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JIeKIIMOHHBIE 3aHATHS 18 18 4acoB
[IpakTryeckue 3aHATUA 18 18 4acoB
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JlaGopaTopHbie 3aHITHS 18 18 4acoB
CamocrositenpHas padbora 54 54 4acoB
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(BKJTIFOUAs MPOMEKYTOUHYIO aTTECTALUIO) 3 3 3.€.
®opMBbI MPOMEKYTOUYHON aTTECTAIUS Cemectp
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Tomck
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1. O01mue MoJI0KeHu s

1.1. lean AUCHUIIHHBI

1. ®opmupoBaHHe CIOCOOHOCTH pelIaTh CTAaHAAPTHBIE 334a4d NPOPECCHOHAIBHOM 1A TEIIbHOCTH
Ha OCHOBE MH(POPMaNMOHHON U Oubiamorpaduyeckoil KyJabTyphl C IpUMEHEHUEM HH(POPMAIIMOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTUH U C Y4€TOM OCHOBHBIX TpeOOBaHUI HH(DOPMAITMOHHON 6€30MaCHOCTH.

1.2. 3agauy AUCHUILIUHBI

1. Hayuuth CTyI€HTOB HOPMAaTHBHO-NPAaBOBbHIM M METOJMYECKHMM OCHOBaM pabOTHl C
JOKYMEHTaMU U IOKyMEHTOOO0OpOTOM IS pellieHus 3a1a4 MpodeccuoHaIbHOM e TeIbHOCTH.
2. Ilo3HaKOMUTH C MpaBUJIAMHU YIPABICHUS CHCTEMOM JJIEKTPOHHOTO JOKYMEHTOOOOpOoTa B

OpraHu3aIyy.

3. HayuuTp pa3pabaTsiBaTh JOKYMEHTHI IJIs PEHICHHS CIYXEOHBIX 3alad W YIpPaBICHUS
MPOIECCOM JJIEKTPOHHOTO JOKYMEHTO0OOpoTa M oOecmedeHus 3anuThl KOH(DUIECHIIHAIbLHOU
WHPOPMAIINH, CONEPIKAIICHCS B AIIEKTPOHHBIX JOKYMEHTaX.

2. MecTto aucuuniannsl B crpykrype OIIOIT

bnok nucuunnun: b1. Aucuumimnast (Moayn).
Yacte 6soka aucturiuH: YacTs, popmupyemas ydacTHUKaM# 00pa30BaTEIbHBIX OTHOIICHHIA.
Monayns mucuurinHa: Moayibs HanpaBiaeHHOCTH (poduiist) (major).

Hnnexc quciummmasl: b1.B.2.JIB.1.2.
PeanusyeTcs ¢ mpUMEHEHHEM SJIEKTPOHHOTO OOy4YeHUs, JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX

TEXHOJIOTHUH.

3. Hepeqeﬂb IJIAHUPYEMBIX PE3YyJabTaTOB Oﬁy‘lel-[]/lﬂ no JTMCUMIIJIMHE, COOTHECCHHBIX C
HHAUKATOPpaAaMH J0CTUKCHUSA KOMIIeTeHIInii

[Iponecc u3ydeHuss TUCHUTUTMHBI HANpaBieH Ha GOPMHUPOBAHUE CIEAYIONIUX KOMIICTCHIIUHA B
cootBeTcTBUU ¢ ®I'OC BO 1 ocHOBHOI 00pa3oBaTeabHOM mporpaMmoi (Tadsmma 3.1):
Ta6mmma 3.1 — KoMneTeHInu 1 HHAUKATOPBI UX JTOCTHIKEHUS

Komnerenius

Nupukatopel 10CTHXKEHUS
KOMIIETEHIINU

[Inanupyemsie pe3ynbTaThl 00yUYeHUs 110
JUACLUIUTMHE

yHHBepcaJIbeIe KOMIIETCHIIUN

Ob0menpodeccuoHanbHbIe KOMIIETEHIIUN

IIpodeccuonanbHbIe KOMIIETEHIUH

IIK-7. Criocoben
OTIPECIIATH METO/IBI,
MEPOTIPHUATHS 1
MPUHUMATD PEIICHUS
JUTSL YITY9IICHUS
CUCTEMBI yIIPABICHUS
Ka4eCTBOM

[TIK-7.1. 3naet coBpeMeHHbIE
KOHUEMNINH YIIPaBJICHUS
KayeCcTBOM

3HaeT COBPEMEHHbIE TOKYMEHTHPOBAHHbIE
MOJIETIM CUCTEM YTIPaBJICHUS KAUeCTBOM

IIK-7.2. YMmeer
AQHAJM3UPOBATh U BHEIPSThH
MPUHIUITBI KOHIIENIUHN AJIs
YIYUYLIEHUS] CUCTEM
yIpaBJiI€HUs] KaueCTBOM

YmMmeer AHAJIM3UPOBATH CUCTCMbI
SJICKTPOHHOT'O ,Z[OKYMGHTOO60pOTa C ICJIBIO
yiIydqmeHHud IMpoueCCOB CUCTCMEI YIIPABJIICHUA
KaueCTBOM B OpraHU3alnuu

I1K-7.3. Bnaneer metogamu
JUIsl OpraHU3alvy yIIy4lIeHUN
CUCTEMBI yIIPABICHUS
KayecTBOM OpraHu3alluu

Bnageer cnocobamu BHEIpEHUS
3NIEKTPOHHOTO IOKYMEHT0000pOTa B paboTy
OopraHu3alvu 4jid yJIydlICHUSA CUCTECMbI
yYHpaBJICHUA Ka4€CTBOM

4. O0beM IMCUMIVIMHBI B 324€THBIX eJMHULIAX C YKa3aHHEM KOJIHYeCTBA aKa/leMH4YeCKHUX 4acOB,
BbLIEJICHHBIX HA KOHTAKTHYIO pa0oTy 00y4aromuxcsi ¢ npenoaasarejieM
H Ha CAMOCTOSITEJIbHYIO padoTy 00y4arommxcst

OO6mas TpyA0€MKOCTh TUCIMIUIMHBI COCTABIISIET 3 3aUeTHBIX enuHull, 108 akameMuuecknx 4acos.
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Pacnpenenenue Tpya0eMKOCTH TUCIHUIUIMHEI 110 BHIaM YU4€OHOU JEATEIHPHOCTH MPEJACTABICHO B
tabimue 4.1.
Tabmmma 4.1 — Tpy10eMKOCTh AUCIUIUIMHBI IO BUJAM YUYSOHOM NeSITeTbHOCTH

Beero |CemecTpbl
4acoB |4 cemecTp

Bunpl yueOHOI nesiTenbHOCTH

KonTakTHas aynuTopHas padora 00y4aomuxcs ¢ npenogaBareseM, BCero 54 54
JIeKunoHHbIE 3aHATHS 18 18
[IpakTHyeckue 3aHATUA 18 18
JlaGopaTopHbIe 3aHATH 18 18
CamocrosiTeibHas padoTa 00yyaOmuXcs, B T.4. KOHTAKTHasI 54 54
BHeayMTOpHasi padoTa o0y4yaloluXxcs ¢ npenojaaBarteyieM, BCero
[ToaroroBka k 3auery 12 12
IToaroroBka K TECTUPOBAHUIO 10 10
[ToaroroBka k mabopaTopHOi paboTe, HAMMCAHUE OTYETA 7 7
Harmmcanne otyera nmo nabopaTopHoit pabote 11 11
[ToaroToBka K 3amuTe OTYETA MO MPAKTUUYECKOMY 3aHATHIO 1
Hamnucanue oTyera nmo mpakTU4eCKOMY 3aHATHIO (CEMUHAPY) 8 8
[ToaroToBKa K BBICTYIICHUIO (TOKIATY) 5 5
O0mas Tpya0eMKoCTh (B 4acax) 108 108
Oo0mas TpyaoeMKocTh (B 3.€.) 3 3

5. CTpykTypa u cojep:kaHue TUCHHUIIMHBI
5.1. Pa3znennl (TeMbl) JUCHUNIMHBI U BUAbI Y4eOHOI 1eITeJIbHOCTH

CTpyKTypa IHCIUILUIMHBI TIO pa3jaeiaM (TeMaMm) ¥ BHjaaM y4eOHOW JNesTeIbHOCTH NMPUBEICHA B
tabymue 5.1.
Ta6muma 5.1 — Paznens! (TeMbl) TUCIUILIMHBI M BUABI YI€OHON ACATEIHHOCTH

Jlek. Cam. | Bcero
[Tpax. | JIa0. dopMupyemsbie
HasBanus pasnenoB (TeM) TUCIUTITUHBI 3aH., paob., | gacos (6e3
3aH., 4| pao. KOMITETCHITH
q 9 | BK3aMeHa)
4 cemecTp
1 YmpaBneHne JOKyMEHTaMHU: OCHOBHbBIE 4 6 4 8 22 I1K-7
MOHSITHSI, HOPMaTUBHO-TIPaBOBas 06aza u
TUTIOBBIC TIPOIECCHI PAOOTHI C IOKYMEHTAMHU.
2 Dtanbl pa3BUTH UHPOPMAIIMOHHBIX 2 - - 3 5 [IK-7
TEXHOJIOTHI MOJEPKKHU YIIPABICHUS
JIOKyMEHTaMU U KOHTEHTOM OpTaHU3aIlHH.
3 Apxurektypa u GyHKIIMOHAT COBPEMEHHBIX 4 6 4 7 21 ITK-7
CUCTEM 3JICKTPOHHOTO JOKyMEHTOO0O0pOTa.
4 Opranu3anmOHHO-METOIUYECKOE 2 4 4 10 20 [K-7
o0ecrieyeHne EKTPOHHOTO
JIOKYMEHTOO0O0pOTa OpraHu3allvy.
5 IIpakTuKa MIPpUMEHEHNs CHCTEM 4 2 4 17 27 [IK-7
AIIEKTPOHHOT'O JJOKYMEHTO000pOTa B
TrOCYJapCTBEHHBIX U KOMMEPUYECKHX
OpraHu3aIMsIX.
6 Opranuzanus OHJIalH-COBENIaHUi B oOacTu | 2 - 2 9 13 I1K-7
yIOpaBleHUs] Ka4YeCTBOM, OHJIAIH-
KoH(pepeHuuii, coopanunii. OpopmiaecHue
COMPOBOIUTENBHBIX JOKYMeHTOB B CO/I.
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Hroro 3a cemectp| 18 18 18 | 54 108

Hroro| 18 18 18 | 54 108

5.2. Conep:xanue pa3aesioB (TeM) IMCHUNINHBI

Coneprkanue pa3iesioB (TeM) IUCHUILIMHEI (B T.4. IO JIEKIHUSIM) PUBEICHO B Ta0wHIe 5.2.
Ta6mmma 5.2 — CoaeprkaHue pa3ieaoB (TeM) TUCIUTUIMHBI (B T.Y. 11O JICKIHSIM)

Coneprkanue paznenoB (tem) | TpymoeMkocTh
JTUCIUTIIUHEI (B T.Y. 11O (JIeKITMOHHBIE
JIEKIIHSIM) 3aHATHSA), U

HazBanus pasnesnoB (Tem)
JVCIIATUTHHEI

dopmupyembie
KOMIIETEHIINH

4 cemecTp

1 YmpaBneHnne 10KyMeHTaMHU: WudopmanroHHbIe pecypehl 4 IIK-7
OCHOBHBIC MOHATHS, HOPMAaTUBHO-  |opranuzaiuu. [lonstue
npaBoBasi 0a3a ¥ TUIIOBBIE MPOIECCHI | TOKyMEHTA. DIEKTPOHHBIH
paboThI ¢ JOKyMEHTaMH. JOKYMEHT: OTIpeJIeJICHuE,
CTPYKTYpa, OTpaHHYCHHS
ucnosb3oBanus. OCHOBHbIE
(GYHKINU TOKyMEHTOB.
KOpuanueckas cuina 1OKyMeHTa.
Crannaptuzanusi.
YHuduuupoBaHHast cucTeMa
nokymeHTanuu. OCHOBBI
OpTaHu3aIIH
JOKYMEHT000O0pOTa
NPEINPUSATHS: IOHIATHE, CXeMa
JOKYMEHT0000pOTa,
KOJINYECTBEHHBIE
XapaKTePUCTHKH
JOKYMEHTO000pOTA.
OrpaHuueHus BeACHUS
OyMaXHOTO JJOKYMEHTO00O0pOoTa
B COBPEMEHHOM OpraHU3allMH.

