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JIuct cornacoBanus PITY []

Pabouas mporpamma y4eOHON MUCIUTUTMHBI «CHCTEMBI 3JICKTPOHHOTO IOKYMEHTOO00pOTa)
10 HampaBJIeHUsIM oarotoBku 46.03.02 JlokymeHTOBEIcCHUE U apXUBOBeieHne — 51 c.

Pabouas nporpamma yueOHOM quciUIUIMHB « CHUCTEMBI JIEKTPOHHOTO JOKYMEHTO0O0POTa»
pa3paboTaHa B COOTBETCTBUHU ¢ DenepalibHBIM TOCyAapCTBEHHBIM 00pa3oBaTeNbHBIM CTaHAAPTOM
BBICIIETO O00pa3oBaHUs MO HampaBieHWio moArotoBku 46.03.02 JlokyMeHTOBEIECHHE U
JIeTIONPOU3BOJICTBO, YTBEPKICHHBIM MPUKa3oM MuHucTtepcTBa 00pa3oBaHusi U Hayku Poccuiickoi
Oenepannn oT 29 okTa6ps 2020 r. Ne 1343,

Pabouas nporpamMma AMCHMIUIMHBI YTBEp)KAECHAa Ha 3acedaHuu Kadenpbl 3KOHOMHUKH U
ynpasieHus «02» centaops 2024 r., nporokosn Ne 1.

3aBenyromnuii kKageapoit

OKOHOMUKU U YIIPaBJIEHUS HAyK W 10.B.boponau

[lepeyTBepkaeHa: « _ » 20 1., npoTtokoa Ne

) =y T « o I A ne A i1

PekomeHioBana  ha  3aceiaHMMm  yueGHO-METOMMYECKO! komuccn  CeBepoJOHELKOro
TCXHONOTHYECKOT0  WHCTHTYTA  (dmimMana)  (efiepaibHOrO  roCyXapcTBEHHOTO OI01KETHOrO
00pa3oBATENILHOTO YUPEXKICHHS BBICIIErO obpasosanus «Jlyranckuii rocynapcTBeHHbii YHUBEPCUTET

uMeHn Bramumupa [lansa» « 16 » 09 2024 r., mpotokon No |

S A5

[pencenatrens yueGHO-MeTOHHUECKOMH KOMUCCHH
CTH (¢punnana) ®I'BOY BO JITY um. B. Jlansy 4, 10.B. Bopoau

CTpykTypa U cojep:KaHue TUCUUILIHHBI



1. Hesan 1 3a1a4u TUCUMILIUHBI, €€ MeCTO B Y4eOHOM Mpoliecce

Lenp n3yyeHus: TUCUUILIMHBI — (JOPMHPOBAHUE Y O0YyYarOIIMXCsl 3HAHUA U
YMEHHM, HEOOXOAUMBIX [JIsl yNpaBieHUs WH(GOPMAIMOHHBIMU CHUCTEMaMH
OpraHu3aliH, JOCTHKECHHS €€ CTPATErM4eCKuX LieJIeld, IPaMOTHOTO IPUMEHEHUS
aBTOMATHU3UPOBAHHBIX MH(OPMALMOHHBIX TEXHOJIOTUH, (DOPMHUPOBAHUS CUCTEMBI
MH(GOPMALIMOHHOTO 00eCreYeHHsI YIPaBICHUS TOJDKHOTO KauecTBa.

3amaun:  mojydyeHue Oa30BBIX — 3HAHUU B o0nacTH  aBTOMAaTH3alUU
JTOKyMEHTO000pOoTa

C HCIHOJIb30BaHUEM HH()OPMALIMOHHBIX TEXHOJOTHM; IOJy4YeHUE YCTOWUYMBBIX
HaBBIKOB IIPAKTMYECKOM paboThl IO HCIIONb30BAHUIO COBPEMEHHBIX IAKETOB
MPUKIAJHBIX TMPOTPaMM Ha YpPOBHE KBATH(PHUIIMPOBAHHOTO TOJIH30BATENS IS
IIPUHATHUS IKOHOMHAYECKHUX, IPON3BOACTBEHHBIX U YIIPABICHUYECKUX PELICHUN.

2. Mecto aucuuniimubl B ctpykrype OOII BO
Huciumnaa «CHCTeMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa» BXOJHUT B
00s13aTeNIbHYIO0 YacTh paboyero ydeOHOro IiaHa.

HeoOxonumbIMu yCIOBUSAMU JIJ11 OCBOSHUS JUCHUIUIMHBI SBIISIOTCS: 3HAHUE
TEHJCHIIMNA  pa3BUTHS  HUH(POPMAIMOHHO-IOKYMEHTAIIMOHHOTO  0OecreueHus
yIpaBJICHUs]; MECTa JOKYMEHTa B CUCTEME YIIPABJICHUS U apXUBHOTO JIeJIa; YMEHUE
CaMOCTOSITENIbHO paboTaTh C Pa3IMYHBIMU MCTOYHHUKAMU MH(OpPMALIUK; BIIaJICHUE
3HAQHUSAMH B 00JIACTM OTEYECTBEHHOM HCTOPHUH; CIOCOOHOCTHIO OCO3HABATh
COITMAJILHYIO 3HAYMMOCTD CBOEH Oyayien npodeccun.

ConepxaHvue  AUCHUIUIAHBI  SIBJSIETCS  JIOTUYECKUM  TIPOJIOJKCHUEM
colepkaHusi AUCHUIUIMH «JloKyMeHTOoTus», «TeXHOTpOHHBIE IOKYMEHTHl U
apXUBBI» U CITY>KUT OCHOBOM JIJ1s 3aBEPIICHUS IIMKJIA TOATOTOBKU OaKaiaBpOB.

3. TpeOoBaHusi K pe3yJibTaTaM OCBOEHUS COAEPKAHUS U CHUTITUHBI



Kon n HanMeHoBaHME KOMIIETEHITUN Nunukaropel  poctuxkenuii | Ilepeuenp

KOMIIETEeHINH (110 TUTAHUPYEMBIX
peanusyemoli qucuuuiuge) | PE3YJIbTaToB
OIIK-2 Cnoco0OeH HaxOUTh OIIK-2.1 PaccmarpuBaeT 1 | 3HaTh: OCHOBBI
OpraHU3alIOHHO-YIIPABICHUECKUE IpeiaraeT BO3MOKHbIE npodeccHOHATBLHON
peLIeHus P PELIEHUH 3a1a4 B cepe BapUaHThI PEIICHUS JeSITeIbHOCTH B cepe

cBoel poecCHOHabHON ACSITEIBHOCTH. npodeccHoHaNIbHBIX 3a/a4u, | JOKYMEHTOBEICHHS U
OLICHUBAs UX JOCTOUHCTBA U | APXHUBOBCJACHUS.

HE/IOCTATKH. YMeTb: BEIOUpATh
OIITUMAJIBHBIC
BAapHUaHTBI pCHICHUSA
npodeccroHaTbHBIX
3a7a4, OL[CHUBAs UX
JIOCTOUHCTBA U
HEJIOCTATKH.




OIIK-2.2 ITnanupyer,
CHUCTEMaTU3UPYET
poeCCHOHATLHYIO
JeSITEIbHOCTD B
COOTBETCTBUU C BEIOPAHHOM
CTpaTeruen penieHus
poOJIEeMHON CUTYyalUH.

OIIK-2.3 O0bgcuser
OCHOBAHMS OKOHYATEIILHOIO
BbIOOPA O/IHOTO U3
BO3MO>KHBIX BApUAHTOB
JNEUCTBHH 1O IOCTHKEHHIO
IMOCTaBJICHHBIX IEJICH Kak
MIPEACTaBUTENSIM

PO eCCHOHAIBHOTO
COO0O0IIIeCTBa, TaK U B
HIHPOKOM ITYOJITUIHOM
MIPOCTPAHCTBE.

Bnaners: HaBBIKAaMU

pelienus
npodeccroHaTbHBIX
3aj1a4.

3HaTh: pa3iuydHbIe

BapHaHTHI CTpaTETUU
pelieHus npooieMHoR
CUTYallUH.

YMeTh: mIIaHupoBaTh U
CUCTEMAaTU3UPOBATh
po¢eCCUOHATBHYIO
JIeSITEIbHOCTD B
COOTBETCTBHUH C
BbIOpaHHOM
CTpaTerueu pemeHus
poOIeMHOM
CUTYAaIIHH.

Bianets: HaBbIkaMu
TUTAHUPOBAHUS u
CUCTeMaTH3aIu1
npoQeCCHOHAIBHON
NEeSITETTHHOCTH.

3HaTh: CIOCOOBI U
METO/IbI IPUHATHS
pELIEHUI 110
JIOCTHKEHUIO
MOCTaBJICHHOM LIEJN.
YMeTh: OOBICHSTH
OCHOBaHUS
OKOHYaTeJIbHOTO
BbIOOpa OHOTO U3
BO3MOYKHBIX
BAPUAHTOB JEHUCTBUI
0 JIOCTHKEHUIO
MOCTaBJICHHBIX LIEJICH
KaK MPeICTaBUTENISIM
PO eCCHOHAIIBHOTO
coo01ecTBa, Tak 1 B
HIUPOKOM ITYOJITUYHOM
MIPOCTPAHCTBE.
Bnaners: HaBEIKaMU
o01IeHust ¢
ayIUTOPUEH.




OIIK-4 CrnocobeH MOHUMATh MPUHIIUIIBI
paboThI COBpEMEHHBIX HH()OPMAITMOHHBIX
TEXHOJIOTUH M HWCHONB30BAaTh MUX JUIf
pemieHust  3amad  NpodecCHOHANBHOM
NesTeIbHOCTH;

OIIK-4.1 Haxomur,
OLICHUBAET U
UHTEPIPETHPYET
UH(POPMALIUIO C TIOMOIIBIO
COBPEMEHHBIX
UH(POPMALIMOHHBIX

3HaTh: COBPEMEHHBIE
UH(POPMAaLIMOHHBIE
TEXHOJIOTUH,
HEOO0XOAUMBIE IS
peLeHHs
npodeccuoHaNTbHBIX




TEXHOJIOTHH,  HEOOXOIUMYIO

perieHus mpodeccCuoHaNbHBIX 3a/au.

IS

OIIK-4.2 Ocy1iiecTBIseT MOUCK
UHGOPMAaLIUK I pellieHHs 3a]1a4 110
Pa3HbBIM BHJIaM 3alPOCOB, KPUTHUECKU
OLIEHUBAET HH(POPMALIHIO,
HOJYYEHHYIO U3 pa3HbIX HCTOYHHUKOB.
IIpumeHsieT coBpeMEHHBIE
UH(POPMAIMOHHOKOMMYHHKAIIMOHHBIE
TEXHOJIOTUH JUIsl PeLLICHUS
Hay4YHOMCCJIE10BATEIbCKHUX,
TE€XHOJIOTUYECKHX,
OpraHU3aI[MOHHOYIPABJICHYECKUX U
HPOEKTHBIX 3ajlay MpodecCHOHANbHOM
NEeSITeIbHOCTH C YIeTOM TpeOOBaHUM
MH(OpPMaLlMOHHON OE3011aCHOCTH.

OIIK-4.3 Opranu3oBbIBaeT
nyOIMYHYIO MPE3EHTALNIO
Pe3yJIbTaTOB JIEATEIbHOCTH C
MCIIOJIb30BaHUEM COBPEMEHHBIX
MH(}OPMallMOHHOKOMMYHHUKAITHOHHBIX
TEXHOJIOTH.

3ajad.
YMeTb: HaXO/AUTh, OLICHUBATH U
MHTEPIPETUPOBATH HHPOPMALIUIO C
IIOMOIIIBIO COBPEMEHHBIX
MH()OPMAIIMOHHBIX TEXHOJIOTH.
Brianers: HaBBIKaMU MOKMCKA U
MCTIONIb30BAaHUS HH(POPMALINH C
MTOMOIIIbI0 COBPEMEHHBIX
MH(POPMAIIMOHHBIX TEXHOJIOTHH.

3HaTh: COBPEMEHHbBIE
MH(POPMAIIMOHHOKOMMYHHKAIIUOHHBIC
TEXHOJIOTUH VISl PEIICHHS
HayYHOHUCCIIEIOBATEIBCKHX,
TEXHOJOTUYECKUX,
OpPraHM3allMOHHOYNPABICHYCCKUX U
IPOCKTHBIX 33134

po¢eCCHOHATBLHOMN e TETLHOCTH C
y4eTOM TpeOOBaHMI
MH(POPMALIMOHHON O€30MaCHOCTH.
YMeTh: OCYIIECTBIATh OUCK
uH(pOpMaIHK TS PEIICHHS
npodeccuoHaNbHBIX 3a1a4.
Brnaners: HaBbIKAMHU  ITOMCKA
uHpopManuu AN peIIeHHs
npodeccHoHaNbHBIX 3a1a4.

3HATh: COBPEMEHHBIE
UH(POPMALIMOHHOKOMMYHHKAIIMOHHbIE
TEXHOJIOTHH.

YMeTh: OpraHu30BbIBATh MYOINYHYIO




MPE3EHTAIIUI0 PE3YJIHTATOB
JIeSITEILHOCTH C UCIIOJIb30BaHHUEM
COBPEMEHHBIX
nH(})OPMAITMOHHOKOMMYHHKAIIMOHHBIX
TexHoJoruii. BmageTs: HaBBIKaMU
OpraHU3aIMH TYOJIMYHBIX
MPE3EHTALNI PE3yIbTATOB
JIeSITEILHOCTH C UCIIOJIb30BaHHUEM
COBPEMEHHBIX
MH()OPMAITMOHHOKOMMYHHUKAITMOHHBIX
TEXHOJIOTHH.




