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JIMCT aKkTyaJM3anuu

Buzupoanue PIIJI nns ucnoHenusi B ouepeHoM yueOHOM roay
[Ipencenarens MK
20 r.

PaGouas mporpamMMa nepecMOTpeHa, 00CyKICHa U 0100peHa s
ucrondenus B 2020-2021 vyeOHOM ronv Ha 3acenaHuy Kabeansl

[Iporokom ot 20 r. Ne
3aB. kadeapoii

Busuposanue PII/{ nJisi MCIIOJIHEHHMSI B OUepPeHOM Y4eOHOM roay

[Ipencenarens MK
20 r.

Pabouas nporpaMMa nepecMOTpeHa, 00CyKIeHa U 0100peHa s
ucnosiHenus B 2021-2022 vyeOGHOM ronv Ha 3acenaHuu kabenpsl

IIpoTokomor 20 . Ne
3aB. kadeapoit

Busuposanue PII/L nJis1 MCIIOJIHEHHMSI B OUepPeHOM Y4eOHOM roay

IMpencenarens MK
20 T.

Pabouas mporpamma nepecMoTpeHa, 00cykieHa 1 ogo0peHa A
ucnonmHeHus B 2022-2023 vyeOHOM ronv Ha 3acenanuu Kabennbl

IIpoTokomor 20 1. Ne
3aB. kadeapoit

Busuposanue PIL/I nist ncnoJiHeHUsI B 04epeiHOM y4eOHOM roay

TIpencenarens MK
20 T.

Pabouas mporpamMmMa nepecMoTpeHa, 00Cyx aeHa U 0J00peHa IS
ucnonaenust B 2023-2024 vaeObHOM ronv Ha 3acemanuu kabemnbl

ITporokom ot 20 1. Ne
3aB. kadeapoit



1. Mecrto nucuuniaunabl B crpykrype OIIOII

JAucuunnmna

B1.B.JIB.04.01

«ONEeKTPOHHBII

JIOKyMEHTO000pOT»

OTHOCHUTCA K

YacTH,

dbopmupyeMoii ydacTHHKaMu oOpa3oBaTenbHbIX oTHomeHui, OIIOIl mo wnampaBiaenuto 09.03.03
[Mpuknannas wHbOpMaTHKa, HampaBleHHOCTh (mpodunsb): [lpuknagHas wHPOpPMATHKA B yIPaBICHUH
MIPOU3BOJICTBOM, SIBIISICTCS TUCHUIUIMHOM O BBIOODY.
[enp u3yueHus: JUCHUILTUHBI — OCBOCHHE OCHOB OpPraHU3alliU JICKTPOHHOTO JOKYMEHTO000pOoTa 1
(dbopMHpOBaHNE HABBIKOB pa0OTHI B 3JIEKTPOHHBIX CHCTEMaX YIPaBIIEHUS JOKYMEHTOOOOPOTOM.

2. Ilnanupyemblie pe3yabTaThbl 00yYeHUS MO JTUCHMUILINHE, COOTHECEHHBbIE ¢ MIAHHUPYEMbIMU
pe3yJbTaTaMH OCBOEHHSI 00pa30BaTe/bHOI NPOrpaMmbl (KOMIIETEHUMSIMA W HWHIMKATOPaAMU
JOCTHKEHHsI KOMIIeTeHIUii)

Ilnanupyemble pe3yJibTaTbl 00y4eHusl M0 JUCIUILTHHE (MO1YJII0), B

CYXJICHUS B MEKINIHOCTHOM
JIeTIOBOM OOIIIEHNH Ha
TOCYAapCTBEHHOM H
WHOCTPAHHOM SI3BIKAX, C
MIPUMEHEHNEM aJIeKBaTHBIX
SI3BIKOBBIX (DOPM H CPECTB

Pa3IMYHBEIX BHIOB CITYKEOHBIX
MMCEM, YUUTBIBAsK TPEOOBAHUS
CYIIECTBYIOIIETO CTaHIAPTa T10
0(hOPMJIICHHIO PEKBU3UTOB
JIOKYMEHTOB

dopMmupyembie COOTBETCTBHH ¢ HHIUKATOPOM TOCTHKEHUS KOMIETEHIIHI HauMeHoBaHHE
KoMIeTeHuHH (KOz, NuaukaTop qocTu:KeHUs P OLICHOYHOT0
COJIEPI)KAHNE KOMIIETEHIIMH) | koMmeTeHIHH (KOJI, COJepIKaHHe €3yJIbTATHI 00y1eHHsI MO cpeacraa
JHCIUTLIAHE
WHINKATOPA)
YK-4. CnocobHocTth YK-4.1. 3nams OCHOBHBIE TPEOOBAHMUS K TecTsl,
OCYILECTBIISATH JICTIOBYIO 3HAeT MPHUHIUIIBI TOCTPOCHUS MHUCBMEHHOMY 3THKETY, K MPAaKTUIECKOE
KOMMYHHUKAIIMIO B YCTHOW U | YCTHOT'O M TUCHMEHHOTO (hopMyITHPOBAHUIO TEKCTOB 3ajaHKe
MUCBMEHHOU (popMax Ha BBICKA3bIBAHUS Ha Pa3IMYHBIX JOKYMEHTOB
rOCYIapCTBCHHOM SI3BIKE TOCYJapCTBCHHOM U
Poccuiickoit @enepanun u MHOCTPaHHOM $I3bIKAX;
HHOCTpaHHOM(BIX) sA3bIKe(aX) |TpeOoBaHMA K ACTOBOM YCTHOH 1
MUCHMEHHON KOMMYHHKAIIUH.
YK-4.2. Ymemw cocraBnath [IpakTrueckoe
YMeeT npuMeHsITh Ha MPAKTUKE | OpPraHU3alMOHHO- 3aaHKe
YCTHYIO U ITUCbMEHHYIO JICJIOBYIO | PACIIOPSAUTEIIbHBIC TOKYMEHTHI,
KOMMYHHKALHIO. 3HAaTh OCOOEHHOCTH pabOThl C HUMU
VK-4.3. Bnaoemv HaBBIKAMH JIEJIOBOTO [IpakTnaeckoe
Brageer MeTouKoi coCcTaBIeHUS | OOIICHUS, TPUEMaMH COCTaBICHUS | 3aaHUe

