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1. OHEJHA OCBOEHHMA TUCITHUILINHBI

Lenbro H3y4eHHs MUCHMIUIMHBI «ONEKTPOHHBIM JOKYMEHTOOOOPOT» SBISETCS IONyIeHHE H
yriyOrnenyre 3SHAHHK O IPHHIHMIIAX IOCTPOSHHUS JOKYMEHTOB H OCHOBaX (OpPMHpPOBaHMA JOKYMEHTO000pOTa
B OpraHu3alis H YUPSXKICHUAX pasiuyHblX (opM cobctBeHHOCTH. DOPMHPOBAHHE Yy CTYAEHTOB
MIPaKTHIECKHX HABHIKOB II0 CO3JAHMIO B 00paboTKe JOKYMEHTOB B NalbHEHIIEM GYIeT CrocoGCTBOBATE HE
TONBKO (o0Jiee YCIEIHOMY OCBOGHHIO JIMCIMIUIMH, H3yYeHHE KOTOPBIX IpenonaraeT pabory c
JNOKyMEHTAIHEH, HO H MPOXOXKICHHUIO IIPAKTHKY Ha H0Jiee rpaMOTHOM YPOBHE.

3a/1aun H3YUSHUS TUCIAILIHHEL

- ¢hOpMHEPOBATE Y CTY/IEHTOB YETKOE NPEJICTaBICHHE O HEOOXOUMOCTH B PONH TOKYyMEHTHPOBAHHS
B JIeSTEILHOCTH OPraHH3aIki;

- O3HAKOMHTH CTYICHTOB C OCHOBaMH 3JIEKTPOHHOIO IEJIOIPOHM3BOJICTBA M JOKYMEHT0000pPOTA
OpraHU3aIHH;

- O03HAKOMHTH CTYIEHTOB C OCOOEHHOCTSMH 3aIUTHl CIy)XeOHOM ¥ KOH(pHICHIMAILHOM
uH(popManuH, 00eCIedeHHI OTKPEITOrO JOCTYIIA IPaXIaH K HHOOPMALMH B COOTBETCTBHHE C IONOKEHHIMH
3aKOHO/IATEILCTBRA;

- HAy9UTh CTYAEHTOB OPHEHTHPOBATHCS B CHTYAIMAX, TPeOYIONMX HM3HaHHA COOTBETCTBYIOIIHX
JIOKYMEHTOB.

Z MECTO JUCHHUIIVIMHBI B CTPYKTYPE OIIOII BO
Jucnuniyga « QNeKTPOHHEIH JOKYMEHTOO00POT» OTHOCHTCS K JUCLMIIIMHAM 0a30BOH YacTH.
ITpepexBusutel quenumnnuel: MadopmaTuka.

3. ILTAHUPYEMBIE PE3YJIbTATBI OBYUEHHS 11O JUCIHHAILINHE
Ilmanwpyemele pesyipTaThl 0Oy4eHHMss MO [OHCLHUIUIAHE, COOTHECEHHBIE C IUIAaHHPYEMBIMH
pesynsratamu ocBoerus OIIOIT

Kon opmupyeMbIx KOMIIETEHIUH YpoBeHb IInanupyemsle pe3ysbTaThl O0Y4EHHS [0 OHCIMIITHHE
OCBOEHHUA XapaKTepH3yoLHe 3Tarnsl POPMHPOBAHHS KOMIIETEHLIMIA
KOMIIETEHIIHH (moKazaTenu OCBOEHHS KOMIIETEHIIH)
1 2 3
OK-3 YacTtuuHoe - 3HaTh 6a30BBIE 3KOHOMHYECKHE IMOHATHA, O0LEKTHBHBIE OCHOBEI
CIocOOHOCTh MCIIOB30BATE OCHOBEI OCBOEHHUE (YHKIIHOHHPOBAHHA SKOHOMHMKHM M TIOBEIEHHS JKOHOMHYECKHX
9KOHOMMYECKUX 3HAHUH B Pa3sIAYHBIX AareHTOB,;

chepax IesiTeNbHOCTH - YMeTp pemaTh  THIHYHBIE  33Ja4H, CBS3daHHBIE  C

npo(ecCHOHATBHBIM U THIHEIM (PMHAHCOBBIM IUTAHHPOBAHHEM;

- Bpagets MeTOHAMH  IUTaHHPOBaHHS  NPOQECCHOHAIBHOI
HEATeNbHOCTH, MCIONB30BAHMA  JKOHOMHYECKMX 3HAHHH B
potecCHOHANBHOM PaKTHKE.

