banakoBckuii MH)KEHEPHO-TEXHOJIOTHIECKUN HHCTUTYT - (prythan
(benepanbHOro roCy1apCTBEHHOTO0 aBTOHOMHOTO 00pa30BaTeIbHOTO YUPEKICHUS
BBICITIIETO 00pa3oBaHUs
«HaunoHaIbHBIN UCCAEN0BATENbCKUN siepHbId YHUBEpcUuTeT «MUDI»

@akynbTET AaTOMHON YHEPTETUKU U TEXHOJIOTUI
Kadenpa «MHpOopMaLMOHHBIE CUCTEMBI U TEXHOJIOT MM

PABOYAS ITPOI'PAMMA
10 AUCLUILIINHE
«ONEeKTPOHHBIN JOKYMEHTOOOOPOT»

HanpagieHusi noAr0TOBKHU
«09.03.02 NudopMaliiOHHbIE CUCTEMBI U TEXHOJIOTUI

OcHoBHasi npodeccnoHaTbHAs 00pa3oBaTeJbHasI MPOrpaMMa
«H(pOpMaIIMOHHBIE CUCTEMBI U TEXHOJIOTHUIY

KBanudukanus BbINIyCKHHUKA
bakamasp

®opma 00ydeHust
Ounas

bamakoBo



eab ocBOeHUS Y4eOHOM TUCIMILIMHBI

[lenb OCBOGHMS TUCIUIUIMHBI B 001aCTH O0yUYEHUS, BOCOIUTAHUS, Pa3BUTHS,
cooTHecenHble ¢ obommmu nensimu OOIT BO u tpeboBanusaMu npodeccrnoHanbHbIX
crangaptoB ([IpodeccronanbHblil cTangapT «PyKoBOAHMTENb MIPOSKTOB B 00JIACTH
UHPOPMAIIMOHHBIX ~ TEXHOJIOTUW») SBISIOTCA: (OPMHpPOBAHUE, pa3BUTHE U
COBEPILIEHCTBOBAHHE Y CTYIEHTOB NPO(ECCHOHAIBHBIX KOMIIETCHLIMM; JaTh
CTYJEHTaM YIJIyOJIECHHOE, LEIbHOE M KOMIUIEKCHOE MPEJICTaBICHUE O TEOPHUH M
IPAaKTUKE HCIOJIb30BaHUSI METOJOB M CpEACTB Iepexojga K 0e30ymakHOU
TEXHOJIOTUM YIPABJICHUS: aBTOMAaTH3allMM MPOLENyp padOThl C AJIEKTPOHHBIMU
JOKYMEHTAMM, OpPTaHU3allMd XPAaHEHHsS U IIOMCKA DSJIEKTPOHHBIX JTOKYMEHTOB,
OpPTraHU3aLMU AJIEKTPOHHOTO JOKYMEHTOOOOpOTa M OOECIEeUeHMs YIpaBJIEHUS C
MOMOIIBIO HOBEUIIMX TexHoJIorui B JJOY u apxuBHOM Jiee.

Mecto yueOHOH qucuuILuiuHbI B cTpykTrype OOII BO

Heo0xoaumMbIMu yCIOBUSAMHU JJIs1 OCBOCHUS TUCIUTUIMHBI SBJISIFOTCS 3HAHUS,
YMEHUSI U TPAKTUUYECKHE HABBIKM 10 NPEAMICCTBYIOIUM JUCHUIUIMHAM H
MPAKTUKAM:

Metoasl M CpeAcTBa MPOEKTHUPOBAHUS HHQPOPMAIIMOHHBIX CHCTEM U
TEXHOJIOTUH

VYrpaBiieHre TaHHBIMU

CoBpeMEHHBIE TEXHOJIIOTMU UHTEPHET-IIPOTPAMMUPOBAHUS

WuTepakTuBHOE TporpaMMupoBanue  web-npwioxkenuin /  Co3gaHue
WHTEPAKTUBHBIX IPUIOKEHUN 111 UHTEPHET

TexHosoruu co3nanus web —pecypcoB / OCHOBBI Web-IpOrpaMMHUPOBAHHS

NHocTpaHHBIN A3BIK

Nudopmatuka

HNHocTpaHHbIN A3BIK 17151 TPO(PECCHOHATBHOTO OOLIEHUS

BBenenue B cnenuaibHOCTh

J1e110BOM MHOCTPAHHBIN S3BIK

VYuebHas npakTuka (03HAKOMUTEIbHAs )

3HaHUsA, YMEHUS U TPAKTUYECKUE HABBIKW, TOJYYEHHbIC IMPU OCBOCHUU
JTUCIUTUTMHBI, HEOOXOMMBI TIPU U3YUCHUH CIEAYIOMIECH TUCIUTITUHBI:

NudopmainoHHbIi MEHEIKMEHT
a TaKKe IPU NPOXOKIACHUH ['0CyapCTBEHHOW UTOTOBOM aTTECTALUMU. .

IIpy ocBoeHMM [AHHOW MHWCIUIUIMHBI CTYACHT CMOXET YaCTHUYHO
MIPOJIEMOHCTPUPOBATH  CeAyIomue 0000IeHHbIe TpynoBbie dyHKuu: COop
uH(OpPMAIUU I MHULIUAIIMY TTPOEKTa B COOTBETCTBUU C TIOJYUYCHHBIM 33JIJaHUEM.

Komnerenuuu odyuyaromerocs, (popmupyembie B pe3yjibTaTe 0CBOCHUA
AUCUMILTHHBI

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



YHUBEpCAIbHBIC

Kon
HaumeHnoBanue
KOMIIET WNHaukaTopsl 1OCTUKEHUS KOMITETEHIIUH
KOMIIETECHIIMHU
Q31002078
3-YKI-1 3nare: coBpeMeHHBbIE HH(OPMAIIMOHHBIE
TEXHOJIOTHH M IU(POBBIE CPEJCTBA KOMMYHUKAIIUH, B
TOM YHUCJE€ OTEUECTBEHHOTO MPOU3BOJACTBA, a TaKXKE
OCHOBHBIE  MPUEMbl W  HOPMBI  COLHMAIBHOTO
B3aUMOJICUCTBUSL M TEXHOJIOTUM MEXKJIMYHOCTHON U
IPYNIOBOM  KOMMYHUKAllUM C  HCHOJIb30BAHUEM
JTIUCTAHITMOHHBIX TEXHOJIOTUI
Y-YKI-1 YMeTs: BBIOMpATh COBPEMEHHBIE
. MH(POPMAITMOHHBIC TEXHOJIOTUH M IM(PPOBBIC CpEICTBA
Cnocob6eH B 1iupoBoii cpese opman i p peil
KOMMYHUKallMd, B TOM 4YHCJIE€ OTECYECTBEHHOIO
UCII0JIb30BATh pasuyHbIC
MIPOU3BOJICTBA, a TaKke yCTaHaBJIUBATh u
udpoBbIe CpeCTBa,
MOJJEP)KUBATH KOHTAKTBhI, oOecrieunBaronme
VKII-1 | mo3Bomstomnme BO
N VCICMHYI0 pPaboTy B KOJUICKTUBE U IMPUMCHSTH
B3aUMOJICHCTBUU C APYTUMHU
OCHOBHBIE =~ METOABI W  HOPMBl  COILIMAJILHOIO
JIFOIbMU JIOCTUTATh . .
. B3aUMOJICHCTBUSL I pealiM3allid  CBOCM pOJIU U
MMOCTaBJICHHBIX LI€JICH N
B3aUMOJICHCTBUSL BHYTPU KOMAHJIbl C HCIIOJb30BAHUEM
JMIUCTAHITMOHHBIX TEXHOJIOTUI
B-YKII-1 Bnanets: HaBBIKaMH TIPUMEHEHUS
COBPEMCHHBIX  WH(MOPMAIMOHHBIX  TEXHOJOTHH W
U(pPOBBIX CPEACTB KOMMYHHUKAllMM, B TOM YHUCIE
OTEYECTBEHHOTO TMPOU3BOJICTBA, a TaKXKe METOJAMH U
IpUEMaMHy COITMAIBLHOTO B3aMMOJICUCTBUS U PabOTHI B
KOMaHJE€ C  HCIOJIb30BAHHUEM  JAWCTAHIIMOHHBIX
TEXHOJIOTHI
po(eCCUOHAIIbHbBIE
3amaun
N HaumenoBanue
npodeccnoHanbHOM OOBeKT UIu WNHaukaTopbl 1OCTUXKEHUS
KOMIIETEHIINH,
JesATeTbHOCTH 00J1acTh 3HAHUS KOMIICTCHITUH
KOJT KOMITCTCHITUH
(€11910)
BbIOOp ucxonHbIX | MHpOpManmonHbie
JTAHHBIX JUISL | TIPOLIECCHI,
MPOCKTUPOBAHUS TEXHOJIOTHH,
CHUCTEMBbl U CETH,
ux
WHCTPYMEHTAIbHOE
(n OII")y::v[MHOG 3-I1K-12 3natb: TpebGoBaHUS K
porp ’ [IK-12 Cnocoben | pa3zpaboTke TEXHUYECKOTO
TEXTMHCCKOC, MPOBOJIUTH BBIOOD | 3a7aHUs, €ro  CTPYKT u
OpraHU3aIMOHHOC) p p ’ PYKTYPY
HUCXOIHBIX TIPUHITUIIBI COCTABIICHUS
obOecneucHue,
JTaHHBIX st | YV-IIK-12 YMmers: aHanu3upoBaTh
CTIOCOOBI M METOIEL MMPOSKTUPOBAHUS | UCXOOH OKYMEHTAITUIO
MIPOEKTUPOBAHUS, p p JHYIO JIOKYM
c Y4ETOM | 3aKa34MKa
OTJIAJIKH, : .
TpebOoBaHMIT B-TIK-12 Bnanets: MeTOINKOH
MPOU3BOJCTBA U
3aKa3yuKa COCTaBJICHUS TEXHUYECKOTO
JKCIUTyaTaIuu
3a/IaHus
MH(OPMATMOHHBIX
TEXHOJOTHUM 51
CUCTEM B
Pa3IUYHBIX
obnacTsax u chepax
JeSATeIIbHOCTH




