MHUHOBPHAYKH POCCHUH

o,

[ X &
e pay &
WY S

Wiy g

denepanbHOE TOCYAAPCTBEHHOE OFOKETHOE 00Pa30BaTENbHOE YUPEIKIACHUE
BbICLIEr0 00pa30BaHuUs
"Poccuiickuii rocy1apcTBeHHbI TYMAHUTAPHbI yHUBepcuTeT'
(®Ir'v0Y BO "PITY")

MHCTUTYT UHO®OPMALIMOHHBIX HAVK 1 TEXHOJIOT U BE3OITACHOCTU
OAKVIJIPTET THOOPMAIMOHHBIX CUCTEM U BESOITACHOCTH
KA®EJAPA UTHOOPMAILIMOHHLIX TEXHOJIOTUH 1 CUCTEM

JOKYMEHTAIIMOHHOE OBECIIEYEHUE HU®POBBIX ITPOLECCOB
PABOYAS [TPOT'PAMMA JTVCLHUTIMHBI
Hanpasnenue noarorosku 09.03.03 Ilpukiiagnas unpopmaruxa
Hanpasnennocts (rpo¢uis): MHPOpMaLmOHHO-KOMMYHUKAIL[MOHHBIE TEXHOIOTUU LIU(DPOBOI
Tpanchopmauu

VYpoBeHs BhICIIero oOpa3oBaHus: OakazaBpuaT

dopma 00ydeHHsI OUHAs

PIIJI amanTupoBaHa auis U1l
C OrpaHU4YECHHBIMUA BO3MOKHOCTSAMHU
310POBBSI U UHBAIUOB

Mocksa 2024



JlokyMeHTaImoHHOe o0ecreueHue MUPPOBLIX MPOIECCOB
Pabouast mporpamMma JAMCIUTLTHHBI

CocraBurenb: cT. npenoaasarens binnosa E.-A. 1.
OTBeTCTBEHHBIN PEIAKTOP: K.C.- X.H., IONEHT, 3aB. kadenpor H.II. [llykenbaeBa

YTBEPXJIEHO
ITporoxoi 3acenanus

kadenpsl HPOPMAITMOHHBIX TEXHONIOTHI U cuctem PITY
Ne 8 ot 04.03.2024r.



OI'TABJIEHHME

1. TTOSCHUTEIBHAST BATIMCKR «..vveeiuteieiateeessteaesstee ettt sas ek e ke e e san e s e ek e s e e e e e s b e e s 4
1.1. Llenpb ¥ 3a0a9H JUCITHTIIIHDBL .....uvvvereeeessssutttssesseeessssnssssssssssesssssnssssssssseeessssmmsssssssseeeessannnsnns 4
1.2. Ilepeuens IaHUPYEMBIX PE3yJIbTATOB O0YUYSHHS MO JUCUUIUINHE, COOTHECEHHBIX C
WHIAUKATOPAMH JTOCTHIKEHUS KOMITETCHIIMM «....veeuveeieieieesneeesieesiieesiee s e sneesnne e e e e sneeeneennnesnns 4
1.3. MecTo TUCHUIUIMHBI B CTPYKTYPE 00pa30BATEIBHOM MPOTPAMMBI ......vvvvvieiriereesiresreesenns 5

2. CTPYKTYPA JIUCIUIITIMHDBI ......evieteeetietessaneesses st e st s e smeessne e s s ssne e smeean e e sne s enne e nne e e e e nneeanreennneenns 6

3. COIEPIKAHME THCTIMTIITHBL ... .vvveesveessreessssessnsseessssessssseessseessssesessseessssesssssesssssessnssessnssessnssessnsees 6

4. OOPaA30BATEIBHBIC TEXHOIOTHH ... ve.eveueressiassesseeseassessee st asseaseesseassesseesseasseaseesbeassesseesneasneaneenneans 8

5. OueHKa MIAaHUPYEMBIX PE3YIBTATOB OOYUCHUS ....vveuveesriireriasrisseesseasesseesseesesseesseessesseesseesnesnns 8
5.1. CHCTEMA OLICHUIBAHI 1. eevvtuseesestnssesestassesessaseesessasessssasesessasesessteesessteeeernteeeenreeeinreeeen 8
5.2.Kputepuut BICTABICHHS OIEHKHU TIO JTUCTIATITIHE .....vveuveeveessreesseesneeessnessesssnessesssnssnsessseens 9
5.3. OueHouHble cpecTBa (MaTepuabl) U TEKYILETo KOHTPOJIS yCIIEBAEMOCTH,
MIPOMEKYTOUHOM aTTECTAIIMN OO0YYAFOIIUXCS TIO JUCIIHILITHHE ...cvvveerveensreeieesneeesieesnneesnnesnneenes 10

6. Y4eOHO-MeTOIMIeCKOe U HH(OPMAMOHHOE 00SCTICUCHUE TUCTIATIITIHBI «..cvvevveenveesieeeneennes 14
0.1. CIIHICOK JTHTEPATYPDBL. .. eeuveenteesueeeseessseaseesseeaseessseasseessssaseessseaaseessseaseessneenseessnessessnnesnnes 14
6.2. [lepeuens pecypcoB uHGOPMaIIMOHHO-TEIIEKOMMYHHUKAIIMOHHOM ceTn "UHTepHeT"........ 14
6.3 IIpodeccronanbabie 0a3bl JaHHBIX U HH)OPMAITHOHHO-CIIPABOYHBIE CUCTEMBI ................ 14

9. MarepuanbHO-TEXHUYECKOE 00CCTICUCHUE TUCIIUTIIIMHBI ...uvvenreerreesireesieesnneessnesseesseesneenes 15

8. ObGecneueHnre oOpa3zo0BaTENbLHOTO MpoIiecca AJis JHI] ¢ OTPAHMYEHHBIMU BO3MOKHOCTSIMU

3IIOPOBBST M MTHBAITHTIOB ... utvteeutteeanteeesstneesntseesnsseesssseesaseeessseeeasseeessbeeeasseeeanseeasseesnseeesnsseeasneeannneens 16

9. METOAMUECKHUE MATEPHIAIIBL ......vveersteeeiteeessreeassseeesssesasssesssssesaasseeaabseesabb e e e abse e s bb e e e bn e e aneeeannneeanes 18
9.1. [1naHbl TPAKTHUECKHUX BAHITHI ...c.vviiriiieeiieieiee e aiee s ne e e ns 18

[Tpunoxxenre 1 AHHOTAIMS TUCTIMTIITHHBI ......vveiteieiireessteeessseeessseesssseeessseessssesssssessssessssnessnsees 21



1. [TosicHUTEIbLHAA 3aAIMCKA

1.1. llens u 3a1aun TUCHHILINHEI

Henb aucuuminHsl - GopMUpOBaHKUE Y 00YYAIOIIUXCS 3HAHUN U YMEHUI, HEOOXOAUMBIX
JUTSE pa3pabOTKH, IKCIUTyaTallil W CONMPOBOXKICHUS HH(POPMAIIMOHHBIX CHUCTEM YIIPaBIICHUS
JIOKyMEHTOOOOpPOTOM, TPaMOTHOTO MPUMEHEHHS aBTOMATU3UPOBAHHBIX HH(POPMAIIMOHHBIX
TEXHOJIOTHH JIJIsl 00ecTIeueHUs pEeIICHS MPUKIIAHBIX 3a/1a4.

3aia4yu TUCHUIUINHBIL

- mosiyueHue O0a30BBIX 3HAHMKW B O0JIACTH aBTOMATH3allMU JIOKYMEHTOOOOpOoTa ¢
HCIIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOTHIA;

- ¢opMupoBaHHE YMEHHI B 00JacTH pa3pabOTKH, BHEAPEHUS U OKCILTyaTalluu
MH(OPMALIMOHHBIX CUCTEM JIEKTPOHHOTO TIOKYMEHTO000pOTa;

- MPUOOPETCHNE MPAKTHYECKUX HABBIKOB PAOOTHI C aBTOMATU3HPOBAHHBIMU CUCTEMAMHU

JOKYMEHTO000pOoTa.

1.2. IlepeyeHb MIAHMPYEMBIX Pe3yJIbTATOB 00y4YeHHUS MO JUCHUILUIMHE, COOTHECEHHbIX
¢ HHJAUKATOPAMH JOCTHKEHHUSI KOMIIeTeH M

Komnerennus
(xom u
HaWMEHOBAHUE)

WNHaukaTopel KOMIIETEHUUN
(Kom ¥ HaHMEHOBaHHE)

Pesynprarer 006ydeHus

I[IK-6 Cnocoben
HACTPauBaTh,
JKCILTyaTUPOBaTh U
COIIPOBOXKIATh
UHPOPMAIHOHHBIC
CUCTCMBI nu
CEPBHCHI

[K-6.1.

3HaeT METOAbl HACTPOUKH, MOPSIOK
W MEpONPUSATHS IO IKCIUTyaTalllu U
COIPOBOXICHUIO WH(POPMAIIOHHBIX
CHCTEM U CEPBUCOB.

3HaTh: OCHOBHBIC BUBI HHPOPMAIIMOHHBIX
CHCTEM DJIEKTPOHHOTO JOKyMEHTO000OpOTa
Y CEpBUCOB B HHX,

METOJIbI HACTPOMKH, MOPAOK 51
MEpONpUATHS MO  O3KCIUTyaTalluu |
COMPOBOXACHUIO CHCTEM JJIEKTPOHHOTO
JIOKyMEHT0000pOTa

[K-6.2.
YMeeT OpraHM30BBIBaTH HACTPOUKY,

YMeTh: HacTpauBaTh, 3KCIUIyaTHPOBaTh U
COIIPOBOK/AaTh MH)OPMALIMOHHBIE CHCTEMBI

IKCIUTyaTallMl0 W  COINPOBOXKACHHE | JIEKTPOHHOTO  JOKYMEHTOO0OpoTa U
NC u cepBrcoB CEPBHCHI B HUX.

