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BBEJAEHHUE

Metoauueckue pekOMEHAAUUU Uil OOYYarOIIMUXCSl MO OCBOEHUIO IUCIIH-
IUIMHBI «DJIEKTPOHHBIN TOKyMEHTOO00POT» (PEKOMEHYEMBIN PEXUM U XapaKTep
yueOHOU paboThl, B TOM YKCJIE B YACTH BBIINOJHEHUS CAMOCTOATEIbHON pabOThI) —
KOMIUIEKC PEKOMEHJAIMI U Pa3bsCHEHUH, MO3BOJSIONIMA O0y4YaroUIMMCsl ONTH-
MaJbHBIM 00pa30M OpPraHM30BaTh MPOIECC U3YUYEHHUS KaK TEOPETHUECKOIro y4eo-
HOTO MaTrepuana JUCLUUIUIMHBI, TaK W TMOJATOTOBKHA K IPAKTUYECKUM 3aHATHIM
u/unn 1abopaTopHbBIM paboTam, B TOM YKCIE MPOBOJUMBIM C UCTIOIb30BAHUEM aK-
TUBHBIX U MHTEPAKTUBHBIX TEXHOJIOTHI O0YyUEHHUS. .

JucuunnuHa «NeKTPOHHBIA JOKYMEHTOOOOpOT)» SABIAETCS OJHON U3 MPO-
(UIBHBIX TUCUUILIMH B 00€CredyeHUH TPO(ECCHOHATIBHOTO CTAHOBIEHUS Oyy1ie-
ro OM3HEC-aHAMTHUKA.

L{enp IMCUMIUIMHBI — HAYYNUTH CTYJECHTOB PEIIATh 3a/1a4d, CBA3aHHBIE C IIe-
pexoaoM K 6e30yMa)KHOM TEXHOJOTMH YIPaBJIEHUS YKOHOMUYECKUMHU CHUCTEMaMHU
IIyTEM HCIIOJIb30BaHUs CPEICTB aBTOMATU3aLUU IPOLIECCOB COCTABJICHUS U BBOJA
AJIEKTPOHHBIX JOKYMEHTOB, UX 00pabOTKU, XpaHEHUsI, IOUCKA U Tepeaaydu, a Tak-
K€ MPOLECCOB MJIAHUPOBAHUS JOKYMEHTOO00pOTa U OM3HEC-TIPOLIECCOB, KOHTPOJIS
VICTIOJIHEHU s, aHAJIN3a U COBEPLIECHCTBOBAHUS.

3aaun TMCUMIUIAHBL

— BBIPa0OTKa y 00YyYaIOINUXCs KOHLENTYalIbHBIX IPEICTABICHUNA O IPUPOEC
U CYIIHOCTU NMPUMEHEHHUSI 3JIEKTPOHHON CUCTEMBbI YNpaBJIEHUS TOKYMEHTOO00PO-
TOM B Pa3JIM4YHbBIX cPepax IKOHOMUUECKON IEATEbHOCTH;

— (opMHpOBAHUE U 3aKPEIJICHUE HAYYHBIX NPEICTABICHUI, 3HAHUI U OIIbI-
Ta JEATEIIBHOCTU O COBPEMEHHBIX METOJAX OPraHU3alMM U UCIIOJIb30BAHUSA JJICK-
TPOHHOM CHCTEMBI YIPABICHUS IOKYMEHTOOOOPOTOM.

JlucuuniauHa peaiu3yeTcsi B paMKax 4acTd, (pOopMHUpyeMOW y4yaCTHHUKaMHU
00pa30BaTeNbHBIX OTHOILIEHUH, U OTHOCUTCS K MPOPECCUOHATBHOMY MOIYJIIO.

JucuunnvHa uzyyaercs Ha 4 Kypce B 7 ceMecTpe.

OCHOBHBIMHM BUJAMU Y4€OHOUW paOOThI MO JAHHOW AUCIHUIUIMHE SBISIOTCS
JIEKLIMH, TPAKTUYECKUE 3aHATHS, caMOoCTosiTelIbHas paborta oOywarommxcs. s
YCHEIIHOTO OCBOCHMSI JUCIUIUIMHBI CTYAEHThl HEOOXOIMMO U3YUYUTh JIEKIIMOHHBIN
MaTepuanl U pPeKOMEHJIyeMYIO JUTepaTypy, oTpadoTaTh M3YUEHHBIM Marepuan Ha
MPAKTUYECKUX 3aHSTHUSIX, BBIIIOJHUTD 3aIaHUSI 111 CAMOCTOATENbHON pabOTHI.



1 Jlekuun

Jlekmust — 9T0 BaXKHBIM UCTOYHUK MH(GOPMAIIUU 0 KaXKI0H yIeOHOM AUCITH-
muHe. OHa OPHUEHTHUPYET CTYJEHTAa B OCHOBHBIX IpoOJieMax M3ydaeMoro Kypca,
HaIpaBJISIET CAMOCTOSTEILHYIO pa0OTy Ha/l HUM.

ConepxkaHue JEKIMOHHOTO Kypca MO JUCIUILIMHE «DJIEKTPOHHBIA JTOKY-
MEHTO000POT» MPEJICTABICHO B TAOIHIIE

TPOHHOI'0O JOKYMECHTO-

Hene- | HamumenoBaHue pa3aesa
Conepxanue
JIse / TeMbl T CIUTIJINHBI
1-8 |1. O0mue 0CHOBBI JIEKTPOHHOTI0 JOKYMEHT0000pOTA
1.1. lokymeHT, ero
Hoxky ’ JlokymeHT u ero pyHkuuu. MadopmanionHbie
¢Gynkuuu, vapopmanu- o
. CBOMCTBA U KOMMYHHKATUBHBIE BO3MOKHOCTHU
OHHbIE CBOMCTBA H KOM-
1-2 nokymeHTa. CriocoObl U cpeACcTBa JOKYMEHTH-
MYHHUKATHBHbIC BO3MOK-
poBaHus. MaTepuanbHble HOCUTENN JOKYMEH-
HocTH. Cioco0bI U cpel- .
TUPOBaHHOU HH(pOpMaAIUU
CTBA JOKYMEHTHPOBAHUSA
OcCHOBHBIE MOHSITHS AEIONPOU3BOICTBA.
[IpuHIMIIBI OpraHu3auu JOKyMEHTO000pOTa.
1.2. Tepmunosiorusi xe- |Oopmbl OpraHuzanuu padoThl C JOKYMEHTAMMU:
5.3 |1ONPOM3BO/CTBA. IloHsi- |LIeHTpanu30BaHHAs, AELEHTPAIN30BaHHAs U
THEe W CTPYKTYypa A0KYy- |cMemnianHas. Buabl ”HGOpMalMOHHBIX MOTO-
MEHT0000poTa KOB U OpraHu3aIus paboThl C JOKYMEHTAMH.
HopMatuBHO-ipaBoBOE peryaupoBaHue JOKY-
MEHTO0000pOTa
[TonsiTrie 1 MpUHIUIIBI QYHKITMOHUPOBAHUS
CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOoTa U
0a3 naHHbIXx. OCHOBHBIC XapaKTEPUCTUKU CH-
CTEM BJIEKTPOHHOTO JOKYMEHTO000pOTA.
1.3. O0mas xapakrepu- P HOKY p
Knaccudukanus cucteM 3JeKTPOHHOTO JIOKY-
4-5 |cTHKA 3JIEKTPOHHOIO /10-
MEHTO000pOTa. 3aJa4l CUCTEM JIEKTPOHHOTO
KYMEHT0000poTa
nokymeHToobopoTa. Kpurepuu Bei6opa cu-
CTEMBI 3JIEKTPOHHOTO JIOKYMEHTOO0O0POTA.
TpebGoBaHus Kk cuCTEME SIESKTPOHHOTO JTIOKY-
MEHTO0000pOTa
[Ipennockuiky U yCIOBUSL BHEAPEHUS! CUCTEM
1.4. Cucrembl 3JIEKTPOH- p Y P
3JIEKTPOHHOTO JOKYMEHTO00opoTa. OcoOeH-
HOT'0 JOKYMEHT0000pOTA
. HOCTHU U OCHOBHBIE BO3MOXKHOCTH, peain30-
6-7 |B poccuiickoMm UH(pOP- ,
BaHHBIC B Han0OJIee pacpOCTPaHEHHBIX Ha
MAaIMOHHOM MPOCTPaH- .
cIBe POCCHUICKOM PBIHKE CUCTEMaX JIEKTPOHHOTO
JIOKYyMEHTO000pOoTa
1.5. Opranm3anus me:x- |[IoHsATHE M IPUHLINIIBI TOCTPOECHUSA MEKBE-
7-8 |BeIOMCTBEHHOI0 3JIeK- |JOMCTBEHHOIO 3JIEKTPOHHOTO JOKYMEHTOO00O0-

pota. OGecneuenue nHGHOPMAIIMOHHON 0e3-




Hene- | HammenoBanue pa3jaeia
Conep:xkanue
JA / TeEMBI AUCIUIIIMHBI
obopora B Poccmiickoii  |0ONIaCHOCTU MEKBEIOMCTBEHHOI'O AJIEKTPOHHO-
Denepannu r'o JIOKYMEHTO000pOTa

JIJIst TeKIuit o KaXKJA0My TIPEeIMETy JO0JhKHA OBITh OTAENbHAS TeTpaib JJIS
nexuuid. [Ipexae Bcero, 3amuImmTe UMsi, OTYECTBO M (PaMUIIHIO JIEKTOPa, OCTABBTE
MECTO JIJIsl CITUCKA PEKOMEHIOBAHHOM JINTEPaTyphl, MOCOOUI, CTPAaBOYHHUKOB.

BynpTe BHUMATENbHBI, KOTJA JIEKTOP OOBSIBISET TEMY JCKIIUU, OOBICHSET
Bam mecTo, KOTOpo€ 3aHMMAET HOBBIM IIpeAMET B Bamelh moAroToBke U 4eMy HO-
BOMY BbI cMoxkeTe HayduThCs. ONBITHBIN CTYJIEHT 3HAET, 4TO, KaK MpPaBUJIO, Ha
MEepBOM JIEKIIMU TperofaBaTelb OOOCHOBBIBAET CBOM TpeOOBaHUs, PACKPHIBAET
O0COOEHHOCTH YTEHUS Kypca M CIIOCOObI C/IauM 3a4eTa WK IK3aMeHa.

OTtcTynuTte mosisi, KOTOpble MOHAT00STCS ISl pa3IMYHBIX TTOMETOK, 3aMeda-
HHUU U BOIIPOCOB.

3anuch CcoOAEp)KaHUS JIGKIUMWA OYEeHb WHAWBUIyabHA, MUMEHHO IO3TOMY
TPYAHO MOJB30BATHCA Uy>KUMU KOHCTIIEKTaMHU.