[1K-3 Cnocoben k
OpPraHU3aIMIOHHOMY U
JOKYMEHTAIHOHHOMY
00eCneYeHUIO
JeSITeTIbHOCTH
YUpEeKACHUN u
OpraHu3aIu
pa3nuyHBIX  QopM
COOCTBEHHOCTH.

IIK-3.1 VYmeer IOKyMEHTHpOBATbH
JIeATEIbHOCTh YUPEIKICHUI u
OpraHMW3aliil  Pa3IU4HBIX  (hopm
COOCTBEHHOCTH.

I1K-3.2 Ymeer BecTn
JIOKyMEHTOO0OpOT OpraHu3aIuy, B
TOM YHCJIE C HCIIOJIL30BAHUEM CUCTEM
AJIIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

3HaTh: OCHOBBI IOKYMEHTAIIUOHHOM
JEeATEIbHOCTH.

YMeTh: JOKYMEHTHUPOBAThH
JEATEIIBHOCTD YUPEXKICHUN U
OpraHu3alK pa3InYHbIX (HOpM
cobcTBeHHOCTH. Briagers:
HaBbIKaMU

JOKYMEHTUPOBAHUSA JEATEIBHOCTH
YUPEKIACHUM.

3HaTh: OCHOBBI JJOKYMEHTOO00POTA.
YMeTh: BECTH TOKYMEHTOO00POT
OpraHHU3alliH, B TOM YHCIIE C
UCIIOJIb30BAHUEM CHCTEM
3JIEKTPOHHOTO JIOKYMEHTO00O0pOTA.
BHaI[eTI)I HaBbIKaMU BCICHUS
JIOKYMEHTOO00O0pOTa OpraHU3aIiy, B
TOM YHCJIE C UCIIOJIb30BAHMUEM CUCTEM
ANIEKTPOHHOTO JIOKYMEHTO000pOTA.




[1K-3.3 Braneetr coBpeMEHHBIMU
TEHICHIIMUSIMH Pa3BUTHS

oOecrnieueHus yrnpaBIeHUs.

MH(POPMALMOHHOIOKYMEHTAIIHOHHOT O

3HaTh: OCHOBHBIC TCH/ICHIIMU Pa3BUTHUS
MH(OPMAIIMOHHOIOKYMEHTAIlHOHHOTO
o0ecrieyeHus yrpaBieHUs. Y METh:
IPUMEHSTH B paboTe
MH()OPMAMOHHOOKYMEHTAMOHHOE
o0ecrieueHHe yIpaBICHHS.

Bnaners:

COBPEMEHHBIMHU TEH/ICHIIUAMH
pa3BUTHUS
MH()OPMAIIMOHHOIOKYMEHTAIIMOHHOT'O
o0ecrieyeHus yrpaBieHUsl.

4. CTpyKTYypa U coiep:KaHue TUCUUIIINMHBI

4.1. O6beM y4eOHOI TMCUMILINHBI M BUAbI Y4e0HOIl padoThI

. O0bem yacoB (3a4. ef1.)
Bup yueOHoii padoThl
Ounas ¢popma | 3aounas popma

O0mmasi yuedHasi HAarpy3Ka (Bcero) 144 (4 144 (4

3a4. ef) 3a4. e1)
Ob0si3aTelbHAsA  ayAuTOpHasi y4yeOHAs  Harpy3ka 56 36
(Bcero) B TOM
qucje:
Jlexun 28 20
CeMuHapckue 3aHATHS 28 16
[IpakTrueckue 3aHATHS - -
JlabopaTopHbie paboThI - -
KypcoBas paboTa (KypcoBoii MpOeKT) - -
Hpyrue (bopMBI " METO/TBI OpTraHHU3aIIN - -
o0Opa3oBarenbHOr0 TIpoliecca (pacuemuo-epaghuiecxue
pabomuwl, 2pynnosvie OUCKYCCUll, poesvle uepsl, MmpeHunz,
KOMNbIOMEPHblEe CUMYNAYUU, UHMEPAKMUBHbIE TeKYUU,
CeMUHAPbL, AHATU3 0eN08bIX CUMYayull U m.n.)
CamocrosiTeJibHAasi padoTa cTyaeHTa (BCero) 88 108
dopma arrecTanuu 9K3aMeH 9K3aMeH

4.2. Coaep:xaHue pa3iejaoB JUCHUNINHBI
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Tema 1. IIpaBoBbIe 1 HOPpMATUBHbIC OCHOBBI JOKYMEHTALIHOHHOI'0
o0ecreyeHusi ynpaBJeHUs.

HanpaBneHuss W BUIbl JOKYMEHTAllMOHHOTO OOECIEUYEHHs YIPABIICHUS,
Ha3HAYECHHE JOKYMEHTHUPOBAHUS W OpPraHu3aluu paboThl ¢ JOKYMEHTaMH, POJb
MH(POPMALIMOHHBIX TEXHOJOTUH B €ro pa3BUTUHU, CYHIHOCTh W OCOOEHHOCTH
yIpaBiIeHUs JTOKyMEHTaMH. JIOKYMEHT Kak OOBEKT peryiaupoBaHus. OyHKIUU U
BUJIbl JOKYMEHTOB, UX YHU(UKALIMA U CTaHIapTU3ALIMSL.

['ocyaapcTBeHHOE peryaupoBaHUe, HOpPMaTUBHAS TPaBOBasi U METONYECKAS
OCHOBA JIOKyMEHTALIMOHHOIO o0ecnieueHus yrpanieHus. CylHOCTb, HAalpaBIECHUS
U BHUJbl TOCYAAPCTBEHHOIO PETYJIMPOBAHMS JOKYMEHTAMOHHOTO O0€CIedeHus
yHpaBleHUs, Ha3HAYEHUE, OCOOCHHOCTH U COOTHOIIIEHIE HOPMAaTUBHOTO ITPABOBOTO
Y METOJIMYECKOTO peryanpoBanus. COCTaB U CTPYKTypa HOPMATUBHOW MPABOBOM U
METOJUYECKONH OCHOBBI JIOKYMEHTALIMOHHOI'O OOECIEeUeHUs! yIpaBieHUs, poib U
OOBEKTHl PETYIUPOBAHUS 3aKOHOJATEIbHBIX AKTOB M HOPMATUBHBIX MPABOBBIX
aKTOB (enepajgbHbIX OpPraHoOB HWCIOJIHUTEIBHONM BJIACTH, HAUMOHAIBHBIX U
JIOKaJbHBIX HOPMATUBHO-METOJUYECKUX JOKYMEHTOB. HazHaueHue u oco0eHHOCTH
UCIOJb30BaHusl ['0Cy1apCTBEHHOW CHCTEMBl JOKYMEHTAIlMOHHOIO OOecreueHus
ynpaBiaeHurn U IlpaBun  nenonpou3BoAcTBa B (peiepasibHBIX — OpraHax
WCTIOJTHUTEIILHOW BIIACTH.

Tema 2. O0mue cBeieHUsI U MOHATHS, OTHOCAINECH K OPraHu3anuu
AOKYMEHT0000pOTAa HA NpeANPUATHH.

Oyukuuu aokyMenta. Odopmiienne pexkBu3zuToB. OOmme TpeOoBaHUSA K
TEKCTY JOKYMEHTOB. OpraHu3aliOHHO-PACIOPSIIUTEIbHBIE IOKYMEHTHI.

JIOKYMEHTBI KOJUIeTHaJIbHBIX opraHoB. MH(opMaliMoHHO-CIIpaBOYHbIE TOKYMEHTHI.
Tema 3. Opranusanusi 10KyMeHTO000pPOTA HA NPEANPUATHH.

[TonsiTue nokymenToobopota. Cucremaruzanus 1 o0ecredyeHue COXpaHHOCTH
NOKYMEHTOB. Ci1y>kObl TOKyMEHTALIMOHHOT'O0 00€CTIEUeHHs! YIIPABIICHUS.

Tema 4. BHegpeHue cucTeMbl 3JIEKTPOHHOIO IOKYMEHTO0000pOTA.

IToaroroBuTeNbHBIN JTall. O6cnenoBanue u ONTUMU3ALUSA
nokymMeHTooOopoTa. [loAroToBKa TEXHUYECKOTO 3aJaHus. JTal 3aKIoYeHUus
noroBopa. [lonroroka uH@pactpykTypbl. UHCTAIIsI1IMs CUCTEMBL. DTarl 00y4eHHs.
OnebiTHas skcmutyatanus. KoppektupoBka. BBo B IPOMBINUICHHYO SKCIUTYaTaIUIO.
[TomyuyeHue HJIEKTPOHHOTO JAOKyMeHTa. JIOKyMEHTOOOOpOT B MAapKeTHHIE U
nponaxax. Tema 5. Opranuzanus 3J1eKTPOHHOI0 JOKYMEHT0000pOTA.

Uctopus Bueapenuss COJl. IlpaBwia nemompou3sBojcTBa. TpeOoBaHus K
MH()OPMAITMOHHBIM CUCTEMAaM 3JIEKTPOHHOTO JIOKYMEHTO000pOTa. ITarlbl pabOThI C
nokymMeHtamu. @ynkiuu COJ[. Cucrema wapumpytuzanuu. HOpuandeckas
3HAYUMOCTh JOKYMEHTA. DJIEKTPOHHAs MoAnuch. [[IonckoBbIe 3ampoChI.
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ITomoxxenue 0 CHCTEME MEKBEJOMCTBEHHOTO 3JIEKTPOHHOTO
TOKyMeHTooOopoTa. TexHuueckne TpeOOBaHWS K OpPTaHM3AIMU B3aUMOCHCTBUS
CHUCTEMBI MEKBEJIOMCTBEHHOTO S3JIEKTPOHHOTO JTOKYMEHTOOOOpOTa C CHCTEMaMH
AJIEKTPOHHOTO JTIOKYMEHTOO0OpOoTa (peaepalibHBIX OpPraHoB HMCIHOJHHUTEIHHOU
Biaactu. 'OCT «Cuctembl 3JIEKTPOHHOTO JIOKYMEHTOOOOPOTa». ApPXHUBUPOBAHHUE
3JIEKTPOHHOTO JIOKYMEHTA.

TexHuyeckue TpeOOBaHUSA K OpraHv3allMi B3aUMOJICHCTBHUS CHUCTEMBbI
MEXBEJIOMCTBEHHOT'O  3JIEKTPOHHOTO  JIOKYMEHTOO0OpOTa €  CHCTeMaMu
AJIEKTPOHHOTO JOKYMEHTOO0OpOoTa (elepalbHbIX OpPraHOB HMCIOJHHUTEIHHOM
Binactu. Tema 6. Kitaccugukanusi cucreM 3J1€eKTPOHHOT0 JOKYMEHTO000poTA.

[IpusHaku KiraccHpUKAMKA: COOTBETCTBHE CTaHIApPTaM OTEUYECTBEHHOTO
JEJIOMPOU3BOCTB; Pa3pabOTUMK CHUCTEMBI; pPelIacMble 3aau JeI0MPOrU3BOICTBA;
THUIl OPTaHU3AIMHA HA KOTOPBIE CUCTEMBI PACCUMUTAHBI.

Tema 7. Bb100p ¥ BHeJpeHHe KOMILUIEKCHBIX CUCTEM 3JIEKTPOHHOI'0
AOKYMEHTO0000poTA.

[lonxoapl K CO3M@HUIO CHCTEM DJIEKTPOHHOTO JOKYMEHTOOOOpOTA.
TpeGoBanus Kk cuctemaM. OTambl BbIOOpa CUCTEMBI ABTOMATH3ALMHU. Tarllbl
BHEJPEHUS CUCTEMBI aBTOMATU3ALNH.

Tema 8. /lokymMeHTHpPOBaHUE YIIPABJIEHYECKOM 1eATeIbHOCTH.

Ob6mue TpeboBaHus K TOKYMEHTHUPOBAHHUIO YIPABICHYECKON EATEIHLHOCTH.
Cocras, comepxaHne 1 0COOEHHOCTH pean3auy TpeOOBaHUI K PaCTOJI0KEHUIO U
0 OpPMIIEHHUIO PEKBU3UTOB TOKYMEHTOB. CTPYKTYpHU3alis TEKCTOB yIIPABIEHYECKUX
JOKYMEHTOB. Buabl yHU(UIIMPOBAHHBIX TEKCTOB, OCOOCHHOCTH OQOpPMIICHUS
TpadapeTHOro TeKCTa, aHKETHI U Tabnuibl. COCTaB ¥ Ha3HAYEHUE OTACIHHBIX BUI0B
OpraHU3aIMOHHO-TIPABOBBIX, PACTIOPAAUTENBFHBIX U MH(POPMAITMOHHO-CIIPABOYHBIX
JOKYMEHTOB. JIoKyMeHTalnbHbIN (OHJ U TepeueHb TOKYMEHTOB, 00pa3yIoluXcs B
npouecce AEsTebHOCTH TOCYJapCTBEHHOTro opraHa. CocTaB, pacmnojioXeHHe U
npaBuiia 0OPMIICHHSI PEKBU3UTOB OTNIEIBHBIX BUAOB OPTaHU3alMOHHO-TIPABOBBIX,
paclopsANTENBHBIX U HWH(DOPMAIIMOHHOCIIPABOYHBIX JOKYMEHTOB. OcoOeHHOCTH
o(opMIICHUSI OTAEIBHBIX BUJIOB JIOKYMEHTOB, OOpa3yroIIUXCcs, 00pa3yronmxcs B
pouecce AesTENbHOCTH IrOCYAapCTBEHHOTO OpraHa.

