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1. HEJX OCBOEHHUA TUCHHUIIJIMHBI

Llenpto WM3ydYeHHs AUCHHUIUIUHBI «OJNEKTPOHHBIA JOKYMEHTOOOOPOT» SBISETCA IOJNYy4YEHHE U
yriyOlieHrne 3HaHUH O MPUHIUIIAX TOCTPOEHHS JOKYMEHTOB M OCHOBaX (POPMHPOBaHUsI TOKYMEHTO0O0poTa
B OpraHH3alds W YUYPEXKICHHSX pPa3IuuHbIX (GopM coOcTBeHHOCTH. PoOpMHpOBaHHE Y CTYAEHTOB
MPaKTHYECKUX HABBIKOB TI0 CO3/IaHMIO M 00paboTKe NOKYMEHTOB B JaybHeHmeM OyneT criocoOCTBOBaTh He
TOJMBKO OoJiee YCIENIHOMY OCBOEHHMIO JUCLHMIUIMH, H3y4€HHE KOTOpBIX IIpenrnojaraer paboTy ¢
JOKYMEHTAIIHEH, HO M TIPOXO0XICHHUIO IPAaKTHKK Ha 60Jiee rpaMOTHOM YPOBHE.

3amaun U3ydeHHs! TUCIUIITHHBL:

- ¢(OpMHPOBATH Y CTYJIEHTOB YETKOE IPEICTaBIEHUE O HEOOXOAUMOCTH U POJIM JOKYMEHTHPOBAHHUS

B ICATCIIbHOCTH OpraHHSaHHﬁ;
- O3HAKOMHUTB CTYIEHTOB C OCHOBaMH OJIEKTPOHHOI'O ACJIOIPOHU3BOACTBA H I[OKYMCHTOOGOPOTa

OpraHM3aluy;
- O3HAKOMHUTb CTYIEHTOB C OCOOEHHOCTSIMH 3alUTHl CIYXeOHOW U KOH(pUIAECHIHATHHOMN

I/IH(I)OpMaI_II/II/I, obecrieueHust OTKPBITOTO JOCTYIIA rpaXJaH K I/IH(I)OpMaLII/II/I B COOTBETCTBHH C ITOJIOXKCHHUSIMH

3aKOHOAaTCJILCTBA,
- Hay4duTb CTYIACHTOB OPUEHTUPOBATBHCA B CUTYyallUiX, Tp€6YIOIIIHX H3naHusi COOTBETCTBYIOIIUX

JIOKYMEHTOB.

2. MECTO JUCOUIIJIMHBI B CTPYKTYPE OITIOII BO
Jucuuminaa « ONeKTpOHHBIH JOKyMEHTOOO0POTY» OTHOCHTCS K TUCIUIUIMHAM 0a30BOM YaCTH.
IIpepexBusutel nucnuminHel: MHGopmaTuka, OCHOBEI yrpaBieHUECKOMN eI TENLHOCTH.

3. INTAHUPYEMBIE PE3YJIbTATHI OBYUYEHUS 11O JUCIHUIIJINHE
[Inanupyemble pe3ynbTaThl OOYYeHMS IO JHCHHUIUIMHE, COOTHECEHHBIE C IUIAHUPYEMBIMH
pesynbraramu ocBoeHust OITOIT