ITK-1 YactiaHoe - 3HaTh OCHOBHBIE TIOHATHS, WHCHONB3yeMBle 1ng 0630pa
crnocobHOCTh cOOpaTh U OCBOEHHE uHQOpMaLHH;

MPOAHATN3UPOBATH HCXOHBIE aHHBIE, - YMers  aHanuW3upoBaTh  WH(OPMAIMOHHBIE  HCTOYHHKH,
HeoOX0IHMEIe JUIST pacdeTa aHAIH3HPOBATh 3KOHOMHYECKHE W COLHAIbHO-IKOHOMHYECKHE
IKOHOMHYECKHX H COLMABHO- NOKa3aTelH, XapakTepHU3YIOUIMX JeATeNbHOCTh XO03MHCTBYIOIIHX

IKOHOMHYECKHUX MMOKa3aTene, CyOBEKTOB;
XapaKTepH3YIONIMX OeATeIbHOCTD - Branmete HaBbIKamMM opraHmsanuy cOopa MH(QOPMAlME WA UL
XO3SHCTBYROIIHUX CYOBEKTOB pacueTta SKOHOMUYECKHX " COLMATILHO-3KOHOMHYECKHX

Tokaszartesed, XapakTepH3yIOLIHX NeATeNbHOCTh XO37HCTBYIOLIHX
cyOBEKTOB.




4, OBBEM U CTPYKTYPA TUCIIUIIJINHBI
TpyIOEMKOCTh IMCIHMILIAHEI COCTABIISET 6 3aUCTHBIX SIHHHIIBL, 216 4acoB

Buer yaeGHOH
paboTsl, BKIHOYAS
CaMOCTOSTENEHYIO
paboTy cTyIEeHTOB
o ¥ TPYLOEMKOCTS (B DopMbI
= yacax) O6sem yueGHOM TEeKYILETO
e 3 paboTsl, KOHTPOIIA
Ne HaimeHoBaHHE TeM H/HIK g § E = C NPUMEHEHUEM YCTIeBaeMOCTH,
wn pas/enoB/TeM TUCIIATUTHHEL 5 = 5 é WHTEPAKTHBHBIX hopma
© S < 5 =3 METOJIOB TIPOMEKYTOUHOH
= = = o © (B wacax / %) aTTecTalluH
5 g 2 O (no cemecmpam)
= g £
E| &
o a.
= | &
= &
=
1 Tema 1. TloHATHE 3IEKTPOHHOIO 228
JOKYMEHTa H 3NIEKTPOHHOTO | 3 1-2 14 14 2,1/75
IOKYMEeHT00D0poTa.
2 Tema 2. CuHcreMbl yIpaBleHH: 23 2,25/75 .
PeHTHHr-KOHTPONE
IEKTPOHHBIM 3 3--6 15| 1.5 Ne 1
JIOKYMEHTOOOOpOTOM. )
3 Tema 3. CucTembl SMEKTPOHHOTO | . 28 | 15| 15 223 2,25/75
TOKYMEHT00H0pOTA. ’ ’
i 22,8
4 Tema 4. Cpenctsa TIpynmoBOH 3 910 | 1.4 | 14 2.1/75
paboTEL.
22,8 i -
5 Tema 5. CucTeMbl YIOpaBleHHS 3 |12 | 14| 14 2.1/75 PeiTHHI-KOHTPOIIb
0cOOBIMU BHIAMH JOKYMEHTOB. No2
228
6 |Tema 6. KoprnopaTuBHEIE 3 | 1306 | 14| 14 21175
uHGbOPMALHOHHbIE CHCTEMBL.
22,8 i -
7 Tema 7. BHegpeHue KOPIOpaTHBHEIX 3 | 178 | 14 | 14 2.1/75 PelTHHT-KOHTPOE
HH)OPMALHOHHBIX CUCTEM. Ne3
Beero 3a III cemectp: 10 | 10 160 15/75 Dk3ame (36)
HToro mo MHCUMILIMHE 10 | 10 160 15/75 Dizamen (36)