4.3. Jleknun
Ne Ha3zBanue TeMbI O0neM yacoB
n/n
Ouynas Ouyno3aouHnasi| 3aouHas
dopma ¢opma ¢opma

12



[IpaBoBBIE W HOpPMaTHBHBIE 2 2
1. OCHOBBI JOKYMEHTAIITHOHHOT'O
oOecrniedeHus yrnpaBaeHUs.
OO0111e cBeACHUS U HOHATHS, OTHOCSIIHUECS K 2 2
2. OpraHu3aly JOKYMEHTO0O0OpoTa Ha
IpeIpPUITHH
3 Opranuzanus JOKYMEHTOOOOpOTa Ha 4 4
TPEIPUSATHH.
4 Buenpenune  cucreMsl AJIIEKTPOHHOTO 4 4
' JIOKyMEHTO000pOoTA.
S. Opranuzanys 3J€KTPOHHOTO 4 2
JIOKyMEHTO000pOTA.
6 Knaccudukanus CUCTEM 4 2
' ANEKTPOHHOTO JOKYMEHTO00O0POTA.
7 BriObop u BHeapeHHE KOMILUIEKCHBIX CHCTEM 4 2
' AIEKTPOHHOTO JOKYMEHTOO00pOTA.
8 JloKkyMeHTUpOBaHUE YIPaBICHYECKOM 4 2
JESITEIbHOCTH.
Hroro: 28 20
4.4. IllpakTnyeckue (CEeMUHAPCKHE) 3aAHATHS
Ne Ha3panue Tembl O0bem yacoB
n/m
Ouynas  (OuyHo3aouyHasi| 3aouyHas
¢opma ¢opma dopma
[IpaBoBble U HOpMaTHBHbBIE 2 2
1. OCHOBBI JOKYMEHTAIIUOHHOT' O
oOecrnieyeHus yrnpaBaeHUs.
OO01Ire cBeACHUS M IOHATHS, OTHOCSIIHECS K 2 2
2. OpraHu3aIuu JIOKYMEHTO00OpOoTa Ha
IpeINPUATHH
3 Opranuzanus JIOKYMEHTO00OpOoTa Ha 4 4
MPEINPUSATHH.
4 Buenpenue cucremsl JIEKTPOHHOTO 4 4
' JIOKYMEHTO0000pOoTa.
S. Opraam3anus AIIEKTPOHHOTO 4 2
JIOKYMEHTO000poTa.
6 Knaccudukammst  cucrem 4 2
' 3JIEKTPOHHOTO IOKYMEHTO000pOTA.
; Beibop u BHeOpeHHE KOMIUIEKCHBIX CHCTEM 4 2
' AIIEKTPOHHOTO IOKYMEHTO000pOTA.
8 JloxymenTupoBanue yYIpaBJIEHYECKOMN 4 2
NEeSITeTbHOCTH.
Hroro: 28 20
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4.5. JlabopaTopHbie padoThl N0 TUCHUILINHE «CHUCTEMBI 3JIEKTPOHHOT0
JOKYMEHTO000pOTa» He MPeanoJaraloTc y4eOHbIM IIAHOM.

4.6. CamocrosiTesibHAs padoTa CTYACHTOB

n/n

Ha3zBanmne Tembl

Bung CPC

O0BeM yacoB

Ounas
dopma

OuHo3aouHas
(popma

3aouHasn
dopma

[IpaBoBble =~ U  HOpPMAaTHUBHbBIC
OCHOBBI JOKYMEHTAllMOHHOT'O
oOecrieueHus yrnpaBaeHUsl.

IloaroroBka
CEMUHAPCKUM
BaHATUAM,
TEeKyIEMY U
[TPOMEXYTOUHOMY
KOHTPOJIIO 3HAHWU
Y YMEHUM

6

OOmme cBeOeHUd U MOHATHA,
OTHOCAIIMECS K  OpraHu3aiuu
NTOKYMEHTO000pOoTa Ha
MpeANPUATHN

IToarororka
CEMHHAPCKUM
BaHITHSIM,
TEKYIIEMY U
[IPOMEKYTOUHOMY
KOHTPOJIIO 3HAHHUI
1 yMEHUHI

10

10

Opranuzanus JTOKyMEHTOOOOpOTal
Ha TIPeIIPUITUH.

IloaroroBka k
CEMHHAPCKUM
3aHATUAM, K

12

12

TEeKyILIEMY
MIPOMEKYTOUHOMY
KOHTPOJIIO 3HAHUI
U yMEHUHI

Buenpenue cuctembl
ANEKTPOHHOTO
JIOKYMEHTOO0O0pOTA.

IToaroroeka k
CEMHHApPCKUM
3aHSTHSIM,
TEKYIIEMY U
MIPOMEKYTOUHOMY
KOHTPOJIXO 3HAHUI
U yMEHUHI

12

12

Opranuzanus
JOKYMEHTO000pOTa.

CKTPOHHOTO

IToaroroBka k
CEMHHAPCKUM
3aHSTHSIM,
TEKYIIEMY U
MIPOMEKYTOUHOMY
KOHTPOJIXO 3HAHUI
U yMEHUHI

12

12
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Knaccudukanms CUCTEM IToaroroBka k 12 16
JIEKTPOHHOTO CEMHMHAPCKUM
JOKYMEHTO000pOTa. 3aHATHUSM, K|
6. TeKyLeMy U
IIPOMEXYTOUHOMY
KOHTPOJIXO 3HAHUI
U yMEHUHI
Br16op u BHenpenue | IloaroroBka k 12 20
KOMIUIEKCHBIX CHCTEM | CEMHUHAPCKUM
3JIEKTPOHHOIO 3aHATUSM, K
7. | AOKyMEHTO00O0pOTA. TEKyIEMY U
IIPOMEKYTOUHOMY
KOHTPOJIO 3HAaHUH
Y YMEHUI
JIoKyMeHTUpOBaHuE [TonroroBka k 12 20
YIPaBIE€HYECKON JESITEIbHOCTU. | CEMUHAPCKUM
3aHATUSAM, K
8. TCKYIIEMY U
IPOMEKYTOUHOMY
KOHTPOJIIO 3HAaHUH
Y YMEHUM
Hroro: 88 108

4.7. KypcoBble padoThl/MPOEKTHI MO JUCHUILINHE «CHCTEeMBbI
3JIEKTPOHHOI0 IOKYMEHT0000POTAa» HE MPeAnoaralTcs y4eOHbIM MJIAHOM.

5. Oo0Opa3oBaTejibHbIe TEXHOJIOTHHU

[IpenonaBanne AMCHMIUIMHBI BEIETCS C MPUMEHEHHUEM CIEAYIOIINX BHUJIOB
00pa3oBaTeNbHBIX TEXHOJOTUN: OOBICHUTEIbHO-ULIIOCTPATUBHOTO OOYy4YCHUS
(TEXHONOTUSl MOJACPKUBAIOIIET0 OOYYEHUS, TEXHOJIOTHSI MPOBEACHHS y4eOHOMI
JTUCKYCCUH), HUH(POPMAIIMOHHBIX TEXHOJIOTUM (MpPE3EeHTAIMOHHBIE MaTepHUabl),
Pa3BUBAIOIINX M MHHOBAIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHH.

[IpakTuueckue 3aHATHA TPOBOASTCS C MCHOJb30BAaHUEM pPa3BUBAIONIUX,
NpOOJIEeMHBIX, MPOEKTHBIX, HWH(POPMAIMOHHBIX (KCIIOJB30BAHUE DIECKTPOHHBIX
00pa3oBaTEIbHBIX  PECYpCOB  (JIEKTPOHHBIM  KOHCIEKT) 00pa30BaTENIbHBIX
TEXHOJIOTUH.

6. YueOHO-MeTOAMYECKOE U HH(POPMALIMOHHOE O0eceueHue
AUCHUNIHHBI:

a) OCHOBHAas JiUTeparypa:

1. AmnHanu3 cUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOoTa : yueO.
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rmocoowue /

M.I'. Pomanenko, I'.B. Illarposa. — CraBponons: CKOVY, 2019. — 111 c. — Pexum
nocryma: https://rucont.ru/efd/705203

2. CuctemMbl  3JIEKTPOHHOTO JIOKyMEHTO000pOoTa =

ElectronicDocument Management Systems: y4e6. mocoome / M.T.

Pomanenko. — CraBpononb: CK®VY, 2019. — 109 c. — Pexum pocrymna:
https://ru-cont.ru/efd/705283

2. Tlopran rocymapcTBeHHBIX ycayr Poccuiickoit ®enepanuu. —
Pexxum noctyma: https:// www.gosuslugi.ru/» (Mamaii, . H. DnekrponHoe
MPaBUTENBCTBO : MeToanyeckue ykazanus / M. H. Mawmait, O. B. Mamaii. —
Camapa : Cam['AY, 2021. — 24 c. — Teker : snekTpoHHbIA // Jlanwb :
AJIEKTPOHHO-OMOIMOTEeUHAS cucrema. — URL:
https://e.lanbook.com/book/222269

3. DnexTpoHHOe TpaBUTENbCTBO Poccuiickont denepanuu. —
Pexum

nocryma: http://government.ru/rugovclassifier/719/events/

4. CucteMbl 3JIEKTPOHHOIO JTIOKYMEHTO000pOTa =
ElectronicDocument

Management Systems: y4e6. nocobue / M.I'. Pomanenko. — CtaBpomnons : CKOVY,
2019. — 109 c. — Pexxum moctyma: https://ru-cont.ru/efd/705283

0) 1OMOJIHMTEIbHASA JIUTEepaTypa:

1. Wnumarynnuna, A. M. DnekTpoHHOE NpaBUTENbCTBO B Poccuu: oT Teopuun
K npakTtuke: MmoHorpadus / A. M. Unnatynnuna. — Kazans : KHUTY, 2016. — 100
c. — ISBN 978-57882-1956-1. — Tekcr : onektpoHHbii // JlaHb
anekTpoHHOOMOMMoTeyHas cuctema. — URL: https://e.lanbook.com/book/102149»
(MUmunarymuna, A. M. DneKTpoHHOE MNpaBUTENLCTBO B Poccum: OT Teopuu K
npakTuke : MoHorpadus / A. M. Uanatynnuna. — Kazans : KHUTY, 2016. — ISBN

978-5-7882-1956-1. — Tekcrt : anexTpoHHBIH // JIaHb : 3MEKTPOHHO-OMOINOTEUHAS
cucrema. — URL: https://e.lanbook.com/book/102149

2. Kabamo, C. . DieKkTpoHHOE MPaBUTEILCTBO. JIEKTPOHHBIN
JTOKyMEHTO000pOoT. TepMuHsl u onpeneneHus : yueonoe mocoowue / C.1O.
Ka6amoB. — Mocksa : UTH®PA-M, 2021. — 320 c. — (Bricmee o6pa3oBanue:
bakanaspuar). - ISBN 978-5-16-006835-0. - Tekcr : anexrponnsiid. - URL:
https://znanium.com/catalog/product/1132150

3. Tpyrtues, 1. P. Ctparernueckoe MmjiaHMpOBaHUE MPOEKTOB U MPOrPaMM

Pa3BUTHS DJIEKTPOHHOTO TPaBUTENLCTBA : yueOHoe mocooue / JI. P. TpyrHeB. —
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Canxkrt-IletepOypr : HUY UTMO, 2012. — 95 c. — TekcT : anexkTpoHHsbIi // Jlass :
aJIeKTpOoHHO-O0MOIMoTeuHas cuctema. — URL: https://e.lanbook.com/book/71092 4.

[udpoBoe rocynapcTBeHHoe ynpapieHue: yueoHoe nocooue / A. A. Kocopykos. —
Mocksa: MAKC Ilpecc, 2020 — Tekcr : aiexTpoHHbli // JlaHb :
aJIeKTpoHHOOMOIHoTeuHas cucreMa. — URL: https://e.lanbook.com/book/71092

4, IllysamoBa, H. H. Opranauzamus ¥ TEXHOJOTHS JTOKYMEHTAIMOHHOIO
obecrnieyeHus yrpaBiieHus : yueOHUK U IpakTUKyM 11t By30B / H. H. I1lyBanoga.

— 2-e u3M., nepepad. u porn. — Mocksa : M3narensctBo Opaiit, 2020. — 265 ¢. —
(Bricmiee oopazoBanue). — ISBN 978-5-534-12358-6. — TekcT : 31eKTpOHHBIH //
ObC IOpaiit [caiit]. — URL: https://urait.ru/bcode/451066 (mata oOparmieHus:
05.12.2020).

