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1. OBIIUE CBEAEHUA O AUCHUIIJIMHE

1.1. HammMeHoBaHHe AUCHUIIIMHBI

PabGouast mporpamMma IHCHMIUIMHBI «DJIEKTPOHHBIM JOKYMEHTOOOOPOT
OpraHu3alun» MpeIHa3HauYeHa Il 0aKalaBpoB (B TOM YHCIIE JUIsl HHKIFO3HBHOTO
oOpa30BaHUsS WHBAIMIOB W JIUI] C OTPAHMYCHHBIMUA BO3MOKHOCTSIMU 3J0POBBS),
oOyyarommxcsi o HarpalieHHi0 moarotoBku 46.03.02 «JlokymeHTOBeneHUE M
apXUBOBEJEHUE», NPOoPMIL MOATOTOBKU «JlOKyMeHTallMOHHOE oOecreueHue
yIpaBiieHUus», Ha Kadeape OHOIMOTEUHO-UHPOPMAITMOHHON I€ATEIIHHOCTH,
JOKYMECHTOBEJICHUS W  apXWUBOBEJACHUSA  XabapOBCKOTO  TIOCYAapCTBEHHOIO
WHCTUTYTa KYJBTYpPbl, B COOTBETCTBUM C ¢eaepaibHbIM TIOCyAapCTBEHHBIM
oOpa3oBaTeIbHBIM  CTAHJAPTOM  BBICIIETO OOpa30BaHUs, YTB. MPHUKA30M
MunncrepctBa o6pazoBanust u Hayku PO ot 06.03.2015 r. Ne 176.

1.2. MecTo IMCHUIIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOIrPaMMbl

JuciuminHa «OJEKTPOHHBIA JTOKYMEHTOOOOPOT OpraHu3aluiy SBIAETCS
JTUCIMIUTMHOW BapuaTuBHOM Yactu (010K b1.B.02).

Kypc onmpaercs Ha 3HaHMS, TOJYYEHHbIE B paMKax AUCHUIUIMH 0a30BOM
yacTtu («JlokyMeHnToBeneHuey, «OpraHuzanus U TEXHOJIOTUs JOKYMEHTALIHOHHOTO
obecnieueHus ynpasieHus», «Mupopmannonusie Texnonoruu B IOY u apxuBHOM
nene», «OJIEKTPOHHBIE apXWBB»), M MPOJOJDKAET pa3BUBaThb KOMIIETEHIUIO
oOyuaromuxcs Mo BIaJCHUIO 0a30BbIMU 3HAHUSIMH B 00JacTH MH()OPMAIIMOHHBIX
TEXHOJOTMM B JOKYMEHTAllMOHHOM OOECIEUEHUH YIPABIICHUS U apXUBHOM JIEJIe,
no3BoJiieT (opMHpOBaTH HaBBIK pabOTBI C COBPEMEHHBIMH CHCTEMaMU
JOKYMEHTAllMOHHOTO 0OecIiedeHMsl YIpaBJIeHHWs B OpraHuM3alud Ha 0Oaze
HOBEWIIINX TEXHOJOTHU.

1.3. Ileab ocBoOeHHUsI AMCIHUILINHBI
Lenp AMCHUIUIMHBI - POPMHUPOBAHUE Y CTYJEHTOB CUCTEMbI 3HAHUH, YMEHUI
W HaBBIKOB MO paboTe € COBPEMEHHBIMU CHUCTEMaMU HH(POPMALMOHHOTO U
TEXHUYECKOT0 00ecreyeHus: JOKyMEeHTO000poTa.

1.4. Ilnanupyembie pe3yabTaThbl 00y4eHHs N0 JUCHUILIHHE

Kon DopMyJIMPOBKA YpoBuu Ilnanupyemble pe3yJibTaThbl 00y4eHuUst
KOMIIeTEeHMH O0CBOEHHS
OIlIK-2 Bnanenue 6a3oBbiMu IToporoserit | MmeeT o01ue, HO HE CTPYKTYPUPOBAHHBIE 3HAHUS 00
3HaHUSAMH B 001aCTH YpOBEHB WH(POPMAIMOHHBIX TEXHOJIOTHSX.
HH(POPMAIMOHHBIX B nenom ycneniHoe, HO He CUCTEMaTHYECKU
TEXHOJIOTU I OCYILIECTBIIIEMOE YMEHHE UCIIOIE30BaTh HH()OPMAIIHOHHEIC

TEXHOJIOTHH.

B nenom ycnenisoe, HO He CUCTEMaTHYECKOE BIIaJICHHUE

HaBBIKaMH IPUMEHEHUsI HHPOPMAIMOHHBIX TEXHOJIOTHH.

Crannaptaeiii | ChopMupoBaHHbBIE, HO COJIEpKAIINE OT/IENbHbIE IPOOEIIBI
YPOBEHb 3HaHUSA 00 HHPOPMAIMOHHBIX TEXHOIOTHSX.

B nienom ycmenrsoe, HO cofepikaliee OTAeIbHBIE TPOOeIThI

YMEHHE UCIIOB30BaTh HHPOPMALMOHHBIE TEXHOIOTHH.

B nenom ycmenraoe, HO cofepikaliee oOTAeIbHBIE TPOOeIThI

BJIa/ICHUE HAaBBIKAMHU TIPUMEHEHHUS HH(OPMAIIMOHHBIX

TEXHOJIOTHIL.
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DTaTOHHBIA
YPOBCHB

CdopmupoBaHHBIE CUCTEMATHYECKHE 3HAHUS 00
WH(POPMAIMOHHBIX TEXHOJIOTHSX.

CdhopMupoBaHHOE CUCTEMATHYECKOE YMEHHUE UCIIOIb30BaTh
UH(POPMAIMOHHBIC TEXHOJIOTHH.

YcnenHoe v mMocieI0BaTeIbHOE BIaICHUE HABBIKAMHU
MPUMCHCHHS HHPOPMAIIMOHHBIX TEXHOJIOTHIA.

[1K-6

CnocobHoCTh
aHAIM3UPOBATH
CUTYAIUIO Ha PHIHKE
HHPOPMATMOHHBIX
MPOJIYKTOB U yCIYT,
JIaBaTh YKCIEPTHYIO
OLICHKY
COBPEMEHHBIM
cucTeMaM
3NIEKTPOHHOTO
JIOKYMEHT0000poTa
U BEJICHUS
3IIEKTPOHHOTO
apxuBa

IToporossrit
YPOBEHb

Nmeer oOmine, HO HE CTPYKTYPUPOBAaHHBIE 3HAHUS 00:
0COOCHHOCTSX ITPOBEICHHUS aHAM3a CUTYal[H Ha PhIHKE
CHCTEM 3JIEKTPOHHOTO JICIONPOU3BOJCTBA, (POPMHUPOBAHNUS
9KCTIEPTHOH OIIEHKH O COBPEMEHHBIX CHCTEMax
JIEKTPOHHOTO JOKyMEHTO000pOTA.

B nenom ycniemHoe, HO HE CHCTEMaTHIECKOE BIIa/ICHIE
YMEHHAMH IIPOBEJCHUS] OCHOBHBIX aHATTUTHYECKUX
MEpONPUATHH NPH U3YIECHUH PHIHKA CHCTEM 3JIEKTPOHHOTO
JIeTIOTIPOU3BO/ICTBA.

B nienom ycnemHoe, HO He CUCTeMaTHYECKOe BIaJCHUE
HaBBIKAMHM aHAJIM3a CUTyalluHd Ha PHIHKE HH(OOPMALIMOHHBIX
MIPOAYKTOB U YCIIYT, OCYILIECTBIATH SKCIEPTHYIO OLEHKY
COBPEMEHHBIM CHCTEMaM MIEKTPOHHOTO TOKYMEHTO000poTa
1 BEJICHUS JIEKTPOHHOTO apXHBa

CranpapTHbIf
YpOBEHB

CdopmupoBaHHBIE, HO COJIEpXKAIINE OT/IEIbHbBIE TIPOOEIIBI
3HaHMA 00: 0COOCHHOCTSIX MPOBEICHNS aHAIN3a CUTY ALK
Ha PBIHKE CHUCTEM 2JIEKTPOHHOTO JEIONPOU3BOICTBA,
(OopMHPOBaHUS SKCIIEPTHOM OIIEHKH O COBPEMEHHBIX
CHCTEMax 3JIEKTPOHHOTO JOKYMEHTO000pOTa

B nenom ycmiemHoe, HO coeprKaliee OTASIbHbBIE TPOOEITBI
BJIICHUSI aHAJIM3a CUTYAIlMY Ha PhIHKE HH(POPMAIIMOHHBIX
HPOAYKTOB U YCIYT, OCYIIECTBIATh 3KCIIEPTHYIO OLICHKY
COBPEMEHHBIM CHCTEMaM MIEKTPOHHOTO TOKYMEHTO000poTa
U BEJICHHsI JIEKTPOHHOT'0 apXHBa

ODTanoOHHLII
YPOBCHB

CdhopMupoBaHHbBIC CUCTEMATHUCCKUE 3HAHUA 00
TEOPETUYCCKHUX U METOAUICCKUX OCOOCHHOCTSIX
NPOBEICHUS aHAJIN3a CUTYallud Ha PHIHKE CUCTEM
ANEKTPOHHOT'O JEI0NPOU3BOICTBA (OPMUPOBAHUH
9KCIEPTHOM OIIEHKH COBPEMEHHBIM CHCTEMaM
JNEKTPOHHOTO JIOKyMEHTO000OpOTa

YcnenHoe 1 mocie/I0BaTelIbHOE BIIaJICHHE YMEHUSIMHE
[IPOBO/IUTH AHAIM3 PHIHKA CHCTEM 3JIEKTPOHHOIO
JIeTIONPOU3BOJICTBA, 1ABATh SKCIEPTHYIO OLEHKY
COBPEMEHHBIM CHCTEMAaM JJICKTPOHHOTO JIEJIOTIPOU3BOICTBA.
YcneuHoe 1 1ocie10BaTeIbHOE BIIaICHHE HABBIKAMU
aHaJM3a CUTYaI[MH HA PhIHKE HHPOPMAITHOHHBIX ITPOAYKTOB
U YCIIyT, OCYIIECTBIIATh DKCICPTHYIO OICHKY COBPEMEHHBIM
CHCTEMaM 3JIEKTPOHHOT'O JOKYyMEHTO000pOoTa U BEJICHUS
JJIEKTPOHHOT'O aPXHBA.

[1K-14

Biagenune
HaBBIKAMH
HCITOJIb30BaHUSA
KOMITBIOTEPHOU
TEXHHUKH U
HH(POPMAIMOHHBIX
TEXHOJIOTUH B
JIOKYMEHTAITMOHHOM
obecreueHun
YIpaBJICHUS U
aApXWBHOM JIeJIe

IToporosebrit
YPOBEHb

Hmeet oOuine, HO He CTPYKTYPHPOBAHHBIC 3HAHUS O
TEOPETUYECKUX U METOIMYECKUX aCIEKTaX MCIOJIb30BaHUS
KOMIIBIOTEPHOW TEXHUKU U HH(YOPMALIMOHHBIX TEXHOJIOTHIH
B JIOKyMCHTaIMOHHOM 00eCIIeYeHHH YIIPaBICHHUS

B 1enoMm ycnenisoe, HO He CHCTEMATHYECKOE BIaJICHHE
YMEHHSMH NTPUMEHSATh KOMITBIOTEPHYIO TEXHUKY U
HH(bOpMaHHOHHBIC TEXHOJIOTUU B JOKYMCHTAIITUOHHOM
00eCTedeHN N YIpaBICHUS

CraHmapTHBIH
YPOBEHb

CdopmupoBaHHbIe, HO COJIEpKAITNE OTACITbHBIEC TPOOEITBI
CTPYKTYPUPOBAHHBIE 3HAHUS O TEOPETUUECKUX U
METOANYCCKHUX ACIICKTaX HCIIOJb30BaHUS KOMHB}OTepHOﬁ
TEXHUKH ¥ HHPOPMAIMOHHBIX TEXHOJIOTHH B
JOKYMEHTAalTUOHHOM oGecnequI/m YHpaBJICHUA

B nenom ycrmienisoe, HO coaepikaiiee OTAeIbHBIC MPOOCITBI
BIIAJICHUS] YMCHUSMU MPUMEHATh KOMIBIOTCPHYIO TEXHUKY
¥ MH(POPMAITMOHHBIC TEXHOJIOTHH B TOKYMEHTAITUOHHOM
00eCIIeYCHUHN YIIPaBIICHUS.
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DTaTOHHBIA
YPOBCHB

CdopmupoBaHHBIE CUCTEMATHYECKUE 3HAHUS O
TEOPETUICCKUX M METOJMYCCKHUX aCIEKTaX MUCIIOJIb30BAHHUS
KOMIBIOTEPHON TEXHUKH U HH(OPMAIIMOHHBIX TEXHOJIOTUN
B JIOKYMCHTAI[MOHHOM O0ECIICUCHUH yIPABICHUS
YcnenrHoe u mMociaeIoBaTeIbHOE BIaICHHE YMECHUSIMH
MPUMEHSTh KOMIIBIOTEPHYIO TEXHUKY M HH(POPMAIMOHHBIC
TEXHOJIOTHH B JIOKYMCHTAIIHOHHOM 00eCIICUeCHUH
yIpaBICHUs

[K-15

CrocoOHOCTE
COBEPIICHCTBOBATH
TEXHOJIOTUHU
JIOKYMEHTAI[IOHHOTO
obecnieueHus
YIpaBICHUS U
apXMUBHOTO Jieia Ha
0a3e UCIIOJIb30BAHU
CpenCTB
aBTOMATU3ALUU

IToporoserit
YPOBEHB

Nmeet obmue, HO HE CTPYKTYPUPOBAHHbIE 3HAHUS O
TEXHOJIOTHH JOKYMEHTAIlHOHHOTO 00€CTIeYeHHA
YTPaBICHUS U ApXUBHOTO €A Ha 0a3e HCIOIb30BAHUS
CPEZCTB aBTOMATH3alNU

B nenom ycniemHoe, HO HE CHCTEMaTHIECKOE BIIa/ICHIE
YMEHHAMH pabOTHI ¢ TEXHOJIOTHEH TOKyMEHTALIOHHOTO
obecrieueHns yIpaBJIeHHs] 1 apXUBHOTO Jiesia Ha 0a3e
HCIOJIb30BaHUs CPEJICTB AaBTOMATU3AINH

CranpapTHbIi
yPOBEHb

CdhopMupoBaHHbIe, HO COACPIKAIINE OTACIbHBIC TPOOEITBI
3HAHUS O TEXHOJIOTUHU JIOKYMEHTAIIMOHHOTO 00CCIICUCHHUS
yIpaBJICHUs U apXUBHOTO Jieja Ha 0a3e MCIOJIb30BaHUs
CpEIICTB aBTOMAaTU3AINH

B nenom ycmeniHoe, HO coaepikaIiee OTACTbHBIC POOEITBI
BIIAJICHUS YMECHUSAMH pabOTHI ¢ TEXHOJIOTHEH
JOKYMEHTAITMOHHOTO O0ECIICUeHHUS YIIPaBICHUS 1
ApXUBHOTO JIeNia Ha 0a3e NCIOIh30BaHUs CPEIICTB
ABTOMATH3AIHN

OTanOHHBII
YpPOBEHB

CdhopMupoBaHHbBIE CHCTEMATHYECKHE 3HAHUS O
BO3MOXKHOCTSIX COBEPILICHCTBOBAHMUS TEXHOJIOTUU
JIOKYMEHTAIHOHHOTO 00CCIICUCHHUS YIIPABICHUS U
apXMBHOTO Jiefia Ha 0a3e MCII0Ib30BaHUs CPEICTB
aBTOMaTH3aluu

YcneuHoe 1 ocie10BaTeNIbHOE BiIaIcHHE YMEHUSIMH
COBCPUICHCTBOBATH TCXHOJIOTUU JOKYMCHTALITMOHHOT' O
o0ecrieyeHUs YIIPABICHHS U apXUBHOTO Jieia Ha 0ase
HCIIOJIb30BAHHS CPEJICTB ABTOMATH3AIINI

[K-16

Biagenune
MpaBUiIaMu
IKCILTyaTal|K
TEXHUYECKUX
CPE/CTB U
CIIOCOOHOCTELIO
HCIIOIL30BaTh
TEXHUUYECKUE
Cpe/ICTBa B
}:[OKyMeHTaL[I/IOHHOM
obecrieueHun
YIpaBICHUS U
ApXUBHOM JIelie

IToporoserit
YPOBEHb

Nmeer oOmmne, HO HE CTPYKTYPUPOBAHHbIE 3HAHUS O
MIPAaBUIIAX IKCITyaTallUU TEXHUYECKHX CPENICTB

B nenom ycnenisoe, Ho He CHCTEMaTHYECKOE BIIaJICHHUE
YMEHUSAMH HCHOJIb30BATh TEXHUYECKUE CPEJCTBA B
JOKyMEHTAI[MOHHOM 00€CIeYeHUH YIIPABICHNUS U apXHBHOM
Jene.

B nenom ycrnemHoe, HO He CHCTEMaTH4ECKOE BlIaJIeHHE
HaBBIKaMU OCYIIECTBICHHUS SKCIUTyaTallui TEXHUYECKIX
CPEICTB U HCIIOJIB30BAHNS TEXHUYECKUX CPE/ICTB B
JOKYMEHTAI[HOHHOM 00eCIIeYeHUH YIIPaBICHUS U apXHUBHOM
Jeine

CranmapTHbIH
YPOBEHBb

CdhopmMupoBaHHbIC, HO COACPIKAIINE OTACIbHBIC TPOOEIIBI
3HAHMS O MPABHJIAX IKCILTyaTA[MU TEXHUUECKUX CPEACTB
B 1ienom ycreniHoe, Ho cojiepKaiiee OT/aelIbHbIe TPOOeIbl
BJIAJICHUS] YMEHHSIMH HCIIOJIb30BaTh TEXHUUECKHE CPEJICTBA
B JIOKYMEHTAIIMOHHOM O0ECTIEUCHUH YIIPABICHHS 1
ApPXUBHOM JIeIIe

B nenom ycrmienisoe, HO coaepikaiiee OTAeIbHBIC MPOOCITBI
BJIAICHU HABBIKAMU OCYHICCTBJICHUA DKCILTyaTallun
TEXHUYCCKUX CPCIACTB U UCIIOJIb30BAHUA TEXHUICCKUX
Cp€aCTB B JOKYMCHTAITUOHHOM 06ecnequI/m YHOpaBJICHUA U
APXMBHOM JIeJIe

OTan0HHBII
YPOBEHB

CdopmupoBaHHBIE CUCTEMATHUECKHUE 3HAHUS O MPaBHIIAX
AKCITyaTallii TEXHUIECKUX CPEJICTB

YcnenrHoe u MociIe10BaTeNbHOE BIaICHHE YMEHUSIMHA
HCIOJIb30BaTh TEXHUYECKUE CPEJCTBA B TIOKYMEHTALIUOHHOM
00eCIIeYeHNN YIPaBICHUS U apXUBHOM JIeJIe

VYcnenHoe 1 nocyieoBaTesbHOe BJaIeHHE HaBbIKaMu
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OCYIIECTBIICHUA DKCIITyaTallu TEXHUYCCKUX CPEACTB U
HCIOJIb30BaHUSA TCXHUYCCKUX CPCACTB B
JAOKYMCHTAallTUOHHOM obecreueHnn YHOpaBJICHUA U apXUBHOM
ACIIC

[1K-18

Bnanenue
COBPEMCHHBIMU
cHCTEMaMu
nH(pOpPMaLMOHHOTO
M TEXHUYECKOTO
obecnieueHus
JOKYMEHTAITMOHHOTO
obecneueHus
yOpaBJIeHUS U
yIpaBJIeHUS
apXuBaMU

IToporoserit
YPOBEHb

Hmeet oOmine, HO HE CTPYKTYPUPOBAaHHBIE 3HAHUS O paboTe
C COBPEMEHHBIMHU CUCTEMaMU HH(POPMAIIMOHHOTO U
TEXHHYECKOT0 00eCHEeYEeHNUs JOKYMEHTAI[HIOHHOTO
obecrieueHuns yIpaBJIeHUS U YIIPaBICHUS apXUBaMU

B menom ycnenmsoe, HO He CHCTEMaTHYECKOE BIIaJCHIE
YMEHUSMH DPAOOTHI ¢ COBPEMEHHBIMHU CHCTEMaMH
WHPOPMAIMOHHOTO U TEXHHYECKOTO 00SCIICYSHNUS
JOKYMEHTAIIMOHHOTO 00eCIIeYeHNs! yIpaBIeHHS 1
yIIPaBIICHUSI apXUBAMH

CraHmapTHBIH
YpOBEHb

CdhopmupoBaHHEIE, HO COAEpIKAIINE OTACTHHBIE TPOOEITHI
3HaHUS O PabOTE C COBPEMEHHBIMH CHCTEMaMH
MH(OPMALMOHHOTO U TEXHUYECKOTO 00ecTieyeH s
JOKyMEHTAI[HOHHOTO 00eCIIeYeHUs yIPaBICHUS U
yIpaBJIEHUs apXHBaAMH

B nenom ycnennoe, HO cofepiKallee OTASIbHbIE TPOOEIbI
BJIaJICHUA YMCHUAMU pa6OTI)I C COBPCMCHHBIMU CUCTEMaMU
HH(OPMALMOHHOTO W TEXHHYECKOTO 00CCIICUCHHUS
JOKYMEHTALIMOHHOTO 00eCIICYeHNs! yIpaBIeHHS 1
yIIpaBJICHUsI apXUBAMH

OTanOHHBII
YpPOBEHB

CdopMHupoBaHHBIE CHCTEMAaTHYECKUE 3HAHUS O paboTe ¢
COBPEMCHHBIMH CHCTEMaMU HH()OPMALIHOHHOTO 1
TEXHUYECKOr0 00eCIICYeHNS JOKYMEHTAHOHHOTO
o0ecIIeueHHUs YIPABIICHHUS U YIIPABJICHUS apXUBAMH
VYecnenHoe 1 nociei0BaTeNbHOE BlIaJICHUEe YMEHUAMU
paboThI C COBPEMEHHBIMH CHCTEMaMH HH(POPMALIMOHHOTO 1
TEXHHUYECKOT0 00ECIEeYEeHHUS JOKYMEHTAI[IOHHOTO
obecrieueHus! YIpaBJIeHUs M YIPABICHHS apXUBaMU

I1K-29

Cnoco6HOCTh
HCIIOJIE30BATh
npaBuiIa
OpTaHW3aINH BCEX
9TaroB paboTHI ¢
JIOKYMEHTaMH, B TOM
YHCIIe apXUBHBIMH
JIOKYMEHTaMH

IToporossrit
YpOBEHb

Nmeer oOmine, HO HE CTPYKTYPUPOBAHHbBIE 3HAHUS O
IpaBUJIaX OpPraHU3alluy BCEX 3TAroB pabOTHI C
JIOKYMEHTaMH, B TOM YHCJIe apXUBHBIMU JOKYMEHTaMH.

