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1 IosicHuTeJbLHAA 3aIIUCKA

1.1 Ileab v 3aga49¥ JUCHUTIIIMHBI
L[eJ'IB JUCHUIINIMHBI — U3YUYCHHUE TCOPETHICCKUX HpO6J'IeM W IMPUKIAJHBIX aACIICKTOB

OpraHu3alunu.



pabotel ¢

OJICKTPOHHBIMUA

UH(POPMALIMOHHOTO U

AOKYMCHTaMU B

nensax 3¢ ¢HeKTUuBHOrO

JOKYMCHTAlITHOHHOT' O oOecreyeHus yYpaBJICHUA KaK B COBPEMCHHOM YIIPaBJICHUU.

3amauyu JUCUUILINHEL:

I/I3y‘{I/ITB BOIIPOCBI HOPMATUBHOI'O0 PCTYJIUPOBAHUA MNPUMCHCHHA 3JSJICKTPOHHOI'O

JIOKyMEHTa KaK CpeJICTBa

KOMMYHHKAIIUU B COBPEMCHHOM YITPABJICHHU.

N3yuuth

nonoxkeHus:  [Iporpammbl

QJICKTPOHHBIX TOKYMCHTOB.

«dudporas

3KOHOMHKA», KaCaromuccsa

3HaTh OCHOBHBIE KATETOPUU AIEKTPOHHBIX JOKYMEHTOB

ITornmars NpeuMynmeCTBa JJICKTPOHHBIX JOKYMCHTOB B COBpeMeHHOﬁ IMPAKTHUKE

JACJIOIIPONU3BOACTBA.

3HaTh (l)yHKI_II/II/I, CBOICTBA U MPU3HAKHU JJICKTPOHHBIX TOKYMCHTOB

YMmeTh OpTraHrU30BaTh YIPABJICHUC 3JICKTPOHHBIMU JOKYMCHTAMHA B OPraHU3alugax

1.2 IlepedeHb MJIAHUPYEMBIX Pe3yJbTATOB 00y4YeHUs MO AMCHUIIMHE,
COOTHECEHHBIX C HHANKATOPAMHU J0CTHKEHUS KOMIIETeHIUIl

Komnerennus HNHpukaTopbl KoMIeTeHIHIA PesysibTaThl 00y4eHust
(xom u (kKo 1 HANMEHOBAHUE)

HaMMCHOBAHUE)
I1K-4. Bnageer I1IK-4.1. [TpumeHsieT 3HaHHE COBPEMEHHBIX 3uams: cospemennvie unpopmayuornvie
3HAHHUSAMH MH()OPMAIMOHHBIX CHCTEM, CHCTEM cucmemsl, cucmembl INEeKMpPOHHO2O
COBPEMEHHBIX JIEKTPOHHOTO JOKyMEHTO000pOTa, 00KyMeHmoobopoma, npasogoe
MH()OPMAMOHHBIX | MPABOBHIX aKTOB B chepe yInpaBlIeHUS pezyruposanue cgepul ynpagieHus
CHUCTEM U nHpOpManneil 1 JOKyMEeHTanueH B unghopmayueli u OoKymenmayueul
HaBbIKAMH MPAaKTUYECKOI NesITeTbHOCTH Ymems: npumenameo 3nanue

MIPOCKTUPOBAHUS U
BHEJIPEHUS CUCTEM
3NEKTPOHHOI0
JIOKyMEHTO0000pOoTa
B OpraHU3aIiH

HOPMAMUGHO-NPasosoll basvl 6 cghepe
ynpasnenust ungopmayue u
OOKyMeHmayuell 8 nPaKmuieckou
oesmenbHOCmu

Brademw: nasvixamu evibopa
HEOOX0OUMBIX MEXHOLO2UHECKUL PeUleHUTL
6 npoyecce ynpasieHus ungopmayuer u
Jokymenmauuetl

[IK-4.2. [TpuMeHseT METOI0JIOTHIO
OpTraHU3aIIOHHOTO TIPOSKTHPOBAHISI TTPH
aHaJN3€e CHCTEMBI JOKYMEHTAIIHOHHOTO
obecriedeHns ynpaBieHUs] B OPTaHU3aInN

3name: memodonocuyeckue 0CHOGbI
HOCMPOEHUst YNPAGLEHYECKUX CUCTHEM U
cucmem OOKYMEHMAaAYUOHHO20
obecneveHus ynpasneHust

Ymemn: npumensmo paznuunvie
MemoooocuiecKkue nooxoovl npu
NPOEKMUPOBAHUL CUCHIEM
OOKYMEHMAYUOHHO20 0becneyerus
VRpasneHus.

Braoems: nasvikamu ananuza u
OP2AHU3AYUOHHO20 NPOESKMUPOBAHUS
cucmem OOKYMEHMAYUOHHO20
obecneuenus ynpasieHusl

[IK-4.3. YgacTByeT B MPOCKTHPOBAHNH H
BHEJPEHUH CHCTEM DJIEKTPOHHOTO
JOKYMEHTO000pOTa B OPraHU3aliy

3name: npasuna u memodonozuuecKue
NnOOX00bL K NPOEKMUPOBAHUIO CUCTIEM
NIEKMPOHHO20 OOKYMEHmoobopoma




Ymems: enedpams cucmemui
9NIEKMPOHHO20 OOKYMEHMO060poma
Bnaoemy. nasvikamu evisagnenus
Haubosee ONMUMATLHBIX NOKA3amenel,
HEobX0OUMbIX 0151 NPOEKMUPOBAHUS U
HACMPOUKY CUCMeM 3eKMPOHHO20
00KyMenmoobopoma

1.3 MecTO AMCHUIUIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM
MPOrpamMMabl

JucuuruinHa «OpraHu3zanuss paboThl € 3JEKTPOHHBIMU  JIOKYMEHTaMW»  SIBJISETCS
AJIEKTUBHOW AMCUUIUIMHON YacTH, (OPMHUPYEMOI yUaCTHUKaMU 00pa30BaTEIbHBIX OTHOILICHHH,
00Ka JUCUMIUIMH TOATOTOBKM CTYAEHTOB IO HampaBleHUio «JloKyMeHTOBeneHHe U
ApPXHUBOBEJICHUE).

Jli1s ocBOEHMS AUCLUILUINHBI HEOOXOIMMBI 3HAHUSI, yMEHUS U BIIaJICHUs,

c(OpMHPOBAHHBIE B X0/1€ U3YyUEHHS CIETYIOIUX AUCHUIUINH U IPOXOXKICHHS IPAKTUK:
- UndpopmanoHHbIe TEXHOJIOTUU
- Uudopmanmonnsie Texnonoruu B JJOY
B pesynbrare 0cBO€HUS NUCHUIIIMHBI OPMUPYIOTCS KOMIIETEHIIUU, HEOOXOAUMBIE IS
M3Y4EHMS CIAEAYIOIMX JUCLUILIMH U IIPOXOKACHUS NPAKTUK:
WHupopmanmoHHO-T0KyMEHTAllMOHHOE 00ecrieueHIe yIPaBICHUS IIPOCKTaMHU

®opmaThl AIEKTPOHHBIX JOKYMEHTOB B CUCTEMAaX 3JIEKTPOHHOTO IOKyMEHTO000pOTa.

2 Crpykrypa IMCHUILIAHBI

OO6mmas TpyA0€MKOCTh JUCIHUIUIUHBI COCTABIISIET 3 3.€., 108 u.

CTpyKTypa AUCHUNIMHBI 1JIsl 04HOH ()OPMBbI 00yUeHUsI

O06bemM nuCcHMIUIMHBI B ()OpME KOHTAKTHOW Pa0OTHI OOYYAOMIMXCS C MEJaroru4ecKuMU
paboTHUKaMU U (WIJIK) TUIIAMH, TPUBIIEKAEMBIMU K pealin3aiuu 00pa3oBaTebHOM MPOrpaMMbl Ha
WHBIX YCIIOBUSX, IPH MTPOBEICHUH YICOHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATHIA KommuecTBo
JacoB
2 Jlexnuu 24
2 CemuHapbl/1a00paTOpHbIE paOOThI 36
Bcero: 60

O0beM AUCHUIUIHHBI B (hOpME CaMOCTOITEIbHON PabOThl 00YYAIIIMXCS COCTABIsET 48

AKaICMHUYCCKUX 4aCOB.

CTpyKTypa AUCHUIIMHBI AJI51 04HO-3204HOI (popMBbI 00yUeHUs



OOBbeM AUCHMIUIMHBL B ()OPME KOHTAKTHOW PAabOTHI OOydarOIUXCS C MENaroruuyecKUMU
paboTHUKAaMU U (WIK) TMLAMU, IPUBJIEKAEMBIMHU K peain3aliii 00pa3oBaTEIbHOM IPOrpaMMbl Ha
UHBIX YCIIOBHSIX, P MTPOBEACHNUHU YUCOHBIX 3aHATHUI:

Cemectp | Tun yueOHBIX 3aHATHIA KonuuecTtBo
4acoB
2 Jlexnuu 16
2 CemuHApHI/T1a00paTOPHBIE PAOOTHI 20
Bcero: 36

O6beM TUCIMITIMHEI B (popMe caMOCTOATEIbHON paboThl 00YYAIOIINXCS COCTABIISET 72
aKaJeMHUYECKUX YaCOB.

CTpyKTypa AUCHUNIMHBI VIS 3204HOI (pOpMBbI 00yUeHUsI

O0beM AUCIUTUIMHBI B (hOpME KOHTAKTHOW PAOOTHI OOYyYaromIuXcs ¢ MeJaroru4ecKuMu
paboTHHUKaMU U (UJIH) JIMIIAMH, TIPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHON MPOrpaMMBbl Ha
WHBIX YCIOBUSX, IPH MTPOBEICHUH YICOHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuectBo
4acoB
2 Jlexnun 12
2 CeMuHaph1/1a00paTOPHEBIE PAOOTHI 12
Bcero: 24

O0BeM AUCIUIUTHHBI B (POpME CaMOCTOITENIbHON PaboThl 00YYAIIMXCS COCTaBIsAeT 84
aKaJeMHUYECKUX YaCOB.

3 Coaep:kanue TUCUUIINHBI

No Haumenosarnue pasoena Cooeporcanue
OUCYUNTUHBL

I. DJeKTPOHHBIH JOKyMEeHT B | HopmaTuBHOe mpaBoBOoe — perynumpoBaHHE — BOIIPOCOB
porpamme «lIudpoBas | mpuMeHeHHsT IIEKTPOHHBIX JOKyMEHTOB B IIporpamme
SKOHOMUKA. Kareropuu | «l{uppoBas ~ dkoHOMHKa».  MeCTO  IJIEKTPOHHBIX
SJICKTPOHHBIX NOKYMCHTOB JIOKYMEHTOB B cucTeMax 3JIEKTPOHHOI'O

JIOKyMEHTO00OpOTa U CHCTEMax XPaHCHUs 3JIEKTPOHHBIX
JIOKYMEHTOB. Kateropupoanue IIEKTPOHHBIX
JIOKYMEHTOB.

2. [IpenmyiiecTBa 3JIEKTPOHHBIX | YIIPOUIEHUE MPOLIECCOB JIOKYMEHTUPOBAHHS.
JIOKYMEHTOB B coBpeMeHHOH | CokpallleHue BPEMEHHU JIOKYMEHTOOOMEHa.
MPAKTUKE JCTONMPOU3BOJICTBA. | YIIyUIIEHHE  CHpPaBOYHO-TIOMCKOBOH  paboOTHl B

JOKYMEHTaJIbHOM donze. Pacmnpenue

(YHKIMOHATBHBIX ~ BO3MOXKHOCTEH  paboTBl ¢
JOKyMEHTaMH Ha pabo4eM MecTe M B TIpyIIeE.
VYiydiieHne apXuBHBIX IPOIIECCOB.




3. OyHKIUH, CBOMCTBA u | [lojyiHHBIE W KONMIHBIE HJIEKTPOHHBIE TOKYMEHTHI.
IIPU3HAKU JNEeKTpOoHHBIX | fOpunnyeckas cuia 3JIEKTPOHHOIO — JOKYMEHTA.
JIOKYMEHTOB [IpakTrika npuMEeHEeHUs SJIEKTPOHHON MTOATIUCH.