33,[[3‘11/1 BOCITMTaHUSA, pCAJIM3YCMBIC B paMKaxX OCBOCHUSA TUCHUIIJIMHBI

Coznanue Bosneuenue B
Hampasine yCIIOBUH, Hcnonb30BaHre BOCIUTATEIHHOTO Pa3HOILUIAHOBYIO
HUe/lenn | oOecreynBaro MOTEHIMAaa Y4eOHOH TUCIUIIITHBI BHEY4YEOHYIO
X JeSITeNIbHOCTD
ITpodeccu | bopmupoBanu | HMcnons3oBanue BocnuTarenbHoro | [loBeIIeHNnEe 3HAHUI 110
OHAJIBHOE | €  KYJBbTYpHI | HOTEHIMANA JUCHUIUIMH | HH(GOpMaTU3aluu
BOCIIUTaH | MHPOPMALKMOH | MPO(HECCHOHATBEHOTO MOJTyJIS Ui | obiecTBa U
ue HOM ¢bopMupoBaHnue  0a30BbIX  HABBIKOB | KOMMYHUKAIIMOHHBIX
Oe3omacHOCTH | MHGOPMAIMOHHON O€30MacHOCTH 4Yepe3 | TeXHOJIOTUN JUTSt
(B23) W3y4CHUE  TOCIEACTBUH  XaJaTHOTO | pelIeHUs
OTHOIICHHUS K pabote C | KOMMyYHHKATHBHBIX U
MH(OPMALIMOHHBIMU CHCTEMaMH, 0a3aMH | IMO3HABATENbHBIX 3ajay
TTAHHBIX (BKITIOUAst NEPCOHANBHBIC | CTYCHTAMHU.
JaHHbIE), mpuemMax M MeTojax
37I0YMBIIIJICHHUKOB, MOTCHIIUATHBHOM
YpOHE MOJIb30BATEISIM.

JMCIAIIJIMHBI COCTABIISICT 3 3a4eTHBIX eaAMHMIILI, 108 ak. gacos.

CTpykTypa u coaepkaHue y4eOHOM TUCIUTIIUHBI
JucuunnnHa mu3y4yaercsi cTryfeHTamu B 8 cemectpe. OOmias Tpyl10e€MKOCTh

KasiengapHbii niian

Ne | Ne | HaumenoBanwue pazaena Bunet yueOHoit nesitensHoctr | Atrectanm | Makcuma
Pa | T (Tembr) (uac.) st pazzaena ( JIbHBIN
3 e JUCLIUILINHBI dopma) Oan 3a
nena | M o o paszznen
3 S
Bl Z| X
o) 0]
= | §] E
o = o =
= = o M
() (> te) < @
O 5} < (=% [
m = | R B | O
1 OcHoBHBIE NOHATHSA B chepe 3aekTpoHHoro | K1 30
JAOKYMEHT0000poTa BXOJTHOM
1 | JJokymeHTOOO0pOT Ha | 7 1 - - 6 | KOHTpOJb
COBPEMEHHOM NPEIITPUSITHI
2 | ABromarm3zanusi npoueccos | 11 1 - 2 8
BBOJA IIOTOKOB BXOJSIIUX
JIOKYMEHTOB.
3 | Cucremsr 3IIEKTPOHHOTO | 14 212 | - 2 10
JIOKYMEHT0000pOoTa
Crieruduxa BHEJIPEHUS
CHCTEM AIIEKTPOHHOTO
JIOKYMEHT0000pOoTa B
rOCY/IapCTBEHHBIX
YUPSKICHUSIX.
4 | Cucremsl KOMIUIEKCHO# | 12 212 | - 2 8
aBTOMATH3alUH
JIOKYMEHTO00O0poTa U
JEeNoBBIX TporeccoB O630p
OCHOBHBIX CHUCTEM




3IIEKTPOHHOT'O
JOKYMEHTO000pOTa,
npe/cTaBiaeHHbIX B Poccun
5 | OcHoBHble TpeOoBanus K | 14 212 | - 2 10
cucTeMe AIIEKTPOHHOTO
nokymeHnToo6opora (CO/10).
Kputepun BbIOOpa cucTeM
JIIEKTPOHHOTO
JIOKyMEHT0000poTa B
TOCYUPEIKACHUSIX
2 Cucrema NauDocs. 3ammra wuHdpopmamuu B cdepe | 10 KU 30
3J1eKTPOHHOI0 IOKYMEHT0000poTa 10pedepar
6 | Kommieke  mporpammuoro | 14 2 - 14/2 |8
obecnieueHus NauDocs.
Hasnauenwne, 001acTh
npumeHeHus, crpykrypa 110,
OCHOBHBbIE  (YHKIMH |
HPUHIUIIBI 3aIHTHI.
7 | Hpunimner  paboter ¢ | 16 2 - | 4/4 |10
uHpopmaimet B cucreme
NauDocs (ocHOBHBIE
MPAKTHYECKHUE TPUEMBI)
8 | [Ipodnemsr IT-6e3omacuoct | 12 2 - - 10
9 |3ammra wuHbpOpMamuu B |8 2 - - 6
cucreme NauDocs
Bun MIPOMEKYTOUHOMN 3auér 40
aTTeCTalluU
Hroro 108/1 | 16/6 | - 16/6 | 76
2
KU — KOHTpOJIb 110 uTOTam
CoaepxaHue JJEKIUOHHOT0 Kypca
Tema sekuun. Bonpocsl, orpadarbsiBaemble Ha Bcero YueOHo-
JIEKI[UH 4acoB MeTO/InYecKoe
o0ecnieyenue
JIoOKyMeHT0000pOT Ha COBPEMEHHOM HpeANpPHATHH. 1 1-4
IIpenmer u conepxanue kypca. CoctaB (QyHKUUH U
JIETIOBBIX MPOIIECCOB, BHITIOIHIEMBIX B IOAPA3IACICHHSIX.
[ToHsATHE TOKYMEHTA, KJ1acChl
JTOKYMEHTOB, CBSI3aHHBIE C BBIMIOJIHEHUEM (QYHKIUI
yIpaBlieHUsT ¥ JeJOBbIMH mpoueccamu. Ilonsarue
JOKYMEHTOIIOTOKA, €T0 CTPYKTYpA.
[lonatne W BUABI JOKYMEHTOOOOpOTa M JIIOBBIX
MPOIECCOB, WX CTPYKTYphl W COCTaB KOMIIOHEHT.
ObocHoBaHMe HE00X0IMMOCTH nepexoza K
0e30yMa)kKHOH TEXHOJOTMHM ymnpasiieHus. OCHOBHbBIE
KOHIICTIIIUH.
ABTOMATH3allUsl  INPOLECCOB  BBOJa  INOTOKOB 1 1-4

BXOJALIMX JOKYMEHTOB.