Kon popmupyembix komneTeHmk VYpoBeHb [Tnanupyemble pe3ynbraThl 00y4€EHHs 10 JUCLMILTHHE
OCBOEHHUS XapaKTePU3YIOLLHE 3Tanbl POPMHUPOBAHUSA KOMIETEHLIMH
KOMMETEHUHH (mokasaresii OCBOCHHSI KOMITETEHLIWH)
/ 2 3
OK-12 YactuuHoe - 3HaTh HHCTPYMEHTaJIbHbIE CPEACTBA KOMIbIOTEPHBIX TEXHONOTHil
CMOCOOHOCTBIO paboTaTh C OCBOEHHE UH(POPMALIMOHHOTO obcyxuBaHus YTIpaBJIEHYECKOH
pasaM4YHBIMM HHYOPMALMOHHBIMH JeATeIbHOCTH;
pecypcaMu U TEXHONOTHSIMH, - YMETb OnpenenaTh HaMpaBieHHs HMCMOJIb30BAHMS U TEHAEHLHUH
MPUMEHATL OCHOBHbIE METOIbI, pasBUTHA HMH(OPMALMOHHO-KOMMYHHKAUHOHHBIX TEXHOJOTHH B
CIOCOOBI ¥ CPEACTBA MONTYUYEHHS, 9KOHOMMKE U yNpaBJieHUH;
XpaHeHHs1, MOUCKa, CHCTEMATH3aLIUH, - Bragets  HaBbIKAMH  HCMOJB30BaHMsl  MH(OPMALEOHHO-
06paboTku u nepenaun uHGopMauuu KOMMYHUKaUMOHHBIX TEXHOJOIMH [JIi NPUHATHS pEIleHui Ha
YPOBHE yNpaBJieHUsl OpraHu3alueii
[TK-42 YacTtuuHoe - 3HaTh OCHOBHEIE aKThl 00 OTBETCTBEHHOCTH 32 YIpaBlIEHYECKHE
CMOCOOHOCTBIO TIAaHUPOBATh U OCBOEHHE peLIeHH s ;
OpPraHHU30BBIBATh CIYKEOHYIO - YMeTb ¢ No3uLuii ynpaBieHYeCcKo-IPpaBOBbIX HOPM
JEATENBHOCTb MOJYMHEHHBIX, aHaNIU3WPOBATh KOHKPETHBIE CUTYaLMH, BOZHUKAIOLIKE B
OCYULIECTBJIATb KOHTPOJIb U YUET €€ MOBCEAHEBHOI1 MPaKTHKE;
pe3yJIbTaToB - BnaneTs HaBbIkaMU MPUMEHEHUS OPraHHU3aLHOHHO-
yTNpaBJIeHUECKHUX PELIeHUH B TeKylell mpodeccHoHanbHoi
JEATEebHOCTH
IK-44 YactuuHoe - 3HaTb HOPMATHBHO-METOAMYECKYIO Ga3y, 0COBEHHOCTH SI3blKa U
CMOCOOHOCTBIO OCYIIECTBJISATH OCBOEHHE CTUJISL COCTABJIEHUS CITY>KEOHBIX NOKYMEHTOB;
JNOKYyMEHTaLMOHHOE obecrieueHune - VYMeTb OpraHu3oBbIBaTb JOKYMEHTAJbHOE COMPOBOXIEHHE
YNPaBIEHYECKOH NeATENbHOCTH paboTbl B OpraHu3almsix;
- Brnajerb npakTuuecKMMH HaBbIKAMH COCTaBJIeHUs, 00paboTKu U
paboTbl C IOKyMeHTaLHUell pasItyHOro YpoBHs.
[1CK-2 YactuuHoe - 3HaTh OCHOBHbIE MCTOUHUKH HH(OPMaLMK MPH MOATOTOBKE
CMOCOOHOCTBIO pa3pabaThiBaTh OCBOEHHE JIOKaJIbHOH JOKYMEHTaLIHH;
NPeUIOKEHHS 15 JIOKaTbHOM - YMeTb aHanu3upoBaTh HH)OPMALHOHHBIE HCTOUHHKH,
NOKyMeHTaluH, obecrevnBaroeit - Bnagers HaBbikamu opranusauuu cGopa MHpOpMAUMH IS
(YHKLUHOHHPOBAHHE CUCTEMBI MOArOTOBKH  JIOKaJbHOH  JOKYMEHTaUWH, OOECreunBaoLLeii
YNpaBJIeHHs! SIKOHOMHUUECKOMH (GYHKUMOHMpPOBaHHE  CHCTEMbI  YMpaBleHHs  IKOHOMHUYECKOL
Ge3onacHOCTH Ge3onacHocTH




4. OBBEM U CTPYKTYPA IUCIUILINHBI
TpynoeMKoCTs TUCLUILUIMHBI COCTABIISIET 2 3aYeTHBIX €IIMHUIIEI, 72 yaca
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1 Tema 1. TloHATHE 31EKTPOHHOrO 9,2
JOKyMEHTa 51 3JIEKTPOHHOTIO | 4 19 0,6 | 0,6 0,8/67
JOKyMeHToobopoTa.

