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CTpykTypa u coaepxxanue JUCHUILTHHbBI

1. Hesan 1 3a1a4n JTUCHUIUINHBI, €€ MECTO B YUeOHOM mpouecce

Henab m3yyeHusi AUCHUIUIMHBI 3aKIIOYAIOTCS B M3YYEHUH COBPEMEHHOTIO
JOKYMEHTAIIMOHHOTO obecrnieueHusi, GopM U METOAOB PAllMOHATLHOW OpraHu3alun
paboThl cayXalllux, KoTopass 0asupyercs Ha TaKuX Ipolieccax, Kak MOIydeHHE,
o0pa0oTka; aHaiau3 HHPOPMALMK, TOATOTOBKA W IPUHATUE, BBIIOJHEHUE
pELICHUI; YUeT U KOHTPOJIb MPUHSITHIX PELICHUH, a TAaKKE CUCTEM JTOKYMEHTAIUH,
AJIEKTPOHHOIO  JIOKyMEHTOOOOpOTa M aBTOMAaTU3allUu  JEJIONPOU3BOJCTBA,
HaIpaBJICHU U METOJIOB UX COBEPILIEHCTBOBAHUSI.

[Iporpamma cocTaBieHa C€ Yy4E€TOM TpeOOBaHMI TrOCYIapCTBEHHBIX
00pa3oBaTeNbHBIX CTAHAAPTOB, MPEABIBISIEMBIX K BBICHIEMY 00pa30BAHMIO.

HpeHMeTOM H3YYCHUA JUCHUIUIMHBI ABIIAIOTCA MCTOAMYCCKUC ACIICKTBI
OCYHICCTBJIICHUA HpO(beCCI/IOHaJ'IBHBIX HaBBIKOB cq)epe QJICKTPOHHOT'O
ACJIOIIPON3BOACTBA, JJIA YIIPaBJICHYCCKHUX pGHIeHI/Iﬁ u ITOBBIINICHU S
3(1)(1)GKTI/IBHOCTI/I ACATCIIBHOCTH OpFaHI/ISaI_[I/Iﬁ B COBpGMCHHOfI 9KOHOMHKC.

3az[atm N3y4YCHUSA TUCHUILINHDBI:

- IMOJIYYCHHC 0a30BBIX 3HAHUU B o0OyracTh aBTOMaTHU3alllun

JOKyMEHTO000POTa ¢ UCIOJIb30BAHHMEM HH(POPMALIMOHHBIX TEXHOJIOTHUI;

- [OJy4YeHUE YCTOMYMBBIX HAaBBIKOB IPAaKTUYECKOH paboOThl 1O
WCIIOJIb30BAHUIO COBPEMEHHBIX I1aKETOB NPHUKJIAJAHBIX MPOrpaMM Ha YpPOBHE
KBAJM(UIMPOBAHHOTO  TOJb30BAaTeNsl  JJII  NPUHATUS  SKOHOMHYECKHX,
IIPOU3BOJICTBEHHBIX U YIIPABICHUECKUX PELICHUM.

2. Mecto nucuniuinnbl B ctpykrype OOII BO. Tpeb6oBanus k
pe3yJbTaTaM 0CBOEHMS COAEePKAHMUS JUCHUILTUHbBI

JucuuminHa «JEKTPOHHOE JEJIOMPOU3BOJICTBO» OTHOCUTCS K YaCTH,
dbopmMupyeMoii ydacCTHUKaMu 00pa30BaTeIbHBIX OTHOIIICHUH.

ConepxaHue JIUCHMIUIMHBI — SIBJSICTCS  JIOTUYECKUM  TPOJOJDKEHUEM
COJIEpKaHUS JUCHUIUIUH: «MEHEIKMEHT», «OCHOBBI ympaBieHUs», «YIpaBieHue
uHopmanronusivi  cucremamm».  CIIy)KUT OCHOBOM [JII OCBOEHHMS JUCLMIUIMH
HarpaBieHuss 1oaroroBku  38.04.02. MenemxkmeHT: «OCHOBBI  ITM(POBOI
sKOHOMUKM», «Crparerust 1mudpoBoil TpanchopManuu OusHeca», « IKOHOMHKA
1 poBOM OpraHu3aIuu (IPEIITPUITHS ).



3. TpeOoBaHus K pe3y/ibTaTaM OCBOEHHUSI COIEP:KAHUS IMCHHUIIHHDI

3. TpeGoBaHusI K pe3yJIbTaTaM OCBOEHHUS COEPKAHUSA TMCUMILINHBI

Ko 1 HaumMeHnoBaunue

Nupukaropsl JOCTUKEHUI

IIepedens mIaHupyeMbIX

KOMITETEHITUU KOMITETEHITUU pe3yIaBTaTOB

(Mo peanu3yeMon TUCITUTIIINHE)
YK-4. Cnocoben | YK-4.1. 3Haet Ha 3HATH:
NPUMEHSTh TOCYIapCTBEHHOM U HEKOTOpPbIE BO3MOXHOCTH U
COBPEMEHHBIC WHOCTPaHHOM SI3BIKAX CEPBUCHI JIEKTPOHHOTO
KOMMYHUKATHBHBIC KOMMYHUKATHBHO JIOKYMEHT0000pOTa, OT/ICIbHbIC
TEXHOJIOTHH, B TOM YHCJIE | IpUEMIICMbIS TpeboBaHUS K

Ha

MHOCTPaHHOM(BIX)
s3bIKE(ax),

JUISL aKaJIEMUYECKOTO U
npodeccruoHaNIbHOTO
B3aUMOJICHCTBUSA

CTHIIH JICJIOBOTO OOIICHMST,
VYK-4.2. Ymeer npeacTaBisTh
pe3yNIbTaThl aKaJIEMUYECKOHN 1
npodeccruoHaIbHON
NesITeTbHOCTH Ha
Pa3INYHBIX
BKJTIOUAs
MEKIYHApOIHBIC;
YK-4.3.
HHTETPAaTUBHBIMU
YMEHUSIMH, HEOOXOIUMBIMH IS
3¢ (HEKTUBHOTO yJacTHS B
aKaJIEMUYECKHUX U
npodeccHoHaTbHBIX
JIMCKYCCHSIX

MEpONPHUATHSIX,

Bnaneer

nH(pOpMaAITMOHHOM
0€e30I1aCHOCTH
yMeThb:

BECTH JIOKYMEHTOOOOPOT U C
y4eTOM OCHOBHBIX TpeOOBaHUM
MH(}OPMaIMOHHON
0€30IaCHOCTH
BJIa/IeTh:
HEKOTOPBIMH HHCTPYMEHTAMH,
TEXHUKAMH U CEPBUCAMHU
OpraHu3aIH paboThI
AIIEKTPOHHOTO
JIOKyMEHTO00OpOTA.

4.

CTpykTypa u coaepxxanue JTUCHUILTAHBI

4.1. O0bem yueOHOI TUCHUIJINHBI M BUIbI Y4e0HOH padoThI

O0bem yacos (3a4. ex.)

B yuebuoii pagore: Ounas popma | 3aounas popma

OO0mas yueOHasi Harpy3ka (Bcero) 108 108
(3 3a4. en) (3 3a4. en)

Oos3arenbHas ayIMTOPHAs y4eOHasi Harpy3Ka (Bcero) 48
B TOM YHCJIe:
Jlexun 12 6
CeMHHapcKue 3aHATUS 36 6
IIpakTnyeckue 3aHsATUS
JlaGoparopHble paboThI -
Kypcogas paboTa (KypcoBOil POEKT) -
Hpyrue bopmbl U METO/IBI OpraHu3aIu -
00pa3oBaTeIbHOTO Mpolecca
CamocTosiTesqbHasi padoTa CTyeHTa (Bcero) 60 96
WToroBast artecranus 3a4eT 3a4eT




4.2. Conep:kaHue pa3iesioB JUCHUININHBI

TEMA 1. BEJ/I[EHUE B KyPC «JIEKTPOHHBIH
JJOKYMEHTOOBOPOT».
[ToHsATHE TEXHOJOTHUU YIPABICHUS, TEXHOJOTHYECKOTO IIpoliecca YIpaBICHUSI.
O6ocHOBaHME HEOOXOIMMOCTH  Tiepexoja K  0e30yMaKHOW  TEXHOJIOTHH
ynpasiacHusd. OCHOBHBIC KOHIICHIIUH Oe30yMa)KHOW TEXHOJOTHH YIPABICHUS.
Mecto cucTtembl 5eKTpOHHOTO AokymeHTooOopora (COIO) B sKOHOMHUYECKOU
WH(OPMALIMOHHON CUCTEME.

TEMA 2. TEPMHUHOJIOTHA JIEJIOIIPOH3BO/ICTBA. IIOHATHE H
CTPYKTYPA JIOKYMEHTOOLOPOTA.

OcCHOBHBIE TOHATUSA JEIONPOU3BOACTBA. [IOHATHE M OCHOBHBIC TPHUHIIUIIBI
opraHu3anuu JToKymeHTooOopota. Tpu dhopmbl opraHuzam J0KyMEHTOO000pOTa.
Bxomsamue noxkymeHThl. Mcxopsuue OOKyMEHThl. BHYyTpeHHHE TOKYMEHTBI.
Perucrpauus nokyMeHToB. MHAEKCAMS JOKYMEHTOB.

TEMA 3. 3HAYUMOCTD ABTOMATHU3ALIHH
AOKYMEHTOOBOPOTA U 3AKOHOJATEJ/IBCTBO B IAHHOH CDOEPE
[IpenmymecTna aBTOMAaTHU3aLllH JOKYMEHTO000pOTA. DaxTopsl,

MO3BOJISIIONINE TOBBICUTH OOIIYI0 3()PEKTUBHOCTh PabOThI OpraHU3AMH TPU
BHEJPEHUN  CHUCTEMBI JJIEKTPOHHOTO JoKymMeHToobopora (COJ). dDyHkIiuwu,
aBTOMATU3UPOBAHHOE BBITIOJIHEHUE KOTOPBIX JIOJDKHO OOECIeunBaTh MPUMEHEHUE
COJlI. OcHoBHBIE HOPMATHUBHBIC TMPABOBBIE aKThl, Ha OCHOBE KOTOPBIX
OCYIIECTBIISIETCS ~ MPABOBOE  PETYJIUPOBAaHUE  OOIIECTBEHHBIX  OTHOIICHUH,
BO3HHUKAIOIIUX B IIPOIIECCE pealn3aliy JOKyMEeHTo000poTa B OymMaxHOH GopMe U
nepexoga K aBTOMATHU3MPOBAHHBIM — TEXHOJIOTHSIM:  MEXKIYHApPOIHBIC  aKTHI,
denepanbHbIlE 3aKOHBI, TIOCTAHOBIEHUS W pacropsbkeHust [IpaBuTenbcTBa
Poccniickoit denepannn, rocyrapCTBEHHBIE CTAHIAPTHI.