Hroro 4

2 DTamnbl pa3BUTHS VYnpasnenue 3anucamu (RM). 2 I1K-7
MH(POPMALIMOHHBIX TEXHOJIOTHH CucTeMsbl 31€eKTPOHHOTO
HOJJIEP’KKH yTIPaBIICHUS nokymenroobopota (CO/I).
JIOKYMEHTaMHU 1 KOHTEHTOM CucteMmsl ynpaBieHus
OpraHu3aIuHm. KOPITOPAaTUBHBIM KOHTEHTOM
(EMC-cucrtemsr). DMeKTpOHHBIN
apxuB. YCIIOBHS Pa3BUTHS
TEXHOJIOTUH, MPEIIOCHIIKI
UCIOJIb30BAHUS TEXHOJIOTHH.

Htoro 2
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3 Apxurtektypa u QyHKIHOHAI

COBPCMCHHBIX CUCTEM DJICKTPOHHOI'O

JIOKYMEHTO000pOTA.

CoBpemeHHas apXUTEKTypa
CO/1: neHTpanu3oBaHHOE
XPaHUIIUIIE JICKTPOHHBIX
JTOKYMEHTOB, CUCTEMBI
yIpaBlICHUS
JOKYMEHTOO0O0pOTOM,
KOMMYHUKAI[OHHAs CpeJia,
MHTETIPAllMOHHBIC U CUCTEMHBIC
KOMITOHCHTBI.

OCHOBHBIEC TEXHOJIOTHH,
obecrieunBaromue pa3padoTKy
CHCTEM DJICKTPOHHOI'O
nokymenroobopora: workflow,
pacro3HaBaHHE TEKCTa,
MOTOYHOE CKaHUPOBAHHME,
TEKCTOBAs aHAJTUTHKA,
yIpaBICHUE KOJJICKTHBHBIM
B3aUMOJICICTBHEM.

[IK-7

Htoro

4 Opranu3aluOHHO-METOAUYECKOE

o0ecrieyeHue EKTPOHHOTO
JIOKYMEHTO000pOTa OpraHu3aIiu.

[TonHOLIEHHOE OOECTICUEeHUE
BCEX TPAJMIMOHHBIX 3TAIOB
paboThI ¢ JOKYMEHTaMH B
CHCTEME 3JIEKTPOHHOTO
JIOKyMeHTooOopoTa (00paboTka
Y PEerucTpanus J10KyMEHTOB,
yueT, KOHTPOJIb UCIIOJTHEHUS,
apxuBHupoBanue). Opranuzauus
MH(POPMALIMOHHOTO 0OMEHA U
COBMECTHOH paboTHI C
KOPIIOPAaTUBHBIMU
XpaHWJIUILAMU UH(OPMAIH,
ylpaBiIeHUE TIOTOKaMH padoT.
VYnpasieHue apxuBaMu
3JIEKTPOHHBIX JOKYMEHTOB.
AKTyanu3anusi KOprmopaTuBHOTO
KOHTEHTa U o0ecrieueHue
KOHTPOJHMPYEMOT0 JOCTYIIa K
HeMy B Intranet—cersx.

I1K-7

Hroro

5 IlpakTriKka NpUMEHEHHUS] CUCTEM

AIIEKTPOHHOTO JJOKYMEHTO000pOoTa B
roCyapCTBEHHBIX U KOMMEPYECKHUX

OopraHu3alunsax.

[TocTpoenue u pa3BuUTHE CUCTEM
nudposuzaruu. [lopran
rOCyCIyT /Ui B3aUMOJEHCTBUS
OpraHOB BJacTH, OU3HECa U
rpaxaaH. YpaBieHHUE BCer
nudposoit nHbopmarmen
OpraHM3alliK: OT PEerucTpaluu
710 apXUBHOTO XpaHEeHHs,
MpaKTHKa pOCCHiicKkoro Ou3Heca.

ITK-7

Hroro
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6 Opranu3zainus OHJIalH-COBEIIaHUIN
B 00JIaCTU yIIPaBJICHUS Ka4e€CTBOM,

OHJIAaH-KOH(EepeHIUH, cCOOpaHuil.
OdopmiieHrE CONTPOBOAUTEIHHBIX
nokymeHToB B CO/I.

[ToaroroBka oHJIaH-
COBEIIAaHNI, OHJIAMH-
KOH(epEeHIHIA U COOpaHHMIA.
OrmpeziesieHe TEMATUKH U 1IEJTH,
MeCTa MPOBEICHUSI.
®opmMupoBaHHUE MOBECTKH JAHS,
OIIpEJICIICHUE COCTaBa
YYaCTHHKOB U JIOKJIAJYUKOB,
TUTAHUPYEeMOE BpeMsl Ha
00CyX/IeHUE KaXKI0Tr0 BOIIPOCa;
WCTOYHUKH, TIOTYICHUS
HE00X0IMMOI HH(pOPMALIHH.
OdopMmieHre 1 pacchuIKa
IIPUTJIAIIECHU.
OmnunaiiH-perucTpanus
YYaCTHHKOB, OpTaHU3aIHs U
TEXHUYECKOE O0CITy)KHBaHHE.
[TpaBuna opopmieHus u
COCTaBJIEHHE MTPOTOKOJIOB
COBEIIaHUH, KOH(EPEHIIHU,
coOpanmii. Mapmpyrtu3zammus,
CO3/1aHME OTYETOB, BEICHUE
AIIEKTPOHHOTO apXHBA.

[IK-7

Htoro

Hroro 3a cemectp

18

Hroro

18

5.3. lIpakTuyeckue 3aHATUSA (CEMUHAPDI)

HaumeHoBaHmMe MpakTHUECKUX 3aHATHIA (CEMUHAPOB) MPUBEACHO B TaduIe 5.3.
Tabauna 5.3 — HauMeHoBaHUe MPaKTUYECKUX 3aHIATHH (CEMUHApPOB)

HazBanus paznenos (Tem)
JAUCHUITIIMHBI

HanmeHnoBanue npakTHYECKUX
3aHATUN (CEMUHAPOB)

TpynoemkocTsb,
q

dopMupyemsle
KOMIIETCHIIUU

4 cemecTp

1 YmpaBrneHue fOKyMeHTaMHU:
OCHOBHBI€ MOHATHS, HOPMAaTUBHO-
npaBoBasi 0a3a U TUIIOBbIE
MPOILIECCH PabOTHI C
JIOKYMEHTaMHU.

Coznanue 3IeKTPOHHBIX
JIOKYMEHTOB, BEJICHUE CUCTEMBI
CIPaBOYHHKOB, YIIPaBICHUE
JIETIOBBIMH MPOIIECCAMHU.
[Tonnepskka mporieccoB
COTJIacOBaHUs U 00pabOTKH
JIOKYMEHTOB, BbIJJaua 3aJJaHUM U
KOHTPOJIb UX HCTIOTHEHHUS,
obecreyeHre B3auMOIEHCTBUS
MEXIy COTPYJHHUKAMU B X0
OUM3HEC-TIPOIIECCOB, MOACPKKA
CBOOO/HBIX U KECTKUX MapIIpyTOB
(workflow).

I1K-7

Hroro
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3 Apxurektypa u pyHKImonan  |Iloaxozsl K CO3JaHUIO CHCTEM 6 [K-7
COBPEMEHHBIX CHCTEM AIIEKTPOHHOTO JIOKYyMEHTO000pOTA.
AIIEKTPOHHOTO TpeOoBaHUS K CICTEMaM, UX
JIOKYMEHTO000pOTA. (GyHKIIMOHATTY. KOMaHHASI UTPa:
sTansl BeiOOpa u BHeApeHus CO/1 B
OpTaHU3aIHH.
Hroro 6
4 Opranu3zalOHHO- CocraBneHnue 0a3bpl JaHHBIX T10 4 [1K-7
METOANYECKOE o0ecTeyeHne OpraHU3aIIOHHO-METOANYECKOMY
3IIEKTPOHHOTO obecnieyenuto J/] opranuzanuu.
JOKYMEHTO0000poTa Mo3roBoii IITypM: 3a U IPOTUB
OpTraHH3aIlIH. BHEPEHUS SIIEKTPOHHOTO
JIOKYMEHTO000pOTa B
OpraHH3aIliH.
Hroro 4
5 Ilpaktuka npumeHeHus cucteM |IIpoBenenne TemaTuueckon 2 [TK-7
AIEKTPOHHOTO KoH(pepeHn (OHIaiH-
JIOKyMEHTO000pOTa B KOH(epeHIHH) 1Mo
TrOCYJIapCTBEHHBIX U npobaemam CO/, mudpoBuzanun
KOMMEPYECKUX OpraHu3alusix. CMK.
Hroro 2
Hroro 3a cemectp 18
Hroro 18
5.4. JlabopaTopHbIe 3aHATHSA
HaumenoBanue nabopatopHbix paboT npuBeaeHo B Tabnuie 5.4.
Tabmmna 5.4 — HaumeHnoBaHue 1a00paTOPHBIX padboT
HasBanus pasnesnoB (Tem) HaumenoBanue nadoparopusix | TpynoeMkocTs, | DopMupyembie
JUCIUITAHBI pabor q KOMIIETEHIIUU
4 cemecTp
1 YopaBneHnne 10KyMeHTaMHu: PernameHTs! ynpasieHus 4 I1K-7
OCHOBHBIC MMOHSTHS, HOPMATUBHO-  |JOKyMeHTamu. Bxoasmue,
npaBoBasi 0a3a ¥ TUIIOBBIE MPOIECCH] |BHYTPEHHUE U UCXOIAIINE
paboThI ¢ JOKyMEHTaMH. JIOKYMEHTBI: aHAJTU3 TUTIOBBIX
MapIIpPyTOB JIBIKECHUS
JIOKYMEHTOB; BBITIOJTHICMbBIC
OTepalry; OrpaHUYCHHS,
Meraronme 3PPeKTHBHON
paboThI ¢ JOKYMEHTaMH B
COBPEMEHHOM OpraHU3aLuH.
Htoro 4
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3 Apxurtektypa u QyHKIHOHAI [TonHOLIEHHOE OOECcTIEUeHuE 4 I1K-7
COBPEMEHHBIX CHCTEM 3JIEKTPOHHOTO |BCEX TPAJAUIIMOHHBIX 3TAlOB
JOKYMEHTO000pOTAa. paboTHI ¢ JOKYMEHTaMH B
JIEIONPOU3BOICTBE (00paboTKa
U PETUCTPAIUS

JIOKYMEHTOB, Y4€T, KOHTPOJIb
UCTIOJTHEHUS, ADXUBUPOBAHHE).
Opranuzanus
MH(POPMALIMOHHOTO 0OMEHa U
COBMECTHOM paboThI €
KOPITOPATHBHBIMH
XpaHWIMIIaMU HH(pOpMaIum,
yIpaBiieHUE MOTOKaMH padoT.
VYnpasnenue

apXUBaMH AJIEKTPOHHBIX
JOKYMEHTOB.

Hroro 4

4 OpranuszanuoHHo-mMeroauueckoe |IIpoektupoBanue B 4 I1K-7
o0ecrieyeHue EKTPOHHOTO OpraHu3alMi HOMEHKJIATYPbI
JIOKYMEHTO00O0pOTa opranu3anuu.  |aen. PopMupoBaHue U
odopmiieHue Aei.
ABTOMAaTU3UPOBAaHHbBIE
CUCTEMBI yTIpaBJICHUS
KOPIIOPAaTHUBHBIM
JOKYMEHTOOOOPOTOM.
ABTOMAaTH3aIUS CUCTEM
KOHTpOJIA 3a

UCIIOJIHEHUEM JIOKYMEHTOB.

