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|. AHHoTanMa
1. Heab 1 33724y JUCIHHILTHHbI

LeasiMu 0CBOCHHS JUCIMILUTMHBI «J[OKYMEHTAITMOHHOE 00ECTIeUeHHE yIpaBIie-
HUS B 1QPOBOI cpenex siBisieTcst (GOpMHUPOBAHUE Y OOYUAFOIIMXCS 3HAHUN ¥ YMEHHH,
HEOOXOIUMBIX JIJIsI YIIPaBJIeHUSI MHPOPMAIIMOHHBIMHA CUCTEMaMK OpTaHU3aIH, TOCTH-
KEHUsSI €€ CTPATETMIECKHX IIeJIeH, TPaMOTHOTO MMPUMEHEHUSI aBTOMATU3UPOBAHHBIX MH-
(bOpMaITMOHHBIX TEXHOJIOTHHA, (DOPMHUPOBAHUSI CHCTEMbI HH(POPMAITOHHOTO 00ecIieue-
HUSL YIIPABJICHHUS JOJDKHOTO KauyecTRa.

3ajjayamMu OCBOCHHS UCIUTITAHBI SBIISTFOTCS:

— ToJiydeHHe 0a30BbIX 3HAHHWK B 00JACTH aBTOMATH3AIMH JOKYMEHTO000pOTa
C MCTIOJIh30BaHUEM MH()OPMAIIMOHHBIX TEXHOJIOTHA;

— TIOJIyYCHHE yCTONYMBBIX HABBIKOB MPAKTHYECKOH pabOTHI MO MCHOIh30Ba-
HUIO COBPEMEHHBIX MAKETOB MPUKJIIAIHBIX IPOrPaMM Ha YPOBHE KBATU(HUIIU-
POBAHHOTO TOJIH30BATENS JIJISl MPUHATUS YKOHOMHYECKUX, TTPOU3BOICTBEH-
HBIX U yIPABIICHYECKUX PEIICHUHN.

2. MecTo tuciumuinHbl B cTpykrype OOII

HucrumnHa «JloKyMeHTaIllMOHHOE OOecTieueHre YIpaBieHus] B IU(PPOBOI
cpenie» OTHOCUTCSA K 00s3aTeIbHON YacTH yueOHOT 0 IJIaHa 110 HAPaBJICHUIO MOATO-
tToBkH 38.03.05 busznec-undopmaruka npoduiib «bru3HeC-aHATIUTHKAY.

B norumyeckoMm u coliepKaTelbHO-METOJUYECKOM KOHTEKCTE JUCHUILIMHA
«JlokyMeHTallMOHHOE OOecIieueHrue yrpaBlieHUsI B IU(pOBOH cpejiey» B3aMMOCBS-
3aHa ¢ APYrUMU 4acTsIMU 00pa30BaTEILHON NPOrpaMMBbl, B YACTHOCTH, C TUCIIUILIH-
Hamu: OuHaHcoBas mateMatuka, Ctatuctuka B Excel, IMmuTanmonHoe mMoienupo-
BaHHE OM3HEC-TIPOIIECCOB U JIp.

OcBoeHME AUCHUILIUHBI «JIOKyMEHTAIMOHHOE O0€CIeUeHUE YIIpaBJICHUS B
1(POBOIL cpeiey ABIAETCSA MPEIESCTBYIONUM /IS IPOBEICHUS BCEX TUIIOB TIPOU3-
BOJICTBEHHOM MPAKTUKH, MPEyCMOTPEHHBIX YUYCOHBIM TIJIAHOM, a TAKKE JIJIST U3y4e-
HUs aucuuiuinH: Ynpasinenue [T-npoextamu, MHpopMmanmonHas 0e30MacHOCTS,
NudopmarimoHHO-aHaTUTHYECKUE CUCTEMbI yIpaBiieHus npeanpustieM, OCHOBBI
pa3paboOTKH CalTOB M BeO-AM3aiiH, YMpaBiieHHe pa3padoTKON HH(POPMAIMOHHBIX
CUCTEM H JIp.

3. O0beM auCHUIIMHBL: 5 3aueTHBIX enuaMI, 180 akageMUUeCcKUX Yacos,

17151 04HOM GopMBbI 00yUeHHSA

KOHTAKTHAS ayIUTOPHAsi padoTa: JIeKIu — 17 4acoB, MPaKTUUECKUE 3aHATHS
34 yaca;

camocrositeibHas padora: 102 yaca.

KOHTPOJIb: 27 4acoB.



4. Ilnanupyemble pe3yJibTaThbl 00y4eHHs 10 JUCHHUILUINHE, COOTHeCEHHbIE ¢

IVIAHUPYEMBIMH peE3yjabTaTaM OCBOCHUN Oﬁpa3OBaTeJILHOﬁ MporpaMmmabl

[Tnanupyemble pe3ysbTaTsl OcBoeHUs 00- | [lnanupyemble pe3ynbTaTsl 00y4eHHs 10 AUCIUILINHE
pa3oBaTelIbHON TporpaMmsI (popmupye-
MBbIE KOMITCTCHITHH )

OIIK — 1 — Cnoco6en npoBoauts Mojenu- | OIIK-1.1 OcymecTtiser c6op, 00padoTKy, aHAIHU3 U
pOBaHHUC, aHaIM3 W COBCPHICHCTBOBAHHUC | mipeycTaBlieHHe WH(POPMALIUU TSI MOJCITUPOBAHUS U
Ou3Hec-Tpo1IeccoB U UH(GOPMAIIIOHHO-TEX-
HOJIOTUYECKON MH(PPACTPYKTYPBI MPEIIPH-
AT B MHTepecaxX JOCTHKEHUsI ero cTpare-
THYECKUX IIeJIeH C MCIOJIb30BAaHUEM COBpE-
MEHHBIX METOJIOB U IPOTPaMMHOIO HHCTPY-
MEHTapUs

COBEpIICHCTBOBAHUS OU3HEC-TIPOLIECCOB U UH(OpMa-
[IUOHHO-TEXHOJOTHYECKONW HHPPACTPYKTYPHI

OIIK-5 — CriocoGen opranu3oBsiBaTh B3a- | OIIK-5.2 AxganTupyer u npuMeHsET yIpaBIeHYEeCKUE 1
VMOJIEHCTBHE C KIIMEHTAMH U TIAPTHEPAMH B MH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
MpoLeCcCe PELIEHUS 3a/1a4 YIIPABJICHUS KU3-
HEHHBIM IIUKJIOM HWH(GOPMAIMOHHBIX CH-
cTeM U MH(pOpMalMOHHO-KOMMYHHUKAITHOH-
HBIX TEXHOJIOTHIA;

JJIA B3aHMOHeﬁCTBHH C KIIMCHTAaMH U IIapTHCPaAMU IIPpU
BBITTIOJIHCHUHN pa60T Ha BCCX CTaauAX Y KU3HCHHOI'O ITMKJIa
I/IH(bOpMaLII/IOHHBIX CHUCTEM

5. ®opMa NPOMeKYTOUYHO ATTeCTAIIMU M CeMeCTP MPOXO0KIeHHUsI:
® 110 04HOI (hopMe 00yUEHHS — IK3aMEH, 3 Kypc, S CEMECTp.

6. SI3bIK NpenoxaBaHusi PyCCKU.



Il. Copep:kanue TMCHMILUINHBI, CTPYKTYPHMPOBAaHHOE 110 TeMaM (pa3iesiaM) ¢
YKa3aHHEM OTBEJICHHOI0 HA HUX KOJIMYECTBA AKaAeMUYECKUX 4YaCOB M BUI0B y4ue0-
HbIX 3aHATHI

Jlns ouHoM (hopmbl 00yUIeHHS
VYuyeOHnas nporpamma | Beero KonTtaktHas pabora (4ac. CamocTo-
— HAMEHOBaHME (4ac.) Jlexmn IIpakTuueckue KoHTposp | ATenbHAas
pa3IesoB U TeM 3aHSTHUS camocrosi- | pabora, B
TEJIbHOM pa- | TOM YHUCIIC
00ThI (B TOM | KOHTPOJIb
YHUCIIe Kyp- (uac.)
coBast pa-
6orta)
BCEr | B T.4. BCErO | B T.4.
0 MPaKTH- MPaKTH-
qyeckas qyecKas
HOATO- HOATO-
TOBKa TOBKa
Tema 1 Brenecuue B 30,5 2 4 45 20
CHCTEMBI
3IIEKTPOHHOTO JIOKY-
MEHTO0000pOTa
Tema 2 [IpaBoBbic u | 28,5 3 6 4,5 15
HOpPMaTHBHBIC

OCHOBBI JOKYMEHTa-
IIMOHHOT'0 o0ecreye-
HUs YIIPABJICHUS

Tema 3 Oynkuu 28,5 3 6 45 15
CUCTEM DJICKTPOH-
HOTO JIOKYMEHTO-
obopota B obsactu
TOC3aKyTOK

Tema 4 Knaccudu- 33,5 3 6 45 20
KaI[isi CHCTEM DJICK-
TPOHHOTO JIOKYMEH-
T00OOpOTA

Tema 5 Boibop u 28,5 3 6 45 15
BHE/IpEHHE
KOMIIJIEKCHBIX CH-
CTEM DJIEKTPOHHOTO
JIOKYMEHT0000poTa

Tema 6. [JoxymeH- 30,5 3 6 45 17
TUPOBaHUE
YIIPABJIEHYECKOM Jie-
ATEIbHOCTU

UTOI'O 180 17 34 27 102




I11. O6pa3oBare/ibHbIE TEXHOJIOTHH
s peamzanyu OOIT 1 noBblIIeHUs KayecTBa 00pa30BaHMsl, MOTUBALIMOHHON
COTaBJsIOIIEH oOyJaromuxcss B 00pa30BaTEIbHOM IIPOLIECCE  HUCHOJIb3YIOTCS
COBpPEMEHHbIE 00pa30BaTEIbHbIE TEXHOIOTUH.

VYyeOHas nporpamma —
HaVMEHOBAHHUE Pa3/IelioB U
TEM

Bun zanarusa

O0pazoBarebHbIE TEXHOJIOTHH

Tema 1 Beenenue B cucTeMBI
AJIEKTPOHHOT'O JOKYMEHTO-
obopora

Jlexknus
[IpakTrueckoe 3aHsiTHE

Jlexuusi ¢ 3aIUIaHUPOBAHHBIMU
OmMOKaMu

Pemienue npakTu4ecKux CUTyarui
JluctanumoHHbie 00pa3oBaTelIbHbIC
TEXHOJIOTHH

Tema 2 IIpaBoBble 1 HOpMa-
TUBHbBIE

OCHOBBI JIOKYMEHTALIHOHHOTO
o0ecrieyeHus yrpaBlieHUs

Jlexuus
[IpakTHueckoe 3aHsATHE

Jlexums TpaguuMOHHasA

3aHATHS ¢ IPUMEHEHUEM 3aTPYAHSI-
IOIIMX YCJIOBUM

JlucraHIIMOHHBIE 00pa30oBaTeIbHbIE
TEXHOJIOTHH

Tema 3 OyHKUMHN CUCTEM
JIEKTPOHHOTO JOKYMEHTO-
000poTa B 00JIaCTH rOC3aKy-
IIOK

Jlexuus
[IpakTrueckoe 3aHsTHE

Jlexums TpaauIMoHHAas

3aHATHS C TPUMEHEHUEM 3aTPY IHS-
IOLLUX YCIIOBUMI

JuctaniimoHHbie 00pa3oBaTeIIbHBIC
TEXHOJIOTHH

Tema 4 Knaccudukarnus cu-
CTEM 3JICKTPOHHOTO JIOKY-
MEHTO00O0pOTa

Jlexuus
[IpakTryeckoe 3aHsATHE

Jlexuwus mpoGiemMHast

Merog case-study

JlucraHnnoHHBIE 00pa30BaTeIbHBIC
TEXHOJIOTHH

Tema S BriOop u BHenpeHue
KOMIUIEKCHBIX CHCTEM DJIEK-
TPOHHOTO JIOKYMEHTO0000-
pora

Jlexuus
[IpakTryeckoe 3aHsATHE

Jlexuwus mpoGiemMHast

Pemenue nmpakTuyeckux cUTyanun
JluctanimoHHbIe 00pa3oBaTeIIbHBIC
TEXHOJOTUH

Tema 6. JlokymMmeHTUPOBaHUE
yIpaBIeHYECKON AESITeNbHO-
CTHU

Jlexuus
[IpakTHueckoe 3aHsTHE

Jlexuwms mpoGiemMHas

Perenne npakTuueckux CUTyanuin
JucranuroHHble 00pa3oBaTeIbHbIE
TEXHOJIOTUH

Tema 1. BBeeHune B cucTeMbl 3JIEKTPOHHOT0 JOKYMEHT0000poTa
[Ipenmer, conepxanue, 3aaa4u OUCUUIUIMHBL. [[OHSATHE «3IEKTPOHHBIN

JIOKYMEHT» B MH(OPMAIIMOHHOW CUCTEME OpraHu3aiuu. TepMUHOIOTHS, HC-
NoJIb3yeMasi B CUCTEMax 3JIEKTPOHHOTO JOKYMEHTOOOOpoTa. 3alauyd CHUCTEM
AJIIEKTPOHHOTO JOKYMEHTO000pOTA.

