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Conep:xanue
Copnepxanne

1. ITepeueHp MIaHUPYEMBIX PE3YIBTATOB OOYYCHHUS IO AWCIUIUIMHE (MOIYJIIIO), COOTHECEHHBIX C IUIAHUPYEMBIMH
pesynbratamu ocBoenust OIIOIT BO

2. Mecro nucnuiuinHb! (Moayis) B ctpykrype OIIOITI BO

3. O06beM auCHMIUIAHBI (MOMAYJS) B 3a4E€THBIX EAMHMIAX C YKA3aHHEM KOJIMYECTBA YacOB, BBIJCIECHHBIX Ha
KOHTaKTHYIO pa0oTy 00ydarommxcs ¢ mpenojgaBarteieM (0 BHIaM y4eOHBIX 3aHATHH) U HAa CaMOCTOSTENbHYIO paboTy
oOyJaromuxcs

4. Conep:xaHue NUCIUIUIMHEI (MOAYIS), CTPYKTYPHPOBAHHOE IO TeMaM (pa3zenaM) C yKa3aHHeM OTBEICHHOTO Ha
HUX KOJINYECTBA aKaJeMUYECKUX YacOB U BHJIOB YY€OHBIX 3aHATHH

4.1. CTpyKTypa B TeMaTH4YECKHH IIaH KOHTAKTHOW M CaMOCTOSITEIBHOM pabOTHI IO JUCIUIUTHHE (MOIYIIIO)

4.2. ConepkaHue JUCLUILUINHBI (MOAYJIS)

5. IlepedeHs yueOHO-METOAMYECKOTO OOECTICUCHHUS UII CAMOCTOATENEHOW PabOThl 0O0YJalOUINXCs 110 AUCITUTLTHHE
(Momym0)

6. ®oHI OLIEHOYHBIX CPECTB MO AUCIUIUTHHE (MOIYITIO)

7. IlepedeHs TuTepaTyphl, HECOOXOTUMOM ISt OCBOCHHS JUCIUIUIAHBI (MOMYJIIS)

8. IlepeueHp pecypcoB HHPOPMANMOHHO-TEICKOMMYHIKAIIMOHHOH ceTr "MHTepHET", HEOOXOAUMBIX IS OCBOCHHS
JUCHIUTUTAHBI (MOYII)

9. MeToanueckue ykazaHus AJsl 00y4aronnXxcs 10 OCBOCHUIO TUCHUILTHHBI (MOJIYJIS)

10. ITepeueHs HHPOPMALIMOHHBIX TEXHOJIOTHI, HCIIOJIB3YEMBIX IIPH OCYLIECTBICHHN 00pa30BaTEILHOrO MpoLecca o
JUCUUILIMHE (MOJYJII0), BKJIIOYAs MEepedeHb MPOrpaMMHOro obecrnedeHust 1 MHPOPMAIMOHHBIX CIIPABOYHBIX CUCTEM (TIpH
HE00XOIUMOCTH)

11. Omnucanne MaTepuaibHO-TEXHHUYECKOI 0a3bl, HEOOXOMIUMOI IS OCYIIECTBICHHS 00pa30BaTENILHOIO Mpolecca
10 JUCHIUIUTHHE (MOIYITIO)

12. CpezcTBa ajantaiuu MpernoiaBaHisl JUCIUIUIHHBL (MOYJIsL) K MOTPEOHOCTAM 00YYArOIIUXCSl HHBAIHMIOB U JIUIL C
OTpaHUYECHHBIMH BO3MOXXHOCTSIMU 3[I0OPOBBS

13. TIpunoxenue Nel. @oHA OLIEHOYHBIX CPEICTB
14. TIpunoxenne Ne2. [TepedeHs IuTepaTyphl, HEOOXOIUMOMU JJIsI OCBOCHUS TUCIIHIUTHHBI (MOIYJIS)

15. Tlpunoxenue Ne3. IlepedeHb HHPOPMAIMOHHBIX TEXHOJOTHU, HCIOJB3YEMBIX IS OCBOCHHS IUCIUILIMHBI
(Momyist), BKITFOYAsI [IEPEYCHb MPOrPAMMHOTO 00ECIIEYCHHUS M HH(POPMAIIMOHHBIX CIIPABOYHBIX CHCTEM



[Iporpammy aucumrumHbl paspaborain(a)(u) crapmmii npenoaasarens, 0/c llapadeesa JI.P. (Kadenpa maremaruku
U MPUKIIaHOM nHpOpMATHKH).

1. IlepeyeHr NJIAHMPYEMBIX pe3yJbTATOB OOy4YeHUS] MO JMCUHUILIMHE (MOJYJI0), COOTHECEHHBIX C
IVIAHMPYyeMbIMH pe3yiabTaTamu ocsoeHust OIIOII BO

OO6y4aronuiicsi, OCBOUBIINNA AUCITUILTHHY (MOIYIIB), JOIDKEH 001a1aTh CIEeAYIONIMMA KOMIIETCHIIAAMHU:

Mudp Pacimiudposka
KOMIeTeHIIHU npuodperaemMoii KOMIeTeHIUU

IK-1 CriocoOeH TPOBOAWTH IMpPE3CHTAIMI0 HWHGOPMAIIMOHHON CHCTEeMBI M HadalbHOe OOy4YeHHe
MOJIb30BaTENEH

K-1.1 3HATh TEXHOJIOTHH TIPOBEIACHUS TPE3CHTAINH MH()OPMAIIIOHHONH CHCTEMBI M HAYaJIbHOTO OOYYEHHS
MOJIb30BaTENEH

IK-1.2 YMeTb IPOBOANTH MPE3eHTAINI0 HHPOPMAIIIOHHOW CHCTEMBI M HaYallbHOE 00y4YeHHe M0Ib30BaTeleit

IK-1.3 Bnaners crnocoOHOCTHIO TNPOBOJWUTH IPE3EHTALMI0 WH()OPMALMOHHOM CHCTEMBI W HadaJlbHOE

00yUYeHHE TI0JIb30BaTeINeH

TIK-3 CriocoOeH OCYIIECTBISITh BeACHHE 0a3bl AaHHBIX W TOANCPKKY HWHPOPMAIHOHHOTO OO0ECHCUCHHS
[peIICHAS TIPUKIIATHBIX 32129

T1IK-3.1 3HATh TEXHOJIOTUH BEICHHS 0a3bl JaHHBIX, CIOCOOBI MOJACPKKA MH(POPMAIMOHHOTO OOECIICYCHHUS
[PELICHUSI IPUKITAIHBIX 3324

I1K-3.2 'YMeTh OCYIIECTBIATh BeJcHUE Oa3bl MaHHBIX W IOIACPKKY HH(POPMAIUOHHOTO OOCCIeUCHUS
[PELICHUSI IPUKITAHBIX 3324

I1K-3.3 BnaneTh coCOOHOCTBIO OCYIICCTBJIATH BEACHHE 0a3bl JAaHHBIX U MOAICPKKY HH(POPMAIMOHHOTO
00CCIICUCHHUS PEIIICHUS TPUKIIATHBIX 33724

OO0yuaronuiicsi, OCBOUBIINN AUCIUIIUHY (MOIYIIB):

JlomxeH 3HaTh:

- OCHOBHBIC IIOHATHS OJIIEKTPOHHOTO JOKYMEHTOOOOpPOTa, XapakTepHble OCOOEHHOCTH 3JIEKTPOHHOTO
JIEIIOTIPON3BO/ICTBA, OCHOBHBIC  3aJa4l, pellaeMble MOCPEICTBOM  HCIONB30BAaHUS  CHCTEM  JIIEKTPOHHOTO
JIOKYMEHTO000POTAa;

- OCHOBHI COBPEMEHHBIX TPOTPAMMHBIX CPEACTB CHCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa, CIIOCOOBI HX
WCIIONB30BaHUS TS PEUICHUS 33134 3JIEKTPOHHOTO AEJIOMPOU3BOICTBA

JlomkeH ymeTh:
- CaMOCTOSATENILHO 00yYaThCsI NCTIOIB30BAHHIO COBPEMEHHBIX CHCTEM JIEKTPOHHOTO JIOKYMEHTOO000POTa;
- MPUMEHATh CHUCTEMY 3JEKTPOHHOTO JoKyMmMeHToobopoTa «1C: Ilpeampusitue 8» misa pemieHHs KOHKPETHOH
3aJjauy AJIEKTPOHHOTO JEJIONPOU3BOJICTBA.

JlomxeH BlaneTh:
- OCHOBHBIMU TMOHATHAMHU DJIICKTPOHHOTO I[OKyMeHTOO60pOTa Ipu OCBOCHUU CMEKHBIX MIUCHUIUIMH 110
BBIOpaHHOM CIIEIMANBLHOCTH U B cpepe MpodhecCHoHaNBHOI e TeIbHOCTH;
- HaBBIKAMU MTOCTPOCHHS KOH(OUTYpaLUU CUCTEMBI AJIEKTPOHHOTO JoKyMeHTooOopoTa 1C: IIpeanpusitue 8.3.

2. Mecro aucuumiunsl (MoayJs) B crpykrype OIIOII BO

Jannas mucumniuHa (Moaynb) BrmroueHa B pasfaen "b1.B.JIB.01.02 JIucuurmiumabl (MOAynu)" OCHOBHOM
mpodeccrnoHanbHO 00pazoBaTenbHOM mporpammsl 09.03.03 "Ilpuknagaas nadopmaTtuka ([Ipuxiagnas napopMaTHKa B
9KOHOMHKE)" M OTHOCHTCA K AWCIUIUIMHAM 110 BBIOOPY M dYacTH, (GOopMHpyeMOH y4JaCTHHKaMHU OO0pa30oBaTEIbHBIX
OTHOUIEHMH.

OcBanBaetcs Ha 5 Kypce B 9 cemectpe.

3. O0beM AUCHMILVIMHBI (MOAYJISI) B 32a4eTHBIX eIMHHMIAX ¢ YKA3aHHEM KOJMYeCTBAa 4YacoB, BblAeJeHHBIX HA
KOHTAKTHYI0 padoTy o0y4alomuxcsi ¢ mpemnojgasarejeM (0 BHAAM y4eOHBIX 3aHATHI) © HA CAMOCTOSATEIbHYIO
padoTy o0y4arommxcs

OO6m1ast TPyAOEMKOCTh TUCIMIUIMHEI COCTaBIACT 3 3aueTHBIX(bIe) enuani(sl) Ha 108 gaca(oB).

KonrakrtHast pabGora - 12 uaca(oB), B ToM umuciie Jekuumu - 4 yaca(oB), mpaktnueckue 3aHsTtus - 0 uaca(oB),
naboparopHsle paboTh - 8§ yaca(oB), KOHTPOJIb CAMOCTOSITENbHON paboTs! - 0 gaca(oB).

CamocrositenbHas pabota - 92 yaca(os).



Konrposns (3auét / ax3ameHn) - 4 yaca(oB).

Dopma MPOMEKYTOUYHOTO KOHTPOJIS AUCITUTUTNHEL: 3a4eT B 9 ceMecTpe.

4. Copep:xkaHue IHCHMILUIMHBI (MOAYJIsl), CTPYKTYPHPOBaHHOe IO TemaMm (pa3zejaM) ¢ YKa3aHHEM
OTBeCHHOI0 HA HUX KOJIMYECTBA aKaJeMHUYeCKHX YacOB ¥ BH/I0B Y4eOHbIX 3aHATHIH

4.1 CTpyKTYypa U TeMaTHYeCKHUi MJIAaH KOHTAKTHON U CaMOCTOSITeIbHOM PadoThI N0 AUCHUILIHHE (MOAYJIIO)
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1 Tema 1. OCHOBBI JIEKTPOHHOTO TOKYMEHTO000POTA. 9 2 0 0 18
" |[KopropaTuBHbIE CHCTEMBI 3IEKTPOHHOTO JOKYMEHTO000POTA.

