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1. [losicHuTEILHAA 3aNIMCKA

1.1. Lens 1 3a0a491 TUCIUTIITUHBI
Henp aucuuminHel - (GOpMHUPOBAHKUE Y 00YYAIOIIUXCS 3HAHUN U yMEHHM, HEOOXOIUMBIX
JUTSE Pa3palbOTKH, IKCIUTyaTalldd W COMPOBOXKICHUS HH(DOPMAIMOHHBIX CHCTEM YIIPABIICHUS

JIOKYMEHTOO0OPOTOM,

rpaMOTHOI0 MPUMCHCHUA aBTOMATHU3UPOBAHHBIX I/IH(l)OpMaI_II/IOHHBIX

TEXHOJIOTUH JJISL obecnieueHus pEeICHUA NPUKIIAJHBIX 3a1a4.
3amauu TUCIUTUIUHBIL:
- ToyiyueHHe Oa30BBIX 3HAHWW B O00JIACTH aBTOMAaTH3allMU JIOKyMEHTOO0OpOTa C
UCTIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;
- (¢opMupoBaHHEe YMEHUH B 00JIacTH pPa3pabOTKH, BHEAPEHUS W OSKCIUTyaTaluu
UH(POPMAIMOHHBIX CHCTEM 3JICKTPOHHOTO JJOKYMEHTOO00POTA,
- IPHOOPETEHNE MPAKTHUECKUX HABBIKOB Pa0OTHI C aBTOMATU3UPOBAHHBIMU CHCTEMAMU
JOKYMEHTO000pOTA.

1.2. ®opmMupyemble KOMIETEHLUH, COOTHECEHHBIE C TUIAHUPYEMBIMU pe3ysibTaTaMU OO0y4YeHHUs

10 AUCLIUIIIINHE

Komnerenuus
(xom m
HaMMEHOBAHMUE)

NunukaTtopsl KOMIETEHIIUM
(kKo 1 HAaMMEHOBAHUE)

Pe3ynbraTer 00ydeHus

IIK-6 Cnocoben
HacTpauBaTh,
9KCITyaTHPOBATh U
COIIPOBOX/ATh
nH(pOpPMaIOHHBIE
CHCTEMBI u
CEpPBUCHI

I1K-6.1.
3HaeT METOMBI HACTPOWKH, TOPSIOK
U MEPOIPHUATHUS TI0 IKCIUTyaTallud U

3HATh: OCHOBHBIC BH/IbI HH(POPMAIIHOHHBIX
CHCTEM DJIEKTPOHHOTO JOKYMEHTO0000pOoTa
" CCPBUCOB B HUX,

COTIPOBOX/ICHUI0 WH(POPMAIIMOHHBIX | METOJbI HACTPOMKH, MOPSIOK u

CHCTEM U CEpBHCOB. MEpONPHUATHS 1O  OKCIDTyaTalk |
COTIPOBOXKJIEHUIO CHCTEM 3JIEKTPOHHOTO
JOKYMEHT0000poTa

[1K-6.2.
YMeeT OpraHu30BbIBaTH HACTPOUKY,

YMeTh: HacTpauBaTh, IKCILIyaTHPOBaTh U
COTIPOBOXKIATh HHPOPMAITMOHHBIE CUCTEMBI

OKCIUTyaTallii0 M  COIPOBOXKICHHUE | DJIEKTPOHHOTO JMIOKyMEHTO000pOoTa u
NC u cepBucoB CEPBUCHI B HUX.

I1K-6.3. Brnaners: HaBBIKAMU HaCTPOUKH,
Brmageer HaBBRIKaMHM ~ YNPaBICHUS | SKCILTyaTalNH u COTIPOBOXKICHUS

koHpurypanueii UC u cepBucoB B
mpolecce 3KCIUTyaTaluy, PEeLeHus
mpobiieM W KOHCYJBTHPOBAHHA
nosp3oBateneit IC u cepBrcoB

I/IH(I)OpMaLII/IOHHBIX CUCTCM DJICKTPOHHOI'O
ILOKYMGHTOO60pOTa " CCPBUCOB B HUX.

IK-7.1. 3HaTh: OCHOBBI pa3paboTKH
3HaeT METOAOJNIOTHIO pa3palboTKu | MH(QOPMAIMOHHOTO  OOecreyeHus s
K7 Crocober WHPOPMAIIIOHHOTO  O0ECIeueH s, | peIlIeHHs 3a1a4 aBTOMAaTH3ALIUU
MPOCKTUPOBAHHUS, CO3MaHMs U | DIEKTPOHHOIO JOKYMEHTOO0O0POTA.
OCYIIECTBIISTH
A3pA6OTK ;| TIOLIEPKKH 0a3 TaHHBIX.
E CILI;HI/IG Y 64301 I1K-7.2. YMeTh:  OCYIIECTBIATH  BeneHHe  0a3
AHHBIX " YMeer ocymecTBIsATh pa3paboTKy M | JaHHBIX M MOAJEPKKY HH(POPMALUOHHOTO
S BeZeHHe 0a3 JaHHBIX B 3aBUCHUMOCTH | o0ecliedeHust Uil pelleHus  3amady
PIKKY OT KOHKPETHOTO Ha3HAYCHMUS. aBTOMAaTHU3aIlUU AIEKTPOHHOTO
WH(POPMALUOHHOTO
JIOKYMEHT0000pOTa.
obecrnieueHus
P—— I1K-7.3. Bnaners: HaBeIKaMH BeAeHHUs 0a3 TaHHBIX U
Nmeer MPaKTHYECKUH OTIBIT |TIOICPIKKH MH(OPMAITHOHHOTO
MPUKIAIHBIX 33724
pa3paboTKH U BeJACHUS ITPoeKTa 0a3bl | 00CCIICUCHUS TUTS pereHus 3a1a4
JIAHHBIX. aBTOMATH3AIUH 3NEKTPOHHOTO
JOKYMEHT0000poTa.




1.3. MecTo JUCHUIUIMHBL B CTPYKTYpe 00pa30BaTeIbHON IPOrpaMMBbl

Jucuunnuza "CucTeMsl 3JIEKTPOHHOTO JOKYMEHTOOO0OpOTa" OTHOCUTCS K BapUaTUBHOM
yacTu 0J0Ka AUCHUIUIMH y4eOHOr o II1aHa.

JUis  OCBOEHMsSI JAMCLUMIUIMHBI  HEOOXOJUMBI  3HAHMS, YMEHUS W  BIAJCHUA,
c(OpMHPOBAHHBIE B XOJI€ M3YyYEHUs CIEAYIOIUX AUCHUILUIUH U MPOXO0XKIAEHUS MPAKTUK: Oa3bl
JTAHHBIX, MIPOCKTUPOBaHNE WH(POPMAIIMOHHBIX CUCTEM, aIMUHHCTPUPOBAHNE HH()OPMAITHOHHBIX
CHCTEM T'yMaHUTapHOU cepsl.

B pesynbraTe OCBOCHHS AMCIUIUIMHBI (POPMUPYIOTCS 3HAHUS, YMEHHUS W BIAJCHHSA,
HEOOXoIUMbIE AN M3y4YeHHs CJIENYIOIUX JUCHMIUIMH UM TPOXOXACHUS  MPAKTHUK:
aBTOMAaTU3UPOBAHHBIE U3JATEIbCKUE CUCTEMBI, MNPEAJUIUIOMHAs MPAKTHKA, BHIIOJHEHUE U
3alUTa BBITYCKHON KBaTU()PUKALIMOHHOM paboTHI.



2. CTpyKTYypa AMCHHUILIMHBI

CTpyKTypa AMCOHMILIMHBI 1JIs1 04HOH GopMbl 00y4eHust

O6mas Tpy10€MKOCTh AUCIUIUINHEI COCTaBIAeT 3 3.€., 114 4., B TOM 4mclIe KOHTaKTHas padora
oOyuJarouuxcs ¢ npenogasareneM 42 4., camocToATeNnbHas padbora oOydaronmxcs 72 4.

Bunel yueGHoI paboThI

(B yacax) Dopmbl
KonTaktHas TCKYIIETrO
= ég KOHTPOJIS

Ne o | @ = 2 yCIIEBAE€MOCTH,
Pasnen mucuniinHbl/TEMBI 2 = A o

/T 2 = |23¢g dbopma §

o | 8 o %39 MIPOMEXKYTOUHOMN
% =l |8 E ag 258 g aTTeCTaluH (10
% % % é 5 é S éi E = ‘S cemecmpam)
ol 2| d|lE8s 8999

1 [IpaBoBblE W HOpMaTHUBHBIE | 5 2 4 10 | Ompoc
OCHOBBI JIOKYMECHTAIIHOHHOTO
o0ecrieueHus! YIpaBICHUS

