECKOTO MBIIICHNUS,
BbIpa0aThIBAET BBICOKYIO KYJIbTYpYy YMCTBEHHOIO TpPYyZa, COBEPUICHCTBYET CHOCOOBI OpraHu3aluu
[103HABaTEIbHON JIeSITeNIbHOCTH, BOCIIMTHIBACT OTBETCTBEHHOCTb, 1L[EJIEYyCTPEMIIEHHOCTb,
CUCTEMAaTUYHOCTb U MOCJIEI0BAaTENbHOCTh B PA0OTE CTY/IEHTOB, Pa3BUBAET Y HUX OEPEKHOE OTHOLIEHUE K
CBOEMY BPEMEHHM, CIOCOOHOCTH JJOBOAUTH JI0 KOHIIA HAYATOE JEJI0.
N3ydenune noHATHITHOTO anmnapara JUCHUTLTAHbI
Bes cucrema MHIMBHAYyallbHOM CaMOCTOSITENBHOW paboOThl JOJDKHA OBITh IMOJAYMHEHA YCBOEHUIO
MOHATUMHOIO anmapara, II0CKOJIBKY OJHOM M3 BaXHEWIIMX 3aJad IOATOTOBKM COBPEMEHHOIO
IPaMOTHOTO CIELUAINCTa SBJISETCS OBJAJEHHE W TpPaMOTHOE IpPUMEHEHHE NpodecCHOHATbHON
TEPMHUHOJIOTUH. JlyulleMy yCBOEHHIO W MOHMMAHHUIO TUCLUIUIMHBI IOMOTYT Pa3iM4YHbIE SHUMKIIONEIUH,
CIIOBapH, CIIPAaBOYHUKH U JIPYyTrU€ MaTepUaJIbl, yKa3aHHbIE B CIIMCKE JINTEPATYPHI.
N3ydeHne TeM caMOCTOSTEIbHOM MOATOTOBKU 10 Y4€OHO-TEMaTHYECKOMY IUIaHy

@DopMBbI CaMOCTOSTENILHON pabOThI 110 TEMAM:
IIEPBOM U BTOPOM:

® OCBOCHME NOHATHIHOIO anmapara;

e yyacTue B paboTe ceMHHapa,
TPETHEN:

e aHanu3 (aKTUYECKOro MaTepuaa;

® KOHTPOJb U CAMOKOHTPOJIb;
YETBEPTOU:
* BBIMOJIHEHUE KOMIUIEKCHOTO 3aJIaHHsI B CUCTEME JIEKTPOHHOTO JOKYMEHTOO00pOTA.
Ocoboe MecTo OTBOIUTCSA CaMOCTOATENBHOM MPOpadOTKe CTYACHTAMH OTAEIbHBIX TEM IO H3ydaeMoi
aucuuruiiHe. Takoil 1moaxoj BbeIpaOaThIBACT y CTYAEHTOB WHUIMATUBY, CTPEMIJIEHHE K YBEIHMUEHHIO
o0beMa 3HaHUH, BHIPAOOTKE YMEHUI M HABBIKOB BCECTOPOHHEIO OBJAJEHUS CIOCO0aMM U IMpUEMaMH
npodeccnoHanbHOM e TENbHOCTH.
N3yuenne BOnpocoB o4epeHON TeMbl TpeOyeT riIyOOKOro YCBOEHHUS! TEOPETHUECKUX OCHOB, PACKPBITHS
CYIIHOCTH OCHOBHBIX KaTeropui, Npo0JIeMHBIX aCIIEKTOB TEMbI U aHAJIN3a (PaKTUUECKOr0 MaTepHala.

