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1. OEJX OCBOEHUS JUCHUIIJIMHBI

Llenpto W3y4eHHS TUCHUIUTMHBI «DJIEKTPOHHBIA JOKYMEHTOOOOPOT» SBISETCS MOJIY4YEHHE |
yriyOieHre 3HaHUK O TPUHIIMIIAX OCTPOCHUS JOKYMEHTOB M OCHOBaX ()OPMHUPOBAHUS JOKYMEHTOOO0pOTa
B OpraHu3anys ¥ YYpeXKICHUSX pa3inyHbix (opm coOctBeHHOCTH. DOpMHpOBaHHME Y CTYICHTOB
MPAKTUYECKUX HABBIKOB IO CO3JaHUIO U 00pabOTKE TOKYMEHTOB B JaJIbHEHIEM OyJeT CriocoOCTBOBAThH HE
TOJIBKO OoOJiee YCIEIIHOMY OCBOCHHIO JAWCIMIUIMH, HW3y4eHHE KOTOPBIX IIpenanojaraeT padoTy ¢
JOKYMEHTAIMeH, HO ¥ MIPOX0XKICHHUIO MPAKTHUKHU Ha O0Jiee TPaMOTHOM YPOBHE.

3amgaun N3y4eHus TUCUUTUINHBL:

- c(hopMUpPOBATh Y CTYACHTOB YETKOE MPEACTABICHHE O HEOOXOIUMOCTH M PO JOKYMEHTUPOBAHHS
B JICATEILHOCTH OpraHn3alHi;

- O03HAaKOMHUTH CTYJEHTOB C OCHOBAMHU 3JIEKTPOHHOTO JEJIONPOU3BOJCTBA U JOKYMEHTOOOOPOTa
OpraHM3aLNH;

- O3HAaKOMHUTb CTYJIEHTOB C OCOOCHHOCTSMHU 3allUThl CIY)KeOHOH U KOH(UIACHIMAIBHON
uHpOpMaIKU, 00eCIeYeHNsT OTKPBITOTO JOCTYIA IpakaaH K HH(POPMAIMH B COOTBETCTBUH C MOJIOKECHUSIMHU
3aKOHO/IaTeIIbCTBA;

- HAYYUTh CTYJCHTOB OPHEHTHPOBAThCA B CHUTYAIMsIX, TPEOYIOIIMX HW3AaHUS COOTBETCTBYIOIIUX
JOKYMEHTOB.

2. MECTO JUCHUMIIJIMHBI B CTPYKTYPE OIIOII BO
Jucuumnirza «31eKTPOHHBIA JOKYMEHTOOO0POT» OTHOCUTCS K TUCLMITIIMHAM BapUaTUBHOM YacTH.
[TpepexBusuTh! qucummiuHbl: MHdopmarrnka, OCHOBBI OpraHU3aliy YIPaBJIEHYECKOTO TPY/a.

3. IVIAHUPYEMBIE PE3YJIbTATHBI ObYUYEHUS 1O JUCHUIIJIMHE
[Inanupyemble pe3ynbTaThl OOY4YeHHS MO JUCIUIUIMHE, COOTHECEHHBbIE C IUIAaHUPYEMBIMU
pesynbTaTtamu ocBoenusi OITOIT

