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JIOKYMEHTALUEH;

1 TIlosicHUTEJBLHAA 3aNMUCKA

1.1 Ieas u 3aga4u AU CHUATTHHBI
HGJIB AUCHUIUINHBI - IOATOTOBUTD BbIITYCKHUKA, YMCIOIICTO OPraHU30BaTh YIIPABJICHUC
OJICKTPOHHBIMHA JOKYMCHTAMHU B CUCTEMAX 3JICKTPOHHOI'O I[OKYMGHTOO60pOTa.
3aga4u AUCIUTIIAHBL:
- U3YYUTh TEOPUIO W TPAKTUKY NMPUMEHEHHS CTaHIAApTOB HAa (OpMAThl B YIPaBICHUU

- chopMupoBaTh MPOQPECCHOHAIBHBIE HABBIKM Pa0OTHl C JOKYMEHTaMH B O(HCHBIX

pelaKTopax;

- HAYYHUTHCA UCII0Jb30BaTh NOJTYYCHHBIC 3HAHUS ITPU OPraHU3allHOHHOM IIPOCKTUPOBAHUHN

3agad 110 CO3JaHHUIO CHCTCMbI

TEXHOJIOTHYECKON HHPPACTPYKTYype OpraHU3aIuu.

AIIEKTPOHHOTO JIOKYMEHTO00OpOTa B HH(POPMALHUOHHO-

1.2 TlepeyeHb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUS MO AUCIHUILINHE,
COOTHECEHHBIX C MHIAUKATOPAMM /IOCTHKEHUSI KOMIIEeTeH UM

CHUCTEM U HaBBIKaMU
NPOEKTUPOBAHUS U
BHCAPCHHUA CUCTEM
AIIEKTPOHHOTO
JIOKyMEeHTOoO0opoTa
B OpraHu3aIu

JIOKyMEHTO000pOTa,
MIPABOBBIX aKTOB B cepe
yIpaBiieHus: THPopMaIUei u
JIOKYMEHTaIlUueH B
IIPAKTUYECKOU JeATEIbHOCTH

Komnerennuu WNupaukaTopsl KOMIETEHIUN PesynbraTsl 00y4yeHus
I1K-4 Bnaneer | [IK-4.1. IIlpumensier 3Hanue 3HaTh: COBpeMEHHbIE HH(OPMAITHOHHBIE
3HAaHUSAMU COBPEMEHHBIX CUCTEMBI, CHCTEMBI 2JIEKTPOHHOTO
COBPEMEHHBIX MH(POPMALIMOHHBIX CHCTEM, JIOKYMEHTO0000pOTa, IPaBOBOE
MH(POPMALMOHHBIX | CUCTEM 3JIEKTPOHHOTO peryiaupoBaHue cepsl yrpaBIeHUs

uHpOpMaIuel 1 TOKyMEeHTauen
YMeTh: IPUMEHATh 3HAHUE HOPMATUBHO-
npaBoBoi 0a3bl B chepe ynpaBieHUs
uHdopmaren u JoOKyMeHTaIuel B
IIPaKTUYECKOU JEeATEIBHOCTH

Bnanets: HaBbIkamMu BbIOOpa
HEOOXOMMBIX TEXHOJIOTUYCCKUMA
pEUIEHN B TPOIIECCE yIPaBICHUS
uHbopMaImen U JOKYMEHTAIMEH

[1K-4.2. [Ipumensier
METO]I0JIOTHIO
OpPraHU3aIMOHHOTO
MIPOCKTUPOBAHUS TP aHAIIU3E
CUCTEMBI
JIOKYMEHTaIlMOHHOTO
oOecrnieueHus yrnpaBiacHUs B
OpraHu3aluu

3HaTh: METOJIOJIOTMYECKHUE OCHOBBI
IIOCTPOCHUS YIIPABIECHYECKUX CUCTEM U
CHCTEM JOKYMEHTAIHOHHOTO
oOecrnieyeHust ynpaBieHuUs

VYMeTh: IPUMEHSTH pa3InvHbIe
METOA0JIOTUIECKHE TOIXO/IbI IIPH
HPOEKTUPOBAHUH CUCTEM
JOKYMCHTAIITUOHHOT' O obecrieueHus
yIIpaBICHUS

BJIaI[eTBZ HaBBIKaAMH aHaJIM3a U
OPraHU3aLUOHHOTO MTPOCKTUPOBAHHUS
CUCTEM JOKYMCHTAIMOHHOI'O
oOecrieueHns yIpaBIeHUs

I1K-4.3. YuacTByer B
NPOEKTUPOBAHUH U
BHE/IPECHUU CHCTEM
AIIEKTPOHHOTO
JOKYMEHTOO0O0pOTa B
OpraHH3aLUH

3HaTh: IpaBWJIa U METOJOJIOTUYECKHE
HOJXO/IbI K TPOEKTUPOBAHUIO CUCTEM
3JIEKTPOHHOT'O JIOKYMEHT0000pOTa
YMeTb: BHEAPATh CUCTEMBI
3JIEKTPOHHOT'O JIOKYMEHT0000pOTa
BrnaneTrs: HaBbIKaMM BBISIBICHUS
HanboJee ONTUMAIbHBIX MOKa3aTeNeH,




H€O6XO,HI/IMBIX AJId TIPOCKTUPOBAHUA U
HACTPOUKH CHCTEM 3JICKTPOHHOTO
JIOKYMEHT0000pOoTa

1.3 MecTOo TUCUMILIHHBI B CTPYKTYP€E OCHOBHOM 00pa3oBaTe/ibHOM
MPOrpamMmabl

Jucuunnuuaa  «@opMarsl  3JEKTPOHHBIX JIOKYMEHTOB B CHCTEMax JJIEKTPOHHOI'O
JIOKYMEHTOO0OpOTa» OTHOCHUTCS K YaCcTW JUCIMILIUH MO BBIOOPY, hopMHUpyeMOl ydacTHUKAMU
00pa30BaTeNbHbIX OTHOIICHUI MMOATOTOBKH CTYACHTOB IO HaIllpaBieHUIO «Jl0OKyMeHTOBeIeHNE U
apXUBOBEJICHUE.

Jlis  ocBOEHMsSI JUCUMIUIMHBI ~ HEOOXOAMMBI  3HAHMS, YMEHUS U  BIaJieHus,
c(OpMUPOBAHHBIE B XOJC H3yYCHUS CICAYIOIIMX AWCHUIIIMH M TMPOXOXKICHUS MPAKTHK:
Nudopmannonnoe npaso, MHpopmanronHsie TexHoiaoruu, MHPopMaMOHHbIE TEXHOJOTUU B
JOY, UndopmanoHHbIe TEXHOJIOTHH B aDXUBHOM JIETIE.

B pesynpTaTe OCBOCHMSI TUCHHUILIUHBI (DOPMUPYIOTCS 3HAHUS, YMEHHUS W BIIAQJICHUSI,
HEOOXOUMBIC JUIsI HM3yYeHHUs CICAYIOUIMX JUCHUIUIMH W TMPOXOXKICHUS  MPAKTHK:
NudpopManinoHHO-TOKYMEHTAIIMOHHOE  O0ECreYeHUEe YIpaBICHUS TPOEKTaMH, MPOCKTHAs
MIPAKTUKA, IPEIIAILUIOMHAS TPAKTUKA.



2 Crpykrypa IUCHHUILINHBI

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

CTpyKTypa JUCHUNJIMHBI 1JIsl 04HOH ()OPMBbI 00yUeHUsI

O0beM mUCHMIUIMHBI B ()OpME KOHTAKTHOW PabOTHI OOYYAOIIMXCS C MEJaroru4ecKuMU
paboTHHKaMU U (UJIH) JIMIIAMH, TIPUBJIEKAEMBIMHU K peau3alii 00pa30BaTeIbHON MPOrpaMMBbl Ha

WHBIX YCJIOBUSIX, IPU MPOBEACHUH YUEOHBIX 3aHATU:

Cemectp | Tun yueOHBIX 3aHATUI

Konunuecto
JacoB
2 Jlexknun 24
2 CemuHapbl/1a00paTopHbIE pabOThI 36
Bcero: 60

O0beM AUCIUIUIHHBI B (hOpME CaMOCTOITEIbHON PabOThl 00YYAIIIMXCS COCTABIsAET 48

AKaICMHUYCCKUX 4aCOB.

