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PABOYASA NMPOMPAMMA YYEEHON AUCLUUMITUHDI

51.B.4B.03.01 JokymeHTOO60pOT B LG POBON SKOHOMUKE

1. Kog n HaumeHoBaHue HanpaBneHunsa nogrotoBku: 38.03.01 OkoHoMuMKa
2. Mpodunb noarotoBkn: Mogenun n MetToabl aHanmsa LMgpoBO SKOHOMUKN
3. KBanudmkauma BbinyckHuka: 6akanasp

4. dopma obGyUyeHuUA: oyHas

5. Kachenpa, oTBevawLwan 3a peanmsaumio aucUnnimHbl: kKadenpa MHAPOPMaLMOHHbIX
TEXHOJIOTMA N MaTeMaTUYECKNX METOO0B B SKOHOMUKE

6. CoctaBuTenu nporpammsil: K.T.H., gou. Wypwwukosa IM.B.

7. PekomeHpgoBaHa: HMC skoHomu4yeckoro gakynbteta npotokon Ne3 ot 21.04.22r
8. YueOHbIn roa: 2024-2025 CemecTp: 6



9. Llenn n 3apaum y4ye6HON ANCLUMNNUHDI

Llenb ocBoeHus y4ebHon ANCUUNnHbI:

- TeopeTnyeckasa 1 npakTu4eckasi NoAroToeka B 065actv npuMMeHeHNs UHPOPMaLNOHHbBIX
TEXHONOrMM U NPorpaMMHbIX CpeacTB Ans obecneyeHns uMGPOBOro B3aMMoaencTBus B
pamkax busHec-nNpoLeccoB aHaNMTUYECKON AeATENbHOCTMW.

3agaum yyebHON OMCUMNNHBI:

- hopMumpoBaHme HaBbIKOB pa3paboTkn moaenen LmdpoBoro B3aMmoaenCcTBuS;

- N3yyeHne MHAOPMALIMOHHbBIX TEXHOMOMMI, peanuayeMbiX B CUCTEMAX 3NEeKTPOHHOrO
AOKYMEHTO000pOoTa;

- (hopMMpOBaHUE HaBbIKOB MOAENNPOBaHWs BU3HEC-NPOLECCOB B CMCTEMaX
3NEKTPOHHOro OKYMeHTO060pOoTa;

- N3yYeHmne TeXHOSorMn co3aaHnsa aHanMTUYEeCKMX AOKYMEHTOB B cUCTeMax
AOKyMeHToobopoTa.

10. Mecto y4yeOGHOM AaucuunnuHbl B cTpyktype OOIl: vacTtb, opmupyemas
yvyacTHMKaMmyn obpasoBaTenbHbiX OTHOweHun 6roka Bb1. TpeboBaHWA K BXOOHbIM 3HAHUNAM,
YMEHUSIM N HaBblkaM: 3HaHMS B ob6ractu 6a3oBbiX MH(POPMALMOHHBIX TEXHONOMMN, OGUCHbLIX
NporpaMMHbIX NPOAYKTOB, ynpaBneHus BuaHec-npoueccamn opraHmsaumu. OucuunnuHel, ans
KOTOpbIX  [daHHas  AucuuninHa  9BnsieTcs  nNpeawecTBylowen -  KopnopaTuBHbIE
WHGOPMALNOHHbIE  CUCTEMBI, TexHonormm UmMpoBoM 3IKOHOMMUKK, UHOPMaUMOHHaA
6e3onacHoOCTb UMPOBOMN IKOHOMUKK, TEXHONOMMN CETEBOIO B3aMMOOENCTBUS.

11. MnaHupyemMble pe3ynbTaTbl OOy4YeHUsi MO AUCUUNIMHe/MOAYNIO (3HaHWUA, YMeHus,
HaBbIKW), COOTHECEHHbIe C NNaHUPYyeMbIMU pe3yribTaTaMU OCBOeHUS o6pa3oBaTenibHOM
nporpaMmmbl (KOMNeTEHLUAMU) U UHAUKATOPAMU UX [OCTUKEHURA:

Kog HasBaHune Koga(bl) WNHankaTop(bl) [MnaHupyemble pesynbtatbl 00yYyeHus
KoMneTeHunn
3HaTb:
— OCHOBHblE NOHATMSA
3MEKTPOHHOro AOKyMeHToobopoTa
n 3IEKTPOHHOrO
B3aMMOOEeNCTBUSA;
— 3HaTb TpeboBaHMA K cucTtemam
CnocobeH MogaenupyeT 6uaHec- ANIEKTPOHHOIO
NPUMEHATb npoLecchl ¢ ,D,OKyMeHTOO60pOTa.
MH(POPMALMOHHBIE | MK_2 1 | ucrionbaoBaHme YMmeTb:
EZEZZZ‘QTM”QM MHOPMALIVIOHHEIX — paspabatbiBatb  hopmarnbHble
K. | GusHec-ananuaa, TexHonormn MoZEenn GU3HeC-MPOLECCOB ASIS
9 NOArOTOBKM onucaHus maplpyToB obpaboTku
NHdOPMALIMOHHO- [IOKYMEHTOB.
aHannTn4yecknx Bﬂaﬂ,eTb'
mMartepuanos u )
3KOHOMUYECKNX Ou3Hec-npoueccoB c
nokasatenen ncrnonb3oBaHnem UT.
Odopmnsier 3HaTb:
NPOMEXYTOUHbIE 1 — 0Ga3oBble (PyHKUUKM NMPOrpamMMHOro
MK.2. o | “TOroBbIe pesysnbTats obecneyveHus ansa Aoy,
' B BUAE obecneymBatome
aHalnTUn4YeCcKnx

cuncrematTmn3auuio " aHanma

[ OKYMEHTOB o .
ynpaBJsieH4eCKOoun 4 MHOU




nHopmauuu.

YmMmeTb:

ymeTb odopMnATL
AOKYMEHTaUUIO B COOTBETCTBUN C
HopmaTmBHon 6Gason, B T.M.
ncnonb3ys NHPOPMaLIMOHHbIE
TEXHONOINK;
paspabaTbiBaTb NPeanoXeHnsa no
COBEpPLLEHCTBOBAHNIO cucTem
06paboTkn nHpopmauuu.

Bnagetb:

obnactu
obmeHa

TEePMUHOMOrnen B
undposu3aumnm
AOKYMeHTamu;
HaBbIKaMWu paboThbl c
cucTtemamum yrnpasrneHus
AOKYMEeHTaMM Wu C cuctemamu

ynpasreHus 3MEKTPOHHbLIM
KOHTEHTOM.
12. O6bemM ANCUUNNUHBLI B 3a4eTHbIX eauHuuax/yac. — 2/ 72.
PopmMa NpoOMeEXyTOYHOM aTTecTaumm — 3a4er.
13. TpyaoemkocTb No BuAam y4yebHomn paboTbl
TpynoemMKkocTb
o Mo cemecTpam
Bug yuebHon paboTbl
Ay P Bcero 6 cemecTp
y. y., B hopme MMI1
AyanToOpHbIE 3aHATUSA 32 32 0
nekyum 16 16 0
B TOM 4mcne: npakTnyeckme 0
nabopaTtopHble 16 16 0
CamocTtosiTensHas paborta 40 40 0
B TOM 4mucne: Kkypcosas paboTa (NpoekT) 0 0 0
dopma NpomMeXyTO4HOM aTTecTaumm - 3a4et 0 0 0
UTtoro: 72 72 0

13.1. CogepxaHne gUCUUNIINHLI

Ne Peanusauus
n/n pasgena
HanmeHoBaHue ANCLMNITNHDI
CopepxaHue pasgena gUCUUnIvHbl
pasgena AUCUUNINHbI C NOMOLLbIO
OHNaunH-
Kypca, QYMK
1. Jlekunn
1.1 Kypc:
YHUpunpoBaHHble CUCTEMbI AJoY. yp
N [okyMeHTO06
Cuctemsl O6wepoccunckme KnaccudukaTopsbl o0OT 5
AOKYMEHTaLNOHHOro AOKYMEeHTauunun. BnaHku AOKYMEHTOB. HE hpOBOl
obecneyeHns TpeboBaHusi K OCOPMIIEHUIO PEKBU3UTOB SKOHF;MI/IKe
yrnpasneHus AOKYMeHTOB. TpeboBaHus K CTpyKType u ’
OakanaspuaTt
dopme TekcTa JOKYMeHTa. 38.03.01




MMALS, 3
Kypc, O4Has
dopma |
O6pasoBaTen
bHbIN nopTan
"ONEeKTPOHHDI
n
YHUBEPCUTET
BIry"

1.2

OpraHusaynoHHo-
pacnopsignTenbHas
AOKYyMeHTauus

[MpaBuna coctaBneHns K  oopMIieHna
[OKYMEHTOB. OpraHu3saunoHHo-
pacnopaguTenbHas AOKyMeHTauus: npasuna
coctaBneHus. OpraHusauusa cnyx6el JOY.
YnpasrneHune [OKYMEHTO060pOTOM.
OpraHusauus AokyMeHToobopoTa B
opraHusauun. CyLHOCTb M Knaccudukauus
pacnopsguTenbHbIX OOKyMeHToB. [loroBsop,
npukaz Mo  OCHOBHOW  [esTeribHOCTH,
pacrnopsKeHNss U yKasaHus, NPOTOKOM, akT,
3anucku.

https://edu.vs
u.ru/coursel/vi
ew.php?id=4
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1.3

ONEKTPOHHbIN
AOKYMEHT 1
AOKYMEHTO060pOoT.
OCHOBHbI€ NOHATUS.
TexHonornu co3gaHus
CMNOXHbIX 3MEKTPOHHbIX
AOKYMEHTOB

Tunosble Bu3Hec-npouecchl
dopMMpPOBaHNA  MapLUPYTOB
AokymeHToB.  KntouyeBble
«OOKYMEHTO0B0pOTY,
AOKYMEHTO060pOTY,
AOKYMEHTY, «3NEKTPOHHas
noanncb». NcTopusa
AOKyMeHToobopoTa: dhopmupoBaHme
OCHOBHbIX MOAXOAOB K aBToMaTusauuu
AokyMmeHToobopoTa; npuHatne FOCToB Ha
ynpaBneH4yeckme  OOKYMEHTbl,  co3gaHue
obLepoccnmnckmx KnaccmunkaTopos,
YHUMOMLUMPOBAHHbLIX CUCTEM [LOKYMEHTaUUW;
cosgaHuve HOpMaTUBHON 6a3bl ans
aBTomaTusauum AOKYyMeHToob0opoTa;
aBTOMaTu3aums OTAENbHbIX onepauun
paboTbl c OOKYMeHTamu, cosgaHve
aBTOMATU3NPOBAHHbLIX CUCTEM AN paboTbl C
OOKYMEHTaMM.

ans
obpaboTkn
onpeaeneHus:
«3NEKTPOHHbIN
«ONEKTPOHHbIN

umcposas
aBTOMaTMU3auun

https://edu.vs
u.ru/course/vi
ew.php?id=4
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1.4

[1OKyMEeHTbI,
pernameHTupytowme
ynpaBneHue busHec-
npoueccamm

cucTemsl Joy.
O6wepoccunckme KnaccudukaTopsbl
AOKYMEeHTauunun. BnaHku AOKYMEHTOB.
TpeboBaHusi K OCOPMIIEHNIO PEKBUIUTOB
AOKYMeHTOB. TpeboBaHus K CTpyKType u
dopme  Tekcta  gokymeHTa.  [lpaBuna
COCTaBneHnss U OOPMIIEHMS [LOKYMEHTOB.
CyLHOCTb n Knaccudurkaumus
pacnopsauTenbHbIX OOKyMeHTOB. [lorosop,
npukas Mo  OCHOBHOW  OesiTenbHOCTH,
pPacnopsXkKeHNss N yKasaHus, NPOTOKOM, akT,
3anuncku.

