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1. HEJU OCBOEHMS TUCIHUATIJIMHBI

Llenpro W3ydeHHs [HCLUILIAHBL «DNEKTPOHHBIH OKyMEHTOOOOPOT»  SBIACTCA NIOJy4YEeHHE U
yri1y6renue 3HAHUH O IPHHIMNAX [IOCTPOCHH JOKyMEHTOB H OCHOBaX (pOpMHPOBAHUS JTOKyMeHTO000poTa
B OpraHm3aiys M YUYPSKICHUAX pPasIUIHBIX dopm coberBerHoCTH. PopmMHEpOBaHHE Y  CTYACHTOB
IPAKTAYECKUX HABBIKOB MO CO3/@HHUIO H 06paboTKe JOKYMEHTOB B JallbHEHIIEM OyIeT crocoOCTBOBATh HE
TOIBKO 06OJee YCHEIIHOMY OCBOEHMIO IHMCIMIUINH, H3yHCHHE KOTOPBIX MpeAnosaraeT padoty ¢
JOKYMEHTALUEH, HO 1 MPOXOXKAEHUIO IPaKTHKH Ha 6osee rpaMOTHOM YPOBHE.

3ajaud U3yUSHHUS JUCIUIITIMHEL

- c(pOopMEPOBATH Y CTYIEHTOB IETKOE NPEICTABICHAE O HEOOXOMUMOCTH U POJIA JOKYMEHTHPOBAHUS
B JIESITEILHOCTH OpraHU3allui;

- 03HAKOMETH CTYJCHTOB C OCHOBAMH 3JIEKTPOHHOIO JEIOMPOM3BOACTBA H JIOKYyMEHTO0bopoTa
OpraHu3alyy,;

- O3HAKOMHTH CTYIEHTOB C OCOOCHHOCTAMH 3aIIUTEI cyxkebHOM W KOH(HIEHIMAIBHOMH
uH(OpMaIH, 0GeCIIeYeH s OTKPBITOTO JIOCTYNa IPKAAH K “H(OPMALUK B COOTBETCTBHH C MOJIOKCHUIMU
3aKOHOJATEeNLCTRA;

- HAyYMTH CTYJEHTOB OPMEHTHPOBATHCS B CHTYyalHiX, TpeOyIOLHX H3JaHus COOTBETCTBYIOLIIX
JIOKYMEHTOB.

2. MECTO JUCIUAIJINHBI B CTPYKTYPE OIIOII BO
JucnunuuHa «NeKTPOHHBIR JOKYMEHTOOO0POT» OTHOCHUTCS K IUCIIUIITHHAM 6a30BOM 4acTH.
IIpepeKBU3UTHI JUCIIUIUTHHBL: Wudopmaruka, OCHOBEI YPABJICHYECKOH I€ATCIBHOCTH.

2 8 [LIAHUPYEMBIE PE3YJIbTATBI OBYYEHUSI 11O JUCHUIIJIMHE
[IraHupyeMble  pe3yIbTaTel OOydeHHs IO JIHCIHILIHHE, COOTHECEHHBLIE C IUIAHUPYEMbIMU
pesynsratamu ocsoenus OTTOIT

