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1. HIEJA OCBOEHUSA JUCHUIIJIMHBI

[{enblo M3ydeHMs QUCUMIUIHHBI «ODJNEKTPOHHBIH JTOKYMEHTOOOOPOT» SBJSETCS IONYYECHHE H
yriry6lieHre 3HAHHH O TIPHHIUIAX MOCTPOSHHUS JOKYMEHTOB M OCHOBAX (JOpMUPOBAHHS TOKyMEHTOOO0pOTA
B OpraHM3alys M YYPEXKICHUSIX pa3auuHblX (opm cobcTBenHOCTH. DOpMHpOBaHHE Yy CTYACHTOB
TIPAKTHYECKUX HABLIKOB IO CO3JAHMIO U 00paboTKe TOKYMEHTOB B JajibHelIeM OylIeT crocobCcTBOBATh He
TOJNILKO ©OOJIee YCINENIHOMY OCBOGHHIO JHUCIMIUIMH, H3Y4eHHE KOTOPBIX NpeanojaraeT paboTy ¢
JOKYMEHTAIMEH, HO U IPOX0XKICHHUIO IPAKTUKHU Ha O0Jiee TPAMOTHOM YPOBHE.

3aiaun U3yUeHus! AUCLIUIINHBL:

- cOpMHPOBATh y CTYAECHTOB YETKOE IIPECTaBICHUE O HEOOXOIMMOCTH U POJIM JOKYMEHTUPOBAHHUS
B JICSITEIBHOCTH OpraHU3alui;

- O3HAKOMHUTEH CTYJICHTOB C OCHOBAaMH 3JIEKTPOHHOIO [EJIONPOM3BOJACTBA M JOKYMEHTOOOOPOTa
OpraHu3aluy;

-  O3HAKOMHUTH CTYAEHTOB C OCOOEHHOCTSIMH 3aLIMTHI CIYy)K€OHOH H KOH(HUAEHIHATIbHOH
uH(popMaIuu, obecreyeHust OTKPBITOrO TOCTYIIA paXkJaH K HH(OpPMALMH B COOTBETCTBUU C MOJIOKEHUSIMHU
3aKOHO/IATEeNbCTRA;

- Hay4YdTh CTYICHTOB OPHEHTUPOBATHCS B CHUTyalMsX, TPEOYIOIIMX H3TaHUS COOTBETCTBYIOIIHUX
JIOKYMEHTOB.

2 MECTO JUCHUIIJIMHBI B CTPYKTYPE OITIOII BO
Jlucuuminaa «NEeKTPOHHBIH JOKYMEHTO00O0POT» OTHOCUTCS K AUCIHUIIIMHAM BapUaTHBHON YacTH.
[TpepexBu3uThHl qUcUUIIMHEEL: H(pOpMaTHKa.

3. IVIAHUPYEMBIE PE3YJIbTATBI OBYUYEHMUS 110 JUCHUIIJIMHE
[Tnanupyemble pe3ynbTaTbl OOy4eHHs] 10 OUCHUIUIMHE, COOTHECEHHBIE C IUIAaHUPYEMBIMHU
pesynpratamu ocBoeHust OITOIT

Kon hopMupyeMbIX KOMMETEHLM YpoBeHb [Tnanupyembie pe3yabTaTbl O0yUEHUs 110 JUCUMUITTHHE
OCBOEHMUA XapakTrepusytouue ararnbl GOpMUPOBAHUS KOMIETEHLUH
KOMIIETEHLIMH (mokazaTtesnd OCBOSHHMSI KOMIETEHLHH )
1 2 3
OK-12 YactuuHoe - 3HaTb HHCTPYMEHTAJIbHbIE CPEACTBA KOMITLIOTEPHBIX TEXHOJIOTHI
CNOCOOHOCTBIO paboTaTh C OCBOEHHE UH(OPMALMOHHOTO obcnyKuBaHus yHpaBJIeHYECKO
pPa3IUYHBIMU HH)OPMAUMOHHBIMH NeATEeNILHOCTH;
pecypcamMu 1 TEXHOJIOTHAMH, - YMeTb onpenensTb HanpaBf€HWs MCMOJIb30BAHHUS W TEHACHLHH
MPUMEHSTb OCHOBHBIE METO/IbI, pa3BUTHS HMH(POPMALMOHHO-KOMMYHHUKALMOHHBIX TEXHOJIOrUH B
cnocoObl U CPeACTBA MOMYUYEHHUS, 9KOHOMUKE U YNPaBJIEHHUH;
XpaHeHus, Moucka, CUCTeMaTU3aLuH, - BnageTe  HaBblKAMHM  MCMOJIB30BaHUs  HMH(OpMaLMOHHO-
06paboTkH 1 nepenayy HHpopMaun KOMMYHHMKALIMOHHBIX TEXHOJOTMH 11 MNpPHUHATHA pELIeHUHd Ha
YPOBHE yNpaBJieHHs OpraHu3auueii
[1K-44 YacTtuuHoe - 3HaTb HOPMATMBHO-METOAHYECKYHO 0a3y, 0COOEHHOCTH sI3bIKa W
CMOCOOHOCTBIO OCYLIECTBIATD OCBOEHMUE CTUJISl COCTaBJIEHUS CNYXEOHbIX JOKYMEHTOB;
JOKYMEHTallMOHHOe obecreyeHue - YMeTb OpraHu3oBbIBaTb [OKYMEHTAJbHOE COMpPOBOXKIEHHE
yNpaBJeHYeCKOil AesITeNbHOCTH paboThl B OpraHU3aLusX;
- BrageTb mpakTHUECKMMM HaBbIKAMH COCTaBiieHHs, 00pabOTKH U
paboThbl C JOKYMEHTaLHeH pa3IM4HOro YPOBHSI.