CTpyKTypa JUCHUNIMHBI AJI5l 04HO-3204HOI (popMBbI 00yUeHUs

O06bemM auCHUIUIMHBL B (hOpME KOHTAKTHOW PAOOTHI OOYyYarOUIuXcCs C MeJaroru4ecKuMu
paboTHUKaMU U (WIIK) TUIIAMH, TPUBIIEKAEMBIMU K pealin3aiuu 00pa3oBaTebHOM MPOrpaMMbI Ha

WHBIX YCJIOBUSIX, IPU MIPOBEACHUH YUEOHBIX 3aHATUM:

Cemectp | Tun yueOHBIX 3aHATUI

Konuuectro
4acoB
2 Jlexiuu 16
2 CemuHapsbl/1ad0paToOpHbIE pabOThI 20
Bcero: 36

O0beM AUCHUIUTHHBI B (POpME CaMOCTOSITENIbHON PaboThl 00YYAIIIMXCS COCTABIsET 72

AKaICMHUYCCKUX 4aCOB.

CTpyKTypa AUCHUNIMHBI IS 3204HOI (pOpMBbI 00yUeHUsI

O0bemM aUCIUTUIMHBL B ()OPME KOHTAKTHOW Pa0OTHI 0OYyYaromuxcs ¢ MeJaroru4ecKuMu
paboTHUKaMU ¥ (WIH) TUIIAMU, IPUBJICKAEMBIMHU K peair3aliii 00pa3oBaTEIbHON MPOrpaMMbl Ha

WHBIX YCJIOBUSIX, IPU MPOBEACHUH YUEOHBIX 3aHATUH:

Cemectp | Tun yueOHBIX 3aHATUI

KonuuectBo
JacoB
2 Jlexmum 8
2 CemuHapbl/1a00paTOpHBIE paOOTHI 16
Bcero: 24

O0beM AUCHUIUTHHBI B (POpME CaMOCTOSITENIbHON PaboThl 00YYaIIMXCS COCTaBIsAeT 84

aKaICMHUYCCKUX 4aCOB.




3 Coaep:xkanue JTUCUUILINHBI

HaumeHnoBanue pasgena
JUCUMILIHHBI

Conep:xanue

Bsenenune

IIpenmer, nenm, 3amadd, COAEpPKAHME M METOAMKA
n3yueHus Kypca « DopMarsl JJIEKTPOHHBIX JOKYMEHTOB B
CHCTEMax 3JIEKTPOHHOT'O JOKYMEHTOOO0OPOTa», €ro poJib
B IIOJI'OTOBKE 0aKajaBpoOB, CBSI3b C APYTMMHU Y4EOHBIMU
mucuurmuaaMu. Tepmunonorust B chepe UT. [onsrue
«®opMmat». HopmaTtuBHO-cIipaBo4HasA, METOAWYECKAs U
yueOHas suTeparypa. HTepHET — pecypcehl.

Pazpen 1.

HopmarusHo-IIpaBoBOE
peryaupoBaHUE UCIIOJIb30BAHUA
(hopMaToB 3MEKTPOHHBIX TOKYMEHTOB
B COJ]

MesxayHapoJHble IPAaBOBbIE aKThl. 3aKOHOJATEIbHBIE U
MOoJA3aKOHHBIC aKThbI PO. IlocTanoBieHus u
pacnopspkenust IlpaBurensctBa P®, nupektuBsl u
KoHuenuuu. HopmMaTuBHO-METOOMYECKHE TOKYMEHTHI U
CTaHJApTHI.

HopmatuBHast ngokymeHTamms 1o pabote ¢
3JIEKTPOHHBIMU JAOKyMeHTaMu: IIpaBuia 371eKTpoHHOTO
MIOKyMeHTooOOopoTa, MHCTpykiuss 1o pabore ¢
3JIEKTPOHHBIMH JJOKYMEHTaMH U.T.[.

3akoHO/aTeNbHAasE W HOPMATUBHO-IIPABOBAs
0a3a, periIaMeHTHPYIoIas NpUMEHEHNE
MH(GOPMaIIMOHHBIX TEXHOJIOT U, a  TaKxe
WCIIOJIb30BAaHUE TMPOTPAMMHOTO OOECIeUeHUs: M
CTaHJAPTOB B YIPABJIECHUN JOKYMEHTAMMU.

Paznen 2. CtannapTsl Ha popmaThl
JIEKTPOHHBIX JOKYMEHTOB

IToustue «Cranmapty. Ennnenie MpaBuIIa
(dhopMupoBaHus, XpaHEHUs Hu HCIOJIb30BAHUS
JJIEKTPOHHBIX  JTOKYMEHTOB  pa3JM4YHBIX THUIIOB U
Ha3HaueHus. [IpUHUMNBI CTaHAAPTU3AIMU  CUCTEM
DJEKTPOHHOI0 JOKYMEHTO000POTA.

Pazgen 3. Yopasnenue
9JIEKTPOHHBIMU JTOKYMEHTaMH Ha
0a3e MpOrpaMMHOTO 00ECTICUCHH,
UCIIOJIb3yEMOT0 B MH(DOPMALIMOHHON
WHPPACTPYKTYpE OPraHU3aIluU

HNudopmanmonnass uHPPACTpyKTypa OpraHU3alUU.
OcobenHoctn ee opranuzanuu. Mcropust 1 MHPOBOI
ONBIT TNPHUMEHEHUS MPOrpaMMHOrO obecredyeHus B
YIPaBIEHUH NEKTPOHHBIMH JOKYMEHTAMHU.

Paznen 4. DopMaThl 3IEKTPOHHBIX
AOKYMCHTOB, IIPUMCHSACMBIC B
yOpaBiIeHUH TOKyMEHTaMU

[Tonstne «®Popmary. XapakTepucTuka (GopMaToB
AJIEKTPOHHBIX IOKYMEHTOB.

MexmuiaTgopMeHHbIH ¢dopmar 3JIEKTPOHHBIX
nmokymeHtoB PDF.  Mexmnardopmenssiii  Gopmat
JIOJITOCPOYHOTO  APXMBHOTO XPAHEHUS 3JIEKTPOHHBIX
nokymeHnToB PDF/A.

[IpoGiieMbl  OMEpPaTHBHOTO XpaHEHHS AJIEKTPOHHBIX
nokymeHToB B COJI. IlpobiaemMbl apXUBHOTO XpaHEHUS
3NIEKTPOHHBIX JOKyMeHTOB B CO/I.

ObecrnieyeHne  LEJIOCTHOCTM M HEHM3MEHHOCTH
JJNIEKTPOHHBIX JIOKYMEHTOB, XPaHUMBIX B CHCTEMax
3NIEKTPOHHOTO JIOKYMEHT0000pOTAa. Murparst
SIIEKTPOHHBIX JTOKYMEHTOB Ha Jpyroi ¢opmar.
YTUIMTBL IS TPOCMOTpPa  JOKYMEHTOB  Pa3HBIX
¢hopmaToB B CHUCTEeMax 3JIEKTPOHHOTO
JIOKYMEHTOO00POTA.

Panen 5. IlepciekTuBbI U
HaIpaBICHUs Pa3BUTHUS XPAHEHUS
3JIEKTPOHHBIX JOKyMEeHTOB B COJ]

[TepcnekTUBBI HCHONB30BAHUSL CTAHIAPTOB XPaHEHUS
3IEKTPOHHBIX AOKYMeHTOB B Poccuiickoit denepanumu.
[IpobnemMBl  OMEPAaTHBHOTO U APXWUBHOTO XPaHCHHS
AJEKTPOHHBIX JOKYMEHTOB B CHCTEMaX JJIEKTPOHHOTO
JOKYMEHT0000poTa.  Ba)XHOCTh  CTAHIAapTOB IS




JIEMOKpPAaTHYECKOT0 TOCYJapCTBEHHOTO  YIPaBJICHUS.
HarmonanpHas nmporpammHast miatgopma.