Tema 2. IIpaBoBble © HOPMATHBHBIE OCHOBbI JOKYMEHTAIIMOHHOIO
o0ecrieyeHNs yNpaBJIeHUs

HaHpaBHeHI/IH U BUJAbl JOKYMCHTAIIMOHHOI'O oOecnieueHus YIpaBJICHUA,
Ha3HA4YCHHUC JOKYMCHTHPOBAHUSA U OpraHru3alu pa6OTBI C IOKyMCHTaMH, POJib
MH()OPMAIIMOHHBIX TEXHOJIOTHMM B €ro pa3BUTUU, CYUIHOCTh U OCOOEHHOCTH
yHOpaBieHUs JOKyMeHTaMu. JIOKyMEeHT Kak 00bEeKT peryaupoBanusi. OyHKIUU U
BBl JOKYMCHTOB, X YHI/I(l)I/IKaHI/ISI " CTaHJapTHU3alu.



['ocyaapcTBeHHOE perynrpoBaHue, HOpMaTUBHAsS [TPABOBask U METOANYE-
CKas OCHOBa JOKYMEHTAI[MOHHOTO oOecrneueHus ymnpasieHus. CyIIHOCTb,
HaIIpaBJICHUS U BBl TOCYJaPCTBEHHOTO PETYJIMPOBAHUS TOKYMEHTAOHHOTO
o0ecrnieueHus yIpaBiIeHUs, HA3HAY€HUE, OCOOEHHOCTH U COOTHOIIIEHUE HOPMa-
TUBHOI'O MPAaBOBOTO M METOIMYECKOIO peryinpoBaHusa. CocTaB M CTpyKTypa
HOPMAaTUBHOW NPABOBOM U METOJUYECKOW OCHOBBI JOKYMEHTAIIMOHHOTO 00ec-
NEYECHUS YNIPABJICHUS, POJIb U OOBEKTHI PETYJIUPOBAHUS 3aKOHOIATEIbHBIX aK-
TOB ¥ HOPMATHBHBIX MPABOBBIX aKTOB (heJI€paIbHBIX OPTAHOB UCIIOIHUTEIbHON
BJIACTH, HAI[MOHAJIBHBIX U JIOKAJIbHBIX HOPMATHBHO-METOAUYECKUX JTOKYMEH-
ToB. HazHaueHne u 0cOOEHHOCTH KCIONb30BaHusA ['ocyqapcTBEHHOM CHCTEMBI
JIOKYMEHTAIMOHHOTO oOecrieueHus ynpasienuu u [IpaBun nemonpousBoicTsa
B (pesiepabHBIX OpraHax MCIOJHUTEIbHON BIACTH.

Tema 3. @®yHKIIUM CHCTEM JIEKTPOHHOIO IOKYMEHT0000pOTAa B 00J1aCTH
roC3aKymnoK

@YHKIMU CHCTEM: PErMCTpalys JOKYMEHTOB. YIPABJICHHE 3JIEKTPOH-
HbIMH JOKyMeHTaMu. Co3JaHuEe U XpaHEHHE Pa3IU4HbIX HECTPYKTYpHUPOBaH-
HBIX JIOKYMEHTOB (O(pUCHBIE MPUIIOKEHHMS, TpaduuecKre U MeauaMaTepuasbl,
yepTexu U 1p.), Bepcun u DI, moanepxkka )KU3HEHHOr0 LUKJIA TOKYMEHTOB,
Ha3HAYEHUE NpaB JI0CTYIA, BEIEHUE UCTOPUU paOOThI, TOJHOTEKCTOBBIN U aT-
puOyTUBHBINA MOUCK. CO3/1aHHE 3JEKTPOHHBIX JOKYMEHTOB, BEICHUE CHCTEMBbI
CIIPABOYHHUKOB, YIPABJICHHE JEJIOBbIMU Ipoleccamu. [logaepixka mporeccos
COTJIACOBaHMS M 00paOOTKHU IOKYMEHTOB, BblJlaua 3aJlaHUl U KOHTPOJIb UX UC-
MOJIHEHUS], OOeCIeueHNE B3aUMOJIEUCTBUS MEXAY COTPYJHUKAMHU B XOze Ou3-
HEC-TIPOIIECCOB, MOICPKKa CBOOOIHBIX U KECTKUX MapmpyToB (workflow).

Tema 4. Knaccupukanus cucrem 3JIeKTPOHHOTO IOKYMEHT0000poTa

[TpusHaku knaccuuKauu: COOTBETCTBUE CTaHIApTaM OTEUYECTBEHHOTO
JIEIOTIPOU3BOICTB; Pa3padOTUYMK CUCTEMBI;, peliaeMble 3aa4u JIeIONPOU3BO/I-
CTBa; TUIl OPTraHU3alIMU HA KOTOPHIE CUCTEMbI PACCUUTAHBI.

Tema S. Bb100p 1 BHeaApeHHEe KOMIVIEKCHBIX CHCTEM 3JIEKTPOHHOI0 [I0KY-
MEHTO0000poTA

[Toaxoabl K CO3IaHUIO CUCTEM JJIEKTPOHHOTO JOKYMEHTOOoOOpoTa. Tpe-
OoBaHMS K cHCTeMaM. JTarbl BEIOOpa CUCTEMbl aBTOMATU3AlMKA. JTarbl BHE-
PEHUS CUCTEMBI aBTOMATH3alIUH.

Tema 6. lokymMeHTHpPOBaHHeE YIIPABJEHYECKOM 1€ATEILHOCTH

OO61ue TpeOoBaHUs K JOKYMEHTHPOBAHUIO YIIPABIECHYECKON 1EATEIbHOCTH.
Cocras, comepxkaHue 1 0COOCHHOCTH peain3anuy TPeOOBaHUA K PACIIOIO0KEHUIO U
O(QOPMJICHUIO PEKBU3UTOB NOKYMEHTOB. CTpyKTypH3alus TEKCTOB YIpaBlieHYe-
CKUX JJOKYMEHTOB. BUJIbI yHU(PUIIMPOBAHHBIX TEKCTOB, 0COOEHHOCTH OPOPMIICHUS
TpadapeTHOro TEKCTa, AHKETHI U Ta0IuIbl. COCTaB U HA3HAYEHUE OTICIbHBIX BUIOB
OpraHU3alMOHHO-TIPABOBbBIX, PACTIOPAIUTEIBHBIX U HHPOPMALIMOHHO-CIIPABOYHBIX
JTOKyMEHTOB. JIoOKyMeHTalIbHbIA (POH U MEepeYeHb TOKYMEHTOB, 00pa3ylOIIUXCs B



IpOLECCE AEATENIbHOCTH TOCy1apcTBEHHOro oprana. CoctaB, pacnoioKeHUe U Ipa-
BUJia O(OPMIIEHUSI PEKBU3UTOB OTACJBHBIX BUJOB OPraHU3allMOHHO-TIPABOBBIX,
pacnopsiIUTENbHBIX U UHGOPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB. OCOOEHHOCTH
oopMIIEHUSI OTJIEIBHBIX BUJOB JOKYMEHTOB, 00pa3yloUIuXcs, 00pa3yronuxcs B
npoliecce AesTeIbHOCTH TOCYJapCTBEHHOTO OpraHa.

Bce Bupl 3aHATHI MOTYT OCYILIECTBISATHCS B OUHOM (hopMate B Ay AUTOPHSIX,
7a00paTOPUSX U IPYTUX TOMELICHUSX, B PEKUME SJIEKTPOHHOTO OOYUEHHSI, @ TAKIKE
C NPUMEHEHHEM JIUCTaHLIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHM.

[Tox 3neKTpOHHBIM O0yYE€HUEM MTOHUMAETCSl OpraHu3alus 00pa3oBaTeIbHON
JESITEIIbHOCTH C MPUMEHEHHEM HH(OpMAINH, cofepxalieics B 0a3ax JaHHBIX, U
o0ecneunBalIUX ee 00paboTKy MHGOPMAIMOHHBIX TEXHOJOTHH, TEXHHUYECKUX
CpeICTB, MHPOPMAIIMOHHO-TEJICKOMMYHHUKAIIMOHHBIX CETEH, HAPABICHHBIX HA Op-
TaHU3AlMIO U MOBBIILIEHUE KaUeCTBA B3aUMOICHCTBHUS 00yUaIOIUXCsl U MPEIo/iaBa-
TEJIEH.

[Ton nuCTaHIIMOHHBIMU NMOHUMAIOTCSI 00pa30BaTENIbHbIE TEXHOJIOTUH, peat-
3yeMble B OCHOBHOM C NMPUMEHEHHUEM HMH(POPMALMOHHO-TEIIEKOMMYHHKAIIMOHHBIX
CeTell Mpu OMOCPEIOBAaHHOM (HA PAacCTOSHUM) B3aMMOJCHCTBUM OOy4aroluxcs U
IIPEMNOIaBaATEIICH.

B pexume 31€KTpOHHOr0 OOy4YeHHUsS U B CiIy4ae MPUMEHEHHS JAMCTAHIMOH-
HBbIX 00pa30BATENbHBIX TEXHOJOTHWHA O0yYarolUMCs MPEeAOoCTaBIseTCA JOCTYI K
AIIEKTPOHHOM MH(POopMaIIMOHHO-00pa3zoBaTenbHOM cpene TBI'Y HezaBUcHMO OT Me-
CTa UX HAXOXKJIECHUS.

V. Onenounsie MaTepuaibl 1Ji MPOBeAeHNUs] TEKYLIEel U MPOMeKYTOY-
HOM aTTeCTALIUM

Ouenounvie mamepuanvl 011 NPOEEOCHU
meKyuwieil ammecmayuu
B cBsi3u ¢ TeM, 4TO OIIEHOYHBIC MAaTEPUAIBI JOJIKHBI 00ECIIEYHBATH BO3ZMOXK-
HOCTh OOBEKTHUBHOM OIIEHKU YPOBHS CPOPMUPOBAHHOCTH KOMIIETECHIIMM, B paMKax
TEKYILIEW aTTeCTallui BKJIFOYEHBI: KOHTPOJIbHBIE BOIPOCHI, TEMATHUKA 3JIEKTPOHHBIX
Npe3eHTAIlMi, TeMaTHKa JIJIsl COCTAaBJICHHUS KPOCCBOPIOB, THITOBBIE Case-study, Tu-
MOBBIE TECTHI U JIP.

