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1. IIEJJA OCBOEHHS JUCIIUIIJIUHBI

[lenbro u3ydeHUs [OUCLUIUIMHBI «DJIEKTPOHHBIH JOKYMEHTOOOOPOT» SABISETCS MONYYEHHE |
yriyOlieHue 3HaHH| O MPHHIKIAX TOCTPOSHUS JOKYMEHTOB H OCHOBaX (OpMHPOBaHMS JOKYMEHTOOOOpOTA
B OpraHM3alds H YYpeXJCHHAX pasauuHbeXx ¢opMm cobcTBeHHOCTH. DOpPMHpOBAHHE Y CTYAEHTOB
NpakTHYeCKUX HaBBIKOB I10 CO3JaHUIO U 00paboTKe TOKYMEHTOB B JaibHelmeM Oyaer cnocobcTBOBaTh He
TONBKO Gollee YCHIEIHOMY OCBOGHHIO [JMCLMILIMH, H3YYEeHHE KOTOpBIX Ipeanojaraer pabory c
JNOKYMEHTAILHEH, HO U MPOXOKICHHIO PAKTHKH Ha 60JIee rpaMOTHOM YPOBHE.

3aa4u W3Y4CHHUS JUCLHUIIAHEL

- chopMHpOBaTh Y CTYJICHTOB YETKOE IPE/ICTABICHHE O HEOOXOTHMOCTH H POJIM JOKYMEHTHPOBAHHS
B I€ATEILHOCTH OpraHu3allui;

- O3HAaKOMHTH CTYACHTOB C OCHOBAaMH OSJIEKTPOHHOIO AENIONPOM3BOJCTBA M JAOKYMEHTOOOOpOTa
OpraHu3alluy;

- O03HAKOMHUTB CTYJEHTOB C OCOOEHHOCTSMH 3allUThI CIyKeOHOH U KOH(UAECHIMATBHOM
undopmarum, obecriedeH|s: OTKPLITOrO AOCTYIIA Ipax/iaH K HHGOPMaIlHH B COOTBETCTBHH C ITOJIOKEHUAMH
3aKOHO/IaTeIbCTBA;

- HAYYUTh CTYAEHTOB OPHEHTHPOBAThCS B CHUTyalUsX, TPeOYIOIMMX H3JaHUS COOTBETCTBYIOLIMX
JIOKYMEHTOB.

2 MECTO JUCIIUITJIMHBI B CTPYKTYPE OITIOII BO
Jluciummza «DIeKTPOHHbIH JOKYMEHTO000pOT» OTHOCUTCS K JUCIUIITHHAM BapHaTHBHON YacTH.
[IpepexBu3utel qucuuumesl: MaopmaTuka, OCHOBEI yIIpaBIeHUYECKOH AEATEIBHOCTH.

3 IIJIAHUPYEMBIE PE3VYJIbTATHI OBYUYEHMUS 1O JUCHUIIJIMHE
[InanupyeMbie pe3yibTarbl OOydYeHHs 10 JHCHHUIUIAHE, COOTHECEHHBIE C IUIAHHPYEMBIMH
pesynpraTtamu ocBoeHus OITOI]

Kon dbopMupyeMbIX KOMIIETEHLHH VpoeeHb ITnanupyeMslie pe3ynbTaThl 00y4eHHs MO AUCLIAIUIAHE
OCBOEHHSA XapaKTepH3yIOLIHe 3Tambl (POPMUPOBaHHA KOMIIETEHIMH
KOMITETEHLIMH (IokasaTesi OCBOEHHS KOMIIETEHLMH)
1 2 3
OK-3 YacTuaHOE - 3HaTh 6a30BbIE IKOHOMHYECKHE MOHATHA, OOBEKTHBHEIE OCHOBbI
CriocoGHOCTE HCIOTB30BaTh OCHOBBI OCBOCHHE (yHKUMOHHPOBAHHA 3KOHOMHKH W TIOBEJIEHWS 3IKOHOMHYECKHX
3KOHOMHYECKHMX 3HaHHH B PasIu9HbIX AreHTOB,
ctbepax JEATEIIBHOCTH = VMeTh peIaTh THIIHYHBIC 3aJa49H, CBA3aAHHLIE c

npodecCHOHATLHBIM U JIMYHBIM (PHHAHCOBLIM [IaHHPOBAaHHEM;

- Bnagets MeTogaMM IUIAHHPOBaHHA  NpPodECCHOHATLHOH
JNEATENIbHOCTH, MCIONL30BAaHHA JKOHOMMYECKHMX 3HAaHMH B
npogeccHOHAILHOH NPaKkTHKE.

