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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
11aHa GopMHpyeMON ydacTHUKaMU 00pa3oBaTeNbHBIX OTHOIIEHUH U u3y4aercs Ha 4, 5 Kypce.

2.1. TpeGoBaHus K NpeABAPUTEILHON MOATOTOBKE 00YYaIOIIETOCs:

N3ydyennro nanHo# y4eOHOUM AMCHMIUIMHBI 1O OYHOW (QopMe MpeAlecTBYeT OCBOCHHE
CIIEAYIOIIMX YUeOHBIX TUCHMILINH: YIIpaBieHHe HH(POPMAIIMOHHBIMU CUCTEMaMU, DKOHOMHUKA U
opraHusanus HPEANPUSATHS, IIpeameTHO-OpUEHTUPOBAHHBIE OKOHOMUYECKHUE u
uHpOpMaIMOHHbIE CcHCTeMBl, [IpoekTupoBaHuMe 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 HWHQPOPMALMOHHBIMU  cucTeMaMu  [IpenIMeTHO-OpHEeHTUPOBAHHbIE



HSKOHOMHUYECKHE M HH(pOpManHOHHbIE cucTeMbl [IpoekTupoBaHre WH(POPMALMOHHBIX CHCTEM
Byxrantepckuii yuer MH(opManmoHHbIe TEXHOJIOTUN B YIIpaBieHUH MapKeTHHT DKOHOMHUKA U
opranu3zanus npeanpuarus Kopnoparuasie HHPOPMALMOHHBIE CUCTEMBI

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).

No Oobr1mas B ToM 4mcie KoHTaKTHAA Cant dopma
- TPYAOEMKOCTh paboTa ¢ mpernosaBaTeneMm Kontpons ) IIPOMEKYTOYHOU
B3.e. | Buacax | Becero | JI | Cem | KoP 3 pabora aTTecTaluu
1 1 36 4 4 32
2 1 36 6 4 1,7 | 0,3 3,7 26,3 3auer
Hroro 2 72 10 4 4 1,7 | 0,3 3,7 58,3

PacnpenesieHue y4eOHOro BpeMeHH 10 TeMaM M BHJAAM Y4eOHbIX 3aHATHI 320YHAs
dopma o0yuenust

HamMenoBanwne KonTakrHas pabora ¢ dopmupyemere
Ne pa3nenoB, TEM Beero MIPETIOIABATEIEM Cawu. pe3yabTaThl
y4EeOHBIX 3aHATHI 14C%8 ["Beero | J1 | Cem | KoP | 3 Pab. 00y4enus
OcHOBBI ()YHKIIMOHMPOBAHUS U MIPOTPAMMHBIE CPEICTBA SJIEKTPOHHOTO TOKYMEHT0000pOTa
OcHOBEI
(hyHKIIIOHUPOBAHHS
Y TIPOTPaMMHBIE I1K-15-31,
L cpezncTBa ? . 1 8 [1K-15-32
3JIEKTPOHHOT O
JIOKYMEHTO0000poTa
JIOKyMEHTBI M UX XapaKTEPUCTHKH
5 JIOKyMeHTHI U BX 9 1 1 8 [IK-15-VY2,
" | XapaKTepuCcTUKH I1K-15-Bl1
Opranun3zanysi JOKYMEHTO000pOTa U XpaHEHHsI JOKYMEHTOB B OpraHH3aliH
Opranuzanus
JIOKYMEHTO000poTa I1K-15-33,
3. | U XpaHeHHd 9 1 1 8 I1K-15-V3,
JIOKYMEHTOB B [1K-15-V4
OpraHu3alyu
OTnuuunTeNbHBIE YePThI SIEKTPOHHOTO JOKYMEHTO000pOoTa
4 S;ii?ﬁiﬁ;lgnom 9 1 1 8 TR-15-34,
' I1K-15-B2
JOKYMEHTO0000pOTa

AcCneKTH 1 noAXO0Abl K IMEPEX0qy Ha BHCKTPOHHblﬁ ,I[OKYMCHTOO60pOT




ACTEKTBI U TOAXO/IBI 1K-15-34,

5| oncxrpomsti 5! ' > | Twases
p I1K-15-B3

JOKYMEHTO00OPOT

OO0cenoBaHKE CHCTEMBI JOKYMEHTO000pOTa OpraHU3aIiu

OO6cnenoBanue
CHCTEMBI I1K-15-31,
JIOKYMEHT0000pOoTa [1K-15-B4
OpraHu3aIuu

TpeboBaHus K CO3IaHUIO0 U PYHKIIMOHUPOBAHUIO HH(MOPMAIIMOHHONW CUCTEMBI YIIPABICHHUS
JIOKYMEHTO000pOTOM B OpraHu3alluu

TpeboBanus k
CO3JIAaHHIO U
(YHKIMOHUPOBAHUIO
WH(POPMAITMOHHON [IK-15-V3,
CUCTEMBI [1K-15-B1
yIIpaBJICHHS
JOKyMEHTOO00OPOTOM
B OpraHu3aIHu

CTaZH/H/I 1 OTalbl p€ajin3aluy IIPOCKTOB 110 CO3AaHUIO I/IHCbOpMaIII/IOHHI)IX CHUCTEM YIIpaBJICHUA
JIOKYMEHTO000pOTOM

Craauu " dTarsl
peanu3anuu
MIPOEKTOB TI0

8. | cozmaHuio 6 1 1 5
WHPOPMAITHOHHBIX
CHICTEM YIIPaBIICHHS
JIOKYMEHT0000pOTOM

TK-15-V1,
TK-15-B2

CocrapiieHre TEXHHYECKOH JIOKYMEHTAIIMHU TI0 TIPOSKTaM BHEIPEHUS] CHCTEM 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa

CocraBieHue
TEXHAYCCKOM
JOKYMEHTAIIHH 110
9, [IPOeKTaM 6,3 6,3
BHEIPCHUS CUCTEM
3JICKTPOHHOTO
JIOKYMEHTO0000poTa

I1K-15-33,
I1K-15-V1

IIpomexxyTouHas aTrecTamus (3a4er)

IIpomexxyTounas

10.
aTTecTanus (3a4er)

2 2 17 | 03

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

Tema 1. OcHOBBI (PyHKIIMOHMPOBAHUS U IPOIPAMMHBIE CPEJICTBA IEKTPOHHOTO
JOKYMEHTOO00pOTA.

Ha3nauenue u cTpykTypa Kypca «JEKTPOHHBIM JOKyMeHTooOopoT». OmpeneneHue,
3aJJaud U OCHOBHBIE (YHKIMM SJIEKTPOHHOTO JOKYMEHTOOOOpoTa. IIpHHIMIBI 371eKTPOHHOTO
JIOKyMeHTooOopoTa. Ha3HaueHne u XapakTepUCTUKU MH(GOPMAIMOHHBIX CUCTEM 3JIEKTPOHHOTO
JTOKyMEHTOO000pOoTa.

Tema 2. JIoKyMEHTBI M UX XapaKTEPUCTUKH.

JIOKYyMEHT - OCHOBHOM HOCHUTEIb HH(POPMALIUH, €r0 POJIb U (GYHKIMH B YIIpaBI€HYECKON

JeATeIbHOCTH OPTaHU3alUy, IOpUANYEecKas cuila U 3HaYMMOCTb. OCHOBHBIE THUITBI JIOKYyMEHTOB U




ux kinaccudukanus. JJokymeHTHpoBaHHas mHpopMmanus u ee Hocutead. CpeacTBa U CrocoObl
JOKYMEHTUPOBaHUs. PEKBU3UTHBI COCTaB OCHOBHBIX BHJOB JTOKYMEHTOB. TpeOOBaHUS K HX
0(OPMIICHHUIO.

Tema 3. Opranusanus 10KyMeHTOO000pOTa U XpaHEHUS JOKYMEHTOB B OpraHU3aliu.

JIOKyMEHTOOOOPOT M JOKYMEHTOIOTOKHM OpraHu3aluy (BHEUIHHE W BHYTPEHHHE),
eIMHUIBI U3MEpeHHsl U mapameTpsl. [Iponeaypsl 0OpabOTKH OCHOBHBIX IOTOKOB JIOKYMEHTOB
opraHu3anuu (BXOJIIMX, HCXOMAIIMX M BHYTPEHHHX), B TOM YHCIE€ W Ha 3JIEKTPOHHBIX
Hocutensax. Opranu3anus ¥ KOHTPOJIb MCIOTHEHUsT TOKyMeHTOB. CortacoBaHue M MOJITHCaHNE
IOKyMeHTOB. PabGota ¢ oOpameHusMd TpaXgaH H OpuAWYecKHX Jml. OpraHuzamms
OTIEPaTUBHOTO XpaHEHUs JOKyMeHTOB. HOMeHKaTypa Jien opraHu3aum.

Tema 4. OTIUUUTENBHBIC YEPTHI AIEKTPOHHOTO TOKYMEHTOO0OpOTA.

