Munncreperso Hayku u Bbicmiero ofpasosanus Poccuiickoii ®enepanun
®epepanbHoe roCynapCTBEHHOE GIOKETHOE 06Pa3OBaTeTBHOE YUPEKICHHE
BBICIIEr0 00pa3oBaHMsL
«BaagumMupekuii rocy1apcTBeHHbIH YHHBEPCHTET
uMenu Anexcauapa I'puropsesnua u Hukonas I'paropseBnua CTOJETOBBIX

(Bal'y) '

4

D =%

e 06paz, AR
%p'}“ a \"HHE’_‘;:‘J;"‘Q}"?
«ag‘ﬂnwoaur W G4

e T A.A.l’[aﬂdmnos
« -_-.76 » OF 20 /[or.

PABOYAS ITPOI'PAMMA JUCITATIJIMHBI
DJEKTPOHHBL JIOKYMEHTOOEOPOT

(nanmenoBaHHE AHCUHNHALY)

Hanpapnenwe noarorosku 38.03.01 DxoHOMHKa

[Tpodune/mporpamma noxroToBKH DKOHOMEKA TIPEANPHSITHN X OpraHH3aHi

YpoBens BEICITIEr0 00pazoBanus — bakamaBphar

®opwma ofydenus Ouno-3a09nas
DopMa IPOMEKYTOTHO I
C TpynoemkocThb Jlexumn, llpasre, ) CPC arTecTalun
eMecTp 3AHATHA, paboTsl,
3a4. e,/ gac. qac. qac. (ak3aMen/3ager/3auer ¢
Yac. yac,
OLIEHKO)
v 2/72 8 12 - 52 3auer
Hroro 2/72 8 12 - 52 3auer

Braguvup 2019




1. IEJHA OCBOEHUS JUCHHATIIIAHBI

Llenbto H3ydeHWs JUCHAIUIMHBL «DNEKTPOHHBIH JOKYMEHTOO00pOT» SBIAETCS MOJIYYCHUE H
yrny6nennre 3HaHUH 0 IPHHIENAX TOCTPOSHHS TOKYMEHTOB M OCHOBAX bopMUpOBaHHS AOKYMEHTO000POTA
B OprapM3alis H YY4PESKICHHSX pasnudHeX (OpM COOCTBEHHOCTH. @dopMHPOBaHHE Y CTYIECHTOB
IIPAKTHYECKUX HABBIKOB IO CO3JAHMIO H 00pabOTKe NOKYMEHTOB B HanbHeHneM 6ymeT crocoOcTBOBATE HE
TONBKO 0O07ee YCHEIIHOMY OCBOGHHIO HCIHIUIMH, H3YYeHHE KOTOPBIX IIPEAIoaract paboTy C
JIOKYMEHTALHER, HO 1 TIPOXOK/IEHHIO IPAKTUKY Ha Doree rpaMOTHOM YPOBHE.

3amaum M3y4YeHHS JUCLHILIHHBL

- chOpPMHPOBATE Y CTYIEHTOB YETKOE MPECTaBICHHE O He0OXO0JUMOCTH A POJIH JOKYMEHTHPOBAHMS
B JESTENIHOCTH OpraHH3alHiH;

- 03HAKOMHTH CTY[ICHTOB C OCHOBAMH 3JIEKTPOHHOTO JENONPOM3BOACTBA H JoKkymeHToobopora
OpraHu3aluH;

- O03HAKOMHTb CTY[ACHTOB C OCOOSHHOCTSIMH 3allUTHl CIyXeOHOH H KOH(HICHIIHATBHOR
uHpopMaruy, 00ecedeHHS OTKPEITOrO JOCTYIIa FPAakIan K HH(OOPMAIIH B COOTBETCTBHH C TIOJIOKSHUAMU
3aKOHOATEIBCTBA,;

- HAYYHTH CTYJCHTOB ODHEHTHPOBATBCS B CHTyalsiX, TPeOYIOMMX H3JIaHHS COOTBCTCTBYIOMIMX
JIOKYMEHTOB.

2 MECTO JUCIHHUIIIMHBI B CTPYKTYPE OIIOII BO
JlacrurumHa «NeKTPOHHBIH JOKYMEHTO000POT» OTHOCHTCS K MCIHNIHHAM BapHATHBHOH acTH.
IIpepexBr3HTH AUCIULIMHEL MHdopmaTika, OCHOBBI YIPABICHYCCKOH ICATETBHOCTH.

