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1. HEJIX OCBOEHUSA JUCLUAITJIMHBI

1.1 | I3y4yeHue coBpeMEHHBIX METOJIOB U CPENCTB BEICHHS EIOMPOU3BOICTBA U JOKYMEHTALUOHHOTO COIIPOBOMKICHUS
YIPaBIEHUYECKOH NEATENbHOCTH.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Iuxn (paszen) OOIL: | 51.B.JIB.04

2.1 | TpeGoBaHus K NpeIBAPUTEIbHOI HOATOTOBKE 00y4al0Ierocs:

2.1.1 [ I[Ipon3BonCcTBEeHHAS NMPAKTHKA (IIPAKTHKA IO HOIYyYCHUIO TPOPECCHOHATBHBIX YMCHHUH 1 OIBITA TPO(deCCHOHATHHON
JIESITEIILHOCTH)

2.1.2 | ba3el maHHBIX

2.1.3 | UadopManioHHbIe aHATATHYECKHE CUCTEMBI

2.1.4 | MapkeTtunr

2.1.5 | MopenupoBaHue OU3HEC-TIPOIIECCOB

2.1.6 | OCHOBBI yIIpaBIIEHUS IEPCOHATIOM

2.1.7 | buzHec-11aHUPOBaHUE

2.1.8 | Teopus meHemKMEHTa

2.1.9 | lenoBele KOMMYHHUKALIUU

2.1.10 | MeTozab! IpUHATHUS YIPABIEHYECKUX PELIEHUN

2.1.11 | OcHOBBI €TIOTIPOU3BOJICTBA

2.1.12 | Mludopmatuka

2.1.13 | YueGHast mpakTuka (MpakTHKa MO MOTY4YEeHHUIO EPBUYHBIX MPOPECCHOHANTBHBIX YMEHUN 1 HAaBBIKOB)

2.2 | JucuMIMHbI U NPAKTUKH, JJI51 KOTOPBIX OCBOECHHME JAHHOH JUCUMILIMHBI (MOAYJ15) HEOOX0AMMO KaK
npeallecTBYOLIee:

2.2.1 | 3amuTa BBITYCKHOH KBaNH(UKAINOHHON PabOThI, BKIIIOYAs TIOATOTOBKY K NPOIEAYPE 3alIUTHI M IPOLEAYPY 3alIUThI

2.2.2 | TlogroToBka K cliadye U caada rocyJapCTBEHHOTO 3K3aMeHa

2.2.3 [ [Ipon3BoaCcTBEHHAS NMPAKTHKA (TIPSIAUTIOMHAs IPAKTHKA)

3. KOMOETEHLUY OBYYAIOIIET OCSI, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUSI JUCLIUTIINHBI
(MOJLY.JIsT)

IK-7: B1ajeHneM HaABBIKAMH MOITANMHOT0 KOHTPOJISI peajin3aliii OU3HeC-IJIAHOB U YCJIOBHUI 3aK/II04YaeMbIX COTJIalIeHH,
JOTOBOPOB M KOHTPAKTOB, yMEHHEM KOOPIHHHPOBATH JEATEILHOCTH NCIOJTHUTEIEH ¢ MOMOIIBLI0 METOTUYECKOT 0
HHCTPYMEHTAPHS Peaju3alii yIpaBJeHYeCKHX pelleHnii B 00,1acTH QYHKIMOHAIHLHOT0 MEHEKMEHTa VISl TOCTHKEHUS
BBICOKOIi COTJIACOBAHHOCTH NMPH BHINMOJHEHUH KOHKPETHBIX MPOEKTOB U padoT

HaBbIKaMU TMO3TAITHOT'O KOHTPOJIA peain3anun OU3HEC-INIAHOB U yCJIOBI/Iﬁ 3aKIHYaCcMBbIX COFJ'IaIlICHHfI, AOTOBOPOB U KOHTPAKTOB.

IIK-11: BaageHueM HABBIKAMM aHAJIM3a HHGOpPManKH 0 PYHKIMOHMPOBAHUYU CHCTEeMbl BHYTPEHHEI0 JOKYMEHT0000p0TA
OpraHM3alliy, BefieHHs 0a3 JaHHBIX 110 Pa3JIMYHBIM NIOKAa3aTe1IM U (POPMHUPOBaHHUA HH(OPMALIHOHHOI0 o0ecneYeHust
YYaCTHHKOB OPraHH3alMOHHBIX IPOEKTOB

IIporpaMMHBbIE CPEACTBA AJId BEACHUSA 0a3 TaHHBIX 110 Pa3JIMYHBIM IIOKAa3aTCJIsIM B l'[pO(l)eCCI/IOHa.HBHOﬁ JACATCIIBHOCTH

I/IHC])OpMaI_II/IOHHLIC CUCTEMBI BHYTPECHHETO Z[OKyMeHTOO60pOTa OpraHnu3anuu

[K-7: B1ajeHneM HaBbIKAMHU MO3TANHOI0 KOHTPOJISI peajin3aliii OM3HeC-IJIAHOB U YCJIOBHUI 3aK/JII04aeMbIX COTJIalIeHH,
JOTOBOPOB M KOHTPAKTOB, YMEHHEM KOOPAWHNPOBATH AEATEJbHOCTh HCIOJHUTEIEH ¢ TOMOIIbI0 METOAHYECKOI 0
MHCTPYMEHTAPHUS peaju3aluu YIpaBJeHYeCKUX pelieHnii B 00,1acTH PyHKIMOHAJIBLHOTO MEHEIKMEHTA [JI51 J0CTHKEHHU S
BbICOKOM COIIACOBAHHOCTH NPH BbINOJHEHUMH KOHKPETHBIX NIPOEKTOB 1 padoT

TMPOBOAUTH MO3TAITHOT'O KOHTPOJIA p€ain3aln OU3HEC-IIIAHOB U yCJ'IOBI/Iﬁ 3aKJIHYaCcMBbIX COFJ'IaIHeHPIfI, AOTOBOPOB U KOHTPAKTOB.