2 Tema 2. Oprarmsanus paboTel ¢ JOKYMEHTaMH. JIEKTPOHHBIN 9 1 0 2 32

" |HOKyMeHTO00O0pOT Ha 6a3e O(UCHBIX MPOTPAMM.
3. [Tema 3. Cuctemsl JIEKTPOHHOTO TOKYMEHTOO00POTA. 9 1 0 6 42
Mtoro: 108 4. (13 HUX 4 4. KOHTPOJIB) 4 0 8 92

4.2 CoaepkaHue JUCUMILIMHBI (MOIYJI51)

Tema 1. OCHOBBI 3JIEKTPOHHOTO JOKyMeHT000opoTa. KopmopaTuBHBIE CHCTEMBI 3JIEKTPOHHOTO
JOKYMEHT0000poTA.

OcHOBHBIE TOHATHA W omnpexaeneHuA. [IoHATHS TOKYMEHT, AEIONPOM3BOACTBO, AOKYMEHTOOOOPOT, 3JIEKTPOHHBIE
TEKCTBI, IEKTPOHHBIN JTOKYMEHT, SJIEKTPOHHBIH TOKYMEHTOOOOPOT. ATpHOYTHl JOKYMEHTOB. THIIBI TOKYMEHTOOOOPOTA.
PernmameHT paboTBl ¢ OOKyMEHTaMH. MECTO 3JIEKTPOHHOIO IOKYMEHTOOOOpOTa B JESTENFHOCTH OpraHM3aINi.
KopnopatuBHas cucteMa 3I1eKTPOHHOTO JOKYMEeHT0000poTa. Ob1auHble CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

Tema 2. Opranuzanuss padoTbl ¢ JOKYMEHTAMHU. JJIEKTPOHHBIH JOKYMeHTO000poT Ha 0a3ze oQuUCHBIX
MporpaMm.

Joxymentoobopot. Yuer o6bema jokyMmeHToo60poTta. O6paboTka 10KyMeHTOB (00paboTKa BXOASIINUX TOKYMEHTOB,
00paboTKa HUCXOJSIIMX JOKYMEHTOB, 00pa0oTKa BHYTPEHHHX JOKyMEHTOB). Perucrtpaumsi JoKkyMeHTOB. DopMmbl
perucTpanuu A0KyMEHTOB. Perucrparis BXOASIIMX JOKYMEHTOB. Perucrpanusi HCXOASNIMX U BHYTPEHHUX JTOKYMEHTOB.
Hcnonnenne noxymentoB. KoHTpons 3a mc-moiaHeHneM JOKyMeHTOB. CpOKHM HCIIOJIHEHHs AOKyMeHTOB. HomeHkiaTypa
nen. Bunsl Homenknatyp nen. ConeprkaHue HoMeHKJIATypbel. Popmuposanue nein. [IpaBuia m mopsiiok pOpMUpPOBAHUS
nen. XpaHeHue Jen. XpaHeHHe JJOKYMEHTOB (CPOKH XpaHEHHs JIOKYMEHTOB, OIpeJIeJIeHHe CPOKa XpaHEHUs! JOKYMEHTOB).
OKcnepTu3a HEHHOCTH JOKYMEHTOB B JIEJIONPON3BOCTBE. [IpoBenieHne IKCTIepTH3bl IEHHOCTH JOKYMEHTOB. DKCIIEPTHBIE
komuccun. Texuonorus Docflow. Texnonoruss Workflow. Busyanusanust TEXHHYECKOTO perjlaMeHTa JIOKyMEHTO000poTa B
mporpamMMHOii cpene Microsoft PowerPoint. PazpaboTka mabinoHa moxkyMeHTa B cpesie AenoBoit rpaduku MS Visio.

Tema 3. CucreMbl 3JIeKTPOHHOI0 JOKYMEHT0000poTA.

Henn n Haznauenne Cuctembl DnektpoHHOro oxymentooboporta (CO/). IMogxoasl k mpoektupoBanuto CO/I.
[Ipobaemsr moctpoenus COJ]. OcobenHocTn mnpoexktupoBanus M BHeApeHus OCVY][ g KOpHOpaTHBHBIX CHCTEM.
punumner noctpoenuss COJ] B cocraB (yHKIMOHAJIBHBIX MOAYyJied U obecneunBaromux mojacucreM. CopepxaHue
TpebOBaHUHN K CTPYKTYype U OTAeNbHbIM KoMnoHeHTaM C3/]. CocTaB TeXHOJIOTHH, METOJIOB U CPEACTB MPUMEHSIEMBIX IS
npoektuposanus CO /1. Opranuzamus npoexktupoBanus CO/I.

5. IlepedeHb y4eOHO-METOAMYECKOrO oOOecmeYeHHUs] /ISl CAMOCTOATEJbHOH padoThl 00y4YaromUXCH 110
JUCHUITHHE (MOAYJII0)

CamocrosiTenbHass paboTa OOYYaIONIMXCSl BBIMONMHSETCS IO 33aHUI0 M TIPH METOJUYECKOM PYKOBOJICTBE
mpernojasaTens, HO 0e3 ero HemocpeacTBeHHoro yuactus. CamocrosrenpHas paboTa TOApas3fesieTcss Ha
CaMOCTOATENIFHYI0 PabOTy Ha ayJUTOPHBIX 3aHATHSIX M Ha BHEAYAMTOPHYIO CAMOCTOSTENBHYIO padoTy. CaMocTosTeIbHAS
pabora oOy4aronuxcs BKIIOYAET KaK ITOJIHOCTBIO CAMOCTOSITENIbHOE OCBOCHHE OTIEIBbHBIX TeM (Pa3/elioB) TUCLUILIHHEL,
TaKk W npopaboTKy TeM (pa3zienoB), OCBaMBAEMBIX BO BpeMs ayAMTOpPHOW paboThl. Bo Bpems caMoOCTOSTENbHON paboTh
oOydJaromuecss 4YUTAlOT M KOHCHEKTUPYIOT y4eOHYI0, Hay4HYI0 M CHpPABOYHYIO JIMTEPATypy, BBINOJHSIOT 3aJlaHus,
HarpaBsJeHHbIE Ha 3aKperjieHHue 3HaHWH M OTPabOTKYy YMEHHH M HaBBIKOB, FOTOBATCSA K TEKYIIEMY M IPOMEKYTOYHOMY
KOHTPOJIIO 10 JUCLUIIINHE.

OpraHu3zanys caMOCTOATENbHON paboThl 00YJAIOIINXCSI PETIIAMEHTHPYETCSI HOpPMAaTUBHBIME JIOKYMEHTaMH, y4eOHO-



MeTOZ(PI‘IeCKOﬁ nnTepaTypoﬁ 1 3JICKTPOHHBIMU 06pa3OBaTeﬂbeIMI/I pecypcaMu, BKIrO4das:

TTopsimok opraHW3aIii M OCYIIECTBICHHUS 00pa30BaTENLHOW NEATEIHPHOCTH 10 00pa3oBaTENbHBIM IpOorpaMMaM
BEICIIIETO O00pa3oBaHUS — IMporpaMMaM OakajaBpuaTa, IPOrpaMMaM CHCHHANNATEeTa, IPOTrpaMMaM MarkucTpaTyphl
(yTBepkIeHHBIN nprka3oM MUHHCTEpCTBA HAYKU WM BBICIIEro oOpa3oBanus Poccuiickoit @exepanuun ot 6 ampens 2021
rona No 245)

YcraB  ¢emepambHOTO  TOCYNAapCTBEHHOTO  aBTOHOMHOTO — oOpasoBaTenmpHOro — yupekneHus "Kaszanckwid
(ITpuBomkckuit) henepanbHBIN YHUBEpCUTET"

[IpaBua BHYTpPEHHEro pacHopsiaka (eaepalbHOro TOCYIapCTBEHHOTO aBTOHOMHOTO — 00pa3oBaTesIbHOTO
yUpEeXIEeHUs BEICIIEro nmpodeccruoHaibHoro oopasosanus "Kazaunckuii (I1puBosnkckuil) dpenepaibHblil yHuBepcuTet"

JlokanpHbpie HOpMaTHBHBIC akThl Kazanckoro ([IpuBomkckoro) ¢henepalbHOrO YHUBEPCUTETA
6. ®oH/1 OLIEHOYHBIX CPECTB MO JUCHHUILINHE (MOIYJIIO)

@DOoHI OLICHOYHBIX CPEACTB II0 IUCLMIUIMHE (MOIYJIO) BKIIOYAeT OLICHOYHBIC MAaTepHAIbl, HAIpPaBICHHBIC Ha
NPOBEPKY OCBOCHHS KOMIICTCHIWH, B TOM YHCIe 3HAHHH, YMEHHH M HaBHIKOB. DOHJ OIEHOYHBIX CPEICTB BKJIIOYACT
OLICHOYHBIE CPEJICTBA TEKYIIET0 KOHTPOJIS ¥ OLCHOYHBIE CPEICTBA IPOMEIKYTOYHOH aTTeCTALHH.

B (hoHze OLeHOYHBIX CPECTB COAEPIKUTCS CleaAyroast nHpopMauus:

- COOTBETCTBUE KOMIICTEHIIMH IUIaHUPYEMBIM pe3yJsibTaTaM 00ydeHUs 10 AUCUUIUINHE (MOIYIIIO);

- KpUTEpUH OLICHUBAaHHS CHOPMUPOBAHHOCTH KOMIICTCHIHH;

- MeXaHMU3M (OPMHUPOBaHHS OLEHKHU 110 JUCLUUILIHHE (MOAYIIIO);

- OIMCaHUE TOPsIKA IPUMEHEHHS U IIPOLIEAYPHI OLICHUBAHUS IS KaXKI0TO OLICHOYHOTI'O CPECTBA;

- KPUTEPUH OLICHUBAHHMS JJIsl K&XKJI0T0 OIIEHOYHOTO CPEJICTBA;

- COIepKaHHE OLCHOYHBIX CPEACTB, BKIIOYAs TpeOOBaHHS, NPEABSBISIEMble K JCHCTBUAM OOYYarOLIMXCS,
JEMOHCTPUPYEMBIM pe3yJibTaTaM, 3aJIlaHus Pa3InuHbIX THIIOB.

®DOHZ OIIEHOYHBIX CPEICTB IO MUCHUIUIHHE HaxoanuTcs B [Iprmmoskennn | k mporpaMMe AUCITUILTHHEI (MOIYIIIO).

7. llepeyeHb JUTEPATYPbl, HEOOXOAMMOM JJI5l OCBOEHUS JUCUMIIMHBI (MOTYJI51)

OcBoeHue IMCUMIUIMHBI (MOAYJIS) THpeArojaraeT u3ydeHue ydeOHOM mnurepaTypsl. Jluteparypa MoOXeT OBITh
JIOCTYITHA 0OYYAIOMIMMCS B OJHOM H3 JBYX BapHAaHTOB (JI1O0 B 000WX U3 HUX):

- B JJIGKTPOHHOM BHJE - 4Yepe3 3JICKTPOHHBbIE OHOIMOTEYHBIE CHCTEMbl Ha OCHOBAaHMH 3aKIIOYeHHBIX KDY
JIOTOBOPOB C IIPaBO00JIaAaTENIMU;

- B mieyaTHOM Buje - B HayuHo#i 6ubnunoreke Enadyxckoro uacturyra KOY. OOyuaromumecs moay4JaroT yueOHYOo
JIUTEpaTypy Ha abOHEMEHTe II0 YHMTaTeJIbCKHUM OmieraM B COOTBETCTBHM C IIpaBWIaMH Mojb3oBaHus Haywnoit
OUOINOTEKOM.

OJEeKTPOHHBIE U3JaHMS JOCTYNHBI TUCTAHIIMOHHO M3 JIFOOOH TOYKHM MPU BBEIECHHH O0YYAIOLIMMCS CBOETO JIOTHHA U
maposisi OT JMYHOrO KaOuHeTa B cucTeMe "DNeKTpOoHHBIH yHHMBepcHTeT'. lIpM HCHONB30BaHMM NEYaTHBIX W3JaHUH
6ubmmoTeynsli (OHI MOIDKEH OBITh YKOMIUIEKTOBAaH MMH M3 pacuera He MeHee 0,25 sk3emmipa Ha KaxJIo0ro
o0yyaroIerocs U3 4rcia JINL, OJHOBPEMEHHO OCBAWBAIONINX JIAHHYIO AUCIHUIUINHY.

