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1. IEJI OCBOEHMSI JIUCIATLIIUHbI

[enplo xypca sBIsIeTCS MOArOTOBKA CHELUATHCTA, BIANCIOMETO riy0OKHMH 3HAHUSAMM B 0071aCT
COBPEMCHHBIX KOMITBIOTEPHBIX TEXHOJOTHH M YCTOMYMBBIMH HABBIKAMU UX AHATN33, BHEIPEHHS
MCTIONIb30BAHMS B 3aBUCHMOCTH OT PEIIaeMbIX MpakTH4YecKkux 3anaq II kypea.

2, MECTO JUCHHIIJIMHBI B CTPYKTYPE OITIOII BO

«ONCKTPOHHBIH JOKYMEHTOOO0POT» OTHOCHTCS K 00S3aTeTbHBIM THCIAIIIHHAM BapHaTUBHOMH
gacti OTIOII BO. OcBoenne aAuciUIMEE 6a3upyeTcs Ha 3HAHUSIX OCHOB HH()OPMATHKH,

3HaHWsl, HABBIKM H YMEHHS, [ONy4eHHBIC B XOAE€ W3YUCHHS MWCIHILIHHLIL, JOMKHDI
MOCTYXUTh Oa30l 115 JaTbHEHIIero H3yIeH s CENYONIMX JUCIHTLIHH; «ITporpammuo-annapaTHbIe
CPEICTBA COXPAHHOCTH HH(POPMALMOHHEIX CHCTEM M PECYPCOB OpraHusamuuy, «MHabDopMannoHHbTE
CHCTEMBI B 3KOHOMWUKE», «KOHKypeHTHas pa3BeAka B OusHece» a TakKe IS HCMOIL30BALUS B
MOCIeAYOLIeH NPOhECCHORATBHON ASATENBHOCTH PU PEIIEHAN NPHKIAIHEIX 3a/1aY.

3. KOMNETEHIIMU OBYYAIOIUEIOCSl, ®OPMHUPYEMBIE B PE3YJIBTATE
OCBOEHMUSI JTUCITATIJIMHBI
B pesynbrare ocBOeHHs COAEpKAHHS IUCHMIUTHHBL «DJCKTPOHHEIH TOKYMEHTOOGOPOTY
CTYJCHT IOJKEH 00Ia1aTh CIEAYIOMMME KOMIETEHI[HSIMU:

OK-12 - crmocofuocTero  paGoTaTe ¢  pasTHYHBIME  MCTOUHMKAMII unopmanuu,
WHOOPMALMOHHBIME PECYPCAMH H TEXHOJIOTMSMH, TIPUMEHSTH OCHOBHBIC METOMBI, CIIOCOOBI U
CPCAICTBA NOMyICHUS, XpAHCHHS, IOMCKaA, CHCTEMATH3aIHH, 00paboTKU 1 mepesayn HHHOPMALIHHL;

[IK-44 — cnocoGHOCTBIO OCYIIECTBIATH JOKYMEHTALMOHHOE Obecrneuenue YIIPaBJIEHYECKOU
JEATEIBHOCTH

H JEMOHCTPUPOBATH CIEAYIOIINE PE3yIbTAThl 00pa30BAHHUS:
3nams:

— OCHOBHBIE IIOHATHSA M COBPEMECHHBIE MPUHLMUIBI PAaGOTEI C Je/N0BOl HHpOpMAHell, a TakxKe
HMETB IIPE/ICTABICHUE O KOPIIOPATHBHBIX HH(POPMALIMOHHBIX CHCTEMAX U 0a3aX JAHHBIX:

— OCHOBHBIC BOIPOCHI OPraHM3aAlHH 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa, B T.4. MOHSTUE
AOKYMEHTa, €ro CBOWCTBA, BUIABI M IIPU3HAKH KlacCH(pUKAMK, OCHOBHBEIE TpeGOBaHMs
CTaHAAPTU3ALMA M YHHQUKAIMH  JOKYMEHTOB,  CIOCOOCTBYIOIIME  [OBBILICHHUIO
9 deKTHBHOCTH HYHKIMOHMPOBAHUS CHCTEMBI YIPABJICHHS OPraHH3alueH;

— COBPEMEHHBIC TCXHOJIOTWH aBTOMATH3AlMH [OKYMEHTOOOOpOTa U [eIOIPOM3BOJCTBA, HX
OCOOCHHOCTH, KJIACCH(DHKALIMIO H OCHOBHBIE XAapaKTePHCTHUKH CHCTEM NEKTPOHHOIO
AOKYMEHTOO000POTa, IPE/ICTABICHHBIX Ha POCCHHCKOM PBIHKE;

Ymems:

— OpraHH30BBIBATE KOMAHIHO® B3aUMOJIEHCTBIC UL PEIICHUS yIIPABIEHYCCKUX 3a1a4;

— paboraTh C ONEKTPOHHBIMH JOKYMEHTAMHM, CO3JaBasi YCIOBHS s OIIEPAaTUBHOIO W
KA9CCTBCHHOTO COCTABJICHUS, HCHONHCHUS, XDAHEHHS W OBICTPOTO MOWCKA HYKHBIX
JIOKYMEHTOB;

— TPHMCHATH [pPU  DPELICHWH IPUKTAHLIX  YNPAaBACHYSCKMX  3a7ay  COBPEMEHHBIC
HH(OPMAIMOHHEIC TEXHONOTUH JUIs HOMCKA, MPOXOK/ICHHUS, 00paboTKu, yuera U PacChUIKH
AOKYMEHTOB BHYTPH OpraHH3aluu;

~ OCYUICCTBJIATL KOHTPOJIb 3a CBOCBPEMEHHBIM MCIONHEHMCM IOPYYeHHH W yKasaHwif
PYKOBOJCTBA U BBIIECTOSAIINX OPraHU3aluid, 0OpalleH i IpakIan U OpraHH3aIfyii;

— HCHOJL30BATL IOJTYYCHHBIC 3HAHWS, HABEIKA W yMCHHUs JUIA (JOPMHPOBAHUS M DPasBHTHS
NpoQecCHOHATBHEIX KOMIETEHIINI,

Braoems:

— HABBIKaMH JEJIOBBIX KOMMYHHKALHIi;

— OCHOBHBIMH MECTOJAMH, CIOCODAMH M CPEiCTBAMH OOECIEYCHHS COXPAHHOCTH, ydera Hu
UCIOIB3OBAHUA HCXOMSIIMX H BHYTPEHHAX NOKYMEHTOB: PErHCTpALlMH, MOUCKA, TIOJIyHCHHS,
XPaHCHHS, U3IaHHS, PACCBUIKH H 00pabOTKH SMCKTPOHHEIX JOKYMEHTOB, & TAK)Ke IPOBEPKH
ITPaBUIIBHOCTH W CBOEBPEMEHHOCTH MX MCIIOJIHCHHSL.



4,

CTPYKTYPA U COAEPKAHUE JUCITHUIIJIUHBI
Ob1mas TpyaA0eMKOCTh JUCIUILIMHB] COCTABIIAET 3 3aYeTHBIX enunuI, 108 1acos.
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3. OBPA30BATEJIBHBIE TEXHOJIOI'MU
Memoo obpazosamenvroi Jexkuuu Ipakmuyeckue | Camocmoamenshoe
deamenvHocmu pabomst odyueHue
IT-mMeToam1 4 + §
Pabora B komManze i +
Case-study
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IIpoGnemHOe 06yueHME -+ + +
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OO0yveHue Ha OCHOBE OIbITA +
MupuBuayansHoe 06yueHue +
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Omnepesxarormas caMoCTOATENbHAS + .
pabota |

Jlexunu npoBosaTCs ¢ HCTIONB30BAHIEM KOMIBIOTEPHOIO MYIBTHMEIHHHOTO 000py,10BaHUS.
Ilpenycmarpusaercs pa3bop mpakrudeckux 3amad. Ha mpaxruxe HCHOJIB3YETCA IMPOTPAMMHOE
ofecneyenne, MO3BOJSIONIEE TONYYHTh HABBIKH CO3IAHHUS SNIEKTPOHHOIO IOKYMEHTa, 4 TaK JKe
ymMeHHe paboTath €O CHEeUHATH3HPOBAHHBIM MPOTPAMMHBIM OGECTICUCHHEM IS peaiu3amnun

SIIEKTPOHHOrO T0OKYMEHTO00OpOTA.