Ko popmMupyeMbIx KOMIETSHIINH YpoBeHb [TnanupyemMbie pe3yabTaThl O0YUCHHUS 10 JUCIUILINHE
OCBOCHUS XapaKTepPHU3YIOIIUe 3TaIbl POPMUPOBAHUS KOMITCTEHITHIA
KOMITETEHIINU (mokasaTesM OCBOCHHSI KOMITETEHITHH )
1 2 3
OIIK-5 YactuuHoe - 3HaTh OCHOBHBIE CIIOCOOBI OIEHKH pE3yJIbTaTOB IPHHSTOTO
BJIaJICHIEM HaBBIKAMHU COCTABIICHHUS OCBOCHHE YOpaBIEHYECKOTO  pEUIeHHs, B TOM UYHCIE€  pe3yJIbTaToB
O10/PKETHOW 1 (PUHAHCOBOM JIESITETIHBHOCTH OPTaHU3aLlMH, OCHOBHBIE JIOKYMEHTHI OTYETHOCTH B
OTYETHOCTH, PACIPENICIICHNS] PECYPCOB TOCYAapCTBEHHOM M MYHHIIMIIAJIBHOM CEKTOpPax;
C YYETOM IOCIIEACTBUIA BIVSTHUS - YMeTb HaXOJUTh W aHATU3UPOBATH MH(POPMAIIHIO, HEOOXOAUMYIO
Pa3IMYHBIX METOJIOB U CIIOCOOOB Ha JUISL petieHnst MpohecCHOHATIBHBIX 3a/a4;
PE3yJIbTATHI AESTEIBHOCTH - Bragers MeTomamu momcka m aHann3a WH(OpManuH, HABBIKAMH
OpraHM3aIin COCTaBJIEHUs] OTYETHOCTH B OpraHM3aldil TOCYIapCTBEHHOTO H
MYHHUITUNAJIBHOTO CEKTOPa SKOHOMHUKHU.
I1K-8 YactuyHoe - 3HaTh METOJOJOTHI0O HH()OPMAIIOHHO-KOMMYHHKAIIMOHHBIX
CHOCOOHOCTBIO IPHUMEHSTh OCBOCHHE TEXHOJIOTHH, TEOpPETHYECKHE OCHOBBI (dopmMupoBaHUA
MHPOPMAIMOHHO-KOMMYHHKAIIHOHHEIE MHPOPMAMOHHOTO  OOeclieyeHus:  Ipolecca  yIpaBIICHUS,
TEXHOJIOTHH B NMPO(HECCHOHATHFHON WHCTPYMEHTAJbHBIE  CPEACTBA  KOMIBIOTEPHBIX  TEXHOJOTHH
JIEeSITENTFHOCTH C BUIEHUEM HX MHPOPMALTMOHHOTO 00CITy)KUBaHHSA yIIpaBIeHYECKOI
B3aMMOCBS3EH U NMEPCIIEKTUB JESTeTPHOCTH; TEHACHIMM W  TEPCIEKTHUBBl  Pa3BUTHA W
UCIIOJIb30BaHUs UCTIONBb30BaHUs MH()OPMAIIMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH B IPO(eCCHOHATILHOM AESATEIbHOCTH;
- YMerp NpUMEHATH  HMH(POPMAIMOHHO-KOMMYHHKAIIMOHHbIE
TEXHOJIOTUM Ul PEIICHUs YNpPaBICHYECKUX 3a/ad; ONpenenaThb
HanpaBJIeHUsl ~ WMCHOJNB30BaHUS M TEHJICHLUUHM  Pa3BUTHSA
nH(OpPMaMOHHO-KOMMYHHKAIIHOHHBIX TEXHOJIIOTHH B 3KOHOMHKE U
YIpaBICHUH,
- Brnamerp HaBeIKaMM =~ HCHOJB30BaHMSA  MH(OPMALMOHHO-
KOMMYHHUKAIMOHHBIX TEXHOJOTHMH Al (hopMann3aliy, aHaIH3a |
MPOTHO3UPOBAHMS PA3BUTHUS NMPOOIEMHBIX CUTYalMH W IPUHATHUS
pelIeHni Ha ypOBHE YITPaBJIEHUS OpraHu3anuen




4. OBBEM U CTPYKTYPA JUCIIUIIVINHBI

TpymoeMKOCTh TUCIMITMHBI COCTABIISIET 2 3aU€THBIX €MHUIIBI, /2 Jaca

Bunbr yaeOHO#M
paboThI, BKITFOYAS
CaMOCTOSATEIBbHYIO
paboTy CTyIEHTOB
o U TPYJOEMKOCTh (B Dopmbl
= yacax) O0beMm ydeOHOH TEKYILETro
a 5 paboTHl, KOHTPOJIS
Ne HammenoBanune TeM w/mmu § § E = C IPUMEHEHUEM YCIEBAEMOCTH,
/i pa3aesIoB/TeM AUCIUILITHHEL 3 &= = ) HMHTEPaKTHBHBIX bopma
© § < 8 % METOZIOB MPOMEKYTOYHOM
s = 5 0 Q (B wacax / %) aTTecTaluu
5 3 £ @) (no cemecmpam)
= = &
c | £
S |8
= )
=
1 Tema 1. IloHsATHE DIEKTPOHHOTO 4
JIOKyMEHTa U 3JIEKTPOHHOTO | 3 1-2 2 2 3/75
JIOKyMEHTO000pOTA.
2 |Tema 2. Cucrempl YynpaBlIeHUS 8 6/75 .
PelTuHr-KOHTpOIH
3JIEKTPOHHBIM 3 3--6 4 4 Nel
JIOKYMEHTO00OPOTOM.
3 Tema 3. CucCTeMBI 3JIEKTPOHHOTO 3 7.8 ) 9 4 3/75
JIOKyMEHTO000pOTA.
4 |Tema 4. Cpeacta TIpynmoBoit 3 910 | 2 5 4 3/75
paboTHL.
5 Tema 5. Cucrtembsl ynpaBiIcHHS 3 | 1112 | 2 ) 4 3/75 PeiTHHT-KOHTPOJIb
0COOBIMH BHJIAMH JOKYMEHTOB. No2
6 Tema 6. KopnoparusHsie 3 | 1316 | 4 4 8 6/75
HH(POPMAIIOHHEIE CHCTEMEL.
7 |Tema 7. BHempeHne KOPIOPATHBHBIX s | 1748 | 2 ) 4 3175 PefTHHT-KOHTPOITH
WHQPOPMAIIMOHHBIX CUCTEM. Ne3
Bcero 3a 1l cemectp: 18 | 18 36 27175 3ager
WToro mo AUCHUILUTHHE 18 | 18 36 27175 3auer

