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1. OEJX OCBOEHMUA JNCHHUIIVIMHbI

[lenbto u3ydeHUs AUCHUIUIMHBI «DJNEKTPOHHBIA JOKYMEHTOOOOPOT» SIBISIETCA IMOJIy4€HHUE U
yriyOieHre 3HaHUK O TPUHIIMIIAX OCTPOCHUS JOKYMEHTOB M OCHOBaX ()OPMHUPOBAHUS JOKYMEHTOOO0pOTa
B OpraHu3amusi U YYPeXJCHUAX Pa3IU4YHBIX (GopM coOCcTBeHHOCTH. DOpPMHUpPOBAHUE Yy CTYJICHTOB
MPAKTUYECKUX HABBIKOB IO CO3JaHUIO U 00pabOTKE TOKYMEHTOB B JaJIbHEHIEM OyJeT CriocoOCTBOBAThH HE
TOJILKO 0o0Jiee YCHEIIHOMY OCBOGHHUIO MJHCHMIUIAH, H3Y4YEHHE KOTOpBIX Hpeanojaraer pabotry c
JOKYMEHTAIMeH, HO ¥ MIPOX0XKICHHUIO MPAKTHUKHU Ha O0Jiee TPaMOTHOM YPOBHE.

3anauu U3y4eHus! TUCHUIUIUHBL:

- c(hopMUpPOBATh Y CTYACHTOB YETKOE MPEACTABICHHE O HEOOXOIUMOCTH M PO JOKYMEHTUPOBAHHS
B JICSITENIbHOCTH OpraHu3alui;

- O3HAKOMHUTH CTYIEHTOB C OCHOBAMH D3JIEKTPOHHOIO [EJIONPOU3BOJCTBA U JIOKyMEHTO0OOpOTa
OpraHuzaluy,

- O3HAaKOMHUTb CTYJIEHTOB C OCOOCHHOCTSIMH 3alllUThl CIY)KEeOHOH W KOH(UACHIMAIBHOU
nH(popmaluu, 006ecredeH s OTKPBITOro IOCTyMa IpaxaaH K HH(OPMalUU B COOTBETCTBUU C MOJIOKEHUSIMU
3aKOHOJATEIbCTBA;

- HAy4UThb CTYJIEHTOB OPUEHTHUPOBATHCS B CUTYyallUAX, TPEOYIOUIMX M3JaHUS COOTBETCTBYIOIIMX
JIOKYMEHTOB.

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 ObYUYEHUSA 11O 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 (Tokazarey OCBOCHHUSI KOMITETEHITHH )
1 2 3
OIIK-5 YactuuHoe - 3HaTh OCHOBHBIE CIIOCOOBI OIEHKH pE3yJIbTaTOB IPHHITOTO
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 peIieHns! TpoheCcCHOHATIBHBIX 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 MTPO(HECCHOHATBEHON 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 Il (hopManu3aliy, aHaIu3a |
MPOTHO3UPOBAHMS PA3BUTHUS NMPOOIEMHBIX CUTYalMH W IPUHATHUS
pelIeHni Ha ypOBHE YITPaBJIEHUS OpraHu3anuen