OTnu4uTEeNbHBIE CBOMCTBA AIIEKTPOHHBIX JOKYMEHTOB (2yT€HTHYHOCTH, JIOCTOBEPHOCTH,
[EJIOCTHOCTh M TIPUTOJHOCTh JUISi MCHOJB30BaHUsA). KoHBepTamus W MHUTpaAs IIEKTPOHHBIX
JOKYMEHTOB. MeTa/laHHbIe AJIEKTPOHHBIX JIOKYMEHTOB. DJIEKTPOHHAS IMOJIUCH, €€ 3HAYCHHUE U
pexkBu3uThl. Hcnonp3oBanne CMOB u MDJIO B Poccuiickoit ®enepanuu. DIeKTPOHHBIN
JOKYMEHTOOOOPOT B YCIOBHSIX IH(PPOBOIT SIKOHOMHUKH.

Tema 5. ACTIEKTBI ¥ TIOJIXO/IBI K TIEPEXOAY Ha AJIEKTPOHHBINA JOKYMEHTOOOOPOT.

[IpenmoceuTky  mepexoga OpraHW3allii K BHEIPEHUI0 HH(OOPMAIMOHHOW CHCTEMBI
ANIEKTPOHHOTO JOKYMEHTOO0OpOTa ¥ 3JEKTPOHHOMY JOKyMeHTooOopoty. Permamenrtarus
nepexosia 00beKTa aBTOMAaTH3alMu K paboTe ¢ CUCTEMOM 3JIEKTPOHHOTO JOKYMEHT000OpoTa
(ITnan-rpaduk mepexoaa Ha AESKTPOHHBIN JOKYMEHTOOOOPOT, IporpaMma 0OydeHHsI KITFOUEBBIX
Tpynn TMojbs30Bareneid ¢ HWHPOPMAIMOHHOW CHUCTEMOW YIPABICHHS JOKYMEHTOOOOPOTOM).
WHTerpanuss cuUCTEM 3JIEKTPOHHOIO JOKYMEHTOOOOPOTa € HH(POPMALMOHHBIMU CHUCTEMAMHU
OpraHu3aluM MHbIX KiaccoB. Mcnonb3oBanue «00iadHbIX» TEXHOJIOTHM B YCIOBUSX IEepexoja
Ha 3JIeKTPOHHBIM JOKYMEHTOO0OPOT B OpPraHU3aLUsaX MaJIOT0, CPETHETO U KPYITHOTO OM3Heca.

Tema 6. O6cnenoBaHue CUCTEMBI TOKyMEHTOO00POTA OpraHU3aL|H.

OcHOBHBIE LIeNM M 33Ja4M IpoBeleHUs oOcnenoBanus. OmnpeneneHue rpaHull POEKTa.
Bo3MokHbIe MeTOABI U CHOCOOBI NPOBENCHMs OOCIENOBAHUS CHUCTEMBI JIOKYMEHTOOOOpOoTa
opranu3anuu. JJoKkyMeHTHpOBaHUE PE3yJIbTaTOB MPOBEJEHHOr0 oOcienoBaHus. PekoMenaanuu
K COJIEp’KaHHIO U 0(hOPMIICHHUIO JOKYMEHTOB.

Tema 7. TpeboBaHUs K CO3AaHUIO U (PYHKLIMOHMPOBAHUIO HHPOPMALMOHHOM CUCTEMBI
yIIpaBJIEHUs TOKyMEHTOOOOPOTOM B OpraHU3aLUU.

Knaccugukanus TpebGoBaHUil K CO31aHMIO M (DYHKIMOHUPOBAHUIO HH(OPMALMOHHOMN
CHCTEMBI YIPaBJIEHHUsI TOKYMEHTOOOOpoTOM B opraHu3auuu. [loaxonsl Kk ux (opMUPOBaHMIO.
IlonrotoBka u oQopMIIEHHE TEXHUYECKOTO 3aJaHMs Ha CO3JaHue M (YHKLUHOHHPOBAHUE
MHGOPMALIMOHHOM CUCTEMbI YIIpaBJIEHUS JTOKyMEHTOOOOpOTOM B oOpraHu3anuu. PazianuHble
MOJIX0bI K O(POPMIICHHIO TEXHUYECKON JOKYMEHTAIMH 110 MPOEeKTaM MH(POPMAIIMOHHBIX CUCTEM
yIIpaBJIEHUs JOKYyMEHTOO000pOTa B 3aBUCUMOCTH OT TpeOOBaHH OpraHn3alun-3aKazymka.

Tema 8. Ctaauu ¥ 3Tansl peaau3aiy MPOEKTOB MO CO3/1aHUI0 MH(YOPMAITMOHHBIX CUCTEM

yIIpaBJIEHUS TOKyMEHTOOOOPOTOM.

[TpyHIMOBI KaHOHWYECKOTO M TUIIOBOTO MPOEKTUPOBAHUS MH(POPMALMOHHBIX CHCTEM
yIpaBJIeHUs] JTOKYMEHTOOOOpoToM. HopMaTHBHO-TIpaBOBBIE JOKYMEHTHI, PpEryJupyloline
IUIAHUPOBAaHUE M OpraHu3aluio pa3paboTKu HMH(OPMAIMOHHOM CHCTEMBl  YIpaBJICHUS
JOKYMEHTOOOOpOTOM.  PasznuuHble  METOJOJIOTMM  CO3JaHUS M IPOEKTHPOBAHUS
MH(POPMAIMOHHBIX CUCTEM YIPABJICHUS JTOKYMEHTOO00POTOM.



Tema 9. CocraBieHne TEXHUYECKON JOKYMEHTAIMU MO IPOSKTaM BHEAPEHUS CUCTEM
3JIEKTPOHHOT'O IOKYMEHTOO00POTa.

TpeboBanusi K COCTaBICHHIO JOKYMEHTOB, pa3padaTblBaeMbIX B PAaMKaxX MCIOJHEHHS
TeXHO-pabouero mpoekra mo gorosopy. Iloaroroska u odopmieHne mporpaMMbl ¥ METOIUKH
UCTIBITAaHUH WH(POPMAIMOHHON CHCTEMBI AJIEKTPOHHOTO JOKYMEHTO000pOTa HA MPEANPHITHH.
[ToxroToBka u oopmiIeHHE MOSCHUTEIFHON 3aIIMCKH 10 MPOEKTY BHEAPEHHSI HHPOPMAITHOHHON
CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000POTa Ha MPEIIPUITHH.

Tema 10. [IpomexyrouHas aTTectanus (3a4er).

Bomnpocsr k 3auety

. JIoKyMeHT, ero poJib U1 QYHKLNHU B YIPaBIE€HYECKOU 1€ TEIBHOCTH.
. FOpununueckas cuiia ¥ 3Ha4MMOCTb JOKYMEHTA.
. JokyMeHTHpOBaHHAs HHPOPMAIIUS U €€ HOCUTEIH.

1

2

3

4. CpencrtBa u crioco0bl JOKYMEHTHPOBAHUS.

5. Knaccudukanus JOKyMEHTOB 110 Pa3JIMYHbIM IPHU3HAKAM.

6. PexBU3UTHBIN COCTaB OCHOBHBIX BUJIOB JOKYMEHTOB.

7. TpeboBanus k 0(hOPMIICHUIO JOKYMEHTOB U OJIAHKOB.

8. JlokyMeHTOOOOPOT M JTOKYMEHTONOTOKH OpraHu3aluy (BHEUIHHE W BHYTPEHHUE),
€AMHUIBI U3MEPEHUS U TTapaMeTPhI

9. lokymMmeHTOOOOPOT M JOKYMEHTOIIOTOKH, MX XapaKTEPUCTHKH.

