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1. HAMMEHOBAHHUME U IEJIb OCBOEHUSA JUCHUITIJIMHbI

VYuebHas aucHumInHa «DIEKTPOHHBIN JOKYMEHTO000POT» H3ydaeTcs: 00ydarolmuMuUcs,
OCBaMBAIONIMMH O0pa3zoBaTenbHyto mnporpammy «lIpuknagnas wHpOpMaTuka» 1o mpoduiro
«[Ipuknannas nuHpopmaTUKa B SIKOHOMUKE» B COOTBETCTBUU ¢ DesiepanbHbIM roCy1apCTBEHHBIM
00pa30BaTeIIbHBIM CTaHAPTOM BBICIIETO 00pa3oBanus o HampasieHuio 09.03.03 «[Ipuknagras
nHpOpMATHKa», YTBEPXKACHHBIM INpUKazoM MunucTepcTBa oOpa3oBaHusi W Hayku PO ot
19.09.2017 N 922 (®I'OC BO 3++).

OcHoBHast 1enb U3y4yeHUs Yy4eOHOW JUCHMIUIMHBI COCTOMT B TOM, YTOOBI J1aTh
00yyarouMMcsi CUCTEMaTU3MPOBAHHBIE 3HAHUS 00 AJIEKTPOHHOM JIOKYMEHTOOOOpPOTE B IIEJIOM, a
TaKKe 3HAHWA MO0 MH(POPMALMOHHBIM CHCTEMaM YIIPaBJICHHUS] KOPIOPATUBHBIM KOHTEHTOM,
KOTOPBIH NMpeAHa3HaueH AJIs CO3JaHMsI €TUHOTO HH(OPMAIMOHHOTO TPOCTPAHCTBA MPEATIPUATHS
WIM CHUCTEMaM »DJIEKTPOHHOIO JOKYMEHTOO00OpoTa, c(hOpMHUpOBAaTh Yy CTYIEHTOB KOMILIEKC
3HAHMW M HaBBIKOB, HEOOXOAMMBIX IS CaMOCTOSITEIbHOM pPabOThl C COBPEMEHHBIMU
MH(OPMALMOHHBIMU CUCTEMAMH YIIPABJICHUSI 3JIEKTPOHHBIM IOKYMEHTOOOOPOTOM.

N3ydyenne yuyeOHOM NUCHUIUIMHBI HaMpaBJIEHO Ha TMOATOTOBKY OOyJaromuxcsi K
OCYILIECTBJICHUIO JESATENIbHOCTH MO KOHLENTyalbHOMY, (YHKIHOHAJIbHOMY U JIOTHYECKOMY
MPOEKTHUPOBAHUIO CHCTEM CpPEJHEro M KPYMHOrO Maciitada M CII0XKHOCTH, IIAHUPOBAHUIO
pa3pabOTKKM MM BOCCTAHOBJIEHMSI TpEOOBAHMU K CHCTEME, aHajIu3y MpOoOJIEeMHOW CHUTyalluu
3aMHTEPECOBAHHBIX JINII, pa3paboTKe OU3HEC-TPeOOBAHM 3aMHTEPECOBAHHBIX JIUII, TTOCTAHOBKHU
Lene Cco3gaHus CUCTEMbl, pa3pabOTKM KOHIEMIHUKW CHCTEMbl M TEXHHYECKOrO 3aJaHHs Ha
CUCTEMY, OPraHM3allUM OLIEHKH COOTBETCTBUSI TPEOOBAHUSM CYIIECTBYIOLIUX CUCTEM U UX
aHaJIOTOB, MPEACTABICHUIO KOHIENINH, TEXHUUECKOTO 3a/1aHus Ha CUCTEMY U U3MEHEHHUI B HUX
3aMHTEPECOBAHHBIM JIMIIAM, OPraHW3alliy COTJlacoBaHMsI TpeOOBaHUM K CHCTeME, pa3paboTke
mabJOHOB JIOKyMEHTOB TpeOOBaHMUil, MOCTAaHOBKE 3ajaud Ha pa3paboTKy TpeOOBaHMI K
MOJICUCTEMaM U KOHTPOJIb MX KayecTBa, COMPOBOXKJICHUIO NMPUEMOYHBIX UCHBITAHUI M BBOJA B
AKCIUTyaTallMl0 CUCTeMbl, OOpabOTKe 3ampocoB Ha U3MEHEHHE TpeOOBaHMI K CHCTEME,
OTpeJeNIeHHBIX MPO(eCcCHOHATbHBIM CTaHAAPTOM «CHCTEMHBIM aHAIUTUK», YTBEPKIECHHOTO
npukazoM MUHHCTEPCTBA TpyAa U collMaibHOM 3anuThl Poccuiickoit @eneparuu ot 28.10.2014
N 809H (Perucrpamumonnsiii Homep Ne34882).

2. MECTO JJUCHUILIMHBI B CTPYKTYPE OBPA3OBATEJIbHOM
INPOI'PAMMBbI

VYuebHas AucHUIUIMHA DJIEKTPOHHBIN JOKYMEHTOOOOPOT OTHOCUTCS K YacTH y4yeOHOTO
1aHa GopMHpyeMON ydacTHUKaMHU 00pa3oBaTeNbHBIX OTHOIIEHUH 1 U3ydaeTcs Ha 4 Kypce.

2.1. TpeGoBaHus K NpeABAPUTEILHON MOATOTOBKE 00YYaIOIIETOCs:

N3ydyennro nanHo# y4eOHOM AMCUMIUIMHBI 1O OYHOW (QopMe MpemecTBYeT OCBOCHHE
CIIEAYIOIIMX YUeOHBIX TUCHMILINH: YIIpaBieHHe HH(POPMAIIMOHHBIMU CUCTEMaMU, DKOHOMHUKA U
opraHusanus HPEANPUSATHS, IIpeameTHO-OpUEHTUPOBAHHBIE OKOHOMUYECKHUE u
uHpOpMaIMOHHbIE CcHCTeMBl, [IpoekTupoBaHue HMHPOPMALMOHHBIX CHCTEM, MapKeTHHT,
Bbyxrantepckuii yuer, UnpopMalioHHble TEXHOIOTUH B yrpaBieHuH. [lapannensHo ¢ yueOHOM
JTMCUUIUIMHON «NEKTPOHHBINA JJOKYMEHTOO000POT» U3ydaroTcs TUCUUILIMHBL: MHpopManmonHas
6e3omacHocTh, KopropaTuBHble HMH(OpMAIMOHHBIE CHCTEMBbl, BHeapeHne MH(POPMALMOHHBIX
cucteM. YmpaBieHue HWHGPOPMALMOHHBIMH  cucTeMamu  [IpenMeTHO-OpHEeHTUPOBAHHBIE



HSKOHOMHUYECKHE M HH(pOpManHOHHbIE cucTeMbl [IpoekTupoBaHre WH(POPMALMOHHBIX CHCTEM
Byxrantepckuii yuer MH(opManmoHHbIe TEXHOJIOTUN B YIIpaBieHUH MapKeTHHT DKOHOMHUKA U
opranu3zanus npennpusatus Kopnoparusasie HHPOPMAITMOHHBIE CHCTEMBI

2.2, JlucuuIuivHbl (MOAYJIHN) U IPAKTUKY, 11 KOTOPbIX OCBOCHHME JAHHOW JUCLIMITIUHBI
(MomyIist) HEOOXOIMMO KaK MPEIIECTBYOIICE:

PesynbTaThl OCBOEHHS UCHMIUIMHBI «JEKTPOHHBIH JTOKYMEHTOOOOPOT» SBISIOTCS
0a30i I TPOXOXNKACHUS OOYUYArOIIMMUCS TPOU3BOACTBEHHOW IPAKTHKH: TEXHOJOTHYECKOU
(IpOEKTHO-TEXHOJIOTMYECKOM) U  MPEAJUIUVIOMHOM, a TakkKe MOryT  HCIOJIb30BaThCs
00y4aroImuMuCs B IMPOIECCe NOATOTOBKY BRIITYCKHON KBATU(DUKAITMOHHON PAOOTHI.

[IpousBoicTBEHHAs MPAaKTUKA: NPEAUIIIIOMHAs TPAKTHKA

Pe3ynbrarel 00y4yeHHs MO 3TOM AWMCUUIUIMHE OYAYT MCIOJIb30BaHBI IIPU MPOXOKACHUU
MIPOM3BOJICTBEHHON MPAKTUKU: IPEAUIIIOMHAS! TPAKTHKA

PazButne y oOydaromuxcsi HaBBIKOB KOMAaHAHOM  pabOThl, MEXJIMYHOCTHOM
KOMMYHMKAIUH, TPUHATUS pEIIeHUM, JUJIEPCKUX KauecTB 00ecTeynBaeTCsl YTEHHWEM JIEKIUH,
MIPOBEJICHUEM 3aHATHI, Colep)KaHHe KOTOPBIX pa3pabOoTaHO Ha OCHOBE PE3YylIbTATOB HAYYHBIX
UCCIIEIOBAaHUM, NPOBOJMMBIX YHHBEPCUTETOM, B TOM 4YHCIE€ C YYE€TOM pPErHOHAJIbHBIX
ocoOeHHOCTEl  mpodeccnoHalbHOM  JESITENbHOCTH  BBIMYCKHUKOB M MOTpeOHOCTEH
paboToaTennei.

3. INTAHUPYEMBIE PE3YJIBTATBI OBYYEHMUA 110 JUCHUIIJIMHE,
COOTHECEHHBIE C IINTAHUPYEMBIMMU PE3YJIbTATAMU OCBOEHMUSA
OBPA3OBATEJILHON ITIPOT PAMMBI

B pesynbraTe OCBOEHHS IUCIMILIMHBI OOydalolIWiics MO MporpaMMme OakandaBpuara
JOJI’KEH OBJIA/IETh:

- Cnocoben pazpabamoieams uwiaononvt 00Kymenmos mpeoosanui (IIK-15)

[Inanupyemble pe3ybTaThl 00y4eHHs M0 AUCHHUILIMHE

dopmupyemast [Inanupyemble pe3yabTaThl 00ydeHHS Kon pesynbraTa
KOMITETCHIIUS o0y4eHus
3HaTh:
HOPMaTHBHO ITPABOBBIE JJOKYMEHTHI, PETYIUPYIOLIHe MK-15-31
JOKYMEHTAIIMOHHBIE MTPOIIECCHl HA MPEIIPUSITHI
TOCY/IapCTBEHHBIC ¥ MEXKIYHAPOIHbIE CTAHAAPTHI MO TK-15-32
IIOJJrOTOBKE TEXHUYECKOH TOKyMEHTAIH
a3JIMYHBIE TIOAXObI U METOJUKH MOJrOTOBKH Hay4HO-
Cnocoben P . i I1K-15-33
TEXHUYECKOH JOKyMEHTAIHH
pa3pabaTbIBaTh =
a6IOHEL OCHOBHBIE (DYHKIINH, CBOMCTBA U XapaKTEPHCTHKH
JOKYMEHTOB, a TaK)Ke HHPOPMAIIMOHHBIX CHCTEM IO UX [1K-15-34
JTOKYMEHTOB
. | obpaboTke
TpeOoBaHUI Vare
MeTh:
(TIK-15)
IPOBOUTH 00CIIEIOBaHNE HA IPEIIPUSITHN €TO MK-15-Y1
JOKYMEHTO000pOTa
OTIMCHIBATh TEKYI[EE COCTOSHUE JOKYMEHTO000pOTa Ha
[TK-15-V2
PEANPHUITHH
(bOpMyIHpPOBATH MPEUIOKEHHS TI0 COBEPILIEHCTBOBAHHUIO MK-15-Y3
MIPOIECCOB 0OpaObOTKU TOKYMEHTOB Ha MPeIpUsSTHH




pa3pabatbiBaTh M1a0JI0HBI JOKYMEHTOB TPEOOBaHUIA

I1K-15-V4

Baanern:

HaBBIKAMH IPUMEHSTDH Ha MPAKTHKE CIIOCOOBI U METObI
IIPOBEJICHUS UCCIIEJOBAHUS TIOKYMEHTOO00pOTa
PEANPUITHS

I1K-15-B1

HaBbIKaMU MOJrOTOBKU TEXHUYECKON JOKYMEHTALIMHU T10
IIPOEKTaM BHEJPEHUS IEKTPOHHOTO JOKYMEHTO000pOTa
Ha TPEANPUITHI

I1K-15-B2

HaBBIKAMHU TIPUMEHEHUS TIPOTPAMMHBIX U TEXHHYECKHX
CpeAcTB st OPOPMIICHUS PE3YIIHTATOB UCCIIETOBAHMS
JIOKYMEHTO000pOTa MPEeANPHUSITHS

I1K-15-B3

HaBBIKAMH aHAJIN3a ¥ MOJICIIMPOBAHHUS TPOIIECCOB
00pabOTKH JOKYMEHTOB Ha IPEIIPUSITHSI

I1K-15-B4

4. OFPBEM JIUCHUIIYINHBI B 3BAYETHBIX EJIMHUIAX C YKASAHUEM
KOINYECTBA AKAJEMHUYECKUX YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIUXCH C ITPEIIOJABATEJIEM (I1I0 BUJAM YYEBHbBIX

3AHSATHI) U HA CAMOCTOSITEJBHYIO PABOTY OBYUAIOIIUXCSH

OO6mast TpyI0€MKOCTh TUCIMIUIMHBI COCTABIISIET 2 3aU€THBIX eUHUIIBI (72 Jaca).

Oor1mas B ToM uymcie KoHTaKTHAA Cant dopma
No TPYNOEMKOCTh paborta ¢ mpernogaBaTeneM KonTpons ) MPOMEXYTOUHON
B3.e. | Buacax | Bcero | J | Cem | KoP | 3 pabora aTTecTaluu
1 2 72 38 12| 24 1,7 | 0,3 34 3auer

PacnpenesieHue yueOHOro BpeMeHM IO TeMaM M BHJAaM Y4eOHbIX 3aHATHH OYHAS

dopma o0yuenust

HanmenoBanue KonrakTHas pabora ¢ dopMupyemebie
Bcero Cam.
Ne pa3aeinoB, TeM MIPEToIaBaTeNeM PaG pe3yabTaThl
Y9eOHBIX 3aHATHHA 108 TR cero | J | Cem | KoP | 3 ' 0o0y4eHwHs
OcHOBBI ()YHKIIMOHMPOBAHUS U MIPOTPAMMHBIE CPEICTBA SJIEKTPOHHOTO TOKYMEHT0000pOTa
OcHOBEI
(hyHKITIOHUPOBAHHS
U TIPOrPaMMHBIC I1K-15-31,
L cpezncTBa 6 2 2 4 [1K-15-32
3JIEKTPOHHOTO
JIOKYMEHTO0000poTa
JIOKYMEHTBI M X XapaKTePUCTHKH
5 JIOKyMeHTHI U BX 6 2 2 4 [IK-15-V2,
" | XapaKTepuCTHKH I1K-15-Bl1
Opranu3zaiys JOKyMEHTO000pOTa U XPaHEHHS JOKYMEHTOB B OpPTraHH3aIHH
Opranuzanus
JIOKYMEHTO000poTa I1K-15-33,
3. | U XpaHeHHA 6 2 2 4 I1K-15-V3,
JIOKYMEHTOB B [1K-15-V4
OpraHu3aluu
OTIUYUTENBHBIC YePThI AJIEKTPOHHOTO JOKYMEHT0000pOoTa
OTimunTenbHBIE
[1K-15-34,
4. | 4epTHI ANEKTPOHHOTO 10 6 2 4 4 K-15-B2
JIOKYMEHT0000pOoTa
ACHEKTBI U TOJXOJIbI K TIEPEXO0J1y HA JIEKTPOHHBIH JJOKYMEHTO000pOT
ACIIEKTBI ¥ TOAXOIBI I1K-15-34,
> K IIepexoy Ha 8 6 2 4 2 I1K-15-Y2,




SJIEKTPOHHBII I1K-15-B3
JOKYMEHTOO0OPOT

OO0cenoBaHME CHCTEMBI JOKYMEHTO000pOTa OpraHU3aIiu

O6cnenoBanue
CHUCTEMBEI I1K-15-31,
JIOKYMEHT0000pOoTa [1K-15-B4
OpraHu3aIuu

TpeboBaHus K CO3IaHUIO U (PYHKIIMOHUPOBAHHUIO UH(OPMAITHOHHOW CUCTEMBbI YIIPABIICHHSI
JIOKYMEHTO000pOTOM B OpraHu3alluu

TpeboBanus k
CO3JIAaHHIO U
(YHKIMOHUPOBAHUIO
WH(POPMAITMOHHON [IK-15-V3,
CHUCTEMBI [TIK-15-B1
yIIpaBJICHHS
JIOKYMEHTO000pOTOM
B OpraHU3aIuu

CTaI{I/H/I 1 OTalbl pain3anuy NpoCKTOB 110 CO3TaHUTIO I/IH(i)OpMaHI/IOHHBIX CHUCTEM YIIpaBJICHUSA
JIOKYMEHTO000pOTOM

Craauuy " dTarsl
peanu3anuu
[IPOEKTOB I10

8. | cozmanuio 8 4 4 4
MH(OPMAITMOHHBIX
CHUCTEM YIIpaBJICHUS
JIOKYMEHT0000pOTOM

TK-15-V1,
TK-15-B2

CocrapiieHre TEXHHYECKOM IOKYMEHTAIIMH TI0 TTPOSKTaM BHEJPEHHS CUCTEM DJIEKTPOHHOTO
JIOKyMEHTO000pOoTa

CocraBneHne
TEXHUYECKOU
JOKYMEHTAIINH 110
9. | mpoekTam 10 6 2 4 4
BHEIPEHUS CHCTEM
3JIEKTPOHHOTO
JIOKYMEHTO0000poTa

I1K-15-33,
I1K-15-V1

[IpomexxyTouHas aTrecTanws (3a4er)

IIpomexxyTouHas

10.
aTTectanus (3a4er)

2 2 17 | 03

5. COJIEP)KAHME JUCHMILIMHBI, CTPYKTYPUPOBAHHOE IO TEMAM
(PA3JIEJIAM)

Tema 1. OcHOBBI (PYHKIMOHUPOBAHHS M IPOTPAMMHBIE CPEICTBA AIEKTPOHHOTO
JTOKYMEHTO000pOTa.

Hasnauenne u cTpykTypa Kypca «IJNEKTpOHHBIH JOKyMEeHTOoOopoT». OmpeneneHue,
3a7a4d ¥ OCHOBHBbIC (DYHKIIMH SJIEKTPOHHOTO JOKYMEHTO0OOpoTa. [IpHHIMUIBI 3JEKTPOHHOTO
IOKyMeHTooOOopoTa. Ha3HaueHne U XapaKTepuCTUKH WHPOPMAIMOHHBIX CUCTEM DJIEKTPOHHOTO
JOKYMEHTO000pOoTa.

Tema 2. JIoKyMEHTBI U X XapaKTEPUCTHKH.

JIOKyMEHT - OCHOBHO# HOCHTENIb HH(POPMAIIHH, €T0 POJIb U (QYHKIIMU B YIPaBICHUECKON
IeATeNbHOCTH OpTaHU3alluy, OPUIMYEeCKas CHIa U 3HaYUMOCTb. OCHOBHBIE THITBI JOKYMEHTOB H
ux knaccudukanus. JJokymeHntupoBanHas nH(Gopmanus u ee Hocuresu. CpeacTBa M CIIOCOOBI




JTOKYMEHTUPOBaHUs. PEKBU3NUTHBIN COCTaB OCHOBHBIX BUIOB JOKYMEHTOB. TpeOoBaHusl K UX
0(OPMIICHHUIO.
Tema 3. Opranusanus 10KyMeHTOO000pOTa U XpaHEHUS JOKYMEHTOB B OpraHU3aliu.

JIOKyMEHTOOOOPOT M JOKYMEHTONOTOKHM OpraHu3alyy (BHEUIHHE W BHYTPEHHHE),
eIMHUIIBI U3MEpeHHsl U mapameTpsl. [Iponeaypsl 00pabOTKH OCHOBHBIX MOTOKOB JOKYMEHTOB
opraHu3anuu (BXOISIINX, HCXOIAIIMX M BHYTPEHHHX), B TOM YHCIE€ W Ha 3JIEKTPOHHBIX
HocuTensax. Opranu3anus ¥ KOHTPOJIb MCIOTHEHUs ToOKyMeHTOB. CortacoBaHue M MOJITHCaHNE
IOKyMeHTOB. PabGota ¢ oOpameHusMu TpaxgaH | opuaudeckux Jjmn. OpraHuzanus
OTIEPaTUBHOTO XPaHEHUs JOKyMEeHTOB. HOMEHKIaTypa Jies opranu3anuu.

Tema 4. OTnUUUTENBHBIC YEPTHI ATEKTPOHHOTO TOKYMEHTOO0OpOTA.

OTnu4uTEeNbHBIE CBOMCTBA DIIEKTPOHHBIX JOKYMEHTOB (2yT€HTHYHOCTH, JIOCTOBEPHOCTH,
[IEJIOCTHOCTh M TIPUTOJHOCTB Ul MCMOJNB30BaHMs). KOHBepTanus W MUTpAIHs dJIEKTPOHHBIX
JOKYMEHTOB. MeTa/laHHbIe AJIEKTPOHHBIX JIOKYMEHTOB. DJIEKTPOHHAS IMOJIUCH, €€ 3HAYCHHUE U
pexBu3uThl. Hcnonp3oBanne CMOB u MDJIO B Poccuiickoit ®enepanuu. DIeKTPOHHBIN
JOKYMEHTOOOOPOT B YCIOBHSIX U(PPOBOIT SKOHOMHUKH.

Tema 5. ACTIEKTBI U TMOXOIBI K TIEPEX01y Ha DJIEKTPOHHBIN TOKYyMEHTOOOOPOT.

[IpenmoceuTky  mepexoga OpraHM3allil K BHEIPEHUI0 HH(OOPMAIMOHHOW CHCTEMBI
AIIEKTPOHHOTO JIOKYMEHTOO0OpOTa U AIIEKTPOHHOMY JTOKYMEHTOOOOpoTy. Permamenrarus
nepexosia 00beKTa aBTOMAaTH3alMu K paboTe ¢ CHCTEMOM 3JIEKTPOHHOrO JIOKYMEHTOO0OOpoTa
(ITnan-rpaduk mepexoqa Ha SAEKTPOHHBIN JOKYMEHTOOOOPOT, IpOorpaMma OOydIeHHs KITFOUE€BBIX
Tpynn TMojbs30Bareneid ¢ HWHPOPMAIMOHHOW CHUCTEMOW YIPABICHHS JOKYMEHTOOOOPOTOM).
WuTerpanusi cucreM 53JIEKTPOHHOTO JOKYMEHTOOOOpOTa ¢ HH(OPMALMOHHBIMU CHCTEMaMU
OpraHu3aluy MHbIX KiaccoB. Mcmonb3oBaHue «00JauHbIX» TEXHOJIOTHI B YCIOBUSX Iepexoa
Ha 3JIEKTPOHHBIN TOKyMEHTOOOOPOT B OpraHu3alusX Majoro, CpeHero U KpymHoro OuzHeca.