He crecnsiitech 3amaBath Bompockl npenojaBarento. Uem Oonpuie y Bac
Oynet undopmaiuu, TeM cBoOoAHEE U yBepeHHee Brl Oyaere ceOst 4yBCTBOBATh.

bazoBkie pekomeHanuu:

- HE CTapalTeCh JOCIOBHO KOHCIIEKTUPOBATH JICKIIUU, BBIICIISINTE OCHOBHBIE
MOJIOKEHHUS], CTapaTECh MOHATH JIOTUKY JIEKTOPA;

- TOYHO 3aIlUChIBAlTE OMPECIICHUs], 3aKOHBI, TTOHITHSI, (DOPMYJIIBI, TEOPEMBI
T,

- IepelaBaiTe U3JlaracMblii MaTepual JISKTOPOM CBOMMH CJIOBAMU;

- HanboJiee BaXKHBIC TTOJIOKEHUS JICKIIUU BBIACISIUTE MOAYCPKUBAHUEM;

- CO3JalTe CBOIO CUCTEMY COKpPAILEHHUS CJIOB;

- TPUBBIKAWTE MPOCMATPUBATH, IIEPEUUTHIBATH IMEPEJ HOBOWU JICKLIHUEH
NpeAbIYITYI0 HHPOpMAITHIO;

- IONOJIHAWTE MaTepua JEeKIMH HHPOpMaLIUEeH;

- 3a7JaBalTE BOIPOCHI JIEKTOPY;

- 00s13aTeIbHO BOBPEMsI TIOTIOJIHSINTE BOZHUKIITUE TTPOOEIIHI.

[IpaBwia TakTHYHOTO MOBEACHUS U A(HPEKTUBHOTO CAYIIAHUS HA JCKIIUAX:

- CIyWIaTh (M CHBIIIATH) APYTOro 4eJIoBeKa — 3TO HACTOSIIEE UCKYCCTBO, KO-
TOPOE OYEHb MPUTOIUTCS B Oy IyIIel MpodheCcCuOHAIBHON AESTENHHOCTH;

- €CJM IIpenoAaBaTellb «CKy4YHbI», HO Bbl 4yBCTByeTe, 4TO OH JIEUCTBHU-
TEJHHO BJAJICET MaTEPHUAIIOM, TO CKyKa — 3TO yke Baia nmuunas mpoOsiema (CTout
BOOOIIIE CIPOCUTH ceOs, a HacTosAuMil 11 Bel cTyaeHt, ecniu Bam He mHTepecHa
JIEKIUS CrieranucTa?).

Ecnu Bel B ueM-T0 He coriacHbl (WM HE IOHUMAETE) ¢ MPENoJaBaTesieM, TO
COBCEM HE 00s3aTENBHO TYT )K€ MepeOuBaTh €ro 1, TeM 0oJiee, BRICKA3bIBATh CBOH
MIPE/ICTABICHUS], IaXKe €CJIM OHU U KaxkyTcsi Bam BepHbiMu. [lepebuBanue nperno-
JlaBaTeNsl Ha IOJYCIOBE — ATO BEPHBIM IMPU3HAK HEBOCIUTAHHOCTH. A BOIPOCHI
CJIelyeT 3aJ1aBaTh JIMOO MOcCIie 3aHATUHM (U1 3TOr0 MX HAJI0 KPaTKO 3amucaTh, 4TO-
OBl HE 3a0bITh), MO0 BHIOPAB MOMEHT, KOTJla MPENo/iaBaTelb ClIejiall XOTs Obl He-
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OOMBITYIO May3y, U 003aTEIHHO U3BUHUBIIHUCH.

2 IlpakTH4yecKkue 3aHATHA (CEMHHAPDI)

[TpakTryeckue 3aHATUS SBISIOTCS BaKHOM 4YacThiO Yy4eOHOTro Ipolecca B
By3e. OHU MPOBOZATCS C LENbIO 3aKPEIVIEHUsI JIEKIIMOHHOTO MaTepuaia, OBJaje-
HUS TIOHATUIHBIM anmapaToM IMpeaMeTa, METOJaMu U MpUEMaMU HCCIIeIOBaHNUA,
U3y4aeMbIMHU B paMKaxX y4eOHOW TUCIUIUIMHEL. [ J1aBHOM 11eNbl0 TaKOTO poja 3aHsi-
TUH SBJSIETCS] HAYUYUTHCS MPUMEHEHUIO TEOPETUUECKUX 3HAaHUHN Ha MPaKTUKE.

CopepxaHue MPaKTUYECKUX 3aHATUN MO TUCHUIUIMHE «DJICKTPOHHBIA 0-
KyMEHTOOOOPOT» MPEACTAaBICHO B TaOJIHUIIE.

Hene-
JA

HaumenoBanue pasaesa
/ TeMBI TUCIUILIMHBI

Copep:xanue

9-16

2. Opranusanusi 3JIEKTPOHHOT0 TI0OKYMEHT0000pOTa B cUCTeMe

«1C:JIoKyMeHT0000pOT?

2.1. CpaBHeHue
«1C:JlokymeHTO000POT»
¢ IPyrMMH IporpamMmma-
MH

JlaGoparopHas padota Nel. @yHKIIMOHAIBHOE
cpaBHeHue «1C:JlokyMeHTo000pOTa» U aHa-
aoruyHbIxX nporpamm («KELMAY, «IEJIO»,
«Jlmamok», «Docsvision», «ONLYOFFICEy)

2.2. O0urue BONPOCHI 1O
padote ¢ mporpamMmoii
«1C:lokyMeHT0060pOT»

JlabopaTtophas paborta Ne2. U3yuenue unrep-
detica mporpammel «1C:JIoKyMEHTOOO0POT:
pabouunii cTOJI, MEHIO (PYHKITUH

10

2.3. Tunbl JOKYMEHTOB B
cucreme
«1C:lokymeHT0000pOT»

Jlabopatopnas pabota Ne3. Coznanve uHau-
BUJyaJbHBIX BUI0B JOKYMEHTOB B
«1C:1okyMeHTO-000pOT» C pa3HbIM HAOOPOM
PEKBHU3UTOB

11

2.4. Bxoasimiue 10KyMeH-
ThI B CHCTEMe
«1C:lokymeHTO000pPOT»

JlaGoparopnas padota Ned. O6paboTka BXO-
JATIX TOKYMEHTOB B
«1C:1oKkyMEHTO000POT»: MMCHMO, 3aIPOC,
PEJIOKCHHE

12

2.5. BHyTpeHHueE 10KY-
MEHTHI B CHCTeMe
«1C:IokymeHTO000pPOT»

JlabopaTtopHas pabota Ne5. PaGoTa ¢ BHyT-
PEHHUMH TJOKyMEHTaMU B
«1C:lokymeHTo000pOT»: CiTykeOHasl 3anucka,
aKT, 3asIBJICHUS, TPUKA3bI

13

2.6. loroBopHasi padora
B CUCTeMe
«1C:lokymeHT0000pPOT»

JlabopaTtopHnas pabota Ne6. YnpasneHue 10ro-
Bopamu B cucteme «1C:JlokyMeHTO000pOT»:
JIOTOBOP apeH/ bl 000PY10BaHMsI, TOTOBOP
apeHIbl IUIOIIAIEN

14

2.7. CBs13u MeXKIY I0KY-
MEHTaMH B cHCTeMe
«1C:lokyMeHT0000pOT»

Jlabopatopnast pabota Ne7. Hactpouts u
YCTaHOBUTH CBSI3U MEXKY 33JaHHBIMU JI0OKY-
meHTamu B cucteme «1C:JlokyMeHT0000poT»

15

2.8. Tunosbie mpoueccsl
B CHCTeMe

JlabopaTtopHas pabota Ne8. Ynpasnenue npo-
[[eCCaMU U 3aJla4yaMu, UMEIOLITUMUCS B CUCTE-




Hene- | HammenoBanue pa3jaeia
JIsl / TeMbl JUCHUNIIIHMHBI
«1C: JoxymenToo60poT» |Me «1C:JloOKyMeHTOO0OPOT»: paccMOTpEHHE,
UCIIOJIHEHUE, COTJIACOBAHUE, YTBEPKICHUE,
perucTpanys, 03HaKOMJICHHE
JlabopaTtopHas pabota Ne9. Ynpasnenue me-
pPONPUSTUSIMU B CUCTEME
2.9. CoBmectHas padora |«1C:/JokyMeHTOO00pPOT»: IOATOTOBKA, MMPOBE-
15 |B cucreme neHue, opopMIIEHHE TPOTOKOJIA, UCTIOIHEHUE
«1C:1okyMeHT0000pOT» |PELICHUM, aHAIN3 MEPOIIPUATHUSL.
JlabopatopHas padorta Nel0. Yuer no npoexk-
taM B cucteme «1C:JlokymeHT0060pOT»
JlabopatopHas pabota Nel 1. M3yuenue Bo3-
MOXHOCTEH BHYTpeHHETO (hopyMa U dJIeK-
TPOHHOM MOYTHI CUCTEMBI
«1C:1o0KyMeHTO0O0pOT»: CO3JJaHUE TEM, I'O-
JIOCOBAHHUI, 3aITyCK MPOLIECCOB HA OCHOBAaHUU
COOOUIEHUH U TEM
JIaGoparopHast pabota Nel2. M3yuenre BO3MOX-
HOCTEI BHYTPEHHETO KAJIEH1apsi CUCTEMBI
«1C:Jloky-MeHTO0O0pOT»: HAITOMUHAHUE, TIO-
BTOPEHUE COOBITHIT; XPOHOMETPAXK U OTPAKEHUE
BBITTOJTHEHHUS pabOoT 10 3a/1a4aM; €XKETHEBHBIN
OTYET COTPYAHUKA O (PaKTHUECKHUX TPYyA03aTpa-
Tax; y4eT OTCYTCTBHUSI COTPYHUKOB

Conep:kanue

2.10. O0menue coTpya-
16 |HMKOB B cUcTeMe
«1C:lokymeHT0000pOT»

2.11. Yuer padouero
BpeMeHHU

16

Ha npakTrueckom 3aHATHN 00CYKIAIOTCS TEOPETHUECKUE MOJIOKEHUS U3Y-
4aeMoro MaTepuana, yTOUHSIOTCS TMO3UIMH aBTOPOB HAYYHBIX KOHIICINI, BEICT-
csi paboTa MO OCO3HAHWIO CTYACHTAMH KAaTETOPHAIBHOTO ammapara H3ydaeMoi
JTUCHMIUIMHBL, onpenensercs U GopMyJInpyeTcsi OTHOLICHHE YYalIUXCsl K TEOPEeTH-
YeCKUM TpolsemMaM Hayku, odopmiisieTcss COOCTBEHHAs MO3UIMS OyIyIIero crie-
nuanucra. @opma paboThl — JUANIOT: U CTYACHTHI, U MpernojaBaTellb BIpaBe: 3aa-
BaTh APYT JPYTy BOMPOCHI, KOTOPHIE BOSHUKIU U MOTYT BOSHUKHYTh Y HUX B IIPO-
ecce M3yueHuss U OOCYXKIEHUs Marepuala, ACTUThCS CBOMMH COMHEHHUSIMHU,
HaOJIOICHUSIMU, TIPUBOAUTE JIOBOJBI «32» M «IIPOTUBY» TOW WM MHOW TMO3MIINH,
00OCHOBBIBaTh BO3MOKHOCTh IPUMEHEHHS Ha MPAKTUKE TE€X WJIM UHBIX TEOPETHYE-
CKUX IOJIOKEHUM.

