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Conepxanue

1. IlepeueHp TIAHUPYEMBIX PE3yIBTATOB OOYYCHHUS MO AMCIUILTHHE (MOJIYI0), COOTHECCHHBIX C IUIAHUPYCEMBIMH
pesyabratamu ocBoenusi OIIOIT BO

2. Mecto muctumuinHel (Moxyiist) B ctpykrype OITOIT BO

3. O06beM auCHMIUIAHBI (MOMYJIS) B 3a4YETHBIX EAMHMIAX C YKa3aHHEM KOJIMYECTBA YAacOB, BBIACICHHBIX HA
KOHTaKTHYI0 paboTy 0Oydarommxcst ¢ mpernojaBatesieM (M0 BUAAM yueOHBIX 3aHITHI) M Ha CAMOCTOSTEIbHYIO pPaboTy
00yJarommxcs

4. ConepxaHue AUCUUIUIMHBI (MOXIYJISI), CTPYKTYPUPOBAaHHOE 10 TeMaM (paszenaM) ¢ yKa3aHHEM OTBEJCHHOTO Ha
HUX KOJINYECTBA aKaJeMUYECKUX YacOB M BHJIOB YUEOHBIX 3aHATHH

4.1. CTpyKTypa ¥ TeMaTHYECKHUN TUTAaH KOHTAKTHOM M CAMOCTOSITEILHON paOOTHI 110 TUCIUTUIHHE (MOIYITIO)

4.2. ConepkaHue TUCHUIUTUHEI (MOYIs)

5. TlepedyeHp yueOHO-METOAMUECKOTO OOECIICUCHHSI JIIsi CAMOCTOSTEIEHON PabOThl 00YJAIOIINUXCS TI0 THUCITUTUTHHE
(Mozysmi0)

6. @OHJT OTICHOYHBIX CPENICTB MO TUCITUILTHHE (MOIYITIO)

7. [lepedeHs uTEpaTyphl, HEOOXOIUMOM IS OCBOCHUS TUCIIMIUTHHEL (MOYJIS)

8. [lepeuenn pecypcoB MHPOPMAITMOHHO-TEICKOMMYHHUKAITMOHHOW ceTH "MHTepHeT", HE0OXOMUMBIX JJII OCBOSHUS
JUCITUTUTHHBI (MOTYJIS )

9. Meronnveckue yKa3aHus ISl 00yYAIOMIUXCS IO OCBOCHHUIO TUCIIATUTAHBI (MOYJIS)

10. TTepeuens HHGOPMAIIMOHHBIX TEXHOJIOT U, HCIIOIB3YEMBIX IIPH OCYIIECTBICHAN 00Pa30BaTEIBHOTO MPOIEcca TI0
JUCIUIIIHHE (MOJYIIIO), BKIFOUAs MEPEUeHb MPOrPpaMMHOro obecrieueHnsl U HHPOPMAIIMOHHBIX CIIPABOYHBIX CHUCTEM (TIpH
HEOOXOUMOCTH)

11. Onucanue MaTepHaaIbHO-TEXHUYECKOW 0a3bl, HEOOXOMUMON I OCYIIECTBICHUS 00pa30BaTEILHOTO IMpollecca
10 TUCITUTUTHHE (MOJTYITIO)

12. Cpe[lCTBa aanTtanuu npenogaBaHnud JUCHUIIIIAHBL (MO,HyJ'If[) K HOTpe6HOCTHM 06yqa}om1/1xcsi WHBAJINJO0B U JIMII C
OTpaHNYCHHBIMHU BO3MOXKXHOCTAMHU 3T0OPOBbA

13. TIpunoxenue Nel. OHA OLIEHOYHBIX CPEICTB
14. TTpunoxxenue Ne2. [TepedeHs murepaTypsl, HEOOXOAMMOMN JJIsi OCBOCHHUS UCIIHILTAHBI (MO JIST)

15. Tlpunoxenne Ne3. IlepeyeHpr WHPOPMANMOHHBIX TEXHOJOTHH, HCIONB3YEMBIX IS OCBOCHHS JTUCIWILIHHEI
(Momys), BKIIFOYAsl MEPEUCHb MPOTPAMMHOTO 00eCTIeUeHHsT U HH()OPMAIIMOHHBIX CIIPABOYHBIX CUCTEM



IIporpammy AucIUIUIMHBI pa3padoTan(a)(v) cTapiivii mpemnogasaTens, 6/c Jlrooumosa E.M. (Kadenpa maremaTuku
Y IPUKJIATHOW WHPYOPMATHKH).

1. IlepeyeHb mNJaAHMPYeMbIX pe3yJbTATOB OOy4YeHHS] MO AUCHMIUIMHE (MOAYJII0), COOTHECEHHBIX C
IUIAHUPYeMBIMH pe3yiabTaTtamu ocsoenuss OIIOII BO

OO0yuaromnuiicsi, OCBOMBIINN AUCIUITIUHY (MOYJIb), TOJKEH 00JIaaTh CIeAYIONUMH KOMIICTCHIIUSIMU:

Mudp Pacundposka
KOMIIETEeH MU npuodperaeMoii KOMIETeHIIUH

[K-1 CnocoOeH TpPOBOIUTH TPE3CHTAlMI0 HMH(POPMAIMOHHOW CHCTEMBI M HadalbHOE OOydYeHHE
MoJib30BaTesei

IK-1.1 3HATH TEXHOJOTWUH NPOBEACHUS NMPE3EHTAUH MH(POPMAIIMOHHONW CHUCTEMbI M Ha4aJbHOTO OOydYeHus]
MoJib30BaTesei

TIK-1.2 [YMeTh IpOBOANTE MPE3EHTANMIO HHPOPMAIIMOHHOW CHUCTEMBI U HA9allbHOE 00YYCHHE MOJIb30BaTeeH

IK-1.3 BiiageTh CMOCOOHOCTBIO TPOBOAWTH MPE3EHTANMI0 WH(GOPMAIMOHHOW CHUCTEMBl W HAYalbHOE

0OyJeHre TI0JTh30BaTeNICH

TIK-3 CriocoOeH OCYIICCTBIATh BeACHUE 0a3bl JAHHBIX U MOANCPKKY HWHPOPMAIMOHHOTO OOCCICUCHUsI|
[pENICHNS TIPUKIATHBIX 33714

TIK-3.1 3HATh TEXHOJIOTUU BEICHHs 0a3bl JaHHBIX, CHOCOOBI MOJACPKKH MHPOPMAIMOHHOTO OOCCIeYCHU
[PEIICHUS TIPUKJIATHBIX 337134

TIK-3.2 [YMETh OCYIIECTBIATh BeACHHE Oa3bl NaHHBIX WM MOJACPKKY HHMOPMAIMOHHOTO OOecreucHMs|
[PEIICHUS TPUKJIATHBIX 337134

TK-3.3 BiiageTh CrOCOOHOCTBIO OCYIIECTBIISITh BeleHUE 0as3bl JAHHBIX W TIOIECPKKY HWHOOPMAIMOHHOTO
oOecrieueH s pelleHns] TPUKIIAIHbIX 3a/1a4

OO0yuaromnuiicsi, OCBOMBIINN AUCIUIIINHY (MOYJIB):

JloJDKeH 3HATE:

- OCHOBHBIC TIOHATHS OJJICKTPOHHOTO JOKYMEHTOOOOPOTa, XapaKTepHBIE OCOOCHHOCTH 3JICKTPOHHOTO
JICIIOTIPOM3BOICTBA, OCHOBHBIC 3aJayd, peIIacMble ITOCPEICTBOM  HCIOJNB30BAHUS CHUCTEM  3JICKTPOHHOTO
JIOKYMEHTO000POTA;

- OCHOBBI COBPEMCHHBIX MPOTPAMMHBIX CPEICTB CHCTEM 3JCKTPOHHOTO JOKYMEHTOOOOpOTa, CHOCOOBI HX
UCIIOJIb30BaHUS [T PEUICHUS 33724 3JCKTPOHHOTO JCIOMPOU3BOICTBA

JlomkeH yMeTb:
- CaMOCTOSTENIFHO 00yYaThCsl HCTIOJIB30BAHUIO COBPEMEHHBIX CUCTEM JJICKTPOHHOTO JJOKYMEHTO000pOTa;
- NIPUMEHATH CHCTEMY 3JIEKTPOHHOTO JIoKyMeHTooboporta «1C: Ilpeampusitue 8» mis pelreHHs KOHKPETHOM
3aJa4y JIEKTPOHHOTO JEIOINPON3BOJICTBA.

JlomkeH BIaaeTh:
- OCHOBHBIMH MOHATHSAMH JJIEKTPOHHOTO JOKYMEHTOOOOPOTa IPH OCBOCHHM CMEXHBIX AWUCIUILINH IO
BBIOpAaHHOW CHIEITUAIBHOCTH U B chepe MpopeCCHOHANBHON ACSITETLHOCTH;
- HaBBIKaMU TIOCTPOCHUS KOH(MHUTYPAITMH CUCTEMBI JJIEKTPOHHOTO MoKyMeHToobopoTta 1C: [Tpenmpusitue 8.3.

2. Mecto qucuumiunsl (MoayJsi) B ctpykrype OIIOII BO

Jannas mucummuHa (MoAyih) BikmoueHa B pasmen "b1.B.JIB.01.02 ducummnuasl (Momynn)" OCHOBHOM
npodeccroHanmsHOM 00pa3oBaTenbHO mporpamMmbl 09.03.03 "Tlpukmamnas napopmaruka ([TpukmagHas nHGOpMaTHKa B
9KOHOMHKE)" W OTHOCHUTCSA K JUCIMIUIMHAM IO BBIOOpPY W YacTH, (GOPMHUPYEMOH ydacTHHKaAMHU 00pa30oBaTEbHBIX
OTHOULIEHHH.

OcBaunBaetcs Ha 5 Kypce B 9 cemectpe.

3. O0beM AUCHMILVIMHBI (MOAYJISI) B 3a4€THBHIX €IMHMIAX C YKa3aHHeM KOJU4YeCTBA YacOB, BblIEJEHHbIX Ha
KOHTAKTHYI0 pa0oTy ol0ydamwlnuuxcs ¢ NpenogaBarteneM (II0 BHIAM Y4YeOHBIX 3aHATHI) M HA CAMOCTOSITEIBHYIO
padoTty o0yuarommxcsi

OO61mas TpyJ0eMKOCTh JUCIHUILINHBI COCTaBIsAET 3 3aueTHBIX(bIe) enuHuI(bl) Ha 108 gaca(oB).

KonrakTHast pabora - 12 daca(oB), B ToM umcie Jekuuu - 4 yaca(oB), mpaxkThieckue 3aHsaTus - 0 gaca(oB),
nabopaTtopHbie paboThI - 8 yaca(oB), KOHTPOIL CAMOCTOSITENTLHOM paboThI - 0 yaca(oB).

CamocrostensHas paboTa - 92 gaca(oB).



KonTpons (3auét / ax3amen) - 4 gaca(oB).
dopma MPOMEKYTOYHOT'O KOHTPOJIS AUCITUILTUHEL: 3a4eT B 9 ceMecTpe.

4. CopepxxaHue AUCHMILIMHBI (MOAYJsl), CTPYKTYPHPOBaHHOe MO TemMaM (pa3neiaM) ¢ YKa3aHHeM
OTBEJIEHHOT0 HAa HUX KOJIMYeCTBA aAKa/IeMHYeCKHUX YACOB U BUAOB YUeOHbIX 3aHATHI

4.1 CTpyKTypa H TeMATHYeCKHIl IITIaH KOHTAKTHOH M CaMOCTOATEJbHOH padoThl 10 JHCIUILIMHE (MOAYJII0)
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1 Tema 1. OCHOBBI DJIEKTPOHHOTO JOKYMEHTOOO0POTA. 9 ) 0 0 18
" |[KopnopaTHBHBIE CUCTEMBI DJIIEKTPOHHOTO JOKYMEHTOO00POTA.
5 Tema 2. Opranuzanus paboThI C JOKyMEHTaMH. DJIEKTPOHHBIH 9 1 0 5 32
" |moKyMeHTO00OpOT Ha Oa3e O(UCHBIX TPOTpPaMM.
3. [Tema 3. CucTeMBI JIICKTPOHHOTO TOKYMEHTO00O0pOTA. 9 1 0 6 42
Mrtoro: 108 4. (u3 HUX 4 4. KOHTPOJIb) 4 0 8 92

4.2 Conep:kanue TUCHUITUHBI (MOAYJIST)
Tema 1. OCHOBBI 3JIEKTPOHHOIO [0KyMeHTOoOopoTra. KopmopaTuBHbie CHCTEMBI 3JIEKTPOHHOIO
JAOKYMEHT0000poTa.

