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Pabouass mnporpamma mnepecMoTpeHa Hu ojoOpeHa Ha 3acelaHuu  Kadepbl
HH(OPMALIMOHHBIX TEXHOJOTUH, yueTa 1 3KOHOMHYECKON 0e3011acHOCTH
npotokos Ne 10 ot «18» mas 2023 r.

3aBeayrolui xapegpoin .A. Kokopes /




«/1eKTPOHHBIH JOKYMEHT0000pOT)

JUIs [IOArOTOBKY 0aKajaBpoB / CIIELHATHCTOB

CneuunansHocTh: 38.05.01 Sxkonomuueckan dezonacHocms

HanpasneHHocTh (cnenmanu3anys): «IKOHOMUKO-NPasosoe obecneuenue
IKOHOMUUECKOU De30nACHOCIUY

®dopma obyuenus ouHas. 3a04Has

Kypc 2
Cemectp 2

B pabouyro mnporpaMMmy BHOcATCs crieayiomme wusMmeHenust (2021 roma Havama
MOITOTOBKH):
BueceHsl M3MEHEHHUS B CITUCOK JIMTEPATY PhI:
e Kysuenosa, M. B. KoudpuaenumanbHoe JeJ0NPOU3BOACTBO U  3ALIUIICHHBIM
3JICKTPOHHBIM TOKYMEHTOOOOPOT : yuyebHoe nocobue juis Oaxanaspos / U. B.
Kysuenosa, I'. A. XagarpsH. — Mocksa : Aii [Tu Ap Memma, 2020. — 192 ¢. —

ISBN  978-5-4497-0588-4. — Teker : ouekrponnsii //  Lludposoii
obpaszoBatenbHelii  pecypc IPR SMART [caiit]. —  URL:
https://www.iprbookshop.ru/97083.html (mara obpamenus: 20.04.2022). —
Pexum JOCTyTa: JUIs aBTOPHU3MP. 10JIL30BATEICH. - DOI:

https://doi.org/10.23682/97083
I/~

Pabouas nporpamma repecMoTpeHa U 0J00peHa Ha 3acelaHuu OyXIaiTepcKoro yuera,
nporokoa Ne 8 or «22» anpens 20

Paspaboruux: Mummmn I1.H., k.5.1H. «20» _anpens 2022 r.

3aBenyromuit kadeapoi Koxopes H.A.



3am. 1 (0pao i{e6HOH paﬁoTe
== JEC. Xpomnon

L Wbm‘wf/(( 2021 r} /=5

JIner akryanuszanun pa6odeii nporpaMmmbi nncumi-hmii.‘i
«JIEKTPOHHbIH JOKYMEHT0000pOT»

JUIsl OATOTOBKY OaKanaBpoB / CHEIIMAIUCTOB

CneuunanbHocts: 38.05.01 xonomuueckan bezonacHocms

HarmnpasiieHHOCTB (criermanu3anus): «IKOHOMUKO-NPABOGOE obecneuenue
IKOHOMUYUECKOU De3onacHocmu)

®opma 00yueHuss ouHasl, 3a04Has

['on Hagana moarorosku: 2017

Kypc 2
Cemectp 2

B pabouyo nporpammy BHoOcsTCS ciieaytonue uamenenus (uis 2017, 2018, 2019, 2020,

2021 roxa Havyasia MOArOTOBKH):

BHeceHbl u3MEHEHUS B CITMCOK JIMTEpaTy Phl:

e (Crenanosa, E. H. Cucrema 371eKTpOHHOTO JJOKYMEHT0000poTa (06 1a4H0e peleHune)
: yuebnoe nocobue / E. H. CrenanoBa. — Caparos : Aii [Tu Dp Meaua, 2018. — 182

c. — ISBN 978-5-4486-0136-1. — Tekcr : 31€KTPOHHBIH // DiIEKTPOHHO-
O6ubauoreunas cucreMa IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/73341.html — Pexum pgoctyma: Juisi  aBTOPHU3MP.
M0JIL30BaTEIEH

e Pomanos, /I. A. IIpaBaa 06 smekTpoHHOM JoKymMeHToobopote / JI. A. Pomanos, T. H.
Wnbuna, A. 10. Jlorunosa. — 2-e m31. — Mocksa : JIMK Ilpecc, 2018. — 220 ¢. —
ISBN 978-5-93700-062-0. — Tekct : 271eKTpOHHBIN // DIEKTPOHHO-OMOIHOTEYHAS
cucrema [PR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/89597.html —
Pexxum poctyma: [uisi aBTOpU3UP. 10JIb30BaTENNeH

Pazpaborumnk: Murus I1.H., k.5.H. / «30» aBrycra 2021 r.
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PaGouas nporpamMmma nepecMoTpeHa U o,uogpeﬂa Ha 3aceJaHuu OyXrajaTepckoro ydera,
npotokoa Ne 1 ot «31» aBrycta f21r 1

3aBeyrommii kaeap - Kokopes H.A.
Jlucr alcrya.nusaunﬂ'\ﬁpnmn HA XpaHeHHe:

3aBenyronmii Beimyckatolei kadenpoit 6yxranrepckoro/yHéra
i Kokopes H.A.

o « /» P8 2021r.




VTBEPXKJIAIO:

3amecn¢fenb nﬁgm* o yueOHo# pabote
f"y C.[{.ManaxoBa
K 2020 r.

Jlono/iHeHus H H3MeHeHHs B pafo4el nporpamme AHCHHITHHBI
<<3JTCKTDOHHLIH JOKYMEHTOOOOPOT»

JJIdA MOJAITOTOBKH CIICHAITUCTOB

o

CrieMalM3allud  JKOHOMHMKO-IIPAaBOBOE  obecrieueHre IKOHOMHYECKON

0e3011acHOCTH

I'ox vauana noxarotrosku: 2017

Crneuuanpaocth: 38.05.01 DxoHoMHueckas 6€3011acHOCTh

B pabGo4yo nporpaMmy BHOCSATCS CJIEAYIOIINE H3MEHEHHS:
1. BHeceHbl H3MEHEHHS B CITUCOK JIMTEPATYPHI:

Kysneuosa, W. B. KoubuaeHumanbHoe [eNONPOU3BOACTBO M 3AlIMIUEHHbIH 3JIEKTPOHHbIN
nokymeHToobopor : yuebHoe nocobue mna Gakanaspos / M. B. Kysneuosa, I'. A. Xauarpsan. —
Mocksa : Ait Ty Ap Menaua, 2020. — 192 c¢. — ISBN 978-5-4497-0588-4. — Teker :
snexTpoHHbii  //  DnexktpoHHo-GubGnuoreynas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/97083 .html — Pesxum nocTyna: ans aBTOpPH3Hp. Nojib3oBaresien
CucTeMbl 30EKTPOHHOrO JI0KyMeHToobOpoTa : y4ebHoe rnocodue (y1abopaTopHelii NpakTHKyM) /
cocrasutenu M., I'. Pomanenko. — Crasponons : CeBepo-Kaskasckuii deiepanbHbiit yHHBEPCHTET,
2019. — 109 ¢. — ISBN 2227-8397. — Tekcr : 2neKTpoHHbI# // DnekTpoHHO-OubiHoTeuHas
cuctrema IPR BOOKS : [caifitr]. — URL: http:/www.iprbookshop.ru/92745.html — Pexum
JIOCTYMA: JUis aBTOPU3HP. NONTb30BaTe el

AHanu3 CHCTeM JIeKTPOHHOTO JOKyMeHToobopoTa : yyebHoe nocobue (J1abopaTtopHbiil NPaKTHKYM)

/ cocrasutenu M. I'. Pomanenko, I'. B. IllarpoBa. — Crasponons : Ceepo-Kaskasckui
denepansubii yausepcurer, 2018, — 111 ¢. — ISBN 2227-8397. — Teker : 3/1eKTpOHHBIA //
DnexTpoHHO-GubIHOTEUHAA cHcTEMA IPR BOOKS \ [caiiT]. — URL:

http://www.iprbookshop.ru/92675 .html — Pexxum nocTyna: ais aBTOPU3HP. No/b3oBaTe/ei

CocraBurens(u) : Mumus [T.H., k.3.H.

(DHO, yuenas crencHs, chﬂoe 3BAHHE) W «24y» urous 2020 r.

PaGouas mnporpamMma IepecMOTpeHa M ojoOpeHa Ha 3aceflaHuM Kadeapsl
«Beicias MaTemMaTiuka U IdKOHOMHUYEcKasi KHOepHETHKa»

nporokos Ne 10 «24» urons 2020 r.

3aBeayromuii kadeapoii QUL ~ Muymus I1 H., k.3.H.
COTI'JIACOBAHO:

TTOATNCE {PHO, yuenas c*renem,, Y4EHOE 3BaHHE)

IIpencenarens y4eOHO-METOANYECKON
KOMHC 0 HanpaBneHmo MOATOTOBKH /CTIeLIHAIBHOCTh

"

IJWLwC b 4 yu (wcw

CHb, YUEHOE 3BaHHE) /
«o» 0 2020 r.

fIycKa H.Ieﬁ Kad)enpoﬁ
éﬁo KA (é 22U f’()x_/cm,/

«25» 06  2020r.




YTBEPXAIO:
3amecTHTeNb IMpEKTOpa 1o y4eOHoi padore
A O.U.CronsieBa
s %0% 0& 2019 .

JlonosiHeHus 1 H3MeHeHHUs B paboyell nporpaMme AHCHHILIHHBI

«DJIEKTPOHHBIN JJOKYMEHTO000POT»
HauMEHOBAHHE

JUTSI TOATOTOBKH CITEIHAIMCTOB

0 CreLMranM3alui DKOHOMHUKO-IIPAaBOBO€E obecreyeHHe SIKOHOMUYECKON
©e301acHOCTH

["'on Hayana noaroroBku: 2017

CnenunanpaocTts: 38.05.01 DxoHoMHUUYecKasi 0€30I1aCHOCTh

B paGo4yto nporpaMMy BHOCSATCS ClIEeAYIOLIAE U3MEHEHHS:

1) BHeceHbl HM3MeHEHHS B TIepeueHb pecypcoB HH(POPMALMOHHO-
TEJIEKOMMYHUKAIIHOHHOM ceTn  «lHTepHeT», HEOOXOOMMBIX s
OCBOEHMS JUCLIMIUTHHBI; .

( ( /Z s
CocraBurens(u) : Mumms [LH., ko.H |
(DHO, yvenas cTeneHb, YIEHOE 3BAHHE) «Ji» Ma A 2019 r.

Pabouas nmporpamma nepecMoTpeHa U ofo0peHa Ha 3ace/laHuy Kadeaphl
«Beiciias MaTeMaTHKa ¥ 9KOHOMUYecKasi KHOepHETHKa

npotokon Ne J «f» _mod 2019 .

3aBenyromuii kadeapoi My [1.H., k.3.H.
ncumﬂ’cz. (PHO. yueHas creneHb, y4eHOE 3BaHHE)

COI'JTIACOBAHO:

[Ipencenarens yueOHO-METOAUYECKOM
KOMHCCHH 110 HANPABIEHHUIO MOATOTOBKH /crennanbHOCTh

. .\‘ng ML 1 gddl (ﬂ.‘ﬁ JC I :]i; L4
7T noAmics (d)PIO ydeHas CTeneHb, yueHoe 3banue) [/ /

i «4» /4 2019r.
BhIycKarolei kadenpoi

— j (®HO, yueHas cTereHb, y4eHOe 3BaHHe)

Wwo» __ 9% 2019,



6.4. TlepeueHb pecypcoB HH(POPMALUOHHO-TEIEKOMMYHHUKALIMOHHON CETH
«HTepHET», HEOOXOAUMBIX JJISi OCBOCHUS AUCLHUILIUHBI

1. ®enepanpHbii nopran «Poccuiickoe obpazoBanue» // DIeKTPOHHbIH
pecypc [Peskum noctyna: cBoboassiii] http:/ www.edu.ru/

2. ®MenepanbHbli LEeHTp MHGOPMALMOHHO-00pa30BaTe/bHblii pecypcoB //
DneKTpoHHBIH pecype [Pexxum noctyna: ceoboanslii] http://feior.edu.ru/

3. EauHoe OKHO focTyna K oOpa3oBaTelbHBIM pecypcaM // DIeKTpOHHbIN
pecypc [Pexum noctyna: ceobonnslii] http:/window.edu.ru/

4. HaumonanpHbli Otkpbithiii YHuBepeuteT «MHTYUT»//InekTpoHHbIH
pecypc [Pexum gocrtyna: cBoboanbii] https://intuit.ru/




YTBEPXIAIO:
3amMecTHTENb AUPEKTOpA N0 yueOHoM paboTe
A O.U.CronsieBa
317 of 2018 r.

(13

JlonoJiHEHHs ¥ H3MeHeHHsl B paboyel nporpaMMe JAHCUHILIHHBI

«IDJIEKTPOHHBIN JIOKYMEHTO000DOT»
HaMEHOBaAHHE

TSI TIOATOTOBKH CIELMAJIUCTOB
10 CrelUaAIU3alUu DKOHOMHUKO-IIPABOBOE 00ecrieueHne YIKOHOMUYECKOMN
0€e30ITacHOCTH

["'on Hayana noaroroBku: 2017

CrnenuanbrocTh: 38.05.01 DxoHOMHYecKasi 0€30MacCHOCTh

B pabouyto nporpamMmy BHOCSATCS ClIEAyIOIIHE H3MEHEHHS:
1) BHeceHbl U3MEHEHHUS B CIIMCOK OCHON JIATEPATYPHI;

( Z /
CocraButens(u) : Muwmus [1L.H., k.3.H. '
(PHO, yueHas cTerneHs, yueHoe IBaHHe) « I by Aqer 0 201 8 r.

Pa6ouas mporpamma nepecMoTpeHa u ogobpeHa Ha 3acelaHui Kadeapbl
«BpiIciiasi MaTeMaTUKa ¥ SKOHOMHUYECKasi KHOEepHETHKa»

npoTokon Ne {0 «/b»  ADuA 2018 r.

. Munms I1.H., x.3.H.
NOAINKCH (®PHO, yuenas creneHb, yUeHOe 3BaHHE)

3aBenyromuii kadenpoii

COI'JTACOBAHO:

Ipencenarens yueOHO-MeTOAUYECKOM
KOMHCCHH 110 HANpaBJIeHHUIO [IOATOTOBKY /CHIELIHATBHOCT
LD w7 -/f".f‘,f""’...’”f/ y R / L KA Gt

noanuck  (PHO, yueHas CTelcHb, yueHoe 38anne) /7 7/

«/» 7 2018 .
3aBenyroLij ycKarouen kadeapoi
Yoot
= /(d&nuca {®HO, yuenas creneHb, Y4eHOE 3BaHUE)
«5i» 0¥  2018T.




6.1. OcHoBHas JuTEpaTypa:

1. MUudopmanpioHHble CUCTEMBI B JKOHOMHKE : YUeOHHUK Ul aKaJeMHYeCKOro
bakanaspuara / B. H. Bonkosa, B. H. IOpses, C. B. Illlupokosa, A. B.
Jlorunosa ; noa pea. B. H. Bonkosoii, B. H. FOpseBa. — M. : U3narenscTBo
IOpaiit, 2017. — 402 c. — (Cepus : bakanaBp. AkageMH4ecKui Kypc). —
ISBN 978-5-9916-1358-3. — Pexum jpgoctyma : www.biblio-
online.ru/book/1BE316A7-234B-432E-A2F5-D7A0CC512290

2. UndopmaiuoHHble TEXHOJIOTHH B MEHEXKMEHTe (yIpaBieHuH) : y4eOHUK U
NMpaKTHKyM ISl akanemuyeckoro 6akanaspuara / 0. JI. Pomanosa [u 1p.] ;
nox obur. pexa. FO. JI. Pomanosoii. — M. : U3narensctBo IOpaiit, 2017. —
478 ¢. — (Cepus : bakanasp. Axagemudeckui Kypc). — ISBN 978-5-534-
01135-7. — Pexxum goctyna : www.biblio-online.ru/book/F293BFB1-C447-
4AD2-B8A3-56F85FESC980

3. Uyrynos, A. B. CoumansHas uH(poOpMaTHKa : y4eOHHK M NPAKTHKYM IUIs
akazemuueckoro Gakanaspuata / A. B. UyryHoB. — 2-e u3j., nepepab. u
non. — M. : UsparensctBo HOpaitt, 2017. — 259 c. — (Cepus :
Vuusepcuretsl Poccun). — ISBN 978-5-534-01233-0. — Pexxwum goctyna :
www.biblio-online.ru/book/83621D88-9D3D-4030-B835-3E2435C85DCB

6.2. JlononHuUTENbHAs TUTEpaTypa
1. Ceru U cucTeMbl Nepefayd MHPOPMALUU: TeJEKOMMYHHKAIIHOHHbBIE CeTH !
y4yeOHMK M TpPakTHKyM Juisi akajaemudeckoro Oakanaspuara / K. E.
Camyiinos [u ap.] ; nox pea. K. E. Camyitnosa, U. A. Illanumosa, /1. C.
Kyns6osa. — M. : UsnatensctBo IOpaiit, 2017. — 363 ¢. — (Cepus :
Bakanasp. Akanemuueckuii kypc). — ISBN 978-5-534-00256-0. — Pexum

noctyma @ www.biblio-online.ru/book/D02057C8-9C8C-4711-B7D2-
E554ACBBBE29
2. Ilonskos, B. Il. Wudopmaruka mis SKOHOMHCTOB : Y4YEOHHK U

akazieMudeckoro Oaxanaspuara / B. I1. [Tonskos, B. I1. Kocapes ; oTB. pen.
B. I1. TTonsxoB. — M. : U3narensctBo FOpaiit, 2017. — 524 ¢. — (Cepus :
BakanaBp. Axkanemuueckuit kypc). — ISBN 978-5-9916-4367-2. — Pexum
noctyma  :  www.biblio-online.ru/book/8F 1 A6C34-4C52-44E7-B8C7-
16BC40452D20
3. Tlonskos, B. Il. Uudopmarkka s skoHOMHCTOB. ITpakTHkym : ydeOHoe
nocobue 1 akagemuueckoro 6akanaspuara / B. I1. Tlonsxos, B. I1. Kocapes ;
noxa pen. B. I1. TTonsikosa, B. I1. KocapeB. — 2-e u3z., nepepab. u gon. — M. :
Uznarensctso IOpaiit, 2017. — 271 ¢. — (Cepus : bakanasp. AkaneMU4YeCKHiA
kypc). — ISBN 978-5-534-03029-7. — Pexum noctyna : www.biblio-
online.ru/book/FB1F6466-040B-498F-B168-AB6B73CEBCDF




