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1. ey ocBOCHMS AMCHUITIUHBI
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-MEeTOANYecKas chenuduka MOporpaMMmbl IpeanoaraeT
paccMOTpEHHE MUPOKOTO Psifia IKOHOMHUKO-TIPABOBBIX BOMPOCOB C Yu&€ToMm ocodeHnHocTte [T-chepsi.

3agauyu AUCHUILINHBI:
- OTpeIeNIeHNE YCIOBHH ISl OpraHU3allii CUCTEMBI JIEKTPOHHOTO TIOKyMEHTO000pOTa;
- XapaKTEePUCTUKA KU3HECHHOTO IUKJIA 3JIEKTPOHHOTO JOKYMEHTO000pOTa;
- obecrieueHre PyHKIIMOHUPOBAHUS CUCTEMBI JIEKTPOHHOTO TOKYMEHTO000pOTa

2. MecTo TMCHMILIMHBI B CTPYKTYype 00pa3oBaTeIbHOM MPOrpaMMbl

Huctumnuuaa b1.B.13 ortHocuTcs Kk OJNOKY AMCHUIUIMH, (HOPMHpPYEMOMY YYaCTHUKAMH
00pa30BaTeNbHBIX OTHOMICHWH Y4YeOHOTO IIaHa O0Opa30BaTEILHON MPOrpaMMBI 110 HAIPABJICHUIO
«ODKOHOMUKA»,

N3ydenne maHHOW AMCIUIUIMHBI CO COJEPKATEIbHO-METOIMYECKOW TOYKM 3peHus Oasupyercs Ha
TaKUX MPEIIIeCTBYIOINX Kypcax Kak « BBeneHue B cienuanbHOCThY, « IHPOpMAIIMOHHBIE TEXHOIOTHUH B
DKOHOMHKEY,

Jucnunnuna u3yyaercs Ha 4 Kypce, B 8 cemectpe.

3. llepevyeHb IUIAHUPYEMBIX Pe3yJbTATOB OOYYE€HUS] MO IUCUHMILVINHE, COOTHECEHHBIX C
IUIAHMPYEMbIMH Pe3yJ1bTATAMM 0CBOEHHUSI 00pa30BaTe/bHON MPOrpaMMbl

B pesynbpTaTe OCBOEHHS AUCLHUIUIMHBI 00yYaromMiics AOKEH MPOJAEMOHCTPUPOBATH CIEAYIOIINE
pe3yJIbTaThI:

HNuaukatopsl IlepeuyeHns MuIaHNPYyeMBbIX Pe3yJIbTATOB 00y4YeHHS

KoMnerennus
Mo JUCIHUILJINHE

3HaTh:

-cienuUKy CUCTEM DIIEKTPOHHOTO
JOKYMEHTO000pOTa, UCIOIb3yEMBIX B COBPEMEHHOM
JIEIONIPOU3BOJICTBE

- yHKIIMOHATBHBIE OCOOCHHOCTH Pa3TUYHBIX CUCTEM
ANEKTPOHHOTO JJOKYMEHTO00O0POTa, UCTIOIh3yEeMbIX B

UIIK-1.2. Braoeem
chepe JOKyMEHTAITMOHHOTO 00ecTiedeHUs

TIK-1. Ciocoben
0a306bIMU HABLIKAMU

OCYIIECTBIISATh 5 yIpaBIeHUs, PHIHOK MTPOTPAMMHBIX TPOAYKTOB IO
abomul Ha
MOHUTOPHHT p aBTOMATH3AIMY JTOKYMEHTAIIHOHHOTO 00eCTIeYCHUS
NepCcoHANIbHOM
KOHBIOHKTYPBI yIpaBIeHUS
Komnvlomepe, pabomaem
pBIHKA Ymern:
8 aBMOMAMU3UPOBAHHBIX
OaHKOBCKHUX P - paboTaTh B CHCTEME JIEKTPOHHOTO
cucmemax
yCITyT, PBIHKA JOKYMEHTOO00pOTa OpraHU3aIuu
UHGOPMAYUOHHO2O .
[IEHHBIX OyMar, 5 - MPOBOJIUTH AHATTU3 U OLIEHKY BO3MOKHOCTEH CUCTEM
. obecneuenus
WHOCTPaHHOU . AJIEKTPOHHOTO JOKYMEHT0000POTa, pa3paboTaHHBIX
npogheccuonanbHou o
BaJTIOTHI, JUTSL OpTaHU3aIUi, IPEACTABISATH Pe3yIbTaThl aHATN3A
OoesimenbHOCMU
TOBapHO- JIeITOTIPON3BOACTBEHHBIX MTPOIECCOB OPTaHU3AINH B
CBIPBEBBIX rpaduueckom BUe
PBIHKOB Biaagern:

-HaBBIKOM IIPOBEJICHMS AaHAJIN3A ACUCTBYIOLICH
CHCTEMBI JOKyMEHTAI[HIOHHOTO 00ecTeYeHus
YIIPABJICHUS OpraHU3aluy [UIs ONPEEIICHUS 3a1a4 110
€€ aBTOMaTU3aliH

