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1. IEJIM OCBOEHUS JAUCIHHATIIUHBI

Hemslo w3ywenus amcummimms: «ONEeKTPOHHBII AOKYMEHTOODOPOT» fIBISETCS MONyYeHHE W
YriIyOlleHne 3HaHuM O NMPHUHIMMTAX MOCTPOCHHS IOKYMEHTOB 1 OCHOBAaX (h)OPMHPOBAHHS AOKyMeHTO0O0pOTa
B OpTaHH3alks H YYPEKICHHAX pa3IHUHBIX ¢opm coberBenrOCTH. ®opmupoBaHHEe Y CTyHeHTOB
TIPAKTHYIECKUX HABBIKOB 110 CO3JaHMI0 H 06paGoTke AOKYMCHTOB B JaJbHEHINEM GyleT crocobGeTBOBATE He
TONBKO 0OJIee  yCremHoMy OCBOEHHIO AUCHHIUTHH, HM3YYEHHE KOTOPHIX MpEAroNaraeT pabory ¢
AOKYMEHTALHEH, HO U IPOXOXKACHUIO PAKTHKH Ha Gojee IPaMOTHOM YPOBHE.

3aj1aum U3yYeHUS THCLHILIHHEL:

- COPMHPOBATE Y CTYNEHTOB YeTKoe IpEAICTaBIeHHE O HEOOXOAMMOCTH H POITH JAOKYMEHTHPOBaHHUS
B ICATEIILHOCTH OpraHu3allmii;

- O3HAKOMHTL CTYJIEHTOB C OCHOBAMH 3JEKTPOHHOTO ACJIONPOM3BOACTBA U JI0KYMEHTOOGOPOTA
OpraHH3aIiu;

- OSHAKOMHTB CTYAGHTOB ¢ OCOGEHHOCTSIMH  3allHTHI CIy’KeOHOH U KOH(pHACHIHATLHOMN
uH(popmanuy, oGecrieyeHus OTKPBITOrO J0CTyna rpa¥k1aH K HHPOPMAIIUK B COOTBETCTBHH ¢ HOJI0XKEHUSIMH
3aKOHO/IaTeNbCTRA,

- HayQuTb CTYIEHTOB OPHEHTHDOBATHCS B CHTYAIMSAX, TpeOyIomuX H31anHus COOTBETCTBYIOILHX
JIOKYMEHTOB.

2. MECTO JHCHUILIAHBI B CTPYKTYPE OIIoIT BO
Auctunmuna «nexrporusiit AOKYMEHTOOO0POT» OTHOCHTCS K THCLHILTHHAM Ga30B0i YacTH.
IIpepexBU3HTSI MUCIUMIMHEEL: Hndopmaruka, OcHOBEI YOPaBJIEHYECKOH ACATENBHOCTH.

3. INIAHUPYEMBIE PE3YJIbTATBI OBYYEHMS 11O JIUCLIUTLINHE
[Inanupyemere  pesynbrars: OOy4eHHS! 1O IUCHMILIHHE, COOTHECEHHBIE C ILIaHHUPYEMBIMH
€3yapTatamu ocsoeHus OITOIT