TEMA 4. IIOHATHE H IIPHHIIUIIBI ®YHKITHOHUPOBAHUA

CUHCTEM SJIEKTPOHHOI O /IOKYMEHTOOBOPOTA H bA3 JIAHHBIX.
[ToHsiTHE SJEKTPOHHOTO JTOKYMEHTOOOOpOTa W CHCTEMBI JJIEKTPOHHOTO
nokymentoobopora (C3OJ]). OcuoBuble (ynkmuun COJI. Tpeboanus k CIJl mo
dbopmaram 3JIEKTPOHHBIX JOKYMEHTOB, HACTPAaMBA€MOCTH Ha OpPraHU3alMOHHO-
MITATHYIO CTPYKTYpy OpraHu3allid, Ha COBMECTUMOCTh C MPUMEHSEMBIMU B
opraHu3anuu (PyHKIIMOHAJTLHBIMU HH(POPMAIIMOHHBIMU CUCTEMaMH. TpeboBaHuE
[0  pasrpaHUYCHUIO TIpaB JOCTyNa Tnosb3oBareneil. I[IpumMeHeHue cpeacTs
ANIEKTPOHHOU 1HdpoBoit moanucu B coctaBe CIOJl W pa3BUTHE NaHHBIX CPEICTB,
npenycmorpeHHoe locymapctBeHHou nporpamMmon  Poccuiickorn  Denepaunun
«Nuadpopmanmonnoe obmectBo (2011—2020 roasl)». [lonsTue 6a3bl TaHHBIX, KaK
nH(pOpMaIMOHHO-TeXHONIOTHYecKor 0cHOBBI COJI. [loHsiTHE M OCHOBHBIE (PYHKITNH
CUCTEM YyIpaBieHUs 0a3zamMu JaHHBIX. [leHTpanu3oBaHHBIE W pacrpeneiieHHbIC
0a3bl TaHHBIX. ba3bl TaHHBIX C JOKAJIBHBIM U CETEBBIM JOCTyINoM. JIBa BapmaHTa
5)



ApXUTEKTyphl  IEHTPATM30BAaHHBIX 0a3 JaHHBIX C CETEBBIM  JOCTYIIOM.
Oco0eHHOCTH U cXeMbl (DYHKIIMOHUPOBAHUS LIEHTPAIM30BaHHON 0a3bl JAHHBIX 110
NpUHIUNY «(hala-cepBep» U MO MPUHIUITY «KIUEHT-CEPBEPY.

TEMA 5. OPTAHH3ALIHA ITPOEKTHPOBAHHA JJIEKTPOHHOH
CUCTEMBI YIIPABJIEHUA /IOKYMEHTOOKOPOTOM.

e n HazHaueHnue Cucrembl InekTpoHHOTo JlokymeHtoob6oporta (CI0).
[Momxomet k mpoektupoBanuio COJ10. IIpobnemsr mnoctpoenus COJO.
Ocob6ennocty npoekTupoBanus U BHeapeHus DCY] s KopropaTUBHBIX CUCTEM.
[Mpunuuner  moctpoenus COO coctaB  (YyHKIIMOHAJIBHBIX  MOAYIEH U
obecneunBaromux nojacucteM. CojepkaHue TpeOOBaHUNW K CTPYKType U
otnesbHbIM KoMroHeHTamM C3JIO. CocTaB TEXHOJIOTHM, METOJOB M CPEACTB
npuMeHsieMbIX i1 npoektupoBanuss COJ10O. Opranuzaius NpOeKTUPOBAHUS

CDJI0.

TEMA 6. IIPOEKTHUPOBAHHE CHCTEM BBO/JA IIOTOKOB
BXOqAIIIUX IOKYMEHTOB

Llenp, Ha3HAYEHWE M 3a/1a4d MPOCKTHPOBAHMS CHCTEMBbI BBOJA OyMa)KHBIX
nokymeHtoB B COJIO0. CocraB u coaepkaHue oOnepauuid HAaCTPOWKH
aBTOMATH3UPOBAHHOTO BBOJAa M 3arpy3Kd TOTOKOB BXOMASAIIUX JOKYMEHTOB.
Xapaxrepuctuka OCR, ICR 1 OMR-TexHonornii  pacrmo3HaBaHUus JOKYMEHTOB.
MeTonbl KOHTPOJIS Onepaluii CKAaHUPOBAHUS U PACIIO3HABAHUS TEKCTOB.

TEMA 7. OCHOBHBIE XAPAKTEPUCTHKH CUHCTEM
SJIEKTPOHHOI'O /IOKYMEHTOOBOPOTA

Otkpeitocte  C3JI.  HMuTerpamuss ¢  NOPUKIAAHBIM  [POTPAMMHBIM
obecrieueHneM. OCOOEHHOCTH XpaHEHHsI JOKYMEHTOB. Poib M 0COOEHHOCTH
XpaHEHUsI PETUCTpalMOHHBIX Kaprouek B COJ. Jlormueckrne KOMITOHEHTHI
cepBepHoit yactu COJl. MapmpyTtuzamnus 10kyMeHTOB. CBOOOIHBIN U KECTKUI
METOIbl  MaplIpyTH3alMu. AHHOTHpOBaHUE  JIOKyMeHTOB. llogxomsl K
pa3rpaHMUYCHHUIO MpaB JocTyna K JgokymeHTaMm. (OO0o00mieHHbI  HabOp
pa3peIICHHBIX TOJIb30BATESAIM oOmeparuil. YnpaBieHUE BEPCUSIMH JTOKYMEHTOB.
CpenctBa nmpocMoTpa TI0KyMEHTOB. PaboTa KIIMEHTCKUX MPOTrpaMM Ha Pa3IMUHbIX
mardopmax.

TEMA 8. IIPOEKTHPOBAHHE CHCTEM  YIIPABJIEHUA

JAOKYMEHTAMH
Cucrembl ympaBieHHsl AOKyMeHTamH. Ha3zHaueHue cucTeMbl ynpaBlieHUs
aneKTpoHHbIMU JokyMeHTamu (CY]), dynkuuu, Beinonnsemsie CY][ B mponeccax
yIpaBlieHUus dSKoHOMHYeckoM cucteMon. Ctpykrypa CVY]/[ u Ha3zHaueHue ee
KOMIIOHEHT. MeToabl  opraHu3auuMd  XpaHeHus  JokymeHtoB B CVY]I.
Knaccudukarus MeTonoB moucka u MX XapakTepuctuka. Xapakrepuctuka CVY]|
pa3IMUHBIX KJIACCOB, HMX AapPXUTEKTYpbl, METOJIOB TMOHWCKA U TEXHOJIOTUH
ucrnonb3oBanus. OcobenHoctu mnpoektupoBanus COIO ¢ wucmonb3oBaHUEM
OPUHLIMIIOB U METOJ0B CBOOOJHOW MAapIIPYTHU3ALMHU JTOKYMEHTOB (TEXHOJOTHH
6



«ad-hocy»). Ocobennoctu mnpoektupoBanus COJIO Ha NpUHIUIAX TEXHOIOTHH
«groupware» C ucrnoias3oBaHueM cpenctB  «Lotus Notes». OcobGeHHOCTH
npoektupoBanus COJIO, opHEeHTHPOBAaHHBIX Ha wucmonb3oBanue docflow-
TexXHOJIOTuU Ha npumepe cuctemsl «1.C JlokymenToobopoT». Hasnauenue, cdepsl
npuMeHeHus: TexHonoruun «workflow». Ilpunmuner opranuzamuun  CAJIIIL.
XapakTepucTuka, Ha3HaueHuWe, cdepbl NPUMEHEHHS W OCOOCHHOCTHU
nucroiab3oBaHusg cucteMbl «KOPTIMA WorkFlowy.

TEMA 9. KIIACCH®HUKALINA CHCTEM DSJJIEKTPOHHOIO
JIOKYMEHTOOBOPOTA

OcHOBHOI KJ1acCU(UKAITMOHHBIN IIPU3HAK Co. IIpoueccHo-
opueHTHpoBaHHble COJ]. ObnacTh NpUMEHEHNSI U OCHOBHBIE (DYHKIIUH MPOLIECCHO-
opuentupoBanHblx COJI. Ilpumepsl cucteM panHoro Buja. KoprnopaTtuBHO-
opueHtupoBanHble COJl. Ha3naueHune, 0COOEHHOCTH U IPUMEPHl KOPIOPATUBHO-
opueHTupoBaHHBIX COJl. KonrtentHO-OpmeHTHpOoBaHHbIe COJl. IloHATHE U
Ha3HAUYCHHE KOHTEHTA B CHCTEMAX JAHHOIO THUMA. /[ONOIHUATENIbHBIE BO3MOKHOCTH
KOpHOpaTuBHO-OpUeHTHpOBaHHbIX COJl mo cpaBHeHUIO ¢ 0a30BBIMU (QYHKIHUSIMU
COl. Ilpumepsr, COJl maHHOTO THUIIA, NPEACTABICHHBIE HA MHUPOBOM DBIHKE.
Cucremsl ynpasieHus uHpopManueid. OCOOEHHOCTH M OCHOBHBIE BO3MOKHOCTH
JaHHbIX  cucTeM. [IpuMepsl  pacnpOCTpaHEHHBIX  CUCTEM  yHPABICHUSA
uH(popmarnmeil. Buapl cuctem, aBTOMaTU3UPYIOMIMX HHPOPMALMOHHBIE TPOLECCHI
B CMEXHBIX C JJOKYMEHTOOOOPOTOM HalpaBICHUSIX.

TEMA 10. CHCTEMbI JIEKTPOHHOI'O JOKYMEHTOObOPOTA B
POCCHHCKOM HH®OPMALIHOHHOM IIPOCTPAHCTBE.
[IpryunHBI OTHOCUTENILHO HU3KOTO YpoBHs pacrpoctpanenust CI/] B Poccun

B HACTOSIIEE BPEMS M TICPCIICKTHBHI WX IMMPOKOTO BHEAPEHUS B POCCHHCKUX
opraHuzanusx B OnrpkaifimeM OymayiieM. 3Ha4eHHe pachpocTpaHeHus B Poccun
CPEIICTB D3JICKTPOHHONW MH(PPOBOH MOANMUCH B KOHTEKCTE ITUPOKOTO BHEIPCHUS
COllI. Coornomenune C3IJ] poccuiickoro u 3apyOeKHOTO MPOU3BOJICTBA.
Poccuiickue CDOJI, ¢yukuuonupytomue B cpeae Lotus Domino/Notes.
Oco0eHHOCTH M OCHOBHBIE BO3MOXKHOCTH, pE€aliM30BaHHbIE B Haubosee
pactipocTpaHeHHbIX poccuiickux CIJl. JIokyMeHTOOOOPOT B 3JEKTPOHHOM BUJIC B
CTPYKTYPHBIX MOAPA3ICTECHUSX OPTaHU3AIUH.

TEMA 11. OPTAHH3ALIHA MEJKBEJOMCTBEHHOI' O
JIEKTPOHHOI'O  JJOKYMEHTOOFOPOTA B POCCHHCKOH
@DE/JEPAITHH.

HOpMaTI/IBHoe 06ecnequI/Ie MECXKBCAOMCTBCHHOTO BJIeKTpOHHOFO

nokymeHToobopora. [loHATHE W YyYaCTHUKHA MEXBEJOMCTBEHHOTO 3JIEKTPOHHOTO
JTIOKyMEHTO000pOTAa. Conepxanue B3aUMOJICHCTBUS benepaabHbIX
WH(OOPMAIIMOHHBIX CHUCTEM JJIEKTPOHHOTO JIOKYMEHTOOOOpOTa. DIEKTPOHHOE
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cooOIIeHHE, KaK eANHULA MEKBETOMCTBEHHOTO AIIEKTPOHHOTO
nokymMeHToobopora. [IpUHIUMBI TMOCTPOSHUS ©  TEXHHUKO-TEXHOJIOTHYECKAS
UHPPACTPYKTypa MEKBEIOMCTBEHHOTO AIEKTPOHHOTO JOKyMeHTooOopoTa. CocTas
TEXHUYECKUX CPEACTB W (YHKIMA TOJOBHOTO y3Ja W Yy3JIa YYacTHHKA
MEXBEJJOMCTBEHHOTO  BJIGKTPOHHOTO  JOKyMeHTooOopora.  Pacmpenenenue
GYHKIIMHA OpraHuW3aropa © YYaCTHUKOB MEKBEIOMCTBEHHOTO JJIEKTPOHHOTO
nokymMeHtoobopora. ObecrieueHre HHPOPMALMOHHOW  O€30MACHOCTU  TPHU
OCYILIECTBICHUN  MEXKBEJIOMCTBEHHOIO  DJIEKTPOHHOTO  JIOKYMEHTOOOOpOTa.
locynapctBennas  mporpamma Poccuiickoit ®enepanun  «MHbOpMaImonHoe
obmectBo (2011—2020 romsr)» M pa3BUTHE MEXKBEIOMCTBEHHOTO SJIEKTPOHHOTO
JIOKyMEHTO00O0pOTA.

