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1.

PaGouas mporpamma ogo0OpeHa Ha 3aceJaHuH
kadenaper DxoHomuku [Ipotokoi ot 28.05. 2024 .
NelO

1.0. 3aBEyIONIETo Kadeapoi: KaHauaat
MeJJaroru4eckux Hayk, nouent @népos O.B.

denepanbHbId TOCYIapCTBEHHBII CTaHIAPT BBICHIEro 00pa3oBaHMs — OakajaBpHaT 10 HaNpaBJICHHUIO IMOJTOTOBKH
38.03.04 I'ocynapcTBeHHOEe M MyHHIMNANbHOe yrpasieHue (IIpuka3 MuHucTepcTBa HAYKH M BBICHIETO 00pa30BaHUs
Ne 1016 ot «13» aBrycra 2020 r. (3apeructpupoBano MunuctepcTsa roctunuu Poccuiickoit deneparuu 27 aBrycra
2020 r. Ne 59497), cocraBieHa Ha OCHOBaHMM Y4eOHOro IUlaHa HampaBleHHOCTH «[ocynapcTBeHHOE U
MYHUIUIAIBHOE YIPaBJICHUE»; CIPaBOYHUKA KBaJH(PHUKAIIMOHHBIX TPeOOBAaHMH K CHEHHATLHOCTSM, HAIPaBICHUSIM
MOATOTOBKH, 3HAHMSAM M YMEHUSM, KOTOpbIE HEOOXOAWMMBI OISl 3aMEIICHHS JOJDKHOCTEH TOCyIapCTBEHHOM
TpaXkIaHCKOH CITy>KOBI C ydeToM 00JacTH M BHAa NMpOo(decCHOHATHHON CITYKEOHOHW NesITeIPHOCTH TOCYIapCTBEHHBIX
rpakIaHCKuX ciy)amux (yrB. Muntpynom Poccum).

OenepanpHbIX 3akoHOB: "O MyHHIunamsHOW ciayxk0e B Poccuiickoit @eneparuu” ot 02.03.2007 Ne25-®3 u "O
TOCYJapCTBEHHON TpakmaHckoil ciyx0e Poccuiickoit ®enepammu” ot 27.07.2004 Ne79-03; merommueckuit
WHCTPYMEHTApUil 1O  YCTAHOBJICHHWIO KBaJM(UKAIMOHHBIX TpeOOBaHMH JUIi  3aMEIIEHHs  JOJDKHOCTEH
TrOCYJapCTBCHHON Tpa)KIaHCKOW CIyXObl, pa3paObOTaHHBIM MUHHCTEPCTBOM TpPy/Aa U COLMAIBHOW 3al[UThI
Poccuiickoit denepannu;

[Tpodeccronanbusbiii cranaapt 08.037 "busnec-ananutuk" (npuka3z MunTtpyaa Poccun ot 22.11.2023 N 8211 );

[Mpodeccuonanpubiii cranaapt 08.043 "Dxonomuct npeanpustus” (mpukaz Muntpyaa Poccuu ot 30.03.2021 N
161n.




1. Ilesn ocBOeHUs TUCHUTLIHHBI
Leabio 0CBOCHUS AUCHUIIIUHBI «DIEKTPOHHBIN TOKYMEHTOOOOPOT B OpraHax BIIACTHY SIBISETCS
(dbopMHpOBaHKE Y CTYICHTOB TEOPETUYECKUX MPEACTABICHNHN, a TAK)KE MPAKTHUECKUX YMEHUH, HABHIKOB
U KOMIIETCHIIMA B 0OJACTH JOKYMEHTOOOOpOTa B YCIOBUAX NHU(PPOBU3AIMU YIPABICHYECKOTO
WHCTPYMEHTApHUsI COBPEMEHHBIX KommaHuil. CojepikaTellbHO-METOAMYECKasi crenuduka MporpaMMbl
MPEIIoiaracT PacCMOTPEHUE IMIUPOKOTO Psia YKOHOMUKO-ITPABOBEIX BOMPOCOB € YYETOM OCOOCHHOCTEM
IT-cdepsr.

3aiaun JTHCHUILIMHBI:
- OTIpe/ieTICHUE YCIOBUH JIJIsl OPraHU3aluy CHCTEMBI JIEKTPOHHOTO IOKYyMEHTO000pOTa;
- XapaKTEepPHUCTHKA )KU3HEHHOTO [IUKJIA 3JIEKTPOHHOTO JJOKYMEHTOO00POTa;
- obecrnieueHue QyHKIIMOHUPOBAHHS CUCTEMBI AIEKTPOHHOTO JOKYMEHTO000pOTa

2. MecT0 IUCHUILIUHBI B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

Hucummummuaa b1.B.13  otHocurcs K  ONOKYy JMCHMIUIMH, (OPMHUPYEMOMY  yYaCTHUKAMHU
00pa3oBaTeNbHBIX OTHOIICHWH YYeOHOTO TuTaHa OOpa30BaTEIBHOM MPOTrpaMMbl IO HAIPABJICHHUIO
«DKOHOMUKA.

W3ydyeHne naHHOW AMCUMILTUHBI CO COJEP)KATEIbHO-METOINYECKOW TOUYKHU 3peHusi 0azupyercs Ha
TaKUX MPEAIIeCTBYIOINX Kypcax Kak «BBeneHue B cienuanbHOCThY, «HPOpMalMOHHbIE TEXHOIOTUHU B
HKOHOMHUKE,

JlucuuiuinHa u3y4aercs o o4Hoil ¢popme oOyueHus Ha 2 Kypce, B 4 ceMecTpe, 10 0YHO-3a049HOM U
3a04HOM hopmMam oOyueHus Ha 4 Kypce, B 8 cemecTpe.

