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1. OEJIM OCBOEHMUSA JUCHUIIJINHBI

Llensto u3yyeHus UCLUMIUIAHEI «ONEKTPOHHBIA [IOKyMEHTOOOOPOT» SBIAETCS IOTYYeHHE U
yriyOeHue 3HaHUH O IPUHIMTAX TIOCTPOCHHUS JOKYMEHTOB M OCHOBaX (JOpMHUpOBAHHS JOKYMEHTO060POTa
B OpraHus3alds H YYPSXKICHUSX pPasIMIHbIX (GopM coOcTBeHHOCTH. (DOpPMHpOBaHHME y CTYIEHTOB
MPAaKTHIECKUX HABBIKOB 10 CO3JaHUIO M 00pabOTKe TOKYMEHTOB B JallbHeMIeM OyIeT croco6CTBOBATE He
TOIBKO 0OIee YCHEHOMY OCBOEHMIO IMCHHMIUIMH, H3yYeHHe KOTODBIX MpEANojaraeT padoty ¢
JOKYMCHTALHEH, HO U IPOXO0XKACHHUIO IPAKTHKK Ha G0Jiee IPAMOTHOM YpPOBHE.

3a1a4u U3YyYCHUS TUCIMILIAHEL

- C)OPMHUPOBATE y CTYJEHTOB YeTKOE Npe/ICTABICHHE O HEOOXOAMMOCTH U POITH TOKYMCHTHPOBAHHS
B JIEATEIIBHOCTH OpTraHU3alIMIA;

- O3HAaKOMHTBL CTYJEHTOB C OCHOBaMH 3JIEKTPOHHOTO [EIONPOU3BOACTBA M JOKYMEHTOO60pOTA
OpraHu3aIluy;

- O3HaKOMMTb CTYICHTOB C OCOOEHHOCTSMH 3allUTHl CIy)XeOHOM ¥ KOH(HICHIHAILHOM
HH(pOpMaNKH, 00eCTIeYeH s OTKPBITOrO AOCTYNA FPakaaH K HHMOPMAIIMH B COOTBETCTBHHY C MOJTOKEHUSIMH
3aKOHOJIaTeNIbCTRA,

- Hay4dTh CTYJCHTOB OPMCHTHPOBATHCS B CUTYallUsAX, TPEOYIOIIMX H3JAHHUS COOTBETCTBYIOIIHX
JIOKyMEHTOB.

2, MECTO JUCIUILIINHBI B CTPYKTYPE OIIOII BO
Jucuurumea « DIeKTPOHHBIH JOKYMEHTOO60POT» OTHOCHTCS K IUCIMILIHHAM 6330BOH JaCTH.
IIpepexsusnTe! nucnumumasl: Nudopmatnka, OCHOBBI YIIPaBIEHYECKOI 1eATeIbHOCTH.

3 INTAHUPYEMBIE PE3YJIbTATBI OBYUEHUS 1O JUCILUILINHE
IInanupyemele pe3ynbTaTbl OOydYeHHS IO JUCHHIUIHHE, COOTHECEHHBIE C IUTaHUPYEMBIMH
pesyapTatamu ocBoeHus OITOTIT