HaBBIKAMU COCTABJIATh OM3HEC-IUIAHBI U 3aKII0YaTh COITAIICHUS, JOTOBOPBI 1 KOHTPAKTBI;

HaBbIKAMU KOOPAMHAIMH JEATEIbHOCTY UCIIOIHUTENEH C IOMOIIBI0 METOJUUECKOr0 HHCTPYMEHTAPUS Pealu3alul
yIpaBIeHYECKUX PELIeHU B 00JacTH (DYHKIIMOHATBHOIO MEHE)KMEHTAa;

[IK-11: BaaseHneM HaBbIKAMM aHAJIM3a MHpOpPMaN UM 0 PYHKIMOHMPOBAHMHU CUCTEMbl BHYTPEHHEI0 IOKYMEHT0000poTa
OpPraHu3aINu, BeleHus 023 JaHHBIX N0 PA3JIMYHBIM NMOKA3aTeJAM U (opMUPOBaAHUS UH(POPMAIIMOHHOTO 00ecTIedeHUsI
YYaCTHMKOB OPraHM3aIMOHHBIX IPOEKTOB

I/IH(i)OpMaHI/IOHHOG obecrneueHne Y4aCTHHUKOB OPraHU3allMOHHBIX IIPOCKTOB B HpO(i)eCCI/IOHaHLHOI\/'I JACATCIIBbHOCTH




MporpaMMHBIMHU CPEACTBAMU IJId BEACHUSA 6a3 JaHHBIX IO Pa3IMIHbIM IOKA3aTEeJIAM B HpO(i)eCCI/IOHaHbHOf/’I JACATCIbHOCTHU

UH()OPMALMOHHBIMU CHCTEMAMH BHYTPEHHETO JJOKyMEHTO000POTa OpraHu3auu

UH()OPMAMOHHEIM 00ECIIEYCHHEM YIaCTHUKOB OPTaHN3AIIMOHHBIX IIPOEKTOB B IIPO(ECCHOHAIBHOH NeITeTbHOCTH

HCTIOJIB30BAaTh IMPOTrpaMMHBIE CPEACTBA IJIA BEACHUA 6a3 JaHHBIX IO PAa3JIMYHBIM ITOKA3aTCIIAM B HpO(beCCHOHaHLHOﬁ JCATCIBHOCTHU

HCTIONH30BaTh MH(OPMAITOHHBIE CHCTEMBI BHYTPEHHETO JOKYMEHTO000pOTa OPTaHU3AIIIH

IIOJIB30BAThCA I/IH(l)OpMaHI/IOHHI)IM obecneueHneM YYaCTHUKOB OpPraHU3allHOHHBIX ITPOCKTOB B HpO(i)eCCI/IOHaHI)HOI\/'I JACATCIBPHOCTH

IIK-7: B1ageHneM HABBIKAMH MOITAIHOI0 KOHTPOJISI pean3anun OM3Hec-MJIAHOB H YCIOBHI 3aKJII09aeMBbIX COTIAIIeHMId,
J0TOBOPOB U KOHTPAKTOB, yMEHHEM KOOPAMHUPOBATH IeATEIbHOCTh UCTIOTHUTEIEH ¢ MOMOIIBI) METOAMYECKOTO
MHCTPYMEHTAPHS peain3aliy yIpaBieHYeCKUX pelieHuii B 001acTH GQyHKIHOHAJIBLHOI0 MEHEIKMEHTA 1JIsl JOCTHKEHUSI
BBICOKOIi COTJIACOBAHHOCTH NMPH BHINOJTHEHHH KOHKPETHBIX IPOEKTOB U padoT

KOOPJIMHHUPOBATH JEATCIbHOCT UCIIOIHUTEIIEH ¢ IOMOLIBIO METOJMYECKOI0 HUHCTPYMEHTAPHUs peall3alluy yIpaBJIeHIECKUX
pemieHuii B 001acTH (DYHKIIMOHATEHOTO MEHEIKMEHTA;

OIIK-4: cnoco0HOCTBIO OCYLIECTBJISATH Je10B0e 00LeHHe U My0IUYHbIe BLICTYIVIEHNUS], BECTH NePeroBopbl, COBEIAHUs,
OCYIIECTBJIATH A€JIOBYI0 NEPENUCKY U MOAACPKUBATH 3JICEKTPOHHbIC€ KOMMYHUKAIIUU

MPUMEHSTH CIIOCOOBI BEIEHHSI IETOBOTO OOLIEHHUS 1 ITyOIMYHBIX BBICTYIUICHUI

HCTIOJIB30BAaTh IMTPOrpaMMHOC 06ecnequI/Ie, TIO3BOJIAOMICC MOAACPKUBATD DJICKTPOHHBIC KOMMYHUKAIIUN

UCTIONB30BAaTh AUCTAHIIMOHHBIE POTPaMMHBIC CPEACTBA, IIO3BOJISIONINE BECTH IIEPETOBOPEI, COBEIIAHUS, OCYIIECTBIIATh JIEJIOBYIO
HEPENCKY

CII0COOBI BCICHUs JCTIOBOI'O O6H.ICHI/I$I n Hy6J'II/I‘{HLIX BLICTyHJ'IeHI/[ﬁ

nporpaMMHoe obecredeHne, MO3BOIISIoIee NOAeP >KUBATh JEKTPOHHBIE KOMMYHUKAIIUU

3HATh AUCTAHIMOHHBIC IPOrPaMMHbIC CPEACTBA, MO3BOJISIOIINE BECTU IIEPETOBOPHI, COBCLIAHUS, OCYIIECTBIATh EIOBYIO
MEPETIUCKY