3. llepevyeHb IUIAHUPYEMBIX Pe3yJabTATOB OOY4YE€HUS] MO MCHHUILIMHE, COOTHECEHHBIX C
IVIAHUPYEMbIMH pe3yJIbTATaAMH 0CBOCHHMS 00pa30BaTeIbHOM MPOrpPaMMBbl

B pesynpTaTe OCBOCHUS AMCHUILIMHBI OOYYAIOMIUIICS JOHKEH MPOACMOHCTPUPOBATH CIEIYIOIINE
pe3yabTaThI:

HNuaukatopsl Ilepedyenn muIaHNpyeMbIX pPe3yJIbTATOB 00y4eHH S

KoMnerennus
0 AUCLUILINHE

3HaTh:

-creni UKy CHCTEM IIEKTPOHHOTO
JIOKYMEHTO000pOTa, UCIIOIb3YEMBIX B COBPEMEHHOM
JIeTIONPOU3BOICTBE

- yHKIMOHATIbHBIE OCOOCHHOCTHU PA3IMUHBIX CUCTEM

UIIK-1.2. Braoeem
3JIEKTPOHHOTO JOKYMEHTO000POTa, UCTIOIB3YEMBIX B

[1IK-1. Ciocoben
0a308bIMU HABLIKAMU

OCYILIECTBIIATh 5 cdepe TOKyMEHTAIIMOHHOTO 00ecTIeYeHus
abomvl Ha
MOHUTOPUHT p YIIPaBJICHUS, PHIHOK IPOTPAMMHBIX ITPOITYKTOB I10
nepCcoHaNbHOM
KOHBIOHKTYPBI P aBTOMaTH3alMH JOKYMEHTAI[HOHHOTO 00eCTIeYeHUs
Komnvlomepe, pabomaem
PBIHKA yIIpaBJICHUS
8 A8MOMAMU3UPOBAHHBIX
0aHKOBCKHUX YMmern:
cucmemax
yCIYT, PhIHKA - paboTaTh B CHCTEME IEKTPOHHOTO
UHDOPMAYUOHHO20
LIEHHBIX OyMmar, JIOKYMEHTO000pOTa OpraHu3auu
. obecneueHus .
MHOCTPaHHOU . - IPOBOAMTH AHAJIN3 M OIIEHKY BO3MOXKHOCTEH CHCTEM
npogeccuonanbHoll
BaJIOTHI, 3JIEKTPOHHOT0 JIOKYMEHT0000pOTa, pa3paboTaHHBIX
oesamenbHoOCmu o
TOBapHO- JUISL OpTaHU3aI|id, IPECTABIATH PE3yIbTaThl aHAIN3a
CBIPbEBBIX JIeNTOTIPOU3BOICTBEHHBIX MPOLIECCOB OPraHU3AINH B
PBIHKOB rpadguyeckom Buje

Baagern:

-HaBBIKOM MIPOBEJICHUS aHaIu3a JACCTBYIONICH
CUCTCMBbI ,Z[OKYMGHTaL[I/IOHHOI‘O O6€CHG‘I€HI/IH
YIpaBJICHUS] OpTaHU3ALMH ISl ONPEACIICHUS 3a/1a4 110
€€ aBTOMAaTu3almun
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-HaBBIKAMH MOATOTOBKH TEXHUYECKOT'O 3aJaHus Ha
BHEJIPEHUE CUCTEMBI SJIEKTPOHHOTO
JTOKYMEHTOO0O0pOTa B OpraHU3aI[uU B paMKaX CBOUX
KOMITETCHIINI, METOJIUYECKOTO COTIPOBOXKICHUE
MPOIIECCOB BHEJIPSHMSI M SKCILTyaTaIl[iU CHCTEMBI
3JIEKTPOHHOTO IOKYMEHTO000POTa B OpraHu3aIiuu

4. OO0beM IMCUMIIMHBI B 3a4YeTHBIX €IMHHIAX € YKAa3aHHEM KOJIUYeCTBa aKaJeMHYeCKHX
4acoB, BbIIEJEHHBIX HA KOHTAKTHYK padory oOydamommxcs ¢ mnpemnogaBaresqeM (10 BHAAM
YUeOHBbIX 3aHATHIT) U HA CAMOCTOATEIbHYI0 padoTy 00y4ar0IMXCs

OO6mrast TpymoeMKOCTh (00BbEM) JUCHUIUIMHBI COCTaBIseT 3 3a4eTHBIX eauHuIbl, 108
aKaJIeEMUYECKUX YaCOB.

Ha neximonHble 3aHSITHA OTBOAMTCA 16 WacoB mo ouyHOU ¢dopMe 0OydeHHs, 8 YacoB MO OYHO-
3a04HOM opme 00yueHus 1 4 Jaca 1o 3a049HOor (hopme 0OydeHHS.

Ha 3anstusi cemuHapckoro tumna (MpakTHYeCKHe 3aHsATUs1) OTBOAUTCS 16 4acoB mo ouHOM (opme
oOy4eHwus1, 12 4acoB 1Mo 04HO-3a09HOM PopmMe 0OydeHHs U 8 YacoB 1O 3a04HOM (hopme 0OyUeHHUs.

Ha camocrostensHyto paboTy orBoanTcs 48 yaca o 0o4yHO-3a04HOU (hopMe oOydenus u 56 yaca no
3a04HOM opMe 00yUeHHS.

Ha noarotoBky K 3a4eTy 1o 04HO-3a049HOM U 3a04HO (hopmMam 0OyueHHs OTBOAUTCA 4 Haca.

