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1. IlosicHUTENBLHAS 3aNIHCKA

1.1. [lenp u 3aa9M JUCHTUTUTHHBI
Henp qucuumianHe! - (GopMupoBaHHUE Y 00YJAOIIUXCS 3HAHUN U YMEHUNA, HEOOXOAUMBIX
Ui pa3pabOTKH, AIKCIUTyaTallud M COMPOBOXKICHUS HH(DOPMAIMOHHBIX CUCTEM YIPABIICHUS

JOKYMEHTO000pOTOM,

T'paMOTHOI'O TMPUMCHCHUA ABTOMATHU3UPOBAHHBIX I/IH(l)OpMaIII/IOHHI)IX

TEXHOJIOTUH JIJIs1 00eCTICUeHUs PEIICHUS TIPUKIIAHBIX 3a]1a4.
3ajaun TUCHUTIIINHBL:
- mosiyueHue O0a30BBIX 3HAHWW B OOJIACTM aBTOMATH3allMH JIOKYMEHTOO0OpOoTa ¢
MCI0JIb30BaHNEM WH(POPMAITMOHHBIX TEXHOJIOTHH;
- ¢dopMHpOBaHHE YMEHHI B O0OJacTH pa3pabOTKH, BHEIAPEHUS W OIKCILTyaTaI[uu
MH()OPMAIMOHHBIX CHCTEM JIEKTPOHHOTO JJOKYMEHTO000POTA;
- MPUOOPETCHNE TPAKTHYECKUX HABBIKOB PaOOTHI C aBTOMATU3MPOBAHHBIMU CUCTEMaMU
JTOKYMEHTO000pOTA.

1.2. ®opMupyemble KOMIIETEHIIMH, COOTHECEHHBIE C IJIAHUPYEMBIMHU pe3ylbTaTaMu OOy4eHUS

110 JUCHUIIJIMHE

Komnerennus
(xom m
HaNMEHOBAHUC)

Nuaaukatopsl KOMIETEHIUN
(ko1 M HANMEHOBaHNE)

Pesynbrater oOyueHus

[IK-6 Cnocoben

HACTpaWBaTh,
9KCILTyaTUPOBATh U
COMPOBOXKIATh
nH(pOPMAITMOHHBIC
CHCTEMBI u
CEpPBUCHI

[K-6.1.
3HaeT MEeTOABl HACTPOMKH, MOPSIAOK
W MEPONPUSTHS 110 IKCILTyaTallud U

3HaTh: OCHOBHBIE BHABI MWH(OPMAIIMOHHBIX
CHCTEM DJJIEKTPOHHOTO JOKYMEHT000OpOoTa
U CEpPBUCOB B HUX,

COIPOBOXKIICHHIO WH(MOPMAITUOHHBIX | METOJIBI HACTPOHKH, TOPSIJIOK u

CHICTEM U CEPBHCOB. MEpOIPHUATUS  TO0  OKCIUTyaTallid |
CONPOBOXKJICHUIO CHUCTEM  DJICKTPOHHOTO
JTOKyMEHTO000pOTa

[K-6.2.
YMeer opraHuU30BbIBaTh HACTPOUKY,

YMerp: HacTpamBaTh, IKCILTyaTHPOBATh U
COIIPOBOXKJIATh WH(OPMAIIOHHBIE CUCTEMBI

JKCIUTyaTallMi0 ¥ CONPOBOXJICHHE | DIIEKTPOHHOTO  JIOKYMEHTOOOOpOoTa |
NC u cepBrcoB CEPBUCHI B HUX.

I1K-6.3. Bnazers: HaBBIKAMU HACTPOMKH,
Bnameer HaBBIKaMH  yIpaBJICHHS | SKCILTyaTaluu u COMPOBOXKICHUS

koH¢urypanueit UC u cepBrucoB B
mporecce JKCIUTyaTalluH, pElIeHUs
npodieM W KOHCYJIBTHPOBAHHS
nonp3oBateneit IC u cepBrCcOB

WH()OPMAITMOHHBIX CHCTEM AIIEKTPOHHOTO
JIOKYMEHTO000pOTa 1 CEPBHCOB B HUX.

[K-7.1. 3HaTh: OCHOBBI pa3paboTku
3HaeT METOAONOTHIO pa3paboTku | HHPOPMAMOHHOTO  obOecredeHus s
[K-7 Crocobe MHPOPMALIMOHHOTO  O0ECTIeUeHHs, | peIIeHUs 3a1a4 aBTOMATH3AIHN
- i H
MIPOEKTHPOBAHHS, CO3MaHMsI U | AJIIEKTPOHHOTO JOKYMEHTOO0OpOTA.
OCYILECTBIIATh
AapaBoTK 4 | IOMVICPXKKH 0a3 JaHHBIX.
Eeleane Y 64301 [K-7.2. YMeTrh:  OCyIIEeCTBISITH  BeneHHe  0a3
AHHBIX " YMeer oCyIIecTBIATh pa3padOTKy W | JAaHHBIX M IMOJJIEPKKY HH(OPMAIIOHHOTO
S BelleHnEe 0a3 TaHHBIX B 3aBUCHMOCTH | oOecriedeHnss Ui pelleHds  3ajad
PRIy OT KOHKPETHOT'O Ha3HAYCHUSL. aBTOMAaTH3ALUH JJIEKTPOHHOT'O
MH()OPMALTMOHHOTO
JIOKYMEHT0000pOTA.
obecrieueHms
—— [K-7.3. Brnaners: HaBplkaMu BeneHUs 0a3 NaHHBIX U
Nmeer MPAaKTHYECKUIT OIIBIT | TOJ/IEPIKKU MH()OPMALIIOHHOTO
NPUKIIAIHBIX 337149
pa3paboTKH M BECHUS NMpoeKTa 0a3pl |oOecmedeHust  Juii  pelieHus  3ajad
JTaHHBIX. aBTOMAaTH3ALUH JJIEKTPOHHOT'O
JOKYMEHTO000pOTA.




1.3. MecTo AMCHUILIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOTpaMMBbl

Jucuumiuza "CucTeMbl IEKTPOHHOIO JOKYMEHTOO0OpOTa" OTHOCUTCS K BapUaTUBHOM
gacTu OJIOKA TUCIUIUIMH Y4eOHOTO TUTaHa.

JUis  ocBOEHMS JAMCLUMIUIMHBI HEOOXOJUMBbI  3HAHMS, YMEHMSI M  BIIaJEHUS,
c(OpPMHUPOBAHHBIE B XOJ€ M3YUCHHs CIEIYIOUINX AWCIHUILUIMH W MPOXOXKJACHUS MPAKTUK. 0a3bl
TAHHBIX, TPOEKTUPOBAHNE WH(POPMALMOHHBIX CUCTEM, aIMUHICTPHPOBAHNE HH(OOPMAITHOHHBIX
CHCTEM TYMaHUTApHOU cepHI.

B pesynbraTe OCBOEHHS AMCHUILUIMHBI (OPMHUPYIOTCS 3HAHUS, YMEHHS W BIIAICHUS,
HEOOXOJWMBIE JUII  HW3Yy4YCHHS  CIEAYIOUIMX JWCHUIUIMH ¥ TPOXOXKICHHUS  IMPAKTHK:
aBTOMAaTU3UPOBAHHBIE H3JAaTEIbCKUE CHCTEMBI, MPEAIUIUIOMHAs IPAKTHKA, BHIIOJHEHUE U
3alIUTa BHIITYCKHON KBaTH(PUKAIMOHHONW PabOTHI.



2. CTpyKTypa IMCHUIIHHbBI

CTpyKTypa TUCHUILUIMHBI JJ151 04HOI (pOpMBbI 00yUeHH s

OO0mas Tpy10EMKOCTh JUCIUIUIMHBI cocTaBiisier 3 3.e., 108 4., B ToM 4nciie koHTakTHas paboTa
o0yuarommxcsi ¢ mpernoaaBatenem 42 4., caMocTosiTeNnbHas pabora odyuatomuxcs 66 .

Bunpst yueOHOI paboThI

(B yacax) Dopmbl
KonraktHas o TeKyLIEro
= S KOHTPOJIS

Ne ) = =) yCIIEBAEMOCTH,
Paznen quCHUIIINHBL TEMBbI 2 = A 5

n/m = z | &g dopma §

o o |2 S ¥ 5 S MIPOMEKYTOUHOM
| E| |EE8E 258 g aTTecTalyu (1o
% % % é E L§ E é- E = Q| cemecmpam)
Ol =3 |=EE ==Y

1 [IpaBoBbie ¥ HOpMATHBHBIE | 5 2 4 10 | Ompoc
OCHOBBI JOKYMCHTAIITUOHHOI'O
obecrieueHus ynpaBJiIeHUs

