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9. Uenu n 3apgaum y4e6HON AUCLMNIIUHDI

Llenbto oceoeHust yd4ebHOU QuCyuniuHbI S8/15€MmCsi:

- NPUMEHEHWEe  COBPEMEHHbIX  TEeXHUYEeCKMX  CcpeactB W UHAOPMALUNOHHO-
KOMMYHUVKALMOHHbIX TEXHOMOMMA [ANfs pelleHns aHanuTU4ecKUx W NpuknagHbiX 3agad u
opraHusauumn cuctembl AOKyMeHToobopoTa.

3adayu y4ebHoU OucyunuHbI:

- cdopmupoBaTb npeacraBneHne ob MCNonb3oBaHUM COBPEMEHHOW WHGOPMAaLNOHHON
CUCTEMBI;

- chopmumpoBaTb 3HaHWA O MeTodax cbopa, aHanusa, cucTemMaTMsaumn, XpaHeHus U
nogaepxaHus B aktyarbHOM COCTOSIHUM MHpopmaunn busHec-aHannsa;

- O3HAKOMUTb C MOPSLKOM COCTaBfIEHUS WUTOrOBbIX [OOKYMEHTOB C WCMOfb30BaHWEM
COBPEMEHHbIX MHPOPMAaLMOHHbLIX TEXHOOMMN,;

- chopMmpoBaTb YMEHUS UCNOMb30BaTb BCMOMOraTenbHy0 TEXHUKY U pasfnnyHble BUAbl
TENEeKOMMYHUKALUNOHHOMW CBA3W NS pPeLleHns aHanuTUYecKUx W NpuKnagHelx 3agad, npwu
nnaHMpoBaHMM, 0BCY>KAEHMUM U OpraHn3aunn BCTpeY C 3aMHTEPECOBaHHbIMU CTOPOHaMM;

- ccopmumpoBaTb  YMEHUsT  OpraHu3oBaTb  CUCTEeMY  JOKyMeHToobopota C
NCrnonb30BaHMEM COBPEMEHHbIX BUOOB OpPraHN3aLUmMOHHON TEXHUKM.

10. MecTo yyebHOM ancuuNuHbI B cTpykType OOI:
AuncumnnmHa oTHOCUTCA K 4acTn, oopMUPYEMON yvacTHUKaMn obpasoBaTesnbHbIX OTHOLLEHWI
(BapuatmsHown) 6noka b1, auncumnnnHa no Bol6opy.

no AucuUnnuHe,
obpasoBaTenbHOMN

COOTHECEeHHble ¢
nporpaMmmbi

11. naHupyemble pe3ynbTaTtbl OOy4YeHus
nraHNpyemMbIiMuU pe3ynbTtaTamm oCBO€EHUA
(koMneTeHUMAMU) U UHAUKATOPAMU UX AOCTUXKEHUSA:

Kog HasBaHue Kogbl WHamnkaTopsl lMnaHnpyemble pesynbTaTbl 06y4eHns
KOMMeTeHL MK
MK-4 | CnocobeH MK-4.1 MpumeHsieT 3Hamb:
ncnonb3osatb AN NMHdOPMaLIMOHHO- — COBpeMeHHble TexHM4Yeckme cpeactesa WU
peLueHus KOMMYHUKaLUMOHHbIE NHOpMaLIMOHHbIE TeXHoMnoruu,
aHanuTU4ecknx wu TexHonormu ans ncnonb3yemblie npu peLueHnm
npuKnagHbIX 3apay noucka u obmeHa npodeccuoHanbHbIX 3agav;
COBPEMEHHbIe Heobxoanmon — COBpeMeHHble KOMMYHUKaTUBHbIE TEXHOIOIMMN
TeXHu4eckne coumansHo- " cneunduky NHOPMALIMOHHO-
cpencrea n 9KOHOMUYECKOW KOMMYHUKaTUBHbIX NPOLIECCOB.
MHPOPMaLINOHHbIE WHpopmaunen aOnsa | Ymems:
TeXHonormm peLleHns — MPUMEHSITb  COBPEMEHHbIE  TEXHU4YEeckue
aHanuMTM4ecknx n cpeactBa M MHAOPMALMOHHbIE TEXHOMNornu
NPVKnaaHbIX 3ana4 npu peLweHny npodeccruoHarnbHbIX 3a4ay;
— MPUMEHSITb OCHOBHBIMW KOMMYHUKaTUBHBIMU
TEXHONOorMaAMM npu peLueHnm
npodeccnoHanbHbIX 3aga4, MpUMeHss npu
3TOM COBPEMEHHbIE KOMMYHWKaTUBHbIE
TeXHonormun ans npodeccuoHarbLHoro
B3anUMOENCTBUSI.
Briadems:
— HaBblkaMW  MCMONb30BaHUA  COBPEMEHHbIX
TEXHUYECKNX CPEeACTB U MHEPOPMALMOHHBIMU
TEXHOMNOrMAMM npu peLleHnm
npodgeccnoHanbHbIX 3agau.
MK-4.2 Mcnoneayet 3Hame:
COBPEMEHHYIO — COBpEMEHHbIe TeHAeHUMK pasBuTUA
NHOPMALIMOHHYIO MHAOPMALIMOHHBIX TEXHOMorMn B obnacTu
cuctemy n opraHu3aumun cuctembl JOKYMeHTO0b0poTa;
OpraH13oBbIBaeT — ocobeHHoCcTH NCMONb30BaHUA cucTem
cucremy 3MNEeKTPOHHOro AOKyMeHToobopoTa.
AoKkymeHToo6opoTa | Ymems:
B oOpraHmsaumm C | — copmMmupoBaTtb WMHdOpMaLMOHHOE obecneye-




NCnonb30BaHMEM HWe cBOel NpogeccnoHanbHON AesTensHOCTH

COBPEMEHHbBIX " OpraHn3oBbLIBaThL cuctemy
BUOOB JOKymMeHTooGopoTa B opraHusauum  c
opraHu3aLoHHOW 1crnonb3oBaHnem COBPEMEHHbIX BUOB
TEXHWUKM OpraHn3aLMOHHOW TEXHUKM.

12. O6bemM gucuUNNUHbI B 3a4eTHbIX eanHuuax/yac. — 3/108.

¢OprI npome)l(yTquoﬁ aTrTecTauuun — 3a4erT.

13. TpypoemkocTb No Buaam yuyebHon paboTbl

TpynoemMKocTb
Bug yuebHon paboTbl Bcero 8 cemecTtp

AyaNTOpPHbIE 3aHATUSA 52 52

B TOM YMUCHIE: JIokLInK 26 16

npaxkTu4yeckne 26 16

CamocToqaTtenbHas pabora 56 56
dopma NnpomexyTovHOM aTTecTaumm -

(3a4em)
WToro: 108 108

13.1. CogepxaHne gUCUUNIINHLI

HaunmeHoBaHwue pasgena

Peannsauusa

pasgena

ONCLUUNINHBLI C

Ne n/n FMCLIUNTIHHbI CopepxaHve pasgena AMCunnimHbl HOMOLLBIO
OHNawH-Kypca,
QYMK*
1. Nekuyun
1.1 OpraHusauus lMoHATNE AOKYMEHTa, Knacchl JOKYMEHTOB, CBSAA3aHHbIE | « ONEKTPOHHbIN
OOKyMeHToobopoTa B | C BbIMONHEHNEM (YHKUUA YNpaBlieHns U OenOBbIMU | YHUBEPCUTET
opraHusaumm npoueccamu. [lpusHakM U CTpyKTypa [AokymeHTa. | BI'Y». — Pexum
[okyMmeHTMpoBaHue. PyHKUMM OOKYMeHTa. | gocTyna -
YHudumkaumna W cTaHgapTusauusa — OoKyMeHToB. | https://edu.vsu.r
YHUunpoBaHHble CUCTEMBbI JokymeHTauuu. | u/

HokymeHTOOG0OpPOT,  Aenonpou3Boactso.  Mopgenu
genonpoussoactea. Cuctematmsaums n obecneyeHume
COXPaHHOCTN JOKYMEHTOB.
OpraHn3aunoHHO-pacnopagnTernbHble OOKYMEHTBI:
noHaTHe, HasHa4veHwue, OCHOBHblE BMAbI
(opraHv3aumoHHbIe, pacnopsanTenbHble,
cnpaBoyHble). Tunbl AOKYMEHTOB: MOASMHHMK, KOMuS,
aybnukaT, BbINWCKa, WX HasHayeHue. [lopsgok
ochopmneHns u BbigauM Konuk M Qybnukatos
AOKYMEHTOB, BbINNCOK U3 HUX.

Peructpaums [OKYMEHTOB: MOHSATWE, LUenu, 3agjauu,
mecTa pervcTpauunm pasnuyHbIX KaTeropun
AoKkyMeHToB. Cuctembl ©“  OpMbl  perncrpauuu
(KypHanbHas, KapTo4yHasi, aBTOMaTU3MPOBaHHas), KX
AOCTOMHCTBA M HegocTaTtku. [okasaTenu, BBOANMbIE B
pervcTpaunoHHbIe hopMbl. OcobeHHoCcTH
perucTpaumm BXOASALIMX, WCXOAALMX U BHYTPEHHMX
pokymeHToB. CocTaB BbIMOMHAEMbIX paboT npwu
OTMpaBKe  MCXOAAWMX  [AOKYMEHTOB:  MpoBepka
NpPaBUIIbHOCTM OGOPMIEHUS, HANUYNA NPUIOXKEHUN,
agpecaTa, COpPTMpOBKa MO agpecataM W Buaam
OTMpaBMEHU,  COCTaBMeHWe  OMNWCKM  PacCbISIKW.
TpaguvumoHHbIN ~ cnoco®  OTMpaBKM — [JOKYMEHTOB
(moyton).  KOHTpOMb  MCNOMHEHUA  OOKYMEHTOB:
NnoHATWE, Ha3HayeHve, Buabl. [pyMHUMNBLI opraHM3aunm
KOHTpONS. Cpoku WCMOMHEHUS: TUMNOBOW,
uHaMBuAyanbHbli. TexHONorMs BedeHWsl KOHTPOIs.




