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1. EJIX OCBOEHUSA JUCHUITJINHBI
1.1. Ileap AMCIUIIIMHBI - MOJYYEHHE TEOPETUUYECKUX 3HAHUM W MPAKTUYECKUX HABBIKOB B
O6J'IaCTI/I HCIOJIb30BAHHA COBPCMCHHBIX CPCACTB NOKYMCHTAIIMOHHOT O O6€CH€‘I€HI/I5I YIIPpaBJICHUA
NESATENIbHOCThIO OpraHM3allMii Ha OCHOBE TEXHOJIOTUH aBTOMATHU3AallMM  YIPaBICHUYECKUX
IPOIECCOB W OOpalOTKM  JOKYMEHTOB C  TNPUMEHEHHEM CHCTEM  DIIEKTPOHHOTO
JTIOKYMEHTO000POTA.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OIIOII
bnok OIIOIT BO: B1.B.1.09
2.1 TpeGoBaHusI K TpeABAPUTEILHON MTOATOTOBKE 00YJarOIErocs:
JIJis yCIIenHOTo OCBOGHUS TUCIUTUTMHBI HEOOXOIMMBI 3HAHUS, YMEHUS U HABBIKH, TIOTy4YCHHBIC
B pe3yjbTaTe U3Y4YCHHUS JUCHUIUIUH: «OKOHOMHUKa», «HPOpMAIMOHHBIE CHUCTEMBI U
TEXHOJIOTUI.
2.2 JIuCuWIIMHBI M TPAKTHKH, JJI KOTOPBIX OCBOCHHME JaHHOW JUCHUIUIAHBI (MOJYJIS)
HEOOXO0MMO KaK MPE/IIeCTBYIOIIEE:
3HaHUs, TOJy4YEHHbIE MPU HM3YUYEHUU [UCUUIUIMHBI, HCHOJB3YIOTCS B JalbHeHIIeM Mmpu
MOJTOTOBKE BBITYCKHBIX KBAJTU(UKAITMOHHBIX paloT.

3. HEPEYEHbDb INTAHUPYEMBbIX PE3YJIbTATOB OB YUEHUSA
O AMCIUIIVIMHE (MOAYJIIO), COOTHECEHHBIX C UHAUKATOPAMU
JOCTWXXEHUSI KOMIIETEHIIUM
JlocTuxkeHHsl TUITaHUPYEMBIX pPe3yJbTaTOB OOY4YeHHS, COOTHECEHHBIX C OOLIUMMHU UEISIMH U
3agauamu OIIOII, siBrsieTcst 1enbio OCBOGHUS IUCIUILINHBI.
B pesynpraTe nM3ydeHHs NUCHUIUIMHBI O0yYarolMiics JOJKEH YCBOUTH TPYAOBble (PYyHKIHMU B
COOTBETCTBUM C NPOQEeCcCHOHATBHBIM cTaHAapToM «CnenuaaucT 1o MHPOPMALMOHHBIM
cucteMaM» (yTBEp)KJICH NpUKa3oM MUHHCTEPCTBA TPyAa U colManbHOM 3amuThl PO ot Poccun
ot 18 Hos6ps 2014 roga Ne 8951).
O6o0menHas TpynoBas GyHKIHS — BeimonHeHne paboT U ympaBjieHHE paboTaMH 1O CO3aHHUIO
(Momu¢pukanuu) u compoBoxkzaeHuto HC, aBTOMAaTH3MPYIOUIMX 3aJauyd OpPraHU3allMOHHOTO
yrpaBieHus U ousHec-mpouecch (koa — C/6).
TpynoBast pyHkus - JIOKyMEHTHpPOBaHHE CYIIECTBYIOUIMX OHM3HEC-NPOIIECCOB OpraHU3alUu
3aKa3yurKa (peBepc-uHKUHUPUHT OU3HEC-TporieccoB opranuzamnum) (komx — C/07.6).
TpynoBeie neiictBus: Omnucanue OW3HEC-POLIECCOB HA OCHOBE HCXOAHBIX JIaHHBIX,
CornacoBaHue ¢ 3aKa34MKOM OMHUCAaHMs OM3HEC-TIPOIIECCOB
Tpynosas ¢ynkmus - Pazpabotka moaenu OuszHec-nporeccoB 3akazuuka (kog — C/08.6)
Tpynossie nerictBus: Pa3paboTka Moaenun OM3HEC-TPOIIECCOB
TpynoBas pynkuus - Onpenenenue NopsaKa yrpaBieHus qJokymenTaruei (ko - C/51.6)
Tpynosie nerictBus: Pa3paboTka periiaMeHTOB YIIPaBICHHS JOKYMEHTAIHEH
Tpynosas ¢pynkius - Opranuzanus coriacoBaHus JokymeHTanuu (kox - C/52.6)
Tpynoseie neiictBusi: Paboune cornacoBanus JOKyMEHTALUU MO BBIMOJIHAEMBIM paboTam
Tpynosast pynkius - Opranuzanust yTBepxkaeHus fokymentanuu (xox - C/53.6)
Tpynossie neiictBusi: Onpenenenue (GopMaToB M KaHAJIOB B3aWMOJICHCTBHUS IO YTBEPKIACHHUIO
JIOKYMEHTOB
TpynoBas pyukmnus - Onrumuzanus padotsl UC (kox - C/26.6)
Tpynossie neiictBus: KonnyectBeHHOE OIpeiesieHue CyIECTBYIONIMX MapamMmeTpoB padoTsl NC

OcBoeHMe TUCIMITIMHBI HAaPaBJIeHO HAa ()OPMUPOBAHUE CICAYIOINX KOMIETEHIUH:

Komnerenums NapnkaTopsl A0CTHKEHUS Pe3ynabTaThl 00yuenus
(Ko ¥ HAMMEHOBAHWME) KOMIIeTeHIIH A
(Kom ¥ HAaWMEHOBAHUE)

Tun 3amga4 npodecCuoHaTbLHON AeITCIbHOCTH: MPOSKTHBIH

[IKC-2. Cnocoben INKC-2.1. OcymecTBnser 3HaTh: IPEIMETHYIO 00JacTh
JIOKYMEHTHPOBaHHE ABTOMATH3allM1, CHCTEMBI




MO/JICJIMPOBATh MIPHUKJIAJIHbIC
(6u3Hec) mporeccs U
MpeaAMETHYIO 00JacTh

CYLIECTBYIOINX OU3HEC-
MPOLIECCOB OPTaHU3aALUN
3aKa3yuKa

KJIACCU(DUKAIIUN W KOJUPOBAHUS
nH(OpMaNnU, B TOM YUCIIE
MPUCBOCHHUE KOJIOB JOKYMEHTaM U
JJIEMEHTaM CIPAaBOYHHKOB,
METOOJIOTHIO BEACHUS
JOKYMEHTO0000pOTa B OPraHU3aIHsIX
YMeTh: aHaIU3UPOBATh UCXOIHYIO
JIOKYMCHTAIUIO

BitaneTh: HaBBIKAMH OTIHICAHUS OU3HEC-
MPOIECCOB HA OCHOBE MCXOTHBIX
JTAHHBIX, COTJIACOBAHHUS C 3aKa3YHKOM
OIMcaHus OM3HEC-TIPOLIECCOB

[TIKC-2.2. PazpabaTsiBaeT
MoJieb OM3HEC-IIPOLIECCOB
3aKa34yMKa

3HaTh: MPEAMETHYIO 00J1aCTh
aBTOMATH3AIMH, HHCTPYMCHTHI U
METOJIbI MOACTNPOBAaHNUS OM3HEC-
MIPOIIECCOB, METOAUKH OMUCAHUS U
MOJICTTUPOBAaHUS OU3HEC-TTPOLIECCOB,
CpelncTBa MOJICIHPOBaHMS On3HEC-
MIPOIIECCOB, METOIOJIOTHIO BEICHUS
JIOKyMEHTO0000pOTa B OpTraHU3AIUIX
YMeTh: aHAMU3UPOBATH HCXOTHYIO
JIOKYMCHTAIUIO

BitaneTs: HaBBIKaMu pa3pabOTKU
MOJIeJIi OU3HEC-TIPOIIECCOB

ITKC-3. Crioco6eH mpoBOIUTh
obclienoBaHre OpTaHu3aIni,
BBISIBIISITH HH(GOPMAIIMOHHBIC
MOTPEeOHOCTH TOJIB30BATENEH,
(dhopmupoBaTh TpeOOBaHUS K
UHPOPMAIMOHHON crcTeMe

INKC-3.2. OnpenensieT Nopsaok
YIpaBJIEHUS TOKYMEHTaUEH

3HaTh: COBPEMEHHBIN OT€UECTBEHHBIN
1 3apyOEKHBIN OIBIT B
MpoQeCCUOHATBHON IEATETLHOCTH,
METO0JOTHIO BEACHMS
JIOKYMEHTO000pOTa B OPTaHU3aIHIX
YMeTh: pa3pabaTeiBaTh periaMeHTHBIC
JIOKYMEHTBI

Brnaners: HaBbIKaMu pa3pabOTKH
periIaMeHTOB yNpaBleHUs
JIOKyMEHTaluen

INKC-3.3. Opranusyet
COTJIaCOBaHUE TOKYMEHTAIUH

3HaTh: HHCTPYMEHTBI U MCTOIBI
COTJIACOBAHUS JOKYMCHTAIIHH,
COBPEMEHHBIN OT€UECTBEHHBIN U
3apyOeKHBIN OTIBIT B
npohecCHOHATBLHON NeSTCIEHOCTH,
METOJIOJIOTHIO BEJICHUS
JOKyMEHTO000pOTa B OpPTaHU3AIUAX
YMeTh: IpOU3BOANTH paboyee U
(dhopmanpHOE cortacoBaHUE
JOKyMEHTAIHI

BiianeTs: HaBBIKAMH MIPOBEICHUS
pabouyux corIacoBaHUM JOKYMEHTAIMH
O BBITIOJIHSAEMBIM padoTam

I[IKC-3.4. OcymiecTBisieT
OpraHU3aIUI0 YTBEPKICHUS
JIOKYMCHTAI[UU

3HaTh: COBPEMEHHBIN OT€UECTBEHHBIN
1 3apyOCIKHBIH OIBIT B
npo(hecCHOHANBHOM JeSTCILHOCTH,
METOJ0JOTHIO BEACHHS
JIOKYMEHTO000pOTa B OPraHU3aIHsIX
YMeTh: aHATU3UPOBATh BXOIHYIO
nH(pOpMaIHIo

Branets: HaBbIKAMH ONIPEACIICHUS
(hopMaTOB M KaHAJIIOB B3aUMOJICHCTBUS
110 YTBEP)KIEHUIO TOKYMEHTOB

TIKC-5. Criocoben
JKCIUTYaTUPOBATH U
COMPOBOXKAThH
UH()OPMAIHOHHBIE CHCTEMBI

I[TIKC-5.1. Ontumusupyet
paboty 1C

3HaTh: Bo3MoxxHOCTH MC, IpeaMeTHYIO
001aCTh aBTOMATH3ALINH,
MPOrPaMMHBIC CPEICTBA U TUTAT(HOPMEI
UHPPACTPYKTYPHI HHPOPMAITUOHHBIX
TEXHOJIOTHI OpraHu3aluid,
COBPEMEHHBII OT€YECTBEHHBIN U




3apyOCKHBIA OMBIT B
po(heCCHOHATBHOM AeSTCIBHOCTH
YMeTh: aHAIU3UPOBATh UCXOIHBIC
JAaHHBIC

BraneTs: HaBbIKaM# KOJIMYECTBEHHOTO

OTIpeIeNIeHUsI CYIECTBYIOIINX
napameTpoB paboTsr NC

Imanvt  opmuposanusn

KomnemeHnyuii

6

npoyecce

0C60€HUA

obpazoeamenvnoi

nporpaMmabl: B COOTBETCTBHUU C y‘IGGHBIM IJIaHOM W TIaHHUPYCMBIMU PC3YyJIbTaTaMU OCBOCHU

OIIOII.

4. PACIIPEJIEJIEHUE YACOB JUCIUIIJIMHBI 110 CEMECTPAM (o4nasi popma)

Bun 3ansaruit 1 2 3 4 5 6 7 8 Uroro
VII PIIJ VII PIIA
Jlexumn 32 32 32 32
JIabopaTopHbIE 64 64 64 64
KCP 2 2 2 2
KypcoBast pabora 1,5 1,5 1,5 1,5
[Koncynbranus 1 1 1 1
[Ipuem sk3ameHa 0,251 0,25 0,251 0,25
KonrakTHas paboTa oOyuaromuxcs 100,75|100,75 100,75[100,75
c mpernoiaBaTeneM (ayAuTOpHasi)
Cam. pabora 62,5 | 62,5 62,5 | 62,5
Kontpons 16,75116,75 16,75116,75
roro 180 | 180 180 | 180
PACHIPEJIEJIEHUE YACOB JJUCHUIIJIMHBI ITIO KYPCAM (3aounasi popma)
Bux sansTuit 1 2 3 4 5 6 7 8 Hroro
VII | PIIJT | VII PIIQ VII PIIJ
Jlexiumn 2 6 6 8 8
JIabopaTopHbIE 2 10 10 12 12
KCP
KypcoBast pabora 0,5 0,5 0,5 0,5
[Koncynprarmst 1 1 1 1
[Iprem sk3ameHa 0,25 | 0,25 0,251 0,25
[Ipuem 3auera
KonTakTHas paboTa 00yJarommxcst 4 4 117,75117,75 21,75(21,75
C rpernojaBaTeseM (ayIuTopHasi)
Cam. pabora 32 | 32 [119,5]119,5 151,5|151,5
KonTponn 6,75 | 6,75 6,75 | 6,75
HToro 36 | 36 | 144 | 144 180 | 180
CTPYKTYPA U COJEP)KAHUE JIJUCIUTLINHBI (ounas dopma)
Kon HaumeHoBaHMe pa3aejioB H TeM /BU/ 3aHATHSA/ Cemectp | Yacos HNupukaropnl
3aHs JOCTHKEHUSI
TUs KOMIeTeHuuii
Pazpgen 1. Cucrembl BeeHUsI JOKYMEHTALUH
1.1 OCHOBBI OpraHU3aIUU TOKYMEHTO000pOTa 7 4 TIKC-3.2, TIKC-3.3,
Ionsrue nokvmenta /JIek IIKC-3.4
1.2 | IonsTHE cUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO0OPOTA. 7 4 IIKC-3.2, IIKC-3.3,
Hasnauenue, ocHOBHBIE cBoiicTBa U GyHKIMH CO]I /Jlex/ IIKC-3.4
1.3 | Knaccuduxarus cucteM 3JIEKTPOHHOTO JOKYMEHTOO00pOTa 7 4 IIKC-3.2, IIKC-3.3,
/Jlex/ IIKC-3.4