2 CucTeMbI AJIEKTPOHHOTO 5 2 6 14 | 3ammra goxinana
TOoKyMeHTooOopoTa. basosbie
noasTus. Peraok COJI.

3 Knaccudukarus cucreM | 5 2 6 14 | 3ammra
AJIEKTPOHHOTO MIpe3CHTAINH
JTOKYMEHTO000pOTa

4 Brei6op u BHeapeHue cuctem | 5 4 6 14 | Ompoc
AJIEKTPOHHOTO
JTOKYMEHTO000pOTa

5 JlokyMeHTHUpOBaHHE 5 4 6 14 | 3amuTa nmpoekTa
yIpaBJICHYECKOH
JeSITeIbHOCTH

6 3a4éT ¢ OLleHKOH 5 Hrorosas

KOHTPOJIbHAS
paborta

7 Wroro: 14 28 66




3. Coaeprxanue AU CUUILIMHBI

Ne

HaumenoBanue
pasjaesia JUCUMIIIIMHBI

Conepxanue

IIpaBoBbIE U
HOPMAaTUBHBIE OCHOBBI
JOKYMEHTAI[MOHHOTO
obecrnieueHus
yIpaBICHUS

Hanpasinenus u BuAbl JTOKYMEHTAMOHHOTO OOECHEUYEHUs
YIPABJICHMS, HAa3HAYCHUE JOKYMEHTHUPOBAHUS M OpraHU3ALNU
paboTHI ¢ TOKYMEHTaMH, POJIb HHPOPMALMOHHBIX TEXHOJIOTHHA B
€ro pa3BUTUM, CYIIHOCTb M OCOOEHHOCTH  YIpaBICHUS
JNOKyMeHTaMu. JIOKyMEHT Kak 00beKT perynupoBanusi. O yHKIINU
Y BUJbl JOKYMEHTOB, UX YHU(PUKAIUSA U CTaHJApTU3ALIMSL.
l'ocynapcTBeHHOE perynmpoBaHHe, HOPMAaTHBHAs IIPaBOBAas M
METOJMYECKasi OCHOBA JOKYMEHTAl[MIOHHOIO  00ecrnedeHus
YIIPaBICHUS. Cy1HOoCTSb, HallpaBJIeHUs u BU/IBI
rOCyZIapCTBEHHOTO pEeryJInpOBaHUS JOKYMEHTAIL[MOHHOTO
o0OecrieueHHs  yINpaBJIEHHs, HA3HA4€HUE, OCOOEHHOCTH W
COOTHOUIEHNWE HOPMAaTUBHOIO IIPABOBOTO M METOAMYECKOIO
perynupoBanus. CocTaB U CTPYKTypa HOPMAaTUBHOM MPaBOBOM U
METO/IMYECKOW OCHOBBI JOKYMEHTAllMOHHOTO oOecredeHus
yIpaBJIEHUS, POJib U OOBEKTHI PEryJIupPOBaHMs 3aKOHOIATEbHBIX
aKTOB M HOPMAaTHBHBIX MPABOBBIX aKTOB (hefiepaibHBIX OPraHoOB
WCIIOJHUTENBHOW  BIIACTH, HAIMOHAIBHBIX U JIOKAJIBHBIX
HOPMAaTUBHO-METOJIMYECKUX  JOKyMEHTOB. Ha3zHaueHne w
OCOOCHHOCTH  UCMOJb30BaHUS ['OCyZapCTBEHHOW  CUCTEMBI
JOKYMEHTAIlMOHHOTO oOecnieyeHus ympasiaeHuu U IlpaBuin
JIEJIONPOU3BOJICTBA B (peiepalibHbIX OpraHax MCIOJIHUTEIbHON
BJIACTH.

Cucremsl
AIIEKTPOHHOTO
JTOKYMEHTO000pOTA.
bazoBrie TOHSATHS.
Porrok CO/I.

OcHOBHBIE TMOHATUS W NPHUHLHUIBL  JOKYMEHTOO0OpOT,
ANEKTPOHHBIA JOKYMEHTOOOOPOT, MATMHOYUTAEMBIN TOKYMEHT,
JNEKTPOHHBIA JIOKYMEHT, JJIEKTpOHHas mnoAnuch. OCHOBHBIE
OPUHLMIIBI  3JEKTPOHHOTO  JOKyMeHTooOopota.  Hcropus
Pa3BUTHSI CUCTEM DJIEKTPOHHOTO JOKyMeHTOoOoOopoTa. OCHOBHBIE
ceorictea CDJ[. CoBpemenHas ¢yHkuuoHambHOCT CDO/I.
Xapakrepuctuka poccuiickoro peiHka COJI. Xapaktepuctuka
3apyoexkHoro peiHKa COJ[. O030p COBpPEMEHHBIX CHCTEM
ANEKTPOHHOTO JOKyMeHTooOopoTa. [IpaBoBoe perynupoBaHue u
crangapthl B oomactu COJI.

Knaccuduxkanus
CHUCTEM DJIEKTPOHHOI'O
JOKYMEHT0000pOTa

[lpu3Haku  KIacCUPHKAIMUA:  COOTBETCTBHE
OTEYECTBEHHOT'O JICJIOMPOU3BOJICTB;
pa3paboTUYMK CHCTEMBI; pelIacMble 3ajaddl JeJIONPOU3BOJICTBA;
THUIl OPraHU3aluu Ha KOTOPBIE CUCTEMbI PACCUMTAHBI.

OYHKIIMM CUCTEM: pErucTpamnus JOKYMEHTOB. YTpaBlieHUE
JJIEKTPOHHBIMU JIOKYMEHTaMHU.

Co3manue ¥ XpaHEHHE PA3IUYHBIX HECTPYKTYPUPOBAHHBIX
JOKyMEHTOB  (O(UCHBIE  MPUIOXKEHHUs, rpaduueckue U
MeAraMaTepHalbl, YepTexu u mp.), Bepcun u DI, mognepxka
JKU3HEHHOTO IHWKJA JOKYMEHTOB, Ha3HAau€HHE IMpaB JOCTYIIa,
BEJICHHE UCTOPHH PAaOOTHI, MOJHOTEKCTOBBIN W aTpUOyTUBHBIN
nouck. Co3nanue 3JeKTPOHHBIX TOKYMEHTOB, BEICHUE CHCTEMBI
CIIPaBOYHUKOB, yIpaBJeHHE JIEIIOBBIMU poleccamMu.
[lognmepxka  mpolieccoB  corjiacoBaHusi u  00OpaboTku
JOKYMEHTOB, BBbIJIaya 3aJlaHUil U KOHTPOIIb WX HCIIOJTHEHUS,
obecrieueHre B3aUMOJICHCTBUS MEXIY COTPYIHUKAMH B XOJIE

CTaHJapTaM




OW3HEC-TIPOIIECCOB,  MOJUICPXKKa CBOOOJHBIX W JKECTKUX
mapuipytoB (workflow)

BeiGop u BHenpeHwue
CHCTEM 3JIEKTPOHHOTO
JOKyMEHTO000poTa

[Hoaxonpt K CO3JaHHIO CUCTEM 3JIEKTPOHHOIO
nokyMeHTooOopora. TpeboBaHus K cuctemMam. DTambl BeIOOpa
CUCTEMBl  aBTOMAaTH3allMU. OTambl BHEAPEHHUS]  CUCTEMBI
aBTOMAaTHU3aL1H.

OYHKIMOHAIbHBIE OTIMYUS JIEKTPOHHOTO JOKYMEHTOO00OpOTa
or OymaxHoro. KopnopatuBHas cucrema 3JIEKTPOHHOTO
JOKYMEHTO00OpOTa — OCHOBHBIE TPEOOBAaHHS M BO3MOYKHOCTH.
Kpurepuu, onpenenstoriue nHeooxoaumocTts BHeApenus COJ B
opraHu3aiuu (NpeanpusaTun). DTanbl CO3/aHUS U BHEAPEHUS
CUCTEMBI IEKTPOHHOI'O JOKYMEHTOO00OpOTa Ha MPEAIpUATHH.
CoBpeMEHHBIH POCCUUCKHI PBIHOK CHUCTEM aBTOMAaTH3alUU
noKkyMmeHToo00opoTa. (OCOOCHHOCTH DJIEKTPOHHOTO  BEIECHUS
JIEIIOTIPON3BOACTBA. Bo3MoxxHbBIE MIPAYUHBI HU3KOU
shdexTuBHOCTH W KayecTBa BeAeHHS AokyMmeHtamuu B COJI.
OxoHomuueckuit ekt ot BHeapenus COJI. ObecrieueHue
3aiuThl HHGOpManuu npu ucnoss3oBanuu COJI.

JloxymeHTHpOBaHuE
YIPaBJIEHYECKOMN
NEeATENBHOCTH

OO6mue TpeboBaHMS K JOKYMEHTHPOBAHHUIO YIPaBICHUECKON
nestenpHOCTH.  CocTaB,  comepkaHWe W OCOOCHHOCTH
peanu3anuu TpeOOBAaHWUU K PACIONIOKEHUI0O W O(DOPMIICHHIO
PEKBU3HUTOB TOKYMEHTOB. CrpyKTypH3aIms TEKCTOB
YIPABICHYCCKUX  JOKYMEHTOB. BHIbI  YHU(PHUIIUPOBAHHBIX
TEKCTOB, OCOOEHHOCTH oOdopmiieHHsT TpadapeTHOTO TEKCTa,
aHkeThl W Tabnumbl. CocTaB M HAa3HAYCHHE OTHENBHBIX BHIIOB
OpraHU3alMOHHO-TTPABOBBIX, pacrops I TeIbHBIX "
WH(POPMAIMOHHO-CITPABOYHBIX JTIOKYMEHTOB. J[OKYMEHTAIbHBIH
GboHI W TepeueHb TOKYMEHTOB, OOpa3yIoUIMXCs B Tpoliecce
NS TeTbHOCTH TOCYIapCTBEHHOTO oprasa. Cocras,
pacIioioKeHUe 1 MpaBmiia 0POPMIICHHSI PEKBH3UTOB OTIEIBHBIX
BUJOB  OPraHM3alMOHHO-TIPABOBBIX, PACHOPSAUTEIBHBIX U
UH(POPMAIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

OcobeHHOCTH OGOpPMIICHUS OTICIBHBIX BHJIOB JIOKYMEHTOB,
o0Opa3yrommxcs, 00pa3ylIUXcs B MPOILECcce eSITeIbHOCTH
TOCYJJApCTBEHHOTO OpraHa




4. O0pa3oBaTesIbHbIE TEXHOJIOTHH

Oo0pa3oBaTe/ibHbIE TEXHOJIOTHHI

Ne

u/n HaumeHoBaHue pa3zaesia

Buabl yueOHbIX
3aHATHI

OO0pa3oBaTteibHbIE
TEXHOJIOTHH

1 |2

3

4

1 |IIpaBoBBrle U HOpPMATHUBHBIE

yIIpaBJICHUS

OCHOBBI

AOKYMCHTAIITUOHHOT'O oOecreueHUS

Jlexuus

Jlexun, JICKIIUH C
MIPUMEHEHHUEM ITPOCKTOPA.

IIpakTrnueckas
pabota

['pynmoBeie JIACKYCCHH,
poOJieBbIE  WUIPbI,  TPECHHUHIH,
AQHAJIN3 CUTyalui

CaMmocrosTeapHas
pabota

Pabora c OCHOBHBIMH
MOHATHUSIMH TIO TEME.
dopmMHUpoOBaHHE
MH(OPMALMOHHOTO OJIOKA.
Pabora ¢ momOTHUTENHHBIMU
UCTOYHUKAMHU.

[TonroToBka K MNPaKTUYECKOU
paboTe B ayJUTOPHUH.

Pabora B AIIEKTPOHHOMN
00pa3oBaTeNIbHOI cpejie.

2  |Cucremsl
JOKyMEHTO000poTa.
moustus. Peraok COJI.

3JIEKTPOHHOTO

baszoBrie

Jlexmus

Jlexmun, JICKIIUHA c
MIPUMEHEHUEM ITPOEKTOPA.

