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1. llenu, 3a1a4u ¥ IUIAHUPYEMBIE pe3yJIbTaThl 00yUEHHUS 110 AUCIMUILINHE

Heabio qucuurnHbl «/lokyMeHTanmonHoe obecrneueHue nudpoBbIX mMpoiece
OB» SIBJIACTCS MPUOOpETEHUE NMPOPECCUOHAIBHBIX KOMIETEHIUI U (DOPMUPOBAHKE Y
CTOWYMBBIX HABBIKOB B c)epe TOKYMEHTAMOHHOTO o0ecredeHns uQpoBoro OusHec
a, co3aanus MUQPPOBBIX MPOAYKTOB, U T-TpOEKTOB U pereHHi.

Banaann H3YYCHUA JUCHUIIINHBI ABJIAOTCI.

— 3HAKOMCTBO C OCHOBHBIMHU IIPUHIHUIIAMH,

nmponoeccaMn U OCOOCHHOCTSIMH

JIOKYMEHTAIMOHHOTO 00eCcTIeUeHHsI LIU(PPOBBIX PEIICHUH;

— O03HAKOMIJICHHE C COBPEMEHHOM CUCTEMOI JOKYMEHTAIMOHHOIO 00eCIeYeHus Ip
0eKTOB u nporueccoB B UT-cdepe,
— HW3Yy4YEHUE NMPUHLUIIOB OPraHU3ALMHU JTOKYMEHTOOOOpOTa M apXMBHOTO XpPaHEHUs

pPa3IMYHON JOKYMEHTAIMU B IU(PPOBOI chepe;

— (opmupoBaHHE CUCTEMHOTO MPEACTABICHUS O COCTABE CIY>KEOHBIX IOKYMEHTOB

, OCOOCHHOCTSX O(hOpMIIEHUSI B COOTBETCTBHUH C 3aKOHOIaTEIbHBIMU HOPMAMU;

— W3y4YCHHUE MPaBWJI COCTaBIECHUs U 0(DOPMIICHUS JOKYMEHTAIIMM, CBSI3aHHOMU C pea
mu3zanuert UT-nmpoekToB, MponeccoB U pelieHUH;

— H3Y4YCHHC

CIICOHUAJIbHBIX

nporpaMm |

CCPBUCOB JId  OpraHHU3allild U

aBTOMaTu3alnn I[OKYMeHTOO60pOTa B KOMIIaHUU,

— O3HaKOMIJIEHHE CO crenupuKoi pa3paboTKu TOKYMEHTOB, COMPOBOXKIAIONINX On
3Hec-ponecchl B UT-chepe;

— O3HaKOMJIGHHE C
AIIEKTPOHHOTO JIOKYMEHTOO00POTA.

OCOOEGHHOCTAMHM U

3aKOHOJIATEIBbHBIM  PETrYJIUPOBAHUEM

B pe3ynbrate 0CBOEHUSI AUCIHMIUIMHBI Y 00ydaronmxcst pOpMUPYIOTCS CIETYIOIINE

KOMIICTCHIIMH U JOJIDKHBI OBITH AOCTUTHYTHI CJICAYIOIMIUE PE3YJIbTAThI 06yquH;1 KakK d2TaIll

(bopMHUPOBaHUS COOTBETCTBYIOIINX KOMIETEHIIUI:

B pe3yabTare ocBOeHUs

o0pa3oBaTe/ibHOI
Kon DOIDAMMEL Ilepeyens MIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHUS
KOMIIeTeHIIUH porp: 10 AUCHHILIHHE
00yYyaroLIuiicsl 0J1KeH
00J1a1aTh
YK-2 CnocoGen onpeaensats kpyr | UYK-2.1 3Hate u popMynupoBath COBOKYIHOCTb

3a/1a4 B paMKax
MMOCTaBJICHHON IEIIN 1
BBIOUpATh ONTUMAIIbHBIE
CIOCOOBI X pelIeHus,
UCXO/IS U3 ICUCTBYIOIINX
MPaBOBBIX HOPM,
UMEIOLINXCS PECYPCOB U
OrpaHUYECHUN

3a/lay B paMKax MOCTABJICHHOM L€ AESTEIbHOCTH,
peIIeHNe KOTOPBIX 00ECTICUNBAET €€ TIOCTHKEHHE.
NVYK-2.2 YMeTb onpeaensTh CBSI3U MEXTY
MOCTaBJICHHBIMHU 3a1a4aMU M 03KHJaeMbIMU
pe3ynbTaTaMy peann3alii IeITeTbHOCTH B IIUPPOBOI
SKOHOMHMKE,

NYK-2.3 Bnaners HaBIKaMHU BBIOOpA ONITUMATBHBIX
Croco0O0B TUIAHUPOBAHMS, PACIIPEACIICHHSI 30H




OTBETCTBEHHOCTH, PELLICHUS 3a/1a4, aHAJIN3a
pPE3yJIbTATOB C YYETOM JICMCTBYIOIIMX MPABOBBIX
HOPM, UMEIOIINXCS YCIOBUH, PECYPCOB U
OIPAaHUYEHUN, BO3MOKHOCTEN UCIOJb30BAHMS.

OIIK-2 CriocobeH npuHIMAaTh NOIIK-2.1 3naer coBpeMeHHbIE WH(POPMALUOHHBIC
HPUHIUIBI pabOThI TEXHOJIOTUM M TPOIPaMMHBIE CpE/ICTBA, OCHOBHBIE
COBPEMEHHBIX BUABl W TOPUHIUNBI PabOTBl  HMH(OPMAIIMOHHBIX
MH(POPMALIMOHHBIX CHUCTEM M MH(QOPMALMOHHBIX TEXHOJIOTUI; CIOCOOBI
TEXHOJIOTHH 1 BHEIPCHHUS u MHTETPaIH COBPEMEHHBIX
IPOTrPaMMHBIX CPE/ICTB, B MHPOPMALIMOHHBIX  CUCTEM,  CIOCOOBI  OLIEHKH
TOM YHCJI€ OTE€YECTBEHHOTO | HEOOXOAMMOCTH  HCIIOJNIB30BAaHUS  MPOTPAMMHBIX
IPOM3BOJICTBA, U CPEZCTB B PA3JIMYHBIX chepax HUPPOBOH IKOHOMUKH.
UCIIOJIB30BAaTh UX IIPU NOIIK-2.2 VYmeer ucCNONb30BaTb COBPEMEHHBIE
peLIeHUH 3a1a4 MHPOPMALIMOHHbIE TEXHOJIOIMH U  IPOrpaMMHBbIE
npodeccuoHaIbLHON CPEJICTBA, KaK B paMKax OT/EJIbHOW OpraHu3aluu, TaK
JeSITebHOCTH U B paMKax KOpHoOpauui, TOCyAapCTBEHHBIX CHUCTEM;

OLICHUBATh HEOO0XOIMMOCTh UCTIOJIb30BaHUS
IPOrPaMMHOTO CPEJCTBA JUI PELIeHUs 3ajiau.
HNOIIK-2.3 Bnameer  HaBblkamMu — IPUMEHEHMUS
COBPEMEHHBIX HH(MOPMAIMOHHBIX TEXHOJOTHHA H
OPOrpaMMHBIX CPEJCTB IpPU pEUICHHH 3ajady B
Pa3IMYHBIX OTPACIAX, BHEAPEHHS W HACTPOUKH
COBPEMEHHBIX HMH(OPMAIIMOHHBIX CHCTEM, OLIEHKU
HEOOXO/JMMOCTH  HCIIOJIb30BAaHUS  MPOTPaMMHBIX
CpeACTB U MH(OPMAIIMOHHBIX CHCTEM MJISI PELICHMS
3ajad.