B nenom ycrnemninoe, HO He CUCTEMaTHYECKH
OCYILECTBIISIEMOE YMEHHE UCIONB30BaTh IIPaBHIIA
OpTaHM3aIMN BCEX ITANOB pabOTHI C JOKyMEHTaMH, B TOM
4HCcIIe apXUBHBIMU JOKYMEHTaMu. B nenom ycnemsoe, HO
HE CHCTEMAaTUYECKH BJIaJICHUE HaBbIKAMH HCIOIb30BaHUS
MPaBUJI OPTaHU3AIMH BCEX ATAINIOB PabOTHI ¢ JOKYMEHTAMH,
B TOM YHCJIE ApXUBHBIMU IOKYMEHTaMH

CranmapTHbIH
YPOBEHb

CdopmupoBaHHbIe, HO COJIEpKaIUe OTAENbHbIE MPOOEIbI
3HAHUI O MPaBWIaX OPTaHU3AIMK BCEX 3TANOB PabOTHI C
JOKYMEHTaMH, B TOM YHCJIC apXUBHLBIMU JOKYMCHTaMU.

B 1nienom ycremHoe, HO coziepaKaiiee OT/IelIbHbIe TPOOeIbl
YMEHUE UCTIOJIL30BAaTh IpaBujia OpraHru3aluu BCEX 3TAIOB
paboThI C TOKYMEHTaMH, B TOM YHUCIIe apXUBHBIMH
JIOKyMEHTaMH.

B 1ienom ycreniHoe, Ho cojiepKaiiee OT/aelIbHbIe TPOOeIbl
BJIaJICHUE HABBIKAMHU HCIIOIBb30BAHMUS TPABUII OPraHU3aliuu
BCEX ATAINoB paboTHI ¢ JOKYMEHTaMH, B TOM YHUCIIE
APXUBHBIMH JOKYMCHTaMH.

OTanOHHBIN
YPOBEHB

CdhopMupoBaHHBIE CUCTEMAaTHYECKIE 3HAHUS O TIPaBHUIIAX
OpraHu3aIMK BCEX ITANOB PabOTHI C JOKYMEHTAMH, B TOM
YHUCJI€ apXUBHBIMU JJOKYMCHTAMMU.

CdopmMupoBaHHOE CUCTEMATHUECKOE YMEHUE HCIIOIb30BATh
MpaBujIa OPraHU3aIMK BCEX ITAMOB PabOTHI C JOKYMEHTAMH,
B TOM YHUCJIC apXUBHBIMH JOKYMCHTAMM.

YcneuHoe 1 1ocie10BaTeIbHOE BiaeHHe HABBIKAMHU
HCTIOJIB30BaHUS MPABIII OPTaHU3AIUN BCEX ITATIOB pa0OTHI C
JIOKYMCHTaMH, B TOM YHCJIC APXUBHBIMH JJOKYMCHTAMH.




2. OFBbEM N COAEP KAHUE JUCIHUIIJIMHbI

2.1. O0beM aTUCHUILTHHBI

Buj yue6Hoii padoThbl

[010]0)

390

Bcero
4acoB

CemecTphbl

Bcero Kype
4acoB

KonTakTHas padora (Bcero)

39 2-4

B TOM YHCJIC:

- nexyuu (J13)

18 2-4

- cemunapwl (C3)

- npaxmuyueckue (113)

18 2-4

- meaxoepynnosvie (MI13)

- unousudyanvivie (H3)

- epynnosoe koncyrvmuposanue (I)

- unouBUdyarvHoe Koncyromupoganue (M)

CamocTosiTeJIbHAasi paboTa CTy/aeHTa (BCero)

429 2-4

CPC

382

KOHTPOJIb

47 2-4

B TOM YHCJIC:

- 10020MOBKA KYPCOBOU pabonul

20 4

- meKyuwuil KOHmMpOoJib

- IPOMEIICYMOUHBLIL KOHMPONb (HOO20MOBKA K IK3AMEHY U
3ayemy)

27 2-4

Oodmast TpyA0eMKOCThb:
(Bcero 3a4. En./koa-Bo yacoB no ®I'0OC)

137468 2-4

Bua npome:XyTo4YHOI aTTecTanmu (3a4eT, IK3aMeH)

CeMeCTpbI:

Kypc:

3a4yem

IOK3AMEH

2,3,4

2.2. TemaTnuecKkum mjiaH

KoJj-Bo yacoB

KonrakTHas padora

CamocrosiTesbHast padoTa

CTYJE€HTOB

Ne HaumeHoBaHMe pa3aeioB U TeM
n/n (popMupyemMble KOMIIETEHIIUH)

Bcero yacos no
dIrocC
Bcero ayn.
4acoB

J3

3

Koncyabrauun
Ir.nm

Bcero yacos

CPC

KoHTpoab CPC

CPC Texy nmpome
i | AyTod
n HBIH

3HeKTpOHHLII>'I JAOKYMCHT, KaKk OCHOBa
JJICKTPOHHOI'O ,I[OKyMeHTOO60pOTa 9
(OIIK-2, ITK-14, TIK-15, TIK-18, TIK-
29)

©

Cucrema 3J1eKTPOHHOTO
JIOKyMEHTO0000pOTa OpraHU3aliH: 10 1
nonsitue (OI1K-2, ITIK-6, TTK-14, TIK-
15, TIK-16, ITK-18, TIK-29)

CucreMa dJIEKTPOHHOTO
JIOKYMEHTO000POTa OpraHnu3aIliuH:
3. npuHImnel padotsr (OIIK-2, TTK-6, 9
TIK-14, TIK-15, TIK-16, TTIK-18, TIK-
29)

Cucrema 3JIeKTPOHHOTO
JIOKyMEHTO000pOTa OpraHU3aIIH:
4. | obmue xapakrepuctuku (OIIK-2, 10 1
[K-6, IIK-14, I1K-15, TIK-16, TIK-
18, TIK-29)

5. | Cucrema 3JeKTpOHHOTO 10 1




JIOKYMEHTO000POTa OpraHn3aIliuH:
cBoiicta u 3agauu (OIIK-2, TTK-6,
TIK-14, IIK-15, TIK-16, TIK-18, I1K-
29)

Cucrema 3IIeKTPOHHOTO
JIOKYMEHTO000pOTa OpraHU3aIliH:
BUJIBI CHCTEM

(OIIK-2, IIK-6, T1K-14, TIK-15, TIK-
16, TIK-18, ITK-29)

Cucrema 3IIeKTpOHHOTO
JIOKyMEHTO000pOTa OpraHU3aIUH:
knaccu¢ukanun cucreM (OITK-2,
TIK-6, TIK-14, TIK-15, TIK-16, TTK-
18, I1K-29)

Hudposas (koMIbIOTEpHAS TEXHUKA)
NpHMeHsIeMasi B IIPOLIECCEe CO3aHuUs
1 pabOThl CUCTEMBI 3JIEKTPOHHOTO
JnokymeHroobopora (OIIK-2, TIK-6,
[1K-14, T1IK-15, TIK-16, ITK-18, ITK-
29)

CrocoOBI 1 METOBI 3AIIIUTEI
3JIEKTPOHHOTO JIOKYMEHTA B
CHCTeMaX 3IEKTPOHHOTO
nmokymenToobopota (OITK-2, TTK-6,
TIK-14, TIK-15, TIK-16, TTK-18, TIK-
29)

11

10.

CraHaapThl 1 HOpMATHBHBIC
JIOKYMEHTBI, PEryIHpyoIinue padboTy
CHCTEM DIICKTPOHHOTO
JIOKyMEHTO000pOTa OpraHu3aluu
(TIK-6, TIK-14, TIK-15, TIK-16, TIK-
18, I1K-29)

11

11.

HopmartusHoe perynupoBaHue
9JIEKTPOHHOT'0 JOKyMEHTO000pOTa B
Poccuiickoit ®enepannu.

(IIK-6, TIK-14, TIK-15, TIK-16, TIK-
18, TIK-29)

11

12.

HopmaruiBHOe peryiupoBaHie
JJNEKTPOHHOT'0 JOKyMEHTO000pOTA B
EBpomnetickom corose (ITIK-6, T1K-14,
IK-15, TIK-16, ITK-18, TIK-29)

13.

HopmaTuBHOE perynmpoBaHue
3JEKTPOHHOTO JIOKyMEeHTO000pOoTa B
ctpanax CeepHoit 1 FOxHOI
Awmepuku

(TIK-6, TIK-14, TIK-15, TIK-16, TTK-
18, TIK-29)

14.

OTteuecTBEHHBIE U 3apyOeKHBIE
CHCTEMBI JJIEKTPOHHOTO
JOKYMEHTO000pOTa: CXOJCTBA U
pasnuumsl, peaarsyeMble IpoLecchl 1
¢ynkum (OINK-2, T1K-6, I1K-14,
MK-15, TIK-16, TIK-18, ITK-29)

12

HOHI‘OTOBKa K OK3aMCHY

HToro 3a 2 kype

144

12

132

123

15.

[IpumeHeHre MOOMIIBHBIX peIICHUH 1
00JIauHBIX TEXHOJIOTHH B
JIEKTPOHHOM JOKYMEHT0000pOTe
(OIIK-2, IIK-6, [1K-14, TIK-15, TTK-
16, TIK-138, IT1K-29)

28

26

26

16.

OnexTpoHHas nu(poBas MOAHCE!
MOHATHE, cepa MPUMEHEHUS

28

26

26




3aKOHOJaTEbHAs 6a3a IPHUMCHEHNS,
HCIIOJIb30BaHKE B MKy HAPOIHOMN
JIEATEIbHOCTH OPraHU3aIlnH.
0COOEHHOCTH UCTIOIb30BAHHMS 3a
py6exom (OIIK-2, TIK-6, ITK-14,
IK-15, TIK-16, ITK-18, TIK-29)

17.

DNEKTPOHHOE MPABUTEIBCTBO: OIBIT
peamusanu B Poccun u 3a pyoexom,
nenu 3agaun, npuHIus! (OI1K-2,
TIK-6, IIK-14, IIK-15, IIK-16, IIK-
18, I1K-29)

27

26

26

18.

CucTeMbl yIpaBIeHUS
MH(POPMALMOHHBIMH PeCypCcaMy
npeanpustus (OIIK-2, [TIK-6, T1K-14,
IK-15, IK-16, ITK-18, ITK-29)

27

27

27

19.

[IpoGiembl 1 IePCIIEKTHBBI
3JIEKTPOHHOTO JIOKYyMEHTO000pOTa Ha
coppemennom stane (IIK-6, I1K-14,
ITK-15, TIK-16, TIK-18, ITK-29)

27

27

27

20.

Pabora ¢ cuctemamu 3J€KTPOHHOTO
nokymenroobopota (OITK-2, TTIK-6,
[TK-14, TIK-15, TIK-16, [TK-18, TIK-
29)

34

27

27

HOHFOTOBK& K DK3aMCHY

Hroro 3a 3 kypc

180

12

168

159

21,

TeopeTnveckue U METOANYECKHIE
MPUHIUIIBI CO3JAHUS U OPTaHU3aIMN
CHCTEMBI JIIEKTPOHHOTO
nmokymenroobopota (ITK-6, IIK-14,
IIK-15, TIK-16, TTIK-18, TTK-29)

17

16

16

22,

CucteMbl 3IEKTPOHHOTO
JOKyMEHTO000pOTa Ha COBPEMEHHOM
pBIHKE UH()OPMALIMOHHBIX IPOAYKTOB
u yenyr (IIK-6, I1IK-14, TIK-15, TIK-
16, TTK-138, T1K-29)

18

16

16

23.

Crnenmanu3poBaHHbIE CUCTEMBI
ANIEKTPOHHOTO JOKYMEHT000O0pOTa
(10 oTpaciIsAM HapOJHOIO X035HCTBA)
(OIIK-2, TIK-6, TIK-14, TIK-15, TIK-
16, TIK-18, I1K-29)

18

16

16

24,

WHdopMaMoHHbIE CUHCTEMBI
HPEANPUATHS ¥ UHTETPALHS C
CHCTEMOM 3JIEKTPOHHOTO
nmokymenroobopota (OITK-2, ITK-6,
TIK-14, TIK-15, TIK-16, TTK-18, TIK-
29)

18

17

17

25.

BHC}:[peHI/Ie CHUCTEMBI DJICKTPOHHOT'O
JIOKyMEHTO000pOTa B OpraHu3aIuu
(TIK-6, TIK-14, TIK-15, TIK-16, TTK-
18, I11K-29)

19

17

17

26.

Pa3paboTka TeXHUYECKOTO 33 JaHHs
Ha BHEJPEHUE CUCTEMBI
3JIEKTPOHHOT'O TOKYMEHTOO00pOTa B
opranmsanuu (OITK-2, [TIK-6, [1K-14,
IK-15, TIK-16, ITK-18, TIK-29)

22

18

18

WuauBuayansHas KOHCYJIbTaLHS 110
KypcoBoi pabote

[loaroroBka KypcoBoi paboTh

20

20

20

HOHI‘OTOBKa K OK3aMCHY

HToro 3a 4 kypc

144

15

129

100

20

Bcero yacos:

468

39

18

18

429

382

20

27

10




2.3. KpaTkoe coaep:kaHue pas3iesioB U TeM

Tema 1. DJIeKTPOHHBIH JOKYMEHT, KaK OCHOBAa 3JIEKTPOHHOIO
JTOKYMEHT0000poTa

[lonsiTue SIEKTPOHHOTO JOKYyMeHTa. Buibl W QopMarhl 3IEKTPOHHBIX
NOKyMeHTOB.  [IpuMeHeHHe  3JIEeKTPOHHBIX JIOKYMEHTOB B  OpraHu3aluu
JTOKyMeHTOOOOpoTa. HopmaTWBHO-IpaBOBBIE  aCMEKThI  CYIIECTBOBAHHUS U
MIPUMEHEHUS AJIEKTPOHHBIX IOKYMEHTOB.

Tema 2. CucreMa 3JIEKTPOHHOIO [JOKYMEHTOO00OPOTA OpPraHM3alUM:
MOHSATHE

Omnpenenenne mnoHsATUA «CHUCTEMA BIEKTPOHHOTIO JOKYMEHTOOOOpPOTay.
Hcropusi mosiBIEHUS TEPMHUHA, W3MEHEHUE MOoAXoAa K NOHATHI0. CpaBHEHUE
CUCTEM JJIEKTPOHHOIO JTIOKYMEHTOOOOpOTa W CHCTEM aBTOMAaTHU3UPOBAHHOIO
JTOKyMeHT000opoTa. OCHOBHbBIE TPUHIUIIBI HCTIONb30BaHus CO/I.

Tema 3. Cucrema 3JIeKTPOHHOIO0 [JOKYMEHTOO00OPOTA OpPraHU3ALUM:
NPUHIHUIBI PA00THI

Teopetnueckoe obOocHoBaHWe NpUHIUIIOB pabdoTel COJI. ba3oBbie u
BTOpHruHbIe MpuHIUIBl padboTel CO/]. CriocoOb! peanuzanmu npuHiunoB CI/I.

Tema 4. CucremMa 3JIEKTPOHHOIO [OKYMEHTO00OPOTA OPraHM3alUM:
o01Iue XapaKTepuCTUKHA

OcHoBable xapakTepucTuku COJI. CBs3b XapakTEpUCTUK W MPHHIUIIOB
pabotsl COJI. 3aBUCUMOCTh XapaKTEPUCTHK OT 1esien u 3agad CO/I.

Tema 5. Cucrema 3JIEKTPOHHOIO [OKYMEHTOO00OPOTAa OpPraHM3alUM:
CBOMCTBA U 32/1a4U

OcHOBHBIE U cnenuanu3nupoBaHHbie cBoiicTBa COJl. B3auMocBsi3p MexkIy
NpUHIMIAMU, Xapakrepuctukamu u cBoiictBamu COJI. 3amaun COJl u cnocoOsbl
ux peann3auuu. Bzanmocsa3b 3anau u cpoiictB CO/I.

Tema 6. CucreMa 3JIEKTPOHHOIO [OKYMEHTO00OPOTA OpPraHM3alUM:
BU/IbI CHCTEM

Buger COJI: ocobeHHOCTH pabOThl pa3audyHbIX cucteM. OcoOeHHOCTH
co3manus W pa3paborku pasmuuHbix COJI. COJI perucrpanmonnoro tuma. COJ]
nokymeHtHoro tuma. C3J] kak cuctema ympaBieHuss WHOOPMAITMOHHBIMU
pecypcamu opranuzanuu. COJI kak cucteMa yrpaBieHUs IPOSKTaMU 1 3aja4aMHu.

Tema 7. CucreMa 3JIEKTPOHHOIO [0KYMEHTO00OPOTA OpPraHM3aluM:
KJIacCu(puKanMu CUCTEM

11



[Togxoapt k kmaccupukaruu COJI. TexHuueckwe KiaaccupUKAIUN.
Knaccudukanmmn 1o  cmocoOy  co3mammst wu  pacnpoctpaneHuss  COJI.
Knaccudpukanuu mo chepe npumenenuss COJ[. Knaccupukauum mno cmocoOy
B3aMMOJICHCTBHS C TOKYMEHTOOOOPOTOM OpTaHU3AIIHH.