5. Crenanoga, E. H. Cuctema »1eKTpOHHOTO JOKYMEHTO000pOTa

(obmauynoe pemrenue) : yueobHoe nocooue / E. H. CrenanoBa. — Mocksa : Aii [1u
Ap Menma, 2021. — 182 ¢c. — ISBN 978-5-4497-0767-3. — TekcT : AIEKTPOHHBII
Il

DnekTpoHHo-OMOmmoreunas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/101357.html (gaTa o6pamienus: 05.12.2020). — Pexum
JIOCTYyTIA: JUIsl aBTOPU3HP. MOJIb30BATENCH

B) HHTEPHET-PeCypChI:

MunucrepctBo  oOpazoBanus W Hayku  Poccumiickoit ~ ®Denmeparun  —
http://Muno6puayku.pd/ denepanbHas ciyx0a 1Mo Haa30py B chepe 00pa3oBaHUs
u Hayku — http://obrnadzor.gov.ru/

MunucrepcTBo 00pa3zoBanus U Hayku Jlyranckoi Haponnoit PecriyOmuku —
https://minobr.su

[Topran denepanbHbIX TOCYAApPCTBEHHBIX OOpa30BaTEIbHBIX CTAH/IAPTOB
BBICIIICTO 0Opa3oBanus — http://fgosvo.ru

denepanbublil mopran «Poccuiickoe oopazoBanue» — http://www.edu.ru/
Nudopmanmonnas cuctema «EIWHOE OKHO JOCTyNa K 00pa3oBaTeIbHBIM
pecypcam» — http://window.edu.ru/

denepanbHbIN HEHTP UHOOPMAITMOHHO-00PA30BaTEIILHBIX PECYPCOB —
http://fcior.edu.ru/

JJIeKTPOHHBbIE OMOJIHOTEYHbIE CHCTEMbI H PeCYPChI

DneKTpOHHO-OMOMoTeunas  cucremMa  «StudMed.ru» —
https://www.studmed.ru

NudopmanuoHHbiii pecypc 0MOJMOTEKH 00pa30BaTEeILHOM OPraHU3aAlUU
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Hayunas 6ubanorexka umenu A. H. Konsiea — http://biblio.dahluniver.ru/

7. MarepuajibHO-TEXHHYECKOE H MPOrPpaMMHOe odecredeHne

JTUCIHHUILINHBI

OcBoenue nucuuIuHbl «ICTOpust MONUTHYECKUX NapTUA U OOIIECTBEHHBIX

JIBWKEHUN COBpEMEHHOW Poccumy mpearonaraet UCIOIb30BAHUE aKaJIEMUYECKUX
ayAUTOPHUI, COOTBETCTBYIOIINX JACHCTBYIOINM CAHUTAPHBIM U MPOTUBOIIOXKAPHBIM

IIpaBHuJIaM 1 HOpMaM.

Hpoqee: pa6oqee MCCTO IpCrogaBaTciIA, OCHAIICHHOC KOMIIBIOTCPOM C

noctynom B UHTepHeT.

[IporpammHuoe obecrieyeHue:

BecniiaTHoe
DYyHKIMOHAIbHOE
MpPOrpamMMHoOe
Ha3HAYEeHHUeE
obdecreueHmne

Libre Office 6.3.1

OducHblii maket

UBUNTU 19.04

OnepanuoHHas
cucremMa
Firefox Mozilla
bpaysep
Opera
Bbpaysep

Mozilla Thunderbird

[TouyToBBIIT KJIUEHT

Far Manager

Daiisr-MeHe Kep

CcblIKH

https://www.libreoffice.org/

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

https://ubuntu.com/

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

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.qgimp.org/

http://gimp.ru/viewpage.php?page id=8

http://ru.wikipedia.org/wiki/GIMP

http://www.pdfforge.ora/pdfcreator

http://www.videolan.org/vlc/
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7Zip
ApxuBaTtop
GIMP (GNU Image
Manipulation Program)
['paduueckuit
penakTop
PDFCreator
Penaktop PDF
VLC
Aynauoruieriep

8. OueHoYHBbIE CpeCTBA MO AUCHHUILIHHE

Hacnopt
OLICHOYHBIX CPEACTB M0 Y4eOHO! TUCHUILINHE

«CucTeMbl 3JIEKTPOHHOT0 IOKYMEHT0000pPOTa)
Ilepeyenb KOMMIETEHUMH (AJIEMEHTOB KOMIETEHUUH), (pOopMUpYEMBIX B
pe3yJibTaTe OCBOEHUS YUEOHOM TUCUUIUIMHBI (MOAYJIS) WU MPAKTUKH
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Iloka3aTenu u KPpUTEPHUHU OLICHUBAHUA KOMHeTeHHHﬁ, OIINCaHHEC IIKAJI

OlcHUBaHUA

Ne | Kog dopMynHpoBKa Nunukatopel| Kontponupyemsl| DTansl
11/11| KOHTPOJIMPYEM| KOHTPOIHPYEMOit JIOCTHKEHUH dbopMUpOBaHU
oi KOMITCTCHITHH KOMICTCHLH | TembI A
KOMIIETEHIINH u y4eOHOM (cemectp
JTUCITUTUTAHBI U3YYCHUS)
1 | OIIK-2 CnocobeH HaXouTh OIlK-2.1 Tema 1 8
opraHusanoHHoynpasieHueckue | OITK-2.2 Tema 2 8
peutenusa 1npu pemeHun 3agad B| OIIK-2.3 Tema 3 8
cdepe cBoeit npodeccrHoHanbHO i Tema 4 8
JIEATEIIBHOCTH. 8
Tema 5 8
Tema 6 8
Tema 7 8
Tema 8
2 | OIIK-4 Cnoco6en nonumats npuHiunel | OINK-4.1 Tema 1 8
paboThl COBPEMEHHBIX OIIK-4.2 Tema 2 8
MH(pOPMAaLMOHHBIX OIIK-4.3 Tema 3 8
TEXHOJIOTUH U UCTIONIb30BaTh UX Tema 4 8
JUIS  peuIeHHs 3a1aq
npoeCCHOHAIBHO U
NESATCIIEHOCTH.
3 | IIK-3 Crocoben ITK-3.1 Tema 5 8
OpraHU3aAIMOHHOM [K-3.2 Tema 6 8
Yy u IK-3.3 Tema 7 8
JOKYMEHTAITMOHHO MY Tema 8 8
o0ecreyeHnIo
JeSITeIbHOCTH
YIpEKICHUN u

opraHn3anyu pa3jJIndHbIX

($hopM COOCTBEHHOCTH.
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Ne | Kog Nuaukatopel [Tepeuenn Konrponupyemsie | HaumenoBanu
1/ | KOHTPOJIUPYEMOH | JOCTHIKCHHIA TUIAHAPYCMBIX |reMpl yqe6GHOM € OLEHOYHOTO
I | KOMIIETEHIIUU KOMITIETEHIIMN | PE3YyIhTaTOB CpencTBa
JUCIUTLTAHBI
(o
peanuzyemMoit
JTUCITUTIITUHE)

1 OIIK-2 OIlK-2.1 3HaTh: ocHOBBI | Tema 1 Bomnpocsr qist
npoecCuonan | Tema 2 00CyXIIeHUs
bHOU

Tema 3 (B BHJC
JACATCIIBHOCTH IOKJIaZIOB u

Tewma 4 .
B chepe coo01IeHuH),
nokymenrosen | Tema 5 TECTHI,
eHUS U

Tema 6 pedeparsl,
aApXUBOBEICHU

Tema 7 KOHTPOJIbHBIE
s1.

Tema 8 paboThl,
YMeTh: MPAKTUYCCKHE
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OIIK-2.2

BBIOMPATH
OINITHMAJIbHBIC
BapUaHTHI
peneHus
npodeccuoHan
BHBIX 33134,
OLICHHBAsI X
JOCTOMHCTBA U
HE/IOCTATKU.
Bnaners:
HaBBIKAMH
penieHus
npodeccuoHan
BHBIX 33/1a4.

3HaTh:
pa3InyYHbIC
BapUaHThI
CTpaTeruu
pereHus
poOIeMHOI
CUTYAIIHH.
YmeTs:
IUTAHUPOBATh U
CHUCTEMATH3HP
OBaTh
npodeccruonan
BHYIO
JESITENIbHOCTD
B
COOTBETCTBUU
¢ BBIOpaHHOM
cTpaTeruen
perreHus
poOIeMHOM
CUTYaIINH.
Bmaners:
HaBBIKAMHU
TUTAHUPOBAHHUS
u
cucTemMarusaig
uu
npodeccronan
BHOU
JIESITCIILHOCTH.

3HaTh:
CIIOCOOBI U

3adaHusg

22




METOJIbI
MPUHATHUSA
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OIIK-2.3

peleHuit mo
JOCTHUKEHHIO

25




MOCTaBJICHHOM
ead. YMeETh:
OOBICHATH
OCHOBaHHMS
OKOHYATEJIbHO
ro BeIOOpa
OJHOI'O U3
BO3MOXKHBIX
BapUaHTOB
JIeicTBHI IO
JOCTHIKEHHIO
MOCTABJIEHHBIX
menaeH Kak
MIPEICTaBUTEIIS
M
npodeccuoHan
BHOTI'O
co00IIIeCTBa,
TaK U B
ITUPOKOM

MyO TMIHOM
MIPOCTPAHCTBE.
Bnanets:
HaBBIKAMH
OOICHHS c
ayIUTOpUEH.
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OIIK-4

OIlK-4.1

3HaTh:
COBpEMEHHBIE
UH(POPMAIMOH
HBIE
TEXHOJIOTHH,
HE0OX0TUMBbIC
JUTSL PEIICHUS
npodeccuoHant
BHBIX 33]1a4.
YMeTs:
HaXOJUTh,
OIICHUBATH U
HUHTEPIPETHPO
BaTh
HH(pOpMAIHIO C
MTOMOIIBIO
COBpPEMEHHBIX
nHpopMaIoH
HBIX
TEXHOJIOTHUM.
Bnaners:
HaBbIKaMU
MOVCKa U
WCITIOJIb30BAHU S
uH(pOpMaIN

Tema 1
Tema 2
Tema 3
Tema 4

Bonpocsr pis
obOcyxaeHus (B
BUJIC
JOKIIQJIOB |
COOOIICHUH),
TECTHI,
pedeparsi,
KOHTPOJIbHBIE
paboTHI,
MPAaKTUYECCKHE
3aJJaHHs
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OIIK-4.2

C TIOMOIIIbIO
COBPEMEHHBIX
WH(OPMAIIMOH HBIX
TEXHOJIOTHA.

3HaTh:
COBpPEMEHHBIE
UH(POPMALIMOH
HOKOMMYHUKaIU
OHHBIE  TEXHOJIOTUU
Ui peLeHus
HAyYHOHCCIIEI0BATENb
CKUX, TEXHOJOI'MYeC
KHUX,  OpraHu3alloH
HOYIIPABJICHYECK HX U

MPOCKTHBIX 3a1a4
npodeccuoHaln  bHOU
JeSITeTIbHOCTH C

ydyeToM TpeOoBaHUMI
uHpOpMAIMOH  HOWU
0€301MacHOCTH.

YMeTh: 0CylIECTBIIATh
MOWCK  MH(pOpMAIUU

TS peteHus
npodeccuoHall  bHBIX
3a1ad. Bnaners:
HaBBIKAMH MOMCKa
uH(popMaun TS
perieHus

npodeccuoHan bHBIX
3ajau.

3HaTh: COBPEMEHHBIE
MH(OpPMaLIMOH HO-
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OIIK-4.3
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KOMMYHUKaIH
OHHEIC
TEXHOJIOTHH.
YMeTh:
OpraHu30BbIBa
Th MYOJUYHYIO
MPE3EHTALHUIO
pe3yJIbTaTOB
JIeATCIbHOCTH
c
HCIIOJIb30BaHU
eM
COBPEMEHHBIX
nH(pOpMaLIOH
HOKOMMYHHKAIIH
OHHBIX
TEXHOJIOTHUH.
Bnaners:
HaBBEIKAMH
OpraHu3aluu
yOIMYHBIX
Mpe3eHTaAN I
pe3ynbTaToOB
JIESATCIbHOCTH
c
HCIIOJIb30BaHU
eM
COBPEMEHHBIX
UH(pOPMAaLMOH
HOKOMMYHHKAIIH
OHHBIX
TEXHOJIOTHH,
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[1K-3

[1K-3.1

3HaTb: OCHOBEI
JIOKYMEHTAITNO
HHOH
JIeITEIIbHOCTH.
VYMern:
JIOKYMEHTHUPOB
aTh

eI TeIbHOCTD
YUPEKICHUN U
OpraHu3aIuu
pa3IMYHBIX
bopm
COOCTBEHHOCT
u. Bragers:
HaBLIKAMH
JIOKyMEHTHUPOB
aHus

Tema 5
Tema 6
Tema 7
Tema 8

Bomnpocsr qist
00CyXIeHUS
(B BH/JIC
JOKIIAJIOB U
COO0IIeHUT),
TECTHI,
pedeparsi,
KOHTPOJIbHBIE
paboTHI,
NPaKTUYCCKHE
3aJaHHs
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I1K-3.2

I1K-3.3

JeSITeIbHOCTH
YUPEKICHUH.

3HaTh: OCHOBBI
JIOKYMEHT0000
pora.

VMeTh: BecTH
JIOKYMEHT0000
pot
OpraHu3aIyu, B
TOM YHCJIE C
HCIIOJIE30BAHU €M
CHUCTEM
3JICKTPOHHOTO
JIOKYMEHT0000
pota. Braners:
HaBBIKAMH
BEJCHMUS
JIOKYMEHT0000
pota
OpraHM3aIy, B
TOM YHCJIE C
HCIIOIB30BaHU €M
CHUCTEM
AIIEKTPOHHOTO
JIOKYMEHT0000
pora.