IK-7 YactuaHoe - 3HarTe OCHOBHBIE [MOHATHA, MCHoOJb3yeMble 1 ob3opa B
Cnoco6HOCTEIO, HCTIONB3YA OCBOEHHE 0TeYeCTBEHHOH 1 3apy0ekHON HHOOpPMALIH;
OTE4YECTBEHHEIE H 3apy0exHble - VYMerb aHaTM3WpOBaTh  HMH(OpPMAIMOHHBIE  HMCTOYHHKH,
UCTOYHUKY HH(popMaimu, cobpats AHATH3UPOBATh KyJIbTYPHYIO, MPO(eCCHOHANLHYI0 W JIHIHOCTHYIO
HeoOXOoJUMble TaHHBIE HH(OpMALHIO;
NPOAaHATH3HPOBATE HX H MOATOTOBHTE - Bnanmers HaBhlkaMH opraHuzalMu cbopa uHpoOpMaLMM anA
HH(pOpMalMOHHEIH 0630p W/HIH TIOATOTOBKH HH(GOPMAIHOHHOTO 0630pa H aHATHTHIECKOro OTYeTa.

AHATMTHYECKHI OTIET




4. OBPBEM U CTPYKTYPA JUCIHMUIIJINHBI
Tpyn0eMKOCT IMCLHATUTHHBI COCTABIISET 2 3a9€THBIX SIMHHUIIBI, 72 gaca

Bunsi yuebHoH
paboThl, BKIIOYAA
CaMOCTOSTENLHYIO
paboTy CTYNIEHTOB
- U TPYIOEMKOCTS (B @opMbl
E- qacax) O6beM yaebHOH TEKYILIEro
e 2 " paboTsl, KOHTPOJIs
Ne HauMeHOBaHHE TEM H/HIIH 3 5 = z C MPHUMEHEHHEM yCIeBaeMOCTH,
m'n PAas3/IeNioB/TeM THCIATUIHHEI z = 2|8 MHTEPaKTHBHBIX (bopma
@l = <| 8|8 METO/IOB TIPOMEKY TOYHOH
= = E 2 < (B wacax / %) aTTecTaluu
E g z o (no cemecmpam)
g .2
= |8
=
1 Tema 1. TloHATHE 3JEKTPOHHOIO 4
JIOKYMEHTa " 3MIeKTPOHHOTO | 3 1-2 2 2 3/75
JIOKyMeHToobopoTa.
2 |Tema 2. CuHcTeMbl YNpaBIEHHS 8 6/75
3IEKTPOHHBIM 3 3--6 4 4 Pci:rmu;ox?mm
JTOKYMEHTOOOOPOTOM. i
3 |Tema 3. CucreMbl 3JEKTPOHHOIO | . 1.8 2 5 4 3/75
JoKyMeHToo00poTa. i B
4 |Tema 4. Cpexacrsa TrpynmnoBoi | . 9.0 | 2 5 4 3/75
paboTbL.
5 |Tema 5. Cucrembl ympaBleHWA | . | | » | 5 | , 4 3175 PeHTUHT-KOHTPOTE
0CcoOBIME BHIAMH JOKYMEHTOB. ) Ne2
6 Tema 6. KopnopaTHBHbIE 3 | 1316 | a A 8 6/75
1HGOPMALIMOHHBIE CHCTEMBI.
7 |Tema 7. BHenpeHue KOPIOPATHBHBIX | 1 | 15 1o | 5 4 3(75 PeiTHHI-KOHTPOTE
MHGBOPMAIIMOHHBIX CUCTEM. N Ne3
Bcero 3a I1I cemectp: 18 | 18 36 27/75 Jauer
HUTtoro no aMcUMILTHHE 18 | 18 36 27175 3aver

Conep:xaHHe JeKIHOHHBIX 3aHATHH M0 THCHHIIHHE

Tema 1. TToHsTHE 37EKTPOHHOTO JIOKYMEHTA U 3JIEKTPOHHOTO JIOKYMEHTO000pOTA.