MetanaHHble 3JE€KTPOHHOTO JOKyMeHTa. dopmatsl
(haiiJIOB DIICKTPOHHBIX JIOKYMCHTOB

4. anaBneHHe OJICKTPOHHBIMHA CTaI[I/II/I JKU3HCHHOT'O ITUKJIA 3JICKTPOHHOI'O JOKYMCHTA.
JIOKYMEHTaMH B OpraHu3auusx | PermamenTaiust paboThl C 31€KTPOHHBIMU IOKYMEHTAMH,
YHuduKanus 31eKTpOHHBIX JOKyMeHTOB. O0ecneueHue

JIOCTOBEPHOCTH, TTOJTHOTHI, JOCTYITHOCTH, COXPaHHOCTH,
OPUIUYECKOMN CHIIBI TIEKTPOHHBIX IOKYMEHTOB.
PermamenTanus XpaHeHUsI 1 YHHUYTOXESHHS JIEKTPOHHBIX

JIOKYMEHTOB

4 OOpa3oBaTejibHbIE TEXHOJIOTUH

J1st mpoBeieHusl yueOHBIX 3aHATUN 110 TUCHUTLTAHE UCTIONB3YIOTCS Pa3IMYHbIE 00pa30BaTeIbHbIC
TexHonoruu. J{ns opranuzanuu y4eOHOTo IMpoliecca MOXKET ObITh HCIOJIb30BAHO 3JIEKTPOHHOE
oOydeHune U (MJIM) TUCTAHIIMOHHBIC 00Pa30BATEILHBIC TEXHOIOTHH.

S OueHka WJIaHUPYEMBIX Pe3yJIbTATOB 00y4YeHHs

5.1 CucreMa oeHUBAHHUSA
dopma KOHTPOJIS Makc. KoJIn4ecTBO OaJIJIOB

3a oxHy paboty Bcero

Texkymui KOHTPOJIb:

- ompoc 5 6anoB 5 6annos
- IpaKTU4YecKue padoTsl (Tema 2-8) 5 6annos 35 6amnoB
- IoAroToBKa pedepara (Temsl 1-8) 20 6amoB 20 6anoB
HUroroBas arrecranus 40 0aJyuI0B 40 6asuI0B

(3a4eT C OLIEHKOM)

Wtoro 3a ntucuuIuiuay 100 GamoB

[Tomy4yeHHBIN COBOKYIHBIN PE3YIbTAT KOHBEPTUPYETCS B TPAAULMOHHYIO LKAy OLICHOK U B
IKaly olleHOK EBporieiickoii cucteMsl nepeHoca u HakorieHus kpeautos (European Credit

Transfer System; ganee — ECTS) B cooTBeTcTBHM ¢ TaOIULIEH:

100-0aipHas Ikana
TpagunuonHas mkana

[IKaia ECTS

95 -100 A
OTIu4HO 3aUTEHO

83 —94 B




68 — 82 Xopoio C
56 —-67
yJIOBJIETBOPUTEIHHO
50-55 E
20-49 FX
HEY/I0BJICTBOPUTEIHHO HE 3aYTEHO
0-19 F

5.2 Kpurepuu BbICTaBJeHHsI OLEHKH MO IMCIUTIHHE

Bannel/
IMxana ECTS

OrneHka 110
JUCHUITIINHE

Kputepuu onieHKH pe3ynbTaToB 00yUeHUs MO JUCIUILTUHE

100-83/
A, B

«OTIIUNYHO»

BricTaBnsiercst o0ydaromnemycs, €Ciu OH ITyO0KO 1
MPOYHO YCBOWJI TEOPETUUYCCKUH U MMPAKTUIECCKUI
MaTepHall, MOKET IIPOJIEMOHCTPUPOBATH ATO HA 3aHATHUSIX U
B X0/1€ IPOMEKYTOUHON aTTEeCTaIUH.

OO0yJaromuiicss HCUEPITBIBAIOIIE U JJOTUIECKUA CTPOMHO
u3naraeT yueOHbI MaTepua, yMeeT yBsA3bIBATh TEOPHIO C
NPaKTUKOM, CIIPABIISIETCS C PEIICHUEM 3a1a4
npodecCHOHATBLHON HAMPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO)KHOCTH, TIPaBMIILHO 00OCHOBBIBAET MPUHSTHIC
pereHus.

CB00OJIHO OpHEHTHPYETCS B yueOHOU U
npodeccuOHaIbHOM TUTEpaType.

OreHka Mo JUCIUIUIMHE BBICTABIISIOTCS 00YyYarOIIEeMYCs C
Y4ETOM PE3yIbTATOB TEKYIEW U IPOMEKYTOUHOU
aTTeCTalluU.

Komnerenuuu, 3akpeniéHHble 3a TUCIUIIIIMHOM,
c(hopMHpOBaHbI HA YPOBHE — «BBICOKHID.

82-68/

«XOPOILIO»

BricTaBnsiercs 00y4aromemMycsi, €CiId OH 3HaeT
TEOPETUYECKHUM U MIPAKTUUECKUI MaTepHall, TpaMOTHO U IO
CYyILIECTBY HM3JIAraeT €ro Ha 3aHATUAX U B XOJ€E
IIPOMEXKYTOYHOM aTTeCTallM, HE JOIyCcKas CyLIECTBEHHbIX
HETOYHOCTEH.

OOyuaroiuiics NpaBUIbHO MPUMEHSET TEOPETHUECKUE
ITOJIOKEHUS IIPU PEIICHNUN TPAKTHYECKUX 3a/1a4
npodecCHOHATBLHON HAMIPaBIEHHOCTH Pa3HOI'O YPOBHS
CJIOHOCTH, BJIaJIe€T HEOOXOAUMBIMHU JIJISl 3TOTO HaBBIKAMU
U IpUEMaMu.

JlocTaTouHO XOpOIIO OPUEHTUPYETCS B yUeOHOU U
npodeccuOHaIBLHOM TUTEpaType.

OrneHka Mo JUCIUIUIMHE BBICTABISAIOTCS 00Yy4arOIIEMYCS C
Y4ETOM PE3yIbTAaTOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUN.

Komnerenuuu, 3akperi€HHble 3a JUCUUIUIMHOM,
c(hopMHpOBaHBI HA YPOBHE — «XOPOIITHI.




Bamnel/
Ixama ECTS

Orwenka 110
IUCLIUTUINHE

Kpurepun onieHKH pe3yinbTaToB 00yUeHHs 110 TUCIUILIMHE

67-50/
D,E

«YIOBIIETBOPU-
TEJIHLHOY

BricTaBnsierca oOy4aromiemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTepuall,
JIOITYCKaeT OTJEJIbHbBIC OUIHMOKH NP €ro U3JI0KEHUH Ha
3aHATUAX U B XOJ€ IIPOMEKYTOYHOM aTTECTALUHU.
OO0yyaronuiicst UCIIBITHIBAET ONPEACTIEHHBIC 3aTPYTHEHHS
B IPUMEHEHUH TEOPETHUUECKUX IMOJ0KEHUM ITPU PELIEHUN
MPAKTUYECKHX 3aj1a4 MPpo(dhecCHOHANBbHOM HAIIPAaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOOXOUMBIMHU I 3TOT0 6a30BBIMU HABBIKAMU U
IpUEMaMHU.

JleMOHCTpHpYET T0CTaTOYHBIN YPOBEHb 3HAHUS yUeOHOH
JIUTEPATYPHI MO TUCLUIUIUHE.

OreHka 1o JUCIUIUIMHE BBICTABISAIOTCA 00y4arOIIEeMycs C
y4E€TOM pE3yIbTAaTOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUu.

Komnereniuu, 3akperi€HHbIe 3a AUCIUIUIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «JIOCTATOYHBIN.

49-0/
F, FX

«HCYOOBJICTBOPHUTC
JIBHO»

BricTaBisiercss o0yyaromemMycs, €Ciid OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUYECKUI U MPAKTUIECCKUI
MaTepHall, J0IycKaeT rpy0Obie OmMOKH IpU €ro
U3JI0’KEHUU Ha 3aHATUAX U B X0/1€ TIPOMEKYTOUHOM
aTTeCTallHH.

OOyuarommiicst HCIIBITBIBACT CEPHE3HBIEC 3aTPyTHEHUS B
NPUMEHEHUN TEOPETUYECKUX MOJIOKEHUH MTPU PELICHUN
NPaKTHYECKHX 3aa4 MPO(ECCHOHANBHON HAPABIEHHOCTH
CTaHJAPTHOTO YPOBHS CJIIO)KHOCTH, HE BJIaJICET
HEOOXOAMMBIMH ISl 3TOTO HABBIKAMHU M PUEMaMHU.
JlemoHCTpHpYeT parMeHTapHbIe 3HAHUS Y4eOHOMH
JUTEPATYPHI MO AUCIUIUINHE.

OreHka 1o JUCHHUIUIMHE BBICTABIISIOTCS 00YYaIOMEMYCs C
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTallHH.

KomrmeTeHnny Ha ypoBHE «10CTAaTOUHBINY, 3aKPEIIEHHBIC
3a IUCIUILIMHON, He C)OPMHUPOBAHBIL.

5.3 OmueHouHble cpeacTBa (MaTepPUAJIbI) 1Sl TEKYILIEr0 KOHTPOJIS
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTAIMUA 00Y4aAIOIIMXCS 110

JTUCIHUILINHE
IIpumepHble TeMbl pedepaToB Mo pa3aenaaM AUCHUIIUHBI:

1. HopmaTuBHOE TmpaBOBOE pEryJUpPOBAaHUE BOIPOCOB TMPUMEHEHHUS DIIEKTPOHHBIX

nokymeHTOB B [Iporpamme «IludpoBas 3xoHOMHIKAY.

2. Mecto OJICKTPOHHBIX AJOKYMCHTOB B CHUCTEMaAX 3JJICKTPOHHOTO ,Z[OKYMGHTOO60p0Ta n

CUCTCMAX XpaHCHUS 3JICKTPOHHBIX JOKYMCHTOB.

3. KareropupoBaHue 31€KTPOHHBIX TOKYMEHTOB.




10.
11.
12.
13.
14.
15.
16.
17.

18.
19.
20.

21.
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YiopouieHue NPOLECCOB  JOKYMEHTHPOBAHMS IIPU  HUCIOJIb30BAHUU  BJIEKTPOHHBIX
JIOKYMEHTOB

CokpaieHne BpeMEHH JIOKYMEHTOOOMEHa TPH  HCTOJB30BAaHUHM  AJIEKTPOHHBIX
JIOKYMEHTOB.

VYiydiieHue crpaBOYHO-TIOMCKOBOM pabOThl B 3JEKTPOHHOM JOKYMEHTAIbHOM (OH[E
IIPU UCIIOJIb30BAHNH AJIEKTPOHHBIX JOKYMEHTOB.

Pacummpenne ¢GyHKIMOHAIBHBIX BO3MOXHOCTEH pabOTHI C JOKYMEHTaMH Ha pabouyem
MECTE U B IPYIIIE IPU UCIOJIb30BaHUU JIEKTPOHHBIX TOKYMEHTOB.

VY 1ydiieHne apXuBHBIX IPOLECCOB ITPH UCIIOJIb30BAHUU IEKTPOHHBIX TOKYMEHTOB.
[TopnuHHBIE M KONMUIMHBIE 3JIEKTPOHHBIE TOKYMEHTHI.

IOpuaunueckast cuma 3J€KTPOHHOTO TOKYMEHTA.

[IpakTrka npUMEHEHUS IEKTPOHHOM NOANKUCH B 3JIEKTPOHHBIX JJOKYMEHTAX.
MeTtanaHHbIE 3JIEKTPOHHOIO JOKYMEHTA.

®opmartsl (HailyioB 3JIEKTPOHHBIX TOKYMEHTOB.

Craguu )KU3HEHHOTO IUKJIa 3JIE€KTPOHHOTO JOKYMEHTA.

PernamenTanusi paboThI € 3EKTPOHHBIMU JOKYMEHTAMU B OPTaHU3alIUU.

YHu}pUKaus 3J1eKTPOHHBIX JOKYMEHTOB.

Obecnieuenne TOCTOBEPHOCTH, IOJHOTHI, JAOCTYIMHOCTH, COXPAaHHOCTH, HOPHUINYECKOM
CHJIBI

3JIEKTPOHHBIX JOKYMEHTOB.

PernameHTanus XpaHeH!sI U yHUUTOKEHUS JIEKTPOHHBIX JOKYMEHTOB.

Y cTaHOBIIEHUE CPOKOB XPaHEHUS JUIsl 3JIEKTPOHHBIX I0OKYyMEHTOB.

Breibop TumnoB Hocurtenel wuHpopMmanmmu U (POpPMATOB TSI XPAHEHUS AIIEKTPOHHBIX
JIOKyMEHTOB B apXHUBE.

Pernamenranus MponecCoB nepeaavun u oOMeHa BHCKTpOHHOﬁ ,HOKYMGHTaHHefI.

