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1. IEJIA OCBOEHUs JUCHUIIJIMHBI

Llenpro HM3ydYeHHs IHUCHUIUTAHBI «DJIEKTPOHHBIA JOKYMEHTOOOOPOT» ABIISETCS MONy4YEeHHE H
yriay6rieHne 3HaHUi O MIPMHIAIAX [IOCTPOSHHUS JOKYMEHTOB M OCHOBaX (JOpMHpPOBaHHMs JOKyMEHTO0O0pOTa
B OpraHM3alds W YYPSXKICHUSIX pasIH4IHBIX (opM coOCTBeHHOCTH. DOpMHpOBaHHE Yy CTYACHTOB
TIPAKTUYECKMX HABBIKOB I10 CO3JaHHIO U 00paboTKe JOKYMEHTOB B JalbHEHIIEM OyeT CriocoOCTBOBAThH He
TONBKO 06O0JIee YCIEITHOMY OCBOSHHIO MHUCIMIUIMH, H3Yy4eHHME KOTOPHIX MpEArojaraetT padboTy ¢
JIOKyMEHTaIuel, HO ¥ IPOXOKACHHIO IPaKTUKK Ha 60Jiee rPaMOTHOM yPOBHE.

3anauu U3y4EeHUs AUCLUILIHHEL:

- ¢chOpPMHPOBATE y CTYAEHTOB YeTKOE IIPEICTABIECHHE O HEOOXOMUMOCTH M POJIH TOKYMEHTHPOBAHHA
B JIEATEILHOCTH OpraHu3aIu;

- 03HAKOMHTH CTYJEHTOB C OCHOBAMH JJIEKTPOHHOIO JENONPOM3BOJICTBA M JOKyMEHTOOOOpOTA
OpraHu3aluy;

- O03HAKOMHTb CTYJEHTOB C OCOOEHHOCTSIMH 3alUThl CIyXeOHOH M KOHQHICHIHATHLHOMA
MH(bOpMaIHH, 06eCIIeYeH s OTKPBITOTO JOCTYIA IpaXaaH K HHOPMAIMU B COOTBETCTBHH C MOJIOKEHHAMH
3aKOHO/ATeNIbCTBA;

- HAyYdTh CTYJEHTOB OPHEHTHPOBAThCS B CHUTYaIlMsAX, TPEOYIOIIMX H3JaHHUSA COOTBETCTBYIOIIHX
JIOKYMEHTOB.

2. MECTO JUCHUILJIMHBI B CTPYKTYPE OIIOII BO
JTucuumHa « NEeKTPOHHBIN JOKyMEHTOO00POT» OTHOCHTCS K JUCIHMILIMHAM 6a30BOM YacTH.
IIpepexBu3uThl aucuuiuiHsl: MHbopMaTrka, OCHOBBI yIIPABICHYECKON AESTEIBHOCTH.

3. IIJIAHUPYEMBIE PE3YJIbTATHI OBYUEHHUSA 110 JUCIUILIJIMHE
[InanMpyemble pe3yinbTaThl OOy4eHHS IO JUCHMILUIAHE, COOTHECEHHbIE C IUIAHUPYEMBIMH
pesyaprataMu ocBoeHus OIIOII

