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aboyasi mporpamMma JHUCHUIUIMHBI «DJIEKTPOHHBIH JOKYMEHTOOOOPOT»  COCTaBJi€HAa B
cootBercTBUM ¢ TpeboBanusimMu GI'OC BO no nanpasienuto nmoarotosku 38.03.01 «DxoHOMUKaY,
YTBEP)KJICHHOT'O TIpHKa3oM MuHHUCTEpCTBa 00pa3oBaHus U Hayku Poccutickoii deneparuu ot «12»
asrycra 2020 r. Ne954.

IIporpammy cocTaBuiIn:
K.3.H., gorent Hlanuesa Mosnarxad IOcymoBHa

[Tporpamma ogo0pena Y4ueOHO-METOAMYECKONH KOMHUCCUEH (DaKyIbTeTa SKOHOMUKH H YIIPaBICHUS
ITporokosn Ne ot « » 2025 roma



1. HEJIX OCBOEHUSA JUCHUTIJIMHBI

[lenbto OCBOEHUS TUCHUIUIMHBI «JJI€KTPOHHBIA JOKYMEHTO0000pPOT)» SIBISETCS MOJNyuyeHUE
3HaHUU O0ydYarIUMcA O (PYHKIHSX COBPEMEHHBIX CHCTEM 3JIEKTPOHHOI'O JIOKYMEHTOOOOpOTa
(CBMO), o crpykrype yHKIMOHAIBHBIX KoMmoHeHTOB COJI, 3amauax COJI, mMO3UIIMOHUPOBAHUH
CO/1 u cpencTs ee nHTerpanuu B coppemeHHoi I'T crpykrype.

K uncny ocHOBHBIX 3a1a4 OCBOCHUS AUCIUTIIMHBI OTHOCSITCSI:

- U3y4eHHe OCOOCHHOCTEH METOJIOJIOTHH U OPTaHU3aIlMH 3JIEKTPOHHOTO JJOKYMEHTO000pOTa
B OpraHu3alusx;

- (opmupoBaHHE TEOPETUYCCKUX 3HAHWUN W TPAKTHYECKUX HABBIKOB [0 OpTaHU3AIHU
AJIEKTPOHHOI'O JJOKYMEHTO000POTa,;

- opmMHupoBaHUE YMEHHS U HABBIKOB Ui OOOCHOBAaHUS U NPUHATUS PEIICHUN B 00JacTH
OpraHU3aIH 3JIEKTPOHHOTO TOKYMEHTOO00pOTa.

Jannas pabouas mporpamma 1o HampasieHuto moarotoBku 38.03.01 DxkoHomuka, mpoduis
«9KOHOMUKa, (PMHAHCHI U y4eT B (PpoBoii cpene" pazpaboTrana B cooTBeTCTBUM ¢ DenepaabHbIM
roCy/IapCcTBEHHBIM 00pa3oBaTeNbHBIM CTaHAapTOM Bbiciiero o6OpaszoBanusa (OI'OC BO) mno
HanpasyieHuto moarotoBku 38.03.01 Oxonomuka Ne954 yrBepxaeHHbII npukazoM MuHucTepcTBa
oOpa3oBanus u Hayku Poccuiickoit @enepannu ot «12» aBrycra 2020 r.

2. MECTO JUCHUIIVIMHBI B CTPYKTYPE OIIOIl BAKAJIABPUATA

JucuumnuHa «OIeKTPOHHBIN JTOKYMEHTOOOOpOT» BKIIOUYEHAa B BapHATUBHYIO 4YacTb
JUCIUIUIMH 0  BBIOOPY  OCHOBHOW MPOQPECCHOHATBHONW  00pa30BaTeIbHON  IPOrPaMMBI
aKaJieMHuecKoro OakanaBpuara 1o HampabieHuro noAarotoBku 38.03.01 DxoHomwuka, mpoduib
«OKOHOMHKA, (PMHAHCHI U y4YeT B IIU(PPOBOH cpeie», u3ydaeTcs B 6 cemecTpe.

Jucnunnmna «NeKTPOHHBIA JOKYMEHTOOO00pOT» B cuiy 3aHuMaemoro e mecta B ®I'OC
BO, OIIOIl BO wu ydeOHOM muiaHe 1o HampasiieHuto moarotopku 38.03.01 Dkonomwka,
MIPEANoJaraeT B3auMOCBsI3b ¢ APYTMMH U3Y4aeMbIMH IUCHUILIMHAMH.

CTyneHT JODKEeH N0 Hayala €€ W3Y4YEHMs] OCBOMTHb COJEp)KaHHE Y4YEOHBIX IUCIUIUIMH:
«lc:byxranrepusi», «byxranartepckuil yder», «YNpaBiaeHUYEeCKMH yueT», «boipline HaHHBIE H
Ou3HEec-aHAJUTHKa» M HUMETh NpPEJCTaBICHHE O TOM, Ha KaKuUX ydacTKax cBoed Oynyiein
npo¢eCCUOHATBHON JIeATETbHOCTH OH CMOKET MCIOJb30BAaTh MOJTYYEHHBbIE MM 3HAaHUS B paMKax
KOMITETECHIINH, 00YCIOBJICHHBIX CIEU(UKON €T0 MPECTOSIIeH padoThlI.

3. PE3YJIbTATBI OCBOEHUSA JUCHUIIJIMHBI «1eKTpOHHBIi T0KYMEeHT0000pOT»

[lepedeHp TIaHUPYEMBIX PE3YJIbTAaTOB OOyUEHUs] 1O JUCIUIUIMHE (MOJIYJI0), COOTHECEHHBIX C
TUTAHUPYEMBIMH pe3yJbTaTaMi OCBOEHUSI 00pa30BaTeNbHON MPOTrPaMMBbI:

Kon HaumenoBanue WNupukaropsl [IepeueHb mIaHUPYEMBIX PE3YJIbTATOB

KOMIICTCHIIM|  KOMIICTCHIIMH oOyueHust
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IK-3 Crniocoben MK-3.2. Ymeer:

yHpasJIsITb AHanuzupyer IPOBECTH OLIEHKY TEKYIIErO0 COCTOSHUA
(rHAHCOBBIMHU 3G dEeKTUBHOCTD [POLIECCOB M pe3y/bTaToB, a  TaKxke
IIOTOKaMH 1 UCIIOJIb30BAHUS MOHHMTOPUHI  TIPOM3BOIMTEILHOCTH  TIOCIE
pecypeaMn U POBEIX TIATHOPM  [BHEIPEHUS MUPPOBBIX TIATHOPM
OpraHu3aIyii ¢ (nanpumep, ERP-
?g;gg;ggE%HHeM cHcTeM, 00JIaYHbBIX Baaneert:
aBTOMATH3AIMH it | CCPBUCOB) JUIA METOJMKOH  COMOCTaBJICHUS OKOHOMHYECKOTO
L poBbIX yIpaBICHHS addexkra u 3aTpaT Ha BHEIPECHHUE IUPPOBBIX
mw1atdopm pecypcamu iaThopm




OpraHu3aru
(MaTepuaTbHBIMH,
TPYIOBBIMH,
UHGOPMAIMOHHBIMH)
U Tpejiaraet
PEKOMEH/IAIMH 110 UX
ONTHMU3AIUH

I1K-6 Criocoben IIK-6.1. Beisnsiet u Ymern:
y4acTBOBATh B KJIAaCCU(HUIHIPYET BBISIBIATH PUCKH, C KOTOPBIMU MOYET
paspaloTke 1 PHUCKH, BOSHHKAIOIINE | CTOJKHYTHCS OPTaHU3AINS TPU UCTIOIH30BAHUN
peajnsanin [PH UCTIOB30BAHUI UQPPOBBIX TEXHOJIOTHIA
;ngTg;gg pa3nUYHbIX TU(POBBIX
P TEXHOJIOTU B Baagers:

Tpanchopmanun (uHaHCOBOM IMETOANKOMN (hopmupoBaHus CTpaTeruu
(hMHAHCOBBIX a PMHDP p
MPOLIECCOB 1 YIPaBJICHUU U YUCTE  |ympaBiIeHUs] PUCKAMHU JUIS CMATYEHHS HETaTUBHBIX
OusHec-Moaenei [TOCIIEICTBUU

4. CTPYKTYPA n COIJEPKAHUE ANCHUIIJINHBI «JEKTPOHHBIN

JOKYMEHTOOBOPOT»

4.1. CTpyKTypa AUCHUILIHHBI (MOXYJIA)
OO01mast TpyA0eMKOCTh JUCIUTUINHBI COCTABIISICT 2 3a4eTHBIC CIMHUIIBI, /2_daca.
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KOpunnuecku 3HaYNMBIIA

3JIEKTPOHHBIN

JOKYMEHTOOO0POT 6| 8 (4 4 - 11 - 11 - ol B I

DJIEKTPOHHBIN

JOKYMEHTO000POT Ha

Oaze 6 8 |4 |4 - 11 - 11 |+ | -]- |-~

O0(pHCHBIX IpOrpaMm

30 |16 |14 42 42 [TpomexxyTounast

aTTecTanus

OO01mas TpyI0eMKOCTb, dopma

B Hacax 3auer
3aueT ¢ OLEeHKOMI
DK3aMeH

4.2. Conep:kaHue IMCHUIIMHBI

HaumeHoBaHue TeMbI
Ne Conep:xanue TeMbl (pa3aea)
(pa3aeaa)

ep.1 ep.2 ep.3

1 OCHOBBI 3JIEKTPOHHOIO MecTo  3IEKTPOHHOTO JIOKYMEHTOO0OpOTa B JIEATEIHHOCTH
JlokyMeHT0000pOTa opranmzanuii. lloHATHE SJEKTPOHHOTO JOKYMEHTOOOOPOTA.

Pa3Butne nonstus nokymenrta. Knaccudukanus AOKYMEHTOB,
TOoKyMeHTOnoToku. IlpaBuna odopmiieHuss  JOKYMEHTOB.
[TpoexTrpoBanue J0KyMeHTOB. CHCTEMBI  3JEKTPOHHOTO
JIOKyMEHTOO0OpOTa:  CYIIHOCTh U MpPOOJIEMBl BHEIPEHUS
nokyMmenTa. Knaccudukanuss TOKyMEHTOB, JTOKYMEHTOIOTOKH.
[IpaBuia  odopmiienus  gokymeHToB.  [IpoexkTupoBaHue
JTOKyMEHTOB. CHCTEMBl 3JIEKTPOHHOTO JIOKYMEHTO00OpOTa:
CYLIHOCTh M MPOOJIEMbI BHEJIPEHHUS.

2 KoproparisHbie OcCHOBHBIE IpaBWJIa OPraHU3ALUU JOKYMEHTOOOOpOTa. Yuer
CHCTEMBI JIOKYMEHTOB, PETUCTpALU TOKYMEHTOB, ()OPMBI PErHCTpalUH,
3IIEKTPOHHOTO obpabotka noxymeHnToB. Kopnoparnsnas
JIOKyMEHT0060pOTa cucTeMa 3JeKTPOHHOTO JIOKYMEHTO000poTa.

3 FOpHMYeCcK 3HAYNMBIIT Cucrema 3amutsel uHpopmauuu B Poccun. IIponenyps
3IIeKTPOHHBIH Wnentnukanum noip3oBaresieil B CHCTEME 2JIEKTPOHHOTO
JIOKYMEHTO060POT nokymeHtoobopora. Ilpomenypa »1eKTpOHHOH MOIMUCH B

OpraHu3aliy IPUINIECKH 3HAUUMOT0 JOKYMEHTO000pOTA.
[Tpobnembl obecriedeHrs: MOUTMHHOCTH 3JIEKTPOHHOM MOMNCH.
Opraam3zanus paboThl ¢ JOKyMEHTaMH,

CoJIepKalIIMU KOMMEPUECKYIO TalHYy.




HaumMmeHoBaHHe TeMbI
Ne Conep:xkanue Tembl (pa3aesa)
(pa3nena)
ep.1 ep.2 ep.3
4 IIeKTPDOHHBIMN Cuctema 3ammtbel uHbopmanuu B Poccuu. [Ipouemypsl
p
JIOKYMEHTOO0OPOT na | UneHtudukanum moiap3oBareneil B cucTeMe JIEKTPOHHOTO
0aze JIoKyMeHTooOopoTa. [Ipornenypa 2JIEKTPOHHOW TOANKMCH B
O(bI/ICHBIX IIporpamMm opraHu3al OPpUAXYCCKHU 3HAYUMOT'O I[OKYMCHTOO6OPOT21.
[TpoGnembl oOecrieueHus MOATMHHOCTH JICKTPOHHON
noanucu. Opranm3anusi paboThl C JOKYMEHTaMH,
CoZIEpKaIlIMMU KOMMEPYECKYIO TalHY.

5. OBPA30BATEJIBHBIE TEXHOJIOI'MHN

OOpazoBaTenbHbIN MpOLIECC MO TUCHUIUIMHE OpPraHu3oBaH B (opme y4deOHBIX 3aHATUN
(koHTakTHast pabora (ayAUTOPHOW W BHEAYJUTOPHOH) OOydYaromMXCsl C MperojaBaTeieM |
camocTrosiTeNbHass pabota oOywaromuxcs). Y4eOHble 3aHATHS MPEICTABICHBI CIEIYIOIIMMHU
BUJAaMH, BKJIIOYas Yy4yeOHbIE 3aHATHUS, HaAIPAaBJIICHHbIE HA MPOBEACHUE TEKYIIEro KOHTPOJIS
yCIIeBaeMOCTH:

—JIeKINH (3aHATUSA JCKIIUOHHOTO THIIA);

—CEeMHHApPBI, TPAKTUUECKHUE 3aHITHS (3aHATHS CEMUHAPCKOTO TUIIA);

—TPYIIOBbIE KOHCYIbTAINH;

—MHAUBHUIyalIbHbIE KOHCYNbTAllMM W UWHBIE Yy4eOHble 3aHATHS, MpPeAyCMaTpUBAOIINE
WHAUBUAYAIbHYIO pa0OTy MpernoiaBateis ¢ 00yJaronmMcs;

—CcaMoCTosTeNbHas paboTa 00y4Jaromuxcs;

—3aHSATUS UHBIX BUJIOB.

Ha yueOHbIX 3aHATHSAX O0OydaroluMecs BBIMOJIHSIIOT —3alUIaHUPOBAHHBIE HACTOSIIEH
IpOrpaMMOil  OTNeNbHBIE BHIBI y4eOHBIX paboT. VYueOHoe 3amaHue (paboTa) cuuTaercs
BBITMIOJTHEHHBIM, €CJIM OHO OLIEHEHO IMpernoaBaTesieM MOJI0KUTENbHO.

B pamkax caMocTosTenbHONM paboThl OO0YyYaromMecss OCYLIECTBISIOT TEOPETUYECKOe
M3YYEHHE TUCUUIUIMHBI C YUETOM JIEKIIMOHHOTO MaTepuaia, TOTOBATCS K MPAKTUYECKUM 3aHATUAM,
BBITOJIHSAIOT JOMAIIHEE 33JaHusl, OCYLECTBIISIIOT IOArOTOBKY K IPOMEKYTOYHON aTTECTALIUN.

CopepxaHve IUCHUIUIMHBL, BUIbI, TEMbl YYEOHBIX 3aHATUH U (OPM KOHTPOJBHBIX
MEpONPHUATHIA JUCUUIUIMHBI MpPEACTaBICHbl B pasfene 4 HacTosmed mnporpaMMmbl U (oHIE
OLICHOYHBIX CPEJICTB MO JTUCIUILINHE.

Texymasi arrecraumss mno aucuumiaunHe. OleHHBaHHE OOYyYaroIIErocs Ha 3aHATHAX
OCYIIIECTBIISIETCS. B COOTBETCTBUHM C IIOJIO)KEHMEM O TEKYIIeW arTecTaluy oO0ydaroluxcs B
YHHUBEPCUTETE.

[To uToram Texyien arrecTaliuy, BEAYIIUH MPENoiaBaTelb (JIEKTOP) OCYIIECTBIAET TOMYCK
00yyYaromerocst K MpoMeXyTOYHOH aTTecTaluu.

Jonyck K MPOMEKYTOYHOH aTTeCcTAlMU MO JucuuIiuinHe. OO0yJaronuics A0MycKaeTcst K
IIPOMEXYTOUHOM aTTecTaluy IO AWCLUIIMHE B CIy4yae BBINOJIHEHHS WM BCEX 3aJaHUM U
MEPONPUITHI, TPEAYCMOTPEHHBIX HACTOALIEH MPOrpaMMOil AMCHUMILIMHBI B TIOJHOM OOBEME.
[IpenogaBatens UMEET MpPaBO H3MEHATh KOJMYECTBO M COACPKAHUE 3aJaHUN, BbIIABa€MBbIX
obygaronuMcs (00yJaromeMycs), UICX0As U3 KOHTUHTeHTa (YPOBHS MTOATOTOBJICHHOCTH).

Jlonyck oOydaromierocs K NMPOMEXYTOYHOM aTTECTallMM M0 JUCIMIUIMHE OCYIIECTBIISET
npernojaBaTesb, BeAYIIUM ceMUHapcKue (MPaKTUYECKUE) 3aHTHS.

OOyuaromuiics, uMerOmUiA y4yeOHble (aKaZeMH4YecKHe) 3aJ0/DKEHHOCTH  (TPOITYCKH
yueOHBIX 3aHSATUH, HE BBIMOJIHUBIIMKA yCIemHO 3anaHusi(e)) o0s3aH OTpaboTaTh MX B IMOJHOM
o0Beme.