YHUprumnpoBaHHble

1.5

3akoHogaTenbHoe U
HOpMaTUBHOE

depepanbHbin 3akoH «O6 nHdopmauuu,
MHPOPMALIMOHHBIX TEXHOIOTUSX U 3aluTe




perynvposaHune
MCNONb30BaHUSA
9NEKTPOHHOro
AOKymeHToobopoTa.
Knaccudgmkauus
CUCTEM 3NIEKTPOHHOTO
AOKyMeHToobopoTa

nHdopmauumny»; «O6 aneKkTpoOHHOW NoANUCU»
(2011).

FOCT P 53898-2010 «Cucrtemsl
9NEKTPOHHOro OKYMeHTOOB6opoTa.
B3anmopgencrteume cuctem yrnpasneHua
AOKymeHTamu. TpeboBaHus K aneKTPOHHOMY
COOOLLIEeHNIOY.

OnpepeneHne aneKTpoOHHOIo AOKYMEHTA,
npyaaHne rpuan4eckon CUnbl ANEKTPOHHbBIM
AOKyMeHTaM U 0cobeHHOCTM paboTbl C
9NEKTPOHHbLIM BUAOM JOKYMEHTa.
HeobxoaumocTb knaccudpmkaumm. Kputepum
ANgA Knaccugukaunm cCMCTeM 3MeKTPOHHOro
AOKyMeHToobopoTa.

Knaccudgukaumnsa Ha ocHOBe UCMOSb3yeMbIX
TEXHOSOr B CUCTEMAX INIEKTPOHHOIO
AOKyMeHToobopoTa.

Knaccudumkaums Ha ocHoBe 3agay
onpeneneHHoro ypoBHS, peLllaeMbix
CMCTEMOWN 3MEKTPOHHOIO JOKYyMEHTOO60opoTa.
Obwas Knaccudukaums cucTem
9NEKTPOHHOIo AOKymeHToobopoTa.
KoHuenumns «ynpasneHus KoprnopaTUBHbLIM
coaepPXUMbIM» (Enterprise Content
Management — ECM).

1.6

O630p 0TEYECTBEHHbIX
CUCTEM 3NEKTPOHHOIO
AOKyMeHToobopoTa 1
X PYHKUNOHaIbHbIE
XapaKTepPUCTUKMN.

CpaBHUTENbHbIA aHann3 CUCTEM
3NEKTPOHHOIo AOKYMEHTO060pOTa,
npeacTaBneHHbIX Ha POCCUNCKOM PbIHKE.
OcHoBHble pa3paboTynKkn, OCHOBHbIE BUAbI
CUCTEM.

Cucrtembl opraHmsaumm n yrnpasneHus
apxueamm

Cuctembl MapLupyTusaunm 4OKYMEHTOB
(Optima Workflow)

Cucrembl aNeKTPOHHOro AOKymMeHToobopoTa
(C3L «Oeno», «Anpektym»)

CuncTemMbl KOMMNIEKCHOW aBTOMaTMU3aLumn
6usHec-npoueccoB (BPM-cuctema ELMA
aBTOMaTmM3auum 6mnsHec-NpoLeccos
npegnpusatus, cuctema bOCC-PedhepeHT).

1.7.

MepcnekTusbl
NCNoSib30BaHNSA
CUCTEM 3J1EKTPOHHOIO
AOKyMeHToobopoTa

MpenmyulecTBa BHEAPEHUS CUCTEM
9NEKTPOHHOro 4OKYMeHToobopoTa
(TakTu4eckme n cTpatermyeckue).

Ob6wue TpeboBaHUs K Nnogaepxke
9NEKTPOHHOro A4OKYMeHTOoObopoTa Mexay
opraHamu rocygapcTBeHHOM BnacTu n
opraHusauusmu.

depepanbHas nporpamma «Lindpposas
3KOHOMMKA P®»: aTanbl, OCHOBHbIE 3a4a4u,
peanusauus.

OcobeHHOCTN BHEAPEHWSI CUCTEM
3NEKTPOHHOro 4OKYMEHTo060poTa B Masriom m
cpegHeM 6usHece. MexxBeJOMCTBEHHbIN




3NEKTPOHHbIN JOKYMEHTO060pPOT

JlabopaTopHble 3aHATUA

2.1l Cuctemsl
AOKYMEHTALIOHHOTO LLlabnoHbl ana 6naHKOB AOKYMEHTOB
obecneyeHus
ynpaBneHus

2.2| OpraHmsaunoHHo- OpraHusaumnoHHble OOKYMEHTHI,
pacnopsianTenibHas pernameHTupyowmne ynpasneHne 6usHec-
AOKYMeHTaums npoueccamn. [1oroBop, aKT.

2.3 ONEKTPOHHbIN JOKYMEHT https://edu.vs

N [OKYMEHTOOBOoPOT.
OCHOBHbIE NOHATUS.
TexHonornu co3gaHus
CMNOXHbIX 3MEKTPOHHbIX
OOKYMEHTOB

TekcToBblEe penakTopsbl: pacwmnpeHHble
BO3MOXHOCTU. MIcnonb3oBaHne MaKpOCOB.

TexHonormm noTOYHOro CKaHnpoBaHuAa W«
MHTEINEKTYyarbHOro pacrno3HaBaHnA TeKCTOB

u.ru/course/vi
ew.php?id=4
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2.4

[ OKyMEHTHI,
pernameHTupyroLmne
ynpasneHue dusHec-
npoueccamu

PaspaboTka 6naHkoB pacnopsanTenbHbIX
AOKYMeHTOB. [loroBop, Nnpukas no 0CHOBHOW
AeATEeNbHOCTU: NOHATUE, NpaBuna
cocTaBneHnsi 1 0POPMIIEHMS.
PacnopseHusi U ykasaHus: HasHayeHue,
0COBEHHOCTN COCTaBneHNs N 0popMNeHus.
[MpoTOKON: NOHATME, NOPAAOK COCTaBNEHNSA U
ochopmMneHus.

[enoBble NnUcbMa: Ha3HaveHue,
Knaccudukauus, CTpyKTypa U pekBU3UTbI.
ONEKTPOHHbIE NUCbMa N BEG-AOKYMEHTbI:
0COBEHHOCTU cocTaBneHns, obopMneHns n
NPUMEHEHNS B YpaBrieHYeCKown
AEeATENbHOCTM NpeanpuaTHS.

HoknagHble, cnyxebHble n 06bACHUTENBbHLIE
3annCKKN: pasnuuns, Buabl, NOpSa0oK
cocTaBneHnsa n oooOpMIeHus.
AKTbl: HasHayeHuwe, CTPyKTypa,
othopMneHus.

nopAaanokK

2.5

3akoHogaTenbHoe U
HOpMaTUBHOE
perynuposaHune
NCMNosib30BaHNSA
3NEeKTPOHHOro
AOKyMeHToobopoTa

N3yyeHne BUOOB 3NEKTPOHHOM MNOAMUCU U
TEXHONOrMM cCo3aaHns Ha NpMMepe CUCTEMbI
KAPMA ITOCT P 53898-2010 «Cuctemsl
3NEeKTPOHHOro 4OKYMeHToobopoTa.
B3anmopencTeme cnuctem ynpaBneHus
AokymeHTamu. TpeboBaHus K aN1IeKTPOHHOMY
COOOLLIEeHNIOY.

2.6

O630p 0TEYECTBEHHbIX

CucTtema anekTpoHHOro fokymeHToobopoTa
(C3LO) «Onpektymy,

https://edu.vs
u.ru/course/vi

Cuctema  KomnnekcHow  aBTomaTtu3dauuu | ew.php?id=4
CUCTEM 3EKTPOHHOrO
busHec-npoueccos (BPM-cuctema ELMA | 261
AOKyMeHToobopoTa 1
aBTOMaTM3auum Oun3Hec-nNpoueccos
X PYHKUNOHASbHbIE
npegnpuaTns)
XapaKkTepuUCTUKn
MogenupoBaHne  6u3Hec-npoueccoB  Ha
sa3blke BPMN
2.7| MNMepcnekTuBbl Me>xxBeJOMCTBEHHbIN ANEKTPOHHbIN
NCNONb30BaHMs AOKYMEHTOOBOopOT. OyHKUUK noptana

CUCTEM 3J1EKTPOHHOIO
AOKyMeHToo6opoTa

rocygapCrtBeHHbIX 1 MyHUUUNAJ1bHbIX YCITYT.




13.2. Tembl (pasaenbl) AUCUUNIIUHBI U BUAbI 3aHATUN

Ne Bugbl 3aHATUIN (KONMYECTBO YacoB)
HanmeHoBaHne Tembl =
n/ CamocTosATenb

0 (pazgena) gucumniuHel | JNekuun MpakTnyeckne | NabopaTopHble Hast paBoTa Bcero

Cucrtembl
AOKYMEHTaLNOHH
oro obecneyeHus
ynpaBneHus

OpraHusaynoHHo-
2 | pacnopaguTeribH 2 2 4 8
as JoKymMeHTaums

ONEKTPOHHbLIN
AOKYMEHT 1
AOKyMeHTO060pOo
T. OcHOBHblE
NOHATUSA.
TexHonorum
co3aaHud
CITOXKHbIX
SNEKTPOHHbIX
OOKYMEHTOB

[1OKyMEeHTBbI,
pernameHTupytowme
ynpasneHue busHec-
npoueccamm

3akoHogaTenbHoe U
HOpMaTMBHOE
perynupoBaHue
MCMNonb30BaHUA
9MNEKTPOHHOro
AOKyMeHToobopoTa

O630p 0TEYECTBEHHbIX
CMCTEM 3NEKTPOHHOIO
6 | mokymeHToObGOpoOTa U 2 2 4 8
X PYHKUNOHAbHbIE
XapaKTepPUCTUKK

MepcnekTuBbl
MCNonb30BaHUSA
CUCTEM 3NEKTPOHHOIO
AOKyMeHTOoo6opoTa

Wtoro: 16 0 16 40 72

14. MeToan4yeckue ykasaHusa AnA oby4alolmMxcsi MO OCBOEHUIO AUCLUMUMIIUHDBI: U3yYeHue
OCHOBHOM W [OMOMHUTENLHOW NUTEpPaTypbl, KOHCNEKTUPOBaHWE [OKYMEHTOB, pa3MeLLEHHbIX Ha
odmumanbHbIX canTax; aHanns NPakTUKM KOMNaHUn Ha OCHOBE OaHHbIX KOHCANTUHIOBLIX CIYX6.

B npouecce wu3yvyeHuss AUCUMNAUHBI UCMOMb3YOTCA Takne Buabl y4ebHOM paboTbl, Kak nekuuwn,
nabopaTopHble 3aHATUSA, a Takke pasnnyHble BUAbl CaMOCTOATENbHON paboTbl 06y4vatoLLmXCs.

