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1. HEJIM OCBOEHHWA JIMCUUILIMHDBI

[lenpto  W3ydeHus  JMCIMILIHHDI « K TPOHHBIH JIOKYMEHTO000pOT?  ABIACTCH
monyuende H o yriyolneHue JHAHHH O NPUHIMIAX I[IOCTPOCHHS JOKYMEHTOB H OCHOBAX
popmupoBaHus JOKYMEHTOO00OpOTa B OpraHusauis 1 yUpeKICHHIX  PasIMIHBIX Gopm
cOOCTBEHHOCTH. (I)OpMHPOBaIIHe Yy CTy,T_[eHTOB HpaKTHHECKHX HABBIKOB TII0 CO3JIaHUIO H
obpaboTke JIOKYyMEHTOB B natbHejimemM OyaeT crnocodcTROBaTh HE TOJALKO foJiec yclemnoMy
OCBOSHHIO JUCTIMILTHH, HM3YYCHME KOTOPBIX MPCImoJaract paboTy ¢ JOKYMEHTAUWeH, HO H
POXOIKICHUIO MPAKTUKM HA fosiee TPAMOTHOM YPOBHE.

3agauy W3y4enns THCLHILUIMHBL

- copMupoBaTh y CTYICHTOB HETKOC pe/ICTaBjeHHe O HEOOXOJMMMOCTH M pOJH
JIOKYMEHTHPOBAHHS B JIEATE/ILHOCTH OpraHu3al|i:

- 03HAKOMHTD CTYIAEHTOB C OCHOBaMH BJTEKTPOHHOTO ,‘.IEJ'IOTIPOHZBO,E[CTB& H
JOKYMEHTOOOOpOTA Opraiu3alin,

- O3HAKOMHTbH CTYJEHTOB ¢ OCOOCHHOCTAMH 3aLIHTHI clyKeOHOH H KOH(H ACHIIHAILHOH
unopMaiiy, odecreueH s OTKPBITOro A0CTyIa rpakaaH K HHGOpMALMH B COOTBETCTBHH €
[OJIOYKEHHSMH 3aKOHOIATEIBCTBA;

- HAYYHTb CTYJEHTOB OPHEHTHPOBATHCH B CHTYaIMsIX, TpeOyromux — HM31anus
COOTBETCTBYIOIIMX TOKYMEHTOB.

2. MECTO JJUCUMILJINHbI B CTPYKTYPE OI1011 BO

JIMCIUIUIMHA « DIEKTPOHHbIH JIOKYMEHTOOOOPOT» OTHOCHTCA K JIUCLHILIMHAM 0a30BOi
YyacTH, TO €CTh HENOCPEICTBEHHO CBsi3aHa C Byayueit cepoii 1esTeTbHOCTA BBIITYCKHAKOB.

JIMCIMIUTMHA HAXOUTCA B JOTHUYECKOH M COEPKATENbHO-METOIMICCKOH B3ANMOCBA3H €
JIPYTEMH  4acTsIMU OIIOTl u Gasmpyercss Ha 3HAHMSX, MONYYCHHBIX IPH M3YUeHHH TaKuX
CHHTUHH Kak «HpopMaTHKay, a TAKkKe IPH MPOXOA/ICHHH TIPaKTUKH.

HaGop BXOSILIMX 3HAHWUH H YMEHHH, COCTOSIIUX B MOHHMAHHH IOPHIMUECKON CHIIBI
JIOKYMEHTOB.,  9KOHOMHUYECKHX ~ ACNEKTOB  OpraHusatitd JIeTONPOU3BOICTBEHHBIX  CIIYXKO.
crietmduky  OyXranaTepeKoi. OTUYETHO-CTATHCTHUCCKOH, (DHHAHCOBOM JIOKYMEHTALMH,  POJIH
KOMIIBIOTEPHBIX TEXHOIOTHH B padoTe ¢ JIOKYMEHTaMH obecneunBaOT TpeOyeMblil QyHIAMEHT
JUls E3ydeHus JUCHMIUIMH «PernaMeHTauus o HopMupoBaiue Tpyaay, «Kaaposbii ayauT
[epCoHady, a TaKyKe MPH HPOXOIKICHHH BCEX BHIOB NPaKTHK.

