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1. IEJA OCBOEHUS AUCHUATLINHBI

Uenpto wu3ywenms mucnummne: «ONeKTPOHHBII AOKYMEHTOO00POT» ABNISCTCS MONyYeHHE |
yriyOneHune 3HaHHMI 0 IPHHIMTAX TIOCTPOCHHUS IOKYMEHTOB M OCHOBaX (hOPMHpOBaHHUS AOKYMEHT0000pOTA
B OPraHM3allkisd M YYPEKACHHAX Ppa3IHUHBIX Gopm coberBeHHOCTH. DOpMHPOBaHHE y CTYIEHTOB
TIPAKTHICCKUX HABBIKOB I10 CO3JaHUIO M 0OpaboTke AOKYMCHTOB B JallbHEHIIEM OyaeT crmocoOGCcTBOBATE He
TOJILKO  OOJIee  yCIEMIHOMY —OCBOGHHIO AUCIHIIIMH, HM3YYEHHE KOTOPHIX IPEAIIoNaraer paboty ¢
AOKYMEHTALMEH, HO U IPOXOIKAEHHIO [IPAKTHKU Ha GoTee I'PaAMOTHOM YPOBHE.

3amauu U3ydeHHs QUCIUILIHHEL:

- COPMHPOBATE Y CTYIEHTOB YeTKOe TIIPEACTABICHHE O HEOOXOMUMOCTH H POJIH JOKYMEHTHPOBAHHUS
B IEATEILHOCTH OpraHU3aIHii;

- OSHAKOMHTE CTY[IEHTOB C OCHOBAMH 3IeKTPOHHOIO ACTIONPOU3BOACTBA M OKyMEHTOOO0pOTA
OpraHHU3aIuy;

- OSHAaKOMHTb CTyJCHTOB C OCOOEHHOCTSIMH 3aI[UTHI CIyXeOHOH ¥ KOH(UIEHIMATHHON
HHpOpMaImy, obecedeHus OTKPBITOTO AOCTYMNa IrpakiaH K HHYOPMALIMH B COOTBETCTBHH ¢ OJIOXKECHUAMHI
3aKOHOJATENILCTBA,;

- HayduTb CTYLACHTOB OPHEHTHPOBATHCS B CHTYAIHSAX, TpeOYIOINX H3NaHus COOTBETCTBYIOILUX
JOKYMEHTOB.

2, MECTO TUCHUTIIUHBI B CTPYKTYPE OIIOIT BO
Auctmmina «nexTpoHHbI AOKYMEHTO000POT» OTHOCHTCS K AMCIIHILTHHAM 0a30B0i1 yacTw.
[IpepexBu3uTE! MUCHUTIMHEL: Hudopmarrka, OcHOBEI YIPaBICHYECKOU AESITENHLHOCTH.

< 8 INIAHUPYEMBIE PE3YJIbTATHI OBYYEHMS 1O JTUCLUILINHE
IInanupyemsie pesymbrarsr OOy4YeHHs 10 [HCHHIIHHE, COOTHECEHHEIE C IUIAHUPYEMBIMH
pe3ynpTaTamu ocBoerus OITOIT