OOyuvarowmmca pekoMeHayeTcsl BECTU KOHCMEKT NeKLMU, B KOTOPOM [OSMKHbI ObiTb CCbINIKM Ha
HOMepa CrnanaoB M 4EMOHCTPALMOHHbIE NPUMEPbLI, OCHOBHbIE ONpeaeneHnst 1 NoNoXeHnss Heobxoanmo
KOHCMEeKTUpoBaThb, B KOHUE nekumnm obydarowmecs WMeT BO3MOXHOCTb 3adaTb BOMPOCHI
npenogaeartento no Tteme nekumun. lNpeseHTaumm nekumi M OEMOHCTPAUMOHHLIA MaTtepuan B BUAE
hannoB npegocTaBnsalnTCca 0byyaroLLMMCS.

[nsi NOAroToBKM K nlabopaTopHOMY 3aHATUIO OBy4YalroLMINCA OOMMKEH 3apaHee O3HAKOMUTLCS C
3aaHMeM U TeopeTMdeckuM MaTepuanom, Mocre BbINOMHEHUS paboTbl 0OpPMUTL OTYET O



npogenaHHon paboTte M NoAroToBUTLCH K ee 3awuTe. Bce oTyeTbl hopMUPYIOTCA B BUMAE TEKCTOBOrO
dhanna 1 BbICbINAKTCA AN9 NPOBEPKN Npenogasaresiem.

Mpn noarotoBke K 3aHATMAM o0coboe BHUMaHWe cnegyeT yaenatb 0Cob6eHHOCTAM
NCNONb30BaHNUs U3y4YaeMblX CTaH4APTOB, MOSMOXEHUA W WHCTPYKLUWUA, MPOrpaMMHbIX MPOAYKTOB U
rpamMoTHOMY O(POPMAEHMIO NONYYEHHbIX Pe3yrbTaToB.

CamocTosaTenbHas paboTta oOyyaloWmMxca HanpaBrieHa Ha CaMOCTOATENbHOE U3y4YeHue
OTAENbHbIX TEM M BOMPOCOB YYebHOM AMCUMMAMHBLI U aBnsieTca obsi3aTenbHOM AN KaXKaoro
obyvaiowierocd, ee ob0bem onpegensietca y4ebHbIM nnaHoMm, obyvarowuncs pabotaetr C
pekoMeHAO0BaHHbIMM MaTepuanamu npy MMHMManbHOM yYacTum npenogasarens.

CamocTogaTtenbHass pabota C yvebHuKamu, y4yeOHbIMM MNOCOOUSIMK, Hay4YHOW, CMPaABOYHOWN W
nonynsapHoON nuTepaTypon, maTepvanamm MNepuoauyecKUX WU3OaHUA W pecypcaMmyn CeTU WUHTEpPHeT,
CTaTUCTUYECKMMU [JaHHbIMU ABNSeTcs Hauvbonee 9odEKTMBHBIM METOAOM MOSyYEeHUs 3HaHWURN,
MO3BOSISIET 3HAYMTENBbHO aKTMBU3MPOBaTb MPOLIECC OBMageHusi nHdopmaumnen, cnocobcTeyeT Gonee
rnybokomMy YCBOEHWMIO M3y4aemoro marepuana, copmupyeT y obyyalolwmxca CBOe OTHOLUEHME K
KOHKpeTHoM npobneme.

Bonpockl, koTopble BbI3bIBAOT y 0OyYaloWMXCa 3aTpyAHEHMS NPU NOArOTOBKE, AOMKHbI ObiTb
3apaHee copMynupoBaHbl M 03BYYEHbl BO BPEMSI 3aHATUA B ayauTopuuM Ans AONOSIHUTENbHOrO
pa3bsCHEeHUs npenogasaTenem.

Bugbl camocTtoaTenbHom paboTbl: KOHCMEKTUPOBAHME Y4eOHOM W Hay4yHOW IMTepaTypbl;
npopaboTka y4yebHoro matepmana (No KoOHCNeKTam Nnekumin, y4ebHom n HaydHon nutepatype); paboTa B
3NEeKTPOHHOW 6ubnuoteyHon cucteme; pabota € MHGPOPMAUMOHHLIMU CMPABOYHBIMU CUCTEMaMM,
BbINOSIHEHVE AOMALUHNX 3a4aHWIA; BbINOSTHEHNE KOHTPOSbHbIX 3a4aHui; NOAroTOBKa K 3aHATMAM; paboTa
C BOMpocamu 4ng caMmornpoBepPKN.

15. lMepeyeHb OCHOBHOM WU [AOMOJSIHUTENIbHOW NUTEpaTypbl, PeCypCoOB MWHTEPHET,
Heob6XoAUMBIX AN OCBOEHUA AUCLIUNIIUHBI

a) OCHOBHag nuTeparypa:

Ne n/n | IcToYHMK

ApacnaHoBa, B. A. [JokymeHTaunoHHoe obecneveHne ynpasneHus : yiebHoe nocobue / B. A.

1 ApacnaHoBa. — 3-e usg., gon. n nepepab. — Cypryt : Cypl'T1Y, 2019. — 239 c. — ISBN 978-5-
" | 93190-385-9. — TekKcT : aneKkTpoHHbIN // JlaHb : anekTpoHHO-6nbnunoTteyHas cuctema. — URL:
https://e.lanbook.com/book/151937

CeknetoBa, H. H. lHTennekTyanbHble TEXHONOrMM A5 aBTOMaTU3aLmMm 3NeKTPOHHOMO
AokyMeHToobopoTa : y4ebHoe nocobue / H. H. CeknetoBa, A. C. Ty4dkoBa, E. H. KyBaeBa.
2. | — Camapa : INMIrYTH, 2020. — 148 c. — TeKCT : INEKTPOHHLIN // J1aHb : 9NEeKTPOHHO-
oubnuoteyHas cuctema. — URL: https://e.lanbook.com/book/255584 (nata obpalueHus:
04.04.2025). — Pexvm gocTyna: Ans aBTopu3a. Nonb3oBaTenen.

PoroxwuH, M.KO. [JokymeHTaLMoHHOEe obecneYveHne ynpaBrneHust : npakTndeckoe nocobue /

3 M.FO. PoroxuH. — Mocksa ; bepnuH : Oupekr-Meguna, 2014. — 398 c. : un. — Pexxum goctyna: no
" | noanucke. — URL: https://lib.biblioclub.ru/index.php?page=book&id=253705 — Bubnuorp. B kH. —
ISBN 978-5-4475-1869-1. — DOI 10.23681/253705. — TeKCT : 3NEKTPOHHbIN.

AHppeeBa, T. A. MHdopmaumnoHHoe obecneyeHne GU3HeC-NpoLLEeCCoB NpeanpuaTus : yuebHoe
nocobve / T. A. AHgpeeBa, M. b. BonbdcoH. — CankT-INeTepbypr : CM6IYT um. M.A. BoHu-

4. | BpyeBuua, 2025. — 109 c. — TeKCT : aNeKTPOHHbIN // J1aHb : 3NeKTPOHHO-6MbnMoTeyHas
cuctema. — URL: https://e.lanbook.com/book/508672 (gaTta obpawieHus: 09.04.2025). —
Pexum gocTtyna: gns asTopus. nonb3oBaTenen.

0) fononHUTEenbHasa NuTeparypa:

Ne n/n | VICTOYHUK

JTaGopaTopHbI NPaKTUKYM Mo MHAOPMALIMOHHBIM TEXHOSOMMSIM U CUCTEMaM B

3KoHOMuKe : yyebHoe nocobue / [1. . beicTpsHuesa, O. B. XKgaHosa, I". B. Wypwukosa, A.
5. | A. lOpoBa ; BopoHeXckuin rocyaapCTBEHHbIN YyHMBEPCUTET. - BopoHex : M3gatenbckuii gom
BIy, 2022. - 92 c. : u. un., Tabn. ; 20 cm. - Bubnwuorp.: c. 91-92. - ISBN 978-5-9273-3360-
8

Haruna, E.K. NudopmannonHbie TeXHOJIIOTHH: TTOPTdEIb 331a4 Mo 00paboTke SKOHOMUYECKON U

6 ynpasieH4yeckoi nHpopmanuu : yaeoHoe nocobue / E. K. Haruna, I'. B. llypmmkosa, 1. H.

" | HlenuHa ; BopoHexxckuil rocyiapcTBeHHbIN yHUBEpCUTET. - Boponex : M3narensckuit nom BI'Y, 2024. -
236, [1] c. : mn., Tadu. ; 20 cm. - ISBN 978-5-9273-3934-1. - Tekct : HEMOCPEICTBCHHBIH

7. | "O6 nHdopmaLmn, MHHPOPMAaLMOHHbBIX TEXHOMNOIMSIX 1 0 3alnte nHgopmaummn”. PegepanbHbin



https://lib.biblioclub.ru/index.php?page=book&id=253705

3aKkoH P® ot 27.07.2006 Ne 149-93.

8 FOCT P51141-98. [Jlenonpon3BOACTBO M apXMBHOE Aeno. TepMuHbl 1 onpeaeneHus (yTB.

" | MNoctaHoBneHnnem Nocctangapta PO ot 27.02.98 Ne 28).

FOCT P6.30-2003. YH1dULMpOBaHHbIE CUCTEMBI OKYMEHTaUUKN. YHUULUMPOBaHHasi cuctema
9 OpraHn3auUMOoHHO-PacnopAANTENBHON AOKYMeHTaumn. TpeboBaHnst K 0pOpPMIIEHUIO

" | AOKymeHTOB. YTBepXaeH noctaHoBneHuem NocctaHgapta P® ot 03.03.2003 Ne65-cT.- M.: N3a-
BO cTaHaapTos, 2003.

TvnoBas MHCTPYKUWSI NO AeNONPOM3BOACTBY B doeeparnbHbiX OpraHax UCMOSHUTENBbHON BracTu
10. | (yTB. Npukasom MuHUCTEPCTBA KyNbTYpbl N MAacCOBbLIX KOMMYHUKaunn P® ot 8 Hosbpsa 2005 r.
Ne 536)- M., 2008.

KBanudurkaunoHHbI CipaBoOYHUK AOMKHOCTEN criyalumx. BeegeH B gencrene

11. | noctaHoBneHnem MuHTtpyaa PO ot 21.08.1998 (c nam. 1 gon.ot 1999-2002 rr.)- M.: UHOPA-M,
2001.

O6wwepoccuiickni knaccudmkaTop ynpasneHvyeckon gokymeHtaumm OK 011-93 (OKY[).

12. | (YTBepxaeH u BBeAeH B AencTteme noctaHosneHnem FocctaHgapta P® ot 30.12.1993 Ne299 (c
n3m. u gon.ot 1999-2002 rr.).

B) MH(POPMALMOHHBIE 3N1EKTPOHHO-06pa3oBaTeNbHbIE pecypchl:
Ne n/n | IcTOYHMK
1. | BoHanbHas Hay4Has bubnuoteka BI'Y https://www.lib.vsu.ru/

https://edu.vsu.ru/ — obpasoBaTenbHbI NOpTan «3NEKTPOHHbIA YHUBEPCUTET

2| BIY»/LMC Moodle

3. | 9BC JlaHb, http://e.lanbook.com/

4. | 36C YHuepcutetckas bubnmorteka online https://biblioclub.ru/

5 KoHcynbTaHT  CTyaeHTa. JOnekTpoHHas OubnmoTeka TexXHWYEeCKOro By3a
" | https://www.studentlibrary.ru

6. Poccutickas eocydapcmeeHHasi bubniuomeka. EQUHBbIU 351eKmpOoHHbIU Kamarioa

http.//www.rsl.ru/ru/s97/s977242/
7. Hay4Haga anekTpoHHasa 6ubnmnoTteka http://elibrary.ru
8. | Pocculickasi HayuoHanbHas bubnuomeka http.//www.nlr.ru

9 http://www.ict.edu.ru - noptan "MIHbopMaUNOHHO-KOMMYHMKALMOHHbIE TEXHONOINN B 06-
pasoBaHuKn" .