Kox hbopMupyeMbIx KOMIIETEHLIUA YpoBeHb ITnanupyeMble pe3yabTaThl 00yUeHHs 110 AUCLMILUIHHE
OCBOEHHSA XapaKTepU3yoLIKe 3Tanbl GOPMUPOBAHMS KOMIIETEHIMI
KOMIIETEHLIUH (mokaszaTesid OCBOSHHS KOMIIETCHLIUH)
1 2 3
OK-12 YactuaHOe - 3HaTh HHCTPYMEHTAIbHBIE CPEACTBA KOMIBIOTEPHEIX TEXHOIOTHA
CIIOCOOHOCTHIO paboTaTh C OCBOEHHE “H()OPMALOHHOTO o6cITyKMBaHHA yTIpaBJIeHYECKOH
pa3MYHBIMU HH)OPMAIMOHHBIMH JesATeTbHOCTH;
pecypcaMy ¥ TEXHOJIOTHSIMH, - VMeTh ONpemeNsaTh HANpPaBICHUS KCIOJIB30BaHMA M TEHIECHIMH
NPUMEHSATh OCHOBHBIE METO/IBI, pasBuTHd HHGOPMAIMOHHO-KOMMYHMKALMOHHEIX TEXHOJIOTHA B
CIIOCOOBI ¥ CPECTBA NIOTyIEHHA, 9KOHOMHUKE H YIPaBIICHUH;
XpaHeHHs, I0MCKa, CUCTEMaTH3alluH, - BrnameTs HaBBIKAMH ~ HCIONB30BaHMA  HMHGOPMAIMOHHO-
00paboTKy U nepenadn HHHOPMAIUH KOMMYHHKALWOHHBIX TEXHOJOTHM MJs TNpPUHATHA pPEIICHMH Ha
YpPOBHE YIPABJICHHUs OpraHU3alMei
IK-42 YactruaHOE - 3HaTh OCHOBHBIE aKThl 00 OTBETCTBEHHOCTH 3a yIPaBI€HUECKHE
CIIOCOOHOCTBIO [UIAHUPOBATh U OCBOEHHE peLIeHHs;
OpraHH30BBIBATh CIIyKEOHYIO - VMeTh C Mo3UIWii yIIpaBIeHIeCKO-IIPABOBBIX HOPM
IEATEIIbHOCTD NOAYNHEHHBIX, AQHAIM3MPOBATh KOHKPETHbIE CUTYallH, BO3HUKAIOIIHE B
OCYILECTBIATh KOHTPOJIb U YUET €€ TIOBCEIHEBHOM IPAKTHKE;
pe3yIbTaToB - BraneTs HaBbIKaMU IPUMEHEHUS OPraHU3aLMOHHO-
yIpaBlIEHYECKHUX PEIICHNH B TeKyIIeH MpohecCHOHaNIbHOM
JeATEIbHOCTH
[1K-44 YacTaHOE - 3HaTh HOPMATUBHO-METOAMYECKYIO 6a3y, OCOOCHHOCTH S3bIKA H
CTIOCOOHOCTBIO OCYIIECTBILAITh OCBOCHHE CTHIS COCTABIICHHS CITYKEOHBIX TOKYMEHTOB;
JIOKyMEHTallHOHHOE 06ecTieueHre - VMeThb OpraHM3OBBIBaTh JOKYMEHTAILHOE CONPOBOXICHHE
yIpaBlIeHIECKOH AEATEILHOCTH paboThl B OpraHU3aLMsiAX;
- BrajeTs MpakTHYECKHMMH HABBIKAMH COCTaBJICHHA, 00pabOTKH U
paboThl ¢ JOKyMEHTalLlMeH pa3auyHOro ypoBHS.
[ICK-2 YacTuaHOE - 3HaTE OCHOBHBIE HCTOYHHUKY WH(OPMALUH IIPH TIOATOTOBKE
CIOCOGHOCTBIO pa3pabaTeiBaih OCBOEHHE JIOKAJIbHOM TOKYMEHTALIUH;
MPEUI0KEHUS [JIA JTOKaIbHOH - VMeTh aHaIu3UpOBaTh HHPOPMALIMOHHEIE HCTOYHHKH,
JOKYMeHTaluH, o0ecrieduBatomei - Bnagerr HaBBHIKaMH OpraHmaluu cbopa HHGOpMaLMH st
(YHKIIMOHUPOBAaHUE CUCTEMBI MOArOTOBKM  JIOKQJIbHOW  JOKYMEHTallMd, 0becreyrBaromen
yIpaBIeHUsA SKOHOMHIECKOH (GYHKUMOHUPOBAaHHE CHUCTEMBl  YNPABIEHUs  JKOHOMHYECKON
6e30macHOCTH ' 6e30macHOCTH




4. OBBEM U CTPYKTYPA JUCIHHUIIJINHBI
Tpy10€eMKOCTh JUCIUILUIMHBI COCTABIISAET 2 3a4E€THBIX CMHHUIIBL, 72 yaca

Buns! yaebHoM
paboTsl, BKITIOYast
CaMOCTOSTENBHYIO
paboTy CTyIEeHTOB
o U TPYAOEMKOCTb (B DopMEI
= gacax) O6BbeM yuebHoIM TEKYIIET0
e 3 paboTs, KOHTpOJIS
Ne HaumMeHoBaHMe TEM W/WIH 2 § E E‘ C IpAMEHEHHEM YCIIEBaeMOCTH,
wn pa3[esioB/TeM AUCIMILTHBI 2 = =2 o WHTEPaKTHBHBIX ¢dopma
o g = S \‘% METOJO0B IIPOMEXYTOYHOM
2 AR 9 (B wacax / %) aTTecTaLUu
E E a @) (no cemecmpam)
=]
AN
a =]
= |8
=