4. OBPBEM U CTPYKTYPA JUCIHUIIJIMHBI
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
=y 5 paboTHl, KOHTPOJIS
Ne HammenoBanune TeM w/uinu 3 § E = C IPUMEHEHUEM YCIEBAEMOCTH,
n/n pa3aenoB/TeM TUCIIUILTHHBL z = = 8 MHTEPAKTUBHBIX ¢bopma
© g = 8 % METOZIOB MPOMEKYTOUHOM
s = 5 0 Q (B wacax / %) aTTecTaluu
5 3 £ @) (no cemecmpam)
= 5 &
E| 8
= 2,
)
=N
=
1 Tema 1. TloHATHE BIEKTPOHHOTO 9,1
JIOKyMEHTa U 3JIEKTPOHHOIO | 4 19 05| 05 0,75/75
JIOKyMEHTO000pOTA.
2 Tema 2. Cucremsl ynpaBleHUS 9,2 0,9/75 )
PelTuHr-KOHTpOIH
DJIEKTPOHHBIM 4 19 06 | 06 Nel
JIOKYMEHTOO00POTOM. )
3 . 91
Tema 3. CucCTeMBI 3JIEKTPOHHOTO 4 20 05 | 05 0.75/75
JIOKyMEHTO000pOTA.
4 . i 9,2 0,9/75
Tema 4. Cpenctsa rpynmnoBoit 4 20 06 | 06
paboTHL.
5 Tema 5. Cucrtembsl ynpaBiIcHHS 4 20 06 | 06 91 0,9/75 PeiTHHT-KOHTPOIIb
0COOBIMH BHJIAMH JOKYMEHTOB. ' ' Ne2
2 0,9/75
6 Tema 6. KopnoparusHsie 4 21 | o6 | 06 9,
HH(POPMAIIOHHEIE CHCTEMEL.
7 |Tema 7. Buenpenne KOpnopaTusHbix | , 21 |os !l os 91 0,9/75 PelTHHI-KOHTPOTH
HH(POPMAIIMOHHBIX CHCTEM. ' ' Ne3
Bcero 3a 1l cemectp: 4 4 64 6/75 3auer
HToro no AUCIUILIIHHE 4 4 64 6/75 3auer

Conep:xaHue JIeKIMOHHBIX 3aHSITUH MO TUCHUIIHHE
Tema 1. [ToHsITHE AIIEKTPOHHOTO TOKYMEHTA U JMIEKTPOHHOTO IOKYyMEHTO000POTA.
[TonsiTue >MeKTPOHHOTO JOKyMeHTa. [ToHITHE IEKTPOHHOTO AOKyMeHTooOopoTa. [IpeumymiectBa u

HCAOCTATKH JJICKTPOHHOI'O JOKYMCHTA.

Tema 2. CucTeMBbl yIIpaBJIeHHUS 3JIEKTPOHHBIM JIOKYMEHTOOOOPOTOM.
OcHOBHBIE NPHUHLUUIBI PAaOOTHl CUCTEM YIPABICHUS DIEKTPOHHBIM JOKYMEHTO0OOpOTOM. Bubl

CHCTEM DJIEKTPOHHOTO JOKYyMEHTO000pOTA.

Tema 3. CucTeMbl 3IEeKTPOHHOTO IOKYMEHTOO00pOTA.

Tunsl  cucTeM  AJIEKTPOHHOTO  JAOKYMEHTOoOOpoTa. CpaBHEHHE  CHUCTEM  AJIEKTPOHHOTO

,Z[OKyMCHTOOﬁOpOTa.

Tema 4. Cpezactpa rpynnoBoit paboThI.

[TousiTre, mpuHUMIIBI paObOTHL. [IprMepsI MPOrpaMMHBIX MPOIYKTOB.

Tema 5. Cuctemsl yripaBieHuUs 0COOBIMHA BHIaMU JJOKYMEHTOB.

[TousTre, mpuHIKIIBL pabOTHL. PaccMoTpenne cTpykTypsl U uHTepdeiica PDM-cucrem.

Tewma 6. KopniopaTusHbie HHPOPMAITMOHHBIC CUCTEMBI.

[Tousitre, ocobennocTH, Monyu. Kinaccudukaims KopnopaTuBHBIX HHPOPMALMOHHBIX CUCTEM.
Tema 7. BHepeHre KOpHOpaTUBHBIX HH(OPMALIMOHHBIX CUCTEM.

Bapuants! Buenpenust KMC: npeumymiectBa u Henocratku. Cocras, 1enu 1 3anaun BHeapenus KHUC.

CoaepixaHue NPAKTHYECKHUX 3aAHITHI MO THCIHUTLINHE
Tema 1. 1C Joxymentoo6opot: U3yuenne unrepderica CUCTEMBI.
Tema 2. 1C JoxymenToo6opoT: BHeceHue B 6a3y cBeACHUI O COTPYIHUKAX U MOJIH30BATEIIAX.
Tema 3. 1C JokymeHnToo60poT: Co3naHue OTENbHBIX BUIOB TOKYMEHTOB.