CIIOCOOBIaMH BEICHHS ICJIOBOTO O6H.(€HI/I$[ u Hy6J’II/I‘IHBIX BLICTyHJ’IeHPIfI

IK-7: B1ajeHneM HaBbIKAMHU MO3TANHOI0 KOHTPOJISI peajin3aliiy OM3Hec-IUIAHOB M YCJIOBHUI 3aK/II04YaeMbIX COTJIAlIeHH,
JOTOBOPOB U KOHTPAKTOB, YMEHHeM KOOPAMHUPOBATh JeATeIbHOCTh UCIIOTHUTEIeH ¢ TOMOIIbLI0O MeTOAMYeCKOro
HHCTPYMEHTApPHUS peau3alii yNpaBjieH4YeCKHX pelleHui B 06,1acTH (PYHKIHMOHAJIBHOI0 MEHEIKMEHTAa 1/l 10CTHKEHUSI
BBICOKOIi COTJIACOBAHHOCTH NPH BBLINOJIHEHUH KOHKPETHBIX POEKTOB U padoT

HOPSAIOK KOOPAMHALUH JEATEIbHOCTU UCIIOIHUTENEH C IOMOILBI0 METOANYECKOTO HHCTPYMEHTAPHS PEaIu3alii YIPaBIeHYECKUX
petieHuit B o6nacti (GyHKIHOHAIBHOTO MEHEKMEHTA;

MOPAAOK MO3TAITHOI'O KOHTPOJIA pe€ain3alunu OU3HEC-IUIAHOB U YCJ'IOBI/Iﬁ 3aKJII0O9aCMbIX COFJTaIHeHPlﬁ, AOTOBOPOB U KOHTPAKTOB.

COCTaBIIATh OM3HEC-IUIAHBI M 3aKJTF0YATh COTJIAaIICHUs, JOTOBOPBI 1 KOHTPAKTHI;

OIIK-4:  crmocoGHOCTHIO OCYLIECTBJISATH A€eJIOBOE O0IIeHHEe U MyGJHYHbIe BHICTYILIEHHSI, BECTH IEPEr0OBOPHI, COBELIAHUS,
OCYIIECTBJISITH €JI0BYI0 MEPENHCKY H MOAIeP:KHBATH 3IEKTPOHHbIe KOMMYHHKANH

MMporpaMMHBIM 06eCHe‘-ICHI/ICM, MO3BOJIAIOIINM IMOAACPIKUBATH DJICKTPOHHBIC KOMMYHHKAITUN

JVICTAaHITHOHHBIMH ITPOTPAMMHBIMH CPEICTBAMH, TIO3BOJIFOIIMMH BECTH IIEPETOBOPEI, COBEIIAHUS, OCYIIECTBIIATH JICJIOBYIO
HEePETINCKY

IIK-7: B1ageHneM HaBbIKAMH MO3TANHOI0 KOHTPOJIS peajiu3aliiy OM3Hec-IUIAHOB M YCJIOBHI 3aKJIH0YAaeMbIX COTJIAILICHUH,
JAOTr0BOPOB U KOHTPAKTOB, YMEHHEM KOOPAMHUPOBATD JeATE/1bHOCTh HCIIOJHUTEIICH ¢ IOMOIIbLI0O METOAHYECKOr0
HHCTPYMEHTApHUs peajln3aluy yNpaBJeHYeCKHX pelleHuii B 00/1acTH QyHKIMOHAILHOI0 MEHEeIKMEHTA LISl JOCTHKEeHUS
BBICOKOM COIJIACOBAHHOCTH IIPH BbINOJHEHUU KOHKPETHBIX IPOEKTOB U padoT

MOPAAOK COCTABJICHUSA OU3HEC-IIAHOB U YCJI0BHS 3aKIIFOYaCMBbIX COI‘J'IaHIeHHfI, JAOTrOBOPOB U KOHTPAKTOB;

B pesyibTaTe 0CBOeHHS JUCHMILUINHBI 00y4aloIMiics 10/KeH

3.1 (3HaTh:

3.1.1 -IIPUHATHIC B 06IJ.ICCTBC MOpPAJIBHBIC U ITPAaBOBbIC HOPMbI U IECHHOCTH;

3.1.2 | -cyuIHOCTH ¥ 3HaYeHUs1 MHPOPMAIK B Pa3BUTUH COBPEMEHHOT'0 O0IIECTBA;

3.1.3 [ -oCHOBHBIE METOBI, CTIOCOOBI M CPEACTBA MOIyUCHNUS, XPAaHEHHUS, TepepaboTKu HHPOPMALUY;

3.1.4 | -meTozs! cO6opa u KIaccupHUKAIH HHHOPMAIIHH.

3.2 | YMeTh:

3.2.1 -OCYHICCTBIIATDL CBOIO ACATCIBHOCTD B Pa3JIMYHBIX ubepax O6IJ.[CCTBCHHOI71 JKHM3HU C YYE€TOM IIPUHATHIX B oO1recTBe
MOpPAJIBHBIX U MTPAaBOBBIX HOPM U HCHHOCTCﬁ;

3.2.2 | -MCnobh30BaTh MOTYYESHHYIO HH)OPMAIIHIO B CBOCH NEATCILHOCTH;