3HaTh: OCHOBHBIE
TEH/ICHINH
pa3BUTHS
nHpopMaLoH
HOJIOKYMEHTAIINO
HHOTO
o0ecnieyeHus
yIIpaBIICHUSL.
YMers:
MIPUMEHSTH B
pabote
UH(pOpPMAaIMOH
HOJIOKYMEHTAIINO
HHOE
o0ecrnieueHue
yIIpaBIICHUSL.

Bnaners:

COBPEMECHHBIM U
TEHACHIUSIMU
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pa3BHUTHS
nHpopMaIoH
HO
JTOKYMEHTAIHO
HHOTO
obecrnieueHus

NHDABIASCHU Y
J

DoHIbI OIIEHOYHBIX CPECTB Mo AucuunInHe «CucreMbl
3JIEKTPOHHOI0 TOKYMEHT0000pOTa)

Bonpocel 1151 00CyKaeHHs HA PAKTHYECKUX U CEMUHAPCKHUX 3aHATHSIX
(B BHI€ IOKJIAJ0B M COOOIIEHMI)

denepanbHOE  3aKOHOMATEIIECTBO B chepe AIIEKTPOHHOTO
JIOKyMEHTO000poTA.

[IpoOnemMbl cTaHIapTU3aLUU SIEKTPOHHOTO JOKYMEHTO000pOTA.

[TpaBoBOe peryiupoBaHue pabOTHI CUCTEM AJIEKTPOHHOTO
JTOKYMEHTO000pOTA.

HopMaTuBHOE peryauMpoBaHuE  DJIEKTPOHHOIO  JOKYMEHTOOOOpoTa B
OpraHu3aLHsIX.

OcHoBHBIE MTPOOJIEMBI U IEPCTIEKTUBBI PA3BUTHSI HOPMATUBHO-TIPaBOBOM 0a3bl
AJIEKTPOHHOT'O JOKYMEHT00O0poTa B Poccun Ha COBpeMEHHOM 3Tare.

Onpenenenue, kinaccudukanus, (QyHKIIUM  CHUCTEM  BJIEKTPOHHOTO
JIOKyMEHTO000pOTA.

CpaBHuTenbHas xapakTepuctuka coppemeHHbix COJ[ B Poccum.
OCOOEHHOCTH POCCHUICKOTO JIEIONMPOU3BOJICTBA U MX BIIMSIHUE HA BHIOOp U
BHepeHue COJI B opraHu3anusax, yapexaeHusX U Ha NPEAIPUITUIX.
[IpoOnemMbl B3aUMOACUCTBUSl OpraHU3alUUi, YUYPEKICHUH, MNPEAIPUITHH,
ucronb3yroumx pasusie CO/JI.

10.Posib 3lEKTPOHHBIX  JIOKYMEHTOB B CTPYKTYpE  COBPEMEHHOTO

ACITOIIPON3BOACTBA.

11.TTousiTre ">7€KTPOHHBIA JOKYMEHT".

12.P33HOBI/I,Z[HOCTI/I OJICKTPOHHBIX JOKYMCHTOB H HUX PpOJIb B COBPEMCHHOM

oO1recTse.

13.0cob6ennoctu BHeapenus COJ] B paboTy opraHuzanuil, y4pexKIeHUH U

MPEANPUITUN.
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14.ITpumenenne COJ] B paboTe TOCYIAapCTBEHHBIX M HETOCYAAapCTBEHHBIX
YUPEKICHUM.

15.BuyTpeHHU 1 BHEIIHUHN JICKTPOHHBIN TOKYMEHTOOOOPOT.

KpI/ITepI/II/I N IIKaJIad OOCHHUBAHUA 110 OOCHOYHOMY CPCACTBY «OOKJIAT, COO6HICHI/I€»

Ixamna

(uHTEpBaN OAIIOB)

OLICHUBAHUS] Kpurepuii onenuBanus

S) Joxuan (coobmieHune) npeacTapieH(0) Ha BBICOKOM YPOBHE (CTYACHT
B IIOJJHOM O0OBEME OCBETWJ paccMaTpUBaEMyl0 MpoOJIEMaTHKY,
OpUBel apryMEHTBl B TOJIb3Y CBOMX CYXXICHUH, Biajeer
PO UIBLHBIM MTOHITHIHBIM (KaTETOPUATBHBIM) aIapaToM U T.I1.)

4 Hoxnan (cooOmieHue) npeacTaBieH(0) Ha cpeHEM ypOBHE (CTYIEHT
B IIEJIOM OCBETHUJ paccMaTpUBaeMyl0 MpOOJIeMaTUKy, IpUBEI
apryMEHTBl B TIOJIb3y CBOHMX CYXKJICHUU, JIOIYCTUB HEKOTOPHIE
HETOYHOCTH U T.II.)

3 Hoxnan (cooOuieHue) mnpeacTaBieH(0) Ha HU3KOM YPOBHE (CTYACHT
JOMTYCTUJI  CYIIECTBCHHBIC HETOYHOCTH, W3JIOKWI MaTepual ¢
OmMOKaMH, HE BJAJIEET B JOCTATOYHOW CTENECHU NPOPHILHBIM
KaTeropuaIbHbIM alapaToM H T.I1.)

2 Hoxnan (cooOrieHue) mpeacTaBieH(0) Ha HEYIOBIECTBOPUTEIHLHOM
YPOBHE WJIM HE TMPEJICTaBJIeH (CTYyISHT HE TOTOB, HE BBIMOJHUII
3aJIaHHE U T.I1.)

9.
10.

Bonpocsbl K KOHTPOJBHBIM padoTam

DONEeKTpOHHBIA TOKyMEHTOO0OpOoT B Poccuu: ucropuss ¥ COBpEeMEHHOE
COCTOSIHUE.

AHanu3 ¥ orieHKa cocTosHus peinka CO/] B AnTalickoM Kpae.
IOpuauueckas cuma 3JeKTPOHHOTO IOKYMEHTA.

DNEeKTPOHHBIA JTOKYMEHTOOOOPOT B OpraHax roCyJapCTBEHHOM BIACTH:
UCTOPHS U COBPEMEHHBIE MPOOIIEMBI.

OcHoBHBIE mNpoOJieMbl BHeApeHHs M wucnoias3oBanus COJ] B pabdore
HEroCy/IapCTBEHHBIX OPTaHU3aLUH.

Haubonee  akTyanmpHble  TPOOJEMBI  COBPEMEHHOTO  DJIEKTPOHHOTO
JTO0KyMeHTooOopoTa B Poccun.

DNEKTPOHHBINA TOKYMEHTOOOOPOT: OTEUECTBEHHBIN U 3apyOCKHBIN OIBIT.

[Imocbl U1 MUHYCBI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa Ha COBPEMEHHOM
JTarne.

[Tonynspueie CO/] B paboTe KOMMEpUYECKUX OpraHU3alui.

[IpoOneMbl COXpaHHOCTH JOKYMEHTOB, co3aBaeMbix B CO/I.

34




11.
12.
13.

14,

15.

16.
17.
18.
19.
20.

21.
22,

23.
24,
25.

26.

27,

O6ecneuenne 6e3omacaoctu COI.
Opranuzaius XpaHeHHUs dJIEKTPOHHBIX JOKYMEHTOB.

OCc00EHHOCTH POCCHIICKOTO JCIOMPOU3BOACTBA U UX BIHMSHUE Ha BHIOOD U
BHenpeHue COJI B opraHuzaiusix, yaIpexxJaeHusIX U NpeanpusITUsIX.

[IpoOnemMbl B3aMMOJEHCTBHSI OpraHU3alUld, YUYPEKIACHUN U MPEANpPUATHH,
UCTIONb3YOMMX pasHbeie CO/I.

Ocobennoctu BHenpeHuss U (yHkimonupoBanus CIJ] B KOHKPETHBIX
OpraHu3alMIX WU OTIAEIBHBIX chepax NesTeTbHOCTH.

Onpenenenue, knaccudukanus, pyakuuu CO/I.

O0630p OCHOBHBIX CHCTEM AJIEKTPOHHOTO JOKYMEHTO0O0pOTA.
O030p OCHOBHBIX CUCTEM AJIEKTPOHHOTO JOKYMEHTOOOOPOTA.
CpaBHHuTENBHBIN aHanKu3 Hauoosee nomyinsapHsix COJ[ B PO.

3aKOHOIIaTGHBHOC PETYIIMPOBAHUC JJICKTPOHHOI'O I[OKYMGHTOO60p0Ta B PO
Ha COBPCMCHHOM OTalic.

[IpoGnemMbl cTaHIapTU3alUU SIEKTPOHHOTO JOKYyMEHTO000pOTAa.

Oco00EHHOCTH POCCHIICKOTO JEIONPOU3BOICTBA U UX BIMSHUE HA BHIOOP U
BHenpeHne COJl B opraHu3anusix, yYpexIeHUIX U NPEINPUATHSIIX.

HopmatuBHo-1ipaBoBast 6a3a 3J1eKTpOHHOTO T0KyMeHToo0opoTa B PD.

Br16op CO/1 1715t KOHKpETHOM OpraHU3allvu.

[TpaBoBOEe peryaupoBaHue paboThI CUCTEM SJIEKTPOHHOTO
JIOKYMEHTO000pOTA.
HopMatuBHOE peryiMpoBaHHE 3JCKTPOHHOTO  JOKYMEHTOOOOpOTa

B OpraHn3anuiax.

OcHoBHbIE TIPOOJEMBI U TEPCIEKTUBBI Pa3BUTHUSI HOPMATHUBHO-IPABOBOU
0a3bl AMEKTPOHHOI'O JOKYMEHT00OOpoTa B Poccun Ha COBpeMEHHOM 3Tarle.

Kputepun u mikaia oneHuBaHUs MO OLIEHOYHOMY CPEJICTBY «KOHTPOJIbHAs

paboTa»

Ikaina OIlCHHUBaHUS] Kpurepuii onieHnBaHus

(uHTEpBaNT 0AIIIOB)

5 B paboTe mpHCYTCTBYIOT BCE€ CTPYKTYPHBIE 3JIE€MEHTBHI, BOIPOCHI
PACKpBITHI  TIOJTHO, M3JIO)KEHHWE MaTepuana JIOTUYHO, BBIBOJIBI
apryMEHTHPOBAHBI, MCIOJNB30BaHA aKTyallbHAs JINTEpaTypa, padora
MpaBUIBLHO oopMieHa

4 B pabote ecTb 2-3 He3HAYUTETbHBIE OIIMOKH, U3JI0KEHHBIN MaTepual
HE INPOTUBOPEUUT BBIBOAAM, B CIIMUCKE HCTOYHUKOB JIOCTATOYHOE
KOJINYECTBO MO3UIIHHA, HET TPYOBIX OIMOOK B 0POpMIICHUN
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3 OnvH W3 BOMPOCOB PACKPHIT HE IMOJHOCTHIO, TPUCYTCTBYIOT
JIOTHYECKUE U (PaKTHUYECKHE OMIMOKH, TUIOXO MPOCICKUBACTCS CBSI3b
MEXJy OTBETOM M BBIBOJAMH, B CIHCKE JIUTEPATypbl MHOTO
YCTapeBIINX HCTOYHHKOB, JONYIICHBI CYIIECTBEHHBIE ONIMOKHA B
ohopMIICHUH

2 KonmdectBo ommOOK MpeBHIAET AOMYCTUMYIO HOpMY, B pabote
OTCYTCTBYIOT BBIBOABI WJIM HE XBaTaeT JPYrUX CTPYKTYPHBIX
DIIEMEHTOB, B CIIUCKE JIUTEPATYPhI HEIOCTATOYHO HCTOYHUKOB, paboTa
odopmIieHa He TT0 TPeOOBaAHUAM

IIpakTH4eckue 3a1aHus:

1. Ilpaxtuueckas padota Nel. JlIokyMeHTaIMOHHOE OOECTIEUEHHE.

2. Ilpaktuueckas padota No2. CO/I.

3. Ipaktuueckas padora Ne3. ABToMaTuzanus oOMeHa JOKYMEHTaMH.
4

[TpakTuyeckas padora Ned. Cucrembl yrpaBieHHs] JOKYMEHTOOOOPOTOM
Ha OCHOBE WebTEeXHOJIOTHIA.