AHanu3 UCNosTHEHUs! JOKYMEHTOB B YYPEXOEHNU.

1.2 Cuctemsbl BBegeHne B 3MEKTPOHHBLIN  OOKYMEHTOOOOPOT. | « ONEKTPOHHbIV
MHOPMAaLIMOHHON [OKYMEHT © 3MEKTPOHHbIN  OOKyMeHT. ®dopmatbl | yHUBEpPCUTET
NoAaEPXKN yrpaBneHns | aNeKTPOHHbIX [OKYMEHTOB. Mpeumywectsa | BI'Y». — Pexum
AOKYMEeHTaMn ”n  BusHec- | anNeKTPOHHbIX 4OKYMEHTOB. gocrtyna -
npoueccamu. MoHaTMe 06  anekTpoHHOM  AokymeHToobopoTe. | https://edu.vsu.r

OcHoBHbIe 3agayu opraHusauuu cuctembl | U/
3ANEeKTPOHHOro gokymeHtoobopota (C3O0). OSTanbl
passutna  C3OO. Knaccei C3OO. [naeHoe
HasHauyeHne CO[. [lpeumyliectBa 3NEKTPOHHOIO
AokymeHToobopoTa. OCHOBHbIE CBOWCTBA CUCTEM
9MNEKTPOHHOIO  AOKyMeHToobopoTa: OTKPbITOCTb,
BbICOKasi CTeMeHb WHTerpaummM C NpUKNagHbIM
nporpaMmmHbiM  obecnedeHnem (MO, ocobGeHHOCTK
XpaHeHVs1 JOKYMEHTOB, MapLupyTu3aunsi JOKYMEHTOB,
pasrpaHvyeHme [OCTyna, OTCMEeXUBaHWE Bepcun wu
noaBepcuii JOKYMEHTOB, Hanuuve yTunuMT nNpocMoTpa
OOKYMEHTOB  pasHbiX (opmaTtoB, aHHOTUPOBaHMWE
OOKYMEHTOB, nogdepxka pasfiuyHbIX  KIMEHTCKUX
nporpaMmm.

13 Mooxoabl kK aBToMaTnsauuu | BapunaHTtol pelueHus 3apaud aBToOMaTU3aumn | «ONEKTPOHHbIN
OOKYMeHTO0b0poTa, OOKyMmeHToobopoTa. Mpobnema €[VHCTBA | yHUBEPCUTET
BapuaHThbl BblbOpa | MHPOPMALIMOHHOM cucTembl M uHTerpaumm C3OLO B | B[Y». — Pexum
nnatgopmbl MHppacTpykTypy kopnopatmsHon MC. KpaTtkuin 063op | goctyna -

pblHKa " Knaccudukaums nnatdgopm, | https://edu.vsu.r
NPeAcTaBneHHbIX Ha pbiHke. PakTopbl, BRusiiowmne Ha | u/
BblOOp 6GasoBow NnaTtdopmbl.

1.4 Knaccudmkaums  dyHkumi | Knaccudmkaums YHKUMR NPUNOXEHUA | « ONEKTPOHHbIN
NPUNOXEHNI aBToMaTusaumm gokymeHtoobopota. [logcuctema | yHuBepcuTeT
asTomaTtmsaumu apxuBa [OOKYMEHTOB, yMpaBfeHUs KOHTEHTOM u | BI'Y». — Pexum
AOKyMeHTO0obopoTa cpencTtea CTpykTypmsauun. Nogcuctema opraHmsaumm | goctyna -

y4yeTHow kapToTeku. MNoacucrema yveta n peanunsaumm | https://fedu.vsu.r
GusHec-nornkn obpaboTkm OOKymeHToB (Ha npumepe | u/
aBToMaTusauuu genonpoussoactea). [logcuctema
MapLupyTu3auumn OOKYMEHTOB n ynpaeneHns

3agaHuamu.  [lMogcuctema  ynpaeneHua  GusHec-

npoueccamu. lNogcuctema Hasuraumm. [Nogcuctema

noucka, OTYETHOCTU U  YNpaBliEHUS  3HAHUAMM.

Mopcuctema ynpaBneHus 3annucamu.

15 CoBpeMeHHble TexHonormm | ®opmMbl  KOMMYHUKATMBHOIO OENCTBUA: noppaxaHue, | « ONeKTPOHHbIN
npoeCccuoHanbHbIX coTpyaHunyectBo, ynpasneHuve (A. B.Cokonos). | yHuBepcuteT
KOMMYHMKaLNA CtpykTypa KOMMYHUKaTUBHOTO npouecca: | Bl'Y». — Pexum

KOMMYHMKaTUBHAa  cuTyaums, KOMMyHMKaTMBHas | goctyna -
no3nuus, KOMMYHMKATOP W peumnueHT, kaHan, uenw, | https://edu.vsu.r
HOPMbI U CTUMM KOMMYHUKaumn. KommyHukaTuBHble | U/
6apbepbl (TexHonoruyeckue, norvyeckue,
CeMaHTu4yeckne, CcTunucTudeckme, oHeTnyeckue,
COLMOKYINbTYPHbIE,  MCUXOMOTrMYeckne wu gp.) wu

cnocobbl MX NPeoaOoNEHNS.

CoBpeMEHHbIE  KOMMYHUKaTUBHbIE  TEXHOMOrMM B
opraHusaumm. Mogenu KOMMYHUKATUBHOW akTUBHOCTW.

CeTeBble KOMMYyHMKauuun. BHelwHMe W BHYTPeEHHWE
KOMMYHMKaLUm opraHusaumm. KpusuncHble
KOMMYHUMKaLU. KoMMyHUKaTuBHbIE TexHonormmn

BeAeHUs neperoBopoB. Lenn " yCnoBus
neperoBopHoro npouecca. OpraHu3aumMoHHas CTOpoHa
neperoBopoB: MECTO, BpPEMs, COCTaB YYaCTHUKOB W
HasHayeHune. Kputepun u ycrnosus addPEKTUBHOCTH
neperoBopoB.

1.6 [enosas becena kak | MNoHaTne o penoBon OGecepe. CTpyKkTypa [enoBon | «ONEKTPOHHLIN
BeayLas dopma | 6ecenbl: NoAroToBKa, Hayano, NocTaHoBKa Npobnemsl | yHUBEpCUTET
KOMMYHMKaLmm W nepegaya uMHgopmauuw, aprymeHTupoBaHue, | B['Y». — Pexum

ONpoBEPXEHWe  JoBodoB  cobecefHuka, aHanu3 | gocTyna -
anbTepHaTuB, nomck onTUMarnbHOro unu | https://edu.vsu.r




KOMMPOMMUCCHOIO ~ BapuaHTa, TMpPUHATME  peLLIeHus,
BbIXO[, U3 KOHTaKTa, aHanu3 pesynbtaTtoB. Bapbepbl B
HEeN0BbIX KOMMYHUKaUUAX.

u/

1.7 HenoBble npeseHTaumm u | MNoHsTMe o pgenoBor npeseHTauun. OCOBEHHOCTU | « QNEKTPOHHbIN
nNyGrnYHbIE BbICTYMNNEHNUS opraHmsaumm  nybnuuyHbIX  BbICTYNNEHWA. HaBbik | yHUBEpCUTET

OeMOHCTpauun yBepeHHOCTU. Bbixog Ha nybnuky. | BY». — Pexnm
OTHoweHne Kk cutyauun. Metoapl pasBuUTUA TeMmbl. | AOCTyna -
WHTepakTuBHOe o6LieHne ¢ ayguTtopuen. Moarotoeka | https://edu.vsu.r
BbICTynneHusi. CTpykTypa BbICTynneHus. NpumeHeHuwe | u/
WH(OPMALIMOHHO-KOMMYHMKALMOHHBIX TEXHOMOMMN U
COBPEMEHHbIX TEXHUYECKUX CpeacTB Ans NOAroTOBKU
W JeMOHCTpaLummn npeseHTaumu.

2. MpakTuyeckne 3aHATUA

2.1 OpraHusauus YHucpumkaumna 7] cTaHgapTusauus OENOBOW | «ONEKTPOHHBbI
AOKyMeHToobopoTa B OOKYMeHTauuu. Cwuctembl OOKYMeHTauun. | yHuBepcuteT
opraHusaumm Knaccudmkaums genoson AokymeHTauuu. [lpasuna | BIY». — Pexum

0hOpMIEHNS PEKBU3UTOB OMaHKa 1 Ux pacnofioXeHus | gocTyna -

Ha cTaHgapTHoMm dopmaTe Gymaru, pasmepbl nonen. | https://edu.vsu.r
dopmynsapiobpasen rpynnel OOKyMeHTOoB, | u/
npuHagnexaiwimx K ogHowm cucteme. lNpoekTnpoBaHue

6naHkoB  [JOKYMEHTOB opraHusaumn. Cocras,

0opopMIIEHNE, UIrOTOBMEHUE, XpaHeHue 6GraHKoB

opraHusaumn.