3.2.3 [ -ocymecTBIATE cO0p U KIACCH(DUKAINIO HH(POPMAIIHH.
3.3 | Baagerb:
3.3.1 | -HaBBIK K OCYILIECTBICHHIO CBOCH ACATCIHHOCTH B Pa3IMIHBIX cepax 0OIIECTBEHHON KU3HH C yYETOM IPHHATHIX B
o01ecTBe MOPaIBHBIX 1 IIPABOBBIX HOPM M IIEHHOCTEH;
3.3.2 | - vHpOpMATHOHHOTO 00ECIICUSHNS YIaCTHUKOB OPIraHU3aIHOHHBIX IIPOSKTOB B Po(deCCHOHATBHOM A TeILHOCTH;
3.3.3 | -HaBBIK cOOpa U KIacCHu(DUKAITUK HHPOPMALIHH.
4. CTPYKTYPA U COAEPX KAHUE JUCHUIIJINHBI (MOAYJIS)
Kon HaumeHoBaHue pa3aesioB U TeM /BU/I 3aHSITHS/ Cemectp / Yacos
3aHATHS Kype
Paznen 1. Conep:xanne TUCIUTITAHBI
1.1 HopmartuBHo-mipaBoBast 6a3a aenonpon3BoacTsa /JIex/ 9 2
1.2 HopmarusHo-mipaBoBast 6a3a aenonpousBojactsa /I1p/ 9
1.3 HopmarusHo-nipaBoBast 6a3a nenonpousBoactsa /Cp/ 9 23
14 Opranuzanus TOKyMEHTallHOHHOT'O 9 1
o0ecIieueHUs YIPaBICHUS B
SKOHOMHYECKOI crcreme /JIex/
1.5 Opranu3zanusi JOKyMEHTaIlMOHHOTO 9 1
obecrieueHus yIpaBICHUS B
IKOHOMHUecKoU cucteme /TIp/
1.6 Opranu3zanus J0KyMEHTaIlMOHHOTO 9 24
oOecrieueHns yIpaBIIeHHUS B
sKoHOMHUecKoif cucreme /Cp/
1.7 Oprasu3aiys dMeKTPOHHOH CHCTEMBI 9 1
yIpaBJIeHUs] TOKYMeHTO000poToM /JIek/
1.8 OpraHu3zanus 3JIeKTPOHHON CHCTEMBbI 9 1
ympasieHus qokyMmerToobopotom /TIp/
1.9 Opranu3anus 371eKTPOHHOU CUCTEMBI 9 22
yrpaBieHus JOKyMeHToobopoToM /Cp/
1.10 ABTOMAaTH3aLUs COCTABIICHUS ICKTPOHHBIX TOKYMEHTOB /JIek/ 9
1.11 ABTOMaTH3aIMs COCTABJICHUS ANEKTPOHHBIX AOKyMeHTOB /ITp/ 9 2
1.12 ABTOMAaTH3aLUs COCTABIECHUS MIEKTPOHHBIX TOKyMeHTOB /Cp/ 9 24
1.13 ABTOMaTH3anus IPOLECCOB BBOJA TOTOKOB BXOAAMINX JOKYMEHTOB /JIex/ 9 1
1.14 ABTOMaTH3anUs MPOIECCOB BBOJA TOTOKOB BXOMAIIHNX JOKyMeHTOB /TIp/ 9 1
1.15 ABTOMaTH3aIHS POIIECCOB BBOJIA TIOTOKOB BXOISIINX TOKyMeHTOB /Cp/ 9 24
1.16 ABTOMaTH3alMs XPAHEHUS 9 1
JOKyMeHTOB /Jlex/
1.17 ABTOMaTH3alMs XPaHEHUS 9 1
nokymenros /IIp/
1.18 ABTOMaTH3alMs XPaHEHUS 9 22
nokymenToB /Cp/
1.19 Oprasu3amus CHCTeM 3IEKTPOHHOTO TOKyMeHTooOopoTa /JIex/ 9 1
1.20 Oprasu3aiys CHCTeM 3IEKTPOHHOTO ToKyMeHToobopota /IIp/ 9 1
1.21 Opraau3anusi CHCTEM JIIEKTPOHHOTO IOKyMeHToo0opoTa /Cp/ 9 21
Pazpen 2.
2.1 /3auérCOn/ 9 4

5. OHEHOYHBIE CPEJICTBA

5.1. Bonipocsl 11 CAMOKOHTPOJISI M TeKYyLel aTTecTalluu

— O 00 O\ LN b WK —

. [Ipenmymiecta nmepexoaa k 6e30yMa)KHOH TEXHOIOTHH.
. DKOHOMHYECKAs cCUCTeMa, ee (YHKLIHUU U CBOWCTBA.

. JJokyMeHT.

. JJOKyMEHTOIIOTOK B JOKYMEHTOOOOPOT.

. HopmatuBHO-11paBoBas 6a3a qeI0Iponu3BOACTBA.
.I'CHOVY.

. ApXUBHOE XpaHEHHUE.

. OnexTpoHHO-IN(POBas OAIHCE.

. Cucremsr JIOV.

0. Opranu3aliOHHO-PaCIIOPSITUTENBHBIE JOKYMEHTBI.




11. ®opmMupoBaHUE U XpaHEHUE apXHUBa JOKYMEHTOB.

12. UudopmannoHHas CUCTEMA.

13. ABTOMaTH3MpOBaHHBIE padoUne MecTa.

14. onsrtue CY /1, mpUHOUIIBI CO3TaHNUS.

15. DneKTpOHHBIH JOKYMEHT.

16. Knaccudukamus cpencTs aBToMaTu3anuu cozaanus /1.
17. Cucremsl pazpaborku D/1.

18. Knaccugukanus 1OKyMEHTOB P NIEPEBOE X B HICKTPOHHBINA BHI.
19. Otamsl nepeBoja JOKYMEHTOB B 2JIEKTPOHHBII BUJI.

20. TpeboBanws, mpeassBisiemMble K CMB.

21. Xapaxrepuctuka cucreM FineReader u Cognitive Forms.
22. NnpopMalroHHO-TIOUCKOBAsI CUCTEMA.

23. Cucrema ynpaBlieHHs 371€KTPOHHBIMH JOKYMEHTaMHU.
24. MeTopp! morcka HHPOPMAITUH.

25. Knaccugukanus u xapakTepuctuka cucreM EDMS.

26. Oransl pazsutus COJ1.8

27. Knacest CO/] 1 ux XapakTepuCTHKA.

28. CoBpeMeHHble KoMIuleKcHble COJI.

29. Cucrema «Jlemo».

30. ApxutexTypa cucrteMsl «Jlemoy.

31. ®ynkuuu cuctemsl «Jlenom».