Htoro 4

5 IlpakTriKka NpUMEHEHUS] CUCTEM KopoGounsie permenus — 4 I1K-7
AIIEKTPOHHOTO JJOKYMEHTOO0O0pOTa B |CTaHIAPTHBIE JISl BCEX
rOCYyapCTBEHHBIX U KOMMEPUECKUX |MOKymarenaed GpyHKuuu,
OpraHU3aIUSX. TIOJTHBIN KOMIUIEKT MHCTPYKITUH
M0 YCTAaHOBKE U WHCTAJISIIUHY,
KOTOPBIMH MOXKET
BOCIIOJIb30BAaThCS JII000H
M0JIb30BaTENb. AHAIN3
0COOEHHOCTEN MUPOBOTO H
POCCHICKOTO phIHKA
npousBoauteneit UT-pemennii
JUTSI TIO/IJIEPKKH YIIPABIICHUS
JIOKYMEHTaMHU ¥ KOHTEHTOM (10
Forester, Gartner). Jlannmadgt
poccuiickoro peiaka COJ1 u
ECM.

Hroro 4
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6 Opranuzanus onnaiH-coBenianuii |OdopmiieHre 1 pacchlika 2 [K-7
B 00JIaCTU yIIPaBJICHUS KaYeCTBOM, |OHJIAMH-TIPUTIIAICHUMN.

OHJIaH-KOH(epeHni, coopanuii.  |OdopMIICHIE U COCTABIICHUE
OdopmiteHne CONMPOBOANTENBHBIX  |TIPOTOKOJIOB COBEIAHHIA,
JTokyMeHToB B CO/I. KOH(epeH1Uii, coOOpaHHii.

MapuipyTtuzanus , CO31aHue
OTYETOB, BEACHUE
AJEKTPOHHOI'O apXHBa.

Hroro 2
Hroro 3a cemectp 18
Hroro 18

5.5. KypcoBoii npoekT / kypcoBasi pabora
He npeaycmoTpeHo yueOHBIM MIIIaHOM
5.6. CamocTosiTesibHass paboTa

Bunbr camocTosTensHOM paboThl, TPYJOEMKOCTh U (hOPMHUPYEMble KOMIIETCHIINH TPEICTaBICHBI B
tabiuue 5.6.
Tabmmia 5.6 — Busibl caMoCTOSATEIbHON pabOThI, TPYI0EMKOCTh U (HOPMHUPYEMbIE KOMITETSHIIUH

HasBanus paznenos (Tem) Bt . | TpynoeMkocTs, | Dopmupyembie dopmbl
JUCIUILTAHBI CaMOCTOATCIRHON q KOMIIETEHIINU KOHTPOJIS
paboThI
4 cemecTp
1 YnpaBneHnue 10KyMEHTaMH: [ToaroroBka k 1 [1K-7 3auét
OCHOBHBIE TTOHSITHA, 3a4ery
HOPMaTHBHO-IIPaBOBas 0a3a n ITonroroBka k 1 I1K-7 TectupoBanue
TUTIOBBIE TIPOLIECCHI PaOOTHI € TECTUPOBAHHIO
AOKYMEHTAMH. [ToaroToBka K 1 [1K-7 JlaGoparopHast
nabopaTopHO pabota
pabore,
HaIlKUCaHUE OTYeTa
Hanucanne 2 [1K-7 Otuet no
oTyeTa 1o nabopaTtopHOit
nabopaTopHOU pabore
pabore
IToaroroBka x 1 [IK-7 3amura oTueTa
3aIUTe OTYETa Mo 1o
MPAKTUYECKOMY MPAKTHYECKOMY
3aHATHIO 3aHSTHIO
Hanucanne 2 [K-7 Otuer no
oTuera o MIPaKTUYECKOMY
MPaKTUYECKOMY 3aHATHUIO
3aHATHIO (cemunapy)
(cemuHapy)
Uroro 8
2 Dranbl pa3BUTHS IToaroroBka x 1 [IK-7 3auéT
nH(GOPMALIMOHHBIX TEXHOJIOTUI  |3aueTy
HOAACPKKH yIIPABJICHUA IloaroroBka k 2 IIK-7 TectupoBanue
JOKYMEHTaMHU ¥ KOHTEHTOM TECTHPOBAHHIO
OpraHH3aIiH. Utoro 3
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3 Apxurektypa u ¢pyakiuonan |[loaroroBka k 1 [K-7 3auét
COBPEMEHHBIX CHCTEM 3a4eTy
SJICKTPOHHOI'O ITonroroBka k 1 I1K-7 TectupoBanue
JIOKYMEHTO000pOTA. TECTUPOBAHHIO
IToaroroska k 1 ITK-7 JlaGopatopHas
nabopaToOpHOIH pabota
pabore,
HamUcaHue oT4eTa
Hanucanne 1 [1K-7 Otyet no
oT4eTa 1o nabopaTopHOI
nabopaTtopHoOi pabote
pabote
IToaroroBka x 1 [IK-7 BricTymiienune
BBICTYTUICHHIO (moknan) HA
(mokmamy) 3aHATUU
Hanucanue 2 I1K-7 Otuet no
oTYeTa 1o MPAKTHIECKOMY
MIPAKTUIECKOMY 3aHSTHIO
3aHATHIO (cemunapy)
(cemunapy)
Uroro 7
4 OpraHu3anoHHO- [ToaroroBka k 1 [1K-7 3auér
MeTOoJIn4YecKoe obecreyeHme 3a4eTy
BJICKTPOHHOTO IloaroroBka k 1 IIK-7 TectupoBanue
JIOKYMEHTO000pOTa TECTUPOBAHUIO
OpraHu3aIuy. IToaroroska K 2 [1K-7 JlaGopaTopHas
nabopaTtopHoOi pabora
pabore,
HaIMCaHWe OTYeTa
Hanmcanune 2 I1K-7 Otuer no
oT4eTa 1o nabopaTopHOH
nabopaTopHOU pabore
pabore
IToaroroBka k 2 I1K-7 BricTymienue
BBICTYTUICHHIO (moxmnanm) Ha
(moxmnamy) 3aHATHU
Hanucanue 2 I1K-7 Ortuer o
OTYeTa 10 MPAKTHICCKOMY
MIPAKTUICCKOMY 3aHSTHIO
3aHATHUIO (cemuHapy)
(cemuHapy)
Hroro 10
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5 IlpakTtuka npumenenus cucreM |Iloaroroska k 4 I1K-7 3auér
AJIEKTPOHHOTO 3a4eTy
JIOKyMEHTO000pOTa B ITonroroBka k 4 I1K-7 TectupoBanue
rOCy/apCTBEHHBIX H TECTUPOBAHHIO
KOMMEPHCCKHUX OPTaHM3aMAX.  \T]onroToBKa K 1 T1K-7 JlaGoparopHast
nabopaToOpHOIH pabota
pabore,
HamUcaHue oT4eTa
Hanucanne 4 [1K-7 Otyet no
oTyeTa 1o nabopaTopHO
nabopaTtopHoOi pabote
pabote
IToaroroBka x 2 [IK-7 BricTymiienune
BBICTYTUICHHIO (moknan) HA
(mokmamy) 3aHATUU
Hanucanue 2 [K-7 Otuet no
oTYeTa 1o MPAKTHIECKOMY
MIPAKTUIECKOMY 3aHSTHIO
3aHATHIO (cemunapy)
(cemunapy)
Uroro 17
6 Opranu3zanus oHJIaiH- IToaroroBka x 4 [IK-7 3auéT
COBEILAaHUI B 001acTH 3a4ery
YUPaBIICHHUSI Ka9€CTBOM, OHIIANH- | [JoaroToBKa K 1 IIK-7 TectupoBanue
KOH(l)epeHHHﬁ, C06paHPII>'I. TECTUPOBAHUIO
Odopmrenmue IToaroroska K 2 [1K-7 JlaGopaTopHas
COTIPOBOIUTEITLHEIX JIOKYMEHTOB | 1aG0naTopHOI pabota
B CO/L. pabore,
HaIMCaHWe OTYeTa
Hanmcanune 2 I1K-7 Otuer no
oT4eTa 1o nabopaTopHOH
nabopaTopHOU pabore
pabore
Hroro 9
Hroro 3a cemectp 54
Hroro 54

5.7. CooTBeTcTBHE KOMIIETEHUMH, (POPMUPYEMBIX NPH U3YUYEHUU TUCUMUIIIMHBI,

U BU/0B YU4eOHO 1esITeJIbHOCTH

CooTBeTcTBUE KOMIIETEHIIUM, (POPMUPYEMBIX MPU U3YUYECHHH TUCHHUIUIUHBI, U BUIOB yueOHOM
NEATEILHOCTH MPEICTAaBICHO B TabHIIEe 5.7.
Tabnuna 5.7 — CooTBETCTBUE KOMIETSHIIHNH, ((OPMUPYEMBIX IPU U3YUYECHUHU AUCLIUILINHBI, U BUOB

3aHATHH
Bunsl yueOHOM AesTenbHOCTH
dopmupyembie
Jlek. | Ilpak. | JIa6. | Cam. DopMBI KOHTPOJIA
KOMIIETEHINH
3aH. 3aH. pao. pao.
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I1K-7 +

+  |BricTymiienue (Joknan) Ha 3aHIATUH, 3a4ET,

3amyTa oT4eTa Mo MPaKTUIECKOMY 3aHSITHIO,
Jlaboparopnas padora, OT4er mo
naboparopHoit pabore, OTueT 1o
[IPAKTUYECKOMY 3aHATHIO (CEMUHApY),
TectupoBanue

6. PeiiTuHroBasi cucremMa /1Jisl OLlEHKH yCIIeBAeMOCTH 00y4aromuxcst

6.1. bajuibHbIE OLEHKH I (DOPM KOHTPOJIsA

bannbeHbIe o1eHKH 11 POpM KOHTPOJIS MPEACTaBICHBI B Ta0uIE 6. 1.
Tabmuia 6.1 — banipHbIE OLIEHKH

MaxkcumanbHbIN MaxkcumanbHbIA MaxcumaibHeLi
DopMBI KOHTPOJIS 6am Ha 1-y1o KT ¢ | ©Gamn 3a mepuon Oazu 32 nepuon Beero 3a
Hayana cemectpa | mexay KT u 2KT Moy 2KT nHa |- cemectp
KOHEI] ceMecTpa
4 cemecTp
Brictynenue (1oknan) Ha 5 5 5 15
3aHATUU
3auér 0 0 0 0
3amuTa oT4eTa o 5 5 5 15
MPAKTUYECKOMY 3aHITHIO
Jlaboparopnas pabota 5 5 5 15
TectupoBanue 7 8 10 25
Otuer o nabopatopHoit 5 5 5 15
pabote
OT4er 1o NpaKTUYECKOMY 5 5 5 15
3aHITHIO (CEMUHApY)
HToro Makcumym 3a nepuos 32 33 35 100
Hapacratomum utorom 32 65 100 100
6.2. [lepecuer 0a/1J10B B OlIEHKH 32 TeKYIIMA KOHTPOJIb
[TepecueT 6amIoOB B OLIEHKH 32 TEKYIIUI KOHTPOIb MPECTaBICH B TabmuIe 6.2.
Tabnuma 6.2 — Ilepecuer 6aI0B B OIICHKH 32 TEKYIIUH KOHTPOIIb
bannbl Ha naTy TEKyIIero KOHTPOIS Onenka
> 90% ot MakcuManbHOI cymMMbl OamoB Ha naty TK 5
Ot 70% 1o 89% ot MakcuManbpHOI cymMMbl OaiioB Ha naty TK 4
Ot 60% 1o 69% ot MakcuMabHOM cyMMBI O6aIoB Ha naty TK 3
< 60% ot MakcuMainbHOI cymMbl OamioB Ha naty TK 2

6.3. Ilepecuer cyMMbI 02/1710B B TPAAUIIHOHHYIO M MEKAYHAPOAHYIO OLICHKY

[TepecdyeT cyMMBI 0aJIOB B TPAJUIIMOHHYIO U MEXTYHAPOJIHYIO OIICHKY MPEJCTABICH B TaOIHUIEe

6.3.
Tabmuma 6.3 — Ilepecuer cyMMbl OAJUIOB B TPAIUITMOHHYIO U MEXKTYHAPOIHYIO OIICHKY
Htorosas cymma Oanos,
Onenka YUMTBIBACT YCIEUTHO CIaHHBIN Onenka (ECTS)

9K3aMeH

5 (oTIM4HO) (3aYTEHO) 90 - 100 A (0oTaM4HO)

4 (xoporto) (3a4TeHO) 85 -89 B (ouens xoporo)
75— 84 C (xoporo)
70 — 74 D (ynoBneTBopuTeNnbHO)
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3 (yAOBIETBOPUTENIHHO) (3aYTEHO) 65— 69
60 — 64 E (mocpencTBenHo)

2 (HeyIOBIETBOPHUTENHHO) (HE 3aUTEHO) Huxe 60 6ammos F (meynoBrnerBoputeabHO)

7. Y4eOHO-MeTOAMYECKOEe M HH(POPMALMOHHOE o0ecneyeHue TUCHUILINHBI
7.1. OcHOBHas JUTEpaTypa

1. Konsimkuna, T. b. [lenoBele KOMMyHUKAIIMU, TOKYMEHTOOOOPOT M JEJIOMPOU3BOACTBO :
yueOHoe nocodue juist By3oB / T. b. Konsimkuna, U. B. lllyctuna. — 3-e uzn., ucnp. u gon. — Mocksa :
NznatenscTtBO MOpaiit, 2022. — 145 c. [DnexktpoHHBIUH pecypc]: — Pexum moctyma:
https://urait.ru/bcode/491349.