[TpakTnueckas
paboTta

['pynmoBsie JUCKYCCHH,
TPEHHWHTH, AHAJIN3 CUTYyalul

CamMmocTosaTennHas
pabota

Pa6ora c OCHOBHBIMHU
MOHITHUSIMU T10 TEME.
dopmMupoBaHHE
nH(popMaImoOHHOTO OJI0KA.
PabGota ¢ [MOMOTHUTENHLHBIMU
MCTOYHUKAMU.

[TonrotoBka K MpPaKTUYECKOU
paboTe B ayAUTOPHUH.

Pabota B 3JIEKTPOHHOU
00pa3oBaTeNbHOI cpefie
[ToaroroBka  gokmama — Ads
IPOMEXKYTOUHOM aTTecTaIiH.

3 Knaccuduxkanus

CHCTEM

QJICKTPOHHOI'O HOKYMGHTOO60p0Ta

Jleknus

Jlexmun, JIEKIIAU C
MIPUMEHCHHUEM MPOEKTOPA

[IpakTryeckas
pabora

['pynmnoBsie JICKYCCHUH,
TPEHHMHIH, AaHAJIN3 CUTYalUi

CamocTrosTenbHas
pabora

Pa6ora c OCHOBHBIMH
MOHATUSAMH I10 TEME.
®opmupoBaHue
UH(POPMALMOHHOTO OJI0Ka.
PabGota ¢ [MOMOTHUTENBLHBIMU
HMCTOYHHKAMHU.

IloarotoBka K MPaKTUYECKOH
paboTe B ayAUTOPHH.

Pabora B AJIEKTPOHHOU
o0pa3oBatesbHOU cpejie.
[logroroBka mnpe3eHTaUud AJis
IIPOMEXKYTOUHOM aTTeCTaIUH.




Beibop wu  BHempenue — cucteM|Jlekuus Jlexuun, JIeKIuu c
AJIEKTPOHHOTO JOKYMEHTO000pOTa IPUMEHEHUEM ITPOEKTOPA.
[IpakTnueckas I'pynnossie JUCKYCCHH,
pabota TPEHUHTH, aHAJIU3 CUTYallul
CamocrosarensHas |Pabota c OCHOBHBIMH
pabota MOHSATUSMH TI0 TEME.
DopMHUpOBaHKE
UHPOPMALIMOHHOTO OJIOKA.
PaGora ¢ pomoIHUTENHHBIMU
MCTOYHUKAMHU.
IlogroroBka K NPAaKTUYECKOH
paboTe B ayqUTOPHUH.
Pabora B AIEKTPOHHON
00pa3zoBaTeNIbHON Cpesie
JloxymeHTUpOBaHuE Jlexums Jlexuun, JEKIUU c
YIPaBIE€HYECKON IESATEIbHOCTH PUMEHEHHEM ITPOEKTOPA.
[IpakTnueckas I'pynnoBeie JIUCKYCCHH,
paboTta TPEHUHTH, aHAJIU3 CUTYaIlUN
CamocrosrensHas |Pabota c OCHOBHBIMH
pabota MOHSATHSMH TI0 TEME.
dopmMHUpoOBaHHE

MH(OPMALMOHHOTO OJIOKA.
Pabora ¢ [OOIIOJMHUTEIHLHBIMHU
HUCTOYHUKAMHU.

[TonrotoBka K MpPaKTUYECKOU
paboTe B ayAUTOPHUH.

PaboTta B AIEKTPOHHON
00pa3zoBaTeIbHOU Cpejie.
IToaroroska MpOEKTa TUIA
MIPOMEKYTOUYHOM aTTECTAIlUM.
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5. OneHka IJIaHNMPYyeMbIX Pe3yJIbTATOB 00y4YeHHA
5.1. Cucrema oLleHUBaHMS

dopMa KOHTPOJIA

Makc. KoJu4ecTBO 0aJ/LJI0B

3a ogny padorty Bcero
Texymuil KOHTPOJIb:
Omnpoc 10 GamnoB 20 GaioB
3ammra g0Ki1a1a (Tema 2) 10 6aioB
3amura npeseHramnuu (Tema 3) 10 6amoB
3amuTa npoekra (Tema 5) 20 GamtoB
[IpomexyrouHas aTTecTanus 40 6amnos

(3auer ¢ o1eHKOIA)

Hroro 3a cemectp

1o 100 6amnoB

ITonmy4eHHBIN COBOKYITHBIN PE3YJIbTaT KOHBEPTUPYETCS B TPAAUIMOHHYIO IIKAITY OLICHOK U B
mKany ouleHok EBpornelickoil cucteMsl nepeHoca 1 HakorieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM ¢ TabIUIEH:

100-0amnbHas TpamiHonHas mKaa IIIkana
IIIKaja ECTS
95 -100 A

83 94 OTJINYHO B

68 — 82 XOPOIIIO 3a4TCHO C

56 — 67 D

50 55 yIOBJICTBOPUTEIILHO E
20-49 FX
0_19 HEYJIOBJICTBOPUTEIILHO HE 3a4TEHO =
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5.2.Kputepuu BbICTaBICHUS OLICHKU MO AUCIMUILIAHE

Bananl/

Mlkana
ECTS

OueHka nmo
MUCHUILINHE

Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
AUCHUILINHE

100-83/
AB

"3a4TEHO
(oTmynO)"

BrictaBnsiercst oOyuaromemycs, eciiu OH ri1y0oKo 1
IIPOYHO YCBOMJI TEOPETUYECKUU U PAKTUYECKUI
MaTepuai, MOXKET IIPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX
U B XO/I€ TPOMEKYTOUHOMN aTTeCTal|H.

OO0yuaromuiicsi HICUEPIBIBAOIIE U JIOTUYECKUA CTPOMHO
u3JIaraeT ydyeOHbIN MaTepua, yMeeT yBSI3bIBaTh TEOPUIO C
IPAKTUKOM, CIIPaBIISIETCS C PELICHUEM 3a/1a4
npodeccuoHanbHOM HalPaBIEHHOCTH BHICOKOTO YPOBHS
CJIOHOCTH, MPAaBUIHHO 0OOCHOBBIBAET MPUHSTHIE
perieHus.

CB0OOIHO OpHEHTUpYETCS B y4eOHOM U
npodeccuoHanbHOM TUTEpaType.

OreHKa M0 TUCIUTUTMHE BBICTABIIACTCS 00yJaroneMycsi ¢
Y4ETOM PE3YNIBTATOB TEKYLIEH U TPOMEKYTOUHOM
aTTeCTalNU.

Komnerenuu, 3akpeniaéHnple 3a TUCIUIIITNHOM,
chopMupOBaHbI HA YPOBHE — 'BBICOKHI .

82-68/

"3a4TEHO
(xopomo)"

BricTaBnsiercst o6ydaromemycsi, €CiIi OH 3HaeT
TEOPETUYECKUI U IIPAKTUYECKUI MaTepHall, FPAMOTHO U 1O
CYILECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B XOJ€
IIPOMEXKYTOUHOW aTTECTALMH, HE IOITyCKasl CYIECTBEHHBIX
HETOYHOCTEH.

OO0yuaromuiicst MpaBUIHLHO MMPUMEHSET TEOPETHUCCKHE
MOJIOKEHUS MTPU PEIICHUH TPAKTUYECKUX 33]1a4
npodeccuoHanbHOM HallPaBICHHOCTH Pa3HOTO YPOBHS
CJIOHOCTH, BJIaJIC€T HEOOXOAUMBIMHU ISl 3TOTO HaBBIKAMHU
Y IPUEMAaMHU.

JlocTaTouHO XOPOILIO OPHUEHTUPYETCS B y4eOHOM U
npodeccuoHanbHOM TUTEpaType.

Onenka no JUCIUILIMHE BBICTABIIAETCS 00y4YaroneMycs ¢
Y4€TOM PE3yJIbTATOB TEKYLIEH U TPOMEXKYTOUHOM
aTTeCTaluu.

Komnereniuu, 3akperiéHnple 3a AUCHUIUIMHOMN,
chopMUpOBaHbI HA YPOBHE — "XOPOIIHii'".

67-50/
D,E

"3a4TEHO
(ymoBneTBOpHUTEH
HO)"

BeicraBiisieTcs: o0ydaromemMycs, €Clid OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKHH U NIPAKTUYECKUI MaTepuall,
JOIYCKaeT OTAENbHbIE OIIMOKH IIPU €r0 U3JI0KEHUH Ha
3aHATUAX U B XOJI€ IPOMEKYTOYHOM aTTECTALUH.
OOyuarouiicss HCIBITBIBAET ONPECIEHHBIE 3aTPYIHEHUS
B IPUMEHEHHUH TEOPETUUECKUX MOJI0KEHUH NIPU PELIEHUH
HPaKTUYECKUX 337a4 MPO(ECCUOHANBHON HAIPAaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CJIIOKHOCTH, BJIAJIEET
HEOOXOAMMBIMH JUIsl ATOTO 0a30BBIMH HaBbIKAMU U
IpUEMaMH.

JleMOHCTpUpYET JOCTAaTOYHBIN ypOBEHb 3HAHUS yueOHOM
JUTEPATYPBI 10 TUCLUIIMHE.
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Baanbl/ Ouenka no Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110

M xama AUCHUILINHE AUCHUILINHE
ECTS

Onenka 1o JUCIUINIMHE BBICTABIIAETCS 00yJyaronemMycs ¢
Y4€TOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHON
aTTeCTalUU.

Komnerennuu, 3akperi€éHsble 3a AMCHUIUIMHON,
chopMHPOBaHBI HA YPOBHE — "'JIOCTATOYHBIN"".

49-0/ "HeynoBieTBOpUTEe | BBICTaBIsIeTCS 00yJarOmEeMycsi, €M OH He 3HAeT Ha
F.FX JAbHO" 0a30BOM ypOBHE TEOPETUUYECKUIN U MPAKTUUECKUI
MaTepual, I0IMycKaeT rpyobie OmMOKU IIPU €ro
U3JIO’)KEHUU Ha 3aHATHIX U B X0J1€ IPOMEKYTOUHOM
aTTeCTallUU.