KOHTpOJILHbIe BOIIPOCHI U 3alaHUsA AJIs HpOME)KYTO‘IHOﬁ aTTeCTAlluM 110 UHTOI'aM OCBOCHUHA

JUCHUILIMHBIL:

[Iporpamma «LludpoBas 3KOHOMHUKA» 00 ITEKTPOHHBIX JOKYMEHTAX.

Karer OpHHU SJICKTPOHHBIX TOKYMCHTOB.

HpeI/IMyH.[eCTBa OJICKTPOHHBIX JOKYMCHTOB II€PEA aHAJIOTOBBIMU JOKYMCHTAMU B COBpeMeHHOﬁ

MPAKTHUKE ACTIOMPOU3BOACTBA.

OyHKIMYU, CBOUCTBA U IPU3HAKH DJIEKTPOHHBIX JTOKYMEHTOB.

OpraHmaumI 1 TCXHOJIOTHHU YIPABJICHUSA 3JICKTPOHHBIMU JOKYMCHTAMU B OpraHU3aluaXx.

KonrtpoabHoe 3aganue: [Toaroroka pedepara.
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dopMa IPOMEKYTOYHOM aTTECTALMU: 3a4ET C OLEHKOM.

Bonpocsl K NpoMeKyTOYHOM aTTeCTAIUM:

1. HopmaTtuBHOE paBoBO€ peryanpoBaHUe BOMPOCOB MIPUMEHEHUS IIICKTPOHHBIX
nokymeHToB B [Iporpamme «{udposas sxoHoMuKay.

2. MecTo 2JIeKTPOHHBIX JOKYMEHTOB B CUCTEMAaX 3JIEKTPOHHOTO TIOKYMEHTO000pOTa U

CUCTCMAX XpaHCHHA SJICKTPOHHBIX JOKYMCHTOB.

3. KareropupoBaHnue 371€KTPOHHBIX JOKYMEHTOB.

4. YnporieHue mpoueccoB TOKyMEHTUPOBAHUSI IPU UCTIOIb30BAHUH JEKTPOHHBIX
JIOKYMEHTOB

5. CoxparieHre BpeMeHH JOKYMEHTOOOMEHa IIPY MCTIOJIb30BaHUH AIEKTPOHHBIX
JOKYMCHTOB.

6. VYyuieHue cripaBoOYHO-TIOMCKOBOM paOOTHI B 3JIEKTPOHHOM JIOKYMEHTaIbHOM (OH/IE

IIPYU UCIIOJIB30BAHUU MIEKTPOHHBIX TOKYMEHTOB.

7. Pacmmpenue GpyHKIMOHATBHBIX BO3MOKHOCTEH pabOTHI C TOKYMEHTaMU Ha pabouem
MECTE U B IPyIIE NPU UCIOIb30BAHUH JIEKTPOHHBIX JOKYMEHTOB.

8. VYiydiieHne apXuBHBIX IPOLIECCOB TP UCIIOJIB30BAHUN MIEKTPOHHBIX TOKYMEHTOB.

9. ITonnuHHBIE M KONMIUHBIE 2JIEKTPOHHBIE JOKYMEHTHI.

10.  IOpuanyeckas cuiia 3JIEKTPOHHOIO JOKYMEHTA.

11.  IlpakTuka npuMEHEHHs 3JIEKTPOHHOM MOANNUCH B AIEKTPOHHBIX TOKYMEHTaX.

12. MetagaHHbI€ 3JEKTPOHHOTO JOKYMEHTA.

13.  ®opmartsl (PaiiioB 3MEKTPOHHBIX JOKYMEHTOB.

14.  Craauu ®U3HEHHOTO LIMKJIA 3JIEKTPOHHOT'O TIOKYMEHTA.

15.  Pernamentauus paboThl C 3JIEKTPOHHBIMH IOKYMEHTAMU B OpraHU3aliy.

16.  YHudukauus 371eKTPOHHBIX TOKYMEHTOB.

17.  Ob6ecneueHune JOCTOBEPHOCTH, OJIHOTBI, TOCTYITHOCTH, COXPAHHOCTH, FOPUANUYECKON
CHJIBI 2JIEKTPOHHBIX JOKYMEHTOB.

18.  PernmameHTanus XpaHEHUs U YHUUTOXKEHUS dJIEKTPOHHBIX JTOKYMEHTOB.

19.  VYcraHOBIEHHE CPOKOB XpaHEHUS ISl JIEKTPOHHBIX JOKYMEHTOB.

20.  BpiOop TunoB Hocutene HHGpoOpMaLuu U (GOPMATOB AJISI XPAHEHUS SJTEKTPOHHBIX
JIOKyMEHTOB B apXMBE€.

21.  PernmameHTauus npoueccoB Nepegadyn 1 oOMeHa 3JeKTPOHHOM TOKyMEeHTalueH.

22.  OyHKUIHH, CBOMCTBA U MPU3HAKHU HIEKTPOHHBIX TOKYMEHTOB.

23. OpFaHI/I3aHI/I${ " TCXHOJIOTWHU YIIPABJICHUS 3JICKTPOHHBIMU NOKYMCHTAMUA B OpraHHU3aluAaX.
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6 YueOHO-MeTOaAMYecKOe U HH(pOPMALITMOHHOE o0ecniedeHue JUCHUTIJINHbBI
6.1 Cnucok HCTOYHMKOB U JIUTEPATYPbI

- HICTOYHUKHU

a) OCHOBHbIE

®enepanpHbIi 3ak0H OT 27.07.2006 N 149-03 «O06 undopmanyu, THGOPMAIHOHHBIX TEXHOIOTHAX U
0 3amuTe HHPOPMALIUI»

®enepanpHbii 3ak0H OT 22.10.2004 N 125-D3 «O6 apxuBHOM Jiene B PO»;

Oenepanpabiii 3akoH oT 9 derpanst 2009 r. N 8-O3 «O06 obecrneueHnH MTOCTyIa K WHPOpPMAITUU O
JeSITeIbHOCTH TOCYJapCTBEHHBIX OPTaHOB M OPraHOB MECTHOT'O CaMOYTIPaBICHU»;

®enepanbHbii 3akoH 0T 27.07.2010 N 210-D3 «O06 opranuzaniy NpeaoCcTaBICHUs TOCY1apCTBEHHBIX
U MyHHLUOAJIBHBIX YCIyT»;

Oenepanpabiid  3akoH 0T  27.07.2010 N 227-@3 «O BHECEHWH W3MEHEHWH B OTACIBHEBIC
3akoHOZAaTeNbHbIe akThl Poccuiickoit denepauun B cBsizu ¢ mpussitieM dDepepanbHoro zakona «0O0
OpraHU3alyy PelOCTaBICHHs TOCYaPCTBEHHBIX U MyHHLUIIATIBHBIX YCIyT.

Oenepanpabiii 3aK0H 0T 06.04.2011 N 63-D3 «O0 37eKTpOHHON TTOATIHCHY;

OenepanpHbiii 3aK0H OT 29.06.2015 N 162-D3 «O crangaptuzanuu B Poccuiickoit denepanmmy;

Vxa3 Ilpesunenra PO «O6 yrBepkaenun Crpareruu pasBUTHS HH(OOPMALHMOHHOTO OOILECTBA B
Poccutickoit @eneparum» ot 7 dpespansa 2008 . N [1p-212;

[ocranonenune IIpaButensctBa PD ot 8 cenrsops 2010 roma Ne 697 «O emuHol cucreme
MEXBETOMCTBEHHOT' O 2JIEKTPOHHOTO B3aUMOJICHCTBUSDY;

[locranoBnenne IlpaButensctBa P® or 14.09.2012 N 928 «O 06a30BBIX TOCYIapCTBEHHBIX
UHQOPMAIMOHHEBIX pecypcax» (BMecTe ¢ «TpeboBaHUSIMH K TIOPSIKY (POPMUPOBAHHS, aKTyalIU3allul
UCII0JIb30BaHMUs1 0230BBIX TOCYAaPCTBEHHBIX HH(OPMALIMOHHBIX pecypcoBy, «[IpaBunamu hopmupoBanus,
aKTyaln3alliuy U UCIOJIb30BaHUs peecTpa 0a30BbIX TOCYAAPCTBEHHBIX MH()OPMAIIMOHHBIX PECYPCOBY);

ITocranosnenne IIpaBurensctBa P® ot 25.06.2012 N 634 «O BHmax SJIEKTPOHHON IOMIHCH,
UCIIOJIb30BAHME KOTOPBIX JIOMYCKaeTcs NpW OOpallleHMH 3a TOJNyYeHHEeM TOCYAapCTBEHHBIX U
MYHULMNAIBHEIX ycuyr» (BMecte ¢ «[IpaBuiamu ompeneneHus BHUIOB JIIEKTPOHHOW IOJINCH,
HCIOJIb30BAaHUE KOTOPBIX [OIyCKaeTcs MpU OOpalleHHMH 3a TIOIyYE€HHEM TIOCYAapCTBEHHBIX U
MYHHULMTAIBHBIX YCIYT»);

[ocranosnenue [IpaBurensctBa PO ot 09.02.2012 Nel11 «O0 3neKTpoHHO# TOANUCH, HCHIOIB3YEMOR
OpraHaM{ MCIIOJHUTEIBHOW BJIACTH M OpPraHaMM MECTHOI'O CaMOYNpPABJICHHS MpPU OpraHu3aluu
3JIEKTPOHHOTO B3aWMOJICHCTBUS MKy COOOH, O TIOPSI/IKE ee MCIIONb30BaHus, a TakXkKe 00 yCTaHOBICHUHU
TpeOoBaHMIi K 00eCIIEUeHHIO COBMECTHMOCTH CPEJICTB JIEKTPOHHOM MOIHCHY;

[locranoBnenue IlpaBurensctBa PO ot 15.04.2014 N 313 «OO0 yTBep>KOEHUH TOCYIapCTBEHHON
nporpammsel Poccntickoit @eneparun "MuadopmanmornHoe odmectso (2011 - 2020 romsr)"»

Vka3 Ilpesunenra Poccuiickoit @enepaunn ot 9 mas 2017 r. Ne 203 «O Crparerun pa3BUTHSA
uHpopmaIronHoro obmiectBa B Poccutickoit @eaeparu Ha 2017-2030 romsn

Pacmopsoxenne [lpaBurensctBa Poccmiickoit ®enepanmu ot 28 wmroms 2017 1. Ne 1632-p «O6
yTBepxaeHnu nporpaMmsl "Llndposas sxonomuka Poccuiickont @enepannn'»

[ocranosnenue [IpaButensctBa PO ot 25 nexabps 2021 r. N 1494 «O0 yTBepxneHHH IpaBUI 0OMEHa
JOKYMEHTaMH B 3JIEKTPOHHOM BHJIE TIPH OPTaHU3alUU HHOOPMALMOHHOTO B3aUMOACHCTBHY.

[Iman mepompusaTuii 1Mo HamparieHuio «HopMmaTuBHOE perymmupoBaHue» mporpamMmbl «lludposas
skoHoMuKa Poccuiickoit ®enepaumn» (yTB. IlpaBUTENbCTBEHHOM KOMHCCHEH IO HCHOJIB30BaHUIO
WHGOPMALMOHHBIX ~ TEXHOJIOTMH AN yIy4yllIEeHWs KadecTBa JKM3HM M YCIOBHHM  BEACHUS
TIPEATPUHUMATEIBCKON IeaTensHOCTH (TTpoToKo oT 18 mexadps 2017 1. Ne 2)) [DnexkTpoHHBIH pecypc]
URL: http://static.government.ru/media/files/P7LOVHUjwVIPINCHIMZQgEEeVgXAC wXR.pdf

[lonoxenne o pa3paboTKe, NPUHATHH, BBEIEHHM B JEHCTBHE, BEIEHHMM W TNPUMEHEHUHU
00IIEepPOCCHHCKUX KIIaCCH(UKATOPOB TEXHUKO-3KOHOMUYECKON M COLIMAIbHON HH(OpMaNU B COLIATIBHO-
AKOHOMHUYECKOU obmacTu (yTB. mocTaHoBieHHueM [IpaBurenscTBa Poccmiickoit @eneparun ot 10 HOSOps
2003 romga N 677);



http://static.government.ru/media/files/P7L0vHUjwVJPlNcHrMZQqEEeVqXAC%20wXR.pdf
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[IpaBuna  gemompou3BOACTBA B rOCyJIapCTBEHHBIX  OpraHax, opraHax MECTHOTO
camoyTpasieHus (YTBEPKICHBI MIPUKa30M Pocapxusa oT 22.05.2019 Ne 71)
http://archives.gov.ru/documents/rules.shtml

[IpaBuiia opranuzaiuy XpaHeHus, KOMIUIEKTOBAaHUS, y4eTa U NCIOJIb30BaHMsI JOKYMEHTOB APXUBHOTO
¢donna Poccuiickoii @enepanuy U APYrux apXMBHBIX JTOKYMEHTOB B TOCYJAPCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIIPaBJICHUS u OpraHU3aLusIX
YTBepxkaensl npukazoM PocapxuBa ot 31.07.2023 Ne 77. 3apeructpupoBanbl MuHioctom Poccuu
06.09.2023. Per. Ne 75119. http:/archives.gov.ru/documents/rules.shtml

ITP 50.1.024-2005 «OcHOBHBIE TTOJIOKEHUS W MOPSAIOK MPOBEACHHUA PadOT MO pa3paboTKe, BEIEHUIO
¥ TIPUMEHEHHIO obmepoccuiickux kmaccugukatopon» (yTB. IIpmkazom denepanbHOTO areHTCTBA MO
TEXHUYECKOMY PETYIMPOBaHUIO U MeTposioruu ot 14 nexabpst 2005 r. N 311-cr);

«KoHnenmust METOAONIOTHM  CHCTEMaTH3allMd M KOJUPOBAaHUS WUHGPOpPMALUHM, a TaKke
COBEPILICHCTBOBAHUSI U  aKTyalu3aluu  OOIIEPOCCHHCKUX  KJIAacCHU(PUKATOPOB, PEECTpOB U
MHQOPMAIMOHHBIX pecypcoB» (yTB. pacnopsokenueM [IpasurensctBa PO ot 10.05.2014 N 793-p).