2 Tema 2. Cucremsl yIpaBieHUs 9,2 0,8/67 P
3JIEKTPOHHBIM 4 19 06| 06 1 P
JIOKYMEHTO000pOTOM.

9.2 0,8/67

3 Tema 3. Cucrembl 35€eKTPOHHOrO 4 20 06 | 0.6
JIOKyMeHToobopoTa.

i 9,1 0,8/67

4 Tema 4. Cpenctea rpynnoBoii 4 20 06 | 0.6
paboThl.

5 |Tema 5. Cucremsl ynpaBieHus q o0 |0l gg 9,1 0,8/67 PeifTunr-konTposs
0COOBIMH BHUIAMH JIOKYMEHTOB. ’ ? No2

9,1 0,7/70

6 Tema 6. KopnoparusHsie 4 21 05 | 05 A
MH(OPMALIMOHHbBIE CHCTEMBI.

7 Tema 7. BHeapenne KoprnopaTHBHBIX 9,1 0,7/70 PelTHHr-KOHTpOIIB

P priop 4 | 21 |05 05
MH(OPMALMOHHBIX CHCTEM. ’ Ne3
Bceero 3a IV cemectp: 4 4 64 5,4/67,5 3auer
Hroro no nucuumnimue 4 4 64 5,4/67,5 3ayer

CoaepxaHue JIEKIMOHHBIX 3AHATHIA 110 THCIMILIHHE

Tema 1. [TonsTHE 3]IEKTPOHHOrO JOKYMEHTA H SJIEKTPOHHOTO JOKYMEHTO060pOTa.

IlonsTHE 31EKTPOHHOTO JOKyMeHTa. [loHsTHE SIEKTPOHHOIO NOKyMeHToo60poTa. [IpeuMymiecta u
HEJIOCTaTKH 3JIEKTPOHHOTO TOKYMEHTA.

Tema 2. Cucrems! ynpasiieHus 37TeKTPOHHBIM JIOKyMEHTO00OpPOTOM.

OCHOBHBIE NIPHHIMIEI paGOTHl CHCTEM YIpaBieHHUS SJIEKTPOHHBIM JTOKYMEHTOO00pOTOM. BubI
CHCTEM 3NIEKTPOHHOIO JOKYMEHTOO60POTA.

Tema 3. Cucremsl a51eKTpOHHOTO IOKyMeHTO000poTA.

Tuner  cucTeM  37EKTPOHHOTO JOKyMEHT000OO0pOTA.
JTOKYMEHTO000pOTa.

Tema 4. Cpencra rpynmosoit paGoTsL.

Ionsitie, npuntwmsr pa6oTsr. [lpumeps! porpaMMHBIX IIPOAYKTOB.

Tema 5. Cucrems! ynpasnenust ocoGbIMH BHAAME JIOKYMEHTOB.

[TonsaTue, mpUHIMIIEI paGOTEL. PaccmoTpenue crpykTyper n uHTepdeiica PDM-cucrem.

Tema 6. KopriopaTusHbie HHBOPMAIHOHHBIE CHCTEMBL.

Iousitie, ocobeHHOCTH, MOy ITH. Krnaccndukarus kopnoparupubix HH()OPMAIOHHEIX CHCTEM.

Tema 7. Buenperue KopropaTHBHBIX MH(POPMALUOHHEIX CHCTEM.

Bapuanter Buenpenus KIC: NpenMyInecTsa u Henoctarku. Cocras, ey U 3anauu BEeapenus KUC.

CpaBHeHHME  cHCTEM  BJIEKTPOHHOTO

Copnep:xaHue NPaKTHYECKUX 3AHATHII 0 THCHHILIHHE
Tema 1. 1C JlokymenT0060pOT: HWzyuenne untepdeiica cucremel.



Tema 2. 1C Jloxymentoo60pot: BHecenue B 6a3y cBeeHHI 0 COTPYAHHUKAX U II0JIb30BATENSX.
Tema 3. 1C JloxymenToo6opot: Co3naHue OTIEIbHBIX BUIOB JOKYMEHTOB.

Tema 4. 1C ToxymeHTO060pOT: 3aI0IHEHHUE [OJIEH KapThl JOKYMEHTA.

Tema 5. 1C JlokymenToo6opot: Penaxruposanue ¢aiinos. KonTpons Bepcuit

Tema 6. 1C JlokymMeHTOO60pPOT: YIIpaBieHHe HOroBopamMu ¢ pOPMHPOBAHHEM CMET.

Tema 7. 1C ToxymMeHTOO60DOT: VIIpaBiieHHE IPOEKTAMH.

