banakoBckuii MH)KEHEPHO-TEXHOJIOTHIECKUI HHCTUTYT - (prythan
(beaepanbHOro TOCy1apCTBEHHOTO0 aBTOHOMHOTO 00pa30BaTeIbHOTO YUPEKICHUS
BBICIIETO 00Opa30OBaHUS
«HannoHaNbHBIN UCCIEA0BATENBCKUN A1epHbIA YHUBEPCUTET «MU D)

®DakynbTET aTOMHON SHEPTETUKU U TEXHOJIOTUN
Kagenpa «IHpopMaLnOHHbIE CUCTEMBI U TEXHOJIOT UM

PABOYAS ITPOT'PAMMA

10 TUCLUILIINHE
«CucTeMbl 3JIEKTPOHHOTO IOKYMEHTO000pOTa Ha MPEANPUATUN

HanpagjieHusi noAroToBK1
«09.03.02 NUudopMaliioOHHBIE CUCTEMBI U TEXHOJIOTHI

OcHoBHasi npodeccuoHaTIbHASE 00pa3oBaTelbHAsSI MPOrpaMma
«HbOpMAaIIOHHBIE CUCTEMBI U TEXHOJIOTHUM

KBanupukanus BbINyCKHUKA
bakamasp

®opma 00ydeHust
OuHas

banakoBo



eab ocBOeHUS Y4eOHOM TUCIMILIMHBI

[lenb OCBOGHMS TUCIUIUIMHBI B 001aCTH O0yUYEHUS, BOCOIUTAHUS, Pa3BUTHS,
cooTHeceHHble ¢ o0mumu nemsiMu OOIT BO u tpeboBanusasMu npodeccHOHaIbHbIX
crangaptoB ([Ipodeccuonanpubrii ctanmapt «06.016. PykoBogutens mpoeKkToB B
o0iacTi MHPOPMAILIMOHHBIX TEXHOJIOTHI») ABIAIOTCS: (POPMUPOBAHHE, PA3BUTHE U
COBEPILIEHCTBOBAHHE Y CTYIEHTOB NPO(ECCHOHAIBHBIX KOMIETEHIMI; JaTh
CTYJEHTaM YIJIyOJIECHHOE, LEIbHOE M KOMIUIEKCHOE MPEJICTaBICHUE O TEOPHUH M
IPAaKTUKE HCIIOJIb30BaHUSI METOJOB M CPEACTB Iepexojga K 0e30yMakHOU
TEXHOJIOTUM YIPABJICHUS: aBTOMATHU3allUU MPOLELyp pabOThl C 3JIEKTPOHHBIMU
JOKYMEHTAMHM, OpPraHU3allid XPaHEHUsS M IIOMCKA DSJIEKTPOHHBIX JTOKYMEHTOB,
OpPTraHU3aLMU AJIEKTPOHHOTO JOKYMEHTOOOOpOTa M OOECIEeUEHMs YIpaBJICHUS C
MOMOIIBI0 HOBEUIIMX TexHoJIorui B JJOY u apxuBHOM Jiee.

MecTto yueOHOU qucuuIuiuHbl B cTpykrype OOII BO

Heo0xonumbIMu yCIOBUAMU 71 OCBOCHUS TUCITUIUIMHBI SBJISIIOTCS] 3HAHMUS,
YMEHUSI M TPAKTUUYECKHE HABBIKM 1O NPEAMICCTBYIOIUM JUCHUIUIMHAM H
MPAKTUKAM:

Metoasl M CpeAcTBa MPOEKTHUPOBAHUS HHQPOPMAIIMOHHBIX CHUCTEM U
TEXHOJIOTUH

VYrpaBiieHre TaHHBIMU

CoBpeMEHHBIE TEXHOJIIOTMU UHTEPHET-IIPOTPAMMHUPOBAHUS

WuTepakTuBHOE TporpaMMupoBanue  web-npwioxkenuin /  Co3gaHue
WHTEPAKTUBHBIX IPUIOKEHHUN 111 UHTEPHET

TexHosoruu co3nanust web —pecypcoB / OCHOBBI Web-IpOrpaMMHUPOBAHHS

NHocTpaHHbIN A3BIK

NudopmaTtuka

NHocTpaHHbIN A3bIK 17151 TPO(ECCHOHATBHOTO OOLIEHUS

BBenenue B cnenuaibHOCTh

J1e10BOM MHOCTPAHHBIN S3BIK

VYuebHas npakTuka (03HAKOMHUTEIbHAs )

3HaHUsA, YMEHUS U TPAKTUYECKUE HABBIKW, TOJYYEHHbIC MPU OCBOCHUU
JUCUUIUIMHBI, HEOOXOAUMBI ITPU U3YUYECHUH CIAEAYIOIIEH TUCUUTIIIUHBI:

NudopmainoHHbIi MEHEIKMEHT
a TAKXKe IPU NPOXOKIACHUH ['0Cy1apCTBEHHONW UTOTOBOM aTTECTALUMY. .

IIpy ocBoeHMM [AaHHOW MWCIUIUIMHBI CTYAEHT CMOXKET YaCTHUYHO
MIPOJIEMOHCTPUPOBATH  CeAyIomue o0000IeHHbIe TpynoBbie dyHKuu: COop
uH(OpMAIUU JJI1 MHUIUAIIMY TPOEKTa B COOTBETCTBUU C TIOJTYUYCHHBIM 33JJaHHEM.

Komnerenuuu odyuyaromerocs, (popmupyembie B pe3yjibTaTe 0CBOCHUA
AUCUMILTHHBI

B mpomecce ocBoeHMsi AaHHOW AMCHMIUIMHBI Yy CTyACHTa (HOPMHUPYIOTCS
CHEAYIOIINE KOMIIETCHIUNU:



YHUBEpCAIbHbIE

Kon
HaumenoBanue
KOMIIET NHauKkaTopsl JOCTUKEHHSI KOMIIETEHIIUT
KOMIIETEHIINH
CHITNH
3-VKII-1 3Harh: coBpeMeHHble HWH(OPMAIMOHHBIC
TEXHOJIOTUM U LU(POBBIE CPEACTBA KOMMYHHKAIMH, B
TOM YHCJIE OTEYECTBEHHOIO IPOU3BOJICTBA, a TaKXKe
OCHOBHBIE  TIpUEMBI ¥ HOPMBI  COLMAIBHOIO
B3aMMOJICHCTBUSL M TEXHOJOTHMH MEXIMYHOCTHON H
IrPYNIOBOM  KOMMYHUKAlUM €  KCIIOJIb30BAaHUEM
JTUCTAHIIMOHHBIX TEXHOJOTUI
V-VKII-1 YMers: BBIOMpATH COBPEMEHHBIE
. MH(OpPMALIMOHHBIE TEXHOJIOTMU U IU(POBBIE CPEACTBA
Crnocob6en B mudpoBoii cpene opman i p peal
KOMMYHMKAallMM, B TOM 4YHCJIE€ OTEUYECTBEHHOIO
UCII0JIb30BaTh pa3iInuHbIe
MIPOU3BO/JICTBA, a  TaKxe yCTaHaBIUBAaTh u
U poBbIe CpeICTBa,
NOJIIEP’KUBATh KOHTAKThl, o0ecrnieunBaroIye
VKII-1 | mo3Bostomme
. yCHelmHyo padoTy B KOJUIGKTUBE U MPHUMEHSTH
B3aMMOJICHCTBUHM C JIPYTHMMHU
OCHOBHBIE ~ METOJbI U HOPMBI  COLIMAJIBHOTO
JTObMU JIOCTUTaTh . .
N B3aUMOJICMCTBUSL [JI peaju3alil CBOEH poOiu U
MOCTaBIICHHBIX IIeNei .
B3aMMOJICHCTBUSI BHYTPU KOMaH/bl C HCIOJIb30BAaHUEM
JTUCTAaHIIMOHHBIX TEXHOJIOTUMN
B-VKII-1 Biagers: HaBBbIKAMU IIPUMEHECHUS
COBpPEMEHHBIX  MH(MOPMAIMOHHBIX  TEXHOJOTHH H
IU(QPOBBIX CPEACTB KOMMYHHUKAllUd, B TOM YHUCIE
OTEUECTBEHHOI'O0 MPOU3BOJCTBA, & TAKXKE€ METOJAMHU H
IIpUEMaMU COLIMAJIBHOTO B3aUMOJEUCTBUSA U PabOTHI B
KOMaHZ€ C  HUCIOJb30BaHHEM  JMCTAHIMOHHBIX
TEXHOJIOTHI
npodeCCHOHAIIbHBIC
3amaun Kon u HNunukaTopsl
npodeccuoHaibHOW | OOBEKT WU 00JACTh 3HAHUS HaWMEHOBAaHHE JIOCTHKCHHUS
nesirenbHocTH (3111) KOMIIETEHIINH KOMIIETEHIINH
BbIOOp  ucxonHbIX | UH(opmanmnonHble [IK-12  Cnocoben | 3-11K-12 3HaTh:
JTAHHBIX JUISL | TIPOLIECCHI, TEXHOJIOTUH, | IPOBOJAUTh BHIOOP | TpeOOBaHUS K
IIPOEKTUPOBAHMUS CUCTEMBl M  CETH, MX | UCXOJHBIX JaHHBIX | pa3paboTKe
UHCTPYMEHTAIIBHOE I E: TEXHUUYECKOTO
(mporpaMMHOE, TEXHUYECKOE, | TPOEKTUPOBAHMS C | 3a7aHMUS, ero
OpraHU3aLMOHHOE) y4eTOM CTPYKTYpY u
oOecrieyeHue, CcrnocodObl U | TpeboBaHUM IPUHIINIIBI
METOJbl  IPOEKTUPOBAHMS, | 3aKa3UUKa COCTaBJICHUS
OTJIaJIKA, TIPOWU3BOJICTBA W V-1IK-12 VYMerTh:
JKCIUTyaTalluu aHaJIM3UPOBAThH
MH(OPMaLMOHHBIX HCXOHYIO
TEXHOJOTMI M CHCTEM B JIOKYMEHTAIUIO
pa3sIMYHBIX ~ 00JIaCTAX U 3aKa3zyuKa
cdepax AesTeTbHOCTH B-TIK-12 Bnagets:
METOIUKON
COCTaBJICHUS
TEXHUYECKOTO
3a1aHUs




