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1. Mecrto nucuuniauabl B crpykrype OIIOII

Jucuunnuza

B1.B.JIB.04.01

«DIIEeKTPOHHBII

JIOKYMEHTO000pOT>

OTHOCHUTCA

K 4YacTH,

dbopmupyeMoii ydacTHuKamMu oOpazoBaTenbHbIX oTHOmmeHH, OIIOIl mo wnampaBnenuto 09.03.03
[Tpuknagnas uHopMaTHKa, HampaBieHHOCTh (mpoduis) IlpuknagHas uHbOpMaTHKAa B YIPaBICHUU
MIPOU3BOJICTBOM, SIBIISIETCS TUCHUIUIMHON MO BBIOOPY, OPUEHTHPOBAHA HA MOATOTOBKY BBIMTYCKHHKOB K
pEIICHHI0 TPOEKTHOTO THUMa 3a1ad Mpo(ecCHOHANBLHOW AESITeNTbHOCTH M YacTUYHOE (GOpMHUpOBaHUE

koMmnerennui I1K-1, YK-4.

2. [InaHupyembie pe3yJabTaThl 00yYeHHUsI MO TUCIUIJIHHE, COOTHECEHHbIE ¢ MJIAHHPYEeMbIMHU
pe3yJbTaTaMHd OCBOEHUSI 00Pa30BaTEIbHOI NporpaMmbl (KOMIETEHIUSIMA M HHIMKATOPAMH
JOCTHKEHHSI KOMIIETEHIIU)

IInannpyemsle pe3yJbTaThl 00y4eHHUs 0 ATUCHUILIHHE (MOAYJII0), B

noTpeOHOCTEH OIb30BATEICH

®opmupyeMBbIe COOTBETCTBHH C HHIUKATOPOM TOCTHKEHUS KOMIIETEeHIINN HaumMmeHoBaHue
KOMIIETEHIIUHN (KO,H, I/IHH“KaTOp TOCTHKEHU A P OIICHOYHOI'0
COZICpKAaHNE KOMIICTCHIINH) | koMMeTeHIuH (KOJI, COlepsKaHue €3y ALTATLI 06yuenus no CpeACTBA
AUCHMIIHHE
WHMKATOPAa)
YK-4. Cnoco6nocts | YK-4.1. 3uame ocHoBHble TpeOoBaHus K |TecTsl,
OCYILIECTBIIATh JICIIOBYIO | 3HACT TMPUHIHUIBI TTOCTPOCHUS | TUCBMEHHOMY ITHKETY, K | IPaKTHYECKOE
KOMMYHHKAIIMIO B YCTHOHM U |yCTHOTO u MUCBMEHHOTO | POPMYITUPOBAHHIO TEKCTOB | 3aJIaHHE
NUCBMEHHOM  (opMax  Ha | BBICKa3bIBAHUS HA | Pa3JIUYHBIX JOKYMCHTOB
rOCyAapCTBEHHOM SI3BIKE | TOCYIaPCTBEHHOM u
Poccuiickoit  ®Penepaniii ¥ | HHOCTPAHHOM SI3BIKAX;
WHOCTPaHHOM(BIX) sI3bIKe(ax) |TpeOoBaHMs K JEIOBON yCTHOU M
MICEMEHHON KOMMYHHKAIIIH.
YVK-4.2. Ymemo coctaisTh | [IpakTuueckoe
YMeeT NpUMEHSATh Ha MPAKTHKE | OpraHU3aIHOHHO- 3a/laHue
YCTHYIO U TTHCBMCHHYIO JICJIOBYIO | pACHOPSIUTEIbHBIC JIOKYMEHTEI,
KOMMYHUKAIIHIO. 3HaTh OCOOCHHOCTH PaOOTHI C HUMH
YVK-4.3. Brademv  wHaBbikamu  nesnoBoro | [Ipaktudeckoe
Brageer MeTomuKoi cocTaBieHus | OOIMIEHNS, MpHEMaMH COCTABIICHHS | 3aTaHue
CyXKJCHUS B MEXJIMYHOCTHOM | pa3iIM4YHBIX  BHIOB  CIIY)KEOHBIX
IIEJIOBOM oOmennn Ha | IIHCEM, YUHTBIBas  TpeOOBaHHS
rOCyAapCTBEHHOM U | CYIIECTBYIOIIETO  CTaHAapTa  IIo
UHOCTPAaHHOM SI3BIKAX, ¢ | opopmIteHHIO PEKBU3UTOB
MPUMEHCHUEM aJICKBAaTHBIX | JOKYMCHTOB
SI3BIKOBBIX (hOPM U CPEIICTB
TIK-1 TIK-1.1. 3uamo METOIUKY aHanu3a | TecTsl,
CrocoOHOCTD MIPOBOIUTH | 3HAET METOJMKY MPOBEICHUS | OpPTaHU3AIMOHHON  JIOKYMEHTAIIWH | JabopaTopHas
oOciezioBaHNEe OpraHW3aNuii, | 0OCIEAOBaHMUS OpraHM3alWM | |UIE  BHEAPEHHS  AJIEKTPOHHOTrO | paboTta
BBISIBIIITh HMH(OpPMAIMOHHEIC | BEIABICHHA  MH()OPMAIOHHBIX | JOKyMEHTOO0OpOTa
HOTPEOHOCTH TOJIb30BaTENEH, | HOTpeOHOCTEH Mob30BaTeIeH
topmuposats Tpf6OBaHI’M KITIK-1.2 Vmems BBISBIATE HEOOXOUMOCTH B | JTaGopaTopHas
HHOPMALMOHHON cHCTEME | yyeer BBISIBIISITD | IOKYMEHTHPOBAHHOM HH(popMaimy, | paboTa
MHPOPMAIMOHHBIE TOTPEOHOCTH | Op2aHU308bI18AMb 3JIEKTPOHHBIN
MOJIb30BaTENCH, (hopmupoBaTh | JOKYMEHTOOOOPOT
TpeboBaHUs K WHGOPMAIMOHHON
cucreme
IIK-1.3 Bradems naBbikamm  pabotsl ¢ |JlabopaTopHas
Bnaneer METOJIMKOH | JICKTPOHHBIMH ~ JOKYMCHTaMu B | pabora
oOcnenoBanust opranmzanuu  u | cucteme 1C: [lpennpustue
BBISIBIICHUST ~ MH(DOPMAIMOHHBIX