1 Tema 1. IloHsTHE 3IEKTPOHHOIO 4
JIOKYMEHTa " 9JIEKTPOHHOIO | 3 1-2 2 2 3/75
JIOKYMEHT0000pOTa.

2 Tema 2. Cucrembl yIpaBiIeHUA 8 6/75 .
3JIEKTPOHHBIM 3 |36 | 4| 4 PC“THH;{:’K;’HTPO”L
JIOKyMEHTOOOOPOTOM. )

3 Tema 3. CucTeMBbl 3JEKTPOHHOIO 3 .8 5 9 4 3/75
JIOKYMEHTO0000poTa.

4 Tema 4. CpencrBa TIpynIoBoi 3 010 | 2 5 4 3/75
paboThI.

5 |Tema 5. Cucremsl ympaBieHHUs 3 | 1112 | 2 g 4 3/75 PeiTHHI-KOHTPOTH
0COOBIMU BUIAMH TOKYMEHTOB. No2

6 |Tema 6. KopnoparusHeie 3 | 1316 | 4 4 8 6/75
HUH()OPMAIIMOHHbIE CHCTEMBL.

7 |Tema 7. BHenpeHue KOPIIOPATHBHBIX | o | 15 0 | 5 | 5 4 3/75 PeiTHHT-KOHTPOIB
MH()OPMALIMOHHBIX CHCTEM. Ne3

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

Hroro mo pucumiiuHe 18 | 18 36 27/75 3auer

HEOOCTATKH 3JICKTPOHHOI'0 JOKYMCHTA.

Coz(epxca}me JEKIHOHHBIX 3aHATHH M0 IHCIMIINHE

Tema 1. ITonsATHE 37EKTPOHHOTO JOKYMEHTA H JJIEKTPOHHOTO TOKyMEHTO000pOTa.

[MonsTHE 37IEKTPOHHOrO JOKyMeHTa. [[oHsATHE 31eKTPOHHOTO JOKyMeHToobopoTa. [IpenMymmecTsa u

Tema 2. CucTeMBI YIIPABIICHHAS IEKTPOHHBIM JOKYMEHTOOO0POTOM.

OCHOBHEIE MPHUHIMUIEI PabOTHI CHCTEM YIIPABICHHUS 3JIEKTPOHHBIM IOKYMEHTOOOOPOTOM.
CHCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

Tema 3. CrcTeMBI 3JIEKTPOHHOTO JOKYMEHTOO00pOTA.

Tunel cucteM

JIOKyMEHTOO00pOoTA.
Tema 4. CpencTBa rpynnoBoi paboThI.
[TousTe, mpuHIUIB! paboThL [IprEMeEphI IPOrpaMMHBIX IIPOJYKTOB.
Tema 5. CucteMs! yripaBiieHHs 0COOBIMH BUZAMH JOKYMEHTOB.
[MousTre, npUHIMIE paboThl. PaccMoTpeHue CTpyKTypsl B HHTEpdekica PDM-cucrem.
Tema 6. KopropatuBHbIle HHGOPMAIMOHHBIE CHCTEMBIL.
I[Tonsitre, ocobennocTr, Moxyu. Kinaccubukamnus KOpHopaTHBHEIX HHPOPMAIMOHHBIX CHCTEM.
Tema 7. BHeapeHre KOpIopaTUBHEIX HHPOPMAITMOHHBIX CHCTEM.
Bapuants! BHenpenns KHC: npeumymecTsa u Henocratkd. CocTas, nenu 1 3anaun BHenpenus KHC.

SJICKTPOHHOT'O

JOKyMEHTO000pOTA.

CpaBHeHuE

Coaep:kaHne NPaKTHYECKHX 3aHATHH 110 THCHHILIHHE
Tema 1. 1C JTokymenToo6opot: M3yuenne uaTEpdEiica CUCTEMBL.

CHCTEM

Bunrnl

B3JICKTPOHHOTI'O



Tema 2. 1C JTokymeHTO000pOT: BHECEHUE B 6a3y CBEIEHHH O COTPYAHUKAX M IOJIb30BATEAX.
Tema 3. 1C JokymeHnTOo060pOT: CO31aHNE OTAEIBHBIX BUAOB JOKYMEHTOB.

Tema 4. 1C JlokyMeHTO000POT: 3an0JHEHHE TOJIEH KapThl JOKYMEHTA.

Tema 5. 1C JTokymenToob6opot: PenaktupoBanue ¢aiinoB. KoHTposs Bepcuit

Tema 6. 1C JTokyMeHTO060pOT: YIIpaBlieHHE JOrOBOpaMHU ¢ HOPMHPOBAHUEM CMET.

