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PaGouast mporpamma nucuuruinHbl kKak coctaBHas yacth OIIOIT Ha 3acemanuu coBeTa
dakynpTeTa JOKYMEHTAIBHBIX KOMMYHHKAIIMI U Typyu3Ma PEKOMEHJIO0BaHA K PACCMOTPECHHIO
AKCIEPTHON KOMHCCUEH, MpoToKoa Ne 6 ot 22.03.2022.

Okcneprusa nposeneHa 22.04.2022, akt Ne 2022//10V.

PaGouast mporpamma nucuurinHbl kak coctaBHas yacth OIIOIT yTBepxkaeHa Ha 3ace-
JIaHUK YYEeHOro coBeTa MHCTUTYTa MPoToKoa Ne 6 ot 30.05.2022.

Cpoxk aeiictBus pabodeil mporpamMmbl JUCHMILTUHBI IPOJJIEH HA 3aceJaHUN YUEHOTO
COBETA MHCTUTYTA:

YueOHblii rox Ne npoTokoJ1a, 1aTa YTBEPKIAEHUS
2023/24 npoTtokoi Ne 8 ot 29.05.2023
2024/25 npotokon Ne 11 ot 27.05.2024
2025/26 poTokos Ne 8 ot 26.05.2025
2026/27 [TpoTokoa Ne 10 ot 25.05.2026
Hn-74 Wudopmarmonnsie Texuonorun B JIOY u apXuBHOM Jiene : mporpamma OakajiaBpuara

«JloKyMEHTallMOHHOE O00ECTICYCHNE YIPABICHUS» [0 HampapieHuo mnonrotoBku 46.03.02
JlokyMeHTOBeIeHHE M apXHBOBEACHNE, KBarduKkamys : OakanaBp / aBT.-cocT. JI,A. TamankuHa;
YenstOMHCKHMIA TOCYNapCTBEHHBIN HHCTHTYT KYJIBTYpblL. — Yensounck, 2022. — 47 c¢. — (PI'OC BO
Bepcus 3++). — TeKcT : HeOCPEICTBEHHBII.

PaGouas nmporpamMMa AUCIMIUIMHBI BKIIOYAET: IIEpEUeHb IUIAHUPYEMBIX Pe3yJIETaToB 00yde-
HUSA 110 AWCLUITUIMHE, COOTHECEHHBIX C TUITAHUPYEMBIMH Pe3yBTaTaMH OCBOSHHUS 00pa30BaTelib-
HOM MpOrpaMMBbl; yKa3aHHEe MecTa JUCHUIUIMHBL B cTpykType OITOIT; o0peM muctumivHbI B 3a-
YETHBIX CMHUIAX C YKa3aHWEM KONMMYECTBA aKaeMHUYECKUX YacoOB, BBIICTICHHBIX HA KOHTAaKT-
HYI0 paboTy OOyJaromwxcsl ¢ TperofaBaresieM (10 BUIaM YIeOHBIX 3aHATHI) W HA CaMOCTOS-
TeJbHYI0 paboTy OOydaromxcsi; ColepyKaHWue JUCLHUIUIMHBL, CTPYKTYPHPOBAaHHOE IO TeMaM
(paznmenam), ¢ yka3aHHEM OTBEACHHOIO Ha HUX KOJIMYECTBA aKaJIeMUYECKHX YacoB M BUAOB yueO-
HBIX 3aHSTHUI; TepedeHb y4eOHO-METOIMIECKOTO O0ECIeUeHs TSl CaMOCTOSITENIhHON PadOThI
00yJaroyXcs Mo JUCIUILTIHE; (DOH/T OIIEHOYHBIX CPEICTB IS MPOBEACHUS TEKYILIETO KOHTPOJIS
Y TIPOMEKYTOUHOM aTTecTalyy 00yJaromHuXcs 1Mo JUCLUILIMHE; epeyeHb OCHOBHOW M IOTIOJHU -
TeJIbHON y4eOHOI JIuTeparypsl, HEOOXOAUMOMN 711 OCBOSHMSI TUCLMILIMHBL, [IEpEeYeHb PECYPCOB
MH(OPMAIIMOHHO-TEIEKOMMYHHKALMOHHON ceTh VIHTepHET, HeoOXOMMMBIX I OCBOSHUS JHC-
[UIUTMHBL, METOMYECKHE YKa3aHUs Ul 00yYaroIMXcs N0 OCBOSHUIO JUCIHUILUIMHBL, MepeueHb
MH(POPMALIMOHHBIX TEXHOJOTHH, HCIIONB3yeMbIX MPU OCYILECTBICHMH 0Opa30BaTelbHOro
npoiiecca 1o AUCLUILIMHE, BKJII0Yas IepedeHb IPOrpaMMHOIO 0OSCIIEUeHHST; OIIMCaHUE MaTepH-
ATLHO-TEXHIYECKON 0a3bl, HEOOXOMMMOH ISl OCYIIECTBIICHHST 00pa30BaTebHOrO Mpoliecca 1o
JCLIUIUTHHE.

© YenssOMHCKUH TOCYIapCTBEHHBIH
WHCTHUTYT KyJIbTypbl, 2022
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AHHOTaIUA

1

unekc m HasBaHue Juc-
UUIUIAHBL 10 y4eOHOMY
IJIaHY

b1.0.10 Uudopmarmonnsie Texnonoruu B JIOY u apxuBHOM
nerne

Ilens quCHUIIIAHB

W3Y4YEHUE COBPEMEHHBIX METOOB U CPEICTB aBTOMATHU3ALUHU YIIPAB-
JieHUs1 ¥ HHPOPMALMOHHOTO CONPOBOXKIICHHS yNPaBICHUECKON JIesi-
TEJILHOCTH, MPAKTUYECKOE OCBOSHHE MH(POPMALMOHHBIX TEXHOIOTHHA
Y TIPOTPAMMHBIX CPEJCTB, KOTOPBIE MOTYT OBITh MCITONB30BAHBI IS
aBTOMATH3aI[UK TIOATOTOBKH M 0Opa0OTKH JOKYMEHTOB B yIIpaBlie-
HUM U apXWBHOM JeJie, a TakXKe U3yueHHe OCHOB 3P (PEeKTHUBHON pa-
0OTHI C COBpEMEHHBIMHU JOKYMEHTAJIHHBIMU M apXUBHBIMHU HHPOpMa-
LUOHHBIMH CHCTEMaMU

3amayn IUCUMIIIMHBL 3a-
KJIIOYAIOTCS B!

— W3y4YeHHE OCHOBHBIX MPHUHLUIOB pPAOOTHI C 3JIEKTPOHHBIMU
JOKYMEHTaMH U yrpaBlieHueCKol nH(opManueii;

— OCBOCHHMHM COBPEMEHHBIX METOJOB W CPEACTB aBTOMAaTH3aLlUH
yIpaBlieHHs U WHPOPMAITUOHHOTO COMIPOBOXKIICHHS YIIpaBICHYE-
CKOM1 IeITENbHOCTHU M BEJICHUS 2JIEKTPOHHOT'O apXHBa;

— 3HAaKOMCTBE W YMEHHM IPUMEHATh CHENHAIN3UPOBAaHHBIE
nHGOPMaIMOHHbBIE TEXHOJOIMH U IPOrpaMMHBIE CPEACTBA, KOTO-
pBle MOTYT OBITh MCIOJB30BaHBI JJIsl aBTOMATH3AIUHU TTOATOTOB-
KU ¥ 00pabOTKH TIOKYMEHTOB B YIIPaBJICHUU M aPXHUBHOM JIEIe.

[Inanupyemsie pesyibTa-
TBHI OCBOGHUS

OIIK -4, O[IK -5, [IK-3, IIK-5

O6mas TPYJIOEMKOCTb
JACUUIUIMHBI COCTABIISET

B 3a4ETHBIX €IUHUIIAX — 5
B akajieMuueckux gacax — 180

PazpaboTunku

J.A. TanaHkuHa, TONEHT Kadeapbl HCTOPHUH, MY3€OJIOTHH H
JIOKYMEHTOBECHHS, K.().H.




1. IIEPEYEHDb IVIAHUPYEMBIX PE3VJIbTATOB OBYYEHMS MO JUCUMUIIMHE,
COOTHECEHHBIX C IINIAHUPYEMBIMH PE3YJBTATAMH OCBOEHHUSA
OBPA3OBATEJBLHOW ITPOTPAMMBI

B nporniecce ocBoeHus 0cHOBHOM MpoheccroHaNbHON 00pa30BaTeIbHON IPOTrpaMMBbl
(manee — OITOIT) oOyvaromuiicst JOMKEH OBIAACTH CIEAYIOIUMHU pe3yIbTaTaMi 00yUYEeHUs 1O

JUCLHUILINHE:
Taoauna 1
IlepeyeHb NJIAHMPYEMBIX Pe3YJIbTATOB 00yYeHUs!
(MHAUKATOPBI NOCTHKEHUS KOMIIETEHNH)
nanupyemsbie Kon JJleMeHT M0 KOMIIeTeHIINH Mo TUCIUTLINHE
pe3yJabTaThl bl B I€JI0OM
ocsoenuss OIIOII HHAMKAT KOMIIETe
opa
H-
Mt
1 2 3 4 5
OIIK-4. Crnocoben | OIIK-4.1. | 3natp OCHOBHBIE  BO3MOXHO- | OCHOBHBIE
MMOHUMATh [IPUHIIATIBI CTH, TPEIOCTaBISIEMbIC | BO3MOKHOCTH,
paboThl  COBpPEMEHHBIX COBPEMEHHBIMU MPEI0CTaBIISICMBIC
MH(POPMAITOHHBIX WH(POPMAIIHOHHBIMHU COBPEMEHHBIMHU
TEXHOJIOTHUH u TEXHOJIOTUSAMHU Ui | nHGOPMAITMOHHBIMA
WCIOJB30BaTh UX A peumieHus  3amad  Mpo- | TEXHOJIOTUSMH JUTST
penieHus 3a1a4 (ecCHOHANILHOW ~ Jiesi- | pelIeHus 3a/aq
npodecCuoHaTBEHOM TETLHOCTH PO eCCHOHATTEHOM
JIeSITeTbHOCTH. JeSITeTbHOCTH
OIIK-4.2. | Ymets IIPUMEHSATh IIPUMEHSATh
COBpEMEHHBIE COBpEMEHHBIE
nH()OPMAITIOHHEIE nH(pOpMAITHOHHBIE
TEXHOJIOTHU B | TEXHOJIOTUH B
npoQeccuoHaNTEHON npodeccHoHaTBEHON
JIeSITeTHOCTH JIeSITEeTFHOCTH
OIIK-4.3. | Bmanets HaBBIKAMH IPUMEHEHHUs | HaBBIKAMU IPUMEHEHUS
MHQOPMAIIOHHBIX MH(QOPMAIIIOHHBIX
TEXHOJIOTUI B | TEXHOJOTUU B
npodeccruoHaIbLHOM PO ECCHOHATTEHOM
JIeSITeIbHOCTH JeSTEbHOCTH
OIIK-5. Cnocob6en camo- | OIIK-5.1. | 3nath OCHOBBI OCHOBBI
CTOATENBHO paboTaTth C WH(pOPMAIOHHO- WHGOPMAIOHHO-
pa3IMYHBIMA ~ HMCTOYHU- aHAINTHIECKOI AHAITNTHIECKOI
kamMu uHQOpMAIUK U JeSITENbHOCTH, JIeSITeNTbHOCTH,
MIPUMEHSTh OCHOBBI HEOOXOUMEIE JUTsS | He0OXOaMMBbIE JUTST
nH(GOPMAIIMOHHO-aHa- pereHus perreHus
JUTUYECKON NIeATENbHO- npodecCHOHATBEHBIX npodecCHOHATEHBIX
CTH TPH PEIICHUH IPO- 3ama4y B obnactu | 3ama4 B obnactu
(heccrOHABHBIX 3a7a4. JIOKYMEHTOBEJICHUs] U | JOKYMEHTOBEJCHHS U
ApPXUBOBEJICHUS ApPXUBOBEICHUS
OIIK-5.2. | YmMerh paboTatb ¢ | paboraTh c
pa3IMYHBIMU Pa3TUYHBIMH
HUCTOYHHKAMH HACTOYHUKAMHU
uHpOpMaIH npu | uHbOpMALIUU npu
petieHun penieHun
poheCCHOHAITBHBIX po¢heCCHOHAIBHBIX
3a1aq 3a/1aq
OIIK-5.3. | Bmagerts HaBBIKAMU HaBBIKAMU
CaMOCTOSITEIbHOM CaMOCTOSTEIbHON




paboThl ¢ pazTMYHBIMU

paboThl C Pa3TUYHBIMU

HCTOYHHKAMH HCTOYHHKAMH
nHDOpMAaITIH npu | uHOOPMAITIH pu
peleHun pelieHun
poeCCUOHAITBHBIX POeCCHOHAITBHBIX
3a1a4 B obmacty | 3aga4 B obnactu
JIOKyMEHTAITHOHHOT O JIOKyMEHTAITIOHHOT O
obOecrieueHus obecreueHus
yIpaBIeHHS U | ympaBieHUs H
apXHUBHOTO JIeNa aApPXHUBHOTO JeNa
IIK-3. Cmocoben ocy- | [1K-3.1. 3HaThb o0mue MIPUHITATEL | 00IIHe TIPUHITATIBI
HICCTBIATh OpraHU3ally- MOCTPOCHUS MIOCTPOCHUS
OHHOE, JOKYMEHTAIMOH- JIOKYMEHTHOH CHCTEMBI, | JOKYMEHTHON CHCTEMBI,
HOe M HMH(POPMAIMOHHOE CHUCTEMBI  YTPABIEHUS | CHCTEMBl  YIIPaBJICHUS
obecrieuenne JeATeILHO- JIOKYMEHTaMH, JIOKYMEHTaMH,
CTH PYKOBOJHUTENS Opra- OpraHM3alliy  CIYXKOBI | OPraHU3allid  CITYKOBI
HU3aLUU JIOKYMEHTAIIHOHHOTO JIOKYMEHTAIIHOHHOTO
obecrieueHus obecrieueHus
YIpaBJICHUSL. YIPAaBJICHHSL.
[IK-3.2. Ymerts OCYILECTBIIATH 0a30BbIC | OCYIIECTBIISATH 0a30BbIC
TIPOIIECCHI TPOTIECCHI
OpraHU3aIUOHHOTO, OpraHU3alMOHHOTO,
JIOKYMEHTAIIHOHHOTO U | JJOKYMEHTAIIMOHHOTO U
WH(POPMAITIOHHOTO “H(OPMAITMOHHOTO
obecrieueHus obecrieueHus
JIEATEILHOCTH JIEATEILHOCTH
PYKOBOJIUTEINS pyKOBOAMTENS
OpraHU3aIlHH. OpraHU3allNH.
T1K-3.3. Bmanets HaBBIKAMHA HaBBIKAMU
MHPOPMAaIIIOHHO- WHPOPMALTUOHHO-
JTOKYMEHTAIIHOHHOTO JIOKYMEHTAIIHOHHOTO
obecrieueHus obecrieueHus
JISITEILHOCTH ammapara | AeSTeIbHOCTH arapara
yIpaBIeHHS yIpaBICHUS
OpraHU3aIHH. OpraHU3allNH.
IIK-5. Cnocoben cosma- | ITK-5.1. 3HaTh TEXHOJIOTHUYECKHE TEXHOJIOTHUYECKHE
BaTh U BECTH CHCTEMEI OCHOBHEI CO3JaHHUSI M | OCHOBHI CO3JaHHMS U
JIOKYMEHTAIIHOHHOTO peamn3allid  CHCTEMBI | peau3alliil  CHCTEMBI
obecrieueHust  yIpamJe- JIOKyMEHTAITMOHHOT O JIOKyMEHTAITIOHHOTO
HUS U apXUBHOTO JIeNia Ha obecrieueHus obecreueHus
0a3e HOBEHIIHUX TEXHO- yIpaBIeHHS U | ympaBieHUs H
JIOTUH apXHUBHOTO JIeNa aApPXHUBHOTO JeNa
T1IK-5.2. VYmetn co3laBaTb M  BECTH | co3JaBaThb U BECTHU
CHCTEMBI CHCTEMBI
JIOKYMEHTAIIHOHHOTO JIOKYMEHTAIIHOHHOTO
obecrieueHus obecrieueHus
yIpaBICHHS U | ylpaBJIeHUs U
apXUBHOTO JieNia Ha 0a3e | apXUBHOTO jelia Ha Oa3e
HOBEHMIITNX TEXHOJOTHM. | HOBEHIITNX TEXHOJOTHH.
T1K-5.3. Bnanets HaBBIKAMU HaBBIKAMU
HCIIOJIL30BaHUS HCIIOJIL30BAHUS
WHGOPMAITIOHHBIX “H()OPMAITMOHHBIX
TEXHOJIOTHM B CHUCTEME | TEXHOJIOTHM B CHCTEME
JIOKYMEHTAIIHOHHOT'O JIOKYMEHTAIIMOHHOTO
obecneueHus obecreucHus




YIIPABJICHUS U | yOpaBIICHUA
ApPXHUBHOIO JIeNa. apPXMUBHOIO JeNa.

2. MECTO JUCIHUTVIMHBI B CTPYKTYPE OBPA3OBATEJILHOM ITPOT'PAMMBI

JlucuuiuinHa BXOIHUT B 4acTh, (HOPMUPYEMYIO YYaCTHHKaMH OOpa30BaTEIbHBIX OT-
HOIIIEHUH Y4eOHOTO TUIaHa U SIBISIETCS JUCIUILTHHOM MO BBIOOPY.

JlucuuniauHa JOTMYecKH M COJIep’KaTelbHO-METOAUYECKH B3aWMOCBSI3aHA C JAMC-
muunHaMu: «MHpopmartukay, «MHbopMalmonnsie TexHonorum», «Opranu3anus U TEXHO-
JIOTHUS JOKYMEHTAIIMOHHOTO 00€CTIeUeHUs! YIIPaBICHUA», K ADXUBOBEIACHHUEY.

OcBoeHME NUCHUIUIMHBI OyJeT HEOOXOAMMO TMpPH MPOXOXKACHUU JUCIHUILIUH:
«MudopmanmonHas 6e3omacHoCTh W 3ammra uHbopManum», «KaapoBoe Iernonpou3BoI-
cTtBo», «HMHopmanrionHoe obOecrieueHUe YIPaBICHUS» U TMPAKTUK: NPedOUuniomMHas,
IIOATOTOBKE K I'OCYIapPCTBEHHON UTOTOBOM aTTECTALMH.




3. OFbEM JUCHUILIAHBI B 3AYETHBIX EJUHULAX C YKABAHUEM
KOJIMYECTBA AKAJEMAYECKHUX YACOB, BbIJIEJTEHHBIX HA KOHTAKTHYIO
PABOTY OBYUYAIOIUXCSI C MPENOJABATEJEM (110 BUJAM YUYEBHbBIX
3AHSITHIA) U HA CAMOCTOSITEJBHYIO PABOTY OBYYAIOIUXCS

O61ua;1 TPYAOCMKOCTE AUCHUIIIIMHBI B COOTBETCTBUH C YTBEPKIACHHBIM y‘IC6HHM

IUTAHOM COCTaBJISIET 5 3aueTHBIX enuHull, 180 yacos.

Tabaunna 2
. Bcero yacos
B yueonoii padorst Ounas popma | 3aounas ¢popma
O011as TPYIOEMKOCTh JIUCITUTUIMHBI TI0 YISOHOMY TUIaHY 180 180
— KonraktHas pabora (Bcero) 74,3 36
B TOM YHCIIE:
JIEKIINH 20 8
CemMuHapbl
[IPAKTUYECKUE 3aHATHS 52 12
MEJIKOTPYIIIOBBIE 3aHATHUS
VHJIMBUlyaJIbHbIE 3aHITHS
KOHCYJIBTAILIHAS 8 PAMKAX NPOMEICYMOUHOU ammecma- 2 2
yuu (KoncllA)
uHasg koHtakTHas padota (MKP) 6 pamxax npomesncy- 0,3 2
MOYHOU ammecmayuu
KOHCYJIbTalUH (KOHC.) 5% ot 8
KOHTPOJIb camocTosiTenbHol padboTsl (KCP) JIEKIIMOHHBIX 4ac. 4
— CamocrositenbHas pabota o0yuarommxcs (Bcero) 79 137
— [IpomesxxyTouHast arrecTanmus OOydJarOmIETOCS — DK3a- 26.7 7
MeH: KOHTPOJIb

4. COAEPXKAHUE JUCHUNJIWHBI, CTPYKTYPUPOBAHHOE MO TEMAM
(PA3JEJIAM) C YKA3AHUEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA
AKAJTEMUYECKHX YACOB M BUJIOB YYEBHBIX 3AHATHI

4.1. CTpyKTypa npenosaBaHus JUCIUILIHHbI

Tabnauna 3
Ounas ¢popma 00yueHnust
Buapl yueOHoii padoThl, dopma
BKJIIOYAsI CAMOCTOSITEJILHYI0 PadoTy NMPOMEKYTOY-

oOyualomuxcs, u

HaumenoBaHue pazne-
TPYA0E€MKOCTh (B aKajeM. 4ac.)

Oo6mas
TPYAOEMKOCTh
(Bcero uac.)

HOIl aTTecTalluU
(mo cemecTpam)

JIOB, TEM
KonTakTHas pa6ora BT.4.C
c/p KOHTAKTHOM
JeK. | ceM. | MpaKT. | HHI. .
padoToii
1 2 3 4 5 6 7 8
Tema 1. UadopmaTusa- 33 5 10 18

Ut paboTHI C IOKyMEH-

tamu. OCHOBHBIE O0BEK-
ThI ¥ IPUHITUITBI aBTOMA-
TH3alUU paObOThI €
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JIOKYMEHTaMH
Tema 2. OcHOBHBIE 39 5 16 18
(YHKIIMH CUCTEM DIIEK-
TPOHHOTO JOKYMEHTO-
obopota. CoBpeMeHHBIE
MTyTU Pa3BUTHS CUCTEMEI
3NIEKTPOHHOTO JIOKYMEH-
TOO0OpOTA
Hmozo 6 4 cem. 72 10 26 36
Tema 3. MadopmaTnza- 35 5 10 20
1M1 APXUBHOTO JIejia B
Poccun.
Tema 4. HoBbie TexHO- 44 5 16 23
JIOTUYECKHE PEIIeHNS B
JIOKYMEHTAIIHOHHOM
o0ecrie4eHnn ynpasJie-
HUS ¥ apXUBHOM JIeITe
Oxzamen 5 cemecmp 29 OK3amMeH
KOHTPOJIb—26,7 4.
KoHC. [TA —2 u.
HKP - 0,3 4.
Hmozo 6 5 cem. 108 10 26 43 29
Bcero mo aucuuminHe 180 20 52 79 29
3aounas ¢popma o0ydeHust
2 Bunsbi yueOHoli padoThI, ®opma
] § S | BKJIIOYAs CAMOCTOSTENbLHYIO paboTy NPOME:KYTOY-
Hauvenosanue pasie- g E E o0yyarouuxcs, u HOii aTTecTal UK
7108, Tem S8 g TPYJ0E€MKOCTh (B aKajeM. 4ac.) (mo cemecTpam)
o X 2 KonTakTHas padora BT.4.C
it ex. | cem. | mpakr. KOHC, c/p KOHTAKTHOM
KCP pa6oToii
1 2 3 4 5 6 7 8
Tema 1. Mnpopmarusa- 33 2 3 44
1Mt pabOTHI C IOKyMEH-
Tamu. OCHOBHBIE 00BEK-
ThI ¥ IPUHITUIIBI ABTOMA-
TH3aIUU paOOTHI C
JIOKyMEHTaM#
Tema 2. OcHOBHBIC 33 2 3 44
(YHKIIMH CUCTEM DJICK-
TPOHHOTO JJOKYMEHTO-
obopoTta. CoBpeMeHHBIE
MyTU PA3BUTHS CUCTEMBI
ANIEKTPOHHOTO JIOKYMEH-
T0000pOTa
Koncynpranumn 4 4
KonTtpons camocTos- 2 2
TEITHLHON pabOTHI
Hmoeo 6 4 cem. 72 4 0 6 6 88
Tema 3. Uadopmaruza- 48 2 6 70
1Sl APXWBHOTO JIeTia B
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Poccun.
Tema 4. HoBbie TexHO- 43 2 9
JIOTUYECKHE PEIICHHS B
JIOKyMEHTAITAOHHOM
o0ecrnieueHuy ynpasJie-
HUS U apXUBHOM Jelie
Koncynpranuu 4 4
KonTtpons camocTtosi- 2 2
TEIBHOHN pabOThI
DK3aMeH 5 cemecTp 11 DK3aMeH
KOHTPOJIb — 7 4.
Komnc. ITA - 2 4.
HKP — 2 yac.
Hmoeo 6 5 cem. 108 4 6 81 11
Bcero mno 180 8 12 137 11
AUCHHUIJINHE
Ta6auuna 4
4.1.1. MaTpuia KOMIIeTeHIITU
HaunmenoBanue - v
pa3aesioB, TeM oz <z ; £
=| 5| E|E
1 2 3 2 3
Tema 1. UndopmaTtuzamus paboTs! ¢ tokymeHTamMu. OCHOBHEIE + + + +
00BEKTHI ¥ IPUHIIUAITE ABTOMATH3AITUH pa0OTHI C TIOKYMEHTaAMHU
Tema 2. OcHOBHBIEC (DYHKIUH CUCTEM 3JIEKTPOHHOTO IOKYMEHT0000- + + + +
pota. CoBpeMeHHBIE IyTH Pa3BUTHUSI CHCTEMBI JIIEKTPOHHOTO
JIOKYMEHTO000pOoTa
Tema 3. Undopmarusaius apxuBHOTo jaena B Poccun. + + + +
Tema 4. HoBbIe TEXHOJIOTUUECKHE peleHus B JOKYMEHTAalMOHHOM + + + +
obecriedeHnH yIpaBIeHNs 1 apXUBHOM felie

4.2. CopeprkaHue JUCIHUILTUHBI

Tema 1. UndopmaTuzanusi padborsl ¢ JokyMeHTaMH. OCHOBHbIE 00bEKThHI M MPUHIIUIBI
aBTOMATH3alMHU PadOThI ¢ JOKYMEHTAMHU

OcCHOBHBIE TOHATHUS JOKYMEHTOOOOpOTa. XapaKTEPUCTHKU JOKYMEHTOB: ayTEHTHY-
HOCTb, TOCTOBEPHOCTH, LIEJIOCTHOCTh MU NPUTOAHOCTH Ul HcNonb3oBaHus. lloHATue asnek-
TPOHHOTO JOKyMeHTa. YmupasieHnue nokymeHtamu (corinacHo I'OCT P UCO 15489-1-2019).
MertananHble JOKyMeHTOB. IIoHsATHE 37€KTpPOHHOrO JToKyMeHTooOopoTra. CTauu aBTOMaTH-
3aIM JOKYMEHTOO0O0pOTa M UX XapaKTepucTuka. JJoCTOMHCTBA 3eKTPOHHOTO (0e30yMaxKHO-
ro) 10KyMeHT0060poTa. OCHOBHbIE POOIEMbI OYMa)KHOTO XpaHEeHUs! JOKyMeHTOB. [Ipenmy-
IIeCTBA 3JEKTPOHHOIO XpaHEHMsI JTOKyMEHTOB. JIoKyMeHTHl M mporecchl. CpaBHEHHE poc-
CHIICKOT0 U 3aMajiHoOro J10KyMeHT0000poTa.