OIIK-3 CriocobeH pemiatb NOIIK-3.1 3HaeT NpUHIMIBI, METOABl U CpPEACTBa

CTaHJapTHBIE 33/1a4U
npodecCHOHATIbHON
JeSITeIbHOCTH HAa OCHOBE
WH(pOpPMAIMOHHON U
o6ubnuorpaduueckont
KYJBTYPHI C TPUMEHEHHEM
UH(POPMAaLMOHHO-
KOMMYHHKAIIHOHHBIX
TEXHOJIOTHI U C y4ETOM
OCHOBHBIX TPeOOBaHUIi
MH(pOpMaLOHHON
0e30macHOCTH

pelIeHs] CTaHAApPTHBIX 3aJady [podecCHOHATbHON
JeSITEeIbHOCTH Ha OCHOBE HH(OPMALMOHHOW U
oubnuorpaduyeckoit  KyJabTypbl € TpPUMEHEHUEM
MH(POPMAIMOHHO-KOMMYHUKAITMOHHBIX TEXHOJIOTUN U
C YY4eTOM OCHOBHBIX TpeOOBaHUM HH(OpPMALMOHHON
0€30I1aCHOCTH.

NOIIK-3.2 VYmMeer pewmars CTaHAApTHBIE 33Jadd
npodeccuoHaNbHOM  JEATEIbHOCTH  Ha  OCHOBE
MH(OPMaLMOHHON U OuOIMorpapuueckon KyiabTyphbl
c IIPUMEHEHUEM MH(POPMAIMOHHO-
KOMMYHHUKAIIHOHHBIX ~TEXHOJOTMH H C y4eTOM
OCHOBHBIX TpeGoBaHuU MH(POPMALIMOHHOM
Oe3onacHoCcTH

HOIIK-3.3 HMeeT HaBBIKM TOJITOTOBKH 0030pOB,
AHHOTAllU{, COCTaBJIEHUS pedepaToB, HayYHBIX
JIOKJIAJI0B, MyOnukauuii 1 6ubnuorpaduu mo Hay4Ho-
HCCIIEIOBATENbCKOM paboTe ¢ y4deToM TpeOoBaHMIA
MH(POPMAIMOHHOM 0€30MaCHOCTH.

2. Mecto nucuniuiunbl B ctpykrype OIl 6akanaBpuara.

JncuurimHa

«JlokyMeHTaumoHHoe

obOecrieueHne  1UMPOBBIX

TIPOIIECCOBY

OTHOCUTCA K OJICKTUBHBIM JucuuIiiHaM broka 1 oOpa3oBarenbHOW MPOrpamMMBbI




OakanaBpuata. Jucuuruimaa «/{okymeHTanmonHoe odecreueHne nu@poBbIX IPOLECCOB)
B3aMMOCBSI3aHa JIOTUYECKH U  COAEPKATEIbHO-METOJAMYECKH CO  CIEAYIOUIMMHU
qucuUIuinHamMu u npaktukamu OIT:

— Iludpoas KyIbTypa KOMIAHUH,

OcHoBbI UG POBOIM TpaHChHOPMAITUH;

— VYmnpaBiieHHE POECKTaMH;

— busnec-ananms;

— VYmnpaBiieHHe MporpaMMHBIMU MPOEKTAMH;

— busnec-mmanupoBaHue MPOSKTOB MUPPOBOM TpaHCHOpMAIIHH;

— CucremHoe ynpaBjieHue OU3HeC-TPOlIeCCaMu;

— [TpoeKTHO-TEXHOIOTHYECKAs TIPAKTHKA;

— Hayuno-uccnenoBarenbckas padoTa;

— [IpemmummomMHas MpaKkTHKa,;

— ['ocynapcTBeHHas utoroBas arrectaius (BoirosHeHue u 3anmTta BKP).

3. CTpyKTypa H coep:KaHue TUCIUILTUHBI.

OO0mmas TpyI0eMKOCTh TUCITUIUIMHEI COCTaBsieT 3 3a4eTHbIe enuHuIlsl (108 vaca).

3.1 Buasbl yueoHoii padoThl U TPY10eMKOCTH (110 (popMamM 00ydeHust)
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Buj yueOHoii padoThI Bcero CeMecTpbl
4yacos/3a4. 4
ea

B mom uucne:

Jlexmun 18 18

[Ipaxtrueckue 3ansarus (I113) 36 36

Cemunaps (C) - -

Jlaboparopusie pa6ots (JIP) - -

CamocrosiTesibHas padoTa (Bcero) 54 o4

B mom uucne:

[ToaroTroBka K MPaKTUYCCKUM 3aHATUSIM 36 36

TectupoBanue 18 18

Buja npomexyTouHoO# aTTecTAaluK 3a4er 3a4er

OO1asi TPY/I0eMKOCTh  4ac./3a4. e]l. 108/3 108/3

3.2 TemaTuyeckuii IJIaH U3YYEHUS] U CHUTLTHHBI

(o popmaM o0yueHuUs)

No 4 Bupl yueOHBIX 3aHATUH, BKIIOYAS
n/m w :‘2) CaMOCTOSITEIILHYIO padoTy
% = oOyyaromuxcs, Jac.
Paznen/tema 8 S
JHCIHILTHHEL g KonraktHas pabota
CamocTosTenbHas
IMpakTHveckue pabdota
Bceero | Jlekuun
3aHATUS
[udposas Tpanchopmarus
1 | AOKYMEHTHPOBAHHBIX coep 12 2 4 5
NeSITeIbHOCTH: IOHATHUE, LEIH,
0COOEHHOCTH, EPCIEKTUBBI
2 Knaccudukanus 10KyMEHTOB B 12 9 4 6
" | uudposoii chepe
3 JlokymenTanmonnoe obecrieuenne UT- 12 5 4 6
" | pemienuil. TpeOboBaHUs K 0OPMIIEHHUIO
4 JlokyMeHTaIMoHHOe o0ecredeHne npu 12 9 4 5
" | peammzanuu U T-npoexToB
5 JlokyMeHTaIlMOHHOE obecrieyeHue 12 9 4 6
" | busHec-nipoiieccoB B UG POBOIi chepe
VYnpapneHnueckast JOKYMEHTAIHs B
1 poBoii cdepe: THITBI, TOIXOIBI K
6. | pazpabotke. CucTeMa opraHu3aIlMOHHO- 12 2 4 6
pacTopsINTEIbHON TOKYMEHTAIIH.
JlokymMeHTHpOBaHKE pabOThI C IEPCOHATIOM
v HudopmarmionHas jpoructuka. J[oroBopHo- 12 5 4 6
TpaBoBast IOKyMEHTAIIUS
8. | IlporpammHoe oOecnieueHune W OH-MawH | 12 2 4 6




CEPBUCHI UL JNOKYMEHTUPOBAHMUS
midpoBbix perneHuit. [lytn BHeapeHus
ABTOMaTU3UPOBaHHBIX CHCTEM
JOKYMEHTaLMOHHOTO 00ECIeUeHUs]

Cucremsbl paboThl ¢ KOH(UICHIMAIEHBIMI
JIOKYMEHTaMH. ~ APXMBHOE  XpaHEHHE.

12 2 4 6
[lopsnok  yHMYTOXEHMs. — DKCIepTH3a
IICHHOCTH JJOKYMEHTOB
nUTOroO 108 18 36 54

3.3 Coaep:kaHue IMCUUNIMHBI

Tema 1. llndpoBas TpanchopmManus J0KYyMEeHTHPOBAHHBIX cdep
JAeATeJbHOCTH: TOHATHE, IeJIH, 0COOCHHOCTH, IIEPCIEeKTUBbI

[ToHsiTHE, CYITHOCTH POJIb K OCOOCHHOCTH JOKYMEHTALIMOHHOTO 00€CIIeueHN s,
[enu u 33724 TOKYMEHTAlMOHHOTO obecniedeHus] HU(POBBIX MPOLIECCOB;
JIOKYMEHT Kak HH()OPMAaLlMOHHBIN aKTUB;

AHanu3 1eJI0BBIX IPOLECCOB OpPraHU3allNy;

[Ipodeccuonanbubiii  cranmapt «Cnenuanuct muGpoBOl  TpaHchopMaluu
JOKYMEHTHUPOBAHHBIX  cdep  JeATENbHOCTH  OpraHu3auuMm» B  00JacTu
JOKYMEHTAIlMOHHOTO OO0€CIeUeHus, YUYMUTHIBAIOIIUN MOTPeOHOCTH IUPPOBOIl
SKOHOMMUKH.