Iepeyensb yueOHOM TUTEPATYPHI, HEOOXOAMMOM JIs1 OCBOCHHS JUCUIUILIMHBI (MOIYJIs), HaxoauTcs B [Tpunoxenuu 2
K pabodell mporpamme IUCIMIDIHHBEL OH MOIJICKUT OOHOBJICHUIO IIPH HM3MEHEHHH YCIOBHHA J0roBOopoB KDY ¢
npaBooOyaiaTeNsIMA  3JEKTPOHHBIX M3IaHUM M IIPU M3MEHEHWH KOMIUIeKTOBaHMA ¢onnoB Hayunolt Oumbimorexn
Emabyxckoro uacTHTYTa KOV,

8. Ilepeyenp pecypcoB MH(OPMALHOHHO-TEIeKOMMYHUKALIMOHHOW ceTu 'UHTepHer", He0OXOAUMBIX IS
OCBOCHHS TUCHMILTUHBI (MOY.151)

CD/J1 cucremsl - https://www.doc-online.ru/tools/sed/ .

Oo¢unmaneaerii caiit komnanuu Cognitive Technologies, ommcanuenporpammuoro mponaykra COJ] «Erdpar» -
http://www.evfrat.ru.

1C: JokymenToobopoT 8 - http://v8.1c.ru/doc8.

9. Meronnyeckue yKkazaHus AJ1si 00y4ar0muxcsi M0 0CBOEHUIO TUCHUILTUHBI (MOAYJIsT)

Bua pador MeToanyeckue peKoMeHIaluu

JIEKIUU JlexnoHHbBIE 3aHATUS MPOBOASTCS C HUCHOJIB30BAHUEM HMHTEPAKTHBHBIX TEXHOJOTMH U MpeanojararT
aKTHUBHOE YYacTUE CTYAEHTOB. [ MOATOTOBKH K 3aHATHAM PEKOMEHIYETCs BBIACNATh B MaTepuaie
npoOJIeMHBIE BOIIPOCHI, 3aTparkMBaeMble IPENoaaBaTeleM B JIEKIWH, W TPyNIHpOBaTh HMH(opManuio
BOKpYT HuX. JKenaTenpbHO BBIAENATH B UCHOIb3YEMOH JIHTEpaType MOCTAHOBKU BONPOCOB, HA KOTOPHIE
Pa3sHbIMH aBTOpPaM MOTYT OBITh JTaHBI Pa3iIM4HbIe OTBETH.. Ha OCHOBaHMM MOCTaHOBKM TaKHWX BOIIPOCOB
cienyeT cooupaTh apryMeHTHI B TIOJIb3Y PA3TUYHBIX BAPHAHTOB PEIICHUS TOCTaBICHHBIX MTPOOIIEM.
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Bupn pabor MeTtoanyecKue peKOMeHIANUH

nabopartopHsble | BeimoaHenne nabopaTopHbBIX paboT HampaBlieHO Ha 0000mIeHHe, CHCTEeMaTH3alulo, YIiyOJeHHUe

paboTsI TEOPETHUYECKUX 3HAaHMH; (OPMUPOBAHNE yYMEHHWH NPUMEHSTH MOJNYyYCHHBIC 3HAHUS B IPAKTUYECKOMN
JEATENTbHOCTH; PAa3BUTHE AHAIUTUYECKHX, MPOCKTHPOBOYHBIX, KOHCTPYKTHUBHBIX YMEHHH; BBIPAOOTKY
CaMOCTOSATENILHOCTH, OTBETCTBEHHOCTH M TBOPYECKOH MHUIMATHUBEL. B X0/1€ BBIMONIHEHHS 1a00paTOpHOI
paboTBl CTYOEHT [ODKCH NpPOSBUTH yMEHHE CaMOCTOSTENBHO paboTaTh ¢ y4eOHOW M HaydHOH
nuteparypoil, VHrepHeT-pecypcamu, MNPOJEMOHCTPUPOBATh HABBIKM BIAJEHUS KOMIIBIOTEPHOM
TEXHUKOM UM MaKeTaMy MPUKIAIHBIX IPOrpaMM COOTBETCTBYIOLIEro HazHadeHUs. KOHTpOIbHON TOUKOM
71ab0paTopHOM paboTHI SIBISIETCS €€ 3allUTa. 3alliuTa MPOBOJUTCS B YCTHOH (hopMe: CTYIEHT JOJDKEH
YMETb OOBSCHUTH U OOOCHOBATH KaXK/IbIi BBITIOJIHEHHBIN 3TaIl paboTHI.

camocroa- | CamocTosiTensHast paboTa CTYICHTOB IO AUAAKTHYECKOW CYTH NPEICTaBIsIeT COO0H KOMIUIEKC YCIOBHI
TenbpHas paboTa| 00y4eHHs, OpraHNu3yeMbIX MPENoJaBaTeNIeM U HANPABICHHBIX HA CAaMOIIOATOTOBKY yJaIiuxcs. YdueOHas
JEATeIbHOCT MpOTeKaeT 0e3 HemocpeJCTBEHHOTO Y4YacTHsl IIperojaBaTelss M 3aKiIovaeTcs B
npopaboTKe JIEKIMOHHOTO Marepuajia, IOJrOTOBKE K YCTHOMY ONpPOCY WIJIM TECTHPOBAHMIO, K
71a00paTOPHBIM 3aHATHAM; M3YYEHHH YU€OHOW JINTEPATyphl U3 OCHOBHOTO U JIOTIOJIHUTEIBHOTO CITUCKA.

3a4er 3ager sBisgeTcss (GOpMON OIEHKHM KadecTBa OCBOCHUS CTYJICHTOM OOpa30BaTENbHON NPOTrpaMMBbI 10
mucnuruinHe. Ilo pesynbpraTtaMm 3aueTa CTYJEHTY BBICTABISETCSA OLIEHKA "3auTeHO" MM "He 3auTeHo".
3ayer MOXET MPOBOIUTHCS B (POpME YCTHOTO orpoca 1o Owieram (Bompocam) Wik 0e3 OWIIeTOB, C
NpeBapUTEIbHON IMOATOTOBKOW min 0e3 MOArOTOBKM, MO YCMOTpeHuro Kadenpsl. Ilpenonasatensb
MOXET HPOCTaBUTh 3aueT 0e3 ompoca WIM CcoOeceoBaHHA TeM CTYICHTaM, KOTOpbIE AKTUBHO
y4acTBOBAJIM Ha MPAKTUYECKUX 3aHATHSIX.

10. IlepeyeHr WH(POPMALMOHHBLIX TEXHOJIOTHil, MCHOJb3yeMBIX NPH OCYIIECTBJEHHH 00pPa30BATEILHOIO
npomecca Mo AWCHUIVIMHE (MOAYJI0), BKJIKYAsl IepevyeHb NMPOrPaMMHOI0 ofecrnevyeHHsi M HMH(OPMALMOHHBIX
CIPABOYHBIX cHCTeM (IPU HEOOXOAUMOCTH)

[lepedenp MHGOPMAIMOHHBIX TEXHOJOTWH, MCIOIb3YEMbIX IPH OCYLIECTBICHHH O0Opa30oBAaTENBLHOTO IIpolecca 0
JUCHUIUIMHE (MOAYJIO), BKIIIOYAs IIEPEYeHb IMPOTPaMMHOr0 oOecriedeHHs M HWH()OPMANMOHHBIX CIIPABOYHBIX CHCTEM,
npencrasieH B [punoxenun 3 k pabodeit mporpamMmme JUCHUIUINHBL (MOAYJIA).

11. Onucanue MaTepUAJIbLHO-TEXHHYECKON 0a3bl, HeOOXOAMMOWN /IJsi OCylIecTBJIeHHs] 00pa30BaTeIbHOIO
npouecca no JUCHUIUINHE (MOIYJIIO)

VYuebnast aynutopust Ne 60 (423600, Pecriyonuka Tarapcran, r. Enabyra, yn. Kasanckas, 1. 89) anst nposeneHus
3aHATHI JICKIIMOHHOTO THIA, 3aHSATUH CEMHHApCKOr0 THIA, I'PYNIOBBIX W MHIWBHAYAIbHBIX KOHCYJBTALUH, TEKYIIETO
KOHTPOJISL ¥ TIPOMEXYTOUHON aTTeCTallly, MMOMEIICHHUE ISl CaMOCTOSsTeNbHOH padoTel. KoMruiekT Mebenn (IocagodHbIX
MecT) 29 mt. KommekT Mebenu (rmocagodHbIx MecT) It penonaBaTens 1 mt. KomnsroTepHslii kiace: KommnbroTeps! intel
core i5 15 wr. Monutopsl ViewSonic 22d 15 wrT. IIpoekrop EPSON EB-535W 1 wr. MuTepaktuBHas nocka 1QBoard
DVT TNOS82 1 wr. Tpubyna 1 mr. Konguunonep 1 wr. Hacrennsie nox ku 6 wr. lkad aByxcTBopuarkiii ¢ monkamu 1
mr. Beb-xkamepa | mr. Beixom B VHTepHeT, BHYTPUBY30BCKas KOMIIBIOTEpHas CE€Th, JOCTYIl B 3JIEKTPOHHYIO
nH(pOPMaNMOHHO-00pa3oBaTebHyl0 cpeny. Habop ydeOHO-HATTISIHBIX TOCOOMH: KOMIUIEKT MIPE3eHTALMH B 3IEKTPOHHOM
¢dopmare 1o npernogaBaeMol JUCIUILINHE 3-5 IIT.

12. CpeacrBa aganrauvu npenoJaBaHus AUCUMILIMHBI K NOTPEOHOCTAM 00y4aroluXcs MHBAJMIOB U JMI €
OrpaHUYEHHBIMHI BO3MOKHOCTSIMH 30POBBS

IIpu HeoOxommmocTH B 00pa30BaTENbHOM IIpOIlecce MPUMEHSIOTCS CIeAYIOIHe METOAbl M TEXHOJIOTHH,
oOrerdaromniyie BOCIPUATHE WHPOPMANUU OOYJIAOIUMICS WHBAIUIAAMH U JIALAMH C OTPAHWYCHHBIMH BO3MOXXHOCTSIMU
3II0POBBS:

- CO3JlaHHE TEKCTOBOI BepCHM JIIOOOTO HETEKCTOBOIO KOHTEHTa JUIi €ro BO3MOXHOIO IpeoOpa3oBaHUs B
aJIbTepHATHBHBIE (GOPMBI, yIOOHBIE AJIsl PA3JIMYHBIX M0JIb30BaTEICH;

- CO3JaHHC KOHTEHTA, KOTOPBIA MOXHO TPEACTABUTHh B PA3IMYHBIX BUAAX O3 MOTEpH JAaHHBIX WIH CTPYKTYPHI,
MPEAYCMOTPETh BO3MOXKHOCTh MACIITAOMPOBAHUS TEKCTA W H300pakeHWH Oe3 MoTepu KadecTBa, NPEAyCMOTPETh
JIOCTYTTHOCTb YIIPaBJIEHUSI KOHTEHTOM C KJIABUATYPHI;

- CO3/1aHHME BO3MOKHOCTEH JUIs 00y4aloMINXCsl BOCIPHHUMATD OJIHY M TY 'k€ MH(OPMALUIO U3 Pa3HBIX HCTOYHUKOB -
HarpuMmep, Tak, YTOOBI JIMIa ¢ HapyMIEHUSIMH ClIyXa MOJydald WHQOpMalWio BU3yaJbHO, C HApyLIEHUSMHU 3pEHUS -
ayanalbHo;

- TpHUMEHEHHE MPOTPAMMHBIX CpPEICTB, OO0ECIICYMBAIONINX BO3MOXKHOCTH OCBOCHHS HABBIKOB U YMEHHUH,
(bopMHpYEeMBIX AMCHMIUIMHON, 3a CYET aJbTEepPHATHUBHBIX CIIOCOOOB, B TOM 4YHCJIE BHUPTYalbHBIX J1aboparopuil u
CUMYJISILIMOHHBIX TEXHOJIOTHH;