32. Knaccudukanus ¢ynxmnuit CO/.

33. CpaBuenue DCY/I.

34. Kpunrorpadus B 3JEKTPOHHOM JOKYMEHTO000pOTE.

35. TpeGoBaHus, MPEABABIAEMbIE K KPUIITOCHCTEMAM.

36. llIuppoBaHre NOTOKOB IaHHBIX.

5.2. TeMbl NHCbMEHHBIX PA0OT (KOHTPOJIBHBIX U KYPCOBBIX padoT, pedepaToB)

He npenycmorpeHs!.

5.3. OneHoyHbIe CpeCTBA IJIsI MPOMEKYTOYHOM aTTeCTANNH

1. TToHsiTHE CHCTEMBI DIEKTPOHHOTO JJOKYMEHTO000pOTA.

2. MecTo nH(OpPMalMOHHBIX TEXHOJIOTHIT B )KM3HU U JEATENFHOCTH O0LIECTBA U
TOCYIapcTBa.

3. Ucropus nenonpoussoctsa B Poccun.

4. [onsaTue «10KyMEHTOOOOPOT» U €TI0 pa3BUTHE.

5. [lonsTue fOKyMeHTa.

6. Kitaccnguxaryst JOKyMEHTOB TI0 pa3IMYHBIM IPH3HAKAM.

7. CnocoObl JOKYMEHTHPOBAHHSI.

8. CBolicTBa IOKyMEHTA.

9. OyHKIINHN TOKyMEHTOB.

10. KoHTpOIb UCIIOIHEHUS JOKYMEHTOB.

11. Cxema nBMKEHHSI U TEXHOJIOTUSI 00OpaObOTKH JOKYMEHTOB.

12. ®opMsbl pericTpanyuu JOKyMEHTOB U MOPSIOK UX 3aIIOTHEHUS.

13. OcHOBHBIE NTPaBMIIA OPTAaHM3AUH JOKYMEHTO000POTA B OPTaHU3AIHH.
14. OcHOBHBIE THITBI JOKYMEHTOB.

15. TloHsATHE pEeKBU3UTA.

16. TpeGoBanms K OaHKaM JOKYMEHTOB.

17. TpeGoBaHHs K H3TOTOBJICHHUIO JOKYMEHTOB.

18. O6mue TpeGoBaHUs K CUCTEME DJIEKTPOHHOTO JOKYMEHTO000pOTA.

19. Mogensb xu3HeHHoro mukiaa COJI.

20. KopriopaTuBHas crcteMa JIEKTPOHHOTO IOKYMEHTOO00POTa Ha MPUMEpe
cucteMbl Docsvision.

21. IloHsATHE KOPHOPATUBHON CUCTEMBI INEKTPOHHOTIO JOKYMEHTO000pOTa.
22. EnuHas cucteMa MeXBEJOMCTBEHHOTO 3JICKTPOHHOTO B3aMMOICHCTBHSI.
23. XapakTepuCTUKa CUCTEMBI MEKBEIOMCTBEHHOI'O 3JIEKTPOHHOIO
JIOKYMEHTOO000pOTa.

24. XpaHeHHe TOKYMEHTOB B CUCTEME 3JIEKTPOHHOTIO JOKYMEHTO000pOTA.
25. Iporieypsl peann3auy yIpaBIeHIECKNX (YHKIUI CHCTEMOIl JIEKTPOHHOTO
JIOKYMEHTOO00pOTA.

26. O6mmue TpeOOBaHUS U PEKOMEHIAIMH 110 3amuTe nHpopmaruu B JIBC.
27. UneHTU(UKAIS U ayTCHTU(QHUKAIHA TO0JIb30BaTeNIed B CHCTEME 3JICKTPOHHOTO
JOKyMEHTO000pOTa.

28. O61mas xapakTepUcTHKa MIEKTPOHHOTO TOKYMEHTO000POTa.

29. Ocobennoctr BeIOOpa obmaanoit CO/I.

30. Apxutektypa oomaaabix CO/JI.




6. YHEBHO-METOJANYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHUWE JUCHUILIJIUHBI (MOAYJIS)

6.1. Pexomengyemas iureparypa

6.1.1. OcHoBHas JMTEpaTypa

ABTOpBI, COCTaBUTENHN 3ariaBue W3parenscTBO, TOA, AI1. ajpec
JI1.1 |'punbepr A. C., JIokyMeHTaIoHHOe 00ecTieueHNe ypaBleHNs: yIeOHNK: M.: FOuutn-/ana, 2015
I'op6aués H. H., YueOHUKN U yueOHsle nocobus aiust BY3o0s http://biblioclub.ru/index.php?
MyxamertiimHa O. A. page=book&id=115031&sr=1
6.1.2. JlonosiHuTEIBHAS JIUTEPATYPa
ABTODBI, COCTAaBUTEIIN 3arnaBue W3narenbCcTBO, rO, 3J1. aipec
JI2.1 |KobGener O. A. DNeKTpOHHAs KOMMepLHs: yueOHoe nmocodue: Y4eOHUKHN U M.: Jlamkos u Ko, 2018
yaebnble mocoous st BY30B http://biblioclub.ru/index.php?

page=book&id=496127

6.2. [lepeuenn pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHHKAIIMOHHOH ceTH ""UnTepHet"

6.2.1 IlepeyeHb NporpaMMHOro odecrneveHust

6.3.1.1 | Microsoft Windows, OpenOffice, moctym B cets HTEpHET.

