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1. HEJb (IEJX) OCBOEHUS JTUCIIUIIJINHbBI

1.

Ju—

npuoOpeTeHne TEOPETHUECKIX u MIPaKTHYECKUX HaBBIKOB  COBEPULICHCTBOBAHUS CHCTEMBI
JOKYMEHTAIlMOHHOTO o0ecrieueHns YIpaBieHuss Ha 0a3e COBPEMEHHBIX HH(GOPMALUMOHHBIX TEXHOJIOTHH B
eMHON HH(OPMAIIMOHHON CHCTEME

2. MECTO JUCIIHIIJIMHBI B CTPYKTYPE OIIOII

Huxn (pa3gen) OITOIT: b1.B
2.1 | TpedoBaHus K NpeABaAPUTEIbHOI MOATOTOBKE 00y4YaloLIerocs:

2.1.1 | Obyuaromuiicss nomkeH oOnafaTh 3HAHUSAMM, YMEHHSIMHU, HaBBIKAMH HE HWKe | YpOBHSI(HU3KOTO), MOJTYYEHHBIMH pU
W3YYCHUH CIELYIOIMX IUCHMIUINH:IH(pOpMAaIlMOHHbIE TEXHOJOTMH B MEHEIDKMEHTE, ABTOMAaTH3MpPOBaHHOE pabodee
MECTO MeHeKepa

2.2 | AucuMnJMHbI M NPAKTHUKH, 1JIS KOTOPBIX OCBOEHHE JAHHOM JIMCUMIJIMHBI (MOAYJIs1) HEOOXO0AMMO KaK
npeauIecTByIONIee:

2.2.1 | Yupasnenue AIIK, I'ocynapcTBeHHass HTOroBast aTTeCTalys

3. KOMIIETEHIINN OBYYAIOIIETOCs, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUSA JUCHUTIITUHbI

(MOJYJIS)

[1K-4

Cnocoben OCYIIECTBJISITH I/IHQ)OpMaHHOHHO-aHaHI/ITI/I‘IECKyIO 1 OPTraHNU3allMOHHO-aAMUHHUCTPATUBHYIO ITOAACPIKKY
JACATECIIbBHOCTU PYKOBOAUTEIIA OpraHu3aliun

I1K-4.1 [ OcymecTBisieT JOKyMEHTUPOBAHUE YIIPABICHYECKOH AEATEIbHOCTU

I1K-4.2 | BeimonasieT HHPOPMAITOHHO-CIIPaBOYHYIO pabOTy ¢ JTOKYMEHTaMH, JJIEKTPOHHBIMH 0a3aMM JaHHBIX ¥ CHCTEMaMH
JNEKTPOHHOT0 JOKyMEHTO000pOTa

I1K-4.3 | [IpoBoauT aHain3 HHGOPMAMOHHBIX M JOKYMEHTAIIMOHHBIX TIOTOKOB, POCKTUPYET B3aUMOICHCTBUE OAPA3ICIICHUI
OpraHu3alLuy B Ipolecce pa3paboTKu U UCIIOTHEHHS PA3IMYHbIX BUIOB JOKYMEHTOB

B pesyibTaTe 0CBOCHHS JUCUMILINHBI 00y4Yalomuiics 10/KeH

3.1 [3uars:
3.1.1 |mopsnox QyHKIMOHMPOBAHUS CHCTEMBI BHYTPEHHETrO JOKYMEHTOOOOpOTa OpraHW3allM{; NPHHIUIEL, TPeOOBaHUS,
MTOPSIIOK JOKYMEHTAILHOTO O(OPMIICHHUS YIIPABICHIESCKIX PEIISHHH B CHCTEMAaX JIEKTPOHHOTO IOKYyMEHTO000pOoTa
3.2 [ Ymersn:
3.2.1 |paboTath B CHCTEMe BHYTPEHHETO JOKYMEHTOOOOpOTa OpTraHU3alliH, OCYIIECTBIATH JOKyMEHTAIbHOE odopMiIeHHEe
YIpaBICHIECKUX PEIICHNH B CUCTEMaX dIIEKTPOHHOTO JOKYMEHT0000pOoTa
3.3 | UmeTh HaBBIKH M (WJIN) ONBIT AesiTe1bHOCTH (Biiagers):
3.3.1 |HaBblkaMi pabOTBI B CHCTEME BHYTPEHHETO [OKyMEHTOOOOpOTa OpraHU3alliH, JOKYMEHTAIFHOTO O(OpMIICHHS
YIpaBlIeHYECKUX PELICHUI B CUCTEMaxX 3JIEKTPOHHOTO JOKYMEHTO000pOTa
4. CTPYKTYPA U COAEP)KAHUE JUCHUIIVIMHBI (MOAY JIST)
Koxn HaumeHnoBanue pa3gesnoB u TeMm /Bua | Cemectp / | Hacos | Komnerennun | Jlutepatypa | Unte | [Ipumeuanue
3aHATHS 3aHATHS/ Kypc (MHAUKATOPHI) paKT.
Pa3nen 1. JlokyMeHTallHOHHOE
o0ecneyeHue
1.1 OcHoBHbIE TIOHSTHS 5 2 [1K-4.1 T1IK-4.2 JI1.1 0
JOKYMEHTAIIHOHHOTO TIK-4.3 JI1.2J12.1
obecrnieueHus YIpaBICHYECKON JI2.2J12.3
JIESITENILHOCTRIO. D1 503
OOBEKTH U IIPOLIECCHL
JIOKYMEHTaIIHOHHOTO obecrieueHust
VIIpaBIICHUS
/J1ex/
1.2 ONeKTpOHHBII JIOKyMEHT. 5 2 I1K-4.1 [1IK-4.2 J1.1 0
DnexrponHas moanuch /Jlex/ T1IK-4.3 JI1.2J12.1
JI2.2J12.3
0193
1.3 Mertonst paboTsl ¢ ToKkymeHTaMu /JIex/ 5 2 [IK-4.1 [IK-4.2 JI1.1 0
[1K-4.3 JI1.2J12.1
JI2.2J12.3
o1
1.4 KonTpons Han HCTIOTHUTENHCKON 5 2 [1K-4.1 T1IK-4.2 JI1.1 0
npouenypoit /Jlex/ T1IK-4.3 JI1.2J12.1
J2.2J12.3
01093




1.5 Opranuzanus Joctyna K 2 [1K-4.1 T1K-4.2 JI1.1

uHpopmanuu /Jlex/ I1K-4.3 JI1.2J12.1
J12.2712.3
01093

1.6 Bugst UH()OPMALIMOHHBIX CUCTEM 2 I1K-4.1 [1IK-4.2 J1.1

yIpaBlIeHUs [1K-4.3 JI1.2J12.1

JIOKYMEHTallMOHHBIM J2.2J12.3
obecrieaeHIEM HpeIpUSITHI 31
ATIK /Jlew/

1.7 Opranuzanys 3JIEKTPOHHOH  CHCTEMBI 2 [1K-4.1 T1IK-4.2 JI1.1
YIpaBIEHUS JIOKYMEHTOOOOPOTOM  Ha [1K-4.3 JI1.2J12.1
npennpusatuax  AIIK.  OcymecTBasirs JI2.2J12.3
JIENIOBYIO TIEPENUCKY W MOAJEPKHUBAThH 2133
AJIEKTPOHHBIE KOMMYHHUKauu /JIex/

1.8 TexHomorus pabotel B 2 [1K-4.1 T1IK-4.2 JI1.1
cucreme DIRECTUM /Jlex/ I1K-4.3 JI1.2J12.1

J12.3
21022

1.9 TpeboBanmus, NPUHLMIBI,  TOPSIOK 4 I1K-4.1 I1K-4.2 JI1.1
(YHKIMOHUPOBAHUS CHUCTEMBI I1K-4.3 JI1.2712.1
BHYTPEHHETO JI2.3J13.2
JIOKYMEHTOO0OpOTa OpraHu3aluu 21032
/J1ab/

1.10 Hayano padoTsl B CHCTEME 4 [1K-4.1 I1K-4.2 JI1.1
DIRECTUM. PabGora ¢ mnankamMu H [K-4.3 JI1.2J12.3J13.
cceutkamu /J1a6/ 2

3132

1.11 Pabora c JIOKyMEHTaMHU. 4 [IK-4.1 T1IK-4.2 JI1.1
JloKyMeHTalmoHHOe oopmenue [K-4.3 JI1.2J12.3J13.
pelIeHui B YIPaBJIEHUU OIEpalluOHHON 2
(TpOM3BOICTBEHHOI) JIESTEIIBHOCTH 2102
opranm3armit /J1ab/

1.12 Iouck o6wvexros /J1ab/ 4 [IK-4.1 I1K-4.2 JI1.1

[1K-4.3 JI1.2J12.3J13.
2
32
1.13 Pabora ¢ 3anavyamu u 3ananusmu /J1a6/ 4 [IK-4.1 T1IK-4.2 JI1.1
[1K-4.3 JI1.2J12.3J13.
2
32
1.14 Pa6ota ¢ xomnonentamu /J1a6/ 4 [IK-4.1 T1IK-4.2 JI1.1
[1K-4.3 JI1.2J12.3J13.
2
32
1.15 Pa6ota co cnpaBounukamu /J1a6/ 4 [1K-4.1 T1K-4.2 JI1.1
[K-4.3 JI1.2J12.3J13.
2
32
1.16 JlonomHuTebHBIE BO3MOXHOCTH 4 [1K-4.1 T1IK-4.2 JI1.1
cuctem /J1ab6/ T1K-4.3 JI1.2J12.3J13.
2
32
1.17 Pabora B Mmonyne «Kannenspus /J1a6/ 2 [1K-4.1 T1IK-4.2 JI1.1
[K-4.3 JI1.2J12.3J13.
2
32

1.18 [TonroroBka K JEKIusM, JaOOpATOPHBIM 26 [1K-4.1 T1IK-4.2 JI1.1

3ansaTusm /Cp/ [K-4.3 JI1.2712.1
2.2

J12.3J13.1
JI3.2

313233




1.19

CaMocCTOATENIbHOe H3YYCHHE pa3lelioB 5
1 TeM y4eOHO# qucuuruinael /Cp/

20 I1K-4.1 [1IK-4.2

I1K-4.3

J1.1
J.2J12.1
2.2
JI2.3713.1
JI3.2
313233

1.20

TTogroroBoka

TEKyIIEMY
ycneBaemoctu /Cp/

K 5
KOHTPOJTIO

20 I1K-4.1 I1K-4.2

I1K-4.3

JI1.1
JI1.2712.1
J12.2
JI2.3J13.1
JI3.2
512233

1.21

IMoaroroBka k 3a4eTy ¢ orenkoit /Cp/ 5

28 I1K-4.1 [1IK-4.2

I1K-4.3

J1.1
J1.2J12.1
2.2
JI2.3713.1
JI3.2
313233

5. ®OHJI OIEHOYHBIX CPEJACTB

Pabouast mporpamMma IUCIMILUIHHEI

obecriedeHa (OHIOM OICHOYHBIX CPEICTB JUI IIPOBEICHUS

MPOMEXyTOUHOM aTTecTanmu. Comep:kanue GoHAa OLIEHOUHBIX CPEeJCTB NMpeacTaBieHo B [Tpunoxenun 1 u 2.

TCKYHIETO KOHTPOJIA H

6. YYHEBHO-METOJNYECKOE U HTH®OPMALIMOHHOE OBECIIEYEHUME JUCHUIIITUHBI (MO Y JIA)

6.1. Pexomenayemast iuTepatypa

6.1.1. OcHoBHas1 IMTEpaTypa

ABTOpBI, COCTaBHUTEIH 3arnmaBue W3znarenbcTBo,
JI1.1 | Coxonora,O.H., JlokymMeHTalmoOHHOE 0OecTieueHre YIpaBlIeH!s] B OpraHu3alnu [DJIeKTpOHHBIN Mocksa :
Axumouxuna, T.A. pecypc]: yaebHOE TTocOOHEe KnoPyc, 2019
Pexxum noctyna: https://book.ru/book/930424
JI1.2 | N. H. Ky3nenos JlokyMeHTaIoHHOoe obeceueHne ypasiaeHus. JJokyMeHTo000poT 1 IOpaiit, 2019
JIEJIONPOM3BOICTBO [DJIEKTPOHHBIN pecypc]: YUeOHHUK U IPAKTUKYM IS
MPUKIaJHOTO OakataBpruaTa
Pexxum nocrtyna: https://urait.ru/bcode/431759
6.1.2. lono/IHUTe/ILHAS THTepaTypa
ABTOpBI, COCTaBUTENU 3arnaBue W3narenscrso,
JI2.1 | XneOHukoB, A. A. MNHupopManmoHHBIE TEXHOJIOTHH [ DJIEKTPOHHBIN pecypc]: yueOHUK M.: Kuopyec,
Pexxum noctyna: https://book.ru/book/927689 2018
JI2.2 [B. B. Tpodumos; moxg | MadopmarioHHbIe TEXHOIOTHHU B 2 T [DNEKTPOHHBIN pecypc]: yueOHHK s M.:
pen. B. B. TpodumoBa | akageMudeckoro 6akaigaBprara UznarenbcTBo
Pexxwum noctyna: https://urait.ru/bcode/393083 IOpaiir, 2016
JI2.3 |T. b. Konprmkuna, M. | [lenoBbIe KOMMYHHUKaUH, JOKyMEHTOO0OPOT U AEIONPOU3BOICTBO IOpaiir, 2019
B. UlycTtuna [DnexrponHsIii pecypc]: yueOHOe mocobue st NpUKIaHoro OakagaBpuaTa
Pesxum moctyma: https://urait.ru/bcode/437256
6.1.3. MeTroauyeckue pa3padoTku
ABTOpBI, COCTaBUTENIHN 3arnaBue WznarensctBo,
JI3.1 |Kosnoga, JI. A., DNEKTPOHHBIH JOKYMEHT0000pOT Ha npeanpuatusax AITK [DnekrpoHHbIH Kupos: Bsr.
Bacuna, B. H. pecypc]: yaeOHO-MeTOoI. TocOOHUe JIsi CAMOCTOSTEINBHON PabOTH 00YIAIOIIHXCSI I'CXA, 2016
10 HampasieHuto noarorosku 38.03.02 MenemxMeHT
Pesxum mocrtyma: http://46.183.163.35/MarcWeb2/Default.asp
JI3.2 | Kosnoga, JI. A., DNEKTPOHHBIH JOKYMEHT0000pOT Ha mpeanpuatusax AITK [DnekTpoHHbIH Kupos, 2020
ITnoraukoBa C.H pecypc]: 1abopaToOpHBIN MPAKTUKYM TS 00YJArOIIIXCS IO HAIPABICHUIO
noaroroBku 38.03.02 MeHnemxMeHT
Pesxxum noctyna: http://46.183.163.35/MarcWeb2/Default.asp
6.2. Ilepedyennb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAINIMOHHOM ceTH "UHTepHeT"
D1 |Hayunas anexrponHas 6ubmroTeka [DIeKTpoHHbIH pecypc]. - Pexxum moctyna: http://elibrary.ru/defaultx.asp. - 3ari. ¢
9KpaHa
92 | Kommanus Directum [OdunmanbHeiii caidt] - Pexxum noctymna: http://www.directum.ru- 3ari. ¢ skpana
33 | MuHHCTEpCTBO HN(POBOTO Pa3BUTHS, CBSI3H U MACCOBBIX KOMMyHHKanuii Poccutickoit denepannut [ DmeKTpoHHBII

pecypc]. - Pexxum noctyma:  https:/digital.gov.ru/ru/ . - 3arx. ¢ sxpaHa




6.3. IlepeyeHb MHGOPMALIMOHHBIX TEXHOIOT Uil

6.3.1 IlepeyeHb MPOrpaMMHOr0 odecneveHust

6.3.1.1 | Onepanmonnas cucrema cemeiictea Windows (Windows Vista Business AO NL, MS Win Prof 7 AO NL, Win Prof 7
AOL NL, Win Home Bas 7 AOL NL LGG, Win Starter 7 AO NL LGG, Win SL 8 AOL NL LGG, Win Prof 8 AOL NL,
Win Home 10 All Languages Online Product Key License)

6.3.1.2 | Ilpunoxenus Office (MS Office Prof Plus 2007 AO NL, MS Office Prof Plus 2010 AO NL, MS Office 2013 OL NL, MS
OfficeStd 2016 RUS OLP NL Acdmc)

6.3.1.3 | Free Commander 2009/02b

6.3.1.4 | Google Chrome 39/0/21/71/65

6.3.1.5 | Opera 26/0/1656/24

6.3.1.6 | Directum

6.3.2 TlepeyeHb MH(OPMALIMOHHBIX CIIPABOYHBIX CHCTEM M COBPEMEHHbIX NPO(ecCHOHANIBLHBIX 023 JAHHBIX

6.3.2.1 | Undopmarmonnas ciipaBodnas cucrema: Koncymprantlhiroc

6.3.2.2 | Undopmarronnas cnpaBoyHas cucrema: [apant Aspo

6.3.2.3 |llpoeccuonanpuass ~ 0a3a  maHHBIX:  Haydnas  omekrpoHHas — OuOmuorteka  elibrary.ru  Pexxum  mgoctyma:
http://elibrary.ru/defaultx.asp

6.3.2.4 |IIpopeccuonanphast ©0a3za fgaHHBIX: OnekrpoHHBI Katamor @OIBOY BO Bsarckuit TATY Pexum ngocryma
http://46.183.163.35/MarcWeb2

6.3.2.5 | Ilpoeccuonanpuas 6a3a naHHbix: Mucnexuus dexepanbHOl HaoOroBoil cmy:xObl mo ropoxy Kupoy, Pexum noctyna:
https://www.nalog.ru/rn43/ifns/imns43 17/

6.3.2.6 | IIpodeccronanpuas 0a3a maHHbIX: Yrnpasienus dDenepanbHoro kasHaueiictBa mo KupoBckoit obmactu, Pexxum moctyma:
http://kirov.roskazna.ru/

6.3.2.7 | llpodeccronanpuas 6a3a nmaHHbIX: OQUIMANEHBIA CcalWT MUHHCTEPCTBA CENBCKOTO XO3SHMCTBA M MPOIOBOJBCTBHS
Kuposckoit obmacty, http://www.dsx-kirov.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JTUCHUIIJINHBI (MOAYJIS)

7.1 |Onucanne MarepHalbHO-TEXHHYECKOH 0a3bl, HEOOXOAMMOW JUI OCYIIECTBIEGHHS 00pa30BaTENBHOIO IIpoLecca II0
JUcuuIuInHe npeacrasieHo B [punoxenun 3 PITJ.

8. METOANYECKHUE YKA3AHUS 1JISd OBYYAIOIIUXCS IO OCBOEHUIO JUCHUITIJIMHBI (MOAYJIST)

OcBoeHNE TUCIUTUTIHEI IPOBOAXUTCS B ()OpME ayIUTOPHBIX 3aHATHH U BHEAYANTOPHOIN CaMOCTOATEIBHON pabOTH 00yJaronIuXcs.

IIpu mnpoBeneHUH ayIUTOPHBIX 3aHATUI MPELyCMOTPEHO INPHMEHEHHE CIEIYIOIMUX WHHOBAIMOHHBIX (OpM yueOHBIX 3aHATHH,
Pa3BUBAIOIINX y OOYYalOIIMXCS HABBIKM KOMAHIHOW pabOThI, MEXJIMYHOCTHONH KOMMYHHKALUM, TPHUHITHS DPELICHHH, JHAEpPCKHUe
KadecTBa: paboTa B MAIBIX IPYMIIaX; pa300p KOHKPETHBIX CUTYAIIH; BCTPEUH C MPEICTABUTEISIMH POCCHIICKIX KOMIIAHUH, MacTep
-KJIaCCHI SKCIEPTOB U CIIENUaIcToB . KonmdaecTBo 4acoB 3aHATHI B MHTEPAKTUBHEIX (hopMax OMperesIeHO yIeOHBIM ITIaHOM.
[Ipakruyeckass MOATOTOBKA IPH pealM3aluy JUCLMIUIMHBI OPTaHMU3YeTCsl IyTeM IPOBEACHUS JIaODOPAaTOPHBIX  3aHSTHH,
NpeIyCMaTpUBAIOIINX ydacTHe OOyYaloI[MXCs B  BBINOJHCHHM OTACNIBHBIX OJIEMEHTOB pabOT, CBA3aHHBIX C Oymymied
npoecCHOHATBHON IeSITENFHOCTRIO.

