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1. Mecrto rucuuniauebl B ctpykrype OIIOII

Hucuumumaa B1.B.JIB.04.01  «OnekTpoHHBIH JAOKYMEHTOOOOPOT» OTHOCHTCS K  4YacTw,
dbopmupyeMoli ydacTHHKamMu oOpa3oBarenbHbIX oTHomeHui, OIIOII mno nampasmenuio 09.03.03
[Mpuknagnas wHpoOpMaTuka, HampaBieHHOCTh (mpoduib): [lpuknaaHas uHGOpMAaTHKAa B yNpaBlICHUH
MIPOU3BOJICTBOM, SIBIISIETCS IMCUUIUIMHOMN IO BBIOODY.

Lenb n3y4eHus: AUCHUIUIMHBI — OCBOCHHUE OCHOB OPraHM3ally JIEKTPOHHOTO JOKYMEHTO000poTa U

(dhopMHpOBaHNE HABBIKOB pa0OTHI B 3JIEKTPOHHBIX CHCTEMaX YIPaBJICHUS JOKYMEHTOOOOPOTOM.
No MecTO M CHUITHHBI
Bapu B y4eOHOM niane CTaHAapTHBIA TEKCT /151 aBTOMATHY€CKOTI'0 32110 IHEHHS
anTa o0pa3oBaTeIbHOM B KOHCcTpYKTOpe PIL/]
NMPOrpaMMbI
1 bnox 1. Hucummnunsl | Jucounnuaa AI1.B.J[B.04.01 OnekmpoHnHblll

(Momymun) 00KyMeHmoobopom k o0s3aTenpHON vactu OOII
O0s3arenbpHas yacThb Hanpasienuss noarotoBku 09.03.03. Ipuknaanas uHGopMaTHKa.

2. Ilnanupyemble pe3yJbTaThl 00y4eHHs MO JAUCIHUIINHE, COOTHECEHHbIE ¢ MJIAHUPYEMbIMH
pe3yJbTaTaMH OCBOEHUSI 00pa30BaTeIbHOW MNporpamMmbl (KOMIETEHIUSIMH M HHANKATOPAMH
AOCTHKEHUSI KOMIIETeHIM )

IlnaHupyemble pe3yJbTaThl 00y4YeHHUsl MO AUCHHUIIMHE (MOYT10), B
(I)()pM]/[pyeM],Ie COOTBETCTBHH C UHIUKATOPOM AO0CTUKCHUHA KOMIICTCHIIUU HauMeHoBauue
KOMIIETCHIIMHA (KOZ[, HH}]HKaTOp JNOCTHUKEeHU S P OLICHOYHOTI0
COICpIKAaHNE KOMHCTCHHHH) KOMIIETEHIIUH (KOH, COJZIEpKaHUe €3yJIbTaThI Oﬁyqunﬂ no cpeacrsa
TUCHUTUIHHE
HMHIMKATOPA)
YK-4. CriocobHOCTh YK-4.1. 3namb OCHOBHBIE TPEOOBAHUS K TecTsl,
OCYIIECTBIIATH JCITOBYIO 3HaeT NPUHITUITBI TOCTPOCHHS MMUCBMEHHOMY 3THKETY, K MIPAKTHIECKOE
KOMMYHHUKAITHIO B yCTHOW M | yCTHOTO M TUCBMEHHOTO (hopMyTHPOBAHUIO TEKCTOB 3a/laHAe
MchMEHHOM popmax Ha BBICKa3bIBAaHUS HA Pa3IMYHBIX JOKYMEHTOB
TFOCYAapCTBEHHOM SI3bIKE TOCyTapCTBEHHOM H
Poccuiickoit ®enepaunu u WHOCTPAHHOM SI3bIKaX;
HMHOCTPaHHOM(BIX) sSI3bIKe(axX) | TpeOOBaHUS K JICIOBOM YCTHOW U
MUCbMEHHOW KOMMYHHKAITHH.
YK-4.2. Ymems cocTaBnaTh [IpakTryeckoe
YMeeT NpUMEHSTh Ha MPAKTUKE | OPraHU3aIMOHHO- 3a/laHAe
YCTHYIO Y IUCbMEHHYIO JICJIOBYIO | paCOPSIUTENbHBIE JOKYMEHTBI,
KOMMYHUKAIHIO. 3HATh 0COOCHHOCTH PaOOTHI C HUMHU
YK-4.3. Braoemw HaBBIKAMH JIETTOBOTO [IpakTryeckoe
BrageeT MeToauKOM cocTaBIeHUS | OOIICHNUS, TPUEMaMK COCTABICHHS | 3aJlaHHe
CYXJEHUS B MEKITUIHOCTHOM Pa3ITUYHBIX BUJOB CITY>KEOHBIX
JIEJIOBOM OOII[EHUH HA MICEM, YIUTHIBAsS TPEeOOBaHHS
TOCyTapCTBEHHOM H CYIIECTBYIOIIETr0 CTaHAapTa IO
WHOCTPAHHOM SI3bIKaX, C 0(pOPMIICHHIO PEKBU3UTOB
MIPUMEHEHHEM aJIeKBaTHBIX JIOKYMEHTOB
SI3BIKOBBIX (DOPM U CPEIICTB