Bonpoce! AJ1s1 KOHTPOJIBHBIX padoT

Bomnpoc 1. I'ocynapcTBeHHOE peryiMpoBaHHe, HOpMAaTUBHAS MIPaBOBas U
METOMYECKasi OCHOBA JIOKYMEHTALIMOHHOTO 00eCIIeYeH sl YIpaBICHUSI.

Bonpoc 2. Ha3znauenue 1 0coOO€HHOCTH UCIIOIb30BaHus [ ocy1apCcTBEHHOM
CUCTEMbI JOKyMEHTallMOHHOTO o0ecreueHus ynpasieHuu u [IpaBun nenomnpo-
U3BOJICTBA B (pe/iepalIbHbIX OpraHax UCIOJIHUTEIbHON BIACTH.

Bonpoc 3. C kakoil 1enpi0 Ha JOKYMEHTE YKa3bIBalOT (PaMIIIMIO U TeJle-
(hOH HCITOTHUTEIIA.

Bormpoc 4. Kakue pacnopsiiutenbHble JOKYMEHThI U3/1alI0TCSI HA OCHOBE
€AMHOHATINYMSI.



Bonpoc 5. Cocras, conepxaHie 1 0COOCHHOCTH peaau3aluu TpeOOoBaHH

K pacCIIOJIOKCHUIO U O(bOpMJIeHI/IIO PEKBHU3UTOB JOKYMCHTOB.

10.

11

17.
18.

19.

20.

Borpoc 6. Knaccudukaiusi CuCTeM 3JIeKTPOHHOTO JOKYMEHTO000pOTA.

Koumponwvnwie éonpocul:
[ToHsITHE «3JIEKTPOHHBIN JOKYMEHT» B MH(POPMALIMOHHOW CHCTEME OpraHu3a-
117078
TepMmuHONOrKA, UCHOJIB3yeMasi B CHCTEMAX 3JIEKTPOHHOTO JIOKYMEHTO0000-
pora.
3amaun CUCTEM IIEKTPOHHOTO TOKYMEHTO000pOTA.
JIOKkyMeHT Kak O0OBeKT peryiupoBaHus. OyHKIIMU U BUIBl JOKYMEHTOB, UX
YHU(DUKALUSA U CTAaHJAPTU3ALIHSL.
I'ocymapcTBeHHOE peryiMpoBaHUE, HOpPMATUBHAS NIPABOBAsI U METOANYECKAS
OCHOBA JIOKYMEHTAIIMOHHOTO 00eCTIeueHus! YIIpaBICHNUS.
CymHoCcTh, HaPABJICHHSI U BUABI TOCYJIaPCTBEHHOTO PEryJUPOBaHUS JOKY-
MEHTALIMOHHOTO 00€ecneYeHNs yrpaBieHMs], Ha3HaueHHe, OCOOEHHOCTH U CO-
OTHOILIEHUE HOPMATUBHOI'O IPABOBOIO ¥ METOAUYECKOT'O PETYIUPOBAHUS.
CocraB 1 CTpyKTypa HOpPMaTUBHOM IIPABOBOM U METOANYECKON OCHOBBI JIOKY-
MEHTALIMOHHOTO 00ECIIEYEHUs! YIIPABIICHUSI.
Haznauenmne n 0coOOEHHOCTH UCHOIb30BaHUs ['0Cy1apcTBEHHON CUCTEMBI J10-
KYMEHTallMOHHOTO o0ecrieueHus ynpasieHuu u [IpaBuit genonpous3BoacTBa B
(enepabHbIX OpraHax UCHOJHUTEIbHOM BIACTH.
VYrpaBiieHUE 3JIEKTPOHHBIMHU JJOKYMEHTAMH.
Knaccudukanus cucreM 31€KTPOHHOTO JOKYMEHTOO0O0pOTa.

. ITogxo/pl K CO3AaHUIO CUCTEM AJIEKTPOHHOTO JOKYMEHTO000POTA.
12.
13.
14.
15.
16.

TpebGoBaHus K cucTEMaM.

Oranbl BEIOOpa CUCTEMbI aBTOMAaTH3AIUH.

Oranbl BHEAPEHUS CUCTEMbI aBTOMAaTH3aLIH.

Oo61ue TpedoBaHUs K TOKYMEHTUPOBAHUIO YIIPABJICHYECKOU NEATEIbHOCTH.
CocraB, copepkanrue U 0COOCHHOCTH peann3alii TpeOOBaHMI K PacmoioxKe-
HUIO U 0)OPMIICHUIO PEKBU3UTOB IOKYMEHTOB.

CrpyKTypH3alus TEKCTOB YPaBIEHYECKUX JOKYMEHTOB.

Bubl yHu(UIUPOBAHHBIX TEKCTOB, 0COOEHHOCTH OopMIIeHUS TpadapeTHOTO
TEKCTa, aHKETHI U TAOJHIIBI.

CocTaB 1 Ha3HAUYEHHUE OT/EIBHBIX BHIOB OPTaHU3AIIMOHHO-TIPABOBBIX, PACIIO-
PSAAUTENHHBIX U HH()OPMAIIMOHHO-CITPABOYHBIX TOKYMEHTOB.

OcobenHocty 0popmIIeHHS OTAEIBHBIX BUIOB JOKYMEHTOB, 00pa3yoLIuXcs B
IpoIecce AeATEIBHOCTH TOCYAapCTBEHHOTO OpraHa.

Lllkana oyenxu omeemos Ha KOHMPOIbHbIE ONPOCHL:
e Tema packpbiTa c OIOPOI Ha COOTBETCTBYIOIIHE MOHSATUS U TEOPETUUECKUE

MOJIOKEHUS ¥ TIPAKTUKY IPUMEHEHUS B OpraHu3amnuu — 2 6annia.

e TepMuHOJIIOrMYECKUH amnmapaTr HE BCEra CBSI3aH C PACKpPbIBAEMON TEMOH,

MpaKkTUKa MPUMEHEHHs] MaJIOYHUCIIeHHa — | Ga.

e OtBeT CBUACTCIILCTBYCT O HCIIOHMMAHUWHU BOIIPOCA — 0 6annoB.



Temamuka 31eKmMpPOHHBIX NPE3EHMAUUIL:
1. DneKTpOHHBIN TOKYMEHT: IOHATHS, TEPMUHOJIOTHYECKUE TTPOOTEMBI.
2. HopmaTuBHO-METOIMYECKOE U MTPaBOBOE OOECIIEUEHUE CTaHAapTU3AIUU U
aBTOMATHU3aIIMU JIEJIONPOU3BOCTBA, IPABOBBIC ACTIEKTHI.
3. DJIEeKTPOHHOE JOKYMEHTHPOBAHUE.
4. ABTOMaTH3allMs XPaHEHUS JJIEKTPOHHBIX JOKYMEHTOB.
5. Opranu3aiusi CUCTEMBI AIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

Llxana oyenxu npesenmayuil:

e Tema packpbiTa c OIOpOi Ha COOTBETCTBYIOIIME MTOHSATUS U TEOPETUUECKHUE
MOJIOXKEHHMS, TIPE3CHTAIIMS TTOJIHOCThIO COOTBETCTBYET TpeOOBaHUAM — 2 Oajiia.

e TepMHHOIIOrMYECKHUM ammapaT HEMOCPEICTBEHHO C1ab0 CBsI3aH C PaACKPbI-
BaeMOM TEMOM, UMEIOTCS HEJOCTATKH B COCTaBJICHUH M 0(OPMIICHUH TIPE3CHTAIINN
— 1 6amn.

e JlonmymieHsl (paKTUUECKUE U JOTUUECKUE OLIUOKHU, CBUACTEIBCTBYIOIINE O
HETIOHUMAaHUU TEMbI, UMEIOTCSI HEJJOCTAaTKU B COCTABJICHUU U OPOPMIICHUH MPE3EH-
tauuu — 0 0aI0B.

Hpumepbt munoeslx mecmoe

1. Bei0epure kateropuu I1O, koropbie oTHOCATCH K IO kiaacca OCR?
a. ReadSoft
b. STDU Viewer
c. Adobe Reader
d. OmniPage
e. ABBYY FineReader
f. CuneiForm

2. I's1aBHbIE 0COOCHHOCTH POCCHIICKOIO /eJI0NMPOU3BOACTBA BJIMAIOLIUX
Ha cnieuruky oreyecTrBeHHbIX CI/1?
a. O4eHpb BBICOKUI YPOBEHb NPOHUKHOBEHUS WU'T B 1€10IPON3BOICTBE POCCUMCKUX
KOMIIaHUH
b. OTcyTcTBUE 10BEpHS K UCIOJHUTEIN0, KOTOPOrO HY>KHO MOCTOSSHHO KOHTPOJIU-
pOBaTh U MEPENPOBEPSTH
c. Jesonmpoun3BoACTBO MOACTPOCHO MO UEPAPXUUECKYIO, BEPTUKAIBHYIO CUCTEMY
YIIPaBJIEHUS CTPAHOU
d. O4eHb yacTO MEHSIOUINECS] MAPIIPYTHI MOTOKOB JTIOKYMEHTOB

3. K10 HeceT OTBETCTBEHHOCTH 3a coAep:KaHue U OoGopMiIeHHEe NOKY-
MeHTa?
a. CekpeTapb pyKOBOJIUTEIIA
b. McnonHuTenb TOKyMEHTa
c. PykoBoaurens opranu3anuu
d. HayanbHuk KaHiensapuu

4. Kak Ha3biBaeTcs camasi HOBas cneuvukanus (HoTauus), coaepKa-
as rpapuyecKyr0 HOTALMIO ONUCAHUSA OM3HeC-IPOLEeCcCOB?



a. EPC
b. IDEFO
c. BPMN 2.0
d. IDEF3
e. UML
5. K neasm ¢pusnueckoii peasnzauuu CI/1 orHocuresi...:

. OnpeziesieHre OCHOBHBIX YYaCTHUKOB MPOEKTA
b. Pa3paboTka MexaHM3MOB: BUSUPOBAHMUSI, PETUCTPALINU, UCTIOTHEHHS U JP.
c. COop maHHBIX U MOCTPOCHHUE MOJIETH OM3HEC-TIPOLIECCOB MPEATIPUATHS
d. Pa3pabotka T3
e. Pa3paboTtka TexHuueckoi nokymeHtanuu Ha Cuctemy
f. O6yuyenue nepconana u agmuHuCcTpaTopoB CI/]
g. Pazpabotka ctpykrypsl b/ COJ]
h. Pa3zpaboTka s3kpaHHbIX (popM

6. K ¢paxkropam, BAusiloIiuM Ha HeyaayHoe BHeapeHue CI/ oTHocsTCS
a. ConpoTuBIIEHUE WU TACCUBHOE OTHOILIEHUE K IPOLIECCY CO CTOPOHBI IIEpCOoHAlIa
b. Bri6op cityuaiinoil (HenpodeccnoHanbHOM) KOMIaHUH-BHEAPEHIA CUCTEMBI
c. Buenpenne na npeanpustun CMK
d. [TaccuBHOE y4acTue TON-MEHEKEepOB B mpoliecce BHeApeHUss CO/]
e. HempaBunbHOE miiaHupoBaHue, BbIOOp "HE cBOEH" cUCTEMBI U IIIaT(OPMBI
f. Ouenp ObICTpO pacTymuii ypoBeHb NpoHUKHOBeHUs UT B nenonpon3BoaCcTBO
KOMITAaHUH

7. OcHOBHBIE YepThl HACAJIbHOUH apxuTeKTypbl CI1?
a. OTKpPBITOCTH
b. Bo3amoxxHOCTh Hcnonb3oBanus D111
C. Bricokoe "t03a0unuTu" nojib30BaTeNbCKOro nHTEpdeiica
d. OGecnieuenue pacnpeesieHust mpaB JOCTyIa COTPYAHUKOB K HHPOpMaIUu
€. TeXHOIOrM4HOCTh
f. IIpon3BOANTEILHOCTS U MAaCIITAOUPYEMOCTD

oS]

Ouenounvie mamepuanvl 01 NPoOEEOCHU
HPOMENCYMOUHOU ammecmayuu:

1. Ilnanupyemoiii 06pazosamenbHbiil pe3yivmam 1o

OIIK-1.1. OcymectBisieT cO0p, 00pabOTKY, aHATIN3 U MPEICTABICHUE UHPOP-
MalWu JJ11 MOJIETTMPOBAHMS U COBEPILIEHCTBOBAHMS OM3HEC-TIPOLIECCOB U UH(OpMa-
UOHHO-TEXHOJIOTUYECKOU NH(PPACTPYKTYPHI.