BreaynutopHas camocTosITeNbHas paboTa OCYLIECTBIIACTCS B CIEAYIOMHUX (hopMax:

*[]caMOCTOSITENIbHOE N3YUYCHUE TEOPETHUECKOro MaTepuaia (TeM JUCIUILIMHGL);

*[JTIONTOTOBKA K JTAOOPATOPHBIM 3aHSATHSIM;

*[|BBIIOJTHEHUE JOMAIITHUX TECTOBBIX U MHBIX WHIUBHIYaIbHBIX 3aJaHUH;

*[/OATOTOBKA K MEPOIIPHUSTHSIM TEKYIIEro KOHTPOJIS;

*[/MOATOTOBKA K POMEXYTOYHOH aTTECTAIUN.

[Ipn opraHm3amuy caMOCTOSTENFHOM pPabOTEI HEOOXOAWMO, NMPEXIE BCEro,00paTHTh BHUMAHHE HA KIIOYEBBIC ITOHATHSA, HECYIIHE
OCHOBHYIO CMBICIIOBYIO Harpy3Ky B TOM HJIM HHOM pa3jielie yueOHOW AUCIIUIUTHHEL.

1. CaMOCTOSTENIbHOE U3Yy4YEHNE TEM JUCLUILIMHBI

Jns paboTel HEOOXOOMMO O3HAKOMHUTHCS C YYEOHBIM IUIAHOM IUCHUIDIMHBL M YCTAHOBHTBH, KAaKO€ KOJIMYECTBO YacOB OTBEACHO
y4eOHBIM ITAHOM B IIEIOM HA H3YYCHHE MAWCHHIUIMHBL, Ha ayJUTOpPHYI0 paboTy C TpermojaBaTeIeM Ha JIEKIHOHHBIX U
MPaKkTHUECKUX (CEMUHApPCKUX), JTaOOpaTOpHBIX 3aHATHSAX, a TaKKe Ha CaMOCTOATENbHYI0 pabory. C Uenpl0 ONTHUMAaJIbHOM
CaMOOpraHU3alluy HEOOXOJUMO CONOCTaBHUTH 3Ty MH(OPMALHIO C rpauKoM 3aHSATHH M BBIIBUTH HauOolee 3aTpPaTHBIC 0 BPEMEHH
1 00BEMY TEMBI, YTOOBI 3apaHee ONPENeNUTh I ceOs mepuonsl 00beMHBIX 3amaHuid. [lenecooOpa3Ho HayaTh paboOTy C HU3yUEHHS
TEOPEeTHYEeCKOr0 MaTepuaia, OCHOBHBIX TEPMHHOB M MOHATUII Kypca M C IMUCBMEHHBIX OTBETOB HAa WHAWBHIYyalbHBIE M TECTOBBIC
3a1aHMs.

2. INoaroToBka K JEKIMOHHBIM H JJAOOPATOPHBIM 3aHATHSIM

TpagummonHOl QopMmoil TpemogHEeCeHMs MarTephaia sSBIseTcs Jekiua. Kypc mekumii mo mpeaMery JaeT HeoOXOOMMYIo
MHGPOPMAITHUIO 110 U3YYEHHIO

3aKOHOMEPHOCTEH M TEHJICHIMH pa3BUTHA OOBEKTa M IpEIMETa HCCIIENOBaHUS HM3y4aeMOW IUCUMILIMHBL. JICKIIMOHHBIH MaTepuan
PEKOMEHIYETCsI KOHCIEKTHPOBATb.

KoncnekTsl MO3BONAIOT OOydaromeMmycs HE TONBKO MONy4YHTh Oombllle HMHpOpMAIMM HA JIEKIMM, HO U TIPABUIBHO €T0
CTPYKTYPHPOBATb, a B JAJIbHEHIIICM - JIy4IIC OCBOHTb.

IToaroToBka K 7Ta0OpAaTOPHBIM 3aHATHAM HOCHT PAa3NUYHBIN XapakTep Kak II0 COXEp)KaHWIO, TaK M MO CIOKHOCTH HCIIOJHEHHS.
MHorue mabopaTopHble 3aHATUS TPEOYIOT OONBINONW HWCCIENOBATENbCKOH paboThl, W3YUYCHUS JIOMONHUTEIbHOW HAaydHOM




nurepatypsl. [Ipexxae 4eM OPUCTYNUTH K BBITOTHEHHIO TaKOW paboOTHI, 00ydaromeMycss HEOOXOJUMO O3HAKOMHUTBHCS OOCTOSTENBHO
C CoOIep)KaHMEM 3aJaHus, YSICHUTb €ro, OLEHUTb C TOYKM 3pPEHUS BOCHPHUATHS U 3alIOMUHAHUS BCE COCTABISIIOLIME €ro
KOMITOHEHTHI. Pe3ynbTaTel SKCIepHMeHTa, TpaguKd W T.JI. CIEAYeT CTPEMHTHCS IIOMYYHUTh HEMOCPENCTBEHHO IIPH BBHIOJTHEHUH
paboTsl B mabopatopuu. JlaGopaTopHast paboTa caMTaeTCs BBIIOIHEHHOH TONBKO B TOM CiIydae, KOrja OT4UeT 1o Hel mpuHAT. Yem
CKOpee COCTaBIICH OTYeT MOcCIe MPOBeAeHHs pabOThI, TeM MEHbIIEe Oy/eT 3aTpaueHo TPya U BPEMEHHU Ha ee 0(popMIICHHUE.

3. IToaroToBka K MEPONPHUATUSIM TEKYIIEr0 KOHTPOIS

B koHmE wW3y4eHHS KaKTOH TEMBI MOXKET IIPOBOMUTHCSA TeMaTHYECKas KOHTPOJBbHAs paboTa, KOTOpas SBIAETCS CPEICTBOM
IPOMEXYTOYHOIO KOHTpPOIS OUeHKU 3HaHui. IlogroroBka Kk HeH 3aKioyaeTcs B IOBTOPEHHMU IIPOHJEHHOTO MaTepuana H
MOBTOPHOM pEIIEHUH 3aJaHui, KOTOpble pacCMaTpPUBAUCh HAa 3aHATHAX, a TAKKE B BBIIOJHEHUM 3aJaHUIl JUI1 CaMOCTOSTENbHOI
paboTEI.

4. IloaroroBka K IPOMEKYTOYHON aTTECTalUN

IlogroroBka K 3a4eTy C OIEHKOH SBISETCS 3aKIIOUUTENBHBIM OSTAallOM M3Yy4YeHUS JUCHUIUIMHBI U ABISETCS CPEICTBOM
NPOMEKYTOUYHOrO KOHTpons. IloAroroBka K 3adeTy C OLEHKOW MpedrnojaraeT HM3y4eHHE KOHCIIEKTOB JIEKLUI, peKOMEHAyeMoil
JUTEPaTypsl U APYTUX HCTOYHUKOB, TIOBTOPCHNE MATEPHAJIOB IPAKTHICCKUX 3aHATHIL.
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1. HEJb (IEJX) OCBOEHUS JTUCIIUIIJINHbBI

1.

Ju—

npuoOpeTeHne TEOPETHUECKIX u MIPaKTHYECKUX HaBBIKOB  COBEPULICHCTBOBAHUS CHCTEMBI
JOKYMEHTAIlMOHHOTO o0ecrieueHns YIpaBieHuss Ha 0a3e COBPEMEHHBIX HH(GOPMALUMOHHBIX TEXHOJIOTHH B
eMHON HH(OPMAIIMOHHON CHCTEME

2. MECTO JUCIIHIIJIMHBI B CTPYKTYPE OIIOII

Huxn (pa3gen) OITOIT: b1.B
2.1 | TpedoBaHus K NpeABaAPUTEIbHOI MOATOTOBKE 00y4YaloLIerocs:

2.1.1 | Obyuaromuiicss nomkeH oOnafaTh 3HAHUSAMM, YMEHHSIMHU, HaBBIKAMH HE HWKe | YpOBHSI(HU3KOTO), MOJTYYEHHBIMH pU
W3YYCHUH CIELYIOIMX IUCHMIUINH:IH(pOpMAaIlMOHHbIE TEXHOJOTMH B MEHEIDKMEHTE, ABTOMAaTH3MpPOBaHHOE pabodee
MECTO MeHeKepa

2.2 | AucuMnJMHbI M NPAKTHUKH, 1JIS KOTOPBIX OCBOEHHE JAHHOM JIMCUMIJIMHBI (MOAYJIs1) HEOOXO0AMMO KaK
npeauIecTByIONIee:

2.2.1 | Yupasnenue AIIK, I'ocynapcTBeHHass HTOroBast aTTeCTalys

3. KOMIIETEHIINN OBYYAIOIIETOCs, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUSA JUCHUTIITUHbI

(MOJYJIS)

[1K-4

Cnocoben OCYIIECTBJISITH I/IHQ)OpMaHHOHHO-aHaHI/ITI/I‘IECKyIO 1 OPTraHNU3allMOHHO-aAMUHHUCTPATUBHYIO ITOAACPIKKY
JACATECIIbBHOCTU PYKOBOAUTEIIA OpraHu3aliun

I1K-4.1 [ OcymecTBisieT JOKyMEHTUPOBAHUE YIIPABICHYECKOH AEATEIbHOCTU

I1K-4.2 | BeimonasieT HHPOPMAITOHHO-CIIPaBOYHYIO pabOTy ¢ JTOKYMEHTaMH, JJIEKTPOHHBIMH 0a3aMM JaHHBIX ¥ CHCTEMaMH
JNEKTPOHHOT0 JOKyMEHTO000pOTa

I1K-4.3 | [IpoBoauT aHain3 HHGOPMAMOHHBIX M JOKYMEHTAIIMOHHBIX TIOTOKOB, POCKTUPYET B3aUMOICHCTBUE OAPA3ICIICHUI
OpraHu3alLuy B Ipolecce pa3paboTKu U UCIIOTHEHHS PA3IMYHbIX BUIOB JOKYMEHTOB

B pesyibTaTe 0CBOCHHS JUCUMILINHBI 00y4Yalomuiics 10/KeH

3.1 [3uars:
3.1.1 |mopsnox QyHKIMOHMPOBAHUS CHCTEMBI BHYTPEHHETrO JOKYMEHTOOOOpOTa OpraHW3allM{; NPHHIUIEL, TPeOOBaHUS,
MTOPSIIOK JOKYMEHTAILHOTO O(OPMIICHHUS YIIPABICHIESCKIX PEIISHHH B CHCTEMAaX JIEKTPOHHOTO IOKYyMEHTO000pOoTa
3.2 [ Ymersn:
3.2.1 |paboTath B CHCTEMe BHYTPEHHETO JOKYMEHTOOOOpOTa OpTraHU3alliH, OCYIIECTBIATH JOKyMEHTAIbHOE odopMiIeHHEe
YIpaBICHIECKUX PEIICHNH B CUCTEMaX dIIEKTPOHHOTO JOKYMEHT0000pOoTa
3.3 | UmeTh HaBBIKH M (WJIN) ONBIT AesiTe1bHOCTH (Biiagers):
3.3.1 |HaBblkaMi pabOTBI B CHCTEME BHYTPEHHETO [OKyMEHTOOOOpOTa OpraHU3alliH, JOKYMEHTAIFHOTO O(OpMIICHHS
YIpaBlIeHYECKUX PELICHUI B CUCTEMaxX 3JIEKTPOHHOTO JOKYMEHTO000pOTa
4. CTPYKTYPA U COAEP)KAHUE JUCHUIIVIMHBI (MOAY JIST)
Koxn HaumeHnoBanue pa3gesnoB u TeMm /Bua | Cemectp / | Hacos | Komnerennun | Jlutepatypa | Unte | [Ipumeuanue
3aHATHS 3aHATHS/ Kypc (MHAUKATOPHI) paKT.
Pa3nen 1. JlokyMeHTallHOHHOE
o0ecneyeHue
1.1 OcHoBHbIE TIOHSTHS 6 2 [1K-4.1 T1IK-4.2 JI1.1 0
JOKYMEHTAIIHOHHOTO TIK-4.3 JI1.2J12.1
obecrnieueHus YIpaBICHYECKON JI2.2J12.3
JIESITENILHOCTRIO. D1 503
OOBEKTH U IIPOLIECCHL
JIOKYMEHTaIIHOHHOTO obecrieueHust
VIIpaBIICHUS
/J1ex/
1.2 ONeKTpOHHBII JIOKyMEHT. 6 2 I1K-4.1 [1IK-4.2 J1.1 0
DnexrponHas moanuch /Jlex/ T1IK-4.3 JI1.2J12.1
JI2.2J12.3
0193
1.3 Mertonst paboTsl ¢ ToKkymeHTaMu /JIex/ 6 2 [IK-4.1 [IK-4.2 JI1.1 0
[1K-4.3 JI1.2J12.1
JI2.2J12.3
o1
1.4 KonTpons Han HCTIOTHUTENHCKON 6 2 [1K-4.1 T1IK-4.2 JI1.1 0
npouenypoit /Jlex/ T1IK-4.3 JI1.2J12.1
J2.2J12.3
01093




1.5 Opranuzanus Joctyna K 2 [1K-4.1 T1K-4.2 JI1.1

uHpopmanuu /Jlex/ I1K-4.3 JI1.2J12.1
J12.2712.3
01093

1.6 Bugst UH()OPMALIMOHHBIX CUCTEM 2 I1K-4.1 [1IK-4.2 J1.1

yIpaBlIeHUs [1K-4.3 JI1.2J12.1

JIOKYMEHTallMOHHBIM J2.2J12.3
obecrieaeHIEM HpeIpUSITHI 31
ATIK /Jlew/

1.7 Opranuzanys 3JIEKTPOHHOH  CHCTEMBI 2 [1K-4.1 T1IK-4.2 JI1.1
YIpaBIEHUS JIOKYMEHTOOOOPOTOM  Ha [1K-4.3 JI1.2J12.1
npennpusatuax  AIIK.  OcymecTBasirs JI2.2J12.3
JIENIOBYIO TIEPENUCKY W MOAJEPKHUBAThH 2133
AJIEKTPOHHBIE KOMMYHHUKauu /JIex/

1.8 TexHomorus pabotel B 2 [1K-4.1 T1IK-4.2 JI1.1
cucreme DIRECTUM /Jlex/ I1K-4.3 JI1.2J12.1

J12.3
21022

1.9 TpeboBanmus, NPUHLMIBI,  TOPSIOK 2 I1K-4.1 I1K-4.2 JI1.1
(YHKIMOHUPOBAHUS CHUCTEMBI I1K-4.3 JI1.2712.1
BHYTPEHHETO JI2.3J13.2
JIOKYMEHTOO0OpOTa OpraHu3aluu 21032
/J1ab/

1.10 Hayano padoTsl B CHCTEME 2 [1K-4.1 I1K-4.2 JI1.1
DIRECTUM. PabGora ¢ mnankamMu H [K-4.3 JI1.2J12.3J13.
cceutkamu /J1a6/ 2

3132

1.11 Pabora c JIOKyMEHTaMHU. 2 [IK-4.1 T1IK-4.2 JI1.1
JloKyMeHTalmoHHOe oopmenue [K-4.3 JI1.2J12.3J13.
pelIeHui B YIPaBJIEHUU OIEpalluOHHON 2
(TpOM3BOICTBEHHOI) JIESTEIIBHOCTH 2102
opranm3armit /J1ab/

1.12 Iouck o6wvexros /J1ab/ 2 [IK-4.1 I1K-4.2 JI1.1

[1K-4.3 JI1.2J12.3J13.
2
32
1.13 Pab6ora ¢ 3agayamu u 3ananusmu /J1a6/ 2 [IK-4.1 [IK-4.2 JI1.1
[1K-4.3 JI1.2J12.3J13.
2
32
1.14 Pa6ota ¢ xomnonentamu /J1a6/ 2 [IK-4.1 T1IK-4.2 JI1.1
[1K-4.3 JI1.2J12.3J13.
2
32
1.15 Pa6ota co cnpaBounukamu /J1a6/ 2 [1K-4.1 [1K-4.2 JI1.1
[K-4.3 JI1.2J12.3J13.
2
32
1.16 JlonomHuTebHBIE BO3MOXHOCTH 2 [1K-4.1 T1IK-4.2 JI1.1
cuctem /J1ab6/ T1K-4.3 JI1.2J12.3J13.
2
32
1.17 Pabora B Mmonyne «Kannenspus» /Cp/ 18 [1K-4.1 T1IK-4.2 JI1.1
[K-4.3 JI1.2J12.3J13.
2J13.1
313233

1.18 [TonroroBka K JEKIusM, JaOOpATOPHBIM 26 [1K-4.1 T1IK-4.2 JI1.1

3ansaTusm /Cp/ [K-4.3 JI1.2712.1
2.2

J12.3J13.1
JI3.2

313233




1.19

CamocrodTenbHOE H3Y4EHHE pa3JIelioB 6
1 TeM y4eOHO# qucuuruinael /Cp/

20 I1K-4.1 [1IK-4.2

I1K-4.3

J1.1
J.2J12.1
2.2
JI2.3713.1
JI3.2
313233

1.20

TTogroroBoka

TEKyIIEMY
ycneBaemoctu /Cp/

K 6
KOHTPOJTIO

20 I1K-4.1 I1K-4.2

I1K-4.3

JI1.1
JI1.2712.1
J12.2
JI2.3J13.1
JI3.2
512233

1.21

IMoaroroBka k 3a4eTy ¢ orenkoit /Cp/ 6

28 I1K-4.1 [1IK-4.2

I1K-4.3

J1.1
J1.2J12.1
2.2
JI2.3713.1
JI3.2
313233

5. ®OHJI OIEHOYHBIX CPEJACTB

Pabouast mporpamMma IUCIMILUIHHEI

obecriedeHa (OHIOM OICHOYHBIX CPEICTB JUI IIPOBEICHUS

MPOMEXyTOUHOM aTTecTanmu. Comep:kanue GoHAa OLIEHOUHBIX CPEeJCTB NMpeacTaBieHo B [Tpunoxenun 1 u 2.

