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1. MecTto aucuumiannsl B ctpykrype OIIOIT
Hucnunmuna b1.B.JIB.05.01 «3nextpoHHBIi 1o0KyMeHTO000pOoT» oTHOCcHUTCS K yacTu OOII HanpaBienus
noarotoBku 09.03.03 Ilpuxiagnas wHpopMmaTuka, (OPMHPYEMOH ydaCTHHKaMHU OOpa30BaTEIbHBIX

OTHOIIIEHUH.

2. Ilmanupyemble pe3yiabTaTbl O0y4YeHHS MO JAUCUHHUILIMHE, COOTHECEHHBbIE € IUIAHUPYEMBIMH
pe3yJbTaTaMU OCBOEHHUSI 00pPa30BaTeJIbHOW MNPOrpaMmbl (KOMIIETEHUUSIMH W HMHANKATOPAMH
MOCTHIKEHUsI KOMIIeTeHI[Ui)

DopmupyemMble
KOMIEeTeHIUH (KO,
coJiepKaHue
KOMITCTCHIIAH)

I[lnanupyemble pe3yJbTaThl 00y4eHHs 0 JUCHUILJIMHE
(MonyJi10), B COOTBETCTBUM C HHAMKATOPOM JOCTHKEHUS

KOMIICTCHI MU

Nuauxarop
JOCTHKEHUS
KOMMeEeTEeHIINU™
(kon, copepikaHue
WHAUKATOPA)

PesynbTathl 00yyeHus
O JUCIHUILINHE* *

HaumenoBanue
OLIEHOYHOI'0
cpeiacrsBa

YK-4. Cnoco6HOCTB
OCYILECTBIIATh JEJIOBYIO
KOMMYHHKALIUIO B
YCTHOM U MUCbMEHHOU
¢dopmax Ha
rOCYJapCTBEHHOM SI3BbIKE
Poccuiickoii ®enepanuu
Y UTHOCTPaHHOM(BIX)
A3bIKe(ax)

YK-4.1. lemoncTpupyer
3HAHUE JIMTEPATYPHOU
(hopMbI
TOCYIapCTBEHHOTO SI3bIKa
PO, hyHKUMOHANBHBIX
CTWJIEH pOAHOTrO S3bIKA,
OCHOB YCTHOU U
MACbMEHHOM
KOMMYHUKAaIIUU Ha
MHOCTPAHHOM SI3BIKE,
TpeOOBaHUIA K JIEITOBOMA
KOMMYHHUKAIIHH.

VYK-4.2. lemoHCTpHpYET
YMEHHE BBIPaXKaTh CBOU
MBICITH Ha
rOCyIapCTBEHHOM,
POJTHOM M UHOCTPAHHOM
SI3BIKAX B CHTYaI[UH
JIeTIOBOH KOMMYHUKAIIWH.

YK-4.3. [lemoHCTpHpYET

3namwb ocHOBHBIE TPEOOBaHUS K
MICEMEHHOMY 3THKETY, K
(hOopMyITUPOBAHUIO TEKCTOB
Pa3IUYHBIX JOKYMEHTOB

Ymems cocTaBnsTh
OpraHU3aIMOHHO-
PactiopAaUTCIIbHLIC JOKYMCHTHI,
3HATh OCOOCHHOCTH PabOTHI C HUMH

Brnaoemwv HaBBIKAMU 1€JI0BOTO

Tectsl, yCcTHBIE
OTBETHI Ha
BOIIPOCHI

TecTol

TecTrl, ananms

HaJINYUC MMPAKTUICCKOT'O
O6H_I€HI/I$I, npueMamu COCTaBJICHUA (l)aKTI/ILICCKOFO
OIlbITa YCTHOI'O U
Ppa3INYHBIX BUAOB CJ'Iy>KC6HBIX Martcpualia
IIMCBbMEHHOI'O U3JI0OKCHUA
N MTUCEM, YUUTHIBAS TPEOOBAHUSA
CBOHX MBbBICJICH Ha
CYIIECTBYIOMIETO CTaHaapTa IO
roCyJapCTBEHHOM U
0(OPMIICHUIO PEKBU3UTOB
pO)IHf)M A3BIKaX Npu JOKYMEHTOB
JIEJIOBOM KOMMYHUKAIINH,
a TaKXKe OIIbITa CPEBOAa
TCKCTOB U 06H_IGHI/I$I Ha
HMHOCTPAHHOM S3BIKEC.
3. CTpyKTypa u coaep:kaHue TUCHUINTUHBI
3.1 TpynoeMKOCTh TUCHHILIMHBI
ouHasi popMa | OYHO-320YHASI | 320YHAS




o0y4eHus ¢popma ¢popma
o0y4eHust o0y4eHust

OO0mas Tpy10eMKOCTh 23ET 23ET
Yacos 1o yyeOHOMY IIaHY 72 72
B TOM 4YHcJe
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
IIpoMeskyTouHasi aTTECTALUSA — 3a4eT

