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1. HEJIH OCBOEHUS ANCIUIIIUHBI

Lensto wm3ywenms auc
yray0OieHne 3Hauuii o NPUHIHIAX TIOCTp

AOKYMCHTALHEH, HO U IIPOXOXK/IEHHIO IPAKTHKH Ha Golee rp

3a/[auu H3yYeHHUS MHCLUIUTHIL:

- chopmupoBaTh y cTYIEHTOR YeTKOE T

B ICATCILHOCTH OpraHu3anuii;

- O3HAaKOMHTH CTYIEHTOB C OCHOBAMH OSJIEK

OpraHu3aIuy;

3aKOHOIaTEe/ILCTRA;

HHILTHHEI

(8]

L

O3HAKOMHTb CTYIEHTOB C OCOGEHHOCTSIMH
uH}popMmarmm, obecreyeHns OTKPBITOTO J0OCTyIa Ipakian

- Hay4YHTBb CTYICHTOB OPHCHTHPOBATLCH B CHT

HOKYMEHTOB.

2
Jucuummnaa « ek
ITpepexBu3nTe! muciummuns: g

3
[Inanupyemsie pe3ynbTaTsl
pesynbpTaramu ocBoenust OITOIT

ILNTAHUPYEMBIE PE

dopmaruka.

«DNeKTPOHHBIIT AOKYMEHTOOOOPOT»  ABISETCS TONyYeHHe W
HU IOKYMEHTOB M OCHOBAX (JOPMHpPOBAHHS AOKYMEHT0000poTa

YHCHHE KOTOPLIX mpejnonmaraer paGory c
AMOTHOM YPOBHe.

PEAICTaBICHIE 0 HEOOXOUMOCTH ¥ poJIH JIOKYMEHTHPOBAHHUS

TPOHHOTI'O JEJIONPON3BOACTBA H JIOK_YMCHTOOGOPOT&

SAUTBL  CIyKeOHOH M KOH(HICHIHAIEHOH
K HHQOPMALHH B COOTBETCTBHY ¢ MOJI0KEHUSAMH

YauMsax, TpeOylomux H3IaHus COOTBETCTBYIOIIUX

MECTO JUCIIMIIJIMHDI B CTPYKTYPE OIIOII BO
TPOHHBIH JOKYMEHTOOGOPOT» OTHOCHTCS K

AHCHHIITHHAM 0a30BO#H 9acTH.

3YJIBTATBI OBYYEHUS [10 AUCIHHATIIMHE
o0yyeHus 1o jHcHHILIHHE,

COOTHECEHHEBIE ¢ IIITaHUPYEMBIMH

Kon dopmupyembix KOMIeTeHUHH Yposens [Tnanupyemsie Pe3yibTaTbl 00yyeHHs Mo AUCUUMIHHE
OCBOEHHA XapaKTepH3YIOLLHE 3Tallbl (bopmupopanus
KOMTNETeHUMM| KOMMeTeHLMiT (roKasaTeny OCBOCHHS KOMIIETEHLIHH)
P 1 2 3
OI1K-9 YacTuuHoe - 3HaTe HOPMaTHBHO-METOIHYECKYIO Oasy, ocobeHHOCTH
CNOCOGHOCTRIO OCYINECTBIIATE NeNI0BOE obuieHne OCBOEHHE ASBIKA M CTHAA COCTABNEHHS JOKYMEHTOB;
(myGnuanbie BoicTyMICHUS, TIEPETOBOPBI, - YMeTh opranusossisars AOKYMEHTANbHOE CONPOBOKIEHHE
TPOBEACHHE COBEINAHHI, IeNoBast Nepenucka, paGoTel B opranmsaumsx, sectu ACNOBYIO nepenucky uam
/IEKTPOHHbIE KOMMYHHKaIIHH) NOANCPKHBATH Nes10BOE 0fLIeHH e,
- Bnanets naBbikamu OCYLUECTBICHUA NETIOBOr0 06ILEHHs
(nmy6nuunele BRICTYIIIEHHA, MeperoBOpsl, mpoexeHue
COBELLAHMI, nenoBas nepenucka, ANIEKTPOHHbIE
KOMMYHHKaLHH),

