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1. IIEJIM OCBOEHUA JUCHHUIIVIMHBI

Lenpto wu3ydeHHs] OUCHUIUIMHBI «DJEKTPOHHBIA JOKYMEHTOOOOPOT» SBIISAETCS TOJIy4YeHHE U
yriryOJeHne 3HaHU| O MPUHIUIIAX TOCTPOEHUS JOKYMEHTOB M OCHOBaX ()OPMHPOBAHUS JOKYMEHTO000pOTa
B OpraHu3alus M YUYpeXKJICHHSIX pa3iauyHbix (opm coOctBeHHOCTH. DOpMUpOBaHHE Yy CTYACHTOB
MPAKTUYECKUX HABBIKOB 10 CO3AHUIO M 00pabOTKEe JOKYMEHTOB B JalibHEHIIEM OyAeT criocoOCTBOBATh HE
TOJBKO OOJi€e YCHEIIHOMY OCBOEHHMIO JAUCHMIUIMH, M3YYCHHE KOTOPBIX Ipeirosiaraer paboTy c
JOKYMEHTAIMEH, HO ¥ MPOXO0KACHUIO MPAKTUKKU HA 00JIee FPAMOTHOM YpPOBHE.

3aauy U3y4eHUs! TUCHUIUIMHBIL:

- copMHpOBATH y CTYACHTOB YETKOE MPEICTABICHUE O HEOOXOIMMOCTH M POJIU JOKYMEHTHUPOBAHUS
B JICATEJIBHOCTH OpraHu3alui;

- O3HAaKOMUTHb CTYJEHTOB C OCHOBAaMH 3JIEKTPOHHOTO MAEIONPOU3BOJACTBA M JIOKYMEHTOOOOpOTa
OpraHu3aiuy,

- O03HAaKOMUTb CTYJIEHTOB C OCOOEHHOCTSAMM 3alIUTBl CIYyXEOHOW U KOH(UIEHIMAIBbHOMN
nH(popmanuy, 06ecredeHnst OTKPHITOro JIOCTyMa I'pax/aaH K HHQOPMALIUKA B COOTBETCTBUU C TIOJIOKEHUSIMU
3aKOHOJIaTEIIbCTBA;

- HAY4YUThb CTY/JEHTOB OPUEHTUPOBATHCA B CUTYaLUAX, TPEOYIOUIUX H3JaHHS COOTBETCTBYIOIIMX
JOKYMEHTOB.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO
JucuumnuHa «QIeKTPOHHBIN TOKyMEHTOOOOPOT» OTHOCUTCS K AUCHUIUIMHAM 0a30BOM YacTH.
[IpepexBu3utsl quctuminbel: MHdopmartrka, JlenoBbie KOMMyHHUKAIIUH.

3. INJIAHUPYEMBIE PE3YJIBTATbBI ObYUYEHUA 11O JUCIHUITJIMHE
[InanupyeMble pe3ynbTaThl OOYYeHHS TI0 JAUCIHMIUIMHE, COOTHECEHHBIE C IUIaHUPYEMBIMU
pesyabratamu ocBoeHus OITOIT