OOyyaromuiics UCIIBITHIBAET CEPhE3HBIE 3aTPYIHEHUS B
NPUMEHEHUH TEOPETUICCKUX TTOJIOKEHHIA IPU PEIICHUN
MPAKTUYECKUX 33/1a4 PpOo(deccuoHaNbHOM HallpaBlI€HHOCTH
CTaH/IaPTHOIO YPOBHS CII0KHOCTH, HE BJaJIeeT
HEOOXOIMMBIMH JIJISl 3TOTO HABBIKAMU M TPHEMaMH.
JlemoHcTpHpyeT (hparMeHTapHble 3HaHUS y4eOHOU
JUTEpaTyphl M0 TUCHUTUIIUHE.

Onenka no JUCIUIUIMHE BBICTABIIAETCS 00yJaronemMycs ¢
Y4ETOM PE3YJIBTATOB TEKYIIEH U MTPOMEKYTOUHON
aTTeCTallUu.

Kowmnerenuu Ha ypoBHe "10CcTaTouHBIN "', 3aKpenIéHHbIE
3a JUCUUIUIMHOMN, He CPOPMHUPOBAHBIL.

5.3. OueHouHble cpenacTBa (Marepuanbl) JUIsi TEKYIIETO KOHTPOJS  YCIIEBAEMOCTH,
MIPOMEXYTOYHOM aTTecTalluy 00yJaromuXcs M0 JUCIUILINHE

[Tpumepubie Tembl gokiaanos (ITK-6, ITK-7)

1. Ponb 1OKyMeHTOBEAECHUS B COBEPILICHCTBOBAHHUHU ITPOLIECCOB YIIPABICHHUS.

2. HopmaTHBHO-METOIUYECKHE aKThl, pErIAMEHTUPYIOUIUE CcO3JaHue U  odopmileHue
JOKYMEHTOB.

3. JIoKyMeHT — 00BEKT JOKYMEHTOBEIYECKUX UCCIIEIOBAHUI.

4. llonstune «unpopmanus». CBsa3p HHPOpMAMK U JOKyMeHTa. Poib wuHpopmanuu B
COLIMANIBHBIX U SKOHOMHYECKUX MPOIIECcCax.

5. OyHKIUU JOKYMEHTOB. JIOKyMEHT — oM yHKITMOHATBHBIA OOBEKT.

6. TekcToBOE JOKYMEHTHUPOBAHUE U 3TAIIbl €r0 Pa3BUTHSL.

7. TexHn4yeckoe TOKYMEHTUPOBAHHUE.

8. ®oronokymentupoBanue. [losBienue, pa3BuTHe, IPUMEHEHUE.

9. KunonokymentupoBanue. [losiBnenue, pa3Butue, BUA€03aMUCh.

10. ®ononoxkymentupoBanue. [losiBienue, pa3Butue, IpruMeHEHHUE.

11. MarepuanbHble HOCUTENTU HHPOPMAITUH.

12. CpoiictTBa u Tmpu3HaKW JOKyMeHTa. HMHdbopMmannoHHBIE CBONCTBA JIOKYMEHTA.
OpuruHanbHOCTh JOKyMeHTa. [loanuHHOCTE JoKyMeHTa. KonmuitHOCTh TOKyMEHTA.

13. Crpykrypa pokymeHTa. PexBusutel. @opmymsp nokymenta Dopmynsp-oOpaselr.
OcobenHoctu popmynsgpa JOKYMEHTOB, MOJYyYEHHBIX PAa3IUYHBIMU CIIOCOOaMU (TEKCTOBBIMH,
MalIMHHBIMU, KHHO-, GOTO-, POHO-, TEXHUUECKUMH).

14. TpaguuuonHas gopma gokymeHTa. POPMYISpP TEKCTOBOTO JOKYMEHTA B €r0 UCTOPUYECKOM
pPa3BUTHH.

15. TOCT P 6.30-2003. Ero conep;xaHue, 3Ha4€HUE.
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16. Texct moxymenrta. CTpykTypa TeKCTa. DJIEMEHThI TeKcTa. JIMHIrBUCTHYECKHE OCOOCHHOCTH
JIOKYMEHTa. Y HU(UKAIUS TeKCTa TOKYMEHTA.

17. Knaccudukarus. OcHoBaHUS KIacCU(DUKAIIH.

18. CxiagpiBanue cucteM pAokymeHTauuu. CouuanbHas JAOKYMEHTO-KOMMYHUKAIIMOHHAs
cucrema.

19. JlokymeHTHasi KOMMYHUKaLusl. JJOKyMeHTHasI AATEIbHOCTb.

20. VYHupHUUHpPOBAaHHBIE CHUCTEMBI JOKyMEHTanuWu. [OCyaapcTBEHHBIE CTaHAApPTHl Ha
yHH(DUKAMOHHBIE CUCTEMBI. THITOBBIE CHIEIMAN3UPOBAHHBIE (POPMBI TOKYMEHTOB.

21. TpeGoBaHuUs K COCTABICHUIO  O(POPMIICHHIO OPTaHU3aMOHHBIX IOKYMEHTOB.

22. TpeGoBaHuUs K COCTABICHUIO  OPOPMIICHHIO PACTIOPSIUTEIBHBIX TOKYMEHTOB.

23. TpeGoBaHuUs K COCTABICHUIO H O(POPMIICHHIO HH(POPMAITOHHO- CIIPAaBOYHBIX JOKYMEHTOB.
24. OcobeHHOCTH OPOPMIICHUS JCSITEILHOCTH KOJUIETHAIbHBIX OPTaHOB.

25. OdopmueHne yHUPUIMPOBAHHON JOKYMEHTAIMH 110 JINYHOMY COCTaBY.

26. IIporneccrl TOKyMEHTOOOpa30BaHUS.

27. IlepBUYHBIE KOMILJIEKCHI TEKCTOBBIX IOKYMEHTOB.

28. BenoMCcTBEHHbIE apXUBBHI.

29. l'ocynapcTBeHHBIE apXUBHI.

[Mpumepnbie Tembr s npesenrtarmii (ITK-6, TIK-7)

. OCHOBHBIE TEHJECHIIUN Pa3BUTHs MUPOBOTO peIHKa CO/I.

. [Ipumeprl BHeapeHns u npumenenust CO/] B mupe.

. [Ipumeprl BHeapennsa u npumenenns CO/] B Poccun.

. Cpensl paspadbotox COJI: Documentum 4i.

. Cpenst pazpadotox COJ[: DOCS Open.

. Cpenpl pazpadborok CO/I: Lotus Domino/Notes.

. Cpensl paspadbotok CO/I: DocuL.ive.

. CO]I na ocrnose Lotus Domino/Notes: CompanyMedia.

. COJI na ocuose Lotus Domino/Notes: OfficeMedia.

10. CB/1 na ocnoBe Lotus Domino/Notes: «cbBOCC-PedepenT».
11. CO/I na ocroBe Lotus Domino/Notes: «9ckamo».

12. CB/1 na ocnoBe Lotus Domino/Notes: «3omymikay.

13. CB/ na 6a3e npomsbinuieHHBIX CYB/I: «/IEJIO».

14. CB/]1 na 6a3e npomeinuienabix CYB/I: LanDocs.

15. CO/1 na 6a3e npomsinuienasix CYBJ[: OPTIMA-WorkFlow.
16. CB/]1 na 6a3e npomeinuieHHbIX CYB/I: «Koaekcy.

17. CB/1 na 6a3e npomeinuieHubix CYB/I: I'pan Jlok.

18. CB/1 na 6a3e npomeinuieHubix CYB/I: DocsVision.

0O ~NO Wn b WN —

©

KownrposbeHbie Bompocsi k 3auety (ITK-6, ITK-7):

. IlonaTne noKyMeHTa, T0KyMEHTO000pOTa U NTOTOKA IOKYMEHTOB.

. llenn BHEIpEHNUS HIIEKTPOHHOTO IOKYMEHTOO00pOTA.

. TeHeHIMU Pa3BUTHUS CUCTEM 3JIEKTPOHHOIO TOKyMeHTooOopoTa. PeiHok CO/I.

. CrangapTel B 00J1aCTH 3JIEKTPOHHOTO ToKymMeHToobopoTa (EDI).

. Mecto CO/] B nH(DOpMALIMOHHON CHCTEME TPEIITPUSITHSL.

. Tunbr CO/1. Cuctema 1e10npon3BoACTBA U CUCTEMA 3JIEKTPOHHOTO JIOKYMEHTO000pOTA.
Knaccugukanuss aBTOMaTHU3UPOBAHHBIX CHCTEM JENONPOMU3BOJACTBA U  3JIEKTPOHHOTO
JOKYMEHTO000pOoTa.

8. Tumbl TEXHOJOT U ANIEKTPOHHOTO yIpaBieHus JokymMeHTamu (DY ).

9. JlokyMeHT B MH(OpMaLMOHHON cucteme. TuUnbl JOKYMEHTOB B MH()OPMAIIMOHHON CHUCTEME:
OyMa)KHBIH JOKYMEHT, 00pa3 JOKyMEHTa, OHJCKTPOHHBIH JOKYMEHT, CTPYKTypHUpOBaHHbIE
nokymeHTsl, XML — nipencrasiieHue.

10. Cneunduka nokymenta B COJ1. CnoxHble JOKyMEHTHL. JIOKyMEHT B JI€JIOMPOU3BOJICTBE.

N bk W=
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11. Toxyment B CO/1. Poxxnenue. Cranosienue. [Tyonukanus. ApXuBupoBaHHE.

12. lloanepkka >kxu3HEHHOTrO HMKIA B pazauuHbix COJl. Xpanunuie arpuOyTOB JOKYMEHTOB.
XpaHWINIIE CAMUX JIOKYMEHTOB.

13. Konnenuuu 6e30ymMaxHON TEXHOJIOTUU YIIPABJICHHUS.

14. Tunoseie kommoHeHTH! COJI: XpaHuHIe KapTouek (aTpuOyTOB) TOKYMEHTOB; XPaHWIIHIIE
JOKYMEHTOB; KOMIIOHEHTBI, OCYIIECTBIISIONNE OU3HEC-IOTUKY CUCTEMBI.

15. Kommnonentsl ¢pyHkunonanbHoctd COJl. Ynpasnenue nokymeHntamu B Xpanwuiuuie. [lonck
JOKYMEHTOB. MapuipyTu3anusi U KOHTPOJIb UCIoJIHEHUsA. OTueThl. AAMUHUCTPUPOBAHUE.