S. OBPA3OBATEJIBHBIE TEXHOJIOT MU
B npenonasanuy nUCHUILTHEBL «neKmpouHbLil QOKYMEHMO060pomy UCTIOJIB3YIOTCSL pa3HOOOpa3HbIe
00pa3oBaTeNbHbIE TEXHONOTHH KaK TPAIUIMOHHBIE, TAK U C IIPUMEHEHHEM AKTHBHBIX U HHTEPAKTUBHBIX
METOIOB 00yUYeHHS.
AKTUBHBIE H HHTEPAKTHBHbIE METOIBI 00YYEHHUS:
—  Humepaxmusnas nexyus (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Ipynnosas ouckyccus (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Ponesvie uepor (mema Ne 3, 4, 6, 7);
—  TIpenune (mema Ne 5);
—  Awnanuz cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, Tz
— Pasbop xonkpemuvix cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7).

6. OUEHOYHBIE CPEACTBA JUUIsI TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH,
IPOME KYTOYHOM ATTECTALYM [10 UTOTAM OCBOEHWSI TUCIUATLINHLL 1
YYEBHO-METOJUYECKOE OBECITEYEHUE CAMOCTOSITEJBHOMN PABOTEI
CTYJIEHTOB

Texywuii konmpons ycnesaemocmu.
PedTHHr-KOHTpOIL 1

1. Onexmpounwiii dokymenm coznacno Dedepanvuwiii saxon om 10.01.2002 Ne 1-B3 «O6 snexkmponno
Yugposoil noonucuy - smo.
a) 3alHCaHHOE HA MAIIMHHOM HOCHTENE JJEKTPOHHOE COOBLIEHHE, PEKBH3HUTBI KOTOPOTO O(GOPMIIEHBI B
COOTBETCTBUH C HOPMATUBHBIMH TPeOOBAHHUAMH
0) nroboe coobIenne, 3amucKa, TEKCT, 3aIHCAHHBIT HA MAITMHHOM HOCHTEIE
B) JOKYMEHT, B KOTOPOM HH(pOPMAIHUS IIPEACTABIEHA B SJIEKTPOHHO-IM(POBOIL hopme

2. Kaxumu eudamu nopmamusnuvix axmoe pez2ynupyemcs O0Kymenmoobopom opaanusayuu?
a) BCE OTBETHI BEPHHI;

0) OTpacneBbIMU K MEKOTPACIICBBIMH;

B) TOCYIapCTBEHHBIMH,

I) JIOKaTbHBIMH aKTaMH OpPTaHH3aLHi.

3. Bepno nu ymsepoicoenue, umo xeanupuyuposannasn u HeKBANUPUYUPOBAHHAS SNeKMPOHHAR YUDPOBbLE
nOONUCU GbLOAIOMCS 6 CReYUANbHBLX YyeHmpax u npeocmaensiom coboi (hreu-HaKonumens ¢ 3anucanibim
HA HeM KoOoM?
a) na;
0) Her.
PeiiTuHr-KoHTpOIL 2
4. Kaxas us nepequciennuix cucmem anexmpoHH020 O0KyMeHmMOoobopoma A6/5emcsa ONmuManbHo?
a) Lotus Domino.Doc;
6) Heno;
B) 1C:Apxus;
r) DIRECTUM.

J. Bepro nu ymeepaicoenue, umo cucmema «1C. Hoxymenmoobopomy nossonsem ocywecmename paccolixy
npuznauenuil Ha noceuyeHue 3anianUpPOGAHHbIX MEPONPUAIMULL 6CeM COMPYOHUKAM OP2aHU3AYUU?

a) na;

0) HerT.



6. IIpoepammmnoe obecneyenue Lotus Notes omnocumcs K:

a) CUCTEeME yIIpaBJIE€HUsI 0COOBIMU BHIAMHU JOKYMEHTOB;

0) cpeacTBaM IpyIIOBO# pabOTEHI;

B) CIENHAIBGHBIM  MOIYJSM  YIpPaBI€HUS  JOKYMEHTOOOOPOTOM B  COCTaBe€  KOPIOPATHBHBIX
UH()OPMALMOHHBIX CUCTEM JUIS IPEATPUSTHIA;

I') YHEBEPCAJIBHBIM CUCTEMaM 3JIEKTPOHHOT'0 JJOKYMEHTO000poTa.

7. Kaxozo us 61006 anexmponnoil yuposoii noOnucu ne cyujecmeyem?
a) mpocTasi;
0) ropuanUecKas;
B) KBAJTH(UIIUPOBAHHAS;
I') HEKBaJTH(HUIIUPOBAHHAS.
PeiiTHHr-KOHTpPOJIB 3
8. Umo u3 nepevucnenno2o e OMHOCUMCS K NAPAMEMPAM HOCUMENETl JNEKMPOHHBIX OOKYMEHMOB?
a) CTOMMOCTb XpaHeHus | MerabaiiTa HHOpMAIUK;
0) BO3MOXXHOCTb OCYILECTBIIEHHS TIOJIHOTEKCTOBOIO MOMCKA,;
B) CKOPOCTB JIOCTYTIa K HH(OPMALIHH.