Tema 6. OGcnenoBaHue CUCTEMBI TOKYMEHTOO0OPOTA OpraHU3aIIHH.

OcHoBHBIE LI€TM U 3a/a4Ml MpoBeaeHus oOcienoBanus. OnpeaeneHne TpaHUl] MPOEKTa.
Bo3moxHbIe METOIBI W CHOCOOBI HPOBEACHUS OOCIEAOBAHUS CUCTEMBl JOKYMEHTOOOOpOTa
opranu3zanuu. JJOKyMeHTHUpOBaHHE PE3Yy/IbTaTOB MPOBEACHHOTO 00cienoBanus. PexomeHnanumu
K COZepKaHHUIO U 0(OPMIICHUIO TOKYMEHTOB.

Tema 7. TpeboBanus k co3gaHuI0 U PyHKIIMOHUPOBAHHUIO HH(POPMALIIOHHOM CHCTEMBI
yIpaBJIeHUs TOKYMEHTOO0O0POTOM B OpraHU3aIUu.

Knaccudukanuss tpeGoBaHUN K CO3MaHUI0 U (PYHKIIMOHHUPOBAHUIO HHMOPMALMOHHON
CUCTEMBI YIPaBJICHUS TOKYMEHTOOOOpOTOM B opranu3anuu. [loaxoasl K ux (GpopMUPOBAHUIO.
[ToarotoBka u odopmiIeHHE TEXHUYECKOTO 3aJaHusl Ha co3laHue u (PYHKIMOHUPOBAHUE
MH(OPMALIMOHHONW CHUCTEMBI YIpPABJICHUS JOKYMEHTOOOOPOTOM B OpraHu3zanuu. PazmudHbie
MOAX0/IbI K 0(pOPMIICHHIO TEXHUYECKOW TOKYMEHTAIMH 0 MPOEKTaM HH(POPMAITMOHHBIX CUCTEM
yIIpaBJIeHUs JOKYyMEHTOO000OpOTa B 3aBUCUMOCTH OT TpeOOBaHM OpraHn3alun-3aKazymka.

Tema 8. Ctaauu ¥ 3Tansl peaqu3aiy MPOEKTOB MO CO3/1aHUI0 MH(YOPMAIIMOHHBIX CUCTEM

yIIpaBJIEHUS TOKyMEHTOOOOPOTOM.

[TpyHIMOBI KAaHOHWYECKOTO M TUIIOBOTO MPOEKTUPOBAHUS MH(POPMALMOHHBIX CHCTEM
yIpaBJIeHUs] JJOKYMEHTOOOOpoTOM. HopMaTHBHO-IIpaBOBBIE JOKYMEHTBI, peryaupyromue
IUIAHUPOBAaHUE M OpraHu3aluio pa3paloTKu HMH(OPMAIMOHHOM CHCTEMBl  YIpaBJICHUS
JOKYMEHTOOOOpOTOM.  PasznuuHble  METOJOJIOTMHM  CO3JaHUS M IPOEKTHPOBAHUS
MH(POPMAIMOHHBIX CUCTEM YIPABJIEHUS JTOKYMEHTOO0OPOTOM.

Tema 9. CoctaBieHne TEXHUYECKON JOKYMEHTAIUK MO IPOEKTaM BHEAPEHUS CUCTEM
JIEKTPOHHOTO JOKYMEHTO000pOTA.



TpeboBanust K COCTaBICHHIO JOKYMEHTOB, pa3padaTblBaeMbIX B PaMKaxX HCIOJHEHHS
TeXHO-pabouero mpoekra mo gorosopy. IloaroroBka u odopmieHne mporpaMMbl ¥ METOIUKH
UCTIBITAaHUH WH(POPMALMOHHON CHCTEMBI AJIEKTPOHHOTO JOKYMEHTO000pOTa HA HPEANPHITHH.
[ToxroroBka u opopmiICHHE MOSICHUTEIHLHON 3aIIMCKHU 10 MPOEKTY BHEAPEHHS HHPOPMAITHOHHON
CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000POTa Ha MPEIIPUITHH.

Tema 10. [IpomexyTouHas aTTectanus (3a4er).

Bomnpocsr k 3ayery

. JIoKyMeHT, ero poJib U pYHKLNHU B YIPaBIEHYECKOU JIEATEIHHOCTH.
. FOpunuueckas cuiia ¥ 3Ha4MMOCTb JJOKYMEHTA.
. JJoxkymeHTHpoBaHHas HH(GOpMaLUs U €€ HOCUTEIH.

1

2

3

4. CpenctBa u criocoObl JOKYMEHTHPOBAHUS.

5. Knaccudukanus JOKyMEHTOB 110 Pa3JIMYHbIM IPHU3HAKAM.

6. PexBU3UTHBIN COCTaB OCHOBHBIX BUJIOB JOKYMEHTOB.

7. TpeboBanus k 0(hOPMIICHUIO JOKYMEHTOB U OJAHKOB.

8. JlokyMEeHTOOOOPOT M JTOKYMEHTONOTOKM OpraHu3aluy (BHEUIHHWE W BHYTPEHHUE),
€AMHUIBI U3MEPEHUS U TTapaMeTPhI

9. lokymMmeHTOOOOPOT M JOKYMEHTOIIOTOKH, MX XapaKTEPUCTHKH.

10. ITpoueaypsl 00pabOTKH BXOISAMIUX TOKYMEHTOB.

11. ITpoueaypsl 0OpabOTKH UCXOAAIIUX TOKYMEHTOB.

12. IIpouenypsl 00pabOTKH BHYTPEHHUX JOKYMEHTOB.

13. Opranuzanusa UCHOJHEHUS JOKYMEHTa M KOHTPOJb HcHojdHeHHs. CorjiacoBaHuE MU
MOANKCAaHNE TOKYMEHTOB.

14. PabGoTa c oOpaimeHus MU TpaXkaaH | FOPUINYSCKUAX JIHIL

15. Opranu3zanusi onepaTMBHOTO XpaHeHus N10kyMeHToB. HomeHkiarypa aen.

16. DneKkTpoHHBIA JOKYMEHTOOOOpPOT. OCHOBHBIE ATallbl IMEpexojia K AICKTPOHHOMY
JOKYMEHTOO0O0pOTY.

17. Lenu u 3aga4u 3JEKTPOHHOTO JJOKYMEHTO000pOTa

18. [IpuHIUIIBI 3JIEKTPOHHOTO IOKYMEHTO000pOTa

19. DOnexkTpoHHas mNOANMCH, €€ 3HadyeHue U pekBu3uThl. [Opuanueckas cuna
AIIEKTPOHHBIX IOKYMEHTOB.

20. OTnnuuTeNnbHbIE CBOWCTBA 3JIEKTPOHHBIX JOKYMEHTOB.

21. KonBeprauus 1 MUrpaius 3JeKTPOHHBIX JOKYMEHTOB.

22. DAEeKTPOHHBINA NTOKYMEHT. MeTaaHHbIe JIEKTPOHHBIX JJOKYMEHTOB.

23. Hasznauennme u  QyHKUMH  HUHOOPMALMOHHBIX  CHCTEM  3JEKTPOHHOTO
JOKYMEHT0000poTa.

24. KoMIIOHEHTHI W  CBOWCTBA HMH(POPMAIMOHHBIX  CHCTEM  JJIEKTPOHHOTO
JOKYMEHTO000pOoTa.

25. Mecto u ponb MHGOPMAIMOHHON CHCTEMBI JJIEKTPOHHOTO JTOKYMEHTOOOOpOTa B
MH(OPMALIMOHHON CUCTEME OpraHU3aIuU

26. OcHOBHBIE LT U 3a7adu TpoBeleHuss oOcienoBanusa. OmpeneneHue TpaHMUIL
MPOEKTA.

27. Bo03MOXXHbIE METOABI H CIOCOOBI TMPOBEIEHUS OOCIEIOBAHHS  CHUCTEMBI
JOKYMEHTO00O0pOTa OpraHu3aIluu

28. JlokyMeHTHpOBaHHE PEe3yabTaTOB MPOBEIEHHOTO oOcienoBaHus. PexomeHmanuu K
COJIEP’)KaHUIO U OPOPMIICHUIO IOKYMEHTOB.



29. PermameHTanus mepexona OObEKTa aBTOMATHU3alMM K paboTe € CHUCTEMOM
3JIEKTPOHHOTO JOKYMEHTO000pOTa

30. Knaccudukanust TpebOBaHMi K CO3IaHUIO U (HYHKIMOHUPOBAHUIO HH(POPMAITHOHHOK
CHCTEMBI yIPaBIEHHs JOKYMEHTO000pOTOM B opranu3auuu. [loaxoas! Kk ux GopMHpPOBaHUIO

31. [TIlogrotoBka u o¢QOpMJIEHHE TEXHUYECKOTO 3aJaHMsl Ha CO3JaHUEe U
(GyHKIMOHMpPOBaHNWE WH(POPMAIMOHHON CHCTEMBI  YIPAaBJICHUS JOKYMEHTOOOOPOTOM B
OpraHu3aIuu

32. IlogroToBka u oopMiIeHHE MPOTPAMMBI U METOMKH UCTIBITAHUN WH(POPMAITMOHHOM
CHCTEMBI AJIEKTPOHHOTO JOKYMEHTO000POTa Ha MPEIIPUSTHH

33. TlogrotoBka M odopmiieHHE MOSICHUTEIbHOM 3allUCKU MO MPOEKTY BHEAPEHUS
WH(POPMAIIMOHHOHN CUCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOTa Ha IPENPUATHA

34. TpeOoBaHMs K COJIEPKaHUIO JOKYMEHTOB, pa3padaTblBa€MbIX IPU CO3JIaHUU
aBTOMATH3UPOBAHHBIX CHCTEM (METOMYECKUE YKa3aHHS)

35. Paznuunble moaxoAbl K O(QOPMIIEHUIO TEXHHUYECKON JTOKYMEHTAllMU MO MPOEKTaM
MH(OPMALIMOHHBIX CHCTEM YIPABJIEHUS JTOKYMEHTOOOOpOTa B 3aBHUCHUMOCTH OT TpeOOBaHMIA
OpraHu3aIuH-3aKa39nKa

36. IIpuHIMITEI KAHOHUYECKOTO ¥ THITIOBOTO MPOEKTUPOBAHHUS HHOOPMAIIIOHHBIX CHCTEM
yIpaBieHUs: JOKYMEHTO000POTOM.

37. Meronuka aganTalMM = TUIOBOM  MHGOPMAIMOHHON CHUCTEMBl  YIpPaBJICHUS
JOKYMEHTOOOOPOTOM TIOT 33/IaHHBIE TTAPAMETPHI.

38. HopmaTuBHO-IpaBOBbIC IOKYMEHTBI, PETYIUPYIONIUE TUIAHUPOBAHUE U OPraHU3AIUIO
pa3paboTKu HHOOPMAITMOHHBIX CUCTEM AJIEKTPOHHOTO IOKYMEHTOO0O0pOTA.

39. PaznuuHble METOMOJIOTUM CO3/IaHUSI U NMPOEKTUPOBAHMS MHPOPMALMOHHBIX CHUCTEM
yIpaBJIEHUS TOKyMEHTO000pOTOM

40. TpeGoBaHMs K COCTABICHUIO JOKYMEHTOB, pa3padaThiBA€MbIX B paMKaX MCIOJTHCHHS
TEXHO-paboyero NpoeKTa Mo A0roBopy.

Il1aHbl cCeMUHAPCKUX 3aHATHIA

Tema 5. ACIEKTBI U MOIXOIbI K TIEPEX0/1y Ha dJIEKTPOHHBIN JOKYMEHTOO0OOPOT.