Kon dopmupyemsix komnerenumii Ypoeenn [1nanupyemsie pesynsrare o0yueHuns no TUCLHMNTHHE
OCBOEHHSI XapaKTepHU3yIOLLK1e ITarbl JOPMUPOBAHUA KOMIETEHIIHi]
KOMIIETEHIIHH (mokazaTenu ocBoeHHs KOMITETEHLIMK )
/ 2 3
OK-12 Yactuunoe - 3HaTh HHCTPYMEHTANLHBIE CPCACTBA KOMMBIOTEPHBIX TEXHOIOTHI]
CMOCOGHOCTEIO paboTats ¢ OCBOEHHE HH(pOpMaLHOHHOTO obcaykuBanus ynpasneHveckoit
PA3IMIHBIMH HHYOPMALHOHHBIMU HOEATENLHOCTH;
PeCypcamu M TEXHONOrHAMHY, - YMETh ONpenesiaTh HANpaBIeHUs HCIOb30BAHUS H TEHAEHLMH
TIPUMEHSATE OCHOBHBIE METOIE, Pa3BHTHS  HHOOPMALMOHHO-KOMMY HHKAIHOHHBIX TEXHOJIOTHH B
CIIOCOGbI H CPENICTBA NMOMyYeHH s, SKOHOMHKE U YNPaBJIEHUH;
XPaHEHHUS, OMCKA, CHCTeMAaTH3aL|H, - Bnagete  HaBblkaMM  ucnonb3oBamus MH(OPMaLHOHHO-
obpaboTku u nepenaun nHpopMmanun KOMMYHUKALUHOHHBIX TeXHONOTHIA A NpHHATHS pelieHuii Ha
YPOBHE YNpaB/ieHHs opraHu3aumeii
[K-42 Yacruynoe - 3HaTb OCHOBHBIE aKThl 06 OTBETCTBEHHOCTH 3a ynpasieH4YecKue
CNOCOGHOCTBIO MIaHUPOBATE U OCBOEHME peleHus;
OpPraHU30BBIBATL CIYKEGHYIO - YMeTb ¢ nosuumii YTpaBJIEHYECKO-TIPAaBOBLIX HOPM
HEATEbHOCTE MOMYMHEHHBIX, aHATH3UPOBATh KOHKPETHbIE CHTYALIUH, BOSHHKAIOLIME B
OCYUIECTBIATh KOHTPOIIb U YUeT ee MOBCEIHEBHOM NMpaKTHKe;
pe3yJbTaTOB - Bnanets HaBbikamu npumenenus OpraHu3aunHoHHO-
YMPAaBJCHUECKUX PelIeHHii B TeKyutelt npodeccHoRanbHOi
HEATeNbHOCTH
TK-44 Yactuunoe - 3HaTh HOpMaTH BHO-METOIMYECKYI0 6a3y, 0COOEHHOCTH A3bIKa M
CIOCOOHOCTBIO OCYIECTBATS OCBOEHHE CTHIIA COCTaBIEHMA CITyKeOHBIX JOKYMEHTOB;
AOKYMEHTALHOHHOE obecneyeHme - VMeTb OpraHu3oBbIBATE AOKYMEHTAIBHOE  COMPOBOKAEHHE
YTpaBJIeHYECKOMH AeaTeNbHOCTH paboTsl B opranuzanmsx;
- Branets npakruueckumu napbixamu cocTasJieHus, 00paboTKu M
paboTsl ¢ nokymenTaLmeit PasiIHYHOTO YPOBHS,
MCK-2 Yactuunoe - 3HAaTh OCHOBHBIE HCTOYHHKH HH(OPMAIHH NIPH MOArOTOBKE
crnocoGHOCThIO paspabaTeiBaTh OCBOEHHE JIOKANIbHOH IOKYMEHTALHUY;
MPeUIOKEHHS 115 JTOKATBHOI - YMeTb aHanu3npoBaTh HHOPMALMOHHbIE HCTOY HHKH;
AOKyMeHTauuH, obecneyuparomeri - Brnazers HaBmikamm oprammzaumm cbopa wundopmamm s
(yHkuHOHMpOBaHUe cHCTeMBI MOArOTOBKH  JIOK&JbHOH  MOKyMeHTALMH, obecrneynsaromieit
YNpPaBIeHHSA 3KOHOMHYECKOI (byHkunoHupoBaHe  cHCTeMbI YNpPaBIeHHA  3KOHOMHYECKOIT
6esonmacHocTi BesonacHocTn ]




4. OBBEM U CTPYKTYPA JUCHHUITJIUHBI
Tpynoemxocts uciunmsb cocrapser 2 3aYETHBIX MHHULILI, 72 Yaca

Bunpl yyebuoit
paboTsl, BKIIOUAs
CaMOCTOATENBHYIO
paboTy cTyneHToB
" H TPYIOEMKOCTS (B Dopmel
= qacax) Ob6beM yuebHoi TEKYILEro
e E paboTi, KOHTpOIS
Ne Haumenosanue Tem w/unu g 5 E = C NPUMEHEHHEM YCNeBaeMoCTH,
n/n Pa3jienoB/TeM AUCUNTLTHHLI S = £ 5 HHTEPAKTHBHBIX (opma
Cl 8 = | 8 E METO/I0B MPOMEkKYTOUHO#M
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1 Tema 1. TloHsTHe 3neKTPOHHOrO 5.8
JOKyMeHTa H 3JIEKTPOHHOrO | 4 1-2 1.8 | 2,9 3/64
J0KyMeHToo0opoTa.