3.2. ConepxaHue QUCHUIIUHBI

B TOM YHCJIC

KonrakTHast padora (padora Bo B3aMMOJeiiCTBUH C
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Tema 1. Ilonsarue | 8 1 2 1 2 116 10
JIOKYMEHTA, €ro (YHKIIHH
W KJIacCH(pUKAIHs
Tema 2. PasHoBumHocth | 23 21 5 1 6 1 1 |12 20
JOKYMEHTOB W IIPHUEMBI
HX COCTaBJICHUS
Tema 3. OcHoBHBIE | 29 28 6 1 8 1 1 14 3 |15 25
TpeOoBaHMA K
0(hOPMIICHUIO
OpraHU3aMOHHO-
PacIOpSIUTENLHBIX
JIOKYMEHTOB
Tema 4. Opradmsanus, | 18 | 2 L 2 1 4 8 2 |10 15
NPEUMYIIECTBA u
(GYHKIMHM  DJIEKTPOHHOTO
JIOKYMEHTO000POTA
Tema 5. Cucrema | 20 26 1 12 1 13 1 |16 25




IJIEKTPOHHOTO
JIOKyMEHT0000pOoTa
(CoA) =wHa mmatdopme
«1C: Tlpenmpustuey

B 1.4. Tekyumii konTposus | 1 1 1 1
[pomesxyTouHas 4

aTTeCcTaIus - 3a4eT

HUroro 72 72 | 16 4 | 16 2 | 16 2 | 49 9 |23 59

Texymui KOHTPOJIb YCIIEBAEMOCTH PEAIN3YETCA B paMKaxX 3aHATUNA CEMHHAPCKOIO THIIA.

HpOMe}K}ITOLIHaH arrécranusa NpoxoJuT B (bopMe 3a4€Ta, BKIIIOYAIOIIECT0 BEIMOJIHEHUEC ITPAKTUYCCKUX
Ba,I[aHPIP'I HapAay € TPAAUIMUOHHBIMU OTBETAMHU HA BOIIPOCHI IO IporpaMmMe JUCHUITINHEL.

4. Y4yeOHO-MeTOAMYECKOE  oOOecleyeHHEe  CAMOCTOSITEbLHOW  padoThl o0yuyarmuxcst
CamocrosiTenbHass paboTa CTyJEHTOB HallpaBlieHa Ha YIiIyOJIeHHE 3HAaHUW 1O BCEM TeMaM paboueit
IPOTPaMMBI.

Lenb camocrosTenbHON padOTHl - MOATOTOBKA COBPEMEHHOI'O KOMIIETEHTHOTO CHELMAIUCTa U
(dbopMUpOBaHHE CIOCOOHOCTEH W HABBIKOB K HEMPEPHIBHOMY CamM000pa30BaHUIO U MPO(HEeCcCHOHATLHOMY
COBEpIICHCTBOBAHUIO.

CamocrosTenbHas paboTa sBseTcsl Hauboee AesITeNbHBIM U TBOPUECKUM MPOLIECCOM, KOTOPBIi
BBITIOJHSET PAN AUIAKTUYECKUX (PYHKIIHIA: CIOCOOCTBYET (DOPMHUPOBAHUIO AUATIEKTUYECKOTO MBIIICHUS,
BBIpa0aThIBAET BBICOKYIO KYJIBTYPY YMCTBEHHOTO TpPYyJa, COBEPIICHCTBYET CIIOCOOBI OpraHU3aluu
MO3HABATEIbHOMN JIEATENbHOCTH, BOCIUTHIBAET OTBETCTBEHHOCTD, 1I€JIEyCTPEMIIEHHOCTh, CUCTEMATUYHOCTh
U TI0CJIEI0BATEIbHOCTh B pab0Te CTY/IEHTOB, Pa3BUBAET Y HUX OEpeKHOE OTHOILIEHHE K CBOEMY BPEMEHH,
CIIOCOOHOCTH JI0BOJIUTH 10 KOHIIAa HAYaTOE JAEJIO0.

N3ydeHune noHATUIHOTO anmnapara JUCHUTLTAHbBI
Bes cuctema MHOUBHUIYadbHONM CaMOCTOATENBHOM pabOThl JIOMKHA OBITh MOJYMHEHA YCBOCHHIO
MOHATUIHOIO amnmnapaTa, MOCKOJIbKY OJJHOW M3 BaXXKHEUIIMX 3a]a4 IMOATOTOBKH COBPEMEHHOTO I'PaMOTHOTO
CIEeLUANNCTa SBJSIETCS OBJIAJEHHE M TPaMOTHOE NpPUMEHEHHE MpPO(EeCCHOHATBHOW TEPMHUHOJIOTHH.
JlydmeMy YCBOEHHI0 W IMOHMMAHHUIO JMCLUUIUIMHBI TIOMOTYT pa3JM4Hble SHIUKIONEINH, CIOBApH,
CTPAaBOYHHKH U APYTHE MaTepUAIIbl, YKa3aHHBIEC B CIIHCKE JTUTEPATYPHI.
N3ydeHue TeM caMOCTOSITEIbHOM MOATOTOBKH 110 Y4€OHO-TEMAaTUYECKOMY IUIaHy
@DopMBI CAMOCTOSTENILHON pabOTHI IO TEMaM:

IIEPBOM U BTOPOM:

® OCBOCHHE MOHATHIHOIO anmnapara;

e yyacTue B paboTe ceMHHapa;
TPETBhEH:

e aHanu3 (paKTHUECKOro MaTepHana;

® KOHTPOJb U CAMOKOHTPOJIb;
YETBEPTOM:

* BBIMIOJIHEHUE KOMIUIEKCHOTO 3aJIJaHHsI B CUCTEME 3JIEKTPOHHOT'O IOKYyMEHTO000pOTa.