Copep:xaHue JeKINOHHBIX 3aHATHH 110 JUCHHILIHHE

Tema 1. [ToHSTHE 5IEKTPOHHOTO JOKYMEHTA H 3MEKTPOHHOTO JOKyMEHTO000pOTA.

[ToHsATHE SMEKTPOHHOTO JOKyMeHTa. [[oHITHE 3MeKTPOHHOr0 HokymenToobopora. [IpenmyinecTsa i
HEIOCTATKH 3JIEKTPOHHOTO TOKYMEHTA.

Tema 2. CHCTEMBI YIIPABICHUS 3JEKTPOHHBIM JOKYMEHTO000POTOM.

OCHOBHbIE NPUHIANEI pabOTHl CHCTEM YIPABICHHSA 3IEKTPOHHBIM JOKYMEHTOOOOpOTOM. Buist
CHCTEM IEKTPOHHOT0 JOKYMEHTO000pOTa.

Tema 3. CHcTeMBI 3JIEKTPOHHOTO JOKYMEHT0000POTA.

Tumel  CHCTEM  3J€KTPOHHOrO  JoKyMeHTooOopora. CpaBHEHHE  CHCTEM — 3JNEKTPOHHOTO
JOKyMeHTooOopoTa.

Tema 4. Cpencrsa rpynmnoBoi paboTEL

[Monsitee, mpuHIMNIEL paboTEL IIpEMeEpPHI IpOrpaMMHEIX TPOAYKTOB.

Tema 5. CucTeMbl yrpaBlieHus 0COOBIMU BHIAMH JIOKYMEHTOB.

TTorsTHE, IPHHAIANEL PabOTEL. PaccMoTpeHne CTpYKTyphl M uHTepdetica PDM-cucTem.

Tema 6. KopriopatuBHbIe HH(OPMAITHOHHEIE CHCTEMBL.

[TousiTie, ocobenHocTH, MoayaH. Kiaccubukarms KOpIopaTHRHEIX HHOOPMAITMOHHBIX CHCTEM.

Tema 7. BHezpeHue KOPIOPAaTHBHEIX HH(QOPMAaIMOHHEIX CHCTEM.

Bapuants! BEeapenus KVC: mpeumymectsa i HepocTatky. CocTas, lem 1 3aiaun sHenpers KIC.

CopepxaHue NPAKTHIECKUX 3aHATHIH 110 JHCUHILTHHE
Tema 1. 1C Jloxymentoobopot: V3ydenue unTepdeiica CHCTEMEL




Tema 2. 1C NoxymenTooGopoT: BHecenue B Gasy cBefeHui 0 COTPYIHAKAX ¥ [I0JIB30BATESX.
Tema 3. 1C IloxkymerToo6opot: Co3manne OTIENbHBIX BUAOB JOKYMEHTOB.

Tema 4. 1C TokymenTo060pOT: 3anmoHeHHe MONEH KapThl JOKYMEHTA.

Tema 5. 1C Jlokymentoo6opor: Peyraktiposanue daiinos. KoaTpoms Bepcuit

Tema 6. 1C lokymenTooGopoT: YpaBieHHE JOrOBOPaMH ¢ GOPMHPOBAHUEM CMET.

Tema 7. 1C JokymeHTO0GOPOT: YIIpaBieHHe IPOEKTaMH.