5. ConpepxaHue NUCUMINVIMHBI, CTPYKTYPHPOBAHHOE IO TeMaM (pasaejiaM) C yKa3aHHeM
OTBEJCHHOI0 HA HUX KOJMYeCTBA aKaJeMHUYeCKNX YACOB U BHA0B Y4eOHbIX 3aHATHH
5.1. TemaTnueckue pa3ae/ibl JTUCHUILVINHBI U KOMIETEHIINH, KOTOpPbIe (P)OPMHUPYIOTCSH MPH
UX U3YYeHHH

Ne HauMenoBanue Conep:xanue pasaena Kon
n/n pasaena (popmu
JMCIUTIJINHBI pyemoii
KOMIIeT
eHLIMH
1 OcHoBBI MecTo 3JeKTpPOHHOTO JOKyMeHTooOopota B aesrenbHocTd | [TK-1
JIEKTPOHHOTO opranuzaiuil. IloHATHE 3IEKTPOHHOrO OKYMEHTOOOOpOTA.

JOKYMEHTO0000poTa Pa3Burtue nonsaTus nokymenta. Kiaccuduxanms 10KyMeHTOB,
JOKYMEHTOTIOTOKH. [IpaBmia odopMIIeHUS JTOKYMEHTOB.
[IpoektupoBanne MOKyMEHTOB. CHCTEMBI 3JIEKTPOHHOTO
JIOKYMEHTOO0OpOTa: CYIIHOCTh M TPOOJEMBbI BHEAPEHUS
JIOKYMEHTA. Knaccudukanus JOKYMEHTOB,
JOKYMEHTOTIOTOKH. [IpaBmia odopMIIeHUS JTOKYMEHTOB.
[IpoektupoBanne MOKyMEHTOB. CHCTEMBI 3IEKTPOHHOTO
JIOKYMEHTOO0O0POTa: CYIIHOCTh U MPOOJIEMbI BHEAPCHHUS.

2 KopnopaTtusHbie OcHOBHBIE MpaBWJIa OpraHu3alu JoKyMeHTooOopoTa. Yuert | [IK-1
CHCTEMBI JIOKYMEHTOB, perucTpanus JIOKYMEHTOB, (bopmbI
JIEKTPOHHOIO peructpanuu, o0paboTka J0KymMeHTOB. KoprnopaTtuBHas

JOKYMEHTOO0OpOTa | CHCTeMa 3JICKTPOHHOTO JTOKYMeHTooOopoTa. OpraHu3arus
JIeIONPOU3BOJCTBA Ha Hpeanpustuu. llopsnok nBukeHU
JOKYMEHTOB B opranuzammu. OOnadHble  CHCTEMbI
AJIEKTPOHHOTO JOKYMEHT0000pOTa
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3 IOpuanueckun Cucrema 3amutsl uHpopmauuu B Poccun. Ipouenypsr | ITIK-1
3HAYUMBIN UACHTU(DUKAIIMN TIOJIb30BaTEIed B CHUCTEME 3JIEKTPOHHOTO
AJIEKTPOHHBIN JnokymMeHToobopota. Ilpomenypa 31eKTpOHHONW MOAMHMCH B
JOKYMEHTOOOOpOT B | OpraHM3alliy IOPUAMYECKH 3HAYUMOTO JTOKYMEHTOOOOpOTa.
opraHax BJacTH [Ipobnembl  obecrieueHUsT  MOMAJIUHHOCTH  DIIEKTPOHHOMH

noanucu.  Opranmzammst  paboTBl € JOKYMEHTaMu,
COJIepKALTMMH KOMMEPYECKYIO TalHYy.

4 DJIEKTPOHHBIN Buzyanuzanus TEXHUYECKOTO pernamenra | I1K-1
JOKYMEHTOOOOPOT B | TOKyMeHTOOOOpoTa B mporpaMMHoil  cpene  Microsoft
opranax Biactu Ha | PowerPoint. Pa3paGorka miabnona 1mokymMeHTa B cpene
6aze O(pHCHBIX | 1€70BOI rpaduku MS Visio. ONEeKTPOHHBIN
nmporpamMmm JIOKYMEHTOOOOpOT B OpraHax BJIaCTUB OpraHax BjacTHHA 0a3e

opucHoro mpmnoxkenus MS Outlook. ABromaruzamus
COCTaBJICHUS DJIEKTPOHHBIX JOKYMEHTOB. JIEKTPOHHBII
JIOKYMEHTOOOOPOT B OpraHax BJIaCTHB OpraHax BiIacTHHa 0a3e
00JIa4YHBIX TEXHOJIOTHH.
5.2. Pa3genbl MUCUMILUIMHBI, BHAbI Y4YeOHBIX 3aHATHH U (GOPMBI TeKylIero KOHTPOJISA
yCIeBaeMOCTH 110 09HO# (popme 00yueHus:
TpynoeMkocTh B yacax DopMbI
Ha xonTakTHYy10 TEeKymero
paboTy 1o BUAaM KOHTPOI3t €
VaIeGHBIX yKa3aHueM
3aHATHI Gan108
No HaunmenoBanue pasaena Bcero Ha @opmbi CPC (npu
AUCIHUTITHHBI (BKIL. CPC HCNOJb30Ba
CPC) HHH
11 3 u3 0aJlsIbHOM
CUCTEMBI
OLleHUBAHUS
)
1 OCHOBBI 31EKTPOHHOTO 2 4 4 13 PedepupoBanue Omnpoc
JOKYMEHTO000poTa JUTEpaTyphl | KOHTPOJIbHAs
2 KopnopaTuBHbBIE CUCTEMBI
3n£<TpI:)HHoro 26 4 4 1g Pedepuposanue|  Ompoc
JUTEpaTyphl | KOHTPOJIbHAs
JOKYMEHTO00O0poTa
3 KOpuauueckun 3HAYMMBIN
AIEKTPOHHBIN 78 4 4 20 PedepupoBanue Omnpoc
JOKYMEHTOOOOPOT B OpraHax JUTEpaTyphl | KOHTPOJIbHAs
BJIACTH
4 DReKTpOHHBIN
JOKYMEHTOOOOPOT B OpraHax PedepupoBanue
28 4 4 20 ompoc
BJlacTH Ha 0asze OQHUCHBIX JTUTEPATyPHI
porpamMm
3auer
HUTOI'O: 108 16 16 76