Kon ¢opmupyembix koMneTeHIMiH YpoBeHn [Inanupyemble pe3ynbTaTsl 0OyUeHHs 110 JUCLUTLTHHE
OCBOEHHUS XapaKTePHU3YIOLLKe 3Tanbl (OPMHUPOBAHUS KOMIETEHLIHIH
KOMIIETEHLIUU (moKa3aTesIi OCBOGHHSI KOMIETEHLIUH)
1 2 3
OK-12 YacTtraHoe - 3HaTh HHCTPYMEHTAJIbHBIE CPEACTBA KOMITBIOTEPHBIX TEXHOIOTHI
CMOCOGHOCTBIO paboTaTh ¢ OCBOEHHUE UH(POPMALHOHHOTO 00CITyKUBaHUS YIPaBJIEHYECKOMA
Pa3IMYHBIMU HHQOPMAMOHHBIMU JEATENBHOCTH;
pecypcamMu U TEXHOJIOTHSAMH, - VMeTh OmnpenenaTh HAaNMpaBICHWsS WCIONb30BAHUS U TEHICHLMH
NPUMEHSTh OCHOBHBIE METOIBI, pasBuTHa HMH(POPMALMOHHO-KOMMYHHKALMOHHBIX TEXHOJIOTHU B
CIocoObl ¥ CPENCTBA MONTYYEHHUS, SKOHOMHKE M YNPABICHUH;
XpaHEeHHs, IOUCKA, CUCTEMAaTH3allHH, - Bragets  HaBeIKaMH  MCTIONIB30BaHHS — WH(OPMALHOHHO-
obpaboTtku u nepenayu nHGpopManuu KOMMYHHWKALHMOHHBIX TEXHOJOTHM Ul MPUHATHS peleHuHd Ha
YPOBHE YIIPaBJIEHUs OpraHu3alueit
[1K-44 YactuuHoe - 3HaTb HOPMATHBHO-METONHUYECKYIO a3y, 0OCOOEHHOCTH SI3bIKA U
CIOCOOHOCTBIO OCYILECTBIIATE OCBOEHHUE CTHJIAL COCTABJIEHHS CIY)KEOHBIX TOKYMEHTOB;
JNOKYMEHTaLMOHHOE o0ecreueHne - VYMeTb OpraHu3OBBIBaTh JOKYMEHTAILHOE CONPOBOXKICHHE
YNPaBJIEHYECKON AEATENILHOCTH paboTel B OpraHU3aLUsx;
- BrageTs npaktuueckuMu HaBBIKAMH COCTaBIIEHMs, 06pabOTKH
paboThI C IOKYMEHTALKEN Pa3IndHOTO YPOBHS.




4. OBbEM U CTPYKTYPA TUCIHUAILIAHBI

TpymoeMKoCTb IMCIMIUIHHBI COCTABIISET 2 3a4eTHBIX €UHUIIEL, 72 yaca

Bunel yae6Hoit paboTsl,
BKJIIOYAsl
CaMOCTOSTENBHYIO paboTy
CTYIEHTOB DopE
g- IR s 5 ) O0bem yuebHol TEKYyIIero
e b5 = _ padoTsl, KOHTpOJIS
Ne HaumeHnoBanue teM u/vnu 2 § E = C IPUMEHEHUEM yCIIEBaeMOCTH,
n/n Pa3aenoB/TeM OUCLHUILTHHBI 2 = & t§ MHTEPaKTUBHBIX ¢dopma
= E = g = - METO/I0B MPOMEXKYTOYHOM
= % 2| 2 & (B 4acax / %) aTTecTauuu
= E = (no cemecmpam)
1
g 18
= <
=
1 Tema 1. IloHsTHe 31EKTPOHHOrO 15,5
JMIOKYyM€EHTa u 3JICKTPOHHOIO | 3 1-2 2 2 3/75
JIOKyMeHT0000poTa.
2 |Tema 2. CuCTeMBl yNpaBjieHUs 15,5 6/75 )
PeiiTunr-kourposn
3JIEKTPOHHBIM 3 3--6 4 4 Ne
JOKYMEHT0000pOTOM.
3 Tema 3. Cucrembl 3J€KTPOHHOrO 3 7.8 5 5 15,4 3/75
JIOKyMEHT0000poTa.
4 |Tema 4. Cpeacrsa rpynnoBoit 3 o0 | 2 5 154 3/75
paboThL.
5 Tema 5. Cucrembl ymnpasneHus 3 Wis | 3 5 15,4 3/75 PelTHHT-KOHTPOJTB
0COOBIMHU BHIAMHU JIOKYMEHTOB. No2
6 |Tema 6. Kopnopatusnsie 3 | 1316 | 4 4 15,4 6/75
HH(OPMaLHOHHbIE CHCTEMBI.
7 |Tema 7. BHempeHHe KOPOPATUBHBIX 3 | 128 | 3 3 15,4 3175 Pel{THHI-KOHTPOIIb
MH(OPMALOHHBIX CHCTEM. Ne3
Bcero 3a 111 cemectp: 18 | 18 108 27/75 3auer
HToro no mucuumIuinbe 18 | 18 108 27/75 3auer

Conep:kaHne JIEKIHOHHBIX 3aAHATHI 10 JUCHHUILIHHE

Tewma 1. IIoHSTHE 9]IEKTPOHHOTO JOKYMEHTA H 3JIEKTPOHHOTO IOKYMEHTO060pOTA.