Kox dopmupyemsix komnerenumii VYporens [Inanupyemsie pesynbrarsi 00y4eHHs Mo AUCLUILIHHE
OCBOEHHS XapaKTepHU3YIOLIKE ITalbl HOPMUPOBAHHS KOMITETEHIH I
KOMIIETEHLIHH (mokasarenu ocBoeHus KOMITCTEHLIHH)
b 2 3
OK-12 Yactuunoe - 3HaTh MHCTPYMEHTANIbHBIE CPeACTBA KOMIIBIOTEPHBIX TEXHOIOTH
CMOCOGHOCTHIO paboTath ¢ OCBOEHHE HH(POPMALHOHHOTO o6cmyxuBanHys YTpPaBIeHYECKOH
PasIMYHBIMH HH)OPMAHOHHBIMU HEATEBHOCTH;
PeCypcamMu ¥ TEXHOIOTUAMH, - YMeTb ompenensTe HampasieHus UCIIOJIb30BAHMS M TEHIEHIMU
TPUMEHATH OCHOBHBIE METOIB, Pa3BUTHA  HHPOPMALMOHHO-KOMMYHHKAIIMOHHbIX TEXHOJIOTHH B
CrocoGbl U CpeACTBa MOy YeHH s, 9KOHOMMUKE H YNPaBJIEHUH;
XPaHEHHH, MIOUCKA, CHCTEMATH3aLHH, - Brnagers  HaBoikamm  mcnonbzoBanus HH(pOpPMaMOHHO-
00paboTku U nepenauu uHpOpManun KOMMYHUKALIHOHHBIX TEXHONOTHMH [l MpPHHATHS pemeHuii Ha
YPOBHE yNpaBJIeHHs] OpraHu3arueii
ITK-42 Yactuunoe - 3HaTb OCHOBHbIE AKTHI 06 OTBETCTBEHHOCTH 3a ynpaBJieHYeCKHe
CHOCOGHOCTBIO ITaHMPOBAT U OCBOEHHE pemieHus;
OpPraHU30BBIBATH CIIYKEGHYIO - YMeTs ¢ no3unuii YTpPaBJIEHYECKO-NPaBOBBIX HOPM
NEATENBHOCTh MOYMHEHHBIX, aHAIM3UPOBATb KOHKPETHBIE CUTYALIMH, BO3HHKAIOLIHE B
OCYILECTBIATE KOHTPOIIb U y4eT ee TIOBCEIHEBHOM MpPaKTHKE;
pe3ynbTaToB - Biiaziets HaBbIKamMu npuMeHenus OpraHH3alHOHHO-
YNPaBIICHYECKUX PELICHNH B TeKyIuel npodeccronatbHOi
JEATENIbHOCTH
I1K-44 Yactuunoe - 3HaTh HOPMAaTHBHO-METOHYECKYIO (a3y, 0COGEHHOCTH S3bika M
CIIOCOGHOCTBIO OCYIIECTBIIATS OCBOEHHE CTUIIA COCTAaBJIEHHUSA CIy)KEOHBIX JOKYMEHTOB;
NOKYMEHTAlIMOHHOE 00ecTieueHue - YMeTb OpraHM3oBBIBaTH AOKYMEHTAIBHOE  COMPOBOKICHHE
YIPaBJI€HYECKOH NeATENBHOCTH paboTsl B opranuzanmsx;
- Branets npaktuueckumu HaBbikamu CoCTaBjieHHUs, 00paboTKU U
PpaboTl ¢ NOKyMeHTaUMeit pasnudHOro YPOBHS.
IICK-2 Yactuunoe - 3HaTh OCHOBHBIE HCTOYHHKI MH(DOPMaLHK PU MIOArOTOBKeE
CMOCOGHOCTBIO pa3padaThiBaTh OCBOEHHE JIOKaJIbHOM IOKyMEHTaLUH,
TPEIUIOKEHHS TS JIOKATbHOM - YMeTsb aHanu3upoBats HH(DOPMAIHOHHbIE HCTOYHHKH,
NOKYMEHTalUH, 00ecrey uBaroeit - Bnanets HaBeikamu opranusarmm c6opa uHGMOpMAUMK mns
(byHKUHOHUpOBaHNE cHCTeMbI TOATOTOBKH  JIOKAJILHOM JNOKYyMEHTaLNK,  obecreyuBaromeii
YIPaBICHHUSA 3KOHOMUYECKO M (yHKkunoHMpOBaHME  cHCTeMbI YOPaBICHUSI  3KOHOMHYECKO
GesonacuocTu GesonacHocTH




4. OBFBEM U CTPYKTYPA JAUCHUTIIAHBI
TpynoeMKOCTh IUCIMIIIMHEBI COCTABNISET 2 3aYeTHEIX CIMHHMIEBL, 72 Yaca

Buns! yueGHoI
paboTel, BKIIOYas
CaMOCTOSITENbHYIO
paboTy CTyneHTOB
o U TPYIOEMKOCTh (B Dopmbl
g qacax) O06beM yueOHOI TEKYLIEro
el 2 paGoTsl, KOHTpOS
Ne HaumeHoBaHue Tem u/unu 3 § E = C IPUMEHEHHEM YCIEBaeMOCTH,
/i Pa3neNnoB/TeM JUCLUILTHHBI 2 = = é HUHTEPAKTUBHBIX bopma
© g . 8 = METOMI0B IPOMEXKYTOYHOMH
2 S| 8| e Q (B 4acax / %) aTTecTauuu
5 8 i O (no cemecmpam)
= g S
g <
2] &
23
= =}
=

1 Tema 1. IlonsTue 3JIEKTPOHHOTO 5,8
JAOKyMEHTa H 3JIEKTPOHHOTO | 4 1-2 1,8 | 2,9 3/64
JOKYMEHTO000pOTa.

2 |Tema 2. Cucrembl ynpasienus 5,7 3/65 .
3JICKTPOHHBIM 4 3-6 | 1,7 | 29 e”T"H;‘K?HTponL
JOKYMEHTO000pOTOM.

