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L. IIEJIM OCBOEHUS JUCLUILIMHEI

[lenpro u3yyeHHs mUCHMMIMHBL «ONEeKTPOHHBIA  I0KyMEHTOO60pOT»  SBIIETCS HOJIyYeHHE K
YrybileHne 3HaHHi O NpHHIHIAX TIOCTPOCHHS IOKYMEHTOB M OCHOBaX (hOpMHUpOBaHHS AOKyMEHTO060pOoTA
B OpraHM3alls H yYpeXICHHAX DasIHYHBIX (OPM COBCTBEHHOCTH. DOpMHPOBAaHHE y CTYIEHTOB
TPAaKTHIECKUX HABBIKOB 10 CO3/AHHMIO H 06pabOTKe JOKYMEHTOB B JalbHEHIIeM OyneT croco6cTBOBATE He
TONBKO 0O0JIEe yCIEIHOMY OCBOEHHMIO AHCUMILIAH, M3y4eHHE KOTOPBIX TpeamonaraeT pabory c
AOKyMEHTAleH, HO ¥ MTPOXOXK/ECHHIO PAKTHKHU Ha 60JIee TPaMOTHOM YpPOBHE.

3anaun U3yYeHHs TUCIUIUIMHBI:

- ChOPMHPOBATH y CTYLEHTOB YeTKOE IIPEACTABICHHE O HEOOXOMMOCTH ¥ POJIH JOKYMEHTHPOBAHHUS
B ICATENLHOCTH OpraHM3allyii;

- OSHAKOMHTE CTYACHTOB C OCHOBAMH 3JIEKTPOHHOTO JETONPOU3BOICTBA U JOKYMEHTO060poTa
OpraHH3al}H;

" OSHAKOMHTB  CTYLCHTOB C OCOOEHHOCTAMH 3amMTHl CIyKeGHOH u KOH(UACHIIMAIBHO
MH(OPMAIHH, 0GECTIEYeHHs OTKPBITOTO AOCTyIa rpaXxaaH K HHYOPMAIIMHE B COOTBETCTBHH C TI0JI0KEHHUSIM
3aKOHOJIATENILCTBA;

- Hay4HTh CTy[ICHTOB ODPHEHTHPOBATHCS B CHTYALMSX, TPEGYIOLIHX H3aHHs COOTBETCTBYIOIHX
JOKYMEHTOB.

2. MECTO JUCHUILIMHBI B CTPYKTYPE OIIOII BO
Hucuunmyna «neKTpoHHbIH HOKYMEHTOOGOPOT)» OTHOCHTCS K JUCIHILTMHAM 6230BOH YaCTH.
IpepexBusuer mucuummusr: Madopmaruka, OCHOBLL YIPABJIEHYECKOH JIEATENLHOCTH.

3. IINIAHUPYEMBIE PE3YJIbTATBI OBYYEHUS IO AUCHUTIIIMHE
Ilnanupyemere pesymsratsl oGyuenms mo AUCIHILIAHE, COOTHECEHHBIE C IUIAHHPYEMBIMH
€3ysibTaTaMu ocBoenus OITOIT

