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1. OEJHX OCBOEHUS JUCIATIJINHBI
[lenpr0 W3yYeHHS IUCIHUIUIAHBI «OIEKTPOHHBIA ITOKYMEHTOOOOPOT» SIBISETCS IIOJyYE€HHE U
yriayOlieHHe 3HAHUM O MPUHIMIAX TOCTPOCHHUS TOKYMEHTOB M OCHOBaX (JOPMHPOBaHUS JOKYMEHTOOO0pOTa
B OpraHu3alys H YUPEKICHHSIX pa3Iu4YHBIX (opM coOcTBeHHOCTH. (POpMUpPOBAaHHE Yy CTYAEHTOB
[PaKTHYECKUX HABBIKOB 110 CO3JaHHUIO B 00paboTKe NOKYMEHTOB B JajibHEHIIeM OyaeT criocoOCTBOBATh He
TOJBKO (OJiee YCIEIHOMY OCBOCHHIO JUCIMIUIMH, H3Y4YE€HHE KOTOPBIX MpeAanojiaraeT paboTy ¢
JOKyMEHTAIUEH, HO U IPOXO0XKICHUIO IIPAKTUKU Ha 00Jiee TPAMOTHOM YPOBHE.

3amaun HU3Y4YCHUS JUCHHUILINHDBIL:
= C(i)OpMPIpOBaTI) Y CTYACHTOB YE€TKOE MPEACTABJICHHUE O H€06XOI[I/IMOCTI/I U pOJIH JOKYMEHTHPOBAHUA

B ACATCIIBHOCTHU opraHmaum?I;
- O3HaKOMHTL CTYACHTOB C OCHOBaMH OJIEKTPOHHOI'O MOEJIOIIPOU3BOACTBA H )IOK}’MeHTOO60pOTa

OpraHM3alluu;
- O03HAaKOMHUTBb CTYJEHTOB C OCOOCHHOCTSMH 3allUThl CIyXeOHOW © KOH(DUIACHIHATBHON
uH(popMmanuu, obecredeHus! OTKPBITOro JOCTyIa rpa)/iad K HH(GOpMalUd B COOTBETCTBUH C MOJIOKEHUSIMHU

3aKOHOOAaTCIbCTBA,
- HAay4YuTb CTYACHTOB OPHECHTHPOBATHCA B CHUTyalUsX, Tpe6y10H_[I/IX HU3OaHUusA COOTBETCTBYIOIIUX

JOKYMCHTOB.

y. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO
Jucnunirza «QJIeKTPOHHBIH JOKYMEHTOO00POT» OTHOCHTCS K AUCHIHIIIHHAM 0a30BO# 4acTH.
[TpepexBU3UTHI qUCHUILUIUHEL: MHpopMaTrka, OCHOBBI yIIpaBIeHUYECKON AEATELHOCTH.

3. IVNIAHUPYEMBIE PE3YJIbTATBI OBYUEHUS 11O JUCIHTUITJIMHE
[Inanupyemele pesynbTaTel OOydeHMs 10 JMCHUIUIMHE, COOTHECEHHBIE C IUIAHUPYEMBLIMU
pesynbraramu ocBoeHust OITOIT