MHWHUCTEPCTBO CEJIbCKOI'O XO3SIiICTBA POCCUCKON ®EJAEPALINNA
®E/IEPAJILHOE [ OCY/IAPCTBEHHOE BIOJDKETHOE OBPA3OBATE/ILHOE YUPEXEHHE BbICIIETO OBPA3OBAHMS
POCCHUCKHUHU I'OCYJAAPCTBEHHBIU ATPAPHBIM YHUBEPCHUTET — MCXA

nmenn K.A. THMHUPS3EBA
(PrbOY BO PrAY - MCXA nmenu K.A. Tumupsizesa)

KAJYXKCKAN OUIIAAJI

®akynbTeT DKOHOMUYECKU I
Kadenpa Beicieit MaTeMaTHKH ¥ 9KOHOMHYECKOW KHOEPHETUKH

YTBEPX/IAIO:

3aMm. mupekTopa no yuyebHou pabore
A O.U. Cronsiea
i 08 2017 r.

il |

PABOYAS [IPOTPAMMA YUYEBHOM JUCHUANIJIMH

DIEKTPOHHBIN AJOKYMEHTOO0OPOT

(HaHMeHOBaHHWe TUCLIUTUTHHBI)

JJIS MIOATOTOBKH CIIEUATIMCTOB

CnemuansHocth 38.05.01 DxoHoMHuecKas 6€30acHOCTh
(wudp — Ha3BaHWe HAMpaBIEHUA MOArOTOBKH/CIEUHAIILHOCTH )

Cnenmanu3alums DKOHOMHKO-IIPaBOBOE obecredeHre IKOHOMHUECKOH 6e301acHoCTH
(HazBaHMe npoGus, CrieHanu3alum1H )

Kypce 2
Cemectp 2

Kanyra, 2017



CocraBurtenu: Mumus [lerp Hukonaesuy, k.3.H
(PHO, yueHas CTENEHs, YHEHOE IBaHHE) CIE» r"'“I‘:‘: ;--\4 rl'F

2017 r.

[Iporpamma paspaborana B coorBercTBuM ¢ ®I'OC BO no cneunansroctu 38.05.01
«JKOHOMHUECKas 0e30MacHOCTb», YTBEPXKAEHHBIM NMpHKa3oM MunucrepcTsa obpaso-
BaHus U Hayku Poccuiickoit @enepauun ot «16» suBaps 2017 r. Ne 20 u 3apeructpu-
poBaHHbBIM B Muniocte P® «10» ¢eBpans 2017 r. Ne 45596 u y4eOHBIM ILIaHOM

HarpaBJeHHs MOArOTOBKH (roj Havana noarotosku 2017).

[Tporpamma oOcyxieHa Ha 3aceJaHUH KadeIpsl BHICIIEH MaTeMaTHKU W 3KOHOMHYe-

CKO# KHOEepHEeTHKH
( Hazsanue Kadenpsl)

3aB. kabenpoi Muums I1.H., K.3.H., 1OLEHT
nporokon Ne { «28» _ pbryere » 2017 1.

[IpoBepeno:

Hauaneuuk YMUY K noneHT O.A. OkyHeBa
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JlucT cornacoBaHus pabQHen MporpamMMel

Jlexan Kokopes H.A., k.3.H., npodeccop ‘;LZ/
g 50» 08 20171

[Tporpamma npuHsTa yueOHO-MeTOANUECKOH KoMuccuei no cnenuansHoctd 38.05.01
«DKoHOMHUYECKasi 6€30MacHOCThY,

npotokon Ne 77/

[peacenatens yueOHO-METOAUYECKOH
KOMMCCHH IO CTIIEIHATbHOCTH ‘
38.05.01 «DxoHoMHUeCKast 6630HaCHOCTb
MaruunoB B.A., K.3.H, IOLEHT - ( 3"1&% «Ih & 2017 .

3aBeyIOLIHiA BBITyCKatowlel kadeapoi
Kokopes H.A., k.3.H., npOt})ecco

«5» [or. 2007,
"
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AHHOTaUUA
PaGoueit mporpammsbl yueOHON AUCIUILTUHBI « DJIEKTPOHHBIA JOKYMEHTOOOOPOT

Leab ocBOeHUSsI TUCHUINJIMHBI:

[lenp wu3yudeHUS AUCHUIUIMHBI "DJIEKTPOHHBIA JOKYMEHTOOOOpPOT'  3aKIII0YaeTCs:
HAy4UTh CTYACHTA peliaTh 3aJ1a4M, CBI3aHHbIE C IEPEXOJA0M K 0€30yMaKHON TEXHOIOTUU
YIPaBJICHUS] YKOHOMUYECKUMHU CHUCTEMAaMH IyTEM HMCIOJIb30BaHUsSI CPEACTB aBTOMATHU3a-
I[MU TPOIIECCOB COCTABJICHUS U BBOJA AJIEKTPOHHBIX AOKYMEHTOB (D]1), nx o6paboTku,
XpaHEHHUsl, TIOMCKa U TIepe/iayu, a TakyKe MPOIIECCOB MIAHUPOBAHUS IOKYMEHTO000pOTa U
OM3HEC-TPOLIECCOB, KOHTPOJIS UCIIOJIHEHHUS], aHAJIN3a U COBEPILICHCTBOBAHUS.

Mecro qucuumiuHbl B ydeOHoM miaane: aucuuruimHa b1.B.JIB.04.01 «DnexkTpoHHbIN
JIOKyMEHTOO0OpOT» BKJIOYEHA B 00s13arenbHbll nepedyeHb @PI'OC BO B BapuaTuBHYIO
YacTh JTUCHMIUIMH (IUCIUIUIMHBI IO BBIOOPY) U M3y4daeTcss BO 4 ceMecTpe.

TpeGoBanus Kk pe3yJabTaTaM OCBOCHHS AUCHUIIIUHBI:
B pesynbpraTe ocBOCHUS TUCHUILTUHB (POPMUPYIOTCS KOMIIETEHITUU:

e OK-12 — cnocoOHOCTBIO pabOTaTh ¢ Pa3NTUYHBIMU UH(YOPMAIIMOHHBIMH pecypca-
MU U TE€XHOJOTHUSIMHU, IPUMEHATh OCHOBHBIE METO/IbI, CIIOCOOBI M CPEJICTBA TOJTY-
YEHUs, XpPaHEHUSs, MIOUCKA, CUCTEMaTh3allui, oOpaboTKU U Tnepenadn uHpopma-
1187078

e JIK-1 - crtocoOHOCTBIO MOATOTABIMBATh MCXOJHEIC JaHHBIC, HCOOXOIUMBIC IS
pacuera SKOHOMUYECKHUX MOKa3aTeNeil, XapaKTepU3yIoluX ACSITEIbHOCTh X035M-
CTBYIOIINX CYyOBEKTOB;

e [IK-6 - cloCOOHOCTBIO OCYIIECTBISATh OyXraiaTepCckuil, (PMHAHCOBBIM, ONEepaTUB-
HBIM, YNPaBIEHYECKUNA M CTATUCTUYECKUE YUYEThl XO3SMCTBYIOMIMX CYOBEKTOB U
OPUMEHSATh METOJIMKM U CTaHAApThl BEACHHS OyXrajaTepCcKoro, HajJoroBOTO,
OIO/KETHOTO Y4YETOB, (POPMUPOBAHUS U MPEAOCTABICHUS OyXTaaTepCKOM, HaIO-
rOBOM, OO0/ >KETHOM OTYETHOCTH

e [IK-28 - crtocoOHOCTBIO OCYIIECTBISATH COOpP, aHAIHN3, CUCTEMAaTU3AIUI0, OLIEHKY
Y UHTEPIPETAlNIO JAaHHBIX, HEOOXOAUMBIX Jisi penieHus MNpodhecCHOHATBHBIX
3azay.

Kpartkoe coapep:kaHue Q1M CHUNIMHBI:

JucuuminuHa «DJIEeKTPOHHBIN JTOKyMEHTOOOOpOT» MpEeIoiaraeT BbIPAOOTKY Yy
o0y4aromuxcsi KOHUENTYaJIbHBIX MPEICTABICHUN O MPUPOIE U CYLUTHOCTH MPUMEHEHUS
AJIEKTPOHHOM CHUCTEMBI YIIPaBJICHUS TOKyMEHTOOOOPOTOM B pa3iMyYHbIX cpepax 3KOHO-
MUYECKOW AEsTeNIbHOCTH, (POPMUPOBAHME W 3aKpEIUICHWE HAYUYHBIX MpEACTABICHUMH,
3HAHUI U ONBITA JEATEIBHOCTH O COBPEMEHHBIX METOAAX OpraHu3alMi U KCIIOJIb30Ba-
HUS 3JIEKTPOHHON CUCTEMBI YIIPABIEHUS JOKYMEHTOOOOPOTOM.



1. TpeGoBaHuA K IMCHUIIHHE

1.1. Baemnue u BHyTpeHHHE TPeOOBaHUS

HucuumirHa «DJIeKTPOHHBIM JOKYMEHTOOOOpPOT» BKIIIOYEHA B 00s3aTEIbHBIN
nepedeHb @I'OC BO B BapruaTuBHYIO 4acTh JUCLUIUIMH.

Peanuzauuss B AMCHMIUIMHE «OJEKTPOHHBIA JTOKYMEHTOOOOPOT» TpEeOOBAHMIA
dI'OC BO, VYwuebnoro miana mo crnenuainbHocTd 38.05.01 «DxoHOMUYEcKas Oe3omac-
HOCTB» clelHalnu3aius «IKOHOMHUKO-IIPAaBOBOE OOecreueHne SKOHOMUYECKON 0e3-
OMACHOCTW» J0JDKHA (POPMHUPOBATH CIETYIONTNE KOMIIETECHIUU:

e OK-12 — cnocoOHOCTBIO paboTaTh € pa3IUYHBIMU HH(POPMAIMOHHBIMHU PECYpCaMuU
Y TEXHOJIOTUSMHU, IPUMEHSATH OCHOBHBIE METO/IbI, CIIOCOOBI U CPE/ICTBA MOTYUEHUS,
XpaHeHus, MOUCKa, CUCTEMaTHU3alluy, 0OOpabOTKH U Mepeadu HHPOpMaIliH;

e JIK-1 - cmocoOHOCTBIO MOATOTaBIMBAThL HMCXOJHBIE JaHHBIE, HEOOXOIUMBIE IS
pacyera 3KOHOMHYECKHX IOKA3aTeNeH, XapaKTepU3YIOIIUX ACSATEIbHOCTb XO35M-
CTBYIOLIUX CYOBEKTOB;

o [IK-6 - crmocoOHOCTBIO OCYIIECTBIATh OyXraiaTepckui, (PUHAHCOBBIN, OMEpPaTHUB-
HBIM, YNpPaBIEHYECKUM M CTATUCTUYECKUE YUYEThl XO3SHUCTBYIOIIUX CYOBEKTOB U
MPUMEHSATh METOJUKUA M CTaHAAPTHI BEJEHUSI OyXrajaTepcKoro, HaJIOrOBOro, Oro-
YKETHOTO y4eTOB, (POPMUPOBAHUS U MPEIAOCTABICHUS OYXTalTepCKOM, HAJIOTOBOM,
OIOJDKETHON OTYETHOCTH;

e [IK-28 - cocOOHOCTBHIO OCYIIECTBIATh COOP, aHATIU3, CUCTEMATU3AIINIO, OLICHKY U
MHTEPIIPETALUIO JaHHBIX, HEOOXOIUMBIX ISl PEIICHUS TPOPECCHOHANIBHBIX 3a/1ay.

1.2. MecTo quCHUIUIUHBI B y4eOHOM TIpoliecce
[IpenmecTByOmMUMU KypcamMH, Ha KOTOPbIX HEMOCPEACTBEHHO Oa3upyeTcs Juc-
[UTTHHA «DJIEKTPOHHBIA JTOKYMEHTOO00pOT» SIBISIOTCS: «MartemaTukay, «I paxmaH-
CKO€ MpaBo», « IKOHOMUYECKasi O€30MaCHOCTbY.
JucruminHa «JIeKTPOHHBIN TOKYMEHTOOOOPOT» SIBJISETCS OCHOBOIIOJIAraoIIeh
JUTSL U3YUYEHUs CIeNyomuX nucuurind: «HpopManmoHHbie CUCTEMBI B SKOHOMUKEY,
«byxrantepckas OTYETHOCTBY, « BIOJIKETHBIN YUET U OTYETHOCTH).
KoHTpoJsib 3HaHMIA CTYyI€HTOB IPOBOJAUTCS B pOpME TEKYIIEH U MPOMEKYTOUHOM
aTTECTAalNH.
Tekymasa arrectanns CTyA€HTOB — OLIEHKA 3HAHUM U YMEHHI TPOBOJIMUTCS MOCTO-
SHHO Ha MPaKTUYECKUX 3aHSTHUIX C MOMOIIBIO TECTOBBIX 3aJlaHU, BBHITOJIHEHUS pede-
paToB, OIpOCa, OLIEHKU CaMOCTOSITEIbHOM pabOThl CTYJEHTOB, a TaK:K€ Ha KOHTPOJIb-
HOU HeJelIE.
[IpomexxyTouHast aTTecTalusi CTYJEHTa MPOBOAUTCS B (PopMe HTOTOBOTO KOH-
TPOJISL — 3a4eTa.

2. leau u 3agaum JucHUIIMHBL. TpeOoBaHus K pe3yJibTaTaM OCBOCHHUSA
TUCHUNTIHHBI

[enb u3ydeHus AUCUUIUIMHBI "DIEKTPOHHBIM JOKYMEHTOOOOPOT" 3aKIH0YaeTCs:
HAy4YUTh CTY/JEHTA pelIaTh 3aJau, CBSI3aHHBIE C MEPEX0A0M K 6€30yMaKHOM TEXHOJIO-
I'MU YNPaBJICHN 3KOHOMUYECKHUMH CUCTEMAMU ITyTEM HCIIOJIb30BAHUS CPEACTB aBTOMA-
THU3AIUA TIPOILIECCOB COCTABJICHUSI U BBOJIA JIEKTPOHHBIX TOKyMeHTOB (D), ux obpa-
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0O0TKM, XpaHEHHUS, TIOUCKA U TIepejadn, a TAK)Ke MPOIECCOB TUIAHUPOBAHUS IOKYMEHTO-
000poTa U OU3HEC-TIPOIIECCOB, KOHTPOJIS UCIIOTHEHUS, aHAJIN3a U COBEPIICHCTBOBAHUSI.
B pesynbTaTe n3ydeHus IUCHUIUIMHBI CTYJICHT JTOJKEH:

3HATDb:

yMeThb:

BJIAJIE€Th:

MEXaHU3Mbl MOJICTUPOBAHMS MOTOKOB MH(POPMAIIUU, TOKYMEHTO000-
poTa U OU3HEC-TIPOIIECCOB, BBHIMOIHAEMBIX B 9KOHOMUYECKHX CHCTE-
Max;

CHOCOOBI OpraHU3aliy KOJJICKTUBHOM paboOThl C TOKyMEHTaMHU B pe-
xuMe "groupware" W nepegaud UX Ha UCHOJHEHHE C MPUMEHEHUEM
CETEBBIX TEXHOJIOTHH;

MEXaHHU3MBbI TJIAHUPOBAHUSI MApUIPYTOB MEPEABUKEHUS TOKYMEHTOB
Y KOHTPOJIS UX UCIIOJIHEHUE, ¢ MpUMeHeHueM TexHosioruu "docflow";

COCTaBJISITh KapThl MaplIPYTOB IMEPEIBUKEHUS JOKYMEHTOB U OU3-
HEC-TIPOLIECCOB U KOHTPOJIUPOBATH UX HCIOJIHEHHE, UCIIONIb3Ys TEX-
HoJyioruto "workflow";

COCTaBIISITh JOKYMEHTBI, OTPa)Kalolie MPUHUMAEMbIE PEIICHHUS, Be-
CTH U aKTyaJIU3UpOBaATH 0a3y (hOPM 3JIEKTPOHHBIX JOKYMEHTOB;
peoOpa3oBbIBaTh OyMa)KHbIE JOKYMEHTHI B 3JIEKTPOHHYIO (opmy,
BBOJUTH UX B 3JIEKTPOHHBIM apXUB, OPraHU30BbIBATh aTPUOYTHUBHBIMI
U COJIep)KaTeIbHBIA MOMCK JOKYMEHTOB U (POPMHPOBATH OTYETHI O
paboTe CUCTEMBI;

HaBBIKAMH PadOThl ¢ MH(OPMAIIMOHHO-TTOMCKOBBIMU M HH(OpMaIu-
OHHO- CITPAaBOYHBIMHU CUCTEMaMH M 0a3aMu JaHHBIX, UCIIOJIb3yEMbIMU
B IPO(ECCUOHATIBHOMN AESTENbHOCTH;

HaBbIKaMHU OOECIeueHus 3aluThl HTHPOPMAIIUH, COCTABIISIOMIEH roc-
YAApCTBEHHYIO TalHy, U MHOM CITy>keOHOM nHpOpMAaIIHH;

HABBIKAMHM NPUMEHEHUS! MPOTPAMMHBIX CPEJICTB COCTaBIICHHUS, Xpa-
HEHUs, MapLIPyTU3alMU 3IEKTPOHHBIX AO0KyMeHToB MS Office, MS
Outlook, cuctemsl «1C:IokyMEeHTOOO0POT.