OCHOBHbIC MOHATHS W ompeaeieHus. [IOHATHS TOKYMEHT, AEIONPOU3BOJCTBO, JOKYMEHTOOOOPOT, 3JIEKTPOHHBIC
TEKCThI, HIEKTPOHHBII JTOKYMEHT, 3JEKTPOHHBIH HOKYMEHTOOOOpPOT. ATpHOYTHI TOKYMEHTOB. THIBI JOKYMEHTOO0OpOTA.
Pernmament paboThl ¢ JOKyMeHTaMH. MeCTO 3JEKTPOHHOTO JOKYMEHTOOOOpOoTa B JESTENbHOCTH OpraHH3alldi.
KopnopaTtuBHas cucreMa 3JIEKTPOHHOTO TOKyMeHTo000poTa. O0IadyHbIe CHCTEMBI AJIEKTPOHHOTO JOKYMEHTOO00pOTA.

Tema 2. Opranuszanmsi padoTbl ¢ JOKyMEHTaMH. DJICKTPOHHBIH [0KyMeHT0000poT Ha 0a3e ogucHBbIX
NMporpaMm.

JlokyMeHT0000pOT. YueT o0beMa TokyMeHTooO0opoTa. O0padboTka JOKYMEHTOB (00pab0TKa BXOASIINX JOKYMEHTOB,
00paboTKa HCXOAANINX JOKYMCHTOB, 00paO0TKa BHYTPCHHHX JOKYMEHTOB). Peructparms ITOKyMEHTOB. DopMer
pETUCTpAI TOKYMEHTOB. Peructpanus BXOIIIIUX TOKYMEHTOB. PerucTparist HCXOSIIUX W BHYTPCHHUX TOKYMCHTOB.
Hcnonmnenne noxymentoB. KoHTponb 3a nc-mojHeHHeM JOKyMeHTOB. CpOKHM HCIIONHEHUs JIOKyMeHToB. HomeHkmaTypa
nen. Bumer HoMeHkmatyp nen. CojepikaHue HOMEHKIATypbl. @opmupoBanue naen. [lpaBuina u mopsmox GpopMHUpOBaHUS
nen. XpaHeHue Aell. XpaHeHHe JOKyMEHTOB (CPOKH XpaHEHUsS JOKYMEHTOB, ONpENeIeHIe CPOKa XpaHEHHs TOKYMEHTOB).
OKcrepTr3a MeHHOCTH JOKYMEHTOB B JETONPOu3BoAcTBe. [IpoBeneHne sKCIepTH3Hl IIEHHOCTH TOKYMEHTOB. DKCIIEPTHEIC
komuccuu. Texnonorust Docflow. Texaonorus Workflow. Buzyanuzamus TeXHUIeCKOTo perjJaMeHTa JOKYMEHT0000poTa B
nporpamMMmHO# cpenie Microsoft PowerPoint. PazpaboTka madioHa 1okyMeHTa B cpenie aenoBoit rpadguku MS Visio.

Tema 3. CucreMbl 3JIEKTPOHHOI0 TOKYMEHT0000poTA.

Hemn wn nHasznauenue Cuctembl DnektpoHHOTo JlokymeHntoobopora (COM). Iomxomer k mpoektupoBanuio COJI.
[Mpobnemsr moctpoennss COJl. OcobGenHocTH mnpoekTupoBaHus W BHeapenws JCY][ 1 KOpIOpaTUBHBIX CHCTEM.
[Mpuanuner noctpoenuss COJ] B cocraB (yHKIMOHANBHBIX MOAyJeH W obecreumBaromux nozacucreM. ConepskaHue
TpeboBaHuil K CTPYKType U oTAenbHbIM KoMmroHeHTaM C3OJ1. CocTaB TEXHOJIOTHH, METOIOB M CPENICTB NPUMEHIEMBIX IS
npoektuposanus COMl. Opranusanus npoexktupoBanus CO/I.

5. IlepeueHb Yy4eOHO-METOAMYECKOTO oOecmeyeHUs] IS CAMOCTOATEJbLHOH padoThl o0y4yaloluxcsi IO
JMCUMILIHHE (MOAYJII0)

CamocrositenibHass paboTa OOY4YalOIIMXCSl BBHIMOJMHSETCS MO 3aJaHUI0 M TPU METOAWYECKOM pPYKOBOJCTBE
nmpenogasaTens, HO 0e3 ero HemocpeacTBeHHoro ydactus. CamocrosiTensHas paboTa moApaszensercss Ha
CaMOCTOSTENIFHYIO PadOTy Ha ayJUTOPHBIX 3aHATHSX M Ha BHEAYAHTOPHYIO CAMOCTOSTEIbHYIO padoTy. CaMocTosTeIbHAS
pabora oOyyaromuxcs BKIIOYAeT KaK IOJHOCTBIO CaMOCTOSATEILHOE OCBOCHHE OTICIBHBIX T€M (pa3/esioB) AMUCIUILIUHEL,
TaKk U npopaboTKy TeM (pa3nernoB), OCBaMBAEMBIX BO BpeMs ayIUTOPHOHM padoTel. Bo Bpems camocTosTenbHONW paboThI
oOyJaromuecss YWTal0T ¥ KOHCIEKTHPYIOT Y4eOHyI0, HAy4HYI0 W CIPAaBOYHYIO JIUTEPATypy, BBIMOJHSIOT 3aJaHMUS,
HaTpaBJICHHBIC HA 3aKpeIUIeHHE 3HAHWHA M OTPaOOTKYy YMEHHWI M HABBIKOB, TOTOBATCS K TEKYIIEMY M IPOMEKYTOUYHOMY
KOHTPOJIIO TI0 TUCITHIIIIIHE.



Opraan3anusi CaMOCTOSATEIFHON PabOTHI 00yUaIOMINXCS PETrIIaMEHTHPYETCSI HOPMAaTHBHBIME JTOKYMEHTaMH, Y4e0HO-
METOIMYECKOHN JINTePaTypoil U NIEKTPOHHBEIMHA 00pa30BaTEIFHBIMU PECYPCaMU, BKITIOUAS:

[opsinok opraHu3alii U OCYIIECTBJICHHUS 00pa30BaTENbHON NESTeNbHOCTH MO 00pa30BaTeNbHBIM IIPOrpaMMamM
BBICIIEro 00pa3oBaHWs — MporpaMmaM OakanaBpuara, MporpaMMaM CIICHHAJINTEeTa, NPOrpaMMaM MaruCTpaTypbl
(YTBepKIeHHBINH TprUKa3oM MUHHCTEPCTBA HayKW M BhIcIIero obOpasoBanus Poccuiickoir denepannu ot 6 ampens 2021
roga Ne 245)

IMucemo MunmcrepcTBa obpasoBanmsi Poccumiickoit ®eneparmu Nel4-55-996un/15 ot 27 nHos6ps 2002 r. "OO0
AKTHBH3AIMH CAMOCTOSITEIBHONW pabOTHI CTYICHTOB BBICIINX y4eOHBIX 3aBECHUI"

YcraB  (enepalbHOrO  TOCYIAapCTBEHHOTO  aBTOHOMHOTO  oOpa3oBarenbHOro — yupexnenus "KazaHckuid
(ITpuBomxckuii) penepanbHBIA yHUBEpCUTET"

[IpaBuna BHYTpeHHEro pacnopsika (eaepasbHOr0 TOCYAapCTBEHHOTO aBTOHOMHOTO — 00pa3oBaTEeIbHOTO
YUpexAeHU BhIcIIero mpodeccrnoHanmbsHoro oopazoanus "Kazanckuii ([TpuBomkckuit) GenepanbHblii yHUBEPCUTET"

JlokanpHble HOpMaTUBHBIC akThl Kazanckoro (IIpuBomkckoro) deaepalbHOIO YHUBEPCUTETA
6. @OH/ OLIEHOYHBIX CPEACTB MO JUCHHUIIIMHE (MOIY.II0)

CDOHL[ OILICHOYHBIX CPCACTB MO AUCHUIIINHE (MOL[yJ'IIO) BKJIHOYAC€T OLCHOYHBIC MaTCpUaJibl, HAIIPAaBJICHHBIC Ha
MMPOBEPKY OCBOCHUA KOMHGTCHHHﬁ, B TOM 4YHUCIIC 3HaHPII>i, yMeHI/Iﬁ 1 HaBBbIKOB. CDOHI[ OLICHOYHBIX CPCACTB BKJIHOYACT
OIICHOYHBIC CPEACTBA TCKYIICTI'O KOHTPOJISL U OLICHOYHBIC CPCACTBA HpOMe)KyTO‘IHOﬁ aTTCCTalluu.

B (oHze OLICHOYHBIX CPENICTB COACPIKUTCS CIEAYIOIas HHPOPMAIHs:

- COOTBETCTBUC KOMITCTCHIIUH ITAHUPYEMBIM pe3ylbTaTaM 00YYCHHUS 110 TUCIUILIHHE (MOIYIIIO);

- KpUTEPUH OLIEHUBaHHSI CHOPMUPOBAHHOCTH KOMITETSHIIHIA;

- MeXaHu3M (HOPMHUPOBAHUS OIEHKU MO TUCIUIUINHE (MOYJIIO);

- OIMCaHUC MOPSAKA IPUMCHCHHS U TIPOLICAYPHI OIICHUBAHUS U KaXKIOTO OIICHOYHOTO CPEICTBA;

- KPUTEPUH OLIEHUBAHHUS JJISI KAXKIOTO OL[EHOYHOTO CPE/ICTBA;

- COIep)KaHWE OIICHOYHBIX CPEJCTB, BKJIIOYas TPEeOOBaHUS, NPEHBABISICMBIC K JCHCTBHAM OOYYaroOIIUXcCs,
JIEMOHCTPUPYEMBIM Pe3yIbTaTaM, 3aJaHHsl Pa3IIUYHBIX THUIIOB.

®DOH/I OIICHOYHBIX CPECTB IO TUCIUILUIMHE HaxoauTcs B [Ipunokenun 1 k mporpamMme AUCIUTLTAHBI (MOJIYIIIO).

7. llepeyeHb JUTEPATYPbl, HEOOXOAUMOM AJIsl 0CBOECHMS TUCHUILIUHBI (MOAYJIsST)

OcBoeHNE NUCHUIUIMHBI (MOIyYJIsl) TpeAroaraeT W3ydeHue ydeOHOW muTepaTyphl. Jlureparypa MOXKET OBITH
JIOCTYITHA 00YYaIOIIMMCSI B OJJHOM M3 JIBYX BapHaHTOB (JINOO B 000MX M3 HUX):

- B DJIEKTPOHHOM BHJE - 4Yepe3 JIIEKTPOHHbIE OMOIMOTEYHBIE CHCTEMBI HAa OCHOBAaHUM 3aKIOYCHHBIX KDY
JIOTOBOPOB C IIPAaBOOOIIAIATEIISIMU;

- B 1e4yaTHOM Buje - B Hayunoii oubnmoteke Enabyxckoro uacruryta KOY. Obyqarommecs moydaoT yaeOHyo
JIUTEpaTypy Ha ab0OHEeMEHTE II0 YHTAaTCIBCKUM OmieraM B COOTBETCTBHH C TIPaBHJIAMH TONb30BaHMsA HayuHoi
OMOINOTEKO.

DJEeKTPOHHBIE W3MAHUS TOCTYIHBI IUCTAHIMOHHO M3 JII000H TOYKH NP BBEACHUH 00yJaIOIIMMCS CBOETO JIOTHHA U
mapojs OT JUYHOTO KaOWHeTa B cucTeMe "DNeKTpoHHBIH yHuBepcuter". [Ipu HCIIONB30BaHWM TIEYATHBIX HW3TaHUI
OubmuoTeyHbIi (OHI MOJDKEH OBITh YKOMIUIGKTOBAaH WMH M3 pacdera He MeHee 0,25 sk3eMInisipa Ha KakIOTO
o0yuJaromerocs U3 yrcia Juil, 0JHOBPEMEHHO OCBAaWBAIOIINX JAHHYIO AUCIUILINHY .