Tema 8. IludpoBas (KOMIbIOTEpHAsA TeXHMKA) NpPUMEHsAeMas B
npouecce CO31aHUs U padoThl CHCTEMBI JJIEKTPOHHOI'0 JIOKYMEHT0000pOTA

Texanueckas cocrasiusaomas COJl: cepBepbl, TEIEKOMMYHHKALMOHHBIC
CETHM U CUCTEMBI, pabOyue CTaHIMM, MOOWJIBbHBIE YCTpPOMICTBa, MOJKIIOYaeMast
OpPITEXHHKA U JIp.

Tema 9. Cnoco0bl U MeTOAbI 3aIMUTHI JIEKTPOHHOI0 JOKYMEHTa B
CHCTEMAaXx 3JIeKTPOHHOI0 JOKYMEHT0000poTa

Oco0OeHHOCTH 3allUThl AJIEKTPOHHBIX JOKYMEHTOB M HWH(OPMAIMOHHBIX
pecypcoB. BHemHue M BHYTpeHHHE CIOCOOBI 3amMThl JOKYMeHTOB B COJI.
Pasrpannuenne goctyma K JOKyMeHTaM. PasrpaHuyeHue  BBINOJHAEMBIX
oneparuii. Cuctembl MKUGPOBAHUS U MPUMEHEHUE STIEKTPOHHOMN MOIHUCH.

Tema 10. Cranaaprbl 1 HOPMATHBHbIE [JOKYMEHTbI, peryJupyrounue
padoTy cUCTEM 3JIEKTPOHHOI'0 JOKYMEHTO000pPOTa OPraHu3aluu

OTeuecTBEHHBIE U MEKIyHAPOIHbIE CTAHAAPTHI, PETYIUPYIOIIUE OCHOBHBIE
¢bynkunn u xapakrepuctuku COJ[ n cnocoOwl ux peanuzanuu. OTeYECTBEHHBIE U
MEX1yHapOAHbIE HOPMATUBHBIE JOKYMEHTBI, PEryJIUPYIOLIIe OCHOBHbIE (DYyHKIUU
u xapakrepuctuku COJl u cnocoObl ux peanuszauuu. M3MeHeHue cTaHIapToB U
HOPMAaTUBHBIX JOKYMEHTOB C TEUEHUEM BPEMEHH.

Tema 11. HopmaTtuBHoe peryjiMpoBaHue 3JIEKTPOHHOI'0
n0KymMeHTo00opoTa B Poccuiickoit @enepanun
Ocobennoctu 3aKOHOAATENBHOTO pEryJIMpOBAHUS OpraHu3aluu

AJIEKTPOHHOTO JOKYMEHTOOOOpPOTa M MPUMEHEHHUsS DJICKTPOHHBIX JTOKYMEHTOB B
Poccuiickon ®denepanuu. M3MeHeHHE 3aKOHOIATENBHBIX JOKYMEHTOB C TEUCHUEM
BPEMEHH.

Tema 12. HopmaruBHoe peryjupoBaHue 3JIEKTPOHHOIO
AOKYMeHT0000poTa B EBponeiickom corose
Ocobennoctu 3aKOHOJATEIBHOTO PEryJINPOBAHUS OpraHu3aluu

AJIEKTPOHHOTO JOKYMEHTOOOOpPOTa M MPUMEHEHHUS DJEKTPOHHBIX JIOKYMEHTOB B
EBponeiickom Coro3e u crpanax EBpomnbl.  M3MeHEHHE 3aKOHOIATEIBHBIX
JIOKYMEHTOB C TeueHrueM BpeMeHu. OO01I1e 1 HalluOHAJIbHBIE JOKYMEHTHI.

Tema 13. HopmaTtusBHoe peryjiupoBaHue 3JIEKTPOHHOI0
AOKYMeHT0000poTa B cTpaHax CeBepHoil u FQ:xH0il AMepuKkn.

OcoOenHoctu 3aKOHOAATENIBHOTO pEeryJIMpOBaHUS OpraHu3aluu
AJIEKTPOHHOTO JOKYMEHTOOOOpPOTa M MPUMEHEHHUS DJICKTPOHHBIX JTOKYMEHTOB B
ctpaHax CepepHoit u IOxHOWl AMepuku. N3meHeHrne 3akoHOAATENIBHBIX
JIOKYMEHTOB C TEUEHUEM BPEMEHHU.
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Tema 14. OtedecTBeHHbIe M 3apy0e:KHbIe CHCTEMbI 3JIEKTPOHHOIO
JOKYMEHTO000pOTa: CXOACTBA M Pa3iuyus, peaju3yeMble Ipouecchbl H
GyHkuun

OcobenHnoctu (QyHkuvoHana 3apyoexHbix COJI, ux 3aBUCHUMOCTH OT
HAIMOHAJIBHBIX ocobeHHocTel opranuzanuu JJOY. CobmoaeHne MexIyHapOIHBIX
craunaptoB. COJl nns TpaHCHALUMOHAIBHBIX KOPHOpaluii — O0COOEHHOCTH
HAIOJHEHUS U peayn3auuu QyHKIUH.

Tema 15. IlpyMeHenne MOOMIBLHBIX pellIeHUA U 00JIAYHBIX TEXHOJIOT UM
B 3JIEKTPOHHOM JI0KYMEHT0000poTe

Ncnonb3oBanre B COJ] 001a4HbIX TEXHOJIOTHH, U CIIOCOOBI UX peah3alIliu.
O6naunsie COJ] i KpYIMHBIX, CPEITHUX M MaJCHBKUX KOMIAHUN: OCOOCHHOCTH
(dbyHKIIMOHAIA U CITOCOOBI peanu3aiui. Bo3MOKHOCTh UCTIOJIb30BAHUSI MOOMIIBHBIX
yCTpOUCTB 1ipu pabote ¢ COJI: MOTHBIN WM COKpAICHHBIN (YHKITHOHAI.

Tema 16. DJuexkrponHas uudpoBasi NOANUCH: MNOHATHE, cdepa
NpPUMEHEHUs] 3aKOHOJAATebHAasA 0a3a mNpPUMEHEHHs, WCIOJb30BaHHE B
MEKIYHAPOJAHOM NesiTeIbHOCTH OPraHM3alMU. 0COOEHHOCTH HCIO0JIb30BAHMA
3a pyoexom

OneKTpoHHass  1u@poBas  MOANUCH:  ONPENENICHUE  TOHSATHSA,  €ro
tpancopmanusi. Chepa npuMEHEHUs SJIEKTPOHHOM MOJAMKUCH. 3aKOHOAATEIbHAs
0a3a ee npumeHeHust B PO u 3a py0e:xoM, UCIIOJI30BAHHUE JIEKTPOHHON MOAMUCH
B MEXIyHApoAHOM OusHece. Bunbl s1ekTpoHHON mnoanucu. OcoOeHHOCTH
UCIIOJIb30BAaHUSl AJIEKTPOHHOM moanucu 3a pyoOexom. CrocoObl NOTyuYeHUs
ANEKTPOHHOM noinucu B PD, nestebHOCTh cepTUDUKAITMOHHBIX IIEHTPOB.

Tema 17. D1eKTPOHHOE NMPABUTEJILCTBO: ONBIT peaau3annu B Poccun n
3a py0esKoM, LeJu 321a491, MPUHIIANbI

Ornpenenenue MOHIATUS «IJIEKTPOHHOE MPABUTENLCTBO». OCHOBHbBIE LIENH U
3a1a4d  €T0 CO3JaHMs, 3AaKOHOAATEIIbHBIE, TEOPETUYECKHE, METOIUYECKUE U
TEXHUYECKUE MPUHIMUIIBI €ro peanu3aiuu. Peannsyembie QyHKIUU AIEKTPOHHOTO
IIPABUTENIbCTBA: NPEAHA3HAYECHHBIE Ul TpakJaaH W ropuandeckux . [lopran
«rocC. yCIyru», APYTHe MPOEKThl 00EeCHeunBaIOUIUE EATEIbHOCTh 3JIEKTPOHHOTO
IIPABUTENIBCTBA. 3aKOHOJATEIbHBIE JOKYMEHTBI PErVIaMEHTHUPYIOIINE CO3AaHuE U
JESITENbHOCTh JJIEKTPOHHOTO TMpaBUTENbCTBA B P®D. MexBEeIOMCTBEHHBIN
AJIEKTPOHHBIN TOKYMEHTOOOOPOT.

DJIEKTPOHHBIE MPABUTENBCTBA APYTUX CTPaH: LUEIU U 3aJa4u, peain3yeMble

byHKIHN.

Tema 18. Cucremsl ynpabjeHusi HHGOPMAUMOHHBIMH pecypcamMu
npeanpusTus

Cucremsl yripaBiaeHUs] THPOPMAIIMOHHBIMHU PECYpCaMU MPEATPUSATHUS: TICITb,
peanuzyembie 3a1auu U pyHkmu. Oiamuus ot kiaccuueckont COJI. CrangapTHBIM
Habop ¢pynkumii. Otimuuue ot CO/. Cheprl npuMeHEHHUs.
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Tema 19. IIpobsiembl U NepPCHeKTUBBI 3JIEKTPOHHOI0
JOKYMEHT0000p0TAa HA COBPEMEHHOM 3Tale

[lepcniextuBsl pazputus peiaka COJ[. OcoOeHHOCTH pa3BUTHS HAPABICHHUS
Ha coBpeMeHHOM 3tare. [Ipobnembl 1 Oapbepbl BO3HUKAIOUIME MPU CO3JAHUU U
BHeapennn COJ], ciocoObl UX MPEoI0ICHUS.

Tema 20. PaboTa ¢ cucTteMaMu 3J1IeKTPOHHOTO JIOKYMEHTO000pPOTA

3HAaKOMCTBO  C  HECKOJIbKMMH  BHJAMU  CHUCTEM  JJIEKTPOHHOTO
JIOKyMEHTOO0O0pOTa: pEerucTpaiioHHon, gokymeHTHo, ECM. Beinonnenue
CTaHJApPTHBIX OMepaluii Mo padoTe ¢ JOKYMEHTaMH: CO3/IlaHWE€, PETUCTpalus,
peIaKTUPOBaHUE, CO3JAHUE PE3OJIONUN M 3aJady IO JOKYMEHTaM, CBA3bIBaHHE
JIOKyMEHTOB, COCTaBJIEHUE PEECTPOB, OTHPABICHUE OTPAOOTAHHBIX JOKYMEHTOB B
apxuB. Co31aHUE TMOJTHOTEKCTOBBIX JOKYMEHTOB HX [IA0JIOHOB, MOATOTOBKA
JIOKYMEHTOB K NE€YaTH.

Pabota co cripaBounnkamu C3/1, UX 3ar0IHEHUE U pEIaKTUPOBAHUE.

Pabota c 6a3amu ganusix C3/1, popMupoBaHue HOBBIX pabOUYNX KaOMHETOB,
peAaKTUpOBaHue PYHKIUN COTPYIHHUKOB.

Tema 21. Teoperudyeckre W MeTOAMYECKHE NPHUHUMIBI CO3MAHHUS U
OPraHM3alui CUCTEMbI JJIEKTPOHHOIO IOKYMEHT0000poTa

enmu, 3amaum, cBoiictBa u xapakrepuctuku CDOJI. OcobGeHHocTH
peanuzanuu QyHkuil B paziauusHbix Buaax COJI. OcoOeHHOCTH MHpOrpaMMHON
apxutekTypbl COJl. MoaynbHblid moaxoa k cozaanuto CO/I.

Tema 22. CucTeMbl 3JIEKTPOHHOT0 JTOKYMEHTO000POTA HA COBPEMEHHOM
pbIHKE HH(POPMALMOHHBIX NPOAYKTOB M YCJIYT

Anamu3 peiaka COJ]. O6mast xapaktepucTuka pbiHka. Pabora ¢ 0630pamu
COl. Cnocobsl u Meroasl uzyuenus peiaka COJ1. IlpoBenenue uzydeHus: pblHKa
COJl: pa3zpaboTka mporpamma, cOOp CBEIEHMI, COCTaBJI€HHE 0030pa.
CpaBHUTENBHBIN U PEUTUHTOBBIA METOJbI MPH NMPOBEICHUM aHanu3a peiHKa CO/I.
N3yuenne conyTcTByronux BHeapenuo COJ] pabdor.

Tema 23. Cneuunaau3npoBaHHbIE CUCTEMBI 3JIEKTPOHHOI'0
JTOKYMEHT0000poTa (10 0TPAC/ISIM HAPOJTHOT0 X0351iCTBA)

3nakomMcTBO ¢ oTpacieBbiMu COJI. Cnernuanu3upoBaHHble (YHKIMH U
JTOKyMeHTBI y oTpacieBbix COJI. OTpacneBbie nHGOPMAIMOHHBIE CUCTEMBl U MX
B3aUMOICHCTBUE C CO/I. OO6pa3oBaTelbHbBIC, MEJMILIMHCKHUE,
CEILCKOXO3SIIICTBEHHBIE, MPOU3BOJACTBEHHbIE, JIECO3arOTOBUTEIBHBIE, TOPTOBEIE,
TOCTUHUYHBIE, TYPUCTUYECKHUE, My3€lHbIE, TeaTpaibHble U np. CO/I.

Tema 24. UnpopmanuoHHbIe CHCTEMbI NPEANPUATHS U MHTErPanus ¢
CHCTEMOM JIEKTPOHHOTI0 JOKYMEHT0000poTa
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HNupopmanmonHasi cucremMa KpymHOTO MPEANPUSTHS: OCHOBHBIE 3JIEMEHTHI,
BeIMONIHAeMble GyHKIUUA. Brxmodenne COJl B uMHPOPMAIMOHHYIO CHCTEMY
npennpustus. MHrerpauus QyHKOuid, moArotroBka AokymeHtoB B COJl u
CHEIHUAIM3UPOBAHHBIX OTPACIEBBIX IPOrPaMMaXx.

Tema 25. BHeapeHue cucTeMbl 3JEKTPOHHOIO0 AOKYMEHT0000poTa B
OpPraHu3anumn

[TonrotoBka  opranm3amuu kK  BHeapenutro  COJI.  IIpoBenenue
peAnpPoeKTHOro uccienoBanue. Beioop COJl 1moj KOHKPETHYIO OpTaHH3aIMIo.
[TonrotoBka mnpoekta mo BHeapeHuro COJI. Ilpouecc BHenpenuss COI.
[ToaroToBka MHCTPYKIMM U periiaMeHTOB Iipu BHeApeHun CO/I.

Tema 26. Pa3padoTka TeXHHMYECKOro 3aJaHHMsI HA BHEJAPEHUE CHUCTEMBI
3JIEKTPOHHOI'0 JOKYMEHT0000POTAa B OPraHU3ALMH.

TexHuyeckoe 3ajaHue: OCOOCHHOCTH (QOpMHUpPOBaHUS, WEIU U 3a7a4yu
nokymenTa. OcHoBHble (yHKIMM U yactu T3. OcobeHHocTH cocrtaBieHue T3.
Cranpaptel mnpuMmeHsiemble Tpu  Hanucanuu T13. CnocoObsl  odopmiieHHs
tpedoBanuii k C3OJ[ B T3. T3 nHa co3ganue COJI. T3 na BHeapenue CO/I.
B3aumojieiicTBre 3aKa3urka U UCIOJHUTENA Npu padoTe Had T3.

3. YYEBHO-METOAWYECKOE OBECIIEYEHUE JUISA
CAMOCTOSITEJBLHOM PABOTBI OBYYAIOLUXCS 11O
TV COUTIINHE

3.1. [li1aHbl CeMUHAPCKUX 3aHATHI
CeMmuHapcKue 3aHATHS HE PEAYCMOTPEHBI B YUEOHOM IUIaHE I CTYAEHTOB

O®DO u 390.
3.2. [1naHbl NPaKTHYECKUX 3aHATHIA

IIpakTnueckas padora Ne 1
1o Teme «Cnoco0bl M1 METOABI 3AIMUTHI IJTEKTPOHHOT0 JOKYMEHTA B CUCTEMAaX
3JIEKTPOHHOT0 TI0KYyMeHTo0o0opoTa» (1 yac)

Heans 3anaTus — QopMupoBaHue BIaJcHUS O0a30BBIMH  3HAHUSAMH B
obOnacTu WHOOPMAITMOHHBIX ~ TEXHOJIOTHUH, dbopmupoBaHue BJIQJICHUS
COBPEMEHHBIMU CHUCTEMaMH HH(OPMALIMOHHOTO W TEXHUYECKOTo OOecreyeHHUs
JIOKyMEHTAITMOHHOTO 00ECTICUCHHMSI YIIPABJIICHUS U YIIPABIICHUS apXUBaAMHU
3ananue: Pa3padoTaTh Mpe3eHTaIUI0™® 10 BOMPOCAM:

AHTHUBHUPYCBHI.

Opranuzanus parpaHuyeHus 10cTyna K Jokymentam B CO/I.
Opranuzanus pa3rpaHUYeHUs BhINOJIHIeMbIX oniepanuid B CO/I.
Cucrembl mMppoBaHUs U IPUMEHEHHE 3JEKTPOHHOU noanucu B CO/I.
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*CTyAeHT JOJDKeH  MPeACTaBUTh MPE3CHTALMIO IO OJHOMY W3
3agBIICHHBIX BOMpOCOB. [IpencraBneHHass B mpe3eHTAMu UHPOpMAIUsI
JOJKHA OBITh  CHCTEMATH3UMPOBAHA, AaKTyallbHA, COMPOBOXKIATHCS
Ka4yeCTBEHHBIMU W COOTBETCTBYIOIIMMHU KOHTEHTY WJUTIOCTPALIUSIMU
(pucynkwu, portorpadumn, cxemsl, nHPorpaduka, BuaACOPParMeHTHI).

IIpakTnueckasi padora Ne 2
o Teme «CTaHAAPTHI 1 HOPMATHBHBbIE JOKYMEHTbI, peryJupyoiiue padory
CHCTEM JJIEKTPOHHOT0 JOKYMEHT0000poTa opranm3anum» (1 yac)

Heanr 3ansitusi — GopMHUpPOBAHME BIAJICHUS MPABWIAMH JKCILTyaTallu
TEXHUYECKUX CPEJCTB U CIOCOOHOCTHIO MCIOJIb30BATh TEXHUYECKHE CPEJCTBA B
JIOKYMEHTAIIMOHHOM O0ECTICUCHUH YIIPABJICHUS U aApXUBHOM JIEJIe

3amaHue: CTyACHT JOJDKEH cienaTh MHPOPMAIMOHHYI0 TOAOOpPKY 00
UCIIOJIb30BAaHUU B CHUCTEMAax 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa OMpeelIeHHOrO
CTaHJapTa WK HOPMAaTUBHOTO JTOKYMEHTA.

Nudopmanmonnas mnoadopka JopKHA ObITh  OoQopMieHAa B BHUAE
npe3eHTauuu. lIpeacraBneHHass B Tpe3eHTaUUd HHPOpMAIHMS JOHKHA OBITh
CHUCTEeMaTU3UpPOBaHa,  aKTyaJdbHAa,  COMPOBOXKIAThCS ~ KAYECTBEHHBIMH |
COOTBETCTBYIOIIMMU KOHTEHTY WIIIOCTPALUSIMU (PUCYHKH, GoTorpaduu, CXemsl,
uHporpaduka, BUICOPPArMeHTHI).

IIpakTuyeckas pad6ora Ne 3
no teme «HopMaTuBHOe peryJimpoBaHue 3J1eKTPOHHOT0 JOKYMEHTO000pOTA B
Poccuiickoii @exepamum» (2 yaca)

Hean 3ansaTusa — GOpMUPOBAHKUE CIIOCOOHOCTH aHAJIM3UPOBATH CUTYAIIUIO
Ha pbIHKE MH(POPMAIMOHHBIX MPOAYKTOB U YCIYT, JaBaTh DKCIEPTHYIO OIEHKY
COBPEMEHHBIM CHUCTEMaM  DJICKTPOHHOTO JOKYMEHTOOOOpOTa U  BEACHUS
AJIEKTPOHHOTO apXxuBa, (OPMUPOBAHUE HABBIKOB HCIIOIb30BaHUSI KOMITBIOTEPHOU
TEXHUKU U MHOOPMAIIMOHHBIX TEXHOJIOTUH B JOKYMEHTAIIMOHHOM OO€CTIeYEHUU
YIIPABJIEHUS U apXUBHOM JIEJIE.

