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[TporpamMmy noaroToBui(u):

BbaxmetbeB B.A.

PaGouas mporpamma AUCHUTIIHHBI
«DJIEKTPOHHBINA TOKYMEHT0000POT»

paspabotana B coorBercTBum ¢ ®I'OC BO:

1. ®enepanbHblii TOCYAapCTBEHHBIH CTAHIAPT BBICIIETO 00pa3oBaHMs — OakajlaBpuaT MO HANPABJICHUIO IMOJITOTOBKH
38.03.05 «buznec-unpopmaruka» (IIpuka3 MuHucTepcTBa HayKu M BhIciiero oopasoBanust PO ot 29 uromns 2020 r.
N 838 "O06 yrBepkaeHnH (eneparbHOr0 rocy1apCTBEHHOTO 00pa30oBaTeIbHOI0 CTaHAapTa BBICIIETO 00pa3oBaHMS -
OakanaBpuaT 1o HampasieHHo noarotoBku 38.03.05 busznec-undopmarnka" (¢ M3MEHEHUSIMH M JOTOJHEHUSIMH),
3aperucTpupoBad MunucrepctBoM toctuiuu Poccuiickoin ®enepaunn 19 asrycra 2020 r. Peructpaumonssii N
59325) cocrapnena Ha OCHOBaHHH yueOHOTO T1aHa: busHec-uHpopmaruka npodmib, «{udpoBas 3KOHOMUKaY,

2. TIpodeccuonanpubnii cranmapt 06.016 «PykoBomuTens MpOEKTOB B 001acTd HWHGOPMAIMOHHBIX TEXHOJIOTHII»
(mpukazomM MUHHCTEPCTBA TPY/a M CONMATBHOM 3amuThl Poccuiickoit ®eneparuu ot 18 HostOpst 2014 Ne 893w.).

Pabouvast mporpamma o1o0peHa Ha 3aceaHuu
kadenpsr Dxonomuku [Ipotokon ot 21.07.2025 r.
Nell

3aB. kadeapoi Ng L&{§§ 1 Kucenes B.B.



1. Les ocBOCHUS IMCHUIIHHBI
Lenbo 0CBOCHUS NUCUUIUIMHBI «DJIEKTPOHHBIN JOKYMEHTOOOOPOT» SBISIETCSI (POPMUPOBAHUE Y
CTYJI€HTOB TEOPETHUUYECKUX MPEACTABICHUM, a TAKKE TPAKTUYECKMX YMEHUH, HABBIKOB U KOMIIETEHIIUH B
o0macTd  TOKyMEHTOOOOpOoTa B  YCIOBHAX HU(POBU3ALMHU  YIPABICHYECKOTO WHCTPYMEHTAapHUs
COBpeMEHHBIX KoMmaHui. ConepkaTeabHO-METOANYeCKas chenuduka OporpaMMmbl IpearnogaraeT
paccMOTpEHHE MUPOKOTO Psifia IKOHOMHUKO-TIPABOBBIX BOMPOCOB C Yu&€ToMm ocodeHnHocTte [T-chepsi.

3agauyu AUCHUILINHBI:
- OTIpeIeNIeHNe YCIOBHH ISl OpraHu3allii CUCTEMBI JIEKTPOHHOTO IOKyMEHTO000pOTa;
- XapaKTEePUCTUKA KU3HECHHOTO IUKJIA 3JIEKTPOHHOTO JOKYMEHTO000pOTa;
- obecrieueHre PyHKIIMOHUPOBAHUS CUCTEMBI JIEKTPOHHOTO TOKYMEHTO000pOTa

2. MecTo IHCIMIIJIMHBI B CTPYKTYpe 00pa3oBaTeIbHOI MPOrpaMMbl

Jucuumuimaa b1.B.06 oTHocuTcs K  OJNOKY JOUCHMIUIMH, (QOPMHPYEMOMY yYaCTHHKAMHU
00pa30oBaTeNbHBIX OTHOWICHWH YYeOHOro IUIaHa OO0pa3oBaTEIbHONH MPOrpamMMbl IO HAINpaBIICHUIO
«buzHec-uHPpopmMaTHKay.

W3ydenne maHHOW TUCIMIUIMHBI CO COJIEP)KATEILHO-METOANYECKON TOUYKU 3peHHs OazupyeTcs Ha
TaKUX MPEIIISCTBYIOIINX Kypcax Kak «BBenenue B crienuanbHOCThY, «H)OpMaIMOHHBIE TEXHOJIOTHH B
SKOHOMHKE», ©  «JlokymeHTanmonHoe oOecriedeHne ympaBieHUs». (OCBOCHHE JAUCIUTUINHBI
«DNEeKTPOHHBI JOKYMEHTOOOOPOT» HEOOXOAMMO CTYIAEHTaM [UJIsl YCIENIHOTO HW3Y4YeHHsI TaKHhX
micuuuiH  Kak  «ludposmzanms  GaHKOBCKOTO  jena», «PeMHXMHUPUHT  OU3HEC-TIPOIIECCOBY,
«Ynpasienue nuhppoBbIMU HHHOBALUAMMY, « TH(OpMallMOHHBIE TEXHOJIOTUU B YIIPABICHUH OU3HECOM)

Jluctuiuinaa M3ydaeTcss o O4HOM ¢opme Ha 3 Kypce 6 cemecTp, M0 OYHO-3a09HOH M 3a0YHOM
dopme Ha 4 xypce, B 8 cemecTpe.