1. KOMIETEHIIH OBYUAIOIIETOCs1, ®OPMUPYEMBIE B PE3VJIBTATE
OCBOEHUS JIMCLIUILIAHBI (MOAYJIsT)

B  pesysnprare  OCBOCHMS  AUCHHIUIAHBI oOyvaroliuiicss  JOJIKEH

,HBMOHCTpHpOBaTb CIIeYIOLIHE pe3yanaTb1 OﬁpaBOBaHHHZ

1) 3uare:

OCHOBBI PazpabdoTKH ¥ BHCAPCHHA KagpoBOil M YIPABICHYECKOH JOKyMCHTaIMH,
ONTHMM3AIMH  JOKYMEHTOOOOpoTa M CXEM (GYHKITMOHATBHBIX B3aMMOCBSI3EH  MEWKLY
o/ipasiesieHusAMH, OCHOB pazpa0OTKH M BHEIPEHHS HPOTEIYP pEryJIHpOBaHHs TPYIOBBIX
OTHOLLEHHUIT U COIPOBOKIAIOMICH NOKYMEHTAIHH (TIK-12):

2) YMeTs:

BECTH KaJpOBOE [CNONPOU3BOACTBO U OPraHH30BLIBATE apXMBHOE XPAHCHHE Ka/IPOBBIX
JIOKYMEHTOB B COOTBETCTBHH C JIeHCTBYIOIMME HOPMATHBHO-IIPABOBBIMH  AKTaMH. 3HAHUEM
OCHOB KaJIpOBOH CTATUCTUKH, BIAICHHEM HABBLIKAMHI COCTABIIEHHs KaIpOBOH OTHETHOCTH, &
raKKe HABBIKAMH O3HAKOMJIEHHS COTPY/IHHKOB OpraHusallii ¢ KaJIpOBO JIOKyMEHTAIlMeH H
JefiCTBYIOMAMH  JIOKQIBHBIMH  HOPMAaTHBHBIMHU aKTaMH, yMeHHe obecrneuuTh 3aluTy
MepCOHAIbHBIX JIQHHBIX COTPYAHHKOB (TTIK-13);

3) Bnagers:

CIIOCOOHOCTHIO OCYIIECTBIATD JETI0BOE OOIICHHE (ryGu4HbBIE BBICTYIUICHHA, NEPETOBOPDL,
pOBEJICHHE COBRCILAHMIA, 1eJI0Bast IepernucKa, SJIEKTPOHHbIC kommyHuKaiw#) (OITK-9).



4. CTPYKTYPA U COJAEP)KAHME JTACHHAILIAHbI (MOAYJIA)

O611ast TPYI0EMKOCTb JACLHILTHHBI COCTABIIACT 3 zaueTHbIX eMHUL, 108 Hacos.
]
Buzsl yueGHOH paboThl, BKIKOYAsA ®OpPMBI TEKYILEro
o | CAMOCTOSATENBHYIO paboTy CTyAEHTOB O6BeM yueGHOM KOHTPOIA
£ H TPY/0EMKOCTE (B Hacax) paBoTbl, yCTICBAEMOCTH
Bl = ¢ PHMEHEeHHEM (no nedenam
Ne| Paszen (Tema) %’ 3 g |8 |¢& MHTEPAKTHBHEIX cemecmpa),
wn|  ucuMnIMHE | 3 A & S = % 2| T 3 By METOJIOB dopma
5! E‘ Z g E £ é éé 2= (B wacax / %) IIPOMEXYTOUHOH
Fl | S|EEZag Bel © =
qaﬁm‘gagg 2 aTTecTalnuu
E* & < (no cemecmpam)
1 |Temal.
S::ggg“e a2 2 9 e
Gal 75%
JIeJIOTIPOU3BOJIC
TBA.
2 |Tema2. ITonsaTue
3JIEKTPOHHOIO
IOKyMEHTa H c}’ 2 5 9 3 gac.,
3JIEKTPOHHOTO 75%
JIOKyMeHT0060
poTa.
3 |Tema3.
CucreMsl
yTpaBJIeHHs 0| 4 4 9 5 4ac., PeHTHHI-KOHTPOIIb
3NIEKTPOHHBIM 0 62,5% Nel
JOKyMeHT0060
POTOM.
4 |Temad.
CucreMsl = 5 S
snextponnoro |3 | 7| 2 2 9
= 75%
JOKyMeHT0000
poTa. -
5 |Tema5.
Cpencrsa 3 = 5 5 g 3 gac., PeifTHHT-
rpyHnoBO#H i 75% KOHTpoONb Ne2
paboTHIL.
6 |Temab.
CHcTeMsl
yTIpaB/eHus 3 f‘; 5 5 9 3 yac.,
0cOoOBIMH = 75%
BHIAMU
JIOKyMEHTOB.
7 |Tema7.
KopnopaTHBHEI © T
e 31Al 2 2 9 759
HHGOPMALHOHH = .
BIE CHCTEMBL.
8 |Tema8.
Brenpenue
KOPIOPaTHBHBI | 5 X 2 2 9 3 gac., Peiitunr-
o~
X o 75% KOHTPOJIb Ne3
HH(POPMALMOHH
BIX CUCTEM.
Bcero 18 18 T2 26 uac., 72,2% 3ager




Marprna cooTHeceH s TeM/pasiesioB y4eOHOH AMCUHMILTMHBYMOY/IS H (JOPMHPYEMBIX B HHX
MpoecCHOHATBHBIX KOMIIETEHIMH TPeJICTABIeHA B TAGIHIIE.