1.4 | W3syuenue poccuiickoro peiaka COJ] /J1a6/ 7 8 IKC-3.2, TIKC-3.3,
[IKC-3.4
1.5 Pabota ¢ nokymenTamu / JIa6 / 7 8 IKC-3.2, TIKC-3.3,
TIKC-3.4
1.6 | O630p nomymsipasix CIJ1 /Cp/ 7 10 IIKC-3.2, IIKC-3.3,
TIKC-3.4
1.7 | HUsyuenue ucropuu passutus COJ1 /Cp/ 7 10 IKC-3.2, IIKC-3.3,
I1IKC-3.4
Pazpnen 2. PaGora B ccTeMe 3JIeKTPOHHOTO
nokymentoodopora «1C: JlokymeHT0060pOT»
2.1 OCHOBBI pabOTHI B CUCTEME DJICKTPOHHOTO 7 10 IIKC-2.1, IIKC-2.2
nmokymeHtooboporta «1C: JlokymerToob60poT» /Jlex/
2.2 CO]I «1C: JoxymenToobopot». Hauano paboTsI ¢ 7 8 IIKC-3.2, IIKC-3.3,
nporpammoii /J1a6/ IKC-3.4
2.3 | COJI «1C: HokymenToobopoT». [ToaroToBka k padote ¢ 7 8 IIKC-3.2, IIKC-3.3,
¢aiinamu n noxymentamu /J1a6/ IIKC-3.4
2.4 | COJI «1C: NokymeHnTo000pOT». PaboTa ¢ JOKyMEHTaMH 1 7 8 IIKC-2.1, IIKC-2.2
ousHec-nponeccamu /J1a6/
2.5 COJ] «1C: JokyMeHTO000pOoT». CXeMbI KOMIUICKCHBIX 7 8 IIKC-2.1, IIKC-2.2
mnporieccos /J1a6/
2.6 | COJI «1C: Hokymentoobopot». Co3nanue oTueToB /J1ad/ 7 8 IIKC-3.2, IIKC-3.3,
I1KC-3.4
2.7 HcnonszoBanne COJ] «1C: JokymeHTO000pOT» Ha 7 10 IKC-3.2, TIKC-3.3,
npeanpusaTusx PO /Cp/ IIKC-3.4
2.8 | Brmmonnenue kypcoBoii pabotsr /Cp/ 7 205 IIKC-2.1, TIKC-2.2,
’ [IKC-3.2, ITIKC-3.3,
TIKC-3.4
Pa3gen 3. OcobenHocTH padoTHI ¢ CHCTEeMaMH
3J1eKTPOHHOT0 JOKYMEHT0060poTa
3.1 | OcobeHHOCTH BHEIPEHUS CHCTEM JIICKTPOHHOTO 7 4 IIKC-3.2, TIKC-3.3,
nokymeHtoobopoTa /Jlex/ IKC-3.4, TIKC-5.1
3.2 | Buenpenue cucTeM 3J€KTPOHHOTO JOKYMEHTO00OpOTa B 7 2 IIKC-3.2, IIKC-3.3,
Bpsuckoii o6mactu /Jlex/ IIKC-3.4, IIKC-5.1
33 CpenctBa 6e3omacHocT B COJ] /Jlex/ 7 2 IKC-3.2, IIKC-3.3,
[IKC-3.4, TIKC-5.1
34 HckyccTBEHHBIN UHTEIUIEKT B CHCTEMAaX 3JIEKTPOHHOTO 7 2 [IKC-3.2, IIKC-3.3,
JIOKymMeHToobopora /Jlex/ IIKC-3.4, IIKC-5.1
3.5 Oco0eHHOCTH pabOTHI CUCTEM JICKTPOHHOTO 7 IKC-3.2, IIKC-3.3,
JIOKyMeHTooOopoTa bpstackoii o6nactu /J1a6/ 8 IIKC-3.4, IIKC-5.1
3.6 | CB/ B anmuHuCTpaTuBHOM yripasieHuu /Cp/ 7 10 IIKC-3.2, TIKC-3.3,
[IKC-3.4, TIKC-5.1
KonTakTHas paboTa mpu MOATOTOBKE KypcoBoii pabotsl /K/ 7 IIKC-2.1, IIKC-2.2,
1,5 [IKC-3.2, IIKC-3.3,
[1IKC-3.4, TIKC-5.1
Kontpois /K/ 7 IKC-2.1, TIKC-2.2,
16,75 | TIKC-3.2, TIKC-3.3,
I1KC-3.4
Koncynprarnus nepes sx3ameHom /K/ IKC-2.1, TIKC-2.2,
7 1 [IKC-3.2, IIKC-3.3,
TIKC-3.4
KonTakTHas pabota rpu npueme 3x3amena /K/ IKC-2.1, IIKC-2.2,
7 025 | MKC-3.2,TIKC-3.3,
TIKC-3.4
CTPYKTYPA U COAEP KAHUE JUCHUIIJIMHBI (3a0unas ¢gopma)
Kon HaumeHoBaHHe pa3ieoB H TeM Kypc Yacos Komnerennuu
3aHs /Buj 3ansaTHA/
THSA
Pazngen 1. Cucrembl BeeHUsI JOKYMEHTALUH




1.1 OCHOBBI OpraHU3aIUU TOKYMEHTO000pOTa 2 TIKC-3.2, TIKC-3.3,
[Monsitre nokymenta /Jlex/ IIKC-3.4
1.2 | IonsTHE CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO00OPOTA. 6 IIKC-3.2, IIKC-3.3,
Hasnauenue, ocHoBHBIE cBoiicTBa U QyHKIMU COJI/ Cp / IIKC-3.4
1.3 Knaccugukanus cuctem 3JeKTPOHHOTO TOKYMEHTO000poTa 6 ITKC-3.2, TIKC-3.3,
/Cp/ TIKC-3.4
1.4 | Usyuenue poccuiickoro peiaka COJ] /J1a6/ 2 IIKC-3.2, IIKC-3.3,
IIKC-3 4
1.5 | PexBusutHsIli ananu3 noxymentos / Cp / 8 IIKC-3.2, TIKC-3.3,
T1IKC-3.4
1.6 | O630p momymsipabix CI/ /Cp/ 6 IKC-3.2, TIKC-3.3,
I1KC-3.4
1.7 | W3syuenune uctopun pazsurus COJ] /Cp/ 6 IIKC-3.2, IIKC-3.3,
I1KC-3.4
Pazpnen 2. PaGora B ccTeMe 3JIeKTPOHHOTO
nokymentoodopora «1C:JlokymMeHT0000pOT>»
2.1 OcHOBBI pabOTHI B CUCTEME DIIEKTPOHHOTO 6 IIKC-2.1, IIKC-2.2
nokymeHtoobopoTta «1C:JlokymeHT0000pOT» /JIeK/
2.2 | CO «1C: NokymenToobopot». Hagamo paboTsr ¢ 2 IIKC-3.2, IIKC-3.3,
nporpammoii /J1a6/ [IKC-3.4
2.3 CO]I «1C: Jokymentoobopot». [loaroroka k padbote ¢ 2 IIKC-3.2, TIKC-3.3,
(atinamu u fokymentamu /J1a6/ IIKC-3.4
2.4 | COJ «1C: JokymenToobopoT». Pabora ¢ JOKyMeHTaMu u 2 IKC-2.1, IKC-2.2
ousHec-nporeccamu /J1a6/
2.5 | COJ] «1C: NokyMeHT0000pOT». CXeMBbI KOMIUIEKCHBIX 2 IIKC-2.1, IIKC-2.2
npoueccos /J1a6/
2.6 CO]] «1C: Jokymentoobopot». Co3nanue otuetoB /J1ad/ 2 IKC-3.2, IIKC-3.3,
TIKC-3.4
2.7 HcnonszoBanne COJ] «1C: JJokymMmeHTO000pOT» Ha 10 IKC-3.2, TIKC-3.3,
npeanpustusx PO /Cp/ IKC-3.4
2.8 | BremonHenune KypcoBoit pabotsl /Cp/ 20 IIKC-2.1, IIKC-2.2,
[IKC-3.2, IIKC-3.3,
IIKC-3.4
Pa3gen 3. OcobenHocTH padoThI ¢ cCHCTEeMaMH
3JIEKTPOHHOT0 JIOKYMEHT0000pP0TA
3.1 Oco0EHHOCTH BHEIPEHUS CUCTEM JIEKTPOHHOTO 20 ITKC-3.2, TIKC-3.3,
JokymeHToobopora /Cp/ IIKC-3.4, IIKC-5.1
3.2 | Buenpenue cucTeM 3JEKTPOHHOTO JOKYMEHTO00OpOTa B 30 IIKC-3.2, IIKC-3.3,
Bpsackoii o6mactu /Cp/ IIKC-3.4, TIKC-5.1
33 Cpenctpa 6e3onacHocty B COJI /Cp/ 10 IIKC-3.2, TIKC-3.3,
[IKC-3.4, TIKC-5.1
3.4 | UckycCTBEHHBIN MHTEIUICKT B CUCTEMAX 3JICKTPOHHOTO 10 IKC-3.2, IIKC-3.3,
JOKVMEHT0000n0T1a /Cpn/ IKC-3.4, TIKC-5.1
35 OcoOeHHOCTH PabOTHI CUCTEM JICKTPOHHOTO 10 IKC-3.2, IIKC-3.3,
JIOKYMeHT0000poTa bpstnckoii obmactu /Cp/ IKC-3.4, IIKC-5.1
3.6 | COM B agmuHuCTpaTUBHOM yripasieHnn /Cp/ 9,5 IIKC-3.2, TIKC-3 .3,
[IKC-3 .4, IIKC-5.1
KonrakTHas paboTa mpu NOArOTOBKE KypcoBoi paboTs! /K/ 0.5 IIKC-2.1, TIKC-2.2,
’ [IKC-3.2, IIKC-3.3,
[IKC-3.4, TIKC-5.1
KonTpons /K/ IIKC-2.1, IIKC-2.2,
6,75 [IKC-3.2, IIKC-3.3,
TIKC-3.4
Koncynpramus nepes sx3ameHom /K/ IKC-2.1, IIKC-2.2,
1 [IKC-3.2, IIKC-3.3,
TIKC-3.4
KonTakTHas pabora rpu npueme 3x3amena /K/ IKC-2.1, IKC-2.2,
0,25 [IKC-3.2, IIKC-3.3,

I1IKC-3.4




Peanuzanus nporpamMmel npeamnoiaraeT UCoJIb30BAHUE TPAAULIMOHHOW, aKTUBHOU U
WHTEPAKTUBHOW (opM 00ydIEeHHS Ha JICKIIMOHHBIX U Ja0OPaTOPHBIX 3aHATHSX.

IIpunaoxenne Nel

5. ®OHJ OHEHOYHbIX CPEJACTB

6. YYHEBHO-METOJNYECKOE 1 TH®POPMAIIMOHHOE OBECIIEYEHUE

JUCHUIIJIMHBI (MOYJIS)
6.1. Pexomenyemast iureparypa

ABTODBI,
COCTaBUTENH

3ariaBue

N3parenncTBO,
roj

KonnuectBo

6.1. 1. OcHoBHas JMTEpPaTypa

Crenanosa E.H.

Cuctema 3JIeKTPOHHOTO JOKYyMEHTO000poTa
(oGmaunoe pemienue): yaeobnoe mocobue / E. H.
CrenanoBa. - MockBa: At [Ilu Ap Menua, 2021.
- 182 c. - ISBN 978-5-4497-0767-3. - TekcT:
JIEKTPOHHBIH // DNEeKTPOHHO-OMOInOTeYHAs
cuctema [IPR BOOKS: [caiir]. -URL:
https://www.iprbookshop.ru/101357.html

Aii [Tu Ap
Menua, 2021

9BC
«IPRbooks»

J1.2

Kysnenos W.H.

Jlenonpou3BoICTBO: yueOHO-CIIPaBOYHOE
mocobue / U. H. Ky3nenos. - 8-¢ u3n. - Mocksa:
JamxoB u K, 2019. - 406 c. - ISBN 978-5-394-
03393-3. - TekcT: 3J1eKTPOHHBIH // DNEKTPOHHO-
oubmmoreunas cucrema IPR BOOKS : [caiit]. -
URL: https://www.iprbookshop.ru/85215.html.

M.: lamkoB u K,
2019

9BC
«IPRbooks»

J1.3

Vieauauesa C. O.

VYnpasneHnue ToKyMeHTaMu: OBICTPO,
a¢dexTHBHO, cBoMMHE cuiamu. Ha nmpumepe
«1C: TokymMeHTOO00pOTA 8%. — [ DNEKTPOHHBIN
pecypc]. - Dnekrpon. gan. - M.: 000 "1C-
Mabmumuar", 2015. - DneKTpoHHAS KHUTA JIIS
myomukanyuy B nHpopmaimonnoi cucreme UTC
I[MPO®; Bepcus uzpanus ot 02.06.2015. -
Pexxum nocrymna:
https://its.1c.ru/db/pubdocmng#content: 1 :hdoc

000 "1C-
ITa6numuar",
2015

Caiir UTC

1.4

Kpacusauckuit
M.H. u ap.