CocraB u conep)kaHue oneparuii aBTOMaTU3UPOBAHHOTO
BBOJIa TMOTOKOB BXOJSIIUX JOKyMEeHTOB. ConaepxaHue
omepanuii  MOATOTOBUTENbHOW  ctaguu.  [loHsTue




dbopmatupoBanHoro gokymenta (®J]). Bugsr DJI.
Acniextsl onucanus noseit @JI. Conepxanue onepanui
OCHOBHOM cTaauud OOpaOOTKM M BBOJA JTOKYMEHTOB.
Kmaccel  ckaHepoB, XapaKTePUCTHKU CKaHEPOB H
TpeOoBaHUs, MPEIbIBISIEMbIE K BEIOOPY CKaHEPOB.
Xapakrepuctuka OCR, ICR u OMR-meronos
pacro3HaBaHHsl ~ JOKYMEHTOB. MeTOIbl  KOHTPOJIS
oreparii CKaHUPOBAHUS M PACTIO3HABAHUS TEKCTOB.
Metonel  uHAEKCHpoBaHUS  JIOKyMmMeHTOB.  CocraB
(bakTopoB U TpeOOBaHUI, MPEABIBIAEMBIX K CHCTEMaM
BBOJa OyMaXHBIX JIOKYMEHTOB.  XapaKTepUCTUKa
cuctembl Cognitive Forms u ee KOMIOHEHT st
aBTOMATH3AllMK BBOJIA IOKYMEHTOB.

CucreMbl 3J1eKTPOHHOI0 JOKYMeHTOo000opoTa. O0mme
MOJIOKEHHUSI.

Crnenuduka  BHEIPEHHS]  CHCTEM  DJIGKTPOHHOTO
JOKYMEHTO000pOTa B TOCYJAPCTBEHHBIX YYPESIKICHHSIX.

['maBHOE Ha3HAYCHHE CO/I. Pemenue
ABTOMATHU3MPOBAaHHBIMHU CpeacTBaMu Haubosee
AKTYaJIbHBIX ACJIOIMPON3BOACTBCHHBIX 3a1a4
yUPEKICHUI. OCHOBHBIE CBOMCTBa CHUCTEM
AIEKTPOHHOTO JIOKYMEHTO000pOTA: OTKPBITOCTb,

BBICOKAsl ~ CTENEHb  MHTETpalldd C  [PHUKIATHBIM
nporpamMmmubiM  oOecrieuenueM  (I1O, ocoOGenHoctu
XpaHeHUs JOKYMEHTOB, MapIIPyTHU3alHs JIOKYMEHTOB,
pasrpaHMYCHHE JIOCTYyIa, OTCIC)KUBAHHE BEPCUIl U
MOJIBEPCUI JIOKYMEHTOB, HAM4YHE YTUIUT MPOCMOTpa
JOKYMEHTOB  Pa3HbIX  (OpPMATOB, aAHHOTHPOBAHUE
JOKYMEHTOB, TMOJAJEPKKa Pa3IMYHbIX  KIUEHTCKUX
nporpaMM. OcHoBHbIe TUIBI CO/I.

Cucremsl KOMILIEKCHOM aBTOMATH3AIUHU
AOKYMEHTO0000poTa M AeJ0BbIX mnpoueccoB O030p
OCHOBHBIX CHCTEM 3JIEKTPOHHOI'0 JOKYMEHT0000pOoTa,
npeacraBjieHHbIX B Poccun.

OcHOBHBIE 33/1a4¥ OPTaHU3aLUN CUCTEMBI JIEKTPOHHOTO
nokymeHToobopota (CO0). Dransr pazsutus CI/0.
Knaccet CO/10. IIpuHIMIE 1 0COOEHHOCTH MOCTPOSHHUS
ABromarusupoBanHbix Cucrem Kontpons Mcnonnenus
HokymentoB (ACKWJI). Xapakrtepuctuka METOIOB U
CPEIICTB OpraHU3allMy NpHeMa-rnepesadyl JT0KYMEHTOB B
CB0 ¢ Ttexunomormeit "adhoc". OcobOeHHOCTH
OpraHu3aIuu Co/] KOJJIEKTUBHOM 00paboTKn
JIOKYMEHTOB Ha MPUHIUIAX TE€XHOJOruu "groupware" c
ucnojib3oBanneM  cpeacts  Lotus Notes u  MS.
Ocob6ennoctu opranuzauuun C3J10, opueHTHPOBAHHBIX
Ha wucnonb3oBanue "docflow"-texnonorun. OO630p
OCHOBHBIX CHUCTEM JIOKYMEHTO000POTa, MPECTaBICHHBIX
B Poccun.

OcHoBHbIE TpeOGOBaHMSA K CHCTeMe 3JIEKTPOHHOIO
aokymenToodoopora (C210).

Kpurepun BEIOOpA CHUCTEM 3JIEKTPOHHOTO
JNOKyMeHTOoOOOpoTa B rocyupexjaeHusx.  OOmue
TpeOOBaHUS K JEIOMPON3BOACTBEHHBIM (PYHKIIHUSIM, K
byHKIHSIM KOHTPOJIS HMCIIOJIHCHUS, MOAJEPIKKE




IIPOLIECCOB PAa3pabOTKU U COINIACOBAHMS TOKYMEHTOB, K
o0ecrieyeHn0 paboThl COTPYAHUKOB TEPPUTOPHUAIBHO
yJlaleHHBIX HoJpa3JesIeHUH, K MOJIEPIKKE
JNIEKTPOHHOIO JJOKYyMEHTOO0OpOTa MEXIy OpraHaMu
BJIACTU WM YHPABICHMs, K MEXaHU3MaM HUHTErpaluu
Cucremsl ¢ APYTruMHA MPUIIOKCHUSAMU, K BO3MOKHOCTAM
HacTpoiiku CHCTeMBI, K CTaHIapTH3alUM, YHU(DUKALUN.
Ocob6ennoctu BHenpenuss CDJ] B rocynapcTBEHHBIX
YUPEKIACHUSX.

Kommeke nporpammuoro otecmeuenust NauDocs.
Ha3znauenune, oOnacte mnpumeHeHus, ctpykrypa IIO,
OCHOBHBIC (DYHKIIMM M MPUHIUINBI 3amKThl. HazHauenue
n obnacte mpuMmeHeHus: cuctembl NauDocs. CtpykTypa
nporpammHoro obecneuenus muauu NauDocs.
OcnoBuble ¢yHkuun cucrembl NauDocs. [IpuHIumBI
3aIMThl MHGOPMALMM M pasTpaHUYEHUE IOJTHOMOUYUI
nonib3oBarenei B cucteme NauDocs.

Crnenuduka cucremsl. [logkmrouenue k cucreme (padora
B CHCTE€ME OT CBOEr0 MMEHH, OT UMEHH PYKOBOJUTEINS)
CMmeHa naposist 10CTyla K KOHTEWHEpY JIMYHBIX KIItouei
OUII. Untepdeiic cucteMbl (CTpyKTypa TJIaBHOTO OKHA
NauDocs).

punounbl padorsl ¢ uHpopMaumed B cHcTeMe
NauDocs (ocHOBHBIE IPAKTHYECKHE NIPHEMBbI).

PaGora ¢ 06a30if JaHHBIX JOKYMEHTOB: IPOCMOTP
MepevyHs JOKYMEHTOB B JKypHaJe pErHCTpaluH,
pErucTpalioHHON KapTOUKU JJOKYMEHTA, CIIUcKa (ailyioB
JNOKyMeHTa. Perucrpanusi [0KyMEeHTa B JKypHaie
perucTpanuu: 3aIl0JHEHHE PEKBU3UTOB PK,
NnpUKpersieHne (aiaoB K pPEerucTpallMOHHON KapTOuke
nokymenra.  M3menenme  nokymenta  NauDocs:
M3MEHEHUE PpEerucTpPaliOHHON KapTOYKU JIOKYMEHTa,
pellakTUpOBaHHE TEKCTOBBIX (aiioB nokymeHTa. Pabora
¢ KypHasiamu peructpauuu. PaGota ¢ QuibTpamu
(mouckoBble (GUIBTPHI, OrpaHudeHue 1o jnate). Pabora ¢
coobmieHusiMu: pabora ¢ pasznenom «llodra», ormpaBka
cooOuieHust («YBenomieHuey», «3ananue»). OOpaboTka
coobmeHuit B mamke «Bxonsdmme»: — kareropuu
cooOuieHnit, momyyaeMmbix Ilonb3oBareneMm, oOpaboTka
COOOIIIeHN THIIA «YBeIOMJICHHEY, «3amaHue
cooOmieHnit-otuéroB. DOpMUPOBAHME AHATUTHYECKUX
OTYETOB.

IIpo6aemsl IT-0e30nmacHocTH.