16. Meroap! copTupoBKU JOKyMeHTOB B CO/I.

17. Ocnosubie pynkuun CO/]. Tunossie TpedoBanus k CI/I.

18. IIpenmyiiiecTBa BHEPEHUS CUCTEMBI AIEKTPOHHOTO JOKYMEHTO000POTA.

19. Ilpuuuns! aBTOMaTU3alMy. BeIO0p crcTeMbl aBTOMAaTU3AIUH.

20. BapuanTtsl pemieHHs 3ama4 aBTOMAaTH3alMKM JTOKymMeHTooOoporta. [Ipobrmema emuHCTBA
nH(popMannoHHOM cuctemsl 1 uHterparuu COJ[ B undpactpykrypy koproparusHoit C.

21. Kpatkuit 0030p pblHKa U KJIacCUpUKaus 1atdhopM, IPeICTaBICHHbIX HA PhIHKE.

22. ®akTOopHl, BIUSIONINE Ha BHIOOP 0a30BOM MIaTGOPMEI.

23. ECM-cucremsl.

24. BPM — cucremsr.

25. OteuectBennnie CO/I.

26. Lotus Notes.

27. ®akrop Microsoft SharePoint.

28. Iloacucrembl aBTOMATH3AIIMN JOKYMEHTOO0O0pOTA.

29. Cuctembl aBTOMATH3ALMH JAEJIONPOU3BOICTBA.

30. [loacucrema apxuBa JOKYMEHTOB, YIPABICHUS KOHTEHTOM U CPEJICTBA CTPYKTYpPHU3ALINH.
(Opranmzarust xpanwiuiia (aitioB; OpraHuzammst MeTanaHHbiX; WHTerpamus ¢ oducHsIMH
npwioxxkeHusiMu; CpeacTtBa CTpyKTypuzanuu uHHpopMmanuu B apxuBe; CpeactBa 3arpy3ku
nokymentoB Data Capturing; [IpuMepsl cpeACTB oOpraHu3alvi apxXuBa JTOKYMEHTOB B
pasnuuHbIX Kinaccax [10).

31. Cuctembl BBOJIa JOKYMEHTOB M CUCTEMBI 00pabOTKH 00pa30B IOKYMEHTOB

32. Iloacuctema MappyTH3ai JOKYMEHTOB U YIIPABJICHUS 3aJaHUSIMU.

(ITpuMeps! HCTIONB30BAHUS MaPIIPYTH3AUU JOKYMEHTOB B Pa3IMUHBIX MPUKIATHBIX CUCTEMAX;
Buner u cnoco6sl Mapuipytusanuu 10KyMeHToB; Enunas nundpactpykrypa 3ananuii, pyHkuu;
CpenctBa opranuzanuu 3amenieHui; CpeacTBa yBeAOMIICHHI U aBToMmarusaius oOpaboTKu
3amanuil; [IpuMepsl cpelcTB MapLIpyTH3alMU M MOJCHCTEMBI 33/IaHUi B Pa3IMYHBIX KJIaccax
[10).

33. CucTemMbl KOMIUIEKCHOW aBTOMATH3aIlui OM3HEC-TIPOIIECCOB.

34, Tunbl NpUIIOKEHUN, BHEAPSIEMbIX B paMKax KoprnopatuBHOM COJI: apXuBbl AJEKTPOHHBIX
JOKYMEHTOB; aBTOMAaTHU3alUsi MPOLIECCOB KIACCHMYECKOTO POCCHMCKOIO TOKyMEHTOOO0OpOoTa
(mopepkka JOKyMEHTalMOHHOro oOecnedenus ympasienus — JIOVY); aBromaTtuzanus
MIPOLIECCOB COTJIACOBAHUSA JOKYMEHTOB; aBTOMATH3allMsl YIPaBJICHUS OYMaKHBIM apXUBOM;
aBTOMATHU3aIUs MPOIECCOB O0OIIEaIMUHUCTPATUBHOIO JOKYMEHTOOOOpOTa; aBTOMAaTH3alUs
crenu(prUIecKuX OTPacieBbIX 3a/1a4y; aBTOMATH3aIUs [IPOLIECCHOTO YIPABJICHH; aBTOMATH3aIUs
JOKYMEHTOOOOpOTa B YOpPaBIECHUU  IMPOEKTAMH; aBToOMaTH3alUsl  TEXHUYECKOIO
JOKYMEHTO000poTa.

35. ApxuBBI MEKTPOHHBIX JOKYMEHTOB.

36. ABTOMaTH3aIMs MPOLECCOB KJIACCHUECKOTO POCCHHUCKOTO JOKYMEHTOOOOpOTa (MOJepiKKa
JOKYMEHTAI[MOHHOTO o0ecredenus ynpasienus - JJOVY).

37. ABTOMartu3anys MpoLeccOB COrNIACOBaHMS TOKYMEHTOB.

38. ABToMaTu3alys yrnpaBieHUus: OyMaXXHbIM apXUBOM.

39. ABTOMaTu3aIMs MPOLECCOB 00IIEaIMUHUCTPATUBHOTO TIOKYyMEHTOO00POTA.

40. ABTomaru3anus crienu(puIeckux OTPacieBbIX 3a/1ay.

41. ABTOMaTH3aIMsl IPOLIECCHOTO YIPABIEHUS.
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42. ABTomMaTu3aIys TIOKyMEHTOO0OpOTa B YIIPaBICHUH MPOCKTAMHU.

43. ABTOMaTH3anus TEXHUYECKOTO JOKYMEHTO000pOTa.

44. Cucrema 31eKTpOHHOTO TIoKyMeHToobopoTa Lotus Domino & Notes.

45. OcoOeHHOCTH BHEPEHUS U HKCILTyaTalluH.

46. CucreMa 3JeKTpOHHOTO ToKyMeHTooOopoTa Lotus Domino & Notes. [TonoxxeHnne Ha phIHKE.
HcTopus CUCTEMBI, JIMIIEH3UU U CEPTUDUKATHI.

47. Crpykrypa CompanyMedia. ApXUTEKTYpa CUCTEMBI.

48. CO/ Lotus Domino & Notes. Kputnka. Konkypupytomiie pazpadoTKu.

49. O1eHKa Y)KOHOMHH U BBIT01. McunciseMble BBITObL.

50. Ornenka 3x0oHOMHUM U BbITO. HencuuciisieMble BBITOIBIL.

51. Ouenka >¢dexruBroctu BHenApenus CO/I.

52. Pacuer pacxozioB. PacueT 10x0/10B.

53. DxoHOMHUEcKas I1eaecoo0pa3HOCTh HOBOBBeneHUs. (COCTaBISIOMIME SKOHOMHYECKOTO

s dexra.
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6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 00ecneyeHne JUCIUIINHBI
6.1. Criucox nuTepaTypsl

OcHoBHas

1. VmakoBa, O. A. [lokymeHToBencHHE: YueOHoe mocodue / YmakoBa O.A. - Mocksa: HUL]
NH®PA-M, 2017. - 64 c. ISBN 978-5-16-102985-5 (online). - Tekcr : anekrponHsrii. - URL:
https://new.znanium.com/catalog/product/809874.

2. DIEKTPOHHBIN JOKYMEHTOOOOPOT M obeciedeHne 0e30MacHOCTH CTaHIAPTHBIMH CPEICTBAMU
WINDOWS: yuebHoe mocobue / JI.M. EBmokumona, B.B. Kopsokun, A.H. ITeutbkun, O.T.
[IBeukoBa. - MockBa: KYPC, 2019. - 296 c. - ISBN 978-5-16-103196-4. - TekcT: 3eKTpOHHBIH.
- URL.: https://new.znanium.com/catalog/product/1001864.

3. Kynse, H.H. HudbopManuoHHbIE TEXHOJOTUH B JOKYMEHTAIIHOHHOM OOECIICUCHHH
yhpaBieHuss U apxuBHOM Jeine : yuyeOHuk Juist By30B / H.H. Kynses, T.B. Konapamosa, E.B.
Tepentnena, A.I'. ®abpuunoB ; mox o0mI. pen. a.1o0.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017.
- 408 c. - (HoBas crynenyeckas Oubimoreka) - ISBN 978-5-98704-786-6. - Tekcr
anekTpoHHbId. - URL: https://new.znanium.com/catalog/product/1015021.

JononauTtenbHas

1. DnekTpoHHOE MPABUTEIHCTBO. DIEKTPOHHBIN TOKYMEHTOOOOPOT. TepMHUHBI U ONpeAeIeHHUS:
yue6. mocodbue / C.1O. Kabamos. — M.: UHOPA-M, 2019. — 320 c. — (Bsicmiee obpazoBanue:
bakanaspuar). - Pexxum nocryma: http://new.znanium.com/catalog/product/1002479.

2. IlpoextupoBanne WHPOPMANMOHHBIX cucTeM: yudeOd. mocobme / B.B. Kopamenko. — M.:
OOPYM: MHOPA-M, 2018. — 320 c. — (Bricuiee oOpa3oBanue: bakamaBpuar). - Pexum
noctyma: http://znanium.com/catalog/product/980117.

3. DIEeKTpOHHO-00pa3oBaTeIbHBIE PECYpPChl B  Pa3BUTHH WHPOPMAIMOHHOTO 0OIIecTBa
(o606menne u npaktuka) / TpaitneB B.A. - M.:/lamkoB u K, 2018. - 256 c.: [ISBN 978-5-394-
02464-1 - Pexxum moctyna: http://new.znanium.com/catalog/product/513047.

4. [udposasi IKOHOMHUKA: YIIPaBICHUE AJICKTPOHHBIM OM3HECOM M JICKTPOHHOW KOMMEPIIMEH:
yueonuk / JI.B. Jlanugyc. — M. : UHOPA-M, 2019. — 479 c. — (Bwicmiee obOpa3zoBanue:
bakanaBpuar). — www.dx.doi.org/10.12737/textbook _5ad4a78dae3f27.69090312. - Pexwum
nocryma: http://new.znanium.com/catalog/product/995938.