OCHOBBI ITPOEKTUPOBAHUSI CUCTEM
3JIEKTPOHHOTO TOKYMEHTO0000pOoTa: yueOHOoe
nocobue / M. H. Kpacusuckuii, C. B.
Kapnymkwn, A. JI. O6yxoB [u np.]. - Tam00B:
TaMOOBCKHI TOCYIapCTBEHHbIH TEXHUYECKUH
yausepcuret, O95C ACB, 2018. - 80 c. - ISBN
978-5-8265-1935-6. - TekcT: 2JIEKTPOHHBIH //
DNeKTpOHHO-0nONMHoTeuHast cuctema IPR
BOOKS: [caiit]. - URL:
https://www.iprbookshop.ru/94361.html

Tam6oBckuii
TrOCYIapCTBEHHBI
W TEXHUYECKUH
YHUBEPCHTET,
OBC ACB, 2018

9BC
«IPRbooks»

6.1.2. /lonoaHuTeIbHAS JUTEPATYPA

ABTODBI,
COCTaBUTECIIN

3arimaBue

N3 narenscTBO,
roja

KonnuectBo

JI2.1

Kynsies HH. n
ap.

KonduneHnuaipHOE EIOTPOU3BOACTBO U
3aIUIIICHHBIN 3JIEKTPOHHBIN TOKYMEHTOO00OPOT
[DnexTponnsii pecypc]: yueonuk/ H.H. Kynses
[# np.].- DNEKTPOH. TEKCTOBHBIE JaHHBIC.- M.:
Jloroc, 2016.- 500 c.- Pexxum goctymna:
http://www.iprbookshop.ru/66416.html.

M.: Jloroc, 2016

9BC
«IPRbooks»

J12.2

Kaprmos A.C.

OpraHu3anust COBMECTHON pabOTHI C
JIOKYMEHTaMH B Paclpe/Ie/ICHHON OpraHu3aini
[Onexrponnslit pecypc]: yuedHoe nocodue/ A.C.
Kapmos, A.C. IIpocToMONIOTOB- DJIEKTPOH.
TEKCTOBHIE JaHHbIe.- CapaToB: By3oBckoe
obpazoBanue, 2015.- 57 c.- Pexxum mocrymna:

http://www.iprbookshop.ru/33840.html

CapaTtos:
Bysogsckoe
o0pazoBaHue,
2015

9BC
«IPRbooks»




J12.3

Ka6amos C.1O.

DNEKTPOHHOE MPABUTEIECTBO. DIEKTPOHHBIN
JIOKYMEHTO0000pOoT. TepMHUHBI U OTIPEETICHUS :
yued. mocobue 1y By30B. -320 c.

M.: Uadpa-M,
2015

J12.4

Jlymaukos B.B.,

Boumapes A. B.

1C: JOKYMEHTOOBOPOT. 200 BonpocoB u
OTBETOB. — [DNEKTPOHHBIH pecypc]. - DIEKTPOH.
JlaH. - DJIEKTPOHHAs KHHUTa JUIsl ITyOJINKaIUY B
nadopmannonnoii cucreme UTC I[TPOD; ISBN
978-5-9677-2111-3. Bepcus u3nanus ot
24.02.2014.- Pexxum pocrymna:
https://its.1c.ru/db/pubdocflow200quest#content
:1:hdoc - 3ari. c sxpana.

2014

Caiit UTC

J12.5

I'muackux A.

MupoBoii ppIHOK CHCTEM 3JIEKTPOHHOTO
JIOKYMEHTOO000pOTa. - [ DNEKTPOHHEBIN pecypc]. -
Pexxum nocrymna:
http://www.citforum.ru/consulting/docflow/mar
ket/

OBC Eaunoe
OKHO

6.1.3. MeToanueckue pa3padoTKu

ABTODBI,
COCTaBUTENH

3ariaBue

N3parenncTBO,

rof

KonnuectBo

JI3.1

Viesuosa H. /1.

DJEeKTPOHHBIN TIOKYMEHTOO00POT:
METOIUYECKOE ITOCOOHE /TSI BHITTOTHEHHS
KypcoBoii pabotsl / H. /1. YnbsiHOBa. - BpsHCK:
Wzn-Bo bpsuckuit 'AY, 2021. — 24 c.

W3n-Bo
Bpsuckuit 'AY,
2021

25

6.2. IlepeyeHb cOBpeMEeHHBIX IPO(QeCCHOHATBHBIX 023 JAHHBIX H HH(POPMALMOHHBIX

CIIPaBOYHBIX CUCTEM

1. KommnbrotrepHas uHpopmanmonHo-mpaBoBas cuctema «Koncynprantllinrocy
2. IIpodeccuonanpHas cripaBo4Hasi cuctema « TexakcrmepT»
3. OduumanbHbI HHTEpHET-MOopTal 0a3bl JaHHBIX TPaBoBoW MHGpopManuu http:/pravo.gov.ru/
4. Tlopran ®enepanbHBIX TOCYAAPCTBEHHBIX 00pa30BaTEIbHBIX CTAHIAPTOB BHICIIETO

obpa3zoBanus http://fgosvo.ru/
5. lMopran "UHbOpMaImOHHO-KOMMYHHUKAITMOHHBIC TEXHOJIOTHMH B 00pa3oBaHUH"

http://www.ict.edu.ru/

6. Web of Science Core Collection monutemaTudeckas pedepaTuBHO-OnOIMOTpadudeckas u
HayKkoMmeTpHuueckas (Oubamomerpuueckas) 6a3za nanusix http://www.webofscience.com

7. IlonHOTEKCTOBBIN apxuB «Harmonanbabl DiekTpoHHO-MHbOopManmonnsiii Koncopmmym»
(HSHMKOHR) https://neicon.ru/

8. baswl manHbIX m3aaTenbeTBa Springer https://link.springer.com/
9. MakcumansHO TMOJTHAs ¥ aKTyaldbHas HH(OpMAIKs O POCCUICKOM PBIHKE JOKYMEHTO000pOTa,

€ro

TEHIEHIIUIX

)51

COOBITUAX.  [DIEKTPOHHBIN

http://www.docflow.ru/, cBoGOTHBII

O 0N U AW

pecypc].

Pexum

6.3. [lepeyeHb MPpOrpaMMHOro odecreyeHust

10 [Iporpamma mist mpocmoTpa PDF Foxit Reader

Omneparmonnas cucrema Microsoft Windows XP Professional Russian
Oneparmonnas cucreMa Microsoft Windows 7 Professional Russian

OmneparmonHas cucremMa Microsoft Windows 10 Professional Russian
OducnHoe nmporpammuoe obdecrieuenune Microsoft Office 2010 Standart
OducnHoe nporpammuoe obecrieuenue Microsoft Office 2013 Standart
OducnHoe nmporpammuoe odecrieuenue Microsoft Office 2016 Standart
OducnHoe nporpammuoe obecrieueHue OpenOffice
Oducnoe nporpammuoe odecrieuenue LibreOffice
. IIporpamma jst pacno3naBanus Tekcta ABBYY Fine Reader 11

JIOCTYTIA:




11. MaTepHeT-Opay3epsl
12. 1C: lokymeHT0000pOT
7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JUCHUITIJIMHBI

Yuebnas ayoumopus ons npogedenus yueOHbIX 3aHAMULl NEeKYUOHHO20 MUNG, 3AHAMUL CEMUHAPCKO20 MUNA, KypCO8020
NnpoeKmuposanus (8blNOJIHEHUs KYPCOBLIX pabom), 2pYynnoevix U UHOUBUOYANbHLIX KOHCYIbmayutl, mekyujeo KOHMpOs U
npomexcymounou ammecmayuu — 3-404

OcHogHoe 000pyOo6anue u mexnuuecKue cpeocmea 00yueHun:

Cneyuanuzuposannas mebens na 30 nocadounwix mecm, 00cKa Hacmennas, paboiee Mecmo npenooasamerns.

28 KomMnvIoMepos ¢ BbLIXOOOM 8 TOKANLHYIO cemb u Mumepnem, 31eKmpoHHbIM Y4eOHO-MemOoOUdeckKuUM Mamepuaiam,
oubruomeunomy snekmponnomy kamanozy, I5C, k anekmponnoil uHpopmayuonHo-0opa30eamenvHoll cpede, KUOCK
UHPOPMAYUOHHBII CEHCOPHDBI, MYTbMUMEOULHBII NPOEKMOP, IKPAH.

Yueono-naznaonsie nocooua:

Hupopmayuonno-memamuueckuii cmeHo

Tuyensuonnoe npozpammnoe obecneuenue:

OC Windows 10 (Konmpaxm Ne52 01.08.2019 ¢ xcmpum Komn). Cpok Oeticmsus auyensuu — 6eccpouHo.

Tuyensuonnoe npozpammnoe obecneuenue onewecmeeHH020 nPoU3600Cmea:

Microsoft Office ProPlus 2019(I'oc. konmpaxm Ne§8 om 16.04.2021 ¢ OOO «+Anvsancy). Cpox Oeticmeus auyensuu — 6eccpouo.
Koncynomanum Ilnoc (cnpasouno-npasosas cucmema) (I'oc. xonmpaxm Ne4l om 30.03.2018 ¢ OOO Anvsanc. Cpoxk Oeticmsus
uyeH3uu — beccpouHo.

Ce0600n0 pacnpocmpansnemoe npozpammuoe obecneuenue:

LibreOffice (c60600n0 pacnpocmpansiemoe I10).

Anoexc.bpaysep (c60b600no pacnpocmpansiemoe 110).

Yuebnaa ayoumopus ons npogedenus yyeOHuIX 3aHAMUI CEMUHAPCKO20 MUNA, KYPCOBO2O NPOEKMUPOBAHUS (8bINOIHEHU
KYpcogulx pabom), epynnoevix u uHOUBUOYATbHLIX KOHCYIbMAYUL, MEKYIe20 KOHMPOa U NPOMENCYMoyHou ammecmayuu — 3-
313

Ocnognoe 060pyoosanue u mexuHuuecKue cpeocmea 00yuenus:

Cneyuanuzuposannas mebensb na 22 nocadounvix mecm, 00cKa HACMeHHas, pabouee Mecmo npenooasamerns.

11 KomnvlOMeEpos ¢ BbLIXOOOM 8 TOKANLHYIO cemb U Hnmephem, 21eKmpoHHbIM Y4eOHO-MemoOuteckUM Mamepuanam,
bubruomeunomy snexkmponnomy kamanozy, IBC, k a1ekmpoHHOU UHGOPMAYUOHHO-00PA308aMENLHOU CpeOe.
Yueono-naznaousie nocooun:

Hupopmayuonno-memamuueckuii cmeHo

Tuyensuonnoe npozpammnoe obecneuenue:

OC Windows 10 (Koumpaxm Ne083 om 05.02.2013). Cpox Oeticmeus nuyensuu — 6eccpouHo.

Microsoft Office Standard 2010 (Jocosop 14-0512 om 25.05.2012 ¢ OOO Cumu-Komn I'pynn). Cpox Oeilicmeusi tuyeHsuu —
beccpouHo.

Mathcad 15 M030 (Jozosop 06-1113 om 15.11.2013 ¢ OOO Cumu-Komn I'pynn). Cpok Oeticmgus auyensuu — 6eccpouto.
Microsoft Office Access 2010 (T'oc. koumparxm Ne8 om 16.04.2021 ¢ OOO «+Anvsiney). Cpok Oeilicmeus auyenzuu — 6eccpouyHo.
Microsoft Visio 2010 (T'oc. konmparxm Ne8 om 16.04.2021 ¢ OO0 «+Anvsancy). Cpox Oeiicmeusi tuyen3uu — 6eccpouHo.
Tuyensuonnoe npozpammnoe obecneuenue onewecmeeHH020 nPoU3600Cmea:

1C:IIpeonpuamue 8, 1C: Joxymenmoobopom IIPOD (Jluyensuonnwiti dozoeop 2205 om 17.06.2015 ¢ OOO Bepnoe pewenue).
Cpox Oeticmsus auyen3uu — 6eccpoiHo.

Koncynomanum Ilnoc (cnpasouno-npasosas cucmema) (I'oc. konmpaxm Ne41 om 30.03.2018 ¢ OOO Anvsinc). Cpok Oeticmaus
uyeH3uu — beccpouHo.

Ce0600n0 pacnpocmpansemoe npozpammuoe obecneuenue:

Figma (ceoboono pacnpocmpansemoe 110).

Ramus Educational (c6ob600no pacnpocmpansemoe I110).

Anoexc.bpaysep (c60b600no pacnpocmpansiemoe 110).

Tomewenus 0ns Xxpanenust u nPOOUIAKMULECKO20 0OCIYAHCUBaHUs yuebHo20 obopyoosanus - 3-315, 3-303.

OcHnaujenvl cneyuaruzupo8anHol mebeavio (Cmoavl, Cmyabs, WKapel ¢ uHcmpymeHmamu O peMOHmMA U NPOPUAAKMULECKO20
0b6cnyacusanus yuebHo2o 060pyo0oeatus)

Tomewenus ona camocmosmensHol padomoi.:

Yumanvuwiil 3a1 HAYYHOU OUOIUOMEK.

OcHogHoe 000pyOo6anue u mexnuuecKue cpeocmea 00yueHun:

Cneyuanusuposannas mebens na 100 nocadounvix mecm, docka HacmenHas, kageopa, paboyee mecmo npenooasamers.
15 KomnvlOmMeEPOs ¢ 6bIX000M 8 IOKANLHYIO cemb U Mnmepnem, s1eKmpOHHbIM Y1UeOHO-MeMOOUUeCKUM MaAmepuanlam,
bubruomeunomy snekmponnomy kamanozy, pecypcam OBC, k anexmponnoii ungopmayuonno-obpazoeamenvHoll cpeoe.
Tuyensuonnoe npozpammuoe obecneuenue:

OC Windows 10 ([locosop 15948 om 14.11.2012). Cpox Oeticmeus auyeH3uu — beccpoyHo.

Tuyensuonnoe npocpammnoe obecneuene omeyecimeenHoz0 nPoOU3600Cmea:

Koncynomanm Ilnoc (cnpasouno-npasosas cucmema) (I'oc. konmpaxm Ne41 om 30.03.2018 ¢ OOO Anvauc). Cpok Oeticmsus
UYeH3UU — 6eCCPOUHO.

C60000H0 pacnpocmpansaemoe RPozpammHoe odbecneuenue:

LibreOffice (c60600no pacnpocmpansiemoe I10).