4. OBBEM U CTPYKTYPA JUCHUILINHBI
TpyL0eMKOCTh TUCLMIITHHBI COCTABIISICT 3 3aUETHBIX CAMHHLIEL, 108 gaca

Buzsl yueOHOH paboThl,
BKJTIOYas
caMOCTOSITENbHYIO PaboTy
CTY/IEHTOB Dopu:
a M TPY0CMKOCTS (B Yacax) O6bem yuebHOH TEKYILEro
e 3 = paboThl, KOHTpOJIA
Ne HaumeHoBaHue TeM W/UIH 3 § E g C NpUMEHEeHHEM yCIEBaeMOCTH,
n/n pa3nenoB/TeM AMCLUIIIHHBI 5 = 3 |g HHTEPAKTUBHbIX ¢dopma
& o = o | = e METO/I0B NPOMEIKYTOUHOM
2 2| ¥ | = & B uacax / % aTTeCcTalMH
T 5] 2 T O
= g 2 (no cemecmpam)
E| &
= joh
e |8
= =
=

1 Tema 1. IloHsATHE 3IEKTPOHHOIO 14,6
JIOKyMEHTa u 3JIeKTPOHHOrO | 4 19 03] 0,6 0,6/67
JIOKYMEHT0000pOTa.

2 |Tema 2. Cucrembl YynpaBlieHHs 14,6 0,6/67 R
3J1EKTPOHHBIM 4 19 03] 06 Nl P
JIOKYMEHTOOOOPOTOM.

14,6 0,6/67

3 Tema 3. CucTeMbl 3JEKTPOHHOTO | 20 03 | 06
JIOKyMEHT0000pOTa.

i 14,6 0,6/67

4 Tema 4. CpexacrBa rpynmoBoOH | 20 03 | 06
paboTsl.

5 Tema 5. Cuctempl ynpaeneHus | , - a5 | 06 14,6 0,6/67 PeifTHHI-KOHTPOTb
0COOBIMH BHJAMHU JIOKYMEHTOB. - ' ’ Ne2

14,6 0,6/67

6 |Tema 6. Koprioparushbie | , 2 03 | 06
1H(OPMALOHHBIE CHCTEMBL.

7 Tema 7. BHeapeHUe KOPIOpaTUBHbIX 14,4 0,4/67 PEHTHHI-KOHTPOJIb

b priop 4| 21 |02 04
WH(OPMALIOHHBIX CUCTEM. Ne3
Bcero 3a IV cemectp: 2 4 102 4/67 3auer
Htoro no qUCUMILIMHE 2 4 102 4/67 3auer

CopepskaHue JIEKIHOHHBIX 3aHATHI 10 AHCHHUILIHHE

Tewma 1. TTOHSTHE JIEKTPOHHOTO JOKYMEHTA U JIEKTPOHHOTO JJOKyMEHTO000pOTA.

TTOHSTHE SIEKTPOHHOTO IOKyMeHTa. [IOHSITHE 3EeKTPOHHOIO JOKyMEHTO000pOTa. [IpeumyiecTBa U
HEI0CTaTKU 3JIEKTPOHHOI'O JIOKYMEHTA.