3amaHue: CTYyAEHT [IOJDKEH IMOJATOTOBUTh XPOHOJIEHTY, OTPa’KaroUIyI0
JIEVUCTBHE OAHOTO M3 HOPMATHMBHBIX JOKYMEHTOB, PETYIUPYIOIIUX OPTaHU3ALUIO
AJIEKTPOHHOTO JOKYMEHTOOOOpPOTa M MPUMEHEHHUsS DJICKTPOHHBIX JTOKYMEHTOB B
Poccutickon denepaunu U €ro U3MEHEHUE C TEUCHUEM BpeMEHH. B XpoHoseHTe
JOJDKHO OBITh YKa3aHO Ha3BaHUE JOKYMEHTa, JaTa ero NpUHITHS, Jara
BCTYIUIEHHASI B JEHUCTBUE, OTMEYEHbl BHOCHMBbIE W3MEHEHUA. Ecin TOKyMeHT
OTMEHEH, WJIM 3aMEHEH Ha 0o0Jiee aKTyaJbHBIA, 3TO TOXKE JOJKHO OBITh OTPAKEHO
B XPOHOJICHTE.

IIpakTuyeckas padora Ne 4
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no Teme «OTeyecTBEHHbIE U 3apY0e:KHbIE CHCTEMbI JJIEKTPOHHOTO
JIOKYMEHT0000pPOoTa: CXOJACTBA H PA3JIHYNs, peaju3yeMble MPOIeCcChl U
¢pyHkmun» (2 yaca)

Heap 3anaTus — GopMupoBaHHe CIOCOOHOCTH aHAJIM3UPOBATH CUTYAIHIO
Ha PBIHKE MH(POPMAIIMOHHBIX MPOIYKTOB M YCIYT, JaBaTh SKCIEPTHYIO OLEHKY
COBPEMEHHBIM CHCTEMaM  3JIEKTPOHHOIO  JIOKYMEHTOOOOpOoTa M  BEJCHMUS
3JIEKTPOHHOT'O apXuBa, (POPMHUPOBAHHE HABBIKOB HCIIOJIb30BAHUSA KOMIIBIOTEPHOMN
TEXHUKH ¥ MH(POPMAIMOHHBIX TEXHOJOTHMH B JOKYMEHTAllMOHHOM OO€CHedYeHUU
yIpaBJIEHUS U apXUBHOM JIETIE.

3agaHue: CTyJEHT JOJDKEH 000OIIMThH, IPEACTABUTh B TaOJIUIE WU CAENIATh
KpaTKUM CpaBHUTENbHBIM aHaIu3 HH(OpPMALMKM [0 CUCTEMAM 3JEKTPOHHOTO
JOKyMeHTOO00OopoTa, peanusyeMbix B Poccun u 3a pyOexom. Mudopmanms ans
3aHEeCeHUs] B TaOiMIly pa3bIiCKUBaeTcsl Ha cailtax mnpousBogutenein CO/I,
npoaasioB COJI.

Bun CO/] N
Hanvane DJIeKTPOHHBIH
VHHBepCaTLHas/ Coepa 00IaYHBIX OKYMEHT0000pOT/T OCHOBHEIC
Hassanuwe COJl | wnauBHIyanbHas/ | IPHUMEHEHHS ’ CB/EMC HOKY P
MOOMITBHBIX HOPUIHBIN ¢ysxuun CO/]
KOMOWHHMpOBaHHA Col N
4 BO3MOXKHOCTE JOKYMEHTO000pOT

*CTyneHT AOJKEH mpenctaBuTh B Tabmuie He meHee 4 COJl. CrynmeHT
MOKET HCIIOJIb30BaTh WH(OPMALMIO, TMOJTYYEHHYIO B PE3YJbTATE€ BBINOIHEHUS
npakTuyeckux padbot Ne 3 u 4

IIpakTuyeckas pabora Ne 5
1o teme «IIpumMeHenre MOOMJILHBIX PelIeHH  00JIAYHBIX TEXHOJIOTHH B
3JIeKTPOHHOM J0KYMeHTo060opoTe» (1yac)

eanb 3aHsaTHA — GOPMUPOBAHUE CIIOCOOHOCTH AHAIM3UPOBATH CHUTYAIIHIO
Ha pPBIHKE MH(POPMAIIMOHHBIX MPOJYKTOB MU YCIYT, JaBaTh JKCIEPTHYIO OILCHKY
COBPEMCHHBIM CHCTEMaM JJICKTPOHHOTO JIOKYMEHTOOOOpOTa U BEICHHS
AJIEKTPOHHOTO apXxuBa, (OPMUPOBAHKE HABBIKOB HCIIOIL30BaHUSI KOMITBIOTEPHOU
TEXHUKA W WH(POPMAIMOHHBIX TEXHOJOTHH B JOKYMEHTAIIMOHHOM O00€CIeueHUN
yIIpaBJICHUSI U ApXUBHOM JIeJIe.

3ajaHue: CTYJIEGHT JOJDKEH OO0O0OIUTh U MPEJICTaBUTh B TaOJuUIE
HH(pOpMAIIMIO TI0O CUCTEMaM DJIEKTPOHHOTO JOKYMEHTOOO0OpPOTa, MCIOJIb3YIOIIHUX
oOnaunble TexHONOruu. MHpopManus Ui 3aHECEeHUs] B TaOJIMIy Pa3bICKUBAETCS
Ha caititax npousBoautenet CO/I, mpoagasuo CI/I.

Pasme
Buj obnaka p Cdepa YcnoBus
00J1aKa/KOJIMYECTBO
Hazsanune COJ] | (oOuiectBeHHOE/ npumeHenus | OcnHoBHble pyHKIMH COJl | HOAKITIOUEHHS K
€TMHOBPEMEHHBIX
KOPIIOPATHBHOE) Ccoa con

O IKJIFOYECHUI

*CTyleHT N0JKEH MPeACTaBUTh B Tabiuie He MeHee 4 CO/I.

IIpakTnueckas padora Ne 6
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no teme «Padora ¢ cuctreMamMu 3JIEKTPOHHOTO IOKYMEHT0000p0Ta» (5 4acoB)

Heap 3anaTHA — (HOPMUPOBAHKE y CTYACHTA HABBIKOB BEJCHUS CUCTEMBbI
JIOKYMEHTAIIMOHHOTO OO0ECIeUeHHs] yIpaBJICHUs] B OpraHu3anuu Ha 0asze
HOBEWINIMX TEXHOJOTHUM, HABBIKOB HCIIOJb30BAHUS KOMIIBIOTEPHON TEXHUKU U
WH()OPMAITMOHHBIX TEXHOJOTHUN B JTOKYMEHTAIIMOHHOM OOECIICUCHUU YIPaBICHUS
U apXUBHOM JIeJie U BJaJICHHE COBPEMEHHBIMH CHCTEMaMH MH(OPMAIMOHHOTO U
TEXHUYECKOTO OO0eCreyeHusl JTOKYMEHTAIIMOHHOTO OOeCleueHusl YMNpaBlIeHUs U
YIIPaBIICHUS apXUBaMHU.

3aganme: BO BpeMs TNPAKTUYECKUX 3aHATUM CTYyACHT paboTaer ¢
HECKOJBKMMH BHUJAMH CHCTEM DJEKTPOHHOro JIoKyMeHTooOopota. Ilocrme
O3HAKOMJIEHUSI C PYKOBOJCTBOM IOJb30BAaTENsl BBINOJHIET CTAHAAPTHBIC
oreparuy 1mo pabore ¢ JOKyMEHTaMH: CO3/laHWe, PETUCTPAIUs, PEAaKTUPOBAHHUE,
CO3/IaHME pE3OJIIONMN M 33aJa4 1O JOKYMEHTaM, CBS3bIBAHHE JOKYMEHTOB,
COCTaBJICHUE pEECTPOB, OTHpaBJICHUE OTPAOOTAHHBIX JOKYMEHTOB B apXWHB.
Co3iaeT MOJHOTEKCTOBBIX JOKYMEHTOB U3 IIa0JIOHOB, OCYILECTBIISIET MOATOTOBKY
JOKYMEHTOB K TieyaTu. Pabotaer co cnpaBounukamu CDOJ[, 3aHuUMaercs ux
3aMO0JHEHUEM U pellakThHpoBaHueM. Paboraer ¢ 6azamu nanubix COJ, hopmupyet
HOBbIE paboure KaOMHETHI, peaKTUPYET PYHKIUHU COTPYAHUKOB.

IIpakTuyeckas padora Ne 7
no teme «CnenuaJu3upoBaHHbIE CUCTEMbI JJIEKTPOHHOI0 JOKYMEHT0000poTa
(mo oTpacyassM HaApoAHOTO X03s1iicTBa)» (1 yac)

Hean 3ansiTUA — GOPMHUPOBAHUE CIIOCOOHOCTH aHAJIM3UPOBATH CHTYAIIHIO
Ha phIHKE WH(POPMAIMOHHBIX TPOAYKTOB W YCIYT, JaBaTh JKCIEPTHYIO OICHKY
COBPEMCHHBIM CHCTEMaM  D3JIEKTPOHHOTO JOKYMEHTOOOOpOTa W  BEACHUS
AJIEKTPOHHOTO apXHBa.

3ajaHue: CTYJIEHT JOJDKeH OO0OOMUTh W TMPEJACTaBUTh B  TaOIHIE
HHPOpMAIMIO TI0 OTPacCiEBBIM CHCTEMaM SJEKTPOHHOTO JOKYMEHTOOOOpOTa.
Nudopmaruss st 3aHeceHWss B TaOMMIy pa3bICKMBaeTCs Ha  calTax
npousBoautenet COJI, npoaasioB CO/I.

Crienuann3upoBaHHbIE

Coepa Crienuain3upoBaHHbIC
OcHOBHBIE (oTpaceBsble)
Hazsanue CO/1 NIPUMEHEHUS by COJL (oTpacieBble) OKYMEHTE! [Ipumeuanus
Co/] ¢dynkmu COJ1

co3aaBaeMbie COJ]

*CTyneHT HO/HKEeH MpeCcTaBuTh B Tabuie He meHee 4 CO/I.
IIpakTuyeckas pa6ora Ne 8
no teme «MHpopManuOHHbIE CCTEMBbI NMPEeINPUSITUS U HHTErPAIUS €

CHCTEMOM JIEKTPOHHOT0 JOKyMeHT0000poTa» (1 yac)

Hean 3ansiTHA — GOPMUPOBAHUE CHOCOOHOCTHU aHAIM3UPOBATh CUTYALUIO
Ha pbIHKE MH(POPMALMOHHBIX MPOAYKTOB W YCIYT, JAaBAaTh 3KCHEPTHYIO OIEHKY
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COBPEMEHHBIM CHCTEMaM  D3JIEKTPOHHOTO JOKYMEHTOOOOpOTa W  BEACHUS
AIEKTPOHHOTO apXMBa.

3agaHue: CTYJICHT JOJKEH 0000MHUTh, IPEACTABUTh B TAOJIUIIE W CIETaTh
KpaTKui aHain3 MHPOPMAIMA O BO3MOXXHOCTH WHTErpallMd WH(POPMAITMOHHBIX
CUCTEM TMPEANPHUATHH ¢ CHUCTEMaMH DJJIGKTPOHHOTO JIOKYMEHTOOOOpOTA.
Nudopmarus  nms  3aHeceHMs B TaOMWIly  pa3bICKUBAETCsl HaA  calTax
npousBoautenet COJ1, npogasnoB CO/I.

Céepa OcHOBHEIE HarmpaBneHne MHTErpanuy co
Hazsanue CO /1 - I/IMeHeHiﬂ ol ¢$yHKIMN croponHuMm [10 Cosmectumoe I10
P Col (uaTErpHpyeMBble QYHKIIHN)

*CTyneHT AoibkeH npenctaButh B TaOimmie He meHee 4 COJ[. CryneHt
MOJKET HCIOJb30BaTh HMH(OPMAIINIO, TMOJYYCHHYIO B PE3yJbTaTe BBIOJIHEHUS
npakTuyeckux padot Ne 3, 4, 15.

IIpakTuyeckas pad6ora Ne 9
no reme «BHepeHHe cMCTEMBI JJIEKTPOHHOT0 JOKYMEHTO000pPOTA B
opranuzanum» (2 yaca)

Hean 3anusiTusi — GopMHUPOBAHKE Y CTYJCHTA HABBIKOB CO3/IAHUS U BEJICHMUS
CHUCTEMBI IOKYMEHTAITMOHHOTO OOECIIEYCHHS YIPaBICHUS B OpTaHW3aIliy Ha 0a3e
HOBEHIIIMX  TEXHOJOTHHA, CIOCOOHOCTH  COBEPIICHCTBOBAThH  TEXHOJOTHHU
JIOKyMEHTAITMOHHOTO OOECIedYeHUsT YMIpaBJICHWsI M apXWBHOTO Jeja Ha Oase
WCITOJIb30BAHUS CPEICTB aBTOMATH3AIlM U aHAIM3UPOBATh CHUTYAIlMI0O HA PBIHKE
WHOOPMAITMOHHBIX ~ TPOAYKTOB M  YCIyT, JaBaTh OSKCHEPTHYIO  OICHKY
COBPEMCHHBIM CHCTEMaM  D3JIEKTPOHHOTO JOKYMEHTOOOOpOTa U  BEACHUS
DJIEKTPOHHOTO apX1Ba

3agaHmMe: CTYJIEHT HAa OCHOBAaHMM TIOJYYEHHOTO Keica (cBelmeHus o0
OpraHu3anuy, ypoBeHb €€ mHbopmaTuzanud u 1p.) hopMupyeT TpeOoBaHUS K
BHeapsiemont CO /I, aTanbl BHEAPEHUS.

IIpakTuyeckas padora Ne 10
no reme «Pa3padoTka TeXHUYECKOT0 32/IaHNsI HA BHeIPeHHE CHCTEMbI
3J1eKTPOHHOI0 IOKYMEHT0000pOoTa B Opranu3zanum» (2 yaca)

Hean 3ansaTus — GopMUpOBaHUE y CTYACHTA HABBIKOB CO3JaHUS U BEICHUS
CUCTEMbI JOKYMEHTAIIMOHHOTO 00eCTieYeHusl YIIPaBJICHUS B OpraHu3aiuu Ha 0asze
HOBEMINIMX  TEXHOJOTHUW, CIIOCOOHOCTH  COBEPIIEHCTBOBaThH  TEXHOJOTHUHU
JIOKYMEHTAITMOHHOTO OOECIeueHusl YMpaBJiIeHUs M apXUBHOTO Jena Ha 0asze
WCIIOJIb30BaHUs CPEJICTB AaBTOMATH3AIUH.

3ananue: 1. CTygeHT aHaNU3UPYET MPEICTABICHHBIN MEAaroroMm MpPOEKT
TEXHUYECKOTro 3aaHus 1o BHeapenuto COJI. BeisaBiseT Hanuuue Bcex vyacten T3,
MPAaBUJILHOCTh UX HAITOJHEHMS.

2. Ha ocnoBe mpaktuueckoro 3amanusi Ne 20 crTynmeHT ¢opMupyer
TEXHHYESCKOE 3aJlaHueE.
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3.3. Bonpocsl A1l CAMOKOHTPOJISE

1. Oco0eHHOCTH ~ HOPMATUBHOTO  PETyJHUPOBAHHUS  DIEKTPOHHOTO
TOKyMeHTo0OopoTa B Poccuiickoit deneparumu.

2. OcoOeHHOCTH ~ HOPMATUBHOTO  PETYJIUPOBAaHUSA  BJIEKTPOHHOTO
nokyMmeHToobopota B EBpormelickoM corose.

3. OcoOeHHOCTH ~ HOPMATUBHOTO  PETYJIUPOBAaHUSA  BJICKTPOHHOTO
NOKyMeHTo0OopoTa B cTpaHax CeBepHoit 1 FOxHON AMepuKH.

4. OteuecTBEHHBIE W 3apyOe€XHBIE  CHCTEMBI  DJIEKTPOHHOTO
JOKYMEHTOO000pOTa: CXOJCTBA U pa3INyusl.

S. OteuecTBEHHbIE W 3apyO€XHBIE  CHUCTEMBI  DJIEKTPOHHOTO
JIOKYMEHTO000pOTa: pean3yeMble IPOLECCH U QYHKIUU

6. [TpoGsieMbl M TEpPCHEKTHBBI NPUMEHEHHS] MOOWJIBHBIX PEIICHUH U
00JTaYHBIX TEXHOJIOTUN MPOAYKTHI B 3JIEKTPOHHOM JTIOKyMEHTOO0O0pOTE.

7. Cucrema 3JEKTPOHHOTO JIOKYMEHTOOOOpPOTa OpraHu3aliu: BUJIbI
CUCTEM.

8. Cucrema  3JIEKTPOHHOTO  JOKYMEHTOOOOpOTa  OpraHU3alMH:
KJIacCU(UKAIIUUA CUCTEM.

Q. CucrteMa 3JIGKTPOHHOTO JIOKYMEHTOOOOPOTa OpraHu3alvu: oO0Iue
XapaKTePUCTHUKHU.

10. Cuctema 3JIEKTPOHHOTO JTOKYMEHTOOOOpOTa OpraHU3alMK: TIOHITHE U
OCHOBHBIC TTPUHITHUIIBI.

11. Cuctema 3€KTPOHHOTO TOKYMEHTO000POTa OpraHUu3aliK: TPUHIIUITHI
paboTHI.

12. Cucrema 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa OpraHu3aIliu: CBOMCTBA
U 3a]1a4H.

13. Cucrtema 31€KTPOHHOTO JOKYMEHTOOOOPOTa OPraHU3aIHi: OCHOBHEIC
STarbI

14. Cucrema 3JIEKTPOHHOTO JIOKYMEHTO000pOoTa OpraHu3aI1uU:
COOEHHOCTH BHEIPEHHUS

15.  CnocoObl U METOJIbI 3aIUTHI AIEKTPOHHOTO JOKYMEHTA.

16. CranmapTel ¥ HOPMATHBHBIC JOKYMEHTHI, PETyJHpYIONHe padboTy
CHCTEM DJIEKTPOHHOTO JOKYMEHTOO0OpOTa OpraHU3aIiu

17. Texuuueckoe 3a7aHUE Ha BHEPEHHUE 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa

18. DOnektponHas  uu@poBas  MOMANMUCH:  3aKOHOAATelbHas  0asa
MPUMEHEHUS, UCTIOJIb30BAaHUE B MEXKTYHAPOIHOM JESITEIIbHOCTH OpraHU3aIliH.

19. DnexrponHas nudpoBas MOANKMCH: OCOOCHHOCTH HCIIOJIL30BaHUS 3a
pyOexom.

20. DnekTtpoHHasa uudpoBas MOAMNKUCH: MOHITHE, chepa MPUMEHEHUS.

21. DIeKTpOHHOE MpaBUTENBLCTBO: OMBIT peanu3zauuu B Poccun u 3a

pyoexom
22. DneKTpOHHOE MPaBUTEIHCTBO: 1IN 3aa4U, IPUHIIUIIBI
23. DNeKTpOHHBIN JTOKYMEHT, KakK OCHOBa 3JIEKTPOHHOTO

JIOKyMEHTO000pOTA.
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24.  DJAEKTPOHHBIA JOKYMEHTOOOOPOT Ha COBPEMEHHOM JTare: mpoOsieMbl
Y TICPCIICKTUBHI.

25. Cucremsl ympaBieHUss HHPOPMAIIMOHHBIMUA PECYypCaMu MPEATIPUSTHUS:
0COOEHHOCTH OpraHu3aINH, OTJINYHE OT  CHCTEeM  JJIEKTPOHHOTO
JIOKYMEHTOO0OpOTa OpraHU3aLHH.