10. ITpoueaypsl 00pabOTKH BXOSAMIUX TOKYMEHTOB.

11. IIporneaypbl 00pabOTKU UCXOA[IIUX JOKYMEHTOB.

12. IIpoteaypbl 00pabOTKH BHYTPEHHHUX JTOKYMEHTOB.

13. Opranuzanusa UCHOJHEHUS JOKYMEHTAa M KOHTPOJb HCHoJHeHHs. CorjiacoBaHuE U
MOANKCAaHNE TOKYMEHTOB.

14. PabGoTa c oOpaimeHus MU TpaXkaaH | FOPUIMYSCKUAX JIHIL

15. Opranu3anus onepaTiBHOrO XpaHEeHUs1 TOKyMeHTOB. HoMeHkaTypa ner.

16. DaeKTpOHHBIA JAOKYMEHTOOOOpOT. OCHOBHBIC ATamlbl IMEpPexoJia K AIICKTPOHHOMY
JOKYMEHTOOOO0pOTY.

17. Lenw u 3aga4u 37IEKTPOHHOTO JIOKYMEHTO000pOTa

18. [IpuHIUIIBI 3JIEKTPOHHOTO TOKYMEHTO000pOTa

19. DOnexkTpoHHas mNOANMCH, €€ 3HadyeHue U pekBu3uThl. [Opunnueckas cuna
AIIEKTPOHHBIX IOKYyMEHTOB.

20. OTnnuuTeNnbHbIe CBOMCTBA 3JIEKTPOHHBIX JOKYMEHTOB.

21. KonBeprauus 1 MUrpaius 3JeKTPOHHBIX JOKYMEHTOB.

22. DAEeKTpOHHBINA JOKYMEHT. MeTaJaHHbIe JIEKTPOHHBIX JJOKYMEHTOB.

23. Hasznauennme u  QyHKUMH  HUHOOPMALMOHHBIX  CHCTEM  3JIEKTPOHHOTO
JOKYMEHTO000pOoTa.

24. KommoHeHTHI W  cBoiicTBa  WHGPOPMAIIMOHHBIX  CHUCTEM  BJIEKTPOHHOTO
JOKYMEHTO000pOoTa.

25. Mecto u ponb MHGOPMAIMOHHON CHCTEMBI DIIEKTPOHHOTO JOKYMEHTOOOOpOTa B
MH(OPMALIMOHHON CUCTEME OpraHU3aIuU

26. OcHOBHBIE LIeTM U 3a7adu TpoBefeHHss oOciemoBanus. OmpeneneHue TPaHMUIL
MPOEKTA.

27. Bo03MOXHbIE METOABI H CIOCOOBI TPOBEIEHUS OOCIEIOBAHHS  CHUCTEMBI
JOKYMEHTO000pOTa OpraHu3aIlul



28. JlokyMEeHTUpOBaHHE PE3YJIbTATOB IPOBEACHHOTO 00cienoBaHus. PekoMeHmanuu K
COJICPKAHUIO U 0(hOPMIICHHUIO JJOKYMEHTOB.

29. PermameHTanus mepexona OObEKTa aBTOMATHU3alMM K paboTe € CHUCTEMOM
AJIEKTPOHHOTO JOKYMEHTO00O0pOoTa

30. Knnaccudukanmst TpeGOBaHMi K CO3IaHUIO U (DYHKIIMOHUPOBAHUIO WH(OPMAITUOHHON
CHCTEMBI yIIPaBICHHS TOKYMEHTOO000pOTOM B opranu3anuu. [loaxoas! Kk ux GopMHpPOBaHUIO

31. [TIlogrotoBka u o¢oOpMJIEHHE TEXHUYECKOTO 3aJaHMsl Ha CO3JaHUEe U
(GyHKIMOHMpPOBaHWE WH(POPMAIMOHHON CHCTEMBI  YIPAaBJICHUS JOKYMEHTOOOOPOTOM B
OpraHu3aluu

32. TlogroToBka u oopMiIeHUE TPOrpaMMbl U METOIMKH UCHBITAHUI NH(OPMaLMOHHON
CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000pOTa Ha MPEIPUITHH

33. TlogrotoBka M odopmiieHHE MOSICHUTEIbHOM 3allMCKU MO MPOEKTY BHEAPEHUS
MH(OPMALIMOHHON CUCTEMBI JIEKTPOHHOTO JOKYMEHTO000pOTa Ha MPEANPUATUI

34. TpeOoBaHHMS K COJEPKaHUIO JIOKYMEHTOB, pa3paldaTbIBAEMbIX IPU CO3/IaHUU
aBTOMATH3UPOBAHHBIX CHCTEM (METOIMYECKUE YKa3aHHS)

35. Paznmuunbie moaxoasl K OOPMIICHUIO TEXHUYECKOW JTOKYMEHTAIUH MO MPOEKTaM
MH(OPMALIMOHHBIX CHCTEM YIPABIEHUS TOKyMEHTOOOOpOTa B 3aBHCHUMOCTH OT TpeOOBaHMit
OpraHu3alim-3aKazyuKa

36. IIpuHIMITEI KAHOHUYECKOTO ¥ THITIOBOTO MPOEKTUPOBAHHUS HHOOPMAIIHOHHBIX CHCTEM
yIpaBieHus: JOKYMEHTO000POTOM.

37. Mertonuka ajanTalid  THUMOBOW HWH(MOPMAIIMOHHOW CHCTEMBI  YIIPaBJICHUS
JOKYMEHTOOOOPOTOM IO/ 33/laHHbIE TAPaMETPBHI.

38. HopmaTuBHO-NIPaBOBbIE TIOKYMEHTBI, PETYIUPYIONIUE UIAHUPOBAHUE U OPTaHU3ALNIO
pa3paboTKu HHOOPMAITMOHHBIX CUCTEM AJIEKTPOHHOTO TIOKYMEHTOO0O0pOTAa.

39. PaznuuHble METOMOJIOTUM CO3/IaHUS U NMPOEKTUPOBAHMS MHPOPMALMOHHBIX CHUCTEM
yIpaBJIEHUS T0KyMEHTO000pOTOM

40. TpeGoBaHuUs K COCTaBJIEHUIO IOKYMEHTOB, pa3padaTblBaéMbIX B paMKaX HCIOJHEHUS
TEXHO-paboyero NpoeKTa Mo A0roBopy.

Il1aHbl CeMUHAPCKUX 3aHATHIA

Tema 5. ACIEKTBI U MOXOIbI K TIEPEX0/1Y Ha JIEKTPOHHBIN JOKYMEHTOO0OOPOT.

Bpewms - 1 ygac.

OcHOBHBIE BOTIPOCHI:

Ocnoguble Bompocsl: 1. CocraBneHue miaaHa-rpaduka nepexoaa o0beKTa aBTOMaTU3alUK
K paboTe ¢ KOHKpPETHOW HWH(GOPMAIMOHHOW CHCTEMOH YIpaBJICHUS TOKYMEHTOOOOPOTOM.
[ToarotoBka JOKyMEHTa sl KOHKPETHBIX YCIOBUHN. BbINONHEHHE CaMOCTOATEIBHOIO MPOEKTa
II0 aJanTaliyd TUIIOBOTO PELIEHUS IOJ KOHKpPETHbIE YCIOBHA. 2. DOpMHUPOBAaHME IPOIPaMMBI
00y4eHHUs KIIF0UEBbIX TPYIN Nojb3oBaTeneil. [ToArotoBka TOKyMeHTa A1 KOHKPETHBIX YCIOBUH.
BeinosiHeHNE caMOCTOSITENIBHOTO MPOEKTa M0 aJaNnTaluy TUIOBOIO PEIICHMS M0J KOHKPETHBIE
ycnoBus. 3. IlpenocraBiieHne npe3eHTanuil M 3aciaylIMBaHUE JOKJIAJ0B HAa OJHY M3 TEM IIO
HanpaBieHno: «0O030p COBPEMEHHBIX CHCTEM 3JEKTPOHHOTO JOKYyMEHTO00OpoTa M HX
JabHEHIITNe HAPABICHUS Pa3BUTHSD.

Tema 6. O6cnenoBaHne CUCTEMBI TOKyMEHTOO00POTa OpraHU3alI|H.

Bpewms - 1 yac.

OcHOBHBIE BOTIPOCHI:



OcnoBubie Bompocsl: 1. IlocTtpoenne cTpyKTypHO-(PYHKIMOHAIBHOM MOJENU OO0BbEeKTa
aBTOMAaTHU3aly. BbINOIHEHNE caMOCTOATEIBHOIO IMPOEKTA IO AJaNTallyd TUIIOBOTO PELICHUS
nox KoHKpeTHble ycioBusa. 2. Iloctpoenme wmatpuipl (QyHKIMOHATBHBIX —TTOJHOMOYHN
noJjb30Barenel (posieBoi Mojenn). BhINOMHEHNEe CaMOCTOSITENIBHOIO MPOEKTa MO aJanTaluu
TUIIOBOTO PEILIEHUsI MO0J KOHKPETHbIE YCIOBUA. 3. AHaIM3 CYLIECTBYIOIIEH HOPMaTUBHO-
CTIpaBOYHON 0a3bl M MOJTU(HUKAIMS CIPABOYHUKOB JUI BEIOPAHHOTO OOBEKTa aBTOMATH3AIMH B
cucTeMe. BpinonHeHne caMOCTOSTENbHOIO MPOEKTa M0 aJanTalliyd TUIIOBOTO PELICHMS O]
KOHKpeTHbIe ycnoBus. 4. [IpenocraBnenue npe3eHTanuii U 3acayliuBaHue JOKJIa 0B Ha OJIHY U3
TE€M MO HampabiieHHI0: «O030p COBPEMEHHBIX CHUCTEM 3JIEKTPOHHOTO JOKYMEHTOO00OpOTa U HUX
JallbHENIIINE HAMIPaBJICHUS Pa3BUTUY.

Tema 7. TpeboBaHusi K CO3/1aHUI0 U (YHKIIMOHUPOBAHUIO MH(OPMALMOHHON CHCTEMBI
yIpaBieHUs: JOKYMEHTOO0OpPOTOM B OpraHu3aliu.

Bpewms - 1 gac.