Pa3paboTka  crpaTtermii W XOpOIIMX  IPAaKTHK,
IIPUMEHUMBIX K IIHPOKOMY CIEKTPY JJIEKTPOHHBIX
JOKYyMEHTOB TOCYJapCTBEHHOT'O W YAaCTHOTO CEKTOPOB
JUIS 00ecTiedeHHus WX JO0JITOBPEMEHHOW TOCTYITHOCTH H
AYTCHTHYHOCTH.

4 OOpa3oBaTejibHbIE TEXHOJOTUH

Jlnst mpoBeieHust yueOHBIX 3aHATUN 110 TUCIUTLTHHE UCTIONB3YIOTCS Pa3IMYHbIE 00pa30BaTeIbHbIC
TexHonoruu. J{ns opranuzanuu y4eOHOTo IMpoliecca MOXKET OBITh HUCIOJIB30BAHO SJIEKTPOHHOE
oOydeHue 1 (UJI1) AUCTAHIIMOHHBIE 00pa30BaTENbHBIEC TEXHOJIOTHH.

S OueHka JIaHUPYEMBIX Pe3yIbTATOB 00y4YeHH s

5.1 CucreMa oueHUBAHHUSA

Makc. Ko1H4ecTBO 0aJ1710B
Dopma KOHTPOJIA 3a onny Bcero
padoTty
Texynui KOHTPOJIb:
- onpoc 5 6annos 25 6annos
- BbINOJIHEHUE NPAKMUYECKUX 10 6annos 20 6annos
3a0aHull
- KoumpoavHasn paboma (pepepam) |15 b6annos 156ann06
[IpoMexyTouHas aTTecTalus 40 6annos
3auem
HToro 3a cemecTp (Oucyuniumy) 100 6annos

[Tomy4yeHHBIN COBOKYIHBIN PE3YJIbTAT KOHBEPTUPYETCS B TPAAULMOHHYIO IIKAJIy OLICHOK U B
KTy OLeHOK EBponeiickoil cucteMsl iepeHoca U HakoruieHus: kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM ¢ TaOnuIeit:

100-6annpHas TpajionHas mkaia Hlkana
IKajia ECTS
95-100 A

23 04 OTJIMYHO B

68 — 82 XOPOIIIO 3a4TECHO C

56 -67 D
50_55 YIOBJIETBOPUTEIBHO E
20-49 FX
0-19 HEYJOBJIETBOPUTEIBHO HE 3aUTEHO F




5.2 Kpwutepum BbICTaBJIeHUSI OLEHKH MO JUCUMUILINHE

Bamnel/
HlIkama ECTS

OrneHKa 110
IUCIIAIIINHE

Kputepuu onieHKH pe3ynbTaToB 00y4eHUs MO0 JUCIUILTHHE

100-83/
A, B

«OTJIHUYHO»

BricTaBisieTcst 00yJaronemycsi, €Clid OH TITyO0Ko u
MPOYHO YCBOWJI TEOPETUICCKHIA U MPAKTHUECKUH
Marepuall, MOKET MPOJIEMOHCTPUPOBATH ATO HA 3aHATHSIX U
B X0JI¢ IPOMEKYTOUHOW aTTECTAIIHH.

OOyuaroIuiicst KICYSPIBIBAOIIE U JIOTHYECKH CTPOHHO
u3jaraet yueOHbIH MaTepuall, YMEET yBI3bIBATh TCOPHUIO C
NPAKTHKOM, CIIPABIISICTCS C PEIICHUEM 3a]1a4
npoeCCHOHATLHON HANIPAaBICHHOCTH BEICOKOTO YPOBHS
CJIOXHOCTH, IMPAaBUIIBHO OGOCHOBBIBaeT IIPUHATHIC
pereHuMs.

CB00OHO OpUEHTHPYETCS B YUeOHOH U
npoQeCCUOHATBLHOM JTIUTEpaType.

OrieHKa 10 JUCHUILTUHE BBICTABISIFOTCS. 00Y4YaIOIIeMycs ¢
y4ETOM PEe3yJIbTaTOB TEKYIIEH U TIPOMEKYTOUHOU
arrecrauu.

Kommnerennuu, 3akpersi€HHbIC 3a JUCIUTUINHON,
c(OpPMHUPOBAHBI HA YPOBHE — «BBICOKHI.

82-68/

«XOpoHIo»

BeicraBisiercs oOyyaromemycs, €ciii OH 3HaeT
TEOPETUYECKUH U IPAKTUYECKUN MaTepual, FPaMOTHO U 110
CYILIECTBY M3JIaracT €ro Ha 3aHATUSAX U B XOJ€
IIPOMEKYTOYHOM aTTECTAlUH, HE I0ITyCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OO0yuaromuiics MpaBUIBHO MPUMEHSIET TEOPETHUECKUE
IIOJIO’KEHUS IIPU PEILIECHNN IPAKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMPAaBIEHHOCTH Pa3HOTO YPOBHS
CJIO)KHOCTH, BJIaIe€T HEOOXOJUMBIMHU U1 3TOTO HaBbIKAMU
U IpUEMaMHU.

JlocTaTo4HO XOPOIIO OPUEHTUPYETCS B yUeOHOH U
npodecCuOHAIBLHOM TUTEpaType.

OreHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOMEMYyCs C
Y4ETOM PE3yIbTAaTOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALINH.

Komnerenuuu, 3akpeni€éHnble 3a TUCIHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «XOPOLIMIA».

67-50/
D,E

«YOOBJICTBOPHUTCIIb
HO»

BricraBnsieTcs oOyyaronieMycsi, €Clid OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKHUI U MPAKTHUECKUI MaTepuall,
JIOITyCKAeT OTAENbHBIE OMIMOKU TPU €T0 U3JI0KESHUN Ha
3aHATHUAX U B XOJI€ TPOMEXYTOUYHOM aTTeCcTaluH.
OOyuaromuiics UCTIBITHIBAET ONPEICIEHHBIC 3aTPYAHEHUS
B IIPUMEHEHNHU TEOPETHUECKUX MOJOKEHUN IIPU peIIeHuN
MPaKTUYECKHX 3a/1a4 MPO(EeCCHOHAILHON HAPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CJI0KHOCTH, BIIAJECET
HEOOXOIMMBIMH JIJIsl 3TOTO Oa30BBIMH HABBIKAMU U
pUEMaMU.

JleMOHCTpHpYET AOCTaTOUHBIA YPOBEHB 3HAHHS yUEOHOI
JUTEPATYPHI [0 JUCLUIUIMHE.

OreHKa 10 JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOMEMYCS C
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Bamnsl/ OreHka 110
HIxama ECTS | pucuuniube

Kpurepun onieHKH pe3yinbTaToB 00yUeHHs 110 TUCIUILIMHE

y4€TOM pe3ybTaTOB TEKYIIEH 1 MPOMEKYTOYHON
aTTeCTallUU.

Komnerenuuu, 3akperiéHHble 3a JUCUUTUIHHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBINY.

49-0/ «HEYJIOBJIIETBOPUTE
F, FX JILHOY»

BrictaBisiercs oOyuaromemMycs, €Clid OH He 3HAeT Ha
0a30BOM YpOBHE TEOPETUUYECKHI U MPAKTUICCKUIN
MaTepHal, 10ImycKkaeT rpy0oble OlMOKH IpHU €ro
M3JI0KEHUU Ha 3aHATHAX U B X0J1€ IPOMEKYTOUHON
aTTECTALIUH.