3. CTpykTypa H coep:KaHue THCIATLTHHBI

3.1 TpynoémMkocTh THCHUTLINHBI

Ounas hopma oOydeHust
OGmas Tpya0EMKOCTE 3 3ET
Yacos 110 yueOHOMY IUIaHy 108
B TOM 4HCIIE
ayJAMTOPHBIE 3aHATHS (KOHTAKTHas paboTa): 49
- 3aHATHUS JIEKIIMOHHOTO THIIA 16
- 3aHATUSA JJAOOPATOPHOTO THIIA 16
- 3aHATHUSI CEMUHAPCKOTO THTIA 16
- KCP 1
caMOCTOsATeNIbHAs paboTa 59
[TpomexxyTouHast aTTeCTanus — 3a4eT




OuHo-3a04yHas popma oOydeHUS

Oo6mmas TpynoéMKOCTh 33ET

YacoB 110 yueOHOMY TUIaHY 108

B TOM YHCIIC

ayJAMTOpPHBIC 3aHATH (KOHTAKTHas paboTa): 33

- 3aHATHUS JIEKIIMOHHOT'O THIIA 12

- 3aHATHUS 1aOOPATOPHOTO THIIA 8

- 3aHATHS CEMHUHAPCKOTO THIA 12

- KCP 1
75

CaMOCTOATCIIbHaA pa60Ta

IIpomexyTouHas aTTectanus — 3a4€T

3.2. Conep:xkanue TUCHUNIHHBI

B Tom umcie
IIPH 04YHOH (popMe OATOTOBKHU

~
HauMmeHoBaHMe M KpaTKoOe cOAepKaAHUe é KonTakTHas padoTa, yachl, °
pa3esioB ¥ TeM TUCHMILTHHBI (MOYJIsI), = W3 HUX 3aHSATHS = = &
(opMa NPOMeKYTOUHON aTTeCTAUUH MO e - . L e é s 8 2
AUCHHILTAHE (MOLYJII0) 3 Ses SEs §. s s £ S 2% S
2 | §EE | EEE | S&° 2 |87 %
2 g s g 2 ©
Tema 1. [lonsTHe TOKyMEHTa, ero (QYHKIMH 20 ) 2 2 6 14
1 Kjaccuukanus
Tewma 2. Pa3HOBUAHOCTH JOKYMEHTOB H 20 3 2 3 8 12
IIPUEMbI X COCTABJICHHUS
Tema 3. OcHOBHBIE TpeOOBaHHUS K
0(QOPMIICHHUIO OPraHU3AIMOHHO- 23 4 4 4 12 11
pacopsIAUTENbHBIX JIOKYMEHTOB
Tema 4. Opranuzanusi, MPEUMYIIECTBA U 21 3 4 3 10 11
(hYHKIIMH DIIEKTPOHHOTO JOKYMEHT0000pOTa
Tema 5. Cuctema 3JIeKTpOHHOTO
nokymeHToo0opoTta (CO/]) Ha miatdopme 23 4 4 4 12 11
«1C: Ilpeanpusitue»
KCP 1 1
[IpomexxyTouHas aTTecTauus — 3a4€T
HUTOIo 108 16 16 16 49 59
B Tom unciae
- NPH 0YHO-3204HOI1 opMe MOATOTOBKH
HaumeHoBaHuUe U KpaTKoOe coJep:KaHue é KonrakrHas padora, yachl, °
pa3/iesioB M TeM TUCHMILIHHBI (MOLYJIs1), ) W3 HUX 3aHSATHS & = &
(opMa POMeKYTOUHOM aTTeCTAIMH MO e - o D e é s 85 3
AHCHHILTAHE (MOTYJIIO) 54 Ses £2¢s 85 = E R
2 | §EE | fzE | §&°F 2 |&7%
2 g ° =2 Q
Tema 1. ITorsTHe TOKyMEHTa, €TO (QYHKITIH 20 2 1 2 5 15
U KJIacCHUKaIst
Tema 2. Pa3HOBUIIHOCTH IOKyMEHTOB U 20 2 1 2 5 15
MIPUEMBI UX COCTABIICHHS
Tema 3. OcHOBHBIE TpeOOBaHHUS K
0(OPMIICHUIO OpPraHU3aI[HOHHO- 23 3 2 3 8 15
PaciopsIAUTENBHBIX IOKYMEHTOB
Tema 4. Opranuszanus, IpeuMyIlIecTBa U 21 5 2 2 6 15
(YHKITHH DJIEKTPOHHOTO JIOKYMEHT0000pOoTa




Tema 5. Cuctema 3JIeKTPOHHOTO

nokymenToobopora (COJI) Ha miarpopme 23 3 2 3 8 15
«1C: Tlpennpusitre»

KCP 1 1
[IpomexxyTounas aTTecTauus — 3a4ET

UTOro 108 12 8 12 33 75

Tekymii KOHTPOJb YCIIEBAGMOCTH pealU3yeTcss B paMKax 3aHATHH CEMHHApCKOro H
1abopaToOpHOTO THUTIA.