- TMpUMEHEHHWE JNCTAHIIMOHHBIX O0O0pA30BaTENBHBIX TEXHOJOTHHA i Tiepenadd WHQPOpMaIul, OpraHu3aIllul
pasnuIHbIX (HOPM WHTEPAKTHBHON KOHTAaKTHOH pabOThl 0Oydalomerocs C MpermojaBaTelieM, B TOM YHUCIIe BEOMHApOB,
KOTOpbIE MOTYT OBITH HCIIONB30BAHBI ISl TPOBEACHHUS BUPTYAIbHBIX JIEKIUH C BO3MOMXHOCTHIO B3aUMOJICHCTBHUS BCEX




Y4aCTHUKOB JUCTAHLIMOHHOT'O 06y‘{eHI/IH, IpOBCACHUA CEMUHAPOB, BBICTYIJICHUA C JAOKJIaJaMW U 3allIUTbl BBINTOJIHCHHBIX
pa60T, OpOBCACHUA TPCHUHI'OB, OpraHnu3aluun KOJUICKTUBHOM pa6OTLI;

- NPUMEHEHHWE [JUCTAaHIMOHHBIX O0Opa30BAaTENBHBIX TEXHOJOTWH I OpraHu3anud  (opM TEKyIIETo |
IIPOMEKYTOUHOTO KOHTPOJIS;

- VBENIWYEHHWE TMPOJOJLKUTENFHOCTH CHAYd  OOyJalomUMCS WHBAJIHAOM WIM JIMIOM C OTPaHWICHHBIMH
BO3MOYHOCTSMH 37I0POBBSI (POPM MPOMEKYTOUHOM aTTECTAIMHN TI0 OTHOIICHUIO K YCTAHOBJICHHON TIPOIODKUTEIBHOCTH MX
Cllauu:

- TPOJOJKUTEIHLHOCTH C/Iaud 3a4éTa MM JK3aMeHa, MPOBOJUMOrO B MUCHMEHHOM (opme, - He Oosee uem Ha 90
MHHYT;

- MPOAOIKUTEIHHOCTH MOATOTOBKH OOYYaromerocsi K OTBETY Ha 3a4éTe WM DK3aMEHE, MPOBOAMMOM B YCTHOM
¢dopwme, - He Oonee yeM Ha 20 MUHYT;

- IPOIOIKUTEIFHOCTH BBICTYIUICHHSI 00YUAOMIETrocs MPH 3allliTe KypCoBOit paboThI - He 6ojiee 4eM Ha 15 MUHYT.

IIporpamma coctaBiaena B coorBercTBuu ¢ TpeboBaHusaMu PI'OC BO u y4eOHBIM IUIAHOM IO HANpaBJICHUIO
09.03.03 "Ipuknaanas nHpopmaTrka" u npoduiaro noarotrosky "llpukiannas napopmaruka B 9KOHOMHUKE" .
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. CooTBeTCTBHE KOMIIETCHINI IVIAHUPYEMBIM Pe3yJIbTATaM 00y4eHHs 110 JHCHHILINHE (MO1YII0)

Konx m HamMeHoBaHHme

NnaukaTopbl AOCTHKEHHS KOMIEeTeHUHH

OueHovHbIE cpeacrsa TEKYIIEro

KOMIIETeHINH AJISL AAHHOM AMCIHMILIHHBI KOHTPOJISl M MPOMEXKYTOYHOI aTTecTAlUU
I[IK-1  Cnocoben 3HaTh OCHOBHBIE IIOHATHS 3JIEKTPOHHOro | TekylHii KOHTPOJIb:
MIPOBOIUTH JIOKyMEHT0000pOoTa, xapaktepHble | JlabopaTopHble paboOTHI 110 TeMaM:
MPE3CHTAINI0 0COOCHHOCTH anekTpoHHoro | Tema 1. OcHOBBI 3JIEKTPOHHOTO
nH(pOopManMOHHOHN JIETIONPON3BOJICTBA,  OCHOBHBIE  3a/1a4d, | JOKyMEHTO0OOpOTa.
CHCTEMBl M HadaJbHOE | peIIacMble IOCPEACTBOM HcHomb3oBaHus | Tema 2.  KopnopaTwBHBIE — CHCTEMBI
oOyueHne CHCTEM 3JICKTPOHHOTO JJOKYMEHTO000POTa. AIEKTPOHHOTO TOKYMEHTOO0O0pOTA.
10JIb30BaTENEH. YMmers CaMOCTOSITENBHO obOyuatecs | Tema 3. IOpunnaeckn 3HAYUMBIH
UCIIONIb30BAHUIO ~ COBPEMEHHBIX  CHCTEM | BJIEKTPOHHBIN IOKYMEHTOO0OPOT.
AJIEKTPOHHOTO JJOKyMEHTO00O0pOTA. Tema 4. DneKTPOHHBIH JOKYMEHTOOOOPOT
Brnaners OCHOBHBIMH MOHATHAMH | Ha 0a3e O(UCHBIX MTPOTpamMM.
AJIEKTPOHHOTO  JOKyMeHTooOopora mpu | Tema 5. Pabora u koHurypupoBanue
OCBOGHMHM  CMEXHBIX  JuciumiuH 1o | cucteMsl 1C: IIpennpusarue 8.3.
BBIOpaHHOW crmernmaidbHOoCTH W B cdepe | Pedepar mo Temam:
npo¢eCcCHOHANBHON eI TeIbHOCTH. Tema 2. KopmopaTuBHBIE  CHCTEMBI
JIEKTPOHHOTO JOKYMEHTO0000pOTA.
Tema 3. IOpunuueckn 3HAYUMBIH
JIEKTPOHHBIN JOKyMEHTOOOO0POT.
Tema 4. DICKTPOHHBIH MOKYMEHTOOOOPOT
Ha 0a3e O(hHUCHBIX ITPOTpaMM.
Tema 5. Pabora u KOHGUTYpUpOBaHHE
cucremsl 1C: IIpennpustue 8.3.
IIpomeskyTouHast aTTecTalMsA:
3auem
IMIK-3 Cnocoben 3HaTh OCHOBBI COBPEMEHHBIX NPOrpaMMHbBIX | Tekyuiuii KOHTPOIb:
OCYILECTBJIAT BEJIEHHE | CPEJCTB CUCTEM anekTpoHHoro | JlaboparopHsle paboThI 110 TeMaM:
6a3bI JaHHBIX U | TOKyMEHTO00opoTa, CIIOCOOBI ux | Tema 1. OcHOBBI JIEKTPOHHOTO
HOJIEPIKKY WCTIONB30BAaHMUSA ISl pEIIeHMs  33/4ad | JOKYMEHTO00OpOTa.
MH(pOpPMAMOHHOTO 3JIEKTPOHHOTO JIEJIONPONU3BOICTBA. Tema 2. KopmopaTuBHblE  CHCTEMBI
obecrieueHHs] peIICHHS | YMETh NPHUMEHATh CHUCTEMY 3JIEKTPOHHOTO | 3JIEKTPOHHOTO JOKYMEHTO000pOTa.
MPUKIATHBIX 3a7a4. nmokymentoobopota «1C: Ipemmpustue 8» | Tema 3. IOpunuueckn 3HAYUMBIH

UL peIleHWs  KOHKPETHOM
3JIEKTPOHHOTO /IEJIONPOU3BOACTBA.
BJ'IaZ[eTB HaBbIKaMH MOCTPOCHUSA
KOHQUTYypallMd  CHCTEMbI  DJIEKTPOHHOTO
noxymenroobopota 1C: IIpenmpusrue 8.3.

3a1a4u

JIEKTPOHHBIN JOKyMEHTOOOO0POT.

Tema 4. DNeKTPOHHBIH JOKYMEHTOOOOPOT
Ha 06a3e O(UCHBIX MPOTPamMM.

Tema 5. Pabora u KOHGUTYpUPOBaHHE
cucremsl 1C: [Ipeanpustue 8.3.
[TucemenHas paboTa o TeMaM:

Tema 1. OCHOBHI 3JEKTPOHHOTO
JOKyMEHT0000pOTa.

Tema 2. KopnoparuBHble
JIEKTPOHHOTO IOKYMEHTO000pOTA.
Tema 3. IOpunuuecku 3HAYUMBIH
JIEKTPOHHBIN JOKyMEHTOO0O0POT.

Tema 4. DICKTPOHHBIH IOKYMEHTOOOOPOT
Ha 06a3e 0(UCHBIX MIPOTPamMM.
IIpomexxyTounas aTTecTanus:

CUCTEMBI

3auem
2. Kputepuu oueHnBaHusi cpOPMUPOBAHHOCTH KOMIIeTeH M

Kommner 3auTeHo He 3auteno

eHUMA Broicokuii ypoBeHb | Cpeanuii ypoBenb | Huzkmuii ypoBenb | Huxe MOpoOroBoro
(0TJMYHO) (xopo1o) (Y10B/1€TBOPUTEJILHO) | YPOBHS

(Hey10BJIETBOPHUTEJILHO)

I1K-1 3Haer OCHOBHBIE | 3HaeT OCHOBHBIE | 3HaeT ocHoBHbIe | He 3HAeT OCHOBHbBIE
MOHSTHSI DJEKTPOHHOTO | MOHATHUSA DJIEKTPOHHOTO | MOHATUS DJIEKTPOHHOTO | MOHSTHS 3JIEKTPOHHOTO
JOKYMEHT0000pOTa, JIOKYMEHTO0000pOTa, JIOKYMEHTO000pOTAa, JIOKYMEHTO000pOTA,
XapaKTepHble OCHOBHBIE XapaKTEpHbIE | OTJEIbHbIE XapakTepHble
0COOCHHOCTH 0CcOOEHHOCTH XapakTepHble 0COOCHHOCTH
3JIEKTPOHHOTO 3JIEKTPOHHOTO 0COOCHHOCTH 3JIEKTPOHHOTO




JIeTIOIPON3BO/ICTBA,
OCHOBHBIE 3a1a4n,
peraeMble
MIOCPENCTBOM
UCIIONB30BAHMS CHCTEM
3JIEKTPOHHOTO
JOKYMEHT0000pOTa.

JIeTIONPON3BOJICTBA,
OCHOBHBIE 3aj1a4y,
peliaeMble IIOCPEACTBOM
UCIIONB30BAaHMUS  CHUCTEM
3JIEKTPOHHOTO
JIOKYMEHTO0000pOTa,
JOITyCKast
HE3HAYHUTEIIbHbIC
OUIMOKHM TpU OTBETE Ha
BOIPOC WJIM PELICHUH
TIOCTABJICHHOH 3a7a4u

DIIEKTPOHHOTO
JICTIOTIPOU3BO/ICTRA,
OCHOBHBIE 3aj1a4m,
perraecMbie
MIOCPEIICTBOM
HCIIONIBE30BAHUS CHCTEM
SIIEKTPOHHOTO
JIOKYMEHTO0000POTa,
JIONyCKasl ~ TUMHYHBIC
OIMOKH TPH OTBETE Ha
BOMPOC HJIM PEIICHUU
MOCTABJIEHHOM 3a1a4H.

JIeTIONPOU3BOJICTBA,
OCHOBHBIE 3a1a4H,
pemraeMbele  OCPENCTBOM
UCIIONB30BAaHHUS  CHCTEM
3JIEKTPOHHOTO
IOKYMEHTO000pOTA.

YMeeT caMOCTOSITENIbHO
00y4aTbcs
HCTIOIb30BaHUIO
COBpPEMEHHBIX
AIEKTPOHHOTO
JOKYMEHT0000pOTa.

CHCTEM

YMeeT caMOCTOATENBHO
o0y4atbcs
HCTIOJTb30BaHUIO
OCHOBHBIX COBPEMEHHBIX
CHCTEM  3JICKTPOHHOTO
JIOKYMEHTO0000pOTa,
JIOITyCKas
HE3HAYHTEIbHBIC
OUIMOKHM TpU OTBETE Ha
BONpoC WM PpCUICHUHN
TOCTaBJIEHHOM 3a/1a4u

Ymeer
CaMOCTOSTENIbHO
oOygatbcs
HCTIONIb30BaHHIO
OTHEIBHBIX
COBPEMEHHBIX CHCTEM
JIEKTPOHHOTO
JIOKyMEHT0000poTa,
JO0ImyCKasd TUIIUYHBIC
OIIMOKM TMPHU OTBETE Ha
BONPpOC WJIM PCHICHUHN
[IOCTABJICHHOM 3a/1a4yHu.