Tema 2. Knaccudukanusi 1J0KyMeHTOB B IU(ppoBoii cepe

Buibl TOKyMEHTOB;

["ocynapcTBeHHas cucreMa ToKyMeHTaunoHHoro ooecneuenus 'C0Y;

®3 «OO0 wuHpopmay, HWHOOPMAIMOHHBIX TEXHOJOTHSIX MW O 3alUTe
uHbOpMAIUN

CocraB noxymeHTOB. [IoHATHE CHCTEM TOKyMEHTAaLUH;

VYHudukanus 1 craHaapTU3aLus JOKYMEHTOB,;

DJIEKTPOHHBIN IOKYMEHTOOOOPOT.

Tema 3. doxkymentaumonHoe oOecneuyenune WT-pemenmii. TpeOoBanus k
o(popMmJIeHHIO

CymHocTh, 1€, 3a/Jaud, MPUHIMIBI JOKYMEHTAIMOHHOTO obecneuenus UT-
pELICHUN;

TpeboBanus Kk 0popMIICHHIO;

CucreMa KOHCTPYKTOPCKOM TOKYMEHTAIIUH,

CucreMa nporpaMMHOM TOKYMEHTAIIUH.

Tema 4. lokymeHnTaniuoHHoe odecnedenue npu peaauzanuu UT-npoekros
[ToHsiTME ¥ BUIBI TPOEKTHOM JOKYMEHTALINH;

YcTaB NMpoOeKTa,;

[Inan ynpaBnenus npoektoM. OnucaHue MpoeKTa,




— JlokyMeHTaIoHHOe 0OecreueHe yIpaBlIeHUs IPOEKTaMHU;

— JlokymeHTaIus Ha CO3/1aBaEMbIi MMPOAYKT;

— TexHUKO-KOMMEpYECKUE TPEITI0KCHHUS;

— Tlpe3enTanus npoekTa/macnopT MPOEKTa;

— OryeTHas JOKYMEHTAIIUS 10 MPOEKTY;

- T'OCT. CocraB u conepxkanue nokymeHrtanuu no UT-npoaykry.

Tema 5. JlokymMeHTALMOHHOE o0ecredyeHUe OM3HeC-TPOLEecCOB B HU(POBOi
chepe
— CocTtaB IOKyMEHTAalMHU JUIsl ONMCAaHUS U aHaju3a OU3HEC-TPOIIECCOB,
— Onucanue TOKyMEHTOB OM3HEC-TIPOLIECCa,;
— @opmupoBaHue TpeOOBaHMM K CHUCTEME JIOKYMEHTAlIMOHHOTO oOecreyeHus
Ou3HEeC-TIPOLIECCOB B KOMITAHUH,
— HWudopmainimoHHbie cUCTEMBI COMPOBOXKICHUS OU3HEC-TIPOIIECCOB.

Tema 6. YnpasiieHyeckass J0OKyMeHTauus B Hu¢poBoi cdepe: TUNBI, TOAXO0IbI
K paspadotrke. CucreMa OpraHM3alliOHHO-PACTIOPAIUTEIbHON TOKYMEHTAIINH.
JIoKyMeHTHPOBaHHe Pad0ThI C IEPCOHAJIOM.

—  Cucrema OPJI. OcOOEHHOCTH M XapaKTEepHbIE Y€PThl OPraHU3aI[MOHHO-TIPABOBBIX
NOoKyMeHTOB. CocTaBiieHHe U 0QOPMIIEHHE OCHOBHBIX OPraHU3al[IOHHO-TIPABOBBIX
JOKYMEHTOB: yCTaB, JOJDKHOCTHAs HWHCTPYKIMS, IPaBWJIAa BHYTPEHHEIO
TPYAOBOIO pacCHoOpsAKa, IITATHOE PACIHCAHUE, IIOJIOKEHUE O CTPYKTYPHOM
HOJPA3ICIICHUM.

—  PacnopsaurensHas nokymeHrtauus. [IpyHINIIBI COCTABIECHUS, CTaUH MTOATOTOBKH,
BU3UPOBAHUS U TMOAMNMCAHUSA PACHOPSAUTEIBHBIX JOKYMEHTOB. COCTaBlIeHHE H
opopmiieHHE  pacHOpSAUTENbHBIX  JTOKYMEHTOB: IPHUKa3bl, PaCIOPKEHUS,
MOCTAHOBJICHUS, YKAa3aHHUs, PEIICHUSI.

—  JlokyMeHTHpOBaHHE paboThI ¢ epcoHasioM. IIoHATHE 1 CTPYKTypa MepcoHaIbHbBIX
MaHHbIX. TpeOoBaHMs K 00pabOTKe U Tmepenade TEPCOHATBHBIX JIaHHBIX.
XapakTepucTuKa KOMIUIEKCOB KaJpoBOM JOKyMeHTanuu. [IpaBuia BenaeHus
TpyAOBbIX KHIKEK. CocTaB mpouenyp M JOKYMEHTHPOBAHUE IPHUEMA, MEPEBOJA,
YBOJIbHEHHsI NepcoHana. lIponecc 3amuTsl NEpCOHAIBHBIX JAaHHBIX B KaJIpOBOM
ciryx0e. OcOOEHHOCTH XpaHEHHsI KaJIPOBOM JOKYMEHTALUH.

Tema 7. Un¢opmaninoHHast 10rucTuKA. /[0roBOpHO-NIPaBoOBasi JOKYMEHTALUSL.

— IlnanoBeie nokymentsl B UT chepe. @opmbl oTueTHOM noKyMeHTanuu. OT4eTHAs U
OTUYETHO-CIIPABOYHAS IOKYMEHTAIHSI.

— Oco0eHHOCTH COCTaBJIeHUs U O(POPMIICHHSI JOTOBOPOB. Pa3HOBUIHOCTH JJOTOBOPOB.
Cornamenue. KomiekTUBHBIIA JOTOBOp, TPYIOBOMl J0roBop. [[oroBop mnoctaBkw,
apeHbl, OKa3aHus yCiryr. PEKBU3UTBI TOrOBOpa U MPaBUJIA UX PETUCTPALIMH.

— CnpaBouHO-UH(OPMAIIMOHHBIE JTOKYMEHTHI: aKT, MOKJIaaHas (Ciry>keOHas) 3ammcka,
CIpaBKa, TPOTOKOJ, CBOJIKA, CIIy>keOHOe mHChbMO. OcoOeHHOCTH OQOopMIICHUS,
Pa3HOBUIHOCTHY Y MIOPSAJIOK COCTABJICHUS aKTOB.



Cnyxebnsle mmcemMa B UT chepe. Kraccubukamms KOppecrnoHICHIINY;
WHUIMATABHAS W OTBETHAs JEJoBas M KOMMepuecKas. SI3pIK M CTHIIb JI€JIOBOM
KOppecTnoHAeHIIMU. TumoBkie U TpadapeTHbie AeNoBbIe MUChMa. VHUITMATUBHBIE U
OTBETHBIC CITy>KEOHBIE MCHMA.

Tema 8. [IIporpammHoe oOecrieyeHHMe M OH-JIAliH  CEPBHUCHI LIS
AOKYMEHTHPOBAHUS u(poBbIX peleHui. Iy BHeEJIpeHUs
ABTOMATH3HPOBAHHBIX CHCTEM JJOKYMEHTAIMOHHOI0 00eceYeHust

[lenn co3maHus W BHEAPEHUS  KOMIUIEKCHBIX  CHUCTEM  aBTOMATHU3allUU
JIOKYMEHTAI[MOHHOTO 00eCIIeYeHHSI.

OcoOEeHHOCTH COBPEMEHHOTO pBbIHKA IPOTPAMMHBIX CHUCTEM B OO0JIaCTH aBTO-
MaTH3allMd  JIEJONPOM3BOJACTBA U JIOKyMeHTooOopora. (CocTaB  THITOBBIX
BO3MOKHOCTEN KOMIBIOTEPHBIX IIPOrPamMM M0 aBTOMATU3ALUHU JOKYMEHTAMOHHOI'O
obecnieueHus HU(POBBIX MPOIIECCOB.

CrpykTypHass cXemMa aBTOMATH3MPOBAHHOM CHUCTEMBI JIOKYMEHTALIMOHHOTO
oOecrieueHHs.  XapaKTEPUCTUKA  OCHOBHBIX  aBTOMATU3MPOBAHHBIX  CHUCTEM
JOKYMEHTALlMOHHOTO0  o0ecrieueHus. KpuTepun OLIEHKHM aBTOMAaTH3MPOBAHHOM
CHCTEMBbI JOKYMEHTAILIMOHHOTO 00ECTICYEHUS.