Tema 4. 1C JlokyMeHTOOOOPOT: 3anoJHEeHNE TOJIeH KapThl JJOKYMEHTA.

Tema 5. 1C Joxymentoob6oport: PenaktupoBanue daitioB. Kontposb Bepcnii

Tema 6. 1C JlokymMeHTOOOOpOT: YIIpaBieHne J0roBopaMu ¢ GOPMUPOBAHHEM CMET.
Tema 7. 1C [JokymeHTOO0OPOT: YIIpaBiaeHUE IPOSKTaAMH.

5. OBPA3OBATEJIbBHBIE TEXHOJIOT'UM
B npenoaBaHuy JTUCHUIUTHHBL « DIeKMPOHHBLI OOKYMEHMO0O0pOm» UCIIONIb3YIOTCS pa3HO00pa3HbIe
o0Opa3oBaTebHbIC TEXHOJIOTMHM KaK TPATUIMOHHBIC, TaK U C MPUMCHCHHUEM AaKTHBHBIX M HHTCPAKTHBHBIX
METOJIOB O0yUYEHHUSI.
AKTHBHBIC U HHTEPAKTUBHBIC METOJIbI O0YUCHMS:
—  Unmepaxmusnas nexyus (mema Ne 1,2, 3,4,5, 6, 7);
— [Ipynnosas ouckyccusi (mema Ne 1,2, 3,4,5,6,7);
— Ponesvle uepvl (mema Ne 3, 4,6, 7);
—  Tpenune (mema Ne 5);
—  Ananuz cumyayuii (mema Ne 1, 2, 3, 4,5, 6, 7);
— Pazbop xonxkpemnoix cumyayuti (mema Ne 1, 2, 3, 4,5, 6, 7).

6. OLUHEHOYHBIE CPEJACTBA JJIs1 TEKYHIEI'O KOHTPOJISA YCIIEBAEMOCTHU,
MMPOMEXYTOYHOM ATTECTAILIAU 110 U'TOI'AM OCBOEHMS JUCIHUILIUHBI U
YYEBHO-METO/JUYECKOE OBECHEYEHUE CAMOCTOSTEJABHOM PABOTHI
CTYAEHTOB

Texywuii KOHMPOL YCne8aemocniu.
PeiiTuHr-kouTpos 1

1. Dnexmpounnviii doxymenm coenacno Dedepanvruviii 3akon om 10.01.2002 Ne [-D3 «O6 2nekmponHol
yughposoti noonucuy - 3mMo:
a) 3aMMCcaHHOE Ha MAIIMHHOM HOCHUTEJE 3JIEKTPOHHOE COOOIIEHUE, PEeKBU3UTHI KOTOPOro o(pOpMIIEHBI B
COOTBETCTBUM C HOPMaTUBHBIMU TPEOOBaHUSIMU
0) s1ro0oe cooOllieHne, 3anucKa, TeKCT, 3alMCaHHbI Ha MAaIIMHHOM HOCHUTEe
B) JIOKYMEHT, B KOTOPOM HH(pOpMAIHs MpeACTaBlIeHa B 3JIEKTPOHHO-IIMPpoBOit popme

2. Kaxumu suoamu HoOpmMamueHvlx akmos pe2yiupyemcs 00KyMeHmoooopom opeaHu3ayuu?
a) BCE OTBETHI BEPHHI,

0) OTpacieBbIMU U MEKOTPACIEBBIMU;

B) TOCYJIapCTBEHHBIMH,

T') JOKaJIbHBIMH aKTaMH OpTaHU3aIUil.

3. Bepno nu ymeepocoenue, umo K8AIUGPUYUPOBAHHASL U HEKBANUDUYUPOBAHHAS INeKMPOHHAS YUDPOsble
NOONUCU 8bLOAIOMCA 8 CNEYUANbHBIX YEHMPAx u npeocmasisaiom cooou greu-Hakonumens ¢ 3anUCAHHbIM
Ha HeM Kooom?
a) na,
0) HeT.
PeiiTHHI-KOHTPOJIb 2
4. Kakas u3 nepeuucieHHblX cucmem 2J1eKmpoHHO20 OOKYMEHMOo0O0pOma s61s1emcs OnmumMatbHou?
a) Lotus Domino.Doc;
0) Jemo;
B) 1C:Apxus;
r) DIRECTUM.