CryneHty pekoMeHayercs CleayroLas cxema MmoAroTOBKY K IMPaKTUYECKOMY 3aUATHIO!
» mpopaboTaTh KOHCIEKT JIEKIHil;

%

>
H3y4aeMOMYy pasJielly;

TIpO2HANTH3MPOBaTE OCHOBHYIO H JIOTIOJIHUTENBIYIO THTEPATYPY, PEKOMEH IOBAHHYIO 110
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IpOaHaNM3MpOBaTh BAPUAHTHI PEIIEHHH, IPeUI0KEeHHBIE TIPEIO/IdBATE]IEM B KaUuecTBe
npuMepa;
NpHU 3aTPYAHEHUSIX CPOPMYIHPOBATH BOIPOCH] K MPEIOJABATEIIO.

OHOEHOYHBIE CPEJCTBA U151 TEKYIIEI'O KOHTPOJISI YCIIEBAEMOCTM,
INPOMEKYTOYHOM ATTECTALUH o HUTOT'AM OCBOEHMUsA
JUCIUIIJINHBI 41 YYEBHO-METOAUYECKOE OBECIIEYEHHE
CAMOCTOSITEJBHOW PABOTBI CTYJIEHTOB

KOHTpO/Ib OCBOGHHS OHCTMIUIMHLI TPOM3BOJUTCS B COOTBETCTBHH C MOTOXKEHHEM O
PEHTHHIOBOW CHCTEME KOMILIEKCHON OLIEHKHU 3Hanui cTynentor ®I'BOY BO Bal'V.

Texymuii KOHTPOIIL NPOXOHT B hPOpPME PEHTHHI-KOHTPOIIS. PeHTHHT-KOHTPOITh IIPeANOIaraeT
HCTIONIB30BAHNC TIPENONABaTeNeM 3a/laHui, BKIOYAIOIMX KaK TEOPETHHYCCKHUE BOMPOCH], TAK H
NPaKTHYECKHUE 3a7auu.

IIpomexyrounas arrectanus mo pesy/bTaTaM CEMECTpa IO AMCLMIUIHHE LPOXOIUT B Gopme
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KOTOPBIH BKII0YacT B ce0sl BHINOTHEHHE TPAaKTHYECKUX 3aIalHtii 110 TeMaM Kypca.
Bonpocui na 1-ii pelimunz-xonmpoiin:
KaKkoBBI OCHOBHBIE NeTH W 3a1a4M  aBTOMATH3HPOBAHHOTO JOKYyMEHTOOGOpOTA Ha
IPEANPUATHH?
Haszoute ocHOBHBIE OPMBI IOKYMEHTOB Ha [IPEATPHITHI
Kaxosbl ocHoBHBIe (yHkuud [10 g0kymenTo060poTa?
B gem ocroBHOE npennasnauenue CYJ?
B uem pasHmIa MexKay TIepeBoiioM u IepeMeLeHHeM?
KakoBo oddekTHBHOE coUeTaHHE 3TEMEHTOB  3IEKTPOHHOTO U TPaIUIMOHHOTO
OOKyMeHToo0opoTa?
Hasosure opmaTe! mist co3nanms H XpaueHus JIEKTPOHHBIX JOKYMEHTOB.
Bo3moxeH 11 BBOJI HECKOBKHX OPraHu3aiiii B nporpaMmy?
Ionsitue HoKyMeHTa, TOKYMEHTOO00POTA M MOTOKA JOKYMEHTOB.

. Hokyment B uudopmammonnoi cucreme. Tuner JOKyMEHTOB B HH(QOPMALHOHHON CHCTEME:

OymMaxcHBIH TOKYMEHT, 00pa3 AOKyMEHTa, 5JEKTPOHHBIA TOKYMEHT, CTPYKTYPUPOBaHHEIE
N0KyMeHThl, XML — npesictaBienue.
Crenunduxa noxymenta 8 COJI. Crroxkubie 10KyMeHTbL. JIOKYMEHT B JEJI0NPOU3BOICTEE.
Hoxyment B COJI. Poxnerne. Cranosnenue. [lyGnnkanus. ApXHBHPOBAHHC.
Ilonnepkka *xu3HeHHOTO LuKma B pasnuunbix COJI. XpaHuanie atpubyToB JIOKYMEHTOB,
XpaHunuie caMux JOKYMEHTOB.
Konnemmy 6e36yMakKHOi TEXHONOTMH YIPaBIEHUS.
Bonpocut na 2-ii peiimunz-xonmposio:
Hasosute ocHOBHBIE KpuTeprH BBIGOpa mporpammbl CIJ]
KaxoBb! 0CHOBHbIE TEXHUYECKUE KPHTEPUH?
Kakossr ocHoBHBIC Hien HHTEpdeiica ¢ M0Ib30BaTENEM BKILIOYAIOT CIIEAYIOMIUE STCMEHThI?
Kakue npoueccsr JoKyMeHTHPOBaHH|S yIpPOMIAeT IpOorpaMMHast peamusanuu COJ1?
HTo B C€0s BKIIIOYAIOT MapaMeTphl JOKYMEHTAI[HOHHON CHCTEMBI?
Kak ompenemuts anexsaraocts COJ1?
KaKoBbI KauecTBEHHbIC XapaKTEPUCTHKH CHCTEMBI?
KaxoBBI 0CHOBHEIE NIpaBHIIa H MOPSIOK LEHTPATH30BAHHOTO y4yeTa?
Llenu BHEIPEHNS 31EKTPOHHOTO J0OKYMEHTO060pOTA.
Tennenuuu pasBHTHS CHCTEM 3JIEKTPOHHOTO IOKYMEHTO0G0POTA.
CranzpapTsl B 06;1aCTH 7IEKTPOHHOTO JOKYMEHTO0G0POTA (EDI).
Mecro COJI B mHpOPMAIIHOHHOI CHCTEME TPeIIPHATHS.
Tunmer COJI. Crerema aetonpon3BoIcTBa U CHCTEMA JIEKTPOHHOI'0 JOKYMEHTOOGOpoTa.
Knaccuuxanns aBTOMaTH3MPOBAHHBEIX —CHCTEM AETOTIPOU3BOACTBA W INEKTPOHHOTO
JAOKYMEHT0000pOTA.
THIBI TeXHOMOTHI 3IEKTPOHHOTO YIPABIEHHS IOKYMEHTAMH QY ).
Bonpocet na 3-ii peiimunz-xkonmpones:



1. Kax paccUUTHIBACTCS CpoK OKYIIaEMOCTH ABTOMATH3UPOBAHHO CUCTEMbI

JNOKYMCHTALHOHHOTO 00ecieueHus ?

Kak ompenensgercs sxoHOMES Tpy103aTpat?

Ananus COJ] na ocHOBE QYHKIIHOHAIBHBIX CXEM

Kpurepun ananuza COJ]

Y4er ocoGeHHOCTEH TeXHONOTMH BEICHHS [IENONPOM3BOJICTBA H  JOKYMEHTOOG0pPOTA

Toanepika GyMaKHOTO H MEKTPOHHOIO JOKYMEHTO0G0OPOTA

OynknuonampHas nomaora COJ]

Texnonoruu mporpammuoii peanuszain CHJ1

OKcIUTyaTauoHHBIe Xapakrepuctuxku CDJ]

Onenka sddexruBHocTH BHEApeHus CI]]

0. Ananus xapaxtepuctak CIJ1.

1. Tunossie xomnonentsl COJI: xpanumuine kaproyex (aTpubyToB) TOKYMEHTOB; XpaHuauIe

JAOKYMEHTOB; KOMITOHEHTHI, OCYIIECTBISIONIHE OU3HEC-I0MMKY CHCTEMBI,

12. Kommionents! pyrkiponansaocta CIJIL.

13. Yipasnenue JOKyMEHTaMU B XPaHUITHIIE.

14. [Touck TOKYMEHTOB.

15. MapmpyTH3anusi 1 KOHTPOJIb UCTIOTHEHHA.

16. OT4eTsl. ATIMUHUCTPHPOBAHHUE.

17. Metoas! copTupoBkH n0KymMenToB B CDJI.

18. Ocuosusbre pynkuuu C3J1, Tunossle Tpebopanns k COJI.

19. [IpeumymecTBa BHEAPEHHS CHCTEMBI JJIEKTPOHHOIO JOKYMEHTO060pOTA.