3. OpFaHI/I3al.[I/IOHHO-MeTO)II/I‘leCKI/Ie JAHHbIC JUCIUIIIINHDBI

OO0mas Tpy10€MKOCTh AUCIUILUIMHBI cocTaBiseT 2 3a4.ef. (72 yaca), ux pacrnpe-
JieJIeHre TI0 BUJaM padoT U 0 CEMECTpaM IPECTaBIeHO B Tabmwmie 1.

Tabnuna 1 - PacnpenesieHue TPy10eMKOCTH JUCHUILIMHBI IO BUAAM padoT

o CceMeCTpam

TpynoemMKoCTh
. o
Bun yueOHOI paOOThI S
8 o | Yac. cemecTpam
4
O01masi TPY10€eMKOCTb JTUCIUIUIMHBI 110 y4eO-
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TpynoemMKoCTh
Bun yueGHo# paboTh §' 5| yac, ceMeHcc;paM
4
HOMY IUTaHY 2 72 72
KoHTakTHBIE Yachl BCero, B TOM 4ncJje: * 1 36 36
Jlextum (JI) 0,5 18 18
[Tpaktueckue 3austus (113) 0,5 18 18
CamocrositesnsHas padora (CPC) 1 36 36
B TOM YHUCJIE!
KOHCYJIbTall1 0,33 12 12
pedepar 0,33 12 12
CaMOIIOJITOTOBKA K TEKYIIEMY KOHTPOJIFO 0,33 12 12
3HAHUM
Buja koHTpoOJIA: 3a4eT

* [IpuMeHeHne NHTEPAKTUBHBIX 00pa30BaTENIbHBIX TEXHOJIOTUN B y4eOHOM IpoLecce
IPEICTABIICHO B IPWIOXKEHUH A.

4. CTpyKTYypAa U coJepKaHue TUCUUIIMHBI

4.1. CTpyKTypa IUCHUIIINHEI

JucuunianHa « JIeKTPOHHBIN JOKYMEHTO000POT»

BBeaenue B Kypc "DIEKTPOHHBIE CUCTEMBI YIIPABIEHUS IOKYMEHTOO00pOTOM"

Opranuzarus paboT B CUCTEMAX JIOKYMEHTAIIMOHHOTO 00ECIIeUeHUs yIIPABICHUS

Opranu3zaius 3J1eKTPOHHON CUCTEMBI YITPaBIEHUS TOKYMEHTOOOOPOTOM

ABTOMaTI/ISaHI/IH COCTABJICHUA SJICKTPOHHBIX NOKYMCHTOB

ABTOMaTI/ISaI_II/IH IMpoHeCcCOB BBOJia ITOTOKOB BXOAAMIUX JOKYMCHTOB

ABTOMaTI/ISaHHﬂ XPpaHCHUA JOKYMCHTOB

OpraHu3aiusi CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTOO00pOTa

CucTeMbl KOMIIEKCHOM aBTOMATH3allUK IOKYMEHTOO00POTAa M JISTIOBBIX IPOIECCOB

ITporpaMMHBIE CpeACTBA ANEKTPOHHOTO JOKYMEHTOO00pOTa

Pucynox 1 — Conepskanue pa3aeinoB TUCIUTUTAHBI « DIIEKTPOHHBIN TOKYMEHTOOO0POT)
4.2. Tpyno€MKOCTh pa3/ieJIOB U TEM JTUCIUTLIIAHBI

Tabnmma 2 - TpyaoeMKoCTh pa3aejioB M TeM JUCHUILIHHbI

KoHnTakTHan BHea-
Beero abora AUTOP-
HaumeHnoBanue 4YacoB Ha P y
Pa3neioB u TeM JUCHUIIIMHBI pas- Hasl pa-
JI 113 oora
aes/Temy (CP)
Beenenue B xypc 3 ) 5 A




KonrakTHas BHea-
Bcero
HauMeHOBaHHe 4acoB Ha pabora yAuTOp-
Pa3neoB B TeM JMCHHUILINHBI pas- Hail pa-
fen/Temy J 113 oora
(CP)
Opranu3zarnus padoT B CUCTEMax JOKyMEHTa- 2 ) ) 4
IIMOHHOT'O 00eCIIeUeHH s YIIPaBJICHUS
Opranu3zarus 3J1eKTPOHHON CHCTEMBI YIIpaB- 2 ) ) 4
JICHUsI TOKYMEHTOO00POTOM
ABTOMAaTH3aIMs COCTABJICHUS AIEKTPOHHBIX 2 ’ ’ 4
JIOKYMEHTOB
ABTOMAaTH3aIMA MPOIECCOB BBOJA TOTOKOB 3 ) ) 4
BXOJISIIINX TOKYMEHTOB
ABTOMAaTH3aIMs XpaHEHUS IOKYMEHTOB 8 2 o) 4
Opranu3aiusi CHCTEMBI 3JIEKTPOHHOTO JIOKY- 3 ) ) 4
MEHT0000pOTa
CucTeMpl KOMIUIEKCHOM aBTOMATH3aIUH J10- 3 ) 7 4
KYMEHTO000POTa M ACIOBBIX IIPOIECCOB
[IporpamMmHbIe CpeACTBA AIEKTPOHHOTO JOKY- g ) ) 4
MEHT0000pOTa
HUTOI'O 72 18 18 36

4.3.  ConmepxaHue pa3iesioB JUCHUTLIMHBI
Tema Ne 1. BBegenue B Kypc.

[Ipeamet u copepxanue Kypca. [lonstue skoHomuyeckoi cucremsl (OC) u ero
ctpykrypa. CoctaB PyHKUUI U IETOBBIX MPOLIECCOB, BHIMOIHIEMBIX B TIOJIPA3ICIECHUSAX
OC. IloHsTHE TOKYMEHTa, KJIACChl TOKYMEHTOB, CBA3aHHBIE C BBINOJHEHUEM (DYHKIIUI
yIpaBJICHUS W JEJI0BbIMH npoueccaMu. [IoHATHE HOKYMEHTOIIOTOKA, €ro CTPYKTypa,
MOKAa3aTeIH OLIEHKH TOKYMEHTONOTOKOB. [IoHsATHE U BUJIBI JOKYMEHTOOOOPOTA U JIEJ10-
BBIX IPOLECCOB, UX CTPYKTYpPbl U COCTaB KOMIOHEHT. OOOCHOBaHHME HEOOXOAUMOCTH
nepexojia Kk 0e30yMaxxHOW TeXHOJIOTHH yrpaBieHusl. OCHOBHbIE KOHLICTILIUY.

Tema Ne 2. Opranuszauus pador B CIOY.

[Touarue Cuctembl [{oxkymentainmonHoro Ob6ecneuenus Ymnpasienus (CHOVY).
CocraB ¢ynkumii u 3aga4, BeinosigeMmbix B CHOY. Knacesl u ctpyktypsl CLIOY. Co-
CTaB M cojepkaHue KoMnoHeHT ['ocymgapctBeHHOW Cuctembl J[OKyMEHTAlIMOHHOTO
O6ecneuenus Ynpasnenus (I'CHOYVY). IlepedyeHs Ae10BBIX MPOIECCOB, BHIMOJHIEMBIX B
CHOY. CocraB Yuudummposannoit Cucrembl OpranuzanmoHHO-PacnopsauTenbHbIX
HoxymentoB (YCOP/I). CtpykTypsl 1oKyMeHTOB. CojepkaHue Mpoleaypbl COCTaBIe-
Hust 1 006padoTku OP/]. Coneprkanue npoueayp nojydeHus, nepeiaud BXOASIIINX U UC-
XOJSIIMX TMOTOKOB JOKYMEHTOB. Cojep:KaHUE PErHCTPAMOHHOTO >KypHaja U peru-
CTpanMOHHOM KapTouku. COCTaB U COJIEpKAHUE MPOLIEAYPHl KOHTPOJISl UCIIOJHEHHUS J0-
KYMEHTOB.




Tema Ne 3. Opranuzanus 3J1eKTPOHHON cucTeMbl ynpaJeHusi /lokymeHT0o000poO-
TOM.

[Tonsitue sxoHOMHYecKoi wuHGopmanumonHoi cucteMbl (DUC). Crpykrypa u
kimaccel OUC. TlorsTHe DIEKTPOHHOW CHUCTEMBI YIPABJICHHUS TOKYMEHTOOOOPOTOM
(OCY ) xak yacTu KOpHIOpaTUBHON SKOHOMHUYECKON MH(OPMAIIMOHHON CUCTEMBI. Tpe-
6oBanus u npuHLuIbl co3ganus ICY]I, coctaB u comepxanue nojacuctem. [loustue
APM, coctaB APM u ucroib3yeMbix HHPOPMAITMOHHBIX TEXHOJOTHI. MeToIbI U cpe/l-
CTBa MOJICJIMPOBAHMUSI, OLICHKU U aHAJIKM3a JOKYMEHTOO0OpOTa B SKOHOMUYECKUX CHUCTE-
Mmax. OcobeHHocTu ucnoib3oBaHusi Case-Cpe/CTB i MOJETUPOBAHUS U OIICHKU JI0-
KYMEHTOO0OpPOTa U IETTOBBIX MPOIIECCOB.

Tema Ne 4. ABTOoMaTH3auus COCTABJIECHNUS JJIEKTPOHHBIX TOKYMEHTOB.

[Tonsitue Gopmel sexTponHoro aokymenta (3/1). Buasr 1. CocTaB 351eMEHTOB
OJ1 1 MeToAbl UX 3anojaHeHust U KoHTpossi. CocTaB onepaluii IpOeKTUPOBAHUS U 00pa-
0otk D/[. OcoOeHHOCTH NPOEKTHPOBAaHUA M 3amojiHeHUus U o0paboTtku Web-dopm.
Knaccudukanus cpeacTB cOCTaBICHUS W 3aMIOJHEHHS AJIEKTPOHHBIX JTOKYMEHTOB. Co-
cTaB TpeOOBAHUM, TPEABABISIEMBIX K BBIOOPY CUCTEM COCTaBIICHUS U 3anojHeHus D/1.

Tema Ne 5. ABromMaTuzanus npoueccoB BBOJAAa NMOTOKOB BXOASIINX JOKYMEHTOB.

CocrtaB u conepkaHue onepanuii aBTOMaTU3UPOBAHHOTO BBOAA MOTOKOB BXOs-
X J1okyMeHToB. CojepkaHue omneparuii moaroroBurensHoi craauu. [lonstue dop-
MatupoBaHHOro nokyMenta (®J1). Buner ®JI. Acniektsl onucanus noneit ®JI. Coxep-
KaHUE ONepalrii OCHOBHOM CTaauu 0O0paOOTKM M BBOAA JOKyMeHTOB. Kiacchkl ckaHe-
POB, XapaKTEPUCTHUKUA CKAaHEPOB M TPEOOBaHUS, MPEAbIBISEMbIE K BHIOOPY CKAaHEPOB.
Xapakrepuctuka OCR, ICR u OMR-MeT0/10B pacrio3HaBaHUsI JOKYMEHTOB. MeTObl
KOHTPOJISl OTepalvii CKAHUPOBAHUS U PACIIO3HABAHMS TEKCTOB. MeToIbl MHIAEKCUPOBa-
HUsl JoKyMeHTOB. CocTaB (pakTOpOB U TpeOOBaHUH, MPEABSIBISIEMBIX K CHCTEMaM BBOJA
OyMakKHBIX JTOKYMEHTOB.

Tema Ne 6. ABTOoMaTH3anus XpaHeHHUs TIOKYMEHTOB.

DTarnbl pa3BUTUS CPEJICTB ABTOMATU3UPOBAHHOTO XPAHEHHUS U TTIOMCKA TEKCTOBBIX
TOKyMeHTOB. [loHsiTHE HHPOPMAITMOHHO-TTIOMCKOBOU CUCTEMBI. OCHOBHBIE KOMITOHEHTHI
UIIC u texnonorust padotsl ¢ UIIC. TlonsTie cuctembl ynpaBieHUs AJIEKTPOHHBIMU
nokyMmentamu (CY 1), dyukiuu, BeimoaHsembie CY /[ B mporieccax ymnpaBIeHUS SKOHO-
Mudeckoit cuctemont. Ctpykrypa CY ][ u Ha3HAueHHE €€ KOMIIOHEHT. MeTo ikl OpraHu-
3anuu XpaneHust jokymeHtoB B CY]I. Knaccudukarms MeTogoB moucka. XapakTepu-
CTHUKA UHJIEKCHOTO, CTATUCTUYECKOTO0 U CEMAHTUYECKOTO METOJ0B ITOMCKA.

Tema Ne 7. Opranuzanusi CHCTEMBbI 3JIEKTPOHHOIO IOKYMEHT0000pOTA.

OcCHOBHBIE 337]a4l OPraHMU3alMU CUCTEMBI 3JIEKTPOHHOTO JAOKYMEHTO0OOpOTa
(CB0). Orans pazsutust CO0. Kinacest COJ1O. TIpunIumnbs 1 0cOOEHHOCTH TTOCTPO-
eHns  ABromarusupoBaHHbIXx Cucrem Kontpons Hcenomnenuss — JlokyMeHTOB
(ACKH ). XapakTepucTuKa METOJOB U CPEJICTB OpraHU3alK MpueMa-rnepeaadn J0Ky-
MeHTOB B COJ1O ¢ Texunonorueit "ad-hoc". Ocobennoctu opranmuzanun CIJl koJiek-
TUBHOU 0OpaOOTKU JIOKYMEHTOB Ha MPUHIMUIIAX TeXxHoJoruu "groupware". OcobeHHO-
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ctu opranm3auuu  COJI0, opueHTHpOBaHHBIX Ha wHcnonb3oBaHue "docflow"-
TexHoJIoTHH. MeTo/bl U cpencTBa  obecriedeHus: HHGOPMAIIMOHHON O€30MacHOCTH B
CHUCTEMaXx 3JIEKTPOHHOTO TOKYMEHTO000pOTA.

Tema Ne 8. CucremMbl KOMIUIEKCHOH aBTOMATHU3ALMH JOKYMEHTO000POTAa U J1€J10-
BbIX MPOIECCOB.

Hasnauenue, cepnl npumenenus texuonorun "workflow". CocraB u conepxa-
HUE omnepaluii aBTOMAaTU3UPOBAHHOTO TIAHUPOBAHMS, KOHTPOJISL M YIIPABJICHUS JEJI0-
BBIMU IIPOLIECCAMH.

Tema Ne 9. IIporpaMMHBbIe CpeACTBA JIEKTPOHHOI0 JOKYMEHT0000pOTA.
OO6mue TpeboBaHus K cucTeMe JOKyMeHTooO0opoTa. O030p phIHKA MPOTPAMMHBIX

cpenctB. Cuctema «1C:21eKTpOHHBINA JOKYMEHTOOO0POT.

4.4. ITpakTnyeCcKue 3aHATUS

Bun Koa-
Ne | Ne pazgesia 1 TeMbl Ne 1 Ha3BaHHe IPAKTHYECKUX
N KOHTPOJILHOIO BO
/1 | AMCOMILIMHBI 3aHATHH
MEpONpHUATHS | 4YacoB
1 Beenenue B kypc ITonsarue HKOHOMHYECKON

cucrembl (OC) U ero CTpykrypa.
CoctaB (QyHKIMI U JEIOBBIX
MPOIIECCOB,  BBIMIOJHAEMBIX B
noapazaenenusix IC. IlonsTue
JIOKYMEHTA, KJIACChI IOKYMEHTOB,
CBSI3aHHBIE C  BBIINOJHEHHUEM
byHKIHI yIpaBIeHUS i
JICIIOBBIMU MpoLIECCaMH.
[loHsATHE NOKYMEHTONOTOKA, €ro
CTPYKTYypa, IOKa3aTeNIH OLICHKU
JIOKyMEHTOTIOTOKOB. [loHsTHE U
BUIBI  JIOKyMEHTOOOOpOTa H
JIEJIOBBIX MPOIIECCOB, X
CTPYKTYpPBI U COCTaB KOMIIOHEHT.
O0ocHOBaHHME HEOOXOIMMOCTH
nepexoga K 0e30yMaxkHOI
TEXHOJIOTHU yIpaBJICHUSI.
OCHOBHBIC KOHIICTIIUH.