3 Tema 3. Cucrembl 37meKTpOHHOrO A 78 | 17 | 29 5,7 3/65
AO0KyMeHTo060poTa. ’ ’

i S 3/65

4 Tema 4. CpenctBa rpymmogoii 4 9-10 | 1.7 | 2.9 il
paboTEL.

5 |Tema 5. Cucrembl ympasnenus 4 | 112 | 17| 2g 5,7 3/67 Peiftiur-konTposs
0COOBIMM BUIAMH JIOKYMEHTOB. ’ ’ Ne2

3 3/67

6 Tema 6. KopnopatusHsle 4 | 136 | 17| 28 7
MH(OPMALHOHHBIE CHCTEMBI.

7 |Tema 7. BHeapeHHe KOPIIOPaTHBHBIX i | e | 17 | 28 5,7 3/67 PeifTuar-xonTpos
MH()OPMALIMOHHBIX CHCTEM. ’ ’ Ne3

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

HTtoro no aucummnmune 12 | 20 40 21/66 3auer

Copaeprxanue JEKIIHOHHBIX 3aHSITHIA 0 JUCITHILINHE
Tema 1. I[Mousarue SJICKTPOHHOIO JOKYMEHTa M 3JIeKTPOHHOT'O JIOKYMEHTOO00pOTA.
Ilousarue SNIEKTPOHHOTO AOKyMeHTa. [loHsTHE SJIEKTPOHHOTO TOKYMEHT00G0pOTA. IIpenmyiectra u

HEIOCTAaTKu SJIEKTPOHHOT'O AOKYMEHTA.

Tema 2. Cucrems! ynpapmenus SJIEKTPOHHBIM JIOKYMEHTOOGOPOTOM.

OCHOBHBIE NPHHUHMIEI PaGOTHI CHCTEM YUPABIICHUS SEKTPOHHBIM JOKYMEHTOOO0OPOTOM. BHb
CHCTEM 3JIEKTPOHHOIO IOKYMEHTOO6OPOTA.

Tema 3. Cucremsi anekTpoHHOTrO JIOKyMeHT0060poTa.

Tuner  cucrem  snekTpoHHOTO JNOKyMeHTOOOOpoTa.  CpaBHeHHE  cucTeM 3IIEKTPOHHOIO
TIOKYMEHTO000pOTA.

Tewma 4. Cpencrsa rpynmoBoit paGoTsL.

[lonsTne, mpuHIUIE] paGOTHL IIprMepr! mporpaMMHEIX mpoayKTOB.

Tema 5. Cucrems! ynpapienns oco6smu BUJIaMH JJOKYMEHTOB.

IlonsTue, npuHIMIE paGOTHL PaccmoTpenue crpykrypst u uHTepdeiica PDM-cucrem.

Tema 6. Kopriopatusasie HUH(QOPMAIHOHHBIE CHCTEMEL.

Iousre, ocobennoctr, MoxyiH. Knaccudukanus koprnoparusabx HUHPOPMAIIMOHHEIX CHCTEM.,
Tema 7. Brenpenne xoprnopaTuBHbIX HHPOPMAIIHOHHBIX CHCTEM.

BapuanTs! BHenpenns KUC: IpeuMymmecTsa ¥ Henocratkd. CocTas, 1eld U 3a1a4n BHepenns KUC.

CoaepxaHne npakTHYECKHX 3aHATHIT 110 AHCIUTLTHHE
Tema 1. 1C JloxymenTooGopor: Hsyuenne unrepdeiica cuctemsl.




Tema 2. 1C lokymenTooGopot: Buecenue B 0a3y CBeJIeHHUI O COTPYIHHUKAX U MOIb30BATEISIX.
Tema 3. 1C JlokymenTtoo6opot: Coznanue OTAETBHBIX BUNOB IOKYMEHTOB.

Tema 4. 1C JloxymenToo60poT: 3amonHenne moeit KapTel JOKYMEHTA.