Tema 2. CHCTEMBI YIIPABJIEHHUS JJIEKTPOHHBIM JOKYMEHTOOOOPOTOM.

OCHOBHBIE NPHHIHUNBI PabOThl CHCTEM YIIPABICHUS SJICKTPOHHBIM JOKyMEHTO0O0poTOM.  Bujb!
CHCTEM DJIEKTPOHHOTO TOKYMEHTO000pOTA.

Tema 3. CHCTEMBI 2JIEKTPOHHOTO JOKYMEHTO000pOTA.

Tumsl  CHCTEM  BJEKTPOHHOTO  JOKyMeHTooOopora.  CpaBHEHHE  CHCTEM  BJICKTPOHHOIO
IOKYMEHT0000poTa.

Tema 4. Cpencrsa rpynioBoi paboThL.

[ToHsTHE, IPUHIKITE paboThL. IIpuMepEI MPOrPaMMHBIX IIPOTYKTOB.

Tema 5. Cucremsl yrpaBieHUAs! 0COOBIMU BUAAMH JOKYMEHTOB.

[ToHsiTHE, MPUHIHIEI paboThl. PaccMoTpeHne CTPYyKTYpPhI U untepdeiica PDM-cucrem.

Tema 6. KopriopatiBHbIE HHQOPMALMOHHBIE CHCTEMBL.

[Tonsitre, ocoberHoCTH, MoAymH. Kiiaccu(pukanus KOpHOpaTHBHEIX HHPOPMAIHOHHBIX CHCTEM.

Tema 7. BHenpeHue KOPIOPaTHBHAIX HH(YOPMAIHOHHBIX CHCTEM.

BapuanTs! BHenipenus KUC: npenmyinectsa u HenoctaTku. CocTas, LeH U 3a1a4k BHEIPEHUS KHC.

CoaepskaHue NPAKTHYECKHX 3AHATHIA 110 THCUHIINHE
Tema 1. 1C JlokymenToo6opot: V3y4yeHue utepderica CHCTEMBL
Tema 2. 1C JJoxymenTo060poT: BHeceHue B 6a3y CBeIEHUI O COTPYIHUKAX H I10JIb30BATENAX.




Tema 3. 1C JJoxymerToo6opoT: Co3naHue OTACNBHBIX BUJIOB JOKYMEHTOB.

Tema 4. 1C JJokyMeHTOOGOPOT: 3aroIHEHHE MOJIEH KapThl JOKYMEHTA.

Tema 5. 1C JlokymenTooGopot: PepakTipoBanue daitnos. KoHTposib BepcHi

Tema 6. 1C JIokyMeHT0060pOT: YIIpaBIeHHEe I0roBOpamMu ¢ GOPMUPOBAHHEM CMET.
Tema 7. 1C JJokymMeHTO060pOT: YIIpaBjIeHHE MIPOECKTaMH.

5. OBPA30BATEJIbHBIE TEXHOJIOTHHA
B nperoaBaHuy TUCIUILTHHBL «DNeKMPOHHbLI OOKYMeHN0060pony UCIIONB3YIOTCs PasHOOOpa3HbIe
06pa3oBaTeNbHblE TEXHOJIOIUH KAaK TPAAHULMOHHbIE, TaK U C IPHMEHCHHEM AKTHBHBIX H MHTEPAKTHBHBIX
METOJIOB 00yUEHHSI.
AKTHUBHBIE U MHTEPAKTHBHBIE METO (B! 00y JEHHS:
—  Uumepaxmuenas nexyus (mema Ne 1, 2, 3,
— I'pynnoeas ouckyccus (mema Ne 1, 2, 3, 4,
— Ponesvie uzpol (mema Ne 3, 4, 6, 7);
—  Tpenune (mema Ne 5);
—  Ananus cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7);
—  Pazbop xonxpemnwix cumyayui (mema Ne 1, 2, 3, 4, 5, 6, 7).

) 57 ’ 7)’

4
5,6,7);

6. OILIEHOYHBIE CPEACTBA JIsI TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTH,
MPOMEKYTOUYHOM ATTECTALIUM I1O0 UTOT'AM OCBOEHUS JUCHOUINIIMHBI 1
YYEBHO-METOJIUYECKOE OBECHEYEHHE CAMOCTOSITEJIbHON PABOTBI
CTYAEHTOB