5.3. Pa3genbl AUCUMILUIMHBI, BHAbI YYeOHBIX 3aHATHH U (GOPMBI TeKyIIero KOHTPOJISA

yCIIeBaeMOCTH 110 0YHO-3204HOI (popMe 00yUeHnns:

TpynoemMkocTh B yacax DopMbI
Ha koHTakTHYIO Texyluero
paboty 1o BUAaM KOHTPOIst €
s P
3aHATUN
e HaunmenoBanue pasaeina Bcero ®opmb1 CPC (npu
B AUCHUTLTHHBI (BKIL. le)aC P HCIO0JIB30BA
CPC) HHUH
i 3 u3 0aJUIbHOM
CHCTEMBI
OlleHUBAHUS
)
I | OCHOBBI 3JIEKTPOHHOTO 16 ) ) 12 Pedepupoanue Onpoc
JTOKYMEHT0000poTa TUTEPaTyphl | KOHTPOJIbHAS
2  KopnopaTtuBHbIE CUCTEMBI
P a
3JIEKTPOHHOTO 16 2 2 12 ebepuposanne Ompoc
JUTEpaTyphl | KOHTPOJIbHAs
JTIOKyMEHTO000pOTa
3  HOpuauuecku 3HAUYUMBIN
BJIEKTPOHHBIN 18 ) 4 12 Pedepupoanue Onpoc
JOKYMEHTOOOOPOT B OpraHax TUTEPaTyphl | KOHTPOJIbHAS
BJIACTH
4 DIeKTpOHHBIN
JOKYMEHTOOOOPOT B OpraHax 18 ) 4 12 PedepupoBanue olIDOC
BJlacTH Ha 0aze OQHUCHBIX JTUTEPATyPHI p
nporpamm
3auer 4
HUTOI'O: 108 8 12 48

5.4. Pazgenbl AMCOMIVIMHBI, BHAbI Y4eOHBIX 3aHATHH
yCIIeBaeMOCTH 110 3204HOM popMe 00yueHHs:

H (opMBbI TeKylIero KOHTPOJIA

TpyroeMkocTh B yacax DopMbI
Ha xonTakTHYy10 Texymero
paboty no Buzam KOHTPO.Ist €
VaIeGHBIX yKa3zaHHueM
H 3aHATUN Ga108
aMMeHOBaHHe pa3jesia npu
Ne pasl Beero Ha @opmbi CPC (np
AUCIHUTLTHHBI (BKIL. CPC HCMO0JIB30BA
CPC) HHH
11 3 u3 0aJUIbHOM
CUCTEMBI
OlleHUBAHUS
)
1 OCHOBBI 3IEKTPOHHOTO 18 ) ) 14 Pedepupoanue Ompoc
JOKYMEHTO000poTa JUTEpaTyphl | KOHTPOJIbHAs
2 KopnopaTuBHbBIE CUCTEMBI 18 2 2 14  PedepupoBanue Ompoc




AJEKTPOHHOTO JIUTEpaTyphl | KOHTPOJbHAS
JTIOKyMEHTO000pOTa
3  HOpuauuecku 3HAUYUMBIN
BJIEKTPOHHBIN 17 1 ) 14 Pedepupoanue Onpoc
JOKYMEHTOOOOPOT B OpraHax JIUTEpaTyphl | KOHTPOJbHAs
BJIACTH
4 DnexTpoHHBIN
JIOKYMEHTOOOOPOT B OpraHax 17 1 ) 14 Pedepupoanue onpoc
BJacTd Ha 0a3e OQUCHBIX JUTEPATypBI
MporpaMm
3ayer 4
HUTOI'O: 108 4 8 56
6. YueOHO-MeTOqUYeCKOe o0ecredyeHHe CAMOCTOSITEIbHOH pPadoThl O00y4arOmMXCA M0
AUCHHUILINHE
Ne HaunmenoBanue pasaeina Coaepxanue CPC KonTpoas
AUCIUTIHHBI

1 OCHOBBI 3JIEKTPOHHOTO paboTa ¢ mpolIeHHBIM Cpnaercst npenoaBaTeo B

JIOKYMEHTO0O0poTa MaTepuaIoM MO KOHCIIEKTaM ANEKTPOHHOM BH/IE
JeKIMHA 1 y4eOHUKY. JlOKIa bl

2 | KopniopatuBHbBIE CUCTEMBI paboTa ¢ IpoNICHHBIM Cnaetcs npenojaBarelno B
AJIEKTPOHHOTO MaTepUajIoM IO KOHCIIEKTaM AJIEKTPOHHOM BH/[IE
JIOKYMEHTO00O0pOoTa JeKIHi 1 yaeOHuKy. Jlokmaapl.

3 | Opuanuecku 3HaYMMBIH | paboTa ¢ MPONHACHHBIM Cphaercst nmpenojaBaTeo B
ANEKTPOHHBIN MaTepuaIoM MO KOHCIIEKTaM ANEKTPOHHOM BH/IE
JOKYMEHTOOOOPOT B OpPraHax | JICKIIMHA U yueOHUKY. JlOKIIabl.

BJIACTHU Keiicsl

4 | DneKTpOHHBIN paboTa ¢ mpolIeHHBIM Cpnaercst mpenojaBaTeio B
JOKYMEHTOOOOPOT B OpraHax | MaTepuajoM IO KOHCIEKTaM ANEKTPOHHOM BH/IE
BIacTH Ha 0a3e OQUCHBIX | JICKIUA U yueOHUKY. JlOKIIabl.