Oranel uHpOpMaTH3aluu paboThl ¢ JokymMeHTaMu. [IpoGieMbl uHQOpMaTH3ALUU
JIOKYMEHTAllMOHHOTO obecrieueHus: ymnpasieHus. llpuHumnel uHQOpMaTH3alMM rocyjaap-
CTBEHHOM CHCTEMBI JOKYMEHTAI[MOHHOTO OOECreueHusi AESTEIbHOCTH OpraHOB TIoCyaap-
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cTBeHHOM BiacTu. [loaxoapl K aBTOMaTH3alMU TOKYMEHTAMOHHOTO 00ecreueHus yrpanJe-
Husi. OcHOBHbIE OOBEKTHI aBTOMAaTH3alUU paboThl ¢ JMOoKyMeHTaMu. OCHOBHBIE CTaauu
JKU3HEHHOTO IMKJIA MOCTYNAIOMIUX (BXOIAIUX) TOKYMEHTOB. OCHOBHBIEC CTA/IUU KU3HEHHOTO
LUKJIA OTIPABIAEMbIX (MCXOASIINX) MOKYMEHTOB. OCHOBHBIE CTaUM >KU3HEHHOTO IMKJIa
BHYTPEHHHUX JOKYMEHTOB. [Iponecchl nmpu XpaHEHUM JTOKYMEHTOB B apXMBE OpPraHHU3allHH.
CocTaB 31E€KTPOHHBIX JOKYMEHTOB KaK HH()OPMAIIMOHHBIX OOBEKTOB. )KU3HEHHBIN UK 3JICK-
TPOHHOTO JTOKyMEHTa. [[pUHIMIIBI aBTOMATHU3alMKA PAOOTHI ¢ JOKyMEHTamMH. TpeOoBaHHs K
pacnpe/ielIeHHOM apXUTEKType yIpaBlieHus: JoOKyMeHTaMu. TpeOoBaHus K CUCTEME DIIEKTPOH-
HOTO JIOKYMEHTOOOOpOTa B OCHOBHOM W MPOMUIAKTHYECKOM peXuMax padoThl. DyHKIHMH
M0JIb30BAaTENEH B CUCTEME JIEKTPOHHOTO IOKYMEHTOO0OPOTA IO POJISM.

IOpunnueckas 3HAYMMOCTD 3JIEKTPOHHOTO JOKYMEHTA. DJIEKTPOHHAS MOANKUCH. Buabl
AIIEKTPOHHOM MOAMMCU: TPOCTasi, yCUJICHHAsT HEeKBalu(UIUPOBAaHHAs, YCUICHHAs KBaIu(pu-
uupoBanHas. Kirou npoBepku snekTpoHHOM mnonanucu. CpenctBa 3JIEKTPOHHOM MOAMKCH.
CepTtuduxaT KJI104a MPOBEPKU AIEKTPOHHON MOJIUCH. Y JOCTOBEPAIOMIUNA HEHTP.

[TonsiTue 0 BHEMIHEM (MEXKOPIIOPATUBHOM) JIEKTPOHHOM JOKyMeHTooOopoTe. Cep-
BUChl OOMEHa JJIEKTPOHHBIMU TOKYMEHTaMHu. JloNroBpeMeHHOE XpaHEHUE JJIEKTPOHHBIX
JIOKYMEHTOB.

OCHOBHBIE TaPAMETPBI JOKYMEHTOIIOTOKA M METOJIbI UX OLICHKH.

Tema 2. OcHoBHbIE PYHKIIUM CHCTEM 3JIEKTPOHHOI0 JOKYMeHT0000poTa. CoBpeMeHHbIe
NYTH Pa3BUTHS CHCTEMBbI 3JIEKTPOHHOI0 J0KYMEHT0000poTa

[lepeueHs aBTOMATU3UPYEMBIX OIEpaIfii OU3HEC-IIPOLIECCOB AIEKTPOHHOTO JJOKYMEH-
ToobopoTa. MHpopmanmonHoe obecrieueHue CUCTEM 3JEKTPOHHOTO JOKYMEHTO000pOTA.
CpenctBa peanusyromue (yHKIUA CO3JaHHMS W MPOBEPKH JJICKTpoHHOU moamucu B COJI.
OyHKIMK MTOUCKA, MPEACTABICHUS U 0TYeTHOCTH MHpopmanuu B COJ]. OyHkuus xpaHeHus
undopmaruu B COJI. OyHkius koHTpois napopmanuu B COJl Ha 3Tamax: coopa uHpOpMa-
Uy, XpaHeHus uHpopmanuu, obpabotku uHGopmarmu. DyHKIHUS ATMUHACTPUPOBAHUS U
ynpasieHus: noaHoMouusmMu B COJ[. OyHkuuu 3amuTsl HHGOPMAUH OT HECAHKIIMOHUPO-
BaHHOrO JtocTyna B CO/I.

Knaccudukanus v TeHASHLIUN Pa3BUTHsI CIICUAIN3UPOBAHHBIX MIPOrPaMM aBTOMATHU-
3aliy JOKYMEHTAIMOHHOTO 00ecreueHus ynpapieHus (001a4H0CTh, MOOUIBHOCTD, COIUAIh-
HOCTh, " T.I1.). O6nactu aestenpHOCTH 1yt CO/I.

®yukuun ECM-cucreM no muenuto Gartner. [Imocet ECM-cucrem. IlepcnexkTuBHbIi
wian pa3Butusi ECM-cucreM. [lpyrue BHABI KOPHOPATHUBHBIX HH(POPMAIMOHHBIX CHUCTEM:
ERP-cucrema, BPM-cucrema, CRM-cuctema, HRM-cucrema. Peanuzanus ¢dyHKIul
JIOKYMEHTOO0OpOTa Ha OCHOBE NOPTAIbHBIX M MOOWIBHBIX pemieHud. [IpenmymiectBa
noptanbHbIX pemeHnid (matgopma DirectumRX). OcoOeHHOCTH MOOMIIBHBIX PELICHUM:
Directum Solo, Directum Jazz, Directum Bot.

Cytp mmdpoBoil TpaHCPOpPMALMU W TEXHOJOTHYECKUE HAMPABICHUS CTPaTETUU
DIRECTUM DigitALL. ITepexon B apXUTEKType OT MOHOJIMTHBIX CHCTEM K MUKpPOCEpBUCAM
u konuenius CSP (Content Services Platform). OGecnieuenne OMHUKAHAIBHOCTH U OCHOB-
HbIE BapUaHTHI €€ peaiu3alunu B UHGOPMAIIMOHHBIX cucTeMax. MHTemekTyanbHble perieHus
B WHGOPMAIMOHHBIX CHUCTEMax JJsi ONTUMHU3AlMU padoThl ¢ JOKyMEHTamu. Pa3Butue
COBPEMEHHOT0, MOHATHOrO MHTep(delica B nHGOPMAIMOHHBIX cucTeMax. Pa3BuTtue opuaunye-
CKOM 3HaYMMOCTH U Habop pemenuit sxocuctemsl Directum. [udpoBusanus paboTsl mpoekT-
HBIX KOMaH]I.

Tema 3. UndopmaTuzanusi apxuBHOro aeaa B Poccun
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WNndopmaruzanus apxuBHoro nena B Poccun. Konuenmust nHGpOpMaTH3aMl apXHUB-
Horo aena Poccum (1995 r.). Konnenmus pa3Butusi apxuBHOTo Aena B Poccuiickoit @enepa-
uu Ha nepuon a0 2020 r. [Iporpamma nnpopmaruzanuu DeaepansbHOrO apXUBHOTO areHT-
CTBa W MOJIBEJIOMCTBEHHBIX eMy yupexaenuid (Ha 2011-2020 rr.).

ABTOMaTH3UPOBAHHBIC APXUBHBIC TEXHOJIOTUU B KOMIUIEKTOBAaHUU APXHBHOTO OHIA
P®. ABTOMAaTU3UPOBAHHBIE TEXHOJIOTMH B OPraHU3alMK UCIOJIb30BAHUS aPXUBHBIX JOKYMEH-
TOB. Y4eTHbIE U HH(POPMALIMOHHO-TIONCKOBBIE 0a3bl JaHHBIX, CO3/1aBaEMbIC B ApXUBaX.

Tema 4. HoBble TeXHOJIOTHYeCKHE PellIeHUs] B JOKYMEHTAllHOHHOM O0eclie4YeHUH yIpaB-
JICHHSI M APXMBHOM jeJie

KomnbroTepHble TEXHOJIOTUM CO3/aHUS TOKyMeHTOB. Kiaccudukanusi mporpamm
IOJrOTOBKU JIOKYMEHTOB. PeueBble TexHonoruu. PacmosHaBaHue pedd (IO 3aKpbITBIM U
OTKPBITHIM TpammaTHkam). Cunres peun. ['onocoBas OnomeTpusi.

TexHosnorus ckaHupoBaHUs U OLM(POBBIBaHUSA JOKyMeHTOB. Knaccupukanum cka-
HEPOB M €€ MPHU3HAKH: pa3pelIaronasi CrioCOOHOCTh, TEXHOJIOTHs CKaHUPOBAHHS JOKYMEHTA,
CKOpOCTh pabOThI, TUIl U KAYE€CTBO UCXOJAHBIX JOKYMEHTOB. IToHATHE OLU(PPOBKU TOKYMEH-
TOB.

[TorokoBoe ckaHMpOBaHHWE U IUTPUX-KoAupoBaHue. IIporpaMMHble cpeacTBa IS
onruyeckoro pacrnozHasanus Tekcra. OCR-cucremsl. ICR-cuctemsl. IWR ypoBeHb kauecTBa
pacro3HaBaHMs TEKCTA.

«O0nayHbIe» TEXHOJOTUU B JOKYMEHTALIMOHHOM OOECIIEUEHUH YIPABICHUS U apXUB-
HOM Jiene. «O0nauHble BBIYMCICHU» U UX 00s3aTelibHble XapakrepucTuku. Knaccupukanus
«00JauHBIX BBIYMCICHUN 110 MOAETSAM pa3BepThiBaHus. Knaccudukanus «o0JauHbIX BBIYHC-
JIEHUI» 10 MoJIesIAM 00CITy)KuBaHUs. JlONOTHUTENbHbIE «00JauHble» cepBHUChL. «O0mayHoe»
XpaHWIuILe AaHHBIX. [locTpoeHHe «3IIIEKTPOHHOI0» IMPAaBUTEIbCTBA Ha 0aze COBPEMEHHBIX
TEXHOJIOTHH.

CpencrtBa 3ammThl MHPOPMALUU B HH()OPMAIIMOHHBIX CHCTEMaX, HUCIOJIb3yEMbIX B
JIOKYMEHTAllMOHHOM 00€eCIeueHHH yIpaBiIeHUus U apXuBHOM Jeie. [lonsaTre nHpopmannuoH-
HOW 0€30macHOCTH | 3amuThl nH(popManuu. OCHOBHBIE BUIBI YIpo3 WHGOPMAIMOHHON 0e3-
onacHocTH. OCHOBHbIE TPeOOBAaHUS M MEpbI M0 3alUTe MHPOPMALUU, LUPKYIUPYIOEH B
uHpopMannoHHOH cucteme. Cayx0a KOMIUIEKCHOTO aAMUHUCTPUPOBAHHS UH(OPMAITMOHHON
cucreMbl. DyHKIIMM aAMUHUCTPATOPOB 3AILUTHI UHPOPMALIUH, CETH, 0a3 TaHHbIX.

5. IIEPEYEHb YYEBHO-METOJUYECKOI'O OBECIIEYUEHUS
JJISI CAMOCTOSITEJABHOM PABOTHI OBYYAIOIIUXCS MO JUCIHUILJIMHE

5.1. O6I1IIHEe MOI0>KEHHUS

CaMocTosiTenpHast paboTa 00y4arouXcss — OCOOBIA BHJI MMO3HABATEIHLHOU JIESATENb-
HOCTH, B IIpOIecce KOTOPOU MPOUCXOAUT (POPMUPOBAHHE ONTHMAIBHOTO ISl TAHHOTO WH/IN-
BUJIa CTWJIS TIOJTy4eHHUs, 0OPaOOTKU U YCBOEHHS y4eOHON MH(pOpMaIMU Ha OCHOBE MHTETpa-
IIUH €r0 CyObEKTUBHOTO OIBITA C KYJIbTYPHBIMH 00pa3IaMu.

CamocrosrenbHas paboTa MOXKET ObITh ayJUTOPHOM U BHEAYAUTOPHOM.

AyIuTOpHAs caMOCTOSITeTIbHAS pa0d0Ta OCYIIECTBIISCTCS HA JICKIUAX, TIPAKTHUIECKUX
U CEMHHAPCKUX 3aHATHUSX, IPH BBIOJHEHUH WHIVUBHIYAIbHBIX 3a7aHuil U np. BHeaymurop-
Hasl CaMOCTOSITEIbHASE Pa00Ta MOXKET OCYIIIECTBIISATHCS:

— B KOHTAaKTE C TIPEroiaBaTeeM: Ha KOHCYIbTAIMSIX 110 YYSOHBIM BOIIPOCaM, B XOJIE
TBOPYECKHX KOHTAKTOB, MPH JTHUKBUIAINH 33/I0JDKCHHOCTEH, TIPU BBIITOJTHEHUN WHIUBUIY b -
HBIX 3aJaHUN U T. 1.,

— 0e3 KOHTaKTa ¢ IpenojaBareieM: B ayJJUTOPUH JUTSl WHAWBUIYATbHBIX 3aHITHH, B
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oubimoreke, 0Ma, B OOLICKUTHH U JIPYTHX MECTax MPHU BBIMOJIHEHUH YYeOHBIX M TBOpUE-
CKHUX 3aJIaHUM.

BueaynutopHasi camocrosTenbHas paboTa, MpekAe BCEro, BKIIOYACT IOBTOPEHHE
MaTepHala, U3y4eHHOIO B XO/i€ ayJUTOPHBIX 3aHATUH; paOOTy ¢ OCHOBHOM M JOMOJHUTEIb-
HOW JIUTEPaTypoHd M HMHTEPHET-UCTOYHMKAMHU; MOJATOTOBKY K CEMHUHAPCKHUM, MPAKTHUYECKUM
3aHATHSM; BBIIIOJHEHUE 3a/1aHUI, BBIHECEHHBIX IIPEN01aBaTeNIeM Ha CaMOCTOATENIbHOE U3yye-
HHE; HAyYHO-HCCIIeI0BATEIbCKYIO U TBOPUYECKYIO paboTy 00ydaronierocs.

[enbro caMOCTOATEIBHOM PabOThl 00yUarOIIErocs sBISETCs:

- (opMupoBanme MpUBEPKEHHOCTH K Oy Iymiei mpodeccuu;

- CUCTeMaTHu3alysl, 3aKperieHue, yriyOjaeHne U pacuMpeHre NOdyYeHHbIX 3HaHUN
YMEHUH, BJIaJICHUI;

- (opMupoBaHHe yMEHUI UCIIOIB30BaTh pa3IMyHbIe BUAbI U3/1aHUH (OQULIMAIbHEIE,
Hay4HbIE, CIIPaBOYHbIC, HH()OPMAIIMOHHBIE H JP.);

- pa3BUTHE [103HABATEIbHBIX CIIOCOOHOCTEN M aKTUBHOCTH O0ywyarolerocs (Tsopuye-
CKOW MHHUIIMATHBBI, CAMOCTOSITEIIbHOCTH, OTBETCTBEHHOCTH M OPraHU30BAaHHOCTH);

- (hopMupoBaHHEe CaMOCTOATEIBLHOCTH MBIIIJIEHUS, CHOCOOHOCTEH K caMOpa3BUTHIO,
CaMOCOBEPILICHCTBOBAHHIO, CAMOPEATH3AIINH;

- pa3BUTHE UCCIIEA0BATEIBCKOrO U TBOPUECKOTO MBILIUICHHUS.

CamocrosrenbHas paboTa sBIseTCS 0043aTEIbHOM A KaXKI0ro 00y4aromerocs, u
ee 00beM 10 KaXKJJOU JUCLHUIUIMHE ONpeseNseTcsl yueOHbIM IJIaHOM. MeToiuKa ee opraHusa-
UM 3aBHCUT OT CTPYKTYPBI, XapakTepa U OCOOCHHOCTEH M3y4aeMOu MUCHUIUIMHBI, UHIUBU -
JyaJbHbIX Ka4eCTB M YCIOBUM yueOHOM JesITeIbHOCTH.

Js1 53¢ GeKTUBHOM OpraHU3alUuK CaMOCTOSITEIbHON paboThl 00yYarOIINIACs TOJHKEH:

3HaAMb:

— cucteMy (OpM U METOZIOB OOYyYEHHS B BY3€;

— OCHOBBI HayYHOH OpraHu3aluu Tpyaa;

— METOAMKH CAMOCTOSATENILHON padoThI;

— KpUTEPUU OLICHKH KauecCTBa BBIIIOJIHAEMON CaMOCTOATEIbHOM PaboThl;

ymemy:

- IPOBOJUTH MOMCK B Pa3IMYHBIX OUCKOBBIX CUCTEMAX;

- HCIOJB30BATh PA3UYHBIC BUIBI H3/IaHUI,

- NPUMEHATh METOJUKU CAMOCTOATENIBHOM paboThl C yd4eToM OCOOEHHOCTEH
M3y4aeMOM JUCIUIUINHBL,

enademn:

— HaBBIKaMH TUTAHUPOBAHUS CAMOCTOSITEIbHON paboThI;

— HaBBIKAMU COOTHECEHUS IUITAHUPYEMBbIX LIE€JIeH U MOJyYEHHBIX PE3yJIbTaTOB B XO/1€
CaMOCTOSITENILHOU paboThI;

— HaBBIKAMM IPOEKTHPOBAHUS U MOJEIMPOBAHUS Pa3HbIX BUAOB U KOMIIOHEHTOB
npoeCCUOHATLHOMN 1eATEIIEHOCTH.

Mertoauka caMOCTOATENIBHOW pPabOThl NPEIBAPUTENILHO DPAa3bACHACTCS Mpenoja-
BaTeJIeM U B IMOCJEIYIOIIEM MOXET YTOUHATHCSA C YUYE€TOM WHAMBHUIYAIbHBIX OCOOCHHOCTEH
oOyuatomuxcs. Bpems u Mecto caMocToATenbHOM paboThl BEIOMPAIOTCA 00yUYarOIIUMUCS 110
CBOEMY YCMOTPEHHIO, HO C Y4ETOM PEKOMEHAAINI MPENoaaBaTesl.

CamocrodTrenbHy0 paboTy HaJ AUCLUILUIMHON cJelyeT HauuHaTh C H3Y4YEeHUs
paboueil mporpamMmbl TUCHUIUIMHBL, KOTOpPasi COAEPKUT OCHOBHBIE TPeOOBaHMS K 3HAHHUSM,
YMEHUSM M BIaJeHUSAM o00ydaeMblx. OO0s3aTeNbHO ClleAyeT IOMHUTh PEKOMEHIAUU
Iperno/iaBaTess, JaHHbIe B X0/I¢ YCTAHOBOYHOTO 3aHATHS, a 3aTeM — IPUCTYIIATh K NU3YYECHUIO
OTIENBHBIX pa3/leloB M TEM B IOpsJAKE, MPeIyCMOTPEHHOM pabodell mporpammon
JVCLUTUTAHBL.
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5.2. VueOHO-MeTOoANUYEeCKOe o0ecrneyeHrue CaMOCTOSITeIbHOM pad0oThI

Taoauma 5
5.2.1. CopeprkaHue CaMOCTOATE/IHbHOM Pa00ThI
HaumenoBanue Conep:xanue dDopma
pa3aeioB, TEMbI CaMOCTOSATEJbHON padoThI KOHTPOJIsA

Tema 1. Mnpopmarusa-
1Hst pabOTHI ¢ JOKYMEH-
TamMu. OCHOBHBIC
OOBEKTHI U IPUHITHITHI
aBTOMATH3aIUN Pa0OTHI
C IOKYMEHTaMH

Camoctositenbaas padota Nel «Co3nanue mabioHOB
JOKYMEHTOB

OIICHKa TTUChMEH-
HO¥# pabOTHI

Tema 2. OcHOBHBIE
(YHKLUH CUCTEM 3JIEK-
TPOHHOT'O JJOKyMEHTO-
obopoTta. CoBpeMeHHBIE
MYTH Pa3BUTHUS CH-
CTEMBI JIEKTPOHHOTO
JIOKYMEHTO000poTa

CamocrositenbHas pabora Ne 2. «POCCUNCKUE CU-
CTEMbI 3JIEKTPOHHOI'O JOKYMEHTOOBO-
POTA»

Camoctrositenbaast padora Ne 3. «Co3nanue JTOKyMeH-
ToB B Directum RX»

CamocrostensHas pabota Ne 4. «BzanmoneiicTBue B
Directum RX»

CamocrostenpHas pabota Ne 5. «CoriacoBanue IO
pernmaMeHty u cBOOOAHOE coriacoBanue B Directum
RX. Bepcun moxymenTta B Directum RX»
CamoctositenbHast padora Ne 6. «JloroBopsl 1 mopyue-
Hus B Directum RX»

CamocrostensHas padora Ne 7. «CoryxeOHBIE 3aITHCKH.
Cuera Ha oraTy»

OlLICHKA CO3JaH-
HBIX MaTEePHAaJIOB
OLICHKA
BBICTYIUICHUST  C
JIOKJIaZIOM

Tema 3. Uadopmarnza-
WS apXUBHOTO JIeNa B
Poccun.

CamocTtositenbHas padota Ne 8. «McmonszoBanue KA-
HNCA-Apxus»

OILICHKA BEIMIOJIHE-
HUS 3aaHAN

Tema 4. HoBbie TexHO-
JIOTHYECKHE PEIICHUS B
JIOKYMEHTAIIHOHHOM
oOecrieueHuy ypasJie-
HUSI M aDXUBHOM JIENe

CamocrositenpHas pabota Ne 9. «Ucnonw3oBanue
nH(pOpMaIMOHHO-TPaBoBo cuctemsl "["TAPAHT"»
CamocrostenbHas padora Ne 10. « TexHomorus cKaHM-
pOBaHUsI U OLU(PPOBBIBAHHUS JTJOKYMEHTOBY

OILIEHKA BBITMIOJIHE-
HUS 3aJaHuN

5.2.2. MeTognuecKHe yKa3aHHUs 10 BEIIIOTHEHHUIO
CaMOCTOSATEeJIBLHON PaboThI

Camocmosmenvhas paboma Ne 1.
Tema: «Coz0anue wabaoH08 OOKYMEHMO8»

[{enb pabGOThI — 3aKPENUTH HABBIK B CO3[aHIH COOCTBEHHBIX 1a0JIOHOB ToKyMeHToB MS Word ¢
J00aBJICHUEM U HACTPOUKOM TIOJIeH 3JIEMEHTOB YIPABJICHUs PA3HOTO BUJIA.
3ajlaHKe U METOJMKA BbIIOJTHEHUS:

[Tocne BBIOTHEHUST MPAKTHYECKOM paboThl Nel B KauecTBe UTOTOBBIX 3aHHUI CTYICH-
TaM MpeaaraeTcsi CaMOCTOSTENLHO CO3/1aTh IIA0JIOHBI HEKOTOPHIX BHJIOB JOKYMEHTOB C
BO3MOYKHOCTBIO 3aIlOJHATh UX B JIEKTpOHHOM BHje. [11abGioHbl HEOOXOAMMO COXpaHSITh HA
ceoeM Hocutene (HE PASMEILIATH B OB X IITABJIOHAX!!!). Jlns co3maBaeMbIX mad-
JIOHOB HEOOXOIMMO YCTAaHOBUTH MapaMeTphl CTPAHUIIBI [T OJIaHKOB pa3mepa A4 U COOTBET-
CTBYIOIIMMHU TIONIsIMU (cM. pazaen «Odopmienne qokymMeHToB B coorBercTBuu ¢ ['OCTom P
6.30-2003» ApacnanoBa, B. A. JlokyMeHTallMoOHHOE oOecrieueHue yrpanienus). Beioop Buga
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OJICMCHTOB YHPABJICHUA IJId OpPraHu3aliliid UMHTCPAKTHBHOI'O IIOJIA B mrabJIoHe JOKyMCHTA
OIpesieNsIeTcsl CTYJJCHTOM CaMOCTOSTENIBHO (C BO3MOXKHBIM IOCIIEAYIOLUIMM €ro 00OCHOBa-
HUCM IIpHU c;[aqe) " JOJIZKHO COOTBETCTBOBATHL MCCTAaM BBOJA HC TUIIOBOI'O TCKCTA B JOKYMCH -
Te.
B nmenax ma0ia0HOB, KpOME €ro BUAa HEOOX0AUMO yKa3aTh cBO0 DaMUIMIO U IpymILy
(B ckoOkax). CTyieHTaM Ipeularaercsi co3arh Ma0JIOHbI CIEIYIOINUX BUJOB JOKYMEHTOB:
1. ®opmyspoB CIPaBKH C MPOJOJIBHBIM U YIJIOBBIM PAacCIOIOKEHUEM PEKBU3UTOB (CM.
DopMyIIsp CrIpaBKH)
2. ®opmyinpa CIyXKEOHOro MHUCbMa C YIJIOBBIM pAaCIOJIOKEHUEM PEKBU3UTOB (CM.
dopmyisap nucema)
3. ®opmyispa KpaTKOro IMPOTOKOJA C YIJIOBBIM PACHOJOXKEHHEM PEKBU3UTOB (CM.
dopMyIiap KpaTKOro MpoToKoIa)
CrnpaBouHbIe MaTepHaibl U BBIOJHEHHUS CAMOCTOSTENbHON paboTel cMm. Paznmen 7.
IlepedyeHp neyaTHBIX U 3JIEKTPOHHBIX 00pa30BaTEIbHBIX U HH(MOPMAIIMOHHBIX PECYPCOB HEOO-
XOOUMBIX HJIsI OCBOCHUA JUCHUILIIIMHBI.