Kon dhopMupyeMbpIx KOMIIETEHITHI YpoBeHb IInarupyeMble pe3ynbTaThl O0YICHHS TI0 JUCITUTUTHHE
OCBOEHUA XapaKTePU3YIOIINE 3TABI (POPMUPOBAHHS KOMITCTCHITHI
KOMITETECHITUN (ToxazaTenu OCBOSHUS KOMITIETECHITHH )
1 2 3
[IK-1 YactiuHoe - 3HaTh TEOPETUYECKHE OCHOBHI MTOBEACHNUS WHANBHIYYMOB, TPYIII
BJIaJICHUEM HAaBBIKAMH HCIIOIb30BAHMS OCBOCHHE U OpraHM3allMd B IIE€I0OM, 3aKOHOMEPHOCTH M OCOOEHHOCTH
OCHOBHBIX TEOPHUH MOTHBALIWH, HOBEACHHS Pa3INYHBIX OOBEKTOB U CyOBEKTOB YIPABICHHUS,
JUIEPCTBA U BIACTH IS PEILECHHS - YMerTb OpraHH30BBIBaTH JEATEIBHOCTH IO COOCTBEHHOMY
CTPAaTErMYECKHX U ONEPaTUBHBIX npodecCHOHATbHOMY ~CaMOCOBEPIIECHCTBOBAHHIO, OCYLIECTBIISATH
yIpaBJIeHYECKHX 337124, a TaKoKe IS TIOHCK Heo0X0qUMOH uH(pOpMaLUH, BOCIIPHHUMATD,
OpraHU3aLUX TPYIIIOBOI paboTH HA aHaINW3UPOBaTh, 0000IIATH M CHUCTEMATHU3UPOBATH IOJYYEHHYIO
OCHOBE 3HAaHUS IPOLIECCOB TPYIIIOBOI UH(POPMALHIO;
JMHAMUKH ¥ IPHHIIUIIOB - Brmagerp Meromamm aHanm3a, Crmocod0aMHM  HOMY4YeHHS U
(hopMHupOBaHUSI KOMaH/bI, yMEHHUE 0000mmeHns nHPOPMANIH, HABBIKAMHA KOHCTPYKTHBHOT'O JETOBOTO
MPOBOJIUTH ayIUT YEJIOBEYECKUX o0LIeHHs, COBPEMEHHBIMH TEXHOJOTHSMH (PPEKTUBHOTO BIIMSHUS
PECYPCOB M OCYILECTBILATh Ha MHAWBHIYaJbHOE, TPYIIIOBOE MTOBEICHUE B OpraHU3aIHH.
JIMarHOCTHKY OpraHU3alMOHHON
KYJBTYpEI
[K-12 YactiaHoe - 3HaTh OCHOBHBIE BHIB HWHPOpPMANWHU, CHOCOOBI ee cOopa,
YMEHHEM OpTaHH30BaTh U OCBOCHHE MCTOYHHKH PacIpOCTPaHECHHS
TIOZICPKHUBATh CBS3HU C JIJIOBBIMH - YMeTb OpraHH30BaTh W NOIJICPKUBATH CBSI3H C JEIOBBIMH
NapTHEPaMH, HCIIOIb3Ys CHCTEMBI HapTHEpaMH, PACIIUPSTh BHEIIHHE CBA3M U yMEThb OOMEHHMBATHCS
cOopa HeoOXOMUMOW HH(OPMALIUH TS ONBITOM TIPH peajiM3alliil MPOEKTOB, HANPABICHHBIX Ha Pa3BUTHE
pacIIMpeHns BHEITHHUX CBs3eH U opraHmzanuy (MPEANpHUsTHA, OpraHa TOCYAApPCTBEHHOTO WM
oOMeHa OIBITOM IIPU peaTn3anum MYHHUIIUTIAJIBHOTO yIPaBIJICHHUS)
MPOEKTOB, HANIPaBJICHHBIX Ha Pa3BUTHE - Brazers HaBbIKaMU 1€OBOM KOMMYHHKAIUH, a Takke cOopa,
opraHu3anuu (IpeAIpUATHS, OpraHa aHanm3a HEOOXOTMMOH uHpOpMAaIHH, CIIOCOOHOCTBIO
rocyJIapCTBEHHOTO HIIH peann3oBBIBATE  MPOSKTHI,  HANpaBICHHBIX  HAa  Pa3sBHUTHE
MYHHIMIAIBHOTO YIIPABJICHUSI) OpraHu3aliu
TIK-13 YactruHoe - 3HaTh: OCOOCHHOCTH MOJETHPOBAHMS OW3HEC-TIPOIIECCOB, HX
YMEHHEM MOJAEINpPOBaTH OM3HEC- OCBOCHHE ponb, cBOicTBa M (YHKIMH B NPO(ECCHOHATIBHONW AEATETbHOCTH
TIPOLIECCHI U MCTIOJIB30BATH METO/IBI OpraHU3aLin
peopranuzanuy OM3HEC-TIPOIIECCOB B - YMeTb: MonenupoBaTh OW3HEC-TIPOLECCHl W UCIONB30BAThH
MIPAaKTHYECKOH e TeTbHOCTH METO/IBl PEOPraHu3aliK OM3HEC-TPOLECCOB B  MPAKTHYECKOH
OpraHu3anui JeATENBHOCTH OpraHn3alui
- Brnaners HaBbIKAMHM  HMCHOJIB30BaHUSl  OM3HEC-TIPOLIECCOB B




JACATCIIBHOCTH

KOHKPETHOU

OpraHu3aluH,

CIIOCOOHOCTBIO

MPOTHO3MPOBATh Pa3BUTHE OpraHU3alWU (MIPEANIPUATHS) TIPH
MOMOIIM TIPUMEHEHUs] pa3HbIX OWM3HEeC-TpolleccoB M OHM3Hec-

MoOJeNeH.