[K-12 Yactuunoe - 3HaTb OCHOBBI PaspaboTkH M BHempenus Kagpoeoii u

SHaHHEM OCHOB pa3paboTKK H BHepeHNs OCBOEHHE YTPaBNEHYECKOH NOKyMeHTaLIHH;
KalpoBOH M ynpaBleHuecKoi NOKYMEHTalHH, - YMeTe paspabareiBath u BHEAPATE  mpouenypsl
ONTHMH3ALHH JOKYMEHTOO00POTA H CXeM PETYNHPOBAHHA TPYOBBIX OTHOIMIEHHUI U CONpoBOXAAKOILEl

YHKUHMOHANBHBIX B3aUMOCBS3€i Mex 1y OOKYMEHTalUH;

T0Npa3eNeHHAMH, OCHOB pa3paboTKH u - Bnagets meromamu ONTHUMH3ALHMH T0KyMEHTO0G0poTa M
BHE/IPEHNS MPOLENYp peryIMpOBaHHSA TPY10BIX cxeM byHKUMOHANBHBIX B3aHMOCBsA3Eit MEK Iy
OTHOLUICHHI U CONMPOBOMX A0 LLEi JOKYMEHTalHH noapasaeneHHAMH.

IK-13 Yactuunoe | - 3Hats ocHOBLI KapoBO# CTATHCTHKH;
YMEHHEM BECTH KaZpOBOE JeJIONPOM3BOICTBO 1 OCBOEHHE - VYmers Bectn KaIpoBoe  Ne/NONpOM3BOACTBO W
OPTraHH30BbIBATH APXHBHOE XpaHEHHE KaJIpOBBIX OpPraHHM30BHIBATH apXHuBHOE XpaHeHHe Ka/IpOBBIX
AOKYMEHTOB B COOTBETCTBHH C A€HCTBYIOLMMH AOKYMEHTOB B COOTBETCTBHH ¢ DEHCTBYOLIMMH
HOPMaTHBHO-NIPaBOBBLIMH aKTaMH, 3HAHHEM HOPMaTHBHO-NPABOBBIMH  akTaMH, obecmeunTs 3aIHUTY
OCHOB KaJpOBOH CTaTUCTHKH, BlaieHHeM MEPCOHANBHBIX IAHHBIX COTPY IHHKOB;
HABLIKAMHU COCTAB/IEHUS KaAPOBOI OTYETHOCTH, a - Bnaners nasbikamu cocrasnenns KanpoBoH oTueTHoCTH,
TaKKE HABLIKAMH 03HAKOMJIEHHS COTPYAHHKOR O3HAKOMJICHWA COTPYIHHMKOB OpraHu3almm c KaJlpoBoii
OPTaHn3anMy ¢ KafpoBoil NOKyMeHTalHel 1 JOKYMeHTalHeH H NeHCTBYOWHMU JIOKaJIbHBIMH
NeHCTBYOLNMH JIOKATbHBIMU HOPMaTHBHBIMH HOPMaTHBHBIMH aKTaMHu,
aKTamH, yMEHUe 00eCneunTs sammury
TIEPCOHANBHBIX TAHHBIX COTPY IHHKOB




4. OBBEM U CTPYKTYPA JAUCHHUITJIUHBI
Tpynoemkocts muctmmmus: cocrapsger 4 3a4eTHBIX emHuUIEL 144 yaca

[ Bunnt yueGHoit paGotsl,
BKJTIO4as
CaMOCTOATENbHYIO
paboty cryneHToB
- H TPYZI0EMKOCTE (B DOpMBI
2 yacax) O6vem yuebHoi TeKyIIero
e 8 pa6orsr, KOHTpONS
No HanmeHnosanue tem w/win g § E = C IPUMEHEHHEM YCIEBAEMOCTH,
n/n PaszesnioB/TeM MHCUMILTHHEI z & = é‘ HHTEPAKTHBHBIX topma
© S =| 8|8 METOJIOB IPOMEKYTOYHOI
= E ::: o Q (B Hacax / %) aTTecTannn
E 3 E_ O (no cemecmpanm)
1
= o,
[]
= ]
= <
=

