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1. IEJIH OCBOEHHMS JIMCUMTTJIMHBI

Llenwio ocsoenus aucunninub «JJokymentannontoe obecneueline NpodeccHonaLIof
ACATCILHOCTHY  ABAACTCS  nojyueHue M yriyOneHue 3uaunii 0 OPHHLHIAX  HOCTPOCHIIS
JOKYMEHTOB M OCHOBAX (POPMHPOBAHMA [OKYMEHTOOGOPOTA B OPraHu3aiins 1 yupeHkIcHHAN
pasnuuHbX (popm cobersennocTi. DopMupoBanne y CTYACHTOB NMPAKTHYECKHX HABLIKOB 110
CO3JaHMIO 1 0OpaboTKe JOKYMEHTOB B JaibHeliliem OyiaeT crnocobeTBoBaTh He TONLKO Gollee
YCHEHUIHOMY OCBOCHHIO ANCUHIIINIL H3YHYEHNE KOTOPBIX MPEANoaaraeT paboTy ¢ T0KYMEHTaItHeii.
HO M IIPOXOZKACHHIO MPAKTHKN Ha DoJice rpaMoTHOM VpoBIIE.

OCHOBHBIMH  3aauaMi W3yUCHHs AHCHHIIHHBL  « JloKyMeHTalonioe  odecieel e
MPO(eCCHONAILHON  JIEATENLHOCTHY  SBISHOTCS: chopmupoBati v CTyiACHTOR
NpeCTaBieHie 0 HEOOXOAUMOCTH H POJIH AOKYMEHTHPOBAHMS B JICSTENLHOCTH OPratmsaiiii:
O3HAKOMHTDL CTYACHTOB € OCHOBAMH IJIEKTPOHHOTO AEJONPOM3BOJCTBA 1 JIOKYMEHTOOGOPOTA
OPranusalim; - O3HAKOMHTL — CTYIEHTOB ¢ OCODEHHOCTAMH  3QIMTBLI  CAVKEOHOH 1
KOH(HAEHIHAIBLHOI HHpopMan. obecnieueH s OTKPBLITOrO JIOCTY A IPpazkaan K HH(OPMaltii B
COOTBETCTBHH € TIONOKCHUAMH 3aKOHOMATENILCTBA; HAYUHTL CTYJACHTOB OPHEHTHPOBATLCS B
CHTYaLMSIX, TPEOYIOIIMX H3/1aHis COOTBETCTBY IOLIMX NOKYMCHTOR.

HCTROC

2. MECTO JUCUHNIJIMHBI B CTPYKTYPE OIOM BO

Jucuunauna «lokymentaunontoe oGecneucHme MPOPECCHOHANLHON  JEHTCHLIOCT I
OTHOCHTCS K 00s13aTENBLHON YacTH.

3. NJIAHUPYEMBIE PE3YJbTATBI OBYYEHMSI O AMCLIMILINHE
[anupyemple  pesyaptatsl 00yueHHs M0 JHCLHIUIHHE. COOTHECCHHBIC ¢ MAQHHPYCMBIN
pesynbratamu ocsoennst OHOLT (KOMNETEHLHSMI 1 HHMKATOPAMH AOCTHREHHS KOMISTCH L)

dopmipyemnbie
KOMOETeHILHN

(KO colepikaHie
KOMMACTCHLLHM)

[aannpyembie pesynbTaThl 00YYeHHs 10 AHCIHTANHE, B
COOTBETCTBII € HHANKATOPOM AOCTHIKEHIS KOMMETEHILHH

HMuankarop goctiskenns
KOMMNETEH N
(K00, codepucaniie unduKamopa)

Pesynbrarts 0byuenng no
JMCUHIanHe

Hanvenosanme
OLLEHOHHOTO
cpeieTBa

OIMK-3. Criocoden
HCTTONBL30BATL
coBpemenibie
HopMatLoL e
TEXHONOT I 1
MPOrpaMmHble
cpescTsa npy
petienim
npodeccHonantHbix
Jaa.

OIMK-5.1. 3naet cospementbie
TEXHHUECKNE CPEICTBA H
HHPOPMALLIOHHBIE TEXHOTOTHI

3naent 0COBEHHOCTH BHYTPH- 1
MEROPTAHH3ALHOHHOTO
BIaMOACTiCTBIA
Mueem  ocyuiectnat
PadoT ¢ unelomeiics nndopyatei
Biaoeem npaktiHaeckiymin naBbikan i
cocTasierist. obpaborkn 11 padornl ¢
JOKYMeHTaumei OpPradusaiig
PasIHIHOIO  VPOBRHS  C
nopeltweits  agestisHocTn ee
pPadoThl

Hepeicin

eI L

Tecrosbie
BONPOCHI,
Ipakiiko-
OPHCHTHP OB -

IO e e

OTIMTK-5.2. ¥YmeeT ncnoasiosarts s
PELEHUS aHANHTHYECKHX 1
HCCAEN0BATENBCKIX 3a0au
COBPEMEHHBLIE TEXHITUECKHE
cpencTsa i HH(popMaloHHbie
TEXHONOTHIH

3unaem ocHoBHbIE BIILI
AOKYMeHTaun, opmupyemoil s
OPrafn3annax

CO3JABATL  VCIOBHS 113
ahpexTBHOrO BranmoneiicTeig Kak
MEHLY COTPYAHMKAMI OPFaiiiaii.
TAK 1 OPranisannm ¢ sueuineii cpenoi
Baaoeem npakriveckiumu nagnicasi
pPadoThl C
HHpOPMALLIONHBIMI
JaHHbBIX

Maeem

HMEIOULINICH
MacCHBamMn

Tecronnie
BONPOCHI,
Hpakriko-
OPHEHTHPOBAN-
HOE a1




OIMTK-5.3. Bnaneert nasbikamm
HCTIONL30BAHNA 17151 el
AHATUTHYECKIN 1
HCCNEN0BATENLCKIN 3a/1aY
COBPEMEHHBIN TENHHUECKIN CPERICTS
I UHPOPMALHOHHBIX TEXHONOIHI]

