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1. IEJIM OCBOEHHUS] AUCHUIITIHHB]
Lensio usyyenny AUCTHUILTHHBL  « DNEeKTPOHHE AOKYMEHTOOGOPOT»  siBIgeTCcy NOTy4eHHe K
YriuyOneHue 3sHanuii o TIPHHIHIIAX TOCTpOeHHus JIOKYMEHTOB H OCHOBax bopmuposanms AOKYMEHTO060poTa
B Opranmsauus u yupewjenmsx Pa3JIMYHBIX  hopM  cobetBennOCTY. DopMHpoBanue Y CTyIeHTOB

3anaun usyyenys AUCIHITIHHBI:
- chopmupoBaTs Y CTYZICHTOB YeTKOe MpeacTapemye 0 HeOOXOoauMocCTH 1 POIH moKyMeHTHPOBaHMs
B IeATENLHOCTH OpraHH3aIuii;

© O3HaKOMHTH CTYZeHTOB ¢ OCOOCHHOCTAMH  3ammuTh; CIIy>)keOHOH n KOH(HAeHIHATLHOl
HH(OpManun, obecreqenys OTKPBITOTO 10CTyNa rpaxiay k HH(opMaliu B COOTBETCTBHH ¢ [0I0MKeHHsIM
3aKOHOIaTe L TR,

JOKYMEHTOB,

2 MECTO AUCIHUILIMHBL B CTPYKTYPE OIToI BO
Juctmmmna «ONeKTPOHHBIH AOKYMEHTO0G0POT» OTHOCKHTCY K AUCHHILIHHAM 6a30Boii yacTy,
IpepexBusuTe AUCHHIUMHEL: MUHpopMaTuka,

3 IVIAHUPYEMBIE PE3YJIbTATBI OBYYEHHS 110 AACIUIIINHE
[nanupyempre PE3YIbTaThl  06yyenns o AMCIHIIAEE,  COOTHeCeHHBe TUIaHUPYEMBIMK
PE3ylbTatamu ocsoenns OIIO]
Kon popMupyempix KOMITeTeH 1

HJIaHpreMbIe Pe3ynbTaTel 00yyeHus no AHCUHMIIIHHe
XapaKkTepusyioume sramg qbopMHpOBaHHﬂ KOMneTeHuuii
(mokasatesu OCBOEHHS KOMMeTeHLu)

- 3HaTh TeopeTnyeckpe OCHOBBI MOBeneHUY MHIMBHIYYMOB, rpynn
H opravuzaupu g LeJIoM, - 3akoHOMepHOCTH i ocobeHHocTH

MOBENEHHS pasnuuppx 00beKTOB U cy6bekToR Ynpagneuns;

- YmMers OpPraHH30BBIBaTEL AeATeNbHOCTL 10 coﬁcraeHHOMy
npo¢eccH0Ha.anomy camocosepmeHcmoaaHmo, OCYyLIEeCTRIIATE
MOUCK Heobxomumoii HHpOpMaLmy, BOCIIPHHUMATE,
aHAJIH3HPOBATE, 0600mate u CHCTeMaTHzuposars NoTyYeHHy IO
HHOOPMaLHIO;

- Bnagers MeTonamu dHamm3a, cnocoBamy nomyyenus g
00061menHug HHpOpMaimy, HaBbIKaMH KOHCTPYKTHBHOTO nenoBoro

001meHus, COBpPEMEHHBIMH TEXHOJIOTHsIM K 3 dexTuBHOrO BIIHAHMS
Ha MHIMBUTyanbHoe, TPynnoBoe nosenenye g OpraHuzammm,

OCBOEHHS
KOMIeTeHuy

IK-1

Yactuynoe
BIIaJICHHEM HaBLIKamu HCNONB30BaHHs 0CBOeHHe
OCHOBHBIX TeOpHii MOTHBaLUH,

JHIEPCTBA W BacTH a5 pelueHus
CTparernyeckux u ONEPaTHBHBIX
YNpaBIeHYeCKuX 3a1ay, a TaKxe /s
OPraHH3aLuM rpynmnogoji PpadoTel Ha
OCHOBE 3HAHMA Npoueccos TPYNNoOBOii
AHHAMHKH H NPHHIIKNIOB
(opmupoBanus KOMaHIbl, ymenue
TPOBOAHTE ayauT yenoseyeckyx
PECYpPCoB u ocymectsngry,
AHATHOCTHKY OpraHu3auHOHHOH

KYJIbTYphbI




Buaer yye6roii
paborel, BKmIOYas
CaMocTosTenbHyI0
paboty cryneuron
H TpynoemkocTs (B