2 Cuctembl 371€KTPOHHOTO 5 2 6 14 | 3ammTa nokmnama
JOKyMeHT00OOopoTa. bazoBkie
nousaTusi. Pernok COJI.

3 Knaccudukanms cucreM | 5 2 6 16 | 3ammura
ANEKTPOHHOTO Mpe3eHTAINH
JIOKyMEHT0000pOoTa

4 Bribop u BHenpenue cucrem | 5 4 6 16 | Ompoc
ANEKTPOHHOTO
JOKYMEHT0000poTa

5 JlokymMeHTupOBaHUE 5 4 6 16 | 3ammra mpoekra
YIIPaBJICHYECKON
JeSITeNIbHOCTH

6 3auéT ¢ OLEHKOU 5 Urorosas

KOHTPOJIbHAS
pabota

7 Hroro: 14 28 72




3. Copep:xkanue TUCHUNITHHBI

Ne

HanmMmenoBanmue
pasaesa TUCHUILIHHbI

Conep:xanue

[IpaBoBBIE u
HOPMAaTUBHBIC OCHOBEIL
JOKYMEHTallMOHHOT O
obecrieueHus
yIOpaBleHUs

HanpaBnenuss u BHIBI JOKYMEHTAIIMOHHOTO OOECIHeYeHus
YIIpaBI€HUA, HAa3HAYEHUE NTOKYMEHTHUPOBAHUA H OpraHU3allluu
paboThl C JOKYMEHTaMH, POJb UH()OPMALIMOHHBIX TEXHOJIOTHI B
€ro pa3BUTHH, CYIIHOCTb )41 OCO6CHHOCTI/I YHOpaBJICHUA
JIOKyMeHTaMu. JJoKyMeHT Kak 00BbEeKT peryaupoBanus. OyHKIUU
Y BUJBI JOKYMEHTOB, UX YHU(DUKAIMS U CTAaHIaPTH3AIUS.
['ocynapcTBeHHOE peryiaupoBaHuEe, HOpMaTHBHas MpaBoBas M
METOANYCCKAaA OCHOBa AOKYMCHTAITUOHHOT' O 066CH€‘-I€HI/I}I
yIpaBlIeHUs. CymHOCTb, HaIpaBJICHUs u BU/IBI
roCcyJapCTBEHHOTO peryMpoBaHus JOKYMEHTAalHOHHOI'O
obecrieueHHsI  yNpaBJICHWs,, Ha3HAuYC€HHE, OCOOCHHOCTH |
COOTHOUIIEHWE HOPMATUBHOIO IIPABOBOTO H METOJAMYECKOTO
perynupoBanusa. CocTaB U CTPYKTypa HOPMAaTUBHOM MPABOBOU U
MGTOI[PI‘-IGCKOﬁ OCHOBBI JOKYMCHTALIMOHHOI'O OGGCHG‘-IQHI/I}I
yIOpaBlieHUs, poJib U O0BEKTHI PETYIUPOBAHUS 3aKOHOIATEIbHBIX
aKTOB U HOPMATUBHBIX NPABOBHIX aKTOB (pelepaibHBIX OPTaHOB
WCIIOJTHUTENIbHOM  BJIACTH, HAIMOHAIBHBIX M  JIOKAJbHBIX
HOPMAaTUBHO-MCTOJAUUCCKUX AOKYMCHTOB. Haznauenue u
OCOOCHHOCTH  HCIIOJNB30BaHMsS [ OCyJapCTBEHHOM  CHUCTEMBI
JOKYMEHTallMOHHOTO oOecrnieueHust ynpasieHud u [IpaBun
JIEJIONPOU3BOJICTBA B (peiepalIbHbIX OpraHax HCIOJIHUTEIbHOM
BJIACTHU.

Cucremsbl
AJIIEKTPOHHOTO
JIOKyMEHTO000POTA.
bazoBnie HOHSTHS.
Poraok CO/I.

OcHOBHBIE  TOHSATUS W HPUHLIMIBL  JOKYMEHTOOOOpPOT,
AIIEKTPOHHBIN TOKyMEHTOOOOPOT, MAITMHOYUTAEMBIN TOKYMEHT,
AIIEKTPOHHBIA JOKYMEHT, JJIEKTpoHHas mnoanuch. OCHOBHBIE
MPHUHIAIIBL  3JIEKTPOHHOTO  JOKyMeHTooOopoTa.  Hcrtopus
Pa3BUTHUS CUCTEM 3JIEKTPOHHOTO JOKYMEHT000opoTa. OCHOBHBIE
coiictrea C3OJl. CoBpemenHas ¢yHKHOHaIbHOCTE CDJI.
Xapakrepuctuka poccuiickoro peiHka COJI. XapakTepucTtuka
3apybexnoro poeiHKa C3JI. O030p COBPEMEHHBIX CHCTEM
AIIEKTPOHHOTO AOKyMeHTooOopoTa. [IpaBoBoe perynupoBaHue u
cTaHgapTsl B obsactu COJI.

Knaccudukanus
CUCTEM JJICKTPOHHOTO
JOKYMEHTO000pOTa

[lpu3Haku  Kiaccu(UKAIMU:  COOTBETCTBHUE
OTEYECTBEHHOT'O JICJIONIPOU3BOICTB;
pa3pabOTYMK CHUCTEMBI; pelIaeMble 3aJa4d JeNIONPOM3BOICTBA;
THUI OpPTaHU3aINN Ha KOTOPBIE CHCTEMBI PACCUNUTAHBI.

@OyHKIUM CHCTEM: pEerucTpainus AOKyMEHTOB. YIIpaBlIEHUE
AIIEKTPOHHBIMU TOKYMEHTaMHU.

Co3maHue M XpaHEHHE pa3IMYHBIX HECTPYKTYPHPOBAHHBIX
JOKYMEHTOB  (OHCHBIE  TIPWIOXKEHUS, TpapuuecKkue U
MearamaTepHuansl, uepTexu u mp.), Bepcuu u DI, noanepxka
KU3HEHHOTO IMKJIAa JOKyMEHTOB, Ha3Hau€HHWE TNpaB JOCTYTa,
BE/ICHHE HCTOPUHU pPaOOThI, MOJHOTEKCTOBBIH M aTpUOYTHBHBIN
norck. Co3iaHue AIIEKTPOHHBIX JOKYMEHTOB, BEJACHNUE CUCTEMBI
CIPaBOYHUKOB, yIpaBlICHUE  JICTIOBBIMH IPOLIECCAMHU.
[logmepxka  MpOIECCOB  COTIAcoBaHUS W 00pabOTKH
JOKyMEHTOB, BbIJada 3aJaHMi M KOHTPOJIb HMX HCIOJHEHHS,
o0ecrieuyeHre B3aMMOJCHCTBHSI MEXKIY COTPYJHHKAMH B XOJI€

cTaHJapTamMm




OW3HEC-TIPOIIECCOB,  TOJJCPKKAa CBOOOJHBIX W JKECTKHX
MapuipyToB (workflow)

Beibop u BHeapeHue
CUCTEM DJICKTPOHHOTO
JIOKyMEHTO000pOTa

[Tonxoel K CO3/IaHHUIO CUCTEM AIEKTPOHHOTO
JToKyMeHTooOopoTa. TpeboBaHus K cucrteMaMm. DTambl BEIOOpa
CHUCTEMBbl  aBTOMATH3allMU. OTambl BHEJIPEHHUS]  CUCTEMBbI
ABTOMATH3AIIHH.

OyHKIHMOHANBHBIE OTIMYUS AJIEKTPOHHOTO JOKYMEHTO00OpOTa
or Oymaxnoro. KoprnopaTuBHas cucTeMa 3JIEKTPOHHOTO
JIOKyMEHTOO000OpOTa — OCHOBHBIE TPEOOBAaHWUS M BO3MOXKHOCTH.
Kpurepuu, onpeznensiomume Heodbxoaumocts BHenpenus COJl B
opranuzanuu (MpeanpusaTun). JTanbl CO3/JAaHUS M BHEIPEHUs
CHUCTEMBI DJIGKTPOHHOTO JOKYMEHTOO0OpOTa Ha TPEINPUSTHH.
CoBpeMEHHBII POCCUHUCKUN PBIHOK CHUCTEM aBTOMAaTHU3alluU
JTOKYMEHT0000poTa. (OCOOCHHOCTH 3JEKTPOHHOTO  BEACHUS
JIETTONTPOU3BO/ICTBA. Bo3MmorkHbie MIPUYMHBI HU3KOHI
3¢ (hEeKTUBHOCTH M KadecTBa BelneHus AokyMmeHTtaruu B CDOJI.
OxoHomuueckuit dhdext ot BHeapenuss COJI. Obecrneuenwue
3anMThl HH(GOpMaIMK Ipu Kcnosb3oBaHuu COJI.

JlokyMeHTHpOBaHUE
YIIPaBJIEHYECKOU
JesITebHOCTH

OOmme TpeOoBaHUS K JAOKYMEHTUPOBAHHIO YIPABICHYCCKON
nestenpHocTd.  CocraB, coiaepkaHMe W OCOOCHHOCTH
peanu3anu TPEOOBAaHWI K PACHOJOKCHHIO U O(OPMIICHUIO
PEKBU3UTOB JIOKYMEHTOB. CrpykTypu3anus TEKCTOB
VIPABICHYCCKUX  JTOKYMEHTOB. Buubl  yHU(UIIUPOBAHHBIX
TEKCTOB, OCOOEHHOCTH opopMIIeHHUS TpadapeTHOro TEKCTa,
aHKeThl W TaOmuipl. COCTaB M HA3HAUCHHUE OTACIBHBIX BUJIOB
OpraHru3allMOHHO-IIPABOBLIX, paciopsAaAUTCIbHBIX u
WH(POPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB. JIOKyMEHTaIbHBIH
GoHI W TepeyeHb JOKYMEHTOB, 00pa3ylomIMXCsS B Ipolecce
JeSITeTTHHOCTH rOCyIapCTBEHHOTO oprasa. Cocras,
pacrioyio’keHre U mpaBuia oPOpMIICHUS PEKBU3UTOB OTEIbHBIX
BUZOB  OpPraHHM3AallMOHHO-TIPABOBBIX, PACHOPSAUTENBHBIX U
MH(POPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.

OcobeHHOCTH O(GOPMIICHHUS] OTICIBHBIX BHIOB JTOKYMEHTOB,
oOpa3yronuxcsi, 00pa3ylolMxcs B TPOIECCe ACSITeTbHOCTH
rOCYJJApPCTBEHHOTO OpraHa




4. O0pa3oBaTe/bHbIC TEXHOJIOTHH

Oo0pa3oBaTe/ibHbIE TEXHOJOTHH

Ne
/o

HaumenoBanmue pasaesna

Buabl yueOHbIX
3aHATHH

Oo0pa3zoBartenbHbIC
TeXHOJIOTHH

1

2

3

4

1

HpaBOBI)IG W HOPMATUBHBIC OCHOBBI

JIOKyMEHTAllMOHHOT'O
yIpaBJICHUS

oOecreueHus

Jlexuus

Jlexun, JICKIIUH C
PUMEHEHUEM MTPOEKTOPA.