20. ITpnunHEl aBTOMaTH3aKK. BBIGOp CHCTEMB! aBTOMATH3ALIUH.

21. Bapuantel pemieHWs 3a1ad  ABTOMATH3AlMU JOKyMeHTooGopota. I[IpoGrnema emmHcTRa

uH(opManmoHHO# cucTeMbl B uuTerpamun COJ1 B uHGpacTpykTypy KopnopatusHoi MC.

22. Kparkuit 0630p phIHKa ¥ KnacCHpuKaLms miaTdpopmM, TpeACTaBIeHHEBIX Ha pBIHKE.

23. QakTOopkl, BIUIONIHE Ha BEIOOP 6a30B0i MmI1aThOpMBbL.

24. ECM-cucTeMbl.

25. BPM - cucreMsl.

26. OteuectBernsie CO]I.

27. Lotus Notes.

28. ®axrop Microsoft SharePoint.

29. loacrcTeMB! aBTOMATU3aLAN JOKYMEHTOO00POTA.

30. CucTeMbI aBTOMAaTH3ALMU 1ETOIPOUIBOCTRA.

31. Iloacucrema apxmBa JOKYMEHTOB, YIPABICHHS KOHTEHTOM M CPEACTBA CTPYKTYPH3ALUH.
Bonpocw! k 3auemy:

[MpenmyinecTra nepexosa Kk 6€30yMakHON TEXHOIOTHH.

OKOHOMHYECKas chcTeMa, e¢ QYHKIMM 1 CBOMCTBRA.

JoxyMenr.

JOKyMEHTOTIOTOK U JOKYMEHTOOGOPOT.

HopmaTusHo-IpaBoBas 6asa 1eonpon3BoICTRA.

ApXUBHOE XpaHeHHE.

DNeKTPOHHO-IIH(POBAS TIOIIHUCE,

Cucrembl IOKyMeHTaMOHHOIO obecteyenus ynpasnenus (CIOY).

Oprauu3aiuoHHO-PacIOPSAUTENbHBIE JOKYMEHTEL.

10. ©opmupoBaHKe H XpaHEHHE apXuBa JOKYMEHTOB.

11. UndopmannonHas cucteMa.

12. AsToMaTH3HupOBaHHbIE paboune MecTa.

13. ITonstue ICY I, NIpUHITHIIL! CO3/IaHAS.

14, DneKTPOHHEBIA JOKYMEHT.

15. Knaccuduxanus cpeners asromarusamuy cosgamms DI,

16. Cucrems! pazpaborku ],

17. Knaccnuxarus JOKyMEHTOB MPH IIEPEBOJIE HX B 3JIEKTPOHHBIH BUJT,
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18. DTansl nepeposa JOKYMEHTOB B 3JIEKTPOHHBIH BUJL.
19. TpeGopanusi, mpenbspnsemeie k CMB. Xapakrtepuctnka cuerem FineReader Cognitive
Forms,
20. Cucrema ymipaBiieHuUst 3MIEKTPOHHBIMU TOKYMEHTAMU.
21. Metozs! noucka HHGOPMAIIHH.
22. Knnaccudukarus U XapakTepucTHKa ciucteM EDMS.
23. Dransl passutus COJI.
24. Kimaccwt COJI 1 MX XapakTepUCTHKA.
25. CoBpemennsie kommekcuble CIJI.
26. Knaccuduxanns ¢pyuaxmmit CD/I,
27. CpaBuenne CO/I.
28. Kpunrorpadus B 3leKTPOHHOM JOKYMEHTOOO0pOTE.
29. TpeGopanus, NpeapABISEMbIE K KPHITOCHCTEMAM.
30. lIupoBanue MOTOKOB AAHHBIX.
Tembl 1 HalIHCAHUS KOHTPOJBLHBIX padoT
1 OcHoBHBIC TOHATHSL, KITACCH(PUKALUS JOKYMEHTALHHI
2 PekBusnThl 10KyMeHTOB, HX odopmieHue. TpeGoBanus K TeKCTy Cyke6Horo JOKYMeHTa.
3 Opranusanus paGoTs ¢ JOKYMEHTaMH CIIyKObI A€TONPOU3BOACTRA.
4 CucTeMa OpraHU3alMOHHO-PACIOPAIUTEIBHOM TOKYMEHTAITHH, €€ CONEPKAHUE U MTOPSIOK
o(opMIIEHHS OTACTBHBIX BUOB JOKYMEHTOB,
5 Buzsl HHQOPMANHOHHO-CIIPABOYHEIX JOKYMEHTOB, HX HA3HAYEHHUE U TIPABHIIA COCTABIIEHUS
6 CucTeMBbl 51IEKTPOHHOTO IoKyMeHT0060poTa. Crienuduka BHCIPEH!S CHCTEM DJIEKTPOHHOIO
JOKYMEHT0000pOoTA.
7 OcHoBHbIE TPeGOBAHNA K CUCTEME ATEKTPOHHOTO IoKyMenTooGopora (CDJT).
8 Hactpoiika cuctemsl DocsVision
9 PaBora co cpaBouHHKaMU
10 Pabora ¢ noxymentamu B cucreme DocsVision
11 Pabota ¢ xapToukoii
12 Pabota ¢ yBemoMIeHUsAMH
CamocrosTerbHast paboThI CTYAEHTOB
Camocrosrensnas pabora CTY/ICHTOB [pPE/ANONATAeT HW3YYEHHE TeOPETHUECKHX
TIOJIOKEHWM JHCIHILIMHBIL, paboTy ¢ MTepaTypoil M, Kak CIeCTBHE, MOArOTOBKY NOKIAIOB U
NPE3eHTAMH Ha NPEIIOKEHHbIE BOTIPOCHL:
1. M3 Kakux 3;1eMeHTOB COCTOUT HOPMATHBHO-TIpaBOBas Gaza JIeJIonpoN3BOACTBA?
KakoBbl 0COGEHHOCTH apXHBHOTO XpaHEeHUs JOKYMEHTOB?
Kakue ¢pynxuun spmonnser COJ1 Ha npeanpuaTun?
Kakue 10KyMeHTBI Ha3blBAKOTCS OPraHU3alHOHHO-PACTIOPAINTETEHBIME?
Kak xraccupuuupyroTes oprann3aioHHO-pACTIOPSANTENBHBIC JOKYMCHTHI?
B uem 3aKmoyaroTes 0co0eHHOCTH XPaHEHUS JOKYMEHTOB B apXHBax?
Yo Taxoe unopManHoHHas cucTeMa?
Kak xapaktepusyercs cTpyKTypa HHQOPMALMOHHON CHCTEMBI?
9. Kaxkue 3agaun HeoOxoanmo pemars npu BHeapenun CHJI?
10. Kakne cyniecTByIOT BUABI SJICKTPOHHBIX JTOKYMEHTOR?
11. Kakum 06pa3om IpoucxoauT GopMHUpPOBaHHE dIEKTPOHHBIX JOKYMEHTOR?
12. Kakre cpeacTBa aBTOMATH3AUMM TIPUMEHSIOTCS IPH  CO3AHHH HIIEKTPOHHbBIX
JTOKYMEHTOB?
13. Kak knaccHpuuupyroTcs JOKYMEHTBI IPH TIEPEBOIE HX B JIEKTPOHHbBIH BHJI?
14. Kakue 0CHOBHBIE 3Tallbl HEOOXOIMMBI JUTA IEPEBOMIA IOKYMEHTA B JJIEKTPOHHBIA BHI?
15. B 4eM 3akmovaroTCs OTIIMYUTENBHBIE 0COOCHHOCTH PA3/IMYHBIX CHCTEM pacrno3HaBaHwusI
JOKYMEHTOB?
16. Uro Takoe crucTema ynpasieHnsa JOKYMEHTAMH?
17. Kakum 06pa3oM OCyIecTBIsIeTes KIaccHOHKALHS METOI0B TOMCKA nHbopMaruu?
18. VI3 xaxux 31anos coctout ueropus passutus COJ[?
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19. Ha xakue knacce nogpasuenstores CIJ1?

20. Kakue knaccer COJI sipnsiotest HanGoiee mepereKTHRHEIME?

21. B uem npeumymectBo kommuekcHbx COJ1?

22. B 4eM OCHOBHOE 3HAYEHHE 3alMTHl HHPOPMALMH B STEKTPOHHOM JOKYMEHTO0GOPOTE?
23. KakoBpl cBOHCTBA GE30IaCHOT0 3EKTPOHHOrO JOKYMEHT0060poTa?