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

koHurypauueir UC u cepBucoB B
polecce JKCILIyaTalluu, pelIeHUs
npobieM W KOHCYJIbTHPOBAHHS
nosie3oBatesieit UC u cepBucoB

WH(POPMAITUOHHBIX CHCTEM 3JICKTPOHHOTO
JIOKYMEHTOO0OpOTa U CEPBUCOB B HUX.

[IK-7 Chocoben

OCYILECTBIATH
pa3paboTKy u
BEACHHC 0a3bl
IAHHBIX 5
MOJJEPIKKY
WH(POPMAITMOHHOTO
obecrieucHus
peueHust

MPUKJIAIHBIX 3a/1a4

MK-7.1. 3HaTh: OCHOBBI pa3paboTku
3HaeT METOMOJIOTHIO  Pa3pabOTKH | MHQOPMALIMOHHOTO  OOeclieYeHHus  JJIs
“H(OPMAITMOHHOTO obecrieueHus, | pelIeHus 3a1a4 aBTOMAaTH3aLUH
MIPOEKTUPOBAHUS, CO3/IaHUSI | | AJIEKTPOHHOTO JTOKYMEHTO00O0pOTa.
MOAIEPKKY 0a3 JaHHBIX.

[1K-7.2. YMeTh:  OCYIIECTBISITH  BeneHue  0a3
YMeeT oCymecTBIATh Pa3paldO0TKy M | NAHHBIX U MOJIICPKKY HHPOPMAIIMOHHOTO
BeJicHUE 0a3 JaHHBIX B 3aBUCHMOCTH | OO€CIeYeHHsT  JUIsl  pEIIeHWs  3ajad
OT KOHKPETHOTO Ha3HAYEHHUSI. aBTOMAaTHU3aI[UU AJIEKTPOHHOTO

JIOKYMEHT0000poTa.

I1K-7.3. Bnaners: HaBeIKaMM BeAeHHUS 0a3 JaHHBIX U
Hmeer MPaKTHYCCKUN OTIBIT | TOJICPIKKH MHGOPMAIHOHHOTO
pa3paboTKu U BeieHus IpoekTa 6a3bl |o0ecnedeHus TS pelieHus 3ama4
JaHHBIX. aBTOMAaTHU3AI[UU AIEKTPOHHOTO

JIOKYMEHTO000pOTA.




1.3. MecTo AcuMILUINHBI B CTPYKTYpe 00pa3oBaTeI1bHOM MPOrpaMMbl

Hucuummna "JlokymMeHTalmonHoe obecreueHre HU(POBBIX MPOIECCOB” OTHOCUTCA K
yactd, (GopMupyemMoil ydacTHUKaMU 00pa3oBaTeibHbIX OTHOLICHMH Oioka bl 31mexkTHBHBIX
JUCITUILIMH y4eOHOTO TUTaHa.

Jis  OCBOEHMS  JMCLMIUIMHBI ~HEOOXOAMMBI  3HAaHWsS, YMEHUS U BIAJCHUS,
c(OpPMHUPOBAHHBIE B XOJ€ M3YYEHUS CICAYIONMX AUCHUILUIUH U MPOXOXKICHUS MPAKTUK: Oa3bl
JTAHHBIX, MOJIEJINPOBAaHNE OM3HEC-NPOLIECCOB U MPOEKTUPOBAHUE CUCTEM, aJMHUHHUCTPUPOBAHUE
UH(POPMALIMOHHBIX CHCTEM.

B pesynbraTe OCBOEHMS AUCUUILUIMHBI (DOPMUPYIOTCSI 3HAHUS, YMEHUS U BIIAJCHUA,
HEOOXOOUMBIE JUIsl M3YyYEHHUs CIEAYIOUIMX JUCLHUIUIMH W I[POXOXKICHUS  IPAKTHK:
ABTOMATU3UPOBAHHBIE HU3JATEIbCKUE CHUCTEMbI, INPEAJUIIIIOMHAs IPAKTHKA, BBIIIOJHEHUE U
3alUTa BBITYCKHON KBaTH(PHUKAIIMOHHON pabOoTHI.



2. CTpyKTYypa AUCHHUILIMHBI

OO01mas Tpy10EMKOCTh AUCIUIUIMHBI COCTABISET 3 3.€., 108 akajeMUIecKux 4acos.

CTpyKTypa IMcUMIIMHBI 1J151 09HOH (popMBbI 00yUeHust

O0beM TUCHUIUIMHBI B (pOopME KOHTAKTHOM pabOThl OO0YYarOIIMXCS C MEeIaroru4eCKUMHU
paboTHUKaMu U (WJIM) JTUIAMHU, IPUBJICKAEMbIMH K pealn3aluy 00pa3oBaTeIbHOM MPOrpaMMbl
HA MHBIX YCJIOBUSX, P NMPOBEICHUN YYEOHBIX 3aHITHIA:

Cemectp | Tun yueOHBIX 3aHATHIA KonuuectBo
4acoB
Jlekuun 14
CeMuHapbl/1abopaTropHbie paboThI 28
Bcero: 42

O0beM TUCIUIUIMHB (MOYJIsT) B (hOpME CaMOCTOSTEIILHON pabOThl 00YJYArOIIHUXCS
cocTaBisieT _66 axaJeMHYeCKHUX 4acaos.

3. Conep:kaHue TUCHUTITHHBI

Ne

HaunmenoBanue
pasjaesia JUCUMIIIIMHBI

Conepxanue

[IpaBoBbIE U
HOPMAaTHUBHBIE OCHOBBI
JOKYMEHTAIMOHHOTO
obOecrieyeHus
YIIpaBICHUS

Hanpasinennss u BUABI JTOKYMEHTAIMOHHOTO OO€CIeYeHUs
YIPaBICHUS, Ha3HAYCHHE JIOKYMEHTHPOBAaHUS M OpraHU3aLUAN
paboThl C JOKYMEHTaMH, POJb UH()OPMALIMOHHBIX TEXHOJIOTHH B
€ro pasBUTHM, CYIIHOCTb M OCOOEHHOCTH  YIPABICHMS
JOKyMeHTaMu. JIokyMeHT Kak 00beKT peryinupoBanus. OyHkuuu
U BUJIbI TOKYMEHTOB, UX YHU(UKALNA U CTaHAAPTU3ALIUS.
l'ocynapcTBeHHOE peryiMpoBaHuEe, HOpPMATHBHAs IIpaBOBas H
METOAMYECKasi OCHOBA JOKYMEHTALlMOHHOIO  obOecredeHus
YIIPaBIICHUS. CymHocCTb, HaIlpaBJICHUs 51 BH/IbI
roCyZapCTBEHHOT O peryianupoBaHus JIOKYMEHTAllHOHHOT O
oOecrieyeHuss  yNpaBJICHUs, HA3HA4YE€HUE, OCOOEHHOCTH W
COOTHOULICHHWE HOPMATUBHOIO IIPABOBOIO U METOAUYECKOIO
perynupoBanusi. CocTaB U CTPYKTypa HOPMaTUBHOM MPaBOBOM U
METOAMYECKOW OCHOBBI JIOKYMEHTAllUOHHOTO  oOecredeHus
yTIpaBJIeHUs], POJb U O0BEKTHI PErYJIMPOBAHUS 3aKOHOAATEIbHBIX
aKTOB M HOPMaTHBHBIX MPABOBBIX aKTOB (efepalbHBIX OPraHOB
UCIIOJHUTEJIBHOW ~ BIACTH, HALMOHAJIBHBIX U JIOKAJIBHBIX
HOPMAaTUBHO-METOJINYECKUX  JOKyMEHTOB. Ha3HaueHume u
0COOEHHOCTH  MCIONB30BaHUSA ['OCYZapCTBEHHOM  CHUCTEMBI
JOKYMEHTAallMOHHOTO oOecnieyeHus ynpasineHuu u Ilpasun
JIeTIOTIPOU3BOICTBAa B (peliepabHbIX OpraHax HCIOJHUTEIbHON
BJIACTH.

CucreMsl
ANEKTPOHHOTO
JIOKYMEHTOO0O0pOTA.
BazoBbie MTOHSITHSL.
Perox CO/I.

OcHOBHbIE ~ TOHATHS M  HPHUHLHUIBL  JOKYMEHTOOOOPOT,
9JIEKTPOHHBIN TOKYMEHTOOOOPOT, MAIIIMHOYNTAEMBbIH JOKYMEHT,
ANEKTPOHHBIA JOKYMEHT, JJIEKTpOHHas mnoanuck. OCHOBHbBIE
NPUHIUIBL  3JEKTPOHHOTO  JOKyMeHTooOopota.  Mcropus
Pa3BUTHS CUCTEM DJIEKTPOHHOTO JOKYMeHT00O00poTa. OCHOBHBIE
coiictBa CDOJI. CoBpemenHas @QyHkuuonanbHocts CO/I.
Xapaktepuctuka poccuiickoro peiaka COJI. Xapaktepuctuka
3apy0exHoro peiHKa C3JI. O030p COBPEMEHHBIX CHCTEM
AJIEKTPOHHOTO JJOKyMeHToobopoTa. [IpaBoBoe perynupoBaHue u




crangapthl B oomactu COJI.

Knaccudukanus
CHCTEM DJIEKTPOHHOTO
JOKYMEHTO000pOoTa

[MpusHaku  kjIaccuuUKaMU:  COOTBETCTBUE  CTaHIApTaM
OTEYECTBEHHOT'O JeJIONMPON3BOICTB;

pa3paboTYMK CHCTEMBI; pellacMble 3a7aud JeJONPOU3BOICTBA;
THUI OPTaHM3AlMU HA KOTOPbIE CUCTEMbI pACCUUTAHBI.

OyHKIIUM CHUCTEM: pETUCTpAlUsl JOKYMEHTOB. YTIpaBJICHUE
ANEKTPOHHBIMU JOKYMEHTAMH.