Kon GpopMupyembIX KOMIETEHLH YpoBeHb IInanupyemble pe3ynbTaTbl 00yUEHHS MO AUCLUIUIMHE
OCBO€HHs XapaKTEePU3YIOLLKE 3Tanbl POPMUPOBAHUS KOMIETEHLMUM
KOMMETEHU MU (okazaTesi OCBOEHUsI KOMIIETEHLIUH)
1 2 3
OK-12 YactuuHoe - 3HaTh MHCTPYMEHTANbHbIE CPENICTBA KOMIIBIOTEPHBIX TEXHOJOI Ui
CnocoOHOCTbIO paboTaTh ¢ OCBOEHHE MH(OPMALOHHOTO o0ciy)KUBaHUs YTpaBJIeHYECKO
PasaIMYHBIMH UH()OPMALOHHBIMHU JESITENbHOCTH;
pecypcaMu U TEXHOJIOTHSIMH, - YMeTb onpenensaTh HampaBJeHHs MCIONb30BAHMA M TEHAECHLMH
MPUMEHSATH OCHOBHbIE METOIBI, pa3BuTHs HHOOPMALMOHHO-KOMMYHHKALIMOHHBIX TEXHONOTHI B
CrIocoObl M CpeCTBA MOJTyUEHHS, 9KOHOMMUKE U YIIPaBJIEHHUH;
XpaHeHus, MOUCKa, CUCTEMaTHU3all1y, - DBnamete  HaBbIKAMH  MCMONB30BaHHsA  MH(OPMALHUOHHO-
06paboTku U nepenayu HHGOPMaALUH KOMMYHHKALMOHHBIX TEXHOJOTHH [Js MNpPUHATHS pelieHud Ha
YPOBHE YINpaBJieHHs OpraHu3auueit
[1K-42 YactuuHoe - 3HaTbh OCHOBHBIE aKTbl 00 OTBETCTBEHHOCTH 3a YTPABJIEHUECKHE
CIMOCOOHOCTBIO MIAHUPOBATh U OCBOCHHE pelIeHus;
OpraHM30BbIBaTb CITYKEOHYIO - YMETb € NO3uLMii yNpaBleHYeCKO-IPAaBOBLIX HOPM
JEATENIbHOCTb MOAYHHEHHBIX, aHaU3MPOBaTh KOHKPETHBIE CUTYaLMK, BOSHUKAIOLIKE B
OCYLIECTBJIATb KOHTPOJIb U YUET ee NOBCEIHEBHOM NMpaKTHKe,;
pe3yJIbTaToB - Bnanets HaBbIKaMK NPUMEHEHUs! OpraHU3aLHOHHO-
YNpaBJIeHYECKUX PELIEHUH B TEeKyILEH npodeccuoHanbHOM
JEATEbHOCTH
[1K-44 YactuuHoe - 3HaTb HOPMATHBHO-METOANYECKYIO 0a3y, 0COOEHHOCTH S3bIKa U
CMOCOOHOCTBIO OCYLLIECTBIISTH OCBOCHHE CTHJIsI COCTABJIEHHS CIYXKEOHBIX TOKYMEHTOB;
JNOKyMEHTaLMOHHOE obecneyeHue - VYMeTb OpraHm3oBbIBaTb [JOKYMEHTAJbHOE COMpPOBOXKIEHHE
YIpPaBJIEHYECKOI AeATEIbHOCTH palboTbl B OpraHu3aLusiX;
- BiiageTe MpakTHYECKMMH HaBbIKAMM COCTaBJEHHS, 00PabOTKH U
paboThl ¢ JOKYMEHTALHUEN Pa3sInyHOro YPOBHS.
T1CK-2 YacTuuHoe - 3HaTh OCHOBHbIE HCTOYHHUKH HH(POPMALIMK TIPU MOATOTOBKE
CNocoOHOCTbIO pa3pabaTbiBaTh OCBOCHHE JIOKaJIbHOM JOKyMEHTaLUH;
NpENIOoKEHHA AN TOKATbHON - YMeTh aHanu31poBaTh MHPOPMALIMOHHBIE HCTOUHHKH;
JNOKYMEHTaLHNH, o0ecreynBatoLeit - BnagerTe HaBblkamu opraHusauui cOopa MH(GOpPMaLMU s
(GyHKLUHMOHHPOBaHKE CHCTEMbI MOATOTOBKH  JIOKAJbHOM  JOKYMEHTaluu, obecrneuyuBaroLieit
YNpPaBJIEHHUS! IKOHOMHUUECKOI (GyHKLUMOHMPOBAHHE  CHCTEMbl  YNPABNEHHS  3KOHOMHUYECKOI
GezonacHocTH 6e3onacHocTH




4. OBBEM U CTPYKTYPA JUCHUIIJINHBI
TpynoeMKOCTh OUCIMILUIMHBI COCTABIISIET 2 3aYETHBIX €IMHMITB, 72 Yaca

Bupel yue6Hoii
paboTsl, BKIIOYas
CaMOCTOSATENbHYIO
paboTy cTyneHTOB
U TPYIOEMKOCTb (B DopMbl
g yacax) O6bem yuebHoi TEeKYyILEero
a 9 paboThI, KOHTPOJIS
I
Ne HanmeHoBaHue TeM W/uiu g § E = C MpPUMEHEHHEM yCIEBaEMOCTH,
n/n Pa3nenoB/TeM IUCLUILIHHBI 2 = ) é MHTEPAaKTUBHbIX ¢bopma
© g = 8 g METOZ0B NPOMEXKYTOUHOIA
2 =l 2| o O (B yacax / %) aTTecTalyH
) = Z T
= 9 z &) (no cemecmpam)
= e
& <
= o
s o
E |8
=

