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1 IIOSICHUTEJIBHAS 3AIIUCKA

1.1 lenp aucumumHbL: GOPMUPOBAHUE Y CTYIECHTOB KOMIIETEHTHOCTH B 00JIaCTH J€N0-
IPOM3BOJICTBA, TOHUMAaHUS MH(POPMALMOHHBIX IMOTOKOB HA MPEANPUATHH, BEACHUS TOKyMEHTAa-
UM (JEeTONPOU3BOACTBO), 3HAHUS NMPAaBUJI CO3JaHUS JOKYMEHTOB, UX O(GOPMIICHUS, BIAICHUSI
METOJaMH M CPeJICTBAMH 00paOOTKH JIEKTPOHHBIX JOKYMEHTOB.

1.2 Mecto aucuuniauabl B ctpykrype OOIIL: Jucuunnnaa « OCHOBBI J1€10IPOU3BOI-
CTBa» OTHOCHUTCA K JTUCLMIIJIMHAM 4acTH, (popMupyeMOl ydacTHUKaMH 00pa30BaTebHbIX OTHO-
menuii, 61oka b1 (b1.B.06). JlaHHO# TUCHUIUTMHE NPEALISCTBYET M3y4YeHHE MUCUUILTHH «VH-
dopmartuka», «OCHOBBI 5JKOHOMUUYECKHX 3HAHUH B IPOPECCUOHATBHOM JEATETbHOCTH.

1.3 ucuunjimHa HanmpagBJieHa Ha (popMupoBaHue cieaynux kommnerenuuii: OITK-
4, I1K-5.
- OIIK-4. CriocobeH yuyacTBOBaTh B pa3pabOTKe TEXHUUYECKOW JOKYMEHTAIlUH, CBA3aH-
HOU ¢ TPo(eCCHOHATTBHOM AEATEIBHOCTBIO C UCIOJIB30BAHUEM CTaHAPTOB, HHAMKATOPAMM JI0-
CTH)KEHHUSI KOTOPOM SABJIAETCS:
e MH/I-lonk-4-3HaTh: OCHOBHBIE CTaHIAPTHI OGOPMIICHUS TEXHHUYECKOW IOKYMEHTAIUH
Ha pa3IMYHBIX CTAJAUAX KU3HEHHOTO LIMKJIA UH()OPMAILIMOHHON CUCTEMBI;
e MH/I-2onk-4-ymeTh: NPUMEHATh CTaHAAPTHI OQOPMIICHUS TEXHUUECKONW HOKYMEHTAIUH
Ha pa3IMYHbIX CTaJUAX KU3HEHHOTO LIMKJIAa UH()OPMAIIMOHHON CUCTEMBI;
e MH/I-3onk-4-uMeTh HABBIKH: COCTaBJICHUS TEXHWYECKOM JOKyMEHTAllMM Ha pa3iiuy-
HBIX 3Talax >KU3HEHHOT'O IIUKJIa UH(POPMALIMOHHONW CUCTEMBI.

- IIK-5. CrtocoOHOCTH MPOBOAUTH OPTaHU3ANMOHHOE COMPOBOXKIACHUE Pa3pabOTKH, OTIIAIKH,
Mo uduKkanuu noaaepxku C, HHANKATOPaMH JTOCTHXEHUS KOTOPOH SIBIISAETCS:

e WNJ-5nk-1-3naet: YcTpoiictBo u ¢pyHkmonuposanue coppeMeHHbIX MC. OcHOBBI OyX-
TaJITEPCKOr0 y4eTa ¥ OTYETHOCTH OpraHu3anuidi. OCHOBBI HAJIOTOBOI'O 3aKOHOAATEIbCTBA
Poccuiickoit denepannn. OcHOBBI yHpaBieHUYECKOro yuyera. MHCTpyMEHTBl U METOJbI
onpezeneHuss (PUHAHCOBBIX U TMPOM3BOACTBEHHBIX MOKA3aTelel AESITeIbHOCTH Opra-
Hu3auui. MHCTpyMEHTBl W MeTonbl BbIsIBIEHUA TpeOoBaHuN. COBpEMEHHbBIE METOJIbI
YIIPaBJICHUS OpraHU3alueH.

e MHNJ-5nk-2-ymeer: [TnanupoBaTh paboThI, pacnpenensiTh padOThl U BBLAEIATh PECYpPCHI.
IIpoBOINTE ITEPErOBOPHI;

e MUJ-5nk-3-Bnageer HaBbIkOM: JlernoBoro oOmieHus. BreisBnenust tpeboBanuii k MC.
Opraau3anuu NpoBEACHUS TPUEMO-CIATOYHBIX UCTIBITAHHM.

1.4 TlepeyeHb MIaHMPYEMBbIX Pe3yJIbTAaTOB 00yueHMsl. B pe3ynbTare u3ydyeHus auc-

LUIUIMHBI CTYAEHT JOJKEH
3HATh:

— OCHOBHBIE CTaHAAPTHI O(OPMIICHUS TOKYMEHTAIINH,

—  OCHOBBI JJOKyMEHTO000pOTa Ha PEANPUSITHH;

— IpaBWJIa CO3AaHUS JOKYMEHTOB;

— METOJbI PEKBU3UTHOTO aHAIIN34;

— OCHOBBI OTYETHOCTH OpraHU3alHi;
yMeTb:

— MPHUMEHATh CTaHAAPTHI 0(OPMIICHUS TOKYMEHTAIIUH;

— TPOBOAWTH PEKBU3UTHBIN aHANIN3 OJaHKOBOM MPOTYKIINH;

— (opmupoBars 61aHK0BbIE 10KyMeHTHI B UC,;



BJaJ€Th:
— MCEToaaMHu U CpE€ACTBaMU O6pa6OTKI/I 3JICKTPOHHBIX JOKYMCHTOB,
— TEXHOJIOTUEH CO3JaHusA WCb'I[OKYMeHTOB.

1.5 O6mas TpyaroeMKocTh AUCHHMIINHBI «OCHOBBI JETIONPOU3BOACTBA» COCTABISET 2

3adyeTHble eaunuisl (nanee — 3E) (72 gaca).

[Iporpamma npegycMmarprBaeT U3ydeHHE MaTepuasia Ha JICKIUAX U MPAKTHUYECKUX 3aHs-
tusx. [Ipenycmorpena camocrositenpHas paboTa CTy/I€HTOB 10 TeMaM U paszaenam. [Iposepka

3HaHWH OCYIIECTBISAETCS (PPOHTAIBHO, HHIANBUTYJTBHO.
1.6 O0beM TUCUMIJIMHBI M BUIbI Y4eOHOM 1eATeJIbHOCTH

o4Hasi popMa 00yueHHUs

Bua yueOHoii padoThl Bcero yacos Cemectp 6
OO0m1ast TpyJA0€MKOCTh 72 72
AyJIUTOpPHBIE 3aHITHS 36 36
Jlekuun 14 14
JlaGopaTopHbie pabOThI 22 22
CamocrosTenpHas padoTta 36 36
By utoroBoro KOHTpoOIIst 3a4eT

3ao4yHasi gopma o0yueHust

Bun yueOHo# padboThl Bcero yacos Cemectp 6
OO0m1ast TpyJA0€MKOCTh 72 72
AyZIUTOpPHBIE 3aHATHS 8 8
Jlexknnu 4 4
JlaGopaTopHble paboThI 4 4
CamocrosiTenbHas padora 60 60
By utoroBoro KOHTpOJIst 4 3auer

2 YYEBHO-TEMATHUYECKOE IINTAHUPOBAHUE
2.1 Ounas ¢opma o0yueHus

YueOHO-TeMAaTHUYECKHIi IJIaH

AyIMTOpHBIE 3AHATHS Camo-
e HaunmeHoBanue Bcero JlabopaTopHble CTOSI-
B TeM (pa3aesioB) 4acoB Jleknuu padoThbI TeJIbHAS
padora
1. | JloKyMeHTHI U 1eITONpPOH3BO/I-
CTBO: TEOPETUICCKUE OCHOBA- 8 2 6
HUSL U TEPMUHOJIOTHS
2. | NadopmannoHHbIe CBS3H 10 9 4 4
PEINPUSATHS
3. | Obmiast cTpyKTypa JOKYyMEH-
TALMOHHOTO 00ECIIEUYEHUS 10 2 4 4
MPEIPUSATHS
4. | Ilopsinok paboTHI C TOKyMEH- 12 2 4 5
TaMH B OpraHU3aIUH
5. | OcHoBHBIE TpeOOBaHMSI B 8 9 5 4