3. CTpyKkTypa u coaep:KaHue JUCHUILINHBI

3.1 TpynoémMkocTh TUCHUNTHHBI

Ounas Gpopma o0ydeHus

OO61mas TpyI0EMKOCTb 33ET
Yacos 1o yueOHOMY TUTaHy 108
B TOM YHCIIe

ayTUTOPHBIC 3aHATHS (KOHTaKTHas padoTa): 49

- 3aHATHS JIEKUUOHHOTO TUIA 16

- 3aHATHS JTa0OPATOPHOTO THIIA 16

- 3aHATUS CEMUHAPCKOrO TUIIA 16

- KCP 1
caMoCTOsITeNIbHAast paboTa 59

IIpomexxyTouHas arrecTanus — 3a4€T

OuHo-3a04Hast popma 00ydeHUs

O6m1ast Tpy10€MKOCTh 3 3ET

Yacos 1o yueOHOMY TUTaHy 108

B TOM 4HUCIIE

ayJMTOpPHBIE 3aHATHS (KOHTaKTHas padoTa): 33

- 3aHATUSA JCKLIUOHHOIO TUIIA 12

- 3aHATHS JTa0OPATOPHOTO THUIIA 8

- 3aHATUS CEMUHAPCKOrO TUIIA 12

- KCP 1
75

camocTosATeNbHas paboTa

[IpomexyTouHas aTTecTauus — 3a4ET

3.2. Conep:xanue QUCHUNIHHBI

B ToM 4yucie
- Nnpu 04HOM popMe MOATOTOBKH
HauMeHoBaHNe U KPaTKoe COJep:KaHue é KonrakrHas pa6ora, 4acsl, °
pa3aesioB U TeM JMCUMIJIMHBI (MOYJIs1), ) M3 HUX 3aHATHSA = = &
¢opma npomexkyTOUHON aTTECTALMHU MO = = o L e S s g E
qL.'» =] ] © ® = o [ S S &
JUCHUITHHE (MOIYJII0) S EeE 558 23 8 5 e A8 g
A IR EzE S &= 2 Z° &
£ =k 20 = < % = [=2]
= g = R ©
Tewma 1. TlonsiTne nokymeHTa, ero GyHKIUN
AOKYMEHTA, €ro (pyHKL 20 2 2 2 6 14
U KJIaCCU(PHKAIIHS
Tema 2. Pa3HOBUIHOCTH JOKYMEHTOB U
JIHOCTH A0KY 20 3 2 3 8 12
TIPUEMBI UX COCTABJICHUS
Tema 3. OcHOBHBIE TpeOOBaHUS K
0(QOPMIICHUIO OPraHU3AIIMOHHO- 23 4 4 4 12 11
pacropsIUTENbHBIX JOKYMEHTOB
Tewma 4. Opranuszanus, NpeuMyLIiecTBa 1 21 3 4 3 10 1
(YHKIMH 3JIEKTPOHHOTO JIOKYMEHTO000pOoTa
Tema 5. Cucrema 31EKTPOHHOTO
nokymenToobopota (CO/1) Ha miatdopme 23 4 4 4 12 11
«1C: lIpenmpusituey
KCP 1 1
IIpoMexxyTouHas aTTecTanus — 3a4€T
UTOro 108 16 16 16 49 59




B Tom yucie
- MpH 0YHO0-3204HOI (hopMe MOATOTOBKH
HaumeHoOBaHHE U KPATKOE COdepPIKAHEE é KonrakTHas pa6ora, 4achl, °
pa3aesioB U TeM IMCUMILIUHBI (MOYJIs1), = M3 HUX 3aHATHSA = = &
¢opma npomexyTOUHOM aTTECTALIMHU 11O ° z = P . E g I~ E
AMCHMILIHHE (MOYJII0) P EecE =E2s 23 8 = S2g S
o g 3 = = e = S = = >3 = = 1<%
g = 2 =S 2B S &F A s
E 1 5= o
Tema 1. [ToHsITHE TOKYMEHTA, €T0 (PYHKIUK
20 2 1 2 5 15
U KJIacCU(PUKALUSI
Tema 2. Pa3HOBHIHOCTH JOKYMEHTOB U
JUOCTH A0KY 20 2 1 2 5 15
MIPUEMBI UX COCTaBIICHUS
Tewma 3. OcHOBHBIEC TpeOOBaHUS K
0(hOPMIIEHHIO OPraHNU3aIMOHHO- 23 3 2 3 8 15
pacmopsi ANTETHHBIX JOKYMEHTOB
Tema 4. Opranuzansi, MPeUMyIIECTBA U 71 5 2 2 6 15
(YHKIUH 3JIEKTPOHHOTO IOKYMEHTO000pOTa
Tema 5. Cucrema 31eKTPOHHOTO
nokymeHnToobopota (CO/1) Ha miatdopme 23 3 2 3 8 15
«1C: lIpennpusitue
KCP 1 1
ITpoMexxyTouHas aTTecTanus — 3a4€T
UTOro 108 12 8 12 33 75

Tekymmii KOHTPOJb YCHEBAEMOCTH pEATU3YeTCsl B paMKax 3aHATHA CEMUHAPCKOTO U
71a00paTOPHOTO THIIA.

[IpomexxyTouHasi arrectauusi MNPOXOAUT B (opMe 3auera, BKIIOYAIOUIETO BBIMOJIHEHHUE
MPAKTUYECKUX 3aJaHuIl HapsAdy ¢ TPAAUIIMOHHBIMHU OTBETAMH Ha BOIPOCHI MO MPOTrpaMMe JUCIUTUINHBI.

4. Y4eOHO-MeTOAMYECKOE 0OecliedeHrue CAMOCTOSITeIbHOM padoThl 00yYAOIIMXCH

CamocrosiTenbHas paboTa CTyJeHTOB HallpaBjIeHa Ha YIIyOJieHHe 3HAaHW 10 BCEM TeMaM pabodeit
IPOTPaMMBI.