OcHOBHBIE BOIIPOCHI:

OcHoBHble Bompochkl: 1. Pa3paboTka onHOro u3 creHapueB pabOTbl B CHCTEME B
KOHKPETHBIX YCJIOBHSX: MOOOp MepcoHajla M NpUeM COTpyJIHUKa Ha paboTy, MpOBeIeHUE
COBEIlaHUS Ha OINpEAETCHHYI0 TEMY, pacCMOTPEHHE TMPEJIOKEHUs O COTPYIHUYECTBE
(momyckaercss MHOE IO COTJIACOBAHHUIO C MperojaBaresieM). BhIMoiaHeHHe caMOoCTOSTeNbHOTO
MIPOEKTa MO aJanTalli TUIIOBOIO pEIIeHUs MOJ KOHKpeTHble ycioBus. 2. IlpenocraBienue
Mpe3eHTaluii W 3aciayliMBaHUE [OKJIAJ0B HAa OJHY M3 TeM MO HampasieHuto: «O0630p
COBPEMEHHBIX CHCTEM OJJIEKTPOHHOTO JOKYMEHTOOOOpOTa M HUX JAajbHEHIINE HalpaBIeHUs
pa3sBUTHY.

Tewma 8. Ctaauu u 3TaIbl peaqru3auy IPOSKTOB M0 CO3JaHUI0 HH(POPMAITMOHHBIX CUCTEM
yIpaBJIEHUS TOKyMEHTOOO0POTOM.

Bpewms - 1 gac.

OCHOBHBIE BOIIPOCHI:

OcHoBHBIE BONpOCH: 1. Opranu3anus ONbITHOM AKCIUTyaTalluu U BBoJia B aerctBue COJ]
Ha KOHKPETHOM OOBEKTEe aBTOMAaTHU3aluu. BelnosHeHne 01HOro U3 pa3pabOTaHHBIX CLIEHAPUEB B
IpUMeHsieMod B mpouecce  0OydeHMs  MH()OPMALMOHHOW  CHUCTEME  3JIEKTPOHHOI'O
JOKYMEHTOO0O0pOoTa. BBINONIHEHNE CaMOCTOSITENBHOTO MPOEKTa IO afanTalld TUIIOBOIO
peleHus 10/1 KOHKPETHBIE YCIIOBUS. 2. BrisBIeHHe Mpo0IeM U HEJOCTaTKOB CIIPOEKTUPOBAHHOM
MH(GOPMALIMOHHOM CUCTEMBI YIIPaBICHUS TOKYMEHTOOOOPOTOM U BHECEHHE MPEUIOKEHUH 110 UX
yCTpaHeHHI0. BhINOIHEHne caMOCTOsTEIBHOTO MPOEKTa M0 aJlalTallii TUIIOBOTO pPEIIeHHs MO0J
KOHKpeTHbIe ycioBus. 3. [IpenocraBienue npe3eHTauil 1 3acayluiBaHie JOKIaJ10B Ha OJHY U3
TEM M0 HampasiieHHI0: «O030p COBPEMEHHBIX CHUCTEM 3JIEKTPOHHOIO JIOKYMEHTOOO0OpOTa U UX
JambHeHIe HallpaBIeHUs Pa3BUTH.

6. IEPEYEHb YYEBHO-METOJINYECKOI'O OBECIIEYHEHUA JJIA
CAMOCTOSTEJBHON PABOTHI OBYUAIOIIUXCS MO JUCIHUIIJIUHE

6.1.1. OcHOBHEIC KaTeropuu yqe6H0171 AUCHUIIIMHBI U1 CaMOCTOATCIIBHOTO U3YUCHU:

OCHOBHBIMHU BUJaMU BHCaYIlHTOpHOﬁ CaMOCTOSTENbHOMI pa6OTLI IIpU U3Yy4CHUU JAHHOT'O
npeaMeTa ABJIAKOTCA: YTCHHUC OCHOBHOM M HOIOJIHHUTEIHHOM JIUTCPATYPhI (B COOTBETCTBHUH C
MEpCUHCM OCHOBHOM M JIOHOJHUTEIBHOMH JINTCPATYPHI, HCO6XOHHMOﬁ 11 OCBOCHUA
,Z[I/ICI_II/IHJ'II/IHBI) IO YKa3aHUIO MPCIoaaBaTeiid, a TAKKE C UCIIOJIb30BAHUCM I/IHTepHCTa; HN3Y4YCHHC
KOHCIICKTOB J'ICKI_[I/II\/'I; y‘Ie6HO-I/ICCHCI[OBaTeHBCKaH pa60Ta oA PYKOBOJACTBOM HPCHOAaBaTCIid C



UCTIOJIb30BAHUEM KOMIBIOTEPHON TEXHUKH; MOBTOpHAs paboTa HaJX Y4eOHBIM MaTepUalIOM,
MOJATOTOBKA [OKJIQJAOB MW TPE3EHTAUWH s BBICTYIUICHHS Ha CEMHHApax, BBITIOJHEHUE
JIOMAIIHUX 3aJaHUM.

OcHOBHBIE KaTeTOPUH YU4eOHOHM TUCIMITIMHBI UI CAMOCTOSATEIBHOTO N3YYCHHS

AunkerupoBanue (Survey) — IlpemocraBienne HaOopa NHCBMEHHBIX BOMPOCOB
YYaCTHHKaM TIpoIlecca ¢ IeNbI0 cOopa OTBETOB OT OOJIBIION TPYIIIBI JIIOJEH B OTHOCHUTEIHHO
KOPOTKHI MPOMEXYTOK BPEMEHH.

Mogens (Model) — VmpomieHHOe TpeACTaBICHUE JICHCTBUTEIHLHOCTH, KOTOPOE
UCTOJNB3yeTCd JUIsl Tepefadyd WHQPOpPMAlUU OIpPENeIeHHOW ayauTOpuH JUIsl 00ecreueHHs
aHaJN3a, KOMMYHUKAIMHA U TOHUMaHHSL.

Mopnens OuzHec-koHTekcTa (Business Domain Model) — KonuenTyanbHbiil B3y Ha
BCE MpPEINpUATHE WIA €ro YacTh, KOTOPBIA (poKycHpyeTcs Ha NpPOAYKTaX, MOCTaBKaX M
COOBITHSIX, KOTOpPBIE BaKHBI OpTraHU3alli. Moenb Moje3Ha Ui OIEHKH MaciTada pemieHHs
COBMECTHO C YUaCTHHKaMHU OM3HEC-TIPOIlecca M TEXHUUYECKUMHU CTICITUATUCTAMHU.

6.1.2. 3amanus A1 NOBTOPEHUS U YIITyOJIeHHs MpUoOpeTaeMbIX 3HAHUH.

Kon
Ne pe3yabTara 3aganns
o0y4eHust

1. M3yunTe CBOWCTBA M XapaKTEPUCTHKH TOKYMEHTOB, oTpaxkeHHble B ['OCT P

1 MK-15-31 7.0.8-2013 «Cucrema cranmaproB 1o UWHQOpMAIHHU, OWUOIHOTEUHOMY H
M3IATENBECKOMY Jemny. Jlemompom3BOACTBO W apXWBHOE [el0. TepMUHBI U
OIIpENIENEeHUs Y.

2 I1K-15-31 | 2. Ha3zoBuTe oOmye 1 crieiuraibHbie HYHKIIUH JOKYMEHTA
3. Ykaxwure, B 4YeM CXOJICTBA M B YeM OTJIMYUS TEXHOIOTHYECKHX OIepaIuii:

3 IIK-15-32 | Bu3mpoBaHue, COTIACOBAHKUE M YTBEPXKIACHHE, BHITIOTHAEMBIX B X01€ 00pabOTKH
JIOKYMEHTOB

4. YxaxxuTe BO3MOXXHBIC BApHAHTHI IPUHUMAEMBIX PEIICHUH B X0JI€ BHIIIOIHCHUS
MIPEIBAPUTETHHOTO PACCMOTPEHUS JJOKYMEHTa

4 [1K-15-32

5. YkaxwuTte, Kakoi PEKBH3UT SBIISAETCS XapaKTEPHBIM TOJIBKO JJISI DIIEKTPOHHBIX

5 [1K-15-33
JIOKYMEHTOB

6 K-15-33 6. HepeqlfanTe OCHOBHBIE pa3zmenbl jgokymeHTta «lIporpamma m Merommka
WCITBITAHUI

7.  IlpoanamusupyiiTe, B 4YeM  OTIMYMAS  TAaKAX  OpPraHU3ALMOHHO-
pacnopsiINTENBHBIX JOKYMEHTOB KaK MPHUKa3, YKa3aHUe, PaCTIOpsKEHIE

7 [1K-15-34

8 [K-15-34 8. Uro os3mawaer «ECIIJ. OcnoBHas Haamuck», u Kakum ['OCTom
perJaMeHTHpyeTcs ee 3aroJTHeHNe

6.2. 3agaHusd, HanpaBleHHbIE HA (OPMUPOBaHKE MPOPECCHOHATBHBIX YMEHUH.