5. OBPA30OBATEJILHBIE TEXHOJIOI' UH
B npenogaBanuy TUCHMILTHHEL « DNeKmpOHHbIT OOKYMEHMOOG0PONY ACTIONB3YIOTCS pazHoobpasHbIe
00pa3oBaTeIbHbIC TEXHOJIOTHH KaK TPaJWIMOHHEIE, TaK M C [PUMEHEHMEM AKTHBHBIX M HHTEDAKTHBHEIX
METOIOB 00ydeHHsI.
AKTHBHBIE ¥ HHTEPAKTHBHBIE METOIBI OO0 YUCHHUS:
— Humepaxmuenasa nexyus (memaNe 1, 2, 3, 4, 5, 6, 7);
— Ipynnosas ouckyccus (memaNe 1, 2, 3, 4, 5, 6, 7);
— Ponesvie uzpel (mema Ne 3, 4, 6, 7);
— Tpenunz (mema Ne 5);
—  Awnanus cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Pasbop xonkpemnwix cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7).

6. OHEHOYHBIE CPEACTBA JUISI TEKYIIETO KOHTPOJIA YCIIEBAEMOCTH,
MMPOMEKYTOYHOM ATTECTAIIAHA IO UTOT'AM OCBOEHMSI JAUCIHTHATIVIMNHLI 1
YYEBHO-METO/JHYECKOE OBECITEYEHUE CAMOCTOSITEJIBbHON PABOTbI
CTYAEHTOB
Texywuii KOHMPOIL YCHEBAEMOCHIM.
PefiTuHr-konTpoJs 1

1. Onexmponnviii 0oxymenm coznacno Pedepanvuviti 3axon om 10.01.2002 Ne 1-D3 «O6 anexmponnoii
Yuposoil noonucuy - smo:
a) 3allHCaHHOE Ha MAIIWHHOM HOCHTENE 3IEKTPOHHOE COOBIMIEHHE, PEKBH3UTEI KOTOPOTO OMOPMICHEI B
COOTBETCTBHH C HOPMATUBHBIMHU TPeOOBaHMSIMHI
6) moboe coobmenue, 3amucKa, TEKCT, 3aNMCAHHEI Ha MAITHHHOM HOCHTEIE
B) JIOKYMEHT, B KOTOPOM HH(DOPMAIIHS IPEACTABICHA B 9]IEKTPOHHO-ITH(GPOBOH hopme

2. Kaxumu 6u0amu HOpMAmMuSHbIX aKkmoe pezynupyemes OOKYMeHmoobopom op2anusayuu?
a) BCE OTBETHI BEPHEL;

0) OTpacneBEIME H MEKOTPACITEBEIMU;

B) TOCYTAPCTBEHHBIMH;

I') TOKaIbHBIMU aKTaMK OpraHH3aLKii.

3. Bepno nu ymeepoiwoenue, ymo K6anupuyuposanian u Hexeanupuyupoeannas 31eKmpoHHan yu@dpossie
ROONUCYU EbIOAIOMCA 6 CREYUANLHBIX YeHmpax u npedcmasnsiom coboil reu-HaKonumens ¢ 3anUCanHbim
Ha HeMm KoOom?
a) 1a;
0) HerT.
PeliTuHr-kouTpoJs 2
4. Kaxas u3 nepequcienuvix cucmem 2NeKmpoHH020 OOKYMEHMO0B0POma A818emcs ONmuMansHo?
a) Lotus Domino.Doc;
0) Heno;
B) 1C:Apxus;
r) DIRECTUM.

3. Bepro nu ymeepowcoenue, umo cucmema «1C. JJokymenmoobopomy noseonsem ocyuecmensime paccolixy
NpUSIAuieHUt Ha NOCeuferte 3an1aHUpOSaAHHbIX MEPONPUSIMULL 6CeM COMPYOHUKAM OP2aHUIAYUL?

a) 1ia;

0) Her.