Llens caMOCTOSTETBHOM PabOTHI — IMOJATOTOBKA COBPEMEHHOTO KOMIETEHTHOTO CIEHHANCTa U
(dbopmMHpoBaHKE CIIOCOOHOCTEH W HAaBBIKOB K HEMPEPHIBHOMY CaMOOOpa30BaHUIO U MPOPECCHOHATLHOMY
COBEPIIIEHCTBOBAHUIO.

CamocrodarenbHas paboTa sBiseTcs Haubosiee NeSATeNbHBIM M TBOPYECKHM IPOIIECCOM, KOTOPBIH
BBITIOJTHSIET PAJ] TUAAKTHUCCKUX (QYHKIHHA: COCOOCTBYET (POPMUPOBAHUIO AUAIEKTUYECKOTO MBIIILICHHS,
BbIpa0aThIBAET BBICOKYIO KYJIBTYPY YMCTBEHHOTO TpyJa, COBEPIIEHCTBYET CIIOCOOBI OpraHU3aliu
MI03HaBaTEIbHOM IEATeNbHOCTH, BOCITUTHIBAET OTBETCTBCHHOCTD, IeNICYCTPEMIICHHOCTD,
CHCTEMaTUYHOCTh M MOCIEA0BATEILHOCTh B pa0OTE CTY/IEHTOB, Pa3BUBAET y HUX OEpexKHOE OTHOLICHUE K
CBOEMY BPEMEHH, CHOCOOHOCTH JIOBOAMTH JI0 KOHIIA HAYaTOE JIEIO0.

N3ydeHue noHATHITHOTO anmaparta JUCUUTIITAHBI
Bes cuctema MHIMBHUAYaTbHOW CaMOCTOATENBHOM pabOThl OMKHA OBITh MOJYMHEHA YCBOCHMIO
MOHSATUWHOTO alapara, IOCKOJbKY OJHOW W3 BaXHEHIIMX 3a7a4 IMOJATOTOBKH COBPEMEHHOTO
FpaMOTHOFO ClicuuaJincra sABJIIECTCA OBJIAACHUC U FpaMOTHOG HpI/IMeHeHI/Ie HpO(i)eCCI/IOHaJIBHOI\/'I
TepMUHOIOTHH. JIydlieMy yCBOEHHIO ¥ TIOHUMAHHUIO TUCIUTIIMHBI TIOMOTYT Pa3JIMYHbIC SHIIMKJIONEINH,
CII0BapH, CIIPaBOYHUKHU U IPYTH€ MaTepHUaIbl, YKa3aHHbIE B CIIUCKE JINTEPATYPEL.

W3ydeHue TeM caMOCTOATENbHOM MOTOTOBKH M0 Y4€OHO-TEMAaTHUYECKOMY IIJIaHy
@®opMBI CaMOCTOATENBHOM paboTHI 10 TEMaM:
MEepPBOI 1 BTOPOM:



® OCBOEHHE MOHATUHHOTO anmnapara;

e yuacTHe B paboTe ceMUuHapa;

TPEThEU:

e aHanu3 PaKTUYECKOro MaTepuaa;

® KOHTPOJIb U CAMOKOHTPOJIb;

YETBEPTOM:

® BBINOJHEHHE KOMITJICKCHOTO 3a/IaHUsI B CUCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

Oco0oe MecTO OTBOJAUTCS CaMOCTOATEIbHOW MpPOpabOTKE CTyAEHTaMU OTACNbHBIX TEM IO
u3ydyaeMol aucuuIuinHe. Takoi MOIXoa BbIpadaThiBaeT y CTYJACHTOB HHHUIIMATHBY, CTPEMIICHHE K
YBEJIMUYEHUIO 00beMa 3HaHMM, BHIpAOOTKE YMEHUN U HABBIKOB BCECTOPOHHETO OBIAACHMS criocobaMu U
nprueMamu pohecCHOHAIBHON AEITEeTbHOCTH.

W3ydyenue BOMPOCOB OUEpeAHON TeMbl TpeOyeT TINTyOOKOro YCBOEHHS TEOPETUYECKHUX OCHOB,
PaCKpBITUSI CYITHOCTH OCHOBHBIX KaTE€rOpHid, MPOOJEMHBIX aCHEKTOB TEMbl M aHaIM3a (aKTHUYECKOTO
MaTepuana.



PaboTa Ham OCHOBHO# M JJOTIOJHUTEIBLHOM JIUTEPATYPOI

N3ydyeHne pekoMeHJIOBAHHOMN JHUTEpaTyphl CleAyeT HaUMHATh C YYeOHHKOB U y4eOHBIX MOCOOMIA,
3aTeM TMEepeXOAWTh K HOPMATUBHO-NPABOBBIM aKTaM, HAy4YHbIM MOHOTpagusM U Marepuaiam
nepuoanueckux uinanui. KoHcnekTupoBaHue — oJlHAa U3 OCHOBHBIX ()OPM CaMOCTOATEIHHOTO TPY[a,
TpeOyromas OT CTy/IeHTa aKTUBHO paboTaTh ¢ yueOHOH JIMTepaTypoi, a HE OrpaHUYMUBATHCS KOHCIIEKTOM
JIEKIIUMN.

CTyneHT OODKEeH yMEThb CaMOCTOSITEIbHO MOAOMpaTh HEOOXOAWMYIO Ui y4eOHOH M HaydyHOU
pabotsl nmutepatypy. [Ipu 3TOM ciemyeT oOpamarbesi K MpeAMETHBIM KaTajioraMm U oubauorpaduaeckum
CIpaBOYHHUKAM, KOTOPBIE UMEIOTCS B OMOIHOTEKaX.