OIIK-5.2. ApantupyeT U MpUMEHSET YIpaBICHUYECKUE U UH(POPMALIMOHHO-
KOMMYHUKAIIMOHHbIE TEXHOJOTUU JJI B3aUMOJICUCTBUS C KIMEHTaMH WM IMapTHe-
pamu IpH BBITIOJTHEHUH pabOT Ha BCEX CTaAUAX KU3HEHHOTO 1IMKJIa HPOPMAIIMOH-
HBIX CUCTEM.

Ilpumep munosoco KomniekcHo2o 3a0aHus
07151 NPOBEOCHUSI NPOMEINHCYMOUHOU ammecmayuu
CTpyKTypa KOMIUIEKCHOTO 3aJJaHus:



3aoanue I — TEOPETUKO-TIPAKTHUECKOE: 0OOCHOBAaHUE OTBETA HA IMOCTABJICH-

HBIC BOITPOCHI C IPUBCACHHUEM IIPAKTUYCCKUX ITPUMCPOB.

10.
11.
12.
13.
14.
15.
16.

17.
18.

19.

20.

3aoanue 2 — Keuc.
[IpumMepHBIE BOIIPOCH TEOPETUKO-TTPAKTUYCCKON HAITPaBICHHOCTH.

[ToHsiITHE «3NIEKTPOHHBIN TOKYMEHT» B MHPOPMALIMOHHOM CHCTEME OpraHu3a-
117078

TepMuHonorus, ucmonb3yeMas B CHUCTEMax 3JEKTPOHHOTO JOKYMEHTO00O0-
pora.

3amaun CUCTEM IIEKTPOHHOTO TOKYMEHTOO000pOTA.

JIOKyMEeHT Kak OOBEKT perynupoBaHus. OyHKIIMU U BUILI JOKYMEHTOB, UX
yHUDUKAIUS U CTaHAApTA3AITHS.

['ocynapcTBeHHOE peryiupoBaHUe, HOPMATUBHAS TIPABOBAasi U METOJIUYECKAs
OCHOBA JIOKYMEHTAIIMOHHOTO 00eCTIeueHHs! YIIpaBICHHUS.

CymHocTh, HapaBJICHUSI U BUJBI TOCYJIAPCTBEHHOTO PEryJIUPOBAHUS JTOKY-
MEHTALIMOHHOTO 00€ecneYeHNs yNpaBieHMs], Ha3HaueHHe, OCOOCHHOCTH U CO-
OTHOIIEHUE HOPMATHUBHOTO MPABOBOIO X METOJAMYECKOTO PEryJIUPOBaHUSI.
CocraB U CTpyKTypa HOPMAaTUBHOM MIPABOBOM U METOAMYECKOM OCHOBBI JIOKY-
MEHTALIMOHHOTO 00ECTIEYEHUsI YIIPABIICHUSI.

Haznauenme m 0cOOEHHOCTH UCTIOIB30BaHUs [ 0Cy1apCcTBEHHON CUCTEMBI J10-
KyMEHTAIIMOHHOTO o0ecTieueHus yrpasieHud u [IpaBui genonpon3BoacTBa B
(denepanbHBIX OpraHax MCIOJHUTEIBHOMN BIACTH.

YnpaBreHue 3eKTPOHHBIMH IOKyMEHTAMHU.

Knaccudukanus cuctem 371eKTPOHHOTO JOKYMEHTO000pOTA.

[Toaxo/Ipl K CO3MAHUIO CUCTEM DJIEKTPOHHOTO JOKYMEHTOO0O0pOTA.
TpeboBanus kK cucTeMam.

Ortarbl BEIOOpa CHCTEMBbI aBTOMATH3AIIHH.

Dtarbl BHEJAPEHUS CUCTEMbI aBTOMATU3AIIHH.

OO01ue TpedoBaHUs K TOKYMEHTUPOBAHMIO YIIPABIEHYECKOU NEATEIbHOCTH.
CocraB, copepkanrue U 0COOCHHOCTH peann3alii TpeOOBaHHM K Pacioioxke-
HUIO U 0)OPMIICHUIO PEKBU3UTOB IOKYMEHTOB.

CtpykTypu3aIus TEKCTOB yIPABICHUYECKUX JOKYMEHTOB.

Buasl yaubuumnpoBaHHBIX TEKCTOB, 0COOEHHOCTH 0(popmiteHus TpadapeTHOTo
TEKCTa, aHKETHI U TAOJHIIBI.

CocTaB 1 Ha3HaUYEHHUE OT/EIBHBIX BHIOB OPTaHU3AIIMOHHO-TIPABOBBIX, PACIIO-
PATUTENBHBIX M HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Ocobennoctu opopmMIIeHHS OTAEIBHBIX BUIOB JOKYMEHTOB, 00pa3yIoLIUXCs B
IpoIecce AeATEIBHOCTH TOCYAapCTBEHHOTO OpraHa.

[Ixana orieHKH cTENEHU CPOPMUPOBAHHOCTH KOMITETCHIIMI 00YyJaronuXcsl Ha TPO-
MEXYTOYHOM aTTECTAIlMH B paMKaX PEUTUHTOBOM CUCTEMBI (10 OUHOU hopme 00)-
yeHus1)



Tun 3aganusa

HNuaukaropel

KonuuectBo
PEUTHHTOBBIX
6aJioB

3amanue 1

OIIK 1.1 Ocymectisier c6op, 00pabOTKyY, aHAIH3 U TIPE/I-
CTaBJICHHUE HH(POPMAIUH JTSI MOJICTUPOBAHUS M COBEPIICH-
CTBOBaHMsI OM3HEC-TIPOLIECCOB U HMH(OPMALMOHHO-TEXHO-
JIOTUYECKOU HHPPACTPYKTYPHL.

OIIK-5.2 AgantupyeT ¥ MPUMEHSIET YIIPaBJICHUYSCKUE U UH-
(hopMaIrMOHHO-KOMMYHUKAIIMOHHBIC TEXHOJOTUU JJIs B3a-
MMOJICUCTBUA C KJIMEHTAaMU U MapTHEpamMH IpU BHIOJIHE-
HUU pabOT Ha BCEX CTAIUAX KU3HEHHOTO ITUKJIa HHPOpMa-
IIUOHHBIX CUCTEM

3amanue 2

OIIK 1.1 OcymecTBisier cOop, 00pabOTKy, aHAIH3 U MPE/-
CTaBJIeHHE MHPOPMALIUH TSI MOJICITUPOBAHHMSI U COBEPIIICH-
CTBOBaHMsI OM3HEC-TPOIIECCOB U MH(OPMAIMOHHO-TEXHO-
JIOTHYECKOW HHPPACTPYKTYPHI.

3aganue 3

OIIK-5.2 ApantupyeT ¥ IpUMEHSIET YIPaBICHUYECKUE U WH-
(bopMalMOHHO-KOMMYHHKALIMOHHBIE TEXHOJIOTUH IS B3a-
UMOJIEUCTBUS C KJIMEHTAaMHU U NapTHEpaMH IpU BHIIOJIHE-
HUM paboT Ha BCEX CTAJUSIX KU3HEHHOrO LIMKJIa MH(OpMa-
LIUOHHBIX CUCTEM

3ananue 4

OIIK 1.1 OcymectBisier cOop, 00pabOTKy, aHAIU3 U MPe-
CTaBlIeHHE MHPOPMALIUH [T MOJICTTUPOBAHMS U COBEPIIICH-
CTBOBaHUSI OHM3HEC-TIPOIIECCOB M HMH(DOPMAIIMOHHO-TEXHO-
JIOTHYECKOW HHPPACTPYKTYPBHI.

3amanue 5

OIIK-5.2 Apantupyer ¥ IPUMEHSIET YIIPaBICHYECKUE U UH-
(hopMaIrMOHHO-KOMMYHUKAIIMOHHBIC TEXHOJOTUU JJIs B3a-
MMOJICUCTBUSA C KJIMEHTAaMU U MapTHEpamMH MpU BHITIOJIHE-
HUU pabOT Ha BCEX CTAIUAX KU3HEHHOTO IUKJIa nH(popma-
LIUOHHBIX CUCTEM

3aganue 6

OIIK 1.1 Ocymectisier c6op, 00pabOTKyY, aHAIHU3 U TIPE-
CTaBJIeHHE HH(POPMAIUH ISl MOJICTTUPOBAHUS M COBEPIICH-
CTBOBaHHUS OM3HEC-TIPOIIECCOB M MH(DOPMAIMOHHO-TEXHO-
JIOTUYECKOU HHPPACTPYKTYPHIL.

3aganue 7

OIIK-5.2 AganTupyeTt U IpUMEHSIET yIpaBiIeHYeCKUEe U UH-
(bopMalMOHHO-KOMMYHHUKALIMOHHBIE TEXHOJIOTUH sl B3a-
UMOJIEUCTBUS C KJIMEHTAaMU U MapTHEpamMH IpU BHIOJIHE-
HUM pabOT Ha BCEX CTAJUSIX KU3HEHHOrO LIMKJIa MH(OopMa-
LIUOHHBIX CUCTEM

HUroro

40

[IIxana orileHMBaHUsI COOTHECEHA ¢ PEUTUHTOBBIMU OasiiaMHu.

[Ixana orieHKH cTeneHr chOPMUPOBAHHOCTH KOMIIETEHIINI 00y4aroIuxcs Ha mpo-
MEXYTOYHOM aTTeCTalliy MO 5-TH OaJUIbHOW CHUCTEME (MO OYHO-3a04HOU popme

0byuenus)
Tun 3agannsa OueHka «Heyno- OneHka OneHka OneHka
BJIETBOPUTENIBHOY» | YJIOBJIETBOPUTEIBHO «XOPOUIO» «OTJIIUYHOY
3aganne 1 OtBeT He cooTBeT- | OTBeT yacTnuHO co- | OTBeT B 1esoMm | OTBET MOITHO-
3amanue 2.1 CTBYET YCIIOBUSAM OTBETCTBYET  YCIJIO- | COOTBETCTBYET | CTbIO COOTBET-
3ananue 2.2 3aJJaHUs, OT/IEITb- BUSAM 3aJaHudA, OT- | YCIOBUAM 3a- | CTBYET YCIIO-
3ananue 2.3 HBIC aCIICKTHI HE JICNIbHEIC aCIICKTHI HE BUSM 3aJIaHUS U




3amanue 2.4 000CHOBAHBI WU 000CHOBAHBI WU | JaHUs, HO OT- | 00OCHOBaH,

3anmanue 2.5 AMEIOTCA CYIIIe- MMEIOTCSI  HECyllle- | JeJIbHbIE  ac- | IPUBEICHBI
3ananue 2.6 CTBEHHBIC OIMOKH, | CTBEHHBIC OIIMOKH, | IEKTHI HE | IPaKTUYECKUE
3ananue 2.7 HE NMPUBEECHBI HE TIPUBEACHBI IIPAaK- | 00OCHOBAHHI, MIPUMEPHI.
MPAKTUYECKUE IPU- | THUECKUE IPUMEPBL. | IPUBEIAECHBI
MEpBHI. MPaAKTUYECKHUE
MIPUMEDBL.

dopma poBEACHNS IPOMEKYTOYHOM aTTECTALMU: YCTHASL WA TMCbMEHHASI.