2 |Tema 2. Cucrembl ynpasreHus 5.7 3/65 Pl THTKOHTDOM
S/EKTPOHHBIM 4 | 36 | 1,7] 29 - ]HTP
JOKYMEHTO060pOTOM.

3 Tema 3. Cuctemsl 31eKTpoHHOrO 4 78 |17 29 5.7 3/65
JOKYMEHT0060poTa. '

4 |Tema 4. Cpenctsa rpynnosoii 4 910 | 17 | 2.9 5,7 3/65
pabdoTsi.

5 |Tema 5. Cucremsl ynpasnenus 4 | dids | 2| 28 5,7 3/67 PelTHHI-KOHTPOIB
0co0BIMH BHIAMH JOKYMEHTOB. gl - : Ne2

6 Tema 6. Kopnoparusnsie 4 | 1316 | 17 | 28 5.7 3/67
HH(OPMALHOHHBIE CHCTEMBI.

7 |Tema 7. BHenpeH#e KOpOpaTHBHBIX 4 | 1798 | 17| 28 5,7 367 Peiitunr-konrpos
HH(POPMALMOHHBIX CHCTEM. : . Ne3

Bceero 3a IV cemectp: 12 | 20 40 21/66 Jayer

Htoro no aucuunimine 12 | 20 40 21/66 3ayer “

Coaepxanne JJeKIHOHHBIX 3AHSITHII Mo JHCHHITIHHE
Tema 1. [Tonstue SJICKTPOHHOIO JOKYMEHTA U 3JIEKTPOHHOTO JAOKyMeHTO000poTa.
IlonsaTHe SNEKTPOHHOTO AOKYMeHTA. [loHsiTHe SJIEKTPOHHOTO JOKYMEHT00OOpOTA. ITpeumymectsa u

HEAOCTATKH 3JIEKTPOHHOTO JOKYMEHTA.

Tema 2. Cucrems! ynpasnenus 3JIEKTPOHHBIM JJOKYMEHTOOGOPOTOM.

OCHOBHBIE NPHHUMIEI PaGOTHI CHCTEM YUPaBJICHUS SNEKTPOHHBIM JIOKYMEHTOOGOpOTOM. Bums
CHCTEM 3JIEKTPOHHOT'O IOKYMEHTO060pOTA.

Tema 3. Cucremst anexrponnoro JAOKYMEHTO000poTA.

Trmsr  cucrem  snexrponnoro noKkymeHtoobopora.  CpaBHeHHMe cHcTem 3JIEKTPOHHOIO
JOKyMeHTO000poTa.

Tema 4. Cpexcrsa rpymmoBoit paboThL.

[lonsiTue, nprHLANEB paGOTEL. ITpuMmeps! mporpaMMHBIX IIPOJIYKTOB.

Tema 5. Cucrems! ynpasnenus oco6bmm BHJIAMH JIOKYMEHTOB.

Ilonsitue, npuHIMNBI paGoTHL. Paccmotpenne ctpykTypsr n unrepdeiica PDM-cucrem.

Tema 6. Kopnoparususie HH(DOPMALHOHHEIE CHCTEMBI.

Ionsitue, ocobennocru, moystu. Knaccudukanus kopnoparusmsix HH(DOPMALHOHHBIX CHCTEM.
Tema 7. Buenpenne xoprnopatusaeix HH()OPMALHOHHBIX CHCTEM.

Bapuants! Buenpenns KUC: [peuMymmecTsa ¥ HeaocTatku. Coctas, Henu u 3agaun BHeApenus KUC.

Coaep:ranne npakTHYecKHX 3aHATHII 110 JHCHHIIHHE
Tema 1. 1C JToxymenroo6opor: Wsyuenne unrepdeiica cucremsr.



Tema 2. 1C Jlokymentoo6opot: Buecenue B Gasy cBeJIeHHMIT O COTPYIHHKAX U MOIb30BATESX.
Tema 3. 1C Jlokymentoo6opot: Co3nanue oTaebHbIX BH/IOB JJOKYMEHTOB.

Tema 4. 1C JTokymenToo6opot: 3anonuenue monei KapThl IOKYMEHTA.

Tema 5. 1C TokymenTooGopor: Penaxtuposanue daiinos. Kontpos BepCHii

Tema 6. 1C JloxymenTooGopot: Vipasienue J0roBOpaMy ¢ (POPMUPOBAHUEM CMET.

Tema 7. 1C JlokymenTtooGopot: Yipasnenue IPOEKTaMH.