Kon dhopmMupyeMbIx KOMITETEHLIMH YpoBeHb [TnaHupyemble pe3yJsbTaThbl 00yueHus Mo AUCUHIMINHE
OCBOEHHS XapaKTepHU3yHoLHe Tallbl thopmupoBaHus KOMIMETEHLHH
KOMITIETEHLIMH (noKazaTesiu OCBOEHHs KOMMETEHLIUH)
1 2 3
OK-12 YacTuuHoe - 3HaTh MHCTPYMEHTANbHbIE CPEICTBA KOMIIbIOTEPHbIX TEXHOJIOTHi
CNOCOBHOCTHIO PaboTaTh C OCBOCHHE HH(POPMALMOHHOTO 006CITy)KUBaHUs yIpaBJIeHUECKOM
pasiuHbIMKM HHYOPMALIMOHHBIMH JIeSTeNIbHOCTH;
pecypcamu 1 TEXHOJIOTHAMH, - VMeTb OMpenessiTh HanpaBjeHWs WUCMONb30BaHWs W TEHACHLUH
NPUMEHATb OCHOBHBIE METO/b, pasBuTHs MH(OPMALMOHHO-KOMMYHHKALHOHHBIX TEXHOJIOTHH B
CrocoObl ¥ CPeacTBa MOTyUeHHs, JKOHOMHKE W yTNpaBJIeHNH;
XpaHeHusl, OUCKA, CHCTEMATU3ALUH, - BnageTh HaBblKaMH  HCMOJIb30BaHMA  MH(OPMALMOHHO-
06paboTky U nepenaun uHGopMalnu KOMMYHHMKALMOHHBIX TEXHOJOTHH AN MPUHATHS pelueHuid Ha
YpOBHE YMpaBJieHHs OpraHusaLueit
[1K-42 YacTuyHoe - 3HaTh OCHOBHbIE AKTHI 00 OTBETCTBEHHOCTH 32 YNPABJICHYCCKHE
CIOCOOHOCTBIO TUIAHUPOBATH U OCBOCHHE pelueHus;
OpraHu30BbIBATH CIyXKEOHYO - VMeTb C MO3MLHit ynpaBIeHY€CKO-MPaBOBbIX HOPM
JEATENbHOCTb MOAYHHEHHbIX, aHAJIM3UPOBATh KOHKPETHBIE CUTYALMH, BOSHUKAIOLLKME B
OCYLIECTBIIATb KOHTPOJIb M YUET €€ NOBCEIHEBHOI NMPaKTHKE;
pe3ybTaToB - BnageTb HaBblKaMK MPUMEHEHHS OpraHn3allOHHO-
YNpaBJIeHYECKUX PeLIeHnii B TeKyLuei npodeccuoHanbHoM
JesTeJbHOCTH
[1K-44 YacTuuHoe - 3HaTb HOPMATHBHO-METOIMYECKYIO 0a3y, OCOOEHHOCTH sA3blKa
CMOCOOHOCTBIO OCYIUECTBIATh OCBOEHHE CTHJIS COCTABJIEHHs CITy’KEOHBIX TOKYMEHTOB;
JOKyMEHTaLOHHOE obecneyeHne - YMeTb OpraHW30BbIBaTh [NOKYMEHTaJbHOE COMPOBOXACHHE
yNpaBieHYECKOi AeATENbHOCTH paboTbl B OpraHu3aLusx;
- Bnageth mpakTHYECKMMH HaBbIKAMH COCTaBJIEHMUS, o6paboTku u
paGoThl C JOKYMEHTaUMeH pasiniuiHOro ypoBHs.
[1CK-2 YactuyHoe - 3HaTb OCHOBHbIE HCTOUHHKK HH(OPMALMH MPH NMOJArOTOBKE
CrnoCoOHOCTBIO pa3pabaThiBaTh OCBOEHHUE JIOKAJIbHOM JOKYMEHTALHH;
NpEIOKEHHS AN JTIOKaTILHOM - YMEeTb aHaJIn3upoBaTh MHPOPMAIIHOHHbIE HCTOYHHKH,
JOKYMEHTallMK, 00ecneuBaroLeH - BnameTh HaBblkaMu opraHusauuu cbopa HH(opmauuu ass
(yHKLIHOHMPOBAHHE CUCTEMbI [OArOTOBKM  JOKaNbHOI  JOKYMeHTauuu, —obecredrBarolelt
yIpaBJieH s 3KOHOMHUYECKO (yHKLUMOHUPOBAHHE ~ CHCTEMbl  YMPABIEHHS KOHOMHUUECKON
6€30MacHOCTH 6e30MmacHOCTH




4. OBBEM U CTPYKTYPA JUCIHUILJINHBI

Tpy10eMKOCTb JUCIHIIIHHBI COCTABIIACT 2 3a4eTHBIX €AUHHMIL, 72 yaca

Bunpl yueOHOH
paboThl, BKIIOYAs
CaMOCTOATEIbHYIO
paboTy CTyEHTOB
- ¥ TPYLOEMKOCTb (B DopMbl
= yacax) O6beM yueOHoi TEeKYLUEro
e 3 paGoThl, KOHTPOJIS
Ne HaumMeHOBaHHE TEM W/UIH 3 § E = C NpUMEHEeHHEM yCIeBaeMOCTH,
n/n pa3/IesioB/TeM NMCLMILTHHBI 2 = S é MHTEPAKTHBHbIX hopma
© S < 85| g METOI0B MPOMEXKYTOUYHOI
T E :ﬁ: o Q (B yacax / %) aTTecTaluH
5| 8 é_ @) (no cemecmpam)
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Z <
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S| 38
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1 Tema 1. TloHATHE 3NEKTPOHHOIO 9,2
JIOKyMEHTa u JJNIEKTPOHHOrO | 4 19 0,6 | 0,6 0,8/67
JOKyMeHT0000poTa.