[oHsitre aneKTpoHHOTO TOKyMeHTa. [IOHSTHE MEKTPOHHOTO nokymeHnTooboporta. [Ipeumyectsa u
HEJIOCTaTKH 3JIEKTPOHHOTO JJOKYMEHTA.

Tema 2. Cuctemsl ynpaBieHHs 9]IEKTPOHHBIM IOKyMEHTOOGOPOTOM.

OCHOBHBIC NPUHIMIBI PabOTHI CHCTEM YIPABIEHHS 3IEKTPOHHBIM JOKYMEHTO0000poTOM.  Buzpl
CHCTEM 3JICKTPOHHOI'O JJOKYMEHTO000pOTa.

Tema 3. CucteMsl 31€KTPOHHOTO JOKYMEHTO060POTA.

Tumsr  cucTeM  37IEKTPOHHOTO  JOKYMEHTOOGOPOTA.
JIIOKyMEHTO00O0pOTA.

Tema 4. Cpencra rpymnnoBoi paGoTeL

Houstre, mpuHIMIE! paGoThL. [IpHMepsI MPOrpaMMHBIX IIPOIYKTOB.

Tema 5. Cucrems! ynpaBieHust 0coGbIME BHIAMH JOKYMEHTOB.

IonsiTie, npuHIMIEI paGoTEL. PaccMoTpenue cTpyKTypsI 1 uHTepdeiica PDM-cucrem.

Tema 6. KopnioparrBHbIie HH()OPMAIHOHHBIE CHCTEMEL.

Ionstue, ocobernoctn, Momymi. Kiaccupukanus KopnopaTHBHEIX HHOOPMALHOHHBIX CHCTEM.

Tema 7. BHenpenue KOpIOpaTHBHBIX HHPOPMAIMOHHBIX CHCTEM.

Bapuanter Buenpenus KVC: NpeuMyIIecTBa U HepocTaTtku. CocTas, LIENIH U 3a0a49H BHeapenus KHC.

CpaBHeHI/Ie CUCTEM AJIEKTPOHHOTI' O

Conep:xanne NpaKTHYECKUX 3aHATHI 110 JUCHUILIHHE
Tema 1. 1C JloxymenTooGopot: U3yuenue untepdeiica CHCTEMBL




Tema 2. 1C JlokymenT0060p0T: BHecenHe B 6a3y cBemeHHIT 0 COTPYIHHUKAX M I0JIB30BATENAX.
Tema 3. 1C loxymenTo060poT: Co3naHne OTHENBHBIX BUIOB JOKYMEHTOB.

Tema 4. 1C JloxymenToo60opot: 3anonHenue moseil KapThl JOKYMEHTA.

Tema 5. 1C JloxymenToo60poT: Penaktuposanue ¢aiinos. KonTpons Bepcuit

Tema 6. 1C [lTokymeHT0060pOT: YIIpaBIIeH#:E JOrOBOPaMH ¢ (POPMHPOBAHHEM CMET.

Tema 7. 1C JloxymeHTO060pOT: VIIpaBieHue NpoeKTaMHy.

5. OBPA3OBATEJIBHBIE TEXHOJIOT'UA
B npenoxaBaniu TUCIHUILTHHEL «1eKmMpoHHbitl O0OKYMeHmOo06opomy UCIOJB3YIOTCS pa3HOo00pa3HbIe
oOpasoBaTeNlbHbIC TEXHOJIOTHH KaK TPAIMIMOHHBIE, TAK H C NPHMEHEHHEM aKTHBHBIX H UHTEPAaKTUBHBIX
METOJI0B 00Y4eHHS.
AKTHBHBIE H HHTEPAKTHBHbIE METOIEI O0YUEHHUS:
—  Humepaxmusnas nexyus (mema Ne 1, 2, 3, 4, 5, 6, £1E
— I pynnosas ouckyccus (memaNe 1, 2, 3, 4, 5, 6, 7);
— Ponesvie uepvr (mema Ne 3, 4, 6, Zh
— TIpenune (mema Ne 5);
—  Ananuz cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Pasbop xonxpemnwix cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7).

