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1. Leau ocBOeHMS U CHUILIUHBI (MOIYJIA)

Lenb ocBOCHUS AUCUMILTUHBI — (OPMUPOBAHUE MPEACTABICHHS 00 AJIEKTPOHHOM JOKYMEHTE
B OyXraJrepuy Kak O HOBOH CYIIHOCTH B MPABOBBIX OTHOIICHHUSX, MPEIOCTABICHUE MaruCTpPaHTaM
CUCTEeMAaTU3MPOBAHHOIO  MMOJAXO0Ja K  IpoOiieMe  HCHOJb30BAaHUS  CUCTEM  3JIEKTPOHHOTO
nokymentoobopora (3/10) u nndopmannonusix cuctem (MC) Ha OCHOBE MpEICTaBICHHBIX 0a30BBIX
CBEIICHU.

OcHOBHBIE 331291 TUCIUATLTHHBL:

1. 03HaKOMJIEHHE C TIOHATUSMHU U METOJaMH 3alllMIIEHHOT0 JOKYMEHTO000pOoTa B OyXrainrepuu;

2. QopmupoBaHHWE y MAruCTPAHTOB TOHSTHA O CHCTEME JEIOMPOU3BOJICTBA, HABBIKOB
NPUMEHEHUS MPAKTUYECKUX TMPUEMOB U TMPOLEAYyp TOKYMEHTUPOBAHHUS B OyXTaldTepCKOM Y4YeTe,
YMCHHSI OPHCHTHPOBATHCS B OOIIMPHBIX CHCTEMaX IOKYMEHTOO00pOTa U CITIOCOOHOCTH CaMOCTOSITEIILHO
OPUHUMATh pEIIEHHEe O NPUMEHEHUU COOTBETCTBYIOIIUX TEXHOJOTUN JOKYMEHTHPOBAHHS B
KOHKPETHBIX CUTYAIIHSIX;

3. u3y4yeHue mpouecca u 3a/1a4 BHEJPEHUS CHUCTEM JIEKTPOHHOTO JOKYMEHTO0000poTa B paboTy
Oyxraiarepuu;

4. u3yyeHHe OTEYECTBEHHOIO M 3apyOE’KHOTO OIbITa B OOJACTH MPUMEHEHHUS SJIEKTPOHHOTO
JIOKYMEHTO000pOTA.

2. Mecto aucuumiinnsbl B ctpykrype OII marucrparypsl

JucnumimHa «OJeKTPOHHBIN TOKYMEHTOOOOpOT B OyXranTepuu» OTHOCUTCS K BapHaTUBHOU
4acTH 00pa30BaTeNbHOIN MPOrpaMMBbl, SIBIISETCS JUCIMUIUIMHOM 1O BEIOODY.

VYcnemnHoe OCBOEHUE JaHHOM NHUCHUUIUIMHBI OYyAET CIOCOOCTBOBaTh T'OTOBHOCTH CTYAEHTOB K
OCBOCHMIO AMCUUIUIMH: Byxrantepckuil ynpaBieHueckuil yuet (mpoJBUHYTHIN Kypc), 1c: Byxrantepus
(JIaboparopublii npakTUKyM), AyauT (IpOABUHYTHIM Kypc), byxranrepckue M HajgoroBble aclEKThl
XO35IICTBEHHBIX JI0TOBOPOB.

CryneHT, NpUCTyNAIOMMN K U3YYEHUIO ITUCHUIUIMHBI, JOJDKEH 00J1aaTh 3HAaHUSIMU, YMEHUSIMH,
HaBbIKAMH, MOJYYEHHBIMU paHee B XO/€ M3Y4eHHUs IUCLHUIUIMH: Byxranrepckuil (pUMHaHCOBBIM yder
(mponBUHYTHIN Kypc), «HH(pOpMalmOHHO-CIIPABOYHBIE CUCTEMBIY.

3HaHMS M HABBIKM, IIOJIyYEHHBIE B XOA€ M3Y4YCHUS JAUCHUIUIMHBI  «JIEKTPOHHBIN
JOKYMEHTOOOOPOT B OyXrantepuu», SBISIOTCS 0a30M s OpraHW3allid W BEICHHS ydeTa
OPEANpUATHIX M Yy WHAMBHIYalIbHBIX MNpeANpUHUMATENEH, a Takxke s JajdbHeWIed paboTel ¢
OyXxrajaTepckoi 1 HaJoTOBOW JOKYMEHTAIMe U OTYETHOCTHIO.

Jl1s ocBOeHUS JaHHOW AUCHMITIUHBI (MOYJIs1) CTY/I€HT JOJKEH:

3HATb: OCHOGHbIE NOHAMUSL 00 NEKMPOHHOM OOKYMEHMOooOopome, meopemuyeckue OCHOGbL
cmanoapmuzayuu npu papabomre OOKYMEeHmayuy, cocmas, 0COOEHHOCMU U Npasuid OQopmieHus
OCHOBHBIX OOKYMEHMO8 6 COOMEEMCmEUU ¢ MmMpebOBaAHUsIMU CMAHOAPMA, OCHOB8bL OPeAHU3AYUU
O0oKyMenmoobopoma u GedeHuss UHQOOPMAYUOHHOU 0OA3bl, HANPAGIEeHUs, Memoovl U Gopmbl
ABMOMamu3ayuu nPoyeccos pabomvl ¢ OOKYMeHMAaMmu.

