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CTpykTypa u cojep:kaHue TUCHATIHHbI

1. esu 1 3a1aun TUCHMILIMHBI, €€ MECTO B Y4eOHOM Npouecce

Henab u3ydyenuss TMCUMILIMHBI 3aKIIOYAIOTCS B M3YYEHUU COBPEMEHHOTO
JIOKYMEHTAIMOHHOTO o0ecredeHus, HopM U METOJIOB PallOHATBHON OpraHu3aluy paboTHI
CIy’Kamux, KoTopas 0a3upyeTcs Ha TaKUX Mpoleccax, Kak mojydyeHue, o0paboTka; aHamms3
uH(OpMAaIUH, TIOJTOTOBKA W MIPUHATHE, BBITIOJHEHNE PEIICHHA; YIeT U KOHTPOJIb
TMPUHATHIX PEIICHHH, a TAKKE CUCTEM JTOKYMEHTAIMH, JIEKTPOHHOTO JOKYMEHT0000pOTa
aBTOMATHU3AIUK JIONPOU3BOJICTBA, HAMPABICHUN U METOJIOB UX COBEPIICHCTBOBAHMUSI.

[IporpamMma cocTaBieHa ¢ yueToM TpeOOBaHHI rOCy1apCTBEHHBIX 00pa30BaTeNbHbIX
CTaH/IAPTOB, TIPEABABISIEMBIX K BBICIIEMY 00pa30BaHHUIO.

IIpeaMeTomM M3y4YeHUS MUCUMILIMHBI SIBJISIFOTCS METOJAMYECKUE ACTEKTHI
OCYIIECTBICHHUS MPO(ECCHOHATHHBIX HABBIKOB c(epe 3MEKTPOHHOTO JeTOMpPOH3BOICTBA,
IS YIPABICHYECKUX PEIICHUH U MOBBINIEHUS 3P (OEKTUBHOCTH ACATETLHOCTH OpraHU3aInil
B COBPEMEHHON SKOHOMMUKE.

3agauu u3yyeHus TUCUMILIHHDI:

- IoJy4eHue 0a30BbIX 3HAHUH B 00JIACTH aBTOMATH3AIH JTOKyMEHTO000pOTa C

HMCII0J1b30BaHNEM HH()OPMALIMOHHBIX TEXHOJIOTHA;

— MOJIyY€HHUE YCTONYMBBIX HABBIKOB MTPAKTHUUYECKONU paOOTHI 11O UCIIOIE30BAHUIO
COBPEMEHHBIX MAKETOB MPHUKIATHBIX MIPOrpaMM Ha YPOBHE KBATH(DHIIMPOBAHHOTO
IIOJIB30BATENS ISl IPUHATHS SKOHOMUYECKUX, IIPOU3BOJICTBEHHBIX U YIIPABICHUECKHUX
peLIeHUN.

2.Mecto mucuumiinnbl B cTpykrype OOII BO. TpeboBanus k pe3yjabTaTam
OCBOEHMSI COJIEPKAHNS TUCHMILTAHBI

JucuunnuHa «DIEKTPOHHBIM JOKYMEHTOOOOpPOT» OTHOCHTCS K YacTH,
Gopmupyemoit yqacTHHKaM# 00pa30BaTENbHBIX OTHONICHHUH.

Copneprkanve JUCHUIUIMHBI SBISIETCS JTJOTHYECKUM NPOIOJDKEHUEM COIEP/KAHMS
aaciuIiie:  «MeHemkmeHT»,  «OCHOBBI  yOpaBlICHUSD),  «YIPaBJIECHUE
nHGOPMAITMOHHBIMU cUcTeMaMu». CITy>KUT OCHOBOH JJIi OCBOCHUS TUCIUTUINH
Hanpasnenus moarotoBku 38.04.02. MenemxmenT: «OCHOBBI MU(PPOBON SKOHOMHKH,
«Crparerus undposoii Tpanchopmaniu OuzHeca», « IKOHOMHUKA LU(PPOBOM OpraHU3aLUK
(MpeanpusaTus)».



3. TpeboBanus K pe3yJbTaTaM OCBOEHHSI COJAePKAHMUS JUCHUIIMHbI

3. TpeOoBanus K pe3yabTaTaM 0CBOEHHUS COAEPKAHNSA TUCHUTTHHDI

KOIL M HAUMCHOBAHUC

WNHaukatophl JOCTHKECHUIM

HepequL IIAHAPYCMBIX

KOMITETEHITUU KOMITCTCHITUN pe3yIbTaTOB
(1o peanuzyemoii
JTACITUILINHE)

YK-4. Crnocoben | YK-4.1. 3HaeT Ha 3HATh:
MIPUMECHSITD TOCY/IapCTBEHHOM H HEKOTOPbIE BO3MOKHOCTH
COBPEMCHHEIC WHOCTPAaHHOM A3BIKAX CEPBHCHI DJIEKTPOHHOTO
KOMMYHHKATUBHBIC KOMMYHHUKaTHBHO JTIOKYMEHTO000pOTA,
TEXHOJIOTHH, B  TOM | IPUEMIICMBIC OTJICNTbHBIEC TPEOOBAHMS K
YHCIIe Ha CTUJIH JIEJIOBOTO OOILICHHUS; UHGOPMAITMOHHON
MHOCTPAHHOM(BIX) VK-4.2. YMeer npeactaBisiTh 0€301acHOCTH;
s3bIKe(ax), pe3yJIbTaThl aKaIEMUUECKOH 1 yMeTb:
IS aKaIeMIYECcKoro U | podeccuoHanbHON BECTH JIOKYMEHTOOOOPOT U C
pOo(EeCCHOHABHOTO | AESATEIHHOCTH Ha Y4€TOM OCHOBHBIX TPeOOBaHUIA
B3aUMO/ICHCTBUS Pa3IUYHBIX  MEPOTPUATHSAX, uHGOPMAIMOHHON

BKJTFOYas 0e30MacHOCTH;

MEXTyHAPOTHBIC; BJIA/IeTh:

VK-4.3. Bnaneer | HEKOTOPBIMU MHCTPYMCHTAMM,

MHTErPaTHBHBIMU TEXHUKAMH U CEPBHCAMU

YMEHUSMH, HEO0O0XOIUMBIMH OpraHU3aINH PAOOTHI

st AJIEKTPOHHOTO

JIOKYMEHTO00O0poTa.

3 QeKTHBHOTO y4acTHs B

aKaJIEeMUICCKUX U

po(eCCHOHANBHBIX

JIMCKYCCHSIX

4. CTpyKTYpa U cofepKaHUe TUCHUININHBI

4.1. O0bem y4eOHOIi JUCHUIIMHBI U BHABI Y4eOHOii paboTbl

O06bem yacos (3a4. ef1.)

Buja yueOHoi padornl Ounas popma 3aounas
dhopma
Oo0mas yueOHasi Harpy3ka (Bcero) 108 108
(3 3a4. ex) (3 3a4. en)

Oo0s13aTesibHAs AyIUTOPHAs1 y4eOHAs HArpy3ka 48
(Bcero)
B TOM YHCJIe:
Jlexumn 12 6
CeMuHapcKie 3aHATHA 36 6




HpaKTI/I‘leCKI/IG 3aHATHA

JlabopaTopHbie pabOTHI -

Kypcosas pabota (KypcoBoil IpoeKT) -

Hpyrue ¢opMbl W METOAbl  OpraHU3alUH -
00pa30BaTeIbHOI0 MpoLEcca

CamocrosTenbHast padoTa cTyaeHTa (Bcero) 60 96

HroroBas arrccranuia 3a49CT 3a4CT

4.2. Conep:xanue pa3aeaoB AHCHANIHHBI

TEMA 1. BEJEHHE B KYPC «3JIEKTPOHHBIH JOKYMEHTOOBOPOT).
[loHaTHE TEXHOJOTUM YNPABJICHUS, TEXHOJIOTHYECKOTO IpoIlecca YIpaBCHUS.
O00cHOBaHME HEOOXOAMMOCTH MEPexo/1a K 0€30yMaKHOM TEXHOJIOTUY YIIPABJICHHUSI.
OcHOBHBIEC KOHIIENIMU 0€30yMaKHON TEXHOJOTMH yIpaBiieHUs. MeCTO CHCTEMBI
3IEKTPOHHOTO okyMeHToo0opoTa (CIL0O) B a5KOHOMUYECKON HHPOPMAIIMOHHOM CUCTEME.

TEMA 2. TEPMUHOJIOTHA JEJIOIIPOU3BO/JICTBA. IIOHATHE H
CTPYKTYPA JIOKYMEHTOOBOPOTA.

OcCHOBHBIE MOHATHS AEIONPOU3BOACTBA. [[0OHATHE W OCHOBHBIE NMPUHLIHUIIBI
opraHuzaiuu JToKyMeHToo0opoTa. Tpu hopmbl opraHuzaiuu J0KyMEHTO000poTa.
Bxopasdmue mokymentsl. Vcxopsmye T0KyMeHTH. BHyTpeHHHE TOKYMEHTHI. Peructpanus
JOKyMeHTOB. HeKcarus JOKyMEHTOB.

TEMA 3. 3HAYUMOCTH ABTOMATH3ALIUH
JTOKYMEHTOOBOPOTA H 34KOHOJIATEJIbCTBO B IAHHOH C®DEPE

[IpenmytiecTBa aBTOMaTH3AIUN TOKYMEHTOO00pOTa. DaKTOPHI, TO3BOJISIOIINE
MOBBICUTH 00TIYI0 3 (HEKTUBHOCTH paOOTHI OPraHU3AIUN TTPH BHEIPEHUU CUCTEMBI
AIEKTPOHHOTO JoKyMeHToobopora (CIOJI). DyHKIMM, aBTOMATU3UPOBAHHOE BBIIOIHEHHE
KOTOPHIX JOMKHO oOecrieunBath nmpuMmeHerne COJl. OcHOBHBIE HOPMATHBHBIC MPABOBBIC
aKThl, HA OCHOBE KOTOPBIX OCYIIIECTBIIICTCS MTPABOBOE PETYIMPOBAHUE OOIIECTBEHHBIX
OTHOIIIEHUH, BO3HUKAIOIIUX B MPOIIECCE PeATU3aIK JOKYMEHTO000pOTa B OyMasKHOM
dbopme U nepexojia K aBBTOMAaTU3UPOBAHHBIM TEXHOJIOTUSM: MEXKTyHAPOHBIE aKThI,
denepaiibHbIe 3aKOHBI, TOCTAHOBIIEHUS U pacnopsbkeHus [IpaBurenscrBa Poccuiickoit
denepanuu, rocy1apcTBEHHbIE CTAHIAPTHI.

TEMA 4. IIOHATHE H IIPHHIIHUIIBI ®YHKIIHOHHUPOBAHHUA
CUHCTEM 3JIEKTPOHHOI' O IOKYMEHTOOBOPOTA U bA3 JIAHHBIX.