?.az[atm BOCIIMTAHHUS, PCATUIYEMbBIC B paMKaX 0CBOCHUA TUCHHUIIIHNHBI

Coznanue Bosneuenne
Hanpagsne YCIIOBHH, Hcnonb3oBaHne BOCIUTATEIBHOTO B Pa3HOIUIAHOBYIO
HUe/lenn | o0ecreynBaro MOTEHIMAaa Y4eOHOH TUCIUIIITHBI BHEY4YeOHYIO
HIUX JesITebHOCTb
ITpodeccu | - Hcnonb3oBanue BocnUTaTenbHOro | [loBbIlIEHHE 3HAHMI 110
OHalbHOE | (OPMHUPOBAHU | IIOTEHIMAJIA JUCLUIUIMH | HTHPOPMATU3aLUH
BOCIIUTAH | €  KYJNbTYpHI | MIPO(hEeCCHOHATIBLHOTO MOJTyJIS Ui | obiecTBa U
ue uHpopMauroH | popMupoBaHue  0a30BBIX  HAaBBIKOB | KOMMYHHMKAIlMOHHBIX
HOM MH(POPMAIIMOHHON 0€30MaCHOCTH uepe3 | TEXHOJIOTUI JUIS
0€30I1aCHOCTH | U3y4YE€HUE  TOCJIEJACTBMM  XaJlaTHOIO | pelIeHus
(B23) OTHOILIECHHUS K pabote C | KOMMYHHMKaTUBHBIX U
MHGOPMALIMOHHBIMM CHCTEMaMH, 0a3aMM | MO3HABaTEIbHBIX 3a/1ad
JAHHBIX (BKITIOUAst NEPCOHANBHBIC | CTYyCHTAMHU.
JlaHHBIE), npuemMax U MeToAax
37I0YMBIIIJICHHUKOB, HOTEHIMATHHOM
YPOHE MOJIb30BATEIISIM.

CTpyKTypa u coaep:KaHue y4eOHOM TMCHUIINHBI
JucuummHa u3ydaercs crylaeHTamu B 8 cemectpe. OOmmas TpyI0eMKOCTh
JIMCIAIIIMHBI COCTABIISICT 3 3a4eTHRIX eauHHIIBI, 108 ak. gacos.

KasiengapHbii niian

p1{SA)
bI

HaumenoBanue
pasnena (TeMbl)
JTUCIUTUTAHBI

By yaeOHOM IesTeIIbHOCTH
(dac.)

JlaboparopHbie
[IpakTnueckue

Jlexnuu

Bcero
CPC

ATtTecTanu
s pasuena
(nenens,
dopma)

MaxkcuManbHEBI
U GaJu1 3a
paznen

1 Ocn

OBHbIC NMOHATUA

JOKYMEHT0000poTa

K1

chepe IIEKTPOHHOIrO

1

JlokymeHT0060pOT
Ha  COBPEMCHHOM
IPEANPUATHH

(op}

ABTOMaTH3aLUA
MPOIIECCOB  BBOJA
IIOTOKOB BXOJISIINX
JIOKYMEHTOB.

11

Cuctemsl
JIIEKTPOHHOTO
JIOKYMEHT0000pOoTa

Crennuka
BHEJIPCHUSI CHUCTEM
3JIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa
B TOCYJapCTBEHHBIX
YVUPEKIACHUSX.

14 22 | - 10

CucreMsl

12 212 | -

BXOJHOH
KOHTPOJIb

30




KOMILJIEKCHOM
aBTOMATH3AIUU
JIOKyMEHT0000poTa
u JICTTOBBIX
nporieccoB  O630p
OCHOBHBIX CHCTEM
3JIEKTPOHHOTO
JIOKyMEHT0000poTa
, TPEICTaBICHHBIX
B Poccuu
5 | OcHoBHbIE 14 2/2 2 10
TpeOoBaHUS K
CUCTEME
3JIEKTPOHHOTO
JIOKyMEHT0000poTa
(C2]10). Kpurepuu
BBIOOpA CUCTEM
AIIEKTPOHHOTO
JOKYMEHT0000poTa
B TOCYYPEIKICHUSIX
2 Cucrema NauDocs. 3ammura undopmanum B cepe | 10 KU 30
3JIEKTPOHHOT'0 IOKYMEHT0000poTa 10pedepar
6 | Kommieke 14 2 4/2 |8
POTrPaMMHOTO
obecnieueHus
NauDocs.
Haznauenue,
obnactb
NpUMEHEHUS,
CTpYKTypa 110,
OCHOBHbIE (DYHKIIUU
u TIPUHITUITBI
3aIMTHI.
7 | Hpunuumnsr padoter | 16 2 4/4 |10
¢ wuHpopMmaIe B
cucreme NauDocs
(ocHOBHBIE
NPaKTUYECKUE
pUEMBbI)
8 | [Ipobnemsr IT- | 12 2 - 10
0e30MacHOCTH
9 | 3ammra 8 2 - 6
uHbOpMaIUU B
cucreme NauDocs
Bun 3auér 40
IIPOMEKYTOUHON
aTTeCTaIuu
Hroro 108/1 | 16/6 16/6 | 76
2

KU — kOHTpOJIb 110 UTOram




Conep:kaHue JIEKIHIHOHHOTO Kypca

Tema nexuuu. Bonpockl, oTpadarbiBaemMbie HA
JIEKIIUMN

Bcero
4acoB

YyeoHo-
MeTOANYeCcKoe
ob0ecneuenmne

JIOKyMEeHT0000pOT HAa COBPEeMEHHOM MpeANpPUSATHH.
IIpeamer u comepkanue kypca. CocraB (yHKIUH U
JIETIOBBIX MPOIIECCOB, BHIMOIHAEMBIX B IMOAPA3ACICHUSIX.
[TonsiTHe TOKyMEHTa, KIacChl

JOKYMEHTOB, CBSI3aHHBIE C BBINOJIHEHUEM (YHKIUI
yIOpaBieHUS U JeJOBbIMU mpoueccamu. [loHsiTue
JOKYMEHTOIIOTOKA, €0 CTPYKTYpa.

[lonsiTve W BUIBI JOKYMEHTOOOOpPOTa U JI€IOBBIX
IIPOLIECCOB, HUX CTPYKTYPbl M COCTaB KOMIIOHEHT.
ObocHoBaHMe HE00XO0IUMOCTH nepexoza K
0e30yMaXHOH TexHoJoruu ympasieHus. (OCHOBHBIC
KOHICITIH.

1-5

ABTOMAaTH3allUA  MPOIECCOB  BBO/AAa  IOTOKOB
BXOAILIUX TOKYMEHTOB.

CocraB u coaepkaHue onepaluii aBTOMaTU3UPOBAHHOTO
BBOJIa IOTOKOB BXOJSIIUX JOKyMEHTOB. ConepxaHue
omepauuMid  HOATOTOBUTENbHOW  ctaguu.  [loHsTue
dopmatupoBannoro gokymenta (D). Bunper O/
Acniextsl onucanus nosneit @J1. Coneprkanue onepanuii
OCHOBHOH cTaguu 00pabOTKM M BBOJA JOKYMEHTOB.
Kiaccer  ckaHepoB, XapaKTepUCTUKH CKAaHEPOB U
TpeOoBaHUs, MPEAbSIBISIEMbIE K BEIOOPY CKaHEPOB.
Xapaktepuctuka OCR, ICR u OMR-meronos
pacno3HaBaHUsl  JOKYMEHTOB. MeToabsl  KOHTPOJIA
oTepalnii CKAaHUPOBAHUS U PACTIO3HABAHUS TEKCTOB.
Meroasl  uHAekcHpoBaHUS ~— J10KyMeHTOB.  CocraB
(hakTOpoB M TpeOOBaHUH, MPEABABISIEMBIX K CHCTEMaM
BBOJa OyMaXHBIX JIOKYMEHTOB.  XapaKTepUCTUKA
cuctembl Cognitive Forms u ee KOMIOHEHT 117151
aBTOMATHU3allMHU BBOJA TOKYMEHTOB.