JIJ1st TOATOTOBKM K IPAKTUIECKOMY 3aHSATHIO CTYICHTaM PEKOMEHTyeTCsI:

- U3YYHTH BOIIPOCHI, KOTOpPBIE OyayT 00CYKIaThCsl Ha 3aHSATHH,

- M3yYUTh CIIICOK OCHOBHOM M TOTIOJTHUTEIHHON JTUTEPATYPHI, T CTYIACHTHI
MOTYT HalTH OTBETHI HA BONPOCHI, OOPaTUTh BHUMAaHHE HA KATETOPUU, KOTOPHIMH
OTIEPUPYET aBTOP, BHIMICATh OCHOBHBIC MOHSATHUS M CHCTEMaTU3UPOBATh UX;

- pa3paboTtaTh OJIOK-CXeMy, B KOTOPOH HaWAyT OTpa)X€HHE BCE U3ydaeMble
BOMPOCHI TEMBI;



- COCTaBUTh Pa3BEPHYTHIN IUIAH M3y4aeMOIr0 MaTepuaia, KOTOPBIH MOXKET
OBITh MCIIOJIB30BaH JUIsl OTBETA HA 3aHITHH.

B Hauane 3aHATHS CTYJEHTHI 110JI pyKOBOJCTBOM IperojiaBareis 6oiee riy-
OOKO OCMBICIIMBAIOT TEOPETUUYECKUE MOJIOKEHHS 110 TEME 3aHATHS, PACKPBIBAIOT U
OOBSCHSIIOT OCHOBHBIE IOJIOXKEHUS MTyOJMYHOIO BHICTYIUIEHHs. B mpouecce TBOp-
YEeCKOro 0OCYX/IEHUSI U AUCKYCCUU BbIpadaThIBAlOTCS YMEHUS MU HAaBBIKUA HCIOJIb-
30BaTh NPUOOPETEHHBIE 3HAHUS JJIs1 PA3IIMYHOTO POJIa OPATOPCKOM NEATEIBHOCTH.

BBuay TpynoeMKOCTH MOATOTOBKM K MPAKTUYECKOMY 3aHATHIO MPEMNojiaBa-
TEIb MOXET MPEIJIOKHUTH CTYIACHTaM allOPUTM JCUCTBUN, PEKOMEHIIOBAThH €IIIe
pa3 BHUMATEIBHO MPOYUTATH 3aMUCH JICKIUI U y>K€ TOTOBBI KOHCIIEKT MO TeMe
CEMUHapa, TIATEIbHO MPOIYMaTh CBOE YCTHOE BBICTYIUICHHUE.

Ha mpakTideckoM 3aHSITHH KaXK]IbIi €T0 YJAaCTHHUK JOJKEH OBITh TOTOBBIM K
BBICTYIUICHHIO 0 BCEM IOCTABIECHHBIM B TUIAHE BOIMPOCAM, MPOSBISATH MaKCH-
MaJIbHYI0 aKTUBHOCTb IPU HUX PACCMOTPEHUU. BBICTymIIEHHE OJKHO CTPOUTHCS
cBOOO/IHO, YOEAUTENbHO U apryMeHTUpoBaHo. [IpenonaBarens cienut, 4ToObl BbI-
CTYIIEHUE HE CBOJAMJIOCH K PENPOAYKTMBHOMY YPOBHIO (IIPOCTOMY BOCIPOH3BE-
JICHUIO TEKCTa), HE JOIYCKAeTCsl U MPOCTOe YTeHHe KoHcrekTa. HeoOxoaumo, uTo-
ObI BBICTYNAIOUINI MPOSIBIISUT COOCTBEHHOE OTHOLLIEHUE K TOMY, O UEM OH T'OBOPHUT,
BBICKA3bIBaJI CBOE JINYHOE MHEHME, TOHHUMaHue, 0OOCHOBBIBAJI €T0 U MOT C/IEJaTh
IPAaBUIbHBIE BBIBOJbI U3 CKa3aHHOTO. [Ipy 3TOM CTyAeHT MOXeT oOpalaThes K 3a-
MUCSAM KOHCIIEKTa WM JIEKLHMM, HEMOCPEICTBEHHO K MEPBOMCTOYHUKAM, HCIIOJIb30-
BaTh 3HAHUE XYJO0’KECTBEHHOM JHMTEPaTypbl M UCKYCCTBa, (DaKThl M HAOIIOICHUS
COBPEMEHHOW JKU3HH M T. J. BOKpYr Takoro BBICTYIUIEHUS MOTYT Pa3ropeThCs
CTIOPBI, AUCKYCCHH, K YYACTHIO B KOTOPBIX JOJIKEH CTPEMHUTHCS KasK IbIM.

B 3akmroueHue mpenojaBaresb MOABOAMT UTOTH MPAKTHUYECKOTO 3aHSATHS.
OH MOkeT (BBIOOPOYHO) MPOBEPUTH KOHCIEKTHI CTYJEHTOB M, €CIIM OTpedyeTcs,
BHECTHU B HUX UCHPABICHUS U JOTIOJTHEHUS.

[Ipu u3yyeHun AMCUUILIMHBI UCIIOJIb3YETCS 3HAUUTENbHOE KOJIMYECTBO HH-
TEPAKTUBHBIX METOAOB 00yueHus. CTyAEeHTbl NPUBIEKAIOTCA K aKTHUBHOM CO-
TBOpUYECKOU paboTe ¢ mpernogaBaTeiIeM IO MOUCKY U MOJ00pY Pa3IUYHbIX y4eo-
HBIX MaTepUasoB ¢ UCMOJIb30BaHNEM VIHTEpHET-pecypcoB, a Takke GOPMUPOBAHUS
HABBIKOB OpraHU3alui MPO(HEeCCHOHATBHOTO B3aUMOACHCTBHS C Pa3IMUYHBIMU CIIe-
UATHCTaMHU.

[lepeyenb 00pa3oBaTENbHBIX TEXHOJIOTUHM, MCIONB3YEMBIX MPU OCYILIECTB-
JIeHUU 00pa30BaTeIbLHOTO NpoLecca MO TUCHUIUIMHE, IPEICTABICH B TAOIHIIE.

Buj zansatui

Ko- HaumenoBanue
(1ekums, ce-

JIM4e€-| AaKTHUBHBIX U UH-

Ne | HamMeHoBaHHue TeMbI JUCIIH- MUHAPBbI,
CTBO TEePAKTHBHBIX
n/n IJIMHBI npaKkTuye-
ak. |(¢opm nposeneHus
CKHe 3aHf- .
gac. 3aHATHN
THS)

1 | O6uue 0CHOBBI 3JIEKTPOHHOI0 JOKYMEHT0000pPOTA

OKYMEHT, ero GyHKIIUN, HH- JeKkua-oecena,
1.1 Hoxy ’ by VH ’ JICKIIUSA 3 1 o
dbopmalMoHHbIE CBOWCTBA U JIACITYT




Bua zansaruit

Ko- | HaumeHoBaHmue
(1ekums, ce-
Ju4ye-| AKTUBHBIX M HH-
Ne | HammeHoBaHMe TeMbI JUCIH- | MHHAPBI,
CTBO | TePAKTHUBHBIX
n/n IIMHBI npaKTu4e-
ak. |d¢opM npoBeaeHust
CKHe 3aHs- 9
yac. 3aHATHH
THSI)
KOMMYHUKATHBHBIE BO3MOKHO-
ctu. CrtocoOBI ¥ CpeICTBA J0-
KYMEHTHPOBAHUS
TepMUHOIOTHS IETONTPOU3BO/I-
P a P a JIeKIuA-0Oecena,
1.2 | cTBa. IloHsITHE U CTPYKTYypa JEKIUS 3 Hen
JIOKYMEHT0000poTa yr
13 OO01mast xapakTepUCTHKA AJICK- f— 4 nexkuusi-oecena,
"~ | TPOHHOTO JOKYMEHTO000pOTa JIACITYT
CucTeMBbI AIEKTPOHHOTO JIOKY-
14 MEHTO000pOTa B POCCUUCKOM J— 3 Jekius-oecena,
" | maHbOPMAITMOHHOM MTPOCTPAH- JTUCTTYT
CTBE
OpraHu3zanusi MEKBEIOM-
CTBEHHOTO AJIEKTPOHHOTO J[0- Jexuus-oecena,
1.5 2 JeKIuUs 3
KyMeHToobopora B Poccuii- JUCITYT
ckoul Penepaunu
2 | Opranu3anus 3J1€eKTPOHHOT0 JOKYMEHTO000pOTa B cUCTeMe
«1C: lokyMeHT0000pOT»
CpaBnenue «1C:JlokymenTo-
2.1 | 0GopoTay ¢ ApyLHMH o paKTuye- | nabopaTopHas pa-
' p 24 p CKOE€ 3aHSTHE oota
rpamMMamMu
OO01me BOmpockl o padoTe ¢
N paKTuye- nabopaTopHas pa-
2.2 | mporpammoit «1C:JJokymMeHTO- 1
CKO€ 3aHATHE oora
06opoT»
73 Tunel TOKYMEHTOB B CUCTEME paKTude- 5 nabopaTopHas pa-
" | «1C:1oKyMeHTOOO0POT» CKOE€ 3aHSITHE oota
)4 Bxopsimmue 1oKyMeHTHI B CH- paKTHude- 5 nabopaTopHas pa-
" | creme «1C:JlokyMeHTOO00OPOT» | CKOE 3aHITHE 0ota
25 BHyTpeHHUE TOKYMEHTHI B CH- IpaKTHYe- ’ naboparopHas pa-
| creme «1C:JIokyMEHTOOOOPOT» | CKOE 3aHITHE oota
26 JloroBopHast paboTa B cucTeMe npaKkThye- ) naboparopHas pa-
" | «1C:JlokymMeHTO000POT» CKO€ 3aHATHE oota
57 CBsi3u MEXTy TOKYMEHTAMH B CH- | TTPaKTHUYe- 5 nabopaTopHas pa-
" | creme «1C:/lokyMeHTOO00pOT» | CKOE 3aHsTHE 0ota
)3 TunoBsie MPOIIECCHI B CUCTEME npaKTHye- 1 nabopatopHas pa-
" | «1C:1oKyMeHTOOO0POT» CKO€ 3aHATHE oota
29 CoBMecTHas paboTa B CUCTEME | IIpaKTUye- 1 nabopaTopHas pa-
| «1C:JlokymMeHTO000POT» CKO€ 3aHSITHE 6ota




Bun 3ansiTuii
Ko- | HaumeHoBaHmue
(1ekums, ce-
Ju4ye-| AKTUBHBIX M HH-
Ne | HammeHoBaHMe TeMbI JUCIH- | MHHAPBI,
CTBO | TePAKTHUBHBIX
n/n IIMHBI npaKTu4e-
ak. |d¢opM npoBeaeHust
CKHe 3aHs- 9
yac. 3aHATHH
THSI)
710 OO1eHne COTPYIHUKOB B CH- IIpaKTU4e- 1 nabopaTopHas pa-
creme «1C:JlokyMeHTO000pOT» | CKOE 3aHSTHE oora
paKkThye- nabopaTopHas pa-
2.11 | Yuer pabouero BpeMeHH P 1 paTOpHAA p
CKOE€ 3aHSITHE oora

3 CamocrosiTeibHAsA padoTa 00y4aOIIUXCH

[ToaroroBka COBpEMEHHOTO CHENUAIUCTA MPEANOIaraeT, YTo B CTEHAX WH-
CTUTYTa OH OBJIaJICET METOJI0JIOTHEN caM0ooOpa3oBaHUsI, CAMOBOCITUTAHUS, CAMO-
COBEPUICHCTBOBAHUSA. JTO ONPENEIACT BaXXHOCTh AKTUBU3AIMU €r0 CaMOCTOS-
TelbHOU paboThl. C LENIbI0 OpPTaHU3alMKU JAHHOTO BUA YUYEOHBIX 3aHSATUM HEOO-
XOJMMO B MEPBYIO OYEpedb UCMOIB30BaTh MaTepHal JEKIHU u ceMuHapoB. Jlek-
IMOHHBIA MaTepuan co3faeT MpoOJieMHbI (OH ¢ 0003HAUCHUEM OPHUEHTHUPOB,
HaIOJHEHNUE KOTOPBIX COACPKAHUEM MPOU3BOJIUTCSA CTYJACHTAMH Ha CEMHHAPCKUX
3aHSATUAX TOCJe PabOThl ¢ yUeOHBIMH MOCOOUSIMU, MOHOTpaPUsIMU U TIEPUOIUY €-
CKUMH U3TaHHUSIMHU.