Bpewms - 1 ygac.

OcHOBHBIE BOTIPOCHI:

Ocnoguble Bonpocsl: 1. CocraBneHue miaHa-rpaduka nepexoja 00bekTa aBTOMaTU3alNuN
K paboTe ¢ KOHKPETHOW WH(GOPMAIMOHHOW CHCTEMOH YIpaBJICHUS TOKYMEHTOOOOPOTOM.
[ToarotoBka JOKyMEHTa sl KOHKPETHBIX YCIOBUH. BbIMONHEHHE CaMOCTOATEIBHOIO MPOEKTa
M0 aJanTaliyd TUIOBOTO PEUICHHS IMOJ KOHKpPETHbIE YcIoBUA. 2. DopMUPOBAaHUE MPOTPaAMMBbI
oOyueHus KII0YEeBBIX TPYII MoJib3oBareseil. [loarotoBka qokyMeHTa JUIsl KOHKPETHBIX YCIOBUIA.
BrinonHeHne caMOCTOSATENBHOTO MPOEKTA MO aJanTalliyd TUIIOBOTO PEUIEHUs IMOJ KOHKPETHbIE
ycnoBus. 3. IlpengocraBiieHne mpe3eHTauuid M 3aciylllMBaHUE JOKIAJ0B HA OJHY U3 TEM IO
HampaBiieHH0: «O030p COBPEMEHHBIX CHCTEM DJJIEKTPOHHOTO JIOKyMEHTOOO0OpoTa U HX
JaNbHENIINE HAIIPABJICHUS PA3BUTHUSD.

Tema 6. ObcnenoBanne CHCTEMBI IOKYMEHTOO00pOTa OpraHu3alliu.

Bpewms - 1 yac.

OcHOBHBIE BOTIPOCHI:

OcHoBable Bompockl: 1. Iloctpoenne CTpyKTypHO-(GYHKIMOHATHHOW MOJENU 00BeKTa
aBTOMaTu3aluu. BhINOMHEHWEe CaMOCTOSITENBHOIO MPOEKTa MO aJaNTallMi TUIIOBOTO pPEHICHUs
moa KoHKpeTHble ycioBus. 2. Iloctpoenne Marpuibl (QYHKIIMOHAIBHBIX MOJTHOMOYUN



nojb3oBarened (posieBoil Mojenn). BhINoJIHEHHE CaMOCTOSITENBHOIO MPOEKTa MO aJanTaiuu
THUIIOBOTO PELICHUsI IOJ KOHKPETHbIE YCIOBUS. 3. AHAIN3 CYIIECTBYIOLIEH HOPMAaTHUBHO-
CIpaBOYHON 0a3bl U MOIUGUKAIMS CIIPABOYHUKOB ISl BBIOPAHHOTO OOBEKTa aBTOMATH3AIUH B
cucreMe. BBIMOMHEHNE CaMOCTOATENBHOTO IMPOEKTa IO afanTallid TUIOBOTO DPEUICHUs MOJ
KOHKpeTHBIE ycioBui. 4. [IpenocraBienne nmpe3eHTanuii U 3acaylIuBaHue JOKIaI0B Ha OJHY U3
TE€M MO HampabiieHHI0: «O030p COBPEMEHHBIX CHUCTEM 3JIEKTPOHHOTO JOKYMEHTOO00OpOTa U X
JambHEUINe HAIIPABICHUS Pa3BUTH.

Tema 7. TpeboBanus K CO3MaHHUIO U (YHKIIMOHUPOBAHHIO MH(MOPMAIIMOHHON CHCTEMBI
yIpaBJICHUS JOKyMEHTOOO00POTOM B OpraHHU3aIINH.

Bpewms - 1 gac.

OcHOBHBIE BOIIPOCHI:

OcHoBHble Bompochl: 1. Pa3paboTka onHOro u3 creHapueB pabOTbl B CHCTEME B
KOHKPETHBIX YCIIOBHUSIX: MOOOp TepcoHana W TpHEeM COTPYJHHKA Ha paboTy, MpOBEICHUE
COBEIIaHWS Ha ONPEACICHHYID TEMY, PAacCMOTPEHHE TMPEIUIOKEHUS O COTPYIHHYECTBE
(momyckaercss MHOE IO COTJIACOBAHHUIO C MperojaBaresieM). BhIMoiaHeHHe caMOCTOSTENbHOTO
MpOeKTa IO aJanTalii THIIOBOTO PENICHHs TOJ KOHKpeTHhie ycioBus. 2. [IpemocraBieHune
Mpe3eHTaluil W 3aciaylIMBaHUE [OKJIAaJ0B HAa OJHY M3 TeM MO HampasieHuto: «O0630p
COBPEMEHHBIX CHCTEM OJIIEKTPOHHOTO JOKYMEHTOOOOpOTa W WX JajbHEUIINE HaNpaBICHUS
Pa3BUTHS.

Tema 8. Ctaauu 1 3Tansl peaau3aluy MPOEKTOB M0 CO3/1aHNI0 HH(OPMALIMOHHBIX CUCTEM
yIpaBJIEHUS TOKyMEHTOO0O0POTOM.

Bpewms - 1 gac.

OCHOBHBIE BOIIPOCHI:

OcHoBHBIE BONPOCH: 1. Opranu3anus ONbITHOM dKCIUTyaTallud U BBOoJIa B aercTBue COJI
Ha KOHKPETHOM OOBEKTE aBTOMAaTHU3aluU. BeINosHEeHne 01HOrO U3 pa3pabOTaHHBIX CLIEHAPUEB B
IpUMeHsieMol B mpouecce OOydeHMs  MH()OPMALMOHHOW  CHUCTEME  3JIEKTPOHHOI'O
JOKYMEHTOO0O0pOoTa. BBINONIHEHNE CaMOCTOSITENBHOTO MPOEKTa IO afanTalud TUIIOBOIO
peleHus o/1 KOHKPETHbIE YCIIOBUS. 2. BrisBIeHHe Mpo0IeM U HEJOCTaTKOB CIIPOEKTUPOBAHHOM
MHGOPMALIMOHHOM CUCTEMBI YIPaBICHUS TOKYMEHTOOOOPOTOM U BHECEHHE MTPEUIOKEHUH 110 X
YCTpaHEHUIO. BblloIHEHHE CaMOCTOSATENBFHOIO POEKTa MO aJaNTalMy TUIIOBOIO PEIICHUs MOJ
KOHKpeTHbIe yciaoBus. 3. [IpenocraBieHue npe3eHTanuil 1 3aciaylBaHie JOKIa10B Ha OJHY U3
TEM M0 HampasiieHHI0: «O030p COBPEMEHHBIX CHUCTEM 3JIEKTPOHHOIO JIOKYMEHTOOO0OpOTa U UX
JambHeHIe HallpaBIeHUs Pa3BUTH.

6. IEPEYHEHb YYEBHO-METOANYECKOI'O OBECIIEYHEHUA JJI51
CAMOCTOSTEJBHOM PABOTHI OBYUYAIOIUXCS IO JJUCIUILINHE

6.1.1. OcHOBHEIC KaTeropuu yqe6H0171 JAUCHUIIIMHBIL U1 CaMOCTOATCIIBHOT'O U3YUCHU:

OCHOBHBIMHU BUJaMU BHanI[I/ITOpHOI>'I CaMOCTOSITENbHOMI pa6OTH IIpu U3Yy4YCHUU JAHHOT'O
npeaMeTa ABJIAKOTCA: YTCHUC OCHOBHOM M HOIOJIHHUTEIHHOMN JINTECPATypPhI (B COOTBETCTBHUH C
NEepCUHECM OCHOBHOM M JIONOJHHUTEIBHOU JINTCPATYPHI, HCOGXOHHMOﬁ 11 OCBOCHUA
,Z[I/ICI_II/IHJ'II/IHBI) IO YKa3aHUIO MPCIoaaBaTeiid, a TaKXKE C UCIIOJIb30BAHUCM I/IHTCpHCTa; HN3Y4YCHHC
KOHCIICKTOB J'ICKI_[I/II\/'I; y‘Ie6HO-HCCHCI[OBaTCHBCKaH pa60Ta oA PYKOBOJACTBOM IPCHOAaBaTCIid C
HCIIOJIb30BAHHUEM KOMHBIOTepHOﬁ TCXHUKH; IMOBTOPHAA paGOTa Hazx y‘Ie6HLIM MaTCepHrajomM,
IIOArOoTOBKAa JOKJIIaAOB H HpCSCHTaHHﬁ IJId  BBICTYIUICHHMA Ha CEMHUHApax, BBIIIOJHCHUC
JIOMAaIITHUX 3aJJaHHI.



OcHOBHBIE KaTeTOPUH YU4eOHOH TUCIMITIMHBI UI CAMOCTOATEIBHOTO N3YYCHHS

AnkerupoBanne (Survey) — IlpemocraBienne Habopa MHCEMEHHBIX BOIPOCOB
yYaCTHHKaM TIpoliecca ¢ LeIbi0 cOOpa OTBETOB OT OOJBIION TPYHIBI JIIOACH B OTHOCHUTEIHHO
KOPOTKHI MPOMEKYTOK BPEMEHH.

Mogens (Model) — VmpomeHHOEe TpeACTaBICHUE JICHCTBUTEIHLHOCTH, KOTOPOE
UCTONB3yeTCs JUIsl Tepefadyd WHQPOpPMAlWU OIpPENeIeHHOW ayauTOpuH JUIsi 00ecreueHHs
aHaJN3a, KOMMYHUKAIMHA U TOHUMaHHSL.

Monens OusHec-koHTeKcTa (Business Domain Model) — KonnenrtyanbHbIi B3riasi Ha
BCE TMpPEINpUATHE WIA €ro YacTh, KOTOPBIA (hoKycHpyeTcs Ha NpPOAYKTaX, MOCTAaBKaX M
COOBITHSIX, KOTOpPBIE BKHBI OpTraHU3alld. Moenb Noje3Ha Ui OIEHKH MaclTada pemieHHs
COBMECTHO C YUaCTHHKaMHU OM3HEC-TIpOIlecca M TEXHUUYECKUMHU CTICITUATUCTAMHU.

6.1.2. 3aganus 115 NOBTOPEHUS U YIITyOJIeHHs MpUoOpeTaeMbIX 3HAHHM.

Kon
No pe3ynbTaTa 3aganus
o0y4eHust

1. M3yunTe CBOWCTBA M XapaKTEPUCTHKH TOKYMEHTOB, oTpaxkeHHble B ['OCT P
7.0.8-2013 «Cucrema cranmaproB 1o UWHQOpMAIHH, OWUOIHOTEUHOMY H

1 ITK-15-31
M3IATENBECKOMY Jemny. Jlemompom3BOACTBO W apXWBHOE [el0. TepMUHBI U

OIpeIeTICHUS).
2 ITK-15-31 2. HazoBuTe 00111e 1 crienuaibHbie QYHKIIUH JOKYMEHTA
3. YKkaxwure, B 4eM CXOJCTBA M B YeM OTJIMYMS TEXHOJOTHUYECKHX OICpaIuii:
3 IIK-15-32 | Bu3mpoBaHWe, COTIACOBAHKME M YTBEPXKIACHHE, BHITIOTHAEMBIX B X01¢ 00pabOTKH
JIOKYMEHTOB

4. YxaxxuTe BO3MOXXHBIE BApHAHTHI IPUHUMAEMBIX PEIIEHUH B X0J€ BHIITOIHEHUS
MIPEIBAPUTENHHOTO PACCMOTPEHUS JOKYMEHTa

4 [1K-15-32

5. YkaxwuTe, Kakoi PEKBU3UT SBJISAETCS XapaKTEPHBIM TOJIBKO JJISI DIIEKTPOHHBIX

5 [IK-15-33
JIOKYMEHTOB

6 K-15-33 6. Hepeqlfcnme OCHOBHBIE pa3zzmenbl jgokymeHTta «lIporpamma m Merommka
WCITBITAaHUI

7 [K-15-34 7.  IlpoanamusupyiiTe, B  4Ye€M  OTIMYMAS  TAaKAX  OpPraHU3ALMOHHO-
pactopsiINTENBHBIX JOKYMEHTOB KaK MPHUKa3, YKa3aHUe, PACTIOPKEHIE

8 K-15-34 8. Uro o3mavaer «ECIIJI. OcHoBHas Haamuck», ©u kKakuM ['OCTom

PErTIAaMEHTHUPYCTCA €€ 3aIT0JTHEHHE

6.2. 3agaHus, HanpaBlIeHHbIE HA (OPMUPOBaHKE MPOPECCHOHATBHBIX YMEHUH.