2.2 Cuctembl TexHOnorMm aNeKTPOHHOTO yNpaBnieHNs AOKYMEHTaMun. | «ONEKTPOHHbIN
WHopMaLMOHHON Cucrembl aBTomaTmsaumm OOKYMEHTONnoToKa: | yHuBepcuTeT
noaaepXkn ynpasneHus oducHon aBTomaTmsaumm (konneKkTMBHbIE n | Bry». — Pexum
AOKYyMeHTaMu 1 busHec- UHOMBUAYyanbHbIE); cucTeMbl yrnpaBneHus | goctyna -
npoLeccamu. 9MNEKTPOHHBIMY AOKYMEHTaMu (3neKTPoHHble apxmBbl); | https://edu.vsu.r

CUCTEMbI YrpaBreHns JOKYMEHTOOO0POTOM. u/

2.3 Mooxopdbl k aBTomaTn3auum | OueHka NOTPeOHOCTM B CUCTEMAX JNIEKTPOHHOIO | «ONEKTPOHHBIN
OOKYMeHTO0b0poTa, aenonpousBoactea U gokymeHtoobopota. CoctaB u | yHUBEpCcUTeT
BapuaHTbl Bbibopa codepaHve onepauun aBToMaTuM3uMpoBaHHOro Beofa | BIY». — Pexum
nnatcopmbl NOTOKOB BXOOALLNX OOKYMEHTOB. PeweHune | poctyna -

aBTOMaTU3MPOBaHHbLIMM cpegcreamum Hanbonee | https://edu.vsu.r
aKTyarnbHbIX [enonpon3BoaCTBEHHbIX 3agay | u/
opraHmsaumn. OcHoBHble Tunbl C3L. Cucrtemsl
aBTomMaTmsaumm OOKYMeHTOMnoTOoKa: oducHon
aBTOMaTM3aumMn (KONNeKTUBHble U MHOMBUAOYamNbHbIE);
CUCTEMbI YNpaBneHUs SMEeKTPOHHbIMU JOKYyMeHTamu
(aneKkTpoHHbIE  apxuBbl);  CUCTEMbl  yrnpaBrieHUs
JokymeHToob6opoTtoM.  OcobeHHOCTM  opraHusauuu
C3 «konnekTnBHOW 06paboOTKM [OOKYMEHTOB Ha
npuHumMnax TexHonorun "groupware". OcobGeHHOCTH
opraHusaumu Cc300, OPUEHTUPOBAaHHbLIX Ha
ucnonb3oBaHne  "docflow"  TexHonormn.  O6G30p
OCHOBHbIX cucTem [OKymeHToo60opoTa,
npegcTaBneHHbIX B Poccuu.

2.4 Knaccundumkaumnsa dyHKLMI Knaccuduvkauus dyHKUUIA NPUMNOXEHNNA | «ONEKTPOHHbIN
NPUNOXeEHNI aBTOMaTu3aumMm gokymeHtoobopoTa. [Mogcuctema | yHuBepcuTeT
aBToMaTmsaumm apxuBa [OOKYMEHTOB, VYMNpaBreHUs KOHTEHTOM WU | BI'Y». — Pexum
AOKyMeHTO0o6opoTa cpeAcTtBa CTpykTypusaumu. Nogcuctema ynpasneHust | gocTyna -

zanucamu, MOREQ. OpraHusauna meTtagaHHbIX. | https://edu.vsu.r
WHTerpauusa ¢ oducHoiMm npunoxeHuamu. Cpegctea | u/
sarpyskn pgokymeHtoB Data Capturing. [Npumepsl
CPEeACTB  OpraHu3auum  apxumpa  [JOKYMEHTOB B
pa3nuyHbix knaccax MoO.
2.5 CoBpeMeHHble TexHonormm | [lnanornyeckass M MOHOSOTMYECKAs KOMMYHUKAUUS. | «ONEKTPOHHbIV

npodecCUoHanbHbIX
KOMMYHUKaLNA

OcHoBHble ~ cnocobbl  Mepedayn  MHbopMaLMK:
BepbanbHas U1 HeBepbanbHasi  KOMMYHUKaLMS.
CoBpeMeHHblE  KOMMYHUKaTMBHbIE ~ TeXHOnoruM B

OKOHOMMUKE. C(*)epbl npuMeHeHNA KOMMYHUKaTUBHbIX
TEXHONOINIA: 6per.|/|Hr, KPU3NUCHbIE CBA3N C
00L1eCcTBEHHOCTLI, co3gaHune 6J'IaFOI'IpI/I$|THOFO

yHuBepcuTeT
Bl'Y». — Pexnm
gocrtyna -
https://edu.vsu.r
u/




UMUWIXKa, BbICTpaMBaHMe OTHOLLEHWUA C MHBECTOpPaMK U
ap. Mogenn KOMMYHUKATUBHOW aKTMBHOCTU: «MNabnuk
pUnenwH3», arutauyusi, nponaraHga, peknama,
naénmcuTu, no66uam, MapKeTUHT. CeteBble
KOMMyHMKauuu. WMmMuox u pgenoBas penytaums B
CUCTEME KaHanoB KOpnopaTvBHOW  MHGOpMAaLMK.
BHelLHWEe 1 BHYTPEHHUE KOMMYHUKALMU OpraHusauum.
TexHonorMm KOMMYHWKATUBHOrO BO3OEWCTBUSA  Ha
Luenesble ayauTopun: cOo3faHue nereHbl, yyactue B
coumarnbHbIX NpoekTax, nobousm u ap. KpmsucHble
KOMMYHUMKaLUN. YnpaeneHue KOHMOIIMKTOM.
KoMMyHMKaTUBHbIE TexHomnornm BeOeHus
neperoBopoB.

2.6

[lenoBas 6ecena kak

BeayLas copma
KOMMYHMKaLUm

CocTtaBneHne nnaHa Gecefpl. AHANM3 BHYTPEHHUX U
BHELWHMX BO3MOXHOCTEW OCYLLECTBMEHUS MraHa.
MporHo3 Bo3MoxHOro ucxoga. C6op Heobxoammom
uwHdopmaumm o byayuwem cobecegHuke. OTbHop
Hanbonee BeCKMX aprymeHTOB AN 3aliuTbl CBOEWN
nosmuun. Beibop Hanbonee noaxogswen ctpaterum u
TakTMkn  obuweHna. Bbibop Mecta w©n  BpemeHu
npoesefeHms pgenoson 6Gecefbl B 3aBUCMMOCTU OT
nosmuum yyacTtHukoB. [lpucoeguHeHne W BedeHue
cobecepHuka B OEenoBom KOHTaKTe.
PenpeseHTaTBHasa cuctema NpuHSATUSA 1 nepepaboTKu
WHdOpMaUMM B KOMMYHMKaUWSX, €e JuarHocTuka wu
meToabl Bo3gencTBusa. Llenn B genollBonm ©Oecepge.
HarnsgHocTb, ACHOCTb U 00beM MHopMauun, putM B
KOMMYHMKaLMAX. OcobeHHoCTH " npuembl
aprymeHTMpoBaHus. HenTpanusauusa  BO3paXeHWN
cobecegHunka. OcobeHHOCTM W nNpueMbl B MOUCKe
npPMeMNEMOro UM oNnTUManbHOro peleHns Npobnemsl
B [€10BbIX B3aUMOLENCTBUSX.

«ONEeKTPOHHbIN
yHuBepcuTeT
BI'Y». — Pexum
gocrtyna -
https://edu.vsu.r
u/

2.7

[enoBble npeseHTaumun n

HY6J'I MYHble BbICTYMNJ1eHUA

Moarotoska NyGRNMYHOIO BLICTYNMNEHNUA U NPe3eHTaLum
C WCMONb30BaHWEM  COBPEMEHHbIX  TEeXHUYECKUX
CPEeACTB Y MHGOPMAaLMOHHBIX TEXHOOMIA.

«ONEKTPOHHbIN
yHMBeEpcuTEeT
Bl'Y». — Pexnm
gocrtyna -
https://edu.vsu.r
u/

13.2. Tembl (pa3genbl) AUCUMNINHBI U BUAbI 3aHATUN

Ne
n/n

HanmeHoBaHne Tembl

Bugbl 3aHATUI (KONIM4ECTBO YacoB)

(pasgena) gucumnnuHbl

Jlekuumn

lMpakTnyeckme

CamocTosaTeneHas paboTta

Bcero

1

OpraHusaums
AOKyMeHToo6opoTa B
opraHusaumu

4 4 8

16

Cuctemsbl
MHOPMaLIMOHHON
NOAAEPXKKN yrpaBneHus
AOKYyMeHTaMu 1 busHec-
npoLeccamu.

14

Moaxoabl K
aBToMaTusaumm
AOKyMeHToobopoTa,
BapuaHTbl Bbibopa
nnaTgopmsl

16

Knaccudukauunsa dyHKLMI
NPUNOXeHW
aBTOMaTusauuu
AOKyMeHToo6opoTa

16

CoBpeMeHHble
TEXHOJ10rMK

16




npodecCUoHanbHbIX
KOMMYHMKaL W

[enoBas becena kak
6 | Begywasa gopma 4 4 8 16
KOMMYHWKaLUK

[enoBble npe3eHTaumm n
ny6nYHbIE BbICTYNIEHNS

NToro: 26 26 56 108

14. MeTogM4ecKkne yKkasaHus Ansi 00y4aroLWmxcsa N0 OCBOEHUIO AUCLUNIINHDI:

lMpakTuyeckne 3aHATUS  NO3BONAIOT  pas3BMBaTb Yy  obyyawlWMxcsa  TBOpYeckoe
TeopeTU4ecKoe MbllSieHNne, yMEHME CaMOCTOATENbHO M3yyaTb nMTepaTypy, aHanm3MpoBaTb
NPakTUKy; yyaT 4eTko ¢opMynupoBaTb MbICMb, BECTU [OUCKYCCUIO, TO €eCTb UMeloT
NCKITIOYNTENBHO Ba)XHOE 3HAYeHWe B pasBUTUM CAMOCTOATENBHOIO MbILUIEHUS.

lMoarotoBka K CeMUMHaApPCKOMY 3aHATUMIO BKNOYaeT aBa 3dTana. Ha nepBom aTane
obyyvarWnnca nnaHMpyeT CBOK CaMOCTOATENbHYK paboTy, KOTopasd BKIHOYAET: YsICHEHuEe
3afaHusa Ha camocToAaTeNbHYy paboTy; noabop pekoMeHAOBaHHOW NUTepaTypbl; COCTaBNeHne
nnaHa paboTbl, B KOTOPOM OMpPeAenstoTCa OCHOBHbIE MYHKTbl NPEeacTOsiEeNn MNOArOTOBKMW.
CocTaBneHue nnaHa aUCUUnINHUpYyeT 1 NoBbIaeT OpraHM30BaHHOCTL B paboTe.

