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1. IEJIX OCBOEHHUA JUCIHHUIIJINHBI

Llenpto u3ydeHHWs AUCHUIUIMHBI «IJEKTPOHHBIA JOKYMEHTOOOOPOTY» SBISETCS MOJyYEeHHE |
yriyOneHre 3HaHHH O IPUHLHUIAX TIOCTPOSHHUS JOKYMEHTOB H OCHOBAaX (JOPMHUPOBAHUS JOKYMEHTOOO0pOTa
B OpraHusaldsd M YYPeKIOCHUAX DPa3auuHbIX (opM coOctBeHHOCTH. DOpMHpOBaHHE Y CTYACHTOB
IIPaKTHYECKUX HABBIKOB 110 CO3JaHMIO M 00paboTke JOKYMEHTOB B NalbHEHIeM OyIeT crnoco0CTBOBATE HE
TOJILKO ©0oJiee YCIEITHOMY OCBOCHHIO JHUCHMIUIMH, H3YYCHHE KOTOPBIX IIpeimojaraer paboTy ¢
JOKYMEHTalHeH, HO ¥ MIPOXO0’KIECHHUIO IIPAKTHKH Ha 00Jiee rpaMOTHOM YpPOBHE.

3ajauy U3y4CHUS JUCIUIUTAHBL:

- c(pOpMHUPOBATH y CTYASHTOB YETKOE IIPE/ICTABICHHE O HEOOXOUMOCTH U POJIU JOKYMEHTHPOBAHHUS
B IESTEIBHOCTH OpraHu3alluii;

- O3HAKOMHTH CTYIEHTOB C OCHOBaMH 3JIEKTPOHHOIO IEIONPOU3BOICTBA M IOKYMEHTOOOOPOTA
OpraHM3aIHH;

- O3HaKOMHTH CTYJEHTOB C OCOOEHHOCTSMH 3allUThl CIyXeOHOM W KOH(HIEHIHATLHOM
HH(OpMaLHH, 00eCTIEYeHUsI OTKPHITOTO OCTYIIA IPaKaaH K HH(GOPMALUK B COOTBETCTBHH C MOJIOKESHUSIMA
3aKOHOJIATEeNbCTBA;

- Hay4uTh CTYJEHTOB OPHEHTHPOBATHCS B CHTYaLUsSX, TPEOYIOIIMX H3IaHHsS COOTBETCTBYIOIIUX
JOKYMEHTOB.

2 MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO
HMucnuniuna « DeKTPOHHBINH TOKYMEHTO000POT» OTHOCHTCS K JUCIUILIMHAM 0a30BOi YacTH.
IIpepexBusuts! qucnuIuHbL: VHbOopMartika, OCHOBEI yIIPaBIEHYECKOH AESITETHHOCTH.

3 IIJIAHUPYEMBIE PE3YJIbTATHI OBYUYEHUSI 110 JTUCITUITIJIMHE
IInanupyemble pesynbraTel 0OydeHHSs IO JUCLHIUIEHE, COOTHECEHHBIE C ILTAHHPYEMBIMH
pesynsratamu ocBoeHust OITOIT