[IpakTrueckas
pabota

I'pynmoseie JIUCKYCCUH,
pOJEBBIE  WUIPBI, TPEHUHTIH,
aHaJIU3 CUTyaluuun

CamocTosaTenbHas
pabora

PaGora c OCHOBHBIMH
MOHSTHUAMH IO TEME.
dopmupoBaHue
UH(POPMAIIMOHHOTO OJIOKA.
PaGora ¢ AONMOTHUTENBHBIMU
MCTOYHUKAMHU.

IlogroroBka K NPaKTUYECKOH
paboTte B ayIUTOpUH.

PaGora B 3JIEKTPOHHOU
00pa3zoBaTenbHOMN Cpefie.

CucreMsbl
JIOKyMEHTO000pOTA.
nousatus. Peraok COJI.

SJICKTPOHHOT'O

ba3oBrle

Jlexknus

Jlekiun, JICKLINHY C
MIPUMEHEHHUEM MPOEKTOpa.

IIpakTrueckas
paborta

['pynnoseie JIUCKYCCHUU,
TPEHUHTH, aHAJIN3 CUTyalui

CaMocTosTeIbHas
pabota

Pabora c OCHOBHBIMU
HOHATHAMM IO TEME.
dopMHUpOBaHHE
nHGOPMAIMOHHOTO OJIOKA.
PaGora ¢ poOmMOMHUTENBHBIMU
UCTOYHUKAMHU.

[TogroroBka K MNpaKTHYECKOU
paboTe B ayJUTOpUH.

Pa6ora B ANEKTPOHHON
o0pa3oBaTeNbHON cpefie
IToaroroBka OOKJIaza s
IPOMEKYTOUYHOM aTTEeCTalUH.

Kiaccudukamnus

CUCTEM

OJICKTPOHHOT'O ,Z[OKYMGHTOO60pOTa

Jlexuus

Jlexun, JICKIIUH C
MPUMEHEHUEM MTPOEKTOPA

[IpakTrueckas
pabota

['pynnoBeie JTUCKYCCHH,
TPEHMHIH, aHAJIU3 CUTYyalui

CamMocTosTenpHas
pabota

Pa6ora c OCHOBHBIMU
MOHSTHUSMH TI0 TEME.
dopmupoBaHHe
UH(POPMALIMOHHOTO OJIOKA.
PabGora ¢ [OMOJHUTENHHBIMU
UCTOYHUKAMHU.

[TogroroBka K NpaKTHYECKOH
paboTe B ayTUTOPHUU.

Pabota B AIIEKTPOHHON
o0pa3oBaTeNbHOM cpejie.
[TonroroBka mpe3eHTAUU JIs
IIPOMEKYTOYHON aTTECTALUN.




Boibop wu  BHenpenue  cuctem|Jlexuus Jlexuun, JEeKIUU c
ANEKTPOHHOTO JOKYMEHTO000pOoTa PUMEHEHUEM MTPOEKTOPA.
[IpakTrueckas ['pynnoBeie JIUCKYCCHH,
pabota TPEHUHTH, AHAJIU3 CUTYalUH
CamocrosarenbHass |Pabota c OCHOBHBIMH
pabora HOHATHUAMH IO TEME.
dopmupoBaHHe
UH(POPMALIMOHHOTO OJIOKA.
PabGora ¢ [OMOJHUTENHHBIMU
HMCTOYHHUKAMHU.
[TogroroBka K NpaKTHYECKOH
paboTe B ayIUTOPHUU.
Pabota B AIIEKTPOHHON
00pa3oBaTeNbHOI cpefie
JloxymeHTupoBaHue Jlexuus Jlekuuu, JIEKIIUHN c
YIIPaBICHUYECKOU IEITEIbHOCTH MIPUMEHEHUEM MPOCKTOPA.
[IpakTuueckas ['pynnoBsie JUCKYCCHUH,
pabora TPEHUHTH, AaHAJIU3 CUTYaIUH
CamoctostenpHas |Pabota c OCHOBHBIMH
paborta MOHSTUSIMH T10 TEME.
dopMHUpoOBaHHE

nH(pOpMaIMOHHOTO OJI0KA.
PaGora ¢ JOMOTHUTENBHBIMU
MCTOYHUKAMHU.

IlonroroBka K MpPaKTHYECKOU
paboTte B ay IUTOPUH.

PaGora B 3JIEKTPOHHOU
0o0pa3oBaTenbHOM cpee.
[TonroroBka  mpoekTa  JUid
MIPOMEKYTOYHON aTTECTaIUU.
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5. OneHka JIaHMPYeMbIX Pe3yJIbTATOB 00y4YeHHS
5.1. Cucrema o1leHUBaHUA

DopMa KOHTPOJIS

Makec. KoJIH4ecTBO 02J1J1I0B

3a oaHy padorty Bcero
Tekymuii KOHTPOJIb:
Omnpoc 10 6amnoB 20 baynoB
3ammra qokaana (rema 2) 10 0amoB
3amura npe3eHTanuu (Tema 3) 10 6amtoB
3ammra npoekra (Tema 5) 20 GamioB
[IpomexxyTouHas aTTecTalus 40 6annos

(3a4er c OLEHKOM)

Hroro 3a cemecTp

1o 100 6amnoB

[Tosry4eHHBIM COBOKYIIHBIN pE3yIbTaT KOHBEPTUPYETCA B TPAAULIMOHHYIO IIKAIy OLICHOK U B
IIKaly OIleHOK EBporeiickoii cucteMsl nepeHoca 1 HakoruieHust kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM C TaOIUIIEH:

100-6amibHas L —— Hlkana
IKaJIa ECTS
95 -100 A
3394 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 — 67 D
50_55 YAOBJIETBOPUTEIILHO E
20-49 FX
0-19 HEYJIOBJIETBOPUTEIHHO HE 3a4TEHO F
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5.2.Kputepun BbICTaBICHUS OLICHKU MO TUCIUILIAHE

Banael/
HIkanaa
ECTS

Onenka mo
JUCHUILINHE

KpuTtepun oneHkH pe3yjbTaToB 00y4eHHs 1O
AUCHUILINHE

100-83/
AB

"3a4TeHO
(otmuyHO)"

BricraBisiercs: o0yyaromemMycs, €ciii OH IIyO0oKo U
MPOYHO YCBOMJI TEOPETUYECKUN U MPAKTUUECKUI
MaTepuall, MOXKET NPOAEMOHCTPUPOBATE 3TO Ha 3aHATHAX
U B XOJ/I€ POMEKYTOYHOM aTTeCTallUH.

OO0yuaromuiicst HCYepIbIBAIOIIE U JJOTHYECKH CTPOUHO
u3JaraeT yueOHbI MaTepuall, yMeeT yBSI3bIBATh TEOPHIO C
MIPAKTUKOM, CIIPABIISAETCS C peUICHUEM 3a/1a4
MpoQeCCHOHAIBHON HAIMIPaBJICHHOCTH BBICOKOTO YPOBHS
CJI0HOCTH, MPABUILHO 000CHOBBIBAET MPUHSTHIE
peleHus.

CB0OOHO OpUEHTHPYETCS B Y4eOHOI 1
npoeccuoHaNbHOM JTUTEpaType.

OrneHka o JUCIUIUIMHE BBICTABIISETCS 00yUaroemMycs ¢
YYETOM PE3YIbTATOB TEKYLIEH U IPOMEKYTOUHON
aTTeCTalUH.

KomnereHuyu, 3akperi€HHble 3a JUCUUIUIMHOM,
cthopMHpPOBaHbI HAa YPOBHE — "BBICOKHH".

82-68/

"3a4TeHO
(xoporo)"

BricraBisiercst o0yyaromemycs, eciii OH 3HaeT
TEOPETUYECKUN U MPAKTUYECKUN MaTepHal, TpaMOTHO U T10
CYILIECTBY M3JIaraeT €ro Ha 3aHATUSAX U B X0/
IIPOMEKYTOYHOM aTTECTAllMH, HE JIOITyCKasl CyHIECTBEHHBIX
HETOYHOCTEH.

OO0yuarouuiicst npaBUIbHO IPUMEHSET TEOPETHUECKUE
IIOJIO’KEHUS IIPY PEIICHNU IPAKTUYECKUX 3a7a4
pohecCHOHaNBbHON HAIIPaBIEHHOCTH PAa3HOTO YPOBHS
CJIO)KHOCTH, BJIaJICET HEOOXOJUMBIMH [Tl ’TOI'0 HABBIKAMHU
Y IpUEMaAMH.

JlocTaTouHO XOPOIIO OPUEHTHPYETCS B y4eOHOU U
npoheccuoHaNbHOM JTUTEpaType.

OneHka 1o JUCHUIUIMHE BBICTABIIAETCS 00Yy4aromEeMycs C
Y4ETOM PE3yIbTAaTOB TEKYIIEH U IPOMEKYTOUHOU
aTTECTALINH.

KomnereHnumu, 3akpeniéHnble 3a JTUCUUIIIMHOM,
chopMUpOBaHbI HA YPOBHE — "XOpomIHii'".

67-50/
D.E

"3a4TEHO
(YOOBIETBOPUTEIND
HO)H

BricTaBnsercst o0ydarommemycs, €Ciiu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTeprall,
JIOTTYCKaeT OTJENIbHbIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUSAX U B XOJ€ MPOMEKYTOYHOU aTTECTALIUH.
OO0yuarouuiicst UCTIBITHIBAET ONPEACIEHHBIE 3aTPY IHEHUS
B IPUMEHEHUU TEOPETHUUECKUX MMOJOKEHUN MPU PEILICHUH
MPAKTUYECKHX 3314 MPo(heCcCHOHATBHOM HAIlPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOXKHOCTH, BJIaJICET
HEO0OXOJUMBIMHU I 3TOT0 0a30BBIMHM HaBbIKAMU U
MpUEMaMHU.

JleMOHCTpUpYyET 1OCTaTOUHBIM ypOBEHb 3HAHUS yUueOHOU
JUTEPATYpPhl 10 JUCHUILINHE.
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banasl/ Ounenka no Kputepun oneHKH pe3y1bTaToB 00y4eHUs 110
IIkana AUCHUILINHE AUCHUILINHE
ECTS

OreHKa Mo JUCIUILIMHE BBICTABIISETCS 00yUYaromeMycst ¢
YYETOM PE3YJIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTallUU.