[ToHsiTHE BICKTPOHHOTO JTOKYMEHTOOOOPOTa WM CHCTEMBI JIICKTPOHHOTO
nokymentoobopota (C3JI). OcunoBubie dyrkmmu COJl. Tpedosanus xk CIJ] mo dpopmaram
3JIEKTPOHHBIX JOKYMEHTOB, HACTPAaUBAEMOCTH HA OPTraHM3ALMOHHO-LITATHYK CTPYKTYPY
OpraHu3aIiy, Ha COBMECTHUMOCTb C MPUMEHSIEMbIMU B OpraHU3amud (yHKIHOHATbHBIMH
UH(OPMAIMOHHBIMU CUCTEMaMU. TpeOoBaHUE MO Pa3rpPaHUYCHUIO TIPaB JIOCTYIIA
nosb3oBareneil. [[pumenenue cpeacTs ANeKTPOHHOM 1 poBoit moanucu B coctaBe CIJI u
Pa3BUTHE JAHHBIX CPEJCTB, IPENYCMOTPEHHOE [ 0CynapcTBEHHOM TporpamMon Poccuiickon




Genepan «Mupopmanmonnoe obmectBo (2011—2020 roapi)». I[lonstie 6a3bl AaHHBIX,
Kak nHpOpMaIMOHHO-TexHOoNorndeckoi ocHoBbl COJI. TlonsTre 1 ocHOBHBIE (DYHKIIMU
CHCTEM YIIpaBJeHus 0a3aMu TaHHbBIX. [[eHTpanu3oBaHHbIE U pacnpeieieHHbIC 0a3bl
JTAHHBIX. ba3bl TaHHBIX C JTOKATBHBIM M CETEBBIM JIOCTYIOM. [/[Ba BapraHTa apXUTEKTYphI
IIEHTPAIM30BAaHHBIX 0a3 JaHHBIX C CETEBBIM JOCTYNOM. OCOOCHHOCTH M CXEMBI
(QyHKIHOHMPOBAHUS EHTPATM30BAHHON 0a3bl MaHHBIX MO MPUHIUMY «(aili-cepBepy» H 10
MIPUHIUITY «KIHUEHT-CEPBEPY.

TEMA 5. OPIrAHH3AIIHA ITPOEKTHPOBAHHA 3JIEKTPOHHOH
CUCTEMbI YIIPABJIEHHA JJOKYMEHTOObOPOTOM.

enu n Haznauenue Cuctembl DiekTpoHHOro Jlokymerntoobopora (C2/10).
[Monxoapt k mpoektupoBanuio CIJ0. [Tpodaemsr moctpoerus CIO. OcobeHHOCTH
npoekTupoBanusi u BHeApeHus DCY /[ mis kopriopatuBHBIX cucteM. [IpuHIMIBI
noctpoenus CO0O cocTaB (yHKIMOHANBHBIX MOIYJEH M 00ECIEUUBAIOMINX MOJCHCTEM.
Coneprxanne TpeOOBaHU K CTPYKType U oTAeabHbIM KomnoreHTaMm COJ10. Coctas
TEXHOJIOTUI, METOJOB U CPEACTB MpUMeEHAEMBIX 1A poekTrpoBanusa COJ10. Opranuzauus
npoexktupoBanus CI/10.

TEMA 6. IIPOEKTHPOBAHHE CUCTEM BBO/JA IIOTOKOB BXOJALLIUX
JIOKYMEHTOB

Llenp, Ha3HAUEHUE W 337a4M MPOEKTUPOBAHUS CUCTEMBI BBOJA OyMaKHBIX
nokymMeHtoB B CDOJIO. CocraB UM coaepkaHWE ONepauuid  HACTPOUMKH
aBTOMATU3UPOBAHHOTO BBOJA M 3arpy3kd IOTOKOB BXOJSIIHUX JOKYMEHTOB.
Xapakrepuctuka OCR, ICR u OMR-TexHOnO0rHMi1 pacno3HaBaHusi JTOKYMEHTOB.
Metoabl KOHTPOJIS ONepaliii CKAaHUPOBAHMS M PACIIO3HABAHUS TEKCTOB.

TEMA 7. OCHOBHBIE XAPAKTEPUCTHKH CUHCTEM J3JIEKTPOHHOI' O
JIOKYMEHTOOBOPOTA

OtkpsiTocts CO/. IHTErpanus ¢ NpuKIaJaHbIM IPOrpaMMHBIM OOECTIEYEHHEM.
OcoOeHHOCTH XpaHEeHUsS JOKYMEHTOB. Ponb M 0COOEHHOCTH XpaHEHHS PErHCTPALUOHHBIX
kaptouek B COJI. Jlornueckre KOMIIOHEHTHI cepBepHOoi yactu COJ1. Mapuipytuzanus
NOKYMEHTOB. CBOOOJHBIN U JKECTKUA METO/Abl MapIIpyTU3aLUU. AHHOTHPOBAHHUE
JNOKyMeHTOB. [10/1X0/1bl K pa3rpaHUYEHUIO IPaB JOCTYyMA K JoKyMeHTaM. OO00IEHHBII
HaOOp pa3pelICHHBIX MOJIb30BATEISIM ONlepalnil. Y paBiieHUe BEPCUAMH JIOKYMEHTOB.
CpencrBa nmpocMoTpa JOKyMEHTOB. PaboTa KIMEHTCKUX MpOrpaMM Ha pa3iHyuHbIX
atopmax.

TEMA 8. [IPOEKTHPOBAHHE CHCTEM YIIPABJIEHHA JOKYMEHTAMH

Cucrembl ynpaBieHus NOKyMeHTaMH. HasHaueHue CHCTEMBI yNpaBJIeHUS
anekTpoHHbIMU gokymeHTamu (CY 1), dyukmum, Bemoaasembie CY [] B mpormeccax
yIpaBJieHust SKoHOMHu4YeCKor cucteMon. Ctpykrypa CVY /] 1 Ha3HaYeHHE €€ KOMIIOHEHT.
Merozbl opranuzauun xpanenus qokymeHtoB B CY /. Knaccudukanus MeToq0B noucka u
UX Xapakrepuctuka. Xapakrepuctuka CY 1 pasnuuHbIX KJIACCOB, X apXUTEKTYPHI,
METOJIOB MOKMCKA M TEXHOJOTHI ucmonb3oBanus. Ocodennoctu npoektupoBanus CIO ¢



UCITOJIb30BAaHUEM MTPUHIUIIOB U METOJIOB CBOOOIHON MapLIpyTU3aUU JOKYMEHTOB
(texnonoruu «ad-hoc»). Ocodbennoctu npoektupoBanus CIJ10 Ha MpUHIUTIAX TEXHOJIOTUH
«groupware» ¢ ucnoib3oBanueM cpeiactB «Lotus Notes». OcoOeHHOCTH MPOEKTUPOBAHUS
C3/10, opuentupoBanHbIX Ha ucmonb3oBanue docflow-TexHonmornu Ha mpuUMepe CUCTEMBI
«1.C JJoxymentoob6opot». Haznauenue, cepbl mpuMeHeHust TexHomoruu «workflowy.
[Mpuntume! opranmzanmn CA/IIL. Xapakreprctuka, Ha3HaueHHe, chepbl IPUMEHEHHS 1
ocobennocty ucrnonb3oBanus cuctembl «OPTIMA WorkFlowy.

TEMA 9. KIIACCH®UKAIIHA CHCTEM JDJIEKTPOHHOI'O
JIOKYMEHTOOBOPOTA

OcHoBHo#t knaccudukarmonnbii npusHak CO/1. [IporieccHo-OpreHTHPOBaHHBIE
COHl. ObnacTb mMpUMEHEHHS U OCHOBHBIE (YHKIMH MPOIECCHO-OpUeHTHpOoBaHHBIX CO/I.
[Ipumepsl cuctem nanHoro Buaa. KopmoparuBHo-opueHtrpoBaHHbie COJI. Ha3nauenwue,
OCOOEHHOCTH M TPUMEPHI KOpropaTuBHO-OpueHTHpoBaHHbIX COJI. KoHTeHTHO-
opuenTtrpoBanHbie CO/1. [ToHsATHE M HA3HAYEHUE KOHTEHTA B CUCTEMaX JAaHHOI'O THIIA.
JIonOTHUTEBHBIE BO3MOKHOCTH KOPHOPAaTUBHO-OpPHEHTUPOBAHHBIX COJ] M0 CpaBHEHUIO C
0azoBbiMu pynxuusmu COJI. [Ipumepst, COJ/I nanHOrO THMA, TPEICTABICHHBIE HA MUPOBOM
poitke. Cucremsl ynpasieHus: vHdopmatmein. OcoOOeHHOCTH M OCHOBHBIE BO3MOKHOCTH
JaHHBIX cucTeM. [IpuMepsl pacmpoCcTpaHeHHBIX CUCTEM yhpaBieHus uHGopmaimei. Bumpt
CHUCTEM, aBTOMATHM3HUPYIOMUX WHOOPMAIIMOHHBIC TMPOIECChI B CMEXHBIX C
JTOKYMEHTOOOOPOTOM HarpaBlICHUSIX.

TEMA 10. CHCTEMbI SJIEKTPOHHOI' O JOKYMEHTOObOPOTA B
POCCHHCKOM UH®OPMAILTHOHHOM ITPOCTPAHCTBE.
[IprumHBI OTHOCUTENBHO HU3KOTO ypOoBHS pacupoctpanenus COJ] B Poccun

B HACTOSIIEE BpPEeMs M TEPCICKTUBHI WX IMHPOKOTO BHEAPEHUS B POCCHUHUCKHUX
opraHuzanusx B Oikaiiiem OynaymieMm. 3HaueHue pacrpocTtpaHeHus B Poccun
CPENCTB DJEKTPOHHOM HHU(PPOBON MOAMKMCH B KOHTEKCTE HIUPOKOTO BHEAPECHMUS
CoJlI. Coornomenue C3]] poccuiickoro u 3apyOeKHOTO MPOU3BOJICTBA.
Poccuiickue C3JI, ¢ynkuumonupyromue B cpeae Lotus Domino/Notes.
OcoOeHHOCTH W OCHOBHBIE BO3MOXKHOCTH, pealM30BaHHbIE B Hambosee
pacnpocTpaHeHHbIX poccuiickux COJI. [IokyMEeHTOOOOpOT B RJIEKTPOHHOM BHUJIE B
CTPYKTYPHBIX TTOAPA3ICIICHUSX OpTraHU3aIlHH.

TEMA 11. OPT AHH3ALIHA MEJXBE/JOMCTBEHHOI' O
SJIEKTPOHHOIO  JJOKYMEHTOOFOPOTA B POCCHHCKOH
@DEJEPAITHU.

HOpMaTI/IBHoe O6€CH€‘I€HI/IG MCXKBCAOMCTBCHHOT'O BHeKTpOHHOFO

TOKyMeHTooOopoTa. [loHsATHE M yYacTHUKH MEKBEIOMCTBEHHOI'O 3JIEKTPOHHOTO
JIOKYMEHTO000pOoTA. Conepxanue B3aMMO/ICHCTBUS benepaTbHBIX
UHOOPMAITMOHHBIX CHCTEM JJIEKTPOHHOTO JOKYMEHTOO00OpOTa. DJIEKTPOHHOE
cooO1eHue, KaK eAMHUIIA MEKBEJOMCTBEHHOTO AIEKTPOHHOTO

7



JTOKyMeHTOoOOOpoTa. [IpUHIMIBI MOCTPOCHHS W  TEXHUKO-TEXHOJOTHYECKAS
HHPPACTPYKTYpa MEKBEIOMCTBEHHOTO JICKTPOHHOTO JOKYMeHTo0oOopoTa. CocTaB
TEXHUYECKUX CpPEACTB W (YHKIMH TOJIOBHOTO Yy3l1a H y3Ja YydYacTHHKA
MEXBEJIOMCTBEHHOTO  JJICKTPOHHOTO  JIOKyMeHTooOopoTta.  Pacmpenenenme
GyHKIMIA oOpraHuU3aTopa MW YYaCTHUKOB MEXKBEJIOMCTBEHHOTO JJICKTPOHHOTO
nokymeHToobopoTta. (OOecneueHne HWHDOpPMAIMOHHOW  OE30MACHOCTH  TIPH
OCYIIECTBJICHUU  MEKBEJIOMCTBEHHOTO  3JIEKTPOHHOTO  JOKYMEHTOOOOpOTa.
lNocynapctBennass mporpamma Poccuiickoii ®enepanun  «MHpopmanimonHoe
obmectBo (2011—2020 rompl)» U pa3BUTHE MEKBEIOMCTBEHHOTO 3JICKTPOHHOTO
JTIOKyMEHTO000pOTA.