YcTHBIN ompoc,
TecT, pedepar

2 Opranuzanus padoT B [TonsiTne Cucremsl
CUCTEMaX JIOKyMEHTa- JIOKYMEHTaIMOHHOT O

uoHHOro odecnieuenus | OOecneveHus VYnpasnenus
YIIPaBJICHUS (CAOY). CocraB ¢yHKIU u
3aga4, BeinosHsAeMblx B CIIOVY.
Knaccer u crpykrypst CHOVY. | VYcrHsli onpoc,
CocraB u coJiep)kaHue | TecT, pedepar
KOMIIOHEHT  ['ocynapcTBeHHOU
Cucremsl JIOKyMEHTallMOHHOI'O
Obecneuenus VYnpasienus
(F'CHOY). Ilepeuenb nemoBBIX
IIPOLIECCOB,  BBINOJHSAEMBIX B
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Ne
n/n

Ne pa3aejia 1 TEMbI
AUCHUITIMHBI

Ne  Ha3BaHHeE MPAKTHYECKUX
3aHATHH

Bun
KOHTPOJILHOTO
MEpONpPHUSTHS

KoJ-
BO
4acoB

CaOY. CocraB
Yuudpunupoannoit  Cucremsr
OpranuzalnoHHO-
PacnopsiaurensHbix JJokyMeHTOB
(YCOPL). CTpyKTYpBI
JIOKYMEHTOB. Copepxanue
MpOLEAYpPhl  COCTAaBICHUA U
obpabotrku OPJl. Copepxxanue
MpoLEeayp MONTY4YeHHs, epeaadun
BXO/ISIITIX u HCXOSIINX
MTOTOKOB JTOKYMEHTOB.
Conepxkanue perucTpaliuoOHHOIO
KypHaJla U PErUCTPALMOHHON
kapTouku. CocTaB U cofiepKaHHe
MIPOLIETYPHI KOHTPOJIS
WCIIOJIHEHUS IOKYMEHTOB.

Opranuzanus snek-
TPOHHOU CHCTEMBI
YIPaBIEHUS TOKYMEH-
TO0OOpPOTOM

[lonatne SKOHOMHYECKON WH-
¢dopmammonnoi cucremsl (QUC).
Crpykrypa n knaccsl DUC. Ilo-
HATUE OJEKTPOHHOM CHUCTEMBI
yIpaBJIeHUs]  JJOKYMEHTO00OpO-
toM (DCVY]l) xak yactu Koprio-
paTUBHOM SKOHOMUYECKOM HH-
¢dopmanmonnoii cucrtemsl. Tpe-
OOBaHMS U NPUHLUIBI CO3JaHUS
OCVY]l, cocraB u cojaep)KaHue
noacucrem. Ilonarue APM, co-
ctaB APM u ucnonb3yeMbIX UH-
(opMaIMOHHBIX TEXHOJIOTHH.
Metonbl U CpeAcTBa MOAEIUPO-
BaHHUs, OLEHKHU U aHaJIu3a JIOKYy-
MEHTO000pOTa B SKOHOMHUUYECKHUX
CHUCTEMaX.

YcTHbli onpoc,
TecT, pedepar

ABTOMAaTM3amms CoCTaB-
JIEHUS IEKTPOHHBIX J10-
KYMEHTOB

[TonsiTe (opMbl 3IEKTPOHHOTO
nokymenta (3[1). Bumet D/I.
CocraB sneMeHnToB D]1 1 METOIbI
WX 3alOJHEHHS U KOHTPOJIS.
CocraB onepauuit
MPOEKTUPOBAHUSI U 00pabOTKH
O. OcobeHHoCcTH
MPOSKTUPOBAHMSI U 3aMOJHEHUS
u 00paboTKu Web-dopwm.
Knaccudukanus CpeACTB
COCTAaBIICHUSI W 3aIllOJHEHHS
ANEKTPOHHBIX JIOKYMEHTOB.
Cocras TpeOoBaHUM,
MPEenbsIBISEMBIX K BBIOOpPY
CHCTEM COCTaBJICHUS u
3arojaHeHus D/,

YcTHBI ompoc,
TecT, pedepar

ABTOMaTH3aIUS MPO-

CocraB u cojepkaHue onepauuin

Y cTHBI onpoc,
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Ne
n/n

Ne pa3zziesia u TeMbl
TACIUILTHHEI

Ne  Ha3BaHHeE MPAKTHYECKUX
3aHATHH

Bun
KOHTPOJILHOTO
MEpONpPHUSTHS

KoJ-
BO
4acoB

11eCCOB BBOJA IIOTOKOB
BXOJSIIUX JOKYMEHTOB

ABTOMAaTHU3UPOBAHHOTO BBOJIA
MMOTOKOB BXOJSIIIUX JOKYMEHTOB.
Conepxanue onepanuii
MOJITOTOBUTEIILHOU CTaJIUU.
[Tonstue (hopMaTUPOBAHHOTO
nokymenta (®J). Buast D/I.
AcnekTel ommcanus noiein ®JI.
Copnepxanue oreparuii
OCHOBHOM cTaguK 0OpabOTKU W
BBOJAa  JOKyMeHTOB. Kiaccsl
CKaHEPOB, XapaKTePUCTUKH
CKaHEpOB u TpeGoBaHus,
MpenbsBIsieMble K  BBIOOPY
CKAaHEPOB. XapakTepucTuKa
OCR, ICR u OMR-Mmeromos
pacro3HaBaHus JIOKyMEHTOB.
MeTonpl  KOHTpOJA  OmNepaiun
CKAaHMPOBAHMS M PACIIO3HABAHUS
TEKCTOB. Mertoasl
WHJIEKCUPOBAHUSI  JIOKYMEHTOB.
CocraB ¢GakTopoB U TpeOOBaHHUIA,
MpEAbSIBISEMBIX K  CHCTEMaM
BBOJIa OYMa)KHBIX JIOKYMEHTOB.

TecT, pedepar

ABTOMaTH3a1Us XpaHe-
HUS JOKYMEHTOB

DTanbl pa3BUTHS CPEJCTB aBTO-
MAaTU3UPOBAHHOTO XPAHEHUS U
MOMCKA TEKCTOBBIX JIOKYMEHTOB.
[Tonstue nH(OPMAIIMOHHO-
MOMCKOBOW cucTeMbl. OCHOBHBIE
komnoHeHTsl UT1C u TexHonorus
pabotsr ¢ UIIC. Tlonstue cucre-
MBI YIPABJIECHUS 3JIEKTPOHHBIMU
nokymentamu (CY ), dyHkum,
BoinonHsiembie CY 1 B mpoueccax
yIpaBJieHUs SKOHOMUUYECKOU CH-
cremoi. Crpykrypa CYJ n
Ha3HA4YeHUE €€ KOMIIOHEHT. Me-
TOABl OpraHU3AlMM  XpaHEHUs
nokymentoB B CYJI. Knaccudu-
Kalusi METOJI0OB MOUCKA. Xapak-
TEPUCTUKA WHIEKCHOTO, CTaTH-
CTUYECKOTO M CEMaHTHYECKOIO
METOJIOB TIOUCKA.

YcTHBIN ompoc,
TecT, pedepar

OpraHu3anus CUCTEMbI
3JIEKTPOHHOTO JIOKYMEH-
TOOOOpOTa

OcHOBHBIE 33/1a4¥l OpraHU3aAlUN
CUCTEMBI JJIEKTPOHHOIO JIOKY-
MeHnToobopora (CO/0). Dramsrl
pa3BUTHS C2/0. Knaccer
CO10. [puHIMMIBI U 0COOEHHO-
CTH MOCTPOEHHUS ABTOMAaTHU3HPO-
BanHbix Cucrem Koutpons Hc-
IIOJIHEHUS JIOKyMeHTOB

YcTHBIM ompoc,
Tect, pedepar
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Ne
n/n

Ne pa3aejia 1 TEMbI
AUCHUITIMHBI

Bun
KOHTPOJILHOTO
MEpONpPHUSTHS

Ne  Ha3BaHHeE MPAKTHYECKUX
3aHATHH

KoJ-
BO
4acoB

(ACKU ). XapakTepucTrka Me-
TOJIOB U CPEACTB OpTraHHU3AINH
preMa-repeiad JJOKyMEHTOB B
CBJ10 ¢ Texuonorueit "ad-hoc".
Ocobennoctu opranm3anuu COJ]
KOJJICKTUBHON 00pabOTKH JOKY-
MEHTOB Ha MPHUHIUIAX TEXHOJIO-
run "groupware" ¢ HCIOJIb30Ba-
HueMm cpenctB Microsoft. Oco-
o6ennoctn opranusanuu CDOJ10,
OPHUEHTUPOBAHHBIX Ha HMCITOJIB30-
Banue "docflow"-TexHonorum.

CucreMbl KOMIIEKCHON
aBTOMATHU3aLMH JI0KY-
MEHTO0000pOTa U AEJI0-
BBIX IIPOLIECCOB

Haznauenue, cdepsl mnpumene-
Husg  texHonoruw  "workflow".
CocraB u conep:kaHue onepauui | Y CTHBIM omnpoc,
aBTOMATU3UPOBAHHOIO TUJIAHUPO- | TeCT, pedepar
BAaHMS, KOHTPOJISI U YIpaBJICHUS
JIEJIOBBIMU IPOLIECCAMM.

[TporpamMMHBIe CpeacTBa
AJIEKTPOHHOTO JOKYMEH-
ToobopoTa

O6mume TpeOoBaHUS K CHUCTEME
IOKyMeHTooOopoTa. O630p phIH-
Ka mporpammHbIXx cpenctB. Cu-
creMa «lC:DneKTpOHHBIM JOKY-
MEHTO000POT.

VYerHbll onpoc,
TecT, pedepar

BCEI'O
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4.5. CaMOCTOSITETbHOE U3YUYEHUE PA3/CIIOB TUCIUILINHBI

4.5.1. IlepeueHb BOMPOCOB JIJII CAMOCTOATEIBLHOTO U3YUCHUS

Tabnuna 4 - [lepeyeHb BONPOCOB /IJIsi CAMOCTOSITEIbHOTO M3Y4YeHHUs

Nery/mt

HazBanme temsl

HepequL paccMaTpruBaACMbIX BOIIPOCOB IJIsA
CaMOCTOATCIBbHOI'O M3YYCHU A

Kom-Bo
JacoB

Bgenenue B kypc

[Tonstue skoHomuueckoi cucrtembl (OC) u ero
crpykrypa. CoctaB (QyHKIMH U JENOBBIX IpOIECc-
COB, BBITMIOJHsAEMBIX B monpasnenenusx JC. [lons-
THE JIOKyMEHTA, KJIacChl JOKYMEHTOB, CBSI3aHHBIE C
BBITTOJIHEHUEM (DYHKIMI yIpaBiIeHUS U JIETOBBIMU
nporeccamu. [loHSATHE JOKYMEHTONOTOKA, €ro
CTPYKTYpa, TIOKa3aTelIH OIEHKH JOKYMEHTOIOTO-
KoB. [loHATHE U BUBI JOKYMEHTOOOOPOTa U JEJI0-
BBIX TPOIIECCOB, UX CTPYKTYpPHI U COCTaB KOMIIO-
HeHT. O0ocHOBaHHME HEOOXOAMMOCTH Iepexoja K
0e30yMaxHOH TexHOJoruu ynpasiaeHus. OCHOB-
HbIE€ KOHLICTIIIUH.

Opranuzanus pa0doT B
CUCTEMaXx JIOKyMeHTa-
IIHOHHOTO obecreye-
HUS yIIPaBICHUS

[Honsitue Cucremsl [lokymenraunonHoro OGecne-
yernst Yrpasienus (CHOVY). CoctaB dyHKIuN 1
3a1ad4, BeimonHsAeMbIx B C/IOY. Knaccsl u cTpyk-
Typel COVY. CoctaB u comepxaHue KOMIOHEHT
lNocynapctBenHoit Cuctembl JIOKyMEHTAIIMOHHOTO
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Nery/it

HazBanue teMnl

[lepeuenn paccMaTpruBaeMbIX BOIIPOCOB ISt
CaMOCTOSITEJIbHOTO W3yUYEHHUS

Koi-Bo
JacoB

Ob6ecneuennss Ympasnenus (I'CHOY). Ilepeuens
JIEJIOBBIX MpoleccoB, BoimoaHseMbix B CIIOY. Co-
ctaB YuudunupoBanHot Cucrembl OpraHuzaiu-
onHo-Pacnopsautensupix Jlokymento (YCOP/).
CtpykTypsl JoKyMeHTOB. CozepkaHue mpoueaypbl
cocraBnenuss u ob6paborku OPJl. Conepkanue
MpoLEeyp MOJIy4YeHHUs, Nepeiadll BXOIAUINX U UC-
XOJSIIINX TOTOKOB JOKyMeHTOB. CojepxaHue pe-
TUCTPAIMOHHOTO JKypHalla ¥ PErHCTPAIlMOHHON
kapTouku. CocTaB U coJiep:KaHue MPOLeTypbl KOH-
TPOJISl HCTIOJTHEHUS JOKYMEHTOB.

Opranu3zanus 31eK-
TPOHHOH CHCTEMBI
yIpaBlIeHUs TOKYMEH-
TO0OOpPOTOM

[ToHsiTHE SKOHOMHYECKON HH(OPMAIMOHHOW CH-
crembl (OUC). Ctpykrypa u kiaccel DUC. Tlons-
TUE DJIEKTPOHHOMN CUCTEMBI YIIPABIICHUS TIOKyMEH-
Tooboporom (DCVY]l) Kak 4yacTH KOPIOPATUBHOM
HKOHOMHYECKOW MHPOPMALMOHHON cucTeMbl. Tpe-
O6oBanus u npuHIUnbl coznanus DCY/]I, coctaB u
coaepxkanue nojcucreM. Ilonstue APM, cocras
APM u ucnonbs3yemblx HHHOPMALMOHHBIX TEXHO-
gorui. Meronsl M CpencTBa  MOJEIMPOBAHMS,
OLICHKH U aHajn3a JOKYMEHTO00OpOTa B SKOHOMH-
YECKHUX CUCTEMAX.

ABTOMaTI/ISaI_II/ISI Co-
CTaBJICHUS 3JICKTPOH-
HBIX TOKYMCHTOB

[Tonsitue dhopmbl dmmekTpoHHOro AokyMeHTa (D/1).
Buger DJ1. CocraB snemeHTOoB D/ 1 MeTOABI HX
3anonHeHus u KoHTpois. CocTtaB omepaiuili mpo-
ektupoBanuss u oOpabotku DIJ[. OcobeHHOCTH
MPOCKTHPOBAHKS M 3alOJIHCHUS U 00padOTKH
Web-dopm. Knaccudukanus cpencts cocTaBieHUst
Y 3arO0JHEHHsI AJIEKTPOHHBIX JOKyMeHTOB. CocTaB
TpeOOBaHUI, MPEIBABISEMBIX K BBIOOPY CHCTEM
cocTaBleHHs ¥ 3anoaHeHus D /1.

ABTOMaTH3aIUS MPO-
LIECCOB BBOJIa IOTOKOB
BXOJISIIIUX JOKYMEH-
TOB

CoctaB m cojepkaHue ONepaluii aBTOMAaTH3HPO-
BaHHOI'O BBOJIa MOTOKOB BXOJSIIUX JOKYMEHTOB.
ConepxaHue omneparyii IOATOTOBHTEIBHON CTa-
muu. IlonsTne (opMaTHPOBAHHOTO JOKYMEHTa
(®M). Buast ®/1. Acniextsl onucanus noneid /1.
CopepxaHuie omnepanuii OCHOBHOW cTaguu oOpa-
00TKM U BBOJAa MOKyMeHTOB. Kitaccel ckaHepos,
XapaKTepUCTUKH CKaHEPOB M TpeOOBaHUS, MpEIb-
SBIISIEMBIE K BBIOOPY CKaHEpOB. XapaKTepHCTHKA
OCR, ICR n OMR-meTOn0B pacno3HaBaHHs [J0-
KYMEHTOB. MeTo/IbI KOHTPOJISI ONEepaluii CKaHUPO-
BaHUS M paclio3HaBaHMs TEKCTOB. MeTO/bl HHAEK-
cupoBaHUs JOKyMeHTOB. CocTaB (aKTOpOB U Tpe-
OOBaHMIA, MPEABABISIEMbIX K CUCTEMaM BBOJa Oy-
Ma)KHBIX JIOKYMEHTOB.

ABTOMaTI/ISaI_II/ISI Xpa-
HCHUS JOKYMCHTOB

Oranel pa3BUTHS CPEJICTB aBTOMAaTU3UPOBAHHOIO
XpaHEHUsl M MOMCKa TEKCTOBBIX JOKYMeHTOB. [lo-
HATHE MH()OPMAIIMOHHO-IOUCKOBON cuctembl. Oc-
HoBHbIe KoMITOHEHTHI UTIC u texHnonorust padboTsl
c UIIC. IlonsiTre cuCTEMBI YIIPAaBJIECHHUS DJIEKTPOH-
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Nery/it

HazBanue teMnl

[lepeuenn paccMaTpruBaeMbIX BOIIPOCOB ISt
CaMOCTOSITEJIbHOTO W3yUYEHHUS

Koi-Bo
JacoB

HbiMu gokymeHTamu (CY]l), GyHKIUH, BBITOTHS-
emble CY /| B mporeccax ynpaBiaeHHs] 3JKOHOMUYE-
ckoit cucremoit. Ctpykrypa CY /| u Ha3HaueHue ee
KOMIIOHEHT. MeTo/ibl OpraHu3aluu XpaHeHUs J10-
kymentoB B CY/I. Kinaccudukarus MeTo10B mouc-
Ka. XapakTepuUCTUKAa UHIAEKCHOTO, CTATUCTUYECKO-
IO U CEMaHTUYECKOTO METOJOB MOUCKA.

Opranu3zanus cucre-
MBI JJIEKTPOHHOT'O JI0-
KyMEHT0000poTa

OcHOBHBIE 3aJa4l OpPTaHU3alUd CUCTEMBI DJIEK-
TpOHHOTO jAokKymeHTooOopoTa (CO0). Drambl
pazButuss COJ10. Kiaccst COAO0. Ilpunuuner u
OCOOCHHOCTH TOCTPOCHHSI ABTOMATH3UPOBAHHBIX
Cucrem Konrtpons MHWcenonnenuss JlokymMeHTOB
(ACKHM ). XapakTepuCTHKa METOJIOB M CPEJIICTB
OpraHu3aliy IpueMa-nepeaud JOKYMEHTOB B
CB10 c texnonorueit "ad-hoc". Ocobennoctu op-
rannzanuu COJl KOJUIEKTUBHOW 00pabOTKU JIOKY-
MEHTOB Ha NPUHIMIAX TEXHOJIOTHH "groupware" ¢
ucronb3oBaHueM cpenacts Microsoft. OcoOeHHo-
ctu opranuzaunu COJIO, OpUEHTHPOBAHHBIX HA
ucnoip3oBanue "doctflow"-TexHoaoruu.