TEMA 12 3AIIIUTA  HH®OPMAIIHH B CHCTEMAX
SJIEKTPOHHOI O /IOKYMEHTA.

TexHonoruu obecrnedyeHus: O€30MaCHOCTH. METOJbI M CpEelCTBa 3alUThI
undopmaruu B UC. KogupoBanue sxkoHoMuueckol mHdopmanuu. [Ipumenenue
KOJIOB B IIPOLIECCE PELICHUS 3aad.

4.3. Jlekuuu
Ne ni/m Ha3Banue Temsl O6beM vacoB
Ounas 3aouHas
dhopma dhopma

1 Benenue B KypcC «QIEKTPOHHBIN 1 0,5
' JIOKYMEHTO000pOT.

2 TepMHHONOTUS  /E€TONPOU3BOJACTBA. TOHATHE U 1 0,5
' CTPYKTypa TIOKyMEHTOO0O0POTa.

3HAYUMOCTh aBTOMATHU3AIMU JOKYMEHTOO00OpOTa U 1 0,5

3. 3aKOHOJIATEIbCTBO B JaHHOH cepe

4 [TonsTHe M NpUHLIUIBI PYHKIIMOHUPOBAHUS CUCTEM 1 0,5
' AJIEKTPOHHOTO JJOKYMEHTO000pOTa U 06a3 JaHHBIX

5 Opranuzanysg  OPOEKTUPOBAHUSA  AIIEKTPOHHOM 1 0,5
' CHCTEMBI yIIpaBJIEHHs JOKYMEHTO000POTOM

6 [TIpoekTupoBaHrEe CUCTEM BBOJIa MOTOKOB BXOASIINX 1 0,5
' JIOKYMEHTOB

7 OcCHOBHBIE XapaKTEPUCTUKU CHCTEM 3JIEKTPOHHOTO 1 0,5
' JIOKYMEHT0000poTa

5 [TpoekTupoBanue CUCTEM yIIpaBJICHUS 1 0,5
) JIOKYMEHTaMu

9 Knaccugukarus cHCTEM ANIEKTPOHHOT'O 1 0.5
' JIOKYMEHTO000pOTa

10 CuctemMbl DJIEKTPOHHOTO JOKYMEHTOOOOpoTa B 1 0,5

' poccuiickoM HH(POPMALTMOHHOM POCTPAHCTBE.
11 Opranuzanys MeXBEJOMCTBEHHOTO 3JIEKTPOHHOTO 1 0,5
' JIOKYMEHT0000pOTa B poccHiickoi (heaepanuu..




12 3ammra wHDOpPMAIMK B CHCTEMaxX JJIEKTPOHHOTO 1 0,5
JIOKYMEHTA.
Uroro: 12 6
4.4. llpakTnyeckue (CeMHHAPCKNE) 3aHATHSA
Ne ni/m HazBanue tembl O6beM yacoB
Ounas 3aoyHas
dhopma dhopma
1 Benenue B Kypc «QIEKTPOHHBIN 3 0,5
] JIOKYMEHTOO0OPOTY.
2 TepMUHOJIOTHST  JIEIONPOU3BOACTBA. TOHATHE U 3 0,5
' CTPYKTYypa TIOKyMEHTO000pOTA.
3HaAYUMOCTh aBTOMATH3AIMU JOKYMEHTOO0OpOTa U 3 0,5
3. 3aKOHOJIATEILCTBO B JAHHOU cdepe
4 [TonsTHe M MpUHIMIBI PYHKIIMOHUPOBAHUS CUCTEM 3 0,5
' AJIEKTPOHHOTO JIOKYMEHT0000pOTa U 0a3 JaHHBIX
5 Opranusanus  TPOSKTUPOBAHUS  AJIEKTPOHHOM 3 0,5
' CHCTEMBI yIIPaBIICHHSI JOKYMEHTOO00POTOM
5 [TpoekTrpoBaHHE CHCTEM BBOJIA TTIOTOKOB BXOISIINUX 3 0,5
JIOKYMEHTOB
7 OCHOBHBIE XapaKTEPUCTUKU CHUCTEM AIIEKTPOHHOTO 3 0,5
' JIOKYMEHT0000pOoTa
5 [IpoekTupoBanue CUCTEM yIIpaBJICHUS 3 0,5
JIOKyMEHTaMHU
9 Knaccudukarus CUCTEM AIIEKTPOHHOTO 3 05
) JTIOKYMEHTO000pOTa
10 CucreMbl 3JIEKTPOHHOTO JIOKYMEHTOO0OpOTa B 3 0,5
' poccuiickoM HH()OPMAITMOHHOM MPOCTPAHCTRE.
1 Opranuzanus MeXBEJOMCTBEHHOTO 3JIEKTPOHHOTO 3 0,5
' JIOKYMEHTO000pOTa B pOCCUICKOH (eaeparui..
12 3amuTta WHGOPMAMM B CUCTEMax JJICKTPOHHOTO 3 0,5
JIOKYMEHTA.
Hroro: 36 6
4.5. CamocTosiTeJibHAsi padoTa CTY/1eHTOB
Ne i/mt HazBanue tembl O6beM yacoB
Ounas 3aouyHas
dbopma dbopma
1. BeneHue B Kypc «3JI€KTPOHHBINA JOKYMEHTOOOOPOT. 5 8
2 TepMHHONOTHS  JICTIONPOU3BOACTBA.  MOHATHE W 5 8
' CTPYKTYpa TIOKyMEHTOO0OPOTa.
3HAYMMOCTh aBTOMAaTH3allMM JOKYMEHTO00OpOoTa H 5) 8
3. 3aKOHOJATEILCTBO B JAaHHOU cdepe
4 [TonsTHe U TPUHIUNBI (GYHKIIMOHUPOBAHUS CUCTEM 5 8
' AJIEKTPOHHOTO JJOKYMEHTO000pOoTa 1 6a3 TaHHBIX
5 Opranuzanus MIPOEKTUPOBAHUS AIIEKTPOHHOMN 5 8

CUCTEMBI yIIPaBJIECHUs JOKYMEHTO0O0POTOM




6 [IpoekTupoBaHue CHCTEM BBOZA IMOTOKOB BXOISIIINX 5 8
JTIOKYMEHTOB
7 OCHOBHBIC XapaKTEPUCTHKU CUCTEM 3JICKTPOHHOTO 5 8
' JIOKYMEHTO000poTa
8. [IpoekTupoBaHue CHCTEM YITpaBICHHUS JOKYMEHTAMH 5 8
9 Knaccugukamnus CHCTEM AIEKTPOHHOTO > 8
' JIOKYMEHTO000poTa
10 Cucrembl  3JEKTPOHHOTO  JOKYMEHTOOOOpOTa B 5 8
' poccuiickoM HH(POPMAITMOHHOM MTPOCTPAHCTBE.
11 Opranuzanys MeXBEJOMCTBEHHOTO 3JEKTPOHHOTO 5 8
' JTIOKYMEHTO000pOTa B POCCUUCKON (hefiepalinH. .
12 3amuTta WHPOPMAIMM B CHCTEMax 3JIEKTPOHHOTO 5 8
JIOKYMEHTA.
Uroro: 60 96
4.6. KypcoBblie padoThl/IPOEKTHI — HE MTPETyCMOTPEHBI YICOHBIM TUIAHOM
JUACIUILIAHBI

5. O0pa3oBaresibHbIE TEXHOJIOTHH

[IpenonaBanne AMCLUUILIMHBI BEAETCS C NMPUMEHEHHUEM CIEIYIOIIUX BHUIOB
00pa30BaTEIbHBIX TEXHOJIOTUM:

e TPAIUIMOHHBIE OOBSICHUTEIBHO-UUIIOCTPATUBHBIE TEXHOJIOIMH, KOTOpBIE
00ecneurBaloT JOCTYITHOCTh Y4eOHOTO MaTepuaia A OOJBIIMHCTBA CTYACHTOB,
CUCTEMHOCTh, OTPaOOTAaHHOCTh OPraHU3AIMOHHBIX (HOPM U MPUBBIYHBIX METOOB,
OTHOCHUTEJIHHO MaJlble 3aTPaThl BPEMEHHU;

® TEXHOJOTUHA MPOOJEMHOr0 OOy4YeHUs, HalpaBJICHHbIE Ha pa3BUTHE
MO3HABATEIbHOM aKTUBHOCTH, TBOPYECKOW CaMOCTOSITENILHOCTH CTYJEHTOB U
MpEeoJiararoline MociIe0BaTeIbHOE U IICJICHANIPABICHHOE BBIIIBIKEHUE TIEpe
CTYZCHTOM IIO3HABATEIBHBIX 3a7a4, pa3pelieHrne KOTOPHIX MO3BOJSET CTYJASHTaM
aKTUBHO YCBauWBaTh 3HaHUS (MCIOJIB3YIOTCS TOUCKOBBIE METObI, TMOCTaHOBKA
MO3HABATEILHBIX 3aJ1a4);

e TEXHOJIOTMM pa3BUBAIONIETO OOYyUYEHHUs, MO3BOJIAIOIINE OPHUEHTUPOBATH
y4eOHBIN MpoLEecC Ha MOTEHIMAIbHbIE BO3MOXHOCTU CTYJEHTOB, UX pealu3alfio
U Pa3BUTHUE;

e TEXHOJIOTMM KOHUEHTPUPOBAHHOTO OOY4YEHUS, CYTh KOTOPBIX COCTOUT B
CO3/JaHMM  MAaKCUMaJIbHO  OJM3KOM K  €CTECTBEHHBIM  IICHXOJOTHYECKUM
OCOOCHHOCTSIM UE€JIOBEYECKOTO BOCIPHUATHS CTPYKTYpPHl yueOHOTo TMpolecca |
KOTOpBIE Ja0T BO3MOXKHOCTH TUIYOOKOTO M CHUCTEMHOTO H3yUEHUS COACpKaHHUS
y4eOHBIX IUCIUIUIMH 3a CYET 0ObeTUHEHUS 3aHATHI B TeMaTHYeCKue OJI0KH;

e TEXHOJIOTMA MOAYJIHHOTO OOYYEHHs, JAIOIINEe BO3MOKHOCTh OOECIICUeHUs
ruOKOCTH Tpoliecca 00yUYeHUs, alafTalli €T0 K WHANBUAYAIBHBIM TOTPEOHOCTSIM
U OCOOEHHOCTSIM  oOydvaromuxcsi  (MPUMEHSIIOTCSA, KAk  M[paBWio, MpHU
CaMOCTOSITEILHOM OOY4YEHHMH CTYJICHTOB 110 UHAWBUIYaTbHOMY YYEOHOMY ILJIaHY);

e TexHoJoTUH AU depeHnupoBaHHOTO  O0ydeHHUs, 00eCIeUnBarOIIHe
BO3MOKHOCTh CO3/IaHUSI ONTHUMAIBHBIX YCIOBHH [IJI1 pPa3BUTUS HMHTEPECOB U
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CIIOCOOHOCTEH  CTYJIEHTOB, B TOM UHCJIE€ U CTYIEHTOB C OCOOBIMH
o0pa3zoBaTeIbHBIMU MOTPEOHOCTSIMH, UYTO IO3BOJISIET PEAM30BaTh B KYJIBTYPHO-
oOpa3oBaTeILHOM IIPOCTPAHCTBE YHHMBEPCUTETA HUJICK0 CO3JaHUS PaBHBIX
BO3MOXKHOCTEH /IS MOJTy4YeHUsT 00pa30BaHUs

e TCXHOJOTUU AKTUBHOI'O (KOHTEKCTHOI'0) OOYYEHHS, C MOMOIIBIO KOTOPHIX
OCYIIECTBISIETCS MOJEIUPOBaHUE IPEAMETHOIO, MPOOJIEMHOTO M COLMAIBHOTO
comepkanus  Oynymed — mpodeccHoHanbHOM  JACATEIBHOCTH  CTYJACHTOB
(MCTIONIB3YIOTCSI aKTUBHBIE M UHTEPAKTUBHBIE METO/bI OOYUYEeHUS) U T. 1.

