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1. IEJHA OCBOEHUS AUCHUILTAHBI

Lenbro 0CBOEHHUS JIMCIIATITHHED «HoxymenTammonnoe obecreucHie NpohecCHOnAILHOM
ACATC/IBHOCTHY  SIBISACTCS TONyYeHHE W yrayOlendme sHammii o [IPHHIHANAX OCTPOCHHS
AOKYMEHTOB H OCHOBaX (HOPMHpPOBAHHS AOKyMEHTO000pOTa B Oprasuzanms u VUPEXKTeHUIX
PAasIHYHEIX (OPM COOCTBEHHOCTH. DOpMHPOBAHHE Y CTYNCHTOR IIPAKTHYECKHX HABBIKOB II0
CO3MAHHIO M 00paboTKe OKYMEHTOB B JambHeHmmenm OyzeT crocoGCeTBOBATh HE TONBKO Gozee
YCICIIHOMY OCBOSHHIO JICLIAILITHH, H3y4eHHe KOTOPBIX TpeanonaraeT paboTy ¢ MOKyMeHTamuei,
HO H NPOXOMKACHHUIO IPAKTHKM Ha 50JIee rpaMOTHOM YPOBHE.

OcCHOBHBEIMH  3amauamu H3YICHMA  JHCLMITHHEL  «JIOKyMeHTAWOHHOE obecmeuer e
NPOGECCHOHANBHON  JTeSTeMEHOCTHY ABISIOTCS:  COOPMHUPOBATE Yy  CTYAEHTOB HeTKOe
TPENCTABICHHE O HEOOXOMUMOCTH H POJH AOKYMCHTHPOBAHUA B NEATEIBHOCTH OPrAHH3ALHA;
OSHAKOMHThH CTYIEHTOB C OCHOBAMH 3JEKTPOHHOIO ACTIONPOH3BOMICTBA U JOKYMEHTOO60pOTA
OPTaHM3AIMA;  O3HAKOMHTBH  CTYAEHTOB C  OCOBEHHOCTSIME 3AIMTEL  CHOy:KeDHOH m
KOHQHIEHIHATEHON HHOPMAIMK, 0BecTeTems OTKPBITOTO TOCTYIIA IPaKIaH K HE(OPMALHH B
COOTBETCTBHH C NONMOXEHUSMH 3aKOHOJATCIIECTBRA; HAYYUTb CTYACHTOB OPHEHTHPOBATHCS B
CHTYalHsIX, TpeOYIOIHX H3TaHHs COOTBETCTBYIOIIUX TOKYMEHTOB.

2. MECTO JUCIMIIJINHBI B CTPYKTYPE OIIOII BO

HAucuunmna «JoKyMeHTAHOHHOE obecmeyernne

OTHOCHTCH K 00g3aTebHOH YacTH.

IPO(ECCHOHANLHON eITeNbHOCTHY

3. INTAHAPYEMBIE PE3YVJIBTATEI OBYYEHHS MO JUCHUILIAHE

IInanupyemeie pesyisrars OOy4Y4eHHS 10 IHCHHIIIHHE

>, COOTHCCEHHEIE C NIIaHUPYEMBIMHA

pesynpTatamu ocroerus OITOIN (koMmereRIMsSMHE 1 MHIHKATOPAMH JOCTIKEHHS KOMIIETEHIHH)

DopMmupyeMBIe [nanupyewmeie pesynbrarsr o0yuenus 1o JUCLMILTHMHE, B Hanmenopanme
KOMIETEHIIHH COOTBETCTBHH C HHAMKATOPOM JOCTHIKEHHS KOMTIETEHIH OLEHOYHOTO
(kom, conepxanne WUnpukarop nocriskenus Pesynerater o6yuenus mo cpencTsa
KOMIIETEHILHM) KOMITETeHLUH IHCLHIITHHE
(k00, codepacanue uHAUKAmOopa)
OIIK-5. CnocoGen | OIIK-5.1 3naer TEOPETHYECKHE W | 3HaeT OCHOBHEIC CHOCOGED oneHku | TecroBkie
HCIIONE30BaTh B [IPAKTVYECKHE OCHOBBI  pEINeHHs | pe3ysIbTaToB NPHHATOTO | BOTPOCEL,
NpoheCcCHOHANEHOH CTaHJAPTHBIX 3allad | yNpaBIeHYECKOTO PEINEHHS, B TOM I[IpakTHKO-
NEATENEHOCTH MPO(eCcCHOHANEHOM NeATensHocTH ¢ | quene PESYNBTATOR  NEATC/LHOCTH | OPHEHTHPOBAH-
HH(OpPManHOHHO- MPUMEHEHHEM MH(OPMAUMOHHO- | OPraHU3AMH, OCHOBHEIE AOKYMEHTEl | HOE 3ajaHmHe
KOMMYHHUKAIIHOHHLIS KOMMYHHKAIMOHHBIX TEXHOQJIOTHIA. OTYETHOCTH B TOCYMapCTBEHHOM H
TEXHOJIOTMH, OINK-52  Vmeer  wucmonbsosars MYHHIMIIATLHOM CEKTOpax;
FOCYNapCTBEHHEIE H | OCHOBHBIE  CTIOCOOBI W CpencTea
MY HHLMTATbHbLE HHPOPMANMOHHOTO
HH(POPMALMOHHEIe B3aHMOICHCTBHS, TONTy4eHns, | YMeeT Haxomuts u aHAMHU3UPOBATE
CHCTEMBI; IDHMEHATE | XpaHEeHHWs, " nepepaboTku | wHpopMaIyo, HeoOXomumyro s
TEXHONOTHU MHpOPMaLHH, TOCPencTBOM paBoThI Pemmenns npodeccuoranbHEIX 3a1a4;
BJIEKTPOHHOTO c HH(POPMALHOHHO-
NPABHTENLCTBA 1 KOMMYHUKAT[MOHHBIMH
IPENOCTABNEHHS TEXHONOTHAMH, B TOM  wuucie | Bnageer metonamu [OFCKA | aHallN33a
FOCYZAPCTBEHHBIX | TEXHOIOTHAMHE JJIEKTPOHHOTO | HH(pOpMAaLUH, HARBIKAMH
(Mynmmunanbueix) | npaeutembcTea W NPEIOCTARICHNA | COCTABIEHMI OTYETHOCTH B
yeayr TOCYIapCTBEHHBIX OpTaHH3alUAX TOCYAAPCTBEHHOIO WU
(MyHuIMDaTBHEIX) yeyr. MYHHIHUIIATEHOTO CeKTopa
OTIK-5.3 Brageer  mHaBmikamu | sxomOMuKH,
o0o0wieHns W cucTeMaTH3ALUK
uHbopMaly  mns  cosmamus  Gas
JaHHBIX;  BIANEET  CPEACTBAMU
MPOrpaMMHOTO obecrieyenns
aHallk3a U MONENMPOBAHHS CHCTEM
YIPABIEHHUs. J