MpOrpamMm Keiichr
7. IlpoBegeHHe NPOMEKYTOUYHON aTTECTANUN 00YyYAIOIIUXCH MO JUCUMUIIIIMHE
7.1. OOumme ycioBusA
[TpomesxyTouHas aTTecTanus NpoOBOIUTCA B 8 cemecTpe B (hopME YCTHOTO 3aueTa.
7.2. KpuTepuu M HIKAJIbl OLlEHHBAHHUS Pe3yJIbTATOB 00YUeHHs M0 TUCIHUILINHE
Kon ITokazarenu Kpurepun n mkaja oneHuBaHUs Ilepeyenn
KOMIIeT AOCTUKEHU S OlIeHOYH
CHINH pe3yJIbTaTOB BIX
o0y4eHust CpelacTB
OTtianyHo Xopowo YaoBia HeynosJ.
MK-1. OtBetei Ha | OtBeThl HA | Jlomyckator | Martepuan Tectol
Crioco6e IIOCTABJIEHH | IIOCTaBJIEHH | CA uznaraercs | Pedeparsr
- bI€ BOIIPOCHI | bl BOMPOCH! | HapyuieHus: | HemocneaoB | [lpaktuue
ocymmecT B Ousere U3JIaralTcs | B aTeIbHO, CKHeE
BIISITE HIK-1.2 U3JIaraloTcsl | CUCTeMaTu3 | MOCienoBaT | COMBYMBO, 3a/1auu
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MOHUTOp | Braoeem JIOTUYHO, UPOBAHO U €JIbHOCTH HE
UHT bazosvimu MOCNIEZOBAT | TOCTENOBAT | U3JIOKEHUS. | MIPENCTaBIIsie
KOHBIOH | HABbIKAMU €JIbHO M HE | €JIBHO. JleMoHCTpH | T
KTYPBI pabomul Ha | TpeOyroT Martepuain pyroTCst oTpeieTIeHH
pBIHKa NePCOHATLHOM JIOTIOJIHATEN | M3Jaraercsi | MOBEPXHOCT | O CHCTEMBI
O0aHKOBC | Kommnwlomepe, bHBIX YBEPEHHO. HbI€ 3HaHUS | 3HAHUU MO
KHX pabomaem 6 | mosgcHeHui. | [lemoHcTpu | Bompoca. JTUCLUILIINHE
YCHYT, asmomamusupo- | Jlenatorcs pyercs Nmerores . Umerotcs
pBIHKA BAHHBIX 00OCHOBaHH | yMEHHUE 3aTPyIHEHU | 3aMETHbIE
LIEHHBIX | cucmemax bI€ BHIBOJIBI. | QHAJIU3UPOB | 5 C HapyIICHUS
Oymar, ungopmayuonno | JleMoHCTpH | aTh BBIBOJIaMHU. | HOPM
UHOCTpa | 20 obecneuenus | pyroTcs MmaTepua, JlomyckaioT | JIMTeparypH
HHOM npogheccuonanvh | TIyOOKHE OJIHAaKO HE cs ol peun.
BaJIIOTHL, | O 3HAHUS BCE BBIBOJIbI | HApYIIECHUS
TOBapHO | OeAamenbHOCmu 6a30BbIX HOCSAT HOpM
- HOPMAaTUBHO | apTyMEHTHUD | JIUTEpaTypH
CBIPbEBBI -IIPaBOBBIX | OBAaHHBIMI U | OM peyH.
X aKTOB. nokaszatenbH | OTMeuaercs
PBIHKOB CoOroaroT | BIi ciraboe

Csl HOPMBI Xapaxrep. BJIAJICHUE

mutepaTypH | CobOnoaloT | TEpMUHOJIOT

Ol peun. Cs1 HOPMBI Uen.

JIUTEepaTypH
01 peun.

7.3. OueHoYHBIE CpeICTBA /Il IPOMEKYTOYHOH aTTecTAlMU

S A o

10.
11.
12.

[Tonatue noxymMeHTa, JOKYMEHTOOOOPOTA U TIOTOKA JOKYMEHTOB.

[{enu BHEApEHUS 3IEKTPOHHOTO JOKYMEHTO000pOTA.

TenaeHUN pa3BUTHSI CHCTEM 3JIEKTPOHHOTO JOKyMeHTooOopoTa. PeiHok CO/I.
CrangapTtsl B 0067aCTH 3JEKTPOHHOTO ToKyMeHTooOopoTa (EDI).

Mecto CO/1 B uHGOPMALIMOHHOM cUCTEME TPEATIPHUITHS.

Tuner COJI. Cucrema emonpor3BOICTBA U CUCTEMA JIEKTPOHHOTO JOKYMEHTO000pOTa.
Knaccudukanus aBToMaTU3UPOBAHHBIX CUCTEM JIEJIONPOU3BOJICTBA U AIEKTPOHHOTO
JIOKyMEHTO000pOoTA.

THIBI TEXHOJIOTUH 3JIEKTPOHHOTO yrpaBieHus fokymeHTamu (DY []).

JloxymeHT B nH(MOOpPMAITMOHHOM cucTeMe. THITbI JOKYMEHTOB B MH(OPMAIIMOHHON CUCTEME:
OyMaxxHbIH JOKYMEHT, 00pa3 TOKYMEHTa, 3JIEKTPOHHBIN IOKYMEHT, CTPYKTYpUPOBAaHHBIE
nokymenTel, XML — npencrasieHue.

Crermuduka noxkymenta B CO/I. CrnoxxHble JOKYMEHTHL. JJOKyMEHT B JIEIOTIPOU3BO/ICTBE.
Hoxyment B COJI. Poxxnenue. Cranosnenue. [1yonukamnus. ApxuBupoBaHue.