10. | http://www.iot.ru - noptan VMHdopmaunoHHbIX 06pa3oBaTebHbIX TEXHOTOMUN.

11. | http://biznit.ru - cant o npMMeHeHUn NHHOOPMALIMOHHBIX TEXHOJTOTUI B pa3fiMyHbIX obnacTsx.
12. | www.consultant.ru - ocpmumanbHbii canT 3A0 «KoHcynbTaHT Mnocy.

13. | www.garant.ru - odpuymnansHbinn cant OO0 «HIMM MNapaHT-CepBucy.

14. | www.kodeks.ru - opurumanbHbIn cant MHdopMaLMOHHO-MPaBOBOro KoHcopunyma «Kogeker.
Cuctema anekTpoHHoro gokymeHtoobopota FossDoc. OdmunanbHbeii cant.

15.
http://www.fossdoc.ru/
16 Cuctema anekTpoHHoro gokymeHtoobopoTta (C3[) DIRECTUM. OdmumanbHbIn canT.
" | http://www.directum.ru/
17 Cucrtema anekTpoHHoro gokymeHtoobopota ESCOM.BPM OduumanbHbin canT.
" | http://www.escom-bpm.com/
18 Poccuinckas rocygapcteeHHasa 6ubnmoteka. EMHBIN 9NeKTPOHHbIN KaTanor

http://www.rsl.ru/ru/s97/s977242/

16. NMepeyeHb y4yeObHO-MeTOAMYEeCKOro obecnevyeHus Ansi caMocToAaTeNbHOW paboTbl (y4yebHo-
memodudeckue pekomeHOayuu, nocobus, 3adayHuUKU, MemooOu4yecKue yKa3aHUsi Mo 8bINO/THEHUIO MPaKmu4yecKux
(KoHmMposibHbIX) pabom u 0p.)

Ne n/n MCTOYHMK
1. | http://www.gosecure.ru/ - cant komnaHun Gosecure Software Development.



https://www.lib.vsu.ru/
https://edu.vsu.ru/
https://biblioclub.ru/index.php?page=book_red&id=236489
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http://www.rsl.ru/ru/s97/s977242/
http://www.gosecure.ru/

http://www.pcweek.ru/ecm/article/detail.php?1D=131150

AHgpeeB B. CospaHue cuctembl aBTOMaTu3aumm pokymeHToobopoTta. Yacte 1. BBegeHnue
[anekTpoHHbIN pecypc].

http://www.pcweek.ru/ecm/article/detail.php?1D=131552

AHppeeB B. Co3gaHne cucteMbl aBTomaTm3aunm gokyMeHToobopoTa. Yacte 2. Knaccel cuctem,
npeacTaBneHHbIX Ha pPbIHKE [3NEKTPOHHBINA pecypc).
http://www.pcweek.ru/ecm/article/detail.php?1D=131945

2. | AHgpeeB B. CosgaHue cucTembl aBTOMatusauum AokymeHTooGopoTa. YacTe 3. [JOKyMeHT B
WH(OPMALIMOHHON CUCTEME [NEKTPOHHbIN pecypc].
http://www.pcweek.ru/ecm/article/detail.php?1D=132839

AnpgpeeB B. Co3gaHne cuctembl aBToMaTmM3aummn gokymeHToobopoTa. Yactb 4. Knaccudukaums
DYHKUNA 1 NPUNOXKEHWI aBTOMATMU3aLIMM JOKYMEHTO000pOoTa [9NEeKTPOHHbLINA pecypc].
http://www.pcweek.ru/ecm/article/detail.php?1D=135396

AHgpeeB B. CosgaHve cuUCTeEMbl aBTOMaTu3auum [A0KyMeHToobopoTa. Yactb 5. Y10
npeBpallaeT NpUnokeHns kopnopatusHon CO[l B eQNHYI0 CcUCTEMY [3NEKTPOHHbIN pecypc].

3. | http://www.securit.ru/ - cant komnaHuun SecurlT.

4. | http://www.abipage.ru/ - cant komnaHun «AreHTcTBo 6e3onacHocT nHgopmavmm AbN»
op6atiok, C.M. MHdopmaumnoHHbIe TEXHOMNOMMK : TabopaTopHbIN NPaKTUKYM
[OnekTpoHHbIN pecypc] : yueb. nocobue / C.M. NopbaTiok, KO.C. Tapacos, M.I".
HaymoBa. — OnekTpoH. gaH. — Mockea : MMCUC, 2016. — 39 c. — Pexum goctyna:
https://e.lanbook.com/book/93684. — 3arn. ¢ akpaHa.

17. ObpasoBaTenbHble TEXHONIOMMN, UCNONb3yeMblie NPU peannsaumm yueoHomn
ANCLUUNINHBI, BKIOYasa AUCTaHUMOHHbIe o6pa3oBaTtenbHble TexHonorum (AOT,
3NneKTpoHHoe obyyeHue (J0), cmewaHHOe 06yyYeHue): nporpaMmma ANCUMNINHBI MOXET
ObITb peannsoBaHa C NPUMEHEHNEM ANCTaHUMOHHBIX 0bpa3oBaTenbHbIX TeEXHOMorun. Mpu
peanusauumn QUCLUMNANHBI NPOBOAATCA 0030pHbIE NEKUNN, NPAKTUYECKNE 3aHATHS,
BbINOJSTHAETCA NPAKTUKO-OPUEHTMPOBAHHOE 3adaHue. [poBepka NPakTUKO-OPUEHTUPOBAHHOIO
3aJaHNS MOXET OCYLLECTBNATLCA C UCMOMb30BaHMEM OUCTAHLUMOHHBLIX 06pa3oBaTenbHbIX
TEXHOMOIMI.

18. MaTepnanbHO-TeEXHU4YECKOoe obecneyeHne AUCUUNNIIUHDI:

Ncnonbayetca CaobogHoe nporpammHoe obecnedyeHne. Wcnonb3yloTcss nNporpamMmmHble
NPOAYKTbI, pacnpocTpaHAemble N0 CBOOOAHON NMULEH3UN UMK B PEXUME AEMOOOCTYyNa.
Y4ebHbIn Kopnyc 9KOHOMUYecKoro (akyrnbTeTa BI'Y MMmeeT: Hy)XXHOe KONMYeCcTBO NEKLUNOHHbIX
ayauToOpuIA, OCHALLEHHbIX MYNbTUMEANNHBIM obopyaooBaHMEM, KOMMbIOTEPHbIE Knacchl,
nMeeTcs HeobXxoauMbIA KOMMMEKT FMUEH3MOHHOro nporpamMmmHoro obecnedeHus. Mveetcs B
HanMuum B GUONMOTEYHOM COOHAE IKOHOMMYECKOro bakynbTeTa [OCTaTOYHOE KONMMYECTBO
y4ebHUKOB U y4eBbHO-MeToaNYECKNX NOCOBUIA, NepeyYncneHHbIX Kak B ClMCKe OCHOBHOW, Tak U B
CcrnucKe OOMOMHUTENBHOW NMTepaTtypbl AaHHOM paboden nporpammbl. OOy4daromecss MMerT
AOCTyn K y4yebHOW nuTepartype, npeacrasneHHon B 36C.

YyebHaga ayguTtopus: cneuynanuanposaHHas mebenb, HoyToyk HP Probook 450 15.6", npoekTtop
Acer X1240, akpaH anga npoektopa HacTeHHbI Projecta Compact Electrol, WHDMI-npnemHuk
AyauTtopusa ons nposeaeHns nabopaTtopHbIX 3aHATUIN: cneunanM3mpoBaHHas Mebenb,
komnbtoTepbl 3QNTP-Shell NM-10-B260GBP-525 (11 wr.).

AyauTtopusa ons nposeaeHus nabopaTtopHbIX 3aHATUIA: cneynanuanpoBaHHas mebenb,
Komnetotep Intel Pentium G 6950 (12 wT.), cuctemubin 650k - INWIN Intel DHS5TC(12 wr.),;
MoHuTOp - LG Flatron W1942SE (12 wr.).

19. OueHo4Hble cpeacTBa ANA NPOBeAEHUA TeKyLLEeNn U NPOMEXYTOYHOWN aTTecTauum

MopsiAoK OUEHKM OCBOEHMs obydalolmmmuca yd4eGHOro maTepuana onpegensieTcs
coaepxaHUeM crieayoLwwmx pa3aenos ANCLUMMNIUHBIL:


http://www.pcweek.ru/ecm/article/detail.php?ID=131150
http://www.pcweek.ru/ecm/article/detail.php?ID=131552
http://www.pcweek.ru/ecm/article/detail.php?ID=131945
http://www.pcweek.ru/ecm/article/detail.php?ID=132839
http://www.pcweek.ru/ecm/article/detail.php?ID=135396
http://www.securit.ru/
http://www.abipage.ru/

HanmeHoBaHue WHankaTop(bl)
Ne KomneteH
a/n pasgena QuCuUMnIIMHbI unsi(n) JOCTUXKEHMNA OueHouHble cpeacTBa
(mogyns) KOMMNeTeHUMMN
1. Paspgenbl 1-3 [MK-2 MK-2.1 MpakTuyeckoe 3agaHne
MK-2.2 MpakTuyeckoe 3agaHune
2. Paspentt 4-5 MK-2 "ObpaboTka gokymeHTOB B cucteme Directum”
lNpomexyTodHasa aTTectaums MepeyeHb BONpocoB
dopma KOHTpOns — 3adeT Mpe3eHTaums NpakTUYECKoro 3aaaHuns

20. TunoBble oOUEHOYHbIe cpeaAcTBa W MeToAMYeCKMe MaTepuanbl, onpeaensmowme
npoueaypbl oLeHUBaHUA

20.1. TeKywnin KOHTPOIb YCNEBaeMoCTun

KOHTpOJ'Ib ycnesaemMocCT no gucunniinHe ocywecTBndeTca C NoOMOLbO crneaywnx oUueHOYHbIX
cpencTB: npakTn4yeckne 3agaHunA.

Tekylume artTecTauuy NPOBOAATCA B COOTBETCTBUM C [lonoxeHMeM O Tekyllei aTTecTauuu
obyvyalolmxca No nporpaMMaM  Bbicliero obpasoBaHuMsi  BOpOHEXCKOro  rocyaapCTBEHHOro
yHMBepcuTeTa.

20.1.1. MNpakTn4yeckue 3agaHus

OnucaHue TexHONOrMn npoBeaeHus

Llenb - oBnageHne HaBblKamMn CaMoOCTOATENbHOW paboTbl C HOPMATUBHOW OOKyMEHTauuen u
HaBblkaMy aHanm3a 3agady [OY. O6yvawwuncss OEMOHCTpUpyeT dopMy M obpasel AOKYMEHTa,
NosICHAET MECTO U pofb AOKYMeHTa B cucteme JOY .