Kon ¢opmupyembix komnereHumi VposeHn [Tnanupyemble pe3ynbTaThl 00yYeHHs N0 AUCLIUILTHHE
OCBOEHHUS XapaKTepPHU3YIOLIKE 3Tanbl GOPMUPOBAHKS KOMITETEHLMH
KOMITETEHLIUH (mokasaTesiM OCBOCHHS KOMITETEHLIMH)
1 2 3
OK-12 YacTtuuHoe - 3HaTh MHCTPYMEHTANIbHBIE CPEICTBA KOMITLIOTEPHBIX T€XHONOTHI
CMOCOOHOCTBIO paboTaTh C OCBOEHHE UH(OPMALIOHHOTO 00CITy)KUBaHUS yTpaBJIeHYECKOM
PasIMYHBIMH HH)OPMAMOHHBIMU JEATEeNbHOCTH;
pecypcaMy M TEXHOJIOTUSIMH, - YMETb ONpeneNaTh HaNpaBieHHs WCIOJIL30BAHMS M TEHACHLHU
NPUMEHSATh OCHOBHBIE METO/IBI, pasBuTHA HMHMOPMALHOHHO-KOMMYHHUKALUMOHHEIX TEXHOIOTHH B
CIOCOOBI U CPECTBA MONYIEHHS, 9KOHOMHUKE U yIpaBlIeHUH,;
XpaHEeHHs, IOUCKA, CUCTEMATH3aLIUH, - Bragete  HaBBIKAMHM  UCNONB30BaHHS  MH(POPMALMOHHO-
06paboTku K nepenadn nHGopMaLmu KOMMYHHUKALMOHHBIX TEXHOJIOTHH [JIs MNPUHATHS peUIeHHH Ha
YPOBHE YIPaBJIEHUs OpraHu3alueit
MK-42 YactuuHoe - 3HaTbh OCHOBHBIE AKTBI 06 OTBETCTBEHHOCTH 3 YNPABIEHUECKUE
CMOCOOHOCTBIO TUTaHHPOBATH U OCBOEHHE peLIeHus;
OPraHU30BBIBATh CITY)KEOHYIO - YMeTh ¢ no3unuii ynpaBieH4€CKO-IPaBOBBIX HOPM
JEATETBHOCT MTOTYUHEHHBIX, aHaJIM3UPOBATh KOHKPETHBIE CUTYaLUH, BOSHUKAIOIILE B
OCYILIECTBIIATh KOHTPOJIb U YUET €€ MOBCETHEBHOM MPAKTHUKE;
PE3y/IbTAaTOB - BriageTs HaBbIKaMU MPUMEHEHUS OPraHU3alMOHHO-
YTIPaBJICHYECKUX PEIIEHUH B TeKyLIeil mpohecCHOHATLHOM
JEATeIbHOCTH
[1K-44 YactuaHoe - 3HaTb HOPMATHBHO-METOIUYECKYIO 6a3y, 0COOEHHOCTH SI3BIKA H
CMOCOOGHOCTBIO OCYILECTBIIATh OCBOEHHUE CTHJI COCTABJICHUS CJTy’KEOHBIX TOKYMEHTOB;
JIOKyMEHTalMOHHOE obecreyeHue - VYMeTb OpraHu3OBBIBaTh JOKYMEHTAILHOE CONMPOBOXKICHHE
YIPaBJIEHYECKO AEATETBHOCTH paboThl B OpraHU3ausx;
- BrazeTs npakTHueCKMMH HaBBIKAMH COCTABJIEHHS, 0OpabOTKH
paboThl ¢ JOKYMEHTALUEH Pa3IuYHOrO YPOBHS.
[ICK-2 YactuaHoe - 3HaTh OCHOBHBIE HCTOYHHKH HH(POPMALIMK TP MOATOTOBKE
CTNOCOOHOCTBIO pa3pabaTkIBaTh OCBOEHUE JIOKaJIbHON OKYMEHTAaLINH;
NPEUTOKEHUS IS JIOKaJIbHOM - YMeTh aHaTUu3MPOBaTh HHHOPMALMOHHBIE HCTOUHUKH,
IOKyMEHTaLWH, 00ecTieunBaroei - Brangere HaBelkamu opraHuzauui cGopa MHGOPMALHH IS
($YHKLIMOHUPOBAHKUE CHUCTEMbI NMOArOTOBKU  JIOKAJIBHOW  JOKYMEHTalWH, oOecreyrBaroeit
YNPaBJIeHHs SKOHOMHUUYECKO (GyHKUMOHMpOBaHME  CHCTEMBI  YNpaBlEHHS  IKOHOMHYECKOIL
GezonmacHocTH 6e3omacHocTH




4. OBBEM U CTPYKTYPA JUCIIUIIJINHBI
TpynoeMKoCTh TMCIUILTHHBI COCTABIISET 2 3a4€THBIX SAMHUIIEL, 72 Yaca

Bunge! yue6HO
paboThl, BKIIIOYAS
CaMOCTOSITEIEHYIO
paboTy CTYyIeHTOB
" U TPYZIOEMKOCTD (B DopMeI
= qacax) O6beM yueGHOI TEKYIIEro
& 2 paboTsI, KOHTPOJISA
Ne HaumeHoBaHue TeM W/unu 3 § E = C NMPHMEHEHHEM YCIEBaEMOCTH,
n/n Pa3/eNIoB/TeM TUCLMILTHHE] 2 = g | 5 MHTEPaKTUBHBIX bopma
o § < | 8 kg_ METOJIOB MIPOMEXYTOUHOM
= =1 E o Q (B yacax / %) aTTeCcTalluu
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= 5 5
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1 Tema 1. TloHsTHe 3neKTPOHHOrO 9.2
JOKYMEHTa u 3JIEKTPOHHOTrO | 4 19 0,6 | 0,6 0,8/67
IIOKyMEHT0000pOoTa.