Conep:xaHue JIeKIMOHHBIX 3aHATHH M0 TUCHUIIIHHE
Tema 1. [loHsiTHE AJIEKTPOHHOTO TOKYMEHTA U AJIEKTPOHHOTO IOKYyMEHTO000POTA.
[TonsiTue >nMeKTPOHHOTO AOKyMeHTa. [IoHsATHE MeKTPOHHOTO ToKyMeHTooOopoTa. [Ipeumyiectsa u

HEAOCTATKH JJICKTPOHHOI'O JOKYMCHTA.

Tema 2. Cucremsl ypaBJeHUs 3JIEKTPOHHBIM IOKYMEHTOOOOPOTOM.
OcCHOBHbBIE TPUHIUMBI PAa0OTHI CHCTEM YIPABICHUS SJIEKTPOHHBIM JOKYMEHTOOOOpOTOM. Bujbl

CHCTCM JJICKTPOHHOT'O JIOKYMCHTOO60pOTa.

Tema 3. CucTeMbI 2JIEKTPOHHOTO JIOKYMEHTOO00POTA.
Tumsl  cUCTEM  DJIEKTPOHHOTO  JOKYMeHTooOopoTa. CpaBHEHHE  CHCTEM  AJIEKTPOHHOTO

JIOKYMEHTO000pOTAa.

Tema 4. CpezncrBa rpynmnoBoi paboThl.

[Tonsitue, mpuHIUIIBEI paboThI. [IpuMepsI MPOrpaMMHBIX MPOAYKTOB.

Tema 5. CrucreMsl yrpaBieHHsS 0COOBIMU BUIaMU JOKYMEHTOB.

[Tonsitue, mpuHIUIEI paboThl. PaccmoTpenue cTtpykTypsl 1 uHTEpderica PDM-cucrem.

Tema 6. KopriopaTrBHble HHPOPMALTMOHHBIE CUCTEMBI.

[Tonsitue, ocodbennoctu, Moaynu. Knaccudukanys KopnopaTuBHbIX HHPOPMALIMOHHBIX CUCTEM.
Tema 7. BHenpeHnue KopropaTUBHBIX HH()OPMAIIMOHHBIX CUCTEM.

BapuanTtel BHeapenuss KMC: npenmyinectBa u Hegocratku. Cocras, 1ienu 1 3agauu BHeapenus KHC.

Conep:kaHue NPAKTHYECKUX 3AHATHI 110 JUCHUILINHE
Tema 1. 1C Joxymentoo6opot: U3yuenne nnrepderica CUCTEMBI.
Tema 2. 1C [lokymeHT0000pOT: BHecenue B 6a3y CBeICHUH O COTPYAHUKAX U TOJIH30BATEIIAX.



Tema 3. 1C [lokymenToo60poT: Co3aaHue OTIETBHBIX BHIOB JOKYMEHTOB.

Tema 4. 1C JoxkymeHTOO0OPOT: 3amoHEHUE TTOJIEH KapThl JOKYMEHTA.

Tema 5. 1C [Jokymentoo6oport: PenakrupoBanue ¢aitnoB. Kontpouss Bepcuit

Tema 6. 1C [JokymeHT0O000OPOT: YIIpaBieHue JOroBopaMu ¢ (GOPMUPOBAHUEM CMET.
Tema 7. 1C lokyMeHTOO0OPOT: YTpaBiIeHHE MPOSKTAMHU.