TCKYHIETO KOHTPOJIA H

6. YYHEBHO-METOJNYECKOE U HTH®OPMALIMOHHOE OBECIIEYEHUME JUCHUIIITUHBI (MO Y JIA)

6.1. Pexomenayemast iuTepatypa

6.1.1. OcHoBHas1 IMTEpaTypa

ABTOpBI, COCTaBHUTEIH 3arnmaBue W3znarenbcTBo,
JI1.1 | Coxonora,O.H., JlokymMeHTalmoOHHOE 0OecTieueHre YIpaBlIeH!s] B OpraHu3alnu [DJIeKTpOHHBIN Mocksa :
Axumouxuna, T.A. pecypc]: yaebHOE TTocOOHEe KnoPyc, 2019
Pexxum noctyna: https://book.ru/book/930424
JI1.2 | N. H. Ky3nenos JlokyMeHTaIoHHOoe obeceueHne ypasiaeHus. JJokyMeHTo000poT 1 IOpaiit, 2019
JIEJIONPOM3BOICTBO [DJIEKTPOHHBIN pecypc]: YUeOHHUK U IPAKTUKYM IS
MPUKIaJHOTO OakataBpruaTa
Pexxum nocrtyna: https://urait.ru/bcode/431759
6.1.2. lono/IHUTe/ILHAS THTepaTypa
ABTOpBI, COCTaBUTENU 3arnaBue W3narenscrso,
JI2.1 | XneOHukoB, A. A. MNHupopManmoHHBIE TEXHOJIOTHH [ DJIEKTPOHHBIN pecypc]: yueOHUK M.: Kuopyec,
Pexxum noctyna: https://book.ru/book/927689 2018
JI2.2 [B. B. Tpodumos; moxg | MadopmarioHHbIe TEXHOIOTHHU B 2 T [DNEKTPOHHBIN pecypc]: yueOHHK s M.:
pen. B. B. TpodumoBa | akageMudeckoro 6akaigaBprara UznarenbcTBo
Pexxwum noctyna: https://urait.ru/bcode/393083 IOpaiir, 2016
JI2.3 |T. b. Konprmkuna, M. | [lenoBbIe KOMMYHHUKaUH, JOKyMEHTOO0OPOT U AEIONPOU3BOICTBO IOpaiir, 2019
B. UlycTtuna [DnexrponHsIii pecypc]: yueOHOe mocobue st NpUKIaHoro OakagaBpuaTa
Pesxum moctyma: https://urait.ru/bcode/437256
6.1.3. MeTroauyeckue pa3padoTku
ABTOpBI, COCTaBUTENIHN 3arnaBue WznarensctBo,
JI3.1 |Kosnoga, JI. A., DNEKTPOHHBIH JOKYMEHT0000pOT Ha npeanpuatusax AITK [DnekrpoHHbIH Kupos: Bsr.
Bacuna, B. H. pecypc]: yaeOHO-MeTOoI. TocOOHUe JIsi CAMOCTOSTEINBHON PabOTH 00YIAIOIIHXCSI I'CXA, 2016
10 HampasieHuto noarorosku 38.03.02 MenemxMeHT
Pesxum mocrtyma: http://46.183.163.35/MarcWeb2/Default.asp
JI3.2 | Kosnoga, JI. A., DNEKTPOHHBIH JOKYMEHT0000pOT Ha mpeanpuatusax AITK [DnekTpoHHbIH Kupos, 2020
ITnoraukoBa C.H pecypc]: 1abopaToOpHBIN MPAKTUKYM TS 00YJArOIIIXCS IO HAIPABICHUIO
noaroroBku 38.03.02 MeHnemxMeHT
Pesxxum noctyna: http://46.183.163.35/MarcWeb2/Default.asp
6.2. Ilepedyennb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAINIMOHHOM ceTH "UHTepHeT"
D1 |Hayunas anexrponHas 6ubmroTeka [DIeKTpoHHbIH pecypc]. - Pexxum moctyna: http://elibrary.ru/defaultx.asp. - 3ari. ¢
9KpaHa
92 | Kommanus Directum [OdunmanbHeiii caidt] - Pexxum noctymna: http://www.directum.ru- 3ari. ¢ skpana
33 | MuHHCTEpCTBO HN(POBOTO Pa3BUTHS, CBSI3H U MACCOBBIX KOMMyHHKanuii Poccutickoit denepannut [ DmeKTpoHHBII

pecypc]. - Pexxum noctyma:  https:/digital.gov.ru/ru/ . - 3arx. ¢ sxpaHa




6.3. IlepeyeHb MHGOPMALIMOHHBIX TEXHOIOT Uil

6.3.1 IlepeyeHb MPOrpaMMHOr0 odecneveHust

6.3.1.1 | Onepanmonnas cucrema cemeiictea Windows (Windows Vista Business AO NL, MS Win Prof 7 AO NL, Win Prof 7
AOL NL, Win Home Bas 7 AOL NL LGG, Win Starter 7 AO NL LGG, Win SL 8 AOL NL LGG, Win Prof 8 AOL NL,
Win Home 10 All Languages Online Product Key License)

6.3.1.2 | Ilpunoxenus Office (MS Office Prof Plus 2007 AO NL, MS Office Prof Plus 2010 AO NL, MS Office 2013 OL NL, MS
OfficeStd 2016 RUS OLP NL Acdmc)

6.3.1.3 | Free Commander 2009/02b

6.3.1.4 | Google Chrome 39/0/21/71/65

6.3.1.5 | Opera 26/0/1656/24

6.3.1.6 | Directum

6.3.2 TlepeyeHb MH(OPMALIMOHHBIX CIIPABOYHBIX CHCTEM M COBPEMEHHbIX NPO(ecCHOHANIBLHBIX 023 JAHHBIX

6.3.2.1 | Undopmarmonnas ciipaBodnas cucrema: Koncymprantlhiroc

6.3.2.2 | Undopmarronnas cnpaBoyHas cucrema: [apant Aspo

6.3.2.3 |llpoeccuonanpuass ~ 0a3a  maHHBIX:  Haydnas  omekrpoHHas — OuOmuorteka  elibrary.ru  Pexxum  mgoctyma:
http://elibrary.ru/defaultx.asp

6.3.2.4 |IIpopeccuonanphast ©0a3za fgaHHBIX: OnekrpoHHBI Katamor @OIBOY BO Bsarckuit TATY Pexum ngocryma
http://46.183.163.35/MarcWeb2

6.3.2.5 | Ilpoeccuonanpuas 6a3a naHHbix: Mucnexuus dexepanbHOl HaoOroBoil cmy:xObl mo ropoxy Kupoy, Pexum noctyna:
https://www.nalog.ru/rn43/ifns/imns43 17/

6.3.2.6 | IIpodeccronanpuas 0a3a maHHbIX: Yrnpasienus dDenepanbHoro kasHaueiictBa mo KupoBckoit obmactu, Pexxum moctyma:
http://kirov.roskazna.ru/

6.3.2.7 | llpodeccronanpuas 6a3a nmaHHbIX: OQUIMANEHBIA CcalWT MUHHCTEPCTBA CENBCKOTO XO3SHMCTBA M MPOIOBOJBCTBHS
Kuposckoit obmacty, http://www.dsx-kirov.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JTUCHUIIJINHBI (MOAYJIS)

7.1 |Onucanne MarepHalbHO-TEXHHYECKOH 0a3bl, HEOOXOAMMOW JUI OCYIIECTBIEGHHS 00pa30BaTENBHOIO IIpoLecca II0
JUcuuIuInHe npeacrasieHo B [punoxenun 3 PITJ.

8. METOANYECKHUE YKA3AHUS 1JISd OBYYAIOIIUXCS IO OCBOEHUIO JUCHUITIJIMHBI (MOAYJIST)

OcBoeHNE TUCIUTUTIHEI IPOBOAXUTCS B ()OpME ayIUTOPHBIX 3aHATHH U BHEAYANTOPHOIN CaMOCTOATEIBHON pabOTH 00yJaronIuXcs.

IIpu mnpoBeneHUH ayIUTOPHBIX 3aHATUI MPELyCMOTPEHO INPHMEHEHHE CIEIYIOIMUX WHHOBAIMOHHBIX (OpM yueOHBIX 3aHATHH,
Pa3BUBAIOIINX y OOYYalOIIMXCS HABBIKM KOMAHIHOW pabOThI, MEXJIMYHOCTHONH KOMMYHHKALUM, TPHUHITHS DPELICHHH, JHAEpPCKHUe
KadecTBa: paboTa B MAIBIX IPYMIIaX; pa300p KOHKPETHBIX CUTYAIIH; BCTPEUH C MPEICTABUTEISIMH POCCHIICKIX KOMIIAHUH, MacTep
-KJIaCCHI SKCIEPTOB U CIIENUaIcToB . KonmdaecTBo 4acoB 3aHATHI B MHTEPAKTUBHEIX (hopMax OMperesIeHO yIeOHBIM ITIaHOM.
[Ipakruyeckass MOATOTOBKA IPH pealM3aluy JUCLMIUIMHBI OPTaHMU3YeTCsl IyTeM IPOBEACHUS JIaODOPAaTOPHBIX  3aHSTHH,
NpeIyCMaTpUBAIOIINX ydacTHe OOyYaloI[MXCs B  BBINOJHCHHM OTACNIBHBIX OJIEMEHTOB pabOT, CBA3aHHBIX C Oymymied
npoecCHOHATBHON IeSITENFHOCTRIO.

BreaynutopHas camocTosITeNbHas paboTa OCYLIECTBIIACTCS B CIEAYIOMHUX (hopMax:

*[]caMOCTOSITENIbHOE N3YUYCHUE TEOPETHUECKOro MaTepuaia (TeM JUCIUILIMHGL);

*[JTIONTOTOBKA K JTAOOPATOPHBIM 3aHSATHSIM;

*[|BBIIOJTHEHUE JOMAIITHUX TECTOBBIX U MHBIX WHIUBHIYaIbHBIX 3aJaHUH;

*[/OATOTOBKA K MEPOIIPHUSTHSIM TEKYIIEro KOHTPOJIS;

*[/MOATOTOBKA K POMEXYTOYHOH aTTECTAIUN.

[Ipn opraHm3amuy caMOCTOSTENFHOM pPabOTEI HEOOXOAWMO, NMPEXIE BCEro,00paTHTh BHUMAHHE HA KIIOYEBBIC ITOHATHSA, HECYIIHE
OCHOBHYIO CMBICIIOBYIO Harpy3Ky B TOM HJIM HHOM pa3jielie yueOHOW AUCIIUIUTHHEL.

1. CaMOCTOSTENIbHOE U3Yy4YEHNE TEM JUCLUILIMHBI

Jns paboTel HEOOXOOMMO O3HAKOMHUTHCS C YYEOHBIM IUIAHOM IUCHUIDIMHBL M YCTAHOBHTBH, KAaKO€ KOJIMYECTBO YacOB OTBEACHO
y4eOHBIM ITAHOM B IIEIOM HA H3YYCHHE MAWCHHIUIMHBL, Ha ayJUTOpPHYI0 paboTy C TpermojaBaTeIeM Ha JIEKIHOHHBIX U
MPaKkTHUECKUX (CEMUHApPCKUX), JTaOOpaTOpHBIX 3aHATHSAX, a TaKKe Ha CaMOCTOATENbHYI0 pabory. C Uenpl0 ONTHUMAaJIbHOM
CaMOOpraHU3alluy HEOOXOJUMO CONOCTaBHUTH 3Ty MH(OPMALHIO C rpauKoM 3aHSATHH M BBIIBUTH HauOolee 3aTpPaTHBIC 0 BPEMEHH
1 00BEMY TEMBI, YTOOBI 3apaHee ONPENeNUTh I ceOs mepuonsl 00beMHBIX 3amaHuid. [lenecooOpa3Ho HayaTh paboOTy C HU3yUEHHS
TEOPEeTHYEeCKOr0 MaTepuaia, OCHOBHBIX TEPMHHOB M MOHATUII Kypca M C IMUCBMEHHBIX OTBETOB HAa WHAWBHIYyalbHBIE M TECTOBBIC
3a1aHMs.

2. INoaroToBka K JEKIMOHHBIM H JJAOOPATOPHBIM 3aHATHSIM

TpagummonHOl QopMmoil TpemogHEeCeHMs MarTephaia sSBIseTcs Jekiua. Kypc mekumii mo mpeaMery JaeT HeoOXOOMMYIo
MHGPOPMAITHUIO 110 U3YYEHHIO

3aKOHOMEPHOCTEH M TEHJICHIMH pa3BUTHA OOBEKTa M IpEIMETa HCCIIENOBaHUS HM3y4aeMOW IUCUMILIMHBL. JICKIIMOHHBIH MaTepuan
PEKOMEHIYETCsI KOHCIEKTHPOBATb.

KoncnekTsl MO3BONAIOT OOydaromeMmycs HE TONBKO MONy4YHTh Oombllle HMHpOpMAIMM HA JIEKIMM, HO U TIPABUIBHO €T0
CTPYKTYPHPOBATb, a B JAJIbHEHIIICM - JIy4IIC OCBOHTb.

IToaroToBka K 7Ta0OpAaTOPHBIM 3aHATHAM HOCHT PAa3NUYHBIN XapakTep Kak II0 COXEp)KaHWIO, TaK M MO CIOKHOCTH HCIIOJHEHHS.
MHorue mabopaTopHble 3aHATUS TPEOYIOT OONBINONW HWCCIENOBATENbCKOH paboThl, W3YUYCHUS JIOMONHUTEIbHOW HAaydHOM




nurepatypsl. [Ipexxae 4eM OPUCTYNUTH K BBITOTHEHHIO TaKOW paboOTHI, 00ydaromeMycss HEOOXOJUMO O3HAKOMHUTBHCS OOCTOSTENBHO
C CoOIep)KaHMEM 3aJaHus, YSICHUTb €ro, OLEHUTb C TOYKM 3pPEHUS BOCHPHUATHS U 3alIOMUHAHUS BCE COCTABISIIOLIME €ro
KOMITOHEHTHI. Pe3ynbTaTel SKCIepHMeHTa, TpaguKd W T.JI. CIEAYeT CTPEMHTHCS IIOMYYHUTh HEMOCPENCTBEHHO IIPH BBHIOJTHEHUH
paboTsl B mabopatopuu. JlaGopaTopHast paboTa caMTaeTCs BBIIOIHEHHOH TONBKO B TOM CiIydae, KOrja OT4UeT 1o Hel mpuHAT. Yem
CKOpee COCTaBIICH OTYeT MOcCIe MPOBeAeHHs pabOThI, TeM MEHbIIEe Oy/eT 3aTpaueHo TPya U BPEMEHHU Ha ee 0(popMIICHHUE.

3. IToaroToBka K MEPONPHUATUSIM TEKYIIEr0 KOHTPOIS

B koHmE wW3y4eHHS KaKTOH TEMBI MOXKET IIPOBOMUTHCSA TeMaTHYECKas KOHTPOJBbHAs paboTa, KOTOpas SBIAETCS CPEICTBOM
IPOMEXYTOYHOIO KOHTpPOIS OUeHKU 3HaHui. IlogroroBka Kk HeH 3aKioyaeTcs B IOBTOPEHHMU IIPOHJEHHOTO MaTepuana H
MOBTOPHOM pEIIEHUH 3aJaHui, KOTOpble pacCMaTpPUBAUCh HAa 3aHATHAX, a TAKKE B BBIIOJHEHUM 3aJaHUIl JUI1 CaMOCTOSTENbHOI
paboTEI.

4. IloaroroBka K IPOMEKYTOYHON aTTECTalUN

IlogroroBka K 3a4eTy C OIEHKOH SBISETCS 3aKIIOUUTENBHBIM OSTAallOM M3Yy4YeHUS JUCHUIUIMHBI U ABISETCS CPEICTBOM
NPOMEKYTOUYHOrO KOHTpons. IloAroroBka K 3adeTy C OLEHKOW MpedrnojaraeT HM3y4eHHE KOHCIIEKTOB JIEKLUI, peKOMEHAyeMoil
JUTEPaTypsl U APYTUX HCTOYHUKOB, TIOBTOPCHNE MATEPHAJIOB IPAKTHICCKUX 3aHATHIL.




MuUHHCTEPETBO CeJbCKOro xossiicTsa Poceniickoit dexepannn
denepaibHoe rocy1apeTBennoe 010/ KeTHOE 00PA30BATEILHOE YUPEAKICHHE
BLICHIEr0 00pPa30BaAHUS

"BSITCKHI rOCyAapCTBEHHBII arpoOTeXHOI0rmecKuii ynusepenrer"

DJIEKTPOHHbIN JOKYMEHTO000POT HA NPEANPUATUAX
AIIK

paboyas mporpaMma JUCUMIIIMHBL (MOJLYJI51)

3akperuieHa 3a kadenpoi HHPOPMALHOHHBIX TEXHOJIOIHIT H CTATHCTHKH
YyeOublit riian Hanpagsenue noarorosku 38.03.02 Menemkment
Hanpasnensocts  (npodmiis) — mporpammel  OakajgaBpuata  "DKOHOMHKA U

MEHE/LKMEHT Ha npeanpustun (8 AITK)"

Kpamudurkaums dakajiaBp
®opma obyueHms 3204 HAs

OO0was Tpy10eMKOCTh 43ET

Yacos no yueOHOMY rJ1aHy 144 Bubl KOHTpOss HA Kypcax:

B TOM YMCJIC: 3a4eThl C OLIEHKOM 3
ayJIMTOPHBIE 3aHATHS 12

camocrosTesibHas pabora 128

HacoB Ha KOHTPOJIb

PRCIIPCHCJICHI'IC YAaCOB AHCHHUIUIMHBI IO Kypcam

Kypce 3
Bua 3anartuit VIl | PII Lhvere

Jlekuuu 4 4
JlaGoparopHbie 8 8 8
Hroro ayn. 12 112 |12 |12
KonrakrHas padora [ 12 |12 |12 |12
Cawm. pabora 128 | 128 | 128 | 128
Yack! Ha KOHTPOJIb 4 4 4 4
Hroro 144 | 144 | 144 | 144

Kupos 2021
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Pabouas nporpamMma AHCLHTIUIMHDI
DJIEKTPOHHBII J0KYMeHT0000poT Ha npeanpusitusix AIK
pazpaborana B coorsercTBuu ¢ GIOC:

MdenepalbHbIi rOCYIaPCTBEHHBIN 00pa3oBaTesbHbIH CTAHAAPT BbICLIEro 0o0pazoBaHus - OakajlaBpUaT 10 HalPaBICHUIO
noaroroekn 38.03.02 Menemxment (npuka3 MunoOpnayku Poccun ot 12.08.2020 r. Ne 970)

COCTaBJICHA HA OCHOBAHUM Y 4eOHOTO IJiaHa:

Hanpagsnenue noarorosku 38.03.02 MeneuKMEHT
Hanpasnennocts (npoduiis) nporpaMmel 6akanaBpuara "DKOHOMMKA M MEHEKMEHT Ha npeanpuatun (B AITK)"

0JI00PEHHOT0 M YTBEPHJIEHHOTO YueHbIM coBeToM yHusepcurera ot 15.04.2021 nporokon Ne 5.
PaGouas nporpamma AUCHMITIIMHBL PACCMOTPEHA 1 0/100peHa yueOHO-METOIMYECKOH KOMHUCCHEH

IKOHOMHMUECKOro (hakyJ/ibreTa [Iporokon NQ/%}Z;};Z"IS"anpeM 2021 r.
(‘—/(f

PaGouas nporpamma JIMCLMILUIMHBL pACCMOTPEHa M 0J100peHa Ha 3aceaaHny Kadeapsl

HHGOPMALMOHHLIX TEXHOIOT U H CTATUCTUKH
[Iporoxon No @/ﬁ or "15"anpens 2021
49’/ t¢7]
7

3aB. kadenpoi K.3.H., noueHTt Koznoa Jlapuca AnekceesHa




Buzuposanue PII/I 1y ncnostHeHus: B 04epeHOM y4eOHOM oy
Pabouas nporpamma nepecMoTpeHa, 00cykaeHa 1 0Jo0peHa A ucnoiaHeHus B 2022-2023 yde6HOM rojy Ha 3acemaHuu Kadeapsl

HHPOPMALMOHHBIX TEXHOJIOIHIl M CTATUCTUKH

IIporokomor " " 2022r. Ne

3aB. kadeapoi

Buzuposanue PII/] 1y ncnoniHeHus B ouepeJHOM Y4eOHOM oy
Pabouas nporpamma nepecMoTpena, oocyskaeHa u ogoopena ans ucnoiaHeHus B 2023-2024 yqe6HOM rofy Ha 3aceaHuU Kadeapsl

HHPOPMALMOHHBIX TEXHOJOIHIl M CTATUCTHKH

[Iporokom ot " " 2023 1. Ne

3aB. kadenpoit

Buzuposanue PII/] 1y ncnotHeHus1 B oUepeJHOM Y4eOHOM IOy
Pabouas mporpaMma nepecMoTpeHa, o0cykaeHa i 0400peHa s nucrnonHeHns B 2024-2025 yue6HOM Toqy Ha 3acefaHuU Kadeapsl

HHGOPMAIMOHHBIX TEXHOJIOTUH M CTATHCTHKH

IIporokomor " " 2024r. Ne

3aB. kadenpoii

Buzuposanue PII/] 1y ucnosiHeHUs1 B 04epeTHOM Y4eOHOM oy
Paboudas mporpamma nepecMoTpena, oocykaeHa u 0Jjo0penHa st ucnoiaaeHus B 2025-2026 yae6HOM roy Ha 3acenaHud Kadeapsl

l/IHq)OpMallI/IOHHl)IX TEXHOJIOTHI M CTATUCTUKH

IMporoxomor " " 20251. Ne

3aB. kadenapoit




1. HEJb (IEJX) OCBOEHUS JTUCIIUIIJINHbBI

1.