[TpomexxyTouHast —arrecTailyss MPOXOAUT B (opMe 3adyera, BKJIFOYAIOIIETO BBHIIOJIHECHHE
MPAKTUYCCKUX 3aIIaHI/Iﬁ Hapsaay € TpaAUIIUOHHBIMU OTBECTAMU HAa BOIPOCEHI 110 IpOorpaMMe JUCHUIIIINHBI.

4. Y4eOHO-MeTOAHYECKOE 0O0ecTieueHHe CaMOCTOATEIbHOM PadoThl 00y4YarommXxcst

CamocrosiTenbHas padoTa CTY/ICHTOB HalpaBjieHa Ha yriiyOjeHue 3HaHUM 10 BCEM TeMaM paboueit
IPOTPaMMBI.

Ilenp camMocTOSTENHHOW PabOTBI — MOJTOTOBKAa COBPEMEHHOTO KOMIIETEHTHOTO CIICIIUAINCTA U
(dbopmMHpoBaHKE CIIOCOOHOCTEH M HABBHIKOB K HEMPEPHIBHOMY CAMOOOPA30BaHHIO U MPOPECCHOHATLHOMY
COBEPILIEHCTBOBAHHUIO.

CamocrosiTenbHass paboTa sBIIIETCS HanbOoyee ACSITEIbHBIM U TBOPYCCKUM IPOIIECCOM, KOTOPBIH
BBINOJIHSCT PSAJ] AUJAKTHYSCKUX (DYHKIIMIA: CIOCOOCTBYET (POPMHUPOBAHUIO TUATIEKTUYECKOTO MBIIILICHUS,
BEIPA0aTHIBACT BBICOKYIO KYJIbTYPy YMCTBEHHOTO TPYJa, COBEPIICHCTBYET CIOCOOBI OpraHH3aIliH
M03HABATEIBHOM NeSITeIIbHOCTH, BOCITUTBIBACT OTBETCTBCHHOCTb, EJICYCTPEMIICHHOCTb,
CUCTCMATUYHOCTH U IMOCJICA0OBATCILHOCTH B pa60Te CTYACHTOB, Pa3BHUBACT Y HUX 6epe>I<Hoe OTHOIICHHUC K
CBOEMY BPEMEHH, CTIOCOOHOCTH JJOBOAMTH IO KOHIA HAYATOE JEINO.

N3ydeHune noHATUINHOTO anmnapara JUCUUILIMHbI
Bes cucrema mHIuBHIyalIbHOW CaMOCTOSATENBHON pabOTHI JIOJDKHA OBITH MOJYMHEHA YCBOEHUIO
MOHATUMHOIO ammapara, II0CKOJbKY OJHOM W3 BaXHEHIIMX 3a7a4 MOATOTOBKHM COBPEMEHHOIO
IPaMOTHOTO CIICIMAJIMCTA SIBJISIETCS OBJIAJIEHUE W TPaMOTHOE TMPUMEHEHHE MpodecCHOHATHHON
TEPMHUHOJIOTUH. JlydllieMy yCBOEHUIO U TOHUMAHUIO JUCUUILIMHBI IOMOTYT Pa3jIMYHbIE YHUUKIONEINH,
CJIOBapH, CIPAaBOYHUKU U JPYTM€ MATEPHUabl, YKa3aHHBIE B CIIUCKE JTUTEPATYPHI.

N3ydeHue TeM caMOCTOSITEIbHOM MOATOTOBKH 110 Y4€OHO-TEMAaTUYECKOMY IUIaHy

®opMbI caMOCTOATENBHOM paboTHI 110 TEMaM:

IIEPBOM U BTOPOM:

® OCBOEHUE MOHATUHHOIO aIIapara;

e yyacTue B paboTe CeMHUHapa;

TPETHEN:

e aHanM3 (PaKTUUECKOrO MaTepHaa;

® KOHTPOJIb U CAMOKOHTPOJIb;

YETBEPTOU:

® BBINIOJHEHHE KOMIIJIEKCHOTO 33/I1aHUS B CUCTEME IEKTPOHHOTO JOKYMEHTO000POTA.

Ocoboe MecTO OTBOAMTCS CaMOCTOSITENIbHOM MNpOpabOTKe CTYAEHTAMH OTIEIbHBIX TEM IO
u3yyaeMol naucuumiiuHe. Takod mMoaXoa BbIpabaThIBaeT Yy CTYAEHTOB WHUIIMATUBY, CTPEMIIEHHE K
YBEJIMUEHUIO 00beMa 3HAHUM, BbIpaOOTKE YMEHUH U HaBBIKOB BCECTOPOHHETO OBJAJCHUS Ccroco0aMu U
npueMamu pohecCHOHaILHON AEATENbHOCTH.

N3ydyeHue BOIMpOCOB ouepenHOl Tembl TpeOyeT TIiIyOOKOro YCBOEHHS TEOPETHYECKHX OCHOB,
PaCKpBITUSL CYITHOCTH OCHOBHBIX KaTe€ropHid, MpOOJEMHBIX aCHEeKTOB TEMbl W aHaIN3a (PaKTUYECKOTrO
MarepHaina.