1 Tema 1. TloHsTHEe 3JEKTPOHHOIO 5,8
JOKyMeHTa 51 9JIEKTPOHHOrO | 4 1-2 1,8 | 2,9 3/64
JOKyMeHToobopoTa.

2 Tema 2. Cucrembl ynpaBieHuUs 5,7 3/65 P OO0
3JIEKTPOHHBIM 4 3-6 | L7129 Ne | P
JIOKyMEHT0000pOTOM.

5,7 3/65

3 Tema 3. Cucrembl 31€KTPOHHOIO 4 78 |17 20
JIOKyMeHToo00poTa.

i S 3/65

4 Tema 4. CpeactBa rpynnosoii 4 910 | 1.7 | 2.9 5
paboTsl.

> Tema 5. Cucremsl ynpasieHus 4 12 | 171 28 5,7 3/67 PeiTHHr-KOHTPOJIL
0COOBIMH BHAAMHU IOKYMEHTOB. ’ ’ Ne2

5,7 3/67

6 Tema 6. Kopnoparushble 4 | 1316 | 17| 28
MH(QOPMALMOHHBIE CHCTEMBI.

7 Tema 7. BHenpeHue KopriopaTHBHBIX 4 | 1708 | 17| 28 5,7 3/67 PeifTHHr-KOHTPOIB
MH(OPMALMOHHbBIX CHCTEM. ’ ’ Ne3

Bcero 3a IV cemectp: 12 |20 40 21/66 3ayer

HTtoro no nucuumninne 12 |20 40 21/66 3auer

CopnepsxaHue JIEKUUOHHBIX 3AHATHH N0 JUCHHILUIHHE

Tema 1. ITonsaTHE 27IEKTPOHHOTO JOKYMEHTA H 3JEKTPOHHOTO JIOKYMEHTO000poTa.

IlonsiTre oneKTpOHHOrO NOKyMeHTa. [IOHATHE 2IEKTPOHHOrO JnokymeHTooboporta. [Ipenmyinecrtsa u
HEJIOCTATKU 3JIEKTPOHHOT'O IOKYMEHTA.

Tema 2. Cucrembl yrpaBieHHs 3IE€KTPOHHBIM T0KYMEHTOOG0POTOM.

OcHOBHBIE TIPUHIMIBI PabOTHI CHCTEM YIPABIEHHs 3JEKTPOHHBIM MOKYMEHTO000poTOM.  Bumpl
CHCTEM 3JIEKTPOHHOI'O JOKYMEHTO000pOTa.

Tema 3. CucTeMBI 3JIEKTPOHHOTO JOKYMEHTOO60POTA.

Tumbl  cucTeM  3NMEKTPOHHOTO  JIOKYMEHTOOGOPOTA.
JOKyMEHTO000poTa.

Tema 4. Cpencrsa rpynmnoBoit paGoTsl.

Hownstne, mpuHtuIE! paboTs!. [IpUMepBI IPOrpaMMHEIX IIPOLYKTOB.

Tema 5. Cuctems! ynpasiieHus 0OCOOBIME BHAAME JOKYMEHTOB.

Ionsitue, mpuHIHUITE paGoTEL PaccMoTpenue cTpyKType! i unrepdeiica PDM-cucrem.

Tema 6. KopriopaTiBHBIE HH(OPMALIHOHHBIE CHCTEMEL

Ilonsrne, ocobennocru, momymu. Kinaccupukars KOPIOPaTUBHBIX HH(POPMALIMOHHBIX CHCTEM.

Tema 7. Buenpenue KopnopaTHBHBIX MH()OPMALMOHHBIX CHCTEM.

Bapuanter Brenpenust KVIC: npeuMymmecTsa u Heq0CTaTKH. Cocras, nenu u 3anaun sEeapenus KUC.

CpaBHeHI/Ie CHUCTEM JJIEKTPOHHOT'O

Conep:xanne NpakTHYECKUX 3AHATHIA 110 JUCIUILIHHE
Tema 1. 1C Joxymenroo6opot: M3ydenue UHTepdelica CHCTEMBI.



Tema 2. 1C loxymenTo0G0poT: BHeceHue B 6a3y CBENCHHUI O COTPYHUKAX U TOJIb30BATEIIAX.
Tema 3. 1C Joxymenroo6opot: Co3aaHue OTICIBHBIX BUIOB JOKYMEHTOB.

Tema 4. 1C JJoxymeHTOOG0POT: 3allOJHEHHE MOJICH KAapThl IOKYMEHTA.

Tema 5. 1C JlokymenToo6opot: Penaktiposanue ¢paiinos. KoHTpoIb Bepcui

Tema 6. 1C JIokyMeHTO060pOT: YIIpaBIeHHe TOroBopamMu ¢ HOpMHUPOBAHMEM CMET.

Tema 7. 1C JlokymeHTOOOOPOT: YIIpaBjIieHHE IPOEKTaMH.