=
Kounu o0lee
" YECTB | KommeTteniimu YHco
I'embl, pa3nensl AHCUMILUIMHB o | e
HLIHI
YacoB
IK-12 [MK-13 | OIIK-9
Temal. Breienue B 0CHOBBI J1€/10NpoH3BOICTBA. 13 + + + 3
Tema2. TlonaTHe »>1€KTPOHHOrO JIOKyMEHTa H 13 . 4 4 5
= 3
3JIEKTPOHHOrO JIOKYMEHTO00OpOTA.
Tema3. Cucremsl TPABJEHHA  ANEKTPOHHBIM
J b ek SKIp 17 + + + 3
JIOKYMEHTOOB0POTOM.
Tema4. CTEMBI INEKTPOHH
l'ema Cucrem JIEKTPOHHOIO 13 i@ i 4 3
AOKymMeHToo0opoTa.
Tewma3. Cpencrsa rpynnosoii paboTsl. 13 + + + 3
Tema6. Cuctembl ynpasnenus oco0bIMH BHIAMM 1 + "
J T T
JIOKYMEHTOB,
Tema7. Koprnioparuersie MH(OPMaLMOHHBIE
o priop Gapma 13 % + 4 3
CHUCTCMbI.
Tema8. Bhenpenue KOPIOpaTHBHbIX R R
HH(OPMALIMOHHBIX CHCTEM, 13 & i " B
3auer + + + 3
Hroro 108
Bec komnereHumnu (A) 1 1 1 -]

COJAEPKAHHUE PA3AEJIOB TUCLMILIMHBI

Ilepedens TeM JeKUMOHHBIX 3aHATHIA
Tema 1. Beemenme B ocHOBBI jejonpomssoxcrea. [lomsTie JEIIOTNPOU3BOJCTBA M €ro
OCHOBHBIC COCTaBIstoNINe. JIOKYMEHT M €ro ocHOBHbIe (yHKuMH. Kiaccu(ukaimsa aenosoii
JIOKYMEHTALHH.
Tewa 2. TlomsitHe 9/1€KTPOHHOIO JOKYMeHTa M YIEKTPOHHOI0 J0KYMeHT000opoTA.
Ilonsatne  snexTpoHHOro  gokymenta.  IlonstHe JJICKTPOHHOIO  JIOKYMEHTOOOOpOTA.
IIpenmyiuecTsa n HEIOCTATKH 3IEKTPOHHOIO IOKYMEHTA.
Tema 3. CucreMbl ynpabieHust 3JIeKTPOHHBIM T0OKYMeHT0000p0ToM. OCHOBHbIC PUHITHAITBI
PadOTBI CHCTEM YIIPABIEHHS IEKTPOHHBIM J10KYMEHTOOGOPOTOM. BH/BI CHCTEM 3JIEKTPOHHOTO
JOKYMEHTOO00pOTA.
Tema 4. Cucrembl 57eKTPOHHOIO T0KYMeHT00OOpoTa. THIBI CHCTEM SIEKTPOHHOTO
NOKYyMeHT0000poTa. CpaBHeH} e CHCTEM MEeKTPOHHOTO JI0KYMEHTO000pOTa.
Tema 5. Cpeacrsa rpymmosoii paborel.  [losTue, NPUHUMIET  paboThL.  [lpumepsr
NPOrpaMMHBIX IIPOJYKTOR.
Tema 6. Cucrempl ynpap/jeHHsi 0COOBIMH BHAAMH J10KYMEHTOB. lloHsTHE, TPHHIKUIIBI
padoThl. PaccMoTpenne cTpyKTypsl n untepdeiica PDM-cucteM.
Tema 7. Koprnopatusnsie undopmaumnonnsie cucremor. [[oHATHE, 0COGEHHOCTH. MOJIYJIH.
Knaccuukaimsg KoprnopatnBHeIX HHPOPMAITHOHHBIX CHCTEM.
Tema 8. Bueapenne KopnopatuBHBIX HHGOPMALHOHHBIX CHCTEM. Bapuauter BHeapenus
KHC: npenmymectsa u Henocrarku. CocTa, e/d | 3a1a4u BHeapenus KUC.

Ilepedens Tem npaKTHYECKHX 3aHATHI
Tema 1. 1C JlokymentooGopor: M3yuenue untepdeiica cucrempl.
Tema 2. 1C Jlokymenroobopor: BHecenue B 0asy CBEJCHHH O COTPYHUKAX H MOJIB30BATEIAX.
Tema 3. 1C JlokymenToo6opot: Co3iaHue OT/IeIBHBIX BUIOB JIOKYMEHTORB,




Tema 4. 1C JlokymenTtoo6opor: 3anosnsenue moseii KapThl JOKYMEHTA.

Tema 5. 1C oxymentooGopor: Penaktuposanne daitnor. Konrpous BepCHii

Tema 6. 1C JTokymenrooGopor: Vipasienue JIOrOBOpaMH.