4. OBBEM U CTPYKTYPA JTUCHUITJIMHBI
Tpyn0eMKOCTh TUCIUILTHBI COCTABIISICT 2 3a4€THBIX SJIMHUIIBI, /2 Yaca

Bunp! yueOHoOM
paboThI, BKITIOYAS
CaMOCTOATEIbHYIO
paboTy CTYICHTOB

o U TPYIIOEMKOCTH (B Dopmbl
= yacax) O0beM yueOHO# TEKYIIEro
= § B paboTHl, KOHTPOIS
Ne HaumenoBanue teM w/uinu 3 5 Bl oz C IPUMEHEHHEM yCIIeBaeMOCTH,
n/n pa3aenoB/TeM TUCIUILITHHBI 3 = = é HMHTEPAKTUBHBIX ¢dopma
© & < 8 8 METO/I0B MIPOMEKYTOUHON
T E é D Q (B wacax / %) aTTecTalun
) g | E O (no cemecmpam)
= g | &
= [
) <
= o
81 .8
= |8
=
1 Tema 1. TloHsATHE BIIEKTPOHHOTO 4
JIOKYMEHTa " 3JIEKTPOHHOIO | 3 1-2 2 2 3/75
JOKYMEHTO0000poTA.
2 |Tema 2. CucTeMBl yIpPaBICHUSL 8 6/75 .
PGI/ITI/IHF'KOHTPOJ'IL
3JIEKTPOHHBIM 3 3--6 4 4 No 1
JIOKYMEHTOOOOPOTOM. )
3 |Tema 3. CucCreMbl 3JEKTPOHHOIO 3 -8 9 9 4 3/75
JIOKYMEHTO000pOTa.
i 3/75
4 Tema 4. CpenctBa TIpyIIoBoOi 3 9-10 ’ ’ 4
paboTHhI.
5 |Tema 5. Cucrembl ympaBieHus 3 | 1102 | 2 ) 4 3/75 PeiiTHHT-KOHTPOTB
0COOBIMH BHJIAMH JIOKYMEHTOB. Ne2
6/75
6 Tema 6. Kopnopatuzsie 3 | 1346 | 4 4 8
HMH(OPMAIIOHHbBIE CHCTEMBI.
7  |Tema 7. BHenpeHue KOPIOpaTHBHBIX s | 1748 | 2 5 4 3/75 PeifTHHI -KOHTPOIIb
MH(GOPMAITIOHHBIX CHCTEM. Ne3
Bcero 3a 1l cemectp: 18 | 18 36 27175 3aver
HWToro mo AuCIUIIIHHE 18 | 18 36 27175 3auer

Conep:kanue JJeKIMOHHBIX 3aHATHI 10 TUCUUILIHHE

Tema 1. ITousarue QJICKTPOHHOI'O JOKYMCHTA U 3JICKTPOHHOT'O ,Z[OKYMCHTOO60pOTa.

ITonstue QJICKTPOHHOI'0O JOKYMCHTA. ITonsitue QJICKTPOHHOT'O ,Z[OKYMCHTOO60pOTa. HpeI/IMYH_IeCTBa n

HEAOCTAaTKH! JJICKTPOHHOT'O JOKYMCHTA.

Tema 2. Cuctemsl ynpaBieHuUs 3JEKTPOHHBIM JTOKYMEHTOO0OPOTOM.

OcHOBHBIC IIPUHIHUIIBI pa6OTBI CUCTCM YIIPABJICHUSA SJICKTPOHHBIM ,[[OKYMCHTOO60p0TOM.

CHCTEM 3JIEKTPOHHOTO JIOKYMEHTO000pOTa.
Tema 3. CucTeMbl 3IEKTPOHHOTO IOKyMEHTOO00POTA.

Tumber  cucreMm
JOKyMEHTO00O0pOTA.

DIIEKTPOHHOTO

I[OKYMeHTOO60pOTa.

Tema 4. CpeznctBa rpynmnoBoit paboThI.
[TonsaTtue, npuHIMITEI pabOTHI. [IprMeps! IPOrpaMMHBIX MPOYKTOB.
Tema 5. Cuctemsl ynpaBieHUs: 0COOBIMH BUIAMHU JTOKYMEHTOB.
[TonsaTtue, npuHIHMITEI paboThl. PaccmoTpenue cTpykTypsl U uHTepdeiica PDM-cuctem.
Tema 6. KopniopaTuBHble HHPOPMALTMOHHBIE CUCTEMBI.

CpaBHeHue

CUCTEM

Bunnr

QJICKTPOHHOI'O




[Tonsartue, ocobennoctu, moayau. Knaccupukarms KopnopaTuBHBIX HHPOPMALMOHHBIX CUCTEM.
Tema 7. BHenpenue KOpropaTuBHBIX HH(OPMALMOHHBIX CHCTEM.
Bapuants! BHenpenust KMC: npeumymectsa u Henocratku. Cocras, 1ienu 1 3aia4u BHeapenus KHUC.