CucreMbl KOMILIEKC-
HOM aBTOMAaTH3aInu

JIOKYMEHT0000pOoTa U
JICTIOBBIX MPOLIECCOB

Hasnauenue, cdepbl NpPHUMEHEHHS TEXHOJIOTHH
"workflow". CoctaB u comep)kaHue ornepanuii aB-
TOMATH3HUPOBAHHOTO ILJIAHUPOBAHUS, KOHTPOIS H
YIPpaBJICHUA ACJIOBBIMU IPOLCCCAMMU.

[TporpammuBbIe cpen-
CTBA 3JIEKTPOHHOT'O
JIOKYMEHT0000poTa

OO6mue TpeboBaHUA K CUCTEME JOKYMEHTOOOOpO-
ta. O630p pbIHKA MPOrpaMMHBIX cpeacTB. Cucrema
«1C:DneKTpOoHHBIH JOKYMEHTO0O0POT».

4

UTOT'O

36

4.5.2. KypcoBbie npoekThbl (paboThl)/ KOHTPOJBHBIE PabOThl/ pacdyeTHO-rpaduyecKue
paboThl/ yueOHO-UCCIeA0BATEILCKIE PAOOTHI

VY4eOHbIM [JIAHOM HE NPEyCMOTPEHO BBINOJHEHUE KYPCOBBIX IPOEKTOB (padoT),
pacyeTHO-TpaUUecKuX U y4eOHO-HCCIIeT0BATENbCKUX PadoT.

B nensax oOecrieueHns: COOTBETCTBYIOLETO KOHTPOJISI YPOBHSI YCBOCHUS TEOPETH-
YECKUX 3HaHUM pabouell mporpaMMoi MpeayCMOTPEHO HaIlMCaHue CTyJeHTaMu pede-
paToB.

Temsbl pedeparToB

Wcropwust u 3Tarmbl pa3BUTHS JASIONPOU3BOACTBA B Poccum.

DBOJIONHS] KOMITBIOTEPU3AINH TIPEATTPUSITHIA.

3. DIEKTPOHHBIN JOKYMEHTOOO0POT U 3PHEKTUBHOCTH CUCTEMBI TOCYIAPCTBEHHOTO
yIIpaBJICHUS.

4. DneKTpOHHbIE CHUCTeMbl ympaBieHus JgokyMeHTamu (DCVY]l) kak cocTaBHas
yacTh MHGOPMAIIMOHHON cucTteMbl. HopmaTuBHO-TIpaBoBas 6a3a Bompoca.

5. JlokyMeHT Kak peryisiTop pa3JudHbIX CTOPOH JAESITEIILHOCTH 00111eCcTBa, ToCcy1ap-
CTBa, YUPESKICHUS, IPEATPUITHSI, OPTaHU3AIUH.

N —
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a

DneKTpoHHBINH JoKyMeHT. HopmaTtuBHO-TIpaBoBas 6a3za Bompoca.

7. CrangapTu3anus CUCTEMbI JOKyMeHTauuu. OTpaciieBbleé CUCTEMbI JTOKYMEHTa-

. OyHKIMOHAIBHBIE CUCTEMBbI JOKyMeHTalnu. HopmaTtuBHO- mpaBoBasi 0asza

BOIIPOCA.

JlokymeHTarmonHoe obecrneuenue ynpasienus (JJOY).

9. OCHOBHBIE TEXHOJIOTHH JIETONMPOU3BOJCTBA: «POCCUMCKAs» U «3alajgHas» MoJie-
.

10.CtpykTypa, opranu3zanus u ocHoBHbIe 3a1aun JJOY. HopmaTtuBHO-MeTOIMYECKAs
0a3a Bompoca

11.T'ocynapctBenHoe peryiuponanue B chepe JOVY.

12.®Oyukuun cny>x661 JIOY, cBsizaHHbIE ¢ JOKYMEHTHPOBAHHEM YIIPABICHUECKOU
NEeSTEIbHOCTU

13.®yukuuu ciyx0b1 JIOY, cBsizaHHbIe ¢ opranu3anueit padboThl ¢ TOKyMEHTaMuU

14.CtanaapTthel B 001aCTH pabOTHI C TOKYMEHTAMU U CUCTEMAMU AJIEKTPOHHOTO J0-
KyMEHTO0000pOTA.

15.Cranmapt UCO 15489-1-2007 (ISO-15489): HazHaueHue, OCHOBHBIE HarMpaBiie-
HUS, TPOOJIEMBI.

16.EBponelickas cnenudukanuss MoReq2: Ha3HaueHue, OCHOBHBIE HAINPABIICHUA,
pOOJIEMBI.

17.MexayHapoaHble CTaHAAPTHI B 00J1acTU pabOThl C JOKYMEHTAMU U CHUCTEMaMU
AJIEKTPOHHOI'O JOKYMEHTO000pOTA.

18.10KyMEHTOO0OpOT Kak COCTaBHAas 4YacTb MH(POPMAIMOHHOTO oOOecnedeHus
ynpasieHusl. OCHOBHBIE XapaKTEPUCTUKHU.

19.11poGnembl MpPaBOBOrO PETYJIMPOBAHUS AIIEKTPOHHOIO JIOKyMEHTOoOopora. 3a-
IIUIIICHHBIN AJIEKTPOHHBIN TOKYMEHTOOOOPOT.

20.1TonsiTE TOKYMEHTOIIOTOKA, €r0 CTPYKTYpa, MOKa3aTeld OLUEHKU JOKYMEHTOIO-
TOKa

21.Ku3HEeHHBIN UK JOKYMEHTA.

22.TexHomoruu mnepeBoja OyMa)KHBIX JIOKYMEHTOB B JJICKTpOHHBIC. Buansl BBOAA
JOKYMEHTOB.

23.ABTOMatu3upoBaHHble padoune mecta (APM): ompenenenue, coiepka COCTas,
GyHKUIMHU, KITaccupuKanus.

24 Tlonatue, TPUHIMIBI U OCOOCHHOCTH TOCTpOEHUsT ABTOMATHU3UpOBaHHBIX CH-
ctem Kontpons Ucnonnenus nokymentoB (ACKU /)

25.0OCHOBHBIE TEXHOJOTUU PabOTHI ¢ oKyMeHTamu B COJI.

26.KopnopaTuBHbIE CHCTEMBI 3JIEKTPOHHOTO JTOKyMEHTO00OpOTa: MH(OPMAaLMOH-
HBIE aCIIEeKThI YIIPABICHUYECKON UHTETPAIUU.

27.00muit 0030p COCTOSIHHSI M OCHOBHBIE TCHJCHIIMHM PAa3BUTHS MUPOBOTO PHIHKA
COU.

28.0030p OCHOBHBIX CHCTEM JIOKYMEHTOO00pOTa, MpecTaBleHHbIX B Poccun

29.0cHOBHBIC METOAMKH OIIEHKH d(PPEKTUBHOCTU U BO3BpaTa MHBECTUIIMI OT BHE/I-
PEHUsI CUCTEMBI JOKyMEHTO000pOTa.

30.TexHOJOTUYECKHE U HOPMATHBHO-IIPABOBbIE aCHEKThl MPAKTUYECKOIO MPUMEHE-

HUS AIEKTPOHHO-IIU(GPOBOMA MOAMHUCH.

*®
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5. B3aumocBsI3b BU/I0B YUeOHBIX 3aHATHI

B3aumocBsi3p yueOHOro Matepuana JeKIui, MPaKTHYeCKUX 3aHATHI ¢ dK3aMeHa-
[IMOHHBIMHU BOMpPOcCaMHu ¥ (HOPMUPYEMBIMH KOMIIETEHIIUSAMU TPEICTABICHBI B TaOIHIIE
5.

Tabmuua 5 - B3auMoCBsA3b KOMIIETEHIMI ¢ y4eOHbIM MATEPHAJIOM H BONPOCAMHU
UTOr0BOI0 KOHTPOJISA 3HAHUM CTYICHTOB

KoMnerennun Jlexkuuu 3 Ne porpoca

OK-12 — criocoGHOCTBIO PabOTaTh C pa3TMUYHBIMU
UH(GOPMAIIMOHHBIMU PECYPCAMU U TEXHOJIOTUSIMU,
IPUMEHSTh OCHOBHBIE METO/IbI, CITOCOOBI U Cpe/I- 1-9 1-9 1-50
CTBa MOJIyYeHUs], XpaHEHUSs1, IOUCKA, CUCTEeMaTH-
3amuu, 00padOTKU U iepenadu nHhOopMaImu

[1K-1 - cnocOOHOCTBIO TOATOTABINBATE UCXOIHBIE
JTaHHbIE, HEOOXOUMBIE ISl pacueTa SKOHOMUYe-
CKHX TOKa3aTesiel, XapaKTepU3yIoluX JAesTelb-
HOCTb XO3MCTBYIOIIUX CYOBEKTOB

1-9 1-9 1-50

[1IK-6 - cniocoOHOCTBIO OCYIIECTBIATH OyXTanTep-
CKUii, (PMHAHCOBBIN, ONMEpPATUBHBIN, YIIPaBJICHUE-
CKMII M CTaTHCTUYECKHE YYEThl XO3AMCTBYIOIIHUX
CyOBEKTOB U MPUMEHATh METOAUKUA U CTaHIAPThI
BEJICHUS OyXTalTepPCKOTO, HAJOTOBOTO, OIOJKET-
HOTO Y4YeTOB, (POPMHpPOBaHUS U TPEIAOCTABICHUS
OyXrajaTepCcKOM, HAJIOrOBOM, OI0JIKETHOW OTUYETHO-
CTH

7,8,9 7,89 42-50

ITK-28 - criocoOHOCThIO OCYIIECTBISATH cOOp, aHa-
JIU3, CHCTEMAaTH3AITNIO0, OIICHKY ¥ HHTEPITPETAITHIO
JTAHHBIX, HEOOXOIUMBIX JIJIS PEIICHHsI Mpodeccro-
HaJbHBIX 33]1a4

7,89 7,8,9 42-50

6. YueOHO-MeTOAUYeCKOe U HHPOPMAIIMOHHOE 0OecneuyeHne JUCHUIINHbI

6.1. OcHOBHas nuTEpaTypa:

1. ABepuenkoB B.U. MHdopmanmoHHbIE CHCTEMBI B IIPOU3BOJICTBE M IKOHOMHUKE: YueO.
nocobue/ B.M. Aepuenkos, ®.O. Jlo36unes, A.A. Tumenko. bpsitHckuii rocynap-
CTBEHHBI TeXHHUYeCKMU yHuBepcurer, 2012.— 274 c.— Pexum pgocryna:
http://www.iprbookshop.ru/6996 - 3bC «IPRbooks»

2. UcakoBa A.N. Undopmanmonnsie TexHonoruu: yueOHoe nocodue/ McakoBa A.U.,
NcakoB M.H.— Towmck: Onp KoHnTeHT, TOMCKMI TOCYJapCTBEHHBIM YHUBEPCUTET
CHUCTEM YMpABICHUS U paguodneKkTpoHuku, 2012.— 174 c.— Pexum poctyna:
http://www.iprbookshop.ru/13938 - 3bC «IPRbooks»

3. Vrxkun B.b. UHpopmalnioHHbIE CUCTEMBI U TEXHOJOTUM B DKOHOMHKE: YUCOHUK.
IOnutu- ana, 2012.— Pexum pocrtyna: http://www.iprbookshop.ru/7040 - 9bC
«IPRbooks»

4. Bennenera M.A., Beprakosa 10.B. MHpopmanoHHbIE TEXHOJOTUM YTPABICHUS. -
M.: FOpaiit, 2012
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6.2. JlonoJHUTEbHAS JIUTEPATYpA

1. Yexmaper FHO.B. Beruucnurensubie cucteMsl, cetd U kommyHukauuu. JIMK Ilpecc,
2013— Pesxxum noctyna: http://www.iprbookshop.ru/5083 - 3BC «IPRbooks»

2. KonapateeB B.K. Onepanmonnbie cucTeMbl U 000JIOUKHU: Yy4eOHO-METOUY. TTocoOue
/" B.K. KonapareeB, O.C. TomoBuna. MI'YD, 2007.— Pexum nocryna:
http://www.iprbookshop.ru/10730 - 9bC «IPRbooks»

3. DKOHOMHKO-MaTEeMaTHIECKNE METOJbI W TPUKIAIHBIE MOJEIH: y4eOHOe mocoome/
B.B. ®enocees [u np.].— DnektpoH, TekcTtoBbie nanHbie.— M.: KOHUTU- JIAHA,
2012.— 304 c.— Pexum pocrymna: http://www.iprbookshop.ru/15500 - 2BC
«IPRbooks»

6.3. Ilepeuerr pecypcoB HH(POPMAITMOHHO-TEICKOMMYHUKAITMOHHOW  CETU
«HTepHET», HEOOXOIUMBIX 11 OCBOCHHUSI TUCITATIITNHBI

1. ®denepanbHblii 00pa3oBaTeNbHbIA MOpTa «IOKoHOMUKA. Cormonorusi. Me-
HEDKMEHT //  OnekTpoHHBI pecypc [Pexum poctyna: CcBOOOIHBIN]
http://ecsocman.hse.ru/

2. ®enepanbHblii TopTan «Poccuiickoe obpazoBaHue» // DNEKTPOHHBIN pecypc
[Pexxum noctyma: cBoboaubIi | http://www.edu.ru/

3. @enepasbHblil LIEHTP UHPOPMAIIMOHHO-00pa30BaTeIbHBIN pecypcoB // Dnek-
TpOHHBIN pecypc [Pexxum noctyna: cBodoanslii] http://fcior.edu.ru/

4. ExaumHoe OKHO J0CTyIa K o0Opa3oBaTelbHBIM pecypcam // DIEKTPOHHBIM pe-
cypc [Pexxum goctyna: ceoboanblii] http://window.edu.ru/

5. MHpopMalMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTMH B 00pa3oBaHuu // Diek-
TpOHHBIN pecypc [Pexxum noctyna: cBoOoanslii| http://ict.edu.ru/

6. Poccuiickuii mopTtan OTKpHITOro oOpa3zoBaHus // DNEKTpOHHBIN pecypc [Pe-
UM JIOCTyna: cBoOoAHbIN] http://openet.edu.ru/

6.5. [IporpammHoe o0ecrieueHue

Tadanna 6 - IlepeyeHb NPpOrpaMMHOro odecrneveHust

HaumenoBanue
Nerr/ . HaumenoBanue I'ox pas-
pazzena yueOHou Tun nporpamMmbsl | ABTOp
1| IPOTrpaMMBbl paboTKu
JTUCIMTLTAHBI
Tema 7 Opranu- IIepconanbHbIN
3a1usi CUCTEMBI WH(POPMAITHOH- Mi
o icroso
AJIIEKTPOHHOTO HBIN MEHEIKEP C
1 p MS Outlook JUKED € 1 2007
JIOKyMEHTO000- GyHKIMSIMU TI0Y-
poTa TOBOTO KJINEHTA H
Groupware
rewa B Dpram- 1C:JIokyMeHT0060 Cucrema snei- |y
7 |3alusl CHCTEMBbI o +HOKY P TpoRKOrO MoKy | ' 2017
SJIEKTPOHHOTO MEHTO000pOTa
JIOKYMEHTO0000-
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pota

7. Kputepuu ouleHKH 3HAHUI, YMEHUI, HABBIKOB U 3aSIBJICHHBIX KOMIIETEHIIM I
Buabl Tekyimero KOHTpoJIs - pedepar, TECTUPOBAHUE, YCTHBIN OMPOC.

IIpome:kyTouHasi aTTEeCTALMS — 3a4ET.

Tekymuii KOHTPOJIb OIIEHKH 3HAHUM OCYIIECTBIISICTCS IIPENo aBaTeieM B TCUCHUE
BCETO ceMecTpa.

Kaxxplii 13 BUIOB KOHTPOJIS BBIACISAETCS MO CIIOCO0Y BBISABICHUS (DOPMHUPYEMBIX
KOMITETEHIIMH, & UMEHHO:

* B IIpoliecce Oece bl MpernoiaBaTes U CTY/ICHTa;

* B IIPOIIECCE CO3JaHUS M MPOBEPKH ITUCHEMEHHBIX MAaTCPHAIIOB,

* IyTEM MCIOJIb30BaHM KOMITBIOTEPHBIX IIPOrpaMM M T.II.

Y CTHBIN ONpOC MO3BOJISIECT OICHUTH 3HAHUS U KPYro30p CTyACHTa, YMECHHE JIOTH-
YSCKH IIOCTPOUTH OTBET, BJIAJICHUE MOHOJIOTHYCCKON PEUYbIO M MHBIC KOMMYHHKATHBHBIC
HAaBBIKHU.

[TnuceMeHHBIC PAOOTHI MTO3BOJISIOT SKOHOMUTH BPEMs MIPETOIaBaTelIs, TPOBEPUTH
000CHOBAaHHOCTh OILIGHKH M YMEHBIIHUTH CTETNEHb CYOBEKTHBHOI'O IMOIXOJa K OIICHKE
MOATOTOBKH CTyACHTA, O0YCIOBICHHOTO €r0 MHANBUIYaTbHBIMHA OCOOCHHOCTSIMU.