Koxn popmupyembix kommnerenmuit YpoBeHn IInanypyemble pesyabTaTs 00yYeHHMs N0 AUCLIUILIHHE
OCBOEHHUS XapakTepH3YIOLIKe 3Talbl YOPMUPOBAHUS KOMIIETEHIIHT
KOMIIETEHIIUH (rmokasaresiu 0cBOeHHUS KOMITETEHIIUH)
/ 2 3
OK-12 YactuuHoe - 3HaTh HHCTPYMEHTAIbHEIE CPEICTBAa KOMIBIOTEPHBIX TEXHOJOIHH
CIIOCOOHOCTBIO PaboTaTh ¢ OCBOEHHE HH(OPMALMOHHOTO ob6cITy)XuBaHuUs YIpaBIEHYECKOK
Pa3IMYHBIMU HH()OPMALIMOHHBIMH HEATETBHOCTH;
PECYpPCaMH ¥ TEXHOJIOTHAMH, - YMeTh ONpeNeNsTh HANpaBICHHUS HCIOIb30BAHHS K TEHACHIUU
NPUMEHSTh OCHOBHBIE METO/IbL, Pa3BUTHS  MH(OPMALMOHHO-KOMMYHHMKALIMOHHEIX TEXHOIOIMH B
CII0COObI M CPeICTBA MOy eHH s, 3KOHOMHKE U YNpaBJICHUH,
XPaHEHHs], IOUCKA, CHCTEMATH3aLHH, - Bruagmets HaBmKaMH  ucrmomp3oBaHUs HH(DOPMaLKOHHO-
00paloTky U nepesauy HHbOpMALUH KOMMYHHKALMOHHBIX TEXHONOTMH Ui NPUHATHS pelleHMH Ha
YPOBHE yNpaBJIEHHUs OpraHU3alre
I1K-42 YacruyHoe - 3HaTh OCHOBHEIE aKTHI 06 OTBETCTBEHHOCTH 3a YOpaBJleHYeCKue
CIIOCOGHOCTBIO IAHUPOBATH K OCBOEHHE pELIeHHs;
OpraHH30BBIBATE CITyXeOHYIO - YMeTh ¢ mo3uuuit YIPaBJIEHYECKO-IIPaBOBBIX HOPM
AEATEIILHOCTD IO JYMHEHHBIX, aHAIM3UPOBATh KOHKPETHBIE CUTYAINH, BO3HUKAIOIIHE B
OCYIIECTBIISATH KOHTPOJIb H Y4eT ee TIOBCEIHEBHOM MPAKTHKE;
pe3yJIbTaToB - BnapeTs HaBbIKamMu npUMeHeHus OpraHM3alHOHHO-
YUPaBICHICCKUX PEIICHHH B TEKyIUeH MpodhecCHOHANbHOIN
JEATEIbHOCTH
I1K-44 YactuaHoe - 3Hath HOPMATHUBHO-METONMYECKYIO 6a3y, OCOGEHHOCTH s3bIKa U
CHOCOGHOCTBIO OCYIIECTBIIATE OCBOEHHE CTHJIA COCTABJICHHUS CITyKEOHBIX JOKYMEHTOB;
AOKYMEHTaLIHOHHOE obecredeHme - YMeTb OpraHM3oBEIBATH HAOKYMEHTaJILHOE  COMPOBOXIEHHE
YNPaBJICHYECKOH AEATEILHOCTH paboTsl B OpraHm3amnusx;
- Bianets mpakruuecknmu maBbikamu COCTaBJIEHUs, 00paBOTKH u
paboThl ¢ IOKyMeHTaLHel pasnaHOro YPOBHSL.
IICK-2 YactuaHoe - 3HaTh OCHOBHBIE HCTOYHUKH HH(pOPMaLUH [PH TIOArOTOBKE
CIIOCOGHOCTBIO pa3pabaThiBaTh OCBOEHHE JIOKaJIbHOM JIOKYMEHTAIHH;
NPEIUIOKEHHUS IS JIOKAIBHOM - YMETb aHATM3MPOBaTh HH(OPMALHOHHbIE HCTOYHHKH;
AOKyMeHTauuH, obecreduBaromeis - Branets maBeikamu opranmzaimu cbopa uHDOpMamuu s
(yHKUHOHHpOBaHKE cHCTEMBI TIOATOTOBKH  JIOKaJIbHOH — JOKYMEHTaIuH, obecreunBaromeii
YIPaBJICHUS 3KOHOMHYECKOI (yHKIHOHUPOBaHHE  cHCTeMsI YIPaBICHUs]  SKOHOMHUYECKOMH
Ge3omacHocTH Ge3omacHocTH




4. OBBEM U CTPYKTYPA JUCIHUILINHEI
TpyRoeMKOCTb AUCIMIUIMHBI COCTABIIAET 2 3aYeTHBIX SIMHHULIBL, 72 yaca

Bunp! yuebnoi
paboTsl, BKIIOYas
CaMOCTOSATENBHYIO
paboTy CTyneHTOB
o U TPYyIOEMKOCTS (B DopMsI
= qacax) O6beM yuebHoO TEKYLIEro
=y 3 paboTsl, KOHTpOJIA
Ne HanmeHoBanue TeM w/unu 9 § E E C IPUMEHEHHEM YCIIEBAaEMOCTH,
n/n Pa3/ENnoB/TeM TUCLMILTHHEI 3 = =2 I HHTEPaKTHBHBIX ¢bopma
© o o 8 E_ METO/IOB POMEXYTOUHOM
2z S| E| e Q (B wacax / %) aTTecTauuu
E o i O (no cemecmpam)
15
£ &
==