Kon
No pe3ynbrara 3aganus
o0y4JeHus

9. IloaroToBhTE ONUII-OMPOC IS BBHIICHEHUS YYACTHHKOB OCHOBHBIX IIPOIIECCOB
Ha IPEANPUSTHI

9 [IK-15-Y1

10. IoaroroBbTe aHKETy Uil YTOYHEHHS Ipolecca pacCMOTPEHUs oOpalieHuit
10 [IK-15-Y1 | rpaxzan Ha KOHKPETHOM OOBEKTE aBTOMATH3allUH, HalpuMmep, BeIOpaHHOM Bamu
JUTIS BBITTOJTHEHHSI CAMOCTOSITEIIBHOTO POEKTa

11. OHI/IH_II/ITG, KaK OCYHICCTBJISICTCA HUCIIOJIHCHHUEC 3asBOK Ha TEXHHUYCCKOC

11 [IK-15-Y2 | oOciykuBaHHE WM Kakoe-muOO HHOE OOCIy)KHBAaHHE B COOTBETCTBYIOIIEH
ciryx0e Ha IpeanpHUsITUs
12. 1II TaBbT XE€MaTU4YHO MoOJelab OusH 1§ a IpOBeICHUs
12 K-15-Y2 penc e cxe 0 Moze OusHec mpolecc posene

KOJUIGKTUBHBIX COOpaHUIl WM MEPONPUSITHIA Ha PEAPUIATHI

13. IlpoaHanu3upyiTe MNOCTYNAIOUIYI0 KOPPECHOHJEHIHMIO U TOATOTOBBTE
13 [IK-15-Y3 | mepedeHb KOpPPECHOHACHTOB, PETYISIPHO OCYIIECTBISIOUIMX MEPENHCKy C
MPEANPHUITHEM

14 I1K-15-¥3 | 14. CocraBpTe nepeueHb JODKHOCTEH, 3a 4Ybed MOANHMCHI0 MOLYT OBITh




HaNpaBJIeHbl HCXOAALINE TOKYMEHTHI MPEANPHUITHS
15. CoctaBbTe mepedeHb M3BECTHBIX BaMm TrocynapCTBEHHBIX M MEXKIYyHapOTHBIX
15 [1K-15-Y4 | cranmapToB MO MOArOTOBKE TEXHUYECKON JOKYMEHTALMH AJ1s1 WH(POPMAIIHOHHBIX
CHCTEM, U3JJAHHBIX 3a IocliefnHue 3 roga
16 K-15-V4 16. CxemaTnyHO M300pa3uTe MapumIpyT 0OpaOOTKH BXOISMIMX JOKYMEHTOB Ha
OPEANPUATUH
6.3. 3anmanus, HampaBlieHHbIE Ha (QopMHpoBaHHE TNPO(PECCHOHANBHBIX HAaBBIKOB,
BJIAJICHUM.
No Kon 3anaHus
pe3yabTaTa
o0y4eHust
17 | IIK-15-B1 17. BemmonauTe anann3 ooMena qokyMmeHTamu npeanpusitus ¢ [IOP u ®CH
18 | [1K-15-Bl 18. BeImonHWTE MOAETHPOBAHUE TMPOILECCOB pa3MEIIeHUs] JOKYMEHTOB B
HOMEHKIIATYypHOE Jlel0 Ha OyMa)KHOM HOCHUTENle W B DICKTPOHHOM BHJIC.
CpaBHHTE HX.
19 T1K-15-B2 19. IToAroToBLTE JINCTHI COTIIACOBAHMS JIUISl KX BBIITOJIHEHUS HAa BRIOpaHHOM Bamu
00BEKTe aBTOMATHU3AIIMH B JIBYX PSKUMAaX: MOCIEOBATENILHO U TTAPAJLIEILHO
20 | [IK-15-B2 20. IloaroroBsTe aHKETy sl OMpOca PYKOBOAWTENEH s BeIOpaHHOro Bamu
00BEKTa aBTOMATH3AINH
21 | IIK-15-B3 21. IloaroToBsTE OMPOCHBIC JIUCTHI JUISI KITFOUEBBIX TPYIIT TOIL30BATEICH IS
BbIOpaHHOrO Bamu 00bekTa aBTOMaTH3AINN
22 | [IK-15-B3 22. TlomroroBwpTe MaH-rpaUK Iepexojia Ha DIEKTPOHHBIA JIOKYMEHTOOOOpOT
JUTsl BEIOpaHHOro Bamu 00BheKTa aBTOMaTH3aAIINH
23 | [IK-15-B4 23. [loaroroBbTe MporpaMMy OOYYEHHS Ul KIFOYEBBIX IPYIII IOJb30BaTEICH
IpH TEpeXxojie Ha JJIEKTPOHHBIH JTOKYMEHTOOOOpOT Juis BbIOpaHHOrO Bamu
00bEKTa aBTOMATU3ALMH
24 | TIK-15-B4 24. Hcnonp3ydTe MNpOrpaMMHBbIE M TEXHHYECKHE CPEIACTBA Ui OPOPMIICHHS
OTYeTa MO0 MPOEKTY Ui BEIOpaHHOro BaMu 00beKTa aBTOMaTH3aLINU

7. ®OHJA OHEHOYHbIX CPEACTB AJIA ITPOBEAEHUSA TEKYIIEI'O
KOHTPOJISI U TIPOMEXKYTOUYHOM ATTECTAIIMM OBYYAIOIIUXCS IO

TUCIHATLITAHE (MOJIYJIIO)

7.1. CpenctBa OLICHUBAHUS B X0J1€ TEKYIIETO KOHTPOJIA:

- MHUCHMEHHBIE KpaTKHe OMpPOCHl B XOJI¢ AyAUTOPHBIX 3aHATUN HAa 3HAHUE KaTeropui
y4eOHOM TUCIUILITUHBL;

- 33/IaHUA U YIIPAKHEHU S, PEKOMEHIOBaHHbIE JJISl CAMOCTOSITENIbHOM paboThI;

- MpakTUyeckas padora.

7.2. ®OC 151 TEKyLIEro KOHTPOJIS:

Kon
Ne pe3ynbrara DOC Texymero KOHTPOIs
o0y4YeHus

1 I1K-15-31 | 3anmanwme 1 ast npuoOpeTeHus, 3aKpeluieHs U yriayOaeHust 3HaHui u3 1. 6.1
2 I1K-15-31 | 3anmanwme 2 amst mpuoOpeTeHus, 3aKpelieHns U YIayOaeHust 3HaHu| u3 1. 6.1
3 I1K-15-32 | 3apmanwme 3 amst mpuoOpeTeHus, 3aKpeieHns U YIayOaeHust 3HaHuH u3 1. 6.1
4 [1K-15-32 | 3apmanwme 4 ans npuoOpeTeHus, 3aKpeluieHns U yriayOaeHusl 3HaHui u3 1. 6.1
5 [1K-15-33 | 3apmanwme 5 amst npuoOpeTeHus, 3aKpeyieHns U YrayOaeHust 3HaHui u3 1. 6.1
6 [1K-15-33 | 3apmanwme 6 amsi mpuoOpeTeHus, 3aKpeieHns U YrayOaeHust 3HaHui u3 1. 6.1
7 [1K-15-34 | 3apmanwme 7 ast npuoOpeTeHus, 3aKpeluieHs U yriayOaeHusl 3HaHui u3 1. 6.1
8 [1K-15-34 | 3apmanue 8 amst mpuoOpeTeHus, 3aKpeieHns U YIayOaeHust 3HaHui u3 1. 6.1




3ananue 9 HampaBlieHHOE Ha (POPMHPOBAHUE MPOPECCHOHANBHBIX YMEHUH U3 TI.

9 [K-15-Y1
6.2.
Hue 10 HampaBieHHOE H MHUPOBaHHE TT MOHANBHBIX YMEHHU U3 I
10 MK-15-V1 gazzla e 10 nanpasnenHoe Ha (hopMupoBaHue npodeccuoHa. yMme 3
Hue 11 HampaBieHHOE H MHUpPOBaHUE I WOHAIBHBIX YMEHHUN U3 TI.
11 K-15-Y2 3agaHue anpaBiieHHOe Ha (hopMupoBaHue mnpodeccuoHa yMme 3
6.2.
12 K-15-Y2 232IlaHI/IC 12 nanpasieHHoe Ha GpopMUpoBaHUE NPO(PECCHOHATBLHBIX YMEHUH U3 TI.
13 MK-15-Y3 2azzlaﬂme 13 nanpaBieHHOe Ha OpMUPOBaHHE TPOPECCHOHATBHBIX YMEHUH U3 II.
3aganue 14 HampaBieHHOE Ha (HOpMHUPOBAHUE MPOPECCHOHATBHBIX YMEHUN U3 II.
14 | MK-15-V3 | % P dopwip pod Y
15 K-15-V4 2aéllaHI/Ie 15 nanpasieHHoe Ha GpopMUpoBaHUE POPECCHOHATLHBIX YMEHUH U3 TI.
3ananue 16 HampaBieHHOEe Ha (hOpMUpPOBaHUE TPOPECCHOHATBHBIX YMEHUHN U3 TI.
16 | MK-15-v4 | % P dopwip pod Y
17 K-15-B1 3anaHI/Iev17 HarpaBlieHHOe Ha (opMHUpoBaHHE NPO(ECCHOHATBHBIX HABBIKOB,
BJIAJICHUH U3 1. 6.3.
3amanue 18 nHampaBieHHOe Ha (QopMHpOBaHHE MPO(PECCHOHATHHBIX HABBIKOB
18 | 1K-15-B1 niarue p opmmp pod ;
BIAJEHNN U3 11. 6.3.
19 K-15-B2 3a11aHI/Iev19 HarpaBlieHHOe Ha (opMuUpoBaHHE NPO(ECCHOHATBHBIX HABBIKOB,
BIAJEHNN U3 11. 6.3.
3amanue 20 HampaBieHHOEe Ha (QOpMHpOBaHHE MPO(PEecCHOHATHHBIX HABBIKOB
20 | IK-15-B2 fiarue p opmmp pod ;
BIAJEHNN U3 11. 6.3.
3amanue 21 HampaBieHHOe Ha (GopMHUpOBaHHE NPO(GECCHOHANBHBIX HABBIKOB
21 | TIK-15-B3 fiarue p opmup pod :
BJIAJEHUN U3 1. 6.3.
3amanue 22 HampaBlieHHOEe Ha (OpPMHpPOBaHHE MPO(PECCHOHATHHBIX HABBIKOB
29 | [K-15-B3 fiarue p topmup pod ;
BJIAJCHUN U3 1. 6.3.
3amanue 23 HampaBiieHHOEe Ha (QOpPMHpPOBAaHHE MPO(PECCHOHATHHBIX HABBIKOB
23 | TIK-15-B4 fiarue p topmup pod ;
BJIAJCHUN U3 1. 6.3.
3amanue 24 HampaBieHHOe Ha (QOpPMHpPOBAaHHE MPO(PECCHOHATHHBIX HABBIKOB
24 | TIK-15-B4 | 2HC b bopatp pob ’
BJIAJCHUN 13 1. 6.3.
7.3 ®OC 151 NPOMEXKYTOUYHOM aTTECTAllUM:
3amaHud U OLIEHKU 3HAHUMN.
Kon
No pe3ynbrara 3aganus
o0y4JeHus
1 I1K-15-31 | Bonpocs! k 3augery 1-10
1. JIokyMeHT, ero poib U (yHKLUUH B YIPABJICHUECKOH AESITEIbHOCTH.
2. FOpuanueckas cujia ¥ 3HaYUMOCTb JOKYMEHTA.
3. JokymeHTHpOBaHHAs WHGOPMAIIHS U €¢ HOCHTEIH.
4. Cpencrsa u crioco0bl JOKYMEHTHPOBAHUSI.
5. Knaccuduxanus 1oKyMEHTOB MO Pa3IUYHBIM IPHU3HAKAM.
2 T1K-15-31 6. PekBU3UTHBIN COCTaB OCHOBHBIX BUJIOB TOKYMEHTOB.
7. TpeboBaHUs K OPOPMIICHHIO JIOKYMEHTOB U OJIAHKOB.
8. JlokyMeHT00OOpOT U JIOKYMEHTONOTOKM OpraHu3aluyd (BHEIIHUE H
BHYTpEHHHE), SAMHUIIBI H3MEPEHUS U ITapaMeTPbl
9. HoKyMeHT0000pOT U IOKYMEHTOIIOTOKH, UX XapaKTEPHUCTUKH.
10. ITponenypsl 06pabOTKK BXOASMIMX TOKYMEHTOB.
3 I1K-15-32 | Bompocs! k 3auery 11-20
11. IIpouenypst 06pabOTKN UCXOASIIMX JOKYMEHTOB.
4 [K-15-32 12. IIponenypsl 06pabOTKK BHYTPEHHHUX JIOKYMEHTOB.