Ocoboe MecTO OTBOAUTCS CAaMOCTOATENBHOM MpOpabOTKE CTyAEHTaMHM OTIENBHBIX TEM IIO
U3ydyaeMoOM IUCHMIUIMHE. Takoi mnoaxoa BbeIpaOaThIBaeT y CTYACHTOB WHUIMATUBY, CTpPEMJICHHE K
YBEIIMYECHUIO 00beMa 3HaHWUU, BHIPAOOTKE YMEHHMH M HAaBBIKOB BCECTOPOHHETO OBJIAJCHHUS CIOCO0aMH U
nprueMaMu podeccrnoHalbHOM 1eATEeNbHOCTH.
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N3yueHune BOIPOCOB OYeperHOW TeMbl TpeOyeT IIyOOKOro YCBOEHHUSI TEOPETUYECKHX OCHOB,
PacKpbITHS CYUIHOCTH OCHOBHBIX KAaTETOPHid, MPOOJIEMHBIX acleKTOB TEMbl M aHalu3a (PaKTHUYECKOTO
MarepHaa.

PaboTa Hag OCHOBHOI U TOTIOJIHUTENFHON JINTEPATYpOit

N3yueHne peKOMEHI0OBAaHHOM JIUTEPATyphl CIEAYyeT HAaunHATh C YYeOHUKOB U Y4eOHBIX MOCOOUH,
3aTe€M MEpeXOJUTh K HOPMAaTUBHO-NIPABOBBIM AaKTaM, HAay4yHbIM MOHOrpadusM U MaTepuanam
nepuoauveckux n3naHui. KoHcrekTupoBaHHe — OJHAa M3 OCHOBHBIX ()OPM CaMOCTOSATENBHOTO TPYAA,
TpeOyrolasi OT CTyJIeHTa aKTUBHO paboTaTh C y4eOHOM JINTepaTypoll, a HE OrpaHUYUBATHCS KOHCIIEKTOM
JICKLIUH.

CTyneHT NOMKEH yMETh CaMOCTOATENbHO MOAOMpaTh HEOOXOAMMYIO AJisl y4eOHOW M HaydyHOU
paboTel muTeparypy. [lpu 3Tom creayer oOpamarbes K MPeIMETHBIM KaTajoraM U OubIuorpadguaeckum
CIpaBOYHHUKAM, KOTOPBIE HMEIOTCS B OMOIMOTEKAX.

Jns akkymynsinuu ©HGOpMAIMK TI0 M3Yy4aeMbIM TeMaM pPEKOMEHIyeTcsl (hOpMUpPOBATh JIMYHBIN
apxuB, a TAKXe KaTajor UCHOJb3yEeMbIX UCTOUHUKOB. [Ipu 3TOM eciu yke Ha MepBbIX Kypcax oOydyeHHs
CTYIEHT ompeneiseT ais cebs Haubonee uHTEpecHble chephl sl U3y4eHUs, TO MoJo0Has padoTa Oyner
BECbMa NPOAYKTHUBHON C TOYKH 3peHHs (hopMupoBaHus OuOnIMorpaduu A MOCISAYIOIEro HalUuCaHUs
BBIITYCKHOM KBaTU(PUKALMOHHON paboThl Ha BBIITYCKHOM KYpCe.

CaMomoAroToBKa K MPAaKTUIECKUM 3aHSATHIM

[Ipyr moAroToBKE K MPAaKTUYECKOMY 3aHATHIO HEOOXOIUMO IMOMHHTH, YTO JaHHAs JUCIUILUINHA
TECHO CBsI3aHa C paHee N3Y4aeMbIMHU JIUCIUTLINHAMH.

Ha mpakTrueckux 3aHSATHAX CTYICHT JOJDKEH IO0Ka3aTh HABBIKM BIIAJCHUS WH()OPMAIIMOHHBIMH
TEXHOJIOTUSIMHM, YMEThb paboTaTb C HMHpOpMauueil, mocieIoBaTeNbHO HU3jJaraTb CBOM MbIciau. s
JOCTHKEHUS 3TOU 11eNTh HE0OX0JUMO:

1) 03HAKOMUTBCS C COOTBETCTBYIOIIEH TEMOM MPOrpaMMbl U3y4yaeMOM TUCIUILIIHBI;
2) OCMBICIHUTD KPYT' U3Y4aeMBbIX BOIIPOCOB U JIOTUKY UX PACCMOTPEHMS;
3) U3y4YUTh PEKOMEH/I0BaHHYIO Y4e0HO-METOAMUYECKUM KOMIUIEKCOM JIMTEpaTypy Mo JaHHOH TeMe;
4) TIaTeabHO U3Y4YUTh JEKIMOHHBIA MaTepua;
5) 03HaKOMHTBCSI C BOIIPOCAMHU OYEPETHOTO MPAKTHUECKOTO 3aHSATHS,
6) BBINOJIHUTH MOJIyYEHHOE MPAKTUYECKOE 3aJaHHE.
CamocTosTenbHas paboTa CTyAEHTa MIPU MOATOTOBKE K 3a4eTy.