1 Tema 1. TloHsTHE 3MEKTPOHHOrO 4
JOKyMeHTa U 3JIEKTPOHHOIO | 3 1-2 2 2 3/75
IOKYMeHTO060poTa.

2 Tema 2. Cucremsl ynpasnenus 8 6/75 PO U KOO
3JIEKTPOHHbIM 336 | 4| 4 iy P
ZIOKYMEHTOOO0POTOM.

3 Tema 3. Cucremsl 31ekTpoHHOrO 3 7.8 5 5 4 3/75
IOKYMEHTO060poTA.

4 Tema 4. Cpencrea rpymnmosoit 3 9.0 | 2 2 4 3/75
paboTEI.

5 |Tema 5. CucreMbl ympabienus 3 | 1112 | 2 5 4 3/75 PeiiTHHI-KOHTpOIB
0COOBIMM BUIAMH JOKYMEHTOB. No2

6 Tema 6. KopnoparusHsie 3 | 1316 | 4 4 8 6/75
MH(OPMALIMOHHBIE CHCTEMBI.

J Tema 7. BHenpenue koprnopaTiuBHbIX 3 | 1718 | 2 5 4 3/75 PeifTunr-KoHTpos
MH()OPMAIIMOHHBIX CHCTEM. ] Ne3

Bcero 3a III cemecTp: 18 | 18 36 27/75 3ayer

Hroro no mucuuruivae 18 | 18 36 27175 3aver

Coneprxanue JTeKUMOHHBIX 3aHATHIA M0 AHCHMILIHHE
Tema 1. [TousTHE 3]I€KTPOHHOTO TOKYMEHTA 1 3JIEKTPOHHOTO TOKYMEHTOO60pOTA.
Honstre snextporHoro noxymenta. IloHsTre BJIEKTPOHHOTO IOKyMeHTOoo60poTa. [IpeumymecTsa u

HEIOOCTaTKu 3JIEKTPOHHOTO HAOKYMEHTA.

Tema 2. Cucrems! ynpasienus SJICKTPOHHBIM JJOKYMEHTOOGOPOTOM.

OCHOBHBIE TPUHIUIEI PaGOTHI CHCTEM YUPABJICHHUS SJIEKTPOHHBIM JOKYMEHTOOGOPOTOM. Bums!
CHCTEM 3JIEKTPOHHOI'O TOKYMEHTOOGOPOTA.

Tema 3. Cucrems! snexTpoHHOrO JIOKyMEHTO000pOTA.

Tuner  cucreM  3nmexTpoHHOTO AOKyMeHToOOOpoTa.  CpaBHEeHHE  cucTem SIIEKTPOHHOI'O
AOKYMEHTOO60pOTA.

Tema 4. Cpencrsa rpymnmnosoi paboTkL.

IlonsTue, mpuHIMIIEI paGOTEL. [Tpumepb! mporpaMMHBIX IIPOIYKTOB.

Tema 5. Cucrems! ynpaBnenns ocobsmu BHJIaMH JIOKYMEHTOB.

[lonsTue, mpunImmE! paGoTsL. PaccMotpenne ctpykType! u unrepdeiica PDM-cucrem.

Tema 6. KoprioparupHusie MH(OPMAIOHHBIE CHCTEMBL.

IHousre, ocobennocTr, Momyn. Knaccupukanus xopnoparusmsx UH()OPMAIMOHHBIX CHCTEM.
Tema 7. Buenpenne koprnopaTtusHbrx HHPOPMAITHOHHBIX CHCTEM.

BapuanTs! BHepennst KUC: IpeUMYyIIecTBa ¥ HelocTaTku. CocTas, e 1 3a1a4H BHenpeHus KUC.

Conepixanue npakTHYeCKHX 3aHATHIA 1o AHCLHIIHHE
Tema 1. 1C Hoxymentoo6opor: U3yuenue HHTEepdeiica cHCTEMBI.