2 Tema 2. Cucremsl ynpasneHus 9,2 0,8/67 BT X Ox s
3JIEKTPOHHBIM 4 19 0,6 | 0,6 No 1 P
JIOKYMEHTO0000pOTOM.

3 Tema 3. Cucremsl 31€KTPOHHOTO 4 20 06 | 06 9.2 0,8/67
JIOKYMEHT0060pOoTa. ’ ’

4 Tema 4. Cpenctsa rpynnoBoii 4 20 06 | 0.6 9,1 0,8/67
paboTsL

5 |Tema 5. Cucremsl ynpapieHus g 35 | g | os 9.1 0,8/67 PeiiTnur-koHTpOIH
0COOBIMU BHAMH JOKYMEHTOB. ’ ’ No2

6 Tema 6. KopnopaTusHsie 4 21 05 | 05 9,1 0,7/70
MH(OPMALUOHHBIE CUCTEMBI. ’ ’

7 |Tema 7. BHeApeHHE KOPIIOPATHBHEIX 4 - as | @z 9,1 0,7/70 PeifTunr-koHTpOIH
UH(POPMALMOHHBIX CHCTEM. ’ ’ Ne3

Bcero 3a IV cemectp: 4 4 64 5,4/67.5 3auer

Hroro o qucuuminze 4 4 64 5,4/67,5 3ayer

Coneprkanne JeKIHOHHBIX 3AHATHH 110 JHCIUILIHHE

Tema 1. IlonsATHe 3EKTPOHHOTO JOKYMEHTA H SJIEKTPOHHOTO JIOKYMEHTO000pOTA.

Ionsitie anekTpoHHOrO ToKyMeHTa. [IOHATHE 3MEeKTPOHHOTO AokymeHToobopota. [IpeumymecTpa u
HEJJOCTAaTKH 3JIEKTPOHHOTO JOKYMEHTA.

Tema 2. CucreMs! yrpaBieHHs 3IeKTPOHHBIM JOKYMEHTOOOOPOTOM.

OcCHOBHbBIE TPHHIMIEI PaGOTHI CHCTEM YIPABJIECHHS SJIEKTPOHHBIM JOKYMEHTOO00pOTOM. Bus
CHCTEM 3JIEKTPOHHOI'O JOKYMEHTOO00pOTA.

Tema 3. CucTeMBI 91I€KTPOHHOTO JOKYMEHTOOG0POTA.

Tumer  cucteM  3IeKTPOHHOTO JOKYMEHT0000pOTA.
JIOKyMEHTO000pOTA.

Tema 4. CpezcrBa rpynmnosoii paGoTL.

Ionstre, npuamunE! paGoTsL. [Ipumeps! MPOTPAMMHBIX IIPOTYKTOB.

Tema 5. CucteMs! ynpasnenus ocoOGsIMH BHIAMH JIOKyMEHTOB.

Ioustie, mpuHIIIB! paGoThL. PaccMoTpenue CTPYKTYpHI H HHTepdeiica PDM-cucrem.

Tema 6. KopropaTuBHbie HHPOPMAIOHHBIE CHCTEMBL.

IonsTre, ocobennoctn, Moy, Knaccupuxamus KOPIIOPaTHBHBIX MH(OPMAIIMOHHBIX CHCTEM.

Tema 7. BHenpenue KoprnopaTHBHbIX UH(OPMAIIOHHEIX CHCTEM.

Bapuants! Buenpenns KUC: IIpCHUMYyIIecTBa U HefocTaTKu. Coctas, enn U 3axaun BHeAperus KUC.,

CpaBHeHI/IC CHCTEM 3JICKTPOHHOI'O

Copneprkanne NpakTHYeCKUX 3aHATHI 0 JUCIHILTHHE
Tema 1. 1C TokymerToo60opot: M3yueHne uHTepdelica CHCTEMBI.



Tema 2. 1C JloxymenToo60opot: BHecenue B 6a3y cBeeHHI 0 COTPYIHUKAX H MOJIH30BATEISX.
Tewma 3. 1C JlokymenTo060poT: Co31aHue OTAENBHBIX BUIOB JOKYMEHTOB.

Tema 4. 1C ToxymeHT0060pOT: 3aroIHEHHE MOJIEH KApThI JOKYMEHTA.

Tema 5. 1C JloxymenToo6opot: PeaktupoBanue ¢aiinos. KonTpons Bepcuit

Tema 6. 1C JlokymenT0060pOT: YIIpaBieHne OroBopamMu ¢ OpMHPOBAHHEM CMET.

Tema 7. 1C JlokymMeHTOOGOPOT: YipaBiieHHe IPOEKTaMH.