1)

2)

3)

4)

5)

6)

7)

V. Y4eOHo-MeTOnM4YecKoe U HH(POPMALMOHHOE o0eciedeHne JUCHUILIHHbI
1) Pekomen tyemast Jiuteparypa
a) OCHOBHas UTEparypa
Kysnenos, 1. H. JlokymenTanronHoe obecrnieueHue ymnpasieHus. JlokymeH-
TOOOOPOT H JICIONPOM3BOJCTBO : YYECOHMK M MPAKTHKYM i BY30B /
. H. Ky3nenoB. — 3-e u3f., nepepad. u gomn. — Mocksa : FOpaiirt, 2022. —
461 c. — (Bwicmiee oOpazoBanue). — Tekcr : snexkrponHsid. — URL:
https://urait.ru/bcode/488697 (nata obOpamenus: 02.02.2022).
[Iysanosa, H. H. Opranuzanusi u TEXHOJIOTUSI IOKYMEHTAIIMOHHOTO o0ecrie-
YeHHs YIpaBJeHUs : y4eOHUK U npakTukym 1ist By3oB / H. H. IllyBanosa. —
2-e u3l., nepepad. u gon. — Mocksa : FOpaiit, 2022. — 265 c. — (Briciee
o0Opa3zoBaHue). — TekcT : AIEKTPOHHBIN. — URL:
https://urait.ru/bcode/489984 (nara obpamenus: 02.02.2022).
0) JlononHuTeNnpHas IUTEpaTypa

Aoynanze, 1. I'. JoxkyMeHTaluoHHOE OOecreYeHUue yIpaBJeHHUs MEPCOHA-
JIOM : y4eOHHK U npakTukym Jist By30B / J1. I'. AOynanze, U. b. Beinpsxkkuna,
B. M. MacnoBa. — 2-¢ u3f., nepepad. u gon. — Mocksa : FOpaiit, 2022. —
370 c. — (Bwicuiee obOpazoBanue). — Tekcr : snexkrponHsid. — URL:
https://urait.ru/bcode/489736 (mara oopamenus: 02.02.2022).
JlBoposenko, O. B. Nudopmanmonnoe obecrnieuenue ynpasienus. [IpakTu-
KyM : yue0. mocobue s By30B / O. B. JIBopoBeHko. — 2-¢ u3a. — Mockaa -
FOpaiit, 2022. — 122 ¢. — (Boiciiee oOpazoBanue). — TeKCT : 2JIEKTPOHHBIM.
— URL: https://urait.ru/bcode/496995 (nata oopamenus: 02.02.2022).
Hoponuna, JI. A. Opranuzaius ¥ TEXHOJOTHS JOKYMEHTAIMOHHOTO obecte-
YEHUsl YNpaBIICHUS : YUYEOHUK W TpakTukyM s By3oB/ JI. A. JlopoHuHa,
B. C. UputukoBa. — Mockaa : FOpaiit, 2022. — 233 ¢. — (Bricmiee o6pazo-
BaHue). — Tekct : anekrponnsiidi. — URL: https://urait.ru/bcode/489555 (nara
obOpamenus: 02.02.2022).
Kprokona, H. I1. /lokymeHTUpOBaHKE YIPABICHUYECKOW ACSITENBHOCTH : yueO.
nocobue / H. I1. KprokoBa. - Mocksa : UHOPA-M, 2019. - 268 c. - (Bricuiee
oOpaszoBanue: bakamaBpuar). - Texcr : omektponnwii. - URL:
https://znanium.com/catalog/product/991955 (nata oopamenus: 31.01.2022).
Kynses, H. H. JlokymentoBenenue : yue6nuk / H. H. Kynses, /. H. Ypanos,
A.T. ®abpuunoii ; mox pea. H. H. Kynaesa. - 2-e uzn., crep. - Mockaa : Jloroc,
2020. - 352 c. - (HoBas ynuBepcuteTckas OuOIMoTeKa). —TeKCT : AIEKTPOH-
HeIil. - URL: https://znanium.com/catalog/product/1211628 (nara obpamieHusi:
31.01.2022).




8) Iomnos, C. JI. [lenonpon3BOACTBO U CEKpeTapcKkas paboTa Ha MEPCOHATLHOM
KoMmmbioTepe : yueb.-meron. nmocooue / C. JI. Tlomo. - Mocksa : COJIOH-

[MPECC, 2020. - 424 «c¢. - Tekcer : onekrponneii. - URL:
https://znanium.com/catalog/product/1858770 (nara oopamenus: 31.01.2022).

2) ITporpamMHOe oOecTicueHIE
a) JIneH3noHHOe MporpaMMHOE 00eCTICUeHIE

Crynendeckuii nep., 1. 12, kopnyc «b», ayauropust 338

Cnucok I10: VYcnoBus npenocTaBiieHUs
Adobe Reader X1 (11.0.13) - Russian | becruiatao
Google Chrome becruiatao

Kaspersky Endpoint Security 10 ms | Akt Ha nepenaydy mpas Ne969 18.10.2018 r.
Windows
Microsoft office professional 2016 Axt npuema niepegaun Ne689 ot 05.07.2019 r.

OpenOffice 4.1.1 becriatao
Qt5.6.0 becmiatHo
WinDjView 2.0.2 becriatao
HUKTC 1.21 becninatHo

Microsoft Windows 10 Enterprise Akt npuema niepegauu Ne689 ot 05.07.2019 .

Crynenueckuii nep., 1. 12, kopnyc «b», aynutopus 245

Crucok I10: VYcnoBus mperocTaBieHus
1C:IIpennpusitue 8 (8.3.7.1873) Akt npuema-nepenauu NeTr034562 or 15.12.2009 r.
Adobe Reader X1 (11.0.13) - Russian | becruiatao
Dropbox becruatHo
Google Chrome becruiatao

Kaspersky Endpoint Security 10 mist | Akt Ha nepeaady npas Ne969 18.10.2018 .
Windows
Microsoft Office mpodeccuonansubiii | AKT npuema nepeaaun Ne689 ot 05.07.2019 r.
wiroc 2013

WinDjView 2.0.2 becriatHo
CIIC TAPAHT aspo Horosop Ne5/2018 ot 31.01.2018 1.
HUKTC 1.21 becmuiatHo

Microsoft Windows 10 Enterprise AxTt npuema nepenaun Ne689 ot 05.07.2019 r.

2-as1 ['puboenonsa, 1.22, kopnyc 7, aynuropuu 105, 106

Crnucok I10: YcnoBus npenocTaBiieHus
Adobe Reader X1 (11.0.13) - Russian | becruiato
Google Chrome becruiatao

Microsoft Office mpodeccuonanshpiii | AkT npuema nepegaun Ne689 ot 05.07.2019 r.
oc 2010
Audit XP
Kaspersky Endpoint Security 10 ans | Akt Ha nepenauy mpas Ne969 18.10.2018 r.
Windows

Project Expert 7 Tutorial
Audit Expert 7 Tutorial
Prime Expert 7 Tutorial




Microsoft Windows 10 Enterprise Akt npuema nepemauu Ne689 ot 05.07.2019 1.
CoreIDRAW Graphics Suite X4 Edu-
cation License

AnyLogic PLE becruiatao
iTALC becmiatHo

2-ast 'puboenosa, 1.22, kopmyc 7, aynutopus 107

Crucok I10: VYcnoBus npeaocTaBieHUs
Adobe Reader X1 (11.0.13) - Russian | becrutatHo
Google Chrome becrutatHo

Microsoft Office npodeccuonanpubiii | AKT npuema nepeaaun Ne689 ot 05.07.2019 1.
witoc 2010
1C: Ilpeanpusitue 8. Kommiekt s | AKT npuema-nepegadn NeTr034562 ot 15.12.2009 1.
00y4YeHHS B BBICIIUX U CPEIHHUX y4eO-
HBIX 3aBEJICHUSX.

Kaspersky Endpoint Security 10 mis | Akt Ha nepeaady npaB Ne969 18.10.2018 .
Windows

Microsoft Windows 10 Enterprise Axrt nipuema nepenauu Ne689 ot 05.07.2019 .
CIIC TAPAHT aspo Horosop Ne5/2018 ot 31.01.2018 .
KoncynbranT + JHorosop Ne 2018C8702

6) CBOOOIHO pacpoCcTpaHsIeMoe IMPOrPaMMHOE 0OSCIICUCHIE

- Adobe Reader XI

- Debut Video Capture

- 7-Zip

-iTALC

- Google Chrome

- ¥ Jp.

Hepequb npocpammHoco obecneueHus 6 0053amebHOM VIOpil()Ke cociacosslea-

emcs ¢ compdeuKa/wu 06]1(1CI’I’IH020 ueHmpa Hoeblx MHd)OpMaL!MOHHle I’I’leXHOJZOZMZZ
(OLIHUT).

3) CoBpemenHbIe IpodeccHoHabHBIE 0a3bl JaAHHBIX U MH(POPMAIMOHHEIE CIIpa-
BOYHBIE CUCTEMBI (Jocmyn ¢ komnviomepos cemu T8l'Y)
1. OBC «ZNANIUM.COM)» www.znanium.com;
. OBC «IOPAUT» www.biblio-online.ru;
. OBC «YHuBepcuterckas Oubnunoreka onnaitn» https://biblioclub.ru/ ;
. OBC IPRbooks http://www.iprbookshop.ru/;
. ObC «Jlanb» http://e.lanbook.com;
. OBC BOOK.ru https://www.book.ru/
. OBC TBI'Y http://megapro.tversu.ru/megapro/Web
. Hayuanas snexrponnas 6nbnmorexka eLIBRARY.RU (nmoamnucka Ha xyp-

O 1O BN WIN

HaJIbl)
https://elibrary.ru/projects/subscription/rus_titles_open.asp? ;
9. Penozutapuii TBI'Y http://eprints.tversu.ru,
10. Wiley Online Library https://onlinelibrary.wiley.com/



11. XKypuanxsr American Institute of Physics (AIP) http://aip.scitation.org/ ;

12. )Kypuaiasr American Chemical Society (ACS)

https://www.acs.org/content/acs/en.html;