3. llepevyeHb IUIAHUPYEMBIX Pe3yJbTATOB OOY4YE€HUS] MO IMCHMILUINHE, COOTHECEHHBIX C
IUIAHMPYEMbIMH Pe3yJ1bTATAMM 0CBOEHHUSsI 00pa30BaTe/bHON MPOrpaMMbl

B pesynbpTaTe OCBOEHHS AUCHUHUIUIMHBI 00yYaromMiics AOKEH MPOAEMOHCTPUPOBATH CIEAYIOIINE
pe3yJbTaThI:

HNuaukatopsl IlepeyeHs MuIaHNPYeMBbIX Pe3yJIbTATOB 00y4YeHHS

KoMnerennus
Mo JUCIHUILJINHE

3HaTh:

-cienuUKy CUCTEM DIIEKTPOHHOTO

JOKYMEHTO000POTa, UCTIONB3YEMBIX B COBPEMEHHOM

JIeNTOTIPOU3BOICTBE

-yHKIIMOHATBHBIE OCOOCHHOCTH Pa3TUYHBIX CUCTEM

ANEKTPOHHOTO JJOKYMEHTO000POTa, UCTIOIh3yEeMbIX B

chepe JOKYMEHTAITMOHHOTO 00eCcTiedeHUs

IK-3. axmyansibx sepeuii yIpaBIeHUs, PHIHOK MTPOTPAMMHBIX TPOAYKTOB IO

Kontpomupyer doxymenmos aBTOMATH3AIMY JTOKYMEHTAIIHOHHOTO 00eCTIeYCHUS

coOuroieHne yTpaBJICHUS

PCTIIAMCHTOB B HTIK-3.2. Obecneuusaem | Y METH:

nporecce KopnopamueHnwie - paboTaTh B CHCTEME JIEKTPOHHOTO

JIOKYMEHT0000pO | . MyHuKayuU  Mercdy JIOKyMEHTO000pOTa OpraHU3aIN §

Ta yuacmuukamu npoexma. - MPOBOJUTH AHATTU3 U OLIEHKY BO3MOXKHOCTEH CUCTEM
3JIEKTPOHHOTO IOKYMEHTO000pOTa, pa3pabOTaHHbIX

JUTSL OpTaHU3aIUi, IPEACTABIATH Pe3yIbTaThl aHATN3A

JIeTTOTIPON3BOACTBEHHBIX MTPOIECCOB OPTaHU3AINH B

rpadu4ecKoM BHJIE

Baagers:

-HaBBIKOM TIPOBEJICHUS aHANN3a JACHCTBYIOMIEH

CHCTEMBI JOKYMEHTAIIHOHHOTO 00eCTIeYCHHUsI

UIIK-3.1. Koopounupyem
UCNONb306AHUE
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yIpaBJICHUS OPraHU3alUU JIJIsl OTIPEIEICHUS 3a1a4 110
€e aBTOMaTu3aluu

-HaBbIKaMHM MMOJATOTOBKH TEXHUYECKOTO 3aJaHUs Ha
BHE/PEHUE CUCTEMBI JIEKTPOHHOTO
JIOKyMEHTOO00pOTa B OpTraHU3aIMU B pAMKaX CBOMX
KOMITETEHITHH, METOIMYECKOTO COMPOBOXKICHUE
MPOIIECCOB BHEAPEHMS M SKCIUTyaTallud CUCTEMBI
ANEKTPOHHOTO JOKYMEHTOO00pOTa B OpraHU3aIlluu

4. OO0beM TMCHMILUIMHBI B 3a4eTHBIX €IUHHUIIAX € YKA3aHHEM KOJUYECTBA aKaJeMHYeCKHX
YacoB, BBIIEJEHHBIX HA KOHTAKTHYI0 PpadoTy oOydamomuxcs ¢ mnpemnogaBateieM (N0 BHIAM
YU4eOHBbIX 3aHATHI) U HA CAMOCTOATEIbLHYI0 padoTy 00y4aroImuxcst

OO6mas Tpya0eMKOCTh (00BEM) AMCIUIUIMHBI COCTABIISET MO0 OYHOM opMe 4 3a4eTHBIX EIUHUIIBI,
144 akamemudecknx 4daca, 3 3a4eTHBIX equHuIbl, 108 akameMuyecknx 4acos.

Ha nexuumoHHbIe 3aHATHS OTBOAMTCS MO OYHOM (Qopme 42 yvaca, § 4acoB MO OYHO-320YHOHM (Gopme
oOydeHus u 6 yaca 1o 3a04HoOM hopme OOydeHHS.

Ha 3ansitus ceMuHapckoro tuma (MPakTHYECKHUE 3aHITHsI) OTBOIUTCS MO o4HOW (hopme 18 yacos,
12 yacoB 1o 04HO-3209HOM hopMe 00yUeHHUS U § YacOB IO 3a09HOM popme 0OyUeHUsI.

Ha camocrosrenbHyto paboty (6€3 yueTa HOArOTOBKHU K 3a4yeTy) orBoautcs 72, 84 u 90 vacoB no
3a09HOM opme 00yUeHHUS.

Ha nmoaroroBky k 3aueTy oTBOAUTCS 4 yaca.