BTopown atan Bknio4aeT HEMNOCPEACTBEHHYIO MOArOTOBKY K 3aHATMIO. B nepByto oyepenpb,
n3yyeHme pekomeHgoBaHHOM nuTepatypbl. Ocoboe BHMMaHWe npu 3ToM Heobxoanmo obpaTuTb
Ha coaep)kaHne OCHOBHbIX MOSOXEHUA U BbIBOAOB, 0O6bACHEHME ABNEHUI U (PaKTOB, YSICHEHME
NPaKTUYECKOro MPUIOXEHUS paccMaTpMBaeMblX TeopeTudecknx BonpocoB. Ob6ydarowmmcs
crnenyeT NOArOTOBUTbL TE€3UCHI ANSA BbICTYNSIEHUI MO BCEM y4eOHbIM BOMpOCaM, BbIHOCUMbIM Ha
ceMunHap, npogymaTtb NpuMmepbl C uenbio obecneyeHus TECHOW CBA3U M3y4aeMon Teopun C
peanbHOW XU3HbHO.

oToBACb K goknagy wunu pedepaTtMBHOMY COOBLLEHUIO, 0ByYyaemble MoryT obpallaTbea
3a MeToaMYEeCKON NOMOLbIO K Npenogasatento. Ha koHcynbTauun obyyatowmmea Heobxoanmo
XOpOLLO NpoayMaTth BOMPOCHI, KOTOpble TPeBbYIOT pasbsaCHEHMS.

CamocTosiTenbHas pabota oOyvyaemoro SBMSieTCA OCHOBHbIM CPeACTBOM OBfageHus
y4yebHbiM MaTepuanom BO BpeMmsi, CBOOOAHOE OT ob6s3aTenbHbIX Y4YEOHbIX 3aHATUN.
CamocTosiTenbHaa pabota obyvyaemoro Hag ycBoeHMem y4vyebHOro matepuana no y4yebHom
ANCUMMNNIMHE MOXET BLINOMHATLCA B O6MbnmMoTteke yHuBepcuteTa, YyebHbIX KabuHeTax,
KOMMbIOTEPHbIX Krlaccax, a Takke B AOMallHMX ycnoBusix. Coaep)kaHume caMoCTOATENbHON
paboTbl onpefensieTcs y4ebHOM NporpamMmMon OUCUUNIUHBI, METOOUYECKMMU MaTepuanamu,
3ajaHMaMM U ykasaHusmu - npenogaBaTens. O6yvaemble  MOryT  OOMOMHUTL  CMMCOK
NCNONb30BaHHOM NUTEpaTypbl COBPEMEHHBIMU UCTOYHMKAMW, He MpeacTaBreHHbIMU B CrMCKEe
peKoOMeHO0BaHHOW NNUTEpaTypbl.

CamocTosiTensHas pabota o06y4aemMoro MOXET OCYLIECTBAATLCA B ayaUTOPHOW WU
BHeayauTopHown cpopmax. CamocTtosTenbHas pabota B ayauTopHOE BPEMSI MOXET BKINOYaTb:

— COCTaBfEeHNE TE3MCOB MO 3afaHHbIM TeMaM;

— BbIMNOSIHEHNE TBOPYECKMX 3aJaHNi;

— paboTy CO CnpaBOYHON U METOLMYECKOW NUTEpaTypon;

— BbICTYMNMEHMA C AOKNagamu, COOOLLEHMAMM HA CEMUHAPCKNX 3aHATUSIX;

— yyacTume B TeKyLleM onpoce no oTAesibHbIM TEMaM U3y4aeMon ANCUUNIINHBI;

— yyacTtume B cobeceoBaHUsSX, ANCKYCCUAX, KPYTIbIX CTOMNax, KOHPEepeHLMsX;

— y4yacTme B TECTMPOBaHUN 1 Op.

CamocToaTenbHasi paboTta BO BHeayaUTOPHOE BPEMSI MOXET COCTOSATb M3:

—MNOBTOPEHME NPONAEHHOro y4ebHOro maTepmana;

—MOArOTOBKM K CEMUHApPaM (MPakTUYECKUM 3aHATUAM);

—M3y4YeHuns yd4ebHOM N Hay4YHOW NuTepaTypbl;

—MNOArOTOBKM K 3afj@aHNAM, TECTUPOBAHWUIO N T.4.;




—MOArOTOBKM K CEMUHApaM YCTHbIX AOKNaA0B (CoobLeHnn);

—MOArOTOBKM pedepaTtoB, 3CCE€ W MHbIX WHOUBMAOYANbHbIX MUCbMEHHbIX paboT no

3afaHu1io NnpenogasaTtens;

—BblgeneHne Haubonee CMoOXHbIX U NPOGMEMHbIX BOMPOCOB MO W3y4yaemon Teme,

nonyyeHne pasbACHEHUIN U peKOMEHZAUMIN NO AaHHBIM BOMpOcaM C npenogaBaTenem.

—NpoBegeHne CaMOKOHTPOSIS NyTeM OTBETOB Ha BOMPOCbI TEKYLLEro KOHTPOSS 3HaHWNA,

pelweHns npeacTaBieHHbIX B Yy4ebHO-meTogudecknx maTepuanax kadeapbl 3agad,

TeCTOB, HanncaHusa pedepaTtoB 1 3cce No OTAENbHLIM BONPOCaM U3y4aeMon TEMbI.

[Mpn NOAroTOBKE K NPOMEXYTOYHOWN aTTecTauumn uenecoobpasHo:

—BHMMATENbHO WU3Yy4UTb MNepedYeHb BOMPOCOB W ONpenenvTb, B KakUX WCTOYHMKaX
HaxoaaTcsa cBeaeHus, HeobxoauMble Ans OTBETa Ha HUX;

—BHUMAaTENbHO NPoYMTaTb PEKOMEHAOBAHHYIO NUTEPATYPY;

—COCTaBWUTb KpaTKMe KOHCNEeKTbl OTBETOB (MnaHbl OTBETOB).

15. lepeyeHb OCHOBHOM WU [AOMNONHUTENLHOW NUTEpaTypbl, PeCypCoOB MWHTEPHET,
HeobOXoAUMBIX AN OCBOEHUA AUCLUNINHbI

a) ocHoBHas nuTeparypa:

Ne n/n

McTOYHMK

MpmHGepr, A. C. [JokyMeHTaLuMOHHOe obecnevyeHune ynpaeneHus . ydebumnk [/ A. C. [puHGepr,
H. H. lop6auée, O. A. MyxameTwuHa. — Mockea : OHuTtn-faHa, 2017. — 392 c. : Tabn., rpad., vn.,
CXEMbl Pexum pocTyna: no MOATUCKeE. -
URL: https.//b|blloclub.ru/mdex.php?paqe:book&ld 684757

3BaruHueBa, O. C. TexHonorun OenoBbIX U HaydyHbIX KOMMYHUKauui : y4ebHoe nocobue : [16+] /
O. C. 3edarvHueBa, [. C. KennHa, O. H. babkmHa ; CTaBpoOnonbCKMI rOCyO4apCTBEHHbIV arpapHbiv
yHuBepcuTeT. — CtaBpononb : CTaBpononbCKMI rocyaapCTBEHHbIN arpapHbin yHuBepcuteT (CTIAY),
20109. - 116 C. : mn. - Pexum poctyna: no noanucke. -
URL: https://biblioclub.ru/index. php’)paqe book&id=614098 . — Bubnwuorp.: c. 111-112 — TekcT :
SMEKTPOHHbIN.

OpraHusaums n TeXHOMNOrMa OOKYMEHTAUMOHHOIO obecnevyeHnst ynpaBneHus: 3NeKkTpoHHoe yd4ebHoe
nocobve : y4ebHoe nocobue : [16+] / cocT. C. E. MuweHnH ; KemepoBCKkuii rocyaapCTBEHHbIN
yHuBepcuTeT, IHCTUTYT ncTopun, rocyaapCTBEHHOMO YNpaBneHUs U MeXAyHapoaHbIX OTHOLIEHWI [u
ap.]- — Kemepogo : KemepoBckuin rocygapcTBeHHbIn yHuBepcuteT, 2017. — 478 ¢. — Pexxum goctyna:
no nognucke. — URL: https://biblioclub.ru/index.php?page=book&id=481592 . — bubnuorp. B KH. —

ISBN 978-5-8353-2149-0. — TeKCT : aNIEKTPOHHbIN.

©) gononH

uTenbHas nuTeparypa:

Ne n/n

NcTOYHUK

Konkep, A. B. TexHonorMm ceteBbIX KOMMYHMKaUMI : y4ebHO-MeTogu4veckoe nocobwue : [16+] /

A. B. Konkep ; HoBocmBupcknii rocygapCTBEHHbIN TEXHUYECKUA yHuBepcuTeT. — HoBOCMBUpPCK :
HoBocuGuMpCckun rocygapCTBEHHbIM TeXHUYecku yHneepeuteT, 2016. — 92 c. : un., Tabn. — Pexum
poctyna: no nognucke. — URL: https://biblioclub.ru/index.php?page=book&id=576690 . — ISBN 978-5-
7782-2870-2. — TEKCT : SNEKTPOHHbIN.

KoHcmaeHumaneHoe [enonpon3BoACcTBO U 3aLLUMLLEHHbIA SNEKTPOHHbIV AOKYMEHTOOOOPOT : y4ebHuk /
A.T. ®abpuyHos, A. C. JémywkuH, T. B. Kongpawosa, H. H. KynseB. — Mocksa : Jloroc, 2011. — 452
c. — (HoBasa yHuBepcuteTckass ©Oubnuoteka). — Pexum pgoctyna: no nognucke. —
URL: https://biblioclub.ru/index.php?page=book&id=84996 . — ISBN 978-5-98704-541-1. — TekcT :
3NEKTPOHHBIN.