13. OpFaHI/I3aI_II/I$I HCIIOJIHCHUS  JOKYMCHTA MW KOHTPOJIb  MCITOJIHCHMA.




CornacoBaHue U MOANUCaHUE JOKYMEHTOB.

14. PaGota ¢ oOpatmeHusIMu rpaxaaH v I0pUIUYECKUX JIHIL

15. Opranusanys onepaTuBHOIO XpaHEeHUs JOKyMeHToB. HoMenknarypa aen.

16. DnekTpoHHBII OOKyMEHT00OOpOT. (OCHOBHBIE JTambl mepexoja K
ANEKTPOHHOMY IOKYMEHTO000pOTY.

17. Llenu 1 3a1a4uu 3JEKTPOHHOIO JOKYMEHTO000pOoTa

18. TIpuHIUIIBI AIEKTPOHHOTO JOKYMEHTO000pOTa

19. DnekTpoHHas TMOANUCH, €€ 3HAYEHHE M PEeKBU3UTHL. FOpuamdeckas cuiia
3JIEKTPOHHBIX JOKYMEHTOB.

20. OTm4uTENbHBIE CBOMCTBA 3JEKTPOHHBIX JOKYMEHTOB.

I1K-15-33

Bompocs! k 3agery 21-30

[IK-15-33

21. KonBepTaius 1 MUTpaLys 3JeKTPOHHBIX JOKYMEHTOB.

22. DNEeKTPOHHBIN TOKYMEHT. MeTalaHHbIe 3JIEKTPOHHBIX IOKYMEHTOB.

23. Haznayenme u (QyHKOMM WHPOPMAIMOHHBIX CHCTEM 3JIEKTPOHHOTO
JIOKYMEHT0000pOTa.

24. KoMITOHEHTHI W CBOWCTBa HMH(OPMAIMOHHBIX CHCTEM 3JIEKTPOHHOTO
JIOKYMEHT0000pOTa.

25. Mecto 1 poib HHPOPMAIIMOHHOW CHCTEMBI 3JIEKTPOHHOTO JOKYMEHT0000poTa
B HHPOPMAITMOHHOM CHCTEME OpTaHU3aIN

26. OcHOBHBIE LIENH | 33Jla4d MPoBeaeHus oocienoBannd. OnpeneneHue rpaHull
MPOEKTA.

27. BO3MOXHBIE METOABI W CIOCOOBI TIPOBENECHUS OOCIIEMOBAHUS CHCTEMBI
JIOKYMEHT0000pOTa OpraHu3aIuu

28.  JIOKyMEHTUpOBAaHHWE  PE3yJIbTaTOB  MPOBEACHHOIO  00CIIEIOBAHMSL.
PexoMenmanum k cojiepkaHnto 1 0QOPMIIEHHIO IOKYMEHTOB.

29. PermameHTanmms mepexoia OObEKTa aBTOMATH3AIMHM K paboTe C CHCTEMOM
3JIEKTPOHHOT0 JOKYMEHTO000pOTa

30. Krnaccudukanus TpeOOBaHMH K CO3JaHUIO W (YHKIIHMOHHPOBAHHIO
HH(GOPMALMOHHON CHCTEMBl YIpaBJIEHUs OKYMEHTOOOOPOTOM B OpraHU3AIMH.
[oaxoas! K uX (GOPMUPOBAHUIO

I1K-15-34

Bomnpocs! k 3auery 31-40

[1K-15-34

31. IlomroroBka u o¢QopMIEHHE TEXHUYECKOTO 3aJaHUsl Ha CO3JaHUE U
(yHKLIMOHUPOBAHUE UH(OPMaLMOHHON CHCTEMBI yIIpaBJICHUS
JOKYMEHTOOOOPOTOM B OpraHU3ALNH

32. IloarotroBka W oOQOpMJICHHE NPOrpaMMBl W METONWKH HWCIBITAHUH
HNH(}OPMALIMOHHON CHCTEMBI JIEKTPOHHOTO IOKYMEHTO000pOTa Ha MPeNIpUsiTHH
33. IloxroroBka u oopmIIeHHE O CHUTEFHOW 3aMUCKH 110 TIPOEKTY BHEAPEHUS
HMH(}OPMALMOHHON CHCTEMBI JJIEKTPOHHOI'O JOKYMEHTO000pOTa Ha IPeNIpUsiTHH
34. TpeboBaHUS K COIEPKAHHUIO JOKYMEHTOB, pa3padaThblBaeMbIX MPHU CO3JIAHUU
ABTOMAaTHU3UPOBAHHBIX CHCTEM (METOIMYECKHE YKa3aHHU)

35. Paznmuunble moAxonmel K OGOPMIIGHHIO TEXHUYECKOHW MOKYMEHTAIUH II0
MpoeKTaM HH(GOPMALMOHHBIX CHUCTEM YIPAaBJIEHHSA [OKyMEHTooOOpoTa B
3aBHCHUMOCTHU OT TpeOOBaHUI OpraHn3allH-3aKa3uiKa

36. [IpuHIMIIBI KAHOHUYECKOTI'0 U TUIIOBOT'O MPOEKTUPOBAHMS MH()OPMALIMOHHBIX
CHCTEM YIpPaBJICHUS JOKyMEHTOOOOPOTOM.

37. Meroquka ajanTaludy TUIIOBOM HMH(MOPMALMOHHOM CHUCTEMBI YHPAaBJICHUS
JOKYMEHTOOOOPOTOM IO/ 3aJJaHHbIE ITapaMeTPhI

38. HopmaTuBHO-TIpaBOBBIE JOKYMEHTBI, PETYIUPYIOLIME IUIAHUPOBaHHE U
OpraHu3alMi0  pa3paboTku  MH(OPMALMOHHBIX  CHCTEM  3JIEKTPOHHOIO
JOKyMEHTO00O0pOTA.

39. Pa3nuuHble METONOJOIMM CO3/IAHUSI M MPOEKTHUPOBAHUS MH()OPMAIIMOHHBIX
CHCTEM YIpPaBJICHHUs JOKYMEHTOO00POTOM

40. TpeOoBaHUS K COCTaBICHUIO IOKYMEHTOB, pa3padaTblBaeéMbIX B paMKax
HCHOJHEHHS TEXHO-pabouero npoeKTa 1o JoroBopy.

3aZ[aHI/IH JJI1 OIICHKHU yMeHI/Iﬁ




Kon
pe3ynbTaTta
00y4eHust

3aganus

[K-15-Y1

B kauyecTBe (OHIOB OLECHOYHBIX CPEACTB I OLEHKH YMEHHI 00ydaromerocs
HCTONB3YIOTCA 3ajaHue 9, pEeKOMEHJIOBAaHHOE sl BBHINOMHEHUS B  4Yachl
CaMoCTOSITENbHOM paboThl (pa3zaen 6.2).

[IK-15-V1

B kavecTBe ()OHIOB OIEHOYHBIX CPEICTB JUIS OLCHKM YMEHHH O00y4aroIierocs
UCIIONB3YIOTCsT 3amanue 10, PEeKOMEHJOBAHHOE [UIsI BBIIOJHEHUS B Yachl
CaMoCTOSITeNbHOM paboThl (pa3zaen 6.2).

[IK-15-Y2

B kavecTBe (hOHIOB OIIEHOYHBIX CPEICTB JUIA OLICHKH YMEHHI OOydJaromierocs
UCTIONB3YIOTCSL 3agaHue 11, pekoMeHJOoBaHHOE /sl BBIIONHEHHS B Yachl
CaMoCTOSITENbHOM paboThl (pa3zaen 6.2).

[IK-15-Y2

B kauecTBe (h)OHIOB OIEHOYHBIX CPEICTB JUIS OICHKH YMEHHU OOydaromierocs
UCTIONB3YIOTCSL  3ajaHue 12, pEeKOMEHJOBaHHOE JIsi BBIIONHEHHS B Yachl
CaMoCTOSITENBHOM paboThl (pa3zaen 6.2).

[IK-15-Y3

B kavecTBe (h)OHIOB OIEHOYHBIX CPEACTB JUISl OI[EHKH YMEHHM 00YyJaroIerocs
UCIIONB3YIOTCST 3aJaHne 13, PEeKOMEHJIOBAHHOE ISl BBIIOJHEHUS B YacChl
CaMOCTOSATENBHOHN paboTh (pasnen 6.2).

[IK-15-Y3

B kadecTBe (OHIOB OIEHOYHBIX CPEICTB JUIS OLICHKM YMEHHU OOydaromierocs
HCTIONB3YIOTCS 3adaHue 14, pEeKOMEHJOBAaHHOE IS BBITOJHEHUS B YacCh
CaMOCTOSATENbHOM paboThI (pazzen 6.2).

[IK-15-Y4

B kadecTBe (hOHIOB OIEHOYHBIX CPEICTB JUIS OLICHKM YMEHHU O0ydaromierocs
HCTIONB3YIOTCS 3adaHue 15, pEeKOMEHJOBaHHOE [UIsl BBIIOJHEHUS B Yachl
CaMOCTOSITETHHOM paboTHI (pasmen 6.2).

[1K-15-Y4

B kadecTBe (OHIOB OIEHOYHBIX CPEICTB JUIS OLICHKM YMEHHU O0ydaromierocs
WCTIONB3YIOTCS 3ajaHue 16, pPEeKOMEHJIOBAHHOE il BBINOJHEHUS B  YaChl
CaMOCTOSITEIHLHOM paboTHI (pasmen 6.2).