Hcnons3oBanre HHGOPMAITMOHHBIX TEXHOJIOTUM M CHCTEM 00ECIICUMBACT:

* OBICTPOE W OIlEpAaTHBHOE IOJyuyeHHE OOBEKTUBHOW HHGOpMalUM O (aKTHde-
CKOM YCBOCHHHU CTYJICHTAaMH KOHTPOJUPYEMOr0 MaTepuajia, B TOM YHCIIE HEMoCpe-
CTBEHHO B TIPOIIECCE 3aHITHH;

* BO3MOXKHOCTb JICTAIbHO M IMEPCOHU(PHUIIMPOBAHO MPEACTABUTh 3Ty HH(OpMa-
IIAI0 TIPETIOAaBaTENI0 JUIsl ONEHKH yYYeOHBIX TOCTH)KCHHH M OIEPAaTUBHONW KOPPEKTH-
POBKH Tpoiiecca oOydeHus;

* hopMupoBaHUS W HAKOIUJICHUS WHTETPATBHBIX (PEHTHHTOBBIX) OIIEHOK JOCTH-
KEHUH CTYJICHTOB TI0 BCEM JHMCIHMIUIMHAM U pa3jieiaM 00pa30BaTeIbHOU MPOTPAMMBI;

* IPUBUTHE TIPAKTUYCCKUX YMEHUW W HABBIKOB PAa0OTHI C MH(DOPMAITMOHHBIMH
pecypcam U CpeACTBaMU;

* BO3MOXKHOCTb CAMOKOHTPOJISI 1 MOTHBAILIMM CTYJIEHTOB B IPOIECCE CaMOCTOSI-
TEJTHHOUN pabOTHI.

OmnpeneneHHbIE KOMIETSHIIMA TaKKe MPHOOPETAIOTCS CTYIASHTOM B IIpoIecce
HamucaHus pedepara Mo JTaHHOW MUCHMIUIMHE, a KOHTPOJb Haa MX (popMHpOBaHHUEM
OCYIIIECTBIISETCS B X0JI€ MMPOBEPKH IMPEIIOaBaTeIeM pe3yJIbTaTOB JIAHHOTO BHJIa paboT
Y BBICTABJICHUSI COOTBETCTBYIOIIEH OIIEHKHU (OTMETKH).

O1ieHKa TECTOB MPOBOAUTCA MO CICAYIOUIEH HIKaJE:

Ta6auma — [Ilkana orieHKH TeCTOB

[TporeHT MpaBHIILHBIX OTBETOB Orenka
90-100 OTJIMYHO
80-90 XOPOIIIO
60-80 YJOBJIETBOPUTEIBHO
Menee 60 HEYJOBJIETBOPUTEIBHO
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Kputepuu u nokaszatenu, UCTIONIb3yEeMbIE PU OLICHUBAHUU PePEepaToB.

Kpurepun

Ilokazarenn

1.HoBwu3Ha pedepupo-
BAHHOI'O TEKCTA
Makc. - 20 6auioB

- aKTyaJbHOCTb MPOOJIEMBI U TEMBI;

- HOBU3HA M CAMOCTOSITEIbHOCTh B IIOCTAHOBKE MPOOJIe-
MBI, B (hOPMYJIMPOBAaHUU HOBOT'O aCIIE€KTa BHIOpaHHOU
JUISL aHAJIM3a MPO0JIEMBI;

- HAJIM4M€ aBTOPCKOM MO3UIMU, CAMOCTOATEIILHOCTD
CYXKJICHUN.

2. CTeneHp pacKpbITUA
CYIIHOCTH TIPOOJIEMBI
Makec. - 30 6ayoB

- COOTBETCTBHE IUIaHa TeMe pedepara;

- COOTBETCTBUE COJIEpKAHUS TEME U IIaHy pedepara;

- IOJIHOTA U TJIyOMHA PACKPHITUS OCHOBHBIX MOHSATUI
poOJIEMBI;

- 000CHOBaHHOCTH CIIOCOOOB U METO/I0B PadOTHI C MaTe-
puaiom;

- yMeHHue paboTaTh C JUTEPATypOil, CUCTEMATU3UPOBATh
U CTPYKTYpPUpPOBaTh MaTepua;

- yMeHHue 0000111aTh, COMOCTABIIATh Pa3IMYHbIE TOUKH
3peHus 0 pacCMaTPUBAEMOMY BOIIPOCY, apryMEHTHUPO-
BaTh OCHOBHBIE MTOJIO)KEHHUS U BBIBOJIBI.

3. O0O0OCHOBAHHOCTH BbI-
00pa UCTOYHUKOB
Makc. - 20 6auioB

- KpyT, TIOJTHOTA UCTIOIH30BAHUS JTUTEPATYPHBIX UCTOY-
HUKOB T0 TIpo0JieMe;

- IpUBJICYEHUE HOBEUIIUX paboT 1o mpobieme (Kyp-
HaJbHBIC ITyOJIMKAITUHN, MaTepUabl COOPHUKOB HAYYHBIX

TPYJIOB U T.1.).

4. Cobnronenue Tpedo-
BaHMI K 0OPOPMIICHUIO
Makec. - 15 6amnoB

- IpaBWILHOE 0(h)OPMIICHHE CCHUIOK Ha UCIIOIb3yEeMYIO
JATEPaTypY;

- TPAMOTHOCTD U KYJIbTypa U3JIOKEHUS;

- BIIQJICHUE TEPMHUHOJIOTHCH W TIOHSTHITHBIM aImapaToM
po0IeMBI;

- cobnroaeHune TpeboBaHuil kK 00beMy pedepara;

- KyJIpTypa ohopMJIICHUS: BBIJICTICHHE a03alleB.

5. I'pamoTHOCTH
Makc. - 15 6amioB

- oTcyTCcTBUE OporpaduecKux U CUHTAKCUYECKUX
OIIHUOOK, CTUIMCTUYECKHUX MOTPEUTHOCTEH;

- OTCYTCTBHUE OIMEUYATOK, COKpAIICHHUI CJIOB, KpoMe 00-
HMICTPUHSTHIX;

- JIMTEPATYPHbIN CTUJIb.

Pedepar onennBaercs mo 100 GamnpHON mIKaje, 0allIbl IEPEBOIATCS B OICHKH

yCIIEBAEMOCTH CIICAYIOIIHM 00pa3oM:
* 90 — 100 0aJJIOB — «OTIUYHOY;
* 80 — 90 6aTOB — «XOPOIIOY;
* 60 — 80 0aI0B — «yJOBJIETBOPUTEIHHO;
» meHee 60 0aNIoB — «HEYOBJIECTBOPUTEILHOY.
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YCTHBI OTBET OIICHWBAETCS WCXOS W3 MPABUIBHOCTH M ITOJHOTHI W3JIOKEHUS
MaTepHalia 1o 3aJaHHOMY BOIIPOCY:

Tabnuna - Kputepuu BrICTaBICHUS OLIEHOK HA YCTHOM OIPOCE

Onen

<a Kpurepuii

CryzleHT He TOJBKO IPOJIEMOHCTPUPOBAII MOJTHOE (PAKTOJOTHUYECKOE YCBOCHUE MaTepuaa
U yMEHHE apryMEHTHUPOBAaHO 00OCHOBATh TEOPETUYECKUE MTOCTYJIaThl U METOAUYECKHE pe-
«OT | meHust, HO, © YMEET OCO3HAHO M apryMEHTHPOBAHO NMPUMEHATh METOJUYECKUE PELICHUS
gz JUIsl HETPUBUAJIBHBIX 3a/1a4 3a1a4.

0» CryzleHT He TOJBKO IPOJEMOHCTPUPOBAN HOJIHOE (HaKTOIIOTMYECKOE YCBOEHHE MaTepHuala
U YMEHHUE apryMEHTHUPOBAHO OOOCHOBATh TEOPETUUYECKUE MOCTYJIAThl U METOJUYECKHUE Pe-

ICHM, HO, 1 YMECT pCIIaATh HCTPUBHUAJIBHBIC 3a1a4M.

CTyIeHT MPOJEMOHCTPUPOBAIT MOJHOE (PAaKTOJOTHUECKOE YCBOCHUE MaTepHaia, HO B JTHOO
yMEHHE:

- apryMEHTHPOBAHO 00OCHOBATH TEOPETUUECKUE MTOCTYJIATHI U METOINUYCCKUE PEIICHHUS;
«X0 - pelaTh TUIOBBIC 3a/Ia4H.
Z(I)O CryneHT npoaeMOHCTpUpPOBa JU0O0:
» a) TOJHOE (PAKTOIOTHYECKOE YCBOCHUE MaTEpUaIa;

b) ymeHue apryMeHTHPOBaHO 00OOCHOBBIBATh TEOPETHUECKUE MOCTYJIAThl U METOIUYC-

CKHE pEIICHUS;

c) YMCHHMC PCIIaTh TUIIOBLIC 3a1a4H.

gllgl CTyIeHT NpoAEeMOHCTPHPOBA JIN00:

ETB a) HemosHoe (haKTOJIOTMYECKOe YCBOCHHE MaTepHaia Py HaIUIMK 0a30BbIX 3HAHWH,
f[’g]’ b) HemonHOe yMeHHEe apryMEHTHPOBAaHO OOOCHOBBIBATh TEOPETHUECKUE MOCTYJIAThl U

BbHO MCTOANYCCKUEC PCUICHWA ITPHU HAJTUINU 0a30BOro YMCHUA,
» C) HEIMOJIHOC YMCHHUE PEIIaTh THIIOBBIC 33/1a49H [TPH HAIMYHH 0a30BOTO YMECHHSI.
CryzaeHt Ha GpoHE 0a30BBIX 3HAHUI HE MMPOJEMOHCTPUPOBAI JTUOO:

a) yMEHHE apryMEHTHPOBAHO OOOCHOBATh TEOPETHYECKHE IMOCTYJAThl U METOJAHYE-
CKH€ pelleHus P HATUYUU 6a30BOr0 YMEHUS,
b) YMEHHE pelniaTh TUMOBBIC 33/1a4d MTPU HATMYHUUA 0a30BOTO YMEHUS

;’2’[’3 CryzneHt Ha ¢oHe 0a30BBIX (ITMEMEHTAPHBIX) 3HAHUI MPOJAEMOHCTPUPOBAN JIUIIL Oa30BOE
BJIE | YMCHHE PEIIaTh TUIIOBBIE (3JIECMEHTAPHBIC) 3a1a4H.
17,2‘; CryzaeHT He uMeeT 0a30BBIX (PJIEMEHTAPHBIX) 3HAHHUM U HE YMEeT peliaTh TUIOBbIE (de-
EJb | MEHTapHBIC) 3a/1a4H.

HO»

NTOroBeiii KOHTPOJIb B BUJIE 3a4€Ta IO JUCHUIUIMHE «JIEKTPOHHBIM JOKYMEHTO-
000pOT» MPOBOJUTCA B 3aYETHYIO HEAENI0. Pe3ynbTarsl 3auéTa OLICHUBAIOTCS KaK «3a-
YTEHO» U «HE 3a4TCHO». «3a4TEHO» BBICTABJISETCS HA OCHOBE YCIEIIHBIX OTBETOB CTY-
JICHTOB Ha MPAKTUYECKUX 3aHATHUAX, IO PE3yIbTaTaM KOHTPOJILHBIX paboT, pedepatoB u
OTCYTCTBUS 3aHATHM, MPOMYIIEHHBIX M0 HEYBAKUTEIHLHON MPUYUHE U HEOTPAOOTAHHBIX
JI0 HayvaJia 3a4€THOM Henenu. B ocTanbHBIX Cllydasix, CTYJIGHT 0053aH B MEPHO]I 3a4eT-
HOUW HEAeNM JTUKBUIUPOBATH UMEIOIIHECS HEOTPaOOTaHHBIC 3aJ0JPKEHHOCTU TIO JTUCIIH-
IUIAHE.

Bomnpocs! 1J151 NOATOTOBKH K 3a4€Ty
1. Tlonstue skoHomuueckoi cuctemsl (IC) u e€ cTpyKTypa.
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12.

13.

14.
15.
16.

17.
18.
19.

20.

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

27.
28.
29.
30.
31.

32.

CocraB (pyHKITHIT ¥ IETOBBIX MPOIIECCOB, BHITIOHIEMBIX B TopasaeneHusx JC.
[TonsiTie MOKyMEHTa, KJIacChl JOKYMEHTOB, CBS3aHHBIC C BBHITIOJHEHUEM (DYHKITHIA
YIIPaBJICHUS U ICJIOBBIMU MPOIIECCAMU.

[TonsTHE NTOKYMEHTOMOTOKA, €ro CTPYKTYypa, MoKa3aTeld OLUECHKU JOKYMEHTOIOTO-
KOB.

[TonsiTie W BUIBI TOKYMEHTOOOOPOTA M JECIOBBIX MPOIECCOB, X CTPYKTYPHI U CO-
CTaB KOMITOHEHT.

[Tonsitue Cucremsl Jlokymentaronnoro O6ecneuenus Ymnpasienus (CAOY).
CocraB ¢yHKIui 1 3a1a4, BeinoiaHsseMbix B CJIOY.

Kitacewr u crpykrypet CIOY.

CocraB u coaepxkanue KoMmoHeHT ['ocynapctBeHHO Cuctembl JlokymMeHTaI[MoOH-
Horo Ob6ecneuenust Ynpasnenus (I'CLHOY).

. Ilepeuens nemnoBbIX MPOLECCOB, BhIOMHAEMBIX B CLIOY.
. CoctaB YauguuupoBanHoit Cuctembl OpranuzannoHHO-PacnopsnurensHbix Jlo-

kymeHToB (YCOP/I).

CopnepxaHue  TpoOLEOypbl  COCTaBI€HHA U OOpabOTKM  OpraHU3alUOHHO-
pacropsiIuTEIbHBIX TOKYMEHTOB.

Copnepkanue mpolenyp MoaydeHus, Nepeayd BXOIAIMNUX U UCXOJSAIIUX MOTOKOB
JIOKYMEHTOB.

CocraB u conepKaHue NMPOLETypbl KOHTPOJIS UCIIOTHEHUS TOKYMEHTOB.

[TonsiTue sxoHOMHYECKOM HHpopMaroHHo# cuctemsbl (DUC).

[TonsiTue DIEKTPOHHOUM CHCTEMBI yrpaBieHus gokymeHToobopoToMm (DCY]]) kak
YacTH KOPIOPATUBHON 3KOHOMUYECKONU HH(DOPMAITMOHHON CUCTEMBI.

TpebGoBanus u npuHIUel coznanus JCY ], coctaB u coaep:kaHue MoACUCTEM.
[Tonsitue APM, coctaB APM u ucnosib3yemMbix HHGOPMAIIMOHHBIX TEXHOJIOTHH.
Meronpl U cpencTBa MOJACIUPOBAHUS, OIICHKM M aHaIM3a JOKYMEHTOOOOpOoTa B
SKOHOMUYECKUX CUCTEMAX.

Ocobennoctu ucnosib3oBanusi Case-CpefCTB i MOJICTIUPOBAHUS U OLEHKHU JOKY-
MEHTO0000POTa U JIEJIOBBIX MPOLIECCOB.

[Tonsitue hopmbl 3neKTpoHHOTO JOKyMeHTa (D/1).

Cocras anemeHToB D/] 1 METOIBI MX 3AIIOJTHEHUS U KOHTPOJIA.

Cocras onepaiiuii IpoeKTUpoBaHus U 00padoTku /1.

Oco0eHHOCTH TTPOCKTUPOBAHMS U 3aM0JIHEHUs 1 00padoTku Web-dopm.
Krnaccudukanus cpeacTB COCTaBICHUS U 3aTIOJIHEHUSI DJIEKTPOHHBIX JOKYMEHTOB.
CocraB TpeOoBaHUM, MPEABIBISIEMBIX K BIOOPY CHCTEM COCTABJICHHS U 3aIlOJHE-
Hus D1,

CocraB u coliepaHue Onepanuii aBTOMaTU3UPOBAHHOTO BBOJA MTOTOKOB BXOISIITUX
JIOKYMEHTOB.

Coneprxanue oneparuii OCHOBHOM cTaauu 00pabOTKU 1 BBOJIa JOKYMEHTOB.
Xapakrepuctuka OCR, ICR 1 OMR-MeTon0B pacnio3HaBaHus TOKYMEHTOB.

MeTo/ 11 KOHTPOJIS OTlepalliii CKAHUPOBAHUS U PACIIO3HABAHUS TEKCTOB.

CocrtaB (¢akTopoB U TpeOOBaHUH, MPEIBABISIEMbIX K CHCTEMaM BBOJa OyMaKHBIX
JTOKYMEHTOB.

DTtanbl pa3BUTHUSI CPEACTB aBTOMATU3UPOBAHHOTO XPAHEHUS U MOUCKA TEKCTOBBIX
JTOKYMEHTOB.
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33. Ilonsarue unpopmarmonno-nouckosoit cucremsl (UIC).

34. Ocnosublie komnoHeHTs! UI1C u Texnonorus padotst ¢ UTIC.

35. Ilonatue cucteMbl ynpaBieHHs 3JIEKTpOHHbIMU JokyMmeHTamu (CY /), dynkimw,
BbInosiHsieMble CY /[ B mporieccax ynpaBieHUs] 3KOHOMHUYECKOU CHCTEMOM.

36. MeToibl opranu3anuu xpaHeHust 1okymeHToB B CY 1.

37. Knaccudukaiusi METO10B MOUCKa. XapaKTepUCTUKA UHAECKCHOTO, CTATUCTUYECKOTO
U CEMAaHTUYECKOTO METOJIOB MOUCKA.

38. OcHOBHbBIE 3aJlaydl OpPTaHU3ALMH CHUCTEMBI D3JIEKTPOHHOTO JOKYMEHTO00O0pOTa
(CB0).

39. [Ipunnumnel 1 0cCOOEHHOCTH MoCcTpoeHUs: ABToMaTu3upoBaHHbIX Cructem KoHTposs
Ucnonuenus JJokymentos (ACKU).