MeponpusiTuss 10  BBIOOPY CHCTEM  aBTOMAaTH3alMM  JOKYMEHTALIMOHHOIO
obecrieueHust. OCHOBHBIE KayeCTBEHHbIE M  KOJMYECTBEHHBIE IApaMETpPhI
aBTOMAaTH3UPOBAHHOM CUCTEMBI IOKYMEHTALIMOHHOTO 00ECIICUEHUS!.

OxoHOMHMYECKass A(PQPEKTUBHOCTb BHEAPEHUS ABTOMATH3HPOBAHHBIX  CHCTEM
JOKyMEHTAIIMOHHOT'O 00ECIIEYEHUSI.

Tema 9. Cucrembl padoThl ¢ KOHPHICHIHAIBHBIMA JTOKYMEHTAMU. APXHBHOE
xpaHeHue. ITopsiIok yHUUYTOKeHHS. IKCIEPTU3A IEHHOCTH I0KYMEHTOB.

PernamenTanus coctaBa KOHPHUIEHIIMAIbHBIX CBEICHUIA U TOKYMEHTOB.

[Toroku KOHGUAEHIMATBHBIX JOKYMEHTOB.

TexHonornyeckas cucrema o0padOTK KOHPUACHIIUATBHBIX JOKYMEHTOB.
®opmupoBanue, 0ohOpMIIEHHE U XpaHEHUE JIEN, COAEPKALIUX KOHPUIEHIIUAIbHbIE
CBEJICHUS.

OnepaTuBHOE, TEKYIIEE W NOCTOSIHHOE XPAHEHHE TOKyMEHTOB. CUCTeMaTu3anus
JOKYMEHTOB.

[Tpunins! popmupoBanus aen. OdopmiieHre U BeAeHHE HOMEHKIIATYphI JIE.
OrneHka 3HaUMMOCTH JOKYMEHTA U CPOKOB MX XPaHEHUS.

[IpyHLAIIBI 1 KPUTEPUU OLIEHKN 3HAYMMOCTHU. DKCIIEPTHBIE KOMUCCHH.

[TopsATOK YHUYTOXKEHUS SJIEKTPOHHBIX JOKYMEHTOB.

3.4 TemaTuka CeMMHAPCKUX/MPAKTUYECKHUX U JIA0OPATOPHBIX 3aHATHIA

JlaboparopHnas padora No 1 «JlokyMeHT Kak MH(POPMAIIMOHHBIM aKTHB. AHAJIN3
JTOKYMEHTAIITMOHHOTO 00CCTICUCHHSI OPTaHU3AIUI



1.

2.

JlaboparopHas pabora Ne 2 «VYHubukauus W cTaHgapTU3AIUS JTOKYMEHTOB.
DNEKTPOHHBINA JOKYMEHTOO00POT»

JlabopartopHas pabota Ne 3 «CructeMa KOHCTPYKTOPCKOM U MPOTpaMMHON JJOKYM
CHTAIUI

JlabopaTtopnas pabdota Ne 4 «JlokymeHTallMOHHOE OOecIeueHne MPU peatn3aun
NT-nipoexkToB»

JlabopaTtopHas paborta Ne 5 «Onucanue JOKyMEHTOB OM3HEC-TIPOIIECCa

JlabopatopHas pabota Ne 6 «JlokymeHTHpOBaHME pabOThl C TEPCOHAIOM B
1dpoBoit cheper

JlaGoparopHas padota Ne 7 «MHbopMaIioHHast JOTUCTHKAY

JlabopaTtopHnas padota Ne 8 «IIporpammHoe obecrieueHrne M OH-JTAWH CEPBUCHI IS
JOKYMEHTHPOBAHUS ITU(DPOBBIX PEIIICHUI

JlaGopatopunas pabora Ne 9 «Cucrema paboThl ¢ KOH(MUACHIIMAIHHBIMH
JTOKyMEeHTaMH. JIOKyMEHTHpPOBAaHWE XpaHECHHUS, WCIOJB30BAHUS W YHHUTOKCHHS
JIOKYMEHTOB)

3.5 TemaTHka KYpCOBBIX MPOEKTOB (KYPCOBBIX padoT)
KypcoBoit mpoeKT He peyCMOTpPEH

4. YueOHO-MeTOAMYECKOE U NH(POPMAIIMOHHOE 00ecTiedeHue

4.1 HopmatuBHbie 1oKyMeHTbI U 'OCTbI
OenepanbHbii 3ak0H 0T 29 nmexabpst 2012 roma N 273-®3 «O06 oOpazoBaHuu B
Poccuiickoii @eaepannny (C I3BMEHEHUSIMH U IOTIOJTHEHUSIMH );
denepanabHBIA TOCYIapPCTBEHHBIA 00pa30BaTEIbHBIN CTAHIAPT BHICIIETO 00pa30BaHUs
- 6akanaBpuat no HampasiaeHuto noaroroBku 09.03.02 NudopmarmoHHbie CUCTEMBI U
TEXHOJIOTUHU, YTBepkKAeHHBIN [Ipukazom Munucrepctsa oOpazoBanusi u Hayku PO ot
19 centsa6ps 2017 . N 929 "O6 yrBepxkaeHuu ¢eaepansHoro... Pemakius ¢
nm3menenusamu N 1456 ot 26.11.2020;

. [Ipuka3z MunuctepcrBa odpazoBanus u Hayku P® ot 05 anpens 2017 r. N 301 «O06

yrBepkaeHun  [lopsiaka opraHuzanMu M OCYIIECTBIICHHS — 00pa3oBaTEIbHOU
NEeATEIbHOCTH TI0 00pa3oBaTeIbHBIM MpPOrpaMMaM  BBICIIETO 00pa3oBaHUS —
nporpaMmmam OakanaBpuara, nporpaMmmam crienuainTeTa, nporpaMmmam
MarucTparypsbl.

. TOCT P NCO/MBK 15910-2002 «IIporecc coznanusi JOKYMEHTAIIMHU MOJIb30BaTENs

IIpOrpaMMHOI0O CpcacrBa»
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4.2 OcHoBHasl JIUTEpPATypa
I'paxnanckuii kogekc PO
https://www.consultant.ru/document/cons doc LAW 5142/

bynnuk, P. A. TlpaBoBoe peryiaupoBaHUE 3JIEKTPOHHOTO JTOKYMEHTO000pOTa:
yueOHoe nmocobue 1 By30B / P. A. bynuuk ; mox penakiueir M. A. @enoroBa. — 2-
e u3[., nepepad. u gorn. — Mocksa: U3narensctBo FOpaiit, 2023. —

70 c. https://urait.ru/bcode/532608

Hoponuna, JI. A. Opranuzanus ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00ecreueHus
yIpaBJICHUs: YYEOHUK U TIPakTUKyM Juist By3oB / JI. A. JlopoHuHa,

B. C. UputukoBa. — 2-e u3f., nepepad. u gomn. — Mocksa: UznatenscTBo FOpaiiT,
2023. — 270 c. https://urait.ru/bcode/530251

Kysnenos, 1. H. Benenue nenoBoii JOKyMEHTAIMU: YYEOHUK U TPAKTUKYM IS
By30B / . H. Ky3HenoB. — 4-e u3j., nepepad. u gon. — Mocksa: M31atenbcTBO
FOpaiit, 2023. — 259 c.

Konomxkuna, 1. E. ABromaTusamus MpOSKTHUPOBAHUS TEXHOJIOTHYCCKOMN
JOKYMCHTAIMHU: YYeOHUK U MpakTUKyM i1 By30B / U. E. Komomkuna. — MockBa:
NznmarensctBo FOpatit, 2023. — 371 c¢. https://urait.ru/bcode/519636

4.3 JlonmotHUTEJILHAS JIUTepaTypa

. bapunoea, E. b. DJIeKTpOHHBINA apXuB: yaeOHOE TOCOOHe s BY30B /

E. b. bapunoBa. — Mocksa: U3narensctBo FOpait, 2023. —
166 ¢

. Kazaxesuu, T. A. JlokymeHntoBeneHnue. JIOKyMEHTAIIMOHHBIN CEPBUC : YYSOHUK U

npaktukyM it By3oB / T. A. Kazakesuu, A. . Tkanuu. — 2-e u3., Ucnp. v 100, —
Mocksa : M3gatensctBo FOpaiit, 2023. — 167 c.