Tema 7. 1C JIokyMeHTOO60pOT: YIIpaBieHHE IPOEKTAMHU.

5. OBPA3OBATEJIBHBIE TEXHOJIOT'UHN
B mpenofaBaHu# JUCHHUILTHHBI « D1eKMPOHHbBLI OOKYMEHMO0O0pom» HCIIOJIB3YIOTCS pa3HOOOpa3HEIe
00pa3oBaTeIbHBIE TEXHOJOTHH KaK TPaJWIHOHHBIE, TaK M C IPHMECHEHHEM AKTHUBHBIX M MHTEPAKTHBHBIX
METOJIOB O0OyUEHHS.
AKTHBHBIE ¥ HHTEPaKTHBHBIE METOIbI O0yUCHHUS:
—  Humepaxmusnas nexyus (mema Ne 1, 2, 3, 4,
— I'pynnoeas ouckyccus (mema Ne 1, 2, 3, 4, 5,
— Ponesvie uepvr (mema Ne 3, 4, 6, 7);
— Tpenune (mema Ne 5);
—  Ananuz cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Pasbop xonkpemnuvix cumyayui (mema Ne 1, 2, 3, 4, 5, 6, 7).

%86 7)
6,7);

6. OIIEHOYHBIE CPEJICTBA JUISI TEKYIIET'O KOHTPOJISI YCIEBAEMOCTH,
IMPOMEKYTOYHO#M ATTECTAIIMA 110 HTOT'AM OCBOEHMSI JUCIUILIMHBI K
YYEBHO-METOIAYECKOE OBECIIEYEHHE CAMOCTOSITEJILHOM PABOTBI
CTYJIEHTOB

Texywuii KOHMPOIb YCNEBAeMoCHu.
PeiiTuHr-KoHTpO.IL 1

1. Dnexmponnwisi 0oxymenm coanacrno @edepanvhuviii 3akon om 10.01.2002 Ne 1-D3 «Ob6 snekmponHoO
yughposoi noonucuy - smo:
a) 3aIMCAaHHOE HA MAIIMHHOM HOCHTEJE SJIEKTPOHHOE COOOINEHHe, PEKBH3UTHI KOTOPOro O(OpPMIIECHHI B
COOTBETCTBHH C HOPMaTUBHBIMU TPEOOBaHUIMHI
0) moboe coobImeHne, 3aucKa, TEKCT, 3allMCaHHbIA Ha MAIIHHHOM HOCHUTEIIE
B) JOKYMEHT, B KOTOPOM HH(pOPMAIIHs MPECTaBICHa B 3IEKTPOHHO-IIMGPoBOH hopme

2. Kaxumu euoamu Hopmamuenvix akmos pezynupyemcs 00KymeHmoobopom opzanusayuu?
a) BCE OTBETHI BEPHBI;

©) oTpacieBBIMU U MEXKOTPACIIEBBIMH;

B) TOCYIapCTBEHHBIMH;

T') JOKaJIbHBIMU aKTaMH OpraHU3alIui.

3. Bepno nu ymeepoicOenue, Ymo K6AIUGuyupo8anHas U HeKealuGuyupoeannas 51eKmpoHHas Yyugpossie
NOONUCU 6bI0AIOMCS 8 CREYUAIbHBIX YEeHMPAx U npeocmaensiom coboll ¢hreus-Hakonumens ¢ 3aNUCAHHLIM
Ha Hem Kooom?
a) 1a;
0) HeT.
PelTHHI-KOHTPOJIb 2
4. Kaxas u3 nepeyucientvlx Cucmem 3J1eKmMpOHHO20 O0KYMeHmMoobopoma a613emcs OnmumManbHou?
a) Lotus Domino.Doc;
6) Jleno;
B) 1C:Apxus;
r) DIRECTUM.

5. Bepno nu ymeepoicoenue, umo cucmema «1C. [Jokymenmoobopomy» nozeoniem ocyusecmeisimo pacculiky
npu2iauienuti Ha nocewerue 3an1aHUpOBAHHBIX MEPONPUAMUL 6CeM COMPYOHUKAM OP2aHUu3ayuu?

a) 11a;

6) HerT.

«



6. Ilpoepammnoe obecnevenue Lotus Notes omnocumcs k.

a) CHCTEME yIIpaBJICHUs OCOOBIMU BUAAMHU JOKYMEHTOB;

6) cpeacTBaM rpymnIoBoi paboThI;

B) CHENMIbHBIM MOXYJISM  YIpaBICHHS JOKYMEHTOOOOpDOTOM B  COCTaBe  KOPIIOPATHBHBIX
HH(POPMAITHOHHBIX CUCTEM ISl IPEANPUITHH;

I') YHUBEPCATHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO060pOTa.