[ OonK-7. Crocofen
OCYIIECTRIISTE
BHYTPHOPTAHH3ALHO
HHBIE 1
MEXKBEIOMCTBEHHEIC
KOMMYHUKAIHH,
obecrneunpate
B3aUMOJielicTRHE
OpPraHOB BIIACTH C
TpaxaaHamH,
KOMMEPYECKHMH
OPTaHU3ALHAMH,
HHCTHTYTaMHu
rpaxIaHCcKoTo
ol1ecTsa,
CpeICTBAMU
MaccoBoii
HHpOpMALHH

OIIK-7.1. 3Haer OCHOBBI
COBPEMEHHBIX
BHY TPHOPIraHH3aLMOHHBIX H

MEXBEIOMCTBEHHBIX KOMMYHHKaLHH
OpraHoB BJIaCTH ¢ rpaXkaaHaMu,

KOMMEPYECKHME  OPraHH3aLHsIMI,
HHCTHTYTAMHM TPaXAAHCKOTO
O0IIECTBA, CpPEmCTBAMU  MACCOBOI
uHpOpMAaLUH.

ONK-72  VYMeer wcmonb3oBats
Hpo(ecCHOHATHELE OpUEeMBl U
TEXHOJIOTHH JIeoBOMH

KOMMYRWKADMH  JUIT  JOCTMKEHHS
[OCTaBICHHBIX Henell B mpouecce
BHYTPH- H MEKOPraHM3AHOHHOrO
B3aMMOMESHCTBIA OpPraHOB BIACTH ¢
rpaXkaHamu, KOMMepYeCkUMH
OpraHH3alMAMH, HHCTHTYTAMH
IPaXKAaHCKOro obmecTBa,
CpenCcTBaMK MacCoBOH HHPOPMALHH.
OIIK-7.3 Brameer  HaBblkamu
BEIGOpa MeTOZOB NPHHATHS
ONTHMANBHBIX YTPaBIeHYECKUX
pewenuii B chepe ynpasnenus
HHHOBALHMAMH MOCPENCTBOM
OCYIIECTBIICHHA
BHYTPUOPraHH3alMOHHEIX H
MEKBENOMCTBEHHBIX KOMMYHHKALIMH
OPTaHOB BIACTH C TpakaaHaMH,
KOMMEpYECKHMH  OpraHu3almsM,
HHCTUTYTaMH IPaxIaHCKOro
O0ILECTBA, CPeNCTBAMH  MaccoBoii
UH(pOpMALHH st pellenns
NpoQeCCHOHANLHBIX 327131,

3naer METOIOJIOTHIO
HH(pOpMaumOHHO-

KOMMYHHKAIMOHHBIX ~ TEXHONOTHiL,
TCOPETHUYCCKHE OCHOBEI
(bopmuposanms HH(OPMAUKOHHOTO
obecrieueHns mporecca YnpaBienus;
HUHCTPYMEHTAITbHbIC cpeacTea
KOMITBIOTEPHBIX TEXHOJIOTHIA
HH(OPMAHOHHOTO 00CTy KHBaHHA
YUpagBJieHYeCcKoi JeATeNBHOCTH;

TEHICHIMH H IEPCIEKTHRBl PA3BHTHS
U HCMOJIL30BaHWA MH(DOPMALHOHHO-
KOMMYHHKAIMOHHBIX TEXHONOTHIl B
MpoQeccCHOHaNBHOM NeATENbHOCTH,
NPHHUMIIBL OCYIIECTBIEHHS NENOBOT0
o0menus H My 0N HBIX
BBICTYIUICHHH, BEICHUS [IEPETOBOPOB,
COBEIIAHHIA;

YMeer BecTH nemompomseomcTBO W
JOKYMeHTOO00pOT B opraHax
rocynapcTBeHHON BnacTy Poceuiickoii
Denepatun, opraxax
FOCYNapcTBEHHOH BNACTH CyOLEKTOB

Poceniickoit  ®enepanun, OpraHax
MECTHOrO CaMOYMNpaBleHHs,
FOCYNApCTBEHHBIX M MYHUIIUTAILHBIX
TPEMNPUATHAX M YupPEKOEHHUSAX,
HAYYHBIX U olpa3oBarenbHbIX
OpraHM3alsx, NOMUTHYECKHIX
TIAPTHSX, obLIeCTBEHHO-
MONUTHYECKHX, KOMMEPYECKHX W
HEKOMMEpYeCKHX OPTaHH3aANHIX;
MPUMEHATH HR(OpMaMoHHO-
KOMMYHHKAHOHHbIE TEXHOTOTHH 15
PCIICHUA  yNpaBleHYeCKUX — 3a7ad;
OMpPeNeNATL HATIpaBIEHUs!
HCIIONB30BAHHA u TEHACHUHH
pasBHTHA HH(OPMAIMOHHO-

KOMMYHHKALHOHHbBIX TEXHOJIOTHH B
IKOHOMUKE H Ynpaelennu;

Bnaxeer masbikamu ocywecTrierus
ACNOBOH NEPENHCKH M MOANEPIKAHMS

JNEKTPOHHEBIX KOMMYHMKAIii;
HABBIKAMHE HCTIONE30BaAHuS
HH(pOPMATHMOHHO-

KOMMYHUKaUHOHHEIX TEXHOTOCHIH s
(Gopmanuzamum, aHaMu3a H
NPOTHO3WPOBAHHS Pa3BHTHA

NMPOGJIEMHBIX CHTYaIMH 1 TIPUHATHS
pelieHuii Ha ypoBHe YIpaBJIeHHs
OpraHM3aL e,

TecTtoBrle
BOIPOCHI,
Tpaxruko-
OPHEHTHPOBaH-
HOE 3aanue




4. OBBEM U CTPYKTYPA JINCHUTTIIWHBI

Temarugeckuii maan

(opma oGyaenus — ounas

TpynoeMKoCTh JUCHHINUHEL COCTABNAET 4 3aYeTHBIX emuHMl, 144 wyaca.