5. OBPA3OBATEJIBHBIE TEXHOJIOI' MH
B npenogasannu qucuninHbn «Snexmponnsiii 00Kkymenmoobopomy HCTIONB3YIOTCA pazHooOpasHble
00pa3oBaTebHbIE TEXHONOTHH KAk TPaJMIMOHHBIC, TAK ¥ C NPUMEHCHHEM AaKTHBHBIX M HHTEPAKTHBHBIX
METOJI0B 00yUeHus.
AKTUBHBIC 1 HHTEPAKTHBHBIE METOIbI o0yueHus:
—  Humepaxmuenas nexyus (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Ipynnosas ouckyccus (memaNe I, 2, 3, 4, 5, 6, 7);
— Poneevie uepvi (mema Ne 3, 4, 6, 7);
— TIpenune (mema Ne 5);
- Ananuz cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Pasbop xonkpemuvix cumyayuii (mema MNe 1, 2, 3, 4, 5, 6, 7).

6. OLEHOYHBIE CPEICTBA JIJISI TEKYUIET'O KOHTPO.Is1 YCIIEBAEMOCTH,
INPOMEXYTOYHOMN ATTECTAIIUH ITO UTOT'AM OCBOEHMUSI ANCHUITIIIUHBI 1
YYEBHO-METOUYECKOE OBECIIEYEHHUE CAMOCTOSATEJBHOM PABOTBI
CTYAEHTOB
Texyuguii kowmponw ycnesaemocmu.
PeliTHHI-KOHTPOTH 1

1. Dnexmpounviii doxymenm coznacno Deoepanvrviii 3axkon om 10.01.2002 Ne 1-D3 «O6 ANEKMPOHHOTU
Yughpoeoii nodnucuy - amo:
a) 3aNHCaHHOe Ha MAIIMHHOM HOCHTE/e JNICKTPOHHOE COOOIUEHHE, PEKBH3UTEL KOTOPOTO O(OpPMIEHBI B
COOTBETCTBHH ¢ HOPMAaTHBHBIMH TPeOOBaHUAMH
0) moboe coobineHwue, 3aIHCKa, TEKCT, 3allHCaHHbIH Ha MALlIHHHOM HOCHUTEIe
B) JOKYMEHT, B KOTOPOM HH(pOpMAILHs NPE/ICTaB/IEHA B 3NEKTPOHHO-HDPOBOIT (hopme

2. Kaxumu suoamu nopmamusnuix axmos pezynupyemes 00Kymenmoobopom opeanuszayuu?
a) BCE OTBETHI BEPHEI;

0) OTpac/IeBEIMH 1 MEXKOTPACIIEBBIMH;

B) TOCYJapCTBEHHBIMHY,

T) JIOKAIBHBIMH aKTAMM OpraHH3aLHil.

3. Bepro nu ymeepacoenue, umo Kéanupuyuposannas u HeKEANUPUYUPOBAHHAS INeKmpoHHas yugposwie
ROONUCU BLIOAIOMCSL 6 CREYUATBHBIX YEeHmpax u npeocmagisiom coboil rews-Hakonumens ¢ 3anUCanHbIM
Ha HeM KoOom?
a) na;
0) Her.
PeliTuHr-KouTpOL 2
4. Kaxasa us nepeyucnennvix cucmem SNEKMPOHHO20 OOKYMEHMO06OPOMA A6NAMCL ONMUMATBHOLL?
a) Lotus Domino.Doc;
6) Heno;
B) 1C:Apxus;
r) DIRECTUM.

5. Bepuo nu ymeepocoenue, ymo cucmema «1C. Hoxymenmoobopomy noszsonsem 0CYUfecCmeniamo paccelixy
NpUIauenuil Ha noceuyente 3antanUpPOCAHHbIX Meponpusimuil 6cem compyoHuxam opeanuzayuu?

a) na,

0) Her.



6. Ilpozpammuoe obecneuenue Lotus Notes OMHOCUMCA K

a) CHCTeME YIIPaBJIEHHs 0COOBLIMH BHIAMH JOKYMEHTOB;

0) cpeacTBaM rpynnoBoif paGoThL;

B)  CHEHHAIBHEIM  MOIYJISIM YHPaBlICHUs  JOKyMEHTOOOOPOTOM B  COCTaBE  KOPHOPATHBHBIX
HH()OPMALMOHHBIX CHCTEM LIS NPeaIPUSTHIA,

I') YHUBEPCAIBHBIM CHCTEMAM SIIEKTPOHHOTO JOKYMEHTO000pOTA.