Co3gaHue ¥ XpaHEHHE pa3IMYHBIX HECTPYKTYPUPOBAHHBIX
JTOKYMEHTOB  (oucHBIE  NpUIIOKEHHS, Tpaduyeckue U
MeauamMaTepHualbl, yepTexu U 1p.), Bepcun u DI, nognepxka
KU3HEHHOT0 LHMKJA JIOKYMEHTOB, Ha3Hau€HUE MpaB JAOCTYyIIa,
BEJICHUE UCTOPHM pabOTHI, TOJTHOTEKCTOBBIA W aTpUOYTHBHBIN
nouck. Co3aHue 3JMeKTPOHHBIX JOKYMEHTOB, BEJCHHE CHCTEMbI
CIPAaBOYHHKOB, yIipaBlieHUE JIeTTOBBIMHU MpoIeccaMu.
[lonnepkka  mpolieccoB  corjlacoBanuss uU  00paboOTKu
JOKYMEHTOB, Bblaya 3aJaHUi W KOHTPOJIb WX HCHOJHEHUS,
oOecrieueHre B3aUMOJICHCTBUS MEXAY COTPYAHHUKAMH B XOJe
OM3HEC-TIPOLIECCOB,  TOJJIEPKKA  CBOOOJIHBIX M KECTKHX
MapuipytoB (workflow)

Beibop u BHenpeHue
CHCTEM 3JIEKTPOHHOI'O
JIOKYMEHTO000pOTa

[Tonxonpr K CO3/IaHHUIO CUCTEM AJEKTPOHHOTO
nokyMeHTooOoporta. TpeOoBaHus K cucTeMaM. OJTamnbl BbIOOpa
CUCTEMbl  aBTOMAaTH3allMU. OTambl BHEIPEHHUS  CHUCTEMBbI
aBTOMATHU3AIIHH.

OYHKIMOHAIbHBIE OTIMYUS 3JIEKTPOHHOI'O JOKYMEHTO0OOpOTa
or Oymaxunoro. KoprnopatuBHas cucremMa 3JIE€KTPOHHOTO
JOKYMEHTO000pOTa — OCHOBHBIE TPeOOBAHUS W BO3MOXKHOCTH.
Kputepuu, onpenenstonpe HeoOxoaumocts BHeapeHus COJ1 B
opraHu3anuu (MpeAnpUiATUH). IJTalbl CO3/IaHUS W BHEAPEHUS
CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa Ha MPEIIPHUSITHH.
CoBpeMEHHBI POCCUHCKHI PBIHOK CHUCTEM AaBTOMAaTH3AIMH
nokyMeHTooOopoTa. (OCOOEHHOCTH DSJEKTPOHHOTO  BEJEHUS
JIEJI0IIPOU3BOJICTBA. Bo3moxHbIe IIPUYUHBI HU3KON
3¢ (GEeKTUBHOCTH U KadecTBa BeaeHUs AokymeHTanuu B COJI.
OxoHomuueckuit 3ddext ot BHeapeHus COJl. ObGecneueHue
3amuThl HHGOpManuu npu ucnons3oBanun COJI.

JIokyMeHTHpOBaHUE
YIPABJICHYECKOU
JeSITEIbHOCTH

OO6mue TpeboBaHHS K JOKYMEHTHPOBAHHUIO YIPABICHUECKON
nesrenabHocTH.  CocraB,  cojepXaHMe€ M OCOOEHHOCTH
peanu3anuu TPEeOOBAaHUN K PACMOJIOKEHUIO U O(OPMIICHUIO
PEKBU3UTOB JOKYMEHTOB. CrpykTypH3anus TEKCTOB
yIIPaBIEHYECKUX  JTOKYMEHTOB. BuIpl  yHUHUIIMPOBAHHBIX
TEKCTOB, OCOOEHHOCTH oOQopMieHHs TpadapeTHOro TeKcTa,
aHkeThl W Tabmumpl. CocTaB M HAa3HAYCHHE OT/AEIBHBIX BHIIOB
OpraHU3aIMOHHO-TIPABOBBIX, pacropsauTeIbHbBIX U
WH(POPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB. JlOKyMeHTaIbHBIH
¢oHI M TepedyeHb JOKYMEHTOB, OOpa3yIOLIMXCS B IpoLecce
TSI TeTbHOCTH TOCYJIapCTBEHHOTO oprasa. Cocras,
pacrioyio’keHue U mpaBuia 0QPOPMIICHHUS PEKBU3UTOB OT/EIbHBIX
BUJIOB  OPTaHHW3AIMOHHO-TIPABOBBIX, PACHOPSAUTEIBHBIX U
MH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

OcobenHoctu 0¢GOpMIICHUS OTACIBHBIX BHJIOB JOKYMEHTOB,
oOpasyromuxcsi, 00pa3ylolmuxcs B Ipolecce AesTeIbHOCTH
rOCYJapCTBEHHOTO OpraHa




4. O6pa3oBaTe/ibHbIE TEXHOJIOTHH
Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

Jns mnpoBepeHHMss y4eOHBIX 3aHATHH 10 JUCHMIUIMHE MCHOJNB3YIOTCS —Pa3IHMyYHbIC
oOpa3oBaTtenbHble TeXHOJOTHH. JIJis opraHu3anmuu y4eOHOro mporecca MOXeT OBITh
UCIIOJIb30BAHO AIIEKTPOHHOE 00yUeHHE U (MJIH) AUCTAHIIMOHHBIE 00pa30BaTEeIbHBIC TEXHOIOTHUH.

5. Ouenka njaHUpyeMbIX Pe3yJbTATOB 00yYeHUs
5.1. Cucrema onleHUBaHUA

DopMa KOHTPOJIA Makc. KoJ1M4ecTBO 0a/1710B
3a oany padory Bcero

Texkynui KOHTPOJIb:
Ormpoc 10 6amoB 20 GaymoB

3amura nokaana (rema 2) 10 0amoB
3amura npe3eHTanuu (rema 3) 10 6amnoB
3aruTa mpoekra (tema 5) 20 6amioB
[TpomexyTouHas aTTecTanus 40 GaoB
(3ader ¢ oLEHKOM)
HToro 3a cemecTp 1o 100 6annoB

ITony4eHHBIN COBOKYITHBIN PE3yJIbTAT KOHBEPTUPYETCS B TPAAULIMOHHYIO HIKAIy OLIEHOK U B
mKany oleHok EBponeiickoii cuctemsl riepeHoca u Hakoruienus kpeauros (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM € TaOIULIEH:

100-6ammpHast e p— [xaia
nIKasa ECTS
95 — 100 A

83 o4 OTJIMYHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 — 67 D

50 _55 YIIOBJIETBOPUTEIHHO E

20 —49 FX
019 HEY/IOBJICTBOPUTEIILHO HE 3a4TCHO F




5.2.Kputepun BbICTABJICHUS OLIEHKH IO JUCHUIINHE

Banaepl/
Ixana
ECTS

Onenka no
JTACHUILINHE

Kpurepun oueHku pe3yjbTaToB 00y4eHHs 10O
AUCIHHIJIMHE

100-83/
AB

"3a4TEHO
(oTmyHO)"

BricTaBinsiercs o0ydaromemycs, eCiu OH rI1y0oKo 1
MPOYHO YCBOWJI TEOPETUYCCKHUN U MPAKTHUECKUI
MaTepHal, MOKET MPOJEMOHCTPUPOBATH 3TO Ha 3aHATHUSAX
U B XOJI€ IPOMEKYTOYHOH aTTECTAIUH.

OO0yuarouuiicss UCUEPIIBIBAIOIIE U JJOTHYECKH CTPOHHO
u3Jaraet yuyeOHbI MaTepuall, yMEeT yBSI3bIBaTh TEOPHIO C
NPAaKTUKOH, CIIPABIISIETCS C PpEIICHUEM 3aj1a4
npoeCCHOHATLHON HAIIPABICHHOCTH BBICOKOTO YPOBHSI
CJIO)KHOCTH, ITPAaBUIIBHO O6OCHOBBIB3.CT IIPUHATHIC
peIIeHHS.

CB0OOHO OPUEHTHPYETCS B YUeOHOH U
npoeCCUOHATILHOM JINTEpaType.

OneHka 1o JUCIUILIMHE BBICTABISAETCS 00y4aronemMycs ¢
Y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHOM
aTTeCTalUu.

KomnereHnuuu, 3akpeni€éHubie 3a TUCUUIIIMHOM,
c(hopMUPOBaHbBI HA YPOBHE — ''BHICOKHIA' .

82-68/

"3a4TEeHO
(xopomno)"

BricTtaBnsiercs 00y4aromeMycsi, €Ciau OH 3HaeT
TEOPETUYECKHUM U IPAKTUUYECKUI MaTepHall, IPaMOTHO U IO
CYILIECTBY M3JIAraeT €ro Ha 3aHATUAX U B XOZE
IIPOMEXKYTOUHOM aTTECTAllMM, HE IOIIyCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OO0yuaromuiics NpaBUIbHO IPUMEHSET TEOPETHUECKHUE
ITOJIOXKEHUS ITPU PELICHNUN MPAKTHYECKUX 3a/1a4
npodecCHOHATBLHON HAMPABIEHHOCTH Pa3HOIO YPOBHS
CJI0HOCTH, BJIaJIe€T HEOOXOAUMBIMHU JIJIsl 3TOT0 HaBBIKAMU
U IpUEMaMH.

JlocTaTouHO XOPOIIO OPUEHTUPYETCS B yUeOHOU U
npodeccuOHATLHOM JITepaType.

OneHka o JUCIUILIMHE BBICTABISAETCS 00yJaronemMycs ¢
y4ETOM PE3YNbTATOB TEKYILIEH U TPOMEKYTOUHON
aTTeCTalUN.

KomnereHnuu, 3akpenia€HHble 3a AMCIUTIINHOM,
c(hopMupOBaHbl HA YPOBHE — ' XOPOIITUH"'.