[Tepedens yueOHON nUTEpPaATYPhI, HEOOXOIUMOMN JJISI OCBOCHHS TUCITUTUIMHBI (MOIYIIs), Haxoautcs B [Ipmnoskennn 2
K paboueli mporpamme IUCIMIUIMHBL. OH TOMJICKHUT OOHOBIEHWIO TPU H3MEHEHHHM YCIOBHH noroBopoB KDY ¢
MPaBOO0NIAaTeIIMIA  DJICKTPOHHBIX M3AaHWH W TPH W3MEHEHWHM KOMIUICKTOBaHUS (oHmoB HaydnHoil OHOIHOTEKH
Enabysxckoro nactutyta KOV,

8. Ilepeyenb pecypcoB MH(OPMAINHOHHO-TEJeKOMMYHUKAUMOHHOW ceTu '"UHTepHeT'", He00OXO0QUMBIX AJs
OCBOEHUSI IMCUMILIMHBI (MOIYJI51)

Hezasucumsrit moptasr o C3/J1 - http:// www.doc-online.ru.

Odunmanbaeiii caiiT kommnanun Cognitive Technologies, mocsimennsIii nporpamMuomMy nponaykry COJ1 «Esdpat» -
http://www.evfrat.ru.

Odunmanpapiii  cait Gupmbl  1C, mMOCBAMICHHBIH mporpaMmHoMy mpoaykry 1C: JlokymeHTooGopor & -
http://v8.1c.ru/doc8.

9. MeTtoauyeckue yKa3zaHus J1Jis1 00y4aOMIMXCS 10 OCBOECHHIO M CUMIJIMHBI (MOIY.J151)

Buj pa6or MeToanyeckne peKoMeHAauu

JICKIIUN .HGKIII/IOHHLIC 3aHATUA MPOBOAATCA € HCHOJIb30BAHUEM HWHTCPAKTHUBHBIX TEXHOJIOTUH H npeamnoJjaraoT
AKTUBHOC Yy4YaCTHUC CTYIACHTOB. I[J'IH MOATOTOBKU K 3aHATHAM PEKOMCHAYCTCS BBIACIATL B MaTcpHUalic




Buj pa6or MeToanyeckne peKoMeHAauu

HpO6J’IeMHLIe BONPOCHI, 3aTparuBac€MbIC IperioAaBaTejeM B JICKIUW, U TPYNIHUPOBATH I/IH(l)OpMaIII/IIO
BOKpPYT HUX. KenarempHo BBIACIATH B I/ICHOJIL3y€MOﬁ JIUTEpATypC NOCTAHOBKU BOIIPOCOB, HA KOTOPLIC
Ppa3HbIMU aBTOpaM MOTYT OBITH JaHbl pa3IMYHbIC OTBCTHI. Ha ocHoBaHuM MOCTaHOBKU TaKHUX BOIIPOCOB
CJIeayceT C06I/IpaTL APTYMCHTHI B ITOJIb3Y PA3JIMYHBIX BAPUAHTOB PCHICHUSA IMOCTABJICHHBIX l'IpO6J'I€M.

nabopaTopHbie | BeimonHenne nabopaTopHBIX paboOT HampaBieHO Ha OO0OOIIEHHE, CHCTEMAaTH3alUIo, YIIyOlcHHE

paboTHI TEOPETHYCCKUX 3HAHWA; (POpMUpOBaHWE YMCHUN HPUMCHSITH IONyYCHHBIC 3HAHUSA B TMPAKTHYCCKON
JIESITETPHOCTH, PAa3BUTHE AHAIUTHYCCKUX, MPOCKTUPOBOYHBIX, KOHCTPYKTHBHBIX YMCHHIA; BBIPAOOTKY
CaMOCTOSTEIIFHOCTH, OTBETCTBEHHOCTH M TBOPYECCKON WHHUIIMATHBEI. B X07€ BBITIOTHEHUS JTaO0OPaTOPHOM
paboOTBl CTYyNEHT JOJDKEH WPOSBUTH YMEHHUE CaMOCTOSTEIBHO paboTaTh C Yy4eOHOH ¥ HaydyHOU
muteparypoit, UHTepHeT-pecypcaMu, MpOIEMOHCTPUPOBATh HABHIKM BIAJCHUS KOMIBIOTEPHOM
TEXHUKOW M MakeTaMH MPUKIAJHBIX TIPOrpaMM COOTBETCTBYIOIIEro Ha3HaueHUs1. KOHTponbHONU TOUKOM
JabopaTopHO paboOTHI SBISETCS €€ 3alluTa. 3alluTa MPOBOIUTCS B YCTHOW (opMe: CTYACHT JOJDKEH
YMETh OOBSACHUTHh U 000CHOBATH KaXK/BIH BHITIOJTHEHHBIN 3TaIl paboTHlI.

camoctosi- | CamocTosTeNmbHAST paboTa CTYICHTOB MO JUIAKTHYCCKOW CYTH MPEACTaBISICT COO0H KOMIUIEKC YCIIOBHIMA
TenbHas paboTa| 00yUeHNs, OpraHN3yEeMbIX IPENoaBaTeIeM M HAlpaBICHHBIX HA CAMOIIOATOTOBKY yJalIuxcs. Y4eOHas
NESTETPHOCTh MpPOTEeKaeT 0e3 HemOCPeACTBEHHOTO YYacTHs MperojaBaTelss W 3akiIodaeTcs B
MpopaboTKe JIEKIIMOHHOTO MaTepHaja, IOATOTOBKE K YCTHOMY OINPOCY WIH TECTHPOBAHMIO, K
71a00paTOPHBIM 3aHATHAM; U3YICHUH YIeOHOH JTUTEpaTyphl U3 OCHOBHOTO U JIOTIOHUTEIFHOTO CIHCKA.

3a4eT 3auer sBiseTcs (HOPMOW OIICHKM KadecTBa OCBOCHHS CTYJICHTOM OOpa30BaTENILHOW IMPOTPaMMEI II0
nucruiuinee. [To pesynbraraM 3adeTa CTYACHTY BBICTABIACTCS OICHKa "3auTeHO" wiM "He 3a4TeHo'.
3adeT MOXET MPOBOAUTHCA B (OpMe YCTHOTO ompoca Mo Omieram (Bompocam) wiu 0e3 OWiIeToB, ¢
NpeBapUTEIbHOM MOArOTOBKONW MM 0e3 MOArOTOBKM, MO YCMOTpeHuio Kadenpsl. [IpemnonaBartenb
MOXET TPOCTaBUTh 3a4eT Oe3 ompoca WM coOeceJOBaHHS TEM CTyIeHTaM, KOTOpbIe aKTUBHO
Y4acTBOBAJIM Ha MPAKTHYECKUX 3aHITUSX.

10. ITepeueHb HHGPOPMALMOHHBIX TEXHOJOIMi, HCMOJAB3yeMbIX NPH OCYLIEeCTBJEHHHM 00Pa30BaTeJIbLHOIO
npouecca Mo AWCHUIUIMHE (MOAYJI0), BKJIWYAsA INepevyeHb NPOrpaMMHOro odecrnevyeHHuss M HH(pOPMaUMOHHBIX
CIPAaBOYHBIX cUCTeM (MPHU HEOOXOIUMOCTH)

[lepeueHp MHPOPMANMOHHBIX TEXHOJIOTHH, UCIONB3YEMBIX MPH OCYIICCTBICHUH 00pa30BaTEILHOTO MpoIiecca 1o
JMUCIHIUIHHE (MOJMYIII0), BKIIFOYAsl MEPEYCHb MPOTPAMMHOTO O0eCHeucHHs W WH(POPMANUOHHBIX CIPABOYHBIX CHCTEM,
npeacrasieH B [Ipunoxenun 3 k pabodei mporpaMMe AUCIUITINHBI (MOTYJIs).

11. Onucanue MaTepHAJIbLHO-TEXHHMYECKOW 0a3bl, HEOOXOAUMOI Ui OCYLIEeCTBJIEHUSI 00Pa30BaATEJIbHOIO
npouecca no JMcUuInHe (MoIy.a10)

VYuebnast aymuropust Ne 60 (423600, PecniyOnuka Tarapcran, r. EnaOyra, yin. Kazanckas, a. 89) s nposeneHus
3aHATUIA JIEKIMOHHOTO THIIA, 3aHATHA CEMHUHAPCKOTO THUIA, TPYIIOBBIX W HHAWBHIYAJIBHBIX KOHCYJbTAIMH, TEKYIIETO
KOHTPOJISI ¥ TIPOMEXYTOYHOH aTTEeCTalllH, IOMEIIEHHIE TSI CaMOCTOSTEIbHON paboTel. KoMiutekt Mebenu (TmocamouHbIX
MecT) 29 mt. Kommnext mebenu (mmocagodHbIx Mect) aiist perioaasarens 1 mt. KommberotepHsiii kiacc: KommbroTepsr intel
core i5 15 mr. Monwurtopsr ViewSonic 22d 15 mrt. IIpoexktop EPSON EB-535W 1 mr. MaTepaktuBaas mocka [IQBoard
DVT TNOS82 1 mr. Tpubyna 1 mr. Kougummonep 1 mt. Hacrennsie mon ku 6 m. [llkad aByxcTBOpUaThiil ¢ momkamu |
mT. BeG-xamepa 1 mT. Beixonm B HWHTepHET, BHYTPHBY30BCKas KOMIIBIOTEpHAs CE€Th, IOCTYI B JJIEKTPOHHYIO
nH(pOPMANMOHHO-00pa3oBaTeNbHyI0 cpeay. Habop yueOHO-HATISAHBIX MOCOOMI: KOMITIEKT MPE3CHTAIUN B AJICKTPOHHOM
(dopmaTe 1o mpenogaBaeMoi JUCHUTUIAHE 3-5 T,

12. CpeacTBa aganTauuu NpenoJaBaHusi TUCHUILVIMHBI K MOTPEOHOCTAM 00Y4YAIOIIMXCSl MHBAJTUAOB M JHUII €
OrpaHUYeHHBIMU BO3MOKHOCTSIMHU 310POBbSI

I[Ipn HeoOXogMMOCTH B 00pa30BATEIBHOM IPOLECCE INPUMEHSIOTCS CICAYIONIME METOObl W TEXHOJOTHH,
o0Jervaroniyie BOCIPUITHE WHPOPMANUU OOYYAOIUMUCS WHBAIAAAMU W JIALAMH C OTPAHWMYCHHBIMHA BO3MOXHOCTSIMH
3I0POBBS:

- CO3JaHHE TEKCTOBOH BEpCHHM JIOOOTO HETEKCTOBOTO KOHTEHTA JUII €ro BO3MOXKHOTO IpeoOpa3oBaHUS B
aNbTepHATHBHBIE (POPMBI, yIOOHBIE IS Pa3IMYHBIX IT0JIb30BaTENCH;

- CO3J]aHMC KOHTCHTA, KOTOPHIA MOXHO TPEACTABUTH B PA3IMYHBIX BUAAX O€3 MOTEPU MAaHHBIX WIH CTPYKTYPHI,
MIPEeIyCMOTPETh BO3MOXKHOCTh MACIITA0MPOBAaHUS TEKCTa W W300pakeHWH Oe3 MOTepH KadecTBa, IPEeIyCMOTPETh
JIOCTYTIHOCTH YIIPABJICHHUS KOHTEHTOM C KJIaBHATYPHI,

- CO3/1aHHMEe BO3MOKHOCTEH JUTs 00y4aromuxcsi BOCOPHHUMATh OJHY H Ty K€ MH(QOpManunio 13 pa3HbIX HCTOYHUKOB -
HampuMep, Tak, YTOOBI JIMIA C HApYIICHUSIMH CIyXa IMOJy4add MH(POPMAIMIO BH3yallbHO, C HApYIICHUSIMH 3PEHHS -
ayJMabHO;

- TpPUMEHEHHE TIPOTPAMMHBIX CpPEICTB, OOECHEYMBAIOIINX BO3MOXKHOCTh OCBOCHHMS HAaBBIKOB M YMEHHH,
(opMHpYEMBIX JHMCLMIUIMHOM, 3a CYET ajJbTEPHAaTHBHBIX CIIOCOOOB, B TOM YHCIE BHPTYaIbHBIX JIabopaTopuil M