Kon
Ne pe3ynbrara 3anaHus
o0y4YeHus

9. HO}:[FOTOBBTG 6J'II/II_I-OHpOC AJIs1 BBIAICHCHUA YY4CTHHUKOB OCHOBHBIX ITPOLECCOB
Ha npcApuiIATUn

9 [IK-15-V1

10. IoaroroBbTe aHKETy Uil YTOYHEHHS IpoIlecca pacCMOTPEHUs oOpalieHuit
10 IIK-15-Y1 | rpaxzan Ha KOHKPETHOM OOBEKTE aBTOMAaTH3allUH, HalpuMmep, BeIOpaHHOM Bamu
JUIS1 BBITTOJTHEHUS CAMOCTOSITEIIBHOTO MTPOEKTA

11. OHI/IH_II/ITC, KaK OCYHICCTBJISICTCA HWCIIOJIHCHHUEC 3ad4BOK Ha TCXHHUYCCKOC

11 [IK-15-Y2 | oOcnykuBaHHE WM Kakoe-muOO HHOE OOCIy)KHBaHHE B COOTBETCTBYIOIIECH
ciryx0e Ha IPeAnpHsITUs
12. 1II TaBbT XE€MaTU4YHO MoOJelb OusH il a IpOoBeICHUs
12 MK-15-V2 penc e cxe 0 Moze OusHec mpolecc posene

KOJUICKTUBHBIX COOpaHUil WM MEPONPUSITHIA Ha MPEAPUITHI




13. IlpoaHanu3upyiiTe MNOCTYNAIOUIYI0 KOPPECHOHJEHIMIO U TOATOTOBHTE
13 [IK-15-Y3 | mepedeHb KOpPPECHOHACHTOB, PETYISIPHO OCYMIECTBISIOUIMX MEPENHucKy C
PESITPUITACM

14. CocraBbTe TmEpeyYeHb JOJDKHOCTEH, 3a 4Ybed TMOAMHCHI0 MOTYT OBITh
HaIpaBJICHbI UCXOJSAIINE JOKYMEHTHI IPEATNPUATHS

14 I1K-15-V3

15. CocraBbTe NepeyeHb M3BECTHBIX BaM rocyaapCTBEHHBIX U MEXKIyHAPOIHBIX
15 [IK-15-Y4 | craHgapToB IO MOJArOTOBKE TEXHUYECKON JTOKYMEHTALUU I WH()OPMAIIHOHHBIX
CHCTEM, M3JaHHBIX 3a ITOCIIEHNE 3 roaa

16. CxemaTuHO M300pa3UTe MapUIPyT OOPaOOTKU BXOMANIMX JTOKYMEHTOB Ha
PEANPUITHN

16 [1K-15-Y4

6.3. 3amaHus, HampaBlIeHHble Ha (QOpPMHUPOBaHUE TNPOPECCHOHAIBHBIX HABBIKOB,

BJIAJICHU M.
No Kon 3anaHus
pe3ynbraTa
o0y4eHust

17 | IIK-15-B1 17. BemmonauTe ananu3 ooMena qokyMmeHTaMmu npeanpusitus ¢ [IOP u ®CH

18 | [1K-15-Bl 18. BeImonHWTE MOAETMPOBAHHE TMPOILECCOB pa3MEMIEHUs] JAOKyMEHTOB B
HOMEHKJIATYpHOE JIeI0 Ha OyMa)KHOM HOCHTEINEe WM B DIIEKTPOHHOM BHJIE.
CpaBHHTE HX.

19 [1K-15-B2 19. [ToAroTOBETE TUCTHI COTTIACOBAHUS JUTS MX BHEITIOJTHEHMS HA BEIOpaHHOM Bamu
00BEKTEe aBTOMATHU3AIIMH B JIBYX PEKUMAaX: MOCIEIOBATENILHO U TAPAJLIEILHO

20 | [IK-15-B2 20. IloaroroBsTe aHKETy ISl OMpOca PYKOBOAUTENEH s BeIOpaHHOro Bamu
00BEKTa aBTOMATH3AIIH

21 | IIK-15-B3 21. IloaroToBsTE OMPOCHBIC JIUCTHI YISl KITFOUEBBIX TPYIIT TOIL30BATEICH IS
BBIOpaHHOTO Bamu 00bekTa aBTOMaTH3AINN

22 | IIK-15-B3 22. INoaroroBsTe MmiaH-TpaduK Iepexoga Ha DIIEKTPOHHBIH JOKYMEHTOOOOPOT
JUTsl BEIOpaHHOro Bamu 00beKTa aBTOMaTH3AITNH

23 | [IK-15-B4 23. [loaroroBbTe MpoOrpaMMy OOYYEHHS Ul KIFOYEBBIX IPYIII IOJb30BaTEICH
IpH TEpeXxojie Ha JJIEKTPOHHBIH JTOKYMEHTOOOOpOT Juisi BbIOpaHHOrO Bamu
00BEKTa aBTOMATH3AINN

24 | IIK-15-B4 24. Vcmonmp3yiiTe mporpaMMHBIE M TEXHHYECKHE CpPEACTBa IS OQOpMIICHHS
OTYeTa MO0 MPOEKTY JUIA BEIOpaHHOro BaMu 00beKTa aBTOMaTH3AINU

7. ®OHJ] OLIEHOYHBIX CPEJCTB JUUISI TPOBEJEHUS TEKYIIETO
KOHTPOJISI U TPOMEKYTOUYHOM ATTECTALIMY OBYYAIOLIUXCS IO
JTUCHUILIMHE (MOAY.JIIO)

7.1. CpenctBa olleHUBaHUA B XOJI€ TEKYIIETO KOHTPOJIS:

- MHUCHMEHHBIE KpaTKHe OMpPOCHl B XOJI¢ AyAUTOPHBIX 3aHATUN HAa 3HAHUE KaTeropui
y4eOHOU TUCIUILITUHBL;

- 33IaHUA U YIIPAKHEHU S, PEKOMEHIOBaHHbIE /TSl CAMOCTOSITENIbHOU paboThI;

- MpakTU4eckas padora.

7.2. ®OC 151 TEKYIIEro KOHTPOJIA:

Kon
Ne pesysbrara DOC Texymero KOHTPOIs
00y4eHust

[1K-15-31 | 3anmanwme 1 anst mpuoOpeTeHus, 3aKpelieHns U yriayOaeHusl 3HaHui u3 1. 6.1

[1K-15-31 | 3anmanwme 2 amsi npuoOpeTeHus, 3aKpelieHns U YrayOaeHust 3HaHui u3 1. 6.1

[1K-15-32 | 3apmanme 3 anst npuoOpeTeHus, 3aKpeyieHns U YrayOaeHust 3HaHud u3 1. 6.1

AIWIN(F

[1K-15-32 | 3ananwme 4 as npuoOpeTeHus, 3aKpeluieHus U yriayOaeHusl 3HaHui u3 1. 6.1




5 [1K-15-33 | 3apmanwme 5 st mpuoOpeTeHus, 3aKperyieHns U YrayoaeHust 3HaHu| u3 1. 6.1

6 [1K-15-33 | 3apmanwue 6 anst mpuoOpeTeHus, 3aKperyieHns U YrayoaeHust 3HaHui u3 1. 6.1

7 [1K-15-34 | 3apmanwme 7 anst npuoOpeTeHus, 3aKpeIuieHus U YrayOaeHusl 3HaHui U3 1. 6.1

8 [1K-15-34 | 3apmanwue 8 anst mpuoOpeTeHus, 3aKpenyieHus U YrayoaeHust 3HaHui u3 1. 6.1

HUe 9 HampaBJCHHOE H MHUPOBaHHUE T WOHATBHBIX YMEHUH M3 II.