13. XKypuansr American Physical Society (APS) https://jour-
nals.aps.org/about

14. XXypnaiet uznatensctBa Taylor&Francis http://tandfonline.com/ ;

15. ITarentnas 6a3a kommannun QUESTEL- ORBIT https://www.orbit.com/ ;

16. BJ1 Scopus https://www.scopus.com/search/form.uri?display=basic

17. BJ1 Web of Science

http://apps.webofknowledge.com/WOS_GeneralSearch_input.do?prod-
uct=WOS&search

_mode=GeneralSearch&SID=F5IxbbgnjnOdTHHNpOs&preferencesSaved=

18. Dnexrponnas xkoyweknus kKHur Okcdopackoro Poccuiickoro dhouma

https://ebookcentral.progquest.com/lib/tverstate/home.action

19. Pecypcenl uznarensctBa Springer Nature http://link.springer.com/ ;

20. ApxuBsl )xypHanoB uzgareiabctBa Oxford University Press

http://archive.neicon.ru/xmlui/

21. ApxuBHI )XypHaJIOB U3aaTenbcTBa Sage Publication
http://archive.neicon.ru/xmlui/ ,

22. ApxuBsl )XypHanoB uznatenscTBa The Institute of Physics

http://archive.neicon.ru/xmlui/,

23. ApxuBsl )KypHaiioB uzaarenscTBa Nature http://archive.neicon.ru/xmlui/,

24. ApxuBbI )KypHaJloB u3aaTenscTBa Annual Reviews
http://archive.neicon.ru/xmlui/ .

25. Polpred.com O630p CMMU http://www.polpred.com/

26. CIIC KouncynwrantlLmtoc (B cetu TBI'Y);

27. UTIC «3akononarenscTBO Poccum» http://pravo.fso.gov.ru/ips.html

28. Connble karajoru ¢poHaoB poccuiickux 6udmmorek APBMUKOH, MAPC

http://arbicon.ru/; KOPBUC http://corbis.tverlib.ru/catalog/ , AC PCK no
HTJI

http://library.gpntb.ru/cgi/irbis64r/62/cgiir-
bis_64.exe?C21COM=F&I21DBN=RSK&P21,
DBN=RSK&S21FMT=&S21ALL=&Z211D=; SKBCOH http://www.vlibrary.ru

4) [epeveHpb pecypcoB HHPOPMAIOHHO-TEJICKOMMYHHUKAIIMOHHOW ceTH « HTep-
HET», HEOOXOIMMBIX JJIs1 OCBOCHHUS TUCLIUTUIMHBI

1. baza nannbix «O0630p 6aHKOBCKOTO CEKTOpay - MHGOPMAIIMOHHO- aHa-
auTH4Yeckue mMarepuaisl LlenTpansHoro 6anka Poccutickoit denepainum -
https://www.cbr.ru/analytics/?Prtld=bnksyst

2. bassl nannbix EBporneiickoro oomecrsa mapkerunra (World Associa-
tion of Opinion and Marketing Research Professionals) - www.esomar.org
3. ba3a nanuwIx uccienosareabckoi kommnanuu CRG

(CapitalResearchGroup), Bxossieii B xomauar "Names" - www.crg.|i


http://library.gpntb.ru/cgi/irbis64r/62/cgiirbis_64.exe?C21COM=F&I21DBN=RSK&P21
http://library.gpntb.ru/cgi/irbis64r/62/cgiirbis_64.exe?C21COM=F&I21DBN=RSK&P21
http://www.vlibrary.ru/

4, HNudopmaimoHHO-TTOMCKOBBIE CUCTEMBI areHTCTB «bU3HEC-KapTay,
3A0 «ACY-Nmnynbey, «POCCUCKHUI T€HEPATIbHBIN PETUCTP MIPOU3BOAUTENEH TO-
BapOB U yciyr», «He3zaBucrumMble MpOU3BOIUTENN TOBAPOB U ycayr Poccun», «Pe-
ructp PAV-IIpeccy.

S. Crneunanu3upoBaHHble 0a3bl JaHHBIX «l[eHOBOW MOHUTOPUHTY

6. baza mannabix «MupoBasi 5KOHOMUKa» - HHPOPMAIIMOHHO- aHAJIUTHYE-
CKM pazzen oduimaibrHoro caiita Munucrepcra ¢puHancoB PO -
http://info.minfin.ru/worldecon.php

1. Craructuueckas 0a3za manasix EOK OOH -
http://w3.unece.org/PXWeb2015/pxweb/ru/STAT/STAT _ 20-ME__1- MEOV
8. baza manHBIX «NEKTPOHHBIE )XypHAIBI U3aTeabcTBa Taylor &

Francis (6onee 1000 HanmeHnoBanuii)» - JIocTyn OTKPBIT K MOJHBIM TEKCTaM Kyp-
HaJIOB TEKYILIETO T'0Jla ¥ BCEM MOJIHBIM TEKCTaM apXUBHBIX HOMEPOB.

Q. baza cratuctuueckux aaHusix «Pernonsl Poccum» Poccrara -
http://www.gks.ru/wps/wcm/connect/rosstat_main/rosstat/ru/statistics/
publications/catalog/doc_1138623506156

10. baza nannbix Becemupnoro banka - https://datacatalog.worldbank.org/

11. baza gannsix HIT «Mexaynapoanoe MccnenoBaTenbckoe ATeHTCTBO
«EBpaswuiickuit MonuTop» - http://eurasiamonitor.org/issliedovaniia

12. baza nannsix Research Papers in Economics (camas Gosibiiasi B Mupe
KOJUIEKIIMS DJICKTPOHHBIX HAYYHBIX IMyOIUKAIIMH 10 IKOHOMUKE BKIIFOYAeT ONO-
auorpaduyeckue onucaHus MmyoJIuKaluii, craTeil, KHUT U JPYrux HHOOpPMaIMOH-
HBIX pecypcoB) - https://edirc.repec.org/data/derasru.html

13.  Basbl nannbeix Beemuproro Oanka - https://data.worldbank.org/

14. baza nannsix Research Papers in Economics (camas Gosibasi B MUpe
KOJUIEKIIMS DJIEKTPOHHBIX HAYYHBIX IMyOIUKAIIMN IO SKOHOMUKE BKIIFOYAeT ONO-
auorpaduyecKue OMUCcCaHus MyOJIuKaIi, CTaTei, KHUT U APYyTruX nH(popMaImoH-
HBIX pecypcoB) - https://edirc.repec.org/data/derasru.html

15. baza mannbpix denepanbHO HATOTOBOM CITykObl «CTaTUCTHKA M aHA-
autHKay - https://www.nalog.ru/rn39/related_activities/statistics_and_analytics/

16. baza mannsix Investfunds undopmanmonnoro arenrctea Cbonds - co-
JIEPKUT TIOJTHBIE TTapaMeTPhl BCEX aKIMi, TOpryeMbIX Ha Oupxkax Poccuu; momnHbie
napaMeTpsbl Beex poccuiickux [TMPoB, apxuB gaHHBIX 110 crouMocTu nag u CHA
oosbiMHCTBA (hOHIO0B Poccun; apXyB TaHHBIX MO AUBUJICHIHBIM BbITLJIATaM POC-
CUUCKHX akuuid. /[ mogyyeHus qoctyna HeoOX0AUMO 3anoaHUTh hopmy hopmy
- http://pro.investfunds.ru/

17. CnpaBounas cucreMa ['maBoyx —CBoOOoaHBIH 1ocTyn on-line:
http://www.1 gl.ru

18. baza pannsix BcemupHoro 6anka - OTKpBIThIE JaHHbIE -
https://data.worldbank.org/

19. Enwmssni mopran 6ropkeTHON cucteMbl Poccniickoit @eneparuu -
http://budget.gov.ru/

20. baza gannbix «bromker» Munduna Poccun -
https://www.minfin.ru/ru/perfomance/budget/



21. ba3za cratuctudyeckux maHHBIX « DMHAHCOBO-IPKOHOMHYECKHUE TIOKA3a-
temu PD» - https://www.minfin.ru/ru/statistics/

22. ba3wl 1aHHBIX MeXIyHapOIHOTO BaIIOTHOTO oH/A -
http://www.imf.org/external/russian/index.htm

23. MYVYJIBTUCTAT — MHOTO(YHKITMOHAJIbHBIN CTATUCTUYECKUI MOPTal
http://www.multistat.ru/?menu_id=1

24.  ba3bl TaHHBIX OQUIHMATBHON CTAaTUCTUKU DeaepaibHOM CITyKObI roc-
YAAPCTBEHHOW CTATUCTHUKH -
http://www.gks.ru/wps/wcm/connect/rosstat_main/rosstat/ru/statistics/

25. ®enepanbHbBIN 00pa30BaTEILHBIN MOPTAT « IKOHOMHUKA COIMOIOTHS
MenemxmenT» - http://ecsocman.hse.ru

26. baza nannsix «P@uHaHCOBasg MaTeMaTHKa — bulanoreka ynpaBieHUs»
- Kopriopatusnsrit MenemxmenT - https://www.cfin.ru/finanalysis/math/

27. Enunsiii penepanbubiil peectp cBeaenuii o bankporctse (EOPCH) -
bankrot.fedresurs.ru

28. HudopmarnmonHas cucteMa Jyuisi METOJUYECKOM MOJIIIEPKKH, cOopa
JYYIIUX MPAKTUK PETYIUPOBAHUS, JUCTAHIIMOHHOTO O0YUYEHUS CIICIIUATUCTOB B
00JIaCTH OLIEHKH PETYJIUPYIOIIETO BO3ICHCTBUS HA (peiepaibHOM U PETHOHATIEHOM
ypoBue (MC MITJIO) - orv.gov.ru

29.  ba3sl nannbix EBporneiickoro odmectBa mapketrunra (World Associa-
tion of Opinion and Marketing Research Professionals) - www.esomar.org

30. baza manubpix Munskonompassutus PO «HpopMaimoHHbIe CHCTEMBI
MunucrepcrBa B cetn MIHTEpHET» -
http://economy.gov.ru/minec/about/systems/infosystems/

VI. Metroanyeckue mMatepuasibl I 00y4AOMIMXCA 110 OCBOEHUIO JNCIU-
IJIUHBI

Meroanueckue MaTepHralibl O3BOJISIOT 00YUaIOIIEeMyCsl ONITUMATILHBIM 00pa-
30M CIUIAaHUPOBATh U OPraHU30BaTh MPOIECC OCBOEHHUS Y4eOHOro Marepuana u
BKJIFOYAIOT:

— PEKOMEH/IAINH 110 TTOATOTOBKE K YU€OHBIM 3aHSATHSIM;

— TpeOOBaHUS IO MOJTOTOBKE JIEKTPOHHBIX MPE3EHTAINT;

— PEKOMEHIAINU IO COCTABJIEHUIO KPOCCBOPOB;

— PEKOMEH/IALMH 110 CAMOCTOATENbHON padoTe;

— BOMPOCHI JIJI1 CAMOMIOATOTOBKH K MPOMEKYTOUYHOM aTTeCTAllUU;

— PEKOMEH/IALIMHU T10 BBITIOJHEHUIO KypCOBBIX paboT u JIp.

Memoouueckue peKkoMeHOayuu no NOO20MoeKe K y4eOHbIM 3aHAMUAM
Memoouueckue pexomernoayuu 051 NOO2OMOBKU
K NpaKxmu4ecKum 3aHAMUIM
[{esbr0 MPAKTUYECKUX 3aHATUH SIBJISICTCS 3aKPEIICHUE 3HAHUU ITyTEM BOBJIC-
YeHUs1 00yJaronuXcsi B pEUIeHUs] Pa3IuYHOr0 pojia y4eOHO-TIPAKTUYECKUX 3aJ1ad,
BBIPAOOTKM HABBIKOB TOJIb30BAHUSI KOMITBIOTEPHON TEXHUKOW U CIIPABOYHOMN JIUTE-



paTypoii. B ¢Bsi3u ¢ 3TUM MpU MOJATOTOBKE K NPAKTUYECKUM 3aHATHUSIM 00yUaroIu-
ecsi oOpaiarTcst K MHGOpMAIMU 1O COOTBETCTBYIOLIUM JICKIUSAM, YUYEOHHKAM U
JPYTUM UCTOYHHKaM, KOTOPBIE YKa3aHbl B JAaHHOUN paboueil mporpamme.

Buapl npakTHYECKHUX 3aHATHM 110 JUCHUTLIAHE:

— 00yyarolue TeCThl ¢ 00s3aTeIbHON MPOIEAYPO CaMOIPOBEPKH MU TIPO-
BEPKU B ayJAUTOPHBIX YCIOBUAX NPABUIBHOCTH UX BBITIOJIHEHNUS,

— PEIIEHUE KEMCOB; COCTABICHUE KEWCOB MO OMPEAEIEHHOMY aJITOPUTMY;

— COCTaBJICHHE U PEIIEHUE KPOCCBOPAOB U JIp.