. JlokymMeHTOBeIeHHE : Y4eOHUK U MpakTUKyM A By30B / JI. A. Jloponuna [u ap.] ;

nox pexaknueit JI. A. loponnHoit. — 3-e u3g., mepepad. u qom. — Mockga !
NznarensctBo FOpaiit, 2023. — 336 c. https://urait.ru/bcode/511341

. llyeanosa, H. H. OCHOBBI AEIONPOU3BOJICTBA. SI3BIK CITY:KEOHOTO JOKYMEHTA :

yueOHUK 1 npakTukyM ais By3oB / H. H. [llyBanosa, A. 0. MBaHoBa ; mox o01en
penaknueit H. H. lllyBanoBoii. — 3-e u3a., mepepad. u mon. — MockBsa :
MznarenscTBo KOpaiit, 2023. — 384 c.

. CBoj 3HaHMii no yrpasiienuto ouszHec-npoueccamu BPM CBOK 4.0
.BABOK GUIDE — cBox 3naHuit mo 6u3Hec-aHATUTHKE.

«Tpynosoii kogekce Poccuiickoit @eaepanumny (TK PO) ot 30.12.2001 Ne 197-D3

«O6 wuH(popmanmy, HWHOOPMAITMOHHBIX TEXHOJOTHAX W O 3alUTe WH(POPMAIH.
®enepanbHbiil 3ak0H Ne 149-D3 ot 27.07.2006.

«O0 aniektpoHHOM 1M poBOM Noanucky. Denepanbhblil 3aKkoH Ne 63-D3 ot 06.04.2011.
. «O TexHn4YecKOM perympoBanuny». OenepanbHbii 3ak0H Ne 184-D3 ot 27.12.2002.

11 Hanmonaneubiit ctanaapt Poccuiickoit ®denepanuu 'OCT P 7.0.97-2016 «Cucrema

CTaHZapToB 1o uHpopManuu, OUOIMOTEYHOMY U  M3AATENbCKOMY  Jely.


https://www.consultant.ru/document/cons_doc_LAW_5142/
https://urait.ru/bcode/532608
https://urait.ru/bcode/530251
https://urait.ru/bcode/532182
https://urait.ru/bcode/519636
https://urait.ru/bcode/531959
https://urait.ru/bcode/513649
https://urait.ru/bcode/511341
https://urait.ru/bcode/511417

Opranu3aloOHHO-PaCOPSIUTEIbHAS JOKYMEHTAITUS.

12 Hatmonanehsiii ctanaapt I'OCT P 7.0.8-2013 «Cuctema craHnaapToB 1o uHdopmarum,
OMOMMOTEUHOMY U M3JaTelIbCKOMY Jeny. Jlemompou3BOACTBO W apXUBHOE JIEINO.
TepMUHBI 1 OTIPEICTICHUSD.

4.4 nexTpoHHBbIE 00pa3oBaTebHbIC PeCypPChl
DNEeKTPOHHBIN 00pa30BaTENbHBIN pecypc B mpoliecce pa3paboTKu

4.5 JInneH3noHHoe ¥ CBOOOJHO pacnpocTpaHsieMoe NporpaMMHoe
odecrieueHme

— IIporpammer makera Microsoft Office (Word, Excel, PowerPoint);

— 1C: IIpennpusitue.

4.6 CoBpeMeHHbIE TPO(eccHOHAILHBbIE 0a3bl JTAHHBIX U

nH(POPMANIMOHHBIE CTPABOYHbIE CHCTEMBI:

1. CipaBouHo-mipaBoBas cuctemsl «KoncynsranTlLiitoc: HekomMmepdeckass HHTEpHET-

Bepcus» https://www.consultant.ru/online/

2. OdunuansHbI HHTEPHET-TIOPTAN IPaBOBOM nHpopMmaru http://pravo.gov.ru

3. Poccwiickas HanmoHalbHast Onbdauoreka http://www.nlr.ru

4. OBC «YHuBepcuTeTcKas oubroTeka orainy https://biblioclub.ru/index.php

5. EnnHoe oKHO JIocTyma K 00pa3oBaTelIbHbIM pecypcam DeepanbHblid MopTal

http://window.edu.ru

6. Hayunas snexktponnas o6uodmuoreka http://www.elibrary.ru

7. Poccwmiickas rocyaapcTBeHHas oubroTeka http://www.rsl.ru
8. Jlenompoun3BoACTBO U TOKYMEHTOOO0OPOT Ha npeanpustuu http://www.delo-press.ru

9. )KypHaJ'I «COBpeMeHHLIe TCXHOJIOTUN ,Z[CJIOHpOI/ISBOI[CTBa nu I[OKYMGHTOO60p0Ta»
http://www.sekretariat.ru/

S. MarepuajibHO-TEXHHYECKOe o0ecreyeHue
— JlexuunoHHbIEC ayauTOpUM 001IEro PoHA.
— AynuTtopuu JUisl IPOBEJECHUS TPAKTUYECKUX 3aHATHIA 00111eTo oHa.
— HacTennslii/ mepeHOCHOM dKpaH.
— TlepeHocHoi/ cTallMOHAPHBIN MTPOEKTOP AJISI IEMOHCTPALIMU CIIai0B.
— HoyTtOyk 11 1eMOHCTpalUK CJIaif10B.
— KomnbroTepHbIil Ki1acc 71 CaMOCTOSTENIbHON paOOTHI.
— bubnnoTeka, YnTaIBLHBIN 3aI1.

6. MeTtoauueckne peKOMeH AU


https://www.consultant.ru/online/
http://pravo.gov.ru/
http://www.nlr.ru/
https://biblioclub.ru/index.php
http://window.edu.ru/
http://www.elibrary.ru/
http://www.rsl.ru/
http://www.delo-press.ru/
http://www.sekretariat.ru/

6.1 MeToauyeckne peKOMeHIANMN /ISl MPENoAaBaTeIs M0 OPraHnu3auu
00y4eHus
JlaHHbId  pa3gen  HacTosimed  paboued  mporpaMMbl TIpeAHA3HAYEeH IS

HAYMHAIOIIUX TPEeojiaBaTesiel M CIEeIUaTUCTOB-TIPAKTUKOB, HE HMEIOIIUX OIbITa
MIpenoaBaTeIbCKOM padoTHI. Metoaunka npenogaBaHus JTUCHUILINHBI
«JlokymeHTanimonHoe  obecrieueHue  MUEGPOBBIX  MPOIECCOB» U peaau3aius
KOMITETEHTHOCTHOTO TI0JTX0/1a B M3JI0KEHUU U BOCIIPUATHU MaTepHalia MpeayCMaTpruBaeT
WCIIOJIb30BaHUE OHJIAMH-Kypca B CHCTEME AMCTAHIIMOHHOTO OOy4YeHUs] YHHUBEPCUTETA,
TPYIIIOBBIX U WHAUBUIYATBHBIX KOHCYJIbTAIIUNA OOYJarONIUXCsl ¢ 1EIbi0 (hOPMUPOBAHUS
Y Pa3BUTHA 00IIETTPOPECCHOHATHHBIX HABBIKOB.

[ToapoOHOE coneprkaHue OTACIBHBIX Pa3AeiOB JUCIUIIINHBI «|0OKyMEeHTaIMOHHOE
obecrnieueHrne IUE@POBBIX MPOIECCOBY» paccMaTpuBaeTcs B 1.3 paboueil MporpaMMal.
BapuanTel TECTOBBIX 3aJaHUM I TEKYIIEr0 W IPOMEKYTOYHOI'O KOHTPOJISA II0
TUCUUILIMHE npeacTaBieHbl B coctape ®OC mo nuctuiuimHe B 1.7 HAcTOsIIEeH padoueit
IIPOTPAMMBI.