0) 10MOJHHUTEIbHBIE

OenepanbHbIi 3aK0H OT 29.12.1994 N 77-03 «O06 00s13aTeIbHOM IK3EMIUISIPE JOKYMEHTOB)

®Oenepanbhblil 3ak0H OT 27.12.2002 N 184-D3 «O TeXHUUECKOM PEryIUPOBAHUNY;

Pacnopspxenue [Ipasurenscrsa Poccutickoit @eaeparnuu ot 02.10 2009 1. Ne 1403-p «TexHuueckue TpeOOBaHUS
K OpraHM3aliy B3auMOJIEHCTBUS CHCTEMbI MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTO000pOTa C CHCTEMaMU
BIIEKTPOHHOTO IOKYMEHT0000poTa (heJlepallbHBIX OPTaHOB UCIIONHUTEIBHOMN BIACTH;

Pacniopsoxenne IlpaBurenscrBa Poccniickoit @enepannu ot 12 despainst 2011 r. Ne 176-p «O0 yTBepkIaeHuH
IMnana wMepompusaTHii MO Tepexoxy (eaepaibHbIX OpPraHOB WCIOJNHHUTEIPHOW BIACTH HA 6e30yMasKHBIN
JOKYMEHTOOOOPOT P OPraHU3aLHU BHYTPEHHEH ASSITEIbHOCTI;

[puxa3z Munkomces3u Poccun ot 02.09.2011 Ne 221 «O6 yrBepxaenun TpeboaHuii kK WHPOPMAITMOHHBIM
CHCTEMaM 3JIEKTPOHHOTO JOKYMEHT0000pOTa (efiepaibHbIX OPraHOB MCIIOJIHHUTEIFHON BIIACTH, YYUTHIBAIOIIUX, B
TOM YHCIIE, HEOOXOAUMOCTh 00pabOTKH IMOCPEACTBOM AAHHBIX CHCTEM CIIy)KeOHOH WH(pOPMAIUH OTPaHUICHHOTO
PacIpOCTPaHCHUSD);

ITpuxa3 Pocapxusa ot 29.04.2011 Ne 32 «OO0 ytBepxaeHnn Pekomenaanuii mmo
MOATOTOBKE (heiepabHBIMA OPTaHaMH HCTIOJTHUTEIHLHOM BJIACTH MTEPEYHEH TOKYMEHTOB,
CO3/IaHHe, XPAaHEHHE U UCTIOIB30BaHUE KOTOPHIX JTOJKHO OCYIIECTBIIATHCS B (hopMe
3JICKTPOHHBIX JIOKYMEHTOB IPH OpraHU3AIMN BHYTPEHHEH NEATeILHOCTHY // [ DIeKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/cons_doc LAW_126490/ . [lata
obpamenus: 12.11.2018.

[Tpuka3 MunkynsTypsl Poccun o 31.03.2015 N 526 "O6 yTBepKIeHUH MTPABUIT
OpraHU3alMu XPAHEHUs, KOMIUIEKTOBaHHUS, YUETa U UCTIOJIb30BaHUS JOKYMEHTOB APXUBHOTO
¢donna Poccuiickoit @epepannu 1 Ipyrux apXUBHBIX TOKYMEHTOB B OpraHax roCcyAapCTBEHHOM
BJIACTH, OpraHaXx MECTHOT'O CaMOYIPaBJICHHU U opranu3anusax’ (3apeructpupoBano B MuHiocTe
Poccun 07.09.2015 N 38830) // [DnexTponnsrii pecypc]. URL:
http://www.consultant.ru/document/cons_doc LAW_185738/. Jlata ob6pamenus: 12.11.2018.

0OK-026-2002 «O6mepoccuiickuii knaccudukarop uHpopManuu 00 0OIIEPOCCHUCKUX KIacCHPUKATOPAX
(OKOK)» (ytB. ITocranoBnenuem I'occranmapra Poccun ot 25 nexabpst 2002 r. N 502-ct, ¢ u3m. ot 30.09.2011 N
424-ct

) OK 011-93 «O6mepoccuiickuii knaccupuxarop ynpasieHdeckoi nokymenramun (OKY)» (yTs.
[ocranosnennem I'occrannapra PO ot 30.12.1993 Ne 299)

Otuét 0 HUP no teme « ApXuBOBeIUECKHE M TOKYMEHTOBEIUECKHUE (DYHKITMOHAIbHBIC
TpeOoBaHUS K MHGOPMAITMOHHBIM CHCTEMaM, 00ECTICUNBAOIIINM DJICKTPOHHBIN
JTIOKyMEHTOOOOPOT B MIPOIIECCE BHYTPEHHEH AeATEILHOCTH (eepaaIbHbIX OPTaHOB
ucnomHuTeNnbHOM Bractuy / / M.: BHUUA/L, 2013. 206 c.// [Dnexkrponnsrtit pecypc]. URL:
http://archives.ru/sites/default/files/rekomendation-vniidad-foiv-2013.pdf . JlaTa oOparmienus:
12.11.2018.

Otuetr 0 HUP no teme «DyHKIIMOHAIBHBIC TPEOOBaHMS K WH(OOPMAITMOHHBIM CHCTEMaM
apXHMBOB AIIEKTPOHHBIX JJOKYMEHTOB opranuzanmii»/ / M.: BHUMIA]L, 2014. 168 c., 8 mpu. //

[DnexTponnsiit pecypc]. URL: http://archives.ru/sites/default/files/2014-functional-
requirements-inform-systems-organizations-archives.pdf. /lata oopamenwns: 12.11.2018.



http://archives.gov.ru/documents/rules/office-work-rules-gos.shtml
http://archives.gov.ru/documents/rules/office-work-rules-gos.shtml
http://archives.gov.ru/documents/rules.shtml
http://archives.gov.ru/documents/rules/pravila-2023.shtml
http://archives.gov.ru/documents/rules/pravila-2023.shtml
http://archives.gov.ru/documents/rules/pravila-2023.shtml
http://archives.gov.ru/documents/rules.shtml
http://www.consultant.ru/document/cons_doc_LAW_126490/
http://www.consultant.ru/document/cons_doc_LAW_126490/
http://archives.ru/sites/default/files/rekomendation-vniidad-foiv-2013.pdf
http://archives.ru/sites/default/files/2014-functional-requirements-inform-systems-organizations-archives.pdf
http://archives.ru/sites/default/files/2014-functional-requirements-inform-systems-organizations-archives.pdf
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- JJUTepaTypa
a) OCHOBHAsI JIUTepaTypa:

1. MudopmanmonHsie TeXHONOTHU: YuebHOe mocodue. - MockBa; Mocksa: M3narensckuii Jlom
"O®OPYM»: OO0 "Hayuno-uznarensckuii uentp MHOPA-M", 2015. - 320 c. - ISBN 978-5-
8199-0608-8.

Ccbuika Ha pecypc: http://znanium.com/go.php?id=471464

2. Jlapun M.B. Undopmanmonnoe odecrieueHue ynpapieHus: Yueo. mocooue. M.: PITY,
2018. 279 c.

3. Jlapup  Muxaun  BacuiaseBuu. HUnHpopManmoHHoe o0ecrneyeHue  ylnpaBJeHUs
[DnexkTponHEIil pecype] yuedHoe nmocodue / Jlapun Muxaun Bacunsesuu; M. B. Jlapun; [M-
B0 oOpasoBanus u Hayku Poc. deneparuu, denep. roc. 610pKEeTHOE 00pa30BaT. YUPEKICHNE
BbIcIIL. oOpa3oBaHus "Poc. roc. rymanutapssiii yH-T"]. - OnekTpoH. naH. - Mocksa: PITY,
2018. - 278, [1] c. - Pexxum goctyna: http://elib.lib.rsuh.ru/elib/000012473. - 3ar:. ¢ skpaHa.
- ISBN 978-5-7281-2036-0.

4. MopryHos, A. B. DiIeKTpoHHBIE CHCTEMBI TOKyMEHTOOOOpoTa : yyeOHoe mocobue / A. B.
Moprynos. - HoBocubupck : Uzn-so HI'TY, 2020. - 74 c¢. - ISBN 978-5-7782-4269-2. -
Texct : oamektponHsld. - URL: https://znanium.com/catalog/product/1870515 (nara
obparmenus: 28.03.2024). — PexxuMm qocTyra: 1mo moarmmcKe.

5. Kamnau, A. B. Opranusanus cucTeM 3JIeKTPOHHOTO JOKYMEHTooOopoTa : MoHorpadus / A. B.
Kamau, /. T'. 3p16uH ; ®KOY BO Boponexckuit uactutrytr ®CHUH Poccun. - Boponex :
Hayunas xnura, 2020. - 158 c. - ISBN 978-5-4446-1460-0. - Tekcr : anekrponssii. - URL:
https://znanium.com/catalog/product/1241010 (mara oOpamienus: 28.03.2024). — Pexum
JIOCTYTIA: TIO TIOATHCKE

http://elib.lib.rsuh.ru/elib/000012473
Jlapun M. B. YnpaBnenue nokymenTanueil B opranuzanusix. M.: Hayunas kuura, 2002.
7. Jlapun M.B., PrickoB O.W. DnekTpoHHbIE JOKYMEHTHI B yIIPABICHUH: HAYYHO-
MeTOou4ecKoe mocodue; 2-e uza., nonoaHeHHoe. M.: UI1O «¥Y Hukurckux Bopot», 2008.
208c.
8. Crnemuduxanus MoReq2. Tunossie TpeOGoBaHMS K yIPaBIECHUIO 3JIEKTPOHHBIMU
opuManbHeIMU JoKyMeHTaMu. M., 2008. 287 c.

a

0) 10MOJIHUTEJIbHAS JINTepaTypa:
1. boObeBa M. I1. YnpaBnendeckuil JOKyMEHTOOOOPOT: OT OyMaXHOT'0 K
anexkTpoHHoMy. M.: U3natensckuii mom MOU. 2016.

2. boobuiea M.I1. YipaBneHueckuii 1T0KyMeHTOO0OpOT: OT OyMasKHOTO K
anekTpoHHoMy// M.: U3marensckuit jom MOU. 2010. 295 c.