OO0yuaronuiicst UCIIBITHIBAET CEPbE3HbBIE 3aTPYAHEHUS B
IIPUMEHEHNU TEOPETUUECKUX MOJIO0KEHUM NTPU PELICHUH
MPAKTUYECKUX 3a71a4 Npo(hecCHOHATbHON HallPaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CII0)KHOCTH, HE BIIaIEET
HEOOXOUMBIMHU JJI1 TOTO HAaBbIKAMU U MpUEMaMHU.
JleMoHCTpHpyeT parMeHTapHble 3HaHUS y4eOHOMH
JUTEPATYpPHI 10 JUCLHUIUIMHE.

OreHka 1o JUCHUIUIMHE BBICTABIISAIOTCS 00YYarOMEMyCs C
Y4ETOM PE3yIbTATOB TEKYIIEW U IPOMEKYTOYHOU
aTTECTALIUH.

KoMnereHuyu Ha ypoBHE «IOCTAaTOYHBIN», 3aKPETUIEHHBIE
3a IUCLUILIMHON, He CPOPMHUPOBAHBI.

5.3 OueHouyHbIe cpeacTBa (MaTEepPUAJIbI) 1Sl TEKYLIEr0 KOHTPOJIS
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTAIUN 00Y4aAIOUIUXCS 10

AUCHUITIJINHE

[TpumepHbIii IepeyeHb BOMPOCOB K 3a4eTy

1.3akoHoaTeNnbHAs 1 HOPMAaTUBHO-TIPAaBOBast 0a3a, periiaMeHTHUPYIOIIas UCTIONIb30BaHUE
Y IPUMEHEHNE CTAHAAPTOB XPAHEHUS AJIEKTPOHHBIX JOKyMEHTOB B CO/I.

2.TloHsATHS «cTaHAAPTY, «POpPMAT» FNEKTPOHHOTO JOKYMEHTA.

3.0cHOBHBIE WH(GOPMAIMOHHBIE TEXHOJOTUH, HCIOJIb3yeMble B JOKYMEHTAI[MOHHOM
oOecrieyeHnu yrpasieHus. Haznauenue, Mecto, podib.

4.IIpumepsl IpOrpaMMHBIX MPOAYKTOB JAJIsl PELICHUS 3a7a4 YIPaBiIeHUs TOKYMEHTaMU.

5.Peanuzanus TUNOBBIX 3a7ay JEJONPOM3BOJACTBA Ha IpHMEpe IMakeTa OQHUCHBIX

MIPUIIOKEHUH.

6.Mcnonp3oBanue  Qpopmaros

obecrieueHnn yrpaBicHUs.

QJICKTPOHHBIX JOKYMCHTOB B JOKYMCHTAlMOHHOM

7.CTanapThl XpaHEHMsI SJIEKTPOHHBIX T0KyMEHTOB B CO/I.

8.DopMaThl B3aUMOIEUCTBUS SJIEKTPOHHBIX IOKYMEHTOB.

9.IlepcrieKTUBBI ¥ HAIIPABICHUS PA3BUTHUSA XPAHEHHUS JIEKTPOHHBIX JOKYMEHTOB B COJ]

10.  OO630p 3akoHOAATENbHOW 0aspl, perjJaMeHTUpYIOIIeH cdepy NpUMEHEHUS
CTaH/IapTOB XPaHEHUS JIEKTPOHHBIX JOKYMeHTOB B CO/I.

11. Ananu3 HOpMaTUBHO-METOINYECKHX JIOKYMEHTOB, PErJIAMEHTHPYIOIIUX IIPOLIECCHI
BHEJIPEHUS U UCNOJIb30BaHUS CTAHJAPTOB XPAaHEHUS 2JIEKTPOHHBIX JOKyMeHTOB B CO/I.

12.  AHanu3 TepMUHOJIOTUH, UCTIONIb3yeMOH B cepe NH(OPMALIMOHHBIX TEXHOJIOTHH.

13.  AHanu3 CTaHIapTOB, UCIOJIB3YEMBIX IIPU YIIPABICHUN JOKYMEHTaMH.

14. Ananmu3 GopMaToB 3JEKTPOHHBIX JOKYMEHTOB, UCIOJIb3YEMBIX MPH YNpPaBICHUU

AOKYMCHTaMHU.
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15. O630p myOIUKaIMii 0TEeYeCTBEHHBIX aBTOPOB M0 BOPOCAM HCIIOJIb30BaHMS CTaHIapTOB
XpaHEHUs JIEKTPOHHBIX TOKyMEHTOB B CO/1.

16. O630p nmyOauKanuii 3apyOexHBIX aBTOPOB IO BOIPOCAM HCIIOJIb30BAaHUS CTaHIApTOB
XpaHEHUs IEKTPOHHBIX TOKyMEHTOB B CO/1.

17. Pemmienne THUMOBBIX 3aj7lad  JIEJONPOM3BOJCTBA CPEIACTBAMHU IaKeTa O(QUCHBIX
MIPUIIOKEHUH.

6 YueOHO-MeTOaAMYecKOe U HH(POPMAIIMOHHOE o0ecTiedyeHue JUCHUIIJINHbBI
6.1 CnuCOK MCTOYHUKOB M JIUTEPATYPbI

Hcrounuku
OcHoBHbIE

1. @enepanbublii 3akon Poccuiickoit deneparnyu ot 27 nexadps 2002 r. Ne 184-03 «O
TeXHUYECKOM peryiupoBanun» // C3 PO. - 2002. - Ne 52 . - Cr. 5140.

2. ®enepanbubiii 3akoH Poccuiickoit @enepannu ot 27 urons 2006 r. Ne 149 - @3 «O6
nH(popmanyy, HGOPMAIIMOHHBIX TEXHOJOTHSAX U 0 3amure uHpopmauum» // C3 PD. - 2006. -
Ne31(u.1). - Cr. 3448.

3. IlocranoBnenue IlpaBurenscrBa Poccuiickoit denepaunu ot 22 nexadbps 2012 r. Ne
1382 «O mnpucoenuHeHNH HHPOPMAIIMOHHBIX CHUCTEM OpraHu3aluid K HHQpacTpyKType,
oOecnieunBaronied MHPOPMAIMOHHO-TEXHOJOTUYECKOE B3aWMOJEUCTBHE HMH(POPMAIIMOHHBIX
CUCTEM, MCIOIb3YEMBIX AJI NMPEAOCTABICHMS I'OCYIAPCTBEHHBIX M MYHHMIMIIAIBHBIX YCIyT B
anexktporHou popmey // C3 PO. - 2012. - N 53 (u. 2). - Cr. 7938.

4. Pacnopspxenue [IpaBurensctBa Poccuiickoit denepanmu ot 17 nexadps 2010 roma Ne
2299-p «O mmane nepexona ¢eaepadbHbIX OPraHOB MCIOJHUTEIHHOW BIACTH M (DenepaibHBIX
OIOJKETHBIX YUYPEXIEHUH Ha MCIOJIb30BaHUE CBOOOJHOrO mporpamMMmHoro obecneuenus» // C3
P®. - 2010. - Ne52 (Y.1). - Cr. 7181.

5. [Ipukaz MunkomcBsazn Poccun ot 02.09.2011 Ne 221 «O6 VYTBepxkaeHUU
TpeboBanuii Kk UHPOPMALIMOHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHT000OpoTa (henepanbHbIX
OpPraHOB HCHOJHUTENBHOM BJIACTH, YYUTHIBAIOUIME B TOM 4YHCIE HEOOXOAMMOCTbH 00pabOTKU
uHbopMaluy, JOCTyl K KOTOpPOW orpaHuyeH» [DneKkTpoHHbI pecypc]| // Pexxum nocryna:

http://minsvyaz.ru/ru/doc/index.php?id 4=637 , cBOOOAHBIN.

6. ®denepanbublit 3aK0H OT 6 anpenist 2011 r. Ne 63-D3 «O0 >71eKTPOHHOM TTOAHCHY
// C3 P®. 2011. Ne 15. Ct. 2036; 2020. Ne 24. Cr. 3755.
7. [TocranoBnenue [lpaButensctBa Poccuiickoit ®denepaunu ot 25 nexadps 2014 r.