Kpyrnoea, C. A. M3y4yeHre npakTU4eCKnx BOMPOCOB AENOBOW KOMMYHUKauun : y4ebHoe nocobue /
C. A. Kpyrnosa, W. B. LLlepbakoBa. — Mockea ; bepnuH : Oupekt-Meawna, 2021. — 88 c. : Tabn. —
Pexum goctyna: no nognucke. — URL: https://biblioclub.ru/index.php?page=book&id=618861 . — ISBN
978-5-4499-2598-5. — DOI 10.23681/618861. — TeKCT : 3NEKTPOHHbIN.

JléBkuHa (BbinenkanuHa), A. O. lNpuknagHble MHpOpMaLNOHHbIE TEXHOMNOMMKN B 9KOHOMMKE : y4ebHoe
nocobwue : [16+] / A. O. JléBknHa (BbeinenkaHuHa). — Mockea ; bepnuH : upekT-Megua, 2016. — 245 c.
: Un., cxeMm., Tabn. — Pexum goctyna: no nognvcke. —

URL: https://biblioclub.ru/index.php?page=book&id=446662 . — bubnuorp.: c. 237-240. — ISBN 978-5-
4475-8699-7. — DOI 10.23681/446662. — TEKCT : 3NEKTPOHHbIN.

Mpoeanosg, B. C. MIHbopMaUnOHHbIE TEXHOMOMMM yrpaBneHus : yuebHoe nocobue / B. C. MNMpoBanos. —
4-e n3g., ctep. — Mockea : PJIMHTA, 2018. — 374 c. — (OkoHOMUMKa W ynpaBneHue). — Pexum goctyna:
no noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=69111 . — ISBN 978-5-9765-0269-



https://biblioclub.ru/index.php?page=book_red&id=684757
https://biblioclub.ru/index.php?page=book&id=614098
https://biblioclub.ru/index.php?page=book&id=481592
https://biblioclub.ru/index.php?page=book&id=576690
https://biblioclub.ru/index.php?page=book&id=84996
https://biblioclub.ru/index.php?page=book&id=618861
https://biblioclub.ru/index.php?page=book&id=446662
https://biblioclub.ru/index.php?page=book&id=69111

7. — TeKCT : 9NeKTPOHHbIN.
CmupHoBa, I'. H. OnekTpoHHbIE cUCTEMbI yYNpaBneHust LOKYMeHToo6opoToMm : y4ebHoe nocobue / . H.

CmupHoBa. — MockBa : MOCKOBCKUI rOCYAApCTBEHHbIA YHUBEPCUTET SKOHOMMWKW, CTATUCTUKUA U
6 WHopmatukm, 2004. - 115 c¢. - Pexum pgoctyna: no noanucke. —  URL:
https://biblioclub.ru/index.php?page=book&id=90954 . — ISBN 5-7764-0399-5. — TekcT

3NEKTPOHHBIN.

B) MH)OPMaLMOHHbIE 3MIEKTPOHHO-06pa3oBaTesibHble pecypcbl (0thrumnanbHble PECYpChbl MHTEPHET):

Ne n/n Pecypc
1 OnekTpoHHasa 6ubnuoteka BI'Y. Pexum goctyna - https://lib.vsu.ru
2 OBC «M3pgaTenbctBa «JlaHby . Pexxum goctyna - http://www.e.lanbook.com
3 OBC «YHuBepcutetckasa bubnumoteka Onliney. Pexxum goctyna - https://biblioclub.ru/
4 O6pasoBaTtenbHbIv nopTan «AnNekTpoHHbI yHuBepcuTeT BIY»/LMC Moodle». Pexum goctyna -

https://edu.vsu.ru/

16. NMepeyeHb y4eOHO-MeTOANYECKOrO ob6ecnevyeHns AN CaMOCTOATEeNIbHOW paboTbl

Ne n/n McToYHMK

CwmupHoBa, I'. H. MNMpoekTupoBaHne 3neKTPOHHbIX CUCTEM YNpaBrieHnsi JOKYMEHTOOO0POTOM:
npakTUKyM Mo Kypcy : y4ebHoe nocobue / I'. H. CMupHoBa ; MexayHapoaHbI KOHCOPLMYM
«ONEeKTPOHHbIN YHMBEPCUTET», MOCKOBCKUIA rOCYAapCTBEHHbIN YHUBEPCUTET 3KOHOMMKN, CTaTUCTUKK
1. 1 NHAOPMATUKK, EBpasninckmim oTkpbITbIn MHCTUTYT. — MockBa : MOCKOBCKMIA roCyAapCTBEHHbIN
YHUBEPCUTET SKOHOMWKWN, CTATUCTUKM U nHdopmatuku, 2004. — 127 c. : un., cxem. — Pexum
poctyna: no nognucke. — URL: https://biblioclub.ru/index.php?page=book&id=90461 . — ISBN 5-
7764-0451-7. — TEKCT : 3NEKTPOHHbIN.

17. OOpa3oBaTesfibHble TEXHONOMMU, MUCNOMb3yeMble NpU peanusauum Yy4ebHOWM
AUCLUMNSINHBI, BKIOYas OUCTaHLUMOHHble oOpa3oBatenbHble TexHonoruu (OOT,
3aneKkTpoHHoe oby4yeHue (J0), cmewaHHOe 0OyyYeHue):

Mporpamma Kypca peanusyeTcsa C MNPUMEHEHMEM AUCTaHUMOHHbIX O0BpasoBaTesbHbIX
TEXHOSOMMMN.

O6pasoBaTernbHbIN NPoLEecc No AUCUUNIIMHE NOLAAEPXKMBAETCA CPeaCTBAMM SNEKTPOHHOM
MHOpMaUNOHHO-00pa3oBaTenbHOM cpedbl YHMBepcuTeTa, KoTopas obecnevmBaeT A0CTyn K
y4yebHbiM nnaHam, pabounm nporpammam  gucuunnuHbl  (O6pasoBaTenbHbin  nopTan
"OneKkTpoHHbIN yHuMBepcuTeT BIY". Pexum poctyna - https://edu.vsu.ru/), K wnsgaHusm
3MEKTPOHHbLIX OUBANOTEYHBIX CUCTEM W  3NEKTPOHHLIM OGpasoBaTesfibHbIM  pecypcam,
yKasaHHbIM B paboden nporpamme, Yepes NU4YHbIN KabnHeT obyyarowieroca n npenogasaTens.
Baaumopencrene mexagy ydacTHMkamm obpasoBaTenbHOro npoluecca peanusyeTcd, B TOM
4yuncre NocpeacTBoM cetu VMIHTepHeT.

Kaxagbin obyvatrowmiica obecnevyeH wHOMBUAYaAlNbHbIM HEOrpaHWYEeHHbIM OOCTYNoM K
3MEKTPOHHO-OMBNNOTEYHON cUCTEME, coaepXKallen n3aaHusa y4ebHom, yd4ebHOo-MeToan4eCcKon 1
WHOW NUTepaTypbl NO OCHOBHbLIM M3y4YaeMbiM AUCUMNIIMHAM U COOPMUPOBAHHON Ha OCHOBaHUMU
NpsiMbIX JOrOBOPOB C NpaBoobnagatensiMmu.

18. MaTepMaanO-TeXHM‘-IeCKOG obecnevyeHne AUCUMNIINHDI:

Y4yebHble ayauTtopum Ans NpoBeAeHUs y4eOHbIX 3aHATUN (NEKUMOHHBIX, NPaKTU4eCKnX),
OCHalLleHHbIX 000pYyAOBaHMEM N TEXHUYECKMMU CpeacTBamMu OOy4YeHus: cneumanmaMpoBaHHas
mebenb, NPOEKTOpP, 3KpaH Ans NPOEKTopa, KOMMbLITEP C BO3MOXHOCTLIO MOAKMIOYEHUS K CEeTH
"MIHTepHeT", NpoBOAHOMN MUKPOMOH, KOMIMIEKT aKTUBHbLIX (POMKOrOBOPUTENEN.

19. OueHou4Hble cpeacTBa ANA NPOBeAEHUA TeKyLLEen 1 NPOMEXYTOYHOW aTTecTauumn

MopsiAoK OUEHKM OCBOEHMS obyyarlmmuca yd4eGHoOro MaTepuana onpegensieTcs
coaepxaHueM creayLmx pa3aenos AUCLUUMIUHBIL:


https://biblioclub.ru/index.php?page=book&id=90954
https://edu.vsu.ru/
https://biblioclub.ru/index.php?page=book&id=90461

HanmeHoBaHue NHamkaTop(bl)
Ne KomneTeH
pasgena QuCUUnivHbI OOCTMKEHNS OueHouyHble cpeacTBa
n/n ums(n)
(mogyns) KoMneTeHuumn
Opranmsaums [MepeyeHb OUCKYCCUOHHBIX TEM
1 OOKyMeHToObopoTa B MK-3 MK-3.1 P AncKy !
npakTu4eckoe 3agaHue
opraHusaumm
Cuctemsbl
WHhopMaLIMOHHON
2 noaAepXKnN ynpasreHust MK-3 MK-3.1 [MepeyeHb OUCKYCCUOHHBIX TEM, AOKMNaA
OOKyMeHTaMun n busHec-
npoLeccamu.
MNoaxonbl K
aBToMaTu3aumm
MK-3.1
3 | mokymeHToobOpOTa, MK-3 MK-3.2 [MepeyeHb OUCKYCCUMOHHBLIX TEM
BapuaHTbl Bbibopa '
nnatdopmbl
Knaccudmkaums
4 PYHKLMIN NPUNOXKEHNI nK-3 MK-3.1 MNMepeyeHb ONCKYCCUOHHBIX TEM,
aBTomaTtmnsaumu MK-3.2 npakTu4eckoe 3agaHue
AOKyMeHTo0obopoTa
CoBpeMeHHble
5 | rexvonorm MK-3 rK-3.1 [MepeyeHb OUCKYCCUOHHBIX TEM, AOKNaabl
npodeccuoHarnbHbIX MK-3.2 P Ancky » A A
KOMMYHVKaLWA
flenosas Gecena kak MK-3.1 lMepeyeHb OUCKYCCUOHHbIX TEM,
6 BegyLwas opma MK-3
MK-3.2 npakTn4eckoe 3agaHme
KOMMYHMKaLUn
HenoBble npe3eHTauun
MK-3.1
7 1 Nyonn4yHble MK-3 MK-3.2 TBop4yeckoe 3agaHve
BbICTYNJIEHNSA )
lMpomexyTouyHasi aTTecTauus
[MepeyeHb BONPOCOB K 3a4eTy
dopma KOHTpons — 3a4eT