Memoouueckue pekomenoayuu npu NOO20MOBKe K peUleHUI0 Keucos

Meton KeiCOB MO3BOJIIOT 00YUYaKOIIUMCS YCOBEPILICHCTBOBATh AHAIUTHYE-
CKHE€ M OIIEHOYHBIC HaBBIKH, HAYYUTHCSI pabOTaTh B KOMaH/E, HAXOIUTh Hanboee
palroHaIbHOE PEUICHHE TOCTABICHHOMW MPOOIEMBI.

CrpykTypa oT4eTa MO BBIMOJHEHUIO KEeIC-3a1aHUS:

1. TUTYNBHBIN JIUCT.

2. ®opMyIHpOBKa KeHc-3aJaHusl.

3. Onucanue cutyanuu (Kerca).

4. Ananu3 cuTyaiuu, BbIsIBIIEHHE NMPOOJIeM, TMarHoCTUKa mpoodsem, omnpe/ie-
JICHUE TJIABHOM MIPOOJIEMBbI U BTOPOCTETICHHBIX.

5. OTBeTHI Ha IOCTABJICHHBIE BOMPOCHI K KeHC-3aJaHUI0 WM HaWJIEHHBIE pe-
HICHUS.

6. O60CHOBaHME OTBETOB.

Memoouueckue pekomeHOauuu no cOCMagieHuIo u
Peuenuio Kpocceopooe

KpoccBopn — ynoOHas gpopMa akTUBU3allMK MBIIUIEHUS CTYyAEHTOB. B mpo-
1ecce MOAroTOBKM KPOCCBOP/Ia CTYICHTY HEOOXOANMMO TIIATENBHO MPOPadaThIBaTh
TEOPETUUECKUM U MPaKTUUYECKUI MaTepuall, oOpamaThCsi HE TOJNBKO K JIEKIUSIM U
y4eOHUKaM, HO U K JIOTIOJTHUTEIILHOM U CTIPaBOYHOM IuTepaType. B xoze Takoit mpo-
paboTKu 1 0TOOpa MaTepHasia 00yJarouuics 6osee rIIy00KO YCBAaUBAET YKE MOIY-
YEeHHBII MaTepuai U NpuoOpeTaeT TONOIHUTENbHYIO HH(POPMAIUIO, KOTOpas oCTe-
MIEHHO HaKarummBaeTcs, popMupys 6oJiee BRICOKHI ypOBEeHb 3HaHUM. B TO ke Bpems
HecTaHJapTHast popMa 3aJlaHus CTUMYJIUPYET HECTAHAAPTHBIN IMOX0] K BBITIOJIHE-
HUIO JAHHOTO 3a/IaHMsl, CJIEI0BATEIBHO, aKTUBU3UPYETCS HE TOJIBKO NIO3HABATEIb-
Has AeSTENbHOCTh, HO M TBOPYECKOE HA4aN0 OyAyIIUX CIELHAIUCTOB.

LenecooOpa3zHo KPOCCBOPA MCHOIB30BaTh Kak OPMY TEKYIIETO KOHTPOJIS.
[IpenmyiiecTBa HCOIB30BAHUS KPOCCBOPAOB Kak (POPMbI KOHTPOJIS:

® [IOBTOpPEHME U3YYEHHOI'0 MaTepuaja ¢ BbIXOJO0M Ha Oosee riryOoKuil ypo-
BEHb NMPOPAOOTKHU;

® OCBOGHHUE CTYJACHTaMU 0a30BBIX MOHATUHN TUCUUIUIUHBI;

® pacHIMpEeHHE aKTUBHOTO CJIOBAPHOTO 3araca;

® TBOpYECKas U UCCIeN0BaTeNbCKas padoTa;

e puoOpeTeHNe NMPAKTUIECKUX HABBIKOB MPABUILHOTO U TOYHOTO (popmy-
JMPOBAHMSI BOIIPOCOB U 3aJaHUl;



® TBOPYECKOE OTHOIIECHUE K 33JaHUI0, CIOCOOCTBYIOLIEE PA3BUTHIO Kpea-

TUBHOT'O MBIIIUIEHUSI CTYAICHTOB, BIPAOOTKE UMH HECTAHIAPTHOTO PEILICHHUS.
Memoouueckue pekomeHOauuu no Op2anu3ayuu
CamMoCmoAmenbHol padomul 00yUaAOWUXCA

JIJisi KaueCTBEHHOM OpraHU3allMi CaMOCTOATENIbHON paboThl 00yYarOIINXCS
MPETIOIaBaATEII0 TOJDKEH:

- OBJIAJICTh TEXHOJOTHUEH NTUAarHOCTHKYA YMEHHA W HABBIKOB CaMOCTOS-
TEJIHLHOW PabOThI 00YUAIOIMINUXCS B MENISIX COOTIOACHUS TPEEMCTBEHHOCTH B X CO-
BEPIIICHCTBOBAHWUU;

- IPOyMaTh MPOIECC MOATAMHOTO YCIOKHEHUS 3aIaHHM JIJIs1 CAaMOCTOSI-
TeJLHON PabOoThl 00YUYAIOIITUXCS;

— 00eCneunTh CaMOCTOATEIbHYI0 PadOTy 00yJarommxcsi yaeOHO-MeTO-
TUYECKUMH MaTepHallaMi, OTBEUAIOIUMH COBPEMEHHBIM TPEOOBAHMSIM yIIpaBJic-
HUS YKa3aHHBIM BHJIOM JCSATEIBHOCTH;

— pa3paboTarh CUCTEMY KOHTPOJIbHO-U3MEPUTEIbHBIX MaTEPUATIOB, TIPH-
3BaHHBIX BBISIBUTHh YPOBEHb 3HAHUU.

Dopmbl opeanuzayu 6HeayOUMopHoU
CAMOCMOAMENbHOU pabomvl 00YYAIOUWUXCS

BueaynutopHasi camocTosiTeNibHas paboTa 00y4aromuxcsi MOKET OBbITh CBsI-
3aHa KaK C yriyOJieHrneM MMOHNMAaHUS BOTIPOCOB, M3yUYEHHBIX Ha YICOHBIX 3aHATHSX,
TaK ¥ U3y4E€HHUEM TeM, HE OCBEIICHHBIX B XOJIC ayJUTOPHBIX 3aHATHH.

1-1i yposenw croorcnocmu (0ns odoyuarowuxcs 1 kypca):

— COCTAaBJICHHE MPOCTOr0 U PA3BEPHYTOTO MJIaHA BBHICTYTICHHUS,

- COCTaBJIEHUE CIIOBAPsi TCPMUHOB, IIOHITUN U ONIPEICIICHUN;

— BBIJICJICHHE TJIABHBIX MTOJIOKEHUH (TE€3UCOB) U COSAMHCHHUE MX JIOTHYE-
CKUMH CBSI3SIMU;

— MTOCTAaHOBKA BOIIPOCOB K TEKCTY;

— OTBETHI HA BOMPOCHI K TEKCTY H JIp.

2-11 YypoBeHb ClodCcHOCU (0151 0byuarowuxcs 2 Kypca u oanee):

— COCTaBJICHHE KOHCIICKTA B BU/IC TAOJIUIIBI, PUCYHKA;

- peuieHue 3a7a4, aHajau3 NpoOJEMHBIX CUTYyalUi, pelIeHUuE KEeWCOoB;

— BBITIOJIHEHUE AJICKTPOHHBIX MPE3CHTAINHN U JIP.

B pamkax ayautopHoit (hopMBbI OpraHU3alliyd caMoOCTOsITeIbHAsI paboTa 00y-
YAIOIIUXCsl COBPEMEHHBIE MeJarOrHYeCKre TOIX0 Ikl OPUEHTHPYIOT MPEToaBaTess
Ha COKpAIlleHHe YJeIbHOTO Beca (PpOHTANBHBIX 3aJaHU 1 KOMOMHUPOBAHHE KOJI-
JICKTUBHBIX, MAPHBIX, TPYNTOBBIX (3-5 Yeln.) U UHAUBUIYATBHBIX ()OPM OpraHu3a-
IIUU CTYJICHTOB JJISl BHITIOJTHEHHS CAMOCTOSTEIILHBIX 3aIaHHM.

[Ipu muIaHUpOBaHUU CAMOCTOATEIHLHON padOTHl O0YUYAIOIINXCSI HEOOXOAMMO
YYHUTHIBATh TPYA03aTPATHl HA BRITOJIHCHUE OTACIBHBIX 3aaHui 1Sl u30exanue pu-
3MYECKHX MEePErpy30K 00YyUJarOINUXCS.

Memoouueckue pekomenoayuu 011 n0020MOEKU



K BPOMEXNCYMOYHOU ammecmayuu
[Ipu moaroToBKE K MPOMEKYTOUHOM aTTecTallud HEOOXOIMMO U3YyUUTh PEKO-
MEHIyeMYIO JIUTEpaTypy, akTyaIu3upoBaTh MH(GOPMAIIUIO, TTOJYYSHHYI0 00y4aro-
HIMMUCS BO BpeMsi ITPOBEACHUS 3aHATUNA. JIOTTOTHUTENBHO 1I€7eCO00pa3HO U3YyUUTh
Hay4YHbIE CTaThH, HAyYHbIE PA0OTHI MO MPOOJIEMATUKE, KOTOpasi OTpakeHa B pabo-
4yeil mporpaMMe JUCHUTIINHBIL.

Bonpocwt 0na camonoozomoeku:

1.  Oprasu3zanus JOKyMEHTOOOOPOTa M aBTOMAaTH3alus pabOThI IPEANPHU-
atus Ha 0a3e COJ] «emoy.

2.  ABTomartm3aius OU3HEC-TPOIIECCOB M MOCTPOCHHUE €TMHOTO HH(pOpMa-
IIMOHHOTO TpOCTpaHcTBa KommaHuu Ha 0aze ECM-mnatrgopmer  Microsoft
SharePoint.

3. ABTomaru3aius ymnpaBiieHHus OusHec-mporieccamMu Ha 6aze ECM-cu-
crembl eDocLib.

4. CucreMa 3JEKTPOHHOTO JOKYMEHTOOOOPOTa M YIIPaBIEHUS B3aUMO-
nerctsueM DIRECTUM.

5. Cucrema 3JeKTpPOHHOI0 IOKYMEHTO000pOTa U aBTOMaTH3alluu OU3HeC-
npoueccoB «E1 EBdpary.

6. ABTOMaTH3aIus MPOLECCOB 0OPAOOTKH U XPAHEHUS IOKYMEHTAIlUU B
opraHuzanusx jaoooro tuna Ha 6a3e miatdopmsl 1C JfJokyMeHTO000pOT 8.

7. Cucrema ynpasieHHs JOKyMeHTaMu U 3agadamu Ha 6aze COJ] TE3UC.

8. KopmoparuBHass ~ cucteMa  DJIEKTPOHHOTO  JOKYMEHTOOOOpoTa
Docsvision.

9. KowmruiekcHas cucTeMa 3JIeKTPOHHOTO JOKYMEHTO00OpOoTa M OroKe-
TUPOBAHUS C 4elloBeKo-opueHTHpoBaHHOU apxuTektypoir HOA (Human Oriented
Architecture) bb workspace.