TEMA 12. 3AIIIUTA HHDOOPMAIIUH B CUCTEMAX 3/JIEKTPOHHOI O
JIOKYMEHTA.

Texnonorun obGecnedenuss Oe30macHOCTH. MeTOIAbl M CPEICTBA 3aAIUTHI
unpopmarmu B MC. KoaupoBanue skoHomuueckor mHpopmanuu. [Ipumenenne
KOJIOB B IIPOLIECCE PEILICHUS 3a4a4.

4.3. Jlekuun
Ne i/t Ha3zBanue Tembl O6neM yacoB
Ounas 3aouHas
dbopma dhopma
1 Benenue B KypC  «QJIEKTPOHHBIN 1 0,5
' JIOKyMEHTO0000pOTY.
) TepmuHonOTMA 1ENONPONU3BOACTBA. HMOHATHE H 1 0,5
' CTPYKTYypa JOKYMEHTO00O0pOTA.
3HAYUMOCTh aBTOMATH3AIMH JOKYMEHTO000pOTa U 1 0,5
3. 3aKOHOJIaTEJILCTBO B JaHHOU cdepe
[TonsiTue M TPUHIUIBI YHKIHOHUPOBAHUS 1 0,5
4. CHUCTEM 3JIEKTPOHHOTO JOKYMEHT0000pOoTa U 0a3
JAHHBIX
5 Opranuzanus TPOEKTUPOBAHUS AJIEKTPOHHOM 1 0,5
' CHCTEMBI yIpPaBJICHUS JTOKYMEHTOOOOPOTOM
6 [IpoexTupoBaHuE CUCTEM BBOAA IHOTOKOB 1 0,5
' BXOASAMKUX JOKYMEHTOB
7 OcHOBHbIE XapaKTEPUCTUKU CHUCTEM 1 0,5
' NEKTPOHHOT0 JIOKYMEHTO000pOTa
3 [IpoexkTupoBaHWE  CUCTEM  YIIPABICHUSA 1 0,5
) JTOKyYMEHTaMU
9 Knaccupukamyss — CHUCTEM  JIEKTPOHHOIO 1 0,5
' JIOKyMEHT0000pOTa




10 CucteMbl 3JEKTPOHHOTO JOKYMEHTOO0OpOTa B 1 0,5
' poccuiickoM UHQOPMAIMOHHOM TIPOCTPAHCTBE.
Opranuzanus MEKBEIOMCTBECHHOTO 1 0,5
1. 3JIEKTPOHHOTO JIOKYMEHTO000POTa B POCCUIMCKOM
beneparum..
12, 3amurta “HGOPMAIUK B CHCTEMAX 3JIEKTPOHHOTO 1 0,5
JIOKYMEHTA.
Uroro: 12 6
4.4. IlpakTyeckue (CeMMHAPCKHE) 3AHATHUS
Ne i/mm HasBanue TeMbl O0BeM yacoB
Ounas 3aouHast
dbopma dbopma
1 Benenue B KYypC  «OJIEKTPOHHBIN 3 0,5
' JIOKyMEHTO000POTY.
) TepmuHonorust 1enONpPOU3BOACTBA. MOHATHE H 3 0,5
' CTPYKTypa TOKYMEHTO000pOTA.
3HAYUMOCTh aBTOMATH3AIMH JOKYMEHTO000pOTa U 3 0,5
3. 3aKOHOJIaTEILCTBO B JAaHHOU cepe
[TonsiTue M TPUHLIUIBI YHKIXOHUPOBAHUS 3 0,5
4. CHCTEM 3JIEKTPOHHOTO JIOKYMEHT0000pOoTa U 0a3
JTAHHBIX
5 Opranuzanys NpOEKTUPOBAHUS JICKTPOHHON 3 0,5
' CHCTEMBI YIPABICHUS TOKYMEHTOO0OOPOTOM
6 [IpoexTupoBaHHE CUCTEM BBOAA IOTOKOB 3 0,5
BXOAAMKMX JOKYMEHTOB
7 OcHOBHbIE XapaKTEPUCTUKU CHUCTEM 3 0,5
' 3NEKTPOHHOTO JTOKYMEHTO000pOTa
g [IpoexkTupoBaHWE  CUCTEM  YIIPABICHUSA 3 0,5
JOKYMEHTaMU
9 Knaccudukanuss  cucteM  3JIE€KTPOHHOTO 3 0,5
’ JIOKYMEHT0000pOTa
10 CucTeMbl 3NEKTPOHHOTO JOKYMEHT0000pOTa B 3 0,5
' poccuiickoM HHQOPMAIMOHHOM TIPOCTPAHCTBE.
Opranuzanus MEKBEIOMCTBEHHOT'O 3 0,5
1. HJIEKTPOHHOTO JOKYMEHTO000POTa B POCCUUACKON
beneparum..
12, 3amura “HGOPMAIUK B CHCTEMAX 3JIEKTPOHHOTO 3 0,5
JTIOKYMEHTA.
Uroro: 36 6




4.5. CamocrosiTejibHasi padoTa CTy/IeHTOB

Ne /i Hazanue Tembl O6nem yacoB
Ounas 3aouHas
dbopma dbopma

| Benenune B Kypc «QIIEKTPOHHBIN 5 8

' JIOKYMEHTOO000POT».
) TepMuHOIIOTHS IETONPONU3BOACTBA. IOHATHE U 5 8
' CTPYKTYypa JTOKYMEHT000O0pOTa.
3HaYMMOCTh aBTOMAaTH3AIMH JOKyMEHTO000pOTa U 5 8
3. 3aKOHOJIaTEILCTBO B JJAaHHOU cdepe
[Tonsitue u npUHIUIBL  HYHKIMOHUPOBAHUSA 5 8
4. CHUCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOpoTa u 0a3
TTAHHBIX
5 Opranuzanys OpPOEKTUPOBAHUS SIEKTPOHHOM 5 8
] CHUCTEMBbI YIPABJICHNUS JOKYMEHTOO0O0OPOTOM
6 [IpoexkTpoBaHuME CHUCTEM BBOJAa IOTOKOB 5 8
BXOAAMUX JOKYMEHTOB
7 OcHOBHbIE XapaKTEPUCTUKU CUCTEM 5 8
' NEKTPOHHOT0 TOKYMEHTO000pOTa
g [IpoexTupoBanue CUCTEM yIpaBICHUSA 5 8
JOKYMEHTaMHU
9 Knaccupukanuss ~ CUCTEM  DJIEKTPOHHOIO 5 8
' JIOKyMEHT0000pOTa
10 CI/ICT?MBI 3MEKTPOHHOTO JOKYMEHTOO000pOTaB 5 8
' poccuiickoM HHGOPMAITMOHHOM TIPOCTPAHCTBE.
1 Opranun3zanus MexXBEIOMCTBEHHOTO 3JIEKTPOHHOTO 5 8
' JIOKyMEHT0000pOTa B pocCHiicKoi (henepaiun..
12, 3amura MHPOPMALMU B CHCTEMAX 3JIEKTPOHHOTO 5 8
JIOKYMEHTA.
Uroro: 60 96

4.6. KypcoBbie padoThl/IIPOEKTHI — HE TPEAYCMOTPEHBI YUEOHBIM IIIIAHOM
JUCLIUIUIVHBI

5. OOpa3oBarte/bHbIe TEXHOJIOTUH

[IpenogaBanue AUCUUIUIMHBI BENETCS C MPUMEHEHHEM CIEAYIOUIMX BHUIOB
00pa3oBaTeNIbHBIX TEXHOIOTHIA:

e TPAJAUIIMOHHBIE OOBSICHUTEIbHO-WLTIOCTPATUBHBIE TEXHOJOTHH, KOTOPHIC
00ecreurBaoT JOCTYITHOCTh Y4eOHOro Matepuana Jyuisi OOJBIIMHCTBA CTYACHTOB,
CHUCTEMHOCTh, OTPA0OOTAHHOCTh OPTaHU3AIIMOHHBIX ()OPM M MPUBBIYHBIX METOOB,
OTHOCHUTEIBHO MaJjble 3aTPaThl BPEMEHHU;
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® TEXHOJIOTMM MpOoOJEeMHOro oOOydYeHHus, HalpaBJICHHbIE Ha pPa3BUTHE
MO03HABATENIbHON AaKTHUBHOCTH, TBOPYECKOM CaMOCTOSTEIHHOCTH CTYIEHTOB U
IpEenoJararoline Mocie0BaTeIbHOE U IEJICHANIPABICHHOE BBIIBIDKEHUE TEpeN
CTYJEHTOM IIO3HABATEIbHBIX 3a/lay, pa3pelieHre KOTOPBIX MO3BOJIAET CTYyACHTAM
aKTUBHO YCBaWBaTh 3HAHMS (KCIOJB3YIOTCA IOMCKOBBIE METOJIbI; MOCTAHOBKA
MO3HABATEIbHBIX 3a]1a4);

e TEXHOJIOTMHM pa3BUBAIOUIET0 OOYYEHHs, IO3BOJISIONINE OPUEHTHPOBAThH
y4eOHBIN MPOolecC Ha TMOTEHIIMATbHBIE BO3MOKHOCTH CTYACHTOB, UX PEAIU3AINIO
U pPa3BUTHE;

e TEXHOJIOTMH KOHUEHTPUPOBAHHOIO OOYy4Y€HUs, CYTh KOTOPBIX COCTOMT B
CO3aHUM  MaKCUMalbHO OJM3KOM K  €CTECTBEHHBIM  IICHUXOJIOTMYECKUM
OCOOCHHOCTSIM YEJIOBEUECKOTO BOCHPHUATHS CTPYKTYpbl y4eOHOTO mporecca u
KOTOpBIE Jal0T BO3MOXXKHOCTh TIIyOOKOTO M CHCTEMHOTO W3YYEHMs COJEp KaHUSA
y4eOHBIX TUCIUIUIMH 3a CYET 0ObeTUHEHUS 3aHATHI B TEeMaTHYeCKUe OJIOKH;

e TEXHOJIOTMA MOAYJIHHOTO OOYYEHHs, AIOIIe BO3MOKHOCTh OOECIICUCHUS
TrUOKOCTH TIpoliecca o0yueHus, aaNnTalluy ero K HHINBUIYyaTbHBIM MOTPEOHOCTIM
U OCOOCHHOCTSIM  oOywarommxcs (MPUMEHSIOTCA, KaK MpaBWwio, TpuU
CaMOCTOSITEJIbBHOM O0YUYEHHH CTYAEHTOB 110 UHAUBUAYAIbHOMY Y4eOHOMY IUIaHY);

e TexHoJoruu  gudPepeHIUpoBaHHOTO  OOyYCHHS, OOECIEeUYNBAIOIINC
BO3MOXKHOCTh CO3JaHUsI ONTHUMAJIbHBIX YCJIOBUM MJii Pa3BUTHS HHTEPECOB U
CIIOCOOHOCTEH  CTYJEHTOB, B TOM YHCI€ W CTYJACHTOB C  OCOOBIMH
o0pa3oBaTeNbHBIMH TMOTPEOHOCTSAMH, YTO TMO3BOJISIET PEAU30BATh B KYJIbTYpHO-
0o0pa3oBaTeIbHOM MPOCTPAHCTBE YHHUBEPCUTETA HJACK0 CO3JAHUS  PABHBIX
BO3MOYKHOCTE J1J1s1 MOJIy4eHHUs] 0Opa30BaHUs

e TEXHOJIOTMH aKTUBHOTO (KOHTEKCTHOTO) OOYYEHHsI, C MOMOIIBI0 KOTOPHIX
OCYIIECTBIISIETCS. MOJECIUPOBAHUE MPEIMETHOTO, MPOOIEMHOTO U COLUAIBHOTO
comepkaHuss ~ Oynymed — MpopecCHOHATbHOW  JEATENBHOCTH  CTYICHTOB
(MCTIONB3YIOTCS AKTUBHBIE M MHTEPAKTUBHBIE METO/IbI O0YUYEHUS) U T.JI.