Jig akkyMyJauud UHQOpPMAIMKM MO0 M3y4aeMbIM TeMaM peKoMeHAyeTcs (pOopMHUpOBaTh JTUYHBIN
apXMB, a TAK)Ke KaTaJlOT UCIOJIb3yEeMbIX UCTOUYHHUKOB. [Ipu 3TOM eciu yke Ha MepBBIX Kypcax 00ydeHus
CTYJICHT ompeenseT s ceOs Hanbosiee HHTEpECHbIe chephl I U3ydeHHs, TO Mogo0Hast pabora OyaeT
BEChbMa MPOJYKTUBHOM ¢ TOUYKHU 3peHus (GopMuUpoBaHUs OHOIHOrpaduu Ui MOCIETYIONIEro HAMCaHHS
BBIIYCKHON KBaJIM(UKALMOHHON pabOTHI Ha BBIITYCKHOM KypCe.

CaMonoaroToBKa K MpakKTUYECKUM 3aHATHSIM

[Ipy MOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO HEOOXOAMMO TOMHHTH, YTO JaHHAs JUCHUTUIMHA
TECHO CBsI3aHa C paHee W3y4YyaeMbIMU JUCLIUIIIIUHAMH.

Ha mpakThyeckuxX 3aHATHUAX CTYACHT JOJDKEH IMOKAa3aTh HABBIKM BIAJICHUS HHQPOPMAIMOHHBIMH
TEXHOJIOTUSIMU, YMETh paboTaTh ¢ HHGOpMaIueil, MocieAoBaTelbHO H3JaraTb CBOU MbICHH. Jliis
JOCTHXKEHHS 3TOH 1eTTH HEOOXOANMO:

1) 03HAKOMUTBCS C COOTBETCTBYIOIIECH TEMOM MPOrpaMMbl U3Y4aeMOU TUCITUTIIHHBL;

2) OCMBICIIUTH KPYT U3y4a€MbIX BOIIPOCOB U JIOTUKY UX PACCMOTPEHUS;

3) U3y4YHUTh PEKOMEHJJOBAHHYIO yU€OHO-METOJUUECKUM KOMILJIEKCOM JIUTEpaTypy IO JaHHON TeME;

4) TIIAaTEeIbHO U3YYUTh JIEKIIMOHHBIN MaTepuat;

5) 03HAaKOMUTHCSI C BOIIPOCAMU OUEPETHOTO MPAKTUYECKOTO 3aHATHS;

6) BBIIOJIHUTD [TOJIyYEHHOE ITPAKTUYECKOE 3a/1aHUE.

CaMocrosiTenpHas paboTa CTyIeHTa MPU MOATOTOBKE K 3a4ETy.

Kontponb BeicTynmaer ¢opMoi oOpaTHOW CBSI3M W TPEIyCMaTpPUBACT OICHKY YCIIEBAEMOCTH
CTYJEHTOB U pa3pabOTKy Mep IO JadbHEHIIeMy MOBHIIICHUIO Ka4eCTBa MOITOTOBKU BHITYCKHHKOB.

HroroBoii GpopmMoit KOHTPOJS yCIIEBAEMOCTH CTYACHTOB MO YYeOHOW MUCIUTUIMHE « IJIEKTPOHHBIN
JOKYMEHTOO0OpOT)» SBISETCS 3a4eT.

beccriopHbM (hakTOpOM YCHEIIHOTO 3aBEPIIECHUS OYEPEeIHOr0 MOAYJS SBISETCS KPOIMOTIMBas,
cucreMarnyeckass paboTa CTyJeHTa B TEYCHHE BCErO MEepuoja M3ydeHUs AUCIHILIMHBEI (cemecTpa). B
TOM cllydyae MOATOTOBKa K 3ayeTy OyAeT SIBISAThCS KOHUEHTPUPOBAHHOM cHcTeMaTH3alueil Bcex
MOJYYEHHBIX 3HAHHUM MO TaHHOU AUCUUILINHE.

[IpenBapuTenbHOe H3y4YeHHE MEPEeYHS BOIMPOCOB K 3a4eTy MO JaHHOW IHUCUUIUIMHE MO3BOJIUT
CTYJICHTY B IIPOIIECCE OCBOCHMSI TUCIUIUTMHBI C(HOPMHUPOBATH OOJIEe TPABHUIILHOE U 0000IIIEHHOE BUCHUE
CYIIIECTBA TOTO WJIM HHOTO BOIIPOCA 32 CUET:

a) YTOYHSIOUINX BOIPOCOB MPEINO1aBaTeNIo;
0) CaMOCTOSITEIILHOTO YTOYHEHUS BOITPOCOB HA CMEKHBIX TUCIUTUTHHAX;
B) yriyOJe€HHOTO U3YUYEHHUS BOITPOCOB TEMBI 10 YYEOHBIM TTOCOOHUSIM.

Kpome Toro, Hanwuume mepedHs BOIMPOCOB B Tepuoa OOydYeHHs TO3BOJIUT BBIOpATh U3
MpeIJIOKEHHBIX MpernoaaBaTeaeM yYeOHUKOB Harbosiee ONTUMANbHBIN 171 KaXA0ro CTYJIEHTa, C TOYKU
3peHUs €r0 UHIWBHUIYaTLHOTO BOCIIPUATHS MaTepralia, YPOBHS CIIOKHOCTH U CTHJIMCTUKH U3JI0KEHUS.