3. CTpykTypa u coaepxkaHue IUCUUILTHHBI

3.1. TpyanoeMKOCTh JUCHUNIMHBI

0YHO-3209HAS

dopma o0yueHus
O061mas TpyJ0eMKOCTh 33ET
YacoB 1o yueOHOMY TUTaHY 108
B TOM YHCIIE
ayIUTOPHBIC 3aHATHS (KOHTaKTHAs paboTa): 33
- 3aHSTUS JICKIMOHHOTO TUTIA 12
- 3aHSTUSI CEMHHAPCKOTO THIIA 8
- 3aHATHS TA0OPATOPHOTO THUTIA 12
- KCP 1
CaMOCTOsITeNIbHAS paboTa 75
[IpomexyTouHast aTTecTalys — 3a4eT -

3.2. ConepxaHue TUCUUILTHHBI

B TOM YHCJIC

KonrakTHas pabora (paboTa Bo g -
v wa
B3aMMOJICHICTBHN C MIPETIOIaBATEIIEM), YaCHI e 2
U3 HUX o
Bcero o o o g3
= = o L=
(gacer) = 8 = S w o E B
ST oo S S o S S o e g
SSE | E8E| E2E 8 52
= S| g = 3] =
HanmeHnoBaHue 1 KpaTKoe cofepKaHue z § = = § = £ 8 A 58
Pa3IeNoB U TEM JTUCIUILTUHEL o x M5 ”8 g &
= 8 < < ©
= O
=® =® =® =® =® =®
< < < < < <
= = = = = =
5 5 5 5 5 5
Q Q Q Q Q Q
< < < ] < <
=] o =] o o =]
= = = £ £ =
5 5 5 5 5 5
o o o (©) (©) o
Tewma 1. [TonsTHE TOKYMEHTA, €T0 QYHKITUH
20 2 1 2 5 15
1 KJIaCCU(UKAITUS
Tema 2. Pa3HOBHOHOCTH JOKYMEHTOB H
HOKY 20 2 1 2 5 15

IIPUEMBI UX COCTaBJICHUS
Tema 3. OcHoBHbIE TpeOOBaHUS K
0(pOpPMIICHHIO OpraHu3aluOHHO- 23 3 2 3 8 15
pacnopsauTeabHbIX JOKYMEHTOB

Tema 4. Opranuszanus, NpeuMyIecTBa U

byHKIMN 9JEKTPOHHOI0 21 2 2 2 6 15
JIOKYMEHT0000poTa

Tema 5. Cucrema  DJIEKTPOHHOTO

nokymeHtoobopora (C3/]) Ha mnardopme 23 3 2 3 8 15
«1C: Tlpeanpusitue»

KCP 1 1

Kontpoins - 3auer

HWroro 108 12 8 12 33 75

Texkymuit KOHTPOJIb YCIIEBAEMOCTH PEaTU3yeTCsl B paMKaxX 3aHATHI CEMHUHAPCKOTO U JIA0OpaTOPHOTO

THUIIA.
[IpoMexyTouHas aTTecTalys IpOXoauT B (hopMe 3aueTa, BKIIOYAIOIIETO BHIMOTHEHUE TPAKTUYECKIX
3aJlaHui HapsIy C TPAIUIIMOHHBIME OTBETAMH HA BOIPOCHI MO MPOTPAMME JTUCITUTUIAHBI.

4. Y4eOHO-MeTOAHYECKOE O0ecTIeYeHHe CAMOCTOATEIbLHOM PadoThl 00y4YaroIMXCcst
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CamocrosiTenpHas paboTa CTYICHTOB HallpaBjieHa Ha yriyOJjeHue 3HaHWW 10 BCEM TemaM padboueit
IPOTPaMMBI.

Llens camocTOATENBHOI PabOTHI - TMOATOTOBKA COBPEMEHHOTO KOMIIETCHTHOTO CIICUAINCTA H
(dbopmHpoBaHUE CIIOCOOHOCTEH M HABBIKOB K HETIPEPHIBHOMY CaMOOOPa30BaHHIO M MPO(ECCHOHATLHOMY
COBEPIIEHCTBOBAHUIO.