7. Kaxozo u3z 6uooe snexmpornoti yughpoeou noonucu He cywecmsyem?
a) mpocTasi;
0) ropuauyeckas;
B) KBATU(UIIMPOBAHHAS;
I') HeKBTH(pUIIUPOBaHHAS.
PeriTHHr-KOHTpPOJIL 3
8. Umo u3 nepeyucieHH020 He OMHOCUMCA K Napamempam Hocumenet 31eKMpPOHHbIX OOKYMEHMOo8?
a) CTOUMOCTb XpaHeHHs | Merabaiita HHpopMaIuy;
6) BOBMOXKHOCTB OCYIIECTBIICHHUS IIOJIHOTEKCTOBOT'O MTOKUCKA;
B) CKOPOCTB JIOCTYyTIa K HH(GOpMAIIUH.

9. 1100 cnyscebHbIM 21eKMPOHHBIM OOKYMEHMOM NOHUMAEMCS.

a) 3alMCaHHOE Ha MAIIMHHOM HOCHTEJE 3JeKTPOHHOE COOOIIEHHE, PEKBH3UTHI KOTOPOro O(OpMIIEHBI B
COOTBETCTBHUHU C HOPMaTUBHBIMU TpeOOBaHUSIMU;

6) TOKYMEHT, B KOTOpOM HH(OPMAITKS MTPEICTaBIeHA B 3JIEKTPOHHO-ITH(poBOit hopme;

B) CTPYKTYPUPOBAHHBIH MHPOPMAIIMOHHBEIA OOBEKT, B COOTBETCTBHE KOTOPOMY MOXET OBITH IIOCTaBJIEHA
COBOKYITHOCTb (paiiIoB, XpaHSIIUXCS Ha HAKOIIUTENIE KOMIIBIOTEPA;

r) moboe coobIeHne, 3anucKa, TEKCT, 3allMCaHHbIA Ha MAIIMHHOM HOCHTEITE.

10. Bepno au ymeepoicoenue, umo cucmema «I1C. [oxymenmoobopom» no36onsem oCywecmsiimo
npocmMomp OOKYMEeHmo8 U (haiios ¢ 2pYnnuposKoli no pasiuiHulM NPUHAKAM (N0 6U0AM OOKYMEHMO8, no
npoexmam, no omoenam):

a) 1a;
0) Her.
IIpomesicymounas ammecmayus no UmMo2am 0C80eHUL OUCYUNTUHBL (3auem,).
CrnHcok BOIIPOCOB K 3a4eTy
1. TloHsTHe MOKyMEHTa, JOKyMEHTOOOOPOTA U IIOTOKA JOKYMEHTOB.
2. Mecro CO]I B uHGOPMAIIMOHHOM CHCTEME MTPEIIPUATHS.
3. Tunbe COJ] (cucTeM 351eKTPOHHOTO JOKYMEHT0000pOoTa).
4. Knaccudukaiys aBTOMaTH3UPOBAHHBIX CUCTEM JEJIOIMPOU3BOJCTBA U 3JIEKTPOHHOTO

JOKyMeHTO0000pOTa.

5. TeHneHIMHU pa3BUTHUS CUCTEM BJIEKTPOHHOTO JOKYMEHT000O0pOTA.

6. JloxymeHT B HH)OPMAMOHHOM cHcTeMe. THITBI JOKYMEHTOB B HHPOPMAIIHOHHON CHCTeME: OyMaXKHEIH
JOKYMEHT, 00pa3 TOKYMEHTa, 3JI€KTPOHHBIN TOKYMEHT, CTPYKTYpHPOBaHHBIE TOKyMeHThI, XML —
IIpe/ICTaBJICHHE.