Camocmosimenvras paboma Ne 2.
Tema «POCCHHUCKHUE CUCTEMBI 3JIEKTPOHHOI' O JOKYMEHTOOBEOPOTA»
[{enb pabOThI — MOATOTOBUTH MAaTEPHUAIIBI IS JOKJIAa 110 MHAUBHIyJIbHON TeMe.
3ajlaHue ¥ METO/IMKA BBIIOJIHEHUS:
1. Tembl OKJIaOB BEIOMPAIOTCS CTYICHTAMU U3 MPEJCTABICHHOTO MPEToJaBaTelieM
CIHCKAa KaK MUHUMYM 3a HEJIENIO J10 10KJIa/a.
2. B Tekcte nokiana OJKHBI OBITH OTPAKEHBI CIIEAYIONINE BOTIPOCH:
a) Kparkoe onrcanue cucTeMbl U peliaeMble 3a1a4u
b) Ob6nactes aBromaTm3amuu (JlemomnpousBomactBo, OOmuU JOKYMEHTO00O-
pOT, DIIEKTPOHHBIN apXHUB)
¢) @ynkuuu no paboTe ¢ JOKyMEHTaMHU
d) Benenue HOMEHKIIATYPBI JEI
e) BeneHue apXUBOB AJIEKTPOHHBIX JOKYMEHTOB
f) VYmnpasnenue notrokamu paboT U KOHTPOJIb
g) Pabora co cnoBapsiMu U CipaBOYHHKAMH
h) I'enepamnus oTueToB
1) HWudpopmanmonnas 6e30macHOCTb
j) Cpencta paboThl HAa MOOMIIBHBIX YCTPOMCTBAX
k) BuytpenHss moura
1) PaGota ¢ moxymeHTamu, moanucanapiMu D11
m) Bo3M0>XKHOCTH MHTErpaluu
n) IlpeumyiectBa cucTemsl
0) TeHneHIMH U IEPCTIEKTUBBI PA3BUTHS
3. ITo TekcTy moKnana qoJpKHA OBITH MOATOTOBJICHA Ipe3eHTalus (He 6omnee 20 craii-
1oB). [IpoaomxuTeIbHOCTD BHICTYIUICHUS — HE OoJiee 5 MUHYT (0€3 OTBETOB Ha BOIPOCHI).
4. PesynbTaThl coxpanutb B Word-0KymMeHTe (C TUTYIBHBIM JIucTOM) U PowerPoint-
npe3eHTanuu. KpoMme 3Toro, TEKCT T0KIa/1a HE0OOXOIUMO pacreyaTaTh IS MPEno1aBaTesl.

Camocmosmenvras paboma Ne 3.
Tema «Co3z0anue doxymenmos 6 Directum RX»
[{enb pa®OTHI — 3aKpENHTh 3HAHUS 00 MCIOJIb30BaHUH HHTep(eiica MPOBOAHNKA BEO-KITMEHTA
cucrembl Directum RX, a Takke 00 OCHOBHBIX THMAaX M BHJAX JTOKYMEHTOB CEPBUCHBIX
poTrpaMMax.
3ajlaHue ¥ METO/IMKA BBIIOJIHEHUS:
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[Tocne BemmosHeHHsT mpakTudeckux pador Ne3 m Ned HEoOXOIUMO CaMOCTOSITEIHHO
MMCbMEHHO OTBETUTH Ha CJIEAYIOLINE BOIIPOCHI:

1. B xako# mamnke MpoBOJHHMKA XPAaHSATCS 3aJaHUS U YBEIOMJICHHS, KOTOPbIEC MPUIILIH
Bam?

2. Jlns uero npenHasHadeH cnucok "HenaBuue 1oKyMeHThI"?

3. Bel oOHapyxuiu, uto B npoBoanuke Directum RX y Bac HeT Moayins «JloroBopei»,
KOTOPBI €CTh Y Balllero KoJuierd. B ueM MoxeT ObITh mpuirHa?

4. Bpl 3aHOCHTE BXOJs1Iee MUCbMO B cucteMy. Co31aiu HOBBIA JOKYMEHT, HO He O0Ha-
PYKWIH B KapTouke Hy>kHOro Bam nosnst Koppecnionent. B uem moxeT ObITh IpuunHa?

5. Bbl co3manu HOBBIM JOKYMEHT. UTO HYKHO cJelaTh, 4TOObI COTPYIHUKH OTJela
MPOJaK BUIEIH 3TOT JOKYMEHT B manke «O0mue nanku\OTAen Ipoaak»?

6. Bel xotuTe moMectuth B manky «OO0mme nankn\OTAes mpoiax» CChUIKY Ha HOBBIN
JIOKYMEHT. 3alllyIi B MaIlKy, HO AEWCTBUE B KOHTEKCTHOM MEHIO BCTaBUThH CChUIKY HEOCTYII-
HO. B uem moskeT ObITh MpuynHa?

7. BBl co3manu HOBYIO ManKy, B KapTodke manku B mosie CoJiepsKkuMoe Manky BeIOpaiu
3HaueHue «JlokymenT». Cmosxkere a1 Bel B 3Ty nanky nomeniath CChbUIKHM Ha 3a1a4n?

8. Buepa Bbl co3manu 10OKyMEHT, HO HE IOMECTUJIIM CCbUIKY Ha HEro HU B OJHY W3
nanok. Ha3zoBuTte HECKOJIBKO CITOCOOOB, KaK HAWTU ATOT TOKYMEHT.

9. Bbl u3MeHWIN JOKYMEHT, CChUIKA Ha KOTOPBIA HaxoauTcs B Bameit nanke «M306pan-
HOe» U B nanke «Ooume nanku\OTaen npoaax». Jpyriue coTpyJHUKU OTIeNa MPOJax TaKxKe
UMEIOT IpaBa JOCTyNa K 3TOMY AOKYMEHTY. YBUJAST JU OHU U3MEHEHUsI, BHECEHHbIE Bamu?
[Touemy?

DopMOii KOHTPOJIS ABJISIOTCS: IPOBEPKA MMCbMEHHBIX OTBETOB CTYICHTOB.

Camocmosimenvras paboma Ne 4.
Tema «Bzaumoodeticmeue 6 Directum RX»
Llenb paboTBI — 3aKpenuTh 3HAHUSA OO0 OCOOEHHOCTSIX aBTOMATH3AallMK B3aWMOJCHCTBHUS
COTPY/HUKOB C ITOMOILBIO 3ajJa4 ¥ 3aj1aHuii B cucreme Directum RX.
3ajlaHue U METO/IMKA BBIIIOJIHEHUS:

[Tocne BbIMONHEHUS MNpakTHYecKOM paboTel Ne5 HEOOX0IUMO CaMOCTOSATENIBHO
IIMCbMEHHO OTBETUTH HA CJICIYIOIINE BOIPOCHIL:

1. Bbl, kak uHMLIIMATOP, co3JaeTe 3a1ady. B kakyro nmanky OyzneT moMelieHa cChlIka Ha
3ajjady IMociie ee OTIpaBKU? B Kakyio manky OyaeT moMelleHa CChUIKa Ha 3ajady, eclid ee
COXPaHMJIU, HO HE OTIPABUIIN?

2. Bam npuio 3ananue, B KOTOpoM Bbl €TMHCTBEHHBIN UCHOIHUTEND. Bel, poaenas
paloTy, BHECIM COOTBETCTBYIOIIME 3alIUCU B TEKCT 3a/1aHUs U 3aKpblIM ero. Yepes HeKoTopoe
BpeMs Bbl 3aMeTHiIn, 4TO CPOK 3aJaHMs UCTEK, U LIBET 3aJaHUs U3MEHMIICA Ha KpacHbId. B
4yeM npobseMa U Kak ee peluTh?

3. Brl co3naere mpocTyro 33a4y M XOTHTE, YTOOBI PYKOBOJIUTENb OT/ENa ObLT B Kypce
BBINOJIHAEMBIX paboT. YTO npeanpuHaTh?

4. Bbl oTnpaBuiIy 3a7ady, HO HEBEPHO yKa3alu TEMY, UCIIOJHUTENEH uin cpok. Kak pe-
KOMEH/y€eTCsl IOCTYIIUTh, YTOO CKOPPEKTUPOBATh JaHHbIE CTAPTOBAHHON 3a7auu?

5. YTo NpOoUCXOIUT C HEBBIIOJHEHHBIMU 3aJJaHUSIMU [IPU MPEKPAIICHUN 3aaun?

6. Bbl momyuwnu 3ajaHue OT CBOEro pyKoBoauTens paspaborath order. Cozmanu
JIOKYMEHT-0TYeT B cBoel mnanke «M30panHoe». Kak BIOXKHUTH 3TOT JOKYMEHT B IOJYyYEHHOE
3aganue?

7. BBl oTHIpaBuiIM YBEJJOMJICHHE PYKOBOAMTENIO 00 OKOHYaHMU PabOT MO HEKOTOPOMY
Bonpocy. B TedeHue 15 MMHYT nocie OTIIpaBKM Bbl 3aMETWJIM, YTO JOIYCTHIN OIECYaTKy B
Tekcre? MoreTe Jiu Bbl U3MEHUTDH TEKCT YBEIOMIICHUSA?
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8. BBl oTIpaBmiIK 337729y Ha MOATOTOBKY OTUYETa MO 00pasily, a BIOXKUTH 00paser] 3a0bl-
mu. Kak mpoine Bcero 1o6aButh oopaserr B 3a1aqy?
@OopMOI KOHTPOJIA SABIISIOTCS: IIPOBEPKA NMCBMEHHBIX OTBETOB CTY/ICHTOB.

Camocmosimenvras paboma Ne 5.
Tema «Coenacosanue no peanamenmy u c60000Hoe coanacosarnue 6 Directum RX.
Bepcuu ooxymenma 6 Directum RX»
[{enb pabGoOThI — 3aKPENUTh 3HAHUA 00 OCOOEHHOCTSIX COTJIacOBaHHUS JOKYMEHTOB B CHUCTEME
Directum RX.
3ajilaHue ¥ METO/IMKA BBIOJIHEHUS:

[Tocne BeimosHEHHUsT TpakTUYecKux pador Ne6 m Ne7 HEOOXOOUMO CaMOCTOSITEIHHO
MUCHbMEHHO OTBETUTH Ha CJIEYIOIINE BOMPOCHIL:

1. Kak pekomenayercsi co3gaBaTh UCXOISAIINE JTOKYMEHTHI B cucteMe? OMUIIUTE MOo-
CJIEIOBATEIHLHOCTb.

2. Bpl xoture n3mMeHuTh 3HaueHue nois CoaepkaHUE UCXOASIIEro JOKYMEHTa, AJIs
KOTOPOTO BBl HEIABHO 3ape3epBUPOBAIM HOMED, KaK 3TO CJesaTh?

3. Kak 10 crapra 3a1a4m Ha COTJIaCOBaHUE y3HATh, KTO OYJET COrNIacyrommm?

4. Bbl oTnpaBUiIM JOKYMEHT Ha COTJIACOBaHME 10 periiamenty. Heobxoaumo y3HaTh, Ha
KaKo# craauu oH ceityac HaxoauTcs? Ilepeuncnure Bce BO3MOKHOCTH.

5. B xone cornacoBaHus MO PErjiaMEeHTy PYKOBOIMTENb MOAIMMCA Ball JTOKyMEHT. B
KakoM cirydae Bbl cMokeTe BHECTH U3MEHEHHUS B BEPCUIO, IOJIMCAHHYIO PYKOBOAUTEIEM?

6. Bel 00Hapy»Xuiu orneyaTKy B UMEHHU JOKyMEHTa. JJOKyMEeHT OTIIpaBJIeH Ha COTjaco-
BaHUE U 3apErMCTPUPOBaH JIEI0Npon3BoauTeeM (He Bamu), mo3Tromy mosist KapTOuKu HE J10-
CTYIHBI JJi1 u3MeHeHus. Kak npaBuibHO MOCTYNUTh, YTOOBI UCIIPABUTH OIIMOKY B KapTOUKe
JIOKyMeHTa?

7. Jlns yero npeaHa3HaueHbI 3a/1a4l Ha CBOOOJHOE COrIacOBaHUE?

8. BbI co3anu JOKYMEHT M XOTUTE OTIIPABUTH €ro Ha CBOOOIHOE COTIacoBaHME, HO HA
MaHeNU JCHCTBUI He HAXOAHWTE COOTBETCTBYIoIIee JciicTBue. B uem mpuumHa u Kak eé
pemunTs?

9. Bbl oTnipaBuiin JOKYMEHT 3a/1aueii Ha CBOOOTHOE COTIaCOBaHUE HECKOJIBKUM COTPY/I-
HUKaM. YacTh U3 HUX YK€ 03HAKOMMIACH C JIOKYMEHTOM M OTIPABUIIA €r0 BaM Ha J0pabOTKY.
B kaxoif MOMEHT BBI ITOJTyUUTE 3aJjaHie Ha JOopaboTKy ToKyMeHTa? ¥YBeqomiieHue 00 OTIpaB-
K€ JJOKYMEHTa Ha I0padoTKy?

10. Kakas Bepcust 1oKkyMeHTa OyJIeT OTKPBIBAThCS M0 CCHUIKE HA JOKYMEHT B IPOBOJI-

Huke?

11. Bbl monyuunu JOKYMEHT Ha J1I0pabOTKy, CO3[alld HOBYIO BEPCHUIO JIOKyMEHTa s
BHECEHUS IpaBOK. MoykeTe M Bbl HAa3HAUUTh pa3Hble IpaBa JIOCTyIla HA pa3Hble BEPCHUU
nokymenTa? Coser: [IpoBepbTe B cucteme.

12. Bbl nomyuuian Ha 10pabOTKy JOKYMEHT, KOTOPbIil UMeeT yeThipe Bepcun. /i BHe-
CEHUs MPABOK Bbl pELIAeTe CO3JaTh HOBYIO BEPCHUIO JOKYMEHTA Ha OCHOBE BTOPOU BEpCHUMU.
Moskete 511 BbI 3TO clienatb?

DopMOI KOHTPOJIS SABIISIOTCS: POBEPKA MMCbMEHHBIX OTBETOB CTY/ICHTOB.

Camocmosmenvras paboma Ne 6.
Tema «/{ocosopwt u nopyuenus 6 Directum RX»
[{enb paboOThI — 3aKpenuTh 3HaHUS 00 0coOeHHOCTAX AelcTBUil B cucteme Directum RX Ha
sTanax padoThl C AOTOBOPAMHU, IPWIOKEHUSIMHU U JOTMOJHUTEIbHBIMU COTJIAIICHUSIMH.
3ajlaHue ¥ METO/IMKA BBIIOJIHEHUS:
[Tocne BeIMONHEHUs TpakTHUECKUX padoT Ne§ m Ne9 HEoOXOAMMO CaMOCTOSATEIHHO
MUCHbMEHHO OTBETHUTH Ha CJIETYIOIINE BOMPOCHIL:
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1. Brl HE1TaBHO OTIIpaBIISLIM JOTOBOP Ha corjacoBaHue 1o periaMmenty. Ceituac Brl co-
3[1aJIM TOTOBOP € TaKHUM € BUAOM JOKYMEHTa, HO yKa3alu Apyryto kareroputo. IIpu otnpas-
K€ €ro Ha corjacoBaHue Brl He BUAUTE B CIIUCKE JTOCTYIIHBIX PErJIaMEHTOB TOT, YTO UCIIOJIb-
30BajIu paHee. B uem npuunHa?

2. Bbl 3aHOCHTE B CUCTEMY IIPUIIOKEHUE K A0roBopy. Kak mpaBuiibHO 3T0 crenarb?

3. Bel xoTuTe, 4T0OBI NPH OTIPABKE JOrOBOpA HA COINIACOBAHME IO PETJIAMEHTY IpH-
JIOKEHWE aBTOMATHUYECKH 100aBisuioch B rpymmy BiokeHuil «llpunoxenus». Kak storo
noourbca?

4. Tlocne oTOpaBKH J0rOBOpa Ha COTJIaCOBAaHKWE KOHTpAareHTy Bbl mosmyuninu 3agaHue Ha
KOHTPOJIb BO3BpaTa. Yepes HeKoTopoe Bpemsi Bbl 0OHapyX uiu, 4TO B KapTOUKE JAOrOBOpa B
nosie Coen ¢ konmpazenmom yka3aHo 3HaueHue «lloanucan», a Baie 3a1anne Ha KOHTPOJIb
BO3BpaTa IpekpaiieHo. B uem npuuunna?

5. Bel psA10BOM COTPYIHMK M HE YCIIEBAETE BBIIIOJIHWUTH IIOPYYEHHE B CPOK, KAKOBbI
BallId IEUCTBUS?

6. Bbl pykoBoaMTENb MOAPA3AEICHUS, CAMOCTOATEIBHO CO3JAETE€ IMOPYYEHHUS B CH-
creme. MoskeTe JIi Bbl HA3HAYUTH KOHTPOJIEPOM APYTOro COTPYIHUKA?

7. Bbl pyKOBOIUTEIND MOAPA3IEICHUS, MOTYYMWIN 3a/laHie HA HUCIIOJIHEHUE MOPYYEHUs
PYKOBOJUTENS KOMIAaHUU. MojkeTe JIM Bbl JeJIerMpOBaTh pabOTy CBOEMY IOJUYUHEHHOMY?
Kak 3to cnenars?

8. Bbl coznaere nopyueHue B cUCTEME M XOTHUTE, YTOOBI Y Bac Obli1a BO3MOXKHOCTb BEp-
HYTb 33/IaHUE 110 TIOPYYEHHUIO Ha A0Pa0OTKy. UTO U1 3TOro HEOOXOJMMO ClIeNaTh?

9. IlomomHuK co3zan 3afady Ha MCIOJHEHUE NOpydeHus pykoomurens. CMOXeET Jn
PYKOBOJUTEND YBUIETh 3TO IIOpyueHue B cucreme? 1 ne?

10. Bl koHTpoOsIEp 1o nopyuyeHuro. Bam noctynwia nHGopManus o ToM, YTO HEOOXO-
JUMOCTh B BBITIOJTHEHUH yKa3aHHBIX B HEM PaboOT oTmana. Mo)KeTe JH Bbl MPEKPATUTH pa-
60Th1?

11. Ilpm paccMOTpeHMHM J[OKyMEHTa Bbl 4acTO BbIHOCHTE pe3onmtonuto «IIpomry
HOJArOTOBUTH OTBETHOE MUCHbMO». MOKHO JIM BHECTH 3Ty (hpa3y B aBTOTEKCTHI AJIs1 YCKOPEHUS
BBIHECEHHUS PE30TIOLUNA?

DopMOi KOHTPOJIA ABJIAIOTCA: MPOBEPKA IMCbMEHHBIX OTBETOB CTYICHTOB.

Camocmosmenvras paboma Ne 7.
Tema «Cnyorcebnvie 3anucku. Cuema Ha oniamyy
[{enb pabOThI — 3aKPENUTh HABBIKU PAOOTHI MO CO3JaHHUIO CITY:KEOHBIX 3alMCOK U BBICTaBIIE-
HUS CYETOB Ha oriaty B cucteme Directum RX.
3ajlaHue ¥ METO/IMKA BBIIOJIHEHUS:

Cay:xe0Hble 3alIMCKHM CO3/Jal0TCSl BHYTPU OpraHU3alluy JUlsl peLIeHHs IPOU3BOCTBEH-
HBIX BOIPOCOB.

Crpaska: [Ipuknaaaeie mogynu > Jlenonpou3BoACTBO > BHyTpeHHHE TOKYMEHTHI >
[Tporniecc 06pabOTKH CTyKEOHBIX 3aITUCOK

3aganue 1. MeHemkep OT/eNa MpoJjak TOTOBUT CITY>KEOHYIO 3alMCKy O BBIXOJE Ha pa-
00Ty B BBIXOJHOM J€Hb.

1. Co3paiite cinyeOHYIO 3alTUCKy W3 IIA0JIOHAa Ha UM PYKOBOJAWTEIS OpPTraHU3AlHH.
(CrpaBka: IIpukitagueie Moaynu > JlemonpousBoicTBo > BHyTpenHne nqokymeHTs > Co3fa-
HUE CITy’)KEOHOM 3aIICKH )

2. OTnpaBbTe TOKYMEHT Ha COrjacoBaHue 1o periameHTy. OOpaTure BHUMaHHUE Ha 3a-
IIOJIHEHUE 101 AJlpecaT B KApTOUKE 3aJJauH.

Cuera Ha omjiaty

Bxondmme cuera co3garoTcs B paMKax JOIOBOPHOM JEATEIbHOCTHM M IIOCTYINAKOT B
OpraHHU3aI1I0 OT KOHTPAareHTOB.
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Cmpagka: [Tpuknanusie moaynu > JloroBopsr> [Ipormecc 00paboTKH BXOISIIMX CUETOB

3aganue 2. MeHemxkep oTAeNa IPOJAXK MOITYUYUI 10 SJEKTPOHHOM MTOYTE U 3aHOCHUT B
CUCTEMY CUET Ha OILIaTy.

1. Coznaiite Ha pabodeM CToJie IPOU3BOJIbHBIN TOKYMEHT C HEMYCTHIM COACPKUMBIM.

2. 3aHecuTe JOKYMEHT B CHUCTEMY, 3alOJHUTE KapTOUYKY MPOU3BOJILHBIMHU JAHHBIMU U
OTIPABBTE HA COIVIACOBAHUE MO PETJIAMEHTY

Camocmosmenvras paboma Ne 8.
Tema «Hcnonvzosanue KAUCA-Apxue»

[{enb paboOThI — 03HAKOMHTHCS CO cripaBoYHOM nqokyMeHTanueln KACA -ApxuB U 3aKpenuTh
HAaBBIKH B BBITIOJTHEHUH OCHOBHBIX OTEpalel B TaHHOW CUCTEME.
3alaHe ¥ METOJMKA BBIIIOJTHEHUS:

O3HaKOMUTBCS CO CIPABOYHOM JOKyMeHTanueld B KoMIiekcHOM aBTOMaTU3HUPOBaHHOM
undopmarmonHoi cucreme (KAMCA-ApxuB) 1o ClIeIyIONIUM TEMaM:
BXOJI B CHCTEMY
BO3MOYXHOCTH CHCTEMBI U 00JIaCTh €€ TPUMEHEHUS
CTapTOBasl CTpaHUIIA U HHTEpGENC MOIH30BATENS
OCHOBHBIE OTIEPAIlUU M BCTIOMOTATENbHBIE (DYHKITHH.

[To BBIIAHHBIM IpenojaBaTelieM MaTepHaliaM MNPOAEMOHCTPUPOBAThH OCHOBHBIE OMepa-
MM TI0 KOMIUJIEKTOBAHUIO, XPAHEHUIO, MCIOJIB30BaHUIO JTOKYMEeHTOB B cuctema KAWCA-
Apxus.

Camocmosimenvras paboma Ne 9.
Tema «Hcnonvzosanue ungopmayuorHo-npasosotl cucmemnvt "l apanm'y»

[{es1b pabOTHI — 3aKPENUTh HABBIKH B UCTIOIB30BaHUN HHCTPpyMeHTOB cucteMbl T APAHT mpu
pELIeHUH pa3IMYHbIX 3a/1a4
3ajilaHue U METO/IMKA BBIIIOJIHEHUS:

[Ipy BBINOIHEHNUN YETHIPEX 3aHATUNA NPAKTHUKyMa I1OCJE Ka)KOro 3aHATHs CTYJIEHT JI0JI-
JKEH BBIIIOJIHUTh MMCbMEHHO UTOTOBBIE 3a/1aHUS JJI1 CAMOCTOSITENIbHOTO PELICHUS 110 CIEeay-
FOLLIUM TEMaM:

1. 3ansarue 1. [JIABHAS CTPAHULIA:
a.Paznen cnpaBouyHast nuHpopmanus
b. ba3oBslii mouck, u3dbpaHHOE

2. 3austue 2. PACIIMPEHHbBIN TTOUCK:
a.Ilonck nmo pekBu3UTaM.
b.ITonck 1o cyneOHO npaKkTHKe.
c.Ilouck no curyarumu.
d.Pabora ¢ nepuoanyecKuMu U3JaHUSIMH.

3. 3Banstue 3. PABOTA C JOKYMEHTOM U UBMEHEHUWA BJJIOKYMEHTE:
a. KommenTtapun «’APAHTA». CnipaBka 1 aHHOTalus K JOKYMEHTY.
b.PucyHku 1 BCTpoeHHBIE OOBEKTHI.
c.CoxpaHeHue JOKyMEHTOB.
d.Penakiuu noxymeHTa.
e.CBs3u JokyMeHTa. [loxoxkue 10KyMEHTHI.

4. 3ansrue 4. KOHCTPYKTOP I[IPABOBbBIX JJOKYMEHTOB
a.Cepsucel TAPAHTA u ciennansabie 6a3b1 qanabsix [APAHTA.
b.Co3nanne mogdbopku JOKyMEHTOB i pedepaToB.
c.Mureprer-pecypcsl 'APAHTA.

(DOpMOﬁ KOHTPOJIA SBJIAOTCA: IMMPOBCPKA IMMUCbMEHHBIX OTBETOB CTYACHTOB Ha 3aJaHUS T10
YKa3aHHbBIM TEMaM.
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Camocmosmenvras paboma Ne 10.
Tema «Texnonocus ckaHuposanus u oyupposvl8aHuss OOKYMeHmog»
[{es1b pabOTHI — 3aKPENUTh NPAKTUUECKUE HABBIKH 110 IPE0Opa30BaHUIO0 OYMaXHBIX JIOKYMEHTOB
B JIEKTPOHHYIO (hopmy.
3aJlaHMe U METOJIMKA BBIOJHEHUS:

Jnst 3aKperuieHrs] MOMYyYEHHBIX HABBIKOB MpelaraeTcsi B KauyeCTBE WMTOTOBOTO 33/IaHUS
CaMOCTOATEIBHO OTCKaHUPOBAaTh OJIHY U3 CTaTel U3 JKYPHAJIOB, BBIIAHHBIX IpenojasareneM. [Ipu
BBIOOPE CTaThH HEOOXOMMO, YTOOBI B HEM KpOME TEKCTa OBUTH €Ilie 1Ba TUIa 00BEKTOB: TabIuIa 1
n3o0paxenue. JIis TaHHOM CTaThu HEOOXOIMMO CO3/1aTh HOBBIM JokymeHTa FineReader m co-
XpaHHUTh ero y cebs Ha (aem-Hocutene. OTCKaHUPOBAaHHbBIE CTPAHHIIBI HEOOX0IUMO 100a-
BUTH B 3TOT JOoKyMeHT FineReader, npoanann3npoBaTh 1 pacno3HaTh €ro, pe3yibTaT He00Xo-
MO COXPaHUTh B JoKyMeHTe Microsoft Word u mpuBecTH €ro B COOTBETCTBUE C OPHUTH-
HaJIOM, TO €CTh OT(OPMATUPOBATH PACIIO3HAHHYIO CTaThlO, COIVIACHO MCXOJHOMY, IPEACTaB-
JICHHOMY B JXypHaiie, popmary.