OTpadoTka y4eOHBIX (aKaJeMHYeCKHX) 3aJ10JIKEeHHOCTell mo aucuumnianHe. B ciyuae
Haau4us y4eOHOW  (aKageMHU4yecKoW) 3aJO0JDKEHHOCTH 1O  JUCIUIUIMHE, O00ydJarouuics
oTpabaTbIBaeT MPOMYIICHHBIC 3aHATHS W BBHIMONHICT 3alUIAHUPOBAHHBIE W BBIJAHHBIC
npenogaBareneM 3anaHusg. OTpaboTka NPOBOJUTCS B IMEPUOJ CEMECTPOBOrO OOYYEHHs] WIH B
NEPUO]I CECCUH COTIACHO rpaduKy (pacuCaHnI0) KOHCYIbTAUN MpenojaBaTers.

OOyuaromuiics, NOPOMYCTUBIIMM  JekyuoHwoe  3auamue, 00s3aH  MPEIOCTABUTH
IpenosiaBaTeNlo  peepaTuBHbI  KOHCIEKT  COOTBETCTBYIOIIETO  paszjiena  y4eOHOH u
MOHOTpadUUYECKOM TUTepaTyphbl (OCHOBHON U JOMOJIHUTEIBHOMN) MO0 pacCMaTPUBAaEMbIM BOIIPOCAM B
COOTBETCTBUU C HACTOSILEH IPOTPAMMON.

OOyuaromuiics, MPONMYCTUBIIUNA npakmuveckoe 3auamue, orpabaTeiBaeT ero B (opme
pedepaTHBHOTO KOHCIIEKTa COOTBETCTBYIOMIETO pa3jienia ydeOHOW ©  MOHOTpaduYecKoi
auTepaTypsl (OCHOBHOM W JOMOJHUTEIBHON) MO PAacCMaTpPUBAEMBbIM HA MPAKMUYECKOM 3aHSITHH
BOIIPOCAaM B COOTBETCTBHUHM C HACTOSIIEH MporpaMmod wuiaum B (opme, MNpemIoKeHHON
npenogaBareneM. KpoMe Toro, BBIIOJIHAET Bce yuyeOHbIC 3a/aHus. YueOHOe 3a/laHHhe CUUTAETCS
BBIIIOJIHEHHBIM, €CJIM OHO OLIEHEHO IIPENoaBaTesleM MOJI0KUTENIBHO.

IIpome:kyTouHasi aTrecTanusi MO JAUCHUILVIMHE (MOAyJ10). DopMol MPOMEKYTOUHOMN
aTTecTally N0 JUCIUILIMHE OIPENIEIeH SK3aMEH.

[IpomexyTouHass arrecTalusi OOYYAIOUIUXCS OCYIIECTBISIETCS B COOTBETCTBHH C
MIOJIO)KEHUEM O MPOMEXYTOYHOW arTecTauuu oOydwarommxcs B yHuBepcurere. OleHKa 3HAHUN
00y4aroIerocsi OLEHUBACTCS MO KPUTEPHSIM, MPEJICTAaBICHHBIM B (DOHIE OIEHOYHBIX CPENCTB IO
JTUCLUTLITNHE.

6. YUEBHO-METOAUYECKOE OBECHEYEHUE CAMOCTOSITEJIBHOM
PABOTbBI CTYJAEHTOB. OHLEHOYHBIE CPEACTBA /Jid TEKYIIEI'O
KOHTPOJISI YCHEBAEMOCTH, IPOMEXYTOYHOW ATTECTAIIMA TIO
UTOI'AM OCBOEHUA JUCLHUIIJINHBI.

Ayoumopnas camocmosamenvhas paboma 00y4aOuuxcs.

dopmaMu MpoBeAEHUST YUeOHBIX 3aHATUH U ¢GopMaMM 3aJaHUil AN CaMOCTOSTENbHOM
paboThl O0yJaromuxcs B ayaUTOPUH TOJ KOHTPOJIEM NpPENojaBaTessl SBISAIOTCS: KOHTPOJIbHAS
paboTa; pelleHHe 3aJay; KOJJIOKBHYM; TECTUPOBAHHE; OTBETHI Ha BOIPOCHI; coOeceloBaHUE;
WH/IVBUYalIbHBIE  KOHCYNIBTAIlMHM; TPYIIOBBIE KOHCYJIbTAIlMHM;, MPOBEpKA MPAaBUIHHOCTH
BBITTOJIHEHUS JIOMALIHETo 3aJaHMs; JOKJIAZ M €ro oOCYXJEHHUe, JleloBas Urpa; pojeBas WIpa;
pa3bop keiica (NMPOW3BOJACTBEHHOM cHUTyalnuu); (HOPMYJIUpPOBAHHWE BOMPOCOB IO TEME;
AHHOTHPOBAaHKE YYeOHOT0 MaTepHasia  T.JI.

CamocrosTenbHas paboTa 0O0ydYaroOUIMXCS B KOMIBIOTEPHOM Kiacce (B JIUCTAHIIMOHHOM
peXHMe) BKIIOYAET CJENYIOIIMe OpraHu3alMoHHble (opMbl ydueOHOW NesTenbHOCTU: padboTa ¢
AJIEKTPOHHBIM YYEOHMKOM, MPOCMOTP BHUIEO JIEKLUH, paboTa ¢ KOMIBIOTEPHBIMH TpEHaXepamH,
KOMITHIOTEPHOE TECTHPOBAHUE, N3yUCHHE JIOTIOHUTEIBHBIX TEM 3aHATHH, BHIITOJHEHHE JOMAITHUX
3aJlaHUM U T.J.

Bueayoumopuas camocmoamenvnas paboma obyuarouje2ocsi MOTHOCTBIO OCYIIECTBIISIETCS
caMMM oOydarouiuMmcs. Bujsl BHEAyJJUTOPHON CaMOCTOSTEIbHON paboThl 00yYaroLIerocs: YTeHue
TekcTa (y4eOHWKa, TIEpBOMCTOYHHKA, AOTOJHUTENBHON JINTEPATyphl, MHOCTPAHHBIX MCTOYHUKOB);
aHAJTUTHUYECKYI0 00pabOTKy TeKcTa (aHHOTUPOBAHME, PELEH3UPOBaHNE, peepupoBaHie, KOHTEHT-
aHaJIM3 U Jp.); rpaduyeckoe n300pakeHne CTPYKTYpbl TEKCTa; BBIMUCKH M3 TEKCTa; COCTaBJICHUE
IUIaHA M TE3UCOB OTBETAa HAa KOHTPOJBbHBIE BOMPOCHI; COCTABICHHE TAOIUI] Ui CHCTEMaTH3alUU
y4eOHOTO Marepuaia, H3ydeHWe KapT MW JAPYrHX MaTepualioB;, pabdoTa CO CIIOBapsMH W
CIpaBOYHUKAMH; COCTaBJleHHE OuOIMOrpaduu; IMOATOTOBKA COOOLICHMH K BBICTYIUIEHHIO Ha
ceMHHape, KOH(EpeHIMH; MOArOTOBKa pedepaToB, MOKIANA0B, 03HAKOMIICHHE C HOPMATHBHBIMU
JOKYMEHTaMH; YydeOHO-HccienoBaTenbckas padoTa; MCIONb30BAaHME ayAuo- W BHJIEO3alucei,
KOMITBIOTEPHOU TeXHUKH U VIHTEepHeTa.



Jlisi  caMOCTOSITENTbHOM — paboTBl  CTyIEHTaM PEKOMEHIYIOTCA Tpu BHAA y4eOHO-
METOJMYECKOro oOecriedeHus: 1) KOHCIIEKT JISKIHi, 2) HOPMaTUBHO-TIPABOBBIC aKThI, 3) OCHOBHAs
U JOIOJIHUTEIbHAS JINTEPATYPA.

6.2. Y4yeOHO-MeTOAMYECKOE 00ecniedeHHe CaMOCTOSITeIbHON PadoThI CTYyIeHTOB

Mertoauueckue ykazaHus NpeAHa3HAuyeHbl JUIs MOMOIIM o0yuarommmcs B ocBoeHMM Jlis
YCIIEIIHOTO O00ydYeHUs OOydJaloUMiiCs JOJDKEH TOTOBUTHCS K JIGKIIMM, KOTOpas SBISETCS
BaKHeHIeH (opMoii opranu3auy yaeoHoro mpoiecca. Jlekmus:

— 3HaKOMMHT C HOBBIM y4EOHBIM MaTepHalloM,

— DPa3bACHAET yu4eOHbIE FIIEMEHTHI, TPYIHbIC ISl IOHUMaHUS,

— cHUCcTeMaTH3UpyeT y4eOHbl MaTepual,

— OpHEHTUPYET B y4eOHOM mpoIiecce.

Iloozomoeka k nexyuu 3aKI0YAETCS B CIEIYIOIEM:

— BHUMATEJIbHO MPOYUTANTE MaTepUal NpeabIAyIIeH JIeKINH,

— BBIICHUTE TeMy MpeAcTosmedl jekuuu (Mo TeMaTHYecKOMy IUIaHy, IO HH(popManuu
JIEKTOpA),

— O03HAaKOMBTECh C Y4eOHBIM MaTE€pPHAJIOM 10 YYEOHUKY U Y4EOHBIM 1OCOOUSM,

— TOCTapalTeCh ONMPENEIUTh MECTO H3y4aeMOW TEMBI B CBOCH MPOQECCHOHATBHON
HOJTrOTOBKE,

— 3aIUIINTE BO3MOXKHBIE BOIIPOCHI, KOTOPBIE BbI 3aJIaAUTE JIEKTOPY Ha JICKIUH.

Iloozomoeka k npakmu4eckum 3aHAMUAM.

— BHHUMATEJIbHO NPOUYUTATEe MaTrepuan JIEKLUH, OTHOCSAIIMXCS K JIAHHOMY CEMHHAPCKOMY
3aHATHUIO, 03HAKOMBTECH C YUCOHBIM MaTEPHAIIOM I10 YUCOHHUKY M YU€OHBIM ITOCOOHSIM,

—  BBIIUIINTE OCHOBHbIE TEPMUHBI,

— OTBEThTE HAa KOHTPOJIbHBIE BOIPOCHI 10 CEMUHAPCKHUM 3aHSATHSIM, FTOTOBBTECH 1ATh
pa3BEpHYTHIM OTBET Ha KAXAbIH U3 BOIPOCOB,

— olpenenure, Kakue y4eOHbIe 3JIEMEHTbl OCTAIMCh I BaC HESICHBIMM M IIOCTapailTech
[OJIyYUTh HA HHUX OTBET 3apaHee (A0 CEMUHAPCKOro 3aHsATHs) BO BpEMS TEKYILUX
KOHCYJIbTAllMM NPENoJaBaTels,

—  BBIIIOJIHUTE JIOMAIIIHEE 3aJJaHHE.

Vyrure, 9To:

— TOTOBUTHCS MOKHO MHIUBUAYAIbHO, TApaMU WM B COCTaBE MajON TPYMIIbI (IOCIETHUE
ABIsA0TCA 3 HeKTUBHBIMU (hOopMaMu pabOThI);

— pabouast mporpaMma JUCLUIUIMHBI B YACTH 1LIe€JIeH, IepeuHI0 3HAaHUW, YMEHUN, TEPMUHOB U
y4eOHBIX BOIIPOCOB MOXKET OBITh UCIOIb30BaHA BAMU B KaUeCTBE OPUEHTHPA B OpraHU3aluu
00yJeHwusl.

Iloocomoexka «k npomexcymounou ammecmayuu. K TpOMEXYyTOUHOH aTTecTalllH
HEOOXOJUMO TOTOBHUTHCS IIEJICHANPABIEHHO, PETYJSPHO, CUCTEMAaTUYECKH U C TEpPBBIX JHEH
oOyyeHMsT 1O JaHHOM jucuMIiMHe. [lONBITKM OCBOMTH JMCLUUIUIMHY B TEpUOa  3a4E€THO-
HK3aMEHALIMOHHOW CECCHM, KaK MPaBUJIO, TOKA3bIBAIOT HE YA0BJIETBOPUTENIbHBIE PE3YNIbTATHI.

B camom Hauane yqeOHOTro Kypca Mo3HaKOMbTECh ¢ paboyeil MporpaMMoi TUCIUIIINHBI 1
JIPYro y4eOHO-METOANIECKON TOKYMEHTAIIUEH, BKITIOYAIOIUMU:

— TIepeydeHb 3HaHUU U YMEHUH, KOTOPBIMU O0y4aIOUIUIICs T0JKEH BIIAIETh;

— TeMaTUYeCKHE IJIaHbl JEKIUI U MPaKTUYECKUX 3aHATUH;

— KOHTpPOJIbHBIE MEPONPUSITHS;

— yueOHUuKH, yuyeOHbIe TOCcOOus, a TAKXKE AIEKTPOHHbBIE PECYPCHI;

— TIepeuyeHb IK3aMEHAIIMOHHBIX BOIIPOCOB (BOMIPOCOB K 3a4ETY).

ITocne sToro y Bac 10KHO chopMUPOBATHCS YETKOE TpeCTaBIeHne 00 oobeme U
XapakTepe 3HaHUN U YMEHHH, KOTOPBIMU HaJl0 OyJeT OBIaAeTh Mo auciuiuinae. CuctemMaTuyeckoe
BBINOJIHEHHE Yy4eOHOM paboThl Ha JIEKIUAX U MPAKTUYECKUX 3aHATUSAX MTO3BOJUT YCIIEIIHO OCBOUTH
JUCIUIUIMHY U CO3/1aTh XOPOIIYyI0 0a3y AJisi IPOXOXKACHUS IPOMEKYTOUHOM aTTeCTalluu.

Tabmmma 6.2.1



[lepeyenb yueOHO-MeTOANYECKOT0 O0ecTieYeHHs 1JIs CAMOCTOSITeILHOM PadoThI
00y4aoIMXCH M0 JUCUMILIMHE (MOTYJII0)

Tema

Bua camocTosiTeIbHOM
padoThI

Pexomenapyemasi
JUTepaTrypa

KoanuectBo
JacoB

ep.1 ep.2

ep.3

ep.4

OCHOBBI 3JIEKTPOHHOTO
JTOKyMEHTO000poTa

O0630p UTEPATYPHI IO
TeMe

BrimonHeHme TeCTOBBIX
3a1aHuI

[Moarororka pedepaTton
(moxnamoR)

IToaroToBka K Bompocam
MPOMEKYTOYHOMN
aTTECTallUU, CBS3aHHBIX
C TEMOM

KopnoparuBHbie crucTeMbl
AJEKTPOHHOTO
JOKYMEHTO000pOoTa

0O0630p UTEPATYPHI TIO
Teme

Brimonnenne TeCTOBBIX
3alaHui

[Moaroroska pedepaTton
(moknamoB)

IToaroroBka Kk Bompocam
MPOMEKYTOYHOMN
aTTeCTalli, CBsI3aHHBIX
C TEMOM

11

IOpuanuecku 3HaunMBbII
3JIEKTPOHHBIN
JOKYMEHTO000pOT

O0630p IUTEPATYPHI TIO
TEeMe

BrIinonHeHne TecToBBIX
3aIaHUN

[loxnroroBka pedepaton
(mokmamoB)

IToaroToBka K Bompocam
MPOMEKYTOUYHOM
aTTeCTalliu, CBS3aHHBIX
C TEMOM

11

DNeKTPOHHBIN
JOKYMEHTOO00O0pOT Ha 6aze
O(UCHBIX TPOTpaMM

O0630p UTEPATYPHI IO
TeMe

BrinmonHeHne TeCTOBBIX
3alaHUN

[Moxroroska pedepaTton
(mokmamoB)

IToaroToBka k Bompocam
IPOMEXKYTOUHOU
aTTeCTallul, CBS3aHHBIX
C TEMOM

O:[1-2]
a:11,2,3]

11

IIpumeuanue: O: — ochosHas aumepamypa, []: — OONOIHUMENbHASA JUMEPAmypa, 8 CKOOKAX — NOPAOKO8bll HOMeED NO

CRUCKy

s OGonee yriayOJEeHHOTO W3y4YeHHs] TEMbl 3aJaHUsl JJIs CaMOCTOSATENbHOW paboThI

PEKOMEHAYCTCA BBINMOJHATE MapalICIbHO C U3YUCHUCM }IaHHOﬁ TEMBEI. HpI/I BBIIIOJTHEHUHN SaﬂaHI/Iﬁ

IO BO3MOXHOCTH HCHOJ’IB?&YﬁT@ HarisiAHOE MPEACTAaBJICHUE MaTcpualia. Cucrema HaKaIlJIMBaHUS

PE3YJIbTATOB BBITIOJHCHUS 3aJlaHUI MO3BOJUT BaM CO3JaTh KOITHUJIKY 3HaHI/II71, y'MeHI/Iﬁ 1 HaBBbIKOB,




KOTOPYI0 MOXXHO HCIIONb30BaTh KakK MPU TPOXOXKICHUM TMPAKTHKH, TaKk M B Oyaymei
npodecCHOHATBLHOMN 1eATETbHOCTH.