YMeTh: onpedensms KoMHIEKMAayuro OOKYMEHmMO8 no Hanpaesienuro, ucnoavsosamv ['OCT P
7.0.97-2016 u cmanoapmul Ha a8MOMAMUIUPOBAHHBIE CUCHIEMbL U UHDOPMAYUOHHbIE MEXHOI02UU NPU
paspabomke 0OKyMeHmMayuu,; UCnoi1b3068ams NPOSPAMMHbIE NPOOYKMbL NpU paspadomke 00OKYMeHmos,
6edeHUU OOKYMEHMO0OO0pOma u 1eKMpOHHO20 APXUBA, bINOIHEHUU UHPOPMAYUOHHO20 NOUCKA.
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Brnaners: masvikamu paspabomru 0CHOBHbIX OYXeanmepcKux OOKYMEHMO8 8 COOMBEemCmseUun co
CMAHOapmoMm,; Ha8blKamu UCHONb308AHUSL NPOSPAMMHBIX CPEOCm8 padombl ¢ OOKYMEHMAMU.

3. [lnanupyemMble pe3yJbTaThl 00yUeHHs 0 TUCHHUILINHE
3.1. KomnereHnuuu, GopMHUPOBAHNIO KOTOPBIX CIIOCOOCTBYET TUCIUIINHA

[Ipu ocBOEHUYU MTUCHUILIMHBI POPMUPYIOTCS CIAEAYIONIME KOMITIETCHIIMH B cooTBeTCcTBUM ¢ PI'OC
BO no nanHomy HanpaBlIeHUIO TTOJITOTOBKHU:
e OIIK-3 cnocoOHOCTh MPUHUMATH OPTaHU3ALMOHHO-YIIPABICHUECKHUE PEIICHUS

e [IK-9 crocoOHOCTh aHANIM3UPOBATH U UCIIONB30BaTh PA3IMYHbIe UCTOYHUKH MH(OPMAIMH IS

MMPOBCACHUA 9 KOHOMHWYCCKUX PACUCTOB

3.2. Ilnanupyemble pe3ybTaThl 00y4YeHHS IO JAMCHUILIMHE (MOIYJI0), COOTHECEHHbIE C
(hopMHUpyeMbIMH KOMIIETEHIIUSIMU.
B pe3ynbrare ocBOE€HUS AUCHUIIIMHBI O0YyUYaIOLIUICS T0JIKEH:

e 3HaTh: JOKYMEHTOBEAYECKYIO TEPMUHOJIOTHIO; OCHOBBI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa;
TEXHOJIOTUM U HOPMAaTHBHBIE OCHOBBI PAa0OTHI C AJIEKTPOHHBIMHU JIOKYMEHTAaMU; >KM3HECHHBIN
LOUKI 3JICKTPOHHOI'O AOKYMCHTA; TCXHOJOIMH 3JI€KTpOHHOI>'I moAInucCHU; OCHOBBI COBPCMCHHBIX
IPOTPAMMHBIX CPEJICTB CUCTEM JIEKTPOHHOTO JOKYMEHTOOOOpPOTa, HABBIKM MX MCIOJIb30BaHUS
U KOH(QUTypUpOBaHUS IJI PELICHUS 3a/1ad 3JIEKTPOHHOTO JENONpPOU3BOJACTBA; TpeOOBaHUS K
0(pOpPMIICHHIO PEKBU3UTOB JIOKYMEHTOB; OCHOBHBIE HPUHIMIIBI OpPraHU3aLUU 3JIEKTPOHHOTO
nokymeHToobopota B Oyxranrepun (OI1K-3, TTK-9).

e VYMeTh: OpraHu30BaTh JTOKYMEHTOOOOPOT B COOTBETCTBHM C OT€UECTBEHHBIMH HOPMAaTHUBAMH, C
YU4E€TOM  CJOXUBIIEHCS  MPakTUKUA  JI€JIONPOU3BOJICTBA;.  PEAIN30BaTh  COBPEMEHHBIN
AIIEKTPOHHBI  JIOKyMEHTOOOOPOT € COXpAaHEHHEM TpoleccoB 00pabOTKM  OyMakKHBIX
JIOKYMEHTOB; IpeoOpa3oBbIBaTh OyMaXKHbIE IOKYMEHTHI B AJIEKTPOHHYIO (hOpMY, BBOAUTH UX B
AJIEKTPOHHBIN apXMB, OPraHU30BBIBATh AaTPUOYTUBHBIM U COAEpKATEIbHBIN MOMCK JTOKYMEHTOB
U (GopMHUPOBaTH OTYETHI O pabOTE€ CHUCTEMbI; OPraHHU30BBIBATH KOJUIEKTUBHYIO paboTy cC
JOKyMEHTaMHU W IepellaBaTh UX Ha MCIIOJHEHHE II0 JIEKTPOHHOM IOYTE WIN IO JIOKAJIbHOU
CETH; MJIAHUPOBATh MAPIIPYTHI NEPEIBIKEHNS JOKYMEHTOB U KOHTPOJIMPOBATH WX HCIIOIHEHUE;
COCTaBJIATh KapThl MAapUIPyTOB NEPEABIKEHUS JOKYMEHTOB M OW3HEC-TIPOLIECCOB H
KOHTPOJIMPOBAaTh MX HCIIOJHEHUE; OPraHU30BaThb M BECTH JJIEKTPOHHBIM JTOKYMEHTOOOOPOT B
Oyxranrepuu Ha npennpusaTHix u yupexaenusx (OI1K-3, ITK-9).