2 |Tema 2. Cucrembl YynpaBjieHuUs 9,2 0,8/67 e
JJIEKTPOHHBIM 4 19 |06 | 06 No 1 ¥
JIOKYMEHTOOOOPOTOM.

9.2 0,8/67

3 Tema 3. CucTembl 3NIEKTPOHHOTO | 20 06 | 06
JIOKyMEHTO000pOTa.

i 9.1 0,8/67

4 Tema 4. Cpencrsa TIpynmoBoi | , 20 0.6 | 0.6 5
paboTEl.

5 Tema 5. Cucrembl ympaBiienusd | , 56 | 06| a8 9,1 0,8/67 PeliTHHT-KOHTPOJIb
0COOLIMU BHAAMU JOKYMEHTOB. ’ ’ Ne2

91 0,7/70

6 |Tema 6. Kopnoparushsie | , 21 05 | 05 .
1H(OPMALMIOHHbBIE CHCTEMBI.

7 |Tema 7. BHenpeHue KOPIOPATHBHBIX | 21 |os | os 9,1 0,7/70 PeiTHHT-KOHTPOJIb
MH(OPMALOHHbBIX CUCTEM. ’ ' Ne3

Bcero 3a [V cemectp: 4 64 5,4/67,5 3ayer

HTOro no AUCUMILUIMHE 64 5,4/67,5 3auer

Conep:kaHue JIEKIIHOHHBIX 3aHATHIA 10 NUCIHILINHE

Tewma 1. TIoHsTHE YIEKTPOHHOTO JIOKYMEHTA H 3JIEKTPOHHOTO IOKYMEHTO000pOTa.

TToHATHE JIEKTPOHHOTO JOKyMeHTa. [IOHATHE 3MEKTPOHHOTO HOKYMEHTO000pOTa. [TpeumyiecTsa u
HEIOCTATKU 3JIEKTPOHHOIO JOKYMEHTA.

Tema 2. CHCTEMBI YIIPABIEHHS JJIEKTPOHHBIM TOKyMEHTOOOO0POTOM.

OCHOBHBIE TIPHHLMIEI PaGOTHI CHCTEM YIPAaBIECHHS SJEKTPOHHBIM JOKYMEHTOOOOPOTOM. Bumpl
CHCTEM 3IIEKTPOHHOTO TOKYMEHTO000pOTa.

Tema 3. CHCTEMBI 3JIEKTPOHHOTO JOKyMEHTO000pOTa.

Tumel  CHCTEM  JJIEKTPOHHOTO  JOKYMEHTO00OpOTa.
JOKYMEHTO0000pOoTa.

Tema 4. Cpencrsa rpynnoBoi paboThlL.

[TonsTHe, MPUHIEIE! paOOoThI. IIprMepsI TPOrpaMMHBIX IIPOAYKTOB.

Tema 5. CucTeMsl yIipaBiieHus 0COOBIMU BUIAMU IOKYMEHTOB.

[loHsTHe, IPUHIMIIE paboThL. PaccMoTperre CTPYKTypsl 1 uHTepdeiica PDM-cucteM.

Tema 6. KopriopatuBHbIle HH()OPMALIMOHHBIE CHCTEMBI.

[Toustie, ocoGeHHOCTH, Moy H. Knaccudukarus KOPIOPaTHBHBIX HH(YOPMAIMOHHBIX CHCTEM.

Tema 7. BHenpeHue KOPIIOPAaTHBHBIX HH(POPMAIOHHBIX CHCTEM.

Bapuants! Baeapenus KHC: npenmymmectsa u Henoctarku. CocTas, LemH U 3a1a9 BHEAPEHNS KucC.