Juaem ocnoBHbIE OCOGEHHOCTH 1
BO3MOMKHOCTH NPOrPAMMI LN
MPOAVETOBR N0 OPIaHi3aii
AERKTPOHHOND B3aHMOAeiiCTRI
VUACTHIKOB JIOKVMEHTHPOBAIHBIN
rpoteccon

Vateem odopuaste ocnosibie s
JIOKVMEHTOR opraa B
COOTBETCTRINI o TPEGOBAH SN
HOPMATHBHO-TIPABOBOIO XapaKTepi
Baaoeem vassikamin cocTapienis
JIOKYMEHTOB OPraHi3aLii. 0OCHOBANII
PadoThi ¢ AOKYMEHTAMH OPraHiatii

Tectonnie
BOHPOCH.
Ipakriko-
UI)HL‘H PP OB -

IO Selfine

OIMK-6. Cnocoden
HOHIMATE TPHHLLHGI
padoThl
COBPEMEHHDBIX
HIHPOPMEALLITOHHBIX
TEXHOJIOTHIT 1
HCTIONL3OBATE X I8
peiteig sa1an
[potpeccHoHaLHOI
HeATENLHOCTH

OIK-6.1. 3naer npununne padoThi
HH(OPMALIHOHHBLIX TEXHONOTHI

3naem npaguna opranuzaii
npotecca HHOPMaIHOHHOIO
B3ANMONEHCTBIA

Yareem  ocywectsiats  nepeucts
AEHCTBITT 10 HOKYMEHTALHOHHOMY
CONPOBOKACHING
HPOLECCOR OPravisaiin
Baadeem nasbikani sanonueiis
(hopm nokymMeEHTHPOBAHILIN
NPOLEAYP Opradi3aLii

OQCHOBHLIN

Tecrosnie
BONPOCH,
IpakTmiko-
OPHCHTHPOBI-
HOC R

OIMK-6.2. ¥nmeer oToMpaTh s
OCYIECTRIIEHNA npoheccHoHan Lo
JEATENBHOCTH HEOOXONHMOE
TexHuueckoe odopynoBaiie 1
nporpamMmHoe ooecneeHie s
COOTBETCTBII C MPHHILHIAMH HX
padoTh

3uaem MeToNLL OpraHiIaLII
JIOKYMEHTALNOHHOrO
B3aMOAENCTRISA noApasacen il
OpradisaLiii

Vareent nonpoBatThes TeXHUIECKIM
0DopyLOBAHIEM

Baaodeem npakriveckumin Hasbikami
HCTONL3IOBAHHS MPOIPAMAMHOro
odecneteHs

Tecrosnie
BOHPOCHL.
Ipakriko-
OPHEHTHPOBAN-
Hoe saaanne

OTTK-6.3. Bnaneer nasbikan i
MPHMENHCHIA COBPCMEHHLIX
|un|mp:\muimmrl.tx TEXHOIOTHIT 1
NMPOrpaMMiBLIN CPeacTs npu
peuieHiu 3anay npoeccHoHanLHoi
ACATENLHOCTH W alanTHpyer
BOIMOWHOCTH HOBBIX CTALUNOHAPHLIX
1 MOGHILHBIX LHPOBLIX yeTpoiicTs
K FI|J0(I]8CCII(J!iilﬂbl-{t“ll-"l ACATENLHOCTH

Jnaent ocHOBIBIC NETOILI chOpa
HeXOHOIl nopsatii,
HOPMAaTHBHLIC OCHOBLI
(poprumpoBanis noKyMeH AN
PazIHUHBIX BHAOB

NMateem anantupopars coppenmenoe
NPOrpaMaMHoe odecneeHe K
PELIEHHIO BONPOCOB
npoeccHonanbloit aesreasnocTi
Biadeem HaBbIKaMu HCMONBLIORAH I
MOBHALHBIN LHPPOBLIN yeTpoiicTs
I npodeccnonanb ol
NEeATENLHOCTH

Tecronue

BOT (RIS E
HparTiko-
OPHEHTHPORLN-
HOC 3aae

MMK-3. Criocoden
KOHCYJILTHPOBATE
KIenTa no
ohopMIeHINO Clenok
CHOCTABIINKOM
(punancoroil venyrn
¢ codinoaeHnenm
HOPM
npoeccHonansHoi
ITHRKH M CAYHKeDHOro
ITHEETA

IK-3.1. 3uaet nopsinox
COCTABACHHA M NpaBiia
odopmnens prnancosofi
JAOKYMEHTALIIL. HOPMATHBHBLIE 1
METOIHUECKIE TOKYMEHThI,
pernamMenTHpyIouLe BONpPoCh
noadopa 1 odopmaernin
(PHHAHCOBBIX NPOJYKTOB 11 YCIyT

3naem cucrenmy. CTpYKTYPY 1
NPHHLMTILE pa3rpaHienis
NOMHOMOUMIT Opranos
FOCYJAPCTBEIHHOI BIaCTH

Yareen nnannposars meponpus i
AHATITHHECKOTO 11
KOMMYHIKAUHOHHOMO XapiaKTepa
Baaodeent nassikamn opramisai
F\'Ol\"lh']}'}l]l]\'il[lllﬁ X OTACABHBIN
AEMEHTOB (11ACON0T I, IOKYMEHTOR)

TecToBhie
BOTIPOCHI,
[Mpasrigo-

U|"|1 wnmrn |‘1U|§i|| -

HOC 3N




[K-3.2. Ynmeer pazbicHaTh
RIMEHTAM coaepkanie (I}HHH!ICOBI!IN
HIOPHARYCCKHX JOKYMEHTOB B
npenenax ceoeii KoMneTeH L,
cheays HopMan npogeccnonanbHof
DTHRH 1 CJ'I_\-'}I\’C(’)N(‘!I'U ATHRETA