CucreMbl 3J1eKTPOHHOI0 10KYMeHT0000opoTa. O0mme
MOJI0KEHHUSI.

Crneuunduka  BHEIpPEHHs]  CHCTEM  DIIEKTPOHHOTO
JOKYMEHTOO0OpOTa B TOCYIapCTBEHHBIX YUPEKICHHUSX.

I'maBHOE Ha3HAa4YCHHUE CO/. Pemenue
aBTOMATU3UPOBAHHBIMU CpeacTBamMu HauOosee
aKTyaJlbHBIX JIEJIONPON3BOJICTBEHHBIX 3a7a4
YUPEKICHUN. OcHOBHBIE CBOMCTBA CUCTEM
3JIEKTPOHHOTO JIOKYMEHTOO00O0pOTA:! OTKPBITOCT,

BBICOKAsi ~ CTENMEHb  MHTErpallud €  MPHUKIATHBIM
nporpamMmmHbiM  obOecrieuenueMm  (I1O, ocoGenHocTH
XpaHEeHUsl JOKYMEHTOB, MapIIpyTH3alus IOKYMEHTOB,
pasrpaHMUYCHHE JIOCTYyIa, OTCICKUBAHHE BEPCUH U
MOJIBEPCU JIOKYMEHTOB, HaJIM4YU€ YTWIHT IPOCMOTpa
JTOKYMEHTOB  Pa3HBIX  (OpPMATOB, AaHHOTHPOBAHHUE
JOKYMEHTOB, TIOJJIEP)KKA  Pa3IUYHBIX  KIMEHTCKHUX
nporpaMM. OcHoBHbIe TUIbl CO/I.

CucremMbl KOMILJIEKCHOM aBTOMAaTH3allMU
JOKYMEHT0000pOTa M JAeJ0BbIX mnpoueccoB O0630p




OCHOBHBIX CHCTEM 3JIEKTPOHHOI'0 IOKYMEHT0000poTA,
npeacraBjieHHbIX B Poccun.

OcHOBHBIE 33]]Ja4 OPTaHU3AIMH CUCTEMBI JIEKTPOHHOTO
nokymentoobopora (C30). Draner pazsutus COIO.
Kitaccer COJ1O. I[TpuHIMIBI 1 0COOEHHOCTH MOCTPOCHHS
AptomaTtusupoBaHHbix CucreM Kontpons Mcnonnenus
HoxymentoB (ACKHJI). XapakrtepucThka METOIOB U
CPEIICTB OpraHu3alMy NpHuema-rnepesadyu JT0KYMEHTOB B
CO0 ¢ Texnomormeir  "adhoc". OcobOeHHocTH
opranmzammn~ CDOJ]  KomjnekTUBHOH  00paboTKH
JIOKYMEHTOB Ha MPHUHIMIIAX TEXHOJIOTMU '"groupware" ¢
ucnonp3oBanueM cpeactB  Lotus Notes u  MS.
Ocob6ennoctu opranuzanuu C3/[O, opueHTHPOBAHHBIX
Ha wucnonb3oBanue "docflow"-texnomoruu. OG630p
OCHOBHBIX CHUCTEM JIOKYMEHTO000POTa, MPECTABICHHBIX
B Poccumn.

OcHoBHBIE TpeOOBaHHMSA K CHCTeMe 3JIEKTPOHHOIO
aokyMmenToodopora (C310).

Kpurepuu BbIOOpA cucTeM 3JIEKTPOHHOIO
JTOKYMEHTO00OpoTa B  rocyuypexnaeHusx.  OOmmue
TpeOOBaHUS K AETONPOU3BOICTBEHHBIM (DYHKIMAM, K
GyHKIMSAM ~ KOHTPOJSL ~ HCIONHEHHS,  MOJJICPIKKE
IIPOLIECCOB PAa3pabOTKU U COIIACOBAHMS JTOKYMEHTOB, K
o0ecre4eHno padoThl COTPYAHHKOB TEPPUTOPHAIBHO
yJIAJIEHHBIX HoJpa3esIeHUH, K HOJJIEpIKKE
AJIEKTPOHHOTO JIOKYMEHTOO0OpOTa MEXIy OpraHaMu
BJIACTU WIM YHPABICHMS, K MEXaHU3MaM HHTErpaluu
Cucremsl ¢ APYTrUMHA MPUITTOKCHUSAMU, K BO3MOKHOCTAM
HacTpoiiku CHCTeMBI, K CTaHIapTH3alMM, YHU(UKALUN.
Ocobennoctu BHenapenus COJI B TocynapCTBEHHBIX
YUPEXKICHUSIX.

Kommieke mnporpammuoro obecmeuenust NauDocs.
Ha3nauenue, oOmacte mnpumeHeHus, ctpykrypa I1O,
OCHOBHBIE (DYHKIIMHM M TIPUHIUIBI 3amUTHL. Ha3sHauenue
u obnacte nmpumenenusi cuctembl NauDocs. Ctpykrypa
nporpamMmmHoro obecrieuenus muaun NauDocs.
OcHoBHble ¢yHkuuu cuctembl NauDocs. IlpuHiumns
3aIMThl MHPOPMAIMKM M Pa3TPaHUYCHUE ITOJTHOMOYHUI
nojib3oBarenel B cucreme NauDocs.

Cnenunduka cuctemsl. [lonkmoyenue k cucteme (padbora
B CHCTEME OT CBOETr0 MMEHH, OT UMEHU PYKOBOJUTEs)
CMmeHa naposist 10CTyna K KOHTEWHEpY JMUYHBIX KItouei
SUII. UnTepdeiic cucremsl (CTpyKTypa IVIABHOTO OKHA
NauDocs).

IIpunnuner padorel ¢ uHHpOpMamued B cHCTeMe
NauDocs (ocHOBHBIE NPAKTHYECKHE IPHEMBbI).

PabGora ¢ 06a30if JaHHBIX JOKYMEHTOB: IPOCMOTP
nepeyHsi JOKYMEHTOB B  JKypHaje perucrpaiui,
PETrUCTpaIlMOHHON KapTOUKU JJOKYMEHTA, CIIMCKa (hailiioB
JNOKyMeHTa. Perucrpamusi JOKyMEeHTa B IKypHale
pETUCTpALIUHU: 3aIl0JIHEHNE PEKBU3HUTOB PK,
npuUKpersieHne (aiaoB K perucTpalMOHHON KapTOuke
nokymenra.  M3menenme  nmokymenta  NauDocs:
M3MEHEHUE PEerucTPaliOHHON KapTOYKU JIOKYMEHTa,




peIaKkTUpOBaHUE TEKCTOBBIX (hailiioB JokyMeHTa. Pabota
C JKypHaimamu peructpanuu. PabGora c¢ dQunsTpamu
(mouckoBbie PHIBTPHI, OrpaHUUYCHHE 110 jaare). Padora ¢
coobmeHusiMu: pabora ¢ pasgenom «lloutay, ormpaBka
coobmeHust («YBemomieHue», «3amanue»). OOpaboTka
coobmeHuit B mamke «Bxomsdmime»:  Kareropuu
coobmieHui, momydaeMbix [lomb3oBareneM, oOpaboTka
cooOmieHuss  THMa  «YBEIOMIIGHHE»,  «3aJaHue)
cooOmeHni-0T4éToB. DOPMUPOBAHHE AHATUTUYCCKUX
OTYETOB.

IIpoo6Jemsbl IT-0e30nacHocTH.

[IpyunHBl BO3HMKHOBEHHS W 3HAYMMOCTH Pa3IUYHBIX
npobnem ¢ MT-6e3omacHocThio. KoHTpons mocTyma K
uH(popManuy, TMPOTPAMMHBIE CPEACTBA:  CPEICTBA
KOHTpOJISL JOCTynma K JoKyMeHTam, k Web-pecypcy,
anmnapaTHbIe cpencTna KOHTPOJIS J0CTYyTIa,
OMOMETpUYECKHUE CPEICTBA, METOJ CKAaHUPOBAHUA
panyxHoi  oOOJIOUKM  TIJa3a, TIEOMETPUM  JIUIIA,
pacro3HaBaHUe MO TOJIOCY, MO MOANUCH, MO OTHEYATKY
nanbia. Kpunrosammura u 6e30macHbie KOMMYHUKAIIAH:
MOHATHE KpunTorpaduu, MHUPPOBAHUE C IOMOIIBIO
KJII04a, C CHMMETPUYHBIM KIIFOYOM, aCHMMETPHUYHOE
mudpoBanue, MmUGpPOBaHHE C CHUMMETPUYHBIM H
aCUMMETPUYHBIM KitouoM. [ludpoBeie cepTrduUKaThI.
Knaccet  ceptudukaroB. CucremMa  MOAMHCAHHBIX
MPUJIOKEHUI. Be30MmacHOCTh TPU NEPENUCKE.