3. IVIAHUPYEMBIE PE3YJBTATHI OBYUYEHHUSI IO JUCIHUILIMHE
[InaHEpyemble pesyiabTarsl OOy4eHHWs MO [MCUMIUIHHE, COOTHECEHHBIE C ILUIAHHPYCMBIMH
pesynsTaramu ocsoeHHs OIIOIT

Kon ¢popMupyeMBIX KOMITCTEHLIMHA Yposenn ITnanupyemsie pesysibTaThl 00y4eHHs M0 AHCLIUILIHHE
OCBOEHMA XapaKTEPU3YIOIIHUE STAIbl HOPMHPOBAHUS KOMIETEHITHH
KOMIOETEHLUHH (moka3aTerny OCBOSHMS KOMIETEHIIUH)
] 2 3
OK-3 YacTHdHOE - 3HaTh Ga30BbIE IKOHOMHYECKHE IIOHATHA, OOBEKTHRHEIC OCHOBBI
C110co0HOCTb HCTIONB30BaTh OCHOBbI OCBOSHHE (YHKIUMOHHPOBAHAA JKOHOMHKH M TOBEJSHHS 3KOHOMHYECKHX
IKOHOMHTECKUX 3HAHUI B Pa3IHIHBIX areHToB;
chepax LeATeNLHOCTH - VYMers pewark THOHYHBIE  3afiadd,  CBs3aHHBIE  C

npodeccuoHaTbHEIM H IAYHBIM (HHAHCOBLIM I1aHUPOBAHHEM;

- Bnageth MeTOIAaMHM  TUIAHHPOBAaHHA  NPO(ECCHOHAIBHOM
JCATCIIBHOCTH, HCTIOIL30BaHHA IKOHOMHUYECKHX 3HAHHMH B
npodeccHOHANLHOH MPAKTHKE.

IK-7 YacTuuHoe - 3HaTh OCHOBHBIE [OHSTHS, HCMONMB3yeMele s ob3opa B
CrocoOHOCTEID, HCTIOTB3Y OCBOSHHE oTeYeCTBEHHOH 1 3apy0eKHOH HHDOPMaLIHE,
OTeUeCTBEHHbIE H 2apyOekHbIe - VYMeTh  @HIM3HPOBATL  MH(OPMALMOHHBIE — HCTOYHHMKH,
HCTOTHFKH HMHbopMaLuu, cobpats AHATM3HPOBATh KyJTBTYPHYIO, MPO(eCCHOHANBHYIO H IMIHOCTHYIO
HeoOXOOUMBIE IaHHBIE HH(OPMAaLHIO;
MPOaHATH3APOBATh HX M MOAr0TOBHTH - Bnapjers HaBblkamMu opraHuzauuu cbopa HH(oOpMauME A
v OpPMAIMOHHELH 0020p H/HIK HOAroTOBKK HH(OPMALMOHHOTO 0030pa M aHATIHTHIECKOrO 0TYETa.

AHANHTHYECKHAM OTYET




4. OBBLEM U CTPYKTYPA TUCIIATIJIMHBI
TpynoeMKOCTs IMCIUILIMHBL COCTABIISIET 2 3a4€THEIX C/IHHMIIBL, 72 gaca

Bunsl yuebuoit

paboThl, BKIIOYAs

CAMOCTOATEILHYIO

paboTy cTynenToB
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1 Tema 1. IloHsaTHe 3MEKTPOHHOTO
JOKyMeHTa H 3NIEKTPOHHOrO | 4 1-2 L2 | 1,8 7,5 2/67
JIOKyMEeHTOOGOpOTA.

2  |Tema 2. CHcTeMBl VIIpaBIeHHS 2/69 -
9ICKTPOHHEIM 4 3-6 | 1,2 | 1,7 7,5 EHTHH;}K?H'I‘p{)Hb
JIOKYMEHT0000POTOM. B

2/69

3 Tema 3. Cucrembl 31€KTPOHHOTO 4 78 |12 17 7.4
JOKYMEHTOO00POTA.

i 2/71

4 Tema 4. Cpenctea TIpymnnosoi 4 910 | 11| 17 74
paboThL. ;

5 |Tema 5. CucteMBl ynpasneHHs i | s |l 19 74 2/71 PeHTUHr-KORTPOTE
0COOLIMH BHIAaMH JIOKYMEHTOB. ’ ’ i Ne2