2. Enudepon Burtanuii ['ennagseBud. busnec-npouecchl: Pernamenranus u ynpaBieHHe:
VY4eOHnuk. - 1. - Mocksa: OOO "Hayuno-uzgarensckuii neatp MHOPA-M", 2017. - 319 c. -
ISBN 9785160018256. http://znanium.com/go.php?id=751576

3. Penun Baagumup Baaanmuposuy. brsHec 1o npaBuiam: periiaMeHThl JOKHbI
pabotats: [IpakTuyeckoe nmocodue. - 1. - Mocksa: OOO "Hay4Ho-u31aTeNbCKHUM LIEHTP
NH®PA-M", 2018. - 347 c. - ISBN 9785160122212. http://znanium.com/go.php?id=920701

c

6.2 IlepedyeHnb pecypcoB HHGPOPMANMOHHO-TEJIEKOMMYHHUKAIIMOHHOM CEeTH
«HTepHeT»

www.gov.ru/ - CepBep OpraHoB rocyJapCTBEHHOM BiacTu PO
www.gosuslugi.ru/ - CipaBouHO-UH()OPMAIIMOHHBIH TOpTan «['0Cy1apCTBEHHBIE YCIYTH)


file:///C:\Users\Михаил\Downloads\Ссылка%20на%20ресурс:%20%20%20http:\znanium.com\go.php%3fid=471464
file:///C:\Users\Михаил\Downloads\Ссылка%20на%20ресурс:%20%20%20http:\znanium.com\go.php%3fid=471464
http://elib.lib.rsuh.ru/elib/000012473
http://elib.lib.rsuh.ru/elib/000012473
http://znanium.com/go.php?id=751576
http://znanium.com/go.php?id=920701
http://www.gov.ru/
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www.rusarchives.ru — @enepanbHOe apXUBHOE ar€HTCTBO

www.vniidad.rw/ - BHUNJIA]JL (Bcepoccuiickuii Hay4yHO-UCCIIEeT0BATENbCKUI HHCTUTYT
JIOKYMEHTOBE/ICHUS U apXUBHOT'O JIeJ1a)

WWWw.minsvyaz.ru/ - MUHHCTEpPCTBO CBSI3U M MACCOBBIX KOMMYHHUKaIHii PO
www.consultant.ru/ - opunmanbHbi caiit komnanuu Koncynsrantllnroc
www.garant.ru/ - ”HGOpPMAaIMOHHO-TIPaBOBOM mopTan ["apaHT

WWW.cnews.ru/

www.ecm-journal.ru/

6.3 IIpodeccnoHanbHble 0a3bl JAHHBIX M HHPOPMALMOHHO-CIIPABOYHbIE
CHCTEMBI

Joctyn k mpodeccruoHanbHbIM 0a3aM naHHbIX: https://liber.rsuh.ru/ru/bases
WndpopmanoHHble CIIpaBOYHbBIE CUCTEMBI:

1. Koncynsrant [Lroc
2. Tapanr

7 MarepuajJibHO-TeXHHYECKOe o0ecneyeHne TUCIUIIUHBI

Aynautopuu Uit IpOBEACHUS JIEKIIMA U CEMUHAPCKUX 3aHATUHN C TEXHUYECKUMU CPEJICTBAMU
o0yueHHs (MyJIbTUMETUA-TIPOEKTOP (BUAECONPOEKTOP), IKpaH (IIEPEHOCHOM WM CTAl[HOHAPHBIN)),
KOMITBIOTEPHBIN KJ1acC JUIsl MPOBEACHUS J1a00paTOPHBIX 3aHATHH.

1. Ilepeuens I1O

Nenn Haumenosanue 110 [IpousBoauTens Croco0
/m pacnpocTpaHeHHs
(muyensuonnoe unu
6000010
PACNPOCMPAHsIEMOe)
1. Adobe Master Collection CS4 Adobe JINLIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3. Windows 7 Pro Microsoft JINIICH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3MOHHOE
5. Windows 10 Pro Microsoft JIMLIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JINLIEH3MOHHOE
7. Microsoft Office 2016 Microsoft Jlnnen3snonHoe
8. Zoom Zoom JINIICH3UOHHOE

NpOorpaMMHoe odecneyeHmne

- Oducubit naket npunoxenuit Microsoft Office

- ABBYY FineReader

CucreMsl 31€KTPOHHOTO JOKYMEHTO000pOTa:

Heno — Komnanus D1eKTpoHHBIE 0(PHUCHBIE CHCTEMBI
DocsVision - Kommnanus DocsVision

DirectumRX — Kommanus Directum

1C Joxymentoobopot — Kommanus 1C

Tesuc — Komnanus XoylaMoHT

Jloruka: COJ] — Kommanus Jloruka 6usHeca


http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
http://www.minsvyaz.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://cnews.ru/
http://www.ecm-journal.ru/
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PayDox — Komnanus Payboy LLC

2. Ilepeyenb B/l u UCC

Nenn HaumenoBanue
/i

1 | MexnyHapoansie pedepatuBHble HaykoMeTpuueckue b/l, toctynusie B pamkax
HauoHaILHOM noamucku B 2020 T.

Web of Science

Scopus

2 | [IpodeccuonanbHble MONTHOTEKCTOBBIC B/I, JOCTYyIHBIC B paMKaX HaIlMOHATBHON
noamucku B 2020 1.

XKypnansl Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnuanst Taylor and Francis

3 | Ilpodeccuonanbublie nonHoTekcTOBBIE B/]

JSTOR

W3nanus no oOLIeCTBEHHBIM M T'yMaHUTAPHBIM HayKaM
OnekTpoHHas oubanoreka Grebennikon.ru

4 | KoMnbroTepHbl€ CIIPaBOYHbIE TPABOBBIE CUCTEMBI
KoncynbranT Ilmroc,
I'apant

8 Ooecneuenue 00pa3oBaTeJBLHOIO MPOLECCA VISl JIMI C OTPAHUYECHHBIMHU

BO3MOKHOCTAMH 310POBbSI U HHBAJIUIAO0OB
B xoze peam3aniui JUCHUIIIINHBI UCTIOJIB3YIOTCA CICAYIOIUC TOIMTOJITHUTCIIBHBIC
METObI O6y‘I€HHSI, TCKYIICTO KOHTPOJIA YCIIEBACMOCTU U HpOMe)KYTOIIHOI)’I aTrecranuu
o6yan01uI/1xc;1 B 3aBUCUMOCTHU OT UX HHAWUBUAYAJIbHBIX 0COOCHHOCTEH:

® Ui CIETbIX U CTa00BUASIINX:

- JIEKIMK O(QOPMIIIIOTCS B BHJE JJICKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C ITOMOIIBIO
KOMIIBIOTEPA CO CMEeHUATN3NPOBAHHBIM MMPOTPAMMHBIM 00ECIICUCHUEM;

- TIMChbMCHHBIC 3aJaHHS BBIMOJHIIOTCS HA KOMITBIOTEpE CO CIEIUATH3UPOBAHHBIM
MPOrpaMMHBIM 00€cTIeYeHIEM, UITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM,;

- o0ecrneynBaeTcs UHIMBHUIYyaIbHOE paBHOMEpHOE ocBetienne He Menee 300 Jrokc;

- s BBIMIOJNIHEHUS 3a/aHusl TMPU HEOOXOJUMOCTH MPEAOCTABISIETCS YBEITUYHMBAIOIIEE
YCTPOMCTBO; BO3MOYKHO TAK)KE UCITOJIb30BAHNE COOCTBEHHBIX YBEIUIHBAIOIINX YCTPOUCTB;

- MUCHbMEHHBIE 3a/1aHUsl OPOPMIISIFOTCS] YBETTUUYECHHBIM HIPHUPTOM;

- 9K3aMeH U 3a4€T MPOBOJIATCS B YCTHOM (JOpPME MITH BBITIOIHSIOTCS B TUCBMEHHOU (hopme Ha
KOMIIBIOTEPE.

® IS TIyXHUX U CIa0OCHBIIIAIINX

- Jexkuud oQOpMIAIOTCS B BHIE DJIEKTPOHHOTO JIOKyMEHTa, JHOO MPEeIoCTaBISIeTCS
3BYKOYCWJIMBAFOIIIAS alliapaTrypa WHANBUIYATBHOTO TIOJB30BaHUS;

- MUCbMEHHBIE 33/1aHUs BBITIOJIHSIIOTCS Ha KOMITbIOTEpE B MTUCHbMEHHOHU opMe;

- 9K3aMEH ¥ 3a4€T IPOBOATCS B MUCHMEHHOM (hopMe Ha KOMITHIOTEPE; BO3MOXHO TIPOBEICHHE
B (hopMe TECTHPOBAHUSI.

® IS JIUI] C HAPYIICHUSIME ONIOPHO-JIBUTATEILHOTO aIlapara;
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- JIeKUMU O(OPMIISIOTCS B BHUJAE 3JIEKTPOHHOTO JIOKYMEHTA, JOCTYIHOTO C IOMOIIbIO
KOMITBIOTEpA CO CHEMATU3UPOBAHHBIM IIPOTPAMMHBIM 00€CIIEUEHHEM;

- THCbMEHHBIE 3aJ]aHUs BBINOJHSIOTCA Ha KOMIBIOTEpE CO  CIEHUATU3UPOBAHHBIM
MIPOTPaMMHBIM 00€eCTIeUeHNEM;

- 9K3aMEH U 3a4€T MPOBOJATCA B YCTHOM (popMe MM BBIMTOIHSAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.

ITpu HeoOX0AMMOCTH PEyCMaTPUBAETCS YBEINUEHNE BPEMEHH /7Sl IOATOTOBKU OTBETA.

[Ipouenypa  mpoBeaeHHs  MPOMEXKYTOUHOM  arTecTalud s o0ydarouuxcs
YCTAHABIMBAETCSI C Y4YETOM HMX HMHIMBUAYAIBHBIX TCHUXO(U3UYECKHX OCOOEHHOCTEN.
[IpomexyTouHas aTTecTalusi MOXKET MPOBOAUTHCS B HECKOJIBKO 3TAIOB.

[Tpu mpoBeneHUN MpOLEAYpPhl OLEHUBAHUS PE3yJIbTaTOB 00yUeHHs MpeaycMaTpuUBaeTCs
WCTOJb30BAHNE TEXHHYECKMX CPEACTB, HEOOXOJMMBIX B CBS3W C HWHAWBHIYaJTbHBIMH
0COOEHHOCTSIMH 00yYalOIIUXCsl. DTH CPEACTBA MOTYT OBITh ITPEOCTABIECHBl YHUBEPCUTETOM, WIIN
MOTYT HCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUUECKHUE CPENICTBA.

[IpoBeneHune mpouenypsl OLIGHUBAHHMS  pe3yJbTaTOB  OOy4YeHHs JOMYCKAeTCs C
UCIOJIb30BaHUEM JIUCTAHIIMOHHBIX 00pa30BaTEIIbHBIX TEXHOIOTHA.

ObecneunBaeTcst AOCTYN K MH(POPMALMOHHBIM M OuOIMOrpaduyeckuM pecypcam B CETH
WNuTtepner nns kaxgoro oOyuwaromierocsi B ¢GopMax, aJanTUPOBAHHBIX K OTPaHUYEHUSM HX
3JI0pOBbsI U BOCIIPUATHUS MHPOPMALIUU:

® Ui CJENbIX U CI1a00BUASIINX:

- B [le4aTHOU (hopMe yBEIMUECHHBIM HIPUPTOM;
- B popMe 3JIEKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.

® IS TIyXHUX U CIa0OCBIIIAIINX:

- B le4aTHoi opme;

- B popMe 3JIEKTPOHHOTO TJOKYMEHTA.

® 115 00YyYaOLIUXCS C HApYIIEHUSIMH OMIOPHO-/IBUTATEJILHOTO anmapara:
- B IeyaTHou popme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayaunodaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSATENbHOM paboThl, HayyHas
O0uOIMOTEeKa W MHBbIE NOMELIEHUS sl O0y4YeHHUs! OCHAIIEHbl CHELMAIbHBIM 000pYJOBAaHUEM U
y4eOHBIMH MECTAMHU C TEXHUYECKHMHU CPEACTBAMU O0YUEHHUS:

® IS CTETIBIX ¥ CTIa00BHIAIINX:

- YCTPOMCTBOM JUIsl CKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiing PAC Mate 20;

- npuHTepoM bpaiung EmBraille ViewPlus;

® IS TIIyXHUX U CIa0OCBIIIAIINX:

- aBTOMAaTU3MPOBAHHBIM paboOuYMM MECTOM JJs JIIoJed C HapyleHHEeM cilyXxa H
cJ1a00CIIBIIIAIINX;

- aKyCTMUYECKHH yCUIIUTENb U KOJIOHKH;

® i 00y4aroIIKXCs C HApYLIEHUSIMH OIIOPHO-BUTaTEIBLHOTO armapara:
- IePEIBMKHBIMHU, PErYIUPYEMbIMU 3proHoMudeckumMu napramu CHU-1;
- KOMIIBIOTEPHOU TEXHUKOW CO CHEIHATbHBIM ITPOrPAMMHBIM 00€CIICUEHUEM.