Kontpons BbicTymaer ¢opmoil OOpaTHOM CBSI3M W TNpeaycMaTpHBAaeT OLIEHKY YCIIEBaeMOCTH
CTYACHTOB U pa3paboTKy Mep MO AajJbHEHIIeMy MOBBIILIEHUIO KaYeCTBA OArOTOBKH BBIITYCKHHKOB.

HToroBoii popmoil KOHTPOJIA yCIIeBaEMOCTH CTYAEHTOB 110 Y4eOHON AMCHUIUIMHE «DIEKTPOHHBIN
JIOKYMEHTOO0O0POT)» SIBJISIETCS 3aUeT.

beccriopHBIM (akTOPOM YCIIENIHOTO 3aBEPIUICHUS OYEPETHOTO MOJYJS SIBISIETCS KpPOIIOTIINBA,
cucTeMaTHyeckasi paboTa CTyACHTa B TEYCHHE BCETO NIepro/ia U3ydeHHsI TUCIUILTHHBI (ceMecTpa). B aTom
cllydae TIOJITOTOBKA K 3a4eTy OyJeT SIBIATHCS KOHIICHTPUPOBAHHOW CHCTEMaTH3alMel BCeX IMOTydeHHBIX
3HAHUHU 110 JaHHOW TUCIUILINHE.

[IpenBapuTensHOEe M3y4eHHME TEpPEUHs BOIPOCOB K 3a4eTy MO JAAHHOM AMCUUIUIMHE MO3BOJIUT
CTYACHTY B IIPOLIECCE OCBOCHUS JUCIUILTUHBI chOpMUpOBaTH OoJsiee MpaBMIIbHOE U 0000IIEHHOE BHICHHUE
CyIIeCcTBa TOr'0 MJIM MHOTO BOIPOCA 32 CUET:

a) YTOUHSIOUIMX BOIIPOCOB MPETI0/1aBaTEeIO;
0) CaMOCTOSITEILHOI'O YTOUHEHHSI BOIIPOCOB HA CMEKHBIX TUCLIMITIIMHAX;
B) yriyOJE€HHOTO N3YYEHUS BOITPOCOB TEMBI TI0 YY€OHBIM TTOCOOHUSIM.



Kpome Toro, Hanmuuue mepedHsi BOINPOCOB B MEpPUOJ OOy4YEHHUS IMO3BOJUT BBIOPATh M3 MPEAJIOKEHHBIX
mpernojaBaTesieM y4eOHHKOB HanOoJiee ONTUMAIBHBIN JUIsi KaKIOTO CTYAEHTa, C TOYKH 3PCHHS €ro

HHAUBUAYAJIBHOI'O BOCIIPpUATHUA MAaTCpUalid, YPOBHA CIOKHOCTHU U CTUJIMCTHUKHU U3JIOKCHU.

N3ydeHue caWToB 0 TeMaM JUCLUIUIMHEI B ceTh MHTEepHeT
Pecypcel UHTEpHET ABISIIOTCS OJHUM W3 aJbTEPHATHUBHBIX MCTOYHHUKOB OBICTPOTO MOMCKA

TpeOyeMoli HMH(pOpMAIIUH.

JIONIOJIHUTEIBHBIX CBEICHUH 110 U3y4aeMbIM MaTepHajiaM.
KoHTponbHbIE BONPOCHl M 3aJaHUs ISl NPOBEJAECHUS TEKYLIEro KOHTPOIS U IPOMEKYTOUHOH
aTTeCTAllUU 10 UTOraM OCBOEHHUS AUCLUIUIMHBI IPUBEIEHBI B 1I. 5.2.
Jlnst obecrieyeHnss CaMOCTOSATENILHON PabOThl OOYUarOIUXCS HCIOIb3YeTCs JIEKTPOHHBIN

Kypc «INEeKTPOHHBIN

JTOKYMEHTO000POT o

HNx wucnons3oBaHue o00s3aTEIBHO IJIs1 IIOJIYUCHHA OCHOBHBIX H

ajzipecy https://e-

learning.unn.ru/enrol/index.php?id=3353, co3manublii B cucreme snekTpoHHoro ooyuenus HHI'Y -

https://e-learning.unn.ru/.