7.  Joxyment B COJI. Coznanue. PenaktupoBanue. [lybmukanus. ApxuBupoBaHue.

8. Ocnoable Bo3aMoxxHOcTH CO/I: [Tonck moxkymMeHTOB. MapiipyTH3aius 1 KOHTPOJIb HCIIOTHEHHS.
OTueTsl.

9. OcHnousle Bo3MoxxHOCTH CO/I: AnMuHHCTpHpOBaHHE. BO3MOXXHOCTH COTPYIHHUKOB.

10. OcHoBHble pynkuuu CO/1. Tumossle TpeboBanus k CO/I.

11. TIperMyinecTBa BHEAPEHUS CHCTEMBI 3JIEKTPOHHOIO JOKYMEHTOOO0POTA.

12. Ilpuunns! aBTOMaTU3anuu. BeIOOp cuCcTEMBI aBTOMATH3AIIHH.

13. Kpatkwuii 0630p peiHKa U KIaccuukanus miaThopM, mpeacTaBieHHbIX Ha peiHke CO/I.

14. CpencrBa rpynmnoBoii paboThI.

15. Cucrems! ynpaBneHus 0COOBIMH BHJaMHU TOKYMEHTOB.

16. CnenmaipHble MOIY/IH YIPaBICHUS JOKYMEHTOOOOPOTOM B COCTaBE KOPIIOPAaTHBHBIX
HHGOPMAITHOHHBIX CHCTEM



17. KoprnopaTuBHas HHGOPMaLMOHHAS CHCTEMA.

18. CucreMBl aBTOMATU3AIMU JEIONPOU3BOACTBA.

19. TMoacucTeMa apXuBa JOKYMEHTOB, YIPaBI€HHs KOHTEHTOM U CPEJICTBA CTPYKTYPH3alHH.
20. CucTeMbI BBOJA JOKYMEHTOB ¥ CHCTEMBI 06paboTKH 06pa3oB JOKYMEHTOB

21. IloxcucTeMa MapIIpyTH3aAIMU JOKYMEHTOB M YIIPABICHUS 33/1aHUAMH.

22. THIIBI IPUIOKEHHH, BHEAPSEMBIX B paMKax KopropatusHoi COJI.

23. DiexTpoHHas HU(POBast IOANKCH: IOHATHE, BU/BI M PEIIacMbIC 3a/Ia4H.

CamocmosmenvHas paboma
Temsl pedepaTon

1. [ToHATHE JOKYMEHTa, JOKYMEHTOO0O0POTa M II0TOKA IOKYMEHTOB.
2. Ilenn BHEAPEHHS SIEKTPOHHOTO JOKyMEHTO060pOTa.
3. Mecto CD/] B uHGOPMAITMOHHON CHCTEME MIPEATIPUITHS.
4, Tunbst CDJI (cHCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa).
5. Knaccu¢uKanys aBTOMaTH3UPOBAHHBIX CHCTEM JICJIONPOU3BOJCTBA U 3JIEKTPOHHOTO JOKyMeHTo00O0pOTa.
6. TeHeHIMH Pa3BUTHs CUCTEM 3IEKTPOHHOTO JOKyMEHTO0OO0pOTA.
7. JIOKyMeHT B HHGOPMALMOHHOM cHcTeMe. THITBI TOKYyMEHTOB B HHYOPMAIIHOHHOH CHCTEME: OyMaKHBIH
JIOKYMEHT, 00pa3 IOKyMEeHTa, SJIEKTPOHHbIA TOKYMEHT, CTPYKTypUPOBAHHbIC IOKYMEHTE, XML -
IIpe/ICTaBIICHHE.
8. lokymenT B COJ1. Cosnanue. Penaxtuposanue. [TyGnukanus. ApXHBHPOBAHHE.
9. Tunossle KoMmoHeHTH! CDJI: XpaHUIIHIIE KapToUeK (aTpuOyTOB) JOKYMEHTOB; XPaHUIIUINE JOKYMEHTOB;
KOMIIOHEHTBI, OCYIIIECTBIIOIHUE OM3HEC-IOTHKY CHCTEMBL.
10. OcuoBubIe Bo3moxkHOCcTH COJT: ITorck JoKyMeHTOB. MapiupyTru3anus 1 KOHTPOJIb UCIIOJTHEHHUS.
OTtyeTsl.
11. OcuoBusle Bo3MoxHOCcTH COJI: AIMUHUCTpHpPOBaHKE. BO3MOKHOCTH COTPYAHUKOB.
12. OcuoBuble ¢pyrkuuu COJI. Tunossie TpeboBanus k CI/I.
13. TIperMyImecTBa BHEAPEHHS CHCTEMBI IEKTPOHHOTO IOKyMEHTO000pOTa.
14. IpuyuHbl aBTOMaTH3aIUH. BEIOOp CHCTEMBI aBTOMaTH3AIHH.
15. Kparkuii 0630p pbIHKa U KIacCHpUKaIMs IIaTGOpM, IPEACTaBICHHBIX HA PBIHKE CIJL.
16. CpezcTBa rpynmnoBoi paboTEL
17. CucreMsI yIIpaBIeHUs OCOOBIMH BHIaMH JOKYMEHTOB.
18. CrerMaabHble MOLYJIH YIIPaBIeHHS JOKYMEHTOOO0POTOM B COCTaBE KOPIOPAaTHBHBIX
HH(POPMAITMOHHBIX CHCTEM
19. KoprniopatuBHas HHGOpMaIMOHHAsA CHCTEMA.
20. YHHBEpCATbHBIE CHCTEMBI 3EKTPOHHOTO JOKYMEHTOO000pOTa.
21. TloacucTeMbl aBTOMATH3AINH JOKYMEHTO000pOTA.
22. CrucTeMBbl aBTOMATH3aLMHU J€JI0IIPOU3BOICTBA.
23. IMoxcucTeMa apXuBa JOKYMEHTOB, YIIPABI€HHs KOHTEHTOM U CPEICTBA CTPYKTYPH3AIHH.
24. CucTeMBI BBOJIA JOKYMEHTOB M CHCTEMbI 00paboTku 06pa3oB JOKYMEHTOB
25. ToacucremMa MapIIpyTH3alUU JOKYMEHTOB U YIIPABICHUS 3a[JaHUSAMH.
26. CucTeMbl KOMILIEKCHOM aBTOMATH3AIMK OU3HEC-TIPOLIECCOB.
27. THIIBI IPUJIOKEHUH, BHEAPSIEMBIX B paMKax kopropatusHo# COJI.
28. ApXHBBI 3JIEKTPOHHBIX JIOKYMECHTOB.
29. ABTOMATH3AIIAs IPOIIECCOB KIACCHYECKOr0 POCCHICKOTO JOKyMEHT0060poTa
(IOIIepX KA JOKYMEHTAIMOHHOrO obecnedenus ynpasienus - JJOY).
30. Ucropus Baenpenus CO/I.
31. DnexTpoHHas E(poBast HOANKCH: IOHATHE, BUIBI ¥ PELIaeMBbIC 3a/1a4H.