Snaent cucTeMy NpeaoCcTaBien s
FOCYAAPCTBEHHBIN M MY HUUHITAABHLIX
VYCANVE B WICKTPOHHOM BHILC

Yareem pazpadaroiBats 10KV MCHTDI
(nporpaMmbl, npenowRe.
KOHUCTTIUIH . ), CBRBaILIe ¢
HEOOXOUHMOCTLIO ipHaenenis FIKT-
TEXHOAOTHI B ACHTENLHOCTH
FOCYAPCTBEHHBIN OPraHon

Boradeem nassikanMi Henoinsosanis
COBPEMEHHBIN HHPOPMALLHOHHLIX
TEXHONOTHIT B YIIpasier i
HENOBEHECKHMI PeCypeamit

Tecrosne
BOMPOCHI,
[pakTiko-
OpHCHTHPOBAN-
HOC a1

IMK-3.3. Bnaneer nagsikamn
NOArOTOBKH I [POBEPKH
NOKYMEHTOB, YUACTBYIOIIIN B
(hHaHCOBRIX onepauax, 1
othopmaIeHIs JOKYMENTALLIM N0
(PHHAHCOBBLIM CaenKaM. 1eN0BOr0
aduIeHs

31”“.’!” NPaBHId NOAroTOBKN
JIOKYMEHTOB (pHHAHCOROI
OTHETHOCTH

VMareem QCVILCCTBIATE MCPONPHATHH
AHANUTHYUECKOrO N
KOMMYHHKALHOHHOTO Nilp{lh‘TL‘])ﬂ
Baaoeem HABLIKAMN NPOBEIICHIN
I{O.\TM}-‘]IllKEIHIIH N OTHENLHBIN
HIEMCHTOR (II.[lC(L'iOI‘IIII. JORNYMENTOR)

Tecrosbie
BOMPOCHL.
IpakTiko-
OPHEHTHPOBAI-
HOE Jaanie




4. OBBEM M CTPYKTYPA JNCLIMTTJIMHDBI
TpysoeMKoCTb AHCUHIINHD COCTABAACT 4 3aUeTHBIC CANHNILDI. 144 vaca.

Temarnuecknii mian
dopma obyucunst — ounas

Bt yuednoii paborh,
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4 Brenpenne
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3 - =
et
Beenenne B ocHoBLI 5 = 4 4 5 5
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6 Ob61une Hopambl 1 ~ Peii
il g eiimir-
npasuia oopmaenis | 2 =l 4 4 2 3 e
JOKYMENToB. - EEIEPRI B
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b
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HOKYMEHTOB, 5 : 4 4 P 5
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- - -
NOKYMEHTALUHOHHOTO 2 o - - 2 5 - S
pecypea s KOHTPOL No3
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Temaruueeknii nian

hopma odyuenns — ouno-3a0unas (yekopennoe odyuenme mna dase CI1o)
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C(l,-‘_lcpfrli'ill[llﬂ JCKRUHOHHBIX 3aUsITIil 1o JAHCHHIL e

Tema 1. Tonsirie  oRymMenTannonnoro  odecneucHis npogecenonainoii
JACHTEIBLHOCTIH,

Honstie  OKYMEHTALMOHHOIO — 00ecneuens  npoPeccHONAILION  HCSTCHbIOCTI.
Howsirne — snexrponnoro  pokymenra.  lowstue  9iekTpoHnoro JLOKY MCHTOO00PO T,
HpenmyeeTsa 1 HEAOCTATKH YICKTPOHHOTO TOKYMEHTA.

Tema 2. Cucrembr - oRymMentamnonnoro — odecneucust  npodeccnoiiibioii
JACSITCABLHOCTIH.

Tuner cuerem gokymentaunontioro ofecredenns npodheccHonanbHoil ASHTCIbIOCTI,
Cpaslietne CHETEM JOKYMEHTALMOHIOIO 00CCHeUeHUs NPOYECCHOHAILHON ST bIOCTI.

Tema 3. Koprniopatusisie nnopManmonnbie cHereMbl.

Honsarue, ocobennoctn. moayin. Knacendukaius Kopnoparisiibix HIPOPMALHOTHLIX
CHCTCM.

Tema 4. Bueapenie KopuopaTtusubix nudyopManmmonubIx CHETEM.

Bapuanrer sueapenns KUC: npenmiyuiectsa o nenocrarkn. Cocras. 1nein 1 saain
sreipenis KUC.

Tema 5. Beesenne B ocnosbt jtenonpouwssoaersa. [lonsrie JENOHPOMBBOACTBA H CI'O
ocHoBHbIE cocTasrsionte. Jlokyment noero ocnoubie (Gyukimn, Knacenuraius ieionsoii
JAOKYMEHTALHM,

Tema 6. Odmue nopmebl 1 npasmIa OGOPMIACHISE JOKYMCHTOB. Flysepattas crpanin,
Crocodwt oopmienns nar, seanunn u Gopmyi, Odopaierie Tadimi i PHCYHKOB.

Tema 7. Tpedosanus k odopmiaenmo goxymenros. Cocras PCKBHBHTOB JOKYMCIHTOR,
Mpasuna - ogopyienns  peksusntos aokymentos. TpeGosanus K Ojankan JOKYMCHTOB,
Tpebosanns K JOKYMEHTaM, H3FOTABANBACMbBIM € MOMOUIBIO MEUATHLIX VCTPOHCTB.

Tema 8. Perucrpaums noxymenton. Xpamenue nea u nepeaaya UX B ApXHB.
Pernerpaunonnie gopmbr 1 ux 3anonnenne. OGpaboTKa BXOASUIX H HCXOSILILNX JOKYMCHTOB.
Konrposib 3a ucnonnennem pokymentos., Opranusaims oneparnsioro XPAHCHHs JIOKYMCHTOB,
Odropmnenne sien u nepesaua Hx B apxus.