6.3. OnleHOYHbBIE CPEACTBA ISl TEKYIIEro KOHTPOJISA YCIIeBA€MOCTH Y MPOMEKYTOYHOM

arrecTauvu (CM.IPHJIOKEHHE)

@OH/ OLEHOYHBIX CPEACTB Il IMPOBEIEHUS TEKYLIEro KOHTPOJs YCIEBAEMOCTH H
MIPOMEKYTOUYHOM aTTECTAIlMM OO0YYAIOIIMXCS MO JUCIUILINHE «DJIIEKTPOHHBIA JOKYMEHTO000POTY,
BXOJIALINI B COCTaB COOTBETCTBEHHO paboueil mporpaMmbl AUCHUILTUHBL, BKIIIOYAET B ce0sl:

— IepeueHb KOMIIETEHLHUH, C yKa3aHHeM 3TaroB UX (OpMHpPOBaHHS B MPOILIECCE OCBOCHHS
JTUCIUIUIUHEI (11. 3);

— ONMCAaHMUE NOKA3aTeyIed U KPUTEPUEB OLECHUBAHUS KOMIIETEHUHUM HA PA3JIMYHBIX ATaIlax HUX
dbopMuUpOBaHUS, a TAK)KE OMHCAHUE IIKAT OLEHUBAHUS, BKIIOYAIOIIUX TPU YPOBHS OCBOCHHUSI
KOMIETEHIIMH (MUHMMaJbHBIM, 0a30BbId, BbICOKHUIT). IIpuMepHbIE KpUTEpUH OLICHUBAHUS
pa3iauyHbIX (OpPM MPOMEKYTOUHOM aTTecTaly JOJDKHBI OBITH pPa3pabOTaHbl MO BCEM
dbopMaM OIIEHOYHBIX CPEJICTB, UCHOIB3YEMBIX sl (HOPMHUPOBAHHSI KOMIIETCHIIUN TaHHON
JUCLUHUILINHBI;

— THUIIOBBIE KOHTPOJIbHBIE 33/IaHUs U IPYrHe MaTepuaibl, HEOOXOAUMBIE 7Sl OLEHKU 3HAHUH,
YMEHUM, HABBIKOB U (WJIM) OMBITA JESITEIBHOCTH, XapaKTEPU3YIOIIUX dTanbl (HOPMUPOBAHUS
KOMIIETEHIIMI B MPOLIECCE OCBOCHHS 00pa30BaTeIbHON MPOrPaMMBI;

— METOJIMYECKHE MaTepUalibl, OINPEACISIONIME NPOLUEAYpbl OLICHUBAHUSA 3HAHUM, YMEHUH,
HAaBHIKOB W (WJIM) OMbBITa JACATCIHLHOCTH, XapaKTePU3YIOMIMX JTanbl (OpMHUpPOBAHUS
KOMIIETCHIINH.

Tabmuua 6.3.1
Kputepun onieHKn NpoMe;KyTOYHOM aTTecTanuu B popme 3adyera

Onenka XapakTepHucTuKa TpeOOBaHMI K pe3ylbTaTaM aTTecTaluu B hopme 3auera

«3a4TeHO» Teoperuueckoe conepkaHue Kypca OCBOCHO IOJIHOCThIO 06€3 poOesnoB
WIH B LIEJIOM, WK OOJIbIIEN YacThi0, HEOOXOIUMBbIE TPAKTUUECKUE
HaBBIKU Pa0OTHI C OCBOCHHBIM MaTepHaIoM COPMHUPOBAHBI UM B
OCHOBHOM C()OPMHUPOBAHBI, BCE WIIK OOJBIIMHCTBO IIPETyCMOTPEHHBIX
paboueil mporpaMmoit y4eOHBIX 3a/laHHH BBINOIHEHBI, OT/AEIbHbIE U3
BBINIOJTHEHHBIX 3a/1aHUi coJepKaT OUIMOKHI

«He 3aureno» Teopernueckoe cosepkaHue Kypca OCBOCHO YaCTUYHO, HEOOXOMMbIe
HaBbIKU paboThI HE cHhOPMHUPOBaAHBI WM C(HOPMHUPOBAHBI OTJEIIbHBIE U3
HUX, OOJIBIIMHCTBO MPEIYCMOTPEHHBIX pabouel yueOHOH mporpaMmMoit
3a/laHui He BBIMIOJIHEHO JTMOO0 BBIMOIHEHO C IPYOBIMU OLLIMOKaMH,
Ka4eCTBO UX BBITIOJIHEHUS OLEHEHO YUCIOM 0aioB, OJIM3KUM K
MUHUMYMY.

Tabmauma 6.3.2
Kputepun onieHKM NpoMe;KyTOYHOM aTTecTaluu B gopMe IK3aMeHA

Onenka XapakTepucTuka TpeOOBaHHUH K pe3ylnbTaTtaM aTTectaluu B hopme
JK3aMeHa
«OTINYHO» Teopernueckoe conepxkaHue Kypca OCBOEHO MOJHOCTBIO 0€3 MpoOesoB,

CHCTEMHO U I'Ty00KO, HE00X0AMMBbIE IPAKTUUECKUE HABBIKUA PAOOTHI C
OCBOCHHBIM MaTepHalioM c()OPMHUPOBAHEI, BCE TIPEAYCMOTPEHHBIE pabodeit
y4eOHOI1 mporpamMmoit yueOHbIe 33/1aHUS BBIIIOTHEHbI 0€3yIPeyuHo,
Ka4eCTBO WX BBHITIOJHEHHUS OIEHEHO YMCIIOM OaJUTOB, OJM3KUM K
MaKCUMYMY.

«Xopomo» Teopetndeckoe copepkaHne Kypca OCBOSHO B IIEJIOM 0e3 mpo0eItoB,
HE00X0/IMMBbIE IPAKTUYECKHE HABBIKU PaOOTHI C OCBOEHHBIM MaTepHajoM B
OCHOBHOM c()OpMHpPOBaHbI, IPETyCMOTPEHHbIE paboyeil yueOHoM
IporpamMMoil yueOHble 3a/1aHUsI BHIIOJIHEHBI C OTAECIbHBIMU HETOUYHOCTSIMH,




KAa4eCTBO BHITIOJHEHUS OOJBIIMHCTBA 3aJJaHAI OIICHEHO YMCIIOM 0aJlioB,
OJIN3KUM K MAaKCHMYMY.

«Y nosnetBoput | TeopeTudeckoe coqiep:kaHre Kypca OCBOSHO OOJBIIEH YacThi0, HO TPOOEIIBI
eIIbHOY» HE HOCSIT CYIIECTBEHHOTO XapaKTepa, HeOOXOAUMbIC IPAKTUIECKUE HABBIKU
paboThI C OCBOEHHBIM MAaTEPHAJIOM B OCHOBHOM C()OPMHUPOBAHHI,
OOJILIITUHCTBO IIPETYCMOTPEHHBIX pabouell yaeOHOH TporpaMMoi ya4eOHBIX
3aJlaHu¥ BBIMIOJTHEHBI, OT/ICTBHBIC U3 BBHITIOJTHEHHBIX 3aJaHUN COJIePIKAT

OIIMOKH.
«HeynosnetBop | TeopeTudeckoe cojiep)kaHue Kypca OCBOSHO YaCTHYHO, HEOOXOIUMBIC
UTEILHO HaBBIKK PabOTHI He chopMHUpOBaHBI WTH CHOPMHUPOBAHBI OTJEIBHBIC U3 HUX,

OOJILIITUHCTBO IIPETYCMOTPEHHBIX paboveil yaeOHON MpOorpaMMoi yueOHBIX
3aJlaHu¥ HE BBITIOJHEHO JMOO0 BBIMOJHEHO C IPYOBIMHU OTHOKAMU, KA4eCTBO
WX BBIIIOJIHEHUS OIICHEHO YHCIIOM 0aJLIOB, OJIM3KUM K MUHUMYMY.

Bce (GopMbl OLEHOYHBIX CpEeACTB, MNPHUBOAMMBIE B paboyeil mporpaMme, HOJKHBI
COOTBETCTBOBATH COJIEPKAHHUIO y4eOHOW TUCIMIUIMHBI, U ONPENENATh CTeeHb C(HOPMUPOBAHHOCTH
KOMIIETEHIIMH 110 KaX/I0MYy pe3yJbTaTy 00y4eHusl.

TunoBbie KOHTPOJIbHbIE 3aJaHUS U IPYTHe MaTepuasbl, He0OX0AUMbIe 1JI51 OLleHKU 3HAHUIA,
YMEHUIi, HABBIKOB U (MJIH) ONBITA 1eATEJbHOCTH, XaPAKTEPHU3YIOIIMX ITanbl ()OPMUPOBAHUS
KOMIIETEHIIUI B Mpoiecce 0CBOEHUs1 00pa30BaTeIbHOI MPOrpaMMbl

Tunosbie TeMbl pedepaTon

1.®akTopsl, BIUSIONIME HA BBIOOp 0a30BOH MIaTHOPMBI.

2.ECM-cuctemsl.

3.BPM — cucremsr.

4.0teuectBennbie CO/I.

5.Lotus Notes.

6.Daxtop Microsoft SharePoint.

7 ITopcucrembl aBTOMATH3AMK JOKYMEHTOOO0POTA.

8.CucTeMbl aBTOMAaTH3AIIMH JIEITONPOU3BOJICTBA.

9.Iloacucrema apxuBa JOKYMEHTOB, YIPAaBJICHUS KOHTEHTOM U CpEJICTBA CTPYKTYpH3alMH.
(Opranumzanust xpanwnuma ¢ainoB; OpraHuzainusi MeTaJaHHbX; MHTerpamus ¢ oQUCHBIMU
npuioxkeHusMu; CpeacTsa cTpyKTypuszanuu nadopmannu B apxuse; CpeacTsa 3arpy3ku
nokymentoB Data Capturing; [Ipumepsl cpeCTB OpraHu3alli apXruBa JOKYMEHTOB B Pa3IMYHbBIX
knaccax [10). CMK CMK-PITI-B1.112-2019

10.Cucremsl BBOJIa TOKYMEHTOB U CUCTEMBI 00pabOTKH 00pa30B TOKYMEHTOB

11.IlogcucremMa MapuIpyTHM3allUd  JOKYMEHTOB M ympaBieHus 3ajnaHusiMu.  (IIpumepsr
WCIIOJIb30BAaHUsl MapUIpyTH3alMy JOKYMEHTOB B pa3iIMYHBIX NPHUKIAJHBIX cHcTeMax; Bunuel n
CIocoObl MapHIpyTH3alMU TOKYMEHTOB; EnuHas uH@pacTpykrypa 3ananuil, pynkuuu; Cpencrsa
opranuzaiuu 3amerneHuif; CpelncTBa yBeJOMJIEHMH M aBTOMaru3alus oOpabOTKM 3aJaHMii;
[Tpumepsl cpeicTB MapIIpyTU3AlMK U TIOJICUCTEMBI 3aJJaHKi B pa3auyuHbIX kiaccax [10).
12.Cucrembl KOMITJIEKCHOM aBTOMaTU3aIlul OU3HEC-TIPOIIECCOB.

13.Tunsl TPUIIOKEHUH, BHEAPSEMBIX B paMkax KoprmopatuBHOW COJI: apXuBBI 3IIEKTPOHHBIX
JOKYMEHTOB; aBTOMATH3allMsl TPOLIECCOB KJIACCHUYECKOI'O POCCHUHCKOro JOKYMEHTO0OO0pOTa
(moaepkka JOKyMEHTAIlMOHHOTO obecrieueHus ynpapienus — JJOVY); aBromaTuzamus mpoieccoB
COIJIACOBAaHUS JOKYMEHTOB;, aBTOMATH3alUsl YNpaBlIeHHs OyMa)XHBIM apXHMBOM; aBTOMAaTHU3aLUs
MpoLEeccOoB  OOLIEaIMUHUCTPATUBHOIO JIOKYMEHTOOOOpOTa; aBTOMAaTH3alusl Creuu(UYecKux
OTpacieBbIX 3a/1a4; aBTOMATHU3aLMs IPOIIECCHOTO YIPaBJIEHUs; aBTOMATH3aIMs JOKyMEHTO000pOoTa
B yIpaBJICHUH NMPOEKTaAMH; aBTOMATH3aIUsl TEXHUYECKOTO TOKYMEHTO000pOTa.

14. ApXuBBI JIEKTPOHHBIX JJOKYMEHTOB.

15.ABTOMaTH3aNMs TPOIECCOB KIACCHYECKOTO POCCHUUCKOTO JOKYMEHTO0OOpoTa (TOAIepikKKa
JIOKYMEHTAIMOHHOTo o0OecrieueHus ynpasieHus - JI0Y).



16.ABTOMAaTH3AIMS IPOLIECCOB COTTIACOBAHUS TOKYMEHTOB.

17.ABTomaTu3anus ynpasieHUs OyMaKHBIM apXHBOM.

18.ABTOMaTH3aIIMS MTPOIIECCOB OOIEAAMIUHICTPATHBHOTO IOKYMEHTOO00POTA.

19.ABToMaTu3anus cnenupUIecKuX OTPaciIeBbIX 3a/1a4.

20.ABTOMAaTH3AIHS TPOLIECCHOTO YIIPABICHUSI.

21.ABTOMaTH3aLMs JOKYMEHTOOOOPOTAa B YIIPABICHUH IPOCKTAMH.

22.ABTOMAaTH3AIMS TEXHHYECKOTO JOKYMEHTO000pOTA.

23.Cucrema 3J1eKTpOHHOr0 JOKyMeHToobopoTa Lotus Domino & Notes.

24.0co0eHHOCTH BHEAPEHUS U KCILTyaTaluH.

25.Cuctema 37eKTpoHHOTO AoKymMeHTooOopoTa Lotus Domino & Notes. IlonmokeHrne Ha pbhIHKE.
26.McTopHsi CUCTEMBI, JTMLIEH3UU U CEPTUDUKATHI.

27.Ctpykrypa CompanyMedia. ApXUTEKTypa CUCTEMBI.

28.CO/] Lotus Domino & Notes. Kputuka. Konkypupyromue pa3padoTKH.

29.01eHKa S5KOHOMUH U BbITO. VcunciiseMble BBITOIBI.

30.01eHKa PKOHOMUM U BEITOJ. HencuuciisieMble BBITOBI.

31.0uenka a3 dextuBHoctu BHeapeHuss CO/I.

32.Pacuer pacxonoB. PacueT 10oxo0/10B.

33.OxoHOMHYECKas 11eJecoo0pa3HoCcTh HOBOBBeeHH . COCTaBISIONINE SKOHOMHUECKOT0 3 deKTa.

Tunosble TeCTOBBIE 32 JaHUA
1. Kakoii 3akoH onpeaenui 00s13aTeIbHOCTh TIOKyMeHTUpoBaHus uHGopmanmu?
1 "O kommepueckoii Taitae" ot 29 uronst 2004 r. Ne 98-@3
2 "O6 undopmanun, HHGOPMALHOHHBIX TEXHOJOTUAX U 0 3ammTe HHGopManun" ot 27 uroias
2006 r. Ne 149-@3
3 "O06 snexTponHoii noanucu" ot 06 ampens 2011 r. Ne 63-D3
4 "O06 apxuBHOM aene B Poccuiickoit @enepauun” ot 22 oktsi0ps 2004 r. Ne 125-03

2. Ilpopomxute «Jlenonpon3BocTBO» — 3TO...

1 Cucrema xpaHeHHs TOKYMEHTOB

2 CocraBieHue TOKyMEHTOB

3 Otpacib JeATeJbHOCTH, 00ecieYnBAOIIAs JOKYMEHTHPOBAHNE M OPraHU3alUI0 PadoThl ¢
opUIHATBLHBIMYI I0KYMEHTAMM.

3. YKaxuTe TepMHUH, UMEIOLIUI TaKO! e CMBICII, KaK U TEPMHH "1€TI0TPOU3BOICTBO".

1 JToxymeHTHpOBaHUE

2 Cucrtema JOKyMEHTAIUH

3 JlokyMeHTauHOHHOe o0ecriedeHue YIPaBJIeHUs
4 JlokyMeHTUpOBaHHas HH(pOpMaIHs

4. B xakoM (Kakux) HOPMAaTUBHOM aKTe (aKTax) JaHO MOHATHE «DJIEKTPOHHOW MOJMUCH» Kak
JIOKYMEHTA, «... B KOTOPOM OITpeiesieTcsl M0JIb30BaTelNb JIEKTPOHHON IUPPOBOM MoAIHUCH»?

1TOCT P UCO 15489-1-2007 "CUBU/I. YupaBnenue nokymenramu. Oomue TpeboBanus”

2 @enepanbublil 3akoH oT 20.02.1995 N 24-03 "O6 undopmanuu, HHPOPMATU3ALUU U 3aLIUTE
uHpopmanun")

3 MeaepabHblii 3ak0H ""O0 1exTpoHHOol nmoanmucu" ot 06 anpens 2011 r. Ne 63-®3 "

5. Kakue opranuzanuonHsie GOpMBI 1e10Ipor3BoIcTBa Bol 3HaeTe?
1 IlenTpaM30BaHHAs, AelleHTPATU30BAHHAS, CMELLIAHHASA

2 HI/IpeKTHBHaSI, O9KOHOMHYECCKHU O6OCHOBaHHafl, aJaliTuBHasA
3 Py‘{Haﬂ, MCXAaHU3UPOBAHHAA, ABTOMATU3UPOBAHHASA



6. Ilouemy WHCTPYKIIUS TIO  JEJONPOU3BOJICTBY  KOHKPETHOM  OpraHM3alldd  BCETa
WHJUBUTyalIbHA?

1 IloToMy YTO OHA YYUTHIBAET BCE 0COOEHHOCTH, KAK COCTABA JIOKYMEHTOB,

TaK ¥ TEXHOJIOTHH UX 00pabOTKH.