5. Coaepxanue AUCHUILUINHBI, CTPYKTYPHPOBAHHOe MO TeMaM (pa3jejaM) ¢ yKa3aHHeM
OTBEJ€HHOT0 HA HUX KOJIHYEeCTBA aKAIeMHYeCKHX YaCOB U BUIOB y4eOHbIX 3aHATHIA
5.1. TemaTu4eckue pa3jieibl AUCHUILUINHBI U KOMIIETEHIIMH, KOTOPbIe (OpMHUPYIOTCS NPH
UX M3yYeHUH

Ne HanmeHnoBanue Coaep:xanue pasaeia Kon
n/n pasnena dopmupyemo
JMCHHUIIINHDBI 17|
KOMIIETCHIIUH
1 OcHoBBI Mecto  anekTpoHHOro  JokymeHTooOopora B | [IK-3
JIEKTPOHHOI'O NEeATEIbHOCTH opranu3auui. [IoHsaTHE 27EKTPOHHOTO
JOKYMEHTO000poTa JIOKyMEHTO000poTa. Pa3BuTHe MOHATHS JOKYyMEHTA.
Knaccudukanus JOKYMEHTOB, JIOKyMEHTOIOTOKH.
IIpaBuiia oopmienus JIOKYMEHTOB.
[IpoexkTupoBanue JOKYMEHTOB. Cucremsl

3JIEKTPOHHOTO  JJOKYMEHTOO0OpOTa: CYLIHOCTh H
npoOiemMbl BHEOPEHUs TokyMeHTa. Kiaccudpukanms

JOKYMEHTOB, JIOKYMEHTOTIOTOKH. [TpaBuna
oopmienus JIOKYMEHTOB. [IpoexTupoBanue
JOKYMEHTOB. Cuctembl 3JIEKTPOHHOT O
JTOKYyMEHTOO0O0pOTa:  CYIHOCTh W TPOOJIEMBI
BHE/IPEHMSI.

2 KopnoparusHbie OcHoBHbIE IpaBuiia opranuzarun | [1K-3
CUCTEMBI JOKyMEHTO000pOTa. YUeT T0KyMEHTOB, PETUCTpaLHs
AJIIEKTPOHHOTO JOKyMEHTOB, (opmbl  peructpanuu, o0OpaboTka
JIOKYMEHTO000pOTa JOKYMEHTOB. KopmopaTtuBHas cucreMa
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ANIEKTPOHHOTO  JIOKyMeHTooOopoTa. OpraHu3arus
JETONpPOU3BOJICTBA Ha  mpeAanpustun. Ilopsaok
IBUKEHMSI TOKYMEHTOB B opranusanuu. OOGiauHble
CHCTEMBI AJIEKTPOHHOTO IOKYMEHT0000poTa

3 KOpunnuecku Cucrema 3amutel  uHbopmaruu B Poccum. | [1K-3
3HAYMMBIN [Iponienypsl  MAEGHTH(HUKAIMKA  TOJb30BaTENe B
AIEKTPOHHBIN CUCTEME 3JIEKTPOHHOTO JIOKYMEHTO000pOTa.
JIOKYMEHTOO0OpOT [Ipouenypa S7E€KTPOHHOW NMOANMCHA B OpraHU3aLUU

IOPUANYECKU 3HAYUMOTO JOKYMEHTO000pOoTa.
[TpoGnembl obecrieueH s TOTHHHOCTH AIEKTPOHHON
nognucu. Opranm3anust pabOThl ¢ JOKYMEHTaMH,
CoJIepKalIMMH KOMMEPYECKYIO TalHy.

4 DIIEeKTPOHHBIN Buzyanuzauus TEXHHYECKOTO permamenTa | [1K-3
JOKyMEHTOOOOPOT Ha | JOKYMEHTO00OpOTa B IporpaMMHoOii cpeae Microsoft
Oaze odpucHeix | PowerPoint. Pa3paGoTka mrabmoHa g0oKymMeHTa B
IporpaMm cpeae nenoBoi rpadguku MS Visio. DIeKTpOHHBIH

JIOKyMEHTOOO0OpOT Ha 0a3e O(UCHOTO MPHUIOKEHUS
MS  Outlook. = ABromaTm3amusi  COCTaBIICHUS
BJIEKTPOHHBIX JIOKYMEHTOB. DJIEKTPOHHBIN

JOKYMEHT000O0pOT Ha 6a3e 00JIagyHBIX TEXHOJIOTHH.

5.2. Pa3nejbl AMCUMIUIMHBI, BHIAbl Y4Ye€OHBIX 3aHATHH W (OPMBI TeKylUIero KOHTPOJIA

ycneBaeMoCTH
1o 04HOM (popme

Ne
JUCHMILINHBI

1 OCHOBBI AIEKTPOHHOTO
JIOKYMEHTO0000pOoTa

HaumenoBanue pa3jaesa

TpymoeMKoCTh B 4Yacax

Bcero
(BKJI.
CPC)

36

2 KoprnopaTHBHbIE CUCTEMBI

3IIEKTPOHHOTO
JOKYMEHTO000poTa

3 IOpuamvecku 3HAUUMBIN

JJIEKTPOHHBIN
JIOKyMEHTOO0OPOT

4 DNeKTpOHHBIN

JIOKyMEHTO00OPOT Ha Oa3e

O(HCHBIX TPOrpaMMm

3auer

HUTOI'O:

32

32

32

144

Ha xoHTakTHY10

paboty 1o BUAaM

y4eOHBIX
3aHATHI

J I3 u3

12 6

10 4

10 4

10 4

42 18

Ha
CPC

18

18

18

18

72

®opmsbl CPC

PedepupoBanue
JIUTEPATYPhI

PedepupoBanue
JUTEPaTyPHI

PedepupoBanue
JIUTEPATYPBI

PedepupoBanue
JUTEPaTyPHI

DopMbI
TeKYIero
KOHTPOJIA C
yKa3zaHuem
0a/10B
(npu
HCIO0JIb30BAa
HHUH
0aTIbHOM
CHCTEMBI
OLleHHUBAHMSA