4. METOANYECKHUE YKA3AHUA 11O OCBOEHUMIO JMCIHHUIIJIMHBI

YcBoeHne maTtepuana IUCUUILIMHBI Ha JICKIUSIX, CEMUHApaX, MPaKTHYeCKUX
3aHATUSAX U B PE3YJIbTATE CAMOCTOSITEILHON MOJATOTOBKH U U3YYCHHUS OTACIBHBIX
BOTIPOCOB TMCITUIUIMHBI, HAMMCAaHUS KypPCOBOH pa0OThI, MO3BOJST IMOJOWUTH K
IPOMEXYTOUHOM  aTTecTaliy TMOATOTOBICHHBIM. 3HAHUS, HaKallJUBaeMbIe
MOCTETIEHHO W B Pa3NUYHBIX PaKypcax, C HCIOJb30BAHHEM MPOTHUBOMOIOKHBIX
MHEHUI W B3IJSI0OB HA Ty WM HMHYIO TpoOOJieMy SBISAIOTCA TIyOOKHUMH U
KauyeCTBEHHBIMH, u TIO3BOJISIOT dbopmMupoBaTh COOTBETCTBYIOIINE
npodeccuoHanbHbIe KOMIETEHIIMM KaK HUTOT 00pa3oBaTeNbHOTO mpoiecca. s
CHCTeMAaTH3allud 3HAHWHA 1O AWCIMILIMHE MEepBOHAYAIbHOEC BHHMAHUE CIIEAYET
o0paTuTh Ha pabouyl0 ImporpamMMmy Kypca, KOTopasi BKIIOYAaeT B ceOsl OCHOBHBIC
po0JIeMbl TUCHUIUIMHBI (TEMAaTUKY 3aHATHUI), B paMKax KOTOPbIX U (hOPMUPYIOTCS
BONPOCHl Il  KOHTpoJdss W arrectauuu. Ilostomy cryneHt, 3apaHee
O3HAKOMMBIIKCh C MPOTpaMMON Kypca, MOMET JIydllleé COPHUEHTUPOBATHCS B
NOCJIEZI0BATEIBHOCTH OCBOCHUS Kypca C MO3UIUI OpraHu3alii CaMOCTOSATEIbHON
paboTHI.

[Ipu opranu3zanuy nporecca OCBOCHUS TUCIUILIMHBI CIEAYET YUUTHIBATh!

1. Ilnanuposanue epemenu, 0meedeHHo20 Ha 0CB0eHUe OUCYUNTIUHDL.

[Ipn mIaHUpOBaHMM BpPEMEHH HA OCBOCHHE JTUCIUIUIMHBI CIEAYeT
PYKOBOJICTBOBATHCS: CTPYKTYPOH AMCUMIUIMHBI, B KOTOPOH yKa3aHbl KOJIMYECTBO
aKaJeMHYeCKUX YacoB B pa3pe3e KaKIOoW TeMbl, BHUIA 3aHITHHA (JIEKIMOHHOE,
IMPAaKTHYECKOE) M Yachl Ha CaMOCTOSTENBbHYI0 paboTy; (OpMOH TEKyIIero
KOHTPOJISL YCTIEBAEMOCTH (TE€CTHI, BBITIOJHEHHE MHAUBHIYAIbHBIX M MTPAKTHUECKUX
3aHATUN U Jp.); GOPMOM MPOMEKYTOUHOM aTTecTaluu (3a4eT, SK3aMeH ).

2. IlocneoosamenbHocms Oeticmeutl npu 0C80EHUU OUCYUNTIUHDI.

N3ydyenne Kaxaod TeMbl AMCHUIUIMHBI 1€J€CO00pa3HO HAYMHATH CO
3HaKOMCTBa C COJEp)KaHUEM IUCHMIUIMHBI B pa3pe3e TeM; 3aTeM CIEQyeT 3Tal
10/100pa UICTOYHUKOB U3 YKCIa PEKOMEHIYEMBIX U MOJOOPAHHBIX CAMOCTOSITENILHO
(HayuHble cTaThbu; HMHQOpMAIMs ¢ O(UIMATBHBIX CaHTOB TOCYAAPCTBEHHBIX
OpraHoB, OpPraHOB  MECTHOIO  caMoOyIpaBieHus u  Ap.). H3yuenue
UCTOYHUKOBEAUECKONH ©0a3pl MOXKET COMPOBOXKAATHCS KOHCIEKTUPOBAHHEM.
[{enecooOpa3Ho BeCTH MepedyeHb MPOOJIEMHBIX BOIPOCOB KakK MO CYUIECTBY TEMBI,
OOyCIIOBJICHHBIX Tpo0elaMd B HAay4dHOM M TIPAaBOBOM TOje H MpobOiemMamu
MPAKTHYECKOTO XapakTepa, TaK M B CIIy4ae 3aTPyJAHCHUN C ySICHEHHEM CMBICIa
U3JI0OKEHHOTO B HWCTOYHMKAxX MaTepuana (yKa3aHHbIE BOMPOCHI MOTYT OBITh
paspelieHbl  CaMOCTOSITEIbHO, BO BPEMSI CECCHOHHBIX 3aHATHH WM Ha

KOHCYJIbTAIIMU C TIPETo/IaBaTesIeM ).
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Jlis TOATOTOBKM K MPAKTUYECKUM 3aHATHSIM PEKOMEHAYETCS MOAPOOHO
W3YYHUTh KOHCIEKT JICKIIMM U MaTepuaibl CEMUHAPCKUX 3aHATUH, IPEALIECTBYOIIMX
IIPAKTUYECKOMY 3aHATHIO. TaKKe PEKOMEHIYETCS O3HAKOMUTBHCS C TEXHOJIOTHEU
IIPOBEJCHUs MPAKTUYECKUX 3aHATUM, KOTOpas BKIIOYAECT CIECAYIOIIME OTallbl:
OOBSICHEHHE 3a/IaHusl M HaBBIKOB (KOMIIETEHIIMI), KOTOPbIE 3aKPEIUIIOTCA B XOIE
€ro BBINOJHEHUS; 3HAKOMCTBO C KOHKPETHBIMH HCTOYHHKAMHU HHPOpPMALUU IS
BBITIOJIHEHUS 3aJaHusi; OOCYX JEHHUE M YTOYHEHHE BOMPOCOB B XOJ€ aHAIM3a
MCTOYHUKOB HWH(GOPMAIIMK; COBMECTHBIM MTPOCMOTP MEPBUUYHBIX PpPE3YyJIbTATOB,
OILICHKA UX COOTBETCTBUSA MO (OPMATILHBIM U COJEPKATEIbHBIM TPEOOBAHUSIM.

3. HUcnonvzosanue yueOHO-MemoOudecKux mamepuanoe u pabomy c
aumepamypou.

Crnenyer NpUMEHSTH CIEIYIOLIYIO IOCJIEI0BATEIbHOCTh MCTOYHUKOB IS
WU3YUYCHHS] TEM AUCUUIUIMHBI: HOPMATHUBHBIE IMPABOBBIE AKTHl MO IUCIUIUIMHE;
KOMMEHTApUU K 3aKOHOJATEJIbHBIM aKTaM; HayYHYI0 W y4eOHYIO JUTEpATypy, a
TaKXe APyrue UCTOYHUKH.

4. Ilo02omo6Ky Kk meKkyuemy KOHmMpOJIO YyCnesaemocmu.

OcCHOBHOM 3amayeil TEKyLIEro KOHTPOJIS YCHEBAEMOCTH OOyYarouuxcs
SIBJIIETCS TOBBIILICHUE KaueCTBa 3HAHUM, MpUOOpETEeHNE U Pa3BUTUE UMU HABBIKOB
CaMOCTOATENbHON paboThl. Tekymuid KOHTPOJb 3HAHUNW OOyYarolIMXcs IO
JUCLUIUIMHE MOYKET HMMETh CIEAYIOIIME BHUIBL: YCTHBIA ONPOC Ha JIEKLMAX,
IIPAKTUYECKUX 3aHATUAX; MPOBEPKA BBINIOIHEHUS MUCBMEHHBIX CaMOCTOSATENIBHBIX
paboT U TOMAIlIHUX 3a/1aHui; TECTUPOBAHHE.

5. [loozomoeka u 3awuma Kypcosoi pabomai.

OcHOBHOM 3aja4eil MOATOTOBKM M 3alIMThl KypCOBOH paOOThl SIBIISETCA
MOBBIIICHUE KayecTBa 3HAHMM OOydYaroMMXCs, NMPUOOPETEHUE W Pa3BUTHE HUMHU
HABBIKOB CaMoOCTOATEIbHOM paboThl. [lpu mnoaroroBke KypcoBoil paOOThl H
MOJATOTOBKE K 3aIlIUTE KYPCOBOM pabOThl 00y4aroUIMMCs CIeayeT BOCIOJIb30BATHCS
METOJAMYECKUMHU PEKOMEHIALMSIMU [0 HAMMCAaHUIO KypCOBOM paldOThl IO
JUCHUIUIMHE «OJEKTPOHHBIA JTOKYMEHTOOOOPOT OpraHu3aluu», C KOTOPbIMHU
MOHO O03HAaKOMHUThCA Ha kadenpe BUJIHA.

Jlis 3¢dekTUBHON TOATOTOBKM K TEKYIIEMY KOHTPOJO MO AMCLUILIMHE
HEOOXOJMMO HCIIOJIb30BaTh PEKOMEHIOBAHHYIO OCHOBHYIO M JIONOJHUTEIbHYIO
JUTEpaTypy, KOHCIIEKTHI JIEKIHUH, pa3pabOTKU CTYAECHTOB, BBINOJIHEHHbIE B
pe3yJbTare IMOATOTOBKU U BBIIIOJHEHUS] CEMUHAPCKUX U MPAKTUYECKUX 3aHATUH.

5. ®OHJ1 OHEHOYHbIX CPEACTB U151 HPOBEJEHUSA
HNPOMEXYTOYHOU ATTECTAIIUUA ITO AUCHUIIJIMHE

5.1. Ilepevyenb koMIeTeHUMH 1 dTanbl UX GopMUPOBaAHUS
Cormacho ®I'OC BO 1o Hanpasnenuto mnoarorosku  46.03.02
JIOKyMEHTOBEICHE W AapXMBOBEJEHUE B paMKaxX M3YyYECHUS] JUCHUIUIMHBI Y
o0y4Jaromumxcst 1I0HKHBI ObITh COOPMUPOBAHBI CIAEAYIONTNE KOMIICTEHITUHU:

Kop @dopmyaHpoBKa KOMIIETEHIIMN
OIIK o0menpogeccHoHAIbHbIC KOMIIETCHIIUH
OIIK-2 Branenue 6a30BbIMH 3HaHHAME B 001acTH HHOOPMALIMOHHBIX TEXHOJIOTHI
K npogecCHOHAIbHbIC KOMIIETCHIIUH
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I1K-6 CrocoOHOCTh aHATM3UPOBATH CUTYAIMIO Ha PhIHKE MHPOPMAIIMOHHBIX TPOIYKTOB U YCIIYT, 1aBaTh
9KCHECPTHYIO OLICHKY COBPEMEHHBIM CHCTEMaM SJIEKTPOHHOTO JJOKYMEHTO000pOTa U BEACHUS
9JIEKTPOHHOTO apXHBa

I1K-14 Brnajienue HaBBIKAMHU UCIIOJIL30BaHKS KOMIIBIOTEPHOI TEXHUKU ¥ WH(GOPMAIIMOHHBIX TEXHOJIOTUH B
JIOKYMCHTAIIMOHHOM 00CCIICUCHUH YIIPABJICHUS W ADXUBHOM JIEJIC

IK-15 CrocoOHOCTh COBEPIICHCTBOBATH TEXHOIOTHU TOKYMEHTAIIMOHHOTO 00CCIICUCHHS YIIPABICHUS U
apXMBHOTO JieNia Ha 0a3¢ MCIONB30BaHUsI CPEJICTB ABTOMATH3AINH

I1K-16 Brnanenue mpaBuiaMu 3KCILTyaTalliyd TEXHIUYSCKUX CPEACTB U CIIOCOOHOCTHIO UCIIOJIb30BATh
TEXHUYECKHE CPEICTBA B IOKYMCHTAIIMOHHOM 00ECIICUCHUH YIIPABJICHUS M apPXUBHOM JICTIC

I1K-18 Brnajnenue coBpeMEHHBIMU CHCTEMaMK HHPOPMAITUOHHOTO M TEXHUYECKOTO 00eCICUCHHUS
JIOKYMEHTAllMOHHOTO 00eCIeUeHHUs YIPaBICHHs U YIPaBJICHUS apXUBaMHU

I1K-29 CrocoOHOCTh CO3/1aBaTh U BECTH CUCTEMBI JOKYMEHTAIIMOHHOTO 00SCIICUCHUS YIIPABICHUS B
OopraHu3aIui Ha 0a3e HOBEWITHUX TEXHOIOTHI

JTanbl (POPMHUPOBAHUS KOMIIETCHIIMH:

Hauanenoii — Ha 3TOM  3Tane  (OPMHUPYIOTCS  3HAHUEBBIE U
MHCTPYMEHTAJIbHBIE OCHOBBI KOMIIETEHI[MH, OCBAaUBAIOTCSI OCHOBHBIE KaTErOpHH,
dopmupyrorcs 0a3oBble ymeHHs. CTyIEHT BOCHPOM3BOAUT TEPMHUHBI, (DAKTBHI,
METO/Ibl, MOHATHUS, IPUHILIUIIBI U MpaBWJIa; peuiaeT yyeOHbIe 3aJauM 1o o0pasiy.
Eciu cTyneHT oTBedaeTr 3THUM TpeOOBaHUS MOYKHO TOBOPUTh OO0 OCBOCHHHM UM
MOPOTrOBOr'0 YPOBHS KOMIIETEHIUY;

OcHosHOUl — 3HAHMS, YMEHHS, HaBBIKH, oOecreynBaromuye GopMUpPOBaHUE
KOMIIETEHLIUH, 3HAYMTEJIbHO BO3pPACTalOT, HO €HI€ HE JOCTUral0T HMTOrOBBIX
3HaueHnii. Ha 3TOM sTame CTyAeHT OCBaMBAa€T AHAIIUTHUYECKUE JIEUCTBUSL C
OpPEIMETHBIMA  3HAHMSIMU [0  KOHKPETHOW  AUCIUIUIMHE,  CHOCOOEH
CaMOCTOATENIbHO pellaTh Y4YeOHbIE 3aJaud, BHOCS KOPPEKTHBBI B aJITOPUTM
JEHCTBU, OCYIIECTBISAS CAMOPETYJISLUIO B X0Jie pabOThl, IEPEHOCUTh 3HAHUS U
YMEHUS Ha HOBBIE YCJIOBMS. YCIEIIHOE NPOXOXKIECHUE HTOrO 3Tala I03BOJISET
JOCTUYb CTAHJAPTHOTO YPOBHS CHOPMUPOBAHHOCTU KOMIIETEHLIUU;

3aeepwiarowuti — Ha 3TOM 3Tale CTYIEHT JTOCTUIaeT UTOTOBBIX MOKa3aTeaei
1O 3asBJICHHOW KOMIIETEHIIMH, TO €CTh OCBAaMBaeT BECh HEOOXOAUMBIN 00BEM
3HAaHUM, OBJAJE€BA€T BCEMU YMEHHUSIMH U HaBblkKaMU B cdepe 3asBICHHON
komneTeHIMU. OH CIOCOOEH HCIOJIb30BaTh ATH 3HAHMS, YMEHMs, HaBBIKU TPU
pEIICHUH 3aJay TMOBBIIMICHHONW CIOXHOCTM M B HECTaHJIAPTHBIX ycioBusX. [lo
pe3yibTaTaM 3TOr0 JTana CTYyAEHT JAEMOHCTPUPYET HSTAJOHHBIA  YpOBEHb
Cc(OPMUPOBAHHOCTH KOMIIETEHIIUH.

5.2. Iloka3aTe/n U KPUTEPUH OLICHMBAHUS KOMIIECTECHIIMI

Jlis oneHWBaHUS pPE3yJIbTaTOB OOYYeHHs] B BUAEC 3HAHUN HCIOIB3YIOTCS
CIIEyIOIllMe TMpOLEAypbl M TEXHOJOTMU: HHIMBUIYyallbHOE coOeceloBaHue,
NUCHbMEHHBIE OTBETHI Ha BOIPOCHI, BHIMOJIHEHUE MPAKTHUECKUX 3aJaHHH.

Jnst 2hdexTuBHON MOATOTOBKM K TPOMEKYTOYHOMY KOHTPOIIO TI0
JUCHUIUIMHE HEOOXOAMMO HCIOJB30BaTh PEKOMEHIOBAaHHYIO OCHOBHYIO U
JIOTIOJIHUTEIbHYIO JIUTEPaTypy, KOHCIEKTHI JIEKIMH, pa3pabOTKU CTYICHTOB,
BBITNIOJIHEHHBIE B PE3yJIbTAaTe MOJATOTOBKU U BBIMOJTHEHUS MTPAKTUUECKUX 3aHATUH.

IIpomexyTOUHBIH KOHTPOJIb PEATU3yeTCs] B XOJ€ Claydl OOyJarOIIUMUCS
3a04HOM (QopMbI OOyYEHMsS] IK3aMEHOB. OK3aMEH MpOBOAUTCA B (opme
cobecenoBanusi 1o Owineram. B 3aBucuMoctH OT Kypca  oOydeHHs
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HK3aMEHALIMOHHBIA OWJIET MOXKET COAepX aTh JBAa TEOPETUUYECKUX BOMPOCH WIIU
OIMH TEOPETUYECKUM BOIIPOC M OJWH IpPaKTHYECKHW Bompoc. Ha moarorosky
orBeTOB OTBOAMTCS 30 MuHYT. OLIEHKa 3HAHUN MPOU3BOJIUTCA MO 4-X OayuIbHOU

IKaJic.

nepecaarb 3K3aMCH B YCTAHOBJICHHOM ITOPAAKCE.

B ciyyae HeEyJOBIETBOPUTEIHHOM OLIEHKKM CTYACHT HMMEET IPaBo

Oﬁmne KPHUTECPHUHU OLICHKHN O0TBECTOB CTYACHTOB

Onenka
COTJIHYIHO»

Onenka
«XOpOo1Io»

Onenka
«y[[OB.]'I eTBOI) HUTECJIBHO»

Onenka
«HCyI[OBIICTBOpHTeJILHO»

OneHka «3a4TeHO»

OneHka «He 32a4TeHO»

OLIEHMBAETCS OTBET,
€CITU CTYJeHT UMEEeT
CHCTEMHBIE MTOJTHEIE
3HaHUS U YMEHHUS 10
[IOCTaBJIICHHOMY
Borpocy. Coxepxanue
BOIIPOCA U3JIaraeT
CBSI3HO, B KPAaTKOU
(dhopMe, pacKphIBacT
MOCJIEIOBATENLHO CYTh
H3yYEHHOTO
Mmarepua’a,
JEeMOHCTPHPYS
MPOYHOCTH U
MPUKIIAIHYIO
HaTpPaBJICHHOCTb
MOJYyYCHHBIX 3HaHUH U
YMEHUH, HE TOMYCKaeT
TEPMHUHOJOTHUYCCKUX
OIIUOOK U
(hakTHIeCKIX
HETOYHOCTEN

OIIEHUBAETCS OTBET, B
KOTOpPOM
OTCYTCTBYIOT
HEe3HAYUTEIbHEIC
AJIEMEHTBI
COJICPIKAHUS WITH
MPUCYTCTBYIOT BCE
HE00X0IMMbIe
3JIEMEHTBI
coJIep)KaHusl, HO
JIOTTYIICHBI
HEKOTOPbIE OIIHOKH,
HHOTJIa Hapyliajach
MOCJIEI0BATELHOCTh
W3JI0XKCHUSI.

OILICHMBACTCS HEIIOJHBIHN
OTBET, B KOTOPOM
OTCYTCTBYIOT
3HAYUTENIbHEIE
AJIEMEHTHI COePIKaHMS
WJIA IIPUCYTCTBYIOT BCE
BBIIIEU3JI0KEHHEIE
3HAHUSA, HO JOIyIIEHBI
CYIIIECTBEHHBIC ONIHOKH,
HEJIOTUYHO, IIPOCTPAHHO
H3JI0’)KEHO OCHOBHOE
coJiepkaHue BOIIpOca.