2. I'pozoga, O. C. [lenonpounsBoacTBo : yueoHoe mocooue mis By3oB / O. C. ['po3oBa. — Mockaa :
UznatenscTtBO MOpaiit, 2022. — 124 c. [DnexktpoHHBIH pecypc]: — Pexum moctyma:
https://urait.ru/book/deloproizvodstvo-492786.

7.2. lonoJTHUTEIbHAS JIUTEPATypa

1. llysanosa, H. H. OcHoBHI aenonpous3BoacTBa. S3bIK CIyKEOHOTO TOKYMEHTA : YYEOHUK U
npaktukyM 17 By3oB / H. H. IllyBanosa, A. }O. VBanoBa ; non o6eit pepakuueit H. H. IllyBanoBoii. —
2-e u3n., nepepad. u gom. — MockBsa : M3natensctBo FOpaidit, 2022. — 428 c. [DnekTpoHHBIH pecypc]:
— Pexum gocryma:
https://urait.ru/book/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-487706.

2. Kysuenos, . H. JlokymeHTanimoHnHoe oOecneueHue ymnpasieHus. JJokyMeHTOOOOpOT u
JIEIIONPOU3BOJICTBO : YUeOHUK U pakTUKyM 11 By3oB / U. H. Ky3nenos. — 3-e u3j., nepepad. u gon. —
Mocksa : U3natensctBo Opaiit, 2022. — 461 c. [DnexkTpoHHbli pecypc]: — Pexum gocrtyna:
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-
488697.

7.3. YueOHO-MeTOAMYEeCKHE MOCOOUs
7.3.1. O6s3aTe1bHbIE YUeOHO-METOAMYECKHE MOCOOUsI

1. DAEKTPOHHBIN TOKYMEHTOOOOPOT: MeToIMUeCKHE yKa3aHUs K MPAKTUUYECKUM 3aHITUsAM / M.
SAunymeBckas - 2022. 13 c¢. [DunexTpoHHBIH pecypc]: — Pexum npoctymna:
https://edu.tusur.ru/publications/9716.

2. DIEKTPOHHBIN JOKYMEHTO000pOT: MeToaudeckue yKa3aHus K jJabopaTopHbIM padoTam / M.
SAunymeBckas - 2022. 13 c¢. [DunexTpoHHBIH pecypc]: — Pexum poctymna:
https://edu.tusur.ru/publications/9717.

3. DAEKTPOHHBIH JOKYMEHTOO00POT: MeToanuecKue yKa3aHusl K CaMOCTOSATENIbHON padoTe / M.
SAunymeBckas - 2022. 14 c. [DnexTpoHHBIH pecypc]: — Pexum poctymna:
https://edu.tusur.ru/publications/9718.

7.3.2. YueOHO-MeTOANYECKHE MTOCOONS IJIS JINIT
€ OrpaHMYeHHBIMU BO3MOKHOCTSIMHM 3/10POBbSI M HHBAJIHU/I0B

Y4eOHO-MeTOIUYeCKUEe MaTepUaIIbl ISl CAMOCTOSITEIILHON U ayIMTOPHOIM PadOThl 00YYaIOLIHXCS
U3 YHCIa JIUI] ¢ OTPAHUYCHHBIMU BO3MOXKHOCTSIMU 370POBbSI M HHBAJIH/IOB IIPEIOCTABIAIOTCS B (hopMax,
aIalITUPOBAHHBIX K OTPAHHYCHHUSM HUX 3[I0POBbSI U BOCHPUATHS HHOOpMALIUY.

JI1s JIMIL ¢ HApYIIEeHUSIMH 3PeHus:

— B (popMe 3IIEKTPOHHOTO TIOKYMEHTA;

— B [1€YaTHOW (hopMe YBEIUYECHHBIM HIPUPTOM.

JI1s1 JIMIL ¢ HAPYIIEHUsIMU CJIyXa:

— B (popMe 3IIEKTPOHHOTO TIOKYMEHTA;

— B miedatHou popme.

JI1s1 JIMIL ¢ HAPYIIEHUSIMHU ONOPHO-IBUTaTEIbHOI0 anmnapara:

— B (popMe 3IIEKTPOHHOTO IOKYMEHTA;

— B miedatHou popme.

7.4. CoBpeMeHHbIe TPodeccuoHATIbHbIE 0a3bl JAHHBIX
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U UH(OpPMaAIIMOHHBbIE CTIPABOYHbIE CHCTEMbI

1. [Tpu M3y4eHUH AUCIHUILUIMHBI PEKOMEHIyeTCs o0pamarhcsi K COBPEeMEHHBIM 0a3aM JTaHHBIX,
MHPOPMAIITMOHHO-CIIPABOYHBIM M MOUCKOBBIM cucTeMaM, K KOTopeiM Y TYCVYPa oTkphIT mocTym:
https://lib.tusur.ru/ru/resursy/bazy-dannvh.

8. MarepuaibHO-TEXHHYECKOE W MPOrPaMMHOe o0ecrneyeHue JUCHUNINHBI
8.1. MaTepuajibHO-TeXHHUYECKOE U TPOrpaMMHoOe odecriedeHne J1Jisl JeKIMOHHBIX 3aHATHI

Jlnst mpoBeieHUs 3aHATUN JIEKIIMOHHOTO THUIA, TPYIIOBBIX U UHAUBUIYATbHBIX KOHCYJbTAIIHIA,
TEKYLIEro KOHTPOJISL U MPOMEXYTOUHON aTTECTAllMU UCIIONb3yeTCsl yueOHask ayAUTOPHS C TOCTAaTOYHBIM
KOJIMYECTBOM ITOCAJ0YHBIX MECT JJI Y4EOHOM rpymibl, 000py0BaHHAs JOCKOH M CTaHAAPTHOU y4eOHOU
MeOenpto. IMeroTest MylbTUMeIniTHOe 000pyI0BaHNE U YUEeOHO-HATIISAHBIE TIOCOOUS, 00eCTICUHBAIOIIINE
TEMaTUYECKHE WIUTIOCTPALMH T10 JIEKIIMOHHBIM pa3ziesiaM AUCLUILINHBIL.

8.2. MaTepuaibHO-TeXHNYECKOE U MPOrPaMMHOe o0ecreueHue 1Jisl NPAKTHYECKUX 3aHATHI

JlabopaTtopusi ympaBlICHHS MPOEKTaMHU: yuyeOHas ayAuTOpus Ui MPOBEACHUS 3aHATUUI
JEKIIMOHHOTO THINA, YueOHass ayAuTOpHs IJIsI IPOBEACHUS 3aHATUN MPAKTHYECKOTO THUIA, ydeOHas
ayJIUuTOpHUS IJIs MPOBEACHUS 3aHATUN JTaOOpaTOPHOTO TUMA, YueOHas ayauTOpHUs s MPOBEICHUS
3aHSATUNA CEMUHAPCKOTrO THIA, TOMEIICHUE sl KypCOBOTO MPOCKTUPOBAHUS (BBITIOJHEHHS KYPCOBBIX
pabor), moMenieHre AJsl MPOBECHUS TPYNIIOBBIX U WHANBUIYAIbHBIX KOHCYIbTAIIUH, TOMEIICHUE IS
MPOBEJICHUS TEKYIETO KOHTPOJS U MPOMEXKYTOYHOUN aTTecTaluu, MOMEIICHUE JJIsI CAaMOCTOSTEIHbHOM
pabotser; 634034, Tomckas o6macte, T. Tomck, Bepimmanna ynuna, a. 74, 414 ayn.

Onucanrie UMEIOIIErocss 000pyT0BaHUS:

- Komnerorep WS2 (6 mir.);

- Komnerorep WS3 (2 mr);

- Kommerotep Celeron (3 mir.);

- Komnsiotep Intel Core 2 DUO;

- ITpoexrop Nec;

- DKpaH npoeKTopHsbIi Projecta;

- CTenp nepeBIKHON € JOCKOW MarHUTHOM;

- Akyctudeckas cucrema + (2xononku) KEF-Q35;

- Kongummonep macrennoro tumna Panasonic CS/CU-A12C;

- Kommuiekt ciennanu3upoBanHoi yueOHoM Meben;

- PaGouee mecTo mpemnogaBaTels.

[Iporpammuoe obecnieueHue:

- Microsoft Windows 7 Pro;

- OpenOffice;

8.3. MaTepI/IaHbHO-TeXHI/IquKOC U IIpOorpaMmmMHoOe odecneyeHue A9 HaﬁopaTOprIX paﬁoT

JlabopaTtopusi ympaBlieHHs NpPOEKTaMHU: yuyeOHas ayAuTOpus Uil MPOBEACHUS 3aHATUI
JEKIUOHHOTO THUIa, yueOHas ayauTOpus IS MPOBEJCHUS 3aHATUNH MPAKTUUYECKOIro TUMa, yuyeOHas
ayJauTOpUs JJis NPOBEAECHUS 3aHATUN 1abopaTOpHOTO TUMa, yuyeOHas ayauTOpus s IpOBEICHUS
3aHATUNA CEMHUHAPCKOro THUIA, IOMEIIeHUE ISl KypCOBOTO MPOEKTUPOBAHUS (BBIMOJIHEHHUS KYPCOBBIX
pabor), moMeleHue Ajsl MPOBEAEHUS TPYNIOBBIX U MHANBUIYAIbHBIX KOHCYJIbTAIUH, TOMEIIEHUE IS
MPOBEJICHUS TEKYILETro KOHTPOJS U MPOMEXYTOUHOM aTTecTanuu, MOMEIIeHUE sl CAaMOCTOSTEIbHOM
pabotsr; 634034, Tomckast obmacTs, T. Tomck, Bepmununa ynuna, 1. 74, 414 ayg.

Onucanue uMeroerocss 000pya0BaHus:

- Komnsrorep WS2 (6 mit.);

- Komnsrorep WS3 (2 mr);

- Komnerorep Celeron (3 mit.);

- Komnerotep Intel Core 2 DUO;

- [Tpoexrtop Nec;

- DKpaH poeKTOpHbIN Projecta;

- Ctena nepeABUKHOM C TOCKOW MarHUTHOM;

- Axyctudeckas cuctema + (2kononkn) KEF-Q35;
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- Konaummonep nacrennoro tuna Panasonic CS/CU-A12C;
- KommiekT cnenuann3upoBaHHON yueOHOM Mebenu;

- Pabouee MecTo mpemnogaBaTels.