Tema 5. 1C JloxymenToo60opor: Penaktuposanue ¢aitnos. KorTposs BepcHit

Tema 6. 1C JoxymenToo60pot: Yipasnenue JI0roBopamMu ¢ (pOpMHPOBAHHEM CMET.

Tema 7. 1C lokymenTo060poT: VIpaBiieHue npoeKTamH.

3. OBPA3OBATEJIBHBIE TEXHOJIOT I
B npenonaBanuy JUCHUILTHHEL «OnexmpounbLil 00KYyMenmoo6opomy UCIIONB3YIOTCSA pa3HOOOpa3HbIe
00pa3oBaTeNbHbIE TEXHOIOTHH KaK TPA[INIIUOHHBIC, TaK H C NPUMCHCHHEM AKTHBHBIX M HHTEPAKTHBHBIX
METOJI0B 00yUeHus.
AKTHBHBIE 1 HHTEPAKTHBHBIE METOIbI o0yueHus:
— Humepaxmuenas nexyus (memaNe 1, 2, 3, 4, 5, 6, 7);
— [Ipynnosas ouckyccus (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Ponesvie uzper (mema Ne 3, 4, 6, 7);
— Tpenune (mema Ne 5);
—  Ananus cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, ah
— Pasbop xonkpemmvix cumyayuii (mema Ne 1, 2, 3, 4, 3,8, 7),

6. OLHEHOYHBIE CPEJACTBA JUIS TEKYIIEI'O KOHTPO.JISA YCIIEBAEMOCTA,
NNPOMEXKYTOYHOMN ATTECTAILIAA IIO UTOTAM OCBOEHMUS JUCHUILINHBI 1
YYEBHO-METOAUYECKOE OBECHEYEHUE CAMOCTOSATEJBHON PABOTBI
CTYJAEHTOB

Texywuii konmponw ycneeaemocmu.
PeliTuHr-KOHTpO.IB 1

1. Dnexmponnwiii doxymenm coenacro Deoepanvuniii 3akon om 10.01.2002 Ne 1-®3 «06 3/1eKMPOHHOU
yughposou noonucuy - smo:
a) 3aIHCaHHOE HA MAIIMHHOM HOCHTEJe OJICKTPOHHOE COOOLICHHE, PEKBU3UTHI KOTOPOTO oopmitens! B
COOTBETCTBHH C HOPMATHBHBIMU TPEOOBAHUAMHU
6) moboe coobIenne, 3amucka, TEKCT, 3alIMCAaHHBIA Ha MAlIUHHOM HOCHUTE/IE
B) JOKYMEHT, B KOTOPOM HH(pOPMALHS IPeNICTAB/ICHA B JIEKTPOHHO-IIH(POBOit Popme

2. Kaxumu 6uoamu nopmamugnuvix axmog Dpezynupyemcs 00Kymenmoo6opom opaanusayuu?
a) BCE OTBETHI BEPHBI;

0) OTpacineBBIMU U MEXOTPaCIEBBIMH,

B) T'OCY/IapCTBEHHBIMH;

I') JIOKaTbHBIMH aKTAMH OpTaHH3aIlHiA.

3. Bepro nu ymeepoicoenue, umo K6ANUPUYUPOBAHHAS U  HekeanuGuyuposanuas 9/IEKMPOHHASA YUPposbie
NOONUCU BbIOAIOMCS 6 CREYUATLHBIX YeHMPAX U npeocmasisiom coboii grew-nakonumens ¢ 3anucantviv
HQ HeM KoOoMm?
a) na
0) Her.
PeiiTunr-konTpon 2
4. Kakas us nepeuucnennvix cucmem aexmponnozo OOKYMeHmoobopoma a6naemcs OnmumMansHos?
a) Lotus Domino.Doc;
6) emo;
B) 1C:Apxus;
r) DIRECTUM.

5. Bepno nu ymeepowcoenue, ymo cucmema «1C. Hoxymenmoo6opomy noseonsem 0CYUeCmensime pacculiky
Npu2nawienuil Ha noceweHue 3anIanUpPOEaAHHbIX MEPONPUSIMULL 6CeM COMPYOHUKAM OP2AHU3AYUU?

a) na;

0) HerT.