9 MK-15-Y ] gazzla ¢ 9 HampaBlieHHOEe Ha (opMHpoBaHUE MpodeccuoHa yMme 3

10 MK-15-Y1 2azzlaﬂme 10 nanpaBieHHOe Ha OpPMUPOBAHHE MPOPECCHOHATBFHBIX YMEHUH U3 II.

11 MK-15-Y2 232IlaHI/IC 11 nanpaBnenHoe Ha GpopMuUpoBaHUEe NPOPEeCCHOHATHLHBIX YMEHUH U3 TI.

12 K-15-Y2 gaZILaHI/IC 12 nanpasienHoe Ha GpopMUpoBaHUE PO(PECCHOHATBLHBIX YMEHUH U3 TI.

13 MK-15-Y3 2aéllaHI/Ie 13 HanpaBieHHOEe Ha OpPMUpPOBaHHE TPOPECCHOHATBHBIX YMEHUH U3 II.

14 MK-15-V3 gaéuaHI/Ie 14 nanpasieHHoe Ha GpopMUpOBaHUE POPECCHOHATLHBIX YMEHUH U3 TI.

15 K-15-V4 2aéllaHI/Ie 15 nanpasieHHoe Ha GpopMUpoBaHUEe NPOPECCHOHATBLHBIX YMEHUH U3 TI.

16 K-15-V4 gazzlaHHe 16 nanpasiieHHOe Ha popMUpOBaHUE POPECCHOHATLHBIX YMEHUH U3 TI.

17 K-15-B1 3a11aHI/Iev 17 wnampaBnenHoe Ha (QopMUpoBaHHE NPO(ECCHOHATHHBIX HABBIKOB,
BIAJEHNN U3 11. 6.3.

18 K-15-B1 3a11aHI/Iev 18 wnampaBieHHOoe Ha (QopMUpoBaHHE NPO(ECCHOHATHHBIX HABBHIKOB,
BJIAJEHNN U3 11. 6.3.

19 K-15-B2 3a11aH1/1ev 19 HampapiieHHOe Ha (QOpPMHpPOBaHHME MPO(PECCHOHATBHBIX HABBIKOB,
BJIAJCHUN U3 1. 6.3.

20 K-15-B2 3a11aHI/Iev20 HampaBjicHHOe Ha (opMupoBaHHE MPO(ECCHOHANIBHBIX HaBBIKOB,
BJIAJEHUN U3 1. 6.3.

21 TK-15-B3 3a11aH1/1ev21 HaIpaBjeHHOS Ha (GOpMHpPOBaHHE MNPO(ECCHOHATBHBIX HABBIKOB,
BJIAJEHUN U3 1. 6.3.

29 TK-15-B3 3a11aHI/Iev22 HampaBjicHHOe Ha (opMupoBaHHE MPO(ECCHOHANIBHBIX HaBBIKOB,
BJIAJECHUN 13 1. 6.3.

23 K-15-B4 3az[aHI/Iev23 HampaBJIcHHOEe Ha (opMHpOBaHWE MPOQPECCHOHATBHBIX HAaBBIKOB,
BJIAJECHUN 13 1. 6.3.

24 K-15-B4 3az[aHI/Iev24 HampaBJIcHHOE Ha (HopMHpOBaHWE MPOQPECCHOHATBFHBIX HAaBBIKOB,
BJIAJCHUN 13 1. 6.3.

7.3 @OC nns mpOMEKYTOUHOM aTTECTalUu:
3agaHud IS OLIEHKU 3HAHUH.
Kon
No pe3ynbrara 3aganus
o0y4YeHus

1 I1K-15-31 | Bompocs! k 3auery 1-10
1. JIokyMeHT, ero poib U (YHKIUH B yIPABICHYECKON JESATEILHOCTH.
2. FOpuaunueckas cuia 1 3HaYUMOCTb TOKYMEHTA.
3. JlokymeHTHpOBaHHAs HH(POPMAIUS U €€ HOCUTEIH.
4. Cpencrsa u crioco0bl JOKYMEHTHPOBAHUSI.
5. Kiaccudukarnust JOKyMEHTOB 110 Pa3IHYHBIM PH3HAKAM.

2 T1K-15-31 6. PekBU3UTHBIN COCTaB OCHOBHBIX BUJIOB TOKYMEHTOB.

7. TpeboBanus K 0hOPMIICHUIO JOKYMEHTOB M OJIAHKOB.

8. JlokyMeHTOOOOpOT H JOKYMEHTONOTOKH OpraHM3alnud (BHEIIHUE W
BHYTpEHHHE), CAMHULIBI H3MEPEHUS U MTapaMeTPbl

9. HoKyMeHT0000pOT U TOKYMEHTOIOTOKH, UX XapaKTEPHUCTUKH.

10. IIponenypsl 06pabOTKK BXOASMIMX TOKYMEHTOB.




I1K-15-32

Bompocs! k 3auery 11-20

11. TIpouenypst 06pabOTKN UCXOASIIMX JOKYMEHTOB.

12. TIpouenypsl 06pabOTKH BHYTPEHHHUX TOKYMEHTOB.

13. Opranumzanusi WCHONHEHHWS JOKYMEHTa M KOHTPOJb  HCIIONHEHUSI.
CornacoBaHue 1 TOANMCAHNE TOKYMEHTOB.

14. PaGota ¢ oOpateHusIMu rpaxiaH U I0PUIUYECKUX JIHIL

15. Opranusanys onepaTuBHOIO XpaHEeHUs JOKyMeHToB. HoMeHnkmnartypa aen.

[K-15-32 16. DnekTpoHHBI HOKyMeHT00OOpOT. (OCHOBHBIE JTambl mepexoga K
AJIEKTPOHHOMY JIOKYMEHTO00O0pOTY.
17. Llenu 1 3a1a4u 3JEKTPOHHOIO JOKYMEHTO000pOTa
18. TIpuHIUIIBI AIEKTPOHHOTO JOKYMEHTO000pOTa
19. DnekTpoHHas TMOANUCH, €€ 3HAYEHHE M PEeKBU3UTHL. FOpuamdeckas cuiia
OJICKTPOHHBIX TOKYMECHTOB.
20. OTnYuTENbHBIE CBOMCTBA 3JEKTPOHHBIX JOKYMEHTOB.
I1K-15-33 | Bompocs! k 3auery 21-30
21. KonBepTarysi 1 MUTpaIys 3JeKTPOHHBIX JOKYMEHTOB.
22. DNEeKTPOHHBIN TOKYMEHT. MeTalaHHbIe JIEKTPOHHBIX TOKYMEHTOB.
23. Haznayenue u (QyHKOMM WHPOPMAIMOHHBIX CHCTEM 3JIEKTPOHHOTO
JIOKYMEHTO0000poTa.
24. KoMITOHEHTHI W CBOWCTBa HMH(OPMAIMOHHBIX CHCTEM 3JIEKTPOHHOTO
JIOKYMEHT0000poTa.
25. Mecto 1 poib HH(POPMAIIMOHHOW CHCTEMBI 3JIEKTPOHHOTO JOKYMEHT0000pOoTa
B HHPOPMAIIMOHHOM CHCTEME OpTaHUu3aIN
26. OcHOBHBIE LIENH U 33J]la4d MPoBeaeHus oocienoBannd. OnpeneneHue rpaHull
ITK-15-33 MPOEKTA.
27. BO3MOXHBIE METOABI W CIIOCOOBI TIPOBEIECHUS OOCIICMOBAHUS CHCTEMBI
JOKYMEHTO000pOTa OpraHU3alluK
28.  JIoOKyMEHTHpOBAaHHE  pE3YIbTATOB  TPOBEACHHOTO  OOCIICIOBAHMSL.
Pexomennanum k coepkaHuio 1 0QPOPMIIEHHUIO IOKYMEHTOB.
29. PermameHTanmms mepexoia OObEKTa aBTOMATH3AIMHM K paboTe C CHCTEMOM
3JIEKTPOHHOT'0 JOKYMEHTO000pOTa
30. Knaccudukanms TpeOOBaHWH K CO3MaHWI0O W (YHKIIMOHHUPOBAHHUIO
HH(GOPMALMOHHON CHCTEMBl YIPaBIECHHUS IOKYMEHTOOOOPOTOM B OpraHU3ALMH.
[oaxons! K MX (HOPMHUPOBAHUIO
I1K-15-34 | Bompocs! k 3adery 31-40
31. IlomroroBka u oQopMIEHHE TEXHUYECKOTO 3aJaHusl Ha CO3JaHUE U
(yHKLIMOHUPOBAHUE MH(OPMAaLMOHHON CHCTEMBI yIIpaBJICHUS
JOKYMEHTOOOOPOTOM B OpraHU3ALNH
32. llogroroBka u odopMiIeHHEe TPOrpaMMbl W METOAWKH HCIBITAHUI
UH(OPMALTMOHHON CHCTEMBI AJIEKTPOHHOTO JIOKYMEHTO000pOTa Ha MPeNIpUsITHH
33. IloxroroBka u oopmIIeHHE O CHUTEIFHONW 3aMUCKH 10 TIPOSKTY BHEAPEHUS
HUH(OPMALMOHHON CHCTEMBI JJIEKTPOHHOI'O JOKYMEHTO000POTa Ha MPeNIpUsITHH
34. TpeOoBaHUS K COIEPKAHHUIO JOKYMEHTOB, pa3padaThlBaeMbIX MPHU CO3IAHUU
ABTOMAaTHU3UPOBAHHBIX CHCTEM (METOJMYECKHE YKa3aHHU)
35. Paznmuunble mOAXOnmel K OGOPMIICHHIO TEXHWYECKOH MOKYMEHTAIUH II0
[IK-15-34 | MPOCKTaM WHGOPMAIIMOHHBIX CHUCTEM YIpAaBJIEHUS JOKyMEHTOOOOpOTa B

3aBHCHUMOCTHU OT TpeOOBaHMI OpraHn3alH-3aKa3uiKa

36. [IpyHIMIIBI KAHOHMYECKOTI'0 M TUIIOBOTO HMPOEKTUPOBAHMS MH()OPMAIMOHHBIX
CHCTEM YIPaBJICHUS JOKyMEHTOOOOPOTOM.

37. Meroquka ajanTaludy TUIIOBOM HMH(GOPMALMOHHONM CUCTEMBI YHPAaBJICHUS
JOKYMEHTOOOOPOTOM I0J1 33JJaHHbIE TapaMeTPhI

38. HopmaTuBHO-TIpaBOBBIE JTOKYMEHTBI, pETYIUPYIOLINE IUIAHUPOBAHUE U
OpraHu3alvi0  pa3pabdoTku  MH()OPMAILMOHHBIX  CHCTEM  3JIEKTPOHHOIO
JOKyMEHTO000pOTA.

39. Pa3nuuHble METONONOIMH CO3JAaHUS M NPOEKTHUPOBAHUS MH()OPMAIIMOHHBIX
CHCTEM YIpaBJICHHUs JOKYMEHTOO00POTOM

40. TpeOGoBaHMSI K COCTaBJICHUIO JOKYMEHTOB, pa3padaTblBaeMbIX B paMKax




| McronHenus TexHO-paboUEro MPOEKTa o OrOBOPY.