6. Ilpozpammuoe obecneuenue Lotus Notes omnocumes x:

a) CHCTeMe YNPaBICHHs 0COOBIME BHIAMU JOKYMEHTOB;

6) cpecTBaM IpymIOBo paboThL;

B) CHENUATBHBIM  MOAYMNSM  yIpPaBJICHHS TOKYMEHTOOOOPOTOM B COCTaBe  KOPHOPATHBHBIX
HH(OPMAIMOHHBIX CHCTEM ISl TIPEATPHSTHIL;

I') YHHBEPCATBHBIM CHCTEMAaM 3JIeKTPOHHOTO JIOKYMEHTO000pOoTA.

7. Kakozo u3 61008 snexmponnoti yugposoii hodnucu ne cywecmeyem?
a) IpocTas;
0) 1opumHdecKas;
B) KBaNU(HIMPOBAHHAS,
I') HeKBaNHDHIMPOBAHHASL.
' PefiTunr-konTpoas 3
8. Umo us nepewucienHozo ne OmMHOCUMES. K napamempam Hocumene;i INEKMPOHHBIX QOKYMEHMOB?
a) CTOMMOCTh XpaHeHns | Merabaiita napopmarmu;
0) BO3MOXHOCTB OCYIIECTBIEHHS TIOMHOTEKCTOBOTO IOUCKA;
B) CKOPOCTb JOCTYTIa K HH(OPMAITHH.

9. Ilo0 cnyacebuvim 51eKmponHbIM QOKYMEHMOM HOHUMACTNCA.

a) 3allHCaHHOE HA MAITHHHOM HOCHTENE JNEKTPOHHOE COOGIIEHHE, PEKBU3HUTEI KOTOPOTO OQOPMIIEHEI B
COOTBETCTBHH C HOPMATHBHBIMH TPeOOBaHHAMHY;

0) ZOKyMeHT, B KOTOpOM HH(OpPMAIUs TPeICTaBIEHA B BIEKTPOHHO-IIU(POBOIt hopme;

B) CTPYKTYpHPOBAaHHBIH WHGBOPMAIMOHHEIL OGBEKT, B COOTBETCTRHE KOTOPOMY MOKET OBITH IIOCTABJIEHA
COBOKYIIHOCTb (aiiios, XpaHANINXCs Ha HAKOIHTEIE KOMITBIOTEPA;

r) mo6oe coobIIEeHre, 3aIHCKa, TEKCT, 3aIHCAHHEN Ha MAITMHHOM HOCHTEILE.

10. Bepno nu ymeepocoenue, umo cucmema «IC. Lokymenmoobopomy noszeonsem ocywecmensimey
NPOCMOMpP OOKYMEHMOE U (aiinos ¢ epynnuposKoti no pasnuyHbiLM npusHaxkam (no euoam OOKYMeHmMos, no
npoexmam, no omoenam):

a) na;
0) mer.
Ipomesicymounas ammecmayus no umo2am 0ce0eHUs OUCYUnIUHb] (sx3aMeH,).
Crnmcox BOIIPOCOB K YK3aMeHY
1. IlomaTue moxyMeHTa, TOKYMEHTOO60OPOTA M IIOTOKA JIOKYMEHTOB.
2. Mecro CO/I B uHOPMAHOHHOH CHCTEME IPEATPHATHSL.
3. Tumer COJI (cuCTEM 5MIEKTPOHHOIO JIOKYMEHTO060pOTa).
4. Knaccuduxanus aRTOMaTH3HPOBAHHBIX CHCTEM JIENONPOA3BOLACTRA U 3JIEKTPOHHOTO

JOKyMeHTo0DOpOTA.

5. Tenpmenuwnu passuTHs CHCTEM 5IEKTPOHHOIO JOKYMEHTOOGOPOTA.

6. JlokymenT B HH(QOPMALHOHHOMN crucTeMe. THIIBI JOKYMEHTOB B HHQOPMAaIHOHHOH crucTemMe: GyMaKHBII
JOKYMEHT, 00pa3 JOKYMEHTa, S1EKTPOHHBIH JOKYMEHT, CTPyKTYPUPOBAHHEIE JOKYMEHTEI, XML —
IIPEJICTABIICHHE.