1 Tema 1. TIloustue 3JIEKTPOHHOIO 14,9
JOKyMeHTa H JJIEKTPOHHOrO | 4 1-2 23| 34 3.4/62
AoKyMeHToo6opoTa.

2 Tema 2. Cucremm YIpaBleHus 14,8 .y
3/IEKTPOHHBIM 4 | 36 | 23] 34 3,4/62 °”T““;u“f"m°“"
AOKYMEHTO0GOpOTOM. )

9

3 Tema 3. Cucremsi 3NIEKTPOHHOIO 4 7.8 23 | 34 14, 3.4/62
AOKYMeHTOo060poTa.

i 1

4 Tema 4. Cpencrsa TPyNNoBoi | 9-10 | 23 | 3.4 4,8 3.4/62
paboTeI.

5 |Tema 5. Cucrems ynpaenenus | 1-i3 | 23 | 34 14,9 3.4/62 PelituHr-konTpos
0cO0BIMH BHIAMHU JIOKYMEHTOB. ’ ’ t Ne2 {

1

6 Tema 6. Kopnoparueusie 4 | 1316 | 23 | 34 4,8 3.4/62
HHGOPMALIHOHHBIE CHCTEMBI.

7 |Tema 7. BHenpenue KOPIIOPATHBHBIX 4 | 1718 | 22 | 36 14,9 3.4/59 PelfTuHr-K0HTpO 1L
HH(QOPMAIIMOHHEIX CHCTEM, ’ ’ : Ne3

Beero 3a IV cemectp: 16 | 24 104 23,8/59.5

g'roro 10 AMCLHIUIHHE 16 | 24 104 23,8/59,5 3auer ]

HE/I0OCTAaTKH SIEKTPOHHOTO IOKYMEHTA.
Tema 2. Cucrembr ynipasnenns SJICKTPOHHBIM IOKYMEHTO060POTOM.

YIPABIICHUS 3JIEKTPOHHBIM JOKYMEHTO0B0pOTOM,
CHCTEM 3IIEKTPOHHOTO 10KYMEHTO0060pOTa.

OcCHOBHBIE TPHHIMIEL pPaBoThI crcTem

Tema 3. Cucremsr JEKTPOHHOTO IOKYMeHT0060poTa.

Tuner  cucrem

JAOKYMEHTO000pOTA.
Tema 4. Cpencrsa TPYIIIOBOH padoTEI.

[TonsTre, npuHIMNEL paboTer. Ipumepr: NPOrpaMMHBIX ITPOJIYKTOR.

JJIEKTPOHHOI'O

AOKyMeHToOOOopoTA.

Tema 5. Cucremsr YIPABIICHHS OCOOBIMH BH/1AMH JOKYMEHTOB,

IlonsTHe, npuHImIELT pabotel. Paccmotpenue CTPYKTYpPBI H HHTepdetica PDM-cucren.

Tema 6. Kopnoparuensie HH(OPMALIHOHHbIE CHCTEMEL

oustue, oco6ennocrw, Moxynu. Knaccupukarms xopio

Tema 7. Brenpenne KOPIOPAaTHBHEIX HH)OPMAIMOHHBIX CHCTEM.
Bapuante! Buenpenns KHC: TIpEUMYIIeCTBa M HeocTatku. CocTas, 1emy u 3a/1a4i BHeaApenus KUC,

CpaBuenne

CHCTEM

Coaep:xanue npakTuuecknx 3AHATHH IO JHCHHILIHHEe

Tema 1. 1C HoxymentooGopor: Mzyuenue HHTep(eiica cucTeMsl,

Buagr

SNIEKTPOHHOT O

PAaTHBHBIX HH(POPMALIMOHHBIX CHCTEM.