-HaBBIKAMH IIOArOTOBKHY TEXHUYECKOIO 3aJaHus Ha
BHEJIPEHUE CUCTEMBI 3JIEKTPOHHOTO
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JIOKyMEHTOO0OpOTa B OpTraHU3AIMU B pAMKaX CBOMX
KOMITETEHITHH, METOIMYECKOTO COMPOBOXKICHUE
MPOIIECCOB BHEAPEHMS M SKCIUTyaTallUd CUCTEMBI
ANEKTPOHHOTO JOKYMEHTO000pOTa B OpraHU3aIlluu

4. OObeM TMCHUIUIHHBI B 32a4eTHBIX €IMHUIIAX C YKA3aHHEM KOJINYeCcTBa aKaJeMHYeCKHX
YacoB, BBIIEJEHHBIX HA KOHTAKTHYI0 PadoTy oOydamluxcs ¢ mnpemnogaBateieM (0 BHIAM
YU4eOHBbIX 3aHATHI) U HA CAMOCTOATEIbHYI0 padoTy 00y4aroImuxcst

O06mass TpyAoeMKOCTh (00BEM) ITUCHUIUIMHBI COCTaBIseT 3 3a4eTHBIX enuHuibl, 108
aKaJEeMHUYECKUX YacOB.

Ha nexnuoHHbIe 3aHATHS OTBOAUTCS MO O4YHOM (opme 36 4acoB, 8 4acOB 1O OYHO-320UHON Gopme
o0ydeHus u 4 yaca 1o 3a04HOM popme 0OydeHHS.

Ha 3ansTHs ceMMHapCcKOro Tuna (MpakTUYecKHe 3aHsTHsI) OTBOAUTCS MO O4HOM dopme 24 yaca, 12
4acoB 10 0YHO-320YHOM (popMe 00yUueHHUs U 8 4acoB 10 3a09HON (hopme 00ydeHHUS.

Ha camocTtositensHyto paboTy OoTBOIUTCA MO 04HOM hopme 36 yacos, 48 4acoB MO0 OYHO-3a0UHOM
dhopme oOydenust u 56 daca 1o 3a04Hor hopme oOydeHHUS.

Ha nmoaroroBky k 3aueTy oTBOAUTCS 4 yaca.

5. Coaepxanue AUCHUILUINHBI, CTPYKTYPHPOBAHHOE MO TeMaM (pa3jejaM) ¢ yKa3aHHeM
OTBEJ€HHOT0 HA HUX KOJIHYeCTBA aKAIeMHYeCKHX YaCOB U BUIOB y4eOHbIX 3aHATHIA
5.1. TemaTu4eckue pa3jieibl AUCHUIUINHBI U KOMIIETEHIIMH, KOTOPbIe (OpMHUPYIOTCS NPH
UX U3yYeHUH

Ne HaumenoBanue Conep:xanue pasiesna Kon
n/n pasaena ¢popmupyemo
JUCUMIJINHBI i
KOMIIeTCHIIUH
1 OcHoBBI Mecto  anekTpoHHOro  JokymeHTooOopora B | [IK-1
JIEKTPOHHOI'O NEeATEIbHOCTH opranu3auui. [IoHsaTHE 27EKTPOHHOTO
JOKYMEHTO000poTa JIOKyMEHTO000poTa. Pa3BuTHe MOHATHS JOKYyMEHTA.
Knaccudukanus JOKYMEHTOB, JIOKyMEHTOIOTOKH.
IIpaBuiia oopmienus JIOKYMEHTOB.
IIpoexTupoBanue JIOKYMEHTOB. Cucremsl

3JIEKTPOHHOTO  JJOKYMEHTOO0OpOTa: CYLIHOCTb H
npoOiemMbl BHEOPEHUs ToKyMeHTa. Kiaccudukamnms

JIOKYMEHTOB, JIOKYMEHTOTIOTOKH. [TpaBuia
oopmienus JIOKYMEHTOB. [IpoexTupoBanue
JOKYMEHTOB. Cuctembl 3JIEKTPOHHOT O
JOKYMEHTOO0OpOTa:  CyIIHOCTh M NpOOJIeMbl
BHEJIPECHHUS.

2 KopnioparusHsie OcHoBHbIE IIpaBHIIa opranusanuu | [1K-1
CUCTEMBI JOKyMEHTO000pOTa. YUeT T0KyMEHTOB, PETUCTpaLHs
AJIIEKTPOHHOTO JOKyMEHTOB, (opmbl  peructpanuu, o0paboTka
JIOKYMEHTO0000poTa JOKYMEHTOB. Kopnoparusnas cuctema

ANIEKTPOHHOTO  JIOKyMeHTooOopoTa. OpraHu3amus
JETONPOU3BOJICTBA Ha  mpeAanpustun. Ilopsaok
IBUKEHMSI TOKYMEHTOB B opranusanuu. OOGiayHble
CHCTEMBI AJIEKTPOHHOTO IOKYMEHT0000poTa

4



3 IOpuanuecku Cucrema 3ammrtel  uHpopmamuu B Poccum. | IIK-1
3HAYMMBIH [Tponienypsl  uaeHTH(QUKALMKM TOJNb30BaTENe B
AIIEKTPOHHBIN cucreme AIIEKTPOHHOTO JOKYMEHTOO00POTA.
JIOKYMEHTOO00pOT ITponienypa 31€KTPOHHON MOANKUCH B OpPraHU3ALUU

IOPHINIECKU 3HAYMMOTO TOKYMEHTO000pOTA.
ITpobnembl oOecrieueHus MOATUHHOCTH 3JEKTPOHHOM
nognucu. Opranm3anust pabOThl ¢ JOKYMEHTaMH,
COJIepKALMMH KOMMEPYECKYIO TalHy.