6.2. Ilepedenp pecypcoB HHPOPMAITMOHHO-TEIICKOMMYHUKAIIMOHHOM cetn "MHTepHeT"
1. https://elibrary.ru/defaultx.asp - Hay4nas snekTpoHHas OuOIMOTEKA

2. https://archive.neicon.ru/xmlui/ - ApXvuB Hay4HBIX U3IAHUH

3. http://www.garant.ru/ - adopManoHHO-IIPAaBOBOM MOPTAI

6.3. IIpodeccrnonanbhbpie 6a3bl TaHHBIX U HHPOPMAITMOHHO -CITPABOYHBIE CUCTEMBI

Ne n/m HanmenoBanne
1 MexnyHapoaHbie pedepaTuBHbIe HaykoMeTpuueckue bJI, ToCTymHbIe B paMKax HAMOHATHHOM
noxmucku B 2019 1.
Web of Science
Scopus
2 [Ipodeccuonansapie momHOTEKCTOBBIE B/I, MOCTYnHEBIE B paMKaX HAIIMOHAIBHOM moamucku B 2019 1.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypuaner Taylor and Francis

3 [IpodeccronansHbie MOTHOTEKCTOBEIE B/

JSTOR

W3 nanus mo o0IecTBeHHBIM U TYMaHUTAPHBIM HayKaM
DnextponHas 6ubnmorexka Grebennikon.ru

4 KoMmnbrotepHble cripaBOYHbBIE IPABOBBIE CUCTEMBI
Koncyneranr Ilnroc, 'apant
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http://new.znanium.com/catalog/product/995938
https://elibrary.ru/defaultx.asp
https://archive.neicon.ru/xmlui/
http://www.garant.ru/

7. MaTepl/IaJIbHO-TeXHI/I‘leCKOQ odecrneuyeHue AUCHUIIJIMHBI

Jlnsi MarepuanbHO-TEXHUYECKOTO OOECTIeYEeHUsI JUCIHUILIMHBI HCIOJIB3YeTCs KOMITbIOTEPHBIH
KJjacc, 00OpyIOBaHHBIA BUIECO-TIPOCKTOPOM, COBPEMEHHBIMU IEPCOHAIBHBIMU KOMIIBIOTEPAMU

I KaXI0I0

CTYZCHTA,

OCHAllICHHBIMU  COBPECMCHHLIM IIPOTPAMMHBIM o0ecIIeueHHEM:

aKTyalibHasi BepCHsl onepanuoHHon cuctembl Windows kommanuu Microsoft, mpukiagHoi maket
nporpamMm Microsoft Office Bepcun He Hike 2007, CDJI, oGecrieueH BBIXO B CETh HHTEPHET.

KomnerorepHslif
KJ1acc
—aya. Ne 201

1 xoMmbIOTED
TIpenoaaBaTeds,
11 koMIIBIOTEPOB
o0ydJaroIuxcs,
MapKepHasi J10CcKa,
TIPOEKTOpP.

Windows XP

Microsoft office 2010 Pro
"NEJIO-IIpennpustue"
"ApxusHoe JIEJIO"
Mozilla Firefox 52.8.1 ESR

Kaspersky Endpoint Security

19864538
49420326

JIB11/13
CBOOOIHBIN
JIOCTYII
17E0-181226-0
94912-873-979

17.11.2005
08.12.2011

14.11.2013
CBOOOIHBIN
JIOCTYII

26.12.2018
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8. Olecneyenne 00pa3oBaTeIbLHOIO NMpoLeEcca VISl JIML ¢ OTPAaHNYEeHHbIMH
BO3MOKHOCTSIMM 3/10pPOBbSl U HHBAJIU/I0B

B xoza€e peanuzanuy IUCHMILIMHBI UCIIOJIB3YIOTCS CICAYIOIIUE JOIOIHUTEIIBHbIC
METOIbI 00Y4EHUs], TEKYIETO KOHTPOJISI yCIIEBAEMOCTH U IPOMEXYTOUYHON aTTeCTalluu
00yJaromuxcsi B 3aBUCUMOCTH OT WX WHAWBHYAIBHBIX 0COOEHHOCTEH:

® JUISI CIICTIBIX M CTTa00BUISIIHX:

- JIeKIMU OQOPMIISIOTCS B BUAE OJIEKTPOHHOTO JIOKYMEHTa, IOCTYIMHOTO C ITIOMOIIBIO
KOMITBIOTEpA CO CHCIIHATU3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUCHUEM

- TMCHhMEHHBIC 3a/JIaHUS BBIMOJHSIOTCS Ha KOMIIBIOTEPE CO CICIHATU3HUPOBAHHBIM
MIPOrPAMMHEIM 00€CIIeYeHUEM, HITU MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrneunBaeTcs UHIUBHIYAIbHOE paBHOMEpHOE ocBelieHne He Menee 300 Jrokc;

- JUIs BBITIOJIHEHHWS 3aJaHusl TIPU HEOOXOIUMOCTH TIPEIOCTABISETCS YBEIHMYMBAIOIICEe
YCTPOKCTBO; BO3MOYKHO TAaK)K€ UCTIOJIb30BaHUE COOCTBEHHBIX YBEIMYHBAIONINX YCTPOICTB;

- MUCHMEHHBIE 3a/TaHUsT O(OPMIISIOTCS YBEITUYCHHBIM MIPUPTOM;

- 9K3aMeH ¥ 3a4€T MPOBOJIATCS B YCTHOW (pOpPME HITH BBITIOJIHSFOTCS B TUCHbMEHHOH (hopMe Ha
KOMTIBIOTEPE.

® JUIS TIYXHX H CITa00CITBIIIANTHX:

- Jekuud O(GOPMISIOTCS B BHIE AJIEKTPOHHOTO JOKYMEHTa, JIM0O TPEAOCTABIISETCS
3BYKOYCHJIMBAIONIAs anmapaTypa WHAUBHIyaTbHOTO TOJIb30BaHUS;

- MUCBMEHHBIC 3a/IaHUS BBITIOJIHIIOTCS Ha KOMITBIOTEPE B IMCBMEHHOH (opMme;

- 9K3aMeH W 3a4éT MPOBOJATCA B IHMCBMEHHOW (OpMEe Ha KOMITBIOTEpE; BO3MOXKHO
npoBeeHue B (popMe TeCTUPOBAHHUS.

® ISl JIUI] C HAPYIICHUSIMH OTIOPHO-/IBUTATEIBHOTO amnmapara:

- JIEKIUU OQOPMIISIOTCS B BUAE AJIEKTPOHHOTO JIOKYMEHTa, MOCTYIMHOTO C IOMOIIBIO
KOMIIBIOTEPA CO CIIECIUATU3NPOBAHHBIM ITPOTPaMMHBIM 00eCTIeUeHHEM;

- TMCBMEHHBIC 3aJ]aHUs BBINIOJHIIOTCS Ha KOMIBIOTEPE CO  CHEIHATN3UPOBAHHBIM
MIPOTPaMMHEIM 00eCTICUCHHEM;

- 9K3aMEH U 3a4€T MPOBOSTCS B YCTHOU (pOopMe MITH BBITIOJHSIOTCS B MUCBbMEHHOM (popme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOIUMOCTH TIPETYCMaTPUBACTCS YBEITUUCHUE BPEMEHH ISl IOATOTOBKU OTBETA.

[Ipouiemypa  mpoBeACHUS  NPOMEXKYTOYHOH  artecTali Ui OOyYarol[uxcs
YCTaHABJIMBACTCS C Y46TOM WX HMHIUBUAYaJbHBIX TICHXO(PHU3UYECKUX OCOOCHHOCTEH.
[TpomesxyTouHast aTTecTaIis MOKET MTPOBOUTHCS B HECKOJIBKO ITAIIOB.

[Ipu mpoBeneHUH MPOIECAYPHl OLICHHUBAHUS PE3YJIBTATOB OOYYCHHUsS MPEAyCMaTPHBACTCS
UCTIOJIb30BaHUE TEXHUYECKUX CPEINCTB, HEOOXOJMMBIX B CBS3M C WHIUBUAYaJIbHBIMHU
O0COOCHHOCTSAMHU OOy4YaromUXcsa. JTU CPEACTBA MOTYT OBITh MPENOCTABIICHBI YHUBEPCUTETOM,
WJIM MOTYT MCITOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKUE CPE/ICTRA.

[IpoBenenne TpoIEAYpbl  OIICHUBAHHS ~ PE3yIBTATOB  OOy4eHHUS  JOMYyCKaeTcsl ¢
UCIIOJIb30BaHUEM JUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHIA.

Ob6ecrnieunBaeTcst JOCTyNn K MHPOPMAIMOHHBIM U OMOIuorpaduyeckuM pecypcaMm B CETH
WuTepHer uis Kakaoro oOydaromierocs B ¢opmax, aJalTHPOBAHHBIX K OTPAaHHUYCHHSM HX
3I0POBBS U BOCIIPHSITUSL HH(POPMAIUH:

e JUISI CTIENBIX U CTa00BUSIINX:

- B meyaTHOU (hopMe yBETUUCHHBIM HIPUPTOM;

- B opMe PIEKTPOHHOTO IOKYMEHTA;

- B hopme aynnodaiina.

® ISl TIIYXUX M CaOOCIBIIIAIINX:

- B I1le4aTHOU popme;

- B (hopMe 2IeKTPOHHOTO JIOKYMEHTA.

e ISt OOYJArOIIMXCS C HAPYIICHUSIMHU OMIOPHO-ABUTaTEILHOTO ammapara:
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- B meyaTHoOU opme;
- B (hopMe 2IeKTPOHHOTO TOKYMEHTA,;
- B hopme aynnodaiina.

VY4eOHble ayTUTOPHH I BCEX BHIOB KOHTAKTHOM M CaMOCTOSATEIbHOW pabOThI, HaydyHAas
O6ubIMoTEeKa M WHBIC TIOMEIICHUs JUIsi 0OYYeHHsI OCHAIICHBI CIEIHAIbHBIM 000pyIOBaHHEM H
y4eOHBIMH MECTaMH C TEXHUYECKUMHU CPEACTBAMU O0yIEHUSI:

® ISl CIICIIBIX U CIIA00BUISIINX:

- YCTpOICTBOM JUIsl ckaHMpoBaHUs U uyTeHus ¢ kamepoilr SARA CE;

- mucruieeM bpaiinst PAC Mate 20;

- npuaTepoM bpaiing EmBraille ViewPlus;

® IS TIYXUX M CITa00CIBIIIAIINX:

- ABTOMAaTU3MPOBAaHHBIM pabOYUM MECTOM IS JIIOAEH C HapylleHHeM ciyxa u
¢71a00 CIIBIIIIAIINX;

- aKYCTUYECKHUI YCUIIUTENb U KOJIOHKH;

e st OOyJarOIUXCs C HApYIIEHUSIMH ONIOPHO-ABUTaTEIBHOTO arapara:
- IepEIBMKHBIMH, PETYIIMPYEMBIMHU d3proHOMUYeckuMu mapramu CU-1;
- KOMITBIOTEPHOM TEXHUKOW CO CHENUAIbHBIM ITPOTPAMMHBIM 00ECTICUCHHEM.
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9. MeToaM4ecKkne MaTepHaJibl
9.1. Ilnanpl MpaKTUYECKUX 3aHATUN

3anstue 1. [IpaBoBbie 1 HOPMATUBHBIE OCHOBBI JJOKYMEHTALIMOHHOTO 00eCIeUeHHs

ynpasieHus. (4 4.)