5. Ilpaktuueckas padota NeS. [IporpamMmHbIe Cpe/icTBAa KOHTPOJISI 1OCTYyIIa

KpuTtepun onieHnBaHus1 NP BHINOJTHEHUH NPAKTUYECKUX 32 IaHUMH

(1IKajIa OeHKH B COOTBETCTBHU C 3TAJIOHOM)

[xana Kpurepnii onieHuBanus
OlICHHUBAHUS
(uHTEpBaN

0aIoB)
5 3aganue BBLINOJHEHO B COOTBETCTBHH C 3TAJIOHOM
4 B 3apannu qonymeHbl OAUH-ABA He04eTa U (WJIM) OJHA OIIHOKa
3 B 3apaHnu 10NMyIIEHO HECKOJIBKO HEeI0YETOB U ABe OIIHOKHU
2 B 3apannu 10nymeHo HeCKOJIbKO He04eTOB U 00J1ee IBYX OLIHO0OK

Temsbl pedepaToB
[TonsaTne “ONIEKTPOHHBIN  JOKYMEHT B UH(OPMAIMOHHON
CUCTEME OpraHU3aLyu.
TepmuHonorus, ucnoip3dyemas B cucremax AIEKTPOHHOTO
JIOKyMEHTO000pOTA.
3a/auu CUCTEM IIEKTPOHHOTO JOKYMEHTO000POTA.
JIOKyMeHT Kak 0OBeKT peryiaupoBanus. OyHKIIMU U BUIbI TOKYMEHTOB, UX
YHU(pUKALUSA U CTAaHIAPTU3ALIMSL.
['ocymapcTBeHHOE perynrpoBaHue, HOPMaTUBHAS MTPABOBask U METOUYECKAs

OCHOBa JOKYMCHTAIITUOHHOT'O o0ecreyeHus YHpaBJICHUS.
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6. CyuHocTh, HAPABJICHUS U IOKYMEHTALMOHHOTO 00€eCIeueHusl yIpaBICHHUS,
Ha3HAY€HUE, OCOOEHHOCTH M COOTHOIIEHHWE HOPMATHUBHOIO MPAaBOBOrO U
METOAMYECKOTO PETYIMPOBAHUS.

/. CocTaB M CTPyKTypa HOPMATUBHON JOKYMEHTAIIMOHHOTO OOECIEeUYEHUs
yIpaBJICHHUS.

8. Hasnauenue n 0coOEHHOCTU TOKYMEHTAIIMOHHOTO OOECTICUEeHHUS YIIPaBICHUN
u [lpaBun nenompousBoACTBa B (elepalibHbIX OpraHax HCIOTHUTEIbHOU
BJIACTH.

9. VmpaBneHue 3J1eKTPOHHBIMU JOKYMEHTAMH.

10.Knaccudukanus cucteM 31eKTPOHHOTO JOKYMEHTO000pOTa.

11.TToaxonapl K CO3AaHUIO CUCTEM AJIEKTPOHHOTO JOKYMEHTOOOO0pOTA.
12.TpeGoBaHust K cCUCTEMAaM.

13.2ramnbl BEIOOpA CUCTEMBI aBTOMATHU3AIU Y.

14.3r1amnbl BHEPEHUS] CUCTEMBI aBTOMATHU3AIUH.

15.001ue TpeboBaHus K JOKYMEHTUPOBAHUIO YIIPABICHYECKOU IeSITEILHOCTH.

16.CocTaB, comepxaHue U OCOOCHHOCTH peamu3aluu TpeOOBaHUN K
PAacCIIONIOKEHUIO U OPOPMIICHUIO PEKBU3UTOB IOKYMEHTOB.

17.CrpykTypu3anusi TEKCTOB YIPABICHUYECKUX JOKYMEHTOB.

18.Bujsr YHU(DUIUPOBAHHBIX TEKCTOB, = OCOOEHHOCTHU
odopmiieHust TpadhapeTHOrO TEKCTa, AaHKETHI U TaOJIUIIBI.

19.Cocta wu Ha3HAYEHUE OTZEJIBHBIX PACIOPSIUTEIBHBIX 151
MH(})OPMAITMOHHOCTIPABOYHBIX JOKYMEHTOB.

20.0cobennoctr 0QOpPMIICHUS OTIEIBHBIX BHIIOB JOKYMEHTOB, 00pa3yIOIINXCS
B [IPOLIECCE IEATEIBHOCTH I'OCYIapCTBEHHOIO OpraHa.

Kpurepuu u mxkajia oueHuBaHus 10 OIIEHOYHOMY CPe/ICTBY pedepar

Ikaina OIlCHUBaHUS] Kpurepuii onieHnuBanus

(nHTEpBaN OAIIOB)

5 Pedepar npesncraBieH Ha BHICOKOM YpOBHE (CTYI€HT B IIOJHOM

o0beMe OCBETHJI pPacCMAaTPHBAEMYIO TPOOJIEMATHKY, TPHUBEI
apryMeHTBl B TIOJIB3y CBOHMX CYXKICHHH, BiajaeeT MpOQUIbHBIM
MOHATUMHBIM (KaTeropuajabHbIM) ammaparoM U T..). OdopmieH B
COOTBETCTBUU C TPEOOBAHUSMH TPEABSBISEMBIMU K TaHHOMY BHILY
pabor.
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4 Pedepar npencraBien Ha cpeTHEM YPOBHE (CTYJEHT B 1IEJIOM OCBETHII
paccMaTpuBaeMyl0 TpOOJIEeMaTUKy, MPHUBET apTyMEHTHI B TIOJB3Y
CBOMX CYXXICHHIA, JONYCTUB HEKOTOpbIE HETOYHOCTH W T.N.). B
oOpMIICHHH JOMYIICHBI HEKOTOPBhIE HETOYHOCTH B COOTBETCTBHUH C
TPeOOBaHUSMU MPEIBSIBISIEMbIMU K JAHHOMY BHJy Pa0OT.

3 Pedepar mpencraBieH Ha HU3KOM YpOBHE (CTYACHT JOMYCTHI
CYIIECTBEHHbIE HETOYHOCTH, M3JIOXKWI MaTephal C OHIMOKaMu, He
BJIaZICET B JOCTATOYHON CTENEHH NPOQUIBLHBIM KaTeropUabHBIM
anmapatoM W T.L.). B oQopmieHMHM [OMyIIEeHbl OIIMOKH B
COOTBETCTBUH C TPEOOBAHUSIMU MPEABSIBIIEMBIMU K JaHHOMY BUIY
pabor.

2 Pedepar mnpencraBieH Ha HEyIOBIETBOPUTEIHLHOM YPOBHE WU HE
npeJicTaBieH (CTYJEHT He TOTOB, HE BBIMOJIHIII 3aJaHUE U T.11.)

TecTnI:

1. KOHHGHHI/IH, OCHOBAaHHas Ha IIOCTYJIATC, YTO I/IH(I)OpMaI_[I/IH OXBAaTbIBACT KaXXJO0C
COO6HI€HI/IG, BOCIIPUHUMACMOC HHAUBHUJIOM HJIN KOMIIBIOTCPOM:

1) KoMYeCTBEHHO-UH(POPMAIIMOHHAS
2) kubepHeTHIecKast
3) JOruKO-CeMaHTHYCCKAs

4) KOTHUTHBHAS

2. Kto siBisieTcst aBTOpoM omnpeeneHust HHGOpMAaIK KaK «3HaHUsI, KOTOPOE
MOTPEOHO U Y KOTOPOTO €CTh NOTPeOUTENb. TONBKO B3aUMOJIEHCTBYS C
MOTpeOUTENIEM, 3HaHUE PUOOPETAET XapaKTep COOOIIECHUS, CBEJICHHUS, T.€.
CTAaHOBUTCS MH(POpPMAIIHEH. D10 TE 3HaAHU4, cobupatrorcs,
XpaHsTCs, nepepadbaTbiBaloTCs, CaMOYIIPABJISIEMOMN cucTemMoil. 3HaHHe
TOJILKO  TOTJIa MPUOOpETaeT KauecTBO HH(POPMAIIUU, KOT/Ia OHO JIEHCTBYET WIIH
MOXET JeHCTBOBATh KaK OCHOBA PEryJisiluu, yrpapieHus» 1) Adanacoer B.I'.

2) Ilpetinep HO.A.  3)

Bunep H. 4) lllennon K.

3. CornacHo KakoW KOHILENIHMH MHGOPMALMS ONpeeiseTcss KaK MpeBpallieHHas
(opMa 3HaHUS, B KOTOPOM 3TO 3HAHUE MPEACTABIICHO:

1) konMYeCTBEHHO-UH(POPMAIIHOHHAS
2) kubepHeTH4ecKast

3) JIoruKo-ceMaHTHYeCKast

4) KOTHUTHBHAs
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4. OrpenbHas KaTeropusl IOHATUSA 3HAHUS, MMEIOIIAs] CBOK CEMaHTHYECKYIO
CTPYKTYPY Y BBIPAXXEHHAs B ONPEIEIICHHBIX MaTEPUAIIbHBIX CUTHAIAX:

1) naHHBIC
2) uH(pOpMaIus
3) uHbOPMAIMOHHBIN pecypc

4) nahOopMaMOHHBIN OTEHIHAI

5. Ilo muenuto O. Toddrepa caMbiM 1eMOKpaTUYHBIM HCTOYHUKOM BJIACTH
sBisieTcs: 1) 3HaHue 2) uHbopMaIus

3) 0CBEIOMIIEHHOCTD

4) MHTEIUICKTYaTbHBIN KaluTal

6. CormacHbsl JM Bbl, YTO IO CBOEMY 3HAYEHUIO HH(DOPMALMOHHBIE PECYPCHI
COTIOCTaBUMBI C TPAAUIMOHHBIMU pecypcaMu (IPUPOIHBIMH, 3KOHOMHUYECKUMH U
ap.)? 1) na 2) ver

3) 4acTU4HO

7. BaxHeiine METO10JI0THYE€CKIUE CTAHOBJIICHUE HOBOTO COLIMAJIbHOTO COCTOSIHUS
C TIO3UIINI TIporpecca HayKu U 00pa3oBaHusl, UCCIE0BATh KAYECTBEHHOE
U3MCHCHHE MECTa OOIIIECTBEHHOM  IIPOM3BOJICTBE,  yYHUTHIBAaTh POCT
c(hOopMyITUPOBAHBL:

1) B 1950-¢ .

2) B 1960-¢ rT.

3) B 1970-e rr. 4) B 1980-¢ IT.

8. Mudopmalys 1 3HaHUS CTAHOBSTCS PEIIAIONIMMH IEPEMEHHBIMH B!
1) arpapHOM 001IIECTBE

2) ceTeBOM OOIIECTBE

3) MHIYCTPHATBLHOM OOIIECTBE

4) IOCTUHIYCTPHATHLHOM OOIIIECTBE

9. Uucno KIIOYEBbIX MapaMeTpPoB, MO KOTOPHIM MOCTHHAYCTPHAIbHOE OOIECTBO
IIPOTHUBOIIOCTABIISETCS NHAYCTPUAIBHOMY U arpapHOMY, COCTaBJISIET:

1) 2
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2) 3
3)4
4)5

10. [lanHas Teopus MpearoiaraeT, 4To YTo Iepexoabl OT OJHOM SMOXH K JPYroi
HE HOCSIT B3pBIBHOTO XapaKTepa U He UMEIOT YETKOW XpOHOJIOTUH: 1) Teopust
MOCTUHAYCTPUAIBHOTO O0IIECTBA TEOPUS CETEBOTO OOIECTBA

2) Teopusi ”HPOPMAITMOHHOTO OOIIECTBA TEOPHUS TOCTMOIEPHOTO 00IIECTBA

11. OmauM U3 CIEACTBUN BCTYIICHUS 4YEIOBEUYECTBA B MH(POPMAIMOHHYIO AIIOXY
pa3BUTHS ABISETCS (DOPMUPOBAHHUE STUHOTO:

1) KOMMYHHUKAaTUBHOTO TTPOCTPAHCTBA
2) KyJIBTYPHOTO MPOCTPAHCTBA
3) colMaNIbHOTO MPOCTPAHCTBA

4) 9KOHOMHYCCKOI'O ITPOCTPAHCTBA

12. Jannsbrit Tepmun Kactenbe cunTan Hanbosee npeAnoyTUTEIbHBIM B IPOTHBOBEC
«MH(POPMAIIMOHHOMY OOIIECTBY»:

1) nHbOpMAIIMOHHBIN KalIMTAIH3M
2) ceTeBoe OOIIECTBO
3) uHpOpMaIMOHHAS JTT0Xa

4) rno0aibHbIe KOMMYHUKAIUH

13. N3nauansHOo Mojenb oOuiecTBeHHOTO TpousBojacTBa K. Kiapka Bkitouana B
cebs: 1) 3 cextopa 2) 4 cexkropa

3) 5 cexTopoB

4) 8 cekTopoB

14. Kackag cMEHSIOIMX APYT APyra U OJHOBPEMEHHO HAKJIA/IBIBAIOIIMXCS IPYT Ha
Ipyra HEJIUHEWHBIX IMPOLECCOB PAAUKAIBHBIX HW3MEHEHUW B COBPEMEHHOMU
komnbioTepHori  TexHuke u  WKT, onmparommuxcs cpencrBa XpaHEHWHS,
NpUOOPETEHMS], CO3IaHUSI U TPAHCIISIIIMU UHPOPMALIUK ONIPENEISIOTCS KaK:

1) nadopMarioHHas PEBOJTFOIHS
2) uaopMaroHHas TpanchopMarus
3) uHGOPMAIIMOHHBIN CIBHUT

4) uadopmatuzanus
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15. NudopmanimoHHbI CEKTOp BIEPBBIE 0OECreyr O0BIIYIO YaCTh CO3/1aBAEMbIX
B DKOHOMUKE Pa3BUTHIX CTPAaH HOBBIX pabOUYMX MECT B:

1) 60-e roasI
2) 70-e rojsl
3) 80-¢ ropr
4) 90-e ropsI

16. IIporpecc B nuHPopManinoHHOM cepe OBICTPHIMU TEMIIAMHU YCKOPSIETCS BBULY
aKTUBHOTO CIIpOCa Ha:

1) 3HaHMS
2) MTHHOBALIUU
3) TeXHOJIOTHH

4) obpazoBanue 17. TepmuH «uHpOpMaTHU3anus» OBLI BIEPBBIE NMPUMEHEH BO
®paHunH B:

1) 1975

2) 1978
3) 1981
4) 1987

18. B Poccun TepmuH «uH(popmaTu3auus» BrepBble Obul npumeneH A.N.
PakuToBBbIM B:

1) 1975
2) 1978
3) 1981
4) 1987

19. Cepa nndopmanmoHHbIX YCIYT 3aHUMAET JTUAUPYIOIIEE TTOJI0KEHUE Ha PHIHKE
Tpy/la, HAYMHAS C:

1) cepenunni 20 B.
2) xon1a 20 B.
3) nauana 21 B.

