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1. [TosicHuTEILHASA 3aIIHCKA

1.1. Ilenp v 3aga4u AUCHUTLIAHBI
enp qucuUIIMHbL - (HOPMHUPOBAHKE Y OOYJAIOIIUXCS 3HAHUN U YMEHHA, HEOOXOIUMBIX
JUISL pa3pabOTKH, IKCIUTyaTalli W CONPOBOXKICHUSA HH(POPMAIMOHHBIX CHCTEM YIPaBIICHUS

JOKYMEHTOO00POTOM,

I'paMOTHOI'0O TPHUMCHCHHUA ABTOMATU3HPOBAHHBIX I/IH(bopMaI_[I/IOHHBIX

TEXHOJIOTHH JIJIsl OOCCIICUeHUs PeIICHHS MPUKIIAIHBIX 3a]1a4.
3amauy JUCLUILIMHEL.
- moJyiydeHHWe 0a30BBIX 3HAHMW B O00JIACTH aBTOMATH3allMd JIOKYMEHTOOOOpOTa ¢
UCIIOJIb30BaHNEM MH(POPMAITHOHHBIX TEXHOJIOTHIA;

- (dopmupoBaHue yMeHUH B oOyiacTh pa3pabOTKH,

BHCAPCHHA M OKCILTyaTalun

WH(OPMAIIMOHHBIX CHCTEM JIEKTPOHHOTO JIOKYMEHTO000POTa;
- IpUOOpETeHNE PAKTHUECKUX HABBIKOB PAa0OTHI C aBTOMATU3UPOBAHHBIMU CHCTEMaMHU
JIOKYMEHTOO0O0pOTA.

1.2. Hepeqenb IJIAHUPYEMBIX pE3yJabTaTOB oﬁyqe}mﬂ o JTUCHUIIJINHE, COOTHCCCHHBIX
C HHAUMKATOPaAMHU JOCTHKCHU A KOMIIeTeHIMii

Komnerennus
(xom u
HaWMEHOBAHUE)

WNHpaukaTopsl KOMIIETEHUUN
(Kom ¥ HaHMEHOBaHHE)

Pesynprarer 006ydeHus

I[IK-6 Cnocoben
HACTPauBaTh,
IKCILTyaTUPOBaTh U
COIIPOBOXKIATh
UHPOPMAIHOHHBIC
CHCTEMBI U
CEPBHCHI

[K-6.1.

3HaeT METOAbl HACTPOUKH, MOPSIOK
W MEpONPUSATHS 10 IKCIUTyaTalluu U
COIPOBOXICHUIO WH(OPMAIOHHBIX
CHCTEM U CEPBUCOB.

3HaTh: OCHOBHBIC BUBI HHPOPMAIIMOHHBIX
CHCTEM DJIEKTPOHHOTO JOKyMEHTO000OpOTa
U CEPBUCOB B HHX,

METO/IBI HACTPOMKH, MOPAOK 51
MEpONpUATHS 1O  O3KCIUTyaTaluu |
CONPOBOX/ICHUIO CHCTEM 3JIEKTPOHHOTO
JIOKYMEHTO0000pOoTa

[K-6.2.
YMeeT OpraHu30BBIBATH HACTPOMUKY,

YMeTh: HacTpaumBaTh, IKCILUTyaTHPOBaTh U
COIIPOBOK/AaTh MH)OPMALIMOHHBIE CHCTEMBI

IKCIUTyaTallMl0 W  COINPOBOXKACHHE | JIEKTPOHHOTO  JOKYMEHTOOOOpOoTa M
NC u cepBrcoB CEPBHCHI B HUX.

[K-6.3. Brnanets: HaBBIKAMH HaCTpPOMKH,
Braneer HaBBIKAMM  yNpaBiIEHHS | SKCIUTyaTalldH " CONPOBOKICHUS

koHurypauueir UC u cepBucoB B
MIpoLIecCe IKCIUTyaTalllu, PEIIeHHs
npobieM W KOHCYJIbTHPOBAHHSA
nons3oBateneit IC u cepBucos

WH(POPMAITUOHHBIX CHCTEM DJIEKTPOHHOTO
JIOKYMEHTOO0OpOTa U CEPBUCOB B HUX.

TIK-7 Crocoben

OCYILLIECTBIATH
pa3paboTKy u
BEACHHC 0a3bl
IAHHBIX 5
MOJJEPIKKY
WH(POPMAITMOHHOTO
obecreucHus
pelIeHus

MIPUKIAIHBIX 3a0a4

[K-7.1. 3HaTh: OCHOBBI pa3paboTku
3HaeT METOHOJOrHI0  pa3pabOTKH | MH)OPMALIMOHHOTO  OOeCleyYeHHusT IS
“H(OPMAIMOHHOTO  O0ecCrieueHus, | pelIeHus 3amaqy aBTOMAaTHU3aIlUU
MIPOEKTUPOBAHUS, CO3/IaHUSI | | AJIIEKTPOHHOTO JIOKYMEHTO00O0pOTa.
TIOAIePKKY 0a3 JaHHBIX.

MK-7.2. YMeTh:  OCYIIECTBISITH  BeleHue  0a3
YMeeT oCymecTBIATh Pa3pa0dO0TKy M | NAHHBIX U TMOIICPKKY WHPOPMAIIMOHHOTO
BCICHUC 0a3 JaHHbIX B 3aBUCUMOCTH oOecrieyeHust JJISL PEUICHUA 3a4a4
OT KOHKPETHOTO Ha3HAYCHMUSI. aBTOMAaTH3AIUN AJNIEKTPOHHOTO

JIOKYMEHT0000poTa.

MK-7.3. Brnagets: HaBbIKaMu BejieHUS 0a3 JaHHBIX U
Nmeer MPaKTUIECKU I OTIBIT |TIOJJIEPIKKU UHQOPMAITUOHHOTO
pa3paboTKH U BeieHUs IpoekTa 0a3bl | o0ecredeHus JUISE  peIIeHUs 3aa4
JTAaHHBIX. aBTOMAaTH3AIUN 3IIEKTPOHHOTO

JIOKYMEHTO00O0pOTA.




1.3. MecTO JTUCUMIVIMHBI B CTPYKTYpPe 00pa30BaTeIbHONH NPOrPaMMbl

Huctumimua "Cuctembl 3JEKTPOHHOTO JIOKYMEHTOOOOpOoTa" OTHOCHTCS K 4acTu,
dbopMupyeMoil yaacTHUKaMU 00pa30BaTeIbHBIX OTHOMIEHUH 0110ka b1 3JMEKTUBHBIX AMCIUTLINH
y4eOHOTO IJIaHa.

JUis ~ OCBOCHHSI JHUCUUIUIMHBI ~HEOOXOMUMBI  3HAHWS, YMEHHS U  BIAJICHUSA,
c(OpMUPOBAHHBIE B XOJ€ U3YUYCHHs CIEAYIOUIMX JAMCLUUIUIMH U MPOXOXKIEHUS MPAKTUK: 0a3bl
JAHHBIX, POCKTHPOBAHNE MH(DOPMAIIMOHHBIX CHCTEM, aJIMUHUCTPUPOBAHUE MH(POPMAIIMOHHBIX
CUCTEM I'yMaHUTapHOU CepBI.

B pesynpTaTe OCBOCHHS AWCHMILIUHBI (OPMHUPYIOTCS 3HAHUS, YMEHUS W BIAJICHUSA,
HEOOXOMUMBIE JUIsl M3YyYEHHUs CJHCAYIOUIMX JUCHUIUIMH W MPOXOXKICHHUS  MPaKTHK:
ABTOMAaTU3UPOBAHHBIC U3/IATEIbCKUE CHUCTEMbI, MNPEIIUIIIOMHAs MPAKTUKA, BBIIIOJHEHUE U
3alUTa BHITYCKHOM KBATU(DPHUKAITMOHHON pabOTHI.



2. CTpyKTYypa JUCUMILIIUHBI

OO01mas Tpy10EMKOCTh AUCIUIUIMHBI COCTABIISCT 3 3.€., 108 akaeMUYecKUx 4acoB.

CTpyKTypa IUCUMILIMHBI JJIS 04HOI opMbI 00yUeHM I

O0beM TUCIUIUIMHEI B ()OpME KOHTAKTHOW PabOThI OOYYArOMIMXCS C MEAaroru4ecKuMHU
paboTHUKaMu W (WJIM) JTUIAMHU, IPUBJICKACMBIMH K pealn3aiuyd 00pa3oBaTeIbHOW MPOrpaMMbl
HA WHBIX YCIIOBUSX, P MPOBEICHNUN YUCOHBIX 3aHSITHIA:

Cemectp | Tum yueOHBIX 3aHATHI KomnnuectBo
4acoB
Jlexuun 14
Cemunapsl/1abopaTopHbie pabOThI 28
Bcero: 42

O0beM qUCHUIIIMHBL (MOYJIs1) B hOpME CaMOCTOSTENILHON paboThl 00YYAIOIIUXCS
cocTaBisieT _66  akaJeMHYeCKHX 4acaoB.