PaboTa Hag OCHOBHO M IOMTOJIHUTEIILHOMN JTUTEPATypOr



N3ydyeHne pekoOMeHI0BaHHOM JTUTEpaTyphl ClelyeT HaYuHATh ¢ YUeOHMKOB M y4eOHBIX MOCOOMii, 3aTeM
NEePEeXOAUTh K HOPMATUBHO-TIPABOBBIM aKTaM, Hay4YHBIM MOHOTpadusM U MaTepuajlaM MEPUOTUYECKUX
n3nanuidi. KoHcrekTupoBanue — oJHa M3 OCHOBHBIX (DOPM CaMOCTOSTEIBHOTO Tpyna, TpeOyromas oT
CTY/IeHTa aKTUBHO paboTaTh C yueOHOI TUTEPaTypoOid, a HE OTPAaHUYNBATHCS KOHCTIEKTOM JICKITHH.
CTyneHT J0IDKeH yMETh CaMOCTOSITEIbHO MOAOHpATh HEOOXOAWMYIO ISl Y4eOHOW M Hay4HOH paboOThI
mutepatypy. Ilpu »TOoM cregyer oOpamaThCsi K NpeAMETHBIM Karajoram U Oubnuorpaduyeckum
CIPaBOYHHMKAM, KOTOPbIE UMEIOTCS B OMOIMOTEKaX.
Jlia akkyMmynsuuyd “HQOpMAaLMK 10 U3y4aeMbIM TeMaM peKOMeH1yeTcsl ((OpMUPOBATh JIUYHBIN apXuB, a
TaK)Ke KaTaJor' UCIOJIb3YEeMbIX UCTOYHUKOB. [Ipu 3TOM eciiu yxe Ha HmepBbIX Kypcax OOy4eHUs CTYACHT
ormpenaenseT s cedst Hanboliee MHTEPECHBIE CPEpPhl I U3YUCHHUs, TO MoJ00Has paboTta Oymer BechMa
MPOAYKTHBHOW C TOYKH 3peHusl (opmupoBanusi Oubmmorpadguu i MOCICIYIOMIET0 HAIUCAHUS
BBIITYCKHOW KBaTM(PHUKAIMOHHON pabOThI Ha BRIITYCKHOM Kypce.
CaMonoroToBKa K MPaKTUYECKUM 3aHATHIM

[Ipu moAroToBKe K MPaKTUYECKOMY 3aHATHIO HEOOXOAMMO MOMHUTH, YTO JAaHHAS AUCLUIUIMHA TECHO
CBsI3aHA C paHee N3y4aeMbIMH JIUCHUTUTMHAMU.
Ha mnpakTtuueckux 3aHATHSIX CTYACHT JOJDKEH I[I0Ka3aTh HAaBBIKM BIAJCHHUS HH(DOPMALMOHHBIMU
TEXHOJIOTUSIMU, YMETh paboTaTh C¢ HH(OpMalMel, MOoCIeA0BaTeNbHO H3JaraTb CBOM MbICIU. J[is
JOCTUKEHUS 3TOM 11€TTM HE0OXO0AUMO:

1) 03HAaKOMUTBCSI C COOTBETCTBYIOIIEH TEMOU MTPOrpaMMbl U3y4aeMOU JUCIUIINHBL,

2) OCMBICIIUTD KPYT U3y4aeMbIX BOIIPOCOB U JIOTHKY UX PacCMOTPEHUS;

3) W3YyYUTh PEKOMEHIOBAHHYIO Y4€OHO-METOJAMYECKHUM KOMIUIEKCOM JIUTEpaTypy IO ITaHHOU
TeMe;

4) TIATeNbHO U3YYUTh JICKIIMOHHBIA MaTepua;

5) 03HaKOMHTBCS C BOIPOCAMHU OYEPETHOTO MPAKTHUECKOTO 3aHATHS;

6) BBIIIOJHUTD MOJIY4YE€HHOE MPAKTUUECKOE 3aJaHHe.

CamocrosTenbHas paboTa CTyIeHTa IPU MOJrOTOBKE K 3a4eTy.

KonTpoias BeicTynaer ¢popmMoil 00paTHON CBSI3U U MpPEAyCMaTPUBAET OLIEHKY YCIEBAEMOCTH CTYIEHTOB U
pa3paboTKy Mep MO AajbHEHIIEMY OBBIIIEHUIO Ka4eCTBa MOATOTOBKU BBIITYCKHUKOB.
HrtoroBoii ¢opMoil KOHTpOJISI yCIIEBAEMOCTH CTYACHTOB MO Y4YE€OHOM AMCIUIUIMHE <« DJIEKTPOHHBIN
JIOKYMEHTOO0O0POT» SIBIISIETCS 3aueT.
beccriopHbIM  (pakTOpOM yCIIEHIHOTO 3aBEpLICHUs OYEPEAHOTO MOAYJs SBISETCS KpOMOTJIMBasi,
cucremaruyeckas paboTa CTy/leHTa B TEUEHHME BCEro Mepuojia M3ydeHHs IUCLUILIMHBI (cemecTpa). B
3TOM Cllydae MOJroTOBKa K 3ayeTy OyIeT SBIATHCS KOHIIEHTPUPOBAHHOW CHCTEMaTH3alUe Bcex
IIOJIyYE€HHBIX 3HaHUH 10 JaHHOU AMCLHUIIIMHE.
[IpenBapuTenbHOE N3y4YEHHE MEPEUHs] BOIMPOCOB K 3a4€Ty MO JAHHON TUCIHUIUIMHE MMO3BOJIMT CTY/ICHTY B
MPOIIECCe OCBOCHUS AUCITUIUTHHBI C(HOPMHUPOBATH OoJiee MPABIIIBHOE W 0000IIIEHHOE BUICHUE CYIIECTBA
TOTO WJIK HHOTO BOIIPOCA 32 CUET:

a) YTOYHSIIOLIUX BOIIPOCOB MPEMN0/1aBaTENIo;

0) caMOCTOSTEIbHOTO YTOUHEHHSI BOIPOCOB Ha CMEXXHBIX IUCIHUILINHAX;

B) YIyOJIEHHOT'O U3yYEHHSI BOIPOCOB TEMBI [0 YUE€OHBIM ITOCOOUSM.
Kpome Toro, Hanuuue nepedHs BONPOCOB B MEpHOa O0ydeHHs MO3BOJMT BHIOPATh U3 MPEAIOKEHHBIX
npernojiaBaTesieM Y4eOHHMKOB HambOoyiee ONTHUMAJIbHBINA ISl KaKJOro CTYAEHTa, C TOYKU 3PEHHUS €ro
WHIUBUAYAIBHOTO BOCIIPUATHS MaTepraia, YPOBHS CII0)KHOCTH U CTUIIMCTUKH U3JI0KECHHUS.

N3ydeHue cailToB Mo TeMaM JUCHUIUIMHEI B ceTu MHTEpHET



Pecypcbl IHTepHET SIBISIOTCSI OJHHM M3 AbTEPHATHBHBIX HCTOYHHKOB OBICTPOTO TOMCKa TpeOyemoit
uHopMarmu. X ucnosap30BaHre 00s3aTEIbHO IS TOTYYCHUST OCHOBHBIX U JOMOJHUTEIBHBIX CBEICHUM
10 U3y4aeMbIM MaTepHasIaM.
KoHTpoJIbHBIC BOIIPOCHI M 3aIaHKs IS TPOBEICHUS TEKYIIEro KOHTPOJISA U IPOMEKYTOYHOM aTTeCTalluu
10 UTOTaM OCBOCHUS JTUCIUIUIMHBI IPUBEICHBI B 1. 5.2.

Jlnst obGecrieyeHnsl caMOCTOSATEIbHOW PAabOThl O0YYAKONMIMXCS HMCIONIB3YETCS DIICKTPOHHBIN
Kypc «JIOKyMEHTaI[MOHHOE obecrieueHme yIPaBEHUS» o anpecy https://e-
learning.unn.ru/enrol/index.php?id=10276, co3manuslii B cucreMe 3eKTpoHHOro obyuenus HHI'Y -
https://e-learning.unn.ru/.

5. ®oHJ OIEHOYHBLIX CPEACTB /JIsi NMPOMEKYTOUHOH AaTTeCTAllMU MO JHCHHUILIHHE (MOIYJII0),
BKJIIOYAIOIIUN:

5.1.0nucanue mKaj OIeHUBAHUS Pe3yIbTaTOB O0YUYCHHUS 110 AUCIUTUINHE

YpoBenb chopMHUPOBAHHOCTH HIxana oueHuBaHUusA cPOPMUPOBAHHOCTH KOMIIETCHIIM A
KOMIIeTeHIMH (MHAUKaTOpa
JAOCTUKEHHUS] KOMIIETeHIUH) HEC 3a49TCHO 3a49TCHO
YpoBeHb 3HaHUN HUXKE YpoBeHb 3HaHWI B 00BEME,
3HaHug MUHHMAJBHBIX TpeOoBaHMid. Mmenn COOTBETCTBYIOLIEM NPOrpaMMe
MeCTO rpyOble OLIHOKH. MOArOTOBKH. [I0MyCTUMO HECKOJIBKO
HETPYOBIX OMIMOOK
Ipu pemieHun CTaHAAPTHBIX 3a/1a4 [IponemoHCTpUpPOBaHbI BCE
HE TIPOIEMOHCTPHPOBAHBI OCHOBHBIE OCHOBHBIE yMEHUs. PereHs! Bce
ymenus. menu mecto rpy6nie OCHOBHBIE 3371a4H (C HErpyOBIMHU
YmMenus
OIITHOKH. ommbOkamu). BEITOTHEHE! Bce
3aJlaHusl, B ITOJIHOM 00BbeMe (C
JIOITYLLIEHHEM HEKOTOPBIX
HEJI0YETOB).
IIpy BBINOTHEHUH TPAKTUYECKUX U TTpOJEMOHCTPHPOBAHEI 6a30BbIE
q J1a00PaTOPHBIX pabOT HE HaBBIKH
ABBIKH
MIPOJIEMOHCTPHUPOBAHBI Oa30BbHIE IIPH BBINIOJTHEHNHN NPAKTUYECKUX U
HaBBIKH. VIMenn mecTo rpyObie 11abopaTopHBIX PabOT
— (c momyImieHueM HEKOTOPBIX
HEJIOUETOB).
IIxaja oueHKH NPHU MPOMEKYTOYHON aTTeCTAlluU
YpoBeHb NOATOTOBKH
3a4yTeHo Bce xommereHnmm (4acTW KOMIIETEHIMIA), Ha (OPMUPOBAHHME KOTOPBHIX HAalpaBieHa
JUCLUIUINHA, COPMHUPOBAHBI HA IPUEMIIEMOM YPOBHE.
He 3aureno Xots ObI 0/IHAa KOMIIETEHITHS CHOPMHUPOBAHA HA HENPUEMIIEMOM YPOBHE.




5.2. TunoBble KOHTPOJIbHBbIE 3aJaHUS WJIM HHbIe MAaTepPHAJIbl, HEOOXOAUMBbIE JISI OLEHKH

pe3yJbTaTOB O0yUYeHHUSs.

5.2.1 KoHTpo/ibHBbIE BONIPOCHI

Bonpoch: Koa ¢popmupyemoi
KOMIIeTeHIIUH

OcHoOBoOITOJIArarOIINEe HOPMATUBHO-TIPABOBEIE aKThI B Cepe eTONPOU3BOICTBA YK-4

1 uHhOopMaTH3aIUY.

Knaccugukanus 10KyMEHTOB: UX BUIBI 1 OCOOCHHOCTH YK-4
Opranu3alOHHO-TIPaBOBbIE JOKYMEHTHI: BU/Ibl, HA3HAUEHUE YK-4
PacniopsiiuTenbHble TOKYMEHTBI: BU/bl, HA3HAUYEHUE. YK-4
WudopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHJIbI, HA3HAYCHHE YK-4
OcoOeHHocTH PabOTHI CO CITY)KEOHBIMH IMUCHMaMHU YK-4
Oo6mwue Tpedoanust [OCT P 7.0.97-2016 YK-4
PekBU3NTHI TOKYyMEHTOB: COCTaB, Ha3HAYCHUE, OhopMIICHHE. YK-4
biraHKM TOKYMEHTOB: HX POJIb U BUJBI YK-4
Bunbl 2nekTpoHHOM TOAIMCH YK-4
[TonsiTve MOKyMEHTOOOOPOTA, €TO OPTaHHU3aIUs, 00bEM YK-4
DTanbl JOKyMEHTO000poTa. YK-4
JIOKyMEHTOIIOTOKH OpraHu3aliy. YK-4
Perucrpanust JOKyMEHTOB: LI€H, IPOLIETYPhl, TPUHIIUIIBI YK-4
DNEeKTPOHHBIH JOKYMEHTOOOOPOT: OCHOBHBIE MOHATHUS U MPEUMYIIECTBA YK-4
[TpUHIUTBI 2IEKTPOHHOTO TOKYMEHTOO00pOTa YK-4
Hasznauenue u ocHoBHBIE cBolicTBa CO/I. VK-4
OcnoBublie pyHkrmu CO/I. YK-4
OcobeHHOCTH TpoIlecca COIVIACOBAHUS JOKYMEHTOB B JJIEKTPOHHOH U YK-4
TpaguIIMOHHON (hopme.