Texywuti KOHMPOL YCneeaemocmu.
PeiiTHHr-KOHTPOJIB 1

1. Dnexmpounviii 0oxymenm coenacro Pedepanvuuiii 3akon om 10.01.2002 Ne 1-D3 «O6 snexkmponnou
Yugposoti noonucuy - 3mo:
a) 3alMCAaHHOE HA MAIIMHHOM HOCHTENE SJIEKTPOHHOE COOOLIEHHE, PEKBU3HTBI KOTOPOro O(QOpPMIEHBI B
COOTBETCTBHH C HOPMAaTUBHBIMU TpeOOBaHUAMHU
6) ;moboe coobieHue, 3amrcKa, TeKCT, 3allUCAHHbBIM Ha MAlllMHHOM HOCHUTEIIE
B) JOKYMEHT, B KOTOPOM HH(OpMAIIXs Ipe/ICTaBIeHa B 3JIEKTPOHHO-IUPPOBOH hopme

2. Kaxumu udamu HOpMAMUBHbIX AKmMOG pezyiupyemcs 00KYMeHmoob0pom op2anuzayuu?
a) BCE OTBETHI BEPHBI;

0) oTpacieBbIMH 1 MEKOTPACIIEBBIMH;

B) TOCYAapCTBEHHBIMH;

I') JIOKaJIbHBIMH aKTaMH OpraHu3alui.

3. Bepno nu ymeepoicoenue, 4mo KeaIupuyuposanHas u HeKeatu@QuyuposanHas 21eKmpoHHas yuppoesle
noONUCU 6bIOAIOMCSL 6 CNEYUWLLHBIX YeHMpPax U npedcmagnaiom coboil grew-Hakonumenb ¢ 3anUCAHHbIM
Ha Hem Kooom?
a) 1a;
0) Her.
PeliTUHr-KOHTPOJIb 2
4. Kaxas uz nepeyucieHnvix cucmem 31eKmpoHHO20 OOKYMeHmMOo0b0poma A615emcs ONmumManoHou?
a) Lotus Domino.Doc;
6) Hemno;
B) 1C:Apxus;
r) DIRECTUM.

5. Bepno nu ymeepoicoenue, umo cucmema «1C. Joxymenmoobopomy no3eonsem ocywecmenims paccoliKy
npueiauienutl Ha noceujerue 3anianupOSaHHbLX MEPONPUAMUL 6CeM COMPYOHUKAM OP2AHUZAYUU?

a) 1a;

0) Her.

6. Ilpoepammnoe obecnevenue Lotus Notes omHocumces K:



a) CHCTEME YIPaBJIeHHs 0COOBIMH BUJIAMH JIOKYMEHTOB;

6) cpencTBaM IPyIIOBOH paboTHI;

B)  CHNENMAIbHBIM ~ MOZIYJISM  YNPaBICHUA JIOKYMEHTOOOOpPOTOM B COCTaBe  KOPIOPAaTHBHBIX
MH(pOPMAIMOHHBIX CHCTEM JUISL IPEIPUATHI;

I') YHUBEPCAJIBHBIM CHCTEMAM 3JIEKTPOHHOIO JIOKYMEHTOO00O0pOTA.

7 Kaxo2o u3 6U008 31eKmpoHHOT yu@posotl nNOONUCU He cywecmgyem?
a) mpocTas;
0) ropuaHYecKas;
B) KBaJIH()HLAPOBAHHAS]
r) HeKBaJIM(QUIUPOBAHHAS.
PeifiTHHI-KOHTPOJIb 3
8. Umo u3 nepeyucieHHo20 He OMHOCUMCS K napamempam Hocumeneti SNeKMpPOHHbIX OOKYMEHMOG?
a) CTOMMOCTb XpaHeHus 1 merabaiTa HH(OPMALIUH;
6) BO3MOYKHOCTB OCYIIECTBIIEHHSI [IOJTHOTEKCTOBOIO MOHMCKA,
B) CKOPOCTB JOCTYIA K HH(pOPMALUH.

9. IToo cnyoicebHbIM 21eKMPOHHBIM OOKYMEHNMOM NOHUMAEMCAL.:

a) 3amMCAHHOE HA MAIIWHHOM HOCHUTEJE SJIEKTPOHHOC COOBIIEHHE, PEKBH3HTHI KOTOPOro O(QOpMIICHEI B
COOTBETCTBHHU C HOPMATHBHBIMU TPEOOBAHUSIMH;

6) IOKYMEHT, B KOTOPOM HH(OpMaIus NPE/ICTaBICHa B 371eKTpOHHO-IIU(POBOH PopMme;

B) CTPYKTYpPHPOBAHHBIH MH(MOPMAIMOHHEIH OOBEKT, B COOTBETCTBHE KOTOPOMY MOMKCT OBITH TIOCTaBJIEHA
COBOKYIHOCTH (haifIoB, XpaHSIIUXCs HAa HAKOTIHTENE KOMITBIOTEPA,

r) mo60oe cooBIIeHNe, 3aITICKa, TEKCT, 3aIHCAHHBIH Ha MALIHHHOM HOCHTEIIE.