3. Coaep:kaHue TUCHUTLIUHBI

Ne

HaumenoBanue
pasjaesa JTUCHUUIIIMHBI

Conepxanue

IIpaBoBBIE u
HOPMAaTHUBHBIE OCHOBBI
JOKYMEHTAIMOHHOTO
obecrieueHus
YIPABIECHUS

HanpaBnenus u  BuAbl JTOKYMEHTALMOHHOTO OOecredeHus
YIIpaBJICHHA, HA3HAYCHUC AOKYMCHTHUPOBAHUA W OpPraHu3aluu
paboThI ¢ TOKYMEHTaMH, POJib HH(POPMAIIMOHHBIX TEXHOJIOTUI B
€ro pa3BUTHHM, CYIIHOCTb M OCOOEHHOCTH  YIpaBICHUS
JNoKyMeHTaMH. JIOKyMeHT Kak 00BbeKT perynupoBanusi. yHKIUU
" BUABI JOKYMCHTOB, UX yHI/I(l)I/IKaIII/ISI " CTaHOapTU3alus.
I'ocynapcTBeHHOE peryivpoBaHuEe, HOpPMATHBHAs IIpaBOBas H
METOAMYECKasT OCHOBA JOKYMEHTAllMOHHOIO  00ecHedeHus
YIIPABIICHHUS. CymHocTs, HaIlpaBJICHUS u BH/JIBI
roCy1apCTBEHHOIO peryiaupoBaHus JIOKYMEHTAllHOHHOT O
oOecrieyeHns  yNpaBlIeHUs, Ha3HAuYe€HUE, OCOOEHHOCTH W
COOTHOIICHUEC HOPMATHUBHOI'O IIPaBOBOr0 M MCTOAUYCCKOI'O
perynupoBanust. CocTaB U CTpYKTypa HOPMAaTUBHOM ITPaBOBOU U
METOAMYECKOW OCHOBBI JIOKYMEHTAllUOHHOTO  oOecredeHus
yIpaBJIeHUs, POJIb U 00BEKTHI PETYITHUPOBAHMS 3aKOHOAATEIIHHBIX
aKTOB W HOPMATUBHBIX MPABOBBIX aKTOB (peepabHBIX OPraHOB
HWCHOJHUTEIHHON BJIaCTH, HalTMOHAJIBbHBIX n JJOKAJIBbHBIX
HOPMAaTUBHO-METOJUYECKUX  JOKyMEHTOB. HasHauenue wu
OCOOCHHOCTH  MCHOJb30BaHUS [ 'OCYyJapCTBEHHOH  CHCTEMBI
JOKYMEHTAIlMOHHOTo o0ecriedeHus ympasieHun u IIpaBun
JIEJIONPOU3BOJICTBA B (pelepalbHbIX OpraHax HCIOJIHUTEIbHON
BJIACTHU.

Cucremnl
AIEKTPOHHOTO
JOKYMEHTO000pOTa.
bazosrie MTOHSITHSL.
Prox CO/I.

OCHOBHBIE ~ TOHATUS M  TNPHUHLHUIBL  JOKYMEHTOOOOPOT,
ANEKTPOHHBIN JTOKYMEHTOOOOPOT, MATMHOYUTAEMBIN TOKYMEHT,
JJEKTPOHHBIA JOKYMEHT, IEKTpOHHas noanuch. OCHOBHBIE
MPUHLMIIBI  BJIEKTPOHHOTO  JTIOKyMeHTooOopoTa.  Hcropus
Pa3BUTHSI CHCTEM JIEKTPOHHOTO TOKYMEHTO0O0opoTa. OCHOBHBIE
ceorictBa CDJ[. CoBpemennas dyHkuuoHaasHocTh COJI.
Xapakrtepuctuka poccuiickoro pbiHka COJI. Xapakrtepucruka
3apyoexkHoro peiHKa CDOJ[. O030p COBpPEMEHHBIX CHCTEM
JIEKTPOHHOTO JTOKyMeHTooOopoTa. IIpaBoBoe perynupoBaHue u




ctarnaptel B oomactu COJI.

Knaccudukanms
CUCTEM DJIJIEKTPOHHOTO
JOKYMEHTO0000pOoTa

[lpu3naku  kimaccupuKaluMu:  COOTBETCTBHUE  CTaHJIapTaM
OTEUYECTBEHHOI'O JEJIONPOU3BOICTB;

pa3paboT4YUK CUCTEMBI; pellaeMble 3aJauM JeJIONpPOU3BOJCTBA;
THUI OPTraHU3alMU Ha KOTOPbIE CUCTEMBI PACCUMTAHBI.

OYHKIMM CUCTEM: pPErucTpanus JOKYMEHTOB. YIIpaBlieHUE
9JIEKTPOHHBIMU JIOKYMEHTAMHU.

Cozmanue M XpaHEHHE Pa3UYHBIX HECTPYKTYPHUPOBAHHBIX
JIOKyMEeHTOB  (oucHble  mpuiiokeHHs, Tpaduueckue U
MearaMaTepuanbl, YepTexku U 1p.), Bepcuu u DLIII, mogaepkka
KU3HEHHOTO IMKJIA JIOKYMEHTOB, Ha3HAYCHHWE IpaB JOCTYIIA,
BEJICHUE UCTOPUHU PaOOThHI, MOJHOTEKCTOBBIM W aTpUOYyTUBHBIN
nouck. Co3/iaHne 3JIEeKTPOHHBIX JOKYMEHTOB, BEJCHHE CUCTEMBI
CIPAaBOYHHKOB, yIpaBJIeHHE JIEIIOBBIMU MPOLIECCAMH.
[Mognepxka  mporeccoB — corjlacoBaHus W 00OpabOTKH
JOKYMEHTOB, BblJjauya 3aJaHUil U KOHTPOIIb WX HCIIOJTHEHUS,
o0ecrieyeHne B3aMMOJICHCTBHSI MEXKAY COTPYIHHKAMH B XOJI€
OM3HEC-TIPOLIECCOB, MOJACpPKKAa CBOOOAHBIX M YKECTKHX
MapuipyToB (workflow)

Beibop u BHempeHue
CUCTEM D3JIEKTPOHHOI'O
JOKYMEHTO000pOoTa

[Moaxombr K CO3/IaHUIO CUCTEM ANEKTPOHHOTO
IoKyMeHToobopoTa. TpeboBaHus K cuctemMam. DTarbl BeIOOpa
CUCTeMbl  aBTOMAaTH3allMU. OTambl BHEJIPEHHUS  CUCTEMBI
aBTOMATH3AIIHH.

OyHKIMOHAIBHBIE OTIMYHUS 3JEKTPOHHOIO JOKYMEHTO0OOpOTa
or OymaxHoro. KopmopatuBHas cucremMa 3JIEKTPOHHOTO
JOKYMEHTO000pOTa — OCHOBHBIE TPeOOBAHUS U BO3MOXKHOCTH.
Kpurepuu, onpenenstonie HeoOxoaumocts BHenpeHuss COJ1 B
opraHuzanu (MpeanpusTUN). DTanbl CO3JAAHUS W BHEAPEHHS
CHCTEMBI DIIEKTPOHHOTO JOKYMEHTO0OOpOTa Ha TPEANPHITHH.
CoBpeMeHHBIII POCCUHCKUI pPBIHOK CHUCTEM aBTOMAaTH3aLlUH
TOKyMeHT000opoTa. (OCOOEHHOCTH  DJIEKTPOHHOTO  BEICHUS
JIeTIOTIPOU3BO/ICTBA. Bo3moxHbIE NPUYHMHBI HU3KOM
3¢ PeKTUBHOCTH M KadecTBa BeleHUs JokymeHtamuu B CO/I.
Oxonomuueckuii 3pdext ot BHeapenus COJl. ObGecmneueHue
3auThl HH(GOpMaluu npu ucnosb3oannn COJL.

JloKyMeHTUpOBaHuE
YIpaBJIEHYECKOMN
JESTEIBHOCTH

OOmue TpeOoBaHUS K JOKYMEHTHPOBAHHUIO YIPABICHUECKON
nestenpHOocTH.  CocTaB,  colepaHWe ©  OCOOCHHOCTH
peanuzanuu TpeOOBaHUI K pPaCHONIOKEHUI0O U O(OopMIIEHUIO
PEKBH3UTOB JTOKYMEHTOB. CtpykTypH3amus TEKCTOB
yIPaBICHUYECKUX JOKYMEHTOB. BuIbl  yHUDHUIIUPOBAHHBIX
TEKCTOB, OCOOEHHOCTH odopMiIeHHUS TpadapeTHOTO TEKCTa,
aHkeTsl W Tabmuinbl. CocTaB W Ha3HAUYCHUE OTACNBHBIX BHUJIOB
OpTraHHU3aI[MOHHO-TIPABOBBIX, pacTopsIUTETbHBIX u
MH(OPMAIIMOHHO-CITPABOYHBIX JTOKYMEHTOB. J[OKyMEHTaIbHBIN
GOHI W TIepeYeHb JOKYMEHTOB, OOpa3yIOUIMXCS B IPOIECCEe
JeSTeIbHOCTH rOCy/IapCTBEHHOTO oprasa. Cocras,
pacrioyiokeHue U MpaBmuia OQPOPMIICHHSI PEKBU3UTOB OTACITHHBIX
BHUJIOB  OPraHU3al[MOHHO-TIPABOBBIX, PACHOPSAUTEIBHBIX U
WH(POPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB.