S. OBPA30OBATEJIBHBIE TEXHOJIOI' MU
B npenofaBaHuy AMCHHUILIUHEL «D1eKmpoHHbLll OOKYMEHMO060pOmy UCTIONB3YIOTCS Pa3HOOGPa3HbIE
o0pa3oBaTebHbIE TEXHOJIOTHH KaK TPAJMIMOHHBIE, TAK H C IPUMEHEHHEM aKTHBHBIX H HHTEPaKTUBHBIX
METOZ0B 00y4EHHS.
AKTHBHBIE H HHTEPAKTHBHbIE METOIBI OOYYEHHS:
—  Humepaxmuenas nexyus (memaNe 1, 2, 3, 4, 5, 6, 7);
— Ipynnoeas ouckyccus (mema N 1, 2, 3, 4, 5, 6, 7);
— Ponesvie uzpor (mema Ne 3, 4, 6, 7);
— Tpenunz (mema Ne 5);
—  Ananus cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7);
— Pasbop xonxkpemuwvix cumyayuii (mema Ne 1, 2, 3, 4, 5, 6, 7).

6. OLHEHOYHBIE CPEJACTBA JUIsI TEKYIIEI'O KOHTPOJISI YCIIEBAEMOCTH,
MPOMEXXYTOYHOM ATTECTALIMM 11O UTOT'AM OCBOEHMUSI JUCHUITVINHBI 1
YYEBHO-METOAUYECKOE OBECIIEYEHUE CAMOCTOSTEJBLHOM PABOTBI
CTYAEHTOB
Texywuii kompone ycnesaemocmu.
PeliTuHr-koHTpOIH 1

1. Onexmpounwiii 0oxymenm coznacrno @edepanvuuiii 3akon om 10.01.2002 Ne 1-®3 «O06 9NeKMPOHHOU
Yupposoii noonucuy - amo:
a) 3allMCAHHOE HA MAIIMHHOM HOCHTEJE 3JIEKTPOHHOE COOOIIEHHE, PEKBH3HTHI KOTOPOro 0(OpMIIEHBI B
COOTBETCTBHMH C HOPMATHBHBIMH TPeOOBaHHAMHU
6) moboe cooblIeHue, 3aKucKa, TEKCT, 3aIICAHHbIH Ha MALTMHHOM HOCHUTEITE
B) JIOKYMCHT, B KOTOPOM MH(OPMAIHs IPEACTABIEHA B 3IEKTPOHHO-IIHDPOBO bopme

2. Kaxumu 6u0amu HOpMAMUEHIX aKmog pezyiupyemes 0oKymeHmoo6opom opzavuzayuu?
a) BCE OTBETHI BEPHEL,

0) OTpaciIeBEIMU U MEXKOTPACIIEBBIMY;

B) rOCY/apCTBEHHEBIMU;

I') JOKaJIbHBIMH aKTaMH OpraHH3aluii.

3. Bepro nu ymeepoicoenue, 4mo K6anupuyuposanHas u HexeanuGuyuposannas 9/IEKMPOHHAS YUPposwie
NOONUCU BbLOGIOMCA 6 CNEYUANLHBIX YEHMPAX U NPeOCMAGIAIOm co60il (Ieu-HaKonumens ¢ 3anucanHbm
Ha Hem Kooom?
a) na;
0) HeT.
PeliTuHr-koHTpOIL 2
4. Kaxas u3 nepequcieHHvix cucmem snekmpoHHo20 OOKYMeHmMOo060poma A6/5emcs ONMUMANbHOU?
a) Lotus Domino.Doc;
6) emno;
B) 1C:Apxus;
r) DIRECTUM.

3. Bepno nu ymeepoicoenue, yumo cucmema «1C. Hoxymenmoobopomy noseonsem ocywecmensimo PACCHLIKY
npu2nawenuil Ha nocewjerue 3an1aHUPOBAHHBIX MEPONPUAIMUTI BCeM COMPYOHUKAM Op2aHu3ayuu?

a) 1a;

0) Her.