N3ydeHue caliToB 10 TeMaM JUCUUIUIMHBI B ceTH MHTEpHET
Pecypcet WHTepHET SBISAIOTCS OJHUM U3 adbTEPHATUBHBIX HCTOYHUKOB OBICTPOTO TIOHMCKA
Tpebyemoii uHpopManuu. HMxX wHcCHoNb30BaHHE O0S3aTeNBbHO JJII  TIOMY4YeHUS OCHOBHBIX U
JTOTIOJTHUTEIBHBIX CBEJICHUI IO U3y4aeMbIM MaTepHrajaMm.



KoHTposibHble BOMpOCH U 3aJaHusl JUIsl MPOBEIACHHS TEKYIIEro KOHTPOJS U IPOMEXKYTOUHOM

aTTECTAI[MHU 110 UTOTaM OCBOCHHMSI TUCIIUTUIMHBI TPUBECHBI B I1. 5.2.

5. ®oHa OLEHOYHBIX CPEACTB ISl MPOMEKYTOUHOH ATTECTAIMM MO AUCHUNINHE (MOTYJIIO),

BKJTIOYATOIINI

5.1. Onucanue MWKaJ OLEeHNBAHUS Pe3yJbTAaTOB 00y4eHH 110 JMCIHUILINHE

YpoBens chopmMupoBaHHOCTH IIkasa oueHuBaHusA CHOPMHUPOBAHHOCTH KOMIETEHIMIA
KOMIIeTeHI Ui (MHAUKATOpA
JIOCTHKEHUS KOMITETEHIHIA) HE 3a4TCHO 3a4TCHO
YpoBeHb 3HaHWN HI)KE MUHUMAITbHBIX YpoBeHb 3HaHUH B 00BEME,
3HaHus TpeboBanuii. Imenn mecto rpyObie COOTBETCTBYIOIIEM IIPOTPaMMe TIOATOTOBKH.
OIITNOKH. JloImycTHMO HECKOIBKO HETPYOBIX OIMIHOOK
[IporemMOHCTPUPOBAaHBI BCE OCHOBHBIE
ITpu pelieHnH CTAHAAPTHBIX 33/1a4 HE yMmeHus. Penensl Bce ocHOBHBIE 3aa4H (c
Ymenus MPOIEMOHCTPUPOBAHBI OCHOBHBIC HerpyObIMH onOKaMu). BrinosHeHb! Bee
ymenust. imenn Mecto rpyOble OIMMOKK. | 3aj1aHus, B TOJHOM 00beMe (C TomyeHHeM
HEKOTOPBIX HEJIOUETOB).
[Tpu pelieHnH CTAHAAPTHBIX 33/1a4 HE IIposeMOHCTPUPOBaHBI 6a30BbIE HABBIKK
Hasbixu MPOJIEMOHCTPUPOBAHBI 0a30BbIE HABBIKM. | TPH PELICHHH CTAHIAPTHBIX 3a/1a4
Wmenn mecto rpyObie OMMOKH. (c momymeHneM HEKOTOPBIX HEJJOUETOB).
IIkaja oueHKU NpU NPOMEKYTOUYHOM aTTeCTAlUN
YpoBeHb NOATOTOBKH
3auTeHo Bce xommeTeHIuH (4acTH KOMIICTEHIINH ), Ha (JOPMUPOBAaHHE KOTOPBIX HAIPaBJIeHa
JIUCITUTIINHA, CHOPMHUPOBAHBI HA IPUEMIIEMOM YPOBHE.
He 3auteno XoTst OBl 0JJHa KOMIETEHITUS chOPMHUPOBAaHA Ha HE MPUEMIIEMOM yYPOBHE.

5.2. TunoBble KOHTPOJIbHbIEC 3aJaHUSl WJIM MHbIE MAaTepPHAJIbl, HEOOXOAMMbIEe /ISl OLEHKH

pe3yJabTaTOB 00y4eHHU.

5.2.1. KoHTpoJIbHBIE BONPOCHI

Bonpoch: Kona ¢popmupyemoii
KOMIIeTeHIINH

1. OcHoBomoaramie HOpMaTUBHO-TIPABOBBIE AKTHI B c)epe NeONpPOr3BOICTBA U VK4
MH(OpPMaTH3ALNH.

2. Knaccudukanys JOKYMEHTOB: MX BUJIBI U OCOOEHHOCTH YK-4

3. OpraHu3alMOHHO-TIPABOBBIE JOKYMEHTHI: BHJIbI, HA3HAYCHHUE VK-4

4. PacnopsauTENbHBIE JOKYMEHTEL: BUABI, HA3HAYECHHE. VK-4

5. WH)opManMOHHO-CIPaBOYHBIE JOKYMEHTHI: BUIIBI, HA3HAUCHHE YK-4

6. OcobeHHOCTH PabOThI CO CITyKEOHBIMH TUCHMAMK YK-4

7. O6uwue tpedosanus TOCT P 7.0.97-2016 YK-4

8. PeKBU3UTHI IOKYMEHTOB: COCTAB, HA3HAYCHHE, OPOPMIICHHUE. YK-4

9. BrnaHKu JOKYMEHTOB: UX POJIb U BHIBI YK-4
10.Bu/1p1 311eKTPOHHOH ITOIHCH VK-4
11.TTousiTre 1OKyMEHTOO6OPOTA, EM0 OPraHU3aLHMs, 00BEM VK-4
12.37amns! JoKyMeHTOOOOPOTA. VK-4
13./T0KyMEHTOIIOTOKH OpraHU3aLHH. VK-4
14.Perucrpanus J0KyMEHTOB: L[€JIH, IPOLEYPbI, IPUHIHIIBI YK-4
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15.3neKkTpoHHBIi JOKYMEHTOOO0POT: OCHOBHBIE IIOHSTHS U IIPEUMYLIECTBA YK-4
16.ITprHIHIIBI 3IEKTPOHHOTO JIOKYMEHT0000pOTa YK-4
17.Hasnauenue u ocHoBHEIE cBolcTBa COI. YK-4
18.0cHoBuble hynkuun COJI. VK-4
19.0co6ennocTn nponecca CoraacoBaHus JOKyMEHTOB B JIIEKTPOHHOM M TPaJIuIUOHHON (QOpMe. YK-4
20.XapakrepucTuka nporpaMMuoro npoaykra «1C: JIokyMeHToo60poT 8». YK-4