[IporpamMmMHOe oOecrieueHue:

- Microsoft Windows 7 Pro;

- OpenOffice;

8.4. MaTepua/IbHO-TeXHNYECKOE M MPOrpaMMHOe o0ecnedyeHue 1Jisl CAaMOCTOSITeIbHOM padoThI

Jlist caMoCTOSTeNbHOU pabOThl UCTIONB3YIOTCS YUeOHbIE ayAUTOPUH (KOMIIBIOTEPHBIE KIIACCHI),
PacoNoKEHHBIC TI0 apecaM:

- 634050, Tomckas o6nacth, T. Tomck, Jlennna npocnexkr, 1. 40, 233 ayn.;

- 634045, Tomckas obnacts, r. Tomck, yi. KpacHoapmetiickas, 1. 146, 209 ayn.;

- 634034, Tomckas ob6nacth, T. Tomck, Bepmmauna ynuna, a. 47, 126 ayn.;

- 634034, Tomckas o6nacth, T. Tomck, Bepmmmanna ynuna, a. 74, 207 ayn.

Omnucanue UMeEroNIerocs 000py0BaHUS:

- yuebHas mebenb;

- KOMITBIOTEPHI;

- KOMIIBIOTEPHI MOJIKITIOUCHBI K ceTu «MHTepHEeT» U 00eCnednuBaloT JOCTYI B IJIEKTPOHHYIO
nHpopManoHHO-00pa3oBarebHyto cpeay TYCYPa.

[Tepeuens mporpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 mnst Windows;

- 7-Zip;

- Google Chrome.

8.5. MaTepl/laﬂbHO-TeXl{H‘leCKoe odecneyeHue AUCHUINJIHHBI JIsA JIMI ¢ OrPAHUICHHBIMU
BO3MOKHOCTSAIMH 310POBbA U UHBAJINI0B

OcBoeHME AUCHUILIMHBI JIMIIAMU C OTPAHMYEHHBIMU BO3MOKHOCTSIMU 3/10POBbSI M MHBAJIUJAMHU
OCYIIECTBIISIETCS C UCTIOIb30BAHUEM CPEICTB 00YUEeHUS OOIIEro U CreluaIbHOr0 Ha3HAYEHUS.

[Ipu 3aHATHUAX ¢ OOy4YarOUIMMHCA C HAPYHIEHHSMH CJyXa MPEIyCMOTPEHO HMCIOJb30BaHHE
3BYKOYCHJIMBAIOUIEH ammapaTypbl, MyJIbTUMEIUNHBIX CPEICTB U JPYTHUX TEXHUUYECKHUX CPEJICTB
npuema/nepenadn yuyeOHol nHpopMaImy B JOCTYIHBIX (opMax, MOOMIIBHON CUCTEMBI MPEINOJaBaHuUs
JUTsL 00YYaIOIUXCSl ¢ UHBAJIMHOCTHIO, MOPTATUBHON MHAYKIIMOHHON CHCTEMBbl. YueOHas ayAuTOpus, B
KOTOPOHW 3aHUMAIOTCSl 00ydJaromuecs: ¢ HapyIIeHUEeM CiyXa, 000pyJa0BaHa KOMIBIOTEPHOM TEXHUKOM,
ayAMOTEXHUKOM, BUACOTEXHUKOM, SJIEKTPOHHOU IOCKOM, MYJIbTUMEIUMHON CUCTEMOM.

[Ipu 3aHATHUSIX ¢ 00yUaIONIMMUCS C HAPYLIEHUSIMHU 3PeHUs MPEIYCMOTPEHO UCIOJIb30BAaHUE B
JEKIUOHHBIX U y4eOHBIX ayAUTOPHUSAX BO3MOXKHOCTH MPOCMOTpaA YAAJICHHBIX 00BEKTOB (Hampumep,
TEKCTa Ha JOCKE WJIM claijia Ha 3KpaHe) MpH MOMOIIHM BUACOYBEIUUHUTENEH 19 KOMPOPTHOTO
MIPOCMOTpa.

[Ipu 3aHgATHAX ¢ O0YyYaIOIIMMHCS C HAPYHIEHHWSIMH ONOPHO-ABUTaTeJbLHOI0 ammaparta
HCIIOJBb3YIOTCS allbTEpHATUBHBIE YCTPONCTBA BBOJA MH(GOpPMalMU U ApYyrue TEXHUYECKUE CpeACcTBa
npuema/mnepenadyn yueOHoM nHGOpMaIMH B JOCTYHMHBIX GopmMax, MOOMIILHON CUCTEMBI OOYUYCHUS IS
JIOJIEN ¢ MHBAIUIHOCTEIO.

9. OueHOYHbIe MaTePUAJIbl M METOAUYECKHE PEKOMEHIAMH 110 OPraHU3aALMH U3YUeHUsl
JTUCIUTINHBI

9.1. Conep:xaHne OLICHOYHBIX MATEPHAJIOB JJIsl TEKYIIEro KOHTPOJIS
U MIPOMEKYTOYHOM aTTecCTAUH

JIyist olleHKHU cTeneHu COPMUPOBAHHOCTH M YPOBHS OCBOCHUS 3aKPCTUICHHBIX 32 AUCIUTIIINHOMN
KOMITETEHIINI HUCTIONB3YIOTCS OLICHOYHBIE MaTepUalbl, MpeAcTaBiIeHHbIC B Ta0muIEe 9.1.
Tabmura 9.1 — @opMbI KOHTPOJISL U OLICHOYHBIC MATEPHAIIBI
Hazpanwust pa3nenos (Tem) dopmupyemble
JUCITUTLIAHBI KOMIIETEHITHH

®opmbl KoHTpoItst | OrieHouHbIe MaTepuaisl (OM)
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1 Yopasnenue nokymentamu:  |I1K-7 3auér [Iepeuyens BonpocoB i
OCHOBHBIC MTOHSTHSA, 3aueTa
HOPMAaTHBHO-IIPAaBOBast 0a3a 1 3ammra otyera no |[IpuMepHsIil nepeueHp
TUIIOBBIE MPOLIECCHI PAOOTHI C MIPAKTUYECKOMY BOIIPOCOB JIJI51 3aIIUThI
AOKYyMCHTaMU. 3aHATHIO MPAKTUYECKUX 3aHATHI
JlaGopatopHas Temsbl 1abopaTopHbIX padoT
pabota
TecTtupoBanue [IpuMmepHBIil nepeyeHb
TECTOBLIX 3aJaHuN
OtueT no Tembl 1abopaTopHBIX paboT
nabopaTopHOH
pabore
Otuer 1o Tembl IpaKTHUECKUX 3aHATUI
MPaKTUYECKOMY
3aHSATHUIO
(cemunapy)
2 DTansl pa3BUTHUS [IK-7 3auét ITepeuens BOIIpOCOB 1Jist
WH(GOPMAITMOHHBIX TEXHOJIOTUH 3aueTa
MOJIICPKKU YITPABICHUS -
NIOKYMCHTAME H KOHTCHTOM TectupoBanue [TpumepHbIii nepeuquL
e — TECTOBBIX 3a/IaHUM
3 Apxurektypa u ¢pysnkiuonan |I1K-7 BricTynienue [IpumepHbIil nEepedeHb TeM
COBPEMEHHBIX CHCTEM (mokyan) Ha JUTSL BBICTYTIIICHUS (JTOKJIa/1a)
AIIEKTPOHHOTO 3aHATUU Ha 3aHSATUU
JIOKyMEHTO000pOTa. 3auér [Tepeuens BompocoB Jist
3aueTa
Jlaboparopnas Tembl 1a0opaTopHbIX pabOT
pabota
TectupoBanue [IpumepHbIil nepedeHb
TECTOBBIX 3a/IaHU
Ortuer no Tembl 1a00paTOPHBIX padoOT
nabopaTtopHoOit
pabote
Otuer o TeMbl NpakKTUYECKUX 3aHATHN
MPAKTUYECKOMY
3aHATHUIO
(cemuHapy)
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4 Opranu3alnoHHO- [IK-7 BricTynenue [IpuMepHBIii IepeyeHs TeM

METOIMICCKOE 00CCIICUCHHE (mokyan) Ha JUTSL BBICTYTUIEHUS (HOKIIa1a)
AJIEKTPOHHOI'O 3aHATUU Ha 3aHATUU
JIOKYMEHTO000pOTA 3auér [lepeuenb BOIIPOCOB IJIst
OpraHu3alIiHy. 3ayeTa

JlaGopatopHas Temsbl 1abopaTopHbIX padoT

pabota

TecTtupoBanue [IpuMmepHBIil nepeyeHb

TECTOBLIX 3aJaHuN

OtueT no Tembl 1abopaTopHBIX paboT

nabopaTopHOH

pabore

Otuer 1o Tembl IpaKTHUECKUX 3aHATUI

IIPAKTUYECKOMY

3aHIATHIO

(cemunapy)
5 IlpakTrka npUMEHEHHUS T1K-7 BeicTynuienue [TIpumepHbIil nEpeYeHb TEM
CHCTEM DJIEKTPOHHOTO (mokyam) Ha JUTSL BBICTYTIIEHUS (JOKIIa1a)
JOKYMEHTO000pOTa B 3aHITUU Ha 3aHATUU
FOCYy1apCTBECHHBIX 1 3auér Ilepeuenb BOIIPOCOB 15t
KOMMCPYCCKUX OpraHru3aluiax. 3a4yeTa

JlaGopatopHas Tembl 1abopaToOpHBIX paboOT

pabota

TectupoBanue [IpumepHBIil nepeueHb

TECTOBLIX 3aJaHuN

Otuer o Tewmbl 1abopaTopHBIX pabOT

nabopaTopHOH

pabore

Oruer 1o TeMbl IPaKTUYECKUX 3aHATHU

IIPAKTUYECKOMY

3aHATHIO

(cemunapy)
6 Opranuzanus oHJIalH- [1K-7 3auér [Iepeuens BonpocoB 1t
COBEIAaHUI B 001acTH 3a4era
YIpaBJICHUA Ka9€CTBOM, Jlaboparopnas Tembl 1abopaTopHBIX paboT
OHJIAMH-KOH(EPECHITHH, pa6ota
cobpannit. Odopmierne TectupoBanue [TpuMepHBIH MEpPEYeHb
COIMPOBOUTENIbHBIX TECTOBBIX 331aHUN
AoKyMEHTOB B CI]I. Otuer o Tembl 1a0opaTopHBIX pabOT

nabopaTopHOit

pabote

Hlkana oneHku cHOPMUPOBAHHOCTU OTIEIBHBIX IUIAHUPYEMBIX PE3yJIbTaTOB OOy4YEeHUS IO
JTMCLUUIUIMHE TIpHBeneHa B Tabnuue 9.2.
Tabnuna 9.2 — lllkana oueHku cOPMUPOBAHHOCTHU IUIAHUPYEMBIX PE3yJIbTATOB OOyUYECHHS IO

JAMCLIUIIIIMHE
dopmMynrpoBKa TpeOOBaHUH K cTeneHH c(hOPMUPOBAHHOCTU
Onenka bamel 3a OM IUTAHUPYEMBIX PE3yJIbTaTOB 00yUEHUs
3HaTh | YMETh | BJIQ/IETh
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2 <60% ot OTCYTCTBHE 3HAHUU OTCYTCTBHUE OTCYTCTBHE
(HEYIOBIIETBOPUTEIIBHO ) | MAKCUMATHHOMU | HITH ()parMeHTApHBIC YMEHHUH HITH HaBBIKOB HMJIN
CYMMBI 0aJUIOB 3HAHUS YaCTUYIHO (dbparMeHTapHbIE
OCBOCHHOE MIPUMCHCHHE
YMCHHE HaBBIKOB
3 ot 60% 1o o01ue, HO He B IIEJIOM YCHENTHO, B IIEJIOM
(YZIOBIIETBOPUTEIHHO) 69% ot CTPYKTYPUPOBAaHHbIE HO HE YCIIEIIHOE, HO HE
MaKCUMaJIbHOMN 3HAHUS CHCTEMAaTHYECKH | CHCTEMaTUYECKOe
CyMMBI 0aJIIOB OCYIIECTBIISIEMOE MpUMEHEHNE
yMeHHe HaBBIKOB
4 (xoporio) ot 70% no c(hOpMHUPOBAHHEIE, B 1I€JIOM B IICJIOM
89% ot HO coJiepKaliue yCHEUIHOE, HO yCHEUIHOE, HO
MaKCUMaJIbHOM OTJICTIbHBIC coJieprKaIie coJieprKaIue
CyMMBI 0ayuioB | mpoOIeMbl 3HAHUS OTJICIIbHBIC OT/ICIIbHBIC
poOeIbl yMeHue poOeIbI
MPUMEHEHHE
HaBBIKOB
5 (OTIMYHO) >90% ot c(hOpMHUPOBaHHEIE | CHOPMUPOBAHHOE YCHENTHOE U
MaKCHUMaJIbHOM | CHCTEMAaTHYCCKHE YMCHHE CHCTEMAaTHYECKOE
CYMMBI 0aJIOB 3HAHUS MIPUMCHCHHE
HAaBBIKOB