6. IIpozpammuoe obecneuenue Lotus Notes omnocumcs k:

a) CHCTeMe YIIpaBJIeHHs 0COOBIMH BHIaMH JOKYMEHTOB;

0) cpencTBaM TpyMIOBOi paboOTHI;

B) CHCLMANbHBIM ~ MOTYISM  YNpPaBIeHHS JOKYMEHTOOGODOTOM B  COCTAaBe  KOPHOPATHBHBIX
HH(MOPMALMOHHBIX CHCTEM JUIS [IPEIIPHSITHIA;

T') YHHBEPCATBHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

7. Kaxozo uz 6udos anexmponnoii yugposoii noonucu ne cywecmeyem?
a) mpocras;
0) ropuaHYecKas;
B) KBUIH(HUIIUPOBAHHAS,
I') HeKBaTH(UIHPOBaHHAS.
PeliTuHr-KoHTpoOIBH 3
8. Umo u3 nepeuuciento2o ne OMHOCUMCSA K NAPAMEMPAM HOCUMENell 2NeKMPOHHBIX OOKYMEHMOE?
a) CTOMMOCTb XpaHeHus | Merabaiita uadopManuy;
0) BO3MOXXKHOCTB OCYIIECTBIIEHUS MOJHOTEKCTOBOTO [IOMCKA,
B) CKOPOCTb JOCTYyIa K HH()OPMAIHH.

9. 1100 cnysicebHbIM I1eKMPOHHBIM OOKYMEHMOM NOHUMACTICA.!

a) 3aNHCAHHOC HA MAIIMHHOM HOCHTENE JIEKTPOHHOE COOOIIEHHE, PEKBU3HTHI KOTOPOTO O(OPMIEHHI B
COOTBETCTBHMHU C HOPMATUBHBIMH TPEOOBAHMAMY;

0) HOKyMeHT, B KOTOPOM HH(pOPMALIHS IPEJICTABIEHA B 3EKTPOHHO-IIH(PPOBON dopme;

B) CTPYKTYPHPOBAaHHBIH HH(OPMAIHOHHBLA OGBEKT, B COOTBETCTBHE KOTOPOMY MOYET OBITh MOCTAaBJICHA
COBOKYIHOCTH (paiJIOB, XpaHSIHUXCS HAa HAKOIHMTEIE KOMITBIOTEPA;

r) mo6oe cooOIIeHH e, 3aIicKa, TEKCT, 3aMCaHHbI Ha MATHHHOM HOCHTEJE.

10. Bepno nu ymeepoicoenue, umo cucmema «IC. JJokymenmoobopomy nosgonsem ocyujecmenamo
npOCMOMpP OOKYMEHMO8 U patinos ¢ epynnUPoOEKOL NO PA3IULHBIM NPUSHAKAM (MO 6UOAM OOKYMEHMOE, NO
npoexmam, no omoenam):

a) na;
0) HeT.
Ipomescymounas ammecmayus no umozam océoenus Oucyuniunsl (3avem).
Crmcok BOIIPOCOB K 3a4eTy
1. TlonsATHE NOKYMEHTa, JOKYMEHTOOG0POTA M MOTOKA JOKYMEHTOB.
2. Mecro CO/1 B uHOOPMALHOHHOM CHCTEME TIPEATPHATHSL.
3. Tumst COJI (cHCTEM 3JIEKTPOHHOTO JOKYMEHTOOG0POTA).
4. Knaccudukanus aBTOMaTH3HPOBAHHBIX CHCTEM JENONPOU3BOACTBA U JJIEKTPOHHOTO

JIOKyMeHTO000pOTA.

5. TeHneHUMH Pa3BUTHSA CHCTEM 3I€KTPOHHOTO JOKYMEHTOOGOPOTA.

6. JlokymeHT B HHQOpPMAIHOHHOM crcTeMe. THIIBI TOKYMEHTOB B HH(MOPMALHOHHOIH CHCTEME: OyMaKHBIH
JIOKYMEHT, 00pa3 I0KYMEHTa, 3JIeKTPOHHbII JTOKYMEHT, CTPYKTYPHPOBAHHEIE JOKYMEHTEI, XML —
[IpEJICTaB/ICHHUE.