MaxcumaibHast 3(EKTUBHOCTD M1€1aroruueckoro nporecca J0CTUraeTcs myTeM
KOHCTPYHPOBAHUSI ONITUMAIIEHOTO KOMILJIEKCA [1E€arorMuecKUX TEXHOIOTHH U (W) UX
3JIEMEHTOB Ha JIMYHOCTHO-OPHEHTUPOBAHHOM, NEATEIbHOCTHON, IUATIOTHYECKOH OCHOBE U
MCII0Ib30BaHHS HEOOXOAUMBIX COBPEMEHHBIX CPEJICTB 00YUEHHUS.

6. YueOHO-MeToIM4ecKoe M MPOrPaMMHO-MHGOPMALIIOHHOE
o0ecrevyeHue TMCHMILIMHBL

A. OcHoBHas IMTEpaTYypAa:

1. Anomuna, H. H. JlokyMeHT0000pOT B OpraHM3aIuy : MpakTHIeckoe mocooue /
H. H. Anoguna. — M. : Omera-JI, 2009. — 173 c.
2. bacakos, M. 1. Jlenonpon3BoaCTBO: TOKYMEHTAIIMOHHOE 00ECIICUCHHE

ynpasienust Ha ocHoBe 'OCT P 6.30-2003 : yue6. mocobue / M. U. bacakos. — M. :
JamkoB 1 K°, 2010. —347 c.
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3. Berutnes, A. M. UHpopmalioHHble TEXHOJIOTUN B COIUATBHO-KYJIBTYPHOM
cepuce 1 TypusMe. OprrexHu-ka : yaeonoe mocooue / A. M. Berutnes. — M. : ®opywm,
2010.-398 c.

4. [I'mnapesckuii, P. C. MHpopManmoHHbIH MEHEIXMEHT: YINpaBIICHUE
nHopMmalmeid, 3HaHueM, TexHonoruei : yueonoe mocodbue / P. C. 'unspesckuit. — CIIO. :
[Tpodeccus, 2009. —303 c.

5. Jlenonpon3BOACTBO U APYTUE acleKTbl paboThl cekperaps / Accoil.
OyxranTepoB, ayUTOPOB M KOHCYIbTaH-TOB ; moj pea. ['. FO. Kacbsanosoil. — M. : ABAK,
2011.-267 c.

6. JIOKYMEHTOBEIEHUE U JOKYMEHTAlMOHHOE 00ECIICUeHHE YIIPABICHUS:
HEKOTOpPBIE BOIPOCHI TEOPUH U MIPAK-TUKH : ¢O. CT. / ['oc. 00pa3oBar. yupek/ieHre BBICIIL
npod. obpazoBanust “Adt. roc. yH-T”, DaK. MOJIUT. HayK, Kad. ToKyMeHTOBEIeHNS ; OTB.
pen. A. P. UBonun. — bapnayn : Uza-so AI'Y, 2010. — 112 c.

7. Jponos, B. A. Cuictema aBTOMaTu3aniu JIeI0MPOU3BOACTBA U HJIEKTPOHHOTO
JIOKyMEHTOO0OpOTa Kak OJHAa W3 (DYHKIIMOHAJIBHBIX MOJACHUCTEM SJIECKTPOHHOTO
MIPAaBUTENNBCTBA AJITAICKOTO Kpas B KOHTEKCTE CTPATEruyl pa3BUTUsI HH(HOPMALTMOHHOTO
obmiectBa B Poccuiickoit deneparmu / B. A. JIpoHoB // AKTyalibHbIE BOIPOCHI HCTOPUH
Cubupu: cenpmble HayuHble ureHus namsatu npod. A. I1. boponaskuna. — bapuayn, 2009. —
C.71-73.

8. Kax u30exaTh mpaBOBBIX HapylleHUW B mpoctpaHcTBe “MHTepHeTr”:
pa3paboTka TeMbl, coBeThl U pekomenaiuu topucta A. H. Tapacenkosoii. — M. : Poc. ras.,
2009.-159 c.

9. Kanees, A. C. [IpumeHeHne MTPUXKOAOB B JOKYyMEHTO000POTE OpraHU3aluil
bapnayna / A. C. Kanees ; pyk. pa6ots! [. H. Tpomkun / Mononexs — bapuaymy :
matepuansl XII ropoackoit Hayu.-mpakT. KoH(). MomoAbIX yueHsX (15-22 nosbps 2010 r.).
—bapnayn, 2011.—T. 2. —c. 38-39.

10.  Kopuees, U. K. Ynpasnenue noxymenramu : yuebnuk / 1. K. Kopuees, A. B.
[Tmenko, B. A. Mamypues. — M. : UHOPA-M, 2010. — 298 c.

11. OO0 snexrponnoit noanucu : Oexep. 3akon. — Hopocubupck : Cub. yHUB. u31-
BO, 2011.—15¢c.

12.  Paspopoxusiii, A. A. JIokyMEHTHPOBaHHE YHPABICHUYECKON JNEATENBHOCTH :
yuebHoe mocobue / A. A. Pazno-poxusrit. — M. : UTHOPA-M, 2009. - 302 c.

13.  Cadapoa, A. HW. IIpobaeMbl HCIONB30BAHUSA DIICKTPOHHOTO
JIOKyMEHTO000poTa B anmuaKCTparu bapuayna / A. U. Cadaposa ; pyk. padots! FO. A.
JlsruneBa // Monogaexs — baprayiy : marepuainsl X1 ropoickoit Ha-y4.-IipakT. KOHQ.
MoJionbIX yueHsix (15-22 Hos6ps 2010 r.). — bapnayn, 2011. - T. 2. — C. 47-49.

14.  Tonmunr, . bepexmussiit opuc / Jlon Tanmunr, Oun Jaud. — M. : Anbnuna
busnec byke, 2009. -320 c.

15.  YepkacoBa, M. B. BHeapeHue 31neKTPOHHBIX TOKYMEHTOB B MYHHUIIUIIAIbHBIX
YUpEKACHUSAK: MPOOJIEMbl UM MY-TH HMX TMPEOJOJICHUs (Ha MpUMEPE TOPOJICKOM
anmuHuctpanuu bapnayna) / M. B. Uepkacosa ; pyk. pa6otsl FO. A. Jlsrunesa //
Momnozexs — bapuayiy : marepuanst XII ropoackoil Hayd.-lpakT. KOH}. MOIOBIX yde-HbIX
(15-22 nos6ps 2010 r.). — bapnayn, 2011. - T. 2. - C. 50-52.
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b. lonosinuTe/bHAS AUTEPATYpPa

1. bo6ruieBa, M. I1. Cuctema 31eKTpOHHOTO TOKYMEHTO000pOoTa B OaHKeE:
ypoBHH 1 Kputepuu 3penioctu / M. 1. boOsuiesa // lensru u kpequt. —2009. — Ne 5. — C.
45-52.

2. By6HoBa, O. A. DNeKTpOHHbIN JOKYMEHTO000POT U UCTIONHEHUE OOIKETOB /
O. A. by6onoga // ®unancer. — 2008. — Ne 10. — C. 31.
3. Kpucrameneii, b. B. AkryaneHas 3akoHOAATENbHAS TOAIEPKKA PA3BUTHS

UHGOPMAIMOHHOTO OOIIECTBA M CO3MaHUA U (PYHKIIMOHUPOBAHUS ‘“DIEKTPOHHOTO
npaButenbeTBa” B Poccuiickoit @enepamu / b. B. Kpu-cramsabiii // MabOpManmoHHbIe
pecypcesl Poccun. —2011. —Ne 1. - C. 16-20.

4. Mamnodees, C. C. O npumMeHeHHH >JEKTPOHHOM ITU(POBOI OMUCH B
31eKTpoHHOM HokymeHnToobopote / C. C. Manodees // Kunumnoe npaso. — 2009. — Ne 6. —
C. 82-89.

5. Py6aitno, 3. A. CoBpeMeHHbIE CTaHIAPThl U TMPUEMBI JIOKAIBHOTO
nokymeHToooopota / 3. A. Py6aiino // Kypnan poccuiickoro npasa. —2011. —Ne 5. — C.
98-105.

6. CapsuxanoBa, C. D. CoBpeMeHHBbIE ITOAX0/IbI K (POPMUPOBAHUIO €TUHOTO
MH(QOPMAIIMOHHO-KOMMYHHUKAIIMOHHOTO MPOCTPAaHCTBa B cepe BhICIIETo 00pa3oBaHUs B
Poccun / C. 3. CaB3uxanoBa // Dko-HOMUYECKUI aHamu3: Teopus u npaktuka. — 2010, — Ne
24. - C. 58-62.

7. Oununmos, J[. B. UacTHTYyIIMOHaTBHBIE OCOOCHHOCTH OpraHU3alUd
3JIEKTPOHHOTO MPABUTENHCTBA HA MyHHU-IUMAIbHOM ypoBHe / JI. B. ®ununmor // Pernow:
skoHOMHUKa 1 couuonorus. — 2009. — Ne 4. — C. 243-248.

8. XoxnoBa, M. M. 3HaueHue UHDOPMAUMOHHBIX TEXHOJIOTUH B
(YHKIIMOHMPOBAHUY U Pa3BUTHUH COIMAIbHOM cepsl peruona / M. M. Xoxiosa, P. C.
Ksurynos // Cotuc. —2009. — Ne 2. — C. 69-71.

B. MeToanyeckune ykazanust
1. Meronmieckne ykazaHusl K IPAKTUIECKUM 3aHATUAM 10 JUCLAIUIMHE «DJIEKTPOHHOE
JIEJIOTIPOM3BOICTBOY (/7151 CTYIEHTOB HarpapiieHus: oarotoBku 38.04.03 «YnpasneHue
nepcoHanom». Marucrepckas mporpamma « Y pasJieHue NEPCOHAIOM TOCYAAPCTBEHHOM
ciyx0bl 1 koprioparuii») / CocraButenu: O.FO. Poguonora - Jlyranck: JII'Y um. B. Hdans,
2022. - c.

2. Meronuueckue yka3aHUs K BBIIOJHEHUIO KOHTPOJIBHOM paOOThl MO TUCLUILUIMHE
«DNEKTPOHHOE JICNOMPOM3BOJCTBOY (17 CTYAEHTOB HampaBieHus noarotosku 38.04.03

«YmpaBieHue nepcoHagom». Marucrepcekas nporpamma « Y mpaBjieHHE IEPCOHATIOM
rOCyIapCTBEHHOU ciyx0bl 1 kopmopaiwmit») / Coctaurenu: O.10. Pognonosa. - JIyranck:
JIT'Y um. B. lansg, 2022. - c.

3. MeToauveckue yka3aHHS K CaMOCTOSATENIbHOM paboTe MO JUCHHUILIMHE «DNEKTPOHHOE
JICJIOTIPOM3BOJICTBOY (JIJIS CTYICHTOB HarpapiieHus oarotoBku 38.04.03 «YmpasieHue
nepcoHasiom». Marucrepckas nmporpamMma «Y mpaBjieHHE EPCOHATIOM TOCYIapCTBEHHOM
ciyx0bl 1 Kopropanuii») / CocraButenu: O.}O. Poguonosa. - JIyranck: JII'Y um. B. [dans,
2022.— c.
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I'. UnTepHeT-pecypebi:
http://ethicscenter.ru/ - caliT «THKa: MOpaib, GUIOCOPUS, PETUTHSN.
http://www .etiket.ru/ - caiit «Tuker ot A 10 f».
http://www.rb.ru/ - caiit «Poccuiickuii Gu3HeC).
https://sovminlnr.ru/ — Odunuansasrii caidt [IpaBurenscta JIHP.