4) He 3aHUMAET JIMAUPYIONIYIO TTO3HIIHAIO

20. I'maBHBIM pecypcoM B HH(OOPMALIMOHHOM OOIIIECTBE SIBIISIETCS:

1) 3HaHue
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2) TyIBHILI
3) uHbOPMAIMOHHBIC TEXHOJOTHUI

4) KOMMYHHUKAIIHOHHBIE KaHAJIBI

20. HoBwiit BHUA BJIaCTH Ha OCHOBC CCTCBLIX I/IH(bOpMaHI/IOHHLIX TGXHOJIOFI/Iﬁ,
KOTOPBIC TPUXOAAT HA CMCHY KIIACCUYICCKOMY KallUTAJIU3MY:

1) HeTokpaTHs
2) DIIEKTPOHHAS IEMOKPATHUS
3) 2JIeKTPOHHOE MPABUTEIBCTBO

4) 3JIEKTPOHHOE YIIPaBJICHHE

21. KomneroTepHo-onocpesoBaHHas dbopma MOJIUTUYECKON
KOMMYHHKAIIMHU IEMOKPATUYECKUM BOIIPOCaM B paMKax MOJUTHYECKUX MTPOLIECCOB
yIpaBJICHUs TOCYIapPCTBOM 1) HETOKpaTHs

2) 2JCKTPOHHAS IEMOKPATHS
3) 2NEKTPOHHOE MPABUTEIHCTBO

4) 37IeKTPOHHOE YIIPABJICHHUE

22. Cucrema yrpaBlIeHHS, KOTOPasi UCIIOIb3YET HA MPAKTUKE TOCTUKECHHS
coBpeMeHHbIX KT a1 ocyniecTBieHHs BCET0 CIEKTPA MPaBUTEIbCTBEHHBIX
dbyHKIMH, HAallEJIEHHBIX Ha 00ECTIEUeHUS JOCTYIA IpaXkaaH K JOCTOBEPHOI
obunranbHON UHPOPMAIIMHY, HAa CO3/IaHUE YCIOBUM JIJI1 B3aUMOJICUCTBUSI OPraHOB
BJIACTH U T.J.: 1) HETOKpaTusi 2) 3JMEKTPOHHAs AEMOKpPATHS

3) 3JCKTPOHHOE MPABUTEILCTBO

4) 37IeKTPOHHOE YIIPABJICHHE

23. Cnoco6 opraHu3amuy BJIaCTHO-YIPABICHYSCKOr0 Mpoliecca ¢ MOMOIIBIO CeTH
WNuTtepHeT, KOTOpHIt oO6ecnieunBaeT GyHKITMOHUPOBAHHUE MMPABUTEITHLCTBEHHBIX
MHCTUTYTOB B PEKUME PEAIbHOIO BPEMEHHU U CITOCOOCTBYET MAaKCUMAJIbHO

3¢ (PeKTUBHOMY B3aUMOJICHCTBUIO TPAXkKAaHUHA C O(ULUATBHBIMU YUPEKICHUSIMU:
1) HeToKpaTus

2) 3JEKTPOHHAS IEMOKPATHS

3) 2JIEKTPOHHOE TPABUTEIBCTBO

4) 3JIEKTPOHHOE YIIPaBJICHHE
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24. PacnpenenieHHas CHCTEMA, MPEIOCTABISIIONIAs JOCTYN K CBSI3aHHBIM MEXIY
co0olf TOKyMEHTaM, pPacHoJIOKEHHbIM Ha pa3nudnbiX [IK, momkirodeHHBIX K
Wutepnery: 1) Web 1

2) Web 2

3) Web 3

4) Web 4

25. HoBas TexHoJioru4eckasi BO3MOKHOCTh B IHTepHeTe, O1arogapsi KOTOpoit
M0JIb30BATEIIN CTaHOBSITCS AKTUBHBIMU YYaCTHUKAMU
UH(GOPMAITMOHHOKOMMYHHUKAITMOHHOTO OOMEHa:

1) Web 1

2) Web 2

3) Web 3

4) Web 4

26 Konmenmusi pa3BUTHS HHTEPHET-TEXHOJIOTHA, c(hopMyITMPOBaHHBIX
pykoBoauteneM Netscape.com J[xeiiconom Kaanakanucom:

1) Web 1
2) Web 2
3) Web 3

4) Web 4

27. Ilpotiecc npuBIeYEHUS ACHEKHBIX CPEJICTB U MHBIX PECYPCOB U€pe3 UHTEPHET,
KOTOPBIE OpTaHU3aINs HE MOXKET 00ECIICYNTh CAMOCTOSATEILHO U KOTOPHIS
HEOOXOIUMBI JJI pealu3allii OTPEACeIEHHOTO MPOEKTa UM COBEH JAeATeITbHOCTH
B 11eJI0M: 1) KOBOpKUHT 2) KpayactapbuHr

3) dangpai3uHr

4) kpayICOPCUHT

28. Cnocob penerupoBaHMsl ONpeAEICHHBbIX (YHKIMA M 3a7ad  yJaJIeHHOMY
COO0IIeCTBY Jto/Iei: 1) KOBOPKHHT

2) kpayncrapuHr

3) banapai3uHr

4) KpayACOPCHUHT
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29. Mojenp myOJIMYHOTO YIIPABJICHUS TOCYIapCTBOM, BKJIIOUAOIIas B ceOs
AKTHBHOC y4aCTHUC, COTPYAHUICCTBO, IUCKYCCHH U KOHCCHCYC BJIACTH C
rpaKJaHaMu, OTKPBIBAOIIAsl CBOOOAHBIN ITyTh K IPSIMOM IEMOKpPATHUU:

1) good governance

2) fine governance

3) e-government

4) e-democracy

30. [Tonutuyeckue BHIOOPHI, pedepeHyMbl U MHUIIMATUBBI, B KOTOPHIX HA OJTHOM U
0oJ1ee sTanax UCHOJIB3YIOTCS IEKTPOHHBIE CPECTRA!

1) DneKTPOHHBIC BHIOOPEI
2) DnekTpoHHbBIE pedepeHIYMBI
3) DACKTPOHHBIC HHUITUATHBBI

4) DnexTpOHHAs arMTalus

31. Konumemums pa3Butuss B POD MeXaHM3MOB DJJIEKTPOHHOM JI€MOKpaTUU
pa3pabortana 1)

2020 rona

2) 2025 rona
3) 2030 roga
4) 2050 rona

32. YpoBeHb B MOJIENIN TPAKAAHCKOTO YYaCTHsl, PEAIOIAratoni 10 MHEHHUIO
OD2CP 01HOCTOpPOHHUE OTHOLIEHUS, TIPU KOTOPBIX MPABUTEIHCTBO (POPMUPYET U
MOCTaBJISIeT rpakJaHaM UH(POpMaIIHIO:

1) undopmupoBaHue

2) KOHCYJIbTAIUN

3) akTUBHOE y4acTue 4) mpsiMasi CBSI3b

33. YpoBeHb B MOJCIH IPAXKIAHCKOTO yUacTHs, IPEANOJararimi Mo MHEHUIO
OD2CP nByXCTOPOHHIOIO KOMMYHUKAIIUIO, TPU KOTOPOM Irpak/iaHe 00ecreurnBaroT
00OpaTHYIO CBS3b JIJIsl CBOETO MPaBUTENbCTBA!

1) undopmupoBaHue

2) KOHCYJIbTAIUN

3) aKTHBHOE y4acTHue

4) obpaTHast CBSI3b
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34. YpoBeHb B MOJIETH I'PAXKAAHCKOTO y4aCTHUs, IPEANOIATAOIINI 10 MHEHUIO
OOCP oTHoOLIEHNS, OCHOBaHHBIE HAa TAPTHEPCTBE, P KOTOPOM IpaXkJaaHe
AKTHBHO BOBJIEKAIOTCS B MTPOLIECCHI Pa3pabOTKU U MPUHATHUS PEILICHHIA:

1) uadopmupoBaHue
2) KOHCYJIbTAlNH
3) aKTHBHOE y4acTue

4) HanaxeHHas CBS3b

35. IlepBblid ONBIT SJIEKTPOHHOTO TOJIOCOBAHUS MOJYUYEH B:
1) CIIA

2) AHrIMH

3) 'epmanuu

4) Poccun

36. 13 mepedynciaeHHOro BBIJICIIUTE CTPAHbI, HAXOIAIIMECS HA CaMOW MOCJEAHEN
cTaauu (pOpMUPOBAHUS JIEKTPOHHOTO MTPABUTEIIbCTBA!

1) SAAnonus
2) Kanana
3) Poccus

4) Cunramyp

37. Ha kako#i ctaguu (opMHUpOBaHUS FJEKTPOHHOTO MPABUTEIHCTBA HAXOAUTCS
JIHP (xnaccudukanus mo ypoBHIO Pa3BUTHS YEJIOBEUYECKOr0 MOTEHIINAIIA)

1) HyneBas

2) mepBasi

3) BTOpas

4) TpeThs 5) yeTBepTHAS

6) nsras

38. KomMyHUMKanusi B paMKax KOHIIEMIIMN JIEKTPOHHOTO TMPaBUTEIHCTBA, OOMEH

uHbopmalmen Mexay pa3IUYHBIMU rocyJapCTBEHHBIMU
ciy>x0amu, nofpasaenaeHusiMu u seromcreamu: 1) G2G

2) G2B

3) G2C

4) D2B
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39. JloMuHHpYOLIEH 3aa4€i 2JIEKTPOHHOTO IPABUTEIIBLCTBA SABIISCTCS:

1) TparchopMarys TpaIUIIMOHHOTO PABUTEIILCTBA Ha OCHOBE MprMeHeHust T
2) OTKPBITOCTh TOCYIaPCTBEHHBIX OPTaHOB JJISi CBOUX U MHOCTPAHHBIX IPaXkKIaH
3) UCIIOJIb30BaHUE CETH UHTEPHET B MOJUTHYECKON MPAKTUKE

4) yyacTue TpakJaH B poIieccax PYKOBOJICTBA U YIIPABJICHUS CTPAHOM

40. TepMuH «DJIEKTPOHHOE MPABUTEILCTBOY» MOSIBUJICS 0 UHUILIUATHBE:
1) OOH

2) OHECKO

3) HanmonansHoro Hayunoro ¢onma CIIA

4) AreHTCTBa 10 MEPEOBBIM HCCIIe0BaTeIbCKUM TIpoekTam CIIIA

PeKOMeHI[a]_[Hl/I K IIPOBEACHHUIO TECTOB

BpeMH IIPOBCACHUA TCCTUPOBAHUA OIIPCACIIICTCA U3 pacdCTa — 1-2 muH. Ha
OJIMH BOIIPOC. Ecan TECTUPOBAHUC IIPOBOAUTCA IIPCIIOAAaBATCIICM B KOMIIBIOTCPHOM
KJIacCce, TO IMPAaBHIIBHOCTb OTBCTOB IIPOBCPACTCA IIPKU ITOMOINHW KOMIIBIOTCPA. Ecnmu
TCCTUPOBAHUC IIPOBOAUTCA B y‘-I€6H0ﬁ AyAUTOPHUHA oe3 IIPUBJICUYCHUA
KOMHBI-OTGpHOﬁ TCXHUKH, TO IIPABUJIBHOCTH OTBCTOB IIPOBCPACTCA ITPCIIOAABATCIICM
C IOMOIIBIO CTPAHUIIbI CKIIHOUE.

Kpurepuu n mkaJjia oueHMBaHHUS 110 OLICHOYHOMY CPEACTBY TECThI

[xana OLICHUBAHUS] Kpurepuii onenuBanus
(nHTEpBaN OAIIOB)
5 TecThl BBINOIHEHB! HA BHICOKOM YPOBHE (IIPaBUIIbHbBIE OTBETHI JaHbI
Ha 90-100% TecToB)
4 TecTbl BBINOJHEHBI HA CPETHEM YPOBHE (ITPaBUIIbHBIE OTBETHI JaHbI
Ha 75-89% TecToB)
3 TecTbl BBINONIHEHBI HA HU3KOM YPOBHE (TIpaBUJIbHBIE OTBETHI 1aHbI HA
50-74% TectoB)
2 TecTbl BBINOIHEHBI HA HEYIOBIETBOPUTEIBHOM YPOBHE
(mpaBUJIbHBIE OTBETHI 1aHBI MeHee ueM Ha 50% TecToB)

OueHovHbIE CpeACTBA VISl IPOMEKYTOYHOM aTTecTaluu (3K3aMeH)
1. TloHsiTHE NOKYMEHTA, JOKYMEHTOO0OPOTa U MOTOKA JJOKYMEHTOB.