6.2.2 IlepevyeHb coBpeMeHHBIX MPO(eCCHOHATBHBIX 023 TaHHBIX 1 HHPOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1 | http://www.consultant.ru/ CrpaBounast npaBoBas cuctema «Koncynprantllnrocy.

6.3.2.2 | sdo.tiei.ru - DnexkTponHas nHGpOpMaLHOHHO-00pa3zoBaTenbHas cpena(D1O0C)

6.3.2.3 | http://biblioclub.ru/ 9BC «YHuBepcuterckas dubanoreka online»

6.3.2.4 | http://library.tiei.ru/ - SJIEKTPOHHA AL HAYYHO-OBPA30OBATEJIbHASI BUBJIMOTEKA

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYHEHHME JJUCIMITJIMHBI (MOY JISA)

7.1 | CiennanbHble HOMEIICHUSI IPECTABIAIOT COO0H yueOHbIe ay JUTOPUH JUTs IPOBEACHHMS 3aHATHH JIEKIIMOHHOTO THIIA,
3aHATHH CEMUHAPCKOT0 THIA, KYPCOBOTO IIPOCKTHPOBAHUS (BBIOIHEHHS KYPCOBBIX padoT), TPyNIOBBIX U
WHIUBHYIBHBIX KOHCYJIBTAINH, TEKYIIIET0 KOHTPOJIS M IPOMEKYTOTHON aTTECTAllNH, a TAKKe TOMEIICHHUS IS
CaMOCTOATEIFHON PaOOThI U MOMEIICHHUS VIS XPAaHEHUS U MPOGHUIAKTUIECKOT0 00CITyKHUBaHHUA YIeOHOTr0 000py 10BaHHUSI.
CrenMaibHbIC TOMEIICHUS YKOMIUICKTOBAHbI CIICIINAIM3UPOBAHHON MEOEIIBIO U TEXHUYECKUMH CPEACTBAMH 00yUeHHU,
CITy>KaIllMH JUTS TIPECTaBICHNs yaeOHO! HH(pOpMaIHy 00IbII0N ayauTopru. J{Jst mpoBeaeHNs 3aHATHH JIEKIIHOHHOTO
THUIIA TIpeJUIaTaloTcss HaOOPHI IEMOHCTPAIIHOHHOTO 000pYIOBaHUS U YIeOHO-HATTIAHBIX TI0COOMIi, 00ecreunBaromue
TEeMaTHYECKUE WUTIOCTPALMK, COOTBETCTBYIOIIME IPUMEPHBIM POrpaMMaM JAUCLHUILUINH (MOAYJIei ), pabounM yueOHbIM
IporpaMMam AUCHUIUINH (Moyeit). [lomemneHus Uit caMOCTOSITENIbHOM PaboThl 00YYAIOIIMXCsl OCHAIICHBI
KOMITBIOTEPHON TEXHUKOH ¢ BO3MOXXHOCTBIO ITOJKITIOYEHIS K ceTH «IHTepHeT» 1 00ecriedeHNeM OCTyIa B 3JEKTPOHHYIO
HH()OPMALMOHHO - 00pPa30BaTENbHYIO CPEY.

8. METOAUWYECKHUE YKA3AHUSA 1JIS1 OBYYAIOIIUXCS IO OCBOEHUIO U KPUTEPUSM OLIEHUBAHUSA
OCBOEHUA JTUCIIMITJIMHBI (MOY JIST)

O0yuyaroumMcst HEOOX0AUMO IIOMHUTB, YTO Ka4EeCTBO MOJIYYSHHOTO 00pa30BaHMs B HEMAJIOH CTEIICHN 3aBHCHUT OT aKTHBHOM POJIH
caMoro o0ydarorerocst B yaeOHOM mporecce. OOydJaronuiAcs JODKEeH OBITh HalleleH Ha MaKCHMaJIBHOE YCBOGHHE TI01aBacMOT0
JIEKTOPOM MaTepHaIa, MOCJIe JIEKIUHU U BO BPEMs CIICIIMAIEHO OPTaHU3YEMbIX HHANBUIYaNbHBIX BCTPEY OH MOXKET 331aTh JIEKTOPY
MHTEPECYIOIIUE €r0 BOMPOCHL.

JleKMOHHBIE 3aHATHUS COCTABIISIIOT OCHOBY TEOPETHYECKOTO O0YYEHHS M JJOJDKHBI 1aBaTh CHCTEMAaTH3UPOBAHHBIC OCHOBBI 3HAHUH
0 TUCHUIUTHHE, PACKPHIBATh COCTOSHNE W TIEPCIEKTUBEI Pa3BUTHS COOTBETCTBYIOIIEH 001aCTH HayKH, KOHIIEHTPUPOBAThH BHUMAaHHUE
-00yuaronuxcs Ha HanboJiee CII0KHBIX U Y3T0BBIX BOIIPOCaX, CTUMYIHPOBATh UX AKTUBHYIO [TO3HABATENIBHYIO JESTEIbHOCTD H
CIOCOOCTBOBATh (POPMHUPOBAHHIO TBOPUECKOTO MBIIIJICHUS.

I'maBHast 3aa4a JISKIIMOHHOTO Kypca - chOpMHUPOBATE Y 00yJaroNIUXCs CHCTEMHOE MIPEACTaBICHUE 00 H3yJacMOM IIpeMeTe,
00ecIeunTh YCBOCHHE OYIyIINMH CIICIIMAIIMCTAMH OCHOBOIIOJIATAIOIIETr0 yueOHOT0 MaTepuaa, IPHHIUIIOB U 3aKOHOMEPHOCTEH
Pa3BUTHsI COOTBETCTBYIOIICH HAYYHO-TIPAKTUYECKOI 00I1aCTH, a TAK)KE METOIOB MPUMCHEHHS TIOJTyYCHHBIX 3HAHUH, YMCHUH U
HaBBIKOB.