B xone u3yyeHusi TUCHMIUIMHBI CTYJEHTaM PEKOMEHIYETCS BEUEpOM TOTO
JIHS, KorJa ObLJIO MPOBENICHO 3aHSITHE, MPOYUTATh JICKIIUIO WJIA MPOCMOTPETh pe-
IICHUE 3a/1a4 Ha CeMHUHape. 3a JIecSITh MUHYT JI0 Hayaja JEKIUU WM CEeMUHapa
TaK)Xe MPOUYUTATh MPEIbIIYIIYIO JIEKIIMI0 U MPOCMOTPETh MaTepHallbl CEMHUHApA.
JlanHble pekoMeHau 00yCIOBIICHBI UCClieIoBaHneM DOOUHTray3a.

B cooTBercTBUU ¢ KpuBOM 3a0biBaHMsl DOOMHray3a pa3paboTaHBI CIEIyIo-
1Me PeKUMbI TOBTOPEHUS JJIs1 HAUTYUIIEro 3allOMUHAHUS:

Ecnn ects nBa mHA:

- IEPBOE MOBTOPEHUE — Cpa3y MO OKOHUYAHUH UYTCHHUS;

- BTOpOE MOBTOpEHNE — yepe3 20 MUHYT MOCIIe EPBOro NOBTOPEHMUS;

- TpeThe MOBTOPEHUE — Uepe3 § 4acoB MOCie BTOPOro;

- 4eTBEPTOE MOBTOPEHUE — Yepe3 24 yaca 1mocie TPETHETO.

Ecnu Hy>kHO HOMHUTBH O4€HB JOJITO:

- IEPBOE MOBTOPEHUE — CPa3y MO OKOHYAHUH UYTCHHUS;

- BTOpoe noBtopeHue — yepe3 20-30 MUHyT nocJie nepBoro NOBTOPEHUS;

- TPEThE MOBTOPEHUE — Uepe3 1 JeHb Mociae BTOPOro;

- 4eTBEPTOE MOBTOPEHUE — Yepe3 2-3 HeNler MOCTE TPETHETO;

- MSITOE IOBTOPEHUE — uepe3 2-3 Mecdlla Moclie YeTBEPTOro MOBTOPEHHUS

CamoCTOSTENBHO M3Yy4YaeTCsl PEKOMEHIyeMasl JIuTeparypa, MpoOBOJUTCS pa-
06ota ¢ OuOIMOTEYHBIMU (DOHJIAMH U AJIIEKTPOHHBIMU MCTOYHUKAMU WH(OpMaIuu,
CHEeIUaIbHONW JIUTEPaTypOH, CTaThIMU U3 MPOMUIBHBIX KypHaJIOB. Pedepupys u
KOHCIIEKTUPYSl HamOoJiee Ba)KHbIE BOIPOCHI, MMEIOIIME HAyYHO-MPAKTUYECKYIO
3HAYMMOCTbh, HOBU3HY, aKTYaJbHOCTb, JieJiasi BbIBOJbI, 3aKJIIOUEHHUS, BbICKA3bIBAs
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IPaKTUYECKUE 3aMEYaHHUsl, BBIABUTAS Pa3/IMYHbIE IMOJOXKEHUS, CTYJEHThI IIy0XKe
MOHUMAIOT BOIIPOCHI Kypca.

[ToaroToBKa K MPAaKTUYECKUM 3aHITHUSIM, a TAK)KE BBIMIOJHEHUE 3adaHUI IS
CaMOCTOATENbHON paboThl TPeOYEeT OT CTYJIEHTa HaBBIKOB PabOTHI C JIUTEpaTyp-
HBIMU UCTOYHUKAMMU:

- YMEHUE BBIJICIATH TJIABHOE B TEKCTE;

- YMEHHUE COCTaBIIATH OMOPHYIO CXEMY M3yUYEHHOI'0 MaTepualia, Te3UCHBIN U
pa3BEPHYTHIN IJIAH-KOHCIIEKT;

- CBOOOIHOE BIaICHHE TPOPAOOTAaHHBIM MaTEpUATIOM;

- CIIOCOOHOCTD paccKa3aTh CBOMMHU CIOBAMU CYTh MPOOJIEMBI;

- yMeHue OOBSICHUTH U 1aTh ONPEICICHUE BCTPEUYAIOIIUMCS B TEKCTE HOBBIM
HAyYHBIM TEPMHUHAM;

- YMEHHE HAXOJWTh B >KM3HU CUTYyallud, KOTOPBIE MOTYT CIY>XHTb HILIIO-
CTpalueil TEOpeTUYECKOro MaTepraa, 00Cy 1aeMOro Ha 3aHATHSX.

CBOEBpEMEHHOE M Kaue€CTBEHHOE BBIIIOJHEHHE CaMOCTOSTEIbHON pabOThI
0a3upyeTcst Ha COOTIOACHUM HACTOSIILIUX PEKOMEHAALUN U U3yYEHUU PEKOMEH0-
BaHHOU JuTepaTypbl. CTyIEHT MOXKET JONOJHUTH CIUMCOK MCIOJIB30BAaHHOW JIMTE-
paTypbl COBPEMEHHBIMU UCTOYHHUKAMU, HE MPEICTaBICHHBIMU B CIINCKE PEKOMEH-
JIOBaHHOM JIUTEPATyphl, U B JaJbHEWUIIEM UCIOJIb30BaTh COOCTBEHHBIE MOATOTOB-
JICHHBIC Y4eOHbIE MaTepUalbl MPU HAMMCAHUN KYPCOBBIX pabOT U BBITYCKHOW KBa-
TU(UKAITMOHHON PabOTHI.

BaxxHol siBNIsieTCS TOTOBHOCTh CTYJEHTA K BOCHPUSITHIO B KypCe COUYETAHUS
dbunocodckoro, TEOPETUYECKOTO MaTepraia ¢ KOHKPETHBIM MPAKTUYECKUM,
HaIlpaBJ€HHbIM HAa OCBOCHHME YMEHHM M HABBIKOB MPAKTHUYECKOW OpraHu3aluu
po(eCcCUOHATILHOM ESITEIbBHOCTH B 00pa30BATEILHOM YUPEKICHHH.

[ToaroToBKa K MpakTHUYECKOMY 3aHSTHIO BKIIIOYAET 2 3Tamna:

I - opraHu3anOHHBIN;

IT - 3akpemienue u yriayOaeHne TEOPETUIECKUX 3HAHUM.

Ha nepBom 3Tane CTyJIeHT IJIaHUPYET CBOK CAMOCTOATEIbHYIO padoTy, KO-
TOpasi BKJIFOYAET:

- ySICHEHHE 3a/IaHUsl HAa CAMOCTOSITENIbHYIO paboTy;

- 10A00p PEKOMEHIOBAaHHOMN JIUTEPATYPBhI;

- COCTaBJICHHE TIaHa PabOThl, B KOTOPOM OMPEIEINISIIOTCSI OCHOBHBIE ITyHKTHI
npeacrosed noaroroBku. CocraBieHue IlaHa AUCHMIUIMHUPYET W TOBBIIIAET
OpraHM30BaHHOCTH B padoTe.

Brtopoii 3Tan BKIItOYaeT HEMOCPEACTBEHHYIO MOATOTOBKY CTYJIEHTa K 3aHSs-
Turo. HaumHaTe Hamo ¢ U3ydeHUs: PEKOMEHJI0BaHHOW JuTeparypbl. Heo6xomumo
MOMHUTB, YTO Ha JIEKIUU OOBIYHO paccMaTpHUBAETCS HE BECh MaTepual, a TOJBbKO
ero 4yactb. OcTanbHas ero 4acThb BOCIOJHSETCA B IIPOLIECCE CAMOCTOATENBHOMN pa-
00Thl. B cBsi3u ¢ 3TUM paboTa ¢ PEKOMEHIOBAaHHOW JIMTEpaTypoil oOs3aTebHA.
Oco0oe BHMMaHUE MPU ITOM HEOOXOAMMO OOpaTUTh Ha COAEpM aHHE OCHOBHBIX
MOJIO’KEHUHN U BBIBOJIOB, OOBSCHEHHUE SBJICHUN U (DAKTOB, YSICHEHUE MPAKTUYECKO-
ro MPUJIOKEHUS PacCMaTPUBAEMBIX TEOPETUUYECKUX BOMPOCOB. B mponecce 3Toi
pabOThI CTYIEHT IOJKEH CTPEMUTHCS MTOHATH U 3alIOMHUTH OCHOBHBIE MTOJIOKEHUS
paccMaTpuBaeMoOro Matrepuaa, IpuMephl, MOSICHSIOIINE €T, a TAKXKE pa3o0paTbes
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B WUTIOCTPATUBHOM MaTepHalie. 3aKaHYMBATh MOJATOTOBKY CJIEIYET COCTABICHUEM
miaHa (KOHCIEKTa) M0 U3y4aeMoMy MaTepuaity (BOIpocy). DTO MO3BOJSET COCTa-
BUTb KOHIICHTPUPOBAHHOE, CKATOE MPEACTABICHHUE 110 U3YyYaEMbIM BOIIPOCAM.

3anucu UMEIOT MEePBOCTENEHHOE 3HAYEHUE JJI CAMOCTOSITEIBHOU padOoThI
CTyJeHTOB. OHU MOMOTAIOT MOHITH MOCTPOEHUE H3Yy4aeMOro MaTepHala, Bble-
JIUTh OCHOBHBIE MOJIOKEHUS, TPOCIEAUTH UX JIOTUKY U TEM CaMbIM MPOHUKHYTH B
TBOPUYECKYIO JIA0OPATOPUIO aBTOPA.

Benenue 3ammceil crmocoOCTBYeT MPEBpAICHUIO YTEHUS B aKTUBHBIN MPO-
1ecc, MOOMIM3YET, HapsAly CO 3pUTEIbHOM, U MOTOPHYIO MamsiTh. CieayeT Mmom-
HUTh: Y CTYJIEHTA, CHCTEMaTUYECKHU BEYILIETO 3alMCH, CO3/1a€TCA CBOM MHANBUAY-
aJIbHBIN (POHJ TTOICOOHBIX MaTEPHATIOB AJIsi OBICTPOrO MOBTOPEHUS IPOYUTAHHOTO,
JUIST MOOMJIM3allMi HAKOIJIEHHBIX 3HaHMU. OCOOEHHO BAa)KHBI M TOJIE3HBI 3aIIUCU
TOTJIa, KOI/la B HUX HaXOIAT OTPa)KEHUE MBICIIH, BO3HUKILINE MPU CAMOCTOSTEIb-
HOI1 pabore.