0 OpMIICHHIO TOKYMEHTOB




6. | brankn TOKyMEHTOB 16 5 8 6
7. | JoxyMeHTOOOOPOT C UCTIOJIb-
30BaHHUEM TEXHUYECKUX 8 2 6
CPEICTB
3auer
UTOIro 72 14 22 36
NHTepakTUBHOE 00YUYeHHE 110 JUCHUILIMHE
dopma Kou-
HaunMeHnoBanue Bun p
Ne HHTEPAKTUBHOIO BO
TeM (pa3aesioB) 3aHATHS
3aHATHSA 4acoB
1. | JlokyMeHTHI U IEJIOMPOU3BOJICTBO: TEOPETUYC- [Ipe3enTanus c
CKHE OCHOBaHUS U TCPMUHOJIOTHS UCIIOJIb30BaHUEM
JIeK 2
UKT, tect BXxO-
HOT'O KOHTPOJIS
2. | OOmiast cTpyKTypa TOKYMEHTAIMOHHOTO 00ec- [Ipe3enTanus c
TICYCHUS TTPEATIPHUSATHS JIeK UCIIOJIb30BaHUEM 2
UKT
3. | MudopmanmonHbie CBSI3M MPEATIPHITUS 16 Pabora B ManbIx 2
rpynmnax
4. | Obmias cTpyKTypa JTOKyMEHTAIIHOHHOTO 00ec- 6 Pabota B manbix 2
NICUYCHUS MTPEAIPHUITH rpynmnax
5. [appUHT-
bnanku 10KyMeHTOB 16 Criapp 4
apTHEPCTBO
UTOro 12
5.2 3aounan ¢popma o0yueHust
Y4eOHO-TeMaTHYEeCKHH IIaH
AyIMTOPHBIE 3aHATHSI Camocrosi-
HaumenoBanue Bcero
Ne JlabopaTopHbIe TeJbHAA
TeM (pa3aesioB) 4acoB Jleknuu
padoThI pabora
1. | JlokyMeHTHI U ACIONPOU3-
BOJICTBO: TEOPETHUCCKHE 7 1 6
OCHOBAHUS U TEPMUHOIIO-
THS
2. | NudopmaimoHHbIe CBSI3U
Qopwan 11,5 1 05 10
MIPEPHUSITH
3. | OOmias cTpyKTypa J0Ky-
MEHTaIMOHHOTO obecmeue- | 10,5 0,5 10
HUS TIPEITPHSITHS
4. | Ilopsimok paboOTHI Ky-
OpSTIOK pabOTHI C JOKY 11 1 10
MEHTaMH B OpraHU3alin
5. | OcHoBHBIE TpeOOBaHUS B
P 12 1 1 10
0(OPMIIEHHUIO IOKYMEHTOB
6. | bnanku JOKYMEHTOB 11 1 10
7. | JoxymeHTOO0OPOT C
HCIIO0b30BAHUEM TEXHUYE- 5 1 4
CKHX CpPE/CTB
3auer 4
UTOro 72 4 4 60




HNHTepakTHBHOE 00yUeHHUE MO JUCHHUILIHHE

®opma Koa-
HaunMeHoBaHHe Bun
Ne HHTEPAKTUBHOIO BO
TeM (pa3ielioB) 3aHATHA
3aAHATHA 4acoB
1. [Tpe3eHTanms ¢
JIOKyMEHTBI U JIEJIONPOU3BOJICTBO: TEOpPETUYE- ek HCIIOJIb30BaHUEM 9
CKHE OCHOBAHMS U TEPMUHOJIOTHS UKT, TecT BXOAO-
HOT'O KOHTPOJIsI
2. CnappuHr-
NudopmaninoHHbIe CBSA3H MPEITPUATHUS 16 PP 2
NapTHEPCTBO
HUTOI'o 4

3 COAEP)KAHUE TEM (PA3JAEJIOB)

Tema 1. JIokyMeHTBI U /1€JIONIPOM3BO/ICTBO: TeOPeTHYECKHEe OCHOBAHMS M TEPMHHO-

Jorust

Uctopus passutus aenonpousBoactsa B Poccuu. JIOKyMEHT M TOKyMEHTOOOOPOT Kak
OCHOBaHHUE YIPaBJICHUYECKON AedaTeabHOCTH. Buipl, kinaccudukanus U (yHKIHMH JOKYMEHTOB.
I'noccapwmid.

Tema 2. Un¢opMmanuoHHbie CBS3U NpeANPUSITHS

Tunosas crpykrypa npennpustus. CTpyKTypa COBPEMEHHOI'O KOMMEPYECKOTO MPEIpHU-
atusa. HTepHeT/UHTpaHeT u CTpyKTypa npeanpustus. OducHas TexHuka U WHOOpPMALMOHHBIE
MIOTOKH B COBPEMEHHOM o¢uce. TexHOJIOornu nepeBoia OyMaKHBIX JOKYMEHTOB B 3JICKTPOHHEIE.

Tema 3. O01mas CTPYKTYpa JOKYMEHTAMOHHOIO o0ecreYeHusl NpeInpusThus

OObmiast cTpyKTypa AOKYMEHTAI[MOHHOTO obecriedeHusl ynpasieHus. HopmaTuBHas 6a3a
JIEJIONPOU3BO/ICTBA.

Tema 4. Ilopsinok padoTsbl ¢ JOKYMEHTAMH B OPraHU3aIlUH

Cxema noxkymeHTooOOpoTa. Bxonsmme noxkymenTsl. Mcexomsmmue nokymMeHTbl. OcoOeH-
HOCTU IpUeMa U 00pabOTKH JOKYMEHTOB, MOCTYHNAIOUIMX MO KaHajaM 3JIEKTPOHHOW MOYTHI U
(akcuMHUIBHON CBsI3U. BHyTpeHHHE JOKYMEHTHI.

Tema S. OcHoBHBIE TPeOOBaHUS B 0(POPMIICHHIO JOKYMEHTOB

OcHoBHbIE TpeOoBaHUs K 0QOpMIIEHHIO TOKyMeHTOB. O0s3arenbHble pekBU3UTHI. Kiac-
CU(UKATOPBI.

Tema 6. biiankn 10KyMEHTOB

Yro mpencrasinseT co0oif 6i1aHK JOKyMeHTa. Buibl 651aHKOB. B uyemM ocoGeHHOCTD
Oy1aHKa MUChMa. 3aKOHOATEIIBHOE PETYJIMPOBAHUE YIOTPEOJIeHHs] TepOOBOM CUMBOJIMKU Ha JI0-
KYMEHTax.

Tema 7. JIokyMeHTO000POT ¢ HUCNOJIb30BAHUEM TEXHUYECKHX CPeCTB

ABToMaTH3alus AOKyMeHTooOopoTa. FOpuauueckass cuia 3JI€KTPOHHOTO JOKYMEHTA.
ONEeKTPOHHBIN 0OMEH HEIOPUANYECKUMHU JOKYMEHTaMHU.

4 METOANYECKUE PEKOMEHJIALIMU (YKA3ZAHUA) AJIAA CTYAEHTOB 110
N3YYEHUIO JTNCIUITJIMHBI

4.1 OGmue MeToINYECKHe PEKOMEH IalluH

B nmponecce u3ydeHusd JUCHUINIMHBI JOCTUTACTCA OCBOCHUC CTYACHTAMU TCOPCTUYCCKUX
N MPAKTUYCCKUX OCHOB CO3JaHHWA U aHAJIM3a JIOKYMGHTOO60p0Ta, MCTOJOB PEKBU3UTHOI'O aHa-
Jn3a.
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[IpencraBieHHble MaTepuanbl MOMOTYT ONTHUMAJIbHBIM 00pa3oM OpPraHM30BaTh IMPOLECC
U3yueHus JAUCUMIUIMHBI  «OCHOBBI  JIJONPOU3BOJICTBA», BKJIIOYAsl  CAMOCTOSATEIBHYIO
MOJTOTOBKY.

4.2 MeroanuecKkue peKOMEHIAIMH 10 MOATOTOBKE K JIEKIUSIM

[Ipuctynas k usyudeHuro Kypca «OCHOBBI J€TONPOU3BOJICTBA», CTYJCHT HOJIKEH HMETh
obmue mpeacrabieHus 00 00beKTe, MpeaMeETe, METOIaX, U CTPYKTYpe JAaHHOW TUCIHUIUINHBL, O
€e MPAaKTUYECKOM MPUMEHEHUH B MPOPECCHOHATBHON JEATEIHPHOCTH, O XapaKTepe HAyYHOU U
y4eOHOM JIUTepaTyphbl, KOTOPYIO NPEICTOUT H3yuuTh. [IpogymanHas W I1iejieHanpaBieHHas
MOATOTOBKA K JIEKIIMM 3aKJIaJIbIBa€T HEOOXOIWMBIE OCHOBBI I TIyOOKOTO BOCHPHATHS
JIEKIIMOHHOI'0 MaTepuaa.