5. Bepro nu ymeeporcoenue, umo cucmema «1C. JJokymenmoobopomy noseonsiem ocyujecmeisims paccoliKy
l’lpMZJZaWEHLlIZ Ha noceufeHue 3anji1aHupoO6aHHblIX Meponpuﬂmuﬁ 6cem compydﬂuKaM OPZCZHI/BCZD;MM?

a) na,

0) Her.

6. [Ipoepammnoe obecneuenue Lotus Notes omHocumcsi K:



a) CUCTEME YIPaBJICHUs 0COOBIMU BUAMH JIOKYMEHTOB;

0) cpeacTBaM TpyNIoOBOM pabOTHI;

B) CHEUUAIBHBIM  MOIYJSAM  YOpPaBJICHHUS  JOKYMEHTOOOOPOTOM B  COCTaBe  KOPIOPATUBHBIX
WH(POPMAIIMOHHBIX CHCTEM IS TPEIIPUSITHIA;

T') YHUBEPCATbHBIM CUCTEMAaM IJICKTPOHHOTO JOKYMEHTOO0O0pOTA.

7. Kakozo u3 810086 31eKmporHHOU Yughposoil noOnucu He cyujecmeayem?
a) mpocTas,
0) ropuanuecKkas;
B) KBATH(UIIUPOBAHHAS;
I') HeKBIN(HUITUPOBAHHASI.
PeliTHHT-KOHTPOJIB 3
8. Umo u3 nepeuuciennoz2o ne OMHOCUMCA K NAPAMEMPAM HOCUMeell 21eKMPOHHbIX OOKYMEHMO8?
a) CTOMMOCTh XpaHeHus 1 Merabaiita nHGOpMaIKH,
0) BO3MOXHOCTH OCYIIIECTBIICHUS TIOJTHOTEKCTOBOTO TIOMCKA,
B) CKOPOCTbh JIOCTYIIA K HHPOPMAIUH.

9. 1100 cnysicebHbLIM 21eKMPOHHBIM OOKYMEHMOM NOHUMAEMCIL:

a) 3aMMCcaHHOE Ha MAIIMHHOM HOCHUTEJE DJIEKTPOHHOE COOOIIEHWE, PEeKBU3UTHI KOTOPOTO O(GOpPMIICHBI B
COOTBETCTBHH C HOPMATUBHBIMU TPEOOBAHHSIMU;

0) JOKYMEHT, B KOTOpOM MH(pOpMAITUs TIPECTABICHA B JJIEKTPOHHO-ITU(PPOBOH opme;

B) CTPYKTYPUPOBAHHBII MH(OPMAIIMOHHBIN OOBEKT, B COOTBETCTBUE KOTOPOMY MOKET OBITh IOCTaBIicHA
COBOKYITHOCTB (haiiJIOB, XpaHSIINXCS HAa HAKOIUTENIE KOMITBIOTEPA,;

r) 1000€ COOOIICHKE, 3aITMCKa, TEKCT, 3alIMCAHHBIA HA MAIIIMHHOM HOCHUTEJIE.

10. Bepuo au ymeepoicoenue, umo cucmema «IC. JokymenHmoobopomy» no3eonsiem ocCyujecmeisimo
NPOCMOMP OOKYMEHMO8 U (Patiios ¢ SPYRNUPOBKOU NO PA3IUYHLIM NPUSHAKAM (0 8UOAM OOKYMEHMO8, NO
npoeKmam, no omoenam):

a) na,
0) Her.
IIpomedicymounas ammecmayusi RO UMO2am 0CE80€eHUst OUCYUNIuHbL (3auem).
Cnucok BONPOCOB K 3a4eTy
1. TloHsATue TOKYyMEHTa, JOKYMEHTO000pOTa U MOTOKA JOKYMEHTOB.
2. Mecro CO/1 B mHGOPMAIMOHHOMN CUCTEME TIPEATIPHUSITHS.
3. Tunst CO/ (cucteM 3IeKTPOHHOTO TJOKYMEHTOO000pOTA).
4. Kiaccuduranys aBTOMaTH3UPOBAHHBIX CHCTEM JIEIOTIPOU3BOJICTBA U DIIEKTPOHHOTO

JTOKYMEHTO000pOTa.