Dopmer

§ 4acax) O6beM yuebHoi TeKyIero

bt padorTsl, KOHTpOJIs
Haumenosauue teym H/unu § C IPHMEHeHueM ycnesaemocry,
Pa3aenos/TeM nucummgy S HHTEPaKTHBHEBIX topma

= METOI0B [IPOMeRyYTOYHOT

= (B 4acax / %) aTTecTaunu

(no cemecmpam)

IpakTuueckue 3aHATHA
Jlabopatopupie paboTsl

IMonstne 311€KTPOHHOrO
IOKyMeHTa g SJIEKTPOHHOrO
HAOKyMeHTo060poTA.

CHcTemel ynopasnenus

0Co6bIMH BHAaMK nok MEHTOB,

Tema 6. Kopnoparugupre
HHYOPMALHOHHBIE CHCTemp),

Tema 7. Bhenpenue KOpropaTtusBHpix
HHPOPMALMOHHLIX CHeTew.

Tema 3. Cucrems; 3JIEKTPOHHOrO AOKYMeHTo0GOpoTA.

Tuner  cucrenm SJIEKTPOHHOTO AOKYMEHTo0G0pOTA], Cpasuenue CHCTEM  anekTpoHHOrO
MIOKYMEHT0060poTA,

Tema 4. Cpencrra I'pyNnoBo# paboTer.
[lonsTne, IIPUHIHIIEI paboTEL, [Tpumepsr TIPOrPaMMHBIX ponykTOB,
Tema 5. Cucremp; YHIPABICHHUS OCOOBIMY BHIaMH IOKYyMeHTOR,




Tema 2. 1C HOKyMEHTooﬁopOT: Brecenne 5 0asy cBenenuii o COTPpYIHHKaxX u 1I0JIb30BaTENSX.
Tema 3. 1C lIorcymeHTooﬁopOT: Cosnanne OTIENBHBIX BHIOR ZOKYMEHTOB.

Tema 4. 1C IIOKyMeHTooﬁopOT: 3anonuenne nojeji KapTel JokymenTa.

Tema s. 1C ,HOKyMeHToofSopOT: Penaxruposanye daiinos, Kontpoms BEpCHIT

Tema 6. 1C L[oxyMeHTooﬁoporz Ynpasnenue J0roBopamy ¢ $opmMupoBanmen CMET.

Tema 7. 1C IIOKyMeHT0060p0T: Ynpasnenue NIpOeKTamy.,

5. OEPA3OBATEJIBHBIE TEXHOJIOrun
B npenonasanuy AHCUHILTHHEI «Onexmponnui doxy,ueymoob'opom» HCIONB3YIoTC Y PaszHo00pa3nkie
00paszoBatenpuge TEXHOJIOTHH Kak TPAMUHOHHEe, Tak y PHMEHEHHEM aKTHBHEX g HHTCPAKTHBHbIX
METO10B 00yyenusy,
AKTHBHEE 1 HHTCPAKTHBHBIE MeTo 1k 00yYeHnus:
- Humepakmuenwz NeKyus (mema No L2324 3 6 7
= Ipynnosas ouckyccus (mema Ne |, 2. 3,435 6 7l
— Poneguie uzpol (mema Ne 3, 4, 6, 7);
= Tpenunz (mema No 3);
= Ananuz cumyayuu (mema No |, 23,458 7
= Pasbop Konkpemubix cumyayu; (mema Ne |, 2, 3436 7).

YUPPOBOL NodnuCyy - amo:
a) 3alucaHHoe ma MallMHHOM HocuTese STIEKTPOHHOE coobmienne, PEKBH3HTEL KoTOpOroO oopmnens;

2. Kaxumu euoamuy HOpMamusHvix axmog pe2ynupyemes do:cymeHmooO'opom opeanuzayuy?
a) BCe OTBeTH BEPHEI;

0) orpacneBrvy MeXOTpacieBrvy;

B) TOCynapcTBeHHBIMY;

I') TOKaTbHEIMY aKTaMH OpraHuzanuii.

Ha Hem xodom?
a) na;
0) Her.

0) Hdemno;
B) IC:ApXHB;
r) DIRECTUM.

3. Bepuo ny ymeepoicoenue, ymo cucmema «JC ,ZZaf\yMeHmoofiopom» noseonsem ocywecmensmy, paccenky
npuznawenuii ng nocewyenye 3AnNanuUposan vy Meponpusmui ¢ce COmpyoHukam Opeanuzayuy?

a) na;

0) Her.