5. DoHJ O1LIEHOYHBIX CPpeacCTB AJIs l'[pOMC)KyTO'lHOﬁ aTTeCTAalluM 10 JHCHHUIIJINHE (MO}IyJ’[lO),

BKJIIOYAIOIIHN:

5.1. OnucaHue 1IKajd OLIEHUBAaHUS PE3YIbTAaTOB 00YUEHHUS 10 TUCLUIUINHE

YpoBeHb chOpMHUPOBAHHOCTH HIxana oueHuBaHUus cPOPMUPOBAHHOCTH KOMIIETCHIIM A
KOMIIeTeHIUI (MHAUKaTOpa
JIOCTHKEHHUSI KOMIIETEHIUI) HE 3a49TCHO 3a49TCHO
YpOBEHb 3HaHUIT HHXKE VYpoBeHb 3HaHMI B 00BEME,
3HaHus MUHHUMAaJIbHBIX TpeboBanuil. Umenn COOTBETCTBYIOIIEM NPOrpaMMe
MeCTO rpyOble OLIHOKH. HOATrOTOBKH. JIOIYCTUMO HECKOJIBKO
HEerpyOBIX OIHOOK
Ipu pemieHuy CTaHAAPTHBIX 3a/1a4 [IponemoHCTpUpPOBaHbI BCE
HE MPOJEMOHCTPHUPOBAaHbI OCHOBHBIE OCHOBHBIE yMeHUsl. PerieHsl Bce
ymenus. menu mecto rpy6nie OCHOBHBIE 3371a4H (C HErpyOBIMHU
YMeHus
OIIHOKH. ommOkaMu). BEITTOJTHEHEI Bce
3aJlaHusl, B ITOJIHOM 00BbeMe (C
JIOITYLLIEHHEM HEKOTOPBIX
HEJIOYETOB).
Ilpu pemenuy CTaHAAPTHBIX 33724 [IponemoHcTprUpOBaHbl 6a30BBIE
Hagbiku HE MPOAEMOHCTPUPOBAHbI 0a30BbIE HaBBIKH
HaBbIKH. MIMenn mecTo rpyObIe IIPH PELLIEHUH CTaHAAPTHBIX 33]a4
OIIHGKIL (c morrymeHneM HEKOTOPBIX
HEJI0YETOB).
Ikana oueHKH NPU MPOMEKYTOYHOM aATTECTALUN
YpoBeHb NOATOTOBKH
3auTeHo Bce kommereHmuu (YacTh KOMIIETEHLWH), Ha ()OPMHPOBAHHE KOTOPBIX HaIpaBieHa

JMCIIUTUTNHA, COPMUPOBAHEI HA TIPHEMIIEMOM yYPOBHE.




He 3aureno Xots OBl OJHa KOMIICTCHIIUA C(l)OpMI/IpOBaHa Ha HC MPUCMJICMOM YPOBHC.

5.2. TunoBbie KOHTPOJIbHbIE 3aIaHUSI UJIM MHbIE MATEPUAJIbI, HEOOXOAUMBbIE VISl OLEHKH
pe3yJbTaToOB 00y4eHHUS. .

5.2.1 KoHTpoOJIbHbIE BONPOCHI

Bonpoch: Koa ¢popmupyemoii
KOMIIeTEeHIIUH

OcHoBomnoararomme HOPMAaTHBHO-TIPABOBbBIC aKThI B chepe YK-4
JIEJIONPOU3BOJICTBA U MH(OPMATU3AIINH.

Knaccudukanust JoOKyMEHTOB: UX BUIBI 1 OCOOCHHOCTH YK-4
OpraHu3alvoOHHO-IIPABOBbIE IOKYMEHTHI: BUbl, HA3HAUEHUE YK-4
PacniopsiaurenbHbple JOKYMEHTBI: BU/bl, HA3HAYCHHUE. YK-4
WH(popMalinoHHO-CIIPaBOYHbIE TOKYMEHTBI: BU/Ibl, HA3HAUECHUE YK-4
OcobeHHocTH paboThI CO CITYKEOHBIMH TUCHMAMU YK-4
Oo6mwue Tpedosanust [OCT P 7.0.97-2016 YK-4
PexBU3UTHI TOKYMEHTOB: COCTaB, HA3HaYeHUE, OPOpPMIICHHUE. YK-4
bitaHKM TOKYMEHTOB: HX POJIb U BUJBI YK-4
Bunbl 2nekTpoHHOM TOAIMCH YK-4
[TonsiTue MOKyMEHTOOOOPOTA, €T0 OPraHU3aIMs, 00HEM YK-4
DTanbl JOKyMEHTO000poTa. YK-4
JIOKyMEHTOIIOTOKH OpraHu3aliy. YK-4
Perucrpanust JOKyMEHTOB: LI€JIH, IPOLIETYPhI, TPUHIIUIIBI YK-4
DNEeKTPOHHBIM JOKYMEHTOOOOPOT: OCHOBHBIE MOHATHUS U MPEUMYIIECTBA YK-4
[TpUHIUTIBI 2TIEKTPOHHOTO IOKYMEHTO00O0pOTa YK-4
Hasznauenue u ocHoBHBIE cBolicTBa CO/I. VK-4
OcHoBublie pyHkimu CO/I. YK-4
OcoOeHHOCTH TpoIlecca COTNIACOBAHMS JOKYMEHTOB B DIIGKTPOHHOU U YK-4
TpaguIMOHHON hopme.