He ymeer camocTosiTeNnbHO
o0yuaTbcs
HCIIONB30BAHHIO
COBPEMEHHBIX
3NIEKTPOHHOTO
IOKYMEHTO000pOTA.

CHCTEM

Bnangeetr ocHOBHBIMH
IIOHATUAMHU
AIEKTPOHHOTO
JOKYMEHT0000pOTa IIpH
OCBOEHHHN CMEKHBIX
JIUACIUIIINH T10

Bnaneer ocHOBHBIMH
IIOHATUAMHU
AJIEKTPOHHOTO
JOKYMEHT0000pOTa IIpH
OCBOEHHH CMEXHBIX
MHACIUIIINH 10

Bnageet otaeabHBIMH
IIOHATUAMU
AIIEKTPOHHOTO
JIOKYMEHT0000pOTa
TIPU OCBOCHHUU
CMEXHBIX TUCIIATUINH

He BiageeT oCHOBHBIMU
TOHSITHSIMH 3JIEKTPOHHOTO
IOKYMEHTOO000pOTa IpH
OCBOEHHUHN CMEKHBIX
JTUCTIATUIAH TI0 BEIOpAaHHOMH
CIEeNHATBHOCTH U B cepe

BEIOpaHHOM BEIOpaHHOM 0 BEIOpaHHOM npogeCcCHOHATBHOM
CICIHATbHOCTH H B CICIHAIEHOCTH U B CHETHATBHOCTH U B JIESITeTTHHOCTH.
chepe chepe chepe
po¢heCCHOHATIBHOM npoheCCHOHATBHOMN npodheCCUOHATBHOM
JIeSTeILHOCTH. JIeATeNIbHOCTH, J0IyCKas | AEATEeIbHOCTH,

HE3HAYUTCIIbHBIC JOIMyCKasd TUIIMYHBIC

OIHI/I6KI/I IIpU OTBETC Ha OILINOKH IIpu OTBETC Ha

BOIIPOC WJIN PEIICHUHN BOIIPOC WM PEUICHUU

MTOCTABJICHHOW 3a1a4u MTOCTaBJICHHON 3a/1a4M.

IIK-3 3Haet OCHOBBI | 3Haer OCHOBBI | 3Haer ocHoBbI | He 3HaeT OCHOBBI
COBpPEMEHHBIX COBPEMEHHBIX COBpPEMEHHBIX COBPEMEHHBIX
MPOTPAMMHBIX CPEICTB | MPOTPAMMHBIX  CPEICTB | MPOTPAMMHBIX CPEACTB | MPOTPAMMHBIX CpencTB
CHUCTEM DJCKTPOHHOTO | CHCTEM  JIEKTPOHHOTO | CHCTEM 3JEKTPOHHOTO | CHCTEM AIEKTPOHHOTO
JOKYMEHT0000pOTa, JIOKYMEHT0000pOTa, JIOKYMEHTO000POTAa, JIOKYMEHTO000POTa,
CHOCOOBI UX | OCHOBHBIE CIOCOOBI HX | OTAENbHBIE  CHOCOOBI | CHOCOOBI ux
HUCIIOJIb30BAaHUA JJIsL HCII0JIb30BaHUs AJIA HUX HCIIOJIB30BAaHUA IJIA HUCIIOJIb30BAaHUA JIIsL
pereHus 3a7a4 | peLieHus 3aja4 | peueHus 3aja4 | pereHus 3a1a4
AJIEKTPOHHOTO ANIEKTPOHHOTO AIIEKTPOHHOTO AJIEKTPOHHOTO
JIeTIOIPOU3BOJICTBA. JIeTIONPOU3BOJICTBA, JIeTIONPOU3BOJICTBA, JIeNIONPOU3BOJICTBA

JOITyCKas JOIMyCKasd TUIIUYHBIC

HE3HAYHUTEIIbHbIC OIMOKH P OTBETE Ha

OUIMOKHM NpU OTBETE HA | BOINPOC WM pPELICHHH

BONPOC WJIM pELICHHH | NOCTaBJICHHOH 3a1auH.

TIOCTABJICHHOH 3a1a4H.
Ymeer MIPUMEHSATH | YMeeT NPUMEHSTH | YMeeT npuMmensaTs | He  ymeer  npuMeHsTH
CHUCTEMY 3JIEKTPOHHOTO | CHCTEMY JJIEKTPOHHOTO | CUCTEMY JIEKTPOHHOTO | CUCTEMY  3JEKTPOHHOIO
JOKyMEHT0000pOTa JnokymeHToobopora «1C: | moKyMeHTo0o0OpOTa JokymeHToobopora «1C:
«1C: Ilpemmpusitue 8» | Ilpemmpusatue 8» g | «1C: Ilpegmpusitue 8» | Ilpemmpusite  8» s
JUIst peuleHus | pelleHus — KOHKPETHOM | s pelleHus | pPEeIeHHs KOHKpETHOM
KOHKPETHOMH 3a1ayM | 3a7a4d  JJEKTPOHHOTO | KOHKPETHOW  3aja4M | 3a/1a4u AIIEKTPOHHOTO
AIIEKTPOHHOTO JIeTIONIPOU3BO/JICTBA, AIIEKTPOHHOTO JIENIONPOU3BO/ICTBA.
JIeTIOIIPON3BOJICTBA. JoIycKast JIeNIONPOU3BOJICTBA,

HE3HAYHUTEIJIbHbIC JIOMTyCKasi ~ THIUYHBIC




OIIMOKHU Ipyu OTBETC Ha

OILIHOKU Ipu OTBETC HA

BONPOC WJIM PEHICHHH | BOIPOC WM PEUICHUH
MOCTaBJICHHOM 3a/1a4H. MOCTaBJICHHOM 3a1a4H.
Bnaneer HaBbIkamu | Braneer HaBbIKamu | Bnaneer HaBblkamu | He Bnageer HaBbIkamu
MIOCTPOCHHMS MIOCTPOCHHUS MOCTPOCHHUS MOCTPOCHHMS
KOoH(pUTrypauuu KOH(UTYypanuu CHCTEMBI | KOHQUTYpaluH KOH(UTYypaud  CUCTEMBI
CUCTEMBI 3JEKTPOHHOTO | 3JIEKTPOHHOTO CHCTEMBI AJIEKTPOHHOTO
nokymenroobopora 1C: | mokymenroobopora 1C: | 3IeKTpOHHOTO nmokymeHroobopora  1C:
[pennpusitue 8.3. [pennpustue 8.3, | moxymeHnToobopoTa [pennpustue 8.3.
JIOITyCKast 1C: Ipenmpustue 8.3,
HE3HAYHUTEIILHbIC JOMyCKast ~ THUIHYHBIC

ommMOKH TIpH OTBETE Ha
BOIIPOC WJIM  pELICHHH
TIOCTABJICHHOH 3a1a4u

OImMOKH TIPH OTBETE Ha
BOIIPOC WJIM PEIICHUH
MIOCTABJIEHHOH 3a1a4H..

3. Pacnpezle.ﬂelme OIICHOK 3a (l)Ole)I TEKYIIET0 KOHTPOJISI H TPOMEKYTOYHYIO aTTECTALIUIO

9 cemectp:
Texylmuii KOHTPOJIb!

JlabopaTtopubie paGoTel. Tema 1. OCHOBBI 3JEKTpOHHOTO HOKyMeHTooOopora. Tema 2. KopmopaTuBHBIE CHCTEMBI
ANEKTPOHHOTO JOKyMeHTooOopoTa. Tema 3. HOpuamdecku 3HAYMMEIA SICKTPOHHBIA TOKyMeHTooOOpoT. Tema 4.
DJEeKTPOHHBIA JOKYMEHTOOOOpOT Ha 0aze o¢pucHBIX mporpamMm. Tema 5. Pabora m koHurypupoBanue cuctemsl 1C:
[pennpusitue §8.3.

Pedepar. Tema 2. KoprmopaTUBHBIC CHUCTEMbI JJIEKTPOHHOIO MoKyMeHTOoOOOpoTa. Tema 3. HOpumuduecku 3HaYMMBIiA
3JIEKTPOHHBIN TOKyMEeHTO000poT. Tema 4. DIeKTPOHHBIN JOKYMEHTOO00POT Ha 6a3e oducHbIX nmporpamm. Tema 5. Padora
u koHurypuposanue cucremsl 1C: [Ipeanpusitue 8.3.

[Mucemennast pabora. Tema 1. OCHOBBI 3JEKTPOHHOTO JOKyMeHTooOopora. Tema 2. KoprnopaTHBHBIE CHCTEMBI
3JIEKTPOHHOTO J0KyMeHTooOopoTa. Tema 3. HOpuawuecku 3HAUYMMBIA BICKTPOHHBIA JOKYMEHT00OOpoT. Tema 4.
DNIeKTPOHHBIH JOKYMEHTOO00POT Ha 6a3e O(UCHBIX IPOTPaMM.

Brmonaenne KaXXA0ro OLNCHOYHOI'O CpeACTBa OLCHUBACTCA IO MKaJle: OTIUYHO, XOpOIIO, YAOBJICTBOPUTCIBHO,
HEYAOBJICTBOPUTCIILHO.

O6H.Iaf{ OIICHKa 3a TeKyH.II/Iﬁ KOHTPOJIb NPEACTABIIACT coboit CpeaHeC 3HAUCHHUC MCKAY IMOJTYYCHHBIMH OLICHKAMU 3a BCC
OIICHOYHBIC CPECICTBA.

IIpoMeskyTOUHasi aTTeCcTAlUS — 3a4ET.

[MpomexyTouHasi aTTecTalys IPOBOAMTCS IOCJIE 3aBEpUICHHMS HW3y4YeHMs JAUCIMIUIMHBI WM ee 4YacTd B (opme,
ompejesieMoll y4eOHbIM IUTAaHOM 00pa3oBaTeNbHOM MPOTpaMMbI C 1IEJIBI0 OLEHHUTh paboTy O0O0ydarolerocs, CTeleHb
YCBOGHUSI TEOPETHYECKUX 3HAHUI, YPOBEHb C(OOPMHUPOBAHHOCTH KOMIIETESHIIH.

[IpemoaBaTens, TPUHIMAIOIIINA 3a4eT 00eCIeUMBAaET CIyJYaifHOE paclpe/ie]iCcHHe BapHaHTOB 3aYETHBIX 3aJaHUH MEKIY
00yJaromMUMHUCS C TOMOIIpI0 OWJIETOB W/WIM C TPUMECHEHHEM KOMIIBIOTEPHBIX TEXHOJIOTHH, BIpaBe 3a7aBaTh
oOygaromnieMycs JONOJTHUTEIEHBIC BOTIPOCH! U TaBaTh JOMOJHUTEIHHEIC 3aJaHH TIOMUMO TeX, KOTOPBIE YKa3aHBI B OHJICTE.
3adeT mpoBoaUTCA MO OmeTaM. B kxakjoM Omere 1Ba YCTHBIX MIIM THCEMEHHBIX OTBETAa HA BOIIPOCHI.

Bus! orieHok:
s 3auera:
3a4TEHO

HE 3aYTE€HO

4. OueHOYHBIE CPEICTBA, MOPSIAOK UX MPUMEHEHUsI U KPUTEPHH OlleHMBAHUSI
4.1. OueHoYHbIE CPeICTBA TEKYLIEro KOHTPOJIS

4.1.1. Jlab6opatopubie pa6orbl. Tema 1. OCHOBBI 3J1eKTPOHHOrO A0KymMeHTo0OopoTa. Tema 2. KopmopaTruBHbIe
CHCTEMBI 3JIEKTPOHHOr0 JOKyMeHT0000opoTa. Tema 3. FOpuanyecku 3HAYMMBINA 3JIeKTPOHHBIIH JOKYMEHTO000POT.
Tema 4. DjeKTPOHHBINA A0KYMeHT0000poT Ha Oa3e oducHbIX mporpamMM. Tema S. PaGora um xkondurypuposanmne
cucremsl 1C: IIpeqnpusitue 8.3.