5. OBPA3OBATEJIbHBIE TEXHOJIOT' A
B npenofaBaHuy JUCLIATIIHHEL « DNeKmpOoHHblU Q0KYyMeHmo060pom) UCIOIB3YIOTCS Pa3HOOOpa3HbIE
06pazoBaTebHble TEXHONOTHH KaK TPAJUIMOHHBIC, TAK U C NPHMEHEHHEM aKTHBHBIX M MHTCPaKTHBHDBIX
METOOB 00yUECHHS.
AKTHBHBIE U HHTEPAKTHBHBIE METO/IbI 00y YEHHS:
—  Humepaxmuenas nexyus (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Ipynnosas ouckyccus (mema Ne 1, 2, 3, 4, 3, 6 I
—  Poneevie uepor (mema Ne 3, 4, 6, 7);
—  Tpenune (mema Ne 5),;
—  Ananus cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7);
—  Pasbop xonkpemuoix cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7).
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6. OIIEHOYHBIE CPEJICTBA AJIsI TEKYIIEI'O KOHTPOJISI YCIIEBAEMOCTH,
MPOMEKYTOUYHOM ATTECTAIIMU 11O UTOT'AM OCBOEHWS JUCHUILJIAHBLI K
YUYEBHO-METOJUYECKOE OBECHHEYEHUE CAMOCTOSTEJbHON PABOTEI
CTYJAEHTOB

Texywuti KOHMPOIb YCNEeBAeMOCMU.
PeiiTHHr-KOHTpOJIB 1

1. Dnexmpounwlil doxymenm coenacto @Pedepanviuiii 3axon om 10.01.2002 Ne 1-D3 «O6 anexkmponnou
Yughposol noonucuy - amo:
a) 3aIMMCaHHOE HAa MAIIMHHOM HOCHTENEe 3JIEKTPOHHOE COOOIIEHHE, PEKBH3UTBI KOTOPOTO O(OPMIIEHBI B
COOTBETCTBUH C HOPMATUBHBIMU TPEOOBAHUAMHU
0) moboe coobIIeH e, 3amucKa, TeKCT, 3aIMCaHHbIA Ha MAlIMHHOM HOCHTEIIE
B) JIOKYMEHT, B KOTOPOM MH(OpMAIHs IpecTaBIeHa B 3JIeKTPOHHO-UU(PPOBOK popme

2. Kaxumu 6udamu HopMamusHvlx akmos pe2yiupyemces. 00KymeHmoobopom op2anuzayuu?
a) BCE OTBETHI BEPHBI;

0) oTpaciaeBbIMH U MEKOTPACIIEBBIMH;

B) TOCYIapCTBEHHBIMH;

T') JIOKAJIbHBIMH aKTaMU OpraHu3anuil.

3. Bepno nu ymeepoicoenue, 4mo Keanuduyuposannas u Hekeanu@uyuposantas 31eKmpouHas yupposole
NOONUCU BbIOAIOMCS 6 CNEYUANBbHBIX YeHmpPax U npedcmagiaiom coboll gaew-Hakonumenb ¢ 3aNUCAHHbIM
Ha Hem Kooom?
a) na;
0) Her.
PeiliTUHr-KOHTPOJIb 2
4. Kaxas uz nepeyucieHnvlx cucmem 31eKmpoHH020 O0OKYMeHmMOo0bopoma A6semcs ONMmuManioHou?
a) Lotus Domino.Doc;
6) Jleno;
B) 1C:Apxus;
r) DIRECTUM.

J. Bepuo nu ymeepoicoenue, umo cucmema «1C. [lokymenmoobopomy no3gonsem ocyujecmsnins pacculiky
npuznauieHuti Ha nocewjeHue 3aniaHupOSaHHbIX MEPONPUAMUL 6CeM COMPYOHUKAM Op2aHu3ayuu?

a) na;

0) HeT.



6. IIpozpammnoe obecneuenue Lotus Notes omHOCUMCSL. K:

a) CHCTEMeE YIpaBlIeHHsl 0COOBIMU BUAAMU TOKYMEHTOB;

6) cpencTBaM TPYIIIOBOM pabOTEL;

B) CIENHATGHBIM  MOIYJISSM  YIpPaBIeHHs — JOKyMEHTOOOOpOTOM B COCTaBe  KOPIOPAaTHBHBIX
UH(pOPMAL[MOHHBIX CHCTEM IS IIPEANPUATHM;

I) yHHBEpCATIbHBIM CHCTEMaM 3JIEKTPOHHOTO TOKYMEHTO000POTA.