KomnereHnumu, 3akpeni€éHHble 3a TUCIUIIITMHOM,
c(hOopMHPOBaHbI HA YPOBHE — "JJOCTATOUHBIN"".

49-0/ "HeynosieTBopute | BricTaBnsieTcs oOyuaromeMycs, €Clii OH He 3HaeT Ha
F,FX JIbHO" 0a30BOM YpOBHE TEOPETUUECKHUI M MPAKTUICCKUI
MaTepHal, JoIycKaeT rpyOblie OUIMOKH IpU ero
U3JI0’)KEHUU Ha 3aHATHUSIX U B XO/1€ TPOMEXKYTOUHOM
aTTeCTallHH.

OO0yuarouuiicst UCTIBITHIBAET CEPbE3HbBIE 3aTPYIHEHHUS B
NPUMEHEHUU TEOPETUUECKUX MOJIOKEHUH MPU peLIeHUN
MPAKTUYECKHX 3aj71a4 Mpo(dhecCHOHATBbHOM HAMIPAaBIEHHOCTH
CTaHJAPTHOT'O YPOBHS CII0KHOCTH, HE BJIaJCeT
HEOOXOUMBIMHU IS TOTO HAaBbIKAMU U IpUEMaMHU.
JlemoHCTpHpYeT (pparMeHTapHbIe 3HAHUS y4eOHOM
JUTEPATYpPHI 110 TUCHUTUIHHE.

OreHka 1o JUCHUIUIMHE BBICTABIAETCS 00YyYaromEeMycs C
YYETOM PE3YJIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTallHH.

Kommnerennun Ha ypoBHE "M0CTaTOUHBIN ', 3aKpeTIEHHBIE
3a IUCHUIUIMHON, He COPMHUPOBAHBIL.

5.3. OueHouHblE cpeAcTBa (Marepuaibl) [UIsl TEKYLIETO0 KOHTPOJ  yCIEBAaEMOCTH,
IPOMEKYTOUHOM aTTecTaluy 00yUaroIuXCcsl 0 JUCIUIUINHE

[Tpumepnsie Tembl goknanos (ITK-6, T1K-7)

1. Posib TOKYMEHTOBEIEHUS B COBEPLIEHCTBOBAHUU IIPOLIECCOB YIIPABIICHUS.

2. HopmaTuBHO-METOAMYECKHE aKThl, pErJIaMEHTUPYIOLIUE CO3/aHue U  OQOopMIIeHHE
JIOKYMEHTOB.

3. IOKyMeHT — 00BEKT JOKYMEHTOBEIUECKUX UCCIICIOBaHUM.

4. Tloustne «uHpopMmarms». Cs3p uHbopManuu U JoKyMeHTa. Ponb uHpOpManum B
COIIMAJIBHBIX ¥ IKOHOMHYECKUX MPOLECCaAX.

5. ®yHKIMH JOKYMEHTOB. JIOKyMEHT — MOTU(pYHKINOHATIBHBIN OOBEKT.

6. TexcToBOE TOKYMEHTUPOBAHUE U ATANbI €TI0 PA3BUTHS.

7. TexHu4ecKoe TOKyMEHTUPOBaHUE.

8. ®oronokymMeHTHpoBaHue. [losBnenue, pa3Butue, NpUMEHEHHUE.

9. KunopokymentupoBanue. [losiBnenue, pazBurue, BUAECO3aINCh.

10. ®ononoxymentupoBanue. [losiBiaenue, pa3BuTrue, NpUMEHEHHE.

11. MaTepuanbHble HOCUTEIH UH(POPMAIIHH.

12. CpoiicTBa W TPU3HAKK JOKyMeHTa. MHbopmamoHHbBIE CBOWCTBA  JTOKyMEHTA.
OpuruHalibHOCTb JOKyMeHTa. [lonmuHHoCTh nokyMeHnTa. KonuitHOCTh TOKyMeHTa.

13. Crpykrypa nokyMmeHTa. PexkBusutbl. @Dopmynsp gokymeHTa Dopmymsip-obpaserr.
OcobenHoctu (hopMymsipa JOKYMEHTOB, IMOJYYEHHBIX Pa3IHMYHBIMU CHOCOOaMH (TEKCTOBBIMH,
MalTuHHBIMH, KHHO-, POTO-, POHO-, TEXHUYECKUMH ).

14. Tpaguuuonnas gopma noxkymeHTa. opMysip TEKCTOBOTO JOKYMEHTA B €r0 UCTOPUYECKOM
pa3BUTHUMN.

15. TOCT P 6.30-2003. Ero conepxaHue, 3HaUCHUE.
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16. Texct nokymenrta. CTpykTypa TeKcTa. DJIEMEHThl TeKcTa. JIMHrBUCTHYECKUE OCOOEHHOCTH
JOKyMEHTa. Y HU(UKaIUs TeKCTa JOKYMEHTA.

17. Knaccudukanus. OcHoBaHUS KIacCU(UKAITIH.

18. CknagpiBanue cucteM JokyMeHTauuu. ConuanbHass JTOKYMEHTO-KOMMYHHMKallMOHHAs
cucrema.

19. lokyMeHTHasi KOMMyHMKalus. JJokyMeHTHas AeSTelbHOCTb.

20. VYauduumupoBaHHBIE CHCTEMBI JOKYMEHTalMd. [ OCyJapCTBEHHBIE CTaHIApTHl HA
yHU(UKaLMOHHBIE CUCTeMBL. THUITOBBIE CTIEUATN3UPOBAHHbBIE (POPMBI TOKYMEHTOB.

21. TpeboBaHuUs K COCTABJICHUIO U OPOPMIIEHUIO OPraHU3aLMOHHBIX TOKYMEHTOB.

22. TpebGoBaHuUs K COCTABIEHUIO U OPOPMIICHHUIO PACTIOPAIUTEIbHBIX JOKYMEHTOB.

23. TpeOGoBaHUs K COCTABICHUIO U 0POPMIICHHIO HH(POPMAIIMOHHO- CIIPABOYHBIX IOKYMEHTOB.
24. OcoOeHHOCTH OQOPMIICHHS JeSITEIbHOCTH KOJJIETHAIBHBIX OPTraHoB.

25. OdpopmieHrne yHUPUIUPOBAHHON JOKYMEHTAIUH 110 JINYHOMY COCTaBy.

26. [Ipoueccsl T0KyMEeHTOOOpa30BaHusl.

27. IlepBuuHbIE KOMIUIEKCHI TEKCTOBBIX TOKYMEHTOB.

28. BenoMCTBEHHbBIE apXHBBI.

29. 'ocynapCcTBEHHBIC apXHBHI.

[Ipumepnsbie Temsbl 1 npezentanuii (11K-6, T1IK-7)

. OCHOBHBIE TEHJICHIIUU Pa3BUTUSI MUPOBOTo peiHKa CO/I.

. [lpumeps! BHenpenus u npumenenus CO/1 B mupe.

. IIpumeps! BHenpenus u npumenenns C3/1 B Poccun.

. Cpenpl pazpadorok CO/1: Documentum 4i.

. Cpensl paspaborok CO/1: DOCS Open.

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

. Cpensl paspabotok CO/1: DocuLive.

. CO/1 a ocnose Lotus Domino/Notes: CompanyMedia.

. COJI na ocHoBe Lotus Domino/Notes: OfficeMedia.

10. C3/1 na ocroBe Lotus Domino/Notes: «kbOCC-PedepenT».
11. COJI Ha ocHOBe Lotus Domino/Notes: «Dckamo.

12. CO/1 na ocroBe Lotus Domino/Notes: «3o0iymika.

13. CO/1 na 6a3e npombimieHHbIX CYB/: «JIEJIO».

14. CO/] na 6a3e npombinuienHsix CYB/I: LanDocs.

15. CO/1 na 6a3e npomeineHHbIX CYB/[: OPTIMA-WorkFlow.
16. CO/] na 6a3e nmpombinuieHHbIXx CYBJI: «Komekcy.

17. CO/1 na 6a3e npombimieHHbIXx CYB/I: I'pan Jlok.

18. CO/1 na 6a3e nmpombinuieaHbix CYBJl: DocsVision.

O 0 1 N N B W —

KonTponsnsle Bonpocs! k 3auety (I1K-6, ITK-7):

1. [TonsiTe [OKyMeHTa, TOKyMEHTO000pOTa U MOTOKA JOKYMEHTOB.

2. llenu BHEIpEHUS SJEKTPOHHOTO JOKYMEHTOO0O0pOTA.

3. TenaeHIIUU Pa3BUTHSI CHCTEM DJIEKTPOHHOTO JOKYMeHTooOopoTa. PeiHok CO/I.

4. CtanmapThl B 00JaCTH 3JIEKTPOHHOTO 10KyMeHTooOopoTa (EDI).

5. Mecro CO]] B uHpOPMAIIMOHHOMN CUCTEME TIPEATIPHUSATHS.

6. Tumet COJ]. Cuctema 1e10Mporu3BOJICTBA U CHCTEMA JIIEKTPOHHOTO IOKYMEHTO000pOTA.

7. Knaccuduxanust aBTOMATHU3UPOBAHHBIX CHCTEM JIEJIOMPOU3BOJCTBA U  DIEKTPOHHOTO
JIOKYMEHTO000pOTa.

8. TUIBI TEXHOJIOTH 3JIEKTPOHHOTO YTpaBiieHus qokymMeHTamu (DY [1).

9. JlokyMeHT B MH(POPMALMOHHON cucTeme. TUIBl JOKYMEHTOB B MH()OPMAIIMOHHON CHUCTEME:
OyMaXHbI JOKYMEHT, 00pa3 [OKyMEHTa, OJJIEKTPOHHBIH JOKYMEHT, CTPYKTYpHUpOBaHHbIE
nokymeHTsl, XML — nipencrasiieHue.