OcoGenHoct oopmIIeHUSI OTACNBHBIX BHJIOB JOKYMEHTOB,
oOpasyromuxcs, o0pa3yloumxcs B Tpolecce AeATEIbHOCTH
rOCy/IapCTBEHHOT'O OpraHa




4. O0pa3oBaTebHbIE TEXHOJIOTHU
OO0pa3oBaTte/ibHbIE TEXHOJIOTUH

I[JISI IMPOBCACHUA y‘-Ie6HBIX 3aHATHH  TI0 JUCHUIITIMHE HCIIOJIB3YIHOTCA PAa3JIMYHBIC

06p330BaTeJ'IBHBIe TCXHOJIOTHH.

Jis  opranuzanuu  yueOHOro mporecca MOXKeT ObITh

UCTIOJIB30BAaHO IEKTPOHHOE 00yUYeHHE U (WIIN) TMCTAaHLIMOHHbBIE 00Pa30BaTEIbHbBIC TEXHOIOTHH.

5. OneHka mIaHNpyeMbIX pe3yJIbTATOB 00y4eHH sl

5.1. CucreMa oeHUBAHU S

®opmMa KOHTPOJIS

Makc. KOJIH4eCcTBO 0aJ1710B

3a ogny padorty Bcero
Tekymuii KOHTPOJIb:
Omnpoc 10 6amioB 20 GaymoB
3amuTa nokiana (tema 2) 10 6amioB
3amuTa npe3eHTanuu (Tema 3) 10 6aymoB
3amuTa nmpoekTa (Tema 5) 20 6amioB
[TpomexyTouHas arTecTanus 40 6amoB

(3a4er ¢ OIEHKOI)

Hroro 3a cemectp

110 100 6asuioB

[Tonmy4eHHBI COBOKYITHBIH Pe3yIbTaT KOHBEPTHPYETCS B TPAIUIIMOHHYIO KAy OIICHOK U B
HIKaTy OlleHOK EBporieiickoii cucteMsl nepeHoca u HakoruieHus kpeautos (European Credit
Transfer System; ganee — ECTS) B cooTBeTCTBUM ¢ TabIUIIEH:

100-6annbHast TpajuImoHHas mkata [xana
IKasma ECTS
95-100 A
83904 OTJIMYHO B

68 — 82 XOpOLIO 3aYTEHO C

56 — 67 D

50 _55 YIIOBJIETBOPUTEIHHO E
2049 FX
0_19 HEYIOBJIETBOPUTEIHEHO HE 3a4TEHO F




5.2.KpuTepuu BbICTABJIEHHS] OLIEHKH M0 JUCHHUILIUHE

Bananl/
HMIxana
ECTS

OneHka nmo
JUCHUILINHE

Kpurepun onenkn pe3yabTaToB 00y4eHuUs 110
AUCUHHILINHE

100-83/
AB

"3aYTEHO
(oTunHO)"

BeicraBisiercs o0yyaromemycs, €ciau OH IN1yOOKo U
IIPOYHO YCBOUJI TEOPETUYECKUN U TPAKTUUECKUI
MaTepHall, MOXKET POJIEMOHCTPUPOBATh 3TO Ha 3aHATHUAX
U B XOJI€ IPOMEKYTOUYHOM aTTECTallUU.

OOyuaromuiicsi KICUEPIBIBAIOIIE U JIOTUYSCKH CTPOMHO
U3JIaraeT yueOHbIN MaTepuall, yMeeT yBSI3bIBaTh TEOPHUIO C
IPAaKTUKOH, CPABIISETCS C pelieHUEM 3aa4
npodeccuoHaNbHOM HalIPaBIEHHOCTH BHICOKOT'O YPOBHS
CJIO)KHOCTH, NPaBUIILHO 00OCHOBBIBACT ITPUHATHIE
peleHus.

CB000IHO OpUEHTHUPYETCS B yUeOHOH U
npodeccuoHanbHOM TUuTEpaType.

OreHKa 0 JUCLHUILUIMHE BBICTABISETCA 00ydaroIeMycs ¢
y4€TOM pe3yJIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTecTaluu.

Komnerennuu, 3akpeni€HHble 3a AUCUUIUINHOM,
c(hopMUpOBaHbl HA YPOBHE — 'BBICOKHH" .

82-68/

"3a4TEHO
(xoporo)"

BeicraBisiercst o0y4aromemycs, €ciau OH 3HaeT
TEOPETHUYECKUI U MPAKTUYECKUI MaTeprall, FPAMOTHO U 110
CYILIECTBY M3JIAraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOUYHOM aTTECTallMH, HE TOIIYCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics MpaBUIbHO MPUMEHSET TEOPETUUYECKUE
IIOJIO’KEHHUS IIPY PEIICHUN IPAKTUYECKUX 3a7a4
npodeccuoHanbHOM HallPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO)KHOCTH, BJIaIE€T HEOOXOJUMBIMHU U1l TOTO HaBbIKAMH
U IpUEMaAMHU.

JlocTaTo4HO XOPOIIO OPUEHTUPYETCS B YUeOHOH U
npodeccuoHanbHOM TUTEpaType.

OreHKa Mo JUCHUIUIMHE BBICTABISETCS 00yUaroeMycs ¢
Y4ETOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTaluu.

KomnereHuu, 3akpeniéHnble 3a TUCIUIIITUHOM,
chopMHpOBaHbI Ha YpOBHE — "'Xopouuii'.

67-50/
D,E

"3a4TEeHO
(YAOBIETBOPHUTEIND
HO)"

BrictaBnsiercs oOy4aromieMycsi, €CIi OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKHUI U MPAKTHUECKUI MaTepuail,
JIOITYCKaeT OT/eNIbHbIE OMIMOKH MPH €T0 W3JI0KEHUHU Ha
3aHATHUAX U B X0OJI€ TPOMEKYTOUHOM aTTECTaIUH.
OOyuaromuiics UCIBITBHIBAET ONPEICIEHHbIE 3aTPYAHEHUS
B IPUMEHEHUHU TEOPETUUECKUX MOJIOKEHUN PU PEIIeHUN
IPAaKTUYECKUX 3a/1a4 IPO(eCCHOHATbHON HAPaBIEHHOCTH
CTaH/IapTHOI'O YPOBHS CII0)KHOCTH, BJIJEET
HEOO0XOAUMBIMU JJIs 3TOr0 Oa30BBIMM HAaBBIKAMU U
IPUEMAMH.

JleMOHCTpHUpYET TOCTaTOYHBIN YPOBEHb 3HAHUS yIeOHOM
JUTEPATyphl N0 JUCHUIUIMHE.




Banasl/ Ounenka no Kputepun oneHkn pe3y1bTaToB 00y4eHUs 110

I kajaa JUCHUILINHE JUCHUILINHE
ECTS

OreHka o JUCLUUIUIMHE BBICTABISETCA 00yUaroIeMycs ¢
Y4E€TOM PE3YNbTATOB TEKYIEH U IPOMEKYTOYHOU
aTTecTaluu.

Komnerennuu, 3akperniéHuble 3a AMCLHUIUIMHOM,
chopMupoBaHbl Ha YPOBHE — ''TOCTATOYHBIN "'

49-0/ "HeynoBieTBopuTe | BricTaBisercs oOydaromemycs, eClIl OH He 3HaeT Ha
F.FX JBHO" 0a30BOM ypOBHE TEOPETUUECKUNA U MPAKTHUECKUI
MaTepHal, JoMycKaeT rpyoble oMOKH IPU €ro
M3JI0KEHUU Ha 3aHATUSAX U B X0JI€ IPOMEKYTOUHOM
aTTeCTallUu.

OOyuaromuiics UCIBITHIBAET CEPhEZHBIE 3aTPYIHEHUS B
IPUMEHEHUH TEOPETUYECKUX MOJIOKEHUH MTPU peLeHnn
NPAaKTUYECKHX 3a/1a4 MPO(eCCHOHATLHON HANPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CII0)KHOCTH, HE BJIaJ€eT
HEOOXOUMBIMH JIJIsl 5TOTO HABBIKAMH H ITPHEMAMH.
JleMoHCTpHpYeT (pparMeHTapHble 3HaHUS y4eOHOH
JUTEPATyPHI 1O JUCIUTUIHHE.

OreHka o JUCLUUIUIMHE BBICTABISETCS 00yJaroImeMycs ¢
Y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTallUU.

Komnerennuu Ha ypoBHe "A0CTaTOYHBIN' ', 3aKpeIIEHHbBIE
3a JUCLUUIUIMHON, He CPOPMHUPOBAHBI.

5.3. Onenounbie cpeacTtBa (MaTepHaybl) sl TEKYIIEro KOHTPOJSI yCIeBaeMOCTH,
NPOMEKYTOYHOH ATTeCTAUM 00y4aKOIIUXCH M0 JUCHUIINHE

[Mpumepubie Temsr gokianos (ITK-6, TIK-7)

1. Posib TOKyMEHTOBEIEHUS B COBEPLIEHCTBOBAHUHU ITPOLIECCOB YIIPABIICHUS.

2. HopmaTuBHO-METOAMYECKHE aKThl, pErVIAMEHTUPYIOUIME co3JlaHue U  odopmiieHue
JIOKYMEHTOB.

3. JIokyMeHT — 00BEKT JOKYMEHTOBETUECKUX UCCIIEI0OBAaHUI.

4. Tlonstme «uHpopMmaus». Cs3p uH(pOpMaMM M JOKyMeHTa. Poip uHpoOpmanuu B
COLIMAJIbHBIX ¥ 9KOHOMHYECKUX MpoIleccax.

5. ®yHKIMH JOKYMEHTOB. JIOKYMEHT — MOMU(pYHKIIMOHATIBHBIN OOBEKT.