)

Ompoc
KOHTPOJIbHAS

Omnpoc
KOHTPOJIbHAS

Ompoc
KOHTPOJIbHAS

OTIpoc



10 0YHO-3204YHOI popme

HaumeHoBaHue pa3jaesa
AMCUHMUILINHBI

Ne

1 OCHOBBI AIEKTPOHHOTO
JOKYMEHTO000pOTa

2 KoprmopaTUBHBIE CUCTEMBI
DIIEKTPOHHOTO
JIOKYMEHT0000pOoTa

3 IOpumuuecku 3HAUUMBII
AJIEKTPOHHBIN
JIOKYMEHTOO0OpOT

4 DneKTpOHHBIN
JIOKYMEHTOOO0OpOT Ha Oa3ze
O(UCHBIX POrpamMm

3aueTr
HUTOI'O:

10 3204HOI popme

HaumenoBanue pa3jaesa
AMCUMILINHBI

Ne

1  OcHOBBI 2JIEKTPOHHOTO
JIOKyMEHTO000pOTa

2 KopnopaTuBHBIE CUCTEMBI
AIIEKTPOHHOTO

TpyroeMkocTh B 4acax

Ha xoHTakTHY10
paboty 1o BUAaM

yueOHBIX
3aHSATUU
Bcero
(BKJL
CPC)
JI 3 u"3
25 2 2
25 2 2
27 2 4
27 2 4
4
108 8 12

TpynoemkocTs B yacax

Ha xoHTakTHY10O
paboty 1o BUAaM

y4eOHBIX
3aHATHI
Bcero
(BKJL.
CPC)
J I3 us3
25 2 2
25 2 2

Ha
CPC

21

21

21

21

84

Ha
CPC

®opmsbl CPC

Pedepuporanue
JIATEPATYPBI

PedepupoBanue
JIUTEPATYPhI

Pedepuporanue
JIATEPATYPBI

PedepupoBanue
JUTEPATYPBI

®opmsbl CPC

PedepupoBanue
JUTEPATYPBI

PedepupoBanue
JUTEPATYPBI

DopMbI
TeKylIero
KOHTPOJIA C
yKa3zaHueM
0aj10B
(npu
HCII0JIb30Ba
HUHU
0aJITILHOM
CHCTEMBbI
OLlcHHBaHMUSI

)

Onpoc
KOHTPOJIbHAS

Ompoc
KOHTPOJIbHAS

Onpoc
KOHTPOJIbHAS

oIpoc

DopMbI
TeKyIero
KOHTPOJIA C
yKa3zaHuem
0a/10B
(mpu
HCI0JIb30BAa
HHUH
0aJTIbHOM
CHCTEMBI
OIleHUBAHMSA

)

Ormpoc
KOHTPOJIbHAS

Ormpoc
KOHTPOJIbHAS



JIOKYMEHTO000poTa

3 IOpumuvecku 3HAUUMBII

AIEKTPOHHBIN 27 1 2 Pedepuposare
JUTEPATyPBI

JIOKYMEHTOO0O0POT

4 DneKTpOHHBIN Pedpeprposanmue

JIOKYMEHTOO0OpOT Ha Oa3ze 27 1 2 pHp
JUTEPaTyphI

O0(HUCHBIX MPOTPaMM

3auer 4

HUTOIO: 108 4 8 90

6. YueOHo-MeTOOMYecKOe o0ecreyeHHe CaMOCTOSITENbHON PadoThI

Omnpoc
KOHTPOJIbHAS

ompoc

o0y4aloumuxcsa 1o

AUCHUILINHE
Ne HanmenoBanue pa3iena Conepxanue CPC Kountpoan
AUCHUILIHHBI
1 | OcHOBBI 3JIEKTPOHHOTO paboTa ¢ MpoiAeHHBIM Crhaetcst npenojaBaTeo B
JOKYMEHTO00O0poTa MaTEepHUaIOM IO KOHCIIEKTaM AIIEKTPOHHOM BUJIE

JeKIHMHA 1 y4eOHUKY. JloKIa bl

2 | KopriopaTuBHBIE CUCTEMBI

paboTa ¢ PO ICHHBIM

Cnaetcs mpenojaBartelno B

3JIEKTPOHHOTO MaTepHaIOM MO0 KOHCTIEKTaM AIIEKTPOHHOM BHJIE
JIOKyMEHT000O0pOoTa JEKIHMHN 1 y4eOHHKY. Jlokmaapl.

3 HOpuanuecku 3HaUNMBI paboTa ¢ MpoiAEHHBIM Chaetcst npenojaBaTeo B
ANEKTPOHHBIN MaTEpHUaIOM IO KOHCIIEKTaM AIIEKTPOHHOM BUJIE
JTOKYMEHTO000POT JeKIMA 1 y4eOHUKy. JloKIa bl

Keiticer

4 | DNEeKTPOHHBIN

JOKYMEHTO000pOT Ha 6aze
o(ucHBIX TporpamMm

paboTa ¢ MpoiHAEHHBIM
MaTepHaIoM IO KOHCIIEKTaM

JEKIHUN 1 y4eOHHKY. JloKmaapl.

Keticer

Crnaercs npenoiaBaTelnio B
DJIEKTPOHHOM BHJIC

7. IlpoBeneHue MPOMEKYTOYHOMN aTTeCTANMH 00YyYAIOIMXCH MO JMCUMIINHE

7.1. O6uue ycinoBus

[TpomesxyTouHas aTTecTalusi NPOBOAUTCS B OPME YCTHOTO 3a4eTa.