9. I1oo cnyoiceOHbIM 9neKMPOHHBIM OOKYMEHMOM NOHUMACMC:

a) 3aliCaHHOE HA MALIMHHOM HOCHTEJE JIEKTPOHHOE COOOLICHHE, PEKBH3MTHI KOTOPOTO oopmteHs! B
COOTBETCTBHHU C HOPMATUBHBIMH TPEOOBaHUAMH;

0) moKyMeHT, B KOTOPOM HH(pOPMALHS PEICTABIEHA B dNEKTPOHHO-IIU(POBOI GopMme;

B) CTPYKTYPUPOBaHHBIH MH(OPMAIMOHHBIN OOBEKT, B COOTBETCTBHE KOTOPOMY MOXET OBITH MOCTABICHA
COBOKYITHOCTb (paiiIoB, XpaHSIIMXCS Ha HAKOMHTEIE KOMITLIOTEDA;

r) mo6oe coolIeHune, 3anucKa, TEKCT, 3alIUCAHHbIH Ha MAITMHEOM HOCHTEE.

10. Bepno nu ymeepoicoenue, umo cucmema «IC. JJokymenmoobopomy» nosgonsem ocyuecmeniamo
NpOCMOMpP OOKYMEHMOB U (PAinog ¢ epynnuUpoBKOLl N0 PAZIUYHBIM NPUSHAKAM (MO GUOaM OOKYMEHmOo8, no
npoexmam, no omoenam):

a) na;
0) HeT.
Ipomesicymounas ammecmayus no umozam oceoenus Oucyuniunsl (3auem).
Crncok BONpocoB K 3auery
1. Ilonstue noxymeHTa, JOKyMEHTOO60POTA U IIOTOKA JOKYMEHTOB.
2. Mecro CO]I B uH(OPMALHOHHOI CHCTEME TIPEIIPUSTHSL.
3. Tumet COJI (cHCTEM 3IEKTPOHHOTO JOKyMEHTO060POTa).
4. Kuaccupukanus aBToMaTH3UPOBAHHBIX CHCTEM JIEIOMPOM3BOCTBA JJIEKTPOHHOTO

JOKyMEHTo00OOopoTa.

5. TenneHuMH pa3BUTHS CHCTEM 3JIEKTPOHHOTO JIOKyMeHTo060poTA.

6. JlokymeHT B HHQOPMAILMOHHOM chcTeMe. THITBI JOKYMEHTOB B UH(POPMALIMOHHOH CHCTEME: OYMaKHBIIT
JIOKYMEHT, 00pa3 IOKyMEeHTa, 3JIeKTPOHHBIH JOKYMEHT, CTPYKTYPUPOBAHHbIE JOKyMeHTbI, XML —
[IpeJICTaBJICHHE.

7. oxyment B CO/I. Coznanue. Pepaxtuposanue. ITy6aukamus. ApXUBHUPOBaHUE.

8. Ocnosurie Bo3moxHOCTH COJI: TIoHCK JOKYMEHTOB. MapipyTusarus 1 KOHTPOJIb HCIIONHEHHUSL.
OTueTsI.

9. Ocuosuble Bo3moxxuocTr COJI: AIMHHHCTPHpPOBaHHE. Bo3MOKHOCTH COTPYIHUKOB.

10. Ocuosubie pynxrmu COJI. Tunossie Tpe6oanus k CJI.

11. TlpenmymecTBa BHEAPEHHUS CUCTEMBI JIEKTPOHHOTO JIOKYMEHTO000pOTA.

12. TlpuuuHb! aBTOMaTH3aUMK. BEIGOP CHCTEMBI aBTOMATH3AIIHL.

13. Kpatkuit 0630p pbirka u kinaccudukarms m1at(opM, IpeCTaBIeHHBIX Ha peike COJI.

14. Cpencrsa rpynmnoBoit paGoTsL.

15. Cucremsl ynpasiienns ocoOBIME BHIAMH JIOKYMEHTOB.

16. CnenmansHble MOy yIIpaBIeHHS JOKYMEHTOOOOPOTOM B COCTaBE KOPIIOPAaTHBHBIX
MH()OPMAIIMOHHEIX CUCTEM



17. KopnoparuBHas uH(pOpMaLHOHHAS CHCTEMA.

18. Cucrembl aBTOMaTH3AINH IETONPOU3BOICTBA.

19. Iloxcucrema apxuBa JOKYMEHTOB, YIPAaBIeHHs! KOHTEHTOM H CPECTBA CTPYKTYpHU3aIlHH.
20. Cucremsl BBOJA IOKYMEHTOB H CHCTEMBI 06pabOTKH 00pa3oB JIOKYMEHTOB