[Tognepxka »KU3HEHHOTO MUK B pa3audHbix COJ. XpaHunuiie aTpuOyTOB JOKYMEHTOB.

XpaHI/I.HI/IH_[e CaMUX NOKYMCHTOB.



13.
14.

15.

16.
17.
18.
19.
20.

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

31.
32.

33.
34.

Konnenmun 6e30yMaKHOH TEXHOJIOTHUN YIIPABIICHHS.

Tunossle komnoHeHTHl CO/I: XpaHumHIe KapToyek (aTpuOyTOB) JOKYMEHTOB; XPAHUIIULIE
JIOKYMEHTOB; KOMIIOHEHTBI, OCYIIECTBIISIOINE OU3HEC-IOTUKY CUCTEMBI.

KommnonenTts! pyaknuonansHoctan COJI. Yipasnenue nokymenTamu B xpanuiuiie. [Tonck
JOKYMEHTOB. MapuipyTu3aius 1 KOHTPOJIb UCTIoNHEeHUs. OT4eThl. AIMUHUCTPUPOBAHUE.
MeTtobl cOpTHPOBKHU AOKYMEHTOB B CO/I.

OcuoBusie pynkuun CO/1. Tunoseie TpeboBanus k CI/1.

[Tpeumy1iecTBa BHEAPEHUSI CUCTEMBI AIEKTPOHHOTO JJOKYMEHTO000pOTA.

[Tpuunnbl aBTOMaTH3aH. BHIOOp cricTeMbl aBTOMATU3ALINN.

BapuanTsl penienus 3aad aBToMaTu3alnuu J0KyMeHToobopota. [Ipobiema enuHcTBa
UHPOpPMaLMOHHOM cucTeMbl U uHTerpanun COJ1 B undpacTpykrypy koprnopatusHoit C.
Kpatkwuit 0630p peiHka u kiaccudukanus miatgopm, IpeIcTaBIeHHBIX Ha PhIHKE.

®DakTOpHI, BIUSAIONINE Ha BHIOOp 0a30BOH TIaTHOPMEI.

ECM-cucremsl.

BPM - cucremsl.

OrteuectBenaniec CO/I.

Lotus Notes.

®axtop Microsoft SharePoint.

[MoncucreMsl aBTOMaTH3AIMH JOKYMEHTOO00POTA.

CucreMbl aBTOMaTH3aIUU JI€TONPOU3BOJICTBA.

[Toncucrema apxuBa JOKYMEHTOB, YIPAaBICHHUS KOHTEHTOM M CpPEICTBA CTPYKTYpH3AILUU.
(Opranmzanus xpanwmia (ainoB; Opranuzanuss MeTagaHHbIX; VHTerpamus ¢ OQUCHBIMH
npuioxenussMu; CpencTBa CTpyKTypu3auuu uHpopManuu B apxuBe; CpencTBa 3arpys3ku
nokymeHtoB Data Capturing; Ilpumepsl cpeacTB oOpraHu3ainud apxuBa JIOKYMEHTOB B
pasmuunbix kiaccax [10). CMK CMK-PII/I-B1.112-2019

Cuctembl BBOJ]a TOKYMEHTOB U CUCTEMbI 00paboTKH 00pa3oB TOKYMEHTOB

[Moncucrema MapuipyTH3andud — JOKYMEHTOB UM ympaBieHus —3amaHusiMu.  (IIpumepsr
WCIIOJIb30BAaHUsl MapUIPyTH3aLUH JOKYMEHTOB B Pa3IMUHBIX MPUKIAAHBIX CHUCTeMax; Buabl u
CrocoObl  MapumIpyTH3aluu JOKyMeHTOB; Enunas wuH(pacTpykTypa 3agaHuii, GyHKINH,
CpenctBa opranu3zanuu 3amenieHuii; CpencTBa yBeIOMJICHHM M aBTOMAaTu3alus 0OpabOTKH
3aganuii; [Ipumepsl cpeicTB MapUIpyTH3alMKA U TMOACUCTEMbI 3aJaHUi B PAa3IMYHBIX KJIACCAX
[10).

CucTeMbl KOMIUIEKCHOM aBTOMATH3allul OU3HEC-TIPOIIECCOB.

Tunsl npunoxkeHuil, BHEAPAEMbIX B paMKax KoprnopaTuBHOM COJl: apXuBbI 3JIEKTPOHHBIX

AOKYMCHTOB;, aBTOMAaTHU3allMd IMPOHCCCOB KIACCHYCCKOTO pOCCHﬁCKOFO ,Z[OKYMGHTOOGOPOTH.
9



35.
36.

37.
38.
39.
40.
41.
42.
43.
44,
45,
46.

47.
48.
49.
50.

51

(mommepkka JOKyMEHTAIlMOHHOTOo obecreuenus ympasienus — JIOVY); aBromaruzanus
MPOIIECCOB COTTIACOBAHMS JOKYMEHTOB; aBTOMATH3AlUsS YIPABICHUS OyMakKHBIM apXHBOM;
aBTOMATH3AIMS TIPOIECCOB OOIIEaIMUHUCTPATUBHOTO JOKYMEHTOOOOPOTa; aBTOMATH3AIlUs
cnenupuYecKuX  OTpacieBbIX  3a/Jay;  aBTOMAaTH3alUsl  IPOLIECCHOTO  YIPaBJICHHUS;
aBTOMAaTH3alMs JOKYMEHTO000pOTa B YIPaBICHUU IMPOEKTaMHU; aBTOMAaTH3aIUsI TEXHUYECKOTO
JIOKyMEHTO000pOoTA.

ApPXHUBBI JJIEKTPOHHBIX JOKYMEHTOB.