2/71

6 Tema 6. KopnoparnsHeie 4 | 1306 | 11| 17 7.4
HH(OPMALHOHHBIE CHCTEMBI.

7 |Tema 7. BHenpeHHe KOPIIOPATUBHBIX 4 | 1798 | 11| 19 74 2/ PeffTuHr-korTpons
MH(OOPMALHOHHEIX CHCTEM. ’ ’ ’ Ne3

Beero 3a IV cemectp: 8 12 52 14/70 3ager

HToro no AuCIyIIIHEE [ 8 12 52 14/70 3auer

Conep:xanne JIeKIHOHHLIX 3AHATHIT 110 MUCLMILINHE

Tema 1. TlorsITHE 3MEKTPOHHOTO JOKYMEHTA H JIEKTPOHHOIO JOKYMEHTO000pOTA.

llonsTue smexTponnoro joxymenta. [loHATHE TEKTPOHHOTO AokymeHToo00poTa. Ilpeumymmectsa u
HEJIOCTaTKH 3IEKTPOHHOTO JOKYMEHTA.

Tema 2. CrcTemsr yripaBieHus 3NeKTPOHHEM JOKYMEHTOO060pOTOM.

OcHOBHEIC NPEHIMIBI PAGOTEI CHCTEM YIIPABIEHHS 3IeKTPOHHBIM JIOKyMeHTo000poTOM,  BHIHI
CHCTEM DJIEKTPOHHOTO TOKYMEHT0000pOTa.

Tema 3. CrcTeMEI 3ITEKTPOHHOTO JOKYMEHTOO60POTA.

Tumel  cHCTEM — 9NEKTPOHHOTO  JOKYMEHTOOGOpOTA.
JOKYMEHTOO00pOTA.

Tema 4. Cpencrsa rpynmnoBoi paboTs!.

onsTre, mpusmHITEl paGoTel. [IpuMepEI MPOrpaMMHEIX TTPOYKTOB.

Tema 5. Cucremb! ynpaBneHus ocOGBIME BHAAMH 1OKYMEHTOB.

IMonsgrue, mpuammns! paGotsl. PacecmoTpenue cTpykrypsl u uETepdeiica PDM-crcTem.

Tema 6. KopniopaTrsrbie nHpOpMAaLHOHELIE CHCTEMEL.

Honstue, ocobenHOCTH, MOIYIH. KiacCH(rKaus KOpIOPATHBHBIX HH(POPMAITHOHHEIX CHCTEM.

Tema 7. Brenpenue xoprnopaTuBHbX HHYOPMAIIHOHHEIX CHCTEM.

Bapuarter Baeapenns KMC: npenvymectsa u Hepocrarku. Cocras, e u 3ajaun sHenpenus KUC.

CpaBHeHHe  CHCTEM  3JIEKTPOHHOTO

Copep:kanne MPaKTUYECKUX 3AHATHIL 110 JUCHHILIAHE
Tema 1. 1C JTokymenTooGopot: Usyuycune uHTEpeca cueTeMsI.



Tema 2. 1C JloxymenToo6opoT: Baecenue B 6a3y cBelleHU O COTPYAHHKAX ¥ TMOTE30BATENAX.
Tema 3. 1C Jloxymentoo6opot: Co3anwue OTIENBHBIX BUIOB JOKYMEHTOB.

Tema 4. 1C loxymeHTOOGOPOT: 3arnoHeHue mojeif KapThl JOKyMEHTA.

Tema 5. 1C HoxymenToobopot: Penakruposarue daiinos. KonTpois Bepcnit

Tema 6. 1C JoxymenTtoobopoT: YnpasineHue 0roBopame ¢ JOPMHPOBAHHEM CMET.

Tema 7. 1C JlokymeHTOOO0POT: YIIpaBICHHE IIPOSKTAMH.