Tema 7. 1C Jlokymenroo6opor: YrpapiieHne I0roBopamM ¢ (hopMHUpoOBaHHEM CMET.
Tema 8. 1C JloxymenTtoo60por: Ynpagsiicuue 1poeKTaMu.

5. OBPA3OBATEJIbHbIE TEXHOJIOI'MH

OcBoeHHE JIMCLMILTHHEL «DIeKTPOHHEIIH JOKYMEHTOOOOPOT» HPEOIaraeT HCIo/Ib30BaHie
CACAYIOUIMX HHTEPAKTHBHBIX (DOPM NPOBEICHHS 3aHATHIL:

- KOMITBIOTEPHBIE CHMYJIsluH (Tema 1, 2, 3, 4, 5, 6, 7, 8)

- pasdOp KOHKPETHBIX cHTyarmii (temet 1,2, 3,4, 5, 6, 7. 8):

- JICJIOBBIC H pOJIEBbIE UIPhI (TeMbI 5, 7, 8):

Y IenbHbIi BEC 3aHSITHIL, IPOBOIHMEBIX B HHTEPAKTUBHOH (JOPME B COOTBETCTBHH ¢ TPeOOBAHMS
DeJ1epalbHONO  rOCYIapCTBEHHOTO  00Pa30BaTeNBHOrO CTaHJapTa cCoCTaBIsieT He MeHee 30%
AYIMTOPHBIX 3aHATHH, 3aHSTUS JEKIHOHHOIO THIA He MpeBblmanT 50% ot OOIICH BeTMYHHBI
ayJIMTOPHBIX 3aHSTHIA.

6. OUEHOYHBIE CPE/ICTBA JIUISI TEKYILIEI'O KOHTPO.ISI
YCIIEBAEMOCTH, IPOMEKYTOYHOI ATTECTAUUU 110 HTOT'AM
OCBOEHUSA TUCHUANJIMHBI U YYEBHO-METOJAUYECKOE
OBECHEYEHUE CAMOCTOSTEJBLHOI PABOTBI CTYJIEHTOB

[IpomexkyTounas arrecranms 1o  WToram  OCBOeHHS JUCHUTITMHBL  « DIeKTPOHHBIH
JIOKYMEHTOO0OPOT»  HalpaBlIeHAa HAa 3aKpeIUIeHHe OCHOBHEIX IeMEHTOR TCOPETUUYECKOTO H
MPaKTHYCCKOro Kypca. B Xoxe e peanmmsamuu mo mpenBapHTENBHO BbIIAHHBIM OaxanaBpam
3alIAHAsAM IIPETYCMOTPEHBI ClIe/yIomMe OpMbI KOHTPOJIS:

1. PeHTHHI-KOHTpOIIL.

2. Pemienue cuTyalmoHHbIX 3a/1a4 B paMKax NpakTHYeCKHX 3aHsTHIL,

3. VHpuBuyaiibHLIE H KOJUICKTHBHEIE KOHCYJIBTALMH 110 TIPAKTHYECKOI paboTe.
4. Beictynienne i onnonuposanme Ha NPAKTHYECKHX 3aHATHAX.

5. 3auer.

TCKyU_[HI;'l KOHTPOJIB TaKKe COIIPOBOKIAKOT ydacTHe B HHTCPAKTHBHBIX urpax,
YIOPAKHEHUX, TPDEHHUHIaxX, a Takxe IIpOBEICHHE TECTHPOBAHHUSL.

Ilpomeskyrounas arrecramus

Crncox Bonpocos k 3auery
[TonsiTie noKymMenTa, TOKyMeHTOOGOPOTA U I0TOKA JIOKYMEHTOB.
Mecro COJ1 B uHpOpMaUMOHHOI cHCTeMe NPEATIPUSATHS.
Tuner COJI (cuerem sekTporHOrO JIOKYMEHTO000pOTa).
Knaceupukanms aBromaTH3HpoBaHHbIX cHcTeM AEJIONPOU3BOICTBA H 3NEKTPOHHOTO
JIOKYMEHTO000poTA.
5. TeHJeHIMH Pa3BUTHSI CHCTEM HIEKTPOHHOIO JOKYMEHTO0O0pOTA.
6. JlokyMeHT B HHpOPMAIHOHHOI cucTeme. THITBI JOKYMEHTOB B HH(OPMAHOHHOH CHCTEME:
OyMaKHBIH JOKYMEHT, 00pas JI0KyMeHTa, 3JICKTPOHHBII TOKYMEHT, CTPYKTYPHPOBAHHBIE
AokymenTol, XML — npencrasnenne.
7. okyment B CDJI. Cosnanue. Penaktuposanue. [lyGnuxanus. Apxusuposanue.
8. Ocnosusie BosmoxkHOocTH COJ: [Touck JIOKYMEHTOB. MapuipyTHsamus u KonTposs
UCTIOJTHEHUS. OTYEThI.
9. OcHoBHble Bo3MoskHOCTH CDJ: AJIMHHHCTPHPOBaHHE. BO3MOKHOCTH cOTpy1HUKOB.
10. Ocnosuste Gpynknun COJI. Tunossie TpeGoBaHHS K CIAJL.
['1. TlpeumymiecTBa BHEIPEHHUS CHCTEMBI AIEKTPOHHOTO JIOKYMEHTO0O0pOTA.
12. Tlpuunnbl aBToMaTH3amMK. BEIGOP CHCTEMBI aBTOMATH3ALIIIL
13. Kparkuii 0630p pbirka u knaccudpukars I1aT(hopm, NIpeacTaBieHHbBIX Ha phike COHJI.
14. Cpenctpa rpynnoBoi paGoTsl.