Ju—

npuoOpeTeHne TEOPETHUECKIX u MIPaKTHYECKUX HaBBIKOB  COBEPULICHCTBOBAHUS CHCTEMBI
JOKYMEHTAIlMOHHOTO o0ecrieueHns YIpaBieHuss Ha 0a3e COBPEMEHHBIX HH(GOPMALUMOHHBIX TEXHOJIOTHH B
eMHON HH(OPMAIIMOHHON CHCTEME

2. MECTO JUCIIHIIJIMHBI B CTPYKTYPE OIIOII

Huxn (pa3gen) OITOIT: b1.B

21

Tpe6oBaHus K NpeIBAPUTENLHON MOATOTOBKE 00y4alOLIerocs:

2.1.1

OOyuaromuiicsi JODKeH o0JanaTh 3HAHUSMH, YMEHUSIMH, HaBbIKAMH He HIKe | ypOBHS(HHU3KOrO), TMOMYYEHHBIMH IIpH
W3YYCHUH CIELYIOIMX IUCHMIUINH:IH(pOpMAaIlMOHHbIE TEXHOJOTMH B MEHEIDKMEHTE, ABTOMAaTH3MpPOBaHHOE pabodee
MECTO MEHEIKepa

2.2

JMCHMIUIMHBI U IPAKTUKH, IS KOTOPbIX OCBOEHHE JTAHHOH THCIUILIUHBI (MOAYJI) HEO0X0AMMO KaK
npealiecTByouiee:

2.2.1

Vmpasnenue AIIK, T'ocynapcTBeHHast UTOroBasi aTrTecTanus

3. KOMIIETEHIINN OBYYAIOIIETOCs, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUSA JUCHUTIITUHbI

(MOJYJIS)

[1K-4

Cnocoben OCYIIECTBJISITH I/IHQ)OpMaHHOHHO-aHaHI/ITI/I‘IECKyIO 1 OPTraHNU3allMOHHO-aAMUHHUCTPATUBHYIO ITOAACPIKKY
JACATECIIbBHOCTU PYKOBOAUTEIIA OpraHu3aliun

I1K-4.1 [ OcymecTBisieT JOKyMEHTUPOBAHUE YIIPABICHYECKOH AEATEIbHOCTU

I1K-4.2 | BeimonasieT HHPOPMAITOHHO-CIIPaBOYHYIO pabOTy ¢ JTOKYMEHTaMH, JJIEKTPOHHBIMH 0a3aMM JaHHBIX ¥ CHCTEMaMH
JNEKTPOHHOT0 JOKyMEHTO000pOTa

I1K-4.3 | [IpoBoauT aHain3 HHGOPMAMOHHBIX M JOKYMEHTAIIMOHHBIX TIOTOKOB, POCKTUPYET B3aUMOICHCTBUE OAPA3ICIICHUI
OpraHu3alLuy B Ipolecce pa3paboTKu U UCIIOTHEHHS PA3IMYHbIX BUIOB JOKYMEHTOB

B pesyibTaTe 0CBOCHHS JUCUMILINHBI 00y4Yalomuiics 10/KeH

3.1 |3uaTh:
3.1.1 |mopsnox QyHKIMOHMPOBAHUS CHCTEMBI BHYTPEHHETrO JOKYMEHTOOOOpOTa OpraHW3allM{; NPHHIUIEL, TPeOOBaHUS,
MOPSIOK JOKyMEHTAIFHOTO 0(OPMIICHHS YIPABICHISCKAX PEIICHNI B CHCTEMaxX JIEKTPOHHOTO JOKYMEHT0000poTa
3.2 | Ymersn:
3.2.1 |paboTtate B cHCTeMe BHYTPEHHETO JIOKYMEHTOOOOpPOTa OpraHM3alllH, OCYIIECTBISATh IOKyMEHTAIBHOE O(hOpMIICHHE
YIPaBICHYECKUX PEIICHUH B CUCTEMAaX IEKTPOHHOTO JOKyMEHT0000poTa
3.3 | UmeTh HaBBIKH M (WJIN) ONBIT AesiTe1bHOCTH (Biiagers):
3.3.1 |naBeikaMu pabOTBI B CHCTEME BHYTPEHHETO JOKYMEHTOOOOpOTa OpTaHM3AIlNH, OKYMEHTAIBHOTO O(QOPMIICHUSI
YIIPaBIEHUECKUX PEUICHUH B CHCTEMaX AIEKTPOHHOTO JOKYMEHTO000pOoTa
4. CTPYKTYPA U COJAEP)KAHUE JUCLHHUIIVIMHBI (MOAYJIS)
Koxn HaumeHnoBanue pa3gesnoB u TeMm /Bua | Cemectp / | Hacos | Komnerennun | Jlutepatypa | Unte | [Ipumeuanue
3aHATHS 3aHATHS/ Kypc (MHAUKATOPHI) paKT.
Pa3nen 1. JlokyMeHTallHOHHOE
o0ecneyeHue
1.1 Opranusanust  JIEKTPOHHOM  CHCTEMBI 3 4 I1K-4.1 I1K-4.2 J1.1 0
yIOpaBlieHHs JAOKYMEHTOOOOpOTOM  Ha [1K-4.3 JI1.2J12.1
npeanpusaTusax  AIIK.  OcymecTBisTh JI2.2J12.3
JIENIOBYIO IIEPENUCKY M IOAJEPKHUBATH 21 93
SIIEKTPOHHBIC KOMMYHUKaIu /JIex/
1.2 TpeboBanwus, NOPUHLIMIBL,  TOPSIOK 3 2 [IK-4.1 I1K-4.2 JI1.1 0
(YHKITHOHUPOBAHUS CHUCTEMBI T1K-4.3 JI1.2J12.1
BHYTPEHHETO JI2.3713.2
JOKYMEHTO000pOTa OpraHU3aLIH 0132
/J1ab/
1.3 Hauano paboThI B cucreme 3 2 [1K-4.1 T1IK-4.2 JI1.1 0
DIRECTUM. PaGora c¢ mamkaMu ¥ I1K-4.3 JI1.2J12.3J13.
cepuikamu /JTa6/ 2
2122
1.4 PaGora c JIOKyMEHTaMHU. 3 2 [1K-4.1 IIK-4.2 JI1.1 0
JIOKyMeHTaIMoHHOE oopmiteHme K-4.3 JI1.2J12.3J13.
pellleHuil B YIPABICHUU OIEPALUOHHOU 2
(TIpOM3BOICTBEHHOIA) JIeSITEIIbHOCTH 2132
oprannzarmii /J1ad/




1.5

Pa6ora ¢ 3amauamu u 3aganusmu /J1a6/ 3 2

I1K-4.1 [1IK-4.2
I1K-4.3

J1.1
JI1.2J12.3J13.
2
32

1.6

sansatusm /Cp/

IoaroToBka K JEKIHAM, J1aOOPaTOPHBIM 3 5

I1K-4.1 [1IK-4.2
I1K-4.3

J1.1
J1.2J12.1
2.2
JI2.3713.1
JI3.2
013233

1.7

CaMocCTOsITeNIbHOE HM3y4YeHHE pasJelioB 3 40
u TeM yueOHoM aucnumuasl /Cp/

I1K-4.1 I1IK-4.2
I1K-4.3

J.1
JI1.2712.1
J12.2
JI2.3J13.1
JI3.2
512233

1.8

IToaroroBoka

TEKyLIEMY
ycneBaemoctu /Cp/

K 3 30
KOHTPOITIO

I1K-4.1 [1IK-4.2
I1K-4.3

J1.1
J1.2J12.1
2.2
JI2.3713.1
JI3.2
313233

1.9

Hammcanue
pabotsr /Cp/

JIOMaITHeH

I1K-4.1 I1IK-4.2
I1K-4.3

J.1
JI1.2712.1
J12.2
JI2.3J13.1
JI3.2
512233

KOHTPJIBHOM 3 28

1.10

IonroroBka k 3auery /Cp/ 3 25

I1K-4.1 [1IK-4.2
I1K-4.3

J1.1
J1.2J12.1
2.2
JI2.3713.1
JI3.2
313233

3ager ¢ onenkoi /3auérCOny/ 3 4

I1K-4.1 I1IK-4.2
I1K-4.3

J.1
JI1.2712.1
J12.2
JI2.3J13.1
JI3.2
512233

5. ®OHJ]I OIEHOYHbBIX CPEJCTB

Paboyass mporpamMa JUCHUIUTHHEL

obecrieueHa (1)0HZ[0M OLICHOYHBIX CpC€ACTB JIA IPOBCACHHUSA

npoMexyTodHoi aTrectaruu. Cozepikanue (OHIa ONIEHOYHBIX CPENCTB MpeacTaBicHo B [Tpunoxkenwn 1 u 2.

TEKYHWICTO KOHTPOJIA H

6. YHEBHO-METOANYECKOE U HH®OPMALIMOHHOE OBECIIEYEHUWE JUCHUIIJIUHBI (MOYJIS)

6.1. Pekomenayemast 1uTepaTtypa

6.1.1. OcHoBHast TUTepaTypa

ABTOpBI, COCTaBUTENU

3arnaBue

H3parenscTBO,

Coxomnosa,0.H.,
Axumoukuna, T.A.

JlokyMeHTaIrmoHHOe 00eciedeHNe YIIPaBICHUS B OPTaHU3auH [ DJIeKTPOHHBIH
pecypc]: yueOHoe mocobue
Pesxum noctyma: https://book.ru/book/930424

Mockea :
KuoPyc, 2019

JI1.2 | W. H. Ky3HenoB JlokyMeHTaImoHHOe o0ecreueHre yrpapieHus. JJoKkyMeHTo000poT U IOpaiiT, 2019
JIETIOIPON3BOACTBO [ DIEKTPOHHBIN pecypc|: yaeOHUK M IPAKTHUKYM JUIS
IpUKIaJHOro OakanaBpuaTa
Pesxum moctyma: https://urait.ru/bcode/431759
6.1.2. /lonosiHuTeIBHAS JIUTEPATYPA
ABTOpBI, COCTAaBHTEIIH 3arnaBue W3znarenbcTBo,
JI2.1 | XneGuukos, A. A. WubpopMaIimoHHble TEXHOAOTHU [DIEKTPOHHBIH pecypc]: yaeOHHK M.: Knopyec,
Pesxxum noctyma: https://book.ru/book/927689 2018




ABTOpBI, COCTaBUTENN 3arnaBue W3naTenbCcTBoO,

JI2.2 [B. B. Tpodumos; moxg | MaopMaIOHHBIE TEXHOIOTHHU B 2 T [DNEKTPOHHBIH pecypc]: yueOHUK s M.:
pen. B. B. TpodumoBa | akageMuveckoro 6akajgaBprara N3naTenscTBO
Pesxum nmoctyma: https://urait.ru/bcode/393083 IOpaiir, 2016
JI2.3 |T. b. KonprmkuHa, M. | [lenoBbIe KOMMYHHUKaAH, JOKyMEHTOO0OPOT H AEIOIPOU3BOICTBO IOpaiir, 2019
B. HlycTuna [OnexrponnsIit pecypc]: yaebHOe mocobue ATt MPUKIaTHOTO OakaaaBpHaTa

Pesxxum nocrymna: https://urait.ru/bcode/437256

6.1.3. MeTroanyeckue pa3padboTKu

ABTOpBI, COCTAaBUTEIIH 3arnaBue W3narenbcTBo,
JI3.1 |Kosnosa, JI. A., DNEeKTPOHHBIH JOKyMeHT0000poT Ha npeanpuatusx AIIK [DnekrpoHHBIiH Kupos: Bsr.
Bacuna, B. H. pecypc]: yueOHO-METOI. TOCOOUE /TSl CAMOCTOSTEIBHON PabOThl 00YYAIOIIIHXCSI ICXA, 2016

o HarpasyeHuto noaroroBku 38.03.02 MenemxmeHT
Pexxum noctyna: http://46.183.163.35/MarcWeb2/Default.asp

JI3.2 | Kosnosa, JI. A., DNEeKTPOHHBIH JOKyMeHT0000poT Ha npeanpuatusx AIIK [DnekrpoHHBIiH Kupos, 2020
[Tnoraukosa C.H pecypc]: 1ab0paTOPHBIA IPAKTUKYM JUIsi 00YYarOIIUXCsl IO HAarpaBICHHIO
noarorosku 38.03.02 MenemxmeHT

Pexxum noctyna: http://46.183.163.35/MarcWeb2/Default.asp

6.2. [Tepeyens pecypcoB HH(OPMALMOHHO-TeJIEKOMMYHUKAUMOHHOI ceTn "UHTepHeT"

31 |Hayunas anexrpoHHast 6ubaroTeka [DIeKTpoHHbIH pecypc]. - Pexum noctyna: http://elibrary.ru/defaultx.asp. - 3aru. ¢
9KpaHa

22 | Kommanus Directum [Odunmanbheiii caidt] - Pexxum poctyma: http://www.directum.ru- 3ari. ¢ skpana

23 | MUHHCTEPCTBO IIU(MPOBOrO Pa3BUTHS, CBA3HM U MACCOBBIX KOMMYHHUKaIui Poccuiickoit denepariuu [ DneKTpoOHHBIIH
pecypc]. - Pexxum noctyma:  https://digital.gov.ru/ru/ . - 3ari. ¢ sxpaHa

6.3. Ilepeyenb nHGOPMAIHMOHHBIX TEXHOJIOT Uil

6.3.1 Ilepeuens mporpaMMHoOro odecrnevyeHust

6.3.1.1 | Onepanmonnas cuctema cemeiictea Windows (Windows Vista Business AO NL, MS Win Prof 7 AO NL, Win Prof 7
AOL NL, Win Home Bas 7 AOL NL LGG, Win Starter 7 AO NL LGG, Win SL 8 AOL NL LGG, Win Prof 8 AOL NL,
Win Home 10 All Languages Online Product Key License)

6.3.1.2 | Ipunoxenus Office (MS Office Prof Plus 2007 AO NL, MS Office Prof Plus 2010 AO NL, MS Office 2013 OL NL, MS
OfficeStd 2016 RUS OLP NL Acdmc)

6.3.1.3 [ Free Commander 2009/02b

6.3.1.4 | Google Chrome 39/0/21/71/65

6.3.1.5 | Opera 26/0/1656/24

6.3.1.6 | Directum

6.3.2 Ilepeuens HH(POPMANMOHHBIX CIIPABOYHBIX CHCTEM H COBPEMEHHBIX MPO(ecCHOHATBbHBIX 023 JaHHBIX

6.3.2.1 | Undopmarnuonnas cnpaBouHas cucrema: Koncynprantllnoc

6.3.2.2 | UndopmarmionHas cripaBovHas cucrema: [apant Aspo

6.3.2.3 |Ilpodeccronanbuas  0a3a  maHHBIX:  HayduHas  o;mekTpoHHas ~ OuOmuoteka  elibrary.ru  Pexxum  gocTyma:
http://elibrary.ru/defaultx.asp

6.3.2.4 | llpodeccronanpuass ©0aza gaHHBIX: OnekTpoHHbId Katanor @®IBOY BO Bsarckuit TATY Pexum mocrtyma
http://46.183.163.35/MarcWeb2

6.3.2.5 | Ilpodeccuonanpuas 6a3a naHHbIX: MHCnekius demepanbHON HAIOTOBOW Ciry:kObI 1Mo Toponay Kupoy, Pexum mocryma:
https://www.nalog.ru/rn43/ifns/imns43_17/ IMpocdeccnonansHas  6a3a  OaHHBIX:  YIIPaBIEHHA DenepanbHOro
kasHaueiictBa mo KwupoBckoit obmactu, Pexum poctyma: http://kirov.roskazna.ru/ IlpodeccruonanbHas 0a3za JaHHBIX:
O¢unmanbHbIil calT MUHHCTEPCTBA CEIBCKOTO XO3SHCTBA M MPOMOBONLCTBUS KupoBckoit obmactu, http:/www.dsx-
kirov.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JUCHUIIJINHBI (MOAYJIST)

7.1 |Onucanne MaTepHalbHO-TEXHHYECKOH 0a3bl, HEOOXOAMMOW JUI OCYIIECTBIEHHS 00pa30BaTENBHOIO IIPOLEcca IO
JUCIUILUIMHE TpeacTaBieHo B [punoxenun 3 PIT/.

8. METOAUYECKHUE YKA3AHUSA 1JIAA OBYYAIOIIUXCSA IO OCBOEHUIO JUCHUIIJIMHBI (MOAY JIST)

OcBoeHNE AUCIUIUTIHEI IPOBOAUTCS B (hOpME ayAUTOPHBIX 3aHATHI U BHEAYAUTOPHOH CaMOCTOATEIBHON pabOTH 00yJaronuXcs.

IIpu mnpoBeneHUM ayIUTOPHBIX 3aHATUI MPELyCMOTPEHO INPHMEHEHHE CIEIYIOIMUX WHHOBAIMOHHBIX (OpM yueOHBIX 3aHATHH,
Pa3BUBAIOIINX y OOYYAIOIIMXCS HABBIKM KOMAHIHOW pabOThHI, MEXJIMYHOCTHONH KOMMYHHKALUM, IIPUHSITHS DELICHHH, JHAEpCKUe
KadecTBa: paboTa B MAIBIX IPYMIIaX; pa300p KOHKPETHBIX CUTYAIIHH; BCTPEUH C MPEICTABUTEIIMH POCCHICKIX KOMIIAHUH, MacTep
-KJIaCCHI SKCIEPTOB U CIENUaTicToB . KonnuecTBO yacoB 3aHATUI B MHTEPAKTUBHAIX (hopMax OIpeesieHO yIeOHBIM IIIIaHOM.
[lpaxkTuyeckass MOATOTOBKA IIPH pealM3alMM JUCUUIUIMHBI OPTraHU3YEeTCsl IyTeM IIPOBEACHUS JIaOOPaTOPHBIX  3aHSTHH,
NpeIyCMAaTPHUBAIOIINX yJYacTHE OOYYAIOIIMXCS B BBIIONHCHWH OTACNBHBIX JJIEMEHTOB padoT, CBS3aHHBIX C Oymymiei
npohecCHOHATBHON JIeSITEIFHOCTHIO.

BreaynutopHas camocTosITeNnbHas paboTa OCyLIECTBIACTCS B CIEAYIOMUX hopMax:




*[]caMOCTOSTENbHOE U3ydYEeHHE TEOPETHUECKOT0 MaTepuana (TeM JUCIHUILIINHEL);

*[/MOArOTOBKA K J1a00PATOPHBIM 3aHATUSIM;

*[|BBINOJIHEHNE JOMAIIIHUX TECTOBBIX U MHBIX MHIUBUYaIbHBIX 3alaHHI;

*[lnoAroToBKa K MEPONPUITUSAM TEKYLIErO KOHTPOJIS;

*[JnoAroToBKa K IPOMEKYTOYHOH aTTECTALMH.

[Ipn opraHm3anMM CaMOCTOSTENBHON pabOTHI HEOOXOIMMO, IPEXK/E BCEro,00paTHTh BHUMAHHME HA KIIOUCBBIC IIOHSTHS, HECYIIUE
OCHOBHYIO CMBICIIOBYIO Harpy3Ky B TOM HJIM HHOM pa3Jielie yueOHOW ANCTIUTUTIHEL.

L. CaMOCTOSTENIFHOE U3yYCHHE TEM TUCLIUILIHHBI

.I[J'IS[ pa60TI>I HCO6XOI[I/IMO O3HAaKOMUTBHCA C y‘IC6HBIM IJIaHOM JUCHUIIJIMHBI W YCTAHOBUTBH, KAaKOC KOJIMYCCTBO YaCOB OTBCIACHO
y‘Ie6HI>IM IJITaHOM B 1EJIOM Ha HW3Y4YCHUE JOUCHUIUIMHBI, Ha ayAUTOPHYIO pa60Ty C IMpernogaBaTeJIiEM Ha JICKIAOHHBIX U
MPaKTHUECKUX (CEMUHApPCKUX), JTaOOpaTOpHBIX 3aHATHSAX, a TaKKe Ha CaMoCTOATeNbHYI0 pabory. C UHenpl0 ONTHMAaJIbHOM
CaMOOPraHHU3aIlH HEOOXOANMO COIIOCTABUTH 3Ty MH(OpMANUio ¢ TpadUKOM 3aHATHI M BBISIBUTH HauOoOJee 3aTpaTHBIC IO BPEMECHHU
1 00BEMY TEMBI, YTOOBI 3apaHee ONPENeNUTh I ceOs mepuonsl 00beMHBIX 3amaHuid. [lenecooOpa3Ho HayaTh paboOTy C HU3yUEHHS
TEOPETUYECCKOI0 MaTeprajla, OCHOBHBIX TEPMHUHOB H THOHATUH KypCca U C NHCBMCHHBIX OTBETOB Ha WHAWBUAYAJIBbHBIC U TECTOBBLIC
3aJaHusl.