10. Cienmduka nokymenta B CO/1. CinoxxHble JOKYMEHTHI. JIOKYMEHT B I€JTONPOU3BOJICTBE.
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11. Hoxkyment B CO/I. Poxnenue. Ctanosnenue. [lyOnukanms. ApXxuBupoBaHUE.

12. Tlonnepskka >KU3HEHHOTO LUKIA B paznuuHbix COJ[. Xpanunuiie atpuOyToB TOKYMEHTOB.
XpaHWIUIIE CaMUX IOKyMEHTOB.

13. Konuenuuu 6€30yMaxHOH TEXHOJIIOTUN yTIPABICHUSI.

14. TunoBsie komnoHeHTsl COJI: XpaHunuie KapTouek (aTpudyTOB) TOKYMEHTOB; XPaHWIHIIE
JIOKYMEHTOB; KOMIIOHEHTBI, OCYIIECTBIISIONINE OU3HEC-TIOTUKY CHCTEMBI.

15. KomnonenTsl gpyHknuonanbHoctd COJl. Ynpasienue qokyMeHTaMu B xpaHuiuine. [Touck
JOKYMEHTOB. MapmipyTusanusi ¥ KOHTPOJIb UCToNHeHus. OTueTsl. AAMHUHUCTPUPOBAHUE.

16. Metoab! copTUpOBKH JOKYMeHTOB B CO/I.

17. OcHoBHble ¢pyHkiuu CO/]. Tunossie TpeboBanus k CO/I.

18. IlpeumyiiecTBa BHEAPEHUSI CUCTEMBI JIEKTPOHHOTO JOKYMEHTO000POTA.

19. Tlpuunnbl aBTOMaTH3aMU. BEIOOP cHCTEMBI aBTOMATH3AIUH.

20. Bapuantel pemieHusi 3amad aBTOMaTH3alUM JTIOKyMeHTooOoporta. [IpobGnema emuHCTBa
uHpOpMaLMOHHOM cucteMbl U uHTerpanuu CO/I B undpactpykrypy kopnoparusHoit UC.

21. KpaTkwuit 0630p prIHKa U KJIacCHPHUKAINA TUIaTGOPM, IPEICTABICHHBIX HA PHIHKE.

22. ®akTOophl, BIUSIONIME HA BEIOOp 0a30BOM MIATHOPMBL.

23. ECM-cucremsl.

24. BPM — cucremsl.

25. OteuectBernniec CO/I.

26. Lotus Notes.

27. ®axrop Microsoft SharePoint.

28. IloacucTembl aBTOMATHU3AMKA JOKYMEHTO000pOTA.

29. Cuctembl aBTOMATH3AIUH JACIONMPOU3BOJICTBA.

30. ITogcuctema apxuBa JOKYMEHTOB, YIIPaBIECHUSI KOHTEHTOM M CPEACTBA CTPYKTYPU3AIIHH.
(Opramms3anus xpanuwiuma ¢aittoB; Opranm3anus MeTagaHHbX; WHTerpamus ¢ o(QuCHBIMU
npunoxkenusiMu; CpeactBa cTpykTypusauuu uHpopMmanuu B apxuBe; CpeactBa 3arpysku
nokymeHtoB Data Capturing; Ilpumepbl cpeacTB opraHu3alMd apXuBa JOKYMEHTOB B
paznmuuHbIX Kiaccax [10).

31. Cucremsl BBOJA IOKYMEHTOB U CUCTEMBI 00paObOTKH 00pa30B IOKYMEHTOB

32. [loacucrema MapupyTHU3ali JOKYMEHTOB U YIIPABJICHUS 3aJaHUSIMU.

(ITprmeps! UCTIOIB30BAHUS MAPIIPYTH3AIMH TOKYMEHTOB B PA3JIMUHBIX NMPHUKIAIHBIX CUCTEMAX;
Buner u cioco6s! MapuipyTusanuu 10KyMeHToB; Ennnas nungpactpykrypa 3aganuii, GQyHKIUY;
CpencrtBa opranuzanuu 3amenieHuid; CpeacTBa yBeIOMIICHHM M aBTOMAaTH3alUs 00pabOTKU
3aganuii; [IpuMepsl cpeacTB MapLIpyTH3alUy U MOACHCTEMbI 33JaHMi B pa3iMuYHbIX Kjaccax
[10).

33. Cucrempl KOMIIEKCHOW aBTOMATHU3aIluU OM3HEC-TIPOIIECCOB.

34. Tunel OpUIOKEHUHN, BHEAPSAEMBIX B pamMKax KopnopaTuBHOW COJI: apXuBBI 31EKTPOHHBIX
JOKYMEHTOB; aBTOMAaTH3alMsl MPOLECCOB KJIACCHUYECKOI0 POCCUHUCKOTO JOKYMEHTO00OpOoTa
(momnepxKa JOKYMEHTalMOHHOro obecneyenus ympasinenus — JIOY); aBromaruzanus
IPOLIECCOB COTJIACOBAaHUSl JTOKYMEHTOB; aBTOMAaTH3allsl YIpaBleHHsS OyMaKHbIM apXHUBOM;
aBTOMAaTH3alMsg MPOIECCOB OOIIEaIMUHUCTPATUBHOTO JOKYMEHTOOOOpOTa; aBTOMAaTH3alus
crenupuUecKX OTpacieBbIX 3a/1a4; aBTOMATU3alUs POLIECCHOTO YIPaBIEHUS; aBTOMATH3aUs
JOKYMEHTOO0OpOTa B YyNPABICHWH  NPOCKTAMH;  aBTOMATH3ALUS  TEXHUYECKOTO
JIOKyMEHTO000POTA.

35. ApXMBBI 2JIEKTPOHHBIX JOKYMEHTOB.

36. ABTomMaTH3alMsl MPOIECCOB KIACCHYECKOTO POCCHUUCKOTO TOKYMEHTO00OpOTa (TIOIIepKKa
JIOKYMEHTAIMOHHOTO o0ecrnieueHus ynpasieHus - JI0Y).

37. ABTOMaTH3alMs NPOLIECCOB COTJIACOBAHUSA IOKYMEHTOB.

38. ABTOMaTH3aIMsl YIPaBICHUs OyMaKHBIM apXHBOM.

39. ABTomMaTH3aIys IpoIecCcoB 00IIEeaIMUHUCTPATUBHOTO JOKYMEHTOO0OpOTA.

40. ABromaru3anus cienn(puIeckux OTpacieBbIX 3a1a4.

41. ABToMaTHu3aIus NPOLUECCHOTO YIPABICHUS.
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42. ABTOMaTH3aIMs JOKyMEHTOO00OPOTA B YIPABJICHUH MPOCKTAMH.

43. ABTOoMaTH3aIys TEXHUUYECKOrO JOKYMEHTO0000pOoTa.

44. Cuctema 3JIeKTPOHHOTO0 JoKyMeHTooOopoTa Lotus Domino & Notes.

45. Oco0eHHOCTH BHEAPEHUS U IKCIUTyaTall|H.

46. CucteMa 3JIeKTpOHHOTO ToKyMeHTooOopoTa Lotus Domino & Notes. [TomoskeHne Ha pbIHKE.
HcTopus cucteMbl, TUIICH3UU U CEPTH(PUKATHL.

47. Crpykrypa CompanyMedia. ApXHTEKTypa CHCTEMBI.

48. CO/1 Lotus Domino & Notes. Kputnka. Konkypupytomue pa3paOoTKH.

49. OrreHKka ’KOHOMHH U BEITOI. VcuncisieMble BBITOIEL.

50. OteHKa SKOHOMHH U BBITOA. HencuncnseMble BHITOIBI.

51. Onenka >¢dexruBHOCTH BHEenpenus CO/I.

52. Pacuer pacxonoB. Pacuer 1oxonos.

53. DxoHOMHYECKas 11e71ecoo0pa3HOCTh HOBOBBeACHHUS. (COCTaBISAIONIME HKOHOMUYECKOTO

a¢dekra.
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6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 0O0ecneyeHHe TUCHUIINHBI
6.1. Cniucok nurepaTypsl

OcHoBHas

1. Ymrakopa, O. A. JlokymeHToBeneHue: YueOHoe nocobue / Ymrakoa O.A. - Mocksa: HUIL]
NH®PA-M, 2017. - 64 c. ISBN 978-5-16-102985-5 (online). - Tekcr : snextponHsiii. - URL:
https://new.znanium.com/catalog/product/809874.

2. DJEeKTPOHHBINA TOKYMEHTOO000pPOT U obecrieueHre 6e30MacCHOCTH CTaHIAPTHBIMHU CPEACTBAMU
WINDOWS: yuebnoe mocobue / JI.M. EBmokumona, B.B. Kopsokun, A.H. ITeutbkun, O.T.
[IIBeukoBa. - Mocksa: KYPC, 2019. - 296 c. - ISBN 978-5-16-103196-4. - TekcT: 27€KTpOHHBIH.
- URL: https://new.znanium.com/catalog/product/1001864.

3. Kynsies, H.H. MudpopmaunoHHbIE TEXHOJIOTMH B JOKYMEHTALlMOHHOM OO€CleYeHun
yIpaBJICHUs] U apXuBHOM jeie : yueOnuk ans By3oB / H.H. Kynses, T.B. Kongpamosa, E.B.
TepentreBa, A.I'. ®abpuyHOB ; mox o0mI. pea. 1.10.H., mpod. H.H. Kynsesa. - M.: Jloroc, 2017.
- 408 c. - (Homas crynenueckass OuoOmmoreka) - ISBN 978-5-98704-786-6. - Tekct :
anekTpoHHbId. - URL: https://new.znanium.com/catalog/product/1015021.

JlononHuTENbHAS

1. DrexkTpoHHOE MPaBUTEIBCTBO. DIEKTPOHHBIA JOKYMEHTOO0OPOT. TEpMUHBI U OIpEIeIICHUS:
yueb. nocodbue / C.10. Kabamos. — M.: UHOPA-M, 2019. — 320 c. — (Bsiciiee o6pa3oBaHue:
bakanaBpuar). - Pexxum goctyna: http://new.znanium.com/catalog/product/1002479.