XapakTepucTuka nporpaMMHoro npoaykra «1C: JlokyMeHTo000poT 8». VK-4

5.2.2. TunoBble TeCTOBBIE 32/1aHNS JIUISI OLIEHKH CPOPMHUPOBAHHOCTH KOMIETEHIIUH
TecThbl 1J9 OLeHKN KoMneTeHInu «YK-4»

1) 3aconosox k mexcmy, smo:
a) HaMMCHOBAaHHWE BHJA JOKYMEHTA
0) uHoOpManus, SIBIAIOMIAICS IPEIMETOM COOCTBEHHOCTH U TOJICKAIIAst 3a1UTE
B) U3JIOKEHHE OCHOBHOT'O CMBICIIA TEKCTA JOKYMEHTA
I) TEKCT, COJepKAIINN HCXOAHYI0 HH(POPMAIIHIO

2) Kaxotl u3 pexkeusumos OOKYMeHmMAa pacnoiazarom HA JTuyegou uiu 000POMHOU CMOpOHe
nocieoHe20 1UCma OOKyMeHma 6 1e60M HUNCHEM Yeny?
a) OTMETKa O KOHTPOJIC
0) OoTMeTKa O 3aBEpPEHUH KOITUHU
B) HICHTU(PUKATOP IEKTPOHHOU KOIHUU JOKYMEHTA
r) OTMETKa 00 MCIIOJIHHUTENC

3) Kakoii u3 pexeusumos exiouaem 6 cebs noumosviil aopec, Homep menedpona u opyeue
C8e0eHUsl N0 YCMOMPEHUI0 Op2aHu3ayuu?
a) rpud yTBEepKACHUS
0) HaWMEHOBaHHWE OpPraHU3ALUH
B)  CIpPaBOYHBIC IAHHBIE 00 OpraHU3aIu
r) OTMeTKa 00 MCIIOJIHUTENEe

4) Cmanoapmmubiti 1ucm Oymazu ¢ 60CNPOU3EEOCHHOU HA HeM NOCMOSHHOU uH@opmayuen u
MeCmoM, OMEedeHHbIM OJisl NEPEMEHHBIX PEKSUSUMO8, IMO:
a)  IpHKa3
0) aHHOTaNUA
B)  dopmyssp
r)  OJlaHK TOKyMEHTa

5) B kaxux ciyuasx ciedyem Ha OoKymenme ogpopmasime pexeuzum «Mecmo cocmasnenus unu
u30anuss 0OKymeHma»?
a) €eclii aBTOPOM JIOKYMEHTa sABJsieTCs puinan GupmMbl
0) eciM B JaHHOM JOKYMEHTE IpPHUCYTCTBYeT peKBU3UT «CrpaBo4yHbIE JaHHBIE 00
OpraHu3alum»
B) €CIM Ha3BaHWE TEPPUTOPHM, TJe HaXoauTcs (uUpMa BXOAUT B ee o]uIUaNIbHOE
HAaUMEHOBaHUE
I) eciu JOKyMeHT opopmiieH Ha OJaHKe MmuchMa

TecTnl 1 oeHKN kKoMnereHuuu «Y K-4»

1) He daem so3moorcHocmu cucmemamuzuposams 3anucu popma pecucmpayuu 00KyMeHmos
a) KapTOYHas
0) XypHaJbHas
B) aBTOMaTU3HWPOBAHHAA
I') LEHTpaJIU30BaHHAS

2) OCHOBHBIMU YeNAMU UCCTIe008AHUL OOKYMEHMONOMOKO8 OP2AHUZAYUU ABTISIOMCSL
a) yJydIlIeHHe KadecTBa 00pabOTKH TOKYMEHTAIUN
0) CBOEBPEMEHHOCTH MIPENOCTaBICHUS HH(DOpMaITH




B) YCKOPEHHE ABM)XECHMSI JOKYMEHTOB B OpraHU3alUU
r) TOBBIIMICHHE YPPEKTUBHOCTH YIIPABICHUCCKON NEITEILHOCTH

3) Ha ocnosanuu Kaxkoeo OOKYMeHMA NpPOU3800UMCs YHUUMONCEHUE OOKYMEeHmMAayuu, Osl
KOMOPOU 3aKOHYUNCS CPOK XPAHEHUs
a) TpHKasza
0) pacropshKeHus
B) akra
I) yKa3aHHs

4) Ompadsicaem cneyuguueckue ocobennocmu pabomsl ¢ OOKyMeHmayuel, xapakmepuvie OJis
KOHKDEMHOU 0p2aHu3ayuu
a) 'OCT P 7.0.97-2016
0) MHCTPYKIIHS IO JEIONPOU3BOICTBY
B) HOMEHKJIaTypa Jiel
) IOJIOKEHHUE O CTPYKTYPHOM TOAPA3ICIICHUH

5) He sensemcs ¢hynkyueii cucmemvl 21eKmMpoOHHO20 OOKYMEHMO0Oopoma
a) 0e30MacHOCTh
0) momepIKKa CUCTEMbI KOHTPOJIS Ka4ecTBa
B) palMOHAJIbHOE CTPOCHUE
I) BEPCHOHHOCTb

% MpaBUIIBLHBIX OTBETOB Orenka
Kpurepun onenku recra ot 60 u BbIIIE 3a4TEHO
MeHee 60 MM He THUcal HE 3a4TEHO

IIpakTH4eckoe 3aganue A1 OeHKH KomnereHunu «YK-4»
AHanu3 (akTHUECKOro MaTepuana: HailAuTe OMMUOKN B COCTaBIEHUHU U O()OPMIIEHUHU peallbHBIX
JIOKYMEHTOB (IIMChbMa, MPUKAa3bl, PACIIOPSKEHUS, TOKIIaIHbIE 3aUCKHU U JIp.)

