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1. OBIIUE CBEJAEHUS O TUCIUTIJIVNHE

1.1. HaumeHoBaHue QUCHMILIMHBI

PabGouast yueOHas mporpaMma 1O  AUCIHUIUIHHE  «DJICKTPOHHBIN
JIOKyMEHTOOOOPOT OpraHu3aIuy MpeaHa3HaYeHa sl OakaaaBpoB (B TOM YHUCIIE
JUIST  WHKJIIO3MBHOTO OOpa30BaHWS WHBAIWIOB M JIMIl C OTPAaHUYCHHBIMU
BO3MOXXHOCTSIMU  37I0POBbsi), OOYy4YalOIIMXCS [0 HAMPABJICHUIO IOJTOTOBKHU
46.03.02 «JIOKyMEHTOBEJICHHE M apXWUBOBEACHHE», MPOGUIb IOATOTOBKHU
«/lokymMeHTanmoHHoe oOecrieueHrue yINpaBleHUs», Ha Kadeape OHOITUOTEUHO-
WHOOPMAIIMOHHOW  JICSITENIBHOCTH,  JIOKYMEHTOBEACHUS U  apXHUBOBEICHHUS
XabapoBCKOTO TOCYAapCTBEHHOIO MHCTUTYTa KYyJbTYPhl, B COOTBETCTBUU C
dbenepaibHBIM  TOCYJIapCTBEHHBIM  00pa30BaTEIbHBIM  CTAHAAPTOM  BBICIIETO
oOpa3oBaHus, yTB. MpUKa3oM MuUHUCTEpPCTBA HAYKH U BbICIIEro obpazoBaHusi PO
or 29.10.2020 r. Ne 1343, ¢ yueroM npodecCHOHATBHBIX CTaHAAPTOB,
COOTBETCTBYIOIINX MPO(HECCUOHATBHOMN AESITEILHOCTH BBIITYCKHUKOB.

1.2. MecTo 1MCHUIIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOIrPaMMbl

JuciuminHa «OJEKTPOHHBIA JTOKYMEHTOOOOPOT OpraHu3aluiy SBIAETCS
OCHOBHOM AUCIUIIMHON BapuatuBHOM yacTu (0s10k b1.B.02).

Kypc onmpaercss Ha 3HaHMS, TOJYYEHHbIE B paMKax AUCIUIUIMH 0Oa30BOM
yactu («JlokymeHToBeneHue», «Oprauu3aus U TEXHOJIOTUs JOKYMEHTAIIHOHHOTO
obecniedeHus ynpasieHus», «udpopmannonnsie Texuonaoruu B 10V u apxuBHOM
nene», «OJIEKTPOHHBIE apXWBbI»), M MPOJOJDKAET pa3BUBaThb KOMIIETEHIUIO
oOyuaroluxcs Mo BIaJCHUI0 0a30BBIMU 3HAHUSMU B 00J1acTU MH(OPMALMOHHBIX
TEXHOJOTMM B JOKYMEHTAllMOHHOM OOECIEYEHUH YIPABIICHUS U apXUBHOM JIEJIe,
no3BoJiseT (opMHpOBaTH HaBBIK pabOTBl C COBPEMEHHBIMM CHCTEMaMHU
JIOKyMEHTAllMOHHOTO OO€eclieueHusi yIpaBieHUss B OpraHu3zaluu Ha 0Oasze
HOBEWIIINX TEXHOJOTHU.

1.3. Ileab ocBOeHUSsI AMCHUILINHBI
Lenp AMCUMIUIMHBI «DJIEKTPOHHBIM JTOKYMEHTOOOOPOT OpraHu3auui» -
(dbopMHpOBaHUE Y CTYJIEHTOB CHCTEMbl 3HAHWUW, YMEHHI U HABBIKOB MO paboOTe C
COBPEMEHHBIMH CHUCTEMAMH HH(POPMALIMOHHOTO M TEXHUYECKOro OOEeCreUeHHs
JIOKyMEHTO000pOTA.