OIICHUBAETCS OTBET, IIPH
KOTOPOM CTYJICHTHI
JIEMOHCTPHUPYIOT
OTPBIBOYHBIC, OECCHCTEMHBIE
3HaHVSI, HEYMCHUE BBIICTHTh
IJIaBHOE, CYIIECTBEHHOE B
OTBETE, JONMYCKAIOT rpyObIe
OLINOKH

Onpeneﬂeﬂue YPOBHS OCBOCHMSA KOMIIeTEHIIMI B COOTBETCTBHM C OllEHKOIl 0TBeTa CTyA€HTAa

OneHka «OTJIHYHO»
CBUJIETEILCTBYET O

Onenka «xopomo»
CBUJIETENILCTBYET O

Onenka
«Y/I0BJIETBOPHUTEILHOY

Ouenka
«HEY/I0OBJIETBOPUTEILHO)
CBUJICTEIILCTBYET 00

HaJIYNH HaIWYUH CBUJETEILCTBYET O
c(hOopMHPOBaHHBIX c(hOopMHPOBAaHHBIX HAJINIUN OTCYTCTBUM
KOMITETEeHLIU I KOMITETCHLIU I c(hOopMHUPOBaHHBIX c¢()OpMUPOBAHHBIX
BBICOKOI'0 CTAHAAPTHOIO KOMIIETeHLIU I KOMIIeTeHIM i 1J1s1 pelIeHNs
(3TaJIOHHOT0) YPOBHS | YPOBHS [IJIs peIIeHUs NMOPOroBOro YPOBHS npodecCHOHANBHBIX 3324
JUTSL PELICHUs npodecCHOHANBHBIX VISl peLICHUS
npodeccuoHaIbHBIX 3a/aq npodecCHOHATBLHBIX
3ajau 3a1a4

5.3. MarepuaJibl 1Jis1 OLCHKH U KOHTPOJISI Pe3yJIbTATOB 00y4CHHUSA

3agaHus K 9K3aMeHYy

dopmupyeMble
KOMIIETEHIIUHU

1. Brenpenne ~ cucTteMbl  DJIeKTpoHHOTO  jgokymenta B | OIIK-2, IIK-6, I1K-14,

OpraHU3alMU: OCHOBHBIC STallbl 0TOOpA M BHEIPECHHS 1IK-15, TIK-16, 11K-18,
[1K-29

2. OcoOeHHOCTH HOPMATHUBHOTO peryinupoBaHus dmekrponHoro |  IIK-6, IK-14, TIK-15,

NoKyMeHTo060poTa B Poccuiickoit Penepanuu T1K-16, I1K-18, ITK-29

3. Oco0eHHOCTH HOPMATHBHOTO pPEryJUpoBaHMs 3iekTponHoro | IIK-6, IIK-14, IIK-15,

IK-16, T1K-18, TTK-29
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JokyMeHToobopoTa B EBponeiickoM corose

4. Oco0eHHOCTH HOPMAaTHBHOTO peryaupoBaHus snekrponHoro | IIK-6, IIK-14, TTK-15,
JIOKyMeHTo0OopoTa B crpanax CesepHoii u KOxHON AMepHKH [IK-16, TIK-18, I1K-29
5. OtedecTBeHHBIE U 3apyOexHbIe cHCTeMbl dyekTpoHHoro | OIIK-2, I1K-6, I1K-14,

JOKYMEHTOO0O0pOTa: CXOJCTBA U Pa3IHuus

I1K-15, I1K-16, I1K-18,
I1K-29

6. OteuyecTBeHHBIE U 3apyOEXKHBIE CHUCTEMBI AJIEKTPOHHOTO
JOKyMEHTOO0O0POTa: pealn3yeMble POLECChl U (PyHKINUU

OIIK-2, [1K-6, ITK-14,
I1K-15, I1K-16, I1K-18,
I1K-29

1. [IpoOnembl W mepCreKTHBBI  npuMeHeHus MoOwiabHBIX | OIIK-2, IIK-6, ITIK-14,

pelleHuii W OONAUHBIX TEXHOJOTHI TpomyKThl B dnektponHom | IIK-15,TIK-16, TIK-18,

JIOKYMEHTO0060pOTE I1K-29

8. CucremMa 53JCKTPOHHOTO JOKyMeHTooOOpoTa opranu3anuu: | OIIK-2, IIK-6, IIK-14,

BUJbI CUCTEM IIK-15, I[IK-16, I1K-18,
[1K-29

9. CucremMa 53JCKTPOHHOTO JOKyMeHTOoOOpoTa opranu3amuu: | OIIK-2, IIK-6, IIK-14,

KJIAaCCU(UKALIUN CUCTEM IIK-15, TIK-16, TIK-18,
I1K-29

10.  Cucrema »3JEKTPOHHOTrO JOKyMeHTooOopora opranmsamuu: | OIIK-2, IIK-6, TTK-14,

o01re XapaKTepPUCTHKN TIK-15, IIK-16, TTK-18,
11K-29

11.  Cucrema »3JEKTPOHHOTO JOKyMeHTooOopora opranmsamuu: | OIIK-2, IIK-6, TTK-14,

HOHSATHE ¥ OCHOBHBIE IIPHHIIHIIEI IK-15, TIK-16, ITIK-18,
11K-29

12. CucrtemMa D3JEKTPOHHOTO JOKyMeHTOooOOopoTra opranm3zanuu: | OIIK-2, ITIK-6, [1K-14,

MPUHIUIIBI pa0OTHI IIK-15, TIK-16, TTK-18,
11K-29

13. CucremMa 3JEKTPOHHOTO JOKyMeHTOOOOpoTa opranm3zanuu: | OIIK-2, ITIK-6, I1K-14,

CBOMCTBA U 33J1a9H TIK-15, TIK-16, TTK-18,
I1K-29

14. Cuctembl ympasieHus HHpoOpManuoHHbIMEH  pecypcamu | OIIK-2, IIK-6, T1K-14,

NpeANpHATUS: OCOOEHHOCTH OpraHmsanuu, otamuue ot cuctem | 1IK-15, TIK-16, TIK-18,

9JICKTPOHHOT'O ,Z[OKyMeHTOO60pOTa OopraHu3anuvun

IK-29

15. Co3maHue  CHUCTEMBI  AJIGKTPOHHOTO  JoKymeHToobopota | OIIK-2, IK-6, TIK-14,
OpraHM3al|K: TPUHIIAIIBI ¥ ITAITBI IK-15, TIK-16, I1IK-18,
TIK-29
16. Cnenmnanu3upoBaHHbIE CHUCTEMBI 3JIEKTPOHHOTO OIIK-2, TITK-6, I1K-14,
JIOKyMeHTO000opoTa:  ocobeHHOCTH  co3gaHms.  BHedapenus u | 1IK-15, IIK-16, TIK-18,
HCIIOIL30BaHUA. 1K-29
17. Crioco0ObI 1 METO/IBI 3aIIUTHI JIEKTPOHHOTO JOKYMEHTA OIIK-2, TIK-6, TIK-14,
TIK-15, IIK-16, TTK-18,
T1IK-29
18. CranmapTsl UM HOpPMAaTHBHBIE JOKyMEHTHI, peryiaupytomue | OIIK-2, I1K-6, IIK-14,

pa60Ty CUCTEM JJICKTPOHHOT'O JIOKYMCHTOO60pOTa OopraHu3anun

[K-15, TIK-16, TTK-18,
[1K-29

19.  Texnmueckoe 3ajjaHNe HA BHEIPEHHE CHCTEMBI dJIEKTPOHHOTO
JOKYMEHTOOOOpOTa B  OpraHM3allMM: Ha3Hau€HUE, OCHOBHBIE
DJIEMEHTHI, BHITIOJTHsIEMbIE (DYHKITUH.

OIIK-2, [1K-6, ITK-14,
[K-15, TIK-16, TTK-18,
IK-29

20.  DnexTtpoHHas mnu(ppoBas MOANUCH: 3aKOHOJATeIbHas 0aza

OIIK-2, TIK-6, I1K-14,
[IK-15, I1K-16, ITK-18,

NPUMEHEHHS, HCIOJIb30BaHHE B MEXIYHAPOAHON JesATeIbHOCTH
OpraHu3anuu [K-29
21.  DnexTpoHHas udpoas MIOATINCH: ocobennoctu | OIIK-2, ITIK-6, ITIK-14,

HCIIOJIb30BaHUs 32 pyOekoM

[IK-15, I1K-16, ITK-18,
IK-29
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22.  DnektponHas 1mdpoBas  moAmuck:  moustHe, cdepa | OIIK-2, ITIK-6, IIK-14,
IPUMEHCHHS IIK-15, IIK-16, I1K-18,
IK-29
23. DJIEKTPOHHOE MPABUTEIbCTBO: OMBIT peann3anuu B Poccun u | OIIK-2, IIK-6, TIK-14,
3a pyoekom IK-15, TIK-16, TIK-18,
IK-29
24. DJIEKTPOHHOE MPABUTEIIBCTBO: 1I€TW 3a4a4M, TPUHIUTIbI OIIK-2, TI1K-6, I1K-14,
[K-15, IIK-16, I1K-18,
IK-29
25.  DIeKTpOHHBIH  JOKyMEHT, Kak OcHoBa aiektponHoro | OIIK-2, T1K-6, ITIK-14,
JOKYMEHTO000poTa IK-15, TIK-16, T1IK-18,
I1K-29
26.  DJEKTpOHHBIA JOKYMEHTOOOOpPOT Ha coBpemMeHHoM dtame: | OIIK-2, IIK-6, I1K-14,

IpOOJIEMBI U NTEPCIIEKTUBBI

I1K-15, I1K-16, I1K-18,
I1K-29

27. Bujpl 2JIeKTPOHHOM MOAMKUCH: OCOOEHHOCTH X MIPUMECHECHUS

OIIK-2, [1K-6, ITK-14,
[IK-15, I1K-16, ITK-18,
[1K-29

28. OCHOBHBIE OTJIMYUA MCIIOJIBL30BAHUS MOOWJIBHON M 00JIAYHOH
TEXHOJIOTUH B AJIGKTPOHHOM JIOKyMEHTO000pOTE

OIIK-2, T1K-6, [1K-14,
[K-15, TIK-16, TTK-18,
[1K-29

29. OcHoBHble (QyHKIUU 3apyOexHbIX cucteM anekrponHoro | OIIK-2, IK-6, TIK-14,

JIOKyMEHTOO000pOTa IIK-15, TIK-16, TTK-18,
TIK-29

30. OCHOBHEBIE XapaKTePUCTUKHU CUCTEM yIpaBlIeHUs OIIK-2, I1K-6, I1K-14,

WH(POPMALMOHHBIMH PECYpCaMH MTPEIIPUATHS

[K-15, TIK-16, TTK-18,
I1K-29

31. CnocoObl 3amMThl 3JEKTPOHHOTO JOKyMEHTa B CHCTEMax
3IIEKTPOHHOI'0 JOKyMEHT0000pOTa

OIIK-2, [1K-6, ITK-14,
[IK-15, I1K-16, ITK-18,
I1K-29

32. TexHUYECKHE YCIIOBHUS WCIOJB30BAHUS DIICKTPOHHOH IOMIUCH:
armnapaTHbIe U TEXHOJIOTMYECKUE

OIIK-2, T1K-6, [1K-14,
[IK-15, I1K-16, ITK-18,
[1K-29

33. lludporas (koMIBIOTEpHAS TEXHUKA) HCIIONB3yeMasi B MpoIecce
paboThI CUCTEMBI DJIEKTPOHHOTO JOKYMEHTO000pOTa

OIIK-2, TIK-6, I1K-14,
[K-15, TIK-16, TTK-18,
[1K-29

HpaKTuqecm[e 3aJaHUA K IK3aMEHaM

1. Hapucyiite cxemy alroputMa UCIOIb30BaHUS JIEKTPOHHOTO
KJII0Ya B CHCTEME JIEKTPOHHOTO JOKYMEHTO000pOTa

OIIK-2, TIK-6, I1K-14,
[IK-15, I1K-16, ITK-18,
I1K-29

2. HapucyiiTe cxeMy HCIOIB30BaHHS AIEKTPOHHON TOATIHCH B
CHCTEME JIEKTPOHHOTO JOKYMEHTO000pOTa

OIIK-2, TIK-6, I1K-14,
[IK-15, I1K-16, ITK-18,
[1K-29

3. OxapakTepu3yiTe caliT perHOHATHLHOTO AIEKTPOHHOTO
MPABUTENHCTBA (33/1aHKE BBITIOJIHAETCS MPU OOPALICHUH K CETU
HnTepHer)

OIIK-2, TIK-6, I1K-14,
[K-15, TIK-16, TTK-18,
[K-29

4. TlokaxxuTe aaropuTM IOJy4YEHUs TOC.yCIyTH Ha caifTe
xa0apoBCKOTro Kpas (3aJjaHue BBIITOJHACTCS IPU OOPAIIEHUH K CETH
HnTepHer)

OIIK-2, TIK-6, 11K-14,
[IK-15, I1K-16, ITK-18,
IK-29

5. TlponemMoHCTpUpYyHTE MpOIecC CO3IaHMsI STEKTPOHHOTO
JIOKYMEHTa B JINYHOM 00J1aKke (3aJaHKe BBITOJIHSAETCS MPU 00palieHun
K cetu HTEepHeT)

OIIK-2, [1K-6, ITK-14,
[K-15, TIK-16, TTK-18,
IK-29

6. Pabora c crucTeMoit 3JIeKTPOHHOTO JIOKYMEHTO000pOoTa:!
BHU3HPOBAHUE, COTJIACOBAHUE, YTBEPKICHUE U MOAMKUCH TOKYMEHTOB.

OIIK-2, TIK-6, I1K-14,
[IK-15, I1K-16, ITK-18,
[1K-29
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7. Pabora c crucTeMoil 3NeKTPOHHOTO TOKYyMEHTO000pOoTa: OIIK-2, TIK-6, ITIK-14,
Ha3sHaYeHHE OTBETCTBEHHOIO 3a JOKYMEHT, Ha3HAUEHHE CPOKOB IK-15, TIK-16, TTIK-18,
UCIIOJIHEHUS JOKYMEHTOB, OTMETKH O BBINOJHEHHHU JTOKYMEHTA, I1K-29
CHSITHE C KOHTPOJIS, IPOUIEHHE CPOKOB MCIOJIHEHHS JOKYMEHTAM

8. Pabota ¢ cucteMoii 3J€KTPOHHOT0 JOKYMEHTO000pOTa: MOUCK OIIK-2, T1K-6, I1K-14,
JOKYMEHTA C UCIIOIb30BAaHUEM aTPUOYTUBHOTO ¥ KOHTEKCTHOTO [K-15, TIK-16, ITK-18,
TOMCKa 11K-29

9. Pabora ¢ cuCTEMOI JIEKTPOHHOTO JOKYMEHTO000pOTA: OIIK-2, TIK-6, TIK-14,
perucrpanusi JOKyMEHTOB (BXOASIINX, HCXOSIINX, BHYTPCHHHUX ) 1IK-15, rrI[If{- ;%, 11K-18,

10. PabGoTa ¢ cucTemoii 3JeKTPOHHOTO TOKYMEHTO000pOTa: OIIK-2, TIK-6, TIK-14,
CO3/IaHUE CIIPAaBOYHUKOB. IIK-15, IIK-16, I1K-18,

T1K-29

11. PaboTa ¢ cucteMoi 3J1€KTPOHHOTO JOKyMEHTO000pOoTa: OIIK-2, IIK-6, T1IK-14,
CO3JIaHUE JIEKTPOHHOIO JIOKYMEHTA, CO3/IaHUE TIPOEKTA JOKYMEHTA, IIK-15, TIK-16, I1K-18,
CO3/1aHKME PETUCTPAIIMOHHOMN KaPTOYKH 3JIEKTPOHHOIO JOKYMEHTA, I1K-29
CO3JJAHHE PETUCTPALIMOHHON KAPTOUKH IPOEKTA JOKYMEHTA.

12. PaboTa c cuctemMoii 3J1eKTpOHHOTO JOKyMEHTO000poTa: OIIK-2, IIK-6, TIK-14,
CIIMCAHME JIE]I B aPXUB. IK-15, TIK-16, I1IK-18,

T1K-29

13. PaboTa ¢ cuctemMoii 3J1eKTpOHHOTO JOKyMEHTO000poTa:! OIIK-2, T1K-6, I1K-14,
YCTaHOBJIEHHE B3aMMOCBSI3HM BXOIAIIMX U HCXOSIIMX JTOKYMEHTOB,; IIK-15, TIIK-16, ITIK-18,
YCTaHOBJIEHHE B3aMMOCBSI3H JOKYMEHTOB, IIOCBSIIEHHBIX OJHOMY 1K-29
BOIIPOCY

14. PaGoTa ¢ cHCTEMOM 3JICKTPOHHOTO IOKYMEHTOO00pOTA: OIIK-2, TIK-6, TTK-14,
(GopmupoBanue e, pabota ¢ HOMEHKJIATY PO JIeJI OpraHU3aliH. TIK-15, rl'I[II<<- 12% IIK-18,

5.4. MeToguuecKue MaTepuaJibl 0 OLEHUBAHUIO Pe3yJIbTATOB 00yUeHHUs

IIpome:kyTouHasi aTTecTalMsA PEaIU3yeTCsl B XOJ€ Ca4l 00y4YarOIUMUCS
3a09yHOM (opMbI OOyYeHHs SK3aMeHOB. llenpl0 MPOMEKYTOYHOM aTTecTaluu
SBJISIETCS KOMIUIEKCHasi U OOBEKTHMBHAsl OLICHKA 3HAHUW CTYJIEHTOB B MpOIECCE
OCBOCHHS ~ MMHU  OCHOBHOM  0Opa3oBaTeIbHONW  MPOrpamMMbl  BBICIIETO
po¢heCCUOHAIBHOTO 00pa30BaHUs.

DK3aMeH M0 JUCHUUIUIMHE TpeciieayeT IeJib OLIEHUTh padoTy CTyJeHTa 3a
ceMecTp (Kypc), CTENEHb YCBOCHHS TEOPETHUYECKUX 3HAHUN U KOMIICTCHIIUH,
YPOBEHb TBOPUYECKOTO MBIIIJICHUS, HABBIKOB CAMOCTOSITENIbHOW pabOThl, YMEHHUE
aHaJM3UPOBATh MOJTYUYCHHbIC 3HAHUS W MPUMEHSTh UX B PEIICHUM MPAKTUYECKUX
3a1ad.

DOK3aME€H TMPOBOJUTCA B yCTHOM WM MNHChbMEHHOW (Qopme 1o
HK3aMEHAIMOHHBIM ~ OujieTaM, KOTOpble yTBepknatorcs kadempoit. [lpu
HEOOXOJMMOCTHA 3K3aMEHATOPY MPEJOCTABISICTCS MPaBO 3aJaBaTh CTYJEHTaM
JIOTIOJIHUTENIbHBIE BOIMPOCHL, a TAKKE MOMUMO TEOPETHUYECKUX BOMPOCOB AaBaTh
3a/1a4d U MPAKTUYECKUE 3aJIaHKsl IO MporpamMMe Kypca.

Bo Bpemss »Kk3aMeHa CTYJEHTBI MOTYT TIOJIB30BAaThCSl  YUEOHBIMU
nporpaMMmamMu, CIpPaBOYHUKAMH M TIPOYMMH HCTOYHUKAMU HHGOpMAIIUH,
nepeyeHb KOTOPBIX YCTaHABJIMBAETCS IpenojaBaTesieM W COTJIaCOBBIBACTCS Ha
3aceqanun  kadenpel. lMcnonap3oBaHME MaTepHaioB, HE MPEIyCMOTPEHHBIX
yKa3aHHBIM NIEPEYHEM, a TaK)Ke MOMBITKA OOIIEHUS C IPYTUMH CTyJACHTAMU, B TOM
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YUCJIE€ C NPUMEHEHUEM D3JIEKTPOHHBIX CPEICTB CBS3M, HECAHKIHMOHUPOBAHHbBIE
NEPEMELICHHS CTYIEHTOB U T.I1. ABJISIIOTCS OCHOBAHUEM JJISl YAAICHHS CTYI€HTA U3
ayIUTOPUM W MOCIHEAYIOIIEro  BHECEHUSI B BEJAOMOCTh  OTMETKH
«HEYJOBJIETBOPUTEIBHO» («HE 3aUTECHO).