CUMYJIAITUOHHBIX TeXHOHOFHﬁ;

- TpUMCHCHHEC UCTAHIIMOHHBIX OOpa30BaTCIbHBIX TEXHOJNOTHUH Ui mepenadyd HWHGOpMAIMU, OpTaHU3aIuH
pasTuIHBIX (OPM HHTEPAKTHBHON KOHTAaKTHOM pabOThI 00ydaromerocs C IperojaBaTesieM, B TOM YHWCIIe BEOWHAPOB,
KOTOpBIE MOTYT OBITh HCIIOJB30BaHBI JUIS MPOBEACHUS BUPTYAIbHBIX JICKIIMH C BO3MOXHOCTBIO B3aHMMOJICHCTBHS BCEX
YYaCTHUKOB JAMCTAHIIMOHHOTO OOYYeHHs, IPOBEACHHS CEMHHAPOB, BBHICTYIICHUS C JOKIaIaMU M 3allUThl BBITOJHEHHBIX
paboT, MPOBECHHUS TPEHUHIOB, OPraHU3aIMH KOJUIEKTHBHOW paboThI;

- HNPUMCHCHHUC JUCTAHIMOHHBIX 06pa30BaTeJ'H>HI)IX TEXHOJIOTUH JJid OopraHusanuvun (1)0pM TCKYLIEro u
MMPOMCIKYTOYHOTO KOHTPOJIA;

- YBCJIWYCHHUC TMPOAOJLKUTCIIBHOCTU CAavuu 06y‘laIOIIII/IMC${ HWHBAJIUAOM WK JHUHOOM C OIpaHAYCHHBIMU
BO3MOXKXHOCTSIMHA 3J0POBbs q)OpM HpOMe)KyTO‘lHOﬁ aTTeCTalliy I1I0 OTHOIICHHUIO K YCTaHOBHGHHOﬁ MPOAOJIKUTCIIBHOCTHU UX
caayun:

- MIPOJIOJKUTEIHFHOCTH Ccladu 3a4€Ta WIM 3K3aMeHa, MPOBOJUMOTO B IMHUCbMEHHOUW (dopme, - He Oonee yem Ha 90
MUHYT;

- TPOJOJDKUTEIILHOCTH TIOJATOTOBKM OOYYAIOMIErocs K OTBETY Ha 3a4éTe WM dK3aMCHE, NMPOBOJUMOM B YCTHOM
dbopme, - He 6osee yeM Ha 20 MUHYT;

- IPOAOJIKUTCIIbBHOCTU BBICTYIIJICHUSA 06yanOIII€FOCH IpH 3alIUuTe KprOBOﬁ pa60TLI - He O0ojee ueM Ha 15 MUHYT.

IIporpamma coctaBiaena B coorBercTBuu ¢ TpedoBanusiMu ®PI'OC BO u y4yeOHBIM IUIAaHOM II0 HAIPaBJICHHUIO
09.03.03 "Ilpuknagnas nabpopmaTuka" ¥ mpod o moAroToBky "IIpuKiragHas HHPOpMaTHKA B IKOHOMHUKE" .
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1. CooTBeTcTBHE KOMICTCHIMII IJIAHUPYEMBIM pe3yJbTaTaM 00y4YeHHs N0 JUCHHILINHE (MOLYJII0)

Koa u nHammeHoBaHHe

I/IHIlﬂKaTOpLI JOCTHKeHHUsI KoMIleTeHIuii

OuneHo4HbIe cpeacrsa TEeKYyIIero

IS

Bnaners

pereHus
3JIEKTPOHHOTO AEJOMPON3BOJICTRA.
TIOCTPOCHHS
KoH(pHUTypanun 3JIEKTPOHHOTO

nokymentoobopoTta 1C: Ipenmpusitue 8.3.

KOHKPETHOM

HaBbIKaMH
CHUCTCMBI

3aga4du

KOMIIeTeHIIHH JJISl TAaHHOM TMCIMIIJIMHBI KOHTPOJIS M MPOMEKYTOUHOI aTTecTaluu
IIK-1  Cmocoben 3HaTh OCHOBHBIE TIOHATHS OJJIEKTPOHHOTO | TeKymuid KOHTPOJIb:
TIPOBOTUTH JIOKYMEHTO000pOTa, xapaktepHble | JlabopaTopHBIe pabOTHI IO TeMaM:
IIPE3CHTALINIO 0COOCHHOCTH anektpoHHoro | Tema 1. OcHOBHI 3JIEKTPOHHOTO
UHPOPMAMOHHOM JICTIONPON3BOJICTBA,  OCHOBHBIE  33/1a4H, | JOKYMEHTOO00OpOTa.
CHUCTEMBI ¥ HAYaJbHOE | pelIacMble IMOCPEACTBOM Hcmoib30oBaHus | Tema 2. KopmopaTHBHBIE — CHCTEMBI
o0ydenue CHCTEM DJIEKTPOHHOTO JOKYMEHTO000pOTa. JIEKTPOHHOTO JOKyMEHTO000pOTa.
MOJIb30BAaTEICH. YMets CaMOCTOSITETHHO obyuarbcs | Tema 3. IOpunnaecku 3HAYNMBII
WCIIOJIb30BAaHUIO  COBPEMEHHBIX  CHCTEM | AJIEKTPOHHBIN TOKYMEHTOOOOPOT.
3JIEKTPOHHOTO JIOKYMEHTOO0O0pOTA. Tema 4. DIEKTPOHHBIH JOKYMEHTOOOOPOT
Bnanets OCHOBHBIMH TMOHATHSIME | Ha 0a3e 0(UCHBIX MPOTPAMM.
3JICKTPOHHOTO  JOKyMeHTooOopora mnipu | Tema 5. Pabota u KOHQUTYpHUpOBaHHUE
OCBOGHMH  CMEXHBIX  guciumuiiH 1o | cucteMsl 1C: [Ipeanpustue 8.3.
BHIOpaHHOW crmernmaidbHOCTH u B cdepe | Pedepar mo Temam:
PO eCCUOHANBHON JEeSITEIBHOCTH. Tema 2. KopnopartuBHble  CHCTEMBI
JIEKTPOHHOTO JOKyMEHTO000pOTa.
Tema 3. IOpunnyecku 3HAYMMBII
9JIEKTPOHHBIH JOKYMEHTOO0O0POT.
Tema 4. DIEKTPOHHBIH JOKYMEHTOOOOPOT
Ha 06a3e 0(OUCHBIX TIPOTPaMM.
Tema 5. Pabota u KOHQUTYpHUpOBaHHUE
cuctemsl 1C: Tlpennpusrtue 8.3.
IIpoMe:kyTouHasi aTTeCTALUSA:
3auem
IIK-3  Cmocoben 3HaTh OCHOBBI COBPEMEHHBIX NMPOTpaMMHBIX | TeKymuid KOHTPOJIb:
OCYIIECTBIISITH BE/ICHHUE | CPEICTB cucTeM anekTpoHHOro | JlabopaTopHbie pabOTHI IO TeMaM:
0asbl JTAaHHBIX U | JOKyMEHTO00O0pOTa, CIocoO0BI ux | Tema 1. OCHOBEHI JIIEKTPOHHOTO
MOJIICPIKKY UCTIONB30BAaHUS  JUIL  PEIICHHS  3a/a4 | JOKYMEHTO00OpOTa.
MH()OPMaLMOHHOTO 3JIEKTPOHHOTO JCTIOMPOU3BOJICTRA. Tema 2. KopmnopaTuBHBIE  CHUCTEMBI
obecrieueHHs] PpeIIeHHs | YMETh NPHUMEHATh CUCTEMY 3JIEKTPOHHOTO | 3JIEKTPOHHOTO JJOKyMEHTO000pOTa.
IIPUKJIAIHBIX 3a7a4. nokymeHroobopora «1C: Ilpexnpusitue 8» | Tema 3. IOpunnyecku 3HAYMMBII

ANEKTPOHHEIN TOKYMEHTOO0O0POT.

Tema 4. DIEKTPOHHBIH JOKYMEHTOOOOPOT
Ha 06a3e 0(OUCHBIX IPOTPaMM.

Tema 5. Pabota u KOHQUTYpHUpOBaHHUE
cuctemsl 1C: Tlpennpusrtue 8.3.
[TuceMenHas paboTa 1o TeMaM:

Tema 1. OcHoBBI 3JIEKTPOHHOTO
JIOKyMEHTO000pOoTa.

Tema 2. KopnoparusHble
JIEKTPOHHOTO JOKyMEHTO000pOTa.
Tema 3. IOpunnyecku 3HAYMMBII
9JIEKTPOHHBIH JOKYMEHTOO0O0POT.

Tema 4. DIEKTPOHHBIH JOKYMEHTOOOOPOT
Ha 06a3e 0(OUCHBIX IPOTPaMM.
IIpoMe:kyTouHasi aTTeCTALUSA:

CHCTCMBI

3auem
2. Kputepun ounennBanus c(popMUpoBaAHHOCTH KOMIeTEHIM i

Komner 3auTeHo He 3auTeno

eHUus Broicokuii ypoBeHb | CpenHuii ypoBenb | Huskmii ypoBenb | Huxe MoporoBoro
(oTIAMYHO) (xopoo) (Y10BJIETBOPUTEIBbHO) | YPOBHS

(Hey10BJIETBOPUTEIBLHO)

TIK-1 3Haer OCHOBHBIE | 3HaeT OCHOBHbIE | 3HaeT ocHoBHbIe | He 3HaeT OCHOBHBIE
TOHATHS DJEKTPOHHOTO | MOHATUS DJEKTPOHHOTO | TIOHSATHUS DJIEKTPOHHOTO | MOHATUSA  DJEKTPOHHOTO
JTOKYMEHTO000pOTa, JTOKYMEHTO000pOTA, JIOKYMEHTO000pOTAa, JIOKYMEHTO000pOTAa,
XapaKTepHBIE OCHOBHBIE XapaKTepHbIE | OTAEIbHbIC XapaKTepHbIe
0COOCHHOCTH 0COOCHHOCTH XapaKTepHbIe 0COOCHHOCTH
3JIEKTPOHHOTO 3JIEKTPOHHOTO 0COOCHHOCTH 9JIEKTPOHHOTO




JACJIONPOU3BOJACTBA,

OCHOBHBIE 3a/avu,
pelraembie
MIOCPEACTBOM
HCTONB30BaHUS CHCTEM
JJIEKTPOHHOTO
JIOKyMEHTO000pOoTA.

JIEJIOTIPOU3BOJICTBA,
OCHOBHBIE 3aaum,
peliaeMbpIe TOCPEICTBOM
UCTIONB30BaHUS  CHCTEM
AIEKTPOHHOTO
JIOKYMEHTO000pOTA,
JIOITy CKast
HE3HAYNTEIbHBIC
OmMOKHA TIPH OTBETE Ha
BOTIPOC WIH  PEIICHUU
MOCTaBJICHHOM 3a/1a4u

3JEKTPOHHOTO
JICITOTIPOU3BOICTBA,
OCHOBHEIC 3aaum,
penraeMbie
MOCPEIICTBOM
UCIIOJIE30BAHUSI CHCTEM
3JIEKTPOHHOTO
JIOKyMEHTO000pOTa,
JOMycKass  THUIUYHBIC
OINOKY TIPY OTBETE Ha
BOIIPOC WJIM DEUICHUU
MOCTaBJICHHOM 3a1a4H.

JIETIONPOU3BOJICTBA,
OCHOBHBIE 3a1a4u,
peliaeMbie  OCPEICTBOM
UCIIONIb30BAHUS ~ CHUCTEM
ANEKTPOHHOTO
JIOKYMEHTO000pOTA.

YMeeT caMOCTOSATENBHO
o0yJaThbCs
HCTIONB30BaHHIO
COBPEMEHHBIX
3IIEKTPOHHOTO
JIOKyMEHT0000pOTa.