7.2. KpuTepuu H IIKAJbl OCHNBAHUS Pe3yJIbTATOB 00YYeHHs M0 TUCHHUILINHE
Kon IHoka3zarenu Kpurepun 1 mkajna oueHuBaHUS Ilepeuennb
KOMIIEeT NOCTHKEHHS OLICHOYH
eHIUH pe3yJ1bTaToB BIX
o0y4eHus CpeaAcTB
OTJIHYHO Xopomo YnoBa Heynos.i.
IK-3. OtBerst Ha | OtBerbl Ha | [lomyckaror | Marepuan TecTsl
Koutpon | HUIIK-3.1. MIOCTABJIEHH | MIOCTaBJEHH | Cd uznaraercsa | Pedepartsl
upyer Koopounupyem | ple BOIpoCHl | ble BONPOCH! | HapyuieHust | Hemocienos | Ilpaktuue
cobuoie | ucnonvsosanue B Ouere u3JaraloTcs | B aTelbHO, CKHe
HUe aKmyanbHvlx U3JaraloTcs | CUCTEeMaTu3 | MOcienoBaT | COMBUYMBO, 3a7jaun
pername | eepcuii JIOTUYHO, HUPOBAHO U €JIbHOCTH HE
HTOB B O0OKYMeHmos [ocJeloBaT | MOCIeA0BaT | U3JI0XKEHHUA. | MpeJCTaBIsie
polece €JIbHO M HE | €JIbHO. JlemMoHCTpH | T
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e HIIK-3.2. TpeOyroT Matepuan pyroTcs OTpeesIeHH
nokyMeH | Obecneuusaem JOTIOJTHUTEN | U3JIaraeTcsi | MOBEPXHOCT | Oif CUCTEMBI
TO00OpPO | KopnopamueHvie | BHBIX YBEPEHHO. HBIC 3HAHWS | 3HAHUH 110
Ta KOMMYHUKayuu nosicHeHui. | JlemoncTpu | Bompoca. JTUCLUTUIMHE
MmedxHcoy Henarorcs pyercs Nmerores . Umerotcs
yuacmHukamu 00OCHOBAaHH | yMEHHE 3aTpyAHEHU | 3aMETHBIE
npoexma. bIC BBIBOZBI. | AaHAIHM3HPOB | 51 C HapyIIeHUs
JleMoHCTpH | aTh BBIBOJIAMU. | HOPM
HIIK-3.3.
P pyroTcs MaTepuall, JlonmycKkaloT | TUTepaTypH
asviacHaem U .
riy0Ookue OJTHaKO He csl oii peuH.
KOHCYIbmupyem
Y LY | snanms BCE BBIBOJIBI | HAPYLICHHUS
8 pamkax ceoeli
0a30BbIX HOCSAT HOpM
KOMnemeHyuu no
4 HOPMATHUBHO | apTyMEHTHUD | JIUTEPATypH
Qunancosvim U o .
5 -IPaBOBbIX | OBaHHBIM U | OH peyn.
1OPUOUYECKUM
P aKTOB. nokazarenbH | OTMedaercs
OOKYMeHmam .
CoOmroaror | bl ciraboe
Csl HOPMBI XapakTep. BJIa/ICHUE
mutepatypH | CoOmrofaroT | TEpPMUHOJIOT
oM peun. Cs1 HOPMBI Hen.
JIUTEPaTypH
Oi1 peun.

7.3.

N o g~ e D oE

©

10.
11.
12.

13.

OneHoYHBIE CPeICTBA /ISl IPOMEKYTOYHOM aTTeCTANMHI

[TonaTne moKyMeHTa, JOKyMEHTOO00POTa U TIOTOKA JOKYMEHTOB.

Lenu BHEIpEHMS 3TIEKTPOHHOTO IOKYyMEHTOO00pOTA.

TenaeHMU Pa3BUTHS CHCTEM JIEKTPOHHOTO TOKYMeHTooOopoTa. Pernok CO/I.
CranpapTsl B 007aCTH 3JIEKTPOHHOTO ToKyMeHTooOopoTa (EDI).

Mecto C3/1 B M”HGOPMALIMOHHOM CUCTEME TPEATIPHUITHS.

Tunsr COJ]. Cuctema IeIomponu3BOJICTBA U CHCTEMA DIEKTPOHHOTO JJOKYMEHTO000POTA.
Knaccugukaius aBToMaTu3upOBaHHBIX CUCTEM J€JIONPOU3BOACTBA U AJIEKTPOHHOTO
JIOKYMEHTO000pOTa.

THUIBI TEXHOJIOTUH AIEKTPOHHOIO yNpaBieHus JoKymMeHTamu (DY [1).

JlokyMeHT B MHQOPMALIMOHHOM cucTeMe. THUIIBI JOKyMEHTOB B MH(OPMAIIMOHHOHN CHCTEME:
OyMa)kHBIH JOKyMEHT, 00pa3 JOKyMEHTA, 3JIEKTPOHHBINA JOKYMEHT, CTPYKTypUPOBaHHbIE
noxkymeHnTel, XML — npencrasnenue.

Cremnduxka nokymenta B CO/1. CnoxxHble TOKyMEHTHI. JJOKyMEHT B JIeTOTIPOM3BO/ICTBE.
Hoxyment B CO/1. Poxxnenue. CranoBnenue. [lybnukamus. ApxuBupoBaHue.