Copep:xaHue NPAKTUYECKUX 3AHATHH MO AUCHUIIMHE
Tema 1. 1C JlokymenToo6opoT: M3yuenue unrepdeiica cucTeMsl.
Tewma 2. 1C [JoxymenToo0opoT: BHecenne B 6a3y CBeleHU O COTPYAHUKAX U TOJIb30BATEIISIX.
Tema 3. 1C JoxymenTtoo0opoT: Co3nanue OTACIbHBIX BUAOB TOKYMEHTOB.
Tema 4. 1C JJokymeHTO000pOT: 3anoIHEHHE T0JIEH KapThl JOKYMEHTA.
Tema 5. 1C JlokymenToo6opoTt: PenakrupoBanue daiinos. KoHTpoas BepcHii
Tema 6. 1C JIokymeHTOOOOPOT: YIIpaBiieHHE TOTOBOPaMU C ((OPMUPOBAHUEM CMET.
Tewma 7. 1C JokymeHTOO0OPOT: YIIpaBiaeHUE IPOCKTaMHU.

4. OBPA3OBATEJBHBIE TEXHOJIOT'UHN
B npenonaBanuu TUCHIUTITUHBL «DNIeKMPOHHBIN OOKYMEHmMO0O0pon» UCTIONB3YIOTCS pa3HO0Opa3HbIe
o0Opa3oBaTe/ibHbIE TEXHOJOIMH KaK TPAIMIIMOHHBIC, TaK M C MPUMEHCHUEM aKTHBHBIX M MHTCPAKTHBHBIX
METOJIOB OOyUEHUS.
AKTHBHBIC U HHTECPAKTUBHBIC METO/IbI OOYUCHHS:
—  Uumepaxmusnas nexyus (mema Ne 1, 2, 3,4, 5, 6, 7);
— Ipynnosas ouckyccus (mema Ne 1, 2, 3,4,5,6,7);
— Ponesvie uepol (mema Ne 3, 4, 6, 7);
—  Tpenune (mema Ne 5);
—  Ananuz cumyayuii (mema Ne 1, 2, 3,4,5,6,7);
—  Pasz6op xonxkpemuvix cumyayuti (mema Ne 1, 2, 3, 4,5, 6, 7).

5. OHEHOYHBIE CPEJACTBA /JUIS1 TEKYIIET'O KOHTPOJISAA YCIIEBAEMOCTMU,
MMPOMEXYTOYHOM ATTECTAIIAU 110 UTOT'AM OCBOEHMS JTUCITATIJIUHBI 1
YYEBHO-METOJUYECKOE OBECITEYEHUE CAMOCTOSTEJIbHOM PABOTHI
CTYJAEHTOB

Texywuti KOHMpPObL YCnesaemocmu.
PeidiTuHIr-KOHTPOJIB 1

1. Dnexmpounnwiii doxymenm coenacto @edepanvuwviii 3akon om 10.01.2002 Ne [1-D3 «06 snekmpoHHOU
yughposoi noonucuy - 5mo:
a) 3allMCaHHOE HAa MAIIMHHOM HOCHUTEINIEe 3JEKTPOHHOE COOOIIEHHE, PEKBU3UTHI KOTOPOro o(opmieHbI B
COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUAMU
0) mo0oe cooOIIeHHE, 3aITMCKa, TEKCT, 3alTMCaHHbIA Ha MallTMHHOM HOCHTEIIC
B) JIOKYMEHT, B KOTOpOM HH(OpMaIMs IpeIcTaBiIeHa B JEKTPOHHO-IIUPPOBOi popme

2. Kakumu 8uoamu HOpMAMUBHLIX AKMo8 pe2yiupyemcs OOKYMeHmooo6opom op2anuzayuu?
a) BCE OTBETHI BEPHBHI;

0) OTpacieBbIMU U MEKOTPACIIEBBIMU;

B) TOCYJIapCTBEHHBIMU,

r) JJOKAJIbHBIMH aKTaMH 0praHH3aL{HI>i.