4 DIIEKTPOHHBIN Buzyanuzanus TEXHHYECKOTO permamenTa | [1K-1
JOKYMEHTOOOOPOT Ha | JOKyMEHTO00OpOTa B MporpaMMHoOi cpene Microsoft
0aze opucHeix | PowerPoint. Pa3paboTka 1mraGmoHa mOKyMeHTa B
nporpamm cpeae nenoBoit rpaguku MS Visio. DIeKTpOHHBIH

JIOKyMEHTOOO0OpOT Ha 0a3ze O(UCHOTO MPUIOKEHUS
MS Outlook. ABTOMaTH3aIHA COCTAaBJICHUA
AIIEKTPOHHBIX JIOKYMEHTOB. DNEeKTPOHHBIN

JOKYMEHTO000pOT Ha 6a3e 00JIagyHbIX TEXHOJIOTHH.

Ne

Ne

5.2. Pa3nejbl AMCUMIUIMHBI, BHIAbl Y4Ye€OHBIX 3aHATHH W (OPMBI TeKylUIero KOHTPOJIA
yCIeBaeMOCTH 110 O4YHOM dopMe

HaumenoBanue pa3aeia
TUCIUIJINHBI

OCHOBBI JIEKTPOHHOTO
JIOKYMEHTO000pOoTa

KopmnopaTuBHbie cucTeMbl
3JIEKTPOHHOIO
JIOKyMEHTO000pOTa

KOpunnuecku 3HaUMMBIIA
AJIEKTPOHHBIN
JIOKYMEHTOO0O0POT

ONEeKTPOHHBIN
JIOKYMEHTOOO0OpOT Ha Oa3ze
O(UCHBIX POrpamMm

3auer

UTOI'O:

I1o o4yHo-3204HOI popMme
HaumeHoBaHme pa3jaesa

TpynoemkocTh B 4acax

Ha xoHTakTHY10
paboTy 1o BUAaM

y4eOHBIX
3aHATUN
Bcero
(BKJL.
CPC)
JI 13 U3
30 12 6
22 8 6
22 8 6
22 8 6
4
108 36 24

TpynoeMKocTh B yacax

5

Ha
CPC

12

36

®opmbl CPC

PedepupoBanue
JUTEPATyPHI

PedepupoBanue
JIUTEPATYPhI

PedepupoBanue
JUTEPaTyPHI

PedepupoBanue
JUTEPATYPBI

®opmbl CPC

DopMbl
TeKylIero
KOHTPOJIA C
yKa3zaHueM
0aj10B
(mpu
HCII0JIb30BAa
HUH
0a/NIbHOM
CHCTEMBI
OLlcHHBaHMUS

)

Omnpoc
KOHTPOJIbHAS

Ompoc
KOHTPOJIbHAS

Omnpoc
KOHTPOJIbHAS

oIpoc

DopMmbI



Ne

Pa3nennl
yCIeBaeMOCTH 110 32049HOi opme

JAUCHHUIIIMHBI

OCHOBBI 2JIEKTPOHHOTO
JIOKyMEHTO0000pOTa

KopnoparuBHbie cucTeMbl
AIIEKTPOHHOTO
JOKYMEHTO000pOTa

IOpuanyecku 3HaunMBbIi
JJIEKTPOHHBIN
JIOKYMEHTOO0O0POT

ONEKTPOHHBIN
JIOKYyMEHTOO0OpOT Ha Oa3ze
O(HCHBIX TPOrpaMMm

3auer

HUTOI'O:

AUCHMUIIJINHbI,

HaumenoBanue pa3jaesa
AMCUMILINHBI

OCHOBBI 3JIEKTPOHHOTO
JOKyMEHTO000pOTa

KopnopatuBHble cUCTEMBI
3JIEKTPOHHOT'O
JOKYMEHTO000pOTa

IOpuanyeckun 3HaunMBbIi

BH/DI

Ha xoHTakTHY10
paboty 1o BUAaM

y4eOHBIX
3aHATHI
Bcero
(BKJL.
CPC)
J 3 wus3
16 2 2
16 2 2
18 2 4
18 2 4
4
108 8 12
Y4eOHbIX