5.2.3. IlepedyeHb NeUYaTHHIX U IIEKTPOHHBIX 00pa3oBaTe/JIbHBIX M HHPOpMa-
ITHOHHBIX

pecypcoB HEOOXOAUMBIX JJIsI CAMOCTOSTEJIHLHOHN PadboThI

Cwm. Paznien 7. IlepeueHb mevaTHbIX U 3JEKTPOHHBIX 00pa3oBaTeIbHBIX U HHPOpMA-
LIMOHHBIX PECYPCOB HEOOXOIUMBIX JIJIsi OCBOEHUS IUCLUILINHBIL.

6. ®OH OLIEHOYHBIX CPEJCTB JIJIS1 IPOBEJEHUSA TEKYIIETO KOHTPOJISA
YCHEBAEMOCTH Y TIPOMEXXYTOYHOM ATTECTAIIMA OBYYAIOIUXCA 1O JACHUILIIMHE

6.1. IlepeyeHs KOMIIETEHIINH C YKa3aHHEM ITANOB UX POPMHUPOBAHUS
B IIpoI1ecce

OCBOEHUs 00pa3oBaTe/JIbHOM IPOrpaMMbI

Tabauna 6
IHacnopT ¢oHaa OLIEHOUYHBIX CPEACTB JJIM TeKyleil GopMbl KOHTPOJIS
HaunmeHoBanue ILianupyemsie Koxabi HaunmeHoBaHue
pa3ienoB, TEMbI Pe3yJabTaThl 0CBOE- | HHIHUKATOPOB OIIEHOYHOTO CpeaCTBA
Hus OITIOIT JOCTHKEHMS
KOMIIETEeH I
i
1 2 3 4
Tema 1. Uadopma- | OIIK-4.  Cmocoben | OIIK-4.1. — Ilpakr-kas pabora Nel «Co3na-
TU3aus1 pa6OTI>I C MMOHUMATh MNPUHIIUIILI HUEC U UCITIOJIB30BaHUC IlIa6J]OHOB
JTOKYMEHTaMH. paboThI OIIK-4.2. OCHOBHBIX BHJIOB JIOKyMEHTOB Ha
OCHOBHEBIC 00BCK- | COBPEMEHHBIX MpeanpuATAN (Ha ocHOBE MS
ThI ¥ IPUHITATIBI UHQOPMAITOHHBIX OITK-4.3. Word)»
AaBTOMAaTU3aALNU TEXHOJIOTHIA 51 — IlpakTt-Kkas pabora Ne 2. YueOHast
paGOTBI C JOKYMCH- HUCIIOJIB30BAaTh UX I KOH(bepeHIII/IH "Poccuiickue
TaMu penIcHus1 3a1a4 CHCTEMBI DJICKTPOHHOTO
poheCCUOHAIBHOM
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HaunMmeHoBanue Ilnanupyembie Koapbl HaunmeHoBaHue
pa3/eoB, TEMBbI pe3yJiabTaThl 0CBOE- | HHIMKATOPOB OLIEHOYHOTI'0 CPeACTBA
nus OITIOIT JOCTHKEHMS
KOMIIETEH I

i
JIeATEIbHOCTH. JIOKyMeHToOOopoTa"
OIIK-5.  Cmoco6en | OIIK-5.1.
CaMOCTOATEJIPHO  pa- — CamocrosrensHas padorta Nel
Gorarb ¢  pasmuy- | OIIK-5.2. «Co3anue madIOHOB JTIOKYMEH-
HBIMA HCTOYHUKAMHU TOB
uHQOpMaIMKu U IpHU- OITK-5.3. — CamocrosTensHas padorta Ne 2.
MEHSTH OCHOBBI «POCCHUIICKHUE CUCTEMBI
MHPOPMALMOHHO- OJIEKTPOHHOT'O JIOKYMEH-
AHAJIUTUYECKOU Jesi- TOOBOPOTA»
TETHLHOCTH TIPH pellie-
HUU TPOQEeCCHOHAIb-
HBIX 33/1a4.
TIK-3. Cmocoben | ITIK-3.1.
OCYIIECTBJIATh Opra-
HU3ALMOHHOE, K-3.2.
JIOKYMEHTAIMOHHOE U
UHQOPMAIIMOHHOE TK-3 3.
obecnieueHue nesi-
TENBHOCTH PYKOBOJIU-
TEJs OpTraHu3aIIH
IK-5. Cnocob6en | T1K-5.1.
co37aBaTh M BECTH
CHUCTEMBI IK-5.2.
JIOKYMEHTAIIHOHHOTO
obecrnieyeHUs MK-5.3.
YIIPaBICHUS u
apXUBHOTO JeNla Ha
Oaze HOBEWIITIX
TEXHOJIOTUH

Tema 2. OcHoBuble | Te xe Te xe — IlpakT-kas pabora Ne3 «3HaKoM-

(YHKIMH CUCTEM
AJIEKTPOHHOTO
JIOKYMEHT0000-
pota. CoBpemeH-
HBIC yTH Pa3BUTHS
CHCTEMBI 3JICKTPOH-
HOT'O IOKYMEHTO-
obopoTta

ctBo ¢ Directum RX»

— IlpakTt-as pabota Ne 4 «Co3nanue
nmokyMmeHToB B Directum RX»

— Ilpakt-as pabora Ne 5 «B3au-
mozericteue B Directum RX»

— IIpakr-ast pabora Ne6 «Cormaco-
BaHME MO perjaMmeHTy B Directum
RX»

— Ilpakr-kas pabora Ne 7 «CBobon-
HOE CorJiacoBaHUeE. Bepcun
nokyMenTa B Directum RX»

— IIpakr-kas padora Ne 8 «/loroso-
pbl B Directum RX»

— Ilpakr-kas pabora Ne 9 «Ilo-
pyuenus B Directum RX»

— IlpakT-kas padora Ne 10 «Zlomnon-
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HaumenoBanue
pa3nesioB, TeMbI

Ilnanupyembie
pe3yabTaThl 0CBOE-
Hus OITOIT

Koapl
HHIANKATOPOB
JOCTHIKEHU S
KOMITETEHIH

"

HanmMeHoBaHue
OLICHOYHOTI'0 CPeACTBA

HUTENBHBI ~WMHCTPYMEHTapui B
Directum RX»

— CamocrosTenpHas pabora Ne 3.
«Co3nanue JIOKYMEHTOB B
Directum RX»

— CamocrosTensHas pabora Ne 4.
«Bzaumoneiicreue B Directum RX»
— CamocrostenpHas pabota Ne 5.
«CornacoBanue 1O pPErjiaMeHTy W
CBOOOJHOE COIJIACOBaHME B
Directum RX. Bepcun noxymenra
B Directum RX»

— CamocrostensHas pabota Ne 6.
«JloroBOoppl M IOpYyYEHHsS B
Directum RX»

— CamocrosTenpHas padota Ne 7.
Tema «CiyxeOHble 3anucku. Cuera
Ha OIIaTy»

Tema 3. Madopma-
THU3AIHS ApXUBHOTO
neina B Poccun.

Te xe

Te xe

— Ilpakr-xas pabora Ne 11 «Uc-
nonbs3oBanne KAMCA-Apxus»

— CamocrostenpHas pabora Ne 8.
«Hcnonp3oBanne KAUCA-Apxus»

Tema 4. HoBrie
TEXHOJIOTHYECKHE
pelieHus B
JIOKYMEHTAIOH-
HOM oOecIieueHU
YIPaBJICHHS U ap-
XHUBHOM JIeJIe

Te xe

Te xe

— Ilpakr-kas pabora Nel2 «TexHo-
JIOTHUSI CKAHUPOBAHUS U OIIU(POBHI-
BaHUs T0KyMeHTOB. [IporpamMmHbIe
CpeACTBa I ONITHYECKOT0 PacIio-
3HaBaHuA TekcTa ABBY'Y
FineReader»

— [IpaxTt-kas padora Nel3 «Hc-
N0Jb30BaHNE HHPOPMATIOHHO-
npaBoBoii cucreMsl "T"apant'»

— CamocrosTensHas pabora Ne 9.
«TexHonorust  CKaHUPOBAaHUA U
oun(pOBBIBAHUS JOKYMEHTOB)

— CawmocrostenbHas padora Ne 10.

«Vcronb3oBanne nH(pOopMaIu-
OHHO-TIpaBOBOM  cucteMbl "'A-
PAHT"»

Tabauua 7

IHacnopT ¢oHaa OLEHOYHBIX CPEACTB AJIsl IPOMEKYTOYHON ATTeCTALUMN

HaumenoBa-
HHE
pasaeJios,
TeMbI

Ilnanupyembie

pe3yabTaThbl 0CBOEHUSI

onoIi

Koapbl
HHAUKATOPO
B
JOCTHKEHU S

HaumMmeHoBaHHe OIIEHOYHOI'O
cpeacTsa

24



KOMIICTCHIH

[y

i
1 2 3 4
Tema 1. OIIK-4. Cnocoben | OIIK-4.1. — TecT Mo TeOpETHIECKUM
WudopmaTiza- | nOHUMATH TIPUHLINTIBI BOIpocaMm K 3k3ameny ¢ NeNo:1-9
st paboTel ¢ | pabOTHI COBpPEMEHHBIX | OIIK-4.2. — MPaKTUKO-OPHUEHTHPOBAHHOE
JIOKYMEHTaMH. | WH(QOPMAIHOHHBIX OIIK-4 3 3aganue ¢ Ne 1
OCHOBHBIC TEXHOJIOTHIA u o
00BEKTHI U UCTIONIB30BaTh  MX  JUIA
MIPUHIIUTIBI penreHus 3a1aq
aBTOMAaTH3a- mpo¢ecCHOHANBHOM
1MUY pabOTHI C IEATEILHOCTH.
JokymeHtamu | OITK-5. Crocoben | OIIK-5.1.
CaMOCTOSITeThHO paboTaTh
c pasMyHbBIMU | OITK-5.2.
WUCTOYHUKAMH
nH(pOpMAITIH U [ O[IK-5.3.
MIPUMEHSTh OCHOBBI
WHPOPMAIOHHO-
AHATUTUYECKOU
JIeSITeNbHOCTH npu
peleHnn
po¢heCCUOHAITBHBIX
3aad.
IIK-3. Cmocoben ocy- | [IK-3.1.
HIECTBIISATH OPraHU3alUOH-
HOE, JIOKyMEHTallMOHHOe U | [TK-3.2.
nH(pOpMAIIMOHHOE 00ecTIe-
YEHME JEATENBHOCTH PY- [K-3 3.
KOBOJIMTEJSI OPTaHU3aLuu
IK-5. Crocoben | ITK-5.1.
co311aBaThb u BECTH
CHUCTEMBI K-5.2.
JIOKYMEHTAIIHOHHOTO
obecrieueHust ynpasieHus [ T1K-53.
W apXUBHOTO Jienia Ha Oase
HOBEHIINX TEXHOJIOTUH
Tewma 2. Te xe Te xe — TecT o TeopeTUUECKUM
OcHOBHbIE BoIpocaM K 3k3aMeny ¢ NeNe: 10
(GyHKIIHH CH- -16
CTCM 3JICK- - IPaKTUKO-OPUEHTUPOBAHHBIE 3a-
TPOHHOT'O nJauust ¢ NeNe: 4, 5,6, 7, 8
JOKYMEHTO-
obopora.
CoBpeMeHHbIE
MyTU Pa3BUTHS
CHUCTEMBI JJIeK-
TPOHHOTO
JIOKYMEHTO-
obopota
Tewma 3. Te xe Te xe - TecT mo TeopeTnaeckum
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WNudopmaruza-
1Sl ApXUBHOTO
nema B Poccun.

BOIpocaM K 3k3aMmeny ¢ NeNe: 17-
23

— MPaKTUKO-OPHUEHTHPOBAHHOE
3aganue ¢ Ne 9

Tema 4. HoBrie
TEXHOJIOTHYE-
CKHE PELICHHUS
B JJOKyMEHTa-
LIIOHHOM 00ec-
[IEYEHUH
YIpaBICHHS U
aApPXUBHOM JIeIie

Te xe

Te xe

- Tect mo TeopeTuuecKuM
BoIpocaM K 3k3ameHy ¢ NeNe: 24-
52

- IPAaKTUKO-OPUEHTUPOBAHHEIE 3a-
nmaaus ¢ NeNe: 2. 3

6.2. OnnucaHue MOKasaTeJed U KpUTepueB OlleHUBaHUA KOMIIeTeHITUM
Ha pas3/IMYHBbIX ITanax ux opMHPOBaHUs, OIIMCAHHUe IIIKaJI olie-

HHUBaHUA

6.2.1. [IoKa3aTe/IM U KPpUTEPHH OlleHUBaHUSA KOMIIEeTEHIIUH Ha pa3/IMYHbIX

dranax ux ¢opMHUpOBaHUSA

Taoauna 8
Iloka3zare/iu 1 KPpUTEPUH OLIEHUBAHMSI KOMITIeTEHIM i
Txanupyevipie IHoka3zaTesn
pPe3yJbTaThl Kputepuu oneHnBanus
OCBOCHILSI ctl)opanOBam{(:cTn
OIIOTI KOMIIeTeHIUii
1 2 3

OIIK-4 — TMOHUMAeT OCHOBHBIC BO3MOXK- | OOyuaromuiics 007agaeT HEOOXOAUMOM
HOCTH, MIPEAOCTaBIsAEMbIC | CHCTEMOM 3HAHHWHA, IOCTUT OCO3HAHHOTO
COBpeMeHHI)IMI/I I/IH(bOpMaIII/IOH- BJIAICHU S YMCHI/DIMI/I, HaBBbIKAMH nu
HBIMH TEXHOJOTHSMH ISl pelie- | crnocodamMu mpodecCUOHANBHON AeaTelb-
HUS 3a7ad  TpodecCHOHATBLHONW | HOCTH. JleMOHCTpHupyeT crnocoOHOCTh aHa-
JIEITEILHOCTH; JU3UPOBATh, IPOBOJIUTL CpaBHECHHUE W
— TpUMEHAET COBpPEMEHHBIE | 0OOCHOBaHHE BBHIOOPAa METOIOB pEIICHUS
MH(GOPMAIIMOHHBIC TEXHOJIOTHUU B | 3aJlaHU B  MPaKTUKO-OPUEHTHUPOBAHHBIX
Mpo(heCCHOHANBHON NEATENBHO- | CUTYyallUsX.
CTH;
— cnoco0eH UCIONbL30BaTh 3HA-
HUS, YMEHUS, BIQJICHUS B TPO-
(heccHOHATBHOMN ACSITEIIEHOCTH.

OIIK-5 — MOHMMAaeT OCHOBBI MH(popMa- | OOyuaronuiics 00JagaeT HEOOXOAUMOM

LIUOHHO-aHAIUTHYECKON nest-
TENBHOCTH, HEOOXOAMMBIE IS
pelieHuss  MPOQPECCUOHATIBHBIX
3aJa4 B 00NacTH JAOKyMEHTOBe-
JeHUS U apXHBOBEIICHYS,;

— TIPUMEHSCT HaBBIKM CaMOCTOS-
TENbHOW paboTHl ¢ Pa3IHYHBIMU

CHUCTEeMOHN 3HAaHWH, OCTUT OCO3HAHHOTO
BIAJICHUS  yMCHUSIMH,  HaBBIKAMH  H
criocobaMu  po(heCCUOHAIBHON  AeATE b~
HOCTH. J[eMOHCTpHUpyeT crocoOHOCTh aHa-
JU3UPOBATh, MPOBOJUTH CpPAaBHCHHUE WU
000CHOBaHHE BBHIOOpPAa METOAOB PEIICHHUS
3alaHAd B TIPAKTUKO-OPHUEHTUPOBAHHBIX
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WUCTOYHUKAMH HH(POPMALUHN TIPH
pemieHU  MPOGECCUOHATBHBIX
3a7a4 B 00JaCTH JOKyMEHTAIIU-
OHHOTO O0eCIeYeHHs yIpaBJe-
HUS U apXUBHOTO JIENa;

— crmoco0eH HCIONIb30BaTh 3HA-
HHS, YMEHHS, BIAJICHUS B TPO-
(hecCHOHAIBHOM e TEILHOCTH.

CUTyaluiax.

I1K-3 — moHuMaer obmue npuHnwmbl | OOyyaronuiics 00JagaeT HEOOXOAUMOM
MMOCTPOCHUSI JOKYMEHTHOH CH- | CHCTeMON 3HAaHWH, IOCTUT OCO3HAaHHOTO
CTEMbI, CHCTEMbl YIMpaBJICHUS | BIaJEHUS  yYMEHHUSIMH, HaBbIKAMH U
JOKYMEHTaMH, opraHuzanuu | cnocodbamMu NPOPECCHOHAIBLHON JIEATEIb-
CIYy’)XOBI ~ TOKYMEHTAIIMOHHOTO | HOCTH. JIeMOHCTpUpyeT crocoOHOCTh aHa-
obecrieueHus yIpaBIeHU; JU3UPOBATh, IMPOBOJIUTHL CpaBHEHUE W
— MpHUMEHSIET HaBBIKM ISl OCy- | 0OOCHOBaHHE BBHIOOpAa METOIOB pEIICHUS
IIECTBIICHHs 0a30BbIX MPOIECCOB | 3aJlaHU B  MPaKTUKO-OPUECHTHUPOBAHHBIX
OPTraHM3alMOHHOTO, JOKYMEHTa- | CUTYaIlHsX.
LIMOHHOTO M HH(OPMAIMOHHOTO
o0ecrieueHus JCATEIbHOCTH PYy-
KOBOJIUTEINS OpTaHU3aIlNN;
— cIoco0eH HCIOoJIb30BaTh 3Ha-
HUS, YMEHUS, BIIQJICHUS B TIPO-
(hecCHOHAIBHO e TeNLHOCTH.

T1K-5 — TmoHMMaeT TexHonormdeckue | OOydarommiics o0namaeT HEoOXOAUMOM

OCHOBBI CO3[AHUS M pealnu3ariun
CHUCTCMBbI AOKYMCHTAlTUOHHOT'O
obecrieyeHus yrpaBJieHUss U ap-
XHUBHOTO JIETIa;

— NPUMCHACT HaBBIKU HCIIOJIB30-
BaHUsI HHPOPMAITHOHHBIX TEXHO-
JIOTU#l B CHUCTEME JTOKyMEHTAI[H-
OHHOTO O00€CIeYeHHs yIpaBJe-
HUS U apXUBHOTO JIENa;

— crmoco0eH HCIOIb30BaTh 3HA-
HHSI, YMEHHS, BIAJICHUS B TPO-
(hecCHOHAIBHOM e TEILHOCTH.

CHUCTEMOM 3HAaHHM, IOCTHT OCO3HAHHOT'O
BJIaICHUSA YMCHUAMU, HaBbIKAMH 151
criocobamMu  TTpo(heCCHOHANBHON  AeaTeNb-
HOCTH. J[eMOHCTpHpyeT CITOCOOHOCTh aHa-
JIM3UPOBATH, MIpOBOJAUTH CpaBHCHUC u
000CHOBaHUE BBIOOpAa METOJIOB PpEIICHUS
3a7laHUil B TMPAKTHUKO-OPUEHTHUPOBAHHBIX
CUTyaluiax.

Taoauma 9

Jrtansl GopMUPOBAHUA KOMIIETEHIM I

HaumenoBaHue 3Tamna

XapaKTepUCTHKA JTala

DopMbl KOHTPOJISA

1

2

3

Havanpnpiii  (BXOZHOM) 9Tal
(GhopMUpOBaHHS KOMITETCHIIUH

JlmaraocTrKa BXOIHBIX 3HAHHUM
B paMKax KOMIIETEHIIUH.

caMoOaHaJIu3, YCTHBIA ONpOC U
Ap.

Texymuii dTan GopMHPOBAHUS
KOMIIETEHIIUH

BrimonHenne 00yYaromMMUCs
3a/laHuii, HaIpaBIICHHBIX Ha
dbopMHUpOBaHHE KOMITCTECHITHH
OcymiecTBieHHE  BBISIBICHUS
MPUYUH MPETSATCTBYFOIIUX
s deKTHBHOMY OCBOGHUIO
KOMIIETEHIIHH.

AKTUBHasg ydeOHas JIEKLUS;

CEMUHAPHL; MPaKTHYECKUE;
MEJIKOTPYIITIOBEIE; HHIUBUIY-
albHBIC 3aHATHUS, CaAMOCTOSI-

TenbHas pabora:

YCTHBI ONpPOC HO JUArHOCTHU-
YEeCKHM BOIPOCaM; IHUChMEH-
Hasi pabdoTa; CaMOCTOSTEIbHOE
pelieHne KOHTPOJBHBIX 3aja-
HUH U T. 1.

27



[IpomexxyTouHbIif (aTTEecTalu-
OHHBIH) 3Tan (HOPMHUPOBAHUS
KOMIIETEHIU I

OnenuBanue chopMHPOBAHHO-
CTH KOMIIETEHIMH 1O OTIeIb-
HOM 4YacTH IMCIMIUIMHBI WU
JVCITUTUTAHEI B [IEJIOM.

Ixzamen:

— OTBEThl Ha TEOPETHUYECKUE
BOITPOCHI B BHJI€ TECTOBBIX 3a-
JTaHUI;

—  BBINOJIHEHUE  MPAKTHKO-
OPHEHTHPOBAHHBIX 3aJaHUI

6.2.2. OnmrucaHue IIKaJI OlleHUBaHUs

Taoauua 10

6.2.2.1. Onucanue NIKAaJbl OLCHUBAHMA OTBETA HA DK3aMeHe

O1neHka nmo HoMHu-
HAJbHOH LIKAaJIE

Onucanue ypoBHel pe3yIbTaTOB 00y4eHHs

OT1In4HO

OOyyaroruiics MoKa3bIBaeT TTyOOKHE, FICUEpITBIBAIOIINE 3HAHHUS B O0BhEMe
MPOMJICHHON MPOrpaMMbl, YBEPEHHO JEHCTBYET MO MPUMEHEHHUIO MOTYYEHHBIX
3HAaHUHA Ha IPAaKTUKE, ACMOHCTPUPYSA YMCHUA W BIAACHHUA, ONPCACICHHLIC
MPOrPaMMOH.

I'paMOTHO M JNOrMYecKH CTPOHMHO HU3NaraeT Marepuall MpU OTBETE, yMEET
(OpMyIHPOBaTh BBIBOJBI W3 HM3JIOKEHHOTO TEOPETUUECKOrO0 MaTepuaia, 3HaeT
JIOTIONTHUTENBEHO PEKOMEHIOBaHHYO JINTEPATYPY.

Ooyyaroruiics criocoOeH JeiCTBOBaTh B HECTAHAAPTHBIX PAKTUKO-OPHEHTH-
POBaHHBIX cUTyarmsix. OTBEYaeT Ha BCE IOTIOTHUTEIBHBIE BOIPOCHL

Pesynbrar 00yueHus OKa3bIBALT, YTO JIOCTUTHYTHIN YPOBEHB OIICHKH Pe3yJIbTa-
TOB OOy4eHHUs] 1O JMCLMIUIMHE SIBISETCS OCHOBOM I/ (POPMHPOBAHHUSI COOTBET-
CTBYIOIIMX KOMITETEHITHI.

Xopowo

Pesysnbrar oOydeHHs TMOKa3bIBACT, YTO OOYYAOIIMICA MPOIEMOHCTPHUPOBAT
pe3yabTar Ha YpOBHE OCO3HAHHOTO BJIa/ICHUS YUEOHBIM MarepHajioM H Y4eOHBIMU
YMCHHSMH, BIAJCHUSIMH TI0 TUCIUTLIHHE.

Jlomyckaer He3HAYUTEINTbHBIE OIMOKH MPU OCBEIICHHHN 33/IaHHBIX BOIPOCOB.

OO0OyyaroImuicss Croco0eH aHaJIU3UPOBATh,
00ocHOBaHHUE BEIOOpA METOJOB PELICHUS 33JaHUH B MIPAKTUKO-OPHUEHTHPOBAH -
HBIX CUTYAIIHsX.

YaoBiergopurenb-

Pesynprar 00y4ueHHs MOKa3bIBaeT, 4TO OOYyYAIOMIMHCA O0NagaeT HeoO0Xo-
HO JUMOH CUCTEMOM 3HAaHHUW U BIaJ€€T HEKOTOPBIMU YMEHUSMHU 10 AUCLIUILINHE.
OTBeThI M3NIaraeT XOTA U C OIIMOKaMM, HO HCIIPABISIEMBIMHU 11OCTIE JOTIOJ -
HUTEIBHBIX M HABOIAIINX BOIIPOCOB.
OOyuatomuiics cnocoOeH MOHMMATh W HMHTEPIPETHPOBATH OCBOSHHYIO
WHPOPMAIHIO, YTO SBJISIETCS OCHOBOW YCHEIIHOro ()OPMHPOBAHHS YMEHUH H
BIIaICHUN JUUIs1 pEIIEHUS TPAKTUKO-OPHEHTHPOBAHHBIX 33/1a4.

HeynoBierBopu-
TeJbHO

Pesynbrar oOydeHMsT 0Oydaromierocsi CBHUACTEILCTBYET 00 YCBOCHHHM WM
TOJIBKO 3JIEMCHTAPHBIX 3HAHUH KITIOYEBBIX BOIIPOCOB IO JUCHUITIIMHE.
JHomymieHHble OIMOKH U HETOYHOCTH B XOZI€ TPOMEKYTOUYHOTO KOHTPOJIS T10-
Ka3bpIBAIOT, YTO OOyHaIOMIWiics HE OBIAJIEN HEOOXOAWMOHN CHCTEMOW 3HAHWH |
YMEHUM MO TUCIUILIMHE.
OOyuaromiuiicst TOMycKaeT rpyOble OIIMOKH B OTBETE, HE TOHUMAET CYLIHOCTH
M3JIaraeMoro BOIpoca, He yMeeT IIPUMEHSATh 3HaHUS Ha MIPAKTHKE, 1AeT HETIOTHbIE
OTBETHI HA JONOJIHUTEIIbHBIC 1 HABOAAIIWE BOIIPOCHI.