MaxkcumanbHas 3(QQPEKTUBHOCTh MEAArOTHYECKOr0 Ipoliecca JOCTUTACTCS
MyTEM KOHCTPYUPOBAHMS ONTHUMATIBLHOTO KOMILIEKCA NMEAArOru4eCcKuX TEXHOJIOTUI
u (WIM) UX DJIEMEHTOB HA JIMYHOCTHO-OPUEHTUPOBAHHOM, AESATEIbHOCTHOM,
JIMAJIOTUYECKON OCHOBE M HCIIOJIB30BaHMS HEOOXOJUMBIX COBPEMEHHBIX CPEICTB
oOy4JeHuUsl.

6. YueOHO-MeToTIUYecKoe 1 IMPOrPAMMHO-MH(POPMAIIMOHHOe
odecriedeHme TUCIMILTMHbI:

A. OcHOBHas JiUTEparypa:

1. Anonuna, H. H. JIokyMeHTOOOOpPOT B OpraHu3aiuu : MPaKTHYECKOE
rmocooue / H. H. Aroanna. — M. : Omera-JI, 2009. — 173 c.
2. bacakoB, M. W.  [lenonpous3BOACTBO:  JTOKYMEHTAIIMUOHHOE

obecrieuenue yrpasiaeHus Ha ocHoBe ['OCT P 6.30-2003 : yue6. nmocobue / M. U.
bacakoB. — M. : [lamikoB u K°, 2010. — 347 c.

3. BerutneB, A. M. HHdopmannoHHBIE TEXHOJOTUH B COLHUAIBHO-
KyJIbTYpHOM cepBHuce U Typusme. OprrexHu-ka : ydeOHoe mocobue / A. M.
Betutnes. — M. : ®opym, 2010. — 398 c.

4, ['unapesckuii, P. C. MHpopMallMOHHBI MEHEIKMEHT: YIpaBieHUE
uH(popmanuen, 3HaHueM, TexHosoruel : yueonoe nocodue / P. C. ['mnsipeBckuid. —
CIIG. : ITpodeccus, 2009. — 303 c.

S. Jlenonpou3BOACTBO M APYTHE acHeKThl pabOThl cekperaps / Accoll.
OyXranTepoB, ayJIMTOPOB U KOHCYIbTaH-TOB ; noj pexd. I'. FO. KaceanoBoit. — M. :
ABAK, 2011.-267 c.

6. JIoKyMEHTOBEICHHE U JOKYMEHTALIMOHHOE 00€CTIeueHrEe YIIPaBICHUS:
HEKOTOpPBIE BOIIPOCHI TEOPUH U MpaK-THKU : cO. cT. / I'oc. oOpa3oBar. yupexaeHue
BbIcHI. TIpod. oOpazoBanust “Ant. roc. yH-T’, ®ak. mnomur. Hayk, Kad.
JOKyMEHTOBeieHus ; OTB. pea. A. P. UBonun. — bapnayn : U3g-so AI'Y, 2010. —
112 c.

1. HponoB, B. A. Cucrema aBTOMaTHU3alMH JI€JIONPOM3BOJCTBA W
AJIEKTPOHHOTO JIOKYMEHTOO0OpOTa Kak OAHAa W3 (YHKIMOHAIBHBIX MOJCHUCTEM
AIIEKTPOHHOTO MPaBUTELCTBA ANITAICKOTO Kpasi B KOHTEKCTE CTPATETUH Pa3BUTHS
uH(popmanmonHoro obmiectBa B Poccuiickoit ®enepauuu / B. A. Jlponos //
AxTtyanbHble BOMpochl HcTOpuu CuOMpHU: celbMble HAy4dHbIE YTCHHUS MaMATH
npod. A. I1. boponaskuna. — bapnayn, 2009. — C. 71-73.
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8. Kak un30exaTh mpaBOBBIX HapylleHUW B MpocTpaHcTBe “VHTEepHET:
pa3paboTka TeMbl, COBETHI U pekoMeHaanuu opucta A. H. Tapacenkooii. — M. :
Poc. ras., 2009. — 159 c.

Q. KaneeB, A. C. IlpumeHeHuE IMTPUXKOJOB B JTOKYMEHTOO0OpOTE
opranuzauuii bapnayna / A. C. KaneeB ; pyk. padoret [. H. Tpomkun //
Momnonexs — bapaayiny : Matepuainsl XII ropoackoit Hayd.-mpakT. KOHP. MOJIOIBIX
yaeHsbIX (15-22 Hos16pst 2010 r.). — bapnayn, 2011. - T. 2. — ¢. 38-39.

10. Kopuees, U. K. VYnpaenenme noxkymentamu : ydyeOnuk / U. K.
Kopnees, A. B. ITmenko, B. A. Mamypues. — M. : UHOPA-M, 2010. — 298 c.

11. OO0 »snexrponHoit moamucu : dDenep. 3akoH. — HoBocubupck : Cuo.
YHUB. U311-Bo, 2011. — 15 c.

12. Pazgopoxusii, A. A. JIOKyMEHTHpOBaHHE  YIpPaBICHYECKON
nesTeNbHOCTH : yueOHoe mocobue / A. A. Pazmo-poxubiit. — M. : UHOPA-M,
2009. - 302 c.

13. CadapoBa, A. U. IIpobieMbl HCHNONB30BAHUA DIIEKTPOHHOTO
JTOKyMeHToOoOOopoTa B aamuHucTpanuu bapuayna / A. Y. Cadaposa ; pyk. paboTbl
FO. A. lsrunesa // Monoaexs — bapuayny : matepuansl XII ropoackoi Ha-yd.-
npakT. KoH(]. MosoabIX yueHbIX (15-22 nosiopsa 2010 r.). — bapuayn, 2011. — T. 2.
— C. 47-49.

14.  Tonmuur, 1. bepexmussiii opuc / Jon Trnmunar, IuH JlanH. — M. :
AunbnuHa busnec bykc, 2009. — 320 c.

15. YepkacoBa, M. B. BHeapeHue »dIEKTPOHHBIX JOKYMEHTOB B
MYHHUITUTIATBHBIX YUIPEKICHHUSIX: MPOOJIEMBI M Ty-TH WX MPEoAoieHUs (Ha IpruMepe
ropojckoil agmuHuctpauuu bapuayna) / M. B. Uepkacosa ; pyk. padotsl 0. A.
Hsarunesa // Mononexs — bapnayny : marepuanbl XII ropojckoil Hayd.-pakT.
KOH(}. MOJ0abIX y4e-HbIX (15-22 nosiops 2010 r.). — bapuaymn, 2011. — T. 2. — C.
50-52.

b. /lonosiHuTeIbHASA JIUTEpPATYpa
1. bo6ruieBa, M. II. Cucrtema 5JI€KTpOHHOTO TOKYMEHTOOOOpOTa B

Oanke: ypoBHH M kputepuu 3penoctd / M. I1. boOwutea // JleHbru u KpeauT. —
2009. — Ne 5. — C. 45-52.

2. by6noBa, O. A. DneKTpOHHBIA JTOKYMEHTOOOOPOT W HCIIOJHEHUE
oromkeroB / O. A. byonosa // ®unancer. — 2008. — Ne 10. — C. 31,
3. Kpucransneiii, b. B. AxryanpHass 3akoHOmaTelbHas MOIAECPKKA

pa3BUTHS HMH(POPMALMOHHOTO OOHIECTBA M CO3laHUs U (YHKIHMOHUPOBAHUS
“31eKTpOHHOTO npasuTenbeTBa” B Poccuiickoit @enepaunu / b. B. Kpu-cranbabii
// Uadopmanmonnsie pecypebl Poccun. — 2011, — Ne 1. — C. 16-20.

4, Manodees, C. C. O npuMeHeHHH 3JIEKTPOHHOUN 1IU(POBOI OJNKCH B
aeKTpoHHOM JokymeHToobopote / C. C. Manodees // Kunumnoe mpaso. — 20009.
—No 6. — C. 82-809.

d. Py6aitno, 3. A. CoBpeMeHHbIE CTaHIAPTHl U MPUEMBI JIOKAJIHLHOTO
nokymeHToobopoTa / 3. A. Pybaitno // Kypuan poccuiickoro npasa. — 2011. — No
5.—C. 98-105.
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6. Cap3uxanoBa, C. 3. CoBpeMeHHblE MNOAXOABI K (HOPMUPOBAHUIO
€IMHOr0 MH()OPMAIMOHHO-KOMMYHHUKAIIMOHHOT'O TIPOCTPAHCTBA B c(pepe BBICIIETO
oOpazoBanus B Poccun / C. 3. CaB3uxaHoBa // DKO-HOMUYECKUN aHATIU3: TEOPHUS U
npaktuka. — 2010. — Ne 24, — C. 58-62.

1. Oununmnos, J[. B. MHcTUTYIIMOHATBHBIE OCOOCHHOCTH OpTaHH3aINH
AJIEKTPOHHOTO MPABUTENHCTBA HA MyHH-IIMNAIbHOM ypoBHe / JI. B. @ununmos //
Pernon: skonomuka u coruoiiorus. — 2009. — Ne 4. — C. 243-248.

8. XoxmoBa, M. M. 3HaueHne WHOOPMALMOHHBIX TEXHOJOTUN B
(GYHKIIMOHUPOBAHUU W Pa3BUTUHU coLManbHOU cdepsl pernona / M. M. XoxioBa,
P. C. Ksutynos // Cotuc. — 2009. — Ne 2. — C. 69-71.

B. Meronuyeckue ykazaHus
1. MeToguyeckue yKa3aHUs K MPAKTUYECKUM 3aHITUSIM 1O JIUCIUIUIMHE
«INEKTPOHHOE JEJIONPOU3BOJACTBO» (Il CTYACHTOB HANpaBICHUS MOJITOTOBKHU
38.04.03 «YnpaBneHue mnepcoHasioMm». Marucrepckas nporpamMma «YMIpaBiI€HUE
MEPCOHAJIOM TOCYIapCTBEHHOM CiykObl U koprnopanuii») / Cocrasutenu: O.1O.
Ponuonosa - JIyranck: JII'Y uMm. B. lans, 2022. - c.

2. Meronuueckue yka3aHus K BBITTOJIHEHUIO KOHTPOJIbHON pabOThI MO JUCITUTIIMHE
«DNEKTPOHHOE JIENOMPOU3BOACTBO» ()i CTYJACHTOB HAIPaBJICHUS MOATOTOBKU
38.04.03 «YnpaBineHue mnepcoHasom». Marucrepckasi mporpaMma «YIpaBJi€HUE
IICPCOHAJIOM TOCYIApCTBEHHOM Ciy:x0bl W koprnopanuii») / CocraBurenu: O.I1O.
Ponuonosga. - JIyrauck: JII'Y um. B. [lans, 2022. - c.

3. Meroanueckue yKa3zaHHs K CaMOCTOSATEIbHOM padoTe 1O JIUCUUILIMHE
«DIEKTPOHHOE JIETIONPOU3BOACTBO»  (IJIs1 CTYAEHTOB HAIPABICHUS MOATOTOBKHU
38.04.03 «YnpaBnenue mnepcoHamom». Marucrepckas mporpaMma «YIpasJieHUE
NIEPCOHAJIOM TOCYIApCTBEHHON Ciy:kObl W koprnopanuii») / Cocrasurenu: O.I1O.
Ponnonosga. - JIyrauck: JII'Y um. B. [lans, 2022. —  c.

I'. UuTepHeT-pecypcsbi:
http://ethicscenter.ru/ - caiit «tuka: Mopaib, GUIOCODUS, PEITUTHD).
http://www.etiket.ru/ - caiit «9TukeT 0T A 10 SI».
http://www.rb.ru/ - caiit «Poccutickuii OnzHec».
https://sovminlInr.ru/ — Odunuansuslii cairt [IpaButenscrea JIHP.