6. OLHEHOYHBIE CPEJCTBA JJISI TEKYIIEI'O KOHTPOJISI YCIIEBAEMOCTM,
MMPOMEKYTOYHOM ATTECTAIIUU 110 UTOT'AM OCBOEHUSI JAUCHUIIIMHBI 1
YYEBHO-METOJAUYECKOE OBECIIEYEHUE CAMOCTOSTEJbHOM PABOTBI
CTYAEHTOB

Texywuii konmponw ycnesaemocmu.
PeliTuHr-koHTpOn 1

1. Onexmponnwiii dokymenm coznacno Dedepanvuviii 3axon om 10.01.2002 Ne 1-®3 «O6 NEeKMPOHHOU
Yugposoil noonucuy - smo:
a) 3allHCaHHOE Ha MAIIHHHOM HOCHTEINE 3JEKTPOHHOE COOOIIEHHE, PEKBH3HTEI KOTOPOTO O(GOpPMIIEHBI B
COOTBETCTBHH C HOPMAaTHBHBIMH TPEOOBAHUSAMHA
0) moboe coobmmeHwe, 3aKuCcKa, TEKCT, 3alHCAHHEIN Ha MAIIHHHOM HOCHTEIE
B) JIOKyMEHT, B KOTOPOM HH(OpMAIHs IpeICTaBIeHA B 3IIEKTPOHHO-LUGPOBOH opme

2. Kakumu euoamu nopmamueHuix akmoe pezyiupyemecs 00KyMenmoobopom opzanusayuu?
a) BCE OTBETHI BEPHEL,

0) OTpacIeBBIMU M MEKOTPACIIEBBIMH,

B) TOCYJapCTBEHHEIMH;

I) JIOKaIBHBIMH aKTaMH OpPraHU3aIHMil.

3. Bepro nu ymsepoicoenue, ¥mo xéanuguyuposannas u HeKBAIUDUYUDOBAHHAR 2IEKMPOHHAS YUPPOBbIe
NOONUCU 6bIOAIOMCA 6 CREYUANLHBIX YEHMPAX U NPedCMasisiom coboii prew-nakonumens ¢ 3anUCAHHBIM
Ha HeM KoOoMm?
a) na;
0) HerT.
PeliTuHr-KoHTp OB 2
4. Kaxas us nepeuucnennuvix cucmem snekmpoHHo20 OOKYMEHMOo0b0poma sensemcs ONmumManbHosi?
a) Lotus Domino.Doc;
0) Hdemo;
B) 1C:Apxus;
r) DIRECTUM.

5. Bepno nu ymeepocoenue, umo cucmema «1C. Hoxymenmoobopom» noseonsem ocywecmenime paccoliky
NpUIAUWEH U HA NOCEWeHUe 3AaNTAHUPOBAHHBIX MEPONPUAMULI BCeM COmMpPYOHUKAM Op2anu3ayuu?

a) 1a;

0) Her.



6. Ilpozpammnoe obecneuenue Lotus Notes omnocumes k:

a) CHCTeMe YIpaBIIeHUs: 0COOBIMH BUIAMH JIOKYMEHTOB;

0) cpecTBaM IrpymmoBoi paboTsL;

B) CHCLM&IBHBIM ~ MOIY/ISM  yIpAaBleHHs JOKYMEHTOOGODOTOM B  COCTABe KOPIIOPaTHBHBIX
HH(}OPMAIMOHHBIX CUCTEM JUIs IPEATIPHSTHIL

T) YHEBEPCAIBHBIM CHCTEMAaM 3JIEKTPOHHOTO JOKYMEHT0060pOTa.