67-50/
D,E

"3a4TeHo
(YnoBiIeTBOpPUTEIND
HO)"

BeicraBisiercs: o0yuaromemycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U IPAKTUYECKUNA MaTepual,
JIOITyCKAeT OTAEbHBIE OMIMOKHU P €T0 U3JI0KEHUU Ha
3aHATHUAX U B XOJ€ MPOMEKYTOYHOU aTTECTALAH.
OOyuaromuiics UCTIBITHIBACT ONpPEIEIEHHBIE 3aTPYAHEHUS
B IPUMEHEHHUH TEOPETHUYECKUX MOJOKEHNUI ITPU PEIIEHUN
NPaKTUYECKHX 3a/1a4 POo(eCCHOHATLHON HANPaBIEHHOCTH
CTaHJapTHOTO YPOBHS CIIO)KHOCTH, BJIAZECET
HEOOXOAUMBIMU JIJISl 3TOTO Oa30BBIMHM HABBIKAMU U
pUEMaMHU.

JleMOHCTpHpYeT 10CTaTOYHBI YPOBEHb 3HAHUS yUeOHOM
JIUTEPATYpPBI 110 JUCIHUIIIIMHE.




banasl/ Ouenka nmo Kpurepun oueHku pe3yjbTaToB 00y4eHHs 10O

Ixana AUCHUIINHE AUCHUIINHE
ECTS

OreHka 10 JUCHUILIMHE BBICTABIAETCS 00yJaromeMycs C
y4€TOM pe3yJIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTECTALIUU.

Komnerennuu, 3akpeni€HHble 3a AUCHUIUIMHOMN,
chopMHpPOBaHbI Ha YPOBHE — "' TOCTATOUHBIN .

49-0/ "HeynoBierBoputTe | BricTaBisercs o0ydaromemycs, eCiIi OH He 3HaeT Ha
FFX JBHO" 0a30BOM ypOBHE TEOPETUYECKHUIN M MPAKTHICCKUI
MaTtepHal, JoIycKaeT rpyoble OIMOKY IpHU €ro
U3JI0’KEHUU Ha 3aHATHUIX U B XOZ€ MPOMEKYTOUHON
aTTECTAaIlUH.

OO0yyaronuiicst UCTIBITHIBAET CEPbE3HDBIC 3aTPYAHCHHUS B
MPUMEHEHUN TEOPETHUECKUX TIOJIOKEHUH MPU PEIICHUH
MPAKTUYECKHX 3a71a4 Mpo(hecCHOHANBbHOM HallPaBICHHOCTH
CTaH/IaPTHOTO YPOBHS CIIO)KHOCTH, HE BIIaJICET
HEOOXOUMBIMHU IS STOTO HABBIKAMU U MPUEMaMHU.
JleMoHCTpHpYeT (pparMeHTapHbIC 3HAHUS YIeOHOMH
JUTEPaATYypPHI MO TUCHUTUIIUHE.

OreHKa 1o TUCITUIUIMHE BBICTABIISETCS 00yJaroneMycs ¢
y4€TOM pe3yNbTaTOB TEKYIEH 1 MPOMEKYTOUHON
aTTECTAIINH.

Komnerenmuu Ha ypoBHe 'A0CTaTOYHBIN'", 3aKpeIIEHHBIE
3a TUCIUILTNHON, HE COPMUPOBAHEI.

5.3. OuneHouHble cpeacTBa (MaTepHasbl) sl TeKylero KOHTPOJISI ycCleBaeMOCTH,
NPOMEKYTOYHOM aTTECTAUM 00y4aIOLIMXCSl N0 JUCHHILIHHE

ITpumepubie Tembl gokianos (ITK-6, TTK-7)

1. Ponp JOKyMEHTOBEIEHHS B COBEPILIEHCTBOBAHUM MPOLIECCOB YIIPABIICHUS.

2. HopMmaTuBHO-METOAMYECKHE aKTbl, pETJIAaMEHTHPYIOLIHE Co3/l1aHue U  odopmieHue
JIOKYMEHTOB.

3. JIokyMeHT — 00BEKT JOKYMEHTOBEJUECKUX HCCIIEOBAHUI.

4. llonstne «uHpopmanus». CBsa3p HHPoOpMAMK U JAOKyMmMeHTa. Ponb uHpopmanuu B
COLIMAJIBHBIX M DKOHOMHMUYECKUX MPOIIECcCax.

5. ®yHKIMH JOKYMEHTOB. [JIOKyMEHT — MONU(YHKIIMOHAIBHBINA OOBEKT.

6. TexkcToBOE TOKYMEHTUPOBAHUE U JTAIbI €I0 PA3BUTHS.

7. TexHn4ueckoe JOKYMEHTUPOBAHUE.

8. ®oronokymeHTHpoBanue. [losBieHne, pa3BuTHe, IPUMEHEHNUE.

9. KunonoxymentupoBanue. [losiBinenue, pa3BuTie, BU1€03aIUCh.

10. ®ononoxkymeHntupoBanue. [losiBnenne, pasBuTue, IpUMEHEHHE.

11. MaTepuasibHbIe HOCUTEIN HHPOPMAIIUH.

12. CaoiictTBa M TmpHU3HaKU JOKyMeHTa. MHdopMmalnnoHHbIE CBOICTBa  JOKYMEHTA.
OpurnHaJbHOCTh JOKyMeHTa. [loqmmHHOCTE fOKyMeHTa. KOmMiHOCTE TOKyMEHTa.

13. Crpykrypa gokymeHnrta. PexBusutel. @opmynsp nokymeHta @opmynsp-oOpasel.
Ocobennoctu Gopmyssipa JOKYMEHTOB, TOJYYCHHBIX PA3IUYHBIMUA CIIOCOO0aMH (TEKCTOBBIMH,
MaIIMHHBIMU, KHHO-, POTO-, (POHO-, TEXHUYECKIMH ).

14. TpanuuuonHas ¢popma nokymeHTa. @opmyssip TEKCTOBOTO JOKYMEHTAa B €0 HCTOPUYECKOM
pa3BUTHUH.

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




16. Tekcr nokymenrta. CTpykTypa TeKCTa. DJIEMEHTHI TeKcTa. JIMHrBHCTHYECKHE 0COOEHHOCTH
JOKyMEHTa. Y HU(UKays TeKCTa JOKYMEHTA.

17. Knaccuduxanus. OcHoBanus Kiaccu(HuKaIum.

18. CxknagpiBanue cucteM JokyMmMeHTauuu. ConuanbHas [JOKYMEHTO-KOMMYHHMKallMOHHAs
cucTtema.

19. JoxyMeHTHas KOMMyHUKalus. JJOKyMeHTHasI €SI TEIbHOCTb.

20. VYauduUUpOBaHHBIE CHCTEMBl JIOKyMEHTanmMd. [OCyZapCTBEHHbIE CTaHAAPTHl Ha
YHU(UKALMOHHBIE CUCTEMBL. THUITOBBIE ClIEUAIN3UPOBAHHBIE (POPMBI IOKYMEHTOB.

21. TpebGoBaHus K COCTaBICHUIO U OPOPMIICHHIO OPTraHU3alMOHHBIX JTOKYMEHTOB.

22. TpebGoBaHuUs K COCTABICHUIO U OPOPMIICHHUIO PACIIOPAAUTEIbHBIX JOKYMEHTOB.

23. TpebGoBaHus K COCTaBICHHUIO U 0POPMIICHUIO HH(POPMALIMOHHO- CITPABOYHBIX JTOKYMEHTOB.
24. OcoOeHHOCTH 0GOPMIIEHHS JeSTEIbHOCTH KOJJIETHAIbHBIX OPTraHOB.

25. Odopmienre yHUGUIMPOBAHHON JOKYMEHTAIMH IO TUYHOMY COCTaBY.

26. IIporecchl JOKyMEHTOOOPA30BaHUS.

27. IlepBuuHbIE KOMIUIEKCHI TEKCTOBBIX JIOKYMEHTOB.

28. BenoMcTBEHHBIE apXUBBI.

29. 'ocynapcTBEHHBIEC aPXHBHI.

[Mpumepunbie Tems s npesentanuii ([K-6, [TK-7)

. OcHOBHBIE TEHICHIIUU Pa3BUTHS MHUPOBOTro peiHka COJI.

. [lpumeps! BHenpenust u npumenenus C3/1 B mupe.

. [Ipumepsl BHeapenus u npumenenust COJ1 B Poccun.

. Cpensl pazpadorok CO/1: Documentum 4i.

. Cpensl pazpaboroxk CO/[: DOCS Open.

. Cpenpl pazpadorok CO/I: Lotus Domino/Notes.

. Cpenpi paspaborox COJI: DocuL.ive.

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

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

10. CO/1 Ha ocroBe Lotus Domino/Notes: «kbOCC-PedepenT».
11. COJI Ha ocHoBe Lotus Domino/Notes: «ckamgo».

12. CO /1 na ocuoBe Lotus Domino/Notes: «3omymika.

13. CO/] na 6aze nmpombinuieHHbIX CYBJL: «IEJIO».

14. CO/1 na 6a3e npomeinuieHHbIx CYB/I: LanDocs.

15. CO/1 na 6a3e nmpombinuieHHbx CYBJ[: OPTIMA-WorkFlow.
16. CO/1 na 6a3e npombinuieHHbIX CYB/I: «Komekey.

17. CO/1 Ha 6a3e npombinuieHHbIXx CYB/I: I'pan Jlok.

18. CO/1 na 6a3e npomeinuieHHbIXx CYB/I: DocsVision.

O 00O NO N K WK —

KontponbsHbie Bompocs! k 3auety (I1K-6, [TK-7):

1. ITonsiTHE NOKYMEHTA, IOKYyMEHTOO00pOTa U MOTOKA TOKYMEHTOB.

2. llenu BHeIpeHMsI SJIEKTPOHHOTO JIOKYMEHTOO00pOTA.