5.2.2. TumnosBble TECTOBbIE 3aJaHUA 1JISl OLEHKU ¢OPMHUPOBAHHOCTH KOMIIETEHIMH

TecThbl AJ14 OLIeHKH KoMmeTeHINN «Y K-4»
1) 3azonosox xk mexcmy, smo:
a) HaMMEHOBAaHHE BUA JOKyMEHTa

0) nHpopMaIs, ABISIOMASICS MPEIMETOM COOCTBEHHOCTH U TOJICKAIAS 3aIATE

B) HM3JI0KEHHE OCHOBHOTO CMBICTIA TEKCTA JOKYMEHTa
T') TEKCT, COACPKaITUi UCXOTHYIO HH(OPMAIIHIO

2) Kaxou u3 pexeu3umos OOKyMeHmMA pacnoiazarom HA Juyesou uiu 0O00pOMmHOU CMOpPOHE

nocieoHe20 IUCma 0OKYMEeHMA 6 1e60M HUNCHEM Yaiy?
a) OTMETKa O KOHTPOJIE
0) oTMeTKa O 3aBEPEHUU KOTIHH
B) HJICHTU(UKATOP AIEKTPOHHON KOTUU TOKYMEHTA
I') OTMETKa 00 UCIIOJIHUTETIE

3) Kaxoii uz pexsusumos exnouaem 6 cebs noumoawlii aopec, Homep menepona u opyeue ceedeHus

1O YCMOMPEHUIO OpeanHu3ayuu?
a) TpUQ yTBEPKICHUS
0) HaMMEHOBaHHNE OPTraHU3AINH
B) CIIPaBOYHBIC TAHHBIC 00 OPraHU3AINH
I') OTMETKa 00 HUCIIOJIHUTEIE

4) Cmanoapmuoiii ucm Oymazu ¢ 60CHPOU3BEOCHHOU HA HeM HNOCMOAHHOU uHpopmayuell u

MeCmom, 0meedeHHbIM OJisl NePEMEHHBIX PEKGUIUMO8, FMO:
a) TpHUKa3
0) aHHOTAITUS
B) (bopmysisip
r) OJIaHK TOKyMEHTa

5) B kakux cnyuasax cnedyem Ha OOKymMeHme ogopmasms peksusum «Mecmo cocmagénenus unu

u30auusi OOKymeHmay?
a) €CIIM aBTOPOM JIOKyMEHTa SBJsieTCs huitnain GupMbl

0) ecni B JTaHHOM JIOKYMEHTE MPUCYTCTBYET PeKBU3UT «CIIpaBOYHbIC JaHHBIE 00 OpraHU3aIHI»
B) €CIIM Ha3BaHHME TEPPUTOPHH, TAE HAXOANUTCS (PUpMa BXOIUT B €€ OHUIIMATbHOE HANMEHOBAHUE
I') €CITU IOKyMEHT o(opMIIeH Ha OJIaHKEe MHChMa

6) He 0aem 603m001cHOCMU CUCMEMAMU3UPOBAMb 3ANUCU POPMA pe2ucmpayuu O0KYMeHmMOo8
a) KapTo4Has



0) >KypHaJbHas
B) aBTOMaTHU3UPOBAHHAS
I') LIEHTpaJIU30BaHHAS

7) OcHosHbIMU YensaMU UCCTe008AHUSL OOKYMEHMONOMOKO8 OP2AHUAYUL AGTISIOMCSL
a) yJydileHHe KayecTBa 00pabOTKH JOKYMEHTAIUH

0) CBOEBPEMEHHOCTD IIPEIOCTABICHUS HHGOPMAITIH

B) YCKOpEHHUE IBMKCHUS IOKYMEHTOB B OpraHU3aIiH

') ToBbIIeHHE Y(HPEKTUBHOCTH YIIPABICHUESCKOU ACSITEILHOCTH

8) Ha ocnosanuu kako2o 00KyMeHmMa npou3eo0Umcs YHUUmMoNceHue 00KyMeHmayuu, 0is Komopou
3AKOHYUILCS CPOK XPAHEHUS

a) TpuKasa

0) pacropsKeHHS

B) aKTa

I') yKa3aHHS

9) Ompaosicaem cneyuguueckue ocobenHocmu pabomsl ¢ OOKyMenmayuel, xapaxkmepmvie 0s
KOHKPEmHOU 0p2aHu3ayuu

a) T'OCT P 7.0.97-2016

0) UHCTPYKIIHUS TIO IETONPOU3BOJICTBY

B) HOMEHKJIATypa e

') MOJIOXKEHHE O CTPYKTYPHOM MOApa3AeIeHUN

10) He ssnsemcs ¢hynkyueti cucmemul 31eKmMpOHHO20 OOKYMEHmMoobopoma
a) 6e30macHOCTh

0) moIep KKa CUCTEMBI KOHTPOJISI KAa4eCTBa

B) pallMOHAIIBHOE CTPOCHHE

') BEpCHOHHOCTD

% TpaBUIIBHBIX OTBETOB Orenka
Kpurepun onenku tecra ot 60 u BblIE 3a4TEHO
MeHee 60 win He nucan HE 3a4TEHO

5.2.3. Tunosble 3a1aHUS 1JI OLEHKH C(POPMUPOBAHHOCTH KOMIIETeH NI
IIpakTuyeckue 3aJaHus 1Sl OEHKH KoMneTeHun «YK-4»

1. Ananu3 pakTHYeCKOro MaTepraia: HalJauTe OIMMOKN B COCTaBICHUU U OPOPMIICHUHN PEATbHBIX
JTOKYMEHTOB (ITUChbMa, TIPUKA3bI, PACTIOPSIKECHHUS, TOKJIAHBIE 3aIUCKU U JIp.)