®OH/{ OLIEHOYHBIX CPEJICTB VISl TIPOBEIEHHS ATTECTAIMH YPOBHS CHOPMHUPOBAHHOCTH KOMIICTEHIUH
06Y4YaOIMXCs 110 AUCIUILTAHE 0GOPMIISETCS OTAETBHBIM JOKYMEHTOM.

7. YYEBHO-METOJIUYECKOE 1 HH®OPMAIIMOHHOE OBECIIEYEHUE
_ JUCHUIIINHBI
7.1. Kuuroo0ecne4eHHOCTh



HanMeHoBaHMe UTEPATypPhl: aBTOP, Ha3BaHHE, I'on w3nanus KHHUI'OOBECITEUEHHOCTbD
BHU[I W3/1aHWsA, U3JATEILCTBO
KonuuecTBo 3K3eMILIIPOB Hanuuawue B
m3naHuil B 6ubimoreke Bnl'Y B JJIEKTPOHHOM
cootBercTBHM ¢ PT'OC BO 6ubanoreke Bal'y
1 2 3 4
OcHOBHas TUTepaTypa
1. Ky3pmuHa, Y. B. JIen0mpou3BOACTBO 2017 http://www.iprbooksh
[DnexTpoHHEI# pecypc] : yueGHOe mocobue / op.ru/74718.html
. B. Ky3pMuHa. — DJIEKTPOH. TEKCTOBBIE
naHHble. — M. : MocKOBCKHIA
I'YMaHWTapHEIN YHUBepcUTeT, 2017. — 128
c.— 978-5-906912-98-5
2. DNEKTPOHHOE TMPABUTENBCTBO. 2017 http://znanium.com/ca
DNEKTPOHHBIA JOKyMEHTO000pOT. TepMHHBI talog/product/809828
u onpeneneHus : yue6. mocodue / C.1O.
Ka6amos. — M. : UHOPA-M, 2017. — 320
c. — (Bricee obpa3oBanue: bakanaBpuar)
3. CrenanoBa, E. H. CucreMa 3/1eKTpOHHOTO 2016 http://www.iprbooksh