3. TenaeHUUHU pa3BUTHUS CUCTEM AJIEKTPOHHOIO JOKYMEeHT0000poTa. Peinok CO/I.

4. CtangapTsl B 00J1aCTH JIEKTPOHHOTO ToKyMeHTooOopoTa (EDI).

5. Mecto CDO/] B uH(OpMaIIMOHHON cUCTEME MTPEIIPUSATHSL.

6. Tunier COJI. Cuctema 1emonpor3BOACTBA M CHCTEMA YJIEKTPOHHOTO JOKYMEHTO000pOTa.

7. Knaccudukanuss aBTOMaTH3UPOBAHHBIX CUCTEM JICJIONPOMU3BOJACTBA U AIIEKTPOHHOTO
JIOKyMEHTO000pOoTa.

8. Tumbl TEXHOJIOTHIA AJIEKTPOHHOTO yIpaBieHus AokyMeHTamu (DY [1).

9. JoxymeHT B MH(GOPMaMOHHON cucTeme. THUMbl JOKYMEHTOB B MH(POPMAIIMOHHON CHUCTEME:
OyMaKHBI JOKYMEHT, 00pa3 JJOKyMEHTa, OHJIEKTPOHHBIH JIOKYMEHT, CTPYKTYpUPOBaHHbBIE
nokyMeHTsl, XML — npexncraBnenue.

10. Cneunduka nokymenta B COJ1. CroxxHble JOKYMEHTHI. JJOKyMEHT B J1€JIOIPOU3BO/ICTBE.



11. Hokyment B CO/1. Poxxnenne. Cranosnenue. [lyOnukanus. ApxuBupoBaHue.

12. Tlopnepkka KXU3HEHHOTO IMKIa B paznudyHbeix COJI. Xpanumumie aTpruOyTOB JOKYMEHTOB.
XpaHWINLIE CaMUX JIOKYMEHTOB.

13. Konnernuuu 6e30yMaXHOM TEXHOJIOTHHU YIIPABICHUS.

14. TunoBeie komnoHeHTsl CO/I: XpaHunuie KapTouek (aTpuOyTOB) JOKYMEHTOB; XPaHUIIUIIE
JIOKYMEHTOB; KOMIIOHEHTBI, OCYIIECTBIISIONINE OU3HEC-TIOTUKY CUCTEMBI.

15. Kommnonents! ¢pynkuuonansHocT COJl. YmpaBneHue JOoKyMeHTaMHu B XpaHuiuine. [louck
JOKYMEHTOB. MapiipyTu3aius 1 KOHTPOJIb UcroNHeHuss. OT4eTsl. AIMUHUCTPUPOBAHUE.

16. Meroab! copTupoBKH JOKyMeHTOB B CO/I.

17. OcnoBubie pyaknun CO/I. Tunossie TpedboBanus k CO/I.

18. [IpenmymiecTBa BHEAPEHHS CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTOO0O0POTA.

19. Ilpuunnbl aBTOMaTH3alUU. BEIOOp cucTEeMBbl aBTOMAaTHU3AIIH.

20. BapuaHThl pelieHus 3a/ad aBTOMAaTH3allMu JOKyMeHTooOopora. [Ipobiema emuHCTBa
nHpopmarmoHHoi cuctemsbl U uHTerpanuu COJ] B undpactpykrypy koprnopatuBHoit C.

21. KpaTkwuit 0630p pbrIHKa U KJIacCH(PHUKAIMA TIaTHOPM, IPEICTABICHHBIX HA PHIHKE.

22. ®akTOpHI, BIUAIOIINE Ha BHIOOp 0a30BOH MIaTHOPMBI.

23. ECM-cucremsr.

24. BPM — cuctemsl.

25. OteuectBernniec CO/I.

26. Lotus Notes.

27. ®akrop Microsoft SharePoint.

28. IloacucTembl aBTOMAaTU3AIMKA JOKYMEHTO000pOTA.

29. CucTteMbl aBTOMATU3AIHH JICJIOTIPONU3BOICTBA.

30. ITogcucreMa apxuBa JOKYMEHTOB, YIIPABICHUS KOHTEHTOM U CPEJICTBA CTPYKTYpPHU3ALIUU.
(Opranmsanus xpanwiima QaitoB; OpraHu3amnus MeTaaaHHbIX, WHTerpamus ¢ o(UCHBIMH
npunoxkenussMu; CpeacTBa CTpyKTypu3anuu HHpopMmanuu B apxuBe; CpeacTtBa 3arpys3ku
nokymentoB Data Capturing; Ilpumepsl cpeacTB opraHu3anudyd apxXuBa JIOKYMEHTOB B
pa3nuuHbIx knaccax [10).

31. Cucremsl BBOJA IOKYMEHTOB U CUCTEMBI 00pabOTKH 00pa30oB TOKyMEHTOB

32. Iloacucrema MappyTU3aluy JOKYMEHTOB U YIIPaBICHUS 33 laHUSIMHU.

(ITpumeps! MCIIONIB30BAHUS MapUIPYTH3ALUU JOKYMEHTOB B Pa3JIMYHBIX MPUKIAJIHBIX CHCTEMAX;
Buner v cnoco6s! MapuipyTu3anuu 10KymMeHToB; Eannas nndpactpykTypa 3aganuii, GyHKIUY;
CpencrtBa opranuzanuu 3amenieHuil; CpeacTBa yBeIOMJICHHN M aBTOMAaTH3alMs 0O0pabOTKH
3aganuil; [Ipumepsl cpencTB mMapuIpyTU3alUMy UM MOJCUCTEMbl 33JlaHUM B Pa3IMUHBIX Kilaccax
I10).

33. Cuctembl KOMIUIEKCHON aBTOMAaTU3alMKA OM3HEC-TIPOIIECCOB.

34. Tunsl NpuUIOKEHUHN, BHEIPSIEMBIX B pamMKax KopropatuBHoW COJI: apXHUBBI 3JIEKTPOHHBIX
JIOKYMEHTOB; aBTOMaTH3allls IPOLECCOB KIACCUYECKOTO POCCHMCKOIO JI0KYMEHTO000pOTa
(moamepkka JTOKYMEHTAllMOHHOTO obecreueHust ympasiaeHuss — JIOVY); aBromartuzamus
MPOIIECCOB COTJIACOBAaHUSI JTOKYMEHTOB; aBTOMAaTH3allds YIpaBlEeHUS OYyMaKHBIM apXHUBOM;
aBTOMAaTH3alMs MPOIECCOB OOLIEaIMUHUCTPATUBHOIO JOKYMEHTOOOOPOTa; aBTOMAaTH3aIUs]
crenupuIecKX OTpaciIeBbIX 3a/1a4; aBTOMATH3AIUs MIPOIIECCHOTO YIIPABICHUS; aBTOMATH3AIUS
JOKYMEHTOO0OpOTa B YIpPABIEHUU  NPOEKTaMH; aBTOMATH3alMsl  TEXHUYECKOTO
JIOKyMEHTO000pOoTA.

35. ApXUBBI AJIEKTPOHHBIX TOKYMEHTOB.

36. ABTOMaTH3alMs MPOLECCOB KIACCHYECKOIO POCCHUHCKOTO JOKYMEHTO00OpOoTa (MOAepKKa
JIOKYMEHTAITMOHHOTO o0ecrnedeHus ynpasienus - [JOY).

37. ABTOoMaTH3aLus IPOLECCOB COTJIACOBAHUS JOKYMEHTOB.

38. ABToMaTu3alus yrnpaBieHHs] OyMakKHBIM apXHBOM.

39. ABTOMaTH3aIM IPOLIECCOB O0IEaIMUHUCTPATUBHOTO TJOKYMEHTOO0O0POTA.

40. ABTOMaTH3aIus CrenuPrUIecKux OTPacieBbIX 3a/1ad.

41. ABTOMaTH3alUs MPOLIECCHOTO YIIPaBICHUS.



42. ABromaru3anus JOKyMEHTO000pOTa B YIIPABICHUH MTPOCKTAMH.

43. ABTOMAaTH3aIUs TEXHUYECKOTO JOKYMEHTOO0O0pOTA.

44. Cucrema 31eKTPOHHOTO ToKyMeHTooOopoTa Lotus Domino & Notes.

45. OcoOeHHOCTH BHEAPEHUS U dKCIUTyaTaI|H.

46. CucreMa 31eKTpOHHOTO TOKyMeHToo0opoTa Lotus Domino & Notes. [TonoxxeHue Ha poIHKE.
HcTopust cucteMbl, TUIEH3UU U CEPTU(PUKATHI.

47. Ctpykrypa CompanyMedia. ApXHTEKTYpa CUCTEMBI.

48. CB/I Lotus Domino & Notes. Kputuka. Konkypupyromue pa3padoTku.

49. O1reHKa 3KOHOMHH U BEITOI. McunciageMble BBITOIEL.

50. O1eHKka >)XOHOMHUH U BBIroZl. HencuuncisgeMble BbITOIbI.

51. Ouenka s¢dexruBHOoCcTH BHEApeHus: CO/I.

52. Pacuer pacxonoB. Pacuer 10xoa0B.

53. DkoHoMmHuecKas IeiaecooOpa3HOCTh HOBOBBeAeHHUS. (COCTaBISIONMIAE SKOHOMHUYECKOTO

s dexra.



6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 0O0ecneuyeHue TUCIHILIMHBI
6.1. Cniucok Juteparypbl

OcHoBHas

1. BeikoBa, T. A. JlokyMeHTallMOHHOE OOECIICYCHUE YIPaABICHUS (ICIONPOU3BOACTBO) !
yueOnoe nocobue / T. A. beikoBa, T. B. Ky3nemnona, JI. B. Cankuna ; mox o6m. pen. T. B.
KysnenoBoii. — 2-e usg., nepepad. u gomn. — Mocksa : MTHOPA-M, 2024. — 304 c. + Jlom.
MaTtepuanbl [DIeKTpoHHbIN pecypc]. — (Bwicmiee obpa3oBanue: bakamaBpuar). - ISBN 978-5-
16-004805-5. - Tekcr : anekrponHbIit. - URL: https://znanium.ru/catalog/product/2110037

2. DJEKTPOHHBINA IOKYMEHTOOOOPOT u olecriedeHne 0e30MacHOCTH CTaHAaPTHBIMU CPEICTBAMHU
WINDOWS: yuebnoe mocobue / JL.M. EBmokumona, B.B. Kopsokun, A.H. ITeutbkun, O.I.
[lIBeukona. - Mocksa: KYPC, 2019. - 296 c. - ISBN 978-5-16-103196-4. - TekcT: 3IE€KTPOHHBIMA.
- URL.: https://new.znanium.com/catalog/product/1001864.