7. MartepuajibHO-TeXHUYECKOe o0ecrevyeHre U CHUIINHbI

OcBoeHME NUCIUILUIUHBI « JIEKTPOHHBINA JOKYMEHTOOOOpOT» Mpernoiaract
HCMOJIb30BAHNE AaKaJIEMUYECKUX ayJAUTOPUN, COOTBETCTBYIOIIUX JCHCTBYIOIIUM
CAHUTApPHBIM ¥ IPOTHBOMIOKAPHBIM MPABUIAM M HOPMAaM.

[Ipoyee: paboyee MecTo mpenogaBaress, OCHANIEHHOE KOMIBIOTEPOM C JJOCTYIIOM B

HNuTepHer.

[IporpammHuoe obecrieueHue:

DyHKIHOHAIBHOE
HA3HAYCHUE

BecmiaTHoe
NporpaMMHoe
o0ecrneueHue

CcBLIKH

OducHplil MMaKeT

Libre Office 6.3.1

https://www libreoffice.org/
https://ru.wikipedia.org/wiki/LibreOffice

OrmeparonHas https://ubuntu.com/
cucTema UBUNTU 19.04 https://ru.wikipedia.org/wiki/Ubuntu
AHTUBHpYC Avast http://www.avast.com/ru-ru/index
Bbpayzep Firefox Mozilla http://www.mozilla.org/ru/firefox/fx
Bpay3ep Opera http://www.opera.com
[1ouTOBBIl KJIUEHT Mozilla http://www.mozilla.org/ru/thunderbird
Thunderbird ’ ' '

daiin-meHemKep Far Manager http://www.farmanager.com/download.php
ApxuBatop TZip http://www.7-zip.org/
Ipadmiecki GIMP (GNU Image | http://www.gimp.org/

Ie) AKTO Manipulation http://gimp.ru/viewpage.php?page_id=8
PEAAKTOP Program) http://ru.wikipedia.org/wiki/GIMP
PacmoznaBanme CuneiForm http://cognitiveforms.ru/products/cuneiform/
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http://ethicscenter.ru/
http://www.etiket.ru/
http://www.rb.ru/
https://www.libreoffice.org/
https://ru.wikipedia.org/wiki/LibreOffice
https://ubuntu.com/
https://ru.wikipedia.org/wiki/Ubuntu
http://www.avast.com/ru-ru/index
http://www.mozilla.org/ru/firefox/fx
http://www.opera.com/
http://www.mozilla.org/ru/thunderbird
http://www.farmanager.com/download.php
http://www.7-zip.org/
http://www.gimp.org/
http://gimp.ru/viewpage.php?page_id=8
http://ru.wikipedia.org/wiki/GIMP
http://cognitiveforms.ru/products/cuneiform/

TEKCTa
Penaxkrop PDF PDFCreator http://www.pdfforge.org/pdfcreator
Buneomnneiiep lédlzcllsaiflayer http://mpc.darkhost.ru/
Aynuomneiiep VLC http://www.videolan.org/vlc/

8. OueHoYHbIe CPeACTBA MO JUCHHUILIAHE

IHacoopt
OLICHOYHBIX CPEACTB 0 Y4eOHOH JHCHHUILINHE
«JIeKTPOHHBIIH JOKYMEHT0000pPOT»

Omnucanue ypOBHef/’I C(l)OpMHpOBaHHOCTI/I N KPUTCPUCB OLCHUBAHUA KOMHCTGHHI/If/’I Ha

JTarax ux q)OpMI/IpOBaHI/IH B XO0I€ M3Y4YCHHUA NTUCIUILINHBI

Jdran Kon YpoBHu Kpurepuu
KOMIeTeH U copmupos OlleHHBAHHS KOMIETeHIUH
aHHOCTH
KOMIIeTeH
711
’E s 8 o IloporoBsl | 3HATH:
= 2875 i Ha TOCYJapCTBEHHOM W HMHOCTPAHHOM
= % = E A3bIKAX MPUMEHSEMbIE CTUJIM JI€JI0OBOTO
= 5 :
= = = g % 00IIIeHN S
= =22 5¢%
SEo-3#8
55 . 2 % 3 < 2 ba3oBblii | yMeTh:
- N—" p)
= L, 2 E 3 &89 TMPEeCTaBUTh HAa Pa3IUYHBIX MEPOMPUATHSAX,
- = 5 L 9 =
= > = = = S BKJIIOYAsl MEXIYHApOJHbIE pPE3YyJIbTaThl
< o v
L &2 a5 3 aKaJeMHuUecKol U  npodeccHOHATbHOM
- EE 5SS
TS g8~ NeSITETbHOCTH;
=) o
= k! é S E Bbicokmii | Bi1ajgeTh:
e = S 2 = e 3HAHWSIMHA,  YMCHUSMH,  HaBBIKAMH,
5 A <
= © g § & HEOOXOJUMBIMU ISl YUacTUs B Pa3IMUHBIX
en & JTUCKYCCUSX.

[Tepedenb KoMmeTEHINH (3EMEHTOB KOMITETEHI[HH ), QOPMUPYEMBIX B pe3yIbTaTe
OCBOCHHUS YUEOHOM TUCIUTUTUHBL
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http://www.pdfforge.org/pdfcreator
http://mpc.darkhost.ru/
http://www.videolan.org/vlc/

Ne - DopMyIMpPOBKA HNuauxkaropsl Tembl .
n/ = KOHTPOJIHPYeMOii AOCTUKEHUH yueOHoit _ E =
n 5 § KOMIIeTEeHIUH KOMIIeTeHIUH JHCHHILTHHbI é g Z
< 2 (mo qucHMIIIMHE) 55E
g &8
1 | YK-4. | Coocoben MpuUMEHSITh YK-4.1 Tema 1. 4
COBPEMEHHBIC 3HaeT Ha Beoenue 6 kypc
KOMMYHUKATUBHBIE | TOCYJapCTBEHHOM U «271eKIMPOHHbI
TE€XHOJOTHUH, B TOM WHOCTPaHHOM OOKYMEHmMOobopom»
YUCIIE HA A3BIKAX Tema 2.
MHOCTPaHHOM(BIX) KOMMYHHUKATHBHO- Tepmunonoeus
sS3bIKE(aX), MIPUEMIIEMBIE 0e10npouU300Cmaa.
JUISL  aKaJIeMUYecKoro |  CTUIIM JCJIOBOTO nonsmue u
u oO1eHMS; CMpyKmypa
poheCCHOHAITLHOTO OOKYMeHmMOoobopoma.
B3aUMOJICICTBUS Tema 10.
Cucremsl
AJIEKTPOHHOTO
IOKyMEHT0000poTa B
POCCHIICKOM
MH(OPMAITMOHHOM
MPOCTPAHCTBE.
Tema 11.
Opranuzanus
MEKBEJIOMCTBEHHOT'O
AJIIEKTPOHHOTO
IOKyMEHT0000poTa B
POCCUHCKOH
benepanuu.
Tema 12.
3awuma
ugopmayuu 8
cucmemax
9/IeKMPOHHO20
00KyMeHma
YK-4.2. Tema 5.
VYMeeT mpeICTaBIATh Opeanuzayus
PE3yJIbTATHI NPOEKMUPOBAHUSL
aKaJIeMUYECKOH | 9NEeKMPOHHOLL
poeCCHOHATIBHOM | cuicmembl ynpasienus
NEATENBHOCTH HA | OOKYMEHMO0OOPOmOo
Pa3IMYHBIX M
MEPONPUSITUSIX, Tema 6.
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BKJIIOUAst IIpoexmuposanue
MEXTyHAPO/IHBIE; cucmem 86004
NOMOKO8 6X00AUWUX
OOKYMEHMO8.
Tema 7
OcHogHbie
Xapaxmepucmuxu
cucmem
3NeKMPOHHO0
00KyMeHmoobopoma.
Tema 8.
IIpoexmuposanue
cucmem ynpaeneHusl
0OKyMeHmamu
YK-4.3. Tema33.
Braneer 3nauumocme
WHTETPATUBHBIMH aﬁfﬁ;ﬁﬂﬁ%ﬁla y
yMeHHHMH’ 3aKOHO0AMENbCMEO 8
HEO0OXOJMMBIMH JIJIS dannoii chepe
3¢ (HEKTHBHOTO Tema 9.
yJacTtus B Knaccuguxayus
aKaZIeMUYCCKUX U | cyucmem
NPO(GECCHOHANBHBIX | 51eKMPOHHO20
IHUCKYCCHUSIX; O00KyMeHmoobopoma

[Toxa3zarenu u KPUTCPHUX OLICHHBAHUA KOMHCTCHHHﬁ, OIIMCAaHUC IIKal OLCHUBAHUA

Kon
KOMIIETEeHI]
1707

HNuaukaropsl
JOCTHKEHMH
KOMIIETEeHIIUH

[Inanupyemsie
pe3yabTaThl
00y4eHus 10
AUCLHUILIMHE

Kontpoaupyemsie
TeMbI y4e0OHOH
AUCHMIUINHBI

HaunmenoBanue
OILIEHOYHOT0 CPeICTBA
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YK -4
CnocoOeH MPUMEHATh COBPEMEHHBIE KOMMYHUKATHBHBIE TEXHOJIOTHH, B TOM YHCIIE Ha HHOCTPAHHOM(BIX ) A3bIKe(axX), I aKaIeMHIECKOTO

1 TIpo(heCCHOHANBHOTO B3aUMOICHCTBHS

VK-4.1. 3HaeT Ha rocy1apCTBEHHOM ¥ HHOCTPAHHOM SI3bIKaX KOMMYHHUKATHBHO

IMPUEMJICMBIC CTHUJIN ACJIOBOTI'O 06H.[GHI/I}I

3HATb:

Ha TOCYJapCTBEHHOM
u MHOCTPaHHOM
SI3BIKAX ~ HEKOTOpBIE
BO3MOKHOCTH u
CCPBHUCHI
AIIEKTPOHHOTO
JIOKyMEHTO000pOTa,
OTJCITbHBIC
TpeboBaHUs K
UHGOPMAITMOHHON
0C30I1aCHOCTH;
yMeTh:

BECTH
JIOKYMEHTOO0O0POT M C
YY4EeTOM  OCHOBHBIX
TpeboBaHUI
MH(OPMAITMOHHOM
0C30IMacHOCTH;
BJIA/IETh:
HEKOTOPBIMHU
UHCTPYMEHTaMH,
TEXHUKAMHU u
cepBHUCaMU
OpraHu3anuu padoThl
AJIEKTPOHHOTO
JIOKYMEHTOO00O0POTA..

Tema 1.
Beoenue 6 kypc
«27IeKMPOHHBILL
OOKYMEHmMO0O0pOom
Tema 2.
Tepmunonoeus
0en10npoU3800cmed.
nousmue u

CmpyKmypa

00KYMeHmoobopoma.

KOHTpOJ’IbHHe BOIIPOCHI M 3alaHus, TCCTOBBIC 3aJaHUA, PA3HOYPOBHCBLIC 3alaHUA

YK —-4.2. YMeeT npeacTaBisTh pe3yabTaThl

o

aKaJeMHUYCCKOMN U
npodecCHOHANBHON TEATENbHOCTH Ha PA3IHIHBIX

MCPOIIPUATHAX,, BKIIFOYASA MCKIYHAPOIHELIC,

3HATh:
AIIEKTPOHHYIO
CHCTEMBI yIPaBICHHUS
JIOKyMEHT0000pOTOM;
yMeTb:
OpraHu30BaTh
MIPOIKTUPOBAHUE
AIEKTPOHHOU
CHUCTEMBI YTPABICHUSA
JIOKYMEHTO000POTOM;
BJIAJIeTh:
HOPMAaTHBHO -
MPaBOBOM 0a3oli,
perjIaMeHTUPYIOIIEH
nporeaypsl  coopa,
XpaHESHMS,
OTYY)XICHHS JTAHHBIX.