Xapakrepuctuka nporpaMmHoro npoaykra «1C: JIokyMeHToo00poT 8. YK-4

5.2.2. TunoBblie TeCTOBbIE 32IaHUS 1JI51 OLIEHKH ¢(POPMHUPOBAHHOCTH KOMIIETEHIIMHU



TecThl A OLeHKH KoMIIeTeHINHA «Y K-4»
1) 3aconosok k mexcmy, smo:
a) HanMMCHOBAHUEC BU A ILOKyMeHTa
0) wuHpOpMaNKS, IBJISIOMASACS MPEAMETOM COOCTBEHHOCTH U TOJIJICXKAIIas 3alUTe
B)  M3JI0’KEHHE OCHOBHOT'O CMBICIIA TEKCTA JOKYMEHTA
)  TEKCT, CoJIepKaINi HCXOAHYIO HH(POPMAIIHIO

2) Kaxoil u3z pexeusumos OOKYMEHmA pPAcnoiaeaiom Ha Juyesol uiu 0OOPOMHOU CMOPOHE
nocieoHe2o TUCma OOKYMeHmMa 8 1e60M HUNCHeM Yeiy?

a) OTMETKa 0 KOHTpOJIe

0) OTMETKa O 3aBEPEHUH KOIIUU

B) UJICHTU(DUKATOP IEKTPOHHOMN KOITUH JOKYMEHTa
r) OTMETKa 00 MCIOJHUTEIE

3) Kaxoii uz pexsuzumog exuiouaem 6 cebs noumosviil aopec, Homep menedona u opyeue
c8e0eHUs N0 YCMOMPEeHUio opeanuzayuu?

a) rpu¢ yTBEpKACHUS

0) HaMEHOBAaHHME OPTaHHU3aAIUN

B) CIIpaBOYHbIC JaHHBIE 00 OpraHU3aAIUN
r) OTMETKa 00 UCIIOJIHUTENE

4) Cmanoapmuwiti 1ucm Oymazu ¢ 60CHPOU3BEOCHHOU HA HeM ROCMOSHHOU unpopmayuei u
Mecmom, 0meedeHHbIM OJisl NEPEMEHHBIX PEKBUZUMO8, IMO:

a) MpUKa3

0) aHHOTAIUs

B) bopmysip

r) OJ1aHK JTOKyMEHTa

5) B kaxux cayuasx crnedyem Ha OoKymeHme OQopmisimev pexeuzum «Mecmo cocmaenenuss uiu
u30auusi OOKymeHma»?

a) €ciM aBTOPOM JOKYMEHTa siBisieTcs pumman Gupmsl

0) eciu B JaHHOM JOKYMEHTE MPUCYTCTBYET peKkBU3UT «CrpaBouHblE JaHHBIE 00
OpraHu3aII»

B) €CIM Ha3BaHUE TEPPUTOPUH, TJI€ HAXOAUTCs (upMa BXOOUT B ee oQuIUaIbHOE
HalMEHOBaHUE

T) eciH JOKYMEHT 0()OpMJICH Ha OJIaHKE THChMa

TecThbl 1 oueHKH komnereHauu « Y K-4»

1) He 0aem 803mOcHOCIU CUCMEMAMU3UPOBATb 3ANUCU POPMA PE2UCPAYUL OOKYMEHMO8
a) KapTO4Has
0) ’KypHaibHas
B) aBTOMAaTU3HMpPOBaHHAs
r) IEHTpaJIu30BaHHAS

2) OCHOBHBIMU YENSIMU UCCTIEO08AHUSL OOKYMEHMONOMOKO8 OP2AHUZAYUL SGTISTIOMCSL
a) ynyd4lleHue KauecTBa 00pabOTKH JOKYMEHTAIUH
0) CBOEBPEMEHHOCTh IIPEIOCTABIECHUS HHPOPMAITUN
B) YCKOpEHME JABMKEHHsI JOKYMEHTOB B OpraHU3aluu
r) TmoBbIIIeHHE 3PHEKTUBHOCTH YIIPABICHYECKOM IS TSIBHOCTH

3) Ha ochosanuu Kako2co OOKyMeHma Npou38o0Umcs YHUYMONCeHue OOKYMeHmayuu, OJs
KOMOPOU 3aKOHYUNCSA CPOK XPAHEHUs



a) Impukasa

0) pacmopsKeHUs
B) aKTa

I) yKa3aHus

4) Ompascaem cneyugpuueckue ocobennocmu pabomsi ¢ OOKyMeHmMayuel, Xxapakmepuvie Ois
KOHKPEmHOU 0p2aHu3ayuu
a) 'OCT P 7.0.97-2016
0) HWHCTPYKIIHS 11O ACIOMPOU3BOICTBY
B) HOMEHKIIATypa Jei
I) TOJIOKEHUE O CTPYKTYPHOM MOAPa3eICHIH