[lepeyeHr OCHOBHOW W JOIOJHHUTEIBHON JUTEpaTyphl, 0a3 MaHHBIX U
WH()OPMAITMOHHBIX CIPABOYHBIX CHCTEM, HEOOXOAMMBIX B XOJ€ MpEroJaaBaHUs
JTUCHUIUIMHBL «JloKyMeHTalmoHHOe oOecredyeHue Iu@POBBIX IPOIIECCOBY», MPUBEICH B
1.4 Hacrosel paboyeil MporpaMMel.

6.2 MeToauyecKkue yKa3anus o0y4awmmumcs
[Tonyuenue yriiyOaeHHBIX 3HAHUN MO JUCHUIUIMHE JOCTUTACTCS 3a CUET aKTUBHOMU

CaMOCTOSITeNIbHOM  paOoThl  oOywaromuxcsi. Beigensemble  4Yachl  LEIECO00pa3HO
UCIOJIB30BaTh JUIsl 3HAKOMCTBA C y4€OHOW W HAy4YHOW JUTEpaTypoll mo mpodiemam
JUCLUMIUIMHBI,  aHaliu3a Hay4yHbIX  KoHuenuuid. IIpoMexxyTrouHass — arrectamus
oOyyaroruxcs B (hopMe dK3aMeHa MPOBOAUTCS 0 pe3ysibTaTaM BBITIOJHEHHUS BCEX BUJIOB
y4eOHON paboThl, MPEAYCMOTPEHHBIX YYEOHBIM TUIAHOM MO JAHHOW JHUCIMIUINHE
(MOyJI0), TIPU ATOM YUYWTHIBAIOTCS PE3yJbTaThl TEKYIIETO KOHTPOJS YCIEBAEMOCTH B
TeueHue cemectpa. OIllEHKA CTENEeHW JOCTKEHHS OOyYarolUMUCS TUIaHUPYEMbIX
pe3yJbTaToOB OOYYEHUs] MO JUCHUUIUIMHE TPOBOAMTCS TMpenojaBaTesieM, BeIyIIUM
3aHATUS N0 JUCLUIUIMHE METOJOM JSKCIEPTHOW OLEHKH. IIo uToram mpomexyTOuHON
aTTeCTallui MO AUCHUIUIMHE BBICTABISIETCS OlleHKAa. K MpoMeKyTOUYHOW arTecTainuu
JIOTMYCKAIOTCA TOJBKO O0OydYarouiuecs, BBITIOJIHUBIINNE BCE BHABI y4eOHOU paboTHI,
MpPEeNyCMOTPEHHBIE pabodeil mporpaMMol 1O JUCHUIUIMHE «JlOKyMEHTalnoHHOE
obecrnieyeHre UPPOBBIX MPOIIECCOBY.

7. MoH] OLIEHOYHBIX CPEACTB

7.1 MeToabl KOHTPOJISI M OLIECHUBAHUS Pe3yJbTATOB 00y4eHU s



B npounecce 00ydeHuss HUCHONB3YIOTCA  CIEAYIOIIME OLIEHOYHBbIE  (POPMBI
CaMOCTOSITENIbHOM pabOThl CTYAEHTOB, OLIEHOYHBIE CPEACTBA TEKYLIEr0 KOHTPOJIS
YCHEBAaEMOCTH M MPOMEXKYTOUHBIX  aTTECTalMi:  NpaKTH4YecKue  padoThl,
TeCTUPOBaHuUe, 3a4eT.

7.2 lllkajga u KpUTEPUHU OLIEHNBAHNSI Pe3YJIbTATOB 00y4YEeHHUS
K mpoMexyTo4HOH aTTecTaluu JOMyCKAIOTCS TOJIBKO CTYICHTHI, BBHITOJTHHUBIINE
BCE BHJIBI y4eOHOW paboThI, PEIyCMOTPEHHBIE padoueil MporpaMMoi MO TUCITUTUINHE
«/lokymMeHTanmoHHOE 00ecTieueHre IUPPOBBIX MTPOILIECCOBY.

7.2.1 Kputepuu olleHKH OTBETa Ha 3a4eTe

«3a4TEeHO0»: OOy4Jaroluicsl JEMOHCTPUPYET CHUCTEMHbIE TEOPETUUECKUE 3HAHUS,
MPAKTUYECKUE HABBIKW, BIAJCET TEPMHUHAMHU, JEIACT apryMEHTUPOBAHHBIC BBIBOJBI U
000011IeHNs, TPUBOJAUT MPUMEPHI, MOKA3bIBAET CBOOOJAHOE BJIAJCHHWE MOHOJOTHYECKOM
pEeYbI0 U CIOCOOHOCTh OBICTPO pearupoBaTh HA YTOUHSAIONIME BOIMPOCHI. 00yYarouuics
JEMOHCTPUPYET MPOYHBIE TEOPETHUUECKUE 3HAHUA, MPAKTUYECKHE HABBIKHU, BIIAJICET
TEpPMUHAMH, JIETTA€T apryMEHTUPOBAHHBIE BBHIBOABI U 0OOOIICHUS, IPUBOAUT MPUMEDHI,
MOKa3bIBa€T CBOOOJHOE BIAJCHUE MOHOJOTMYECKON peuyblo, HO MPU STOM JIETAET
HECYIIECTBEHHBIE OIIMOKH, KOTOPBhIE OBICTPO HCIPABISIET CAMOCTOSITEIIBHO WU MPH
HE3HAUYUTEJIBbHON  KOPPEKLIHMH IMpenojaBareyieM. OOy4YaloIMics  J€MOHCTPUPYET
HErTyOOKHE TEOpEeTUUYECKUEe 3HaHUs, MPOSIBIsSET caabo cPopMHUpOBaHHBIE HABBIKU
aHanu3a [BJICHUM W MPOLECCOB, HEJOCTATOUHOE YMEHHUE JENIaTh apryMEHTHPOBAHHBIC
BBIBOJIbI M TPUBOJUTH TMPUMEPHI, MOKA3bIBAET HE JIOCTATOYHO CBOOOJHOE BIAJICHHE
MOHOJIOTUYECKON  peubl0, TEPMUHAMH, JIOTUYHOCTBIO M  MOCIJIEIOBATEIIBHOCTHIO
W3JIOKEHUSI, JeJaeT OIIMOKH, KOTOPhIE MOXKET HCHPABUTH TOJBKO MPH KOPPEKIUU
MPEMNO/IaBATEIIEM.

«He 3auYTeHO»: OOydYalolMiics JIEeMOHCTPUPYET HE3HAHHWE TEOPETUYECKUX OCHOB
npeaMeTa, OTCYTCTBUE MPAKTUYECKUX HABBIKOB, HE YMEET JejaTh apryMEHTUPOBAHHbBIC
BBIBOJIbI U IPUBOAUTH PUMEPHI, MMOKA3bIBAET c1aboe BIaJeHUE MOHOJOTUYECKON PEeUblo,
HE BJIQJICET TEPMUHAMH, NPOSIBISET OTCYTCTBHUE JIOTUYHOCTH U MOCIIEIOBATEIIBHOCTH
U3JI0KECHUS, JENaeT ONIMOKU, KOTOPbIe HE MOXKET HCIPABHUTH JAKE MPU KOPPEKIIHH
npernojaBaresieM, OTKa3bIBACTCS OTBEYATh HA JIOTIOJIHUTEIBHBIE BOMIPOCHI.

7.2.2. Kputepum ouleHKH padoThbl 00y4aonerocsi Ha NPAKTHYECKUX 3aHATHIX

«5» (OTJIMYHO): BBHINIOJHEHBI BCE MPAKTHUUYECKUE 3aJlaHMsl, MPETyCMOTPEHHBIC
nabopaTopHoil paboToil, oOydwaromuiics 4YeTKko W 0e3 OmuOOK OTBETUJI Ha BCE
KOHTPOJIbHBIE BOTIPOCHI, aKTHBHO pabdOTall HA 3aHATHSX.



«4» (XOpomo0): BBHINIOJHEHBl BCE MPAKTUYECKUE 3aJaHUS, MPEAYCMOTPEHHBIC
1abopatopHoil  paboToil, oOydarommiics ¢ KOPPEKTHPYIOIIMMU 3aMEYaHUSIMU
IPENoIaBaTelsi OTBETHII HA BCE KOHTPOJIbHBIE BOIIPOCHI, TOCTATOYHO aKTUBHO padoTas
Ha 3aHATHSIX.