[TprurHBI BO3HUKHOBEHUS W 3HAYMMOCTH Pa3IHYHBIX
npobnem ¢ UT-0ezomacHocThio. KoHTponb moctyma k
uHbOpMalMK, TPOTPAaMMHBIE  CpEJICTBA:  CPE/ICTBA
KOHTpOJISL JIOCTynma K JOKyMmeHTaM, K Web-pecypcy,
armaparHbie cpencTBa KOHTPOJIS JOCTYTIA,
OMOMETpPHUYECKHE  CPEJCTBA, METOA  CKaHUPOBAHMS
pagykHOM  OOOJNIOYKM  TJa3a, TEeOMETpHUH  JIMIIA,
pacrio3HaBaHMe MO T0JIOCY, TO TMOIMMCH, MO OTIEYATKY
nanblia. Kpunrozammra u 6e3onacHble KOMMYHUKAIIUU:
NOHATHE Kpunrorpaduu, muppoBaHHE C IOMOIIBIO
KIII0Ya, C CHMMETPHYHBIM KIFOYOM, ACHMMETPUYHOE




mudpoBanue, MHUPPOBAHUE C CHUMMETPUYHBIM U
aCUMMETPUYHBIM KiItouoM. LludpoBbie cepTHHUKATHI.
Kmaccer  ceprudukaroB. Cucrema  TOANMMCAHHBIX
MPUJIOKEHUN. Be30MMacHOCTh MpH MEPENNCKE.

3amura uHpopmamuum B cucreme NauDocs.
KomnoneHTsl moacucTteMsl  0€30MacHOCTH:  CepBep
0€30I1aCHOCTH; aJMHUHHUCTPATOp CepBepa; KIMEHTCKas
komnoHeHTa. [10 cucremsr NauDocs. O6uue cBeneHus
0 KpunrTorpauyeckux ajJropurMax: CHMMETPUYHOE,
HECUMMETPUYHOE IIU(ppOBaHHE, KOMOMHHUPOBAHHBIN
MeToJ HM(POBAHUSA, INNEKTPOHHAs LU(POBasi MOANUCH
(mporpammHOe 0OOeCleYeHHe JICKTPOHHOUW HU(POBOH
HNOJNMCH M HM(POBAHUSA JTOKYMEHTOB JUIsI MOJYJEi
cucrembl NauDocs), cepTuduKaTbl OTKPBITHIX KIIOUEH.
Kmtoun wu ceprudukarel (KOHTEHHEpBI CEKPETHBIX
KITfo4el, 0a3a JaHHBIX CEepTU(UKATOB M CIPABOYHHKH,
kmoun Llentpa cepruduxanuu, Cepepa 6e30macHoCTH,
I10JIb30BaTENEH). Iudpoanue UHpOpMaIUH:
KOH(HIEHIIMATIBHBIX JOKYMEHTOB, MacTep-KJIOY.

IlepeyeHb NpaKTHYECKUX 3aHATHHA

Tema npakTH4YecKOro 3aHATUS. 3aJaHUs1, BONPOCHI,
oTpadaTbiBaeMble HA MPAKTHYECKOM 3aHATHH

Bcero
JaCOB

YyeoHo-
MeTOANYECKOoe
ob0ecneueHmne

Nzyuenne unrepdeiica u 0CHOBBI pabOTHI B CHCTEME
NauDoc

2

1-4

Cucrema NauDoc: pabora ¢ mankamu

Cuctema NauDoc: paboTta ¢ TOKyMeHTaMH

Cucrema NauDoc: co3nanue 3a1anuii K JOKyMEHTaM

Cucrema NauDoc: kareropuu J0KyMeHTa

Cuctema NauDoc: pabota ¢ xypHanaMu

Cucrema NauDoc: HopMaTHBHbBIE TOKYMEHTBI

NINBINININ

AN
IS SN SN SN R SN

Ilepedyennb 1a00paTOPHBIX padoT - HE MPEXYCMOTPEHbI Y4eOHBIM IIJIAHOM

3agaHus 119 CAMOCTOSATEILHOM PadoThI CTY/ICHTOB

3ananus, BONPOCHI, VISl CAMOCTOSITEILHOI0 U3YyUeHUsI Bcero YuebHo-
(3ananmus) 4acoB MeToau4YecKoe
obecrneyenne
[TonaTue 1oKyMeHTOO0OpOTA U €r0 XapaKTEPUCTUKH. 6 1-4
[onsarue popmarupoBannoro nokymenta (O/1). Buast /1. 8 1-4
OcHoBHble Tunbl CO/I. 10 1-4
00630p OCHOBHBIX CUCTEM JOKYMEHT0000pOTa, 8 1-4
npe/IcTaBIeHHBIX B Poccum.
Ocobennoctu BHeApeHus: COJl B rocy1apcTBEHHBIX 10 1-4
YUPEKICHUSX.
[TpuHIMIB 3a1UTH HHGOPMALIMU U pa3TpaHUYEHHE 8 1-4
NOJHOMOYMI nonbk3oBarenei B cucreme NauDocs.
[Tpunmmne! paboTel ¢ MHGOpPMaIHEl B cucTeMe 10 1-4

NauDocs.




KpunTozamura u 6e30macHbie KOMMYHUKAIIHH. 10

3amuta naopmanuu B cucreme NauDocs. 6

|-
BN IS

PacyerHo-rpaduyeckasi padoTa He MpeIyCMOTPEHA Y4eOHBIM IVIAHOM

KypcoBasi paGoTa He mpexycMoOTpeHa y4eOHbIM IJIAHOM
KypcoBoii npoekT He npeaycMOTpeH Y4eOHbIM IJIAHOM
Oo0Opa3oBare/ibHbIC TEXHOJIOTHH

[Tpu peammzanmuu ydeOHOTO MaTepuaga Kypca HCIONB3YIOTCS pa3IUdHbIC
o0Opa3oBaTeNbHbIE TEXHOJIOTHH, CIOCOOCTBYIOIIME CO3JAHHIO  aTMOCQEpPHI
CBOOO/IHOHM M TBOPUYECKON TUCKYCCHH KaK MEX]y MperoaBaTelieM U CTYJACHTaMH,
Tak W B CTyIeHYeckod rpymme. Llenpio mpu 3TOM SBISETCS BBIpaOOTKa Y
CTYJCHTOB HABHIKOB WM KOMIICTCHIIMH, IO3BOJIIOMINX CaMOCTOSTEIBHO BECTH
MCCJIEIOBATEIBCKYIO M HAYIHO-TIEIarOTHIECKYIO padoTy.

[TpakThdeckass TMOATOTOBKA TPH peaU3aldyd  yYeOHOW JUCIMILIAHBI
OpPTraHM3YEeTCs IMyTeM IPOBEICHHS MPAKTHUCCKUX 3aHITHH, MPETyCMaTPHUBAIOIIAX
ydacThe 00yJaromuXcs B BBIIOJHEHUH OTACIBHBIX 3JIEMEHTOB padOT, CBSA3aHHBIX
c Oyymieit mpodeccroHanbHON AeATeNbHOCTHIO.

[TpakTHdeckast OArOTOBKA TaK)Ke BKIIIOYACT B Ce0s 3aHATHS JICKIIMOHHOTO
TUIIA, KOTOpBIE  MPEAyCMATpUBAIOT  Iepedady  ydeOHoOHW  mHbOpManuu
oOyJaromumMmcsi, HEOOXOAMMON IS  TOCIEAYIONMErO  BBHINIOJHEHHS  pador,
CBSI3aHHBIX C Oyy1el MpodecCHOHATBHOMN AESITEIbHOCTHIO.

[TpermogaBaHue TUCIUIUIMHBI BEIETCS C NMPUMEHCHHEM CJICHYIONINX BHIOB
00pa30BaTENbHBIX TEXHOJIOTHIA: MCIIOJIB30BAHKUE JJICKTPOHHBIX 00pa30oBaTEIIbHBIX
pPEeCypcoB, oOecreunBaromux oOydeHHe B WH(OOPMAIMOHHOW 00pa3oBaTelIbHON
cpele; JISKIIMOHHBIC 3aHSATHUS IMPOBOJIATCS C HCIOJB30BAHUEM MYJIbTHMEIUHHOTO
JICKIIMOHHOTO MaTepuaia.

DOoH/ OLICHOYHBIX CPEACTB

@OHJ] OLIEHOYHBIX CPEACTB MO JUCIHMIUIMHE OOECHEeYHMBAET IPOBEPKY
OCBOGHHUSl IUJIAHUPYEMBIX pe3yJbTaToB OOydeHHs (KOMIIETEHIMH U HX
WHIUKATOPOB)  TMOCPEJACTBOM  MEPONPHUSATUH  TEKyIIero, pyOeKHOro u
MIPOMEKYTOYHOT'O KOHTPOJIS M0 AUCLHUTLIVHE.