Ne
o/

Haumenosanue tem
H/MITH pasaenos/Tem
JTHCITAILIMH b

Cemectp

Henens cemectpa

Bunpr yae6HO#H paboThI,
BKJIFOYAS CAMOCTOSTETHHYIO

paboTy CTyIEHTOB 1

TPYIOEMKOCTD (B Jyacax)

Jlexipm

IIpakTrueckne 3aHgTHS

JlabopatopHele paGoTsl

8 ghopme
npaKmuuecKkoi

ROOZ0MOBKU

CamocTosarensHas
patota

DopMel
TEKYILEro
KOHTpOIIA

YCIIeBaeMOCTH,
thopma
MPOMEXYTOTHO
H
aTTeCTallK
(1o cemecTpam)

IlousaTHe
JOKYMEHTAIHOHHOTO
obecreyeHus
npodeccHOHATEHOM
ACATENBHOCTH

[-2

N

Cucrembl
NOKYMEHTAMOHHOIO
obecnieyeHna
npodeccHOHANLHON
AEATSNBHOCTH.

3-4

Kopriopatusnsie
HH(OPMALMOHHbIE
CHCTEMBI .

5-6

Peiftaar-
KOHTpOnb Nol

Brenpenue
KOPHOPATHBHBIX
HH(POPMAHOHHBIX
CHCTEM.

7-8

BeeneHnue B 0CHOBEI
JeNoNpoU3BOACTBA.

Ob1me HOPMEL |
npas#na oQopmMITeHNs
JIOKYMEHTOB.

11-12 | 9-10

Pefituur-
KOHTpOIL Ne2

TpeboBanus k
odopMIEHHIO
JIOKYMEHTOB.

13-14

Permcrpauus
JNOKYMEHTOB.
Xpanenue nen u
mepefiaya HX B apXHB.

15-16

CocTas, cTpykTypa H
IOPHHLUHIbI CO3TAHAS
IOKYMEHTALHOHHOTO

pecypca

OpraHu3aium.

17-18

b3

Peiitunr-
KOHTpOJIb Ne3

Beero 3a 2 cemectp:

36

36

18

Oxsamen (27)

Hampupe B

JHCLUILIUHE

KIT/KP

Hroro o pucumminge

36

36

45

Jx3amed (27)




Temarnuecknii muan
¢dopma o0yueHns — 04HO-3209HAN

TpymoeMxoCTh TUCIMILIMHEL COCTABIAeT 4 3aueTHHIX enpHun, 144 waca.

Buner yuebHoit paboTel,
BKTIOYaA CaMOCTOATEILHYIO
paboTy CTyAeHTOB U Dopusi
g TPYIOEMKOCTH (B Yacax) § Texymero
() = o KOHTPOIS
No | Hammenosaswe Tem E‘ = é é E s ycneBz;I;:pMOCTH,
1/ |w/mim pasmenos/Tem| 2 S T % T s 8 \§ topma
I JHUCIHHIIITHMHEL 8 % E § % E § § g a. HpOMe}li;yTOtIHO
= T
= é g §- <. § /§ 3 aTTeCTalMH
) = bl - (o cemecTpam)
= o QR
B :
[=H <
= =
1 IonsTie
JOKYMEHTALMOHHOTO
obecrieyeHys 23 2 2 1 9
npoQeccuoHanbHOM
IESTENLHOCTH
2 Cucremol
JDOKYMEHTALMOHHOTO
obecrieuenus Z2 |2 2 2 1 9
npodeccHoHATLEHO
JeSTEILHOCTH.
3 Kopnoparugusie - RR—
HHOpPMaMOHHbIE 2 | 8 2 2 1 9 ——
CHCTEMEI .
4 Brenpenne
KOPIIOPATHBHBIX 2 | s 5 5 1 9
uHBOPMALHOHHEIX
CHUCTEM.
5 Bgenenwe B ocHOBEI 5 S 5 5 1 9
JeJIONPOH3BOACTRA.
6 Oof1se HOpMEI 1 g
npasuia opopmienns | 2 | I 2 2 1 9 FERTIE-
KOHTPOJIL No2.
JOKYMEHTOR.
7 TpeboBanust &
O(GOPMICHHIO 2 |~ 2 2 1 9
JOKYMEHTOB.
8 Perucrpanus
JOKYMEGHTOB.
Xpanenue nen u 2 | S 2 Z ! 4
nepenaya HxX B apXuB.
9 Cocrag, ctpykTypa n
NPHHLHL CO3/IaHHs ”
moKyMeHTaumonsoro | 2 | & 2 3 1 9 e "
pecypea KOHTponb N3
OpraHM3aLKH.
Bcero 3a 2 cemectp: 18 18 9 81 Ox3amen (27)
Hammine B gucumnnmuae
KII/KP )
Hroro mo nucuunune 18 18 9 81 OxsameH (27)




TemaTuuecKuii njaau

dopMa ofyaenns — 04HO-3a09Has (YcKopenHoe o0y4enue Ha 6aze CIIO)

Tpyl0EMKOCTS JUCIVIIIHHEL COCTABIsAeT _4 3a4eTHHIX emuHun, 144 wvaca.

HammenoBanue TeM
WM pa3zernoB/TeM
JHUCIMILTHHB

Cemectp
Hesnens ceMecTpa

Bup yueOHOI paboTsl,
BKJIFOYas CAaMOCTOSITEBHYIO
paboTy CTYIAEHTOB H
TPYAOEMKOCTb (B Jacax)

8 hopme
npaKmu4ecKkol
HO020MOBKU

Jlexuuu
[MpakTHUeCKHEe 3aHATHA

JlaGoparopHsie paboTBI

CamocTrodaTensHag
pabora

DopMEI
TEKyIIEero
KOHTPOILA

YCIeBaeMOCTH,
¢dopma
POMEKYTOTHO
M
aTTecTal|u
(mo cemecTtpam)

ITousaTue
ITOKYMEHTAIIHOHHOTO
obecneueHuA
mpodhecCHOHANBHOH
IESTENBHOCTH

CHcTeMEI
IOKYMEHTAIMOHHOTO
ofecrneyeHus
npodecCHOHANBHON
IESTEILHOCTH.