CpaBHEHHE  CHUCTEM  JJIEKTPOHHOTIO

ConeprxaHue NPAKTHYECKHX 3AHATHHA 0 TUCIHUIIHHE
Tema 1. 1C JloxymenTo060poT: M3ydenne uatepphenca CHCTEMBL.



Tema 2. 1C JlokymentoobopoT: BaeceHue B a3y cBeIEHUH O COTPYIHHUKAX M MOJIB30BATCIIAX.
Tema 3. 1C JJokymerToobopot: Co3anue OTAENbHBIX BHAOB I0KYMEHTOB.

Tema 4. 1C JlokyMeHTOOOOPOT: 3ar0HEHUE noJie KapThl JOKYMEHTA.

Tema 5. 1C JlokymeHT0000pOT: PeakTHpOBaHNE daitnos. KoHTpOJIb BepCHil

Tema 6. 1C JIokyMeHTOO00POT: Y IpaBICHUE HOrOBOPaMH C (GopMHpPOBAHHEM CMET.

Tema 7. 1C JJokyMeHTOOOOPOT: YTIPAaBICHUE IPOCKTAMH.

5. OBPA30BATEJIbHBIE TEXHOJIOT'MA
B npernoiaBaHiy NUCLUIUIHHBL «OeKmpPOHHbLU OOKyMeHMo060pOm» UCTIONB3YIOTCS pasHOOOpasHbIe
06pa3oBaTeNbHbIE TEXHONOTHH KaK TPAIMUHOHHBIC, TAaK H C TPHMEHCHHCM AKTUBHBLIX U MHTEPAKTUBHBIX
METOJI0B 00y4EHHS.
AKTHBHBIE i HHTEPAKTHBHBIE METOIbI OOy UCHHS:
—  Humepaxmuenas nexyus (mema Ne 1, 2, 3,
— I'pynnosas ouckyccus (mema Ne I, 2, 3,4,
—  Ponegvie uepvl (mema Ne 3, 4, 6, 7);
—  Tpenunz (mema Ne 5);
—  Ananuz cumyayuii (mema Ne 1, 2, 3, 4,5, 6, 7);
—  Pasz6op rxonxpemnwix cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7).

4,56,7),
3,6, 7);

7)

6. OLIEHOYHBIE CPEJCTBA ISl TEKYLIEIO KOHTPOJISI YCIIEBAEMOCTH,
HPOMEJKYTOUHOI ATTECTALIMY ITO UTOT'AM OCBOEHNSI TUCUUILINHBI 1
VYEEHO-METOIMYECKOE OBECIIEYUEHUE CAMOCTOSITEJILHON PABOTBI
CTYJAEHTOB

Texywjuii KOHMPOJb YCnesaemMocmu.
PeiiTUHr-KOHTPOJIb 1

1. Dnexmpounwiii doxymenm coanacno DedepanbHblil 3aKOH 0N 10.01.2002 Ne 1-®@3 «O6 snekmpoHHOU
YuUGhpoeoti noonucuy - 3mo.
a) 3amMCaHHOE Ha MAIIMHHOM HOCHTEJE JIIEKTPOHHOE COOGIIEHNE, PEKBU3UTHI KOTOPOro O0pOpMIICHBI B
COOTBETCTBHH C HOPMATHBHBIMU TPEOOBAHUSIMH
0) mo6oe coobIeHue, 3ammucKa, TeKCT, 3aMcaHHbI Ha MAITHHHOM HOCHTEJE
B) JIOKYMEHT, B KOTOPOM MH(OpMaIus IpeJCTaBIcHa B 3IEKTPOHHO-IIU(PPOBOH Popme

2. Kaxumu eudamu HOpMAmMueHblX akmoeg pecyiupyencs OOKyMeHmoobopom op2anu3ayuu?
a) BCE OTBETHI BEPHEL,

0) oTpacieBbIMH U MEKOTPACIICBBIMHE;

B) rOCYAapCTBEHHBIMH;

I) TOKaJbLHBIMU aKTaMH OPraHU3aii.