10. Bepno nu ymeepoicoeHue, umo cucmema «1C. Jloxymenmoobopomy no360.15em O0Cyujecmeisims
npocmomp OOKyMeHmos u paiiog ¢ 2pYNNUPOBKOT NO PA3NUYHBIM NPUSHAKAM (no guoam OOKyMeHmos, no
npoexmam, no 0mMoenam):

a) 1a;
0) HeT.
IIpomesicymounas, ammecmayus no umo2am 0C60eHUs oucyuniunel (3avem,).
CnuCoOK BOIPOCOB K 3a4€Ty
1. TloHsTHe HOKYMEHTA, JOKYMEHTOOOOpOTa M IIOTOKA IOKYMCHTOB.
2. Mecro CO/I B uH(OPMALMOHHON CUCTEME IIPEATPUSTH.
3. Tuner COJI (cucteM 3JIEKTPOHHOIO JOKYMEHTOO00pOTa).
4. KraccuduKamus aBTOMaTH3MPOBAHHBIX CHCTEM JENONPOU3BOJCTBA H JICKTPOHHOTO

JOKYMEHT000O0pOTa.

5. TeHeHLHH PA3BHTHS CUCTEM 3EKTPOHHOTO JOKYMEHTO000POTA.

6. JlokyMeHT B MH(MOPMALMOHHOH cucTeMe. THIIb IOKyMEHTOB B HH(pOPMAIIMOHHOM cHcTeMe: OyMaXKHbIH
JIOKYMEHT, 00pa3 I0KyMEHTa, 3JIeKTPOHHBII JOKYMEHT, CTPYKTYPHPOBaHHEIC IOKYMEHTEL, XML -
pEe/ICTaBICHHE.

7. Joxyment B COJI. Coznanue. PeakTHpOBaHHE. [Ty6onukanus. ApXuBHpPOBAHUE.

8. OcuosHble BozmoxkHoctd CDJI: TTonuck qOKyMeHTOB. MapiipyTu3anus 1 KOHTPOJIb HCTIOTHCHHA.
OTueTHl.

9. OcHoBubIe Bo3MoxuocTH CDJI: AMUHHCTpUPOBaHHE. BO3MOKHOCTH COTPYAHHMKOB.

10. Ocuosusle pynxmuu COJI. Tunossie Tpebosanus k CO/I.

11. TlpeumyIinecTBa BHEAPEHUS CHCTEMBI JJIEKTPOHHOTO JIOKyMEHTO000pOoTa.

12. TIpu4uHbI aBTOMATH3aIUK. BHI6Op CHCTEMBI aBTOMATH3ALIHH.

13. KpaTkuii 0630p phIHKa U KIacCHpUKaIus rm1aTdhopm, MPEICTABICHHBIX Ha PIHKE CIJl,

14. Cpencrsa rpynmnoBoil paboThI.

15. CucreMsl yrpasieHus 0COObIME BUIAMH IOKYMEHTOB.

16. CrenuanbHble MOYJIH YIPABICHUS JOKYMEHTOOO0POTOM B COCTABE KOPIIOPATHBHBIX
HH(GOPMALOHHBIX CHCTEM

17. KopmopariBHas HHQOpPMAIIMOHHAS CHCTEMA.



18. CucreMbl aBTOMATH3aMK JETOPON3BOICTBA.

19. TlomcucreMa apXuBa TOKyMEHTOB, YIPABJIEHHSI KOHTEHTOM U CPEACTBA CTPYKTYPHU3ALHH.
20. CHcTeMbl BBOJA JOKYMEHTOB M CHCTEMBI 00paboTKH 00pa3oB JIOKYMEHTOB