7. Ioxyment B COJI. Co3nanue. Penakrupopanue. ITy6aukamus. ApxuBupoBaHue.

8. OcHosuble Bo3moxHOCTH COJI: TTonck mokymMeHTOB. Maprupyrusanus u KOHTPOJIb UCIIOTHEHHS.
OTueTsL.

9. Ocnosuele Bozamoxxnoct COJI: AMUHHCTpHpOBaHHE. BO3MOXKHOCTH COTPYAHHKOB.

10. Ocuoenble Gpynknuu COJI. Tunossle Tpebosanus k CHJI.

11. TlpemMymecTBa BHEIPEHHUS CHCTEMBI 3IEKTPOHHOTO JIOKyMEHTO000pOTA.

12. TlpuuuHEI aBTOMATH3aUKH. BEIOOP CHCTEMBI aBTOMATH3AIIHH.

13. Kpartkuii 0630p peIHKa i Kinaccudukanus niatdhopM, IpeICTaBIeHHbIX Ha peiake CO/JI.

14. Cpexctsa rpynmoBoit paGoTsl.

15. Cucrems! ynpasieHns 0coOBIMH BUIAMA JIOKYMEHTOB.

16. CrenmanbHble MO yIPaBIeHHs TOKYMEHTOOGOPOTOM B COCTABE KOPIIOPaTUBHBIX
HH(OPMAIHOHHBIX CHCTEM



17. KopnopatuBHast HH(GOpMAIIMOHHAS CHCTEMA.

18. CucTeMbl aBTOMaTH3aUMHA JETONIPOH3BO/ICTBA.

19. Tloncncrema apxuBa IOKYMEHTOB, yIPaBIeHHs KOHTEHTOM H CPELCTBA CTPYKTYpH3allUH.
20. Cucremsl BBOJA IOKYMEHTOB H CHCTEMBI 00paboTKH 00pa3zoB JOKYMEHTOB

21. Tloxcucrema MapIIPyTH3ALMH JOKYMEHTOB U YIIPABICHHS 3a1aHUSIMH.

22. Twnsl npUIOXKEHHH, BHEAPIEMBIX B paMKax KopropatuBHO# CO/I.

23. DnexTpoHHas H(POBAs IOAIKCE: IOHSTHE, BHIBI U pelaeMble 3a1a4n.

Camocmosmenvnas paboma
Tembl pedepaTos

1. TloHsITHE TOKYMEHTa, TOKyMEHTOO60POTA U IOTOKA JOKYMEHTOB.
2. Ilemy BHEIPEHHUS 3IEKTPOHHOTO JOKYMEHTO000pOTa.
3. Mecro C3/1 B HEQOPMALHOHHOI CHCTEME TIPeAIPUSTHS.
4. Tunsl CO/I (cucTeM 3J1EKTPOHHOTO JIOKYMEHT0000pOTa).
5. Knaccrukanus aBToMaTH3HPOBAHHBIX CHCTEM JIETONPOU3BOICTBA H 3JIEKTPOHHOTO JJOKYMEHTO000pOTA.
6. TeHneHIUHI Pa3BUTHS CHCTEM 3JIEKTPOHHOTO JOKyMeHTO000poTa.
7. [lokyMeHT B MH(QOPMAIHOHHOI cucTeMe. THIIBI JOKYMEHTOB B MH()OPMAIIHOHHO# cHcTeMe: GyMaKHBIi
AOKYMEHT, 00pa3 JOKYMEHTa, 9NEKTPOHHBIH TOKYMEHT, CTPYKTYPHPOBaHHBIE JOKyMeHTHI, XML —
IIpEJICTaB/ICHHUE.
8. loxyment B CO/I. Coznanue. Penaktuposanue. [Ty6inkamnms. ApPXUBHPOBAHME.
9. Tumoseie komMnoHeHTs! COJI: XpaHHIIHIIE KapToueK (aTpubyToB) JOKYMEHTOB; XPAHHIIHIIE JOKYMCHTOB;
KOMIIOHEHTBI, OCYIIECTBJISIOINE OU3HEC-IOTHKY CHCTEMBL.
10. Ocnosnbie BosmoxHOCTH COJI: [ToHCK JOKYMEHTOB. MapmpyTtH3amnus u KOHTPOIIb HCIIOTHEHHS.
OT4eTsl.
11. OcnoBHbIe Bo3mosxHOCTH CIJ;: AZMAHHCTpHpPOBaHHE. BO3MOKHOCTH COTPYIHHKOB.
12. OcuoBubie dpynxuuu COJI. Tunossie TpeGopanus k CH]I.
13. IIpenmymiecTBa BHEIPEHHS CHCTEMBI 3IEKTPOHHOTO JOKyMEHT0060poTa.
14. Tlpuunne! aBTOMaTH3anUK. BEIGOP CHCTEMEI aBTOMATH3AIIHH.
15. Kparkuit 0630p phIHKa U KIacCHbUKALHS w1atopM, Ipe/ICTaBIeHHBIX Ha peiEKe CO]I.
16. Cpencra rpynmoBoit paboTsl.
17. Cucremsl ynpasieHnst 0COGBIMU BUIAMH TOKYMEHTOB.
18. CrienuanbHpie MOMyIH YIIpaBIeHUs JOKYMEHTOOGOPOTOM B COCTABE KOPIOPaTHBHBIX
HH()OPMAIHOHHBIX CHCTEM
19. KopniopatusHast uH(OpMaIHOHHAS CHCTEMA.
20. YHuBepcanbHBIe CHCTEMBI 3J1€KTPOHHOTO JIOKYMEHTO000pOoTA.
21. IoncucteMpl aBTOMaTH3aLHMH JOKYMEHTOOO0POTA.
22. CucTeMBI aBTOMATH3ALUH JETONIPOU3BO/ICTBA.
23. [loncucteMa apxuBa TOKYMEHTOB, YIIPABIICHHAS KOHTEHTOM H CPEACTBA CTPYKTYPH3ALIMH.
24. Cucremsbl BBOJIa TOKYMEHTOB U CHCTEMEI 06pabOTKH 00pazoB TOKyMEHTOB
25. Tloncucrema MapIpy TH3aLMK TOKYMEHTOB 1 YIIPABIICHHS 3a1aHHSIMH.
26. CucreMsl KOMIUIEKCHOH aBTOMAaTH3aIlHH OM3HEC-IIPOIIECCOB.
27. Tunel NIpUIOXEHUH, BHEAPSIEMBIX B PAMKaX KopriopatuBHoit CO/I.
28. ApXHBBI 3IIEKTPOHHBIX JOKYMEHTOB.
29. ABTOMATH3aIHS IPOLIECCOB KIIACCHYECKOTO POCCHIACKOTO JIOKYMEHTO000poTa
(moaepkKa TOKYMEHTALMOHHOTO 00eCIIeyeHus ynpasienus - JJOY).
30. Ucropus BHenperus COJI.
31. DnekTponHas U pOBas MOAMKCE: TIOHSTHE, BUIBI U penraeMble 3a1a4u.