6. Ilpoepammnoe obecnevenue Lotus Notes omuocumes, K:

a) CHCTeMe YIpaBJIeHHs 0COOBIMH BHIAMH JOKYMEHTOB;

0) cpencTBam rpynnoBoit paGoTsL;

B) CHCHMATBHBIM ~ MOMYTAM  yIIPABIEHHS AOKYMEHTOOOOPOTOM B COCTaBe  KOPIOPATHBHBIX
MH(OPMALMOHHBIX CHCTEM J1JIsl TIPeIPHSTHIA;

I') YHHBEPCATBHBIM CHCTEMAM 3IIEKTPOHHOTO JOKYMEHTO000pOoTa.

7. Kaxozo u3 61006 anexmpounoii Yugpposoii noonucu ne cyuecmeyem?
a) mpocTas;
0) ropuanUecKas;
B) KBATH(HUIMPOBAHHAS;
I') HeKBATH()HIIMPOBAHHASL.
PeiiTuHr-xonTpoan 3
8. Ymo u3 nepeuucnennozo ne ommocumes x nhapamempam Hocumesneu 31eKmMpPOHHBIX OOKYMEHMO8?
a) CTOUMOCTH XpaHeHHs | MeraGaiita uHpopmarmu;
0) BO3MOXHOCTB OCYIIECTBIICHHS TOIHOTEKCTOBOIO [IOUCKa;
B) CKOPOCTB JIOCTyIa K HH(MOPMALIHH.

9. I1o0 crysscebrvim snexmponnvim OOKYMEHMOM NOHUMAemcs:

a) 3aImMCaHHOE HA MAIIMHHOM HOCHTENE OJIEKTPOHHOE COOOIICHHE, PEKBU3HTHI KOTOPOIO ohopMIIEHEI B
COOTBETCTBHH C HOPMaTHBHBIMH TPEOOBAHUSIMH

6) HOKyMeHT, B KOTOpOM HH(bOpMALHS IIPECTABIIEHA B 3IEKTPOHHO-IH(POBOH (opme;

B) CTPYKTYpPHPOBaHHBIH HH()OPMAIHOHHEI OOBEKT, B COOTBETCTBHE KOTOPOMY MOJKET OBITh IIOCTABJICHA
COBOKYIIHOCTH (haifIOB, XpaHSIIIXCS HA HAKOIUTEIE KOMIIBIOTEPa,

r) moGoe cooBIIeHH e, 3aIHuCKa, TeKCT, 3aMCAHHEIN HA MAIIHEHOM HOCHTEJE.

10. Bepno nu ymeepowcoenue, umo cucmema «I1C. Hoxymenmoobopomy nosgonsem ocywecmensme
NpOCMOMP OOKYMEHMOS U (atinos ¢ 2pynnuposxoii no DA3NUYHbIM NPUBHAKAM (RO 6UOAM OOKYMEHmMO8, no
npoexmam, no omoeiam):

a) na;
0) HerT.
IIpomesicymounas ammecmayus no umozam oceoenus oucyuniunbvl (3auem).
Crincox Bonmpocos k 3auery
1. IlonsaTue moxymeHTa, AOKYMEHTOO00POTA H IOTOKA JOKYMEHTOB.
2. Mecto CO/] B uH(POPMAIHOHHOMN CHCTEMe IIPEAIPUSTHS.
3. Tumer CO]I (cueTeM 3IEKTPOHHOTO JOKyMEHTO000poTa).
4. Krnaccuduxamus aBTOMaTH3HPOBAHHBIX CHCTEM JETIONIPOU3BOICTBA U IEKTPOHHOT'O

JOKYMEHTO000pOTA.

5. TenneHuwnu pa3sBuTHs cucTeM SJIEKTPOHHOTO JOKYyMEHTO000POTA.

6. JlokyMeHT B HH(MOPMAIHOHHOM crcTeMe. THIIEL JOKYMEHTOB B HH(QOPMAITHOHHON CHCTEMe: GyMaskKHBIiT
MOKYMEHT, 00pa3 I0KyMEHTa, 3JIeKTPOHHBII AOKYMEHT, CTPyKTYpPUPOBAHHBIE TOKYMEHTHI, XML —
IIPEICTaBJIEHHE.