/. MaTrepuajibHO-TEXHHYECKOe oOecnevyeHne TUCIUIINHbI

OcBoeHME TUCHUIUIMHBI «IJEKTPOHHOE AEJIONPOU3BOJACTBO» MPEANOJIaraet
WCIIOJIb30BAaHME AaKaJEMUYECKUX ayJIUTOPHUM, COOTBETCTBYIOLIMX JEUCTBYIOLIUM
CaHUTAPHBIM U MPOTUBOITOKAPHBIM MPABUIIAM U HOPMAM.

[Ipouee: pabouee MecTO TMpenoaaBaTelisi, OCHAIIEHHOEC KOMITBIOTEPOM C
noctynom B IHTEpHET.
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[IporpamMmmHoe obecrieueHue:

DOYyHKIUOHAJIBHOE
Ha3HAYeHHe

Becniiarnoe
nporpamMMHoe
odecrmeyeHue

CcblIKH

OducHblii maker

Libre Office 6.3.1

https://www.libreoffice.org/

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

N UBUNTU 19.04 Egﬁiifﬁmﬁﬁﬂorqxwiki/Ubumu
AHTHBHpYC Avast http://www.avast.com/ru-ru/index
Bpayzep Firefox Mozilla http://www.mozilla.org/ru/firefox/fx
Bpaysep Opera http://www.opera.com

ITo4TOBBIN KIIUEHT

Mozilla Thunderbird

http://www.mozilla.org/ru/thunderbird

®daitn-MeHeIKeED

Far Manager

http://www.farmanager.com/download.php

ApxuBarop 7Zip http://www.7-zip.org/

Ipaduucckuii E/Ilall\r/lliitg(l;tl\ilgn image Eggixmglm?é\?vrg;qe.php?paqe id=8
PEAAKTOP Program) http://ru.wikipedia.org/wiki/GIMP
Pacno3naBanue Tekcta | CuneiForm http://cognitiveforms.ru/products/cuneiform/
Penakrop PDF PDFCreator http://www.pdfforge.org/pdfcreator
Buneorneiiep Media Player Classic http://mpc.darkhost.ru/

Aynuoreiiep VLC http://www.videolan.org/vic/

8. OueHouHbIE CPEACTBA MO AMCIHUTIIAHE

Macnopr
OLICHOYHBIX CPEICTB M0 Y4eOHO! JUCUHUILIJIMHE
«JIEKTPOHHOE J1eJI0NPOU3BOACTBO»

Onucanue ypoBHel chOPMUPOBAHHOCTU U KPUTEPHUEB OICHUBAHUS

KOMHeTeHHI/Iﬁ Ha 3Taliax ux (bOpMI/IpOBaHI/ISI B XOA€ U3YUCHUA AUCHUIIIINHDBI

Jran Kon YpoBHHu
KOMIIETeHIMH cpopmupos
AHHOCTH

Kpurepun
OIlCHUBAHUA KOMIIETCHIIMHU
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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/
http://www.pdfforge.org/pdfcreator
http://mpc.darkhost.ru/
http://www.videolan.org/vlc/

KOMIIeTEHI
HH
IoporoBblii | 3HATH:
’E v 2% B Ha TOCYIapCTBEHHOM M WHOCTPAHHOM SI3bIKAax
z = - < B IPUMEHSIEMbIE CTHIIH JETI0BOTO OOILICHNUS;
E § .- ’%
= (] E Q =
= 28 -8 ¢
SSEEE
~ O & <
= < g S 2 2 g ba3oBblii | ymeTh:
S <z K ; == = NPEACTAaBUTh HA PA3IMYHBIX MEpPOTPHSITHSIX,
@ > z 2 s % z BKJTFOYAst MEKTyHApOIHbIC pe3yJbTaThl
5 e £ § 2 3 aKaJIeMUYECKOM u podeCcCroHaIbHOM
o = § z = é JIEATEILHOCTH;
 Eg "3 -
E z S2s 2L Bbicokuii | BiajeThb:
= B 5 g 5 =] 3HAHHSMH, YMEHHSIMH, HaBBIKaMH,
= g g g = HEOOXOAMMBIMHM ISl Y4acTUs B Pa3JIMYHBIX
s = JINCKYCCHSX.
[lepedyeHb KOMIETEHIUH (3JIEMEHTOB KOMIIETEHIIMH ), POPMUPYEMBIX B
pe3yJibTare 0CBOCHUS yUeOHOM TUCIIUIUINHBI.
Ne DopMyJIMPOBKA HNuauxkaropsl Tembl =
n/ = KOHTPOJIMpYyeMOi AOCTHKEHHU I yueOHoii z B
n - g KOMIIeTeHIINH KOMTIIeTeHIINH AHCIHUTLTAHBI = § i
S E (M0 TUCUHUTUIHHE) E é;
s 2
: S
N
1 4. | Cnocoben mpumensith | YK — 4.1 3naer Ha Tema 1. 4
COBpPEMEHHBIE TOCYAapCTBEHHOM H Beoenue 6 kypc
KOMMYHUKATHBHBIC MHOCTPAaHHOM SI3BIKaX «INEeKMPOHHDILL
TEXHOJIOTUH, B  TOM | KOMMYHHKaTHBHO- OOKYMeHMOoobopom»
YHUCJIe Ha MpueMJIEMbIe Tema 2.
MHOCTPaHHOM(BIX) CTHIIH JIETIOBOTO Tepmunonocus
A3bIKe(ax), oOLIeHMS; 0el10npou3800cmaa.
JUISL aKaZIeMUYECKOTO U NOHAMuUEe U CMpyKmypa
npo¢eCcCHOHATBLHOTO 00KyMeHmoobopoma.
B3aUMOJICHCTBUS Tema 10.
Cucremsl
ANEKTPOHHOTO
JIOKYMEHT0000pOoTa B
POCCHIICKOM
UH(POPMAIIMOHHOM
POCTPAHCTBE.
Tema 11.
Opranuzanus
MEKBEIOMCTBEHHOTO
ANEKTPOHHOTO
JIOKYMEHT0000pOoTa B
poccuiickoit
beneparum.
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Tema 12.
3awuma ungpopmayuu
8 cucmemax
INEKMPOHHO20
00KyMeHma
YK-4.2. Ymeer Tema 5.
MIPEJICTABIISTh Opeanuzayus
pe3yIABTATHI NPOEeKmupoBanus
aKaJeMHUYeCKON 1 971€KMPOHHOU
npogecCHOHaAEHON cucmemul ynpaegienus
JeSITeIbBHOCTH Ha O0OKYMEHmMOo0O0poOmom
pa3IUYHbIX Tema 6.
MEpPOIPUATHSIX, IIpoexmuposanue
BKJTIOYAs cucmem 6600a
MeX1yHapOIHBIE; HOMOKO8 8X00AUUX
O0OKYMEHMO8.
Tema 7
Ocnognvie
Xapaxkmepucmuxu
cucmem 31eKMpOHHO20
0oKyMeHmoobopoma.
Tema 8.
IIpoexmuposanue
cucmem ynpaeienusl
O0OKYMeHmamu
YK-4.3. Brnaneer Tema 3.
WHTErpaTUBHBIMU 3nauumocmo
YMCHUSMH, asmomamusayuu
HeOOXOAUMBIMHA IS 00KyMenmoobopoma u
3¢ deKTUBHOTO 3AKOHO0AMENbCMEBO 8
y4acTus B oamnHoll cghepe
aKaJeMUYECKUX U Tema 9.
npodeccuoHanbHbIX | Knaccuguxayus
JTUCKYCCHUSX; cucmem 21eKmMpPOHHO20
0oKyMeHmoobopoma

Ilokazarenu u KPpUTCPHUH OLICHUBAHHA KOMHCTGHHHﬁ, OIMNCAaHHUC IIKaJl OICHNBAaHMUA

Ne

n/
n

Kon
KOMIIETECHI U
)/ |

HNuauxkaropsl
JTOCTHKeHU
KOMIIETeHIIHHN

Ilnanupyembie
pe3yJbTaThbl 00y4YeHus
10 JMCHHUIIHHE

KonTpoaupyembie
TeMbl yueOHOM
AUCHUTIAHBI

HauMeHnoBanu

OIIEHOYHOT0
cpeacrsa
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YK-4

CriocobeH MPUMEHSATh COBPEMEHHbBIE KOMMYHUKATUBHBIC TEXHOJIOTHUY, B TOM YHCJIE HA MHOCTPAHHOM(BIX) SI3bIKE(aX),

JUTSL aKaJIEMUYIECKOTO ¥ MMPO(ECCHOHATHHOTO B3aUMOICHCTBUS

3HATH:
Ha FOCYIapCTBEHHOM H
MHOCTPAaHHOM  sA3BIKax

Tema 1.
Beoenue 6 kypc
«2]IeKMPOHHBLU

XpaHCHUA, OTHYKIACHUSA
JaHHBIX.

g
2 HEKOTOpPBIE ooxkymenmoobopomy | =
; BO3MOXHOCTH u Tema 2. CE
2 = CEPBHUCHI DIIEKTPOHHOTO Tepmunonoeus S
= z JIOKyMEHTO000poTa, 0e10npouU3800Cmada. 2
% é OT/AeTbHBIE TpeOOBaHUS nonamue u 2
. & =
e 9 K  uH(POPMALMOHHOM cmpykmypa S =
o .
; 5 0€30IacHOCTH, doxkymenmoobopoma | . S
w
s 53 yMeTh: s S
g =S T o
= c:s S BECTHU S 3
jast
8= s JOKYMEHTOO0OpOT U C 3 6;3
5 E»E y4ETOM OCHOBHBIX = 2
a o -
sz 92 TpeboBaHUi 2 5
o . )
2 = z MH(POPMALIMOHHOM g =
S .
=R 0€3011acCHOCTH; g s
<
i 2 BJIaJI€Th: %
§ g HEKOTOPBIMH E
E F WHCTPYMEHTAMH, S
- TEXHUKAMH u =
i CepBUCAMH S
E, OpraHu3anu  padoTHI
AIIEKTPOHHOTO
JIOKYMEHTO00O0POTA. .
~ 3HATh: 5
g o ANEKTPOHHYIO CHCTEMBI A
]
7 = § yIpaBJIECHUS 5B
E K
2> 5 % JTIOKYMEHTO000POTOM; p CE
g g yMeTh: = 3
e = = ) OpraHu30BaTh Tena 5 e
S REZ IPOIKTUPOBAHKE ema . 5 2
Z .
£ 9 253 SJIEKTPOHHON CHUCTEMBI Opaanusayus = =
Q (o NPpOEKMUpOBAaAHUA —
SEOR yIIpaBJICHUS P posant 3 &
25 zok 9JIeKMPOHHOU 3 =
555 aR JOKYMEHTOO000pOTOM; 2 8
= = § % % . cucmemsl ynpaejilenus = EJ
3 S =z - 2 BIaJleTh: dokymenmoobopomom | &
SS2 %> HOPMaTHBHO - o
> § = IpaBoBOii 6a3of, i
o s . 4
< T35 periaMeHTHPYIOII e 5 &
]
| &g IIPOLEAYPbI coopa, il
= iz
” 2
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3HATD: Tema 3.