BaxHO pa3BHBaTh YMEHHE COINOCTABISITh UCTOYHUKH, MPOAYMbBIBATh U3y4a-
eMbIii Matepuall. bonplioe 3HAYEHHWE MMEET COBEPIICHCTBOBAHHE HABBIKOB KOH-
cnexktrpoBanus. lIpenogaBarens MOKET PEKOMEHAOBATH CTYAEHTaM CIIEIYIOLIUE
OCHOBHBIE (DOPMBI 3aITUCH: TIJIaH (MPOCTOM U pa3BEPHYTHIH ), BHIMUCKH, TE3UCHI. Pe-
3yJbTaThl KOHCTIEKTUPOBAHUS MOTYT OBITh MPEICTABIECHBI B PA3JIMYHBIX (DopMax.

[Inman — 3TO cxema MPOYMTAHHOTO MaTepuaia, KpaTKuil (MiIu MOJApOOHBIA)
NepeUYeHb BONPOCOB, OTPAKAIOIIMX CTPYKTYPY M MOCIIEI0BATEIBHOCTh MaTEpHUAIIA.
[ToapoOHO cocTaBIEHHBIH IJIaH BIOJHE 3aMEHSIET KOHCIIEKT.

KoHCHeKT — 3T0 cucTeMaTU3MpOBaHHOE, JJIOTUYHOE H3JI0KEHHWE Marepuana
MCTOYHHKA. PaznuyaroTcs 4yeThipe TUIa KOHCIEKTOB:

- IJIAH-KOHCIIEKT — 3TO Pa3BEPHYTHIN JE€TaTu3UpPOBAHHBIN IUIaH, B KOTOPOM
JOCTATOYHO TOJPOOHBIE 3alMMCH MPUBOAATCS MO TEM MYHKTaMm IJlaHa, KOTOpbIE
HY>XIa0TCS B IOSICHEHHH;

- TEKCTYyaJIbHbI KOHCIIEKT — 3TO BOCIPOM3BEJECHUE Hanbosee BaKHBIX MO-
JIO’KEHU U (DAKTOB UCTOUHUKA,

- cBOOO/IHBIN KOHCHEKT — 3TO YETKO M KpPaTKO cHOpMYJIHMpOBaHHbIE (U3JI0-
YKEHHBIC) OCHOBHBIE MOJIOKEHUS B PE3yIbTaTe TITyOOKOTO OCMBICIIMBAHUSI MATEPH-
ana. B HeM MOTryT MpUCYTCTBOBATh BBINIUCKHU, LIUTATHI, TE3UCHI; YaCTh MaTepuasa
MOKET OBITh MPE/ICTABIICHA TUTAHOM;

- TeMAaTHYECKHIl KOHCIEKT — COCTaBJII€TCA HAa OCHOBE M3y4Y€HHUs psija HC-
TOYHHMKOB M JaeT 0oJiee WJIM MEHEee MCUEPIBIBAIOUIMN OTBET MO KaKOW-TO CXeMe
(Bompocy).

B mpoiiecce moAroTOBKH K 3aHATHSIM PEKOMEHAYETCS B3aMMHOE 00Cyxkje-
HUE MaTepuaa, BO BpeMsi KOTOPOr0 3aKpEeTUIIOTCS 3HaHUSI, a TaK)Ke MpUoOpeTaeT-
Csl NPAKTUKA B M3JIOKEHUU U PA3bsICHEHUU TOJYUYCHHBIX 3HAHWM, Pa3BUBAETCS
peub.

[Tpu HEOOXOAUMOCTH clieyeT 00paIaTbes 3a KOHCYIbTallUel K MpernoiaBa-
Tento. ns Ha KOHCYJbTalMI0, HEOOXOAUMO XOPOILIO MPOAYMAaTh BOMPOCHI, KOTO-
pbie TpeOYIOT pa3bsCHEHUS.

@DopMBI OpTaHU3aAIUU CAMOCTOSATEILHON PabOThI 00YUYaAOIMIUXCS (TEMBI, BbI-
HOCHMBIE JJI1 CAaMOCTOATEIBHOTO M3YyYEHHUs; BOIPOCHI ISl CAMOKOHTPOJIS; TUIIO-

11



BbIC 3aaHUA JJIA CaMOHpOBepKI/I) MMpCACTAaBJICHLI B Ta6J'II/II_[e.

Kouau- | ®opma
Ne | HammeHnoBaHue TeMbl JUCIHUIIIH-
u/n L Bonpoc 4YecTBO | Mpo-
aK. 4. | BepPKH
1 | OGuiue 0CHOBBI 3JIEKTPOHHOI0 IOKYMEHT0000pOoTa
OKYMEHT, ero (GyHKIUH, HHDOP-
Hloky ’ ‘?y i, MHGOP Borpockl Ne 1-16 .
MaIMOHHbIE CBOMCTBA U KOMMYHHU- YCTHBIN
1.1 TUMOBBIX BOIPO- 0,25
KaTHBHBIE BO3MOKHOCTH. CITOCOOBI ompoc
COB K 9K3aMEHY
Y CPEJCTBA IOKYMEHTUPOBAHUS
TepMuHOIOTHS AETONPOU3BOACTBA. | Bompochl No 17-28 CTHEL
1.2 | IloHsiTHE U CTPYKTYpa TOKYMEHTO- TUIIOBBIX BOIIPO- 0,25 yon oc
o0opoTta COB K DK3aMEHY P
OO6m1as xapakTepUucTUKa IEKTPOH BonpoCht Ne 29-34 CTHBIN
1.3 P P p THIIOBBIX BOIIPO- 0,25 Y
HOTO JIOKYMEHTO000pOTa ompoc
COB K DK3aMEHY
CucTeMbl JIEKTPOHHOTO JOKYMEH- | Borpockl Ne 35-36 —
1.4 | ToobopoTa B poccuiickoM UH)Op- THIIOBBIX BOIIPO- 0,25 yon oc
MAaIIMOHHOM MPOCTPAHCTBE COB K DK3aMEHY P
Opranuzanusi MeXBEeIOMCTBEHHOTO | Bompochl Ne 37-38 CTHEL
1.5 | 2/IeKTPOHHOTO JOKYMEHTO0OO0pOTA TUIOBBIX BOIIPO- 0,25 yon oc
B Poccuiickon ®enepanuu COB K DK3aMEHY p
2 | Opranu3anus 3JIeKTPOHHOTI'O IOKYMEHT0000pP0TAa B CHCTEME
«1C: JokyMeHT0060pOT»
CpaBHeHue Borpochkl Ne 39-43 CTHBL
2.1 | «1C:JlokymeHTOO00pOTa» C APYTU- | TUIIOBBIX BOIMPO- 0,25 yon oc
MU NPOrpaMMaMHU COB K DK3aMEHY P
Borpocel Ne 44-45 .
OO61Ire BOIPOCHI IO padboTe C Mpo- YCTHBIN
2.2 . TUIIOBBIX BOIPO- 0,25
rpammoit «1C:JlokyMeHTO000pOT» onpoc
COB K 2K3aMEHY
Bornpoc Ne 46 Tu- .
Tumel JOKyMEHTOB B CUCTEME YCTHBIN
2.3 MOBBIX BONpocoB K | 0,25
«1C:JoxkyMeHTOO00pOT» oTpoc
AK3aMEHY
Bxopsiye 1OKyMEHTEI B CHCTEME Bonpock! No 47-48 CTHBIN
24 Y TUIOBBIX BOIIPO- 0,25 Y
«1C:lIokyMEeHTO000POT» ompoc
COB K DK3aMEHY
Borpochl Ne 49-53 .
BHyTpeHHMEe TOKYMEHTHI B CUCTEME YCTHBIN
2.5 TUTIOBBIX BOIPO- 0,25
«1C:lIokyMEeHTO000POT» o1poc
COB K DK3aMEHY
Boripockl Ne 54-56 .
JloroBopHast paboTa B cucteme YCTHBIN
2.6 THIIOBBIX BOIIPO- 0,25
«1C:JoxkyMeHTOO00pOT» ompoc
COB K 2K3aMEHY
27 CBs3u MEXy TOKYMEHTAMH B CH- Borpockl Ne 57-58 0.5 YCTHBIN
" | creme «1C:JlokymMmeHTOOO0POT TUMOBBIX BOIPO- ’ Onpoc
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Kouu- | ®opma
Ne | HammeHnoBaHue TeMbl JUCIUIIH-
Bonpoc 4YecTBO | Mpo-
n/n HBI
aK. 4. | BepKH
COB K 2K3aMEHY
Bonpockl Ne 59-61 .
TumnoBbie MPOLIECCHI B CUCTEME YCTHBIN
2.8 THIIOBBIX BOIIPO- 0,25
«1C:1okyMEeHTO000POT» ompoc
COB K 9K3aMEHY
Bonpockl Ne 62-68 .
CoBmecTHas paboTa B cUCTEME YCTHBIN
2.9 THIIOBBIX BOIIPO- 0,25
«1C:1okyMeHTO000POT» Ompoc
COB K 2K3aMEHY
Borpockl Ne 69-71 .
OO011eHre COTPYIHUKOB B CHCTEME YCTHBIN
2.10 TUIOBBIX BOIIPO- 0,25
«1C:1oKkyMeHTO000POT» omnpoc
COB K 9K3aMEHY
Bonpockl Ne 72-76 .
YCTHBIN
2.11 | Yuer paGoyero BpeMeHU THIIOBBIX BOIIPO- 0,25 OIIDOC
COB K 9K3aMEHY P

4 OHeHO‘lHLIe cpeacrea 1o JMCIMIIJIMHE

OrneHovHbIE CPEJCTBA MO JUCHUILIMHE 00ECIIEUHBAIOT MPOBEPKY OCBOCHUS
IUTAHUPYEMBIX PE3yJbTaTOB O0y4YEHHUs TMOCPEACTBOM MEPONPUATHIA TEKYIIeH |
IIPOMEKYTOUYHOU ATTECTALIUU.

4.1 Dx3ameHn

@)

munoebsle eonpocowl:

HcTtopust pa3BuTusi ”HGOPMALIMOHHBIX TEXHOJIOTHIA

JlokyMeHT: omnpejenenue, Kiaccupukaius, BUIbl 00padoTKH

OyHKIMYU TOKYMEHTA

UepHOBUKH, MOMJIUHHUKYU, KOMMA JOKYMEHTOB. DanbcupuKanus JOKYy-

JlokymeHTHpOBaHHAst HH(pOpMaIus U €€ CBONCTBA
NudopmarmonHsiii 006éM 1 nHPOpMaIMOHHAS EMKOCTh JOKyMEHTA
Nudopmarmonnsie 6apbepbl

JlokymenToOOpa3yrorue npusHaku. FOpuandeckas cuia T0KyMeHTa
TekcToBOE M TEXHUYECKOE JOKYMEHTHUPOBAHUE

. AyAMOBHU3yaJIbHOE JOKYMEHTUPOBAHUE
. DNEKTPOHHBIE CPENCTBA JOKYMEHTUPOBAHUS

. OCHOBHBbIE CpeJICTBAa KOIMPOBAHUSA U PA3MHOXEHUS HH(DOpMaAUU
13.

Knaccudukanusa matepuanbHbIX HOCHUTENEH TOKYMEHTUPOBAHHOW HH-

dbopmanu. bymaxkubie HocuTenr HHGOPMAIIMU U KX pa3Mephl

14.
15.
16.