Tema 9. Cocras, crpykTypa o npunmnnl cosans HAORYMCHTARHOHIOI0 pecypea
opramsamnn. Housitne  JOKYMEHTONOTORE 1 0Ky MEITO050poTa. Homenrmarypa e n
HOPSIIOK €€ 0(hopMIICHHS,

C(l,[ll:[)}l'\‘}llll-lc HPAKTHYCCKHX SAHSETHIL 110 AHCUHILTIe

Tema 1. 1C JlokymenrrooGopor: Mayuenne unrepdeiica cneremi.

Tema 2. 1C Jlokymentoobopor: Brecenne Oasy cBejlelnii 0 COTPYLHUKAN I
HOJL30BATEIISX.

Tema 3. 1C JlokymentooGopor: Cozaanue oTaeibHbIX BIIOB JIOKYMCHTOB,

Tema 4. 1C Jlokymenroobopot: 3anontetue noseii KapTbl JIOKYMEHTA.

Tema 5. 1C Jlokymenroobopor: Penaktuposanne (aiinos. KounTposs sepenii

Tema 6-7. 1C Jlokymentoobopot: Y pasicue 101roBopasi ¢ POPMHPOBATIIICA CMC L.

Tema 8-9. 1C JlokymentooGopor: VipasieHue npoekrani,



5. OUEHOYHBIE CPEACTBA VISl TEKYILEINO KOHTPOJISI YCIIEBAEMOCTH,

NMPOMEKYTOYHONH ATTECTALMH 11O UTOI'AM OCBOEHMSI
AUCUHUTIJIMHBbI 1 YYEBHO-METOJANYECKOE OBECNEYEHWE
CAMOCTOSITEJBHOHW PABOTBI CTYJAEHTOB

5.1, Texymuii KoHTPOJIBL YeneBaemMocTi

No | Bonpoc tecra |
Peiirunr-konrpods Nol ]
I DierTponnnti goryment corracno Oenepanbuntii saxon o1 10.01.2002 No [-D3 «O6
VWICKTPOHHOI L PoBoii moanuc» - H71o: |
a) 3anHCaHioe Ha MAMHHOM HOCHTEE MEKTPOHIOE COOBLIEHHE. PEKBHIHTLI KOTOPOrO |
O(OPMIICHDLI B COOTBETCTBIH € HOPMATHBHBIMH TPEGOBAHISIMI
0) moboe coobLueHne, 3amHCKa. TEKCT, 3AMHCAHIbIT HA MALTHHHOM HOCHTCIC
B) JOKYMEHT, B KOTOPOM HH(OPMaINs HPeACTaBICHA B HIEKTPOHHO-IH(PoBOii (hopaic.
Kakuvn  Bugamn HOpMATHBHLIX  aKTOB  peryimpyercs JORYMenToobopor
opranusamnn?
1 a) BCE OTBETHI BEPHBDI;
- 0) oTpacieBbIMH M MEKOTPACIEBBIMH:
B) FOCYAapCTBEHHBIMH;
I') JOKAILIBLIMH AKTaMH OpraHu3atmii. ,
Bepno s yrsepaaenne, uro wsasuduuuposannas u nerBagn@uuuposannan |
MICKTPOHHAS  WHPPOBBLIC  NOANNCH  BBIAIOTCH B CHCHIEILILIN  HCHTPAX 1 |
3. NPCACTABJASIOT CO00Ii haen-Hakonure/n ¢ 3anueaniubIM Ha HeM KOA0M?
a) aa: '
0) ner.
Hro w3 nmepeuncaeHubIX  HHKC  HPHMEPOB  MOKHO  HA3BATL  O(GUINEILHLIM
JOKYMeHToMm?
" a) JIOKJaanas 3anneKka IKCneauTopa;
‘ 0) MHEHHE, BbICKa3aHHOE IKCITEPTOM;
B) KCEPOKONUsI racrnopra;
I') peKjamMHblii Gykier.
o u3 nepeuneaeHnoro 0THOCHTCs K YJIEMEHTAM TEKCT CaY/REOH010 AoRymenta? |
a) PErucTPalHOHHbBIT HOMEP: |
5. ) HOJUTHCE: '
B) MOJEM:
I') TadIn1a.
Peiirunr-gonrposin Ne2 I
Kakasi w3 nepeunciennbix cnerem sjuekrponnoro JOKYMEHTO0B0POTA  SIBJSICTCS |
ONTHMAaLHOIY
& a) Lotus Domino.Doc;
0) Jleno:
B) 1C: ApxuB;
r) DIRECTUM. '
Bepno s yrBepwaenme, uro cncrema  «1C. Hoxymenroobopor»  nossoasier
OCYHMIECTBISATL - pACCBIIRY  NPUIIAINCHHIT  HA  MOCCHICHIC  3aILIAHIPOBAIILIX |
7, MEPONPHITHI BCEM COTPYUIKAM opramusanim? |
HIBIHE
0) ner.
ITporpammnoe obecnieuenne Lotus Notes ornocures ik |
8. a) CUCTEME YTIPABICIHA OCOOLIMH BHAAMH 10KYMEHTOB: ;
| 0) CpeicTBam rpynnoBoii padoToi; |




Nu Bonpoc tecra <|
B) CHEMHAILHBIM MOAYJISAM YIPABICHHS JIOKYMEHTOOOOPOTOM B cOCTABE KOPHOPATHBHLIX
HHPOPMALIMOHHBIX CHCTEM IS TIPETPHSITHIT ‘
I) YHHBEPCAILHBIM CHCTEMAM IEKTPOHHOIO JIOKYMEHTO000POTA.