3. BepHo niu ymeeporcoenue, 4mo Kearupuyuposanuas U HeKeaIUGUYUPOBAHHAsL INeKMPOHHAL Yu@posvle
HOONUCU BbLOAIOMCSL 8 CREYUATIbHBIX YEHMPAx u npedcmasisiom cobol (reu-Hakonumens ¢ 3aNUCAHHbIM
Ha Hem Kooom?
a) na,
0) HeT.
PeiiTHHI-KOHTpPOJIb 2
4. Kaxas u3 nepeyucieHHuix cucmem 3J1eKmpOHHO20 OOKYMEHMO0O0pOma s811emcs ONMmumMaibHou?
a) Lotus Domino.Doc;
0) Heno;
B) 1C:Apxus,



r) DIRECTUM.

5. Bepno au ymsepcoenue, umo cucmema «1C. JJokymenmoobopom» no3eonsiem ocywecmsisims pacColiKy
npueiauieHull Ha noceujenue 3aniaHuUpO8aHHbIX MEPONPUAIMUL 6CeM COMPYOHUKAM OP2aHU3AYUU?

a) na,

0) Her.

6. IIpocpammnoe obecneuenue Lotus Notes omuocumcsi K:

a) CUCTEME YyIIpaBJeHUs 0COOBIMU BUJIaMH JOKYMEHTOB;

0) cpelcTBaM TPyIIIOBON padOTHI;

B) CHOCHUAIBHBIM  MOXYJSAM  YIPAaBICHUS  JOKyMEHTOOOOpPOTOM B  COCTaBE  KOPIIOPATHBHBIX
MH()OPMAMOHHBIX CUCTEM JIJISI IPEIIPUSITUN

T') YHEBEPCAIbHBIM CUCTEMAaM 3JICKTPOHHOTO JIOKYMEHTOO00POTA.

7. Kaxozco uz 6u0os snekmpoHuou yugposoii noonucu He cywecmayem?
a) mpocTasi;
0) ropunuyeckas;
B) KBAIM(UIIUPOBAHHAS;
I') HeKBAIN(pULIMPOBaHHAS.
PeidiTMHr-KOHTPOJIBL 3
8. Umo u3 nepeuucnenno2o He OMHOCUMCA K Napamempam Hocumenell 31eKmpoHHbIX OOKYMEHmog?
a) CTOMMOCTb XpaHeHus 1 merabaiita unopmanuu;
0) BOBMOXHOCTb OCYIIECTBJICHUS MOJTHOTEKCTOBOTO MOMCKA,
B) CKOPOCTb JIOCTyMa K HHPOPMAIIH.

9. 1100 cnyoicebnbim 21eKMPOHHBIM OOKYMEHMOM NOHUMAEMCA:

a) 3amMcaHHOE HAa MAIIMHHOM HOCHUTENE DJIEKTPOHHOE COOOIICHHE, PEKBU3UTHI KOTOPOTO O(OpPMIICHBI B
COOTBETCTBUH C HOPMATUBHBIMU TPEOOBAHHSIMU;

0) TOKyMEHT, B KOTOpOM HMH(OpMaIus MpeACTaBIeHa B 3JIEKTPOHHO-IIUGPOBO popme;

B) CTPYKTYPHUPOBAHHBIN HHGOPMAIIMOHHBI OOBEKT, B COOTBETCTBHE KOTOPOMY MOXKET OBITh MOCTaBJICHA
COBOKYITHOCTB (DaiJIOB, XpaHSIIUXCS HA HAKOTTUTEE KOMITBIOTEPA,;

r) JII0060€ coOoOIIeHNE, 3aMnicKa, TEKCT, 3aITMCAaHHbBIM Ha MAIIMHHOM HOCHUTEIIE.

10. Bepro nau ymeepoicoenue, umo cucmema «IC. [lokymenmoobopomy no3eonsiem o0cyuecmenims
NPOCMOMpP OOKYMEHMO8 U (ailios ¢ SpYRNUPOBKOL NO PATUYHBIM NPUSHAKAM (RO 8UOAM OOKYMEHMO8, No
npoexkmam, no omoenam):

a) na,
0) HeT.
Ipomesicymounas ammecmayusi N0 umMo2am 0C80eHUst Oucyuniunvl (3auem).
Cnmcox BONPOCOB K 3a4eTy
1. Tlousatue nOKyMeHTa, JOKYMEHTOOOOPOTa M MOTOKA IOKYyMEHTOB.
2. Mecro CO/] B uHbOpMAITMOHHON cUcTeMe MPeaIPUITHSL.
3. Tumst COJ] (cucTeM 3NEKTPOHHOTO JOKYMEHTO000pOTa).
4. Knaccuduxaiys aBTOMaTU3UPOBAHHBIX CHCTEM JETOTPOU3BOICTBA U DIIEKTPOHHOTO

JOKYMEHT0000pOoTa.