3. Bepno nu ymeepoicoenue, 4mo KGAnUpuyuposanuas u HeKGANUPUYUPOBAHHASL INEKMPOHHAS YUPpPoGble
NOONUCH BLLOAIOMCS 6 CREYUATLHLIX YeHmpax u npedcmasnsiom cobou gieul-Hakonumeno ¢ 3anUCaHHbLM
Ha HeM KoOOM?
a) 1a;
0) HeT.
PeliTHHr-KOHTPOJIb 2
4. Kaxasi u3 nepequcieHHbix cucmem dJ1eKmpoHH020 OOKYMEHmMoobopoma A613emcs ONMUMAanvHou?
a) Lotus Domino.Doc;
6) Jemno;
B) 1C:Apxus;
r) DIRECTUM.

5. Bepno nu ymeepoicoenue, umo cucmema «1C. Tokymenmoo6opomy no3eo.aen 0Cyujecmeisinb paccoliKy
npuenauienuii Ha noceujenue 3anIaHUPOBAHHbIX MEPONPUMULL 6CeM COMPYOHUKAM opeanusayuu?

a) 1a;

0) HeT.



6. ITpoepammnoe obecneuenue Lotus Notes OmHOCUMCA K:

a) cucTeMe yIpaBIeHHs 0COOBIMU BHIAMH JIOKYMCHTOB;

6) cpelcTBaM IPYIIIOBOH paboThL;

B) CHENMAIbHBIM  MOJIYJISIM  YHPAaBJICHHS JOKYMEHTOOOOPOTOM B COCTaBe  KOPMOPATHBHBIX
MH(OPMAIMOHHBIX CHCTEM JIs IIPEAIPUATHH;

I') YHHBEPCAIBHBIM CUCTEMaM 3JIEKTPOHHOTO JIOKyMEHTO000pOTa.

7. Kaxozo u3 6ud08 1eKmpoHHOU Yyugposol NOONUCU He cywecmayem?
a) mpocTas;
0) ropuanyecKas;
B) KB ()UIUPOBAHHA;
I) HeKBaNU(pULIUPOBAHHAS.
Peii THHI-KOHTPOJIb 3
8. Umo u3 nepeuucieHHo20 He OMHOCUMCS K napamempam HOcumeneil 3NeKMpPOHHbIX OOKYMEHMOG6?
a) CTOMMOCTh XpaHeHus 1 merabaiita HHpOpMALHH;
6) BO3MOYKHOCTB OCYIIECTBJIEHHSI TOJHOTEKCTOBOTO TOKCKA;
B) CKOPOCTb JIOCTyIa K MH(POPMAIIHH.

9. I100 cnyvicebHbLM 91eKMPOHHBIM OOKYMEHIMOM NOHUMACTCAL!

4) 3alICaHHOE HA MAUIMHHOM HOCHTENE JJIEKTPOHHOE COOOIICHHE, PEKBU3UTBL KOTOPOTO 0o(hOopMIIEHE! B
COOTBETCTBHMH C HOPMATHBHBIMH TPEOOBAHUIMHU;

0) IOKyMEHT, B KOTOpPOM HH(OpMAIKs IPEJCTABIEHA B 3IEKTPOHHO-IIU(POBOH pOpME;

B) CTPYKTYpHPOBaHHBIH HH(MOPMALMOHHBIA OOBEKT, B COOTBETCTBUE KOTOPOMY MOKET OBITH MOCTaBJIEHA
COBOKYIHOCTB (paiiIoB, XpaHSAIIMXCS HA HAKOUTEIIE KOMIIBIOTEPA,

r) mo6oe cooBIIEHNE, 3aMICKa, TEKCT, 3alMCAHHBIM Ha MAIIHHHOM HOCHTEIE.

10. Bepno nu ymeepoicOenue, umo cucmema «1C. Hoxymenmoobopomy no3eoisem 0cyuecmenins
npocmomp OOKyMeHmos u Qainos ¢ epynnuposKou no pasiudHblM NPUSHAKam (no euoam OOKYMeHmos, no
npoexmam, no omoenam):

a) Jia;
0) HerT.
IIpomesicymoynas, ammecmayus no umo2am 0C0eHUs OUCYUNTUHbL (3auem).
CnHcoK BOIIPOCOB K 3a4€Ty
1. TloHsATHE HOKYMEHTa, JOKYMEHT0000POTA ¥ IIOTOKA JOKYMEHTOB.
2. Mecro COJI B nuHGOPMALIMOHHON CHCTEME TTPENIIPUATHS.
3.  Tumnsl COJI (CHCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa).
4. Knaccupukanus aBTOMaTH3UPOBAHHEIX CUCTEM JCIONPOU3BOACTBA H SJIEKTPOHHOTO

JOKYMEHTO000pOTA.