Tema 2. 1C HoxymenTooGopot: Brecenue B basy cBeneHmii 0 cOTpyaHEKAX K MOJIE30BATEIAX.
Tema 3. 1C HoxymerToo60pot: Co3nanue oTnembHbIX BHJIOB IOKYMEHTOB.

Tema 4. 1C JTokymenToo6opot: 3amomuerse momeii KapThl JOKyMEHTA.

Tema 5. 1C ToxymenTooGopor: PenaktupoBanue ¢aitinos. KonTposns Bepcuit

Tema 6. 1C TokymenT0060pOT: Ynpasnenue norosopamu ¢ (bopmupoBanuem cmer.

Tema 7. 1C JlokymenToo6opor: VYIpapieHue npoeKTamu.

3. OBPA3OBATEJILHBIE TEXHOJIOTUH
B npernionasannu nucnumunE! « Anexmponnwiii O0KyMeHmOo060pom» UCTIOMB3YIOTCS pa3Hoo6pasHbIe
00pasoBaTeNbHbIE TEXHOIOTHH KaK TPAIULHOHHBIE, TAK U C IPUMEHEHUEM aKTHBHBIX U WHTEPAKTUBHBIX
METOZ0B 00y4YeHHs.
AKTHBHbIEC i HHTEPAKTHBHbIE METOEI OGYIECHHS:
— Hnmepaxmuenasn nexyus (mema Ne 1, 2, 3, 4.
— Ipynnosas ouckyccus (mema Ne 1, 2, 3, 4, 5,
— Poneevie ueper (mema Ne 3, 4, 6, sk
— TIpenune (mema Ne 5);
— Ananuz cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Pasbop xouxpemnvix cumyayuii (mema Ne 1, 2, 3,.4,5 6 7).

5,6, 7),
6, 7};

6. OIEHOYHLIE CPEACTBA JJISI TEKYILEIO KOHTPOJISl YCIIEBAEMOCTH,
IPOMEXYTOYHOU ATTECTALIMH 110 HTOT AM OCBOEHHMS TUCIAILINHEL I
YYEBFHO-METOIUYECKOE OBECIIEYEHUE CAMOCTOSITEILHOM PAEOTEL
CTYJEHTOB

Texywuii konmpons ycnesaemocmu,
PelTHHr-KOHTpOJS 1

1. Onexmponnwiii doxymenm coznacno Deoepanvublii 3axon om 10.01.2002 Ne [-®3 «06 9eKMPOHHOU
yupposot noonucuy - smo:
a) 3aIMCaHHOE HAa MAIIMHHOM HOCHTEJE 3NIEKTPOHHOE COOOIUEHHE, PEKBU3HTHI KOTOPOLO obopMIIEHEI B
COOTBETCTBHU C HOPMaTUBHBIMH TPEOOBAHUAMHU
6) mo6oe coobIuenNe, 3anuCcKa, TEKCT, 3aMHCAHHDI Ha MAaIIHHHOM HOCHTEJIE
B) NOKYMEHT, B KOTOPOM HH(bOpMAIHS TIPC/ICTaBIICHA B 3/IEKTPOHHO-IH(BPOBOH (hopme

2. Kaxumu eudamu Hopmamusnwix axmoe pezynupyemcsi 0okymenmoobopom opeanusayuu?
a) BCE OTBETHI BEPHBI;

0) oTpacneBsIME U MEKXOTPACIEBEIMHU;

B) FOCYIapCTBEHHBIMH;

I) JIOKaIBHEIMH aKTAMH OpraHHU3aIHi.

3. Bepmo nu ymeepowcoenue, umo Keanugpuyupoeannas u HeKeanupuyuposannas snexmponnas yughposwie
nOOnUCU 6bIOAIOMCSL 6 CheYUATbHbIX yenmpax u npedcmasisiom coboti Gnews-nakonumens ¢ 3anucanrbim
Ha Hem Kodom?
a) na;
6) Her.
PeiiTuHr-KoHTpOADL 2
4. Kaxas uz nepeyucnennwvix cucmem SNEKMPOHHO20 OOKYMEHMO060POMA A6IAEMCA ONMUMATLHOL?
a) Lotus Domino.Doc;
6) Hdeno;
B) 1C:Apxus;
r) DIRECTUM.