Anoexc.bpaysep (ceoboono pacnpocmpansemoe 110).




8. OBECIIEYEHHUE OBPA30BATEJIBHOI'O ITPOIECCA JIs JINI]
C O'PAHUYEHHBIMHU BO3MOKHOCTAMMU 310POBbA U HHBAJIM0OB

JUTSL CTIETIBIX M CTTa00BUISIINX:

- JIeKuuu O(GOPMIISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, IOCTYIHOTO C IOMOUIBIO
KOMIIBIOTEpA CO CTIELUAIN3UPOBAHHBIM MPOTPaMMHBIM 00€CIICUeHHEM;

- THCbMEHHBIC 33JJaHHUsS BBIIOJHIIOTCS HAa KOMIIBIOTEPE CO CIEHUAIN3UPOBAHHBIM
POrpaMMHBIM 00€CTIeYeHUEM, U MOT'YT ObITh 3aMEHEHBI YCTHBIM OTBETOM,;

- o0ecrieunBaeTCs MHAUBHUIyalIbHOE paBHOMEpHOE ocBerieHne He Mmeree 300 Jrokc;

- Ui BBINIOJIHEHUS 3a/laHdsd TNPU HEOOXOIMMOCTH MPEIOCTaBISETCS yBEJIWYUBAIOLIee
YCTPOHCTBO; BO3MOXHO TAaK)K€ MCIIOJIb30BaHUE COOCTBEHHBIX YBEIMYUBAIOIINX YCTPOUCTB;

- MUCbMEHHBIE 331aHUsI OPOPMIISIIOTCS] YBETTUUEHHBIM IIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOJATCA B YCTHOM (hopMe MM BBIMOJHSAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.
JUISL TITYXHUX ¥ cIa00CTBIIIATHX:

- Jekuuu Oo(OpPMISIOTCS B BHJE 3JCKTPOHHOTO JOKYMEHTa, JHOO MpeaoCTaBiseTcs
3BYKOYCHJIMBAIOIAs annapaTrypa HHAUBUAYAIbHOTO TOJIb30BaHUS;

- IMCbMEHHBIE 33JJaHMsI BBIMOIHAIOTCS Ha KOMIIBIOTEpPE B MUCBbMEHHO (popme;

- 9K3aMeH U 3a4éT NPOBOJAATCA B MNHCbMEHHON (opMe Ha KOMIIBIOTEPE; BO3MOKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.
JUISL JTUL] C HapyIIEHUSIMH ONOPHO-BUTATENILHOTO arapara:

- JIEKIUU OQOPMIISIIOTCS B BHJE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOIO C IOMOIIbIO
KOMITBIOTEpA CO CHEIMATN3UPOBAHHBIM IIPOIPAMMHBIM 00€CIICUeHUEM;

- TUCbMEHHBIC 33/JlaHUs BBIMOJHSIOTCS Ha KOMIIBIOTEpE CO CHEHUAIM3UPOBAHHBIM
MPOrPaMMHBIM 00€CTICYeHUEM;

- 9K3aMeH U 3a4€T MPOBOJATCS B YCTHOM (popMe WIIH BHIIOJHSIOTCS B IUCbMEHHOM opme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOMMMOCTH MpenyCcMaTpUBAETCs YBEIMUYEHUE BPEMEHHU ISl IOATOTOBKU OTBETA.

[Iponienypa  mpoBeAeHHsS  NPOMEXKYTOYHOM  arTecTauuu s OOyvaromuxcs
YCTaHABIMBAETCS € YYETOM UX UHAMBUAYAJIbHBIX TMCUXO(U3MUECKHMX OCOOEHHOCTE.
[IpomexyTouHas aTTecTanus MOKET IPOBOJUTHCS B HECKOJIBKO ITAIlOB.

[Ipu nmpoBeneHuu mporenyphl OLCHUBAHUS PE3yabTaTOB OOyUeHUs MpeaycMaTpHUBaeTCs
UCTIOJIb30BAaHHE TEXHUYECKHX CPEACTB, HEOOXOOUMBIX B CBA3M C HWHAWBUIYaJIbHBIMU
O0COOCHHOCTAMHU OO0Yy4aroIMXCcsl. DTU CPEACTBa MOTYT OBITh MPEIOCTaBICHBl YHUBEPCUTETOM,
WA MOTYT MCIIOJIb30BaThCSl COOCTBEHHBIEC TEXHUYECKUE CPECTBA.

[IpoBenenune mpoueAypbl OLEHUBAHUS  pe3ylbTaToB  OOy4deHHsS  JIOMYCKaeTcs C
UCTIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHHA.

ObGecneunBaeTcss AOCTyN K MHGOPMAIIMOHHBIM M OMOIHOrpadmdecKuM pecypcaM B CETH
WnuTepHer nns kaxumoro oOydvaromerocs B (opMax, aganTUPOBAHHBIX K OTPAHUYCHUSAM HX
3JI0POBBS U BOCTIPUATHUS HHPOPMAIUH:

J JUISL CJICTIBIX U CITa0O0BUIAIINX:

- B IeYaTHON (opMe yBETMUEHHBIM HIPHUPTOM;

- B (hopme 3eKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.

o JUISL TIIYXUX U CTa00CIbIIIANINX

- B meyaTtHoH opme;

- B (hopMe 3JEKTPOHHOTO IOKYMEHTA.

o JUTsl 00YYaroIIUXCS C HAPYLIEHUSIMU OIOPHO-/IBUTaTeNIbHOTO afrmapara:

- B meyaTtHoOH (opme;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;



- B (hopme ayanodaiina.

VY4eOHble ayAUTOpPUH IS BCEX BUAOB KOHTAKTHOM M CaMOCTOSITENIbHOM pabOThl, HayuyHas
OnbnuoTeKka W WHBIC TOMEIICHUS IJisi OOyYeHUs OCHAIICHBI CHEIHATLHBIM OOOPYIOBAaHHEM U
yu4eOHBIMU MECTaMH C TEXHHUYECKUMHU CPEJICTBAMU O0yUEHUS:

® JUIS CIENBIX ¥ CTa00BUISIINX:
- DIIEKTPOHHO-ONTHYECKOE YCTPOMCTBO nocTymna K nHpopmanuu i i ¢ OB3 npennasHaueHo
JUTSL YTSHUS ¥ IPOCMOTPa U300paKESHH JTIOIbMU C OCIIA0JICHHBIM 3PCHHUEM.
- CHeLHATU3UPOBAHHBIN TPOrPAMMHO-TEXHUUECKUNM KOMILJIEKC JUIsl CIa0OBUAALINX. (ayIUTOpUS
1-203)

e IS TIIYXHX U cabOCbIIIaluX:

- ABTOMATHU3MPOBAaHHBIM pabOYUM MECTOM JMJisf JIIOJIed ¢ HapylIeHHeM ciyXxa u
¢1a00CIIBIIIAIINX;

- aKyCTUYECKUI YCUIIMTEb U KOJIOHKHU;

- UHJIUBUyaJbHbIC CUCTEMBI YCUTICHUS 3BYKa
«ELEGANT-R» npuemHuk 1-cropoHHel cBsizu B Auamna3zone 863-865 Ml
«ELEGANT-T» nepenaruuk
«Easy speak» - umHAYKIMOHHas NeTNd B IUIACTUKOBOM oOIUIeTKE JUisi O0eCIpOBOAHOIO
MOJIKJIFOUEHUST yCTPOUCTBA K CITYXOBOMY alllapary CIa0OCIbIIIAIIEeTO
Muxkpodon nermmunsiii (863-865 MI'tr), Hengda
MuxkpogoH ¢ oronoBsem (863-865 MI'n)
- TPYIIIOBBIE CUCTEMbI YCUJICHHS 3ByKa
-ITopraTuBHast ycraHOBKa OECIIPOBOAHOM nepenaun HHPOPMALIUH .
e s 0O0YYArOMIMXCS C HAPYIIEHUSIMU OTIOPHO-/IBUTaTENIbHOTO anmapara:
- IEPEABUKHBIMU, PETYIUPYEMBIMU dproHoMudeckumu napramu CHU-1;
- KOMITBIOTEPHOU TEXHUKOU CO CTeUaIbHBIM MTPOrPAMMHBIM 00€CTICYCHUEM.



Hpuioxenue 1
®OH/JA OHEHOYHbBIX CPEACTB
10 TUCHUIUINHE

DJICKTPOHHBIN TOKYMEHTO0000POT

1. ITACITOPT ®OHJIA ONEHOYHbLIX CPEJICTB

Hamnpasiaenue noarorosku: 09.03.03 INpukinamgaas nadopmaTuka

ITpoduis [IporpaMMHO-TEXHHYECKHE CPEACTBA MH(DOPMATH3AIIUNA

JlucuunanHa: SHCKTDOHHBII‘/’I ,Z[OKVMCHTOO6ODOT

dopma IPOMEKYTOUYHOM aTTECTAIMU: KYpCcoBas padoTa, YK3aMEH

2. IEPEYEHb ®OPMUPYEMBIX KOMIIETEHIIMI U DTAIIBI X
OOPMUPOBAHUA

2.1. Komnerenuumn, 3akpensiéHable 3a nucuuminnoii OIIOII BO.
N3yuyenne AUCIUIUIMHBL « DJEKTPOHHBIA JOKYMEHTOOOOPOT» HAIPABIECHO HA
dbopMHUpOBaHUE CIACAYIOMNUX KOMIIETECHITUN:
npodeccuoHanbHbIx komnerennuii (ITKC):
[IKC-2. Cmocoben wonenupoBaTh NpuUKIagHble (OM3HEC) TMPOIECCH U
IpEeIMETHYIO 00J1aCTh
[IKC-2.1. OcymecTBiasieT JOKyYMEHTHPOBAHHE CYIIECTBYIOIIUX  OW3HEC-
MPOIECCOB OPraHU3aIM1 3aKa3unKa
[IKC-2.2. PazpabarbiBaeT MOJieJIb OM3HEC-TIPOIIECCOB 3aKa3unKa
[TKC-3. CriocoGeH npoBoAUTh 00CIeIOBaHUE OpPTaHU3aIlUM, BBISBIISTh
uH(OpMalMOHHbIE TOTPEOHOCTH T0JIb30BaTeNEH, POpMUPOBATH TPEOOBAHUS K
MH(pOpMaLIMOHHON cUCTEME
[TKC-3.2. OnpenenseT NopsiAoK yrnpaBlIeHUs JOKYMEHTAIUEH
[TKC-3.3. Opranusyer corjlacoBaHue JOKYMEHTAI[UU
[TKC-3.4. OcyuiecTBiasieT OpraHU3alUI0 YTBEPKACHUS TOKYMEHTALIUU
[TKC-5. CnocobeH 3KCIuIyaTupoBaTh H COMPOBOXKAATH MH(POPMAIIMOHHBIE
CHUCTEMBI
[TIKC-5.1. Ontumusupyet padoty MC




2.2. llponecc popMuUpoBaHNSI KOMIIETEHIIUI MO JUCUMILINHE
«JIeKTPOHHBII TOKYMEHT0000pPOT»

Ne Haumenosanue 31 132 (33 |V.l|VYV2|V3|H1|H2]|HS3

pa3acia pasaciia

1 Paznen 1. CucreMbl BeaeHUs + + + + + +
TOKYMEHTAIINK

2 |Pasnen 2. Pabora B cucteme + | + + | + + | +
HIICKTPOHHOTO
nokymeHnToobopora «1C:
JloKkyMeHTO000POT»
3 |[Pazgmen 3. OcobennocTr + |+ |+ + |+ + ]+ + ]+
paboTHI ¢ cHCTEMaMu
DIICKTPOHHOTO
TOKyMEHTO000pOTa
Coxpamenune: 3. - 3Hanue; Y. - ymenue; H. - HaBbIKH.

2.3. CTpyKTypa KOMIIETeHIM i 110 M CUMIIJIMHE DJIeKTPOHHbIN IOKYMEHT0000pOoT

[IKC-2. Criocoben MoenupoBaTh NpHUKIagHbIe (OM3HEC) MPOLECCH U MPeIMETHYI0 001acTh
[MKC-2.1. OcymecTBisieT JIOKYMEHTHPOBAHUE CYIICCTBYIOIMUX OW3HEC-TIPOIIECCOB OpraHU3aluu
3aKa3unKa

3nath (3.1) Ywmerts (Y.1) Bmamers (H.1)

MpeaAMETHYIO 00JacTh
aBTOMATH3allNH,
CHCTEMBI

HaBBbIKAMU
KJTacCH(PUKAIINH 1

OIMcaHus OHU3HeC-
KOJUPOBAHUS HPOLECCOB Ha
I/IHCI)OpMaHI/II/I, B TOM bl JIab. pa6 p JIab. pa6

CKIIUHU aHaJIU3UpPOBAThH OCHOBE UCXOJHBIX
YHCIIC IPHCBOCHUE paznemna Ne2, pasmena No2,
KOZOB JOKYMEHTAM 1 paszena | UCXOIHYIO CP pasiena JaHHBIX, CP pasicna
y No2 JIOKYMEHTALHUIO pasa COTJIaCOBaHUS C pasn
3JIEMEHTaM No2 No2
= 3aKa3YMKOM =

CIIPaBOYHUKOB,

omnucaHus OusHec-
METOI0JIOT IO

MPOLIECCOB
BEICHUS
JIOKyMEHT0000pOTa B
OpraHMU3aIUIX

[MKC-2. CniocobeH MoienupoBaTh MpUKIaaHbIe (OU3HEC) MTPOLECCHl U MPEAMETHYIO 00J1acTh
TIKC-2.2. Pa3pabarpiBacT MOJIEIb OU3HEC-TTPOIIECCOB 3aKa3UHKa

3narts (3.2) Ywmerts (V.2) Bnagers (H.2)