5) He ssnaemcs ¢pynkyueii cucmemvl 31eKMPOHHO20 OOKYMEHMOoobopoma
a) 0e30IacHOCTh
0) momaepiKKa CUCTEMbI KOHTPOJIS Ka4ecTBa
B) pallOHaJIbHOE CTPOCHUE
I) BEPCHOHHOCTH

% TpaBUIILHBIX OTBETOB Ouenka
Kpurepun ouneHnku recra oT 60 u BbILLIE 3a4TEHO
MmeHee 60 uiaM He nucan HE 3a4TCHO

5.2.3. TunoBble 3a7aHNns 1151 OlleHKU ChOPMHPOBAHHOCTH KOMIETEHIIH

IIpakTHyeckoe 3aganne ISl OLEHKH KoMmneTeHnn «YK-4»
OmnpenenuTh pPeKBU3UT (PEKBU3UTHI), HazBaTh ux (B coorBerctBuu ¢ ['OCT P 7.0.97-2016) u
HCIPAaBUTh OMIMOKU B €ro (ux) opopmieHun.

KpuTepun omieHKN NpoCThIX 3a1aHUi Orenka
CTyneHTHI BBITIONHSIOT BCE 3aaHUs (JIOITyCKasi He3HAUYNTEIIbHBIE SAUTEHO
MOTPENIHOCTH)
CryneHTHI He BBIIOJIHIIOT 3aJaHUN JI100 JOMYCKAIOT Oble
yA A Aony Py HE 3aYTEHO
OIIHNOKHU

KoMmuiekcHoe 3agaHue mo J1a06opaTopHoii padore 1Jis olleHKH KommneTeHunu «Y K-4»

[TpousBectn B cucreme 1C: I[lpennpusTie KOMIBIOTEPHYIO CUMYISIHUIO MO CIEIYIOLIeH
3ajlaye: eCTh KOMMEpYecKash OpraHu3alis C COOTBETCTBYIOIIMMHM CiykOamu (kynu mpopaif). Ha
CKJIaJ mpuBe3au ToBap. IlocTyruienue ToBapoB Ha ckiaja. ToBapHO-TpaHCIIOPTHAsI HAKJIaJHAas, CUeT
¢dakTypa Ha oruiary, cu4eT (QakTypa B KHUTY MOKYNOK (OT KiaaoBiuka Oyxrantepy). Co ckiana
JOKYMEHTHI TepefaioTcs B Oyxrantepuio. J{OMKHOCTH: KIaJOBIIMK Oyxrantep. BsimuchiBaeTcs
IaTéKHOe MOpyYeHHE (HMHAHCOBOMY IHUPEKTOPY, OH TEpENpaBisieT TeHepaTbHOMY, BO3BpalaeT
¢uHaHcoBOMy, UH. TIaBOYXYy, IMTaBOyX OyXrairepy MoJAroTOBUTH IUIATEKKY U OTHpPABIsAET B OaHK.
[lepenaua HakimagHOM OyxranTepy, BHECEHHE HMHPOpPMAIMM B PEruUCTp OyXrajlTepcKoro yyera
ToBapsl nosryueHHbIE.

6. YueOHO-MeTOAMYECKOE U HH(POPMALIMOHHOE 00ecnedeHue JUCIUILIMHBI

a) OCHOBHas JuTEparypa:

1.Konctutynuusa Poccuiickoit @enepanuu (IpuUHATa BCEHApOIHBIM rojocoBanueM 12.12.1993



2.®enepanbHbiii 3akoH oT 27 wmions 2006 r. Ne 149-®3 "O6 wundopmanum, WHHOPMAITMOHHBIX
TEXHOJIOTHIX U 0 3amuTe nHpopmarmu” (¢ U3M. U JIOI.)

3.®enepanbubiit 3akoH 0T 06.04.2011 N 63-D3 (pen. ot 28.06.2014) "OO6 snekTpoHHON moamucu" (c
W3M. Y JIOT1.)

4.Denepanpabiii 3ak0H 0T 22.10.2004 N 125-®3 "O6 apxuBHOM Jnene B Poccuiickoit ®@enepanuu” (¢
W3M. | JIOII.)