CBsi3b Mexay (QOpMUPYEMBIMU KOMIIETEHLMSIMU U (POpMaMH KOHTPOJIS UX
OCBOEHUS TMPE/ICTaBJICHA B CIEyIOIIel Tabaue:

Kox u HaumeHoBaHue

Ne HanmeHnoBaHne KOHTPOIUPYEMBIX WHIUKATOPa HanmenoBanme
n/n pa3aenoB (TeMbl) JIOCTHOKCHHS OLICHOYHOTO CPEJICTBA
KOMIIETEHITII
Bxo/1HOM KOHTpOJIb
Bomnpocst BXOJIHOT'O
1 BxoaHoii KOHTpOJIB KOHTPOJIA

(IMCHMEHHO/YCTHO)




ATTGCTaL[I/ISI Pa3aciios, TCKYH_II/Iﬁ KOHTPOJIb YCTICBACMOCTHU

2 | Tema 1. Jlokymenroob6opor Ha | 3-TIK-12,3-YKII-1 KonTtpons utoros (B
COBPEMEHHOM MPEATIPUATHH. (hopme TecTrpoBaHus)
Tema 2. Apromartmsanus mponeccos | Y-1IK-12, V-VKII-1 | Ipakruueckoe 3ananue
BBOJIA HOTOKOB BXO/IAIIMX B-IIK-12, B-YKII-1 IIpakTuueckoe 3amanue
JTIOKYMEHTOB.

Tema 3. Cucrembl 3JIEKTPOHHOIO
JOKYMEHTO000pOTA. Crenuduka
BHEJPEHUS CHUCTEM  DIEKTPOHHOTO
JOKYMEHT0000pOTa B

TOCY/IapCTBCHHBIX YUPEKICHHSAX.
Tema 4. Cucrembl KOMIUIEKCHON
aBTOMATH3alllU JOKYMEHTOO00pOTa M
NenoBbIX mporeccoB O630p OCHOBHBIX

CUCTEM ANEKTPOHHOTO

JOKYMEHTO000pOTa, MPEACTaBICHHBIX
B Poccun.
Tema 5. OcHoBHbIE TpeOOBaHUS K
cucTeme ANEKTPOHHOTO
JOKYMEHT0000pOoTa (C210).
Kpurepun BbIOOpa CUCTEM
AJIEKTPOHHOTO JOKYMEHTO00O0pOTa B
TOCYUPEKICHUSIX.

3 | Tema 6. Kommiekc mnporpammuoro | 3-11K-12, 3-VKII-1 KonTposs nroros (8
obecrieuennss NauDocs. Hasnauenwe, (opwme Tectuposanus)
061acTh MpUMeHeHus, cTpykTypa 110, V-IIK-12, V-VKII-1 [IpakTuyeckoe 3ananue
OCHOBHBbIE (GYHKIMM M IOpUHIMIBL | B-TTK-12, B-YKII-1 IIpakTrueckoe 3amanue
3aIIHTEHI.

Tema 7. Ilpunnumner paboTel  C
unpopmanueir B cucreme NauDocs
(OCHOBHBIE IPAKTUYECKHE TIPUEMBI)
Tewma 8. [Ipob6nemsr I T-6e30macHocTu
Tema 9. 3amwura wuHpoOpMaLuu B
cucreme NauDocs

IIpomexxyTouHas aTTecTanus

Bormpocs! k 3auery
(ycTHO)
BXOI[HOf/'I KOHTPOJIb NpEaAHA3HAYCH MOJIs BBIABJICHUA HpO6CHOB B 3HAHUAX

4 3auer IK-12, VKII-1

CTYACHTOB Y TOTOBHOCTH MX K IMOJYYCHHIO HOBBIX 3HaHUU. OIeHOYHBIE CPE/ICTBA
JUIS BXOJHOT'O KOHTPOJIS MPEICTaBISIOT COOOH BOMPOCHI, KOTOPBIE 3aal0TCs
CTYJIEHTaM B YCTHOM (popme.

OueHoYHbIE CPEeICTBA ISl BXOJHOTO KOHTPOJISA, TEKYILIETO KOHTPOJIS U
MIPOMEKYTOUYHOM aTTeCTAlNKU (AHHOTAIUS)

OrneHoYHBIE CpENCTBAa Il BXOJHOTO KOHTPOJS TPEICTaBIAIOT COOOi
BOIIPOCHKI, KOTOPBIE 33JIaI0TCS CTYAEHTaM B YCTHOU opme.

B kauecTBe OILICHOYHOrO CpEICTBA TEKYHIErO0 KOHTPOJS HCHOJb3YIOTCA
YCTHBINM OIPOC, TECTUPOBAHKE, pedepaThl.

B kauecTBe OILICHOYHOrO CpeICTBa AaTTECTAllMM pa3/ielia HCHOJIb3YHTCA



TECThI, UTOTOBasi KOHTPOJIbHAs padoTa.
JIJist TpOMEKYTOYHOM aTTeCTaluu MPEAyCMOTPEHbI TECThl, TEOPETUUECKUE
BOIPOCHI.

IIo nrtoram O6y‘IeHH}I BBICTaBJIICTCSA 3a4CT.
HepequL BOIIPOCOB BXOAHOI'0O KOHTPOJIA

. [losicHuTe NOHATHE JOKYMEHTA.

. [losicHUTE MOHSTUE ANEKTPOHHOMN MOYTHI HA MPEANPUATUN (TOCYUPEKICHUN).
. [losicHuTE NOHATHE IIEKTPOHHOTO JOKYMEHTA.

. [lepeuncnure MaTeprAIbHBIE HOCUTEIH SJICKTPOHHBIX JOKYMEHTOB.

. I[Tosicante norsTue 6a3pl qanHbx, CYB/I.

. [lepeuncnure crmocoOs! 3amuThl HHGopMaluu Ha [1K.

. [TosicHuTE MOHSATHE U BUJIBI JIOKAJILHOM CETH.

. [losicHUTE OHATHE W BUJIBI TJI00ATBEHOMN CETH.

. [lepeuniciTe OCHOBHBIC JOKYMEHTHI IIPH TPYI0YCTPOMCTBE HA padoTy.

10. ITosicHuTe Ha3HAYEHUE 3AITUTHI DJICKTPOHHOM MOIITHCH.

O 0O NONOTL PR WN P

Ilepeyens Tem pedeparos

1. JlIokyMeHTOBeIeHUE KaK HayKa.

2. IoKkyMeHTOOOOPOT U €r0 XapaKTEPUCTUKH.

3. «OneKTpoHHbIH O(}UC» U €ro OTIMYHE OT TPAAULHUOHHOW MOJAEIU
«OyMaKHOT0» TJOKyMEHTO00OO0pOTa.

4. Krnaccudukamusi CHCTEM YIOPABICHUS SJICKTPOHHBIMU JIOKYMEHTaMH
(CYD).

5. OCHOBHBIE CUCTEMBI JOKyMEHTO000OOpOoTa B Poccuu.

6. Ocobennoctu BHenpeHuss COJl B rocy1apCTBEHHBIX YUPEKICHUSAX.

7. llpuHuMnbl 3amMTel WHGOPMAIMM W pa3rpaHUYECHHE MOJIHOMOYHUMN
IIOJIb30BATENEN B CUCTEMAX.

8. IMpunIuns! padbotel ¢ ungopmanuent B CIO/I.

9. Kpunro3zamura 1 6e30nacHble KOMMYHUKALINH.

10. 3amura uadopmaruu 8 COJI.

11. HopmaTtuBHO-METOOMYECKHE TOKYMEHTHI IO BOINPOCAM OpraHHU3aLUU
OV B POD.

12. Knaccudukaims 10KyMEHTOB U JOKYMEHTHOU HH(OpMaIuu.

13. OcoGeHnHocTH cocTaBlieHUs U O()OpPMIICHHS] OpPraHU3alMOHHO-TIPABOBBIX
JTIOKYMEHTOB.

14. TlporpaMMHBIE CHUCTEMbl ABTOMATH3AIMM OpraHu3aluud padoOThl C
JIOKYMEHTaMHU.

15. CucremMbl aBTOMAaTH3UPOBAHHOTO YyMPABICHUS U  DJICKTPOHHBIN
JTIOKyMEHTOOOOPOT.

IIepeyeHb BOIIPOCOB K ONPOCY

1.IlosicHuTe MOHSATHE JOKYMEHTOOOpOTA.

2.IlosicauTe OCHOBHBIE TPEOOBAHUS K pean3allii JOKYMEHT0000pOTa.
3.IlosicHuTE MOHATHE IOKYMEHTONOTOKA U €0 OCHOBHBIE XapaKTEPUCTUKH.
4. Tloscaute noHsiTHE 00BEMA JOKYMEHTOO0OOPOTA.
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5.0xapakTepu3yilTe TEXHOJOTUYECKHI Ipo1iecc 00OpabOTKH U epEeMELICHMS
HUCXOJAIIEr0 JOKYMEHTAIl[MOHHOIO ITOTOKA.