Pabota HaJ OCHOBHOM U TONIOJHUTEILHOMN TUTEPaTypO

N3ydyeHne pekoMEHJIOBAHHOM JHUTEpaTyphl CieAyeT HAUMHATh C YYeOHHUKOB M y4EOHBIX MOCOOMUIA,
3aTeM TMepexXOJuTh K HOPMATUBHO-TIPABOBBIM aKTaM, HAay4YHbIM MOHOTpagusM M MaTepuaiam
nepuoandeckux u3nanuil. KoHcnmekTupoBaHUE — OJHA U3 OCHOBHBIX ()OPM CaAMOCTOSITEJIILHOTO TPYyZa,
TpeOyromas OT CTyJeHTa aKTUBHO paboOTaTh ¢ y4eOHOW JTUTEPaTypoOii, a HE OTPAHUYMBATHCS KOHCIIEKTOM
JIEKIIUH.

CTyneHT JODKEeH yMETh CaMOCTOSTENbHO MOAOMpPAaTh HEOOXOMUMYIO Ui y4yeOHOW W HaydHOH
pabotsl uteparypy. [Ipu sTom crienyer oOpamaThes K MpeIMETHBIM KaTajoraMm U Oubauorpapuieckum
CIIpaBOYHHKAM, KOTOPBIE UMEIOTCS B OMOIMOTEKAX.

Jiia akkymynsiquu MH(QOpPMalMKU MO M3y4aeMbIM TeMaM pPEKOMEHIyeTcs (OpMUPOBATH JTUYHBIN
apXuB, a TAK)KE KaTaJOT UCIOJIb3yeMbIX UCTOYHUKOB. [IpH 3TOM eciu yke Ha MepBBIX Kypcax oOyueHUs
CTYJICHT OompeaersieT s ce0s Hanboiee HHTEpECHBIC Chephl A U3YUEHUs, TO T0100Has paboTa OyneT
BeChbMa MPOJYKTHBHOW C TOYKH 3peHusi (opMUpOBaHUS OMOIMOTpaduu sl OCIEAYIONIETO HAMMCAHUS
BBINYCKHON KBaNU(UKALMOHHON PabOTHI Ha BHITYCKHOM KYpCe.

CamomnoAroToBka K NpakTHUECKUM 3aHITUAM

[Ipy moAroToBke K NMPAKTUYECKOMY 3aHATHI0 HEOOXOAMMO IOMHHUTBH, YTO JaHHAs IUCUUIUIMHA
TECHO CBsI3aHa C paHEee U3y4aeMbIMU JUCIHUILIMHAMU.

Ha npakTtuyeckux 3aHATUSAX CTYIEHT JOJDKEH IOKa3aTh HABBIKM BIIAJICHUS WMH(OPMaLMOHHBIMU
TEXHOJIOTUSIMU, YMeTb paboTaTh ¢ HH(poOpMalued, MOociel0BaTeNbHO H3JaraTb CBOM MbIchau. Jlus
JOCTUKEHUS 3TOM 11€7TM HEOOXO0AUMO:

1) 03HaKOMHTBCS C COOTBETCTBYIOIIEH TEMOI porpaMMbl U3y4aeMOi TUCIUIUIMHBL,

2) OCMBICIHUTD KPYT U3Y4a€MbIX BOIIPOCOB U JIOTUKY UX PACCMOTPEHUS;

3) U3y4YUTh PEKOMEH/I0BaHHYIO Y4eOHO-METOAMYECKUM KOMIUIEKCOM JIMTEpaTypy M0 JaHHOH TeMe;

4) TIaTeabHO U3YUYUTh JIEKLIMOHHBIA MaTepua;

5) 03HaKOMHTBCS C BOIPOCAMHU OYEPETHOTO MPAKTUYECKOTO 3aHATHS;

6) BBINOJIHUTD MTOJIYYEHHOE MPAKTUYECKOE 3a/laHueE.

CamocrosiTenbHast paboTa CTy/IeHTa IPU MOATOTOBKE K 3a4eTy.

KonTtponp BbeicTymaeT ¢opmoli oOpaTHON CBsSI3U M TpEIycMaTPUBAET OIEHKY YCIIEBAeMOCTH
CTYJCHTOB U pa3pa0dOTKy Mep 110 TaTbHEHIIIeMY IMOBBIIIEHUIO KaYeCTBA MOJATOTOBKH BBIITYCKHUKOB.

HtoroBoii Gpopmoii KOHTPOJIS YCIIEBAEMOCTH CTYJCHTOB MO Y4eOHOW MUCIUIUINHE «DJIEKTPOHHBIN
JTOKYMEHTOO0O0POT» SIBIISIETCS 3a4eT.

BbeccriopHbIM (haKTOpPOM yCTIEUTHOTO 3aBEPIICHUS OYEPEAHOTO MOMAYINS SBJISETCS KPOIMOTIWBAs,
cucremMarnyeckas paboTa CTy/IeHTa B TEUSHHE BCEro Iepuoja M3ydeHHs TUCIHIUIMHEBI (cemectpa). B
TOM cllydyae MOATOTOBKa K 3a4deTy OylIeT SBISAThCS KOHIEHTPUPOBAHHON CHCTeMaTH3allleil Bcex
MOJYYCHHBIX 3HAHUI MO TaHHOW TUCIUIIIINHE.