[Topnepxka »KU3HEHHOTO MUKJIa B pa3nuaHbix COJI. Xpanunwuiine aTpuOyTOB JOKYMEHTOB.
XpaHWIuule caMyux JT0KyMEHTOB.

Konnenuuu 6e30yMaxHO# TEXHOJIOTUH YIIPABICHHUS.




14.

15.

16.
17.
18.
19.
20.

21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

31.
32.

33.
34.

Tunossie komnoHeHTH! COJ1: XpaHumuie kapTouek (aTpuOdyTOB) JOKYMEHTOB; XPAaHUIIHUIIE
JIOKYMEHTOB; KOMIIOHEHTBI, OCYIIECTBIISIONINE OU3HEC-TIOTUKY CHCTEMBI.

Komnonents! pynkumnonansuocty CO/1. YpaBnenue fokyMeHTaMu B xpaHunuiie. [Torck
JOKYMEHTOB. MapuipyTusanusi U KOHTPOJIb UCIIOJIHEHUA. OTueTsl. AAMUHUCTPUPOBAHUE.
MeTto1bl cOpTUPOBKH 10KyMeHTOB B CO/I.

OcHoBubie pynknuu CO/]. Tunossie TpedboBanus k CO/1.

[Tpenmy1iecTBa BHEAPEHUS CUCTEMBI AIEKTPOHHOTO JJOKYMEHTO000pOTA.

[Tpuunnbl aBTOMaTH3aMu. BEIOOpP CCTEMBI aBTOMATH3AIHH.

BapuaHTsI pemenns 3a1ad aBTOMaTH3AMUA JOKyMeHT0o000poTa. [Ipobiema exuHCTBA
nHpopmarnmoHHoi cuctemsbl U uHTerpannu CO/] B undpactpykrypy kopnopatusHoit MC.
Kpatkuit 0630p priHKa 1 kinaccudukanus miaropm, MpeIcTaBICHHBIX Ha PHIHKE.

@dakTopbl, BAUSIOMKE Ha BEIOOp 06a30B0i MI1aT(HOPMBI.

ECM-cucremsl.

BPM — cuctemsl.

OreuectBeHHble COJI.

Lotus Notes.

daxtop Microsoft SharePoint.

[ToncucTembl aBTOMAaTH3AIMH TOKyMEHTOO00pOTA.

CucreMbl aBTOMaTH3aIUU JI€TIONPOU3BOJICTBA.

[ToncucTtema apxuBa JOKYMEHTOB, YIMpPaBICHHS KOHTEHTOM M CPEICTBA CTPYKTYpH3aIUU.
(Opranmzanust xpanwidinia (aiinoB; Opranuzanus MeTagaHHbIX; MHTerpanus ¢ o(pUCHBIMH
npunoxkeHusimMu; CpenctBa cTpykTypuzauuu wuHpopmauuu B apxuBe; CpeacTtBa 3arpy3ku
nokymeHToB Data Capturing; [IpuMepsl cpencTB opraHu3alnud apxuBa JIOKYMEHTOB B
pasnnusbixX kiaccax [10). CMK CMK-PIT/JI-B1.112-2019

CucteMbl BBOJa TOKYMEHTOB M CUCTEMBI 00pabOTKH 00pa3oB TOKYMEHTOB

[loxgcucrema  MapmipyTH3alMu — JOKYMEHTOB W ympaBieHus 3agaHusmu.  (IIpumepsr
HCIIOJIb30BaHUsl MapUIpyTH3alUN JOKYMEHTOB B Pa3jIMUYHBbIX MPUKIAAHBIX cUCTeMax; Buisl u
CrocoObl  MapUIpyTU3alluu JOKyMeHTOB; EnuHas wuH(pacTpykTypa 3anaHuil, (QYHKIIHH,
CpencrtBa opranuzauuu 3amenieHuii; CpelncTBa yBEIOMIICHHM M aBTOMaTH3alusi 0OpabOTKU
3ananuii; [Ipumepsl cpeicTB MaplIpyTU3alUU U MOJCUCTEMbI 3a/laHUi B Pa3IMUHBIX Kilaccax
[10).

CucreMbl KOMITJIEKCHOW aBTOMAaTH3aI[UN OU3HEC-TIPOIIECCOB.

Tunsl NpUIoXKEHUH, BHEAPAEMBIX B paMKax KopnopaTuBHOM COJI: apXuBbl JIEKTPOHHBIX
JIOKYMEHTOB; aBTOMAaTH3allusl IPOLECCOB KIACCHUYECKOTO POCCUHCKOIO JIOKyMEHTOOOOpOTa

(mommepkka JOKyMEHTAIlMOHHOro obecmneuenust ympasienuss — JIOVY); aBTromaTtuzanus
9



IPOIIECCOB COTJIACOBaHMSA JOKYMEHTOB, aBTOMATH3aIlUsl YIPABICHUS OyMaKHBIM apXHBOM;
aBTOMaTH3alMs IPOLECCOB OOIIeaJMUHUCTPATUBHOIO JOKYMEHTOOOOPOTa; aBTOMATU3ALUSA
cnenu(UYecKkux  OTPacieBBIX  3ajay;  aBTOMATH3alUMs  ITPOLIECCHOTO  YINpaBIICHUS;
aBTOMAaTH3alMs JOKYMEHTOOOOpOTa B YNpPaBJICHUH MPOCKTaMH; aBTOMATH3alUs TEXHUYECKOTO
JIOKYMEHTO000pOoTa.