6. OxapakrepusyiTe TEXHOJIOTHIO NpuemMa, 0OpabOTKH U pacIpeneiaeHHs
JIOKyMEHTOB.

7. OxapakTtepuszyiTe 0OpabOTKy M JABM)KEHHUE HMCXOIALIMX M BHYTPEHHUX
JIOKyMEHTOIIOTOKOB.

8.0xapaKkTepu3ynTe TEXHOJIOTHIO PETUCTPALIMHN TOKYMEHTOB.

9. Oxapakrepusyiite APM pykoBoAUTENS B CUCTEME JOKYMEHTOOOOPOTA.

10. IlosicHute TEXHOJOTUIO OOPAaOOTKM U JBIKEHHUS OTIPABISEMBIX H
BHYTPEHHHUX JOKYMEHTOB.

TunoBble TECTOBbIE 3aJaHuA

1. DIEKTPOHHBIN TOKYMEHTOOOOPOT — 3TO:

1) maTepuanbHbI OOBEKT, coAepKaIIUi HHPOPMALUIO B 3a(pUKCUPOBAHHOM BH/JIE
Y CIIEMAIbHO MPEJHA3HAYEHHBIN 1A €€ Iiepeladyi BO BPEMEHU U IIPOCTPAHCTBE;
2) ABUKEHHE JOKYMEHTOB B OPTaHU3allMK C MOMEHTA UX MOJyYEHUs WIN CO3AaHUs
J10 3aBEPILICHMS UCIIOJHEHUS, OTIIPABKHU aJpecaTy WIH CJa4d Ha XpaHEHUE;

3) ANEKTPOHHBIN JOKYMEHT - 3TO JOKYMEHT, B KOTOPOM HH(pOpMaLus
MpEACTaBIICHA B DJIEKTPOHHO-LU(PPOBOM dopme;

4) oTpacib JeATeIbHOCTH, OXBaThIBAIOLIAS BOIPOCHI XPAHEHUS U UCIIOJIb30BaHUS
aApXUBHBIX JIOKYMEHTOB.

2. Ha kakue TOKyMEHTONOTOKHU JAEIUTCS TOKYMEHTALUSA:

1) muceMa, paciopsiKeHus, JOrOBOPa;

2) 10roBOpa, JOKyMEHThI OPTaHOB BIACTH;

3) BXozsIye, UCXOIIUE, BHYTPEHHUE JOKYMEHTHI;

4) oOpaiieHus rpaxaan (>kasoObl, IPEIJIOKCHUS U 3asIBIICHUS ).

3. Peructpanus 3J1eKTPOHHBIX JOKYMEHTOB — 3TO:

1) ycTaHOBIIEHHE KOJMYECTBA U COCTaBA APXUBHBIX JOKYMEHTOB B €IMHUIIAX y4yeTa
U puKcanus NPUHAUIEKHOCTH KaXKION €IMHULIBI YUETa K OIPEICICHHOMY
KOMIUIEKCY U OOIIEMY X KOJIMUYECTBY B YUETHBIX JOKYMEHTAX;

2) BakHEWIIMI 3Tan paboThl ¢ JOKYMEHTAMH U ONPEAEIAeTCA KaK 3alicCh YUYETHBIX
JTAHHBIX O IOKYMEHTE MO0 YCTaHOBJICHHOU popme, Ppukcupyromias GakT ero
CO3JaHUs, OTIIPABICHUS WIH MOTYUYEHUS;

3) 3TO MaKCUMAaJIbHO PAllMOHAIBHOE COKPAIIEHUE KOJIMYECTBA YEr0-1100 myTeM
CTaHAApTU3ALMH K €AUHOU (hopMme;

4) opraHuzanusi JOKYMEHTOOOOpOTa, XpaHEHUS W UCIOJIb30BaHUSI JOKYMEHTOB B
TEKYLIEN ACSATENbHOCTH YUPEKACHUS.

Kpurepuu oieHKH TeCTOBBIX 3aJaHUI:
1. ITonHOTa 3HAHMI TEOPETHUECKOTO KOHTPOJIMPYEMOTO MaTEpHaIa.
2. KonnuecTBO NpaBUIbHBIX OTBETOB.

IIpumepsbl NPAKTHYECKUX 3aaHU I

3aganme 1. Co3nars HOBYIO Nanky «OUHAHCOBBIE TOKYMEHTBD) B CHUCTEME
NauDoc, 1 Ha3HaYUTh IPYNOBbIE MTpaBa AOCTYMA.

Coznaercs narnka « DUHAHCOBBIE JOKYMEHTHI»

Ha3nauaroTcs rpynmnoBsie mpaBa JocTyna K rnanke @UHaHCOBOMY OTIENTY



obOecrieunBaeTCs JOCTYII K ManKe TOJbKO (PMHAHCOBOMY OTACITY U JUPEKTOPY.
OcranbHble noab30BaTenu cucreMbl NauDOC He MOMKHBI UMETh JIOCTYN K 3TOU
nanke. J[yig ynpaBiaeHus: JOCTYNOM K TANKe MOJIb30BaTEb JOIKEH UMETh Ha HEe
npaBo «PegakTopy.

Jls1 5TOr0 MPOM3BOAMTCS BXOJ B (hOPMYy Ha3zHAYEHUs MpaB JOCTYIA K Iarke,
ucrnoaszyercss «KoHTpoJsib OCTyma» M3 pacKpbIBAIOIIETOCS MEHIO, JIMOO KHOIKa
«KonTpons noctyna» Ha nanenu nHCTpymeHToB NauDoc.

Ha3nauaroTcsi rpymnmoBble MpaBa Ha JOCTyn K mnanke «DuHaHCOBbBIC
JOKYMEHTBD (DMHAHCOBOMY OTJICITY.

3amanue 2. [Ipon3BecTy U3MEHEHHE CTaTyCa MANKH.

[Tocne co3gaHust manku aBTOMAaTUYECKH MEepexoauM B Hee. BHOBb co3/ianHas
nanka HE COJEpPKUT JOKYMEHTOB. BMecTo cmucka JOKYMEHTOB YKa3blBaeTCs
«ITanka mycta», TO €CTh, IPUCBOECH cTaTyC «Penaktupyemas.

N3MeHsieM cTaTyc Manku Ha «3aMOpOKEHHas» yepe3 PegakTop namnku.

MeToauka npoBeaeHus 3a4era
[IpomexxyTouHasi arTecTanus Mo JUCHUIIAHE B COOTBETCTBUU C YUEOHBIM

IUTAHOM HAarlpaBJeHUs MPOBOAUTCS B QopMe 3ayera. 3ayeT MO JAUCIUILIUHE
NpEeACTaBIsAeT  COOOM  UTOrOBOE€  HUCIHBITAaHHE 1O  MpodheCcCHOHABHO-
OpHUEHTHPOBAHHBIM npoOiemam, yCTaHaBJIMBAIOIIECE COOTBETCTBHE
MOTOTOBJICHHOCTH CTYACHTOB TPEOOBAHMSIM 00pa30BaTEIHHOTO CTaHAApTA. 3a4eT
MPOBOJUTCS C TIENbI0 TIPOBEPKHM YPOBHSA U KadecTBa (DOPCUPOBAHHOCTH
KOMIIETEHIIMM B paMKaX COOTBETCTBYIOIIETO dTama M TO3BOJISIET BBIIBUTH U
OLICHUTh TEOPETUYECKYI0 U MPAKTHUYECKYIO MOATOTOBKY CTYJIEHTA JIJISl PEIICHHUS
npodeCCHOHANIBHBIX 3a]1a4.

3ader MpoOBOAWTCS B MHCBMEHHOW (DOpMeE MO MHAMBUAYAILHOMY 3aJaHUIO B
JIBa dTara:

1 sman — @vinoHeHue nepeoeo 3a0anus, KOMopoe GKIYaen Nno020MmosKy
omeema Ha meopemuyeckull 60Npoc,
2 sman - @vlNOJIHEHUe 6Mopo2o 3A0AaHUs, KOMOpoe 6KIYaem peuieHue
NPAKMUYECKO20 3A0aHUS.
IIpuMep THIIOBOrO 32IaHUA VISl 3a4€Ta

1. [IpoBectu aHan3 oTeuecTBEHHbIX COJ]
2. Co3pmaiilTe W 3aperuCTpUpPyHMTE HOBBIA  BXOMSIIMA  JOKYMEHT
"UndopmaninonHoe mUchMO" B KypHaje peructparuu "Bxoasimme 10KkyMeHThI".

IIepeyeHsb BONIPOCOB K 3a4eTy

1.ITosicHUTE MOHSATHE TOKYMEHTOOOPOTA.

2.IlosicHuTEe OCHOBHBIE TPEOOBAHUS K pean3aluy JOKyMEHTO000poTa.

3.IlosicHuTE MOHATHE TOKYMEHTOIIOTOKA M €r0 OCHOBHBIE XapaKTEPUCTUKH.