Kaxoro 3 Bnaos syiexrpounoii undposoii noammen ne evmeersyer?
a) npocrasi;
9. 0) 1opuanteckas:
B) KBaIH(UIHPOBAHHAS ;
I') HEKBAJIM(DHLAPOBAHas. N
7. Yo u3 nepeuncaeHHOr0 MOKHO OTHECTH K CHCTEMAM AOKyMenramnm?! '
a) JTULCH3HIO HA TPABO BEJICHHS JAESTEILHOCTH:
10. 0) OYXrajTepekyto i CTaTHCTHUECKY IO JI0OKYMEHTALHIO;
B) KOMIJICKCHBIE aHAIIMTHYECKHE MOKA3ATENH
) KHHIH W IEPHOJNYECKHE H3aH s,
Peiirunr-xonrponn Ne3
Uro n3 nepeviniciiensoro we ormocnresi K napamMerpam HOCHTERCH WICKTPOHIBLIX
JOKYMeHnToB?
A8 a) crouMocTs Xpanenus 1 meradaiita ndopmanmn;
0) BO3MOIKHOCTB OCYHIECTBIACHHS NOMHOTEKCTOBOTO MOHCKA:
B) CKOPOCTh JOCTY A K HHQOPMALIHH.
Mo corymeGHBIM YWICKTPOHILIM JOKYMCHTOM HOHHMACTCSI: I
a) 3anHCanioe Ha MAUMHHOM HOCHTENE HICKTPOHHOE COOBIICHHE, PEKBHAHTLI KOTOPOTO
O(OPMIICHBI B COOTBETCTBHM ¢ HOPMATHBHBIM TPEOOBAHUSAM I
12. 0) IOKYMEHT. B KOTOPOM HH(OPMALHS PEACTABICHA B ANEKTPOHHO-LU(DPOBOIT (popmC:
B) CTPYKTYPHPOBAHHBIH MHPOPMALHOHHBIH 0OBEKT, B COOTBETCTBHE KOTOPOMY MOZKCT ObITE
MOCTABICHA COBOKYTTHOCTL (PAHIIOB, XPaHSIMXCS HA HAKONMTENE KOMIIBIOTEpA:
1) modoe cooduienne, 3anmucKa, TEKCT, 3aNMCAHHBI HA MALIMHIIOM HOCHTEC,
Bepno am  yrsepwkaenne, uro cucrema «IC. Jdorymenroodopor»  nossogsier |
OCYMICCTBIATE APOCMOTP IOKYMEHTOB M (ailioB ¢ rpymimmpoBKoii 110 pasiananniv
3. npusHaKam (o BHAAM J0OKYMEHTOB, 110 IPOCKTAM, 110 0TAeAaM):
a) a;
0) HeT. l
YTo 13 HepeuneIeHIoro ABASICTEs PACTIOPSANTEILHBIM aorymenrom’? |
a) npukas: '
14 0) Oyxranrepeknii otuer;
B) aKT NpHEMKH-c1aun paboT;
) IPOTOKOJL.
JdoxkymenTuposanne nndopmannn — yro:
a) coctasyieHne 1 o(hopMICHHE JI0KYMCHTA:
5. 0) Oudnmnorpadms:

B) HaDOP € NOMOLLLIO KOMITBLIOTEA:
I') lepeiaia CBeACHH 0T COTPYIHIKA COTPYAHHKY.

5.2. np{li\IL‘}l{'}"I‘O‘lIlilil ATTCCTALUNA IO HTOIAM OCBOCHHS JLHCILIILTHITI ('H\"}{I.lf{’h‘).

Crucor conpocoe K IRZAMECHY

[, Tonste gokymenta, 1oKymMeHTO0G0pOTa H NOTOKA JIOKYMEHTOB.

2. Mecro COJ] B uudopmMalHoHHOil cneTeme NPEJTTPHSTHS,

3. Tuner COJT (cHetem HekTpoHHOro JIOKyMenToobopora).

4. Knaccudukarums ABTOMATH3HPOBAHHBIN CHCTEM JICTIONPOU3BOACTBA U MICKTPOHHOI0

JOKVMC HTO0OO0 poTa.

5. Tenpenumn pazBuTHs CHCTEM NEKTPOHHOIO JOKVMEHTOOO0POTA.



6. JlokymenT B nndopmannoniioi cuereme. THILE TOKYMEHTOB 1 HuopMaHOnoi
cHeTenme: OyMaKHbI I0OKYMEHT, 00pas 10KyMeHTa, MIEKTPOHH bl JOKYMCHT,
CTPYKTYpHpoBanibie Jokynmentbl, XML — npesicrasnenne.

7. Hdoxyment s COJ1. Cosnanue. Pepakrtuposanue. [lyGaukaims. ApXHBHPOBAIIC,

8. Ocuosuble sosmoxnoctn CH: Monek 10kymenTos. Mapiipy tuszatis n Konrpo,
HCOMHEHHS. OTUETBI.

9. Ocnosupie Bosmoxknoern COJ1: Aamuumnctpuposanne. Bosmoxioct COTPYAHHKOR.

10. Ocnosnpie ynkinn CIJ1. Tunosbie tpebosanus k CIJ1.

I'1. [lpenmyuiectsa BHEAPEHHS CHCTEMBI MIEKTPOHHOIO JOKYMeEHTo0dopoTa,

12, Tpnunnel asromarusannn. BeiGop cucrembl asromaTisanim,

13. Kparknii 0630p pbinka n knaccudukaiiis MIAT(OPM. NPEACTABICHILIX HA PhIITKe
BE 2

[4. Cpencrsa rpynnosoii paboT.

15. Cucrempl ynpasienis 0co0bIMI BUAAMH TOKYMEHTOB.

16, CreunanbHbie MOAYJIN YIIPaBICHIS JIOKYMEHTOODOPOTOM B COCTaBE
KOPHOPATHBHBLIX HH(OPMALMOHHBIX CHCTEM

I'7. Kopnoparusnas undgopmartnonias cruerema.