J. Bepno nu ymeepoicoenue, umo cucmema «J C. Hoxymenmoobopomy» nossonsem ocyuecmensime paccuiixy
NPUSRAULE T HA NOCEUeH e 3aNIAHUPOBANHDLX MepONPUSMuULL 6CeM COMPYOHUKaMm opzanuzayuu?

a) na;

6) Her.



6. IIpozpammnoe obecneyenue Lotus Notes omuocumcs k:

a) CHUCTEME YTIpaBIIEHHs 0COGBIMU BHIAMH JIOKYMEHTOB;

6) cpencTBam rpymmoBoii paboTr;

B)  CHENHATBHBIM  MOZYJISIM YIPaBICHHA  NOKYMEHTOOOOPOTOM B  cOCTaBe KOPIIOPaTHBHBIX
MH()OPMAIMOHHEIX CHCTEM IS IPEATIPHSTHH;

T) YHUBEPCATBHBIM CHCTEMAM SJIEKTPOHHOT'O IOKYMEHT0060pOTa.

7. Kakozo u3 6udoe anexmponnoi yughposoti nodnucu ne cyuecmeyem?
a) rmpocrasi;
0) ropuauyeckas;
B) KBTU()HUIIUPOBaHHAS;
T) HEKBaTHQHUIMPOBaHHAS.
PeiiTHHT-KOHTPOJIB 3
8. Umo u3 nepeuucnennozo ne ommocumes x hapamempam nocumeineu s1eKMPOHHBIX OOKYMEHMOE?
a) CTOUMOCTH XpaHeHHs | Merabaiita HHpOpMAIIHH;
6) BO3MOXKHOCTE OCYINECTBIIEHHS IOTHOTEKCTOBOTO IIOUCKa,;
B) CKOPOCTB JIOCTyIa K HH(pOPMALIHH.

9. 1100 cryoicebrvim snexmponnbim OOKYMEHMOM nOHUMAemcs;

a) 3allHCaHHOE HA MAIIMHHOM HOCHTeEJe SJIEKTPOHHOE COOOINECHUE, PEKBH3UTEHI KOTOpOro oopmiieHs! B
COOTBETCTBUH C HOPMATHBHBIMH TPeGOBAHUIMH;

6) moKyMeHT, B KoTopoM MH(pOpMaIIUs IIpe/ICTaBIEHA B SJIEKTPOHHO-LIU(POBO# hopme;

B) CTPYKTYpPHUPOBAHHBIN MH(OPMALHOHHEL! O6BEKT, B COOTBETCTRHE KOTOPOMY MOKET OBITH ITOCTABJIEHA
COBOKYIHOCTb (haisIOB, XpaHAIIUKCS HA HAKOIHUTEIE KOMIIBIOTEPA,;

r) moboe coobmieHwe, 3alliCKa, TEKCT, 3alMCaHHbI HAa MATMHHOM HOCHTEJe.

10. Bepno nu ymeepocoenue, umo cucmema «] C. Hoxymenmoobopom» nossonsem ocywecmename
NpOCMOMp OOKYyMeHmos u (haiinog c ePYNRUPOEKOU NO PAZIUYHbIM NPUIHAKAM (MO 6udam OOKYMeHmos, no
npoekmam, no omoenam):

a) na;

0) HerT.