TpymoeMKoCTh B 4acax

Ha xoHTakTHY10O
paboty 1o BUAaM

y4eOHBIX
3aHATHI
Bcero
(BKJL.
CPC)
J I3 u3
18 2 2
18 2 2
17 1 2

Ha
CPC

12

12

12

12

48

3aHATHH M (QOpPMBI

Ha
CPC

14

PedepupoBanue
JUTEPATYPBI

PedepupoBanue
JUTEPATyPHI

PedepupoBanue
JIUTEPATYPBI

Pedepupoanue
JIATEPATYPBI

®opmsbl CPC

PedepupoBanue
JIUTEPATYPBI

PedepupoBanue
JUTEPaTyPHI

Pedepupoanue

TeKYIero
KOHTPOJIA C
yKa3zaHuem

0a/10B
(npu
HCIO0JIb30BAa
HHUH
0aTIbHOM

CHCTEMBI

OLleHHUBAHMSA

)

Ormpoc
KOHTPOJIbHAS

Omnpoc

KOHTPOJIbHAA

Ompoc
KOHTPOJIbHAS

omnpoc

TEKYLIEero KOHTPOJIsA

DopMbI
TeKYIero
KOHTPOJIA C
yKa3zaHuem
0a/10B
(npu
HCIO0JIb30BAa
HHUH
0aJTILHOM
CHCTEMBI
OIleHUBAHMSA

)

Ompoc
KOHTPOJIbHAS

Omnpoc

KOHTPOJIbHAA

Onpoc



AIIEKTPOHHBIN JUTEPATYphl | KOHTPOJIbHAS
JIOKYMEHTOO0O0POT
4 DneKTpOHHBIN PedpepupoBanie
JIOKYMEHTOOOOpOT Ha Oa3e 17 1 2 YD orpoc
JUTEPATYPHI
O0(HUCHBIX MPOTPaMM
3auer 4
NUTOI'O: 108 4 8 56

6. YueOHo-MeTOOMYecKOe o0ecreyeHHe CaMOCTOSITENbHON PadoThI
AUCHMILINHE

o0y4aloumuxcsa 1o

Ne HaumenoBanme pasaesna Conep:xxkanue CPC KonTpoasb
AUCHHUILVINHBI
1 | OcHOBBI 3JIEKTPOHHOTO paboTa ¢ MpoiAeHHBIM Crnaetcst npenojaBaTeo B
JOKyMEHTO000poTa MaTepHaIOM [0 KOHCIIEKTaM 3JIEKTPOHHOM BHJIE

JeKIHMA 1 y4eOHUKY. JloKIa bl

2 | KopriopaTuBHBIE CUCTEMBI paboTa ¢ PO ICHHBIM Cnaetcs mpenojaBartelno B

3JIEKTPOHHOTO MaTepHaIOM MO0 KOHCTIEKTaM AIIEKTPOHHOM BHJIE
JIOKyMEHTO0000pOoTa JEKIHN 1 y4eOHHKY. Jlokmaapl.

3 | FOpuanueckn 3HaUNMBIN paboTa ¢ MpoiAeHHBIM Cnaetcst nmpenojaBaTeno B
AJIEKTPOHHBIN MaTEepUAIIOM 0 KOHCIIEKTaM DJIEKTPOHHOM BUJIC
JIOKyMEHTOO0OPOT JeKIHUN 1 y4eOHUKY. JloKmaapl.

Keiticer

4 | DNeKTPOHHBIN
JOKYMEHTO000pOT Ha 6aze
o(ucHBIX IporpamMm

paboTa ¢ MpoHICHHBIM
MaTEpHUaIOM MO KOHCIIEKTaM
JEKIHN 1 y4eOHUKY. JloKmaapl.
Keiichl

Crnaercs rpenoiaBaTelnio B
DJIEKTPOHHOM BHJIC

7. IlpoBeneHue MPOMEKYTOYHOM aTTeCTANMU 00YyYAIOIMXCH MO JMCUMIINHE
7.1. O6uue ycioBus

[IpomexxyTouHast aTTecTanus NpoBoIUTCA B 8 cemecTpe B (hopMe YCTHOTO 3a4UeTa.