5. TennpeHuM pa3BUTHS CUCTEM BJIEKTPOHHOTO IOKYMEHTOO0OpOTA.

6. JlokymMeHT B MHPOPMALMOHHOM cucTeMe. THUIBI JOKYyMEHTOB B MH(POPMALIMOHHOM cucTeMe: OyMasKHbIN
JIOKYMEHT, 00pa3 IOKyMEHTa, 3JIEKTPOHHBIN TOKYMEHT, CTPYKTYpUPOBAaHHbIE TOKYyMEHTHI, XML —
IIPE/ICTaBIICHHUE.

7. JHoxyment B COJI. Co3nanue. PenaktupoBanue. [lyonukanus. ApXxuBUpoBaHUE.

8. OcuoBHuble Bo3moxkHOCTH CO/I: [Tonck nokymMeHTOB. MapuipyTu3anust 1 KOHTPOJIb HCTIOJHEHHMS.
OTtuersl.

9. OcnoBHble Bo3MokHOCTH COJ[: AaMuHUCTpUpOBaHHEe. BO3MOXHOCTH COTPYAHUKOB.

10. OcnoBubie ¢pyaknuu CO/I. Tunossie TpedoBanus k CO/I.

11. IIpeumymiecTBa BHEAPEHUS CUCTEMBI AJIEKTPOHHOTO TIOKYMEHTO000pOTA.

12. TTpuumnBl aBTOMaTH3aIMH. BRIOOp cHCTEMBI aBTOMATH3AIHH.

13. Kparkwuii 0030p pbIHKa 1 Kiaccupukanus miatgopm, mpeacTaBieHHbIX Ha peiHke CO/1.

14. CpenctBa rpynmnoBoi paGoTHhl.

15. Cucrems! ynpasieHus 0cOObIMU BUIAMU JOKYMEHTOB.

16. CrenuanbHble MOAYNH YIIPABICHUS TOKYMEHTOOOOPOTOM B COCTaBE KOPIIOPATUBHBIX
MH(GOPMALIMOHHBIX CHCTEM

17. KopmnopatuBHas HHPOPMALMOHHAS CUCTEMA.



18. Cuctembl aBTOMaTU3alUU ACTOMPOU3BOICTBA.

19. Iloncucrema apxuBa JOKyMEHTOB, YIIPABIEHHSI KOHTEHTOM U CPEICTBA CTPYKTYpPHU3ALUH.
20. Cucremsl BBOJIAa IOKyMEHTOB U CHCTEMBI 00pabOTKH 00pa3oB TOKyMEHTOB