DOH/I OIEHOYHBIX CPEICTB JUISl IPOBEACHHS aTTECTALUH YPOBHS c)OPMHUPOBAHHOCTH KOMITETEHIIUI
00y9aromuXxcs 0 JUCUUILUTHHE 0hOPMIISIETCS OTAEbHBIM JOKYMEHTOM.

7. YYEBHO-METOJUYECKOE " HHPOPMAIIMOHHOE OBECIIEYEHUE
JAUCIUITIIINHBI
7.1. KHuroo6ecneueHHOCTH



HanmeHnoBaHue nutepartypsl: aBTOp, Ha3BaHUE,

I'on m3nanus

KHHUI'OOBECITEUEHHOCTD

R SRR R KonngecTBo 3K3eMILIAPOB Hannuue B
n3naHuii B 6ubnuorexe Bnl'Y B JJIEKTPOHHOM
cootBerctBU ¢ ®I'OC BO oubanoreke Bal'y
1 2 3 4
OcHOBHas JiUTEpaTypa
1. Ky3pmuna, U. B. JlenonpousBoacTeo 2017 http://www.iprbooksh
[OnexTponHBIit pecype] : yueOGHoe mocobue / op.ru/74718.html
H. B. Ky3pMHHa. — DJIEKTPOH. TEKCTOBEIE
JaHHble. — M. : MockoBckHii
ryMaHUTapHbIi yHUBepcuTeT, 2017, — 128
c. — 978-5-906912-98-5
2. DNeKTPOHHOE TPaBUTENLCTBO. 2017 http://znanium.com/ca
ONeKTPOHHBIN JOKYMEHTO000pOT. TepMUHBI talog/product/809828
u omnpeneneHus : yueb. mocodue / C.10.
Kabamos. — M. : UHOPA-M, 2017. — 320
c. — (Beiciuee obpa3zoBanue: bakanaspuar)
3. CrenaHoBa, E. H. CucteMa 351eKTpOHHOTO 2016 http://www.iprbooksh

JIOKyMeHToobopoTa (06J1auHOe pelneHue)
[DnexrponHsIit pecypce] : yuebHoe mocodue /
E. H. CrenanoBa. — DJI€KTPOH. TEKCTOBbIE
JanHble. — CapatoB : Aii [Tu Dp Menua,
2018. — 182 c. — 978-5-4486-0136-1

op.ru/73341.htm

OIOJIHUTEJIbHAS JINTEpaTypa

1. [lIn6aes, [I. B. [IpaBoBoe perynupoBanue
3JIEKTPOHHOIO JI0KYMEHT0000poTa
[OnekTponHEIit pecypce] : yueOHOE nocobue /
J1. B. [1InbaeB. — DJeKTPOH. TEKCTOBLIE
JanHble. — Capatos : By3oBckoe
obpasoBanue, 2016. — 70 ¢c. — 2227-8397