B —



15. Cucrembl ynpasieHus ocoGbIMH BIIaMH JOKYMEHTOB,

16. CreunanbHple MOLYJIH YIPABICHHS JOKYMEHTOOOOPOTOM B COCTABE KOPITIOPATHBHBIX
HHPOPMAIHOHHEIX CHCTEM

17. KoproparusHas uH(GOpMALHOHHAS CHCTEM.

18. Cucrempl aBTOMATH3ALME [1€T0TPON3BOACTBA.

19. TloacucTema apxuBa TOKyMEHTOB. YNPABICHUA KOHTCHTOM U CPEJICTBA CTPYKTYPU3ALIHH.
20. Cucrembl BBOJIA IOKYMEHTOB W CHCTEMbI 00paboTKn 00pPa30R TOKYMEHTOB

21. Tloncuerema MapupyTH3aliu JIOKYMEHTOB M YIIPABJIEHHS 3a/IaHHSIMU.

22, Tuubl DPUIIOKEHNH, BHEAPICMBIX B pamkax KopnopatusHoit CI]I.

23. DnexkrpoHHas LuhpoBast MoIHCh: [TOHSATHE, BHBI H PCIIAEMBIC 3a/[a4H.

Texymuii kourpo.n
TecroBbie 3ananus K peiiTuHr-KoHTpOIIIO

Peiitnur-konrpoas 1
. Dnexmpouusiit doxymenm coenacno @edepanvuvrit 3akon om 10.01.2002 Ne [-P3 «O6
2NEKMPOHHOLU YUDPOBOLI NOORUCUY - HIMO:
a) 3alHCAaHHOE HA MAIIMHHOM HOCHTEJIE JMICKTPOHHOE COOOLIEHHE, PEKBH3UTHI KOTOPOIO
O(OPMJIEHBI B COOTBETCTBHH ¢ HOPMATHBHBIMHU TpeDoBaHHIMH
0) moboe coodIeHHe, 3aTIMCKa, TEKCT, 3aMMCaHHbI Ha MaIlIHHHOM HOCHTEJIe
B) JIOKYMEHT, B KOTOPOM HH(DOPMAIIHS TIPE/ICTABICHA B 31CKTPOHHO-LH(POBOI popme

2. Kaxumu suoamu Hopmamuenwix axmos pezyaupyemes 00Kymenmoobopom opeanuzayuu?
a) BCE OTBEThI BEPHBHI;

0) OTpacIeRBIMH H MEKOTPACIIEBBIMH:;

B) FOCYJIAPCTBEHHBIMH;

I') JIOKAIbHBIMH aKTAMH OPraHH3aIHii.

3. Bepro nu ymeepacoenue, umo Keanugpuyuposannas u HEKGANUPUYUPOBAHHAS INeKMPOHHAS
yupposvie nodnucu evidaiomes 6 creyuaIbHbIX yenmpax u npeocmasasiom coboit pneu-
HAKONUMeNb ¢ 3anucanibiM Ha HeM KOOOM?
a) 1a;
0) ner.
Peiitunr-grourpos 2
4. Kaxas wuz nepeuucnennvix  cucmem QNEKMPOHHOCO  DOKYMEHMO0O0POMA  AGIAEMCS
ONMUMATbHOL?
a) Lotus Domino.Doc;
0) Jeuo;
B) 1C:Apxus;
r) DIRECTUM,

5. Bepno au  ymeepoxcoenue, umo cucmema «IC. Hoxymenmoobopomy»  noseonsem
OCYWECMENAMb PACCHLIKY NPUSIAUENUT HA NOCEUeHUE 3aNIAHUPOCAHHBIX MEPORPUIMUTI 6CeM
COMPYOHUKAM OpeaHUzayuu?

a) na;

0) HeT.