CamocrodarenbHas paboTa sBIseTcs HanOoisiee NEsATeIbHBIM U TBOPYECKHUM IIPOLIECCOM, KOTOPBIN
BBITIOJTHSIET PA TUIAKTHYECKUX (QYHKIMN: CIIOCOOCTBYET (hOPMHUPOBAHUIO THATICKTHYECKOTO MBIIIICHNS,
BbIpa0aThIBAET BBICOKYIO KYIBTYpYy YMCTBEHHOTO TpPY/a, COBEPLICHCTBYET CHOCOOBI OpraHHu3aluu
MI03HABATEIbHON JICSTENbHOCTH, BOCIIUTHIBAECT OTBETCTBEHHOCTB, I1ENICYCTPEMIICHHOCTD, CHCTEMaTHYHOCTh
U TIOCJIEIOBATEIBHOCTD B paboTe CTY/ICHTOB, Pa3BUBAET y HUX OEpPEKHOE OTHOILIEHHE K CBOEMY BPEMEHH,
CIIOCOOHOCTH TOBOJUTH J0 KOHIIA HAa4aToe AeO.

N3ydenue noHATUIHOTO anmnapara AUCHUATUIAHBI
Bes cucremMa MHAMBHIYaTbHOW CaMOCTOSTENLHON PabOTHI MOMKHA OBITH MOJAYMHEHA YCBOCHUIO
MMOHSATUHMHOTO ammapara, IMOCKOJIbKY OJTHOM M3 BaXKHEHUINNX 3a]1a4 MOJTOTOBKH COBPEMEHHOTO TPAaMOTHOTO
CliIcquaJInCra [ABJIACTCA OBJIAACHUC U FpaMOTHOC HpI/IMeHeHI/Ie HpO(i)GCCI/IOHa.HBHOI\/'I TepMI/IHOJIOFI/II/I.
JlydmieMy yYCBOGHHMIO M TIOHMMAHHMIO JAWCIHUIUIMHBI TIOMOTYT pPa3iW4HbIC SHIIUKIIONEINHU, CIIOBapH,
CIIPAaBOYHUKHU U APYTrU€ MaTepHUaibl, yKa3aHHBIE B CIIUCKE JINTEPATYPEIL.

W3yuenne TeM caMOCTOSTEIbHOMN MOATOTOBKH 110 Y4€OHO-TEMaTHUECKOMY TIaHy

DopMBI CaMOCTOATEIILHON PabOTHI MO TEMaM:

IIEPBON U BTOPOM:

* OCBOEHHE MOHATHIHOTIO anmnapara;

* ydJactue B paboTe CeMHHapa;

TpPEThEN:

* a”anu3 HaKTHUECKOro MaTepuaa;

* KOHTPOJb U CAMOKOHTPOJIb;

YETBEPTOM:

* BBITIOJTHEHNE KOMIUIEKCHOTO 3a/IaHUS B CUCTEME 3JIEKTPOHHOTO IOKyMEHTO000pOTA.

Ocoboe MecCTO OTBOJUTCA CAMOCTOSITEIbHONW MNpOopabOTKEe CTYAEHTaMH OTICIBHBIX TEM IO
u3ydyaeMol aucuuruinHe. Takod NOAXoA BbIpabaThIBa€T y CTYACHTOB WMHUIMATHUBY, CTPEMIJICHHE K
YBEJIMYEHUIO 00BbEMa 3HAHUM, BBIPAOOTKE YMEHUN M HABBIKOB BCECTOPOHHEIO OBJAJEHUS CIOCO0aMM U
npueMamu pohecCHOHATBHON AEATEIbHOCTH.

M3yueHne BOIPOCOB OuYEpEeTHONW TEMbl TpeOyeT TIIIyOOKOrO YCBOEHHUS TEOPETHYECKHX OCHOB,
PaCKpBITUSL CYITHOCTH OCHOBHBIX KaTE€TOPHi, MPOOJEMHBIX AaCHEKTOB TEMbl M aHaIM3a (aKTHUYECKOTO
Marepuana.

PaGota Hag OCHOBHOM M TOTIOTHUTEILHOW TUTEPATYPOid

W3yueHne pekOMEHOBAHHOM JINTEpaTyphl ClieAyeT HauuHaTh ¢ Y4eOHMKOB M Y4eOHBIX MOCOOUii,
3aTeM TMepexoJuTh K HOPMATUBHO-TIPABOBBIM aKTaM, HayyHbIM MOHOTpagusM H MaTepuaiam
Nepuoanveckux u3fanuil. KoHcnekTupoBaHHe — OJHA U3 OCHOBHBIX ()OPM CaMOCTOSITEIBHOIO TPY.a,
TpeOyromas OT CTyJeHTa aKTUBHO paboTaTh C y4eOHO IMTepaTypoi, a He OrpaHUYNBATHCS KOHCIIEKTOM
JICKITUH.

CTyneHT OOJDKEH yMEeThb CaMOCTOSITEIbHO MOAOMpaTh HEOOXOAMMYIO Ul Y4eOHOH M HaydyHOU
pabotsl mutepatypy. [Ipu 3TOoM cremyeT oOpamaTbes K MPeAMETHBIM KaTtajoraMm U oubauorpaduueckum
CIIpaBOYHHKAM, KOTOPbIE UMEIOTCS B OMOIMOTEKAX.