7. Hoxyment B COJI. Cosnanue. Penakruposanue. ITyGnuxamus. ApXUBHpPOBaHHE,

8.  OcHogupie BosmoxwuocTs CIJI: Ilonck noKyMeHTOB. MapmipyTH3anus u KOHTPOIIb HUCIIOTHEHHS.
OTt4ersl.

9. Ocuosrsle BozmoxkHOCTH CDJI: AnMuaKCTpHpOBanKe. Bo3MOKHOCTH COTPYIHHKOB.

10. Ocuosnsre pynxmun COJI. Tunossie TpeGosanus k CI]I.

11. IlpenmymecTsa BHEAPEHHS CHCTEMEI IIEKTPOHHOIO JIOKYMEHTO060POTA.

12. Ilpuumne! aBTOMaTH3anuy. BEIGOP CHCTEMEI ABTOMATH3AIHH.

13. Kpatkuii 0630p prika i knaccudurarnms miatdopM, TpeIcTaBlIeHHbX Ha poiake CO]I.

14. Cpezcrsa rpynmoBoit paboThL.

15. Cucremsl ynpaBineHHS 0COOBIMH BHIAMH JOKYMEHTOB.

16. CrenmansHble MOy yIpaBIeHHs JOKYMEHTOOG0POTOM B COCTAaBE KOPIIOPATHBHEIX
HHGOPMATHOHHEIX CHCTEM



17. KopnopatusHast HH()OPMAIHOHHAS CHCTEMA.

18. CucTeMBl aBTOMAaTH3AITHH JeJIOIIPOU3BO/ICTRA.

19. Iloxcucrema apxupa IOKyMEHTOB, YIIPABICHHS KOHTEHTOM U CPEZCTBA CTPYKTYPH3AIIHH.
20. CrereMB! BBOJA JIOKYMEHTOB U CHCTEMBI 06paboTKH 06pa3os JIOKYMEHTOB