5. OBPA3OBATEJIBHBIE TEXHOJIOI'UHU
B npenonapanum MECTIMIUTHEEL «1eKMPOHHbILE OOKYMEHMO060pOmy HCTIONB3YIOTCS PAa3HOO6pa3HEIE
o0Opa3soBaTeibHble TEXHONOIHH KaK TPaTHIMOHHBIE, TaK W C TPHMEHEHHEM AKTHBHBIX H HHTEPAKTHBHBIX
MeTOIOB 0OyJeHHs.
AKTHBHEIE H UHTEPAKTUBHEIC METOILI 00YUYEHUS:
—~  Humepaxmuenasn nexyus (memaNe 1, 2, 3, 4, 5, 6, 7);
— I pynnosas ouckyccus (memaNe 1, 2, 3, 4, 5, 6, 7);
— Poneswvie uzpul (mema Ne 3, 4, 6, 7);
— Tpenune (mema Ne 5);
—  Ananuz cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Pasbop xonxpemnvix cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7).

6. OHEHOYHBIE CPEJICTBA JJISI TEKYIIETO KOHTPOJISI YCIIEBAEMOCTM,
ITPOMEXYTOYHOM ATTECTALIAU ITO UTOTAM OCBOEHUS JUCHUILUIMHBI 1
YYEBHO-METO/UHYECKOE OBECIIEYEHHUE CAMOCTOSATEJBHOMU PABOTHI
CTYJIEHTOB
Texyryuii KOHMPONb YCHEBACMOCU.
PeiiTuar-koaTpoas 1

1. Onexmponnwuii doxymenm coanacrno Pedepanvhwrii 3akon om 10.01.2002 Ne 1-®3 «O6 anexmponnoii
Yughposon nodnucuy - 3mo:
a) 3aMCAaHHOE HA MALIMHHOM HOCHTENe JNEKTPOHHOE COOOINEHWe, PEKBH3UTHL KOTOPOro O(OPMIIEHE! B
COOTBETCTBHH C HOPMATHBHBEIME TPEOOBAHHIMH
6) moboe coobmenue, 3anucka, TEKCT, 3aIMHCAHHEIN Ha MaIIIHHOM HOCHTEIC
B) JIOKYMEHT, B KOTOpPOM MH(OpMANH IIpecTaBlieHa B IIeKTPOHHO-TIU(POBOii Gopme

2. Kaxumu eudamu HOpMAmuGHeIX akmoe pezynupyemcs OOKyMeHmoobopom opzanuzayuu?
a) Bce OTBETHI BEPHET,

0) oTpacieBEIME M MEXKOTPACIEBEIMH;

B) TOCY/apCTBEHHBIMH;

I') JIOKAJBHBIMH aKTaM$ OpraHHU3alluii.

3. Bepro nu ymeepoicdernue, 4mo K6ANUPUYUPOBAHHAA U HEKBANUDUYUPOBANHAS DAEKMPONTIAn yugpossie
NOONUCU BbI0AIOMCS 6 CREYUAILHBIX YEeHMPax U npedcmasisiom coboil reu-waKonumens ¢ 3anUCAHHBIM
HQ HeM Kodom?
a) na;
0) mer.
PelTHHT-KOHTPOJIL 2
4. Kakxas us nepeuucnennblX CUcmem 1eKmponH020 OOKYMEHRO0BOpOma SNAemcs OnmuMansHoi?
a) Lotus Domino.Doc;
0) Heno;
B) 1C:Apxus;
r) DIRECTUM.

3. Bepno nu ymeepoicoenue, umo cucmema «1C. [JokymenmooGopom» no3eonsem oCyuecmensms paccolixy
Npuenauienuil Ha noceujeHue 3aniaHUPOSAHHBIX MEPONPUARUL 6CeM COMPYOHUKAM Opearusayuu?

a) na;

0) Her.



6. Ilpozpammuoe obecneyvernue Lotus Notes omnocumes k:

a) CHCTeMe ynpaBieHHs: 0cOObIMA BHIAMH JOKYMEHTOB;

0) cpeacTBaM rpynnoBoi paboTEL;

B) CHOENWATbHBIM  MOJYJSM  yIpPaBlIeHHS  JOKYMEHTOOOOpDOTOM B  COCTaBe  KOPIOPATHBHBIX
HH()OPMALMOHHBIX CHCTEM JUIA TP PAATHIH;

I') YHEBEPCATEHBIM CHCTEMAaM 3JIEKTPOHHOTO JOKYMEHTO000POTa.