[IpenBapuTenbHOE W3Y4YeHHE TEPEYHS BOMPOCOB K 3auyeTy IO JAHHOW AWCIMILIAHE MO3BOJIUT
CTYJICEHTY B IIPOIIECCE OCBOSHUS TUCIUTTUHBI CPOPMUPOBATH OOJIee TPaBUIILHOE M 0000IIIEHHOE BUICHUE
CYIIIECTBA TOTO UM MHOTO BOMPOCA 32 CUeT:

a) YTOYHSIOLIUX BOIIPOCOB MPEMN0/1aBaTeNIo;
0) CaMOCTOSITENILHOTO YTOUHEHHSI BOIIPOCOB Ha CMEXKHBIX JUCIUILINHAX;
B) yIUIyOJIEHHOTO U3y4YEeHHs BOIIPOCOB TEMBI IO YU€OHBIM MTOCOOHSIM.

Kpome Toro, Hanuuume TmepedyHs BOIMPOCOB B Mmepuoa OOydeHHs TO3BOJUT BBIOpPATh U3
MIPEUIOKEHHBIX TPEToaBaTeNieM y4eOHUKOB HanOoJee ONMTUMANBHBIA U KaX/JI0TO CTYIEHTa, C TOYKH
3peHUs €r0 HHIMBUYaTbHOTO BOCIIPHUATHS MaTepHalia, YPOBHS CIOXKHOCTU U CTHIIUCTUKH U3JIOKEHHUS.

N3ydenue caliToB 1o TeMaM TUCIUILIMHEI B ceTu HTepHeT
Pecypcet HTepHET SBISIOTCS OJHUM U3 aIbTEPHATHBHBIX HMCTOYHUKOB OBICTPOTO ITOMCKA
Tpebyemoii uHpopMarmu. WX ucmonb30BaHWE O00S3aTENbHO M7 TONYYCHHUS OCHOBHBIX W
TOTIOJTHUTEIIBHBIX CBEICHUH 110 M3y4aeMbIM MaTepHaIaM.



KOHTpOJII:HBIG BOIIPOCHI W 3aAaHuA [JId MOPOBCACHUA TCKYIICTO KOHTPOJIA U HpOMC)KyTO‘-IHOﬁ

aTTeCTallMy 110 UTOraM OCBOCHHUA JUCIHUIIIIMHBI IPUBEACHEI B II. 5.2.

5. @oHA OLEHOYHBIX CPEICTB I NMPOMEKYTOUYHONH ATTECTAIMH MO JUCHUILIMHE (MOIYJII0),

BKJIFOYAIOIIWAH:

5.1. Onucanue mKaJj OLlCHUBAHUSA PE3yJabTAaTOB Oﬁy‘leHHH mo JTMCHUIIJINHE

3a4TCHO

YpoBeHs 3HaHUIT B 00BEME,
COOTBETCTBYIOIIEM IIPOTrpaMMe IOATOTOBKH.
JloImycTHMO HECKOJIBKO HETPYOBIX OMIHOOK

Yposenn copMHUpPOBaAHHOCTH lIkana oueHuBaHUs chOPMUPOBAHHOCTH KOMIIETEHIHMI
KOMIIeTeHU Ml (MHAUKaTOpa
JAOCTHIKEHHs] KOMIIETeHIIHIA) HE 3a9TCHO
YpoBeHb 3HAHUN HU)KE MUHUMAJBbHBIX
3HaHusg TpeboBanuii. Imenun mecto rpyOsie
OIITNOKH.

IIpu pemennu craHAapTHBIX 33124 HE
Ywmenus IIPOJIEMOHCTPUPOBaHbI OCHOBHBIE
yMeHus. Mimenu Mecto rpyObie OmMOKH.

[TpogeMOHCTPUPOBAHBI BCE OCHOBHBIC
yMeHusl. PelieHbl Bce OCHOBHBIC 3a1a4H (C
HETpyOBIMH OIINOKaMu). BEITIOTHEHBI Bee
3aJjaHus, B TOJIHOM 00beMe (C AOMyIIeHHuEeM
HEKOTOPBIX HEJOYETOB).

IIpu peleHny CTaHIAPTHBIX 33124 He
HaBbiku MIPOJIEMOHCTPUPOBAHBI 0A30BbIE HABBIKH.
Nmenu MecTo rpyOble OMINOKH.

ITponemMoHCTpHPOBaHBI Ga30BbIC HABBIKA
IIpY PELICHUU CTaHIaPTHBIX 3a1a4
(c momymieHHeM HEKOTOPBIX HEI0UeTOB).

Ikana oueHKN NPU MPOMEKYTOYHOM ATTEeCTALUN

YpoBeHb NOATOTOBKH

3auTeno Bce xommeTeHmu (4acTi KOMIIETEHIIHI), HA (OPMUPOBaHNE KOTOPHIX HalpaBJiieHa
JUCIIMIUIMHA, COPMHUPOBAHBI HA TIPHEMIIEMOM YPOBHE.
He 3aureno Xots ObI 0/1HAa KOMIIETEHIHA C(HOPMHUPOBAHA HA HE IPHEMIIEMOM YPOBHE.

5.2. TunoBblie KOHTPOJIbHbIEC 3alaHUs WM HUHBIC MaTepHaJIbl, HGOﬁXOIlI/IMbIe AJdA OLECHKH

pe3yJabTaToB 00y4eHHUs.