21. IToxcucTeMa MapLIpyTH3ALHU JOKYMEHTOB U YIIPaBJICHUS 3alaHHAMH.

22. Tumel MPUIOKEHHUH, BHEAPSIEMBIX B pAMKaX xoprioparuBHoi COJI.

23. DrexTpoHHas K(pOBasi MOANKCEH: HOHITHE, BUIBI U PEIIacMbIC 3a1a TH.

Camocmosmenvras paboma
Tempbl pedepaTon

1. TToHsATHE TOKYMEHTA, TOKYMEHTO000pOTa U IOTOKA NOKYMEHTOB.
2. Llemnu BHEIPEHHUS JIEKTPOHHOTO TOKyMEHTOO00POTA.
3. Mecto CDJ] B uH(GOPMAITMOHHON CHCTEME ITPEIIPUSATHSL.
4. Turst COJI (cHCTEM 3IEKTPOHHOIO JIOKyMEHTOO00pOTa).
5. Knaccuuxays aBTOMaTH3HPOBAHHBIX CUCTEM AETIONPOU3BOICTBA 1 SICKTPOHHOIO JOKyMEHT000O0pOTa.
6. TeHIECHIMH PA3BUTHS CHCTEM 3JICKTPOHHOTO JOKYMEHTO000POTA.
7. JIokyMeHT B MH(QOpMAIHOHHOM cucTeMe. THITBI JOKYMEHTOB B HH(pOPMALHOHHON cHcTeMe: OyMaXHbIH
JIOKYMEHT, 06pa3 TOKyMEHTa, JJIEKTPOHHBIH JIOKYMEHT, CTPYKTYPHPOBaHHBIC JOKYMEHTEL, XML -
IpeCTaBICHHE.
8. Jloxyment B COJI. Cosnanue. Penakruposanue. [lyGiukanus. ApXHBHPOBAHHE.
9. Tumnossle kommoreHTsl CDJI: XpaHUIHIIe KapTouek (aTpubyTOB) TOKYMEHTOB; XPaHUIIMIIE TOKYMEHTOB;
KOMITOHEHTBI, OCYLIECTBIISIOLINE OU3HEC-TIOTUKY CHCTEMBL
10. OcuoBuble Bo3MoxxHocTH COJI: TTorck TOKyMEHTOB. MapuipyTu3aius i KOHTPOJIb HCIIOJTHEHHUA.
OT4eTsl.
11. Ocrouble Bo3moxHOcTH COJI: AIMUHHCTPHPOBaHHE. BO3MOKHOCTH COTPYAHUKOB.
12. Ocuosusle pynkuun CI/I. Tumossie Tpebosanus k CI/L.
13. TIperMyInecTBa BHEAPEHUS CHCTEMBI JJIEKTPOHHOTO JIOKYMEHTO000poTa.
14. TIlpuunHbl aBTOMATH3aLUK. BIOOp CHCTEMBI aBTOMaTH3aLMH.
15. Kparxuit 0630p pbIHKa U KiaccHpuKaius miathopm, MpeACTaBIEHHbIX Ha PhIHKE CO/I.
16. Cpencrsa rpynnoBoil paboTEL
17. CucreMbl yripaBiIeHHs] OCOOBIMU BHIAMH JOKYMEHTOB.
18. CrienpanbHbIe MOYJIM yIIPABIECHHS JOKYMEHTO00OPOTOM B COCTaBe KOPIIOPATHBHEIX
HH(OPMAITMOHHBIX CHCTEM
19. KopriopatuBHas HHQOpMALMOHHAS CHCTEMA.
20. YHHBepCalbHbIE CHCTEMBI 3IEKTPOHHOTO JOKYMEHTOO00pOTA.
21. INomcucTeMBl aBTOMATH3ALKH JOKYMEHTOO00pOTA.
22. CucTeMbl aBTOMATH3aLUH AEIOIPOU3BOACTBA.
23. IToxcucTema apxuBa JJOKyMEHTOB, YIPABJIEHHs KOHTEHTOM M CPEACTBA CTPYKTYPHU3ALUH.
24. CucteMbl BBOJIA IOKYMEHTOB M CHCTEMbI 00paboTku 00pa3oB TOKYMEHTOB
25. ITopcucreMa MapiipyTH3ALHK JOKYMEHTOB U YIPaBJICHUS 3a1aHUAMH.
26. CucTeMbl KOMIUIEKCHOM aBTOMAaTH3aLUH OM3HEC-TIPOLIECCOB.
27. THIIBI IPHUIOKEHHUiT, BHEAPSIEMBIX B paMKax kKopriopatuHoit CO/L.
28. ApXHUBBI 3JIEKTPOHHBIX JTOKYMEHTOB.
29. ABTOMATH3aIHMS IPOLECCOB KIACCHYIECKOT0 POCCHHCKOro JOKyMEHTO060pOTa
(ofUIepIKKA TOKYMEHTAIMOHHOr0 obecnedenus ynpasnenus - [IOY).
30. Ucropus Baeapenust CO/I.
31. DnextporHast U(ppoBas NMOJNUCH: IIOHATHE, BUMBL U PELIACMBIE 3a/1a4H.