[ToHsATHE 3TEeKTPOHHOTO JA0KyMeHTa. IIoHsATHE 3NEKTPOHHOTO A0KyMenToobopoTa. [IpenMymecTsa u
HEJI0CTaTKH 3IEKTPOHHOI0 JOKYMEHTA.

Tema 2. CHCTEMBI YIIPaBIEHHs SIEKTPOHHBIM IOKYMEHTOOO0POTOM.

OCHOBHBIE TIPHHIHIEI paGOThl CHCTEM YIPABICHHs SIEKTPOHHBIM AOKyMeHToOGopoToM. Busl
CHCTEM 3JIEKTPOHHOI0 JOKYMEHT0000pOTa.

Tema 3. CHCTEMBI 3JIEKTPOHHOTO I0OKYMEHTO000pOTA.

Tumbl CHCTEM  JJIEKTPOHHOrO  J0oKyMmeHTooGopora. CpaBHEHHE  CHCTEM  SIEKTPOHHOIO
JOKYMEHT0000poTa.

Tema 4. CpezacTBa rpynmnoBoi paboThL.

[Mousitue, npuHLUIEl paboTel. [IpuMeps! POrpaMMHBIX POIYKTOB.

Tema 5. CucTemBl yIIpaBlIeHHs OCOOBIMH BHIaMH JOKYMEHTOB.

ToHsITHE, IPUHLMILI paboThL. PaccMoTpeHne CTPYKTYph! B MHTepderca PDM-cuctem.

Tema 6. KopriopaTuBHble HHPOPMAIIMOHHEIE CHCTEMBI.

[NousTre, ocobennocTy, MomymH. Kinaccudukanys KopnopaTHBHEIX HHPOPMALIHOHHBIX CHCTEM.

Tema 7. BHepeHHe KOPIIOPaTUBHBIX HH(YOPMALIMOHHBIX CHCTEM.

Bapuants! Beapenus KMC: npeumyinecTsa 1 HeIOCTATKH. Cocras. nemu u 3ana4yu Baeapenus KUC.

Copaepkanne NPaKTHIECKHX 3aHATHIH N0 THCHHIVIMHE
Tema 1. 1C Joxymentoo6opot: U3ydenne untepdeiica CHCTEMBIL.



Tema 2. 1C Jlokymentoob6opot: BHecenue B 6a3y cBeleHHH 0 COTpYAHMKAX U MOIB30BaTEAX.
Tema 3. 1C oxkymenToob6opot: Co3naHue OTACIBHBIX BHIOB JOKYMEHTOB.

Tema 4. 1C JTokyMeHT0060pOT: 3anoJHEHHE NONEH KapThl JOKYMEHTA.

Tema 5. 1C Tokymenroo6opot: PenakrupoBanue ¢aiinos. KonTposs Bepcuii

Tema 6. 1C JTokyMeHT0060pOT: YHpaBieHne 10roBopamMu ¢ GOpMUPOBAHHEM CMeET.

Tema 7. 1C loxymeHT0060pOT: YIIpaB/IEHHE IIPOCKTAMH.

5. OBPA3OBATEJ/IBHBIE TEXHOJIOT'HHA
B npenogaBaHuy JUCIUILTHHBI « DneKmponHblil 00KYyMeHmoobopomy» UCNONb3YIOTCS Pa3HO00pasHbIe
obpa3oBaTelbHBIE TEXHOJIOTHH KaK TpaJMIMOHHBIE, TAK M C NMPHMEHEHHEM aKTHBHBIX M WHTEPAKTUBHBIX
METOA0B 00yUeHHs.
AKTHBHBIE ¥ HHTEPAaKTUBHBIE METO/IbI OOYUYECHHS:
—  Humepaxmuenas nexyus (memaNe 1, 2, 3, 4, 5,6, 7);
— I'pynnosas ouckyccus (memaNe I, 2, 3, 4, 5, 6, 7),
— Ponesvie ucpvl (mema Ne 3, 4, 6, 7);
— Tpenune (mema Ne 5);
—  Ananuz cumyayuu (memaNe 1, 2, 3, 4, 3, 6, 7);
— Pasbop kouxpemmuoix cumyayui (memaNe 1, 2, 3, 4, 5, 6, 7).