20. TunoBble OLEHOYHbIe cpeAcTBa M MeToAuYeCcKMe MaTepuanbl, onpepensirowme
npoueaypbl OLeHUBaHUA

20.1. TeKywWwmM KOHTPONb ycneBaeMoCTH

KoHTpornb ycrnesaeMocT No AUCLMNNIMHE OCYLLECTBMAETCA C MOMOLLLIO CreayoLImMX OLLEeHOYHbIX
cpencTs:

20.1.1 MepeyeHb AUCKYCCUOHHbLIX TEM ANA Kpyrnoro crona (AUCKycCUM, MNOJNIEMUKM,
aucnyTta, ge6aTtoB)

Tema 1. OpraHmsauus [OKyMEeHTOOOOpOTa B OpraHM3aumm

MoHATMe ooKyMeHTa, JOKYMEHTOODbopOoTa 1 NOTOKa AOKYMEHTOB.

Knaccudukauua genoBon JOKyMeHTauuu.

MpoekTupoBaHue BnaHKoB AOKYMEHTOB OpraHn3aumm.

Opranunsaums gokymeHToobopoTa.

B uyem 3akniouvaetca HeobGxoAuMMOCTb nepexoga K 6e3bymaxHoOWm TexHOomornm
ynpasneHns?

6. KakoBbl OCHOBHbIE KOHLeNuun nepexoaa Kk 6e36ymMakHon TEXHOMNOrMM ynpasneHusa?

arwbdE

Tema 2. Cucrtembl MHPOPMaLMOHHOWN NOAAEPXKKNA YyNpaBleHUs AOKYMeHTaMu 1 6usHec-
npoueccamu.
1. Kakve nokasaTenu OLEHKM MNOTOKOB MHOPMaLMM MCNOMb3yT NPU MPOEKTUPOBaHWUU
MHPOPMAaLIMOHHBIX CUCTEM?
2. Yto Takoe 6usHec-npouecc? Kakume knaccbl OGU3HEC-NPOLECCOB XapakTepHbl AN
9KOHOMMYECKUX CUCTEM?
3. Yto Takoe [OOKYMEHTOOOOPOT, €ero cBA3b C (PYHKUMAMKM ynpaBrieHns u ©OusHec-
npoweccamu, TUMbl JOKYMEHTOO00pOT.



No ok

Hasosute knaccudmkaumio cuctem aNeKkTPOHHOro AoKyMmeHToobopoTa.

TeHaeHUMM pasBUTKA CUCTEM ANEKTPOHHOIO AOoKyMeHToobopoTa. PeiHok C3[.
CrangapTbl B 06nactu anekTpoHHOro AokyMmeHToobopoTta (EDI). gokymeHToo6opoTa.
KakoBbl npenmyLecTsa ncnonb3osannsa 307

Tema 3. NMNoaxoabl K aBTOMaTU3auumM QOKYMEHTOO60pOTa, BapuaHTbl Bbioopa nnatdopmbl

1. MNepeuncnute OCHOBHbLIE NPUHLUMNBI BHeOpeHus CUCTEMBI 3MIEKTPOHHOrO
OoKymeHToobopoTa.

2. TpeboBaHuas K cucTemMe 3nEeKTPOHHOro AOKyMeHTooGopoTa npegnpusatusa. Kakue
TpeboBaHus NpegbaABNATCS K NporpaMmMHOMY obecneyeHuto coctasnenna 307

3. OpraHusaumoHHble Bonpockl BHeapeHus CO[.

4. O deKkTMBHOCTL camocTosTeNnbHOM pa3paboTkn COL.

5. KonuyecTBeHHble U KaveCTBEHHbIE oLeHKN addekTuBHOCTN CI[.

Tema 4. Knaccucpmkaumsa ¢pyHKLUMN NpUNoXeHUn aBToMaTu3aumm JOKyMeHToobopoTa

1. HasHayeHue 1 yHKUUKU, BbINOSNIHAEMbIE CUCTEMOWN 3MEKTPOHHOro AOoKyMeHToobopoTa
(C3O0)?

2. Kakue atanbl B pa3sutum koHuenuum COO0 MoxHO BblAenuTb?

3. Kakune knaccel COOO npuMeHsI0TCA B HacTosiLee Bpems?

4. Kakme ocobeHHOCTM B dyHKUMOHMpoBaHuM COOO Ha OCHOBE WCMOMb30BaHUS
TexHonorun Al MOXHO BbIAENUTbL, NPUBEANTE NPUMEpPHI?

5. Ha u4em ocHoBbiBaeTca pabota C3OOO, wucnonb3ywowaa TexHonorno “docflow”,

npuBeaunTe NpUMepsbi.

Tema 5. CoBpeMeHHble TEXHONOrnn NpocpeccuoHanbHbIX KOMMYHUKaLUA

N~ WNE

dopMbl KOMMYHUKATUBHOTO OENCTBUS.

CTpyKTypa KOMMYHMKaATUBHOrO Mnpouecca.

KommyHuKaTBHbIE Bapbepbl U CNOCOOLI NX NPEOAONEHMS.
CoBpeMeHHbIE KOMMYHUKaTUBHbIE TEXHOIOMMM B OpraHnusauuu.
BHelHWe 1 BHYTPEHHNE KOMMYHUKALMKU OpraHmM3aunn.
CeTteBble KOMMYHUKaLUN.

KoMMyHMKaTUBHbIE TEXHONOMMN BEAEHUSA NEPErOBOPOB.
OcHoBHbIe cnocobbl nepegaydn nHpopmaumm.

Tema 6. [lenoBas 6ecena Kak BeayLwias ¢popma KOMMYHUKaLMK

1. OcHoBHble cnocobbl 1 NpueMbl BeAeHusi Aenosou beceasbl.

2. BepbanbHble 1 HeBepbanbHblie cpeacTBa KOMMYHUKaLMK.

3. Cnocobbl yaepxaHus BHUMaHua cobeceaHuka/ayanTopum.

4. 30Hbl U ANCTaAHLMM B OENTOBON KOMMYHUKALUW.

5. OcHoBHbIE NPOGEMbI MPUMEHEHNSA TEXHOMOIMI NPOdECCUOHANBHBIX KOMMYHUKALIMA.

YpoBeHb
Kputepun oueHmBaHNs KoMneTeHunin ccopmMupoBaH Lkana oueHok
HoCTU
KOMMEeTEHL MM

OOyuatowuinca B NorHONM Mepe BNageeT TeopeTU4ecKMMU OCHOBaMM | [1o8bileHHbIU OminuyHo
AVCUMMMUHBI,  cnocobeH UNMIOCTPUpPOBaTh OTBET  MpUMeEpamu, ypOoBeHb
q)aKTaMI/I, AaHHbIMU Hay4HbIX I/ICCJ'Ie.lJ.OBaHI/IVI, NPUMEHATb
TeopeTunvyeckme 3HaHunA Ond peweHna npakTtnvyeckmnx 3agad B obnacTtu
TEXHOIOori [OKyMeHTooBGopoTa n npodeccroHanbHbIX
KOMMYHUKaLWA.
O6yyvatowuiica BrageeT TeopeTUYEeCKUMU OCHOBaMM AUCLMMNIMUHDI, BGasoenblti Xopouwo
odHaKO  [JonyckaeT OLWWGKA MpU WUHTepnpeTUpoBaHUM akToB B ypOBEHb
NOHATUSX M3YYEHHOro MaTepuana.
O6yyatowuiics B OCHOBHOM 3HaeT 6a3oBble NOHATUS, Teopun, Modenu, | [Topozoebili Ydoenemeopu-
paccmaTpuBaeMble B Kypce, OJHAKO MosyyYeHHble 3HaHUS OCHOBHbIX ypOBEHb mersibHO
TEOPETUYECKMX U 3SMMUPUYECKMX WUCCRedoBaHUn  (parMeHTapHbI.
OTBeTbl NpeacTaBnsloT cobon XOTS M NpaBuUIibHbIE, HO OTAESNbHbIE,
pa3pO3HEHHbIE MbICIIN.
OOyvarownncs  OEeMOHCTPUPYET  OTPbIBOYHbIE,  bparMeHTapHbie - Heydosnemeopu-




3HaHWS  OUCUMMAWHBI, JonyckaeT rpybble owwnbku. MaTtepwan mesibHO
nsnaraetcs GeccucTeMHO, OTBETbl cofepXkaT 4YacTble MOBTOPEHMs,
BKIIIOYAET MaTepvan, He MMEILNIA MPSIMOrO OTHOLLEHUS! K BOMPOCcaM.

20.1.2 MNpakTnyeckoe 3agaHue

1. TexHonorusa HanucaHus AenoBbIX NUCEM.

Cocmasbme nuUCbMO-NpPocbby 8 20CMUHUYHBIU Komrnekc «llpumopckasi» €  yKka3aHuem
peksusumos «Adpecam», «1odnuce».