2. INoaroToBKa K JEKIMOHHBIM H JJAOOPATOPHBIM 3aHATUSIM

TpanuuuonHoit ¢Qopmoii mpenogHeceHHs MarTepuana sABisercs Jekuus. Kypc Jekuuii 1mo mnpeaMeTy JaeT HeoOXOAMMYOo
HUH(OPMALHIO 110 U3YUECHHIO

3aKOHOMEPHOCTeH W TEHAEHIWH pPa3BUTHA OOBEKTAa W TNPEAMETa HCCIEeJOBAaHMSA H3y4aeMOH AHMCIMIUIMHEL. JISKIMOHHBIM Matephal
PEKOMEHYETCsl KOHCIEKTUPOBATh.

KoHcriekTbl 103BONSIOT oOydaroleMycss HE TOJNbKO IONYYHTh Oonblie HH(POPMAlMK Ha JIEKUMHM, HO W MpPaBHIBHO €ro
CTPYKTYpHPOBAaTh, a B 1aJbHEHILEM - JIyUIlle OCBOUTD.

ITonroroBka K a0OpPaTOPHBIM 3aHATHAM HOCHUT DPA3IWYHBIH XapakrTep KaK II0 COAEPXKAHUIO, TaK W IO CIIOKHOCTH HCIIOJHEHHS.
Muorue mabopaTopHble 3aHATUS TPeOYIOT OONBIIOW HCCIAENOBATENbCKOM paboThl, H3y4YEHHUS JOMOJHUTEIbHOM Hay4yHOI
autepatypsl. IIpexe 4eM NpUCTYNHUTh K BBINOJIHEHHIO TaKOH paboThl, 00y4aroIeMycss HEOOXOANMO O3HAKOMHTBLCS OOCTOSITEIIBHO
C COACp)KaHMEM 3alaHMs, YSICHUTb €ro, OLEHUTb C TOYKM 3PEHUS BOCHPUATUS M 3allOMMHAHMS BCE COCTAaBILIOLIME €ro
KOMIIOHEHTHI. Pe3ynbTaTel SKCHEpHMEHTa, Tpadukd M T.JA. CIEAYeT CTPEMHTHCS IOMYYUTh HEMOCPEICTBEHHO IIPU BBINOIHEHUU
pabotel B naboparopun. JlabopaTopHas pabora cuMTaeTcs BBIIOIHEHHOH TOJNBKO B TOM Cilydae, KOrja OT4eT 1o Heil npuHsar. Uem
CKOpEE COCTaBIICH OTYET II0CIIE MIPOBEACHHS pabOThI, TeM MEHbIIIE OyJIET 3aTPaueHO TpyJa U BpPEMEHHU Ha €€ 0(OpPMIICHHE.

3. IlonroroBka K MEpONPUSATHAM TEKYLIErO KOHTpPOIA.B KoHIE H3ydyeHHMs KaXIOW TEMbl MOXKET IPOBOAUTHCS
TeMaTndeckass KOHTPOJIbHAsE paboTa, KOTopas SBISIETCS CPEJCTBOM IPOMEXKYTOYHOTO KOHTpOJIA OLEHKH 3HaHuWi. [loxroroBka k Heif
3aKII0YaeTCad B IMOBTOPEHUM IPOMIEHHOrO MaTepuajga M IOBTOPHOM PELIEHUU 3aJaHUH, KOTOPbIE PAacCMATPUBAINCh HA 3aHATUSAX, A
TaloKe B BBITIOTHEHUH 3a1aHUI JUI CAMOCTOSITEIIbHOI PabOTHI.

4. IloaroroBka K NpOMEKYTOYHOH aTTECTALUH.

IlonroroBka K 3auery ¢ OLEHKOM SBJIAETCS 3aKIIOUUTEIbHBIM OTallOM U3Yy4YCHUs JAUCLUUILIMHBI U SABISIETCA  CPEICTBOM
MIPOMEXYTOYHOIO0 KOHTpousid. [loAroroBka K 3adeTy C OLIGHKOW IpeanojaraeT M3ydYeHHE KOHCIEKTOB JIGKIMH, pEeKOMEHAyeMOM
JUTEPATyphl M APYTUX HCTOYHUKOB, TOBTOPEHUE MATEPUAIIOB IPAKTHYECKHUX 3aHATHIL.




[Tpunoxenue 1

@®OH/] OIEHOYHBIX CPEJICTB
JUTS TIPOBEZICHHS IIPOMEKYTOYHOM aTTeCTalluy 10 AUCIUIUINHE
DNeKTPOHHBINA TOKyMeHTo00opoT Ha mpeanpusatuiax AIIK
Hanpasnernne moarorosku 38.03.02 MenemxmeHT
HamnpasneHHOCTS (Tpoduis) mporpaMmsl OakanaBprara « JKOHOMUKA W MEHEDKMEHT Ha npennpusitun (B AITK)»
KBanugukanus 6akanaBp



1. Onucanue Ha3HAYeHHs U cOCTaBa (OHAA OLEHOYHBIX CPe/ICTB

Hacrosmuit porn omenounsix cpencte (@OC) BXomuT B cOCTaB pabodeid MPOTpaMMBI AWCIHIUIHHBI «
OneKTpoHHBIN JOKyMeHTo000poT Ha mpeanpusatuax AIIK» u nmpenHazHaueH Ui OLCHKU IUIAHUPYEMBIX PE3YJIBTATOB
00ydeHust - chOPMUPOBAHHOCTH HHANKATOPOB JOCTIDKCHNS KOMIIETEHIINH M OIIBITA AEATEIBHOCTH, XapaKTEPH3YIOIIINX
3Tans! GOPMUPOBAHNS KOMIETEHINH (11.2) B IIpolecce N3ydeHUs] JaHHON TUCIUTIIHHBL.

@®OC Brmoyaet B cebsl OLIEHOYHBIE MaTePUAIIBI TS IPOBEICHISI POMEXKYTOYHOH aTTECTAIlNK B opMe 3adeTa
C OLICHKOM.

®OC pa3paboTaH HA OCHOBAHHH:

- ®denepanbHblil TOCYIapCTBEHHBIH 00pa30BaTeNIbHBIN CTAaHIAPT BBICIIET0 00pa3oBaHMs - OakajlaBpUar IO
HarnpasieHuro noarorosku 38.03.02 Menemkmenra (npuka3 MunoopHayku Poccun ot 12.08.2020 1. Ne 970);

- OCHOBHOH mNpodeccHoHaIbHOW 00pa30BaTEIbHON HMPOTPaMMBI BBICIIEr0 OOpa3oBaHUS 110 HAIPABICHUIO
monrotoBku 38.03.02 MeHeMKMEHT HampaBlIeHHOCTH (MpOQIII0) mporpaMmbl OakamaBpuata «OKOHOMHKA U
MeHeDKMEHT Ha npeanpustud (B AIIK)»;

- Tonmoxenms «O ¢dopmupoBannu (GOHAA OLEHOYHBIX CPEACTB JUIA IPOMEXYTOUYHOH M HTOTOBOH
aTTecTaly 00ydaroIuxcs 1o 00pa3oBaTeIbHBIM IPOrPaMMaM BBICIIET0 00pa30BaHMI».

2. Ilepeyenb KOMNeTeHIUH ¢ yKa3aHHEM 3TanoB uX ¢GopMHpPOBaHUS B INpoIlecce OCBOEHHs] 00pa3oBaTeIbHOIt
NpOrpaMMbl

- Croco0OeH ocymecTBIATh MH(POPMAIIMOHHO-aHATUTHUECKYI0 M OPTraHM3alMOHHO-aIMUHHUCTPATUBHYIO IOAICPIKKY
JeATeIbHOCTH pyKoBoauTens opranuzaimu (I1K-4).

Kon Iranbl GOpMHUPOBAHMSA KOMIIETEHIUH
¢opmupy- B IIpouiecce 0CBOECHHs 00pa30BaTe/IbHOI POrpaMMbl
emMoit . . "
KOMIIE HavanbHblii OcHoBHoOI1 3aK/II0YUTEeIbHBIH
Tan Tan aTan
TeHIUH
® ABTOMaTHU3UpPOBaHHOE pabouee © DJIeKTPOHHBII JoKyMeHToobopoT Ha | e IloaroroBka k rocy-
MECTO MEHEKepa npennpusatuax AIIK JIapCTBEHHOU UTOIOBOM
[IK-4 o Mndpopmaruzanms OuzHec- ® YyeOHas MpakTHKa: HaAy4HO- aTTecTalluu
MPOLIECCOB uccieioBaTeNnbCcKas padoTa (moryde-
o KOMHL}OTepHLIe CCTH HUEC NEPBUYHBIX HABBIKOB HAYYHO-
HCCIIeIOBATEIbCKOM paboThI)

3. [lnaHupyeMble pe3yabTaThl 0CBOEHUSI 00Pa30BATEJbHOI MPOrpaMMbl MO JAMCUUILVINHE, BbIPa)KeHHbIE Yepe3
KOMIEeTeHIINH M HHANKATOPbI UX IOCTH/KEHMIi, OMHCaHUe KA OleHNBAHUS

Koax m HammMeHOBaHUe Koa u HauMeHOBaHMe HHANKATOPA J0CTHKEHUSI Haumeno- HaumeHoBaHHe
¢popmupyemMbIX KOM- (opmupyemoii komnereHuMu BaHUe KOH- OLIEHOYHOI'0 cpej-
neTeHUu TpoJupye- CTBA NPOMEKYTOY-
MBIX pa3je- HOJ aTTecTaluu
JIOB M TeM
IIK-4. Cnocoben ocy- | I1K-4.1 Ocy1mecTBIS€eT JOKyMEHTHPOBAaHHUE Paznen 1 TecToBble BOIPOCHI K
HIECTBJISITh  MHpOpMa- YIpaBIeHIYECKON JAESITETbHOCTH paboueit 3a4eTy C OIIEHKOW IO
IIHOHHO- I1K-4.2 Brmonaser HH(POPMAIMOHHO- | TPOrPaMMBbI JUCLIUTUINHE
aHATUTHYECKYIO u CIPaBOYHYI0 paboTy C JOKyMEHTamH, | AMCLUILIU-
OpraHu3alMOHHO- 9JIEKTPOHHBIMHU 0a3aMH JaHHBIX U CHCTe- HBI
aIMUHUCTPATHBHYIO MaMH 3JEKTPOHHOTO JOKyMEHT0000poTa
MOJJEPKKY  jaesrenb- | [TK-4.3 IIpoBoguT ananu3 WHOOPMAIMOHHBIX U
HOCTH  PYKOBOIUTEIIA JOKYMEHTAIlMOHHBIX ITIOTOKOB, IIPOCKTH-
OpraHusalliu pyeT B3aMMOJEHCTBHE HOApa3JelIeHUN
OpraHM3allii B TIpoIecce pPa3padOTKH |
HCIIOJHEHUS Pa3IMYHbIX BUIOB JOKYMEH-
TOB

Jist onieHKH chOopMUPOBAHHOCTH COOTBETCTBYIOIIMX KOMIIETEHIIMH MO AUCIMIUINHE «DJIEKTPOHHBIH JOKYyMEHTO000pOT
Ha npeanpusatisix AIIK» npu npoBeneHun MpoMeXyTouHOH aTtTecTanuy B (popMe 3adera ¢ OLEHKOW NPUMEHSETCS cle-
JIYIOIIas IIKaJla OIlEHUBAHUSL:

[IIxana oneHUBaHUS

Kpurepun ouenuna- YIOBJIETBOPHUTEb-

Ne HEYIOBJIETBOPUTEIHLHO XOPOIIIo OTIMYHO
HUS HO
Ilokazarenu

VYpoBenbp  ycBoenus | Huszkuii ypoBeHsb ycBo- | [IpeacraBieHsl TBepnoe 3HaHue | Boicokuil ypoBeHb
1 | oOywarommmcst Teo- | eHMs Marepuana. IIpo- | 3HaHuUsA Tobko | Marepuasia. OOy- | yCBOGHHUS MaTepH-

pPETHYECKUX 3HAHWH | JEMOHCTPHPOBAHO HE- | OCHOBHOTO MaTe- | YAalOmMi OTBETWJ | aja,  MPOJIEMOH-




U YMECHHE WCIOJIb30- | 3HAHWE 3HAYUTEIBHOHN | puaja, HO  HE | IPAaBWIBHO OT 76 | CTPUPOBAaHO yMe-
BaTh UX U PEHICHUS | YaCTH  INPOTPAMMHOTO | YCBOGHHI €ro neTa- | A0 85% TEeCTOBBIX | HUE TECHO YBS3HI-
mpodeccHOHANBHEIX | Martepuaia.  OOyuato- | meif. OOywarommii | 3amaHuit BaTh TEOPHIO C
3a7a4 OMHA OTBETHJI NPaBWIb- | OTBETHJI TIPABHIIb- npaktukoii. OO0y-
HO MeHee yeM Ha 70% | HO oT 70 o 75% Yaromuid  OTBETHII
TECTOBBIX 3aJaHUN TECTOBBIX 3aJaHUN MpaBUIBHO OoJiee
yeM Ha 86% Te-

CTOBEIX 3aJaHuil

2 | Jlormunocth, 000c- | CymecTBenHsie omud- | Herounoctu B | ['pamotHoe u mo | McuepmbiBatorie
HOBaHHOCTb, YeT- | KU, HET OTBETOB Ha JIO- | OTBETaX, HEAOCTa- | CYIIECTBY OCJIE0BATEIbHO,
KOCTh OTBETa HAa BO- | NMOJHHUTECNIBHBIC  yTOY- | TOYHO  MPABUJIb- | U3JIOKCHUE YETKO M JIOrMYe-
TIPOCHI HSIOIINE BOIIPOCHI HBIC (OPMYIIUPOB- | TEOPETHYCCKOTO CKU CTPONHO H3Iia-

KH, HapYIICHUs | MaTepuana, He | raercs
JIOTHYECKOW  TO- | JOMyCKas  CyIIe- | TCOPSTHICCKHIA
CIIEZIOBATEIFHOCTH | CTBEHHBIX HETOY- | MaTepHal

B HM3JIOKCHHUHU IPO- | HOCTEH B OTBETE

TpaMMHOTO MaTe- | Ha BOIPOC

puana.

3 | Pabora B Teuenume | Umerorcsa MHorouuc- | Merorca mpomyc- | AkTuBHas, 3anon- | AKTHBHas, 3anod-
ceMecTpa, HalW4We | JICHHBIE TMPOIMYCKH 3a- | KM 3aHSATHH, 4Ya- | )KEHHOCTh OTCYT- | JXEHHOCTh OTCYT-
3aJ0JDKCHHOCTH 110 | HATHH, 3aJ0JDKEHHOCTH | CTUYHAs 3307~ | CTBYyeT CTBYeT
TEKyIEMy KOHTPOJIO | IO TEKyIIeMy KOHTPO- | )KEHHOCTh IO Te-

YCIEeBaEMOCTH. JIFO 3HAHUH KyIleMy KOHTpO-
JIFO 3HAHUM

4. TunoBble KOHTPOJBHBIEC 32JaHUSI WJIM HHbIe MATepPHAJbI, HEOOXOAMMBbIe N OLEHKH c()POPMHPOBAHHOCTH
KOMIIETeHIUii B polecce 0CBOCHHUsI 00pa30BaTeIbHOI MPOrpaMMbl
TecToBBIE 3a1aHUA
N0 JMCHHUILIMHE «JJeKTPOHHBbIN JOKYMeHT0000poT Ha npeanpustusax AITK
JJIS1 IPOMEKYTOYHOM aTTecTauuu B (popMe 3a4eTa ¢ OLEHKOM

1.ITpu pabote ¢ TOKYMEHTaMH B JJIEKTPOHHOM 0a3e HaHHBIX pekBU3uT- 310 ([TK-4)

1.OnemenTapHas yacTuield HHPOPMALMU WM JIOTUYECKU HE JEIHMMBIA 3JIEMEHT B CTPYKTYpEe dKOHOMHYESCKOH HH-
dbopmaruu.

2.IlokazaTens

3.MarepuaibHblii HOCUTENb (UKCUPOBAHHOW HH(POPMAIH

4.PernaMeHTUpOBaHHAs! COBOKYITHOCTh B3aUMOCBSI3aHHBIX COBOKYITHOCTEH OIepalluii Ha | TOKYMEHTaMH.

2.BOJIBIIMHCTBO JOKYMEHTOB cocTouT u3 uacteit: (TTK-4)
1. Beenenue, TEKCT, 3aKIOUECHHE
2. 3aroJ0BOYHOM, COACPKATEIHHOM, 0(OPMHUTEITECKOM
3. 3aroJ0BOYHOI, TEKCT, 3aKJIFOUYCHUE
4.CoznepkaTensHON, 0(OPMHUTEITBCKOH, 3aKITFOUCHUS

3. Cucrema 35eKTpoHHOTO HoKyMeHToo60opota DIRECTUM — aro (ITK-4)

1 cucTema AIIeKTPOHHOTO JIOKYMEHTO000POTa M YIIPaBIICHUsI B3aUMOICHCTBUEM, HalleJIeHHAasl Ha MOBBIIICHUE 3(-
(EeKTUBHOCTH PabOTHI BCEX COTPYAHMUKOB OPTaHU3ALIMH B PA3HBIX 00JIACTIX X COBMECTHOH NESITEIHHOCTH.

2.Cuctcema cbopa u 06paboTku HHPOPMALTUN

3.CucrteMa onTUMHU3AIMHA HA0Opa MaTepUAIOB

4 ERP-cucrema

4. KopnopatuBHsle HH)OpMAIIMOHHBIE CUCTEMBI YIIpaBiIeHHs T0KyMeHTaMu obecrieunBaot (I1K-4)

1. OGecrieunBarOT arperupoBaHue, ypaBJeHHE 1 I0CTaBKy MH(pOpMauy uyepe3 ceti MurepHer

2. IIpouecchl OTCNneKMBaHU, CO3/IaHMUs, TOCTYIA, KOHTPOJIS U JIOCTABKH MH(OPMALMH BIUIOTH IO YPOBHS Pa3zieioB
JIOKYMEHTOB 1 OOBEKTOB ISl X ITOCIIEAYIONIETO TOBTOPHOT'O MCIOIB30BAHUS U KOMITHIISLIAH

3.KopnoparusHyto HHQpacTpyKTypy ISl CO3JaHUsI, COBMECTHON PaOOThI Haj IOKYMEHTaMH M MX ITyOJIMKaIiH, J10-
CTYITHYIO BCEM TI0JIb30BATEISIM OpTaHN3aINH.

4. IlpenHa3HaveHb! ISl CIEU(DUIECKUX BEPTUKAIBHBIX M TOPU3OHTAIBHBIX IIPUIIOKCHNHN

5. B cucreme anekTpoHHOro gokymentoobopora DIRECTUM mokymenT MoskeT uMeTh (ITK-4)
1. OrpaHnyeHHOE KOJIMYECTBO BEPCHUit
2. He 6onee 3 Bepcwii
3.HeorpannueHHOE KOJIMYESCTBO BEPCHIA.




4. He 6onee 10 Bepcuit

6. Cucrema ssiekTpoHHOTO H0KyMeHToo60poTa DIRECTUM cootBerctByeT Koutemnmu (ITK-4)
1. MRP
2.ERP
3.ECM
4.CASE

7.I1pu npoeKTUPOBAHUY B3aUMOICHCTBUS TOPA3ICICHUNA OPTaHU3alMK B CUCTEME 3JICKTPOHHOTO JOKYMEHTO000pOTa
(TIK-4)

1.0mpenenseTcs JOHKHOCTHRIMU HHCTPYKITHSIMHA

2. Onpezensercs MapIIpyTOM, 3a1aBaCMbIM HHUITHATOPOM.

3.0npenensercs Npe3uICHTOM KOMIIaHUH
4.0mpenenseTcs IIaHOM, 33/1aBaeMbIM HHHAITHATOPOM

8. IIpu paboTe ¢ TOKyMEeHTaMH Ha OJIaHKaX KaKoro JOKYMEHTa He yKa3bIBaeTCs HAMMEeHOBaHHe Buaa gjokymeHTa (I1K-
4)

1.mpukaza

2.MOCTaHOBIICHUS

3.mucpMa

4.mpoToKOIa

9. Ilpu 1OKyMEHTHPOBAHUH YIPABICHUYECKOH eI TeIbHOCTH KAKUM HOPMAaTHBHBIM aKTOM CJIEIyeT PyKOBOJICTBOBAThCS
KaJIpOBOMY PaOOTHHKY NP OGOPMIICHUH ¥ 3AIIOJIHEHUH TPYnoBoil KHIKKH ([1K-4)

1.B€IOMCTBEHHBIM HOPMAaTHBHBIM aKTOM

2.nocra”HoBieHueM IlpaBurensctea PO

3. MHCTPYKUHMEN 1O NETOMPOU3BOICTBY

4 uHcTpykuuet Muntpyaa Poccun

10. HazoBuTe HOpMaTUBHBII MpaBoBOil akT. C MOMOIIBIO KOTOPOTO PEryJIUpYeTCs HOPSIIOK pACCMOTPEHHS 00paIeHni
rpaxnan B opranmsaiuu (I11K-4)

1.periaaMeHT opraHn3anuu

2.MHCTPYKIMA MO AETOMPOU3BOICTBY

3.3aK0H 0 OPSAKE pacCMOTPEHHS OOpaIleHHI TpaXKaaH

Bonpocs! 1J1s1 TOATOTOBKH K 3a4eTy ¢ OLeHKOMi
Buns! napOpMaIim, BUAB JOKYMEHTOB.
[IpaBoBoe obecmedeHne SMEKTPOHHOTO JOKYMEHTO000POTa.
JIoKyMeHTaIlMOHHOE 00ecTIieueHue YIIPaBIeHIECKOH IeATETHbHOCTH.