5. TeHIEHIUHU Pa3BHTHUs CHCTEM 3JIEKTPOHHOIO JOKYMEHTOO00pOTA.

6. JokyMeHT B HHpOPMAIMOHHON crcTeMe. THIIbI TOKyMEHTOB B MH(OPMALHOHHOM CHCTEME: OyMaXKHBIN
JIOKYMEHT, 06pa3 TOKyMEHTa, 3EKTPOHHBIH JTOKYMEHT, CTPYKTYPHPOBAHHEIE JOKYMEHTBL, XML -
[peCTaBICHNE.

7. JHoxyment B CDJI. Co3nanue. Penakruposanue. [ly6nukanus. ApXHBHpPOBaHHUE.

8. Ocuosuble Bo3moxHOocTH COJI: [Torck ToKyMeHTOB. MapuipyTu3aus i KOHTPOJIb HCIIOJHEHHUS.
OT4eTsl.

9. OcHoBHBIE Bo3MOKHOCTH COJI: AIMHUHUCTpUpOBaHUE. BO3MOXKHOCTH COTPYAHUKOB.

10. Ocuosusle Gpynkuuu COJI. Tunossre Tpebopanus k CO/I.

11. TIpenMyIuecTBa BHEAPEHHUS CHCTEMBI JJIEKTPOHHOTO JOKyMEHTOOOO0POTA.

12. Ipu4rHBI aBTOMATH3aLMU. BEIOOp CHCTEMBI aBTOMATH3AIHH.

13. Kpatkuii 0630p phlHKa U KIaccupUKaris miaThopm, npejcTapieHHbX Ha poiake COJI.

14. Cpencrtsa rpymmoBoii paboTEL.

15. Cucremsl yrpaBieHHs] 0COOBIMU BUAAMH JOKYMEHTOB.

16. CrenmanbHbIE MOIYJIH YIIPABICHHS JOKYMEHTOOOOPOTOM B COCTaBE KOPIOPATHBHBIX
HH(POPMAITMOHHBIX CHCTEM



17. KopnopatuBHas HH(POPMALMOHHAs CHCTEMA.

18. CucreMbl aBTOMATH3AIMH JEIOIPOU3BOACTBA.

19. Tloxcucrema apXuBa JOKYMEHTOB, YIIPAaBJIE€HHsI KOHTEHTOM M CPEICTBA CTPYKTYpPH3ALHH.
20. CucTeMbl BBOJA JOKYMEHTOB M CHCTEMBI 00pabOTKK 00pa3oB JOKYMEHTOB