6. OLHEHOYHBIE CPEJICTBA JJisd TEKYHIEI'O KOHTPOJIsI YCIIEBAEMOCTH,
IMPOMEXYTOYHOM ATTECTAIIMH 11O UTOI'AM OCBOEHHWS IUCIHUTLIMHBI 1
YYEBHO-METOJUYECKOE OBECIIEYEHUE CAMOCTOSITEJIBHON PABOTHI
CTYJAEHTOB

Texywuu xkonmpons ycneeaemMocmu.
PeliTHHI-KOHTPOJIb 1

1. Dnexmponneiii dokymenm cozenacho @edepanvuvii 3akon om 10.01.2002 Ne 1-D3 «O6 3nexmpornou
Yugposou noonucu» - 3mo:
a) 3alMMCaHHOEe HAa MAIIMHHOM HOCHTENE 3JIeKTPOHHOE COOOIIEeHHE, PEeKBH3UTHI KOTOPOro oGopMieHsl B
COOTBETCTBHHU C HOPMAaTHBHBIMH TpeOOBaHUSIMH
6) moboe coobienue, 3anucka, TeKCT, 3allMCAHHbI Ha MAIIMHHOM HOCHTEIE
B) IOKYMEHT, B KOTOPOM HH(pOpMaLHs IPeACTaBIeHa B AIeKTPOHHO-LIM(poBoit hopme

2. Kaxumu 6uoamu HOpMamusHuIx akmoe pezyiupyemecs 00KymeHmoobopom opeanuzayuu?
a) BCE OTBETHI BEPHBI;

0) oTpacneBBEIMH B MEXOTPACIEBEIMH;

B) FOCYAapCTBEHHBIMH;

I') JJOKaJbHBIMH aKTaMH OpraHu3alyi.

3. Bepno nu ymeepcoenue, Ymo K8AIUGUYUPOBAHHAS U HeKEANUDUYUPOBAHHAA INEKMPOHHAA YUPposble
ROONUCU 8bIOAIOMCA 8 CReYUANbHbIX YeHmpax u npedcmasisiom coboll hnew-nakonumensv ¢ 3aNUCAHHBIM
Ha HeM Kooom?
a) na;
0) Her.
PelATHHT-KOHTPOJIb 2
4. Kaxas u3 nepequcieHHblx Cucmem 1eKmpoHH020 00KyMeHmoobopoma A61Aemcs ONmuManbHou?
a) Lotus Domino.Doc;
6) Jeno;
B) 1C:Apxus;
r) DIRECTUM.

5. Bepro nu ymeepoicoerue, ymo cucmema «1C. Joxymenmoobopomy» no3eonsiem ocyujecmsisims paccouliKy
npuenaueruli Ha noceujeHue 3aniaHupoOBaAHHbIX MEPONPUAMUL 6CEM COMPYOHUKAM Op2aHU3aYUU?

a) /1a;

6) mer.



6. Ilpocpammnoe obecnevenue Lotus Notes omnocumes k:

a) CUCTeMeE yTIpaBJieHHs OCOOBIMH BUAaMH JOKYMEHTOB;

0) cpeacTBaM rpynmnoBoi paboTsr;

B) CHOEUHMATBHBIM  MOIYJSM  yIpaBiIeHHS JOKYMEHTOOOODOTOM B  COCTaBe  KOPIIOPATUBHBIX
HHGOPMAIIMOHHBIX CHCTEM JUIA NpepUsTHH;

I') YHUBEPCATbHBIM CHCTEMAaM 3JIEKTPOHHOIO JOKYMEHTO0O0pOTa.