Kpurepuu onieHku npocTsix 3ajaHuit O1enka

Crynentsl HaxogsaT Oonee 70% omumOOK, MOMYHIEHHBIX MpH

3a4TCHO
O(l)OpMJ'IeHI/II/I PCAIbHBIX JOKYMCHTOB

TYJIEHTBl HaxoAsT MEHee o OIIMOOK, MONYLIEHHBIX IIpH
C 70% 00K,

HE 3a4TEHO
0(OpMIICHHUN PEATHHBIX JOKYMEHTOB

KommnuiexkcHoe 3a1anue 1J1s1 OleHKU KoMneTeHun «YK-4»

[Tpoussectu B cucreme 1C: Ilpennmpustue KOMIBIOTEPHYIO CUMYISLHUIO IO CIEAYIOIIEH
3ajlaye: eCTh KOMMEpYecKash OpraHu3alis C COOTBETCTBYIOIIMMHM CiykOamu (kynu mpopaif). Ha
CKJIaJ mpuBe3au ToBap. IlocTyruienue ToBapoB Ha ckiaja. ToBapHO-TpaHCIOPTHAsT HAKJaaHAas, cYeT
¢dakTypa Ha oruary, cueT (axkTypa B KHUTY IMOKYNOK (OT KiaaoBliuka Oyxrantepy). Co ckiana
JOKYMEHTHI TepefaioTcs B Oyxrantepuio. J{OMKHOCTH: KIaJOBIIMK Oyxrantep. BsimuchiBaeTcs
1aTékKHOe MOpy4YeHHE (HMHAHCOBOMY IHUPEKTOpPY, OH TEpENpaBisieT TeHepaTbHOMY, BO3BpalaeT
¢uHa"coBoMy, GUH. TaBOYXy, IN1aBOyX OyXxraiarepy MOATOTOBHUTH IUIATEXKKY M OTIPABIsSET B OAHK.
[lepenaua HakimagHOM OyxrainTepy, BHECEHHE HMH(POpPMAIMM B PErHUCTp OyXrajlTepcKoro y4era
ToBapsl nosryueHHbIE.

6. YueOHO-MeTOANYECKOE U HH(POPMAIIMOHHOE o0ecTieYyeHne TUCIUIIUHbI



a) OCHOBHas JiuTeparypa:

1.Koncturynus Poccuiickoit @enepaunu (IpruHATa BCEHAPOAHBIM rojiocopanuemM 12.12.1993
2.@enepanbublii 3akoH oT 27 wmronsa 2006 1. Ne 149-®03 "O6 wundopmanuu, WHPOPMAITMOHHBIX
TEXHOJIOTHSX U 0 3amuTe nHpopmamuu” (¢ U3M. U JI01.)

3.®enepanpubiii 3akoH oT 06.04.2011 N 63-D3 (pen. ot 28.06.2014) "OO6 anekTpoHHOM moanmucu" (¢
W3M. H JI0T1.)

4 .®enepanbublii 3aKk0H oT 22.10.2004 N 125-®3 "O6 apxuBHOM 1ene B Poccuiickorn ®eneparnuu” (¢
W3M. H JI0T1.)

5I'0CT P UCO 15489 — 1 — 2007 «Cucrema cTaHmapTtoB no uHpopManuu, OUOIMOTEYHOMY U
U37aTeIbCKOMY JIeTy. YTpaBieHue fokyMeHTamMu. OOmme TpeOoBaHus»

6.'OCT P 7.0.8-2013 «CucreMa cTaHIapTOB 10 HHPOPMAIIH, OMOITNOTECUHOMY M H31aTEIHCKOMY JCITY.
Jlenonpoun3BOACTBO U apXUBHOE J€J10. TepMUHBI U OIIPEIETCHUS

7. TOCT P 53898-2013 Cucrembl 3JIE€KTPOHHOTO IOKYMEHTOOOOpoTa. BsaumopeiicTBue cucrem
yIpaBiIeHUs TOKyMEHTaMH. TeXHUYecKue TpeOOBaHUS K 3JIEKTPOHHOMY COOOIIEHUIO

8. 'OCT P 7.0.95-2015 Cucrema cranaapToB no HH(pOpMAIUH, OUOIMOTEUHOMY M HU3JATEIHCKOMY
neny. OIeKTPOHHbIE JOKYMeHThl. OCHOBHBIE BHBI, BBIXOJHBIC CBEICHHUS, TEXHOJIOTHUECKUE
XapaKTEPUCTUKU