NS S

Crnoco6sl MpeACTaBJICHUSA TMCPBUYHBIX NAHHBIX O XO3SIHCTBEHHBIX nponeccax M sBJICHUAX Ha MAlIMHHBIX HOCHUTC-
JIX.

o

IOpunuyeckast cuna nokymenta. OCHOBHbIe TpeOOBaHMS K OQOPMIICHHIO JOKYMEHTOB. PEKBU3UTHI JOKYMEHTOB,
KJIaCCU(UKATOPHI.

Wndopmanronssle cBsA3u npeanpusaTus. MHGopMaIis B 3IeKTpOHHOH cpee.
ONEeKTPOHHBIA JOKYMEHT-OPUIHHAN U 3JIEKTPOHHBIA JOKYMEHT-KOMUSI.
CucremMHBIE 0COOEHHOCTH 3JIEKTPOHHON M TPaJMIIMOHHON Cpeibl HHPOPMAIIMOHHOTO B3aUMOJICHCTBHSI.

© oo No

AHanoroBast M 3JMEKTPOHHAsI Cpela CYIICCTBOBAHMS JOKYMEHTa OJIEKTPOHHBIN 0OMEH HEIOPHINYECKUMH JOKY-
MEHTaMH, TyOIUpyIomuii 0OMeH I0pUANYECKIMHU IOKYMEHTaMH.

10. Tpasosoe obecneuenue ucrnonpzobanus DI U >IEKTPOHHOrO JOKYMeHTa. [IopsAI0K CO3MaHMS M COXpaHEHHs
OUII. IIpaBuna ucnoab30BaHUS.

11. Crenuduka s3p1Ka JOKyMEHTOB

12. Crunb oprauu3anmoOHHO-PACIOPSANTENEHOM TOKYMEHTALHH.
13. SI3bik genoroit TIEPEINCKHU.

14. Honsarue noxymentuposanus. [loustue Jen0npon3BoaCTBa.

15. JlokymeHT0060pOT Ha MpeanpUATHAX, Pa3IMYHON (HOPMBI COOCTBEHHOCTH. JIOKYMEHTOMOTOKH, COCTABISIONINE
JIOKyMEHTOOOO0POT MPEANPHUSATHS

16. JToxymenTHele kanansl. KommyHuKanuonssle 6apbepbl. JIOKyMeHTanbHbIH (OH HpeampUSTHiA.

17. Buns! dopm peructparmy. 3HaUeHHE PETUCTpaiy. Pa3paboTka perucTpalioHHbIX GOPM JOKYMEHTOB.

18. HeobxoanmocTs, pa3paboTka HOMEHKIATYPHI Aei. OpraHn3amys XpaHeHH JOKYMEHTOB. DIEKTPOHHbIE APXHUBEL.
19. Houck noxymentos. CHCTEMBI KOHTPOIIS 3aMOTHEHHS JOKyMeHTa. CHCTEMBbI 3alllUThL.



20. TTopsmox mocTyma K HHGOPMAIHH. ABTOPH3aIHs Hob30BaTenet. JKypHan peructparmn paboTsl TTONb30BaTeNeH

21. Cxembl Gu3HEC —TIPOLIECCOB MPEATIPHUATUS

22. Kopnopartusrbie UICY . UCY ]| opreHTHPOBAHHbIE HA GU3HEC-TIPOLIECCHI.

23. CucTeMbl yTpaBJeHUs KOHTEHTOM.

24. Cuctems! ynpasnenus uapopmanmeit. CHCTEMBI yIpaBIeHHs 06pa3zaMu

25. CucteMb! ympaBjieHHs TTIOTOKAMH paboT.

26. Xapaxrepuctuky cucteM. OYHKIUN CUCTEM YIPaBJIEHHS A€T0NPOU3BOACTBOM U JOKYMEHTOOOOPOTOM TIPEANpHs-
tust. [IpenmyniecTa cucteM. HanpaBieHus: pa3BUTHSA TEXHOJIOTHH YIPABICHUS JOKYMEHTAMH U 3HAHUSIMHU

27. TpeboBanus, npeabaBiseMble kK coBpeMeHHbIM CD/]

28. CpaBHUTENbHbIE XapaKTEPUCTHKH COBPEMEHHBIX CHCTEM 3JIEKTPOHHOTO JTOKyMEHTO060pOTa (POCCHICKOTO 1 3apy-
0€KHOTO IPOU3BO/ICTBA).

29. Mpunmune: cozganus COJI

30. Hacrpoiika cuctemst DIRECTUM. Cosnanue u paboTa ¢ 3MeKTPOHHBIMHU JOKYMEHTAMH B CHCTEME

5. Metoauveckue MaTepuajibl, onpeaeadaommue npouecaypbl OuCcHUBaHUA 3HaHHﬁ, yMeHI/Iﬁ, HaABBIKOB M (I(IJ'[I/[)
OonbITa 1€ATEJIBbHOCTH, XaPAKTCPU3YIOIIUX 3TAllbI (1)0pMI/Ip0BaHI/IH KOMIIeTeH Ui,

IMpouenypa oreHuBanus cHOPMUPOBAHHOCTH WHAMKATOPOB JOCTHXKECHUSI KOMIIETCHIMH MPU NPOBEJACHUN MpPOMe-
XKYTOYHOHM aTTecTaluy MO JUCHMIUIMHE «DJIEKTPOHHBIM MOKyMeHTooOopoT Ha mpeampustusx AITK» mposoautcs B
(opme 3aueTa c OLEHKOM.

[Mopsinok opraHM3anuy ¥ MIPOBEICHUS MPOMEXYTOUHOH aTTecTanny oOydaromierocs, (opMa IpoOBEICHUS, MIPOIIe-
Jlypa ca4yd 3a4eTa ¢ OLIEHKOM, CPOKHM M MHBIE BOIIPOCH! onpezencHsl [lomoxkeHneM 0 Mopsake opraHu3alud U MpoBe-
JICHUS TEKYIIEro KOHTPOJIA YCIIEBAEMOCTH M IIPOMEKYTOYHOH aTTecTalny 00yJarommxcs.

[Tpouenypa oneHnBanus cHOPMHUPOBAHHOCTH MHANKATOPOB JOCTIDKCHNST KOMIIETCHIIMH PH POBEICHUHN 3a4eTa C
OLIEHKOM MPOBOAMTCS MYTEM MHUCbMEHHOT'O MIIM KOMIIBIOTEPHOTO TECTUPOBAHHSI 00YHaIOIINXCS:

e  o0yuaromeMycs BbIIACTCS BAPUAHT MICHMEHHOTO MIIH KOMITbIoTepHOTO TecTa (cuctema Moodle);

® [0 pe3ylbTaTaM TeCTHPOBAHUS BBICTABIIACTCS OIIEHKA COIVIACHO YCTAaHOBJICHHOM INIKAJIBI OLIEHUBAHUS.

JI71s1 OArOTOBKHU K 3a4€Ty C OLEHKON PEKOMEHyeTCs UCIOJb30BaTh JEKIMOHHBIN U IPAKTUYECKUI MaTepuall 1o Juc-
LUIUTHHE, TUTepaTyPHbIE HCTOYHUKH, a TAKKE 3JIEKTPOHHBIMH PECYpCaMH.



IIpunoxenue 2

®OHJ OHEHOYHLBIX CPEACTB
JUTS IPOBEICHISI TEKYIIETO KOHTPOIIS YCIEBAEMOCTH TI0 TUCIUTIIIHE
«DIeKTPOHHBIN T0KYyMeHT0000poT Ha npeanpuaTusax AIIK»
Hampasnenue noarorosku 38.03.02 MenemxkMeHT
Hanpasnenuocts (mpo¢uiis) nporpaMmbl OakamaBpuaTa « DKOHOMHUKA U MEHEHKMEHT Ha npeanpustin (B ATIK)
Kpanuduxanusa 6axkanasp



1. Onucanue Ha3HAYEHHS U COCTaBa (POH/IA OLIEHOYHBIX CPEACTB

Hacrostmuii  goug  omenouynsix cpencts (POC) BXoaur B cocTaB pabodel mporpaMMbl  JUCITHITIIHHBI
«DJEeKTPOHHBIN JOKYyMeHTooOOopoT Ha mpeanpusatusx AIIK» u mpenHasHaueH [Uis OLEHKH IUIAHUPYEMBIX PE3YJIbTaTOB
o0ydeHust - cpOpPMUPOBAHHOCTH HMHAMKATOPOB MOCTHIXKCHHUSI KOMIIETCHIMI W OMbITA JEATEIbHOCTH, XapaKTEePU3YIOLIHX
9Tanbl OPMUPOBAHHS KOMIIETEHIIMI B MPOLIECCE OCBOCHUS TUCIIUTLITHHBI

2. Ilepeyennb koMneTeHU U, GOPMHPYeMbIX IPU U3YyYEHHH TUCHHMILIUHBI

- Cnoco0eH oCyIIeCTBISITh MHPOPMAIIMOHHO-aHAIUTHYECKYIO U OpraHU3alMOHHO-aJMHHUCTPAaTHBHYIO TOAJICPKKY Hes-
TeNbHOCTH pyKoBoauTelst opranusaiuu ([1K-4).

3. BaHK O1IeHOYHBIX CpPeICTB

Jlist oneHKH COPMHUPOBAHHOCTH WHAMKATOPOB JOCTIDKCHMS KOMIETCHLIMH M OMBITA JCATEIBHOCTH, XapaKTePH3YIOMNX
9Tanbl (HOPMHUPOBAHUSA KOMIICTEHIMH B IPOIECCE OCBOSHHS IUCHIUILTHHBI ««DIEKTPOHHBIH TOKYMEHTOOOOPOT Ha Mpen-
npusaTusx AIIK» ucnosns3yroTes ciieayronue OLeHOUYHbIE CPEACTBA:

Kon u nHaumeHoOBa- Kon v HanMeHoBaHMe HHOUKATOpA Kpurepun HaumeHnoBanue Haumenosa-
HHE (QOPMHPYEMBIX | IOCTIDKEHUS (popMupyemoii koMre- OILICHUBAHHUS KOHTPOJIHPYEMBIX HHUE OIICHOY-
KOMITETEHITHIA TEHLIUU pa3zesnoB U TeM HOTO CpefCTBa
TEKyIETro
KOHTPOJIS
ITK-4. Cnocoben [IK-4.1 | OcymiecTBasieT 10KY- IomHota 3Ha- | Pasmen 1 paboueit | TectoBbie
OCYLIECTBIATE  HH- MEHTHPOBAaHHUE yIIPaB- HUH  KOHTpO- MIPOIrpaMMBI JUC- 3aJaHHsl, KOH-
(bopMaIoHHO- JIEHUYECKOU AESTEIbHO- JINPYEMOTO LIMTUTHHEL TpoJbHas pa-
AQHAIUTUYECKYI0 U CTH MaTepuaa 6ota
OpraHU3aOHHO- IIK-4.2 | Beimonnset uadopma- - Jlorm4HOCTS,
aIMUHUCTPATUBHYIO IIUOHHO-CIIPAaBOYHYIO 000CHOBaH-
TIOIACPIKKY nest- paboTy ¢ JOKyMEHTaMH, HOCTB, YeT-
TENBHOCTH  PYKOBO- 3JIEKTPOHHBIMH 0a3aMu KOCTh OTBETa
UTETIS] OpTraHu3alun JAHHBIX ¥ CUCTEMaMHU Ha BOIIPOCHI
3JIEKTPOHHOTO JOKyMECH-
TOOOOpOTA

I1K-4.3 | TIpoBOAUT aHAIH3 UH-
(hopMaIMOHHBIX U TOKY-
MEHTAI[MOHHBIX IOTOKOB,
MPOCKTUPYET B3aHMO-
JielicTBHE Mojpa3ere-
HUW OpraHu3aluu B
mporiecce pa3paboTKu U
WCTIOTHEHUS Pa3IHIHBIX
BUJIOB JOKYMEHTOB

T1K-4. Criocoben [IK-4.1 | OcymecTBasieT JOKy- [omrora 3Ha- | Pasgen 1 paboueit JloMarHss
OCYIIECTBIISITh  HH- MEHTHPOBaHHE YIPaB- HUIl  KOHTPO- | MPOrPaMMBbI JIHC- KOHTPOJIbHAsI
(bopMaroHHO- JIEHYECKOU JeSITeNhHO- JIUPYEMOTO [UTITHHE pabora
AHAJIMTUYECKYIO | CTH Marepuana
OpraHu3alOHHO- IIK-4.2 | Beimonnset uadopma- - Jlorn4HOCTS,
aIMUHUCTPATUBHYIO IHOHHO-CIIPABOYHYIO 000CHOBaH-
TNOAJEPIKKY nest- paboTy ¢ JOKyMEHTaMH, HOCTb, YeT-
TEIBHOCTH PYKOBO- 3JIEKTPOHHBIMH Oa3amMu KOCTBb OTBETA
JIUTEJIS] OpraHU3aIun JAHHBIX ¥ CHCTEMaMHU Ha BOITPOCHI

3JIEKTPOHHOT'O TOKYMEH-

To00OpOTa

[IK-4.3 | TIpoBoaUT aHATH3 UH-
(hopMaIMOHHEIX U JJOKY-
MEHTAIMOHHEBIX [IOTOKOB,
MPOCKTHPYET B3aHMO-
JIeHCTBUE MOApa3iene-
HUI OpraHu3aluy B
nporecce pa3paboTKu U
WCTIOJTHEHUS PAa3IMIHBIX
BHJIOB TOKYMEHTOB




TecToBbIE 3a1aHNS
JJ1Sl MPOBEeHNs TeKYyIero KOHTPOJIsl yCreBaeMoCTH 10 TUCHMIIIUHE
«DJIEKTPOHHBII T0KyMeHT0000poT Ha npexnpusaTusax AITK»

Texymuii KOHTPOIb B (hOPME TECTOBBIX 3aJaHUH MPETHA3HAUYEH ONPEACICHHUS YPOBHS OLCHKH C(hOPMHUPOBAHHOCTH HH]IH-
KaTOPOB JOCTHXEHUSI KOMIICTEHIINI M OIBITa ACATEIBHOCTH B MPOLECCE M3YUCHHS AUCIUILTHHBI 00YJalOMNUMHIC OYHOH,
OYHO-3209HOH U 3a09HOHN popMBbl 00yueHHUs. Pe3ynpTaThl TEKYIIEro KOHTPOJIS OLIEHUBAIOTCS TOCPEICTBOM IIKAJIBI:

Kpurepuu one- [IIxana oneHUBaHHUS
HUBAHUSI HCY/IOBJICTBOPHTEILHO |  yIOBJIETBOPUTENHHO | X0pOIIOo | OTJINYHO
MOKa3aTeIH
[IpaBunBHOCTH oOygaromuiics 1ajn MeHee | oOydwarommuiics gan 51- | oOywaromuiicst man | oOywaromuiics man 6o-
oTBeTOB Ha Teo- | 50% mnpaBunbHeIX oTBe- | 70% mpaBUNBHBEIX OT- | MeHee 71-90% mpa- | nee 90% npaBUIBHBIX
peTudeckue TOB TEOPETHYECKHE BO- | BETOB HA TEOpETUYE- BUJIbHBIX OTBETOB OTBETOB Ha TEOpETHUE-
BOIPOCHI IIPOCHI CKH€ BOIIPOCHI Ha TEOpeTHUYECKHE CKHe BOIIPOCHI
BOIPOCHI

TumnoBble TeCTOBbIE 3aJaHUA

1.BemonHseT HHPOPMAIMOHHO-CIIPABOYHYIO PadOTy ¢ JOKYMEHTaMH 3ajjada, OT KOTOPOH CO3IaHbl Mo3aaaquH - 3TO.
1.Bemymmas 3agada

2.3aga4da

3.1y1aBHas 3a1a4da

4.3agaHue

2. Cnycok UCTIOJIHUTENEH TI0 3a/1ade ¢ YKa3aHHWEeM TOCIeI0BATEIbHOCTH U CPOKOB BBITIOTHEHHS 3aIaHUH - 3TO
1.mapupyT 3anava

2.r1aBHas 3aJada

3.6u3Hec-mpoIiecc

4. cchLIKa

3.ITaHens 3aKIa70K AJIs OBICTPOrO Mepexo/ia MeX Iy MarnKkaMu pa3HbIX 00BEKTOB - 3TO
1.manens

2.1maHens OBICTPOTOo NeHCcTBUA

3.maHenb JEUCTBUA

4. cchka

4.JlepeBo BIOXCHHBIX MATIOK [UIS TIAITKH, BBIJCIICHHON Ha TIAaHEIH OBICTPOTO JOCTYIA — 3TO
1. 3aroa0BOK OKHA

2.CTpOKa COCTOSIHHUS

3. IepeBo mamnok

4. TeKyIINA SJIEeMEHT

5. Cucrema DIRECTUM nmeet apxutektypy

1.xnueHT-cepBep

2.¢aiin-cepBep

3.cepBepHYIO

4.6a30ByI0

6. KnaBuma, coxpansitoniast usMeHeHus: JaHHbIX okHa cuctembl DIRECTUM

1.F2.

2.F2+F4

3.F4.

4 F1

7. B3anmoneiictBue nonp3oBateneit B cucteme DIRECTUM ycranaBnuBaroTcs mpasa A0CTyIa K JOKYMEHTaM
1.mpocMoTp, yaajaeHne, OTHBIN.

2.MpOCMOTp, U3MEHEHUE, TTOTHBIN

3.M0JIHBIH, yaneHue, "3BMEeHEeHUu !

4.0TKpbITHE, MOJU(DUKALINS, TOTHBINA

8. Ckonbko cocTosiHUM 3afaHuil npenycMorpeHo B cucteme DIRECTUM
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2.5

3.2

4.He MpeayCMOTPEHO

9.0cymiecTBIeHHE JTOKYMEHTHPOBAHUS YIIPABICHYECKON MEATEILHOCTH THIOBBIE MapuipyTel B cucteme DIRECTUM
HACTpauBaeT

1.aIMUHUCTPATOP CUCTEMBI

2.aIMUHUCTPATOP

3.pa3paboTYHK CHCTEMBI

4.1monp30BaTENb CUCTEMBI



10. JIns noucka HeoOxoaumoro nokymeHThl B cucteMe DIRECTUM ucnone3yercs
1.mmonck.
2. urbTpanus
3. otbop
4. HET BO3MOKHOCTH
MeTtoanyeckue MaTepHaJIbl, ONpeae/siole Npoueaypy oOleHUBaHUS

[ponenypa oueHnBanus cHOPMUPOBAHHOCTH WHAWKATOPOB JOCTHKECHUS KOMIIETEHIIMHA W OMBITA ACATEIFHOCTH B
MpoLIeCCe MU3YyUYEHUsl JUCIMILIUHBI IPU MPOBEACHUU TEKYIIETO KOHTPOJSI 3HAHUI MPOBOJIUTCS MYTEM BBINOJIHEHHS TE€CTO-
BBIX 33/1aHUi. B ciydae oTcyTCTBUS 00yUalomerocs o yBaKuTEIbHON MpUYUHE 3aJjaHie eMY BBIJAETCs Ha IOM C yCIIOBH-
€M TIPEeJICTaBJICHUS PE3YJIbTATOB Ha CleAyoIIeM 3aHaTud. OUeHKa MPOBOAUTCS MOCPEACTBOM WHTETPAIILHOM IIKAJIBI.