DOH]I OLIEHOYHBIX CPECTB IS MIPOBEICHHS aTTeCTalluK YPOBHSA C(HOPMUPOBAHHOCTH KOMIETCHIMH
00yJarOIMXCSI [0 IUCLUIIINHE 0(QOPMIISAETCS OTAEIBHBIM TOKYMEHTOM.



7. YYEBHO-METO/JUYECKOE U THOOPMAIIMOHHOE OBECIIEYEHHUE

JACHUTIJINHBI
7.1. Kuuroo6ecne4eHHOCTh
HauMeHOBaHKE IMTepaTyphbl: aBTOP, HA3BAHUE, BUJ [on KHHUTI'OOBECIIEYHEHHOCTD
BRI, MeZ A CERIRS HaRH KosnuecTBO 9K3EMILISPOB Hanuuue B
n3nauuii B 6ubnuorexe Bal'Y B JNIEKTPOHHOM
coorsercteun ¢ PIrOC BO oubnuorexke Bal'yY
1 2 3 4
OcHoBHasl auTeparypa

1. Ky3bmuHa, Y. B. Jlenonpon3BoacTso 2017 http://www.iprbooksh
[SnexTpoHHsli pecypc] : yuebHoe nocobue / M. B. op.ru/74718.html
Ky3bMuHa. — DJIEKTPOH. TEKCTOBbIC AaHHbIE. —
M. : MOCKOBCKHUIi T'yMaHUTapHbli YHUBEPCUTET,
2017. — 128 ¢. — 978-5-906912-98-5
2. DNEKTPOHHOE MPaBUTENIBCTBO. DNEKTPOHHbIH 2017 http://znanium.com/ca
JOKYMeHTO060poT. TepMHUHbI U ONpeaeseH s talog/product/809828
yue6. nocobue / C.10. Kabawos. — M. : UTHDPA-
M, 2017. — 320 ¢. — (Bbliciuiee 0OpazoBaHue:
bakanaspuar)
3. CrenanoBa, E. H. Cuctema 2J1€KTPOHHOIO 2016 http://www.iprbooksh

JIOKyMeHT0060poTa (00J1auHOe peLieHKe)
[DnexTpoHHblii pecypc] : yuebHoe nocobue / E. H.
CrenaHoBa. — DJEKTPOH. TEKCTOBbIE JaHHbIE. —
Caparos : Aii [Tu Op Meaua, 2018. — 182 ¢c. —
978-5-4486-0136-1

op.ru/73341.htm

JlononHuTeNbHas IMTEpaTypa

1. llInbaes, [I. B. [IpaBoBoe perynupoBaHue
37IEKTPOHHOTO J0KYMEHTO000pOTa [DNEKTPOHHbIN
pecypc] : yue6Hoe nocobue / 1. B. IlInGaes. —
DNeKTPOH. TeKCTOBbIE AaHHble. — CapaTos :
Bysosckoe o6pasosatue, 2016. — 70 ¢. — 2227-
8397

2016

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

2. PribakoB, A. E. OcHOBbI I€10MPOU3BOACTBA
[DnekTpoHHbIH pecypc] : yueOHHK / A. E.
Pri0akoB. — DJIEKTPOH. TEKCTOBLIE JaHHbIC. —
MuHck : PecnyOnukaHCKuii HHCTUTYT
npodeccuonansHoro obpaszosanus (PMII0), 2016.
— 320 ¢. — 978-985-503-606-8

2016

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

3. KoH¢uaeHranbHoe Aen0npou3BOACTBO U
3aLIMLLEHHBIH 3NEKTPOHHbBIN JOKYMEHTOO0OPOT
[DnekTpoHHblii pecype] : yuebuuk / H. H. Kynses,
A. C. JIémywikuH, A. T'. ®abpuyHos, T. B.
Konppawesa ; noa pea. H. H. Kynses. —
DNeKTpOH. TekcToBbIe AaHHble. — M. : Jloroc,
2016. — 500 ¢c. — 978-5-98704-711-8

2016

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

7.2. UnTEepHET-pecypChbl

1. lemo-Bepcus mporpammuoro npoaykra 1C: JlokyMeHT0060poT - http://v8.1¢.ru/doc8/demo/

8. MATEPUAJIbHO-TEXHUYECKOE OBECIIEYEHHME JUCIUATIIAHBI

HHH peainu3annuu J]aHHOﬁ JUCLUINIMHBI HMMEIOTCS CIICHHAJIBHBIC IIOMCIICHHSA JIsI IIPOBEACHUS
3AHATUH JIEKYUOHHO20 muna u 3AHSIMUT npakmu4eckoeo mund, mexKyujeco KOHmpoJisi u npOMeJ/cymouHoit
ammecmayuu, a makotce NomeleHusl o CCIJWOCI’}’IO}lmeﬂbHOiZ pa6ombz.