Ne 1494 «O06 yrtBepxkaenun IIpaBunm oOMeHa JOKyMEHTaMH B JJIEKTPOHHOM BHUAE IpH
opranusanuu HHpopmauoHHoro B3aumozectaus» // C3 P®. 2015. Ne 1. Ct. 284; 2018. Ne 49.
Cr. 7600.

8. Vka3 IIpesunenta Poccuiickoit @eneparuu ot 9 mast 2017 r. Ne 203 «O Crparteruun
pa3BuTHsa HHPOpMaLMOHHOro obuiectBa B Poccuiickoit denepaumu Ha 2017-2030 roas» // C3
P®. 2017. Ne 20. Cr. 2901.

JlonoaHUTENbHbIE

9.TOCT P 13008-2015 «1ndopmanus u noxkymenrauus. [Ipouecchl KOHBEpcUH H
MUTPALUU 3JIEKTPOHHBIX JOKyMEHTOB» - M.: Ctanmaptundopm, 2016.

10. Otuer o HUP «CpaBHutenpHbli aHamm3 (opmaToB (aiijioB 3IEKTPOHHBIX
JIOKYMEHTOB MOCTOSIHHOTO (JI0OJITOBPEMEHHOI'0) XpaHeHUs» [DyeKTpoHHBIN pecypc] // Mockaa.
PITYVY. 2013 Pexum gocryna: http://archives.ru/documents/methodics.shtml

Jluteparypa


http://minsvyaz.ru/ru/doc/index.php?id_4=637
http://archives.ru/documents/methodics.shtml
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OcHoBHas

1. I'Bo3neBa, B. A. ba3oBble u npukiaanble HHQOPMAIMOHHBIE TEXHOJNOIMH: y4eOHUK / B.A.
I'Bo3neBa. — MockBa: DOPYM: UH®PA-M, 2023. — 383 ¢. — (Bsiciiee o6pa3OBaHHe) - ISBN
978-5-8199-0885-3. - Tekcr: JIEKTPOHHBIN. URL:
https://znanium.com/catalog/product/1893910. — Pexxum mocTymna: mo moArmmcke.

2. Kabamos C. 0. DnexTpoHHOE NPaBUTENbCTBO. DNEKTPOHHBINH JOKYMEHT0000poT. TepMuHsb! u
omnpeneneHus: YuebHoe nocobdue. - 1. - Mocksa: OOO «Hayuno-uznarensckuii nentp MHOPA-
Mpy, 2017. 320 c. ISBN 9785160068350.
http://znanium.com/go.php?id=809828

3. YepnukoB b. B. Mupopmanimonusie TeXHOJIOTUH yrnpaBiaeHus: yueOHuk / b.B. UepHukos. 2-e
u3f., nepepad. u pom. M.: U] « ©DOPYM»: UHD®PA-M, 2018. 368 c. (Bricuiee obpazoBanue:

bakanaspuar). http://znanium.com/bookread2.php?book=954481

JOITIOJITHUTCIIbHAsA

1. Jlapun M.B. DnexTpoHHbIE TOKYMEHTHI B ymnpasieHuu: Hayd.-meton. mocoOue. 2-e
u3n., nom. / M.B. Jlapun, O.U. PeickoB. M.: BHUMJIA I, 2008. - 208 c.

1. SAranoBa A.A. OTKpbITBIE CTaHAApPThl U OTKPBITbIE (HOPMATHI 3IIEKTPOHHBIX
nokymeHToB // JlenonpousBoacto. 2009. Ne 4. C. 23 — 28.

2. SAranoBa A.A. @opMaThl NEKTPOHHBIX IOKYMEHTOB, UCIOJIb3yEMbIE B YIIPABICHUU
nokymenranueit // lenonpoussonactso. 2009. Ne 3. C. 27 — 31.

3.  SranoBa A.A. CBoboaHOe mporpaMMHOE OOecriedyeHHe U OTKpPbIThie (hOpMaThl B
Poccun // Jenonpoussoactso. 2010. Ne 1. C. 29 — 33.

4. SranoBa A.A. OTKpBITbIE CTaHAAPTHI U JIEKTPOHHbIE JOKYMEHThI B Poccuiickoii

@denepaiu Ha CcoBpeMeHHOM »dTane // Tpynabl TpeTbel MEXIyHapoaAHOW KOoH(epeHIUn
«CranpapTuzanusi UHQOPMALIMOHHBIX TEXHOJOTUI U uHTEeponepadbenbHocTh - SITOP’2009%. 27
okTts10pst 2009 ., Mockaa. C. 137 — 140.

5. SAranoBa A.A. OtkpbiThle HH(OPMALIMOHHBIE TEXHOJOTUM B YIPaBICHUU
JIEKTPOHHBIMU ~ JTOKyMeHTamMu //  Tpynasl 4deTBepToil  BCEpPOCCHHCKON  KOH(eEepeHIH
«CrannapTuzanus HTHQOPMAIIMOHHBIX TEXHOJIOTUN U UHTeporepadeabHocTh Sitop 2010». — M.:
Axanemust uHbopMaimonnbeix cuctem. C. 38-41.

6.  SranoBa A.A. DIeKTpOHHbIE JOKYMEHTbl U OTKpBITbIE CTaHJapThl B
roCyJJapCTBEHHOM ympaBiieHuH // JlokyMeHTalus B HH(OPMAlMOHHOM OO0IIeCTBE. DIEKTPOHHOE
IPAaBUTEILCTBO: YIIpaBieHne AoKkyMeHTamu: Jloknaasl U cooduenus Ha XVI MexayHapoaHoi
Hay4YHO-TIpakTHYecKoi KoHpepeHunu 26-27 nostops 2009 r. / Pocapxus. BHUNJA. - M., 2010.
C. 148 - 151.

6.2 Ilepedyennb pecypcoB HHGPOPMANMOHHO-TEJTEKOMMYHHUKAIIMOHHOM CEeTH

«AHTEepHeT»
ArentctBo CNews Analytics; Dnextpos. gan. M. Xonnuar PBK. Pexum nocryna:
http://www.cnews.ru
www.ecm-journal.ru/

6.3 IlpodeccnonanbHble 0a3bl JAHHBIX M HHPOPMALMOHHO-CIIPABOYHbIE
CHCTEMBI

Hoctyn k npodeccuoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases

WNHudopmanronHblie cipaBOYHbIE CUCTEMBI:
1. KoucynbranT Ilnroc
2. Tapanr


http://znanium.com/catalog.php?item=author&code=35054
http://znanium.com/bookread2.php?book=954481
https://liber.rsuh.ru/ru/bases
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z MaTepI/laJIl)HO-TeXHI/I‘IeCKOC o0ecreueHue AUCHUIIIMHbI

I[J'ISI obecrneucHUs AUCHUIUINHBI UCIIOJIB3YCTCA MAaTCPHUAJIbHO-TCXHUYICCKAA 0aza
O6p330BaTeHBHOFO YUPCIKACHUA: y‘-IC6HBIC ayJJuToOpuu, OCHAIIIEHHBIE ILOCKOP'I, a TaKXKcC
KOMITBIOTCPOM U IIPOCKTOPOM IJId JE€MOHCTPAILUU y‘le6HLIX MaTCpuajoB.