21. Tlomcucrema MapIpyTH3ALUK JOKYMEHTOB H YIIPABICHUS 3aTaHHAMH.

22. Twunsl npuyoKeHuH, BHEAPSIEMBIX B pAMKaX KOPIOPATHBHOM CO/I.

23. DnextponHas m¢pPOBast IOAMKCH: TIOHATHE, BHIB U PEIIaeMble 3aIaui.

Camocmoamenvras paboma
Temb1 pedepaTon

1. IloHsTHE MOKYMEHTa, TOKYMEHTOO60POTA U MOTOKA JOKYMEHTOB.
2. Llenu BHENPEHHs STIEKTPOHHOTO JOKYMEHTOO6OPOTA.
3. Mecto CO/I B MHOPMAIIHOHHOI CHCTEME TPeIPHSTHSL.
4. Tuner COJI (cucTeM 211EKTPOHHOTO JOKYMEHTO060poTa).
5. Knaccudukanus aBToMaTH3MpOBaHHBIX CHCTEM [€OIPOU3BO/ICTBA 1 3JIEKTPOHHOTO IOKYMEHT0000pOTa.
6. TenneHIuy pa3BUTHS CUCTEM 3JIEKTPOHHOTO JOKYMEHT0000pOTA.
7. JlokymeHT B HHQOPMAIIHOHHOI crcTeme. THITBI JOKYMEHTOB B HH()OPMALMOHHON CHCTEME: 6YMasKHBII
JIOKyMEHT, 00pa3 HOKyMEHTa, 3IEKTPOHHBII TOKYMEHT, CTPYKTYPHpOBAHHBIE JIOKyMeHThI, XML —
IIpEJICTaBIICHHE.
8. Hoxyment 8 COJI. Co3nanme. PenaktupoBanue. [TyGnukamus. ApxuBupoBaHue.
9. Tunoseie koMmoHeHTs! CDJI: XpaHHIHILE KapTo4eK (aTpuOyTOB) TOKYMEHTOB; XPAHHUIIHIIIE JIOKYMEHTOB;
KOMIIOHEHTEI, OCYIIECTBIIAIOIINE OH3HEC-IOTHKY CHCTEMBL.
10. OcroBubie BosmoxuOCTH CIJI: [TOHCK TOKYMEHTOB. MapipyTH3anus # KOHTPOJIb HCIIOMHEHHYS.
Otuersr.
11. OcuoBHbIe Bo3moxuoCTH COI: AIMUHACTPUpPOBaHKE. BO3MOXHOCTH COTPYIHUKOB.
12. OcuoBrbie Qpynxunn COJI. Tunossle TpeGoBaHHS K CO[.
13. TlpenmymecTBa BHEAPEHUS CHCTEMBI HJIEKTPOHHOTO JMOKYyMEHTO0O0pOoTa.
14. ITpuunner aBToMaTH3aUMK. BEIGOp CHCTEMBI aBTOMATH3AIIHH.
15. Kpatkuit 0630p peiHka u knaccudukarus m1aT(opM, MPeCTABIEHHBIX Ha phIHKe COJI.
16. Cpencra rpynmnoBoit paGoTeL.
17. Cucrems! ynpasiienus ocoObIME BUIAMH JIOKYMEHTOB.
18. CrenmasnbpHble MOMYIH YIIpaBICHHUS JOKYMEHTOO00POTOM B COCTaBE KOPIIOPATHBHBIX
HUH(POPMALHOHHBIX CHCTEM
19. Kopnoparusras uapopManunontas cucrema.
20. YHuBepCaTbHEIC CHCTEMBI 3JIEKTPOHHOTO IIOKyMEHTOOOO0pOTA.
21. TlomcucteMsl aBTOMaTH3AHH JOKYMEHTO060pOTA.
22. CucteMbl aBTOMATH3ALMH JEJTONPOH3BO/ICTBA.
23. IloxcucTema apXHBa JOKYMEHTOB, YIIPABICHHS KOHTEHTOM U CPEACTBA CTPYKTYPH3ALHH.
24. CucreMsl BBOJIa IOKyMEHTOB H CHCTEMBI 00paboTKK 00pa3oB JOKYMEHTOB
25. Tlopcucrema MapLIpy TH3AIHH TOKYMEHTOB 1 YTpaBIICHHS 3aIaHUAMH.
26. CHCTEMBI KOMILIEKCHOM aBTOMATH3AIMH OH3HEC-TIPOIECCOB.
27. Tunsl IPUTOXKEHHA, BHEAPSEMBIX B paMKax KopriopatuBHO# COJ].
28. ADXHUBBI SJIEKTPOHHBIX TOKYMEHTOB.
29. ABTOMATH3AITHS IPOLIECCOB KNACCHYECKOTO POCCUHCKOro JIOKYMEHTO00O0pOoTa
(moaepkKa TOKYMEHTALHOHHOTO 06eCIeUe IS ynpasienus - JJOVY).
30. Ucropust BHenpenus CO]I.
31. OnexrponHas wH(pPOBas OAMUCE: IOHSTHE, BHIBI H pelaeMble 3a1a4u.