Tema 5.
Opeanuzayus
NPOEKMUpPOBaHUs
9/1eKMPOHHOLL CUCTEMDb
ynpaenenus
OOKYMeHmMO0O0pOmom

KOHTpOJ'IBHBIC BOIIPOCHI M 3a1aHNs, TCCTOBBIC

3a/1aHusl, PA3HOYPOBHEBBIC 3a[aHUS
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3HAThb: Tema 3.
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1. TunoBbie TeCTOBBIE 3aIAHUSA

(nopoeoswlii yposeHs)

1. lokyMeHTOO00POT — 3TO:

a) IBIKEHUE JTOKYMEHTOB B OpPraHU3aIUK C MOMEHTA UX CO3/IaHUS MU MOTYUCHHS
710 3aBEpPLICHUS UCTIONHEHNS WM OTIPABKY;

0) BHI TOCYJapCTBEHHOH, MyHUIIUNIAILHON, HAYYHOH, KOMMEPUYECKOH U
HEKOMMEPUYECKOH AEATETbHOCTH;

B) 9TO CHCTEMa CTaHAapTOB 10 HH(MOpMamuu, OMOIMOTEYHOMY M H3ATEIBCKOMY
i\

2. AyreHtuduxanus — 37o:

a) MEXaHM3M pa3rpaHuveHus JOCTYIA K TAHHBIM U QYHKIUSAM CHCTEMBI; 0)

CIIOCOOHOCTH MOJTBEPIUTH IMYHOCTH MOJIb30BATEIS;

B) TMOKMCK M HCCNEI0BAHUE MATEMATHYECKUX METOJ0B MpeoOpa3zoBaHus MHPOPMAIUH.

3. Kak HasbiBaeTcs OnaHK, COfiepKaIliil OJAMHAKOBBIA HA0Op PEKBU3UTOB IS BCEX
BHJIOB JJOKYMEHTOB:

a) OJ1TaHK KOHKPETHOTO JIOKYMEHTa; 0)

SIMHEIN OJIaHK;

B) 0011 OJTaHK.

4. bnaHk TOKYMEHTA - 3TO:
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a) nuct Oymaru c 3apaHee BOCIPOM3BEACHHBIMH PEKBHU3UTAMH, COJCPKAIUMU
TMIOCTOSHHYIO HH(POPMAIINI0 00 OpraHu3aluy - aBTOPE JOKYMEHTA;

0) auct Oymard ¢ 3apaHee BOCHPOM3BEICHHBIMU PEKBU3UTAMHU, COJAEPKAIIUMH
TIOCTOSIHHYIO U TIEPEMEHHYI0 HH(OpMAIHIo 00 OpraHu3aliy;

B) TOCYJapCTBEHHAs Oymara, 00si3aTebHas s IPUMEHEHHUS B OpTaHH3aI|H.

5. B o0beMe 10KyMEHTO000pOTa ClIelyeT YUUThIBATD:

a) Bce BXOJISIINE U UCXOAANINE JOKYMEHTHI 32 ONPEICICHHBIN NEPHO/] BPEMEHH BCe
BHYTPEHHUE JJOKYMEHTbI M BCE KOITMH 32 ONPE/ICNCHHbIN MEPUO T BPEMEHH;

0) BCe BXOJIAIINE U MCXOAANINE JOKYMEHTHI 3 OTPEIeICHHBII MePUoi BpeMEHH;

B) BCE BXOJIAIIINE, UCXOJISIINE U BHYTPEHHUE IOKYMEHTBI, a TAKKe BCE KOIHUHU 32
OITPE/ICIICHHBIN IEPUO]] BPEMEHH.

6. 'maBHOE MpaBWIO OpraHM3alMd JOKYMEHT0000pOTa — 3T0:

a) CTaOWJIbHBIA MapIIPYT JABMXKEHHUS, KOTOPBIN 3aBUCHUT OT COCTABA M COJICPIKAHUS
JIOKyMEHTOB M OT MIPUHATON B OPTaHM3AINK TEXHOJIOTHH PabOT C TOKYMEHTAMH;

0) omepaTHBHOE MPOXOKJICHUE JOKyMEHTa 10 Hauboiee KOPOTKOMY M MPSIMOMY
MapuIpyTy ¢ HAUMEHBIIUMH 3aTpaTaMi BPEMEHH;

B) CTEPECOTHITHBIC MAapIIPYTHl IBMKCHHUS CBOMCTBEHHBIC BXOJAIINM JTOKYMEHTAM C
HAVMEHBIIIMMH 3aTpaTaMy BPEMEHH.

7. I'pynmsl 1ocTyna HeOOXOAUMBI:

a) Uil TIpeOCTABICHUS TIPpaB KOHTPOJEpa COTPYIHHKAM OOA3aHHBIM CIEIUTH 3a
JCHCTBUAMH IOJIb30BATENEH CUCTEMBI;

0) B cIydae OTCYTCTBHUS COTPYIHHKA OTBETCTBEHHOTO 32 pabOTy HaJl JOKYMEHTOM U
HE00X0IMMOCTBIO €€ MPOJIOJIKEHUE B €T0 OTCYTCTBHUE;

B) [T OPTaHM3AIMH JOCTYNA K TOKYMEHTaM /ISl OTJENOB OpraHM3allii, KOIIEKTHBA
COTPY/HUKOB, paOOTAIOIINX HAJl OTJEIBHBIM TIPOEKTOM.

8. JlenerupoBanue mpaB AOCTyNa HEOOXOAUMO:

a) B cily4ae OTCYTCTBHS COTPYAHUKA OTBETCTBEHHOTO 32 pabOTy HaJl JOKYMEHTOM U
HE00X0JMMOCTBIO €€ MPOJIOJIKEHUE B €70 OTCYTCTBHUE;

0) Ui TmpeaoCTaBIEeHUs MPaB KOHTpoOJEpa COTPYAHUKAM OOS3aHHBIM CIEIUTHh 3a
JCHCTBUAMU IOJIb30BATENEH CUCTEMBI;

B) [T OPTaHM3AIMH JOCTYNA K TOKYMEHTaM /ISl OTJENOB OpraHM3allii, KOIIEKTHBA
COTPYIHHUKOB, paOOTAIONINX HAJl OTACIBHBIM MPOEKTOM.

9. Takoil TOKYMEHTOIOTOK COCTOMT M3 JIOKYMEHTOB, CO3JaBaCMbIX B JIAHHOU
OpraHU3aIuy ¥ OTIPABJIAEMbIX 32 €€ MPEIEIbl:

a) BXOJISIIIIHM;

0) BHYTpeHHUIL;

B) UCXOJISIITHIA.

10. TokyMEHTONOTOK — 3TO:

a) CIOXKUBIIEECS WM OPraHU30BAHHOE B Mpeesax MHPOPMAIMOHHON CHCTEMB;

0) CII0KUBIIIEECS T OPraHU30BAaHHOE B Mpeiesiax HHPOPMAIIMOHHON CUCTEMBbI
JIBMYKEHUE JIAHHBIX B ONPE/ICIEHHOM HAIPaBJICHUH, TIPU YCIIOBHUHU, YTO Y ATHX JIAHHBIX
OOIIMIT UICTOYHUK U OOITHI TTPUEMHHUK;

B) JIBIDKCHHE JOKYMEHTOB B Pa3HBIX HAMPABICHUAX, KOTOPOE MOCTOSHHO MEHSETCH.
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Meroanueckne peKOMEHAALNN:
[Ipu ucnonvzosanuu ghopmvl mexyujeco konmpons « Tecmupoganuey cmyoeHmam
MO2Ym Hpednazaromcs 3a0aHus Ha OYMAdNCHOM Hocumerne.

Kpurepnn u mkana oueHMBaHKSA 0 OEHOYHOMY CpeacTBY « TecTbl»

[llxkana  oueHWBaHUA Kpurepuit oneHuBanus
(uHTEpBaN OAIIIOB)
5 TecTbl BBIMOJHEHBI HAa BBICOKOM YpOBHE (IPAaBUIIBHBIE OTBETHI
nanbl Ha 90-100% TecToB)
4 TecTbl BBINOMHEHBI HAa CPEJHEM YpOBHE (TPABUIIBHBIE OTBETHI
naubl Ha 75-89% TecToB)
3 TecTbl BBINOJHEHBl Ha HU3KOM YpOBHE (IPABUIIBHBIE OTBETHI
nanbl Ha 50-74% TecToB)
2 TecTsl BBINOJHEHBI HAa  HEYAOBIETBOPUTEIBHOM YPOBHE
(mpaBUJIbHBIE OTBETHI JaHbI MeHee YeM Ha 50% TecToB)

2. Pa3HoypoBHEBbIE 321241 H 3a/IaHUS
(bazosbiii yposeHv)

1. [lpoananu3upyiiTe MCTOPUIO BHEAPEHUS DIEKTPOHHOTO JTOKYMEHTOOOOpOTA.

2. llpoaHanu3upyiite COCTOSHUE CUCTEM DIEKTPOHHOTO NOKyMEHTO000poTa B PO 1
MEPCIIEKTUBbI PA3BUTHSL.

3. JlaiiTe oLleHKY 3KOHOMMYECKOM 11eJ1Iec000pa3HOCTU U HEOOXOAUMOCTH BHEPECHUS
HJIEKTPOHHBIX CUCTEM JIOKyMEHTO000POTA.

4. Tlpoanamuzupyiite mpooOesnnl B nHGopMamoHHou 6e3omacHoctu. [IpoBenute
aHaJIM3 MUPOBOTO OMbITA PEATU3AIUU CUCTEM JIEKTPOHHOTO TOKYMEHTO000pOTa B
JEATENLHOCTU UCTIOJTHUTEIbHBIX OPraHOB TOCYAAPCTBEHHOM BIACTH.

5. IlpoaHanu3upyiite COBpEMEHHOE COCTOSHUE JOKYMEHTOOOOpOTa B TaMOXEHHOM
CHUCTEME.

6. DBbIsiBUTE OCHOBHBIC TEHIICHIIMU PAa3BUTUS AJIEKTPOHHON CHUCTEMBI
JIOKyMEHT0000pOTa B TAMOKEHHBIX OpraHax.

7. IlpoaHanu3upyiTe CyIecTBYIONYI0 CUCTEMY TOKYMEHTOO0OPOTa B TAMOKEHHBIX
opraHax

8. CocTaBbTe CXeMy MOTOKOB JIOKYMEHTHPOBAHHOW yIpaBIeHUECKON HHPOPMAIIUH B
TPOLIECCE YIPABICHUS CAUHON CUCTEMON TAMOKEHHBIX OPTaHOB

9.  IlpoaHaIM3HPYWUTE WCTOPUID BHEAPECHUS CHUCTEM BJIEKTPOHHOTO
JIOKyMEHT0000pOTa B JIEATEIbHOCTh TAMOKEHHBIX OPTaHOB.

10. IIpoBenuTe cpaBHUTENBHBIN aHANIU3 CUCTEM DJIEKTPOHHOTO JIOKYMEHT0000pOTa
AC3]] na mnardpopmel Optima-WorkFlow u AC «YKUI-2», BbIsIBUTE IPEUMYIIIECTBA U
HEJOCTATKH KaXkI0i U3 CUCTEM.

3agaum u 3agaHus
(6blCOKUL YPOBEHD)
1.0xapaxtepusyiite (QyHKIUH JOKYMEHTA.
2. Oxapaktepusyiite ohopMIeHHE PEKBH3UTOB.
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3. Packpoiite TpeOoBaHUs, HpeabABIsSeMble K O(GOPMIICHHIO PEKBHU3HTOB

AOKYMCHTOB.