3ananus, HanpaBJeHHbIE Ha (popMHUpoBaHUe MPOQPEeCCHOHATBHBIX HABBIKOB, BIIJCHUM.

Kon
pe3ynbraTa
o0y4YeHHs

3aganus

[1K-15-B1

B kauecTBe (OHIOB OICHOUHBIX CPEJICTB ISl OLICHKH HABBIKOB, BJIAJICHUI, OIbITA
JIeITEILHOCTH 00yJaroIerocsi HCIoib3yeTcs 3afanue 17, peKoMeHJ0BaHHOE s
BBITTOJTHEHUS B YaChl CAMOCTOSATEILHOM paboTHI (pazmen 6.3).

[1K-15-B1

B kauecTBe ()OHIOB OLCHOYHBIX CPEICTB /IS OLICHKH HABBIKOB, BJIAJICHUM, OIIbITA
TeSITeTFHOCTH 00ydJaroIerocsi NCIoiabp3yercs 3ajganue 18, pekoMeH0BaHHOe /IS
BBITIOJTHEHHUS B YaChl CAMOCTOSTENbHON paboThI (pa3men 6.3).

I1K-15-B2

B kavecTBe OHIOB OIEHOYHBIX CPEACTB JUIS OLCHKN HABBIKOB, BIIA/ICHUH, OIBITA
JEeATETBHOCTH 00YJaromerocs NCIoNb3yeTcs 3a1anue 19, pekoMeHJ0BaHHOE TS
BBITIOJTHEHHUS B YaChl CAMOCTOSTENbHON paboThI (pa3men 6.3).

I1K-15-B2

B kavecTBe OHIOB OIEHOYHBIX CPEICTB JUIS OLICHKN HAaBBIKOB, BIIAJICHUH, OIBITA
JeATETBHOCTH 00yJaromerocst Henonb3yercs 3aaanue 20, peKOMeHJ0BAaHHOE IS
BBITIOJTHEHHUS B YaChl CAMOCTOSTENbHON paboThI (pa3men 6.3).

[1K-15-B3

B kauecTBe ()OHIOB OLIEHOUHBIX CPEICTB ISl OLIEHKH HABBIKOB, BJIAJICHUI, OIBITA
JEeATEIbHOCTH 00yYaromerocss NCIoiab3yeTcs 3af1anne 21, peKoMeHJ0BaHHOE IS
BBIIIOJIHEHHS B YAChl CAMOCTOSITENIbHON paboTsl (pasnen 6.3).

[1K-15-B3

B kauecTBe ()OHIOB OLIEHOUHBIX CPEICTB ISl OLIEHKH HABBIKOB, BJIAJICHUH, OIBITA
JEATEIbHOCTH 00yYaromerocsi HCIOoNIb3yeTcs 3afanne 22, peKOMEHJOBAaHHOE JJIs
BBITIOJIHEHHMS B YAChl CAMOCTOSITETIbHOM padoThl (paszen 6.3).

[1K-15-B4

B xavecTBe ()OHIOB OIECHOYHBIX CPENICTB JJIsl OILIEHKM HABBIKOB, BJIAJICHUM, OIBITA
JIESITETHbHOCTH 00Y4YaroIIerocsi UCIoiab3yeTcs 3aqaHue 23, peKOMEH0BaHHOE JIIs
BBITIOJTHEHHUS B YaChl CAMOCTOSTEIbHON paboThI (pa3men 6.3).

[1K-15-B4

B kavecTBe ()OH/IOB OIEHOYHBIX CPEICTB ISl OIIEHKA HABBIKOB, BJIAJICHUIA, OITbITA
JESITETLHOCTH 00YYaroIIerocsi UCIoab3yeTcs 3ajaHue 24, peKOMEeH0BaHHOE JIIs
BBITIOJTHEHHUS B YaChl CAMOCTOSTENbHON paboThI (pa3men 6.3).




8. IEPEYEHb OCHOBHOM U JJONIOJIHUTEJbHOM YYEBHON
JIATEPATYPBI, HEOBXOJIUMOM JJIs1 OCBOEHUS JUCIHUIIJIAHBI (MOLYJISI)

a) OCHOBHas IuTeparypa:

1. banmuu K. B. MadopMannoHHbIe CHCTEMBI B SKOHOMHKE: YUeOHUK. — 9-¢ u31., cTep.
/ K.B. banaun, B.b. YTkun. - Mocksa : JlamkoB u K, 2021. - 394 ¢. - ISBN 978-5-394-04038-2.
- URL.: https://ibooks.ru/bookshelf/378635/reading. - Tekct: 31eKTPOHHBIA.

2. Mutpodanos E.I1. DneKTpoHHBIH TOKyMEHTOOOOPOT B (PMHAHCOBOM CHCTEME PEerrHoHa
/ E.II. Mutpodanos. - Mocksa : Kpeatusnas sxonomuka, 2011. - 180 c. - ISBN 978-5-91292-
045-5. - URL.: https://ibooks.ru/bookshelf/333451/reading. - TekcT: 371€KTPOHHBIA.

3. Kpaxun A.B. VHpopmanuoHHBIE TEXHOJOTHH ¥ CHCTEMBI B YIPaBICHYECKOM
NesITeNbHOCTH: y4eO.-nipakT. nocobue. YuebHoe nocodue / A.B. Kpaxun. - Mocksa : ®nuHTa,
2020. - 256 c. - ISBN 978-5-9765-4392-8. - URL.: https://ibooks.ru/bookshelf/367327/reading. -

TekcT: 27eKTpOHHBIN.
0) JOoMoHUTENbHAS TUTepaTypa:

1. Kapmuuckuit A.M. HHpOpMammoHHBIE CHCTEMBI B JSKOHOMHUKe: B 2-x u. Y.2.
[Ipaktuka wucnoms3oBanus / A.M. Kapmuuckuii, b.B. UepHukoB. - MockBa : ®UHAHCH H
CTaTUCTHUKA, 2006. - 240 c. - ISBN 5-279-03049-X. - URL:
https://ibooks.ru/bookshelf/354936/reading. - TekcT: 37EKTPOHHBIIA.

2. Kynsies H. H. KonduaenmuanpHoe AeI0TPOU3BOACTBO U 3aAIIMIICHHBINA 3JIEKTPOHHBIN
nokymeHToooopot: yueonuk / H.H. KynseB. - Mocksa : Jloroc, 2013. - 452 c. - ISBN 978-5-
98704-711-8. - URL. https://ibooks.ru/bookshelf/29403/reading. - TekcT: 3IeKTPOHHBIIA.

9. IEPEYHEHb KOMIUVIEKTOB JIMNEH3MOHHOI'O U CBOBOJIHO
PACITPOCTPAHAEMOI'O ITPOI'PAMMHOI'O OBECIIEYEHMU S,
UCHOJb3YEMOI'O ITPU U3YUEHUU YUEBHOM IUCLUILIIMHBI

[Ipn wu3ydyenunm ydeOHOM AMCUMIUIMHBI (B TOM UHCIE€ B HWHTEPAKTUBHOU Qopme)
NPEAIoIaraeTcss NPUMEHEHHE COBPEMEHHBIX HWH(POPMAIMOHHBIX TexHoJoruid. Kommiexr
IPOrpaMMHOTO 0OecreueH s JUIsl UX UCIOJIb30BAHUS BKIIIOUAET B ceOs:

nakeTsl oducHoro mporpaMMmHoro oOecrneuenus Microsoft Office (Word, Excel,
PowerPoint), OpenOffice;

Be0-Opaysep (Google Chrome, Mozilla Firefox, Internet Explorer ap.);

AJIEKTPOHHYIO0 OMOINOTEUHYIO cucTeMy ibooks.ru.

s gjoctyna K yaeOHOMY IJIaHy M pe3yJbTaTaM OCBOEHUS JAUCIUILIMHBI, (JOPMUPOBAHUS
[Toptdonmno obyuaromierocst ucnoib3yercst JIMuHbIM KaOMHET cTyneHTa (OH-JIAMH JOCTyN uepes
cetb Murepuer). Jlna oOecrnedyeHus poctyna oOy4aloUIUXcs BO BHEy4eOHOE Bpems K
AJIEKTPOHHBIM 00pa30BaTeNbHBIM pecypcaM Yy4eOHOM NUCIHMIUIMHBL, a TaKKe JUIsl CTYIEHTOB,



OGy‘-IaIOH_[I/IXCSI C MPUMCHCHUCM JUCTAHIIMOHHBIX 06pa3OBaTCJIBHbIX TeXHOJIOFI/IfI, HCIIOJIB3YCTCA
nopTa 3JeKTpoHHOTO 00yueHus Ha 6a3e C/1O Moodle (on-maiin goctym yepe3 cetb MHTEpHET).

10. HIEPEYEHb PECYPCOB UH®OPMAIIMOHHO-
TEJJEKOMMYHUKAIIMOHHOM CETU «MHTEPHET», HEOBXOJUMBIX JIJIS
OCBOEHMS JUCHHUIIJIMHBI

https://cyberleninka.ru/ Hayunas snekrponnas 6ubmuoreka «k KUBEPJIEHUHKA»
https://elibrary.ru/ Hayunas snexktponHas OubimnoTeka myoauKaui
https://ibooks.ru/ DnekTponHas 6ubIMOTEYHAs cCUCTEMa «KAWOYKC»

11. OBYUYEHUE MHBAJINIOB U JINL C OT'PAHUYEHHBIMU
BO3MOKHOCTAMM 310POBbS

Wzyuenne y4eOHOW MUCHMIUIMHBI OOYYAIONIMMHUCS WHBAIUAAMH W JIHIAMH  C
OTPaHUYCHHBIMH BO3MOKHOCTSIMH 3JIOPOBBSI OCYIIECTBISIETCS B COOTBETCTBHH ¢ llpmkazom
MunuctepctBa obpazoBanust U Hayku P® ot 9 nosOps 2015 r. Ne 1309 «OO6 yrBepxkaeHuu
[opsinka obecnieueHus! YCIOBHNA JTOCTYITHOCTH JUIsl HHBAIUIOB OOBEKTOB W TPEIOCTABIISEMBIX
ycryr B chepe oOpazoBaHHs, a TaKKE OKa3aHWsA WM IPU ITOM HEOOXOAMMOM moMomm» (c
U3MEHEHUSIMU U JIOTIOJHEHHUsIMH), METOIUYeCKMMH pPEKOMEHJAIUsIMU TI0 OpraHu3aluu
oOpa3oBaTeNbHOTO TMpolecca sl O0OydeHUs UWHBAJIMAOB U JUI C OrPAaHUYCHHBIMU
BO3MOXHOCTSIMU 3JI0pOBbSI B 00pa30BaTENbHBIX OPraHU3alMAX BBICIIEr0 0Opa3oBaHHs, B TOM
YlClie OCHAIIEHHOCTH O0pa30BaTeNbHOTO Ipolecca, YTBEPKICHHbIMH MMHHCTEPCTBOM
ob6pazoBanus u Hayku PO 08.04.2014r. Ne AK-44/058H.

Jluna ¢ OrpaHM4YeHHBIMH BO3MOXKHOCTSIMH 3JIOPOBbSI M HHBAIMJIBI 00ECIIEUYUBAIOTCS
AJIEKTPOHHBIMU 00pa30BaTEIbHBIMU PECYPCAMHU, aAANTUPOBAHHBIMU K COCTOSHUIO X 3/I0POBBSI.