3amura uHdpopmamuu B cucreme NauDocs.
Kommonentsl moacucreMspl  0€30MAaCHOCTH:  CEpBEP
0€30IaCHOCTH; aJMHUHHUCTPATOp CepBepa; KIMEHTCKas
kommoneHrta. [10 cucrembr NauDocs. O6mue cBeneHus
0 KpuUnTorpauyeckux ajJropurMax: CHMMETPUYHOE,
HECUMMETpUYHOE IHU(pOBaHUE, KOMOMHUPOBAHHBIN
MeTOoJ MH(POBAHUS, IMEKTPOHHAS LU(POBas MOANUCH
(mporpammHoOe oOecnedeHue 3JIEKTPOHHOW Lu(poBOH
NOJNMCH M MM(POBAHUSA JTOKYMEHTOB JUISI MOJYJei
cucrembl NauDoCS), cepTuuKaThl OTKPBITHIX KIHOYEH.
Kmoun wu ceptudukarsl (KOHTEHHEPHI CEKPETHBIX
KJItouel, 0a3a JaHHBIX CEPTU(PHUKATOB U CIIPABOUYHUKH,
kmoun Llentpa ceptuduxanuu, Cepepa 6e30macHOCTH,
MOJIb30BaTeNEN ). [[Iudposanue uH(popMaIuu:
KOH(HIEHIIMATIBHBIX JOKYMEHTOB, MacTep-KJI0Y.

IlepeyeHb NpaKTHYECKUX 3aHATHI

Tema NPaAKTUYIECCKOIro 3aHATHUA. 33Ilal-ll/lﬂ, BOIIPOCHI,
OTpaﬁaTblBaeMble Ha MPAKTUHYIECCKOM 3aHATHHU

Bcero
4acoB

Y4yedHO-
MEeTOANYecCKoe
odecrmeyeHue

Nzyuenue untepdeiica 1 0OCHOBBI pabOTHI B CUCTEME
NauDoc

2

1-5

Cucrema NauDoc: pabota ¢ mankamu

Cuctema NauDoc: paboTta ¢ TOKyMeHTaMH

Cucrema NauDoc: co3paHue 3aiaHuii K JOKYMEHTaM

Cucrema NauDoc: kareropum 10KyMeHTa

AINININ

I
ag|o|o|on




Cucrema NauDoc: paboTa ¢ xypHazamu

Cucrema NauDoc: HoOpMaTHBHbBIE TOKYMEHTBI

Ilepeyenn 1a00paATOPHBIX PA0OT - He MPEAYCMOTPEHbI Y4€OHBIM IUIAHOM

3aIlaHl/Iﬂ AJIA CaMOCTOSITEJILHOM paﬁoTbl CTYACHTOB

3aganus, BONpochl, A1 CAMOCTOSTEILHOI0 H3y4eHHs Bcero YueoHo-
(3amanus) 4acoB MeTOAMYeCKoe
ol0ecrieyeHue
[ToHsiTHE TOKYMEHTOOOOPOTA M €T0 XapaKTEPHUCTUKH. 6 1-5
[Tonsitue popmatupoBannoro nokymenta (®J1). Buasr O/I. 8 1-5
OcnoBuble Tursl CO/I. 10 1-5
00630p OCHOBHBIX CUCTEM JIOKYMEHTO000pOTa, 8 1-5
npescTaBIeHHbIX B Poccun.
Ocob6ennoctu Baeapenusi CO/] B rocy1apCTBEHHBIX 10 1-5
YUPEKICHUSIX.
[puHIMIEL 32U TH HHGOPMALIUK U pa3TpaHHYCHUE 8 1-5
TIOJTHOMOYHIA Tosib30Barenei B cucreme NauDocs.
[puatmne! paboTtel ¢ HH(GOpPManue B cucreme 10 1-5
NauDocs.
KpunrozamuTa 1 6e30macHpie KOMMYHUKAIIHH. 10 1-5
3ammra naGopManyu B cucteme NauDocs. 6 1-5

PacuerHo-rpaduyeckasi padbora He MpexyCMOTPEHAa Y4eOHBIM IJIAHOM

KypcoBasi padoTa He npeaycMOTpeHa Y4eOHbIM IJIAHOM
KypcoBoii npoekT He mpeaycMOTpPeH YU4eOHBIM IJIAHOM
OoOpa3oBare/ibHbIE TEXHOJIOTMH

[TIpu peammzanuu ydeOHOrO MaTepuanga Kypca HCIONB3YIOTCS pa3IUdHbIC
oOpa3oBaTeilbHblE  TEXHOJIOTMH, CIIOCOOCTBYIOIIME  CO3JaHUIO  aTMoc(epbl
CBOOOTHOM M TBOPYECKOM TUCKYCCHUU KaK MEXIY MperojaBaTeieM U CTYJCHTaMHU,
TaKk M B CTyJdeH4Yeckod rpynme. llenpio mpu 3TOM sBISETCS BBIpAOOTKA Y
CTYJICHTOB HABBIKOB W KOMIICTCHIIUM, MO3BOJISIONIMX CAMOCTOSTEILHO BECTH
UCCIIEIOBATENBCKYIO U HAYYHO-TIEIarOTHYECKyI0 padoTy.

[IpakTueckass TOATOTOBKAa TIPH peamu3alui  y4eOHOW UCIUTUIAHBI
OpPTaHU3yeTCs MyTEM MPOBEJCHUS MPAKTHUYCCKUX 3aHITHH, TIPEIyCMaTPUBAIOIINX
ydacThe 0Oy4aromuXxcsi B BBIIOJTHEHUH OTICIBHBIX IJIEMEHTOB PabOT, CBSI3aHHBIX
¢ Oyymieit mpodeccruoHanIbHON AeATeTbHOCTHIO.

[TpakTHdeckasi TOATOTOBKA TAaK)KE BKIIIOUACT B Ce0S 3aHATHA JICKIIMOHHOTO
TUTIA, KOTOpBIE TMpEeAycMaTpUBAaIOT  mepedady  y4deOHoW  mHbOpManuu
oOydJaromumcsi, HEOOXOAMMOM JUIsi  TOCHEAYIOIIEro  BHIMOJHEHUs  pador,
CBSI3aHHBIX ¢ OyAyIei npodeccuoHaNbHON 1eATeIbHOCTHIO.

[IpenonaBanvie MUCHUILIMHBI BEACTCS C NMPUMEHCHHUEM CICAYIOIMIUX BHIIOB



00pa30BaTENbHBIX TEXHOJIOTHNA: HCIIOJIb30BAHUE SJIEKTPOHHBIX 00Pa30BaTEIBHBIX
pecypcoB, obecreunBaromux oOydeHHe B HHQPOPMAIMOHHON 00pa3oBaTeIbHOM
cpele; JNEKIUOHHBIC 3aHSATHUS MPOBOJISATCS C HCIOJIB30BAHUEM MYJIbTUMEIUUHOTO
JICKITMOHHOTO MaTepHuaia.

DoH/I OLICHOYHBIX CPEACTB

@OHJT OILEHOYHBIX CPEACTB MO AUCIMIUIMHE OO0ECHEeYMBAET MPOBEPKY
OCBOCHMSI  IJITAHUPYEMBIX  PE3yJlbTaTOB O00yueHUs (KOMOETEHIMH ¢  HUX
WHJUKATOPOB)  TOCPEJACTBOM  MEPOMNPHUSATHUN  TEKyIIero, pyOeKHOro u
MIPOMEKYTOUYHOTO KOHTPOJIS 1O TUCIUILIAHE.

CBsi3p MeXy (hOopMHpPYEeMBIMH KOMIETCHIUAMUA U (OpMaMU KOHTPOJS HX
OCBOEHHSI MPEJCTABIEHA B CIEIYIOLIEH Tabauue:

Kon n nammeHoBaHue HaunmenoBanue
Ne HanmeHoBaHME KOHTPOIUPYEMBIX
WHAUKATOPA JOCTHKEHUS OLIEHOYHOTO
/I pa3aesoB (TeMbI) o
KOMITIETEHITUHA CpeICTBa

BxoJ1HOM KOHTPOJIb

Bonpocsl BxogHOro

1 | BxomHOI KOHTPOIB KOHTPOJIA
(MMCBMEHHO/YCTHO)
ATTecTanus pa3ienoB, TEKYIIMI KOHTPOJIb YCIIEBAEMOCTH

2 | Tema 1. JlokymMeHTOOOOpPOT Ha 3-VKII-1, 3-T1K-12 KoHTpOJIb HTOrOB
COBPEMEHHOM IPEANPHUITHH. (B bopme
Tema 2. ABTOMaruzaiusi MPOIECCOB TECTUPOBAHN)
BBOJIA HOTOKOB BXOJISAIINX V-VKII-1, V-TIK-12 [IpaxTuueckoe
JIOKyMEHTOB. 3ajaHne
Tema 3. Cucremsl 3J1€KTPOHHOTO B-YKII-1, B-IIK-12 Hpaxuteckoe

3a/1aHue

JIOKYMEHTOO0O0pOTA. Cnemuduka
BHEJIPEHUS  CHCTEM  JJIEKTPOHHOI'O
JIOKyMEHTOO00O0pOoTa B

TOCY/IapCTBEHHBIX YUPEKICHUSX.
Tema 4. CucTeMbl KOMIUIEKCHOU
aBTOMATH3AIMH JOKYMEHTO00O0pOTa U
JIeNIOBBIX IpolieccoB O630p OCHOBHBIX

CUCTEM 3JIEKTPOHHOT'O
JIOKYMEHTOO00pOTa, MPEACTaBICHHBIX
B Poccun.