CUCTEM

VYMeeT caMOCTOSTENNHHO
o0yJaThCs
HCIOJIE30BAHUIO
OCHOBHBIX COBPEMEHHBIX
CHUCTEM  DJIEKTPOHHOTO
JTOKYMEHTO000pOTAa,
JIOTycKas
HE3HAYMTEIbHEIE
OmMOKHA TIPH OTBETE HAa
BONPOC WJIM PEIICHUH
MOCTAaBJICHHOM 3a1a9qH

YMmeer
CaMOCTOSTEIIFHO
o0yuaTbcs
UCIIOJIE30BAaHUIO
OTJCIBHBIX
COBPEMCHHBIX ~ CHCTEM
3JEKTPOHHOTO
JIOKyMEHTO000pOTa,
JOMycKass  THUIUYHBIC
OIMOKY TIPH OTBETE Ha
BOIIPOC WJIM DEUICHUU
MOCTaBJICHHOM 3aIa4H.

He ymeer camocTosaTensHo
o0OyuaTbecs
UCIIONIB30BaHHIO
COBPEMEHHBIX
JNEKTPOHHOTO
JIOKYMEHTO000pOTA.

CUCTEM

Brnaneer ocHOBHBIMU
MTOHITHSIMH
3JIEKTPOHHOTO
JIOKyMEHTO0000poTa IpH
OCBOCHHH CMEXHBIX
JUCITUIUTHH TI0

Brnaneer ocHOBHBIMU
MOHITHSIMH
3JIEKTPOHHOTO
JIOKyMEHTO000poTa IpH
OCBOCHHHU CMEXHBIX
JUCITUIUTHH T10

Bnangeer oTnensHBIMHU
MOHATUAMU
3JIEKTPOHHOTO
JIOKYMEHTO000pOTa
MIPU OCBOCHUH
CMEKHBIX JUCIUATUINH

He BnageeT 0oCHOBHBIMU
MOHATHSIMH JJICKTPOHHOTO
JIOKyMEHT0000pOTa IpH
OCBOCHUU CMEKHBIX
JICHIUTUIHH 110 BRIOpAaHHOM
CICIIHANTBEHOCTH U B cdepe

BBIOpaHHOM BBIOpaHHOM 10 BEIOpaHHOM npodeccrnoHaIBEHOM
CIEIMATbHOCTH U B CIEIHATbHOCTH U B CHETHATEHOCTH H B JeSITETHbHOCTH.
chepe chepe chepe
npodeccuoHaTEHOM npodeccruoHaTEHOM npodeccrnoHaTEHOM
JIESITETTHHOCTH. JIESITETTFHOCTH, JIOIYCKasi | JeATeIBHOCTH,

HE3HAYNTEIbHBIC JIOITyCKast THITHIHEBIE

ONIMOKH TP OTBETE HA OIMOKY NPH OTBETE HA

BOTIPOC WJIU PEIICHUHN BOIIPOC WITH PEIICHUH

MTOCTaBJICHHOW 33124 MOCTABJICHHON 3a/1a4H.

1IK-3 3Haer OCHOBHI | 3Haer OCHOBHI | 3HaeT ocHoBhI | He 3HAET OCHOBBI

COBPEMCHHBIX COBPEMCHHBIX COBPEMCHHBIX COBPEMCHHBIX
MPOTPAaMMHBIX CPEICTB | MPOTPAMMHBIX  CPEICTB | MPOTPAMMHEIX CPEICTB | MPOTPAMMHBIX CPEICTB
CHUCTEM  3JCKTPOHHOTO | CHCTEM  JJCKTPOHHOTO | CHCTEM SJIEKTPOHHOTO | CHCTEM 3JEKTPOHHOTO
JIOKyMEHTO000pOTa, JIOKyMEeHTO000pOTa, JIOKyMEHTO000pOoTa, JIOKyMEHTO000pOoTa,
CIIOCOOBI UX | OCHOBHBIE CIIOCOOBI WX | OTHENBHBIE  CIOCOOBI | CIIOCOOBI nX
HCTIOTB30BaHUS JUTA | WCTIONB30BaHUS JUISL | UX WCIOJB30BAHUSA IS | MCIIOB30BAHUSA TUTS
pereHus 3a1ad | peuieHus 3ama4 | pemeHus 3ama4 | pemeHus 3amadq
AIEKTPOHHOTO AIEKTPOHHOTO 3JIEKTPOHHOTO 3JIEKTPOHHOTO
JIEJIOTIPON3BOICTBA. JIEJIOTIPOU3BOJICTBA, JIEIIOTIPON3BOICTBA, JIEIIOTIPON3BOICTBA

JIOITy CKast JOTTyCKasi ~ THUIUYHBIC

HE3HAYUTEIIEHBIC OIMOKH TPU OTBETE Ha

OIIMOKY TP OTBETEC HA | BOMPOC WM PCIICHUH

BOTIPOC WJIM PCIICHUU | IMOCTABJICHHOM 3a7a4u.

MTOCTABJICHHOW 3a1a4H.
Ymeer MPUMEHSTh | YMeer NPUMEHSTE | YMeer npuMeHSITh | He  ymeer  mpuMeHSTBH
CHUCTEMY D3JICKTPOHHOTO | CUCTEMY DJIICKTPOHHOTO | CHCTEMY 3JCKTPOHHOTO | CHCTEMY  3JEKTPOHHOTO
JIOKyMEHTO000pOTa nokymeHtoobopota «1C: | mokymeHToo60poTa nokymeHTtoobopota «1C:
«1C: Tlpemnpustue 8» | I[Ipemmpustue 8» g | «1C: Tlpennpusarue 8» | [Ipeanpustue  8» s
TS pemieHus | pemeHus ~ KOHKPETHOH | i pemIeHNs | pemeHHs KOHKPETHOH
KOHKPETHOH 3a1a4d | 3aJadd  DJEKTPOHHOTO | KOHKPETHOHW  3ajadd | 3aJaqd 3JIEKTPOHHOTO
3IEKTPOHHOTO JIEIIOTIPOU3BOJICTBA, 3JIEKTPOHHOTO JIeJIOTIPON3BOICTRA.
JIEJIOTIPOU3BOICTBA. JIOITy CKast JICITOTIPOU3BOICTBA,

HE3HAYUTCIILHBIC JIOTTyCKasi  THUIUYHBIC




OIIHOKHU Ipyu OTBETC Ha

OIIHOKHU Ipyu OTBECTC HaA

BONPOC WJIM PEUICHHH | BONPOC WM PELICHUH
TIOCTABJICHHOH 3a1a4H. MIOCTaBJIEHHOH 3a1a4H.
Bnageer HaBblkaMu | Brmageer HaBblKaMu | Brnageer HaBblkamMu | He Bnameer HaBbIKaMu
MOCTPOCHHS MOCTPOCHHS MOCTPOEHHUS MOCTPOSHHUS
KOH(UTYpaIiu KOH(UTYpaIi CUCTEMBI | KOH(UTYpaITuu KOH(QUTYpaIi  CUCTEMBI
CUCTEMBI 3JIEKTPOHHOTO | 3JEKTPOHHOTO CHCTEMEI JJIEKTPOHHOTO
nokymeHtoobopora 1C: | moxkymenroobopora 1C: | 21€KTpOHHOTO JIokymeHToobopora  1C:
Ipennpusitue 8.3. IIpennpusitue 8.3, | mokymeHTOOOOpOTA IIpennpustue 8.3.
JloTycKas 1C: IIpeanpustue 8.3,
HE3HAYHUTEIILHbIC JOMyCKasl ~ TUIHWYHBIC

OIIMOKH TPH OTBETEC Ha
BONIPOC WJIM PEIICHUH
MOCTABJICHHON 3a1a9u

OIMOKH TIPU OTBETE Ha
BONIPOC WJIM PEIICHUN
MOCTaBJICHHOM 3aIa4H..

3. PacnpeneiieHue oLeHOK 32 (JopMBbI TEKYIIET0 KOHTPOJISI H POMEKYTOYHYIO ATTECTAHIO

9 cemectp:
Texyluii KOHTPOJIb:

Jlaboparoprsle paboTel. Tema 1. OCHOBBI 3JIEKTPOHHOTO JOKyMeHTooOOpoTa. Tema 2. KopmopaTWBHBIE CHCTEMBI
JIEKTPOHHOTO JToKyMeHTooOopoTa. Tema 3. IOpuanueckn 3HAUMMBIA 3JIEKTPOHHBIH JOKyMeHTOoOOpoT. Tema 4.
DJeKTpOHHBIH JTOKYMEHT000OpOoT Ha 0a3e oducHeIx nporpamm. Tema 5. Pabora m xon¢wurypupoBanue cuctemsl 1C:
Ipeanpustue 8.3.

Pedepar. Tema 2. KopropaTuBHBIE CHCTEMBI JIEKTPOHHOTO HOKyMeHTooOopota. Tema 3. IOpuamdeckn 3HAYNMBINA
AJIEKTPOHHBINA TOKYMEHT0000pOoT. TeMa 4. DIeKTpOHHBIH JOKYMEHTOO0OpOT Ha 6a3ze opuCHBIX mporpaMM. Tema 5. Pabota
u kKoHpurypupoBanue cucteMbl 1C: I[Ipeanpustue 8.3.

IMucemennass pabora. Tema 1. OCHOBBI 3JEKTPOHHOTO TOKyMeHTOOOopoTa. Tema 2. KopropaTUBHBIE CHCTEMBI
JIEKTPOHHOTO JToKyMeHTooOopoTa. Tema 3. IOpuanueckn 3HAUMMBIA 3JIEKTPOHHBIH JOKyMeHTOoOOpoT. Tema 4.
DJEeKTPOHHBIN TOKYMEHTOOOOPOT Ha 6a3e O(UCHBIX MPOTPaMM.

BolnosHeHHe KaXIOTO OLIEHOYHOTO CpEACTBa OLEHHUBAETCS MO IIKale: OTIMYHO, XOpOILO, YAOBIETBOPUTENBHO,
HEYOBJIETBOPUTEIBHO.

OO0mias omeHka 3a TeKyIIMH KOHTPOJIb MPEICTABISIET COOON cpefHee 3HAUCHHE MEXIy INOJyYeHHBIMU OIEHKaMHU 3a BCE
OIICHOYHBIE CPEIICTBA.

IIpomexxyTouHasi aTTecTalUsl — 3a4ET.

IMpomexyTouHasi aTTeCTallss TMPOBOJMTCS TIOCJTE 3aBepUICHHs H3yYeHHs AWCLMIUIMHBI WO ee 4YacThu B (dopme,
onpeneNnsseMol yu4eOHBIM IIIAaHOM 00pa30BaTENILHON TPOTpaMMBI C IENBI0 OIEHUTHh padoTy 00ydaromerocs, CTEICHb
YCBOCHUS TCOPETHUYCCKIX 3HAHUMN, YPOBEHb CHOPMUPOBAHHOCTU KOMITCTCHIIUH.

[IpemomaBaTensb, TPUHIMAIOIIHIA 3a4eT 00CCIICUYUBACT CIyYailHOE paclpeeliCHHE BapUAHTOB 3a4CTHBIX 3aaHUN MEXKIY
00yJarOMMMHUCS C TIOMOIIbIO OWJICTOB W/HIH C TPUMCHCHHEM KOMITBIOTCPHBIX TEXHOJOTHU; BIIpaBEe 3allaBaTh
00yJaroreMycst JOMOJHUTEILHBIC BOPOCHL U IaBaTh JOMOIHUTEIBHEIC 3aJaHHs TIOMUMO TEX, KOTOPBIC YKa3aHbI B OHIICTE.
3aueT mpoBoaUTCS MO OmiieTaM. B kaxkJjoM OWiieTe Ba YCTHBIX WM MUCBMEHHBIX OTBETa HAa BOIIPOCHL.

Bub! orieHok:
Jls 3auera:
3a4TEHO

HE 3aYTE€HO

4. OueHOYHBIE CPECTBA, MOPAAOK HX NPUMEHEHHS] H KPUTEPHH OLleHUBAHUS
4.1. OneHoYHBIE CPeCTBA TEKYIEro KOHTPOJIsA

4.1.1. JlaGopatopuble paborbl. Tema 1. OCHOBBI 3J1eKTPOHHOro AoKymMeHTooOopoTa. Tema 2. KopmopaTuBHbIe
CHCTEMBI 3JIEKTPOHHOrO J0KymMeHToo0opoTa. Tema 3. FOpuauyeckn 3HAYMMBIA 3JIeKTPOHHBINH JOKYMEHT0000pPOT.
Tema 4. DJIeKTPOHHBII NOKYMEHT0000poT Ha 0a3e opucHbIX nporpamm. Tema 5. PaGora m xonpurypuposanme
cucremsl 1C: IIpeqnpusrue 8.3.