5. OBPA30OBATEJIBHBIE TEXHOJIOT UM
B nipenogaBaHuy TUCHUTUTHHBI «DIeKMPOHHbII OOKYMEHMO0O0pom» UCTIONIb3YIOTCS Pa3HOOOpa3HbIe
00pa3oBaTe/bHbIC TEXHOJIOIMH KaK TPAJAMIIMOHHBIC, TaK U C MPUMECHEHUEM aKTUBHBIX M WHTCPAKTHBHBIX
METO0B O0yUYCHHUS.
AKTHBHBIC U HHTEPAKTUBHBIC METO/IbI OOYyUCHUS:
—  Unmepaxmuenas nexyus (mema Ne 1,2, 3,4,5, 6, 7);
— Ipynnosas ouckyccust (mema Ne 1,2, 3,4,5,6,7);
— Ponesvle uepol (mema Ne 3, 4, 6, 7);
—  Tpenune (mema Ne 5);
—  Awnanuz cumyayuii (mema Ne 1, 2, 3,4,5,6,7);
— Paz6op xonkpemmnoix cumyayuii (mema Ne 1, 2, 3, 4,5, 6, 7).

6. OLHEHOYHBIE CPEJCTBA JJIs1 TEKYHEI'O KOHTPOJISI YCIIEBAEMOCTU,
IMPOMEXYTOYHOM ATTECTAIIMHA IO U'TOTAM OCBOEHUW A JUCIHUATLIAHLI U
YYEBHO-METOJNYECKOE OBECIHEYEHHUE CAMOCTOSITEJIBHOM PABOTHI
CTYAEHTOB

Texywuii KOHMPOIL YCNEBAEMOCHIU.
PeiiTuHr-KOHTPOJIB 1

1. Dnexmpounwiti doxymenm coenacno @eodepanvuwviii 3akon om 10.01.2002 Ne [-D3 «O6 snekmpoHHOU
yugposoii noonucuy - 3mo:
a) 3aImMCaHHOC HAa MAITMHHOM HOCHUTEIE JJICKTPOHHOE COOOIICHHE, PEKBH3UTHI KOTOPOTO O(QOPMIICHBI B
COOTBETCTBUH C HOPMAaTUBHBIMH TPEOOBAHUSIMHU
0) mo0oe cooOIIIeHHe, 3aITUCKA, TEKCT, 3alTMCAaHHBIM Ha MAIIMHHOM HOCHUTEIIe
B) JIOKYMEHT, B KOTOPOM MH(OpMaIHs IpeicTaBiIeHa B 3JeKTpOHHO-1IU(ppoBoii (hopme

2. Kaxumu sudamu HopmMamuenvlx akmoe pe2yiupyemcs 00KyMeHmoobopom opeanuzayuu?
a) BCE OTBETHI BEPHBI,

0) OTpaciaeBbIMU U MEXOTPACIEBbIMU,

B) rOCY/1apCTBEHHBIMU,;

I') JOKaJIbHBIMH aKTaMH OpraHU3aIuil.

3. Bepno nu ymeepocoenue, umo K8AIUPUYUPOBAHHAS U HEKEANUDUYUPOBAHHASL INeKMPOHHASA YUDpOosbie
NOONUCU 8bLOAIOMCS 8 CNeYUATIbHLIX YeHMpPax U npeocmaesiaiom coootl grew-Hakonumens ¢ 3aNUCAHHBIM
Ha Hem Kooom?
a) na,
0) HeT.
PeliTUHHI-KOHTPOJIb 2
4. Kaxas u3 nepequcieHHbix cucmem 91eKmpoHHO20 OOKYMEHMOo000poma Aeisaemcs ONmuMaibHou?
a) Lotus Domino.Doc;
0) Jleno;
B) 1C:Apxus;
r) DIRECTUM.

5. Bepno nu ymeepoicoenue, umo cucmema «1C. JJoxymenmoobopomy no3eonsem ocyuecmeaisims paccobliKy
npueﬂameﬂuﬁ Ha noceujeHue 3anji1aHupoeaHHblx Meponpuﬂmud 6Cem compy()HuKaM OPZGHLL’)’GL;MM?

a) na;

0) HeT.



6. [Ipoepammnoe obecneuenue Lotus Notes omHocumcsi K:

a) CUCTEME YIIpaBJIeHUsI OCOOBIMU BUIAMU JJOKYMEHTORB,;

0) cpeacTBaM rpymnrnoBoit paboTsr,

B) CHENUAIBHBIM  MOIYJSM  YIOpPaBICHUS  JOKYMEHTOOOOPOTOM B  COCTaBe  KOPIOPATUBHBIX
MH()OPMAIIMOHHBIX CHCTEM JIJISl TIPS PHSITHIA;

I') YHUBEpPCAJIbHBIM CUCTEMAM 3JIEKTPOHHOTO TOKYMEHTOO00pOTa.