9 MerToauvecKkue MaTepHAJIbI

9.1 IlnaHbl NPAKTHYECKUX 3AHATHI.
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JlaGopaTopHble (TpakTHUeCKue) pabOThl MPOBOJATCS C LENbI0 OOYYUTh CTYACHTOB
NPaKTUYECKUM HaBBIKaM, KOTOPBIE TTO3BOJIMIIM OBl CTy/I€HTaM CBOOOTHO M Ha BBICOKOM YPOBHE
BJIAJIETh CPEICTBAMH pEIICHUs 3a7ad JOKYMEHTAI[HOHHOTO W WH(POPMAIMOHHOTO 00ECIIeYCHUS
ynpaBJIeHUs.

3amauell MpPaKTUYECKUX 3aHATUH SIBISETCS OCBOEHHE CTYJEHTaMHU HH(POPMALUOHHO-
TEXHOJIOTUYECKUX BO3MOXKHOCTEH aBTOMATH3aIlMM JIEJIOBBIX IIPOLIECCOB, 00pabOTKH W
WCTIOJIB30BAaHUS JOKYMEHTAJIbHBIX TAHHBIX, BBISIBICHUS BO3MOXKHOCTEH MPOTPaMMHBIX CPEICTB
JUId peLIeHHUs KOHKPETHBIX MNPaKTHYECKUX 3aJad B 00JacTH COBPEMEHHOIO 3JIEKTPOHHOIO
JOKYMEHTO000poTA.

Kaxnplii cTygeHT o¢opmiiieT MHOTOCTPAHWYHBIM OTYET, 3aBeJCHHBIH B Hadaie
7a00paTOPHBIX 3aHATHH, KOTOPBIA WILTIOCTPUPYET STambl padOThI MO BCEM TeMaM Kypca H

COACPIKUT BbIBOBI.

IL1anbl MPAKTUICCKHUX 3aHATHH MO0 TUCHUILJIHNHE «Opraﬂu:’.auml paﬁoTu C
IJEKTPOHHBIMH JOKYMCHTAMMN>

Tema 1. DuekTpoHHBI JOKyMeHT B mnporpamme «l{udpoBasi IKOHOMHKA».
Kareropuu »3/1eKTpOHHBIX [10KyMeHTOB. JlaGopatopnasi padora Ne 1. HopmatusHoe
peryJupoBaHHe BONPOCOB NPUMEHEHHS JICKTPOHHBIX IOKYMEHTOB

3aoanus:

1. BpisiBUTH ~ MCTOYHHMKM ~ 3aKOHOJIATEJIBHOTO obOecrieueHUsT  BJIECKTPOHHOTO
JIOKYMEHTO000pOTa.

2. OxapakTepu3oBaTh M MPOAHAIU3UPOBATH CTPATEIMUYECKUE JOKYMEHTBI IO Pa3BUTHUIO
UG POBON SIKOHOMUKH.

3. Vkazare o¢uuuanbHble CalThl, KOTOpbIE COAEpKAT HCTOYHUKUM HOPMATHBHOIO
PEryJIUPOBAaHUSI SJIEKTPOHHOTO TOKYMEHTOO000pOTa Ha (efiepaTbHOM yPOBHE.

Hcemounuku:

MeToaudeckue MaTepralibl, pa3MeIICHHBIE B TTANKE MPENoIaBaTelsl B 00JIAYHOM CEPBHUCE
JUTSL COBMECTHOM paboThI co cTyaeHTamu Dropbox

Marepuainsl JeKIUN.

Humepnem — ucmoynuxu:

OdunmanbHpIii HHTEPHET-TIOPTAN NpaBoBoi nHMopmaruu PO - http://pravo.gov.ru/

Odunmansuelii caiit PocapxuBa  http://archives.ru/

OdunmanbHelii caiiT MuHHCTEPCTBA IIU(PPOBOTO PAaB3BUTHSL, CBSI3H U MACCOBBIX
KOMMYHHKaIii MuUHKOMCBSI31  https://minsvyaz.ru/ru/

CIIC Koncynbrantllmtoc  http://www.consultant.ru/

CIIC T'apant http://www.garant.ru/

MamepuaﬂbHo—mexHuquKoe obecneyenue 3aHAMUS.

I[JIH MaTCprUaJIbHO-TCXHUYCCKOT'O oOecneucHus MPAKTUYCCKOI'0 3aHATHA H€O6XO£[I/IM
KOMHLI-OTepHHﬁ KJ1acc, HO,Z[KJ'II-O‘IGHHHﬁ K CCTHU HHTepHeT, OCHaH_IeHHHﬁ IMPOCKTOPOM IJIA


http://pravo.gov.ru/
http://archives.ru/
https://minsvyaz.ru/ru/
http://www.consultant.ru/
http://www.garant.ru/
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JIEKTPOHHBIX MPE3EHTALUI 1 9KpaHOM. Bce KOMIbIOTephI JOIKHBI OBITH CBSI3aHBI MEXTy CO00M
B €IMHYI0 BHYTPEHHIOIO CETh 1 OCHAILIEHBI CTIEIMaIN3UPOBAHHBIM IPOTPaMMHBIM 00€CTIeYeHUEM.

Tema 2. IlpeumymiecTBa 3J1€KTPOHHBIX JOKYMEHTOB B COBPEMEHHOH MPaKTHKe
aejaonpousBoacTea. Jlaboparopnasi padora Ne 2. YaydmieHue CHpPaBOYHO-IIOMCKOBOM
padoThl B JIOKYMEHTAIbHOM (pOH/1€ OpPraHUu3aLul

3aoanus:

1. Pa3zpaboTka JOKaJbHBIX HOPMATHUBHBIX AaKTOB MO paboTe ¢ 3IIEKTPOHHBIMHU
JIOKYMEHTaMH.

2. HCTpYKIHMS 1O AETONPOU3BOICTBY B YCIOBUAX 3JEKTPOHHOTO JJOKYMEHTOO0O0POTA.

3. JIOKyMEHTBI, pETyJIupyIolue paboTy CUCTEMbl XpaHEHUS JIEKTPOHHBIX JOKYMEHTOB.

Hemounuku:

ITpuka3 Pocapxusa ot 29.04.2011 Ne 32 «O6 yrBepxaeHnn Pekomennamuii mo
NOJrOTOBKE (heIepabHBIMU OpraHaMy UCTIOTHUTEIILHOW BIIACTH MEPEYHEH JOKYMEHTOB,
CO3J1aHHe, XpPaHEHUE U UCII0JIb30BAHNE KOTOPBIX JIOJHKHO OCYLIECTBIATHCA B hopme
EKTPOHHBIX IOKYMEHTOB IIPU OpraHU3allii BHYTPEHHEH NesATeIbHOCTHY // [DNeKTpOHHbBIN
pecypc]. URL: http://www.consultant.ru/document/cons doc LAW_126490/. [lata obparnieHus:
12.11.2018.

ITpuka3 MunkyneTypsl Poccun ot 31.03.2015 N 526 "O6 yTBepkIeHUH [TPABUIT
OpraHu3aly XpaHEHHS, KOMILICKTOBAHUS, yU4€Ta U UCTIOIB30BaHUS TOKYMEHTOB APXHUBHOTO
¢donna Poccuiickoit denepannu 1 Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyAapCTBEHHOM
BJIACTH, OpPraHaX MECTHOI'O CaMOYIIpaBJieHUs ¥ opranuzauusax” (3apeructpupoBaHo B MuHiocTe
Poccun 07.09.2015 N 38830) // [DnexTponnsiii pecypc]. URL:
http://www.consultant.ru/document/cons_doc LAW_185738/. Jlata ob6pamenus: 12.11.2018.

Otuét 0 HUP no teme «ApxuBoBeaueCcKue U JOKYyMEHTOBeIUeCKHE (DYyHKIIMOHATIbHBIE
TpebOoBaHMs K MHYOPMAITMOHHBIM CHCTEMaM, 00ECIIEYMBAIOIINM SJIEKTPOHHBIN
JIOKYMEHTOOOOPOT B MPOLIECCE BHYTPEHHEN EATEIbHOCTH (pe/iepaIbHbIX OPraHOB
ucrnosiHuTeNnbHOM Bnactuy / / M.: BHUUA, 2013. 206 c.// [9nexTponnsiit pecypc]. URL:
http://archives.ru/sites/default/files/rekomendation-vniidad-foiv-2013.pdf . /lata oOpamienus:
12.11.2018.

Otuet 0 HUP no teme «DyHKIMOHaNBHBIE TpeOOBaHMS K HH(POPMALIMOHHBIM CUCTEMaM
apXHMBOB AIIEKTPOHHBIX JJOKYMEHTOB opranmu3anmii»/ / M.: BHUMIA]L, 2014. 168 c., 8 mpu. //
[DnexTponnsIif pecypc]. URL:: http://archives.ru/sites/default/files/2014-functional-

requirements-inform-systems-organizations-archives.pdf. /lata oopamenwus: 12.11.2018.

BooOrineBa M.I1. YrpaBineHUeCKHi TOKyMEHTOO0OPOT: OT OYyMakKHOTO K MJICKTPOHHOMY//
M.: U3natenbckuii mom MOU. 2010. 295 c.

MeTtoanyeckre MaTepHalibl, pa3MEIICHHBIE B TIANKE MTPETIOIaBaTellsl B 00JIAYHOM CEpBHCE
ISl COBMECTHOM paboTHI co cTyaeHTamMu Dropbox

Marepuansl JeKIUN.

Hnmepnem — ucmounuxu:

OdunmanbHBI HHTEpHET-TTOpTaN paBoBoi HHpopMaru PO - http://pravo.gov.ru/

Odunmaneueiii caidiT PocapxuBa http://archives.ru/

Odunmanbublil callT MuHECTEpCTBA IIU(PPOBOTO PAaB3BUTHS, CBSI3H U MAaCCOBBIX
KOMMYHHKaIui https:/minsvyaz.ru/ru/

CIIC Koncynpsraatllmtoc  http://www.consultant.ru/

CIIC I'apant http://www.garant.ru/

MamepuaﬂbHo-mexHutteCKoe obecneyenue 3aHAMUA.


http://www.consultant.ru/document/cons_doc_LAW_126490/
http://www.consultant.ru/document/cons_doc_LAW_126490/
http://archives.ru/sites/default/files/rekomendation-vniidad-foiv-2013.pdf
http://archives.ru/sites/default/files/2014-functional-requirements-inform-systems-organizations-archives.pdf
http://archives.ru/sites/default/files/2014-functional-requirements-inform-systems-organizations-archives.pdf
http://pravo.gov.ru/
http://archives.ru/
https://minsvyaz.ru/ru/
http://www.consultant.ru/
http://www.garant.ru/
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Jis  MaTepuanbHO-TEXHUYECKOTO O00eCleYeHHsI MPAKTUYECKOTO 3aHSATHS HEOOXOaUM
KOMIIBIOTEPHBIN KJIACC, MOJKIIOYCHHBIM K ceTH VHTepHeT, OCHAIEHHBI TPOEKTOPOM JIst
ANEKTPOHHBIX MPE3CHTAIIMI U IKpaHOM. Bce KOMIBIOTEPHI JOKHBI OBITH CBSI3aHBI MEKIY COOOM
B €/IMHYIO0 BHYTPEHHIOIO CETh M OCHAIIIECHBI CIICIIMATM3UPOBAHHBIM MPOTPAMMHBIM 00ECTICYCHUEM.

Tema 3. @yHKUMH, CBOMCTBA M PU3HAKH YJIEKTPOHHBIX JOKYMEHTOB. JIabopaTopHas
padora Ne3. M3yueHne BHI0BOI0 U THIIOBOI'0 COCTABA 3JICKTPOHHBIX IOKYMEHTOB.

3aoanusa:

1. UccnenoBanue MOATMHHBIX M KOMMUWHBIX JIEKTPOHHBIX TOKYMEHTOB.
2.WccnenoBaHne METaIaHHBIX AJIEKTPOHHOTO JOKYMEHTA.

3. M3y4enue BUJOBOTO U TUTIOBOTO COCTaBAa AJNEKTPOHHBIX IOKYMEHTOB.
4. Co3nanue mabI0HOB TOKYMEHTOB B SJIEKTPOHHOM BHJIC.

Hemounuku:

Metoanyeckre MaTepualibl, pa3MEIICHHbIE B NANKe MIPEroiaBaTelis B 00JIaYHOM CepBHCe
JUIsL COBMECTHOM paboThl co cTyaeHTamu Dropbox

Marepuainsl JTEKLIUN.