Jis akKyMyJsuu MHQOpPMalUU MO M3y4aeMbIM TeMaM peKOMEeHAyeTcs (OpMHPOBATH JIMYHBIN
apXxuB, a TAK)X€ KaTaJIOT UCIOJIb3yEMBIX UCTOYHHUKOB. [Ipy 3TOM ecinu yxe Ha NepBbIX Kypcax oO0ydeHus
CTYJICHT ompenersieT 1 ce0s Hanbosiee MHTEpPECHBIC ChEephl AT U3yUeHHUs, TO TT0100Has paboTa Oyaer
BeChbMa MPOAYKTUBHOW C TOUKH 3peHUst GopMHpoBaHUs OuOImorpaduu A MOCIEAYIOIEro HaHCaHus
BBIITYCKHON KBaJIM(PUKALMOHHON pabOThI Ha BBITYCKHOM KYypCe.



CaMonoaroToBKa K MpaKTUYECKUM 3aHATHIM

ITpu moAroToBKe K MPaKTUYECKOMY 3aHATHIO HEOOXOAUMO IOMHUTb, YTO AAHHAS JUCLUIUIMHA TECHO
CBSI3aHA C paHee U3y4aeMbIMH UCLUIUIMHAMHU.

Ha mpakTuyeckux 3aHATUSAX CTYIEHT AOJDKEH IOKa3aTh HABBIKM BIaJeHUs WH(MOPMALMOHHBIMU
TEXHOJIOTUSIMH, YMETh paboTaTh ¢ HH(pOpMaIMel, MOCIeN0oBaTeIbHO H3JIaraTh CBOM MbIcHd. Jlnis
JOCTHKEHHSI 3TOM 11eJT1 HE0OOXOJUMO:

1) 03HaKOMUTBCS C COOTBETCTBYIOLIEH TEMOI MPOrpaMMbl U3y4aeMOM THUCLUILINHBI;

2) OCMBICJIMTB KPYT U3y4a€MbIX BOIIPOCOB M JIOTUKY UX PACCMOTPEHUS;

3) M3Y4YUTh PEKOMEHIOBAHHYIO Y4eOHO-METOAMYECKHUM KOMIUIEKCOM JIUTEpaTypy MO JaHHON
TeMe;

4) TIIATEIbHO U3YUYUTD JIEKIIMOHHBIA MaTepHa;

5) 03HAaKOMUTBCS C BOIIPOCAMH OYEPEIHOTO NMPAKTUYECKOTO 3aHATHS;

6) BBINOJIHUTH MOTYYEHHOE IIPAKTHUECKOE 3aaHHE.

CamocrodTenbHas paboTa CTyIeHTa MIPH MOJTOTOBKE K 3a4eTy.

Kontponp BeicTymaer ¢opMoi oOpaTHOW CBSI3M M TPEAyCMaTpUBaeT OICHKY YCIIEBAEMOCTH
CTY/IEHTOB U pa3pabOTKy Mep MO AajJbHEHIIeMy IMOBBIIICHUIO KaYeCTBa OrOTOBKH BBIITYCKHHKOB.

NroroBoii popmMoii KOHTPOJIS yCIIEBAEMOCTH CTYJIEHTOB IO yU4€OHOM MUCIMIUINHE «DJIEKTPOHHBIN
JOKYMEHTOOOOPOT>» SIBJISIETCS 3aUeT.

beccriopHbM (haKTOpPOM YCIIEUIHOTO 3aBEPILEHUS OYEPEAHOr0 MOAYINS SIBJISETCS KPOIMOTIIMBAs,
cucremMaruyeckast paboTa CTy/IeHTa B TEUEHUE BCETO MepHoia N3yueHHs JUCIUIUIMHEI (cemecTpa). B aTom
cllydae MOJrOTOBKA K 3a4eTy OyIeT SBISATHCS KOHLIEHTPUPOBAHHOW cHCTeMaTH3aluel BCeX MOTYYeHHbBIX
3HAHUW 110 JaHHOW TUCLUILIMHE.

[IpeaBapuTenbHOE W3y4EHUE MEPEUYHS BONPOCOB K 3a4eTy IO JAHHOW JMCIUIUIMHE ITO3BOJUT
CTY/ICHTY B IIPOIIECCE OCBOCHHUS AUCLUIUIMHBI CHOPMHUPOBATH OoJIee MpaBUIbHOE U 0000IIEHHOE BUACHUE
CYILECTBA TOI'O WM MHOTO BOIIPOCA 3a CYET:

a) YTOUHSIOLIMX BOIIPOCOB MPENOIaBaTENIO;
0) cCaMOCTOSITEIBHOTO YTOUHEHHUS BOIIPOCOB HAa CMEXKHBIX TUCIUIUINHAX;
B) YIIyOJIGHHOTO U3Y4EHHS BOIIPOCOB TEMBI 110 YU€OHBIM ITOCOOHSIM.

Kpowme Toro, Hanuyue nepeyHsi BONPOCOB B Mepro/1 00ydeHUs MO3BOJIUT BIOPATh U3 MPETI0KEHHBIX
npernojiaBaTeNieM Y4eOHHMKOB HamOosiee ONTUMANIbHBIA IS KaXIOro CTYACHTA, C TOYKHU 3PEHHS €ro
VMHJMBHUIYaJIBHOTO BOCIIPUSTHS MaTEpHalla, ypOBHS CI0KHOCTU U CTUIIMCTUKU U3JI0KEHUS.