0. llpoepammnoe obecneyvenue Lotus Notes omuocumes k:

a) CHCTEME YIIPaBJIEHAS OCOOBIMH BH/IAMH JTOKYMEHTOB;

0) cpencTBam rpynmoBoit paboThL;

B) CHENMATBLHBIM MOJIYJISAM  yIpPABJICHHS JOKYMEHTOO00POTOM B COCTABE KOPIIOPATHBHBIX
HHPOPMALMOHHBIX CHCTEM JUIS [PeITPHSITHIA;

I) YHUBEPCABHBIM CHCTEMAaM JJIeKTPOHHOTO JOKYMEHTO0GOPOTa.



7. Kaxoeo u3z 6u006 anekmponnoil yughposoil noonucu e cyujecmeyem?
a) npoctrasi;
0) ropunvecKas;
B) KBaIU(DHULHPOBAHHAS:
r) HeKBaTH(UIIHPOBAHHAS.
Peiitunr-xourpoas 3
8. UYmo w3z nepeuuciennoco ne omHOCUMCS K RAPAMEMPAM HOCUMENEl  31eKmMpPOHHBIX
QOKYMEHMos?
a) CTOUMOCTB XpaHeHus: | Meradaiita uHpopMaIuu;
0) BO3MOKHOCTB OCYIIECTBICHHUS [TOJTHOTEKCTOBOIO IMOMUCKA;
B) CKOPOCTh JIOCTYTIA K HHPOpPMALIHH.

9. 1100 cysnceOHbIM 21eKMPOHHBIM OOKYMEHMOM ROHUMACICA.

a) 3aMMCaHHOE HAa MAIIMHHOM HOCHTENIC I3JIEKTPOHHOE COOOILIEHHE, PEKBH3UTBI KOTOPOIO
O(OPMIIEHB] B COOTBETCTBHH C HOPMATHBHBIMH TPeOOBAHHIMH,

0) IOKYMEHT, B KOTOPOM MH(OpPMAIlHs IPeICTaBlIeHa B 3JIEKTPOHHO-IM(POBOii hopme;

B) CTPYKTYPHUPOBAHHbIH HH(OOPMAIMOHHBEI OOBEKT, B COOTBETCTBHE KOTOPOMY MOYKET OBITh
MOCTABICHA COBOKYITHOCTE (haii/I0B, XpaHALIMXCs Ha HAKOITHTENIE KOMITBIOTEPA:

r) moboe coodIIeHHe, 3allHCKa, TEKCT, 3allMCaHHbIH Ha MAllIMHHOM HOCHTEJIE.

10.  Bepno nu ymeepocoenue, umo cucmema «IC. JJokymenmoobopom» nossonsiem
OCYIeCmEIsime NPOCMOMpP QOKYMENMOE U (Qatinos ¢ epynnuposKoll no pasiuinbiM nPUsHaKam
(no euoam OOKYMeHmos, no NPOeKmam, RO OMOeIam):

a) aa;

0) Her.

CamocTosiTeibHAsI padoTa CTY/IEHTOB
Tembl pedepaTon

. [lonsTHe 10KyMeHTa, JJOKYyMEHTO000POTA H TTOTOKA JIOKYMEHTOB.
. lenu BHEAPEHNS 3IEKTPOHHOTO JOKYMEHTOO0O0POTA.
. Mecto COJI B HH(pOpMALMOHHON CHCTEME ITPEATPHSATHSL.
. Tuner CDJ1 (cueTeM S1IEKTPOHHOTO T0KYMEHTO000pOTA).
. Knaccudukanus aproMaTH3upoOBaHHBIX CHCTEM JJIONPOU3BOICTBA H IEKTPOHHOIO
JIOKYMEHToo0opoTAa.
6. TenaeHIMH Pa3BUTHS CUCTEM JIEKTPOHHOTO JIOKYMEHTOOOOPOTA.
7. JlokymeHT B MHQOpMaMOHHO# cuctemMe. THIIBI TOKYMEHTOB B HH()OPMALMOHHOM CHCTEME:
OyMaKHBIH JIOKYMEHT, 00pa3 I0KYMEHTa, SJI€KTPOHHBIH JOKYMEHT, CTPYKTYPHPOBaHHBIE
nokymenTsl, XML — npeacrasienue.
8. loxyment B COJI. Cosnanue. Penaxtuposanue. [TyGiukamus. ApXuBHPOBaHHE.
9. Tunossie komnonenThl COJI: XpaHumime Kaprodex (aTpHOyTOB) TOKYMEHTOB; XPaHHJIHIIE
JOKYMEHTOB. KOMITOHEHTEI, OCYIIECTBIISAIONINE OU3HEC-IOTHKY CHCTEMEL.
10. Ocnosubie Bozmoxnocti CHJI: Tlonck 10KyMeHTOB. MapipyTru3aius 1 KOHTPOIIb
HCIOIHEeHUs. OTYeThI.
11. Ocuosubie Bo3moxkHOCcTH COJI: AIMHHHCTpHpOBaHHe. BO3MOKHOCTH COTPYIHHKOB.
12. Ocnosubie Gpynkuun C3/1. Tunorsie Tpedoanus k CI/I.
13. Ilpenmy1iecTsa BHEAPEHHS CHCTEMEI IEKTPOHHOIO JIOKYMEHTOOB0pOTA.
14. [Ipuunnb! aBTOMaTH3aMu. BeiOOp cHcTeMbl aBTOMATH3AIHH.
15. Kpatkuii 0030p peiHKa H KinaccuHKals MIaThopM, Npe/cTaBieHHbIX Ha peiHke COJI.
16. CpezncTia rpynioBoii padoThl.
17. Cuctembl ynpasieHHs 0cOOBIMH BUAAMH JOKYMEHTOB.
18. CnenmanbHBIC MOJTYIIH YIIPABIEHHS TOKYMEHTOODOPOTOM B COCTABE KOPIIOPATHBHbIX
HH(OPMALIMOHHBIX CHCTEM
19. KopnoparusHast uH(GoOpMaHOHHAsA CHCTEMA.
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. YHHBEpCaJIbHBIE CHCTEMBI YJIEKTPOHHOTO TOKymMeHToo0opoTa.