24. Kak ocymecrsnsercs mu@posanne GOIbIIMX COOOIIEHUH U TOTOKOB JaHHBIX?

25. Kakue riiaBuble TpeGOBaHHS K KPHIITOCHCTEMAM [IPEABSBIISIOTCS B HACTOSLIEE BpeMs?

7. YYEBHO-METOJAHWYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHUE
JUCHHUILIIUHLI
a) OCHOBHAsl JIMTEpaTypa:

1. I'punbepr A.C. JloxymeHTaumonroe obecueueHne ynpapienus [DIeKTpoHHBIN pecype]:
yuebnux/ I'punbepr A.C., T'opGaues H.H., Myxamermuna O.A.— DICKTPOH. TEKCTOBBIE
JaHHble.—  M.: IOHUTU-ITAHA, 2012— 392 c¢—  Pexum  gocryna:
http://www.iprbookshop.ru/10497.— 3BC «IPRbooks»

2. Kysuenos, 1. H. Jlenonpoussozncrso [Snexrpounsiii pecypce] : VueGHo-crpaBouHoe mocobue /
M. H. Kysneuos. - 6-¢ m3a., nepepa®. u jgom. - M. : U3nareiscko-Toprosas KOpIOpaLius
«Jamxo u K%, 2013. - 520 c. - ISBN 978-5-394-01981-4. — Pesium JocTyma:
http://znanium.com/bookread2.php?book=414939

3. 3aitues, A.B. Undopmarimonnbie CHCTEMBI B npogeccHORANIBHOM
AeATEeNBHOCTH [DNeKTponHbIi pecype] : Yuebroe nocodue / A.B. aiines. - M.; PAIL 2013. -
180 C. - ISBN 978-5-93916-377-4 - Pesxum JocTyma:

http://znanium.com/bookread2.php?book=517322
0) momosHUTENBHAS TUTEpATYpA:

1. Pomanos [I.A. TTpaBza 06 31eKTPOHHOM JOKYMEHTO060pOTE [DNeKTpoHHEIH pecype]/ Pomanos
H.A., Unenna T.H., Jlorunosa A.IQ.— DjeKTpoH. TEKCTOBBIE MaHHbie.— M.: JAMK Tlpecc,
2008.— 224 ¢. — Pexum goctyna: http://www.iprbookshop.ru/7633.— DBC «IPRbooks». 110
IapoJto

2. Kondunenmmansuoe IeTONPOU3BOACTEO M 3alIMIICHHbIH 3TeKTPOHHBI JTOKYMEHTO000pOT
[OnexTponnsiit pecype]: yuebunx/ H.H. Kynser [u ap.].— DIeKTPOH. TEKCTOBbIC JAHHLIE.—
M.: Jloroe, 2013.— 452 c.— Pexum nmocryma: http://www.iprbookshop.ru/9083.— DBC
«IPRbooks»

3. Cenuenxo I1.B. JlokyMeHTalMOHHOE 00ECNEYeHHE YIIPABICHUECKNX perneHuii [DIeKTpoHHbIi
pecype]: y4ebHoe mocobue/ Cenuenko I1.B., Exmakos FO.I1., Kupuenko B.E.— DneKTpoH.
TCKCTOBbIE JaHHble.— ToMck: TOMCKHI rocynapcTBEHHBIH YHUBEPCUTET CUCTEM YIIPABICHHS
H  pamuosneKTpoHukd, Oiab  Konrent, 2011.— 142 c¢— Pexkum Jlocryma:
http://www.iprbookshop.ru/13879.— 2BC «IPRbooks»

4. Ucaxosa AWM. MHbopManroHHblE TEXHONOTHM [DNEKTPOHHEI pecype]: yuebuoe mocobue/
Ucakosa AWM., HcakoB M.H.— DiekTpoH. TeKcTOBBIE maHHBIE— Tomck: Tomckmif
TOCYIapPCTBCHHBI YHHBEPCHTET CHCTEM YNPABICHUS M PagHOIIEKTpoHnkH, Dip KoHTewr,
2012.— 174 c.— Pesxum pocryna: http://www.iprbookshop.ru/13938.— 9BC «IPRbooks»

B) IEPHOTHYECKHE H3/[AHHS:
http://ecm-journal.ru - Baxnoe 06 37eKTPOHHOM JOKYMEHTOOOOpPOTe U yIpaBIeHWH
B3aUMOJICHCTBUEM
I') HHTEPHET-PECYPCHL:
www.docflow.ru,
www.evfrat.ru,
www.docsvision.com,
WWW.e0s.1u,
www.boss-referent.ru,
WWW.cognitive.ru
8. MATEPUAJIbHO-TEXHUYECKOE OBECITEYEHUE JUCIIUAILIAHBI



J1si MpoBerieHus NEKIMOHHBIX 3aHATHH HEOOXOAMM MYILTHMEAMMHBIN IPe3eHTAHOHHELI
IPOEKTOpP, TMEPEHOCHOH 3KpaH, HOYTOYK, J0cKa HacTeHHas. Bcee mpakTmucckue u mabopaTopHbie
3QHATHS TPOBOAATCA B KOMIBIOTEPHOM KIACCE, OCHOLICHHOM MPOCKTOPOM, 3JKpaH HACTEHHbI
pynoHHeld, HOyTOYK, IIK, B KOTOpHIX OCHamleHb! nuueH3uOHHBIM [10 Microsoft Windows 7,
Microsoft Office 2007 (2010), a Tak e cneUHaTU3HPOBAHHBIM TPOTPAMMHbIM 0GeCIeYeHueM.
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1 IIEPEYEHb KOMITETEHLIUN, ®OPMUPYEMBIX B [TPOIECCE OCBOEHUA
AVCLUTUIMHBI Y TUTAHHUPYEMBIE PE3YJIbTATBI

OCYILECTBIATh
AOKYMEHTALHOHHOE
obecmeuerue
YnpaBieHYECKOH
OeATENLHOCTH

Kougi
KOMTICTEHLIM KommereHim [Tnanupyemsle pesyanTaThl
no OIoC
OK-12 CrocobHocTe pabotats ¢ | 3WATH:
pasIMUHBIMU — OCHOBHBIC MOHATMA W COBPEMEHHBIE NPUHLMUMLI PaboTH
ZeioBol WHpOpMaLMeH, a Takke UMeTh TPEiCTABICHMUE O
HCTOYHHKaM | .
KOPHOpPaTHBHBIX  UHGOPMALMOHHBIX CHCTEMax W Gasax
unQopmaumy, nasHeix (OK-12);
HIOPMALHOHHBIMK — COBPEMEHHBIE TEXHO/IOTHH ABTOMATH3ALIMH
pecypcamu u JOKYMEHTO000POTA H NeNONpPOM3BOACTRA, HX 0COBCHHOCTH.
TEXHOIOTHAMH, MPHMEHSTh KTaccupUKaLUI0 M OCHOBHbIE XapakTepUCTHKH  CHCTEM
T METOB, SJCKTPOHHOTO  IOKYMEHTOODOPOTa, MPEeACTABIEHHBIX  Ha
poccuiickom peirke (OK-12);
cnoco0bl W cpemcTRa " -
~ OCHOBHbIe BOIPOCHI OpPraHn3auum 3NMEKTPOHHOTO
nony4eHus, XpaHeHus, AOKYMEHTO0OOPOTA, B T.4. NOHATHE 10KYMEHTA, 610 CBOWCTBA,
HOMCKa, CHCTEMaTH3alMH, BUIE! W NPH3HAKK KIACCH(hpMKALMM, OCHOBHBIE TpeBoBaHus
obpafoTkn ¥ mepenaun CTaHIapTH3ALHT H YHUUKAUMH OOKYMEHTOB,
MHbOpPMALUH cnocobeTByOmMe NOBEILIEHNIO a3 perTHBHOCTH
(YHKLMOHMPOBAHKA CHCTEMBI YIIPaBNEHMS opranusaLme:
[TK-44 CIocoGHOCTL (LI}
YmeTh:

— paboTark ¢ 3AEKTPOHHBIMHM TOKYMEHTAMH, CO31aBas VCIIORMS
AN ONEpPaTHBHOTO W KAYECTBEHHOIO  COCTABJICHMS.
WUCTIONIHEHHA, XPAHEHUA M OLICTPOrO MOWCKA HYHHBIX
noxymeHToB (OK-12)