2. llenmu BHEIpEHUS DJIEKTPOHHOTO TOKYMEHTO000POTA.
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3. TenneHUMH pa3BUTUSL CHCTEM HJIEKTPOHHOTO JOKYMEHTOOOOpoTa. PbhiHOK
COU.

4. CranmapTbl B 00J1aCTH JIEKTPOHHOTO JOoKyMeHToobopoTa (EDI).
Mecto CO/] B nuHpOpMaAIIMOHHOM cUCTEME MPEANPUSTHS.

6. Tumer CDOJI. Cuctema AEIONPOU3BOACTBA M CHCTEMa JIIEKTPOHHOTO
JOKYMEHTO000poTAa.

7. KJIaCCI/I(I)I/IKaHI/IH ABTOMATHU3UPOBAHHBLIX CHCTCM  JCJIOIIPOU3BOACTBA H
QJICKTPOHHOI'O I[OKYMCHTOO60pOTa.

8. Turmbl TEXHOJIOTUH AIEKTPOHHOTO yrpaBiieHus JokymeHTamu (OY ).

9. loxymeHT B HWHPOPMANMOHHON cHcTeMe. THUIBI JOKyYMEHTOB B
UH(GOPMAITMOHHONW CHUCTeME: OYMaKHBIM JIOKYMEHT, o0pa3 JIOKYMEHTa,
JJIEKTPOHHBIA  JIOKYMEHT, CTPYKTYpUpPOBaHHbIE JOKyMeHTh, XML —
IIPEICTABIICHHUE.

10.Cneunduka nokymenta B COJ[. CroxHbie JAOKYMEHTH. JlOKyMEHT B
JEJIOIPOU3BOICTBE.

11. Joxyment B CDJI. Poxnenue. CraHOBIEHUE. [TyOGnukarusi.
ApXUBHPOBAHUE.

12.TTopnmepxka »KU3HEHHOTO MUKIa B pa3nuaabix COJ[. Xpanumauiie aTpuOyToB
TOKYMEHTOB. XPaHWJIUILIE CAMUX JJOKYMEHTOB.

13.KoHnnenmumu 6e30yMaXHOW TEXHOJIOTHH YIIPABICHHUS.

14. TunoBele  kommoHeHTHI CDJI: XxpaHunumie KapTrodek (aTpuOyTOB)
JOKYMEHTOB; XPaHUJIUIIEC JOKYMEHTOB, KOMIIOHEHTBI, OCYIIECTBIISIOIINEC
OU3HEC-JIOTUKY CUCTEMBI.

15.KomnonenTsl (yHkiuonansHoctd COJl. YnpaBieHue AOKYMEHTaMH B
xpanuimnie. [Touck 1oKyMeHTOB. MapmpyTu3amnus 1 KOHTPOJIb HCIIOJTHEHUS.
OtueTbl. AAMUHUCTPUPOBAHUE.

16.Metonpl copTupoBku JoKyMeHTOB B CO/I.

17.0cnoBuble pynkuuu CO/. Tunossie TpedoBanus k CO/I.
18.Ilpenmy1iecTBa BHEPEHUS CUCTEMBI DJIIEKTPOHHOTO JOKYMEHTO000POTA.
19.11puuunsl aBTOMaTU3aMK. BEIOOP crcTeMbl aBTOMAaTH3AIIH.

20.BapuanThl pemeHus 3aiad aBTOMATU3aIuu JOKyMeHTooOopoTa. [Ipobiema
eAMHCcTBAa  MH(OpManuMoHHOW cuctemMbl u  uHTerpauuu C3OJ B
uH(ppacTpykTypy koproparusHoii C.

21.Kpatkuii 0030p pblHKa U Kiaccudukanus miar@opM, MpeacTaBICHHBIX Ha
PBIHKE.

22.DaxTopsl, BIUSIONIME Ha BRIOOP 0a30BOH MI1aTHOPMEI.
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23.ECM-cucreMsl.
24.BPM — cucreMsl.

25.0t1euectBenHbie CO/I.
26.Lotus Notes.

27.@axtop Microsoft SharePoint.
28.1ToacucTemMbl aBTOMATH3AIUN TOKYMEHTOO00POTA.
29.CucreMbl aBTOMATH3AIUH JICTIONIPOU3BOICTRA.

30.IToacucrtema apxuBa JIOKYMEHTOB, YIpaBJICHUS KOHTEHTOM M CpEACTBa
cTpykrypuzauuu. (Opranuzanus xpanwiuina ¢ainos; Opranuzanus
MeTanaHHbix; MuTerpamuss ¢ oducHbiMu npuioxeHusmu; CpeacTa
CTpyKTypu3auuu uHpopmanuu B apxuBe; CpeacTBa 3arpy3ku JTOKYMEHTOB
Data Capturing; Ilpumepbl cpelncTB OpraHu3aluy apXuBa JTOKYMEHTOB B
paznmuuHbIX Kiaccax [10).

31.Cucremsbl BBOJIa JOKYMEHTOB U CUCTEMBI 00Pa0OTKH 00pa30B JOKYMEHTOB

32.IloacucTteMa MapuipyTHU3alliud JIOKYMEHTOB M YIPaBJICHHUS 3aJaHUSIMHU.
(ITpumepbl HMCTMONAB30BAHMS MAPUIPYTU3ALMH JOKYMEHTOB B Ppa3JIMYHBIX
MPUKIAAHBIX cHCTeMax; BUIbI U cnocoObl MapHIpyTH3alUd JOKYMEHTOB;
Enunas uwH@pactpykrypa 3agaHuii, QyHkuuu; CpeactBa OpraHU3ALMH
3amelenuil; CpeacTBa yBeJOMJICHUH U aBTOMAaTH3aUs 00pabOTKY 3a/1aHU;
[Ipumepsl cpecTB MapuIpyTU3AIUU U TIOJICUCTEMbI 3aJJaHU B Pa3IMYHbIX
knaccax I10).

33.CucteMbl KOMIUIEKCHOM aBTOMaTU3aluu OU3HEC-TTPOLIECCOB.

34.Tumnbl TpUIIoKEHUH, BHEAPSIEMBIX B pamKkax kopropatuBHoi COJI: apXuBbl
ANIEKTPOHHBIX JOKYMEHTOB; aBTOMAaTH3allMsl IPOLECCOB KJIACCHYECKOTO
POCCHUHCKOTO  JOKYMEHTO0OOpoTa  (MOAJepk Ka  JIOKYMEHTAIlMOHHOIO
oOecrieuenus ympasiaenuss — JOY); aBTromaruzanus IpOIECCOB
COTJIaCOBaHUSl JIOKYMEHTOB;, aBTOMATH3alMs YIPaBICHUS OyMaKHBIM
apXUBOM; aBTOMAaTH3aLINs IIPOLIECCOB 00111€aIMUHUCTPATUBHOTO
JOKYMEHTOO00O0pOTa; aBTOMAaTHU3alusl CHEelU(pUUYECKUX OTPacieBBIX 3ajady;
aBTOMaTHU3ALIUS IIPOLIECCHOTO yIPaBIICHHUS; aBTOMAaTHU3ALIUS
JOKYMEHTOOOOpOTa B yNpaBICHUM  MPOEKTaMH;  aBTOMaTU3aLUs
TEXHUYECKOT0 JOKYMEHTO000pOTa.

35. ApXUBBI 2JIEKTPOHHBIX JOKYMEHTOB.
36.ABTOMATH3AIMS TPOIIECCOB KIACCUYECKOTO POCCUUCKOTO
JTOKyMEHTO0OOpoTa  (TojaaepIKka JIOKYMEHTAITMOHHOTO
obecnieueHus ympasienus - JJOVY).
37.ABTOMATH3AIUS MTPOIIECCOB COTJIACOBAHUS JOKYMEHTOB.
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38.ABTOMaTH3a1Ms YIIPABJICHUSI OyMaKHBIM apXHBOM.

39. ABTOMaTH3aIUs [IPOLIECCOB 00IIEaIMUHUCTPATUBHOTO JJOKYMEHTO0O0pOTA.

40.ABTOMaTH3aIMs CHEIU(PUIESCKUX OTPACIIEBBIX 3a/1a4.

41.ABTOMaTH3aIMs TPOLIECCHOTO YIPABICHUS.

42.ABTOMaTH3ANNS TOKYMEHTOOOOPOTA B YIIPABICHUH MTPOCKTAMH.

43.ABTOMaTH3ALIMA TEXHUYECKOTO JOKYMEHTO000POTA.

44.CucreMa 3J1eKTpOHHOTO JokyMeHTooOopoTa Lotus Domino & Notes.

45.0co0€HHOCTH BHEAPEHHMS U SKCIUTyaTallUu.

46.CucremMa 31eKTpOHHOTO JoKyMeHTooOopoTa Lotus Domino & Notes.
[Tonoxenue Ha poiHke. VicTopusi CCTEMBI, JIMIIEH3UU U CEPTUPUKATHI.

47.Ctpykrypa CompanyMedia. ApXUTEKTypa CUCTEMBI.

48.CO]] Lotus Domino & Notes. Kputrka. Konkypupyroiue pa3paboTKH.

49.011eHKa SKOHOMUH U BBITOJI. VIcuncisieMbie BBITOBI.

50.0mnenHKa YKOHOMHUH | BBITO1. HencunciasieMbie BBITOIBI.

51.0uenka s dextuBHoctu BHeaperus CO/I.

52.Pacuer pacxonoB. Pacuer 10xoa0B.

53.DOxoHOMHUYECKasi  IIesiecooOpa3HoCTh  HoBoOBBeAeHUs.  CocraBistoniue
HKOHOMHUYECKOTO AP deKTa.

Kpurepuu u mkaJjia oneHuBaHHUA 110 OLIEHOYHOMY CPEACTBY
NMPOMEKYTOYHbIH KOHTPOJIb (3K3aMEeH)

[Ixana oueHnBaHus Kpurepuii onenuBanus
(uHTEpBaN OAIIOB)

oTan4HO (5) CryneHT riay0OKo U B MOJHOM 00BEME BlajieeT MPOrpaMMHBIM
MarepuaioM. ['paMOTHO, HcUYepmbIBalOIE U JIOTUYHO €T0
u3JlaraeT B YCTHOM WM nucbMeHHOUM Qopme. Ilpu 3TOM 3Haer
PEKOMEHIOBaHHYIO JINTEPATYPY, MPOSABISAET TBOPUYECKHUM MOAXOL
B OTBETAaX HAa BONPOCHI U MPAaBUIHLHO OOOCHOBBIBAET MPHUHSATHIC
peuieHus, XOpOoLIO BJIAJEET YMEHHAMM M HaBbIKAMHU IIPU
BBIITOJIHEHUH MPAKTUYECKUX 3a/a4.

xopoo (4) CryzneHT 3HaeT NporpamMMHbBIA MaTepual, TPaMOTHO M IO CYTH
U3JIaraeT €ro B YCTHOM MM MUCBbMEHHOW (opme, mormyckas
HE3HAYUTENIbHBIE HETOYHOCTH B YTBEPKACHUSX, TPAaKTOBKaXx,
OINPEACIECHUAX U KaTErOpUsAX MM HE3HAYUTEIIBHOE KOJIMYECTBO
omnbok. Ilpm sToM BiazgeeT HEOOXOAWMBIMU YMEHUSIMH H
HAaBbIKaMU TPY BBINIOJHEHUH ITPAKTUYECKUX 3a/ad.
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YIOBIIETBOPHUTENHHO (3)

CryzneHT 3HaeT TOJIBKO OCHOBHOW NIPOrpaMMHBIM MaTepual,
JIOIyCKAaeT HETOYHOCTH, HEIOCTaTOYHO UYETKHE (hOPMYIMPOBKH,
HEIOCIIEA0BATENbHOCTh B OTBETaX, M3JIaracMbIX B YCTHOM HIIU
nucbMeHHOW ¢opme. Ilpu 3TOM HEZOCTaTOUHO BialEeT
YMEHHSAMM U HaBBIKAMU IPU BBINOJIHEHUH TPAKTUYECKUX 3a1a4.

Homyckaet 110 30% ommboK B U3J1araeMbIX OTBETaX.

HEYJIOBJIETBOPUTEIBLHO (2)

CryneHT He 3HaeT 3HAYUTEIbHOM 4YacTH IPOrPaMMHOIO
Mmatepuana. [Ipu 3ToM AomyckaeT MpUHLIMIUAIBHBIE OMINOKU B
JI0Ka3aTelIbCTBaX, B TPAKTOBKE MOHATUN U KaTErOpUi, IPOSBIISIET
HU3KYIO KYJIBTYPY 3HAHMI, HE BJIaJIc€T OCHOBHBIMU YMEHUAMU U
HaBbIKAMU IIpU BBIIOJHEHUM NpakTHUecKux 3anad. CTyneHT
OTKa3bIBAETCS OT OTBETOB Ha JIOIIOJIHUTEIIBHBIE BOIIPOCHI
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JIncT n3MeHeHn 1 NOIIOJIHEHUN

Ne Bunsl nononHenuit u Jara u Homep nipoTokoja | Iloxmucs (¢ pacmudpoBKoif)

/i W3MEHEHUN 3acenaHus Kadeapol 3aBeJlyIolIero kadeapoii

(kadpenp), Ha KOTOPOM OBLIH| (3aBemyrommx Kadyeapamir)
paccMOTpeHbI U 0JJ0O0PEHbI
WU3MEHEHHUS U JOMOTHEHUS
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