. [lojicucremer aBroMaTH3anmu JOKYMEHTO000pOTA.

- CHCTEMBI aBTOMATH3AIIHH [IENI0NPOH3BOICTBA.

. Hlogencrema apxuBa J0OKyMEHTOB, YIIPABICHUS KOHTEHTOM 1 CPEICTBA CTPYKTYPH3ALIHH.
. CucTeMbl BBOJIA JIOKYMEHTOB H CHCTEMbI 00padoTKH 00Pa30B T0KYMEHTOB

- [loacucrema MapLipy TH3a1Mu JI0KYMEHTOB H VIIPABJICHHUS 3a/IaHUAMH.

. CHCTEMBI KOMILICKCHOH aBTOMATH3ALMM OH3HEC-1IPOLIECCOB,

. Tunel npunoxeHnii, BuepseMbIX B pamKax xoprmopatueHoi CIJ].

. APXHBBI 3]IEKTPOHHBIX JIOKYMEHTOB.

29. ABTOMAaTH3ALIMS TIPOTIECCOB KIIACCHUECKOTO POCCHHCKOTO NOKYMEHTO00OPOTA
(IIO/Te KA JIOKYMEHTAIHOHHOI0 00ECTICUCHHS YIIPaBIeH s - JOY).

30. Uctopus Buepenns CIJI.

31. DnextponHas uu(pPOBas MOMTHCD: TTOHITHE, BUHT 1 pelaeMble 3a1auH.

[ S I O T o I 55 Y NN T O N S5 T
OO B W) — O

T YYEBHO-METO/IMMECKOE U HHOOPMAIIMOHHOE OBECIIEYEHHE
AUCITUIIJIMHBI (MOJTYJ151)

OcunosHnasi inrepartypa
1. benobopomora, H. A. JIOKyMEHTHPOBAaHHE YNpaBICHYECKON IeATETbHOCTH Ha mwiargopme
1C [Teker] : yue6. mocobue/ H. A. Benoboponosa. — Vxta : VI'TY. 2016. — 52 .
2. 1C:qIpennpusitie 8. Konduryparms «lokymentoobopor KOPI1». Perakiys
2.0. OsnakomutensHas Bepeus 2.0.1. Hosoe B BEPCHHU.— DIIEKTPOH. TEKCTOBBIE JaHHBIE,— M.
@upma «1C», 2014.— 74 ¢.— Pexum g0cTyma: http://v8.1¢.ru/doc8/new-doc8-2 1 2.pdf
3. Hemammosa H.IL. Dnekrponusiii JIOKYMEHTO000POT [ DIeKTPOHHLI pecype]:  yueGHO-
Meronudeckoe nocodue/ HMemaunosa H.IL-— DnekTpon. TekcroBble nanubie.— Maxaukana:
Cesepo-Kaskasckuit uucrutyr (pummar) BIYVIO (PITA Muniocra Pocenn), 2017.— 51 c.—
Pexum Jocryna: https://mkala.rpa-mu.ru/Media/mkala/UMP/kafedra-
gumanitarn/%D0%AD%D0%BB%D0%B5%D0%BA%D1%82%D1 %80%D0%BE%D0%BDY%
D0%BD%D1%8B%D0%B9%20%D0%B4%D0%BE%D0%BA%D1 %83%D0%BC%D0%B5%
DO%BD%Dl%SQ%DO%BE%DO%BE%DO%Bl%DO%BE%D]%SO%DO%BE%DI%SE.pdf

JonoannrensHast inTepaTypa

. Xacanmmu W.A. DiekTpoHHBIE CHCTEMBI JoKyMeHToo00poTa. KOHCHEeKT nexiuii.—
Camapa.:I"'OVBIIO III'YTH, 2011224 — Pexxum JIOCTYTIA: https://b-
ok.org/book/3342499/362e54.