—HCIO/b30BaTh TIONYYEHHbIE 3HAHMUA, HABBIKH H YMCHUA [Uid |
topmupoBanmsa " pPasBUTHA MPO(ECCHOHATBLHBIX
KommeTeHUnH (OK-12)

— OpraHH30BLIBATE KOMAHIHOE B3aWMONESHCTBHE ANA PEUICHHs |
ynpasichueckux 3anau (ITK-44)

—NPUMEHATE OPH PELIEHMM TPUKIATHBIX YIPaBICHUECKHX
33034 COBPEMCHHBIE HHOOPMAUHOHHBIE TEXIIOJNOTHH LTS
NMOMCKA, NPOXO#IEHHMS, 00paboTKH, ydeTa U pacchuiku
AOKYMEHTOB BHYTpH opraunsauuu ([TK-44)

—OCYLICCTB/IATL KOHTPOJIL 3@ CBOCBPEMEHHBIM HCMOJHEHHEM
TMOpYYeHHH M YKA3aHUIA pPYKOBOACTBA ¥ BbILIECTOSIINX
OpraHu3alui, oOpaileHni rpaxaan 1 opranusauuit ([TK-44)
Bnaners:

~ OCHOBHBIMH ~ METO/IaMHM,  crocobamMu W CpeacTBamu
obecneueHus COXPAHHOCTH, Y4e€TA H  HCIOJb30BAHMS
HCXONALMX H BHYTPEHHHX JOKYMEHTOB: perucTpalyi,
MONCKA, TMOMYYEHHA, XPaHEHUdA, H3NAHMA, PACCLIIKK M

00paboTKH 3/IEKTPOHHBIX JIOKYMEHTOB, a TaKiKe POBEPKH
NPaBHIILHOCTH U CBOGBPEMEHHOCTH MX HCHonHeHUs (OK-12)
— HaBBIKAMH JEI0BbIX KOMMYHHKatHi ([TK-44)

(]




2 [IACIIOPT ®@OHJTIA OITEHOYHbIX CPEJICTB

@oH oneHounslX cpepctB (OOC) mis TEKYLICTO KOHTPOIA YCIICBAEMOCTH H
IIPOMEXKYTOUHOH ATTECTALHNH 110 JUCLHILIUHE « DNEKTPOLLHBI JOKYMEHTO000pOT» pazpaboTan B
COOTBCTCTBHH ¢ pabouch mporpammoit, Bxosgieii 8 OITOI crermuaisHocTi noaroTosku 38.05.01

«IKOHOMHYECKAas OesomacHocTh)

Cricuyanu3auus

IKOHOMHUYECKON 0e30macHoCTHY.

«IKOHOMHKO-[1PABOBOE

obecrieyecHHE

Ne Bua yueGuerx Kon xorTponupyemoit
s L KOHTpOIIPY Dopma peallu3aiy KOHTPOIS
n/m 3aHATHN KOMIIETEHIIMM (UTIH €C YaCcTH)
1 Jlexrun PeATuHI-KOHTPOIIE, 3AYCT,
HIKAJTBl OLLCHUBAHUS
2 [IpakTH4ccKue OK-12. [TK-44 3ajanms, mKaia OleHUBaHUs
3aJaHUs ? | Pe3yNbTAaTOB BBIIOTHEHUS |
3 CamocTosiTensHast 3amanus, MWKata OLeHUBAHHS
pabota cTyIenToB PE3YNBTATOB BLIIOIHEHHS

Onerounste cpenctBa ®OC npemuasHauensr s arTecTaunu o0yuarommxcs Ha
COOTBETCTBHE HX ICPCOHANBHLIX NOCTHKEHMH MOITAlNBIM TPeGOBAHMSIM 0bpasoBarebHOM
IIpOTPaMMEL, B TOM HYHCJIe padO4eh MPOrpaMMBl JIMCIHITHHELL, [ ONCHUBANS PE3yIbTATOR
00y4eHHs: 3HaHUM, yMeHUH, BlageHnii u YPOBHS IPUOOPETeHHBIX KOMIIETCHIIMHA,

3 IIEPEYEHB HCTIOJIb3YEMBIX OIIEHOYHbBIX CPEJCTB

@opma peanuzanuu
KOHTPOJIs

Kpatkas xapakrepuctuxa
coliepkanus pOpMbI KOHTPOIIS

I[Ipeacrasnenue
OLIEHOYHOT'0

cpejictea B ®OC

1 2 3
OcHoBubIe (st IpoMesRy TOUHO arrecTaumu)
3auer CpeicTBO  KOHTpOIS  yCBOEHHS ydebHoro | Bompocs k 3auety.
Marepualla AUCLMIIIMHBL, OpPraHU30BaHHOE B
BUIE  colecemoBauMs  mpenojaBatens  c
obygaromumucs. 4‘

KocBennbie (Juist Texymero KOHTPO.I51)

Pelfraur-xoutpons

Ilepedens BonpocoB u 3amanuii, 103B0ATOIIX

@onx Bonpocos Ha

kadectBe CPC

pabory.

U3MCPUTB  ypOBeHb  3HaUWH W  yMmeuwit | peifruur-

OOyuarolieTocs, IOTYYeHHBIX B pesybrare KOHTPOJTH.

M3YUCHHS MaTepHama TeMbl HIM  pa3jlelioR

JUCITHITHHBL,
3ananus (k Dopma KOHTPOIIst [T AEMOHCTpALHM Komimexr
NPaKTHYECKUM CTYICHTOM 3HaHHW, BEIPAOOTAHHBIX B KOHTPOIBHBIX
3aHSATHSIM) PE3yIbTaTe TEOPETHYECKOTO 00yYEeHUS 3aJTaHui 1o

YMEHHUH PUMEHSTh HX HA IPAKTHKE, BapUaHTaM,
Bemomnenne Hpoxyxr camocrosre Ol paboTh CTYICHTA, BapuanTtsl _‘
KOHTPOJIbHOMI TIpe/ICTaBNAIONMI cOO0H odopMrennyo KOHTPOJIBHOH
paboTHI B COOTBETCTBYIOIMM 00Pa3oM KOHTPOIBH YO pabotsbr, ‘




4
4 KPMTEPAY OLIEHKU ITPU PEAJTU3ALIN MCIIOJI3YEMbIX ®OPM KOHTPOJIS

4.1 Pacnpeneienne 06aa10B IS HNPOMCKYTOUHOM aTTeCTAUNH 3HAaHHE (3ader) (B
cooTBeTcTBHU ¢ IlosoikeHHeM 0 pelTHHIOBOI cHCTeMe KOMILICKCHOI OLEHKH 3IHAHHUH
crynenros Bal'y)

IlpoMexkyTounas aTTecTanms O MTOTAM OCBOSHMS AHCIUMILIHHEL (3auer) HpoBOAMTCH
[IEPEIL HAATIOM IK3aMEHALMOHHOH CeCCHU. 3a4eT IPOBOMUTCA B (JopMe coBeceIOBaHUs «BOMPOC-
oTBeTY. CTyIeHTY HEOOXOIMMO BEpHO OTBETHTE Ha JBa JIOGKIX BOIpOCA H3 IIEPEYHS 3a4ETHBIX
BonpocoB. Ilpu sToM yunreiBaeTes paGoTa crysenta B cemecTpe, T.e. Gamibi HaOpaHible 3a TpH
PEHTUHT-KOHTPOIIs, 6amiel 3a Bemonnenne CPC, a Tak ke MoceIaeMocTh 3aHsTHiL

-
Ouenka
B Dajax

Ouenka 3a
OTBeT Ha Kputepuu omieHuBanms KoMIeTeHLUH
JK3aMEHE
61-100 «3a4TeHO Cryznenr nokasbiaeT TBEpIOE 3HAHNE MaTepHaa, IrPamMoTHO U
BanoB MO CYIIECTBY M3Jara€T €ro, He MAOMycKas CYLIECTBEHIILIX
HCTOYHOCTCH B OTBCTE HA BOIPOC, TMPABUIBHO IPUMEHSET
TCOPETHYECKHE [ONOKEHHUA TIPU DPEHICHUH NPAKTHUCCKUX
BOIIPOCOB W 3aJlay, Biaj/leeT HEOOXOAMMBLIMH HaBbLIKAMH U
lpueMaMi  MX  BBITOJIHEHMS,  JOTIyCKass — HEKOTOpble
HETOYHOCTH,  JCMOHCTPHPYET  JOCTAaTOUYHLIH  YPOBCHb
OCBOEHHS Marepuana, WHOPMAIIHOHHOH U
KOMMYHUKATHBHOH KyJdbTYypbl H B LEIOM MMOTBEPIKIAE]
OCBOCHHE KOMIETEHIIHH, [IPETYCMOTPEHHOM IPOrpaMMoi,
0-60 «Hezaurenoy CTymeHT He 3HaeT 3HAYMTENBHOM HacTH MPOrPAMMHOIO
BannoB Marepuana (menee 50% npaBUIbHO BBITOTHEHHEIX 3a1aHHil OT
obuero odbema paBoTer), JomycKaer CYIIECTBCHHbIE OTITHOKH,
HEYBEPEHHO, C OOIBLIMMH 3aTPYAHEHUAMH BBIIOIHIET
OpakTH4YecKHe  paboTbl, He IMOATBEPKIACT OCBOCHUE
| KOMIOCTCHUMH, TTPEJyCMOTPEHHOM IIPOrpaMMoH,