ABTOMaTH3aIUs IPOLIECCOB KJIACCUUYECKOT0 POCCUHCKOTO TOKYMEHTO000pOTa (MTOAIEpKKa
JIOKYMEHTAITMOHHOTO obecrieueHus ynpasienus - [JOY).

ABTOMaTH3aIUs IPOIECCOB COTIACOBAHUS TOKYMEHTOB.

ABTOMAaTH3aIUs YIIPABICHUS OyMa)KHBIM apXHUBOM.

ABTOMaTH3aIUs IPOLECCOB 00II€aIMUHUCTPATUBHOTO JOKYMEHTOO00pOTA.

ABTOMaTH3aIUs CHIEU(PUUECKUX OTPACiIEBbIX 3a1a4.

ABTOMAaTH3aIUS IPOIIECCHOTO YIIPABICHHUSI.

ABTOMaTH3aIMUs JOKYMEHTOO00POTA B YIIPABICHUN MTPOCKTAMHU.

ABTOMaTH3aIUsI TEXHUYECKOTO TOKYMEHTO000pOTA.

Cucrema 371eKTpOHHOTO JoKyMeHTooOopoTa Lotus Domino & Notes.

Oco0eHHOCTH BHEPEHUS U IKCIUTyaTaIlHH.

Cucrema 31eKTpOHHOTO JoKyMeHTooOopoTa Lotus Domino & Notes. [TonokeHne Ha phIHKE.
HcTopust cucteMbl, TUIEH3UU U CEpTUDUKATEHI.

Crpykrypa CompanyMedia. ApXUTEKTypa CHCTEMBI.

CB/] Lotus Domino & Notes. Kputuka. Konkypupytoriue pa3paboTku.

OreHka YKOHOMUU U BITOJI. Mcuuncisiemble BBITO/IBI.

O1reHKa PKOHOMHUH U BBIToZ. Hencuucisiemble BLITOIbL.

. Ouenka >¢dextuBHoctr BHeapeHus: COJI.
52.
53.

Pacuer pacxonos. Pacuer 10xon0B.

DKOHOMHYECKAS LIG.HGCOOGpaSHOCTB HOBOBBCACHUAI. COCTaBH}IIOH_[I/Ie 9KOHOMHUYECCKOI'O

s dexra.

8. IlepeueHb 00pa3oBaTeJbHBIX TEXHOJIOTHIA
B mnmpomnecce nImpenoaaBaHusaA  JUCHUINIIMHBI  UCIIOJIB3YIOTCA  CICAYIOHIUC 06pa30BaTeJIBHBI€
TEXHOJIOTHH:

1. JIekuus - nuajor

2. Jlekuusi-IuCKyccust

3. Pemienne cuTyanMoOHHBIX 3aJaHUMA
4. ®opma koH(pepeHH

10



9. IlepeyeHb OCHOBHOH M [ONMOJHHUTEJBHOH Yy4eOHOH JHMTEepaTypbl, HeOOXOAMMOH 1Jisi

OCBOCHHUSA JUCIHUIIJINHBI

a) OcHOBHas JUTEpaTypa
1. CremanoBa, E. H. Cucrema 3JIeKTpPOHHOTO JOKyMEHTOOOOpoTa (00JIauHOE pelieHue) :
yuebnoe nocobue / E. H. CremanoBa. — Mocksa : Ait [lu Ap Menua, 2021. — 182 ¢. —
ISBN 978-5-4497-0767-3. — Texcr : anexktponHsiii // [{udpoBoit oOpazoBaTeabHBIN pecypc
IPR SMART : [catit]. — URL: https://www.iprbookshop.ru/101357.html

2. Kyznenora, U. B. KondunenmaipsHoe IeI0NPOU3BOACTBO U 3aLTUIIICHHBIA AJICKTPOHHBIN
JOKYMEHT0000poT: yueOHoe mocobue s 6akanaspos / U. B. Ky3uenosa, I'. A. XauatpsH.
— Mockga : Aii [Tu Ap Meana, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — Tekcr :
anekTpoHHb // Ludposoii obpazoBatensHbli pecypc IPR SMART : [caiir]. — URL:
https://www.iprbookshop.ru/97083.html

3. VYnpaBineHue [OOKyMEHTaMH B HHQpPOBON sSKoHOMHKE. OpraHusanus, perJiaMeHTalus,
peamuzanusi / M. B. Jlapun, H. I'. Cyposuesa, E. B. TepentrnreBa, B. @. fnkoBas ; mon
pemakiueit M. B. Jlapuna. — 2-e u3n. — MockBa : Poccuiickuil rocynapcTBEHHBIN
ryMaHUTapHbIA yHHBepcutet, 2022. — 246 c¢. — ISBN 978-5-7281-3084-0. — Tekcr :
anekTponHbt // Ludposoii obpazoBatensHbii pecypc IPR SMART : [caiir]. — URL:
https://www.iprbookshop.ru/124690.html

0) JononHuTenpHas IUTepaTypa

1. Psab6osa, C. B. JlokyMeHTalIMOHHOE 0OECIICYCHHE YIPABICHUYECKON JACSITEIBHOCTH | yueOHOE

nocobue / C. B. Ps6oBa. — VYIbsSHOBCK : YJIbSHOBCKUN TOCYHapCTBEHHBIM TEXHUYECKUN
yauBepcutet, 2021. — 341 c. — ISBN 978-5-9795-2106-0. — TexkcT : 351€KTpOHHBIN //
[Mudposoii  oOpazoBarensHbiii  pecypc IPR SMART : [caiit] — URL:

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

2. Kanommna, T. FO. JlokymMeHTallmOHHOE 00ecrieueHrne padoThl C MePCOHAIOM B Iudpe 1 Ha
Ooymare : yue6noe nmocooue / T. FO. Kanommna. — HoBocubupck : HoBocubupckuit
rocyJapCTBEHHBIN TeXHUYECKU yHuBepcutert, 2022. — 124 ¢. — ISBN 978-5-7782-4728-
4. — Tekcr : anextponnsii // Lludposoit oOpazoBarensHblil pecypc IPR SMART : [caii].
— URL: https://www.iprbookshop.ru/126489.html

10. Ilepeyenr pecypcoB HHGpOPMANMOHHO-TEJIEKOMMYHUKAUMOHHOH ceTH «UHTepHeTY,

npodeccuoHaIbHbIX 0a3 TAaHHBIX U MH(POPMANMOHHBIX CNPABOYHBIX CHCTEM, HEOOXOAMMBIX JJIs
OCBOEHUS THCHHUILINHBI

1.