N3ydeHue caiiToB o TeMaM JUCHUILIMHEI B ceTh MHTEepHeT
Pecypcm I/IHTepHeT ABIIAKOTCA OAHHUM U3 a.HI:TepHaTI/IBHBIX NCTOYHUKOB GBICTpOFO IIOUCKa
Tpedyemoit nHpopmaruu. VX ncrnoias3oBaHne 00s3aTENBHO IS TIOTYYSHHUSI OCHOBHBIX M JOTIOTHUTEIIBHBIX
CBEJICHUH 110 U3y4aeMbIM MaTepuaiam.
KoHTposnbHBIE BOIPOCH M 3aJaHUs JJI TPOBENCHUS] TEKYHIEro KOHTPOJS W TPOMEKYTOUHOU
aTTeCTalluU 110 UTOraM OCBOCHHUA OUCIIUITJIINHBI HpI/IBeI[eHI:I B II. 52

S. @oHJ OLEHOYHBIX CPEICTB ISl MPOMEKYTOUYHOI aTTEeCTAUMHU MO JAUCHUILINHE (MOIYJII0),
BKJIFOYAIOIIIHN:

5.1. Onucanue MKAaJ OLeHUBAHUS Pe3yJbTATOB 00yUeHUsI MO TUCIHIJINHE

YpoBenb chopMUPOBAHHOCTH Ikaja oueHuBaHus cGOPMHUPOBAHHOCTH KOMIETEH UMl
KOMIeTeHUMii (MHAuKaTopa
. HE 3aYTEHO 3a4TEHO

JOCTHKEHHUST KOMIIET €HI[Hii)

YpoBeHb 3HAHMN HUXKE MHUHHMAJBHBIX | YPOBEHb 3HAHUH B o0beME,

3HaHus TpeOoBanuii. Mmenmu Mecto rpyObIe | COOTBETCTBYIOLICM porpaMme

OIIHOKHU. MOATOTOBKU.  JIOMYCTUMO  HECKOJBKO

HETpyObIX OMNO0K




[lpu pemnieHUW CTaHOAPTHBIX 3a7ad HE
MIPOAEMOHCTPHUPOBAHBI OCHOBHEIE

HpOZ[eMOHCTpI/IpOBaHLI BC€ OCHOBHBIC
YMECHUA. Pemensl Bce ocHOBHBIE 3agadyu

HNmenu mecto rpyObie OIMOKH.

Ymenus
ymenust. imenu mecto rpyObie ommbku. | (¢ HerpyObiMu ommbOkamu). BeImomHeHbI
BCE 3aJaHMs, B IOJHOM o0O0BeMe (c
JIOTTYIIICHHEM HEKOTOPBIX HEIOYETOB).
[lpu pemeHun CcTaHOAPTHBIX 3a7ad HE
HaBbIKi TIPOIEMOHCTPUPOBAHBI 6a30Bble HaBbIkK. | [I[POAEMOHCTPUPOBAHBI 6a30BbIC HABBIKH

MIPY PENICHUN CTAaHIAPTHBIX 33134
(C AOMyIIEHUEM HEKOTOPBIX HEJOUETOB).

Ikana oneHKH NpU MPOMEKYTOYHON aTTeCTALMH

YPOBeHL MOATOTOBKH

3adreHo Bce xomneTeHIIMM (4acTH KOMITETSHITHI), Ha (OPMHUPOBAHKE KOTOPHIX HAMpPaBJICHA TUCIUIUIMHA,
c(hopMHpPOBAHEI HA TPHEMIIEMOM YPOBHE.
He 3aureno Xots 061 0THAa KOMITETCHINS COPMHUPOBaHa HAa HE IPHEMIEMOM YPOBHE.

5.2. TunoBble KOHTPOJIbHbIE 3aJaHUSI WM MHbIE MaTepHaJbl, HEOOXOAUMBbIE IJsl OLEHKH

pe3yJabTaToB 00y4eHMUs.

5.2.1. KoHTpoOJIbHBIE BONPOCHI

Bonpocss S ovmeremn
1. OcHoBomozararoume HOPMAaTUBHO-IIPaBOBBIE aKTbl B chepe VK4
JIeJIONPOU3BOJICTBA M MH(OPMATHU3AIINH.

2. Knaccugukaius 10KyMEHTOB: UX BUABI © 0COOCHHOCTH YK-4
3. Opranu3almoHHO-MPABOBBIE JOKYMEHTBI: BUJIbl, HA3HAYCHUE YK-4
4. PacniopsinurenbHbIC JOKYMEHTBI: BUJbI, HA3HAYCHHE. YK-4
5. NndopmanmonHo-CipaBOYHbIC JOKYMEHTBI: BUJIbI, HA3HAYCHHE YK-4
6. OcoOeHHOCTH pabOTHI CO CIYKEOHBIMU MTUCHbMaMH YK-4
7. O6mme tpeboBanust 'OCT P 7.0.97-2016 YK-4
8. PeKBM3UTHI TOKYMEHTOB: COCTaB, HA3HaUeHHE, OPOpMIICHHE. YK-4
9. bnaHku JOKYMEHTOB: UX POJIb U BUJbI YK-4
10.Buabl 37€KTPOHHOW MOJITUCH YK-4
11.ITonsiTHE TOKYMEHTOOOOPOTA, €r0 OpraHu3aIus, 00beM [1K-1
12.91ambl TOKyMeHTO000pOoTA. ITK-1
13.JIOKyMEHTOIIOTOKH OpTraHU3alliH. ITK-1
14.Peructpanivs JOKyMEHTOB: [I€JTU, POLIETyPhI, TPHHIIUITHI ITK-1
15.971eKTPOHHBINA JOKYMEHTOOOOPOT: OCHOBHBIC IMOHSATHS U MPEUMYIIIECTBA ITK-1
16.ITpyHIMTIBI 2JIEKTPOHHOTO TOKYMEHTO000pOTa I1K-1
17.Ha3nauenue u ocHoBHBIE cBoiicTBa COJI. ITK-1
18.0OcHoBHBIe PyHKIIMKT CO/I. ITK-1
19.0cob6eHHOCTH TIpoIlecca COTJIACOBAHUS JOKYMEHTOB B 3JIEKTPOHHOM U TK-1
TpagUIIMOHHON popMme.