5. TenpeHIMM pa3BUTHsI CUCTEM HIEKTPOHHOTO JTOKYMEHTOOOOpOTA.

6. JlokymMeHT B MHPOpPMALMOHHOM cucTeMe. Tumbsl JOKyMEHTOB B MH(GOPMAIIMOHHOH cucTeme: OyMasKHBIN
JIOKYMEHT, 00pa3 JOKYMEHTa, 3JIeKTPOHHBIN JOKYMEHT, CTPYKTYpHPOBaHHbIE JOKYMEHThI, XML —
IIpeJICTaBICHHE.

7.  Hoxyment B CO/I. Coznanue. PenaktupoBanue. [lyOnukanus. ApXxuBUpOBaHUe.

8. Ocnosuble Bo3MokHOCTH CO/I: [Tonck nokymeHToB. MapuipyTu3aius U KOHTPOJIb UCTIOJTHEHUSL.
OtueTsl.

9. OcnoBHuble Bo3MokHOCTH COJ1: AAMUHUCTpUpOBaHHE. BO3MOXKHOCTH COTPYIHUKOB.

10. Ocnosuble pynkunn CI/1. Tunossie TpeboBanus k CO/I.

11. IIpeumymiecTBa BHEAPEHUS CUCTEMBI JIEKTPOHHOTO TOKyMEHTO000pOTA.



12. TTpuuunsl aBTOMaTH3aluu. BEI60p CHCTEMBI aBTOMATH3AIHH.

13. Kparkuii 0630p pbiHKa 1 Kiaccuukanus miaTgopm, mpeacTaBiIeHHbIX Ha poiHKe CO/L.
14. Cpencrta rpymnioBoil paboThl.

15. Cucrtemsl ynpaBiieHUsI 0COOBIMU BUIAMH JIOKYMEHTOB.

16. CrenuanbHble MOIYNN YIPABICHHS JOKYMEHTOOOOPOTOM B COCTaBE KOPIOPATUBHBIX
MH(POPMAIIMOHHBIX CHCTEM

17. KopmopaTtuBHas nHPOPMALMOHHAS CHCTEMA.

18. Cuctembl aBTOMATH3AIMH JICIIOTIPOU3BOICTBA.

19. TNoncucrema apxvBa JOKYMEHTOB, YIIPABICHHSI KOHTEHTOM U CPEACTBA CTPYKTYpPU3AIUH.
20. Cucrembl BBOJa IOKYMEHTOB U CHCTEMBI 00pa0OTKH 00pa30B JOKYMEHTOB