KpurepusiMu  yCHemIHOCTH OCBOEHUS CTYJEHTOM JaHHON y4eOHOH
JUCUUIUIMHBI [IPU MPOBEICHUN TEKYLIEr0 U UTOTOBOTO KOHTPOJIS SIBJISFOTCS:

1. KonnuecTBo npaBUIIBHBIX OTBETOB 10 9K3aMEHAI[MOHHOMY OMJIETY.

2. AKTMBHOCTb M aJ€KBATHOCTb IIOBEJCHMs CTYICHTA HA ITPAKTHYECKUX
3aQHATUSAX, BBIIIOJIHEHUE KaXIbIM CTYIEHTOM BCEX IPAKTUYECKHX padorT,
OCMBICJIEHHOCTh M CAMOCTOSITEIIbHOCTD CYXKACHHM, IPOSBIECHHBIX B X0JI€ YCTHOIO
orpoca.

3. [IpaBuiibHBIE OTBETHI HAa BOIPOCHI 110 COAEPKAHUIO 0a30BbIX UCTOYHUKOB M3
CIIMCKOB PEKOMEHIOBAHHOW JINTEPATYPHI 110 JUCLIUILITHE.

4. JlemoHcTpamusi 3HaHMS TMPO(PECCUOHATBHBIX TEPMHHOB, TMOHSATHUH,
KAaTE€ropui U TEOPUM.

5. Hanuume COOCTBEHHOrO BHJEHHUSA pPacCMaTpPUBAEMON MpPOOJIEMBI,
c(OpMHPOBAHHOTO HA OCHOBE M3YUYEHHS M aHAJIM3a HAy4YHBIX palOOT, BBIIIOJHEHHUS
MIPAKTUYECKUX 3aTaHUM.

6. PECYPCHOE OBECIIEYEHHME

6.1. OcHOBHAS U JONOJIHUTEIbLHAA y4eOHAasl JIUTEPATypa

OcHoBHas JuTEpaTypa

1. T'punbGepr, A.C. JIoOKyMEHTallHOHHOE OOECIICUeHHUE YIIPABIICHUS
yueOnuk / A.C. I'punbepr, H.H. I'op6auéB, O.A. Myxamermuna. - Mocksa :
IOnuTH-/lana, 2015. - 391 c. : Tabn., rpad., wi., cxemsl - bubauorp.: c. 382-383. -
ISBN 978-5-238-01770-9 ; To e [DnexTpoHHBI pecypc]. — Pexum moctyma:
URL.: http://biblioclub.ru/index.php?page=book&id=115031.

2. CmupHOBa, I'.H. DJIEKTPOHHBIE CUCTEMBI YIIPABJICHUS
JTOKyMEHTOOOopoToM : yuebHoe mnocobue / I'.H. CmupnoBa. - MockBa
MOCKOBCKHMI TOCYJApCTBEHHBIM YHMBEPCUTET JKOHOMHUKHM, CTAaTUCTUKH U
undopmatuku, 2004. - 115 c. - ISBN 5-7764-0399-5 ; To ke [DaeKTpOHHBIN
pecypcl. Pexum JOCTyTIa:
URL.: http://biblioclub. ru/mdex php?page=book&id=90954(26.08.2019).

JlonoJiHMTEIbHASA JTUTEpPaTypa

1. UcakoBa, A.Ml. OcHOBbl WH(GOPMAIIMOHHBIX TEXHOJOTHH : y4eOHOe
nocobue / A.M. HcakoBa ; MunuctepctBo obpazoBanusi U Hayku Poccuiickoit
®epneparuu. - Tomck : TYCVYP, 2016. - 206 c. : wi. - bubnuorp.: ¢. 197-198. ; To
xKe [ DneKTpOHHBII pecypcl. - Pexum JIOCTyTa: URL:
http://biblioclub.ru/index.php?page=book&id=480808.

2. Munun, W.B. 3amura koHQUAEHIMANBHOW UHGOpPMAMK  TPU
AJIEKTPOHHOM  JIOKyMeHTooOopoTe : ydeOHoe mocodbue / UW.B. Munus,
O.B. MunuHn. - HoBocubupck : HI'TY, 2011. - 20 c¢. - ISBN 978-5-7782-1829-1 ;
To xKe [DJIEKTPOHHBIN pecypc]. - Pexum JIOCTyIIa:


http://biblioclub.ru/index.php?page=book&id=115031
http://biblioclub.ru/index.php?page=book_red&id=90954
http://biblioclub.ru/index.php?page=book&id=480808

URL.: http://biblioclub.ru/index.php?page=book&id=228779.

3. OCHOBBI TPOEKTHPOBAHUSA CHUCTEM OJJIEKTPOHHOTO JOKyMEHTOOOOpOTa:
yuebHoe onektpoHHoe wu3manue / M.H. Kpacusuckwmii, C.B. Kapmymkus,
A.Jl. O0yxoB u 1p. ; TaMOOBCKHi1 rOCY1apCTBEHHBIN TEXHUYECKHI YHUBEPCUTET. —
TamboB : TamboBckuii rocynapctBeHHbl TexHuuyeckuit yHuepcuteT (TI'TY),
2018. — 81 ¢ : cxem., wi. — Pexum poctyma: 1O TOAMHCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=570397 (nata  oOparicHus:
13.07.2020). — bubmuorp. B kH. — ISBN 978-5-8265-1935-6. — Tekcr
AJICKTPOHHBIM.

4. Cuctembl 3alUThl MH(pOpMAIMKM B BEAYIIUX 3apyOCKHBIX CTpaHaxX :
yueOHoe nocobue aist By3oB / B.M. Apepuenkos, M.1O. PoitoB, I'.B. Konapammh,
M.B. PynanoBckuii. - 4-¢ usn., crep. - Mockga : U3znarensctBo «DnuaTan, 2016. -
224 c. - (Opranuzanusi ¥ TEXHOJOTHSA 3aUThl nHpOpMmarun). - bubmmorp.: c. 192-
193. - ISBN 978-5-9765-1274-0 ; To xe [DnekTpoHHBIN pecypc]. - Pexum
noctyna: URL: http://biblioclub.ru/index.php?page=book&id=93351.

5. Cmupnona, I''H. IIpoektrpoBaHu€e 3JEKTPOHHBIX CHUCTEM YIPABICHUS
JIOKYMEHTOOOOPOTOM: MPAKTUKYM 10 Kypcy : yueOHoe nocooue / I'.H. CMupHoBa ;
MexayHapoHblld KOHCOPLUUYM «OJEKTPOHHBIM YHUBEPCUTET», MOCKOBCKUU
TrOCY/IapCTBEHHBIN YHUBEPCUTET SKOHOMHMKH, CTAaTUCTUKU U HHPOPMATUKH,
EBpa3uiickuil OTKpPBITBIA UHCTUTYT. - MOCKBa : MOCKOBCKUI TOCYIapCTBEHHBIN
YHUBEPCUTET IKOHOMHUKHU, CTATUCTUKHU U uHopmaTuku, 2004. - 127 c. : ui., cxem.
- ISBN 5-7764-0451-7 ; To e [DnekTpoHHBIH pecypc]. - Pexum mpocryna:
URL.: http://biblioclub.ru/index.php?page=book&id=90461.

6. Cenuenko, II.B. JlokymeHTauMOHHOE OOECIeueHUE YINPaBICHUECKUX
pemeHuit : ydeOHoe mocobue [DnexTponnbii  pecypc]/ I1.B. Cenuenko,
FO.II. ExnakoB, B.E. Kupuenko ; MuHuctepctBo o00pa3oBaHus U HAyKu
Poccuniickont ®enepaunn, Tomckuii ['ocynmapcrBeHHbii YHuBepcuteT Cucrem
Ynpasnenust u Pagnosnexkrpornku (TYCYP). - Tomck : Onp Kontent, 2011. - 142
c. — Pexxum noctymna://biblioclub.ru/index.php?page=book&id=208691.

/. lllep6akoB, B.C. Ilporpammbel nis 0¢GUCHOW aBTOMaTH3AIMU
[DnexTponnsiii pecypc]/ B.C. Illep6akos. - M. : Jlaboparopus kauru, 2011. - 109
c. - Pexxum moctyna: //biblioclub.ru/index.php?page=book&id=142041.

6.2. Pecypchbl MH(pPOPMALIMOHHO-TEJIEKOMMYHUKAIMOHHOU ceTH «AHTEepHET»

B cooTBercTBMM ¢  JMIICH3MOHHBIMA  HOpPMaTHBaMH  OOECIICUCHHUS
OuOMMOTEeYHO-MH(POPMALIMOHHBIMU ~ pecypcaMu  OMOJIMOTeKa  OpraHu3yeT
WHIUBU Ty JIbHBIN HEOTPAaHUUYEHHBIN JOCTYI U3 OO0 TOYKH, B KOTOPOU UMEETCS
IoCTym K ceth MHTepHET, K y4eOHBIM MaTepHaiaM DJIEKTPOHHO-OMOINOTEUHBIX
cucteM (OBC):

1. ObC «YHuBepcurerckas OubamoTeka ommaitH». M3marensctBo: OO0
«HexcMenunay. IlpuHamiexHocTh cropoHHss. Www.biblioclub.ru. Komuuectso
karouer  (moss3oBateneit): 100% on-line. XapakrepucTtuku OHOIHMOTEUHOTO
dboHma, MOCTYNm K KOTOPOMY TMPEIOCTABISAETCS JOTOBOPOM: JOCTYH K 0a30BOM
yactu ObC.
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2. DBC «MznatenbctBo Ilmanera My3bIKu». DIEKTPOHHO-OMONIHMOTEUHAs
cucteMma OOO «M3parensctBo I[IJIAHETA MYVY3BIKW». IlpuHamiexHOCTb
cTopoHHsss. WWW.e.lanbook.com. KosmgectBo wimoueit (moss3oBareneit): 100%
on-line. Xapakrepuctuku OuONMHOTEYHOTO (OHAA, JOCTYI K KOTOPOMY
IPENOCTABISIECTCS TOTOBOPOM: JOCTYN K KoJUIeKIMsIM: «My3bika u teatp», «baier.
Tanen. Xopeorpadus».

3. B/l Onexrponnas Cucrema «KyneTypa». ba3a JlaHHbIX DJeKTpOHHas
Cucrema «Kynbrypay. [TpunaaiexaocTs ctoponnss. http://www.e-mcfr.ru.

4. Web MPBUC XabapoBCKuil roCyaapCTBEHHBI HMHCTHTYT HCKYCCTB H
KYJIbTYpbI (3J€KTPOHHBIN KaTajor). MexayHapoHasi acColMalusl Mojab30BaTenei
U pa3pabOTYMKOB JJIEKTPOHHBIX OMOTMOTEK U HOBBIX HH(OPMAIMOHHBIX
TEXHOJIOTUH (accouumanus OBHUT). ITpuHAAIEKHOCTD CTOPOHHSS.
http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponHas Oubmmorexka. OOO HayuHnas
DJICKTpOHHAsT OmOMmoTeka. [IpuHaAMIEKHOCTH, CTOpOHHssA.  http://elibrary.ru/
JIuuensunonnoe cornamenue Ne 13863 ot 03.10.2013 1. — 6GeccpouHo.

6. DnexTpoHHo-6mOmoTeuHas cucrema ®I'bOY BO «XTMKy». ®I'BOY BO
«XTUK». [TpunagnexHOCTH cOOCTBEHHAS. JlokabpHEBIN JTOCTYIL.
http://carta.hqiik.ru. ITpukas no Muacturyty Ne 213-06 ot 07.10.2013 .

7. EnuHoe OKHO J0cTyna K 0oO0pa3oBaTeNbHBIM pecypcaM. DIEKTpOHHas
oubnuorexka. ®I'AY 'HUU UTT «Uudopmuka», MunucrepcTBO oOpa3oBaHus U
HAYKH PO. ITpuHagIEKHOCTD CTOPOHHSIS. CBoOoHbBIN TOCTYII.
http://window.edu.ru

8. Emunas xomnexuus Hudpossix O6pazoBarenbHbix PecypcoB. ®I'AY
'HUN UTT «udopmuka». [lpunannexHoctb cropoHHss. CBOOOAHBINA JOCTYII.
http://school-collection.edu.ru

9. ®enepanbHblii LEHTP HH(DOPMAMOHHO-00PA30BATENBHBIX PECYPCOB.
®denepanbHblii 1EHTp WHGOPMAIMOHHO- 00pa3oBaTeNbHBIX pecypcoB, DPI'AY
I'HUU UTT «Mudopmuka». IlpunannexHoctb cropoHHss. CBOOOAHBIA AOCTYII.
http://fcior.edu.ru

JI1s MOATOTOBKU KYPCOBBIX, BBIITYCKHBIX M HAYUYHBIX Pa0OT 0Oydaromiuecs
MOTYT MCIOJIb30BaTh MOJIHOTEKCTOBYIO0 0a3y maHHbIX Web of Science. Pexum
JIOCTyTIA: DJJIGKTPOHHBIM, W3 BHYTPEHHEW ceTu uHcTUTyTa. OdunmanbHbIi
caiit: webofknowledge.com

IIpodeccnonanbubie 0a3bl JaHHBIX, HHPOPMALMOHHbIEC CIPABOYHbIEC
cucremMbl M pecypcbl UHTEpHET CBOOOAHOIO 10CTYyNA

10. https://www.gost.ru/portal/gost/ - cBoGoaHO pacmpocTpaHseMbie
MOJTHOTEKCTOBbIE 0a3sbI JAHHBIX HallMOHAJIbHBIX CTaHJapTOB,
MEXIOCY/IapCTBEHHBIX  CTaHJIApPTOB,  MEXAYHapoAHBIX  cTaHgaptoB  ISO
pa3MellIeHHbIX Ha caifte @eaepaibHOrO0 areHTcTBa MO  TEXHUYECKOMY
PEeryJIupoOBaHUIO U METPOJIOTUU

11. https://www.eos.ru/eos_delopr/ - cBobOomHO pacrpocTpaHsemast
uH(pOpMaIMOHHAs CIPaBOYHAsl CUCTEMa IO BOMPOCAM OpraHu3aluu padoThl C
JIOKYMEHTaMH, aBTOMATHU3ALNH JIEJONPOU3BOICTBA, 3IEKTPOHHOTO
JIOKyMEHTO000pOTa, apXUBHOTO JIENa.
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12.http://base.garant.ru - cnpaBodHas mpaBoBasi cucteMa «I apaHT.

13. ttps://www.doc-online.ru/tags/rynok_sed - cBoGoiHO pacripocTpaHsemast
uH(GOpPMaIlMOHHAS CIIPABOYHAs CHUCTEMA O CTATHCTUKE M aHAJIMTHUKE PHIHKA CHCTEM
3JIEKTPOHHOTO JOKyMeHTooOopoTa B Poccuu.

14. https://www.gdm.ru/info/ - cBoOOIHO pacHpoOCTpaHSEMbIi HHTEPHET
pecypc, MPEICTABISIOIINN MaTepUAJIbI «'mnbaun Ynpasnsromux
JlokymeHTamuen» - mpodecCHOHATBHOTO OOBEIUHEHUS CIEHUATUCTOB CIIYXKO
JIOKyMEHTalMOHHOTo ~ obecnieyenust ynpasienus ([JOY) npennpusituéi u
yupexaenuii Poccun.

15. http://www.top-personal.ru/ - cBoOOIHO pacHpOoCTpaHsIEeMbIii HHTEPHET
pecype, MPEeACTaBISIOMIUNA JOCTYI K KypHajaM «YIpaBjieHHE IEPCOHATIOMY,
«TpynoBoe mpaBo», «AJIMHUHUCTPATUBHOE MpaBo», «Jleronponu3BoaCTBOY,
«CekpeTrapckoe JIeo».

16. http://www.rusarchives.ru/ - mopran «ApxuBsl Poccum» comepkur
CBOOOJHO  pacmpocTpaHsemble  npodecCHOHabHbIE  0a3bl  JTaHHBIX IS
CHEUAINCTOB B 00J1aCTH ApXUBHOTO JEa.

17. http://delo-up.ru - cBoGomHO pacmpocTpaHsemas HHGOPMAIMOHHAS
cupaBouyHas 0a3a, MNpEACTaBISAIOAs JOCTYNl K oOpa3suaM pa3jiudHbIX BHUIOB
JOKYMEHTOB M QJITOPUTMYy JOKYMEHTHPOBAHUSA pa3JIMYHBIX YIPABICHUYECKHX
OTIepaLUU.

18. www.docdelo.ru - cBoGomHO pacmpocTpaHseMas HHPOPMAIMOHHAS
crpaBo4Has 0aza, NPEACTAaBISIOMIAas JOCTyH K oOpas3laMm pa3jIudHbIX BHJIOB
JOKYMEHTOB M QJITOPUTMYy JOKYMEHTHPOBAaHHs pa3JIMYHBIX YIPABICHUYECKUX
OTIepaLUU.

19. https://www.rsuh.ru/vestnik/daizi/ - cBoOomgHO pacmpocTpaHIeMbIii
MHTEPHET pecypc, mnpenacraBisiromuid  goctyn Kk Bectnuky PITY, cepusm
«lokymentanuctuka. JlokymMeHToBeneHue. ApxuBoBeneHue», «MHpopmaruka.
3ammra uHpopmanuu. Marematukay, «J{OKyMEHTOBEIEHHUE M ApXUBOBEICHUE.
Nudopmatuka. 3ammra napopmanuu 1 uHpopMamoHHasi 0€30MacHOCTbY.

20. http://elar.urfu.ru/handle/10995/10015 - cBoGOIHO pacmpoCTpaHSIEMBbIii
UHTEPHET pecypc, COAEpXk Al Marepuanbl MEepUOJMYECKOro CcOOpHHKA
UCTOPUYECKOTO (PaKysbTeTa ¥Ypanbckoro ¢peaepalbHOr0 yHUBEPCUTETA.

6.3. UndopmanmoHHbIe TEXHOJIOTHH, IPOrPaAMMHOE 0O0ecieyeHue u
HH(OPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

[IporpammHo-uHpOpMaMOHHOE  OoOecrieyeHrue  y4yeOHoro  mpoiiecca
COOTBETCTBYET TpeOOBAHUSIM benepanbHOTO TrOCyJapCTBEHHOTO
o0pa30BaTeILHOTO CTaHAapTa.

Jld mpoBeAeHNS 3aHATHUM JIEKIIMOHHOTO TUIIA, 3aHATUM CEMUHAPCKOTO TUIIA,
3aHATHH TIPAKTUYCCKOTO THIIA, KYpCOBOTO IPOCKTUPOBAHUS  (BBITIOJHEHUS
KYpPCOBBIX  paboT), TPYMIOBBIX KOHCYJbTAIlMH, TEKYIIETO KOHTPOIS U
MPOMEXKYTOUYHOM  aTTECTAallMM  MCIOJIB3yeTCA  CIeaylolee  MporpaMMHOE
obecrnieyeHue:

— JIMIIEH3UOHHOE MPOIPHUETAPHOE MTPOTPAMMHOE 00ECIICUCHHE:!

1. Microsoft Windows
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2. Microsoft Office (B cocrtaB makera Bxomsar: Word, Excel, PowerPoint,
FrontPage, Access)

3. Adobe Creative Suite 6 Master Collection (B coctaB makera BXOJIST:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium
Edition, Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6,
After Effects CS6, Adobe Audition CS6, SpeedGrade CS6, Prelude CS6,
Encore CS6, Bridge CS6, Media Encoder CS6);

— CBOOOJTHO pacipocTpaHsieMoe IPOrpaMMHOE 00ecTieUeHHE:

1. Habop oducuHsix mporpamm Libre Office

2. aynuonipourpeiBaresb AIMP

3. BugeonpourpseiBarenb Windows Media Classic

4. waTepHeT-Opay3ep Chrome.