7. Kakozo us 61008 51eKkmporHOE Yupposoti noonucu He cyuecmeyem?
a) mpocTas;
6) ropuudecKas;
B) KBaTH(HUIHAPOBAHHAS;
I') HeKBATU()UITMPOBAHHASL.
PeiituHr-kouTpoas 3
8. Umo u3 nepeuucieHHo20 He OMHOCUMCA K NAPAMemPaM HOCUmMenel S1eKmpOHHbIX O0KyMenmog?
a) CTOUMOCTH XpaHeHus 1 meralaiita uH(GOpMALIUY;
6) BO3MOXHOCTh OCYTIECTBIICHHS TOTHOTEKCTOBOTO MOUCKA,
B) CKOPOCTB JA0CTYNA K HHQOPMALHH.

9. ITood cnysiceGHbIM 2NeKMPOHHBIM OOKYMEHMOM NOHUMACMCSL

a) 3anMCaHHOE HA MANIMHHOM HOCHTEIle SIEKTPOHHOE COODOINeHHe, PeKBH3HTEI KOTOPOro O(OPMIIEHBI B
COOTBETCTBHHM C HOPMATHBHBLIMH TpeOOBaHUAMH;

6) HOKYMEHT, B KOTOpOM HH(OpMANHS TIpeICTaRIeHa B SEeKTPOHHO-IIUDPOBOH hopme;

B) CTPYKTYPHPOBaHHBIM HHGPOPMAITMOHHEIA O0BEKT, B COOTBETCTBHE KOTOPOMY MOXET OBITH IIOCTaBJIEHd
COBOKYIIHOCTE (DaifiioB, XpaHALIHXCS Ha HAKOITHTENe KOMITBIOTEPa;

r) moboe coobmenne, 3anucKa, TEKCT, 3alMCaHHbIH Ha MATUHHOM HOCHTEIIE.

10. Bepno nu ymeepaicoenue, umo cucmema «IC. [Joxymenmoobopomy» noseonsem o0Ccyuyecmenimo
HPOCMOMpP OOKYMEHMOE U (ariioe ¢ 2pynnuUpoeKoil O pasTUdHbIM NPUSHAKAM (N0 6UOAM OOKYMEHMOE, 1O
npoexmam, no omoenam):

a) na;
0) meT.
IIpomesicymounasn ammecmayus no UM02am 0CE0EHUSL OUCYUNAUNDL (3adem).
CnHcok BOIIPOCOB K 3a4eTy
1. TlomsaTue AoKyMeHTa, ZJOKYMEHTOOO0POTA 1 TTOTOKA IOKYMEHTOB.
2. Mecro COJ] B uEGOPMAITHOHHOH CHCTEME LIPS IIPHATHSL.
3. Tumst COJI (cucTeM 3MEKTPOHHOTO TOKYMEHTO000POTa).
4. Knaccudukanus aBTOMaTH3HPOBAHHBIX CHCTEM HETOIPOXU3BOICTBA 1 3IEKTPOHHOIO

IOKyMeHTo00O0poTA.

5. Tenpennuu pa3BUTHS CHCTEM DNEKTPOHHOTO JIOKYMEHTOOOOPOTA.

6. Joxyment B uH(OpMaHOHHOHK cicTeMe. THIIBI IOKYMEHTOB B HH(OOPMALMOHHON cucTeMe: OyMaXKHbIH
DOKyMeHT, 06pa3 AOKyMeHTa, SNeKTPOHHBIH TOKYMEHT, CTPYKTYPUPOBaHHbIE JOKYMEHTHI, XML —
IpeacTaBlIeHHE.