CamocrosiTenpbHass paboTa HauyWHAETCA N0 NpHXOJa CTYyJeHTa Ha JeKnui. MHorue
CTYZEHTBl aKTUBHO HUCIIOJB3YIOT «CHUCTEMY ONEPEKAIOIIETO YTEHHS», TO €CTh MPEABAPUTEIIHBHO
MPOYUTHIBAIOT JIEKIMOHHBIN MaTepuain, coaepxamuiics B CO0 BI'TIY, 3aknaapiBator 6a3y amns
OoJee, riry0OKOro BOCIIPUSATHUS JIEKIIUH.

Hpyroit ¢opmoii caMocTosATENbHONH pabOThl CTYACHTA SIBISETCA IOCEIICHUE JIEKIIUU,
BHUMATEJIbHOE  CIYIIAHWE  BBICTYIUICHUS JIEKTOpa H  KOHCIEKTUPOBAaHHWE  OCHOBHBIX
TEOPETHYECKUX IOJIOKEHUN JIEKIUMU. BHUMarenbHOE ciyllaHue JEKUHUH, YSICHEHUE OCHOBHOI'O
e€ cojepxaHus, KpaTKkasi, HO pa30opuyuBas 3aMUCh JICKIIMU - HEMPEMEHHOE YCJIOBUE YCHEIIHON
CaMOCTOSITENIbHOM paboThl Kakaoro crynaeHTta. [loaToMy CTyAeHThI, MPHUCYTCTBYIOIIHME Ha
JEKIHAX, 00s3aHbl HE TOJHKO BHUMATEIBHO CIYIIATh MPENOoJaBaTelisi, HO U KOHCIEKTUPOBAThH
W3JIaraeMblii UM MaTepuasl. [Ipu 3TOM KOHCIIEKTHpPOBAaHHME Marepuana IPEeACTaBISIET COOOH
3allUCh OCHOBHBIX TEOPETHYECKHUX IOJ0KEHUM, pACCYKICHHUM, U3JaraéMbix JeKTopoM. HyxHO
MIOMHUTb, YTO KOHCIIEKTUPOBAaHWE JIEKUUMH JA€T CTYJEHTY HE TOJbKO BO3MOXHOCTh
MOJIB30BAThCS 3aUCAMM JIEKIUN TIPU CAMOCTOSTENBHOM MOJATOTOBKE K MPAKTUYECKUM 3aHSATUAM
U 3a4eTy, HO U TIyOke M OCHOBaTeNbHEW BHUKHYTh B CYIIECTBO M3JIaraeéMbIX B JIEKIIUU
BOIIPOCOB, JIY4Ill€ YCBOUTh U 3alIOMHUTh MaTepHUal.

Baxnoit ¢dopmoit camocTosTenbHON pabOThl CTyAEHTa SBISETCS CHUCTEMaTHYecKas |
MJIaHOMEpPHAsi TOATOTOBKAa K JIGKIIMOHHOMY 3aHsATHI0. Hamumume pa3z0opumBOro, KpaTKOTo
KOHCIIEKTa JIeKLUHH, T[IO3BOJUT CTYIAEHTY 3aayMaTbCsi HaJ [POYUTAHHBIM JIEKIIMOHHBIM
MAaTEepUAIOM, U3YUYHUTh CIICHHAIBHYIO JIUTEPATYPY MO TEME JICKIIHH.

3aKII0YUTETIFHBIM 3TAllOM B CaMOCTOSITENIbHON paboTe CTyJdeHTa SBISETCS MOBTOPEHHUE
MaTepuaiga MO KOHCHEKTY, KOTOpPO€ CIIOCOOCTBYET SICHOMY IIOHUMAaHHIO U TIyOOoKOMYy
oBIaJieHNI0 MaTepuaioM. Ho 3ta paboTa MoxeT ObITh MpojeNaHa HEMOCPEICTBEHHO HaKaHyHE
JIEKITUOHHOT'O 3aHSITHS.

4.3 Metoanueckne PeKOMEHIAINH 10 TIOJITOTOBKE K TECTaM

JIisi IOATOTOBKH K MPOXOXKICHHIO TECTOB HEOOXOAMMO MOBTOPUTH MaTepUal JIEKIIHU.
[Tpu mpoxoXxaeHUU Orpoca CTYACHTY OyIeT MPEeIOKEHO OTBETUTh Ha JIBa BOIIPOCA IO M3yvae-
Moif TeMe. HeoOX01MMO B HECKONIBKHUX MPEIOKEHHUSIX U3II0KUTh CaMYIO CyTh BOIIPOCA.

Tectupopanue npoBogutcs B CO0O BI'TIY. [l moAroTOBKH K TECTUPOBAHUIO HEOOXOIMMO
npopaboTaTh BHUMATENIHHO JICKIIMOHHBIA MaTepHal U, PH HEOOXOAUMOCTH, OOPaTUTHCS K Tpe-
MOJIABATEIIIO 32 KOHCYJIbTAIlUEH.

4.4 MeTonudeckue peKOMEH/IAINH TI0 TTOATOTOBKE K JIA0OPATOPHBIM 3aHATHSIM
[enbto MabopaTOPHBIX 3aHSATHH SABISETCS 3aKpEIICHHE TEOPETHUECKOr0 MaTepraa JIeKIui
1 BBIpaOOTKAa YMEHHUS MCIOJIb30BaHUS WH(OPMAIMOHHBIX U APYTUX PECYPCOB, MPETOCTABIISIEMBIX
YHUBEPCUTETOM.
[ToaroroBka k 1a00paTOPHBIM pabOTaM CBOAMTCS U3YUCHHUIO TEOPETHUECKOTO MaTepHaia
M0 yKa3aHHOW TeMe, MOJIT0TOBKE OTBETOB HA BOMPOCHI, UCIOJIb3YsI KOHCIIEKTHI JIEKIUI U JOMOJI-
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HUTEJbHYIO TuTepaTypy. [Ipu HeoOXxoquMoCcTH MOXKHO 00paIaThes 3a KOHCYIbTallMel K IMpero-
JIaBaTellto.
B nporiecce moAroToBKH K 3aHATHSIM PEKOMEHAYETCSl B3aUMHOE 00CYKJICHUE MaTepuaa,

BO BpeMsl KOTOPOTO 3aKPEIUISIIOTCS 3HAHUS, & TAKXKE MPUOOPETAeTCS MPAKTUKA B U3JIOKEHUU U
pa3bsICHEHUH MOTYYSHHBIX 3HAHUN, Pa3BUBACTCS Peyb.

B cnyuae nosiBieHus1 Kakux-1100 BOIPOCOB CiieyeT oOpamarbes K IpenojaBaTesio B ya-
CBI €r0 KOHCYJIbTaIHil.

Jlyist mpoBeieHrsT MPAKTUIECKUX 3aHITHI HMCIIONIB3YIOTCS KOMITBIOTEPHI, ocHameHHbie OC
Windows 2000 u Bsllie, crcTeMa 3JIEKTPOHHOTO 00pa30BaHHUS YHHBEpPCHTETa. BO3MOKHO HC-
MOJIb30BaHKE MTPOCKTOPA WU MHTEPAKTUBHOMN JOCKHU.

4.5 Metoanueckue peKOMEHIANHU ISl CTYIEHTOB 3a09HON (OpMBI 00yUEeHHUS

N3y4yeHne AMCLMILIMHBI CTYACHTAMU 3a0YHOTO OTAEICHMS CIEUUAJIBHOCTH IIPelycMar-
pHUBaeT BBINOJIHEHUE CIEIYIOMINUX BUAOB padoT:

1. Usyuenue teopuu. Ilpu onpenenenun odbema n3yd4aeMoro Marepuania ciieyeT pykKo-
BOJICTBOBATHCS: TEMATHKOW MPAKTUIECKUX pabOT U MPOTpaMMOii 3a4eTa.

IIpn u3ydeHun TEOPUM MOXKHO I0JIB30BATHCA MUCTOUYHUKAMU M3 CIIMCKAa OCHOBHOW U J0-
IIOJIHUTENIBHON JIMTEPATypPbl, UHTEPHET-PECYPCaMH, PEKOMEHIOBAHHBIMU IIPETIOIaBATENIEM, TEO-
PETUUYECKUMHU MaTepUagaMM 3JIEKTPOHHOro Kypca aucuuiuiasl B COO BITTY.

2. lIpakTrueckue 3aganus. Jis 3aKpeIuieHUs] TEOPUH U KaUeCTBEHHOM MOATOTOBKH K 3a-
4eTy CTOUT IIPU €€ U3YyYEHUU IapajulIeIbHO BBIIOJIHATH 3aJaHMs MPAKTUKyMa, pyKOBOJCTBYSCh
Meroandeckumu ykazanusimu B COO BITIY.

OTueTsl 0 BBHIOJIHEHUH 3aflaHUN Ja00paTOpHBIX padoT 0OPMIIAIOTCS B COOTBETCTBUU C
00pa31LoM U B YKa3aHHbIE CPOKHM OTIPABIISETCS MPenojaBaTelo Ha IpoBepKy nocpeacrsoM Cu-
CTEeMbI 371eKTpoHHOro o0yuenus BI'TIY.