3. beikoBa, T. A. JIOKyMEHTallMOHHOE OOECICUCHHE YIPaBICHHUS HETOCYAapCTBEHHBIX
opranuzarnuii: YueOnoe nocooue / beikoBa T. A., Cankuna JI. B. - 2-e usn., nepepad. u jom. -
Mocksa : HUL[ UH®PA-M, 2020. - 302 c. (BO: bakanaspuar) ISBN 978-5-16-010379-2. -
Tekcr : anextponusiit. - URL: https://znanium.com/catalog/product/468884.

JlonosHuTenbHAs

1. DnexkTpoHHOE NMPAaBUTENBCTBO. DIIEKTPOHHBIN JTOKYMEHTOOOOPOT. TepMHHBI U ONpE/ICIeHHS:
yueb. mocobue / C.}0. Kabamos. — M.: UHOPA-M, 2019. — 320 c. — (Bsiciee oOpazoBanue:
bakanaBpwuar). - Pexxum noctyna: http://new.znanium.com/catalog/product/1002479.

2. IlpoextupoBanne WHGOPMANMOHHBIX cucTeM: yuded. mocodue / B.B. Komamenko. — M.:
OOPYM: UHOPA-M, 2018. — 320 c. — (Bsicmee oOpa3oBanue: bakanaBpuar). - Pexum
noctyna: http://znanium.com/catalog/product/980117.

3. DneKkTpoHHO-00pa3oBaTeNbHBIE PECypChl B Pa3BUTUH HH(POPMAIMOHHOTO  0OIIecTBa
(o006menue u npaktuka) / TpaiineB B.A. - M.:[lamkoB u K, 2018. - 256 c.: ISBN 978-5-394-
02464-1 - Pexxum nocryna: http://new.znanium.com/catalog/product/513047.

4. IudpoBasi SKOHOMHUKA: yIpaBIEHUE JCKTPOHHBIM OW3HECOM M 3JICKTPOHHON KOMMEpPIHEH:
yuebnuk / JI.B. Jlanugyc. — M. : UH®PA-M, 2019. — 479 c. — (Bsicmee obpa3zoBaHue:
bakamaBpuar). — www.dx.doi.org/10.12737/textbook 5ad4a78dae3f27.69090312. - Pexum
nocryma: http://new.znanium.com/catalog/product/995938.

6.2. Ilepeuens pecypcoB HHGOPMALMOHHO-TeIeKOMMYHUKAIIMOHHOM ceTH "MHTepHeT"
1. https://elibrary.ru/defaultx.asp - Hay4unas snexTpoHHas 6ubiaroTeka

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

3. http://www.garant.ru/ - MupopmamoHHO-IPaBOBOM MOpTAI

6.3 Ilpodeccnonanbubie 0a3bl JAHHBIX M HHPOPMALMOHHO-CIIPABOYHBIC CHCTEMbI
Hoctym k podeccronanbHbiM 0a3am nanubix: https://liber.rsuh.ru/ru/bases
WHnpopmanoHHbIE CITPABOYHbBIE CUCTEMBI:

7. KoncynpranT Ilmroc
8. Tapant


https://znanium.ru/catalog/product/2110037
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-TEXHHYECKOE oO0ecredeHHne TUCIUTLTUHBI

Jis MarepuanbHO-TEXHUYECKOTO OO0ECTeYeHUsl JUCHUILUIMHBI HCIIONB3YeTCsS KOMITbIOTEPHBIH
KJacc, 00OPYZOBaHHBIA BHJICO-TIPOEKTOPOM, COBPEMEHHBIMHU IIEPCOHATBHBIMU KOMIIBIOTEPAMH
JUI  KaXJIOTrO0 CTYJCHTa, OCHAIICHHBIMH COBPEMEHHBIM IPOrPaMMHBIM  OOecreueHHeM:
aKTyaJIbHas BEpCcHs onepauuoHHoi cucremsl Windows komnanuu Microsoft, mpukiaaHoii maker
nporpamm Microsoft Office Bepcun He Hixe 2007, CO ]I, oGecriedeH BBIXO] B CETh HHTEPHET.

KommprotepHsiii |1 koMmbroTep Windows XP 19864538 17.11.2005
KIIACC TpernoIaBaTets, Microsoft office 2010 Pro 49420326 08.12.2011
—aya. Ne 201 11 xoMmbrOTEpOB " IEJIO-IIpeanpusitue"
o0yJaromuxcs, "Apxusnoe JJEJIO" JIB11/13 14.11.2013
MapKepHast JJOCKa, Mozilla Firefox 52.8.1 ESR CBOOOIHBIN CcBOOOIHBIN
MPOEKTOP. JIOCTYI JOCTYII
Kaspersky Endpoint Security 17E0-181226-0 |26.12.2018
94912-873-979
[Tmatpopma ZOOM JTUIEH3NOHHOE




8. Obecneyenne 00pa3oBaTeIbHOIO NMpoLECca VIS JIUL ¢ OTPAHNYCHHbIMH
BO3MO’KHOCTSIMH 310POBbsI H HHBAJIH/I0B

B X0[4€ pealln3aliui ANCHUIIIMHBI UCIIOJB3YIOTC CIACAYIOIUE JOIMOJIHUTCIBHBIC
METOABI 06yqu1/1;1, TCKYLICTO KOHTPOJIA YCIICBACMOCTHU U HpOMe)ICYTOHHOﬁ arrecranuu
06yqa101u14xc;1 B 3aBUCHUMOCTH OT UX HHANBUIAYAJIbHBIX 0COOEHHOCTEH:

e JUIs CJICIBIX U CIA0OBUIAIIUX:

- JeKIUH O(OPMISIIOTCS B BHJE AJIEKTPOHHOIO JOKYMEHTA, JOCTYHHOIO C MOMOIIBIO
KOMIIbIOTEPA CO CHELMATM3UPOBAHHBIM IIPOIPaMMHBIM 00€CIIeUeHHEM;

- TNHCHhMEHHBIC 33JaHUS BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHEIHATH3UPOBAHHBIM
IPOTrpaMMHBIM 00€CIIEYeHHEM, HJIU MOT'YT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieurBaeTCsl MHIUBUIyAIbHOE paBHOMEPHOE ocBelieHue He menee 300 mrokc;

- JUIs BBIIOJHEHHS 3aJaHMsl NP HEOOXOJUMOCTH IPENOCTaBISETCA YBEJIMYMBAIOLIEE
YCTPOMCTBO; BO3MOXKHO TaKXK€ UCII0JIb30BAaHUE COOCTBEHHBIX YBEJIUUYHMBAIOIINX YCTPONUCTB;

- IUCbMEHHBIE 3aJJaHUs O(POPMIIIOTCS YBEITUYEHHBIM HIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOAATCS B YCTHOW (hOpMe HITH BBITIOJIHSIOTCS B MMCBbMEHHOM (popme Ha
KOMITBIOTEPE.

e JUIS TIIYXUX U CJIa0OCTbIIAIINX:

- Jekuud O(OPMIIIOTCS B BHJIE JJIEKTPOHHOTO JOKYMEHTa, JMOO TPEdOCTaBISAETCS
3BYKOYCHJIMBAIOIIAs allapaTypa UHAWBUYAIbHOTO MOJIb30BaHMS;

- MUCHbMEHHBIC 33[aHUs BBITIOJIHSIIOTCS Ha KOMITBIOTEpPE B MUCHbMEHHOM (hopme;

- 9K3aMeH M 3auéT MNpOBOAATCA B NHUCbMEHHOW (hopMe Ha KOMIBIOTEPE; BO3MOXKHO
npoBeeHue B (hopMe TeCTHPOBAHHUS.

e IS JIUL C HAPYILIEHUSIMH OIIOPHO-/IBUTATEILHOTO amapaTra:

- JeKUuu O(OPMISIIOTCS B BHJIE 3JIEKTPOHHOI'O JOKYMEHTa, JOCTYHHOI'O C IOMOIIbIO
KOMIIBIOTEpA CO CIIELUAIN3UPOBAHHBIM IIPOTPAMMHBIM 00ECIIEUEHUEM;

- TIHUCBMEHHbIC 33JaHUS BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHELHMAIU3UPOBAHHBIM
MIPOrpaMMHBIM 00€CIIeYeHUEM;

- 9K3aMeEH M 3au4€T MPOBOAATCS B YCTHON (hopMe UM BBITIOJIHSIOTCSA B MUCBbMEHHON (hopMme Ha
KOMIIBIOTEPE.

ITpu HEOOXOMUMOCTH MpeycMaTpUBAETCs YBETUUEHUE BPEMEHHU AJIs TIOATOTOBKU OTBETA.

[Ipouenypa  mnpoBeneHHUs  MPOMEKYTOUYHOM  arTecTauuu A 0oOydaroumuxcs
YCTaHABIMBAeTCSI C Y4€TOM UX MHIUBHIYaJbHBIX TCUXO(PU3MUECKUX OCOOEHHOCTEH.
[TpomexxyTouHast aTTecTalusi MOXKET IPOBOUTHCS B HECKOJIBKO ATAIOB.