3anaHus Ui OLICHKH YMEHUI.

Kon
No pe3ynbTaTa 3aganus
o0y4eHust
B kauyectBe (OHIOB OICHOYHBIX CPEACTB Ul OLIEHKH YMEHHUH 0O0ydaromierocs
1 TIK-15-VY1 UCHOJB3YIOTCA 3alaHue 9, pPEKOMEHIOBAaHHOE JJIsi BBIMOJHEHUS B  YacChl
CaMoCTOsITeNbHOM paboThl (pa3zaen 6.2).
B kauyectBe (OHIOB OICHOYHBIX CPEACTB Ui OLECHKH YMEHHI 00ydaromierocs
2 TIK-15-VY1 UCHOJB3ylOTCs 3afanue 10, pPEKOMEHJOBAaHHOE [UIS BBINOJHEHHS B YacChl
CaMoCTOSITENbHOM paboThl (pazzaen 6.2).
B kauectBe (OHIOB OIEHOYHBIX CPEJCTB JUIs OLIEHKH YMEHHUI 00ydaromierocs
3 IIK-15-Y2 | ucnonme3ytorcs 3amanue 11, pEeKOMEHIIOBAaHHOE IS BBHIIOJTHEHHS B Yachl
CaMoCTOSITENbHOM paboThl (pa3zaen 6.2).
B kauectBe (OHIOB OIEHOYHBIX CPEJCTB JUIs OLIEHKH YMEHHUI 00ydaromierocs
4 T1K-15-VY2 UCIIONB3YIOTCST 3aJaHne 12, PEKOMEHJIOBAHHOE [UIsI BBIIOJHEHUS B Yachl
CaMoCTOSITENbHOM paboThI (pa3zaen 6.2).
B kauectBe (OHIOB OIEHOYHBIX CPENCTB JUISl OIICHKH yYMEHHUH O00ydYaromierocs
5 IIK-15-Y3 | ucnome3yrorcs 3amanue 13, pEeKOMEHIIOBAaHHOE IS BBHITIOJHEHHS B Yachl
CaMOCTOSATENbHOM paboThI (pazzen 6.2).
B kauectBe (OHIOB OIEHOUHBIX CPEJCTB JUI OLIEHKH YMEHHUI 00ydaromierocs
6 IIK-15-Y3 | ucnonme3ytorcs 3amanue 14, pPEKOMEHIOBAHHOE JUIS BBIIOJHEHWS B Yachl
CaMOCTOSATENbHOM paboThI (pazzen 6.2).
B kauectBe (OHIOB OICHOUHBIX CPEJCTB JUIS OLIEHKH YMEHHUI 00ydaromierocs
7 IIK-15-Y4 | ucnonme3yrorcs 3amaHue 15, pPEKOMEHIIOBAaHHOE IS BBHIIOJTHEHHS B  Yachl
CaMOCTOSTEIHHOM paboTHI (pasmen 6.2).
B kauectBe (OHIOB OICHOUHBIX CPEJCTB JUIS OLIEHKH YMEHHUI 00ydaromierocs
8 IIK-15-Y4 | ucnonme3yrorcs 3amaHue 16, pPEKOMEHIIOBAaHHOE IS BBHIIOJTHEHHS B Yachl
CaMOCTOSITEIHHOM paboTHI (pasmen 6.2).
3anaHusi, HapaBJICHHBIE HA (OPMHUPOBAHUE MPOPECCHOHATBHBIX HABBIKOB, BIIAICHUM.
Kon
No pe3ynbTaTa 3amaHus
o0y4YeHwms
B xavecTBe ()OHIOB OIEHOYHBIX CPENICTB JJISl OIIEHKH HABBIKOB, BIIAJICHUM, OIBITA
1 [IK-15-B1 | mesrenpHOCTH OOydaroIerocs: NCoiabp3yeTcs 3aganue 17, peKkoMeHI0BaHHOE s
BBITIOJTHEHHUS B YaChl CAMOCTOSTENbHON paboThI (pa3men 6.3).
B xavecTBe ()OHIOB OIEHOYHBIX CPENICTB ISl OIIEHKH HABBIKOB, BIIAJICHUM, OIBITA
2 [IK-15-B1 | mesrenpHOCTH OOydYaromIerocst NCoiab3yeTcs 3ananue 18, pekoMeH0BaHHOE IS
BBITIOJTHEHHUS B YaChl CAMOCTOSTENbHON paboThI (pa3men 6.3).
B xavecTBe ()OHOB OIEHOYHBIX CPENICTB ISl OLIEHKH HABBIKOB, BIIAJICHH, OITBITA
3 [IK-15-B2 | mesrenpHOCTH OOydYaroIIerocst NCoab3yeTcs 3ananue 19, pekoMeH0BaHHOe IS
BBITIOJTHEHHUS B YaChl CAMOCTOSTEIbHON paboThI (pa3men 6.3).
B xavecTBe ()OHIOB OIEHOYHBIX CPENICTB JISl OIIEHKN HABBIKOB, BIIAJICHUM, OIBITA
4 T[1K-15-B2 NeSITETHHOCTH 00YJaroIerocsi UCronb3yercs 3aganue 20, peKoOMeH0BaHHOE /IS
BBITIOJTHEHHUS B YaChl CAMOCTOSTEIbHON paboThI (pa3men 6.3).
B xavecTBe ()OHIOB OIEHOYHBIX CPENICTB JJIsl OIIEHKH HABBIKOB, BIIAJICHUM, OIBITA
5 T1K-15-B3 JeSITETbHOCTH 00YYaroIerocsi NCIoib3yeTcs 3aganue 21, pekoMeH10BaHHOe IS
BBITIOJTHEHHUS B YaChl CAMOCTOSTEIbHON paboThI (pa3men 6.3).
B xavecTBe ()OHIOB OIECHOYHBIX CPENICTB JJIsl OIIEHKM HABBIKOB, BJIAJICHUM, OIBITA
6 [IK-15-B3 | gesrensHOCTH 00Yy4YaloLIerocsl UCHONb3YyeTCs 3alaHue 22, PEKOMEH0BaHHOE JUIS
BBITIOJTHEHHUS B YaChl CAMOCTOSITEIIbHON paboTHI (pazjen 6.3).
7 K-15-B4 B xavecTBe ()OHIOB OIECHOYHBIX CPENICTB JJIsl OILIEHKM HABBIKOB, BIIAJICHUM, OIBITA

ACATCIIbHOCTH 06yan0Luer00ﬂ HCIOJIB3YCTCA 3aJaHUC 23, PCKOMCHAOBAHHOC IJIA




BBITIOJTHCHUS B YaChl CAMOCTOSTEIbHON paboThI (pa3men 6.3).

B kauecTBe (hOHIOB OICHOYHBIX CPEICTB ISl OIICHKA HABBIKOB, BJIAJICHUIA, OITbITA
8 [IK-15-B4 | mesatenbHOCTH OOY4YArOIIErocsl UCHOIb3yeTcs 3aaaHue 24, peKOMEHI0BaHHOE JIIs
BBITIOJTHCHUS B YaChl CAMOCTOSTEIbHON paboThI (pazmen 6.3).

8. IEPEYEHb OCHOBHOM U JONIOJIHUTEJBbHOM YYEBHON
JIATEPATYPBI, HEOBXOJIUMOM JJIs1 OCBOEHUS JUCIHUIIJIAHBI (MOLY.JISI)

a) OCHOBHasl IuTeparypa:

1. banmuu K. B. MadopManinoHHbIe CHCTEMBI B SKOHOMHKE: YUeOHUK. — 9-¢ u31., cTep.
/ K.B. banaun, B.b. YTkun. - Mocksa : Jlamkos 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 : KpeatuBnas sxonomuka, 2011. - 180 c. - ISBN 978-5-91292-
045-5. - URL.: https://ibooks.ru/bookshelf/333451/reading. - TekcT: 371€KTPOHHBIA.

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

0) TOTIOJIHUTEIbHAS JTUTEPATYpa:

1. Kapmunckuit A.M. HHpOpMammoHHBIE CHCTEeMBI B JSKOHOMHUKe: B 2-x u. Y.2.
[Ipaktuka wucnoss3oBanus / A.M. Kapmuuckuii, b.B. UepHukoB. - MockBa : ®UHAHCH H
CTaTHCTHKA, 2006. - 240 c. - ISBN 5-279-03049-X. - URL.:
https://ibooks.ru/bookshelf/354936/reading. - TekcT: 3JEKTPOHHBIIA.

2. Kynsies H. H. KonduaenmuanpHoe AeI0TPOU3BOACTBO U 3aAIIMIIECHHBINA dJIEKTPOHHBIN
nokymentoobopot: yueonuk / H.H. Kynses. - 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 CBOBOJHO
PACITPOCTPAHAEMOI'O ITPOI'PAMMHOI'O OBECIIEYEHMU S,
UCHOJb3YEMOI'O ITPU U3YUEHUU YUEBHOM IUCLUILIIMHBI

IIpy wu3ydyeHum y4yeOHOM MUCHMIUIMHBI (B TOM 4HCI€ B HUHTEPAKTUBHON Qopme)
NPEAIoIaraeTcsi TPUMEHEHWE COBPEMEHHBIX HWH(QOPMAIMOHHBIX TexHoJoruid. Kommiekr
IPOrpaMMHOTO 0OecTIeueH s ISl MX UCTIOJIb30BaHUS BKIIIOYAET B ceOsl:

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

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

ANIEKTPOHHYIO OMOINOTEeUHYIO cucTeMy ibooks.ru.