4.1.1.1. Ilopsaaok npoBeaeHuUsl.
JlabopaTopHbIe paOOTH BBHIOJHSIOTCS B KOMIBIOTEPHBIX KJIaccax BO BpeMs JaOOpaTOpHBIX 3aHATHH. Kaxmslil cTyaeHT
ToJTydaeT JiabopaTopHbIA TpakTUKyM. Kaxxaas maboparoprHas paboTa cOmepXKHT HECKOJIbKO 3amaHuil. I[locie kpaTkoro



OTMHMCaHMS 3aJaHusI Ha JTabopaTopHYyI0 paboTy ciexyeT METOAWKA €ro BBIMOJHEHHWS, TAe IIar 3a IIaroM MpPOM3BOTUTCS
TOCTENIEHHOE OCBOCHHUE OMPEEICHHON JIOTHUYECKOM COBOKYMHOCTH HMHCTPYMEHTOB H3y4aemMoul cpenbl. Jns 3amuthl
nabopaTopHoii paboOThI CTYACHTaM HEOOXOJAMMO TMPEAOCTaBUTH (Halibl, CO3JaHHBIE NMPH BBHITIOJHCHUH JIAOOpATOPHOU
paboThI, 1 OTBETHTH Ha BOMPOCH! IpenogaBareis. OIeHUBAIOTCA BIAJICHAE MAaTEPHAJIOM 110 TeMe pabOThHI, aHATMTHIECKHE
crocoOHOCTH, BIa/IeHIE METOAAMHU, YMECHHUS M HABBIKH, HEOOXOIUMBIE TSI BBITIOTHEHHS 32 TaHHH.

4.1.1.2 Kputepun oneHMBAHUS

OueHKa «OTJIUYHO)» CTABUTCH, €CJIM 00yYaronIuiics:

OOopynmoBaHHe W METOJABI KCIIONB30Bal MPaBWIBHO. [IposiBICHAa MPEBOCXOMHAS TEOPETHUYECKAas MOATOTOBKA.
HeobxonuMblie HABBIKM M YMEHHS MOJIHOCTHIO OCBOCHBL. Pe3ynmbTar 1abopaTopHON paOoThl MOJHOCTEIO COOTBETCTBYET €6
LeJSIM.

OueHka «X0poIIo» CTaBUTCHA, €CJIH 00yJarouiics:

O6GopynoBaHre W METOIBI HCIOJB30Bal B OCHOBHOM TpaBHILHO. [IposiBlieHa Xopolras TeopeTHdecKas TOATrOTOBKA.
HeoOxonnMble HaBBIKM B YMEHHS B OCHOBHOM OCBOEHBI. Pe3ynmbTar mabopaTopHOil pabOTH B OCHOBHOM COOTBETCTBYET €€
TICIISIM.

OneHKa «y10BJeTBOPUTEIbHO» CTABUTCS, €CJIU 00yUaIOIIUiicsI:

OGopynoBaHWe ¥ METOABl YAacTUYHO HCIIOJNB30Ball MPaBWILHO. [IposiBIIeHAa YAOBICTBOPUTEIbHAS TEOpETHICCKAs
moaroToBka. HeoOxonwmMple HaBBIKM M YMCHHS YaCTHYHO OCBOCHBI. PesympTar mabopaTopHOW pabOTHI YacTHIHO
COOTBETCTBYET €€ IEIISM.

OueHkKa «HEYT0BJIE€TBOPUTEIbHO» CTABUTCS, €CJIN 00yYarOI[uiics:

OO0opynoBaHrEe W METOMABI HUCIOJB30BaJ HEMPABWIBLHO. [IposiBicHAa HEYTOBICTBOPUTEIIbHAS TCOPETHYECKAs MOATOTOBKA.
HeobxonuMbie HABBIKK M YMEHUS HE OCBOCHBI. Pe3ynbTar 1a00paTopHOi paboThl HE COOTBETCTBYET €€ LCIISM.

4.1.1.3. Conep:xaHue OLIEHOYHOIO CPEACTBA

Temarunka 1abopaTOpHBIX PadOT:

JlagopaTtopunas pa6ora 1. Bmsyammzamus TEXHHYECKOTO perjaMeHTa JOKYMEHTOOOOpOTa B MPOTPaMMHOU cpexe
Microsoft Power Point 2010.

JlaGoparopHasi padora 2. Pa3paboTka KOMIIOHEHTOB TECTOBBIX M OINPOCHBIX CHCTEM KakK CpPEACTB HIACHTH(UKAIMN
I10JIb30BATEIIEH.

Jlagopatopuas padora 3. [Ipouecc ympamieHus JOKyMeHTamu. [loArotoBka madjioHA JOKYMEHTa Ui MEepeiadyd B
CHCTEME 3JICKTPOHHOTO JIOKYMEHTO000POTA.

JlaGoparopuas padora 4. PaspaboTka miabiiona JoKyMeHTa B cpeje feaoBoi rpaduxu MS Visio 2010.

JlaGoparopHasi padora 5. DIEKTPOHHBIH MOKyMeHTOOOOpoT Ha 6asze odwuchoro mpmiaokenus MS Outlook 2010.
DNEKTPOHHBIN JOKYMEHTOOOOPOT Ha 6a3e 00JIAYHBIX TEXHOJIOTHI.

JlaGopaTopuas padota 6. Bosmoxxnoctu u uarepdetic CI/1 «1C JokymeHTO000pOT 8».

JlagopaTtopnas padora 7. 1C JlokymeHntoobopor 8. LleHTpaimzoBaHHOe O€30MacHOE XpaHCHHE JOKYMEHTOB,
OTIEPaTHBHBIN JOCTYI K JOKYMEHTaM C y4eTOM IIpaB Mosb3oBareseil. Perncrpanus BXOIMINX U UCXOAAIINX JIOKYMEHTOB.
[TpocMoTp U penakTupoBaHUE JOKYMEHTOB, KOHTPOJIb BEPCHH TOKYMEHTOB.

JlaGoparopHas pa6ora 8. Pabora ¢ 1oOKyMeHTaMH JIOOBIX THIIOB: OQHUCHBIMU JOKyMEHTAMH, TEKCTaMH, H300paKeHUSIMH,
ayano- W BHACO(alIaMH, TOKYMEHTaMH CHCTEM HPOEKTHPOBAHMS, apXMBaMH, NMPUIOKEHUAMH U T.J. I10JHOTEKCTOBBIH
ITOUCK JJOKYMEHTOB I10 UX COJIEPKAHHUIO.

Jlagopatopuas padora 9. KomiektuBHas padoTa IMOJH30BATEICH C BO3MOXKHOCTHIO COTJIACOBAHHS, YTBEPXKICHHUS H
KOHTPOJISI MCIOJIHEHUS JOKYMEHTOB. MapmpyTu3anus JOKYMEHTOB, HAaCcTpaMBaeMas 10 KaXKJOMY BHIY JOKYMEHTOB B
OTJEJIFHOCTH. ABTOMAaTH3MPOBAaHHAs 3arpy3ka JOKYMEHTOB W3 3JIEKTPOHHOW IOYTHI M CO CKaHepa. Y4eT M KOHTpPOJb
pabodero BpeMeHH COTPYAHUKOB.

Jlagopatopuas padora 10. COJ] «1C JokyMeHTOOOOPOT 8» B yIpaBIeHUECKON ACATEIEHOCTH.

JlagopaTopuas padora 11. FOpuamaeckn 3HAYNMEBIH IEKTPOHHBIN TOKYMEHTOOOOPOT.

JlaGopaTopuas padora 12. AHanu3 pe3yabTaTOB BEIIOIHEHUS KOHTPOJBHBIX PadoT.

4.1.2. Pedepar. Tema 2. KopnmopaTuBHBIE CHCTEMbI 3JIEKTPOHHOTO JoKyMeHTooGopora. Tema 3. IOpuauueckn
3HAYMMBIA JJIEKTPOHHBIH J0KyMeHT0000poT. Tema 4. DiaeKTpoHHBIH AOKYMEHT0000poT Ha 06a3e OGHCHBIX
nporpamm. Tema 5. Pa6ora u konpurypupoBanue cucrembl 1C: [Ipeanpusitue 8.3.

4.1.2.1. Ilopsiaox npoBeaeHHs.

Obyuarommecsi CaMOCTOSTENIFHO MHUIITYT paboTy Ha 3aJaHHYIO TeMy H CHAlOT IIPEroJaBaTeli0 B MICbMEHHOM BHue. B
pabore mpousBoaUTCS 0030p MaTepwana B ONpPENEIEHHONW TeMaTHYeCKOH o0JacTH Jmbo TpesuiaraeTcsi COOCTBEHHOE
pelieHne OmpeneEHHON TEeOpEeTHYeCKOW WM MpakTU4Yeckod mpobiembl. OIEHWUBAIOTCS TPOpadoTKa HCTOYHHKOB,
M3JI0KEHWE Marepuana, (GpopMyIHpOBKa BBIBOJIOB, COONIO/ICHWE TpeOOBaHWHA K CTPYKType M O(GOPMIICHHIO DPadOTHI,
CBOECBPEMEHHOCTH BBITIOJTHEHUS. B cirydae myOnmmaHOM 3anIuThl pedepaTa OIEHUBAIOTCS TaK)Ke OPAaTOPCKUE CIOCOOHOCTH.
TpeboBanus k pedepary

ITpu opopmiennn Tekcra pedepaTa cieryeT MpUAEPKUBATHCS CIEAYIONINX TapaMeTPOB:

noJisi: JeBoe — 35 MM, mpaBoe — 15 MM, BepxHee — 25 MM, HIDKHEE — 25 MM;

OpHEHTALUSI CTPaHMIIBI: KHIDKHAS,



mpudt: TimesNewRoman;

Kernb: 14 it (MyHKTOB);

KpacHas cTpoka:1 Mm;

MEXAYCTPOUHBII UHTEPBAIL: IIOJTYTOPHBINH;

BEIPAaBHUBAHKE OCHOBHOT'O TEKCTa M CHOCOK: IO IIMPHHE.

WmmocTpanii B BUAE PHCYHKOB, (POTOCHUMKOB, CXE€M M T.II. MOTYT PacHojaraTbCs OPTaHUYHO C TEKCTOM (BO3MOXKHO
OJIKe K WILTIOCTPUPYEMO 4acTh) MO0 Ha OTJENbHBIX JIMCTaX. B moboM ciryyae BBINOIHAETCS HyMepanus (CKBO3Has IS
BCEX pa3/IeNioB), KOTOpas pacroiaraercs BBepXy. [loaprcyHOUHYI0O HyMepaltIo ¥ HaIKUCh pacrojiarath BHU3Y.
3akaHUYMBaETCsl MOSCHUTENbHAS 3aucKa ONOIHOTpaUUEeCKHM CIIMCKOM HCTOYHHMKOB, K KOTOPBIM 00Opaiiajics CTyJeHT BO
BpeMsi paboThI Haj pa3pabaThiBaeMOil TEMO.

Pedepar no cBoeMy CTpyKTYpPHOMY COZIEPKaHUIO TOJDKEH COJEPIKaTh CIEIYIOINE HIEMEHTHI:

- TUTYJIBHBIH JIUCT;

- collepKaHue;

- BBEJICHHC;

- TEKCT pedepara;

- CITMICOK UCTIOJIb30BaHHBIX MICTOYHUKOB

- TIPHUIIOKEHUS

4.1.2.2 Kputepun oneHMBAHUS

OueHKa «OTIUYHOY» CTABUTCS, €CJIH 00YYAIOIIMMCS:

TeMy packpbul MOJHOCTHIO. IIpoJeMOHCTpUpOBall MPEBOCXOJHOE BiaJleHWe MaTepuajoM. VIcronb30Ball HaJexaliue
HCTOYHHKM B HYXHOM KonudectBe. CTpykTypa pabOTBI COOTBETCTBYeT IIOCTaBICHHbIM 3amadaM. CreneHb
CaMOCTOSATEILHOCTH paOOThI BHICOKASI.