2. IpoektupoBanue MHYOPMALMOHHBIX cHcTeM: yued. mocobue / B.B. Kopanenko. — M.:
O®OPYM: UHOPA-M, 2018. — 320 c¢. — (Bwicmee obpa3oBanue: bakanmaBpuart). - Pexum
noctyna: http://znanium.com/catalog/product/980117.

3. DNEeKTpOHHO-00pa30BaTEebHBIC PECYpChl B Pa3BUTHH  HHPOPMAIIMOHHOTO OOIIeCTBa
(0600menue u npaxktuka) / TpaitneB B.A. - M.:lamxkos u K, 2018. - 256 c.: ISBN 978-5-394-
02464-1 - Pexxum poctyna: http:/new.znanium.com/catalog/product/513047.

4. ludposas ’KOHOMHUKA: YMPABICHUE JICKTPOHHBIM OM3HECOM M AJICKTPOHHONW KOMMEPIIHCH:
yuebnuk / JI.B. Jlanugyc. — M. : UH®PA-M, 2019. — 479 c. — (Bricmee oOpa3oBaHue:
bakanaBpuar). — www.dx.doi.org/10.12737/textbook S5ad4a78dae3f27.69090312. - Pexum
noctyna: http://new.znanium.com/catalog/product/995938.

6.2. [lepedens pecypcoB HHGOPMAIIMOHHO-TEIEKOMMYHHKAIIMOHHOW ceTn "UHTepHeT"
1. https://elibrary.ru/defaultx.asp - Haydnast anekrpoHHas OnbanoTeka

2. https://archive.neicon.ru/xmlui/ - ApXuB HAyYHBIX U3IaHUN

3. http://www.garant.ru/ - TadopmMaIimoHHO-TIPaBOBOM MOPTaT

6.3. IlpodeccronanbHbie 6a3bl TaHHBIX U MHYOPMAITMOHHO-CIIPABOYHBIE CHCTEMBI

Ne /o HaumenoBanue
1 MesxayHapoaHbie pedepaTiBHbIe HayKomMeTpuueckre b/, 1ocTynHble B paMKax HAlMOHAIBHOM
noanucku B 2021 r.
Web of Science
Scopus
2 [Ipodeccronanbhbie momHoTeKCcTOBBIE B/], MOCTYIHBIE B paMKax HalMOHaIbHOM noamucku B 2021 .

Kypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnaiet Taylor and Francis

3 [Ipodeccronansabie moHOTEKCTOBBIE B/

JSTOR

W3nanust no 00LIECTBEHHBIM M TyMaHUTaPHBIM HayKam
DnexTponHas oubnnorexa Grebennikon.ru

4 KoMmbroTepHbIe CripaBOYHBIC TTPABOBBIE CHCTEMBI
Koncynerant [lmroc, 'apant
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7. MarepuajbHO-TEXHHYeCKOe o0ecnedeHne I CHUIITHHbI

Jlis MatepuaabHO-TEXHMYECKOTO0 O0ECTedYeHUsl JUCLUIUIMHBI HMCIONIb3yeTCs KOMITbIOTEPHBIH
KJ1acc, 000pyIOBaHHbIN BUEO-IPOEKTOPOM, COBPEMEHHBIMU NEPCOHAIBHBIMU KOMIbIOTEPAMU

UISL  KaXXJI0ro

CTYJACHTA,

OCHAllICHHBIMU COBPEMCHHLIM IHPOIPAMMHBIM oOecreyeHneM:

aKTyaJjbHas Bepcus ornepanuonHoi cucrembl Windows komnanuu Microsoft, mpukiiagHoit maker
nporpamMm Microsoft Office Bepcun He Huxe 2007, CO ]I, obecrieyeH BbIXOJ B CETh HUHTEPHET.

KommbroTepHsrii |1 KoMIbIOTED Windows XP 19864538 17.11.2005
KJ1acc TIpernoaBaTelis, Microsoft office 2010 Pro 49420326 08.12.2011
—ayn. Ne 201 11 koMIBIOTEPOB "NNEJIO-ITpenmnpusitre"
00yYarOIIMXCs, "Apxusnoe J[EJIO" JIB11/13 14.11.2013
MapKepHasi I0CKa, Mozilla Firefox 52.8.1 ESR CBOOOTHBIN CBOOOTHBIN
MIPOEKTOP. JOCTYII JOCTYI
Kaspersky Endpoint Security 17E0-181226-0 (26.12.2018

[Tnatpopma ZOOM

94912-873-979
JIMLIEH3NOHHOE
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8. ObGecneyeHue 00pa3oBaTEJILHOIO MPOLECCa sl JIML C OTPAHNYEHHBIMHU
BO3MOKHOCTSAIMH 310POBbSl U HHBAJIN/I0B

B X0A¢ pean3anu JUCHUIIIINHBI UCTIOJIB3YOTCA CICAYIOIHNE JOIMOJIHUTCIIBHBIC
METOJBI O6y‘-IeHI/I$I, TCKYIICTO KOHTPOJIA YCIIEBACMOCTH U HpOMe)KYTOIIHOfI aTreCcrTanunu
O6y‘{aIOH_II/IXC$I B 3aBUCHUMOCTH OT UX UHAUBUAYAJIbHBIX 0COOEHHOCTEH:

® IS CJIENBIX U CIA0OBUASIIUX:

- JIeKUMU O(OPMISAIOTCS B BHUAE 3JIEKTPOHHOTO JIOKYMEHTa, JOCTYIHOTO C IOMOUIbIO
KOMITHIOTEPA CO CIEIHMATN3UPOBAHHBIM ITPOTPAMMHBIM 00€CIICYeHUEM;

- THMCbMEHHBbIE 3aJaHMs BBINOJHIIOTCS Ha KOMIBIOTEpE CO CIEUUATN3UPOBAHHBIM
POTPaMMHBIM 00ECTICUCHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecnieunBaeTCsl MHAMBUYaIbHOE paBHOMEpPHOE ocBeleHre He MeHee 300 okc;

- s BBIOJHEHHS 3aJaHUs TPU HEOOXOIUMOCTH TIPEJAOCTABISIECTCS YBEIHMYHBAIOIIEE
YCTPOHCTBO; BO3MOXHO TAK)K€ MCIIOJIb30BaHNE COOCTBEHHBIX YBEIMUMBAIOIIUX YCTPOUCTB;

- MMCHMEHHBIE 33aJJaHus OPOPMIISIOTCS YBEINICHHBIM MIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOJATCS B YCTHOM (popMe MM BBIMIOJHAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

® Ui TIIYXMX M CIa00CITBIIIALIHX:

- JekuMu OQOPMISIIOTCS B BHJE 3JEKTPOHHOIO JOKyMEHTa, JHOO MpeaocTaBiIseTcs
3BYKOYCHJIMBAIOIIAs alllapaTypa WHAWBUIYaTbHOTO ITOJIb30BAHMS,

- IICbMEHHBIE 3aJJaHNs BBINOJIHAIOTCS Ha KOMIIbIOTEPE B MUCHMEHHOM (hopMe;

- 9K3aMEH M 3a4€T TPOBOIATCA B MHUCHMEHHOW (opMe Ha KOMIBIOTEpPE; BO3MOKHO
npoBesieHUe B (hopMe TeCTUPOBAHUS.

e IS JIUI C HAPYIICHUSMH OTIOPHO-JIBUTATEJILHOTO amapaTra:

- JIeKUMU O(OPMIISIOTCS B BUAE 3JIEKTPOHHOIO JIOKYMEHTA, JOCTYNHOIO C IOMOUIbIO
KOMITBIOTEpA CO CIEIHMATU3UPOBAHHBIM ITPOrPAMMHBIM 00€CIICUeHUEM;

- THMCHbMEHHBIE 3aJaHMs BBINOJHIIOTCA Ha KOMIBIOTEpE CO CIEUUATN3UPOBAHHBIM
MPOrPaMMHBIM 00€CTICYeHUEM;

- 9K3aMEH U 3a4€T MPOBOATCS B YCTHOM (DOpMeE MITH BBITTOTHSIOTCS B MUCbMEHHOHN opMe Ha
KOMITBIOTEPE.

[Tpu HEOOXOMUMOCTH TIPETyCMaTPUBACTCS YBEITMICHUE BPEMEHH ISl TIOATOTOBKU OTBETA.

[Iponienypa  mpoBeAeHHs  NPOMEXYTOYHOM  arTectauuu Uil OOyvaroIuxcs
YCTaHABIMBACTCSI C YYETOM WX HMHIUBHIYAITbHBIX IICUXO(PH3MUECKAX OCOOCHHOCTEH.
[TpomerxyTouHast aTTecTalHsl MOXKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

[Tpu mpoBeneHNH TPONEAYPHl OLCHUBAHUS PE3yIBTATOB OOyUEHHS IMPEIyCMaTpUBaeTCs
UCIIOJIb30BAaHME TEXHUYECKHX CpEACTB, HEOOXOOUMBIX B CBA3M C HWHAWBUAYAIbHBIMU
OCOOCHHOCTSAMHU O0YyYaroImuXxcsi. DTH CPEICTBA MOTYT OBITh MPEJOCTABICHBI YHHUBEPCUTETOM,
W MOTYT MCIIOJIb30BaThCsl COOCTBEHHBIC TEXHUYECKUE CPECTBA.

[IpoBeneHnne TpoUEAYpHl OIECHWUBAHHUA  pE3yJIbTaTOB  OOy4YeHHs JIOIyCKaeTcs C
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOIHH.

ObecrnieunBaeTcst JOCTYN K MH(POPMAMOHHBIM M OHOIMOTrpaduyecKuM pecypcaM B CETH
WutepHeT Ui Kaxkaoro oOydaromierocss B (opmax, adalTUPOBAaHHBIX K OIPAaHUYEHHUSIM HUX
3II0POBBSI ¥ BOCTIPHUSITHSI HHPOPMALINH:

e JUIs CIIENBIX U CIA0OBUASIINX:

- B IIe4aTHOU (hopMe yBEIIMUEHHBIM HIPUPTOM;

- B (hopMe IEKTPOHHOTO JOKYMEHTA;

- B hopme ayamnodaiina.