40. XapakTepucThKa METOJIOB U CPEJICTB OpPraHU3alluu NpueMa-mnepeadyd J0KyMEHTOB
B CDOJ10 ¢ rexnomorueit "ad-hoc".

41. Ocobennoctu opranuzanuu COJl KOJIEKTUBHON 00pabOTKH JOKYMEHTOB Ha MpPUH-
LUIAaX TexHonoruu "groupware" ¢ ucnosibzoBanueM cpeactB Lotus Notes u MS.

42. Ocobennoctn opranuzauu  C3J1O, OpUEHTUPOBAHHBIX HAa UCIHOJIb30BAaHUE
"docflow"-TexHonoruu.

43. Metoasl u cpeacTBa obecriedyeHus MHGOPMAIMOHHON OE€30MaCHOCTH B CHUCTEMax
ANEKTPOHHOIO JJOKYMEHTOO0OpOTAa.

44. CocTaB ¥ coAeprKaHue Olepalnii aBTOMaTU3UPOBAHHOTO TUIAHUPOBAHUS, KOHTPOJIS
Y YIIPABJICHUS JEJOBBIMHU ITPOLIECCAMM.

45. O630p pbIHKA NPOTPAMMHBIX CPEJICTB.

46. CucreMa «1C:DneKTpOHHBINA TOKYyMEHTOO0OPOTY.

8. MaTepuaibHO-TeXHHYECKOE o0ecnevyeHne TUCIUIINHbI

JIeKuMOHHBIE U TPAKTUYECKUE 3AHATHUS IPOBOJSTCS B JICKIIMOHHBIX AyIUTOPUSIX U
aynutopusx ais nposeaenus 113. B ciyyasix ncnonb30BaHus NPE3CHTAIIMIOHHOTO MaTe-
pUalia JEKIMOHHBIE 3aHATHUS MPOBOASATCS B CIEIUATM3UPOBAHHBIX JIEKIIMOHHBIX ayau-
TOPHUSIX OCHAILEHHBIX CPEACTBAMHU MyJbTUMenna. [Ipu pacCMOTpEHUM OTIEIBHBIX TEM
MPAKTUYECKUE 3aHATUSL IPOBOASATCS B KOMIIBIOTEPHOM KJIACCE C MCIOJIB30BAHUEM COOT-
BETCTBYIOIIETO IPOrPaMMHOI0 00eCIIeueHuUs.

9. Meroan4yeckre peKOMEHAAUMH MPenoAaBaTe/;IAM M0 OPraHu3auur 00y4eHu s
AUCUMIIHHBI

JIJ1st TydIero ycBOeHus MaTepHuaia CTyJIEHTaMU MPEeroaBaTeto peKOMEHIyeMCsl B
MIEPBYIO OUepe/ib 03HAKOMHUTh UX C TPOTPaMMON Kypca U KpaTKUM H3JI0KEHHEM MaTe-
puana Kypca, NpeACTaBICHHOr0 B 00pa30BaTeIbHON MporpaMme IUCHUIUIMHBL. Jlanee
Ha JIEKIIMOHHBIX 3aHATHUSX MPEnojaaBaTeb JOJDKEH JOBECTU JI0 CTYACHTOB TeOpeTHYe-
CKHMIl MaTepuall COrIaCHO TEMATHUKE W COJICPKAHUIO JICKITMOHHBIX 3aHSATUN, MpPEICcTaB-
JIEHHBIX B paboyeil mporpaMmme.

Jlexuu SBASIOTCS OJHUM U3 OCHOBHBIX MHCTPYMEHTOB 00yUY€HHUS CTYJACHTOB.
NudopmaimoHHbIM MOTEHITUAT JIEKIIUH IOCTATOYHO BBICOK.

1. DTo0 comep)karenbHOCTh, TO €CTh HAIMYKE B JICKIIUU MPOBEPEHHBIX CBEJICHMUI;

2. HHpOopMaTUBHOCTH - CTETNEHb HOBU3HBI CBEIACHHM, MPETOJHOCHUMBIX JIEKTO-
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poMm;

3.  JMuddepenuupoBaHHOCTH HHPOPMAIIIH:

- dakTHUecKasi, paCKphIBAIOIIasi HOBBIC MOIXOJBI, pa3pabOTKH, WACH Hay4-
HOU MBICJIH;

- OIICHOYHAs1, IMOKa3bIBaIOIasi, KaK U KaKUM OOpa3oM CKJIAJIbIBAIOTCS WU
dbopMupyeTcs B HAYKe M MPAKTUKE TOT UM MHOM IMOCTYJIAT, B3TJISI, TTOJIOKEHNUE;

- PEKOMEHIaTebHO-TIPaKTUYeCKasi MH(OpMalug - AaHHBIE O KOHKPETHBIX
npuemMax, MEeToJax, MPOUEAypax, TEXHOJOTHIX, UCIOJIb3yeMbIX B paccMaTpUBacMOM
peIMETHOM 00JIaCTH.

HayuHbIii moTeHIMal JIEKIMU BKJIIOYAET Hay4YHbIE COOOUIEHUS (T€OopeTUYecKue
0000meHus, hakTHYECKUEe JT0Ka3aTelIbCTBa, HaydHble OOOCHOBaHUA (PAKTUUECKUX
BBIBOJIOB MO PKOHOMUYECKHUM MpoOJieMaM, pacCTaHOBKAa aKIIEHTOB IPHU HCIOJIb30Ba-
HUW HOPMATUBHO-NPABOBOM 0a3bl, PEryJMpyIONIe paccMaTpruBaeMbIil BU JEATEIbHO-
CTH.

B cBs3M ¢ BBIMICH3I0KEHHBIM, BOXKHO HAYYUTHCS IPABUIBHO KOHCIIEKTHPOBATH
JEKIIMOHHBIA MaTepuaj. JTO HE O3HA4YaeT, YTO JICKIIMH HY)KHO 3alMCHIBATh CIIOBO B
CJIOBO, CJIEAYET 3alKChIBaTh CAMOE TJIaBHOE, TO €CTh KJIIOYEBBIE CI0BA, MOJOXKECHUS U
omnpeNiesieHus, JejJaTh CHOCKM Ha HOpMaTuBHBbIE akThl. COOCTBEHHO CIIOBO «KOH-
CIIEKT» MPOUCXOJUT OT JIATUHCKOTO conspectus -0030p, KpaTKOe HU3I0KEHUE COJIEp-
KaHUA Kakoro-ianbo coumHeHus. Kpome Toro, He0OXOJIMMO OTMETHUTh, YTO BEICHUE
KOHCIIEKTOB, MHAYE 3alUCe, CBSI3aHO C JIyYIINM 3allOMUHAHUEM MaTepHalia Kak JICKIU-
OHHOTO, TaKk U yutaemoro. Cieays mpaBuwiIaM: «UUTall U MUY, «CIYIIal U MU,
MOKHO YCIEIIHO OBJIa/IeTh 3HAHUSIMU, HE TTprlerast K JOTOJHUTEIbHBIM YCUIIHSIM.

OnHako, KOHCIEKTUPOBATh JIEKIMH HEOOXOJAMMO TakKUM 00pa3oM, 4YTOOBI
CKJIQIBIBAJIOCh BIIOJIHE OTPEEJICHHOE MPEJICTABICHUE O TOW WM WHOU mpobie-
M€, TO €CTh CE€ MOCTAaHOBKE, MOCIEICTBUAX U MyTAX perieHus. Takke MoJIeKUT pa-
0oTtath M c 000N nuTEpaTypoi. B mporiecce 03HaKOMJIEHUSI ¢ TEKCTOM CTOUT, Ja U
HEoOX0aUMO 00pamaTbCs K CIOBApsIM; U CIIPaBOYHUKAM, BBITMCHIBAas HOBBIE CJIOBA,
TEPMHUHBI, CJIOBOCOYCTAHUSI, MHTEPECHBIE MBICIIH H ITpOUee.

Hcnonp3oBanre HOBBIX WH(DOPMAITMOHHBIX TEXHOJIOTHHM B IMKJIC JICKIIUA M TIPaK-
TUYECKUX 3aHATUHI MO JUCHUILUIMHE MO3BOJISIOT MAKCUMaIbHO d(PPEKTUBHO 3a/I€UCTBO-
BaTh W HCIIOJh30BaTh MH(POPMAIIMOHHBIN, HHTEIJICKTYadIbHBIM U BPEMEHHOUW MOTEH-
1[MaJ, Kak CTYJICHTOB, TaK W MperoAaBaTesei A peau3alui MOCTaBJICHHBIX YIeOHBIX
3amgad. [Ipexe Bcero, ’T0 BO3MOXKHOCTh MPOBECTH B HATJIAIHONU (hopMe HEOOXOTUMBII
MOBOPOT OCHOBHBIX TEOPETUUYECKUX BOMPOCOB, OOBICHUTH METOJAMKY PEIICHUS TMPO-
OJIEeMHBIX 3a7a4 y4eOHON CHUTyallMd W aKTUBU3UPOBATH COBMECTHBIM TBOPYECKHI
mporecc B ayauTopuu. B manHOM ciydae Takke oOecrieumBaeTcs oOydaronuii 3¢-
(beKT, MOCKOIbKY WHMOPMAIIHS Ha Caiaax HOCUT WM 00OOIIAIOITNI XapaKTep yKe U3-
BECTHOTO y4eOHOTO MaTepHalia, WM SBISETCS ISl CTYJEHTOB MPHUHIUIHAIBHO HOBOM.
OCHOBHBIC 1€ MPAKTHYECKUX 3aHATH:

- WHTETPUPOBATH 3HAHUS, TIOJYYCHHBIC 110 JPYTUM JUCIUTLIMHAM JTaHHON
CIEIUATLHOCTH M aKTHBH3UPOBATh X MCITOJIb30BaHME, KakK B ClIydyae PEIICHUS
IMOCTABJIEHHBIX 3a/1a4, TAK U B JaJbHEUIIECH MPAKTUYECKOU NECATEIbHOCTH;

- MOKa3aTh CJIOKHOCTh W B3aUMOCBSI3aHHOCTh JIKOHOMHUYECKHUX MPOOeM,
peIIaeMbIX CTCIUAMCTAMH Pa3HBIX HANpaBICHUN B IESIX JOCTMIKCHHUS MaKCH-
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MaJgbHON 3(P(HEKTUBHOCTH JCATEIHHOCTH OPTaHU3AIUH.

Jlns 3akperieHus: y4eOHOTO Marepuaia Ha CEMHUHAPCKUX H  (aKTUYECKUX
3aHATHSIX CTYACHTHI BRICTYIIAIOT C JOKJIaJaMH, PEIIat0T KOHKPETHBIC 3a7a4H, MaKCH-
MaJbHO MPUOIMKEHHBIC K peaTbHBIM 3KOHOMUYECKUM CUTYAITHSIM.

Kak B mokmnaze, Tak u B pedepaTe MPUHATO PACCMATPUBATH MIOCTAHOBKY TIPOOJIEMEI,
€€ aKTyallbHOCTb, IPAKTUYECKYIO peaIn3alfio ¢ OMpeAeIEHHEM U3BECTHOTO B3IJIs/1a Ha
npoOJieMy.

AHanu3 KOHKPETHBIX CHUTyallui Takke HeceT B cebe 00ydarouryro 3HaYUMOCTb.
3/1ech TOPU30HT BO3MOKHBIX HANpPaBJICHUM OYE€Hb MIMPOK. MOXKHO HCIIOJIB30BaTh Kak
peanbHbIe, TaK U YYEeOHBIE CUTYyaI[MuU. JTO COOBITUS Ha ONpPEEICHHON CTauU Pa3BU-
TUS WJIA COCTOSIHUS, SIBIICHUS WJIU MPOIECCHI, HAXOASAIINECS B CTaIUU 3aBEPIICHUS
WM 3aBEPIIMBIINECS; UCTOYHUKU WM TPUYMHBI BOZHUKHOBEHUS, Pa3BUTHS WINA OT-
KJIOHEHUSI OT HOPMBI KaKUX-IH00 ()aKTOB WM SIBICHUH; (PUKCUPOBAHHBIC PE3yJIbTATHI
WM HanbOoJee BEPOSTHBIC MOCIEACTBUS M3YYEMBIX SBJICHUNW W IPOIIECCOB; COIUATb-
HbIC, IOPUANYECKHE, IKOHOMUYECKHE WM aJMUHUCTPATUBHBIC PEIICHHUS W OICHKH;
MOBEJICHUE WJIM MTOCTYIKA KOHKPETHBIX JIMII, B TOM unciie pykoBoautenei. [Ipu( atom
ClenyeT TIOMHHTh, YTO TOJ] KOHKPETHON CHUTYyalHWeHl ClIeIyeT, MOHUMAaTh KOHKPETHOE
COOBITHE, TPOMCXOMBIIEE WU MPOUCXOASIIEe, TUO0 BO3MOKHOE B HEAAIEKOM OyIy-
IIEM.

3aBepUIuTh M3Y4YEHHUE AUCIUILUIMHBI 11€7€CO00pPa3HO BBITTOJIHEHUEM TECTOB IS
MPOBEPKHU yCBOEHUs yueOHoro marepuana. [1ogo0HbIN MOAX0/ MO3BOJMUT CTYICHTaM
JIOTUYHO W TIOCJIEIOBATEIbHO OCBaMBAaTh MaTepUaj U YCIEIIHO MPOUTH HUTOTOBYIO
aTTECTaIIHIO.

10. Meroauveckne peKOMEHIAUM CTYACHTAM 10 CAMOCTOSATEJIbLHOM padore

[Ipu u3ydeHnn Kypca 1enecooopasHo MpUACPKUBATHCS CIEAYIOICH MmocaeaoBa-
TETHLHOCTH:

1. Jlo nocewenus nepsou nekyuu.

a) BHUMATEIHHO MMPOYNUTATH OCHOBHBIC MTOJIOKEHHUS ITPOTPaMMBbI Kypca;

0) mo00paTh HEOOXOAUMYIO JTUTEPATYPY U O3HAKOMUTHCS C €€ CONepIKaHUEM.

2. Ilocne nocewenus nekyuu:

a) yriyOJieHO M3YYNTh OCHOBHBIE MTOJIOKEHUS TEMBI IPOTPaMMBI IO MaTeprajgam
JIEKIIMHA U PEKOMEHIyeMbIM JIUTEPATYPHBIM UCTOYHUKAM;

0) JOMOTHUTH KOHCIEKT JIEKIIMM KPATKUMHU OTBETAMHU Ha Kbl KOHTPOJbHBIN
BOIIPOC K TeME€ U MIPU BO3MOXXHOCTH BBHITIOJIHUTDH 33/IaHHE JJISI CAMOCTOSTEILHON pado-
THI;

B) COCTaBUThH CITUCOK BOTIPOCOB JJISI BBISCHEHHS BO BPEMsI Ay TUTOPHBIX 3aHSITUH;

T') TOATOTOBUTKLCS K MPAKTUUCCKUM 3aHATUSM.

3amanust ISl CaMOCTOSTEIILHON PaOO0ThI CTYACHTOB SBJISIOTCS COCTABHOM YacThIO
y4eOHOro mpoiiecca. BeinonHeHne 3aaHuii CrnocoOCTBYET:
v/ 3aKpEIUIEHUIO M PACHIMPEHUIO MONYYEHHBIX CTYJCHTAMM 3HAHHWN 110 M3y4aeMbIM
BOITPOCAM B paMKaX Y4eOHOW JUCITUTUIHMHBI « DJICKTPOHHBIA JOKYMEHTOOOOPOT»
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v/ pasBHUTHIO HABBIKOB PabOThI C HOPMATHBHO — IPABOBBIMH JIOKyMEHTaMH, SKOHO-
MHYECKOMN U CIELHUAIIBHON JIMTEPATyPOU;

v/ Pa3BUTHIO HABBIKOB 00OOIIEHUS M CHCTEMATH3AIMH HHPOPMAIIHH;

v (OPMHUPOBAHHIO MPAKTUIECKHX HABBIKOB IO MOATOTOBKE MMCHMEHHBIX 3aKIIIOYE-
HUH;

v/ Pa3BUTHIO HABBIKOB aHAIN3a W WHTEPIPETAIUH JTAHHBIX CTATHCTHKHU, BHISBICHHS
TEHJICHIIUN U3MEHEHHUS COLIMAIbHO-2KOHOMUYECKUX MMOKA3aTEIIEH.