CocTtaB mpOrpaMMHOTO 00ECTICUCHUS:
Windows
Microsoft Office

8 OoecneueHue 00pa3oBaTeILHOIO MPOLECCA IS JIUI C OTPAHUYCHHBIMU

BO3MOKHOCTIAMU 3)IOPOBLSI U UHBAJIUI0B
B xoxe peanuzanuu TUCIUATIIIMHBI KCTIOIB3YIOTCS CIIEIYIONTNE JOTIOTHUTEIbHBIC
METOJIbI OOYyYEeHHMsI, TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH W TPOMEXKYTOUYHOW aTTECTAINH
00ydJaronuxcs B 3aBUCUMOCTH OT WX HHIUBHAYATbHBIX OCOOCHHOCTEH:

® 71 CIeNbIX U cIa0oBUIALIMX:

- JIeKUMU O(OPMIISIOTCS B BHUAE 3JIEKTPOHHOTO JIOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEPA CO CHEMATN3UPOBAHHBIM ITPOrPaMMHBIM 00€CIICUEHUEM;

- IIMCbMEHHBIE 33aJaHHS BBINOJHSIOTCS HA KOMIIBIOTEPE CO CIEHUAIN3UPOBAHHBIM
IPOrpaMMHBIM 00€CIIEYeHUEM, UJIU MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTCsl MHAMBUyallbHOE paBHOMEpHOE ocBenieHne He meHee 300 ItoKc;

- JUIs BBIIOJHEHMSA 3aJaHusl NP HEOOXOJUMOCTH IPEAOCTABISACTCA YBEINYHMBAIOLICE
YCTPOHCTBO; BO3MOXHO TAK)K€ MCIIOJIb30BaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- IUCbMEHHBIE 3aJJaHUs O(POPMIISIOTCS YBEIIMYEHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOJATCS B YCTHOM (pOpMe MIIM BBIMIOJIHSAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

® IS TIIyXUX U CIA0OCIIbIIIAIINX:

- JeKuMH O(OPMIISIIOTCA B BHJE 3JEKTPOHHOIO JOKYMEHTa, MO0 MpPeJoCTaBIAETCs
3BYKOYCWJIMBAIOLIAsl anmapaTypa WHAUBUIYaTbHOTO MOJIb30BaHMS;

- IUCbMEHHBIE 33JJaHUs BBINOJIHAIOTCS Ha KOMIIBIOTEPE B MUCBbMEHHOU (hopMe;

- 3K3aMEH M 3a4€T MPOBOAATCS B MUCbMEHHOM (hopMe Ha KOMITbIOTEPE; BO3MOXKHO IIPOBE/ICHUE
B (hopme TecTupoBaHuUs.

® I UL ¢ HAPYIICHUSMHU OIIOPHO-ABUIaTeIbHOIO anmnapara:

- JIeKUMU O(OPMIISAIOTCS B BHUAE 3JIEKTPOHHOIO JIOKYMEHTA, JOCTYIHOIO C IIOMOIIbIO
KOMITBIOTEpA CO CIEIMATM3UPOBAHHBIM ITPOrPAMMHBIM 00eCIICUeHUEM;

- TUCbMEHHbIC 3a/JlaHHs BBINOJHSIOTCS Ha KOMIIBIOTEpE CO CIEHUAIM3UPOBAHHBIM
MPOrpaMMHBIM 00€CTICUeHUEM;

- 3K3aMeH U 3a4€T MPOBOJATCS B YCTHOM (pOpMe MM BBIMOIHSIIOTCS B MUCbMEHHOU (hopme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOAMMOCTH IIPETyCMATPUBAETCS YBETMUEHHE BPEMEHU IS TOATOTOBKH OTBETA.

[Iponienypa  mpoBeAeHHST  NMPOMEXKYTOYHOM  aTTecTallid Ui OOydYaromuxcs
yCTaHaBIMBAaETCA € Y4YETOM HUX UHAMBUAYAIbHBIX IMCUXO(PHU3NYECKUX OCOOEHHOCTEH.
[IpomerxxyTouHas aTTecTanysi MOXKET IPOBOAUTHCS B HECKOJIBKO 3TaIlOB.

[Ipu mpoBeneHNH NpoUeaypbl OLEHUBAHUS Pe3yJbTaTOB OOyYeHHUsl MpeaycMaTpUBaeTCs
UCITIOJIb30BaHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBS3M C HWHIMBUAYAIbHBIMU
0COOEHHOCTSIMU 00YyYarOIIMXCs. DTH CPEJICTBA MOTYT OBbITh ITPEIOCTABIIEHBl YHUBEPCUTETOM, WU
MOTYT MCIIOJIb30BaThCsl COOCTBEHHbIE TEXHUYECKHUE CPECTBA.
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[IpoBenenne mpouenypsl OLIGHUBaHHMS  pe3yJbTaTOB  OOy4YeHHs JOMYCKAeTCs C
WCIIOJIb30BaHNUEM JAMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHA.

ObecneunBaeTcst AOCTYN K MH(POPMAIMOHHBIM M OuOIMorpaduyeckuM pecypcaMm B CETH
WnTtepner nns kaxgoro oOyuwaromierocsi B ¢GopMax, aJalnTUPOBAHHBIX K OTPAaHUYEHUSM HX
3JI0pOBbSI U BOCIIPUATHUS MHPOPMALIUH:

® IS CIIETBIX M CJIa0O0OBHOSMIINX:

- B Ile4aTHOU (opMe yBEIMYECHHBIM HIPUPTOM;
- B opMe 3IEKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.

® IS TIyXHUX U CIa0OCTBIIIAIINX

- B le4aTHoi popme;

- B opMe 3JIEKTPOHHOTO TOKYMEHTA.

® 17151 00YyYaOLIMXCS C HApYIIEHUSIMH OTIOPHO-BUTATEJILHOTO anmapara:
- B IeyaTHou popme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;

- B popme ayaunodaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSATENbHOM paboThl, HAy4YHAas
O0uOIMOTEeKa W MHBbIE NMOMELIEHUS Js1 00y4YeHHUs] OCHAIIEHbl CHELMAIbHBIM 000pYJOBAaHUEM U
y4eOHBIMH MECTAMHU C TEXHUYECKHMHU CPEICTBAMU O0YUCHUS:

® Ui CJenbIX U CI1a00BUASIINX:

- YCTPOMCTBOM J1Jisl CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;

- nuctuieeM bpaiing PAC Mate 20;

- npunTepoM bpaiuis EmBraille ViewPlus;

® IS TIyXHUX U CIa0OCBIIIAIINX

- aBTOMAaTM3MPOBAHHBIM paboOuyMM MECTOM s JII0JIed C HapyleHHeM ciyxa H
¢J1a00CIIBIIIAIINX;

- aKyCTMUYECKHH YCUIIUTENb U KOJIOHKH;

® Ui 00y4aroIIKXCs C HapYLIEHUSIMH OIOPHO-/IBUTaTEILHOTO armnapara:
- IePEeIBMKHBIMHU, PErYIMPYEMBbIMU 3proHoMudeckuMu napramu CH-1;
- KOMITBIOTEPHOM TEXHUKOM CO CTIelnaibHbIM IPOrPaMMHBIM 00€CIIEYEHHEM.

9 MeToauvecKkue MaTepHaJIbI

9.1 IlnaHbl NPAKTUYECKUX 3AHATHIL.

Tema 1 HopmamusHo-npagogoe pecynupoanue UCHONb308AHUL (OPMAMOE NIeKMPOHHbIX
ooxymenmos ¢ COJ]

Lenv 3anamus: N3y9uTh TpeOOBaHUS K hopMaTaM TOKYMEHTOB, COJEPIKAIINXCS B HOPMATHBHBIX-
npaBoBbIX akTax Poccuiickoit denepauu

Dopma nposedenusi — TUCKYCCUS

Bonpocwl 0n1 06cysrcoenus:

1. TpeboBanus xk hopmaTam nepenadn JOKyMEHTOB B CUCTEMAaX MEKBEIOMCTBEHHOTO
ANEKTPOHHOTO JJOKYMEHTO000pOTA.

2. TpeGoBaHus K popMaTaM XpaHEHUS JOKYMEHTOB.

3. TpeOoBaHMs K KOHBEPTUPOBAHUIO TOKYMEHTOB U3 hopMata B popMmar.

Tema 2 Cmanoapmol Ha (hopmamol 371eKMPOHHBIX OOKYMEHMO8
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Llenv 3amamusa: WCCIAENOBATh MEXaHU3M HCIIONB30BaHHUS (HOPMATOB AIIEKTPOHHBIX
JIOKYMEHTOB B OIlEpaTUBHOM paboTe
Dopma nposedenus — NUCKYCCHs
Bonpocut ons obcyscoenus:
1. OTKpBITHIE U TpOTIpHETapHbIe (HOPMATHI HNEKTPOHHBIX JOKYMEHTOB.
2. Pons UCO B pazpaboTke OTKPBITHIX POPMATOB ANEKTPOHHBIX IOKYMEHTOB.
3. IlepcnieKTHBBI pa3BUTHUS CTaHAAPTH3ALMN Ha (HOPMATHI DJIEKTPOHHBIX JOKYMEHTOB.