7. Kaxo2o u3 61006 snexmponnoil yugposoti nodnucu ne cywecmeyem?
a) mpocTas;
0) ropuauyeckas;
B) KBATH(HUIIMPOBaHHAS,
I') HeKBATHHIHPOBAHHAS.
PelTHHr-KOHTpOJIL 3
8. Ymo u3 nepeuucnennozo ne omnocumes k napamempam Hocumeneii S/IEKMPOHHBIX OOKYMEHMOB?
a) CTOMMOCTb XpaHeHus 1 MeraGaiita nHGOpMarmu;
0) BO3MOXKHOCTB OCYIIECTBIICHHUS TIOJHOTEKCTOBOIO [IOMCKA;
B) CKOPOCTB JOCTYIa K HH(pOPMALIHH.

9. Io0 cnyoicebHbIM 31eKMPOHHBIM OOKYMEHMOM NOHUMACTNCA:

a) 3alIACAHHOE HA MAIIMHHOM HOCHTENE 3JIEKTPOHHOE COOOIICHUE, PEKBH3HTHI KOTOPOr0 O(QOPMICHBI B
COOTBETCTBHH C HOPMATHBHBIMH TPEOOBAHUSIMUY;

0) JOKyMeHT, B KOTOPOM HH(OPMAIHS IIPEICTABIEHA B 3NIEKTPOHHO-IIM(DPOBOIL hopme;

B) CTPYKTYPHPOBAaHHEIM HH(MOPMAIMOHHELT OGBEKT, B COOTBETCTBHE KOTOPOMY MOJKET OBbITh IIOCTaBJICHA
COBOKYNHOCTB (aiilIOB, XpaHSIIUXCS HA HAKOIHTENE KOMIBIOTEpa;

r) oboe coobIIeH e, 3aIHCKa, TEKCT, 3aNHCAHHBIA HA MAITMHHOM HOCHTEE.

10. Bepno nu ymeepowoenue, umo cucmema «IC. Jlokymenmoobopomy noseonsem ocywecmensmo
NpOCMOMP OOKYMENMOS U (aiinos ¢ 2pYynnupoeKoil no pasiuyHbim NPU3HAKam (no euoam OOKyMenmos, no
npoekmam, no omoenam):

a) na;
0) HeT.
IIpomesicymounas ammecmayus no umozam océoenus oucyuniunwl (3auem).
Cnucok Bonmpocos k 3a4ery
1. TlomsTtue moxymeHTa, JOKYMEHTO000pOTa ¥ OTOKA JOKYMEHTOB.
2. Mecto CO/l B HH(}OPMAaIMOHHON CUCTEME NPEAIPUSTHS.
3. Tumer COJI (cucTeM 31€KTPOHHOTO JOKYMEHTO060pOTa).
4. Kraccudukanus aBToMaTH3HPOBAHHBIX CHCTEM ACTIONPOU3BOACTBA H IEKTPOHHOTO

JTOKYMEHTO000pOTA.

5. TeHneHUMH Pa3sBHTHS CHCTEM 3IEKTPOHHOTO JIOKYMEHT0000pOTa.

6. JloKyMeHT B HH(pOPMALMOHHO crcTeMe. THIIBI JOKYMEHTOB B HH()OPMAIIHOHHOM! CUCTEME: GyMaKHbIi
JIOKYMEHT, 00pa3 I0KyMEHTa, 3JIEKTPOHHEIH TOKyMEHT, CTPYKTYPHPOBaHHBIE TOKYMEHTHI, XML —
IIPEJCTaBIICHUE,