7. Kaxozo u3 6u006 31eKkmponHoll yuphposoii noonucu He cyuecmeyem?
a) mmpocras;
0) ropuanyeckas;
B) KBAJTH(HLHPOBAHHAS;
I) HeKBaJTH(QHUIUPOBAHHAS.
PeiiTHHI-KOHTPOJIB 3
8. Umo u3 nepeyuciennoz0 e OMHOCUMCS K NapamMempam HoCumenetl 3neKmponHblx 00OKYMeHMos?
a) CTOMMOCTB XpaHeHus 1 Merabaiita nHpopmaLuu;
0) BO3MOYKHOCTb OCYILECTBJICHUS IIOJIHOTEKCTOBOTO TIOHCKA,;
B) CKOPOCTB JIOCTYIa K HH(OpMAaLKH.

9. IO cryorceOHbLIM 91EKMPOHHBIM OOKYMEHMOM NOHUMAEMCS.!

a) 3alMCaHHOE HA MAIIMHHOM HOCHTENE 3JIEKTPOHHOE COOOLIEHHE, PEKBH3MTHI KOTOPOro O(pOPMIIEHBI B
COOTBETCTBUH C HOPMATUBHBIMHU TPeOOBaHHAMH;

6) JOKYMEHT, B KOTOPOM HH()OpMAIIHsI IIPECTABICHA B 3JIEKTPOHHO-LU(PPOBOH popme;

B) CTPYKTYpPUPOBAHHBIA WH(POPMAIIMOHHBINH OOBEKT, B COOTBETCTBHE KOTOPOMY MOJXKET OBITH MOCTABJIEHA
COBOKYITHOCTB (haifJIOB, XpaHSIIUXCsI HA HAKOIIMTENE KOMIIBIOTEPA,

r) moboe coobIeH e, 3anucKa, TeKCT, 3allMCaHHbIA Ha MAIIMHHOM HOCHTEIE.

10. Bepno nu ymeepoicoenue, umo cucmema «I1C. Hoxkymenmoobopomy nossonsem ocyuecmeisimo
npocmomp OOKYMEHMOS8 U (atiios ¢ epynnupoGKoL no pasiudHbIM NPUHAKam (no 6udam OOKyMeHmos, no
npoexmam, no 0Mmoenam):

a) na;
0) Her.
IIpomedicymounas ammecmayus no umoz2am 0c60eHUs OUCYUNAUHBL (3adem).
CnucoK BOIIPOCOB K 3a4eTy
1. TloHsTHE NOKyMEHTa, JOKYMEHTO00O0pOTa U IOTOKA TOKYMEHTOB.
2. Mecro CO/1 B uHGOpMAIIMOHHOH CHCTEME MIPEATIPUATHS.
3. Tuner COJ] (cucTeM 3JIEKTPOHHOTO JOKYMEHTO000pOTa).
4. Knaccuduxanus aBTOMaTH3UPOBAHHBIX CHCTEM JIEJIONPOU3BOCTBA U HJIEKTPOHHOIO

JOKYMEHTO000pOTa.

5. TeHOeHIWH Pa3BUTHUS CHCTEM 3JIEKTPOHHOTO JTOKYMEHTO0O0pOTa.

6. JloxyMeHT B HH(POPMAIHOHHOH cucTeMe. THIIBI JOKYMEHTOB B MH(POPMALIMOHHOH cucTeMe: OyMaXKHBIH
JIOKYMEHT, 00pa3 TOKyMEHTa, JJIeKTPOHHBIH JOKYMEHT, CTPYKTYpUPOBaHHbIE TOKyMeHThl, XML —
IIpEJICTaBIICHHE.