Humepnem — ucmounuxu:

OdunmanbHbIi HHTEpHET-TIOpTal npaBoBoii nH(opmaruu PO - http://pravo.gov.ru/

Odunumansueiii caiit Pocapxusa http://archives.ru/

Odunmanbubiil callT MuHHCTEepCcTBa LIM(PPOBOTO Pa3BUTHUS, CBSI3U U MAaCCOBBIX
KOMMYHHMKaIUi https:/minsvyaz.ru/ru/

CIIC Koncynbrantllntoc  http://www.consultant.ru/

CIIC I'apant http://www.garant.ru/

MamepuaﬂbHo—mexHuquKoe obecneyenue 3aHAMUSL

Jlia  maTepuanbHO-TEXHUYECKOTr0 O00eCleYeHHs] MPaKTHYECKOro 3aHATUS HE0O0XOAUM
KOMITBIOTEPHBIA KJIACC, IMOAKIIOYEHHBIM K ceTd VHTEepHET, OCHAIEHHBIM NPOEKTOPOM IS
AJIEKTPOHHBIX MPE3EHTALMI U 3KpaHOM. Bce KoMIbIOTEph! JOKHBI OBITh CBSI3aHbI MEKTY COOOM
B €IMHYIO BHYTPEHHIOIO CETh M OCHAILEHbI CHIEIMAIN3UPOBAHHBIM IPOrPAMMHBIM 00ECTIEYEHUEM.

Tema 4. YnpasJieHHe 3JIeKTPOHHBIMH JOKYMEHTAMM B OPraHHU3alUsAX.
JlabopaTopnasi pabora Ne4. OcoGeHHOCTH PadOTHI € 31eKTPOHHBIMM JOKYMEHTAMH

3adanusa:
1.ITpoaHanm3upoBaTh CTaJUN KU3HEHHOTO [IUKJIA JIEKTPOHHOTO JIOKYMEHTA.

2.BBISIBUTH U 0XapaKTepU30BaTh OCOOEHHOCTH COJIEPKAHMS JIOKAIbHBIX HOPMATHUBHBIX
aKTOB MpHU padOTe C AIEKTPOHHBIMU TOKYMEHTAMH.

Jus  mratHOro  (YHKIMOHMPOBAaHUS  B3aMMOCBSI3aHHBIX ~ CHCTEM,  COJCPIKAIINX
JOKYMEHTAJbHBIM (OHJ OpraHM3allid BO3MOXKHO HCIIOJNIB30BaTh  CIEAYIONIUE EIUHBIC
(«HACTIeMyeMbIe» U JIOTIOTHSAEMbIC) KIIACCH(PHUKATOPHI U CIIPABOYHHUKU:

- Homenknarypa neu,

- CrnpaBOYHHMK BHJOB JOKYMEHTOB, BKIIOYAIOIIUI WHPOPMAIMIO O CPOKaX XpaHCHUs
JOKYMEHTOB M TUTIOBbIE (DOPMBI JJOKYMEHTOB;

- CripaBOYHUK CTPYKTYPbI OpraHU3aIuH (1151 ONpeACTICHHS MECTa XpaHSHHUS TOKYMEHTOB,
¢dopmupoBanus Jlucra cornmacoBanus npu ¢GopmupoBanuu HJI, nns ¢popmMupoBaHUs yYETHBIX
apXUBHBIX (HOPM);

- CipaBOYHHK CTaTyCOB KU3HEHHOTO IIMKJIA IOKYMEHTOB B CHCTEeMax / KapTOUeK;


http://pravo.gov.ru/
http://archives.ru/
https://minsvyaz.ru/ru/
http://www.consultant.ru/
http://www.garant.ru/
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- Hymeparop (cipaBOYHHMK pEerucTpaliiOHHBIX HOMEPOB) H Ip.

3. BoisBuUTh 1 OXapaKTCPU30BaATh 0COOEHHOCTHU COACPKaHNUA HOMCHKIIATYPbI ACJT IJIA
periraMCcHTaluA XpaHCHUA U YHUUYTOXKCHUA DJICKTPOHHBIX TOKYMCHTOB.

Hemounuku:

Meroandeckue MaTepHalIbl, pa3MEIICHHBIC B MMAINKE MPEToIaBaTelis B 00JIaYHOM CEPBHUCE
JUTSE COBMECTHOM paboTHI co cTyaeHTamu Dropbox

Marepuanbl JEKIUH.

Hnmepnem — ucmoynuxu:

OdunmanbHbI HHTEpHET-TTOpTal MpaBoBoit nH(popmaruu PO - http://pravo.gov.ru/

Odunumansuelii caiit Pocapxusa http://archives.ru/

OdunmanbHelii caiit MuHHCTEPCTBa IU(PPOBOTO Pa3BUTHE, CBSI3H U MACCOBBIX
KOMMYHHMKaIUi https:/minsvyaz.ru/ru/

CIIC Koncynbrantllmtoc  http://www.consultant.ru/

CIIC I'apant http://www.garant.ru/

MamepuaﬂbHo—mexnuquKoe obecneyenue 3aHAMUSL.

Jlia maTepuanbHO-TEXHUYECKOro O00ecledeHHs] MPAaKTHYECKOro 3aHATUS HE0O0XOAUM
KOMIIBIOTEPHBIA KJIACC, IMOAKIIOYEHHBbIM K ceTu VHTEepHET, OCHAIEHHBIM MPOEKTOPOM IS
EKTPOHHBIX MPE3EHTALMI U 3KpaHOM. Bce KoMIbIOTEpbl JOKHBI OBITh CBSI3aHbI MEKY COOOM
B €/IMHYIO BHYTPEHHIOIO CE€Th ¥ OCHAILEHbI CHIEIIMATN3UPOBAHHBIM IPOIPAMMHBIM 00ECIIEYCHUEM.

9.2 MeToan4yecKue PpeKOMEHIAIMHU 10 MOAT0TOBKEe MUCbMEHHBIX padoT

Bua camocrosiTenpHOM paboTHI: TOATOTOBKA pedepara.

IToaroroBka pedepara Mo3BOJSET 3aKPENUTh TEOPETUUECKUE 3HAHMS MO AUCLUILIUHE,
npruoOpEeCTH HABBIKM CAMOCTOSTENILHOTO YIIIyOJIEHHOTO0 M3Yy4YeHHMs OJHOTO M3 Pa3lelioB Kypca.
[Ipu moaroroBke pedepara CTYACHTHI MOIYYAIOT HABBIKK U YMEHUE pabOTaTh ¢ HCTOYHUKAMHU H
JUTEPATypoOid, aHAIM3UPOBaTh (AKThl W JAHHBIC CICHUATBHON JIMTEpaTyphl, U3JIarath
IPOYNUTAHHOE COBPEMEHHBIM NMPO(HECCHOHAIBHBIM S3bIKOM.

Pecdepar nomxken ObITh 0pOpPMIIEH B COOTBETCTBUU C TPEOOBAHUSMU, NIPEIAbSIBIIEMbIMU K
HOJrOTOBKE U 0()OPMIICHUIO HAYYHBIX padoOT.

Pedepat Britouaer:

- TUTYJIbHBIN JIUCT;

- OTJIABJICHUE;

- BBEJICHHE;

- OCHOBHYIO 4acTb (TEMaTHUECKUE Pa3eiibl);

- 3aKJIFOUYCHHUE;

- CITUCOK HUCITIOJIb30BAHHBIX HCTOYHHUKOB H JINTCPATYPHI.


http://pravo.gov.ru/
http://archives.ru/
https://minsvyaz.ru/ru/
http://www.consultant.ru/
http://www.garant.ru/
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O6mwem pedepata - 15-20 crpanul] Tekcta (npu Habope yepe3 1,5 uHTEpBana U pazmepe
mpudra 12). Pedepar numercs Ha 0MHON CTOPOHE CTaHIAPTHOTO JmcTa Oymaru gopmara A4
(210x197mm).

Crpanunpsl pedepara HyMepyrTCs apaOCKuMu IHdpamMu Ha BEpXHEM IOJie JIUCTa, Oe3
KaBbIUeK, 1e(pUCOB U APYTUX 3HAKOB MPENUHAHUA. TUTYIBHBIHN JHUCT U OTJIaBJICHUE HE HYMEPYIOT,
HO BKJIFOYAIOT B 001IMi 00heM pedepara.

HayuHo-cripaBouHbIi ammapar pedepara BKIIOYAET CIIUCOK UCTOYHUKOB M JIUTEPATYPhI H
HOJICTPOYHBIE CHOCKHU. [10JICTPOYHBIE CHOCKH UCTIOJNB3YIOTCS BO BCEX CIIyYasx I[UTUPOBAaHUS B
TEKCTe pedepaTa MPaBOBBIX AKTOB, JOKYMEHTOB, POU3BEICHUI aBTOPOB MOHOTpadui, craTei,
y4eOHUKOB, y4eOHBIX TIOCOOUHL, a TaKXKe MPU IUTUPOBAHUH CTAaHAAPTHBIX ONPEICICHUN TS PMUHOB
U noHATHi. Bece mpuBoaumele B pedepare (axtl, udpHI, OaThl, KOHKPETHBIE TaHHBIE TAKKe
JIOJDKHBI OBITH TTOATBEPIKACHBI MOJICTPOYHBIMU CHOCKAMH.

CHOCKM HYMEpYIOT B IpejesiaX OJHON CTpaHUIlbl apaOCKUMHU LU(ppaMu, TEKCT CHOCKH

pa3MeIaroT o/ MOCIEIHEN CTPOKOM TEKCTA.

9.3 MeToanyeckue yKazaHusl 1Js 00y4AOIIUXCH M0 OCBOCHHUIO TUCHHUILIMHBI

-
m
S 5%
g2 = 2%
Bun S ® 5B
Coneprkanue (mepeyeHb BOIPOCOB) D 2\Q 9 Pexomenmannu
paboTsI c 58 s
= o & =p
2 3 oy
250
= o
1 2 3 4
[ToarotroBka | DIEKTPOHHBIA JOKYMEHT B IporpamMme Hctounukn u JuTepatypa,

K ek Ne

1

«udposas sxonomuka». Kareropun
ANIEKTPOHHBIX IOKYMEHTOB

PCKOMCHIOBAHHLIC Ha

JICKIITMH 1 KOHCIICKTHI J'IGKHI/II\/JI

HOI[FOTOBK& HOpMaTI/IBHOC PETYJIUPOBAHUEC BOIIPOCOB MGTOI[I/I‘-IeCKI/IC MaTCpHalbl,
K MPUMCHCHUA IJICKTPOHHBIX TOKYMCHTOB PasSMCIICHHBIC B ITAIIKC
NPAKTHUYCCK 3adanus: OpernoaaBaTciisd B 001ayHOM
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5 B —
g g W~
Bz 5 5 o
Copneprxanue (1epedyeHb BOIIPOCOB) B 2\Q 9 Pexomennanyu
paboThI c 53 s
H 5 &~
2 = o
=S
= o
1 2 3 4
oit pabote 1. BoraBuThH UCTOYHUKHU CepBHUCe JUIsl COBMECTHOM
Ne 1 3aKOHOJIaTEJILHOTO obecrieyeHust paboThI CO CTyACHTaMU
AIIEKTPOHHOTO JOKYMEHTO000pOTA. Dropbox
2. OxapakTepu3oBaTh u KoncnekTsl 1 MaTepuansl
IPOaHAIN3UPOBATh CTpaTeruyecKue JEKIHH.
JOKYMEHTBI TI0 Pa3BUTHIO IUPPOBOU
HKOHOMMKH.
3. Vkazate oduIMaNbHBIE CaNTHI,
KOTOpbIE cozepxar UCTOYHUKHU
HOPMATHUBHOTO peryIupOBaHHUS
AJIEKTPOHHOTO  JIOKYMEHTOOO0OpoTa  Ha
(dheaepalbHOM YPOBHE.
ITogroroBka | IIpenmyiecTBa 3JI€KTPOHHBIX Hcrounukn wu nwmreparypa,

K JJeknuu Ne

JOKYMCHTOB B COBpeMeHHOﬁ IMPAaKTHUKE
ACJIOITIPOU3BOJACTBA

PEKOMCHIOBAHHLBIC Ha

JICKIIMH B KOHCIICKTHI J'ICKHI/Iﬁ

ITogroroska . Meroaunueckue maTepualsbl,
K VYayduienue CIIPABOYHO-ITIOMCKOBOM pa3MeEIleHHbIEC B TAIKE
NPaKTUYeCK | paboTbl B JIOKYMEHTaJbHOM  (OHIE npernojaBaTesns B 00Ja4HOM
oif pabote OpraHMu3alu CepBHCE JJIsI COBMECTHOM
Ne2 paboThI CO CTYyICHTaMHU
3aoanus: Dropbox
1. Pazpabotka JIOKaJIbHBIX KoHcnekTsl 1 MaTepuasl
HOpPMAaTUBHBIX aKTOB IO pabore cC JIEKIIUM.
ANIEKTPOHHBIMU JTOKYMEHTAMH.
2. WNHcTpykuus o
JIEJIONIPOU3BOICTBY B YCIIOBUSAX
AIIEKTPOHHOT'O JOKYMEHTO000pOTA.
3. JIOKyMEHTBI, peryjaupyroume
paboTy cucTeMbl XpPaHEHUS 3JIEKTPOHHBIX
JIOKYMEHTOB.
ITogroroBka | @yHKIMH, CBOMCTBA U IPU3HAKU Hcrounukn u nwmreparypa,

K Jeknuu Ne
3

OJICKTPOHHBIX JOKYMCHTOB

PEKOMCHAOBAHHLIC Ha

JIEKIIUH 1 KOHCIIEKTHI JIEKIIUHA

IToaroroska
K
MPAKTHIECK
oif pabote
Ne 3

I/I3yquHe BHUAOBOIo0O M THUIIOBOT'O COCTaBa
QJICKTPOHHBLIX JOKYMCHTOB.