6. TekcToBOE JOKYMEHTUPOBAHUE U TAIIBI €T0 PA3BUTHSL.

7. TexHu4eCKOe TOKYMEHTUPOBAHUE.

8. ®oronokymeHnTupoBanue. [losBienne, pa3BUTHE, IPUMEHEHHE.

9. KunonoxymentupoBanue. [losiBienue, pa3BuTie, BUI€03aUCh.

10. ®ononoxkymentupoBanue. [losBnenue, pa3Butue, NpUMEHEHHE.

11. MaTepuanbHble HOCUTEIH UH(POPMAIIHH.

12. CpoiictTBa u Tmpu3HakKu JOoKyMmMeHTa. WHdopmannoHHbIE CBONHCTBA JOKYMEHTA.
OpurunanbHOCTh foKyMeHTa. [TonnmHHOCTE fOKyMeHTa. KOMMIHHOCTD JOKYMEHTA.

13. Crpyktypa nokymeHTta. PexBusutel. @opMmymsip gokymeHTta Dopmynsp-oOpaserr.
Ocobennoctu (hopMyssipa JOKYMEHTOB, MOJTYYEHHBIX Pa3IMYHBIMU CIOCO0aMH (TEKCTOBBIMH,
MalIuHHBIMHU, KHHO-, POTO-, POHO-, TEXHUYECKUMH ).

14. Tpaguuuonnas popma nokymeHTa. PopMyssip TEKCTOBOTO TIOKYMEHTA B €r0 UCTOPUIECKOM
pa3BUTHUMN.

15. TOCT P 6.30-2003. Ero conepxanue, 3HaueHUE.




16. Tekct noxymenTa. CTpyKTypa TeKCTa. DIEMEHTHI TeKCTa. JIMHrBUCTUYECKHE OCOOEHHOCTH
JOKYMEHTa. Y HU(UKAIUS TeKCTa TOKYMEHTA.

17. Knaccudukanus. OcHOBaHHSI KiIacCU(PUKAITUH.

18. CkiagpiBanue cucteM pokymMeHTauuu. ConuanbHas JTOKYMEHTO-KOMMYHUKAIlMOHHAs
cucTema.

19. lokymMeHTHasi KOMMYHHKanus. JJOKyMeHTHas AEATEIbHOCTb.

20. VYHuduuupoBaHHBIE CHUCTEMBl JOKyMeHTanuu. [ocymapcTBeHHbIE CTaHAApThl Ha
YHA(UKALMOHHBIE CUCTEMBL. THITOBBIE CTIEMAIN3UPOBAHHBIE (POPMBI TOKYMEHTOB.

21. TpeboBaHuUs K COCTABICHUIO U OPOPMIICHHIO OPraHNU3aMOHHBIX TOKYMEHTOB.

22. TpebGoBaHus K COCTaBICHUIO U O(POPMIICHHIO PACTIOPSAAUTEIBHBIX JOKYMEHTOB.

23. TpeboBaHus K COCTABIECHUIO U OPOPMIICHUIO HH(DOPMALIMOHHO- CIIPABOYHBIX TOKYMEHTOB.
24. Ocobennoctu opopmIteHUs ACSITETLHOCTH KOJUIETHATBHBIX OPTaHOB.

25. Odopmienne yHUPUIUPOBAHHON JOKYMEHTAIMH 10 JIMYHOMY COCTaBY.

26. [Ipoteccsl JOKyMEHTOOOPA30BaHUS.

27. IlepBuyHbIE KOMIUIEKCHI TEKCTOBBIX JIOKYMEHTOB.

28. BenOMCTBEHHBIE apXUBBI.

29. 'ocynapcTBEHHBIE APXUBBI.

[Tpumepnbie Tembl st npe3enrtaimii (ITK-6, TTK-7)

. OcHOBHBIE TEH/IEHLIUU Pa3BUTHsI MUPOBOTro peiHKa CO/L.

. [Ipumeps! Buenpenus u npumenenus C3J1 B Mmupe.

. [Ipumeps! Buenpenust u npumenenus CO/1 B Poccun.

. Cpenpl paspadbotok CO/I: Documentum 4i.

. Cpenpl pazpadotox CIO/1: DOCS Open.

. Cpensl paspaborok CO/I: Lotus Domino/Notes.

. Cpensl paspabotoxk CO/I: DocuL.ive.

. CO/1 na ocuose Lotus Domino/Notes: CompanyMedia.

. COJ1 ma ocuose Lotus Domino/Notes: OfficeMedia.

10. CO/1 Ha ocHoBe Lotus Domino/Notes: «kbOCC-PedepenT».
11. COJ1 na ocnoBe Lotus Domino/Notes: «9ckamno».

12. C3/1 Ha ocaoBe Lotus Domino/Notes: «3omymika.

13. CO/1 na 6a3e npombinieHHbIX CYB/: «/IEJIO».

14. CO/1 Ha 6a3e npombinuienHbix CYB/I: LanDocs.

15. CB/1 na 6a3e npombinuienasix CYBJ]: OPTIMA-WorkFlow.
16. C3/1 na 6a3e npomeinuieHHbIXx CYB/I: «Komekcy.

17. CO /1 na 6a3ze npombiimieHHbIx CYB/I: I'pan Jlok.

18. CO/] na 6a3e mpombinuieHHsx CYBJl: DocsVision.

O 0O NO DN K W —

Kontpomnbnbie Bonpocs! k 3auety (ITK-6, [TK-7):

. [lonsiTre moxkyMeHTa, TOKyMEHTO000pOTa U MOTOKA JOKYMEHTOB.

. Llenu BHepeHUs NEKTPOHHOTO IOKYMEHTOO00pOTA.

. TeHeHINN Pa3BUTHUS CUCTEM JIEKTPOHHOTO JOKyMeHTooOopoTa. Peinok CO/I.

. CranmapTsl B 067aCTH 3JIEKTPOHHOTO ToKyMeHTooOopoTa (EDI).

. Mecto CO/] B nH(OpMalIlMOHHON CUCTEME MTPENTPHUSITHSL.

. Tuner CO/1. Cuctema 1e101mpon3BOICTBA M CUCTEMA YJIEKTPOHHOTO JOKYMEHTO000pOTA.
Knaccudukanus aBTOMaTU3UPOBAHHBIX CHCTEM JIEJIONPOM3BOJACTBA M AJIEKTPOHHOIO
JIOKyMEHTO000pOoTA.

8. Tumbl TEXHOJIOTHI 3JIEKTPOHHOTO yIpaBiieHus nokymeHTamu (DY [1).

9. lokyMeHT B MH(OPMAIIMOHHON cucTeMe. THIbl JOKYMEHTOB B MH(POPMAIIMOHHON CHUCTEME:
OyMa)XHBIi JOKYMEHT, 00pa3 J[JOKYMEHTa, OHJIEKTPOHHBIH JIOKYMEHT, CTPYKTypUPOBaHHbIE
nokymenTel, XML — npencrasiieHue.

10. Ciennduka nokymenta B CO/1. CinoxxHble JOKYMEHTHI. JIOKyMEHT B I€TTOTIPOU3BOJICTBE.

_\]CT\(JIAUJ[\)»—A



11. Hokyment B COJI. Poxnenue. Ctanosienue. [lyonukanms. ApxuBUpoBaHUE.

12. Tognepkka *U3HEHHOTO IHKiIa B paznnuHbix COJl. Xpanunuine aTpuOyTOB JOKYMEHTOB.
XpaHWIUIIe cCaMUX TIOKYMEHTOB.

13. Konnenuuu 6e30yMakHOI TEXHOJIOTUHU YIPABJICHUS.

14. TunoBeie kommoHeHTHl CO/I: XpaHunuie kapTodek (aTpuOyToB) TOKYMEHTOB; XPAHHMIINIIIE
JIOKYMEHTOB; KOMIIOHEHTBI, OCYIIECTBIISAIONINE OU3HEC-TIOTUKY CUCTEMBI.

15. Komnonentsl pynkmuonansaoctd CO/I. Ynpasnenue gokymMeHTaMu B xpaHwuiuiie. [lonck
JIOKYMEHTOB. MapuipyTusanusi U KOHTpOJIb UCIIOIHEHUA. OTUeThl. AIMUHUCTPUPOBAHUE.

16. Metoibl COpTUPOBKU TOKYMEHTOB B CO/I.

17. OcuoBusbie ¢pynkmuu CO/]. Tunosie TpedoBanus k CO/I.

18. IlpeumyiiecTBa BHEAPEHUSI CUCTEMBI JIEKTPOHHOTO JOKYMEHTO000POTA.

19. [Ipruunbl aBTOMaTU3aUUu. BEIOOP CHCTEMBI aBTOMATH3AIIHH.