1.4. Ilnanupyembie pe3yabTaTbl 00y4eHHs M0 JUCHUILIAHE

[IpodeccuonanbHple  KOMIIETCHIIMM  COPMYJIHPOBAHBI HAa  OCHOBE
BBHIOpDAHHBIX U3 TNPOGECCHOHANBHBIX CTAHIAPTOB OOOOIIEHHBIX TPYIOBBIX
¢bynkumii  (OT®), COOTBETCTBYIOIMIMX  MPO(PECCHOHANBHON  JI€SITEIbHOCTH
BBITTYCKHUKOB.



DopmMupyeMbIe
KOMIIETEHIIUH

NuaukaTopsl J0CTHXKEHUS
KOMIIeTeH N

IlnannpyemMble pe3yabTaThl
NMPAKTHYECKOM 1esITeJIbHOCTH,
o0ecneuynBaOIIne
¢dopmMupoBaHne KOMIIETEHIIM A

yHHBepcaJ]beIe KOMIICTCHIITUU

YK-1. Criocoben
OCYIICCTBIISATh
MIOUCK, KPUTUICCKUHT
aHAJIU3 U CUHTE3
uHpopmanuu,
MPUMCHSITh
CHCTEMHBIN TOIXO0.T
JUTSL PEIICHUS
MIOCTaBJICHHBIX
3a1a4

VK-1.1. 3uarh:

- OCHOB8bl CUCMEMH020 H00X00d,
Memooo8 NOUCKA, aHAAu3a U
cunmesa uH@opmayuu, OCHOBHbIE
8UObL UCTMOYHUKOB8 UHDOpMayUUL;

VK-1.1. 3HaTh:
- OCHOBHBIE BHWIBl HCTOYHUKOB
uHpopManuyu, METOABl IOHCKA,

aHajuM3a M CUHTe3a HMH(POpPMAINH,
OCHOBBI CHCTEMHOTO IIO/IXO/a TIPH

- ocobennocmu  memooonoz2uu | pabore c AJIEKTPOHHBIM
KOHYEeNnmyaibHblX — N00X0008 K | TIOKYMEHTOO0OpPOTOM
NOHUMAHUIO npupoosl | OpraHu3aIim,
uHgopmayuu  KaKk HayuyHou U |-  OCOOCHHOCTH  METOJOJIOTHU
gunocoghcroul kameeopuu, KOHI[ENTYaJbHBIX  TMOIXOJOB K
- OCHOGHble MemoObl HAYYHO2O | TOHUMAaHUIO TIPUPOIBI
uccne0o8amusl. uH(popMalUd Kak HayyHOM U
¢dunocodckoit kareropuu;
- OCHOBHBIE METOJI HAyYHOTO
UCCIICIOBAHMSL.
VYK-1.2. Ymers: VYK-1.2. Ymers:

- ocywecmensimb NOUCK, AHAIU3,
cunmes ungopmayuu 0/ peueHus
NOCMAG/ICHHbIX
npogeccuoHanbHbIxX 3a0ai,

- obocHosbleamb U  A0EKE8AMHO
OYEeHUBAMb COBPEMEHHbIE 561eHUs.
u npoyeccol 6 00UWECMBEHHOU
JHCUBHU HA OCHOBE CUCMEMHO20
nooxooa,

- camocmosamenbHo
AHATUZUPOBATND obwenayuHvle
menoeHyuu u HanpagneHus.
pa3sumus  COYUOYMAHUMAPHBIX
HayK 8 YC08UAX
ungopmayuonrHoeo obuecmaa;

- onpeoensimy YeHHoCmHble
CBOUCMBA  PA3IUYHBIX — BUOO8

UCTMOYHUKO8 UHPOpMayULL;

- OYyeHusamv U NPOSHOIUPOBAMD
nocieocmeusi ceoell Hay4Hou U
npogeccuonanvrol
oessmebHOCmu,

- CONOCMABaAMb PasnuiHble MOUYKU
3penus Ha MHO2000pasue Ae1eHuUll
U cobvimui, apeyMeHmupo8aHo
000CHOBbIBAMb CB0E MHEHUE.