Onucanne MKaJbl OLEHUBAHUSA Ipu TECTUPOBAHUU HA 0a3e TeCTOBBIX

MaTepUuaioB HHCTUTYTA

| OneHka 1o HOMMHAJILHOM IIKAaJIe | % NMPpaBUWIbHBLIX OTBETOB, MOJYYCHHBIX HA TECTUPOBAHUH
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OT1in4HO ot 90 no 100
Xoporo ot 75 no 89,99
Y 10BIETBOPUTENBHO ot 60 o 74,99
HeynoBneTBopuTeabrHO meHee 60

Taomauma 11

6.2.2.2. Onucanue mMKaJbl OLeHUBAHUA

Ilpakmuueckoe (npaKmuko-opueHmupoeanHnoe) 3a0anue

OuneHka N0 HOMMHAJb-
. XapaKTepUCTHKHU 0TBETA 00y4a0IIerocs
HOIi mIKaJie

OTan4y=Ho OO0yuJaromuiicss cCaMOCTOATEIFHO M TPABWILHO pemui yaeOHo-tpodec-
CHOHATIBHYIO 3aJady, YBEPEHHO, JIOTUYHO, T[IOCIEI0BATEIFHO H
apryMEHTHUPOBAHHO H3Jarall CBO€ pEIICHHEe, HCIIONB3Ysl Mpodeccro-
HAJIbHYIO TEPMHHOJIOTHIO.

Xopouio OOydJaromuiicss caMOCTOSTEIPHO W B OCHOBHOM IIPABIJIBHO PEIINI
y4eOHO-TIPOPECCHOHANILHYI0 3a/iady, YBEPCHHO, JIOTUYHO, IOCIIE0-
BaTENLHO M apTyMEHTHPOBAHO H3JIaraj CBOE PEIICHHE, UCTIONB3Ys MPOo-
(hecCHOHATBHYIO TEPMUHOJIOTHIO.

YnaoBaeTBopuTeabLHO OOyuaromuiics B OCHOBHOM PEIW y4eOHO-IPOPECCHOHATBHYIO 3a/a-
4y, IOMYCTHJI HECYIIIECTBEHHBIC OITNOKH, c1a00 apryMEHTUPOBAI CBOE
pellieHHe, MyTasch B MPOPECCHOHATBLHBIX MOHATHSIX.

HeynoBjeTBOpHTEILHO OO0yyaromuiicss He pemui yIeOHO-TIpoheCCHOHABHYIO 3a/1a9y.

6.3. THmoBbIe KOHTPOJIbHBIE 3a/IaHUS NI HHbIE MaTepHaJjbl, HE00X0-

THMBIEe JIJIS

OI€EHKH 3HAHHH, YMEHHﬁ, BJIﬂ,I[EHI/Iﬁ, XapPaKTEePU3YIOIIIHUX ITAIIbI

dopMupoBaHus

KOMIIETEHIIUI B IIPOIlecCe 0CBOEHU 00pa30BaTeJIbHOM IPOrpaMMbI

6.3.1. MaTepHaJIbI AJI1 HIOATOTOBKH K 3K3aMeEHY

[IpomexyTouHas arrecTalusi MOXKET ObITh MpOBeA€HAa B (OpME TECTUPOBAHUS H
MPOBEPKE MPAKTUKO-OPUEHTUPOBAHHBIX 33JJaHUI Ha OCHOBE BBIIIOJTHEHUS 3aIaHUM MpaKTH4E-
CKUX paboT U MHAWBUIyaJIbHBIX 3aJaHH.

Taomauma 12
MarepuaJibl, He00X0AMMbIe IJIsl OLIEHKH 3HAHU I
(mpuMepHbIe TeopeTHYeCKHE BONPOCHI)
K DK3aMeHy
Ko,
Ne ni/m ITpumepHbIe (POPMYITHPOBKH BOIIPOCOB KOMHCT?HI[I/Iﬁ
1. Orarnsl B nporiecce nHPopMaTru3auu paboThl ¢ JOKyMEHTaMH OIIK -4, OIIK -5,
IK-3, I1K-5
2. [Tpobnemp! 1 TPUHIHUITE HH)OPMATH3ALNHN TOCYNAPCTBEHHON CHCTEMBI OIIK -4, OIIK -5,
JIOKyMEHTAI[IOHHOTO 00ecneyeHus! IeITeIbHOCTH opranoB rocynapcrsennoit | I1K-3, TIK-5
BJIACTH
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3. WudopmannoHHble TEXHOJIOTHH B YIIPaBIEHYECKOM JAesTeIbHOCTH. B3anmo- OIIK -4, OIIK -5,
CBSI3b MEXIY HHPOPMAITHOHHBIMU TEXHOJIIOTHUSAMH U MHPOPMAITMOHHBIMH CH- [K-3, T1K-5
CTEMaMH.

4. [Momxompl K aBTOMATH3AIMH JOKYMECHTAIIHOHHOTO 00CCIICUCHUS YIPABICHUS OIIK -4, OIIK -5,

IK-3, TIK-5
5. ABToMmaru3anus paboThl C JOKyMEHTaMH: ONpeieIeHUE, OObEKTHI, OIIK -4, OIIK -5,
[IK-3, T1K-5

6. OCHOBHBIE CTaH KU3HEHHOTO KA TIOCTYMAIOMNX (BXOIAIINX) JOKYMEH- OIIK -4, OIIK -5,
TOB I1K-3, I1K-5

7. OCHOBHBIC CTAJIMH KU3HCHHOTO IIHKJIA OTHPABISIEMBIX (HCXOISAIIIX ) OIIK -4, OIIK -5,
JIOKYMEHTOB TIK-3, IIK-5

8. OCHOBHBIE CTaJUH KU3HEHHOTO I[UKJIa BHYTPEHHUX JOKYMEHTOB: OIIK -4, OIIK -5,

[IK-3, T1K-5
XpaHeHue JOKYMEHTOB: IIPH TEKyIIeM (orepaTuBHOM) xpaHeHnn gfokymenToB | OIIK -4, OIIK -5,
U XpaHEHUH JOKYMEHTOB B apXUBE. IIK-3, TIK-5

10. DNIeKTPOHHBIE TOKYMEHTHI: ONPENEICHHE, dTalbl )KU3HEHHOTO LUK dJIeK- OIIK -4, OIIK -5,
TPOHHOI'O IOKYMEHTA IK-3, TIK-5

11. [TpuHuMIB aBTOMaTH3a1MK paboThI ¢ JoKyMeHTamMu. TpeboBaHus K pacmpe- OIIK -4, OIIK -5,
JIEJICHHOM apXUTEKType YIPABJICHUS] JOKYMEHTaMHU. I1K-3, TIK-5

12. ABTOMAaTH3NPOBaHHASA TEXHOJOTHI PAOOTHI C TOKYMEHTAMU OIIK -4, OIIK -5,

IK-3, I1K-5

13. JlocTym K cucTeMe 3IIEKTPOHHOTO ToKyMeHTooOopoTa (CO/I). Pesxumer OIIK -4, OIIK -5,
¢dyukuonnposanust CO/1: ocHoBHOH 1 npodunaktiyecknit. [Tonb3o- IK-3, TIK-5
BaTeJIbCKUE POJIU M UX QYHKIMU

14. OCHOBHbIE (PYHKIIMU CUCTEM AJIEKTPOHHOTO JOKYyMEHTOO00pOTa U TepedyeHb OIIK -4, OIIK -5,
aBTOMAaTH3UPYEMBIX OIEpaIiii OM3HeC-IPOIeccoB AEeKTpoHHOTo fokyMmenTo- | [1K-3, TTK-5
obopora

15. HNudopmannonnoe obecieuerne CIJ] OIIK -4, OIIK -5,

[K-3, I1K-5
16. Xpanenne napopmaumu B COJ1 OIIK -4, OIIK -5,
[K-3, T1K-5

17. Nudopmarnzanms apxuHoro aena B Poccnn. Konnenmuu pa3zsutus apxusHo- | OIK -4, OIIK -5,
ro gena B Poccuiickoit @eneparmu Ha iepron go 2020 1. 3agaun pa3BUTHA TIK-3, IIK-5
ApXMBHOTO Jiesa

18. [Mporpamma napopmaTuzanuu denepaabHOr0 apXUBHOTO areHTCTBA U MO~ OIIK -4, OIIK -5,
BEJIOMCTBEHHBIX eMy yupesxaeHuit (Ha 2011-2020 rr. IIK-3, TIK-5

19. Ientp xpanenust anekrponHoi nadGopmarmu (IIXD ). OIIK -4, OIIK -5,

[K-3, T1K-5

20. OcHoBHBIC HanpaBiieHs padoThl apxuBoB. [IpuHmwmel napopMmarnzanuu ap- | OIIK -4, OIIK -5,
XUBHOTO J€Ia. TIK-3, IIK-5

21. ABTOMAaTU3UPOBAHHBIE APXUBHBIE TEXHOJIOTUU B KOMIUIEKTOBaHUU AD PD. OIIK -4, OIIK -5,
VcTOYHMKM KOMIIJIEKTOBAHUS FOCYIapCTBEHHOTO UIM MyHHUIIUIIAIBHOTO ap- IIK-3, TIK-5
XMBAa NIEKTPOHHBIMH JOKYMEHTaMH.

22. ABTOMAaTH3UPOBaHHBIE TEXHOJIOTMH B OpraHU3alUN OIIK -4, OIIK -5,
HCIIOJIb30BAHUA aPXHUBHBIX JOKYMCHTOB. YuyeTHBIE B TIK-3, ITK-5
MH(OPMALMOHHO-TIOUCKOBBIE 0a3bl IAHHBIX B apXHBE.

23. Mertozp! orieHKH 3((EKTHBHOCTH aBTOMATH3AILMH JOKYMEHTAIBHBIX CHCTEM OIIK -4, OIIK -5,

IIK-3, TIK-5

24. KommbroTepHble TEXHOIOTHH CO3/IaHuUs TOKyMeHTOB. TexHnomoruu Beoaa Tex- | OIIK -4, OIIK -5,
cra. TIK-3, ITK-5

25. PeueBbie TeXHOTOTHH OIIK -4, OIIK -5,

[K-3, I1K-5
26. CoBpeMeHHbIE YHUBEPCATIbHBIE ITAKEThl OHUCHBIX IIPOrPaMM OIIK -4, OIIK -5,
IIK-3, TIK-5

27. TexHoorus cCkaHUpOBaHUsl U olM(POBbIBaHUs ToKyMeHTOB. [TotokoBoe cka- | OIIK -4, OIIK -5,
HHUPOBAaHHE U IITPUX-KOAUPOBAHHE I1K-3, TIK-5

28. [IporpammMHBIe cpencTBa A onTHYECKOTo pacno3HaBaHms Tekcta (OCR- u OIIK -4, OIIK -5,
ICR-cucTemsl) MK-3, TIK-5
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29. CoBpeMeHHbIE IyTH Pa3BUTHS CUCTEMbI JIEKTPOHHOTO JOKYMEHT0000pOTa U OIIK -4, OIIK -5,
CHCTEM aBTOMATH3aLUHN apXUBHOTO Aeia. OTedecTBEHHBIN PBIHOK CIICIIHAIIH- TIK-3, IIK-5
3MPOBAHHBIX IIPOTPaMM aBTOMATH3ALNH JOKYMEHTAIIHOHHOTO 00ECTIeYeHHS
YIpaBJICHUS U apXUBHOTO JejIa

30. VHTEpHET-TEXHOJIOTHU B JOKyMEHTAIIMOHHOM 00ECTICYCHUH YIIPaBICHUS 1 OIIK -4, OIIK -5,
apxuBHOM Jiesie. O0IaYHbIe TEXHOJIOTHH. IIK-3, T1K-5

31. OcHoBHbIe TpeOOBaHHS ¥ MEPBI 110 3auuTe HHPopManuu, nupkyupytomeit B | OIK -4, OIIK -5,
“HGOPMAIIMOHHON CHCTEME I1K-3, TIK-5

32. Knaccudpukamun nporpammuoro obecnedenus (wH(opMmarmonHbix cuctem, | OIIK -4, OIIK -5,
N C), mo3BOISIFONIMX OPraHU30BaTh paboTy C IMEKTPOHHBIMH JOKYMEHTAMH. IIK-3, TIK-5

33. Oyukiun ECM-cuctem no muenuto Gartner. [Tmocet ECM-cuctem. OIIK -4, OIIK -5,

[K-3, [1IK-5
34. IlepcnextuBubiii mnan pa3sutus ECM-cuctem. Hampasnenus crparernn | OIIK -4, OIIK -5,
DIRECTUM DigitALL. I1K-3, I1K-5
35. BapuaHTHI oCTyIa K KOPIIOPAaTHBHOMY KOHTCHTY. OIIK -4, OIIK -5,
[K-3, I1K-5

36. ECM-cucrema B «o0make». OIIK -4, OIIK -5,
[K-3, [1K-5

37. Kapra Texnonoruit ECM. OIIK -4, OIIK -5,
I1K-3, I1K-5

38. Pa6ora ¢ xonTenTom B ECM. OIIK -4, OIIK -5,
[K-3, I1K-5

39. CoBpeMeHHBIC yTH Pa3BUTHs CUCTEMBI 3JICKTPOHHOTO JOKyMeHTooOopoTa u | OIIK -4, OIIK -5,
CHCTEM aBTOMATH3aLlMH apXUBHOTO JesIa I1K-3, TIK-5

40. VHHOBalIMOHHBIE TEXHOJIOTHU st LudpoBu3anuu OusHeca: pemenus ¢ uc- | OIIK -4, OIIK -5,
nons3oBanneM M, gaT-60Te1, iporpaMMHubie poOoThl. 3HakoMcTBO ¢ hyrkmm- | [1K-3, TTK-5
oHaIbHOCTHI0 ECM—CHCTEMBI.

41. Jlpyrue BuUIBI KOpropaTuBHBIX HH(opMmanuoHHbIX cucteM: ERP-cucrema, | OIIK -4, OIIK -5,
BPM-cucrema, CRM-cucrema. TIK-3, TIK-5

4). IOpunnyeckas 3Ha4UUMOCTh JIEKTPOHHOTO JOKYMEHTA. OIIK -4, OIIK -5,

[K-3, I1K-5

43. DNeKTpoHHAs MOAMHCh. Buapl 3nmekTpoHHOM moamucu: mpoctasi, ycmieHHas | OIIK -4, OIIK -5,
HeKBATH(UITMPOBAaHHAS, YCHICHHAS KBATH(DUITUPOBaHHASI. [IK-3, T1K-5

44. Kitou nmpoBepku anexTpoHHoi noanucyu. CpeacTBa 2JIEKTPOHHOM MOAUCH. OIIK -4, OIIK -5,

[K-3, I1K-5
45. Ceprudukar Kiroua IMPOBEPKH BIIEKTPOHHOH noamucu. Ypocrosepstommii | OIIK -4, OIIK -5,
LIEHTP. I1K-3, TIK-5
46. [lonatue o BHemHeM (MEXKOPHIOPATUBHOM) 3JIEKTPOHHOM JO0KymeHTo00o0- | OIIK -4, OIIK -5,
pore. [K-3, T1K-5
47. CepBuchl 00MEHA 3JIEKTPOHHBIMHU JOKYMEHTAMH. OIIK -4, OIIK -5,
[K-3, I1K-5

48. JloJIroBpeMeHHO€e XpaHEHUE 3IEKTPOHHBIX JOKYMEHTOB. OIIK -4, OIIK -5,
[K-3, I1K-5

49. Cxema aBToMartu3amnuu padboTsl ¢ foroBopamu B ECM-cucteme. OIIK -4, OIIK -5,
I1K-3, I1K-5

50. Cxema aBTOMAaTH3aIUU paOOTHI C BXOIAIIUME ToKyMeHTaMu u opydermssmu. | OIIK -4, OIIK -5,
[K-3, I1K-5

51. Cxema aBToMaTu3aiuu paboTsl ¢ (PUHAHCOBO-YUYETHBIMHU TokyMeHTaMu 1 nH- | OIIK -4, OIIK -5,
terpanueit ¢ cepsucamu 9/10. [K-3, T1K-5

52. Buenperane ECM-cucteMsl Ha IpeATPUATHH. OIIK -4, OIIK -5,

I1K-3, I1K-5
Tabamna 13
MarepuaJjibl, He00X0AUMBbIE VISl OLEHKH YMEHUI U BJIaJIeHHH
(mpuMepHBbIe NPAKTHKO-OPHEHTHPOBAHHbIE 32 JaHUS)
Ne n/m Tembl IpUMeEPHBIX Kon
NMPAKTUKO-OPUEHTHPOBAHHBIX 3aJaHUH KOMIIeTeH Ui
1 Co3naHue 1 UCTONBb30BaHUE MA0JIOHOB OCHOBHBIX BHJIOB fokyMmeH- | OIIK -4, OIIK -5,
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TOB Ha npennpusiTuy (Ha ocHoBe MS Word) [IK-3, I1IK-5
2 Hcnons3oBanne nHGOpMannoHHO-NIpaBoBOi cuctemsl "["apant” OIIK -4, OIIK -5,
[K-3, IIK-5
3 CkaHupoBaHHe W ONMM(PPOBKA JOKYMEHTOB Ha OCHOBe mcrmonb3oBa- | OIIK -4, OIIK -5,
HUS IPOTPaMMHOTO CPE/ICTBA AJIS ONITHYECKOTo pacno3HaBanus Tek- | I1K-3, TIK-5
cra ABBYY FineReader
4 Coznanne nokymeHToB B Directum RX OIIK -4, OIIK -5,
[1K-3, I1K-5
5 Bzaumoneiicteue B Directum RX OIIK -4, OIIK -5,
[K-3, [IK-5
6 CornacoBanue IO periiaMeHTy W cBobomHoe coriacoBanue B | OIIK -4, OIIK -5,
Directum RX T1K-3, IIK-5
7 HoroBops! B Directum RX OIIK -4, OIIK -5,
[K-3, [IK-5
8 [Nopyuenus B Directum RX OIIK -4, OIIK -5,
[1K-3, I1K-5
9 Pabota B apxuBHoii cucteme KAVCA-Apxus OIIK -4, OIIK -5,
[IK-3, [IK-5

6.3.2. TeMbI 1 MeTOAUUYECKHE YKa3aHUs IO IIO/ITOTOBKe pedepaTos,

Jcce M TBOPYECKHUX 3aJaHU IO JUCIUILIUHE
Hamucanue pedeparos (3cce, TBOPUSCKHUX 3aJaHUI) HE IPEAYCMOTPEHO.

6.3.3. MeTogu4YeCcKHe YKa3aHUs 110 BBIIIOJIHEHUI0 KYPCOBOM paboThI
Kypcosas pabota no aucuuiuiiie yueOHbIM IJIaHOM HE MPEAYCMOTpPEHA.

6.3.4. TunmoBbIe 3aJaHUs /IS IPOBEEeHUA TeKYyIlero KOHTPOJIA

dopmMupoBaHUsA KOMIIETEHITUH

6.3.4.1. Ilnanpl ceMMHAPCKUX 3aHATHI
CemuHapcKue 3aHATHA 10 TUCIUIUIMHE Y4eOHBIM IUTAHOM HE TIPETyCMOTPEHBI.

6.3.4.2. 3aganus 1Ji NPAKTHYECKUX 3aAHATHI
Bce mpakTudeckue pabOTHI MpeACTaBICHBI B 3JIEKTPOHHOM BHJIE M COCTOSIT M3 Habopa
3agaHuil. CTyJEeHT 3HAKOMHUTCS C 3aJJaHUSIMU, IPU HEOOXOAMMOCTH MUCbMEHHO OTBEYAaeT Ha
BOTIPOCHI TAOOPATOPHOH PabOTHI, BHIMOIHSICT BCE 3aJaHUSI M PE3YIbTaThl PA0OOTHI TTOKA3bIBACT
MpenoAaBaTesto M0 OKOHYAHUIO 3aHITHS UM B YCTAHOBIIEHHBIE CPOKH.

IIpakTHyeckas padora Nel. Tema «Co3nanne u HCNOJIL30BaHHME IA0JI0HOB OCHOBHBIX

BH/IOB IOKYMEHTOB HA npeanpusaTuu (Ha ocaose MS Word)».
eJIu:

- HpI/IO6peCTI/I HAaBBIK B UCITIOJIB30BAHUN I'OTOBBIX IlIa6JIOHOB 11 CO31aHUA I[OKYMGHTOB, a Tak-
K€ B 3aIIOJTHCHUH TIOJIEH COOTBETCTBYOIIUM COJICPKAaHHEM
- TIpuOOPECTH HABBIK B CO3[[AHUHM COOCTBEHHBIX 1Ma0I0HOB TokymMeHToB MS Word ¢ moGage-
HHEM U HaCTPOMKOM TMOJIeH 2JIEMEHTOB YIIPABICHUSI Pa3HOTO BUJIA.
3ajaHue U METOJIMKA BBIITOJHEHMS:
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B xone panHoit nabopaTopHOil paboTe CTyAE€HTaM BHauaje Mpejjaraercs co3JaaTh
JIOKYMEHTBI Ha OCHOBE CTaHJApTHBIX I1a0JIOHOB CTaHAAPTHOrO MuchMa U pestome. [lpu aTom
UM TIPE/IaraeTcs 3aroHUTD TOJIS ATUX JOKYMEHTOB KOHKPETHBIM COJICPIKaHHEM O ceOe B COOT-
BETCTBUU C MPeHA3HAYECHUEM 11a0JIOHA.

Bo Bropoif wactu paboThl CTYyAEHTHI CO37aThb COOCTBEHHBIM MIAOJOH Ha OCHOBE
TOTOBOTO JIOKYMEHTa — IOBECTKa €KEHeIeNbHOro cobpanus. [Ipu 3ToM OTAenbHBIE YacTH
ATOr0 TOKYMEHTHI JOJKHBI ObITh 3aMEHEHbl COOTBETCTBYIOIINE 3JIEMEHTHI yIpPaBICHUS pa3-
HOT'O BHUJIA.

B koHue paboThl A 3aKpeIuieHus] MPHOOPETEHHBIX HAaBBIKOB CTYJEHTAaM B KauyecTBE
UTOTOBBIX 33JJaHU MPEIaraeTcsi CaMOCTOATENBHO CO3/IaTh MAOIOHBI (POPMYIISIPOB CIIPABKH,
CITy’K€OHOT0 NMUChbMa U KPaTKOIo MPOTOKOJIA.

[Tocne BbimonHeHUs: 1a00paTOpHOIl PabOTHI CTYAEHTHI JEMOHCTPUPYIOT MPHOOpPETEH-
HbIC HAaBBIKM MPETO/IaBaTEII0 HA OCHOBE UTOTOBOTO 3a/IaHMUS.

IpakTHyeckas pabora Ne2. Yueonas kondepenuus "POCCUNCKHUE CUCTEMBI

IJIEKTPOHHOI'O JOKYMEHTOOBOPOTA".
eIy

- TIOATOTOBKa M BBICTYIICHHE C JOKJIAA0OM I10 BBI6p3HHOI>i TEME B COOTBCTCTBUM C YKa3aHHBIMH
BOIIpOCaMu

MeTonuueckne yKka3aHus JUisl IPOBEICHUSI:
1. TemBI TOKIIAAOB BHIOMPAIOTCS CTYIEHTAMHU W3 MPEACTABICHHOTO MPETNOAaBaTeIeM
CIHCKAa KaK MUHUMYM 3a HEJIENIO 10 T0KJIaa.
2. B Tekcre noknana q0JKHBI OBITH OTPAXKEHBI CIIETYIOIINE BOTPOCHI:
a) Kparkoe onrcanue CUCTEMBI U pelIaeMble 3a1a9u
b) Oo6macts aBTomMaTH3amuu (JlemonpousBoacto, OOmU JOKYMEHTO00O0-
pOT, DNEKTPOHHBIN apXUB)
c) DyHKIUHU 1O paboTe C TOKYMEHTAMU
d) Benenue HOMEHKIATYpHI €1
e) Benenne apxiBOB AJIEKTPOHHBIX JOKYMEHTOB
f) VYmnpasnenue nmotrokamu paboT U KOHTPOIb
g) Pabota co ciioBapsiMu U ClIpaBOYHUKAMU
h) T'enepauust oT4€TOB
1) HWudopmanmonnas 6e30MacHOCTb
j) CpeacrtBa paboThl Ha MOOMJIBHBIX YCTpOMCTBaX
k) BuyTtpenHss moura
1) Pabota ¢ nokymeHTamu, noAnucanHbIMu J11
m) Bo3M0XHOCTH MHTErpaluu
n) IlpeumymiecTBa cucTemMsl
0) TeHneHIMH U IEPCTIEKTUBEI Pa3BUTHS
3. o Tekcty moknaaa momkHa ObITh MOATOTOBIEHA Mpe3eHTalus (He 6onee 20 cnaii-
J0B). [TpogomKkUTEIbHOCTD BBICTYIUIEHUS — HE OoJiee 5 MUHYT (0€3 OTBETOB Ha BOIPOCHI).
4. PesynbTatsl coxpanuth B Word-1okyMeHTe (¢ TUTYIbHBIM JUCTOM) B PowerPoint-
npe3enTanui. Kpome 3Toro, TeKCT J0KIa1a HeOOX0MMO pacrieyaTarh s PeToaaBaTels.
5. [locne BBICTYMIEHUS C JOKJIAOM KaXIbIil JOKIAAUYMK JOJDKEH OTBETHTHh Ha 2-3
BOIIPOCA TI0 CBOEMY JIOKJIA/y OT IPYTHX CTYJIEHTOB MU TPETOAaBaTEIs.
3a BBICTYIJICHHE BBICTABISETCS OLIEHKA, KaK CpeJHHMI Oaii Mexay OLIEHKaMH 3a:
BBICTYIUICHHE, TEKCT JI0KJIa/1a, TPE3CHTAIMIO U OTBETHI HA BOIPOCHI.
Martepuansl As MOArOTOBKH ceMuHapy cM. Paznen 7. IlepeueHb meyaTHBIX U dJIEK-
TPOHHBIX 00Pa30BaTENBFHBIX W WH(POPMALMOHHBIX PECYPCOB HEOOXOIMMBIX IJISi OCBOCHUS
JTUCIUTITAHBL
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IIpakTyeckas padora Ne 3. Tema «3nakomcrBo ¢ Directum RX»
[{enu paGOTHI:
— O3HAKOMMTBHCS C OCHOBHBIMM PEIIAEMBbIMU 3a/1adyaMH, ¢ IPUIIOKEHUSIMH,
o0ecreynBaroIMMH JOCTYH K CHCTEME
— MPUOOPECTH HABBIKH B UCIOJIb30BaHUU UHTEp(delica MPOBOIHNKA BEO-KIMEHTA CUCTEMBI.
3a}IaHI/Ie U METOAHMKA BBIITOJTHCHUA .

Teoperndeckue OJOKH B 3aHITUSX OIMHPAOTCS HA BUACOPOJIHMKH M Pa3eibl CIPABOYHOM
cucrembl Directum RX. J[ns BO3MOKHOCTH PabOTHI CO CIIPaBKOW HEOOXOJAUMO 3apETUCTPUPO -
Bathcs Ha moptasie DirectumClub https://club.directum.ru. IlpakTrueckne 3agaHus B 3aHATH -
SIX HEOOXOJIMMO BBITIOJHSTh Ha Y4eOHBIX cTeHaax ¢ cucremor Directum RX, HacTpoeHHOM
it yaebnoit monenu npeanpustus (kommanuun OO0 «TemmoCHaby).