Tema 2. 1C JoxymenTooGopor: BHecenue B 0a3y cBeICHHUI O COTPYAHHKAX M MOIH30BATEISX.
Tema 3. 1C JlokymenTooGopot: Co3nanue OTAEIbHBIX BH/IOB JJOKYMEHTOB.

Tema 4. 1C lokymenTtooGoport: 3amoHenue moeit KapThl JOKYMEHTA.

Tema 5. 1C TokymenTooGopot: Penaktuposanue (atinos. Kourpoms Bepcuii

Tema 6. 1C JlokymenTo060poT: Ymnpasnenue norosopamy c GopMupoBaHUEM cMerT.

Tema 7. 1C loxymenTtoo6opor: Ypasienue IIPOEKTaMH.

5. OBPA3OBATEJILHBIE TEXHOJIOTUH
B npenonasanuy qucHAMIIHHbL «neKmpoHHbLil QOKYMEHMOOBOPOm» UCHIONMB3YIOTCS pasHooOpa3Hkle
00pa3oBaTeNbHBIE TEXHOIOTHH KaK TPalUIHOHHEIC, TAK U C MPUMEHEHHEM AKTHBHBIX M MHTEPAKTHBHBIX
METOLOB 00YYCHHS.
AKTHBHBIE U HHTEPAKTHBHBIE METOIBI o0yyeHus:
—  Hnmepaxmusnas nexyus (memaNe ], 2, 3, 4, 5, 6, 7
— [ pynnosas ouckyccus (memaNe 1, 2, 3,4, 35,6, ¥l
— Ponesvie uzpor (mema Ne 3, 4, 6, i
— Tpenune (mema Ne 5);
—  Ananus cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7
— Pasbop xonxkpemuwix cumyayui (memaNe [, 2, 3, 4, 5, 6, 7).

6. OIEHOYHBIE CPEJCTBA JIIS TEKYILIET'O KOHTPOJIS YCIHEBAEMOCTH,
IIPOMEXXYTOYHOMI ATTECTAIIMH TTO UTOT'AM OCBOEHHSI AUCIHUIIJIMHBI 1
YYEBHO-METOAUYECKOE OBECHEYEHUE CAMOCTOSITEJIbHOM PABOTBI
CTYJAEHTOB
Texywyuii konmpons ycnesaemocmu.
PeiituHr-xourpoas 1

1. Onexmponneiii doxymenm coznacno Deoepanvhviii 3axon om 10.01.2002 Ne 1-d3 «O6 SNIEKMPOHHO
Yupposoii nodnucuy - smo:
a) 3aNMCaHHOE Ha MAITHHHOM HOCHTEJe SNIEKTPOHHOE COODIUEHHE, PEKBH3UTHI KOTOPOro odopMIIeHEI B
COOTBETCTBHH C HOPMATHBHBIMH TPeGOBaHHUSAMHE
0) moboe coobimenwue, 3aIHCKa, TEKCT, 3allHCAHHAIH HA MAlTMHHOM HOCHTE e
B) NIOKYMEHT, B KOTOPOM HH(OpPMAIIHA Ipe/icTaBIeHa B 3NCKTPOHHO-1IH(poBO# hopme

2. Kaxumu sudamu nopmamusnex axmog pezynupyemces dokymenmoobopom op2anuzayuu?
a) BCe OTBEThI BEPHBI;

0) oTpacieBbIMH U MEXOTpac/IEBbIMH,

B) FOCYIapCTBEHHBIMH;

I) TOKJIbHBIMU aKTAMH OpraHH3aIuii.

HA HeM KoOom?
a) na;
0) Her.
PeliTuHr-konTpoas 2
4. Kaxas uz nepevuucnennvix cucmenm SNEKMPOHHO20 OOKYMeHmMoobopoma sénsemcs ONMUMANbHOU?
a) Lotus Domino.Doc;
6) Heno;
B) 1C:Apxus;
r) DIRECTUM.

3. Bepno nu ymeepocoenue, umo cucmema «1C. Hoxymenmoo6opomy noszsonsem OCYWecmeIsims paccelixky
Npuelauenuil Ha nocewente 3anIanupoOBaHHbIX Meponpusmui 6cem compyoHuxam opeanusayuu?

a) na;

0) Her.