21. TloxcucreMa MapIipyTH3AIHK JOKYMEHTOB U YIPABIICHUS 3a1aHUSIMH.

22. TwuIIBI IPUIIOKEHUH, BHEAPSIEMBIX B paMKax KoprnopatusHod COJI.

23. DnekTpoHHas HU(POBas HOANUCH: IIOHATHE, BUIBI ¥ PEIAEMBIE 3aa4H.

CamocmosmenvHas paboma
Tembl pedepaToB

. ITousTHe MTOKyMEHTa, JOKYMEHTO000POTa U IOTOKA JOKYMEHTOB.
. Ilenu BHEApEHHUS 3JIEKTPOHHOTO JOKYMEHTO000pOTa.
. Mecto C3/1 B uH(OpMALIHOHHON CHCTEME MIPENIIPUATHSL.
. Tuner COJI (cucTeM 3JIEKTPOHHOTO JOKYMEHTO000POTa).
. Kitaccuguxanus aBToMaTu3upOBaHHBIX CUCTEM JEJIONPOU3BOLICTBA U JJIEKTPOHHOIO JOKYMEHTO000POTA.
. TeneHIUH Pa3BUTHS CHCTEM JJIEKTPOHHOIO OKYMEHTOOO0POTA.
. JIokyMeHT B HH(GOPMAI[HOHHOM cucreMe. THUITBI JOKYMEHTOB B HH(OPMALIMOHHON cHcTeMe: OyMaskKHBII
JOKYMEHT, 00pa3 JTIOKYMEHTa, SJIEKTPOHHBIN TOKYMEHT, CTPYKTYPHPOBaHHBIE JOKYMEHTbI, XML —
IpeCTaBlICHUE.
8. Hoxyment B COJI. Co3nanue. PenaktupoBanue. [IyOnukanus. ApXuBUpOBaHUE.
9. TunoBeie komroHeHTH! CO/I: XpaHuHIe KapTodyek (aTpHOyTOB) NTOKYMEHTOB; XPaHUIIUIIE JOKYMEHTOB;
KOMITOHEHTBI, OCYIIECTBIISIOINE OU3HEC-TIOTHKY CHCTEMBI.
10. Ocuousle Bo3moxkHoctu CO/1: [louck nokymeHTOB. MapiipyTu3anus U KOHTPOJIb UCITOJTHEHHSL.
OTueTsl.
11. OcHoBHEle Bo3moxkHOCTH COJI: AIMUHUCTpHUpPOBaHUE. BO3MOXHOCTH COTPYIHHKOB.
12. OcuoBuble pynkuuu CO/I. Tunossie Tpeboanus k COJI.
13. IIpenmyImecTBa BHEAPEHHUS CUCTEMBI SJIEKTPOHHOIO JOKYMEHTO000pOTa.
14. [IpuunHEI aBTOMATH3aUKUU. BEIOOp CHCTEMBI aBTOMATH3AIHH.
15. Kpatkuit 0630p peIHKa B KJIacCH(pHUKAIHS IIaTOPM, IpeACcTaBIeHHbIX Ha peiHke COJI.
16. CpenctBa rpynmnoBoii paboThI.
17. CucteMsl ynpaBieHus! 0COOBIMH BHIaMU JOKYMEHTOB.
18. CneunanbHble MOYJIH YIIPaBJICHUS JOKYMEHTOOOOPOTOM B COCTaBe KOPITOPATHBHBIX
UH(POPMAIIOHHBIX CHCTEM
19. KopnioparuBHas HHpOpMaIHOHHAS CHCTEMA.
20. YHHBepcalbHbIe CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO060pOTa.
21. IloncucreMbl aBTOMaTH3aLUH TOKYMEHTOO0O0pOTA.
22. CucreMbl aBTOMAaTH3alMK JEJIONPOU3BOICTBA.
23. Iloxcucrema apXuBa JOKyMEHTOB, YIIPABICHUS] KOHTEHTOM U CPEICTBA CTPYKTYPH3ALMH.
24. CucreMbl BBOJA JOKYMEHTOB H CHCTEMEI 00paboTKH 00pa3oB JOKYMEHTOB
25. Ilogcucrema MapuIpyTH3aIMH JOKYMEHTOB U YIIPABICHHS 3aIaHUSAMH.
26. CucTeMbl KOMIUIEKCHOH aBTOMATH3aLUH OU3HEC-TTPOLIECCOB.
27. Tunsl NpunoXXKeHUH, BHEAPSIEMBIX B paMKax Kopropatusuoi COJI.
28. ApXMBBI 3JIEKTPOHHBIX IOKYMEHTOB.
29. ABTOMAaTH3aLUs IPOIECCOB KIACCHYECKOTO POCCUIICKOTr0o JOKYMEHTO060pOTa
(mozmepkka JOKyMEHTAIIMOHHOTO obecneyenus yrnpasienus - JJOV).
30. Ucropus Baenpernus CO/I.
31. DnexrponHas muQpoBas MOAMUCH: IOHATHE, BUBI U pPelIaeMble 3a1a4H.

N OB W~

@oHJ1 OLEHOYHBIX CPEJCTB JUIsl IPOBEAEHHS aTTEeCTAllUH YPOBHS C(hOPMHUPOBAHHOCTH KOMIIETEHIIHI
00y4aromuXcst 0 JUCHHUIUTHHE 0(QOPMIISIETCS OTAECIBHEIM JOKYMEHTOM.