Brnanmets: HaBBIKAMU COCTABJICHHS IAOJOHOB 3JICKTPOHHBIX OYXTaJITEPCKUX JIOKYMEHTOB;
HaBBIKAMU pPa0OTHI C TPABOBBIMH AaKTaMU; HABbIKAMH 3allOJIHEHUS PEKBH3UTOB OYXTaJITEPCKUX
JOKYMCHTOB; HaBBIKAMH pPa0OThI Ha MMEPCOHATBHOM KOMITBIOTEPE JUIS TOATOTOBKH DIIEKTPOHHBIX
nokymentoB (I1K-9).

4. O0beM U coep:KaHue TUCIUTNIHHBI
O0beM TUCIUTUTMHBI COCTABIISIET 2 3a4€THBIE eIMHUITEI (72 akaJIeMHYEeCKUX Jaca).
4.1. Conep:xaHue IMCUMILIMHBI 1O pa3genaMm (TeMaM), COOTHECEHHOe C BHAAMHM H
TPYAOEMKOCTBHIO 3aHATHI JeKIIMOHHO-CEMHMHAPCKOI0 THIIA
OObeM MHON KOHTAKTHOM pabOThI M CAMOCTOSTENIbHONW paboThl 00yYaroImIerocs Mo AUCHUILIINHE
yKa3aH B yueOHOM TUTaHEe 00pa30BaTEIHLHOM MPOTPAMMBI.
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Ne Bunsl 3aHATHI, MX DOpMBI TEKYILETO
1/ Pazpnenbl (Tembl) 00beM (B ak.4acax, 1o KOHTPOJIS
it MUCIHAILINHBI Oo4uHOM popme ycrneBaeMocTu (1o
§ 00yJeHus) ouHOH (hopme
% 3aHsaTH 3ansTus 00y4eHwMsI)
@) s CEMUHAPCKO
JIEKIIMO ro THIIA Dopmsbl
HHOTO IPOMEKYTOUHON
TUTIA aTTeCTaluu
1 | Tema l. DNEKTPOHHBIH | 2 - 9 Ornpoc, npe3eHTanmm.
JOKYMEHTOOOOPOT: TEPMHUHOJIOTHS W npakt.3auaT | [Ipe3enranuu, onpoc
OCHOBHBIE MTOHATHS ue Omnpoc, HOJrOTOBKA
pesome u
aBToOHMoOrpaduu,
TECTUPOBAaHUE
2 | Tema 2. YmpaBieHue 3JI€KTPOHHBIMHU | 2 - 9 KoHnTposbHble BOPOCH,
JOKYMEHTaMHU NPaKT.3aHAT | IPE3CHTAINH;
ue Omnpoc, npe3eHTanmy;
KonTposbHas pabora
3 |Tema 3. Cucrema ympaBieHus | 2 - 9 Onpoc, Tpe3eHTaIHH,
3JIEKTPOHHBIMU JIOKyMEHTaMHU NPAKT.3aHAT | 3alOJIHEHUE MEePBUYHBIX
ue JTIOKYMEHTOB
4 | Tema 4. AJIMUHHCTpUpPOBaHUE | 2 - 9 Onpoc, npe3eHTalUuH,
CHCTEMBI AIIEKTPOHHOTO MPAKT.3aHAT | 3aIIOJTHEHUE TTEPBUYHBIX
JOKYMEHTO000poTa ue JTIOKYMEHTOB,
TECTUPOBAaHUE
Htoro mo gucnuIninHe: - 36 3a4eTr
Ne Bunel 3anaruii, ux o0bem | DopMbl TEKYILETO
/ Pa3nens (Tembr) (B ak.yacax, 1o 3a0YHOM KOHTPOJIA
I JUCLUTIINHBI ¢dopme oOyueHus) yCIeBaeMocCTH (110
O4yHOH popme
oOyueHus)
Q
& Dopmbl
~ IIPOMEKYTOUHON
aTTeCTaluN
3ansaTus 3ansaTus
JIEKIIMOH | CEMHHApPCKOTO
HOTO TUTIA
TUTIA
1 | Tema l. OnexTpoHHBbIH | 1 - 3 TECTHUPOBAHUE
JOKYMEHTOOOOPOT: TEpMHUHOJIOTHUA U MIPAKT.3aHATHE
OCHOBHBI€ MTOHATHS
2 | Tema 2. YmopaBieHue 31eKTPOHHBIMH | 1 - 3
JIOKYMEHTaMu MIPaKT.3aHSATUE
3 |Tema 3. Cucrema ympasienus | 1 - 3
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ANIEKTPOHHBIMU JIOKYMEHTAMH MIPAKT.3aHSATUE

4 | Tema 4. AnMuHuCcTpUpoBaHue | 1 - 3
CUCTEMBI AIIEKTPOHHOTO MIPaKT.3aHSATUE
JOKYMEHT0000poTa