18, Cucrembl aBTOMATH3AIMN JEI0NPOH3BOACTRA.

19. Tloacncrema apxuBa 10KyMEHTOB. YHPABICHHS KOHTCHTOM I CpeCTBa
CTPYKTYPH3ALLHH.

20. CueTeMbl BBOIA JIOKYMEHTOB H CHCTEMbI 0GpaGoTKH 00pasos J0KYMEHTOR

21. Tloacuerema MapiupyTH3aUnK OKYMEHTOB 1 YHPABACHHS! 3t HsMH.

22. Tunwl npunokenuii, BHePIEMbIX B pamMKax KoprnoparusHoit CIJ1.

23. DnekTpoHHas wH(poBas NOAMHChL: HOHATHE, BHILI 1 petaemble 3aan.

5.3. Camocrosrreasuas padora 0byuaiomerocs.

Teaor pechepamos no oucyunane

| Tomsitie nokymenra, 10kyMeHT0060pOTa 1t HOTOKA IOKYMENTOB.

2. Llenn BHeipeHns ek TpoHHOro JokyMeHToobopoTa.

3. Mecro COJL B nnpopmaitnontoii cucreme npenpustis.

4. Tunu COJL (cHeTem 21eKTPOHHOIO JIOKYMEHTOO00pOTA).

5. Knaccndukauus aBroMaTn3npoBanibix cuetem JACNOMPOH3BOACTBA M HICKTPOHHOTO
JIOKYMEHTOO0OOpOTA.

6. TenaeHnn pasBuThs cuerem SNEKTPOHHOIO JOKYMEHTO00OpOTA.

7. JlokymenT B uHopmanuonoii cucreme. THITb JOKYMEHTOB B MH(POPMALIHOHHOI
CHCTEMC: OYMAKHBIT T0KYMENT. 00pas 0Ky MeHTa. S1eKTPOHI bl JOKYMEHT,
CTPYKTYpHpOBaHHbIe okyMenThl, XML — npeucrasnenmne.

8. Jloxyment s COJ1. Coznanne. Penakriposanie. [yGnukams. Apxusuposanie,

9. Tunoseie komnonenrsr CHJ1: Xpanunmiie Kaprouex (arpudyTOB) LOKYMCHTOB:
NPAMIIIMINE NOKYMEHTOB: KOMHOHEHTBL, OCYIECTRIISIONIHE OU3HEC-TOTHKY CHCTEMD.

10. Ocnosubie BosmoknocTn COJT: Monek AOKYMCHTOB. Mapupyrusaitist 1 konrposins
HenosmeHust, OTueTol.

I'l. Ocnosubie Bosmoxnoctn COJL: Anm HIHCTPHPOBaHUEe. BO3MOXKHOCTH cOTpy IHKOB.

12. Ocnosnpie pynknnn CIJ1. Tunoswie tpeGosains k CHJI.

I3. [lpenmytiecTna BHEPEHUS CHCTEMbI SNMEKTPOHHOTO JOKYMEHTOODOPOTA.

[4. Tlpuunnpl asromarusaunn. Beibop cretempl aBToMaTH3ALLI,

IS. Kparkuii 0630p poiika n knaccndukarms MIAT(GOPM. NPEACTABICHHBIN HA PLIHKE
L

16. Cpenersa rpynmnosoii paGorl.

I7. Cuetemur ynipasienus 0coGbIMi BiiaMil JIOKYMCHTOB.



I'8. CrieunanbHbie MO/ YIIPABACHIS JIOKYMEHTOOO0POTOM B COCTABE KOPHOPATHBHBLIX
HH(OPMALLHOHHBIX CHCTEM

19. Kopnoparughas nn)opMaltnoHHas CHCTEMA.

20. ¥YuusepcaiibHbie CHCTEMbI AICKTPOHHOTO JA0KYMEHTOO00POTA.,

21, TlojacneremMbl asToMaTH3aHI TOKY MEHTOODOPOTA.

22. CuereMbl aBTOMATH3ALNH JACT0TPOHIBOJICTRA,

23. Hozcucrema apxnBa JIOKYMEHTOB, YIPABICHNS KOHTCHTOM H CPEICTRA
CTPYKTYPH3ALLHN,

24. CuereMbl BBOJA JIOKYMEHTOB H CHCTEMbE 00padoTKi 00pa3oBs 10Ky MeHTOR

25. [lonenerema MapiipyTH3aIH Kk JTOKYMEHTOB W YIPABACHUS 3aaHUSIMI.

26. CrereMbl KOMILIEKCHOH aBTOMaTH3aLHN GU3HEC-TIPOLECCOB.

27. Tunwl npunoKeHuii. BHeAPSIEMbIX B pamMkax koprnopatusroii CIJI,

28. APXHBBI EKTPOHHBIX JIOKYMEHTOB.

29. ABTOMAaTH3ALL3 TIPOLECCOB KIACCHUECKOTO POCCHITCKOro JI0KYMEHTOOGOpOTA

(HOJUIEpIKKa IOKY MEHTALIMOHHOT0 obecriedenus yrpasienys - JJOY).