MpeaAMETHYIO 00JacTh
ABTOMATH3AlIHH,
UHCTPYMCHTHI H
METOIBI
MOJICTUPOBAHUS
OM3HEC-TIPOLIECCOB,

METOJMKM OIMCAHUS U JIa6. pab HaBBIKAMHU JIa6. pab
A Jlexuuu | amanmsuposath P P
MOIETUPOBAHUS pasznena No2, | paspaGorku pasnena No2,

paszena | ucxonmyo
OU3HEC-TIPOIIECCOB, CP paszznena MOJENIN On3HEC- CP paznmena
Ne2 JOKYMEHTAIHIO
CpencTBa No2 MPOIIECCOB No2
MOJICITUPOBAHUS
OU3HEC-TIPOIIECCOB,
METOI0JIOT IO
BeJICHUS

JIOKYMEHT0000pOTa B
OpraHu3aIMsIX




IIKC-3. CiocobeH mpoBoauTh 00CIeA0BaHNE OPraHU3alkii, BBIABIATh HH()OPMAIIMOHHBIC

MOTPEeOHOCTH IMOJIb30BaTeNIeH, (HOPMHUPOBATH TpeOOBAaHHUSA K MH(OOPMAIIMOHHON CHCTEME
[IKC-3.2. OnpenensieT NOpsAOK yIpaBlIeHHs TOKyMEHTaIel

3narts (3.3) Ywmets (Y.3) Bnagers (H.3)
COBpEMEHHBIN
OTEYECTBEHHBIN 1
3apyOeKHBIH OTIBIT B JIab. pab HaBBIKAMHU JIab. pabd
npodecCHoHaTbLHON Jlekuun | paspaGareiBate | pasgenos Nel- | paspaGorku pasznenos
JIEATEIBHOCTH, pa3aeNoB | periiaMeHTHbIC 3,CP perjIaMeHToB Nel-3, CP
METOIOJIOTHIO Nel,3 JOKYMEHTBI pasmenoB Ne 1- | ynpaBieHus pasmenoB
BEICHHS 3 JOKyMeHTaIHeR Nel-3
JOKYMEHT0000pOTa B
OpraHM3aIiIX
[IKC-3. Cnocoben mpoBoAWTh OOCIEJOBaHWE OpraHM3alMl, BBISIBIATE WHGOpPMAIOHHBIE

MOTPEeOHOCTH TMOJIb30BaTeNeH, (HOPMHUPOBATH TPeOOBAaHUS K MH(OOPMAIIMOHHON CHCTEME

ITKC-3.3. Opraamu3yeT corjlacoBaHue JOKyMEHTAIIUH

3nath (3.4) Ywmerts (Y.4) Brnamers (H.4)
HUHCTPYMEHTHI U
METOBI COrIaCOBAHMS
JOKYMEHTAIWH, HaBBIKAMU
COBPEMEHHBIH MPOU3BOIUTH J1a6. pab MPOBEICHUS Jla6. pabd
OTEYECTBEHHBIN 1 Jlexuuu pabouee u paznenoB Nel- pabounx pasmenoB
3apy0eKHBIN OIBIT B pasnenoB dbopmanbHOE 3,CP CoTIacoOBaHMit Nel-3, CP
podecCHOHATBHON Nel,3 COTJIaCOBAHUE pasnenoB Nol- JNOKYMEHTAIINH 110 pasnenoB
JEATENLHOCTH, JOKYMEHTAI[IH 3 BBITIOJHAEMBIM Nol-3
METOIOJIOTHIO paboram
BeJEeHUS
JOKYMEHTO000pOoTa

[IKC-3. CnnocobeH npoBoauTh 0bciaenoBaHNE OpraHU3alHid, BEIABIATE HHPOPMALMOHHEIE

MOTPEeOHOCTH TMOJIb30BaTeNeH, (HOPMHUPOBATH TPeOOBaHUS K MH(OOPMAIIMOHHON CHCTEME

TTKC-3.4. OcymiecTBIseT OpraHN3aNI0 YTBEPKICHIS JOKYMEHTAIIUH

3HaTth (3.5) Ywmerts (VY.5) Brnamers (H.5)
COBPEMEHHBII
OTEUECTBEHHBIN U HaBBIKAMHU
3apyOe)KHBIH OTBIT B JIa6. pab orpeeeHus JIa6. pab
npodeccHOHaTbHON Jlexnuu aHamu3upoBaTh | paszgenos Nel- (bopMaTOB U pazzieon
JeATeNLHOCTH, paszuenoB BXOJIHYIO 3,CP KaHaJoB Nel-3, CP
METOI0JIOTHIO Nel,3 nH(OopManuio pasnenoB Nol- B3aNMOJICHCTBHUS pasnenoB
BEJICHUS 3 10 YTBEPIKICHHUIO Nel-3
JOKyMEHTO060pOTa B JOKYMEHTOB
OpTaHM3aIHSIX

ITKC-5. Cioco0eH KCIUTyaTHpOBaTh B COMPOBOXKAATH HHOOPMAIIMOHHBIE CHCTEMBI
IIKC-5.1. Ontummsupyet padboty MC

3uaTh (3.6) Ymets (V.6) Bnapers (H.6)
Bo3MokHoctu MC,
MpeaAMETHYIO 00JacTh
aBTOMATH3allHH,
IporpaMMHbIe
CpelcTBa u
HaBBIKAMHU
niaThopmbl JIa0. pabd KOJIMYECTBEHHOTO JIab. pab
HHOPACTPYKTYPHI Jlexnuu aHaIN3upPOBATH
pazznena No3, olIpe/IeNICHUsI paznemna Ne3,
UH(POPMALIMOHHBIX pasnena UCXOJIHBIE
TEXHOOTHI No3 JlaHHbIE CP paznena CYIIECTBYIOLIUX CP pasnena
OpraHu3alui ) Ne3 11apamerpos Ne3
M aboter IC
COBpPEMEHHBIN p
OTE4YECTBEHHBIHN U
3apyOeKHBIHA OTBIT B
podecCHoHATBHON
JIeSITeTIbHOCTH




3. IOKA3ATEJIA, KPUTEPUU OLITEHKY KOMIIETEHIIUHI U
THUIIOBBIE KOHTPOJIBHBIE 3AJTIAHUSA

3.1. Ouyenounvie cpeocmea 01 NPOBEOEHUA NPOMENHCYMOYHOU ammecmayuu OUCYUNIUHbL

Kapra oueHO4YHBIX cpeAcTB MPOMEKYTOYHOM aTTeCcTAlMU JUCHUIJIMHBI, IPOBOAUMOI B

¢opme 3x3amena

Kontponupyemsie| Onienounoe
Ne Pas e THCIHTITHHEI KoHTponmpyemble TUIaKTHIeCKUe WHIUKATOPBI CpEICTBO
n/m €IMHUIIBI (TEMBI, BOTIPOCHI) JIOCTHKEHHAS (Ne
KOMIETCHIIUK | BOIPOCa)

1 [Pasgen 1. Cucrembl  |(OCHOBBI OpTraHU3AIMH [IKC-3.2, Bompoc Ha
BCIICHUS nokymenroobopota. [Tonsarue IIKC-3.3, sK3ameHe 1-
AOKYMEHTAIlMH nokymeHnTa. [lonsiTue cuctemsl IIKC-3.4 21

HIIEKTPOHHOTO JIOKYMEHTO000pOTA.
HaznaueHue, OCHOBHBIC CBOMCTBA U
¢ynkunn CO/1. Knaccupukanus cucrem
HIIEKTPOHHOTO JIOKYMEHT0000pOTA.
N3ydenune poccurickoro peiaka CO/I.
PeKBU3UTHBIN aHATIU3 TOKYMEHTOB.
0630p nomymsipabix COJI. U3yuenune
ncropuu pazutus COJI.

2 |Pasnen 2. Pabora B  |(OCHOBBI pabOTHI B CHCTEME [IKC-2.1, Bompoc Ha
cucTeme HIIEKTPOHHOT'O IOKyMEHTO000pOoTa IIKC-2.2, IK3aMEHe
PJICKTPOHHOTO «1C:1okyMeHTOO00POTY. ITIKC-3.2, 22-40
JOKYMEHTO000pOTa  [fcronp3osanue CIJI «1C: ITIKC-3.3,

«1C: JIOKyMEHTOOO0POT» Ha MPEIIPUATHSIX IIKC-3.4
JloKyMeHTO000POT» PO

3 |Pa3men 3. OCOOCHHOCTH BHEJIPCHUS CHCTEM IIKC-3.2, Bompoc Ha
OcoGeHHOCTH PadOTEI [37eKTPOHHOrO JOKYMEHTO000POTA. IIKC-3.3, 3K3aMeHe
C CHCTCMaMi BHenpeHnne cucteM 3JIeKTPOHHOTO [IKC-3.4, 41-50
P/ICKTPOHHOTO TOKyMEHTO00OpoTa B BpsHCKOi ITKC-5.1
JOKYMEHTOO00POTa |51 oy Cpe/cTBa 6301IaCHOCTH B

CO/I. UckyCCTBEHHBIN MHTEIIEKT B
CO/J1 . OcobeHHOCTH pabOThI CHCTEM
HIIEKTPOHHOTO IOKyMEHTO000pOoTa
bpsiHckoii o6mactu. CO/1 B
QIMHUHHCTPATUBHOM YIIPABJICHHH.
Ilepeuenb BONPOCOB K IK3aMeHY
M0 TUCUMIIMHE «DJIEKTPOHHBIN JOKYMEHTO000pOT»
1. OcHOBBI OpraHU3aluy JOKYMEHTO000pOoTa. Jlemonpon3BoACTBO
2. OcCHOBBI OpraHu3alKK TOKYMEHT0000poTa. JJOKyMEHTOOO0pOT
3. ITlonsTtue noxkymeHTa
4. Knaccudukarus JOKyMEHTOB
5. TloHsITHE CUCTEMBI AJIEKTPOHHOTO TOKYMEHTO000POTA.
6. OOmas KIacCu(pUKaIMI CUCTEM dJIEKTPOHHOTO TOKyMEHTO000poTa




O0630p NOMYNIAPHBIX CUCTEM HIIEKTPOHHOTO JTOKYyMEHTO000pOTA.

00630p POCCUICKOTO PhIHKA CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTA.
Cucrema 37eKTpoHHOTO JoKyMeHToobopoTa JJEJIO.

Cuctema smekTponHoro gokymeaToooopora BOCC-PEDEPEHT.
Cuctema 37eKTpOoHHOTO JoKyMeHTooOopoTa EBOPAT.

3apyOeKHBIE CHCTEMBI DJICKTPOHHOTO JOKYMEHTOO0O0pOTAa.

Cucrema 3J1eKTpOHHOTO JOKYMEHTOooO0opoTa Documentum.

CucreMa 31IeKTPOHHOTO JOKyMeHTooOopoTa Docs.

Bu bl 57€KTpOHHOTO IOKYyMEHTO000pOTa

Ha3znauenue cuctem 3JIeKTPOHHOTO JJOKYMEHTOO00pOTa.

OCHOBHBIE CBOWCTBA CUCTEM 3JIEKTPOHHOTO JOKYMEHTOO0O0POTA.
@DYHKIUU CUCTEM 3JIEKTPOHHOTO JJOKYMEHTO000POTAa.

Hcropust pa3BUTHS CUCTEM AJIEKTPOHHOTO JJOKYMEHTO000pOTA.
CucreMbl 3J1€KTPOHHOTO TOKYMEHTOO00pOTa JIsl CUCTEM OpraHU3alluii ¢
TEPPUTOPHUATILHO-PACIPEACTICHHON CTPYKTYPOIl.

CucreMsbl 3J1€KTPOHHOTO JOKYMEHTOO00pOTa B 3 IMUHUCTPATUBHOM YIIPABIICHUU.
O6mme ceeaenust o COJ «1C: JlokyMeHTOO00pOT»

Pa6ota ¢ mokymentamu B COJ] «1C: JIokyMeHTOOO0pOTY

Xpanenue (daitnoB B CO/] «1C: JlokyMeHTO000pOT»

[ponecerr B COJI «1C: [JokyMeHTOOO0pOT»: pacCMOTpEHHE
[Ipoueccer B COJI «1C: JIokyMEHTOOOOPOT»: UCIIOTHEHUE

IIpoueccer B COJ1 «1C: JIokyMEHTOOOOPOT: COTIacCOBaHUE

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

21.
22.
23.
24.
25.
26.
27.

28. YTBEPKJICHUE

29.
30.

31

33

35

40.
. [ToaroToBka K BHEAPEHHUIO CUCTEM AIIEKTPOHHOTO JOKYMEHTO000pOTa
42.
43.
44.
45.
46.
47.
48.
49.
50.

41

IIpoueccer B COM «1C
IIpoueccer B COM «1C
IIpoueccer B COM «1C

. IIpoueccer B COJI «1C
32.

ITpoueccnt B COJI «1C

. IIpoueccel B COJI «1C
34.

ITpoueccn B COJI «1C

. IIpoueccor B COJI «1C
36.
37.
38.
39.

ITpoueccnt B COJI «1C
IIpoueccer B COM1 «1C
[Ipoueccer B COM «1C

: JIokyMeHTO0000pOT:
: JIokyMeHT0000pOT:
: JIokyMeHTO000pOT:
: JlokymeHT0000pOTY:!
: JlokymeHT0000pOTY:!
: JlokymeHT0000pOTY:!
: JlokymeHT0000pOTY:!
: JlokymeHT0000pOTY:!
: JlokymeHT0000pOTY:!
: JIokyMeHT0000pOT:
: JIokyMeHTO0000pOT:

KOMIIJIEKCHBIN IIPOLIECC
perucrpanus
O03HAKOMJICHHE
opy4yeHue
KOMIIJIEKCHBIN TTPOLIECC
MapuIpyTH3aIus

CPOK UCIIOJTHCHHS
010K-cxeMa

mabJIoH mpoiecca
KOHTPOJIb

VYuer u otueTHOCTh B COJ] «1C: JJokyMeHTO000pOT»
Ucnonszoanne CIJ1 «1C: lokyMeHTOOO00pOT» Ha npeanpusitusx PO.