20. BapuaHTel pemieHusl 3aJad aBTOMAaTH3alUU JOKyMeHTooOopora. [Ipobnema enuHcTBa
nH(pOpMaMOHHOK cucTeMbl U uHTerpanuu COJ] B mHbpacTpykTypy Koprnoparusaoi NC.

21. Kparkwuii 0630p pblHKa U Kiaccudukaius miathopM, IpeCTaBICHHbBIX Ha PhIHKE.

22. ®akTOpHI, BIHSIONIME HA BEIOOp 0a30BOM TIaT(HOPMEL.

23. ECM-cuctemsl.

24. BPM — cuctemsl.

25. OteuectBenHbie CO/I.

26. Lotus Notes.

27. ®axrop Microsoft SharePoint.

28. [loacuctembl aBTOMATU3AIUU JOKYMEHTOO00POTA.

29. Cuctembl aBTOMATU3aLIMM JICJIONPOU3BOCTBA.

30. Ilogcucrema apxuBa JOKYMEHTOB, YIIPaBICHUS KOHTEHTOM U CPEJICTBA CTPYKTYpPU3ALIUH.
(Opranmzanus xpanwiuma Qaitnos; Opranuzanust MeTagaHHbX; WHTerpamus ¢ oducHbIMU
npuioxkeHusMu; CpeacTBa CTpyKTypusanuu HHGopmanuu B apxuBe; CpelacTBa 3arpy3ku
nokymenToB Data Capturing; Ilpumepsl cpeAcTB oOpraHu3aliidl apxXuBa JOKYMEHTOB B
paznuuHbIX Kiaccax [10).

31. Cucremsl BBOJA IOKYMEHTOB U CUCTEMBI 00pabOTKH 00pa3oB TOKYMEHTOB

32. IlogcucreMa MapLIpyTU3alUK JOKYMEHTOB U YIPABICHUS 3aaHUSIMHU.

(ITpumeps! UCTIONB30BaHUS MApUIPYTH3AIUU JOKYMEHTOB B Pa3JIMYHBIX MPHUKIAIHBIX CHCTEMAX;
Bunel u cnioco6s! MapuipyTusanuu A10kyMeHToB; Enunas undpactpykrypa 3agaHuil, QyHKIuHY;
CpencrtBa opranuzanuu 3amenieHuil; CpeacTBa yBeJOMJIEHMH M aBTOMaTH3alMs 0O0pabOTKU
3ananuit; [Ipumepsl cpelcTB MapLIpyTH3alMK U MOACUCTEMBI 33JlaHUN B PA3JIMYHBIX Kiaccax
I10).

33. Cuctembl KOMIUIEKCHOM aBTOMAaTU3allud OM3HEC-TIPOIIECCOB.

34. Tunsl NpUIOKEHUH, BHEAPSIEMBIX B pamMkax KoprnopaTuBHOM COJI: apXUBBI 3JEKTPOHHBIX
JIOKYMEHTOB; aBTOMAaTHU3alisl MPOLECCOB KIACCUYECKOTO0 POCCHICKOro JOKYMEHTO00O0poTa
(momaepxKa JOKYMEHTAlMOHHOro obecriedeHus ynpasienus — JIOY); aBromaruzanus
IIPOLIECCOB COIJIACOBAaHUSl JTOKYMEHTOB; aBTOMAaTH3allusl YMIpaBieHUs OyMaKHbIM apXHUBOM;
aBTOMAaTH3alMsg MPOIECCOB OOIICaIMUHUCTPATUBHOTO JOKYMEHTOOOOPOTa; aBTOMATU3ALUsS
cnenupuIecKuX OTpacieBbIX 3a/1a4; aBTOMATH3aIUs MIPOLIECCHOTO YIPABICHUS; aBTOMATH3AIMs
JOKYMEHTOO0OpOTa B YIpaBIEHUH  NPOEKTaAMHU; aBTOMaTU3alUsl  TEXHUYECKOTO
JIOKyMEHTO000poTa.

35. ApXUBBI AEKTPOHHBIX JOKYMEHTOB.

36. ABTOMaTH3aIUsl MPOILECCOB KIACCHUYECKOTO POCCUMCKOr0 JOKYMEHT000O0poTa (MOA/Iep:KKa
JOKYMEHTAIMOHHOTO obOecrnieueHus ynpasieHus - JOVY).

37. ABTOMaTH3aIUs IPOLIECCOB COTJIaCOBaHUA IOKYMEHTOB.

38. ABTOMaTH3aIMs YIIPABICHUS OYMa)KHBIM apXHBOM.

39. ABromaTu3arus IporeccoB 001eaIMUHUCTPATUBHOTO JOKYMEHTO00O0pOTA.

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

41. ABToMaru3aius NpouecCHOTO yIpPaBICHUS.



42. ABTOMaTH3aIus JOKyMEHTOO00pOTa B YIIPABICHUH MTPOCKTAMHU.

43. ABToMaTu3alus TEXHUYECKOI0 JOKYMEHTO000POTA.

44. Cuctema 3JIeKTPOHHOTO JoKyMeHTooOopoTa Lotus Domino & Notes.

45. Oco0eHHOCTH BHEJPEHNUS U IKCIUTyaTalluH.

46. CucremMa 3JeKTpOHHOTO JoKyMeHTooOopoTa Lotus Domino & Notes. [TonokeHue Ha pbIHKE.
HcTopust cucTeMsbl, TUIIEH3UU U CEpTUDUKATEIL.

47. Ctpykrypa CompanyMedia. ApXUTEKTypa CUCTEMBI.

48. CO /1 Lotus Domino & Notes. Kputnka. Konkypupyromnme pazpaboTKu.

49. OneHka PKOHOMUHU U BhIT0. McuunciasieMble BBITOIBL.

50. Ouenka >KOHOMUH U BbIrof. HencunciisieMble BBITOIBI.

51. Onenka s3¢pdexruBHocTH BHeAPeHH CO/I.

52. Pacuet pacxonoB. Pacuet 10xo10B.

53. DOkoHommueckas 1erecooOpa3HOCTh HOBOBBeleHHS. (COCTaBISIONUE IKOHOMUYECKOTO

addekra.



6. YueOHO-MeTOAUYeCKOe U MH(OPMAIIMOHHOE 00ecredyeHHue U CIUTIITUHbI
6.1. Ciucok suTepatypsl

OcHoBHas

1. YmaxkoBa, O. A. JlokymeHToBeaeHue: YueOHoe nocodue / YmakoBa O.A. - Mocksa: HUIL]
NH®PA-M, 2017. - 64 c. ISBN 978-5-16-102985-5 (online). - Tekcr : snekrponnsiii. - URL:
https://new.znanium.com/catalog/product/809874.

2. DIEKTPOHHBIN JOKYMEHTOOOOPOT M obecredeHne Oe30MacHOCTH CTaHAaPTHBIMU CPEACTBAMHU
WINDOWS: yue6HOe mocobue / JI.M. Epnokumona, B.B. Kopsbkun, A.H. ITeuibkun, O.T.
[IBeukoBa. - MockBa: KYPC, 2019. - 296 c. - ISBN 978-5-16-103196-4. - TekcT: 31€KTPOHHBIH.
- URL.: https://new.znanium.com/catalog/product/1001864.

3. Kynses, H.H. HWnadopmanuoHHBIE TEXHOJOTUHM B JOKYMEHTAI[MOHHOM OOCCIICUCHUN
yhpaBieHUs U apXuBHOM jene : yueOHuk s By30B / H.H. Kynses, T.B. Konnpamosa, E.B.
TepentseBa, A.I'. ®abpuyHOB ; o 001l pea. 1.10.H., mpod. H.H. Kynsesa. - M.: Jloroc, 2017.
- 408 c. - (Homas crynenueckas OubOnuoteka) - ISBN 978-5-98704-786-6. - Tekcr :
anekTpouHbIi. - URL: https://new.znanium.com/catalog/product/1015021.

JlonosHuTenbHAS

1. DnexTpoHHOE MPAaBUTEIBCTBO. DIIEKTPOHHBIN JTOKYMEHTOOOOPOT. TepMHHBI U OIpeeIeHuUs:
yueb. mocobue / C.}0. Kabamos. — M.: UHOPA-M, 2019. — 320 c. — (Bsicmiee oOpazoBanue:
bakanaspwuar). - Pexxum noctyna: http://new.znanium.com/catalog/product/1002479.

2. IlpoextupoBanrne WHGOPMANMOHHBIX cucTeM: yded. mocobue / B.B. Komamenko. — M.:
OOPYM: UHOPA-M, 2018. — 320 c. — (Bsicmiee oOpa3oBanue: bakanaBpuar). - Pexum
noctyna: http://znanium.com/catalog/product/980117.

3. DIEeKTpOHHO-00pa3oBaTelbHbE pEecypchl B  pa3BUTHM  WH(GOPMAIMOHHOTO  OOIIeCTBa
(o0606menne u npaktuka) / Tpaiine B.A. - M.:JlamkoB u K, 2018. - 256 c.: ISBN 978-5-394-
02464-1 - Pexxum nocryma: http://new.znanium.com/catalog/product/513047.