7. Joxyment B COJI. Cozmanue. PenaktupoBanue. [lybnukanus. ApXuBUpOBaHUE.

8.  Ocnosuble Bo3moxkHoctd CI/I: [Touck mokymeHToB. MapuipyTusamusi i KOHTPOJIb UCTIOTHEHHS.
OTueTs!.

9. OcnoBHble B03MOXHOCTH CO/[: AIMUHUCTpUpPOBaHUE. BO3MOKHOCTH COTPYIHHUKOB.

10. OcuoBuble Qynkiun CI/I. Tunossie TpedoBanus k CO/I.

11. TIpenmymiecTBa BHEAPEHHUSI CUCTEMBI AJIEKTPOHHOIO JJOKYMEHTOO00pOTa.

12. IlpuumHel aBTOMaTU3alMK. BEIOOp crcTeMBl aBTOMAaTU3aLMH.

13. Kpatkuit 0630p pelHKa U KIacCUPHUKAIMSI 11aT(HOpM, IPEACTaBIeHHBIX Ha phiHKe COJI.

14. Cpexcrtra rpynmoBoit paboTEL.

15. Cucremsl ynipaBieHus: OCOOBIMH BHIAMH TIOKYMEHTOB.

16. CnenuanbHble MOLYJIH YIIPaBICHUS JOKYMEHTOOOOPOTOM B COCTaBe KOPIIOPATHBHBIX
UH()OPMALHOHHBIX CHCTEM



17. KopnoparuBHas uH(}pOpMaIOHHAs CUCTEMA.

18. CucteMbl aBTOMaTU3AINH JIETONPOU3BOJCTBA.

19. IloncucTema apxuBa JOKYMEHTOB, YIIPABIEHUS! KOHTEHTOM U CPEACTBA CTPYKTYPH3AIIHH.
20. CucreMbl BBOJA TOKYMEHTOB U CHCTEMBI 00paboTkH 00pa3oB JOKYMEHTOB

21. Iloxcucrema MapImipyTU3aliy JOKYMEHTOB U YIPABICHUS 3aaHUSIMHU.

22. Tumel npunoXeHui, BHEAPSIEMBIX B paMKax KopropaTuBHoU CO/I.

23. DnexTpoHHas UG POBasi MOANUCE: IIOHATHE, BUbI U PEIIacMble 3a1a4H.

Camocmosmenvhas paboma
Temnl pedepaToB

. IlonsiTHE NOKyMEHTa, TOKyMEHTO000pOTa U IIOTOKA JOKYMEHTOB.
. Llenu BHEIPEHUS SNIEKTPOHHOTO JIOKYMEHTO000pOTa.
. Mecro COJ1 B MH(pOpPMALIMOHHOM CHCTEME TPEATIPHUSITHSI.
. Tunst COJ1 (cucteM 3eKTPOHHOTO JOKYMEHT0000pOTA).
. Knmaccuduxanus aBToMaTH3UpOBaHHBIX CHCTEM AEIOIPOU3BOJCTBA H AJIEKTPOHHOTO JOKYMEHTO000POTA.
. TenneHunu pa3BUTHs CHCTEM 3JIEKTPOHHOTO JIOKYMEHTOO0O0POTA.
. JloxymenT B mHpOpMaOHHOM cucTemMe. THITBI JOKYMEHTOB B HH(OPMAUOHHOM CHCTEME: OyMasKHBIH
JOKYMEHT, 00pa3 TOKyMEHTa, 3JIeKTPOHHBII JOKYMEHT, CTPYKTYPHPOBaHHbIE JOKyMEHTHI, XML —
IIpEJICTaBIICHHE.
8. Hoxyment B COJl. Co3nanue. Penaxtuposanue. [TyGnukarus. ApXdBHPOBaHHUE.
9. Tunossle kommoHenTs! COJI: XpaHUIHINE KapToyeK (aTpuOyTOB) TOKYMEHTOB; XpaHHIIMIIE JOKYMEHTOB;
KOMIIOHEHTBI, OCYIIECTBIISIOIIHE OU3HEC-TIOTUKY CHCTEMEL
10. Ocuosnrie BozmoxnocTH COJI: ITonck 1oKyMeHTOB. MapiupyTu3aiys ¥ KOHTPOJIb HCIIOTHEHHS.
OTueTsl.
11. Ocnosurle Bo3moxHOCcTH COJl: AIMUHHCTPHPOBaHKE. BO3MOXHOCTH COTPYIHHKOB.
12. OcuoBusle ¢pynknuu CO/I. Tunossie Tpedosanus k CII.
13. IlpenmyiiecTBa BHEAPEHUS CHCTEMBI JJIEKTPOHHOTO JOKYMEHTOO60POTA.
14. ITprunHb! aBTOMaTH3aUUH. BBIOOp CHCTEMBI aBTOMATH3ALHH.
15. Kparkuit 0630p phIHKa U KJIacCH(pUKALHS IaTGOpM, IpeICTaBIeHHbIX Ha peike COJI.
16. Cpencrpa rpynmnoBoii paboThIL.
17. CucTemsl ynpaBiaeHUs! 0COOBIMH BHIAMHU JOKYMEHTOB.
18. CriennanbsHble MOIYJIH YIIpaBIEHHS JOKYMEHTOO00POTOM B COCTABE KOPIOPATHBHBIX
HH(OPMAIHOHHBIX CHCTEM
19. KopnioparuBHast nHpOpMaIOHHAs CHCTEMA.
20. YHuBepcanbHbIe CHCTEMBI 3IEKTPOHHOTO JOKYMEHTO000pOTA.
21. IlogcucTeMbl aBTOMATH3AIMH JOKYMEHTO0G0POTA.
22. CucreMbl aBTOMATH3AMUH JEIOIPOM3BOICTBA.
23. Iloxcucrema apxuBa JOKYMEHTOB, YIIPaBICHHsI KOHTEHTOM U CPEJICTBA CTPYKTYPH3ALUH.
24. CucteMBl BBOZIA IOKYMEHTOB H CHCTEMBI 00paGOTKH 06pa30B JOKYMEHTOB
25. IlopcucTeMa MapIIpyTH3AHHK JOKYMEHTOB U yIPABICHUS 3aJaHUSIMU.
26. CucreMBl KOMIITIEKCHOH aBTOMATH3ALMH GU3HEC-TIPOIIECCOB.
27. Tunel NPUIOXEHHUH, BHEAPSIEMBIX B paMKax KoprnopaTusHoi CO]I.
28. ApXMBBI 3JIEKTPOHHBIX JOKYMEHTOB.
29. ABromarH3anys NpoLeccoB KIACCHIECKOT0 POCCHICKOro JOKYMEHTO060pOTa
(moamepxKa TOKYMEHTAIIHOHHOTO obecreuenus ynpasienus - JJOY).
30. Mcropus BHenpenns CO/I.
31. OnexktponHas nuQpoOBast MOAMUCE: IOHATHE, BUILI U PEIIaeMble 3a1auH.