Kpurepun oueHku npocThIX 3adaHui OreHka
CrynenTsl Haxoaat 6onee 70% omuboK, TOMyIIEHHBIX TIPU 0(OPMIICHHH PeabHBIX
JOKyMEHTOB
CrynenTsl Haxoaat MeHee 70% ommuboK, JOMYIIIEHHBIX TPH 0()OPMIICHHH PeaTbHBIX
JIOKyMEHTOB

3a4TCHO

HC 3a4TCHO
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2. CocraButh ciyxeb6Hoe mucbMo u3 HHI'Y Ha nmpennmpusitue o HampaBieHHWH CTYICHTOB Ha
npou3BocTBeHHYI0 npakTuKy o OCT P 7.0.97-2016 na yrnoBom 6manke HHI'Y u oTBeTHOE mucemo
OT MPEANPUATHS O HA3HAYEHUU PYKOBOAMUTENS MPAKTUKH OT MPEAIPUATHUS.

Kpurepun oueHkH NpoCThIX 3aJaHui OreHka
CTyIeHTHI BBIOJIHWII 3aIaHKE 0e3 OMHO0K, JTN00 ¢ HEOOIBITUMH HEJIOYeTAMU 3a4YTCHO
CTyAeHTHI JOMYCTHII MHOTO OITUOOK TIpH 0(pOPMIIEHUU TOKYMEHTOB HE 3a4TEHO

JlabGoparopHas padora 1

[Ipoussectu B cucteme 1C: Ilpennpustie KOMOBIOTEPHYIO CHUMYJISIIMIO TIO CIEAYIOUIEH 3ajaye:
€CTb KOMMEpYeCcKasi OpraHu3alus ¢ COOTBETCTBYIOIIMMU ciayk0amu (Kynu npojaif). Ha cknan npusesnu
toBap. IlocTyrienue ToBapoB Ha ckiaj. ToBapHO-TpaHCHIOPTHAs HakjajaHas, cyeT (pakTypa Ha omJary,
cueT ¢akTypa B KHUTY MOKYIOK (OT KiamoBiuka Oyxranrepy). Co ckiaia HOKYMEHTHI MEpeaaroTCs B
Oyxranteputo. JIOJDKHOCTH:  KJIAaJOBIIMK Oyxranrep. BeinuceiBaeTcs MiaTéxHoe IOpydeHUE
(uHAHCOBOMY JUPEKTOPY, OH MEPENpaBiseT reHepalbHOMY, BO3BpauaeT puHaHcoBomy, GUH. rIaBOyXy,
rnaBOyx Oyxraiarepy MOJArOTOBUTH IUIATEXKY W oTmpasiser B Oank. [lepemaua HakmaaHo#l Oyxrantepy,
BHECEHHE MH(POPMALIUU B PETUCTP OyXraaTepcKoro yuera ToBapsl IOIyUECHHBIE.

JlaGoparopHnas pabora 2
O3HaKOMUTHCSA ¢ IeMO Bepcuel porpammbl 1C:JIOKYMEHTO000pOT 8

Crynenty HeoOxoauMo poiTH 1o cchuike http://doctflow.demo.1c.ru/doctlow/ru_RU/
BriOpaTh coTpyaHHKa U3 MPEIIOKEHHOTO CITUCKA (IS KOMMEPYECKON OpraHN3aIiin )

O3HaKOMUTBCS C OCHOBHBIMHU (DYHKIIMSIMUA CUCTEMBI Ha TIpuMepe yueOHo# 0a3bl ToKyMeHTOB JleMo-
Bepcun. [loaroroBuTh oOTueT O paboTe C TPWIOKEHHEM pACleyaToK dJKPaHHBIX  GopM
1C: JoxymMeHTO000pOT &8

6. YueOHO-MeTOqMYecKoe M HHGOPMALIMOHHOE o0ecevyeHne JUCIUIIINHBI

@) OCHOBHAS TUMepPamypa.:

1. DIEKTPOHHBIN TOKYMEHTOOOOpOT M obOecredeHre Oe30MacHOCTH CTaHJAPTHBIMHU CpPEACTBAMHU
windows : yuebHOe mocooue / JI.M. EBgokumona, B.B. Kops6kun, A.H. ITsuekun, O.I'. 11IBeukoBa. —
M.: KYPC, 2019. - 296 c. — Pexxum nocryna: http://znanium.com/catalog/product/1001864

0) OononrHumenvbHas IUmepamypa:

1.beixoBa T.A., Ky3nemnosa T.B., Cankuna JI.B. JlokyMeHTanimOHHOE OOECTICUCHHE YTPABIICHUS
(HdemonpounsBoacto). Yueonoe nmocodbue / HUL[ UHDOPA-M, 2018. — 304c. ISBN:978-5-16-004805-5.
Pexxum noctyna: http://znanium.com/catalog/product/942800