7. Kaxo2o u3 6u006 31eKkmpoHHOU yugposot noonucu e cyujecmsyem?
a) mpocTas;
6) ropuaHgeckas;
B) KBaTHQHUIIMPOBAHHAN;
T) HeKBaTHpHUIIMpOBaHHAS.
PelTHHI-KOHTPOJb 3
8. Umo u3 nepeyucienHo2o He OMHOCUMCS K napamempam Hocumesneu 51eKmpoHHbIX OOKYMeHmos?
a) CTOMMOCTB XpaHeHHs | merabaiita nHGOpMAIHH;
0) BO3MOKHOCTb OCYIIECTBIIEHUS IIOJTHOTEKCTOBOI'O MIOMCKA;
B) CKOPOCTh JIOCTYyTIa K HH(OPMAIIHH.

9. Iloo cryacebHbIM 31eKMPOHHBIM OOKYMEHMOM NOHUMACMCA.

a) 3aMMCaHHOe Ha MAIIMHHOM HOCHUTENE 3JIEKTPOHHOE COOOIIEeHHe, PeKBH3UTHI KOTOPOro o(opMIieHbI B
COOTBETCTBHH C HOPMaTHBHBIMH TpeOOBaHHUSIMHU;

6) mOKyMeHT, B KOTOpoM HH(pOpMALUs NIPeCTaBICHa B 3JIEKTPOHHO-IM(POBOH popMe;

B) CTPYKTYPHUPOBaHHBIH HHMOPMAIMOHHBIA OOBEKT, B COOTBETCTBHE KOTOPOMY MOXKET OBITh MOCTaBlIeHA
COBOKYITHOCTH (paifJIOB, XpaHAIIMXCS HAa HAKOMUTENE KOMIBIOTEPa;

r) moboe coobmenne, 3amMcKa, TEKCT, 3alMCaHHbIA Ha MAallIHHHOM HOCHTEIIE.

10. Bepno nu ymeepycoenue, umo cucmema «I1C. [Jokymenmoobopom» noszgeoniem ocyujecmenims
npocmMomp OOKyMeHmos u (hainos ¢ 2pynnuposKkod no pasiudHbiM NPUSHAKAM (RO 8UOAM OOKYMEHMO8, o
npoekmam, no omoenam).

a) 1a;
0) HeT.
IIpomesicymounas ammecmayus no umo2am 0C60eHUs OUCYUNTUHBL (3a4em).
Cnmcox BONIPOCOB K 3a4€Ty
1. TloHsTHe DOKYMEHTa, JOKyMEHTO00O0pOTa B MOTOKA JOKYMEHTOB.
2. Mecto CO]] B uHDOPMAIIHOHHOMK CHCTEME MPEANIPHATHS.
3. Tumer CO/] (cHcTEM 3JIEKTPOHHOTO JOKYMEHT0060pOTA).
4. Knaccubukaius aBTOMaTH3MPOBAHHEIX CUCTEM JIENIONPOU3BOICTBA U 3JIEKTPOHHOTO

nokymeHToobopora.

5. TenpeHuMu pa3BUTHA CHCTEM IEKTPOHHOTO JOKYMEHTOOOOPOTA.

6. JloxyMmeHT B HHQOpPMALMOHHO# cucTeMe. THIIBI JOKYMEHTOB B HHGOPMAIIMOHHOM cUCTeMeE: OyMaKHBIH
JIOKYMEHT, 00pa3 IOKYMEeHTa, 3JIeKTPOHHBIN JOKYMEHT, CTPYKTYPHPOBaHHBIE JOKYMeHThl, XML —
[IpeACTaBIeHHE.

7. Hoxyment B COJI. Co3nanue. Penaktuposanue. Ilybnukanus. ApXuBHpOBaHHE.

8. OcHoBHble Bo3mokHOCTH CDO/I: [Tonck moxymeHTOB. MapimpyTr3anus H KOHTPOIIb HCIIOJHEHHS.
Otyersi.

9. OcHosuble Bo3MoxkHOCTH CDJ: AIMUHHCTpUpOBaHKE. BO3MOXKHOCTH COTPY/IHUKOB.

10. Ocnoenbie pynkuun COJI. Tunmossie TpeboBanusa k CO/I.

11. IlpenmymiecTBa BHEAPEHHSA CUCTEMBI 3JIEKTPOHHOIO JOKYMEHTO060pOTA.

12. TlpuunHBl aBTOMaTH3alKH. BRIOOp CHCTEMBI aBTOMATH3ALMH.

13. Kpartkwuii 0630p pelHKa B Ki1accudukanus miathopm, peacTaBlIeHHbIX Ha peiHKe CO/I.

14, CpepncrBa rpynmoBoit paboThL.