Bomnpocsr mist o0cyxenus:

1. T'ocynapcTBEHHOE pErylMpoBaHUE, HOPMATHBHAas IpaBoBasi M METOAMYECKas OCHOBA
JOKYMEHTAI[MOHHOTO 00EeCIIeueHus yIpaBJICHNUS.

2. CymiHoCTh, HAINpaBICHHUS W BUJBI TOCYJAPCTBEHHOTO PEryJIMPOBaHUS JTOKYMEHTAMOHHOTO
oOecrieyeHns yrpaBICHHS.

3. Ha3nauenue, 0cOOEHHOCTH U COOTHOIIEHHE HOPMATUBHOTO MTPABOBOTO U METOANYECKOTO

perynupoBaHusl.

Hanpasnenus u BuJpl JOKYMEHTAIIUOHHOTO 00€CTIEYeHHsI YIIPaBIECHUS

Haznauenue 10KyMEHTHPOBaHUS U OpraHU3aluu pabOThl ¢ JOKYMEHTAMHU

Ponp nHpOpMaIMOHHBIX TEXHOJIOTUHN B €r0 pa3BUTUH

CyIHOCTh M1 0COOEHHOCTH YIPaBJICHUS TOKYMEHTaMHU.

JIOKyMEHT Kak 0OBEKT peryJupoBaHHUsl.

OYHKIMU U BUIBI JOKYMEHTOB, UX YHU(PHUKALUS U CTaHIapTU3ALIHSL.

©oNo A

3anaHus:

1. Perucrpanus BXOJSIETO JOKYMEHTA

2. IlepBu4HOE pacCMOTPEHNE BXOISAIIErO JOKYMEHTA PYKOBOANUTENEM KaHLIETISIPUU
3. IToaroroBka NpoeKkTa MOpy4EHUs: IOMOIIHUKOM PYKOBOJUTENS

4. PaccmoTpeHre pyKOBOIUTENIEM MTPOEKTa TTOPyUEHUS

5. HOI[FOTOBKa IMPOCKTAa UCXOAAIIETO JOKYMCHTA OTBETCTBCHHBIM HCIIOJTHUTCIIEM
6. CornacoBaHue MPOEKTa UCXOJSIIETO JOKYMEHTa

7. Iloanucanue MpoeKTa UCXOIIET0 TOKYMEHTa, €r0 PErnCTpals U epeaada Ha OTIPaBKy
8. OTrpaBKa NCXOASIIETO JOKYMEHTA Ha OYMa)KHOM HOCHTEIIE

9. UcnionHenue nopy4deHust (0OT4ET OTBETCTBEHHOT'O UCTIOTHUTEIIS )

10. [lonTBepxkaeHe UCTIOTHEHUS TOPYUECHHS €TO aBTOPOM

Jluteparypa: ocHoBHas [1, 2], nononanurtenbHas [1, 4].

3ansitue 2. CHUCTEMBI AJIEKTPOHHOTO TIOKyMeHTO0000poTa. bazossie mousTus. Pernoxk CO/I. (4 4.)
Bormpocs! 11t 06cyxaeHust:

1. ®yHKUMU CUCTEM: pEerUCTpaIus JOKYMEHTOB.

2. YnpapieHue 3JIeKTPOHHBIMU TJOKyMEHTaMHU.

3. Co3manue W XpaHEHUWE Pa3IUYHBIX HECTPYKTYPUPOBAHHBIX JOKYMEHTOB (OQuCHbBIE
MIPUIOKEeHUSI, Tpadudeckre U MeauamMmaTepuabl, YepTexu u np.), Bepcuu u DL, mognepxka
KU3HEHHOTO IIMKJa JTOKYyMEHTOB, Ha3HAYeHHE MpaB JIOCTYIa, BEACHHUE HCTOPUU PabOTHI,
MOJIHOTEKCTOBBIN U aTpUOYTUBHBIN TTOUCK.

CoBpeMeHHBII POCCUHCKUIT PHIHOK CUCTEM aBTOMATHU3aLUU IOKYMEHTO000pOoTa.

Oco0eHHOCTH JIEKTPOHHOTO BEICHHSI IETONPOM3BOJICTBA.

Bo3moxHbIe MpuunHbI HU3KOH 3()PEeKTUBHOCTH U KauecTBa BeJeHus JoKyMeHTauu B CO/I.
OkoHomuueckuii ¢ ekt ot BHeapeHust CO/I.

Obecneuenne 3amuThl HHPOpMAIHH MTpu ucnonb3oBanuu CH/I.

N O

3anmanue 1:

1. O3HaKOMHUTBCS C MAaTEPUATIOM MO TPOTPAMMHBIM ITPOIYKTaM IO CUCTEMaM
AIIEKTPOHHOTO JJOKYMEHTO000pOTA.

2. IlpoBecTy cpaBHUTENBHBIN aHAIM3 IPOrPAMMHBIX ITPOJAYKTOB U 3aMOJTHUTH HUKE
MIPUBEACHHYIO Ta0IHILY:
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3. BeiOpars xoukpeTHyto C3/1 U1t CBOETO BUPTYaIbHOTO IPEANPHUATHS, 000CHOBATH
BbIOOp. OTuer opopmuts B Bue daiina Word.

3ananue 2:

Pa3paborate ¢ mnomompto TekcToBoro pemaktopa MSWORD  odopminenuss pexkBU3UTOB
JOKYMEHTOB B 3JeKTpoHHOM Bujae B cootBercTBUU ¢ ['OCT P 6.30-2003 (c ucnosib30BaHuEM
MIEPEYHs PEKBU3UTOB JIOKYMEHTOB, TPEOOBAHUH K UX O(OPMIICHUIO U CXEMBI UX Pa3MEIIeHHs Ha
yriaoBoM OnaHke Gopmara A4, mpeacTaBICHHBIX B JIEKTPOHHOM BUJE).

[Ila6moH MOKYMEHTOB BBIOMpAETCs CTYAEHTOM CAMOCTOSITENIBHO TI0 COTJIACOBAHHMIO C
MPEo/aBaTeNeM.

3ansaTue 3. Kinaccudukarus cCHCTeM JIEKTPOHHOTO JOKYMEHTO00opoTa (4 4.)

Bompocsr mist o6cyxnenus:

1. Co3znmanue 3IeKTPOHHBIX JJOKYMEHTOB.

2. Benenue cucTteMbl CIIPaBOYHUKOB.

3. YnpaBieHue JeJI0BBIMU IIPOIICCCAMH.

4. Tlomnepskka IPOIIECCOB COTIIACOBAHUS U 00pabOTKU JOKYMEHTOB, BblJlava 3aJaHuil U
KOHTPOJIb UX UCTIOJTHEHHUS.

5. OOGecrieueHue B3aUMOACHCTBUS MEXKIY COTPYAHUKAMH B X0JI¢ OM3HEC-TPOIIECCOB,
MOJIepKKa CBOOOIHBIX M JKECTKUX MapuipyToB (workflow).

6. IIpusnaku knaccudukanuu CIO/: COOTBETCTBUE CTaHIAPTAM OTEUECTBEHHOTO

JIeJIONIPOU3BO/ICTB;

[Tpusnaku knaccudukanuu CO/: pa3pabOTIYUK CUCTEMBI;

8. Ipusnaku knaccudukanuu CO/I: pemaembie 3a1aun JeTOTPOU3BOACTBA; TUIl OPraHU3AIIHH.

~

Samanus:

. Perucrpanus obpamienus

. [lepBuuHOE paccMoTpeHue oOparieHus

. [ToaroroBka mpoekTa MOPy4eHMs TOMOIITHUKOM PYKOBOIUTEIIS

. PaccMoTpenue pykoBouTeeM IpoeKTa NopydeHHs

. [TonroroBka oTBeTa Ha OOpAaIEHNE

. [loanucanue mpoexTa UCXOAALIETO JOKYMEHTa, €ro PeruCTpalus U repeaaya Ha OTIPaBKY
. OTmpaBKa UCXOAAIIEro JOKYMEHTa Ha OYMa)KHOM HOCHUTENIE 3asBUTEIIO

. Ucnonnenune nopydenus (0OT4ET OTBETCTBEHHOTO UCIIOJIHUTEIS)

. [loaTBepx1eHNe UCTIOTHEHUS TOPYUCHUS

O 00 1N DN B~ WN =

Jluteparypa: ocuoBHas [1, 3], nomonauTtensHas [1, 4].

3ansTue 4. BoiO6op 1 BHEpEHUE CUCTEM JIEKTPOHHOTO JOKYMEHTO0OopoTa (6 4.)

Bormpocs! st o6cyxaeHus:

1. ®yHKUHOHATBHBIE OTIUYUS IEKTPOHHOTO JOKYMEHTO000pOTa OT OyMasKHOTO.

2. KoprnopaTtuBHasi cuctemMa 3JEKTPOHHOTO TOKYMEHTOOOOpOTa — OCHOBHBIE TpeOOBaHUS U
BO3MO’KHOCTH.

3. Kpurepuu, onpeaenstoniine HeooxoauMocTs BHeaperust COJ] B opranuzanuu (IpeanpusTun).
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DTansl CO3aHMs U BHEIPEHUSI CUCTEMBI 3JICKTPOHHOTO IOKYMEHTOO00POTa HA IPEANPHUITHH.
Boinosnenue npakruueckux 3ananuii B CO/I.

IToaxoap! K CO3AaHUIO CUCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

TpeboBanus K cuctemMmam.

Otansl BBIOOpa CUCTEMbI aBTOMATH3AIH.

Dtanbl BHEIPEHUS CHCTEMbl aBTOMATH3AIHH.