20.XapakTepucTHKa nporpaMMHoro npoaykra «1C: JIokyMeHTO000pOT 8». I1K-1

5.2.2. Tumnosble TecTOBbIE 3aJaHUs AJI51 OLIEHKH C()DOPMHPOBAHHOCTH KOMIIETEHIMHU

TecThbI I OLeHKH KoMIeTeHINH «Y K-4»
1) 3aconosok k mexcmy, smo:

a) HaMMEHOBAHKE BHJIA JOKYMEHTA

0) uapOpMaIHS, SIBISIOMIASACS TPEAMETOM COOCTBEHHOCTH W TIOJICXKAIIast 3aIUTe
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B) M3JI0’KEHHE OCHOBHOTO CMBICJIa TEKCTA JOKYMEHTa
T') TEKCT, COJIeP)KAIINNA UCXOTHYIO HH(POPMAIIHIO

2) Kaxou u3 pexsuzumos OOKyMeHmMA pacnoiazarom HA Juyesou uiu 0O00pOMHOU CMOpPOHE
nocneoHe2o TUcma OOKYMEeHMa 6 1e60M HUNCHeM yaiy?

a) OTMETKa O KOHTpPOJIE

0) OTMeTKa O 3aBEPCHHH KOIUU

B) WJICHTHU(PUKATOP JICKTPOHHON KON JOKYMEHTA

I') OTMETKa 00 UCITOJIHUTEIIC

3) Kaxkotl uz pexeusumos sxarouaem 8 cebsi Noumoswiii aopec, Homep meie@oua u opyeue cedenus
10 YCMOMPEHUI0 OpeaHu3ayuu?

a) Tpud yTBepKICHUSI

0) HaMMEHOBaHWE OpPTraHU3aAIHH

B) CIIpaBOYHBIC JaHHBIC 00 OpraHU3AIII

I') OTMETKa 00 HCIIOJHUTETIC

4) Cmanoapmmuwiii iucm 6ymazu ¢ 60CNpoOU3BEOEHHOU HA HeM NOCMOAHHOU UH(oOpMayueti U MeCmom,
0mMBe0eHHbIM 05l NEPEMEHHBIX PEKBUZUMO8, IMO:

a) mpuKas

0) aHHOTALIMS

B) GopMyIsip

r) OJaHK JOKyMEHTa

5) B kakux cnyyasx credyem Ha OOKYyMeHme o@opmaams peksuzum «Mecmo cocmaenenusi uiu
u30auusi OOKymeHma»?

a) €ecJIM aBTOPOM JOKYMEHTA sIBIIsieTCs puran Gpupmsbl

0) ecii B JTaHHOM JIOKyMEHTE MTPUCYTCTBYET PEKBU3UT «CIpaBOYHBIC JaHHBIE 00 OpraHU3aI[I»

B) €CJIM HAa3BaHUE TEPPUTOPHH, TJ€ HAXOAUTCS pUpMa BXOIUT B €€ O(hUIIHaIbHOC HAUMEHOBAHHE

I') €ciH TOKYMEHT 0()OpMIICH Ha OJIaHKe MHChMa

TecThbl 1 oueHkH komnereHuuu «I[MK-1»

1) He 0aem 6o3modcnocmu cucmemamusuposams 3anucu opma pecucmpayuu OOKyMeHmos
a) KapTouHas

0) JKypHaJIbHas

B) aBTOMaTU3UPOBAHHAA

I) UEHTpaJU30BaHHAS

2) OCHOBHBIMU YeNAMU UCCIeO08AHUS OOKYMEHMONOMOKO8 OP2aAHUZAYUU AGTSAIOMCSL
a) yJlydllIeHHe KayecTBa 00pabOTKU JOKYMEHTAIH

0) CBOEBPEMEHHOCTh MPEIOCTABICHUS HHDOPMAITUN

B) YCKOPEHHUE JIBUKEHHUS JOKYMEHTOB B OpraHU3alu1

r) ToBbIIeHUE 3 (HEKTUBHOCTH YIPABICHYECKON ACATEIBHOCTH

3) Ha ocnosanuu xako2o 0okymenma npouzeo0umcs YHU4modicenue 0oKymenmayuu, 0us Komopou
3AKOHYUILCSA CPOK XPAHEHUSA

a) mpukasa

0) pacnopspKeHUs

B) aKTa

I') YKa3aHUs



4) Ompasicaem cneyuguueckue ocobenHocmu padbomel ¢ OOKyMeHmayuell, Xxapakxmepuvie OJis
KOHKPEMHOU Opeanu3ayuu

a) 'OCT P 7.0.97-2016

0) MHCTPYKIIUS 10 JEIOMPOU3BOICTBY

B) HOMEHKJATypa Jel

') TIOJIO)KEHHUE O CTPYKTYPHOM TIOIpa3/ieJICHUN

5) He saensemcs (hynkyueti cucmemsl 21eKmMpPOHHO20 OOKYMEHMOoobopoma
a) 0e30IacHOCTD