Tema 5. OcHoBHble TpeOOBaHUS K
cucTemMe 3JIEKTPOHHOTO
nokymenToobopora (COH0). Kpurepun
BBIOOpA cHCTEM AIIEKTPOHHOTO
JOKYMEHT0000pOTa B TOCYUPEKACHHUSX.

3 | Tema 6. Komriuiekc mporpaMMHOTO 3-VKII-1, 3-T1IK-12 KoHTposs ntoros
ob6ecrieuennss NauDocs. Hasnauenwe, (B hopme
obnacTh nmpuMeHeHwus, ctpykrypa 110, TECTHPOBAHHST)
OCHOBHBIC (YHKIMH ¥ IPHHIHIIBL V-YKII-1, V-IIK-12 ITpakTuueckoe
3aIIUTHI. 3a/1aHue
Tema 7. [lpummumsr  paGoTsr ¢ B-VKII-1, B-TIK-12 ITpakTuueckoe

3aj1aHKe

unpopmanueir B cucreme NauDocs
(OCHOBHBIC TIPAKTHYECKHE TIPUEMBI )

Tewma 8. [IpoGnemsl I T-6e30macHocT
Tema 9. 3ammra wuHbopManuu B




cucreme NauDocs

[IpomesxyTouHasi aTTecTanus

Bomnpocs! k 3aueTy

4 3auer VKII-1, I1IK-12 (yeTHO)

BxoaHOW KOHTpOJb MpeIHa3HaueH IS BBISABICHUS MPOOETOB B 3HAHUSX
CTYJICHTOB ¥ TOTOBHOCTH UX K TMOJIyYEHHUIO HOBBIX 3HaHHU. OlIEHOYHBIE CpPEACTBA
JUISL BXOJIHOTO KOHTPOJIS MPEJCTaBISAIOT COO0OM BOMPOCHI, KOTOPBIE 3aal0TCs
CTyJIEHTaM B yCTHOM (popme.

OueHoYHBbIE CPeCTBA IJIsl BXOAHOI0 KOHTPOJISA, TEKYLIEr0 KOHTPOJISI
MPOMEKYTOYHOM aTTeCTALUM (AHHOTALIMS)

OneHouHble CpeAcTBa M BXOJHOIO KOHTPOJS MPEACTABISAIOT CcO00it
BOIIPOCHI, KOTOPBIE 3a/1al0TCS CTYI€HTaM B YCTHOM (opme.

B kadecTBe OIIEHOYHOIO CpelICTBa TEKYLIEr0 KOHTPOJIS HCIONb3YIOTCS
YCTHBIHN OIPOC, TECTUPOBAHKE, PedepaThl.

B kadecTBe OIIEHOYHOTO CpejCTBa aTTECTALMM pa3jiena HCIONb3YIOTCS
TECThI, UTOTOBasi KOHTPOJIbHAs padoTa.

JUis IpOMEKYTOYHOU aTTeCTalli NPEeTyCMOTPEHBI TECThbl, TEOPETUUYECKHE
BOIIPOCHI.

[To uroram oOy4eHuUsl BBICTABIIAETCS 3a4ET.

IIepeyeHb BONPOCOB BXOJAHOI0 KOHTPOJISI

. [losicauTe NOHATHE JOKYMEHTA.
. [TosicHuTEe MOHATHE IAECKTPOHHOMN MOYTHI HA MPEANIPUATUH (TOCYUPEIKICHUN ).
. [losicHUTE OHATHE SJIEKTPOHHOT'O JOKYMEHTA.
. [lepeuncnure MarepuaibHbIC HOCUTEIIH 3JIEKTPOHHBIX JIOKYMEHTOB.
. [losicanTe nonstue 6a3nl nanubx, CYB/I.
. [lepeunciure crocoOsI 3anuTsl nHGOpMaruu Ha [1K.
. IlosicHUTE TIOHSTHE U BUJIBI JIOKAJILHOM CETH.
. [TosicHuTE TOHSITHE U BUABI ITIO0OAIBLHOM CETH.

. [lepeuniciiTe OCHOBHBIC JOKYMEHTHI IIPH TPYI0YCTPOMCTBE HA padoTy.
0. [TossicHuTE Ha3HAYECHUE 3aIIUTHI AIEKTPOHHON MOAHUCH.

=0 001N kW

IIepeyens Tem pedeparToB

1. JIokyMEHTOBEIEHHE KaK HayKa.

2. 1okyMeHTOOOOpOT Ha MPEANPUITHH U €T0 XapaAKTEPUCTUKH.

3. «DNEeKTpOHHBIM OQuUC» W €ero OTIWYHMe OT TPAJULIMOHHOW MOJIeNU
«OyMa)XHOT0» TOKYMEHTO000pOTA.

4. Knaccudukanusi cUCTeM YIpaBJIEHUS 3JEKTPOHHBIMH JOKYMEHTaMH Ha
TPEPHUITHH.

5. OCHOBHBIE CUCTEMBI JOKyMEHTO0OOpOoTa B Poccuu.

6. Ocobennoctu BHenpenuss COJl Ha npeanpsTHsIX.



7. IlpuHumnsl 3amuThl UHGOPMALMUM M pPa3TPaHUYECHUE ITOJHOMOYMIA
II0JIB30BATENIEH B CHCTEMAX.

8. I[IpuHumnel paboThl ¢ uHpopmarmeit B CO/I.

9. Kpunro3zammura 1 6e30nacHble KOMMYHUKAIINH.

10. 3amura undopmaruu B COJI npeanpustusi.

11. HopMaTWBHO-METOAMYECKUE JOKYMEHTHI IIO BOIIpOCaM OpraHU3aluu
OV B POD.

12. Knaccuduxarusi TOKyMEHTOB U IOKYMEHTHON MH(POpPMAIIH.

13. OcobeHHOCTH cOCTaBiI€HUS U OPOPMIIEHUS OPraHU3alMOHHO-TIPABOBBIX
JIOKYMEHTOB.

14. TlporpammHble CHCTEMBl aBTOMATHU3AIlMM OpTaHU3alMU pabOTHI C
JIOKyMEHTaMHU.

15. CucremMbl aBTOMATH3UPOBAHHOTO  YOPAaBICHUS M 3JIEKTPOHHBIN
JIOKYMEHTOO0OPOT.

IlepeyeHb BONPOCOB K ONPOCY

1.IlosicHuTe nOoHATHE JOKYMEHTOOOpOTA.

2.IlosicHuTe OCHOBHBIE TPEOOBAHUS K peasln3allui JOKYMEHTO000poTa.

3.IlosicHUTE TOHATUE JOKYMEHTOIIOTOKA M €r0 OCHOBHBIE XapAaKTEPUCTUKH.

4. TlosicHuTe noHsATHE 00BEMA IOKYMEHTOO0O0pOTA.

5.0xapakTepu3yiTe TEXHOJOTHUYECKHI mporuecc 00paboTKU U MepeMEIICHHS
HUCXOJIALIEr0 JOKYMEHTAIMOHHOTO MTOTOKA.

6. Oxapakrepu3yiiTe TEXHOJIOTUIO TpHeMa, OOpabOTKH M pachpeeTICHHs
JIOKYMEHTOB.

7. Oxapaktepuzyiite 0o0pabOTKy U ABWKEHHE HCXOASIIUX U BHYTPEHHUX
JOKYMEHTOIIOTOKOB.

8.0OxapakTepHu3yiTe TEXHOJIOTUIO PETUCTPALIUUA IOKYMEHTOB.

9. Oxapakrepusyiite APM pykoBoauTensi B CUCTEME TOKYMEHTO000pOTa.

10. TlosicHuTe TEXHOJOTHIO OOpaOOTKH ¥ JBWXKEHHUS OTIPABISEMBbIX U
BHYTPEHHHX JJOKYMEHTOB.

Tunosbie TeCTOBLIE 3aJaHUS

1. DHEeKTPOHHBIN JOKYMEHTOOOOPOT — 3TO:

1) MaTepualibHBIN O0BEKT, coaepkKalIuil nH(pOopMaIHio B 3a)UKCUPOBAHHOM BUJIE
U CHeuaabHO NMpeaHa3HauYeHHBIN 17151 € mepe/layi BO BpEMEHH U MPOCTPAHCTBE;
2) IBUKEHUE JOKYMEHTOB B OPTaHU3AI[MU C MOMEHTA UX MOJYYESHHS 1A CO3JaHus
110 3aBEPILICHUS UCIIOTHEHUS, OTIIPABKHU aJpecaTy WM CIauyd Ha XPaHEHUE;

3) DMEKTPOHHBIN TOKYMEHT - 3TO JJOKYMEHT, B KOTOPOM HH(POPMAIIUS
IpeJCTaBICHa B AIEKTPOHHO-IIU(PPOBOIT popMme.;

4) oTpacib AeATeIbHOCTH, OXBAaThIBAIOIIASl BOIIPOCKHI XPAHEHUS U UCIIOJIb30BAHUS
apXHUBHBIX IOKYMEHTOB.