4.1.1.1. ITopsok MpoBeaeHUSI.
JlabopaTopHbie paOOTH BBHITIOJNHIIOTCS B KOMIBIOTEPHBIX KiaccaXx BO BpeMs JabopaTOpHBIX 3aHATHH. Kaxmeli cTymeHT
MOJTyJaeT JIabopaTOpHBIA MpakTHKyM. Kaxkmas mabopatopHas paboTa cOAEpKUT HECKONbKO 3amaHuii. Ilocime kpaTtkoro



OIIMCaHuA 3aJaHHUsA Ha na6opaTopHy}o pa60Ty CICAYCT MCTOJAUKA C€T0 BBINOJHCHUS, II€ HIar 3a IIaroM IMpOu3BOAUTCA
IMOCTCIICHHOC OCBOCHHUC OHpCHCHCHHOﬁ JIOTHYCCKOM COBOKYIIHOCTU HWHCTPYMCHTOB I/I3y‘IaGMOﬁ CpeAanbl. I[J'If[ 3alIUThI
na60paTopH01‘/'I pa60TLI CTyACHTaM H€06XOHI/IMO npeaoCTaBUTh (I)aﬁnm, CO3JaHHbIC IIPU BBINOJHCHUN na60paTopH01‘/'I
pa60TLI, 1 OTBCTUTH HAa BOIPOCHI IMMPCTIOAaBaTECIIA. OIICHI/IBaIOTCﬂ BJIaICHUC MAaTCpHUAJIOM IO TEMEC pa60TLI, AHAJIUTHYCCKUC
CHOCO6HOCTI/I, BJIaiICHUC MCTOAaMHU, YMCHHS U HABbIKHU, H606XOHI/IMLI€ JJIs1 BBIIIOJIHCHU S 3aL[aHI/II7L

4.1.1.2 KpuTtepuu oueHuBaHUsI

O1eHKa «OTIIMYHO» CTABUTCH, eCJIU 00y4yarouuiics:

O6opynoBaHre ¥ METOABI HCIIONB30BAlT MpaBmiIbHO. IIposBiIeHa TPEeBOCXOHAS TEOPETHYECKass IIOATOTOBKA.
HeobOxonyuMble HaBBIKM U YMEHHS TTOJHOCTHIO OCBOCHBI. Pe3ynbraT 1abopaTopHON paboThl MOJHOCTHI0O COOTBETCTBYET €€
LEITSM.

OueHKa «X0pOUI0» CTABUTCS, €CJIH 00yYarommiics:

O06opynoBaHHEe W METOIBI HCIIONB30BaJl B OCHOBHOM IpaBHIBHO. [IposiBIeHa XOpolras TeopeTHdyecKas MOATOTOBKA.
Heo0xonuMble HaBBIKH M YMEHHSI B OCHOBHOM OCBOCHEI. Pe3ynmpTaT 1ab0opaTOpHOl pabOTHl B OCHOBHOM COOTBETCTBYET €€
LEJSIM.

OneHka «yA0BJICeTBOPUTEIbHO» CTABHTCS, €CJIH 00y4Yaromuiics:

O0opynoBaHHE W METOIBl YAcCTUYHO WCIIOJh30BaNl INPABUIBHO. I[IposiBicHa VAOBICTBOPUTEIbHAS TCOPETUUCCKAS
moaroToBka. HeoOXonmMple HaBBIKM M YMEHHS YacTHYHO OCBOEHBI. PesymbraT nabopaTopHOil pabOTBI YacTHYHO
COOTBETCTBYET €€ IEJISIM.

O1eHKa «HeyAOBJEeTBOPUTEIbHO» CTABUTCSA, €CJIH 00y4aronuiics:

O6opynoBaHre M METOJBI HCIIONB30BANl HEMPABHILHO. [IposBIeHa HEYAOBIETBOPUTEIbHAS TEOPETUUECKAsk MOATOTOBKA.
HeobOxonuMblie HaBBIKKA U YMEHHUS HE OCBOEHBI. Pe3ynbTar 1a00paTopHOit pabOThl HE COOTBETCTBYET €€ IIEIIsM.

4.1.1.3. ConepixaHue OLICHOYHOI0 CPeCTBA

TemaTnka 1abopaTopHbIX padoT:

JlaGopaTopnasi padora 1. Busyanuzanmus TeXHMYECKOTO perjaMeHTa JOKyMEHTOO0OpoTa B NPOrpaMMHON cpene
Microsoft Power Point 2010.

JladopaTopHasi padora 2. Pa3paboTka KOMIIOHEHTOB TECTOBBIX M OIPOCHBIX CHUCTEM KaK CpEACTB HWACHTH()HUKAIIH
MOJIb30BATENEH.

JladopaTopHnasi padora 3. I[lpomecc ympaBineHHs aokymMeHTamu. [loArotoBka ma0iioHa JOKyMEHTa IS Tiepenadd B
CHCTEME 3JIEKTPOHHOTO JTOKYMEHTO000pOTA.

JladopaTopHasi padora 4. PazpaboTka 1mabiaoHa JoKyMeHTa B cpejie enoBoit rpadgukur MS Visio 2010.

JladopaTtopHasi padora 5. DJIEKTpPOHHBIH JOKYMEHTOOOOpOT Ha 0aze oducHoro mpuioxenuss MS Outlook 2010.
DJIEeKTPOHHBIN TOKYMEHTOO0OPOT Ha 0a3e 00JauHbIX TEXHOJIOTHH.

JlaGopaTopHnas padora 6. Bosmoxxaoctu n untepdeiic COJJ «1C JlokymeHT0000pOT 8%.

Jlabopatopnasi padora 7. 1C Jlokymenroobopor 8. ILlenrpannzoBaHHOe Oe30macHOe XpaHEHHE IOKYMEHTOB,
OTIEPaTHBHBIN JOCTYI K JOKYMEHTaM C y4eTOM IpaB IoJIb30BaTeneil. Perncrpanuns BXOAAMINX W UCXOISIIUX JOKYMEHTOB.
[TpocMoTp M penakTupoBaHue JOKYMEHTOB, KOHTPOJIb BEPCHH JOKYMEHTOB.

JlaGopaTtopHnas pa6orta 8. PaGora ¢ 1oKkyMeHTaMH JIIOOBIX THIIOB: OHUCHBIMH JOKYMEHTaMH, TEKCTaMH, H300paKeHUIMH,
ayauo- W BUueodaiaaMu, TOKYMEHTAMU CHUCTEM IIPOCKTUPOBAHUS, apXHUBAMH, MPHIOKECHUSIMA U T.A. [10IHOTEKCTOBBIN
MIOUCK JOKYMEHTOB I10 UX COZEPKAHUIO.

JladopaTopHasi padora 9. KomrektuBHass paboTa TOJb30BaTeNied ¢ BO3MOXKHOCTBIO COTJIACOBAaHUS, YTBEPKICHHS H
KOHTpOJISI MCIOJHEHHU IOKYMEHTOB. MapipyTu3anus AOKYMEHTOB, HacTpamBaeMas II0 KaXIOMy BHAY IOKYMEHTOB B
OTIETHHOCTH. ABTOMAaTU3UPOBAHHASA 3arpy3Ka JOKYMEHTOB M3 3JEKTPOHHOW IMOYTHI M CO CKaHepa. YUYeT M KOHTPOIb
pabovero BpeMEeHH COTPYIHUKOB.

Jla6opaTtopnas padora 10. CO/] «1C [JokymMeHTOOO0POT 8» B yNpaBIEHUECKOH eI TEIEHOCTH.

JlaGopaTtopHnas padota 11. FOpuandecky 3HaUNMBII JJIEKTPOHHBII JOKyMEHTOOOO0POT.

JlaGopaTopHas padora 12. AHanu3 pe3yabTaTOB BBIIOJIHEHNS! KOHTPOJIBHBIX PaboT.

4.1.2. Pedepar. Tema 2. KopnopaTuBHBIe CHCTEMBI 3J1eKTPOHHOro AokymeHTooOopoTra. Tema 3. IOpuanuecknu
3HAYMMBIA JJIeKTPOHHBI J0KyMeHT0000poT. Tema 4. DjeKTPOHHBIH JOKYMEHTO000pOoT Ha 0a3e OQHCHBIX
nporpamm. Tema 5. Padora u koudpurypupoBanue cucrembl 1C: Ilpexnpusitue 8.3.

4.1.2.1. ITopsiiok MpoBeaeHUS.

OO0yuaroniecss CaMOCTOSATENIFHO MUITYT paboTy Ha 3aJaHHYIO TEMy W CHAl0T IpEenojaBaTelio B MHCBMEHHOM BHIE. B
paboTe TPOM3BOAUTCS 0030p MaTepuana B ONPEICIEHHON TeMaTHUeCKOW oOiacTw JIMOO mpesiaraetcsi COOCTBEHHOE
pelIeHrne OMPENSIEHHON TEOPEeTHIEeCKOH WM TpakTHUeckor mpoOiembl. OIlEeHUBAIOTCI TPOpadoTKa HCTOYHHKOB,
M3II0KEHNWE MaTepuaia, (HOopMyIHMpOBKa BEIBOJOB, COONIOACHHWE TPEOOBAHWHA K CTPYKTYpe W OGOPMIICHHIO pPabOTHI,
CBOEBPEMEHHOCTD BBITIOJIHEHHS. B ciyuae myOaMyHOI 3aiuThl pedepara OLEeHHBAIOTCS TAKKE OPATOPCKUE CIIOCOOHOCTH.
Tpebosanus k pedepary

[pu oopmieHnn TekcTa pedepata CiIeayeT NPUICPKUBATHCS CICAYIONINX MapaMeTPOB:

moJisi: IeBoe — 35 MM, mpaBoe — 15 MM, BepxHee — 25 MM, HIDKHEE — 25 MM;

OpHUEHTAIUS CTPAHUIIBI: KHIKHAS;



mpudt: TimesNewRoman;

Kerib: 14 nr (MyHKTOB);

KpacHasi cTpoka: 1 mMm;

MEXTyCTPOYHBIA HHTEPBAJI: Oy TOPHEII;

BBIPAaBHUBaHWE OCHOBHOT'O TEKCTa U CHOCOK: TI0 IIMPHHE.

WnmocTpanuu B BUAE PUCYHKOB, (POTOCHUMKOB, CX€M M T.NI. MOTYT PacIiOJIaraThCsl OPTaHWUYHO C TEKCTOM (BO3MOXKHO
OJIKe K WILTIOCTPUPYEMOM 4acTH) THOO Ha OTIENBHBIX JUCTaX. B mo0oM cirydae BBEIIOTHAETCS HyMeparwsl (CKBO3HAs IS
BCEX Pa3/eioB), KOTOpas pacrmojaraercs BBepxy. [loaprucyHouHy0 HyMepaluio i HaAIUCh PacIioarats BHHU3Y.
3akaHYMBaeTCs MOSICHUTENbHAS 3allicka OMOTUOTpaPUUIECKIM CITMCKOM MCTOYHHKOB, K KOTOPBIM OOpamaics CTyIEeHT BO
BpeMs paboTHI Hall pa3padaThIBa€MOM TEMOH.

Pedepar o cBoeMy CTPYKTYpPHOMY COIEPIKaHHIO TOJDKEH COAEPIKaTh CIIeTyIOIINe SJIE€MEHTHI:

- TUTYJBHBIH JIHCT;

- COJIepIKaHue;

- BBEJICHHE;

- TEKCT pedepara;

- CITHCOK UCTIOJIb30BaHHBIX UCTOYHUKOB

- TIPHJIOKCHUS

4.1.2.2 Kputepuu oueHNBaHUsI

OleHKa «OTJIUYHOY» CTABUTCS, €CJIH 00yJAIIUMCS:

TeMy packpbul MOJHOCTBIO. [IpogeMOHCTpHpPOBA MPEBOCXOAHOE BJACHHWE MaTepwalioM. VICTonb30Ball HaJIeKaIlHe
ACTOYHUKH B HYXHOM KojudecTBe. CTpykTypa pabOTBl COOTBETCTBYET IIOCTaBJICHHBIM 3amadaMm. CTerneHb
CaMOCTOSATEIIEHOCTH PabOTHI BRICOKASI.