Opranmnszaumm AO «CneucTpor» HYXHO 3akas3aTb OOHOMECTHbI HOMep npubbiBalowemMy B
komaHanpoBky B Coumn cneunanucty us BopoHexckoro dunuana komnaHun — Bopucosy Onery
Masnosuyy. KomaHaumposka nnaHupyetcsa ¢ 23 no 30 uioHsa Tekylwlero roga. Bonpockl opraHmsaumm
npuemMa KOMaHOUPOBOYHLIX CMEeunanucToB HaxogAaTcs B KOMMaHMM B BedeHUW 3amecTuTens
reHepanbHOro AnpexkTopa No agMUHUCTPATMBHO-XO3ANCTBEHHBIM Bornpocam leTtpoea A.A. naTta
3a npoxueaHue bygeT npounssedeHa bopucosbim O.[1. 32 HANMYHLIN pacyerT.

2.CpaBHUTb pelieHua ana aBTomaTtusaumm gokymeHtooo6opota C31 TE3UC ¢ Directum
Bbl BbICTynaete B poONfiM HECKOMbKMX MEPCOH: CeKpeTaps, AWpPeKTopa W COTPyOHWKa CTOPOHHEN
opraHusaumu. Bam npegctout:
—  OT UMEHM CeKpeTaps HanTu No N3BECTHbIM aTpUByTam 3NEKTPOHHBIN AOKYMEHT;
—  OTNpaBuTb LOKYMEHT NO TUMOBOMY MapLUPYTY Ha COrfacoBaHue;
—  OT UMEHM OMpeKTopa CorracoBaTh JOKYMEHT U MOCTaBUTb ANEKTPOHHYIO Lncbposyto nognuck (SLUM);
—  OT UMEHN CekpeTaps BbIrPy3nTb JOKYMEHT B hopMaTe CTPYKTYPUPOBAHHOMO 3MNEKTPOHHOrO OKYMEHTa
(ESD);
— OT WMEHM COTPyOHMKA CTOPOHHEW oOpraHu3aumMmM OTKPbITb  JOKYMEHT, COXpPaHEHHbIn B
CTPYKTYpMpOBaHHOM dhopmaTe, YTUNnTOn overdoc, 03HAKOMUTBECS C AOKYMeHToM 1 OLUIT,
—  OT UMEHM CEeKpeTaps 3aHECTM AOKYMEHT 0OpaTHO B CUCTEMY CO BCEMU NOANMUCAMM.

3. ODenoBas b6ecena

OpraHuayeTtcs genoBasi 6ecefa ABYX YENOBEK, HAYMHAKOLWMX Ananor o pbiHKe HedTenpoayKTOB.
BTopoli cobeceaHunk OomkeH noanepkatb pasroBop, HO NPy 3TOM NEepekntounTb cobeceaHnka Ha CBOH
Temy. [lenatb 3TO HY)XHO HeHaBsi3uMBO. Pe3ynbTaTbl BbINONHEHMS 3agaHus obcyauTb Ha cemuHape.
MNpoaHanuanpoBaTb, KakoM W3 KOMMYHMKATMBHbIX OapbepoB okasbiBaeT Hauboree cunbHoe
oTpuuaTernbHoe BNUsSIHWUE Ha negarorndyeckoe obuieHne?

4. MeperoBopbl.

OanH cobecegHuK BHOCUT MpensioxXeHne no ueHe. BTopon cobecegHuK He cornaceH ¢ gaHHbIM
npeanoxeHnem u 3aaenseT cregyouiee: «Bawa ueHa oyeHb Bbicoka. Mbl BENM neperoBopbl C Apyrou
dupmon, KoTopas npeanoxuna MeHblUy LueHy n 6onee BbirogHble CpokmM». Kak Bbl OTBETUTE Ha 3TU
BO3paXXeHUs, ecnv caerka Assi Bac O4eHb BaxHa?

YpoBeHb
KpuTtepun oueHmBaHNs KoMneTeHunin ccopmMupoBaH Lkana oueHok
HOCTU
KOMNeTeHUnn

O6Gyvaowuiicss  BbIMONMHUN  3adaHue  cornacHo  TpeboBaHusM, | [1oebilweHHbIl OmnuyHo
cobntogeHbl npaBuna ohopMreHust. YPOBEHb
OGyyvaowuiics BbINOMHWN 3agaHue cornacHo TpeboBaHusM, ecTb Ba3zossbiti Xopowio
HegoyeTbl B odopmMneHMn, paboTa He MOMHOCTbIO OTpaxaer, YpPOBEHb
packpblBaeT NOCTABMEHHbIE 3a4au4M.
OGyyarowuiics BbINOMHWIT 3a4aHne cornacHo TpeboBaHNsAM, MMEKTCS lMopozoenbiti Yoosnemsopu-
CepbesHble HapyLlleHnss npaBurt 0opmeHmns, paboTa He MOSTHOCTbIO YpO8€EHb meribHO
pacKkpbiBaeT MOCTABIEHHbIE 3aa4M.
OOyvatowuinca BbINOMHUIT 3aaHNe 4YacTUYHO, MMEITCS Cepbe3Hble - Heydosnemesopu-
HapyweHus npaBun  OOPMIIEHMS, HEe MOJIHOCTbK  PaCKPbIThI meribHO
nocTaBfeHHbIe 3a4a4n.




20.1.3 TBopueckoe 3apaHue

BbInonHeHne TBOPYECKOro 3afaHusa npegnonaraeT ndyvyeHne pasfvyHbiX acnekToB COBPEMEHHbIX
KOMMYHUKaLIMOHHbIX TEXHONOMMI B NPOeCcCuoHanbHon AeAaTenbHOCTU, NOArOTOBKY oby4vatowmmmcs
BbICTYMMEHWIN C UCMOMb30BaHNEM 3IEKTPOHHOWN Npe3eHTauunn.

MpodeccrmoHanbHasa agantaumsa B MIHOpMaLMOHHOM 06LLEeCTBE.

HaBblkn paboTbl B UIHTEPHET Kak COMMNOHEHT MHPOPMALMOHHOM KyTbTYypbl.

KomnbloTepHasi aTMka: OCHOBHblE NPOGreMbl.

KomnbloTepHble NnpecTynneHus.

OTu4yeckne npasuna paboTbl ¢ MHpopMaLMEN.

Mpobnema oTBETCTBEHHOCTM NMpKn paboTe ¢ nHdpopmaumnen.

NHdopmaunoHHbIe TEXHOMNOMMK B NPOdECCMOHANbHOM AeATENbHOCTM 9KOHOMUCTA.

NooprwdhE

KpuTepum oueHnBaHns KOMNETEHLNI LLikana oueHok

YeTko chOpMynmnpoBaHO MOHMMaHMEe Npobnembl U SICHO BbIPAXXEHO OTHOLUEHME K Omnuy4Ho
He aBTopa. [lpobnema packpbiTa Ha TeopeTnyeckom (B CBA3AX M C
006OCHOBaHMAMM) N MNPaKTUYECKOM YPOBHSAX, C KOPPEKTHbIM WCMOSb30BaHMEM
TEPMUHOMOINMM B KOHTEKCTe oTBeTa. Jlormyeckm coeguHeHbl B eAuHoe
NOBECTBOBAHME TEPMUHbI, MOHATUSA, TEOpETMYECKNEe 0000LLEeHNs, OTHOCALLMECS K
pacKpbiBaeMOM npobneme. MpeacrtaBneHa yeTKad aprymeHTaums,
JoKasblBatowasa nosvumio astopa (B Buae (hakTtoB, COBPEMEHHbLIX COLManbHO-
9KOHOMMUYECKMNX NMPOLIECCOB, KOHKPETHbIX CTATUCTUYECKNX OAHHBIX U T. M.).

CobcTBeHHas ToYka 3peHus (No3unumst) Npu packpbiTun NnpobnemMbl NpeacTaBneHa Xopouwo
C HeToyHocTamu. [lpobnema packpbiTa Ha TEOPETUYECKOM YPOBHE C
HETOYHOCTAMW B WUCMOMb30BaHWM COLMANbHO-3KOHOMUYECKON TEPMMHOMOMMN B
KOHTekcTe oTBeTa. [laHa aprymeHTauusi CBOEro MHeHusa co criabow onopon Ha
dakTonormyeckyto 6asy.

Mpu packpbiTun npobnembl pacnnbiB4aTO NpeAcTaBnieHa CoOCTBEHHas Touka Y0osrnemeopumesnbHO
3peHus (nosvuusd). lMpobnema packpblTa C HEKOPPEKTHBbIM WCMONb30BaHUEM
TEPMUHOB U MOHATUIA B KOHTEKCTE OTBeTa (TeopeTndeckme cBA3n n obocHoBaHMS
He NPUCYTCTBYIOT WM SIBHO He npocnexusatotcd). Cnabo aprymeHTMpoBaHo
cobCTBEHHOE MHEHME C MUHMMAanbHOW OMopon hakTonornveckyro 6asy unu eé
OTCYTCTBME.

He npocnexvBaetcs cobCTBeHHas Toyka 3peHus (no3uvumsi) npu packpblitum | HeydosrnemesopumerbHo
npobnem. MNMpobnema packpbita cnabo, 6e3 ncnonb3oBaHua TepMmuHonorun. He
aprymeHTMpoBaHO cobcTBeHHOE MHeHue. /| PaboTa He npefocTaBneHa.

20.1.4 Tembl poknagoB

MproputeTHble HanpaBneHus pasBUTUA NHAPOKOMMYHUKALMOHHbLIX TEXHONOMM B Poccuu.
Ponb VKT B cTaHOBRAEHUN U pa3BUTUN €ANHOMO MUPOBOIO 9KOHOMMYECKOrO NPOCTPaHCTBa.
TexHonorn4yeckasi OCHaLLeHHOCTb SKOHOMU4YecKkon caepbl obLiecTsa.
NHdopmaunoHHO-KOMMYHUKATUBHbIE TEXHOMNOMMU Kak OCHOBA HOBOW 3KOHOMUKUN 3HAHWN.
KomMMyHUMKaTVBHbIE TEXHOMOIMMM B 3KOHOMUKE 1 BrsHece.