2 Tak Kak OoHa B KaX/I0H OpraHu3aiuu pa3padaThiBaeTCss Pa3HBIMU JTFOAbMH.

3 I[ToToMy 4YTO B pa3HBIX OpraHU3AIUAX [T0-PAa3HOMY Ha3bIBACTCs CITY)K0a JEIOMPON3BOICTRA.

7. YTo 0OBIYHO AAaeTCs B MPUIIOKEHUAX K MHCTPYKIUH T10 J€TIONPOU3BOICTBY?

1 O6pa3ubl 10KYMEHTOB, (hopMBbI JOKYMEHTOB, Pa3IUYHbIe CIIMCKU WU MepPeYHH
2 O0pa31pl MOAMUCEH PYKOBOIUTENCH, CIIMCKU JTOJDKHOCTHBIX JIMIl, UMEIOMIMX MPaBO TOJIMUCH
JIOKyMEHTOB

8. Kakue Bompock! ocBeniaroTcs B OCHOBHBIX MpaBHIIax PabOThl apXUBOB OpraHU3AIIH?

1 TpeOoBaHus K HOMEHKJAaTypaMm Jej, MNOpsIoK (OPMUPOBaHMUS €1 B JEJIONPOU3BOJICTBE,
OpraHM3anys U NOPSAJOK IPOBEACHMS SKCIEPTU3bI LIEHHOCTH JIOKYMEHTOB B JEJIONPOU3BOJACTBE,
HOPSI0K BBIJICNIEHUS JOKYMEHTOB K YHUUTOKEHHIO, [TOArOTOBKA JIeJI K Iiepe/iaye B apXUB

2 KomnjiekToBaHue apxuBa, ofecrieyeHne COXPAHHOCTH JOKYMEHTOB apXHBa, OpraHu3anus
JAOKYMEHTOB B apxuBe, y4eT JOKYMEHTOB B apXuBe, HAYYHO- CIPABOYHBIH anmapar K
JOKYMEHTaM apXHMBa, HCI0JIb30BAHME JOKYMEHTOB apXHBa, MOPAA0K IepeJadyud J0KYMEHTOB
apXuBa HA NOCTOSIHHOEe XPaHEeHHUe, OPraHu3anus padoThbl apXuBa

3 OtBetsl 1 1 2 mpaBUIIbHBIC

9. HazoBuTe BUIBI NMHUCHMEHHBIX JOKYMEHTOB, KOTOpPBIE BXOHISAT B COCTaB YHH(HUIIMPOBAHHOMH
CUCTEMBI OPIaHU3aLMOHHO-PACIOPSAAUTEIbHON JOKYMEHTAUH?

1 npuxa3ssl, ykazaHusi, HIOCTAHOBJIEHUS, PACTOPSIZKEHH
2 IIpoTokou1, aKT, ycTaB, MPUKa3, yIPEAUTEILCKAN TOTOBOP
3 YcraB, yupeauTeabCKUii JOroBop, 00bICHUTENbHAS 3aM1MCKa, (pakcorpamma, TeJaerpaMma

10. 3auem JOKYMEHT HY>KHO MPAaBUIBHO 0HOpMIATH?

1 YT0o0BI NIpUAATH IOPUAUYECKYIO CHILY
2 YtoOBl NOATOTOBUTH K Pa3MHOXKEHHUIO
3 YToOb! HOATOTOBUTH K COTIACOBAHMIO

11. Kakoit TOCT pernmameHTHpyeT TmpaBujia pa3MelleHuss HU Oo(OpMIEHHS PEKBU3UTOB
OpraHU3alMOHHO-PACTIOPSAUTENbHBIX JOKYMEHTOB?

1.TOCT 6.37-98

2. TOCT P 7.0.97-2016
3. TOCT P 6.30-2003

4. ET'C JIOY

12. Ha xakue noxymenTsl pacnpoctpansercs [OCT P 7.0.97-20167

1 Ha OPraHM3alMOHHO-PACIIOPAAUTENbHBIE  JOKYMEHTHI (OPLD), OTHOCHLIHECH K
yHuunuposannoi cucreme OP/I

2 Ha Bce JOKYMEHTHI, COMPOBOXK/IAIOIINE JESITEIbHOCTh JIIOOOH OpraHu3alyy, yUpexIeHUs WU
IPEITPUITUS

3 Ha ynpaBneHueckue 1 5JKOHOMHUYECKUE JOKYMEHTHI



13. BoccranoBute mpomyiieHHOE CI0BO: "PEKBH3UT - 3TO 00sA3aTeNbHBIN AJEMEHT O()OPMIICHHS.. .
JIOKymMeHTa".

1 OdunuanbHoro
2 CiryxeOHOro

3 JIroboro

4 benoBoro

14. CKOJIBKO PEKBU3HUTOB HUCIIOIB3YIOTCS MPU OPOPMIICHUN JTOKYMEHTOB?

15. Yro Takoe dhopmyssp 1oKyMeHTa?

1 HaGop pexBU3MTOB OQUIHAILHOI0 MNHCbMEHHOI0 [OKYMEHTa, pACHOJIOKEeHHbIX B
onpeaeeHHOH M0CJIeJ0BATEJIbHOCTH

2 Onucanue nopsiaka ohopMIeHUS PEeKBU3UTOB JIIsl KOHKPETHOTO BUIA JOKYMEHTA

3 ®opma KOHKPETHOTO JOKYMEHTa, IIOATOTOBIICHHASI B BUJIE TEKCTa- Tpadapera

TunoBblie BOIIPOCHI K l'lpOMC)KyTO‘-IHOﬁ arrecranuun

1.IlonsiTHE TOKYMEHTa, TOKyMEHTOO0OpOTa M IMMOTOKA JIOKYMEHTOB.

2.11lenu BHepeHUs 3JIEKTPOHHOIO IOKyMEHTO000pOTa.

3. TerneHIH pa3BUTHS CUCTEM JIEKTPOHHOTO JTOKyMeHTooOopoTa. PerHok CO/I.

4.Cta"napThbl B 00J1aCTH AJIEKTPOHHOTO AoKyMeHTooOopoTa (EDI).

5.Mecro CO/] B HHPOPMAITMOHHOW CUCTEME TPEATIPHSITHSI.

6. Tunsr CO/I. Cuctema 1e710pON3BOICTBA U CUCTEMA JIEKTPOHHOTO JOKYMEHTOO00pOTA.

7. Knaccupukanusi  aBTOMATU3HPOBAHHBIX  CHCTEM  JICJIONPOM3BOJCTBA W DIIEKTPOHHOTO
JIOKYMEHTO000pOTa.

THUIBI TEXHOJIOTUI ANEKTPOHHOIO yrpaBieHus JokymeHTtamu (DY ]1).

8.JlokymMeHT B HMH(OpMalMOHHOW cucTeme. TUIbl JTOKYMEHTOB B HH(OPMALMOHHOM CHCTEME:
OyMaXHBII JIOKYMEHT, 00pa3 JOKYMEHTa, DJEKTPOHHBIA [OKYMEHT, CTPYKTYpPHpPOBAaHHBIC
nokymenTel, XML — npencrasieHue.

9.Cnennduxka nokymenta B COJI. CroxHbIC TOKYMEHTHI. JJOKyMEHT B J€ITOTIPON3BOCTBE.
10.Mokyment B CO/1. Poxxnenue. Ctanosnenue. [lyGnukanus. ApXxuBupoBaHHe.

11.Ilonnepkka >ku3HEHHOTO IWKIa B pasnuuHbix COJl. Xpanunwuine aTtpuOyTOB TOKYMEHTOB.
XpaHWIHIIE caMUX JOKYMEHTOB.

12 Konnenmuu 6e30yMaXHOH TEXHOJIOTUHU YIPABICHHUS.

13.TunoBeie koMmoHeHTsl COJ/I: xpaHwiuiie kapTodek (arpuOyToOB) JOKYMEHTOB; XpaHWIHIIE
JIOKYMEHTOB; KOMITOHEHTBI, OCYIIECTBIISIONINE OU3HEC-IOTUKY CUCTEMBI.

14 Komnonents! ¢ynkiuonansHoctd COJl. Ympasienue nokymeHTamu B XpaHwiuiie. [lomck
JOKYMEHTOB. MapipyTru3anus ¥ KOHTPOJIb UCTIOHEHHsI. OTYeThl. A IMUHHCTPUPOBaHHE.
15.Metoas! copTupoBKU 10KyMeHTOB B CO/I.

16.0cHoBHbIe ¢hyakr CO/]. Tunoseie TpedoBanus k CO/I.

17 IIpeumy1iiecTBa BHEAPEHHS CUCTEMBI SJIEKTPOHHOTO JJOKYMEHTO000pOTa.

18.ITprumHb! aBTOMaTH3auu. BEIOOpP CHCTEMBI aBTOMATH3AIIHH.

19.BapuanTel pemieHus 3ahad  aBTOMaTH3allMd JOKyMeHTooOopota. [IpoGnema enuHCTBa
nHpopmarmonHoi cuctemsl U uHTerpannu COJ] B undpactpykTypy kopmnopatusHoit MC.
20.Kpatkuii 0630p prIHKa U KJIacCHPUKAIMA 1aTGOPM, IPEICTABICHHBIX HA PhIHKE.



Bce onienounsle cpenctsa k aucuuiinie npuBeaeHsl B @OC, KOTOPHIH SABIISIETCS MPUIIOKEHUEM K
Hactosimen PII/I.

7. YYEBHO-METOAUYECKOE n MATEPUAJIBHO-TEXHUYECKOE
OBECNEYEHUE JUCHUIJIAHBI «(QJEKTPOHHBINA JOKYMEHTOOBOPOT»
7.1. OcHOBHas UTepaTypa

1. Kysnenoa, . B. KouduneHnmansHoe IEIOMPOU3BOJICTBO W 3AIIUIICHHBIA AJICKTPOHHBIN
JIOKYMEHTOO0O0POT : yueOHoe mocooue mist 6akanaspoB / M. B. Ky3nenosa, I'. A. XauaTpsH.
— MockBa : Au [lu Ap Memma, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — Texkcr
:nektponHsld // IludpoBoit obpazoatensHbii pecype IPR - SMART : [caiit]. — URL:
https://www.iprbookshop.ru/97083.html
2. CrenanoBa, E. H. Cucrema 31eKTpOHHOTO JOKYMEHTO0OOpOoTa (00avuHOe pelieHue) : yueOHoe
nocobue / E. H. CrenanoBa. — Mocksa : At [Iu Ap Meaua, 2021. — 182 c. — ISBN 978-5-4497-
0767-3. — Texkcrt : anextponHHsIii // L{ludposoit oopazoBarenbublii pecype IPR SMART : [caiiT]. —
URL: https://www.iprbookshop.ru/101357.html
7.2. lonoiHUTeIbHAS yueOHasl IuTepaTypa
1. Pomanos, /1. A. [IpaBaa 06 snextponHoM nokymentoodopore / JI. A. Pomanos, T. H. UnbuHa,
A. 1O. JlorunoBa. — 2-¢ m31. — Mocksa : JIMK Ilpecc, 2020. — 220 c¢. — ISBN 978-5-93700-
062-0. — Texkcr : anexktponnbiit // Lludposoit obpazoBatenbublii pecypc [IPR SMART : [caiit]. —
URL: https://www.iprbookshop.ru/89597.html
2. Cocrapnenue u oopMIIEHHE AETOBBIX JTIOKYMEHTOB : yueOHoe mocobue / . — Mocksa : Al [1u
Ap Menma, 2021. — 145 c. — ISBN 978-5-4497-0845-8. — Tekct : anexktponusiii / [IPR SMART
: [caiit]. — URL.: https://www.iprbookshop.ru/103345.html
3. CucTeMsbl 3JIEKTPOHHOTO JJOKYMEHTO000poTa : ydeOHoe mocobue (J1abopaTOpHBI MPaKTUKYM) /
cocraButenu M. I'. Pomanenko. — CraBpornous : CeBepo-KaBkasckuit ¢penepanbHblit
yauBepeuteT, 2020. — 109 ¢. — Texkcr : anexrponHsiii // L{udposoii 06pazoBaTebHEIN pecypc
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/92745.html
7.3. Illepeuennb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKALMOHHOM ceTH « AHTEepHETY,
HEeO00XOIUMBbIX /115l 0CBOEHHUS TUCHUILINHBI
1. e-Library.ru [Dnextponssii pecypc|: Hayunas osnextponnas Oubnmoreka. — URL:
http://elibrary.ru/ .
2. Hayunas osnextponHas Oubmmorexa «KubGepJlenmnka» [Dnextponsslii pecypc]. — URL:
http://cyberleninka.ru/.
3. DnekTpoHHO-OMONHMOTEYHast  cUCTeMa  «YHHBEpPCHTETCKas  OuOimoTeka  OHIJIAHHY»
[DnekTponnsbiii pecypc]. — URL: http://biblioclub.ru/index.php — Jloctym k cucreme
cornacHo npaswiaMm DbC u norosopom ynusepcurera ¢ ObC.
4. DOnexktpoHHo-OMOnMoTeuHass cucrema IPRbooks [Onextponnsnii pecypc]. — URL:
hitp://www.iprbookshop.ru/. — doctyn k cucteme coriacHo mpasuiam DbC u goroBopom
yauBepcurera ¢ ObC.
7.4. IlepeyeHb NPOrpaMMHOro odecredeHust

[TucbmeHHble pabOTHI BBIMOJHAIOTCS C HCIOJb30BAHUEM TEKCTOBOIO penakropa MS
WORD, MS ECXEL - mns tabmur, guarpamm U T.1., MS PowerPoint- 1111 TOATOTOBKH CIIAHI0B |
IIPE3EHTALUMN.

[Taketsr mpukiagubix nporpamMm «1-C byxrantepusi», Bepcus 8a; «Hdo-Oyxranrepy,
uHTerpupoBanublii naker MS Office.
7.5. IlepeyeHb HH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM

1. CnoBapu u >HUMKIIONEANN HAa AkaaeMuke [DnekTpoHHbIH pecypc] // Axanemuk. — URL:
http://dic.academic.ru.

2. DnexkTtpoHHO-OMOnuoreynas cucrtema IPRbooks [Dnexkrponnwiii pecypc]. — URL:
http://www.iprbookshop.ru. — Hoctym k cucreme cormacHo mpaBwiaM DBC u moroBopom
yauBepcurera ¢ ObC.



http://elibrary.ru/
http://cyberleninka.ru/
http://biblioclub.ru/index.php
http://www.iprbookshop.ru/
http://dic.academic.ru/
http://www.iprbookshop.ru/

7.6. MatepuajJbHO-TeXHHYeCKOe o0ecnedeHHe Y4eOHOM M CIMIIIMHbI

Jns MaTepUaIbHO-TEXHUYECKOTO o0ecrnieueHus TV CLUTIINHBI «ONEeKTPOHHBIN
JOKYMEHTOO0O0POT» HMCHOJIb3yeTcsl crenuanusupoBanHas aynutopus ¢ IIK u xoMmbloTepHBIM
MIPOEKTOPOM, dJIeKTpoHHas Oubaunoreka MHrT'Y, yueOHO-MeTonMUeCKuii KaOMHET, 000PYyI0BaHHBII
MYJIbTUMEAUMHBIMA CpEACTBAaMH OOydYeHHs, KOMIbIOTEpHble Kiacchl. llpum wucmonp3oBaHUU
JNEKTPOHHBIX M3JAaHUM KaKIbld O0OydYalolmMiCSs BO BpEeMs CAaMOCTOSITENBHOM IMOATOTOBKH
o0ecrieyeH pabOYMM MECTOM B KOMITBIOTEPHOM Kilacce ¢ BbIxo7oM B MuTepuer — 1,4 Bxona Ha 50
M0JIb30BaTENEH.

Kaxnpiii oOywarommuiicss obecneueH JOCTYNIOM K JJIEKTPOHHO-OMOIMOTEYHON CHUCTEME,
colepkalleil W3JaHUs 1O OCHOBHBIM HM3y4aeMbIM JUCHUUILIMHAM, CGOPMUPOBAHHON IO
COTJIACOBAHUIO C MPaBoo0IaaTeNIMI YUeOHOH 1 y4eOHO-METOJUUECKOM JTUTEPATYPHI.

ObecrieyeHa BO3MOXKHOCTh OCYILECTBJICHHUS OJHOBPEMEHHOIO MHAMBHAYAIBHOIO JOCTYIA K
cucreme Juig 31 mporueHTa 00yJaronuxcs.

bubnunoreunsiit GOHJ YKOMIUIEKTOBAH MEYATHBIMHU U 3JIEKTPOHHBIMU M3/IaHUSIMU OCHOBHOM
y4eOHOM TUTEPATyphl 10 JUCHUILINHE, U3/IAaHHBIMU 32 TOCIEIHUE S JIeT: 27 3K3eMIUIPOB U3JAaHUI
Ha Kaxapie 100 oOyyaromuxcs.