Ilepeuens BOIPOCOB AN MPOMEKYTOUYHOH aTTeCTaIHuU (3auer) mpusencH B pasjeie 6
«OUeHOYHDIC CPENCTBa ISl TEKYIIEro KOHTPOII YCNEeBaeMOCTH, IPOMEKYTOUHON aTTecTallui 110
UTOTaM OCBOCHHS JINCLHUTUTAHBL U y4eOHO-METOAnYeCKOe 0DeCIeueHHE CaMOCTONTENLHO paboThbl
CTYACHTOBY» paboueil NpOrpaMMBl IMCLMILIMHBI «DJIEKTPOHHBIH noxymenToobopotr» (38.05.01
OKOHOMHYECKAs  0e30MacHOCTh  CIHEIHALM3AIHS «DJKOHOMHKO-TIPABOBOE  o0ecneucHue
SKOHOMHYECKOMH Oe3011acHOCTHY ).

4.2 Pacnpeesenne 6a/u10B TEKYIEro KOHTP OIS 10 BHAAM Y4eOHBbIX paboT UIs CTY/1eHTOB
(8 coorBercTBHY ¢ [ToT0KenHeM 0 PETHHIOBOI CHETEMe KOMILICKCHO OICHKH 3HAHHMI
cryaentoB Bal'y)

Pelitunr-korTpons 1 3ananue u3 8 Bormpocos (14) Ho 15 6amnos
PelftuHr-KOHTPOITE 2 3ananue u3 8 Bonpocos (15) o 15 Ganmos
PeliTHHT KOHTpOJH 3 3apmanne u3 8 Bonpocos (31) o 30 Gamnos
[Mocemenue 3anaTuii AKypnan Jlo 5 6anos
CTYZ€HTOM

bonycHbie Gannnt 3a Jo 5 damnos
aKTUBHYIO paboTy B ceMecTpe i
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[
Brmonnenue cemectpoBoro Brmmonnenne 3aganuii | o 5 Gawtos
I1aHa TIPaKTHYeCKUX paboT MNPaKTHYECKUX 3alisTHI
Bemonserune cemectposoro Odopmrennas caMocTosTeIbHAS Ho 25 basmor
TIJIaHa CaMOCTOSTEILHOM pabota
paboTbi |

4.3 KpurepHu oLeHKH 1151 TEKYIEro KOHTPOJIsI ycBOeHHs y4eOHOr0 MaTepuaia

ITepeucHs Bonpocos 1 nposesenus Tekymero koHTposs (1-3 PEHTHHI-KOHTPOIIN) TPHBEAEH B
pasziene 6 «OLeHOYHBIE CPEACTBA UM TEKYWIEro KOHTPOJS YCIIEBAEMOCTH, IPOMENKYTOYHOH
aTTCCTAllMd [0 HUTOraM OCBOCHHSA [JUCHMIUIMHEI H y4eOHO-METOMMYECKOe ObecleycHue
CaMOCTOATENIBHOH paboThl CTYNEHTOBY» pabodell nporpaMMbl AHCLHILTHHbL «DNeKTPOHHBIN
IokymeHToo60opoT» (38.05.01 DkoHOMUYECKas 6GE30MACHOCTb CHENUANH3ALUS « IKOHOMHAKO-
IpaBoOBOE 0beCneYCHHE IKOHOMUUECKON Ge30macHoCTy ).

LIkana oyenuganun pesyismama mexyuiezo KoHmponn

Ouenxa B Kputepun
Dammax
13-15 1) TOAHBIA OTBET Ha [I0CTABIEHHBIH BONPOC;

2) yxa3aHHE TOYHBIX HA3BAHUI W OIPECIICHMUIA;

3) upaBuiblas GopMyIHPOBKA NOHSTHI H KATErOpHil.

10-12 1) HemoCTaTOYHO MOIHOE PACKPHLITHE TEMBI;

2) HecyllecTBEHHbIE OLUUOKH B OIpeIe/IeHUH MOHSTUI 1
KaTeropui, GopMynax, Kap/IMHATLHO He MEHSIOLIHX CYTh H3JIO0KEHUS:

3) HanMYKe HE CYMECTBEHHBIX MPAMMATHYCCKUX U CTHIMCTHYECKHX OLAGOK U

ap.

6-9 1) oTpaxeHue UL OOIIErO HANIPABICHUS PACKPBITHS TEMBI;

2)  HaIMYHe 0CTATOYHOIO KONWYECTBA HECYILeCTBEHHBIX HIIH OJLHOH-IBYX

CYUIECTBEHHBIX OIIHOOK B  ONPEACIEHHH [OHSTHI U KaTeropuu,

(hopmynax u 1.11.;

3) HaJTHYHE CTHIIMCTHYECKUX ONIMOOK M JIp.

Mesnee 5 1) HEepacKkphITHIE TEMBEL;
2) OOJIBIIOE KOJNHYECTBO CYIIECTREHHBIX OHrudoK;

4.5 Kpurepnu ouenku BbITOIHERHS CEMECTPOBOI0 MIIaNA aabopaTopHore mpakTukyma

I[Tepedyenrs npakTHYECKUX 3aaHUH:

* [IpakTuyeckas pabora Nel. OPIAHU3AIIMSI HUHOOPMALIMOHHO-
HOKYMEHTALIMOHHOI'O OBECIIEYEHUA

o [IpakTHueckas pabora Ne2. JOKYMEHTAIIMOHHOE OBECIIEYEHUE
IPENITPUATHSA. TPEBOBAHUS K JIOKYMEHTAM

* [lpakruyeckas paGora Ne3 TPEBOBAHUS K BJIAHKAM. MOAI'OTOBKA K
COCTABJIEHMIO JOKYMEHTOB

o [Ilpakruueckas paGora Ned OCOBEHHOCTU CUCTEM SJIEKTPOHHOI O
HOKYMEHTOOBOPOTA



6

¢ [lpaxtugeckas paGora Ne5 «EJJMHOE OKHO» JUTA JOKYMEHTOOBOPOTA C
['OCYJJAPCTBEHHEIMU OPI'AHAMU BJIACTH.

LIxana opmuposanun oyenxu soinonnenun naana

i Ormenka B 6a1ax

Kputepuu

5

BrmosHens! Bee yHKTE 3aiaHust, CTYIEHT CyMelT PACCUNTATD
BpeMsl, HEOOXONMMOE [T BBIMOJHEHHS 3aJdaHUS, HYETKO |
[IOHAMaeT ¢ro uesab. PaboTta BRIIOAHEHA ¢ MHUHUMAILHOM
TIOMOI1BI0 UJTH Oe3 Hee;

CBOGOAHO HCHOMB3YeT MOMyYeHHBIE paHee 3HAHMS U3
JEKLHOHHOIO Kypca;

[Ipy DOATOTOBKE W BLIMOJNHEHMH 3aJaHUH  UCIOIB3IOBALL
AOCTaTOYHEI O0beM HeoOXOAMMOH Hayuno#, yueOHOI,
CLIELUaIbHOM H HOPMATUBHOM JIMTEpaTyphl;

Msnoxenne — Texcta  uMeeT  XOPOWIO  BBIPAYKEHHBIH
aHAIUTHYECKU I XapakTep, BbIBO/TBI KOHKPETHBI, |
CYLLECTBEHHBI;

Bcee pacueTs! BbIOTHEHBI 663 OLINOOK;

Ob6mias rpaMOTHOCTE B IOCTPOEHHH (Bpas, JAIOTCS CChLTKH 1ia
HCTOYHHKH UH(POPMALIHH,

CrysenT monumaet cBs3b (OPMBI M CONCPIKAHNL Xopotuas
rpaduka, cob1r0/IeHUe CTAHAAPTOB.