7. Kaxoeo u3 61006 31eKkmpoHHOU yugposoii noonucu He cywecmeyem?
a) mpocras,
0) ropuaUYecKa;
B) KBAIU(UIIUPOBAHHAS;
I') HeKBaJTU(OUIIMPOBAHHAS.
PeliTHHT-KOHTPOJB 3
8. Umo u3 nepeuucienno2o He OMHOCUMCA K NAPAMEMPAM HOCUMENell 2NIeKMPOHHbIX OOKYMEHMO8?
a) CTOMMOCTh XpaHeHus 1 merabaiiTa nHpopmanuu;
0) BO3MOXXHOCTh OCYIIIECTBJICHUS TIOJITHOTEKCTOBOTO TIOUCKA,
B) CKOPOCTb JIOCTyNa K MH(POpMAIIH.

9. I1o0 crysrceOHbIM 21IEKMPOHHBIM OOKYMEHMOM NOHUMAEMCA.!

a) 3aMMCaHHOE HAa MAIIMHHOM HOCHUTENE 3JIEKTPOHHOE COOOIICHUE, PEKBU3HUTHI KOTOPOTO OGOPMIICHBI B
COOTBETCTBUH C HOPMAaTUBHBIMH TPEOOBAHUSIMU;

0) JOKYMEHT, B KOTOpOM HH(opMaIus IpeCcTaBlieHa B 3IEKTPOHHO-IIUGPOBOI popme;

B) CTPYKTYpPUPOBAaHHBIM MH(DOPMAIMOHHBIA OOBEKT, B COOTBETCTBHE KOTOPOMY MOJKET OBITH IOCTaBJICHA
COBOKYITHOCTb (haiiJIOB, XpaHSIIUXCS HA HAKOIIMTENEC KOMITBIOTEPA;

r) 1r000€ COOOIIeHNE, 3aICKa, TEKCT, 3aMMCAHHBIA HAa MAIIMHHOM HOCHUTEIIE.

10. Bepuo au ymeepowcoenue, umo cucmema «I1C. Jlokymenmoobopomy» no3eonsiem ocCyujecmeisimo
nPOCMOMpP OOKYMEHMOs8 U Gailios ¢ SpynnuposKoll No Pa3IudHbIM NPUSHAKAM (RO 8UOAM OOKYMEHMO8, NO
npoeKmam, no Omoenam):

a) na,
0) HeT.
IIpomesicymounas ammecmayus o Umo2am 0Cc80eHus Oucyuniunbvl (3auem).
CnHcoK BONPOCOB K 3a4eTy
1. TlonsTue nOKyMeHTa, JOKYMEHTOOOO0POTa U MOTOKA IOKYMEHTOB.
2. Mecro CO/1 B uHGOPMALMOHHOM cuCTEMe NPEANPHUATHS.
3. Tumer CO/] (cucTeM 3JIEKTPOHHOTO JJOKYMEHTO000POTA).
4. Kiaccudukanys aBTOMaTU3UPOBAHHBIX CHCTEM JIEIONPOU3BOJICTBA U HJIEKTPOHHOTO

JIOKYMEHTOO0O0pOTA.

5. TeHneHIMM pa3BUTHSA CUCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOPOTA.

6. JlokymeHT B MHQOPMAIMOHHOW cucTeMe. THIIBI JOKYMEHTOB B MH(POPMAIIMOHHON CUCTEMe: OyMasKHBIN
JOKYMEHT, 00pa3 JOKYMEHTA, 3JIeKTPOHHBINA JOKYMEHT, CTPYKTYpHUPOBaHHbIE JOKYMEHTbI, XML —
MIpe/iCTaBJICHHE.