~NON DR W

DOH[| OLIEHOYHBIX CPEICTB JIS IPOBEICHHS ATTECTAUM YPOBHS COPMHPOBAHHOCTH KOMIIETEHIHH
00y4arommxcst 10 MUCHHUILIHEE 0GOPMIILETCS OTAENBHBIM JOKYMEHTOM.

7. YYEBHO-METO/IJMYECKOE " NHOOPMAILIMOHHOE OBECIIEYEHUE
JAUCIHUITIIINHBI
7.1. Knuroo6ecne4eHHoOCTh



HaumeHoBaHue nHTEpaTypbl: aBTOP, Ha3BaHMUE,

[Non u3naHus

KHHUT'OOBECITEYEHHOCTb

B HEHATNL, MAAleEotie KonuvecTBo 3x3eMmisipo Hanuuue B
u3naHuii B 6ubnuorexe Bal'Y B JNIEKTPOHHOM
cooteetcTBUM ¢ ®I'OC BO 6ubnuoreke Bal'y
1 2 3 4
OcHoOBHas JauTepaTypa
1. Ky3pmuHa, . B. lenonpou3BoacTBo 2017 http://www.iprbooksh
[OnextponHklii pecypce] : yuebHoe nocobue / op.ru/74718.html
H. B. Ky3pmuHa. — DEKTPOH. TEKCTOBbIE
JaHHble. — M. : MockoBckuit
ryMaHHUTapHbIi yHUBepcUTeT, 2017. — 128
c. — 978-5-906912-98-5
2. DNeKTpOHHOE MPaBUTENLCTBO. 2017 http://znanium.com/ca
ONEeKTPOHHbIH 10KYMEHTO000pOT. TEPMHUHBI talog/product/809828
1 onpenenenus : yued. nocodue / C.1O.
Kab6awos. — M. : UHOPA-M, 2017. — 320
¢. — (Bricuuee obpasosanue: bakanaBpuar)
3. CrenaHoga, E. H. Cuctema a51eKTpOHHOro 2016 http://www.iprbooksh

JIoKyMeHToobopoTa (06/1a4HOe peLueHue)
[Onexrponnslit pecypce] : yuebHoe nocodue /
E. H. CrenaHoBa. — DneKTpOH. TEKCTOBbIE
naunele. — CapatoB : Ail [Tu Op Menua,
2018. — 182 ¢. — 978-5-4486-0136-1

op.ru/73341.htm

].IOI'IOIIHMTBIH:H&H JIMTEpaTypa

1. lllu6aes, [I. B. [1paBoBoe peryaupoBaHne
3JIEKTPOHHOIO JOKYMEHT000O0pOoTa
[OnexTponHbIit pecypc] : yueGHOe nocobue /
J. B. llInbaeB. — DneKTpOH. TEKCTOBLIE
JaHHble. — CapatoB : By3oBckoe
obpasosanue, 2016. — 70 c. — 2227-8397