6. Ilpoepammnoe obecnevenue Lotus Notes OMHOCUMCA K

a) CHCTEME YIIPaBIIEHHS 0COBLIMU BHIAME JOKYMEHTOB;

0) cpenctram rpynmnoroit paGoTsr;

B)  CHEUMAIBHBIM  MOJyJISM YIPAaBICHHS  JOKYMEHTOOOOPOTOM B  COCTaBe KOPIIOPaTHBHBIX
HH(OPMAIHOHHBIX CHCTEM TS MPEANPHSTHIA;

I') YHHBEPCAILHBIM CHCTEMAM 3IEKTPOHHOI'O I0KYMEHTO060pOTA.

7. Kakozo u3 61006 snexmponnoii Yughposoii nodnucu we cyujecmgyem?
a) nmpocras;
0) opuHueckast;
B) KBaIM(PHIMPOBAHHAS,
T') HeKBATH(DHIHpPOBAHHAS.
PeiiTunr-konTpoas 3
8. Ymo uz nepeuuciennozo ne omnocumes i napamempam nocumenei SNeKMPOHHBIX DOKYMeHMOE?
a) CTOMMOCTb XpaHeHus 1 MeraGaiita HHopManuy;
0) BO3MOXKHOCTB OCYIIECTBIEH S IIOTHOTEKCTOBOTO [IOMCKA;
B) CKOPOCTB JOCTYIA K HH(pOpMaIuu.

9. IToo cayaicebubim NEKMPOHHBIM OOKYMEHMOM NOHUMACTICS.

a) 3allMCaHHOE HA MAIIHHHOM HOCHTEIe JICKTPOHHOE COOOIIEHHE, PEKBH3HTBI KOTOPOTO o(opmIteHsI B
COOTBETCTBHH C HOPMATHBHBIMH TPEOOBAHHSMH;

0) IOKyMeHT, B KOTOpOM HH(pOpMaIHs npecTaBneHa B ANEKTPOHHO-UK(POBOH Bopme;

B) CTPYKTYPHPOBAHHBIH MH(DOPMAIHOHHbIH OOBEKT, B COOTBETCTBHE KOTOpOMy MOKeT OBITh MmOCTaBlIeHA
COBOKYITHOCTE (haiiJIOB, XpaHAIHXCS HA HAKOIIHTE e KOMIIBIOTEpA;

r) moGoe cooOleH e, 3amucKa, TeKCT, 3aMHCanHbLi Ha MalIHHHOM HOCHTEIe.

10. Bepno nu ymsepocoenue, umo cucmema «1C. Joxymenmoobopomy noseonsem ocyujecmenime
npocmomp dokymenmos u gaiinos ¢ ePYRRUPOGKOU NO PA3NUYHBIM NPUIHAKaM (no euoam ooxymenmos, no
npoexmam, no omoenam):

a) 1a;
0) HerT.
Ipomesicymounas ammecmayus no UMo2am 0C6OEHUS OUCYURIUHb] (3auem).
Cnucox Bonpocos k 3avery
1. IlonsTue mokymenra, AOKYMEHTOOOOPOTA H [I0TOKA TOKYMEHTOB.
2. Mecto C3/1 B HH(OpPMaIMOHHOH cHCTeMe NIpEIPHSATHS.
3. Tuner COJI (cucrem 3JIEKTPOHHOIO JOKYMEHTO060pOTA).
4. Knaccuduxanus ABTOMATH3UPOBAHHBIX CHCTEM JI€IONPOU3BOACTEA H 3MEKTPOHHOTO

JIOKyMEHT0000pOTA.

5. TeHneHuwuu pa3BuTHs cHCTEM JICKTPOHHOIO JOKYMEHTOOG0pOTA.

6. JIoKkyMeHT B HH(pOPMALHOHHO cucreme. Tumer tokymenTos B MH(DOPMAIMOHHOM cHCTeMe: OyMakHBIi
HOKYMEHT, 00pa3 IOKyMeHTa, 3]IeKTPOHHEIH AOKYMEHT, CTPYKTYPHPOBAHHBIE JOKyMeHTHI, XML, —
[PE/ICTaBIICHHE.