@®oHA  [OMONHUTENBPHOW  JHMTEpPAaTyphl  BKIIOYaeT  O(QUIHAIbHBIE, CIPaBOYHO-
oubnuorpaduueckre U CreUuaIn3upOBaHHbIC TIEPUOIUIECKUE U3AAHUS: 3 IK3EMILIspa Ha KaXK/ble
100 oOy9arormmxcsi.
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1. IlepevyeHb KOMIIETEHUMH ¢ YKa3aHHeM 3TAnoB uX GOpMHPOBAHUSA B NMpoLecce 0CBOCHUS

o0pa3oBaTeIbHON NPOTrPaAMMBbI

B mporecce ocBoeHuss 00pa3oBaTeNbHON MPOTPaMMbl KOMIETEHIUMH (POPMHUPYIOTCS 110

CICAYIOIIUM JTallaM:

1)

2)

3)

HaYalbHBIM JTam JgaeT oOliee TpeACTaBICHUE O BHIC JICSITEIBHOCTH, OCHOBHBIX
3aKOHOMEPHOCTSIX (YHKIIMOHUPOBAHUS OOBEKTOB Mpo(ecCHOHANBHON IeSaTeIhbHOCTH,
METOJIOB M aJITOPUTMOB PEIICHUS MPAKTUYECKUX 3a]1a4;

OCHOBHOH 3Tal MO3BOJISIET PelIaTh THUIOBBIC 33[1a4d, IPUHUMATh MPOPECCUOHATBHBIC U
yIpaBJIEHYECKHE PEIICHUS IO U3BECTHBIM aJITOPUTMAaM, IIPaBUIIaM U METOTUKAM;
3aBEpIIAIOIIMIA 3Tall MPEANOoaracT TOTOBHOCTh peIIaTh MPAKTUYECKHE 3a7adu
MOBBIIIICHHOW CJIO)KHOCTH, HETUIIOBBIC 3aa4d, NPUHUMATh NPOPECCHOHATBHBIC |
yIPaBJICHYECKHUE PELICHHS B YCIIOBHUSIX HEIOJTHOM ONPEeIEHHOCTH, IIPH HEAOCTATOYHOM
JIOKYMEHTaJIbHOM, HOPMAaTUBHOM U METOJMYECKOM 00CCIICUCHUH.

[Ipn ocBOCHMHM JTUCHUIUIMHBI (MOIYJIs) KOMIICTCHIIHH,

3aKpEIUICHHBIE 3a HEH,

peanu3yroTcd 1o TeMaM (pasjesaM) JAUCHUIUIMHBL (MOAYNS), B OIPEAEICHHOW CTENeHU

(HOJ'IHOCTBIO nin B OFOBOpeHHOﬁ ‘{aCTI/I) H Ha OMMPCACICHHOM J3TaIlC, 4YTO IIPHUBCACHO B Tabm. 1.

Taonuua 1.

Hepeqeﬂb KOMIIeTEeHIIUM ¢ YKa3aHUuEM 3TAIlOB UX (l)OpMI/IpOBaHI/Iﬂ B IIpoiuecce 0CBOCHUA

o0pa3oBaTe/IbHON NPOTrPaMMBbI

[1K-3; TIK-6
Homep Tembi Crenens peanu3anuu Jrtan ¢popMUpPOBaHUSA
e Kon (pa3pena) KOMIIeTeHIIUM NP KOMIIETeHIIUM NPH
" | xomMmeTeHIMHU AUCHUTIIMHBI OCBOCHUM TUCHMIIIMHBI OCBOCHMH THCHUTINHBI
(MonyJis) (MonyJin) (MoayJs)
1. IK-3 1-4 I1IK-3.2 OCHOBHOM
2. [1K-6 2-4 T1K-6.1 OCHOBHOM

2. Onmucanue mokasaTejei Hu KPUTEPUEB OLCHUBAHUA KOMHeTeHHHﬁ, OIMUCAHUE IIKaJ

OICHUBAaHUSA

IIIkana oueHnBaHus, OKA3aTeJ 1M U KPUTEPHHU OLICHUBAHUS 00pPa30BaTeIbHBIX

pe3yJIbTaTOB 00y4alomerocsi BO BpeMs TeKylle aTrecTauuu

Hlxkana
OLleHMBaHUA

IToxa3zarenn u KPUTEPHUHA OLICHUBAHUA

5, «OTIAYHO)

OneHKka «OTIAMYHO» CTABUTCS, €CIHM CTYIEHT CTPOUT OTBET JIOTHYHO B
COOTBETCTBUHM C IUIAHOM, IIOKa3bIBa€T MAaKCHUMaJbHO TJyOOKHE 3HaHUs
pohecCHOHANBHBIX TEPMUHOB, MOHSATHH, KaTeropHuil, KOHUENINH U TEopHil.
VYcTaHaBIMBACT COAEPIKATEIBHBIE MEXKIPEIMETHbIE CBsA3U. Pa3BepHyTO
apryMEHTHUPYET BbIABUIA€Mbl€ IIOJIOKEHUS, MPHUBOJIUT  yOeAUTENIbHbIE
IIPUMEPBL.




4, «xopo1io»

OneHka «XOpoLIO» CTaBUTCA, €CIU CTYAEHT CTPOMT CBOH OTBET B
COOTBETCTBUHU C IJaHOM. B oTBeTe mpencTaBieHbl Pa3IUYHbIE MOJIXOIbI K
npobieme, HO HX OOOCHOBAaHHWE HEAOCTATOYHO TIIOJHO. YCTAaHABIMBAET
COJlepKaTeNIbHbIE MEXIpPEeIMETHbIe CBSI3U. Pa3BepHYTO aprymMeHTHpYeT
BBIJIBUTAEMbIC TIOJIOKEHUS, TPUBOIUT HEOOXOJUMBIE TPUMEPBI, OIHAKO
MOKA3bIBA€T  HEKOTOPYKD  HEMOCJIEeNIOBAaTEIIbHOCTh  aHalu3a.  BbIBOJBI
npaBWiIbHBL. Peub rpaMoTHA, HCIIOIB3YETCs MPodecCHOHANIbHAS JIGKCHKA.

3, «yIOBJIETBO-
PUTEIBHOY

OuneHka «yIOBJIETBODUTEIBHO» CTABUTCS, €CIM OTBET HEJOCTATOYHO
JOTHYECKH BBICTPOEH, IUIAaH OTBETa COOJIIONACTCA HEMOCIEI0BATEIBHO.
CryneHtr  oOHapyXuBaeT  €1abOCTb B Pa3BEpPHYTOM  PacKpbITUU
npodecCHOHATIBHBIX MOHATUI. BhIIBUraeMble TOJI0KEHUS ACKIAPUPYIOTCS, HO
HEJOCTaTOYHO  apryMeHTUpoBaHbl. (OTBET HOCUT  IPEUMYILECTBEHHO
TEOPETUYECKHI XapaKTep, MPUMEPhl OrpaHUYEHBI, INOO OTCYTCTBYIOT.

2, «HEeYyJIOBJIE-
TBOPUTEJIHHOY

OueHKa «HEyIOBIETBOPUTENBHO» CTABUTCSA IPH YCIOBUM HEIOCTATOYHOIO
packpbITUST TPO(ECCUOHATLHBIX TIOHATHUH, KAaTErOpuid, KOHICTIIHA, TEOPHUH.
CTyneHT NposBIsEeT CTpeMJICHHE MOJAMEHUTh HayYHOE 00OCHOBAaHUE MPOOIeM
pacCyXACHUSIMH  OOBIICHHO-TTIOBCETHEBHOTO OBITOBOrO Xapakrtepa. Otser
COJIEPXKUT P/l CEPhE3HBIX HETOUHOCTEN. BBIBOIBI TOBEPXHOCTHBI

IIxana OLICHUBAHUSA, IOKA3ATEC/IU H KPUTCPHUHA OLICHUBAHUA 06pa30BaTeJII>HbIX

pPe3yJIbTaTOB 00y4aloLIerocsi BO BpeMsi IPOMeKYTOYHOH aTTecTaluu

Onenka 3K3aMeHa IMoka3aTeu U KPUTEPUHU OlLleHUBAHUS 00Pa30BaTeIbHBIX
(HopMaTHBHAs) pe3yJbTaToB

ep.1

ep.2

35,

OTJIIMYHO

Onenka «5 (OTJIMYHO)» BBICTABISETCA O0YYarOIIEMYCs, €CIIU OH
rIy0OKO M OPOYHO YCBOWJI IPOrpaMMHBIM  MaTepuan u
JEMOHCTPUPYET 3TO Ha 3aHATHAX M DK3aMEHE, HCYEpIIBIBAOIIE,
IIOCJIEI0BATEIBHO, YETKO U JIOTUYECKH CTPOWHO M3Jarajl ero, yMmeer
TECHO YBSA3bIBATh TEOPHUIO C MPAKTHUKOW, CBOOOJHO CHpABISIETCS C
3a/layaMy, BOIIPOCAMH W JPYrUMU BHUAAMH IPUMEHEHUs 3HAHUU.
IIpuuem oOywaromuiics He 3aTpyAHsJICS C OTBETOM IIpHU
BUJIOM3MEHEHUHN IIPEUIOKEHHBIX €My 3aJlaHhl, WCIOJb30BAI B
OTBETE MaTepHai yueOHOM 1 MOHOrpadUUYecKol JIUTEepaTypsl, B TOM
Yyclie W3 JOIMOJIHUTEIBHOIO CIHMCKA, IPAaBHIBHO OOOCHOBBIBAI
IIPUHATOE PELICHUE.

YuyeOHble JOCTHKEHMSI B CEMECTPOBBIM MEPHOJ U PE3yJbTaThl
pPYOEKHOTO  KOHTpPOJII JE€MOHCTPUPOBAJIM BBICOKYIO CTeleHb
OBJIaJICHUS] IPOrPAMMHBIM MAaTEPHAIOM.

Komnerennun, 3akpeni€HHble 3a JUCHUILUIMHON, ¢()OPMHUPOBAHBI
HA YPOBHE — BHICOKHIA.

4,
XOPOIIO

Ounenka «4, (xopomo)» BBICTaBIseTCS OOydaroOLIEMyCsl, €CIU OH
TBEPJO 3HAET MaTepHaj, IPaMOTHO U IO CYIIECTBY M3J1araeT ero Ha
3aHATHUSIX M DK3aMEHE, HE JIOMYCKasl CYIECTBEHHBIX HETOYHOCTEH B
OTBET€ Ha BONPOC, MPABWIBHO MPUMEHSET TEOpPEeTHUECKUE
MOJIOKEHHUST TPU PELIEHMHM IPaKTUYECKMX BOIPOCOB M 3anad,
BJIa/IeeT HEOOXOJUMBIMU HAaBbIKAMU U MPUEMAMH UX BBITOJIHEHUS.
Y4yeOHbIC NOCTH/KEHMSI B CEMECTPOBBIM MEPHOJ U PE3YIbTaTh
pyOeXHOrO  KOHTPOJSL JEMOHCTPUPYIOT XOPOUIYI0 CTeleHb
OBJIaJICHUS IPOIPAMMHBIM MATEPHAJIOM.

KomnereHum, 3akperi€éHHple 3a TUCHUIIMHON, ¢GOPMHPOBAHBI




OneHnka >K3aMeHa
(HOpMaTHBHas)

IMoka3aTeu U KPUTEPUH OLIEHNBAHUSI 00Pa30BaTeIbHBIX
pe3yJbTaToB

ep.1

ep.2

HAa YPOBHE — XOPOIIUii (CpexHMii).

3,
YAOBJICTBOPHUTECIBHO

Ouenka «3 (Y10BJIETBOPUTEIBHO)» BBICTABJISIETCS
oOyuarolemycs, €clii OH HMMEeT M JAEMOHCTpUpPYeT 3HaHHUS Ha
3aHATHAX U 3K3aMEHE TOJIBKO OCHOBHOT'O MAaTepualia, HO HE YCBOWJI
€ro JeTajied, JONyCKaeT HETOYHOCTH, HEJIOCTATOYHO IPABUIIbHBIE
(hOpMyIIUPOBKHM, HAPYIIECHUS JIOTUYECKOW IOCIICIOBATEILHOCTA B
W3JI0KEHUU MPOTPAMMHOIO MaTepHalla, UCIBITHIBAET 3aTPYAHEHUS
MIPU BBITMOJIHEHUH MTPAKTUYECKUX PadoT.

Y4eOHble JAOCTHKEHMSI B CEMECTPOBBIM MEPUOA M PE3YNbTAThI
pyOexHOro KOHTPOJIA JIEMOHCTPHUPYIOT AOCTATOYHYIO
(YAOBJIETBOPUTEJIBHYIO) CTeNeHb OBJIAJAEHUS IPOrPAMMHBIM
MaTepHaJIOM.

Komnerennum, 3akperi€éHHbIe 3a JUCUUILIMHON, ¢GOPMHPOBAHBI
Ha YPOBHE — I0CTATOYHBIIA.

2,
HE Y/IOBJIETBOPUTEIHLHO

Onenka «2 (ne YAOBJIETBOPHUTEIbHO)» BBICTABJIIETCS
oOyuJaromemMycs, KOTOPBIA HE 3HAET OOJbIICH YacTH MPOTPAMMHOTO
MaTtepuaina, AOMYCKaeT CYIIECTBEHHbIE OIIMOKU, HEYBEPEHHO, C
OONBIIMMHU 3aTPYJHEHUSMH BBITIOJHSICT MPAKTUYECKUE padOThl Ha
3aHATHUAX u JK3aMEHe. Kax IpaBuIIo, OIICHKA
«HEYJOBJICTBOPUTEILHO» CTAaBUTCA OOYYArONIMMCS, KOTOpbIE HE
MOTYT TPOJIOJDKUTh OOyueHue Oe3 TOMOJHUTENbHBIX 3aHATHUH IO
COOTBETCTBYIOLIEH TUCIUIUINHE.

Y4eOHbIe JAOCTHKEHMSI B CEMECTPOBBIM MMEPUOA M PE3YNbTAThI
pyOexxHOrO KOHTPOJIA JTEMOHCTPUPYIOT HEBBICOKYIO
(HemoCTATOYHYIO) CTeNeHb OBJIAJICHUA NPOrpaMMHBIM
MaTepHaJIOM.

3. Tunosble KOHTPOJIbHBIC 3aJJaHusl WJIM HHbIE MaTepHuajbl, HCOﬁXOI[I/IMbIe AJIsA

OLICHUBAHUS 3HAHUI, yMeHHI1, HABBIKOB U (/M) ONBITA /1eSITeJIbHOCTH, XaPAKTEPU3YOIIHMX

Tanbl (l)Ole/IpOBaHI/[H KOMIIeTeHIU

Jnsa  oueHuBaHUs

3HaHWM, YMEHWU, HABBIKOB W (WJIM) OIbITa JCATEIHHOCTH,

XAPaKTCPUIYIOIIUX STaIlbl (I)OpMHpOBaHI/IH KOMIIETECHITUMN HCIOJIB3YIOTCA CIICAYIOUIUC THUIIOBLIC

KOHTPOJIbHBIC 3aJaHUs:

3.1. Tekymumii KOHTPOJIb YCIIEBAEMOCTH

TunoBbie TeMbl pedepaToB

1.®akTopsl, BIUSAIONINE HA BBIOOP 0a30BOM MIaTHOPMBL.

2.ECM-cucremsl.
3.BPM — cucremsl.




4.0teuectBennbie CO/I.

5.Lotus Notes.

6.Paxrop Microsoft SharePoint.

7 IloacucremMbl aBTOMATH3AIMH JOKYMEHTOOO0POTA.

8.CucreMbl aBTOMaTH3aIUU JAETONPOU3BOJICTBA.

9.Iloacucrema apxuBa JTOKYMEHTOB, YIPAaBJICHHUS KOHTEHTOM M CPEIACTBA CTPYKTYPHU3AlUU.
(Opranmzanus xpanunuma Qaitno; Opranuzanus MeTagaHHbix; HMuTerpauus ¢ opucHbIMU
npuioxenusMu; CpeacTsa CTpyKTypuszannu naHdopmarun B apxuse; CpeacTsa 3arpy3Ku
nokymenTtoB Data Capturing; Ilpumepsl cpeAcTB opraHu3aldd apxXuBa JOKYMEHTOB B
pasmmunbix kiaccax [10). CMK CMK-PIT/I-B1.112-2019

10.Cucremsl BBOJIa JOKYMEHTOB M CHCTEMbI 00pabOTKH 00pa30B TOKYMEHTOB

11.IlogcucremMa MaplIpyTH3allid JOKYMEHTOB U ynpasieHus 3agaHusiMu. (IIpumepsr
MCIOJIb30BAaHUsl MapLIPYTU3ALMK JOKYMEHTOB B Pa3lIMYHBIX MPUKIAAHBIX cHUCTeMax; Buabl u
CHocoOBl MapuIpyTH3allMM JIOKyMeHTOB; Exunas uHpacTpykTypa 3amaHuii, (QyHKUIUH;
CpenctBa opranuzanuu 3amelnneHuid; CpelncTBa yBeAOMJIGHMM M aBTOMAaTu3alus oOpabOTKU
3aganuii; [IpuMepbl cpencTB MapIIpyTH3aIlMH U MOACUCTEMbI 3aJlaHUi B Pa3IMYHBIX Kiaccax
I10).

12.CuctemMbl KOMIUIEKCHON aBTOMATHU3AIUNA OM3HEC-TIPOIIECCOB.

13.Tumnbl npunoxeHuil, BHEAPSAEMBIX B paMkax koprnopaTuBHOW C3JI: apXUBBI 3JIEKTPOHHBIX
JOKYMEHTOB; aBTOMAaTH3alMs IPOIECCOB KIACCHYECKOTO POCCHHUCKOTO JIOKYMEHTO000pOTa
(mognmep>kka JTOKyMEHTallMOHHOTO oOecnedenus ympaBienus — JIOVY); aBromaruzamnus
IPOIIECCOB COTJIACOBAaHUS JOKYMEHTOB; aBTOMATH3allMsl YIPABICHHUS OyMaKHBIM apXHBOM;
aBTOMAaTHU3aIMs TPOIECCOB OOIIEaIMUHUCTPATUBHOIO JTOKYMEHTOO0OpOTa; aBTOMAaTH3aIlUs
crenn(UYecKux OTpacieBBIX 33J1ad; aBTOMATH3aIUs IPOIIECCHOTO YIPABICHHS; aBTOMATH3ALINS
JOKyMEHTOO0OpOTa B YOpPaBJICHWU  MPOEKTAMH;  aBTOMAaTH3alUsi  TEXHUYECKOIO
JIOKYMEHTO000pOTA.