«3» (YI10BJIETBOPUTEJIBHO): BBIIIOJIHEHBI ~ BCE IIPAKTUYECKHUE 3aJaHU,
NPEAyCMOTPEHHbIE  JTA0OpaTOpHOM paboOTO ¢  3aMEUYaHUsIMU  MPEnojaBaTes;
O0Oy4YaronIuiicss OTBETHII HA BCE KOHTPOJIbHBIE BOMPOCHI C 3aMEUYaAHHSIMHU.

«2» (HeyaOBJETBOPHUTEJNbHO): OOYYalOIIUWCA HE BBINOIHWI WM  BBITOJHUI
HENPaBWJIBHO TMPAKTHUYECKHE 3aJaHMs, MPEeIyCMOTPEHHbIE IabOpaTopHON paboToi;
CTYJE€HT OTBETHJI Ha KOHTPOJIbHBIE BONPOCHI C ONIMOKAMM WJIM HE OTBETHJ Ha
KOHTPOJIbHBIE BOIPOCHI.

7.2.3. Kputepum onieHKN TECTUPOBAHUS
TecTupoBaHKe OLIEHUBAETCA B COOTBETCTBUU C MPOIEHTOM MPABUIBHBIX OTBETOB,
JAHHBIX CTYJIEHTOM Ha BOIPOCHI TECTA.

CranpapTHas 1IKajga COOTBETCTBHSI PE3YJIbTATOB TECTUPOBAHUS BBICTABIIAEMOU
OAJIITbHOI OLICHKE:
— «OTJIMYHO» - CBBIIIE 85% MPaBUIBHBIX OTBETOB;
— «xopouo» - oT 70,1% no 85% npaBuIbHBIX OTBETOB;
— «YIIOBIETBOPUTENBHO» - OT 55,0% 110 70% mpaBUIBLHBIX OTBETOB;
— o1 0 10 54,9% npaBUITBHBIX OTBETOB — HEYIOBIETBOPUTEIHHOY

«5» (0TIMYHO): TECTUPYEMBIM AEMOHCTPUPYET CUCTEMHBIE TEOPETHUUECKUE 3HAHUS,
BJIaJIceT TEpMHUHAMU M O0O0JIaaeT CIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOIMPOCHI
TecTa.

«4» (XOpo1o): TECTUPYEMBbId B 1IEJIOM JAEMOHCTPUPYET CHUCTEMHBIE TEOPETUUECKUE
3HAHMS, BIAJeeT OOJIBIIMHCTBOM TEPMHHOB U 001a/aeT CHOCOOHOCTHIO OBICTPO
pearupoBaTh Ha BOIIPOCHI TECTA.

«3» (YI0BJIETBOPHUTEJIBbHO): CHUCTEMHBIE TEOPETUUYECKHE 3HAHUS y TECTUPYEMOTO
OTCYTCTBYIOT, OH BJIaJICET HEKOTOPHIMM TEPMHUHAMH W Ha BOMPOCHI T€CTa pearupyer
JIOCTATOYHO MEJIJICHHO.

«2» (Heya0BJIETBOPHUTEJIbHO): CUCTEMHBIE TEOPETUYECKHUE 3HAHUSI y TECTUPYEMOTO
OTCYTCTBYIOT, TEPMHHOJIOTMEH OH HE BIAJEEeT M Ha BOMNPOCHl TeCTa pearupyer
MEJIJIEHHO.

7.3 OueHOYHbIE CPEICTBA

7.3.1. Tekyuii KOHTPOJIb (321aHUS HA MPAKTHYECKUX 3aHATHSIX)



[Ipumep 3agaHus TEKYIIETO KOHTPOJIS:

3amanue 1. Ctaguu aHanu3a albTEPHATHB U BHIOOpA MPOTrPaMMHOIO MPOAYKTa aBTOMATHU3ALUU
JIOKYMEHTO000poTa
1: CocraBieHnue mepedHs MPEIbSIBIAEMBIX OCHOBHBIX (DYHKIIMOHAJIBHBIX M CHCTEMHO-TEXHHUYECKUX
TpeOOBaHUI K KOPIIOPATUBHOM CUCTEME aBTOMAaTHU3aluU JOKYMEHTO000pOTa
- Bei6op cuctembl BecoBbIX KO3 GUIMEHTOB (0aJUIOB) WIIM PAHKUPOBAHUE JUISL SKCIIEPTHON OLIEHKU
: OueHka MporpaMMHBIX MPOJIYKTOB C TOYKHM 3PEHMs IPEIbABISEMBIX OCHOBHBIX (DYHKLHMOHAIbHBIX
TpeOOBaHUI U CUCTEMHO-TEXHUYECKUX XapaKTEPUCTUK
: OT60p nporpaMMHBIX IPOAYKTOB, YJOBIETBOPSIOIIUX BHIOPAHHBIM (DYHKIIMOHAJIBHBIM M CUCTEMHO-
TEXHUYECKUM KPUTEPHUIM
: OneHKa azlanTallMOHHBIX BO3MOXHOCTEH OTOOPAHHBIX MPOIYKTOB
: OT60op MporpaMMHBIX TPOAYKTOB, YJOBIETBOPSIOIINX KPUTEPHUSIM aanTallHOHHBIX BO3MOKHOCTEH
CpaBHMTENbHAs OLIEHKA 3aTpaT, CBS3aHHBIX C IMPUOOPETEHHEM U BHEAPEHHEM IPOrPaMMHBIX
IIPOAYKTOB
8: Ouenka onbiTa MOPUMEHEHHS OTOOPAHHBIX MPOTPAMMHBIX MPOAYKTOB penyTaluu (UPMBI-
pazpaboTunka
: Bei6op mporpaMmMHOro obecredeHust A5l CHCTEMbl aBTOMATHU3alUHU IOKYMEHTO000pOoTa

w N

o1 R

~N o

(o]

3amanue 2. K HeperucTpupyemMbIM OTHOCSATCS JOKYMEHTBI

M uH(OpMAaIMOHHBIE MATEPUAIIBI, PEKJIAMHbIE M MO3PABUTEIBHbIE TIUChMA, IPOrPaMMBbl CEMHHAPOB,
COBEIIAHUH, KOH(EPEHIHA

] KomuM HOPMATHBHBIX JOKYMEHTOB, IIOCTAHOBJIECHUS M PACHOPSIKEHHS TOCYIAPCTBEHHBIX OPraHOB,
OOBSICHUTEIIbHBIC 3aITUCKH

L] cmyxeOHbIe 3aITUCKH, TUChbMa, TeJIErPaMMBbI, (haKCOTpaMMBI

[l pekiamMHbBIC MPOCIEKTHI, MPOTOKOJBI KOJUICTHAIBHBIX OPraHOB, CIIPABOYHBIC MaTEepHAbl, IUIAHbI,
MPOrPaMMBbI, CBOJIKH, OTYETHI

[l muchbMa BBICIICH WHCTAHIIUH, TPEOOBAHUS, UCKH, IPETCH3UH, KOJUICKTUBHBIC JJOTOBOpPa

3amanue 3. JIokyMeHTHI KJIacCUPUIIUPYIOTCS 110 TpUdy Ha ...

L] opuruHaibl, KOIUU U TOUTHHHUKA

[l BHeIIHWE U BHYTPEHHHE

U] wHIUBMAyabHBIC, THTIOBBIC U TpadapeTHbIC

[l pykomnucHbIe, IeYaTHbIC U JICKTPOHHBIC

[l opraHu3alMOHHBIC, PACHIOPSTUTEIbHBIE, CIPABOYHBIC

M koH(]uUAEHIMATBHbIE, OTPAHMYEHHOTO JOCTYIIA B OTKPBITOrO MOJIb30BAHUS

7.3.2. IIpoMe:KyTOYHBII KOHTPOJIb (324€T)
3adeTt MpoBOUTCS B (POpME KOMITBIOTEPHOTO TECTHPOBAHUS.
Bormpocs! [1st MOATOTOBKH K 3a4ETy:

— TlonsTHeE, CyIHOCTH POJIh M OCOOCHHOCTH JOKYMEHTAITMOHHOTO 00CCTICUCHHST,

— Ienu u 3a7a4n TOKYMEHTAIIMOHHOTO o0ecredeHus IU(POBBIX MPOIIECCOB;

— JIoKyMeHT Kak MH(POPMAITMOHHBIN aKTHUB;

— AHau3 JIeJI0BBIX MPOIECCOB OPraHU3aINH;

— Poap m mHasmauenme mnpodeccrmoHampHOTO cTaHaapra «Crenuamuct IudpoBOM
TpaHchopMai TOKYMEHTUPOBAHHBIX cdep IeATeTbHOCTH OpTaHu3aIluu» B
0o0JaCTH  JTOKyMEHTAIITMOHHOTO  OOECMEYEeHUs, YYHUTHIBAIOIINN MOTPEOHOCTH
1 poBOI IKOHOMUKH.