2. Ha xakue TOKyMEHTOIOTOKH JIETUTCA IOKYMEHTAIUSA:

1) nucbMa, paciopsiKeHus, JOroBOpa;

2) 1oroBOpa, TOKyMEHThI OPraHOB BIIACTH;

3) BXojsIIMe, UCXOASIINE, BHYTPEHHUE TOKYMEHTHI;
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4) oOpartneHus rpaxaaH (KaJoObl, MPEI0KEHUS U 3asBIICHUS ).

3. Peructparust 31eKTPOHHBIX JOKYMEHTOB — 3TO:

1) ycTaHOBJIEHHE KOJIMYECTBA M COCTaBa apXUBHBIX JOKYMEHTOB B €IMHHUIIAX yYeTa
U PuKcaIs IPUHAIICKHOCTH KOKIOW SAMHHIIBI yUeTa K OMPeIeICHHOMY
KOMIUIEKCY U OOIIeMYy MX KOJIHMUYECTBY B YUETHBIX JOKYMEHTAX;

2) BaxHeHmuMi Tam paboThl C JOKYMEHTAMH U OTIPEACIISCTCS KaK 3aliCh YIeTHBIX
JTAHHBIX O JIOKYMEHTE TI0 YCTaHOBJIEHHOU popme, hukcupyromas HaxkT ero
CO3aHMs, OTIIPABJICHUS WM MTOTYICHUS;

3) 3TO MaKCUMAaJIbHO PAlMOHAIBHOE COKpAIlIEHNE KOJIMYECTBA Yero-I1udo myTem
CTaHAApTU3AINH K eANHOU (HopMme;

4) opraHuzamusi JOKYMEHTOOOOpOTa, XpaHEHUS W WCIOJIb30BaHUS JOKYMEHTOB B
TEKYIIEH ACATEIBbHOCTH YUPEKIACHHUS.

Kpurtepuu oieHKM TeCTOBbIX 3a1aHMIA:
1. ITonHOTa 3HAHUI TEOPETUIECKOTO KOHTPOJIUPYEMOTO MaTepuaa.
2. KonnuecTBO MpaBWIbHBIX OTBETOB.

IIpuMepbI NPpaAKTHYECKUX 3aJaHUMI

3aganue 1. Co3gate HOBYIO manky «P@UHAHCOBBIE JTOKYMEHTBD) B CUCTEME
NauDoc, 1 Ha3HaYUTh IPYNOBbBIE ITpaBa AOCTYMA.

Coznaerca narnka « DUHAHCOBBIE JOKYMEHTBI»

Ha3nauaroTcs rpynnoBsie mpaBa JocTyna K nanke @UHaHCOBOMY OTIETY

oOecrieunBaeTcs IOCTYI K MarKe TOJIbKO (PMHAHCOBOMY OTIENY U IUPEKTOPY.
OctanpHble nosb3oBarenu cucreMbl NauDOC He JOJKHBI MMETh JOCTYH K 3TOM
nanke. /[ns yrnpasieHus JOCTYIIOM K IAIIKe MOJIb30BATENb JOJDKEH UMETh Ha Hee
npaBo «PenakTop».

Jliis 3TOrO nmpou3BoAUTCA BXOA B (OpMy Ha3HAYEHUS IMpaB JOCTyNa K Malke,
ucnoius3yercst «KoHTponb nocTyma» U3 pacKpbIBaIOLIErOcs MEHIO, JIMOO KHOIKa
«KonTpons noctymna» Ha nanenau nHCTpymenToB NauDoc.

Ha3nauaroTcss TpynmoBble MpaBa Ha JOCTyNl K mnanke «@PUHAHCOBBIE
JOKYMEHTBD) (PMHAHCOBOMY OTJEIY.

3amanue 2. [Ipon3BecTr U3MEHEHHE CTATyCA MTAKH.

[locne co3gaHus mankyu aBTOMaTUYECKHU MEPEXo UM B Hee. BHOBb co3aHHas
nanka He COJIEpPXKHUT JOKYMEHTOB. BMecTo cnucka JOKYMEHTOB YKa3bIBaeTCs
«ITanka mycta», TO €cTh, IPUCBOEH cTaTyC «Pegaktupyemasy.

N3meHnsem cTaTyc manku Ha «3aMopoKeHHas» yepe3 Pemakrop manku.

MeToauka nposeieHus 3auera
[IpomexxyTouHasi arTecTanus Mo JUCHUIINHE B COOTBETCTBUU C YUEOHBIM

IJIAaHOM HAarpaBJeHUs TPOBOAUTCS B (QopMe 3auera. 3ayeT MO JAUCIHIUINHE
MpeACTaBisgeT  coOOM  WTOrOBOE€  HUCIBITaHHE 10  MPodheCcCHOHABHO-
OpPHUEHTHPOBAHHBIM npobiemam, yCTaHaBIIUBAIOIIEE COOTBETCTBHE
MOJITOTOBJICHHOCTH CTYJEHTOB TPeOOBaHMSIM 00pa30BaTEIBHOTO CTaHAapTa. 3adeT
MPOBOJUTCS C TIENbI0 TIPOBEPKHM YPOBHSA U KadecTBa (DOPCHPOBAHHOCTH
KOMIIETCHIIMM B paMKaX COOTBETCTBYIOIIETO JTama M TO3BOJISIET BBIIBUTH U
OIICHUTHh TEOPETUYECKYI0 U MPAKTHYECKYIO MOATOTOBKY CTYJIEHTA IJIsi PEIICHUS



HpO(beCCI/IOHaJII)HBIX 3ajJa4.

3a4yer MpoBOAUTCS B MHCbMEHHOM (hopMe MO MHAMBUAYAIILHOMY 33JaHUIO B
JIBa HTana:

1 sman — @vinoHeHUe nepeoeo 3a0anus, KOMopoe BKIYaenm Nno020MmosKy
omeema Ha meopemudeckull 6onpoc,

2 sman - GblNOJHEHUe GMopo2o 3A0aHUs, KOMOpoe 6KII0Yaem peuleHue
NPAKMU4ecKo2o 3a0aHusl.

IIpumep THIIOBOrO 3aJaHUA JJIA 3a4eTa

1. [IpoBecTn ananu3 oreyecTBeHHbIX CO/]
2. CozpmaliTe ¥ 3aperucTpupyidTe  HOBBIM  BXOASIIMA  JOKYMEHT
"UnadopmarinonHoe muchbMo" B )KypHaje peructpanuu "Bxoasimume 10KyMeHTHI".

Ilepeuensb BOMPOCOB K 3a4eTy

1.ITosicHUTE MTOHSATHE TOKYMEHTOOOPOTA.

2.TlosicHuTe OCHOBHBIE TPEOOBAHUS K pean3allui JOKYMEHTO000pOoTa.

3.IlosicHuTE MOHATHE IOKYMEHTONOTOKA M €T0 OCHOBHBIE XapaKTEPUCTUKHU.

4. TlosicHuTe noHATHE 00BEMa IOKYMEHTOO00POTA.

5.0xapakrepu3yiTe TEXHOJOTHYECKHI mpoluecc 00paboTKU U MepeMEICHH
HUCXOSIIET0 TOKYMEHTAI[MOHHOTO MTOTOKA.

6.11osicauTe knaccel u ctpykrypa UC.

7.0xapakrepusyite ooecneunBaromime nogacucrems NC.

8.0Oxapakrepu3zyiite UC o ypoBHAM yNpaBIeHUS.

9.0xapaxkrepusyiite MC 1o cTeneHu clioKHOCTU U MaciTady.

10. [TosicHuTe OCOOEHHOCTH apXUTEKTYPHI “KIUEHT-CepBep” .

11. I[Tossicaute otnuuutensubie cBorictBa KMC.

12. Iosicaute 3agaun ICY /1.

13. IMosicaute nenu BHeapenus CY /]

14. IlosicHUTE OpraHU3alMOHHBIE 3a/1a4U MPEAIPUATHS PEIIaeMbIe C
BHeapeHuem DCY /1.

15. Oxapakrepu3yiite HanpaieHus BHeapeHust CO/1.

16. Oxapakrepusyiite NpukKiIagHoe nporpammuoe ooecrneyenune ICY /1.

17. Tlosicaute pa3paboOTKy "aKTHUBHOTO' MPOrPaMMHOTO OOECIEUCHHS s
OCVY .

18. Tloscaure amantammto I[IO0 DOCVY][ K U3MEHEHUIO B YCIOBUH
AKCILTyaTaluu.

19. OxapakTepusyiiTe cucTeMy JIEKTPOHHOTO AJokyMeHToobopota NauDoc.

20. [TosicauTe ocHOBHBIE 00BEKTHI B cucTeMe NauDoc.