OueHKa «X0pPOUI0» CTABUTCS, €CJIH 00yYAOIINMCS:

TemMy B OCHOBHOM packphUl. [IpogeMOHCTpHpOBaN XOpolllee BIAJCHHE MaTepuaioM. VICHONb30Bal HaJUICKAIIHIC
uctounuku. CTpykTypa pabOTBI B OCHOBHOM COOTBETCTBYET IOCTAaBJICHHBIM 3anmadaM. CTENeHb CaMOCTOSTEIbHOCTH
paboTHI cpeTHss.

OneHKa «yI0BJIETBOPUTEIHHO» CTABHTCS, €CJIM 00YIAIOIINMCSI:

Temy packpbut cinabo. [IpogeMoHCTpHUPOBA YIOBIETBOPUTEILHOE BIIaZICHIE MaTepruaioM. Micrionb30BaHHBIC HCTOYHUKH H
CTPYKTypa paboThl YJACTHIHO COOTBETCTBYIOT MIOCTABJICHHBIM 3a1adaM. CTeneHb CaMOCTOSITETLHOCTH PaOOThl HU3KAS.
OleHKa «HEYI0BJETBOPUTEIbHO0» CTABUTCS, €CJIN 00yIAIOIUMCS S

Temy He packpbiTa. [IpogeMOHCTpUPOBAT HEYIOBICTBOPUTEILHOE BIIaJIEHUE MaTepHuaaoM. VConp30BaHHBIE NCTOYHUKH
HenoctaTouHbl. CTPYKTypa paboThl HE COOTBETCTBYET MOCTABICHHBIM 3a/1auaM. PaboTa HecaMOCTOsTENIbHA.

4.1.2.3. ConepixaHue OLICHOYHOI0 CPeCTBA

1 Crunn n mabnonsl B MS Word kak cpencta npogeccHoHaIbHOT0 0(hOpMIICHUS TOKYMEHTOB.

2 [pumenenne noner MS Word B 3IeKTPOHHOM AETIOMPOU3BOJICTBE.

3 IMonst MS Word kak cpencTBo OBICTPOTO W3BJIEUEHHs HHpOpMann.

4. Bosmoxnoctt MS Word 1o 3anure 1 pa3rpaHHueHHIO T0CTYIa U paboTe B KOPIOPATHBHON CETH.
5 Cosznanune Gpopm B MS Word, Excel, Access.

6 CpencTBa dNeKTPOHHOM MTOATOTOBKH U 00pabOTKH JOKYMEHTOB OJJaHKOBOT'O THTIA.

7 TexHOIOTHA CIUSHUS P TOATOTOBKE MPOLECCYANbHBIX JOKYMEHTOB.

8 DNEKTPOHHBIA JOKYMEHTOOOOPOT: CYIIHOCTH, MPOOIEMEI.

9. MexmyHapoaHbIH JOKYMEHTO000POT. [Ipo6ieMbl MPaBOBOTO PETYIIMPOBAHHUS.

10. CucTeMBI 3JIEKTPOHHOTO TOKyMEHTO000pOTA.

11. DJIEeKTPOHHBIN IOKYMEHTOO0OPOT: IPOOJIEMbI BHEIPEHHS.

12. [TpoGnems! obecrieueHus MOATMHHOCTH 3JIEKTPOHHOM IIU(POBOH ITOAIHCH.

13. [Tpumenenune 31eKTpoHHON N(POBO MOJNCH B 3JIEKTPOHHOM JIOKYMEHTO000pOTE.

14. Cucrtema 3amuThbl nHGopManuu B Poccun.

15. 3amuTa nHGOpPMALNH OT BPEAOHOCHBIX MIPOTPAMM.

16. VYTpo3a HEMPUKOCHOBEHHOCTH JITYHOTO ITPOCTPAHCTBA YEJIOBEKA C Pa3BUTHEM HMH(POPMAIIMOHHBIX TEXHOJIOTHH U
Hurepnera.

17. HNHbopmanmonHOE HEPABEHCTBO, ITUPPOBOE pasneneHne odmecTBa, nHGopManuoHHas 6eqHOCTh. [IpobieMsr,
MOCJIEAACTBHA U ITyTH PELICHUS.

18. Kpuntorpadgus B 35IeKTpOHHOM JTOKyMEHTOO00POTE.

19. Xapaxkrepuctuka cuctem FineReader u Cognitive Forms.

20. HNubopmanmoHHbIe pHCKH (OMTACHOCTh, BO3HUKHOBEHWMSI YOBITKOB WITH yIepOa B pe3ynbrate npumenenus UT, Ut-
PHUCKH).

21. WudopmannonHas BolHa U arpeccUBHas IMOJUTHKA B VIHTEpHET (ompenesieHre, B OTHOILICHUN CBOEH CTpaHBbI,
JIpYTOH CTpaHbl, HEelH, (OPMBI, IPUMEPHI, TEPPOPU3M, HAIIMOHAIM3M, PEJINTUO3HBIN (aHaTH3M).

22. [MocnencTBus pazBuTus MIHTEpHETa B COBPEMEHHBIX rocyaapcTBax. OCHOBHBIE YIPO3bI CO CTOpOHBI MHTEpHETA

JUTS. COBPEMEHHOTO TOCYIapCTBa (B YACTHOCTH, TIOJUTUYCCKHAC i SKOHOMIUYCCKUE).
23. 3ammura nepcoHaNbHBIX JaHHBIX B Poccuu.



24. [MaponbHas 3amuTa nokyMmeHToB MS Word. YcraHoBka u pa3inuHble BUABI MApOJIBHON 3aIIUTHI JOKYMEHTA.

4.1.3. ITucemennas padora. Tema 1. OCHOBBI 2JIEKTPOHHOT0 JOKyMeHT0000poTa. Tema 2. KoprnopaTuBHBIE CHCTEMBI
3J1eKTPOHHOr0 10KyMeHTo000poTa. Tema 3. FOpnanveckn 3HAYUMBIH 371eKTPOHHBIN T0KyMeHT0000poT. Tema 4.
DJIEKTPOHHBIH JOKYMEHT0000pOT HA 0a3e O(PMCHBIX IIPOrPaMM.

4.1.3.1. ITopsiok npoBeaeHUS.

OO0yuaromnyecst IMOMy9atoT 3alaHKE TI0 OCBELICHHUIO ONPENCIEHHBIX TEOPETHUECKUX BOIIPOCOB MIIH PELIeHUI0 3a1a4. PaboTa
BBINIONHACTCA THCBMEHHO M chaércs mpemopaBaremto. OIECHUBAIOTCS BIAJCHHE MAaTepUaioM II0 TeMe paloTHl,
aHAJUTHYECKHE CIOCOOHOCTH, BIaJCHUE METOIaMH, YMEHHUS ¥ HABBIKH, HEOOXOJVMBIE JUI BHITIOHEHHMS 3alaHUN.

4.1.3.2 Kputepuu oueHuBaHUsI

OueHKa «OTIHYHO)» CTABUTCS, €CJAH 00yYAOIIUMCS

[IpaBuibHO BBITIOJHWI Bce 3afaHus. lIpoAeMOHCTpUpOBall BBICOKMH YpOBEHb BialeHUsi marepuaynoMm. [IposBieHs
MIPEBOCXOIHBIC CIIOCOOHOCTH MPUMEHSTh 3HAHUS U YMCHUSI K BBITIOJTHCHUIO KOHKPETHBIX 3aaHUH.

OueHKa «X0pPOUI0» CTABUTCS, €CJIH 00YYAOIINMCS:

[IpaBWIBHO BEIMONHWI OOJBIIYIO YacTh 3afdaHuil. [IpUCYTCTBYIOT HE3HAYUTENbHBIC OMIMOKHU. [IpomeMOHCTpUpOBaH
XOpOIIMH YpPOBEHb BIAICHUS MaTepHaaoM. I[IpOsIBICHBI CpEAHHEC CIIOCOOHOCTH MPUMEHSTH 3HAHUS W YMCHHS K
BBITIOJTHEHUIO KOHKPETHBIX 3a/IaHUH.

OleHKa «yT0BJIETBOPUTEIbHO» CTABUTCS, €CJIH 00yYAOIIUMCS:

3amaHus  BBHIMIOMHWI Oojlee YeM  HAMoJIOBUHY. IIpHCYTCTBYIOT  cephE3Hble  omuOKku. [IpomeMoHCTpUpOBaH
YIOBIIETBOPUTEBHBIN YPOBEHb BIAeHUS MaTepraioM. [IposBiIeHB HU3KHE CIIOCOOHOCTH MPUMEHSThH 3HAHUS U YMEHUS K
BBITIOJTHEHUIO KOHKPETHBIX 3a/IaHUH.

OueHka «HEy10BJIEeTBOPUTEIbHO» CTABUTCS, €CJIN 00y4aI0OLUMCS

3ajaHus BBIMOJHWI MEHee YeM HamoloBUHY. I[IpogeMOHCTpUpPOBaH HEYAOBIETBOPUTENbHBIN YpPOBEHb BJaJCHUS
MaTtepuanoM. [IposBIEHBI HEIOCTATOYHBIC CIOCOOHOCTH TNPHMEHSATh 3HAHHWS W YMCHHSA K BBITIOTHEHUIO KOHKPETHBIX
3aJaHnMH.

4.1.3.3. ConepixaHue OLICHOYHOI0 CPeCTBA

BrImorHATE 3a1aHIE IO BapHAHTaM.

BapuanT 1. OpraHn3annoHHbIC JOKYMEHTBI.

1. [ToHsATHE OPraHN3AIIMOHHBIX TOKYMEHTOB.

2. TpeboBaHus, MPEABIBIIEMBIE K X COCTABICHUIO U 0()OPMIICHUIO.

3. XapakTeprucTuka KOHKPETHOTO YUpekIeHUs (MPEATPHUATHS) U IPaKTHIecKast padoTa ¢ TOKyMEHTaMH B HEM.
4. OdopmiteHre OPraHU3AIMOHHOTO TIOKYMEHTa (0THOTO, TT0 BBIOOPY CTYACHTA).

5. IlpaBna oopMIICHUS pEKBH3NTA «AIpecaTy.

Bapnant 2. PacniopsnurensHble JOKYMEHTHIL.

1. IloHsiTHE PaCTIOPSAUTENHHBIX TOKYMEHTOB.

2. TpeOoBaHuMs1, MPEABSABIIEMBIC K UX COCTABICHHIO ¥ 0(OPMIICHHIO.

3. XapakTepucTHKa KOHKPETHOTO YUPEKACHHS (IIPEANPHUATHS) U IPaKTHYecKast padoTa ¢ JOKyMEHTaMH B HEM.
4. OdopmiteHre pacropsIUTEFHOTO JOKYMeHTa (OHOTO, TI0 BEIOOPY CTYIEHTA).

5. IpaBwmia opopmiteHnst pekBU3nTa «JlaTay.

Bapuant 3. Opranuzanus paboTsl ¢ JOKYMEHTaMH.

1. TTpuHIUITBEI OpTaHU3anuHd PaboTHI C JOKYMEHTAMH.

2. O6paboTKa MOCTYMAIOIINX JOKYMEHTOB.

3. O6paboTKa OTIPaBISIEMBIX JOKyMEHTOB.

4. XapakTepucTuka KOHKPETHOTO yUpeXIAeHHs (IPEANpHITHS) U IPpaKTHYecKast paboTa ¢ JOKYMEHTaMHU B HEM.
5. IlpaBuna opopmienus pekBuznta «Iloamucey.

BapuanT 4. Opranuzaius paboTsl ¢ JOKYMEHTaMH, COJCPKAIIMHA KOMMEPYECKYIO TalHY.

1. TToHsITHE KOMMEPYECKOM TaHHBI.

2. YcnoBus, IpH KOTOPEIX HH(HOPMAIIHS MOKET OBITh OTHECEHA K KOMMEPUECKOM TaliHe, U 00ecIiedeHHne ee 3alluThI.
3. Bexenue nenonpon3BoACTBa, 00ECIICUNBAIOIIETO YUET U COXPAHHOCTh JOKYMEHTOB, COAEPIKALIIX KOMMEPUYECKYIO
TaifHy.