Craymareno B paMKax Kypca IMpeiaraeTcsi BO3SMOKHOCTh IopaboTaTh BeO- MpHIIOKE-
HUeM y4eOHOM cucteMbl. CChUIKY A HOAKIIOUEHHs] HEOOXOJMMO NOJIYUYHTh y IpenojaBare-
J81.

Jlsis BBINIOJTHEHUS MPAKTUYECKUX 3aJlaHUi Ha y4eOHOM cTeH/e HeOOXOAMMO HCIOJb30-
BaTh YYETHBIE 3alMCH, HACTPOEHHBbIE JUIs coTpyiHMKOB Komnanuu OOO "TemnocHad": Apao
H.A., Cuurupes I1.B., UBanosckuii I'.A., Co6onesa H.H. [lns BXona B cucTeMy COOTBETCTBY-
IOIUE JIOTUHBI ¥ €IUHBIA MapoJib JJI1 BCEX YUETHBIX 3alKcei, KOTOPBIA BBIJACT Ipernoja-
Batenb. Ilocne aBTOpHM3anMu BBl CMOXETE€ paboOTaTh B IMPOBOJHUKAX CHCTEMBl OT JIMIA
corpyaankoB Apno H.A., Cuurupes I1.B., UBanosckuii I'.A., Co6oneBa H.H. u BriOupaTh
ATUX COTPYJHUKOB B KaUECTBE UCIIOJIHUTENIEH 110 3a/1a4aMm.

3ajlaHKre ¥ METOJMKA BBITTOJHEHMS:

¢ [IpocMOTpETHh BUIEOPOIIMKH, YKA3aHHBIE B 3aHATHH.

¢ V3y4nuTh TEOPETUYECKYIO YaCTh 3aHATH, CCbUIKM Ha crpaBKy Directum RX mo tekcry
3aHATHUS.

¢ 1I3yunts 6110k CHTyaUusl.

® BpIIoJHUTH HA y4€OHOM CTEHJE yHKThI, OTMEUEHHBIE Kak 3aJaHue.

¢ BEIIIOJIHUTG 110 XKEJIAHUIO JAOIIOIHUTENIBHBIC IPAKTUYECKUE 3a1aHMS.

® I3y4nTh CCBHIJIKM HAa MPAKTUYECKUE PEKOMEHAALNH U JOIOJHUTEIIBHBIE MAaTEPUAIIBL.

® OTBETUTH HA BOIPOCHI IS IPOBEPKHU.

¢ [Ipu HaIM4YUK 3aTPyJHEHUN OOPAaTUTHCA K IPENOIaBaTEII0

[Tocne BwImoNmHEHUsT Ta0OPATOPHON PabOTHl CTYJACHTHI JIEMOHCTPUPYIOT HMpUoOpeTeH-

HBIE€ HAaBBIKU IIPENIOAABATEIIIO.

IIpakTuyeckas pabora Ne 4. Tema «Co3nanne 1okymeHToB B Directum RX»
[{enn paGoThI:
— O3HAKOMHTHCS C OCOOCHHOCTSIMU HCIIONB30BaHMs BeO-arenTa cuctemsl Directum RX;
— O3HAKOMUTLECA C OCHOBHBIMH TUIIAMHU U BUJAAMU NTOKYMCHTOB
— OCBOUTH paboTy C MarkaMmu, CChIITKaMH, a TAK)Ke C KAPTOYKaMH M T€IaMH JOKYMEHTOB B
cucteme Directum RX;
3ajlaHyie U METOAMKA BbIIOJIHECHMUS:

TeopeTrueckue OJOKH B 3aHATUSAX OMUPAIOTCS HA BUIICOPOJIMKH U pa3eNbl CIIPAaBOYHOM
cuctembl Directum RX. /[ BO3MOKHOCTH paOOTHI CO CIIPABKOW HEOOXOUMO 3apPETUCTPHUPO -
BaThcsl Ha noptaie DirectumClub https://club.directum.ru. IlpakTnueckue 3a1aHus B 3aHATHU -
SIX HEOOXOJMMO BBITIONHITH Ha yU4EOHBIX CTeHIax ¢ cuctemoir Directum RX, HacTpoeHHOM
st yaeOHout moaenu npeanpusatus (komnanuu OO0 «TemnoCHaby).
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Crhymareno B paMKax Kypca IMpeiaraeTcsi BO3SMOKHOCTh IopaboTaTh BeO- MpHIIOXKE-
HUeM y4eOHOM cucteMbl. CChUIKY A HOAKIIOUEHHs] HEOOXOJMMO NOJIYUYHTh y IpenojaBare-
J81.

Jlsis BBINIOJTHEHUS MPAKTUYECKUX 3aJlaHii Ha y4eOHOM CTeH/e HeOOXOAMMO HCIOJb30-
BaTh YYETHBIE 3alMCH, HACTPOEHHBIE JUIs coTpyHMKOB Komnanuu OOO "TemnocHad": Apao
H.A., Cuurupes I1.B., UBanosckuii I'.A., Co6onesa H.H. [lns BXona B cucTeMy COOTBETCTBY-
IOIUE JIOTUHBI ¥ €IUHBIA MapoJib JJI1 BCEX YUETHBIX 3alKcei, KOTOPbIA BBIJACT Ipernoja-
Batenb. Ilocne aBTOpHM3anMu BBl CMOXETE paboOTaTh B IMPOBOJHUKAX CHCTEMBl OT JIMIA
corpyaankoB Apno H.A., Cuurupes I1.B., UBanosckuii I'.A., Co6oneBa H.H. u BriOupaTh
ATUX COTPYJHUKOB B KaUECTBE UCIIOJIHUTENEH I10 3a/1a4aMm.

3aJlaHue ¥ METOIMKA BBIIOJHEHUS:

¢ [IpocMOTpETh BUCOPOINKH, YKA3aHHBIC B 3aHATUU.

® V3y4nuTh TEOPETUUYECKYIO YaCTh 3aHATH, CCbUIKM Ha crpaBKy Directum RX mo tekcty
3aHATUS.

® VI3yunts 6510k CUTyanus.

® BBINOJIHUTH HAa y4€OHOM CTE€HJI€ IYHKThI, OTMEUYEHHbIE KaKk 3aJaHue.

¢ BEINOJIHUTD 110 JKEJIaHUIO TONIOJHUTEIbHbIE TPAKTUYECKUE 3a1aHuUs.

® I3y4uTh CCHUIKM HA MPAKTUYECKUE PEKOMEHAALMH U TONIOJIHATEIIbHBIE MAaTEPHAIIBI.

¢ OTBETUTH HA BOIPOCHI IS IPOBEPKH.

* [Ipu Hanuuuy 3aTpyAHEHUN 00pPaTUTHCA K MPENOaBATEINIO

ITocne BbImosHEHUs 1a0OPATOPHOI pabOTHI CTYJEHTHI JEMOHCTPUPYIOT HNpUOOpeTeH-

HBIE HaBBIKU IIPENO1aBaTEIIO.

IIpakTuueckas pa6ora Ne 5. Tema «B3aumoneiicreue B Directum RX»
[{enn paGOTHI:
— 03HAKOMHTHCS C OCOOCHHOCTSIMU aBTOMATH3alUN B3aUMOACHCTBUS COTPYIHUKOB C
MOMOIIIBIO 3a71a4 U 3afaHuii B cucteMe Directum RX: ¢ Tunmamu 3agay; ¢ aTanaMu padoThI C
MIPOCTHIMU 33/1a4aMU; C U3MEHEHUEM TEKCTa 3a/1a4d U 3aJIaHUsI; C MPEKPAIEHUEM U
pecTapToMm 3ajiad.
3alaHre ¥ METOIMKA BBITOJTHCHHUS:

Teoperudeckre OJIOKM B 3aHATHIX ONHPAIOTCS HA BUIACOPOJIMKU M Pa3leNbl CIPABOYHON
cucremsl Directum RX. J[ns1 BO3MOXKHOCTH pabOThI CO CIIPABKOW HEOOXOAUMO 3aperucTpupo-
Bathcs Ha mopTanie DirectumClub https://club.directum.ru. IlpakTrueckue 3agaHus B 3aHATH -
X HEoOXOJIMMO BBINOJHATH Ha y4eOHbIX cTeHaax c¢ cucremoi Directum RX, HacTpoeHHOM
i yuebnoit monenu npeanpustus (komrnanuun OO0 «TemnoCHaby).

CnymaTenIo B paMKax KypcCa npeajaractcsa BO3MOXKXHOCTb HOpaGOTaTL BEO- IMPUIIOKC-
HUEM yqe6H0171 CHUCTCMBEI. CCI)IJ'IKy JJI IIOAKITHOYCHUA HGO6XOJII/IMO MOJIY4YHUTH Yy IpPErogaBarTe-
JI.

JInis BBINIOJIHEHUS MPAKTUYECKUX 3aJlaHUi Ha y4eOHOM cTeH/e He0OXOAMMO HCMOJb30-
BaTh YYETHBIE 3alMCH, HACTPOEHHBbIE JUIs coTpyHMKOB Komnanuu OOO "TemnocHad": Apao
H.A., Cuurupes I1.B., UBanosckuii I'.A., Cobonesa H.H. [lns BXxoza B cucteMy COOTBETCTBY-
IOIIUE JIOTUHBI U €IUHBIA NapoJib JJI BCEX YUYETHBIX 3alKCcei, KOTOPBIA BBIJACT Ipernoja-
Batenb. Ilocne aBTOpHM3anMu BBl CMOXeTe paboTaTh B IMPOBOJHUKAX CHCTEMBI OT JIMLA
corpynaukoB Apao H.A., Cauruper I1.B., UBanosckuii I'.A., Cobonera H.H. u BriOuparts
ATUX COTPYHUKOB B KAUECTBE UCIIOJIIHUTEIEH 110 3a/1a4aM.

3aJjaH{e U METOJIMKA BBIOJHEHUS:

® [IpocMOTpETH BUIEOPOIIMKH, YKA3aHHBIE B 3aHATHH.

® V3y4nuTh TEOPETUUYECKYIO YaCTh 3aHATH, CChUIKM Ha crpaBKy Directum RX no tekcry
3aHATHUS.
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¢ /I3yunts 6110k CHTyaUusl.

® BoimosnHuTh Ha y4eOHOM CTEHJIE ITyHKThI, OTMEYEHHBIC KaKk 3agaHue.

® BBIMOTHUTD MO KETAHHUIO JOTIOTHUTEIbHBIC IPAKTHUECKUE 3a1aHHs.

® /3y4nTh CCHUIKM HA MPAKTHYECKUE PEKOMEH/IAINHU | JOTIOJIHUTEIbHBIC MaTepUAIbI.

® OTBETUTH Ha BOIIPOCHI JJISl IPOBEPKHU.

* [Ipu HanmMuMM 3aTPyJHEHUI OOPATUTHCS K MIPENOaBaTEII0

[Tocne BwImonmHEeHUsT Ta0OPATOPHOI PabOTHI CTYJACHTHI JIEMOHCTPUPYIOT HNpUoOpeTeH-

HBI€ HAaBBIKU TIPETIO/IaBATEIO.

IMpakTnueckas padora Ne 6. Tema «CorsiacoBanue no persamenrty B Directum RX»
[{enn paGoOTHI:
— O3HAKOMHTbCA ¢ OCOOEHHOCTSIMM JIEMCTBUI Ha 3Tanax coriacoBaHus B cucteme Directum
RX pcxonsmux JOKYMEHTOB € MOMOIIBIO TUIA 3a0auu HA CO2NACOBAHUE NO PelaMeHm):
CO3JIJaHMEM U COIJIACOBAaHUEM I10 PErJIaMEHTY UCXOMSALIEro MUChbMa; MOAIUCAHUEM TI0KYMEHTa
PYKOBOJUTENEM OpraHU3alluy; PETUCTpalus M OTIpaBKa JIOKYMEHTa KOHTPAreHTy;
IPEKpaIleHUEeM U PECTapTOM COIJIaCOBAHMUS.

3a/laHue ¥ METO/IMKA BBIIIOJHEHUS:

Teoperuueckre OJIOKM B 3aHATHIX ONMHPAIOTCS HA BUICOPOJIMKU M Pa3JeNbl CIPAaBOUYHON
cuctembl Directum RX. JI51s BO3MOXKHOCTH pabOTHI CO CIPAaBKO HEOOXOIMMO 3apEeTUCTPHUPO -
BaThcs Ha noptaie DirectumClub https://club.directum.ru. IlpakTuueckue 3a1aHus B 3aHATHU -
SIX HEOOXOJIMMO BBITIOIHATh HAa yU4eOHBIX CTeHaax ¢ cucteMoil Directum RX, HacTpoeHHOM
i yuyebnoit monienu npeanpustus (komrnanuun OO0 «TemnoCuHaby).

Cnymarento B paMKax Kypca IMpeularaercsi BO3MOKHOCTb Iopa0oTaTh BeO- MpHIIOXKe-
HUueM yueOHoM cuctembl. CCbUIKY /711 MOJAKIIIOUEHHUSI HE00XO0JUMO MOITY4YHUTh Y MpernoaBaTe-
Js1.

Jl1s BBIMONMHEHUS MPAKTHUYECKUX 3aJlaHui Ha y4eOHOM CTEH/e HEOOXOAMMO HCIOJb30-
BaTh YUETHBIE 3aIIUCU, HACTPOEHHBbIE JUIs coTpyIHUKOB Komnanuu OOO "TemnocHad": Apao
H.A., Caurupes I1.B., UBanosckutii I'.A., Co6oneBa H.H. /{ns BX0o/1a B cICTEMY COOTBETCTBY -
IOIIME JIOTUHBl M €IWHBIA Mapoib JJIi BCEX YUETHBIX 3aIHMCel, KOTOPBIH BBLAACT IPEroja-
Barenb. llocne aBropusamuu Bbl CMOKeTe€ paboTaTh B MPOBOAHHMKAX CHUCTEMbI OT JIHIlA
corpynaukoB Apao H.A., Caurupes I[1.B., UBanosckwuii I'.A., CoboneBa H.H. u BriOupats
ATUX COTPYJIHUKOB B Ka4eCTBE UCIIOJIHUTENECH IO 3a/1a4aMm.

3a/laHue ¥ METO/IMKA BBIOJHEHUS:

® [IpocMOTpETHh BUIEOPOJIMKH, YKA3aHHBIE B 3aHATHH.

® I3yuuTh TEOPETUUECKYIO YacTh 3aHATHUS, CChUIKM Ha cripaBKy Directum RX mo tekcry
3aHATHUS.

¢ 3yuuts 6510k Cutyanus.

® BhINOJHUTH HA Y4eOHOM CTEHE MyHKThI, OTMEUCHHBIC Kak 3ajaHue.

® BBINOJIHUTD 110 JKEJTaHUIO TONOJTHUTENbHBIEC TPAKTUUYECKHE 3a/1aHus.

® /13y4nTh CCBHIJIKM Ha MPAKTUYECKUE PEKOMEHAALNN U JONOJHUTEIIBHBIE MaTEPHAIIBL.

® OTBETUTH Ha BOIPOCHI I TPOBEPKHU.

¢ [Ipu HaIMYUM 3aTPYJHEHUN OOPAaTUTHCS K PENoIaBaTeso

[Tocne BbImonHeHUs: 1a00paTOpHOIl PabOTHI CTYAEHTHI JEMOHCTPUPYIOT MPHOOpPETEH-

HbIE€ HAaBBIKU IPENIOAABATEIIIO.

IIpakTnyeckas padora Ne 7.

Tema «CBoOoaHOe coriiacoanue. Bepcun noxkymenra B Directum RX)»

[{enu paGoTHI:
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— O3HaKOMMTELCS ¢ 0COOEHHOCTAMU IeicTBHI B cucteMe Directum RX Ha 3Tamax
[IPEABAPHUTEIILHOTO COTTIACOBAHUS O(DHUIIMAIBHBIX TOKYMEHTOB U COTJIACOBAHUS BHYTPEHHUX
pabourx JOKYMEHTOB Ha OCHOBE UCTIOJIB30BAHUS THITA 3adauu Ha c80000HOe CO2NACO8AHUE:
CO37IaHUEM U COTJIaCOBaHUEM JOKYMEHTA; CO3JIaHHEM BEPCHH JIOKYMEHTA; T0PabOTKH
JIOKYMEHTA.

3aJaHHe U METOJAMKA BBIIOJIHEHMS:

TeopeTrueckne OJIOKU B 3aHATHSX OMUPAIOTCS HA BUJICOPOJIMKH U Pa3Jieibl CIPAaBOYHOMN
cuctembl Directum RX. J[1s BO3MOXHOCTH pabOThI CO CIIPABKOM HEOOXOIUMO 3apPETUCTPUPO -
Batbcs Ha moptaie DirectumClub https://club.directum.ru. IlpakTuueckue 3ananus B 3aHATH-
X HEOOXOIUMO BBHITMIONHITH Ha y4eOHBIX CTeHAax ¢ cuctemoil Directum RX, HacTpoeHHO
11t yaeoHou moaenu npeanpusatust (kommnanuu OO0 «TermmoCHaoy).

Cnymarento B paMKax Kypca mpejjaraercs BO3MOXKHOCTh MOpaboTaTh BEO- MPHIIOKE-
HUEM yueOHoU cucteMbl. CChUIKY 7Sl TOJAKIIOUEHUST HE00X0JUMO MOTYYHUTh Y MpenoaBaTe-
TSl

JIJisl BBITIOTHEHUS TIPAKTHYECKUX 3aJlaHUi Ha y4eOHOM CTEH/Ee HEOOXOAMMO HCIIOJIB30-
BaTh yYETHBIE 3alIMCH, HACTPOCHHBIC s coTpyaHuKoB kommanuu OO0 "TemiocHad": Apao
H.A., Caurupes I1.B., UBanosckuii I'.A., Co6osneBa H.H. /Ins BXoga B cucTeMy COOTBETCTBY-
IOIUE JIOTUHBI U €IUHBIA MapoJib JJI BCEX YUETHBIX 3alKceil, KOTOPBIA BBIJACT Ipernoja-
Barenb. llocnme aBTopH3amuu BbI CMOXKETE padoTaTh B MPOBOAHHKAX CHUCTEMBI OT JIHIA
corpyaankoB Apno H.A., Cuurupe I1.B., UBanosckuii I'.A., CoboneBa H.H. u BriOupaTh
ATUX COTPYJHUKOB B KAYECTBE UCIIOJIHUTEIICH T10 3a]a4aMm.

3a/laHue ¥ METO/IMKA BBIITOJHEHUS:

® [IpocMOTpeTh BUICOPOIUKH, YKA3aHHBIC B 3aHATHUN.

® V3y4nuTh TEOPETUUYECKYIO YacTh 3aHATH, CCbUIKM Ha crpaBKy Directum RX mo tekcty
3aHATUS.

® VI3yunts 6110k CHTyanusl.

¢ BBINOJIHUTH HAa y4eOHOM CTEHJI€ TyHKThI, OTMEUYEHHbIE Kak 3aJaHue.

¢ BEINTOJIHUTS 110 XKEJIAHUIO JOTIOIHUTEIIBHbBIC IPAKTUYECKUE 3a1aHUS.

® I3y4uTh CCBUIKM HA MPAKTUYECKUE PEKOMEHAAIMH U TIONIOJIHUTEIIbHBIE MAaTEPHAIIBI.

® OTBETUTH HA BOIPOCHI 111 IPOBEPKH.

¢ [Ipu HanUuuM 3aTPpyAHEHUNH 00OpPaTUTHCA K MPENOIaBATEINIO

Ilocne BbImomHEHUs Ta0OPATOPHOI pabOTHI CTYJEHTHI JIEMOHCTPUPYIOT HMpUOOpeTeH-

HbIE HaBBIKU ITPENO/1aBaTEIO.

IIpakTyeckas padora Ne 8. Tema «/lorosopsl B Directum RX»
[{enu paGoOThI:
— 03HAaKOMHTbCS C OCOOCHHOCTAMU JAeHCcTBHM B cucteMe Directum RX Ha sTanmax paGoTsl ¢
A0roBopamMu, MpUIOKCHUAMHU U JOTTOJHUTCIBHBIMHA COMTIAIICHUAMMA: OT CO3JaHUA ITPOCKTA
JIOKYMEHTA 10 €0 YTBEPIKICHHSL.
3aI[aHI/IC U METOAHMKA BBINTOJTHCHUA

Teoperudeckre OJIOKM B 3aHATHIX ONHPAIOTCS HA BUIACOPOJIMKH M Pa3lENbl CIPABOYHON
cucremsl Directum RX. J[1s1 BO3MOKHOCTH PabOThI CO CIIPAaBKOW HEOOXOAUMO 3aperucTpupo-
Bathcs Ha mopTanie DirectumClub https://club.directum.ru. IlpakTrueckue 3aganus B 3aHATH -
AX HEoOXOJIMMO BBINOJHATH Ha y4eOHbIX cTeHaax c¢ cucremoi Directum RX, HacTpoeHHOH
i yuebnoit monenu npeanpustus (komrnanuun OO0 «TemnoCHaby).

CnymaTenIo B paMKax Kypca npeajiaractcsa BO3MOXKXHOCTb HOpaGOTaTL BeO- IMPUIIOKC-
HUEM yqe6H0171 CHUCTCMBEI. CCI)IJ'IKy JJI IIOAKITHOYCHUA HGO6XOJII/IMO MOJIY4YHUTH Yy IPErogaBarTe-
JI.
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JIJisl BBITIOTHEHHS TIPAKTHUYECKUX 3aJlaHUN Ha y4eOHOM CTEH/Ee HEOOXOAMMO HCIIOJIB30-
BaTh yYETHBIE 3alIMCH, HACTPOCHHBIC s coTpyaHUKOB Kommanuu OO0 "TemocHad": Apao
H.A., Caurupes I1.B., UBanosckuii I'.A., Co6osneBa H.H. /Ins BXoaa B cucTeMy COOTBETCTBY-
IOILUE JIOTUHBI ¥ €IUHBIA MapoJib JJI BCEX YUETHBIX 3alHCceil, KOTOPBIA BBIJACT Ipernoja-
Barenb. llocnme aBTopHM3amuu BbI CMOXKETE padoTaTh B MPOBOAHHKAX CHUCTEMBI OT JIHIA
corpyaankoB Apno H.A., Cuurupe I1.B., UBanosckuii I'.A., CoboneBa H.H. u BriOupaTh
ATUX COTPYJHUKOB B KAYECTBE MCIIOJIHUTEIICH T10 3a]a4aMm.

3a/laHue ¥ METO/IMKA BBIITOJHEHUS:

® [IpocMOTpeTh BUCOPOINKH, YKA3aHHBIC B 3aHATHUU.

® V3y4nuTh TEOPETUUYECKYIO YaCTh 3aHATH, CCbUIKM Ha crpaBKy Directum RX mo tekcty
3aHATUS.

® VI3yunts 6110k CHTyanusl.

® BBINOJIHUTH HAa y4eOHOM CTEHJI€ TyHKThI, OTMEUYEHHbIE Kak 3aJaHue.

¢ BEINTOJIHUTS 110 KEJIAHUIO JAOTIOIHUTENIBHbBIC IPAKTUYECKUE 3a1aHUS.

® I3y4uTh CCHUIKM HA MPAKTUYECKUE PEKOMEHAAIMH U TIONIOJIHUTEIIbHBIE MAaTEPHAIIBI.

® OTBETUTH HA BOIPOCHI 111 IPOBEPKH.

¢ [Ipu HanUuuM 3aTpyAHEHUNH 00OpPaTUTHCA K MPENOIaBATEINIO

Ilocne BbImoNHEHUsT Ta0OPATOPHOI pabOTHI CTYJCHTHI JIEMOHCTPUPYIOT HMpUOOpeTeH-

HbIE HaBBIKU ITPEMNO/IaBaTEIO.

IIpakTnyeckas padora Ne 9 Tema «Ilopy4yenns B Directum RX»
[lenu paboOTHI:
— 03HAaKOMHTHCS C OCOOCHHOCTAMU AeHcTBHM B cucteMe Directum RX Ha sTanmax paGoTsl ¢
OPYYEHUSAMH JUIsl UCTIOJHEHUS IPUKA30B U PACIIOPSKEHUH, PEIIEHUI COBELaHUM,
PE30IIOLHI MO BXOAIIUM TIOKYMEHTaM U CITy>K€OHBIM 3aIUCKaM, a TAK)Ke YCTHBIX YKa3aHUM
PYKOBOJICTBA HAa OCHOBE UCIIOJIb30BAaHUS TUNA 3a0auu HA UCNOJIHEHUE NOPYYeHUs.
3aJlaHue ¥ METOJIMKA BBIIOJHEHUS:

Teoperndeckre OJIOKU B 3aHATHIX ONMHPAIOTCS HA BUIACOPOJIMKH M Pa3lENbl CIIPABOYHON
cuctembl Directum RX. /[ BO3MOXKHOCTH paOOThI CO CIIPABKOW HEOOXOIUMO 3apETUCTPUPO -
Batbcs Ha moptaie DirectumClub https://club.directum.ru. IlpakTuueckue 3aiaHnust B 3aHATH-
SIX HEOOXOJMMO BBITMIONHITH Ha yU4eOHBIX CTeHIax ¢ cuctemoir Directum RX, HacTpoeHHOI
11 yaeoHou moaenu npeanpusatus (kommnanuu OO0 «TemnoCHaoy).

CrnymaTeno B paMKax Kypca MpeiaraeTcsi BO3SMOXHOCTh NopaboTaTh BeO- MpHUIIOXKe-
HUEM yueOHOU crucTeMbl. CChUIKY ISl TTOJAKIIIOUEHUST HE00X0JUMO MOTYYHUTh Y MpernojaBaTe-
T8l

JI7ist BBITIOTHEHUS! MPAKTHYECKUX 3aJlaHWi Ha Y4eOHOM CTeH/e HEOOXOAMMO HCIIONB30-
BaTh yUYETHbIE 3aIICH, HACTPOEHHBIE I cOTpyIHUKOB Kommanuun OO0 "TemnocHad": Apno
H.A., Caurupes I1.B., UBanosckuii ['.A., Co6oneBa H.H. [{ns1 BX0/1a B cICTEMY COOTBETCTBY -
IOIIME JIOTUHBI U €IMHBIA Mapoib JJI BCEX YUETHBIX 3alHMCed, KOTOPBIM BBLAACT IMpernoja-
Barenb. llocne aBropuszamuu Bbl CMOKeTe€ paboTaTh B MPOBOAHHMKAX CHUCTEMbl OT JIHIlA
cotpyanukoB Apno H.A., Cuurupes I1.B., MBanosckuii I'.A., CoGoneBa H.H. u BpiOMpaTh
ATUX COTPYJIHUKOB B KaUECTBE UCIIOJIHUTENEH I10 3a/1a4aMm.