6. Ilpozpavimuoe obecneyenue Lotys Notes omnocumes

a) CHCTeMe ynpasienus OCOOBIMH BH 1AMy JOKYMEHTOB;

0) cpencram TPYNIOBO# paGoTsr;

B)  CHenHamsHBM MOIYIIM  ynmparnenus AOKyMeHTOOGOpOoTOM R COCTaBe  kopnoparupHgx
HHbOPMalHOHHEX CHCTEM JUIs Ipe AnpusiTHit;

I') YHHBEPCATBHbIM CHCTEMaM 3J1eKTpoHHOr0 AOKyMeHTO0GO0poTA,

7. Kakozo u3 6uoog PAEKMPOHHOTL yughposoi noOnucy ne Cywecmeyem?
a) mpocras;
0) IOpHTHYeCKas;
B) KBATHQHIHpOBanHay:
r) HeKBanupuuMpoBannay,
PeﬁTuHr-lconTpo.nb 3
8. Ymo uz nepevucnennozo ye omuocumes x napamempam nocumener HEKMPOHHBIX QOKYMenmog?
a) CTOAMOCTh XpaHeHHy | Merabaiita HHpOpMariu;
0) Bo3aMosKHOCTE OCYIIECTBICHNS IOTHOTEKCTOBOMG IIOHCKa;
B) CKOPOCTE AOCTyna K uHpopmammy.

9. oo cayorcebupiy SAEKMPOHHBIM DOKYMenmony nonumaemcs:
a) 3alHcaHHOe Ha MaIlMHHOM HocHTese SIIEKTPOHHOE coodenne, pekpu3pTE KoToporo odopmiensr g

npocyomp ooxymenmog 1, daiinos ¢ SPYRRUPOBKOU MO paznuymbiy npusnakam (no eudamn OoKyMenmos, no
npoexkmam, no omoenam):

a) na;

0) Her.

Tpomescymounas ammecmayus no umoazay, 0C60eHUs Jucyunnymp (sauem).
Cnucox BOIpocoB k 3auery
[TonsaTue JOKyMeHTa, AOKYMEHTO060pOTA 1 MoTOKA JMOKYMEHTOB.

9. OcHoBHEe BOsMoxHoCTH CO)T: A,IIMHHHCTpHpOBaHHe. Bosmoxuocty COTPYIHHKOB.
10. Ocroguple GyHKIIYH CON. Tunospre TpeboBanuy 11

1. Tpeumymecrga BHEJIDEHHS CHCTeME] 3JIEKTPOHHOrO A0KYMEHTO0G0poTa.

12. IMpuauge 4BTOMATH3aIHY, Bri6op cucrems aBTOMaTH3anuy.

13. Kparkuii 0030p prIaKa 1 Kiaccupukanus nnargopm, IIpeaCTaBIeHHEIX Ha peike CHJ],
14. Cpencrra TPyNnoBoii paGorer,

15. Cucrems; YIPaBIeHHS 0COOBIMY BHIaMH 10KyMeHTOR,

16. Crennanpngie MOnymn ynpapnenug AOKYMEHTO060POTOM B cocTage KOPIIOpaTUBHEIX
HH(OPMAaHoHHpx CHCTEM




17. Kopnoparugnag HH(pOPMaHoHHayg CHCTEMa,

18. Cucrems aBTOMaTH3alHy AeJIonpou3BoCTRA,

19. Tloncucrema aPXHBa JIOKyMeHTOB, YIPABIICHHUS KOHTEHTOM 1 CPEACTBA CTPyKTYpu3anuy.
20. Cucremsr BBOJa TOKYMEHTORB i CHCTEMBI 00paboTku 00pazop MOKYMEHTOB

21. Moncucrema MapmpyTHzanuy AOKYMEHTOB H ynpasienus 3aJlaHusAMHY,

22. Tums TIPUITOKEHHiT, BHEZIPAEMBIX B pamkax Kopriopatugnoit Calt

23. Dnextponnas nugpoBas mommcs: TIOHATHE, BUIIBI H pemaenmye 3a1aqy,

Cavocmonmenvias paboma
Tempr PedepaTton
1. IMonsrhe TOKyMeHTa, AOKYMEHTO060poTa 1 II0TOKa TOKyMeHTOR.
2. Lenu BHEIDEHHS 3nekTponnoro AOKYMEHTO0G0pOTA,