15. CucreMsl ynpasieHnus 0coObIMH BUAaMH JOKYMEHTOB.

16. CnenuanbHble MOIYJIH YIIPABICHUS JOKYyMEHTOOOOPOTOM B COCTaBE KOPIIOPATUBHBIX
HH(POPMAIIMOHHBIX CHCTEM



17. KopnopaTtuBHas HH(pOpMalHOHHAS CHCTEMA.

18. CucreMbl aBTOMATH3AIMH JEIONIPOU3BOACTBA.

19. TloxacucreMa apxuBa JOKYMEHTOB, YIIPaBICHHS KOHTEHTOM H CPECTBA CTPYKTYPU3ALHH.
20. CucteMsl BBOJA JOKYMEHTOB H cucTeMbl 00paboTku 06pa3oB JOKYyMEHTOB

21. TloxcuereMa MapImpyTH3alMK JOKYMEHTOB U YIIPaBICHHUS 3aJaHUAMH.

22. Tunsl OpUIOKEHUH, BHEPSIEMBIX B paMKax kopropaTuBHo# CO/I.

23. DnexTpoHHas HH(pPOBas MOIKCH: MOHSTHE, BUJIbI H PELIaeMbIe 3ajIa4H.

Camocmosmenvras paboma
Temsl pedeparton

1. IlonsTHE NOKyMEHTa, JOKYMEHTOO000pOTa H IIO0TOKA JOKYMEHTOB.
2. Ilenu BHEIPEHHUS SIIEKTPOHHOTO JOKYMEHTOOO0pOTA.
3. Mecto CO/I B nHOpMAIIMOHHOHK CHCTEME MPEANIPHSITHS.
4. Tunsl COJ] (cucTeM 37€KTPOHHOr0 JOKyMEHTo060pOoTa).
5. Knaccudukanms aBToMaTH3UpOBaHHBIX CHCTEM JEIONPOU3BOACTRA H IEKTPOHHOTO IOKYMEHTO000pOTA.
6. TeHneHIMM Pa3BUTHS CHCTEM JIEKTPOHHOTO JOKYMEHTO000pOTA.
7. loxyMeHT B HH(GOPMAIIMOHHOM cHcTeMe. THIIbI JOKYMEHTOB B HH(POPMAILIMOHHOM cucTeMe: OyMaKHbI
JOKYMEHT, 00pa3 IOKyMeHTa, 3JIEKTPOHHBIN JOKYMEHT, CTPYKTYPHPOBaHHbIE JOKYMeHThl, XML —
IpeACTaBICHHE.
8. Hoxyment B COJI. Co3nanue. PenaktupoBanue. [lybiukanusa. ApxuBUpoBaHHe.
9. Tunossle komnonenTel COJ1: Xpasuuine kapTouyek (aTpHOyTOB) TOKYMEHTOB; XpaHHIIHIIE JTOKYMEHTOB;
KOMIIOHEHTHI, OCYIIECTBIISIOMHAE OU3HEC-TIOTHKY CHCTEMBIL.
10. OcroBHblie Bo3MoxHOCTH CD/I: ITonck noxkymerTOB. MapimpyTi3anus # KOHTPOIb UCIIOTHEHHS.
OTt4ertsl.
11. OcroBHEIe Bo3MoxxHOCTH COJI: AnMuHUCTpUpOBaHKe. BO3MOXKHOCTH COTPYIHHUKOB.
12. OcHoBHble dynkuuu CO]I. Tunossie TpeGoBanus k CI/I.
13. Ilpenmy1necTBa BHEAPEHHUA CHCTEMBI JIEKTPOHHOTO JOKYMEHTO00O0pOTa.
14. IIpuunsel aBTOMaTH3aLKHA. BEIOOp CHCTEMBI aBTOMATH3AIIHH.
15. Kparkuii 0630p peiaka u Knaccupukanus mwiarhopM, IpeicTaBIeHHbIX Ha peike CH]I.
16. CpenctBa rpynmnoBoi paboTsl.
17. CucteMbl ynpaBieHUs 0COOBIMM BHIAMH TIOKYMEHTOB.
18. CriennanbHble MOy TH YIIPABJICHHS JOKYMEHTOO60POTOM B COCTaBE KOPIOPATHBHEIX
HHOOPMAITHOHHBIX CHCTEM
19. KopnoparuBHas HHQOpMaHOHHAS CHCTEMA.
20. YHHBepcanbHbBIE CHCTEMEI 3JIEKTPOHHOI0 JOKYyMEHTO00b0poTA.
21. IlogcucTeMbl aBTOMAaTH3AIMH JOKYMEHTO000pOTA.
22. CucTeMbl aBTOMATH3AIMH JI€I0TTPOU3BOICTRA.
23. TlogcucreMa apxuBa IOKYMEHTOB, YIIPaBJICHUS KOHTEHTOM H CPE/ICTBA CTPYKTYpPH3ALIHH.
24. CucTteMbl BBOJA JIOKYMEHTOB U CHCTEeMBI 00paboTku 06pa3oB JOKYMEHTOB
25. TloacucTeMa MapIIpyTH3alMH JOKYMEHTOB M YIIPABICHUS 3a1aHUAMH.
26. CucTeMbl KOMILJIEKCHOH aBTOMAaTH3alH| OH3HEC-TIPOLIECCOB.
27. Tune! npuIOKeHHH, BHEAPSIEMBIX B paMKax KopropaTuBHoi CO/I.
28. ApXuBBI 37IEKTPOHHBIX JOKYMEHTOB.
29. ABToMaTH3a1Ms IIPOIIECCOB KIIACCHYECKOTO POCCHICKOT0 JOKyMEHTO000poTa
(mopeprkka JOKYMEHTAIMOHHOT0 obecriedeHus ynpasienus - [JOY).
30. Uctopus Bueapenus CI]I.
31. DnexkTpoHHas nuppoBas MOAMUCH: MOHATHE, BUIbI U PEIIaeMble 3a1a4H.