3aJlaHue ¥ METO/IMKA BbIIIOJHEHUS:

¢ [IpocMOTpETHh BUIEOPOJIMKH, YKA3aHHBIE B 3aHATHH.

¢ V3y4nuTh TEOPETUYECKYIO YaCTh 3aHATH, CCbUIKM Ha crpaBKy Directum RX mo tekcty
3aHATHUS.

¢ 1I3yunts 6110k CHTyaUusl.

® BpIOJHUTH HA y4eOHOM CTEHJE TyHKThI, OTMEUECHHBIE Kak 3ajaHue.

¢ BEIIIOJIHUTG 110 XKEJIAHUIO JAOIIOIHUTENIBHBIC IPAKTUYECKHUE 3a1aHUS.
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° I/I3y‘-II/ITB CCBUIKHM Ha MPAKTUYCCKUC PCKOMCHAAINU U JOIIOJHHUTCIIbHBIC MAaTCPpHAJIbI.
® OTBETUTH HA BOIPOCHI I IPOBEPKH.
¢ [Ipu HaTMYUK 3aTPYJHEHUN OOPATUTHCS K PENOIaBaTEII0
[locne BbImoMHEHUs 1a0OPATOPHON PabOTHI CTYJEHTHI JIEMOHCTPUPYIOT HNpUOOpETeH-
HBIC HaBBIKU IIPEII01aBaTEIIO.

IIpakTHyeckas padora Ne 10.
Tema «/lonoHuTEIBLHBIA HHCTPYyMeHTapuii B Directum RX)»
[{enu paGOTHI:
— O3HAKOMHTBHCS C OCOOCHHOCTSIMH HCHOJIB30BAHUS BUJDKETOB M Psjia MOAYJIEH B CUCTEME
Directum RX, a Takxe ¢ 0COOEHHOCTSMU PEIIEHUs psijia JOMOJHUTENBHBIX 3a/au: CO3JaHHe
HECKOJIbKMX IPUJIOKEHUN K TOKYMEHTY; HACTPOMKA CIIMCKOB; IIOMCKH U IAIKHU IIOUCKA.
3a11aHHe U METOAHMKA BBIITOJTHCHUA

Teopernyeckue OJOKH B 3aHITHUSX OIMHMPAFOTCS HA BUACOPOJIHMKH M Pa3eibl CIIPABOYHOM
cucrembl Directum RX. J[ns BO3MOKHOCTH PabOThI CO CIIPaBKOW HEOOXOJAUMO 3apETUCTPUPO -
Bathcs Ha mopTasie DirectumClub https://club.directum.ru. IlpakTrueckne 3agaHus B 3aHATH -
SIX HEOOXOJIMMO BBITIOJHSTh Ha Y4eOHBIX cTeHaax ¢ cucremor Directum RX, HacTpoeHHOM
st yaebnoit monenu npeanpustus (kommanun OO0 «TemmoCHaby).

ChymaTenro B paMKax Kypca MpeluiaraeTcss BO3MOXKHOCTh MopadoTaTh BeO- MPUIIOKE-
HUEeM y4eOHOU cucTeMbl. CChUIKY JIJISl TIOJKITFOUEHHSI HEOOXO0JMMO TOJIYYHTh Y TpenojaBare-
JISL.

Jlnis BBINIOJTHEHUS! MPAKTUYECKUX 3aJlaHUi Ha y4eOHOM cTeH/e HeOOXOAMMO HCIOJb30-
BaTh YYETHBIE 3allUCH, HACTpPOEHHBbIE JUIs coTpyHUKOB kKommanuu OOO "TemnocHad": Apao
H.A., Cuurupes I1.B., UBanosckuii I'.A., Co6onesa H.H. Jlns BXona B cucteMy COOTBETCTBY-
IOIUE JIOTUHBI U €IUHBIA MapoJib JJI1 BCEX YUETHBIX 3alKcei, KOTOPbIA BBIJACT Ipernoja-
Batenb. [locne aBTOpHM3anMu BBl CMOXETE€ paboOTaTh B IMPOBOJHUKAX CHCTEMBI OT JIMLA
corpyaankoB Apmno H.A., Caurupes I1.B., UBanosckuii I'.A., CoboneBa H.H. u BriOupats
ATUX COTPYJHUKOB B KaUECTBE UCIIOJIHUTENIEH I10 3a/1a4aMm.

3aJlaHue ¥ METOJIMKA BBIIOJHEHUS:

¢ [IpocMOTpeTh BUCOPOINKH, YKA3aHHBIC B 3aHATUU.

® V3y4nuTh TEOPETUUYECKYIO YaCTh 3aHATH, CCbUIKM Ha crpaBKy Directum RX mo tekcty
3aHATU.

® VI3yunts 6510k CUTyanus.

® BBINOJIHUTH HA y4€OHOM CTEHJI€ IYHKThI, OTMEUYEHHbIE KaKk 3aJaHue.

¢ BEINOJIHUTH 110 JKEJTaHUIO TONIOJHUTEIbHbIE TPAKTUYECKUE 3a/1aHuUs.

® I3y4uTh CCHUIKM HA MPAKTUYECKUE PEKOMEHAALMH U TONIOJIHUTEIIbHBIE MAaTEPHAIIBI.

¢ OTBETUTH HA BOIPOCHI IS IPOBEPKH.

¢ [Ipu HanUuuy 3aTpyAHEHUN 00pPaTUTHCA K MPENOaBATEINIO

ITocne BbImosHEeHUs 1a0OPATOPHOI pabOTHI CTYJAEHTHI JIEMOHCTPUPYIOT HNpUOOpeTeH-

HBIE HaBBIKU IIPENO1aBaTEIO.

IIpakTnyeckas padora Nell.

Tema «Mcnoab3oBanue apxuBHoi cucrtembl KAUCA»
eIIH:

- O3HAaKOMHTBCSI C OpraHHU3aIMel paboThI B SJIEKTPOHHOM apXHBE, UCHONB3Ys caiT OObearHeH-
HOT'0 rOCy/IapCTBEHHOTr0 apxuBa YensOuHckoi o0nacTy;
- TOJyYeHUE INPAKTUYECKUX HABBIKOB 10 BBIMOJHEHHUIO OCHOBHBIX ONEpaliii U HEKOTOPbIX

BCIIOMOTaTeNbHBIX (DyHKIMI B KoMIUIeKCHON aBTOMaTU3MpOBaHHOW MH(OPMAIIMOHHOW CH-
creme (KANCA-ApxuB)
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3ajlaHye ¥ METOJMKA BBIOJTHEHUSI:

Caiit O0BbeIMHEHHOTO TOCYIAPCTBEHHOTO apxuBa YensOuHCKO# 001acT: OpraHu3anus
crpaBouHOM WH(pOpManuu (CUCOK, (POHTOB, CIUCOK OMHUCEH, MyTEBOAMUTENH, yKa3aTellu,
TEMaTUYECKHE MEepPeYHH), padoTa B DIEKTPOHHOM apXuBe (perucrparus, IpocMoTp (GOHJIOB,
omnmcelt u ux eauauI] xpaneHus). [lonck napopmanuu. BupryanpHas 3KCKypcHs TIO apXUBY.
BupryanbHbie U BHICTABOYHBIE TPOEKTHI.

KommnekcHas aBromatusupoBanHHas uHpopManmonHas cucrema (KAMCA-Apxus):
BXOJl B CUCTEMY, 3HAKOMCTBO CO CIPAaBKOM, a TAKK€ BO3ZMOXHOCTSIMU CHCTEMBI M O0JIACTHIO
ee MPUMEHEHHUs, CTapToBasi CTpaHula U uHTepdelic monp3oBaTens. OCHOBHBIE ONepauu U
BCIIOMOTaTeNIbHbIC (DYHKIINN.

Omnepanyu 1Mo KOMIUIEKTOBAHHIO: CO3/laHue (poHMIa, CO3aHHE ONKCH, CO3/IaHUE pasfe-
JIOB U MOAPA3/IE]OB OMUCH, CO3[JaHNe SAMHUIIBI XPAHEHUS (J1ea), MPUKPEIIEHUE CO3JaHHbIX
JIeJI K OIIUCSIM U pa3fiesiaM OIHCEH.

XpaHeHHe JOKYMEHTOB: CO3[IaHHE M HMCIIOJIb30BaHHE KHUT BbBIAY, YUET COCTOSHHS ap-
XHUBHBIX JOKYMCHTOB.

Hcnonp3oBanne mokymeHToB. TpeOoBaHus. 3ampochl. 3akas3bl. HaydHO-cripaBOYHBIHM
anmapar.

BcenomorarenbHble GpyHKIMM: HacTpoiika uHTEpdeiica, HOCTPOSHUE OTUETOB, HIEKTPOH-
Hasl TIOJITUCH JIOKYMEHTOB, 00beIMHEHNE Ay0Iiell 00BeKTOB, paboTa ¢ (aitnamu gopmata xls.

IIpakTnyeckas padora Nel2. Tema «TexHosioruss ckaHMpOBaHKMSA U OLM(PPOBLIBAHUSA
AoKymeHTOB. [IporpaMmHubIe cpeicTBa /1JIsl ONTHYECKOr0 PACTIO3HABAHUSA TEKCTA
ABBYY FineReader»

eIu:
- TIOJNy4YeHHE TMPAKTHYECKUX HABBIKOB IO MPEOOPA30BAHUIO OYMa)KHBIX JOKYMEHTOB B DJIEK-
TPOHHYFO hopMy
- pa3BUTHE YMEHHI 10 (HOPMATUPOBAHHUIO TTOTYUYEHHBIX JOKYMEHTOB B COOTBETCTBUH C OPHUTH-
HaJIOM.

3a/laHue ¥ METOIMKA BBIIOJIHEHUSI:

B xone nanHOM 1abopatopHOil paboTe CTyIEHTaM MpejyiaraeTcs BHavale CO3/1aTh HO-
BbIil JokyMeHT FineReader u 0ocBOUTH CrIOCOOBI aHAMM3a U PACTIO3HABAHUS HA TPEIaracMbIX
MIPETOo/IaBaTeNIeM F'OTOBBIX H300paKEHUH.

Jlanee Ha OCHOBE TOTOBOTO TMPOEKTa, BBIAAHHOTO TMperojaBaTeieM, JOKyMEHTa
FineReader ¢ mmoxum kagecTBOM M300paXKeHHUI B HEM TpEJIaraeTcs B PyYHOM PEXHUME TMOIKOP-
PEKTUPOBATh pe3yJIbTaT aBTOMATHYECKOTO PACIO3HABAHMS STHX CTPAHMII, CPAaBHHMBAs C OpPUTH-
HAJIOM B pEKMME HaCTPauBaEMOro MPOCMOTPA.

Jlns 3akperuieHHs: TOJTyYeHHBIX HABBIKOB IpEUlaraeTcs B KauecTBE WTOTOBOTO 3a/IaHHUS
CaMOCTOSITEJIbHO OTCKaHUPOBAThH OJIHY U3 CTATEH U3 >KypHAJIOB, BhIIAHHBIX Npenoasareniem. [Ipu
BBIOOPE CTaThH HEOOXOMMO, YTOOBI B HEM KPOME TEKCTa OBLIH €I1Ie JIBA THUIa OOBEKTOB: TAOIUIIA 1
n3o0pakenue. [ JaHHOM CTaThb HEOOXOAMMO CO37aTh HOBBIM JokymeHTa FineReader u co-
XpaHuTh ero y ceds Ha uenr-Hocurene. OTCKaHUPOBAHHBIE CTPAHUIBI HEOOXOIUMO H00a-
BUTH B 3TOT IOKyMeHT FineReader, mpoananu3npoBathk U pacmo3HaTh €ro, pe3yabTaT HE00X0-
JTUMO COXpaHWUTh B JokyMeHTe Microsoft Word u mpuBecTH ero B COOTBETCTBHE C OPHUIHU-
HAJIOM, TO €CTh OT()OPMATHPOBATH PACIIO3HAHHYIO CTAThIO, COTIIACHO MCXOJHOMY, MPECTaB-
JICHHOMY B JXypHaJe, popmary.

[Tocne BbImonHeHUs: 1a00paTOpHOIl PabOTHI CTYAEHTHI JEMOHCTPUPYIOT MPHOOpPETEH-
HBIC HABBIKU TIPETIOIaBaTEI0 HA OCHOBE HTOTOBOTO 33 aHMSI.
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IIpakTyeckas padora Ne 13.
Tema «Ucnonb3oBanue uHGOPMAUNOHHO-TIPaBoBoii cucteMbl ""'APAHT'"»
Lenb paboThl — MprOOpPECTH HABBIKK B MCIIOJIb30BAHIUH HHCTPYMEHTOB CHCTeMBbI ['A-
PAHT nipu pemieHnu pa3inyHbIX 3a7ad.
3a/laHue ¥ METO/IMKA BbIIIOJHEHUS:

[IpakTuyeckast paboTa OCHOBaHA Ha MaTepuaje NPaKTUKyMa, KOTOPbIi PEeKOMEH/IOBaH U
ono6peH kommanuen «['apaHT» B KauecTBE METOAMYECKOTO MaTepuaia AJis IperoaaBareneit
BY30B, CTYJICHTOB U CiyluaTeseil yuyeOHBIX 3aBEJCHUN M y4eOHBIX HEHTPOB. AKTyalbHBIN
tekcT IlpakTrkyma MoxkHo ckaudaTh B gopmate PDF Ha moprane edu.garant.ru u3 pasnena
«IIpenonaBarento u yuutento». Tam e HaxoIATCS U DJIEKTPOHHBIE TECTBI K Ka)XKIOMY CEMM-
Hapy ¥ UTOTOBBII TecT Mo BceMy Kypcey uist MatepHerBepcuu cuctembl TAPAHT.

[Ipaktukym conepxut 4 3ansaTus. B mpouecce WX BBINOIHEHHSI CTYAEHT pazOupaer
OCHOBHBIE cmocoObl paboTel cucteMoit 'APAHT mpu pemenun pasnuunbix 3agad. [locne
KQKJIOTO 3aHATHS CTYJIEHT JOJDKEH BBINOJHUTH MTOIOBBIE 3aJaHMS I CaMOCTOSITENIBHOTO
pewenus. Pe3ynbraT pemieHus 3a1a4 GUKCUpyeTcss MUCbMEHHO. [10 OKOHUaHHIO BBIOJTHEHUS
3aHSATHH MMPAaKTHKyMa CTYAEHT JIOJDKEH OTBETHUTh Ha BOMPOCHI TecTa Ha caiite edu.garant.ru.
[Ipu BeINONHEHNH 3a1aHUM TeCTa CTYyACHTBI MOTYT N0JIb30BaThesl cucteMoit 'APAHT.

6.3.4.3. Tembl 1 3a1aHUS 1JI51 MEJIKOTPYNNOBbIX/UHAUBUAYAJIBHBIX 3aHATHIH
MenkorpynmnoBbie/MHAUBUAYATbHBIE 3aHATUS IO JUCIUILINHE YYCOHBIM TNIAHOM HE
MIPETYCMOTPCHBI.

6.3.4.4. TunoBbie TeMbl U 32IaHUSI KOHTPOJILHBIX Pa0d0T
(KOHTPOJILHOIO YPOKAa)
KonTponbhas paboTa B ydeOHOM mpoiiecce He UCIOIb3yeTCs.

6.3.4.5. TecToBbI€C 3a1aHUA
TectoBbie 3a1aHus BKIIOYCHBI B (DOH OIEHOYHBIX CPEICTB. MCHomb3yoTCsl TECTO-
Bble 3ajaHus (U3 6a3el TecToBBIX 3amanuii UI'MIK) B ¢opme BrIOOpa omHOrO, NBYX M Oonee
MPABWIBHBIX OTBETOB U3 MPEIJIOKEHHBIX, YCTAHOBIEHUE COOTBETCTBHS (TIOCIIEIOBATEIBHO-
CTH).

6.4. MeTOognuecKue MaTepHaJibl, Olpe e siroliie IPoleaypsl o1e-
HHUBaHUS 3HAHUU, YMEHH U BjIaIcHUH, XapaKTePU3YIOIIUX 3Tallbl
dopMupoBaHUs KOMIIETEHIIUA

1. HopmaTuBHO-MeTOIMYECKOE OOECIeueHHe TEeKYLIeT0 KOHTPOJS YCIIEBAEMOCTH M
IIPOMEKYTOUHOM aTTecTaluy 00y4yaroIuXCsl OCYIIECTBISETCS B COOTBETCTBUHU C JIOKAJIbHBIMU
aKTaMu By3a.

KonkperHsle (opMbl U mpoLeaypbl TEKYILEro KOHTPOJIS yCIIEBAEMOCTH U IPOMEXKY-
TOYHOHM aTTecTaluM 10 JUCLUUIUIMHE OTpakeHbl B 4 paznene «CopepxkaHWe JUCLMILIUHBL,
CTPYKTYPUPOBAHHOE IO TeMaM (pa3zenaM) ¢ yKa3aHHEM OTBEIEHHOI'O Ha HUX KOJIMYECTBa
aKaJIeMUYECKUX YacOB M BUJIOB YUEOHBIX 3aHATHII.

AHaJn3 ¥ MOHUTOPHHT ITPOMEXYTOYHOM aTTeCTallui OTPa)KeH B COOPHUKE CTaTUCTHU-
4yecKuX MaTepuainoB: «IToru 3uMHel (JIEeTHEH) 3a4€THO-IK3aMEHALMOHHON CECCUM.

2. JIas MOATOTOBKM K IPOMEKYTOUHOW aTTeCTallud PEKOMEHIYEeTCsl MOJIb30BaThCs
(OHIOM OIEHOYHBIX CPEJICTB:
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— MepeYeHb KOMIICTCHIIMH C YKa3aHUEM JTaloB uUX (OPMUPOBAHUS B IPOIECCe
OCBOCHHS 00pa3oBaTebHON IporpamMmel (cM. 11. 6.1);
— OINKCaHUe MOKa3aTelel U KPUTEPUEB OLICHUBAHUS KOMIIETCHIIMI Ha pa3IuyHbIX
sTanax ux (OpMHUPOBAHMS, OIIMCAHHE IIKAT OL[EHUBAHUS (CM. 1. 6.2);
— THIIOBBIC KOHTPOJbHBIC 3aJaHUS WIM WHBIE MaTepHalbl, HEOOXOIHMMBIE IS
OLICHKM 3HAHWM, YMEHUH, BIAJCHUI, XapaKTepU3yIOIIMX d3Tambl  (HOPMHUPOBAHUS
KOMIIETEHIIMI B MpoIiecce OCBOCHUSI 00pa30BaTeIbHON IPOrpamMmsl (CM. 1. 6.3).
3. TpeGoBaHus K MPOXOKACHUIO MPOMEKYTOYHON aTTecTalluu dk3aMeH. OO0yJaromnuii-
Cs1 JIOJIKEH:
- CBOEBPEMEHHO U KaYECTBEHHO BBIMOIHITH IPAKTUYECKHE PAOOTHI;
- CBOEBPEMEHHO BBIMOJIHATH CAMOCTOSITEIIbHBIC 3a/1aHMUS;
- IPOMTH MPOMEKYTOUHOE TECTUPOBAHHUE.

4. Bo BpemMs IpOMEKyTOYHOM aTTECTAIIMN UCIIOJIb3YFOTCS:

— CIHMCOK TEOPETHYECKHX BOMPOCOB M 0a3a MPAaKTUYECKUX 3aJaHUN, BEBIHOCUMBIX Ha
JK3aMEH;

— ONMCAaHUE IIKaJl OLICHUBAHUS;

— CIIPaBOYHBIE, METOINYECKHUE U UHBIE MAaTEPHUAIIBI.

5. [l ocyliecTBIEHUS IPOLEyp TEKYIIEro KOHTPOJIS yCIIEBAEMOCTH U IIPOMEKYTOU-
HOM aTTecTaluy JJisl HHBAJIUAOB U JIUI C OTPAaHUYEHHBIMHU BO3MOYKHOCTSMU 3/10POBbsI (POHIBI
OLIGHOYHBIX CPEJCTB aJalTUPOBAHBI 32 CUET UCIOJIB30BAHUS CHEHAIU3UPOBAHHOIO 000PYI0-
BaHUS /TSI MHKITFO3UBHOTO 0OydueHus. dopMa MPOBEACHUS TEKYIIEH W UTOTOBOM aTTEeCTAIUH
JUIS CTY/ICHTOB-MHBAJINOB YCTAHABIMBACTCS C YUYETOM MHIMBHYaJIbHBIX MCUXO(DU3MUECKUX
ocoOeHHocTel (YyCTHO, MMCbMEHHO Ha OyMare, MUCbMEHHO Ha KOMIIbIOTEpe, B popMe TecTu-
poBaHus U T. 1.). [Ipy HEOOXOIUMOCTH CTYACHTY-UHBAIUAY MIPEJOCTABIAETCS JOMOTHUTENb-
HOE BpeMs JJIs IOATOTOBKH OTBETA HA SK3aMEHE.

7. HHIEPEYEHBb IEYATHBIX W DJIEKTPOHHBIX OBPA3OBATEJIbHBIX 1 HH®OPMAIIMOHHBIX
PECYPCOB HEOBXOJAUMBIX JJIs1 OCBOEHUA JUCHUIIITUHBI

7.1.IleyaTHBIE U (WIH) 3IEKTPOHHEBIE 00pa3oBaTe/IbHbIE pecypchl’

1. ApacnanoBa, B. A. JlokymeHTanronHoe obecriedeHne ynpasjieHHs : y4yeOHOe Mo-
cobue / B. A. ApacianoBa. — 3-e m3a., gon. u nepepad. — Cypryt : Cypl'TlV,
2019. — 239 c. — ISBN 978-5-93190-385-9. — TexkcrT : anexkTpoHHbIH // Jlanb :
AMeKTpoHHO-O0nOMoTewnast cucrema. — URL: https://e.lanbook.com/book/151937
(mara obpamenus: 20.02.2024). — Pexum noctyna: ajist aBTOPU3. OIb30BaTENCH.

2. HudopmannoHHBIE TEXHOJIOTHH B IOKYMCHTAIIMOHHOM OOCCIICUYCHUH YIPABICHHS U
apxuBHOM Jiene : yueOHuk / H. H. Kynses, T. B. Konapamosa, E. B. Tepentbena, A.
I'. ®abpuunos ; [lox obmeli pexakumerd H. H. KynseB. — Mocksa : Jloroc, 2018.
— 408 c. — ISBN 978-5-98704-786-6. — TekcT : 31ekTpoHHbI // JlaHb : 3nek-
TpoHHO-OMOMMoTeunas cucrema. — URL: https://e.lanbook.com/book/126122 (nata
oOpamenusi: 17.10.2021). — Pexum noctyna: ass aBTOPU3. TOIB30BATENECH.

3. Ilanoga, P. C. KonduaenuuansHoe qeI0npon3BOACTBO : yueOHOe mocodue 1is By -
30B / P. C. IlaBnoBa. — Cankr-IletepOypr : Jlanb, 2021. — 308 c¢. — ISBN 978-5-
8114-6999-4. — TexkcT : sneKkTpoHHBIN // JlaHb : 3IEKTPOHHO-OMOIMOTEUHAs CH-
crema. — URL: https://e.lanbook.com/book/169794 (mara oOpareHus:
20.02.2024). — Pexum aoctyna: JJisi aBTOPHU3. MOJIH30BATENCH.

' OGecneuenvie 00yYAMOIMXCS MHBAIUIOB U JIUI| ¢ OTPAHMYEHHBIMU BO3MOXKHOCTSMU 310POBbS IEYATHBIMU U
AIIEKTPOHHBIMU 00pa30BaTEIbHBIMHI PECYpPCaMH OCYLIECTBIISIETCS B (POpMax, alaliTHPOBaHHBIX K OrPaHHYEHUSIM
UX 3JI0OPOBBS.
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I'pubkoB, JI. H. TexHONOrMM 3IEKTPOHHOTO JTOKYMEHTOOOOpoTa : YyueOHOe
noco6ue / JI. H. I'pubkos, A. B. Kansnos. — Open : OTMUK, 2021. — 105 ¢c. —
Texcrt : snexTponHsblii / Jlane : snekTpoHHO-OMONMMOTEeyHast cucrema. — URL:
https://e.lanbook.com/book/261932 (mara obpamenus: 20.02.2024). — Pexum no-
CTyma: JUIs aBTOPH3. MOJIb30BaTENEH.

Jlenorpoun3BoICTBO U JOKYMEHTOOOOPOT: MPAKTUKYM : ydeOHOe rmocodue / cocTaBH-
tenb JI. JI. KotnsipoBa. — moc. KapasaeBo : KI'CXA, 2020. — 44 c. — Tekcr :
9JeKTpOHHBIN //  JlaHb : 2JeKkTpoHHO-OMONMoTe4yHass cuctema. — URL:
https://e.lanbook.com/book/171710 (mata obpamenus: 20.02.2024). — Pexum no-
CTyna: JUisi aBTOPH3. MOJIb30BATEICH.

7.2. UTHOpMaIIUOHHBIE PECYPCHI

7.2.1. IIpodeccruoHaIbHbIE 0a3bl JAHHBIX U HHPOPMAaIIUOHHEIE CIIPaBOY-
HbIe CUCTE€MBI

Bba3b1 JaHHBIX:

OBC «Jlanp» — Pexxum nocryma:http://e.lanbook.com
OBbC «PykonT» — Pexxum nocryna: http://rucont.ru
3BC «Opaiit» - — Pesxxum noctyna: http://urait.ru

HNHpopManoHHbIE CIPABOYHbIEC CUCTEMBbI:
I"apanT

7.2.2. Pecypchbl ”HGOPMAIIUOHHO-TeJIEKOMMYHUKAIITUOHHOM ceT HHTEepHeT

1.

BecTHuk apxuBHCTa.ru : pOCCHUMCKHII MCTOPUKO-apXUBOBEAUECKUN KypHaTI. — [Dnek-
TpoHHBIN pecypc]. — Pexum noctyna: http://www.vestarchive.ru/. — 3ari. ¢ skpaHa. —
Hara ob6pamenwns: 11.10.2021.

Bcepoccuiickuii Hay4HO-HCCIEN0BATENBCKUI MHCTUTYT JOKYMEHTOBEACHHS U ApXUBHO-
ro aena (BHUUIAJ) [Dnexkrponnsiii pecypc] / Odunnansusiii cailt degepaibHOro
apXMBHOTO areHTcrna. — Pexum nocryna: http://www.vniidad.ru/ . — 3arn. ¢ skpaHa. —
Hata ob6pamenns: 11.10.2021.