15. Kpatkuit 0030p phIHKa 1 Knaccugukanmusg miargopm, lIpencraBnenyrIx Ha PbIHKe CH]].
16. Cpencraa TPYIIOBO#f paboTp.

HHpOpMaIHonHLx CHCTEM

19. Kopnioparupras HH(pOpMannonyay CHCTeMa,

20. YHuBepcampuge CHCTEMBI 311EKTPOHHOr O AOKYMeHTo060poTa,

21. Tloacucrems: aBTOMAaTH3anun AOKYMEHTOOGOpOTA,

22. Cucrempr aBTOMAaTH3aIHy ACIONPOM3BOACTR,,

23. Tloncucrema apXHBa IOKyMeHTOB, YIPABIEHHS KOHTEHTOM 1 CPEICTBa CTPYKTYpH3amy.

v




7. Y'—IEBHO-METO,Z[H‘IECKOE U HHOOPMAIIMOHHOE OBECIIEYEHUE
ANCIATIIIMHB]

KHHTI OOBECIIEYEHHOCTH
Konmaectro IK3EMIIAPOR Hanuune g

H3nanui B Gubnotexe Bal'V g INEKTPOHHOIT
cooTBeTcTBHH ¢ PI'OC BO Oubnuorexe Bal'y

7, KHHI‘OOGBCHC‘{eHHOCTB

Haumenosanue JIMTEPATYPLI: aBTOD, Ha3BaHKe, Fon w3nanus

BHI H31aHuA, u3garen bCTBO

OcHoBHas JHUTepaTypa
2017 http://www.iprbooksh
0p.ru/74718.html

1. Ky3bmuna, U, B. Henonpounseoactao
[Onexrpounbii pecype] : yue6Hoe nocoGue /
. B. Ky3emuna, — ONeKTPOH. Tekcropsle
NaHHbIe. — M. : MockoBckuii
TYMaHHTapHbIif YHUBepcHTeT, 2017, — 128
C. — 978-5-906912-98-5
2. DnekTpoHHoe NPaBHTENLCTRO,
DJIeKTPOHHBII AOKYMEHTOO60POT. Tepmumpi
1 onpenenenns : yue6. nocoGue / C.10.
Kabauos. — M. - HH®PA-M, 2017. — 320
¢. — (Bricimee o6 pasoBaHue: bakanag PHAT)
3. Crenanosa, E. H. Cucrema 3NEKTPOHHOr0
AOKYMeHT0060pOTa (0651auH0e peiueHue)
[SnexTpounsii pecypc] : yueGHoe nocobue /
E. H. Crenanoga, — NEKTPOH. TeKCTOBbIE
AaHHble. — Caparos : Aji [Ty 9p Menwma,
2018. — 182 ¢. — 978-5-4486-0136-1

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

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

Jlononuurensaag JIHTEpPaTypa
2016

1. lIuGaes, JI. B. IMpaBoBoe perynupoBauue
IEKTPOHHOrO AoKymMeHToobopoTa
[Snexrponniii pecype] : yueGHoe nocobue /
. B. lln6aep, — INEKTPOH. TeKCToRke
AanHbie. — Capatos : Bysogckoe
oﬁasoaaHue, 2016. — 70 ¢. — 2227-8397
2. Pribakos, A. E. OcHoBbl
JAeTONpoM3BoACTRBA [DnexTponHusiii pecypc] :
y4eOHuk / A. E. Peibakos, — OJeKTpoH.
TEKCTOBbIE NaHHble. — Munck -
Pecny6rukancicnii HHCTHTYT
npodeccHonansHoro o6pasoBanus (PHITO),
2016. — 320 ¢. — 978-985-503-606-8
3. Konunenumansuoe ACIONpPOU3BOACTBO 1
3alUHIIEHHBIH SNICKTPOHHBI
AOKYMeHTooGopoT [SnexTponubiii pecypc] :
yuebHuk /H. H, Kynses, A. C. Hémykun,
A.T. CDaﬁquHoa, I. B, Konnpaurega 1 (o)
pex. H. H. Kyusep, — NEKTPOH. TeKCTOBRIE
JAaHHble. — M, : Jloroc, 2016, — 5006 <
978-5-98704-711-8
1.2. HHTepHeT-pecypcbl

1. lemo-Bepcus TIporpammHoro npoaykra 1C: I[OKYMCHTOOﬁOpOT - http://v8.lc.ru/d008/dem0/

http://'www.iprbooksh
op.ru/57260.htm]

http://'www.iprbooksh
0p.ru/67690.htm|

http://www.iprbooksh
0p.ru/66416.htmil

I[Tepeyens HCIIOJIB3yeMOro JIMIIeH3HOH OO IIPOTpaMMHOTO o6ecrieyenys:
naker MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.
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