NMpoaHanusnpoBaTb o6pasubl opopmneHnsa n PopMbl AOKYMEHTOB:
1. AkT. O6uwue TpeboBaHus
2. AKT 0 npuemMke ToBapa, nocTtynuellero 6e3 cueta nocTaBLLMKa
3. AKT 00 yCTaHOBNEHHOM pPacXOXOEHWW MO KONMMYECTBY U KayecTBY Mpu NpUEMKE WUMMOPTHBIX
TOBapoB
AKT 0 npMemke ToBapoB
AKT 00 YyCTaHOBMEHHOM PaCXOXOEHWW MO KONMMYECTBY M KayecTBy MNpu NPUEMKE TOBapHO-
MaTepuarnbHbIX LEHHOCTEN
6. TosapHas HaknagHas
7. ®opma BHYTPEHHEWN OnucCK LOKYMEHTOB Aena
8. [loBepeHHOCTb
9. [orosop nocraBku
10. XKypHan peructpauun Bxogsiien KoppecnoHaeHumm
11. >KypHan permctpaumm ncxogsiien koppecrnoHaeHumnmn
12. XKypHan peructpaumm Nprkasos
13. O6pasey, hopmbl 4OMKHOCTHON UHCTPYKLMK
14. O6paseL, hopMbl NNCTa-3aBepuTENs
15. OpraHusauus gokymeHToobopoTta
16. MpumepHaga popma HoMeHKnaTypbl Aen
17. O6paseL, 06NOXKKN gerna NOCTOSHHOro U BpeMeHHoro (cBbiwe 10 neT) XxpaHeHus
18. Mpumep ohopmneHnss NMCbMa NOATBEPKAEHNS
19. MNpumep ocopmneHnsa nMcbMa NPockObI
20. Npumep ohopMNeHnsa NONOXeHUS
21. Mpumep ohopmneHns npasui BHYTPEHHEro Tpy40BOro pacrnopsaka
22. O6paseL, 0ohopMIeHns NPETEH3NOHHOIO NMCbMa
23.MNpukas
24 lMpotokon

ok


http://eokd.tolgas.ru/euk/dou/form/AKT3.xls
http://eokd.tolgas.ru/euk/dou/form/AKT3.xls
http://eokd.tolgas.ru/euk/dou/form/AKT5.xls
http://eokd.tolgas.ru/euk/dou/form/Vnutrennyayaopis'dela.doc
http://eokd.tolgas.ru/euk/dou/form/Doverennost'.doc
http://eokd.tolgas.ru/euk/dou/form/Dogovor_postavki.doc
http://eokd.tolgas.ru/euk/dou/form/Zhurnal_reg_vh_kor.doc
http://eokd.tolgas.ru/euk/dou/form/Zhurnal_reg_is_kor.doc
http://eokd.tolgas.ru/euk/dou/form/Zhurnal_reg_prik.doc
http://eokd.tolgas.ru/euk/dou/form/Instruktsiya.doc
http://eokd.tolgas.ru/euk/dou/form/List_zav_dela.doc
http://eokd.tolgas.ru/euk/dou/form/document.doc
http://eokd.tolgas.ru/euk/dou/form/Nomen_del.doc
http://eokd.tolgas.ru/euk/dou/form/Oblozhka_dela.doc
http://eokd.tolgas.ru/euk/dou/form/Pis'mo_podtverzhdenie.doc
http://eokd.tolgas.ru/euk/dou/form/Pis'mo_pros'ba.doc
http://eokd.tolgas.ru/euk/dou/form/Polozhenie.doc
http://eokd.tolgas.ru/euk/dou/form/Pravila_vnutrennego_trud.doc
http://eokd.tolgas.ru/euk/dou/form/Pretenzionnoe_pis'mo.doc
http://eokd.tolgas.ru/euk/dou/form/Prikaz.doc
http://eokd.tolgas.ru/euk/dou/form/Protokol.doc

25. PacnopsixeHune
26. ObpaseLl, perncTpaumoHHO-KOHTPONbHOWN KapTOYKM
27. MNpumep ocbopmneHuns Yctasa

MpoaHanuanpoBaTb o6pa3subl ohopMneHUsa AOKYMEHTOB Mo npogeccnoHarbHON AeATEeNIbHOCTU:
[loBepeHHOCTb

[loroBop nocTaBku

"ocynapcTBeHHbIN JOrOBOP Ha BbIMNOMHEHUE 3aKka3a Ha NOCTaBKy NpoayKuum
[loroBop nopyyeHust Ha NPoAaxy NPoAYKLMK

[loroBop KOMMCCUKM Ha NpogaKy NPoayKuun

[loroBop Kynnu-npoaaxu ToBapoB B KpeauT

[loroBop Kynnu-npoAaaxu ToBapoB C YCNOBMEM NpeaBapuUTeribHOM onnaTbl
[loroBop Ha NocTaBKy NPOAYKUMN MaTepmnanbHO-TEXHUYECKOro Ha3HayYeHns
[loroBop Ha aBTOMOGUIbHbIE NEPEBO3KN MPY30B

10. JoroBop Ha nocTaBKy TOBapoOB

11. loroBop 06 yCTynke TOBapHOro 3Haka

12. loroBop CcKNagckoro xpaHeHns

13. [JoroBop TpaHCNOPTHOW aKcneanumm

14. INpeTeH3MOHHOE NUCbMO

©CoOoNOORrwWN =

TpeboBaHMA K BbINMOMHEHUIO 3a4aHUN (UMK LWKaNbl U KPUTEPUU OLLEHUBAHUA):

OueHka obyvarowerocsi 3aBUCUT OT KayecTBa MNPOBEAEHHOrO aHanu3a, npeacTaBEHHbIX
pekoMeHAaLumi n OTBETOB Ha BOMPOCHI.

OO6yuvatowmecsa cunTaroTCss OCBOMBLUMMW MOPOrOBbIA YPOBEHb MOArOTOBKM (OLlEHKa — 3a4TeHO),
€CI VMK BEPHO BbINOJSIHEHO 3aJaHue, pe3ynbTaThl NPeAcTaBneHbl B Buae danna, AaHbl FpamMoTHbIE U
060CHOBaHHbIE OTBETHI HA AONOSNHUTENbHbIE BONPOCHI.

2.1.2. NpakTnyeckoe 3agaHue " O6paboTka fOKyMeHTOB B cucteme Directum n paspabotka
Mozgenu 6usHec-npouecca”

OnucaHne TexHONoOrMu NpoBeneHnnA
Llenb - oBnageHne HaBbikamn 06pabOTKM [OKYMEHTOB B CUCTEME 3NEKTPOHHOIO AOKYMeHToobopoTa.
3agaHuve BbINOMHAETCS B 4EMOHCTPALVOHHOW BEPCUM CUCTEMbI JOKYMEHTO0600Ta, Hanpumep,cucTeMbI
Directum RX. Mo ccbinke https://www.directum.ru/products/directum/demo obyuvarowmiica 3anonHsaeT
dopmy 1 nonyyaet A4emMogocTyrn, Npu 3TOM BO3MOXEH BXOA B CUCTEMY MOA HECKOSTbKMMK Mpochunsamm
(mormkHocTtamun). TMocne wu3yyeHunss pasgenoB CnpaBku «Tun AoKymeHTa» wn «Bug [okymeHTay,
«CornacoBaHne [OOKYMeEHTOB», «3ajayn W 3agaHus», NpoCcMoTpa BUOEOPONMKOB Oby4aromnncs
BbINOSHAET crneayoLlime 3agaHus.
CospgaHue nanku
CosgaHune gokymMeHTa, npukasa, nucbma
HacTpoika npaB goctyna
CBA3blBaHNE JOKYMEHTOB
CornacoBaHue JOKYMEHTOB
3agayn Ha UCNoMHEeHWe MOpYYEeHUs, Ha O3HaKOMJSIEHME C AOKYMEHTOM, Ha pacCMOTpeHue
AOKYMEHTA.
7. 3apaHusa 1 nopyyeHus.
8. CocrtaB moayns [1enonpon3BoacTBO.
9.
1

oorLON=

"eHepauuns 0TYETOB CUCTEMBI.
0. Bug n cnocobbl HACTPONKN BUAXKETOB.
AHanornyHble 3agaHus MOXHO BbIMOMHWUTL B NOOON cUCTEMe OOKYMEHTOo6opoTa, KoTopas
AOCTynNHa B EMOAOCTYNE Ha canTax pa3paboTymMKOB.

Tpe6oBaHUsA K BbINONMHEHUIO 3aA4aHMN (UNU WKanNbl U KPUTEPUUN OLIEHUBaHUS)

3agaHue OOMMKHO BbIMONHATLCA MHAMBMAYanNbHO. OueHKka 3aBUCUT OT KayecTBa NMpPoBeAEHHOro
aHanusa, NpeacTaBneHHbIX B cUCTeMe pe3yrnbTaToB, peKoMeHaaLUuii U OTBETOB Ha BOMPOChI.


http://eokd.tolgas.ru/euk/dou/form/rasporyazhenie.doc
http://eokd.tolgas.ru/euk/dou/form/Registratsionno_kontr_%20kartochka.doc
http://eokd.tolgas.ru/euk/dou/form/ustav.doc
http://eokd.tolgas.ru/euk/dou/form/Doverennost'.doc
http://eokd.tolgas.ru/euk/dou/form/Dogovor_postavki.doc
http://eokd.tolgas.ru/euk/dou/form/Gosudarstvennyi_dogovor_%20na_vypolnenie_zakaza_na_postavku_produktsii.rtf
http://eokd.tolgas.ru/euk/dou/form/Dogovor_porucheniya_na_prodazhu_produktsii.rtf
http://eokd.tolgas.ru/euk/dou/form/Dogovor_komissi_na_prodazhu_produktsii.rtf
http://eokd.tolgas.ru/euk/dou/form/Dogovor_kupli_prodazhi_tovarov_v_kredit.rtf
http://eokd.tolgas.ru/euk/dou/form/Dogovor_kupli_prodazhi_tovarov_s_usloviem_predvaritel'noi_oplaty.rtf
http://eokd.tolgas.ru/euk/dou/form/Dogovor_na_postavku_produktsii_material'no_tehnicheskogo_naznacheniya.rtf
http://eokd.tolgas.ru/euk/dou/form/Dogovor_na_avtomobil'nye_%20perevozki_gruzov.rtf
http://eokd.tolgas.ru/euk/dou/form/Dogovor_na_postavku_tovarov.rtf
http://eokd.tolgas.ru/euk/dou/form/Dogovor_ob_ustupke_tovarnogo_znaka.rtf
http://eokd.tolgas.ru/euk/dou/form/Dogovor_skladskogo_hraneniya.rtf
http://eokd.tolgas.ru/euk/dou/form/Dogovor_transportnoi_ekspeditsii.rtf
http://eokd.tolgas.ru/euk/dou/form/Pretenzionnoe_pis'mo.doc

Bo3moXxHO NpoBefeHne TeCTUpOBaHUA yaaneHHo Ha nopTtane test.directum.ru. c yeneto
NpoBepKX 3HaHU PYHKLUMOHaNa 1 HaBblkoB paboTbl B CUCTEME SMNEKTPOHHOIo JOKyMHToo6opoTa.