ITpu npoBeneHUM NPOLEAYPHl OLCHUBAHUS PE3YNbTaToOB OOY4YEHHs MpeayCMaTpUBACTCS
UCTIONIb30BAaHNE TEXHUYECKUX CPEJICTB, HEOOXOAMMBIX B CBSI3W C HHIUBUAYAJTbHBIMHU
0COOEHHOCTSAMHU O00yYaroIuXxcs. DTU CPEeACTBA MOTYT OBITh MPEJOCTABICHbI YHUBEPCUTETOM,
WJIM MOTYT HUCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUUECKUE CPE/ICTBA.

[IpoBeneHne mpoueAypbl OLIEHUBaHMUSA  pE3yIbTaroB  OOydeHHUs  JIONyCKaeTcss ¢
MCIIOJIb30BaHUEM JTUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHUH.

ObecneunBaeTcs A0CTYN K MH(MOPMAIMOHHBIM U OMOIMOrpauyeckuM pecypcaMm B CETH
WuTepHer s Kaxaoro oOywaromierocst B (gopmax, aJalTUPOBAHHBIX K OTPaHUYEHUSIM HX
3JI0pOBbsI U BOCTIPUSTHS HHPOPMALIU:

® IS CHEMNBIX U CIIA00BUAAIINX:

- B Ie4aTHOM (hopMe yBETMYEHHBIM MIPUPTOM;

- B (hOpMe IIEKTPOHHOTO JJOKYMEHTA;

- B hopme ayauodaiina.

® Ui TIYXHX U cIa00CTBIIIAIIHX:

- B IeYaTHOH popme;

- B (hopme 31eKTpOHHOTO TOKYMEHTA.

e Ui 00yYaroIuXcs ¢ HapyIISHUSIMU ONIOPHO-ABUTaTeIbHOIO arnmapara:



- B IeyaTHOH popme;
- B (hopme 31eKTPOHHOTO TOKYMEHTA;
- B hopme aynuodaiina.

Y4eOHble ayIUTOPUU JJI BCEX BHUJIOB KOHTAKTHOW M CAMOCTOSTEIbHOM pabOThl, Hay4YHAs
OnbnMoTeka W WHBIC TIOMEIICHUS NIl O0y4YeHHS OCHAIICHBI CIeNHUaIbHBIM 000pyJIOBaHUEM U
yu4eOHBIMU MECTaMH C TEXHUUECKUMHU CPEJICTBAMU O0yUEHUS:

® JUIS CIENBIX ¥ CTa00BUISIINX:

- YCTPOMCTBOM JJIsI CKaHUpoBaHus 1 uteHus ¢ kamepoit SARA CE;

- nuciieeM bpaiinas PAC Mate 20;

- npuaTepom bpaitist EmBraille ViewPlus;

® JUIS TIIYXHUX U CIA0OCTBIIIAIINX:

- aBTOMATHU3MPOBAaHHBIM pabOYMM MECTOM JJIsi JIIOJCH C HapylIeHHEeM CliyXa W
CI1a0OCTBIIIAIINX;

- aKYCTHYECKHI YCUIIUTENh U KOJOHKH;

e s O0YYArOMIMXCS C HAPYIICHUSIMU OIOPHO-ABUTaTEILHOTO anrmapara:
- IepeIBKHBIMU, PETYIUPYEMbIMH dproHomMuueckumu napramu CU-1;
- KOMITBIOTEPHOU TEXHUKOU CO CIIEIUATBHBIM IIPOTPAaMMHBIM 00€CIICYCHHEM.



9. MeToau4eckue MaTepuaJbl
9.1. ILls1aHbI MPAKTHYECKUX 3AHATHI

3ansTue 1. [IpaBoBbie 1 HOPMATUBHBIE OCHOBBI IOKYMEHTAIIMOHHOTO 00ecTieueHus

ynpasieHus. (4 4.)

Bonpocsr 11t 06cyxaenus:

1. T'ocynapcTBeHHOE peryiMpoBaHUE, HOPMATHBHAs IIpaBoBasi M METOAMYECKas OCHOBA
JIOKYMEHTAIlMOHHOTO 00eCrieueHus yIpaBICHUS.

2. CyurHoCTh, HAmNpaBJICHUS M BHJBI TOCYJAPCTBEHHOTO PEryJMPOBAaHUS JTOKYMEHTALMOHHOTO
oOecrieueHus yrnpaBaeHUs.

3. Ha3nauenue, 0cOOEHHOCTH U COOTHOILIEHHE HOPMATUBHOTO ITPABOBOTO U METOAMYECKOTO

pEeryiaupOBaHHUS.

Hanpasienus u BUIBI JOKYMEHTAIIMOHHOTO O0ECTICYeHHUSI YIIPaBICHHUS

HaznauyeHne qOKyMEHTUPOBAHUS U OpraHU3AIMH PaOOTHI C TOKYMEHTaMU

Ponb nHpOPMAIIMOHHBIX TEXHOJIOTUH B €T0 Pa3BUTHH

CymHOCTh 1 0COOEHHOCTH YIIPaBJICHUS JOKYMEHTaMHU.

JIOKyMeHT Kak O0OBEKT peryTupOBaHHMS.

OYHKIUH U BUIBI JOKYMEHTOB, UX YHU(DUKAIMS U CTAaHAAPTH3AIUS.

©CoN A

3anaHus:

1. Peructpanus BXOJIIEro JOKyMEHTa

2. IlepBu4HOE pacCMOTPEHUE BXO/AILETO JOKYMEHTA PYKOBOAUTENIEM KaHIEISIPUU
3. IloaroroBka npoeKkTa NOpy4eHUs: IOMOLUIHUKOM PYKOBOJUTES

4. PaccMoTpeHue pyKOBOAUTENIEM IIPOCKTA IOPYYEHUS

5. IloaroroBka rnpoeKTa UCXOASIIET0 JOKYMEHTa OTBETCTBEHHBIM UCIIOIHUTENIEM
6. CoryacoBaHue NpoeKTa UCXOIALIEr0 JOKYMEHTa

7. Iloanucanue NpoeKTa UCXOAIEro JOKYMEHTa, €ro PerucTpanus 1 nepegaya Ha OTIPaBKY
8. OTnpaBka UCXOJSIIETO JOKYMEHTa Ha OyMa)KHOM HOCHUTENE

9. Ucnonuenue nopy4eHust (OT4ET OTBETCTBEHHOTO UCIIOTHUTEIIS)

10. IloaTBepxIeHNE UCTIOIHEHUS TOPYUIEHUSI €r0 aBTOPOM

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

3ansaTue 2. Cuctemsl 2JIEKTPOHHOTO JOKyMeHTooOopoTa. bazoBeie nonsTHs. Peinok CO/I. (4 4.)
Bomnpocs! 1 o0cyxkaeHus:

1. ®ynkuuu cucTem: perucrpanus JOKyMEHTOB.

2. YrpaBlieHHE IeKTPOHHBIMHU IOKYMEHTAMHU.

3. Co3manne W XpaHEHWE pa3IUYHBIX HECTPYKTYPHPOBAHHBIX JOKYMEHTOB (O(HUCHBIE
NpUJI0KEHUs, rpaduueckre U MeruamaTepHuaisl, 4epTexHu u mp.), Bepcuu u DI, noanepxkka
JKU3HEHHOTO IMKJa JIOKyMEHTOB, Ha3Hauy€HHE MpaB JIOCTyla, BEACHHE HUCTOpUU pPaboThI,
MOJTHOTEKCTOBBIM U aTpHOYTHBHBIN MOUCK.

CoBpeMeHHbIH POCCUICKUIT PHIHOK CHCTEM aBTOMAaTU3AIMU JIOKYMEHTO000pOTa.

OCOOEHHOCTH JIEKTPOHHOTO BEICHUS JIEI0NPOU3BOICTBA.

Bo3mosxHBIE TPUYMHBI HU3KOH 2P PEKTUBHOCTH M KauecTBa BeJeHUs qokyMeHTanmn B CO/I.
OkoHomuueckuit 3dext ot BHenpenus CO/L.

Obecnieuenne 3anmThl THPOPMALUH ITpH KucTionb3oBaHu CO/I.

N O A

3aganue 1:

1. O3HaKOMHUTBCS C MATEPUATIOM TI0 TPOTPAMMHBIM MPOJIYKTaM 1O CUCTEMaM
AJIEKTPOHHOTO JOKYMEHTO000POTA.

2. [IpoBecTy CpaBHUTEIBHBIN aHAIHU3 MPOTPAMMHBIX MPOIYKTOB U 3aIIOJTHUTh HUXKE
MIPUBEJICHHYIO TaOJIUITY:
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3. Beiopats konkperHyro COJ1 11 cBOEro BUPTYaIbHOTO IPEANPUATHS, 000CHOBATH
BbIOOp. OTueT ohopmuTh B Buae aiina Word.

3ananue 2:

Pazpaborate ¢ momomplo TekcToBoro pemakropa MSWORD odopmiieHHnss peKBU3UTOB
JIOKYMEHTOB B 3J1eKTpoHHOM Buje B cooTBeTcTBUU ¢ I'OCT P 6.30-2003 (c mcnosbp3oBaHuEM
NepeyHsl PEKBU3UTOB JIOKYMEHTOB, TPEOOBaHHM K UX O(POPMIICHHUIO U CXEMbI UX pPa3MEIleHus Ha
yrioBoM Onanke ¢popmara A4, mpeiCTaBICHHBIX B AJIEKTPOHHOM BHJIE).

[[TabioH JOKYMEHTOB BBIOMpAETCS CTYJEHTOM CaMOCTOSITEIBHO IO COTJIACOBAHMIO C
npernojaBaTesyieM.

3ansaTue 3. Kimaccuduxanus cucteM 3JIEKTPOHHOTO JIOKYMEHTO000poTa (4 1.)