OneHKa «XOPOII0» CTABHTCSH, €CJIH 00yYAIOIIMMCSI:

TeMy B OCHOBHOM pacKkpbll. IIpogeMOHCTpHPOBA XOpolllee BIAJACHHE MaTepHaioM. Vcmoib3oBan HaieKalie
nctoyHukd. CTpykTypa pabOTBI B OCHOBHOM COOTBETCTBYET IIOCTAaBICHHBIM 3amadaM. CTENeHb CaMOCTOSTEIHHOCTH
paboTHI cpemHss.

O1eHKa «yA0BJIETBOPUTEIbHO» CTABUTCSH, €CJIH 00yIAIOIINMCS

Temy packpsit caabo. [IpogeMoHCTpHPOBAT YAOBICTBOPUTEIHHOE BIAJICHAEC MaTepraioM. VcIons30BaHHBIC HCTOYHUKH U
CTPYKTYpa pabOThI YaCTHYHO COOTBETCTBYIOT MOCTABICHHBIM 3a1a4aM. CTeeHb CaMOCTOSITEIBHOCTH Pa0OThI HU3KAs.
OueHkKa «HEY10BJIE€TBOPUTEIbHO» CTABUTCS, €CJIM 00y4YAKOIUMCS

Temy He packpeita. [IponeMOHCTpUpPOBaT HEYOBIETBOPUTEIHLHOE BiaJicHUE MaTepuajioM. Vcrnonb30BaHHbIE UCTOYHUKU
HegocTaTouHbl. CTPYKTYypa paboThl HE COOTBETCTBYET MOCTABICHHBIM 3a/auaM. PaboTa HecamocTosITeNbHA.

4.1.2.3. ConepsxaHne OLlEHOYHOI'0 CpPeACTBa

1 Crun n rabnonsl B MS Word kak cpenctsa mpogeCCHOHATBHOTO 0(OPMIICHHS JOKYMEHTOB.

2 [pumenernne noneit MS Word B 37eKTpOHHOM JETOMIPOU3BOJICTBE.

3 [ons MS Word kak cpencTBo OBICTPOTO U3BJICYCHHUS HHPOPMAIIIH.

4. Bosmoxnoct MS Word 1o 3amuTe n pasrpaHHUYeHUIO JIOCTYIA TIPH paboTe B KOPIOPATUBHOI CEeTH.
5 Cosnanue popm B MS Word, Excel, Access.

6 CpezncTBa 3JI€KTPOHHOI ITOATOTOBKH M 00pabOTKH TOKYMEHTOB OJIAHKOBOTO THIIA.

7 TeXHOJIOT s CIUSHUS TIPH TTOATOTOBKE MPOILECCYANIbHBIX TOKYMEHTOB.

8 DNEKTPOHHBIA JOKYMEHTOOOOPOT: CYIIHOCTb, MPOOIEMBI.

9 MexyHapoJHbIH JOKyMeHT0000pOT. [IpobieMbl MPaBoOBOTO PeryMpoBaHHs.

10. CucTeMbl 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

11. DNEKTPOHHBIA JJOKYMEHTOOOOPOT: MPOOIEMbI BHEAPEHHSI.

12. [Ipob6nemsl obecTiedeHus TOATHHHOCTH JICKTPOHHOW TUPPOBON OIIHCH.

13. [Tpumenenne 31eKTpOHHON NN(POBOI MOANMCH B 3IIEKTPOHHOM JIOKYMEHTOO00pOTE.

14. Cuctema 3amutsl HHGOpMaruu B Poccun.

15. 3amuTa HHPOPMAIIUH OT BPEIOHOCHBIX POTPAMM.

16. VYTpo3a HEMPUKOCHOBEHHOCTH JINYHOT'O ITPOCTPAHCTBA YEJIOBEKA C Pa3BUTHEM HWH(POPMAIMOHHBIX TEXHOJIOTUH 1
Untepuera.

17. HNHubopmanmoHHOE HEPABEHCTBO, IU(PPOBOE paseieHre ooiiecTBa, nHpopMalmonHas 6eHOCTh. [Ipobiemsl,
MOCJIE/ICTBHS U ITyTH PELICHUS.

18. Kpunrorpadus B 31eKTpOHHOM JOKYMEHTO000POTE.

19. Xapakrepuctuka cucteM FineReader u Cognitive Forms.

20. WudopmannoHHbIe PUCKH (OTIACHOCTB, BOSHUKHOBEHHUS YOBITKOB MM yiiep6a B pesynbrate npumenenns UT, Ut-
PHCKH).

21. WudopmannonHast BoHa U arpeccUBHas MMoJauTHKa B VIHTEpHET (ompe/iesieHre, B OTHOILIEHUH CBOEH CTpaHBbI,
JpYroii cTpaHsl, 1eH, GopMBI, TPUMEPHI, TEPPOPU3M, HALIMOHAIIM3M, PEITUTHO3HBIN (DaHATH3M).

22. [MocnencTBus pazButus MIHTEepHETa B COBPEMEHHBIX rocynapcTBax. OCHOBHBIC YTPO3bI CO CTOPOHBI MIHTEpHETA

JUTSL COBPEMEHHOI'0 TOCYAapPCTBa (B YACTHOCTH, IMMOJUTHYECKIE U SKOHOMUYCCKHUE).
23. 3amuTa nepcoHANBHBIX TaHHBIX B Poccum.



24, [TaponpHas 3ammra 7okyMeHTOB MS Word. YcraHoBKa ¥ pa3iidHbIE BHJIBI TAPOJIBHOM 3aIIUTHI JOKYMEHTA.

4.1.3. [lucbmenHas padora. Tema 1. OCHOBBI 2J1eKTPOHHOT0 TOKYMeHT0000poTa. Tema 2. KopnopaTuBHbIe CHCTEMBI
3JIeKTPOHHOr0 10KyMeHT0000poTa. Tema 3. FOpuauyeckn 3HAYNMBIH 3J1eKTPOHHBIH 10KyMeHT0000poT. Tema 4.
DJIEKTPOHHBI JOKYMEHT0000POT Ha 0a3e 0UCHBIX MPOrPaMM.

4.1.3.1. [Topsinok npoBeIeHuUs.

OOyyaromyecs Moay4aroT 3aJaHue 110 OCBEILECHHIO ONPEIEIEHHBIX TEOPETUUECKIX BOIPOCOB WM pelIeHuIo 3a1a4. PaboTa
BBINOJIHACTCS THCHbMEHHO M chaércs npenopaaBatento. OLEHHMBAIOTCSA BlaJCHHE MaTEpPHAIIOM 10 TeMe paloThl,
AHAJIMTHYECKUE CIOCOOHOCTH, BIIaICHHE METOJIAMH, YMEHHS ¥ HABBIKH, HEOOXOIUMBbIE JIJIsI BBIITOJIHEHHS 3a/1aHHH.

4.1.3.2 Kpurepun oneHMBAHUS

OueHKa «OTIUYHOY» CTABUTCS, €CJIH 00YYAIOIINMCS:

[IpaBunbHO BBIOJHWI Bce 3afaHusd. IIpogeMOHCTpUpPOBall BBICOKMH YpPOBEHb BiafeHUs MarepuainoM. IIposBieHs
MIPEBOCXOTHBIE CTIOCOOHOCTH PUMEHSTh 3HAHHUS U YMEHHA K BBITIOJIHEHHIO KOHKPETHBIX 3aIaHHH.

O1eHKa «XOPOLI0» CTABHUTCS, €CJIM 00YYAIOIIUMCS:

[IpaBWIbHO BBITOJHWI OOJBIIYI0 YacTh 3amaHuil. [IpUCYTCTBYIOT HE3HAYUTENbHbIC OIMMOKU. I[IpoaeMOHCTpHUpOBaH
XOpOIIWH YpPOBEHb BIAACHUS MarepuajoM. I[IposBICHBI CpemHWEe CIIOCOOHOCTH NPUMEHATh 3HAHUS W YMEHHS K
BEITTOTHEHUIO KOHKPETHBIX 3a/IaHHH.

OueHka «y10BJIETBOPUTEIbHO) CTABUTCS, €CJIM 00y4AIOIIUMCS

3agaHus  BBINOJIHWI ~ Oojiee 4YeM  HamoyoBHHY. [IpHCyTCTBYIOT —cepbEé3Hble omuOku. IIpoaeMoHCTpHpOBaH
y}lOBHeTBOpI/ITeHbelﬁ YPOBCHB BJIAJICHUA MaTC€pHaIOM. HpOS[BJ'IeHLI HHU3KHE CITOCOOHOCTH NPUMEHATHL 3HAHUA U YMCHUA K
BBITIOJTHCHUIO KOHKPECTHBIX 33]13HI/II>1.

OneHka «HeyA0BJIeTBOPUTEIbHO» CTABUTCS, €CJIH 00yYAIOIIUMCS:

3amaHus BRITIOJMHWI MEHEe 4YeM HamoloBHHY. [IpoeMOHCTpHpOBaH HEYAOBICTBOPUTEIHHBIN YPOBEHb BIIAJCHUS
MaTtepuasoM. [IposBIIeHBI HEZOCTATOYHBIC CIIOCOOHOCTH IMPHMEHSATh 3HAHWSA W yYMEHHS K BBHIMOJHEHHIO KOHKPETHBIX
3aaHAN.

4.1.3.3. Conep:xanue OLIEHOYHOI0 CPEACTBA

BrImomHATS 3a7aHUE IO BapHAaHTaM.

Bapuant 1. Oprann3zanuoHHbie JOKYMEHTHI.

1. IloHATHE OPraHU3aIIMOHHBIX JOKYMEHTOB.

2. TpeGoBaHus1, IPEABSABISIEMbBIE K UX COCTABICHUIO U 0()OPMIICHHUIO.

3. XapakTepuCTHKa KOHKPETHOT'O YUpeKIeHU (TIPeIpUATHS) U TIpaKTHUecKas paboTa ¢ JOKYMEHTaMH B HEM.
4. OdopmiieHHE OPraHU3AIIHOHHOTO JOKyMeHTa (0{HOTO, I10 BEIOOPY CTY/ICHTA).

5. IlpaBuna odopMiIeHHs PEeKBU3UTA «AIpecaTy.

Bapuant 2. PacniopsiiutenbHble TOKyMEHTBI.

1. IloHsiTHE PacTIOPAAUTENHHBIX JOKYMEHTOB.

2. TpeGoBaHuMs, MIPEABABIIEMBIE K X COCTaBICHUIO 1 0(YOPMIICHHUIO.

3. XapakTeprcTHKa KOHKPETHOTO YUpexXJIeHNs (PEANpPUSITHS) U IPaKTHUECcKast paboTa ¢ JOKyMEHTaMH B HEM.
4. OdopmireHre pacopsIIUTENFHOTO JOKYMEHTa (0IHOTO, TIO BBIOOPY CTYJICHTA).

5. IlpaBuna opopmienus pekBuznuta «/laray.

BapuanT 3. Opranunzaius paboTsl ¢ JOKYMEHTaMH.

1. ITpuHIUIBEI OpraHu3anud paboThl ¢ JOKyMEHTaMH.

2. O6paboTKa MOCTYMAIOMIUX TIOKYMEHTOB.

3. O6paboTKa OTIPABISIEMBIX JOKYMEHTOB.

4. XapakTepucTrKa KOHKPETHOTO YUPEKACHHS (IPEATPHUATHS) U IpaKTHIecKas paboTa ¢ JOKyMEHTaMHt B HEM.
5. IpaBuna odopmierus pexkBuznuta «Iloamuce.

Bapmuant 4. Opranuzanys padoThl ¢ JOKYMEHTaMH, COAEp>KallIMHA KOMMEPUYECKYIO TaiHy.

1. IloHsATHE KOMMEPYECKOH TallHBI.

2. YcioBus, IpU KOTOPHIX HH(OpMAIHI MOXKET OBITh OTHECEHa K KOMMEPYECKOH TaliHe, M 0OeclieueHe ee 3alluThI.
3. Benenue nenonpon3BoJICTBa, 00ECTIEUNBAIONIETO YIET U COXPAHHOCTh JOKYMEHTOB, COJIEPKAIINX KOMMEPUECKYIO
TaiHy.