2016

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

2. Pei6axoB, A. E. OcHOBEI
JeJI0NPOM3BO/CTBA [DNEKTPOHHBII pecypc] :
y4eOHuk / A. E. Ppi6akoB. — DJIEKTpOH.
TEKCTOBBIE JaHHbIe. — MHHCK :
PecmyOnukaHckuit HHCTHTYT
npodeccroHanbHoro obpazosanus (PUITO),
2016. — 320 c¢. — 978-985-503-606-8

2016

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

3. KonduneHuansHoe 1em0npou3BoaCTBO U
3aIIMLIECHHBIN 3JIeKTPOHHBIN
JIOKYMEHTOO0O0pOT [DIeKTPOHHBIH pecypc] :
y4e6nuk / H. H. Kynsies, A. C. JlémyikuH,
A.T. ®abpuunos, T. B. Konapaiuesa ; nox
pex. H. H. KyHsieB. — DeKTpoH. TEKCTOBbIE
JanHble. — M. : Jloroc, 2016. — 500 c. —
978-5-98704-711-8

2016

http://www.iprbooksh
0p.ru/66416.html

7.2. UnTepHeT-pecypcenl

1. Temo-Bepcus mporpammEoro npoaykra 1C: JlokymeHT0060poT - http://v8.1c.ru/doc8/demo/

8. MATEPUAJIbHO-TEXHUYECKOE OBECIIEYEHUE JJUCHHUIIJIMHBI

Jis peanmsanuu TaHHOM MMCHHMIUIAHBI MMEIOTCS CIIEIHATBHBIE MOMEINEHHS JUIS IIPOBEICHUS
3aHATHH JIEKYUOHHO20 MUNA U 3GHAMUL NPAKMUYECKO20 MUNd, mexyuezo KOHmpous u NPOMENCYMOYHOT
ammecmayuuy, a maxice NOMewjeHus O CaMoCmosmenbHolU pabomei.

IIpakTrHyeckue 3aHATHS TPOBOAATCS B KOMIILIOTEPHOM Kiiacce (ayautopust 204-6).

[lepeyenn HCIIOIB3YEMOTO JTHIIEH3HOHHOTO MIPOTPAMMHOTO 00ECIICUEHHUS:

naker MS Office (MS Word, MS Excel, MS PowerPoint), Adobe Reader.
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Penensent (npexcraButens paboroaaress)
MKY «Ynpasnenue rpaxIancKoi 3allUThl TOpoaa Bnanumupay,

HaYaJIbHUK YIIPABICHUS benukos b.H
(mMecTo paboThl, TOMHKHOCTH, O IIITUCH)

[IporpamMma paccmoTpeHa i og00peHa Ha 3aceanun Kadeapsl D
IIpotokonNe 4 or 2¢.25.19 roma
3aBenyromuii kadenpoit ICY

Iotixep O.JI.

(®UO, moamucs) 7

Pafouast mporpamma paccMOTpeHa U 0700peHa Ha 3acelaHHH yYEOHO-METOAMYECKOH KOMHCCH
HanpasieHus 38.05.01 «OxoHOMIYECKas OE€30IIaCHOTHY

Mporoxon Ne 4 or J€. 0% 19 rona W
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[Tpencenarens komuccuu & Jlornues O.A.
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JIMCT IIEPEYTBEPKIEHUS
PABOYEN NPOT'PAMMBI TUCITATIINHBI

Pa6ouas nmporpamma ogo6pena Ha yu4eOHBIH TOT

ITporoxon 3acenanus kadeaper No oT rozaa

3aBenyromuii kadeapoit

Pa6ouast mporpamma on00peHa Ha y4eOHBIH To1

IIpoToxkon 3acenanus xapeapsr Ne oT roga

3aBenyronmii kadeapoi

PaGoyas nporpamma omo6pena Ha y4eOHBII To1

IIporokon 3acenanus kapenpsr Ne oT rozxa

3aBenyromuit kadeapoit




JINCT PETUCTPAIIUU U3MEHEHMUIA
B pab0o4yro MporpamMmy AUCLMIIUHBL
HAHUMEHOBAHHUE
00pa3oBaTeIbHOM MPOrpaMMbl HANPABIEHUs IOATOTOBKH KOO U HAUMEHOBAHUE Oll, HanpaBNEHHOCTH:

HAUMEHO8AHUe (YKA3amb YPOBeHb NOO20MOEKL)

Howmep BHeceHbl u3meHeHus B yacTu/pasaensl Hcnonnurens OcHoBaHwue
HU3MEHEHHS paboyeli mporpaMmel OHO (Homep H maTa mpoToKoa
3aceanus Kadeapsr)

3aB. kaenpoii /
IToonuce DPHO




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