Wroro mo aucuurimHe: - 12 3a4eT

4.2. Pa3BepHyTO€ ONMCAHUE CO/IeP:KAHUS JUCHUILIMHBI M0 pa3jiejam (TeMam)

Tema 1. DIeKTPOHHBIH JOKYMEHTO00OPOT: TEPMHHOJIOTUS M1 OCHOBHBbIC NIOHATHS

1.1 DneKkTpoHHBIA JOKYMEHT: TIOHSTHE, CTPYKTypa, Kiaccupukamus, Qopmartsl (daitios
3IEKTPOHHBIX JTOKYMEHTOB.

1.2 CTpyKTypHBIE 3JIEMEHTHI SJIEKTPOHHOTO JJOKYMEHTA: PEKBU3UTHAS M COJEpKATEIbHAs YaCTH,
COTMpPOBOUTENbHAA HH(pOpMaLUs. DJIeKTpoHHas HudpoBas noanuck. CoBpeMeHHas HopMaTHBHas 0a3a
paboTHI C AIIEKTPOHHBIMHU IOKYMEHTAMHU B OpPTaHU3AIMSIX: 3aKOHBI U TIOJJ3aKOHHbIE aKThl, POCCUHCKUE
MEXIYHapOJAHbIE CTAHAPTHI.

Tema 2. YnpasJieHue 3J1eKTPOHHBIMH TOKYMEHTaAMHU

2.1 TunoBble TpebOBaHUs K YIIPABICHHUIO JIEKTPOHHBIMU O(UIIMATHHBIMU JOKYMEHTaMH: 00IIIHe
TpeboBanus k CYDO/], Mosenu KU3HEHHOTO IMKJIA JOKYMEHTOB, paclpeieieHue OTBETCTBEHHOCTH U
IOJTHOMOYMI MO YNpPaBICHMIO JOKYMEHTaMH U 0e30MacHOCTh, XpaHEHHe, OoTOop WU Iepenaua,
UICHTUPUKAINS WHPOPMALMOHHBIX OOBEKTOB, TOWCK, M3BIICYCHHE W TIPEICTABICHUE DIEKTPOHHBIX
JIOKYMEHTOB.

2.2 Texnudeckue BO3MOXKHOCTH coBpeMeHHbIXx CDJ[: Directum (Directum), DocsVision
(DocsVision), Globus Professional (IIpomundocucremsr), PayDox (Paybot), 1C:dokymeHTOOO0pOT
(1C), bocc - pedepent (BOCC — Pedepent, 'K AifTu), JEJIO (30C), EBO®PAT (Cognitive
Technologies), MOTUB (Mortus).

Tema 3. Cucrema ynpasiieHHs 3JIEKTPOHHBIMHU T0KYMeHTaAMH

3.1 Cucrema ympaBieHUs! IEKTPOHHBIMU JTOKYMEHTAMU: XapaKTEPUCTUKHU, MPOCKTUPOBAHHUE U
BHeaApenue. Buast CO/I.

.2 Ilpomeccel ympaBieHHs AOKYMEHTaMH: HyMepalusi, y4eT MO OpraHu3alMsM, perucTparus
BXOJSIIUX W HCXOAANINX IOKYMEHTOB, paboTa ¢ BHYTPEHHHMH JOKYMEHTaMH, COIPOBOJUTEIIbHAS
uH(pOopMalIvs, XpaHEHHE U TIpaBa JOCTyNa K JOKyMEHTaM, KOJUIeKTUBHas paboTa ¢ (aiinamu, mpocMoTp,
pEeaKTUPOBAaHWE W KOHTPOJIb BEPCHIA, CKaHUPOBAaHHE TOKYMEHTOB, aBTOMATH3MpPOBAHHAs 3arpyska
¢aitnoB, aTpuOyTUBHBINA U TOJTHOTEKCTOBBINA MOUCK HHPOPMAIIUH, YIET paOouero BpeMeH! U KOHTPOIb
UCTIOTHEHUS], OTYETHOCTb.

3.3 Ponmu monb3oBareneid. YBenOMIJIEHHE WCHOJIHMTENEH. OneKTpoHHass moura. Pabora ¢
pacmpeneneHHOoN nH(pOPMAITMOHHOM 0azoit JTAaHHBIX. Pabota qyepes WHuTepHer.
busnec-npoueccr! 1 3anaun. BzanmocBsa3p 1okyMmeHTOo000poTa U Ou3Hec-mporeccoB. [lonsTie OusHec-
nporecca. OcCHOBHbIE OW3HEC-TIPOIIECCHI B JOKyMeHTOOOOpoTe. Pe3ynprarel Ou3HEC-TIPOIIECCOB
JIOKyMEHTO000pOoTA.

3.4 [TIlpaktuueckass paboTa TO WCIOIB30BAHUIO BO3MOXXHOCTEH CHCTEMBI YIpaBICHUS
AIIEKTPOHHBIMHU TOKYMEHTaMU. 3alycK U UHTEp(dEHCc CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO00POTa.

3.5 Peructpanusi 1 MOUCK JTOKYMEHTOB. PenaktupoBanune TokyMeHTOB. Co3maHuE MOPYYEHUM.
Cpoku HCHONHEHUs TOpy4YeHUH. JIeHCTBHS 1O TMOpPYYEeHUSIM M CHATHE C KOHTpojs. OOMeH
JIOKyMEHTaMH.