7. Hokyment B CO/l. Coznanue. PenaktupoBanue. [lybnukamnus. ApXuBupoBaHue.

8. OcnoBHuble Bo3moxxkHOCTH CO/I: [Tonck nokymMeHTOB. MapmipyTr3amnust ¥ KOHTPOJIb HCIIOJTHEHHS.
OTueTsl.

9. OcuoBHbIe Bo3MOxkHOCTH CDJI: AMUHUCTpUpPOBaHHE. BO3MOKHOCTH COTPYIHUKOB.

10. OcnoBusie pynkuuu CO/I. Tunossie TpedoBanus k CI/I.

11. ITpeumymiecTBa BHEAPECHUSI CHCTEMBI AJIEKTPOHHOTO IOKYMEHTOO0O0POTA.

12. TTpuuunbl aBTOMaTHU3aUH. BEIOOp cHCTEMBI aBTOMATH3AIHH.

13. Kpatkwuii 0630p pbiHKa U Kiaccudukanus miatdopm, mpeacTaBieHHbIX Ha peiHKe CO/I.

14. CpenctBa rpynmnoBoii paboThI.

15. Cucremsl ynpaBieHus 0cOObIMU BUIAMU JOKYMEHTOB.

16. CrneuuanbHble MOAYNIH YIIPaBIEHHUS JOKYMEHTOOOOPOTOM B COCTaBE KOPIOPATUBHBIX
MH(POPMAIIMOHHBIX CHCTEM



17. KoprnopatuBHas HHPOPMALMOHHAS CUCTEMA.

18. Cucrembl aBTOMAaTH3AIUH JACTIONTPOU3BOICTRA.

19. TloacucreMa apxuBa JOKYMEHTOB, YIIPABICHUS KOHTEHTOM M CPEJICTBA CTPYKTYpPHU3ALIUU.
20. Cuctembl BBOJIa JOKYMEHTOB M CUCTEMBI 00paOOTKH 00pa30B TOKYMEHTOB

21. Toxcucrema MapmIpyTH3aIUKM JOKYMEHTOB H YIIPABJICHUS 331aHUSMH.

22. Twumbl NpUI0KEHHUH, BHEAPSEMBIX B paMKax KopropaTuBHoi CO/JI.

23. DnexTpoHHAas MU(POBast MOANUCH: TIOHITHE, BUJIBI U pEIIaeMble 3a1a4H.

Camocmosmenvnas paboma
Tembl pedepaToB

. IlonsiTHE TOKYMEHTA, TOKyMEHTO000pOTa U MOTOKA JIOKYMEHTOB.
. Ilenu BHepEHUs 3JEKTPOHHOTO IOKYMEHTO000pOTa.
. Mecro CO/] B nHQOPMAITMOHHOW CHCTEME MPENNPHSITHS.
. Tunier COJI (cucTeM 3JIEeKTPOHHOTO JOKYMEHTO000pOTa).
. Kimaccugukarus aBToMaTu3upoBaHHBIX CUCTEM JICIOMPOU3BOICTBA U IIEKTPOHHOTO JJOKYMEHTO000pOTA.
. TeHneHuMu pa3BUTUS CUCTEM IEKTPOHHOTO JOKYMEHTO000pOTA.
. loxymeHT B nH(OpMAIIMOHHOH cucTeMe. THITBI TOKYMEHTOB B HH(OPMAITMOHHOW cHCTEME: OyMaKHBIH
JOKYMEHT, 00pa3 JOKYMEHTA, 3JIEKTPOHHBINA JOKYMEHT, CTPYKTYpHUPOBAaHHbIE JOKYMEHThI, XML —
IIpe/ICTaBJICHHUE.
8. Hoxyment B CO/l. Co3nanue. PenaktupoBanue. [TyOnukanus. ApxuBupoBaHue.
9. Tunosble koMnoHeHThl CO/I: XxpaHumuile KapTouek (aTpuOyTOB) JOKYMEHTOB; XpPAaHUWINILE TOKYMEHTOB;
KOMIIOHEHTBHI, OCYILECTBIIAIOLINE OU3HEC-TIOTUKY CHCTEMBI.
10. OcnoBHble Bo3moxHOocTH CO/1: [Tonck nokymeHTOB. MapipyTu3anus 1 KOHTPOJIb UCTIOTHEHMUSL.
Otuersl.
11. OcnoBHublie Bo3MoxkHOCTH CO/]: AnMuHHCTpUpOBaHUE. BO3MOXKHOCTH COTPYIHUKOB.
12. OcHosusble pynkiuu CO/I. Tunossie TpedoBanus k CO/I.
13. IlpeumyiiecTBa BHEAPEHUS CUCTEMBI JIEKTPOHHOTO JOKYMEHTO00OPOTA.
14. IlpyuuHBl aBTOMAaTU3aLKMU. BEIOOP CHCTEMBI aBTOMATH3AIUH.
15. Kpartkuii 0630p pblHKa U Kiaccudukaius miathopM, NpeacTaBleHHbIX Ha pbiHKe CO/I.
16. Cpeacra rpynmnoBoii paboTsl.
17. Cuctemsl ynpaBiieHHs] 0COOBIMH BUAAMH JJOKYMEHTOB.
18. CnennanbHble MOJYJIH YIIPaBIEHUS TOKyMEHTOO0OOPOTOM B COCTaBE KOPIOPATUBHBIX
MH(OPMALIMOHHBIX CUCTEM
19. KopnoparuHas uH(popMaMoOHHas CUCTEMA.
20. YHuBepcaabHbIE CUCTEMBI SJIEKTPOHHOTO JIOKYMEHTO000POTA.
21. TloacucTeMbl aBTOMaTU3aUN JOKYMEHTOO0O0POTA.
22. CuctemMbl aBTOMAaTH3alMK JAEJIONMPOU3BOCTBA.
23. Ilopcucrema apxuBa JOKYMEHTOB, YIPABJIEHUsI KOHTEHTOM U CPEACTBA CTPYKTYPHU3ALUH.
24. Cucrembl BBOJIa TOKYMEHTOB U CHCTEMbI 00pabOTKH 00pa30B JOKYMEHTOB
25. Ilopcucrema MapipyTH3aly JOKYMEHTOB M YIIPABJICHUS 3aJaHUSAMHU.
26. CucTemMbl KOMIUIEKCHOM aBTOMATH3aIlMH OM3HEC-TIPOIIECCOB.
27. Tunbl NpUIOKEHUM, BHEAPSIEMBIX B paMKax kopropaTuBHoi CO/I.
28. ApXUBBI JIEKTPOHHBIX JOKYMEHTOB.
29. ABTOMaTH3aIMs MPOIIECCOB KIACCHUECKOTO POCCHICKOTO TOKYMEHTO000pOTa
(mogepkKa TOKyMEHTAllMOHHOTO obecriedeHus ynpasienus - JJOY).
30. Uctopus BHeapenust CI/I.
31. DnexTpoHHas uudpoBas MOANUCH: MOHATUE, BUJIbI U PEIIaeMble 3aJaUH.