Tema 3 VYnpaenenue s1ekmpoHHbIMU OOKYMeHmMamMu Ha 06aze npocpamMmHo20 obecneyeHus,
UCNONIBb3YEMO20 8 UHPOPMAYUOHHOU UHDPACMPYKMYPe OpeaHU3ayuU

Llenv 3amamus: WCCIEAOBATh MEXAaHMU3M HCIIONB30BaHUA (HOPMATOB  SIEKTPOHHBIX

JIOKYMEHTOB B OIlEpaTUBHOM paboTe
@opma nposederus — IeI0Bas UTPa
Bonpocul ons obcyscoenus:

1. Pa3zpaboTka IOKanbHBIX HOPMATUBHBIX akToB: I[lpaBuna, Wuctpykumu, TpeGoBanus
OpTaHH3AIIH, TPEAIPUATHS H.T. /1., PETIAMEHTHPYIOIINX OTIEPaTUBHOE UCTIOIh30BaHUE (HOPMATOB
ANEKTPOHHBIX IOKYMEHTOB.

2. Pemenne BompocoB BbIOOpa (opmaTa OMEPATUBHOTO XPAHEHHUS OAJIECKTPOHHBIX
JIOKYMEHTOB.

3. Pemenue BompocoB BeIOOpa (hopMaTa JUTHTEITBHOTO XPaHEHUS JIEKTPOHHBIX TOKYMEHTOB.

Koumponvnvie sonpocawi:

1. CocraBbre IlpaBmia, periamMeHTHUPYIOIIME ONEPATUBHOE WCIOJIb30BaHWE (POPMATOB
ANEKTPOHHBIX IOKYMEHTOB B OpTaHHU3AI[1H.

2. CocrtaBbre MHCTPYKINH, periaMeHTHUPYIOIIHE ONEPaTUBHOE HCIIONb30BaHHE (OPMATOB
ANEKTPOHHBIX IOKYMEHTOB B OpTaHHU3aI[1H.

3. CocraBere TpeboBaHUs, PErIaMEHTUPYIONIUE ONEPATHBHOE HCIIOJIb30BaHHWE (OPMATOB
ANEKTPOHHBIX IOKYMEHTOB B OpTaHHU3AI[HH.

4. Tlepeuncnure (opMarhl ONEPATUBHOTO XPAHCHUS DIIEKTPOHHBIX  JOKYMEHTOB.
OxapakTepu3yure ux.

[Tepeuncnure ¢opMaTel IUTEILHOTO (APXUBHOTO) XPAHEHHS JJICKTPOHHBIX JIOKYMEHTOB.
OxapakTepu3yure ux.

Tema 4 Dopmamvl 21eKMPOHHBIX OOKYMEHO8, NPUMEHseMble 8 YNPAaGieHUU OOKYMEHMAMU.

Llenv 3auamus: yMeTh TIOATOTOBUTH JOKYMEHTHI B Pa3HBIX O(QHUCHBIX MPHIOKCHHUAX H
NpOBECTH aHaimu3 (opMaToB DSIEKTPOHHBIX JTOKYMEHTOB, WCIIOJIb3YyeMbIX B paboTe ¢
yIpaBieH4YeCKON JOKyMeHTaluen npu padore B CO/I.
@Dopma npogedenus — eNOBas Urpa
Bonpocwt onsa ob6cycoenus:
Coznanue (ailnoB TEKCTOBBIX JOKYMEHTOB. CoXpaHEeHHE UX B pa3HOOOPa3HBIX opMmaTax.
Co3nanue ¢aiinoB 1eKTpoHHBIX Tabmui. CoxpaHeHue UxX B pa3Ho0Opa3HbIX (hopMaTax.
Coznanue Qaitnos rpadudecknx nzodpaxenuii. CoxpaneHue ux B pa3sHO0Opa3HbIX (hopMaTax.
CpaBHEHHE XapaKTEPUCTUK DJIEKTPOHHBIX JOKYMEHTOB, COXPaHEHHBIX B Pa3HBIX (opMarax.
Okcnopt nokymenTa B oopmat PDF u wiki.
Koumponvnvie onpocwi:
B kakux ¢Qopmarax 5SIEKTPOHHBIX JOKYMEHTOB BO3MOXHO COXPAaHEHHE OpraHHU3aIlOHHO-
IPaBOBOM, paCIOPSIIUTENLHON HWH(POPMAIIMOHHO-CIIPABOYHOMN TOKYMEHTALUH?
Kakwue nporpamMmbl BXOIST B COCTaB MakeTa O(UCHBIX MPUTIOKEHUI?
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Kaxue 3amaun ynpaBieHUs 3JE€KTPOHHBIMHM JTOKYMEHTAMHM MOYKHO PELIMTh C IOMOIIbIO NAKeTa
O(QUCHBIX MPUITOKEHUI?

9.2 MeTtoanuyeckne peKOMEHAANMH M0 MOAT0TOBKE MUCbMEHHBIX padoT

Pexomenmarmu no noaroToBke U oopmMieHUIO pedepara

[ToaroroBka pedepara MO3BOISET 3aKPEMUTh TEOPETHUUECKHE 3HAHUS MO AUCUUIUIMHE,
IpUOOPECTH HAaBBIKU CAMOCTOSITEILHOTO YIiayOJEHHOrO M3yuyeHUs OJHOIO M3 paslieloB Kypca.
[Ipu moaroroBke pedepaTta CTYyAEHTHI MOTYYAIOT HABBIKK U YMEHUE padOTaTh ¢ HICTOYHUKAMH U
JUTEPATypO, aHATU3UPOBAaTh (AKTHl W JIAHHBIC CICIHAILHOW JIMTEPATyphl, W3Jarath
MPOYUTAHHOE COBPEMEHHBIM MPOGECCHOHATIBLHBIM S3BIKOM.

Pedepar momkeH ObITH OPOPMIICH B COOTBETCTBHH C TPEOOBAHUSMU, TIPEIBSIBISICMBIMHU K
MOJIFOTOBKE U O(POPMIIEHHUIO HAYUHBIX PadOT.

Pedepar Brirouaert:

- TUTYJIbHBIH JTUCT;

- OIJIABJICHHUE;

- BBE/ICHUE;

- OCHOBHYIO 4acTb (TEMaTHUUECKHUE Pa3Eeiibl);

- 3aKJIIOYCHHE;

- CIIHCOK UCTIOJB30BAaHHBIX HICTOYHHKOB U JIUTEPATYPHI.

O6bem pedepara - 15-20 cTpanwui Tekcta (mpu Habope vepe3 1,5 uHTEpBaia U pa3mepe
mpudra 13-14). Pedbepar nuimercst Ha OHON CTOPOHE CTAHIAPTHOTO JIHcTa OymMaru gpopmara A4
(210x197mm).

Crpanunpl pedepata HymMepyroTcs apadckuMu IHdpamMu Ha BEpXHEM IIOJIE JIMCTa, Oe3
KaBbIYeK, Ne(UCOB U IPYTUX 3HAKOB MPENUHAHUA. TUTYIBHBIN JUCT U OTJIaBJICHHE HE HYMEPYIOT,
HO BKJIFOYAIOT B 001IMi 00heM pedepara.