DOHJI OLEHOYHBIX CPEICTB /15l IPOBEACHHS aTTeCTaln YPOBHs CQOPMUPOBAHHOCTH KOMITETEHIIHIL
00y4arOMXCs 110 TUCLUUILTHHE O(GOPMISETCS OTHENbHBIM JIOKYMEHTOM.

7. Y‘IEBHO-METOI[I/I‘IECKOE " HHO®OPMAIIMOHHOE OBECIIEYEHUE
AU CIIUITINHBI
7.1. Kuuroo6ecneyenHocts



HanmeHoBaHue IUTEpaTyphl: aBTOp, HA3BaHUE,

T'on n3panus

KHHUI'OOBECITEYEHHOCTb

BUA H3NAHHA, HINATENBCTEO KonuuecTBo 3k3eMmisipos Hanuyue B
u3naHuii B 6ubnuortexe Bnl'Y B 3JIEKTPOHHOM
cootBerctBUM ¢ DI'OC BO O6ubaunorexke Bnl'Y
1 2 3 4
OcHoBHasl 1uTeparypa
1. Kysemuna, U. B. [lenonpounsBoactso 2017 http://www.iprbooksh
[OnekTpoHHbIii pecypc] : yueGHOe nocobue / op.ru/74718.html
M. B. Ky3bMHHa. — DJIEKTPOH. TEKCTOBbIE
naHHele. — M. : MockoBckuit
ryMaHUTapHblil yHuBepcutet, 2017. — 128
c. — 978-5-906912-98-5
2. DJIEKTPOHHOE MPaBUTENLCTBO. 2017 http://znanium.com/ca
OJIEKTPOHHBIN HOKYMEHTOOGOPOT. TepMHHBI talog/product/809828
1 onpenesenus : yueb. nocobue / C.1I0.
Kabawos. — M. : UH®PA-M, 2017. — 320
¢. — (Beiciuee o6pasoBanue: bakanaspuar)
3. Crenanosa, E. H. Cucrema 351eKTpOHHOrO 2016 http://www.iprbooksh

NoKyMeHToob60opoTa (061aUHOe peleHue)
[OnexTpoHHbIi pecypc] : yuebHoe nocobue /
E. H. CrenaHoBa. — D5eKTpOH. TEKCTOBbIE
naHHble. — CapatoB : Aii [Tu Op Meaua,
2018. — 182 c. — 978-5-4486-0136-1

op.ru/73341.htm

JlonoNIHUTENbHAs JIMTEepaTypa

1. LlIn6aes, /1. B. [1paBoBoe peryanpoBaHie
9NEKTPOHHOr0 JOKYMEHT0060poTa
[DnekTpoHHbIii pecypc] : yuebHoe nocobue /
. B. Illn6aeB. — DnekTpoH. TeKCTOBbIE
naHHele. — CapaToB : By3oBckoe
obpazoBanue, 2016. — 70 c. — 2227-8397

2016

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

2. PeibakoB, A. E. OcHOBEI
AENONPOU3BOACTBA [DNEKTPOHHBII pecypc] :
yuebnuk / A. E. Pr16akoB. — Dj1eKTpoH.
TEKCTOBBIE JaHHbIE. — MHUHCK :
Pecny6aukaHCKHit HHCTUTYT
npodeccuonansHoro obpazosanus (PUITO),
2016. — 320 c. — 978-985-503-606-8