Tectbl DIRECTUM oOTHOCATCA K Tak Ha3blBaeMbIM «TecTamM C OTKPbITOM KHUIOM», T.e. K TecTam,
BO BPEMS KOTOPbIX pa3peluaeTcsi Nonb3oBaTbCsl NOCOOMEM, CNpaBOYHMKAMWN U HENOCPEACTBEHHO CaMou
cuctemon. Bpemsa orpaHumyeHo. Ha Bonpocbl MOXHO oTBeyaTb B ntobom nopsgke. Ecnu Bonpoc
BbI3blBA€T CIOXXHOCTWU, TO €ro MOXHO MOMETUTb U BEPHYTbCS K HeMy Bnocrneactsun. MoOXHO Takke
NpPOCMOTPETbL CMNUCOK BCEX BOMNPOCOB. Bonpocbl moryT copepxaTb OAMH unv Gonee npaBUIibHbIX
BapuaHTOB OTBeTa. B cnyyae, ecnun BepHbIX OTBETOB HECKOIbKO, TO B TEKCTE BoMnpoca byaeT yka3aHo ux
konnyecTtBo. CuntaeTcs, YTO OTBET Ha BOMNPOC AaH NpaBuibHO, eCcnn BbibpaHbl BCe BEPHbIE BapuaHTbl U
HW ogHOro HesepHoro. Mo 3aBepleHnto Ha e-mail, ykasaHHbIN Npy perncTpaunm Tectupyemoro, dyaet
BbICMaH NPOTOKON aTTecTaunn, n «cepTudukaT o ctaTyce cepTMdULUMPOBaAHHOrO cneumanucta», Kpome
TOro, cepTMdUKaTbl MOXHO CkadaTb C nopTtana caMoCTosATeNbHO. [fig 3TOro Ha CTapTOBOW CTpaHuue
noptana test.directum.ru HeobxoguMmo nepenTn No ccbinke «llonyuntb cepTudUkaTbl O cTaTycax
crneumanmcToB» 1 3anofiHNTbL BCe HEOOXoAMMbIE NONS.

O6yvatowmnecs cunTaroTCs OCBOUBLLMMW MOPOrOBbIN YPOBEHb MOATOTOBKM (OLEHKA — 3a4TeHo),
€CIN MUK YCMNELUHO BbINOMHEHbI BCE MPaKTUYECKMe 3aJaHus, AaHbl BEPHbIE U FPAMOTHbIE OTBETHI Ha
AONOMHUTENbHbIE BONPOCHI, BbIBOAbI M NPEANIOXKEHHbIE pekoMeHAaunn 0060CHOBaHbI, XapaKTepuaytTcs
NPaKTUYECKOWN HanNpaBfEHHOCTLHO.

20.1.3. SA0AHUA ONA AUATHOCTUYECKOW PABOTbI
3agaHuA OTKPbLITOro TMnNa

1. 3OneKkTpoHHas nognuck, KoTopas NoaTBepxaaeT hakT PopMMPOBaAHMS SNEKTPOHHOM MOANUCH
onpeaeneHHbIM NMLOM NocpeaCcTBOM UCNONb30BaHWs KOAO0B, Naponen nnm nHbix cpeacts n HE
Nno3BOSIAET NPOBEPUTL (PAKT BHECEHUSA N3MEHEHWUI B OKYMEHT NOCne ero nognucaHuns:

a) npocras

0) ycuneHHas

B) KBanudpuLMpoBaHHas
r) CrnoxHas

2. [Ona cornacosaHuna gokymeHTta B CO[1 cosgaetca
a) sapava
0) ysegomneHme
B) u3BeLleHmne
r) coobeHne

3. CoTpyaHMK MOXET NnpocMaTpvBaTh 1 pegakTMpoBaTb KapTOYKY U COOEPXKMMOEe BEPCUN
AOKYMEeHTa, co3gaBaTb HOBble BEPCMM JOKYMEHTA, BblAaBaTb NpaBa Ha NPOCMOTP N U3MEHEHNe
AOKYMEHTa eCrniv y Hero npaBso

a) npaBo Ha U3MeHeHune

©) npaBo Ha NPoCMOTP

B) NpaBO «MOSHbIN JOCTYN»
r) NpaBO «4OCTYN paspeLueH»

4. B C3[ nctopusa paboTbl ¢ LOKyMEHTOM oTobpaxaeTcs
a) B KapTou4Ke
6) B nanke
B) B (hanne
r) B 3agaye

5. B C3[] 3agaHusi, KOTOpble OOMKEH BbINOMHUTL COTPYAHMK, HAXOAATCA B nanke
a) Bxoaswme
0) ucxogsawume
B) obwwime
) CMPaBOYHUKM


http://test.directum.ru/
http://test.directum.ru/
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HasoBuTe yactu TekcTa NnpnKasa
KOHCTaTUpywuwias, pacnopsautenbHas
KOHCTaTupyruwlas, BBOAHaA

OCHOBHad, pacnopaaunTernbHas

BBOAHasA, OCHOBHasA

O6s3aTenbHbIV NPU3HAK HA JOKYMEHTE, YCTaHOBMNEHHbI 3aKOHOM — 3TO
pPeKBU3UT

NHTepBan

nonoxeHue Tabynartopa

ambnema

OpraHunsaumoHHo-pacnopsanTenbHas AOKYMeHTauus — 3710

COBOKYNHOCTb B3aMMOYBSI3aHHbIX AOKYMEHTOB, (hyHKLNOHUPYOLWUX B chepe
ynpasneHus

YHUPULMPOBAHHLIA AOKYMEHT

COBOKYMHOCTb PEKBU3NTOB

yHUpmumnpoBaHHas oopma

OpraHn3aumoHHbIV JOKYMEHT ANIUTENBHOIO UMW NOCTOSIHHOIO Cpoka AeCTBUS, B KOTOPOM
onpeaeneHbl Hay4YHO-TEXHUYECKME, (PUHAHCOBbLIE CTOPOHbI AEATENbHOCTU AOMKHOCTHbIX UL, —
31O

OOMMKHOCTHAA UHCTPYKLUS

LUTaTHOe pacnucaHune

ycTaB

nonoxeHue

. OpFaHVI3aL|,I/IOHHbIl7I AOOKYMEHT, B KOTOPOM YKa3blBalOTCA BCE€ CTPYKTYPHbIE nogpa3aefieHnsa

npeanpuaTus, BBOAMMbIE Ha NPeanpuaTUM AOSMKHOCTM N KONWYECTBO LUTATHLIX €AUHUL, MO
KaXkaom U3 JOImkHOCTEeN — 3TO

CTPYKTYpa U WwTaTHast YNCNeHHOCTb

npasuna BHyTPEHHEro 1 TPy4OBOro pacnopsigka

yCTaB

LUTaTHOE pacnucaHne

. I'IepeqmchTe BOMPOCHI, KOTOPbl€ OTpaXarkTCd B NpaBuiiax BHYyTPEHHErO TpyaoBOro pacnopsaaka

opraHusauusa paboTbl NpeanpuAaTUA, B3auMHble 00513aHHOCTU PaGOTHUKOB U
aAMMHUCTpPaLMK, NpeaocTaBneHMe OTNyCKOB, KOMaHAMPOBaHNE COTPYAHUKOB,
BHYTPUOOBEKTHbLIN PEXUM

OOIMKHOCTHOWM M YNCNEHHbIW COCTaB NPeanpuaTms

Hay4HO-TEXHMYECKNe, PUHAHCOBbLIE CTOPOHbI AEATENbHOCTU AOSMKHOCTHBIX JNL

nopsiaok obpasoBaHus, 3agadn, 06893aHHOCTM, NpaBa, OTBETCTBEHHOCTb M OpraHn3aumnio paboThbl
nNpeanpuaTAS B LENOM UMK ero CTPYKTYPHbIX NogpasaeneHuni

. I'Iepewcnme OCHOBHbIE BUAObI BN1aHKOB

obwmn 6naHk, 6naHk Ana nucem, 6maHK ¢ NPOAOSIbHbLIM U YIIIOBbIM PacnonoXeHnem
PeKBU3UTOB

CyLLEeCTBYET TONMbKO OraHK C MPOAOIbHBIM M YITOBbIM PacnonoXeHneM peKBU3NTOB
CyLLEeCTBYET TONbKO 0bLnin 6raHk

CyLLEeCTBYeT TONMbKO OraHk Ans nMcem

. Cucrtema gokymeHTaumMm — 310

COBOKYMHOCTbLIO B3aMMOYBSI3aHHbIX JOKYMEHTOB, NPUMEHSIEMbIX B onpenenéHHon ccepe
AeATeNbHOCTH

COBOKYMHOCTb PEKBU3NTOB

AOKYMEHT, cofepKaliuin NnepBUYHY0 MHGOPMaLIMIO

cucTema JoKyMeHTaumu, co3gaHHas no eauHbiM npasunam n tpebosaHmsm



14. COBOKYNHOCTb B3aNMOYBSI3aHHbIX JOKYMEHTOB, (DYHKLIMOHUPYIOLLNX B Chepe ynpaBneHns —
aTo

orPa

kagpoBasi JOKyMeHTaumsl

Byxrantepckas JOKyMeHTauus

r) TexHudeckasi JOKyMeHTaums

W O Q
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15. COBOKYNHOCTb AOKYMEHTOB, OTpaXatLnX pacnopagnTenbHyo AeaTeNbHOCTb — 3TO
a) pacnopsauTenbHble AOKYMEHTbI

©) OT4yeTHble AOKYMEHThI

B) MHGOPMALNOHHO-CNPaBOYHbIE JOKYMEHTbI

r) OpraHu3aumoHHblE AOKYMEHTHI

16. COBOKYNHOCTb AOKYMEHTOB, COAEePKaLLMX MHpopMmaLMo O hakTUHECKOM NONOXEHUM Aen,
Cny)almnx OCHOBaHMEM AN NPUHATUS PELLEHUI, U3LaHUS pacnopsanTENbHbIX JOKYMEHTOB —
37O

a) MHdOPMaALMOHHO-CNPaBO4YHbIe [OKYMEHTbI

©) pacnopsiguTenbHble JOKYMEHTbI

B) OpraHu3aumoHHble JOKYMEHTHI

r) OTYETHble JOKYMEHTbI

17. CoBOKYNHOCTb paboT No LOKYMEHTMPOBAHUIO AEATENBHOCTU YpaBeHns 1 No opraHu3auum
[AOKYMEHTOB B yUYpeXAeHUN — 3TO

a) penonpousBoACTBO

6) cucTtema [OKYMEHTUPOBaHUS

B) cucTeMa JOKyMeHTauuu

r) AOKyMeHTooGopoT

18. CoBOKYNHOCTb PacrnonioXXeHHbIX B ONpeAerieHHON NocrenoBaTenbHOCTN PEKBU3UTOB, MPUCYLLMX
BCEM [JOKyMEHTaM OnpefeneHHON CUCTeEMbl JOKYMEHTaUMM — 3TO

¢opmynap-o6pasew,

BbINu1cka

GnaHk

AOKYMEHT
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~— — ~—

—
~

19. CtaHgapTusauus — 310

a) npouecc yCTaHOBNEeHUA U NPUMEHEHUA NpaBuUI C Lenbio yNopAaAoYeHUs AeATeNbLHOCTU B
OenonpousBoacTBe.

©) craHgapTHOe pacnonoxeHue maTtepuana.

B) cornacoBaHue C TEKCTOM 3avHTEepPeCOBaHHbIX JnL,.

r) ynotpebneHue ycTonymBbiXx 060pOTOB.