KopriopaTusHe1e
HH(OPMAaLMOHHBIE
CHCTEMBI .

Pefitnnr-
KoHTpoNb Nel

Bueunpenue
KOPHOPAaTHBHBIX
vH(OPMATTMOHHBIX
CHCTEM.

Bsenenne B OCHOBBL
JEIONPOH3BOACTBA.

OfmiHe HOPMEL U
nipaBia 0GOpPMIICHHA
JAOKYMEHTOB.

PefTHHr-
KOHTponb No2

TpebopaHUA K
odopMIeHIIO
JOKYMEHTOB.

Peructpauus
IOKYMEHTOBR,
XpaHeHUe Oe1 1
riepenava Ux B apXuB.

CocTas, CTpyKTYpa U
HNPUHLUAIE] CO3JaHHsA
JIOKYMEHTaIlHOHHOTO

pecypea

OpraHu3alyH.

Peifrunr-
KOHTpOJB Ne3

Bceero 3a 1 cemecTp:

18 18 9

81

Ox3ameH (27)

Hamymuue B

JUCTIATDINHE

KIV/KP

Hroro mo gucnUIInHe

18 18 9

81

Ox3ameH (27)




Conepmaﬂne JEKINHMOHHBIX 3aHATHH 10 NHCHHILIHHEe

Tema 1. IowsiTHe AOKYMEHTAMOHHOrO oGecmedeHust npodeccHoHATLHOM
JAesTe/;I-HOCTH.

ITopsaTHE AOKYMEHTAIHOHHOTO obecrmevyeHus IPOECCHOHANLHON  JeATEIBHOCTH,
lonstie  sneKTPOHHOTrO  mOKyMeHTa. [loHATHE  BIEKTPOHHOrO IOKYMEeHT0000poTA.
llpenmyinecTBa H HEJOCTATKH MEKTPOHHOTO JOKYMEHTA.

Tema 2. CHcrembl [JOKYMEHTAIIHOHHOTO obecTeYeHHs npodeccHOHATLHOI
NeATeNLHOCTH.,

Tumsr cucrem NOKyMEHTAUHOHHOrO OOECTEYeHHS MPOPECCHOHATBHON MeATCTHHOCTY.
CpagHenne cHCTeM TOKYMEHTAIHOHHOTO 06eCIIeYeH s IPOdeCCHORATHOMN IeSTe BHOCTH.,

Tema 3. Kopnoparueasie un)opMANHOHHBIE CHCTEMDI.

Homsatue, ocobennoctu, Momyms. Knaccupuxarms xopmoparnsaex HH(POPMAITHOHHEIX
CHCTEM.

Tema 4. Buenpenue KopnopaTuBubIx HHGOPMANMOHHBIX CHETEM.

Bapuantsl renpenuss KUC: mpeumyrmecTBa W HEMOCTATKH. Cocras, 1end u 3amagd
BrHenpenus KHC.

Tema 5. Beenenne B 0cHOBEI JeJi0npon3BoAcTBA. [loHsiTHE JEeTONPOU3BOICTBA H €r0
OCHOBHBIE COCTABJIAIONIHE. JIOKYMEHT M €ro OCHOBHEIE (YHKIHH. Krnaccudukamus nenosoit
JIOKYMEHTAITHH.

Tema 6. O6mue HOPMEBI B IpaBUIA 0POPMIEHNS JOKYMEHTOB. Hymepanns crpanun,.
Crocobwr oopmitenns nar, Benunaud u Gopmy. Odopmienne Tabmmm 1 PHCYHKOB.

Tema 7. Tpebopanun k odpopmircHuro gokymentos. CocTas DPEKBH3HTOB TOKYMEHTOB.
IlpaBuma oopmieHns pPEKBH3MTOB HOKyMeHTOB. TpeGoBamma K Gramkam JOKYMEHTOB.
TpeboBanus k OKyMEHTaM, H3rOTABIHBAEMBIM ¢ TIOMOLIBIO TIEYATHEIX YCTpPOIHCTB.

Tema 8. Permcrpanms moxkyventos. XpaHenwe nea u nepenada WX B APXHB.
Perucrpammonnsie popMel M MX 3aM0THEHHE, O0paboTka BXOJAIMIAX H HCXOMSIIIHX TOKYMEHTOB.
Konrpons 3a nenonnennem moxkymeHToB. OpraHusanys ONepaTuBHOTO XpaHeHUs: JOKYMEHTOB,
Odopmrenne e 1 nepenada HX B apxXuB.

Tema 9. CocraB, cTPpyKTYpa H NPHHUHIBL CO3IAHMUS AOKYMEHTALHOHHOI0 pecypca
oprammsanum. IToHsTHe NOKYyMEHTOmOTOKA H JOKYMEHTOOGOPOTA. Homenknarypa men wu
HOPSIOK €€ 0(OPMITCHHS.

Conep:kaHne NPAKTHYECKHX 3aHSTHH 10 JUCIUILIHHE

Tema 1. 1C Jlokymentoo6opor: Usyuenue uarepdeiica cucTemsr,

Tema 2. 1C Jloxymenrtoobopor: Buecenwe B Oasy ceefeHMit O COTPYIHHKAX H
NOTB30BATEIISAX.

Tema 3. 1C [loxymenroo6opor: Co3anue oTIeNbHBIX BHIIOB TOKYMEHTOB.

Tema 4. 1C [lokymenToo6opor: 3anomnuenue momei kaprsl JOKYMEHTA.

Tema 3. 1C lokymenroobopor: Penaktuposanue daitios. KonTpons Bepenit

Tema 6-7. 1C JloxymenTooGopot: Yipasnenye JIOTOBOpaMH ¢ (POPMHUPOBAHHEM CMET.

Tema 8-9. 1C JlokymenToo60pot: Yiparienue IIPOEKTaMH.