14. ApX¥BBI ANEKTPOHHBIX TOKYMEHTOB.

15.ABTOMaTH3AIMS TPOIECCOB KJIACCHYECKOTO POCCHUHUCKOIO JOKYMEHTO000pOTa (MOIIAepKKa
JOKYMEHTAIMOHHOTro o0ecrnieueHus ynpasieHus - JI0Y).

16.ABTOMAaTH3AIMS IPOLIECCOB COTTIACOBAHUS IOKYMEHTOB.

17.ABTOoMaTH3a1Ms ynpaBieHus: OyMaKHbIM apXHBOM.

18.ABTOMAaTH3AIMS TPOIIECCOB O0IIEaIMUHUCTPATHBHOTO IOKYMEHTOOOOPOTA.
19.ABTOMaTH3aIMA CrIEU(PUUECKUX OTPACIEBBIX 3a/1aU.

20.ABTOMAaTH3AIHS TPOIIECCHOTO YIIPABIICHUS.

21.ABTOMaTH3aLMSA TOKYyMEHTO000pOTa B YIPABICHUH MPOEKTAMHU.

22.ABTOMAaTH3AIHS TEXHHYECKOTO JIOKYMEHTO000pOTA.

23.Cucrema 3J1eKTpOHHOTro JokyMeHToobopoTa Lotus Domino & Notes.

24.0co0eHHOCTH BHEAPEHUS U SKCIUTyaTallNH.

25.Cucrema 351eKTpoHHOro JokyMeHToobopoTta Lotus Domino & Notes. IlonoxeHnne Ha pbIHKe.
26.VicTopusi CHCTEMBI, JTUIICH3UN B CEPTH(PUKATHL

27.Ctpykrypa CompanyMedia. ApXUTEKTypa CUCTEMBI.

28.CO/1 Lotus Domino & Notes. Kputuka. Konkypupyromie pazpaboTKH.

29.01eHKa 3KOHOMUU U BBIr0J1. Mlcuncisiemble BBITOBI.

30.01eHKa 5KOHOMHH ¥ BBITO/I. HencumcisieMpie BHITO/IBI.

31.0uenka spdextuBHocTH BHeApeHust CO/1.

32.Pacuer pacxoioB. PacueT 10X0/0B.

33.OKoHOMHUECKasT Ieeco00pa3sHOCTh HOBOBBeneHUs. CoCTaBIAIOIIME HKOHOMHYECKOTO

s dexra.

Kpurtepuu onenku pedepara




W3noxeHHoe moHMMaHue pedepara Kak M[EIOCTHOTO aBTOPCKOTO TEKCTa OIMpeesser
KPUTEPHH €ro OICHKW: HOBHM3HA TEKCTa; OOOCHOBAHHOCTH BBHIOOpPA MCTOYHHMKA; CTEICHBb
PaCKpBITHUS CYIITHOCTH BOMPOCA; COOII0IeHUS TpeOOBaHUN K 0()OPMIICHHIO.

HoBu3Ha TekcTa: a) aKTyalbHOCTh TEMBI HCCIIEIOBaHUs; 0) HOBH3HA M CAMOCTOSTEIILHOCTD
B TIIOCTaHOBKE IMpoOieMbl, (OpMYyJIHpPOBAaHHE HOBOIO acleKTa HM3BECTHOM mpoOiieMbl B
CTAaHOBJICHUM HOBBIX CBSI3eH (MEXIIPEIMETHBIX, BHTPUIIPEIMETHBIX, HHTETPALMOHHBIX); B)
yMeHue paboTaTb C HUCCIIEJOBAHHUSIMH, KPUTHYECKON JIUTEpaTypod, CHCTEMaTU3UpOBaTh U
CTPYKTYPUPOBAHHOCTh MaTe€pHall; I') CaMOCTOSITEJIbHOCTh OLIEHOK M CYXKJICHUU; I[) CTUIIEBOE
€MHCTBO TEKCTa, €AUHCTBO KAHPOBBIX YEPT.

CreneHb PacKpbITHS CYLHIHOCTH BOIPOCA: a) COOTBETCTBHE IUIaHa Teme pedepara; 0)
COOTBETCTBHUE COJICPKaHUsI TEME U IUIaH pedepara; B) MOJIHOTA M TIIyOMHA 3HAHUI IO TEME; T)
000CHOBAaHHOCTb CHOCOOOB M METOAOB PadOTHl C MaTepUaAIoOM; €) yMeHHe 0000marh, 1enarh
BBIBO/IbI, COTIOCTABJISITh PA3IUYHBIC TOYKH 3PSHHUSI 10 OJJHOMY BOIIPOCY (mpobieme).

O00CHOBaHHOCTH BbIOOPA HMCTOYHHMKOB: a) OILIGHKAa HCIOJIB30BAHHON JIUTEpaTyphl:
MPUBJICYEHBI JIU Hambosee U3BECTHbIE PabOThl MO TEeME HCCIeAOBaHUA (B T.4. KypHAJIbHbBIE
MyOIMKAIUU TIOCIEIHUX JIET, MOCIIEHIE CTATUCTUYECKHUE JaHHbIE, CBOJKHU, CIIPABKH H T.1.).

Cobaroaenne TpedboBannii kK 0()OPMIIEHHIO: a) HACKOJIBKO BEPHO OGOPMIICHBI CCHUIKHA Ha
UCIIONIE3YEMYIO JINTEPATypPy, CIHCOK JIMTEPATyphl; 0) OIEHKA TIPaMOTHOCTH U KYJIBTYPHI
U3JIOKEHUS (B T.4. opdorpadguueckoi, CTUINCTUICCKOW KYJIBTYpPbI), BIaJICHHE TCPMUHOJIOTHEH;
B) coOuroieHre TpeOoBaHMi K 00bEM pedepara.

Ounenka S(OTJIMYHO) CTABUTCS, €CITU BBITIOJHEHBI BCE TPEOOBaHMS K HAMMCAHUIO U 3aIlUTE
pedepara: ob6o3HaueHa mpobiieMa U 000CHOBaHA €€ aKTyallbHOCTb, CHENAaH KPaTKUM aHalu3
pa3IMYHBIX TOYEK 3PEHUs Ha pacCMaTPUBAEMYIO MPOOJIEM U JIOTUYHO U3JI0XKEeHa COOCTBEHHAas
no3uius, CcGOPMYIUPOBAHBI BBIBOJBI, TEMa pACKpbITa IOJHOCTBIO, BBIAEPKAH OOBEM,
coOmrofeHsl TpeOOBaHUS K BHEIIHEM OQOPMIICHHIO, JlaHbl TpaBUJIbHBIE OTBETHl Ha
JIOTIOJIHUTEIIbHBIE BOTIPOCHI.

Ounenka 4(xopouo) — oCHOBHbIE TpeOoBaHMs KpedepaTy U €ro 3alluTe BBIIOJHEHBI, HO
IIpu 3TOM OJOITYHICHBI HeI[O‘-IéTI:I. B YaCTHOCTHU, UMCIOTCA HCTOYHOCTU B U3JIOKCHHUU MaTCpHUaJIa,
OTCYTCTBYET JIOTUYECKasl MOCJIEeI0BAaTEIbHOCTh B CYKICHUSIX; HE BBIAEpKaH 00bEM pedeparta;
HMCIOTCA YIIYIICHHA B O(l)OpMJICHI/II/I; Ha JOIOJHUTCIBHBIC BOIIPOCHI IIPU 3alIUTC OAaHbI
HCIIOJIHBIC OTBETHI.

Ouenka 3(ya0BJIeTBOPUTEIbHO) — UMEIOTCS CYIIECTBEHHBIE OTCTYIUIEHUSI OT TpeOOBaHUM
K pedepupoBanuio. B yacTHOCTH: Tema OCBElIEHA JIMIIb YAaCTUYHO; JOMYILEHb! (haKTHUECKue
OIMOKKM B coJiepaHUU pedepara WU MPU OTBETE€ Ha JIONOJHUTENIBHBIE BOIPOCHI; BO BpeMs
3aIUTHl OTCYTCTBYET BBIBOJ.

Ouenka 2(HeyI0BJeTBOPHTEJILHO) — TeMa pedepaTa He packpbita, OOHAPYKHBACTCS
CYILECTBEHHOE HETIOHNMaHUE TPOOIIEMBI.

TunoBble TeCTOBbIE 3aJaHUA MO JUCIHUILJIAHE

1. Kakoii 3akoH onpezaenui 00s13aTeIbHOCTh TIOKYMEHTUPOBaHus HHpopmanuu?

1)"O kommepueckoii Taitae" ot 29 utons 2004 1. Ne 98-03

2)"O6 undopmanuu, HHGOPMANUOHHBIX TEXHOJIOTHSIX U 0 3amuTe WHpopmamuu" or 27
u1oJs1 2006 r. Ne 149-@3



3)"06 snexTponnoit moamucu" ot 06 ampesst 2011 1. Ne 63-D3
4)"006 apxuBHOM zeie B Poccuiickoit depepamun” ot 22 okTs10pst 2004 1. Ne 125-D3

2. llpopomxute «/lenonpon3BoicTBO» — 3TO...

1) Cucrema XpaHeHHUS TOKYMEHTOB

2) CocraBiieHue JOKYMEHTOB

3) OTpaciib aeaTeJbLHOCTH, 00eceunBaIIast JOKYMEeHTHPOBAHNE H OPraHU3aAHI0 PA0OTHI
¢ 0pMUMATBHBIMU JOKYMEHTAMHU.

3. Ykaxkute TepMUH, UMEIOIINUNA TaKOU K€ CMBICII, KaK U TEPMHH "JIEIOMPOU3BOJICTBO" .
1) lokyMeHTHpOBaHUE

2) CucreMa IOKyMEHTAIUU

3) JlokymMeHTAaHOHHOE 00ecreueHne yIpaBJIeHust

4) JlokyMeHTHpOBaHHAsE HHPOPMALIUs

4. B xakoM (KakuX) HOPMAaTUBHOM aKTe (AaKTax) JaHO MOHATUE «DJIEKTPOHHOW MOIIMCH» Kak
JIOKYMEHTA, «... B KOTOPOM OIpeIeseTCsl MOIb30BaTelNb AIEKTPOHHON IU(PPOBOIl MOAIHCHY?

1) TOCT P UCO 15489-1-2007 "CUBU 1. Yupasnenue nokymentamu. O0riue TpedoBaHus"

2) ®enpepanbhblii 3akoH 0T 20.02.1995 N 24-®3 "O6 undopmaiiu, HHGOPMATU3AINH U 3aIIUTE
uH(popmanun")

3) ®enepanbHblii 3akon " 006 1ekTpoHHOI moanucu' ot 06 anpess 2011 r. Ne 63-®3 "

5. Kakue opranuszannonssle (opMsl Jenorponu3BoacTBa Bel 3HaeTe?
1) HenTpaanu3oBaHHas, JeHeHTPATN30BaAHHASL, CMEIIIAHHASI
2) JlupeKTrBHasl, S)KOHOMUYECKA 0OOCHOBAHHAsI, aJalITHBHASI
3) Pyunasi, MexaHU3UpOBaHHAs, aBTOMAaTU3UPOBAHHAS

6. Ilouemy WHCTPYKIHS TIO JEIONPOU3BOJCTBY KOHKPETHOW OpraHW3aluy BCeTa
WH/IMBUyaJIbHA?
1) lToToMy 4YTO OHA YYHUTHIBAET BCE 0COOEHHOCTH, KAK COCTABA JOKYMEHTOB,
TaK U TEXHOJIOTHH UX 00pabOTKH.
2) Tak Kak OHa B KaX/I0¥ OpraHu3anuu pa3padaThIBACTCS Pa3HBIMH JIFOAbMH.
3) IToromy 4TO B pa3HbIX OpPraHU3aIMIX MO-PA3HOMY HA3bIBACTCS CIyX0a IeIONPOU3BOICTBA.

7. UTO OOBIYHO J1aeTCs B MPUIIOKEHUAX K HHCTPYKIIMU MO JETIONPOU3BOICTBY?

1) O6pa3ubl JOKYMEHTOB, (POPMBI TIOKYMEHTOB, Pa3uYHbIe CIUCKH WIH NEPeYHH

2) OG6pa3sipl moAmuceil pyKOBOANTENEH, CITUCKH JODKHOCTHBIX JIHI], HMEIOIIUX MPABO MOAMUCH
JIOKYMEHTOB

8. Kakue Bompock! ocBeniatoTcsi B OCHOBHBIX MpaBHIIax PabOThl apXUBOB OpraHU3AIIMI?

1) TpeOoBaHus K HOMEHKJATypaM [ell, MOPSIOK (OPMHUPOBAHUS €T B JACIONPOU3BOJICTBE,
OpraHM3alys U MOPSAA0K MPOBEACHUS DKCIEPTU3bI LIEHHOCTH JOKYMEHTOB B JIEJIONPOU3BOJICTBE,
MOPSAJIOK BBIJIEIECHUS JOKYMEHTOB K YHUUTOXKEHHIO, IOATOTOBKA JIeJ K Iepeaayue B apXuB

2) KommniexkTtoBaHue apxuBa, o0ecriedyeHHe COXPAHHOCTH IOKYMEHTOB apXHBa,
OpraHu3anusi 10KyMEHTOB B apXuBe, Y4eT JIOKYMEHTOB B apXHBe, HAyYHO- CIPABOYHbIN
annapar K JIOKyMeHTaM apXuBa, MCI0JIb30BaHNe JOKYMEHTOB apXHBa, NOPSAI0K Nepeaayn
JOKYMEHTOB apXMBa HA NMOCTOSTHHOE XpPAHEeHHUe, OPraHu3anusa padoThl apXuBa

3) OtBetbl 1 1 2 paBUIIBHBIE

9. HazoBute BUJIbI MUCBMCHHBIX JOKYMCHTOB, KOTOPBIC BXOAAT B COCTAaB YHH(I)HI_[PIPOBaHHOﬁ
CHCTEMBI Opl"aHI/ISaHI/IOHHO-paCHOPHHHTeHBHOﬁ HOKYMGHTaHI/II/I?



1) npuka3ssbl, yKazaHusl, IOCTAHOBJIEHHSI, PACTIOPSI’KEHU ST
2) [IpoTokodm, aKT, ycTaB, IPUKa3, YUpeIUTEIbCKUI JOTOBOP
3) YcraB, yupequTeNbCKHil TOTOBOP, OOBSICHUTEIIbHAS 3aITiCKa, (hakcorpamma, TeJerpaMmma

10. 3aueM JOKYMEHT HY>KHO ITPaBUILHO 0(hOPMIIATH?
1) YUToObI NpHIATH IOPUINYECKYIO CHITY

2)UT00bI HOATOTOBUTH K PA3MHOMXKCHHUIO

3) UToObI MOArOTOBHUTH K COTJIaCOBAHHIO

11. Kakxoit TI'OCT pernameHTHpyeT mpaBuia pa3MemieHuss u O(OpMIICHUS PEKBH3HTOB
OpraHU3alMOHHO-PACHOPSAUTENBHBIX T0KYMEHTOB?

1) 'OCT 6.37-98

2) T'OCT P 7.0.97-2016

3) 'OCT P 6.30-2003

4) EI'C 10Y

12. Ha kakue noxkymentsl pactpoctpansercs [OCT P 7.0.97-20167

1) Ha opraam3anuoHHO-pacnopsiAuTeNbHbIe JoKyMeHThl (OPJl), oTHocsmmecs K
yauunuposannoi cucreme OP/]

2) Ha Bce 1OKyMEHTBI, COMTPOBOXKIAIOIINE S TEILHOCTD JIF000H OpraHU3aluy, YIPSIKIACHUS HITH
IIPEITPUSITHS

3) Ha ynpasieHueckue U 3KOHOMHYECKHUE TOKYMEHTBI

13. BoccranoButre mponmymieHHOE cloBO: "PeKBH3UT - 3TO 00s3aTENBHBIA  JJIEMEHT
0(pOpMIICHHUS... TIOKyMEHTa".

1) OpnuuanbHoOro

2) Ciy:xeGHOTO

3) JIro6oro

4) Benosoro

14. CkoabKO PEKBU3UTOB UCIIOIB3YIOTCS MPH 0POPMIIEHUH JOKYMEHTOB?
1) 29
2) 30
3)31

15. Yro Takoe dhopmyssip 1OKyMeHTa?

1) HaGop peKkBH3MTOB O(GHIMATHLHOIO NHCHMEHHOIO JOKYMEHTa, PACIOJIO0KEHHBIX B
onpe/eeHHON MOCIe10BATEIbHOCTH

2) Onucanue nopsiaka opOpMIICHHST PEKBH3UTOB [UIsi KOHKPETHOTO BU/IA IOKYMEHTa

3) ®opma KOHKPETHOTO IOKYMEHTa, OJITOTOBJICHHAS B BUIe TeKCTa- Tpadapera

16. CkonbKO BapuHaHTOB OJIAHKOB YCTAHOBJIEHO B 3aBHCHMOCTH OT CIOCO0a pPaCMOOKEHHS
PEKBU3HUTOB?

1) Onun

2) iBa

3) YUetsipe

4) Iate

17.Kakue Tpu Buaa OIaHKOB YCTAHOBIEHBI ISl OPTaHU3AIMHU, €€ CTPYKTYPHOTO MOpa3IeIeHH
U JTOJKHOCTHOTO JIHIa?