OCHOBBI 3uauumocmso
JOKYMEHTO000pOTa; agmomamusayuu
yMeTh: 00KyMeHmoobopoma
MIPUMEHSITh u
MH(pOPMALIMOHHBIE 3aKOHO0amenbCmeo
CUCTEMBI; 8 OaHHOll chepe
BJIa/1€Th:

OCHOBHBIMU HaBBIKAMHU

o

COBEPIIIEHCTBOBAHHIO

JIOKyMeHTOOOOpOoTa B

YK - 4.3. Bnageer uHTErpaTuBHBIMU YMEHUSMHU, HEOOXOTUMBIMH JIISI
3¢ PEKTUBHOTO YIaCTHS B aKaJeMHUYECKUX U TPO(HeCcCHOHATBHBIX
KoHTponbkHbBIE BONPOCH U 33/1aHUsI, TECTOBBIC 3a/IaHUs, 3aJaHUS

E cdepe MIaHUPOBAHUS U
S yIIpaBICHUS
%’ OnepaTuBHOU
= JEeATEIBHOCTRIO
OpraHu3alyu.
1. TunoBbie TECTOBLIE 3aJaHUS

(nopo2oswilii yposeny)

1. IokyMeHTOOOOpOT — 3TO:

a) JIBJKEHHE JTOKYMEHTOB B OpPraHM3allMd C MOMEHTAa HMX CO3JaHusl WIH
MOJTyYEHUS 10 3aBEPIICHUS CTIOTHEHUS WM OTIIPABKU;

0) BHI TOCYAapCTBEHHOW, MYHMIMNAIbHOW, HAYyYHOH, KOMMEpPUECKOW U
HEKOMMEPYECKOH IeSITeIbHOCTH;

B) JTO CHCTEMa CTaHIapToB 10 UWHPOpMAIMK, OUOIHMOTEYHOMY U
U3/1aTEJIBbCKOMY JIEITY.

2. Ayrentuduxaius — 310:

a) MEXaHU3M pa3rpaHUuEHUs JOCTYIa K JaHHBIM U (DYHKIIUSIM CHUCTEMBI;

0) crmocoOHOCTh TOATBEPAUTH JTUUYHOCTH TIOJIb30BATES;

B) MOMCK M HCCIIEJOBAHME MaTeMaTHUYECKUX METOJI0OB IMPeoOpa3oBaHUs
uH(popMauu.

3. Kak nHaszpiBaeTcsi OnaHK, coAep Kalluil OJMHAKOBBIM HAOOP PEKBU3UTOB
JUTSl BCEX BUJIOB IOKYMEHTOB:

a) OJJaHK KOHKPETHOT'O JJOKYMEHTa;

0) enuHbBINA OJIaHK;

B) 001U OJIaHK.
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4. bnaHK TOKyMEHTa - 3TO:

a) Juct Oymarm C 3apaHee BOCIHPOM3BEICHHBIMU  PEKBU3UTAMH,
coJiep KallluMHK IMOCTOSTHHYI0 HH(OpMaIiio 00 OpraHu3aliiy - aBTope JOKYMEHTA;

06) mmct OyMaru C 3apaHee BOCIPOM3BEIECHHBIMU  PEKBU3UTAMU,
coJiep KalllMMH MMOCTOSTHHYIO U TIEpEMEHHYI0 HH(GOpMAaIIMIO 00 OpraHu3alluy;

B) TrocylmapcTBeHHas Oymara, oOsi3aTenbHasi Il T[PUMEHEHHUS B
OpraHU3aluu.

5. B o0beme 1oKkyMeHTO000poTa ClEAYeT YUUTHIBATS:

a) BCE BXOJISIIME U HUCXOMSIINE JIOKYMEHTBHI 3a OIpPEICICHHBIN MNEePHOT
BPEMEHH BCE€ BHYTPECHHHUE JOKYMEHTbI M BCE KOIHMHU 3a ONPEACICHHBIN MEPUO]
BPEMECHU;

0) BCce BXOIMIIME W WMCXOAAIIME JOKYMEHTHI 3a OINpPEACICHHBIN TMEepHO.
BPEMCHU;

B) BCE BXOJSIIME, HUCXOASAIIME M BHYTPEHHHUE JIOKYMEHTBI, a TaKkKe BCe
KOIIUU 32 ONPEAECICHHBINA IEPUOJ BPEMEHU.

6. ['maBHOE MTpaBUJIO OpraHU3aIK JOKYMEHTO000pOoTa — 3TO:

a) CTaOWIbHBIA MapuIpyT ABWKEHHUS, KOTOPBIA 3aBUCUT OT COCTaBa W
CoJlep KaHusl TOKYMEHTOB M OT MPHUHATON B OpraHU3allMd TEXHOJOTHU PadboT ¢
JTOKYMEHTaMU;

0) omepaTUBHOE MPOXOXKJICHUE JIOKYMEHTAa MO Hauboiee KOPOTKOMY U
NpPSIMOMY MapuIpyTy ¢ HAUMEHBIITUMU 3aTpaTaMu BPEMEHH;

B) CTEpPEOTUIIHbICE MAPUIPYThl JBHXKCHUSI CBOMCTBEHHBIC BXOISLIUM
JIOKYMEHTAM C HANMEHBIIIMMHU 3aTpaTaMy BPEMEHH.

7. I'pynmsl 10CTyna HEOOXOIUMBI:

a) Uil TPEJOCTaBJICHHUs] TMpaB KOHTPOJIEpa COTPYAHUKAM OOs3aHHBIM
CIEIUTH 3a JIEUCTBUSIMU MOJIb30BATENICH CUCTEMBI;

0) B ciy4ae OTCYTCTBUSI COTPYJIHHMKA OTBETCTBEHHOTO 3a paboTy Hal
JIOKyMEHTOM M HEOOXOMMOCTBIO €€ TIPOJIOJIKEHUE B €r0 OTCYTCTBHE;

B) Ul OpraHU3alliu JOCTYIa K JIOKYMEHTaM JJis OTJEJIOB OpraHU3alllH,
KOJUIEKTHUBA COTPYAHUKOB, pa0OTAIONIUX HAJl OTACIBHBIM IPOEKTOM.

8. JlenerupoBanue mnpas JOCTyIa HEOOXOAUMO:

a) B cllydae OTCYTCTBHsI COTPYJHHUKA OTBETCTBEHHOIO 3a paboTy Hal
JIOKyMEHTOM M HEOOXOMMOCTBIO €€ TIPOJIOJIKEHUE B €r0 OTCYTCTBHE;

0) s TpeAoCTaBJICHUS TMpaB KOHTpoJiepa COTPYIAHHUKAM OOsS3aHHBIM
CIEIUTH 3a JIEUCTBUSIMU MOJIb30BATENICH CUCTEMBI;

B) ISl OpraHM3alMM JOCTyNna K JTOKYMEHTaM JJisg OT/EJIOB OpraHu3allvu,
KOJIJIEKTUBA COTPYHUKOB, paOOTAIOIINX HAJl OTJAEIBHBIM ITPOCKTOM.

9. Takoil JOKYMEHTONOTOK COCTOUT U3 JIOKYMEHTOB, CO3/1aBA€MbIX B JAHHOU
OpraHu3allMy U OTHPABIISIEMBIX 32 €€ PEACIIbI:

a) BXOJIAIINIA;

0) BHYTpEHHUII;

B) UCXOASIIUN.

10. JIOKyMEHTONIOTOK — 3TO:
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a) CIIOKUBIIEECS WM OPraHM30BaHHOE B Tpeiaesiax WHOOPMAIMOHHON
CUCTEMBI;

0) cnoxxuBIlIEeCs WM OpPraHU30BAHHOE B IMpejesnax WHGOPMaIMOHHON
CUCTEMBI JBUKCHHE TAHHBIX B ONPEACICHHOM HAalpaBJICHUU, IPU YCIOBUH, YTO Y
ATUX JAHHBIX OOIIMNA UCTOYHUK U OOIINI MPUEMHHUK;

B) JIBIDKEHHME JOKYMEHTOB B Pa3HBIX HAMpPABICHUSX, KOTOPOE MOCTOSHHO
MEHSIETCH.

Meronuueckne peKOMEHIAIN:
Ipu ucnonvsosanuu ghopmul mexyueco konmpons « Tecmupoganuey

cmyoeHmam Mo2ym npeonazaromcsi 3a0aHus Ha OyMaicHoM Hocumerine.

Kputepnu 1 mkana OLEHUBAaHUS IO OLIEHOYHOMY CPEACTBY « TeCcTh»

[Ixana OLICHUBaHUS Kputepuii onenuBanust
(uHTEpBAJ OAJIIOB)
5 TecTbl BBIMOIHEHBI HA BHICOKOM YpOBHE (IIPABHJIbHBIE OTBETHI JaHbI
Ha 90-100% TtecToB)
4 TecTbl BBIMONHEHBI HA CPEIHEM YpOBHE (TMPaBUIIbLHBIC OTBETHI JaHbI
Ha 75-89% TecToB)
3 TecTbl BBIONHEHBI HA HU3KOM ypOBHE (IIPABHIIBHBIE OTBETHI JaHbI
Ha 50-74% TecToB)
2 TecTbl BHIMONIHEHBI HA HEYAOBIETBOPUTEILHOM YPOBHE (IIPaBUIIbHbBIE
OTBETHI JaHbI MeHee ueM Ha 50% TecToB)

2. Pa3HOypoBHEBbIC 321a4M U 3aJaHUS
(baszoevlii yposeHv)

1. [Ipoananuzupyiite HCTOPUIO BHEJIPEHUS AIIEKTPOHHOTO
JIOKyMEHTO00O0pOTA.

2. Tlpoananu3upyite COCTOSIHME CHUCTEM JJIEKTPOHHOTO JTOKYMEHTOOOOpOTa
B P® u niepcieKTuBbI pa3BUTHSL.

3. JlaiiTe OIIEHKY IKOHOMHUYECKOM I1€71eCO00pa3HOCTH M HEO0OXOIUMOCTU
BHEJIPEHUS JIEKTPOHHBIX CUCTEM JOKYMEHTOOOOPOTA.

4. Ilpoananusupyiite 1mpodOenbl B HHGOPMAIMOHHON O€30MacHOCTH.
[IpoBequTe aHaM3 MHUPOBOTO ONbITA pealu3aldd CHUCTEM JJIEKTPOHHOTO
JIOKYMEHTO000pOTa B JACATEIBHOCTH UCIOJHUTEIBHBIX OPTAaHOB TOCYapCTBEHHOM
BJIACTH.

5. llpoananu3upyiTe COBPEMEHHOE COCTOSIHME JIOKYMEHTOOOOpOTa B
TAMOXXECHHOU CHCTEME.

6. BbIIBUTE OCHOBHBIE TEHIEHLUMUH PAa3BUTUA AJIEKTPOHHON CHCTEMBI
JIOKyMEHTOO000POTa B TAMOKCHHBIX OpTraHaXx.

7. llpoananu3upyiTe CyIIECTBYIOIIYIO CHCTEMY JOKYMEHTOOOOpOTa B
TaMO>XCHHBIX OpTaHax

8. CocraBbTe CXE€My MOTOKOB JOKYMEHTUPOBAHHON YIpPaBICHUECKOU
uH(pOpMAIIIK B TIPOIECCE YIPABICHUS €IUHON CUCTEMOM TaMOXEHHBIX OPTaHOB

9. [Ilpoananu3upyite HCTOPUIO BHEAPEHUS CHUCTEM  AJIEKTPOHHOTO
JIOKyMEHTO000pOTa B ACSATEILHOCTh TAMOXKEHHBIX OPTraHOB.
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10. TIlpoBenute  CpaBHUTENIbHBIA  aHAIU3  CUCTEM  3JIEKTPOHHOIO
nokymentoobopora ACOJ] na mnardopmel Optima-WorkFlow u AC «YKUI-2»,
BBISIBUTE MIPEUMYIIECTBA U HEIOCTATKU KAXKI0M U3 CUCTEM.

3agauu u 3agaHusA
(8vlcOKULL YPOBEHD)

1.Oxapakrepusyiite (yHKIIMH TOKYMEHTA.
2. OxapakrepusyiiTe 0()opMIICHHE PEKBU3UTOB.
3. Packpoiite TpeOoBaHMs, MpeAbABIsieMble K OGOPMICHHIO PEKBU3UTOB

JIOKYMEHTOB.