3anaHusi, TEOPETUUECKUI MaTepuas, CIUCOK OCHOBHOM U JIONOJHUTENIBHON JIUTEPaTyphl,
BapHUaHTHl TECTOB pa3MelieHsl B Cucreme 31ekTpoHHOro ooydenus (C20) BI'TIY.

4.4 Metoauueckue peKOMEHallUY K CaMOCTOSTeNIbHONW paboTe CTyIeHTOB

CamocrosiTenbHast paboTa CTYAEHTOB MPU U3YYEHUH AUCHUIIIMHBI « OCHOBBI J1€10MPOU3-
BOJICTBa» OPraHU3YyeTCs ¢ LeNbio (OpMUPOBaHUS MPO(eCcCHOHATBHBIX KOMIETEHIIUH, TOHUMae-
MbBIX KaK CIIOCOOHOCTD MMPUMCHATH 3HAHUA, YMCHUSA U JIMYHOCTHBIC Ka4CCTBa JAJIA YCHCHIHOﬁ JAcA-
TEJILHOCTU B ONPEJeNICHHOI 00J1acTH, B TOM YHCIIE:

— (opMUpPOBaHMS YMEHUI MO MOUCKY M HCHOJIB30BAHUIO PA3IMUYHBIX MCTOYHHUKOB HMH-
dbopmanuuy;

— Kad4C€CTBCHHOI'O OCBOCHHA U CUCTEMATU3AIUHU IMOJTYYCHHBIX TCOPETUUCCKUX 3HaHHI>i, nux
yriIyOsieHus ¥ PacIIMPEeHUs IO MPUMEHEHHIO Ha YPOBHE MEXKIIPEIMETHBIX CBS3CH;

— (opMUpPOBaHMS YMEHUS IPUMEHSTh MOJTYUCHHbIE 3HAHUSI HA MPAKTHKE;

— Pa3BUTHA MO3HABATEIbHBIX CIIOCOOHOCTEH CTYAEHTOB, (POPMHUPOBAHUS CAMOCTOSITENb-
HOCTH MBIIIIJICHHUS;

— Pa3BUTHUA aKTUBHOCTH, TBOPUECKOW HMHUIIMATUBBI, CAMOCTOSATEIBHOCTH, OTBETCTBEH-
HOCTH U OPTaHU30BaHHOCTH,

— ¢opMHpOBaHUS CIIOCOOHOCTEH K CAMOPA3BUTHIO (CAMOITIO3HAHUIO, CAMOOTIPEIEIICHHUIO,
camM000pa30BaHHI0, CAMOCOBEPIICHCTBOBAHUIO, CaMOpeau3allii, CaMOPETYJISIHN);

— Pa3BUTHA HAYYHO-HCCIIEI0BATEIbCKUX HABBIKOB,

— Pa3BUTHA HaBBIKOB MEXIMYHOCTHBIX OTHOIICHHH.

B XO0J€ U3YUCHUA TUCHUITIIINHBI «OCHOBHI ACJIOIMPON3BOJACTBA» NPEAJIaracTCs BbIIIOJIHUTD
pas3JInYHbIE BUbI CAMOCTOSTENIEHONU PaOOTHI:

— BBINOJIHEHUE WHANBUIYATbHBIX 33JJaHNH JJAOOPAaTOPHBIX PadoT;

— MOATOTOBKA K ayAUTOPHBIM 3aHATUAM;
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— U3y4YEHHUE OTJAENbHBIX TeM (BOMPOCOB) IUCLUMIUIMHBI B COOTBETCTBHU C Yy4eOHO-
TEMaTHUYECKHUM IJIAHOM, COCTAaBJICHHE KOHCIIEKTOB;

— TMOATOTOBKA KO BCEM BHJIaM KOHTPOJIbHBIX MCIIBITAHUM, B TOM YHUCIIE K TEKYIIEMY KOH-
TPOJIIO yCIIEBAEMOCTH (B TEUEHUE CEMECTPA), MPOMEKYTOYHON aTTecTaluu (10 OKOHYaHHH Ce-
MecTpa).

B Mmeroanueckux ykazaHUAX H3JIAraeTcsl MOPSAIOK BBITOJHEHHS J1a0OpaTOPHBIX PadoT.
[1pu BeIMONIHEHUU PabOT UCIIONB3YIOTCS AMEKTpOHHBIE Tabmuibl MS EXcel, TekcToBbIl peakTop
MS Word, CYBJ] Access.

[lepen BbImOMHEHUEM PAOOTHI CIIEAYET U3YUYUTh TEOPETUUECKUN MaTepHUal U OTBETUTH Ha
KOHTPOJIbHBIE BOMPOCkL. OTueT 1o 1abopaTopHoit padore BeimonHsercs B MS Access u MS Ex-
cel . K 3auery no pabore npeawspisercs daii, ¢ pe3yabTaTaMyd MOJCTUPOBAHHS, COXPAHEHHbIH
B cBoeM JuyHOM kabuHete. B COO BITIY. Pesynbrarel paboThl COXpaHsSTh B (paiim u oTmpa-
BUTH B CUCTEMY DJIEKTPOHHOT'O O0yUYEHHUSI.

Y4eOHO-MeTOAMYECKOE 00ecTiedeHHe CAMOCTOATEILHON padoThI
CTY/€HTOB MO IMCUMUILINHE

Ounas ¢popma o0ydeHus1
KoumnuectBo
D opMbl/BHABI TAC0B, B
e HaumenoBanue CAMOCTOSTeAb HOI COOTBETCTBHM C
pa3naesa (TemMbl) yueOHo-
padoThI
TeMaTH4eCKUM
MJIAHOM
1. | JIoKyMeHTHI U 1eI10IPOU3BOJICTBO: Pabora ¢ KOHCIIEKTOM JIeK-
TEOPETUYECKHE OCHOBAHUS U TEPMH- | LIUH, IPOXOXKICHHE TECTA B 6
HOJIOT S COO BI'T1Y
2. | Undopmanmonnsle cBs3u npeanpu- | Pabora ¢ KOHCIIEKTOM JIeK-
ATUS 1, IPOXO’KJIEHNE TeCTa B 4
CO0 BI'TIY, moaroroBka K
nabopaTopHoii pabote
3. | Obmas cTpykTypa TOKyMeHTannoH- | PaboTa ¢ KOHCIIEKTOM JIeK-
HOT0 o0ecTeyeHns NPeanpUATHS 11, TOArOTOBKA K J1abopa- 4
TOpHOM paboTe
4. | Ilopsimok paboThI ¢ TOKyMeHTaMu B | PaboTa ¢ KOHCIIEKTOM JieK-
OpraHu3aIH Ui, MOJIrOTOBKA K J1abopa- 6
TOpHOHU paboTe
5. | OcHoBHbIe TpeOoBaHus B odopmiie- | PaGoTa ¢ KOHCIIEKTOM JIeK-
HUIO JIOKyMEHTOB Ui, MOJrOTOBKa K J1abopa- 4
TOpPHOI paboTe
6. | bi1aHku JOKYMEHTOB PaboTa ¢ KOHCTIEKTOM JIeK-
I, TIOJTOTOBKA K Jlabopa- 6
TOpHOHU paboTe
7. | JokyMeHTOOOOpOT C MCIIOIB30BaHH- .
PaGora ¢ KoHCTIEKTOM JeKIuit 6
€M TeXHUYECKHX CPEJICTB
NTOT'O 36
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3aouHnas popma o0yueHust

Kouun4yecrBo
4acoB, B
®opMbl/BHABI i
HanmenoBanme . COOTBETCTBHHU €
Ne CaMOCTOSITeILHOMI
pasnesa (TemMbl) Y4eOHOo-
padoThI
TEeMATHYECKHM
IUVIAHOM
1. | JOKyMEHTHI U AENONPOU3BOACTBO: Pabota ¢ KOHCTIEKTOM JIeK-
TEOPETHYECKUE OCHOBAHMS U TEPMHU- | LIUH, IPOXOKJICHUE TECTA B 6
HOJIOTUSI CO0O BI'T1Y
2. | Nudopmanmonnsie cBsi3u npeanpu- | Pabora ¢ KOHCIIEKTOM JIeK-
ATHS LU, TPOXO0KJICHUE TECTA B 10

CDOO0 BI'TIY, BeImonaHCHHUE
71a00paTOpHON PabOTHI

3. | O6mas cTpykTypa 10KyMeHTauuoH- | PaboTa ¢ KOHCIIEKTOM JIeK-
HOTO 00OecIeueHUs MPEIITPUATHS IIUH, BBITIOJIHEHUE Jabopa- 10
TOPHOM paboThI