[Ikana KOMIUIEKCHOH OLIeHKH C(hOPMHUPOBAHHOCTH KOMIIETEHIINI TIpuBeieHa B Tabmuie 9.3.
Tabmuia 9.3 — Illkana KOMIJIEKCHOM OIIEHKH C(OPMUPOBAHHOCTH KOMITETEHITUI

OrneHka

®opmynupoBKa TpeOOBaHUM K CTETIEHU KOMIIETECHIINH

2
(HEyAOBIETBOPUTEIILHO)

He nmeeT He0OXOAMMBIX MPEACTABICHUI O IPOBEPSEMOM MaTepHae

170071

3HaTh Ha ypPOBHE OPMEHTHPOBAHMS, ITpeicTaBieHnt. OOyyaronuiics 3HaeT
OCHOBHBIC NPU3HAKU UM TEPMUHBI U3y4aE€MOI0 3JIEMEHTA COACPIKAHUS, UX
OTHECEHHOCTb K OIIPE/ICTICHHON HayKe, OTPACIH WiIK 00BEKTaM, y3HAeT B
TEKCTaxX, M300paKEHUAX WIM CXEMaX U 3HAET, K KAKUM HCTOYHUKAM HY>KHO
oOpamiarbes s 0oJiee eTaabHOrO €ro YCBOCHHUS.

3 3HaTh U YMETh HA PeNPOAYKTHUBHOM ypoBHe. O0yyaronuxcs 3HaeT
(YZIOBIIETBOPUTENBHO) |M3YUYEHHBIHN 3JIEMEHT CO/IEpP KaHUSI PEIPOAYKTUBHO: IPOU3BOIBHO
BOCIPOU3BOAMT CBOU 3HAHUS YCTHO, MUCbMEHHO WM B IEMOHCTPUPYEMBIX
JIEUCTBHSIX.
4 (xopo11o) 3HaTh, yMETh, BIAIECTh HA AHAJMTHYECKOM ypOBHE. 3Has Ha

PEIPOAYKTHBHOM YPOBHC, YKA3bIBATh HA OCOOEHHOCTH M B3aUMOCBS3H
HN3Y4YCHHBIX O6’beKTOB, Ha UX JOCTOMHCTBA, OIpaHUYCHUA, UCTOPUIO U
MCPCICKTHUBLI pa3BUTHUA U 0COOEHHOCTH JJIA Pa3HbIX 00BEKTOB YCBOCHUSI.

5 (OTJIMYHO)

3HaTh, yMETb, BIAJICTh HA CHCTeMHOM ypoBHe. OOyuaromuiics 3HaeT
W3YYEHHBIHN 2JIEMEHT COEP KAHUSI CUCTEMHO, IPOM3BOJIBHO U 10Ka3aTEIbHO
BOCIIPOM3BOAMT CBOY 3HAHUS YCTHO, IMCBMEHHO WM B IEMOHCTPUPYEMBIX
JNENCTBUSAX, YUUTHIBAsI U YKA3bIBasl CBSA3HM U 3aBUCUMOCTH MEKIY ITUM
AJIEMEHTOM U JPYTMMHU JIEMEHTAMU COJAEPKaHUS AUCLHUILIMHBI, €T0
3HaYUMOCTb B COJIEP>KAHUU JUCLUILINHBL.

9.1.1. IlpuMepHBIii IepeYeHb TeCTOBBIX 32/1aHUI

1. Ha kakue 10KyMEHTOIIOTOKHU JEJIUTCS JOKYMEHTALMS:
a) MUCbMa, PACIIOPSKEHUS, 10T0BOPA;
0) moroBopa, JOKYMEHTHI OPTaHOB BJIACTH;
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B) BXOJSIIIME, UCXOASIINE, BHYyTPEHHHE TOKYMEHTHI;
r) oOpatieHus rpaxaan (Kaao0bl, MPEIOKEHUS U 3asIBJICHU ).

2. Y4eTr JOKyMEHTOB — 3TO:
a) BaKHEeWIIUiA 3Tan paboThl C JOKYMEHTAMU U ONpeeNsieTcs KaK 3alUCh YYETHBIX TaHHbBIX O
JIOKyMEHTE 10 YCTaHOBJIEHHON popMe, pukcupyromas GakT ero co3gaHusi, OTIpaBiIeHUs UIN
MOJTyYEHUS;
0) IBU)KEHHE JOKYMEHTOB B OpraHM3alMM C MOMEHTa UX MOJYYEHHUs WM CO3JaHHA 0
3aBeplICHMsI UCIIOJIHEHUS, OTIIPABKHU aJpecaTy WM CJaud Ha XpaHEeHHE,
B) yCTaHOBJICHHME U NPUMEHEHHE MPaBUJ C I€JbI0 YHOPSAJOUYEHUS NESITEIbHOCTU B
Ompe/aeJeHHONW 00JlacTU Ha MOJb3y W MPHU YYACTHUU BCEX 3aMHTEPECOBAHHBIX CTOPOH, B
YaCTHOCTH, IJISI NOCTHXKEHUS BceoOIlIeid ONTUMalbHONW SKOHOMUHM INpPHU COOJIONEHHUU
(YHKIIMOHATBHBIX YCJIOBHM U TPeOOBaHMIM TEXHUKH O€301aCHOCTH;
') YCTaHOBJIEHUE KOJMYECTBA U COCTaBa APXMBHBIX IOKYMEHTOB B €IMHUIAX yuyeTa U puKcalus
NPUHAJIIECKHOCTH KaXXJIOW €IMHHUIIBl yyeTa K ONpPEeeJIEeHHOMY KOMIUIEKCY U 00lieMy ux
KOJIMYECTBY B YUETHBIX JOKYMEHTaX.

3. O6beM TOKyMEHTO000pOTa — 3TO:
a) 3TO MaKCHUMaJbHO palHMOHAJIbHOE COKpAalleHHE KOJHUYECTBAa 4YEro-inbo myrem
CTaHJapTU3alUU K eIuHOu (opme;
0) MaTtepuanabHBIl 00BEKT, colaepkamuid MHPOpPMAIUI0 B 3aMKCHUPOBAHHOM BHIE H
CHEIMalIbHO MpEeAHAa3HAUYEHHBIN Ui ee mepefauyd BO BPEMEHH U IMPOCTPAHCTBE;
B) YCTaHOBJICHHE KOJMYECTBA U COCTaBa apXMBHBIX TOKYMEHTOB B €IMHUIAX yUeTa U (puKcarus
NPUHAJIECKHOCTH KaXXJIOW €IMHHUIIBl yyeTa K ONpEe/IeIEeHHOMY KOMIUIEKCY U 00lieMy ux
KOJIMYECTBY B YUETHBIX JOKYMEHTAX;
I') KOJUYECTBO JOKYMEHTOB, MOCTYNUBIIMX B OPraHU3alUI0 U CO3/IaHHBIX €10 B TE€YECHHUE
OTIpeIeNIEHHOT0 MEePHo/ia BPEMEHHU, KaK MpaBuio, Toja.

4. DNeKTPOHHBIN TOKYMEHTOO0OPOT — 3TO:
a) MaTepHaIbHBIA O00BEKT, coaepx)amuidi uHopManuioo B 3adUKCUPOBAHHOM BHIE H
CHEIUalIbHO MpEeAHAa3HAUYEHHBIN /Uid e€ mepefadyd BO BPEMEHH U IPOCTPAHCTBE;
0) IBU)KEHHE JOKYMEHTOB B OpraHM3alMM ¢ MOMEHTa UX MOJYYEHHUS WM CO3JaHHS 0
3aBeplICHMsI UCIIOJIHEHUS, OTIIPABKHU apecaTy WM CJaul Ha XpaHEeHHE,
B) 2JIEKTPOHHBIH JOKYMEHT - 3TO JOKYMEHT, B KOTOpOM HH(OpMaIus ImpeacTaBlieHa B
AIIEKTPOHHO-ITU(DPOBOI hopme;
I') oTpacib JeATEbHOCTH, OXBAaThIBAIONIAsl BOIPOCHl XpaHEHHUs U UCIOJb30BAHUS apXHUBHBIX
JIOKYMEHTOB.

5. Peructpanus 3JIeKTPOHHBIX TOKYMEHTOB - 3TO:
a) YCTaHOBJICHHE KOJMYECTBA U COCTaBa apXUBHBIX JOKYMEHTOB B €IMHUIAX yueTa U puxcaius
NPUHAJJIECKHOCTH KaXXJIOW €IMHHUIIBl yyeTa K ONpPEe/IeJIEeHHOMY KOMIUIEKCY M 00lieMy ux
KOJIMYECTBY B YUETHBIX JOKYMEHTAX;
0) BaxxHEHIIMII 3Tan paboThl C TOKYMEHTAMH U OMpPEAEIeTCs KaK 3aMuCh YUYETHBIX JTaHHbBIX O
JIOKyMEHTE 10 YCTaHOBJIEHHON popMe, pukcupyromas GakT ero co3aaHusi, OTIpaBiIeHUs WU
MOJTyYEHUS;
B) 9TO MAaKCHUMaJbHO palMOHaJIbHOE COKpallleHHuEe KOJIHUYEeCTBa 4Yero-iubo myrem
CTaHJapTH3alUU K eIuHON (opme;
r) opraHu3anus JOKyMEHTO00OpOTa, XpaHEHUs U HUCIOJIb30BaHUS JOKYMEHTOB B TEKylIeH
JESTEIIbHOCTH YUPEKICHUS.

6. KTo MOXeT oCyIIecTBIATh MePBOHAYAIBHBIN ITPUEM U 00paOOTKY JTOKYMEHTOB:
a) CEeKpeTaphb;
0) TUpeKTop;
B) HauaJbHUK OTJENa KaJIpOB;
r) crnenuaibHoOe monapasaeneHue ciayxob JJOY, paboTHuk ciyx6ws JJOY unu cexkperapnb
PYKOBOJUTEIIS.

7. JIokyMeHT, B KOTOPOM MH(OpMaIHs MPECTaBICHA B AJIEKTPOHHO-ITU(POBOIT hopme, 3TO:
a) DJIEKTPOHHAS MTOATHCH;
0) cepTuduKaT KIro4a MOAMNUCH,
B) DJIEKTPOHHBII TOKyMEHT.

8. Bnepsrle nepenaya OTYETHOCTH B IOCY/IapCTBEHHbBIE OPTaHbl 110 KaHajaM 3JEKTPOHHOU CBA3U
Obla peaqu30BaHa:
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10.

11.

Nk D=

S

10.
11.

12.
13.
14.
15.
16.
17.

18.

19.

20.

21.
22.

23.

24.
25.

a)B 1986 . B CIIIA;
0) B 90-x romax XX Beka B EBporie;
B) B 1999 r. B ABCTpanuu.

. B 3aBucumocTH OT cpeicTB JOKYMEHTUPOBAHUS PA3IMYAIOT CLIOCOOBI TOKYMEHTHPOBAHUS:

a) TEKCTOBBIE, DIIEKTPOHHBIE, ATIEKTPOMEXaHUIECKHE;

0) kuHO-, (hOTO-, BUJICOJOKYMEHTHPOBAHNUC;

B) TEKCTOBBIE, AIIEKTPOHHBIE, KHHO-, ()OTO-, BUICOIOKYMEHTHPOBAHHUE.