7. Kaxozo uz 6u006 snexmpounoii Yupposoii noonucu ne cywecmeyem?
a) mpocras;
0) ropuauyeckas;
B) KBATU(DUIMPOBAHHASL;
I') HeKBATH(HIMPOBAHHAS.
PeliTnHr-konrpoan 3
8. Ymo u3 nepevucnennozo ne ommocumes napamempam Hocumene 21eKmpoHHsIX OOKYMEHMOE?
a) CTOUMOCTh XpaHeHus | merabaiita HH(pOpMaInK;
0) BO3MOXHOCTB OCYIIECTBIICHHS MOMHOTEKCTOBOTO [IOHCKa;
B) CKOPOCTB JOCTyINa K HHPOPMAIIHH.

9. Iloo cryowcebnvim snexmponnsim OOKYMEHMOM NOHUMACTNCAL:

a) 3aMHCaHHOe Ha MAITMHHOM HOCHTENe JNICKTPOHHOE COOOIICHHE, PEKBH3UTEI KOTOPOrO O(OpPMIEHHI B
COOTBETCTBUH C HOPMATHBHBIMH TPEGOBAHUSIMH;

0) HoKymeHT, B KOTOPOM HH(bOPMALIHs Tpe/ICTaB/ICHa B dIEKTPOHHO-LH(POBOIi hopme;

B) CTPYKTYpPHPOBaHHBIH HH()OPMAIMOHHEI OGBEKT, B COOTBETCTBHE KOTOPOMY MO3KeT OBITh [TOCTaBJI€Ha
COBOKYITHOCTD (DaifJTOB, XpaHSIHXCS HA HAKOIIUTEe KOMIIBIOTEpa;

r) moboe coobiuenue, 3amucka, TEKCT, 3alIMCAaHHBIA Ha MAlIHHHOM HOCHTEJE.

10. Bepro au ymeepowoenue, umo cucmema «IC. Hoxymenmoobopom» nossonsem ocyuecmensamo
NPOCMOMP OOKYMEHMOE U (aiiios ¢ 2pynnuposxoii no PasnuMHeIM RPUHAKAM (RO 6uOam OOKYMeHmos, no
npoexkmam, no omoenam):

a) 1a;
0) Her.
IIpomexcymounas ammecmayus no umozam oceoenus oucyunnumsl (3auem).
Cnucok Bonpocos k 3auery
1. Tlonsrue noxymenra, MOKyMEHTO000pOTa 1 IIOTOKA JIOKYMEHTOB.
2. Mecro C3/] B HHYOPMALIHOHHOMH CHCTEMe NPEIPHATHS.
3. Tunmer COJI (cHCTEM 3EKTPOHHOrO JAOKYMEHTO060pOTa).
4. Knaccupukanus dBTOMAaTH3MPOBAHHBIX CHCTEM JENONPOU3BOJICTBA H 3MEKTPOHHOIO

AOKyMeHTO0B0pOTA.

5. Tennenuuu pasBuTHS cHCTEM 3JIEKTPOHHOTO JJOKYMEHTO000pOTA.

6. JlokymeHT B HH(bOPMAHOHHOM cHcTeMe. THITEL MOKYMEHTOB B MH(OPMALMOHHOI CHCTeME: GYMaKHBIiT
JOKYMEHT, 00pa3 JOKyMEHTa, 3JIeKTPOHHBIH JOKYMEHT, CTPYKTYPHUPOBaHHbIE TOKYMeHTbI, XML —
[Ipe/ICTaBJIeHHE.