KonTtponbnas pabora
A5 IPOBE/IeHUsI TeKYyLero KOHTPOJIsl ycleBaeMOCTH M0 JHCHHUIIIMHE
«DeKTPOHHBIH T0KyMeHT0000poT Ha npeanpusaTuax AIIK»

Texymuii KOHTPOIb B (hOpME KOHTPOIBHON pabOTHI MpeaHA3HAUCH ONPEACICHHUS YPOBHS OLEHKN C(OPMHUPOBAH-
HOCTH MHIHWKATOPOB JOCTHXXCHUSI KOMIIETCHIMN ¥ OIBITa ACATEIHHOCTH B MPOLECCE M3YUEHHS TUCIUILTMHBI 00yJaroIin-
MHCS OYHOM, OYHO-3209HOH (PopMBI 00yUeHHS

PesynpraThl TeKymero KOHTPOIs B popMe KOHTPOIBHON pabOThl OIEHUBAIOTCS MOCPEACTBOM HHTETPAILHOM IIKa-
JIBL:

Kputepuu orie- IlIxana oueHMBaHUsA
HUBaHUSA HEYJOBJIETBOPUTEILHO | YIOBJIETBOPUTEIHLHO | XOpOUIO | OTJINYHO
NIOKa3aTeNu

[IpaBunbHOCTH HENpaBWJIbHOE TNPUMEHE- | CYIIECTBEHHbIE 3aMmeyda- | IpaBUJIbHOE IpUME- | MPaBUJIBHOE MpUMeE-

pellleHnuss  KOH- | HUE€ METOJMKH, HEBEpHbIE | HUS IO pacueraMm HEHHE METOJUK C | HEeHue METOJUK,

TPOJIbHBIX 33/1a4 | pacyeThl HE3HAUYUTEJIbHBIMU OTCYTCTBUE 3ameya-
3aMeYaHUsIMU 10 | HU MO pacyeTam
pacyeram

Tunosele 3a1aHus VIS KOHTPOJIbHOH padoThI
JJISl MIPOBEAeHN s TeKYyIero KOHTPOJIsl yCIeBaeMOCTH 110 JUCHMILIHHE
«DJIEKTPOHHBII J10KyMeHT0000poT Ha npeanpusaTusax AIIK»
3aga4a | BemmonanTe paboTy B cCHCTEME 3IEKTPOHHOTO TOKYMEHTO000poTa
1.B manke «30paHHOE» co3maiiTe manky «3aJaHus Ha KOHTPOJIE).
2.B manky «/30paHHOE» CKOMUPYHTE CCHUTKY HA MAINKy «J{OKyMEHTHI B paboTe».
3.Co3maiite B manke «30paHHOe» HOBBIM JOKYMEHT U3 (aiiina — JJoIKHOCTHAS HHCTPYKIS MEHeKepa 10 IePCOHATY.
4.]1511 CO3TaHHOTO JJOKYMEHTa CO3/1aiiTe HOBYIO BEPCHIO.
5.YcTaHOBUTE IIPAaBO Ha MPOCMOTP CO3J[aHHOTO JJOKyMEHTa COCEy CleBa
6. ITocMoTpuTe HCTOPHIO CO3AaHHBIX BaMu TOKyMEHTOB.

3anaya 2. OcymiecTBUTE JOKYMEHTUPOBAHUE YIIPABICHUECKOHN NeATETbHOCTH

1.Pabota ¢ BHyTpeHHUMH JIOKyMeHTaMu. [Ipu BBINOJHEHHH 3a/laHMsl POJIM PACIIPENEISIOTCS CIESIYIOMNM 00pa-
3oMm: Ctyznent]-HauaneHuk otaena kanpos, CtyneHT2 — PykoBoautens. PaboTa BEITOTHIETCS CIEAYIOIIAM 00pa3oM:

-Hauansnuk otnena kaapos (Cryaenrl) coznaer mokyment Word ¢ Bugom «I[Iprka3 kajipoBbiii», B KOTOPOM T'OTO-
BHUT TIpuKa3 00 yBOJIBHEHUN cOTpyaHIKa. Ha 3ToT mokymeHT naet PykoBoauremto (CTyneHT2) mpaBa Ha H3MEHEHHUE. 3aTeM
co3pmaet 3amauy it PykoBoaurens (CTyaeHT2), B TEKCTE KOTOPBIH MUTIET «Y TBEPIKICHHE JOKYMCHTAY;

-PykoBomurens (CTymeHT2) TONydYaeT 3aJaHHe, O3HAKOMHBIIUCH C JOKYMEHTOM, CO3JaeT MOA3aJady Ul
Havanpauka otaena xanpos (CtyzaeHT]) C mpock00ii 1opaboTaTh JOKYMEHT;

-Ha4aJIbHUK oTAena kKaapoB (CryneHTl) mosydaer 3a/laHHE€ W BHOCHT B JOKYMEHT TpeOyeMmble MOIPaBKH, HOCHE
Yero BBIMOJIHACT 3aJJaHNE;

-PykoBogurens (CtymeHT2) monydaeT 3afjaHne — KOHTPOJIb, BHOCUT B JJOKYMEHT CBOM IOIPABKHU, HOANHCHIBAET
€ro COBeil MeKTPOHHOH U(POBOIT MOMUCHIO, MPUHIUMAET 33/JaHHE-KOHTPOJIb M BEITIOHACT 3a/1aHHe, IIPUILEIIee PaHee;

-Hagansauk otnena kagpos (CtyneHt]) moaydaer 3aaHue-KOHTPOIIb M IPUHAMAET €To0.

3anaya 3 CripoekTupyiite B3auMOAEHCTBHE MOJpa3AeIeHIH OpraHu3aliy B IIpoliecce pa3pabOTKU U UCTIOIHEHUS pa3-
JIUYHBIX BHJIOB JOKYMECHTOB
VYKaXuTe CPOKH XpaHCHHUS CICAYIOMUX JOKYMCHTOB
1.YcraB ®I'BOY BO Bsrckuii TATY
2.PacxoaHblil KacCOBBIN OpAep
3.baHKOBCKBas BHITIHCKA
4. Tlpukas o mpueme Ha paboTy
5. OOBsiCHUTENBHAS COTPYTHUKA
6. JloroBop 00 oka3aHuH 00pa30BaTEIbHBIX YCIIYT
7.JloroBop mpoaxu
8. Cuet —(akrypa
9. [loroBop napeHus
10.Tabenp yuera pabouero BpeMeH!




11. XKypnan ydera Hafost MOJIOKa

12. MuauBKayanbHbIM I1aH-oT4eT nmpenogasatens (Ha npumepe @PIBOY BO Bsrckuiit TATY)
13. Bxopsmee TuCcEMO

14. TpynoBast KHWXKa COTPYTHUKA

15. Hapsin Ha caenpHYyI0 paboTy

3agaua 4. OcymecTBHTEe JOKYMEHTHPOBAHUE YIIPABJIEHYECKOI JeATeTbHOCTH

1.Co3pnaiite B manke «M36pantoe» HOBBIN qokymeHT WOrd ¢ nadopmaimeii o cebe U COXpaHHTE ero.

2.Ha3Haute npaBa Ha JJOKyMCHT.

3. CoznaiiTe HOBYIO BEPCHIO CO3/IaHHOTO TOKYMEHTA.

4.VI3MeHUTE CTaIUIO0 )KU3HECHHOTO IIMKJIA TOKYMEHTa Ha «/[efcTByromuii».

5.CxonupyiTe JOKYMEHT.

6.Ymanure CCHUTKY HA CKOITMPOBAHHBIA JOKYMEHT.

7..HaiinnTe Bce MOKYMEHTHI, CO3/IaHHBIC B IPUIIOXKeHUH —penakrope Word

8..Haifmure manku, B KOTOPBIX pa3MeIIeHBI CCHUTKA Ha OOBEKTH CHCTEMBI

9.Haiinute Bce JOKYMEHTBI, CO3AaHHBIE BAMU.

10.B mamke «Vcxonmsmmey» MPOBOIHIKA CUCTEMBI CAETaiTe BUANMBIMU M PACIIONOXKHUTE TIONS B cleayromeM mopsiake: C,
T,!, Cocmoanue, Cpox, Tema, Huuyuamop. OCTaabHbIC OIS TOJDKHBI OBITh HEBUIMMBIMH.

11.B mamnke «JIngHbIe JOKYMEHTBI» YCTAHOBHTE COPTUPOBKY IO BO3PACTAHMIO IS MO Haumenosanue, a 3aTeM IO BO3-
pactanuro ans noist Cozoaro.

12.B nanke «JIudHble JOKYMEHTBD» ClieIaliTe BUIUMBIMY U PACHOIOKUTE TOJIS B cieayoumemM nopsaake: I, Haumenosanue,
Aemop. OcTalibHBIC OIS JOJDKHBI OBITh HCBHUIUMBI.

13.ITocMoTpHTE UCTOPHIO CO3IaHHBIX BaMu JOKYMEHTOB.

14. OTnpaBbTe BIOKCHUEM B MUChME JOKYMEHT HH(pOpMAITHst 0 cebe cocey crpasa.

3agaua 5. BeinosinuTe HHPOPMALMOHHO-CIIPABOYHYI0 padoTy ¢ JOKYyMEHTaMu

1.B namnke «/30panHOE» co3pmaiite manky A JOKyMEHTOB «JlOKyMEHTHI Ha KOHTPOJIE» | AJISI TPYIIIBI ITOJIb30BaTeNeH
«Bce monp3oBaTen» Ha3HAYBTE NIPaBa Ha MPOCMOTP TMANKH «/lOKyMEHTHI Ha KOHTPOJIE).

2. I3MeHuTe TUII aNKHX It JOKYMEHTOB «JlOKyMEHTHI Ha KOHTPOJIE» Ha MANKy U1 KOMIOHEHT. Mi3MeHnTe HanMeHoBa-
HHE Ha «JINIHBIE KOMIOHEHTHI »

3.B nanky «/306paHHOe» CKOIUPYITE CChUIKY Ha Manky «/{okyMeHThI B paboTe».

4.Co3paiite B namnke «/30paHHOe» HOBBIN JOKYMEHT U3 (aitia — Tpya0BOii JOrOBOP C reHEepaIbHBIM JAUPEKTOPOM, YKaXKH-
Te HeocTarouyo nHpopmaiuoo. Cedsl yKaKUTe B Ka4eCTBE FeHepalIbHOTO AUPEKTOPA.

TpyaoBoii 10roBOP ¢ reHepaJbLHLIM IUpekTopom " " 200 . O6miee cobpanue akIiMOHEPOB (YIACTHUKOB)
3A0 (0O00) « », IEUCTBYIOIIEe HA OCHOBAHWHU Y CTaBa, UMeHyeMoe B naibHeimem «IIpes-
MIPUSITHE, C OJHOW CTOPOHBI, 1 , IMEHyeMbIii(as1) B TaJIbHEeHIIEeM
«"eHepanbHBI JTUPEKTOPY, C IPYrol CTOPOHBI, PYKOBOJICTBYSICH IEHCTBYIOIINM 3aKoHOAaTenbCcTBOM Poccuiickoit dene-
pauuu, 3aKIrounian Hactosmui TpyaoBoi JloroBop 0 HUXKECIEYIOIIEM:

1. O6mue noJoKeHN

1.1. Hacrosimumii JIoroBop peryivpyert TpyJdOBbl€ U HHbIE CBSI3aHHbIE C HUMH OTHOWEHUs Mexay «[Ipennpustuem» u «I'e-
HepaJIbHBIM AUPEKTOPOM.

1.2. PaboTa 1o JaHHOMY JIOTOBOPY SIBIISIETCSI OCHOBHBIM MECTOM PaboThl «I €HepaIbHOTO TUPEKTOPaY.

1.3. Ha3Ha4yeH Ha JOJHKHOCTH «[ eHepanbHOTo aupektopay (¢.u.o.) pemenunem O6-
1ero coOpaHust aknoHepoB (ydacTHUKOB) [Ipotokon (Pemenue) Ne 1 ot « » 200  rona.

2. ®yHKIMS, IOJTHOMOYHS M OTBEeTCTBEHHOCTh I'eHepaibHOI0 JUpEeKTOpa

2.1. «IIpeanpusitie» nopyvaer «['eHepaJbHOMY IUPEKTOPY» OCYLIECTBISATH d(P(PEKTHBHOE PYKOBOJCTBO MPEINPHUATHEM,
obecrnieunBasi peHTa0EIHHOCTD €ro IeATeNHHOCTH. IlepedeHs TpyAoBEIX 00s3aHHOCTEN «I eHepallbHOTO AUPEKTOpPay OIpe-
JIeNSIeTCsl B COOTBETCTBUM C 3aKOHOJATENILCTBOM, YCTaBOM MpPEANpHATHA, pemeHusMu OOmiero codpaHus akIOHEPOB
(Y4aCTHHKOB).

2.2. «I'eHepaJIbHBII TUPEKTOP» BO BCEH CBOEH AeATEIbHOCTH nojoryeTeH O0mmeMy coOpaHuio akIMOHEepOoB (y4aCTHHKOB).
B ciyuasx, npeayCMOTpEHHBIX AEHCTBYIOLUIMM 3aKOHOJATENLCTBOM U HacToAUM JloroBopoM, «I eHepalbHbIil JTUPEKTOP
MOXeT OBITh 0CBOOOY/IEH OT 3aHMMAaeMOW JOJDKHOCTH pemeHreM OOmiero codpanus akImoHepoB (y4acTHHKOB). O Bcex
pemeHusX, NMPUHATHX «[ eHepaJbHBIM TUPEKTOPOM» TI0 BOIIPOcaM (pHHAHCOBO-XO3SIMCTBEHHOHN NESTEIHHOCTH MPEaIpHUs-
TS, «['eHepanbHBIA AUPEKTOP)» OTIUTHIBACTCS Mepern odepeHsM OOmuM coOpaHueM akIMOHEepoB (y4acTHHKOB). Pemre-
Hust O6mero cobpanust aknnoHepoB (ydacTHUKOB) «[Ipeanpustus» 00s3aTeNbHBI K UCTIONHEHUIO «I eHepalbHBIM JAHPEK-
TOPOMY.

5.J17151 cO31TaHHOTO JOKYMEHTA CO3JaliTe HOBYIO BEPCHIO.

6.YcTaHOBHTE IIPAaBO HAa MPOCMOTP CO3JAHHOTO JOKYMEHTa COCEy CIpaBa.

7.M3MeHHTE CTaquIo KU3HEHHOTO LIMKIA JOKyMeHTa Ha «/leiicTByromuii». [locMoTpuTte cxeMy *HU3HEHHOT O IIUKJIA JaHHO-
ro JIOKyMEHTa.

8. IlocMoTpUTEe UCTOPHIO CO3AAHHBIX BaMu 1OKyMEHTOB.

9. Cesxute 1Ba CO3/IaHHBIX AoKyMeHTa Jlocke u Tpynosoit norosop. IlpocmoTpute ux cBs3u.

10.I1epemnure coceny crpaBa CO3JaHHBIM JOKYMEHT TPYIOBOM NOroBop komuel B mucbMe. I[lepen oTnpaBkoil mocMoOTpu-
T€ 00BEM JIOKYMEHTA.




3amaua 6
1. Kakwue nokanbHbIE HOPMATHBHBIE aKThI 00S3aTEIBHBI TSI KAKIO0TO padoTonatens B coorBercTBur ¢ TK PO.
2. TpymoBoii komekc PO ycraHaBiuMBacT MOPSIOK MPUMEHCHHS YIIPOIIEHHOTO KaIpPOBOTO ydeTa ISl MHKPOIPE-
npustuii. Kak MOKHO JOKyMEHTaJIbHO OQOPMHUTH MPHEM Ha pabOTy B MUKPOIPEANPUITHE HOBOTO pabOTHUKA
3. CootHecuTe MOHATHUS «oNU(POBAHUE» TOKYMEHTA U «3JICKTPOHHBIN 00pa3 MokyMeHTa». B yeM ux pazmmyus?

3anaya 7

1.Ycrpanure omnbKy B oopmiieHnn pekBusuta «lIpnnoxenney.
[punoxenns: nmucema M.B. IlerpoBoit ot 10.09.20 r. Ne 27698 u C.1. MankoBoit ot 05.11.20 r. Ne 27699, Bcero
Ha 6 1. B 1 9K3.

2.Brecute ucnpasieHus B ohopMICHHE HANMEHOBAHUH (DeIepanbHBIX OPTaHOB BIACTH U PACIOPSIUTEIBHBIX JOKYMEHTOB
a) MuHuCTepCTBO BHYTpeHHUX Jen Poccuy;
0) Muntpyna Poccuiickoit deneparmu;
B) Yka3 npesunenta Poccuu Ne 226 ot 11 anpens 2014 rona;
r) [TocranoBnenue IIpaButenscrea Poccuu Ne 1810 ot 11.11.2020 1.

3amaya 8.

KakuMm mpaBOBBIM aKTOM yCTaHABIMBACTCS MOPSAIOK HUCIOIL30BaHUS n300paxeHus I'ocynapcTBenHoro repba P Ha
Omankax nmoxymeHToB? Kakme Buipl m3o0paxkeHus ['ocynapcTBeHHOTO repba PO pasperieHsl k IpUMEHEHUIO Ha OJaHKax
JIOKyMEHTOB?

Bagauda 9.
[IpoBoauT aHAIKN3 UHPOPMAITUOHHBIX U JJOKYMCHTAIIMOHHBIX MIOTOKOB OpPraHU3aluu

3anaya 10.

OcyuecTBUTE JOKYMEHTHPOBAHUE YIIPABICHUYECKOM AEATEIBHOCTH B OpPraHU3alMy Ha MIPUMEPE OJHOTO M3 MOApa3Jie-
JIeHUuH

MeToanyeckne MaTepHuasbl, ONpeaesiione NPOUeaypy OleHHBAHUS

[Tpouenypa oneHnBaHMs cHOPMHUPOBAHHOCTH HHANKATOPOB JOCTHKEHHS KOMIIETCHIINH 1 OMBITA AEATEILHOCTH B IIPO-
Hecce M3yYeHHMs TUCIUIUIMHBI IIPU MPOBEICHUN TEKYIIEro KOHTPOJIS yCHEBAEMOCTH 10 JUCLUILIMHE B ()OpME KOHTPOIb-
HOH paboTHI ONpeneNnseTcs CiaeIyoINMI METOJMYECKUMH YKa3aHUSMU:

®  KOHTpOJIbHAs paboTa MPOBOIAMTCS MOCIIE U3YYEHHS COOTBETCTBYIOMIECH TEMBI AUCIIMIUINHBI

®  [IpU MOATOTOBKE K KOHTPOJBHOM paboTe 0OydaronuMcsi pEeKOMEHIYeTCsl HCTIONb30BaTh JICKIIMOHHBIN U ITPaKTHYe-
CKHit Marepual 1o JUCHUILIUHE, JIUTECPATYPHBIC HCTOUYHUKU U JJICKTPOHHBIC PECYPChI

e  o0yuaronieMycs BbIJJaeTCsA BapHaHT MHCBMEHHOTO 33JaHus, paboTa BBINOJIHACTCA B TEUEHHE OIPaHMYCHHOTO Bpe-
MeHH (He 6osee 2 akaJeMUYeCKUX YacoB)

® [0 pe3ysbTaraM MPOBEPKH KOHTPOJLHOM paboThl MpenoiaBaTesieM BBICTABISIETCS OLEHKA COTJIACHO YCTAaHOBJICH-
HOM IIKaJIbI OLICHUBAHUS

JomMalHsAs KOHTpoJbHAas padoTa
AJ151 MPOBE/IEHUsI TeKYIero KOHTPOJIsI yCIeBAeMOCTH M0 JHCHHUTIIHHE
«DJIEKTPOHHBII 10KyMeHT0000poT Ha npeanpusaTusax AIIK»
Texymuii KOHTPOb B popMe JoManIHel KOHTPOJIBHOM paboThl MpefHa3HA4YEH Ul CaMOCTOSTENBHOTO H3YUCHHUS
OTZIETBHBIX BOMPOCOB TEOPETHYECKOTO Marepuaja oOydaromMMHUCS 3a09HON (opmbl 00ydeHHs. Pe3ynpTaThl TeKyIIero
KOHTPOJIs B (hOpMe TOMAIIHEH KOHTPOJIbHOM pabOThl OLIEHUBAIOTCS IOCPEICTBOM IIKAJIbI OIICHHBaHHUS:

IIIkana oneHKH

Kpurepun onenkn HE 3a4TeHO | 3a4TE€HO
MOKa3aTeln
CooTBeTCTBUE COAEPKAHUS TEME | colepKaHHue pabOThl HE COOTBETCTBYET TEME COJICpPIKAaHUE COOTBETCTBYET TEME
paboThI ¥ OTHOTA €€ PaCKPBITHS paboThI, TeMa pacKphITa
KagecTBo BhITIOTHEHUS PabOTHI MMEIOTCS 3HAYWTENIbHBIC JIOTHYECKHE Hapylle- | MaTepuan W3JO0XKEH JIOTHYHO,

HUS B U3JI0KEHUM MAaTE€pPHaJIa; BHIBOABI HE COOT- | CIEIaHbl CaMOCTOSITEIILHBIE BbI-
BETCTBYIOT (D)aKTHYECKOMY MaTepuaiy, 00 | BOIBI, OTBeHaromue (GpaKTHIECKO-
HOCAT HEOOOCHOBAHHBIH XapakTep My MarepHuaily

3aganus 1J19 1oMalIHeill KOHTPOJIbHON padoThI

M0 JUCHHILIAHE «DJIeKTPOHHBIN J0KYyMeHT0000poT Ha nmpeanpuaTusax AITK»
JlomanHsst KOHTpoJIbHAs paboTa BKiIroyaeT B ceOs 1 3ananue. Bapuant onpeaensercs o HOMepy 3a4eTHON KHIKKH.
Teoperuueckue BOpoCH!
1.Cucteme Directum RX ¢upmsr Directum
- UICTOpHS CO3JaHusl, (PYHKIMOHAI CHCTEMBI;
- IPUMEHEHUE CUCTEMBI, dTallbl BHEAPEHUS, KITUEHThl KOMIIAHY;
- IPENMYIIECTBA U HEAOCTATKH;
- CTOMMOCTb ITOCTaBKH U COTIPOBOXKICHUSI.