Jns noctyna K yaeOHOMY IJIaHy M pe3yJbTaTaM OCBOCHUS JAUCIUILIMHBI, ()OPMUPOBAHUS
[Toprdonmo obyuarormerocs: ucnoiab3dyercs JIndHbIil kKaOUHET CTyAeHTa (OH-JIAH JOCTYI Yepe3
cetb Murtepuer). Jns oOecmeyenuss noctyna oOy4alOUUXCs BO BHEY4eOHOE BpeMs K
AJIEKTPOHHBIM 00pa30BaTEIbHBIM pecypcaM y4eOHOH IUCHMIUIMHBL, a TaKXKe I CTYACHTOB,
O6yT-IaIOHII/IXC$I C MPUMCHCHUCM JUCTAHIITMOHHBIX O6pa3OBaTCJII)HI)IX TCXHOHOFHﬁ, HCIIOJIB3YCTCA
nopTa 31eKTpoHHOTO 00yueHust Ha 6a3e C/1O Moodle (on-naiin goctym yepe3 cets MHTEpHET).

10. IEPEYHEHb PECYPCOB UH®OPMAILIMOHHO-
TEJJEKOMMYHUKAIIMOHHON CETU «MHTEPHET», HEOBXOJUMBIX JIJIS
OCBOEHMS JUCHHUIIJIMHBI

https://cyberleninka.ru/ Hayunas snexrponnas 6ubnmuoteka «k KUBEPJIEHHKA»
https://elibrary.ru/ Hayunas snexktponHas OubimnoTeka myoaukaui
https://ibooks.ru/ DnekTpoHHas 6uOIMOTEYHAS CUCTeMa «KAHOYKC»

11. OBYYEHUE UHBAJINIOB U JINLl C OT'PAHUYEHHBIMU
BO3MOXHOCTAMU 310POBbS

N3yuenne y4eOHOW MUCIMIUIMHBI OOYYAIONIUMUCS HWHBAIUAAMH W JIHIAMU  C
OTPaHUYCHHBIMH BO3MOKHOCTSIMH 3JIOPOBBSI OCYIIECTBISIETCS B COOTBETCTBHH ¢ llpmkazom
MunucrtepctBa obpazoBanus u Hayku P®D ot 9 HosOpst 2015 1. Ne 1309 «O6 yrBepxkacHUN
[Topsinka obecnieueHus] YCIOBUN JTOCTYITHOCTH ISl MHBAIUIOB OOBEKTOB U TPEIOCTABIISIEMBIX
ycryr B chepe oOpazoBaHHs, a TaKKE OKa3aHWsA WM IPU ITOM HEOOXOAMMOM moMomm» (c
W3MCHEHHMSIMA U JIOTIOJHCHUSAMH), METOINYeCKUMU PEKOMEHAAIMSIMH [0 OpraHU3aluu
o0Opa3oBaTelIbHOTO Tporecca sl OOydeHHs WHBAIUAOB M JIMI C OTPAaHHMYCHHBIMH
BO3MOJKHOCTSIMHU 37I0pPOBBSI B 00pa30BaTEIbHBIX OPraHU3alUAX BBICIIETO OOpa3oBaHHs, B TOM
YHCe OCHAIIEHHOCTH O00pa3oBaTeIbHOTO TMpOIecca, YTBEPKACHHBIMH MUHHCTEPCTBOM
ob6pazoBanus u Hayku PO 08.04.2014r. Ne AK-44/058H.

Jluma ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMH 3JIOPOBbS M WHBAIUABI 00CCIICYUBAIOTCS
AIIEKTPOHHBIMU 00pPa30BaTEIBHBIMH PECYPCAMH, AIAITHPOBAHHBIMU K COCTOSIHUIO UX 37I0POBBSI.

[IpenocrarieHne cHeNMaIbHBIX TEXHUYECKUX CPEICTB OOYYCHHS KOJUICKTMBHOTO U
WHMBHUIYAIBHOTO TIOJIB30BaHUS, TMMOAOOP © pa3paboTka y4eOHBIX MAaTEpHaIOB IS
00y4arIuXxcs ¢ OrPaHUYCHHBIMU BO3MOYKHOCTSIMU 3JI0POBbSI IPOU3BOIUTCS MPETIOIaBaATEIIIMU
C YYeTOM WHIUBHAYaJIbHBIX ICUXO(PHU3UOJOTHUYECKIMX OCOOCHHOCTEH OOydYaromuxcs u
cnenuduKy mpreMa-rnepeaadn ydyeOHoi nHbopMaIil Ha OCHOBAaHUH MPOCHOBI, BHIPAKEHHOU B
nucbMeHHOU opme.

C oOyyaromumucs Mo HMHIMBUIYANbHOMY IUIAHY WM HHAWBHUIYaTbHOMY TpaduKy
MIPOBOIATCS] MHIMBUyaIbHbBIE 3aHATHS U KOHCYIbTAIIUU.

12. ONMCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bI,
HEOBXOJUMOIM JJIsS1 OCYIECTBJEHHUSI OBPA30BATEJIBHOI'O MTPOLIECCA
MO JUCHUILIMHE (MOY.JIIO)

VYuebHast AMCLUIUIMHA pealu3yeTcs B ayauTopuu 329.



OdopynoBanmue:

VYuebnass meOenb: pabouee MECTO IMpenoaaBaTesisi — CTOJ, CTyl;, ydeOHble mecTa JUis
o0yyJaromuxcs — MapThl, CTYNbS; JOCKA.

Texnnyeckue cpeacTBa 00y4eHus:

[lepenocHoe MybTUMEAMIHOE 000PYIOBAHHE:

HoytOyk, ¢ BbIX010M B ceThb HTEpPHET U C JOCTYIIOM B 3JIEKTPOHHO-HH()OPMAIIHOHHYIO
Cpeay MHCTHUTYTa, IPOEKTOP, SKPaH JEeMOHCTPAIIMOHHBIMH.

Jnsi mpoBeneHHs 3aHATHH CEMHHAPCKOTO THIIA, J1a0OpaTOpHBIX paboT, TEKYLIETOo
KOHTPOJISI U HpOMe)KYTOIIHOI;'I arTeCTalluin U WHAWBUAYAJIbHBIX KOHCYJ’IBTaHI/If/'I HCIIOJIB3YCTCHA
aynuropus 310.

OobopynoBanmue:

VYyeOnas meOenb: pabodee MECTO MpenojaBaTess — CTOJI, CTyJ; ydeOHble MecTa Jyis
00yYaromuxcst — MapThl, CTYIbS; JOCKA.

Texnnyeckue cpeacTBa 00y4eHusi:

[lepenocHoe MybTHUMEANITHOE 000PYIOBAHHE:

Hoyt0yk, ¢ BbIxo0M B ceTh IHTEpPHET U ¢ AOCTYNOM B 3J€KTPOHHO-UH()OPMALIMOHHYIO
Cpely MHCTUTYTa, TPOEKTOP, IKpaH JEMOHCTPAIIUMOHHBIN.

Jljig caMoCTOSATebHON pabOThl CTYJICHTOB M HAaIlMCAHUS KYPCOBBIX PabOT HCIOJIb3YETCS
aynuropus 314.

OobopynoBanue:

VYyebnass mebenb: pabodyee MeCTO MperojaBaTelss — CTOJ, CTYN;, y4eOHbIe MecTa s
oOyuarouuxcs — napThl, CTYJIbs; JOCKA; KOHIUIIMOHED.

TexHuuyeckue cpeacTBa 00y4eHHs :

[TepenocHoe MynbTUMEAMITHOE 00OOPYAOBaHUE:!

Hoyt0yk, ¢ BbIxo0M B ceTh HTEpPHET U € HOCTYIIOM B 3JIEKTPOHHO-UH()OPMALIMOHHYIO
Cpely UHCTUTYTa, POEKTOP, IKpaH JEMOHCTPALIMOHHBIH.



[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



	c) входящие, исходящие, внутренние документы
	d) количество документов, поступивших в организацию и созданных ею в течение определенного периода времени, как правило, года
	b) формирование и накопление базы электронных документов
	c) достоверность
	c) миграция
	b) о невыполнении договора поставки от 12.08.2005 № 45/67
	c) приложение: на 3 л. в 1 экз
	b) «Подготовить ответ до 25.10.2003»
	a) Выдать ему полномочия «Администратор»
	b) Настройка и администрирование
	b) Делегирование прав
	c) Никаких
	b) Полномочия
	c) Удаление устаревших прав доступа
	c. Да, если в настройках приложения установлен флажок «Для подпапок» в настройках доступа родительской папки

		2023-09-20T17:51:49+0300
	АНО ВО "КИФЭИ"