— Buasl 1OKyMEHTOB;



— TocynapctBeHHas cucrema gqokymeHTarmonnoro obdecrieuenus ['CIHOY;,
— @3 «0O6 wunpopmauuu, UHOOPMALMOHHBIX TEXHOJOTUAX U O 3alluTe
uHbOpMAITUN
— CocraB nokyMeHTOB. [IoHATHE cCTEM JOKYMEHTAlNH;
— VYHudukauus u crangapTu3aius J10KyMEHTOB;
—  DIIEKTPOHHBIN T0KYMEHTOOOOPOT.
— CymHocTh, 1eNH, 3aJayd, NPUHUUIBI JTOKyMEHTaunoOHHOro obecneyenuss MT-
PEIIEHU;
— TpeboBanus Kk 0POPMIICHHIO;
- CucremMa KOHCTPYKTOPCKOM IOKYMEHTAIUH;
- CucreMa mporpaMMHO# TOKYMEHTaLUH.
— IlonsTne 1 BUABI IPOEKTHON JOKYMEHTALUH;
— YcCTaB MPOEKTa,;
— Ilnan ynpasneHus npoektoMm. OnKMCcaHue MPOEKTa;
— JloKyMeHTaIoOHHOE 0OecTieueHNE YIPaBICHUS IPOEKTaMU;
— JlokymeHTaIusl Ha CO3/1aBaeMblil MPOAYKT;
— TexHUKO-KOMMEpUYECKUE NPEIIOKEHNUS,;
— [IpeseHTanus npoekra/macmopT MPOCKTa;
— OrueTHas JOKyMEHTALM 10 MIPOEKTY;
- T'OCT. Cocras u conepxxanue nokymenrtamnuu no UT-npoaykry.
— CocraB TOKyMEHTaluu Il ONMCAaHUA U aHaJIu3a OU3HEC-TIPOLIECCOB;
— Onucanue JOKyMEHTOB OM3HEC-TIPOLIECCa,;
— @opmupoBaHue TpeOOBaHUNH K CHCTEME JOKYMEHTAl[MOHHOTO OOecrneyeHus
OM3HEC-MPOIIECCOB B KOMITAHUY;
— HHdopManmoHHbie cUCTEMBI CONPOBOXKICHUS OU3HEC-TIPOLIECCOB.
—  Cucrema OPJI. OCOOEHHOCTH M XapaKTEpHbIE YEPThl OPTaHU3AMOHHO-TIPABOBBIX
JIOKYMEHTOB.
—  PacnopsaurenbHas nokymeHtauus. [IpyHIAIIBI COCTAaBIEHUS, CTaUH MTOATOTOBKH,
BU3HUPOBAHUS U MOAMNKUCAHUS PACTIOPATUTENbHBIX TOKYMEHTOB.
—  JlokyMeHTHpOBaHHE paboThI ¢ epcoHasioM. [IoHATHE 1 CTPYKTypa nepcoHaIbHbBIX
naHHbIX. TpeboBaHMs K 00pabOTKE U epeAaye MePCOHAIBHBIX TaHHBIX.
— IlpaBuna BeneHHs] SIEKTPOHHBIX TPYIOBBIX KHIDKEK. CocTaB mpouenyp u
JOKYMEHTHPOBAHHUE MPUEMA, IEPEBO/IA, YBOJIBHEHMS IIEPCOHATIA.
—  Ilpouecc 3amuThl NepcOHATBHBIX JaHHbIX. OCOOEHHOCTH XpaHEHUs KaJpOBOM
JOKYMEHTALIUH.
— IlnanoBsie fokyMeHTsl B UT chepe. PopMbl oT4eTHOMN HOKyMeHTanuu. OT4yeTHas 1
OTYETHO-CIIPABOYHAs JOKYMEHTAIHSI.
— Oco0eHHOCTH COCTaBJIEHUSI U OQOPMIIEHHUSI JIOTOBOPOB. PEKBM3HUTHI JOroBOpa M
MpaBUJIa UX PETUCTPAIUHU.
— CnpaBouHo-UH(OPMAIIMOHHBIE JTOKYMEHTHI: aKT, MOKJIaaHas (Ciry>keOHas) 3ammcka,
CIpaBKa, MPOTOKOJI, CBOJIKA, CIIY>KEOHOE MUCHMO.
— Cuyxeobnbie mucbma B UT cepe.



Ilenn co3maHust M BHEAPEHUS  KOMIUIEKCHBIX  CHCTEM  aBTOMAaTHU3aLUU
JOKYMEHTAlIMOHHOTO 00€CIIEYEeHHUS.
OCoOEeHHOCTH COBPEMEHHOTO pBIHKA MPOTPAMMHBIX CHUCTEM B OOJIACTH aBTO-
MaTu3ali  JIeNONPOU3BOJICTBA M JIOKyMeHTooOopoTa. CoCTaB  TUIOBBIX
BO3MOKHOCTEI KOMITBIOTEPHBIX MPOrpaMM 10 aBTOMATU3aLMH TOKYMEHTAIIMOHHOTO
obecrieueHus HTUPPOBBIX IPOLIECCOB.
CTpykTypHass cxema aBTOMAaTU3UPOBAaHHOM  CHUCTEMbI  JIOKYMEHTAIlMOHHOTO
obecrieueHus.  XapaKTEpUCTUKA  OCHOBHBIX  aBTOMATHU3UPOBAHHBIX  CHCTEM
JIOKYMEHTAIIMOHHOTO 00ECTICYCHHSI.
Kputepun  OLIEHKM  aBTOMAaTU3UPOBAHHOW  CHUCTEMBI  JOKYMEHTALMOHHOI'O
obecrieueHusl.
Meporpuatust 10  BBIOOPY CHUCTEM  aBTOMATH3alMU  JIOKYMEHTAIMOHHOI'O
o0ecreyeHusl.
OCHOBHbBIE KaUeCTBEHHBIE M KOJMYECTBEHHBIE IapaMeTpbl aBTOMATU3MPOBAHHOM
CHCTEMBI JOKYMEHTALIMOHHOTO 00ECIIEYEHUSI.
OxoHOMHMYECKasE A(PQPEKTUBHOCTh BHEAPEHUS  ABTOMATH3HPOBAHHBIX  CHCTEM
JIOKYMEHTAIIMOHHOTO 00ECTICUEHMSI.
PernamenTanus coctaBa KOHPHUIEHIIMAIbHBIX CBEIEHUH U IOKYMEHTOB.
[Toroku KOHGUAEHIMATBHBIX JOKYMEHTOB.
TexHonornyeckas cucrema 00padOTKU KOHPUACHIIUATBHBIX JOKYMEHTOB.
®dopmupoBanue, 0hOpMIIEHHE U XPaHEHUE JIEN, COACPKAIUX KOHPHUICHIUAIbHbIE
CBEJICHUS.
OnepaTuBHOE, TEKYIIEE W MOCTOSIHHOE XPAHEHUE JOKyMEHTOB. CUcTeMaTu3anus
JIOKYMEHTOB.
[Tpunins! popmupoBanus aen. OdopmiieHre U BeAeHHE HOMEHKIIATYPhI J1E1.
OneHka 3Ha4MMOCTH JOKYMEHTA U CPOKOB MX XPaHEHHUS.
[TpuHIMIBI U KPUTEPUN OLIEHKU 3HAUMMOCTHU. DKCIEPTHBIE KOMUCCHUH.
[Topsiaok yHUYTOXKEHUS IIEKTPOHHBIX TOKYMEHTOB.