7.2. KpuTepuu H IIKaJbI OLICHNBAHUS Pe3yJbTATOB 00YUeHHs M0 TUCHHUILINHE
Kon IMoka3zarenu Kpurepun 1 mkajaa oueHuBaHUS Ilepeuennb
KoOMIIeT AOCTHKEHUSA OLICHOYH
CHIHHU pe3yJbTaToB BIX
o0y4eHus CpeaAcTB
OT1In4yHoO Xopomo YaoBa Heynos.
IK-1. OtBerst Ha | OtBerl Ha | [lomyckaror | Marepuan TecTel
Crniocobe MIOCTABJIEHH | MIOCTaBJEHH | Cd nuznaraercsa | Pedepartsl
H bI€ BOIIPOCHI | bI€ BONPOCH! | HapyleHus: | Henocnenos | [Ipakruue
OCyHIECT B Ouyere W3JIararTcs | B aTeNbHO, CKHE
BJISITh U3JaraloTcs | CUCTEeMaTu3 | MOcienoBaT | COMBUYMBO, 3aa4u
MOHHUTOD HIIK-1.2. JIOTUYHO, HUPOBAHO U €IIbHOCTH HE
UHT Braoeem IOCIEA0BAT | IOCJIENOBAT | U3JIOKEHHUS. | IIPEACTaBIIsIE
KOHBIOH | 0a306bLMU €JIbHO U HE | €JIBHO. JlemoHCcTpH | T
KTYpBbl HAsbIKaMU TpeOyIoT Marepuan pyroTcs ONPEACIICHH
pBIHKa padomol HA | MONIONIHUTEIN | U3J1araercs | MOBEPXHOCT | OM CUCTEMBI
OaHKOBC | "€PCOHAILHOM BHBIX YBEPEHHO. HbIC 3HaHUs | 3HAHWM 1O
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KHX KoMnvlomepe, nosicieHui. | JleMoHCcTpu | Bompoca. JTUCIUIIINHE
yCHyT, pabomaem 6 | denarorcs pyercs Nwmerorcs . Umerorcs
pBIHKA aemomamu3zupo- | 0OOCHOBaHH | yMEHHUE 3aTpyJITHEHU | 3aMETHbBIE
LEHHBIX | GAHHbIX b€ BBIBOJBI. | AHAIM3HPOB | 5 C HapyUICHHU
Oymar, cucmemax JleMoHCTpU | aTb BBIBOJIaMU. | HOPM
UHOCTpA | UHopmayuonHo | pyrorcs MaTepuall, JlonmyckaroT | IUuTepaTrypH
HHOM 20 obecneuenus | TIyOOKUE OJIHAKO HE csl oif peun.
BANIOTHI, | npogeccuonanvy | 3HaHUS BCE BBIBOJIbI | HApYyIIECHUS
TOBapHO | ol 0a30BbIX HOCST HOPM
- oesmenvHoCmu HOPMATHUBHO | apTyMEHTHUD | JIUTEpaTypH
CBIPBEBHI -IPaBOBBIX | OBAHHBIM U | OW peYH.
X aKTOB. nokasarenbH | OTMevaercs
PBIHKOB Cobmofaror | bIi ciaboe
Cs1 HOPMBI XapakTep. BJIaJIeHUE
mutepaTypH | CoOmogaoT | TepMUHOJIOT
OM peun. Csl HOPMBI HeH.
JAUTEpaTypH
OH peuu.

7.3. OueHoYHbIE CpeCcTBA /I NIPOMEKYTOYHOH aTTeCTAllUH

1. TloHsATHe NOKyMEHTa, JOKyMEHTO000pOTa U MOTOKA JOKYMEHTOB.

2. llenu BHenpeHHUs AIIEKTPOHHOTO JTOKYMEHTO000pOTA.

3. TenpeHIMH pa3BUTHSI CUCTEM DIIEKTPOHHOTO TOKyMeHTOO0OOpoTa. PerHOK CO/I.

4. CrangapTsl B 00JaCTH 3JEKTPOHHOT0 ToKymMeHTooOopoTa (EDI).

5. Mecro CD]] B uHpOpMAIIMOHHOHN CUCTEME TIPEATIPUSATHS.

6. Tunsr CO/l. Cuctema AeI0MPOU3BOICTBA U CUCTEMA HJIEKTPOHHOTO IOKYMEHTO000pOTa.

7. Knaccudukanus aBTOMaTu3UpOBAHHBIX CUCTEM JICJIONPOU3BOACTBA U AJIEKTPOHHOTO
JIOKyMEHTO000POoTA.

8. Twumbl TEXHOJIOTHH JIEKTPOHHOTO yHpaBiieHus TokyMeHTamu (DY ]1).

9. JlokyMeHT B MH(OpPMAaIMOHHON crcTeMe. TUIbI TOKYMEHTOB B MHPOPMALIMOHHON cUCTEME:!
OyMa)kHBII JOKYMEHT, 00pa3 JOKyMEHTA, 3JIEKTPOHHBINA JOKYMEHT, CTPYKTypUPOBaHHbIE
nokymeHTel, XML — npencrasinenue.

10. Creniuduka noxymenta B COJI. CiioxHbIE TOKYMEHTHI. JJOKyMEHT B JI€70MTPOU3BOICTBE.

11. Toxyment B CO/I. Poxxaenue. Cranosnenue. [lyGnukanus. ApXxuBupoBaHHe.

12. Tlonneprkka *KU3HEHHOTO UKIa B pa3nuuHbix CO/l. XpaHnunuiie aTpuOyToB JOKYMEHTOB.
XpaHWIUIIE CaMUX IOKyMEHTOB.

13. Konneniuu 6e30yMakHOU TEXHOJIOTHH YITPaBICHUSI.

14. TunoBsle koMnoHeHTsl CO/I: XpaHuiuie kapToyek (aTpuOyTOB) JOKYMEHTOB; XpPaHWIUIIIE

JOKYMCHTOB; KOMIIOHCHTBI, OCYIICCTBJIAIOIINC 6H3H€C-HOFI/IKy CHUCTCMBI.




15.

16.
17.
18.
19.
20.

21.
22.
23.
24.
25.
26.
217.
28.
29.
30.

31.
32.

33.
34.

Kowmnonents! pynknuonansHoctu CO/I. Ynpasienue nokymeHntamu B xpanunuiie. [louck
JOKYMEHTOB. MapuipyTusanusi U KOHTpOJIb UCroHeHus. OTueTsl. AAMUHUCTPUPOBAHUE.
MeTtobl cCOpTUPOBKH TO0KyMeHTOB B CO/I.