5.2.1. KoHTpo/1bHbIE BONPOCHI

Bonpocsr Kon ¢popmupyemoii
KOMIIETCHIIUH

1. OcHoBormonararoye HOpMAaTUBHO-TIPABOBBIE AKThI B CPEPE AEIONPOU3BOICTBA 1 VK-
nHpopmaruzanuu.

2. Knaccuukanys T0OKyMEHTOB: X BUIbI B OCOOEHHOCTH YK-4

3. OpraHu3alMoOHHO-TIPABOBBIE JOKYMEHTHI: BHJIbI, HA3HAYEHHE YK-4

4. PacnopsauTeNbHbIE TOKYMEHTHL: BUJIbI, HA3HAUCHHE. YK-4

5. MupopManuoHHO-CIpaBOYHbIE JOKYMEHTBI: BHIbI, HA3HAYEHUE YK-4

6. OcobeHHOCTH PabOTHI CO CITYKEOHBIMU MMCEMAMK YK-4

7. OG6uue tpeGosanust TOCT P 7.0.97-2016 VK-4

8. PeKBU3HTHI IOKYMEHTOB: COCTAB, HA3HAYEHHE, O(POPMIIEHHE. YK-4

9. BnaHku JOKyMEHTOB: MX POJIb W BUIbI YK-4
10.Butp1 51€KTPOHHOM MOATUCH YK-4
11.TlousTre NOKyMEHTOOGOPOTA, ET0 OPraHU3aIHsl, 00bEM YK-4
12.3ransl 1oKyMeHT0060pOTA. VK-4

13. JJoKyMeHTONOTOKH OpPraHU3aLH. YK-4

14 Perucrpanust JOKyMEHTOB: LIENH, TIPOLEAYPHI, TIPHHIIATIEI YK-4

7




15.9neKkTpoHHbIN TOKYMEHTOOGOPOT: OCHOBHBIE TIOHSATHUS ¥ IPEUMYIIECTBA

YK-4

16.IIprHIHAIET 2IEKTPOHHOTO JOKYMEHTO000pOTa YK-4
17.Haznauenne u ocHOBHBIE cBolicTBa COJI. VK-4
18.0cuosusie ¢pyuxiuu CI/I. VK-4
19.0co6ennocTu mpomecca CoriacoBanus JOKYMEHTOB B JJIEKTPOHHOMN U TPaJUIMOHHON (opMe. YK-4
20.XapakTepucTrKa IporpaMMHOTo npoxaykra «1C: JIokyMeHT0000pOT 8. YK-4

5.2.2. TumnoBble TeCTOBbIE 32IaHUs J1JIs1 OLIEHKH C(POPMHUPOBAHHOCTH KOMIIETEHIIHHU

TecThbl A9 OLUEeHKH KOMIeTeHINH «Y K-4»
1) 3azonoeox k mexcmy, smo:
a) HaMMEHOBAHUE BUJA JOKYMEHTA

0) uHpOpManus, SBISIOMIAICS TPEIMETOM COOCTBEHHOCTH U TOJIE)KAIIAst 3alIUTE

B) M3JIO)KEHHE OCHOBHOTO CMBICJIA TEKCTA JOKYMEHTA
I') TEKCT, COJEPKaIINi UCXOTHYIO HH(POpMAIIHIO

2) Kakoti u3z pexsuzumoe OOKymMenma pacnoiazarom Ha Juyesol uiu 0OO0POmMHOU CMOpPOHE

nocieoHe2o TUCma OOKYMEHMA 8 1e60M HUICHEM Yaiy?
a) OTMETKa O KOHTpPOJIe
0) OTMEeTKa O 3aBEPCHHUH KOITHH
B) UIACHTU(DUKATOP AIEKTPOHHOU KOIHUHU JOKYMEHTA
I') OTMETKa 00 MCIIOTHHUTENE

3) Kaxkotl uz pexeusumos exurouaem 6 cebsi noumosslil aopec, Homep meieh)ona u opyaue céedenus

1O YCMOMPEHUI0 opeanuzayuu’?
a) Tpud yTBEpKICHUS
0) HauMEHOBaHKE OpraHU3aAIUU
B) CIPaBOYHBIC IaHHBIE 00 OpraHU3aIIN
I') OTMETKa 00 UCITOJIHUTEIIS

4) Cmanoapmuwiti 1ucm 6b6ymazu ¢ S0CAPOU3BECOCHHOU HA HeM NOCMOSAHHOU uH@opmayuel u

MeCcmoM, OmeeoeHHbIM OJisl NePEMEHHBIX PEKSUSUMO8, IMO.
a) IpuUKa3
0) aHHOTaIUA
B) hopmysip
r) OJlaHK JOKyMEHTa

5) B kakux cnyuasx crnedyem Ha OOKymenme ogopmisames pexeusum «Mecmo cocmagnenus uau

us0auusi OOKymeHma»?
a) eCJIM aBTOPOM JOKYMEHTa sBisieTcs punuan pupmsr

0) ecii B JTaHHOM JIOKYMEHTE MIPUCYTCTBYET peKBU3UT «CIpaBOYHbIE TaHHBIE 00 OpraHU3alun»
B) €CJIM Ha3BaHUE TEPPUTOPHH, T HAXOAUTCS PUpMa BXOIUT B €€ O(HUITHATbHOC HAMMEHOBAaHNE
I') €CITU TOKyMEHT o(opMIIeH Ha OJlaHKe MUChMa

6) He oaem 603moCcHOCIU cUCMeMamu3uposams 3anucu gopma pecucmpayuu OOKyMeHnmos
a) KapTouHas



0) JKypHaJIbHas
B) aBTOMAaTH3UPOBaHHAS
I') LIEHTpaJIM30BaHHAas

7) OcHogHbiMU Yersimu uccied08anusi OOKYMEHMONOMOKO8 OP2AHUIAYUL AGTISIIOMCSL
a) yJIydlieHHe KauecTBa 00paboTKU JOKYMEHTAIINH