10. Cucrema aBTOMaTH3AIMK YIIPABIEHYECKOTO TOKYMEHTOO0OpOTA U Jie-
nonpousBojgcTBa BOCC-Pedepenr.

11. VYuuBepcanmpHasi  cuUcCTeMa  DJEKTPOHHOTO  JIOKYMEHTOOOOpOTa
CompanyMedia.

12. ABTOMaruzaius JOKyMEHTOO0OpOTa B TEPPUTOPUATILHO-PACTIPEICIICH-
HBIX opranu3anusix Ha 6aze IRM classicDoc.

13. Cucrema KOMIUJICKCHON aBTOMATH3AIMK JIEJIOTPOU3BOJICTBA M JIOKY-
MeHnToobopota IRM businessDoc.

14. ABTOoMaTtuzamus AESATEIbHOCTH TOCYJaPCTBEHHBIX U MYHHUITUIATBHBIX
OpraHoOB MCHOJHUTENbHOU BiacTu Ha 6aze IRM mfcDoc.

15. Cucrtema 351eKTpOHHOTO AJOKyMeHToobopoTa NauDoc.

16. Cucrema 3JEKTPOHHOTO JOKYMEHTOOOOpOTa U ympaBieHUs OU3HEC-
npoueccamu PayDox.

17. MHoromnosib30BaTeNbCKast cucrema aBTOMATHU3ALNHU Globus
PROFESSIONAL.

18. Cucrema ympaBieHHs JOKYMEHTAMH M OTUYETHOCTHIO MPEIAPUSITHS
LanDocs.



19. Tlporpammuas tuiatrgopma i CO3JaHUSI CHUCTEM YIIPAaBICHUS JTOKY-
MEHTaMHU B TOCYIAapCTBEHHBIX U KOMMEPUECKUX OpraHu3alusaX J00ro mMacirada
OPTIMAWorkFlow.

20. DNEeKTpOHHBIN JOKYMEHTOOOOPOT M aBTOMaTH3alus OusHeca Ha Oase
cuctemsl JIETOI'PAD.

21. CucrtemMa 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa Ha 6a3e ceMelcTBa mpo-
rpaMMHBIX TIPOyKTOB kommnaHuu IBA nHa mnatrdopme FOM Lotus Domino/Notes
«Kanugep».

22. Cucrema «ELMA: DneKTpOHHBIN JOKYMEHTOOO0POTY.

23. CucremMa DSJIEKTPOHHOTO JOKYMEHTOOOOpoTa Ha  1iaTdopme
escom.bpm

24. CucreMa onepaTHUBHOTO YIpaBlIeHUS KOMIaHUeH «MOTUBY.

25. CucrtemMa 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa Ha 0aze TEeXHOJOTHU
Effect Office.

26. Cucrema 3JeKTpoHHOTO AoKymMeHToobopoTa «IOmuteHTHHDOpMCep-
BHUCY.

27. QOpranuzanus 3J1eKTPOHHOTO JOKYMEHTO000pOTa MEXIy TypoIepaTo-
POM U TYpareHTOM.

28. ABToMaTH3alus JeIONPOU3BOCTBA TYpHUPM CpelcTBaMU MPOrpaMm
AIIEKTPOHHOTO JOKYMEHTO000pOTA.

29. OOnavHbIC TEXHOJOTUH B TYPUCTHUECKOM OM3HECE.

30. DNEeKTpPOHHBIN TOKYMEHTOOOOPOT TPH MPEIOCTABICHUH TOCyAap-
CTBEHHBIX U MYHUITUTIAJTBHBIX YCITYT.

Memoouueckue pekomeHoauuu no NOO20MoeKe
INIeKMPOHHBIX NPE3CHMayuil

[ToaroroBka 37a€KTPOHHBIX MPE3EHTALIMI COCTOUT U3 CIEIYIOIIUX ITAIOB:

1. [InanupoBaHWe MPE3CHTALIMU: ONPECICHUE OCHOBHBIX COJIEPIKATEIb-
HBIX aCMEKTOB JIOKJIaja: OINpeeJICHUE 1eJeH; onpeaeieHie OCHOBHOW UJen Mpe-
3€HTAIMHU; IMOJ00p JOTOJIHUTEIBHON MHGOPMALUK; CO3JaHue CTPYKTYPhI MPE3eH-
TaIMy; MPOBEPKA JIOTUKH T10JIJa4y MaTepuasa; MoJAroTOBKA 3aKIFOUCHMUS.

2. Pa3zpaboTka mpe3eHTaluu — NoJIr0TOBKA CJIAlI0B MPE3eHTAIlU, BKIIIO-
yasi BEPTUKAIbHYIO U TOPU3OHTAIBHYIO JIOTUKY, COJEPKaHUE U COOTHOILICHUE TEK-
CTOBOU U rpaduyeckoil UHPOpPMAIUU B COOTBETCTBUU C TPEOOBAHUSIMU.

TpeboBanus K MyJIbTUMEIUWHON MTPE3CHTAIIUN

TpeboBanus e KonuyecTBo cliaiiJoB aJeKBaTHO KOJIMYECTBY MPEICTABICHHON HH(OP-
K CTPYKTYpE MaIWH;

® HAJIM4YKE TUTYJIBHOIO CIanja;

® HaJIU4yue cnaﬁna C UCIIOJIb30BAHHBIMU UCTOYHUKAMU.

TpebGoBanus e OTtpaxkeHHe B MPE3EHTAIMN OCHOBHBIX ITAIOB HCCIEA0BaHUs (TIPO-

K Coacpixa- 6H6MBI, neiau, ruroTe3bl, Xo04a paGOTBI, BBIBOJIOB);

HHIO ® cojepKaHHe [IEHHOM, MOIHO, MOHATHONH NH(GOPMAIUH 110 TEME;




OTCYTCTBHEC I'paMMaTHYCCKUX OoImMOOK U OITEYaTOK.

TpeboBanus Tekcr Ha cnaiifie mpeacTaBiseT cOO0H OMOPHBIN KOHCIIEKT (KIIFOUEBBIC
K TEKCTYy CJI0Ba, MAPKUPOBAHHBINA WM HYyMEPOBAHHBIN CITUCOK), 0€3 MOJHBIX
MPEJIOKECHUH;
BbI/IeJICHHE HanboJiee BaXKHON MH(POPMAIHH C TOMOIIBIO I[BETa, pa3-
Mepa, 3h(HeKTOB aHUMAIIHH.
TpeboBanus Hcnonb3oBanue mpudra it 3arojJOBKOB HE MeHee Keriis 24, Uil WH-
K HpUQTy dopmanuu — He MeHee ke 18;
MCIOJIb30BAHUE CTPOYHBIX OYKB.
TpeboBanus Hcnonk30BaHue CPECTB HATIISTHOCTH HH(pOpMamu (TabIuIlbL,
K Cpe/IcTBaM CXEMBI, Tpa UKy U T.11.);
HarJAAHOCTH HCITOJIH30BaHNE WJLTFOCTPAIIMI XOPOIIEro KauecTBa, ¢ YeTKUM H300pa-
JKEHUEM;
MCTIOJIb30BaHUE WIUTIOCTPAIIUI, TOMOTAIONIMX HanboIIee OJTHO pac-
KPBITh TEMY, HE OTBJIEKAsl OT COJICPKaAHUSI.
TpeboBanus CootsetcTBHe cTHISA 0(OPMIICHUS MPE3eHTANNH (IpaduIecKoro, 3By-
K oopmiie- KOBOTO, aHUMAaIlMOHHOT'0) TEME U COJEP>KAHUIO BBICTYIUICHHUS,
HHIO Hcnonp30BaHue €AMHOTO CTHIISE OOPMIICHHUS JUIS BCEX CIIANOB Ipe-

3CHTALIUH;
OIIpaB/IaHHOE MCIIOJIb30BaHNE I (PEKTOB.

Tpebosanusn K pelimunz-KOHMPOI0

PedTUHTOBBIN KOHTPOJIb 3HAHUN OCYIIECTBIISIETCS B COOTBETCTBUH C [l01004Ce-
HUem 0 pelumuneosotl cucmeme ooyuenus 6 Tel'V, ymeepoicoenno2o yuenvim coge-
mom Tel'V 30.04.2020 2., npomokon No§.

Pacnipenenenne 6amioB 1o Bugam pab0Thl B paMKaX PEUTHHTOBON CUCTEMBI:

Bun otuetHOCTH banner
PaGoTa B cemecTpe, B TOM YHCIIE: 60
TEKYIIUA KOHTPOJIb 40
MOJIYJIbHBIN KOHTPOJIb 20
DK3aMeH 40
Uroro: 100

VIl. MarepnainbHO-TEXHHYECKOe o0ecreyeHue
MarepuanbHO-TeXHUUECKass 0a3a HeoOXoAuMas U IpUMeEHsieMas JJid OCy-
IIECTBJIEHUS 00Pa30BaTEIBHOIO MPOIECCA U TPOrPAMMHOE 00€CTIEUEHHE 0 JUCIH-
IUTMHE BKJFOYAET (B COOTBETCTBHHM C MACIIOPTOM ayAUTOPHUH):
—  cHOeuuajgbHble  TMOMEIIeHHs  (ayAUTOpUH),  YKOMILJIEKTOBaHHbBIE
CHEeLMATU3UPOBAHHON MeOeNbl0 W TEXHUYECKUMU CpEACTBAaMH OOyuYeHUs,
CITy>KalllUMU 1715l PECTaBICHUs yueOHON HHPOpMaIUH B Ay AUTOPHH;

HNnTepHer.

MYJIBTUMEIUMHOE 000pyI0BaHNue (HOYTOYK, IKpaH U MPOEKTOP);
[IK nyst paGoThl CTYJIEHTOB B KOMITBIOTEPHOM KJIACCE€ C BBIXOJOM B



VYueOuas aynutopust Ne 322, 334, 326, 342, 233
170100, TBepckast obnacts, T. TBeps, nep. Cryaen-
yecKuu, 1. 12

Crombl, CTynbs, JOCKA, CTAl[AOHAPHBIN
MYJIbTUMEAUNHBIA TPOEKTOP, MTEPEHOC-
HOUW HOYTOYK.

VYuebnas aygutopus Ne 305, 301, 308,315,317, 318,
319

170021, Tepckas obnacts, T. TBeps, yi. 2-s1 ['pubdo-
elloBa, 1. 22

CToJbl, CTYJIbSI, JOCKA, IEPEHOCHOU HO-
yTOYK, CTAallMOHAPHBIN MM IEPEHOCHOU
MYJIbTUMEIUNHBINA TPOEKTOP,

VYuebnas aynuropus Ne 323, 333
170100, TBepckast obmacts, r. TBeps, nep. CtyacH-
yeckui, 1. 12

CToJbl, CTYJIbSI, JOCKA, IEPEHOCHON HO-
yTOyK

Kadenapa sKOHOMHKH TPEANPHUATHS B MCHEHKMEHTA
335

170100, TBepckast obmacts, r. TBeps, nep. CtyacH-
yeckui, 1. 12

Croubl, CTYyJIbs, CTAMOHAPHBIA KOMIIb-
10TEp, IPUHTEDP.

Kadenpa sxoHOMUKN TPEANPUATHS 1 MEHEIKMEHTA
311

170021, Tepckast obnacts, T. TBeps, yi. 2-a ['pubo-
elloBa, 1. 22

Croubl, CTyJIbS, CTALUOHAPHBIA KOMIIb-
10TEp, IPUHTEDP.

Kabunet tproTopoB 332
170100, Teepckas obnacts, r. TBeps, nep. CryaeH-
yecKuu, 1. 12

Croubl, CTYyJIbS, CTALUOHAPHBIA KOMIIb-
10TEp, IPUHTEDP.

VIIl. Cenenusi 06 00HOBJIeHHHU padoyeii mMporpaMMbl THCHUTLIHHBI

Ne
IL.IL.

OO6HOBICHHBIN pa3nen pado-
4ell IpOorpaMMbl TUCIUTUTHHBI

Onucanne BHECEHHBIX
U3MEHEHUN

PexBu3uTHI AOKYMCHTA,
YTBCPAUBUICTO U3MCHC-
HUA