2. llpuxoaexo A.H. JlokymeHTHpOBaHHE YOPABJICHUCCKOH ICATENbHOCTH [ DIeKTPOHHBIIL
pecypc]: yuebnoe nocodue/ Ipuxoapko A.H.— DIIeKTPOH. TeKkcToBble AanHbie.— CI16.: CankT-
[letepOyprekuit  rocyaapcTBeHHBbII APXHTEKTYPHO-CTPOUTE/IbHBIH yHHBepcuTer, IbC ACB.
2013.— 270 ¢.— Pexum poctyna: http://www.iprbookshop.ru/26872.

3. I'saeBa M.B. Jlenonpouseoactso [DneKkTponHEIl pecypc]: cmpaBounuk/ ['Baesa N.B.,
Cobanerckuii C.B.— DieKTpoH. TeKCTOBble naHHbBIe.— MUHCK: TerpaCucteme, Terpanur,
2014.— 224 c¢.— Pesxum nocryna: http://www.iprbookshop.ru/28072

ITIporpammuoe odecnevenne u U HTEpPHET-pecypehl
1. maxer MS Office (MS Word. MS Excel. MS Access), Adobe Reader.
Jlemo-Bepcus mporpamMmHOro npoaykra 1C; HoxymentooGopor - http://v8.1¢c.ru/doc8/demo/

3]

8. MATEPHAJIBHO-TEXHUYECKOE OBECHEYEHUE JAUCIHTHUTIJIMHBI
(MOYJIsT)
l MamocTpaTHBHEIN U TEKCTOBBIH pa3IaTOYHbII MaTepual.
2 [Ipesenrarop (cTanmoHapHLIN 1 IEpeHOCHOIH) ¢ MYJTBbTHMEIHA TEXHOJIOI USIMH,
3. KoMIbroTepHBIii Ki1ace ¢ coBpeMeHHBIM [IPOrpaMMHBIM 00€CIIeYeHHEM H BBIXOIOM B CETh
Murepuer



IIporpamma cocraBiiena B cooTBeTCTBHM ¢ Tpeboranusmu OIOC BO o HallpaBJIeHUIO
38.03.03 «YmpaBineHue NepCcOHAIOM» M HPOQYHITIO TOATOTOBKH «YTIpaBIeHHE IEPCOHAIOM

OpraHusanH»

4l
Pabouyro nmporpammy coctaBma ___cr. upenonasatens kad. ICY Byrposa O.C. (: s @OL/

Perensenr

(nmpencraBuTeb paboroaartens) HauaibHHK YOpasieHHs

MYHHIHIAJIBHOIO Ka3€HHOTO VUPEIKICHHS

«¥Y [IpaBJeHHE IPANKIAHCKOM 3alUThI

£

[Tporpamma pacemoTpena i o1o0peHa Ha 3ace1anuy kadeapsl « JKOHOMHKA U CTPATErHUECKOe

ropoaa BuajuMmupay,

bennkos b.H.

VIIPABICHHE
[TpoTtokon Ne 4 or 27 .08 .201% rona.

3aseyromuit kadeapoii  otixep O.J1.

7/

Pabouast nporpamma paccMotpena u 0100peHa Ha 3aceaHHH YUeOHO-METOMHYCCKOH KOMHCCH

HalpaBJICHHA ((YHDaBJ'IeHHC [ICPCOHAIOM»

mporokonNe 4 or 0% OQ 204§ rona.

[Ipencenarens komuccuun fWV/' Jlounyes O.A.
Sl (



JIMCT EPEYTBEPKIEHUSI
PABOYEH IIPOTPAMMBbI JUCLUTIIMHBI (MOTY.JIsT)

Paboyas nporpamma ono6pena na
IIporoko: 3acenanus kadeape Neo

3arenyroumii kadeapoit

Y4eOHbIi rof

roja

Pabowas nporpamma o106pena Ha
[Ipotokon 3acenanns kadenpsr No

3asenyroumit kadeapoit

roga

Pabouas nporpamma onobpena Ha
[Iporoxon 3acenanns kapeapsr Ne

3aBenyiomuii kapeapoii

roaa

PaGouas nporpamma o106pena na
[Tpotokos 3acenanns kadeapor No

3aseyrommuii kadeapoii

roaa

Pabouas nporpamma o106pena na
[Iporokon 3acenanus kadeaper No

3apenyronuit Kadeapoi

roaa

Pabouas nporpamma 0/106peHa Ha
[Iporokosn 3acenanus kadeapsr No

3aseyromuii kadeapoii

rojga

PaGouas nporpamma o06pena na
[Iporokon 3acenanus xadenpsr No

3aenyrommii kadeapoii

roga

Pabouasd nporpamma 0106peHa Ha
[Tporokon 3acenanus kadeapsr Ne

3apeyronuit Kadeapoit
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Y4eOHBIH 1o
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