30. Uctopus sreapenns CHJI.
- DNERTPOHHAS LHPPOBAS TTOANMHCH: HOHSITHE, BHABL 1 PELIACMBIC a1V,
- APXHBHOE XpaHEHHE JIOKYMEHTOB.
- Mcnonnenne n 06paboTka NOAroTOBACHHBIN KOHDHACHIHAILHBIX JOKYMCITOR.
. Mlcropust pasBrThs cHCTEMBI TOCYAAPCTBEHHOTO ACIONPOHIBOICTBA.

tad

Ll d Ll
B Lo ) —

(5]
n

. Komnbioreprbie TeXHOROr M1 MOArOTOBKH TabIMUIBIX J0KYMCHTOB.
- KomiibioTepHble TeXHOT0MH MOAIOTOBKH TEKCTOBBIX JIOKYMEHTOR.
. Hopmatusho-metoanueckas 6a3a J1ei10npons3BocTsa.
. OOpaboTka n xparienne KOHPHACHIHANBLHBIX J10OKYMEHTOB.
. Opranunszaumns cexpeTapeKoii 1esTeNLHOCTH,
- OcHoBbl oprannsann HHPOPMALHOHHBIX TEXHOIOMHI 06ecnedeHIs YIpaBICHICCKOil
JCSATCHLHOCTH.
41. [1pobnembl TePMHUHONOTHN B YNPABICHUECKO TOKYMCHTALIHI.
42, PaspaboTtka OUEHOMHLIX  KpuTepHe  (peKTHBHOCTH JOKYMCHTHPOBMIHS 13
YIPABICHUECKHX MpoLeccas.
43. Cucrempl yipasienus 6azaMu JaHHbIX.
44. CosepluencTBoBante coctaBa  (JOPM A0KYMEHTOB OpraHmu3aliiil.
45. Coznanne OKyMEHTa NPH MOMOLILH TpHiioxkeHnii Microsolt Office.
46. Texnonorns yuera u paccMoTPEHHs I0CTY THBIINX KOHPUACHIAAIBIBIX AOKYMCHTOR.
47. TpeOoBanus K TeKCTaM JOKYMEHTOB.
48. @opmupoBaHHe W XpaHeHue Jiell. YHHUTOKCHHE JOKYMEHTOB. Aei H HOCHTCHCH
HHpOpPMALLIH.
49. DrxoHomuuecKas APPEKTHBHOCTL HCHOMBL3OBAHMS HHPOPMALMOHHBIX TeXHONOMITT 18
YIPABACHHH.
50. DruKeT 1e10BOro 001IEHHSI.
ST, SI3bIK O HUHAIBHBIX TOKYMEHTOB.

B oL L) g Lo
O D 00 ~d T8

Do ounenounbix  marepranos  (POM)  juist npoBeACHUs  ATTCCTALN NPOBIHS
CPOPMUPOBAHHOCTH KOMIIETEHIMIT OBYUAIONMXCS 110 AUCLUITIIHHE O(OPMISICTES OTACIBILIN
JIOKYMEHTOM,



6. YUYEBHO-METOAMYECKOE 1 HHOOPMALUMOHHOE OGECHEMENE
AUCLHHUTIJIMHBI

6.1 Knuroodeeneuenuoerns

Hanmenosanne JINTEPATYPBI aBTOP. Hassanie, B
HIIaHIA, H3AaTENLCTRO

HEIAaHA

lon KHUTOOBECTEYENHHOCTD

Hanuune s onexrponnom karanore IbC

OcHos

Has JITepaTypa

I Kaas Ao B Oprannesiiis CHeres  wesiponiioso
Auryaetootopon - sovorpadies S AL B Kamaa, JL 1 3adan
MROY BO Boponekesnii netimyt GCHIL Pocenn, = Bopones |
Haveag koo, 20200, - 138 ¢ - ISBN 978-5-4446- 1460-0,

2020 hatps:Cenanium comicatalog product/ 1241010

20 Kpososa, L T Jlokvsienmipomiimne  vupasienseckoii
Aedreasnoctn L vueonoe nocodne £ L L Kpokona, - Moeknsa
MIEDPA-N. 2009, - 268 ¢ (Biciiee

bavaanpiii ) = ISBN 978-5-16-0031 34-7.

0\"1|);I';l\l:[l}||lL,‘:

2049 htps:amanium comdeatlog/product 9 1953

A0 Pawwopominii. Al AL JLoRyMeHTIPOBINIC VIPLICHICCEOT

aedreannoctn : vaed, nocodne S AL Pasopoisinil, — Mockna -
HIBPA-M. 2018, — 304 ¢ —  (Bucmee odpasonanie: |
Laraaaspiar). - ISBN 978-5-16-01 1744-7

2018 hitps:fznaninmecom/catalog/ product/ VRY S8 S

)l“ll“,’lll” PSR JITepaTy i

Lo Radamon, U100 ekrponnoe npasieincino. ekt porinii
SORVMCTTOOOOPOT, TCpMIL i anpeaeaeim ¢ vaetnoe nocoone /
CAO Kadamon, — Mocksa @ HHOPA-M, 2021, — 320 ¢. —
(Buemee oopiosine: Bakagaspuar). = ISBN 978-5-16-006833-
1)

2021 hitps:znaniom.coneatalon/product/ 1132150

20 Kompoaeniaisnoe  Acaonpoissoictso  no s

MICKEPOIILIT oy serroonopor @ vueding £ FL L Kvisen, AL C.
Hemymmime 1B Kowipamona, AL T adpuinon © noa odi, pea
FLTL Kyaemena, - 2-¢ ny, nepepad. naon, - Mocksa @ Jloroe, 20240,
= 500 ¢ - (Homas vinmeperrrereran Submorera), - 1SBN 978-3-
YUSTUL-TLI-8.

2020 https:/fenaniomecom/catalog/producy/ 1 21 2394

o Ryumen T Horymenoneenme vaeGimm LT Kyvises. )1
T paios, AT dadpranoii s moa pea npod T Kynaera, - 2-
¢, creps - Moekea o Jloroe, 20200 - 332 ¢ - (Hosay

VHHBCpEITe ek onoanoTera) - ISBN Y78-3-98704-329-5,

2020 https:ananiomecomyeatidog product/ 1 211628

L Ochon aenonpairmocts vaehioe nocodine £ AM. Acaien.
FLEL Muponona. 1A Kocapena, 1717 Bykoni, — 2-¢ . nenp.
woaon, — Mockna o HEOPA-M. 2020, — 146 ¢ — (Buenee
Japiiar b — DOV 10.12737/24426, - ISBN 978-

adpiorne:
3-16-013831-0),

2020 hups:/enaninm,convcataloe product/ 10393 |

S0 Thacenko. 100 A JloRVaCHTHPORIIIC  Vipasaciieckoii
Jegrennnocin; Yuednoe nocoone [ 1OUAL Hanacenio. - Mockna
PRIOP. 2008 - 138 ¢ - (Kapaannoe yuedioe nocodie), - 1ISBN 3-

369-00014-X.