9. T'OCT P 7.0.97-2016 Cucrema cranmaptoB 1mo uH(popManuu, OMOIMOTEYHOMY U H31aTEIIECKOMY
neny. Opranu3aliOHHO-PaCTIOPAIUTEIbHAS JOKYMEeHTaIHs. TpeboBaHus K 0()OPMIICHUIO TOKYMEHTOB.
10. bo6suteBa M.II. YmpaBineHuecKuil JOKyMEHTOOOOPOT: OT OYMaKHOTO K AJIEKTPOHHOMY. Bompocsl
teopuu u npaktuku. M.: U3n-Bo « TEPMUKAY, 2016. — 360 c. Dnexkrponnas Oubnuoteka Jlutmup:
https://www.litres.ru/m-p-bobyleva/upravlencheskiy-dokumentooborot-ot-bumazhnogo-k-
elektronnomu/?gclid=EAlalQobChMItpCXV5fF4Q1ViMqyCh20 g-cEAAYASAAEglepPD_BwEs
11.beixoBa T.A., Ky3ueunoBa T.B., Cankuna JI.B. JlokymeHTannmoHHOe oOecrieueHHe YIpaBIeHUs
(denonmpoussoactso). Yuebnoe nocodue / HULL UHDOPA-M, 2019. — 304c. ISBN:978-5-16-004805-5.
Pesxxum nmoctyna: http://znanium.com/catalog/product/942800

12 TTomnasckas B.A., Onunoxoa T.H. OdopmiieHre peKBU3NTOB OpraHU3aIIMOHHO-PACTIOPSAUTEIBHBIX

nokyMeHTOB (dacth [): YueOHo-meroamueckoe mnocobue. H.Hosropon: M3za-so HHI'Y um. H.U.
Jlo6aueBckoro, 2013. — 34 ¢. —anexkrponHoe uzganune HHI'Y

13.XBopenkoB C.I'  Cucrema »snekTpoHHoro naokymeHToobopora (CDJ) wa mmardopme
1C:ITpennpustue 8.2 — Onexkrponnoe uzganne HHI'Y

0) JONOJIHUTENbHAS IUTEpaTypa:

1. TOCT P 54471-2011 Cuctemsl 3I€KTPOHHOTO JOKYMEHTOOOOpOTa. YTpaBlieHHe TOKYMEHTAIIUCH.
Wudopmanus, coxpanseMasi B JIEKTPOHHOM BUe. PekoMeHIanuu 1mo 00ecreYeHnIo JOCTOBEPHOCTH U
HAJICKHOCTH

2I'OCT P HUCO 13008-2015 Mudopmamuss u nokymeHtanusi. IIpoiiecchl KOHBEpPCHM M MUIPAILIUH
JJIEKTPOHHBIX TOKYMEHTOB

3.AdanacbeB A. Mertoapl ynpaBieHHMS JOKYMEHTOOOOPOTOM B opraHuzaimuu // Matepuaisl
koH(pepenmu "OducHbie nHOOPMAIMOHHBIE CUCTEMBI '96" [DNeKTpOoHHBIN pecypc. Pexxum moctymna
http://citforum.ru/ofis/ofis96/index.shtml

B) HHTEPHET-PECYPCHI:
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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://znanium.com/catalog/product/942800
http://citforum.ru/ofis/ofis96/index.shtml

1. 1C: HNPEOITPUATHUE 8 — cucrema nporpamm, [3J€KTPOHHBIM pecypc]: HHTEpHET-TopTal.
https://buh.ru/news/automation/4948/

2.ECM-Journal.ru — mopTtanm 00 oOpraHu3aluu 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa W YIPAaBICHHUU
JICJIOTIPOU3BOICTBOM, [3JICKTPOHHBIH pecypc]: nuTepHeT-noprai. url: http://ecm-journal.ru

3.HezaBucuMelIii mopTai 0 CHCTEMax 3JIEKTPOHHOIO JOKyMeHTooOopoTa - http://www.doc-online.ru

7.MaTepuajibHO-TeXHUYeCKOe o0ecneyeHue JUCIUNIHNHBI

[TomereHus1 TPENCTABIAIOT CO00W y4eOHBIC ayUTOPHH IS MPOBEICHUS YYCOHBIX 3aHSATHH,
MIPETYCMOTPEHHBIX TMPOTPAMMOM, OCHAIICHHBIE OOOPYIOBAaHUEM M TEXHUYECKUMH CpPEICTBAMHU
00y4eHHS: KOMIMBIOTEPHAsT TEXHUKA C MOJKIIOYEeHHEeM K ceTh «MHTepHeT», 3KpaH, MPOEKTOp s
BbBIBOJIAa My.]IBTI/IMeI[I/Ia MaTepI/IaHOB Ha E)KpaH, JTUHAMUKU IJIA BOCHpOH?:BGI[eHI/IH 3By1(a, JOCKa.

[Tomemenust ISl CaMOCTOSITEIBHONH pabOThI  OOYYAIOMUXCS OCHANICHBI KOMITHIOTCPHOM
TEXHUKOM C BO3MOXKHOCTBbIO MOAKIIOYeHHs] K ceTh "HMHrepHer" u obecriedeHbl JOCTYIIOM B
3IEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEIbHYIO CPEY.
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https://buh.ru/news/automation/4948/
http://ecm-journal.ru/
http://www.doc-online.ru/

[Iporpamma coctaBieHa B cooTBeTcTBUU ¢ TpeOoBanmsiMu OC BO mo HampaBiIeHHIO MOATOTOBKU
09.03.03 «[Ipuxnagnas uapopmatukay, npoduis «Ipuknagnas nHPOPMATHKA B IKOHOMUKE.

ABTODBI:
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