OcnoBusbie pynkuun CO/1. Tunossie TpedoBanust k CO/.

[Ipenmy1iecTBa BHEAPEHUS CUCTEMBI 3JIEKTPOHHOTO JOKYyMEHTOO0O0pOTA.

[Tpuunnzel aBTOMaTH3aMKU. BHIOOp cricTeMbl aBTOMATH3alUY.

BapuanTsl pemienus 3aa4 aBToMaTH3aliy 10KyMmeHToo0opoTa. [IpobGiema equHcTBa
UH(POPMaLMOHHOM cucTeMbl U uHTerpanuu COJ1 B undpactpykrypy koprnoparusHoit UC.
Kpatkwuit 0030p ppiHKa U Ki1accuuKanus miaThopm, MpeICTaBICHHBIX Ha PHIHKE.

®DakTOpPHI, BIUSAIONINE Ha BHIOOp 0a30BO# TIaTHOPMBI.

ECM-cucremsi.

BPM — cucremsi.

OreuectBennbie COJI.

Lotus Notes.

daxtop Microsoft SharePoint.

[ToncucreMsl aBTOMaTH3AIMH JJOKYMEHTOO00POTA.

CucreMbl aBTOMaTH3aUU JI€TIONIPOU3BOJICTBA.

[Toncucrema apxuBa JOKYMEHTOB, YIpaBICHHS KOHTEHTOM M CpPEICTBA CTPYKTYpH3aLUU.
(Opranumzamnus xpanwiuma (aitnos; OpraHuzamnus MeTagaHHbIX; MHTErpanus ¢ opucHBIMH
npunoxkenusiMu; CpenctBa cTpykTypusauuu wuHbopmanmu B apxuBe; CpeacTtBa 3arpy3ku
nokymeHtoB Data Capturing; I[lpumepsl CpeacTB oOpraHm3aliil apXuBa JOKYMEHTOB B
pasmuunbiX kinaccax [10). CMK CMK-PIT/I-B1.112-2019

CuctemMbl BBOJIa TOKYMEHTOB M CUCTEMBI 00pabOTKH 00pa30B JOKYMEHTOB

[ToncucTtema MapmipyTU3allMd JOKYMEHTOB U ymnpaBieHus 3ananusMu. ([Ipumepsr
MCIIOJIb30BAHUS MapUIPyTU3ALMKH JOKYMEHTOB B Pa3JIMYHBIX NPUKIAAHBIX cucTemax; Buabl u
CHOCOOBI MapHIpyTHU3allMi JTOKYMEHTOB; EnuHas wHQpacTpykTypa 3agaHuid, (QyHKIUH,
CpenctBa opraHuzaruu 3amMmemnieHui; CpencTBa yBEIOMJICHHH M aBTOMaTH3alus 00pabOTKH
3ananuit; [Ipumepsl cpeicTB MaplIpyTU3alMU U TOJCUCTEMBI 3a/IaHUi B Pa3IMYHBIX KJIaccax
I10).

CucreMbl KOMITJIEKCHOM aBTOMaTH3a[Ml OU3HEC-TIPOLIECCOB.

Tunsl TpUIOKEHUN, BHEAPAEMBIX B paMmkax koprnopaTuBHoW COJI: apXuBBI 3JIEKTPOHHBIX
JOKYMEHTOB; aBTOMAaTH3allUsl TMPOIECCOB KIACCHUYECKOTO POCCHUHUCKOTO JIOKyMEHTO000pOTa
(mogmepkKa JOKYMEHTAIIMOHHOTO oOecnedenus ynpasinenuss — JIOVY); aBTomartuzanus
IIPOLIECCOB COTJIaCOBAHMS JOKYMEHTOB; aBTOMAaTH3alldsd yHpaBieHUs OyMa)KHBIM apXHBOM;

aBTOMATH3AIMs TPOIECCOB OOIIEaIMUHACTPATUBHOTO JTOKYMEHTOOOOPOTa; aBTOMAaTH3aIIUS
9



CHEU(PUIECKIX  OTPACICBBIX  3a/ady;  aBTOMATH3AIMs  MPOIECCHOTO  YIPAaBJICHHUS,
aBTOMAaTHU3alMsl JTOKyMEHTOO00pOTa B yHPaBIECHUHM MPOEKTaMHU; aBTOMATHU3AIlisl TEXHUYECKOTO
JIOKYMEHT0000pOoTA.

35. ApXUBBI 2JIEKTPOHHBIX JOKYMEHTOB.

36. ABTOMAaTH3aIHS MTPOIIECCOB KIACCHYECKOTO POCCHICKOTO JOKYMEHTO000pOTa (TIOIIepIKKa
JIOKyMEHTAIIMOHHOTO o0ecreueHus ynpasienus - [I0Y).