[IpaKTHYIECKUE 3aHATHA POBOATCSA B KOMIIBIOTEPHOM Kilacce (ayauTopus 204-0).

HepequL HCIIOJIB3YEMOTO JIUIICH3NOHHOI'O IIPpOrpaMMHOTO oOecrieyeHus:

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




PaGouyio IporpaMMy COCTABHIL CT. Ipenojapareis kap. SCY (-O W Byrposa O.C.
(ouo, néﬂ—rﬁl%)/

PerensenT (mpeacTaBuTeNs paboToAaTeN)
MKY «YnpapieHne rpaxIaHcKol 3amuThl ropona Biaxumupay,

HaYaJIbHUK YIIPABJIEHUS benuxos b.H
(MecTto paboTsl, nomKkHOCTL, PHO, NHCh)

TIporpamMma paccMOTpPeHa 1 0100peHa Ha 3acelaHiH KadeIpsl 3C
TTpotokon Ne or 02,09 Jel{ roma
3asenyroumii kadenpoit OCY . Ioiixep O.JI.

(®VO, nonmuésy—— 7
PaGouas mporpaMma paccMOTpeHa M O0JoOpeHa Ha 3aceJaHuH y4eOHO-METOAMYECKOH KOMHCCHH
nanpasnenus 38.05.01 «DxoHOMUYEcKas OE30MaCHOTHY
[TpoToxom Ne oT CE’OQQLJX roja %ﬂg
[Ipencenaresnb KOMHCCHH ~ JlonuyeB O.A.
(®UO, noanwucs)




JINCT PETUCTPALIIMY U3MEHEHUN
B paboyvyIo MPOrpamMMy JAMCLMIIHHbI
HAHMEHOBAHHE
06pa30oBaTeIbHOM MPOrpamMMbl HANPABICHHUs IOATOTOBKH K00 u Haumenoganue OII, HanpapJeHHOCTb!

HauMeHoBanue (YKazamov ypoeeHs no020MoGKuU)

Homep BHeceHbl K3MEHEHHs B YaCTH/pa3aebl Hcnonuurens OcHoBaHue
HW3MEHEeHHs paboyei mporpaMmbl 015(0) (HoMep U JaTa NpoTOKOJIa
3acenaHus kadeapsl)

3aB. xadeapoii /
[Toonuce DPHO




JIMCT MEPEYTBEPACIEHWSI
PAGOYEN ITPOIPAMMBbBI JIHCIHITJIMHBI

- - g / / —
Pabouast nporpamaa 0100pena Ha _QQ/J §~O020 yueOHDIH ron
[TpoTokon 3acenanus kapeapnl No / ordb 09 0{20/9 roja
3aBenyrouni

ragerpor —Rvwy

~ ~ [ ' ~ ~
Pabouast nporpasma o100peHa Ha (QQQOMJO;M yucOHbBIH roa
[TpoTokon 3aceaanus kadepor No 4 oT 00?_()9. QO,?,Oroaa
3aBeayloLu it

xa(eapoi 44«, w
<~
Padouas nporpasiia o100peia Ha QKB[OZOLXOL VUeOHBHT roj

[Tporokon 3ace s kadeapnr No or 3008 0 fona

3aBe Yo
Kaepoit gﬁffv




JUCT HEPEYTBEPKIEHHSI
PABOYEU ITPOI'PAMMBI AU CLHHUITJIMHBI

Pabouast mporpamma oio0peHa Ha LE4L 20 A3 yueOHbli rog
[TpoTokoi 3acenanus kadenpst N/ OT ALY 0g 2)rOoNna

3apenyromuii kageapoit A,
(7= 7%

PaGouast nporpamma ojo00peHa Ha yueOHbIH T
[TpoTtoxoin 3acenanust kageapnl No oT roja
3aseayrouuii kadeapoit

Pabouast nporpamma oj1o0pena Ha yueOHbI roj
[TpoTokoun 3acenanus Kapeapn No oT roja
3aBenyrouuit kadeapoi