BhImonnensl Bee nyHKTE 3a/1aHus, CTYIEHT CyMen paccuuTaTh
BpEMsl, IICOOXOAMMOC 7Sl BBIIOJHEHMS 3aJaHMs. YCTKO
TTOHUMACT ero meib. Pabora BEBINOAHCHA ¢ MHHMMAILIIONH
IIOMOLLLIO;

Vcnonbsyer momyueHHble padee 3HAHHS W3 JICKITHOHHOTO
Kypca;

IIpu moaroroBke u BHIIOJIHEHHH 3a7aHUi HCIOIB30BaTaCh
CreyalbHas H HOpMaTUBHASL JINTEPATYpa;

Hsnoxenue  TeKCTa  XOpOIUEE,  BBIBOJIbI KOHKPETHBI,
CYILECTBEHHBDI;

Mestkne ommOKU NPH BLINOIHEHHH PACYCTOB;

O61ast rpaMOTHOCTE B [IOCTPOSHHH (bpas, paroTcs CCHUIKK Ha
HUCTOYHMKH UHPOPMAIIHH;

Xopomas rpaduka, codTHOIEHNE CTAHIAPTOB.

Brimonsensl He Bee MyHKTHI 3adaHus, CTYAEHT HEe CyMel
paccuuTaTh BpeMs, HeOOXOAMMOe JUIst BEINONHCHHS 3a/aliysi.
HO IHOHWMaer ero menb. [Ipw  BbIMoNHEHHU padoTeI
TpeboBanach MOMOLIB TIPENOIaBATETS.

ITpocnexuBaercs 3arpyanenue B HPUBJIEYCHUHU TIOJIYYCHHDLIX
paHee 3HAHHH M3 COOTBETCTBYIOLINX KYPCOB JLLs pelueHus
KOHKPETHBIX 3aTaHHIi;

[Ipy moaroroBke u BBITIOTHEHHHM KYPCOBOTO  TIPOEKTA |
HeoOXoguMas — maydHas, yveGmas,  creupagbuas  ©




HOpMAaTUBHAS JIMTEPATYPa HCTONL30BANACh B HCIOCTATOYHOM
o0beme;

4. Obmas 6e3rpaMOTHOCTD TEKCTAd, HEYMEHHE TI01L30BATHCS
Ipo(eCCHOHANLHON — TEPMUHOIIOIHEH, OTCYTICTBHUE YacTH
CCBIIOK Ha UCTOUHWKH,

OmubKu TIPY BBEIMONIIEHUH PACUCTOR; .

6. Bremonnenne rpaduueckoil YaCTH U MOSCHHTENBHON 3aIUCKH
C  OTCTYyIUICHMSMH  OT  CTalgapToB M HeOPCKHLIM
o(opMIIeHHEM,

Menee 3 1. Jlemonctpupyer nojHoe 6e3pasnune K BITOIHACMOH paboTe.
Tpebyer mocTosHHOTO MABJICHHA AN peaTn3alluu 3afanus. |
Tpebyercs nononmmmrensHas mpoBepka, MOATBEPIKIAIONIAs
CaMOCTOSTC/TEHOCTE BBIIOTHCHUS PadOThI

2. HcnonpzoBaHHas uHGOpPMALMS U HHBIE JTaHHbIE OTPBIBUCTHI H |
BTOPOCTENEHHBL llonyyenHesle pesynbTarsl He BHYINAIOT
AOBEPHUsL M TPeOYIOT TOCKOHATHEHON MPOBEPKH

3. He cnocobeH mpuBicds nomydeHHsie paHee 3HaHHS (Jgaxe
II0CJIC KOHCYNBbTAlMM) H3 COOTBETCTBYIOLIMX KYPCOB JUisl
pemennus KOHKPETHBIX 3414 1IPH BEINIOJIHCHUM 3aIaHii,

4. Texer pacnibIBYaT, MHOTO 3aWMCTBOBAHHIL, AHAIM3 W BbIBOJIBI
OTCYTCTBYIOT, JIMOO Upe3BLIYAiHO TOBEPXHOCTHBL.

5. OOwas 6e3rpaMOTHOCTh TEKCTA, HEYMEHHC [0Mb30BATHOS
npoeccHOHaTBHOM TEPMUHOIIOrHEH, OTCYTCTBHE CCLLTOK Ha
UCTOYHHKHA

6. Bbinonaenne rpaduueckoll YaCTH U MOSCHUTENLHOMN 3A1IHCKH
HE COOTBETCTBYET cTanaapTam. Odopmirenue B BuICIIe
CTeneHn HeOpexHoe.

4.6 Kpurepun onenxu pesy.israra pagorn CTYACHTA NPH BLUIOAHEHHH CAMOCTOHTEIBIION0
Jaganasg

lllkana ouenusanun Kauecmea GvINOAHENUA CAMOCHIOAMETLHO0 3aoanun (pewernue
IKOHOMUYECKOU 3a0auu)

Ouenka B aiax ] Kputepuu

25 1) 9ETKHH OTBET Ha TEOPETHUECKHH BOMpoc.

2) [Ipe/uToAKeHa O0CTaToOuHO 3()(CKTUBHASA ¢cXeMa aBTOMATHAAITIH
AOKYMEHTOO00POTa B OpraHU3aIliy;

3) CaMOCTOATCITBHOCTD BBIIOITHEHHUST IIOCTABJIEHHOI 3a/1auu

4) HCIIONIb30BaHUE  NONONHHUTECABHOM JMTEpaTyphl M HHBIX
MaTepHaioB U JIp.;

5) BBICOKOE KayeCTBO O(OPMIIEHHS HOMYUEHHBIX PC3yIETATOR,

18 1) HelocTaTOUNO YeTKOE OTBET Ha TEOPETHYECKU I BOIIPOC;

2) HeCyTIeCTBEHHEIE OIMUOKH B NPEJUIOKCHHOMR cxeMa |

| aBTOMAaTH3aIllMKi JOKYMEHTOOG0POTA B OpraHu3aruu;
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3) MCHONB30BaHAE HECKOIBKO yCTapesiie yaeGHoi JAUTEPATYpHl H
IPYIHX UCTOYHUKOB,
4) cpennee KayecTBO 0QOPMIIEHHS IIOTYUCH IBIX pPe3yIBTaToR

10 1) OPEACTaBJICH JAOCTATOYHO MOBEPXHOCTHBIH OTBET Ha
TEOPETHYECKUH BOIIPOC;
2) HAJIHIHe OCTaTOYHOTO KOJNMYECTBA HECYUIECTBEHHBIX

MJIH OJHOM- JBYX CYIIECTBCHHBIX OIMHOOK B NpPEATOKEHHOMH
CXeMa aBTOMATH3AIMH JOKYMEHTO000pOTa B OPTaHU3aINH;

3) HCIIOJIb30BAHMC YCTAPCBINEd yueOHOH Iureparypbl u
IPYruxX HCTOYHHKOB;
4) I0X0E Kd4yecTRO ogopmiTeHUs MOJIYYCHHBLIX

PE3YJILTATOB.

Memnee 5 1) Teoperuyecknit Bonpoc He packpeir.

2) 0OJIbIIOE KOMMYECTBO CYINECTBEHHBLIX OIMOOK B
IIPOrpaMMHOM KOJIE€ HPEIIOKEHHON cXema aBTOMAaTH3AIHA
JOKYMEHT0000pOTa B OpraHH3aLuu

3) OTCYTCTBHE YMEHHH M HAaBBIKOB, O003HAYCHHBIX
BBILLE B KAYECTBEC KPHTEPUER BBICTABICHHUS HOIOKUTEITBHbBIX
OLIEHOK,

5 METOJAUKA UCTIOJIb30BAHUSI OLIEHOYHbIX CPE/ICTB

MeTonKa HCTIOIL30BaHMs OIICHOYHBIX CPECTB B IIPOLIECCE OCBOCHHS MUCIHILIMHEL, COACPKUTCH
B pazaeaax 5 «OOpasoBaTesbHBIE TEXHONOTMM» H 6 «OleHOYHBIE CpeAcTBa Ui TEKYINEro
KOHTPOJIA YCIICBACMOCTH, MPOMEKYTOYHOH aTTECTAIHH [10 WTOraM OCBOCHHS NUCIHILIMHBI H
y9eOHO-METOIMYECKOe  00ECHeUeHHE CaMOCTOATENBHOI paboTel  cTynmeHTOBY  paboucit
MporpaMMbl  AUCIMIIHHBL «DJICKTPOHHBIH poKyMeHTo0oG0poT» (38.05.01 DxoHOMMUCCKAs
0e3011aCHOCTL  CHELHATH3ALS «DKOHOMHKO-TIpaBOBOe  0BecreueHue  HKOHOMUUYCCKOI
GesomacHocTHY).