IIpumepHble NpaKkTHYECKHE 321aHUS K 324YeTy

1. BeImmotHMTe TIPOCMOTP  3amMCHM € HMCIOJIb30BaHUEM  (PUIBTpa
«OTobOpakeHue».

2. BrlmoHATE perucTpannio 10KyMEHTa.

3. BrimontauTe TIpOCMOTp 3amucedl B JKypHaJIe U yAaluTe HE AaKTyalbHbIE

3aIIiCH.
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IIkajnbl oneHKH 00pa30BaTeIbLHBIX 10CTUKEHU I

Bbamabl Ouenka (0aaa
(uToroBoit 3a OTBET HA
. . TpeGoBanus Kk 3HAHUAM
PEUTUHTOBOU 3a4yere)
OLICHKH)

— OrmeHka «3a4TeHO» €CIM OH HMeeT 3HaHHs OCHOBHOT'O
MaTepuaia, €ClIM OH MPOYHO YCBOMWJI MPOrPaMMHBIN MaTepHall,
MOCJIEIOBATEIbHO, YETKO M JIOTUYECKH CTPOMHO €ro Mu3jiaraet
«3aumeHo» | €ro Ha 3a4ere, BJaJieeT HEOOXOAUMbIMU HaBBIKAMU U IIpUEMaMU
WX BBIMOJHEHUS, YMEET TECHO YBS3bIBATh TEOPHUIO C MIPAKTUKOM

— VYueOHblE JOCTHXKEHHS B  CEMECTPOBBIA MEpUOI U
pe3yinpTaTaMi  PYOEKHOTO  KOHTPOJS  JAEMOHCTPUPYIOT
JIOCTATOYHYIO CTENEHb OBJIAJICHHS MPOrPAMMHBIM MAaTEPUATIOM.

100-60

— Or1eHka «HEe 3a4TEHO» BBICTABIISIETCS CTYAEHTY, KOTOPBII HE
3HaeT 3HAYUTEJBHOM 4YacTH IPOrpaMMHOIO  Marepuaina,
JIOITYCKaeT cyllecTBeHHble omunoOku. Kak mpaBuiio, olieHKa «He
3a4TE€HO» CTABUTCS CTYAECHTaM, KOTOPbIE HE MOTYT IIPOJIOJIKUTH
«He 3aumeHo» | 00ydeHne 0e3 JAOMOTHUTENBHBIX 3aHATUN MO0 COOTBETCTBYIOIIEH
JUCLHATIINHE.

— VYueOHBIE JOCTHXKEHHS B  CEMECTPOBBIM  MEpUOI U
pe3ynbTaTaMu  pyOeKHOr0o KOHTPOJIS JAEMOHCTPUPOBAIM HE
BBICOKYIO CTEIIE€Hb OBJIAJICHHS IMPOIPAMMHBIM MaTE€pPUAJIOM IIO
MHUHUMAJIbHOU IJIAHKE.

59-0

YueOHO-MeTOAMYeCKOEe U MHPOPMALIMOHHOE o0ecliedyeHue y4eOHOol
TUCUMILTHHBI

OcHoBHas JuTEpaTypa
1. Anamkas, A. I'. 3ammra 53JEKTPOHHOTO JOKYMEHTOOOOpOTa: Yy4eOHOE
nmocoome / A. TI. Amnamkas. — Owmck: CubAAU, 2019. — 87
c. https://e.lanbook.com/reader/book/149493/#1

JlonmosiHUTEILHAS JIUTEpaTypa

2. Kpaxorckuii, FO. M. Metoasr 3amuTsel nHGOpMaIuK: yaeOHOe mocodne s
By30B / 0. M. KpakoBckuii. — 3-¢ usn., nmepepad. — Cankr-Iletepoypr: Jlanp,
2021. — 236 c. https://e.lanbook.com/reader/book/156401/#159

3. Kynses H. H. KonduaennumanpHoe AETONPOU3BOICTBO M 3alTUIICHHBIN
ANEKTPOHHBIN JToKyMeHTooOopoT: yueOHuk / H.H. Kynses. - Mockga: Jloroc,
2013. - 452 c. https://ibooks.ru/bookshelf/29403/reading

4. Beperexuna, C.B./luctanimmonnsiii Tpyn. OpraHuzaiusi 3JI€KTPOHHOIO
JIOKyMEHTOO0OpOTa B KaIpOBOM JIEJIOMPOU3BOACTBE: MoHOTpadus / Beperexuna
C.B. — Mockaa: Pycaiinc, 2017. — 209
c. https://'www.book.ru/view5/abae98f310a2685853d798cf545e588¢

IIporpammHuoe obecnieuenue u UHTepHeT-pecypchl

1. DnexTpoHHO-OMONMOTEYHAs cucTema «Jlanby - http://e.lanbook.com.



https://e.lanbook.com/reader/book/156401/#159
https://ibooks.ru/bookshelf/29403/reading
http://e.lanbook.com/

2. DnexTpoHHO-OMONmoTeuHas cucrema «tOpait» -  http://www.biblio-
onlain.ru.

Poccuiickas HanroHanbHas oudanoreka - http://www.nlr.ru/

[TouckoBas cuctema - http://www.rambler.ru.

[TouckoBas cuctema - http://www.yandex.ru.

["apanrT - http://base.garant.ru/.

Hurepner-Yuausepcurer Madopmanmonnsix TexHonornit -http://www.intuit.ru

ook ow

Jlns mpoBeeHNs MMPAKTUYECKUX 3aHATUN U BBITOJIHEHHS CAMOCTOSITEIIBHOMN
pabOThI HCTIONB3YIOTCS YICOHBIE KOMITBIOTEPHBIE KIIACCHI ¢ BBIXOJ0M B MHTEpHET
Y JIMIICH3UOHHBIM MPOTPAMMHBIM 00€CTICUCHUEM.

MaTepl/IaﬂbHO-TeXHl/I‘leCKOC o0ecmeueHue y‘l@ﬁHOﬁ ANCIHUIIINHBI

JIeK1MOHHBIE 3aHATHUS IPOBOJIATCS B Ay JUTOPHUAX: yueOHas MeOesb, yueOHas
JTIOCKa, KOMIUIEKT MYJIbTUMEIUIMHOTO 000PY10BaHUS

[IpakTuueckue 3aHATHS MPOBOISTCS B KOMIBIOTEPHBIX Kilaccax: yueOHas
Mebenb, ydeOHasi JOCKa, KOMIUIEKT MYJIbTUMEIUHHOTO  000pY/IOBaHUSA,
MEPCOHAIBHBIE KOMITBIOTEPHI.

Jlns caMocTosiITeNbHOM PabOThl 00YYaIOIMIMXCSI UMEETCS: YUTAJIbHBIA 3a1 C
BBIXOJIOM B ceTh MHTepHeT: YueOHasi MeOennb, KOMIUIEKT MYJIbTUMEIUNHOIO
000pyA0BaHus, IEPCOHATIbHBIE KOMITbIOTEPHL, MDY

Y4eOHO-MeTOAMYeCKHE PEKOMEHIAIUU 1JIS CTY/ICHTOB

1. Yka3zanus 11 npOoCIyIIMBaHUS JEKIIUI
[lepen HauyamoMm 3aHATHI BHUMATEIbHO O3HAKOMMTHCS C YYEOHBIM IJIAHOM

IPOBEJCHUS JIEKLIUH U CIIMCKOM PEKOMEHIOBAaHHOMU JIUTEPATYPBhI.

[lepen moceuieHueM OYepeTHOW JIEKLIUU OCBEXKWUTh B IMaMATH OCHOBHBIE
KOHIEMNIMM MPOHJeHHOro paHee marepuana. [loaroroBuTh npu HEOOXOAUMOCTH
BOIIPOCHI TMpenojasarento. He Hago omacatbesi, 4TO BOMNPOCHl MOTYT OBITh
MIPOCTBHIMHU.

Ha nekuuum OCHOBHOE BHHUMAHHME CIENYyeT VYAENATb He QopMylaMm U
MaTeMaTUYECKUM  BBIKJIAJKaM, a  COACPXAHUI0  H3Y4aeMbIX  BOIPOCOB,
OTIpe/IeTICHUSIM 1 MIOCTaHOBKaM 3a/1a4.

B nporecce n3ydeHus: JEKIUOHHOTO Kypca HEOOXOAMMO IO BO3MOXKHOCTH
4acTO BO3BPAILATHCS K OCHOBHBIM MOHATHSM M METOJAM pELIeHUs 3aaad (3/1ech
BO3MOYKEH BEIOOPOUYHBIN KOHTPOJIb 3HAHUMN CTYJIEHTOB).

XenarenpHO MCHONB30BAaTh KOHCIEKTHI JICKIMA, B KOTOPBIX HCIOIB3YETCS
NpUHSATAs IPernojaBareaeM cucteMa 0003HaueHUN.

Hns  Oosee moApOOHOTO HM3YyYEHHs Kypca cieayeT paboTtaTh ¢
PEKOMEHIOBaHHBIMU JIUTEPATYPHBIMU HMCTOYHHKAMH M BHOBBH MOSIBJISIOIIMMUCS
UCTOYHUKAMHU.