5. OHEHOYHBIE CPEJACTBA IVIA TEKYIIEI'O KOHTPOJISA YCIIEBAEMOCTH,

TIPOMEKYTOYHON ATTECTAITAHA 110 HTOTAM OCBOEHWSI
JACIHHATIJINHBI A Y‘-IEBHO-M!ETO,I[I/I‘IECKOE OBECIIEYEHUE
CAMOCTOSATEJIBHOU PABOTEI CTYJIEHTOB

5.1. Texymmuii KOHTPOJIb yCHEBAEMOCTH

Bomnpoc tecra

Peiitunar-xonrpoas Nel

DJIEKTPOHHBIH ToKyMeHT coryacuo Megepanbusiii 3akon or 10.01.2002 Ne 1-03 «06
JIEKTPOHHOH NudpoBoi moamACH» - ITO:

a) 3aIMCAHHOE HA MANMHHOM HOCHTENE 3JIEKTPOHHOE COOOIICHHE, PEKBH3HUTEI KOTOPOTO
0()OPMITEHBI B COOTBETCTBHE C HOPMATHBHBIME TPEOOBAHMAMH;

6) moboe coobimenue, 3aMMCKa, TEKCT, 3aIHCAHHEI Ha MAIILHEOM HOCHTENE,

B) TOKYMEHT, B KOTOPOM HH(OPMAIMS IPEICTABICHA B DIIEKTPOHHO-IU(POBOI popme.

KakamMu  BugaMH  HODMATHBHBIX 4KTOB  pery/IHpyeTcs JAOKYMEHT0000poT
opraHmzanum?

a) BCE OTBETHI BEPHEL;

0) OTPACIEBBIMH H MEKOTPACIIEBHIMH;

B) FOCYIAapCTBEHHBIMI,

I') TOKAILHBIMH AKTAMU OPTaHH3aIHiA.

Bepno mm yrBepikienHe, 4T0 KBANM(HOUPOBAHHASL u HeKBATH(HIHPOBAHHAN
JIEKTPOHHAsI NH(POBBIE MOANACH BBLIJAOTCS B CHCNUATLHBIX LEHTPAX W
HPeNCTABAAIOT Co00MH (pem-HaKoMUTENb ¢ 3aNHCAHHBIM HA HeM Koxom?

a) na;

0) Her.

UTo u3 mepeuNMCIEHHBIX HIKE NPHMEPOB MOMKHO HAIBATH  OPHIHAILHBIM
JOKyMeHTOM?

a) MOKIa/[Hast 3aIIHCKa DKCIETHTOPA;

0) MHeHHE, BRICKA3aHHOE YKCIIEPTOM;

B) KCEPOKOIHS MACIOPTA;

I') peKIaMHBIH OYKIICT.

UTo U3 MepevnCIeHHOT0 OTHOCHTCH K JJIEMEHTAM TeKCT CIIy:KeGHOro JOKyMeHTAa?
a) PETUCTPAIlHOHHBINH HOMED;

0) moIIKCE;

B) MOJIEM;

r) rabiuua.

PeliTuHr-KonTpoan Ne2

Kakast H3 nepeunc/ieHHBIX CHCTEM JJEKTPOHHOIO JOKYMEHT0060pPOTA SIBISETCH
ONTHMAJIbLHOM?

a) Lotus Domino.Doc;

0) Jemno;

B) 1C: Apxug;

r) DIRECTUM.

Bepno au yrBepknenme, uTo cmerema «1C. JoKyMeHT0060pOT» HO3BOJAET
OCYMECTBJIATE  PACCHUIKY MNPUIIANICHHH HA IOCEIeHHe 3aNJIAHHPOBAHHBIX
MEPONPHATHI BCEM COTPYIHHKAM OPranM3anun’?

a) na;

0) Her.

IIporpammuoe ob6ecneuenne Lotus Notes orHocuTes K:
a) CHCTEME YIPABIICHHs 0COOBIMA BUIAMHE JOKYMEHTOB;
0) cpencTBaM rpynmoBoi paboTeL;




Bompoc tecra

B) CHENHAIBHBIM MOIYIIAM YIPABIEHHS JAOKYMEHTOOBGOPOTOM B COCTARE KOPIIOPaTHBHEIX
MH()OPMAIIHOHHBIX CHCTEM [T [IpeAMPHSTHIL;
I') YHUBEPCAILHAIM CHCTEMAM 3JIEKTPOHHOTO JIOKYMEHT00G0pOTA.

Kaxoro us BuI0B 31eKTPOHHOI (P POBOI NOINNCH He cymecrByer?
a) ImpocTasi;

0) ropuuueckas;

B) KBTH(HUIIMPOBAHHA,

I') HeKBaTM (DUIMPOBAHHAS.

10.

7. UTo A3 HepeYHcJEHHOr0 MOJKHO OTHECTH K CHCTEMAaM JOKYMEeHTAIMH?
a) MHIEH3HUIO Ha IIPABO BEACHHS NEeITCIbHOCTH;

0) OyXranrepcKyro H CTATHCTHYECKYIO JOKYMEHTALHIO,

B) KOMIIJIEKCHBIE QHAIMTHYECKHE TTOKA3ATEIH;

I') KHHI'H ¥ ISPHOTHYECKHE H3TAHHUA.

Peiirunr-kourpoas Ne3

11.

UTo H3 MepevMCICHHOr0 He OTHOCHTCH K NAPAMeTPaM HOCHTeJeil 3JEKTPOHHBIX
TOKYMEHTOB?

a) CTOMMOCTh XpaHeHns | MeraGalita wR(opMammy;

0) BO3MOXKHOCTE OCYIIECTBIECHHS TIOIHOTEKCTOBOIO MOMCKA,

B) CKOPOCTB JOCTYIIA K HHMOPMALHMH.

12,

Mo ciry:KkeOHBIM 3JIeKTPOHHBIM {0OKYMEHTOM MOHHMAETCH:

a) 3aMCAHHOC HA MAIIMHHOM HOCHTENE 3JIEKTPOHHOE COOOMICHHS, PeKBH3UTEI KOTOPOTO
0(OPMIICHEI B COOTBETCTBHM C HOPMATHBHEIME TPeGORAHMSIMY;

6) ZOKYMEHT, B KOTOPOM HH(pOPMAIHs PEICTABICHA B SNCKTPOHHO-1IU(poBOi hopme;

B) CTPYKTYPHPOBAHHEIH HH)OPMAITHOHHBIH 00BEKT, B COOTBETCTBHE KOTOPOMY MOJKeT OBITE
NOCTABJICHA COBOKYIHOCTH (haiiion, XpaHsIIXes Ha HAKOIHUTEE KOMITBIOTEPA;

r) moboe cooluIeHIe, 3aMHCKa, TEKCT, 3aIMCAHHBI HA MANIMHHOM HOCHTEIE.