7.  Hoxyment B CO]I. Co3nanue. Penaxtuposauue. ITy6mukanus. ApXHUBHUpOBaHHE.

8. OCHOBHEIE BO3MOXHOCTH CO/I: Iouck 10KyMEHTOB. MapimpyTu3arus u KOHTpOIIb HCTIOTHEHHS.
OtuerTsl.

9. OcHoBHbIe Bo3smMoxkHOCTH CI/I: AnMuHHCTpHpPOBaHKe. Bo3moxHOCTH COTPYIHHKOB.

10. Ocnosrsle hynxuuu COJI. Tumossie TpeboBanus k COJI.

11. IlpenmymectBa BHEAPEHHUS CHCTEMBI SJICKTPOHHOTO JOKYMEHTO000pOTA.

12. IlpuunHb aBTOMaTH3AIMH. Bri6op cucrembr apToMaTH3aIMH.

13. Kpatxkuit 0630p psiHka u KiaccuuKanms miardopm, IpeacTaBIeHHbIX Ha peiake COJI.

14.  Cpencraa rpynmnoBoit paGoTsr.

15. Cucrems! ynpasnenns ocoGsmvu Bumamu JIOKyMEHTOB.

16. Cnenwanenbie Moyu ynpasiesus AOKyMEHTOOOOPOTOM B COCTABE KOPHOPATUBHBIX
HH(POPMAIIHOHHEIX CHCTEM



17. Koproparusras uadopmanronnas cucrema.

18. Cucrems! aBToMaTH3amMK JIEJIONIPOU3BO/ICTBA.

19. Ioxcucrema apxusa noxymenToB, YUIPaBJICHHS KOHTCHTOM U CPECTBA CTPYKTYPU3ALIUH.
20. Cucremsl BBOa TOKYMEHTOB H CHCTEMEI 00paboTKH 06pa3oB TOKYMEHTOB

21. Tloacucrema MapmpyTH3anuu JMOKYMEHTOB H YIIPaBJICHHUS 3aJaHUSIMH.

22. Tunel npuIoKeHHi, BHEZIPSACMBIX B paMKax KoprnopatuBHoi CO]I.

23. DmextpoHHas muQpPOBas MOAIHCE: IIOHATHE, BUIBI U pPellIaeMbIe 3a/1auH.

Camocmosmenvuas paboma
Temsbl pedpepaTon

1. ITonsitre mokymeHTa, MIOKYMEHTO000pOTa M TOTOKA JOKYMEHTOB.
2. Ilenu BHENPEHHUS STEKTPOHHOTO JOKyMEHTO000pOTA.
3. Mecro COJI B mH(pOpMALHOHHO# cHCTeMe IPEIIPUSITHS.
4. Tuner COJT (cucTeM 3MeKTPOHHOTO JOKYMEHTO060pOTa).
5. Kimaccnukanus aBroMaTH3upoBaHHEIX cHcTem ACTIOMPOU3BOICTBA H SIEKTPOHHOTO JOKYMEHTOOG0POTA.
6. TeneHIMM pa3BUTHS cHCTEM SJICKTPOHHOTO IOKyMEHTOO00pOTA.
7. JlokymeHT B nHpOpPMAIMOHHO# crcTeMe. THIIBL JOKYMEHTOB B HH(OPMAIIMOHHOH CHCTEMe: OyMaXHBIH
JOKYMEHT, 00pa3 JOKyMeHTa, SJICKTPOHHBIH TOKYMEHT, CTPYKTYPHPOBAHHbIE IOKyMeHThI, XML —
IIPEJCTaBJICHHE.
8. loxyment B C3J]. Cosnanue. Penaxruposanue. [Ty6mukanus. ApxuBHpoBanue.
9. Tunossie xommonenTs! COJI: XPaHHUITHIIE KapTOYeK (aTpHOYTOB) JOKYMEHTOB; XPaHUJIHINE TOKYMEHTOB;
KOMITOHEHTBI, OCYIIECTBIIAIOIINE OH3HEC-TIOTHKY CHCTEMEL
10. OcrosHEIe BozmoxnocTH COJT: [Tonck AOKYMEHTOB. MapupyTH3amus 1 KOHTPOJIb HCTOTHEHHUS.
OTueTsl.
11. Ocrosnbie Bo3smoxHOCTH CI/I: AnMHUBHCTpUpOBanue. Bo3moxkrOCTH COTPYIHHUKOB.
12. Ocnosusle Gpyrkuun CIJI. TuroBsle TpeboBanus k COJI.
13. TlpenmyInecTBa BHEAPEHUS! CHCTEMBI 9JICKTPOHHOTO JOKYMEHTO000pOTA.
14. TIpnunHbI aBTOMAaTH3AMHUH. Bri6op crcremsr aBToMaTH3anuy.
15. KpaTkwuit 0630p peIaka 1 KJaccuuKarms miatgpopm, peCcTaBIeHHbIX Ha peiHKe CO/JI.
16. Cpencrra rpynmosoii paGoTsL.
17. Cuctems! ynpasinenus oco6smu BuaMu JIOKYMEHTOB.
18. CreunansHbie Moy ynpasienus AOKyMEHTOOOOPOTOM B COCTABE KOPIIOPATUBHBIX
HH(POPMAIHOHHEBIX CHCTEM
19. KopriopatusHas nHpopManionHas cicrema.
20. YHUBepCalbHbIE CHCTEMEI SJIEKTPOHHOTO JI0KyMEHT0000pOTA.
21. TloxcucTeMBI aBTOMAaTH3AMNY JOKyMEHTOO00pOTA.
22. CHCTeMBI aBTOMATH3aIHH JIEJIONIPOU3BOICTBA.
23. IloxcucTema apxuBa JOKYMEHTOB, YUPaBJICHUs KOHTEHTOM U CPENCTBA CTPYKTYPU3ALINH.
24. CucteMbl BBOZIa TOKYMEHTOB U CHCTEMEI 00paboTKH 06pasoB JOKYMEHTOB
25. loxcucrema MapuIpyTH3anuu MOKYMEHTOB H yIIpaBJICHHUS 3aJaHUSIMH.
26. CHCTeMBI KOMILTEKCHO} aBTOMATH3AIIHH Om3Hec-mpoLEeccoB.
27. TuIBI IPHIIOKEHHIA, BHCIPSEMBIX B paMKaX Kopropatusaoi CO]J.
28. ApXHBBI 3JIEKTPOHHBIX JIOKYMEHTOB.
29. ABTOMAaTH3aUKS IPOLIECCOB KITACCHYECKOro POCCHHACKOro TOKyMeHTO060pOTa
(moIepKKa JOKYMEHTAHOHHOTO 06ecIeyeHus ynpasienus - JIOY).
30. Uctopus BHenpenus CO]I.
31. OnextponHas nudpoBas MOAMHCH: IIOHATHE, BU/BI U pEIaeMEIE 3a1a4H.