® JUIS TIYXHX M CIa00CIBIIIAIINX:

- B IeyaTHou popme;

- B (hopMe IEKTPOHHOTO TOKYMEHTA.

e Ui O0yYaroIuUXCs ¢ HAPYUICHUSMHU OMOPHO-IBUTATEIBHOTO arapara:
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- B meyaTHOU hopMme;
- B opMe PIEKTPOHHOTO TIOKyMEHTA;
- B hopme ayamodaiina.

Y4eOHble ayAUTOPUHN AJI BCEX BHIOB KOHTAKTHOW M CAMOCTOSITENLHOM pabOThl, HAyyHas
OuONMMoTEeKa W MHBIE MOMENICHUS JJIsi OOYYEHHUS! OCHAIEHBI CIIEHUAIBHBIM O00OPYJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMU CPEICTBAMU O0yUCHUS:

® IS CIICIIBIX U CIA0OBUASIIUX:

- YCTpOICTBOM /Ui CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;

- nuctuieeM bpaitns PAC Mate 20;

- mpunTepom bpaitnsg EmBraille ViewPlus;

e JUIS TIIYXUX U CIa0O0CTbIIIAIINX:

- aBTOMATHU3HPOBAaHHBIM pabOYMM MECTOM JJisi JIOJACH C HapylleHHeM CclyXa H
C1a00CIIBIIIAINX

- aKyCTUYECKHUI YCUIUTEIh U KOJOHKH,

e Ui 00yYaroImuXxcs ¢ HApYUICHUSIMU OMOPHO-/IBUTaTeIbHOTO arapara:
- IEPEABMKHBIMH, PETYJIHPYEMBIMHU 3proHoMuueckumu napramu CHU-1;
- KOMIIBIOTEPHON TEXHUKON CO CIIEUAIbHBIM IIPOTPAMMHBIM 00€CIICUCHHEM.
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9. MeToau4eckne MaTepUuaJibl
9.1. IInaHbl IpaKTUYECKUX 3aHATUN

3ansTue 1. [IpaBoBbie 1 HOPMATUBHBIE OCHOBBI JOKYMEHTAIIMOHHOTO 00ecTIeueHUs

ynpasneHus. (4 4.)

Bormpocsr m1st o6cyxaenus:

1. 'ocynapcTBeHHOE pEryJupOBaHHE, HOpMaTHBHAas IpaBoBas W METOJWYECKass OCHOBA
JIOKYMEHTAIlMOHHOTO 00eCreYeHHs yIpaBICHUSI.

2. CyurHocTh, HampaBiI€HUS M BUABI TOCYJAPCTBEHHOI'O PETYJIHMPOBAHUSA JOKYMEHTALMOHHOIO
obecrieyeHus ynpaBlIeHUsI.

3. Ha3znauenne, 0COOEHHOCTH U COOTHOIIIEHHE HOPMATUBHOTO MTPABOBOTO U METOJANYECKOTO

peryaupoBaHusl.

HanpasnieHust U BUAbI JOKyMEHTALIMOHHOTO 00€CTIeYeHHs YIIPaBICHUS

HazHaueHne TOKyMEHTUPOBAHUS U OPTaHU3AIMH PAOOTHI C JOKYMEHTaMHU

Posib nH(DOPMAIMOHHBIX TEXHOJIOTUH B €70 PA3BUTHU

CyImIHOCTh 1 0OCOOEHHOCTH YTPABICHHS TOKYyMEHTAMHU.

JIOKYMEHT Kak 00BbEKT PEryJIUpPOBaHMUS.

OyHKIMY U BUIBI JOKYMEHTOB, UX YHU(DUKAIMS U CTAaHAAPTU3AIUS.

A A

3anaHus:

1. Peructpanus BXOAAIETO JOKYMEHTA

2. IlepBu4HOE PaCCMOTPEHUE BXOIAILETO JOKYMEHTA PyKOBOJUTENEM KaHLECTIAPUU
3. IlogroroBka nMpoeKTa Mopy4eHus IOMOIIHUKOM PYKOBOJUTEIS

4. PaccMOoTpeHHEe pyKOBOAUTENIEM IPOEKTA IOPYUEHHS

5. IloaroroBka MpoeKTa UCXOAALIETO JOKYMEHTA OTBETCTBEHHBIM UCIIOTHUTENIEM
6. CorylacoBaHue MPOEKTa UCXOAALIETO JOKYMEHTa

7. llognucanue NpoeKTa UCXOAIIEr0 JOKYMEHTa, €ro perucTpanyus 1 nepejada Ha OTIPaBKy
8. OtmpaBka UCXOAALIETO JOKYMEHTAa Ha OyMa)KHOM HOCHUTEJIE

9. Ucnonnenue nopydeHust (0T4ET OTBETCTBEHHOT'O UCTIOJIHUTEIIS )

10. ITonTBEepKACHHUE UCTIOTHEHHS TIOPYYEHUS €T0 aBTOPOM

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

3ansaTue 2. CucteMbl 3JIEKTPOHHOTO 10KyMeHTooOopoTa. bazossie nousitus. PerHok CO/1. (4 u.)
Bormpocs! 1uist o6cyxnenus:

1. @yHKIMM CUCTEM: PETUCTPALUs JOKYMEHTOB.

2. YnupaBiieHHE 3JIEKTPOHHBIMU JOKYMEHTaMHU.

3. Co3manue ¥ XpaHEHUE PpA3IUYHBIX HECTPYKTYPHUPOBAHHBIX JOKYMEHTOB (O(uCHBIE
MIPUWIOXKEHUS, TpapUIecCKre U MeIuaMaTepuabl, YepTeKHU U TIp.), Bepcuu u 1T, mognepxka
KU3HEHHOTO IIMKJIa JOKYMEHTOB, Ha3HAUeHUE TpaB JOCTyIa, BEJICHHE HCTOPHH palOThI,
MTOJTHOTEKCTOBBIN U aTPHOYTHUBHBIN TTOWCK.

CoBpeMeHHBI pOCCHICKUI PBIHOK CUCTEM aBTOMAaTH3alMU JOKYMEHTO000poTa.

Oco0eHHOCTH 3JIEKTPOHHOTO BEACHUS JIIOIPOU3BOCTBA.

Bo3moxkHbIe TpruuuHbI HU3KO0H 3()(heKTHBHOCTH 1 KadecTBa BeeHU JoKyMeHTarmu B COJ1.
OkoHomuueckuit 3 dekr ot BHenpenus CO/I.

Obecnieuenne 3aMThl THPOPMALUH ITpH UcTionb3oBanuu CO/I.

® Nk

3ananue 1:

1. O3HaKOMHUTBCS ¢ MAaTEPUAIIOM IO IPOrPaMMHBIM MIPOAYKTaM 10 CUCTEMaM
3JIEKTPOHHOT'O JIOKyMEHT0000pOTA.

2. IlpoBecTy CpaBHUTENBHBIN aHAIU3 IPOIPAMMHBIX IPOAYKTOB U 3aIIOJHUTH HHUKE
NPUBEICHHYIO Ta0JIUILY:
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3. BriGpats konkpeTHyto COJI 11 CBOEro BUPTYaIbHOTO MPEANPHUATHS, 000CHOBATH
BbIOOp. OTueT opopmuTh B BUE Paiina Word.

3ananue 2:

PazpabGorate ¢ momompio TekcToBoro pemakropa MSWORD odopmiieHns pekBU3UTOB
JIOKyMEHTOB B 3JIeKTpoHHOM Buze B cooTBercTBUM ¢ ['OCT P 6.30-2003 (¢ ucnonb3oBaHueM
MEepEeYHs] PEKBU3UTOB JOKYMEHTOB, TPEOOBaHHM K UX OQPOPMIICHHIO M CXEMbI UX pa3MEIIeHUsS Ha
yrioBoM Onanke ¢popmara A4, mpeCcTaBICHHBIX B JIEGKTPOHHOM BUJIE).

[[Ta6ioH AOKYMEHTOB BBIOMpPAETCS CTYIEHTOM CaMOCTOATEIbHO II0 COIJIACOBAHUIO C
IIpEnoaaBaTesIeM.

3ansaTue 3. Kimaccuduxkanus cucteM 3JIEKTPOHHOTO JOKYMEHTO0O0poTa (4 1.)

Bormpocs! 1yist 06cyxnenus:

1. Coznanue 31EKTPOHHBIX JOKYMEHTOB.

2. Benenue cuctemMbl CIPAaBOYHUKOB.

3. YmpaBneHue Jel0BbIMHU MPOIIECCaMU.

4. Tlommepskka MpOIIeCCOB COTJIACOBaHMS M 00PaOOTKH TOKYMEHTOB, BbIIaua 3aIaHUi U
KOHTPOJIb UX MCIIOJTHCHUSI.

5. OOecrieueHre B3aUMOICHUCTBUS MEXKIY COTPYIHUKAMH B X0J1e OM3HEC-TIPOIIECCOB,
NoJ/Iep’KKa CBOOOIHBIX U KeCTKUX MapupyToB (workflow).

6. [Ipusnaku knaccudukanuu CO]1: cCOOTBETCTBUE CTaHAAPTAM OTECYECTBEHHOTO
JIEJIOTIPOU3BO/ICTB;

7. Ipusnaku knaccudukanuu CO/1: pa3paboTINK CUCTEMBI;

8. Ilpusnaku knaccudukammu CO/1: pemaemble 3a1a41 JEIONPOU3BOACTBA; THII OPraHU3aIUH.

3agaHus:

. Peructpamus obpamieHus

. [lepBudHOE paccMoTpeHuE 0OpaIeHUS

. [lonroroBka mpoekTa Nopy4eHus MOMOUTHUKOM PYKOBOIUTENS

. PaccMoTpenue pykoBoIUTENEM MTPOSKTA TOPYUCHUS

. [loaroroBka oTBeTa Ha oOpaleHue

. [lopnucanue mpoeKTa UCXOASIIETO JOKYMEHTA, €r0 PETUCTpallvs U Tiepeada Ha OTIPABKY
. OTnpaBka UCXOASIIEro JOKYMEHTa Ha OyMa)kHOM HOCHUTEIIE 3assBUTEIIO

. Ucnionmnenue mopy4yeHus (0T4E€T OTBETCTBEHHOTO MCIIOTHUTEIIS)

. [lonTBep:kieHne UCTIOTHEHUS TOPYYCHUS

O 0 1N DN B W —

Jluteparypa: ocHoBHas [1, 3], nonmonHuTenpHas [1, 4].