0) mojaep)KKa CUCTEMbI KOHTPOJISl KayecTBa

B) palOHAJIbHOE CTPOEHUE

I) BEPCUOHHOCTH

% TpaBUIBHBIX OTBETOB Orenka
Kputepuu ouenku Tecra ot 60 u BbIIIe 3a4TEHO
menee 60 uau He mucan HE 3aYTEHO

5.2.3. TunoBble 3a1anus AJsl OLEHKH C(POPMHUPOBAHHOCTH KOMIIETEHIH A

IIpakTHyeckne 3a1aHus 1JI51 OLEHKU KoMneTeHIIHN «Y K-4»
1. Araim3 ¢akTHUECKOro Marepuasa: HalauTe OIMMOKH B COCTABJICHUH U O(OPMIICHUU PEATbHBIX
JIOKYMEHTOB (MHChbMa, MPUKA3bl, PACTIOPSKEHUS, JOKJIAIHbIE 3aIUCKU U Jp.)
Kpurepun orieHKu npoCThIX 3aJaHu OrneHka
Crynentsl HaxomaT 6osiee 70% ommboK, TOMYIIEHHBIX MPU 0(GOPMIICHHH PealTbHBIX
JIOKYMCHTOB
Crynentsl HaxomaT MeHee 70% ommOOK, OMYIICHHBIX PU O0(OPMIICHHH PEaTbHBIX
JIOKYMCHTOB

2. CocraButh cinyxeOnoe mucemMo u3 HHI'Y Ha mpenmpustie o HampaBJIeHHH CTYICHTOB Ha
npou3BocTBeHHYIO pakTuKy 1o I'OCT P 7.0.97-2016 na yrinoBom 61anke HHI'Y u orBeTHOE
MUCBMO OT NPEANPUATUS O HA3HAYCHUU PYKOBOJUTEIS MMPAKTUKU OT MPEANPUSITHS.

3a4TCHO

HC 3a4TCHO

Kpurepun onieHKu npoCThIX 3aJaHuM OrneHka
CTyAeHTHI BBITTOJIHIJ 3a/1aHne 0e3 OMUOO0K, JIMOO0 ¢ HEOOIBIIIMMH HEA0USTAMH 3a4TEHO
CTyAEHTHI TOMYCTHI MHOTO OITHOOK Mpy 0(OPMIICHHH JTOKYMEHTOB HE 3a4TCHO

JlabopaTopHas padora 1 ajst ouenkn kommnereHun «IK-1»

[Ipoussectu B cucreme 1C: [IpeanpusiTue KOMIbIOTEPHYIO CUMYIISILIUIO TI0 CIIEYIOLIEH 3a/1aue: €CTh
KOMMepYeCcKasi OpraHu3aIis C COOTBETCTBYIONTUMU CITyk0amu (Kymnu nipojait). Ha ckiaa npuBesnu ToBap.
[Toctyrienne ToBapoB Ha CKJIaa. TOBapHO-TPAHCIOPTHAsI HAKJIAgHAs, cueT (akTypa Ha OIIIATy, CYET
dakTypa B KHHUTYy MOKYNOK (OT KiagoBiiMka Oyxrantepy). Co ckiaja JAOKYMEHTHl MEpenaloTcs B
Oyxranteputo. JloJDKHOCTH: KIaI0BIIUK OyxranTep. BeimucpiBaeTcs miiaTéxxHoe nopydaeHue GuHaHCOBOMY
TUPEKTOPY, OH TEPENpaBlIIeT T'e€HEPAJIbHOMY, BO3Bpamiaer (uHaHCOBOMY, (GHH. TIaBOyXy, riaaBOyx
OyxranTepy HOArOTOBUTH IJIATEXKY M OTIpaBiseT B OaHk. [lepenaua HakmaaHoM Oyxrantepy, BHECEHUE
nH(pOpMaLIUK B PETUCTP OyXraiarepckoro yyera ToBapbl MOJTyYEHHBIE.

JlabopaTopHas padora 2 1751 oueHkn komnerennun «IK-1»

O3HaKOMUTHCSA ¢ AeMo Bepcuert mporpaMmbl 1C:JIoKyMeHT0000pOT 8

Crynenty HeoOxoauMo npoiitu 1o cebuike http://docflow.demo.1c.ru/docflow/ru RU/

Bri6path coTpynHHUKa U3 MPEIIOKEHHOTO CITUCKA (TSI KOMMEPUYECKOW OpraHu3aIlin)

O3HaKOMUTBCS C OCHOBHBIMU (DYHKIIMSIMUA CUCTEMBI Ha puMepe yueOHoM 6a3bl JOKYMEHTOB JlemMo-
Bepcun. IloaroroBurs otuer o0 paboTe C TOPUIOKEHHWEM pacleyaToK dKpaHHBIX  (opm
1C:JlokymeHTO000pOT 8

6. YueOHO-MeTOAMYEeCKOE M HH(POpMALMOHHOE 0O0ecnievyeHHue TUCHUILINHBI
@) OCHOBHAs IUMepamypa:



1. DIJIEKTPOHHBIH JOKYMEHTOOOOPOT M oOecleueHne Oe30MaCHOCTH CTaHJIAPTHBIMU CPEICTBAMH
windows : yae6Hoe ocodue / JI.M. EBnoknmoBsa, B.B. Kopsokun, A.H. IIsimskun, O.I". [lIBeukona. - M.
: KYPC, 2019. - 296 c. - Pesxum goctyna: http://znanium.com/catalog/product/1001864