2 Cucrema DocsVision ¢upmsr Digital Design

- UICTOPUS CO31aHMs, PYHKIIMOHAT CHCTEMBI,

- IPUMEHCHUE CHCTEMBI, dTallbl BHEAPEHHUS, KIIMEHTHI KOMIIAHHH;
- IPEUMYIIECTBA U HEAOCTATKY;

- CTOUMOCTb ITOCTABKH ¥ CONPOBOXICHHS.

3. Cucrema LanDocs ¢upmsr Jlanur

- ICTOpPUS CO31aHMs, PYHKIIMOHAT CHCTEMBI,

- IPUMEHEHUE CHCTEMBI, 3Talbl BHEAPEHUS, KIUCHTHI KOMITAHHY;
- IPEUMYIIECTBA U HEIOCTATKHY;

- CTOMMOCTb ITOCTaBKH U CONPOBOX/ICHUSI.

4. CucremaNauDoc ¢upmsr Naumen

- UICTOPHS CO3JaHus, (PYHKIIOHAT CHCTEMBI,

- IPUMEHCHUE CHCTEMBI, 3Tallbl BHEIPEHHUS, KITUSHTHI KOMIIAHHY;
- IPEUMYILIECTBA U HEAOCTATKHY;

- CTOMMOCTb ITOCTABKH ¥ CONPOBOXICHHS.

5 .Cucrema OfficeMedia dpupmer Mateprpact

- ICTOPUS CO3aHMs, PYHKIIMOHAT CHCTEMBI,

- IPUMEHCHUE CHCTEMBI, 3TaIlbl BHEIPEHHUS, KITUSHTHI KOMIIAHHY;
- IPEUMYIIECTBA U HEJAOCTATKH;

- CTOMMOCTb ITOCTaBKH U CONPOBOXKICHUSI.

6 Cuctema OPTIMA-Workflow ¢upmer OPTIMA

- UICTOPHS CO3JaHusl, (PYHKIIMOHAJ CHCTEMBL;

- IPUMECHEHUE CHCTEMBI, 3TAIbl BHEAPEHUS, KIUCHTHI KOMIIAHHY;
- IPEUMYIIECTBA U HEJAOCTATKH;

- CTOMMOCTB ITOCTABKH ¥ CONPOBOXICHHS.

7 Cuctema Jleo ¢upmsr DOC (3meKTpoHHBIE O(UCHBIC CHCTEMBI)
- ICTOpPUS CO3aHHMs, PYHKIINOHAT CHCTEMBI,

- IPUMEHEHUE CHCTEMBI, 3TaIlbl BHSAPEHHUS, KIIMCHTHI KOMIIaHHH;
- IPEUMYILIECTBA U HEAOCTATKHY;

- CTOMMOCTb ITOCTABKH ¥ CONPOBOXKICHHS.

8 Cuctema Jloruka ECM ¢upmbr «Jloruka 6msnecay (IK «AiiTn)
- UCTOPHS CO3JaHus, (DYHKIIOHAT CHCTEMBI;

- IPUMEHEHUE CHCTEMBI, 3TAIbl BHEAPEHHUS, KIIMCHTHI KOMIIAHHU;
- IPEMMYIIECTBA U HEJOCTATKH;

- CTOMMOCTb ITOCTaBKH U CONPOBOXK/ICHUSI.

9.Cucrema E1 Esdpar dupmsr Cognitive Technologies

- UCTOPUSI CO3aHMs, DYHKIIMOHAT CHCTEMBI,

- IPUMEHEHUE CHCTEMBI, 3TaIlbl BHEIPEHHUS, KITUCHTHI KOMIIAHHY;
- IPEUMYILECTBA U HEIOCTATKHY;

- CTOUMOCTb MOCTABKH ¥ CONPOBOXICHHS.

10.Cucrema TE3UC dupmsr XoynmonT (Haulmont).

- UCTOPHSL CO3JaHusl, (DYHKI[OHAT CUCTEMBI;

- IPUMEHEHUE CHCTEMBI, 3TAIbl BHEIPEHMUS, KIHCHTHI KOMITAHHN;
- IPEMMYIIECTBA U HEJAOCTATKH;

- CTOMMOCTb ITOCTaBKH U COTPOBOX/ICHUSI.

MeTtoanveckne MaTepHaJibl, ONpeae/IsIolne IPoueaAypy OeHUBAHUS

TpeboBanus k CTpyKType, 0(OPMIICHUIO JOMAIIHEH KOHTPOJIBHOW pabOoThl, KPUTEPUH €€ OLEHKH, IIpoLeaypa 3a-
IIMATHI pa3MeIIeHbl B y4eOHO-METOANIECKOM TT0COOUH.
[Tpouenypa chopMHUPOBAHHOCTH HHAMKATOPOB JOCTHKEHUSI KOMIICTEHIIMI M OIIBITA AEATEIHLHOCTH B IIPOLIECCe M3YUCHHMS
JICLUITIMHBI TIPH MPOBEJCHUH TEKYILEro KOHTPOJIS 3HAaHUK B (popMe JOMalIHEe KOHTPOJILHOM pabOTHI ONpeessieTcs clie-
JTYIOIIMHA METOAMYECKIMHA yKa3aHUAMU:
- BBITIOJTHEHUE KOHTPOJIBHOH paboTHI MPOBOANTCS B Ay TUTOPHSAX, OTBEACHHBIX JUII CAMOCTOSATENIEHON paboTHl 00yJaro-
IIUXCSI, THO0 B TOMAITHUX YCJIOBHSIX, TOTOBAs JOMAIIHSS KOHTPOJIbHAS paboTa craeTcs Ha MPOBEPKY MPENoIaBaTeio B
CPOKH, YCTaHOBJICHHBIE TpaduKOM yaeOHOTO mporiecca
- BBITIOJTHEHHUE JJOMAIIHEeH KOHTposHOH paboTs! (IKP) ocymmecTBiseTcst B COOTBETCTBHH C BapHAHTOM, HOMEP KOTOPOTO
oTmpeneNsIeTcs Mo rnocieaneil nuppe HoMepa 3a4eTHONH KHIDKKH
- IOMaIIHssl KOHTPOJIbHAs paboTa JOJKHA BKIIIOYATh B CE0sI CIIEAYIONINE JIEMEHTHIL:
1) TUTYBHBIH JTUCT;
2) pacKpBIThIE BOIIPOCHI 110 TEME;
3) OubmuorpapuuecKuil CIUCOK;
ITo pe3ynbraTam NpoBEpKU JOMAIHEH KOHTPOJILHON pabOoThI IpernoiaBaTesieM BhICTAaBIISIETCS OLIEHKA COTVIACHO yYCTaHOB-
JICHHOM IIKaJIbl OLIEHUBaHMUS.


http://www.it.ru/
http://www.haulmont.ru/

ITpunoxenne 3

OIMUCAHUE MATEPUAJIBHO-TEXHUYECKO! BA3bI [10 JUCLIAIIJIMHE

DJIEKTPOHHBII JOKYMeHT0000poT Ha mpegnpusaTuax AIIK

HanmenoBanue
CHEUATBHBIX
IMOMEIICHUH

OCHAaIIIEHHOCTH CIIELHAIBHBIX ITOMEIEHUI

VYueOHas ayguropus
JUIS TIPOBEJICHUS
3aHATHI JEKIIMOHHOTO
THUIA

J116 Jocka, pabodee MeCTO IpenoaaBaTess, KOMIUIEKT CTOJIOB H CTYJIBEB IS 00yJaroIInXcs,
KOMIUIEKT MYJIbTUMEIUHHOTO 00OpYNOBaHUS C DKpaHOM, 9 NMEpCOHAIBHBIX KOMIBIOTEPOB,
TIPUHTED.

Croucok I10: Windows, MicrosoftOffice, KasperskyAntivirus, Directum, T'apant Aspo,
Koncynerant Ilmoc, IIporpammuslii kommuieke «KommbrotepHas aenoBas urpa «bM3HEC-
KYPC: Kopnopanus ITmoc. Bepcus 4», KonSiSWOT — Analysis, KonSiAnketter, KonSi
CermentupoBanue u pwiHKH, 1C Ilpennpusarue 7.7, 8.3 ¢ koHpuUrypauusiMu u cBOOOJHO
pacIpocTpaHsIeMoe IPorpaMMHOe o0ecTieueHne

J108 JTocka, pabodee MeCTO IPENOAaBaTENA, KOMIUIEKT CTOJIOB H CTYJIBEB IS 00yJarOIINXCs,
KOMIUIEKT MYJBTHMEIUHHOTO 00OpyJOBaHMSA C JKpaHOM, 2 mpuHTepa, 10 mepcoHalbHBIX
KOMITBIOTEPOB.

Cmucok [10: Windows, MicrosoftOffice, KasperskyAntivirus, I'apanr Aspo, KoHcynpraHT
IImoc, IIporpammubiii komiuiekc «Kommbrotepnas penoBas wurpa «BU3HEC-KYPC:
Kopmoparus Ilmtoc. Bepcus 4», KonSiSWOT - Analysis, KonSiAnketter, amaktuka
Okempece 8.1 (Hdemo), 1C Ilpemmpustue 7.7, 8.3 ¢ koHUrypanusMH U CBOOOJHO
pacIpocTpaHsieMoe porpaMMHoe obecrieueHre

VYueOHast ayauTopus
JUISL 3aHATUM
CEeMHHAPCKOTO TUTIA

J113 Iocka, pabodee MeCTO MpenoiaBaTesi, KOMIUIEKT CTOJIOB U CTYJIBEB AJISl 00y4aronuxcs,
9 nepcoHaNbHBIX KOMITBIOTEPOB, IPUHTEP.

Cnucok I10: Windows, MicrosoftOffice, KasperskyAntivirus, I"apanT Aspo, Koncyspranr
IImoc, IIporpammubiii komiuiekc «Kommbrotepnas penoBas wurpa «BU3HEC-KYPC:
Kopmoparus ITmoc. Bepens 4», KonSiSWOT — Analysis, KonSiAnketter, 1CIIpennpusitue
7.7, 8.3 ¢ KOHQUTYpaLUsIMU B CBOOOIHO pacIpoCTpaHsIeMOe IPOrpaMMHOE 0OecTIeueHIe
J108 Jocka, pabodee MecTO IpenoaaBaTeiss, KOMIUIEKT CTOJIOB U CTYJIBEB ISl 00yJarOIINXCS,
KOMIUIEKT MYJIBTHMEIUHHOTO 00OpyJOBaHMS C 3KpaHOM, 2 mpuHTepa, 10 mepcoHabHBIX
KOMITBIOTEPOB.

Cnucok I10: Windows, MicrosoftOffice, KasperskyAntivirus, 'apant Aspo, KoHcynbrant
ITImoc, IIporpammusni xomiuieke «KommeiotepHast penoBas wurpa «bU3HEC-KYPC:
Kopmoparuss Ilmtoc. Bepcus 4», KonSiSWOT - Analysis, KonSiAnketter, amaktnka
Okempece 8.1 (Hdemo), 1C Ilpemnpusitue 7.7, 8.3 ¢ koH(pUrypauusMH U CBOOOIHO
pacnpocTpaHsieMoe IporpaMMHOe obecrieueHue

Tlomenienne s
CaMOCTOSITEILHOM
paboThI

b202 Pabovee MecTo aIMUHUCTpPATOPa, KOMIIbIOTEpHAs MeOeJb, KOMITBIOTEP aIMUHUCTPATOPA,
11 nepcoHaNBHBIX KOMIBIOTEPOB, 3 IPUHTEPA, BUACOYBEITHUUTEI.

Cnucok I10: Windows, MicrosoftOffice, KasperskyAntivirus u cBo6o/1Ho pacipoctpaHsieMoe
MporpaMMHOE OOecTicueHHe

C BO3MOXHOCTRIO TOAKIIOUCHHsT K ceTn «MHTepHeT» ™ oOecmeueHWeM MOCTyma B
AJIEKTPOHHYIO HHPOPMAITMOHHO-00pa30BaTEIbHYIO CPETy OpraHH3aluu

VYuebHnast ayauropus
JUISL TPYTIIIOBBIX U
WHIIUBHYaJIbHBIX
KOHCYJIbTalUi.

J113 JJocka, pabodee MECTO IPEHOAaBATENS, KOMIUIEKT CTOJIOB M CTYJILEB JUISI 00yJarOIIUXCS,
9 nepcoHaNbHBIX KOMITBIOTEPOB, IPUHTEP.

Cmucok I10: Windows, MicrosoftOffice, KasperskyAntivirus, 'apant Aspo, KoHcynpTanT
[moc, Ilporpammusni xommuiekc «KommeiotepHast penoBas wurpa «bU3HEC-KYPC:
Kopmoparus ITmoc. Bepeus 4», KonSiSWOT — Analysis, KonSiAnketter, 1CIIpennpustue
7.7, 8.3 ¢ kKoHGUTYpaUAMU U CBOOOTHO pacpoOCTpaHsIeMOoe MporpaMMHoe obecrieueHre
J1108 Tocka, pabodee MeCTO MPEMNoIaBaTeNsl, KOMIUIEKT CTOJIOB M CTYJIBEB JIJIsl 00yUJaIONIuXCs,
KOMIUIEKT MYJIBTHUMEINHHOTO OOOPYAOBaHHS C SKpaHoM, 2 mpuHTepa, 10 mepcoHambHBIX
KOMITBIOTEPOB.

Cnucok I10: Windows, MicrosoftOffice, KasperskyAntivirus, I'apant Aspo, Koncynbranr
ITmoc, IIporpammuenii kommuiekc «KommbrotepHast nenoBas wurpa «bU3HEC-KVYPC:
Kopmoparmuss ITmroc. Bepcus 4», KonSiSWOT - Analysis, KonSiAnketter, [amaktuka
Okcnpece 8.1 ([emo), 1C Ilpenmpustue 7.7, 8.3 c¢ koHdurypaumsmMu u cBOOOJTHO
pacIpocTpaHsieMoe porpaMMHoe o0ecrieueHne

VYueOHnast ayauropus
IUISL TEKYIIEro
KOHTPOJIS U
MIPOMEKYTOUHOU
aTTeCTalHu.

J113 JJocka, pabodee MeCTO IPENOAaBaTeIIs, KOMIUIEKT CTOJIOB M CTYJILEB JIJIsl 00yJarOIIUXCS,
9 nepcoHaIbHBIX KOMITBIOTEPOB, IPUHTEP.

Crmucox T1O: Windows, MicrosoftOffice, KasperskyAntivirus, I'apant Aspo, KoncynsTant
ITmoc, TIIporpammusrii komiuiekc «KommbioTepHas pgenoBas wrpa «BU3HEC-KYPC:
Kopnoparust ITnroc. Bepcust 4», KonSiSWOT — Analysis, KonSiAnketter, 1CIIpennpusitue
7.7, 8.3 ¢ kKoHGUTYpaIUsIMU U CBOOOITHO pacIpOCTpaHsIeMOoe MporpaMMHoe oOecrieueHre




J1108 Tocka, pabodvee MECTO MPEIOAaBaTEls, KOMIUIEKT CTOJIOB U CTYJIBCB JUIS 00yJarOIIUXCs,
KOMIUIEKT MYJBTHMEIUHHOTO OOOpYHZOBAaHHS C DKpaHOM, 2 mpuHTepa, 10 IepcoHaIbHBIX
KOMIBIOTEPOB.

Cmucok I10: Windows, MicrosoftOffice, KasperskyAntivirus, I'apaat Aspo, Koncynprant
[mroc, IIporpammusni kommureke «KommbiotepHast penoBas wurpa «bU3HEC-KYPC:
Kopmoparmmuss Ilmroc. Bepcus 4», KonSiSWOT — Analysis, KonSiAnketter, 'amaktnka
Okcmpece 8.1 (Hdemo), 1C Ilpemmpustme 7.7, 8.3 ¢ koHpHUTypamusMH U CBOOOJHO
pacIpoctpaHsieMoe porpaMMHoe o0ecrieueHne

ITomewenue nis
XpaHCeHUsS U
IPOQHITAKTHYECKOTO
00CITy)KUBaHUS
yueOHOrO
o0opymoBaHUs

1128 3 pabounx Mecra, 2 NepCOHATBHBIX KOMIIBIOTEPA, IPUHTED, 2 TbUIecoca, (oToanmapar,
MYJBTUMETP, 2 NMasUIbHUKA, KOMIUIEKT PyYHOTO HHCTPYMEHTa, 4 TeJie)OHHBIX anmnapara
Crucok I[10: Windows, MicrosoftOffice, KasperskyAntivirus u cBoO0OIHO pacnpocTpaHsIieMoe
IIporpaMMHOe obecrieueHue

J1216 MebGenb, 2 ckaHepa, KONMMPOBAJIBHBIN anmnapar, 2 Hoyroyka, 2 IpuHTepa, NepCOHaIbHBIN
KOMITBIOTED.

Cmucok [10: Windows, MicrosoftOffice, KasperskyAntivirus u cBoOomHO pactpocTpaHsieMoe
MIPOrpaMMHOE 00ecTiedeHUE

J221 Me6Gens, 6 KalbKyIATOPOB, 5 IEPCOHAIBHBIX KOMITBIOTEPOB, 2 MIPUHTEPA.

Cmucok [10: Windows, MicrosoftOffice, KasperskyAntivirus u cBoOoIHO pactpocTpaHsieMoe
IIPOrpaMMHOE 00ecredeHne




ITpunoxenne 4

[lepeuenn
MIEPUOANIECKUX U3JaHNH, PEKOMEHIYEMBIil 110 AUCIUIUINHE
«DNMEKTPOHHBIA JOKYMEHTO000pOT Ha mpeanpuarusx AITK»

HanmenoBaHue Hanuuue noctyna
BecTHHK BOPOHEXKCKOTO MHCTUTYTA BHICOKMX TEXHOJIOTHM Hayunas smextporHas 6ubnroreka Pexxnm
[DnexTponnsrii pecypc]: xypH. / AHOO BO Boponexckuit mocryna: http://elibrary.ru/defaultx.asp
WHCTUTYT BBICOKUX TEXHOJIOTHH
ATIK: sxoHoMuKa, ynpasienue [Tekcr]: xypH. / OAO «HIIK» Yuransusiit 3a1 6ubnmorekun GI'BOY BO Bsarckuii
IATY
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