HayuHno-cnpaBounslii anmapat pedepaTa BKIIOYAET CIIUCOK UCTOYHUKOB U JIUTEPATYPHI U
MOJICTPOYHBIE CHOCKHU. [10JICTpOYHBIE CHOCKM HCTOJB3YIOTCS BO BCEX CIy4asX IUTUPOBAHHS B
TekcTe pedepaTa MPaBOBBIX aKTOB, TOKYMEHTOB, MPOU3BEICHUI aBTOPOB MOHOTrpaduii, cTaTei,
y4eOHUKOB, yUECOHBIX TTOCOOUIA, 8 TAKIKE IPH IUTUPOBAHUH CTAHJAPTHBIX OTPEICIICHUN TEPMHUHOB
u noHsATHi. Bece nmpuBoaumMeie B pedepate daktbl, udphl, 1aThl, KOHKPETHBIE JAHHBIC TaKKe
JIOJKHBI OBITH TIOTBEPKIACHBI TIOJICTPOYHBIMU CHOCKAMH.

CHOCKHM HYMEpYIOT B Ipe/iesiaX OJHOM cTpaHUIlbl apaOCKUMU U paMu, TEKCT CHOCKH
Pa3MEILAroT MO ITOCJIEIHENH CTPOKOM TEKCTa.

[TpumepHas Tematuka pedeparoB

1. OG630p 3akoHOJATENBHOM 0a3bl, periIaMeHTHPYIOLIEH chepy NpUMeHEeHHs CTaHJaPTOB
XpaHEHHUsI JICKTPOHHBIX T0KYyMeHTOB B CO/I.

2. AHanu3 HOPMAaTHUBHO-METOJWYECKHX JOKYMEHTOB, PETJIAMEHTHPYIOLIMX MHPOIECCHI
BHE/IPEHUS U UCIOIb30BaHUS CTAHIAPTOB XPAaHEHUS 3JIEKTPOHHBIX JOKyMeHTOB B CO/I.

3. AHanu3 TEpMUHOJIOTHH, UCTIOJIb3YeMOH B cpepe nH(OPMAIIMOHHBIX TEXHOJIOTHIA.

4. Amnanu3 cTaHIapTOB, UCIIOJIBb3YEMbIX MTPH YIPABIECHUU TOKYMEHTAMH.

5. Amnamu3 ¢$opmMaToB 3IEKTPOHHBIX JOKYMEHTOB, HCHOJB3YEMBIX INpPH YIpPaBICHUU
JIOKYMEHTaMHU.

6. O0630p mnyOnMKanuMii OTEYECTBEHHBIX AaBTOPOB IO BOMPOCAM HCIOJIb30BAHUS
CTaHJIapTOB XPaHEHHMS JIEKTPOHHBIX TOKYyMeHTOB B CO/I.

7. O0630p mybnuKaiuii 3apy0eKHBIX aBTOPOB 10 BOIPOCAM HCIIOIH30BAHUS CTAHIAPTOB
XpaHEHHUsI JIEKTPOHHBIX TOKYyMeHTOB B CO/I.

8. PerieHre THIMOBBIX 3a/1a4 JEJIONPOU3BOICTBA CPEACTBAMU MaKeTa O(PUCHBIX
MIPUIIOKEHUH.
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9. 3naueHue Gopmara J0OKyMEHTa Ui JOJITOBPEMEHHOTO XPaHEHHS.
10. ®opmatsl 3JIEKTPOHHBIX JOKYMEHTOB B CUCTEMAX 3JIEKTPOHHOTO IOKYyMEHTOO00pOTa.
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Ipuaoxkenue 1

Annomayus oucyuniaunvl (Mooyns)

Huctumuinaa  «DopMaTel  IJIEKTPOHHBIX ~ JIOKYMEHTOB B CHUCTEMaxX  AJICKTPOHHOTO
JOKYMEHTO00O0pOTa» peanu3yercs Ha ¢haxyibmeme apXWBOBEIEHUS U JOKYMEHTOBEICHUS
Kagheopoii Aesmomamuzuposannuvlx cucmem /JOY.

enp quCHUIUIMHBL: TIOATOTOBUTH BBIITYCKHHUKA, YMEIOIIETO OPraHU30BaTh yIIPaBICHUE
JIEKTPOHHBIMH JIOKYMEHTaMHU B CHCTEMax 3JIEKTPOHHOTO IOKYMEHTO000poTa.

3agaun:

- M3Y4YUTb TEOPHUIO0 U NPAKTUKY MPUMEHEHUS CTaHIApTOB M (OPMATOB B YIPaBICHUU
JOKyMEHTAMEH;

- chopmupoBaTh NpodecCHOHATbHBIE HABBIKM PabOThl C JOKYMEHTaMH B O(UCHBIX
penakropax;

- HAyYUTHCS UCIIOJIB30BATh IIOJyUYEHHBIE 3HAHUS IIPU OPraHU3alMOHHOM IIPOEKTUPOBAaHUU
3alad [0 CO3/IaHUI0 CHCTEMbI JJIEKTPOHHOI'O JIOKyMEHTOO00OpoTa B HMH(POPMAIMOHHO-
TEXHOJIOTUYECKON HHPPACTPYKTYpe OpraHU3alnu.

JlvcuuiuinHa HarpasieHa Ha (OPMHUPOBAHUE CIETYIOIUX KOMIIETEHIIMN:
[IK-4 Brnageer 3HaHUSIMH COBPEMEHHBIX HH(POPMAIMOHHBIX CHCTEM M HaBbIKAMU
HNPOEKTUPOBAHUS M BHEJPEHUS CUCTEM JIEKTPOHHOIO JOKYMEHTO000pOTa B OpraHu3aIiuu

3uamo:

cospemenHbie uHgopmayuoruvle cucmemol, cucmemvl 971eKMPOHHO20
00KyMeHmoobopoma, npasosoe pecyruposanue cghepvl  ynpasneHus. uHgopmayuei u
O0oKymenmayueti

Memooonocuyeckue OCHOBbl NOCMPOEHUs  YNPAGIEHYeCKUX CUCmeM U  CUCmeM
OOKYMEeHMAayuoHH020 obecneyeHus ynpaeieHus

Apasuna u MemooosocudecKue noo0Xo0bl K NPOEKMUPOBAHUIO CUCIEM IeKMPOHHOZO
00KyMenmoobopoma

Ymemy:

NpUMEHAMb 3HAHUEe HOPMAMUBHO-NPABO8OU 0a3vl 8 cqhepe ynpasieHus ungopmayuei u
0oKyMeHmayuel 8 NpaKkmu4eckou 0esimeabHoCmu

NPUMEHAMb pa3IuyHble Memoooo2uyeckue nooxoobl HpU NPOEKMUPOBAHUU CUCHEM
OOKYMEHMAYUOHHO20 0Decneyenus YNpasieHus.

8HeOPAMb CUCEMbL INEKMPOHHO20 OOKYMEHMOo0bopoma

Braoemy:

HasblKamu 6blOOpa HeoOX0OUMBIX MEXHONO0SUYeCKUll peulenuti 8 npoyecce ynpasieHus
ungopmayueil u doxymenmayueu

HABLIKAMU AHATU3A U OPSAHUSAYUOHHO20 NPOEKMUPOBAHUS CUCTNEM OOKYMEHMAYUOHHO20
obecneueHus ynpaenieHus

HaBbIKaMu 6bldGleHus Haubolee ONMUMANLHLIX NOKazamesel, HeoOX00uUMblX OJisl
NPOEKMUPOBAHUS U HACMPOUKU CUCEM DNEKMPOHHO20 OOKYMEHMo060poma

ITo aucumIuMHE MpeayCcMOTPeHA IIPOMEKYTOUHAs aTTeCTalus B hopMe 3auema.

OO6miast TpyJ0€MKOCTh OCBOCHHSI TUCIIMIUIMHBI COCTABIISIET 3 3a4€THBIX €IUHUII.
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