®dororpaduueckue HocuTenu nHpopMalmu. MexaHudeckasi 3ByKO3auch
MarauTHble HOCUTENM UHPOPMaALIUU
OnTuyeckue (J1azepHbie) HocuTenu nHdopmanuu. OrsuI-namMsaTh
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17. OcHOBHBIE OHATHUA IETONPOU3BOICTBA

18. [IpuHIUIIBI OpraHU3aIuu JOKYMEHTO000pOoTa

19. LentpanuzoBanHas hopma opranuzanuu paboThl ¢ JOKyMEHTaMU

20. lenienTpanu3oBaHHas U cMelIaHHas (popMbl opraHu3aiuu paboThl C J10-
KyMEHTaMU

21. Bunpl uHQOpMAIIMOHHBIX MMOTOKOB U OpraHu3anus paboThl C JOKYMEH-
TaMH

22. HopMaTHBHO-IIPaBOBOE PETYIUPOBAHUE JOKYMEHTO0O0pOTA

23. CuctemMbl OpraHU3alMOHHO-IPABOBOM, PACTIOPSAUTENBHON M CIIPaBOY-
HOM JOKYMEHTALlUU

24. JIOKyMEHTUPOBAHHUE TPYIOBBIX OTHOLLICHUN

25. YHudukanus u cTaHaapTU3aus JOKYMEHTalUH

26. O6paboTKa MOCTYMAOIINX U OTHPABIIIEMBIX TOKYMEHTOB

277. Peructpanys ¥ KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB

28. CocTaBiieHne HOMEHKJIATYyphl Jei. PopmupoBaHue U 0(popMIICHHUE J1ET

29. IloHaTre ¥ NpUHUMIIBI (PYHKIIMOHUPOBAHUS CUCTEM AJIEKTPOHHOIO J10-
KyMEHT0000pOTa U 06a3 TaHHBIX

30. OCHOBHBbIE XapaKTEPUCTUKU CUCTEM JIEKTPOHHOTO JTOKYMEHTOO00pOTa

31. Knaccuduxaius cucteM 3JIeKTPOHHOTO JOKYMEHTO000pOoTa

32. 3aga4m CUCTEM AJIEKTPOHHOIO IOKYMEHTO000pOTa

33. Kputepuu BbIOOpa CUCTEMBI JIEKTPOHHOTO JOKYMEHTO000pOTa

34. TpeOoBaHUA K CHCTEME JEKTPOHHOTO TOKYMEHTO000pOTa

35. IlpeAnocbulki U yCIOBUS BHEAPEHUS CUCTEM AJIEKTPOHHOIO JIOKYMEHTO-
o0opoTa

36. OcCOOEHHOCTH M OCHOBHBIE BO3MOYKHOCTH, PeaIN30BaHHbIE B HamboJjee
pacnpoCcTpaHEHHBIX Ha POCCUHCKOM PBIHKE CHCTEMax 3JIEKTPOHHOTO JOKYMEHTO-
obopoTta

37. IloHsiTHE ¥ TPUHLIMIIBI IOCTPOCHUS MEKBEIOMCTBEHHOIO JIEKTPOHHOTO
JIOKyMEHTO000pOTa

38. ObecnieueHne WHGOPMAIMOHHONM OE30MACHOCTH MEKBEIOMCTBEHHOTO
3JIEKTPOHHOTO IOKYMEHTO000pOTa

39. Bo3aMoxHOCTH nporpamMmMHOro npoaykra « ELMA» st aBTomMaTu3anumn
JTIOKyMEHTO000pOTa

40. Bo3MokHOCTH mporpaMmHoro npoaykra «JIEJIO» nns aBromatuzanuu
JTIOKyMEHTO000pOoTa

41. BO3MOXKHOCTH MPOTPAMMHOTO MPOJAYKTa «[ramok» 1 aBToMaTu3aiuu
JTIOKyMEHTO000pOoTa

42. BO3MOXXHOCTU IPOTrpaMMHOT0 TpoaykTa «Docsvision» i aBToMaTu3a-
U TOKYMEHTO000pOTa

43. Bo3moxknoctu nporpamMmHoro npoaykra «ONLYOFFICE» nnst aBroma-
TU3AIMH TOKYMEHTO000pOTa

44. Onpenenenue " BO3MOKHOCTH IIPOTPAMMHOTO MIPOAYKTA
«1C:JokymMeHTOO00pOT»
45. Bo3sMoxHOCTH HavyaJIbHOU CTPAHMILIBI IIPOrpamMMBl

«1C:JIokyMeHTO000POT», KaK paboUyero CToyia COTpyIHUKA
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46. OcHoBHble BUAbl JAOKyMEHTOB B cucreme «1C:JlokyMeHTOOOOpOT», B
KaKOM pa3Jielie HaXOAATCS U JUISl YETO HYKHBI

47. Peructpamus u ydetr A0KyMeHTOB B cucteme «1C:JlokyMeHTOO00pOTY.
Hywmeparopsl

48. Ilonnepxka OyMa>KHOTO JIOKyMEHTO000pOoTa B CUCTEME
«1C:lokymentoobopot». Homenknarypa nen

49. TunoBele nporiecchl U 3aaaun B cucteme «1C:JokymeHT0000pOT»: pac-
CMOTPEHHUE U UCIIOJIHEHUE

50. TunoBsie mportecchl U 3amaaun B cucteMe «1C:JlokyMeHTo000pOT»: co-
TJIACOBAHME U YTBEPKICHUE

51. TunoBsie mporiecchl U 3agaun B cucreme «1C:J/JlokyMeHTO000pOT»: pe-
TUCTPALMS U O3HAKOMJICHUE

52. Ynpasnenue meponpusatusamMu B cucteme «1C:JlokyMeHTo000poT»: moj-
rOTOBKA U MPOBEJICHUE

53. Ympasnenue meponpusatuimu B cucteme «1C:JlokyMeHTO000pOT»: mpo-
TOKOJI, UCIIOJTHEHUE MPOLECCHI

54. Yopasnenue weponpusitusiMu B cucteme  «1C:JlokyMmeHTO000pOT»:
YYaCTHHUKHU

55. Yyet nmo npoektam B cucteme «1C:JloKkyMEeHTOOO0pOT»: OIpeaesieHHe,
YKW3HEHHBIN UK, BO3MOXHOCTHU

56. Yuer no npoektam B cucteMe «1C:JlokyMeHTOO00OpOT»: KapToUuKa Mpo-
eKTa

57. Yyer no npoektam B cucteMe «1C:JloKkyMeHTO000pOT»: TJIaH MPOEKTa,
WCIIOJTHEHUE MPOEKTHBIX 3a/1a4

58. Yuer no npoektam B cucteMe «1C:JlokyMeHTO000pOT»: yueT Tpyao3a-
TpaT, yIpaBjieHUE MO KOHTPOJbHBIM TOUKAM

59. Ynpapnenue noropopamu B cucteme «1C:JlokyMeHTOOOOPOT): KHU3HEH-
HBII UKII IOTOBOpA, y4eT TOBapoB u ycuyr, yuet HJIC

60. Yopasnenue goroBopamu B cucrteMe «1C:JJokymeHTO000pOT»: coriaco-
BaHUE, YTBEPKJICHHUE, HCIIOJIHEHUE JOTOBOPA

61. Yopasnenue noroBopamu B cucteme «1C:JlokyMeHTO000pOT»: mpoie-
HUE, 3aKphITUE JOTOBOPA

62. Pabota c BHYTPEHHUMH TOKYMEHTAMH B CUCTEME
«1C:JokyMeHTOO00pOT»: BHYTPEHHUE TOKYMEHTHI

63. Pabora c BHYTPEHHUMU JTIOKyMEHTaMU B CUCTEME
«1C:IokyMEeHTOO00pOT»: uepapxusi, XpaHEHHUE

64. Pabora c BHYTPEHHUMU JTOKYMEHTaMH1 B CHUCTEME
«1C: JokyMeHTOO00pOT»: 11abJIOHBI, IITAMIIbI, I1€YaTh

65. Pabora c BHYTPEHHUMU JTIOKyMEHTaMH1 B CUCTEME
«1C:JJokyMeHTOO00POT»: KOMIUIEKTHI JOKYMEHTOB

66. Pabota c BHYTPEHHUMU JTOKYMEHTAMU B CUCTEME

«1C:JJokyMeHTOO00pOT»: TIpaBa JOCTYyMa, yYaCTHUKU
67. Peanuzauus obcyxnenuit B cucreme «1C:JlokymeHT0000poT» - (hopym:
OIKCaHue, MPEUMYIIECTBA
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68. Peanuzanus obcyxnenuit B cucreme «1C:Jlokymentoo6opom» - hopym:
pasnensl popyma

69. Peanuzanus o6cyxnenuit B cucteme «1C:JlokymeHnT0000p0oT» - hopyM:
CIIUCOK TEM U COOOIICHHIA

70. Pabora c xkanengapem B cucteme «1C:JlokyMeHTOOO0POT»: BO3MOKHOCTH

71. Pabota c kanengapem B cucreme «1C:JJokyMeHTO0O0pOT»: BU KaJeH-
Japsi, HACTpoiiKa, 3aMmuch KajaeHaaps

72. Pabora ¢ xanennapem B cucteMe «1C:JlokyMeHTOOO0pOT»: HalOMHHA-
HUE, IOBTOPEHUE COOBITUI

73. Pabora c xanennapem B cucteMe «1C:JlokyMeHTO000pOT»: €xKeTHEBHBIN
OTYET COTPYIHHUKA, XPOHOMETPAXK BBINOJHEHUS paboT

74. Ydet oTcyTcTBUS COTPYIHUKOB B cucteme «1C:JlokyMeHTO000pOT»

75. Ilouck nokymeHTOB U (aiinoB B cucteme «1C:JlokyMeHTo000pOoT»

76. CBsi3u Mmexny gjokyMeHTamu B cucteme «1C:JlokyMeHTo000poT

0) Kpumepuu OoyeHUBAHUA KOMNEMeHYUIl (Pe3y/1bmamaos):

OK3aMeH NPOBOAUTCSA YCTHO M BKJIIOYAET B c€Osl OTBET HA JIBa TEOpETUYE-
CKHX BOIIPOCA U3 PA3IMYHBIX PA3AEIIOB Kypca.

OcBoeHME AMCLUILIMHBI OLIEHUBAETCS 10 CTOOAIIBHON CHCTEME, MCIIONb3Y-
emoii B MUATD HUAY MUOU.

MakcumanbHasi cymMMapHasi OLEHKa 3a SKk3aMeH cocrtaiisier 40 0amioB c
y4€TOM TOr0, YTO MAKCHUMaJbHas OLIEHKAa pabOThl B CEMECTPE MO KOHTPOJbHBIM
TouKaM cocTasisieT 60 0anIoB.