©oNo A

3anaHus:

1. Co3nanue npoekTa BHyTPEHHETO IOKyMEHTa

2. OTka3 B COIJIaCOBaHUH MPOEKTAa BHYTPEHHETO JOKYMEHTA

3. opaboTka mpoeKkTa BHYTPEHHETO TOKYMEHTA UCTIOJTHUATEINIEM 110 3aMeYaHUsIM
4. CornacoBaHHe MTPOEKTa BHYTPEHHETO JOKYMEHTa COTIacylomuM 1-ro sramna
5. CornacoBaHre POEKTa BHYTPEHHETO JIOKYMEHTA COTJIACYIOUINM 2-TO JTarna
6. [lognucanue mpoekTa BHYTPEHHETO JOKYMEHTA, PETUCTPAIHsl, Tiepeiaya Ha paCCMOTPEHHE U
03HAKOMJICHUE

7. PaccMOTpeHHE BHYTPEHHETO JOKYMEHTA

8. cnonHeHue nopyueHus

9. O3HaKoMJIEHHE C BHYTPEHHUM JOKYMEHTOM

10. I[IpocmoTp ucnosiHUTENIEM HHGOPMAITUHN O CTATyCE

Jluteparypa: ocHoBHas [1, 3], nononaurtensHas [2, 3, 4].

3anstue 5. JJokyMeHTHpOBaHUE YIIPaBICHYECKOH e TebHOCTH (6 4.)

Bompocsr myist o0cykienus:

1. CocTaB u Ha3HAYCHHUE OTACIHHBIX BUJIOB OPraHU3AIMOHHO-TIPABOBBIX, PACTIOPSAIUTEIHHBIX H
MH(OPMALIMOHHO-CITPABOYHBIX TOKYMEHTOB.

2. JloxymeHTabHBIA (OH U TIEPEUYCHb JOKYMEHTOB, 00OPa3yIOIIUXCS B MPOIECCE ACATEIHHOCTH
rocy/lapCTBEHHOTO OpraHa.

3. CocraB, pacrnoyio)keHHe U TMpaBuia O(QOPMIEHUS PEKBU3UTOB OTIEIbHBIX BHJOB

OpraHU3aIMOHHO-TIPABOBBIX, pacnopsAuTeNbHBIX U MH(OPMALIMOHHO-CITPABOYHBIX

JOKYMEHTOB.

Brinonnenue npaktuyeckux 3aganuii B CO/I.

. Ocobennoctu 0GopMiIeHUS OTACIBHBIX BUI0B JOKYMEHTOB, 00pa3yIOIIUXCs B IIpOLecce

JeSITeNIbHOCTH FOCYAapCTBEHHOTO OpraHa.

o s

Samanus:

. Co3nanue 1oroBopa.

. OTKa3 B cOryiacoBaHuM JOroBOPA.

. lopaboTka A0roBOpa HCHOIHUTEIEM.

. CorylacoBaHue 0roBopa CorIacyroIuM 1-ro 3ramna.

. CorylacoBaHue I0roBopa COIIaCcyroIUM 2-TO 3Tana.

. [lonnucanue noroBopa, perucrpanus, nepeaya Ha pacCMOTPEHHE U 03HAKOMJICHHE .
. PaccmoTpenue norosopa.

. UcnonHenue nopy4yeHus.

. [loaTBepxk1eHNE UCTIOTHEHMSI TOPYUEHUS.

10. O3HaKOMJIEHHE C JOTOBOPOM.

11. IIpocMoTp HcHOTHUTENEM UHPOPMALIUU O CTATYCe 03HAKOMIIEHUS C JOKYMEHTOM.

O 00 1IN DN B W=

Jluteparypa: ocHoBHas [2, 3], nomonauTtensHas [3, 4].

9.2. Meroanyeckre peKOMEHAAUH 110 MOATOTOBKE MUCbMEHHBIX paboT
He npexycMoTpeHsI.
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INPUJIOKEHUSA
[Ipunoxxenue 1 AHHOTAIMS AUCIUTLIMHBI
AHHOTALINA AUCHUITJIMHBI

JucnumimHa peanusyercs Ha ¢akyinbrere WHOOPMANMOHHBIX CHCTEM U 0€30MMaCHOCTH
kadenpoii MHOOPMAIMOHHBIX TEXHOJIOTHI M CUCTEM.

Henp qucuurumHbl: GopMUpOBaHUE Y 0O0YJAIOUIMXCS 3HAHUNA U YMEHHA, HEOOXOAUMBIX
Uil pa3palbOTKU, SKCIUTYaTalli M COMPOBOXKICHHUS HH(POPMAIIMOHHBIX CHCTEM YIIPaBICHUS
JOKYMEHTOOOOPOTOM, T'PaMOTHOTO TIPUMEHEHHS aBTOMATH3MPOBAHHBIX HWH(OPMAIMOHHBIX
TEXHOJIOTUH JJIsL oOecrieueHus pEeIICHMA IMPUKIIAJHBIX 3a/1a4.

3anauu:

- monydyeHue 0a30BBIX 3HAHWI B 00JACTH aBTOMATH3AIMH JOKYMEHTOOOOpOTa C
HCI0JIb30BaHNEM MH(POPMAITMOHHBIX TEXHOJIOTHIA;

- (¢opMupoBaHME YMEHHMII B 00JacTH pa3pabOTKH, BHEAPEHUS U OKCIUTyaTalluH
MH(POPMAIIMOHHBIX CHCTEM 3JIEKTPOHHOTO TOKyMEHTO000pOTa;

- HpI/IO6peTeHI/Ie MPAKTUYCCKUX HABBIKOB pa6OTI)I C aBTOMAaTHU3WPOBAHHBIMH CUCTEMaMU

JOKYMEHTO000pOoTa.

JucnunnuHa HampaBiieHa Ha JOPMHUPOBAHUE CIEAYIONINX KOMITETCHITHN

. [IK-6 CnocobeH HacTpanBaTh, SKCIDIyaTUPOBATh M COTPOBOXKIATH
nH(}OpPMaLlMOHHBIE CUCTEMBI 1 CEPBHUCHI,
. [IK-7 CrnocoGeH ocyiecTBIsITh pa3paboTKy M BeleHue 0as3bl JaHHBIX U

MOAJIEPKKY MHPOPMALIMOHHOTO 0OECIIeUeHHUs PeIlIeHUs] TPUKIIAHBIX 33124

B pe3ynbraTe 0cBO€HUS AUCHUIIIMHBI O0YyJaIOMIUIICS T0KEH:

3HaTh OCHOBHBIE BUJIbI MHPOPMAIIMOHHBIX CHUCTEM 3JEKTPOHHOTO JOKYMEHTO00OpOTa U
CEpBHCOB B HMX, OCHOBHI pa3pabOTKu U BeJeHHs 0a3 TaHHBIX U MOJACPKKU HHPOPMAIMOHHOTO
obecrnieueHus Uil pelIeHUs 3a/1a4 aBTOMAaTH3aUH 3JIEKTPOHHOTO IOKYMEHTO000pOoTa.

YMeTh HacTpauBaTh, KCILUTYaTHPOBAThb U COMPOBOXKIATh HH(POPMAIIMOHHBIE CUCTEMBI
AJIEKTPOHHOTO JTOKyMEHTOOOOpOTa M CEpBHUCHI B HUX, OCYIIECTBIATH BeleHUE 0a3 JAHHBIX U
MOJJIEPKKY  MH(POpPMAIMOHHOTO  oOecriedeHHs] Ui pelIeHus 3aJad  aBTOMaTH3aluu
AIIEKTPOHHOTO JJOKYMEHTO000pOTA.

Bnagers HaBbIKaMU HACTpPOIKH, SKCILTyaTalldd M COMPOBOXJAEHUS HH(POPMAIIMOHHBIX
CHCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa U CEPBUCOB B HUX, HABBIKAMU BeJIeHUS 0a3 JTaHHBIX U
MOJJIEP)KKH ~ MHGOPMAIMOHHOTO  o0ecrieueHusi JUis  pelleHus 3aJad  aBTOMaTH3alluu
AIIEKTPOHHOTO JOKYMEHTO000pOTA.

[lo pucuuminHEe MpeaycMOTpeHa MPOMEXKYTOUYHas arrectanus B ¢opMe 3auéra ¢
OIIEHKO.

OO01ast TpPyA0€MKOCTh OCBOCHUS IUCHUIUIMHBI COCTaBIsIeT 3 3a4eTHbIe eAnHUIbL, 108 .
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I[MTPUJIOXEHUE 2

YTBEPXIEHO

[Iporokon 3acenanus
Kadeapsl MHOOPMAITMOHHBIX
TexHoJoruu u cucrem PI'TY
Nel2 ot 08.06.2020

JIMCT UBMEHEHU
B paboueil mnporpamme JUCHMIUIMHBI «CHCTEMBI JJIEKTPOHHOTO JOKYMEHTOOOOpOTa» IO

HanpasisieHuto noarotoBku 09.03.03 «Ilpuknannas nadopmaruka» Ha 2020/2021 yueOHBIN roj

1. B nepeuens nmporpammuoro obecneuenus (110 ) BHOcsTCS chenyromme n3MeHEHNS:

Tabnuya 1

Nerm | HanmenoBanue 110 [IpousBoautens | Crnocob pactpocTpaHeHus
/m

1 Microsoft Office 2010 Pro Microsoft JIMIIEH3UOHHOE

2 Windows XP i Windows 7 Microsoft JIMIIEH3HOHHOE

3 Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE

4 Microsoft Office 2016 Microsoft JIMIEH3UOHHOE

5 [Tnatdhopma ZOOM Zoom JUTIEH3UOHHOE

2. B mepedeHb coBpeMeHHBIX npodeccnoHanbHbIX 0a3 qaHHbIX (b/]) n mHGpOpManmonHo-
cpaBo4HbIX cucteM (MCC) BHOCATCS Clieayromre n3MEHECHHUS :

Tabnuya 2

Neni/m | HaumeHoBaHue

1 MexayHnapoansie pedepaTuBHbIe HaykoMeTpuueckue bJl, mocTymHbie B paMKkax
HaroHaIsHOM noanucku B 2020 r.
Web of Science
Scopus

2 [Ipodeccuonanbubie nonHoTeKcTOBBIE b/I, MTOCTYNHBIE B paMKax HallHOHATBHOU

noamucku B 2020 r.

XKypuansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

XKypuaner Taylor and Francis

DJIeKTpOHHBIC U3AaHMsI U3aTeILCTBA Springer

3 KoMnproTepHbIe ClIpaBOYHbBIE TIPABOBBIE CUCTEMBI
Koncynpranrt [Iroc,
l'apanTt
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