7. oxyment B COJI. Cosnanue. Penaxkruposanue. I[TyGnukarms. ApXHBHpPOBaHHe.,

8. OCHOBHBIE BO3MOKHOCTH CO/1: TToncek moxymeHTOB. Mappyrusanus u KOHTPOJIb UCITOJTHEHHUS.,
Otyersl.

9. OcHOBHEIE BO3MOKHOCTH CO/1: Anmunncrpuposanye. BosmoskHOCTH coTpynuuKOB.

10. OcHoBHble DyHKIHE CO/I. Tunossie TpeGosanus k Caln,

11. Tlpenmymectsa BHeApeHHs cHCTEMET JIEKTPOHHOr0 IOKyMEHTO060POTA.

12. Tlpwaunbr aproMaTusamumy. Bei6op cuctemer aBTomaTusary.

13. Kpatknit 0630p paiska u Knaccudukanus niathopm, npencrapieHHbX Ha peiake COJI.

14. Cpenctsa rpymnmosoit padoTsl.

15. Cucrems! ynpapnenus oco6pmu BHIAMH JOKYMEHTOB.

16. Criennansupie MOZIYJIH yIPABICHHS JOKyMEHTOOG0POTOM B COCTaBeE KOpITOpaTHBHEIX
HH(OPMALHOHHEIX CHCTEM



17. Kopnopatusras uHbopMalMoHHas CHCTEMA.

18. CucreMsl aBTOMATH3AIME €TONPOH3BOICTEA.

19. Iloncucrema apxuBa J0KyMEHTOB, YIPAaBIeHHs KOHTEHTOM H CpEeICTBa CTPYKTYpH3aIIHH.
20. CucTeMsl BBOJA IOKyMEHTOB M CHCTEMBI 00paGOTKH 06Pa30B JOKYMEHTOR

21. lloxcucTeMa MapIIPYTH3AIMH JOKYMEHTOB M YNIPABICHHS 3a1aHAAMH.