Cucrema JOKYMEHTAIUH - 3TO COBOKYITHOCTH TOKYMEHTOB:

a) ¢ IPaBWIBHO 0(OPMIICHHBIMU PEKBU3UTAMH, TTO3BOJISIOMIUMU €€ UACHTU(PHUIIMPOBATE;

0) pa3sTUYHBIX BUAOB M Pa3HOBHIHOCTEH, B3AMMOCBSI3aHHBIX 10 MPUHIIMIIAM TTPOUCXOXKICHUS,
Ha3HA4YCHMs, BUAA, CPEephl ACITEIHHOCTH, EUHBIM TPEOOBAHUSAM K O(DOPMIICHHIO;

B) 0OecreunBarouX HAKOTUICHHE, COXpaHeHne nH(popMaluy, mepeaady 1 UCToIb30BaHHE.
B 3aBHCHMOCTH OT HCTOYHHKA MOCTYTUICHHS PA3INYAIOTCs JOKYMEHTBI:

a) OT TeHEePAITLHOTO AUPEKTOPA, OT PYKOBOIAMTEIS ITOIPA3/ACICHHUS, OT BIIAACIbIIa MPoIecca;
0) OT OPraHOB MCTIOJHUTEIHLHOM BJIIACTH, OT MIPHUH, OT JIeTIapTaMeHTa 00pa30BaHMS;

B) BXOJISIIIHE, HCXOSIINE, BHYTPEHHHE.

9.1.2. IlepeyeHb BONPOCOB ISl 3a4€Ta

. IndopmanoHHble pecypchbl OpraHu3aluu.

IToHsiTHEe NOKyMeEHTa. DJIEKTPOHHBIM TOKYMEHT: ONpPEAEIEHUE, CTPYKTYypa, OTPAHUYEHUS
UCIIOJIb30BaHUS.

OcHoBHBIE (DYHKIIUU TOKYMEHTOB.

IOpuaunueckas cuna 10KyMeHTa.

CrannapTuzanus 10KyMEHTAIIMOHHOTO 00eCIIeYeHus YIIPaBICHHUS.

YHuduuupoBaHHast CUCTEMa JTOKYMEHTAIHH.

OCHOBBI OpraHu3alMy JOKYMEHTO000pOTa MPEANPUATHS: TIOHATHE, CXeMa JJOKYMEHTO000poTa,
KOJINYECTBEHHBIE XapaKTEPUCTUKHU JTOKYyMEHTO000pOTA.

OrpanuyeHus BeieHUs1 OyMakHOTO JJOKYMEHTOO0OPOTa B COBPEMEHHOI OpraHu3aluu.
DeKTpOHHAs MOANUCH: THIHM3AIMUs, XapaKTepUCTUKa, HOpMaTUBHas 0a3a, obecrneunBaomas
BHEJJPEHUE U pPeaIN3alUI0, YCIOBHS IPUAAHNS IOPUANYECKON CUIIBI.
PernameHThI ynpaBieHus 1OKyMEHTaMH.
Bxonsmue, BHyTpeHHHE U UCXOMSAIINE JOKYMEHTBI: aHAJU3 TUIOBBIX MAPUIPYTOB JBUKCHUS
JIOKYMEHTOB; BBINIOJIHSIEMBIEC OINE€pallMi; OrpaHHYEHUs, Memaromue 3QpPeKTUBHOI padoTe ¢
JIOKYMEHTaMHU B COBPEMEHHOW OpraHU3aluy.
[Tpennoceuiky nepexo/ia K 3JEKTPOHHBIM JJOKYMEHTaM H 3JIEKTPOHHOMY JIOKYMEHTOO0O0pOTY.
VYnpasnenue 3anucsimu (RM).
CucTeMbl AIEKTPOHHOTO JoKyMeHTooO0opoTta (CO/).
Cucremsl ynpaBieHus: KOpropaTuBHbIM KOHTeHTOM (EMC-cuctemsr).
ONEKTPOHHBIN apXUB.
VYcnoBus pa3BUTUSA TEXHOJIOTUH, NPEATIOCHUIKA UCIOIb30BaHUS TEXHOJOIUN UCIIONIb30BAHMS
COA.
W3MmeHeHne 0XKMIaHUS KIMEHTOB: MOBBIIIEHUE 3()()EKTUBHOCTH, CHUXKEHUE OINEpPalMOHHBIX
3aTpar, ONTUMHU3ALUs OU3HEC-TIPOLIECCOB, IPUBJICYCHHUE U YACP)KaHUE JIOATbHBIX KIMEHTOB.
[TonHoneHHOE oOecmeueHHe BCEX TPAJUIMOHHBIX 3TamnoB paboTHl ¢ JOKYMEHTaMHU B
JIeJIONPOU3BOACTBE (00paboTKa M perucTpanus JOKYMEHTOB, Y4eT, KOHTPOJIb HCIIOIHEHUS,
apXUBHUPOBAHHUE).
Opranuzanus UHGOPMAIMOHHOTO OOMEHAa M COBMECTHOW paboOThl ¢ KOPHOPATUBHBIMH
XpaHWIUILAMU UH(OPMAIMH, YIIpaBlIeHHE TOTOKaMH padoT.
VYnpaBieHue apxuBaMu 3JIEKTPOHHBIX U OyMaXKHBIX JOKYMEHTOB.
AKTyanu3anusi KOpIopaTUBHOIO KOHTEHTa U 00ecrieyeHre KOHTPOIMPYEMOTO IOCTYyTa K HEMY B
Intranet—cersx.
W3BineyeHue 3HaHUM U3 apXHUBOB JOKYMEHTOB U APYIHX HCTOYHUKOB KOPIOPATHUBHOMU
uHpopManuu (MMOUCK JOKYMEHTOB 10 aTpHOyTaM U MOJIHOTEKCTOBBIM ITOUCK).
WHTerpanus ¢ BHEIIHUMHU CUCTEMAaMU 3JICKTPOHHOM MOYTHI.
CoBpemenHas apxutektypa COJl: HeHTpaan30BaHHOE XPaHWINILE JIEKTPOHHBIX JOKYMEHTOB,
CHUCTEMBI yNpaBICHUS JTOKYMEHTOOOOPOTOM, KOMMYHUKALIMOHHAs CpeJla, MHTErPalluOHHbIE U
CUCTEMHbBIE KOMIIOHEHTBHI.
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9.1.3. IIpuMepHbBIii NepeYyeHb BOMPOCOB /ISl 3aA1UUTHI MPAKTHYECKUX 3aAHATHI

1. Co3naHue S3JIEKTPOHHBIX JOKYMEHTOB, BEJEHUE CUCTEMBbI CIIPABOUYHUKOB, yINpaBICHUE
JICIIOBBIMU TPOLIECCAMH.

2. Iomneprkka MpoOIECCOB COTIACOBaHUS U 00PaOOTKH IOKYMEHTOB, BblJaua 3aJJaHHii U KOHTPOJIb
WX WUCIIOJHCHUs, 00ecleYeHHEe B3aUMOJICHCTBUS MEXAY COTPYJHHUKaMH B XO0jJ¢ OM3HEC-
MPOILIECCOB, MOAAEPKKA CBOOOTHBIX M KECTKUX MapipyToB (workflow).

3. IMomxompl K CO3JJAHHUIO CUCTEM DIIEKTPOHHOTO JIOKYyMEHTO000pOTA.

4. TpeboBaHUs K cUCTEMaM, UX (PYHKIIMOHAITY. KOMaHHAs UTpa: Talbl BEIOOpAa U BHEIPEHUS
CDB/1 B opranuzanuu.

5. CocraBienue 0a3pl JAHHBIX MO OpPTAaHU3AILMOHHO-METOAUWYECKOMY oOecmeueHuio /[
OpraHu3aIuH.

6. Mo3roBo# mTypM: 32 U IPOTUB BHEAPEHHS AIEKTPOHHOTO JOKYMEHTOO00POTa B OPraHU3aIUH.

9.1.4. TembI J1a00paTOPHBIX PadoT

1. PermameHThl ynpaBlieHUs: JOKyMEHTaMH. Bxojsiue, BHYTpEHHHE U HCXOASAIINE TOKYMEHTHI:
aHaJIM3 TUTIOBBIX MAPIIPYTOB JBIKEHUS JTOKYMEHTOB; BBHIIIOJHIEMBIC ONIEPAIlii; OTPaHUYCHUS,
Mermaronme 3PPeKTHBHON pabOThl C JOKYMEHTaMH B COBPEMEHHON OpTraHU3allHH.

2. [lonmHomeHHoe oOecreyeHne BCEX TPAAMIHMOHHBIX 3TAaloB pabOThl ¢ JOKyYMEHTaMH B
JETIOTIPOU3BOICTBE (00pabOTKa M PETHCTpaIvs JOKYMEHTOB, y4eT, KOHTPOJIb HCIIOJHCHUS,
apxuBupoBaHue). Opranuszanus MHGOPMALIMOHHOIO OOMEHAa M COBMECTHOM paboOThHI C
KOPIOPAaTUBHBIMH XpaHWIHIIAMU WH(OPMAINH, YIPABJICHHE MOTOKaMU paboT. YmpaBieHue
apXUBaMH AJIEKTPOHHBIX TOKYMEHTOB.

3. IIpoexTupoBaHue B OpraHU3AIMK HOMEHKIATYpHI neid. DopmupoBanue u ohopmiIeHHE el
ABTOMAaTHU3UPOBAHHBIE CHCTEMBI YIPaBJICHHS KOPIOPATUBHBIM JOKYMEHTOOOOPOTOM.
ABTOMAaTH3aIMsl CUCTEM KOHTPOJSI 332 MCIIOJIHEHHEM JOKYMEHTOB.

4. KopoOouHble perieHust — CTaHJapTHBIE JUIsl BCEX MOKymarteiaed (pyHKIMH, TOTHBIH KOMIUIEKT
MHCTPYKIIMH N0 YCTaHOBKE M MHCTAJUISIUHM, KOTOPBIMA MOXET BOCIIOJIB30BaTHCS JTIO0O0H
[10JIb30BaTeNb. AHAIN3 0COOEHHOCTENH MUPOBOTO U POCCUICKOrO pbIHKaA npousoauteneit UT-
pEeIIeHUI I MOAACePKKH YIPABICHUS TOKyMEeHTaMHu U KoHTeHToM (1o Forester, Gartner).
Jlanamradgt poccutickoro peraka C3J1 u ECM.

5. OdopmieHne U pacchuiKa OHJIaWH-TIpUrIameHuid. OpopmiIeHUEe U COCTaBICHUE MTPOTOKOIOB
COBeIaHWW, KOHpepeHnni, coOpanuii. MapmpyTuzanusi , co3naHue OT4ETOB, BEICHHE
AIIEKTPOHHOTO apXHBa.

9.1.5. TeMbl NpaKTUYECKUX 3aHATHI

1. Co3naHue S3JIEKTPOHHBIX JAOKYMEHTOB, BEJEHUE CHUCTEMBbI CIIPABOYHUKOB, yIMpaBICHUE
JeJOBBIMH TIporieccamu. [loanepxkka mporeccoB coriacoBaHus U 00padOTKU JOKYMEHTOB,
BbIJlaYya 3aJlaHUi U KOHTPOJIb UX HMCIOJHEHHS, 00CCICUCHHE B3aUMOJCHCTBUS MEKIY
COTPYJHUKAMH B X0Ji¢ OU3HEC-MIPOIIECCOB, MOIAEPKKA CBOOOJIHBIX U KECTKHX MapIIPyTOB
(workflow).

2. IMoaxoapl K CO3AaHUIO0 CUCTEM AJIEKTPOHHOTO IOKYMEHT0000poTa. TpeOoBaHus K CUCTEMaM, X
GbyHKIIMOHATY. KOMaH/IHAas Urpa: HTanbl BeiOopa u BHeApeHus COJ] B opranuzanum.