0) OononHumenvHas aumepamypa.:
1.beixoBa T.A., Ky3uenosa T.B., Cankuna JI.B. JlokymeHTanmonHoe odecrieueHre yrnpaBieHUs
(enompousBonctBo). Yuebnoe nocodue / HULL UHOPA-M, 2018. — 304c. ISBN:978-5-16-004805-5.
Pexxum moctyma: http://znanium.com/catalog/product/942800

8) IIpocpammHoe obecneuenue 1uyeH3UOHHOE U CBODOOHO PACHPOCMPAHAEMOE

— Omnepaunonnas cucrema Microsoft Windows

— Ilaker npuxnanueix nporpamm Microsoft Office
— IIpaBoBas cucrema «KOHCYJIBTaHT ILTIOC»

— 1 C:IIpennpusitue 8

— bpaysep Google Chrome

2) Unmepnem-pecypcoi
— Caiirt o cucreme nporpamm 1C npeanpusitue 8 https://v8.1c.ru/overview/,
— Jlemo-Bepcuu mpopammel 1C Jlokymentoo6opor http://v8.1c.ru/doc8/demo/index.htm
— Tlopran MadopManimoHHO-TEXHOJIOTHUYECKOE COMPOBOXKAeHHUE Tofib3oBaTeneh 1C: [Ipennpusitue.
https://its.1c.ru/
— Hayunas snektponHas 6ubnroreka https://elibrary.ru/project risc.asp
— Hammonanshas mnatgopma oTkpeiToro oopasosanus https://openedu.ru/
— ApXUB BeAyIIUX 3aMaHbIX HAyYHBIX )KypHAJIOB Ha poccuiickoit mnatgopme HOMKOH,
http://archive.neicon.ru/xmlui/
- Konneknus xypuanoB Economics, Econometrics and Finance.-
https://www.sciencedirect.com/#open-access [/laTa oopamienns 08.11.2019]
— ECM-Journal.ru — mopran 00 OopraHm3aiiyd 3JICKTPOHHOTO JOKYMEHTOOOOpOTa W YNpaBICHUH
JIEIOTIPOU3BOICTBOM, [3JIEKTPOHHBIN pecypc|: HTepHEeT-TiopTai. url: http://ecm-journal.ru
— He3zaBucumslii mopran o cucTemMax 3JIeKTPOHHOTO JOKyMeHTooOopoTa http://www.doc-online.ru
— AdanacbeB A. Meroasl ympaBlieHUS JTOKyMEHTOOOOpOTOM B opranu3zauuu // Matepuaisl
koHpepeHimu "OducHble HHPOPMAIMOHHBIE CUCTeMBbI '96" [DneKkTpoHHBINH pecype. Pexum
nocryna http://citforum.ru/ofis/ofis96/index.shtml
— OBbC «lOpaiit». Pexxum nocryna: http://biblio-online.ru
— OBbC «KoHcynbpTaHT cTyaeHTa». Pexum nocryna: http://www.studentlibrary.ru
— OBC «Jlanb». Pexxum nocryna: http://e.lanbook.com/
— OBC «Znanium.com». Pexxum moctyma: www.znanium.com

0) npogheccuonanvrvle 6a3bl OGHHBIX U UHGOPMAYUOHHbIE CHPABOUHbIE CUCTEMbL
—ba3a naHHBIX peneH3upyeMon JuTepaTypbl Scopus https://www.scopus.com [26.10.19]
—baza nanaeix Web of Science https://apps.webofknowledge.com [26.10.19]

— T'APAHT. UudopmarnmonHo-npaBoBoi-niopran http://www.garant.ru/

— TIlpaBoBas cucrema «KOHCYIBTAHT ILIIOC»

7.MaTepuajbHO-TeXHHYECKOe o0ecneyeHue TUCIHHILINHBI

[TomemeHust mpenCTaBISIIOT cOO0OM ydyeOHbIE ayAUTOPUU [UIsl TMPOBEACHUS YUYEOHBIX 3aHSTUH,
OCHAIICHHBIE 000PYIOBAHNEM U TEXHHUYECKUMHU CPEACTBAMH O0YUCHUS: TPOEKTOP, KOMITBIOTEPHI, yueOHas
MeOenb (CTOJBI, CTYJIBS).

[Tomerenust st CaMOCTOSATENHHON padOThI 00YUAOIUXCSI OCHAIIEHBI KOMITBIOTEPHON TEXHUKOU C
BO3MOXKHOCTBIO TIOAKIIOUEHUsT K ceth "HHTepHeT" W o00ecrnedeHbl JOCTYIOM B JJIEKTPOHHYIO
nH(OpPMAIMOHHO-00pa30BaTENBLHYIO Cpeay By3a.
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IIporpaMma cocTaBneHa B COOTBETCTBHH C tpeboarnavmn OI'OC BO mo manpasiennio
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[Iporpamma oxoGpena Ha zacenanun O6benuHeHHOMN METoAnYeCcKOH koMuceun MneTHTyTa
OTKPBI1OTO 00pasoBanus U Gpuiananos ynusepeurera No 13 ot 31 mas 2019 roza.