4. IlosicHute nmoHsTHE 00bEMa JOKYMEHTO0O0POTA.

5.0xapakTepu3yiTe TEXHOJOTHUYECKHI Tpoiecc 00paboTKU M TepeMEIICHHS
HUCXOJAIIEr0 JOKYMEHTAILMOHHOIO ITOTOKA.

6.ITosicaute kiaccel u crpykrypa UC.
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7.0xapakTepusyite ooecneunBaromiye nogacucrems NC.

8.0xapaxkrepusyite UC 1o ypoBHSM ynpaBiCHHUS.

9.0xapaktepusyite C 110 cTenenu clioKHOCTH U MaciTady.

10. [TosicHuTe 0OCOOEHHOCTH apXUTEKTYPHI “KIIMEHT-cepBep”.

11. TTosicaute oTnmmuutensubie cBoricTBa KNUC.

12. ITosicaute 3agauu ICY /1.

13. IMosicaute nienu BHeapenus DCY /I

14. [losicHuTE OpraHU3alMOHHBIE 33/1a4d MPEANPUSLTUS pelllaeMble C
BHepennem DCY 1.

15. Oxapakrepusyiite HanpasieHus BHenpenus CO/1.

16. Oxapakrepu3yiite npukiagHoe nporpaMmmaoe odecneuenue ICY /.

17. Tlosicaute pa3pabOTKy "aKTUBHOTO'" MPOTPAMMHOTO OOECTICUCHUS IS
OCVY /.

18. TIloscaure amantaumio IIO DCY]Jl K U3MEHEHHIO B YCIOBHH
AKCILTyaTalu.

19. Oxapakrepu3yiiTe cucTemMy 3JIeKTPOHHOTO TokyMeHToo6opoTa NauDoc.

20. [TosicauTe ocHOBHBIE 00BEKTHI B cucTeMe NauDoc.

IIpuMepHbIe NPaKTHYECKUE 3aJaHUS K 3a4eTy

1. BellmonHuTe MOpPOCMOTP 3alMCh € MCHOJB30BaHUEM  (PUIbTpa
«OToOpakeHue».

2. BrlnonHUTE perucTpainio J0KyMEHTA.

3. BelonHUTE MPOCMOTp 3anUCel B )KypHAJIE U YAAIUTE HE aKTyaJIbHbIE
3aIHCH.

Ikaabl oueHKH 00pPa30BaATEJIbHBIX J0CTHKEHU I

Bbajniabl Ouenka (0ama
(utoroBoi 32 OTBET Ha
N N TpeGoBanus kK 3HAHUAM
pPEUTUHIOBOM 3a4ere)
OLIEHKH)

— OmeHka «3ayTeHO» €CAM OH HMEET 3HaHUS OCHOBHOIO
Marepuaya, €CiId OH IPOYHO YCBOWI MPOrpaMMHBIM MaTepual,
MOCJIEZI0OBATENBHO, YETKO M JIOTMYECKH CTPOMHO €r0 H3JIaraer
«3aumeHo» | €ro Ha 3a4eTe, BiaJeeT HEOOXOIMMBIMH HaBBIKAMU U IPHEMaMHU
UX BBINOJHEHUS, YMEET TECHO YBS3BIBATH TEOPHUIO C IPAKTUKOU

— VY4eOHblE JOCTHXKEHMS B  CEMECTPOBBIM MEpuox U
pesyabTaTaMu  pyOEKHOTO  KOHTpPOJSL  JAEMOHCTPUPYIOT
JIOCTATOYHYIO CTENEHb OBJIA/ICHHS IPOIPAMMHBIM MATEPHUAJIOM.

100-60

— O1eHKa «HE 3a4TEHO» BBICTABIISIETCSA CTYJEHTY, KOTOPBIM HE
3HACT 3HAYUTEIBHOM YacTH MPOrpaMMHOIO  Marepuaa,
JIOTTYCKaeT cyllecTBeHHble omnoOku. Kak mpaBumiio, olieHka «He
3a4TE€HO» CTABUTCS CTYACHTaM, KOTOPbIE HE MOTYT IIPOJIOJIKUTH
«He 3aumeHo» | 00ydeHHne 0e3 JOMOJHUTENbHBIX 3aHIATUN MO0 COOTBETCTBYIOIIEH
JUCLUTIINHE.

— VYueOHble JOCTMXKEHHS] B CEMECTPOBBIM MEpUON U
pe3ynbTaTaMu  pyOeKHOr0 KOHTPOJISL JAEMOHCTPUPOBAIU HE
BBICOKYIO CTEIIE€Hb OBJIAJICHUS NPOIPAMMHBIM MaTEpHaJIOM IIO
MUHHMAJIBHOM TIJIaHKE.
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JlJ1st TpoBeICHUST IPAKTUUECKUX 3aHATHUUA U BBITIOJIHEHUS CaMOCTOSATEIBHOU
PabOTHI UCIIOJB3YIOTCS YUeOHBIE KOMIIBIOTEPHBIE KJIACChl ¢ BBIXOAOM B MIHTEepHeT
Y JTUIEH3UOHHBIM IIPOTPaMMHBIM 00ECIICUCHHEM.

MaTepuajibHO-TeXHHYECKOe o0ecreueHre y4eOHOH U CIMIIIMHBI

JIeKMOHHBIE 3aHATHUS IPOBOJATCS B AyJUTOPUAX: yueOHas MeOesb, yueOHas
JIOCKa, KOMIUIEKT MYJIbTUMEIUMHOTO 000PY10BaHUS

[IpakTUueckue 3aHATHS MPOBOAATCS B KOMIBIOTEPHBIX Kilaccax: yuyeOHas
Mebenb, yyeOHass JOCKa, KOMIUIEKT MYJIbTUMEIUHHOTO  000pYy/IOBaHUS,
NEPCOHANIbHBIE KOMIIBIOTEPHI.

Jlns camocTosiTeTbHOM paboThl 00YYaIOIMMXCSI UMEETCS: YUTAJIBHBIA 3a1 C
BBIXOJIOM B ceTh HWHTepHeT: YueOHass meOenb, KOMIUIEKT MYJbTUMEIUIMHOTO
o0opy0BaHUs, IEPCOHATLHBIE KOMITBIOTEPHI, MDY

quﬁﬂo-MeTounquKne PECKOMEHIANMHA NJIA CTYACHTOB

1. Ykazanus 1151 npoCayIIMBaHus JICKIHUI
[lepen HauamoM 3aHATUN BHUMATEIBLHO O3HAKOMUTHCS C YYEOHBIM IIJIAHOM
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MIPOBEICHUS JIEKIIUN U CIIMCKOM PEKOMEHIOBAaHHOMW JIUTEPaTYPHI.

[lepen mocemieHUEM OYEpETHONW JEKIIMU OCBEXKUTh B TMaMATH OCHOBHBIC
KOHIISTIINH MPOWIEHHOTO paHee marepuana. [loaroToBUTh Mpu HEOOXOAMMOCTH
BOTIPOCHI TpemnojaBaTenmto. He Hamo omacaThCs, YTO BOMPOCHI MOTYT OBITh
MIPOCTHIMU.

Ha nekmum OCHOBHOE BHHUMAaHHME CIENyeT VYACIATh He QopMynaMm u
MaTeMaTUYeCKUM  BBIKJIQTKaM, a  COJCP)KAaHUIO  M3y4aeMbIX  BOIIPOCOB,
OTIpE/IeTICHUSM ¥ MIOCTAaHOBKaM 3a/1a4.

B mporecce n3ydeHUs JEKIMOHHOTO Kypca HEOOXOIMMO IO BO3MOYKHOCTH
4acTO BO3BpAIATHCS K OCHOBHBIM TOHSATHSM M METOJIaM pelIeHHs 3a1ad (371ech
BO3MO>KEH BEIOOPOYHBIN KOHTPOJIb 3HAHUM CTYICHTOB).

KenaTenpbHO WCIONB30BATh KOHCIEKTHI JICKITUH, B KOTOPBIX HMCIOJIB3YETCS
MPUHSATAS TIPEToaBaTeieM CUCTeMa 0003HAYECHUH.

Hns  Oosee moApOOHOTO HM3YyUYEHHsl Kypca cleayeT paboTtaTh ¢
PEKOMEHIOBAaHHBIMH JINTEPATyPHBIMA HMCTOYHUKAMH ¥ BHOBB TIOSIBIISTFOIITUMUCS
MCTOYHUKAMHU.

2. YKa3aHus JJIsl y4acTHs B IPAKTUUECKUX 3aHITHIX

[lepen mocemieHWeM  YSCHUTb TEMY  IPAKTHYECKOTO  3aHITHS U
CaMOCTOSATEIEHO U3YYHTh TEOPETUICCKUE BOTIPOCHI.