STOCT P MCO 15489 — 1 — 2007 «Cucrema cTaHaapToB 1o WHGOpMANHH, OHMOIUOTECYHOMY H
U3JIaTeNbCKOMY JIeny. YpaBieHue ToKkyMmeHnTaMu. Oo1iue TpeOoBaHus»

6.'OCT P 7.0.8-2013 «Cucrtema ctanaapToB 110 uHGOpMaIuu, OMOINOTCUHOMY B H3JaTEIIBCKOMY JIETTy.
Jlenompon3BOACTBO U apXUBHOE AeN0. TEPMHUHBI M ONIPEICTICHUS

7. TOCT P 53898-2013 CucreMbl 53J€KTPOHHOTO JOKyMEHTOOOOpoTa. B3aumopeiicTtBue cucreMm
yIpaBICHUS TOKyMEHTaMH. TeXHUYECKHE TPEOOBAHUS K SJICKTPOHHOMY COOOIIEHUIO

8. TOCT P 7.0.95-2015 Cucrema ctaHmapToB 1o HH(POpPMAIMH, OUOIMOTCUHOMY H H3IATEIHLCKOMY
neny. ONeKTpOHHbIE JOKyMeHThl. (OCHOBHBIE BHJbBI, BBIXOJHBIC CBEICHHUSA, TEXHOJIOTUYECKUE
XapaKTePUCTHKU

9. TOCT P 7.0.97-2016 Cucrtema crangapToB no uHpopManuu, OUOIUOTEUHOMY U H3ATEIBCKOMY
neny. OpraHu3aloHHO-pacopsAUTENbHAS JoKyMeHTanus. TpeGoBaHus K 0pOpMIEHUIO JOKYMEHTOB.
10. beikoBa T.A., Ky3ueunoBa T.B., Cankuna JI.B. JlokyMeHTallMOHHOE OOECIeUeHUE YIpPaBICHUS
([enompounsBocTBo). YueoHoe nocooue / HULL MHDPA-M, 2019. — 304c. ISBN:978-5-16-004805-5.
Pexxum noctyna: http://znanium.com/catalog/product/942800

11. bo6rsuteBa ML.II. YmpaBieH4eCKnui JOKYMEHTOOOOPOT: OT OyMa)KHOTO K JIGKTPOHHOMY. Borpockl

teopuu U npaktuku. M.: U3n-Bo « TEPMUKA», 2017. — 360 c. Dnexkrponnas Oubmuorteka Jlutmup:
https://www.litres.ru/m-p-bobyleva/upravlencheskiy-dokumentooborot-ot-bumazhnogo-k-
elektronnomu/?gclid=EAlalQobChMItpCXV5fF4QIViMqyCh20 g-eEAAYASAAEglepPD_BwEs

12 Tlomnasckas B.A., OnunokoBa T.H. OdopmieHne pekBU3UTOB OpraHu3alliOHHO-PACTIOPSIAUTETBHBIX
nokyMmeHToB (dacte [): YueOHo-meroamueckoe mocobume. H.Hosropoa: Uzm-so HHI'Y wum. H.M.
Jlo6aueBckoro, 2013. — 34 c. —snextponHoe uzganune HHI'Y

13.XBopenkoB C.I'  Cucrema »5nekTpoHHOTO JokyMeHTooOopora (CDJ) H©Ha mmardopme
1C:Ilpennpusitue 8.2 — Dnekrponnoe uznanune HHI'Y

0) IONOJIHUTENbHAS JIUTepaTypa:

1. TOCT P 54471-2011 Cucremsl 31€KTPOHHOTO JIOKyMEHTO0OOpOTa. YIpaBlieHHEe JOKYMEHTalueH.
Wudopmanus, coxpaHsemas: B 3JI€KTPOHHOM Buje. PexoMeHaanuu no o6ecrneueHnio T0CTOBEPHOCTH U
HaJEeKHOCTH

2T'OCT P UCO 13008-2015 Hudopmanus u moxymeHTanus. [Iporecchl KOHBEPCHH M MHTPAIUH
ANEKTPOHHBIX IOKYMEHTOB

3.AdanackeB A. Meroasl ympaBieHUS JAOKYMEHTOOOOPOTOM B opranusanuu // Marepuans
koH(pepermu "OducHbie HHPOPMAIMOHHBIE CUCTEMBI '96" [DnekTpoHHBIA pecypc. Pexxum mgoctyma
http://citforum.ru/ofis/ofis96/index.shtml