JI1st caMOCTOSITETbHOM TTOATOTOBKHM CTYJICHTOB K 3aHSTHSIM IO JUCIUILIINHE
TpeOyeTcst oOpalieHne K mporpamMmHoMy obecriedeHuro Microsoft Windows,
Microsoft Office, B Tom ymciie I TOATOTOBKH MYJIBTHMEIUMHBIX MPE3CHTAIMMA
0 TeMaM CeMHHAapoB B mporpamme PowerPoint. JIyis co3gaHusi KOHEYHBIX HE
peIaKTUPYEMBIX BepCHI JOKYMEHTa peKOMEHIyeTcsl Ucmoyib3oBaTh Acrobat X Pro,
Bxoaanmii B coctaB makera Adobe Creative Suite 6 Master Collection.

[Ipu wu3ydYeHMM JUCHUIUVIMHBI OOyYaromIMecss MMEIOT BO3MOXHOCTb
HCIIOJIb30BaHUsI MH(MOPMAIIMOHHO-CIIpaBoUHbIX cucteM «Kynbrypay u «['apanmy,
Bcepoccuiickyro OTpAaCIIEBYIO CIIPAaBOYHYIO CUCTEMY «Hudopmuoy,
pedepaTuBHBIX U OMOTMOMETpUUYECKUX 0a3 JaHHBIX PEIICH3UPYEMOMN JIUTEPATYPhI
Web of Science u SCopus, B COOTBETCTBHUH C 3aKJIFOUYCHHBIMU JOTOBOPAMH.

Ha Bcex KoMmmbploTepax B HUHCTUTYTE€ YCTAaHOBJIEHO JIMIIEH3MOHHOE
aHTUBUPYCHOE TporpamMmHoe oOecneuenue Kaspesky Endpoint  Security.
Heo6xonumpiM ycioBueM UHGOPMAIMOHHON O€30MaCHOCTU MHCTUTYTA SIBJISIETCS
oOsi3aTeNibHasl MPOBEpPKa HAa HAJIMYKME BHUPYCOB BHEUIHUX HOCUTENEH Mepen ux
ucmosb3oBanueM ¢ nomoirsio Kaspesky Endpoint Security.

[Tepeuncnennoe mporpaMMHOE oOecrieueHre OOHOBIISIETCS 10 Mepe BhIXOJ1a
HOBBIX BEPCUU ITPOTPAMM B PAMKAX COOTBETCTBYIOLIUX JIMIIEH3UM U COTJIAIIEHUN.

6.4. MaTepuajJbHO-TeXHUYeCKAasi 0a3a

MarepuanbHO-TEXHUUYECKOE  OOECIEeYEeHUEe pealn3yeMol  JIUCHUUILIMHBI
COOTBETCTBYET TpeOOBaHUSIM dbenepaabHOTO rOCyJapCTBEHHOTO
00pa3oBaTEILHOIO CTaHIapTa.

Jlmd mpoBeeHuns 3aHATUH JIEKIIMOHHOTO TUIIA, 3aHATUHM CEMUHAPCKOTO TUIIA,
KypCOBOTO TPOCKTUPOBAHMS (BBITIOJIHEHUS KYPCOBBIX paboOT), TPYMMOBBIX U
VH/IMBUIYJIbHBIX KOHCYJbTALMKA, TEKYLIETO KOHTPOJSI M IMPOMEXYTOUYHOU
aTTecTallii B  Y4eOHOM TIPOIECCE€ AaKTUBHO HCIOJIB3YIOTCS — CIICTYFOIIHE
CIICLIMAJIbHBIEC [IOMEUICHHUS:

- y4eOHBIE ayJAWTOPUH, OCHAIEHHBIC CHCIHUATU3UPOBAHHON MeEOebIo,
JEMOHCTPAIIMOHHBIM ~ 000py/nIOBaHHEM (MyJIbTUMEIUMHBIA TPE3CHTAIMOHHBIN
KOMIUJIEKC B COCTaB€ IPOEKTOpA, AKpaHa, AKTUBHOW aKyCTHYECKOW CHUCTEMBI,
MEePCOHAILHOTO KOMIIbIOTEpA) M Yy4eOHO-HArJsIHBIMU TlocoOUsIMH (B T.4. B
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anekTpoHHoM Buzae) (ayn. 303 (xkommbroTepHbId Kiacc), 309 (mabopaTtopus
WH(OPMAITMOHHBIX TEXHOJIOTHH).

J171 caMOCTOSITENbHOM pabOThI CTY/ICHTOB MpPEHA3HAUYCHBI:

- aya. 209 (uyutampHBIA  3a1), O0OOPYIOBAaHHBIE NEPCOHAIBHBIMU
KOMITBIOTEpPAMH, OOECIIEYMBAIOIIMMH JIOCTYN K JJIEKTPOHHOW HWH(OpMaImoHHO-
oOpa3oBaTenbHON Cpene opraHm3anuu, K ceTu «MHTepHeT», K 3IEeKTPOHHBIM
OMOIMOTEYHBIM CUCTEMAM.

[Tomemienne s XpaHeHUss U NPOPUIAKTUYECKOTO  OOCITYKUBAHUS
ydyebHoro obopynosanus (aya. 03, 122).

[Ipu HEoOXOAMMOCTH B Y4YE€OHOM IPOIIECCE HCIOJIBb3YIOTCS KOMIUIEKTHI
MEPEHOCHBIX JIEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, TPOEKTOP, IKPaH).

Bce koMmmbroTepsl MHCTHTYTa 00BbEIMHEHBI B JOKAIBHYIO CETh, C KaXI0TO
W3 HUX BO3MOXKEH BBIXOJ B IJI00anbHYIO ceTh MHTEepHET. UHCTUTYT HCONB3yeT
BBIJICJICHHBI KaHal cO cKopocThio 10 MO/c. [lyist CTyIEHTOB HMEETCs
BO3MOKHOCTh BBIXOAAa B CeTh MHTEpHET ¢ MOOWJIBHBIX YCTPOWCTB MOCPEICTBOM
cetu WiFi, koTopas ycTtaHoBlieHa B UMTaIbHOM 3aie UHCTUTYTA.

[IpoBeneHME JACKINN MO AUCIMUIUIMHE COMPOBOXKIAETCS MCIOIH30BAHHEM B
KaueCcTBe YUCOHO-HATJIAIHBIX MaTePHAJIOB CIalI-TIPE3CHTAIUSIMHU.

7. BOCIIMTATEJIbHAA PABOTA

Bocnutanne — oOywarommxcs ~ OpU  OCBOGHMM  HUMH  OCHOBHBIX
npodeccHoHaNbHBIX ~ 0Opa3oBaTelbHbIX  mporpamMm  (mamee —  OIIOII)
OCYILIECTBIISIETCS. HA OCHOBE paboyeil mporpaMMmbl BOCIHUTAaHUS U KaJICHJIApPHOTO
IJlaHa BOCIIUTATENbHON padoThl, BKitouaembix B OITOIL.

Llenp BoOcnUTaTeabHOM pabOTBI — CO3JaHHE YCIOBUU [JIsl AKTHUBHOM
KHU3HEACATEIIBHOCTH  O0y4aloUMXCs, HUX TIPakJAaHCKOTO CaMOOIPEIEIIECHHUS,
1po(heCCUOHATIBHOTO CTaHOBJICHUS u WHIUBUY AJIbHO-TUYHOCTHOM

caMopealM3allii B CO3UAATENBHOM  JEATENbHOCTH ISl yAOBJICTBOPECHUS
MOTPEOHOCTEN B HPAaBCTBEHHOM, KYJbTYPHOM, HHTEJUIEKTYyaIbHOM, COLIUAJIBHOM U
poeCCUOHAIBHOM Pa3BUTHH.

3amaun  BOCIUTATENBHOM  pabOTHI:  pa3BUTHE  MHUPOBO33PEHUS U
aKTyalqu3alys CUCTEMbl 0a30BBIX IIEHHOCTEH JIMYHOCTH, NPHOOIICHUE K
0O0IIIeYeIOBEYECKUM HOpPMaM MOpaJH, HAIMOHAIBHBIM YCTOSIM M aKaJeMUYECKUM
TpaJMIIMsAM; BOCIHUTAHUE YBAXKEHMUSI K 3aKOHY, HOpMaM KOJUIEKTHUBHOM KU3HU,
pa3BUTHE TPAKIAHCKOW ©  COIMMAIBHOW  OTBETCTBEHHOCTH; BOCIHUTAHUE
MOJIOKHUTEIIBHOTO OTHOIICHUS K TPyay, (HOpMUPOBAHHE KyJIbTYPbl H OTHKH
npodecCUOHAIBHOTO  0OMmIeHus;  (GOpPMUPOBAaHWE  JIMYHOCTHBIX  KA4ecCTB,
HEO0OXOIUMBIX 17151 3P HEKTUBHOMN MPODHEeCCHOHAIBHON NeATeIbHOCTH; BOCTIUTAHUE
BHYTPEHHEUW MOTPEOHOCTH JIMYHOCTH B 3JJ0POBOM 00pa3e KU3HU, OTBETCTBEHHOTO
OTHOIIICHUS K TIPUPOJHOW M COIMOKYJBTYPHOM CpeJie; TMOBBIIMICHUE YPOBHS
KYJbTYpbl 0€30MaCHOTO MTOBEICHMUSI.

Ocobennoctn u Tpaguiuu HWHCTUTYTa OOYCIOBIMBAIOT —CJEAYIOIIUE
OCHOBHBIC  HAIpaBIEHUS  BOCIHUTATENLHONW  pabOThI:  MATPHOTHUYECKOE,
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IFPAKIAHCKOE,  JyXOBHO-HPABCTBEHHOE,  KYJbTYPHO-TBOPYECKOE,  HAy4YHO-
o0Opa3oBaTenpHOE, pohecCuoHaTBEHO-TPYI0BOE, BOJIOHTEPCKOE
(IOOpOBOBUECKOE),  DKOJIOTHMYECKOe,  (u3uveckoe. Bwuabl  IeaTeIbHOCTH
oOydarolmuxcss B BOCIHUTATEIbHONH CHUCTEME O0pa30BaTEIbHONW OpraHU3aIUH:
IIPOEKTHAs JIEATEIbHOCTh (KaK KOJJIEKTMBHOE TBOPYECKOE JIEJI0), BOJIOHTEPCKAs
JeSITENIbHOCTh, ~ Y4EOHO-HCCIIEZIOBATEeNbCKAasi M HAYYHO-MCCIIEeOBATENIbCKas
JEeATEIbHOCTD, TOCYTOBas, TBOPUYECKAsI U COLUAIBHO-KYJIbTYpPHAs JAEATEIBHOCTD U
Ap.

BocnuTatenpHplii  MOTEHIMAN y4yeOHO-UCCIENOBATENbCKOM U HAy4YHO-
UCCJIEIOBATEIBCKOW  JCSATENIBHOCTH — pealu3yeTcs B INPOLECCE  pa3BUTHUA
UCCIIEIOBATENbCKON KOMIIETEHTHOCTH O0y4aroluXcsl Ha IPOTSHKEHUH BCETO CPOKa
ux o0yuenuss B  MHctutyre.  Pe3ynbrarhl  CTyA€HUECKOHM  HAy4yHO-
MCCJIEIOBATENBCKON JIEATEIbHOCTH MPOXOAAT anpoOaluio B paMKax Hay4HbIX U
HAyYHO-TIPAKTUYECKUX KOH(EPEHUMH pPa3IMYHOIO YpOBHS, B T.4. KOH(pEpEeHIUH,
OpraHU30BaHHBIX IHCTUTYTOM.

CouunanbHO-KyJIbTypHasT W TBOpYECKass JEATEIbHOCTh OOYyYarOUIUXCs
peanu3yeTcss NpH OpraHu3alMyd W MPOBEACHUM 3HAYMMBIX COOBITUH U
MEpOTPUATUN Ipa’KJaHCKO-TaTPUOTUYECKOMH, HAy4YHO-UCCIIEI0BATEIbCKOM,
COLIMOKYJBTYPHOH W  (DU3KYJIBTYPHO-CIIOPTUBHOM  HaIpaBIE€HHOCTH. Buabl
TBOPUYECKON  JleATeNbHOCTH  oOywarommxcsi B MHcTUTyTe:  My3bIKaIbHOE
TBOPYECTBO, XOpeorpauueckoe TBOPUECTBO, T€ATPAJILHOE TBOPUYECTBO, HAYYHOE
TBOPYECTBO, MEAUAIPOEKTHI U JP.

BononTepckas AesTensHOCTh 00YYaIOUIMXCsl — LIMPOKUN KPYT HallpaBiIeHUN
CO3MJIaTEIbHON JEATEIbHOCTH, BKIIOYAIOMINUNA pa3inuyHble (OPMbI TPaskJaHCKOTO
yuactus. [lo wmHMIMaThBe oOOywarouxcs M NpU KX AKTUBHOM Y4YacTUU B
HNHCTUTYTE OCYIIECTBIISIET CBOO I€ATEIbHOCTh JOOPOBOJIBYECKUN OTPAL «MbD».

Peanuzanuio PaGoueil mporpamMMmbl BOCIUTAHUSI MOMOTaeT 0OeCIeurBaTh
B3aMMOJICUCTBUE C PA3JIMYHBIMU COLMAIbHBIMH HMHCTHUTYTaMHU, CyObEKTaMu
BocnuTaHusa. (Ocoboe 3HaueHHWe [ BOCHUTATENBHOTO Mpolecca HMEET
OpraHu3alys MNPAaKTUYECKOW MEATeIbHOCTH OOyYarouMXxcsli C IEJbI0 Pa3BUTHS
npo(EeCcCCUOHANIbHBIX KOMMETEHIMH B ycioBusX WMHCTHUTYTa W NPOPUIBHBIX
YUPEKICHUN U OpraHUu3alui.

8. OCOBEHHOCTH OBYYEHUSA UHBAJIMAOB U JIUIL C
OI'PAHUYEHHBIMH BO3MOXHOCTAMMU 3I0OPOBbA

B nponecce nzyueHus AUCUUILIMHBI U OCYIIECTBICHUS MPOLIEAYP TEKYIIETO
KOHTPOJISl YCIIEBAEMOCTH W TPOMEXKYTOUHOM aTTecTallid WHBAJIWIOB U JIUI[ C
OTPAHUYECHHBIMH BO3MOXKHOCTSIMU 3JI0POBbSI MPUMEHSIOTCS  aJalTUPOBAHHBIC
dbopMbl  O0y4YeHHs] C Yy4YETOM HHIAUBUAYAIbHBIX TMCUXO(PU3HOJIOTHUYECKUX
0COOEHHOCTEH.

OOydeHue JMIl C OTrPAHMYCHHBIMHM BO3MOXXHOCTSAMHM M HMHBAJIUIOB
OpraHU3yeTCsl KaK COBMECTHO C JPYTMMHM OOYYarOIIMMHUCS Ha JIEKIIMOHHBIX U
MPAKTUYECKUX 3aHSITHIX, TaK U 10 WHIUBUyAIBHOMY yueOHOMY Iany. Bo Bpems
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IPUEMHOM KaMIIaHUH, a TAKXKe BO BPEMS CIayll Pa3IUYHbIX (POPM MPOMEKYTOUHON
U TOCYJApCTBEHHOW UTOTrOBOM arrecTanuu B MHCTUTYTE CO3/1aHbl HEOOXOIUMBIE
YCIOBHSI ISl OKAa3aHHWsl TEXHWYECKOM TIOMOIIM HWHBAJIMAAM M JIALAM C
OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3/10pPOBbs (IIPH HEOOXOJUMOCTH MOXKET OBIThH
JOMYILIEHO MPUCYTCTBUE B ayJAMTOPUU ACCHCTEHTOB, COIPOBOXKIAIOIIMX JIULL,
cOOaKH-TIOBOJIBIPS U T.11.).

OOyuarompecs M3 YWClIa HWHBAIMIOB W JIMIl C OrPaHUYCHHBIMU
BO3MOKHOCTSIMU  3/IOPOBbSI, IpPU HEOOXOJMMOCTH, MOTYT OBITh OOECIEUECHbI
AJNIEKTPOHHBIMU W TEYaTHBIMH OOpa30BaTEIbHBIMH pECypcaMu C YYeTOM HUX
WHIUBUyaIbHBIX TOTpeOHOCTe. [l peanmuzanmu AOCTYIHOM Cpenbl MpU
HEOOXOJAMMOCTA B Y4YEOHOM IIpollecCe MOTYT OBbITh 3aJeHCTBOBAaHbI JIOKYMEHT-
KaMmepa JUisl YBEJIMYEHHUs TEKCTOBBIX (PPAarMEHTOB W M300paKeHUU (i JUI[ C
HapyLIEHUsIMH  3pEHHMS) M NEPEeHOCHas HWHIAYKUHWOHHAs  CUCTeMa  JUIs
cnabocnbpimammx «Mctok» A2 co BCTPOEHHBIM IIJIEEPOM — 3BYKOBBIM
UH(OPMATOPOM.

9bC «YHHUBEPCUTETCKAS ounommoTeka OHJIAH» MPEIOCTABJISET
oOyuatommumcst ¢ OB3 (mo 3peHuio) psjl BO3MOXKHOCTEW i oOecredeHus
s dexTrBHOCTH mporiecca oOyuenus. [Ipu ureHum macmTad cTpaHUIBl caiiTa
MOXHO YBEJIIMYUTh C TMOMOIIbIO CIELHAIBHOIO 3HAaYKa HAa TJABHOM CTpaHUIE.
MOXXHO HCMOJB30BaTh TOJHOIKPAHHBIM PEKUM OTOOPAKEHUS KHUTH WITU
BKJIFOUWTH O3BYYMBAHHME HEIOCPEACTBEHHO C caiiTa MpU IMOMOLIM IPOrpaMm
’KpaHHOTO Joctyna (Hampumep, Jaws , «Balabolka»). CkaunBaembie (hparMeHTHI B
¢opmare pdf, wumeromme BHICOKOE KAayeCTBO, MOIYT  HCHOJIb30BaThCs
TudIonporpaMmMamMu  JUIsi  TOJOCOBOTO O3BYYMBAHHUSI TEKCTOB, MOTYT OBIThH
3arpy’KeHbl B TH(QIIOIUIEEPH], a TaK)KE€ CKOIMPOBAHbI Ha JHOO0E yCTPOWCTBO ISt
KOM(OPTHOTO UTEHUS.

CepBuc OBbC «lluTaTHUK» MOMOTraeT IOJb30BATENIO W3BJIEYb IUTATy M
aBTOMATHUYECKH (POPMUPYET KOPPEKTHYIO OUOIMOrpapuyecKyro CChUIKY, YTO
OCOOEHHO aKTYaJIbHO JJIsl JIMI[ C OFPAHMYEHHBIMU BO3MOXHOCTSIMU U OOJIEr4aer
MPOLIECC HAMUCAHUSI KypCOBOM WIIM BBIITYCKHOM KBAIM(PUKALMOHHON paObOTHI.

Jlist moAroToBKM K 3aHATHSAM oOywaromuecs ¢ OB3 (mo 3peHuto) Moryr
UCIIOJB30BaTh MoOWibHOE mpuioxkenne ObC «Jlanb», npenHasHayeHHOE IS
O3BYUMBaHUSl TEKCTa KHUTU. PexuMm JocTyna: 53JIEKTPOHHBIN, MPUIIOKEHUE
CKauyuBaeTcs 00yJaronmMcs CaMOCTOATENBLHO ¢ caiTa e.lanbook.ru, HeoOxoaumoe
ycioBue: ObITh 3apeructpupoBanHbiM B OBC «Jlanwy. Mcnonssyercs cBoOOIHO
pacrpocTpaHnsiemMast mporpamma skpaHHoro gpoctymna Nvda.

[TogpobHee 00 opraHu3aI JAOCTYIMHOW CpPEIbl CM. COOTBETCTBYIOIIHI
paszies1 OCHOBHOM npodeccruoHanbHON 00pa30BaTeIbHON TPOrPaMMBI.
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