B KOHIE mMpakTHYECKOro 3aHATHS TIPH HEOOXOJUMOCTH BBIICHUTL Y
MIPETIOIaBaTeNIsl HESICHBIC BOTIPOCHI.

OcHOBHBIC pe3yIbTaThI BHITOJIHEHHS pa0OThl HEOOXOMMO pacriedaTarh.

3. CamocrositenpbHasi paboTa CTYISHTOB OOBIYHO CKJIQJBIBACTCS W3
HECKOJBKUX COCTABJISIFOIIUX

- paboTa c TekcTamMu: Y4eOHUKaMH, OTIOJHUTEIBLHON JHUTEpaTypol, B TOM
YHUCJIe MaTeprajaMu MHTEPHETA, a TakKe MPOopadoTKa KOHCTICKTOB JICKITU;

- HallMCaHUe JI0KJIaJI0B, pedeparos;

- IOJTOTOBKA K MPAKTUYCCKUM 3aHSITHIM;

- IOJTOTOBKA K 3a4ETy HEMOCPEICTBCHHO TEepPe] HAM.

Takum  oOpa3om, caMmocrosiTelibHasi  paboTa  CTYJAEHTOB  SIBIISIETCSA
HEO0OXOMMBIM KOMITOHEHTOM TIOJTyY€HHUSI TIOJTHOIIEHHOTO BBICIIIETO 00pa30BaHMUS.

MeToanyeckue peKOMeHAAUN [JIsl NIpenoaaBaTeaen

1. Ykazanus Jyist mpoBeACHUS JIEKITUH

Ha mepBoii BBOAHON JeKIMU clefaTh oOlui 0030p CoAEp)KaHUS Kypca U
OTMETUTh HOBBIE METOJABl U TMOAXOAbl K PEIICHUIO 3a]ay, paccMaTpUBaeMbIX B
Kypce, JOBECTH JI0 CTYJICHTOB TpeOOBaHUS Kadeapbl, OTBETUTh Ha BOIIPOCHI.

[Ipu moAroTOBKE K JICKIIMOHHBIM 3aHSATHUAM HEOOXOAMMO MTPOIyMaTh IJIaH €T0
MPOBENICHUA, COJIEPKAHUE BCTYMUTEIbHOW, OCHOBHOW M 3aKJIFOYUTEIIBHOM YacTH
JIEKIIMA, O3HAKOMHUTHCA C HOBHHKAMH YY€OHONW M METOJIUYECKON JUTEPaTyphl,
nyONnuKausIMU  TIEPUOJIMYECKON TeYaTH TI0 TEeMe JIGKIIMOHHOTO 3aHSTHA.
YTOUHHUTH TIJIaH MPOBEACHUS MPAKTUYECKOTO 3aHATHS 1O TeMe Jiekuuu. Ilepen



U3JI0)KEHUEM TEKYILEero JIEKIIMOHHOTO MaTepualia HAmOMHHUTh 00 OCHOBHBIX
UTOraX, TOCTUTHYTBIX HA NPeabIAyIInX JeKIusax. C 3TOH LENbI0 3aaTh HECKOIBKO
BOIIPOCOB ayJAUTOPUH U OCYIIECTBUTH BEIOOPOUYHBIN KOHTPOJIb 3HAHUS CTYICHTOB.

B xozme NEKIMOHHOrO 3aHATHUS TMPENOJABATENb JOJDKEH Ha3BaThb TEMY,
y4eOHbIE BOIPOCHI, O3HAKOMHUTH CTYACHTOB C T[EPEYHEM OCHOBHOU U
JOTIOJIHUTENBHON JUTEPATYypbl MO TEeME 3aHATUs. PackpwiBas coJepikaHue
y4eOHBIX BOINPOCOB, AaKIEHTUPOBAThH BHHMAHUE CTYJECHTOB Ha OCHOBHBIX
KaTEropusX, SBJICHUSAX U MPOIECCaX, 0COOCHHOCTAX UX MpOTeKaHus. PackphiBaTh
CYIIIHOCTh U COJACP)KAHUE PA3JIUYHBIX TOUEK 3PEHUS W HAyYHBIX MOAXOJO0B K
OOBSICHCHHIO T€X WJIM WHBIX SIBJICHUH U TPOIIECCOB.

Crnenyer apryMEeHTHPOBAaHO 0OOCHOBATH COOCTBEHHYIO TIO3HUITHIO 10 CITIOPHBIM
TeopeTuYecKuM Bompocam. [IpuBoauTh mpuMepsl. 3a7aBaTh MO XOAY H3JIOKEHUS
JIEKIIMOHHOTO MaTepHalia pUTOPUUYECKUE BOMIPOCHI U CAMOMY J1aBaTh HA HUX OTBET.
OTO CHOCOOCTBYET AaKTHUBMU3AIMU MBICIUTEIBLHON JIESITEIbHOCTH CTYJEHTOB,
MOBBIIICHUIO UX BHUMaHUSA M MHTEpPECa K MaTepually JICKLIHH, €€ COAECPKAHUIO.
[IpenonaBarenb JOKEH PYKOBOJIUTH PabOTOM CTYJEHTOB MO KOHCIEKTUPOBAHUIO
JEKIIMOHHOTO ~ MaTepuala, TMOAYEePKUBATh HEOOXOJUMOCTh OTPAKEHUS B
KOHCIIEKTaX OCHOBHBIX TIOJIO)KEHMM M3y4aeMoil TeMbl, 0C000 BBIIEIS,
KaTeropuajibHbIN anmapar. B 3akiIiouuTenbHOM 4YacTH JIEKIUU HEOOXO0IUMO
chopMynHpoBaTh OOIIKME BHIBOABI MO TEME, PACKPBHIBAIOIIME COAEpKaHUE BCEX
BOIIPOCOB, MOCTABJIEHHBIX B JIEKIUU. OOBABUTH IJIaH OYEPETHOTO MPAKTHUYECKOTO
3aHSATUSA, JaTh KpaTKue pPEKOMEHAAIMW IO TMOJTOTOBKE CTYJIECHTOB K
MPaKTUYECKOMY 3aHsATHIO. ONpeeIuTh MECTO U BpeMsl KOHCYJIbTAIIUU CTYJCHTaM,
MOKEJIaBIIMM BBICTYIIUTH Ha IPAKTUUECKOM 3aHSITUU ¢ pedepaToM.

Ha mocnegneidt nekuuu yAenauTh BpeMs Uil 0030pa Hamboyiee BaXKHBIX
MOJIO’KEHHM, paCCMOTPEHHBIX B KypcCe.

2. Yka3zaHus JJid MPOBEACHUS TPAKTUUECKUX 3aHATUI

UeTko 0003HAYUTH MPAKTUIECKOTO 3AHSITHS.

OO6CyIuTh OCHOBHBIC TTOHSITHUS, CBA3aHHBIE C TEMOM MPAKTUYECKOTO 3aHITHS.

B nporiecce BhIMOJTHEHUN NTPAKTUYECKUX 3aJJaHU PEKOMEHI0BATh CTYICHTAM
MPUMEHSTH COOTBETCTBYIOIINE Pa3/Iebl TEOPETUUECKOT0 YUeOHOr0 MaTepuaa.

OTmeyaTh CTYJIEHTOB, HauOOJI€€ AaKTUBHO BBIMOJHSIOMIMX TMPAKTHUYECKUE
3a/IaHuS.

B KkoHIe TpaKTHUUECKOrO 3aHATUS 3aJaTh ayJUTOPUM  HECKOJBKO
KOHTPOJIBHBIX BOIIPOCOB.

3.YKka3aHus 1o KOHTPOJIO CAMOCTOSTENIbHON paOOThI CTY/IEHTOB

[Io ycMmoTpeHuio mpemnojaBaTeliss 3aJlaHUE Ha CaMOCTOSITENbHYHO paboTy
MOXET OBbITh UHAUBUIYATbHBIM.

[Ipn wucmosb30BaHUM WHAWMBUIYAIBHBIX 3aJlaHWi TpeOoBaTh OT CTy/ACHTa
MMCBMEHHBIN OTUYET O MPOJIECIIaHHOM padoTe.

C 1enpi0 KOHTPOJISI KaueCcTBa BBITIOJIHEHUSI CAMOCTOSITEIBHONW paboThl TpeOOBaTh
WHJMBUAYAJIbHbIE OTYETHI (IOMYCTUMO BMECTO MHUCHBMEHHOTO OTYETa MPUMEHSTH
WHIMBUAYaJIbHbIE KOHTPOJIbHBIE BOIIPOCHI).

[Iporpamma coctaBieHa B cooTBeTcTBUHU ¢ TpeboBanusmu OC HUAY MUDU mo
Hamnpasyieauto 09.03.02 NudopmaiimoHHbIe CUCTEMbI U TEXHOJIOTUU
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