13.

Bepno 1m yrBepkuenme, 4uro cmerema «1C. JdokymMenToo0opoT» mno3BOISIET
OCYIECTBIATH NPOCMOTP NOKYMEHTOB H QAiijioB ¢ rPYNIHPOBKOI 10 pasTHIHBIM
NPH3HAKAM (110 BHIAM JOKYMEHTOB, 110 IIPOEKTAM, [0 0T/IeJaM):

a) jia;

0) Her.

14.

To U3 nepevnCIeHNOro IBIsIeTC PACHOPSIATETLHBIM OKYMEHTOM?
a) IpUKa3;

0) OyxranTepckuii oTYeT;

B) aKT IPHEMKH-CIa4H paboT;

I') IPOTOKOJL.

15

MoxymenTHpoBanue HH(OPMALME — 3TO:
a) COCTaBNIeHHE B 0QOPMIICHHE TOKYMEHTA;
0) bubmuorpadus;

B) HAbOP C IOMONIBIO KOMITBIOTEDA,

I) Iepejiada CBEICHHH OT COTPYIHHKA COTPYIHHUKY. N

5.2. IIpomesxkyToqHAS ATTECTANMS 10 HTOraM OCBOCHHS XHCINILIHHLL (3K3amen).

Cnucox 6onpocog k sxzameny
1. IlomsaTHe mOKyMeHTa, JOKYMEHTOOGOPOTA H IOTOKA JOKYMEHTOB.
2. Mecto CI/I B uH(OPMAIIMOHHOH CHCTEME IIPETIPASTHS.
3. Tuner CBJ] (cucTeM 37€KTPOHHOTO JOKYMEHT0000pOTA).
4. Knaccudukanms aBTOMaTH3HPOBAHHEIX CHCTEM JCIONPOH3BOJCTBA H BIEKTPOHHOIO

IOKyMEHTO060POTA.

5. TeHmeHIHH Pa3sBUTHS CHCTEM SMEKTPOHHOTO JIOKYMEHTO060pOTA.




6. Jloxyment B mHGOpManuoHHOH chcTeme. THIIBI TOKyMEHTOB B HHBOPMAIHOHHON
cucreme: OyMaXHBIA TOKyMEHT, 00pa3 JIOKyMEHTa, SIeKTPOHHELA JIOKYMEHT,
CTPYKTYPHpPOBAHHKIE JOKyMeHTHl, XML — mpencraenenue.

7. Jloxyment B COJI. Coznanue. Penaktuposanue. [Tybnukanus. ApXaBHpoBaHHe.

8. Ocnosabie BosmoxnocTH CI/1: TTorek ToKyMeHTOB. MapiipyTusanys 4 KOHTPOIb
HCIIoNHeHAs. OTUeTHI.

9. Ocuosusle BozmoxrocTH COJI: AIMHUAECTpHpOBaHHE. BO3MOIKHOCTH COTPY/THHKOB.

10. Ocuoasbie pyaknun C3JI. Tunossie Tpedbosanms xk COJI.

11. TlpermymiecTBa BHENPEHHUS CHCTEMBI BIIEKTPOHHOTO IOKYMEHTO060DOTA,

12. Ilpuaune! aBToMaTH3ammy. Beidop cHCTEMBI aBTOMATH3AIIHH.

13. Kparkuii 0630p ppiaka i KIaccuduKkaus miaropM, IpeIcTaBIeHHBIX Ha PHIHKE
CO.

14. Cpencrra rpynmoBoi paboTsl.

15. CucteMsl yrparneHus: 0COOBIMH BHIAMH JOKYMEHTOB.

16. CrenmanpHbple MOIYIH YIIPABICHHU JIOKYMEHTOOG0POTOM B COCTARE
KOPHOPATHBHBIX HH(DOPMAITHOHHBIX CHCTEM

17. Kopnopatusnas undopMaHodgHas cCHCTeEMA.

18. CucTeMBl aBTOMATH3AIMH IEIOIPOH3BOICTBA.

19. Tloncherema apxuBa JOKYMEHTOB, YIIPABICHAS KOHTEHTOM H CPENCTBA
CTPYKTYPH3AIIHH.

20. CucTeMbl BBO/IA JIOKYMEHTOB H CHCTEMBI 00paboTKH 06pa3oB JOKYMEHTOB

21. IlomcmcreMa MapIIpYTH3ALME JOKYMEHTOB ¥ YIPABICHUS 33TaHUIMH.

22, Twunpl DPUIOKEHHIH, BHEAPSAEMEIX B paMKax Koproparusaoi CO]JI.

23. OnextponHas HH(POBAs IOANKCH: TIOHATHE, BUILI U PEIIaeMEBIe 3aJa4H.

5.3. CamocToaTenbHas paGoTa 00y4aromerocs.

Temul pechepamos no ducyunnune

1. ITonaTHe 1oKyMeHTa, TOKYMEHTO000pOTA M OTOKA IOKYMEHTOB.

2. llems BHEPEHHS 3TEKTPOHHOIO JOKYMEHTOO00POTA.

3. Mecto CD/] B uHQOPMAI[HOHHOR CHCTEME TIPENIPHSTHSL.

4. Tuner COJI (cucTeM 3NeKTPOHHOTO JOKYMEHTO06OpOTa).

5. Knaccuukanus aBTOMaTH3UPOBAHHBIX CHCTEM JENONPOH3BO/ICTRA H 3TEKTPOHHOTO
IOKYMEHT0000POTA.

6. TeHneHIIHA PA3BUTHA CHCTEM JIEKTPOHHOTO JOKYMEHTOOBOPOTA.

7. JIokyMeHT B HH(pOPMaIHOHHOM cHcTeMe. THITEI NOKyMEHTOB B HHPOPMAMOHHON
cucTeMe: OyMasKHBIM TOKYMEHT, 00pa3 TOKYMEHT4, JIeKTPOHHBIH TOKYMEHT,
CTPYKTYPHPOBaHHBIE NOKYMEHTHI, XML — npencrasnenue.