1) O6umii 6;1aHK, 6JJAHK MUCHhMA, 0JAHK KOHKPETHOI0 BH/IA TOKYMEHTA

2) bnaHk BHYTpeHHHMI, BHEIIHUI U T (aKCOB



3) Biiank Ui pacopsAAUTENbHBIX JOKYMEHTOB, IS IIHCEM H JUIS CIIPABOK

18. Korna Ha JOKyMEHTaX MPUBOAT COKPAIICHHOE HAUMEHOBAHUE OpPTraHu3aIuu?

1) Koraa oHO 3aKpeIJieHo B YYpPeIuTeIbHbIX JOKYMEHTAX OPraHu3aluu

2) Korma mokymMeHT OO0JIBIION, 1 HEOOXOIUMO COKOHOMUTH MECTO Ha IOJIE JOKYMEHTa
3) Koria mpuka3oM pyKOBOIAMTEISI Pa3pelieHo ero UCIOIb30BaHUE

19.Kakue cBefieHHs IPUBOJAT B CIIPABOYHBIX JAHHBIX 00 OpraHu3anuu?

1)dopma COOCTBEHHOCTH, Ha3BaHMe AOJZKHOCTH " bamuans
PYKOBOJUTEISl, HAMMEHOBAHME BbILIECTOSINIECH OpraHnu3anuu

2) [TouroBsIil anpec, HOMep TenedoHa U APYrUe CBEACHUS 0 YCMOTPEHHIO OpraHH3aliH

20. Kakoit MOMEHT MOXET CUMTATHCSI OCHOBHOM JaTOW JOKyMEHTa?

1) Bceerna - 3T0 1ata MOAMKUCAHUS TOKYMEHTA

2) TO MOXKeT ObITh JAaTa MOANMMCAHHUA, YTBEPKICHHS JOKYMEHTAa WJIH JaTa COObITHS,
3a()UKCHPOBAHHOIO B HEM

3) D10 nara yTBepIKICHHUS MM COTVIACOBAHUS JTOKYMEHTA

21. BeiOepuTe NpaBUIIBHBIA CIIOCO0 O(GOPMIICHHS AaThl MPU PETUCTPALMK PACIIOPSHKCHHS KT
npukaza’?

1) 14.12.2020

2) 14.12.20

3) 14.12.2020 roxa

4) 2020.12.14

22.PerucTpallMiOHHBII HOMEp JOKyMEHTa - OTO... (BbIOEpUTE TIPABWIBHBIA BapHAHT
HPOIOJKEHUS OTIPE/ICIICHNUA ).

1) Ero ycaoBHoe nudponoe (MHOrIa 0ykBeHHO-H(POBOE) 0003HAYEHHE, TPOCTABJISIEMOE
NPH PerucTpanuu

2) I[opsiikoBBIi HOMEP JOKYMEHTa B OpraHU3aI[MU-OTIIPABUTEIIEC

3) [opsiakoBBIil HOMEP JOKYMEHTA B OpraHU3alUH-TI0TydaTese

4) TTopsAAKOBBIN HOMEP JOKYMEHTA B OpraHu3al[Mu-Pa3padoTInKe

23. B kakux ciaydasx UCHONb3yeTcsl peKkBH3UT “CChUIKa HAa PETUCTPAIMOHHBIA HOMEp U JaTy
JIOKymMeHTa ?

1) Koraa J0KyMeHT TrOTOBHTCS B OTBET HAa KAaKOW-TO 3ampoc, WM TOAT0OTaBJIMBaeMoe
MUCbMO SIBJISIETCH OTBETOM HA APYyroe nucbMo

2) Korya B TekcTe TOKyMEHTa HY)KHO CZeaTh CChUIKY Ha APYroi JOKYMEHT (HOPMATHBHBIN aKT,
MOJIO’KEHUE, HHCTPYKIIHIO)

24. Kto moanuceiBaeT W JaTupyer pekBu3uT "OTMeTka 00 UCHOTHEHUH JJOKyMEHTa H
HaIlpaBJIE€HUU €ro B J1e710"?

1) PykoBOaUTEb OPraHU3aIluH

2) PykoBonutens ciyx0b1 I0Y

3) UcnotHUTEIb, PAGOTABIIMIT € JOKYMEHTOM, HJIM PYKOBOJUTE/b €ro CTPYKTYPHOIO
noapasaejeHust

4) Cexperaph KaHIEISPUH

25. Kak HazpIBaeTcs OJaHK, coJlepKalluii OMHAKOBBIA HA0Op PEKBU3UTOB I BCEX BUIIOB
JIOKYMEHTOB:
1) GmaHK KOHKPETHOTO JOKYMEHTA



2) equHBIN OJIaHK
3) oOmmmii 61aHK

26. biiank moxymeHTa — 3T0:

1) aucT Gymaru ¢ 3apaHee BOCIPOU3BEAeHHBIMH PEKBU3UTAMM, COIEPKAIMMHI
NMOCTOSTHHYI0 HHGOPMALHIO 00 OPraHN3aluU — aBTOPE TOKYMEHTA

2) mucT OyMaru ¢ 3apaHee BOCIIPOU3BEICHHBIMU PEKBU3UTAMH, COJCPKAITIMH MTOCTOSIHHYIO U
MEPEeMEHHYIO HHPOPMAIUIO 00 OpraHu3aIiu

3) rocynapcTBeHHas Oymara, 00s13aTeNbHast Uil IPUMEHEHUS B OpraHU3aluu

27. B 06beMe TOKyMEHTO000POTa CISAYET YUUTHIBATD:

1) Bce BXOASIIME U HCXOISAIIUE TOKYMEHTHI 32 ONPEICTICHHBINA IEPUO BpEMEHU BCE BHYTPCHHHE
JIOKYMEHTBI U BCE KOITUH 32 OTPEICICHHBIN MEPUOJl BpEMEHH

2) BCE BXOJAIINE U UCXOISIINE JOKYMEHTBI 32 OTPEACIICHHBIN MTEPHO]] BPEMEHU

3) Bce BXoasiue, HCXOASIIIME U BHYTPEHHHE IOKYMEHTBI, a TAaKJKe BCe KOIUH 32
onpe/ieIeHHBII MePUOI BpeMeHH

28. 'maBHOE MpaBWIIO OpPraHU3AINHU JOKYMEHTO000pOTa — ITO:

1) cTaOuIbHBII MapIIPYT JBHKEHHUS, KOTOPBIH 3aBUCUT OT COCTaBa M COJCPIKAHUS JOKYMEHTOB
uor HpHHﬂTOﬁ B OpraHusanuu TEXHOJIOTIMn pa60T C JOKYMCHTaMU1

2) onepaTUBHOE POXO0KIEHHE JOKYMEHTA 110 HanGoJiee KOPOTKOMY H NPSIMOMY MapIIPYTy
¢ HaUMeHbIIUMH 3aTPAaTaAMH BpeMeHHU

3) CTepeOTHITHBIE MAPIIPYTHI JBMKCHUSI CBOMCTBEHHBIE BXOASAIINM JIOKYMEHTaM C
HaMMCHBIIMMHU 3aTpaTaMud BPpEMCHU

29. I'pynmsl gOCTyma HEOOXOIUMBI :

1) s mpenocTaBiIeHUs MpaB KOHTPOJIepa COTPYAHUKAM OOSI3aHHBIM CIICIHUTD 32 JICHCTBUSIMH
M0JIb30BATENEN CUCTEMBI

2) B ciIy4ae OTCYTCTBUS COTPYIHUKA OTBETCTBEHHOTO 332 Pa0OTy Ha/l JOKYMEHTOM U
HEOOXOIUMOCTBIO €€ TIPOOKEHUE B €T0 OTCYTCTBHE

3) AJ1s1 OpraHU3alMM A0CTYNA K JOKYMEHTAM JIJIs1 OT/IeJI0OB OPraHu3aiii, KOJIJIeKTHBA
COTPYAHUKOB, Pa00TAIOIIHUX HA/l OTAEJbHBIM MPOEKTOM

30. JlenerupoBaHue mpaB IOCTYIa HEOOXOIUMO:

1) B ciiydae OTCYTCTBHS COTPYIHHKA OTBETCTBEHHOI0 32 paGoTy HaJl JOKYMEHTOM U
HeO0OX0IMMOCTBIO €€ MPOI0JIKeHHE B €r0 OTCYTCTBHE

2) JUTsl IPEIOCTABJICHUS TIPAaB KOHTPOJIepa COTPYTHIUKAM OOSI3aHHBIM CIICIUTD 32 JICHCTBUSIMH
MOJIb30BATENEN CUCTEMBI

3) Ans opraHu3aIyy A0CTyNa K JOKYMEHTaM JIJIsl OT/ICIIOB OPTaHU3aIiH, KOJUICKTHBA
COTPYHUKOB, pabOTAIONINX Ha/ OTJACILHBIM IIPOCKTOM

31. Takoit TOKYMEHTOIIOTOK COCTOMT U3 JOKYMEHTOB, CO3/IaBa€MbIX B JAHHOH OpraHU3aluu 1
OTITPABIISIEMBIX 3a €€ MPEJICIIbI:

1) Bxostimii

2) Bayrpennmii

3) Ucxoasimmid

32. JIOKyMEHTOMNOTOK — 3TO:

1) cnoxwuBIIEeCs WM OPTaHU30BAaHHOE B Mpeenax HHHOPMAITHOHHON CHCTEMBI

2) cJI0KUBIIEECs] U OPraHN30BaHHOE B Mpeieiax HH(POPMAIMOHHON CHCTEMBbI IBUKEHHE
AAHHBIX B OIIPEACJICHHOM HAIIPpABJICHUH, IIPA YCIIOBUHU, YTO y ITUX JAHHBIX Oﬁl]lﬂﬁ
HCTOYHMK M 001N IPUEMHUK

3) JABVKCHUC TOKYMCHTOB B PAa3HBIX HAITPABJICHUAX, KOTOPOC IMOCTOAHHO MCHACTCA



33. JIOKyMEHT UMEET JIBE CYLTHOCTH:

1) uHpOpMALHOHHYI0 H MATEPHAILHYIO

2) o0IIYIO U CHEIHATBHYIO

3) uHGOPMAITMOHHYIO U KOMMYHHUKAITHOHHYIO

34. JIOKyMEHTOTIOTOKH IT0 HAIIPABJICHUIO JICIISATCS HA TAKKE MTOTOKU:
1) napasenbHbIE U MTEPECEKAIOIINECS

2) rOpu30HTAJIbHbIE U BEPTHKAJIbHbIE

3) BXOJIAIINE U YXOSIINE

35. O6menpuHsATast METOUKA MOACYEeTa JOKYMEHTO00O0POTa MPEeIyCMaTPUBACT BIPAKEHUE €TO
o0beMa ApoObI0, B YUCIUTENE KOTOPOH YKa3bIBAETCsI KOJIMUYECTBO:

1) NoAJMHHUKOB, a B 3HAMEHATeJIe — KOJIMYeCTBO KOMMUIi

2) KOIuH, a B 3HaMeHaTelle — KOJINYECTBO BCEX JOKYMEHTOB OpraHu3aluu

3) Komuii, a B 3HaAMEHATeNe — KOJIMYECTBO IMOATUHHUKOB

36. O6beM TOKYMEHTOOOOPOTA BBIPAKACTCS:

1) oOUMM KOJUYECTBOM JIOKYMEHTOB, CO3/IAaHHBIX B OPraHH3aLlUH 3 ONPE/CICHHBIN TePUO/I
BpEMEHU

2) OOIIMM KOJIMYECTBOM JIOKYMEHTOB, IIOCTYHBIIMX B OPraHU3aLUIO 32 ONPE/CeTICHHbIH epHOT
BpEMEHU

3) 06LIMM KOJIHYeCTBOM IOKYMEHTOB, MOCTYNMBIINX WJIH CO3IAaHHBIX OPraHu3alueil 3a
olpe/ieJIeHHBIH MEePHO BpeMeH!

37. OCHOBHO¥U CTPYKTYpHOU eAMHHIICH (POPMATHPOBAHHOTO JJOKYMEHTA IPH PACIIO3HABAHUHT
CUMTACTCH:

1) mosie MOKyMeHTa

2) IpeJIOKEHUE

3) PeKBU3HT JOKYMEHTA

38. OCHOBHBIMH BHUJAMH CPOKOBOTO KOHTPOJIS SIBIISTFOTCSL:
1) exxeHelenbHBIN, €XKEMECIYHbBIN U eXKeKBapTaTbHbIN

2) TeKYLIUi, MpeaynpeanuTeIbHbIA U UTOTOBBIN

3) py4HO# U aBTOMAaTU3UPOBAHHBIN

39. O¢unmanbHplii JOKYMEHT — 3TO:

1) moOas uHbOopMalus, BHECEHHAs B 0a3y JTaHHBIX

2) mo0oi OyMaXKHBIN TOKYMEHT

3) uadopmanus, 3apuKCHPOBAHHASI HA KAKOM-JTH00 HOCUTEJI€, IPUTOTHOM JIJIsI
JA0CTATOYHO 10JITOBPEMEHHOI0 XpaHeHHs, U 0(hopMJIEHHAs M0 AeiiCTBYIOLIUM
3aKOHOJATeJIbHbIM MPaBHJIAM

40. TToaroToBKa TOKYMEHTA K CKaHUPOBAHHIO BKITIOYAET B C€0s TaKHME OTIEPAIINH:

1) npenBapurenbHyo 00paboTKy H300paykeHHH, HaX0KeHNE TOJIeH, TPOBEPKY PacIIO3HAHHOM
uH(popMalun

2) onucaHHe HACTPOHKH CHCTEMbI H HEMOCPEICTBEHHYIO MOATOTOBKY J0KYMEHTA

3) ckaHMpOBaHNE, KOHTPOJIb Ka4eCTBa M BO3MOYKHOE TIOBTOPHOE CKAaHUPOBAHUE

41. [lox TakuM KOHTPOJIEM MTOHUMAIOT IMOJTOTOBKY CBEJIEHUN O JOKYMEHTAaX, CPOK MCTIOTHEHUS
KOTOPBIX UCTEKAET CErOJIHS;:
1) npenynpenutensHBIM



2) pUHAHCOBBIM
3) Tekymum

42. Tlox TakuM KOHTPOJIEM TTOHUMAIOT aHATUTUYECKOE 0000IIeHrne JOKYMEHTO000pOTa,
UCTIOJTHUTEIIbCKOM TUCIUIUTMHBI B OPTaHU3alluH U €€ CTPYKTYPHBIX MOJIPA3IEICHUSX

1) ¢punancoBbM

2) HTOTOBBIM

3) TeKyImm

43. Tlox TaKUM KOHTPOJIEM TTOHUMAIOT MTOATOTOBKY CBEACHHI O JIOKYMEHTAX, CPOK UCTIOTHCHHS
KOTOPBIX UCTEKAET uepe3 2 — 3 IHS:

1) npexynpeauTeIbHbIM

2) TeKyIuM

3) huHaHCOBBIM

44, Tlox >neKTpOHHOUN H(POBOIA MOAMUCHIO TOHUMACTCS

1) cpeacTBO 3aIUTHI OT MOAJEIIOK WM MOTEPH JAHHBIX B PYKOIUCHBIX JOKYMEHTaX

2) PEKBHU3HT 3JIEKTPOHHOI'0 IOKYMEHTA, NPeTHA3HAYEHHBIH /ISl €ro 3alUThI 0T MOIIJIKH
U MO3BOJISIIOIINI HAeHTH(GUIMPOBATH BJIajle/Iblla NOANNCH

3) TpaauIIMOHHAS PYKOIMCHAS TIOITUCH, CoIepKamias HHPOPMAIUIO 00 OTIIPaBUTEIIC
COOOILIEHUSA

45. Tlonyyenune u3o0paskeHusl JOKYMEHTA BKJIIOYAET B ceOsl ONepaluu:

1) onucanue HACTPOWKH CUCTEMBI U HETIOCPEICTBEHHYIO IMTOJATOTOBKY JJOKYMEHTA

2) mpeaBapuUTEIbHYI0 00pabOTKy N300paKeHH, HaX0XkKICHUE TI0JIeH, TPOBEPKY paclo3HAHHOU
uH(popMaluu

3) ckaHupoBaHHEe, KOHTPOJIb KAYeCTBA H BO3MOKHOE MMOBTOPHOE CKAHMPOBAHHE

46. Kak Ha3pIBaeTCs MPOIIECC MPUBEACHUS Yero-In00 K euHON cucteme, hopme,
eIMHO00Pa3UIo:

1) xnmaccudukarus

2) yHupukanus

3) cTanmapTH3anus

47. Pacnio3HaBaHue MPEAIOaraeT BHIIIOIHEHUE CISAYIOIUX ONepalyid:

1) onucanue HaCTPOWKH CUCTEMBI U HEMOCPEICTBEHHYIO MOJTOTOBKY TOKYMEHTA

2) CKaHMPOBaHUE, KOHTPOJIb KAUeCTBA U BO3MOXKHOE MMOBTOPHOE CKAHUPOBAHHE

3) npeaBapUTEILHYI0 00pa0OTKY H300paKeHHIl, HAX0KIEHHE M0JIei, MPOBEPKY
pacno3HaHHOi HH(opManuu