2016

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

3. KonduaenuunansHoe enonpou3BoacTBo 1
SaUUILEHHBIH 3NEKTPOHHBII
AOKYMEHTO000POT [D11eKTpoHHBIi pecypc] :
yuebuuk / H. H. Kyusies, A. C. JIéMyLkuH,
A.T. ®abpuunos, T. B. Konapatuesa ; nox
pen. H. H. KyHsieB. — DnekTpoH. TeKcTOBbIe
JnaHHele. — M. : Jloroc, 2016. — 500 ¢. —
978-5-98704-711-8

2016

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

7.2. UnTepHeT-pecypcehl

1. lemo-Bepcust mporpamMmmuoro mpoaykra 1C: HoxymenToobopor - http://v8.1c.ru/doc8/demo/

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE JAACHUITIINHBI

Jist peanusanum JaHHON NMCHMTUIMHBI HMEIOTCS CIIEIHATbHbIE IIOMEIICHUS Ul IIPOBEAEHHUS
SAHATHH JIeKYUOHHO20 MUNA U 3AHAMUL NPAKMUYECKO20 muna, meKyuye20 KOHmMpONs U NPOMeNCYmMouHol

ammecmayuu, a maxaice nomMeujeHus ons camocmo;zmeﬂbyoz?pa5ombz.

IIpakTHyecKue 3aHATUS TIPOBOISITCS B KOMIIbIOTEPHOM Kitacce (ayautopust 204-6).
IlepeyeHpb HCIIOB3YEMOr0 JIMIEH3HOHHOTO IPOTPaMMHOr0 00eCIICUEHHSI:

naker MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.
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Pabouyro mporpamMmy coctaBui cT. nipenogasatens kad. CY Byrposa O.C.

Penensenrt (mpencraButens paboTomaresis)
MKY «Vnpasnenue rpaxxaaHcKoi 3aiiuThl ropoaa Bragumupay,

HaYaJIbHUK YIIPaBJICHHS benukor b.H
(mecTo paboThl, N1OMKHOCTL, D JIMHCH)
IIporpamma pacecmoTpeHna i og00peHa Ha 3aceanuy Kadempor D -
[Iporokom Ne 1 or_26.95(9 roma // /
3aBenyronmit kapenpoit ICY P il / I'oiixep O.JI.
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(®HO, noarnuce) / /

Pabouast mporpamma paccMOTpeHa H 040OpeHAa HAa 3aCENAaHHH y4eGHO-METOTHUYECKOH KOMHCCHH
HarnpaBnenus 38.05.01 «DxoHoMuueckas 6€30MacHOTEY

I[IpoToxom Ne /i/ or_ 46.0£ 19 rona v
IIpencenarens xoMmuccun Jonnues O.A.
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JIUCT NEPEYTBEPKJIEHMU SI
PAGOYEH ITPOI'PAMMbBI JUCHHUITJIMHDBI

Pabouas nporpamya 0106pena na - i) yUeOHbII 1o
_ Vs |:' '”/ & )
[porokon saceanus kadeapnr No or ()X VY Jkrona
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*abouast nporpaMma 0100pena na gy ROAL _yUueOHBI roj

[lporokou sace anms Kaesppr No 7 OT 3p.0A. 2/ T0]a

3ase/yionii Kadepoii e
P 2
daBovas 1 a2 000 PR T 9 5 A e
aboUA IporpaMma 0100pena Ha 20,22 /o, 4 Y4eOHbIi roj
IpoTokon 3aceanus kapenput No /o7 ot 24 0 €. 22roma
Saseayiomnii kadenpoii M/gg/
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JIMUCT PETUCTPAIIUY U3MEHEHHI
B pabouyto Mporpammy AMCLMILTHHBL
HAUMFEHOBAHHUE
00pa3oBaTebHOM MPOrpaMMBbl HanpaBJIeHHs MOATOTOBKH K00 u Haumenoéanue OI1, HanpaBaeHHOCTb:

HaumMeHo8aHue (YKazamo yposeHb N0O20MOGKU)

Howmep BHeceHbl U3MEHEHHs B 4acTH/pasesibl Hcnonuurens OcHoBaHue
M3MEHEHHs paboueii mporpamMmMbi OHO (Homep W fmata npoTokosa
3aceaaHus Kadenpbl)

3aB. kadenpoii /
[Toonuce DPHO
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