20. laTta jokyMeHTa — 3T0:

a) parta ero noanucaHus, NPUHATUA, YTBEPXKAEHUA, COCTaBeHUs, AaTta coobITus
6) paTa ero nognucaHus, NPUHATUA

) [Oarta ero coctaBneHus

r) Aarta cobbiTus

21. Kakvm CBOMCTBOM MOXHO OXapaKkTepu3oBaTb HanMyne y JOKyMeHTa HeOTbeMIIEMbIX Criaraemblx,
6e3 KOTOPbIX OH CyLLEeCTBOBATb HE MOXET:

aTpubyTUBHOCTD;

BELLECTBEHHOCTb;

CTPYKTYPHOCTb;

BEPHOro BapuaHTa oTBeTa HeT.
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3apaHusn OTKPbLITOro TMna



1. Topsagok obpaboTkm fokymeHToB B C3/, NPUHATLIN U YTBEPXKAEHHbIA B OpraHn3auum
OTBeT B hopMe: CyLecTBUTENBbHOE, HAMPUMEpP, anropuTm
pernameHT

2. Habop nHdbopmauum (TeKCT, nobpakeHne, 3ByKO3anncb), COXpPaHEHHbIA Ha KOMMbOTEpe
(dpannbl Word, Excel n T.n.) n conpoBoxXgaemblii KApTOYKOM ¢ aTpubytamm, aTo
OTBeT B hopme: npunaraTenibHoOe CyLLeCTBUTENBHOE, HanpuMep, YepHbIN ALWNK
3NEeKTPOHHbIN AOKYMEHT

3. KomnbioTepHasa nporpamma (nporpammHoe obecneyeHue, cuctema), kotopasi no3sonseT
opraHm3oBaTb paboTy C 3NEKTPOHHbIMM AOKYMEHTaMu (Co3daHue, U3MeHeHue, nouck), a
Takke B3aMMOOEWNCTBUE MeXay COTpyaHMKaMu (nepegadvy AOKYMEHTOB, BblAady 3agaHun,
OTNpaBKy YBEAOMIIEHUA U T.N.)
OTBeT — abbpeBnartypa 13 Tpex 6yks, Hanpumep, LM
caq

4. OOBLEKT CUCTEMbI, KOTOPbIN UCMONBb3YETCA AN PELUEeHMS U YTOYHEHMS pabo4Ynx BONPOCOB
MeXay COoTpyaHMKamMu opraHusauumn. B Hem onucbiBaloTcs paboTbl, NOPSAOK U CPOK
BbIMNOSTHEHWS, YKa3bIBaAOTCA COTPYAHMKM, KOTOpble ByayT BbINONHSATL paboThbl.
OTBeT B hopMe: CyLLEeCTBUTENBHOE, Hanpumep, narnka
3agava

5. Ob6paseL Aons co3gaHusa OOKYMEHTa, B KOTOPOM NpeaBapuTENbHO 3anofiHeHa 4acTb
TeKcTa M HacTpPoeHo odopmreHne: WpudTbl, NoNsd, OTCTYMbl M Np.; ANA CO34aHus
NPYKasoB, MCXOAALWMX NUCEM, Cy>KEeOHbIX 3anncok.
OTBeT B hopme: cyllecTBUTENBHOE, HAaNpUmep, dann
wabnoH

6. MHMOPMaLMOHHO-CNPaBOYHbLIA  OOKYMEHT, COCTaBRfAlWMNCA rpynnon  nuy — Ang
noaTBepPXKOEHMS YCTaHOBMNEHHbIX PaKTOB — 3TO
OTBeT B hopme: cylecTBuTenbLHOe, Hanpumep, gann
AkT

OnucaHne TexHONorMu NpoBeneHnnA

MpoAomMKUTENBHOCTE BbINOMHEHNS — 40 MUHYT.

PabGoTa cocTouT 13 3agaHumM Ha BbIOOP OAHOrO UMM HECKOSTbKNX NPaBUNbHLIX OTBETOB, 3a4aHUs Ha
COMOCTaBMeHMEe U1 ynopsgoumBaHme 1 T.4. U 3a4aHui — OTKPbITOro Tuna - oTBET Heob6XxoaMMOo BBECTU B
COOTBETCTBYIOLLIEM NOSIE, B TOM YUCHe, 3a4aHne -acce.

3apaHusa paboTbl NpeanaraloTcss B NPOU3BOSIBHOM MOPSAKE, C BO3MOXHOCTLIO NEPEMELLATLCS MO
HUM MPOM3BOSIbHBIM 06pa3oM, HO 3adaHne — 3cce — NocregHee.

Tpe6oBaHUA K BbIMONHEHUIO 3a4aHWUN, WKaNbl U KPUTEPUU OLIEHUBaHUA
3agaHnsa B Buae TectoB BbinonHATca B 90OC Moodle
KpuTepumn oLieHnBaHus

3agaHua 3aKkpbITOro TMna, CpeaHU YpoBEHb CIOXHOCTM (OAMHOYHBIN BbIOGOP, MHOXECTBEHHbIN
BbIGOp, coOTBETCTBUE):

1 6ann — yka3aH BEpHbI/ OTBET;

0 6annoB — yka3aH HeEBEPHbI OTBET, B TOM YMCME YAaCTUYHO.

3agaHune OTKPbITOro Tuna, CpeaHnin YypoBeHb CHOXHOCTU:
2 6anna — ykasaH BepHbI OTBET;
0 6annoB — yka3aH HeEBEPHbI OTBET, B TOM YMCME YAaCTUYHO.

3agaHne OTKPbITOro TMna (NOBbILEHHbIN YPOBEHb CIIOXHOCTH)
5 6annos — 3agaHune BbINOSIHEHO BEPHO (NOMy4YeH NpaBuiibHbIA OTBET, 060CHOBAaH XapakTep
NPUHATOrO peLUeHnst);



2 6anna — 3agaHue BbINONIHEHO C HE3HAYUTENbHLIMU OLLIMGKaMK, HO NPUBEAEH NPaBUIbHbIN Xo4
paccy>aeHui, Unm nony4yeH BepHbI OTBET, HO OTCYTCTBYET 060CHOBaHME XxapakTepa NPUHSTOro
PEeLLeHNs, UK 3agaHne BbINOMHEHO He MOJTHOCTLIO, HO MOMyYeHbl MPOMEXYTOUHbIE pe3ynbTaThbl,
oTpaxatLme NpaBuUbHOCTb XOA4a BbINOMHEHNUS 3a0aHUS;

0 6annoB — 3agaHne He BbINONHEHO, UMK OTBET COAEpPXKaTENbHO HE COOTHECEH C 3aJaHueM, Unu
3ajaHne BbINOMHEHO HEBEPHO.

TecT cunTaeTca NporaeHHbIM, ecnu HabpaHo 75% BepHbIX OTBETOB

3adaHus paszdena 20.1.3 pekomeHAyromcs K UCMOMb308aHUI0 rpu rnposedeHuU duazHOCMuUYeCKUX
pabom ¢ uernbro OUEHKU ocmamoyYHbiX 3HaHUU ro pesysibmamam 0C80eHUsT 0aHHOU OUCUUMNITUHbI

20.2. NMpomexyTouyHaa aTtTecraums

MpomexyToyHas aTtTecTtauusi no AUCUMMNIIMHE OCYLLECTBISIETCA C MOMOLLbIO Creayowmnx
OLIEHOYHbIX CPE/CTB:

— nepe4veHb BOMPOCOB K 3a4eTy,

— pe3ynbTaTbl NPOXOXAEHMS TEKYLLMX aTTeCcTalui.

MpomMexyToyHas aTTecTaumsi NpoBOAUTCA B COOTBETCTBUM C [MONOXEHMEM O MPOMEXKYTOYHOM
aTTecTauum obyyatoLmnxcsi no NporpaMmmam BbiCLLero o6pasoBaHus.

OnucaHue TexHonoruu npoeeneHunsA

O6yuvatownincsd, nNonyyYMBLUMA OLLEHKY 3a4TeHO MO pesynbTaTtaM TeKylwux atTectauumn B xode
NPOMEXYTOYHOM aTTecTaumMm MNUCbMEHHO OTBEYaeT Ha [ABa TeOopeTUYEeCcKMX BOMpOCa KOHTPOSIbHO-
N3MepuTenbHOro Matepuana.

O6yuvatownincsa, KoTopbin HEe CMOr YCMewHO MNPOWTM TeKylwme aTTectaumm no AuCUMNIuHE B
TeYyeHue ceMecTpa, Ha 3a4yeTe QOMMKEeH NpeacTaBUTb pesyrbTaThl BbINOSHEHUS NPAKTUYECKUX 3a0aHun B
COOTBETCTBMM C TpeboBaHUsAMMN, yKka3aHHbIMK B pasgene 20.1. 1 nony4Yaet ONOMHUTENbHbIA BONPOC NO
TemaTuke 3agaHun.

KOHTpONbHO-M3MepUTENbHLIN MaTepuan BKMYaeT B ceba aBa TeopeTudeckux Bompoca M3
[MepeyHsa BONpPOCOB K 3a4eTy.

lNMepeyeHb BONPOCOB K 3a4eTy

Ponb gokymeHTMpoBaHHOW nHopMaLuun B ynpasneHnn npeanpusatuem.

PasrpaHuyeHne TepMNHOB «JOKYMEHTUPOBaHME YrpaBeHYeCcKon AesATENbHOCTUY,

«OOKYMeHTauMoHHoe obecrneveHne ynpasreHns (Aenonpon3BOACTBO)», «4OKYMEHTOBEAEHNEY,

«ynpasrieHne JOKYMeHTaMmy.

3. OpraHusaums u CTpykTypa crnyxbbl JOKYMEHTaLMOHHOro obecnevyeHns ynpasneHus Ha
npeanpuaTun.

4. Dsontouus cnocoboB co3gaHUs JOKYMEHTOB.

5. CywHOCTb 1 PYHKLUUN OOKYMEHTA.

6. [loHATMe, PYHKUMM 1 NPaBOBOE 3HAYEHME YNpaBreHYeCcKoro JOKyMeHTa.

7. Knaccudgukaumsa JOKYMEHTOB.

8

9
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OcHoBHble TpeboBaHUSA K Ka4eCTBY yrNpaBneHYeCcKoro A0KyMeHTa.
CocTaB 1 CTpyKTypa HOpMaTUBHO-NPaBoBon 6a3bl 4OKYMEHTaLUMOHHOro obecnevyeHmns
ynpaesneHnsa B PO.

10. degepanbHoe 3akoHOAATENbCTBO B 06racTu paboTbl C AOKYMEHTUPOBAHHON UHpOpMaLen.

11. HopmaTtumBHO-MeTOgMYECKME OOKYMEHTbLI B chepe 4enonpon3BoAcTBa U opraHn3aunum apxmBHOro
XpaHeHUs JOKYMEHTOB.

12. icnonb3oBaHMe MHCTPYMEHTOB Knaccudukaunm, yHudukaumm n ctaHgaptmsauum B
AenonpousBoacTBe.

13. Knaccudmkatopbl TEXHUKO-3KOHOMUYECKOW U coLmManbHOW MHopMaumnm

14. YHndpuumpoBaHHble cucteMbl JOKYMeHTauun B PO.

15. Anb60oMbl YHUDULNPOBAHHbBIX (POPM NEPBUYHON YHETHOW AOKYMEHTaL .



16.
17.
18.

19.
20.

21

35.

36.
37.
38.
39.
40.
41.
42.

43.

44.
45.
46.
47.
48.
49.
50.
51.
52.

53.
54.
55.
56.
57.
58.
59.
60.

Tabenb 1 anbboM yHUDULMPOBAHHbBIX POPM SOKYMEHTOB NPeAnpUsaTHUSI.

"ocypapcTtBeHHble cTaHgapTbl PO B cdhepe genonpomssoncraa.