48. Perucrpanus — 3T0:

1) mpuem u nepBuuHas 06paboTKa TOKYMEHTOB

2) 3aNHCh YYETHBIX JaHHBIX 0 JIOKYMEHTE 110 YCTAHOBJIeHHOH (hopme, pukcupyromeii pakr
ero co31aHMs, OTIIPABJICHHUA HJIH NOJYYCHHUS

3) y4eT JOKyMEHTOB, KOHTPOJIb 32 X HCIIOJTHEHHEM H CIIPaBOYHAs paboTa 1Mo JOKYMEHTaM

49. Perucrpanuu Mo ijIexKar:

1) Bce TOKYMEHTBI, TPeOYIOLIEe CHENHATBHOIO YUeTa, HCIOJTHEHUsI U UCTIOJIb30BAHUS B
CIIPABOYHBIX IEJISIX, HE3ABHCHMO OT CIOCO0a MOJyYeHHSsI

2) TOJBKO BXOSIINE U UCXOASIINE TOKYMEHTHI

3) TOJBLKO TTChMa M 0OpaIleHUs TPaXIaH



50. PexBU3HUT JOKYMEHTA — 3TO:

1) o6s3arenbHBII CHMBOI B IOKYMEHTE, PACIOJI0KEHHBIH B TPAaBOM BEPXHEM YTy
2) 70TOTHI Ha O(PHUITMATBHOM TOKYMEHTE

3) ob6s3aTeNIbHBIN 3JIEMEHT 0UIHATBHOTO IOKYMEHTA

51. Kak Ha3bIBaeTCSI PEKBU3UT, OTPAKAIOIINI OCHOBHOE COJICPKAHUE IOKYMCHTA:
1) TekcT

2) NpuJI0’KEHNE

3) perucTpaMoOHHbBIN HOMEP

52. PeKkBU3HTHI XapaKTEPHBIC TOJBKO JIJIs OJIaHKa MUChMa — 3TO:

1) cipaBouHbIe TaHHBIE 00 OpraHU3aIUU

2) TpadapeTHble YACTH PEKBH3UTOB «I1aTa», KHOMEP T0KYMEHTa»
3) ambnema opraHuzanuu

53. CiocoOHOCTh TOKyMEHTa MepeiaBaTh HH(HOPMAITUIO — 3TO CBOICTBO JJOKYMEHTA
(ungpopmamusnoe)
54. Tlon KOHTPOJIEM [TOHUMAIOT aHATUTHYECKOE 0000IIEHHE JOKYMEHTO000pOTa,

UCTIOTHUTENIbCKOM TUCIUIUIMHBI B OPTaHU3aINK U €€ CTPYKTYPHBIX TOJpa3IeIICHHISIX
(umocoswvim)

55. B o6beMe JOKyMEHTO000pOTa CIIeIyeT YUUTHIBATh

(6ce 6xoosyue, ucxooswue u gHympenHue OOKYMeHmbl, a MAK’ce 6ce KONUU 3 ONPeoeieHHblll
nepuoo spemenis)

56. TexHOJIOTHSI MAaCCOBOTO BBOJ[A JOKYMEHTOB B HH()OPMAITMOHHYIO CUCTEMY MpEAIoIaraeT
(nomounoe ckanuposanue)

57. J1oKyMeHTOOOOpOT — 3TO

( crnooicnbitl mexnonocuueckuil npoyecc, KOMopulil BKIYAem 6ce ONepayuL no nPUemy,
nepeoaue, COCMAgIeHUIO, CO2NACOBAHUIO, OPOPMAEHUIO, YOOCTNOBEPEHUIO U OMNPABKE
OOKYMEHMO8)

58. CymiecTByIOT cieayroume GopMbl perTUCTpalii JOKYMEHTOB

(orcypranvhas, kapmounas u 21eKMPOHHASL)

59. OgunmanbHbIi TOKyMEHT — 3TO

(ungpopmayus, 3apuxcuposannas na kKakom-1ubo Hocumene, nPU2OOHOM 0Jisk OOCMAMOYHO
00J1208PEMEHHO20 XPAHEHUsL, U OOPMIEHHAS NO OEUCMBYIOWUM 3AKOHOOAMETbHbIM NPAGUTIAM)
60. /IokyMEHT UMEET IBE CYLIHOCTU

(ungpopmayuonnyio u mamepuanvhyio)

61. Cucremsl! kinacca «workflow» — 310 cuctemsl

( cucmemvr asmomamuzayuu 0en08bIX NPOYECCOB)

62. AyreHTHQUKAIMS — 3TO

(cnocobrocms noomeepoums 1uuHOCMb NOIL308AMEISL)

63. ITox snexTpoHHOM 1M(POBOI MOITUCHIO TOHUMAETCS

( pexsusum s1eKkMpoHHO20 OOKYMEHMA, NPEOHAZHAUEHHBLI OJIsl €20 3AUUMbl OM NOOOCIKU U
RO38OJSIOUUTL UOCHMUPUYUPOBAMb 6]1A0eTbYA NOONUCU)

64. 1l1abnon — 310

( 0okymenm, komopuwiil cooepaircum pazHoOOPA3HYIO UHGOPMAYUIO O CIMUISX U CIAHOAPMHBIX
MeKCmax, Makpocax)

65. Perucrpanus — 3To

(3anuce yuemnulx 0annwvix 0 OOKyMeHme no yCmanoeieHHoU hopme, puxcupyroweil pakm e2o
CO30aHUsL, OMNPABIEHUS ULU NOTYYEHUS)

KpuTepum olieHKH TeCTOBBIX 3a1aAHHUI

3a Tect CTYACHT MOXKCT MOJYYUTh OLCHKH «YIOOBJICTBOPUTCIIBHO», «XOPOMIO» b4 (e0)



«OTJIIMYHO.

ONMCAHHE IIKAJIbI OIleHUBAHUS

OLieHKa «yA0BJIETBOPUTEIBHO» CTABUTCS, €CIIU CTYJICHT Jlajl BepHbIX O0TBETOB 0T 40 % 10
70 %, OlLEHKa «XOpOIIO» - €CJIM KOJWYeCTBO BepHbIX OTBETOB OT 70 % mo 90 %,ouenka

«OTINYHOY - He MeHee 90 %.

3.2. [Ipome:xxyTouHAasi aTTeCcTALUSA
TunoBble BONPOCHI K MPOMEKYTOYHOM aTTecTanum (3a4er)

1.ITonsiTue JOKyMeHTa, TOKYMEHTOO0OPOTa U MOTOKA JOKYMEHTOB.

2.1lenu BHEIPEHHUSI SJICKTPOHHOTO JOKYMEHTO000pOTA.

3. TenneHMK pa3BUTHUS CUCTEM AJIEKTPOHHOTO TIOKyMeHTOo0OO0poTa. PeiHOK CO/I.

4.CtanaapTsl B 00J1aCTH 3JIEKTPOHHOTO ToKyMeHToobopoTa (EDI).

5.Mecto C3/1 B uH(pOPMALIMOHHOM CUCTEME MPEATIPUSATHSI.

6.Tuner CO/I. CucreMa Ae0npon3BOICTBA U CUCTEMA DJIEKTPOHHOTO JJOKYMEHTO000POTA.

7. Knaccudukanus aBTOMAaTU3UPOBAHHBIX CHUCTEM JCNOMPOM3BOACTBA U  BJICKTPOHHOTO
JIOKYMEHTO000pOTA.

TUMBI TEXHOJNOTHIA ANMEKTPOHHOTO yrpaBieHus fokymeHtamu (DY ]1).

8.JloxymeHT B MH(OpMAIMOHHOW cucTeMe. THIbl TOKYMEHTOB B MH(OPMAIIMOHHOW CHCTEME:
OyMaxxHBIH JOKYMEHT, 00pa3 JIOKyMEHTa, OJIJIEKTPOHHBIH JOKYMEHT, CTPYKTYpHPOBAaHHBIE
nokymeHnTsl, XML — npencrasienue.

9.Cneuuduxa nokymenta B COJI. CrnoxxHble TOKyMEHTHI. JJOKyMEHT B JeTONpPON3BOICTBE.
10.Joxyment B CO/I. Poxxnenue. Cranosnenue. [Tyonukanus. ApXxuBupoBaHue.

11.Tlognepkka >KU3HEHHOTO IMKiIa B paznuuHbix COJl. Xpanunuiie aTpuOyToOB JOKYMEHTOB.
XpaHWINLIE CaMUX JIOKYMEHTOB.

12 .Konuenuuu 6€30yMaXHON TEXHOJIOTUU yIIPABICHHUS.

13.TumnoBeie kommnoneHTsl COJI: xpanwmumie kKapTodek (aTpuOyTOB) JOKYMEHTOB; XPAHIIIUIIEC
JIOKYMEHTOB; KOMIIOHEHTBI, OCYLIECTBIISIOIINE OU3HEC-IOTUKY CUCTEMBI.

14 KommnonenTs! ¢yHkiuonanbHoctu COJl. Ympasnenune nokymeHTamu B xpanuiuine. [louck
JIOKYMEHTOB. MapiipyTu3anus U KOHTpOJIb UCIIONIHEHUA. OTYeThl. ATMUHUCTPUPOBAHUE.
15.Meronp! copTupoBku J0KyMeHTOB B CO/I.

16.0OcHoBHbIe ¢pyHkimu CO/]. Tunossie TpeboBanus k CO/I.

17 TlpeumyiiecTBa BHEAPEHUSI CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTOO00pOTAa.

18.ITpuunnbl aBTOMaTH3auU. BEIOOp CCTEMBI aBTOMATH3ALHH.

19.BapuanTel pemnieHHs 3a7ad aBTOMATH3aIlMKM JIOKyMeHTooOopota. [IpoGrmema emmHCTBa
UHpOpPMaLMOHHOM cucteMsl U uHTerpanuu COJ1 B undpacTpykrypy kopnopatusHoit C.
20.KpaTkwuii 0630p peIHKa U KJIacCH(PHUKAINS TUIATGOPM, TPEICTABICHHBIX HA PHIHKE.

4. Metoanueckue MaTepUAaJibl, ONpeaesiolue NPoueAypPbl OIEHWBAHUS JOCTHKEHUS
3alJIAHMPOBAHHBIX Pe3yJIbTATOB 00y4eHUS MO IMCHMUILINHE
Texkyuas arrecrauus

[Ipu ouleHMBaHUK YCTHOTO OINPOCA U Y4acTHs B JUCKYCCUM Ha CeMHHape (IIPaKTHYEeCKOM
3aHATHUN) YIUTHIBAIOTCS:

- CTENIEHb PACKPBITUS COAEPKAHUS MaTEpUana;

- U3JI0’)KEHHE MaTepuala (rpaMOTHOCTh PeUr, TOYHOCTh UCIOIb30BAHUS TEPMUHOIOTUU U

CHUMBOJIMKH, JIOTHYCCKAA MMOCICAOBATCIIbHOCTD U3JIOKCHUA MaTCpHaa,



- 3HAHME TEOPUH W3YYEHHBIX BOIPOCOB, CHOPMHUPOBAHHOCTH M YCTONYHMBOCTH
UCIIOJIb3YEMBIX IPU OTBETE YMEHUM U HABBIKOB.

Jlnisi ouLeHWBaHMS pe3ynbTaToB OOy4YeHHMS B BHJE 3HAHUU HCIOJIB3YIOTCS TaKHe
pOLEAYPHl U TEXHOJIOTUU KaK TECTUPOBAHUE M OIPOC Ha CEMUHAPaxX (MPAKTUYECKUX 3aHITHSIX).

HJ’I?I OLICHUBAaHUsA PE3YJIbTAaTOB O6y‘l€HI/I${ B BUJIEC YMEHMH W BJIaJCHUMN HCIIOJIb3YHOTCA

CJIEIYIOIINE IPOLEAYPBI U TEXHOJIOTUHU:

- IPAaKTHUYECKHE KOHTpOJIbHbIE 3anaHus (nanee — IIK3), Bkmoyaromux OJHY WIIU
HECKOJILKO 3a/1a4 (BOIIPOCOB) B BUE KpaTKOH (POPMYIUPOBKH NCUCTBUI (KOMIUICKCA IEHCTBUN ),
KOTOpBIE CJI€IyeT BBHIOJIHUTH, UM OMUCAaHUE Pe3ybTaTa, KOTOPbI HY)KHO MOJIYYHUTb.

o cnoxunoctu I1K3 pasaenstorcs Ha IpoOCTblEe M KOMILIEKCHBIE 3a/1aHUs.

[Ipocteie [IK3 mnpenmnonarairoT pelieHHe B OJHO WU ABa JedcTBus. K HUM MOXKHO
OTHECTHU: MPOCThIE CHUTYAIIMOHHBIE 33/J]a4d C KOPOTKUM OTBETOM WU MPOCTHIM JIEHCTBUEM;
HECJIOKHBIE 3aJIaHUS 110 BBHIOJHEHUIO KOHKPETHBIX JeicTBUl. [IpocThie 3a1anus MpuMeHs0TCs
JUlsl oueHKH ymeHui. KomriuiekcHble 3agaHusi TpeOylOT MHOTOXOJOBBIX pELIEHMH Kak B
TUIIMYHOW, TaK M B HECTAHJAPTHOW CUTyalMsx. DTO 3aJaHUsl B OTKPHITOH (popme, Tpedyromue
MO3TAlHOTO PELIEHUS W pPa3BepHYTOr0 OTBETa, B T.U. 3aJaHUi HA HMHAWBUYaTbHOE WIIU
KOJUIEKTUBHOE BBIMOJHEHHE TMPOEKTOB, HA BBIIOJHEHUE NPAKTHUECKUX ACHCTBUM WU
nabopatopHbIX paboT. KoMmIuleKCHbIE NpakTUUYECKUE 3aJaHUs NPUMEHSIOTCS JUIsl OLEHKU
BIIQJICHUM.

Tunsl IpakKTUUECKUX KOHTPOJIBHBIX 3aaHUIA:

- 3aJlaHus Ha YCTAHOBJICHHE IIPAaBUJIBHOM IOCIEN0BAaTENbHOCTH, B3aUMOCBA3aHHOCTH
NeNCTBU, BHIICHEHUS BIMSHUSI PA3IMYHbIX (DaKTOPOB Ha PE3yNbTAThl BHITOJIHEHUS 3aJaHUS;

- YCTaHOBJICHHUE MOCJIEI0BATENbHOCTH (OMHUCATh AJITOPUTM BBIITOJIHEHUS JEHCTBHS),

- HaxOoXJeHHe OIMOOK B IMOCJEN0BATEIbHOCTH (ONpPENeINTh NPABUIbHBIM BapHaHT
MOCIIEI0BATEIbHOCTH ICUCTBUI);

- YKa3aTb BO3MOXKHOE BIMSHUE (PAKTOPOB HA MOCIEACTBUS pealn3alii yMEHUs U T.1.

- 3aJlaHusl Ha NPHUHATHE pEUICHUS B HECTaHJAapTHOW CHUTyaluu (CUTyaluu BbIOOpA,

MHOT0AJIbTEPHATUBHOCTH PEILICHUH, TPOOJIEMHON CUTYaluH).

IIpome:kyTouHas arTecTanus

dopMa MPOMEKYTOUHON aTTECTALUU: 3a4ET

IIpu npoBeneHUN IPOMEKYTOUHOM aTTECTALUUA CTYIAEHT JOJDKEH OTBETUTH HA BOIPOCHI
TEOPETUUECKOr0 XapaKkTepa U IPAKTUYECKOIO XapaKTepa.

HpI/I OLICHMBAHWU OTBETA Ha BOIMPOC TCOPETUUYCCKOI'0 XapaKTEpa YUUThIBACTCA:



® TEOPETHYECKOE COJep’KaHWE HE OCBOEHO, 3HAHME MaTepuaja HOCUT (pparMeHTapHbBIN
XapakTep, Hallu4Ke rpyObIX OMKUOOK B OTBETE;
® TEOPETHYECKOE COAEPKAaHWE OCBOEGHO YAaCTHYHO, JOMYIIEHO He O0ojee ABYX-Tpex
HEJIOYETOB;
® TEOPETHUYECKOE COJIEP’KAHUE OCBOEHO MOYTH IOJHOCTBIO, JOMYLIEHO HE 00Jee OJHOro-
JBYX HEJ0YETOB, HO 00y4aromUNCs CMOT ObI X UCIPABUTh CAMOCTOSITENIBHO;
® TEOPETHYECKOE CO/EP)KaHHUE OCBOCHO IMOJHOCTBHIO, OTBET IMOCTPOEH MO COOCTBEHHOMY
IJIaHy.
[Ipu orneHMBaHUM OTBETAa HA BOMPOC MPAKTHUECKOTO XapaKTepa YUUTHIBACTCS O00BEM
MIPaBUIIBHOTO PELLICHHUS.
OcCHOBOM 1151 ONpEAEIICHNUs] OLEHKH CIYXUT YPOBEHb YCBOEHHUS CTYJIEHTAMHM Marepuaa,
MPEAYCMOTPEHHOTO paboueii MporpaMMOi UCITUTUIHHBI.
OneHuBaHue oOy4yaroOUIerocss Ha MPOMEXKYTOYHOM aTTecTalu OCYLIECTBISIETCS B

COOTBCTCTBHUH C KPUTCPHUAMU, ITPCACTABJICHHBIMU B II. 2.