4. | Ilopsaok paboThl ¢ JOKYMEHTaMH B Pabora ¢ KOHCIIEKTOM JIEK-

OpraHu3aluu L[1H, BBIIIOJIHEHUE J1abopa- 10
TOPHOU pabOThI
5. | OcHoBHBIC TpeOoBaHus B opopmite- | PaboTa ¢ KOHCTIEKTOM JIeK-
HUIO JJOKYMEHTOB IIUH, BBITIOJIHEHUE JJabopa- 10
TOPHOM paboThI
6. | bianku 1oKymMeHTOB PaboTa ¢ KOHCIIEKTOM JIeK-
IIUH, BBITIOJTHEHUE JTabopa- 10

TOPHOH paboThI

7. | JIokyMEeHTOOOOPOT C MCIOIb30BAHH-
€M TEXHUYECKHX CPEIICTB

Pabora ¢ KOHCIIEKTOM JEKIINHA 4

UTOI'O 60

5 MPAKTUKYM 110 IMCHUIIJIMHE

Teopetnueckne cBeneHus u 3aganus pasmeneHsl B COO BITIY.
CryneHThl 3a04HON (OpMBbI 0O0yUEHUS BBIMOJIHSIOT 3aJlaHUSI B paMKaxX CaMOCTOSITEIIbHON
paboTHI.
Tema 2. UndopmanoHHbie CBSI3U NPeANPUSITHS
Coaepxanue
JlaGopaTopHas padota: [IpoekTrupoBaHne CXeMbI BHEITHETO JOKYMEHTOO00POTa MPEATPUATHS

Tema 3. O0mas cTpyKTYpa 10KYMEHTAIIMOHHOT0 00ecreYyeHusl NpeAnpusTus
Conep:xxanue
JlabopaTopnasi pa6ora: [IpoekTrpoBaHe cXeMbl BHYTPEHHETO JOKYMEHTO000pOTa peIpHsi-
THUsA

Tema 4. Ilopsiok padoThl ¢ JOKYMEHTAMH B OPraHU3aLUH
Conepxanue
JlaGoparopHas padora: [[pumMeHeHre pEKBU3UTHOTO aHAIN3a

Tema 5. UndopmanuoHHbIE CBSA3HM NPeANPUATHS
Conep:xanue
JladopaTopHasi padoTa: PekBU3UTHBIN aHANIHM3 JOKYMEHTA M CO3/IaHKHE oT4eTa B ACCESS
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Tema 6. MHpopManiMOHHBIE CBS3U MPEINPUATHS
Conepxanue
JlaGopaTtopHas padorta: Co3ganue 0J1aHKOB TOKyMeHTOB B MIC

6 IMAAKTHYECKHUE MATEPHUAJIBI 1JI51 KOHTPOJISA (CAMOKOHTPOJIS)
YCBOEHHOI'O MATEPHAJIA

6.1 OneHoYHBbIE CPECTBA, MOKA3ATEJH H KPUTEPUH OIEHUBAHUS KOMIIETEHIIUIH
Nupexce
KOMIIE Ouenounoe IMoka3zaresnu Kpurepun oueHuBanus
Cpe/CTBO OlLlCHUBAHWS c¢()OpMUPOBAHHOCTH KOMIIETEHIH A
TeHUHH
Husknii KomnyecTBO NpaBUIIBHBIX OTBETOB HA BO-
(HeyOBIETBOPUTENBHO)| Mpockl Tecta MeHee 60 %
[Toporossiii KonnuecTBo mpaBMIIBHBIX OTBETOB Ha BO-
OIIK-4 Teer (YIOBIETBOPUTENBHO) | MPOCH TecTa oT 61-75 %
[1K-5 bazoBbiii KonnuecTBO npaBUIIbHBIX OTBETOB Ha BO-
(xopomio) pockl Tecta oT 76-84 %
Bricokuit KonnuecTBo mpaBMIIBHBIX OTBETOB Ha BO-
(oTH4HO) npockl Tecta oT 85-100 %
oOHapy»XKUBaeT He3HaHHE OOJIbIICH YacTh
. COOTBETCTBYIOILIETO BOMpOCA, JOMYCKAeT
Huzkuit yrom poca, oty
OIIMOKK B 3aJaHUSIX, HE TMOHUMAaET HUX
(HEeyAOBIETBOPUTENBHO)
CMBICJ, OECHIOPSAA0YHO U HEYBEPEHHO W3-
JaraeT TEOpHIO 1Mo TeMe Jab0paTOpHON.
1) mnpencraBiseT OTYET HEMOJHO U JO-
[Toporossiii MyCKaeT HETOYHOCTH B 3aJIJaHUSX;
JTOBJIETBOPUTENBHO) | HE YMEET JOCTAaTOYHO CHEeJaTh BBIBOJBI U
JlaGopaTopHas S P ) M i
aGoTa PUBECTU CBOM MPUMEDPHI;
OIIK-4 p JAeT OTBET, YJIOBIETBOPSIOIINNA TEM XK€
OueHuBaeTcst
ITK-5 - . TpeOOBaHUSAM, YTO U AJI «OTIUYHO», HO
pyOpuKoii B basosbilt (xopowo) omnyckaeT 1-2 ommOKH, KOTOPBIE caM Ke
C30 BrIy oty » KOTOP
UCIIPABIISIET
1) BBINOJHKUI Bce JabopaTopHbIEe pado-
THI,
oOHapy»XUBaeT IOHMMaHuE MaTepuaia
BbiCOKMA (OT/IMYHO) IpU OTBETE Ha KOHTPOIBHBIE BOIPOCHI,
MOXKET OOOCHOBAaTh IOJYYEHHBIE PE3YJIb-
TaThbl, MPUBECTH CAMOCTOATEIBHO COCTAaB-
JICHHBIC TIPUMEPBHI;

6.2 [IpoMe:kyTOUYHASI aTTECTAIUS CTYA€HTOB MO AUCHUILINHE

IIpomexxyTouHast aTTecTanus SBISAETCS MPOBEPKOM BCEX 3HAHUM, HABBIKOB M YMEHUU
CTYACHTOB, NMPUOOPETEHHBIX B IMpPOLECCe U3YyUEHHUS IUCHMIUIMHBL DPOpMOH NpoMex yTOUHOH
aTTECTalMy 110 IUCLIMILINHE SBIIIETCS 3a4eT.

B nucuumnivHe npuMEHSIETCSl pEWTHUHIOBAas CHCTEMa OLIEHOK, opraHu3zoBaHHas B COO
BI'TTY. Onenka ckiiagbIBaeTCsl M3 OIMEHOK BCEX KATETOPHUM OIEHOYHBIX CPEACTB (OMPOCHI, J1a00-
paTopHbIe pabOThI, TECTHI, KOHTPOJIbHASA paboTa (U1 CTYACHTOB 3a04HOM (pOpMBI 00yUeHUS)).

JUd OueHUBaHUsA Pe3yJIbTaTOB OCBOEHUS JUCLUILUINHBI IPUMEHSAETCS CIeAyONINe KpUTe-
pHH.
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KpuTtepuu oneHuBaHus yCTHOTO OTBETA HA 3a4eTe
Kputepuu onieHrBaHus Ha 3a4eTe
Ol1eHKa «3a4TE€HO» BBICTABIAETCS CTYJICHTY, €CIIu:

e [Jo GanpHO-PEUTUHIOBOU cucTeMe HaOpaHo 85%.

O11eHKa «HE 3aYTCHO» BBICTABJISICTCS CTYACHTY, SCIIH:

o [lo GanmpHO-pEUTUHTOBOU cucTeMe MeHee 85%.

6.3 TunoBble KOHTPOJIbHBIC 3a/IaHUS WJIN UHBIC MaTE€pUuaJbl, HGOGXO}II/IMLIQ IJIs
OLICHKHU pe3yJIbTAaTOB OCBOCHUSA JUCHHUIIJIMHBI

3amanus naxoaarcs B cucteme COO BI'TIY mo aapecy: http://moodle2.bgpu.ru/

Ouenounoe cpencrso: Tect
B nmporpamme TuCHHAIUIMHBI IPUMEHSIOTCS TPU TecTa: TecT BXOIHOro KOHTpous, Tepmu-
HOJIOTUYECKUI TUKTAHT, ITOroBbIN TeCT.
IIpumep: Bonpockl BXOJHOTO KOHTPOJIS
I{enbro TECTOBOrO BXOAHOIO KOHTPOJIS ABJIAETCS OLIEHKA HMEIOIMXCS HA HA4aJI0 U3Y4YECHMS TUC-

LUIUIAHBI 3HAaHUM CTYACHTOB. BaumarenbHO moyuTanTe MMpCACTaBJICHHBIC HUXKC BOIIPOCHI U Ba-
PHUAHTBI OTBCTOB. OTMeTBTE HpaBHJ’IBHLIﬁ, Ha Bam B3I, BApUAHT.