3HayeHune n ocHoBHble nonoxexnsa FOCT P UCO 1548«CUBU. YnpaBneHne JokyMeHTamu.
O6Lwme TpeboBaHms»

MexayHapogHble cTaHgapThel B 06riact paboTbl ¢ ynpaBieHYeckon JOKyMEHTaLNEN.
OcHoBHble TpeboBaHusa TOCT P 6.30-2003 «YHUpmumMpoBaHHbIE CUCTEMbI JOKYMEHTALMN.
YHuUdMLUMpOBaHHasa cMcTemMa opraHn3aunoHHO-pacnopaanuTeNibHON JOKYMEHTaLUNy K
OPOPMINEHNIO YNPaBEHYEeCKUX JOKYMEHTOB.

. CywiHoCTb 1 BMAbl 6naHKoB.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.

Knaccugukauunsa peksMsanMToB opraHn3aunoHHO-pacnopaanTenbHbIX JOKYMEHTOB.
CoctaB 1 ohopMieHne pekBn3nToB briaHka JOKYMEHTa

CocTtaB 1 ohopMmneHne pekBM3nToB, ONpeaensaoLwmxX PUANYECKYIO CUY AOKYMEHTa.
[orosop: Tunbl, BUAbI, TPeOOBaHNS K coOaepXKaHMO 1 OOPMITEHNIO.

CyLwHOoCTb 1 Knaccudukaumsa pacnopsaguTerbHbIX JOKYMEHTOB.

OcCHOBHbIe aTanbl N3gaHnsa pacnopsaMTenbHOro JOKyMeHTa.

lMprka3 No OCHOBHOW AeATENbHOCTU: MOHATUE, NpaBuna coctaBneHnsa n oopMneHust.
PacnopspkeHus n ykasaHusi: HadHavyeHne, 0CO6EHHOCTN COCTaBNEHNsSI U OCPOPMIEHUS.
lMocTaHOBNEHMS U peLLeHNs: Ha3HavYeHne, 0CO6EHHOCTM COCTaBEHNA U OPOPMITEHUS.
[MpoTOKOS: NOHATNE, NOPSAOK COCTaBNEHUS U OPOPMIIEHMS.

HasHaueHue, Buabl U npasuna opopmreHms MHopMaLNOHHO-CMPaBOYHbIX JOKYMEHTOB.
[enoBble Nn1cbMa: Ha3Ha4YeHue, Knaccudukauns, CTpykTypa n pekBuU3nThbl.
ONEeKTPOHHbIE NUCbMA 1 BEO-A0KYMEHTbI: 0COBGEHHOCTW COCTaBneHus, 0popMMAeHns n
NPUMEHEHMNS B yNpaBfeHYeCcKon AeAaTeNTbHOCTU NpeanpusaTus.

HoknagHble, crnyxebHble 1 06 bACHUTENBHbIE 3aNUCKN: Pasnnyns, Buabl, MOPSA0K COCTaBNEHMSA U
odopmeHus.

AKTbl: Ha3Ha4YeHue, CTPYKTypa, NOpsaoK 0POPMIIEHNS.

CnpaBku: CyLHOCTb, BUAbl 1 ohopmrieHme.

[OKyMeHTbI N0 TPYAOBbIM OTHOLLEHUSIM: COCTaB, 0COBEHHOCTN COCTaBNeHUs 1 0POPMIIEHMS.
[OKyMEHTbI N0 OCHOBHOW AEATENbHOCTU NpeanpusTua oTpachu.

[MoHATME, OCHOBHbIE XapaKTEPUCTUKN 1 Knaccudmkaums AoKyMeHToobopoTa.

OpraHusaumsi paunoHanbHOro 4oKyMeHToo6opoTa Ha NpeanpusaTUn.

MopsgoK NPOXOXKAEHUSA BXOASALWErO, NCXOOALLEro U BHYTPEHHErO AOKYMEHTOMNOTOKOB B
opraHmsaumu.

Pernctpaumst AOKYMEHTOB: Ha3Ha4YeHne, npasuna, pernctpaumoHHblie hopMbl U hOpMbI
perncrpaumm.

OpraHusaumsi MHPOPMaLMOHHO-CNPaBOYHON PaboTbl HA NPEANPUATUN.

OpraHnszaumsa cuctembl KOHTPOS UCMOMNHEHNA AOKYMEHTOB Ha NpeanpuaTun.

Cpokun xpaHeHus ynpaBneH4Yeckux JOKYMEHTOB.

OnepaTnBHOE N apXMBHOE XpPaHEeHWEe LOKYMEHTOB.

Mopsipok odopMneHna gen v nepegayun SOKYMEHTOB Ha apXMBHOE XPaHEHMe.

OcoBeHHOCTU XpaHEHNS ANEKTPOHHbIX 4OKYMEHTOB.

MopsaoK YHUUTOXEHNS LOKYMEHTOB C UCTEKLUMMWN CPOKAMU XPaHEHUS.

Llenu, 3agauun n HanpasneHna asToMaTusaumm JOKyMEHTaUMOHHOro obecneveHunst ynpasneHus.
Cuctembl aBTOMaTU3aLMM SENONPoM3BoacTBa U gokymeHToobopoTa (CALL) Ha npegnpuaTun:
OCHOBHble TpeboBaHNA, opraHn3aums BHEAPEHUS, NePCNeKTUBbI Pa3BUTUS.

TexHonornn 3alnTbl JOKYMEHTHON UH(pOpMaL MK Ha NpeanpuaTuun.

CospgaHue ahPeKkTUBHOM CUCTEMBI YIpaBneHns JOKYMEHTaMn Ha NpeanpusaTuu.
HopmaTuBHas 4oKyMeHTaums No yrnpaBfeHns puckamm.

Kogekc no ynpaBneHuo puckamu.

Monutnka ynpasneHns puckamu.

MeTopgonorusa ynpasneHnsa puckamu.

[MonoxeHne 0 BbISABIIEHUN U OLIEHKE PUCKOB

[MonoxeHns No ynpaBneHuio OTAENbHbIMU PUCKAMU.



Tpe6oBaHusa K OTBETY Ha 3a4eTe, ONUCaHue KpUTEPUEB U LLKalNbl OLeHUBAHMUA KOMNEeTeHLUN
(pe3ynbTaToB 00Yy4YeHMA) NpU NPOMEXYTOYHOM aTTecTauum
[na oueHmBaHMA pe3ynbTaTtoB 00y4eHUs Ha MCMONb3yTCA crneayowmne nokasaTenu:

— BIageHue NOHATUMHLIM annapaToM U TEOPETUYECKMMM OCHOBaAMU OUCLUMNITUHDI,

— CNOCOBHOCTb MAMCTpUpOBaTh OTBET NPUMEpPaMM MPaKTUYECKOro  UCMOfb30BaHMWSA
TEOpEeTUYECKOro matepuana,
CNocoBHOCTb CBA3AaTb BOMPOCHI TEOPUM C NPAKTUYECKUMUN 3a4aHUSMMU,
— OpueHTaums B (pyHKLMOHANbHbIX BO3MOXHOCTSIX M3yYaeMblX MPpOrpaMMHbIX NpoayKTax,
rpamoTHas, yBepeHHas, CBsA3aHHas peyb Npu YCTHOM OTBETE,
CNocobHOCTb BbICTPO OpPMEHTMPOBATBLCS B MaTepuane, oTBeyasi Ha LOMNOMHUTENbHbIE
BOMPOCHI B paMKkax ndy4aemoro obbema.

[na oueHuBaHus pe3ynbTaTtoB O6yqul/IF| Ha 3a4eTe UCMOJIb3YyETCA LiKana: «3avYTeHOo»,
«HE 3a4YTEHON».

CooTHoLeHWe nokasaTenen, KputepumeB 1 LLKalbl OLEeHNBaAHNUA Pe3yribTaToB o6yqu|/|;|.

YpoBeHb
Kputepum oueHnBaHna KoMneTeHLnNn ChopMUpPOBAHHOCTH LUkana
KoMneTeHunn OLIEHOK
Ob6yuvatowmmcs: MoporoBbii 3auteHo
- MPOYHO YCBOWN MPEAYyCMOTPEHHbIN MNPOrpaMMHbIA | YPOBEHb

MaTepwuarn;
- MpaBUNbHO, aprymeHTMpoBaHO OTBETU/1 Ha Bce
BOMPOChLI, C NpUBEAEHNEM NPUMEPOB;

- nokasan rnybokne cuUCTEMATU3NPOBAHHbIE 3HAHUS,
BNageeT npuemamMu paccyxXgeHus u conocTaBnset
MaTepuan n3 pasHbiX UCTOYHUKOB: TEOPUIO CBS3bIBAET C
NPaKTUKOWN, APYrMMY TEMaMKn LaHHOMO Kypca;
Ob6sa3aTenbHbIM -~ YCIIOBUEM  BbICTABMEHHOW  OLIEHKM
ABNSETCA NpaBuibHasa peyb B ObICTPOM UMK yMEPEHHOM
Temne.

[ononHUTENbHbIM ~ YCNOBMEM  MOSYYEHUSI  OLIEHKU
«3a4TeHO» MOryT CTaTb XOpOLUME YCrnexu npu TekyLlen
aTTectauuu, cuctematuyeckas akTtuBHas pabota Ha
nabopaTopHbIX 3aHATUSX.

Ob6yuvatowuncs: - He 3a4yteHo
-He cnpaswuncs ¢ 50% BonpocoB 1 3agaHun buneTa,

- B OTBETax Ha BOMNPOCbI AONYCTUST CyLECTBEHHbIE
OLUNOKN.

- He MOXXEeT OTBETUTb Ha JOMNONMHUTENbHbIE BOMPOCHI.

He 3auteHa Tekywas artrectaumsa u obydaromnncs He
MOXET OTBETUTb NO MaTepuanam TekyLlen aTTectaumm

MpomexyTodHas aTtTectaumsa ¢ npumeHeHmem JOT

1. MpomexyTodHast aTTecTaunsa ¢ NPUMEHEHNEM SMEKTPOHHOIO 00yYeHUs1, ANCTaHLMNOHHbIX
obpasoBaTtenbHbIX TexHonornn (ganee — 30, [JOT) npoBognTCs B paMKax 3f1EeKTPOHHOIO Kypca,
pasmeLleHHoro B QMOC (obpasoBaTenbHbIN nopTan «ANEeKTPOHHbIN yHuBepcuteT BIY» (LMS
Moodle, https://edu.vsu.ru/)).

2. NpomexyToyHas atTecTtaums obyvaroLmnxcsa ocyLecTenseTcsa B popme ak3ameHa.

3. Obyuvatowmecs, npoxogsiwiune MNPOMEXYTOYHYH aTTectaumio ¢ npumeHenvem [OT,
AOIKHbI  pacnonaratb  TEXHUMYECKMMM CpeacTBaMW M NporpamMHbIM - obecneyeHnem,
nosponsawwmMm obecneuntb npoueaypbl arrectaumn. O6yvarowminca CcamMOCTOATENBHO




obecrneunBaeT BbINOMHEHWE HEOBXOOUMBIX TexXHW4Yeckux TpeboBaHUW [Ns nNpoBedeHUs
NPOMEXYTOYHOWN aTTecTauumn ¢ NpUMEHeHNeM ANCTaHUMOHHbBIX 0B6pa3oBaTenbHbIX TEXHOOMMN.

4. WVpeHTudukaumss nUYHOCTM obyyarowerocs npu  MNPOXOXAEHUN  MPOMEXYTOYHOM
aTTectaumm obecneynmBaeTca MNOCPEACTBOM  MCMOMb30BaHUS  KaxabiM  oBy4arowmmcs

WHOMBMAYANbHOrO fIOfMHA U Naposis Npu BXOAE B NUYHbIA KabOMHET, pasmelleHHbin B ANOC
BIy.