21. ToxcucTema MapHIpyTH3AMHA JOKYMEHTOB M YIIPABJICHUS 3aJaHUSMHU.

22. Twunsl NIpUIIOKEHUH, BHEAPSEMBIX B paMKax KopropaTtuBHoi CO/1.

23. DnexTpoHHas UPOBast MOAMUCH: MOHITHE, BUJIBI M pElIacMble 3a/1a9H.

CamocmosmenvHnas paboma
Tembl pedepaTos

. [lonsiTie TOKyMeHTa, TOKyMEHTO000pOTa U MOTOKA JOKYMEHTOB.
. Henu BHeIpeHMsI 3TIEKTPOHHOTO IOKYMEHTOO00pOTA.
. Mecto CO/] B nH(QOpMAaLIMOHHON CHCTEME MPETPUSITHSL.
. Tumier COJ] (cucTeM AIeKTPOHHOTO JOKYMEHTO000pOoTa).
. Kimaccudukanus aBToMaTu3upoBaHHBIX CUCTEM JIEJIONPOU3BOJICTBA U DJIEKTPOHHOTO TIOKYyMEHTO000pOTAa.
. TeHeHIMN Pa3BUTHUS CUCTEM IEKTPOHHOTIO JOKYMEHTOO0OpOTA.
. JJokyMeHT B HH(pOpMAIIMOHHO cucTemMe. TUIbl JOKYyMEHTOB B HH(POPMAIIMOHHOM crucTemMe: OyMasKHbII
JOKYMEHT, 00pa3 TOKyMEHTa, JIEKTPOHHBIN TOKyMEHT, CTPYKTYpHUpPOBaHHbIE TOKyMeHThI, XML —
MIPEACTABJICHUE.
8. Hoxyment B COJI. Co3nanue. PenaktupoBanue. [1yonukaius. ApXuBUpOBaHUE.
9. TunoBbie koMmoHeHTHI CO/[: XpaHumnuie kKapTouek (aTpuOyTOB) JOKYMEHTOB; XPAHIJIHIIE TOKYMEHTOB;
KOMITOHEHTBHI, OCYIIECTBIIAIONINE OU3HEC-IOTUKY CHCTEMBI.
10. OcnoBHble Bo3MoxkHOCTH CO/I: Tlonck mokyMmeHTOB. MapiipyTu3anus 1 KOHTPOJIb UCITOJTHEHUSI.
OTtyerTsl.
11. OcnoBHble Bo3MOxkHOCTH CO/]: AnMuHuCTpUpoBaHue. BO3MOXKHOCTH COTPYJIHUKOB.
12. OcnoBnbie ¢pyakiuu CO/1. Tunossie TpedoBanus k CO/I.
13. IIpeumyiiiecTBa BHEPEHUS CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000POTA.
14. ITpuuuns! aBTOMaTH3alMK. BEIOOp crcTeMbl aBTOMATU3aLINH.
15. Kpartkwuit 0030p pblHKa 1 Ki1accudukanus miatGopM, mpeacraBieHHbIX Ha peiHKe CO/I.
16. CpencTta rpynmoBoid paboThI.
17. Cuctemsl ynpaBiieHHs] OCOOBIMH BUIAMHU JOKYMEHTOB.
18. CnernuanbHble MOAYNH YIIPABICHUS JOKYMEHTOOOOPOTOM B COCTaBE KOPIOPATHUBHBIX
MH(OPMALIMOHHBIX CUCTEM
19. KopniopatuBHast ”HGOpPMAIIMOHHASI CUCTEMA.
20. YHuBepcaibHble CUCTEMBI JIEKTPOHHOTO TIOKYMEHTOO00POTA.
21. [loxcucTembl aBTOMATU3ALMH JOKYMEHTOO00POTA.
22. CuctemMbl aBTOMATHU3AIMH JCJIONPOU3BOICTBA.
23. Iloncucrema apxuBa TOKYMEHTOB, YIIPaBJIEHUS KOHTEHTOM U CPEJCTBA CTPYKTYPHU3ALIUH.
24. CucreMbl BBOJ]a IOKYMEHTOB U CHCTEMbI 00pab0TKH 00pa30B JOKYMEHTOB
25. Ilopcucrema MapuipyTu3anuu JOKYMEHTOB M YIIPaBJICHUS 33 JaHUSIMM.
26. CrucreMbl KOMITJIEKCHOM aBTOMAaTH3aIlMH OU3HEC-TIPOIIECCOB.
27. Tunsl IpUIIOKEHUH, BHEIPSIEMBIX B paMKax kopriopatusHoi CO/I.
28. ApXMBBI 2JIEKTPOHHBIX TIOKYMEHTOB.
29. ABTOoMaTH3aIMs MPOILIECCOB KIACCUYECKOTO POCCUNUCKOTO JOKYMEHTO000pOTa
(moep>kKa TOKYMEHTAIIMOHHOTO oOectiedeHust ynpasienus - JJOY).
30. Ucropus Bueapenust CO/.
31. DnexTpoHHas nudpoBasi MOINUCH: MOHATHE, BIABI U pelIacMble 3a1a4u.

NN R W



@oH/ OLIEHOYHBIX CPEACTB JUIsl POBEACHUS aTTECTAIlMM YPOBHS CPOPMUPOBAHHOCTH KOMITETECHITMN
oOyJaromuxcs o JUCUUIUIHHE 0(OPMIIAETCS OTACIbHBIM JOKYMEHTOM.

6. YYEBHO-METOJUYECKOE U UH®OPMALIMOHHOE OBECIIEYEHUE
JUCLUILINHDBI

7.1. Kuuroooecne4yeHHOCTh

HaumenoBanue JINTEpATYphbl: aBTOP, HA3BAHUC,
BU/J U3JaHUA, U31aTCIIBCTBO

T'on n3manus

KHUTI'OOBECIIEYHEHHOCTbD

KonmgecTso 3K3eMIDISIpOB Hanuure B
u3aHui B ondmmoreke Bal'Y B 3IEKTPOHHON
cootBercTBrm ¢ ®I'OC BO oubmmoreke Bnl'Y
1 2 3 4

OcHoBHas1 TUTEpaTypa

1. Ky3pmuHa, U. B. Jlenonpou3BoacTBoO
[DnexTponHsIii pecype] : yueOHoe mocodue /
. B. Ky3pMuHa. — DIIEKTPOH. TEKCTOBbIE
naHable. — M. : MoCKOBCKUH
ryMaHUTapHbIA yHUBEpcuTeT, 2017. — 128
c. — 978-5-906912-98-5