3ansaTue 4. BeiOop u BHEIpEHUE CHCTEM DIIEKTPOHHOTO JTOKYMEHTO000poTa (6 1.)

Bonpocs! 1151 00Cy K IeHHS:

1. OyHKIMOHATBHBIC OTIUYHUS MIEKTPOHHOTO JOKYMEHTO000POTa OT OYMaXKHOTO.

2. KoprniopatuBHasi cHcTeMa 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa — OCHOBHBIC TpeOOBaHUS W
BO3MOKHOCTH.

3. Kpurepuu, onpenenstoiiie HeooxonuMocts BHenpenust COJl B opranuzanuu (IpeanpusTun).
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Dralbl CO3aHUS ¥ BHEIPCHHSI CHCTEMBI AJICKTPOHHOTO JOKYMEHTO000pOTa Ha TIPS IPUSTHH.
Brinonnenue npaktudeckux 3aganuii B COJ1.

[Toaxomp! K CO3IaHUIO CUCTEM JIEKTPOHHOTO JOKYMEHTOO0OpOTA.

TpeOGoBaHMs K cCICTEMaM.

DTanbl BHIOOpA CUCTEMBI aBTOMATU3AIINH.

Dtarnbl BHEAPEHUS] CUCTEMbI AaBTOMATH3aLIUU.

e A

3agaHus:

1. Coznanue npoexkTa BHYTPEHHETO JOKYMEHTa

2. OTKa3 B COTNIaCOBaHHUH MPOEKTAa BHYTPEHHETO JJOKYMEHTa

3. JopaboTka mpoeKTa BHyTPEHHETO TOKYMEHTA UCIIOTHUTENIEM 110 3aMEUYaHUSIM
4. CornacoBaHue MPOEKTa BHYTPEHHETO IOKyMEHTa COTJIacyIonuM 1-ro 3rama
5. CormacoBaHue MPOEKTa BHYTPEHHETO JIOKYMEHTA COTJIACYIOIIUM 2-T0 JTara
6. [lonnmucanue npoexkTa BHYTPEHHETO JOKYMEHTA, perucTpalys, nepeaaya Ha pacCMOTPEHHE U
03HAKOMJICHHE

7. PaccmoTpeHHe BHYTPEHHETO JOKYMEHTa

8. VcnonHenue nopyydeHus

9. O3HakOMJIEHHE C BHYTPEHHUM JOKYMEHTOM

10. ITpocmoTp ucTioHUTENEM HH(OPMAIIUHU O CTaTyCe

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

3anstue 5. JIokyMEHTUPOBaHUE YIIPaBIEHUECKOH edaTeabHocTH (6 4.)

Bonpocs! 115 06cyxaeHus:

1. CocraB 1 Ha3HAYECHUE OT/AECIBHBIX BHIOB OPraHU3AIIMOHHO-TIPABOBHIX, PACTIOPSIIUTEILHBIX U
MH(POPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.

2. JlokyMeHTaJIbHBINA (OHM U MepedeHb JOKYMEHTOB, 00pa3yIOIMXCs B IpoIecce AeITEeIbHOCTH
roCyJapCTBEHHOT'O OpraHa.

3. CocraB, pacrnonoxeHue W TpaBwia OG(OPMIICHUS PEKBU3UTOB OTHENBHBIX BHJIOB
OpPraHU3alMOHHO-NIPABOBBIX,  PACHOPSAUTENBHBIX M HMH(GOPMALMOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

4. BpinonHeHne NpakTHUecKux 3aaanui B COJI.

. OcobenHoctu ohopMiIeHUS OTACTBHBIX BUIOB JOKYMEHTOB, 00pa3yIOIUXCs B IIPoLIecce

JEeSITeIbHOCTH TOCYJapCTBEHHOTO OpraHa.

9]

3amaHus:

. Coznianue norosopa.

. OTka3 B coryiacoBaHHH JOTOBOPA.

. lopaboTka 10roBOpa UCIOTHUTEIIEM.

. CornacoBanue 0roBopa corjiacyromum 1-ro stana.

. CornacoBaHue A0roBopa COrjacyroumum 2-ro 3Tara.

. [lonpnucanue noroopa, perucTpanus, nepeaada Ha pacCCMOTPEHUE U 03HAKOMJICHHE.
. Paccmotpenue norosopa.

. UcnonHenue nopyyeHusl.

. HOI[TBGp)KI[GHI/Ie HUCIOJIHCHUA TOPYYCHUS.

10. O3HaKOMIJIEHHE C TOTOBOPOM.

11. [IpocMoTp UCHOTHUTENEM HHPOPMALIUHU O CTaTyCE O3HAKOMIICHUS C IOKYMEHTOM.

O 00 1IN DN K W~

JIutepatypa: ocHOBHas [2, 3], nonoiaHuTenpHas [3, 4].

9.2. Metoanyeckre peKOMEHIaluH 10 MOATOTOBKE MUCbMEHHBIX PaboT
He npenycmoTtpeHnsl.
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IMPNJIOXEHUA
[Tpunoxxenue 1 AHHOTAIMS AUCIIUTUTMHBI
AHHOTALIUA JUCHUIIJIMHBI

JucuuiuinHa peanusyercs Ha (akynbpreTe HHOOPMAIMOHHBIX CHCTEM W 0€30MacHOCTH
Kaeapoit ”HPOPMALIMOHHBIX TEXHOJIOTHHA U CUCTEM.

Henp qucuuruivHel: GOpMUPOBAHKUE y OOYYAIOIIUXCS 3HAHUH U YMEHUH, HEOOXOIMMBIX
JUTSE Pa3palbOTKH, IKCIUTyaTallidl W COMPOBOXKICHUS HH(DOPMAIMOHHBIX CHCTEM YIIPABIICHUS
JOKYMEHTOOOOPOTOM, T'PAMOTHOTO MPUMEHEHHS aBTOMATH3MPOBAHHBIX HH(OPMAIIMOHHBIX
TEXHOJIOTHH JIJIsl 00eCTICUeHUs peIICHUS MPUKIAIHBIX 3a/1a4.

3amaun:

- ToiiyueHHe O0a30BBIX 3HAHMW B O0JIACTH aBTOMATH3allMU JIOKyMEHTOOOOpOTa C
UCTIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;

- (¢opMupoBaHHE YMEHUH B 00JIacTH pPa3pabOTKH, BHEAPEHUS W OSKCIUTyaTaluu
UH(POPMAIMOHHBIX CHCTEM 3JICKTPOHHOTO JJOKYMEHTOO00POTA,

- MPUOOPETCHNE MPAKTHYECKUX HABBIKOB PAOOTHI C aBTOMATU3HPOBAHHBIMU CUCTEMAMH

JOKYMEHTO000pOTA.

I[I/ICLII/IHJ'II/IHEI HaIlpaBJICHA Ha (l)OpMI/IpOBaHI/Ie (01 (59137:0) 1187, KOMITCTCHIIUM:

. IIK-6 CnocoGeH HacTpauBaTh, SKCIUIyaTHPOBAaTh U  CONPOBOXIATh
MH(POPMAIIMOHHBIE CUCTEMBI U CEPBUCHI;
. [TIK-7 CnocoGeH oCymecTBIATh pa3pabOTKy W BeJAeHHE 0a3bl JaHHBIX U

MMOAACPIKKY I/IH(i)OpMaI_II/IOHHOFO obecrneyeHus peUICHUs MPUKIIAJHBIX 3a1a4

B pesynbrare ocBOeHUS AUCHUTLIIMHBI 00yYatOIIUNCS TOTKEH:

3HaTh OCHOBHBIC BHJIBI MHPOPMAITMOHHBIX CHCTEM JICKTPOHHOTO JOKYMEHTOO0OpOTa H
CEPBHCOB B HUX, OCHOBBI pa3paboOTKU U BeJAeHUs 0a3 NaHHBIX U MOIIEPKKU HHPOPMAITMOHHOTO
oOecrnieueHus JUis pEIICHUs 3a/1a4 aBTOMATH3alUH 3JIEKTPOHHOTO IOKyMEHTOO00pOTa.

YMeTh HacTpamBaTh, KCIUTyaTHPOBATh U COMPOBOXKIATh HH(POPMAIIMOHHBIE CHCTEMBI
AJIEKTPOHHOTO JTOKYMEHTOOOOpPOTa M CEPBUCHI B HUX, OCYIIECTBIISTH BEACHHE 0a3 NaHHBIX U
NONJEPXKKY HMH(POPMAIIMOHHOTO  oOecreyeHusl [UIsl  pelleHds 3a7ad  aBTOMAaTH3allUU
AJIEKTPOHHOT'O JOKYMEHTO000pOTA.

Brnagerr HaBbIKaMU HACTPOMKH, SKCIUTyaTalldid M COMPOBOXKIEHUS HH(POPMAIIMOHHBIX
CHUCTEM JICKTPOHHOTO JIOKYMEHTOOOOpOTa M CEPBUCOB B HUX, HABBIKAMU BeJIeHUS 0a3 JaHHBIX U
NONJCPKKU  MH(POPMAIMOHHOTO  oOecreueHus Ui pelleHds 3afad  aBTOMAaTH3allud
AJIEKTPOHHOI'O JOKYMEHTO000pOTA.

[lo npucuumivHEe mpenycMOTpeHa NPOMEXKYTOUHas arrectauuss B ¢GopMe 3auéra C
OILIEHKOM.

OO61as TpyJ0€MKOCTh OCBOEHUS TUCLUIUIMHBI COCTABISAET 3 3a4eTHBIC eMUHUIBL, 114 4.
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