35. ApXHBBI 3JIEKTPOHHBIX TOKYMEHTOB.

36. ABTOMAaTH3aIUs IPOLIECCOB KJIACCHYECKOT0 POCCUIHCKOT0 JOKYMEHTO000poTa (IoAepKKa
JOKYMEHTAIMOHHOTO o0ecnieueHus ynpasieHus - JI0Y).

37. ABTOMAaTH3aIMs MPOLIECCOB COTJIACOBAHUS IOKYMEHTOB.

38. ABTOoMaru3aIus ynpaBieHus] OyMaKHbIM apXUBOM.

39. ABTOMaTH3aIUs MPOLECCOB 00I1€aJMUHUCTPATUBHOIO TOKYMEHTO000pOTA.

40. ABromaru3anus crienu(pUIecKuX OTPACIIEBhIX 3a/1a4.

41. ABTOMAaTH3aIUs MIPOIIECCHOTO YIPABIICHUS.

42. ABTOMaTH3aIUs JOKyMEHTOO00POTa B YIPABJICHUH MPOCKTAMH.

43. ABTOMaTH3aLUs TEXHUYECKOTO JJOKYMEHTOO00pOTa.

44. Cucrema 31eKTPOHHOT0 JokyMeHTooOopoTta Lotus Domino & Notes.

45. Oco0eHHOCTH BHEJPEHNUS U KCIUTyaTall|H.

46. Cuctema 3JIeKTpOHHOTO JoKyMeHTooOopoTa Lotus Domino & Notes. [Tonoxxenne Ha phIHKE.
HcTopus cucTeMBl, JIMLIEH3UN U CEPTUPHUKATHI.

47. Ctpyktypa CompanyMedia. ApXUTeKTypa CUCTEMBI.

48. CO/1 Lotus Domino & Notes. Kputuka. Konkypupyromiue pa3paboTKu.

49. OueHka 5KOHOMHH U BBITOA. McunciisieMbie BBITOTBI.

50. Ouenka 3k0HOMHUU U BbIroJl. Hencuucisiemble BBITOMBI.

51. Ouenka 3¢ dexruBHocTr BHeaAperus CO/I.

52. Pacuer pacxonoB. Pacuet n1oxozoB.

53. DxoHOMHUECKas 11e1eco00pa3HOCTh HOBOBBeACHMS. COCTABIISIONINE SKOHOMHYECKOTO

s dexra.

8. IlepeueHb 00pa3oBaTeJbLHBIX TEXHOJIOT U

B mpouecce mnpenonaBaHus AMCHUIUIMHBI HCHOJB3YIOTCS — CleAyroliue oOpa3oBaTeibHbIC
TEXHOJIOTHH:

1. JIexmus - muanor

2. JIexusi-mucKyccust

3. Petienue cuTyanmoHHBIX 3aJaHUN

4. ®opma koHpEepeHIIUN

9. IlepeyeHb OCHOBHOW M [JONMOJHHUTEJLHOH Y4eOHOH JHMTepaTypbl, He00XOAMMOW IJs
OCBOCHHS THCIHIIIHHBI
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a) OcHOBHas JIUTEpaTypa

1. CremanoBa, E. H. Cucrema 31eKTpOHHOTO JOKYMEHTOOOOpOTa (00JIAYHOE pEeIIeHHUE) :

yuebHoe nocodue / E. H. CrenanoBa. — Mocksa : Ail [lu Ap Meaua, 2021. — 182 ¢. —
ISBN 978-5-4497-0767-3. — Texkcr : anekrponssii // [{udpoBoii 00pa3zoBaTeIbHBIN pecypc
IPR SMART : [caiit]. — URL.: https://www.iprbookshop.ru/101357.html

Kysnenosa, . B. KonpunennuansHoe Ienonpon3BOACTBO M 3aUIUIICHHBIN 3JIEKTPOHHBIHN
JTIOKYMEHT0000pOoT : yuyeOHoe nmocodue s O6akanaspos / . B. Kysunernosa, I'. A. XauatpsH.
— Mockaa : Aii [Tu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — Tekcr :
anekTponHbli // Ludposoii obpazoBatensHblil pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/97083.html

VYropaBineHue [IOKyMeHTaMH B HHU(poBoil 3KkoHOMHUKE. OpraHuzaius, perjamMeHTalus,
peammsarst / M. B. Jlapun, H. I'. CypoBuesa, E. B. TepentbeBa, B. ®. SlakoBas ; mon
penakmueit M. B. Jlapuna. — 2-e u3n. — MockBa : Poccuiickuii rocyaapcTBEHHBIN
TYMaHHUTapHbIH yHUBepcutet, 2022. — 246 ¢. — ISBN 978-5-7281-3084-0. — TekcrT :
anekTpoHHbli // Ludposoii obpazoBatensHblii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/124690.html

0) JlonosHuTenpHas auTEpaTypa

1. Ps6oga, C. B. JlokymeHTallMOHHOE OOecTieueHue ypaBIeHUYECKON NeSTEIBHOCTH : yueOHOe

nocooue / C. B. Psi6oBa. — YIbSHOBCK : YJIBSHOBCKUI TOCYJapCTBEHHBIM TEXHUYECKUN
yauBepcutet, 2021. — 341 ¢. — ISBN 978-5-9795-2106-0. — Texkct : 3/1eKTpOHHBIH //
udposoit  obpazoBarenbubii  pecypc IPR - SMART : [caiitr]. — URL:

https://www.iprbookshop.ru/121268.html

Kamommna, T. FO. JlokyMeHTaIlImOHHOE 00ecieueHre paboThl ¢ IEPCOHAIOM B IU(pe U HA
Ooymare : yueOHoe nmocodue / T. FO. Kanommna. — HoBocubupck : HoBocubupckuit
rOCyAapCTBEHHBIN TeXHUYECKU yHUBepcuTet, 2022. — 124 ¢. — ISBN 978-5-7782-4728-
4, — Texct : anexTponnsIii // [ludposoit oopazoBarensHbIi pecypc IPR SMART : [caiir].
— URL: https://www.iprbookshop.ru/126489.html