Ipomesicymounas ammecmayus no umozam 0C60€HUA OUCYUNIUHbL (3a4em).
Crmcok Bonpocos k 3auery
1. Tlonsrne noxymenra, AOKYMEHTOO00POTA U II0TOKA TOKYMEHTOB.
2. Mecro CO/I B uH(OpMALHOHHOI crcTeMe IPEANPUSATHS.
3. Tunsr COJT (cuctem SJIEKTPOHHOI'0 JOKYMEHTO060pOTA).
4. Knaccupukamnus ABTOMaTH3UPOBAHHbIX CHCTEM AEIONPOU3BOCTRA U 3JIEKTPOHHOTO
JOKyMeHTO00O0pOTA.
5. TennmeHuuwm pasButHs cucTem JIEKTPOHHOI'O IOKYMEHTO060pOTA.
6. JIoKyMeHT B HH(MOPMAMOHHO CHCTeMe. Tumsr noxymMenToB B nHpOpManronHOi crcTeme: OyMakHbIH
AOKYMEHT, 06pa3 TOKyMEHTa, 3eKTPOHHHIH AOKYMEHT, CTPYKTYPHPOBAaHHBIE TOKyMEHTEL, XML —
IpE/ICTaBIICHHE.
7. Ioxyment B CDJI. Cosnanue. Penaxtuposanwe. [Ty6mmkanmus. ADXHUBHPOBaHHE.
8. OCHOBHEIE BO3MOKHOCTH CO/I: Towck 10KyMeHTOB. Mapmpyrusanus u KOHTPOJIb UCIIOJIHEHHUS.
Otyertsl.
9. OCHOBHBIE BO3MOXKHOCTH CO/1: Anmuructpupopanue. Bo3MoKHOCTH COTPYIHHKOB.
10. OcHoBHbIe ByHKIHH CO/I. Tunossle TpeGoBanus K Co/I.
11. TIpeumymecrsa BHE/IPEHHUS CHCTEMBI JIIEKTPOHHOTO JOKYMEHT0060pOTA.
12. Tlpw4uner aBTOMaTH3AIMH. Bsi6op cucremsr aBToMaTHzamnuy.
13. Kpatkuii 0630p psinka u KIaccuukanus miatgopm, IPEACTABICHHBIX Ha priHKe COJ.
14. Cpencraa rpynmosoit paboTsl.
15. Cucrems! ynpaBnenus oco6emu BHJIaMH JOKYMEHTOB.
16. Croenmansusie MOZYJIH yIIPAaBIEHHS IOKyMEHTOOOOPOTOM B COCTaBE KOPIIOPaTHBHBIX
HH()OPMAIMOHHBIX CHCTEM



17. KopnopatusHas uH(pOpMALHOHHAS CHCTeMA.

18. Cucremsl aBTOMaTH3AIMH JIE€JIONIPOU3BOICTBA.

19. Iloacucrema apxuBa HOKYMEHTOB, YUPABJICHUS KOHTEHTOM U CPEACTBA CTPYKTYPHU3ALHH.
20. CucreMbI BBOIA JOKYMEHTOB H CHCTEMEL 06paboTKkH 06pa3oB JOKYMEHTOB