2016

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

2. Pribakos, A. E. OcHOBbI
JeNIONPOM3BOACTBA [DIEKTPOHHBII pecypc] :
yuebuuk / A. E. Pbi6akoB. — DeKTpoH.
TEKCTOBbIE JaHHbIE. — MUHCK :
Pecny6nukaHckuit HHCTHTYT
npodeccroHansHoro obpazosanus (PUI10),
2016. — 320 c. — 978-985-503-606-8

2016

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

3. KonduaeHuuansHoe Ae0nporu3BOACTBO U
3alLMIIEHHBIH 3IEKTPOHHbIH
NOKYMEHTOO00POT [DNeKTpoHHbI pecype] :
yuebuuk / H. H. Kynsies, A. C. JIéMyLIKuH,
A.T. ®abpuunos, T. B. Konzapauiesa ; nox
pea. H. H. KyHsieB. — DneKkTpoH. TeKcTOBbIE
JaHHble. — M. : Jloroc, 2016. — 500 c. —
978-5-98704-711-8

2016

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

7.2. MuTEpHET-pecypchl

1. lemo-Bepcus mporpammHuoro npoaykra 1C: Jlokymentoo60port - http://v8.1c.ru/doc8/demo/

8. MATEPUAJIbHO-TEXHUYECKOE OBECIIEYEHUE JUCIUILINHBI

Jlis peanusauuu JaHHOM IHCLMIUIMHBL MMEIOTCSA CIHENHATbHBIE MOMELIEHHS U [IPOBEIEHUS
3AHATHH JIEKYUOHHO20 MUNA U 3AHAMUL NPAKMUYECKO20 MUNA, MeKyuje2co KOHmMpoNs u NPOMEACYMOUHOT
ammecmayuu, a makdice nomewyerust 0Jisk CamocmosmenvHol pabomel.

IIpakTHyeckue 3aHATHS IIPOBOSTCS B KOMITBIOTEPHOM KJIACCE (aynuropus 204-6).

Ilepevenn uCHoNE3yeMOro IHLEH3HOHHOTO IPOrPAMMHOTO 00ECIEUEHH S

naxer MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.
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)
Pa6ouyIo IIporpaMmy COCTaBHII CT. IIpenoaasaTensb kad. ICY g\ ¢

(oHo, fnb}]ﬁ%)/

PeniensenT (npeactaBuTenb paboTonaTes)
MKY «YnpasiieHue rpakIaHCKOH 3aIU Tl ropoaa Biagumupay,

HaYyaJIbHUK YIIPABJICHUS benuxos b.H
(MecTo paboTbl, JOMKHOCTE, PH TIITHCH)

I[IporpaMma paccMOTpeHa i 0Z0OpeHa Ha 3ace/laHuu Kaeapsl O

Iporoxon Ne 4 or_ 26 -°5-f9 roga P
3aBeayrommuii kadpenpoit 2CY ,/" // [otixep O.JI.
(PUO, nomtnics)

Pabouas mporpamMmma paccMOTpeHa u O0J0OpeHa Ha 3acelaHHH yd4eOHO-METOJUYECKOH KOMHUCCHU

Hanpasienus 38.05.01 «DxoHoMuyeckas 6€30MaCHOTH)

[Tpotoxon Ne /] or L. 0¥.19 rona

[Ipencenarens KOMHCCHH /7 i % Honnyes O.A.
o

(®HO, noanucs)




JIMCT INEPEYTBEPKJIEHMSI
PABOYEN ITIPOT'PAMMBI JUCILIUIIIMHBI

PaGouast mporpamma ogo0peHa Ha@@(‘ / &O% '( yueOHBIN rof

[Tporokoi 3acenanus kadeapsr N /( OT MMO na

3aBemyromuii kadeapoit a.9.H., mpodeccop O.A. JloHntes %

PaGouast mporpamma ogobpena Ha I ] A, yueGusli rox

[TpoToxoi 3acenanus kadenapst No i ot 30 04 JNdona

3apenyromuii kadeapoit 1.5.1., mpodpeccop O.A. I[om%%ﬂ,é

Pabouas mporpamma ogobpeHa Ha AeAL {JZLL&’} yueOHBIHi roJ

[Tporoxoun 3acenanust Kapeapsr No 70 or 2706 K rona

3asenyrowuit kageapoii 1.9.1., mpopeccop O.A. JloHnues —— //Z////f//
C_—=#

PaGouas nporpamma omo6pena ua 20 /20 y4eOHBIif roja

IIporokon 3acenanus xadenpnsr Ne oT roja

3aBenyromuii kadeapoii

PaGouast nporpamma ono6pena na 20 /20 yueOHbIi rojia

[TpoToxon 3acenanust kadeapnr No oT roaa

3aBenyromuii Kadeapoi