Bonpocs! 11 06cyxaenus:

1. Co3nanue 31€KTPOHHBIX TOKYMEHTOB.

2. Benenue cucteMbl CIIPaBOYHUKOB.

3. YmpasieHue JeJIOBBIMHU MPOLIECCAMH.

4. Tlopnepskka MpoOLIECCOB COTJIACOBaHMS U 00paOOTKU JOKYMEHTOB, BblJaua 3aJaHuil 1
KOHTPOJIb UX MCIIOTHEHHUSI.

5. ObGecnieueHne B3auMOICUCTBUS MEXKIY COTPYIHHUKAMU B X0Jie OM3HEC-TIPOIIECCOB,
MOJIJICPIKKA CBOOOIHBIX M KECTKUX MapipyToB (workflow).

6. Ilpusnaku knaccupukauu CO/1: cOOTBETCTBHE CTaHIapTaM OTEUECTBEHHOTO

JIeTTOTIPOU3BOJICTB;

[Tpusnaku knaccupukamuu CO/1: pa3pabOTUUK CHCTEMBI;

8. Ilpuznaku xnaccudpukammu CO/I: perraeMsie 3a1auu 1EIOTPOU3BOJICTBA; TUI OPTraHU3AINH.

~

3agaHus:

. Peructparnus oOparienus

. [lepBuaHOE paccMoTpeHue 0OpaIeHuUs

. [loaroroBka MpoekTa MOpy4eHus MOMOITHIKOM PYKOBOIUTENS

. PaccMoTpenue pykoBoIUTEIEM TTPOSKTA TTOPYUCHUS

. [loaroroBka oTBeTa Ha oOpalleHue

. [oxmucanue MpoeKTa HCXOASIIETO JOKYMEHTA, €r0 PeTUCTpaIis U Tiepeaada Ha OTIPaBKY
. OTmpaBKa UCXOMSIIEr0 JOKYMEHTa Ha OyMa)KHOM HOCHUTENE 3asBUTEIIO

. Ucnonnenue nopy4yeHust (0TYET OTBETCTBEHHOT'O UCIIOJHUTENS)

. [lonTBep:k1eHNEe UCTIOTHEHHSI TOPYICHUS

O 01N DN K~ W~

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

3ansTue 4. BeiOop u BHEAPEHUE CUCTEM DIIEKTPOHHOTO JOKYMEHTOoOopoTa (6 1.)

Bormpocs! mu1st o0cyxieHust:

1. ®yHKUKMOHANBHBIE OTIMYHS JIEKTPOHHOTO TOKYMEHTO000pOTa OT OyMasKHOTO.

2. KopriopatuBHasi cucTeMa 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa — OCHOBHBIE TPEOOBaHUS U
BO3MO>XHOCTH.

3. Kpurepuu, onpexaenstone HeoOXoauMocTh BHeApeHus CO /] B opranuzanuu (IpenpusTim ).



Dranbl CO3aHUS ¥ BHEIPEHUSI CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000POTa Ha MPEATPHUSITHH.
Brinmonnenue npaktudeckux 3aganuii B CO /1.

[Toaxo/bl K CO3/TAHUIO CHCTEM AJIEKTPOHHOTO JJOKYMEHTOO000POTA.

TpeboBaHus K CUCTEMAM.

Dranbl BHIOOpA CUCTEMBI ABTOMATH3ALIUH.

DTanbl BHEJIPEHUSI CUCTEMbI aBTOMATH3aIIUH.

©CoN A

3aganus:

1. Coznianue npoexkTa BHYTPEHHETO JOKYMEHTA

2. OTKa3 B COIJIaCOBaHMHM MPOEKTAa BHYTPEHHET0 JOKYMEHTA

3. opaboTka mpoeKTa BHYTPEHHETO TIOKYMEHTA UCIIOTHUTENIEM 110 3aMEUYaHUSIM
4. CormnacoBaHue MPOEKTa BHYTPEHHETO JOKYMEHTA COMIaCyIOIIMM 1-To 3Tamna
5. CornacoBaHue IPOEKTa BHYTPEHHETO JOKYMEHTA COIJIaCyoIUM 2-T0 3Tana
6. [lonnmucanue npoexTa BHYTPEHHETO JOKYMEHTA, perucTpaius, nepeaada Ha pacCMOTPEHHE U
03HAaKOMJIEHHE

7. PaccMOTpeHHEe BHYTPEHHETO TOKYMEHTA

8. VcnonHenue nopyueHus

9. O3HaKOMJICHHE C BHYTPEHHUM JOKYMEHTOM

10. ITpocMoTp BicnionHUTEIEM HH(OPMAITUHU O CTaTyCe

Jluteparypa: ocHoBHas [1, 3], nononuurensHas [2, 3, 4].

3anstue 5. JlokyMEeHTUPOBaHKE YIIPaBIEHYECKOH eaTenbHoCTH (6 1.)

Bomnpocs! qis o0cyxkaenus:

1. CocraB 1 Ha3Ha4YeHHE OTNEIbHBIX BUJIOB OPraHU3ALlMOHHO-TIPABOBBIX, PACHIOPSAUTEIbHBIX U
UH(POPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB.

2. JloxymeHTanbHBIN (DOH] U TIEpEYEHb JOKYMEHTOB, O0Pa3yIOIINXCS B TIPOIIECCE IEATEIbHOCTH
roCyJapCTBEHHOI'O OpraHa.

3. CocraB, pacmonokxeHue © TpaBwia O(GOPMICHHS PEKBH3HTOB OTACIBHBIX BHJIOB

OpPraHU3allMOHHO-NIPABOBBIX,  PACHOPSAUTENIBHBIX M HMH(OPMAIMOHHO-CIIPAaBOYHBIX

JIOKYMEHTOB.

Brimonnenue npaktudyeckux 3ananuii B CO/I.

5. Ocobennoctr 0(hopMIICHHS OTJIEIBHBIX BUJIOB JOKYMEHTOB, 00pa3yIOIIMXCS B MPOIecce
JESATEIIBHOCTH T'OCYAApPCTBEHHOT'0 OPraHa.

Ea

3ajanus:

. Co3nanue g0roBopa.

. OTKa3 B COIIACOBAHMH JIOTOBOpA.

. HopaboTka J0TOBOpa UCTIOTHUTEIIEM.

. CornacoBaHue 10roBopa corjacyroumm 1-ro sramna.

. CornacoBaHue JOroBopa COIJIacyroIuM 2-To dTana.

. [lognucanue noroBopa, peructpaunus, nepeaada Ha pacCCMOTPEHUE U O3HAKOMIICHHUE.
. PaccMoTpenue noroBopa.

. UcnionHenue nopy4denus.

. [lonTBepk1eHNE UCTIOTHEHUS TOPYICHUS.

10. O3HaKOMIIEHHE C TIOTOBOPOM.

11. TIIpocMoTp BicioHUTEIEM HH(OPMAITUHN O CTATyCE O3HAKOMJICHUS C JJOKYMEHTOM.

O 0 1O\ DN KW —

Jluteparypa: ocHoBHas [2, 3], nononaurenbHas [3, 4].



Ipunoxenne 1 AHHOTAUS TUCHHUILINHBI
AHHOTALUA AUCHUITJIMHBI

Henp mucuurimHbl: (HOPMUPOBAHHUE Y O0YUYAIONIUXCS 3HAHUM U YMEHHH, HEOOXOIMMBIX
Uil pa3pabOTKM, AKCIUTyaTallMd W CONPOBOXKIEHHS HH(GOPMAIMOHHBIX CHCTEM YIPABICHHS
JOKYMEHTOOOOPOTOM, T'PaMOTHOTO NPHUMEHEHHsS aBTOMAaTH3MPOBAHHBIX HH()OPMAIIMOHHBIX
TEXHOJIOTUH JUIs 00eCIIeUeHNs PeIeHHs IPUKIAIHbIX 3a/1a4.

3anaum:

- mosydyeHne O0a30BBIX 3HAHUI B 00NAacTH aBTOMAaTHM3alMHM JTOKYMEHTO00OpoTa C
UCTIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;

- ¢dopmupoBaHne yMeHHH B 00JacTH pa3padOTKH, BHEAPEHUS M OIKCILTyaTallUH
UH()OPMAIIMOHHBIX CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTA;

- IpUOOpPETEeHNE MPAKTUUECKUX HABBIKOB paOOTHI C aBTOMATH3UPOBAHHBIMU CHCTEMaMHU

JTOKYMEHTO000pOTa.

B pe3ynbTare 0CBOCHHMS AMCIMIUIMHBI 00YYAIOIIUICS JOJKEH:

3HaTh OCHOBHBIC BHJIBI HHPOPMAITMOHHBIX CHCTEM JICKTPOHHOTO JIOKYMEHTOOO0OpOTa H
CEpPBHCOB B HUX, OCHOBBI Pa3pabOTKU U BeJCHUS 0a3 JaHHBIX U MOIACPKKU HWHPOPMAIIMOHHOTO
oOecrieueH s ISl PELICHUS 3a/1a4 aBTOMATH3AIIUH AIEKTPOHHOTO JOKYMEHTO000pOTa.

VYMeTh HacTpamBaTh, IKCIUTyaTUPOBATh M CONPOBOXKIATH HMH(OPMAIIMOHHBIE CHCTEMBI
JIEKTPOHHOI'O JIOKYMEHTOOOOpOTa M CEPBUCHI B HHX, OCYILIECTBIATH BeJCHHE 0a3 NaHHBIX H
HNOJJICPKKY ~HMH(POpPMAIMOHHOro  oOecriedyeHust JUIs  pelieHds 3aiad  aBTOMAaTH3alUH
IIEKTPOHHOTO IOKYMEHTO000POTA.

Brnaners HaBBIKAMU HACTPOMKH, JKCIUTyaTallid M CONPOBOXKICHHS HH()OPMALMOHHBIX
CHCTEM DJICKTPOHHOTO JIOKYMEHTOO0OPOTa U CEPBHCOB B HUX, HABBIKAMU BeJICHHS 0a3 TaHHBIX
HNOJJICPKKH  MH(POPMAIMOHHOTO  OOeCmedYeHus: JJIsl  pelleHHs 3aaad  aBTOMaTH3aluH
AIIEKTPOHHOTO IOKYMEHTOO00POTA.