10. Ilepeyens pecypcoB HUHGPOPMANNOHHO-TEJIEKOMMYHUKAMOHHOH ceTHn «MHTepHETY,

npoecCHOHAIBHBIX 0a3 JaHHBIX U MH()POPMALHMOHHBIX CIPABOYHBIX CHCTEM, HEOOXOAMMBIX IJIA
OCBOCHMSA TUCHUTINHBI

1.

2.

&

http://aup.ru - AAMUHHCTPATHBHO-YIPABICHYCCKUI MOPTAT

http://www.elibrary.ru — nudposast HayuHas OuOIHOTEKA

http://www.cyberleninka.ru — iudposas Hay4uHas OnOIHMOTEKA

http://www.hr-portal.ru — HR-moptan

11. Meroanueckue yka3aHusi 1Jis1 00y4arOIMXCs 10 OCBOCHUIO 1M CHUILTUHbBI
N3yuenne yueOHON MUCHUIUIMHBI «DJIEKTPOHHBIH JOKYMEHTOOOOPOT» MPEAINOoaracT OBIaJcHHE

MaTepHajaMH JICKIHH, y9eOHUKa, IpOorpaMMbl, pabOTy CTYJCHTOB B XOJC MPOBEACHHS MPAKTUICCKUX
3aHATHMN, a TaK)KE€ CUCTEMATUYECKOE BBITIOJHEHUE MUCbMEHHBIX padoT B (hopme pedepaToB, TECTOBBIX U
WHBIX 3aJaHUH U1 CaMOCTOSITEILHOM PaOOTHI CTYICHTOB.
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B xome nexkuuil packpblBalOTCS OCHOBHBIE BOINPOCHI B paMKax paccMaTpUBaeMoro pasjena,
JIeNIal0TCs aKIEHThl Ha HauboJee CII0KHBIE U MHTEPECHBIE MOJOKEHHS U3y4aeMOro Marepuala, KOTopble
JOJDKHBI OBITh TMPUHATHI CTYJACHTAMH BO BHUMaHHE. Marepuanbl JICKIUN SBISIOTCS OCHOBOM MJif
MOATOTOBKU CTYJIEHTA K MPAKTUYECKUM 3aHATUSM U BBIMIOTHEHUS 3a/IaHUN CAaMOCTOSITENTLHON PabOTHI.

OCHOBHOM TIeIbI0 TMPAKTUUECKUX 3aHSATHUW SBIAECTCS KOHTPOJIh 32 CTEMEHBIO YCBOCHMS
MPOMJICHHOTO MaTepHalia, XOAOM BBIMOJHEHUS CTYJEHTAMH CAMOCTOSTEIbHONW paboThl U PACCMOTPEHHE
Han0OoJIee CIOKHBIX M CIIOPHBIX BOIIPOCOB.

12. Ilepeyens HMHMPOPMALMOHHBLIX TEXHOJIOTHH, HCHOJb3YyeMbIX MPH OCYLIEeCTBJICHUH
00pa30BaTeIbLHOIO MpoIlecca Mo AUCUMUIIMHE, BKJIOYAs NepeuyeHb MPOrpaMMHOro odecrevyeHus: U
HH(OPMALMOHHBIX CIIPABOYHBIX CHCTEM

Jliga npoBeAeHMs 3aHATUN JIEKIIMOHHOTO M CEMUHAPCKOro THMA MpeiaraloTcs MyJIbTUMEIUNHHbIE
CpeZCTBa: BUACONPOEKTOP, HOYTOYK, SKPaH HACTEHHBIH, p. 000pYJ0BaHUE UM KOMIIBIOTEPHBIHN KI1acc.

OnepanunonHas cucrema — Linux, maker opucubix nporpamm — LibreOffice mubo onepanmonnast
cucrema — Windows, naket opucHsix nporpamm — Microsoft Office B 3aBucMMOCTH OT pacipeeneHus
ayTuTopui. Y4eOHbIC ayJUTOPHH OCHAIICHBI KOMITBIOTEPHOU TEXHUKOM C BO3MOXHOCTBIO ITOAKITFOUCHHUS
K cetu «MHTepHeT» M obOecneueHHEeM JOCTyNa B 3JIEKTPOHHYI HH(POPMALMOHHO-00pa30BaTENbHYIO
cpeny MHcTuTyTA.

13. Onucanue MarepuaibHO-TEXHUYECKOH 0a3bl, He0OXO0AMMOM /Jf1 OCYILIEeCTBJICHUS
00pa3oBaTe/ILHOIO NMpolecca o JMCUMILIHHE
JItst u3ydeHHs TUCIUTUIMHBI « DJICKTPOHHBIA JOKYMEHTOO0OPOT» HEOOXOAMMO HATUIHE
ayJIMTOPUH, OCHAIIIEHHON MyIbTUMEIUHHBIMU CPEJICTBAMU OOyUCHUS AJIsl YTCHUS JICKIIUI U IPOBEICHUS
CEMHHAPCKUX 3aHATHUH.
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