4. Oxapakrepu3yite oomue TpedboBanus K TeKCTy gokymeHToB [1K7 31 V1

Y2 Bl

5. OxapakrepusyiTe OpraHU3alMOHHO-PACTIOPSAUTEIBHBIE JTOKYMEHTHI:
OpraHU3allMOHHBIE IOKYMEHTHI.
6. OxapakTepuszyiTe OpraHM3alUOHHO-PACTIOPSAUTEIbHBIE JOKYMEHTHI:

IIPAaBOBBIC AKTHI.

7. OX&pﬂKTGpPI?»YﬁTC AOKYMCHTBI KOJIJICTHAJIBHBIX OPI'aHOB.

8. OxapakrepusyiTe HHHOPMAIIMOHHO-CIIPABOYHBIC TJOKYMEHTHI.

9. Oyakumu cTpykTypHbIXx dacteit CJIOY monsTHEe HOKYMEHTOO0OpOTa,
3Tanbl JOKYMEHTO000POTa.

10.Packpoiite conepkanre Npoueaypbl COCTaBICHUS] HOMEHKJIATYPbI eI

Kpurepuu u 1mikana orieHUBaHUS MO0 OLIEHOYHOMY CPEACTBY

«pa3HOYPOBHEBBIE 3aJaHUS »

[ITkxana oneHuBaHusa
(uHTEpBaI OAIIOB)

Kputepuu oniennBanus

5

OOyuaroluiicsl MOJIHOCTBIO U NMPABUIIBLHO BBIMOJHWI 3afaHue. [lokazan
OTJIMYHbIE 3HAHUS, YMEHHUS U BIIAJICHUs HaBbIKAMU IPUMEHEHUS UX MIPU
pelIeHny 3a/lad B paMKax YCBOGHHOro ydeOHoro marepuaina. PabGora
oopmiieHa aKKypaTHO B COOTBETCTBHUM C TNPEABABISIEMbIMU
TpeOOBAHUSIMU

OOyyaromuiicss BBINOJIHMUI 3a/laHUEe C HEOOJBIIMMU HETOYHOCTSIMH.
[lokazan xopomme 3HaHWA, YMEHUS U BIAJEHUS HaBBIKAMU
MPUMEHEHMs UX TPH PEelIeHUH 3a/1a4 B PaAMKaX OCBOEHHOTO y4eOHOTro
Marepuana. Ectb Henoctarku B oopMiIeHUH pabOThI

O6yanOHlHﬁ0ﬁ BBITIOJIHUIT 3aJIaHUC C CYIIECCTBCHHBIMU HETOYHOCTAMMU.
ITokazan YAOBJICTBOPUTCIBLHBIC  3HAHUA, YMCHHUA W BJIAACHUA
HaBbIKaMU TIPUMCHCHUS HX IIpU PCHICHUM 3alaq

OOyyaromuiicss BBIMOJHIII 3aJlaHHe HENpaBUbHO. [Ipu BBIOTHEHUY|
00y4JaroIIHMICS MPOIEMOHCTPUPOBAIT HEOCTATOYHBIN YPOBEHb 3HAHUM,)
YMEHHMM W BIAJCHUS MMM [PUPELIEHUH 331a4 B PAMKaX YCBOEHHOI'O
y4eOHOro Marepuasia
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MeTtoauuecKkue peKOMEHIAINM

Ha ocnose u3zyuenus OCHOBHBIX MeOPEMUYecKux NOI0NCEHUl Ccledyem
copmynuposams  cobcmeenHoe 0OOCHOBAHHOE MHEHUe No HnpoonemMam u
B03MOJCHbIM ~NYMAM UX peulenusi 6 OaHuHOUu obnacmu ynpaenenus (8
3a8UCUMOCMU OM KOHKPEMHOU NOCMAHOBKU 80NPOCA).

KpI/ITepI/II/I N IKaJila OOCHUBAHHUA 110 OICHOYHOMY CPCIACTBY
«PasHOYPOBHCBLIC 3aIaHUA »

Ixkama oneHUBaHUA Kputepuu onienuBanus
(uHTEpBaN OAILIIOB)

5 OOy4JaroImuiics TOJTHOCTHIO U NIPAaBUIIBHO BBIOIHIII 3a1aHue. [Tokazan
OTJIMYHBIC 3HAHUSI, YMCHHSI M BIIQJICHHSI HABBIKAMHU MTPUMEHECHUS UX TIPU
pellieHrH 3a/lad B paMKax YCBOCHHOTo ydeOHoro Mmarepuaina. PaGora
opopmileHa aKKypaTHO B COOTBETCTBUU C MPEIbSIBISICMBIMU
TpeOOBAHUAMU

4 OOyyaronuiicss BBINOJIHII 3aJaHUE C HEOOJBIIUMU HETOUYHOCTSMU.
[lokazanm xopomiuMe 3HaHUS, YMEHHsS M BIAJCHUS HaBBIKAMHU
MPUMECHCHHS MX TP PEIICHUU 33/1ad B paMKaX OCBOECHHOTO y4eOHOTO
Mmarepuaia. Ecte HemocTatku B ohopmiieHUN paboThI

3 O6yanOHlHIZCH BBITIOJIHWUII 3aJaHUC C CYHIECCTBECHHBIMU HCTOYHOCTAMMU.
ITokazan YAOBJICTBOPUTCILHBIC  3HAHUA, YMCHHUA W BJIAACHUA
HaBbIKaMM IIPUMCHCHHA HX IIpU PCHICHHMU 3aaa4

2 OOyuaromuiicss BBIIOJHWI 3aJaHMe HenpaBwibHO. [Ipu BeImonHEeHUY
00yYarOIINIICS MPOIEMOHCTPUPOBAII HEIOCTATOYHBIN YPOBEHb 3HAHUI,|
YMEHUI W BIAJCHUS HMMHU IIPU PEIICHUH 33734 B paMKaX YCBOEHHOIO
yueOHOro Marepuasa

3. KoHTpoJ/IbHBIE BONIPOCHI U 32/IaHUA
(bazoewlil yposeHv)
1. HopmaruBHO-TIpaBOBasi 6a3a 3JIEKTPOHHOTO JIEJIONPOU3BOACTBA.
2. IlonATHE 1 OCHOBHBIE CBOWCTBA HH(POPMALUY.
3. TepMHHOIOTHUS AETONPOU3BOACTBA.
4. CriocoObl TOKYMEHTUPOBAHUS M HOCUTENTU UH(OPMAIIHH.
5. Buapl, cocTtaB peKBU3UTOB U MpaBuiia 0GOpPMIICHHUS OpraHU3alMOHHO-

PacCIOPSIANTENBHBIX JOKYMEHTOB.

6. [IpuHIMTIIBEI Opranu3auu U GopMbl TOKYMEHTOOOOpOTA.

7. IlpuHIMOBl ~ OpraHu3alUM  JOKYMEHTOOOOpOTa U TEXHOJIOTHS
JIOKyMEHTAIIMOHHOTO 00€CTICYeHUs yIPaBICHUA.

8. Bxomsumme gOKyMEHTBI, HCXOASIIME JOKYMEHTBI UM BHYTPEHHHUE

JAOKYMCHTEI.

9. Perucrtpanus u uHAEKCAUs JOKYMEHTOB.

10. KoHTpOJIb MCTIONIHEHUSI TOKYMEHTOB: €U, BUbI, CDOKU U TEXHOJOTHS.
11. Ienu u mpeuMyIiecTBa aBTOMaTH3aIu1 JOKYMEHTO000pOTA.

12. BHempeHue  cuUCTeMbl  DJEKTPOHHOIO  JOKYMEHTOOOOpOoTa |
3¢ hHEeKTUBHOCTH PAaOOTHI OpTraHU3AIIHH.
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13. OcHoBHBIE TPEOOBAHUS K CHCTEMaM JIEKTPOHHOTO JIOKYMEHTO000pOTa

U UX XapaKTEPUCTUKH.

14. Knaccuuxanus cucteM 3JI€KTPOHHOIO JOKYMEHTOO00POTA.

15. Ha3HaueHue W  OCHOBHbIE (YHKIMH CHCTEM  JJIEKTPOHHOIO
JOKYMEHTO000pOTA.

16. PasrpanmueHue 1npaB JOCTyma B CHCTEMax dJIEKTPOHHOIO
JOKYMEHTO000pOTA.

17. CpenctBa »dIEKTpOHHON [HM(PPOBON TMOAMUCH B COCTABE CHUCTEM
ANIEKTPOHHOTO TOKYMEHTO0O0POTA.

18. OcobeHHOCTH apXHUTEKTYphl «(dailiI-cepBep» M «KIHUEHT-CEPBEP» B
CUCTEMAX 3JIEKTPOHHOTO JTOKYMEHTOO0OpOTA.

19. Cucrembl 3JEKTPOHHOTO  JOKYMEHTOOOOpOTa B  POCCHUHCKOM
UH(GOPMAITMOHHOM MPOCTPAHCTBE M UX OCHOBHBIE XapaKTEPUCTUKH.

KpI/ITepI/II/I H IIKaJila OOCHUBAHHUA 110 OOCHOYHOMY CPCIACTBY ((KOHTpOJ'IBHBIG

BOIIPOCBED»
[Ikana OLICHUBAHHUS Kputepwuii orieHuBaHUS
(uHTEpBAJ OAJIIOB)
5 CryneHT B mOJHOM 00BbEME OCBETHJI  paccMaTpUBaCMYIO
npoOJIeMaTHKy, TMPHBET apryMEHTbl B IMOJb3Y CBOUX CYXICHHH,
BJIaJiceT MPOQPMIbHBIM MOHATUIHBIM (KaTeropHajIbHBIM) amiaparoM
U T.I1.)
4 CTymeHT B 1EJIOM OCBETHJ pacCMarpuBacMyl0 MPOOJIEMATHKY,

IIPUBEJ ApTyMEHTHI B I10JIb3Y CBOUX CYXKIEHUH, JOITYCTUB HEKOTOPHIE
HETOYHOCTH M T.II.)

3 CryneHT JOomycTU CyHIeCTBEHHbIE HETOUYHOCTH, U3JI0KUII MaTepuall
¢ ommOKaMu, HE BIaJCET B JOCTAaTOYHOM CTENEHU NPOPHILHBIM
KaTeropHuajbHbIM alnapaToM U T.I1.)

2 PackppiTHe Bompoca MpEACTaBIEHO Ha HEYIOBICTBOPUTEIHLHOM
YpOBHE WM HE MPEACTABICHO (CTYIEHT HE TOTOB, HE BBITIOJIHHII
3aJlaHKe U T.II.)

TemMaTnKa KOHTPOJIbHBIX PadoT:
(6azo08biil yposeHy)

1. DIEKTpOHHBIE CUCTEMBI JOKYMEHTOO00pOTA.

2. DNEeKTPOHHBIN TOKYMEHTOOOOPOT U yNpaBlieHNe KOHTEHTOM.

3. ABTOMaTtu3anus 1eI0NPOU3BOJICTBA H YUPEKIACHUN.

4. JlokymeHTOOOOPOT Ha 0a3e AIEKTPOHHOM MOYTHI.

5.  ABromartuzanus  KaHuenspuu, JoroBopoB, OPJl, mnopydenuit
(DIRECTUM: JIokyMeHTO000POT).

6. JIokyMeHTOOOOPOT: MOHATHE, CTOCOOBI COBEPIIICHCTBOBAHUS.

7. FOpunnyeckas cuiia 3JICKTPOHHOTO JOKYMEHTA.

8. JIokyMEeHTO00O0pOT Ha MPEANPUATHUAX PA3HOTO MacIITada.

9. HopmatuBHO-TIpaBOBasi 0a3a 3JIeKTPOHHOTO JOKYMEHTO0O0pOTa.

10. DeKTpOHHBIN TOKYMEHTOOOOPOT: IOCTOMHCTBA U HEAOCTATKHU.
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11. Opranusanus 3I€KTPOHHOTO JOKYMEHTA B OPraHax Ka3Ha4yeicTna.