OcHoBHas npodeccruoHanbHas 00pazoBaTeabHast IporpaMma
38.04.01 Dxonomuka
(byxrantepckuil yuer, aHaJIU3 U ayJIUT)

Tema 4. AIMMHUCTPHPOBAHUE CUCTEMbI 3JIEKTPOHHOT0 JOKYMEHT0000pOTA

4.1 Tlonstue agmunuctpupoBanus COJl u 3agaun aaMuHuCTpatopoB. Co3aHHE CTPYKTYPBI
npeanpuarus. Perucrpauus mnons3oBarenei. HacTpoiika npaB monp30BaTelNed M MOpaB  JOCTYIA.
Hacrtpoiika noTokoB 10KyMeHTOB. HacTpolika yBe1oMIeHHE UCTIOJIHUTENECH.

4.2 Hacrtpoiika kaneHaaps 4 cioBapeil. YmpaBlieHHE TpyIIaMH T0JIb30BaTelie. YTpaBieHue
ponsiMu. YmpaBlieHHE CIMCKOM pacChUIKM. YmpaBiieHue KoHurypamueit. Hactpoiika MapuipyTos.
Hactporika OLII.

5. O0pa3oBare/ibHbIE TEXHOJIOTHU
Y4yeOHblit nmponecc 1mo JUCHUIIIMHE OCHOBAH HAa UCITIOJIB30BaAaHUHN CICAYIOIIUX O6pa3OBaT€JII>HI)IX
TEXHOJIOTHM:

.Texnomorus HpO6JICMHOFO 06yqu1/1$1 — OCHOBHBIC TEMbI KypCa Ha JICKHMOHHBIX MU IMPAKTUYCCKUX
3aHATUAX PACKPBIBAOTCA YEPE3 ITOCTAHOBKY U IMOCJICAYIOIICC pA3pCHICHUC HpO6HCMBI B o0J1acTu
KJIIOUYEBHIX ITOJIOKSHHUN B 3aKOHOB OopraHu3anuvu.

.TexHonorus yqe6Hor0 Juaaora B (I)opMe AUCKYCCHU KaK Ha JICKIUU IIpU pa360pe Haunboee
HpO6J'IeMHBIX MOMCHTOB, TaK U Ha IIPAKTUYICCKUX 3aHATUAX.

.TexHonorusi TecTOBOro KOHTPOJs KauecTBa OOpa3oBaHUS — B IPOLECCE M IO 3aBEPILIECHUU
TEOPETUYECKOr0 00YUEHHUS BBHIOIHSIOTCS TECTHI IO AUCLUILINHE.

.Texnonoruu pasBuBaroiiero o0y4eHus, Npeanoiararonire B3auMo1eCcTBHE Mejarora U CTyJeHTOB
Ha OCHOBE KOJUIEKTMBHO-PACIIPEAETUTENbHON NeATEIbHOCTH, MOMCKE Ppa3IMYHbIX CIOCOOOB
peleHns y4eOHBIX 3a/1a4 IOCPEICTBOM OpraHM3aluy Y4eOHOIro IManora B UCCIIEA0BaTENbCKOM
Y TIOUCKOBOH J1€ATEIbHOCTH 00yYaOIINXCS.

B cucreme MHTEpakTUBHBIX METOJOB OOy4eHHs] 0a30BbIM BBICTYNAE€T METOJ OUCKYCCUU,
BKJTIOYAIOLIUIICS B OCTaIbHBIE METObI KaK HEOOXO0IUMast COCTABIISFOIAS.

VYyebHble OucKyccuu TPENCTaBIAIOT cOO00M Takyro ¢GopMy IO3HABATEIHHOM NESITEIbHOCTH
o0yyaroImuxcsi, B KOTOpOi CyObeKThl 00pa30BaTEIbLHOIO MPOLecca YIOPSI0UEHHO U IeJIeHANpaBIeHHO
0OMEHHMBAIOTCSI CBOMMH MHEHUSIMHU, UIESIMHU, CYKJICHUSIMHU TI0 00CY»XIaeMoil yueOHOoM npodiieme.

6. YueOHO-MeTOANYECKOE 00ecTIeYeHrne CAMOCTOSITEIbHOM PadoThI CTYICHTOB

CamocrosiTenpHas paboTa 3aKITr0YaeTCs:

- B CaMOCTOSITENIbHOM TOATOTOBKE OakalaBpa K JEKIMH — YTEHHE KOHCIEKTa MpeIblaylieit
JICKIIUH. OTO IOMOTaeT Jydli€ IIOHATb MaTcpual HOBOU JICKOWH, OIHUpasCh Ha MNPCAIICCTBYIOIIUC
3HaHMs. B Hayaie JEeKIMU TPOBOAMUTCS YCTHBIM WM MUCHBMEHHBIA IKCIPECC-OMPOC CTYACHTOB IO
COJIepXaHUI0 MpeapInyIIel sekiuu. Padora ¢ matepuanamu IbC «Hayunas 6ubmmorexka UBI'Y »:

- B MOJATOTOBKE K MPAKTUYECKUM 3aHATHUSM 1O OCHOBHBIM W JIOTIOJTHUTEIHHBIM HCTOUYHHUKAM
JTUTEPATYPHI;

- B IOATOTOBKE pedeparos;

- B CaMOCTOATCIIBHOM HM3Y4YCHHMH OTACIIBHBIX TEM HJIM BOIIPOCOB IO yqe6H1/H<aM 1501040 y‘I66HBIM
MOCOOHSIM.

[Tpu n3yyenun kypca 6akamaBpam IMpeasiaraeTcsl pEIIeHHe 3aa49H 10 OIEHKE OpraHN3aluOHHON
CTPYKTYpbl (GUPMBI C UCIOJIB30BAHUEM ayJUTOPCKHUX TMPOLEAYpP, KOTOphIE OOECIeunBaOT
dbopmupoBaHue y OakalaBpa aHAJIUTUYECKOTO MBINUICHHS, CIIOCOOHOCTH LIEJIOCTHOTO BOCHPHSITHUSA,
UHTEpIpeTalud MU orpenaeneHuss 3()(EeKTUBHOCTH Pa3IUYHBIX CTOPOH (PMHAHCOBO- XO3SHCTBEHHOM
JEATeTLHOCTH. Y UeOHO-METOANYECKHNE MaTepHalIbl o auciuiuiiae pasmeniens B DMOC.

7. XapaKkTepuCTHKA OLECHOYHBIX CPEACTB /IS TEeKyIero KOHTPOJSA YCIeBAeMOCTH U
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NMPOMEKYTOYHOM aTTeCTALUMN 00YHAIOIUXCS N0 TUCHHUILIMHE

7.1 KoMmj1eKThI TECTOBLIX 3aJJaHUH 110 TeMaM IUCHUILINHBI.

CryneHTy 3aCUUTHIBAIOTCSI TECTOBBIC 33/1aHUS 110 TEMaM JUCIUILTUHBI, €CIIH OH MPAaBUIBHO
OTBETUJI MUHUMYM Ha 6 BOMPOCOB KOMILJIEKTA U3 7 BO3MOXKHBIX. B cilydae MeHbIIIEro KoJmyecTBa
paBWIBHBIX 0TBETOB (0T 0 10 5) CTyIEHTY MPEeIOCTaBIAETCS BO3SMOXKHOCTh IIOBTOPHOT'O TECTHPOBAHUS
0 TeMe, HO IO JPYTOMY KOMILIEKTY BOIIPOCOB.

Bpemss  TecrmpoBanmsa 10 muHyTr (Ha 7 BompocoB). MHCTpykTax, NpeAlIeCTBYIOINN
TECTUPOBAHUIO, HE BXOJUT B YKa3aHHOE BpEMS.

JlonosiHUTeIbHbIE MaTepuaibl. B Xome TecTHpOBaHUS HCIOJIB30BAHWE HOPMATHBHBIX
JOKYMEHTOB, JIEKUUW, MOOWIBHBIX YCTPOWCTB CBS3M U JAPYTUX MCTOYHHUKOB HH(POpMAlUU HE
Joryckaercsi. B ciydae MCHOIb30BaHUS JTOMIOJHUTEIBHBIX MAaTEPHAJIOB, COBEIIAHHS C COCEISIMH WIIN
CIUCBHIBaHUS TpEMNoJiaBaTelb JAENacT MOMETKY B CBOEM JKypHaie, M pe3yjibTaT JaHHOTO CTyIeHTa
AHHYJIUPYETCH.

Ounenka pe3yabtatoB. OOmMii TeCTOBBIA Oalll COOOIIAETCS CTYACHTY IpenoaaBaTeiieM B JIeHb
TECTUPOBAHUSI.

7.2 3apanus N0 3aN0JTHEHHIO EPBUYHBIX YYeTHBIX JOKYMEHTOB.

[IpenoaBaTens OIEHWBACT MPABWIBHOCTH 3aIOJHEHUS AJIEKTPOHHBIX (DOpM TOKYMEHTOB B
COOTBETCTBUU C JCWUCTBYIOUIMMH HOPMaMU 3aKOHOJATeNbCTBA. HEKOppPeKTHO OQOpMIICHHBIE
JOKYMEHTHl HE MPHHUMAIOTCS TMPEToAaBaTeieM K PAacCMOTPEHHIO M JOJDKHBI OBITH JOpaOOTaHBI
CTYJEHTOM.

CTyneHT IOHKEH OTBETUTH Ha BOMPOCHI MPEMOIaBaTeNsl, KacatoIrecss TEXHOJIOTHH 3arlOJIHEHHSI
PEKBU3UTOB JIOKyMEHTOB. IIpemomaBarens OLEHMBAE€T MPaBWIBHOCTE OTBETOB C TOUYKHM 3PEHUs
NOHWMAHHUS  CTYACHTOM TEXHOJIOTUH 3allOJHEHUS PEKBH3UTOB JIOKYMEHTOB B COOTBETCTBHU C
JNENCTBYIOIIMMU HOPMATUBHBIMU JJOKYMEHTaMHU.

Ounenka pe3yjabTaToB. B TedyeHne 2-X 1OHEH mpemomaBaTenb MPOBEPSET OTYET W COOOIIAeT
CTYAEHTY O JIOITyCKe/He JOMYyCKe K 3alluTe.

Ecin Ha 3amuTe CTyJeHT HE OTBe4YaeT Ha IOocTaBieHHble Bompochl (50% Bompocos),
IpernoJiaBaTesb UMEEeT MPaBo He JOMYCTUTh €r0 K 3a4eTy.

7.3 Kputepuu nojy4eHus CTyAeHTOM 3a4eTa M0 JUCHUTIINHE:

- OUEHKA «3AYmeH0) BbICMABIAEeMCs CIYOeHmy, eCiu OH YCHeWHO npouiel mecmuposarue u
omeemun Ha eonpocwl (bonee 50%) no mexnono2uu 3anoIHEHUsI NEPBUYHBIX YUEeMHbIX OOKYMEHMO8,

- OUEHKAa «He 3aUMeHO0)» BbICMABIAemcs CMyOeHmy, eclu OH He Npoulesl Mmecmuposanue u He
omyumancs no 21eKmpoHHoU pabome.

8. Y4eOHo-meTOoaMUYeckoe W MHPOPMALUMOHHOE olOecreyeHHe IUCHUIINHBI

(MoayJin)
OcHoBHas JMTEpaTrypa

1. KondunenmuaipsHoe IETOMPOU3BOACTBO U 3AIIMINCHHBIA SJIEKTPOHHBIA JTOKYMEHTOOOOPOT :
yuebnuk / A.I'. ®abpuunos, A.C. JIémymkun, T.B. Konapamosa, H.H. Kynses. - Mocksa : Jloroc,
2011. - 452 c. - (HoBas ynuBepcuterckas Oubnmoreka). - ISBN 978-5-98704-541-1 ; To xe
[DnexTponnslii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=84996

2. Munua, W.B. 3amurta KoHuAeHIHaTbHOM  WHGOPMANUU HPH  AJIEKTPOHHOM
ToKyMeHTooOopote : yuebHnoe nmocobue / .B. Munun, O.B. Munus. - HoBocubupck : HI'TY, 2011. -
20 c. - ISBN 978-5-7782-1829-1 ; To xe [OnexktpoHHbii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=228779.

JlonoIHUTeIbHAS JTUTEpaTypa


http://biblioclub.ru/index.php?page=book&id=84996
http://biblioclub.ru/index.php?page=book&id=228779
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1. Bpeckuna, H.B. OcnoBbl nenompousBoicTBa : yuebnoe mnocodbue / H.B. Bpeckuna ;
MuHuctepcTBo 0o0pa3oBanus W Hayku Poccuiickoit ®enepanuu, denepasbHOEe TOCYIapCTBEHHOE
ABTOHOMHOE 00pa3oBaTeIbHOE YUPEXKJEHHE BBICIIEro NpodeccHoHaIbHOro obOpasoBaHus «CeBepo-
KaBkasckuii henepanpbiii yHuBepcurer». - CtaBponoisib : CKOVY, 2015. - 123 c. : un. - bubnuorp.: c.
118-119. ; To xKe [DnexkTpoHHbIN pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=457881.

2. CmupnoBa, I'.H. IIpoexTtupoBaHue 3JIEKTPOHHBIX CHCTEM YIIPABICHHS JTOKYMEHTOOOOPOTOM:
OPaKTUKyM 10 Kypcy : yudeObHoe mnocobue / I'.H.CmupHoBa ; MexayHapoaHblii KOHCOPLUYM
«ONEeKTPOHHBI YHUBEPCUTET», MOCKOBCKUI rOCy/1apCTBEHHBI YHUBEPCUTET IKOHOMUKH, CTATUCTUKU
u uHpopmatuku, EBpasuiickuil OTKPBITBIA HWHCTUTYT. - MockBa : MOCKOBCKHI ToCydapCTBEHHBIH
YHHUBEPCHUTET SKOHOMHUKH, CTAaTUCTHKU W uHpopmaruku, 2004. - 127 c. : nin., cxem. - ISBN 5-7764-
0451-7 ; To xe [dnexrponnsiit pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=90461.

Pecypchbl HHOOPMALMOHHO-TEJeKOMMYHUKALUMOHHOM ceTH «MHTEepHeT»:

Cucrema DdJIEKTPOHHOW TMOAJCPXKKH 00pa3oBaTeNIbHOTO TMpoiecca «MOH  YHHUBEPCHTET
https://uni.ivanovo.ac.ru

Caiit no kagpoBomy aesionpousBoacty https://www.kadrovik-praktik.ru/

CepBucC 2JIEKTPOHHOTO JT0KyMeHToOoOOpoTa http://edoportal.ru/

Enuneiii moprai snekrponnoii noamucu https://iecp.ru/edo/edo-list

IIpodeccnonanbubie 02361 JAHHBIX U HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMBI:

3BC «YHuBepcuteTckas Oubnnoreka onnaitn» Www.biblioclub.ru

DnexTponnas oubnmoreka MBI'Y _http:/lib.ivanovo.ac.ru

Onextponnsbiii karanor Hb UBI'Y  http://lib.ivanovo.ac.ru/index.php/ek

Hayunas anekrponnas bubnmuorexa eLIBRARY.RU (OO0 «Uutpa-Llentp+») https://elibrary.ru

(JIunensuonnoe cornamerne Ne507 ot 23.05.2002)

CIIC «Koucynprantllmoc» (http://www.consultant.ru/online/  u OecrutaTHbIii JOCTYm B
KOMITBIOTEPHBIX KJIACCax)

BCC «Cucrema I'maBOyx» (https://www.1lgl.ru/  wu OecrutaTHBI JOCTYl B KOMIBIOTEPHBIX
KJIaccax)

becrutatnas 6aza mamabix ['OCT https://docplan.ru/  (Joctyn cBoGomubiii, Cpok gocTyma: C
01.01.2019 o 31.12.2024)

IIporpammuoe odecneuenue: oneparronHas cuctema Microsoft Windows, Internet Explorer,
Microsoft Defender, Adobe Acrobat Reader.

9. MaTrepuajbHO-TeXHUYECKOe o0ecredeHne TUCHUNINHBI

VY4eOHble ayIUTOPUU:

- JUIA TIPOBEJICHUs 3aHATUHN JIEKLHMOHHOTO THUMA C KOMIUIEKTOM CIEIHaTU3UPOBAHHON YyueOHOM
MeOenn W TEeXHWYECKHMMH CpEICTBAMH OOydYeHHS, CIYKallUMHU JUISI TPEJOCTaBICHUS Yy4eOHOMH
uHpopManuu O0JIBIION ayIUTOPHH;

- JUIA TIpOBEICHMS 3aHATHH CEMHHApPCKOTO THIA, TEKYIIEro KOHTPOJIS W IPOMEKYTOYHOM
aTTeCTallud C KOMIUIEKTOM CIELUAIU3UPOBAHHON Y4eOHOH MeOenr M TeXHUYECKUMH CpPEeACTBAMHU
00yJeHUS;

- JUI1 TIPOBEJCHUSA TPYNIOBBIX M HMHIUBUAYAJIbHBIX KOHCYJIBTALMH C  KOMILJICKTOM


http://biblioclub.ru/index.php?page=book&id=457881
http://biblioclub.ru/index.php?page=book&id=90461
https://uni.ivanovo.ac.ru/
https://uni.ivanovo.ac.ru/
https://www.kadrovik-praktik.ru/
http://edoportal.ru/
https://iecp.ru/edo/edo-list
http://www.biblioclub.ru/
http://lib.ivanovo.ac.ru/index.php/ek
https://elibrary.ru/
http://www.consultant.ru/online/
https://www.1gl.ru/
https://docplan.ru/
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CHEeNHATU3UPOBAHHON yueOHOM MeOeIH U TEXHUIECKUMH CPeICTBAMH O0yUeHHUSI.

JlaGopatopus, ocHalleHHas Ja00paTOPHBIM 000PYAOBaHUEM, KOMIUIEKTOM CIELHATU3UPOBAHHOM
yueOHOI MeOenu 1 TEXHUYECKUMU CPEICTBAMH 00ydeHUsI.

[Tomemienue Juisi caMOCTOATENbHOM pabOThI, OCHAIIEHHOE KOMIUIEKTOM CHELHaTU3UpPOBAHHON
yueOHOM MeOenr, KOMIBIOTEPHOW TEXHHKOW C BO3MOXKHOCTHIO TOJKIIOYCHHS K ceTu «VHTepHEeT» H
obecrieuenuem noctymna B UOC.

JleMOHCTpalMOHHOE 00OpY/ZOBaHHE U y4eOHO-HATIISAAHBIE TTOCOOMS U 3aHATUN JIEKIIMOHHOTO
Tuna, oOecrneynBaroIMe TEeMaTHMYECKHUEe WJUIIOCTPAlUU:  JE€MOHCTpPAllMOHHOE  000pylOBaHHE,
AJIEKTPOHHBIE TOCOOUS (IIPE3EHTALINN ); ayN0-BU3YyalbHble IOCOOUS (ayIM03aIUCH, BUIEOMAaTEPHAIIbI U
T.I1.), HarJIAHbIE U TIeYaTHbIE TOCOOUS.



OcHoBHast npoeccHoHaIbHast 00pa3oBaTeIbHas IPOrpamMma
38.04.01 DxoHomuKa
(byxrantepckuii yyer, aHaJIu3 U ayJIUT)

ABTOp padoyeii NPOrpaMmMbl AUCHHILNIHHBI: JOLEHT Kadeapbl SKOHOMUYECKOT0 aHalu3a u
OyXrajiTepcKoro yuera, KaHJauaaT SdKOHOMUYECKUX Hayk, noueHT [llaxosa Mpuna FOpsesna

[IporpaMma paccMOTpeHa M yTBEPKJIEHA Ha 3acelaHuu Kadeapbl SKOHOMHYECKOTO aHaiu3a H
OyXraaTepcKoro yyera )
« 73 »_ Lo 20 /& r., mpotokon Ne 1d.

IIporpamma oGHOBIEHA - ¢ :
npoToKoJ 3acenanus Kadenpsl No_ 7/ ot « Oy CosTbl 220 19 r.

CoriacoBaHoO: ~ %
PykoBoaurens OI1 i ﬂf%}% E.E. HukonaeBa
(nozlmy{)

[Iporpamma oGHOBIEHA
IPOTOKOJ 3aceianus Kadeapnl No OT « » 20 I
CorJacoBaHo:

PykoBoaurens OI1 E.E. HukonaeBa
(noAnucey)

[Tporpamma o6HOBIIEHA
IPOTOKOJ 3acenanus Kapeapbl No OT « » 20 r.
CoracoBaHo:

Pykosoaurens OI1 E.E. Huxonaesa
(noanuce)

[Iporpamma o6HOBIIEHA
IPOTOKOJ 3acenanust kKadenpst Ne OT « » 20 .
CornacoBaHo:

PykoBoaurens Ol E.E. Huxonaesa
(noanuce)