[IpenocTaBneHue cHelUaNbHBIX TEXHUYECKUX CPEACTB OOyYeHUS KOJIJICKTUBHOTO U
WHIUBUAYAIBHOTO TMOJIb30BaHMs, MoAOOp M pa3paboTka yueOHBIX MaTepHalioB IS
oOyyaronuxcs ¢ OrpaHUYCHHBIMH BO3MOXKHOCTSMU 3JI0POBbSI MTPOU3BOJUTCS MPEINOIaBaTEISIMU
C y4Y4eTOM WHAUBUIYAJIbHBIX MCUXO(MU3HOJIOTHUECKUX OCOOCHHOCTEH oOyyarommxcs W
cnenuduKy mpreMa-nepeaadn ydeOHoil nHbopMai Ha OCHOBAaHUH MPOCHOBI, BHIPAKEHHO B
MMCbMEHHOU popme.

C oOyyaromumucs Mo HMHIMBUIYAIbHOMY IUIAHY WM HHAWBHUIYaJbHOMY TpauKy
MIPOBOIATCS] MHIMBUyaIbHbBIC 3aHATUS U KOHCYIIbTALIUU.

12. OMMUCAHUE MATEPHUAJILHO-TEXHUYECKO BA3HI,
HEOBXO/IMMOM JIJIS1 OCYIECTBJIEHUSI OBPA3OBATEJBLHOI'O MPOLIECCA
MO JUCLUIIJIMHE (MOJYJIIO)

VYuebHast AMCLUUILIMHA pealn3yeTcs B ayauTopuu 329.

OdbopynoBanmue:

VYuebHass meOenb: pabouee MeCTO IMpernojaBaresis — CTOJ, CTyl; ydeOHble mecTa JUis
oOyyaromuxcs — MapThl, CTYNbS; JOCKA.

TexHuveckue cpeAcTBa 00y4eHHUS:



[lepenocHoe MynbTUMEANIHOE 000PYIOBAHUE:

HoytOyk, ¢ BbIX0/10M B ceThb HTEpPHET U C JJOCTYIIOM B 3JEKTPOHHO-HH(OPMAIIHOHHYIO
Cpeay MHCTUTYTa, IPOEKTOP, SKPaH JEMOHCTPAIIMOHHBIMH.

Jns mpoBeneHHsS 3aHATHH CEMHHAPCKOTO THIIA, J1a0OpaTOpHBIX paldoT, TEKYLIETo
KOHTPOJII M MPOMEKYTOYHOHM aTTeCTallii W MHIMBUAYAJIbHBIX KOHCYIBTAIIUH HCIIOIB3YETCS
aynutopus 310.

OobopynoBanmue:

VYuebnass mebenb: pabodee MECTO IMperoaaBaTeNisi — CTOJ, CTyl;, ydeOHble mecra JUis
00yJaromuxcs — MapThl, CTYNbS; JOCKA.

Texnnyeckue cpeacTBa 00y4eHus :

[lepenocHoe MybTHUMEAMIHOE 000PYIOBAHHE:

HoytOyk, ¢ BbIX010M B ceTb MIHTEpPHET U C JOCTYIIOM B 3JIEKTPOHHO-HH()OPMAIIHOHHYIO
Cpefy MHCTHUTYTa, TPOEKTOP, IKpaH JIEMOHCTPAIIMOHHBIN.

Jnist caMOCTOSITeNTbHON pabOThl CTYJICHTOB M HAaNMCAaHUSI KyPCOBBIX pabOT MCHOIB3yeTCS
aynutopus 314.

OobopynoBanue:

VYyeOHas meOenb: pabodee MECTO NMpemnojaBaTess — CTOJI, CTyJ; ydeOHble MecTa IS
00yJaromuxcst — MapThl, CTYNbS; TOCKa; KOHAUITHOHED.

Texnnyeckue cpeacTBa 00y4eHust:

[lepenocHOE MyTbTHUMEAUITHOE 000PYIOBAHHE:

HoytOyxk, ¢ BbIx010M B ceTb MIHTEpHET U C AOCTYNOM B 3JIEKTPOHHO-MH(OPMAILIIOHHYIO
CpeAy MHCTUTYTa, IPOEKTOP, IKPaH JEMOHCTPALMOHHBIH.



[Tpunoxxenue 1
TecToBbIC 321aHUA

1. Ha kakue JOKyMEHTONIOTOKHU AEIUTCS JOKyMEHTaIus?
d) THCbMa, PaCIOPSHKCHUS, IOTOBOPa
b) noroBopa, TOKYMEHTBI OPraHOB BJIaCTH
C) BXojAsiIIHe, UCXOASIINE, BHYTPEHHHE TOKYMEHTHI
d) oOpamenus rpaxaad (KaaoObl, IPEITIOKCHUS U 3asBICHHS )

2. O6BeM JOKYMEHTO000pOTa — 3TO:

a) 9TO MakCHMaJIbHO PAllMOHAIBHOE COKPAIICHNE KOJIMYECTBA Yero-TH00
MyTeMCTaHJapTU3AlMU K eIMHON popme

b) marepuanbHBIN 00BEKT, copepKanyii HHGOPMAIUIO B 3apUKCUPOBAHHOM
BUJIE U CIIELMAIbHO MpPEJHA3HAUYEHHBIN JUIs €€ mepefayd BO BPEMEHU U
MIPOCTPAHCTBE

C) YCTaHOBJICHHE KOJMYECTBA M COCTABA ApPXUBHBIX JIOKYMEHTOB B CIIMHHIIAX
ydyera W QUKcanus TPUHAMISKHOCTH KaXKIOW EIWHUIBI ydeTa K
OTIPEIEIECHHOMY KOMIUJIEKCY M OOmeMy HUX KOJMYECTBY B YUETHBIX
JOKYMEHTax

d) kosMYecTBO [OKYMEHTOB, TNOCTYNHMBHIMX B OPraHU3amuI0 ¥
CO3IaHHBIX €0 B Te4yeHHe OIpedeeHHOI0 NepuoJa BpeMeHH, KakK
NpaBUJIo0, roJa

3. TeXHOJIOTHH aBTOMATH3UPOBAHHOTO JJOKYMEHTOOO0POTA BKITFOYAIOT
d) IUTAHMPOBAHHWE M YIPABICHUE PECYPCaMH
b) ¢opmupoBanue n HaKonJIeHHe 6a3bl YTEKTPOHHBIX JOKYMEHTOB
C) TMPOrpaMMHO-aIapaTHyo marGopmy
d) nemoByro rpaduky

4. VKaXHTE OTIINYUTEILHOE CBOMCTBO JIEKTPOHHOTO JOKYMEHTO000pOTa
a) 9JIEKTPOHHAS MOIITUCH
b) wemocTHOCTH
C) J0CTOBEPHOCTH
d) BOCIPOM3BOIUMOCTH

5. VYkakure cpeau MepPEeUnCICHHBIX TIOHATHI TIOHATHE, OMPEIEIIAIONICe
MPOIIECC, BHIMOIHAEMBIN Hajl JJIEKTPOHHBIMH JOKYMEHTAMU

a) MeTaJaHHbIC

b) ayreHTHYHOCTH

C) mMurpamus

d) mPHUroAHOCTH IS MCIIOJIL30BAHMS

6. Kakoii BapraHT 3arojioBKa K MHUChMY BbI CYMTAETE MTPABHIbHBIM?
a) 0 JOTOBOpPE MOCTABKH
b) o HeBbImo.iHeHuH q0roBopa nocraBku ot 12.08.2005 Ne 45/67
C) O HEBBIMOJHEHHUH JIOTOBOPA
d) morosop ot 12.08.2005 Ne 45/67

7. Kaxoif BapuaHT oQOpMIICHHS OTMETKM O HAJMYUHM MPUIOKEHUS B
COIPOBOIUTEIBHOMIIUCHME SIBIISIETCS ITPAaBUIIBHBIM?

d) TpWIOKEHHE: yIoMsHyToe Ha 3 1. B 1 9k3

b) mpunoxenue: mo Texcty Ha 3 1. B 1 9k3



C) mpuwioxeHue: Ha 3 1. B 1 9k3
d) npunoxenue 31,1 3k3

8. B kakoif pe30IroHy CPOK UCIOTHEHUS YKa3aH MPaBUIbHO?
a) «IlogroroButk oTBET, Cpok 10 nHEIH»
b) «IloaroroButh oTBeT A0 25.10.2003»
C) «IloaroToBUTH KOMIUIEKCHYIO porpammy k 25.10.2003»
d) «I[loaroToBUTH KOMIUIEKCHYIO IPOTPaAMMY, CPOK JIBE HEICIIH

9. Kak BbIIaTh MOJIB30BATEINIO MOJIHBIC PaBa B MPHIOKCHHH?
a) BbigaTb eMy MOJTHOMOYHUS «AJMUHHCTPATOP»
b) OTKpBITH HACTPOWKH MPaB AOCTYIA TEKYIICH POJIH MOJIb30BATEIS U
N00aBUTh POJIb
«ITonnHbie mpaBa»
C) OTKpBITh HACTPOMKH MPAB JOCTYIA TEKYIIMX TOJTHOMOYUH TOJIb30BATEIS
HOTMETHTh BCE MMEIOIIUE B CIIMCKE POJIH

d) Otmeruts B cipaBouHuKe «Ilobp30BaTENNY», KaK aAMUHICTPATOPA

10. VkaxuTe, B KaKOM pasjielie OCHOBHOTO MEHIO MOXHO TIOJIYYUTh JOCTYIT K
HaCTPOMKaMIIpaB MOJIb30BaTENCH?

a) YmpaBjeHHe IpoleccaMu

b) Hacrtpoiika u aAIMHHHUCTPHPOBAHHE

c) I'maBuas

d) Mowu 3agauun

11. Kaxko#i pyHKIHOHAI NMPEIYCMOTPEH IS Iepeaadn 00s3aHHOCTEH
TM0JIb30BATENSA APYrOMY COTPYIHUKY, €CITH TOJIb30BaTElNb YIIET B OTITYCK?
a) Ilepemaua mpaB
b) JleserupoBanue mpas
c) JlenerupoBaHue 00S3aHHOCTEH
d) 3amernieHue npas

12. Kakwue mpaBa Ha MPOIIECC €CTh y MOJIb30BATENICH: HE SBIISIOIIUXCS €ro
y4aCTHUKaAMHU?
a) IIpocmotp
b) KommeHntupoBaHmue
¢) Huxakux
d) PemakrupoBaHme

13. VYkaxkuTe, Kak B mporpaMMHoM mpoaykre «1C:IokyMeHTo000poT 8»
Ha3BIBAIOTCS 0a30BbIC HACTPOMKH MPaB JA0CTYIA ¢ TOTOBBIM HAOOPOM poJieii?

a) TloauTHKH H0OCTyIa

b) TlosHomMouus

C) AJMUHHCTPUpPOBAHUE

d) Pomu

14. KakuM 3ajaHueM BBITIOJHSIETCS] OYMCTKA YCTapEBIINX NIpaB 1ocTymna?
a) OwumcTKa ycTapeBIIMX MPaB JI0CTyIa
b) OOGHOBIEHUE paB nOCTYyMA
C) VYnajeHue ycTapeBHIMX NMPaB I0CTyMA



d) TToBTOpPHBIM BXOJIOM B CUCTEMY

15. Hacnenytores au paBa J0CTYyIa POAUTENIbCKOM ManKy Jyist BCEX JOUEPHUX?

a. Ja
b. Her

Cc. Jla, ecim B HACTPOIKaX NPHUJIOKEHHS YCTAHOBJIEH duiakok «is
NOANANOK»B HACTPOMKAX J0CTYNA POAUTEIbCKON MANKU
d. Ma, 370 yKa3aHO B HACTPOMKaX IMOJIb30BATEIIS
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