0) CBOEBPEMEHHOCTD MPEOCTABICHHS HH(HOPMAITUH

B) YCKOPEHHUE JIBUKCHUS JOKYMECHTOB B OpraHU3alluu

r) noBbleHUE 3()(HEKTUBHOCTH YIPABICHYECKON IEATEIHOCTH

8) Ha ocrnosanuu kako2o 00KyMeHma npouzeooumcs YHUUmodx cenue 0oKymenmayuu, 0Jisk KOmopou
3AKOHYUILCSA CPOK XPAHEHUS

a) MpuKasza

0) pacnopsoKeHHS

B) aKTa

I) yKa3aHus

9) Ompaosicaem cneyughuueckue ocobennocmu pabomei ¢ OOKyMeHmayuell, Xapakmepuvle OJisl
KOHKDEMHOU 0p2aHUu3ayuu

a) 'OCT P 7.0.97-2016

0) MHCTPYKIHUS IO JICTONPOU3BOJICTBY

B) HOMEHKJIATypa Je

') MOJIOKEHHE O CTPYKTYPHOM TOJIpa3/ielieHun

10) He sensiemces hynxyuei cucmemvl 21eKmMpPOHHO20 OOKYMEHMOo00opoma
a) 6e30MacHOCTh

0) mojIepKKa CUCTEMbl KOHTPOJIS KaueCcTBa

B) pallMOHAJILHOE CTPOECHUE

I') BEpPCHOHHOCTD

% MpaBWIBHBIX OTBETOB OrneHka
Kputepuu ornieHku tecrta ot 60 u BbIIIE 3a4TECHO
menee 60 uan He mucan HE 3a4TE€HO

5.2.3. Tunossble 3aJaHus 11l OEHKH C(POPMUPOBAHHOCTH KOMIIETEHIUI
IIpakTuyeckue 3aaHus 1Js1 OLeHKH KoMIneTeHIun «YK-4»

1. Ananu3 gaxkTHyecKoro Marepuana: HaJuTe OMIMOKY B COCTaBIECHUU U OPOPMIICHUH PEaIbHBIX
JOKYMEHTOB (ITMChbMa, MPUKAa3bl, PACIIOPSIKEHUS, TOKIaIHbIE 3aUCKH U JIp.)

KpuTepun onieHKu NpocThIX 3aiaHui OrneHka
Crynentsl Haxoaar 6osiee 70% omuboK, TOMYIEHHBIX TPU 0(QOPMIICHUH PeabHBIX AUTCHO
JIOKYMEHTOB
Crynentbl Haxoaat MeHee 70% oImmnOoK, TOMyIEHHBIX PU 0()OPMIICHUH peaibHBIX HE 3AUTEHO
JIOKYMEHTOB




2. CocraButh ciyxebnoe muceMo u3 HHI'Y Ha mpeamnpustue o HampaBlIeHUHM CTYJICHTOB Ha
npousBojicTBeHHYIO MpakTuky mo 'OCT P 7.0.97-2016 na yrinoBom 6nanke HHI'Y u oTBeTHOE MUCHEMO
OT MPEANpPUATHS O HA3HAYEHUU PYKOBOAUTENS MPAKTUKH OT HMPEAIPUATHUS.

Kpurepun oLieHKH IPOCTHIX 3alaHUI Orenka
CryZneHThl BBIOIHWI 3aaHue 6e3 onMoOoK, 1100 ¢ HeOOIBIINMHU HEI0YeTaMH 3a4TEHO
CTyIeHThI JOITyCTHII MHOTO OIIHOOK IPH 0OPMIICHHN TOKYMEHTOB HE 3a9TCHO

JlabopaTopHas padora 1

[IpousBectu B cucreme 1C: Ilpeanpusitie KOMIbIOTEPHYIO CUMYIISILIUIO 1O CICAYIOUICH 3ajaye:
€CTh KOMMEpUEeCKas OpraHu3alus ¢ COOTBETCTBYIOIIUMU cly>k0amu (Kymu mpofaii). Ha ckman npusesnu
toBap. IlocTyruienue ToBapoB Ha ckiiaa. TOBapHO-TPAaHCIOPTHAS HAaKIagHAsA, c4eT (akTypa Ha OIUIaTy,
cueT ¢akTypa B KHUTY MOKYNOK (0T KiamoBimka Oyxrantepy). Co ckiaga JOKYMEHTHI MEpeaaloTcs B
Oyxranteputo. JIOMKHOCTH: KJIAQIOBIIMK Oyxrairep. BeimuceiBaeTcss miuaTé&xHOE MOpy4YEHUE
(MHAHCOBOMY JUPEKTOPY, OH MEPENpaBisieT TeHePAITBHOMY, BO3BpamiacT (MHAHCOBOMY, (DUH. TJIaBOYXY,
rnaBOyx OyxranTepy MOJATOTOBUTH IUIAaTEXKY M OTHpaBiseT B Oank. [lepenaya HakmanHoil Oyxranrepy,
BHECeHUE HH(POPMAINH B pEerucTp Oyxraarepckoro yuera ToBapsl MoIydeHHEIE.