37. ABTOMaTH3a1us MPOLIECCOB COTTIACOBAHUS TIOKyMEHTOB.

38. ABroMaTu3aus ynpapieHUs OyMakKHbIM apXHUBOM.

39. ABTOMaTH3anus MPOLIECCOB OOIICaTMUHUCTPATUBHOTO IOKYMEHTOO00pOTA.

40. ABToMaTu3anus crieuPpruIecKux OTPaciIeBbIX 3a/1ad.

41. ABToMaTH3aIMs MPOIIECCHOTO YIPaBICHHUS.

42. ABTomMaTu3aius TOKyMEHTOO00pOTa B YIIPABICHUU MPOCKTaAMHU.

43. ABToMaTH3anus TEXHHYECKOTO JOKYMEHTO000pOTA.

44, Cuctema 3JIeKTpOHHOTO JoKyMeHTooOopoTa Lotus Domino & Notes.

45. Oco0eHHOCTH BHEJPEHUS U KCIUTyaTalliH.

46. Cucrema 31eKTpOHHOTO ToKyMeHToobopoTa Lotus Domino & Notes. [TonoxkeHue Ha pbIHKE.
Hcropust cucTemsl, JIMIIEH3UN U CEPTUPUKATEI.

47. Ctpykrypa CompanyMedia. ApXUTEKTypa CUCTEMBI.

48. CH/1 Lotus Domino & Notes. Kputrka. Konkypupyroiue pa3paboTKH.

49. OneHka 3KOHOMUU | BBITOJ. MlcuucisieMble BBITOIBI.

50. OtieHka 35KOHOMUM | BBITOA. HencuucinseMblie BRITOIBL.

51. Ouenka 3¢ dexruBrocTr BHeAperus CO/I.

52. Pacuer pacxonoB. Pacuer 10x010B.

53. DxoHOMHUYECKas I_ICJ'IGCOO6p33HOCTL HOBOBBCJICHU. COCTaBJ'IHI-OIJ_II/Ie SKOHOMHYCCKOTI'O

addekra.

8. IlepeuyeHb 00pa3oBaTeJbHBIX TEXHOJIOTI M

B npomecce rmpemomaBaHus JUCHMIUIMHBI  UCIOJB3YIOTCS — Cleayromue o0pa3oBaTelIbHbIC
TEXHOJIOTHH:

1. JIexmus - guanor

2. Jlexuusi-TuCKy CCHst

3. Pemiennie CUTyaniMOHHBIX 33 JaHUN

4. ®opma KoH(pepeHITHH

9. IlepeyeHb OCHOBHOW M [ONMOJHHUTEJLHOH Y4yeOHO# JMTepaTypbl, HeO0OXOAMMOW AJs
OCBOEHUS TUCIHIJIMHBI

a) OcHoBHas IUTEpaTYypa
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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 Ien0nporu3BOACTBO M 3aLIUIICHHBIN 3JIEKTPOHHBIHN
JIOKYMEHT0000pOoT : yuyeOHoe nocodue s OakanaBpos / M. B. Kysunenosa, I'. A. XauatpsH.
— Mocksa : Aii [Tu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — Tekcr :
anekTponHbli // Ludposoii obpazoBatensHblii pecypc IPR SMART : [caiit]. — URL:
https.//www.iprbookshop.ru/97083.html

VYmpaBineHue [IOKyMeHTaMH B HHU(poBoil 3KkoHOMHUKe. OpraHuzainus, perjaMeHTalus,
peammsarust / M. B. Jlapun, H. I'. CypoBuesa, E. B. TepentbeBa, B. ®. SlakoBas ; mon
pemakmueit M. B. Jlapuna. — 2-e u3n. — MockBa : Poccuiickuii rocyaapcTBEHHBIN
TyMaHHUTapHbIH yHUBepcutet, 2022. — 246 ¢. — ISBN 978-5-7281-3084-0. — TekcrT :
anekTpoHHbIi // Ludposoii obpazoBatensHblii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/124690.html

0) JlonosHuTenpHas auTeparypa

1. Psb6oga, C. B. JlokymeHTallMOHHOE OOecTieueHue ynpaBIeHUYECKON NeSTEIBHOCTH : yueOHOoe

nocooue / C. B. Psi6oBa. — YIbSHOBCK : YJIBSHOBCKUI TOCYJapCTBEHHBIM TEXHUYCCKUN
yuauBepcutet, 2021. — 341 ¢. — ISBN 978-5-9795-2106-0. — Texkct : 351eKTpOHHBIH //
Hudposoit  obpazoBarenbubii  pecypc IPR SMART : [caiitr]. — URL:

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

Kamommna, T. FO. JlokyMeHTaIImOHHOE 00ecieueHre paboThl ¢ IEPCOHAIOM B IU(pe U HA
oymare : yueOHoe nocobue / T. FO. Kanommna. — HoBocubupck : HoBocubupckuit
rOCyAapCTBEHHBINA TeXHUYECKU yHUBepcuTeT, 2022. — 124 ¢. — ISBN 978-5-7782-4728-
4. — Texct : anexTpoHHslii // Ludposoit oOpazoBatensHblil pecypc IPR SMART : [caiT].
— URL: https://www.iprbookshop.ru/126489.html