22. TUIBI IPHIOKEHHIT, BHEIPSIEMBIX B pAMKAX KOPIIOPATHBHOM CI.

23. DnextponHas MM poBast NOJMHCH: IOHATHE, BUIBI H PELIAEMBIE 3a/1a4H.

Camocmosmenvnas paboma
Temsb1 pedpepaTon

1. ITonsTHE TOKyMEHTa, JOKyMEHTOO60POTa H IOTOKA JOKYMEHTOB.
2. Ilenu BHEAPEHHS 3IEKTPOHHOTO JOKYMEHTO0060pOTA.
3. Mecto C3]] B HHOPMALMOHHO CHCTEME NIpEeANPUATHS.
4. Tuner CO]I (cHCTEM 2JIEKTPOHHOTO JIOKYMEHTO0000pOoTa).
5. Knaccndukanus aBTOMaTH3MpOBaHHBIX CHCTEM JIETONPOM3BO/ICTBA H 3IEKTPOHHOTO JJOKYMEHTO06O0pOTA.
6. TeHACHIMH Pa3BUTHS CHCTEM 3JIEKTPOHHOTO JIOKyMeHTo000poTa.
7. JlokymeHT B HH(DOpManuOHHO#H cucteme. THIIBI JOKYMEHTOB B HH()OPMAIIMOHHOMH CHCTEME: OyMaKHBIH
JOKYMEHT, 00pa3 J0KYMEHTa, 3JIEKTPOHHBIH JOKYMEHT, CTPYKTYpPUPOBaHHEIE TOKYMeHThI, XML —
IIpeJICTaBlIeHHE.
8. loxyment B COJI. Co3nanue. Penaktupopanue. [Ty6nukarus. ApxuBuposanue.
9. Tunossie koMmoneHTs! COJI: XpaHuTHIIE KapTO4eK (aTpuOyTOB) JOKYMEHTOB; XPaHHIIHIIE JOKYMEHTOB;
KOMIIOHEHTBI, OCYILECTBIIAIOIIHE OH3HEC-TIOTHKY CHCTEMBI.
10. OcnoBusle Bo3moxaocTH COJT: ITonck JIOKYMEHTOB. MapiupyTH3aius i KOHTPOJIb HCIIOMHEHHS.
OtuersL.
11. OcroBHEIe Bo3moxHOCTH CO: AnMUHHCTpUpOBaHHe. BO3MOXHOCTH COTPYAHHKOB.
12. Ocrosuble Qynkmun C3]I. Tunossie TpeGopanus k CIJI.
13. TlpenmyImecTBa BHEIPEHHS CHCTEMBI IEKTPOHHOTO JIOKYMEHT0060poTA.
14. Tlpuyuner aBToMaTH3auu. BEIGOP CHCTEMBI aBTOMATH3ALIHH.
15. Kparkuit 0630p peinka u kiaccudukanms matdopm, IIPe/ICTAaBICHHBIX Ha poiHke COJI.
16. CpencrBa rpynnoBoii paGoTsr.
17. Cuctemp! ynpaBiennst 0COGEIMH BHIaMH JOKYMEHTOR.
18. CnenmanbHble MOy yIpaBlICHHs JOKYMEHTO000POTOM B COCTaBE KOPIOPATHBHEIX
HH(POPMAHOHHBIX CHCTEM
19. KopnopaTtueHas ua(popManmnoHHast cucTeMa.
20. YHuBEpCaIIbHbIE CHCTEMBI 3IEKTPOHHOTO JOKYMEHT0000pOTA.
21. IloncucreMsl aBTOMATH3AIMH JIOKyMEHTO000pOTA.
22. CucTeMbl aBTOMATH3ALHH IEONIPOU3BOJICTBRA.
23. IloxcucTema apxuBa JOKYMEHTOB, YIPaBIeHAS KOHTEHTOM H CPEACTBA CTPYKTYpPH3AIHH.
24. CHcTeMBl BBOJIA IOKYMEHTOB H CHCTEMBI 06paGOTKH 00pa3oB NOKYMEHTOB
25. IloncucteMa MapIIpy TH3aIMK TOKYMEHTOB | VIIpaABJICHHUS 3a/IaHHAMH.
26. CucteMpl KOMILIEKCHOH aBTOMATH3AIHHA OM3HEC-IIPOIIECCOB.
27. Tunbl NPUITOKEHHIT, BHEAPAEMBIX B PAMKaX KopriopatuBHO#H CDJ.
28. ApXHBEI 3IEKTPOHHBIX JIOKYMEHTOB,
29. ABTOMaTH3aIHAs IPOLECCOB KJIACCHYIECKOTO POCCHHCKOro JOKyMEHT00G0poTa
(TozIepKKa JOKYMEHTAIIHOHHOTO 06eCIeueH s ynpasnenus - JI0Y).
30. Uctopus BHeapenus COJI.
31. DnekTpoHHas UK(BPOBAs IOAIHNCH: OHSTHE, BUIBI 1 pelnaemMsle 3a1a4qH.

DOH/I OLIEHOYHBIX CPECTB JUIS TPOBEACHHS ATTeCTAIHH YPOBHsI ¢(hOPMHPOBAHHOCTH KOMIIETEHIIHL
00y4aromuXCs 10 JUCLHILTHEE 0(hOPMIISETCS OTIeTbHBIM JIOKYMEHTOM.