OrtpacneBoii moptan ApxuBbl Poccun [DnexktponHnslid pecypc] / OdunuanbHblii caiT
®denepallbHOTO apXUBHOTO areHTcTBa. — Pexum moctyma: http://www.rusarchives.ru/,
cBOOOHBIN. — 3ari. ¢ 3kpaHa. — [lata obpamenus: 11.10.2021.

[TyreBogutenn mo apxuBamM Poccum [DnexktpoHHbIN pecypc]. — Pexxum gocryma :
http://guides.rusarchives.ru/search/basic/BasicSearch.html. — 3arn. ¢ skpana. — [lata
obpamenus: 11.10.2021.

Lentpansubiii @onnossiit Katanor : ApxuHslii ¢pona Poccuiickoit deneparyu [Dnek-
TpOHHBIN pecypc]. — Pexxum poctymna: http://cfc.rusarchives.ru/CFC-search. — 3arin. ¢
sKkpana. — Jlata obpamenus: 11.10.2021.
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10.
11.
12.
13.

14.

15.

16.

17.
18.
19.
20.
21.
22.

23.
24.

25.
26.

27.

28.

29.

30.

http://Docs.cntd.ru — 3eKTpOHHBIN (OH]] HOPMATUBHO-TEXHUYECKOW U HOPMATHBHO-
npaBoBoit nHGopmaruu Koncopumnyma «Koaexe»

http://www.pravo.gov.ru — OpuIHansHbIif HHTEPHET-IOPTAI TPABOBOK MHPOPMAITUN
https://ecm-journal.ru/ - BaxkHoe o 1udpoBu3aIum, 3IEKTPOHHOM JOKYMEHTOO00pOTE
1 OU3HEec-Tpoleccax

https://www.top-personal.ru — caiiT 3JIEKTPOHHBIX BEPCHUHU KYyPHAIIOB «YIIpaBIICHUE
nepcoHaiomM», «CeKkpeTapckoe Ieoy .

http://www.kadrovik-praktik.ru — caiiT mMaTepuasoB M0 KaIpOBOMY JEJIOMPOU3BO/I-
CTBY.

http://www.kdelo.ru/ — caiit xxypnana «KaapoBoe 1emno».

http://www.profiz.ru/st/ — caiit xxyprana «Cexperapb-pedepeHTy.
http://www.sekretariat.ru/forum/forum1/topic781/messages — CIpaBOYHHK CEKpeTaps
u opuc-MeHeKepa
https://archives.gov.ru/index.php?gq=documents/projects-concept-razvitie-archivnogo-
dela.shtml — npoext Konnenmuu pa3zsutus apxuBHOro nena B Poccuiickoit denepa-
uuu Ha nepuoa 10 2020 .

https://archives.gov.ru/programs/informatization.shtml - [TporpamMmma undopmaTusza-
un DerepaaIbHOr0 apXUBHOTO areHTCTBA U MIOJIBEJIOMCTBEHHBIX €My YUPESKICHUN
(ma 2011-2020 rr.)
http://publication.pravo.gov.ru/Document/View/0001201311080020 - PacriopsixeHue
[IpaBurensctBa Poccuiickoit @enepanuu ot 01.11.2013 Ne 2036-p «OO6 yTtBep-
xneHnn CTpareruu pa3BUTH OTpacid WHQPOPMAIMOHHBIX TeXHOJIOTHH B Poc-
cuiickoil ®enepanun Ha 2014-2020 roael 1 Ha nepcnekTuBy 10 2025 roxa»
https://habr.com/ru/company/speechpro/blog/184832/ - PeueBbie TexHoysornu. Pacmo-
3HABaHUE CIIMTHOU pedM Il 4aiiHUKOB Ha npumepe IVR cucrem
http://ecm-journal.ru/docs/Ehlektronizacija-biznes-processov-pljus-skanirovanie.aspx
— DJeKTpoHU3aIUsl OM3HEC-TPOIIECCOB TUTFOC CKAHHUPOBAHUE

http://ocnova.ru/?p=197 — Opranuzarius 3JIEKTPOHHOTO apXHUBa
https://crmindex.ru/sed — C3/] CUCTEMBI. PEUTUHT
https://www.tadviser.ru/index.php/Crarps: Tpenabl_poccuiickoro peiaka COJI/ECM-
cucreM - Tpenasl poccuiickoro peiaka C3I/ECM

https://intuit.ru/studies/professional _retraining/966/courses/529/lecture/11917 - OcHo-
BbI 00JIAYHBIX BBIYUCIICHUHT

https://ru.wikipedia.org/wiki/3aeKTpOHHOE ITPaBUTEILCTBO
https://base.garant.ru/181655/#block 25 — TOCT P 51141-98 «Jlenonpon3BoAcTBO U
apXHBHOE J1eJ10. TepMUHBI M OTIPE/ICTICHUS

https://ecm-journal.ru/e-sign#six_1 — IIpocTo 00 3IEKTPOHHON TIOITUCH
https://ecm-journal.ru/material/Obespechenie-juridicheskojj-znachimosti-
ehlektronnykh-dokumentov-v-arkhive-pri-dolgosrochnom-khranenii — O6ecnieuernue
IOPUINYECKOM 3HAYMMOCTH JIEKTPOHHBIX JOKYMEHTOB B apXUBE TPH JI0JITOCPOYHOM
XpaHEeHUHU
https://ecm-journal.ru/material/Organizacija-sistemy-ehlektronnogo-arkhiva-staraja-
zadacha-v-novykh-uslovijakh — Opranu3zamus cuCTeMbI 3JIEKTPOHHOTO apXUBa: cTapas
3ajjaua B HOBBIX YCJIOBHSIX

https://www.youtube.com/watch?v=qZ0ChQ09 5g — «AsroMaru3sanus paboTsI ¢
nmoroBopamu B DirectumRX»(15:38 mMuH)
https://ecm-journal.ru/material/Praktiki-organizacii-deloproizvodstva-i-
dokumentooborota-na-sovremennom-predprijatii — «[IpakTuku opranusarum
JIEJIOTIPOU3BOICTBA U IOKYMEHTOO00POTa HAa COBPEMEHHOM TPEIITPUATHID),
https://ecm-journal.ru/material/Dokumentooborot-v-marketinge-i-prodazhakh —
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https://ru.wikipedia.org/wiki/%D0%AD%D0%BB%D0%B5%D0%BA%D1%82%D1%80%D0%BE%D0%BD%D0%BD%D0%BE%D0%B5_%D0%BF%D1%80%D0%B0%D0%B2%D0%B8%D1%82%D0%B5%D0%BB%D1%8C%D1%81%D1%82%D0%B2%D0%BE
https://intuit.ru/studies/professional_retraining/966/courses/529/lecture/11917
https://www.tadviser.ru/index.php/%D0%A1%D1%82%D0%B0%D1%82%D1%8C%D1%8F:%D0%A2%D1%80%D0%B5%D0%BD%D0%B4%D1%8B_%D1%80%D0%BE%D1%81%D1%81%D0%B8%D0%B9%D1%81%D0%BA%D0%BE%D0%B3%D0%BE_%D1%80%D1%8B%D0%BD%D0%BA%D0%B0_%D0%A1%D0%AD%D0%94/ECM-%D1%81%D0%B8%D1%81%D1%82%D0%B5%D0%BC
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«JIoKyMeHT0000pOT B MAPKETHHTE U MTPOAaKax»,

31. https://ecm-journal.ru/material/Avtomatizacija-kadrovogo-deloproizvodstva —
((ABTOMaTI/I3aHI/IH KaapoOBOTO ACJIIOIIPOU3BOJACTBAY,

32. https://ecm-journal.ru/material/Dogovornojj-process-ECM-vs-ERP — «Jlorosoproii
mporecc: ECM vs ERP»

33. https://www.youtube.com/watch?
v=5loqULLTw_Y &list=PLgp9kezOcORYrQJSkO6y6UcZuP4KZ1H8v&index=9 —
O0paboTKa U pacCMOTPEHUE BXOASIIETro muchbMa B DirectumRX

34. https://www.youtube.com/watch?
v=1c28 AmiltB8&list=PLqp9kezOcORYrQJSkO6y6UcZuP4K7Z1H8v&index=9&t=0s
— Mcnonaenue nopydenus no gokymMenty B DirectumRX(7:33 mun)

35. https://ecm-journal.ru/material/Obmenivaemsja-finansovo-uchetnymi-dokumentami-
v-ehlektronnom-vide — «O6MeHIBaeMcst YHHAHCOBO-YUECTHBIME JOKYMEHTAMH B
OJICKTPOHHOM BHJCH»

36. https://ecm-journal.ru/material/Pjat-tipovykh-shagov-dlja-vnedrenija-ECM-sistemy —
«IIaTh THIIOBBIX 1IaroB Jy1si BHeApeHus: ECM-cuctembn»
https://ecm-journal.ru/material/Kak-sokratit-bjudzhet-vnedrenija-SEhD-v-dva-raza —
«Kak cokparutb 6romxeT BHeaperus COJI B nBa paza?»

37. https://ecm-journal.ru/material/Uspeshnoe-vnedrenie-SEhD-ochevidnye-principy-i-
neochevidnye-podkhody — «Ycnemnoe Baeapenne CO/I: oueBUAHBIC TPUHITUTIBI K
HEOYEBHIHBIE TOIXOIbD)

38. https://ecm-journal.ru/material/Kak-sokratit-bjudzhet-vnedrenija-SEhD-v-dva-raza —
«Kax cokparuts 0rokeT BHeApeHus CO/] B 1Ba pa3a?»

39. https://ecm-journal.ru/material/Uspeshnoe-vnedrenie-SEhD-ochevidnye-principy-i-
neochevidnye-podkhody — «YcnemrHoe BHenpenne CO/1: oueBUAHbBIE TPUHIUIIBI U
HEOYEBHMIHBIE TOIXOIBD)

40. https://ecm-journal.ru/material/Primery-ehffekta-ot-vnedrenija-ECM-sistem-V-
prodolzhenie-vebinara-DOCFLOW — «ITpumepsl addexra ot BHeapenus ECM-
cucreM. B nponomkenune sebnaapa DOCFLOW»

41. https://ecm-journal.ru/material/Ehlektronnyjj-dokumentooborot-chto-nuzhno-znat-
pered-vnedreniem — «DIEKTPOHHBIA JOKYMEHTOOOOPOT: YTO HYXKHO 3HATh TeEpe
BHEJIPEHUEM)

8. METOAMYECKHME YKA3AHMSA J1JIS1 OBYUYAIOLLIUXCS
IO OCBOEHUIO JUCHUIIJINHBI

KommnekcHoe n3ydeHue oOydyarolMMUCS AMCHUIUIMHBI MIPEAIosaraeT: OBJaJeHHe
MaTepuagamMu JICKIIUH, y9eOHOW W JOTOHHUTEIHHOU JINTEpPaTypol, yKa3aHHOU B paboueid
IporpaMMe JUCIMITIMHBI, TBOPUYECKYI0 paboTy 00ydarolMXcs B X0J1e IPOBEACHUS CEMUHAp-
CKHX (IIPaKTUYECKHUX, UHJMBUIYAJIbHBIX) 3aHIATUH, a TaKK€ CUCTEMATUYECKOE BBIIIOJHEHHE
TECTOBBIX M MHBIX 33aJJaHUH JJI1 CAMOCTOSITENIbHON pabOThl 00yYarOIUXCS.

B Xone nexkuuil pacKkpbIBalOTCS OCHOBHBIE BOIPOCHI B PaMKax pacCMaTpUBAEMOU
TEMBI, J1€al0TCs aKLUEHThl Ha HauOoJiee CIOKHBbIE M MHTEPECHbIE MOJO0XKEHUS H3y4yaeMOro
MaTepHaia, KOTOpbIe JOJKHBI OBITh MPUHATHI 00yJaonMMHCcs BO BHUMaHue. OneHka npruoo-
PETEHHBIX NPU 3TOM TEOPETUYECKUX 3HAHMM OCYIIECTBISAETCS HAa OCHOBE BBINOJIHECHHUS
KOMIIBIOTEPHOI'O TECTA HA 3a4ETHOM 3aHATUH (cM. 11 6.2.2.1).

OCHOBHOH LENBI0 CEMUHAPCKUX 3aHATHH SIBIISIETCA KOHTPOJIb 3a CTETIEHBIO YCBOEHUS
IIPONJEHHOIO MaTepuaia U XOJOM BBIIOJHEHHS 00YYarOIIMMKCS CaMOCTOSITENbHON paboThI,
o0cy»xeHue HanOoJiee CI0XKHBIX U CIIOPHBIX BOIPOCOB B paMKaX TeMbl CEMUHApPCKOI'O 3aHs-
tus. Ilpn 0OcyXaeHnn Ha CEeMHHApax CIOXHBIX U TUCKYCCHOHHBIX BOIPOCOB U MPOOIEM HUC-
MOJIb3YIOTCS METOIMKH HMHTEPAaKTUBHBIX (hOpM 0OydeHUs (AUCKyCCHs, MOJIEMHKA, JAUCHYT,
KOH(EpEeHIIHA), YTO MO3BOJSAET MOTPYy’KaTh 00yUAIOMIUXCS B peallbHYI0 aTMOCc(epy AeTI0BOTO
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COTPYJIHUYECTBA 110 PA3PEIICHUIO MPOOIEeM, ONTUMAIBHYIO JIsl BRIpPAOOTKH YMEHUH U BIIaje-
HUM.

OCHOBHO#H TI€TTBbI0 TTPAKTUYECKHUX 3aHSATUH SIBISIETCS OTPA00TKa MPO(HEeCCHOHATBLHBIX
YMEHHUH U BiaJeHUIl HaBbIKaMH. B 3aBHCHUMOCTH OT COJAEp)KaHUS MPAKTUYECKOTO 3aHSITHS
MOTYT OBITh MCIIOJIb30BAHBI METOJMKH WHTEPAKTHBHBIX (hopM oO0ydeHuss. OCHOBHOE OTIUYHE
aKTUBHBIX U UHTEPAKTUBHBIX YIPAKHEHUN U 33JaHUI B TOM, UTO OHU HaIpPaBJIE€HbI HE TOJIBKO
U HE CTOJIbKO Ha 3aKpeIUieHHE y)Ke€ M3Y4YeHHOT0 MaTepuaa, CKOJbKO Ha M3y4YeHHE HOBOTO.
Pe3ynbpTaTom BBIOJHEHUS MPAKTUYECKUX PAOOT SBIISIETCS BBHIIOJHEHUE KOMIUIEKCA 3a/laHUM.
st 3akperuieHrss MPUOOPETEHHBIX YMEHUN W HABBIKOB, IMOCIE BBHITIOJHEHHS HEKOTOPBIX
MPAKTHYECKUX paboT, MpeayCMOTPEHbI HHANBUAYAIbHbBIE TPAKTUKO-OPUEHTUPOBAHHBIE 3a/1a-
HUS, KOTOpbIE 0053aTEILHO JIOJDKHBI OBITh BBIIOJHEHBI HA OICHKY HE HUXKE «YIOBIETBOPH-
TeNbHOY». JleMOHCTpalns NpuoOPETeHHbIX YMEHUN M HABLIKOB 00s3aTelIbHa U MOXKET ObITh
OCYIIECTBIIEHA, KaK MpH JIMYHOW BCTpede, TaK W AUCTAHIMOHHO MOCPEIACTBOM Pa3IMYHBIX
CPEICTB KOMMYHHUKalUH (10 MpeIBapUTENIbHON TOrOBOPEHHOCTH € mpenoaasarenem). OueH-
Ka 3a BBHITIOJTHEHHUE MPAKTUYECKOTO 3aMaHus (3aaHuii TabopaTOpHOH pabOThl UM UHAUBHULY -
AIBHOTO 3aJIaHUs) MOXKET OBIT CHIDKEHA 3a: 1) HEMOJIHOE BBITIOJIHEHHE pa0OThl (3a1aHus); 2)
HECBOCBPEMEHHYIO c/1auy paboThl (3a1aHus); 3) caauy 4yKoil paOboThI (3a7aHus ) UK PaOOTHI
BBITIOJTHEHHON HE CaMOCTOSITENbHO; 4) OTKa3 B JEMOHCTPALUU U OOBSCHEHUHU TOTO KaK OBLIO
BBHITIOJTHEHA padoTa (3a7aHue), T.e. MPUOOPETCHHBIX CTY/ICHTOM HABBIKOB M YMEHUH MPU BbI-
MTOJTHEHHMS C/IaBaeMOM paboThI (3aaHus).

[To pe3ynbraTaM BHITIOTHEHHS MPAKTUYCCKUX U MHIAUBHTYyIbHBIX 33]JaHUI BHIBOMIST-
cs oueHkH. OlIeHKa 3a HK3aMEH IMOJIy4YaeTcs KaK Cpe/iHss OlEHKa OIICHOK 3a MPAKTHKY, UHU-
BU/yalIbHBIC 33JIaHUS ¥ BBIIIOJIHEHUE TECTA.

[IpenycMoTpeHO TpoOBeICHHE WHIAMBUAYATbHONH paboThl (KOHCYJbTaluii) ¢ o0y-
YAOIIMMHUCS B XOJIE€ H3yUEHUS] MaTepuaia JaHHOW JUCIUTLIHBL.

Boi6op mMeTon0B 00y4yeHHs A MHBAIMIIOB U JIUIl C OTPaHUYEHHBIMH BO3MOXHO-
CTSIMH 37I0POBbSI OIIPEIEISIETCS ¢ YY€TOM OCOOEHHOCTEH BOCTIPUATHSI MU Y4eOHOI HHpOpMa-
L[UH, COJEP>KaHUsI 00yUEeHUS, METOIUYECKOT0 U MaTepUaIbHO-TEXHUYECKOro odecneueHus. B
00pazoBaTEILHOM MPOIIECCE MCIONB3YIOTCS COLMANBHO-aKTUBHBIE U PE(IIEKCUBHBIE METOBI
00y4eHHs, TEXHOJOTHMH COLUOKYJIbTYPHOU peabuiIUTAllMM C LEJIbI0 OKa3aHWUsS IMOMOIIU B
YCTaHOBJICHUH TMOJHOIICHHBIX MEKINYHOCTHBIX OTHOIICHHUH C IPYTUMH OOYYarOIIUMUCS, CO-
31aHUst KOM(OPTHOTO MCUXOJIOTHYECKOr0 KIIMMaTa B CTYI€HYECKO rpyImie.

Taoauua 14
OueHoOYHbIE CPEACTBA MO JUCHUIIMHE C YIeTOM BHIa KOHTPOJIsI

HanmeHoBanue
Kparkas xapakTepucTnka
OLICHOYHOI'0 Buabl KoHTpOIsSI
OLICHOYHOI'0 CPeACTBa

cpeacTBa
ArtTectanus B CpenctBo obecrieueHust oOpaTHOM cBsa3u B yueOHOM | Tekymiuii
paMKax TeKyIlero | mpouecce, popMa OLIEHKH KauecTBa OCBOCHHMs o0Opa- | (arrecramms)
KOHTPOJIS 30BaTEeNIbHBIX MPOTPaMM, BBIIIOJHEHHUA Y4eOHOTO

iaHa U rpaduka y4eOHOro Ipolecca B TEPUOJ
00yUYeHHUS CTYICHTOR.

DK3amMeH dopMBl OTYETHOCTH OOydUaromierocs, onpeaensiemble | [IpoMexyTouHbIi
y4eOHBIM TUTAaHOM. 3adeThl CITy>kat (Gopmoi mposep-
KM KaueCTBa BBIIOJIHEHUS O0YYarolIMMUCS yUeOHBIX
paboT, yCBOEHHs yd4eOHOTO MaTepualia TpaKThde-
CKHX ¥ CEMHUHAPCKUX 3aHATHA. DK3aMeH CIYXHT s
OlleHKM paboThl O0ydYaromerocss B TEUYEHHE CpOKa
o0ydeHusi MO JUCIHHIUIMHE (MOJIYJII0) W TpPHU3BaH
BEISIBUTh YPOBEHB, MPOYHOCTh M CHCTEMATHYHOCTh
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MOJIYYCHHBIX MM TCOPECTUYCCKUX N TMPAKTUYCCKUX
3HaHHﬁ, HpI/IO6p€TeHI/ISI BJIaACHUA HaBbIKaMH CaMO-
CTOATEILHOU pa60TBI, Pa3BUTUA TBOPUCCKOI'O0 MbIHI-
JICHUA, YMCHHUEC CUHTE3UPOBATH IMOJTYUYCHHBIC 3HAHUA
1 IMMPUMCHSTH WX B PCIICHUM NPAKTHUYCCKHUX 3a1a4.

KoncnekTs Bun nuceMenHoil paboTel 1 3akperieHMs u | Tekymwii (B paMkax
MPOBEPKU 3HAHWH, OCHOBAHHBIM Ha YMEHHH «CBEpP- | JEKIIMOHHBIX 3aHATHS
THIBaTh HH(OPMAIIUIOY, BBIICISTH TIIABHOE. WM caM. paboThI)
Kondepenmust dopma o0yueHHsT U KOHTPOJIS,, OCHOBaHHAs Ha cBO- | Tekymwii (B paMKax
00IHOM, OTKPOBEHHOM OOCYXKAEHHH NPOOJIEMHBIX | CEMHHAPCKOTO 3aHATHS),
BorpocoB. KoHbepeHnHs 1Mo CBOMM OCOOCHHOCTSAM | MPOMEKYTOUHBIH (4acTh
OnuM3Ka CeMHHapy W SBISIETCS €ro pa3BUTHEM, | aTTECTAIlHH)
MO3TOMY METOAMKA MPOBEIEHHS KOHPEPEHINH CXOI-
Ha C METOAWKOW TpPOBEICHUs ceMuHapoB. Tpebona-
HUS K TIOATOTOBKE pedeparoB W JIOKIAJIOB JUIS
KOH(EpPEeHLUH 3HAUYNTETHLHO BHIIE, YeM JIsi CEMHHA-
POB, TaK KaKk UX HCHOJB3YIOT KaK CPeACTBO (OpMHU-
poBaHHS y 00ydaeMBIX OIBITA TBOPYECKOH AEATENb-
HOCTH.
[IpaxkTrueckas OneHoYHOE CPEeACTBO AJS 3aKperuieHus Teoperwue- | Texymmit (B pamkax
pabota CKHUX 3HaHMW M OTPaOOTKW BIAJCHHUS HABHIKAMH W | MPAKTUYECKOTO 3aHSATHS,
YMEHUH, CHOCOOHOCTH IPUMEHSITH 3HAHUS TIPH peIne- | cam. paboThI)
HUM KOHKPETHBIX 33/1a4.
Tect CuctemMa CTaHAapPTU3MPOBAHHBIX 3aJaHHMH, M03BO- | Tekymuii (B paMkax

JSIOIIasi aBTOMATU3UPOBATh TPOIENypy HW3MEPEHHsI
YPOBHSI 3HAHUH ¥ YMEHUU 00yJaromierocs.

BXOJHOM AMAarHOCTHKH,
KOHTPOJIS 10 JTI000MY U3
BUJIOB 3aHATHIN),
IPOMEKYTOUHBIN

9. OMMCAHUE MATEPUAJBHO-TEXHUYECKOI'O OBECIIEYEHH A, HEOEXOJIUMOTI' O JIJIsA
OCYHWECTBJIEHUS OBPA30OBATEJIBHOI'O MPOLECCA IO JUCIIUIIJINHE
Y4eOHble ayIUTOPHH AJIs MPOBEACHUS Y4YEOHBIX 3aHATHH MO JHUCHUIUIMHE OCHAIICHBI
obopymoBanueM (ydeOHas MeOelb) M TEXHHUECKUMU CPEACTBAMH O0y4YeHHS (KOMITbIOTEpHAS
TEeXHHKA, MyJIbTUMEIUITHOEe 000pyA0BaHKE, IPOBOIHON UHTEPHET).
[TomenieHust A caMOCTOSITENILHOM pabOThl 0OYYarOIIMXCSl OCHAIIEHBI KOMIIBIOTEPHOMN
TEXHUKOW C BO3MOXKHOCTBIO MOJKIIOUEHUS K ceTu «HTepHeT» M o0ecrnedeHbl JOCTYIOM B

AIIEKTPOHHYIO HHPOPMALMOHHO-00Pa30BaTENbHYIO CPely HHCTHTYTA.

— JUIICH3MOHHOE M CBOOOTHO pAacCHpOCTpaHsIeMOE IPOrpaMMHOE OOecrieucHHe:
Microsoft Windows, Microsoft Office 2007, Google Chrome, Internet Explorer, Kasper-
skyendpointsecurity 10, AdobeReader 9.0 (CpoGomHoe mporpamMmHOe oOOecCIeUeHuE),
AdobeReader XI, AdobeReader X, AdobeAcrobatReader DC (CBoboaHoe mporpamMmHOe
obecnieuenue), DirectumRX.
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JINCT I3MeHeHHI B pab0uyo IpPorpaMmMy AUCITUILTHHBI

B pa6oqyfo nporpamMmmy OJUCHUINIMHBI BHECCHBI CICAYIOMINC U3MCHCHUA U OOIIOJIHC-

HUS:
Y4eOHblIi PexpnsuhI Homep pasye- Coaeprxanue H3MEHEHMI U 10TI0JIHe-
ron MPOTOKOJIA Jia, mojapasje- -
YueHoro cosera Ja

2023/24 npotokos Ne 8 or be3 n3menennit
29.05.2023

2024/25 nporokos Ne 11 ot be3 nu3menenuit
27.05.2024

2025/26 npotokon Ne § ot be3 m3menenwmit
26.05.2025

2026/27 [Tporokonm Ne 10 be3 m3menenwmit
ot 25.05.2026
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YyebOHoe u3nanue

ABTOP-COCTaBUTEIIb:
Happs AnekcanapoBHa TajlaHkuHa

NHOOPMAIIMOHHBIE TEXHOJIOI'MH B 1IOY
N APXUBHOM JAEJIE

PaGoyasi nporpaMmma QU CIHUTIIAHBI

[Tporpamma GakanaBpuara
«/lokymeHTalmoHHoe o0ecreueHue yrpaBIeHUsD
TI0 HAITPABJICHHUIO MOTOTOBKH
46.03.02 IokyMEHTOBEACHUE U apXUBOBEJICHHE
kBaA(UKaIyst: GakagaBp

[TeuaraeTcst B aBTOPCKOM peaKiuu

IToonucaHo K neuamu
dopmam 60x84/16 Obsem 285n. 1
3akas Tupaox 100 3K3.

UensOMHCKUH rOCYJapCTBEHHBIN HHCTUTYT KYJIbTYPBI
454091, Yens6uuck, yi1. OpmkoHUKna3e, 36a

Otneuarano B Tunorpaguu YI'MK. Pusorpad
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