21. Tloxcucrema MapmpyTH3anau AOKYMEHTOB U YIPaBJICHHUS 3a1aHHSIMH.

22. Tubl NPUITOXKEHHEH, BHCIPSCMBIX B paMKax KoprnopatusHoi CI]I.

23. DnexTpoHHas HH(pPOBAsL IOAIKCE: IIOHATHE, BUABI M pelIaeMbIe 3aJa4H.

Camocmoamenvnas paboma
Tembl pedeparon

1. ITonsTHE MOKYMEHTA, NOKYMEHTO0OO0POTa U II0TOKA OKYMEHTOB.
2. llenu BHepeHNs 31EKTPOHHOTO IOKyMEHTO000pOTa.
3. Mecto CO/I B MHpOPMAIHOHHOM CHCTEME [PEATPUSTHS.
4. Tuner COJT (cucTeM 31€KTPOHHOTO JOKyMEHTO000pOTA).
5. Knaccuguxanus aBToMaTH3HpOBAHHBIX CHCTEM ACTIONPOU3BOACTBA U 3IEKTPOHHOIO JOKYMEHTOO60POTA.
6. TeH/\eHIMY PAa3BUTHSA CHCTEM SNEKTPOHHOTO JIOKYMEHT00060pOTa.
7. NokyMeHT B HH(OPMAIHOHHO# cucTeMe. THIILL AOKYMEHTOB B HHYOPMAIIMOHHON CHCTeME: GYMaKHBI
AOKyMEHT, 00pa3 JOKyMEHTa, SJIEKTPOHHBIH AOKYMCHT, CTPYKTYPUPOBAHHBIE JTOKYMEHTHI, XML —
IPECTaBICHHE.
8. Moxyment B C3JI. Co3nanue. PenaxrupoBanwue. [Ty6nuxarms. ApxuBuposanue.
9. TunoBse KommonenTsr C/I: XPaHUJTHINE KapTOYeK (aTpUOYTOB) JOKYMEHTOB; XpaHHIIHIIE JIOKyMEHTOB;
KOMIIOHEHTBI, OCYLIECTBIISIOLINE ON3HEC-TIOTUKY CHCTEMBL.
10. OcHoBHele Bo3moxHOCTH COJT: [Touck AOKYMEHTOB. MapuIpyTH3aLus 1 KOHTPOJIb HCTIOTHEHHSL.
OtueTsl.
11. OcHOBHBIE BO3MOXHOCTH COII: Anmunnctpuposanue. Bo3MoxHOCTH COTPYIHHKOB.
12. Ocnosreie ¢pynxuun COJI. Tumonbie TpeboBanus k CH]I.
13. IlpeumyInecTsa BHEAPEHHS CHCTEMBI SJIEKTPOHHOT'0 JOKYMEHT0060pOTa.
14. TIpuunne! aBTOMaTH3AIMH. Bri6op cucremsr aBTOMaTH3 AN,
15. Kparkuit 0630p psIHKa U Knaccuukanms miathopm, MpeCTaBiIeHHbIX Ha peiake COJI.
16. CpenctBa rpynmosoii paGoTsL.
17. Cucrems! ynpaBnenus ocobbmu BHJIaMH JOKYMEHTOB.
18. CnienmansHsle Mopynu ynipasienus AOKYMEHTOOOOPOTOM B COCTaBE KOPIIOPATHBHBIX
MH()OPMAIHOHHEIX CHCTEM
19. Kopniopatusras HH(QOPMAIMOHHAS CHCTEMA.
20. YHuBepcalIbHBIE CHCTEMEI SJIEKTPOHHOT'O IOKYMEHTO060pOTA.
21. TloncucTeMsl aBTOMATH3AIMH JOKyMEHTO00O0pOoTA.
22. CHcTeMbl aBTOMATH3AIHH ZIeJIOIIPOU3BOACTBA.
23. Tlopcuctema apxuBa JOKYMEHTOB, YUIPaBIICHUsI KOHTEHTOM M CPEICTBA CTPYKTYPHU3ALIHH.
24. CucTeMBI BBOJIa TOKYMEHTOB M CHCTEMEI 006paboTku 06pa3oB KOKyMEHTOB
25. Tloncuctema Mapmipy tusamuu JMOKYMEHTOB H YIIDaBJICHHS 3aaHUIMH.
26. CHcTeMBI KOMIUIEKCHOM ABTOMAaTH3aIMU OH3HEC-TIPOLIECCOB.
27. THIIBI IPUITOKEHMIA, BHCIPACMBIX B paMKax KopropatuBHO# COJ].
28. ApXMBEI 5JT€KTPOHHBIX JIOKYMEHTOB.
29. ABToMaTH3aIHS IPOLIECCOB KTACCHIECKOrO POCCHHCKOro JOKyMeHTOO60poTA
(mozepiKKa TOKYMEHTAIMOHHOTO 06eCIe e s ynpasienus - JJOVY).
30. Mcropus BHenpenns CO]I,
31. DnexTpoHHas MUBPOBas MTOMHCE: TIOHSATHE, BUMIBI U PEIIaeMbIe 3aauy.

(DOHJI OLCHOYHBIX CPENCTB IJII IIPOBEACHHS aTTECTAIIUH YPOBHSA C(I)OpMPIpOBa.HHOCTI/I KOMIIETEHIIN I
o6yqalomec;1 II0 JUCLTHUITJIUHE O(bOpMHHeTCSI OTACJIBHEIM AOKYMCHTOM.