7. Hoxyment B COJI. Co3nanue. Penaktipoanue. [Ty6mukanus. ApxuBupoBaHue.

8. OcHoBusle Bo3MmoxkHOCTH COJT: [Touck JOKYMEHTOB. MapuipyTH3amnus u KOHTPOJIb HCIIOTHEHHS.
OtuerTsl.

9. Ocuosrsle Bo3amoxuocT COJI: AZIIMHHUCTpEpPOBaHHE. BO3MOXHOCTH COTPYIHHKOB.

10. Ocnosubie pynknuu COJI. Tunopsle TpeGOBaHUS K CO/I.

11. IIpenMmymiecTBa BHEAPEHHUS CHCTEMBI 3JIEKTPOHHOI0 JOKYMEHTO000pOTa.

12. Ilpn4uner aBToMaTH3anuu. BEIGOP CHCTEMBI aBTOMATH3AIIHL.

13. Kpartkuit 0630p phIHKa U KIaccHpUKaIms m1aThopM, IpeacTaBICHHbIX Ha phiHKe COJI.

14. Cpenctra rpynmnosoii paGoTsr.

15. CucreMs! ynpasieHus 0cOOBIME BHIAMH JIOKYMEHTOB.

16. CrenmaneHble MOMYIH yIIpaBIeHUs AOKYMEHTOO00POTOM B COCTaBe KOPIIOPATHBHBIX
HH(DOPMAIHOHHBIX CHCTEM



17. KopnopatusHas uH)OpMaIHOHHAS CHCTEMA.

18. CucreMsl aBTOMaTH3aIHH JIeJIONIPOU3BOICTBA.

19. Tloacuctema apxuBa JOKyMEHTOB, yIIpaB/IeHHS KOHTEHTOM H CPEICTBA CTPYKTYPH3ALMH.
20. Cuctembl BBOJA JOKYMEHTOB H CHCTEMBI 00paGOTKH 00pa3oB JOKyMEHTOB

21. Tloncucrema MapLIpy TH3AMAH JOKYMEHTOB K YIIpaBJICHUS 3aIlaHUSIMH.

22. Tunsl NpunoXKeHHH, BHEAPSIEMBIX B paMKax KopnopatuBHoit CO/JI.

23. DnextpoHHas HEpPOBAs IOIIHCH: MIOHSATHE, BUMBI U pelIaeMble 3a1auH.

Camocmosmenvras paboma
Tembl pedeparTon

1. Tlonstie mokymeHTa, JOKyMEHTOO60POTA H IOTOKA JOKYMEHTOB.
2. lenu BHE/IPERUS 3IEKTPOHHOIO IOKyMEHTO0G0pOTA.
3. Mecto CO/I B nH(OPMAIIMOHHOI cHCTeMe IPEANPUSITHS.
4. Tuner COJI (cucTeM 31eKTPOHHOTO JIOKYMEHT0060pOTa).
5. Knaccuukanms aBToMaTH3HpOBAHHBIX CHCTEM ACNIONIPOU3BOICTBA U JIIEKTPOHHOTO TOKYMEHTOO60POTA.
6. TeHIeHIUH Pa3BUTHS CUCTEM 3IEKTPOHHOTO JIOKYMEHTO0O0pOTA.
7. JIokyMeHT B HH()OPMALMOHHO# cucteme. THIIBI JIOKYMEHTOB B HH()OPMAITMOHHOMU CHCTEME: OyMasKHbI
JIOKYMEHT, 00pa3 I0KyMEHTa, JIEKTPOHHBIH TOKyMEHT, CTPYKTYPHPOBAaHHBIE TOKYMEHTBI, XML —
IIpEeICTaBJICHHE.
8. loxyment B CO/JI. Cosnanue. PenakTiposanue. [Ty6mukanus. ApxuBupoBaHUe.
9. Tunosele koMmoHeHTsl CDJI: XpaHHUIHIIE KapTo4eK (aTpuOyTOB) JOKYMEHTOB; XPaHHJIHLIE JIOKYMEHTOB;
KOMIIOHEHTEI, OCYIIECTBJIAIOIIE OU3HEC-IOTHKY CHCTEMBL.
10. Ocrosnbie BosmoxHOCTH CO/I: [ToHCK JOKYMEHTOB. MapuipyTH3anus u KOHTPOJIb HCIIOTHEHHS.
OTueTsI.
11. OcroBHbIe Bo3MoskHOCTH CO/: AnMuHMCTPHpOBaHKE. BO3MOXHOCTH COTPYIHHKOB.
12. Ocuouvie pyrxunn COJI. Tunossle TpeGOBaHHS K -5 1
13. TIpenmyImecTBa BHEPEHHS CHCTEMBI TEKTPOHHOTO JOKYMEHT0000pOTa.
14. TIpuauner aBToMaTH3a1MH. BEIGOpP CHCTEMBI ABTOMATH3ALIHIL.
15. Kparkuit 0630p peIHKa 1 KnaccuduKamus n1athopm, IpeaCcTaBIeHHBIX Ha phiake COJI.
16. Cpencrsa rpynmnoBoii paGoTsl.
17. Cuctems! ynpasieHus 0cOObIMH BUIAMH JIOKYMEHTOB.
18. CrienmabHeIe MOIYIIH yIIpaBIIEHHS JOKyMEHTOOGOPOTOM B COCTaBe KOPIIOPaTUBHBIX
HH(OPMAIHOHHBIX CHCTEM
19. KopnopatuBHas uHGOpMaLHOHHAS CHCTEMA.
20. YHHBepcaTbHbIE CHCTEMBI 3IEKTPOHHOTO JIOKYMEHTO000pOTA.
21. IloxcHcTeMBl aBTOMATH3ALHE JOKyMEHTOOG0POTA.
22. CucTeMBI aBTOMATH3AIMH JETOIPOH3BOICTBA.
23. IloxcucTeMa apxHBa JOKYMEHTOB, YIIPaBICHHS KOHTEHTOM I CPEICTBA CTPYKTYpPHU3AINH.
24. CucteMsl BBOJIA IOKYMEHTOB M CHCTEMEI 00paboTKu 00pa3oB JOKYMEHTORB
25. IloacucTemMa MapIIpy TH3aME JOKYMEHTOB | YIIPABIICHUS 3aTaHHUAMH.
26. CucTeMBI KOMIUIEKCHOM aBTOMATH3AIMH Ou3Hec-mpoeccoB.
27. Tunbl NIPUTOKEHHUI, BHEAPAEMEIX B PaMKax KopriopatuBHoOit COJI.
28. ApXHBEI 3JIEKTPOHHBIX JOKYMEHTOB.
29. ABTOMATH3AIISA IPOLECCOB KIACCHYECKOTO POCCHHCKOTO JIOKyMEHTO000poTa
(mommepiKKa JOKyMEHTALMOHHOTO 00eCceyeH s ynpasienus - JJOY).
30. Ucropus BHeapenus CHI.
31. Dnexkrponnas HudpoBas MOAMUCH: OHSTHE, BUIBI H pelaeMble 3a1ayH.