2.

http://aup.ru - AIMHUHHCTPATHBHO-YIPABICHUYECKUI TTOPTa

http://www.elibrary.ru — nudpoBas HayuHas OubIMOTEKA

. http://www.cyberleninka.ru — nu¢posas HaydHas 6ubinorexa

http://www.hr-portal.ru — HR-mopTan

. https://www.doc-online.ru/tools/sed/ - peTHHT cuCTEM AIEKTPOHHOTO TOKYMEHTO000pOTa

11. Meroanyeckue yKazaHus 1Jisi 00y4alOIIMXCSI 10 OCBOCHMIO TN CHMIIIMHBI
W3yuenne y4eOHON JUCHUILTUHBI «OJEKTPOHHBIM JOKYMEHTOOOODOT B OpraHax BJIacTH»

MpeIoyiaraeT OBJaJIecHue MaTepuaiaMu JeKUWH, ydyeOHHKa, MpOorpaMMbl, pabOTy CTYAEHTOB B XOJe

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/

MIPOBE/ICHUS] TPAKTUYECKUX 3aHATHH, a TaKKe CHCTEMAaTUYEeCKOE BBITIOJHCHHWE NMHCHMEHHBIX PadoOT B
dbopMme pedepaToB, TECTOBBIX M MHBIX 33JaHUH JIJIs1 CAMOCTOATEIHHOU PabOThI CTYJCHTOB.

B xome nekmmii pacKphIBaIOTCS OCHOBHBIC BOINPOCHI B PaMKax pacCMaTpUBAEMOro pasjedna,
JIeNaloTCs aKIEHThl Ha HanboJiee CII0KHBIE U MHTEPECHBIE MOJIOKECHHSI U3Yy9aeMOr0 MaTepuana, KOTOphIe
JOJDKHBI OBITH TPUHSTHI CTYIEHTAMH BO BHHMaHHE. Marepuamnbl JIGKIHH SIBISIFOTCS OCHOBOW ISt
MOJATOTOBKH CTY/JIEHTA K MPAKTHYECKUM 3aHSTUSM U BBIMIOTHEHUS 3a/IaHUH CAMOCTOSTEILHOU PabOTHI.

OCHOBHOW TIETBI0 TMPAKTHUECKUX 3aHSATHHA SBJISAETCS KOHTPOJIb 3a CTENEHBIO YCBOCHUS
MPOMJICHHOT'O MaTepualia, XOAOM BBITIOTHEHHUS CTYICHTAMH CaMOCTOSTEIhHOW PabOThl U PACCMOTPECHHE
Han0oJIee CIOXKHBIX U CTIOPHBIX BOIIPOCOB.

12. IlepeyeHr HMH(POPMAINMOHHBIX TEXHOJIOTHH, HCIOJB3yeMbIX IIPH OCYLIEeCTBJICHUH
o0pa3oBaTeIbHOIO Mpouecca No AMCUMILIMHE, BKJIKYas NepedyeHb NMPOrPaMMHOI0 odecrevyeHus: H
HH(QOPMALIMOHHBIX CIIPABOYHBIX CHCTEM

Jlnst mpoBeAeHUsT 3aHATUN JICKIIMOHHOTO U CEMHUHAPCKOr0 THUIA MPEjIaraloTcsi MyJIbTUMEIUNHbBIE
CpeICTBa: BUACOMPOEKTOP, HOYTOYK, SKpaH HACTEHHBIH, Jp. 000pyI0BaHUE UM KOMIIBIOTEPHBIN Ki1acc.

OmnepanuonHas cucrtema — Linux, maketr oducHbix nporpamm — LibreOffice mu6o omeparnronHast
cuctema — Windows, nmaket oducHsx nporpamm — Microsoft Office B 3aBHCHMOCTH OT pacmupeneiacHus
ayauTOpuil. YueOHbIe ayAUTOPUU OCHAIIEHBI KOMIIBIOTEPHOM TEXHUKON C BO3MOXKHOCTBIO MOJIKIIOUEHUS
K cetu «MHTepHeT» M obecreueHHeM [OCTyNa B 3JICKTPOHHYIO HH(POPMAlMOHHO-00pa30BaTEIbHYIO
cpeny Mucturyra.

13. Onucanue MaTepuabHO-TEXHUYECKON 0a3bl, HEOOXOAMMOM /JIS OCYIIeCTBJIEHHS
00pa3oBaTeJILHOIO NMpolecca mo TUCHUILINHE
Jist 3y4eHust JTUCUUIUTMHBI « DJIEKTPOHHBIN JTOKyMEHTOOOOPOT B OpraHax BJIacTU» HEOOXOIUMO
HaJU4ue ayJJUTOPUH, OCHAIIIEHHOW MYJIbTUMEIUHHBIMU CPEICTBAMH OO YUCHHMS IS YTCHUS JICKIUN 1
HpOBeI[eHI/IH CGMI/IHapCKI/IX BaHHTHﬁ.
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