7. YYEBHO-METOJINYECKOE U NHOOPMAIIMOHHOE OBECIIEYEHUE
JUCITUITIIAHBI
7.1. Kuuroo6ecneuyeHHoCTh



HaumMeHoBaHHe JIUTEPATYpbl: aBTOP, Ha3BaHHUE,

Ton u3nanus

KHUT'OOBECITEYEHHOCTb

B, oA, HORATENbOIRG KonnuecTBo 3K3eMILISIPOB Hanuuue B
u3nanuii B 6ubnuorexe Bnl'Y B 9NIEKTPOHHOM
coorsercteun ¢ ProC BO oubnuoreke Bal'y
1 2 3 4
OcHoBHas Jiureparypa
1. KysemuHa, Y. B. Jlenonpon3BoacTBO 2017 http://www.iprbooksh
[DnexTpoHHbIii pecypc] : yuebHOe nocodue / op.ru/74718.html
H. B. Ky3bMHHa. — DNEKTPOH. TEKCTOBbIE
JaHHble. — M. : MOCKOBCKHIA
ryMaHuTapHblil yHuBepeutert, 2017. — 128
c. — 978-5-906912-98-5
2. DJIEKTPOHHOE MPaBUTENBCTBO. 2017 http://znanium.com/ca
DNEKTPOHHbIH JOKyMEHTO060pOT. TepMUHbL talog/product/809828
u onpezenenus : yueb. mocodue / C.IO.
Ka6awos. — M. : UHOPA-M, 2017. — 320
c. — (Beiciuee obpasoBanue: bakanaBpuar)
3. CrenaHoBa, E. H. Cucrema 3J1eKTpOHHOTO 2016 http://www.iprbooksh

JIOKyMeHT0060poTa (06J1aUHOE PELEHNE)
[PnexTponHbIi pecype] : yueOHoe nocodue /
E. H. CrenaHoBa. — DJIEKTPOH. TEKCTOBbIE
naHuele. — CapatoB : Ait [lu Op Mezua,
2018. — 182 ¢. — 978-5-4486-0136-1

op.ru/73341.htm

HOHOHHPITCHbHaﬂ JTeparypa

1. llIu6Gaes, JI. B. [IpaBoBO€ peryanpoBaHue
3NIEKTPOHHOrO JOKYMEHT0000pOTa
[DnexTponHbIi pecype] : yueGHoe nocobue /
I. B. [LIn6aeB. — DAEKTPOH. TEKCTOBLIE
naHHble. — CapatoB : By3oBckoe
o6pasosanue, 2016. — 70 c. — 2227-8397

2016

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

2. PeibakoB, A. E. OcHOBbI
JIeJIONpPOM3BOACTBA [DNEKTPOHHBIN pecypc] :
yueOHuk / A. E. PpibakoB. — DNEKTPOH.
TEKCTOBbIE JAaHHble. — MHHCK :
PecnyOnvkaHCKli HHCTUTYT
npodeccuoHansHoro obpazosanus (PHII0),
2016. — 320 c. — 978-985-503-606-8

2016

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

3. Kon¢uaeHuuanbHoe Ae10NpOU3BOACTBO U
3aLULLIEHHbIH 3JIeKTPOHHbIH
JIOKyMEHTOO0OPOT [DNEeKTPOHHBIN pecypce] :
yuebnuk / H. H. Kynsies, A. C. IEMyLUKHH,
A.T. ®abpuunos, T. B. Konzpaiuesa ; noa
pen. H. H. KyHsieB. — DneKkTpoH. TEKCTOBbIE
nanHele. — M. : Jloroc, 2016. — 500 c. —
978-5-98704-711-8

2016

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

7.2. UHTEpHET-pECypPChI

1. Temo-Bepcus nporpammuoro npoxaykra 1C: JloxymeHToo60por - http://v8.1c.ru/doc8/demo/

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIHHUIIJIMHBI

Jns peanuzanyy JaHHOW JUCLUILIMHBI HMMEIOTCS CIIENMAJIbHBIE ITOMEIIEHHS I IIPOBENECHUS
3aHATHH JeKYUOHHO20 MUNA U 3aHAMUL NPAKMUYECK020 MUNd, meKyujeco KOHMpPOas U NpPOMeNCymouHou
ammecmayuu, a makaice nomeujenuss 0 CamoCmosmenbHou pabomel.

[TpakTHyeckue 3aHSTHS IPOBOISTCS B KOMITBIOTEpHOM Kitacce (ayautopust 204-6).

[lepedyeHb UCIOIB3YEMOTO JIMLEH3UOHHOIO IPOrPaMMHOT0 00ECTIEUEHHUS:

nakeT MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.
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