Kpurepuu oueHuBanus

bajuibl Kpurtepuu oueHKHU

36-40 | CTyneHT JA0JIKEH:

- MPOAECMOHCTPUPOBATH NIIYOOKOE M MPOYHOE YCBOCHUE 3HAHUH TIPO-
IPaMMHOTO MaTepuaa;

- HCUYEPIIBIBAIOIIIE, TTOCIIEIOBATEHHO, TPAMOTHO U JIOTUYECKH CTPOHHO
U3JIOKUTH TEOPETHUECKUI MaTepral;

- MPaBWJILHO ()OPMYIUPOBATH ONIPEICIICHUS;

- MPOJICMOHCTPUPOBATH YMEHHSI CAMOCTOSATEIHLHOM pabOThI C IUTEPATy-
poif;

- YMETH C/CJIaTh BBIBOJIBI 110 U3JIaracMOMY MaTepHaITy

30-35 | CryneHT J0JKeH:

- MPOAEMOHCTPUPOBATH IOCTATOYHO TIOTHOE 3HAHUE TIPOTPAMMHOTO MaTe-
puania;

- MPOJIEMOHCTPUPOBATH 3HAHUE OCHOBHBIX TEOPETHUUECKUX TTOHSATHH;

- TOCTAaTOYHO TMOCJIEI0BATEIHHO, TPAMOTHO U JIOTHYECKH CTPOMHO M3JIa-
ratb MaTepua;

- IPOZIEMOHCTPHUPOBATh YMEHNUE OPUEHTHPOBATHCS B TUTEPATYPE;

- YMETh CJIeNIaTh TOCTaTOYHO 00OCHOBAaHHBIC BBHIBOIBI IO M3JIaraeMOMY
MaTepuanty
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24-29

CTyeHT JOJKEeH:

- MPOJICMOHCTPUPOBATH O0IIIee 3HAHNE N3Yy4aeMOIro MaTepuara;

- MOKa3aTh 00IIIee BIaJCHUE MTOHATUMHBIM armnapaToM JUCITUTIINHEI;

- YMETb CTPOUTH OTBET B COOTBETCTBHH CO CTPYKTYPOU M3JIaraeMoro Bo-
mpoca;

- 3HaTh OCHOBHYIO PEKOMEHIYEMYIO MPOrpaMMOi yUeOHYIO JIUTEPaTypy

MCHCEC
24

CTyneHT 1EMOHCTPUPYET:

- HE3HAHUE 3HAYUTEIIBHON YaCTH NPOrPaMMHOI0 MaTepHaa;

- HE BJIQJICHUE TIOHSITHITHBIM aIlllapaToM JUCLUIUIAHBI;

- CYIIECTBEHHBIEC OMIMOKU MPH U3JIOKEHUU Y4eOHOTO MaTepHana;

- HEyMEHHUE CTPOUTH OTBET B COOTBETCTBUHU CO CTPYKTYpPOU MU3JIaraemMoro
BOIIPOCA;

- HEYMEHME JIeJIaTh BBIBOJBI 10 U3Jara€MOMY MAaTE€pUaLy

Onucanue wKanovl OYEHUBAHUSL:

- oT 90 no 100 6anI0B — OTIMYHO;

- ot 70 no 89 6anioB — XOPOIIIO;

- oT 60 10 69 6anIoB — yAOBIECTBOPUTEILHO;
- meHee 60 0anIoB — HEYIOBJIETBOPUTEIIBHO.

4.2 YcTHBIU ONpPOC

@) npumepult 6ONPOCO8:

TEMA 1. JOKYMEHT, EI'O ®YHKIMU, MHPOPMAIIMMOHHBIE

CBOMCTBA U KOMMYHUKATUBHBIE BO3MOXHOCTHU. CITOCOBbI U
CPEJACTBA JOKYMEHTHUPOBAHUNA

1. IlpoucxoxkaeHue u onpeaeseHne JOKyMEHTa

OyHKIMYU TOKYMEHTA

Komnuu u danscudukanum 10KyMeHTa

JlokymMeHTHpOBaHHAsI HHpOpMaLUs U €€ CBOMCTBA
HNudopmanmonnsie 6apbepbl

JoxymenTooOpa3yromue npusHaku. FOpuauueckas cuia 10KyMeHTa
TekcToBOE U TEXHUYECKOE JOKYMEHTHPOBAHUE

AyanoBU3yallbHOE JOKYMEHTUPOBAHUE

DNEeKTpOHHBIE CPEACTBA JOKYMEHTHPOBAHUS

10 OcCHOBHBIE CpEICTBA KOMTUPOBAHUS U Pa3MHOXKECHHS HHPOPMAITUH
11. Knaccugukarusi MaTepruaibHBIX HOCUTEIEH JOKyMEHTHUPOBAHHON HH(MOP-

00N oL A W

Maruu

12.Bnusinue THNa HOCUTENS MH(QOPMAIMKM Ha JOJTOBEYHOCTh U CTOMMOCTD

JIOKYMEHTA

0) Kpumepuu OoyeHUAHUA KOMNEMEeHYUU (Pe3y1bmamos):
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[TpaBUIIbHBIN OTBET Ha KaXKblii BOIIPOC OlleHnBaeTcs B 1 Ga.
4.3 JlaGopaTopHbie padoThI

Jlabopamopnasa paboma Nel.

®dynkunonanbHoe cpaBHeHHE «1C:/lokymeHTOO00OpOTa» M aHAJIOTUYHOU
nporpamMmmbl «KELMAY.

OynkunonansHoe cpaBHeHne «1C:/lokymMeHTOO00OpOTa» W aHATOTUYHOMN
nporpammsl «IEJIO».

OynkunonansHoe cpaBHeHne «1C:/lokymMeHTOO0OpOTa» W aHATOTUYHOMN
porpaMmsl «Jluagox».

Jlabopamopnasa padoma Ne2.

Nzyuenune untepderica mporpammsl «1C:JlokyMeHTO000POT»: pabodHii CTO.

Nzyuenne unTepdeiica nporpammsl «1C:JokyMeHTOO00pOT»: MEHIO (DYHK-
UH.

Jlabopamopnasa padoma Ne3.
Coznanve MHAUBUAYATbHBIX BUAOB JOKYyMEHTOB B «1C:JloKyMEHTOOO0POT»
C pa3HbIM HA0OPOM PEKBHU3UTOB.

Jlabopamopnasa padoma Ned.

O0paboTka BXxoagmux J0KyMeHTOB B «1C:/JokyMeHTOO00pOT»: MUCHMO.

O0paboTka Bxoasmux 10KyMeHTOB B «1C:/JokymeHTO000poT»: 3ampoc.

O0paboTka Bxoasmux A0KYMEHTOB B «1C:JlokyMeHTO000pOT»: mpeaioKe-
HUE.

Jlabopamopnasa padoma Nes.

Pabora ¢ BuyTpeHHUMH q0KyMeHTamMu B «1C:J[oKkyMeHTOO00pOT»: CiIy»)eo0-
HAasl 3aIKCKa.

PaGota ¢ BHyTpeHHUMHU qokymMeHTamMu B «1C:JloKyMEHTOO00POT»: akKT.

PaGota ¢ BHyTpeHHUMHU qOoKyMeHTaMu B «1C:JloKyMeHTOOO0POT»: TPUKA3HI.

Jlabopamopnasa padoma Neé6.

VYmpasnenue poroBopamu B cucteme «1C:JlokyMeHTOOO0OPOT»: JOTOBOP
apeH bl 000PYI0BaAHUSI.

VYmpasnenue noroBopamu B cucteme «1C:JokyMeHTOO00pOT»: TOTOBOP IIe-
penaun B 0€3B0O3ME3IHOE TTOJIb30BAHUE.

Jlabopamopnasa padoma Ne7.
Hactpolika u ycTaHOBKa CBSI3U MEK/y 3aIaHHBIMU JJOKYMEHTAMHU B CUCTEME

«1C:JokyMeHTOO00pOTY.

Jlabopamopnasa padoma Neé.
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VYhpapnenue mnpoueccaMu W 3ajadyaMd, HMEIOIIUMHUCS B CHUCTEME
«1C:1okyMeHTO000POT»: pacCMOTPEHHUE, UCTIOTHEHUE, COTJIACOBAHHUE.

VYmpaBinenue mpoueccaMu M 3aJayaMH, HMMEIOIUMHUCA B  CHCTEME
«1C:1okyMeHTO000POT»: YTBEPKIECHUE, PETUCTpAIIHsl, O3HAKOMJICHHUE.

Jlabopamopnasa padoma Ne9.

VYrpasnenue meponpustusimMu B cucreme «1C:JlokyMeHTO000pOT»: MOAro-
TOBKa, MMPOBEJAEHUE, OPOPMIIEHHE NPOTOKOJIA, UCIIOIHEHUE PEIIECHUM, aHAIU3 Me-
POIPUSITHUSA.

Jlabopamopnasa paboma Nel0.
VYyet o npoekrtam B cucteMe «1C:/JokyMeHTO000pOT.

Jlabopamopnas paooma Nel 1.

N3yyeHnue BO3MOKHOCTEH BHYTPEHHETO (POopyMa U AJIEKTPOHHOM MOYTHI CH-
ctembl «1C:JJokyMeHTOOOOpOT»: CO3/IaHUE TE€M, TOJIOCOBAHMM, 3alyCK MPOIECCOB
HA OCHOBAHHMH COOOIIEHUHN U TEM.

Jlabopamopnuas paooma Nel 2.

N3yuyenue BO3MOXHOCTEN BHYTPEHHETO KaJICHJaps CUCTEMBI
«1C:1okyMeHTOO00POT»: HAllOMHUHAHHUE, TOBTOPEHUE COOBITUI; XPOHOMETPAX U
OTpa)X€HUE BBINIOJIHEHUS paldOT MO 3aJadaM; €XKEIHEBHBIH OTYET COTPYJIHHUKA O
(aKTHYeCKUX TPy103aTpaTax; yueT OTCYTCTBUS COTPYAHUKOB.

Kpumepuu oyenueanusn komnemenyuii (pe3yibmamaos):

Onenka «omauuHoy: yoOeauTeNbHO JA0Ka3al chOPMHUPOBAHHOCTh KOMIIETEH-
UM, IPETyCMOTPEHHBIX CTaHIAPTOM.

Onenka «xopowioy: noKazal CHOPMUPOBAHHOCTh KOMIIETEHIIUU, MpEmy-
CMOTPEHHBIX CTaHJAPTOM.

Onenka «yodogiemeopumenbHoy: BbI3BAl COMHEHUS O C(HOPMHUPOBAHHOCTHU
HEKOTOPBIX KOMIIETEHITUH, MPETyCMOTPEHHBIX CTAHIAPTOM.

OmneHka «HeyOdosremeopumenvHoy: He JNokKa3aidl cHOPMUPOBAHHOCTh HEKO-
TOPBIX KOMIETCHITUH, MPEyCMOTPEHHBIX CTaHAAPTOM.

OneHke «OTJIIMYHO» COOTBETCTBYET 4 Oasuia, «xopomo» - 3,5 0amna, «yao-
BJIETBOPUTENILHO» - 3 Oasuia; MeHee 3 0aJlIOB - «HEYIOBIECTBOPUTEIILHO.

HpI/I MOJYYCHHNH OUCHKH «HCYOOBJICTBOPHUTCIbHO» CTYACHT AOINOJIHUTCIBHO

U3y4aeT TEMY U CHAET €€ BO BPpEeMs MHIMBUAYAJIBHBIX WM T'PYIIIOBBIX KOHCYJIbTA-
Ui C pernojaBaTeieM Mo rpauKy KOHCYJIbTAIllUi MpenoiaBaTes.
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5 Urorosas arrecranusd 1Mo IMCIHUIIJINHE

HroroBas arrectauus Mo AUCHUIUIMHE SIBISETCS WHTETPAJIbHBIM MOKa3aTe-
JIEM Ka4eCTBa TEOPETUUYECKUX U MPAKTUYECKUX 3HAHUN M HABBIKOB O0YYaIOIIUXCS
[0 JAMCIUIUIMHE U CKJIQJIBIBAETCS U3 OLEHOK, MTOJYYEHHBIX B XOJI€ TEKYILETO KOH-
TPOJISI U IPOMEKYTOYHOM aTTECTALIUH.