~N N RN

@DOHJT OLIEHOYHBIX CPEACTB AJI MPOBEACHUS aTTeCTallul YPOBHS C(HOPMUPOBAHHOCTH KOMITETEHIUI
00yJarouXcs Mo AUCHUTUTHHE 0POPMITSIETCS OTACTBHBIM JOKYMEHTOM.

7. YYEBHO-METOAUYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHUE
JUCHUITJINHBI
7.1. Kuuroo0ecne4yeHHOCTh



HammenoBanwne nmuTepaTyphl: aBTOp, Ha3BaHUE,
BHJ M3JIAHUSL, U3AATEIHCTBO

T'onx m3manus

KHUT'OOBECIIEHEHHOCTb

KonnyecTBo 3K3eMIIsIpoB Hanuuue B
n3nannii B Ononmnorexke Binl'Y B AIEKTPOHHOU
cootBeTcTBHH ¢ PI'OC BO oubaunoreke Bul'yY
1 2 3 4

OcHoOBHas IuTeparypa

1. Ky3smuHa, U. B. [lenonpousBoacTBo
[DnexTponHbIii pecypc] : yueOHOe mocodue /
. B. Ky3pMuHa. — DIIEKTPOH. TEKCTOBBIC
nanHble. — M. : MockoBcKuUid
ryMaHUTapHbIN yHUBEpcuTeT, 2017. — 128
c. — 978-5-906912-98-5

2017

http://www.iprbooksh
op.ru/74718.html

2. DIEKTPOHHOE MPABUTEIHCTBO.
DIIEKTPOHHBIN JOKYMEHTO000pOT. TepMHUHBI
U onpezeienus : yueb. mocodue / C.1O.
Ka6amos. — M. : UTHOPA-M, 2017. — 320
c. — (Briciiee oOpasoBanue: bakanaBpuar)

2017

http://znanium.com/ca
talog/product/809828

3. Crenanoga, E. H. Crucrema 311eKTpOHHOTO
JIOKYMEHTO000pOTa (001auHOE PEIICHHE)
[DnexTponHblii pecypc] : yueOHOe mocodue /
E. H. CremanoBa. — DIIEKTPOH. TEKCTOBBIC
nanneie. — Capartos : Aii [Tu Op Menua,
2018. — 182 c. — 978-5-4486-0136-1

2016

http://www.iprbooksh
op.ru/73341.htm

JlomomHHUTEIbHAS TUTEPATYPa

1. llIu6Gaes, J1. B. IIpaBoBOE perynupoBaHue
3JIEKTPOHHOTO JOKYMEHTO000pOoTa
[DnexTponHblii pecypc] : yueOHOe mocodue /
J. B. lllubaeB. — DeKTpOH. TEKCTOBHIE
nannbie. — Capartos : By3zoBckoe
obpasoBanue, 2016. — 70 ¢. — 2227-8397