3adanusa:

1. UccnemoBanne NOIMHHBIX U

Metonnueckrue MaTepHUabl,
pa3MEIICHHbIEC B MAIKE
npenoaaBaTesns B 00Ja4HOM
CepBHCE JJIsI COBMECTHOM
paboThI CO CTyIEHTAMU
Dropbox
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-
m
5 B —
c8ag
Bun S = 5%
Coneprkanue (mepeyeHb BOIPOCOB) B 2\Q 9 Pexomenmanun
paboThI c 53 s
H 5 &~
2 3oy
250
= o
1 2 3 4
KOMUIHBIX SJIEKTPOHHBIX JOKYMEHTOB. KoHcrekThl 1 MaTepuaibl
2.UccaenoBanue MeTagaHHBIX JIEKIIUH.
ANEKTPOHHOTO JOKYMEHTA.
3. M3y4eHne BUOBOTO U THIIOBOTO
COCTaBa AJIEKTPOHHBIX IOKYMEHTOB.
4. Coznanue madI0HOB
JIOKYMEHTOB B DJIEKTPOHHOM BHJIE.
I[MoaroroBka | YnpaBiieHue 3JIeKTPOHHBIMU IOKYMEHTaMU B Uctounukn wu nutepatypa,

K Jeknuu Ne
4

OpraHu3almsIX

PEKOMCHIAOBAHHLIC Ha

JIEKIIUH 1 KOHCIIEKTHI JIEKITUMN

IToaroroska
K
MIPAKTUIECK
oM pabote
Ne 4

OcobeHHocT pabOTBI C ANEKTPOHHBIMHU
JIOKYMEHTaMHU
3aoanus:
1. IIpoananu3upoBatk CTaIuu
’KN3HEHHOTO IIUKJIA SJIEKTPOHHOTO JOKYMEHTA.
2. BBISIBUTE B OXapaKTepHU30BaTh
0COOCHHOCTH COJIeP KaHHS JIOKATBHBIX
HOPMAaTHBHBIX aKTOB IpHU paboTe C
3JIEKTPOHHBIMU TOKYMEHTAMH.

Jlig mratHoro pyHKIMOHUPOBAHUS
B3alMOCBSA3aHHBIX CHUCTEM, COAEpIKAIIUX
JOKYMEHTaJbHBIH  (QOHJ  OpraHU3aluu
BO3MOXXHO  HCIIOJIb30BaTh  CJIEAYIOLIHE
e/IMHbIe («HACTIeayeMbIe» U JOIOJIHIEMBIE)
KJ1acCU(UKATOPBI U CIIPABOYHUKHU:

- Homenknatypa nei;

- CripaBOYHUK BHUJIOB JOKYMEHTOB,
BKJIIOYAIONMK WH(OOPMAIMI0O O CpoKax
XpaHEeHHUsI TOKyMEHTOB U TUIOBbIE (POPMBI
JOKYMEHTOB;

- CrnpaBouHUK CTPYKTYpPBbI
opranuzaluu (AJi1 OIpeAeNieHUus] MecTa
XpaHEeHUs JOKYMEHTOB, (OpMHUPOBAHHUS
Jlucra cornacoBanusi npu GOpMHUPOBAHUU

HJ[, »nans  ¢opmupoBaHUS  YYETHBIX
apXUBHBIX HOpM);

- CripaBOYHUK CTaTyCOB
KU3HEHHOTO0  IMKJa  JOKYMEHTOB B

CUCTeMax / KapTOYeK;
- Hymeparop (cripaBoYHUK
PETUCTPALIMOHHBIX HOMEPOB) U JIp.

Meroaunueckue MmaTepHuasbl,
pa3MelleHHbIE B MAKe
npernoaaBaTelis B 00Ja9HOM
CepBuUCe JUIsl COBMECTHOM
paboThI CO CTyACHTaMU
Dropbox

KoncnekTsl u Matepransl
JIEKIUH.
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Coneprkanue (mepeyeHb BOIPOCOB) o 2 Q Pexomenmannu
paboThI c 53 s
H g &~&
2 5 s
~ < O
(&)
1 2 3 4
HToro nmo gucHumuiMHe A1 OYHOI'O OTICIICHHS 50
Hrtoro no pucuumnivHe i 3a04HOI0 OTIEICHUSI 90
IIpuioxenue 1

Annomayus oucyunaunvl (Mooyns)

Huctmnnmuaa «OpraHuzarnusi paOdOTBl € AJIEKTPOHHBIMU — JTOKYMEHTaAMM»

SIBIISICTCA

ANEKTUBHOW AUCHMILTUHONW YacTH, GOpMUPYEMOIl yHacTHUKaMH 0Opa30BaTEIbHBIX OTHOIICHMIA,

O10Ka AUCHUIUIMH IMOATOTOBKH CTYACHTOB IIO HAIIPAaBJICHHUIO

apXUBOBE/ICHHE. JuciumuinHa — peanuzyercs

Ha

dakynpTeTe

APXUBOBCACHUA

«Z[OKYMGHTOBCIIGHI/IC n

n
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JIOKYMEHTOBeIeHUs Kadeapoil aBTOMaTU3UPOBAHHBIX CHCTEM JOKYMEHTALMOHHOTO 00ECTIeYeHHS
yIpaBICHUS.

CopepxaHue IUCUUIUIMHBI OXBaThIBAET KPYr BOIPOCOB, CBSI3aHHBIX C paboToil C
JIEKTPOHHBIMU JIOKYMEHTAMH.

Lenp AUCHUMIUHBI — HM3Y4YEHHE TEOPETHUECKUX NpoOJeM U MPHUKIAJHBIX aCIEeKTOB
OopraHu3ani  pabOTBl C  DJIEKTPOHHBIMH  JOKYMEHTaMH B  HelsAX  A(PPEKTHBHOTO
MH(OPMALIMOHHOTO U JOKYMEHTAIlMOHHOTO O0ecleyeHHs] YIpaBlIeHHs KaK B COBPEMEHHOM
yIpaBJIEHUH.

3a1aun AUCHUIUTUHBL:

W3yunTh BOMPOCHI HOPMATUBHOTO PETYJUPOBAaHHUA TNPUMEHEHHUS DIIEKTPOHHOTO
JOKYMEHTa KaK Cpe/ICTBa KOMMYHHUKAIIUU B COBPEMEHHOM YNPABICHHUH.

N3yunts nonoxxenust IIporpammel «L{udpoBas 3xOHOMHKa», KacaloLUIMecs 3JIEKTPOHHBIX
JIOKYMEHTOB.

3HaTh OCHOBHBIE KATETOPUHU AIEKTPOHHBIX JOKYMEHTOB

[lonnmarh npeuMylIecTBa AJIEKTPOHHBIX JOKYMEHTOB B COBPEMEHHOH IpaKTUKE
JIeJI0TIPOU3BO/ICTBA.

3HaTh QYHKLNHU, CBOMCTBA U IPU3HAKH JIEKTPOHHBIX IOKYMEHTOB

YMeTb OpraHn3oBaTh yNpaBJICHUE SJICKTPOHHBIMU JOKYMEHTAMH B OPTaHU3aLUAX

AKTyanbHOCTb, HOBU3Ha M OPHUTMHAIBHOCTH Kypca 0OecredyuBaeTcs €ro IMOCTOSHHOMN
MOJEpHHU3alel B COOTBETCTBUM C pPa3BUTHEM M3Y4YaeMbIX IPOrPaMMHO-TEXHOIOIHMYECKUX
pELICHNH, UCTIONIb3YEMbIX B OPraHU3aIH YIIPABICHUS 3JIEKTPOHHBIM JOKYMEHTOOOOPOTOM.

JlucuuiuinHa HampasieHa Ha pOpMUPOBaHHUE CIIETYIONUX KOMITETEHIIMNA:

[IK-4.1. IlpumeHsTh 3HaHUE COBPEMEHHBIX HMH(POPMAIMOHHBIX CHCTEM, CHUCTEM
3JIEKTPOHHOTO JTOKYMEHTOOOOpPOTa, MPABOBBIX aKTOB B cepe ymparieHUs HHbOpMAIUEH
JOKyMeHTane B mpaktuyeckod aesarenbHoctd; [IK-4.2  IlpuMmeHSATH METOJOJOTHIO
OPTaHU3aIMOHHOTO MTPOCKTUPOBAHUS MTPH AHAIN3E CUCTEMbI JOKYMEHTAIIHOHHOTO 00eCTIeYeHHS
ynpasieHus B opranuzauuu; 11K-4.3. YyacTBoBaTh B MPOEKTUPOBAHUU U BHEJPEHUU CHUCTEM
JIEKTPOHHOI'0 JOKYMEHTO000POTa B OpPraHU3aIUH.

B pe3ynbraTe u3ydyeHus AUCHUILIMHBI CTYIEHT JOJDKEH 3HATh:

COBpPEMEHHBIE HH(MOPMAIIMOHHBIE CHCTEMBI, CHCTEMBl 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa,
[IPaBOBOE PETyJMpPOBaHUE chepbl yIIpaBieHUs HHHOpMaLUel U TOKyMEHTALUEH;
METOJ0JIOTMYECKHE  OCHOBBI ~ IIOCTPOEGHUS  YIPABICHYECKUX  CHCTEM U CHCTEM
JOKYMEHTAIMOHHOTO 00ECIIeYeHHs yIIpaBIICHUS;

IpaBUja W METOAOJIOTUYECKHE TOAXOJIbl K MPOCKTHPOBAHUIO CHCTEM 3JIEKTPOHHOTO

JIOKyMEHTO000pOTa.
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B pe3ynbrare n3ydyeHus: JUCLUMUIUIMHBI CTYIEHT JI0JKEH YMETh:
MPUMCHSTh 3HAHWEC HOPMATHBHO-TIPABOBOW 0a3bl B cdepe ympaBieHUS HHPOpMAIUCH Hu
JIOKYMEHTAIUEW B TPAKTUUECKOU JIEATEIbHOCTH;
NPUMEHSATh PA3IMYHBIE METOJOJOTHMYECKUE TMOJAXOAbl MPU MPOEKTUPOBAHUU CHUCTEM
JOKYMEHTAIMOHHOTO 00ECTIeUeHHs yIPaBIICHHUS;
BHEJIPSTH CUCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOTA.

B pesynbpTaTe nzydeHus: AUCIUIUTHHBI CTYACHT JTOJDKEH 00J1a1aTh HaBBIKAMM:
HaBBIKAMHU BBIOOpPA HEOOXOAMMBIX TEXHOJIOTHYSCKUM PEIICHWH B TIPOILECCE YIPaBICHHS
nH(popMalren 1 TOKyMeHTalueH;
HAaBbIKAMHM AaHAJIM3a WU OPraHU3ALMOHHOTO IPOEKTHUPOBAHUS CHUCTEM JIOKYMEHTALIMOHHOTO
oOecrnieueHus ynpaBiIeHUs;
HaBBIKAMH  BBIIBJICHHSA HauOolee ONTHUMAJIBHBIX  IIOKa3aTelaehd, HEOOXOMMMBIX IS
MPOEKTUPOBAHMSI U HACTPOUKU CUCTEM SJIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

PaGoueii mporpammoii peyCMOTPEHBI CIICTYIOIINE BUIBI KOHTPOJISI: TEKYIIUI KOHTPOIh

yCIeBaeMocTd B (popMme ompoca, KOHTPOIBHOM padoThl U pedepaTa, MPOMEKYTOUHAST aATTECTAIUS
B (hopme 3aueTa C OLIEHKOM.

O6H_Ia}1 TPYAOCMKOCTb OCBOCHUS JUCHHUIIJIMHBI COCTABJIACT 3 3a4eTHBIC CIANHUIBI.