(DOHII OIICHOYHBIX CPEACTB IJIA IIPOBEIOCHHUS aTTECTAIIUHU YPOBHsA C(I)OpMI/IpOBaHHOCTI/I KOMIIETeHIINH
O6yanOH.II/IXCSI 110 TUCIHUIIIINHE O(I)OpMJISICTCSI OTACIIBHBIM JJOKYMEHTOM.



7. YYEBHO-METOJIUYECKOE U HHOOPMAIIMOHHOE OBECIIEYEHUE

JTACHUTLTAHBI
7.1. KHurooGecne4eHHOCTD
HanMmenoBanue nuteparypsl: aBTop, Ha3BaHHe, B Ion KHHUI'OOBECITEYEHHOCTb
ST, B3 TRIIRETRO T KonuyecTBo 3k3eMIuIspoB Hanmuue B
u3naHuii B 6ubnuorexe Bal'y B 3NEKTPOHHOM
cootBercTBUU ¢ PI'OC BO 6ubanoreke Bal'y
1 2 3 4
OcHoBHas TUTepaTypa

1. Kysemuna, U. B. Jlenonpon3oncteo 2017 http://www.iprbooksh
[OnexTponHbli pecypc] : yuebHoe nocobue / Y. B. op.ru/74718.html
Ky3sbMuHa. — DnekTpoH. TekcTOBbIE JaHHBIE. —
M. : MocKkoBCKkuit ryMaHUTapHBIi yHUBEpCHUTET,
2017. — 128 c. — 978-5-906912-98-5
2. DIIeKTPOHHOE MPABUTEIBCTBO. DIEKTPOHHBINH 2017 http://znanium.com/ca
JOKYMEHTO000pOT. TepMHUHBI U ONPENENeHNS talog/product/809828
yue6. nocobue / C.}O. Kabawos. — M. : UHDOPA-
M, 2017. — 320 ¢. — (Bsicuiee o6pasoBaHue:
bakanaBpuar)
3. Crenanoa, E. H. Cucrema anexTpoHHOro 2016 http://www.iprbooksh
AOKYMeHT0000poTa (061a4H0e peleHne) op.ru/73341.htm