Drarbl BHEIPEHHS CUCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa

[TpoOnembI BHEIPEHUS! CHCTEM 3JIEKTPOHHOTO TOKYMEHTOO0O0pOTa

OcobeHHOCTH pabOTHI CUCTEM JIEKTPOHHOTO IOKYMEHT0000poTa bpsiHCcKO# 00macTu
CpencTBa 0€30MMacCHOCTH B CHCTEMAX 3JICKTPOHHOTO TOKYMEHTOO0O0pOTa
NuTtennexryanbHas 00paboTka IOKYMEHTOB
W cKyccTBEHHBIN HHTEIICKT B CHCTEMaX AJIEKTPOHHOTO JJOKYMEHTO000pOTa
Hcnonb3oBanne 0a3 TaHHBIX B OPraHU3alUH TJOKYMEHTOO0OpOTA.
Kpurepuu Bei6Opa cucteM 3JeKTPOHHOTO JOKYMEHTO000pOTA.
[IpenmytecTBa IEKTPOHHOTO TOKYMEHTOO00POTA.

Kputepun oneHKH KOMNeTeHIMIA.
oOyuaronuxcs
JIOKyMEHTOO0OpOT» MPOBOJUTCS B COOTBETCTBUU C YCTaBOM YHHBepcuTeTa, IlomoxkeHuem o

IIpomexxyTrounas arrecrauus N0 JUCHMIUIMHE «DJIEKTPOHHBIN

TEKyIIEeM KOHTPOJIE YCIEBAEMOCTH U MPOMEXKYTOUHOH aTTecTalu OO0ydaromuxcs I10
nporpammam BO. IIpomexxyTouHas aTrecranus 1o AMCUMILIIMHE IPOBOJUTCS B COOTBETCTBUH C



pabounm yueOHBIM IJIAHOM B (pOpMeE K3aMeHa B 7 ceMecTpe M0 O4HOM ¢opme 00ydeHus, Ha 5

Kypce 1o 3a04HO0# hopMe 00yUdeHHs.

OOyuaromuecs AOMYCKAaeTCs K 3K3aMEHy M0 JTUCHUIUIMHE B CIIydae BBIIOJHEHUS UM
yqe6H0r0 IJlaHa 110 JUCHUIIJIIMHEC: BBITIOJTHECHUA BCEX 3aI[aHI/II>'I u MepOHpHHTHﬁ,
MPETYCMOTPEHHBIX paboveil mporpaMMOn TUCITUTIITUHBI.

OneHka 3HaHWUK OOyYaeMbIX Ha JK3aMEHE HOCHT KOMIUICKCHBIM XapakTep, SBISCTCS

OaJUTbHOM W OTIPEIEIISAETCS €ro;
- OTBETOM Ha 3K3aMEH€;
- pe3yibTaTaMH TECTUPOBaHUS 3HAHWW OCHOBHBIX MOHSITHIA,
- aKTUBHOM paboTO# Ha Ta0OPATOPHBIX 3AHITHIX.
3HaHMs, YMEHHUS, HABBIKM OOYYaIOIIErocs Ha SK3aMEHE OIICHUBAIOTCS OIEHKAMU:
KOMIUUHOY, «XOPOULOY», «YO0BIEMBOPUMENLHOY», «HEYO0BIEeMBOPUMETLHON.
OrnenuBanue 00y4aronierocst Ha YK3aMeHe

Ounenka Banisr TpebGoBaHus K 3HAHAAM

- 06y‘IaIOIIIHi/'ICH CBO60[[H0 CHpPAaBJIACTCA C PCIICHUEM MNPAKTHYCCKUX 3a/adv,
[MpUYEM HC 3aTpYAHACTCA C PCHICHHUCM MNPU BUIAOU3MCHCHUHN 3a[[aHI/II71, IMpaBUJIbHO
15 000CHOBBIBAET MPUHATOC PCHICHHC, I"J'Iy60K0 U TPOYHO YCBOUI HpOFpaMMHLIﬁ
MaTepHrajl, HUCYCPIILIBAIOMIC, MOCICAOBATCIbHO, YCTKO U JIOTUYCCKU CTpOﬁHO €ro
M3J1aracT Ha 5K3aMCHEC, YMECT TCCHO YBA3bIBATH TCOPUIO C HpaKTHKOﬁ.

- oOydvaromuiics CBOOOIHO CHpPAaBISCTCA C PCIICHHEM IPAKTHYSCKUX 3alad,
MpUYeM HE 3aTPYIOHIETCS C peIleHHeM IPH BUIOM3MEHEHHH 3aJaHuil, MPaBIIEHO

«OMAUUHO) 14 000CHOBBIBAET MPHUHITOE pEIIeHWe, TBEPAO 3HACT MaTepuan, TPaMOTHO U IO
CYLLIECTBY M3JIaracT €ro, He JOIMYCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE HA
BOIIPOCEHI.

- o0ydJaromuiics CIpaBiseTcs C pEIIeHHEM IPaKTHYSCKUX 3agad, MpUIeM He
3aTPyOHACTCS C peIIeHHeM TpH BHIOW3MEHCHWH 3aJaHuid, IpH 3TOM IIpH
13 000CHOBaHWY MPUHSITOTO PEIICHUS MOTYT BCTPEUATHCS HE3HAUNTEIFHBIE HETOYHOCTH,
TBEPAO 3HAET MaTepual, TPaMOTHO W MO CYILIECTBY H3JaraeT €ro, He JOIMycKas
CYILIECTBEHHBIX HETOYHOCTEH B OTBETE HA BOIIPOCHI.

- 0OydaromMiics CHpABISETCS C pCIICHHEM NPAKTUYCCKUX 3a]ad, OJHAKO
BUJOM3MEHEHHE 3aJaHUil MOTYT BBbI3BaTh HEKOTOPOE 3aTpyAHEHUE, MPaBUIBHO
12 00OCHOBBIBACT TMPHUHATOC pEIICHUE, TBEPAO 3HACT MAaTephall, TPAMOTHO H IO
CYILIECTBY H3JIaraeT ero, He JOMyCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE HA
BOIIPOCHI.

- OOydaromMiics CIpABISETCS C pCIICHHEM NPAKTUYCCKUX 3a]ad, OJHAKO
BUIOM3MCHEHNE 3aJaHWH MOTYT BBI3BATh HEKOTOPOE 3aTpyTHEHHE, MPU ITOM IIPH
«xopouio» 11 000CHOBaHWY MPUHSTOTO PEIICHUS MOTYT BCTPEUATHCS HE3HAUNTEIFHBIE HETOYHOCTH,
TBEpIO 3HAET MaTepHall, TPAaMOTHO W IO CYIIECTBY H3JIaraeT €ro, He IOIyCKas
CYIIIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOCHI.

- 0OydaromMiicsi CHpaBIAETCS C peIIeHHEeM NPAKTHYECKHX 3aj1ad, OJHAKO
BUIOM3MCHEHNE 3aJaHWH MOTYT BBI3BAaTh HEKOTOPOE 3aTPyTHEHHE, MPU ITOM IIPH
10 |000CHOBAaHWY MPHUHSATOTO PEHICHUS MOT'YT BCTPEUAThCS HE3HAUUTEIIbHBIC HETOYHOCTH,
B OCHOBHOM 3HAeT Marepual, IpU O3TOM MOTYT BCTpEYATbCsl HE3HAYUTENbHBIE
HETOYHOCTH B OTBETE HA BONPOCHI.

- 06yqa}om1/n‘/ic;1 C TpYAOM CHPABIACTCA C PCUHICHUCM MPAKTUYCCKUX 3aaady,
9 TeOpeTI/ILIeCKI/Iﬁ MaTtepuajl HNpu 3TOM MOXKET TI'PAaMOTHO MU3JIOKHUTHL, HE JOIYyCKasd
CYIICCTBCHHBIX HETOYHOCTEH B OTBETE Ha BOIIPOCHI.

- o6yqa}on11/n‘/ic;1 ¢ 0oabIIUM TPYAOM CIPaBJIACTCA € PCHICHUCM IMPAKTHYCCKUX|

«yodoseremeopu N
S 3a]a4, TEOPETHYECCKUI MAaTEPUA MPH STOM MOKET IPAMOTHO U3JIOXKUTh, HE IOMYCKast
MenbHOY» s
CYIIIECTBEHHBIX HETOYHOCTEW B OTBETE HA BOMPOCHI.
- 00y4aroHiicss ¢ OOJBIIMM TPYIOM CIPABISIETCS C PEIICHUEM MPAKTHYECKHX|
7 3a]a4y, TEOPEeTHMYECKUH MaTepuajd [pU OTOM H3JaraeTcs C CYIIECTBEHHBIMH
HETOYHOCTSIMH.
«Heyo06Iemeop - oOyuaromuiicsi He 3HaeT, KaK pellaTh NPaKTHYECKHUe 3aJauyd, HeCMOTpsl Ha)

umesibHo ) HCKOTOPOC 3HAHNE TCOPECTUICCKOTO MaTcpualia.




3.2. Ouenounsle cpedcmea 0713 RPOGEOeHUs1 MEKyu,e20 KOHMPOJis 3HAHUN RO OUCUUNTUHE

Kapra oneHOoYHBIX cpeIcTB TeKYLIero KOHTPOJIS 3HAHMI M0 JUCHUILIMHE

bpsiackoit o6mactu. COJ] B
QJIMAHUCTPATHBHOM YIIPABJICHUU.

KonTponupyembie
No Paznmen KonTponupyembie TuaakTHUECKHE HHIIKATOPE! OneHouHoe
/]  TUCHUTUTHHEL €MHHULIBI (TEMBI, BOIIPOCHI) ﬂocmmeva CpPEJICTBO
KOMITETCHITMH (HITH
WX 9aCTH)

1 |Pasmen 1. Cucrembl |(OCHOBBI OpraHU3AIHH IIKC-3.2, Onpocsr
BCIICHUS nokymenroobopota. [Tonsarue ITIKC-3.3, Otuets! o
JAOKYMCHTallNH nokyMmeHTa. [lonsitrue cucrteMsl [IKC-3.4 naboparopH

HIIEKTPOHHOTO JIOKYMEHT0000pOTA. BIM paboTam
Ha3HnaueHue, OCHOBHEIE CBOMCTBA U OrtueTsl 110
dbyakuun COJI. Knaccudukarus cucrem pe3ysbTatam
PIEKTPOHHOTO JOKYMEHTO000pOTA. BBITTOJTHEHHS
N3ydenune poccurickoro peiHka CO/I. CaMOCTOSITETT
PeKBU3UTHBIN aHATIU3 TOKYMEHTOB. BHOU PabOTHI
0630p nonymsipabix COJ1. U3yuenune

rncropuu pazsutus COJI.

2 |Pasmen 2. Pabota B |(OcHOBBI pabOTHI B CHICTEME IIKC-2.1, Omnpocsr
cucreme HIIEKTPOHHOT'O IOKyMEHTO000pOoTa IIKC-2.2, Otuets! o
DJICKTPOHHOTO «1C:1okyMeHTO000POTY. IIKC-3.2, 1abopaTopH
JOKYMEHTOO00POTa || crionp30Banue CIJI «1C: ITIKC-3.3, BIM paboTam
«1C: JIOKyMEHTOOO0POT» Ha MPEIIPUATHSIX [IKC-3.4 Otuersl 10
JloKyMeHTO00OpOT» PO

. pe3yibTaram
BBITTOJTHEHHS
CaMOCTOSTEI
BHOU PabOTHI

3 |Pasmen 3. OcoOCHHOCTH BHEIPEHUS CUCTEM [IKC-3.2, Omnpocsr
Ocobennoctn HIIEKTPOHHOTO JIOKYMEHT0000pOTA. IIKC-3.3, OrtueTs! o
PabOTHI C CHCTEMAMH ByeipeHie CHCTEM AIEKTPOHHOTO IIKC-3.4, 1a00paToOpH
PJICKTPOHHOTO nokymeHnT0o060poTa B BpstHckoi [IKC-5.1 BIM paboTam
FOKyMEHT0060pOTa obnactu. CpencTa 6€30MaCHOCTH B Ortuersl 110

CO/1. IckycCTBEHHBIN MHTEIUIEKT B pe3yibTaTam
CO]1 . OcobeHHOCTH pabOTHI CHCTEM BBITIOJTHEHHS
PIEKTPOHHOTO TOKYMEHTO000pOoTa CaMOCTOSATEI

BHOU PabOTHI

IIpumepHbIe TecTOBBIE 32IaHUS 1JISI IPOMEKYTOUYHOM ATTECTAIMM M TeKYLero KOHTPOJIS 3HAHU I

1. 3aoanue
Cuctema 3J1eKTPOHHOTO JOKYMEHTO000pOTa 00ECIIeYnBacT. ..
1) ynpaBiieHUE 3JIEKTPOHHBIMU TOKYMEHTAMHU

2) ympaBlieHUE 3HAHUSIMH

3) ympaBieHUE HOBALUSIMHU

4) aBTOMATH3AIIMIO JIETIOBBIX MPOLIECCOB

2. 3aoanue
Wupaexcanus >1eKTPOHHBIX JOKYMEHTOB B CUCTEME YIIPaBJICHUS JOKyMEHTaMU 00eCreunBaeT...

1.

IMMOUCK JOKYMCHTOB

2. THUIEPTEKCTOBBIA MPOCMOTP
3. KOHTpOJIb JOKYMEHTOB




4. nepenady JOKyMEHTOB

5. BBOJ U IIOMCK OIIIMOOK

6. pa3MelleHne JOKYMEHTOB Ha Pa3HOTHITHBIX HOCHTEISIX

3. 3aoanue

Jenonpoun3BoacTBo — 3T0. ..

1. Ilpouecc opraHm3zanuu paboOThl € JOKYMEHTaMM, BKJIIOYas MX CO3JAaHUE, PETUCTPALMIO,
KOHTPOJIb, IPOABIKEHHE, CHCTEMATHU3aLIMI0 U XpaHEHHUE

2. JIBUKeHHE JOKYMEHTOB OT MOMEHTA UX CO3JaHMs 0 MOMEHTA OKOHYaHUs PabOThl C HUMHU

3. O60co0beHHast COBOKYITHOCTh HH(POPMAIIUH, XapaKTePHU3YIolasi KaKylo-TO CTOPOHY O0BEKTa,
mporiecca, SIBJICHUS B JaHHOM TpPEAMETHOW o0nacTv, uMmeromas oOnyr GopmMy u BpeMms
BO3HHUKHOBEHUS

4. aBTOMAaTU3MpPOBAHHAs CUCTEMa ONTHUMM3ALUM IOTOKOB JOKYMEHTOB B HHTEpecax
obecnieyeHus 3pHEKTUBHOTO YIPABICHHUS OM3HEC-TIPOIIECCaMHU MTPEITPUATUS

4. 3aoanue

JIOKyMEeHTO000POT- 3TO. ..