4. Oxapakrepu3yiite obuue TpedoBanus k TekcTy qokymenTtos [1K7 31 Y1 V2 Bl

5. Oxapakrtepu3yiuTe OpraHU3alUOHHO-PACTIOPSAAUTENBHBIE  TOKYMEHTHL:
OpraHu3aIMOHHbIE JOKYMEHTBIL

6. OxapakTepusyiiTe OpraHU3allMOHHO-PACTIOPSIIUTEIbHBIC JOKYMEHTBI: TPABOBbIE

AKTHhI.

7. OxapaKTepmyﬁTe JNOKYMCHTBI KOJUICTHAJIBHBIX OPIdHOB.

8. OxapakTepu3yiite HHOOPMALMOHHO-CIPABOYHBIE JTOKYMEHTHI.
9. Oynkuuu cTpyktypHbix yacted CJIOY moHsTHE M0KyMEHT0000pOTA, JTAIbI

JTIOKYMEHTO000pOTA.

10. PackpoiiTe conepixkanue MPOLEAYPbl COCTABICHUS HOMEHKIATYPhl JEN

Kpurepuu ¥ mkana oueHUBaHUS M0 OLIEHOYHOMY CPEJICTBY

«pa3HOYPOBHEBBIE 3a/IaHHS »

[[Ixana oileHUBaHUA
(uHTEpBaN 0OasIOB)

Kpurepun onieHMBaHUA

5

OOyuaroiuiics MOJHOCTBIO U MPABUIILHO BBITIOJIHIII 3a]JaHUE.
[Tokazan oTiaMYHbBIC 3HAHUS, YMEHUS U BIIAJICHUS HABBIKAMU
MPUMEHEHHUsI UX MPU PEIICHUH 33]]a4 B paMKaX YCBOECHHOTO
yueOHOro wmarepuana. Pabora odopmieHa akkKypaTHO B
COOTBETCTBUM C TIPEAbABISEMBIMU TPEOOBAHUAMU

OOyyaromuiics BBIMOIHUI 33/laHUE C HEOOJBIIUMU HETOUHOCTSIMHU.
[Tokazan xopoiine 3HaHWS, YMEHUS U BIAJCHUS HABBIKAMH
NPUMEHEHHNS WX TpPU PEIICHWH 3a]ad B paMKax OCBOCHHOTO
yuebHOro MaTepuana. Ectb HemocTatku B 0popmiIeHH# paboThI

O6yanOMHﬁCH BBIIIOJIHWJI  3aJ4aHHC C CYIICCTBCHHBIMHA
HeToyHOCTsAMH. [lokazan YAOBJICTBOPUTCIIBHBIC 3HAHUA, YMCHHUA U
BJIAACHNA HABBIKAMHU IMPUMCHCHHUSA HMX IIPH PCIOICHHUM 3a1a4

OOyuaronuiics BBIIONHUI 3aaHNE HEMPABHIbHO. [Ipy BbIMONHEHNH
00y4aromuics MpoJeMOHCTPUPOBAT HETOCTATOYHBIN YPOBEHb
3HAHWI, YMEHUI M BJIaJEHUS MMU TPH PEIICHUHU 33/1ad B pamMKax
YCBOEHHOT0 y4e0HOro MaTepuana
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MeTtoanueckne PEKOMEHTAIINH:

Ha ocnose u3yuenus 0CHOBHbIX mMeopemuuecKux NOA0NHCEeHUll clledyem
cqpopmynuposams coocmeeHHoe 0O0CHOBAHHOE MHEHUe N0 NPOOAEMAM U BOZMONCHBIM
NYMAM UX peienusl 8 O0aHHOU 00aacmu YnpagneHus (8 3a6UCUMOCU O KOHKPEMHOU
HOCMAHOBKU 80NPOCa).

Kpurepuu ¥ mkana oueHUBaHUS [0 OLIEHOYHOMY CPEJICTBY
«Pa3HOYPOBHEBBIC 3aJaHUS »

[llkanma oreHUBaHUS Kputepnun orieHMBaHMS
(uHTEpBaN 0asIOB)

5 OOyuaromuiics TOTHOCTHIO ¥ MTPABHIIBHO BBITIONHUI 3a]JaHHE.
[lokazan OoTaMYHbIE 3HAHUS, YMEHUS U BIAJCHUS HaBbIKAMU
NPUMEHEHHS MX TpPU PEUIeHUH 3aJady B PaMKaX yCBOEHHOIO
yaeOHOoro wmatepuana. Pabora odopmieHa akKypaTHO B
COOTBETCTBHH C TIPEIBSBISEMBIMU TPEOOBAHUIMHE

4 OOyuaronuiicst BEIMOIHII 33/laHie ¢ HEOOIbIIMMU HETOYHOCTAMU.
[Tokazan xopoive 3HaHUS, YMEHUS U BIIAJCHUS HABBIKAMH
NpUMEHEHNS WX MpPU PENICHWH 3a]ad B paMKax OCBOCHHOTO
yueOHOro MaTepuana. Ectb HemocTaTku B 0popmiIeHu# paboThI

3 O6yqa}0mnﬁc51 BBIIIOJIHWJI  3aJ4aHHC C CYIICCTBCHHBIMHA
HeToyHOCTsAMH. Tlokazan YAOBJICTBOPUTCIIbHBIC 3HAHHA, YMCHHUA U
BJIQJICHHA HABBIKAMH IIPUMCHCHHA HX IIPH PCHICHHM 3a1a4

2 OOyuaronuiics BBIONHUI 3aaHNE HEMPAaBHIbHO. [Ipy BbIMONHEHNH
00y4aromuics MpoJeMOHCTPUPOBAT HETOCTATOYHBIN YPOBEHb
3HAHWH, YMEHUI ¥ BIAJCHUS MMHU TPH PEIICHUU 33/1ad B paMKax
YCBOGHHOTO y4eOHOT0 MaTeprana

3. KonTposbHbIe BONPOCHI H 321aHUS
(6azo08blii yposeHv)
1. HopmartuBHo-npaBoBas 6a3a 3MEKTPOHHOTO [JENOMPOM3BO/CTBA.
2. IloHATHE U OCHOBHBIE CBOMCTBA HHPOPMAIIUH.
3. TepMuHONIOTHSA AETOMPOU3BOACTBA.
4. CriocoObl TOKyMEHTHPOBAHUS W HOCUTENH MH(OPMAIHH.
5. Bumel, cocTaB pEeKBH3UTOB M TIpaBWiIa OQPOPMIICHHUS OpraHM3AlHOHHO-

PacnoOpsiAUTENBHBIX TOKYMEHTOB.

6. [lpuHImnbl opranu3anuu U Gopmel JOKyMEHTO00O0pOTA.

7. IlpuHuumbsl ~ OpraHv3alMu  JOKYMEHToOOopoTa  H TEXHOJIOTHA
JOKYMEHTAlMOHHOTO 00€CTICUEH s YIPABICHUS.

8. Bxopdmue JOKyMEHTBI, HCXOAAIME NOKYMEHTHl U BHYTPEHHHE JOKYMEHTBHI.

9. Pernctpanus ¥ MHIEKCAUUS TOKYMEHTOB.

10. KoHTposb MCHONHEHHS JTOKYMEHTOB: LIENH, BUIbI, CDOKU U TEXHOJIOTHS.

11. llenn u mpenMyImecTBa aBTOMATH3AIUH AOKYMEHTOO0OPOTA.

23



12. BHenpeHue cUCTEMbI 3JEKTPOHHOTO JOKYMEHT0000poTa 1 3()EeKTHBHOCTH

pa6OTBI OpraHu3alyu.

13. OcHoBHbIE TPEOOBaHKS K CHCTEMAM AIEKTPOHHOTO JOKYMEHTO000pOTa

Y UX XapaKTEPUCTUKHU.

14. Knaccudukarms cHCTeM 3NMEKTPOHHOTO JOKYMEHTO000pOTA.

15. HazHavuenne m OCHOBHBIE (YHKIMH CHCTEM 3JIEKTPOHHOTO TOKYMEHTO00OpOTa.

16. Pasrpannyenue mpaB I0CTyNa B CHCTEMAX 3NEKTPOHHOTO JOKYMEHT000OpOTA.

17. CpenctBa >IE€KTPOHHON IU(PPOBOW MOAMUCH B COCTABE CHUCTEM 3JIEKTPOHHOTO

JTIOKYMEHTO000pOTA.

18. OcobeHHOCTH apXUTEKTYphl «(hailli-cepBep» U «KIUEHT-CEPBEP» B CHUCTEMAX
3JIEKTPOHHOTO TOKYMEHTO000pOTA.

19. Cucrembl SMEKTPOHHOTO JTOKYMEHTO000POTa B POCCUIHCKOM MH(OPMAIIMIOHHOM
MPOCTPAHCTBE U UX OCHOBHBIE XaPAKTEPUCTHKH.

KpI/ITepI/II/I W IMKaJa ONCHUBAHUA II0 OLICHOYHOMY CPCICTBY (<KOHTpOJH>HI>I€ BOITPOCED)

[MIxana  oLEeHUBAHUA
(uHTEpBaN OAIIOB)

Kpurepuit oneHuBanus

5

CTyneHT B TMOJHOM OOBEME OCBETHUJI PACCMATPHUBAEMYIO
npo0JIeMaTHKy, TPUBEN apTyMEHTHI B TOJb3y CBOMX CYXICHUI,
BIageeT TPOGWIBLHBIM TIOHATUHHBIM  (KaTETOpHAIbHBIM)
anmnapaToM M T.IL.)

CTyzieHT B LIETOM OCBETHJI PaccMaTpUBAEMyI0 HPOOIEMATHUKY,
IIPUBEJI apryMEHThl B IIOJIb3Y CBOUX CYXICHHI, JOMyCTUB
HEKOTOPbIE HETOYHOCTH H T.I1.)

CTyaeHT JOomyCTWJl CYLIECTBEHHbIE HETOUHOCTH, H3JIOKUI
Marepuall ¢ OIMOKaMH, HE BIIAJICET B JIOCTATOYHOM CTETICHU
NpOo(UIbHBIM KaT€rOpPUaIbHBIM aNapaToM u T.11.)

PackpbiTue Bompoca MpeACTaBIEHO HA HEYAOBICTBOPUTEIBHOM
YPOBHE WJIM HE MPEJACTABIEHO (CTYJCHT HE TOTOB, HE BBHIOJHUI
3a/1aHKE U T.I1.)