2017

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

2. DIEKTPOHHOE MPABUTEILCTBO.
DJIEKTPOHHBIN JOKYMEHT0000pOT. TepMUuHbI
u onpezaeneHus : yueo. nmocobue / C.1O.
Kab6amios. — M. : UHOPA-M, 2017. — 320
c. — (Bsicmiee oopazoBanue: bakanaBpuar)

2017

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

3. Crenanoga, E. H. Cucrema 371eKTpOHHOTO
JIOKyMEHTO0000poTa (00J1aYHOE PEIICHUE)
[DnexTponnslii pecype] : yuebHoe mocodue /
E. H. CrenanoBa. — DJEKTPOH. TEKCTOBBIC
nannabie. — CapatoB : A [Tu Op Memua,
2018. — 182 ¢. — 978-5-4486-0136-1

2016

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

JlononHUTENbHAS JINTEPATYpPa

1. IlIu6Gaes, /1. B. IIpaBoBOe perynupoBaHue
3JICKTPOHHOTO JIOKYMEHTO000pOTa
[DnexTponnslii pecypc] : yuebHoe mocodue /
J. B. Illn6aeB. — DIEKTPOH. TEKCTOBBIE
nanapie. — CapatoB : By3oBckoe
obpaszoBanue, 2016. — 70 ¢. — 2227-8397

2016

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

2. Pri6akos, A. E. OcHOBEI
JICIIONPOM3BO/ICTBA [ DNEKTPOHHBIN pecypc] :
yaeOHuK / A. E. PpibakoB. — DIEKTpOH.
TEKCTOBBIE TaHHBIe. — MUHCK :
PecriyOnukaHCKUH HHCTUTYT
npodeccruoHabHOr0 obpazosanus (PUIT0),
2016. — 320 c. — 978-985-503-606-8

2016

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

3. KoH(uneHnanpHoe AeI0POU3BOACTBO H
3aIUINECHHBINA 3JICKTPOHHBIN
JIOKYMEHTO000pOT [ DJIeKTpOHHBIN pecypc] :
yuebnuk / H. H. Kynses, A. C. JIémymrkus,
A.T. ®aodpuunos, T. B. Konapaiesa ; mon
pexn. H. H. KynseB. — DIeKTpoH. TEKCTOBEIS
nmannasre. — M. : Jloroc, 2016. — 500 ¢. —
978-5-98704-711-8

2016

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

7.2. AuTepHeT-pecypchl

1. Jlemo-Bepcus nporpamMmHoro npoaykra 1C: Jlokymenroobopor - http://v8.1c.ru/doc8/demo/




8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JJUCHUIIJINHbBI

Jis peanu3anuu JaHHOW JNUCHUIUIMHBI WUMEIOTCS CIEIUANbHBIC TMOMEIICHUS JUIS TPOBEICHHUS
3aHATUH JIeKYUOHHO20 MUNA U 3aHAMUL NPAKMUYECKO20 MUNA, MeKyujeco KOHMPOIs U NPOMENCYMOUHOU
ammecmayuu, a Maksce NOMeweHust 05k CAMOCMOSIMeENbHOU pabomul.

[TpakTuyeckue 3aHATHS MPOBOAITCSA B KOMITbIOTEpHOM Kitacce (ayauropus 204-6).

HepequL HCIOJIB3YEMOTI'0 JIMICH3MOHHOTI'O MPOTrpaMMHOT0 o0OecIieyeHus.
naker MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.



Peuensent :
(npeacrasurens paGoronarens), navansuuk MKY «BVI'3» bemmkos B.H

(mecto paborm, .
Iporpamma paccmoTpena u o106pena sa 3acenauy Kade,
YUPABNCHHS KHIHUIHO-KOMMYHATLHRIM KOMILICKCOM

MpotokoaNe ! or 27.082020 roza /‘ 7 /
3asenyrommii kadeapoii y J loiixep O.J1.

PaGouas nporpamma pacemortpena i ogo6pena
Ha 3acelaHuH YHeOHO-METOIMMECKOH KOMHCCHH HANIPaBICHHS 38.03.02 «Men
[Tporokon Ne 4 or“Alr__08 2020 rom

[lpencenarens komuccun  3as. kadeapst MHUMP a.9.1. [lonsynosa H.H.




	Задачи изучения дисциплины:
	- сформировать у студентов четкое представление о необходимости и роли документирования в деятельности организаций;
	- ознакомить студентов с основами электронного делопроизводства и документооборота организации;
	- ознакомить студентов с особенностями защиты служебной и конфиденциальной информации, обеспечения открытого доступа граждан к информации в соответствии с положениями законодательства;
	- научить студентов ориентироваться в ситуациях, требующих издания соответствующих документов.