7. YlIEBHO-METOI[I/I‘IECKOE U HH®OPMAIIMOHHOE OBECIIEYEHME
JAUCHHUITIUHBI
7.1. Kuuroo6ecnedeHHoCTE



Haumenosauue nurepatypsi: asrop, Ha3BaHHe,

I'on w3panHus L

KHUT'OOBECIIEYEHHOCTD 7

BUIl M3JIaHUS, H3JATEILCTBO
KonwnuecTso sx3emmnnsapos Hanugue B
u3JiaHui B 6ubnuoreke Bnl'V B 9JIEKTPOHHOM
cootBeTcTBUU ¢ PI'OC BO 6ubnmoreke Bal'V
1 [ 2 3 [ 4
L OcHoBHas nuteparypa

1. Ky3smuna, Y. B. [lenonpon3BoacTso 2017 http://www.iprbooksh

[DnexTponHBIi pecypc] : yueGHOE mocoGie / op.ru/74718.html

M. B. Ky3pMHHA. — DI€KTPOH. TEKCTOBBIE

naHHple. — M. : MockoBckuit

TyMaHWTapHBIA yHUBepcuTeT, 2017. — 128

c. — 978-5-906912-98-5

2. DNEeKTPOHHOE NPaBUTEILCTBO. 2017 http://znanium.com/ca

DJIEKTPOHHBIN JOKYMEHTOOBOPOT. TepMHHEI talog/product/809828

u onpeneneHus : yuyeb. mocobue / C.JO.

Kabamos. — M. : FH®PA-M, 2017. — 320

¢. — (BsIciuee o6pasoBaHue: bakanaBpuar)

3. Crenanosa, E. H. Cucrema smextpoHHOr0 2016 http://www.iprbooksh

AOKyMeHTO060poTa (061a4HOE permeHe)
[SnexTpoHHsIii pecypc] : yue6HOE MOCOGHE /
E. H. Crenanopa. — ONEKTPOH. TEKCTOBBIE
Aannple. — CapatoB : Aii [Ty p Menua,
2018. — 182 ¢. — 978-5-4486-0136-1

op.ru/73341.htm

JlononHuTeNbHas TUTepaTypa

1. llu6aes, [1. B. [IpaBoBoe PEryJIupoBaHue
3JIEKTPOHHOr0 JJOKYMEHT0060poTa
[SmekTpoHHBIH pecypc] : y4eOHoe nocobue /
A. B. l1In6aeB. — D1eKTpoH. TEKCTOBbIE
AaHHble. — Capatos : By3osckoe
obpasopanne, 2016. — 70 c. — 2227-8397

2016

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

2. PribakoB, A. E. OcHOBEI
AEI0NPOU3BOACTBA [ DNIEKTPOHHBII pecypc] :
yuebnuk / A. E. Pri6akoB. — ONeKTpoH.
TEKCTOBEIE AaHHbIE. — MUHCK :
Pecny6nukanckwuii HHCTUTYT
NPO(eCCHOHANBHOr0 06pa3oBaHus (PUTTO),
2016. — 320 c. — 978-985-503-606-8

2016

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

3. Konbunenuuansaoe ZEJIONIPOU3BOACTBO U
3aILUILEHHBIN 31€KTPOHHBIH
AOKYMEHTO060pOT [D1eKTPOHHBII pecypc] :
yuebnuk / H. H. Kynses, A. C. JéMymkun,
A.T. ®abpuunos, T. B. Konnpainesa ; mog
pen. H. H. Kyusier. — OJNEeKTPOH. TEKCTOBLIE
HlaHHble. — M. : Jloroc, 2016. — 500 ¢. —
978-5-98704-711-8

2016

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

7.2. AnTepHeT-pecypesI

1. lemo-Bepcust mporpamMmuoro npoaykrta 1C: JlokymeHTo060pOT - http://v8.1c.ru/doc8/demo/

8. MATEPUAJIbHO-TEXHUYECKOE OBECIIEYEHUE TUCIATIJIAHBI

lIJIH peain3anuu  JTaHHOMH HUCLUIUIMHBI HMEIOTCS  CIIe
3aHATHH AEKYUOHHO20 muna u 3auamuil npakmu4eckoeo muna
ammecmayuu, a makoice nomewenus Ous camocmosmenvHou pa60mbz.

[HAIbHBIC IOMEIIEHHs MJIsS IIPOBENCHHUS
Kyuje2o KOHMPONSL U NpoMentcymoynoi

[IpakTHueckue 3ansTHS IIPOBOAATCS. B KOMIIBIOTEPHOM KJIacce (aymuTopus 204-6).
Ilepeyens ncnonksyemoro munensnonnoro IIPOrpaMMHOr0 00ECIIEYEeHH:
naket MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.
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