TemaTnka KOHTPOJIBHBIX PadoT:
(6azosbiii yposeHy)

1. DneKTpOHHBIE CHCTEMBI JOKYMEHTO00OPOTA.

2. DONeKTPOHHBIN JTOKYMEHTOOOOPOT M YIPABIEHHE KOHTEHTOM.

3. ABroMaTtu3auus JENONPOU3BOACTBA U YUPEHKICHHIA.

4. JlokyMeHT0000pOoT Ha 0a3e EKTPOHHOU MOYTHI.

5. ABToMaTu3auus  KaHuenspud, jgoroBopoB, OPJI,  nopyueHuii
(DIRECTUM: lokymMmeHT0000pOT).

6. JIokyMeHT0000pOT: MOHATHE, CTOCOOBI COBEPIICHCTBOBAHMS.

7. YOpuandeckas cuna 3JIEKTPOHHOTO TOKYMEHTA.

8. JlokyMeHT0000pOT Ha MpEANPUATHAX Pa3HOTo Macirada.

9. HopmatuBHO-npaBoBas 0aza 31M€KTPOHHOTO JOKYMEHTO00OpOTa.
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10. OnexTpoHHBI JOKYMEHTOOOOPOT: JOCTOMHCTBA M HENOCTATKHL

11. Opranu3anus 371€KTPOHHOTO JOKYMEHTA B OpTaHax Ka3HAYEHCTBA.

12. Cucrempl 3IEKTPOHHOTO JOKYMEHTOOOOpPOTa H  aBTOMATH3AINS
JEJIONPOU3BOJICTBA.

13. OnexTpoHHbI T0KYMEHTOO0OPOT: OpraHM3alus, BHEAPEHUE, ONTHMHU3ALINL.

14. Oprauusaius KOpHopaTHBHOTO JOKYMEHTO00OpPOTA.

15. IlpuMeHeHne 3NMEKTPOHHOTO JOKYMEHTO000pOTa Ha (DMHAHCOBBIX PBIHKAX.

16. CoznaHue 37MEKTPOHHOTO XpaHWIUIIA JOKYMEHTOB (IUtatgopMa — cucTeMa
3JIEKTPOHHOTO JIOKYMEHT0000pOTa 110 BEIOOPY).

Kputepun ¥ mKkana OneHNBAHUA 10 ONEHOYHOMY CpeicTBY «KoHTpombHas pabotay

[llkana  oueHUBaHUS Kpurepuii oneHuBanus
(uHTEpBaN OAIIIOB)
5 KonTponbHast paboTa BBIIIOJHEHA HA BBICOKOM YPOBHE
(mpaBuiibHbIE 0TBETHI MaHbl HA 90-100% Bompocos/3anay)
4 KoHTposibHast pa0oTa BBINOJHEHA HAa CPEIHEM YpPOBHE
(mpaBWIIbHBIE OTBETHI TaHbI HA 75-89% BompoCcoB/3a1au)
3 KonTposnbHast paboTa BBINOJHEHA HAa HU3KOM YpPOBHE
(mpaBmiIbHBIE OTBETHI TaHbl HAa 50-74% BompoCcoB/3a1ay)
2 KonTponbHas paboTa BBIOJHEHA HA HEYIOBIETBOPHTEIHHOM
ypoBHeE (TIpaBUIIbHBIE OTBETHI AaHbI MeHee ueM Ha 50%)

OueHoYHBbIE CPEICTBA ATTECTAIIMH (324€T)

IIpumepHbIii IepevyeHb BONPOCOB /15 IOATOTOBKH K 3a4eTy:

1. OcHoBHbBIE KOHIEMIUK 0e30yMaKHOH TEXHONOTMU YIPABICHHUS.

2. MecTo cucTeMbl 31eKTpoHHOTO0 TIoKyMeHToobopoTa (CO/10) B

SKOHOMMYECKOH MH)OPMALOHHOM CUCTEME.

3. OcHOBHbIC HOPMATUBHBIE TIPABOBbIE AKThI, HA OCHOBE KOTOPBIX

OCYIECTBIISIETCS TIPABOBOE PETYJIMPOBAHUE OOIIECTBEHHBIX OTHOIIECHHUH,

BO3HHKAIOIIMX B IIPOLECCE pealu3aliu J0KYMEHT0000poTa B OyMaxkHOH (opme u
nepexo/a K aBTOMATU3MPOBAHHBIM TEXHOJIOTUSIM.

4. TlpumeHeHHe CpeCTB AEKTPOHHOU IM(poBOi moanucu B coctaBe COJ u
Pa3BUTHE JAHHBIX CPEJCTB, MPEAYCMOTpeHHOE ["0cy1apcTBeHHOM mporpaMmon Poccuiickon
®enepaiu «Mudopmanuonnoe odmectso (2011 - 2020 ropi)».

5. Tlonsatue Ga3sl HAaHHBIX, KaK MHPOPMANMOHHO-TEXHOTOTHUECKOH OcHOBHI COJI.

6. ITlonsThe u OCHOBHbIE (D)YHKIIMM CHCTEM YIIpaBJCHUS 0a3aMH JTaHHBIX.
[lenTpanu3oBaHHbIE U pacnpe/eNeHHbIe 0a3bl TaHHBIX.

7. ba3bl TaHHBIX C JIOKATHHBIM U CETEBBIM JIOCTYTIOM.

8. JlBa BapwaHTa apXHUTEKTYphl IEHTPAIM30BAHHBIX 0a3 JIAaHHBIX C CETEBBIM
JOCTYTIOM.

9. OcobeHHOCTH U cXeMbI (DYHKIIMOHUPOBAHUSI IEHTPATU30BAHHOM 0a3bl TAHHBIX
10 MPUHIKIY «(hailsi-cepBep» U MO MPUHIUIMY «KIHEHT-CEPBEPY.
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10. CocTaB TeXHOJIOTUI, METOROB M CPEACTB NPUMEHAEMBIX Ui MPOCKTUPOBAHU
C3J0. Opranuzanus npoektupoanus CI0.

11.  MapmpyTtuzanust J10KyMeHTOB. CBOOOJHBIA U  KECTKHH  METOJIbI
MapIIpyTU3ALHH.

12. AHHOTHpPOBaHKE TOKYMEHTOB.

13. [loxxoap! K pa3srpaHUYEHNIO TIPAB JOCTYIA K JOKYMEHTAM.

O60011eHHBINA HAOOP Pa3PELICHHBIX MOIb30BATEIISM OTIEPAIIIH.

14. Ynpanenue BepcusMH JOKYMEHTOB.

15. CpeactBa mpocmoTpa JOKYMEHTOB. Pa0oTa KIMEHTCKMX HpOrpamMMm Ha
pas3uuHbIX 1aTopmax.

16. Ocobennoctn mnpoektupoBanusi CO/I0 Ha  mpuHIMNIAX TEXHOJIOTUU
«groupware» ¢ HCIoJIb30BaHMeM cpeacTB «Lotus Notesy.

17. Ocobennoctu npoektupoBanus COJ10, opueHTHPOBAHHBIX HA HCIIOJIb30BAHHE
docflow-Texnonorun Ha mpumepe cuctemsl «1.C JJokyMeHT0060pOT».

18. Ha3nauenwue, cheprl npumeHenus texHonoruu «workflowy. [Ipunuumst
opranuzaruu CAII.

19. XapakTtepucTtuka, Ha3HA4eHUE, CPepbl MPUMEHEHUS M  OCOOCHHOCTH
ucnonb3oBanus cucteMbl «OPTIMA WorkFlow».

20. Haznauenue, 0COOEHHOCTH U MPUMEPHI KOPIOPATHBHO-OpHEHTHPOBaHHBIX CO/I.

21. KonrentHo-opuentupoBannsie COJ[. [loHATHE M Ha3HAueHHE KOHTEHTA B
CUCTEMAax JIAHHOTO THIIA.

22. ]JIOmONHUTENBHBIE BO3MOKHOCTH KOPIIOPATUBHO-OpHEHTHPOBaHHBIX COJI mo
cpaBHEHUIO ¢ 0a30BbIMU QyHKIHAMU CO/I.

23. Cucrembl ynpaBnenus uapopmanuein. OcoOEHHOCTH U OCHOBHbBIE BO3MOKHOCTH
JAHHBIX CUCTEM.

24. Bunpl cucteM, aBTOMaTH3UPYIOIMX HHPOPMALOHHBIE TPOLIECCHl B CMEXKHBIX €
JTOKYMEHTO000POTOM HApaBIECHUSAX.

25. OcoOeHHOCTH U OCHOBHBIE BO3MOYKHOCTH, pEallM30BaHHbIE B Hauboee
pacmpocTpaHeHHbIX poccuiickux CI/I.

26. JlokyMeHTOOOOPOT B 3NEKTPOHHOM BHUJE B CTPYKTYPHBIX MOAPA3JEICHHUAX
OpraHu3aluu.

27. Pacnpenenenue QyHKIUA OpraHU3aToOpa M YYaCTHUKOB MEKBEIOMCTBEHHOTO
3JIEKTPOHHOTO JOKYMEHTO000pOTA.

28. Oobecrnieuenne WHGOPMAIIMOHHONW OE30MACHOCTH TPH  OCYIIECTBICHUH
MEKBEZOMCTBEHHOT'O 3JIEKTPOHHOTO JTIOKYMEHTO00O0pOTA.
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Kpurepnn u mkana oueHUBaHNA 0 OUEHOYHOMY CPEACTBY «3adeTy

[IIxana orteHUBaHUSA

XapaKTepHcha 3HAHUA NPEIMCTA U OTBECTOB

3a4TCHO

CryneHT nTyOOKO U B TIOTHOM 00bEMe BIIAJICET IPOrPaMMHBIM
MaTepuaoM. [ paMoTHO, MCUEPIIBIBAIOLIE U JIOTUYHO €TI0 M3/1araet
B YCTHOW WM mOUChbMEHHON ¢opme. [Ipu sToM 3Haer
PEKOMEH/IOBAHHYIO JIUTEPATYPY, MPOSABIAET TBOPYECKUIA OIXO/ B
OTBETaxX Ha BOMPOCHI U TIPABUIIHLHO 0OOCHOBBIBACT MPUHSTHIC
pEIICHUs], XOPOIIO BIaJCeT YMEHUSIMA U HaBBIKAMHU TIpU
BBITIOJTHEHUH MPAKTUYECKHX 3a/1a4.

CTyneHT 3HaeT MpOrpaMMHBIM MaTepua, rPaMOTHO M MO CYTH
U3JIaraeT €ro B yCTHOW WJIM MUCbMEHHOU (popMe, ToIycKast
HE3HAYUTEIIbHBIC HETOYHOCTH B YTBEPIKJICHUSX, TPAKTOBKAX,
OTpPE/ICTEHUAX 1 KaTETOPUAX WM HE3HAUMTEIbHOE KOTMYECTBO
ommOoK. [Ipu 3TOM Bi1aieeT HEOOXOMMMBIMUA YMEHUSMHA U
HaBBIKAMH TIPY BBINOJHEHUH IPAKTUYECKUX 3a]ad.

CTyaeHT 3HaeT TOJIBLKO OCHOBHOM MPOrpaMMHBINA MaTepHall,
JIOMYCKAaeT HETOUYHOCTH, HEJIOCTATOYHO YeTKHE (hOPMYIHPOBKH,
HETOCTIe/IOBATEIbHOCTh B OTBETAX, M3J1araéMbIX B YCTHOM HITH
MUCbMEHHOH (opme. [Ipr 37TOM HETOCTATOUHO BIIA/ICET YMEHUAMHE
¥ HaBBIKAMH TIPH BBITIOTHEHNH MPAKTHYECKUX 3a1a4. JlomyckaeT
10 30% omu0OoK B M3IaraeéMbIX OTBETaX.

HC 3a4TCHO

CTyneHT He 3HAET 3HAYUTENBHOM 4acTH MPOrPAMMHOIO
matepuana. [Ipu 3Tom fomyckaeT NpuHIMIHAIbHBIE OIIMOKU B
JIOKA3aTEIbCTBAX, B TPAKTOBKE MOHATUHA W KAaTErOpHH,
IPOSIBIAET HU3KYIO KYJIbTYpY 3HAHHM, HE BIAJEET OCHOBHBIMH
YMEHHUSMH U HABBIKAMH [PH BBIIIOJHEHUH MPAKTHYECKUX 3a/1a4.
CTymeHT OTKa3blBa€TCsd OT OTBETOB HAa JOINOJHHUTEIBHBIE
BOIIPOCHI.
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®opma j1McTa U3MEHEHUI U J0N0JIHeHUH, BHeceHHbIX B POC

Jluct u3MeHeHu 1 JOMOITHEHUH

Bunel nononnenuii u
U3MEHEHUN

Jlata v HOMep IPOTOKOJIA
3acenanus kadenpsl (kadep),
Ha KOTOPOM ObLTH
PaccMOTPEHBI ¥ 0J00PEHBI
M3MEHEHHS U JIONONHEHHUS

[Toamucs (¢ pactudpoBKOif)
3aBeyroIIero kadeapoi
(3aBemyronyx Kadeapamun)
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