OcHoBHbIe QyHkiun dekimii: 1. [TozHaBaTenpHO-00y4atomias; 2. PazsuBaromas; 3. OpHeHTHPYOIIe-HaNpaBIsIomas; 4.
AxrtuBusupymomias; 5. Bociutarensnas; 6. Opranusyromast; 7. HHGOpPMaIlMOHHASL.

BeimosiHeHHE MPAKTHYECKUX 3aaHUH CITYKHUT BaXKHBIM CBS3YIOIIMM 3BCHOM MEXKIy TCOPETUIESCKUM OCBOCHHEM JaHHOMN
JVICITUIDIMHB] ¥ IPIMEHECHUEM €€ TIOJIOKCHUH Ha pakTHKe. OHH CIIOCOOCTBYIOT Pa3BUTHIO CAMOCTOSTEIEHOCTH 00YYarOIIIXCS,
6oJree aKTUBHOMY OCBOCHHIO YIEOHOTO MaTepHaa, sIBISIOTCSA BAXHON IPEIIOCEUTKON (OPMUPOBaHHS TPO(ECCHOHATBHBIX KaYeCTB
OyAyLIMX CICHHATICTOB.

ITpoBeneHme TPAKTUIECKUX 3aHATHI HE CBOTUTCS TOJIBKO K OPraHMYECKOMY JOIOIHEHHUIO JICKIIMOHHBIX KYPCOB M CAMOCTOSTEIIBHOM
paboTs! 0Oygaronmxcs. X BMecTe ¢ TeM ClIeAyeT paccMaTpUBaTh Kak BAYKHOE CPEJICTBO ITPOBEPKH YCBOCHHS 00YJAIOIINMHUCS TEX
WITH WHBIX TIOJIOKEHUH, 1aBaeMBIX Ha JIEKIHH, a TAKXKE PEKOMEHyeMOil I H3ydeHus TUTepaTypsl; Kak (hopMa TeKyIero KOHTPOIs
3a OTHOILICHHEM 00YYaroIIuXcs K yueOe, 3a ypOBHEM UX 3HAHHUIA, a CIIeIOBATEIBHO, H KaK OJMH U3 BaKHBIX KAHAJIOB IS
CBOEBPEMEHHOTO MOATATHBAHMS OTCTAIONIIX 00yJarOIIHXCs.

IIpu moAroTOBKE BaXKHBI HE TOIBKO CEPhe3Hast TEOPETHIECKast OATOTOBKA, HO M yMEHHE OPUCHTHUPOBATHCA B PA3HOOOPA3HBIX
OPAKTHYECKUX CUTYAIHAX, ©KESJHEBHO BO3HUKAOUIUX B €r0 JSSITEIFHOCTH. DTOMY CIIOCOOCTBYET (popMa 00YUCHHS B BHC




MPaKTUYECKUX 3aHATHHA. 3aauil MPAKTUIECKUX 3aHATHUI: 3aKpeIieHHEe U YIayOJieHHe 3HAHWi, TIOTyYeHHBIX Ha JIEKIHUAX U
MPUOOPETEHHBIX B MPOLIECCE CAMOCTOATEILHON pabOThI ¢ yueOHOU JIUTEpaTypoil, GOPMHPOBAHUE Y O0YUAIONIMXCS YMEHUH
HaBBIKOB pa0OTHI C UCXOTHBIMU TAHHBIMH, HAYIHOW JINTEPATYPOH U CIIEIUATLHBIMU TOKyMeHTaMu. [IpakTnaeckoMy 3aHITHIO
JIOJIKHO IIPEJIIIeCTBOBATh O3HAKOMJIEHHUE C JIEKIIMEH Ha COOTBETCTBYIOIIYIO TEMY U JINTEPATYpPOH, YKa3aHHOH B IJIaHE 3TUX 3aHATHH.
IIpu npoBeneHNH yueOHBIX 3aHATUI 00ecTieunBaOTCs Pa3BUTHE Y 00YUaIOUINXCSl HABBIKOB KOMaHAHOM paboThl, MEKIMYHOCTHOM
KOMMYHHKAIIUHU, IPUHATHUS PEIICHUH, IUACPCKUX KauecTB (BKIIOYas P HEOOXOAMMOCTH MPOBEJACHNE HHTECPAKTUBHBIX JICKIINH,
TPYIIOBBIX TUCKYCCHH, POJIEBBIX UI'P, TPEHUHIOB, aHAIN3 CUTYallMi 1 UMUTAIIMOHHBIX MOJEINeH, MpenoiaBaHue AUCHUTUINH
(Momymneit) B hopMe KypcoB, COCTABICHHBIX HAa OCHOBE PE3yJIbTATOB HAYYHBIX UCCIIEIOBAHUH, TPOBOJUMBIX OpTaHU3aIMel, B TOM
YHCIIe C YIETOM PErHOHAIBHBIX 0COOEHHOCTEH MPOo(eCcCHOHATBHON IEATEILHOCTH BBIMTYCKHUKOB U MOTpeOHOCTE# paboTomaTenei).
CaMocrosTenbHas padoTa MOXKET OBITh YCIICIIHOW MPY ONPEICIICHHBIX YCIOBUIX, KOTOPBIE HEOOXOAMMO OpraHn30Bath. Ee
MpaBUJIbHAS OpPTaHU3AINs, BKIIOYAIOIIAS TEXHOJIOTUH 0TOOpa LieNeH, ColepKaHus, KOHCTPYHPOBAHUS 3aJaHUI M OPTaHU3aIHI0
KOHTPOJISI, CHCTEMaTUYHOCTb CaMOCTOSITENIbHBIX YUeOHBIX 3aHATHH, 1leleco00pa3Hoe UIaHUpOBaHNEe pabouero BpeMeH! 03BOJISET
MPUBUTH CTYICHTAM YMEHHS U HaBBIKH B OBJIAJICHUH, U3YUCHHH, YCBOCHUHU M CUCTEMATH3AI[UH PHOOPETaeMbIX 3HaHUH B IpoIiecce
00ydeHHs, TPUBUTH HABBIKY TIOBBIIICHUS TIPO(ECCHOHANLHOTO YPOBHS B TEUCHUE BCEH TPYIOBOH JESITENBHOCTH.