2016

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

2. Peibakos, A. E. OcHOBEI
JISIIONPOHU3BOJICTBA [ DJEKTPOHHBIH pecypc] :
yuebHuk / A. E. PpibakoB. — DJIEKTpOH.
TEKCTOBBIE TaHHbIE. — MMHCK :
PecnyOnukaHCcKuii HHCTHTYT
npodeccuonanbHoro oopazosanus (PUIIO),
2016. — 320 ¢. — 978-985-503-606-8

2016

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

3. KonduaennuanpHOE JEI0TPOU3BOJCTBO U
3aIIMIIEHHBIN 3EKTPOHHBIN
JIOKYMEHTO00O0POT [DJNEKTPOHHBIN pecypc] :
yueOnuk / H. H. Kynses, A. C. JIémymkus,
A.T. ®abpuunos, T. B. Konapariera ; moj
pexn. H. H. KynseB. — DIIeKTpoH. TEKCTOBBIC
nanaele. — M. : Jloroc, 2016. — 500 ¢. —
978-5-98704-711-8

2016

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

7.2. AuTepHeT-pecypchl

1. Jlemo-Bepcust mporpammuoro mpoaykra 1C: Jlokymenroodopor - http://v8.1c.ru/doc8/demo/

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJINHBI

21.]'[5[ pcannsanuun }IaHHOﬁ AUCHUIUIMHBI HMMCIOTCA CICHUAJIBHBIC TIOMCIICHUA I IIPOBCACHUA
3aHATUH JIeKYUOHHO20 MUNA U 3aHAMUL NPAKMUYECKO20 MUNA, MEeKyuje20 KOHMPOIs U NPOMENCYMOUHOU
ammecmayuu, a maxKotce NomMeueHusl 0751 CAMOCIMOAMEIbHOLL pa60mbl.

[TpakTHyeckue 3aHATHS MPOBOIATCS B KOMITbIOTEpHOM Kitacce (ayauropus 204-6).

HepequL HCIIOJIB3YCMOTI'O JIUIICH3MOHHOI'O TPpOTPpaMMHOTO 06€CHe‘-IeHI/IH:

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




PaGouyto nmporpammy cocrasmi cr. npenonasarens kag. ICY O Byrposa O.C.

(qwlo: @ém&)

Penensent (npencrasurens paboTonarers)
MKY «Ynpasnenue TPAXIAHCKOH 3amTEI roposa Bnagumupay,

HaYalbHUK yIIpaBlIeHus Bemikos B.H
(mMecTo paboTsr, AomKHOCTE, ®UO, Ch)

ITporpamma PacCMOTpeHa u ono6pena na 3acenannu Kadeaper ICY

Ilpotokon Ne 4 of 26.08.19 rona ¢

3aBexyrommuii Kadenpoit ICY Toiixep O.J1.

(PUO-Ti0 c?’

Pa6ouas IporpamMma paccMoTpena u onobpera Ha 3acenammm y4ebHO-MeToaHYecKol KOMHCCHH

Hampasnenns _A8.03 OY pa

IlporokoxNe ) or D6 DR 15 rona

Ipencenarens xomuccnu Foiixep O.J1.

O,/moxmucs)



JUCT IEPEYTBEPEKAEHUS
PABOYEN NPOIPAMMBI JIMCLIAILITHEI

Pa6oyas nporpamma o106pena wa 2020-2021 yuebuuiii rox

llporoxon sacenanus xadempri Ne 7 or .«?J%@m‘ ,
3asenyronmii kadeapoit

|

Pabouas nporpamma onodpena na 2027 -2022  yueGusii rog
TIporokou 3acemanus Kageapet Ne  / or 40

3asenyroniuit kadeupoii (

Pabouag nporpamma opobpena ua 2022 -23 yaeOHH roz
Iporoxon zaceyanus kapenpst No 4 or €. 08 202 rona
3asenyromuit kadenpoit ijy/

/

PaBouas nporpamma onobpena ma yuebHKIH roj

Hpororon sacepanus kadeaprr Ne 0T roja

Sasenyromuit xadenpoit

PaBogas mporpamma onobpera na yueOHBIH 101

i st st

IIporoxon 3acenanus kaheapst Ne oT roza

Sasepyiomuit kahenpoit

Pabouas nporpavma onofipesa na vueOsbil roa

Hporokon sacenanus kadeprr No __oT rojia

3asenyromuii kadepoii

Pabovas nporpamma ofobpena xa YueOHbIf 1o

Hporoxon sacenains kadeaps N OT rojia

3aseyromuit kadenpoit
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