4. IludppoBasg 3KOHOMHUKA: YIPABIECHUE AIEKTPOHHBIM OM3HECOM U 3JEKTPOHHOW KOMMEpIUEH:
yuebnuk / JI.B. Jlanugyc. — M. : UH®PA-M, 2019. — 479 c. — (Bsicmee obpa3oBaHue:
bakamaBpuar). — wWww.dx.doi.org/10.12737/textbook _5ad4a78dae3f27.69090312. - Pexum
nocryma: http://new.znanium.com/catalog/product/995938.

6.2. Ilepeuens pecypcoB HHGOPMALHOHHO-TeIeKOMMYHUKAIIMOHHOM ceTH ""HTepHeT"
1. https://elibrary.ru/defaultx.asp - Hay4unas snexTpoHHas 6ubianoTeka

2. https://archive.neicon.ru/xmlui/ - ApxuB Hay4HBIX M31aHHIA

3. http://www.garant.ru/ - UaudopmarimoHHO-11paBOBOM TOPTAI

6.3 IlpodeccnonanbHubie 0a3bl JAHHBIX 1 HHPOPMALMOHHO-CIIPABOYHBIC CHCTEMbI
Joctyn k npodeccuonanbubiM 6a3am nanubix: https:/liber.rsuh.ru/ru/bases
WHnpopmanoHHbIE CITPABOYHbIE CUCTEMBI:

7. KoncynpranT Ilmroc
8. Tapant


http://new.znanium.com/catalog/product/1002479
http://znanium.com/catalog/product/980117
http://new.znanium.com/catalog/product/513047
http://new.znanium.com/catalog/product/995938
https://elibrary.ru/defaultx.asp
https://archive.neicon.ru/xmlui/
http://www.garant.ru/

9. MarepuajibHO-TEXHHMYECKOE 0oOecnevyeHHne TUCIMILTHHBI

Jiiss MarepuanbHO-TEXHHYECKOTO OO0CCIIeYCHUsT JUCHUIUINHBI HCIIOIB3YeTCsS KOMITBIOTEPHBIH
KJIacC, 00OPYJIOBAaHHBIN BUICO-TIPOSKTOPOM, COBPEMEHHBIMU TEPCOHAIBHBIMU KOMITBIOTEPAMU
JUIE  KaXJIOTO CTYJCHTa, OCHAIICHHBIMH COBPEMEHHBIM IPOrPAMMHBIM  00ECIICUCHHEM:
aKTyallbHasl BepCHsl onepannoHHoi cucteMbl Windows kommanuu Microsoft, mpukiaaHoH makeT
nporpamm Microsoft Office Bepcuu He Hrke 2007, CD /I, oGecniedeH BbIXO B CETh HHTEPHET.

KommbrorepHsli |1 koMnbroTep Windows XP 19864538 17.11.2005
KIIACC TperoIaBaTets, Microsoft office 2010 Pro 49420326 08.12.2011
—ayn. Ne 201 11 xoMITBIOTEpOB " NEJIO-IIpennpusitue"”
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8. O0ecneuyenne 00pa3oBaTEJIHLHOIO NMPOLIECCA IJIS JIMI C OTPAHMYEHHBIMU
BO3MOKHOCTSAMHM 310POBbSI U MHBAJIN/I0B

B X0J€ peajin3dallui AUCHUILIMHBI UCITOJIB3YOTCA CIACAYIOIUC JOIMOJTHUTCIILHBIC
METOAbI O6yLICHI/Iﬂ, TEKYIIETO KOHTPOJIA YCIIEBAEMOCTHU U HpOMeX(YTOqHOﬁ arrecranuu
O6yanOI_]_[I/IXCSI B 3aBUCHUMOCTH OT UX HHAUBUIYAJIbHBIX 0COOEHHOCTEIHA:

e JUIs CJICIBIX U CIA0OBUIAIIUX:

- JeKUuM O(OPMIISIIOTCA B BHJIE 3JIEKTPOHHOIO JIOKYMEHTA, JOCTYIHOIO C IOMOIIbBIO
KOMIIBIOTEpA CO CIIELUAIN3UPOBAHHBIM IIPOTPAMMHBIM 00ECIIEUEHUEM;

- IHUCBMEHHbIC 33JaHUS BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHELMAIU3UPOBAHHBIM
IPOTPaMMHBIM 00ECTIeYeHHEM, HIJIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTcs UHAMBUAYAIbHOE paBHOMEpHOE ocBelleHue He Mmeree 300 Jrokc;

- NS BBIIOJHEHUS 3aJaHUsl IMpPU HEOOXOAMMOCTH IIPENOCTABIISETCS YBEIMYMBAIOLIEE
YCTPOMCTBO; BO3MOXHO TAK)K€ HCII0JIb30BaHNE COOCTBEHHBIX YBEINYMBAIOIIUX YCTPOMICTB;

- MUCHbMEHHBIE 3a7aHusI OYOPMIISIFOTCS YBETMUYEHHBIM IIPH(PTOM;

- 9K3aMeH M 3au4€T MPOBOAATCSA B YCTHON (hOpMe UM BBIIOIHSIIOTCSA B TUCbMEHHON (hopme Ha
KOMIIBIOTEPE.

e JUIS TIIYXUX U CJIa0OCTbIIAIINX:

- JeKuud Oo(QOpMIISIIOTCA B BHJE 3JIEKTPOHHOIO JOKYMEHTa, JHUOO NpeAoCTaBIseTCs
3BYKOYCHWJIMBAIOIIAs annapaTrypa MHAUBUAYaJIbHOTO MOJIb30BAHUS;

- IUCbMEHHBIE 3aJJaHUs BBIIIOJIHAIOTCS Ha KOMIIbIOTEPE B MTUCbMEHHOM (hopMe;

- O9K3aMeH U 3a4€T MpOBOJATCS B IIMCBMEHHOW (OpMeE Ha KOMIIBIOTEpPE; BO3MOXKHO
npoBesieHue B (hopMe TeCTUPOBAHMUS.

e JUId JIUL C HAPYLIEHUSMH ONIOPHO-IBUIaTEIBHOIO anrapara:

- JIeKIMM O(OpPMIIAIOTCS B BHJE AJIEKTPOHHOIO JIOKYMEHTA, JOCTYHHOTO C IOMOIIbIO
KOMITbIOTEpA CO CHEIMATU3UPOBAHHBIM TPOrPaMMHBIM 00€CIIeUeHHEM;

- THCbMEHHbIE 3a/laHusl BBINOJHAIOTCS HA KOMIBIOTEPE CO CIELHMATU3UPOBAHHBIM
IPOTrpaMMHBIM 00€CTIEYCHHEM;

- 9K3aMEH U 3a4€T MPOBOAATCS B YCTHOM (pOpME MM BBIOJIHSIOTCS B TUCbMEHHON (popme Ha
KOMIIBIOTEPE.

[Ipu HEOOXOIMMOCTH MpeTyCMaTPUBAETCS YBEIMUEHNE BPEMEHH IS ITOJITOTOBKH OTBETA.

IIponienypa  mpoBeAeHUsT  NPOMEXYTOUYHOM  arrecTauu Ui OOy4arolIuXcs
YCTaHABIMBAETCS € Y4YETOM UX HMHAWBHUIYAJIbHBIX ICUXOPU3NYECKHX OCOOEHHOCTE.
[TpomexyTo4Hast arTecTanus MOXET IPOBOJUTHCS B HECKOJIBKO ATAIOB.

[Ipu npoBeneHun npouenypsl OLEHUBAHUS PE3YIbTaTOB OOyUYEHHS MpeaycMaTpUBAETCS
UCTIOJIb30BaHNE TEXHUYECKUX CpEICTB, HEOOXOAMMBIX B CBSI3U C HMHIUBUAYAJIbHBIMU
OCOOEHHOCTSAMHU OO0Yy4YaroIIUXCsl. JTU CPeACTBa MOTYT OBITh NMPEJOCTAaBIEHbl YHHUBEPCUTETOM,
WJIA MOT'YT MCIIOJIb30BAThCSI COOCTBEHHbBIE TEXHUYECKHE CPECTBA.

[IpoBenenre mpoueAypbl OLEHUBAHUS  pe3ylIbTaToB  OOy4YeHHUS  JIOMYCKaeTcs C
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.

ObecnieunBaeTcss 10CTyl K MH(OPMALMOHHBIM M OHOIMOrpaduueckuM pecypcam B CETH
WutepHer Ui Kaxaoro oOydaromierocs B ¢opmax, aJalTHPOBAHHBIX K OrpAaHHYEHHSIM HX
3JI0pOBbS U BOCTIPUATHUS HHPOPMAIUH:

® IS CHEMNBIX U CIIA00BUIAAIINX:

- B ICYaTHON (pOopMe yBETMUEHHBIM HIPUPTOM;

- B (hOpMeE IIEKTPOHHOIO JOKYMEHTA;

- B hopme aynuoddaiina.

® Ui TIYXHX U CIa0O0CTBIIIANTHX:

- B Ie4aTHou dopwme;

- B (hOopMe 3IEKTPOHHOTO JOKYMEHTA.

e Ui 00yYaroIuXcs ¢ HAPYIICHUSIMU ONIOPHO-ABUTaTeIbHOIO armapara:



- B Ie4aTHou opme;
- B (hOpMe IIEKTPOHHOTO JOKYMEHTA;
- B popme ayauodaiina.