1. PeKkBU3UT TOKyMEHTa — 3TO:

a) COCTaB CO/IEP)KaHUS IOKYMEHTA;

0) mpuJIoKeHHE K JOKYMEHTY;

B) MOPSA0K NMOANNUCAHUS JOKYMEHTA.

2. bnank qoxkymeHTa — 3TO:

a) TeKCT, HaOpaHHBIA HAa KOMIIBIOTEPE;

0) J1leJ1I0BO€ MUCHMO;

B) CTaHJapTHBII 00pa3en; 0opopMIIEHHS TOKYMEHTA.

3. Ctunb U3I0KEHUSI TOKYMEHTA — 3TO:

a) coOuo/ieHre MpaBUil 0(OPMIIEHUS;

0) crmoco0 U3I0KEHUS TeKCTa,;

B) pa3MellleHle PEKBU3UTOB.

4. llltatHOE pacnicaHUE:

a) TOJKHOCTHOM M YMCIIEHHBIA COCTaB MPEANPUATHS ;
0) o01I1ast YNCICHHOCTh PAOOTHUKOB;

B) HAMEHOBaHUE MOpa3AeIeHUI OpraHu3aluu.

5. JIOJKHOCTHBIE MHCTPYKLIAHU:

a) MMOJAYNHEHHOCTb COTPY/IHUKOB;

0) TpyZ0BO# TOTOBOD;

B) (pyHKIIMY, ITpaBa U 00SI3aHHOCTH COTPYIHUKOB.

6. AKT — 3TO:

a) cBezieHUs1 00 axpecare;

0) MIChbMEHHOE MOTBEPIKICHHIE PE3YIbTaTOB KaKUX-TNOO0 COOBITHIA,
B) OTMETKa 00 UCTIOTHEHUH JOKYMEHTA.

7. YcraB OpraHu3aium — 3T0:

a) OCHOBHOH JIOKYMEHT, perIaMEHTHPYIOIUI (PyHKIIMOHUPOBAHHE OPTaHU3AIHH;
0) ¢bopma ynpaBieHus: OpraHU3aIuei;


http://moodle2.bgpu.ru/

B) CBEJICHUS O COYUPEIUTENAX (YJaCTHUKAX) OpraHU3AIINH.
8. TpynoBoii 1oroBop:

a) 3asBIICHHE O IIpUeMe Ha PaboTy;

0) MMCEMEHHOE COTJIANIEHUE CTOPOH IIPU IIpHEeMe Ha padoTy;
B) aHKEeTa KaH/JMJ1aTa Ha BAKAHTHYIO JOJKHOCTb.

9. IIpoTokoi — 3T0:

a) JIEMEHT JIJIOBOTO 3TUKETA;

0) HOpMaTUBHBIN JOKYMEHT;

B) JIOKYMEHT PEruCTpally COBEIIAHUS U IIEPErOBOPOB.
10. JoBepeHHOCTH — 3TO:

a) MMCbMEHHOE YIIOJIHOMOYHE IIpaB OJJHOTO JIMLA IPYTOMY;
0) yZI0CcTOBEpEHUE TUYHOCTH;

B) JI€JIOBOE IHCHMO.

11. K pacriopsiuTenbHbIM TOKyMEHTaM OTHOCUTCS:

a) MpUKas;

0) mokJaaHas;

B) OOBSCHHUTEIIbHAS.

12. K opranu3aiimoOHHbIM JOKYMEHTaM OTHOCHUTCSL:

a) pacropsHKeHHE;

0) mTaTHOE pacIUCaHUE;

B) pe3toMe.

13. Tekct mOKyMeHTa:

a) CBEJICHUs O pa3pabOTUHKE;

0) 3aroJI0BOK JIOKYMEHTA,

B) OCHOBHOM PEKBHU3HUT JOKYMEHTA.

14. Tenedonorpamma:

a) puxcanus gakTa co3IaHUs WIN MOCTYIUICHUS JOKYMEHTA;

0) TOKYMEHT, nepeaaBaeMblii IO TeIePOHY U 3aHUChIBAEMbIN MOTydaTEeNIEM;

B) J)KypHaJl y4yeTa Tele(QOHHBIX 3BOHKOB.

15. IIpoekT nokymeHTa:

a) MPeIBAPUTEILHO MOTOTOBJICHHBIN BapPHAHT JIOKYMEHTA,

0) NpaBUIIBHO COCTABJICHHBIN OJIaHK JOKYMEHTA,;

B) MMO/LIMBKA BaKHBIX JOKYMEHTOB JJIsl XpaHEHUSI.

16. Perucrpauus 1oKyMeHTa:

a) COIJIaCOBAaHUE C PYKOBOJIUTEIIEM;

0) mpoBepKa MPaBUILHOCTH COCTABJICHHUSI;

B) IPUCBOCHUE JJOKYMEHTY HOMEDA.

17. Knaccudukanus TOKyMEHTOB:

a) GopMHpPOBAHUE CUCTEMBI JOKYMEHTOB;

0) COBOKYITHOCTb PA3JIUYHBIX TIOKYMEHTOB;

B) pa3ziefieHHe BCeX JOKYMEHTOB I10 ONPE/IeICHHBIM TPU3HAKAM.
18. IIpaBo moamnucu:

a) MOJTHOMOYHE JTOJDKHOCTHOTO JIMIIA Ha MMOAMUCAHNE T0KYMEHTOB;
0) mpaBo yTBEpPKJIaTh JOKYMEHTHI;

B) NIPaBO COCTABJICHUS TOKYMEHTA.

13
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19. Jleno B AOKyMEHTOOOOPOTE YIIPABICHYCCKOM JACSITEIIBHOCTH
a) COBOKYMHOCTh IOKYMEHTOB, 00BEAMHEHHBIX 10 ONPEICICHHOMY MTPU3HAKY;
0) kakoe-1100 EeNCTBUE TOJKHOCTHOTI'O JINLIA;

B) MHCTPYKIIUS IO JICJIONPOU3BOICTBY.

20. lybnukar:

a) MEePBBIA U €TUHCTBEHHBIN HK3EMIUISP IOKYMEHTA;

0) KOIusl, UMEIOIIast OPUANYECKYIO CHUITY TOJITMHHUKA;

B) GOpMYJISIp TOKYMEHTA.

21. Anpecar:

a) COCTaBUTEIb JOKYMEHTA;

0) oTIpaBUTENb JOKYMEHTA;

B) MOJy4aTelsb JOKYMEHTA.

22. Bu3za qokymeHTa:

a) yTBEP)KICHHE JOKYMEHTA;

0) moAnuch, 0O3HAYAIOIIAS COTJIACKE C COIEPKAHUEM JTOKYMEHTa;
B) COIJIaCOBaHUE JIOKyMEHTA.

23. KonTpareHnr:

a) OIHA U3 CTOPOH KOHTPAKTA;

0) KOHKYPEHT MPEIIPUITHUS;

B) OpraHu3alMsI-110JIy4aTeib JOKyMEHTA.

24. BHEUIHMA TOKYMEHT:

a) JOKYMEHT, OTIPABJICHHBIN JPyTruM OpraHu3alysM WU MOITy4YEHHBIN OT HUX;
0) TOKYMEHT sl BHYTPU(DHUPMEHHOTO UCTIOIh30BAHMS;

B) IOKYMEHT, (PUKCUPYIOIINNA BONIPOCHI 3aCeAaHuUs.

25. KBurauums:

a) JOKYMEHT, COZIepKall1ii CBEACHUS O MPEANPUATHH;

0) KpaTKas XapaKTepUCTHKA COJCPKaHUS TOKYMEHTA,

B) MOATBEPKICHHUE MOIYYECHUS JEHET WM MaTepUAIbHBIX [IEHHOCTEH.
26. KonduaennuanpHas nHGOpMAaIIus:

a) nHdopmanus, 10CTyl K KOTOPOH OrpaHUyEH;

0) uaopmanus myOIMIHON OTUETHOCTH;

B) opunragbHas nHpopManus.

27. Kommepueckas TaiiHa:

a) nHpopManus, UMEoIIas OPUANYECKYIO CHITY;

0) KoHpuIeHIMaTbHAs UHPOPMALIUS, UCTIONb3yeMast IS IOCTUKEHUSI KOMMEPUECKUX 1eJIeH;
B) HH(popMaIus, 3adpuKCHpOBaHHAs Ha OYMa)KHOM HOCHUTEJIE.
28. Jlemonpon3BoACTBO:

a) COCTaBJICHHE JIET;

0) opranmu3anus paboThI C TOKYMEHTaAMU;

B) OIIPENIETIEHNE CPOKOB XPAHEHUS JEII.

29. I'noccapwuii:

a) COBOKYIHOCTb PEKBU3UTOB JIOKYMEHTA;

0) cozep:kaHue KHUTH, OTYETA, CTAThH, IOKYMEHTA;

B) cOOpaHMe 4acTo yNOTPeOIsEMBIX CIIOB U BBIPAKCHH.