7. Hoxyment B C3]I. Co3narue. Penaktupopanue. [Tybrmkanys. ApXUBHpOBaHUE.

8. Ocuornsle Boamoxuoctd COJI: ITorck qoxyMeHTOB. MaplupyTH3aust 1 KOHTPOJIb UCIIOIHEHHSL.
OTueTsL

9. Ocnossple Bo3moxHOCTH COJI: AIMHUHHCTpHpOBaHHE. BO3MOXKHOCTH COTPYIHHKOB.

10. Ocnognsie Qpyuxmun CO/l. Tunossie tpebosanus k COJI.

11. IlperMymmiecTRa BHEAPEHUS CHCTEMBI ANEKTPOHHOT0 JOKYMEHTOOO0POTA.

12. Ilpuwaunsr apromMaru3auy. BeIOop cucTeMbl aBTOMAaTH3aALMH.

13. Kpatxuii 0630p peIHKA U KIaCCHPHUKAIMS IIIaT(HopM, IPEACTaBISHHEIX Ha peiHKe CO/1.

14. Cpencrsa rpynmoBo# paboTEL.

15. Cucremsr yupapieHHs 0COOBIMA BHAAMHA JOKYMEHTOB.

16. CrenmanbHBIe MOAYTH YIIPABICHUS JOKYMEHTOOO0OPOTOM B COCTABE KOPIIOPATUBHBIX
HH(OPMAIIHOHHEIX CHCTEM



17. Kopnopaturas HEQOpPMALHOHHAS CHCTEMA.

18. CucreMb! aBTOMATH3AIHM JIETONPOH3BOICTBA.

19. TloxcucTema apxuBa JOKYMEHTOB, YIPABICHHS KOHTEHTOM B CPECTBA CTPYKTYPH3AIHH.
20. Cucremsl BBOZIA NOKYMEHTOB H CHCTEMEI 00pabOTKH 00pa3oB MOKYMEHTOB

21. TlomcucTema MapImIpyTH3AIMH TOKYMEHTOB H YIIPABJICHHS 3aIaHHSIMH.

22. Tunel npuIoXeHRH, BHEAPSIEMEIX B paMKax Kopropatusuoi CH/I.

23. DnexrponHas mA(GPOBAs TOAIMCE: IIOHATHE, BUIBL U PELIAEMEIE 3a/1a4H.

Camocmosmenvuas paboma
Tewmsbr pedepaToB

1. TTonsTHE mOKyMeHTa, TOKYMEHTOOO0POTA U MOTOKA JOKYMEHTOB,
2. leny BHEAPEHHS JNEKTPOHHOTO JOKYMEHTOOO0POTA.
3. Mecro C3/] B MH()OPMALIMOHHON CHCTEME TIPENPHSITHS.
4. Tumer COJI (cHcTeM BIEKTPOHHOTO HOKYMEHTO000POTA).
5. Kitaccuukanus aBTOMaTH3upOBaHHEIX CHCTEM JEIOIPOR3BOACTBA | MIEKTPOHHOTO OKYMEHTO0G0pOTa.
6. TeneHIMK pasBUTHS CHCTEM 3JIEKTPOHHOTO IOKYMEHTOOG0DOTA.
7. Noxyment B uHpOpMAIHOHHO#H cucTeme. THITB JOKYMEHTOB B HHQOPMALHOHHOH cucTeMe: ByMaKHbLi
TOKYMEHT, 00pa3 JOKyMEHTa, 3ICKTPOHHELH JOKYMEHT, CTPYKTYPHPOBAHHBIE JOKYMEHTHL, XML —
[IpeICTaBJICHHE,
8. Noxyment 8 COJI. Cosnanue. Penaxtuposanue. [TyGnukarms. ApXuBHpOBAHHE.
9. Tunosrie kommonrenTsr COJ1: XpaHHIHMINE KapTo4eK (aTpuGyTOB) HOKYMEHTOB; XPAHHIIMILE IOKYMEHTOB;
KOMIIOHEHTEI, OCYLICCTBIIIONINE OU3HEC-TIOTHKY CHCTEMBI.
10. OcrosHusie BosmoxnocTr CI/1: [Mouck 1oxymMeHTOB. Mapuipy TH3aIHsa ¥ KOHTPOIT HCIIOIHCHHS.
OTtgeTsL.
11. Ocuozrsie BosmoxkrocTH CO/I: AnMuHECTPEPOBaHUE. BO3SMOYHOCTH COTPY/THHKOB.
12. Ocnosrrie pysxnun COJI. Tunossie TpeGosanus k¥ CI/I.
13. TlpeumymecTBa BHEIPEHHS CHCTEMBI 5JIEKTPOHHOIO JI0KYMEHTOO60POTA.
14. Tlppraunsl aBToMaTH3aL|E. BEIGOP CHCTEMBI aBTOMATH3AIUH.
15. Kpatkuit 0630p phiEKa B Knmaccu(ukanus miardopM, LpencTaBIeHHEX Ha pemke CO/I,
16. CpencTBa rpynmoBoii paboTEL.
17. Cucremsl ynpaBieHHs 0OCOOBIME BHIaMH JOKYMEHTOB.
18. CoenmanbHble MOIYIIH YIIPaBIeHHS JOKyMEHTOO00POTOM B COCTABE KOPIIOPATHRHEIX
HH()OPMATIHOHHBIX CUCTEM
19. KopnoparusHas uHGOpMAIHOHHAS CHCTEMA.
20. VauBepcatbHble CHCTEMBI 3IEKTPOHHOIO JOKYMEHTO0G0pOoTA.
21. IlopcucTeMBl aBTOMATH3ALMH JIOKYMEHTO060POTA.
22. CucTeMBl aBTOMATH3AMUHE SO POM3BOICTEA.
23. IlopcucTeMa apXuBa JOKyMEHTOB, YIIPaBICHHS KOHTEHTOM H CPE/ICTBA CTPYKTYpH3alHH.
24. CucteMs! BBOJIA JIOKYMEHTOB 1 CHCTEMEI 06pabOTKH 00pa3oB JOKYMEHTOB
25. IlopcreTeMa MapIIPyTH3AIME JIOKYMEHTOB U YIPABICHHAS 3aaHISIMH.
26. CHCTEMBI KOMIIIEKCHOM aBTOMAaTH3aIHH OU3HEC-TIPOLIECCOB.
27. Tunsl IPHTOXEHNH, BHSIPSIEMBIX B paMKax KoprioparusHoii CIJ1.
28. ApXHBEI 3JI€KTPOHHBIX IOKYMEHTOB.
29. ABTOMaTH3aIHS IPOLECCOB KIACCHYECKOTO POCCHHCKOTO JOKYMEHT00G0poTa
(moaepxKa TOKyMEHTAIMOHHOT0 obecnedeHus ypasiesus - JIOV).
30. Hcropus Brenpenus CO]I.
31. DnexTpoHnas mubpoBas MOANKCE: IOHATHE, BHIEI H pelaeMble 3a1avu.

DoHI OTEHOYHBIX CPENCTB IS NPOBEACHHS ATTECTAIMH YPOBHS c(hOPMHUPOBAHHOCTH KOMITETEHITHH
00yd9aromuxcs 1o JUCLHUIUIHEE 0)opMITSeTes OTACNBHEIM JOKYMEHTOM.

7. YHEBHO-METO/IUMYECKOE H HHO®OPMAIITMOHHOE OBECIIEYEHUE
JUCHHATLITHHBI

7.1. KnaroodecneueHHOCTD



HanmeHOBaHME IUTEPaTYpPhI: ABTOP, HA3BAHUE, BHJL, Tog KHHUI'OOBECITEYEHHOCTD

W3/IaHHSA, H3ATENBCTRBO U3MAHUS
KonuuecTBo 5K3eMIUIAPOB Hamiawue B
w3ganuii B 6ubmuotexe Bal'Y B 3NeKTPOHHOH
cootBeTcTBHM ¢ @I'OC BO 6ubnuoteke BTV
1 2 3 4
OcHOBHas IHTEpaTypa
1. Ky3emuna, H. B. Jlemonpon3BoacTeo 2017 http://www.iprbooksh
[Bnexrponusiii pecype] : yuebroe nocobue / H. B. op.ru/74718 . html
Ky3pMuHa. — DNeKTpOH. TeKCTOBLIE JaHHBIE. —
M. : MockoBckuit r'yMaHUTAPHBIH YHHBEPCHTET,
2017. — 128 ¢. — 978-5-906912-98-5
2. DNEKTPOHHOE NPABHTENLCTBO. DNEKTPOHHEIH 2017 http://znanium.com/ca
JI0KyMeHTo000poT. TepMHHEI ¥ onpe/ieneHus talog/product/809828
yueb. mocobue / C.HO. Kabamor. — M. :
HMH®PA-M, 2017. — 320 c. — (Bsicuiee
obpasopauue: bakanaBpuar)
3. CrenanoBa, E. H. CucteMa 3nekTpoHHOTO 2016 http://www.iprbooksh
nokymeHntoobopoTa (0brmauHoe peineHue) op.rw/73341.htm

[Onexrponnsrit pecype] : yuebroe nocobue / E. H,
CrenanoBa. — DIEKTPOH. TEKCTOBLIE JaHHEIE. —
Caparos : Aif [1u Op Meana, 2018. — 182 ¢c. —
978-5-4486-0136-1

JononauTtensHas utepatypa
1. llIuGaes, 1. B. [IpaBoBoe perynuposanue 2016 http://www.iprbooksh
3NIEKTPOHHOIO JOKYMEHTO000pOTa [DNeKTpOHHELH op.ru/57260.html
pecype] : yaeGuoe nocodue / /1. B. IllnGaes. —
DIeKTPOH. TEKCTOBBIE JlaHHble. — Caparos :
Byzogrckoe oGpazosanue, 2016. — 70 ¢. — 2227-