Ponb KOMMYHMKaTUBHBIX TEXHOMNOMMIA B CTAHOBIIEHUN 3NIEKTPOHHOrO GusHeca.
KoMMyHMKaTVBHbIE TEXHOMOMMN B COLMAnbHO-3KOHOMUYECKOM PasBUTUN POCCUNCKOro obLLecTBa.
CBA3K C 06LLECTBEHHOCTBIO Kak MHCTPYMEHT UHTEerpaumm npeanpuaTtns B obLiecTso.

Ponb VKT B hopmmnpoBaHum cnpoca.

10 MpumeHeHne KT ana nonyvyeHnss KOHKYPEHTHbIX NPENMYLLIECTB.

11. OcobeHHOCTN ANEeKTPOHHOW OefI0BOM KOMMYHUKaLUKN B CETU MHTEPHET.

©CoNoTrWNE

KpuTepum oueHnBaHNs KOMMNETEHLNI LLikana oueHok

BbinonHeHbl Bce TpeboBaHWA K NOArOTOBKe AokKnada: obosHadeHa npobrnema u OmnuyHo
obocHoBaHa eé akTyanbHOCTb, CAeNnaH KpaTkuiA aHanms pasnuyHbiX TOYeK 3peHus
Ha paccMmaTpuBaemMylo NpoGnemy U fOrM4YHO M3NoXKeHa COBCTBEHHas nosnuums,
ChOpMYyNMpPOBaHbl BbIBOAbLI, TEMA packpbiTa MOMHOCTLIO, AaHbl MpaBuIibHbIE
0TBETbI Ha AOMONMHUTENbHbIE BOMPOCHI.




OcCHOBHble TpEGOBaHVIﬂ K NnoAarotoBke pAoOKnaga BbIMOJIHEHbI, HO MNpU 3TOM
aonyLlieHbl HefoYéTbl. B 4acTHOCTM, MMeEeTCS HETOYHOCTU B U3MOXKEHUU
mMmaTtepuana,; OTCYTCTBYeT Jiorm4yeckada nocneaoBaTesibHOCTb B CYXAOEHUAX; Ha
OononHunTesNbHble BOMNPOCHI Npu 3alnTe AaHbl HEMOJIHbIE OTBETHI.

Xopowo

MmetoTca cylecTBeHHblE OTCTYNNEHNst oT TpeboBaHWM K NoAroToBKe Aoknaga. B
YaCTHOCTU: TEMa OCBELLEeHa MNLlb YaCcTUYHO; AoNyLeHbl dhakTuyeckne ownbkm B
CoepXaHum Unu Npu oTBeTe Ha AONOMNHUTENbHbBIE BOMPOCHI.

YdoenemeopumersibHO

Tema Ooknaga He packpbiTa, OBGHapyXMBaeTCs CyLECTBEHHOe HernoHMMaHue

HeydoenemeopumersbHo

npo6nemsl.

20.2.

NMpomexyTo4yHasa aTrecTauus

MpomexyToyHas artTectauusi Mo OUCLUMUMNMHE OCYLLECTBRSIETCS C MOMOLUbIO  CrieayrLmX

OLIEHOYHbIX CPEACTB:

NogasrwdhE

© ®

10.
11.
12.

13.
14.

15.

16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.

20.2.1 MNMepe4yeHb BONPOCOB K 3a4eTy

MoHATWE JOKyMEHTa, 4OKYMEHTOOB0pOTa M MOTOKA AOKYMEHTOB.

Llenv BHeapeHust anekTpoHHOro 4oKkymeHToobopoTa.

TeHOeHUMn pasBUTUSI CUCTEM SNEKTPOHHOIO AOKyMeHToobopoTa. PeiHok CO/L.

CrangapTbl B 0611acTn 3nekTpoHHOro AokymeHToobopoTa (EDI).

Mecto C3[] B UH(pOpMaLMOHHON cUCTEME NPEanPUATUS.

Tunbl C3L. Cuctema genonpomsBoACcTBa M CUCTEMA 3MEKTPOHHOIO OKYMEHToobopoTa.
Knaccndpukaumss  aBTOMaTU3MPOBAHHbIX ~ CUCTEM  OenOonpou3BOACTBA U 9NEKTPOHHOro
AOKyMeHTooGopoTa.

Tunbl TEXHOMOIMI ANEKTPOHHOIO ynpasneHna gokymeHtamm (QY[).

[okyMeHT B MHGOPMAaLMOHHOM cucTeMe. Tumnbl JOKYMEHTOB B MHADOPMALMOHHOM cucTeMe: ByMaXkHbIN
OOKYMeHT, 00pa3 [OOKyMeHTa, 3IEeKTPOHHbIA [AOKYMEHT, CTPYKTYPUPOBaHHblE OOKyMeHTbl, XML —
npegcraBneHue.

Cneundvka gokymeHTta B COl. CnoxHble AOKyMEHTbI. [JOkyMEHT B 4enonpon3BoaCcTBe.

HokymeHT B COL. Poxxgenne. CtaHosneHue. NMybnukaumsa. ApxmBnpoBaHue.

Mopoepxka XXMU3HEHHOMO LUMKNa B pa3nuyHbix C3[. XpaHunuvwe atpubyToB SOKYMEHTOB. XpaHunuLie
CaMMX JOKYMEHTOB.

KoHuenumn 6e36ymaxHon TEXHONOMM ynpaBneHus.

Tunosble koMnoHeHTbl CO[: XpaHunuLLe KapTodek (aTpnbyToB) AOKYMEHTOB; XpaHWUIMULLE JOKYMEHTOB;
KOMMOHEHTbI, OCYLLIECTBASAIOLLME BU3HEC-TNOMMKY CUCTEMBI.

KomnoHeHTbl doyHKUMoHanbHocTM CO[. YnpaeneHe OoKyMeHTamMu B XpaHunuiie. MNouck JOKYMEHTOB.
MapLupyTusaums n KOHTPOsb UCNONHEHNS. OTYeTbl. ADMUHUCTPUPOBAHKE.

MeTogbl copTupoBku AokymeHToB B CO/.

OcHoBHble hyHKkumMmn C3. Tunoeble TpeboBaHust kK C3M.

MpenmyLLecTBa BHEAPEHUS CUCTEMbI ANIEKTPOHHOTO AOKYMEHTOObopoTa.

MpyumHblI aBTOMaTU3aLMK. BbiGop cncteMbl aBTOMaTM3aLmi.

ApXMBbI 3NEKTPOHHbIX LOKYMEHTOB.

deHoMEH KOMMYHUKATUBHBLIX TEXHOSTOTUN.

TeopeTuyeckme Mogenn CoOBPEMEHHbIX KOMMYHUKaLWIA.

dopMbl KOMMYHUKALIMOHHOW OEATESNBHOCTH.

CB#A3b KOMMYHMKaLMM ¢ MHGOpMaLmen.

MNpeactaBneHne KOMMYHMKALIMKM KaK O NpoLecce 1 CTPYKType.

KoMMyHMKaTUBHBIN NpOLLECC 1 ero cocTaBnstoLme.

CraHgapTHasa Mogenb KOMMYHUKaATUBHOIO NpoLiecca.

TexHonorum pedeBbIX KOMMYHUKaLLUA.

CKT B npochbeccroHansHon AesTensHOCTW.

CeTeBble KOMMYHUKaLWN.

BHeLluHWe 1 BHYTPEeHHME KOMMYHMKaLMN OpraHn3aumm.

KoMMyHMKaTUBHbIE TEXHONOMMN BEAEHUS NEPErOBOPOB.

OcHoBHbIe cnoOcobbI 1 NpueMbl BeAeHust fenoson beceqp.

BepbankbHble 1 HeBepbanbHble cpeacTBa KOMMYHMKALIMN.

OcobeHHOCTM opraHm3auum Ny6ANYHbIX BbICTYNNEHWN.



YpoBeHb

Kputepun oueHMBaHNs koMneTeHLNi ccpopmumpoBaH Llkana oueHok
HOCTU
KOMMETEHLMN

Obyuatowuinca B nonHon mepe Bnageet TeopeTU4ecKMMu OcHoBamu | [1o8bIlEHHbIU OmnuyHo
ANCUMNNUHLI,  cnocobeH UNNIOCTPUPOBaTbL OTBET MpUMEpPaMMu, ypOBEHb
daktamn,  JaHHbIMM Hay4yHbIX  MCCreaoBaHuN, NPUMEHATb
TeopeTMYeckue 3HaHUS AN peLleHus NpakTU4eckux 3agad B obnactu
TEXHOJ0rMNn OoKyMeHToobopoTa n npodgeccrnoHanbHbIX
KOMMYHMKaL M.
OOyuvatowmincs Bnageet TeOpPEeTUYECKMMM OCHOBaMM AUCLMMIVHLI, Ea3zossbiti Xopouwio
ofHaKo  JonyckaeT OowubkM MNpu WHTEPNPETUPOBaHMM (AKTOB B ypogeHsb
NOHATUAX N3YYEHHbIX KOHLIENUWA.
OOyuvatownincs B OCHOBHOM 3HAeT 6a30Bble NOHATUS, TEOPUN, MOLENMH, lNopoeosnili Ydoenemesopu-
paccmaTpMBaeMble B Kypce, OOHAKO  MOJSIyYEHHble  3HaHWSA ypOBEHb meJsibHO
dparmeHTapHbl. OTBETbI NpeacTaBnsloT COOOM XOTS M NpaBuibHbIE,
HO OTAesbHblEe, PA3PO3HEHHbIE MbICIU.
OOyvatowmnca  OeMOHCTPUPYET  OTPbIBOYHbIE,  (bparMeHTapHble - Heydosnemeopu-
3HaHMA  OUCUMNNAWHLI, gonyckaeT rpybele owwnbkn. Martepuwan meJibHO

nanaraetca 6eccucTtemMHo, OTBETbI cogepxaTt 4YacTble NOBTOPEHUA,
BKITKOMAET Martepuman, He UMeEoLLNI NPAMOro OTHOLLEeHNA K BOnpocaMm.