8. NoxymenT B CO/I. Coznanue. Penakruporanue. Ily6onukanus. ApXUBHpOBaHHE.

9. Tunorsie komnonenTs! COJI: xpaHmIMIIe KapToUyek (aTpubyTOB) JOKYMEHTOB;
XPaHHIIHIIE TOKYMEHTOB; KOMIIOHEHTBI, OCYIECTBILIIONIE OU3HEC-TOTHKY CHCTEMEL

10. OcroBasie BosmoxHocTH COJI: ITowck 0KyMEHTOB. Mapiipy TH3aImis 1 KOHTPOIIE
ucnomHenus. OTyeTsL.

11. Ocroenble Bozmoxkuoctn COJI: AnMunmcTpHpoBatne. BO3MOKHOCTH COTPYIHHKOB.

12. Ocnosnrie pynknun COJI. Tunossie TpeGosanus k C3J1.

13. IlpenmyIiecTBa BHEIPEHHS CHCTEMBI 1IEKTPOHHOTO TOKYMEHTO000pOTA.

14. IIprauner aBToMaTH3amui. BEIG0Op CHCTEMbBI aBTOMATH3AIIH.

15. Kpatkwuii 0630p priaka H kiraccudukanys miardopM, IpeacTaBIeHHBIX Ha PBIHKE
Call

16. CpencTra rpyimnoBoit paboThL.

17. Cucremsl ynpasieHus 0coOb5IME BHIAMHE J10KYMEHTOB.



18. CriermanbHblie MOyNH yIpaBiIeHHs TIOKYMEHTOOGOPOTOM B COCTABE KOPIIOPaTHBHBIX
HH(QOPMAITHOHHEIX CHCTEM

19. Kopnoparusras wrdopManioHEas cacreMa.

20). YHuMBepcallbHbIe CHCTEMBI 3IEKTPOHHOTO JIOKyMEHTOO00pOTA.

21. IlogcucTeMsl aBTOMATH3AIAM JOKYMeHT0000pOTA.

22. CHCTEMBI aBTOMATH3ALHH JIETOTPOU3BOICTRA.

23. TlonewcTema apXuBa JOKYMEHTOB, YIPABIEHHS KOHTCHTOM 1 cpencTea
CTPYKTYpH3AIIHH,

24. CrcTeMBl BBOJIa IOKYMEHTOR U CHCTEMEI 06paboTKH 00pa3oB JOKYMEHTOB

25. llogcuereMa MapIIpyTH3AIHK JOKYMEHTOB 1 VIIPaBIEHUA 3aJaHUAMH.

26. CHCTeMBI KOMILIEKCHON aBTOMATH3AIMH OH3HEC-TIPOLIECCOB.

27/. THUBI IPHITOKEHHH, BHEAPSIEMBIX B pAMKaX KOPIIOPATHBHOH G D1

28. ApXHBEI 5JIEKTPOHHBIX IOKYMEHTOB.

29. ABTOMaTH3aH MIPOLECCOB KIACCHYECKOTO POCCHICKOTO JOKYMEHTO000poTa

(mozmzepxKa IOKyMEHTAIHOHHOTO 00eCIe e H s YIIPABICHHS - JOY),

30. Mcropus Breapenus CO]I.

31. DnexTponnas udposast MOJANKCH: ITOHITHE, BUILL K pelaeMele 3a1aum.

32. ApXHBHOE XpaHEHHE JOKYMEHTOB.

33. HMenonuenue 1 06paboTKa MOATOTORIEHHEIX KOH(DHICHIIHATBHRIX JIOKYMEHTOB.

34. cropus pa3sBUTHS CHCTEMBI TOCY IAPCTBEHHOIO JIETIOIIPON3BOICTRA.

35. KoMIBIOTEPHBIE TEXHONOTHE ITOATOTOBKY TAGTHUHELX JOKYMEHTOB.

36. KoMOBIOTEpHBIE TEXHOIOTHH MOTOTOBKH TEKCTOBLIX JTOKYMEHTOB.

37. HopmarusHo-MeTOIMYecKast 6a3a IeI0IPOU3BOICTRA.

38. ObpaboTka 1 XpaneHne KOHQHAECHITHATBHEIX TOKYMEHTOE.

39. OpraHu3anus cexpeTapckoi JIesITeTBHOCTH.

40. OcHOBBI OpraHU3aUy HHYOPMAIEOHHEIX TEXHOIOTHI 06eCIIeYeHHS] YIOPaBICHYECKOH
IEeaTeNbHOCTH.

41. IIpoGneMBI TEPMHUHOTIOTHH B YIIPABIEHIECKOM TOKYMEHTAIAH.

42. PaspaboTka OLCHOYHBIX KpPHTEPHEB 3((hEKTUBHOCTH JOKYMEHTUPOBAaHHS B
YIpPaBIEHYECKHX Iporieccax.,

43. CucTeMs! yrpaBieHus Ga3aMy JAHHEIX.

44. CoeprueHcTBOBAHUE COCTABA U HOPM JIOKYMEHTOB OPraHH3AIHH.

45. Cozmanue JoKyMeHTa Py NOMOIIA NpriIoxernit Microsoft Office.

46. TexHonorns y4eTa u pacCMOTPEHAS IOCTYHBITAX KOHMH ICHIMAIBHBIX JOKYMEHTOB.

47. TpeboBamus K TekcTaM JOKYMEHTOB.

48. QopMupoBaHWEe W XpaHeHHe e, YHHYTOXEHHe IOKYMEHTOB, el H HOCHTElel
HH(QOPMAITHH.

49. Dxonomuueckas 3((PEeKTHBHOCTD HCIIOIB30BAHMS HH()OPMAIMOHHBIX TEXHOIOTHH B
VIIPaBJICHHH,

50. DTukeT AENOBOTO OOLIEHHS.

51. SI3pIK OHIMABHEIX TOKYMEHTOB.

QoHI  ONEHOYHBIX MatepuanoB (OOM) s [IPOBENICHHs] ATTECTAlHH YPOBHS

COPMHPOBAHHOCTH KOMIIETEHITHH 0BYYAIOIMIHXCS 110 AUCIIHIIIHEE o(OpMIISETCS OTJENBHEIM
JIOKYMEHTOM.