4. boikoBa T.A., Cankuna JI.B. JlokymMeHTallMOHHOE oOecrieyeHue YIpaBlieHHs] HEroCyaapCTBEHHBIX
opranuzaimii: Yue6Hoe nocooue. OOO "Hayuno-uznarensckuii nenrp MHO®PA-M", 2015. — 302 c.
ISBN: 978-5-16-010379-2. Pexxum mocryma: http://znanium.com/catalog/product/468884

B) HHTEPHET-PECYPCHI:
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http://znanium.com/catalog/product/942800
https://www.litres.ru/m-p-bobyleva/upravlencheskiy-dokumentooborot-ot-bumazhnogo-k-elektronnomu/?gclid=EAIaIQobChMItpCXv5fF4QIVjMqyCh20_g-eEAAYASAAEgIepPD_BwEя
https://www.litres.ru/m-p-bobyleva/upravlencheskiy-dokumentooborot-ot-bumazhnogo-k-elektronnomu/?gclid=EAIaIQobChMItpCXv5fF4QIVjMqyCh20_g-eEAAYASAAEgIepPD_BwEя
http://citforum.ru/ofis/ofis96/index.shtml
http://znanium.com/catalog/product/468884

1. 1C: TIPEAIIPUATUE 8 — cucrema mnporpamm, [3JI€KTPOHHBIM pecypc]: HHTEpHET-NOpPTAll.
https://buh.ru/news/automation/4948/

2.ECM-Journal.ru — mopTtanm 00 oOpraHu3aluu 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa W YIPAaBICHHUU
JICJIOTIPOM3BOICTBOM, [3JICKTPOHHBIH pecypc]: nuTepHeT-noprai. url: http://ecm-journal.ru
3.He3aBucuMelIii mopTai 0 CHCTEMax 3JIEKTPOHHOIO JOKyMeHTooOopoTa - http://www.doc-online.ru

7.MaTtepuajibHO-TEXHUYECKO€E o0ecnevyeHne TUCHUIIMHBI

[Tomemienus mpeaCcTaBIsAIOT cOOOM ydeOHble ayAMTOPUM JUIS MPOBENCHUS Y4YeOHBIX 3aHATHUH,
NPEIyCMOTPEHHBIX MPOTrPaMMOi, OCHAIIEHHBbIE OOOPYAOBAaHHMEM W TEXHHUYECKUMHU CpEICTBAMHU
oOyueHus: KOMIIBIOTEpHAsl TEXHUKA C MOJAKIIOUeHHEeM K ceTH «HTepHeT», 3KpaH, MPOEKTOp s
BBIBOJIa MYJIbTUMEANA MAaTEPUATIOB HA SKpaH, TMHAMUKU JJIsl BOCIIPOM3BEIEHUS 3BYKa, 10CKA.
[Tomemienust uisi CaMOCTOSITEILHOM pabOThl 00YYarOIMXCs OCHAILEHbl KOMIIBIOTEPHOM TEXHUKOM C
BO3MOXXHOCTBIO MOAKIIOUEHUs K ceTh "MHTepHer" M oOecmedeHbl JOCTYIIOM B 3JIEKTPOHHYIO
WH()OPMAIIMOHHO-00pPa30BaTEILHYIO CPEYy.
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https://buh.ru/news/automation/4948/
http://ecm-journal.ru/
http://www.doc-online.ru/

[Iporpamma coctaBieHa B cooTBeTcTBUU ¢ TpeboBanmsiMu OC BO mo HampaBiIeHHIO MOATOTOBKHU
09.03.03 «IIpuknagnas uapopmarukay, npoguis «IIpuknaanas nHPOPMATHKA B IKOHOMHUKE.
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K.9.H., JOLIEHT B.A. IlonnaBckas
K.3.H., JOIICHT I1.C. Canmun
Peniensenr:

K.3.H, CT. CICIIMAIUCT OT/IeJIa AIEKTPOHHBIX TIaATEeXKEN
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1.3.H., podeccop 1O.B. Tpudonos

[Iporpamma ono6peHa Ha 3aceJaHUU METOIUYECKOW KOMUCCHH MHCTUTYTa SKOHOMUKHU 1
npeanpuHIMaTeNnbeTBa OT «14» Hos0ps 2022 rona, npotokon Ne 6
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