(DOHI[ OLNCHOYHBIX CPEACTB I IIPOBEACHHUS aTTECTALUU YPOBH:A C(bOpMI/IpOBaHHOCTI/I KOMIIETEHITUH
o6yqa10mnxcsl I10 JUCIUITIIUHE O(I)OpMJ'ISIGTCH OTACIBbHBIM JOKYMEHTOM.

T YYEBHO-METO/MYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHUE
JAUCITAIIVIMHBI
7.1. Kauroo6ecne4eHHOCTD



Hanmerosanue miteparyper: arop, Ha3BaHWe,
BU[I U3JaHUSI, U3IATEIbCTBO

l'on u3ganus

KHUI'OOBECIIEYEHHOCTh

Konnuectso sxsemmnsapos Hanunuue B
u3fanuii B 6ubiuorexe Bal'V B 3NIEKTPOHHO
cootBercTBUU ¢ PI'OC BO 6ubsamoreke Bal'V
1 2 3 4

OcHoBHast nuTepatypa

1. Kysbmuna, W. B. [lenonpoussoacteo
[SnekTponHEIii pecypc] : yueGHoe mocobue /
H. B. Ky3bMuHa. — D1eKTpoH. TekcToBbIe
JaHHble. — M. : MockoBckuii
TYMaHUTapHeId yHUBepcuret, 2017. — 128
¢. — 978-5-906912-98-5

2017

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

2. DIEKTPOHHOE MPaBUTENBCTRO. 2017 http://znanium.com/ca
ONeKTPOHHBIH JOKyMEHTOOGOPOT. Tepmunsl talog/product/809828
U onpeneneHus : yyeb. mocoodue / C.JIO.