12.  Cucrtembl 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa M aBTOMAaTH3aLUs
JIEJIONPOU3BOICTBA.

13. DnekTpoHHBIM  JOKYMEHTOOOOPOT:  OpraHu3anusi, BHEIPEHUE,
ONTUMU3ALIUS.

14. Opranusanus KOpIopaTUBHOTO T0KyMEHTOO00pOTA.

15. TlpumeHeHHE 3IEKTPOHHOIO JOKYMEHTOOOOpOTa Ha (DPHHAHCOBBIX
pBIHKAX.

16. Co3nanue SIEKTPOHHOTO XpaHWIMIA JTOKYMEHTOB (TuiaTdopma —
CHUCTEMA 3JIEKTPOHHOI'0 IOKYMEHTOOO0OPOTA MO BHIOOPY).

Kputepun u mkana OLEHHMBaHUA 1O OLEHOYHOMY CpeAcTBy «KoHTposibHAs

pabotay
[Ixana OLICHUBaHUS Kputepuii onenuBanust
(uHTEpBAJ OAJIIOB)
5 KoHTposibHast paboTa BBIOJHEHA HA BHICOKOM YPOBHE (TIPaBHIIbHBIC
otBeThl 1anbl Ha 90-100% Bompocos/3anay)
4 KoHTposibHast paboTa BBINOJIHEHA HA CPEAHEM YpPOBHE (TIPaBHIIbHBIC
OTBETHI 1aHbl Ha 75-89% BompocoB/3aa4)
3 KoHTposibHast paboTa BBINOJIHEHA HA HU3KOM YpPOBHE (TIPaBHIIbLHBIC
OTBeTHI TaHbl Ha 50-74% BOMpPOCOB/3a1a4)
2 KoHTposbHas paboTa BBITIOJIHEHA Ha HEYIOBJICTBOPUTEIIBHOM YPOBHE
(mpaBHJIbHBIE OTBETHI JaHbl MeHee ueM Ha 50%)

OueHo4YHbIE CPpeACTBA aTTeCTAlUU (324eT)

IIpumepHbIii IepeYeHb BONPOCOB ISl MOATOTOBKHU K 3a4eTy:

1. OcHOBHBIE KOHLIENINH 0€30yMaKHON TEXHOJIOTUH YIIPABICHUS.

2. MecTo cucTeMsbl AJIeKTPOHHOTO TokyMeHToobopoTa (CI10) B

HKOHOMUYECKON MHPOPMAITMOHHON CHCTEME.

3. OCHOBHBIE HOPMAaTUBHBIE PABOBHIE AKThI, HA OCHOBE KOTOPBIX

OCYIIECTBIISIETCS MPAaBOBOE PETYIUPOBAHUE OOILECTBEHHBIX OTHOLIEHU,

BO3HUKAIOIUX B MPOLECCE peaM3allid JOKYMEHTOO0OpOoTa B OyMa)KHOM
dbopme U nepexoaa K aBTOMaTU3UPOBAHHBIM TEXHOIOTHSIM.

4. TlpumeHeHHe CpPenCTB MEKTPOHHOU U(PpoBoH moamnucu B coctaBe COJI
Y Pa3BUTHE JAHHBIX CPEICTB, NMPEIYCMOTPEHHOE | 0CYyIapCTBEHHON MpOrpamMMon
Poccuiickoit ®enepannn «Mupopmanmonnoe odmectso (2011 - 2020 rogsi)».

5. [lonsiTue 6a3pl NaHHBIX, KaK WH(HOPMALIMOHHO-TEXHOJIOTHYECKOW OCHOBBI
CO[I.

6. IlonsTe W OCHOBHbIE (PYHKIIMM CHUCTEM YIpaBieHHUs Oa3amMu JaHHBIX.
[{enTpanu3oBaHHbIE U paclpeieIeHHbIe 0a3bl JaHHBIX.

7. ba3pl JaHHBIX C JOKAJIBHBIM U CETEBBIM JOCTYIIOM.

8. JIBa BapuaHTa apXUTEKTYphl LIEHTPAIM30BAHHBIX 0a3 JAHHBIX C CETEBBIM
JOCTYIIOM.
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9. OcobenHocT M cxeMbl (YHKIIMOHUPOBAHUS LEHTPATN30BAaHHON 0a3bl
JAHHBIX IO MPUHLUIY «(aili-cepBep» U MO MPUHIUIY «KIUEHT-CEPBEPH.

10. CoctaB TEXHOJOTUH, METOJOB U CPEACTB MPUMEHSEMbIX IS
npoektupoBanust COI10O. Opranuzamus npoexkrupoBanus CIOIO.

11. Mapupytuzamnusi J0oKyMeHTOB. (CBOOOIHBIH W IKECTKUH METOJbI
MapuIpyTH3aLUH.

12. AHHOTHpPOBaHUE JOKYMEHTOB.

13. ITogxomp! K pa3srpaHUYEHHUIO IIPAB TOCTyNA K TOKYMEHTAM.

O06001IeHHBIN HA00P pa3peIeHHBIX TOIB30BATENSM OTEPaITUH.

14. YnpasiieHne BepCUsIMU TOKYMEHTOB.

15. CpeactBa mpocMmoTpa JOKYMEHTOB. Pa0oTa KJIMEHTCKUX IMporpaMm Ha
pa3IMyYHBIX TUIaThopmax.

16. Ocobennoctu mpoektupoBanus COIO Ha nOpUHIUIIAX TEXHOJOTUHU
«groupware» ¢ UCIoJib30BaHueM cpeacTB «Lotus Notesy.

17. OcobGennoctu mnpoektupoBanus C3J1O, OpUEHTUPOBAHHBIX Ha
ucnonb3zoBanue  docflow-texHomorum  Ha  mpumepe  cucreMbl  «1.C
JIoKyMeHTOO000POTY.

18. Hasnauenue, chepsl npuMeHeHus: texHoiaoruu «workflowy. IpuHuumel
oprann3anuu CA/IIIL.

19. XapakrepucTtuka, Ha3HaueHUE, cpepbl NPUMEHEHUS U OCOOEHHOCTH
ucnonb3zoBanus cucreMbl «OPTIMA WorkFlowy.

20.  Ha3naueHue, OCOOCHHOCTM U  TNPUMEPHl  KOPIOPATUBHO-
opueHTUpOoBaHHBIX CI/I.

21. KonrentHno-opuentupoBannbie CI/I. [loHsiTHE 1 Ha3HAUEHNE KOHTEHTA B
CUCTEMaxX JaHHOT'O THIIA.

22. JIONOJIHUTENIbHBIE BO3MOXHOCTH  KOPIIOPATHBHO-OPUEHTUPOBAHHBIX
COJl o cpaBHeHuto ¢ 6a3oBbIMU GyHKIMsIMU CO/I.

23. Cucrembl ympaBinenuss uH@opmaiueii. OCOOEHHOCTH U OCHOBHbBIC
BO3MO)XHOCTH JJAHHBIX CUCTEM.

24. Buasl cucTeM, aBTOMAaTH3UPYIOIMIMX HH(GOPMAIIMOHHBIE MPOLECCHl B
CMEXHBIX C JOKYMEHTOOOOPOTOM HaIpaBIICHUSX.

25. OcoOEeHHOCTH U OCHOBHBIE BO3MOXKHOCTH, PEaU30BaHHbIC B Hambosee
pacrpocTpaHeHHbIX poccuiickux COI.

26. JlokymMeHTOOOOpOT B  3JEKTPOHHOM BHAE B  CTPYKTYpPHBIX
NOJIpa3AEeICHUSIX OpraHU3al|H.

27.  PacnpeneneHue — (QyHKOMI ~ opraHu3aropa M YYaCTHHKOB
MEXBEJOMCTBEHHOTO AIEKTPOHHOTO IOKYMEHTOO0OO0pOTA.

28. OOGecnieuenre MHGOPMALMOHHON 0€30MaCHOCTH TPH OCYLIECTBICHUU
MEXBEJOMCTBEHHOTO AJIEKTPOHHOTO IOKYMEHTOO0O0pOTA.

25



Kpurepuu u 1mkaia olieHMBaHUs 110 OLIEHOYHOMY CPEACTBY «3a4yeT»

[IIxana oneHuBaHusa

XapakTeprCcTUKa 3HaHHS TIPEIMETa 1 OTBETOB

3a4TCHO

CrymeHT m1yOOKO M B TOJHOM 0ObeMe BIAJEEeT MPOrPAMMHBIM
MarepuajioM. I paMOoTHO, NCYEPNBIBAIOLIE U JIOTUYHO €0 M3JIaracT B
YCTHOM WM TUcbMeHHOH (opme. [Ipr 3TOM 3HaeT peKOMEHOBaHHYIO
JIMTEPATypYy, IPOSBISIET TBOPUYECKUH MTOAXOL B

OTBETaX Ha BOMNPOCHl W TPABWIBHO OOOCHOBBIBAECT TPHHATHIC
PELICHNUS, XOPOILO BIIAZECET YMEHUSMH U HABBIKAMHU IIPY BBIITOJIHEHUU
IIPAKTUYECKUX 3a7a4.

CryneHT 3HaeT IPOrpaMMHBIM Marepuall, I'PaMOTHO M IO CYTH
u3JaraeT ero B YCTHOM WIM TNHCbMEHHOH ¢opme, ormycKas
HE3HAYUTEIIbHBIE HETOYHOCTH B YTBEPXKICHUAX, TPAKTOBKAX,
ONPEIEICHUAX M KaTeropusX WM HE3HAUYUTEIbHOE KOJIUYECTBO
omnbOok. Ilpm »5TOoM Bnazeer HEOOXOAMMBIMM YMEHUSIMH MU
HAaBBIKAMM IIPY BBIIIOJIHEHUH NIPAKTUYECKUX 3a1a4.

CTygeHT 3HaeT TOJbKO OCHOBHOM IPOrpaMMHBIA — Marepual,
JIOMTYCKAeT HETOYHOCTH, HEAOCTATOYHO YETKHE (POPMYIUPOBKH,
HETIOCIIEIOBATENIbHOCTh B OTBETAX, M3JIaraéMbIX B YCTHOM WU
nucbMeHHOM popme. Tlpu 3TOM HEAOCTAaTOYHO BIAJCET YMEHUSIMHU U
HaBbIKAMU TIPU BBIOJHEHUM MPAKTHUECKUX 3aaad. Jlomyckaer 1o
30% ommOOK B M3JIaraeMbIX OTBETAX.

HEC 3a4TCHO

CTyaeHT He 3HaeT 3HAYUTEIbHOM YaCTU NPOrpaMMHOIO Marepuarna.
I[Ipu  oToM  JomycKkaeT  NPUHUUIHUAIBHBIE  OUIMOKM B
JI0Ka3aTeIbCTBAaX, B TPAKTOBKE MOHSATUN M KATErOpPUH, MPOSBISET
HU3KYI0 KYJIBTYpy 3HAaHHUW, HE BJIAJICET OCHOBHBIMU YMEHUSIMHU H
HaBbIKAMHM [P BBIIOJIHEHUHM MpakTHueckux 3anad. CryaeHTt
OTKa3bIBACTCs OT OTBETOB HA JOIOJIHUTEIBHBIE BOIIPOCHI.
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®opMa JIUCTAa U3MEHEHUH U T0N0JTHeHU i, BHeceHHbIX B @O C

JIVCT U3MeHeHUN U JONOJIHEHUH

n/n

Bunpl 1onojIHEeHUHN U UBMEHEHU I

[lata n HOMep npoToKoJIa
3acenanus kadeapsl (kadenp), Ha
KOTOPOM OBIJIH PACCMOTPEHBI U
0100peHbI UBMEHEHUS U
JIOTIOJIHEHUST

[Moamucs (¢ pacmudpoBKoii)
3aBeqyromiero kademnpoi
(3aBenyromux kadeapamu)
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