4. XapakTepHuCTHKa KOHKPETHOTO yUpexKAeHIS (MIPEANPHITHSA) U IpaKTHIecKast paboTa ¢ JOKyMEHTaMHU B HEM.

5. OcopmiieHnE JOKyMEHTA, COAEPIKAILETO CBEJICHNS, COCTABILIIONINE KOMMEPUECKYIO TaliHy.

6. IlpaBua oopmienus pekBuznta «OTMETKA O HATUYUHN TIPHITOKEHIISD.

Bapuant 5. JlokyMeHTHI 110 TUYHOMY COCTaBY.

1. IloHsiTHE JOKYMEHTOB IO JINYHOMY COCTaBY M HH(OpMaNus, coJepskamascs B HUX.
2. TpeGoBaHuMs1, IPEABSABISIEMbIE K COCTABICHHIO U O(OPMIIEHHIO TAKHX JJOKYMEHTOB.
3. Opranuzanus paboThl C JOKYyMEHTaMH I10 JITYHOMY COCTaBYy.



4. CTpykTypHOE NOApa3ielieHre, OTBEYAIOIee 3a BEICHUE TAKUX TOKYMEHTOB.
5. OdopmiteHue TOKyMEHTa 0 JIMIHOMY COCTaBY (OJTHOTO, IO BHIOOPY CTYACHTA).
6. [IpaBmna opopmitenns pekBuznta «OTMETKA O 3aBEPCHUH KOTTUI).

Bapuant 6. [IpaBuna ohopMireHHS TOKYMEHTOB.

1. [ToHATHE TOKYMEHTOB U MX KIaCCU(PHUKAIIHS.

2. Bunsl ¥ pa3sHOBUAHOCTH TOKYMEHTOB, IPaBUJIa UX COCTABIICHMUS.

3. MecTo U poJib TOKYMEHTOB B JISTEIbHOCTH MPEAIPUITHS.

4. XapakTepucTuKa KOHKPETHOTO TIPEeIPHUITHS U paboTa B HEM C JOKyMEHTaMH.

5. Ocopmiienne ar000r0 BUIa JOKyMEeHTa (OJJHOTO N0 BEIOOPY CTYyIICHTA).

6. [IpaBuna opopmienus pekBuznta «OT™Merka 00 HCIIONIHEHHN TIOKYMEHTA U HAallPaBJICHUHU €r0 B JIETI0.

Bapuanr 7. Opranuzanus JeJonpor3BoICTBA Ha IPEINPUATHH.

1. Pons nenonpon3BoacTBa B 00eceYeHHN IeITeIIbHOCTH IPEATIPUSTHSL.

2. Enunas rocymapeTBeHHas cucreMa nenonpounsBojactsa (EI'C/I).

3. Opraauzanus JOKyMEHTOO00pOTa Ha TPEATIPHUSTHH.

4. XapaKkTepuCTHKa KOHKPETHOTO MPEATPHATHS (YIPESKICHNUSA).

5. CocTosiHUE AENONPOU3BOACTBA M OPraHU3alHs Tpyla ACIONPOU3BOICTBEHHOTO IIEPCOHAA.
6. [IpaBuna opopmienus pekBuznta «I'pud orpaHndeHus A0CTyna K JOKyMEHTY».

Bapuanr 8. ®opmupoBanue 1en 1 ux 00paboTKa JUIs MOCIEYIOIEer0 XPaHESHHUS.
1. Ilpu3HaKu rpynmupoBKY JTOKYMEHTOB M ()OPMUPOBAHUS JEI1.

2. Knaccuguxanusi TOKyMEHTOB 1 HOMEHKJIATypa JIel.

3. DKcrepTH3a IEHHOCTH TOKYMEHTOB.

4. XapaxTepucTiuKa KOHKPETHOTO IPEIPHUATHS U paboTa B HEM C JOKyMEHTaMH.
5. OdopmiieHIE HOMEHKIATYPHI JeT.

6. [IpaBuna oopmieHNs peKkBU3nUTa «BU3BD».

Bapuanrt 9. [Topsinok JBIKEHHS JOKYMEHTOB B OpraHH3alHH.

1. DkcrneauIMOHHAs 00pabOTKa JOKYMEHTOB, OCTYIAIOIINX B OPraHU3alIHUIo.

2. Opranuzanus palioHajJbHOTO JBUKEHHS JOKYMEHTOB BHYTPHU HEE.

3. OOpaboTKa UCIIONHEHHBIX U OTIPABISIEMBIX JOKYMEHTOB.

4. VcnionHeHne JOKYMEHTOB.

5. XapakTepucTHKa KOHKPETHOT'O MPEANPHUATHS U aHAJIU3 CTPYKTYPBI IOKYMEHTO000POTa B HEM.
6. MeToabl yueTa 1 COKpalleHHs JOKyMEHTO000poTa.

Pa3paboTKy 3JIEeKTPOHHBIX JTOKYMEHTOB BHIIIONHATH ¢ Hcnoib3oBaHueM cpeabl 1C. [pennpustue 8.3. Bapuant 3amanus
CTYZIEHT BBIOMPAET B COOTBETCTBHH C MOCIeAHEH U(poil mudpa 3a4eTHON KHIKKH.

4.2. OueHOYHbIE CPeCTBA MPOMEXKYTOUYHOI aTTecTAlMU
[lo nucnumivHe MpenyCMOTPEH 3adeT. 3adeT MPOXOJUT MO OWieTaM WM B BHAE TECTUPOBaHUs. B kaxmoMm Ouiere nBa
TEOPETHYECKHUX BOMPOCA. 3a4eT MPOBOIUTCA B YCTHOM, MMCAMEHHOM WJIM KOMIBIOTEpHOH (popme. OlieHUBaeTCs BiaeHHUE
MarepuajioM, €ro CUCTEMHOE OCBOCHHE, CIIOCOOHOCTH NMPUMEHATL HYXHBIC 3HAaHHWA, HAaBBIKM W YMCHUA IIPpU aHAJIN3EC
MIPOOJIEMHBIX CUTYallUil M PELICHUN IPaKTHUECKUX 3adaHUH.

4.2.1. YcTHbIi WIM NHUCbMEHHBIH 0TBET HAa BONPOC
4.2.1.1. Ilopsaaok npoBeaeHuUsl.
Y CTHBIH WM TMCEMEHHBIH OTBET Ha BOIPOC HAIpaBJICH Ha MPOBEPKY 3HAHUI OCHOBHBIX Pa3zesioB O AUCIUILTHHE.

4.2.1.2. Kpurepuu oueHMBaHUs.

OueHka «32a4TeH0» CTABUTCS, €CJIU 00y4alommiics:

OOyyvaromuiicss 0OHapyXWiI 3HaHME OCHOBHOTO Yy4eOHO-TIPOrpaMMHOIO MaTepuana B 0ObeMe, HEOOXOIMMOM JIs
JanbHeHIe yae0s! 1 IpeAcTosme paboThl 0 CHEMATbHOCTH, CIIPABIJICS C BHIIIOJTHEHNEM 3aJaHUM, IPEeTyCMOTPEHHBIX
NIPOrpaMMOM AUCLHUIIIMHBI.

O1eHKa «He 32a4TeH0» CTABUTCS, ecJIM 00yJarommuiics:

Obyuarommiicss 0OHaPY)KHUJI 3HAYUTENBHBIE IPOOEITBI B 3HAHUAX OCHOBHOTO Y4eOHO-TIPOTPaMMHOTO MaTepraa, JOITyCTHII
MIPUHIUIIAATGHBIE OIMMOKH B BBIIIOJHEHHH IPEIyCMOTPEHHBIX MPOTPaMMOM 3alaHWi W HE CII0OCOOEH NPOIOIDKUTH
00y4eHHe WM TPHUCTYNHUTHh M0 OKOHYAHWU YHHUBEPCUTETa K MPO(HECCHOHATHHOW ACSITENLHOCTH 0€3 MOTMOJHUTEIhHBIX
3aHATHUI 10 COOTBETCTBYIOLIEH TUCLUIUIMHE.

4.2.1.3. OueHo4HbIE CpeACTBA.
Bonpocs! 1Jist yCTHOr0 WJIM NHCbMEHHOI0 0TBETa
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OCHOBHBIE TOHATHA JOKYMEHTOOOOpPOTa: BUABI TPEACTABICHUS HWH(GOPMANWH, NOKYMEHTHI, IOKYMEHTOIIOTOKH,
JIOKYMEHTOOOOPOT ¥ APYTHE OCHOBHBIC MTOHSATHS.

DKOHOMHUYECKAsi CHCTEMA: CTPYKTYpa, MOTOKK HH(popMarmu, QYHKIIAN YIIPABICHHUS.

JKv3HEeHHBIN UK JOKYMEHTOB.

Knaccudukarus 1oKyMeHTOB Ha IPEANPUSITHN, BUIBI JOKYMEHTOB U UX OCOOEHHOCTH.

YyeT 10KyMEHTOB.

PeKkBU3UTHI TOKYMCHTOB.

XpaHeHue JOKyMEHTOB. [ena.

OTIU4Us POCCUHCKOTO JOKYMEHTO000POTa OT 3apyOeiHOTO.

Oxonomuueckas UC u COJI kak ee 4acTh.

. be3bymaxkHast TeXHOJIOTHUS yIpaBiIeHUS.

. Ilonsitue snexTpoHHOTO NOKyMeHTa. Buapl, ocobennoctu. Ilpencrasnenue nokymentos B CO/I.

. Konuermmus snexrporHoro gokymentoobopora. [Ipuanumsr CO1. OcHoBHBIE TpeboBanus K pyHKIHoHaIbHOCTH CO/I.
. ABTOMAaTH3allMsl COCTaBJICHUS DSJICKTPOHHBIX JOKYMCHTOB. ABTOMAaTH3allMs IIpollecca BBOJAA ITIOTOKOB BXOJIHBIX

nIokyMeHTOB. [lepeBox HOKyMEHTOB U3 OyMa)kHOU (DOPMBI B IIEKTPOHHYIO H HA000POT.
KonTtpoms Bepcmii B CO/I.

DNeKTPOHHO-ITU(PPOBAsI TOITUCH.

Xpanenue nqokymentos B CO/I. [lena, apXuBHI.

HIIC kak yacte CO/I. TexHONIOrMH MOKCKA TOKYMEHTOB.

VYyeT nBmKeHUs TOKyMEeHTOB U oT4eThl B CO/I.

Mertoabl u cpeacTBa 3amuThl HHGopMarwu B CO/I.

Texuonorus ACKU/I.

Texnonorus Groupware.

Texuonorus Docflow.

Texuonorus Workflow.

CoBpeMeHHOE 3aKOHOJATEIECTBO 1 HOPMATHBHO-METOANIECKOE PETYIHPOBAHNE 3IEKTPOHHOTO IOKYMEHTO000pOTA.
OcoberHOCTH TOKyMeHTOoOOopoTa 1 ipuMeHeHns: COJl Ha MpeAnpUsITUAX Pa3HBIX OTPACTICH.
ApxXuTeKTypHI U cioco0s! moctpoeHus CO/I.

[IpoexTnpoBanne JOKYMEHTOO0OPOTA — IPUHIIUIIBI, OCHOBHBIC 33aJa4H, IIPOOIEMBI.
MopenupoBaHue JOKyMeHT0000pOTa U OH3HEC-TIPOLIECCOB.

Buenpenne CO/1. 3atpatsl, 3xoHOMHYECKast 3D HEKTHBHOCTD.

CymectBytontue CO/I.
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https://e.lanbook.com/book/149493 .

5.. KorduaeHnnansHOE IET0NpPON3BOICTBO M 3AIIMINECHHBIM 3JIEKTPOHHBIH TOKyMeHTooOopoT : yue6Huk / H. H.
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Office Professional Plus 2010

Kaspersky Endpoint Security mast Windows

GIMP

Inkscape

Notepad ++

Python

Lazarus
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