21. TloxcucreMa MapuIpyTHU3alUK JOKYMEHTOB U YIIPABJIECHUS 3a/1aHUSMH.

22. Tunbsl NIPUIIOKEHUH, BHEIPSEMbIX B paMKax KopropatuBHoil CO/I.

23. DnexTpoHHas HU(POBast MOANUCH: IOHATHE, BUJIbI U PEIIaeMble 3a1a4H.

Camocmosmenvuas paboma
Tembl pedepaToB

. IloHsATHE TOKYMEHTA, TOKYyMEHTO000pOTa 1 TOTOKA IOKYMEHTOB.
. llenu BHEpEHHUS AIEKTPOHHOTO JOKYMEHTOO00pOTA.
. Mecro COJ] B uH(pOpMAaIIMOHHON CUCTEME TIPEATIPUITHS.
. Tuner COJ] (cucTeM 3JIeKTPOHHOTO JOKYMEHTO000pOTa).
. Knaccugukanus aBToMaTu3npoBaHHBIX CUCTEM JEIOIPOU3BOICTBA U AIEKTPOHHOIO JOKYMEHTO000pOTA.
. TeHieHnn pa3BUTHS CUCTEM JIEKTPOHHOI'O JOKYMEHTO000POTA.
. JlokyMeHT B HH(pOpMAIIMOHHOM cucTeMe. THIbI JOKYMEHTOB B MH(POPMAIIMOHHON cucTeMe: OyMaXKHbII
JIOKYMEHT, 00pa3 IOKyMEHTa, 3JIEKTPOHHBIN I0OKYMEHT, CTPYKTYpUPOBaHHbIE JOKyMEHTbI, XML —
IIPEICTaBIICHHUE.
8. Hoxyment B CO/I. Co3nanue. PenaktupoBanue. [lyOnukanus. ApxuBupoBaHue.
9. TunoBsle koMnoHeHTs! CO/1: XpaHunuIe KapTouek (aTpuOyTOB) TOKYMEHTOB; XpaHUJIUILE TOKYMEHTOB;
KOMITOHEHTBHI, OCYIIECTBIIAIOIINE OU3HEC-IOTUKY CUCTEMBI.
10. OcnoBHbIe Bo3moxHOcTH CO/I: [Tonck nokymeHToB. MapmpyTu3anus 1 KOHTPOJIb UCTIOJTHEHMS.
OTyeTsl.
11. OcHoBHbIe Bo3MOxkHOCTH CO/]: AnMUHHUCTpUpOBaHUE. BO3MOKHOCTH COTPYIHUKOB.
12. Ocuosnbie ¢pyakmun CO/]. Tunossie TpedoBanus k CO/I.
13. [IpeumMyniecTBa BHEAPEHHS CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000POTAa.
14. IlpuunnHsl aBTOMaTH3alMK. BEIOOP crcTeMbl aBTOMATH3aIUH.
15. KpaTkuii 0630p ppiHKa 1 Ki1accudukanus miathopm, npeacTaBieHHbIX Ha peiHke CO/I.
16. CpenctBa rpynmnoBoit pabOTHI.
17. Cucremsl yrpaBiaeHHst 0COOBIMHU BUJIaMH JOKYMEHTOB.
18. CnenmanbHble MOAYJIH YIPABIEHUS JOKYMEHTOOOOPOTOM B COCTaBE KOPIOPATUBHBIX
MH(POPMAIIMOHHBIX CHCTEM
19. KopriopatuBHas nH(popMallmoHHasi CUCTEMa.
20. YHuBepcanbHbIe CUCTEMBI AJIEKTPOHHOTO JOKYMEHT0000pOTA.
21. [logcucTembl aBTOMAaTU3AIIMN JOKYMEHTOOO0pOTA.
22. CucTtembl aBTOMATHU3aUHU AEIONPOU3BOCTBA.
23. I[logcucrema apxrBa JTOKYMEHTOB, YIIPABIECHNS KOHTEHTOM U CPEICTBA CTPYKTYPHU3ALIAH.
24. CucreMbl BBOJIa IOKYMEHTOB U CHCTEMBbI 00pab0TKH 00pa30B JOKYMEHTOB
25. [logcucrema MapipyTH3aliyd JOKYMEHTOB M YIIPABJICHUS 3a1aHUSIMHU.
26. CuctemMbl KOMIUIEKCHOW aBTOMATHU3AIMHA OU3HEC-TIPOIIECCOB.
27. Tunbl NpUAIOKEHUM, BHEAPSEMBIX B paMKax KopriopatuBHoi CO/I.
28. ApXUBBI 2JIEKTPOHHBIX IOKYMEHTOB.
29. ABTOMaTH3aIMs MPOIECCOB KIACCHYECKOTO POCCUUCKOTO TOKYMEHTO000pOoTa
(mopepxKa TOKyMEHTAllMOHHOT O obecrieueHus ynpasienus - JJOVY).
30. Uctopus Buenpenust CO/I.
31. DnexTpoHHAas U(POBast MOAMUCH: TOHIATHE, BUJIBI U peIIaeMble 331a4H.

NN N kW~

@DOH/ OLIEHOYHBIX CPEACTB ISl MPOBEACHUS aTTECTAIlUN YPOBHA CPOPMUPOBAHHOCTH KOMIETEHIIHA
o0yyJaromuxcs Mo JUCUUIUINHE 0QOPMIIIETCS OTAENBHBIM JJOKYMEHTOM.