7. Jloxyment B CDJI. Cosnanue. Penaxruposanue. ITyGukamus. ApPXHUBHpPOBaHHE.

8. OcHoBHble Bo3moxHocTH COJI: [Tonck AOKYMEHTOB. MapuipyTusamnust u KOHTPOJIb HCIIOTHEHHUS.
OT4erTsl.

9.  OcHoBHbIe Bo3MoXkHOCTH CIJI: AnmMunHCTpHpOBanue. BoamoxkuocTH COTPYIHHKOB.

10. Ocnosnble pynxiumn COJI. Tunossie TpeboBanus k CHJI.

11. IlpeumymecTBa BHEAPEHUS CHCTEMBI SJIEKTPOHHOTO JI0KYMEHTO000pOTA.

12. Tlpuymus aBToMaTH3aIMH. BriGop cucreMer apToMaTH3aIMH.

13. Kparkuit 0630p peinka u KIaccuuKanus miargopm, npeacTaBIeHHbIX Ha peiake CO]I.

14. Cpencrea rpynmoBoii paGoTsL.

15. Cucrembr ynpaBnenus oco6smMu BHzaMu JIOKYMEHTOB.

16. Cnenmanenbie Mozyu yrpasiesus AOKYMEHTOOO0POTOM B COCTaBE KOPITOPATHBHBIX
HH(POPMAITHOHHBIX CHCTEM



17. Kopnoparusuas HHPOPMALMOHHAS CHCTEMA.

18. Cucremsr aBromaTH3amuu JEI0MPOU3BOICTBA.

19. Tloncucrema apxusa AOKYMCHTOB, YNIPaBICHUS KOHTEHTOM H CPEICTBA CTPYKTYpPHU3ALHH.
20. CucTeMs! BBOJIA IOKYMEHTOB H CHCTEME] 00paboTkH 06pa30B HOKYMEHTOB

21. Tloacucrema mapmpyTH3amuu JOKYMEHTOB H YIIpaBieHHS 3a1aHHSIMH.

22. Tunsl npuIOKeHHI, BHEZIPACMBIX B pamMKax KopropatiuBHoi COJ].

23. DnextpoHHas (H(POBAS MOTHCE: [IOHSATHE, BUJILI U peIIaeMbIe 3a1a4H.

Camocmosmenvnas paboma
Temsb1 pedeparon

1. IlonsaTHEe HOKYMEHTA, AOKYMEHTOO00POTA H IOTOKA JI0KYMEHTOB.
2. Llenu BHENPEHUS 51EKTPOHHOTO JAOKYMEHTO060poTa.
3. Mecro C3/] B mHpOpMaLHOHHOI CHCTEMe NpeanpusiTHS.
4. Tunsr CO/T (cucTeM 51eKTpoHHOro JAOKYMEHT00O0pOTA).
5. Knaccnduxanus aBToMaTH3HPOBAHHEIX CHCTEM ACTIONPOH3BO/CTBA H JIEKTPOHHOIO JOKYMEHTO060pOTA.
6. TenaeHunn paspuTHs cuctem SJIEKTPOHHOI'0 JOKyMEHTO060poTA.
7. JlokyMeHT B HHpOPMAIHOHHO# crcTeMe. THIIL! AI0KYMEHTOB B HH(OPMAaLMOHHOI cHcTeMe: GYMaKHBIi
JIOKYMEHT, 06pa3 IOKYMEHTa, 31eKTPOHHbII AOKYMEHT, CTPYKTYPHPOBAaHHbIE TOKYMEHTHI, XML —
HpeCTaBICHHE.
8. Moxyment B COJI. Co3nanue. Penaxrupoanue. [Ty6mukamus. ApXHBHPOBaHHE.
9. Tunosele kommonenTs CHJI: XpaHHJALIE KapTOYeK (aTpubyTOB) IOKYMEHTOB; XPaHUIHILE TOKYMEHTOR;
KOMIIOHCHTBI, OCYIIECTBIISIOIME OH3HEC-TOTHKY CHCTEMBL.
10. Ocnosrsle BosmoxnocTH COJT: ITouck AOKYMEHTOB. MapipyTu3samust 1 KOHTPOJIb HCIOTHEHNS.
OtuertsL
11. OcHOBHBIE BO3MOKHOCTH CS/1: Anvmunnctpuposanue. Bo3smoxkHocTH COTPYIHHKOB.
12. Ocnosuste Gpynxuun CIJI. Tunossie TpeboBanus k CIJI.
13. Tlpenmy1necTBa BHEIPEHHS CHCTEMBI 3JIEKTPOHHOTO JOKYMEHT0060pOTA.
14. TIpuumuHBl aBTOMATH3ALHH. Bri6op cncrems! aBromMaTH3anmmy.
15. Kpatkwuit 0630p peirka u KiIaccupukanus miardhopm, MpeacTaBIeHHbIX Ha peike COJI.
16. Cpenctea rpynnoBoit paGoTsL.
17. Cucrems! ynpasienust ocoGsMu BUIaMu JIOKYMEHTOB.
18. Crenmamsusie Moy ynpasienus AOKYMEHTOOOOPOTOM B COCTABE KOPIOPATHBHBIX
HH(pOPMALHOHHBIX CHCTEM
19. Kopnopartusras uapopManuonnas cucrema.
20. YHuBepcanbHbIe CHCTEME! SJIEKTPOHHOTO JIOKYMEHTO060pOTa.
21. TloacucTeMBl aBTOMATH3ALMH JOKyMeHT0000poTA.
22, CucTeMbl aBTOMATH3AMH JETOIPOHU3BO/ICTBA.
23. IloacucTeMa apXuBa JJOKYMEHTOB, YIPaBJICHHS KOHTEHTOM H CPEJICTBA CTPYKTYPH3AIIHH.
24. CucTeMBI BBOJA IOKYMEHTOB H CHCTEMEI 00paboTky 06pa3oB MOKYMEHTOB
25. Tloncucrema MapmpyTH3anuy JAOKYMEHTOB U YIIPaBJICHHS 3aJaHUSIMH.
26. CHCTeMBI KOMILTEKCHOM aBTOMATH3AIMH OM3HEC-TIPOIIECCOB.
27. Tans! npunoxeHyi, BHE/IPAEMBIX B paMKax KopnopaTusHoit CO/I.
28. ApXHUBBI 3IEKTPOHHBIX JIOKYMEHTOB.,
29. ABTOMAaTH3aWKS TPOLECCOB KIACCHYECKOrO POCCHHCKOr0 JOKyMeHTO060pOTA
(mo/yIepKKa IOKYMEHTAHOHHOTO 06eCeYeHHs ynpasnenus - JJOY).
30. Mcropus Baeapenus CO/I,.
31. DnexrponHas nuppoBas MOAMUCH: TIOHATHE, BUABI U pElIaeMBbIe 3a1a4H.