Kabauos. — M. : UHOPA-M, 2017. — 320

¢. — (Bricinee o6pasoBanue: bakanaspuar)

3. Crenanosa, E. H. Cucrema 3JIEKTPOHHOI'0 2016 http://www.iprbooksh

AokymeHTooGopoTa (06:1a4HOe pelnennue)
[SnexrponHsIii pecype] : yueGHOe mocobue /
E. H. CrenanoBa. — DyieKTpoH. TekcToBbIe
AanHbie. — CapatoB : Aii [Tu Dp Menwua,
2018. — 182 c. — 978-5-4486-0136-1

op.ru/73341.htm

JlononHuTeNbHAs TUTepaTypa

1. [llu6aes, 1. B. [TpaBoBoe peEryanpoBaHue
BJIEKTPOHHOI'O IOKyMEHTO060pOTA
[OnexrponHelii pecype] : yueGHoe nocobue /
J. B. [lln6aeB. — DneKTpoH. TeKCTOBBIE
nanHble. — CapatoB : By3oBckoe
obpasoBanue, 2016. — 70 c. — 2227-8397

2016

http://www.iprbooksh
0p.ru/57260.html

2. Pribakos, A. E. OcHOBBI
ACTIONPOU3BOACTBA [DNIEKTPOHHBIH pecype] :
y4ebHuk / A. E. Ppi6akoB. — OnexTpoH.
TEKCTOBbIE JaHHbIE. — MUHCK :
Pecny6nukanckuii uactutyt
npoeccHOHaNnBHOro 06pa3oBaHus (PUTTO),
2016. — 320 c. — 978-985-503-606-8

2016

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

3. KoHunennmansHoe nenonponssoactso u
3ALUMILIEHHBIA 3NIEKTPOHHBII
AIOKYMEHTOOG0POT [DIeKTPOHHBIIi pecypc] :
yuebHuk / H. H. Kynses, A. C. Jlémywkun,
A.T. ®abpuynos, T. B. Konppainesa ; nog
pex. H. H. KynseB. — DrekTpoH. TekcToBbIe
ZaHHele. — M. : Jloroc, 2016. — 500 ¢c. —
978-5-98704-711-8

2016

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

7.2. UnTepHET-pecypehl

1. Jlemo-Bepcus mporpaMMmHOro npoxykta 1C: JlTokymMenTo0GopoT - http://v8.1c.ru/doc8/demo/

8. MATEPHAJIbHO-TEXHUYECKOE OBECIIEYEHUE AUCIHUIIIUHBI
Jnst peanusammM NaHHOM MMCHHIUIMHBI HMEIOTCS CIICUHATIbHBIC TOMEIIEHUS ISl IPOBEICHUS

3aHATHH NIEKYUOHHO20 MUNA U 3AHAMULI NPAKMUYECKO20 muna, mexy
ammecmayuu, a maxdce nNoMewenus 0l CamoCmosmensHoii pabomot.

ujeco KOHmpoas u npomeofcymowoﬁ

IIpakTryeckue 3aHsTHS IpOBOASTCS B KOMITBIOTEPHOM Ki1acce (ayautopust 204-6).
Ilepedens HCIOMB3yeMOr0 MHIIEH3HOHHOTO IIPOTPaMMHOT0 00eCIIeYeHHS:
nakeT MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.
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Penensenr (npencraButens paboTonaresis)
MKY «Vupasnenue rpaxnanckoit 3alIuThI ropoaa Biagumupay,
HaYalbHUK YIPaBICHUS benukos B.H
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IIporpamma pacemotpena u 0n00peHa Ha 3aceaHuu Kadenpsr D

IlpotokonNe 4 or 26 -05-13 ropa P

3asenyromuii kapempoii ICY =3
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PaGoyast mporpamma PacCMOTpeHa W ONOOpeHa Ha 3aCelaHHH  YYeBGHO-METONHYECKO KOMHUCCHH
Harnpasnenns 38.05.01 «DxoHOMHYeCKast 6€30MacHOTE

ITpotoxkoi Ne // or_ & 08.19 roma

[Ipencenarens KOMHCCHE //7 74 (M Jounues O.A.

(®HO, nonmuce) W )




JINCT NEPEYTBEPKJIEHUS
PABOYEWM ITPOI'PAMMBI TV CIIATLTNHBI

Pa6oyas nporpamma onobpena va _ 2020/2021 y4eOHBIN IoJ
IIpotokon 3acenanust kadeaper No oT (g 09 20 rona
3aBeqyromuit kadenpoit % 25 /

Pabouas nmporpamma ogobpena Ha _ 2021/2022 yueOHBIHI roj
[Iporoko: 3acenanust kapenpnr No oT rojga

3aBeqyromuit kKadeapoi

Pa6ouas nporpamma og06pena Ha _ 2022/2023  y4eOHBIA rof

ITpoTokoun 3acenanus Kadenpbr Ne oT rojga

3aBexyromuii kapeapoi