4. XapakTepucTiKa KOHKPETHOTO YUpeKACHUS (IPESINPHUITHS) U TIPaKTHIecKas paboTa ¢ JOKYMEHTaMH B HEM.

5. OdopmiieHre TOKyMEHTa, COEPKAIIETO CBEACHNUS, COCTABIIIOIINE KOMMEPUYECKYIO TalHy.

6. [IpaBuna oopmieHus pekBu3nta «OTMETKA O HATMYHH TPUIOKCHUS.

BapuanT 5. JIOKyMEHTBI 110 INYHOMY COCTaBY.

1. [ToHsATHE JOKYMEHTOB IO TUYHOMY COCTaBY M MH(OPMAIU, Co/epKaIasics B HUX.
2. TpeboBaHUsI, IPEABIBIICMBIC K COCTABICHUIO M O(OPMIICHHIO TAKUX JOKYMCHTOB.
3. Opranuzanus paboTsl ¢ JOKYMEHTAMH IO JIUIHOMY COCTaBY.



4. CtpyKkTypHOe nojapa3eieHue, OTBeUarollee 3a BeIeHUEe TaKuX JOKyMEHTOB.
5. OcopmiteHne JOKyMEHTa 110 JIMYHOMY COCTaBy (OIHOTO0, IO BEIOOPY CTY/EHTA).
6. [IpaBnia opopmienust pekBuznTa « OTMETKA O 3aBEPEHUH KOTIUI.

Bapmuant 6. [IpaBuna oopmiieHUs! JOKyMEHTOB.

1. TToHsITHE TOKYMEHTOB M MIX KJIacCH(PUKAITHSI.

2. Bugp! v pa3sHOBUAHOCTH JOKYMEHTOB, TIPABMJIA MX COCTABIICHIIS.

3. MecTo 1 posib TOKYMEHTOB B IEATCIFHOCTH MIPEIIPUSITHS.

4. XapaKTepHuCTHKa KOHKPETHOTO MPENPHUATHS U paboTa B HEM C TOKYMEHTaMHU.

5. Odopmitenue moOoro BUAa JOKYMEHTa (OJHOTO MO BEIOOPY CTYIEHTA).

6. [IpaBwia opopmienns pekBu3nTa «OTMETKa 00 MCIIOTHEHHH JOKYMEHTA M HAIIPABJICHUH €0 B JCIION.

BapuanT 7. Opranuzanys Ae10NpoU3BOCTBA Ha MPEANPHSTHH.

1. Poxp mnenonpousBozcTBa B 00€CIICUCHUH ISSITEbHOCTH TIPEAIPHUSTHSI.

2. Enunas rocynapctBeHHas cucrema aeionpounssoactsa (ET'CJ).

3. Opranuzanus J0KyMeHTO000pOTa Ha IPEIPHUSITHH.

4. XapakTepucTuka KOHKPETHOTO IpeNnpHUsTUS (YUPEKICHUS).

5. CocTostHUE NETONPON3BOICTBA H OPTaHU3ALS TPY/Ia JEIOMPOU3BOJACTBEHHOTO IEPCOHANTA.
6. [IpaBwia opopmieHns pekBU3UTa «I prd OrpaHUICHHS TOCTYIA K JOKYMEHTY».

Bapuant 8. ®opMupoBanue aen 1 ux 00padoTKa IS TOCTISAYIONIETO XPAaHCHHUS.
1. Ilpu3sHaku rpyniupoBKHA JOKYMEHTOB M ()OPMHUPOBAHUS JEI.

2. Knaccuguxanus T0OKyMEHTOB 1 HOMEHKJIATypa AeJl.

3. DkcnepTu3a HEHHOCTH JOKYMEHTOB.

4. XapakTepucTuKa KOHKPETHOTO NPEANPHUATHS M paboTa B HEM C IOKYMEHTaMH.
5. OcopmiteHnEe HOMEHKIIATYPHI A€

6. [IpaBnna odopmieHus pekBu3nTa «BH3bD».

Bapuant 9. [Topsnok ABMKEHUS JOKYMEHTOB B OpraHU3aIlNH.

1. DxcneuoHHas 00paboTKa TOKYMEHTOB, TIOCTYTAIOIINX B OPTaHU3AIIHIO.

2. OpraHu3anus parioHAIFHOTO ABIKCHHUS JOKYMEHTOB BHYTPH He€.

3. O6paboTKa UCIIOJIHEHHBIX U OTIPABIISIEMbIX JJOKYMEHTOB.

4. VictiontHEeHNE TOKYMEHTOB.

5. XapakTepuCcTHKa KOHKPETHOTO PEATIPHATHS H aHAIN3 CTPYKTYPHI TOKYMEHTOO0O0POTa B HEM.
6. MeTobl yueTa U COKpaeHUs JOKyMEHTO000poTa.

Pa3paboTky 3JIEKTPOHHBIX JTOKYMEHTOB BHINOJNHATH ¢ Mcnonb3oBanueM cpenbl 1C. [pennpustie 8.3. BapuanT 3ananus
CTYJICHT BBIOMPACT B COOTBETCTBHUHU C TOCICAHEH TH(poi mupa 3a4eTHON KHUKKH.

4.2. OueHoYHEBIE CPeCTBA IPOMEKYTOYHOMH ATTeCTAIUH
ITo mucoyIuIMHE NPEeIyCMOTPEH 3a4eT. 3aueT MPOXOAUT MO OmiieTaM WM B BHAE TECTUPOBaHMA. B kaxmom Omiere nBa
TEOPETUYECKUX BOINpOca. 3a4eT MPOBOJUTCS B YCTHOM, MUCEMEHHOW MM KOMIBIOTepHOH (opme. OeHHBaeTCs BlIaJCHUE
MaTepHaioM, €ro CHCTEMHOE OCBOCHHE, CIIOCOOHOCTH NPHUMEHSTh HYXKHBIE 3HAHUS, HABBIKM M YMEHHS IIPH aHaH3e
NPOOJIEMHBIX CUTYAIHi U PeLICHUH PAKTUISCKUX 3alaHUH.

4.2.1. YcTHBI WIM NMCbMEHHBIH 0TBET HA BONPOC
4.2.1.1. ITopsaiok npoBeaeHMsI.
YCTHBIN WM TMCBMEHHBIM OTBET Ha BONPOC HAMpaBJIeH HAa MPOBEPKY 3HAHUIM OCHOBHBIX Pa3/esioB MO JUCIUILIUHE.

4.2.1.2. Kputepuu oneHUBaHNS.

OueHka «3a4TeHO0» CTABUTCS, eCJIU 00yUYalommiics:

OOyyaronuiicss OoOHApyXWJI 3HaHWE OCHOBHOTO YYEOHO-TIPOTPAMMHOTO MaTepuaiia B 0o0beMe, HEOOXOIUMOM IS
JmanpHeHmel yaeOsl U mpeacTosmeii paboTh IO CTICIHATFHOCTH, CIPABHIICS C BEITIOJIHEHHEM 3aJaHUN, IPEIyCMOTPEHHBIX
MIPOTPaMMO¥ TUCTIUTUINHEL.

O1eHKa «He 324TeH0» CTABUTCS, eCcJIM 00yqarouuics:

OOyuaronuiicss 0OHapy>KUJI 3HAYUTENBHBIE MTPOOENBI B 3HAHUSIX OCHOBHOT'O y4eOHO-TIPOTPaMMHOTO MaTepHala, TOIYCTHII
MPUHIIUIAATGHEIE OIIMOKH B BBIOJHEHWH NPELyCMOTPEHHBIX NPOTpaMMON 3aJaHUl M HE CIOCOOCH IPOIOJDKUTH
00ydYeHHe WM MPUCTYNUTh [0 OKOHYAHWU YHHBEPCHTETA K MPO(PECCHOHANBLHOW ACATCIHHOCTH 0€3 OTONHUTEIHHBIX
3aHATHU MO0 COOTBETCTBYIOIICH TUCIMIUINHE.

4.2.1.3. OneHo4HbIe CPEACTBA.
BO]IpOCLI AJIA YCTHOT'0 WJIX MACBMEHHOT'0 O0TBETA
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OCHOBHBIC TOHSTHA JOKYMEHTOOOOPOTa: BHABI TPEACTABICHUS WHGOPMAIWHU, TOKYMEHTHI, IOKYMCHTOIIOTOKHU,
JIOKyMEHTOO00OPOT M APYTHE OCHOBHBIC TIOHSATHSL.

DKOHOMHUYECKas CHCTEMa: CTPYKTYpa, IOTOKH HHPOPMANUH, QYHKINH YIIPaBICHHUS.

JKv3HEeHHBIN LUK JOKYMEHTOB.

Knaccudukarus TOKyMEHTOB Ha MPEANPUSTHH, BUIBI JOKYMEHTOB U UX OCOOCHHOCTH.

Yuer JOKyMEHTOB.

PekBU3HUTHI JOKYMEHTOB.

Xpanenue n10KkyMeHTOB. [lena.

OTnr4ust POCCUICKOTO TOKyMEHTO000pOTa OT 3apyOeKHOTO.

Oxonomuueckas MC u COJI kak ee 4acTh.

Be30ymaxkaast TEXHOJIOTHS yTIPABICHHS.

[TonsiTHe 31eKTpOHHOTO TOKyMeHTa. Bunsl, ocobennoctu. [Ipeacrasnenue nokymenros B CO/I.

Konnenuus anexkrponHoro nokymentoodopora. [Ipuaunmnst CO/I. OcHoBHbIe TpeOoBaHMS K (yHKIMOHaNEHOCTH CO/.
ABTOMAaTHU3aIMsI COCTABICHHS JJICKTPOHHBIX JOKYMCHTOB. ABTOMATH3allUsl MpOIECCa BBOAA IOTOKOB BXOIHBIX
JIOKyMeHTOB. IlepeBon 1OKyMeHTOB 13 OyMa)kHO# (hOPMBI B SJIEKTPOHHYIO U HA000POT.

KonTtpons Bepcuii B CO/I.

OneKkTpoHHO-IIM(POBast HOAIHUCE.

Xpanenue nokymentoB B COJI. Jlena, apXuBHI.

HIIC kak gacte CO/I. TeXHONIOTHH MTOUCKA TOKYMEHTOB.

V4eT nBmKeHUs TOKyMEHTOB 1 oT4eThl B CO/I.

Mertonb! 1 cpencTBa 3amuThl nHPopMaruu B CO/I.

Texuonorus ACKU/I.

Texnonorus Groupware.

Texuonorus Docflow.

Texuonorus Workflow.

CoBpeMeHHOE 3aKOHOIATENECTBO 1 HOPMAaTHBHO-METOANIECKOE PETyIHPOBAHHE SJIEKTPOHHOTO IOKYMEHTO000POTA.
OcobeHHOCTH JOKyMeHTOOOO0pOoTa 1 npuMeHenust COJl Ha MPEeANpUATHIX Pa3HBIX OTpacIe.

ApXUTEKTYpBI ¥ crioco0bl ocTpoeHus CO/I.

[IpoexTupoBanne TOKyMEeHTO000pOTa — IPUHIIUITEI, OCHOBHEIE 33a1a9H, TPOOIEMEI.

MopenupoBaHue JOKyMEHTO000pOTa U OU3HEC-TIPOIIECCOB.

Buenpenne C3O /1. 3aTpaTsl, s3koHOMHUYECKas 3PPEKTUBHOCTD.

Cymectytontue CO/I.
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Kynses, A. C. Aémymkun, T. B. Konapamosa, A. I'. ®abpuunos ; nox obm. pex. H. H. Kynsesa. - 2-e uzn., nepepad. u
nor. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas yHuBepcuterckas oubmmoreka). - ISBN 978-5-98704-711-8. - Tekcr :
anektponHbIi. - URL: https://znanium.com/catalog/product/1212394 — Pexxum qOCTyIma: 1O IOAIMCKE.

2. Kabamos, C. 0. DnekTpoHHOE NMPaBUTEIBCTBO. DIICKTPOHHBIN JTIOKyMEHTO000pOT. TepMuHbI U onpenencHus :
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Office Professional Plus 2010

Kaspersky Endpoint Security mist Windows

GIMP

Inkscape

Notepad ++

Python

Lazarus

DnekTponHas OubmuoreuHas cuctema «ZNANIUM.COM»
DnekTpoHHas OubmuoTedHas cucrtema MznarenscrBa «JlaHby»
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