2018 hups:/enanium.conveatalog/product/Y2 7448

6.2. Tlepnoanueckue wipanusi

dudanorexa MIuM. yii. lopukoro. 79)

I. «Pocceniickuii sxonoMuueckuii skyprany (Gndnuoreka UIuM. vi. l'operoro. 79)

2. «[1pobaeMbl coBpeMeHHON IKOHOMMKI (
i

3. «Becruuk Mneruryra skonomuku Pocen

vi. Fopekoro. 79)

6.3. Hurepner-pecypeni
I. Jlemo-sepcusi
http://v8.1c.ru/doc8/demo/;

NpoOrpamMmmMHoOro

TR SR

~1 N

ICKOI akageMun Hayk» (Oudnnoreka MM,

HPOAYKTa L Jlokynmentoodopor

www.delpro.narod.ru - Jlesonponssoacrso+.

www.delpro.narod.ru - Jlenonpoussomucrio+,

www.directum.ru - DIeKTpPoHHOE AEI0MPOU3BOACTRO 1 KaH LIS PHS
www.directum.ru - neKTPoHHOE ACTONPOH3BOACTBO 1 KaH LIS pHs
www.termika.ru — Duiknone s AenonponssoicTsa.
Www.termika.ru = IHUHKIone 11 JAe0npon3BoICTEA.




7. MATEPUHAJIBHO-TEXHHYECKOE OBECIEYEHHE
JUCHHTIINHBI

Jng peanusatnn JaHHOR  AMCHMINIHHBL  UMEIOTCS  CNEHMANILHBIC  TTOMELICHUS U3
MPOBEICHHS 3aHSATHI JICKLIHOHHOIO THIIA, 3aHSITHIT NPAKTHUYECKOTO THIII. TEKYLLIETO KOHTPOJIsS 1
MPOMEIKY TOUHON aTTeCTallMm, a TAKKE MOMELLEHHS Ul CaMOCTOATENLHOT padoTbl.

[lpakrnueckne sansitust  npopojsites B avauropun  204-0.  ocnaiennoii — Been
HEOOXOJUMBIM MYIILTHME R HBIM 0DOpYIOBaITHEM.

[lepeueHb HENOAB3YEMOTO JIHIECH3HOHHOTO TPOIPAMMHOTO 00CCHECHCHIS!

- Oneparmonnas cuctema cemeiictea Microsolt Windows.

- [MakeT oucnbix nporpamm Microsoft Office.

- Koneynbrant+.



Pabouyto nporpammy coctaBun aoueHt kad. CIInYXKKK, k.o.H.

Penensenrt

(mpeacraButeis paboronarens), HauansHUK MKY «BYI3»
(mecTo paboTel, o107 HS

[Iporpamma paccMoTpeHa M ofoOpeHa Ha 3aceJaHHU Kacb Crparern4eckoro IUTaHHPOBAHMS K
yTIpaBICHHUS }KI:I?HU.[HO-KOMM}’HELHBHBIM KOMITJIEKCOM /4 '

[Iporoxon Ne or A0 £ )f?ﬂd roja

\

3apeayrouuii Kapeapoii & [oitxep O.JL.
(CDHW}J

Pabouas nporpamma paccMoTpeHa 1 0100peHa

Ha 3acelaHuy yueOHO-MeToanuecKol Komuceny Hanpasnenus 38.03.01 Dxonomuka

IIpotokon No or 30 0F. 2 /f roja

[Tpencenarens KOMHCCHH : L-_":‘P/ 3axapos I[1.H.

(®HO, ﬂo%uocrb, NOANKCH)



JIACT INEPEYTBEPKJIEHMSI
PABOYEN [IPOTPAMMBI JUCHHUITJIUHBI

PaGouas nporpamma o1o0peHa Ha HORL —AOL 5 yueGHbIH roj

I1porokon 3acenanus Kapeaper N[O ot A 06 A0 rona

3ancyoumui kagenpoi //Zﬂ#"‘%
AR

Padoyas nporpamma onoOpena Ha y4eOHBIH roj

110 rokon 3acemanus Kapeapsr Ne oT roaa

Pubouas mporpaMma ono0peHa Ha yueOHBIH roa

110 rokou 3aceanus Kapeapbr Ne oT roja

Susc yiolnmit Kadeapoi

Pa0ouas mporpaMma o100peHa Ha y4eOHBIH o/l

110 rokon 3aceianus Kapeaper No OT rojaa

3une o kadeapon




JIMCT PETUCTPALLIMU U3MEHEHHUI
B PadOUYIO HPOTPAMMY JIHCIHIIHH DI
HAHMEHOBAHHE

0dpazoBaTeALHOIN NPOrpaMMbl HANPABACHHS NOATOTOBKH K00 1 neunvienocanie OF.

HanpaBiaCcHHOCTL: Hatnienocanlie (_FKIB(FHHS Ypoeeis f.’UfJ:'rJ-‘.f."U{#.’\'.’;‘}

Howmep
H3MEHECH 151

Buecenbl uzmenenns B uacrti/pasiens
padoueii nporpaMmbi

|’| CIHOJIHUTEN
DGO

OchoBanme
(HOMEP 11 14aTa NPOTORKOI
saceian s Kadie/ipit)

12

3apestytounii kadeapoii /

Hednteen D)
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