[DnexTponHsIii pecypc] : yuebHoe mocobue / E. H.
CrenanoBa. — DNEKTPOH. TEKCTOBbIE JaHHBIE. —
Caparos : Aii [Tu Op Menua, 2018. — 182 ¢. —
978-5-4486-0136-1

JlononuuTeNnbHas auTEpaTypa
1. Illubaes, /1. B. [TpaBoBoe peryaupoBaHue 2016 http://www.iprbooksh
SJIEKTPOHHOI'O JOKYMEHTO0O0POTa [DNIEKTPOHHBIH op.ru/57260.html
pecypc] : yaebHoe nocobue / JT. B. IlInGaes. —
OJIEKTPOH. TeKCTOBBIE JaHHbIEe. — CapaToB :
Bysosckoe o6pasosanue, 2016. — 70 ¢. — 2227-

8397
2. Poibakos, A. E. OCHOBBI 1€10MPOH3BOACTBA 2016 http://'www.iprbooksh
[DnekTpoHHblii pecypc] : yuebuuk / A. E. op.ru/67690.html

Pbi6akoB. — DIeKTPOH. TEKCTOBBIE JaHHBIE. —
MuHck : Pecry6nukaHCKuit MHCTUTYT
npocgeccuonansHoro obpasosanus (PUIT0), 2016.
— 320 c. — 978-985-503-606-8

3. KonuaeHuunansHoe 1e1onpon3BoacTso u 2016 http://www.iprbooksh
3aUMLIEHHbI 3JIEKTPOHHBII JOKyMEHTOO06OPOT 0p.ru/66416.html
[Snexrpounbiii pecypc] : yueGruk / H. H. Kynses,
A. C. [Iémymikun, A. T'. ®abpuuhos, T. B.
Konnpamesa ; nox pen. H. H. Kynsies. —
DJEeKTPOH. TEKCTOBbIE AaHHbBIE. — M. * Jloroc,
2016. — 500 c. — 978-5-98704-711-8

7.2. MHTepHET-pecypenl
1. lemo-Bepcus mporpammuoro npoxykra 1C: HoxymenTooGopor - http://v8.1c.ru/doc8/demo/

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JANCIHUITINHBI

g peanusanuu NaHHOM IUCIUIUIMHBI HMEIOTCS CICUHAILHBIC TOMCIIEHUS AT MPOBENECHHUS
3AHATHH NEKYUOHHO20 MUNA U 3aHAMULI NPAKMUYECKO20 muna, mexyuezo KOHMpPONS U NPOMeNCYMOYHOT
ammecmayuu, a maxice NOMeweHus Ol CamMoCmosmensHol pabomei.

[IpakTHYecKue 3aHATHS MPOBOASTCS B KOMITBIOTEPHOM Kitacce (ayautopust 204-6).

ITepeyens ncnoms3yemMoro TMUEH3HOHHOTO IPOrPAMMHOTO 06ECICUEHHS
naxetr MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.




PaGouyro nporpammy cocraBui cT. mpenogasarens kad. DCY (\ (b”/ e )/ Byrposa O.C.
(oHO, neyﬂ

Penensent (npeacraBurens paboTomarens)
MKY «Ymnpasnenue rpaxnaHcKo#i 3amuThl ropoaa BiaaguMupay,

HaYaJIbHUK YIIPaBICHUS / benukos b.H
(mecTo paboThl, TOKHOCTD, PHULY, MHCh)

I[Iporpamma paccMoTpeHa u onoOpeHa Ha 3acenanun Kadenpsl LY

ITpotoxon Ne | ot 26.08.¢: roma P

3aBenyromuii kadeapoit SCY , /J Ioiixep O.JI.
(®HO, noanuce)~ / /

PaGoyas mporpaMma paccMOTpeHa H O100peHa Ha 3acelaHHH y4eOHO-METOMMYECKOH KOMHCCHU
HanpasieHus 38.05.01 «DxonoMuyeckas 6€30MaCHOTEHY

[TpoTokom Ne 1 _or_JC.0X4 d roma
[Ipencenarenb KOMHCCHH 4 u(I’Vw 7 Jlonnyes O.A.
(®HO, noanucs)




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