DoH/1 OIIEHOYHBIX CpEICTB I NMPOBCACHHA aTTECTAllHH YPOBHA C(l)OpMHpOBaHHOCTH KOMITCTCHIIHH
06yqalomeca 110 OJUCHHMILIMHE OCbOpMIIﬂeTC}] OTAEJIbHBIM JOKYMEHTOM.

7. YYHEBHO-METOJIUYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHHE
JAAUCIHHAIIIAHBI

7.1. Kuuroodecne4eHHOCTh



HaumMeHoBaHHe TUTEpaTyphI: ABTOP, Ha3BaHHE, l'om u3ganua KHHUT'OOBECITEYEHHOCTB _]
BHI U3JaHMA, H3OATEIILCTBO
KonugecTro 3k3eMILIspoB Hamuue B
u3aHui B 6ubnnorexke Bnl'Y B 3NEKTPOHHOM
cooTsetcTern ¢ ®I'OC BO 6ubnuoreke Bal'V
1 2 3 -
OcHoBHas nmuTeparypa
1. Ky3smuHa, M. B. JlennonpousBoacTBO 2017 http://www.iprbooksh
[DnexTponHsiii pecype] : yuebGHoe nocobue / op.ru/74718.html
H. B. Ky3bMuHa. — DJIEKTPOH. TEKCTOBBIE
naHHele. — M. : MocKOBCKHi#
TYMaHHTapHeIH yHuBepcuteT, 2017, — 128
c. — 978-5-906912-98-5
2. DeKTPOHHOE MPaBUTENBCTBO. 2017 http://znanium.com/ca
DIIEKTPOHHBIH JOKYMEHT0060pOT. TepMuHbI talog/product/809828
W onpenenenus : yueb. mocobue / C 1O,
Kabamos. — M. : UHOPA-M, 2017. — 320
¢. — (Bricmee o6pa3oeanue: Bakanaspuar)
3. Crenanosa, E. H. Cucrema 311ekTpoHHOTO 2016 http://www.iprbooksh