YueOHble ayAUTOPUH Ui BCEX BUAOB KOHTAKTHOW M CaMOCTOATENBbHON paboThl, HAydHAs
O6uONIMOTEKa M MHbIE MOMEIIEHUs ISl 0OyYeHHs] OCHALIEHbI CIIELHAIbHBIM 000pYAI0BaHUEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHUMHU CPEACTBAMU O0YUEHUS:

® IS CIICIIBIX U CIIA0OBUISIINX:

- YCTpOMCTBOM JIJ1s1 CKaHupoBaHus u uteHus ¢ kamepoit SARA CE;

- nucreeM bpaiina PAC Mate 20;

- npuntepoMm bpaitns EmBraille ViewPlus;

® Ui TIYXHX U CIa0O0CTBIIIAIIHX:

- aBTOMATU3MPOBAHHBIM pPA0OYMM MECTOM JJs JIIOJEH C HapyluleHHeM ciyXa u
¢l1a00CIIBIIIAIINX;

- AKyCTUYECKHH YCUINTENb U KOJIOHKH;

e Ui o0yYaroIuXcs ¢ HapyIIEHUIMU OIIOPHO-ABUraTeIbHOIO arnmapara:
- IepeIBUKHBIMU, PETYINPYEMBIMU dproHoMuueckumu napramu CHU-1,;
- KOMIIBIOTEPHON TEXHUKOM CO CIIEUaIbHBIM IPOrPaMMHBIM 00€CIIeUeHHEM.



9. MeroauvecKkue MaTepuaJibl
9.1. Il;1anbl NPAKTHYECKUX 3aHATHI

3ansrue 1. [IpaBoBble 1 HOPMATUBHBIE OCHOBBI IOKYMEHTAIIMOHHOTO 00ECIICUeHUs

ynpasieHus. (4 4.)

Bompocs! q1st 06cyxnenuns:

1. l'ocynapcTBeHHOE peryaupoBaHWe, HOpPMAaTHBHAas NpaBOBas M METOJMYECKas OCHOBA
JOKYMEHTAITMOHHOTO 00ECTIeYeHHs yIIpaBICHUSI.

2. CymHOCTb, HaNpaBJICHUS U BUJBI TOCYAapPCTBEHHOTO PErYJIMPOBAHUS TOKYMEHTAIMOHHOTO
oOecrnieyeHus ynpaBIcHUs.

3. Haznauenue, 0COOEHHOCTH ¥ COOTHOILICHHE HOPMATUBHOTO TIPABOBOTO M METOIUYECKOTO

peryJIHpOBaHUS.

HarpaBneHust 1 BU/IbI JOKyMEHTAIIHOHHOTO 00ECTIeYeH sl yIIPaBICHUS

Ha3nauenue 1OKyMEHTHPOBAHUS M OPraHU3alUU pabOTHI C JOKYMEHTaMHU

Ponb nHPOpPMAIIMOHHBIX TEXHOJIOTUH B €r0 pa3BUTUH

CymHOCTh 1 0COOCHHOCTH YIPABICHUS JOKYMEHTAMH.

JIOKyMEHT KaK OOBEKT peryIHpOBaHHS.

OYHKIUY U BUABI TOKYMEHTOB, MX YHU(DHUKAIMS U CTaHAAPTH3AIHA.

©oN A

3agaHus:

1. Peructpanus BXOJIIEro JOKyMEHTa

2. IlepBudHOE paccMOTPEHUE BXOSAIETO JOKYMEHTA PyKOBOAUTENIEM KaHIEISIPUH
3. IloaroroBka npoeKkTa NOPY4YEHUS IOMOILHUKOM PYKOBOIUTEIS

4. PaccMoTpeHue pyKOBOAUTENIEM IIPOCKTA IOPYYEHUS

5. IloaroroBka npoekTa UCXOASIIET0 JOKYMEHTa OTBETCTBEHHBIM HCIIOJTHUTENIEM
6. CoracoBaHue NpoOeKTa UCXOSAIET0 JOKYMEHTa

7. lloanucanue NpoeKTa UCXOAIIEro TOKYMEHTa, €ro0 PErucTpanus 1 nepeaadya Ha OTIPaBKy
8. OTnpaBka UCXOJSIIETO JOKYMEHTa Ha OyMa)KHOM HOCHUTENE

9. UcnonHeHue nopy4eHust (OT4ET OTBETCTBEHHOTO HCIIOTHUTEIS)

10. IToaTBepxk1eHNE UCTIOIHEHUS TIOPYUEHUSI €r0 aBTOPOM

Jluteparypa: ocHoBHas [1, 2], nomonautensHas [1, 4].

3ansitue 2. CucTeMBI JIEKTPOHHOTO JOKyMeHT0000poTa. bazossie moHsATHA. PeiHok CO/I. (4 4.)
Bormpocs! mu1st o6cyxieHust:

1. ®dyHKIMU cHCTEM: PEeruCTpalus JIOKyMEHTOB.

2. YrpaBlieHHE JIEKTPOHHBIMU IOKYMEHTAMHU.

3. Co3gaHne W XpaHEHUE PaA3IUYHBIX HECTPYKTYPUPOBAHHBIX JTOKYMEHTOB (O(uCHBIE
NPWIOKEHUs, Tpadudeckue U MeauamaTepuabl, 4epTexku u 1p.), Bepcuu u DI, nognepxka
KU3HEHHOTO IMKJIA JOKYMEHTOB, Ha3HAu€HHUE IpaB JAOCTYIa, BEJCHHE HCTOpPUMU paloOThI,
MOJIHOTEKCTOBBIN U aTpHOyTUBHBIN MOUCK.

CoBpeMeHHbIH POCCUICKUIT PHIHOK CHCTEM aBTOMAaTH3AIMU IOKYMEHTO000pOTa.

OCOOEHHOCTH JIEKTPOHHOTO BEICHUS JIEI0NPOU3BOICTBA.

Bo3moyxHbIe mpruuHbl HU3KOH 3((pekTHBHOCTH 1 KadyecTBa BeeHUs JoKyMeHTarmu B CO/.
OkoHomuueckuit 3dext ot BHenpenus CO/L.

Obecnieuenne 3anMThl HHGOPMALUY NTPH Ucionb3oBanuu CO/I.

N O A

3ananue 1:

1. O3HaKOMHUTBCS C MAaTEPUAJIOM IO TPOrPAMMHBIM MPOJIYKTaM IO CUCTEMaM
AJIEKTPOHHOTO JIOKYMEHTO000pOTA.

2. ITpoBecTr CpaBHUTEIBHBIA aHAIN3 MTPOTPAMMHBIX MPOJYKTOB M 3aIIOJHUTh HUXKE
NPUBEJCHHYIO TaOIUILy:
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3. BriOpath koHkpeTHyt0 CO/1 1711 CBOETO BUPTYaJIBLHOTO MPEANPUsATHS, 000CHOBATD
BBIOOp. OTUeT oopmuTh B Buje ¢aiina Word.

3amanue 2:

Pazpaborate ¢ momompio TekcTtoBoro pemaktopa MSWORD  odopmieHHus pEeKBHU3UTOB
JIOKYMEHTOB B 3J1eKTpoHHOM Buje B cooTBeTcTBUU ¢ ['OCT P 6.30-2003 (c mcnonp3oBaHueM
MEePEYHs] PEKBU3UTOB JIOKYMEHTOB, TPEOOBaHUI K MX OPOPMIICHHIO U CXEMBI UX Pa3MEICHUS Ha
yriaoBoM Onanke opmara A4, mpeCTaBICHHBIX B 3JIEKTPOHHOM BH/JIE).

[I1aGioH JTOKYMEHTOB BBIOMpPAETCS CTYJEHTOM CaMOCTOSITEIBHO TI0 COTJIACOBAHHMIO C
MIPETo/1aBaTeIIeM.

3ansaTue 3. Knaccudukanus cucteM 3JIeKTPOHHOTO JOKYMEHTO000poTa (4 4.)

Bompocs! quist o6cyxnenuns:

1. Co3nanue 31eKTPOHHBIX JOKYMEHTOB.

2. Benenue cucTeMbl CIIpaBOYHHUKOB.

3. YmpaBieHue JeJ0BbIMHU NPOLIECCAMHU.

4. Tlopnepskka MpOIECCOB COTJacoBaHusl U 00paOOTKHU JOKYMEHTOB, BblJlaua 3aJaHU 1
KOHTPOJIb UX UCIIOJTHEHHUS.

5. ObecrnieueHne B3aUMOJICHCTBUS MEX]Ly COTPYAHUKAMH B X0/1€ OM3HEC-TIPOLIECCOB,
HOJ/IEP’KKa CBOOOJIHBIX U KEeCTKUX MapupyToB (workflow).