6. YUHEBHO-METOIUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUE

JTUCITLIAHbI

6.1 Knurootecne4yeHHOCTE

Hanmenosauue JIUTECPATYpPhI: aBTOP, HA3BAHHE, BUI W3JAHHUS,
H3IaTeIBCTBO

Lon
W3IaHuA

KHHUI'OOBECIIEYEHHOCTEL

Hanuune B aexTporsoM katanore 3BC

OcHoBHasd nuTeparypa

I Kanau, A. B. Opraumzanms cucrem 3MeKTPOHHOIO HOKyMeHTooOOpoTa
moxorpadus / A, B. Kanau, JI. I'. 3ui6un ; ®KOY BO BOpOHEKCKUIT HHCTHTYT
OCHH Poccnu. - Boporesk : Hayunas kamra, 2020. - 158 ¢. - ISBN 978-5-4446-
1460-0.

2020

https://znanium.com/catalog/product/1241010

2. Kproxosa, H. IT. JloKyMEeHTHPOBAHHE YIIPABNEHYECKOM NCATENBHOCTH - yuehHoe
noco6ue / H. TI. Kpiokopa. - Mockea : HMHOPA-M, 2019, - 268 c. - (Briciuee
obpagosaune: Bakanaspuar). - ISBN 978-5-16-003134-7.

2019

https://znanium.com/catalog/product/991955

3. Paspopomnsiit, A. A. JIOKyMEHTHPOBAHME YIPABICHUCCKOHN JEATENLHOCTH |
yueb. nocobue / A.A. Paznopounsiii. — Mockea ; HMH®OPA-M, 2018. — 304 ¢c. —
(Bricwee ofipasonanne: Bakanaspuar). - ISBN 978-5-16-011744-7

2018

https:/znanium.com/catalog/product/969585

HononuuTenenas aurepatypa

1. Kabamoe, C. 1. D3JeKTPOHHOE NPABHTEILCTRO. DNeKTPOHHBII
AoKyMeHTo060pot. TepMUHBI 1 onpenenenus : yueGroe nocobue / C.I0. Kabawmon.
— Mockea : HMHOPA-M, 2021, — 320 ¢ — (Briciuee oOpazosanue:
bakanappuar). - ISBN 978-5-16-006835-0.

2021

https://znanium.com/catalog/product/1132150

2. KonpupeHuwansHoe AefonpoM3BOACTBO W 3AMINGHHLLA ANEKTPOHHBIH
JoxymeHTo060p0T : yuebuuk / H. H. Kynsies, A. C. émyimkun, T, B. Konapamoga,
A. T. ®albpuunos ; nox ofm, pen. H. H. Kynsesa. - 2-¢ w3z, niepepab. 1 gor. -
Mocksa : Jloroc, 2020. - 500 ¢. - (Hosas YHHMBEpCHTETCKan OuOnnotexa). - ISBN
978-5-98704-711-8.

2020

https:/fznanium.com/catalog/product/1212394

3. Kynses, H. H, ToxymenTosenenve : yueGauk / H. H. Kynses, . H. ¥Ypanos, A.
I, @abpuanoii ; nonpen. npod. H. H. Kynaesa. - 2-¢ H311,, cTep. - Mockea : Jloroc,
2020. - 352 ¢. - (Hosas yHuBepcuTeTckas GuGnmoTeka). - [ISBN 978-5-98704-329-
%

2020

hitps://znanium.com/catalog/product/1211628

4. OcHOBBl JIGMONPOM3BOACTBA : yUeOHOE mocobhe / A.M. Acanmues, UH.
Muponoga, E.A. Kocapesa, T'.T. Bykopuu. — 2-¢ u3x,, HChp. ¥ gon. — Mocksa ;
HH®PA-M, 2020. — 146 ¢. — (Bsiciiee oGpasosanue: baxanaspuar). — DOIL
10.12737/24426. - ISBN 978-5-16-015831-0.

2020

https:/fznanium.com/catalog/product/1059311

5. Tamacenko, 0. A. JIOKyMEHTHDOBAHME YTIPABICHUECKOR ACHTENBHOCTH:
Vuebnoe nocofue / I0.A. Tlanacenxo. - Mocksa : PHOP, 2018. - 138 c.: -
(Kapmantoe yueGroe mocoGue). - ISBN 5-369-00014-X.

2018

https://znanium.com/catalog/product/927448

6.2. Ilepuogugeckue n3naHHA

1. Kypnan «IlenonpoH3BOACTEOY.

https://www.elibrary.ru/contents.asp?titleid=8645

DNEeKTPOHHBIH pecype:

2. BecTHHK BmanuMupckoro rocysapcTBeHHOIO yHHBEpCHTeTa MMehn Anekcaniapa ['puropeesdua u

Huxonas I'puropsesnya Cronerosnix. Ceprst: DKoHOMHUECKHE HAYKH.

6.3. nTepHeT-pecypcenr

1. Jlemo-Bepcus IIPOTPAMMHOTO IpOAYyKTa

http://v8.1c.ru/doc8/demo/;

2. www.delpro.narod.ru - Henonpowussoncteo+.
3. www.directum.ru - SIEKTPOHHOE AETONPOH3BOACTBO H KaHLeIIpus

4. www.termika.ru — DHIHKTOTE TS JI€JIOIIPON3BO/ICTBA.

¢ HoxymenToobopor -

7. MATEPHAJIBHO-TEXHUYECKOE OBECHEYEHUE

JUCHUAITIUHBI

Jnst peanusaimu JaHHOM JMCLMIUIMHEL HMEIOTCS CHENMATbHBIE IIOMEIEHHS Ui

VIPOBCICHHS 3aHATHH JIEKIHOHHOTO THIIA, 3AHATHH [PAKTHYECKOTO THIIA, TEKYIEro KOHTPOIIS |
IPOMEKYTOYHOH aTTECTAIHH, & TAKAKE MOMEIEHHS I CAMOCTOSTENLHOM paboThL.

IIpakTHYecKHe 3aHATHS MPOBOIITCA B aynutopur  204-6, ocHameHHOH BceM

HEOOXOIUMBIM MYJIbTHMEIMHHEIM 060pyIOBAHIEM.

llepeuens HeIIONB3yeMOro IMIEH3HORHOTO IIPOIPAMMHOTO 0BECIICUCHHS:
- Orepannonnas cucrema cemeiictsa Microsoft Windows.

- [Taker odueHsrx mporpamm Microsoft Office.

- KoncynpranT+.
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