6 OLEHOYHBIE CPEJCTBA JUISI TEKVYIIEI'O KOHTPOJLSI YCITEBAEMOCTH,
[TPOMEXYTOYHOU ATTECTALIMU 10 UTOCAM OCBOEHUS JUCHUTUIMHBL U
YYEBHO-METOJIMYECKOE  OBECIIEYEHUE CAMOCTOSTEJILHOM PABOTHI
CTYJEHTOB
Bomnpocsr! k 3auery:
[IpenmyinecTsa nepexoza k 6e36yMaskHOM TEXHOTOTHY.
OKOHOMHUYECKast CHCTeMa, ee (BYHKLUH M CBOHCTBA.
JoKyMeHT.
JloKyMEeHTOMOTOK H 0KyMEHT0060POT.
Hopmarusno-npasosas 6a3a qe10npou3socTsa.
ApXUBHOE XpaHEHHE.,
DNEKTPOHHO-I(POBAS TIOLITHC.
CHCTEMET JIOKYMEHTAITHOHHOTO 00eCTIeYeH s yupasijienus (CZIOVY).
OprauusanMoHHO-paCIOpA N TENbHEIE TOKYMEHTH,
DopMupOBaHHE 1 XPaHEHHE APXUBA JOKYMEHTOB.
Hudopmanmonnas cucrema.
ABTOMaTH3WpOBaHHbIE paboune MecTa.

N R N
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[onarue DCVY]I, npuHIMOb cO3MaHuS,

DJICKTPOHHBIN JOKYMENT.,

Knaccuukanus cpejicTB aBRTOMATH3AINE CO3IaHUS 2.

Cucremsr paspabotku DI,

Knaccuduxanus 10KyMeHTOB NpH MepeBoje ux B JICKTPOHHBIN BUI.

OTansl nepeBosia AOKYMEHTOR B HIEKTPOHHbLA BHL.

TpeGosanus, npenssapisemsie kK CMB. Xapaktepucruxa cucrem FineReader u Cognitive

Cucrema yupaBneHus 91eKTPOHHBIMEA JTOKYMEHTAMH.
Meroser noucka urdopmamuy.

Knaccudukanus u xapakrepucruka cicrem EDMS.
Oranet passatus COJI,

Knaccsr COJI u ux XxapakTepucTHKA.

Cospemennsle kommiekchble CD/I.
Knaccnpuxanus dyurunit CDJI.

Cparnenne CDJI.

Kpunrorpadus B siiek1poHHOM 10KyMEHTO060pPOTE.
Tpebopanus, mpensssiseMble K KPHITOCHCTEMAM.
[IuppoBanue NOTOKOB JaHHBIX.

Tembl past HaNUCANNA KOHTPOIBLHBIX paGoT
OcHOBHbIE TOHATHS, KNACCH(PUKALMS JOKYMEHTALHH
PekBusuThl 10KyMEeHTOB, X odopmaenue. TpeGoranus « TEKCTY CcayKeOHOro
JIOKYMCHTA.
Oprainsanus paboThl ¢ JOKYMEHTAMHU CITYKObI 1eT0MPON3BOACTEA.
Cucrema opraHu3aLOHHO-PACTIOPAIUTENLHOM TOKYMCHTALUH, ee CoJepKaHue u
MOPsAI0K 0OPMIICHHS OTACTBHBIX BH/IOB JOKYMEHTOB.
Buzel Hu(bopMalHOHHO-CIIPABOYHBIX JOKYMEHTOB, HX HA3HAYCHHE 1 I paBuIia
COCTaBIIEHUS
Cucrembl 51eKTPOHHOTO T0KyMeHTooG0poTa. Crienndrka BHEPCHUSA CHCTEM
3IEKTPOHHOTO JOKYMEHT0000pOoTA.
OcuoBHbIe TpeOOBaHUS K CHCTEME 3TEKTPOHHOTO noxymenrToobopora (CDJ1).
Hacrpotika cuctemsl DocsVision
Pabora co cnpaBounnkamu
PaGota ¢ nokymentamu B cucreme DocsVision
PaboTa ¢ xaproukoit
Pabora ¢ yeemomneHHsIMH

CamocrosiTeTbHast paboThl CTYAEHTOB

Camocrositenbuas paGoTa CTYEHTOB NPEATIONAracT H3ydeHHe TCOPETHYECKUX ITOJIOKEHNH
AUCIHILIMHEL, paboTy ¢ JIMTEPaTYpOii H, Kak CIICICTBHE, IOAIOTOBKY A0KIAI0B 1 IIpe3eHTaluif Ha
IPEITOKEHHBIC BOIIPOCHL:

o A0 00 -]

13 kaKux 3J1eMEHTOB COCTOMT HOPMATHBHO-TIPABOBast 6a3a JENoIpoM3BOICTBA?
KakoBbl 0c00eHHOCTH apXHBHOTO XpaHeHH s JOKYMEHTOB?

Kaxue ¢pyuximu seimosaser COJI na npeampusitin?

Kakne 1oKkyMeHTEI Ha3bIBAIOTCS OpraHu3aluOHHO-PACIIOPS THTENLHBIMU?
Kak knaccuduuupyrores OpraHu3alHOHHO-PACTOPS AU TCIBHLIC JOKYMEHTbI?
B 4eM sakmouaroTes 0coGeHHOCTH XPaHCHHUS JOKYMEHTOB B apxusax?

Yro Takoe nHpopManmoRHas cucTema?

Kak xapakrepusyeTcs crpyKTypa HHGOPMAIHOHHON CHCTeMbL?

Kakwne 3anaaun HeoGxoammo pemars npu Bueapenun CHOJI?

Kakue cymiecTByroT BHIBL 91EKTPOHHBIX JOKYMEHTOB?

Kaxum obpaszom nipouexomur (popMupoBanme 31EKTPOHIBIX JIOKYMEHTOR?
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12. Kakwe cpemcrBa aBTOMAaTH3AIHH [IPUMEHSIOTCA  [PH  CO3JaHMU  BIEKTPOHHLIX
JOKYMEHTOB?

13. Kax kmaccupuuupyroTes 10KyMeHTEI IpH MEPEBOJC HX B 3JCKTPOHHBIN BuI?

14, Kakue 0CHOBHBIC 3Tambl HCOOXOINUMBI 715 [I€PEBOIA JIOKYMEHTA B 3JIEKTPOHHbIN BUA?

15. B 4eM 3akmo¥aioTcs OTIMYHTENbHBIC 0COBGEHHOCTH PasiMuHBIX CHCTEM PACTIO3HABAHHA
JOKYMEHTOB?

16. Y10 TaKkoe cucTeMa yrmpasiaeHHs JOKYMECHTAMMU?

7. Kaxum obpasom ocymecTsisiercs kiacCHpUKAIHSL METOOB TOHCKA u"bopmauuu?
18. M3 xakux 3TamoB coctout uctopus passurus C/17

19.  Ha xakue ximaccel nogpasjenstores CDJ[?

20.  Kaxne knaccel COJI sBisiotes Haubosee MepeekTHBHbIMA?

21. B uem mpeumymecTBo KOMILIEKCHBIX CDJ1?

22. B 4eM 0cHOBHOE 3HateHUe 3aIIHTE HH(GOPMALIHH B SJIEKTPOHHOM A0KYMEHTO000poTe?
23.  Kaxosbl cBOMCTBa 6€30M14CHOTO YIEKTPOHHOTO JTOKyMeHToobopoTa?

24.  Kax ocyurecTisiercs mudpoanue GONBIINX COOOIEHUH H TTOTOKOB JAHHBIX?

25.  Kakwue riasubie TpeGOBaHHS K KPHITOCHCTEMAM NPCOBAB/ISAIOTCS B HACTOsILIEE Bpems?

PazpaboTtunk HA.A. I'panycos