8) [lpoecpammmuoe obecneuenue TuyeH3UuOHHOE U C8OOOOHO PACNPOCMPAHIEMOe
— OmnepanonHas cuctema Microsoft Windows

— Ilaker mpuknagaeix mporpamm Microsoft Office

— IIpaBoBas cucrema « KOHCYJIBTaHT TUTFOCH

— 1 C:Ilpennpusitue 8

— Bpayzep Google Chrome
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http://v8.1c.ru/doc8/index.htm
http://docflow.demo.1c.ru/docflow/ru_RU/
http://v8.1c.ru/doc8/index.htm
http://znanium.com/catalog/product/1001864
http://znanium.com/catalog/product/942800

2) Unmepnem-pecypcol
— Caiir o cucteme nporpamm 1C npeanpustue 8: https://v8.1c.ru/overview/,

— Jlemo-Bepcuu npopammel 1C JlokymeHT0000pOT: http://v8.1c.ru/doc8/demo/index.htm
— Tlopran MHpopManimoHHO-TEXHOJIOTHYECKOE CONTPOBOXKAeHNE nofib3oBaTene 1C:[Ipeanpusitue.
https://its.1c.ru/

— Hayunas snextponnas 6ubauoTeka: https://elibrary.ru/project risc.asp

— HamuonanpHas ruiargopma oTKpeITOro odpazoBanus: https://openedu.ru/

— ApXUB BeIyUIMX 3alaIHBIX HAYYHBIX )KYPHAJIOB Ha poccuiickoil marpopme HOUMKOH:
http://archive.neicon.ru/xmlui/

—  Komnekmus xxypnanos Economics, Econometrics and Finance:
https://www.sciencedirect.com/#open-access [/lara ooparmenns 08.11.2019]

— ECM-Journal.ru — mopran 06 opraHuzanuy 3JIEKTPOHHOTO JTOKYMEHTOOOOpOTa W YIpPaBICHUU
JIEIIOTIPOU3BOICTBOM, [3JIEKTPOHHBIN pecypc]: nHTepHeT-opTait. url: http://ecm-journal.ru

— HesaBucumblii mopTas 0 CUCTEMax EKTPOHHOTO TOKyMeHTooOopoTa: http://www.doc-online.ru

— AdanaceeB A. Meroasl ympaBieHHs AOKYMEHTOOOOpPOTOM B opranu3anuu // Marepuaisl
koH(pepennun «OducHbie MHPOPMAIIMOHHBIE CUCTEMBI «96» [DneKTpoHHBIN pecypc. Pexxum mocrtyma:
http://citforum.ru/ofis/ofis96/index.shtml

— DBC «Opaiit». Pexxum noctyma: http://biblio-online.ru

— DOBC «KoHcynbranT cryaentay. Pexxum nocryna: http:// www.studentlibrary.ru

— OBC «Jlawp». Pexxum noctymna: http://e.lanbook.com/

— DBC «Znanium.comy. Pexxum noctyna: www.znanium.com

0) npogheccuonanvrvie 6a3bl OAHHBIX U UHDOPMAYUOHHBLE CHPABOUHDBLE CUCEMbL

— ba3a nanHbIX pereH3upyeMoii mutepatypsl Scopus: https://www.scopus.com [26.10.19]
— baza nanubsix Web of Science: https://apps.webofknowledge.com [26.10.19]

— 'APAHT. UudopmanmonHo-1ipaBoBoii-nopTan: http://www.garant.ru/

— IIpaBoBas cucrema « KOHCYIBTaHT ILTHOCH

7. MaTepuaJibHO-TeXHHYECKOe oOecredeHue TUCIMIIUHbI

[Tomemmenust mpencTaBisioT co00i yueOHbIE ayTUTOPUHM Il MPOBEACHUS YUYeOHBIX 3aHSATHM,
OCHAIIICHHBIE O00OpYJOBaHHUEM M TEXHMYECKHUMHU CPEACTBAMU OOYUYCHHs: MPOCKTOP, KOMIIBIOTEPHI,
y4yeOHast MeOenb (CTOJIbI, CTYJIIbs).

[TomereHus 1151 CaMOCTOSATENHHON pabOThI 00YUYAIONIUXCS OCHAIICHBI KOMITBIOTEPHON TEXHUKOU C
BO3MOXXHOCTBIO TOAKIIOUEHUs K ceTu «MHTepHeT» U 00eCnedeHbl JOCTYNOM B 3JICKTPOHHYIO

nH(pOpPMaITMOHHO-00Pa30BaTENHHYIO CPEy By3a.
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http://v8.1c.ru/doc8/demo/index.htm
https://its.1c.ru/
https://elibrary.ru/project_risc.asp
https://openedu.ru/
http://archive.neicon.ru/xmlui/
https://www.sciencedirect.com/#open-access
http://ecm-journal.ru/
http://www.doc-online.ru/
http://citforum.ru/ofis/ofis96/index.shtml
http://biblio-online.ru/
http://www.studentlibrary.ru/
http://e.lanbook.com/
http://www.znanium.com/
http://www.scopus.com/
http://www.garant.ru/

[Iporpamma cocraBiieHa B cOOTBeTCTBUU ¢ TpeboBanusmu OC HHI'Y
no Hanpasieruto 09.03.03 Tlpuxknannas nHpOpMaTHKA

ABTOD:
k.».H. [1.C. lllanabaeB

[Iporpamma omo06peHa Ha 3aceJaHUU METOIMYECKO Komuccuu banaxauackoro ¢punuana HHI'Y
25.05.2023 mpotokon Ne 9
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