BaxxHOCTh caMocCTOSITENbHOM pabOThl CTYJEHTOB OOYCJIOBJIEHA TMOBBIIICHUEM
TpeOOBaHMI K YPOBHIO MOJTOTOBKH CHEIMAIMCTOB B COBPEMEHHBIX YCIOBHUAX, B YacT-
HOCTH, TPEOOBAHUSIMHU K YMEHHUIO MCIOJIb30BaTh HOPMATUBHO — MIPABOBBIEC IOKYMEHTHI B
CBOEH JEeATENBHOCTH, a TaKKe HEOOXOJUMOCTBIO MPUOOPETEHUS] HABBIKOB CaMOCTOSI-
TEJIbHO HAXOJUTh MH(POPMAIMIO B PA3IUYHBIX UCTOYHHUKAX, €€ CUCTEMATU3UPOBATH; Jla-
BaTh OIICHKY KOHKPETHBIM IMPAKTUYECKUM CUTYaIUsIM; COOMpPATh, aHAJTU3UPOBATH HC-
XOJIHbIE€ JTaHHbIE, HEO0OXOAMMBIE JMJIA pacuera HKOHOMHYECKUX U COLMAJIBHO-
SKOHOMHUYECKUX [IOKa3aTeNe, XapaKTepU3YIOIIHUX JEATEIbHOCTh XO3AHCTBYIOIIUX
CyOBEKTOB; OCYIIECTBIATH COOp, aHAIN3 U 00pabOTKY JaHHBIX, HEOOXOAUMBIX JIJIsl pe-
IIE€HUS TOCTABJICHHBIX SKOHOMHYECKHX 3a]1ay.
3agaHus 11 CAMOCTOSITENBHOU PabOThI BBIMIOJHAIOTCS CTYJEHTaMU BO BHEAYJIUTOPHOE
BpEMHI.
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Ipuioxkenue A

Ta6Jmua 7 - HpI/IMeHeHI/Ie AKTUBHBIX U HHTCPAKTUBHBIX 06p330BaTeJIbHLIX

TEeXHOJOTui
No | Tema u popma 3aHsTHS HaunmenoBanue ucnomnb3ye- Kou-
MBIX UHTEPAKTUBHBIX 00pa- BO
30BaTEIbHBIX TEXHOJIOTHUH 4acoB
1 | Opranuzanus paboT B cucTeMax JoKyMeH- | JI [TpoGiieMHas eKIus 2
TAIIMOHHOT'O 00ECTICUCHHSI YIIPABICHUS
2 | ABTomaTHu3anMs COCTABICHUS dJIEKTPOH- [13 | Pa300p KOHKPETHBIX CUTYa- 2
HBIX TOKYMEHTOB 005071
3 | Opranuzanus CUCTEMBI AIEKTPOHHOIO J10- JI [TpobnemMHuas nexmus 2
KyMeHTo0o0opoTa
4 | ABromaTu3anus mporeccoB BBoja motokoB | [13 | Pa3bop koHKpeTHBIX cuTya- 2
BXOJSIIIIMX JJOKYMEHTOB 005071
5 | CucreMbl KOMIUIEKCHOM aBTOMAaTHU3alin JI [TpobGneMHuas nexmus 2
JIOKYMEHTO000POTa U JCJIOBBIX IPOIIECCOB
6 | [IporpamMMHbIe cpencTBa 3eKTpoHHOrO M0- | [13 | Pa30op KOHKpETHBIX cUTya- 2
KYMEHTO000pOoTa 015051
HUTOTI'O 12

OO0m1ee KOJMYECTBO YAaCOB ayJAUTOPHBIX 3aHATUMN, MPOBOAUMBIX C MIPUMEHEHUEM
MHTEPAaKTUBHBIX (opM 00ydeHms coctaBisier 12 yacoB (33,3% OT ayAMTOPHBIX 3aHS-

THHN).
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Ipuiaoxkenue b

Iloka3aTesin U MeTOAbI OLIEHKHU Pe3yJIbTATOB MOJATOTOBKY CIEIHAINCTA
no cnenuajabHOCTH 38.05.01 «IxkoHOMHYECKAsA 0€30MACHOCTE» CIEIHATH3AINA
IKOHOMMKO-TIPABOBOE o0ecnevyeHne IKOHOMUYECKOii 0€30MaCHOCTH»
M0 JUCHHUILUTHHE «JIEKTPOHHBIH T0KYMEHTO000POT

Pesynbrarsl ocBOCHUS
(KOMIIETEHIIUN)

OCHOBHBIE TIOKA3aTeIN PE3yJIbTaTOB 00yUeHUS

dopMa KOHTPOJIA

Paznensl quc-
OUITIIMHBI, TEMbI
" UX D3JICMCHTHI

OK-12 — cmocoOHOCTBIO paboTaTh
C pa3sIUYHBIMH WH(GOPMAIMOHHBI-
MU pecypcaMd M TEXHOJOTHSIMH,
MPUMCHSITh OCHOBHBIE METOJBI,
CIOCOOBI U CPEJICTBA TOJYYCHUS,
XpaHeHUs, TOWCKAa, CHCTEMaTh3a-
UM, oOpabOTKM W Tepenayd WH-
dbopmarun

3HaTh MEXaHU3MbI MOJETUPOBAHUS MMOTOKOB MH(OpPMAIINH,
JIOKyMEHTO000pOTa U OU3HEC-TIPOLIECCOB, BBHIMOIHIAECMBIX B
SKOHOMHMYECKUX CHCTEMax; CIOCOObI OpraHM3aIii KOJIJIeK-
TUBHOW pabOTHI ¢ JOKYMEHTaMHU B pexxume "groupware" u
neperay uX Ha UCTHIOJHEHHE C IPUMEHEHUEM CETEBBIX TeX-
HOJIOTUH; MEXaHM3Mbl IUIAHHPOBAHMSI MapLIPYTOB Iepe-
JBUKEHHS JOKYMEHTOB U KOHTPOJISI UX HCIIOJIHEHUE, C MPU-
MmenenneM Texunonoruu "docflow";

YMeThb COCTaBISATH KapThl MapUIPyTOB IMEPEABUKEHUS HO-
KYMEHTOB M OM3HEC-NPOIIECCOB U KOHTPOJIUPOBATH UX HC-
MOJIHEHUE, UCTIONB3Ys TexHonoruto "workflow"; coctaBisaTh
JOKYMEHTBI, OTpakarolllie MPUHUMAeMble pEIIEeHUs, BECTH
U aKTyalIn3upoBaTh 06a3y GopM 3JIEKTPOHHBIX JOKYMEHTOB;
peo0pa3oBbIBaTh OyMa)KHbIE JTOKYMEHTHI B 3JIEKTPOHHYIO
¢dbopMy, BBOAWTH MX B AJNEKTPOHHBIA apXWB, OPraHHU30BbI-
BaTh aTpUOYTUBHBIN U COAEPKATEIbHBIN MOUCK JOKYMEHTOB
1 GOPMHPOBATH OTUYETHI O PabOTE CHCTEMBI;

Brnagerp  HaBbikamMu  paboTel ¢ UHGOPMAIMOHHO-
MMOMCKOBBIMU U MH(OPMAIIMOHHO- CIIPABOYHBIMH CHCTEMa-
MU 1 0a3aMu JAaHHBIX, UCIIOJIB3YEMBIMU B MPO(ECCHOHAIb-
HOM J1eATENbHOCTH.

ColecenoBanue B X0Jl¢ YCTHOT'O
ompoca Ha MPaKTHYECKUX 3aHs-
THUSIX, HA 3a4€TE;

o0cyxeHue pedepaTos;
TECTUPOBAHUE

1-9

TIK-1 - croCOOHOCTBIO HOATOTaB-
JINBAaTh HCXOIHBIE MaHHEBIE, HEOO-
XOOUMBIC 1JIA pvaeTa 3KOHOMU-
YECKUX [OKa3aTeseil, XapakTepu-

3HaTh MEXaHU3Mbl MOJEIMPOBAHUS MMOTOKOB MH(pOpMaIUH,
JOKYMEHTO000pOTa U OU3HEC-NPOIIECCOB, BBHIMOIHIEMBIX B
SKOHOMHUYECKUX CUCTEMaX; CIIOCOOBI OPraHU3alK KOJUIEK-
TUBHON paloThl C JOKYMEHTaMHu B pexume "groupware" u

CobecenoBaHue B X0/I€ YCTHOTO
OIpoca Ha MPAKTUYECKUX 3aHs-
THSIX, HA 3a4eTe;

o0cyxeHue pedepaTos;
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3YIOLIUX  JEATEIbHOCTh  XO3S5H-

CTBYIOIIUX CYOBEKTOB

nepenay uX Ha UCTIOJHEHHUE C MPUMEHEHUEM CETEBBIX TEX-
HOJIOTUM; MEXaHMU3Mbl IUIAHHPOBAHMS MapIIPyTOB Iepe-
JBUKCHHS JOKYMEHTOB ¥ KOHTPOJISI UX MCIIOJTHEHHE, C TIPHU-
MeHeHueM TexHoaoruu "docflow";

YMeTh COCTaBISATh KapThl MApUIPYTOB TEPEABUKCHHS JIO-
KYMEHTOB U OM3HEC-IPOIIECCOB U KOHTPOJIUPOBATH UX HC-
MOJIHEHUE, UCTIOJB3Ys TexHooruto "workflow"; coctaBisaTh
JOKYMEHTBI, OTpakalolllie MPUHUMAEMble PELICHUs, BECTH
U aKTyaJIu3upoBaTh 0a3y (opM dIEKTPOHHBIX JOKYMEHTOB;
peoOpa3oBbIBaTh OYMa)KHBIE TOKYMEHTHI B 3JIEKTPOHHYIO
(dbopMy, BBOAWTh MX B JJICKTPOHHBIA apXHWB, OPraHHU30BbI-
BaTh aTpUOYTUBHBIN U COACPKATENBHBIN MOUCK JOKYMEHTOB
1 (opMUPOBATH OTYETHI O pa0OTE CUCTEMBI;

Brnagerp  HaBbikamMu  paboThl ¢ UHGOPMAIMOHHO-
MMOVCKOBBIMU W MH(OPMAITMOHHO- CIPABOYHBIMH CHCTEMa-
MU U 0a3aMu JaHHBIX, UCHOJIB3YEMbIMH B MPOGECCHOHATb-
HOU JIeITEIbHOCTH.

TECTUPOBAHUE

ITIK-6 - ciocoOHOCTBIO OCYIIIECTB-
aaTh  OyXrajntepckuil, (uHaHCO-
BbIM, OIIEPAaTUBHBIN, YIpPAaBIIEHYE-
CKUH M CTaTUCTUYECKHE yUEThl XO-

3HaTh MEXaHHU3MBbI MOJIEIHPOBAHUS MOTOKOB MH(OPMAILINH,
JIOKyMEHTO000pOTa U OM3HEC-TIPOIECCOB, BBHITIOJHIEMBIX B
SKOHOMHYECKUX CHCTEMAX;

VYMeTb COCTaBIIATH JAOKYMCHTBI, OTpaXaromue IpHHUMAC-

CobGecenoBanue B X0J€ yCTHOTI'O
orpoca Ha MPAaKTUYECKUX 3aHs-
THUSX, HA 3Q4Y€ETE;

oOcyxaeHue pedeparos;

39MCTBYIOIMX CYOBEKTOB W TPH- | MbIE PELICHHS, BECTH M aKTyaJIu3upoBaTh 6azy (opm sjek- | TCCTHPOBAHNC

MEHATh METOJAMKM M CTaHAAPTHI | TPOHHBIX JTOKYMEHTOB; 7,8,9
BEJICHUsl OyXTajTepcKoro, Hajoro- | Biagers HaBblkamMu oOecriedeHus 3alluThl HHGOpMAaIHH,

BOT0, OIO/PKETHOTO Yy4YeTOB, (Op- | COCTABISIONIEH TOCYAapCTBEHHYIO TailHy, U WHOM CIIykeO-

MHUpPOBaHMsI UM  IPeIOCTaBICHUS | HOW MHPOPMALIUH.

OyXTaJITepCKON, HAJIOTOBOM, OIOJI-

YKETHOM OTYETHOCTH

ITK-28 - cmocoOHOCTRIO  OCY- | 3HATh MEXaHW3MBI MOJIEIUPOBAHUs TMOTOKOB mH(popmarmu, | CobecenoBanne B X0A€ yCTHOTO

HIECTBIATh cOOp, aHalaM3, CUCTE- | JOKYMEHTO00O0pOTa W OM3HEC-NPOLIECCOB, BHIMOIHAEMBIX B | ONIPOCa HAa NMPAKTHYCCKUX 3aHs-
MaTH3aLHIO0, OLEHKY M HMHTEPIPE- | SKOHOMUYECKUX CHCTEMAX; THAX, Ha 3a4€TE; 7.8.9

TaIMIO JaHHBIX, HEOOXOIUMBIX IS
peuieHns Mpo¢decCHOHANbHBIX 3a-
nad

YMeTh COCTaBISATH JOKYMEHTHI, OTpaKalollue MpUHUMAae-
MBbI€ PEIICHHs], BECTH U aKTyaJM3UpoBaTh 0a3y GopM dJek-
TPOHHBIX JOKYMEHTOB;

o0cyxeHue pedepaTos;
TECTUPOBAHUE
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Bnanerr HaBblkamMu oOecriedeHHs 3allUThl HH(pOpMaIu,
COCTaBJISIONIEH TOCYNAapCTBEHHYIO TallHY, U MHOU CIyXeo-
HOW MH(pOpPMALIUH.
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Ipuioxenue B
CpencrBa aganranum 00pa3oBaTeIbHOI0 MPOIECCa MO AUCIHUILINHE K MOTPed-
HOCTAM 00YYAKOIIMXCS MHBAJUIAOB M JIUI[ C OTPAHUYEHHBIMH BO3MOKHOCTSIMU
3n0poBbs (OB3)

[Tpu HEOOXOAMMOCTH B 00pa30BATEIHLHOM MPOIIECCE MPUMEHSIOTCS CIICTYIOIIHE
METO/Ibl M TEXHOJOTHH, OOJIETYAIONINe BOCTIpUATHE WHGOPMAIMN 00YyYaIOIIUMUCS
nHBaIuAaMu U unamu ¢ OB3:

® CO3/laHHE TEKCTOBOM BEPCHH JII0OOr0 HETEKCTOBOI'O KOHTEHTA ISl €r0 BO3-
MOXHOTO MPeoOpa30BaHUs B allbTepHATHUBHBIE (DOPMBI, YIOOHBIE ISl pa3Iny-
HBIX MOJIb30BaTEICH;
® CO3/JaHWE KOHTEHTA, KOTOPHIA MOXXHO TPEJACTaBUTh B PA3IMYHBIX BUAAX 0€3
MOTEPU JAHHBIX WM CTPYKTYPHI, TPEAYCMOTPETh BO3MOKHOCTh MacIITabupo-
BaHMs TEKCTa U M300pakeHui 0e3 NoTepu KauecTBa;
® CO3/1aHKME BO3MOXKHOCTH JJI1 00YYaloIIUXCsl BOCIPUHUMATh OJJHY U Ty K€ UH-
dbopmaiuio U3 pa3HbIX UCTOUHUKOB — HANPUMEP, TaK, YTOOBI JIUIA C HApYIIIe-
HUEM cllyXa MoJy4daiu WH(OpMaIMi0 BU3YalIbHO, C HApyLICHUWEM 3pEHUs —
ayJIMaJIbHO;
® TMPUMEHECHHE MPOTPAMMHBIX CPEJICTB, 00ECIICUNBAIONTNX BO3MOKHOCTh OCBOE-
HUS HaBBIKOB M YMEHHH, (POPMHUPYEMBIX AUCITUIUIMHOMN, 3a CUET abTCPHATHB-
HBIX CIIOCOOOB, B TOM YHCJIC BUPTYaJIbHBIX JJAOOPATOPUN W CHMYJISAIIMOHHBIX
TEXHOJIOTHI;
® MPUMEHEHHE TUCTAHIIMOHHBIX OOpa30BaTEIbHBIX TEXHOJOTHH JJIs Mepenadyu
uH(pOpMaIuU, OpraHU3alMh Pa3IUYHBIX (OPM HHTEPAKTUBHOW KOHTAKTHOM
paboThl 00yYaroerocs ¢ Mperno/iaBaresieM, B TOM YHCJIe BEOMHAPOB, KOTOPHIE
MOTYT OBITh UCIIOJIb30BAHBI ISl TPOBEICHUS] BUPTYAJIbHBIX JIEKIIUNA C BO3MOXK-
HOCTBIO B3aUMOJICUCTBHSI BCEX YYaCTHUKOB JUCTAHIIMOHHOTO OOY4YEHUSs, BbI-
CTYIUIGHUW C JOKJIaJlaMUd M 3alllUTON BBITIOJIHEHHBIX PaOOT, MIPOBEACHUS Tpe-
HUHTOB, OPTaHU3AIUH KOJUIEKTHBHOW paOOTHI;
® TMPUMCHCHHE JWCTAHIIMOHHBIX O0pa30BaTEIbHBIX TEXHOJIOTHH /IS OpTraHM3a-
U1 (HOPM TEKYIIIETO W MPOMEKYTOTHOTO KOHTPOJIS,
® YBEIMYEHUE MPOJODKUTEIILHOCTH CllIayd 00YyYaroImyMCs WHBAIUIOM WIU JU-
oM ¢ OB3 dopm nmpoMeXyTOYHOM aTTeCcTalMy MO0 OTHOIIEHHWIO K YCTaHOB-
JICHHOW TPOJOIKUTEIBHOCTA UX CHA4M: 3a4eT W DK3aMEH, MPOBOJUMBIC B
MUCbMEHHOU QopMme, - He OoJiee yeM Ha 90 MHH., TPOBOANUMBIE B YCTHOH (op-
Me — He Oojiee yeM Ha 20 MHuH.,
® TPOAOKUTEIBHOCTD BBICTYILICHUST O0YYarOIIEToCs TPH 3alUTe KypCOBOM pa-
00THI — He OoJiee yeM Ha 15 MuH.
YHUBEpPCUTET yCTaHaBJIMBACT KOHKPETHOE COJACpKaHWE PabO4YuX MpOTrpaMM JIHCIIH-
TUTMH W YCJIOBUSl OPTaHMW3aIllMHd M MPOBEACHUS KOHKPETHBIX BHIOB YUECOHBIX 3aHSATHH,
COCTABJISIFOIINX KOHTAKTHYIO pab0oTy OOydJaromuMXcs ¢ MPEernojaBaTeIeM M CaMOCTOSI-
TeJIbHYI0 paboTy OOydYarOIIMXCS C OTPAHMYCHHBIMUA BO3MOKHOCTSIMU 3/I0POBbBS, HHBA-
auA0B (MpU HAMWMYUK (PaKTa 3a4MCICHUS TAaKHX OOYYAIOIIUXCS C YYeTOM KOHKPETHBIX
HO30JIOTHI1).