1. Ilpouecc opraHm3zanuu paboOThl C JOKYMEHTaMM, BKJIIOYas MX CO3JAaHUE, PETUCTPALMIO,
KOHTPOJIb, IPOABIKEHHE, CHCTEMATHU3aLIMI0 U XpaHEHHUE

2. JIBUKeHHE JOKYMEHTOB OT MOMEHTA UX CO3JaHHs 0 MOMEHTA OKOHYaHUs PabOThl C HUMU

3. O6oco0bnenHasi COBOKYITHOCTh HH(OPMAIIUH, XapaKTepHU3yIolas KaKylo-TO CTOPOHY O0BEKTa,
mporiecca, SIBJICHUS B JaHHOW TpPEeAMETHOW o0macTv, umeromas oOnyr GopMy u BpeMs
BO3HUKHOBEHUS

4. aBTOMAaTU3MpPOBAHHAs CUCTEMa ONTHUMM3ALUM IIOTOKOB JOKYMEHTOB B HHTepecax
oOecrieueHus 3pHEKTUBHOTO YIPABICHHUS OM3HEC-TIPOIIECCaMK MTPEITPUATUS

5. 3aoanue

JlokyMeHT — 370...

1. Ilpouecc opraHm3zauuu pabOThl € JOKYMEHTaMM, BKJIIOYas MX CO3JAaHUE, PETUCTPALMIO,
KOHTPOJIb, IPOABIKEHHE, CHCTEMATHU3aLIMI0 U XpaHEHHUE

2. JIBUKeHHE JOKYMEHTOB OT MOMEHTA UX CO3[aHMs 0 MOMEHTA OKOHYaHUs PabOThl C HUMU

3. O6oco0bneHHast COBOKYITHOCTh HH(POPMAIIUH, XapaKTepPH3yIolasi KaKylo-TO CTOPOHY O0BEKTa,
mporiecca, SIBJICHUS B JaHHOW TpPEeAMETHOW o0nacTv, uMmeromas oOmnyr GopMy u BpeMms
BO3HHUKHOBEHUS

4. aBTOMAaTU3MpPOBAHHAs CUCTEMa ONTHUMM3ALMM IOTOKOB JOKYMEHTOB B HHTEpecax
oOecrieyeHus 3pHEKTUBHOTO YIPABICHHUS OM3HEC-TIPOIIECCaMHU MTPEITPUATUS

6. 3adanue

Cucrema 3J1eKTpOHHOTO IOKYMEHT0000poTa — 3TO. ..

1. Ilpouecc opraHum3zanuu paboOTBl € JOKYMEHTaMM, BKJIIOYas MX CO3JAaHUE, PETUCTPALMIO,
KOHTPOJIb, IPOABIKEHHE, CHCTEMATHU3ALIMIO U XPaHEHHUE

2. JIBUKeHHE JOKYMEHTOB OT MOMEHTA UX CO3[aHHs 0 MOMEHTA OKOHYaHUs PabOThl C HUMHU

3. O6oco0bneHHasi COBOKYITHOCTh HH(POPMAIIUH, XapaKTepH3yIolas KaKylo-TO CTOPOHY O0BEKTa,
mporiecca, SIBJICHUS B JaHHOW NpPEeIMETHOW o0nacTv, uMmeromas oOnyr GopMy u BpeMms
BO3HUKHOBEHUS

4. ABTOMaTHU3MpOBaHHas CUCTEMa ONTHMHU3ALMM IOTOKOB JOKYMEHTOB B HMHTEpecax
oOecnieyeHus 3pHEKTUBHOTO YIPABICHHUS OM3HEC-TIPOIIECCAMU MTPEITPUATUS

7. 3a0anue

MapuipyT ABHKEHHS] JOKYMEHTOB COICPIKHUT...

MepeYeHb UCTIOJTHUTEIEH

CPOKH HCIIOJIHEHUS

JIOTUKY NepeladyM JOKYMEHTa OT OJJHOTO UCIIOJTHUTEIIS K IPYTOMY

CIHUCOK 0a3 TaHHBIX

CIIMCOK OOCITY’KMBAEMBIX ITPUIIOKEHUN

8. 3aoanue

Perucrpanuonnas kapTouka JOKyMEHTa B CHCTEME 3JIEKTPOHHOIO JOKYMEHTO000pOTa - 3TO. ..

MRS



1. paGodee MecTO AJis JOCTYyMA K CHCTEME
2. nudpoBoe uir OykBeHHO-IIMPPOBOE 0003HAUCHHE, TPUCBAUBAECMOE IOKYMEHTY
3. o0macth, cojmepskamias OIpeneieHHbIH HabOp Moy CO CBEIEHUSMHU O JOKYMEHTE,
obecreunBarouX OBICTPHIN MOUCK JOKyMEHTa B O6a3e
4. KpaTKoe coJiepKaHue TOKyMEHTa
9. 3aoanue
CyIIecTBYIOT CJIEIYIOIINE BUIBI CPOKA UCIIOIHEHUS JOKYMEHTA:
1. TunoBoun
2. UHAUBUAYaJIbHbIN
3. oOImenpUHATHIN
4. GeccpoUHBbIi
5. pernaMeHTHpPOBaHHBIN
10. 3aoanue
KonTposnep B cucteme 3J1eKTpOHHOTO JOKYMEHTO000pOTa - 3TO. ..
1. nH10, OCYIIECTRIISIIOIIEe KOHTPOJIb BRIMIOHEHUS PabOT 10 JTaHHOMY JOKYMEHTY
2. COTPYIHUKH, OTBETCTBEHHBIE 32 paOOThI 10 KOHKPETHHIM MOPYUYEHHSIM 110 TOKYMEHTY
3. U112, COBMECTHO BBITIOJIHSIONINE TOPYUEHUS IO TOKYMEHTY
4. muna, ¢ KOTOPEIMU HEOOXOIMMO COTIacOBaTh JaHHBINA JOKYMEHT
11. 3a0anue
Cy1iecTBYIOT BUIbI MapLIPYTOB:
1. mocnenoBaTenbHbIN
2. mapajuieIbHbIN
3. yCIIOBHBIN
4. KOMOMHUPOBAHHBIN
5. cXeMaTU4YHbIN
12. 3a0anue
OTBETCTBEHHBIC UCTIOTHUTEIN B CUCTEME MIEKTPOHHOTO JOKYMEHTO000pOTA - 3TO. ..
1. 1110, OCYIIECTBIISIIOIIEE KOHTPOJIb BHIIOJIHEHUS Pa0OT M0 TaHHOMY JOKYMEHTY
2. COTpYIHUKH, OTBETCTBEHHBIE 32 pa0OTHI 10 KOHKPETHBIM MOPYUYCHHSIM 110 TOKYMEHTY
3. 1113, COBMECTHO BBIMIOJIHAIOIINE TOPYUYEHUS IO JOKYMEHTY
4. nmuna, ¢ KOTOPBIMHA HEOOXOIUMO COTTIACOBATh JAHHBINA JOKYMEHT
13. 3a0anue
Peructpaiius JOKyMEHTOB B CUCTEME JIEKTPOHHOTO TIOKYMEHTO000pOTa — 3TO. ..
1. paGouee MecTO AJi JOCTYyMa K CUCTEME
2. nudpoBoe wim OyKBeHHO-ITU(POBOE 0003HAUCHUE, IPUCBAUBAEMOE IOKYMEHTY
3. 3am0JIHEHUE PETUCTPALIMOHHON KapTOUYKU M MPUCOEAMHEHHUE K KapTOUKe JTI000ro KOJIMYecTBa
¢aiinoB nmpon3BoIbHOTO hopmaTa
4. KpaTKoe coJiep>KaHue T0KyMEeHTa
14. 3aoanue
CoucnosHUTENN B CUCTEME JIEKTPOHHOTO JOKYMEHTO000pOTa - 3TO. ..
1. nHII0, OCYIIECTRIISIIOIIEe KOHTPOJIb BRIMIOJHEHUS PabOT 10 JTaHHOMY JOKYMEHTY
2. COTPYIHUKH, OTBETCTBEHHBIE 32 paOOTHI 10 KOHKPETHHIM MOPYUYEHHSIM 110 TOKYMEHTY
3. U112, COBMECTHO BBITIOJHSIONINE TOPYUEHUS IO TOKYMEHTY
4. muna, ¢ KOTOPEIMU HEOOXOIMMO COTJIacOBaTh JaHHBIA JOKYMEHT
15. 3aoanue
B moxymMeHT0000pOTEe BBIACISIOTCS BUJIBI IOPYUCHUM:
1. mapamnensHOE
2. TIOCJIEIOBATEILHOE
3. yclloBHOE
4. ouepenHoe
16. 3aoanue
Cornacyomiye B CUCTEME 3JEKTPOHHOTO IOKYMEHTO000pOoTa - 3TO. ..



1. U110, OCYIIECTBISIONIEE KOHTPOIIb BHIIIOJHEHUS PA0OT MO JaHHOMY JOKYMEHTY
2. COTPYJIHUKH, OTBETCTBEHHBIE 32 paOOThI 10 KOHKPETHHIM MOPYUYEHHSIM 10 TOKYMEHTY
3. nuna, COBMECTHO BBIMIOJIHSIONIME TOPYYEHUS IO TOKYMEHTY
4. muna, ¢ KOTOPBIMU HEOOXOIMMO COTJIacOBaTh JaHHBINA JOKYMEHT
17. 3a0anue
KoHTpob ncnonHenus: JOKYMEHTOB B CUCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTa — 3TO. ..
1. COBOKYIHOCTb AEUCTBUI, 00ECIIEUNBAIOIINX CBOCBPEMEHHOE HCIIOJIHEHHE JOKYMEHTOB
2. uadopmaims 000 BCeX MOPYUEHHUSX U COTIACOBAHUIX
3. YCKOpEHHE UCTIOTHEHHUS TOKYMEHTOB
18. 3aoanue
ITopyuenue- 370...
1. KOHTPOJIb UCTIOJIHEHUS JOKYMEHTA
2. 3a71aHe KOHKPETHOMY UCIIOJIHUTEIIIO MO BBIMOJIHEHHUIO ONPEACICHHBIX ASHCTBHM 1O
00paboTKe JOKyMEHTa
3.3a1aHMe MapIIPYTa MPOX0kKIEHUS JOKYMEHTa
19. 3a0anue
1C:  JloxymeHntoobOopor. K KkapTouke BXOHAIIEro JOKYMEHTa MpHUCOeauHeHue (haitna
OCYIIIECTBIISIETCS:
1. Co ckanepa
2. JIBOMHBIM IIETYKOM MBIIIH 110 (haiiry
3. IlepenecenneM OHOTO WJIM HECKONBKUX (ailioB ¢ mpoBogHrKa Windows MBIIIKOW B CIIMCOK
¢aiinoB B KapTOUKe JOKYMEHTA
4. lob6aBnenuem (aiina c nucka
20. 3a0anue

1C: JloxymenTo0o00poT. MoryT 11Ba u 60J1ee oab30BaTeNsl OTKPHITh OAHOBPEMEHHO (ailn 1is
pEIaKTUPOBAHUS?

1. na
2. HeT

21. 3aoanue
1C: HoxymeHTo0OOpOT. JlomosHuUTENbHBIE PEKBU3UTHI B [Ipolieccax u 3amadax HCIOIb3YETCS
TUIS:. ..
1. 3amonHeHus B JaJibHEHIIEM STUMU JaHHBIMH MpeAMETa Impolecca
2. yTOYHEHHS TOTO, YTO JIOJKEH CHENIaTh I0JIb30BaTeNhb
3. 03HaKOMJICHHMSI TTOJIb30BaTENEH JOMOTHUTEIHFHOM HHPOPMAIIMEH 110 TTPoIIecCy
4. BO3MOXKHOCTH TOKMCKa, TPYNIIUPOBKU, 0TOOPA, COPTUPOBKU IIPOIIECCOB U 33jay B X pa3zpes3e
22. 3a0anue
1C: Hoxymentoobopot. [Ipoduiu rpymm qocryna:. ..
1. onpenensitoT HAOOP OrpaHUYCHUN
2. coznatorcs B peskume Konduryparop
3. co3aar0TCs IS KaXK10TO MOJIb30BaTENs
4. onpenensiroT HabOP MPaB U OrpaHUYCHUH
23. 3a0anue
1C: lokymenroo6opot. HomenknaTypa aen 3to...
1. cucremaTtu3upoBaHHBIA NEpeYeHb HAWMEHOBAHUM [1€1, 3aBOJUMBIX B JEJIOMPOU3BOJCTBE
OpraHu3aliy, ¢ YKa3aHuEM CPOKOB MX XPaHEHUs, 10 YCTAHOBIEHHOU (opme
2. mepedeHb Jel, 3aBOJUMBIX B JIEJONPOU3BOJCTBE OpPraHMU3alMH, C YKa3aHHMEM CPOKOB HX
XpaHEeHHUs, TI0 YyCTAaHOBJICHHOU (hopme
3. mepeueHb HAMMEHOBAaHUI e, 3aBOAUMBIX B JIEIONPOU3BOJCTBE OPraHU3allH, IEPEIaHHbIE B
apxuB
4. mepevyeHb HaAUMEHOBAHUH JieJl, 3aBOAUMBIX B JI€JIONPOU3BOJICTBE OPraHU3alUuM, C YKa3aHUEM
CPOKOB HX XPaHECHHS
24. 3aoanue