8397
2. Pribakog, A. E. OCHOBBI J1e/10ITpOU3BOICTBA 2016 http://www.iprbooksh
[OnexkTponnslii pecypce] : yuebuuk / A. E. op.ru/67690.html

PEI0aKoB. — DIeKTPOH. TEKCTOBBIE JaHHBIE, —
Mumnck : Pecniybnukasckuii HHCTHTYT
npodeccuoHansHoro obpazosanna (PUI10), 2016.
— 320 c. — 978-985-503-606-8

3. KonduaeHuuansHoe 1enonpon3BoACTBO | 2016 http://www.iprbooksh
3allMIIEHHbIH 3IEKTPOHHbII JOKYMEHTOO00pOT op.r/66416.html
[OnexTponHslit pecype] : yuebuuk / H. H. Kymses,
A. C. Igmymkun, A. I'. ©®abpuunos, T. B.
Kongpamesa ; nox pex. H. H. Kynsie. —
OneKTpoH. TeKCTOBBIE JaHHkle. — M. : Jloroc,
2016. — 500 c. — 978-5-98704-711-8

7.2. MaTepHeT-pecypebl
1. Hemo-Bepcus nporpamMmuoro npomykra 1C: JlokymerTooGopor - http://v8.1¢.ru/doc8/demo/

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCITATLIIUHBI

Jns peanWsanHH [aHHOM JUCHMIUIMHEl HMEIOTCS CHELHATbHEIE IOMEMEHHS N7 TIPOBEICHHUS
BQHATHH JEKYUOHHO20 MUNA U 3GHAMUL NPAKMUYECKO20 MUNA, MEKYWe20 KOHMPOsL U NPOMEICYMOUHOT
ammecmayui, a maxxice NOMeWeHus Q15 CamoCmoAMeNsHol pabomel.

IlpakTryeckue 3aHATHSA OPOBOIATCS B KOMITBIOTEPHOM knacce (aymutopus 204-6).

ITepedyeHp HCIIONB3YEMOTO IMIECH3UOHHOTO MPOIPAMMHOT0 06ECIEYeHHS:
naket MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.



Pabodyio nporpaMMy COCTaBHII CT. Tipenogasartens kad. DCY 0 @'% Byrpoza O.C.
(@HO, fonnfics) /

Penensent (npexcrasurens paboTonarens)
MKY «Ynpasnenue rpaxxaanckoii 3ammutst ropona Bnamumupay,
HaJaJlbHUK YIIPaBICHHS benmuxos B.H

(MecTo paboThl, JOKHOCTS, d%ommcw
IIporpamma pacemorpena u onobpena Ha 3acenanuu kadenpst CY

IIpoTokom Ne 4 or 26:8%.19 roma /
3asenyrommit kadenpoit DCY it I"oiixep O.JI.

(PHO, moanucs) C/ ¥ . /

Pabowas mnporpamma paccMoTpena u onoOpeHa Ha 3aceflaHHM  YIeGHO-METONHUYECKOH KOMHCCHH
nanpasnesus 38.03.01 «BxoHoMuKa» J‘/

IIpotoxon No | or 26.08.1Q roxa
ITpencenarens KoMHCCHA

3axapos IT.H.

(®HO0, no,uné{l:)



JIMCT NEPEYTBEPXKJIEHUS
PABOYEMN ITIPOT'PAMMBI JTMCHITJIUHBI

PaGouas nporpammva ogoGpeHa Ha

y4eOHBIH To/I.

Ipotokon sacenanus kaperpsi Ne 4/ or 04.09.0L)  rom

3asenyronmit kadenpoit M

Pabogas nporpamma onobpena Ha 2,02/ /o 2 2 Y4eOHBIH TOI.

Ilporokon 3acenanust kabeapet No 7~ ot 307

3apenyromuit kadeapoi % . %/

PaGouas nporpamma onobpena na

R rojaa.

[Tpotoxon 3acenanus kahenpsr No

3asenyromuit xadeapoi

Pabouas nporpamma onobpena na

IMpoTokon 3acenanus kadempsr Ne

3asexyrommii kadeapoii

yueOHBIIH To1.

oT roja.
y4eOHBIH ro.

oT roja.
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