QOoHI OUEHOYHBIX CPEICTB IS MPOBeIEHHS aTTeCTaluy YPOBHS C(OPMHPOBAHHOCTH KOMIIETEHIIHI
00yHYaIOLIHXCsl O AHCLHATLIHEE OGOPMIISETCS OTACbHLIM JOKYMEHTOM.

7. YYEBHO-METOJJMYECKOE U HHOOPMAIIHOHHOE OBECIIEYEHMHE
JIMCHMTLIAHBI

7.1. KuurooGecneueHHocTH



Hanmenosanue nuteparypsi: aBTop, Hassamue,
BUJ U3]1aHKS, U3JATENbCTBO

I'on w3panus

KHUT'OOBECITEYEHHOCTh

Konuyectso sk3emnispon Hanuuue B
u3JaHuii B Gubnuorexe Bnl'Y B INEKTPOHHOH
cooTBeTcTBHH ¢ PI'OC BO oubsnoreke Bal'V
1 2 3 4

OcHoOBHas auTe

parypa

1. Ky3emuna, . B. Jlenonpouzsoactso
[SnexTponHBIif pecypc] : yueGroe nmocobue /
H. B. Ky3bMuHa. — D1eKTpoH. TekcToBble
JaHHbie. — M. : MockoBckuii
ryMaHUTapHblii yHuBepcuTeT, 2017, — 128
c. — 978-5-906912-98-5

2017

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

2. DNeKTPOHHOE NPABHTENLCTBO. 2017 http://znanium.com/ca
DNIeKTPOHHBIIT 10KYMEHTO06OPOT. TepmuHsl talog/product/809828
u onpenenenus : yue6. mocobue / C.1O,

Kabawos. — M. : HHOPA-M, 2017. — 320

¢. — (Beiciuee o6pasopanue: bakanaspuar)

3. Crenanosa, E. H. Cucrema sniektpoHHOro 2016 http://www.iprbooksh

AOKymeHToo60poTa (06nauHoe pelueHme)
[SnexrponHbiii pecype] : yueGHOe nocobue /
E. H. CtenanoBa. — DieKTpoH. TekcToBbIE
Aannble. — Capartos : Aii [Tn Dp Menua,
2018. — 182 c. — 978-5-4486-0136-1

op.ru/73341.htm

JlononuutensHas autepatypa

1. llIuGaes, J1. B. [TpaBosoe peryi1upoBaHue
3JIEKTPOHHOrO J0KyMeHTo0B0poTa
[SnexTpoHHsIit pecypc] : yueGHoe nocobue /
A. B. [lln6aeB. — DneKTpoH. TeKCTOBbIE
naHHbie. — Caparos : By3osckoe
obpa3osaune, 2016. — 70 ¢. — 2227-8397