Tekymuii KOHTPOJIb B CEMECTPE MPOBOJUTCS C LIENbI0 00ECTIeUeHUs CBOE-
BPEMEHHON 00OpaTHOW CBS3M, JIsI KOPPEKIIUKA OO0YUYEHUsS, aKTUBU3AINHI CAMOCTOSI-
TEJIHLHOW padOTHI CTYICHTOB.

[IpomexyTouHasi aTTecTanus MpeaHa3HaYeHa JJisi OOBEKTUBHOTO MOATBEP-
KICHUS W OIICHUBAHUS JTOCTUTHYTHIX PE3yJIbTaTOB OOYUCHHs TOCIE 3aBEpPIICHUS
W3YYEHHUS TUCITUTLIIUHBI.

Tekymmi KOHTPOJIb OCYIIECTBIISIETCA JIBA pa3a B CEMECTP:

— koHtpoiibHast Touka Ne 1 (KT Ne 1) — BeIcTaBisieTcsi B 2JIEKTPOHHYIO Be-
JIOMOCTb He To371Hee 8 Henenu yueOHoro ceMmectpa. BrimtouaeT B cebst OlleHKY Me-
POTPUSITHI TEKYIIErOo KOHTPOJIS ayIUTOPHON U CaMOCTOSATEILHOM paboThl 00yya-
IOIIErocs 10 paszesiaM / TeMaM y4eOHON TUCUUILTUHEI ¢ 1 1o 8 Hepeno yueOHoro
ceMecCTpa;

— koHTpoJibHas Touka Ne 2 (KT Ne 2) — BbIcTaBiseTCsl B 3JIEKTPOHHYIO Be-
JIOMOCTh He To37Hee 16 Hemenu ydeOHOro cemectpa. BkimrouaeT B celsi OIEHKY
MEpOMPUSATUNA TEKYILETO KOHTPOJIS ayAUTOPHON U CaMOCTOSITEIbHOM paboThl 00Y-
Yaronierocs mo pasziesiaM / TeMaMm yueOHOM TUCHUIUIMHBL ¢ 9 1o 16 Hepento yueo-
HOI'O CEMeCTpA.

Pe3ynpTarsl TEKYyIIEH U MTPOMEKYTOUYHON ATTECTALIMU IMOABOISTCS MO IIKAJIE
OAITbHO-PEUTUHTOBON CHCTEMBI.

JTan peiTUHIOBOW cUCTEeMBbI / Henxenst baaa
OueHo4yHoe CpeacTBO Munumym* | Makcumym
Texymas arrecranus 1-16 36 60
KontpoabHasi Touka Ne 1 7-8 18 30
JlabopaTopHbie pabOThI 3-8 15 25
Onpoc 1-8 3 5
KontpouabHasi Touka Ne 2 15-16 18 30
JlaGopatopHbie pabOThI 9-16 15 25
Ompoc 9-16 3 S5
IIpomexyTouHasi aTTecTanus - 24 40
DK3ameH 24 40
HToro mo nucumniinHe 60 100

* MMHHUMAaJIBbHOE KOJMYECTBO OalsioB 3a OIICHOYHOE CPEACTBO — 3TO KOIWUYECTBO Oaiios,
HaOpaHHOE 00YyYaroNUMCs, TIPH KOTOPOM OIIEHOYHOE CPEACTBO 3aCUUTHIBACTCS, B MPOTHBHOM
cnyqae o6yqafom1/n71c;1 JOJIKCH .HI/IKBI/I,Z[I/IpOBaTB HOSIBI/IBH_IYIOCSI aKaI[eMI/I‘ICCKYIO 3aJ0JDKCHHOCTDH
M0 TEKYIICH MM MPOMEKYTOUHOM aTTecTanui. MUHUMabHOE KOJUYECTBO OAJIJIOB 32 TEKYIIIYIO
aTTECTaIMIO, B T. Y. OTACIBHOE OLICHOYHOE CPEJICTBO B €€ COCTaBE, U MPOMEXYTOUHYIO aTTeCTa-
1uto cocrapisieT 60% OT COOTBETCTBYIOIIMX MaKCUMAJIbHBIX 0alsIoB
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[Iponenypa oOuLeHUMBAaHUSA 3HAHWW, YMEHWM, BIAJACHUM MO JAUCUUILIMHE
BKJIFOYAET Y4ET YCIEIIHOCTH 110 BCEM BHJIaM 3asiBJICHHBIX OLICHOUYHBIX CPEICTB.

VY CTHBIN OITPOC IPOBOAUTCS HAa KaXJIOM IPAKTUYECKOM 3aHATHH U 3aTparu-
BaeT KaK TEMATHUKY ITPOLICAIIETO 3aHATHUSA, TaK U JIEKIIMOHHBIN Martepuai. [Ipume-
HSIETCS IPYIIIOBOE OLICHUBAHUE OTBETA UJIM OLICHUBAHUE NPEIIOJaBaTEIIEM.

Tewmsl pedepaTtoB pacnpenensoTcsl Ha IEPBOM 3aHITHH, TOTOBbIE pedepaTsl
JOKJIa/IBIBAOTCS. HA 3aHATUSAX B COINPOBOXKICHUU INPE3CHTALMI B COOTBETCTBUU C
YCTaHOBJICHHBIM MPEI01aBaTeIeM IPaPUKOM.

TecTbl IO TEMaM IPOBOAATCS HA MPAKTUYECKUX 3aHATUAX WM BKIIOYAIOT BO-
IIPOCHI 10 U3YYEHHBIM TEMAaM.

[Io OKOHYaHHM OCBOECHUS THUCUMIUIMHBI IIPOBOJUTCS IPOMEXKYTOUYHAsL aTTe-
CTalMs B BUJIE€ DK3aMEHA, YTO MO3BOJSET OLEHUTh COBOKYITHOCTh IPHUOOPETEHHBIX
B Ipouecce 00ydeHHus: KoMIeTeHUHd. [lpu BbICTaBI€HUU UTOrOBOW OLICHKH MpH-
MeHsieTcs1 0aJUIbHO-PEUTUHIOBAsI CUCTEMA OLIEHKU PE3YyIbTaTOB OOYUEHHUS.

DOK3aMeH NpeaHa3HaueH JUIsl OLEHKU padoThl 00y4arolerocsi B TeYeHUE BCe-
r0 CpOKa U3y4YCHUs NUCLUIUIMHBI U IIPU3BaH BBIABUTH YPOBEHB, IIPOYHOCTh U CHU-
CTEMATUYHOCTbh IOJIYYEHHBIX O0OYyYaromMMCs TEOPETUYECKUX 3HAHUM U yMEHUH,
CHOCOOHOCTH NPUBOAUTH HPUMEPHl MPAKTUYECKOTO HCIOJB30BaHUS 3HAHUM
(Hampumep, MPUMEHATh MX B PELICHUH MPAKTUYECKUX 3aJad), HpUoOpeTeHus
HABBIKOB CAMOCTOSTEIBHON PaOOThI, pa3BUTHS TBOPUECKOTO MBILUICHHUS.

Onenka copMHUpPOBAaHHOCTH KOMIIETEHIIMM Ha JK3aMeHe s TeX oOyuaro-
LIUXCS, KOTOPBIE MPOITYCKAJIHN 3aHATUS U HE y4aCTBOBAJIM B MPOBEPKE KOMIIETEH-
A BO BPEMS U3YyYEHMS AUCUUIUIMHBI, TPOBOJMTCS MOCIE UHAWBUAYAIBHOTO CO-
OeceoBaHUs C MPENoAaBaTEIEeM MO MPOMYUIEHHBIM WM HE YCBOEHHBIM O0y4Yaro-
IUMCSI TEMaM C TMOCIEAYIONIEN OLEHKON CaMOCTOSITEIbHO YCBOEHHBIX 3HAHUM Ha
DK3aMEHe.

Wrorosas aTrrecTarus 1o quciuiuinHe oreHuBaercs no 100-0amibHOM 1miKa-
Jie ¥ TIPECTABISICT CYMMYy OajlioB, 3apa00TaHHBIX 00YyYarOIIUMCS MPHU BHITIOJIHE-
HUM 33/IaHUM B paMKax TEKYILEU U TPOMEKYTOYHOU aTTECTALIMU

Ouenka no 4- | Ouen-
X 0AJLJILHOM Ka
HIKaJje ECTS

Cymma
0a/1710B

TpeOoBaHus K YPOBHIO OCBOCHUSA y4eOHOM
AUCUMILTHHBI

OreHKa «OTJIMYHOY» BBICTABIIICTCS 00yYaroIe-
MYCsl, €CITH OH TITyOOKO M MPOYHO YCBOWII ITPO-
IPaMMHBIA MaTepHaJl, UCYCPITBIBAOIIIE, ITOCIIC-
5- «OTAUYHOY/ p pHa, P %
90-100 A | 1OBaTenbHO, YETKO U JIOTUYECKU CTPOUHO €ro

«3a4TEHOY
U3JIaraeT, yMeeT TECHO YBA3BIBATH TEOPUIO C
PAKTUKOM, UCTIOJB3YET B OTBETE MaTepHuall
MOHOTpadUIeCcKOi TUTEpaTyphl

85-89 B Or1eHKa «XOpOIII0» BBICTABIIIETCS 00yUaroIe-

75-84 |4 - «xopomioy/ C MycCsI, €CJIH OH TBEPJIO 3HAET MaTepual, rpa-

074 «3a4TEHOY D MOTHO | TI0 CYIIECTBY U3JIaraet ero, He JOIyC-

Kasd CYHICCTBCHHBIX HETOYHOCTEH B OTBETE HA
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BOIIPOC

OHGHKa «YOOBJICTBOPHUTCIIbHO» BBICTABJIAACTCA

65-69 00y4YaroIeMycs, eclli OH UMEET 3HAHHS TOJIBKO
3 - «ymoBIe- OCHOBHOT'O MaTepuasa, HO He YCBOUII ero JeTa-
TBOPHUTEIHLHO» Jeid, I0IyCKaeT HETOYHOCTH, HEIOCTATOYHO

60-64 |/ «3auTeHO» g | MPaBWIIbHBIE POPMYTHPOBKH, HAPYIICHHS J10-

TMYECKOM MOCIEA0BATEIbHOCTH B U3JI0KEHUH
IPOrpaMMHOr0 MaTepHalia

OreHKa «HEYIOBJICTBOPUTEIIHEHOY BBICTABIISACT-
cs1 00yJaroneMycs, KOTOPBIA He 3HACT 3HAYH-
TEJIBHOM YaCcTH MPOrpaMMHOI0 MaTepHara, 10-
IMyCKaeT CYIIEeCTBeHHBIC omMOKH. Kak mpaBuiio,
OIICHKA «HEYOBJICTBOPUTEIBLHOY» CTABUTCS
00y4JaronumMcs, KOTOPhIC HE MOTYT ITPOJIOJDKUTD
o0yueHue 0e3 JTOMOTHUTEIbHBIX 3aHITHH 110
COOTBETCTBYIOIICH JTUCIUTIINHE

2 - «HEeyIOBJIE-
0-59 |tBOpUTENnbHO»/ | F
«HE 3aYTCHO
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