7. YYEBHO-METOANYECKOE U HHO®OOPMAIIMOHHOE OBECIIEHEHUE
JUCHUITJIUHBI
7.1. Kuuroooecne4yeHHOCThH



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. — DJIEKTPOH. 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)
[DmexTponnstii pecypc] : yuebmoe 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
[DnexTponHslii pecypc] : yuebHOe 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 3IEKTPOHHBIN
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.html

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, MEKYuje20 KOHMPOIs U NPOMENCYMOUHOU
ammecmayuu, a maxKotce NomMeueHusl 0751 CAMOCIMOAMEIbHOLL pa60mbl.

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

HepequL HCIIOJIB3YCMOTI'O JIMIICH3MOHHOI'O TPpOTPaMMHOTO OGCCHC‘-IGHI/I}I:

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




PaGouyro mporpammy cocrapmn cr. npenonasarens kag. ICY O Byrposa O.C.

(qmo: @éméb)

Penensent (npeacrasurens paGoTonarens)

MKY «Vnpasnenne TPAXNAHCKOH 3almuTHI ropoza Branumupay,

Ha9albHUK yIIpaBlIeHHS Bemukos B.H

(mecTo paboTsi, AOKHOCTE, ®HO, Chb)

I[Iporpamma PaccMOoTpena u onoGpena Ha 3acenanuy kKapenps 3CY

IlporoxonNe 4 or 5g .08.19 roma

3aBexyrommii Kaenpoit ICY loiixep O.J1
(PUO:Ti0 c7/

Pa6oyas [IporpaMma  paccMoTpena u onobpera Ha 3acenammm y4e6HO-MeToIrYecKoil KOMHCCHH

Hampasnenus A8 O3 Oy P,

IlporokoxNe ) or D6 DR G roza

Ipencenarens xomuccau Toiixep O.J1.




JUCT PETUCTPAIIMA U3SMEHEHUMI
B pabo4yI0 MpOrpaMMy AUCHUTLTUHEI
HAUMEHOBAHUE
00pa3oBaTeNbHOM MPOrpaMMbl HAlIPaBJICHUS IOATOTOBKHU K00 U HaumeHnosanue OII, HaTIpaBIE€HHOCTb:

HaumMeHosaHue (YKazams ypo8eHs NOO20MOBKU)

Howmep BHeceHn! n3MEHEHUS B 9aCcTH/pa3Ieibl Hcnonuurensb OcHoBaHue
M3MCHCHUS paboueii IporpaMMbl DdUO (HOMEp M 1aTa MPOTOKOIA
3acenanus Kaeapbl)
1
2
3aB. kadeapoii /

Toonucw DOUO



JUCT NEPEYTBEPXK/IEHUS
PABOYEM ITPOI'PAMMBI AUCTTMIIJINHBI

Pabowast nporpamma oz106pena na 2020-2021 yueburii rox
IIpotokon 3acenanus kapeapst Ne 7 ot 22042

3aBenyrommii kadbenpoii /
IYIOIIL ¢benp Ll

/

Paboyas nporpamma omxodpena na 2024 -2022 YYeOHBIH 1o

ITporokon 3acenamns kadempsr Ne /ot 3088209/

3asenyrommuit kadenpoii

—_—

PaGouyas nporpamma onobpena Ha y4eOHBI rox

IIporokon 3acenanns kadempsr Ne oT roza

3aseryromuit kadeapoit

Pabouas nporpamma oj106pena Ha yueOHBIA roj

ITpoTokoun 3acemamust Kadeaprr N oT ropa

3aseryromuii kadeapoi

Paboyas nporpamma oj106pena Ha y4eOHBIN TO1

IIporoxon 3acearus kadenprr Ne oT roja

3aperyrommuii kadenpoi

Paboyas nporpamma oxobpena ma yuebHBIH roj

[Iporokon 3acenanws kadeaps No oT roja

3apetyromuii kadenpoit

Paboyas nporpamma o106pena na Y4eOnBIif rox

IIpoTokon 3acenanus xadeapsr Ne oT roja

3aBenyrommit kadenpoit