3. CoctaBnenue 0a3pl JaHHBIX MO OPraHU3aIMOHHO-METOAMYECKOMY obecmedeHuto D]
opranuzanuu. Mo3roBoii MTypM: 3a ¥ IPOTHB BHEAPCHHS SJICKTPOHHOT'O JOKYMEHTO000pOTa B
OpraHu3aIuH.

4. IlpoBenenune TemaTuueckoi koHpepeHuu (oHIaiH-KOH(pepeHMK) mo mpobdremam CI/I,
nudposuzaruun CMK.

9.1.6. IlpMepHbBIii IepedeHb TeM IJI BHICTYILUIEHHS (I0KJIa1a) HA 3aHATHHN

1. TocynapcTBeHHOE peryjlMpoBaHuE, HOpMaTHBHAs NpaBoBas M METOJMYECKass OCHOBA
JOKYMEHTAIMOHHOTO 00eCTieueH sl YIPaBICHUSI.

Krnaccudukanus cucTem 3JeKTPOHHOTO JOKYMEHTO000pOTA.

[IpenmoceiIky epexo/ia K AJIEKTPOHHBIM JIOKYMEHTAM U JICKTPOHHOMY JIOKYMEHTOOOOPOTY.
Br160p 1 BHEIpEHHE KOMIUICKCHBIX CHCTEM JJICKTPOHHOTO JOKYMEHTO000POTA.

IOpunnyeckas cuna T0KyMeHTa.

Crannaptuzanus. Y HUGHUIMPOBAHHAS CUCTEMa JOKYMEHTAIUH.

SAINATE I
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7. OnbIT pocCUUCKUX MpeAnpusTrid no BHeApeHuto CO/I.
8. 3apyOexHBII OMBIT BEAYIUX KOMIAHUH 10 ucnoib3oBanuio COJ B pabdoTe.
9. Hudposuzanus CMK.
10. TlpodeccuoHanbHble KOMIETEHIIMUA CHEIHAJIUCTOB B 00JaCTH KadecTBa B HU(POBOM
HKOHOMHUKE.

9.2. MeToan4yeckne peKOMeH AU

VYyeOHubIil MaTepuan uznaraercs B (Gopme, mpeanoaramplileii caMoCTOATENbHOE MBIILICHHE
CTYZCHTOB, camooOpa3oBanue. [Ipu 3ToM camocTosaTenpHast paboTa CTyA€HTOB UTPAET PEIIAIONIYIO POJIb
B XO/I€ BCETro y4eOHOro mporecca.

Hauatp n3ydeHne MUCHMILUIMHBI HEOOXOIUMO CO 3HAKOMCTBA ¢ padoueil MporpaMMOid, CIIUCKOM
y4eOHO-METOJMUECKOT0 U MporpaMMHoro obdecneuenus. CamocrostenbHas paboTa CTyAeHTa BKIIOYAET
paboTy ¢ yuyeOHBIMU MaTepHalaMH, BBINOJHEHHE KOHTPOJBHBIX MEPONPUITHH, MPEeTyCMOTPEHHBIX
y4eOHBIM IITAHOM.

B nporecce n3ydeHus: IUCUUIUIMHBI IS JIyYIIETO OCBOCHUS MaTepuaina He0OXOAMMO PETYISIPHO
oOpamarbcsi K PeKOMEHAYEMOM JIuTeparype M MCTOYHMKAM, YKa3aHHBIM B y4eOHBIX Marepuaiax;
MOJIb30BAThCS 4Yepe3 KaOWHET CTyJAeHTa Ha caiiTe YHuBepcUTeTa 00pa3oBaTENbHBIMH pecypcamu
AJIEKTPOHHO-OMOIMOTEYHOM CHUCTEMBI, @ TaKXkKe OOIIEAOCTYITHBIMUA HHTEPHET-IOPTANIaMH, COJCPKAILIUMHU
Hay4YHO-TIONYJSPHBIE U CIELUAJIU3UPOBAHHBIE MaTepHasbl, MOCBSIIEHHBIE PAa3JIUYHBIM aCIEKTaM
y4eOHOM JUCUUIUINHBL.

IIpu caMOCTOATEILHOM U3YYEHUU TEM CIEAYHTE PEKOMEHIALMSIM:

— YTEHHME HWJIM NPOCMOTP MaTepHuajla OCYLECTBISANTE CO CKOPOCTHIO, NOCTATOYHOM s
MHAUBHUAYAIbHOTO NTOHUMAaHUS U OCBOEHMS MaTepuaja, BblIIENssl OCHOBHBIE UJEH; HA OCHOBAHUHU
N3yUYEHHOT'0 COCTAaBUTH Te3UChl. OCBOMB MaTepual, MONbITaTbCS COOTHECTH TEOPHUIO ¢ IPUMEpPAMHU U3
MIPaKTUKU;

— €CJIM B TEKCTE BCTPEYAIOTCS HE3HAKOMBIE UM MAJIO3HAKOMBIE TEPMUHBI, CIEAYET BBISICHUTH UX
3HAYEHUE NI IOHMMaHUS JAJbHEHNIIEro MaTepuaa;

— OCMBICJIMBAlTE IPOYUTAHHOE U N3YUEHHOE, OTBEYANTE Ha MPEJI0KEHHBIE BOIIPOCHI.

CryneHTsl MOTYT MOJy4aTh HHAMBUyalbHbIE KOHCYJIbTALMH, B T.4. C UCIIOJb30BAaHUEM CPEJICTB
TEIEKOMMYHHUKALUH.

[To gucuuniauHe MOTYT MPOBOAMTHCS OMOJHHUTEIbHBIE 3aHATHUSA, B T.4. B (hopmMe BeOMHAPOB.
Pacnucanue BeOMHAPOB U 3amUCHU BEOMHAPOB MYOJHMKYIOTCS B 3JEKTPOHHOM Kypce / 3JIeKTPOHHOM
YKypHaJIe 110 TUCLUIUINHE.

9.3. Tpeﬁona}mﬂ K OCHOYHBIM MaTepuajJdamM Jisl JUIl ¢ OrPaHHYCHHBIMHA BO3MOKHOCTAMMU
310pOBbHA U HHBAJIUA0OB

Jns nun ¢ OrpaHUYEHHBIMH BO3MOJXKHOCTSIMH 370pPOBBS U WHBAJIHUJIOB MPEIYCMOTPEHBI
JOTIOJTHUTEIBHBIC OIEHOYHBIE MaTepHAJIbl, MEpeUeHb KOTOPHIX yKa3aH B Tabiuie 9.2.

Tabnuna 9.2 — JlomoJHUTENbHBIE MaTEpHaNbl OINCHUBAHUSA JUISA JIMI C OTPaHUYCHHBIMU
BO3MOKHOCTSIMH 3JIOPOBBSI M1 MHBAJIUIOB

Buasl 1ooIHUTENBEHBIX OLIEHOYHBIX DOopMBbI KOHTPOJISI U OLIEHKH

Kareropuu o0y4aromuxcs

MaTepUaoB pe3yJIbTaTOB 00YUYEHUS
C HapylIeHHsIMU cllyXa TecTbl, TUCbMEHHBIE [Ipenmy1ieCTBEHHO MUCbMEHHAs
CaMoCTOsITeNIbHbIE pabOThI, BOMPOCHI MpoBepKa
K 3a4€eTy, KOHTPOJIbHbIE paOOTHI
C HapyLIEeHUAMU 3pEHUS CobecenoBaHue 1o BOIIPOCaM K [IpenmyniecTBEHHO yCTHas
3a4eTy, ONpOC 110 TEPMUHAM poBepKa (MHIUBUYATBHO)
C HapylHIEeHUSIMU OTIOPHO- Pemienue nucTaHIIMOHHBIX TECTOB, [IpenmytiecTBEHHO

JBUTATEJIBHOTO alapara | KOHTPOJIbHbIE pa0OThI, MUCbMEHHBIE | AMCTAaHIMOHHBIMU METOAAMMU
CaMOCTOSITENIbHBIE PaOOTHI, BOITPOCHI
K 3a4eTy
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C orpaHMyYeHUSIMH TIO
0011IeMETUIIUHCKUM
MOKa3aHUSIM

TecThl, TUChbMCHHBIC
CaMOCTOSITEIIbHBIE PAOOTHI, BOTIPOCHI
K 3a4€Ty, KOHTPOJbHBIE paOOTHI,
YCTHBIE OTBETHI

[Ipeumy1iecTBEHHO POBEpPKA
METOAAMHU, ONPEACIIAIOLIMMUCS
UCXOJS U3 COCTOSIHUS
o0yyaromerocss Ha MOMEHT
IIPOBEPKU

94. MeToauuecKkue PECKOMEHIAUHU MO OIMCHOYHBIM MaTepuajaamMm IJid JUll ¢ OrpaHUYC¢HHBIMHU
BO3MOKHOCTSIMHA 310POBbS U UHBAJINI0B

Jns nui ¢ orpaHUYEHHBIMH BO3MOXKHOCTSIMU 3J0POBbSI U MHBAJIHUJIOB MPEayCMaTPUBACTCS
JOCTYITHAs popMa Mpea0CTaBICHUS 3aJaHUI OIICHOYHBIX CPEJICTB, 4 UMEHHO:

— B IIeYaTHOU (opme;

— B IieyaTHOM hopme ¢ yBeJIMYEHHBIM HIPUPTOM;

— B (hopMe IIEKTPOHHOTO JOKYMEHTA;

— METOJIOM YTE€HHSI aCCUCTEHTOM 3aJ]aHUsl BCIIYX;

— IpeJ0CTaBICHHUE 3a/1aHUs C UCIOIb30BaHUEM CYpIOTIEPEBOAA.

Jluuam ¢ orpaHMYE€HHBIMU BO3MOXKHOCTSMH 3/I0POBbSI M MHBAJIKAaM yBEJIUUYMUBAETCS BpeMs Ha
MOJITOTOBKY OTBETOB Ha KOHTPOJIbHbIE BOMpockl. s Takux oOyyarouiuxcs mpeaycMaTpuBaeTCs
nocTynHast popma npeaocTaBiIeHHsI OTBETOB Ha 3aJlaHUsl, @ UMEHHO:

— MUCBMEHHO Ha Oymare;

— Ha0Op OTBETOB Ha KOMIIBIOTEPE;

— HabOp OTBETOB C UCIOJIH30BAHNEM YCIIYT aCCHCTEHTA;

— MpEe/ICTaBIIEHUE OTBETOB YCTHO.

[Ipouenypa omeHWBaHHUS PE3yIbTATOB OOYYEHHUsS JHUIl C OTPAHUUYCHHBIMHU BO3MOXXHOCTSIMHU
3I0pPOBbSI M WHBAIUIOB 10 AUCIHILIMHE TPEIyCMAaTPUBACT MpeJAOoCTaBlIeHne HHPopManuu B Gopmax,
a/IaTITUPOBAHHBIX K OTPAaHUYEHISIM UX 3I0POBbBSI U BOCIIPHATHS HHPOPMAITUH:

Jst Iuu ¢ HAapylIeHUsIMU 3PeHu:

— B (hopMe IIEKTPOHHOTO JOKYMEHTA;

— B rieyaTHOU popme yBeIMueHHBIM HIpUdTOM.

J1st Iun ¢ HApYLIeHUsIMU cJIyXa:

— B (hopMe IIEKTPOHHOTO JOKYMEHTA;

— B TIe4aTHOU (opme.
JJ1s1 11 ¢ HApyLIEHUSIMH OTIOPHO-ABHUIaTEJIbHOIO anmapara:

— B popMe 3JIEKTPOHHOTO TIOKYMEHTA;

— B IIeyaTHOU (opme.

[Ipn HEOOXOAUMOCTH JJIsl JUI] C OTPAHUYCHHBIMU BO3MOXHOCTSIMH 3JI0POBbSI U MHBAJIHUIOB
MpoIieIypa OLICHUBAHUS PE3YJIBTATOB 00YUEHHUS MOXKET IPOBOJUTHCS B HECKOJIBKO JTaIloB.
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