2016

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

2. Peibakos, A. E. OcHoBEI
AeNI0NPOU3BOACTBA [ DIeKTPOHHbIH pecype] :
yuebnuk / A. E. Poibakos, — DnekTpoH.
TEKCTOBbIE JaHHbIE, — MHHCK :
Pecnybnukancknii uncTHTYT
NpogeccHOHaTBHOro 06pa3oBaHuUs (PUTTO),
2016. — 320 c. — 978-985-503-606-8

2016

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

3. KonunenumansHoe nenonponssoactso u
3alHILEHHbIH 371EKTPOHHBIH
AokymeHTo0G0pOT [DneKTpoHHSIi pecype] :
yuebnnk / H. H. Kynsies, A. C. Iémywkun,
A.T. ®abpuunos, T. B. Konapauesa ; nox
pen. H. H. KynsieB. — DnekTpoH. TekcToBbIe
JaHHele. — M. : Jloroc, 2016. — 500 ¢. —
978-5-98704-711-8

2016

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

7.2. MuTepHeT-pecypebl

1. lemo-Bepcus mporpaMMHoOro npozykrta 1C: JlokymeHT0o060pOT - http://v8.1¢.ru/doc8/demo/

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE AUCIHHUTIINHBI

s peanusanuu maHHON JMCIMILIMHEI HMeOTCS ClIEMHAIBHBIE TIOME
3AHATHH NeKYUOHHO20 muna u 3ausmuil NPaKmu4eckozo muna, me
ammecmayuu, a makice NOMEWEHUs OISl CAMOCMOSMENbHOL pabomut.

HICHHS MOJs TIPOBEIEHHS

Kyujezo KOHMpoast u npomercymouHoil

[IpakTuueckne 3ansTus mpoBojsiTes B KOMITBIOTEPHOM KJ1acce (ayautopusi 204-6).
Ilepedens HCMOJB3YEMOTO TMIEH3HOHHOTO IPOrpaMMHOT0 00ecneYeHus:
naketr MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.




PaGouyro nporpammy cocrasmi cr. npenojasarens kad. DCY ( (//L’?// i / Byrposa O.C.

(oHo, ’,n"cguﬁc b)
Peniensent (npeacrasutens pabotonareis)
MKY «Vnupasnenue TPXXIAHCKOM 3alMTHI ropoja Brnagumupay,
HAYaTbHHUK YIpaBICHHUS benukos B.H
(Mecto pabotsi, nomxkHOCTH, DU TIHCH)
IIporpamma pacemotpera u onoOpena Ha 3aceianum Kadeapsr D

ITpoTokon Ne L or__26-08-19 poma o
3aBenyromuii kapenpoit DCY et /‘ / ['otixep O.JI.
(PHO, noatmcs) ~ /

Pabouwas mnporpamma PaccMOTpeHa M oa00peHa Ha 3aceflaHHH Y4eGHO-METONUYecKoli KOMHCCHH
Hanpasienus 38.05.01 «DxoroMHuYecKas Ge30macHOTEY

Ipotokon Ne  / or_ A€ (08.19 rona

Ipencenatens koMuccHu //7 7 {@ﬁ Jonnues O.A.

(PHO, nonnwucs) C/Wa )




JIMCT NEPEYTBEPXKJIEHUS
PABOYEMN ITIPOT'PAMMBI JTMCHITJIUHBI

PaGouas nporpammva ogoGpeHa Ha

y4eOHBIH To/I.

Ipotokon sacenanus kaperpsi Ne 4/ or 04.09.0L)  rom

3asenyronmit kadenpoit M

Pabogas nporpamma onobpena Ha 2,02/ /o 2 2 Y4eOHBIH TOI.

Ilporokon 3acenanust kabeapet No 7~ ot 307

3apenyromuit kadeapoi % . %/

PaGouas nporpamma onobpena na

R rojaa.

[Tpotoxon 3acenanus kahenpsr No

3asenyromuit xadeapoi

Pabouas nporpamma onobpena na

IMpoTokon 3acenanus kadempsr Ne

3asexyrommii kadeapoii

yueOHBIIH To1.

oT roja.
y4eOHBIH ro.

oT roja.
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