J1711 KOHTPOJIS 3HAHUH CTYACHTOB MO JAHHOW AUCHUILIMHE HEOOXOJUMO MPOBOAUTH ONIEPATUBHBIN, pyOEKHBIA M UTOTOBBIH
KOHTPOJIb.

OrnepaTUBHBIN KOHTPOJIb OCYIIECTBIISIETCS ITyTEM IIPOBEIEHUS OIPOCOB CTYACHTOB HA CEMUHAPCKUX 3aHATHUSAX, IPOBEPKU
BBITTOJIHEHHS TIPAKTUIECKUX 33aJ]aHNH, a TAKKE YUeTa BOBJICUSHHOCTH (aKTUBHOCTH) CTYACHTOB NIPU 00CYKJICHHY MHHU-IO0KJIAIOB,
OpraHU3aIMH POJIEBBIX UIP U T.II.

KoHTpoJb 32 caMOCTOATENBHOMN paboTO# CTYJICHTOB IO KypCy OCYIIECTBIIACTCS B ABYX (hopMax: TEKYIIUHA KOHTPOJb ¥ HTOTOBBIM.
PyOexHBIN KOHTPOIH (aTTecTanus) IOAPa3yMeBaeT POBEACHUE TECTHPOBAHMS 10 IIPOICHHBIM pa3zienaM Kypca. B tectupopanme
MOTYT OBITh BKJIIIOUEHBI TEMBI, IPEAJIOKEHHBIE CTYACHTaM Il CAMOCTOSITEIbHOM MOATOTOBKH, a TAK)KE MPAKTHUECKUE 3aJaHHS.

YpoBeHb chopMUPOBAHHOCTH MPOHECCHOHATHHBIX KOMITETCHIINH KaXKI0TO 00yJaIoNerocst OICHUBASTCS MO CIIEAyIoNIe mKkaie (0T
1 mo 5):

1 — He cripaBiseTCs C BBINOJHEHHEM TUIIOBBIX IPO(ECCHOHABHBIX 33/a4, He MPOSABISIET HU OJUH U3 HAaBBIKOB, BXO/SIIHX B
KOMITETEHIINIO;

2 — He CTIPaBIIAETCS C BHITOJHEHNEM THIIOBBIX IPO(ECCHOHATBHBIX 3aa4, IPOSBIIIET OTJCIbHBIC HABBIKH, BXOASIINC B
KOMITCTEHIINIO;

3 — BBINOJIHSET TUIIOBBIE TPO(ECCHOHAIBHBIC 33124 IIPU KOHCYJIbTAIIMOHHON IOJJICPIKKE: TIOPOTOBbIN (KPUTHYECKUIT) YPOBCHB
TOTOBHOCTH;

4 — caMOCTOSATENIFHO BEINOJHSACT THIIOBBIC Ipo(deccHoHaIbHbIE 3aaun. s pereHns HeCTaHAapTHEIX 3a/1ad TpedyeTcs
KOHCYJbTallMOHHAs TIOMOILb: TIOPOTOBBI (IOMTYyCTUMBII) YPOBEHb TOTOBHOCTH;

5 — Bce npodeccroHaNbHBIC (TUIIOBBIE U HECTAHAAPTHBIE) IPO(ECCHOHANBHBIC 3a/Ja4H BBIIOJIHACT CAMOCTOSTEIILHO: TIOBBIIIEHHBIIH
YpOBEHb TOTOBHOCTH.

BanbHO-peifiTHHrOBas OLIEHKA MO MPOMEKYTOUHON aTTECTAllUH IPOBOIUMON B popMe dKk3aMeHa U (i) AudepeHIIMPOBAaHHOTO
3a4eTa BBICTABISETCS B COOTBETCTBUU CO CIIEAYIOLIEH HIKaIO:

50-71 — «yOBIIETBOPUTEIBHOY;

71-92 — «xopouioy;

92-100 — «OTIUYHON.

Janee npuBoaATCA KPUTEPHUU OLIEHKH Pe3yJIbTaTOB 0TBeTOB. Hanmpumep:

Onenka "OTJIMYHO" craButcs o0ydaroneMycsi, HOKa3aBIIeMy ITOBBIIICHHBIH YPOBEHb TOTOBHOCTH.

Omenka "XOPOIIO" craButcs o0yuaronieMycs, MOKa3aBIIeMy TOPOTOBBIH (IOMYCTUMBII) YPOBEHb TOTOBHOCTH.

Ouenka "YJIOBJIETBOPUTEJIBHO" craButcs o0y4aromeMycsi, MoKa3aBIeMy MOPOTOBbIH (KPUTHUECKUN) YPOBEHb TOTOBHOCTH.
BanpHO-pedTHHTOBasI OIICHKA IO IPOMEXYTOYHOH aTTECTAIlHH IIPOBOMMON B (hopMe 3aueTa BEICTABIISIETCS B COOTBETCTBHH CO
CJeyIOIIeH IIKaIOoM:

51-100 — «3auTeHOM.

Janee npuBoaATCA KPUTEPHUU OLIEHKH Pe3yJIbTaTOB 0TBETOB. Hanmpumep:

OreHka "3a9TeHO" CTaBUTCS 00ydaromeMycs, MUHIMAIIBLHO ITOKa3aBIIeMy ITOPOTOBBIH (KPUTHIECKHH) YPOBEHb TOTOBHOCTH.