6. Ilpusnaku knaccudpukamuu CO/[: COOTBETCTBHE CTaHIapPTaM OTEUECTBEHHOTO

JIEJIONIPOU3BO/ICTB;

[Tpusnaku knaccudukanuu CO/I: pa3paboTUUK CUCTEMBI;

8. Ilpuznaku knaccudpukammu CO/I: peraemble 3a1a4u 1eI0NPOU3BOICTBA; TUI OpPraHU3aLIUH.

~

3anaHus:

. Peructpanus oOpatienus

. IlepBuyHOE paccMoTpeHne oOpaleHus

. [loaroroBka mpoekTa nmopy4eHus MOMOUTHUKOM PYKOBOIUTENS

. PaccMoTpenune pykoBoIUTENEM ITPOEKTA IOPYUECHHUS

. [loaroroBka oTBeTa Ha oOpaleHue

. [Tonnucanue npoekTa UCXOIAIIET0 JOKYMEHTA, €ro perucTpalus 1 nepeaaya Ha OTIPaBKY
. OTnpaBKa UCXOASILEro JOKYMEHTa Ha OyMa)XXHOM HOCHUTEJIE 3asBUTEIIO

. UcnonHenue nopyuyeHust (0T4€T OTBETCTBEHHOT'O UCIIOTHUTEIS)

. IlogTBeprkIeHIE UCTIOTHEHUS TIOPYIEHUS

OO0 I3 WnN P W —

Jluteparypa: ocHoBHas [1, 3], nononaurensHas [1, 4].

3ausitue 4. BeiOOp ¥ BHEAPEHHUE CUCTEM DJIEKTPOHHOTO JTOKyMeHTooOopoTa (6 4.)

Bomnpocs! 11st 06cyxaeHus:

1. ®yHKIMOHATBHBIE OTJIMYUS YJICKTPOHHOTO TOKYMEHTO000pOTa OT OyMa)KHOTO.

2. KoprniopatuBHasi cucTeMa 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa — OCHOBHBIE TpeOOBaHHS U
BO3MOXHOCTH.

3. Kpurepuu, onpenensioniye HeooxoaumocTs BHeapeHuss COJ1 B opranuzanuu (IpeanpusiTii ).



OTarnsl Co3aHNs M BHEIAPEHUS CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO00POTa Ha IPEATIPUATHH.
Boinonnenue npakrnueckux 3aganuii B CO/I.

[Toaxoap! K CO3aHHUIO CHCTEM IIEKTPOHHOTO JTOKYMEHTO000pOTA.

TpeOoBaHMsI K cCCTEMaM.

OTarnsl BEIOOpa CHCTEMbI aBTOMATH3aIHH.

Oransl BHEIPEHUSI CUCTEMbI aBTOMATH3AIIHH.

IS N

3anaHus:

1. Co3nanue npoekTa BHYTPEHHEr0 JOKYMEHTa

2. OTKa3 B COIJIaCOBaHUHM MIPOEKTA BHYTPEHHETO JOKYMEHTa

3. JlopaboTka poeKkTa BHYTPEHHET0 JOKYMEHTA UCIIOJHUTEIIEM 110 3aMeUaHHsIM
4. CornacoBaHue MPOEKTa BHYTPEHHETO JIOKYMEHTA CoriacyromuM 1-ro stana
5. CornacoBaHue NPOEKTa BHYTPEHHET0 IOKyMEHTa COIIaCyIoIUM 2-T0 3Tana
6. Ilognucanue mpoeKTa BHYTPEHHETO JOKYMEHTA, PETUCTPAIHsI, Iepeada Ha paCCMOTpEHHE U
O3HaKOMJICHUE

7. PaccMOTpeHne BHYTPEHHETO JOKYMEHTA

8. UcnonHeHue nopy4yeHus

9. O3HaKOMJIEHHE C BHYTPEHHUM JI0OKYMEHTOM

10. [IpocMoTp ucnoaHUTENEM HH(POPMALIUH O CTAaTyce

Jlutepatypa: ocHoBHas [1, 3], momonuutensHas [2, 3, 4].

3ansaTtue 5. JlIokyMeHTUpOBaHUE yIpaBJIeHYECKOH esTeabHOCTH (6 4.)

Bompocs! 1u1st 06cyxnenus:

1. CocraB 1 Ha3HaueHHE OTJEIBHBIX BHJOB OPraHU3alMOHHO-TIPABOBBIX, PACIIOPIIUTEIbHBIX U
WH(POPMAIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

2. JloxyMeHTanbHBIN (DOH] U TIepedeHb JOKYMEHTOB, 00pa3yroIuXcs B MPOLEcce JIeATeIbHOCTH
TOCYAapCTBEHHOTO OpTaHa.

3. CoctaB, pacrnonoxeHue M TpaBwiIa O(GOPMIECHHUS PEKBU3UTOB OTAEIbHBIX BHUJOB

OpPraHU3alMOHHO-TIPABOBBIX,  PACHOPSAWTENFHBIX W HWH(OPMAIIMOHHO-CIPABOYHBIX

JIOKYMEHTOB.

Boinonnenue npakruyeckux 3aaanuit B COJI.

5. Ocobennoctu ohopMiIeHUS OTAETBHBIX BUJOB JOKYMEHTOB, 00Pa3yIOLIMXCS B IpoLecce
JeATeIbHOCTH TOCYIapCTBEHHOTO OpraHa.

B

Samanus:

. Co3znianue norosopa.

. OTKa3 B corimacoBaHUM JOrOBOPA.

. lopaboTKa 10roBOpa UCIOTHUTEIIEM.

. CornacoBanue 10roBopa corjiacyroiuM 1-ro srana.

. CoryacoBanue JOroBopa COrJIacyroIuM 2-ro dramna.

. [lopnucanue noroopa, perucTpanus, nepeaada Ha pacCCMOTPEHUE U 03HAKOMIIEHHE.
. PaccmoTtpenue norosopa.

. UcnionHenue nopy4denus.

. IlonTBepxieHNEe UCTIOTHEHUS IOPYUECHHUS.

10. O3HakomIIEHHE C TOTOBOPOM.

11. [IpocMOTp UCHOTHUTENEM HHPOPMALIUHU O CTATyCe O3HAKOMIICHUS C IOKYMEHTOM.
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Jluteparypa: ocHoBHas [2, 3], nononuurenbHas [3, 4].



puioxenne 1 AHHOTAUMS JUCUMIIIIHMHBI
AHHOTALIUA JUCHUITJIMHBI

Henp muctunauHbl: GOPMHPOBAHHE Y O0YYAIOMIUXCS 3HAHUN U YMEHHH, HEOOXOIUMBIX
JUTSE pa3pabOTKH, IKCIUTyaTalli U CONPOBOXKICHUS HH(DOPMAIMOHHBIX CHUCTEM YIIPABJICHUS
JIOKYMEHTOOOOPOTOM, TPaMOTHOTO TPHUMEHEHHS aBTOMATH3UPOBAHHBIX HH(POPMAIMOHHBIX
TEXHOJIOTHH JIJIsl 00ecTIeueHUsT peICHUS MPUKIIAIHBIX 3a/1a4.

3amaun:

- moiiyueHue 0a30BBIX 3HAHWW B OOJIACTHM aBTOMATH3AaIlMU JOKyMEHTOO0OpOTa C
WCITOJIb30BaHUEM MH(POPMAITMOHHBIX TEXHOJIOTHIA;

- ¢opMupoBaHHE YMEHUH B 00JIaCTH pPa3pabOTKH, BHEAPEHUS U IKCILTyaTalluu
MH(OPMALIMOHHBIX CUCTEM JIEKTPOHHOTO TOKYMEHTO000POTa;

- MPUOOPETCHNE MPAKTHYECKUX HABBIKOB PA0OTHI C aBTOMATU3UPOBAHHBIMU CHCTEMaMHU

JOKYMEHTO000pOoTA.

B pesynbpTaTe ocBOCHMS TUCHUILUIMHBI 00YYarOITUICS JOJIKEH:

3HaTh OCHOBHBIE BUJbI HH(POPMAIIMOHHBIX CUCTEM 3JEKTPOHHOTO JOKYMEHTO00OpOTa U
CEPBHICOB B HHUX, OCHOBBI Pa3pabOTKH U BeACHMS 0a3 MaHHBIX U TOIACPKKHA HHPOPMAIIHOHHOTO
obecrnieueHus Ui pelIeHUs 33a/1a4 aBTOMATH3AI[UH 3JIEKTPOHHOTO IOKYMEHTOO00pOTA.

YMeTh HacTpamBaTh, IKCILUTYaTHPOBATh U COMPOBOXKIATh MH(DOPMAIMOHHBIC CHCTEMBI
3JIEKTPOHHOTO JTOKYMEHTOOOOpOTa M CEPBHUCHI B HUX, OCYIIECTBIISTH BeACHHE 0a3 JaHHBIX U
NONJEPKKY HMH(DOpPMAIMOHHOTO  OOecredeHust JUIS  PEIICHUS 3aJad  aBTOMaTH3aIlluu
AIEKTPOHHOTO JOKYMEHTOO000pOTA.

Brnagerp HaBBIKAMU HACTPOWKH, JKCIUTyaTalldd M COMPOBOXKICHUS HH(POPMAIIMOHHBIX
CUCTEM 3JIEKTPOHHOTO JOKYMEHTO00O0POTa U CEPBUCOB B HUX, HABBIKAMH BEJICHUS 0a3 TaHHBIX U
MOJJIEPKKU  HMH(DOPMAIIMOHHOTO  OOecredeHus: IS pelieHus 3a7ad  aBTOMAaTH3alluu
AIIEKTPOHHOTO JOKYMEHTO000pOTA.