30. CrpaBka:
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a) MPaBOBOM aKT, M3/IaBae€MbIi B IIEJISIX PEIICHUS TIPOU3BOJICTBCHHBIX 3a/1a4,
0) MPOM3BOJICTBEHHBIN JOKYMEHT;
B) TIOJTBEPKICHUE KAaKOTO-TM00 (hakTa.

Ouenounoe cpencrso: Jlaboparopnas padora
Tema: [IpuMmeHeHrne peKBU3UTHOIO aHAIU3a

3ananmue 1. Ilpumenenue pexeuzumnozo ananuza. Co3naite >IEKTPOHHBIA JOKYMEHT,
HPKOHOMHYECKHE MOKA3aTeIH KOTOPOro OyAyT BHOCUTCS M (PacCUMTHIBATHCS MPH HEOOXOIMMO-
ctu) u3 CYBJl MS Access.

HabGepewMm cnegyromuii 1OKyMeHT B TEKCTOBOM penakTope MS Word u mpoBeneM pekBu-
3UTHBIA aHAIN3 [ BBISIBICHUS] DKOHOMUYECKUX IMOKa3aTENEeH.

Jluneitnast cxema pexBu3uTHOro ananusza npumer Buia: S(C11(IIP1, OP2), I1P3, I1P4,
C12(I1P5, 11P6, C21(C31(I1P7, TTP8), C32(OP9,0P10), C33(OP11, OP12)) C13(ITP14, IIP15))

Ilo nToram peKBU3UTHOIO aHAJIN3a MOXKHO CAENAaTh BBIBOJ, YTO YKOHOMUYECKHUE MOKA3a-
TEJIN COJIEPKAThCS BO BCEX TPEX YACTSIX JOKYMEHTA, IPUYEM UX MOXKHO pa3OUTh Ha CIEIYIOLIHe
rpynnsl: «PabotHukmy, «Mecto paboTsl paboTHHKa», «MecTo KOMaHIUPOBKNY, «KomMaHupoB-
ka». Kpome Toro, mo mpaBuiaaM HOpMalU3allMK CIPaBOYHbIe TaOMIbl «J{omkHOCTE» U «I opo-
na», «Opranuzanus» ciaenyeT BbIICIUTh OTAETbHO». Takum obpa3oM, cxema JJaHHBIX Ui Tao-
7M1 OyJIeT BHITJIAJIETh CIEAYIOUMM 00pa3oM.
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[Ipu opranuzanuu cBsizeil mpocieauTe, yToObl Be3[e coOJoanach eIOCTHOCTh JaH-
HBIX. /{715 opranu3anuy CIusHus JaHHBIX HEOOXOIMMO cliejaTh UTOTOBBIH 3ampoc. Jliis 3Toro Ha
nente «Co3nanue» Ha 3aknajke «Jpyrue» BoiOepute «KoHCcTpykTOp 3ampocoBy». Jlo6aBbTe Bce
Ta0JIULIBI.

Cpok KOMaHAMPOBKH pacCUUTHIBaeMoe moJe, 1o6aBum ero uepes [loctpoutens Beipae-
HUH. AHanornyHo depe3 [locTpouTenb BhIpaXKEHUN pacCUUTANUTE CPOK KOMAHIUPOBKHU O€3 Mpo-
e3na.

Hust cnusaust ¢ MS Word 2007 Ha nenTe «BHemHue ganHbiey, Ha BKIAAKe DKCIOPT BbI-
Oepute B criucKe «J{OMOTHUTENBHO» KOMAHAY IO CIUSHUIO. YKaXHUTE, YTO OyJeT MPOU3BOAUTH
CIIMSIHME C PAHEE CO3/1aHHBIM JIOKYMEHTOM.

Ecnu cnusiHue npousBeieHo NPaBUIIbHO, TO B IOKYMEHTE MOSBIISETCS COOTBETCTBYIOIIAS
HaHeJIb MHCTPYMEHTOB. C IOMOIIbIO BKIIAJKU «BcTaBUTh mose ciusHusS» BCTaBbTE BCE HEOOXO-
JuMble nosid. JlaHHbIe CTaHYT AOCTYNHBI B peskuMme «IIpocmoTp pesynbratoBy. st nepexona ot
3aMKCcH K 3alliCH MIPOJIUCTANTE BCE 3aIIUCH.

(o O B

BT
CIVAEBHOEIAIAHIES __ fae
% HIEPA TR B ADEINITPORN) B OTTOT S 41O RMEDS

3anaHue 11l CAMOCTOSATEILHONH PadoThI

[TpoBeanTe peKBU3UTHBIN aHAN3 U CO3/IAMTE COOTBETCTBYIOIIYIO 0a3y NaHHBIX ISl Cle-
JTYIOLIETO JOKYMEHTA.

RIUHEA HPOINAK

7 IEPEYEHb HHO®OPMAIIMOHHBIX TEXHOJIOT I, UCTTOJIb3YEMBIX
B NIPOIECCE OBYYEHUA

HNudpopmanuoHHbIe TEXHOJOITHH — 00yUeHHE B 3JIEKTPOHHOM 00pa3oBaTeiIbHOM cpesie ¢
LENbI0 pacIIMpPEeHHs JOoCcTyna K 00pa3oBaTENbHBIM pecypcaM, yBEJIWYEHHs] KOHTAKTHOTO B3au-
MOJICHCTBHUS € MpenojaBaTesaeM, NOCTPOCHHUS WHIANBHIYaJbHBIX TPAEKTOPUH MOJATOTOBKH, 00b-
€KTHBHOI'0 KOHTPOJISI U MOHUTOPUHTA 3HAHUH CTYJIEHTOB.

B ob6pazoBarenbHOM mpoliecce Mo TUCHHUILIMHE UCIOIB3YIOTCA clelyromue HHpopMalu-
OHHbIE  TEXHOJIOTMH, SBJISIOLIMECS  KOMIIOHEHTaMH  DJEKTPOHHOW  HMH(OpMalMOHHO-
oOpa3oBatensHOU cpeabl BITIY:

e Cucrema snextporHoro ooyuenuss ®I'b6OY BO «bI'TIV»;

e DJEKTPOHHBIC OMOTUOTEYHBIC CHCTEMBI;

o MyJnbTUMEIUIHOE COMPOBOXKICHUE JIEKIIUA U MPAKTUYECKUX 3aHITUH;

e [laker Microsoft Office.
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8 OCOBEHHOCTHU U3YYEHUA JTUCHUIIJIMHBI UHBAJIUJAMMU U JIMOAMMU C
OI'PAHMYEHHBIMUA BO3MOKHOCTSAMMU 310POBbsA

HpI/I O6y‘-I€HI/II/I JiiLl ¢ OrpaHUYCHHBIMUA BO3MOYKHOCTAMU 300POBBA IIPUMCHAKOTCA aaall-
THUBHBIE 00pa30BaTEIbHBIC TEXHOJIOTHH B COOTBETCTBUH C YCIOBHSIMH, U3JI0)KEHHBIMH B paszieiie
«Oco0eHHOCTH OpraHu3alk 00pa30BaTENBLHOrO MpoLEcca MO 00pa30BaTENbHBIM IPOTrpaMMaM
JUISl MHBAJIMJIOB M JIMII C OTPAaHUYEHHBIMUA BO3MOKHOCTSIMH 3/10pPOBbS» OCHOBHOM 00pa3oBaTelib-
HOU MporpamMMmbl (MCIIOIB30BAHNE CHEIMATIBHBIX YYEOHBIX TTOCOOUI U JUIAKTUYECKUX MaTepHa-
JIOB, CTICIHAJIBHBIX TEXHUYECKUX CPEJICTB O0YUEHUS KOJUIEKTHBHOTO M MHAWBUAYAIHHOTO TOJIb-
30BaHUs, PEJOCTABICHUE YCIYT aCCUCTEHTA (IIOMOIIIHHUKA), OKAa3bIBAIOIIEr0 00yUYaoLUMCs He-
00XOIMMYI0 TEXHHYECKYIO TIOMOIIb U T.II.) C YY4ETOM MHIMBHIYAIBHBIX OCOOEHHOCTEl 00yda-
IOIINXCS.

9 CIIMCOK JIMTEPATYPbI U UH®OPMALIMOHHBIX PECYPCOB

9.1 JIuteparypa
1. JloxymeHTOBeIeHHE : YICOHUK U TpaKTUKyM st By30B / JI. A. JloponuHa [u ap.] ; mox pe-

nakmueit JI. A. JloponnHoi. — 3-e m3x., nepepad. u mon. — Mocksa : MznarenscTBo FOpaiit,
2022. — 336 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-15753-6. — TekcT : 371eKTpOH-
HBII // OOpazoBatenbHas wiaropma Opaiit [caliT]. —
URL.: https://urait.ru/bcode/509617 (nata oopamenus: 14.10.2022).