7. YYEBHO-METOJUYECKOE H HHO®OPMAIIHOHHOE OBECIIEYEHUE,

JUCIATLIAHbI

7.1. KnurooGecne1ennocrhb

Haumenosanue nuteparypei: aBrop, Ha3BaHue, I"on w3nanus KHHI'OOBECITEYEHHOCTD
HRLTRIRERY, RRTSIHCTR Konuuectso sx3emmsipos Hanuuue 8
H3nauuii B oubnuoreke Bal'V B INEKTPOHHOMH
cootBeTcTBUH ¢ DI'OC BO oubnuoreke Bal'V
1 2 3 4
OcHOBHas HTepaTypa

1. Ky3emuna, U. B. Jlenonpounssoactso 2017 http://www.iprbooksh
[Onextporusiii pecypc] : yueGnoe nocodue / op.ru/74718.html
H. B. Ky3bMHHa. — DeKTPOH. TEKCTOBBIE
JaHHble. — M. : MockoBckuii
TYMaHHTapHeli yHUBepcHuTeT, 2017, — 128
c. — 978-5-906912-98-5
2. DNIEKTPOHHOE NMPaBUTELCTRO. 2017 http://znanium.com/ca
ONeKTPOHHBIIT JOKyMEHTOOGOPOT. Tepmunel talog/product/809828
H onpenenenus : yued. nocobue / C.JO,
Kabawos. — M. : HHOPA-M, 2017. — 320
¢. — (Bsiciuee o6paszopanue: Bakanaepuar)
3. CrenanoBa, E. H. Cucrema 3JIEKTPOHHOTO 2016 http://'www.iprbooksh
AoKymeHTooGopoTa (0bnauHoe penieHue) op.ru/73341.htm
[SnexTponHsIii pecype] : yue6Hoe nocodue /
E. H. CrenanoBa. — DNEeKTPOH. TEKCTOBBIE
HauHele. — Capartos : Aii [1lu Dp Meaua,

2018. — 182 ¢c. — 978-5-4486-0136-1

OTONTHUTENbHAS JINTEepaTypa

1. lu6Gaes, /1. B. [MpaBooe peryjaupoBaHue
SNIEKTPOHHOTO JIOKyMeHTo0b0poTa
[SnexTponHsIit pecype] : yuebHoe nocobue /
J. B. llIn6aeB. — DneKkTpoH. TeKCTOBbIE
AaHHble. — Caparos : Byszosckoe
obpasoaHue, 2016. — 70 ¢. — 2227-8397

2016

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

2. Peibakos, A. E. OcHOBBI
ACIONPOU3BOACTEA [ DNEeKTPOHHbIIH pecypc] :
yuebnuk / A. E. Peibakos. — OnekTpoH.
TEKCTOBbIE JaHHbIE. — MUHCK :
PecnyGankanckuit HHCTUTYT
npodecCHOHATEHOrO 06pa3oBaHus (PUITO),
2016. — 320 c. — 978-985-503-606-8

2016

http://www.iprbooksh
0p.ru/67690.html

3. KoHpuaenunanshoe nenonponssoactso u
3alULLIEHHEI JeKTPOHHEI
AOKYMEHTO000POT [DNeKTpOHHBIiT pecypc] :
yuebnuk / H. H. Kynses, A. C. Jémyiuknny,
A.T. ®abpuunos, T. B. Konpapauresa ; nox
pen. H. H. KynsteB. — DnektpoH. TekcToBble
AaHuele, — M. : Jloroc, 2016. — 500 ¢. —
978-5-98704-711-8

2016

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

7.2. UnTepHeT-pecypesI

1. lemo-Bepcus mporpaMmHuoro npoaykra 1C: JlToxymentooGopor - http://v8.1¢.ru/doc8/demo/

8. MATEPHAJIbHO-TEXHUYECKOE OBECHEYEHUE TUCHUATILTAHBI

I[JIH pealid3alii  JaHHOH AUCOUIIJIHHEL HMEIOTCH  ClIe

MHATTBHBIE IIOMENIEHHS I TIPOBENEHUI

3aHATHH 1eKyuoHHoz0 muna u 3ansmuii NPaKmuvecko20 muna, mexywezo xoumpois u HPOMENCYMOUNOT
ammecmayuu, a makice noMeueHUs 0N CamoCmosmenbHol pabompi.
IpakTuyeckue 3ansTHs mpoBomsTes B KOMITBLIOTEPHOM Kracce (ayautopus 204-6).
[lepeyens HCOMB3yeMOTro IMIIEH3HORHOTO IIPOrpaMMHOT0 00eCIIeYeHHS ;
naxetr MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.
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