21. IloncucreMa MapIIpyTH3AIMH TOKYMEHTOB H YIPABICHHS 38 IaHIAMH.

22. Tunsl npAIoKeHUH, BHEIPSEMBIX B paMKax KopropaTuezoi C]I,

23. DnextponHas nH(ppOBas MOAKCH: [OHATHE, BU/BI H PeIIacMEBIe 3a1atH.

Camocmosmenvnas paboma
Tembl pedepaton

1. IlonsiTre nokymeHTa, TOKyMEHTOOG0POTA | TTOTOKA JOKYMEHTOB.
2. [lenw BHEAPEHHS JIEKTPOHHOIO TOKyMEHTOOGOPOTA.
3. Mecro COJI B HHQOPMALHOHHON CHCTEME HPEIIIPHSITHS.
4. Trmsr COJT (cucTeM aMeKTPOHHOTO AOKYMEHTO060pOTA).
5. Kimaccuukanmus aBTOMaTH3HPOBAHHEIX CHCTEM JEIONPOH3BOJCTRA U SIIEKTPOHHOTO JOKYMEHT0000pOTA.
6. TeHneHIUH Pa3BHTHS CHCTEM SIEKTPOHHOTO JOKyMeHTOo00O0poTA.
7. [loxymeHT B HHQOPMAIHOHHO# crucTeme. THITE JOKYMEHTOB B HH(DOPMAHOHHOM cHcTeMe: GYMAaYKHBIH
IOKYMEHT, 00pa3 IOKyMEHTa, NEeKTPOHHBIA JOKYMEHT, CTPYKTYPHPOBAHHEIE JOKyMeHTEI, XML —
IIpE/ICTaBICHHE.
8. oxyment B8 COJI. Coznanue. Peaktuposanue. ITy6mmKarus. ApxuBHpOBaHHE.
9. Tunosbie kommoreHTs! COJ1: XpaHHTHIIE KapTOYeK (atpubyTOB) TOKYMEHTOB; XpaHHUIIHINE JOKYMEHTOB;
KOMIIOHEHTEI, OCYIIECTBIIIONIHNE OH3HEC-TIOTHKY CHCTEMEL
10. Ocuornere BosmoxkuaOCTH CO/I: TToHCK JOKYMEHTOB. MapmpyTH3aryst # KOHTPOIIb HCIIOTHEHHS.
OT4eTsr.
11. Ocnosrsle BosmoxrOCTH CIJI: AIMUHHCTpHPOBaHIE. BO3MOKHOCTH COTPYAHHKOB.
12. Ocuosuste dynxnuu CO/I. Tunossie tpeGopanus k COJI.
13. IlpenmyInecTsa BHEAPEHHA CHCTEMBI 3JIEKTPOHHOTO TOKYMEHTOOGOPOTA.
14. Ilpuumns! aBTOMATH3AME. BEIOOD CHCTEMBI aBTOMATH3ALM.
15. Kpatkuit 0030p peiEka i KiaccuuKamus m1atdopm, IpeICTABIEHHEX Ha pemke COJI.
16. CpencTra rpynmoBoit paboTeL.
17. Cucremsl ynpaBieHHs 0COOBIMH BHAMH JOKYMEHTOB.
18. Crenmanbubie MOy yIIpaBIeHHS JOKYMEHTOOO0POTOM B COCTABE KOPIIOpaTUBHBIX
HH(OPMAIHOHHBIX CHCTEM
19. KopmoparueHast nHGOpMaIMOHHAs CHCTEMA.
20. YHEBepcalbHbIE CHCTEMBI SIIEKTPOHHOTO TOKYMEHTO000DOTA.
21. ITomcucTeMBl aBTOMATH3AMHA JOKYMEHTOO00POTA.
22. CucTeMBl aBTOMATH3AIMH JAEIOIPOU3BOICTBA.
23. Tloncucrema apxuBa TOKYMEHTOB, yIIPABIEHHs KOHTEHTOM H CPECTBa CTPYKTYPH3aIlHH.
24. CucteMsl BBOJIA TOKYMEHTOB M CHCTEMEI 06paboTKH 06Pa30B IOKYMEHTOB
25. TlomcrcreMa MapImIpy TH3AIME JOKYMEHTOB | YIIPABICHHS 3a{aHUSIM.
26. CHCTeMBI KOMIUTEKCHOH aBTOMATH3aIHH GH3HEC-TIPOIIECCOB.
27. TunBI IPANIOKEHHH, BHEAPSIEMBIX B paMKax KopriopaTuBHoit CDJI.
28. ApXHBHI 2IEKTPOHHEIX TOKYMEHTOB.
29. ABTOMaTH3aIMs IPOIECCOB KIIACCHIECKOTO POCCHICKOTO JOKyMeHTooOOopoTa
(TTozueprKa OKYMEHTalHOHHOTO obeciieyerust ympasienus - JOV).
30. Mcropus Baenpenus CO/I.
31. Onexrponnas nudpoBas MOANKCH: OHITHE, BU/IBI H PEIaeMble 38/1adHu.

q)OHJI OIICHOYHBIX CPEIOCTB MJIA IIPOBEICHHS aTTECTAUH YPOBHA C(.bOpMI/IpOBaHHOCTH KOMIIETEHIIHH
06yqa}on1m{02 II0 JHCIHITTIHHE OQJOPMJ'[HCTCH OTHOCIBHBEIM JOKYMCHTOM.