2. 3unoBbeBa, H.b.  JlokymenroBenenue : Yuel. - metoz. nocobue / 3unoBseBa H.b. - M. :
[Mpoduszaar, 2001. - 27 c. - (CoBpemennas 0-ka;Brim.17). - ISBN 5-88283-048-6 : 51p.70k. p.
(25)

3. Kazakesuu, T. A. JlokymeHtoBeneHue. JJOKyMEHTAIIMOHHBIM CEPBHC : YUEOHUK U MPAKTH-

kyMm ans By30B / T. A. KazakeBuu, A. U. Tkanuu. — 2-e uzn., ucnp. u gomn. — Mocksa : M3aa-
tenbeTBO HOpaiit, 2022. — 177 c. — (Bsicmee obpazoBanue). — ISBN 978-5-534-06273-1. —
Texcr : oanextponHsld //  OOpasoBarenbHas  1uiatgopma  FOpalt  [caiiT]. —
URL.: https://urait.ru/bcode/491585 (nata oopamenus: 14.10.2022).

4. T'ymepona, I'. . DnexTpoHHOE MpaBUTENLCTBO : yueOHUK myisg By3oB/ . WM. ['ymeposa,
3. II. [aiimueBa. — 4-e u3f., ucnp. U gon. — Mocksa : M3natensctBo [Opaiit, 2022. —
205 c. — (Bricmee obpaszoBanue). — ISBN 978-5-534-15447-4. — Tekcr : dIeKTpOHHBIN //
OopazoBarenbHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/507477 (nara o0-
pamenus: 14.10.2022).

9.2 ba3bl JaHHBIX U HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMBI

1. ®enepansHbiii moptan «Poccuiickoe odpazoBanue» - http://www.edu.ru.

2. Bcepoccwuiickuii o0pazoBaTenbHbIN mopTan «HPpOpMaImOHHO-KOMMYHHUKAITHOHHBIE
TEXHOJIOTHH Itemaroramy» - https://edu-ikt.ru/ .

3. Tlopran HayuHoit aekTpoHHOM OnbIHoTekH - http://elibrary.ru/defaultx.asp.

4. UntepHer-Yuusepcurer WMudpopmanmonnsix TexHomoruit. - Pexum  jpocrty-
na: http://www.intuit.ru

5. Bapmynn, B.B. B18  OcHoBsl Aenonpoun3BojicTBa: yueOHoe nocodue /
B.B.Bapmyna. —-M.: MacTuTyT ynpasnenus u npasa, 2015. -162c.Pexxum nocryna:
http://iup.com.ru/sites/default/files/w/

6. IIpoxopos, A. Pabora B coBpemenHOM odrce. Pexxum nocryma:
https://www.intuit.ru/studies/courses/76/76/info
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https://urait.ru/bcode/491585
https://urait.ru/bcode/507477
https://edu-ikt.ru/
http://www.intuit.ru/
http://iup.com.ru/sites/default/files/w/
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7. Pwibankuna, 3.M. JIokyMEHTOOOOPOT M IETOTPOU3BOICTBO: MPAKTUKYM / 3.M. PhI-
6ankuna. — [lensa: [II'YAC, 2014. — 128 c. Pexxum nocrymna:
http://library.pguas.ru/xmlui/bitstream/handle/123456789/961

9.3 D/1eKTPOHHO-0MOTHOTEYHbIE PeCYPChI
1. OBC «lOpaiit». - Pexxum goctyma: https://urait.ru
2. ITonmpen (0630p CMMU). - Peskum moctyma: https://polpred.com/news
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https://polpred.com/news
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10 MATEPHAJIBHO-TEXHUYECKAS BA3A

Jnis 1npoBeleHUs 3aHATUH JIEKIMOHHOIO M CEMUHApCKOro THMA, TPYNIOBBIX U
UH/IWBUYAIbHBIX KOHCYJIBTAIlMi, TEKYIIEro KOHTPOJS U MPOMEKYTOYHOH aTTecTalnuu
UCMONB3YIOTCS ~ ayJUTOPUH, OCHAIIEHHBbIE y4yeOHOM MeOenblo, ayJIUTOPHOH  JOCKOM,
KOMITBIOTEPAMU C YCTAHOBJICHHBIM JIMIICH3MOHHBIM CIEIHUATU3UPOBAHHBIM  IPOTPAMMHBIM
o0ecrieyeHHeM, KOMMYTAaTOpPOM JUIsl BBIXOJAa B 3JIEKTPOHHO-OMOJIMOTEYHYIO CUCTEMY U
NIEKTPOHHYI0  HMH(pOpMAaMOHHO-00pa3zoBaTenbHylo  cpenxy  BITIY,  MynbTUMeTuitHBIMU
IPOEKTOPAMH, 3KCIIO3ULIMOHHBIMU SKpaHAMH, Y4eOHO-HAIJISIIHBIMU MOCOOMAMM (METONYECKHE
1nocoOust K J1abOpaToOpHOMY MPAKTHKYM, MYJbTUMEIUHHBIC IPE3CHTALIUN ).

Jis mpoBeneHus J1abopaTOpHBIX pabOT TakKe MCIOJIb3yeTcs KOMIBIOTEPHBIN Kiacc,
YKOMITJIEKTOBAaHHAS CIIETYIONUM 000py10BaHHEM:

e KOMIUIEKT KOMIIBIOTEPHBIX CTOJIOB.

e Cron nmpenoaBarens

e [lronutp

e AyauropHas JOCKa

e KoMIIbloTEphl ¢ YyCTAaHOBJIEHHBIM JIMLIEH3UOHHBIM CIELUAIU3UPOBAHHBIM MPOTrPAMM-
HBIM 00ecTIe4eHnEM

e MynbTUMEIUNHBIN IPOEKTOP

e DKCIO3ULIMOHHBIN IKpaH

¢ YyeOHO-HATJISAHbIE TOCOOUS - MYJIBTUMEIMIHBIEC IPE3EHTAIINN IO AUCIUTLINHE.

CamocrodrenbHas paboTa CTYACHTOB OPraHU3YeTCs B ayIUTOPHUSIX OCHALEHHBIX KOMIIb-
IOTEPHOW TEXHUKOW C BBIXOJIOM B DJIEKTPOHHYIO HH()OPMAIIMOHHO-00pPa30BaTEIbHYIO CPENy BY-
3a, B CHELMAIM3UPOBAHHBIX J1a00OPaTOPUAX M0 AUCLUIUIMHE, a TAKXKE B 3aj1ax JAOCTyIa B JIOKAJb-
Hyto ceTb BI'TIY, B naboparopuu rncuxoiaoro-neaarornyeckux UCCiae10BaHuM u JIp.

JIMLIeH3MOHHOE MpOrpaMMHOE O0ecleyeHue: OIEepalMOHHbIe CHCTEMBI ceMelcTBa
Windows, Linux; oducusie nporpammel Microsoft office, Libreoffice, OpenOffice wu 1.1 .

Pazpabotunk: [Toroa E.®., kanaumat TeXHUYECKUX HAYK, TOIIEHT
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11 IMCT UBSMEHEHHUH U JOITOJTHEHUM

YTBep:kaenne usmenenuii u nonoanenuii B PIJI nas peammsamun B 2023/2024 yu. r.

PII/I nepecmoTpeHa, o0cysxaeHa u ogoopeHa s peanusanuu B 2023/2024 yueOHoM ro-
1y Ha 3acefaHuu kKadeapbl HHGOPMATHKH U METOJAUKHU MPEoAaBaHust HHPOPMATHKH (ITPOTOKOJ
Ne 8 ot 24.05.2023 r.).

YTBep:xkaenne usmeneHnuii u nonojHenuit B PILJI nnsa peanuzanuu B 2024/2025 yu. r.

PIT[] obcyxnena u oqoOpena s peanu3anuu B 2024/2025 y4. . 6e3 u3MeHeHUi Ha 3a-
cenaHuM Kadeapsl MHGOPMATUKY U METOIMKHU NpenojaBaHus UHPopMaTuku (mpotokos Ne§ ot
29.05.2024 1.).

YTBep:xkaenue usmeneHuii u nonojHenuii B PILI nnsa peanuzanuu B 2025/2026 yu. r.

PI1/] oGcyxnena u omodpena aist peanu3anuu B 2025/2026 yud. r. Ha 3acefanuu Kadeapsbl

nH(pOpPMATUKK U METOAWKHU MperofaBanus uHpopMmatuku (mpoTokos Ne6 ot 26.03.2025 r.). B
PIIJI BHECEHBI CaeAyOMIYE U3MEHEHHS U TOTIOJIHEHHUS :

Ne uzmenenus: 1
No cTpaHHIIBI ¢ U3MECHEHUEM:

HckmrounTh: BxirounTs:

Ne uzmenenus: 2
Ne cTpanuIbl ¢ MN3MEHEHUEM:

HckmrounTh: Bxirounts:




