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1.HEJUX OCBOEHUMSA IUCHUIIJINHBI

Henpto M3y4eHUs AUCHUIUIMHBI  «DJIEKTPOHHBIA  JOKYMEHTOOOOPOT»  SBISETCA
MOJIydeHHE | yIIIyOJeHWe 3HAHWM O NPHUHIMIIAX MOCTPOSHHUS JOKYMEHTOB M OCHOBax
(dbopMupoBaHHUA JTOKYMEHTOOOOpOTa B OpraHu3alUsl W YUPEXKACHHUSIX pa3IuyHBIX (opM
coocrBeHHOCTH. DOpPMHUpPOBaHHME y CTYACHTOB MPAKTHUYECKHUX HABBIKOB II0 CO3/IaHUI0 U
00paboTKe JOKYMEHTOB B JAJIbHEUIIEM OyJeT CIIOCOOCTBOBATH HE TOJBKO 00Jiee YCICIITHOMY
OCBOCHHIO JTUCIMIUINH, W3Y4EHHE KOTOPBIX TpeAroyiaraeT padoTy ¢ JOKYMEHTalued, HO M
MIPOXOXKJICHHUIO MPAKTHKH Ha 00Jiee TPaMOTHOM YPOBHE.

3amaun N3y4eHUs JUCUUTUIAHBL:

- chopMHUpOBATh Yy CTYJICHTOB YETKOE NPEACTaBICHHE O HEOOXOIMMOCTH M POJIH
JTOKYMEHTUPOBAHUS B JICSITEILHOCTH OpraHU3alni;

- O3HAaKOMHUTH CTYACHTOB C OCHOBaMH OJIEKTPOHHOTO JEJONPOU3BOJICTBA U
JOKYMEHTOO00POTa OpraHU3AIINH;

- O3HAKOMMTbH CTYJIEHTOB C OCOOCHHOCTSIMU 3aIIUTHI CIY)KEOHOM M KOH(UACHINATBLHOU
nHpopManuy, o0ecTieYeHnss OTKPBITOTO AOCTYNa TpaXKAaH K MH(OPMAnu B COOTBETCTBUH C
TIOJIOKEHHSIMUA 3aKOHOIATEIhCTBA;

- HAyYdTh CTYACHTOB OPHEHTUPOBAThCA B CHUTYalHAX, TPEOYIONIMX HW3IaHHS
COOTBETCTBYIOIINX JJOKYMEHTOB.

2.MECTO JUCHUIIVIMHBI B CTPYKTYPE OIIOII
JucuumnuHa «NeKTPOHHBIM JAOKYMEHTOOOOPOT» OTHOCHTCA K JUCLMIITIMHAM BapUaTHUBHON
YacTH.
[IpepexBu3utsl quctuminHel: MHpopmaTrka, OCHOBBI yIIpaBiIeHUECKON AEITEIbHOCTH.

3. INTAHUPYEMBIE PE3YJIbTATBI ObYUEHUSA 110 AUCHUIIJIMHE
[Inanupyemble pe3ynbTaThl OOyYEHHS TIO JUCIHUIUIMHE, COOTHECEHHBIE C IIJIaHUPYEMBIMH
esynbTatamu ocBoeHust OITOII (koMneTeHIMAMY 1 HHAMKATOPaMH JOCTHKEHUST KOMITCTCHITH)
Kon dhopMupyeMbIx KOMIIETSHITHI YpoBeHb IInarupyeMblie pe3ynbTaThl O0YICHHS TI0
OCBOCHUS JCIIUTUINHE XapaKTEePU3YIOIIUE ITAITbI
KOMITETCHIIUH | (OPMHUPOBAHUS KOMITETCHITHH (TTOKa3aTeH
OCBOCHHMSI KOMIICTCHITHH )

1 2 3
OK-3 YacTuuHoe - 3Hath 0a30Bble DKOHOMUYECKHE IIOHATHS,
CriocoOHOCTh MCITOIL30BaTh OCHOBBI OCBOEHHE 00BLEKTUBHEIE OCHOBBI (GYHKITIOHUPOBAHHUS
9KOHOMHUYECKUX 3HAHUHN B PA3THIHBIX DKOHOMHMKM M  TIOBEIEHHS  DKOHOMUYECKHMX
chepax mesaTeTbHOCTH areHTOB;

- YMeTh pemarh TUIHWYHBIC 3aJa4d, CBSI3aHHBIE C
mpoecCHOHANPHBIM W JINYHBIM  (DMHAHCOBBIM

TUTaHUPOBAHKEM,
- Bnaners METOIaMU TUTAHUPOBAHHS
npodeccroHaTbHOMN JIEITENBHOCTH,

UCIONIB30BAaHUSl  OKOHOMHMYECKMX  3HAaHMH B
podecCHOHATBHON MMPAKTHKE.

TIK-7 YactuuHoe - 3HaTh OCHOBHBIC TIOHSTHS, WCIONB3yEeMbIE IS
CriocoOHOCTBIO, HCITONB3YS OCBOCHHE o030pa B  OTCUECTBEHHOW U  3apyOekHOM
OTEYECTBEHHBIC U 3apyOe)KHBIC HHpOpMaNH;
HACTOYHHUKA HWH(OpMAImH, coopath - YMerp aHamBHPOBaTh HWH(POPMAIMOHHEIE
HEOOXOANMBIC TaHHBIE WCTOYHUKH, aHAIM3UPOBATh KyJIbTYpHYIO,
MIPOAHATU3UPOBATH UX U MTOATOTOBUTH npohecCHOHANBHYIO u JTMYHOCTHYIO
WHPOPMAIIMOHHBIA 0030p W/IITH HHPOpMAaIHIO;
AHATTUTUYECKUN OTYET - Brmamerp HaBbIkKaMm opraHm3amuu  cOopa

I/IH(i)OpMaL[I/II/I JJIA IIOAT OTOBKH I/IH(l)OpMaHI/IOHHOFO
0630pa W aHAJITUTHYCCKOI'O OTYCTA.




4. OB BEM U CTPYKTYPA JTUCHUITJIMHBI
TpynoeMKOCTh TUCIUILTHMHBI COCTABIISICT 2 3a4€THBIX SIMHUIIBI, /2 Yaca

TeMaTHYeCKMH MJIAH
(popma 00yuenuss —3ao0unas (ycKopeHHast)

Bunpr yueOHoM
paboThI, BKITIOYAS
CaMOCTOATEIbHYIO
paboTy CTYICHTOB

U TPYIIOEMKOCTH (B Dopmbl
< <~
= yacax) O0BeM yueOHO# TEKYIIEro
al 8 B paboThI, KOHTPOJIS
No HaumenoBanue teM u/unu 8 § E 3 C IPUMCHCHUEM yCni€Ba€MoCTHU,
n/n pa3zaenoB/TeM TUCHUILITHHBI 3 = = é HMHTEPAKTUBHBIX ¢dopma
© & < 8 8 METO/I0B MIPOMEKYTOUHON
T E é 2 Q (B acax / %) aTTecTalun
o g | E O (no cemecmpam)
= g | &
= [
) <
= o
81 .8
= |8
=

1 Tema 1. ITousitre
DJICKTPOHHOIO JIOKYMEHTA H | o 20 06 | 06 9.2 1/83
3JIEKTPOHHOT'O
JOKyMEHTO0000poTa.

2 Tema 2. CucreMbl 1/83 Peit
YOPABJIEHUST  AJIEKTPOHHBIM | 3 20 06 | 0,6 9,2 eHTHHJF\IOKfHTpML
JOKYMEHTOOOOPOTOM. )

3 Tema 3. Cucrembl 1/83
3JIEKTPOHHOT O 3 21 0,6 | 0,6 9,2
JIOKYMEHTO000pOTa.

4 Tema 4. Cpenctsa rpyImoBoi 3 ”n 06 | 06 0.1 1/83
paboTHI.

5 Tema 5. Cucrembl 1/83 Peil
VIIpaBJICHUS ocoObiMH | 3 21 06| 06 9,1 em“ﬂg\}fzo HIpOIE
BHIaMH JIOKYMEHTOB. B

6 Tema 6. KoprnopaTuBHbie 3 2 05| 05 0.1 0,5/50
WH(GOPMAITIOHHBIE CHCTEMBI.

7 Tema 7. Buenpenne Pei
KOPITOPATHBHBIX 3 22 05| 05 9,1 0,5/50 eHTHH}i;OHTpOHB
WH(GOPMAITOHHBIX CHCTEM. )

Bcero 3a 3 cemecrp: 4 4 64 6/75 3auer

HWToro mo aucuumuinHe 4 4 64 6/75 3auer




Coaeprxanue JeKIIMOHHBIX 3aHATHH 110 AMCHHUILINHE

Tewma 1. [ToHsITHE AIEKTPOHHOTO TOKYMEHTA M 3JIEKTPOHHOTO JOKYMEHTOO00pOTA.

[lonatue »SNEKTPOHHOTO JOKyMeHTa. [lOHSATHE 3JIEKTPOHHOTO JIOKYMEHTOOOOPOTA.
[IpenmyiiecTBa U HEAOCTATKU AIEKTPOHHOIO JOKYMEHTA.

Tema 2. Cuctemsl yIpaBeHuUs 3JIEKTPOHHBIM JTOKYMEHTOO0OPOTOM.

OcHOBHBIE IPUHIUTIBI PA0OTHI CHCTEM YIPABIICHHS AJIEKTPOHHBIM JOKYMEHTOOOOPOTOM.
Bujiel cuctem 31€KTpOHHOTO T0KyMEHTO000pOTA.

Tema 3. CucTeMBI AJIEKTPOHHOTO IOKYyMEHTOO00POTA.

Tunsl cucteM 3JIEKTPOHHOTO JOKyMeHTOOoOOopoTa. CpaBHEHHE CHCTEM BIIEKTPOHHOIO
JOKYMEHTO000pOTA.

Tema 4. Cpeznctpa rpymmoBoii paboThI.

[TonsTue, npuHIMIBI paboThl. [IprMepsl IporpaMMHBIX TPOYKTOB.

Tema 5. Cuctemsl yripaBieHUsI 0COOBIMUA BUJIAMU JJOKYMEHTOB.

[TonsTue, npuHIMIb paboTel. PaccmoTpenue cTpykTypsl U uHTepdeiica PDM-cuctem.

Tema 6. KoprniopaTrBHbIe HHPOPMAITHOHHBIE CHCTEMBI.

[Tonstue, ocobennoctu, moaynu. Knaccupukanus KopHnopaTUBHBIX MH(MOPMALMOHHBIX
CHCTEM.

Tema 7. Buenpenue koprnopaTUBHBIX HH()OPMALIMOHHBIX CHCTEM.

Bapuanter BHenpennss KMC: npeumymectBa n HenoctaTku. CocraB, el W 3a7a4d
BHenpenus KUC.

Coaep:kaHue NPaAKTHYECKUX 3AHSITHI 1O TUCIUTINHE

Tema 1. 1C JJokymentooGopot: U3yuenue nnrepdeiica CUCTEMBI.

Tema 2. 1C JlokymeHTooO0opoT: BHecenwme B 0azy CBEACHHH O COTPYAHHKax U
M0JIb30BaTENSX.

Tema 3. 1C JloxymenToo6opoT: Co3aaHue OTACIBHBIX BUOB JOKYMEHTOB.

Tema 4. 1C JJoxymeHTOO00OPOT: 3amoHEHNE TTOJIeH KapThl JOKYMEHTA.

Tema 5. 1C JloxymenToo6opoT: PenakrupoBanue ¢aiinoB. KonTposs Bepcuit

Tewma 6. 1C JlokymeHTOO0OPOT: YTIpaBiaeHUEe JOTOBOpaMHU ¢ (GOPMUPOBAHHEM CMET.

Tema 7. 1C JlokymeHTOO0OPOT: YIIpaBiaeHUE MPOSKTaAMH.

5. OIEHOYHBIE CPEJCTBA JIJISI TEKYIIETO KOHTPOJISI YCIEBAEMOCTH,
MPOMEKYTOYHOM ATTECTALIMU MO UTOTAM OCBOEHMS JUCHUTLJINHBI
W YYEBHO-METOJINYECKOE OBECITEYEHUE CAMOCTOSITEJIbHOM PABOTHI
CTYJEHTOB

5.1. Texkyuuii KOHTPOJIb YCII€BAE€MOCTH.
PeiiTuHr-KOHTPOJIL 1

1. Onexmponnwiii doxymenm coenacho @edepanvhuviii 3axkon om 10.01.2002 Ne [-D3 «06
NEKMPOHHOU YUPDPOBOU NOONUCUY - DIMO:
a) 3alMCaHHOEC Ha MAIIUHHOM HOCHUTENIE 3JIEKTPOHHOE COOOIICHUE, PEKBH3HTHI KOTOPOTO
0(OpPMJIICHBI B COOTBETCTBUU C HOPMATHBHBIMH TPEOOBAHUSIMHU
0) mo0oe coOoOIIeHHE, 3aITMCKa, TEKCT, 3alTMCaHHbIM Ha MallIMHHOM HOCHTEIIC
B) JIOKYMEHT, B KOTOPOM HMH(pOpMAIIHs IPECTAaBICHA B AJIEKTPOHHO-ITU(PPOBOI hopme

2. Kakumu euoamu HOpMAmueHvlx akmoe pe2yiupyemcs 00KyMeHmoobopom opeanuzayuu?
a) BCE OTBETHI BEPHHI,

0) oTpaciaeBbIMU U MEXOTPACIEBBIMH;

B) TOCY/IapCTBEHHBIMU,

T) JJOKAJIbHBIMH aKTaMH OpFaHH3aHHﬁ.



3. Bepno nu ymeepoicoenue, ymo KeaMUGUYUpoSannas u HeKeaiupuyuposanuas 31eKmpoHHAs
yugposvie noonucu 6vl0AMcs 6 CHeYualbHbIX YEeHmMpax u npeocmasiaiom cobou greut-
HaKonumenb ¢ 3aNUCAHHBIM HA HeM KOOOM?
a) na,
0) Her.
PeiiTHHI-KOHTpOJIb 2
4. Kakxas u3 nepeuucieHmvlx cucmem 3JeKMPOHHO20 OOKYMEHMooOopoma A6iAemcs
ONMUMAanbHoU?
a) Lotus Domino.Doc;
0) Jleno;
B) 1C:Apxus,;
r) DIRECTUM.

5. Bepno au ymeepacoenue, umo cucmema «I1C. JJoxymenmoobopomy no3eonsem
0CYWecmenams pacculiKy NpuSiaulerHull Ha noceujenue 3aniaHupo8aHHblX MEpOnpUsmulLl 6cem
COMPYOHUKAM OPeaHU3AUUU?

a) na,

0) HeT.

6. Ilpoecpammnoe obecneuenue Lotus Notes omuocumcsi K:

a) CHCTEeMe YIpaBJICHUS 0COOBIMU BHUIAMH JIOKYMEHTOB;

0) cpeacTBaM rpymnmoBoOi paboTHI;

B) CHEIMAIBHBIM MOJIYJISIM YIPABICHUS JOKYMEHTOOOOPOTOM B COCTaBE KOPIIOPATUBHBIX
MH()OPMAIMOHHBIX CUCTEM JIJISI TIPS IIPHSTHN

T') YHUBEPCAJIbHBIM CUCTEMaM 3JIEKTPOHHOTO IOKYMEHTOO0OPOTA.

7. Kaxozo uz 6udos snekmponuou yugposoii noonucu e cywecmsyem?
a) TmpocTasi;
0) ropuuyecKas;
B) KBaTU(UIIUPOBAHHAS;
') HeKBaIM(PUITUPOBAHHAS.
PeidiTMHr-KOHTPOJIB 3
8. Umo wu3 nepeuucnennHoco He OMHOCUMCSA K NApamempam Hocumenei 31eKmpOHHbIX
OOKYMEeHMOo8?
a) CTOUMOCTb XpaHeHus 1 MerabaiiTa nHbopmManyy,
0) BO3MOXHOCTh OCYILIECTBIICHUS TIOJTHOTEKCTOBOTO MOUCKA,
B) CKOPOCTbH JIOCTYyMa K HH(POPMAIIH.

9. 1100 cnyoicebHbIM 21eKMPOHHBIM OOKYMEHMOM NOHUMAEMCA.!

a) 3allMCAaHHOEC Ha MAIIMHHOM HOCHUTEJIC 3JICKTPOHHOE COOOIICHUE, PEKBH3UTHI KOTOPOTO
0(OPMJIICHBI B COOTBETCTBUU C HOPMATUBHBIMH TPEOOBaHUSIMH;

0) TOKYMEHT, B KOTOPOM MH(pOpMaIus IpeICTaBiIeHa B AIEKTPOHHO-IIU(GPOBOI Popme;

B) CTPYKTYPHPOBaHHBIM WH(MOPMAIMOHHBIH OOBEKT, B COOTBETCTBHE KOTOPOMY MOXKET OBITh
MOCTaBJIEHA COBOKYITHOCTH (DaiiIoB, XpaHSIIMXCS HAa HAKOMUTENEe KOMITBIOTEpa,;

r) Mo0oe cooOIIeHre, 3aUCcKa, TEKCT, 3alMUCaHHbIA Ha MAIIIMHHOM HOCHUTEIIE.

10. Bepno nau ymeepowcoenue, umo cucmema «IC. JJoxymenmoobopomy noseonsem
OCYWeCmaams nPpocMomp OOKYMEHMO8 U (aiios ¢ epynnuposKou no pasiudHblM NPUSHAKam
(no 8udam OOKyMeHmMos, o NPOeKmam, no Omoenam):

a) na,

0) HeT.



5.2. IIpoMe:kyTOUHasI aTTECTALUS 110 UTOraM OCBOEHHS TUCUMILIMHBI (3ayem).
Cnmcox BONPOCOB K 3a4eTy

[lonsiTHE TOKyMEHTA, TOKYMEHTOO00POTa U TOTOKA JOKYMEHTOB.

Mecto CO/1 B uH(POPMAIIMOHHON CUCTEME MIPEATIPUSITHSI.

Tuner COJ] (cucTeM JIeKTPOHHOTO JOKYMEHTO000pOTa).

Knaccugukamnus aBToMaTH3HPOBAHHBIX CUCTEM JIETIOTIPOU3BOCTBA M SJIEKTPOHHOTO
OKYMEHTO000pOTA.
TenneHINU pa3BUTHS CHCTEM JIEKTPOHHOTO JJOKYMEHTO000POTA.
JlokymeHT B ©H(GOpMaLMOHHOH cucTteMe. THIbl JOKYMEHTOB B HH(OPMALIMOHHON CUCTEME:
OyMa)KHBI JOKYMEHT, 00pa3 JOKyMEHTa, IEKTPOHHBIN TOKyMEHT, CTPYKTYPUPOBAHHBIC
nokymeHTsl, XML — npencrasiieHue.

oux o

1. Hoxyment B COJI. Co3nanue. PegaktupoBanue. [lyonukaius. ApxuBupoBaHue.

8. OcHognble Bo3MokHOCTH CO/1: Tlonck nokymeHToB. Mapuipytu3zaius 1 KOHTPOJIb
ucnongHeHust. OTYETHI.

9. OcHoBHble Bo3MokHOCTH COJ1: AnmMuHucTprupoBanue. Bo3aMOXHOCTH COTPYIHUKOB.
10.  OcHnosubie ¢pynkmu COJ1. Tumossie TpedoBanus Kk CI/I.

11.  IlpeumyuiecTBa BHEAPEHUS CUCTEMBI JIEKTPOHHOTO TJOKyMEHTOOOOpOTA.

12.  TlpwumHbI aBTOMAaTH3AIMH. BEIOOp CHCTEMBI aBTOMATH3AINH.

13.  Kparkuii 0030p pbIHKa 1 Kiaccupukamys miatdopmM, mpeacTaBieHHbIX Ha peiHKe CO/I.
14.  CpencrtBa rpymnmnoBoii paboThI.

15.  Cucremsl ynpaBiieHHs 0COOBIMUA BUJAMU JIOKYMEHTOB.

16.  CnenmanbHBIE MOIYIHU YIPABICHUS JOKYMEHTOOOOPOTOM B COCTaBE KOPIIOPATHBHBIX
MH(OPMALIMOHHBIX CUCTEM

17.  KopmnoparuBHasi vHGOpMAIIMOHHAS CUCTEMA.

18. CucremMbl aBTOMaTHU3AIIUHN JCIIOTTPOU3BOICTRA.

19.  Iloxcucrema apxuBa JOKYMEHTOB, YIPABJICHUs KOHTEHTOM U CPEJICTBA CTPYKTYPHU3ALHH.
20.  Cuctembl BBOJA IOKYMEHTOB U CUCTEMBI 00pabOTKH 00pa3oB JOKYMEHTOB

21.  Iloxncucrema MapuIpyTH3alMU JOKYMEHTOB M YIIPABJIECHUS 3alaHUSMH.

22. Tunbl NpUOKEHUN, BHEAPSIEMBIX B paMKax KoprnopaTtuBHoit CO/I.

23.  DnextpoHHas HM(POBas NOANKCH: HOHATUE, BUIbI U PELIacMbIE 3aJauu.

5.3. CamocTosiTe/ibHasi padoTa 00y4aroIerocs.
Tembl pedepaToB

1. IloHaTne 1OKyMeHTa, JOKyMEHTOO00pOTa ¥ IOTOKA JJOKYMEHTOB.
2. llenu BHEApEHUS HIIEKTPOHHOTO I0KYMEHTOO00pOTA.
3. Mecto CO/] B nH(DOPMALIMOHHON CUCTEME TIPEITPUSITHSL.
4. Tunet COJ1 (cucTeM 31eKTPOHHOTO JOKYMEHTO000pOTa).
5. Knnaccugukanus aBToOMaTU3MPOBAHHBIX CUCTEM JIEJIOIPOU3BO/ICTBA U SJIEKTPOHHOTO
JTOKYMEHTO000pOTa.
6. TeHeHIMU Pa3BUTHUS CUCTEM 3JIEKTPOHHOTO JOKYMEHTO000POTA.
7. JoxymeHT B UH(OpMAIIMOHHOH cucTeMe. THIbl JOKYMEHTOB B UH()OPMAIIMIOHHOMN CUCTEME:
OyMaXKHBI JOKYMEHT, 00pa3 JOKyMEHTa, 3JIEKTPOHHBIN TOKYMEHT, CTPYKTYpUPOBaHHbIE
nokymeHTsl, XML — nipencraBiieHue.
8. Hoxyment B CO/I. Co3nanue. PenaktupoBanue. [Tyonukamus. ApXuBupoBaHHe.
9. TunoBsle KoMNOHEeHTHI CO/1: XpaHunuie kKapTouek (aTpuOyTOB) JOKYMEHTOB; XpaHUJIHILE
JOKYMEHTOB; KOMIIOHEHTBI, OCYIIECTBIISIONME OU3HEC-JIOTUKY CUCTEMBI.
10. OcHoBHble Bo3moxkHOCcTH CO/I: [lonck nokymenToB. Mapupyru3sanus U KOHTPOJIb
ucnoyiHeHus1. OTUYeTHlI.
11. OcHoBHbIe Bo3MoxkHOCTH CO/l: AAMUHUCTpUPOBaHUE. BO3MOKHOCTH COTPYTHUKOB.
12. OcnoBublie Gpynkuun CO/I. Tunossie TpedoBanus k CO/I.
13. TIpenmy1iecTBa BHEPEHHS CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTa.
14. TIpuunHbl aBTOMATH3alKMU. BBIOOP cUCTEMBbI aBTOMATH3AIMH.



15. Kpatkuii 0630p ppiHKa U Ki1accuukanus miathopm, mpeacTaBieHHbIx Ha peiake CO/1.
16. CpenctBa rpynmnoBoi pabOThI.

17. Cuctemsl ynpaBiieHHs] 0COOBIMH BUIAMU JOKYMEHTOB.

18. CneunanbHble MOTYJIH YIIPABJICHUS TOKyMEHTOOO0POTOM B COCTaBE KOPIOPATUBHBIX
MH(GOPMAIIMOHHBIX CHCTEM

19. KoprioparuBHas nH(popMalnoHHasi CUCTEMA.

20. YHUBEpCcaabHBIC CUCTEMBI JIEKTPOHHOTO JIOKYMEHTOO00POTA.

21. [loxcucTemMpl aBTOMATHU3AIMHA JOKYMEHTO000POTA.

22. CucTemMbl aBTOMATHU3AIIMHU JEJIONPOU3BOICTBA.

23. [loxcuctema apxuBa JOKyMEHTOB, YIPABJIEHUSI KOHTEHTOM U CPEICTBA CTPYKTYpU3ALIUH.
24. CucteMbl BBO/Ia IOKYMEHTOB U CHCTEMBI 00pabOTKH 00pa30B IOKyMEHTOB

25. Iloncucrema MapHIpyTU3allud JOKYMEHTOB U YIPABIICHUS 3aJaHUSIMHU.

26. CucTeMbl KOMIUIEKCHOM aBTOMaTH3allui OM3HEC-TIPOIIECCOB.

27. Tunsl NPUIIOKEHUH, BHEAPSIEMBIX B paMKkax KopropatuBHoi CO/1.

28. ApXUBBI 2JEKTPOHHBIX TIOKYMEHTOB.

29. ABTOMaTH3aIMs MPOIIECCOB KIACCHUYECKOTO POCCUICKOTO TOKYMEHTO000POTa
(moiepkKa TOKyMEHTAallMOHHOTO obecriedeHust ynpasienus - JJOY).

30. Uctopus Buenpenus CO/1.

31. DnexTpoHHas UGPOBast MOAMUCH: MOHITHE, BHIIBI U PEIIaeMbIC 3a1a4H.

®onx  oneHoyHeIx MarepuagoB (DPOM) mns  mpoBeneHUS —aTTECTAllMHd  yPOBHSA
c(hOpMUPOBAHHOCTH KOMIIETCHIIMA OOYYAIOMIMXCS MO JUCIHMIUIMHE O(POPMIISETCS OTACTHHBIM
JIOKYMEHTOM.

6. YYUEBHO-METOJUYECKOE U UTH®OPMAIIMOHHOE OBECIIEYEHUE
JUCHUIIJINHBI
6.1. Kuuroooecrne4eHHOCTh

HammenoBanue nutepaTyphl: aBTOp, Ha3BaHHUE, BHT T'on KHUTI'OOBECITEYEHHOCTD
U3gaHusA, U34aTCiIbCTBO U3aaHUs
Hanmnuue B OJIEKTPOHHOM KaTaJiore
3BC
OcHoBHas nutepatypa*
1. Ka6armios, C. }O. DekTpoHHOE IIPaBUTEIHCTRO. 2019 https://znanium.com/catalog/product/
DNEeKTPOHHBIN TIOKYMEHTO000pOT. TepMUHBI 1 1002479
ompeneieHus : yaeo. mocooue / C.}O. Kabamos. —
Mocksa : UHOPA-M, 2019. — 320 c. — (Bpicmree
obpaszoBanue: bakanaBpuar). - ISBN 978-5-16-006835-0
2. KonduaeHmaasHoe A€IOMPON3BOICTBO U 2020 https://znanium.com/catalog/product/
3aIUINECHHBINA 3JIEKTPOHHBIN IOKYMEHTOO0OPOT : 1212394
yaeonuk / H. H. Kynses, A. C. Iémymkun, T. B.
Konnpaiosa, A. I'. ®a6puyanos ; mox oomr. pex. H. H.
Kynsesa. - 2-e u3j., nepepad. u nom. - Mocksa : Jloroc,
2020. - 500 c. - (HoBas yHuBepcuTeTCKast ONOINOTEKA).
- ISBN 978-5-98704-711-8
3. [omog, C. JI. lenonpon3BoACTBO U CEKpeTapcKas 2020 https://znanium.com/catalog/product/
paboTa Ha TIEpCOHAIBHOM KOMIIBIOTEpE : yueOHO- 1858770
Mmeronndeckoe nmocooue / C. JI. ITomos. - Mocksa :
COJIOH-IIPECC, 2020. - 424 c. - ISBN 978-5-91359-
109-8
HomnonuurenbHas IuTeparypa
1. Kprokoga, H. I1. lokymeHTHpOBaHHE 2019 https://znanium.com/catalog/product/
YIIPaBICHUECKOH NEATENFHOCTH : yaeOHoe mocooue / H. 991955
IT. Kprokosa. - Mocksa : THD®PA-M, 2019. - 268 c. -
(Bricmiee oopazoBanue: bakanaBpuar). - ISBN 978-5-
16-003134-7
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2. enonpousBoncto : yaeOuuk / T.A. beikosa, JL.M. 2021 https://znanium.com/catalog/product/
Bsinoa, FO.M. Kykapuna, JI.B. Cankuna ; mon oo, 1014190

pexn. nou. T.A. BeikoBoil. — 4-e u3na., nepepad. u Jo1.
— Mocksa : UTHOPA-M, 2021. — 393 ¢. + Jlom.
MaTepuaisl [ DIEeKTpOHHBIN pecypc]. — (Beiciiee
obpaszoBanue: bakanaspuar). — DOI
10.12737/1014190. - ISBN 978-5-16-014992-9

3. IEKTPOHHBIN TOKYMEHTOOOOPOT U obecreueHre 2019 https://znanium.com/catalog/product/
6e30macHOCTH cTaHAapTHeIMU cpeacTBaMmu WINDOWS 1001864

: yuebHoe mocobue / J.M. EBgokumona, B.B.
Kopsabkun, A.H. ITeutbkun, O.I. IlIBeukoBa. - Mockaa :
KYPC, 2019. - 296 c. - ISBN 978-5-906923-24-0

6.2. Ilepuoauyeckue u3IaHus
1. XKypuan «/lexonpon3BoacTBO». DIEKTPOHHBIH pecypc: https://www.top-personal.ru/officeworks.html
2. Kypuan «/lenonpon3BoncTBO M JOKYMEHTOOOOPOT Ha MPEANPHUSATHH» OJNEKTPOHHBIM pecypc:
https://delo-press.ru/journals/documents

6.3. NuTepHeT-pecypcsl
1. lemo-Bepcus nporpammuoro npoxaykra 1C: Jlokymentoo6opor - http://v8.1c.ru/doc8/demo
2. O BO3BMOXHOCTSIX mporpammuoro npojaykra 1C: JJokymenroobopot 8 - https://v8.1c.ru/doc8

3. ®enepanbHBIi 00pa3oBaTeIbHbIN mopTai: http://ecsocman.hse.ru
4. Karamor skoHOMHYeCKHX pecypcoB Poccuu: http://economics-online.org
5. Www.economy.gov.ru

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUITJIMHBI

Jns peanuzanuu AaHHOW JUCUMIUIMHBI MMEIOTCS CHEIUAIbHBIE MOMENICHUS A
MPOBEICHUSl 3AHAMULU NPAKMUYECKO20 MUNA, MmMeKywe2o0 KOHMPOs U NPOMENCYMOUHOU
ammecmayuu, a maxkoce nomeuerusd 0/l CAMOCMOAMENbHOU pa60mbz.

[IpakTHyeckre 3aHATHS MPOBOIITCSA B KOMITBIOTEpHOM Kiacce (ayautopus 204-6).

HepequL HCIIOJIB3YEMOI'O JIMIECH3UOHHOI'O ITPOTPpaMMHOTO oOecIrieueHust:

naker MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.
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PaBouyio nporpammy cocrapm cr. npenonasatens kag. CIIn VKKK C W Byrposa O.C.

(noat Ch)

Penensent
(mpencrasurens pabotonarens) navaneauk MKY «BYT 3y benukos B.H.

(MecTo paboTel, HomKHOC T ®HO, noanuce)
I[Tporpamma paccMoTpeHa U ogo0peHa Ha 3aceqaHuu Kaeaprr Dg¥gHoMUKa HHHOBAIMI 1 (uHaHCH
[Ipotokon Ne  { or _40 9F. L84 ropa

3aBenyromuii kadepoii 7 __Jlonnyes O.A.
&7 (@U@, noanuce)

Pa6ouas nporpamma paceMoTpena u 0/106peHa

Ha 3aceaHny y4eOHO-MeTOMMYECKON KOMHCCHHI Harpasiierus 38.03.01 Dxonomuka

IIporoxon Ne ¢/ ot .07 . AP / ronma "

IMpencenarens komuccuu = 4 ZH , rldxrce/: 3axapos I1.H.
/ ¢ (DHO, ',Z{O.II}K/;IOCTI:, noamnHcs)




JIMCT NIEPEYTBEPKIAEHUW S

PABOYEW MPOTPAMMBI THCIATIJIUHBI

PaGouas nporpamma ono6pena Ha 2044 /205 yueGusiii roa
[Iporokon 3acenanus kabenpet Ne 7/~  or 4% ££.%2 rona

3aBenyromuii kadeapoii (,%K/A

Pabouas nporpamma omobpena Ha 20 /20 y4eOHEIH roja

[Tporokon 3acenanus xadeapsr Ne OT roga

3aBenyrouuii Kahenapoit

Pabouvas nporpamma ono6pena na 20 /20 yueOHBIH roga

[Iporokon 3acenanus xadeapsr No oT roja

3aBenyromuit kadenpoii

Pabouas nporpamma onoGpena ua 20 /20 yueOHBIit roja

ITpoTokon 3acenanus kapeapsr Ne oT rona

3aBeyromuii kapeapoii

Paboyas nporpamma ogo6pena Ha 20 /20 y4eOHBIH roza

I[Iporokon 3acenanus xadeapsr No oT roga

3apenyromuii kadeapoii
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	Задачи изучения дисциплины:
	- сформировать у студентов четкое представление о необходимости и роли документирования в деятельности организаций;
	- ознакомить студентов с основами электронного делопроизводства и документооборота организации;
	- ознакомить студентов с особенностями защиты служебной и конфиденциальной информации, обеспечения открытого доступа граждан к информации в соответствии с положениями законодательства;
	- научить студентов ориентироваться в ситуациях, требующих издания соответствующих документов.
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