7. YYEBHO-METOHYECKOE U HHP®OPMAITMOHHOE OBECHEYEHUE

JANCIAIIJIMHBI
7.1. KaurooGecne4eHHOCTE
Haumenosanue JIHTEPATyphl: aBTOP, HA3BaHHE, Tom uspanus KHHUI'OOBECIIEYEHHOCTB
BUJI H3[[aHAA, H30ATEIbCTBO
Komuyectso sx3emnnapos Hanmgue B
H3TaHui B 6ubnuoreke Bal'V & JNEKTPOHHOM
cootBeTcTBHH ¢ DI'OC BO bubnuorexe Bal'y
1 2 3 4
OcHoBHas uteparypa
1. Kyssmuna, M. B. enonpon3ssoacteo 2017 http://’www.iprbooksh
[DsexTpouHELi pecype] : yueGHOE MOCoGHe / op.ru/74718.html
H. B. KyssMuHa. — DNeKTpoH. TEKCTOREIE
JaHHble. — M. : MockoBckii
T'YMaHHTapHEIH yHUBepcuTer, 2017, — 128
c. — 978-5-906912-98-5
2. DNEKTPOHHOE TIPABHTENLCTRO. 2017 http://znanium.com/ca
SIEKTPOHHEI IOKYMEHTOOBOPOT. Tepmunnt talog/product/809828
W onpefeneHus : yueb. mocodue / C.IO.
Kabarmos. — M. : HHOPA-M, 2017. — 320
¢. — (Beiciee o6pasopanne: bakanappuar)
3. Crenanosa, E. H. Cucrema 31eKTpoHHOrO 2016 http://www.iprbooksh
okymeHToobopoTa (o6nauHoe peleHue) op.ru/73341.htm

[SnexTponnbIi pecype] : yueGHoe mocobue /
E. H. CrenanoBa. — DeKTpOH. TEKCTOBbIE
HanHble. — Caparos : Al [Tu Dp Menua,
2018. — 182 c. — 978-5-4486-0136-1

JononHuTensHas JHUTEpaTypa
1. MnGaes, 1. B. [TpaBoBoe peryamposanme 2016 http://www.iprbooksh
SJIEKTPOHHOI0 NOKyMeHTo06opoTa op.ru/57260.html
[SnexTponusbLii pecype] : yueGHoe mocobue /
H. B. Illu6aeB. — DiieKTpoH. TEKCTOBbIE
AaHHble. — Capatos : By3osckoe
obpazoganue, 2016. — 70 ¢. — 2227-8397
2. Pribakog, A. E. OcHOBEI 2016 http://www.iprbooksh
ACTONPOU3BOACTRA [ DNeKTPOHHEIH pecype] : op.ru/67690.html
yuebHuk / A. E. Pri6akoB. — DrekTpom.
TEKCTOBEIE JaHHEBIe. — MHHCK ;
Pecny6mukanckuii ugctuTyT
npodeccHOHANBHOro 06pa3oBaHus (PHUI10),
2016. — 320 c. — 978-985-503-606-8
3. KondunenmuanbHoe 1e10npon3BoaCcTBO K 2016 http://www.iprbooksh
3ALUMIICHHBIH 37eKTPOHHEIH op.ru/66416.html
MOKYyMEHTO000pOT [DnekTpoHHsIH pecype] :
yuebuuk / H. H. Kynses, A. C. JIémymkun,
A.T. ®abpuunos, T. B. Konpparuesa ; mox
pex. H. H. Kynses. — DniekTpoH. TekcToBbIe
nanHeie. — M. : Jloroc, 2016. — 500 ¢. —
978-5-98704-711-8

7.2. UaTepHET-pecypesl

1. lemo-Bepcus mporpammuoro npoxykra 1C: HoxymenTooGopor - http://v8.1¢.ru/doc8/demo/

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JAUCIATIINHBI

Hmst peanmusaluu MaHHOM NMCHHUIIIMHEL HMEIOTCS CIIEIHATLHbIE IIOMEIIEHHS JUIST IPOBEJICHUS
SAHATHH JeKYUOHHO20 MUNA U 3QHAMUL NPAKIMULECK020 TMUNQ, MeKyue2o KORMpONsL U NPOMENCYMOUHOT
ammecmayiy, a maxice noOMeueRUs Oisk CamoCmosmenbHOU pabome.

IIpakTHyecKkue 3aHATHA IPOBOIATCS B KOMIIbIOTEPHOM Kiacce (ayauropus 204-6).

Ilepedens HCMONB3YEMOTO THIIEH3HOHHOTO IIPOrPaMMHOI0 00ecTIeYeHuS:

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