10. Ilepeyens pecypcoB HUHGPOPMANNOHHO-TEJIEKOMMYHUKAMOHHOH ceTH «MHTepHETY,

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

[EEN

. http://aup.ru - AnMuHHCTPATHBHO-YIPABICHYCCKUAN TTOPTA

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

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

http://www.hr-portal.ru — HR-moptan

https://www.doc-online.ru/tools/sed/ - peiTHHT cUCTEM 3JIEKTPOHHOTO JOKYMEHTOO00POTA

11. Meroanueckue yka3aHusi 1Jis1 00y4arOIMXCs 10 OCBOCHUIO 1M CHUILTHHbBI
N3yuenne yueOHON MUCHUIUIMHBI «DJIEKTPOHHBIA JOKYMEHTOOOOPOT» MPEAINOoaracT OBIIaJcHHE

MaTepHajaMH JICKIHH, y9eOHUKa, IPOrpaMMbl, pabOTy CTYJCHTOB B XOJC MPOBEACHHS MPAKTUICCKUX
3aHATHMN, a TaK)K€ CUCTEMATUYECKOE BBITIOJHEHUE MUCbMEHHBIX padoT B hopme pedepaToB, TECTOBBIX U
WHBIX 3aJaHUH U1 CaMOCTOSITEILHOM PaOOTHI CTYIEHTOB.

B xoxe nexmuit PAaCKpbIBAOTCA OCHOBHBIC BOIIPOCBI B paMKaxX pacCMAaTpUBAEMOI'0 pa3nciia,

JCIAa0TCA aKIICHTHI Ha HauOoee CI0KHEIC U HUHTCPCCHBIC IMOJIOKCHUS N3y4acMOro MaTcpuajia, KOTOPbIC

11


https://www.iprbookshop.ru/101357.html
https://www.iprbookshop.ru/97083.html
https://www.iprbookshop.ru/124690.html
https://www.iprbookshop.ru/121268.html
https://www.iprbookshop.ru/126489.html
http://aup.ru/
http://www.elibrary.ru/
http://www.cyberleninka.ru/
http://www.hr-portal.ru/
https://www.doc-online.ru/tools/sed/

JOJDKHBI OBITh TMPUHATHI CTYJACHTAMH BO BHUMaHHE. Marepuanbl JICKIIUN SBISIOTCS OCHOBOM MJif
MOATOTOBKU CTYJIEHTA K MPAKTUYECKUM 3aHATUSAM U BBIMIOTHEHUS 3a/IaHUN CAaMOCTOSITENTbHON PabOTHI.

OCHOBHOM 1IebI0 TMPAKTUYECKUX 3aHSATHUW SBIAETCS KOHTPOJIL 32 CTEMEHBIO YCBOCHMS
MPONJICHHOTO MaTepHala, XOAOM BBIMOTHEHUS CTYJECHTAMH CAMOCTOSTEIbHONW paboThl U PACCMOTPEHHE
HanOOoJIee CIOKHBIX M CIIOPHBIX BOIIPOCOB.

12. Ilepeyenb HMHPOPMALMOHHBLIX TEXHOJIOTHH, HCHOJB3YyeMbIX MPH OCYLIEeCTBJICHUH
00pa30BaTeIbLHOIO Mpolecca Mo AUCUMUIIMHE, BKJIOYAs NepeuyeHb NPOrpaMMHOro odecrevyeHus:
HH(OPMALMOHHBIX CIIPABOYHBIX CHCTEM

Jliga npoBeAeHMs 3aHATUN JIEKIIMOHHOTO M CEMUHAPCKOro THMa MpeiaralTcs MyJIbTUMEIUNHHbIE
CpeZCTBa: BUACONPOEKTOP, HOYTOYK, SKpaH HACTEHHBIH, p. 000pYJ0BaHUE UM KOMIIBIOTEPHBIHN K1acc.

OmnepanuonHast cucrtema — Linux, maketr oducHbix nporpamm — LibreOffice 0o oneparmionHast
cucrema — Windows, naket opucHbsix nporpamm — Microsoft Office B 3aBucuMOCTH 0T pacipeeneHus
ayTMuTOpui. Y4eOHbIC ayJUTOPHH OCHAIICHBI KOMITBIOTEPHOW TEXHUKON C BOZMOXHOCTBIO ITOAKITFOUCHHUS
K cetu «MHTepHeT» M obOecneueHHEM JO0CTyNa B 3JIEKTPOHHYI HH(POPMALMOHHO-00pa30BaTENbHYIO
cpeny MHcTnTyTA.

13. Onucanue MarepuaibHO-TEXHUYECKOH 0a3bl, He0OXO0AMMOM /Jf1 OCYILIEeCTBJIEHUS
00pa3oBaTeILHOIO Mpolecca No JMCUMILIHHE
JUts u3ydeHHs TUCIUTUIMHBI « DJICKTPOHHBIA JOKYMEHTOO0OPOT» HEOOXOAMMO HATUIHE
ayJIMTOPUH, OCHAIIIEHHON MyIbTUMEIUHHBIMU CPEJICTBAMU OOyUCHUS AJIsl YTCHUS JICKIIUI U MPOBEICHUS
CEMHUHAPCKUX 3aHATHUH.
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