JoKyMeHToobopoTa (06ayHoe pemenne)
[SnexTpouHsIi pecype] : yuebHoe nocobue /
E. H. CrenanoBa. — DeKTpPOH. TEKCTOBBIE
nanHeie. — Capatos : A# [Tu Ip Meana,
2018. — 182 ¢. — 978-5-4486-0136-1

op.ru/73341.htm

OTIOJIHHUTEIbHAS JIMTEpaTypa

1. [llu6aes, /1. B. [TpaBoBOE peryaupoBaHue
3JIEKTPOHHOI0 JJOKYMEHTO060poTa
[SnekTpouHslit pecypc] : yuebHoe nocobue /
J. B. I1Iu6aes. — DieKTpoH. TEKCTOBEIE
nanHele. — Capartos : By3osckoe
obpasoBanue, 2016. — 70 ¢. — 2227-8397

2016

http://www.iprbooksh
op.ru/57260.html

2. PeibaxoB, A. E. OcHOBEI
ZIeTIONpOM3BO/ICTBA [ DIeKTPOHHBIH pecypc] :
y4ebHuK / A. E. Ppi6akoB. — DIeKTpoH.
TEKCTOBBIE AaHHbIe. — MHHCK :
PecrybnukaHCKHH HHCTHTYT
npogeccHoHaTbHOTO 06pasoBanus (PHUII0),
2016. — 320 ¢. — 978-985-503-606-8

2016

http://www.iprbooksh
op.ru/67690.html

3. KoH(uneHuuansHoe qe10npoH3BoICTRBO H
3aMUIIEHHBIH 3/1eKTPOHHEIA
INOKYMEHTOODOPOT [ DNeKTPOHHbIN pecypc] :
yue6nuk / H. H. Kynsies, A. C. JlémMymxun,
A.T. ®abpuunog, T. B. Konnpainesa ; non
pen. H. H. KyHseB. — DeKTpoH. TeKCTOBBIE
nanfeie. — M. : Jloroe, 2016, — 500 ¢. —
978-5-98704-711-8

2016

http://www.iprbooksh
op.ru/66416.html

7.2. UHTEpHET-pecypChl

1. Jlemo-Bepcust nporpammeoro npoxykra 1C: JJokymentoo6opor - http://v8.1c.ru/doc8/demo/

8. MATEPUAJIbHO-TEXHUYECKOE OBECIIEYEHME JUCIATJINHBI

Jis peanwsanuy JaHHOM IMCUMIUIMHEI MMEIOTCS CIEHHATBHBIE IOMEIIEHUS JUIS [IPOBEICHUSA
3aHATHH JEKYUOHHO20 MUNA U 3AHAMUL NPAKMUYECKO20 MUNA, MEKYWe20 KOHMPOISL U NPOMENCYMOUHO
ammecmayuy, a maxKice NOMeUeHUs O CAMOCMOAMENbHOU pabombi.

[IpakTideckue 3aHATHSA IPOBOIATCH B KOMIBIOTEPHOM KJIacce (ayAMTOpHs 204-6).

llepeuens ucnoMIBE3yEMOro JTHIIEH3HOHHOTO IPOrPAMMHOTO 0GECIIEYEHH)S:

naker MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.



PaGouyio nmporpamMMmy COCTaBHII CT. IIpenozasareis kKap. ICY ( /}j/f / Byrposa O.C.

(®HO, -lyzﬁ‘me/s)

PenensenT (npeacraButens paboToaarens)
MKY «Ynpasienue rpaxaaHcKoi 3amuTs! ropoja Bragumupay,
Ha4YaJIbHUK YTIpaBJICHHUS

(Mecro pabotsl, fomkHOCTE, PHO, Foxmucs)
[Tporpamma paccMoTpeHa 1 onoﬁpeHa Ha 3acelaHuu /Kad)eﬂphl £

Tlpotokon Ne 4 or 26 0OA&1%rona
3aBenyromuii kadenpoi ICY ["otixep O.JL.

C/(tbﬁ;f TIOJITTHCh)

PaGouyas nporpaMMa paccMOTpeHa M OZOOpeHa Ha 3acelaHdd yIeOHO-METOJIMYECKOH KOMHCCHH
HampasyieHus 38. UZ} 01 «'31(0HOMHK8>>
IIpotokoa Ne -] r 2. 00X 19 ropa ;,./
Vad
[Ipencenarens KOMHCCHH 4 3axapos I1.H.
(@P{O. TOINHMC)

benukos B.H




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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