1C: JTokymentoo6opot. busnec-nporecc «PaccMoTpeHue» UCTOoNb3yeTcs JIs. . .
1. BpIJaUM OpYUYEHUSI OJJHOMY I0JIB30BATENIO (MIEPCOHATIBHO WIIM Y€pe3 POoJib) U MOCIEAYIOLIEH
IIPOBEPKHU PE3YyIbTATOB UCIOJHEHUS IOPYUEHUS POBEPSIOIINM
2. OTOpPaBKHU BXOJSANINX WM BHYTPEHHUX JOKYMEHTOB Ha MCIOJIHEHHE OJHOMY HJIM HECKOJIbKUM
COTPYAHUKAM
3. mepenayu BXOJAIIETO WM BHYTPEHHETO JOKYMEHTa Ha pacCMOTPEHHE OTBETCTBEHHOMY JIHILY
WA POITU
4. 03HaKOMJICHUS TMOJIb30BaTENeH ¢ BXOASAIIMMU, UCXOIAIIMMH, BHYTPEHHUMU TOKYMEHTaMHU U
daitnamu
25. 3aoanue
1C: Jlokymentoo6opot. Pe3ynbraTom npouecca «PaccMoTpeHne» MOTYyT OBITh:
1. HanpaBiieHUE Ha O3HAKOMJICHHE
2. HampaBJIeHUE HA UCIIOJIHEHHUE
3. mopy4eHue
4. pe3omonus
26. 3adanue
1C: Tokymenrooboport. busnec-npornecc «VcnoaHeHne» UCHONAb3yeTCsl UI. ..
1. BpIJaUM OpYUYEHUSI OJJHOMY I0JIB30BATENIO (MIEPCOHATIBHO WIIM Y€pe3 PoJib) U MOCIeAYIOLIEH
IIPOBEPKHU PE3YIbTATOB UCIOJHEHUS IOPYUEHHS POBEPSIOIINM
2. mepefayu BXOASILErO UM BHYTPEHHErO TIOKYMEHTa Ha PaCCMOTPEHUE OTBETCTBEHHOMY JIMILY
WA POITU
3. 03HAaKOMJIEHHMSI MOJIb30BaTeNel ¢ BXOIALUIMMHU, UCXOASIIIMMHU, BHYTPEHHUMHU JOKYMEHTaMH U
daitnamu
4. OTIIpPaBKU BXOJALIMX UM BHYTPEHHUX TOKYMEHTOB Ha UCIOJHEHUE OJJHOMY WJIM HECKOJIbKUM
COTPYAHUKAM
27. 3a0anue
1C: Joxymentooboport. [Iponecc «McrnonHeHrne» cuuTaeTcs 3aBepIIeHHBIM OCIE TOTO KaK:...
1. UCTIOTHUTEITH BHITIOJIHUII CBOIO 33J1auy U MPOBEPSAIOIINI TOATBEPANI BHITOJIHEHUE
2. UCIIOJIHUTEIIb HE BBIINOJIHMII CBOIO 33/1a4y, a CPOK MUCIOJIHEHMSI IPOLLEI
3. WCMONHUTENh BHINOJHWI CBOIO 3a/lady M MPOBEPSIOUINI W KOHTPOJEp MOATBEPAUIIH €€
BBITIOJIHEHHUE
4. UCTIOJIHUTENb BBITIOJIHUI CBOIO 3a/1a4y
28. 3aoanue
1C: Joxymentoobopot. B 3amaue mpouecca «McnomHeHney» moyib30BaTeNb, YKa3aHHBIA B T0JIE
«KoHTponep», Mony4uT 3a1a4y 0OJJHOBPEMEHHO C UCIIOJIHUTEIEM?
1. [Tone «KouTtposep» B 3amade OusHec-nponecca «lcrnoimHenne» oTCyTcTByeT
2. HeT
3.1a
29. 3aoanue
1C: NoxymeHnToo60poT. B mponecce «VcronmHeHne» MOKHO HE Ha3HAYATh:
1. UcnionauTens
2. Kontponepa
3. ABTopa nporecca
4. ITposepstoniero
30. 3aoanue
1C: JoxymenToo6opot. [Iporiecc «YTBepKIeHNE)» UCTIONIB3YETCS JIJIA:
1. mepenaun BXOASILErO UM BHYTPEHHEIO IOKYMEHTA Ha PACCMOTPEHUE OTBETCTBEHHOMY
JUIY WIHA POJIU
2. mepefayu UCXOAIIETO UM BHYTPEHHETO JOKYMEHTA Ha YTBEPKACHUE OTBETCTBEHHOMY
JUIY WIHA POJIU
3. OTHpaBKM BXOAAIIMX WM BHYTPEHHHMX JOKYMEHTOB Ha HCIIOJIHEHHE OJHOMY WIH
HECKOJIbKUM COTPYAHHUKAM



4. BBIIaYM TIOPYYEHUS OJHOMY TIONB30BaTeNi0 (MEPCOHAILHO WM Yepe3 poiib) u
MOCEAYIOLIEH MPOBEPKH PE3yNbTaTOB UCTIOIHEHHSI TOPYUECHUSI IPOBEPSIOIIUM
5. O03HAaKOMIIGHMsI TMOJb30BaTelied C BXOMASIIUMH, HCXOASIIMUMH, BHYTPEHHUMHU
JIOKyMEHTaMU 1 (haitiamMu
31. 3aoanue
1C: Jdoxymentooboport. Ilocne 3amucu MCXOASIIETO JOKYMEHTA, SBIISIONIETOCS OTBETHBIM, Y
COOTBETCTBYIOIIETO BXOSIIEr0 IOKYMEHTAa aBTOMAaTUYECKH YCTAaHABIMBAETCS PEKBU3UT...
1. «OtBET»
2. «Ilomyuen orBeT»
3. «OTnpaByieH OTBET»
4. «lIpenmet nepenucku»
32. 3a0anue
1C: TokymeHT0000pO0T. CKOJIBKO MO’KHO BBECTH OTBETHBIX MTUCEM Y UCXOASAIIETO JOKYMEHTa?
. IBa
. OIUH
. CKOJIBKO YTOJIHO
TpH
. HU OJTHOTO
33. 3aoanue
1C: HoxymeHT0000pOT. CKOJBKO poOJiei MOKET ObITh HA3HAYEHO OJTHOMY ITOJIB30BaTEI0?
1. Haznauaercs Tosibko 1 poib
2. MoxeT ObITh Ha3HAYCHO 710 5 poJeit
3. IlpucBanuBaeTcs He MeHee 2 posel
4. KonndecTBO Ha3HAYAaEMbIX MOJb30BATENII0 POJEH OrPAHWYEHO JIMIIb HX HAJIWYUEM B
KOH(UTyparuu
34. 3a0anue
1C: ToxymerT0000p0oT. COOTBETCTBUE MOIH30BATENEH POIISIM 3a/1aeTcsi B hopMe:
1. Pommn
2. UcnionauTenu ponei
3. Ponm 6usnec-nporieccon
4. Ilonb3oBartens - McnonHser poiau
35. 3aoanue
1C: lokymentoo6opot. Ponu ucnonuureneii...
1. npenHa3HaveHbI 7151 POJIEBOM MapIIpyTHU3ALUM 33124
2. HY>KHBI JUIsl CO3/IaHus TPpouiIel qocTyma
3. HY>KHBI JUIsl pa3rpaHuyeHusl IpaB AOCTYIa IO POJISM
36. 3aoanue
1C: oxymeHnTo000poT. CTpyKTYypa mamnok (aiyioB B CHCTEME TOJDKHA ONPEEIIAThCS
1. mo ypoBHI0 f0cTyna
2. B COOTBETCTBUU C OPTaHU3AIMOHHON CTPYKTYPOUl IPEATPUATHS
3. mo Tunam ¢aiinos
4. onipeensieTcsi MPOU3BOJIBHBIM CITOCOOOM B 3aBUCUMOCTH OT IMOTPEOHOCTEH MOJIb30BaTENICH
37. 3a0anue
1C: NoxymeHTO0000pOT. [lanku BHYTpEHHUX TOKYMEHTOB CITYXaT JJIA...
1. pazneneHust JOKyMEHTOB 10 TpyHam
2. yNnopsA0YMBaHUS TaHHBIX
3. yIopsiIOYMBaHUS JAHHBIX ¥ OTPAHUYCHUS [IPAB IOCTYIA K BHYTPEHHUM JIOKYMEHTaM
4. ynopsI0oYMBaHUS JaHHBIX M OrPAaHWYEHHs] TpPaB JOCTYNMa K BXOIAIIMM M HCXOISIIUM
JIOKyMEHTaM
38. 3aoanue
1C: Toxymentoo6opot. I11a6nons! ¢aiinoB npegHazHaueHb AJIS: ...
1. Bce OTBETHI BEpHBI



2. TOrO, YyToOBl YHU(UIMPOBATH OJAHKKM B OpraHU3allid, Ha OCHOBAHUU KOTOPBIX CO3JAOTCS
JTIOKYMEHTBI
3. TOro, 9YTOOBI MOJIB30BATENSIM OBLIO JIETYE OCYIIECTBIATH BBOJI HOBBIX JIOKYMEHTOB
39. 3aoanue
1C: JlokymeHTOO00pOT. MOXKHO JTM pa3rpaHUyYUTh IpaBa JIOCTYyIa Ha YPOBHE MANOK BHYTPEHHUX
JIOKYMEHTOB?
a. 3aBUCHUT OT TPYIIIIHI IPaB
b. Her
c.a
40. 3a0anue
1C: JlTokymeHT0000pOT. MOKHO JIM U3MEHUTH MPOGUIIb TPYII A0CTyNa «AIIMUHUCTPATOP»?
a. /la, B mpodmiib MO’KHO 100aBUTH BU/IbI OTPaHUYECHUSI JOCTYTa
b. na
C. HET
41. 3a0anue
1C: Jlokymentoobopot. B kondurypanun «1C:JlokyMeHTOO00pOT 8» OTCYTCTBYET OHM3HEC-
IpoLecc ...
1. TTopyuenue
2. Paccmotpenue
3. O3HaKoMJIEHUE
4. Ucnonuenue
5. CooOurienune
42. 3a0anue
1C: HoxymeHT0000pOT. 111a610HBI COCTABHBIX MIPOIIECCOB HAXOIATCS:
1. B OTZIETBHOM CHUCKE OT IIa0JI0HOB OU3HEC-TTPOLIECCOB
2. HE OAICP>KUBAIOTCS CUCTEMOM
3. B o0meM criucke mabaoHOB OM3HEC-TIPOILIECCOB
43. 3a0anue
1C: Jokymenroobopot. Illabmon cocraBHOro mpouecca «O0paboTKa BXOJSIIErO JTOKyMEHTa»
COCTOMT M3 LIETIOYKHU MPOCTHIX MIAOJIOHOB:
1. Peructpanus, Ucnonuenne\O3nakomnenue, Crucanue B €510
2. CornacoBanue, Mcnonnenue\O3Hakomiaenue, Crincanue B €10
3. Paccmorpenne, Ucnonnenne\O3nakomienue, Crircanue B AeI0
44. 3a0anue
1C: Joxymenroobopor. 11labnoH coctaBHOro mnpouecca «O6paboTka UCXOISIIETO TOKYMEHTa»
COCTOMT M3 LIETIOYKHU MPOCTHIX MIAOJIOHOB:
1. CornacoBanue, YTBepxkaeHue, Perucrpanus
2. Peructpanus, CornacoBanue u CrncaHue B 1€710
3. CornacoBanue, YTBepxkaeHue u CrucaHue B Jej10
45. 3aoanue
1C: Hokymenroobopot. lllabnon cocraBHoro mporecca «O6paboTka BHYTPEHHETO JTOKYMEHTa»
COCTOMT M3 LIETIOYKHU MPOCTHIX MIAOIOHOB:
1. VrBepxkaenne, Perucrpanus, Paccmorpenune, Wcnonnenue \ O3nakomnenue, Crnmcanue B
JeJo
2. Paccmotpenue, Peructpanus, Ucnonuenue \ O3nakomiienue, Criucanue B €10
3. CornacoBanue, YTBepxkaeHue, Paccmorpenne, Perucrpanus, Vcnomnenue \ O3HakoMiieHUE,
Cnucanue B A€o
4. Peructpanusi, Paccmorpenue, Ucnonaenne \ O3nakomiienne, Cicanue B €710
5. VrBepxaenue, Paccmorpenne, Perucrpanus, Wcnomnenue \ Oznakomnenue, Crnucanue B
hi (0 (]
6. CornacoBanue, YTBepxkaenue, Perucrpanus, Paccmorpenue, Mcnonnerne \ O3HaKomIleHuE,
Crucanue B JI€JI0



46. 3a0oanue
1C: NoxymeHnTo060poT. [IpaBa Ha cocTaBHBIE TPOIIECCHI CKIIAIBIBAIOTCS:
1. u3 ImpaB BCCX MOJYMHCHHBIX UM IIPOLECCOB, B TOM YHCJIC U C YUCTOM IICpCaapCCaliun
2. U3 MpaB BCEX YYACTHUKOB
3. U3 IIpaB BCeX MOMAYMHEHHBIX UM IMPOIECCOB, O3 yueTa nepeaapecarun
4. U3 mpaB BceX MOAUYMHEHHBIX MPOILIECCOB
47. 3a0anue
1C: JlokymeHTOOO0pOT. MOXHO JIM TpUBSA3aTh IAOJOH MpoIrecca K BHAY TOKYMEHTa JIs
ABTOMATHUYCCKOI'O UCIIOJIb30BAHMS ITPU BBOJIC 6H3H€C-HpOHeCCOB Ha OCHOBAaHUU ,Z[OKyMeHTOB?
1. na
2. HeT
3. HA OCHOBaHHUH IOKYMEHTOB OM3HEC-TIPOLIECCHl BBOJIUTH HENb35

Kputepun oneHKH TeCTOBBIX 3aJaHUI
IIprMep OLEeHKH TeCTOBBIX 3aJJaHUI MOXKET OIpeaeasiTbCs 0 popmy.ie:

Yucno npasujibHolx omeenios
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I'ne Oy.mecmup.- ouenka 3a TectupoBaHue. OLEHKA 3a TECT UCIOIb3YETCs KaK
cocTaBHas 00IIel OIEHKH 3a Kypc, KaK yKa3aHo B mpumepe 1m.3.1.