2. Yka3zaHus JUIsl y4acTUs B MPAKTUUYECKUX 3aHATUAX

[lepen mocemeHWEM  YSCHUThH TEMy  MPAKTHYECKOTO  3aHATHS |
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CaMOCTOSITENIEHO U3yYUTh TEOPETUUECKHE BOTIPOCHI.

B KoOHIlE MPaKkTUYECKOTO 3aHSITHSA TMPH HEOOXOTUMOCTH BBIICHUTH Y
IperoaaBaTelisi HEsICHbIC BOIPOCHI.

OCHOBHBIE pe3yNIbTaThI BHITOJHEHUS pa0OTH HEOOXOAUMO pacrevararh.

3. CamocrosiTenpHasi paboTa CTYISHTOB OOBIYHO CKJIQABIBACTCS W3
HECKOJIbKUX COCTaBIISIFOIINX

- paboTa c TeKkcTaMH: YYEOHUMKaMH, TOTIOJHUTEIBHOM JINTEPATypoil, B TOM
qrcIie MaTepUuaIaMi HHTEPHETA, a TAK)Ke MPOpadOTKa KOHCIIEKTOB JICKITHIA;

- HaIlTMcaHue JTOKJIaI0B, pedepaTos;

- OATOTOBKA K MPAKTUICCKUM 3aHSATHUSIM;

- MOATOTOBKA K 3a4€Ty HETOCPEICTBEHHO MIEpel HUM.

Takum  oOpa3oMm, camocTosTenbHas paboTa  CTYACHTOB  SIBISETCA
HEOOXOIUMBIM KOMIIOHEHTOM ITOJTyYEHUS TTOJIHOIIEHHOTO BBICIIETO 00pa30BaHH.

MeToauueckue PEKOMEHIANUNA NI HpeHOI[aBaTeJIeﬁ

1. Ykazanus 115 IpoBeACHUS JICKIINI

Ha mepBoii BBOAHOW JIEKIMHU cenaTh oOUIUN 0030p colaepkaHusi Kypca U
OTMETUTh HOBBIE METOJBI M IOAXOJAbl K PEIICHUIO 33/1a4, PacCMaTpUBAEMbIX B
Kypce, IOBECTH JI0 CTyI€HTOB TpeboBaHMs KadeIpbl, OTBETUTH HA BOTIPOCHI.

[Ipu mOArOTOBKE K JIEKIIMOHHBIM 3aHSATUSAM HEOOXOAMMO MPOAYMATh IJIaH €T0
MPOBENICHUA, COJECP)KAHUE BCTYMUTEIBbHOW, OCHOBHOW M 3aKIIIOYUTEIIBHOM YacTH
JICKIIUU, O3HAKOMHTHCS C HOBHMHKAMHM Y4YE€OHOM U METOAUYECKOW JIMTEPATYPHI,
NyoJIMKAIUSIMU  TEPUOJUYECKOM TIeYaTH M0 TeMe JICKIIMOHHOTO 3aHSTHS.
YTOYHUTH TJIAH TPOBEACHUS TMPAKTHYECKOTO 3aHATUS MO Teme jekuuu. llepen
W3JIOKEHUEM TEKYIIEro JIEKIIMOHHOTO MaTepuajga HalmoOMHUTh 00 OCHOBHBIX
WUTOTax, JOCTUTHYTHIX HA NPEeAbIAYIINX JEKIHsaX. C 3TOM LENbIO 33J1aTh HECKOIBKO
BOIIPOCOB ayJAUTOPUU U OCYIIECTBUTH BEIOOPOUHBINM KOHTPOJIb 3HAHUS CTYIEHTOB.

B Xome NeKIMOHHOrO 3aHATUsA MPENOJABATENIb JOJDKEH Ha3BaTh TEMY,
y4eOHbIE BOIPOCHI, O3HAKOMHUTH CTYIACHTOB C TEPEYHEM OCHOBHOU U
JOIIOJIHATEIIBHOM JINTEPATypbl 10 Teme 3aHATus. PackpseiBas coaepKaHue
y4eOHBIX BOIPOCOB, AaKIEHTUPOBATh BHUMAaHHWE CTYJACHTOB Ha OCHOBHBIX
KaTeropusiX, SBJICHUSX U TMpoIleccax, 0COOCHHOCTAX UX MpOTeKaHus. PackpbiBaTh
CYIIIHOCTb U COJEpP)KAHUE PA3JIMUYHbIX TOYEK 3PEHUS U HAYYHBIX IOJXOIOB K
OOBSICHEHUIO T€X WM UHBIX SIBIICHUM U MPOIIECCOB.

CrnemyeT apryMeHTUPOBaHO 00OCHOBATh COOCTBEHHYIO MO3ZUITUIO 110 CIIOPHBIM
TeopeTHYeCKUM BorpocaM. [IpuBoauTh npumepsl. 3a7aBaTh MO XOAY HU3JI0KEHUS
JIEKIIMOHHOTO MaTepralia pPUTOPUYECKUE BOIIPOCKHI U CAMOMY J1aBaTh Ha HUX OTBET.
DTO CMOCOOCTBYET AaKTHUBHU3AIMU MBICIUTEILHON JEATEIbHOCTH CTYJICHTOB,
MOBBIIICHUIO UX BHUMAaHUA W HUHTEpPECAa K MaTepually JIEKIUH, €€ COJCPKAHUIO.
[IpenogaBarenb TOHKEH PYKOBOAUTH PaOOTON CTYJEHTOB MO KOHCIEKTUPOBAHUIO
JEKIIMOHHOTO ~ MaTepuala, TMOAYEPKUBATh HEOOXOJUMOCTh OTPAKCHUS B
KOHCIIEKTaX OCHOBHBIX TIOJIO)KEHHM M3y4aeMOl TeMbl, 0C000 BBIIEIS,
KaTeropualibHbIN anmapar. B 3akIiouuTenhbHOM 4YacTH JIEKIUU HEO0OXOIUMO
chopMyIMpOBaTh OOIIME BBIBOJABI MO TEME, PACKPBHIBAIOIINE COJEPKAaHHUE BCEX



BOIIPOCOB, IIOCTABJIEHHBIX B JEKUUU. OOBIBUTH IJIAH OYEPEIHOIO IPAKTHUECKOTO
3aHATHUS, JaThb KpAaTKME PEKOMEHJAlUMu 10 IOArOTOBKE CTYAEHTOB K
IIPAKTUYECKOMY 3aHATUIO. ONpenenuTh MECTO U BPEMsI KOHCYJIBTALMK CTYICHTaM,
MO’KEJIAaBIINM BBICTYIIUTh Ha MIPAKTUYECKOM 3aHITHU C pedepaToM.

Ha mnocnenneil nexkuum ynenuTs Bpems Uisi 0030pa HambOosee Ba)XHbBIX
II0JIOXKEHUH, PACCMOTPEHHBIX B Kypce.

2. YKa3zaHus s MPOBEACHUS IPAKTUYECKUX 3aHATHI

YeTko 0003HAYUTH MPAKTHUECKOTO 3aHATHUSI.

OOCyIuTh OCHOBHBIE MTOHATHS, CBA3aHHBIE C TEMOM NPAKTUYECKOIO 3aHATHS.

B npouecce BBINMOTHEHNN NPAKTUYECKUX 3aJaHUN PEKOMEHI0BATh CTyIEHTaM
IPUMEHSATH COOTBETCTBYIOIINE Pa3JIEbl TEOPETUYECKOr0 yUeOHOI0 MaTepuana.

OTmeuaTh CTYACHTOB, HanOoyiee aKTUBHO BBIMOJHSIOMUX MPAKTHUYECKHUE
3aJjaHusl.

B KOHLE DPAaKTUYECKOTO 3aHATHS 3a4aTb AyJAUTOPUM  HECKOJIBKO
KOHTPOJIBHBIX BOIIPOCOB.

3.Yka3aHusl 10 KOHTPOJIIO CAMOCTOSITENIbHOM pabOThI CTYIE€HTOB

[To ycMmoTpeHuio mnpenogaBaTens 3aJaHUE Ha CaMOCTOSITENIBHYIO paboTy
MOJKET ObITh UHIUBUyaJIbHBIM.

[Tpu wucnonb30BaHUM WHAMBUAYAIbHBIX 3aJaHUN TpeOOBaTh OT CTYJEHTA
MHUCbMEHHBIN OTYET O MPOJICIAHHON padoTe.

C nenb0 KOHTPOJII KAyeCTBA BBIINOJIHEHHUS CaMOCTOSITEIbBHOM padOThI
TpeOOBaTh MHAUBUIYAJbHBIE OTYETHI (JIOMYCTHMO BMECTO MHUCHbMEHHOTO OTYETa
IPUMEHSATh UHINBUYaIIbHBIE KOHTPOJIbHBIE BOIIPOCHI).

[Iporpamma coctaBieHa B cOOTBeTCTBUU ¢ TpeboBanusimu OC HUAY MUDU
no HarnpasiieHuto 09.03.02 NudopMaiimoHHbIe CUCTEMBI M TEXHOJIOTHHI

PaGouyto nmporpammy coctaBuiia
JOIEHT Kad.
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