JlaGopaTopHas padora 2

O3HakOMUTKCS € 1eMo Bepcueit mporpammbl 1C:JIokyMeHT0060poT 8

Crynenty Heobxonumo mpoiTu 1o cebiike http://docflow.demo.1c.ru/docflow/ru_RU/
Bri6path coTpyaHuKa U3 MPEI0KEHHOTO CITUCKA (711 KOMMEPYECKO OpraHu3ainn)

O3HaKOMUTKCS C OCHOBHBIMH (DYHKIIMSIMH CHCTEMBI Ha IpUMepe yueOHOM 06a3bl JOKyMEHTOB JleMo-
Bepcuu. IlogroroBurs otuer o0 paboTe C TOPUIIOKEHUEM  pacleyaToK dKpaHHBIX  (opMm
1C: HoxkymMeHTO000DOT 8

6. YueOHO-MeTOAMUYECKOE M NH(POPMALIMOHHOE 0O0ecneuyeHue TUCIHIIIMHBI

@) OCHOBHAs TUMepamypa:

1. 9JICKTpOHHBII>'I ,Z[OKYMCHTOOGOpOT u 06ecnequI/Ie 6630H8.CHOCTI/I CTaHAApTHBIMU CpPCACTBAMU
windows : yue6Hoe mocodue / JI.M. Epnokumosa, B.B. Kopsokun, A.H. ITeubkun, O.I'. 11IBeukoBa. —
M.: KYPC, 2019. - 296 c. - Pexxum noctyna: http://znanium.com/catalog/product/1001864

0) OonoaHumenvHas umepamypa:

1.beikoBa T.A., Ky3nenosa T.B., Cankuna JI.B. JlokymeHTalmoHHOE oOecriedeHue yIrpaBieHUs
(HenompousBoctBo). Yuebnoe mocodbue / HUL UHOPA-M, 2018. — 304c. ISBN:978-5-16-004805-5.
Pexxum noctyma: http://znanium.com/catalog/product/942800

8) Ilpoepammnoe obecneuerue 1uyeH3UOHHOE U C60OOOHO PACHNPOCMPAHAEMOe
— Omnepanuonnas cuctema Microsoft Windows

— INaker npuknagusix nporpamm Microsoft Office

— IIpaBoBas cucrema «KoHCYIBTaHT TUTIOCH»

— 1 C:Ilpennpusitue 8

— bpaysep 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-pecypcoi

— Caiit o cucreme nporpamm 1C npennpustue 8: https://v8.1c.ru/overview/,

— Jlemo-Bepcuu npopammbl 1C Jlokymenroo6opot: http://v8.1c.ru/doc8/demo/index.htm

— Tlopran MabopMaimOHHO-TEXHOJIOTHYECKOE CONPOBOXKAeHHUE Tosib3oBaTenei 1C:IIpennpusrue.
https://its.1c.ru/

— Hayunas anextponnas 6ubmuoreka: https://elibrary.ru/project risc.asp

— Hamwmonansnas miardopmMa oTKpeITOro obpasosanmus: https://openedu.ru/

— ApXuB BeAyIIMX 3anaHbIX HAYYHBIX KYPHAJIOB Ha poccuiickoit marpopme HOMKOH:
http://archive.neicon.ru/xmlui/

—  Komnekmus sxypaamos Economics, Econometrics and Finance:
https://www.sciencedirect.com/#open-access [/lara ob6pamienus 08.11.2019]

— ECM-Journal.ru — mopran 00 opraHu3aiuu 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa U YIpPaBICHUU
JIeTIONPOU3BOICTBOM, [3JICKTPOHHBIH pecypc]: uHTepHeT-nopTait. url: http://ecm-journal.ru

— He3aBucHMBIif TOPTAT O CHCTEMaX JIEKTPOHHOTO JJOKyMeHTooboporTa: http://www.doc-online.ru

— AdanaceeB A. Meronbl ynpaBieHHS JOKYMEHTOOOOpPOTOM B opranm3auuu // Marepuais
koH(pepeHMu «OducHble MHGOpMaMOHHbIE cucTeMbl «96» [DaekTpoHHBIH pecypc. Pexum gocrtyna:
http://citforum.ru/ofis/ofis96/index.shtml

— OBC «Opaiity». Pexxum nocryna: http://biblio-online.ru

— OBC «KoncynpranT cryaenrtay. Pexxum nocryna: http://www.studentlibrary.ru

— DBC «Jlanby». Pexxum nocryna: http://e.lanbook.com/

— OBC «Znanium.comy. Pesxum fgoctyma: Www.znanium.com

0) npogeccuonanvrvie 6a3vl OAHHBIX U UHDOPMAYUOHHBLE CNPABOYUHBLE CUCTEMbL

— basa naHHBIX perieH3upyeMoit muteparypsl Scopus: https://www.scopus.com [26.10.19]
— baza manueix Web of Science: https://apps.webofknowledge.com [26.10.19]

— FAPAHT. UudopmarrionHo-paBoBoii-noprain: http://www.garant.ru/

— IIpaBoBas cucrema «KOHCYJIBTaHT ILITIOCH

7. MaTepuajibHO-TeXHUYECKOe o0ecrevyeHue T CUUIIMHBI

[TomenieHus: mpeaCTaBISIIOT COOOM ydeOHBIE aylUTOPUU Ui TPOBENEHUS YUeOHBIX 3aHATUH,
OCHallleHHbIE O00OpYAOBaHHEM U TEXHUYECKHMMU CPEACTBAMU OOYYEHHS: MPOEKTOpP, KOMIIBIOTEPHI,
yueOHasi Me0Oenb (CTOIbI, CTYIbs).

[Tomerienus U1 caMOCTOSTEIHLHON pabOThl 00YJAIOIIMXCS OCHAIICHBI KOMIIBIOTEPHON TEXHUKOM C
BO3MOXXHOCTBIO TMOAKIIOUEeHUss K cetn «VHTepHeT» U oOecnedyeHbl JOCTYIIOM B 3JIEKTPOHHYIO

nH(}OpPMaLMOHHO-00pa30BaTEIbHYIO Cpeay By3a.
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