JIOKyMEeHT0000poTa (06J1aYHOE pelIeHHe)
[DnekTpoHHEIH pecypc] : yue6HOe mocobue /
E. H. CrenanoBa. — DJIEKTPOH. TEKCTOBBIE
nanuele. — Capartos : Aii [Tu Op Menua,
2018. — 182 c. — 978-5-4486-0136-1

op.ru/73341.htm

OIIOJIHUTEJIbHAA JIUTEpaTypa

1. lTu6aes, [1. B. [IpaBoBO€E perynupoBanue
3JIEKTPOHHOI'0 JOKYMEHT0060pOTa
[DneKTpOHHEIH pecypc] : yueOHOe mocobue /
. B. [[Iu6aeB. — DneKTPOH. TEKCTOBBIE
nanusle. — Caparos : By3oBckoe
obpaszoBannue, 2016. — 70 c. — 2227-8397

2016

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

2. PpibakoB, A. E. OCHOBEI
JIeTIONIPOU3BOCTBA [ DNIEKTPOHHEIH pecypc] :
yuebHuk / A. E. Pei6akoB. — DJIEeKTpOH.
TEKCTOBBIE JaHHbIe. — MHHCK :
PecnyOmuKaHCKHM HHCTHTYT
npodeccuonansHOro oopaszosanus (PUII0),
2016. — 320 c. — 978-985-503-606-8

2016

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

3. KonduneHnuansHoe qeNOMPOU3BOACTBO U
3alIUIIEHHbIN AJIEKTPOHHBIN
JIOKYMEHT0000DpOT [ DJIEKTPOHHEIH pecypc] :
yuebnuk / H. H. Kynses, A. C. JIéMyIKuH,
A.T. ®abpuunos, T. B. Konapaiesa ; mox
pen. H. H. KyHseB. — DJ€KTPOH. TEKCTOBBIE
nmaHHble. — M. : Jloroc, 2016. — 500 ¢c. —
978-5-98704-711-8

2016

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

7.2. UHTepHET-pecypchl

1. Temo-Bepcus mporpammuoro mpoaykra 1C: JlokymerToo6oport - http://v8.1c.ru/doc8/demo/

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIIAITVINHBI

JUis peanm3alii JaHHOM JHUCIUIUIAHBI HMEIOTCS CIENUATbHbIE MOMEIIEHHUS ISl IPOBEACHUS
3aHATUHR JIeKYUOHHO20 MUna U 3aHAMUL NPAKMUYECKOo20 Mund, mekyuje20 KOHMpPONL U NPOMENCYMOYHOU
ammecmayuu, ad maxkxiHce NOMeWeHus 0I5l CamMoCcmosimelbHOU pa60mbz.

[TpakTHYecKue 3aHATHS IPOBOIATCS B KOMITBIOTEpPHOM Kiacce (ayxutopus 204-6).

[TepeueHp UCIIOTB3yEMOTO JTHIIEH3HOHHOTO IIPOrPAMMHOT0 00ECTIEYeHHUS:

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




JIUCT INEPEYTBEPXJIEHUS
PABOYEN MPOI'PAMMBI U CHUILINHbI

Pa6ouas nporpaMma ogoOpeHa Ha yueOHBIN ToJ1

IIpoToko:n 3acenanus Kapeapsr Ne oT roja

3aBenyromuit kaheapon

Pa6ouas nporpamMma ogoOpeHa Ha yueOHBIN ToJ1

IIpoTokoin 3aceaanus Kapempbl No oT roja

3aseqyromuit kadeapon

Pa6ouas mporpamMa oJo0peHa Ha yueOHBIH rojl

IIpoTokon 3aceqanus Kapeapsr Ne oT roja

3asenyromuii kapeapon




Pa6o4y1o mporpaMMy COCTaBHJI CT. IpenojgaBareib kap. DCY ¢ f?}}“‘f Byrposa O.C.
(ouo, rxoqﬁué},)/

PenenzenT (peacTaBuTeNs paboToAaTeNs)
MKY «¥Ynupasnenue rpaxIaHCKOH 3aUThI ropojaa BinaguMupay,
HAYaJILHUK YIPaBICHUS _bemukos b.H

(MecTo paboThI, TOKHOCTS, :%ﬁ%)
[Iporpamma paccMoTpeHa i 000peHa Ha 3acefannu kadenpel CY

IIpotokon Ne [/ or L6913 rona
3aBeayromuit kadpenpoit DCY Totixep O.J1.

(®HO, HOW 7

Pabouas mnporpamma paccMOTpeHa H Of0OpeHa Ha 3acelaHMd y4YeOHO-METOAMYECKOW KOMHUCCHH

Hanpasnenus 38.05.01 «DxoHOMHUYEcKas 6€30IaCHOTH»

ITporokon Ne {  or 260819 roma

[Ipencenarenb KOMHUCCHH M Y% Jlounues O.A.
C

(@uo, HOL[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