- OCYLIECTBIATh IIOUCK, aHAJU3,
CHHTE3 MH(POPMALUH MIpHU paboTe ¢
3JIEKTPOHHBIM
JOKYMEHTOOOOPOTOM
OpraHu3aiuy;

- 00OCHOBBIBaTb M  aJE€KBATHO
OLICHUBaTh COBPEMEHHbBIE SIBJICHUS
U Tpomecchl B  OOMIECTBEHHOU
JKU3HU Ha OCHOBE CHCTEMHOIO
MO/IX0/1a;

- CaMOCTOSITEJIbHO aHAJIN3UPOBATh
oOmeHay4yHble  TEHACHIMH U
HanpaBJIeHUs pa3BUTHS
COLIMOTYMAaHUTApHBIX ~ HAyK B
YCIOBHSIX MH(POPMALIMOHHOTO
o0I11eCTBa;

- OTIpesieNATh LIECHHOCTHBIE
CBOMCTBA  pa3iIM4YHBIX  BHJIOB
MCTOYHHUKOB MH(OpMaIUH;

- OIICHWBaTh W TIPOTHO3HPOBATH
MOCJIEICTBUSL CBOCM HAy4YHOW U
PO ECCHOHAIBHON JIeSITEIIbHOCTH

npu  paboTre C  DIEKTPOHHBIM
JIOKYMEHTO000POTOM
OpraHu3aIuy;

- COIIOCTAaBIIATh PA3JINYHBIE TOYKH
3peHHs Ha MHOTrooOpasue sBICHUN
U COOBITHH, apryMEHTHPOBAHO
000CHOBBIBAaTh CBOE MHEHHE.

VK-1.3. Baagers:

- HA6bIKAMU CUCMEMHO20

VK-1.3. Bnagets:

- HaBBIKaAMH CHUCTCMHOI'O




NpUMEHeHUs ~ Memoo08
coopa, aumanuza U
ungopmayuu;

- HABbIKAMU  BHYMPEHHeU U
BHewHell  KPUMUKU  PAa3IudHbIX
81008 UCTNOYHUKOB8 UHDOpMAYUU;
- Memooonoz2uell U MemoouKou
nposeoeHus COUUOIO2UUECKO20
UCCIe008aHUsL,

- Mmemooono2uen U MemooOuKou
uzyyeHuss  Haubonee  ZHAYUMbBIX
Gaxmos, seneHull, NPoOYeccos 6
COYUOYMAHUMAPHOU chepe.

noucka,
curmesa

MPUMCHCHUA MECTOAOB IIOHCKaA,
cObopa, aHanuM3a W  CHHTE3a
uHpopmanuu 1npu  pabore C
AIIEKTPOHHBIM
JOKYMEHTOO0OPOTOM
OpraHH3aLuy;

- HaBbIKAMH  BHYTPEHHEU U
BHEIIHEH KPUTUKU  Pa3IHYHBIX

BUJIOB HCTOYHHUKOB HH()OPMAIINH;
- METONOJOTHEH U METOIUKOU
MPOBEACHUS  COILMOJIOTMYECKOTO
HCCIIEIOBaHUA;

- METOJOJOTHEM HM METOJUKOM
WM3yudeHUus Hauboyiee 3HAYMMBIX
(bakToB, SBICHMI, MPOIECCOB B
COITMOTYMaHUTAPHOU cepe.

IIpodeccnoHaibHBIE KOMIIETEHIUH

[1IK-1. Bnaneaue
3aKOHOJATEILHOM 1
HOPMAaTHBHO-
METOANYESCKOM
basoii
UH(POPMAIIMOHHO-
JTOKYMEHTallMOHHOTO
oOecneucHus
yOpaBlIeHUs U
aApXUBHOTO JIeTIa,
crocodeH
OpPUEHTUPOBATHLCS B
paBoBoO# Oaze
CMEXHBIX o0acTeit

IIK-1.1. 3HaTsk:

- 3aKono00amenvHble u
HOPMAMUBHO-NPAaso8uvle akmol
Poccuiickoii @edepayuu 6 cghepe
OOKYMEHMAYUoHH020 o0becneyeHus
VApaenenus, apxueHoz2o oeid u
CMedCHbIX obaacmel;

- HOPMAMuUEHO-MemooudecKue
O0OKyMeHmbl U  HAYUOHANbHBIE
cmanoapmol 8 cghepe
OOKYMEHMAaYyuoHH020 o0becneyeHus
VApaenenus, apxueHo2o oeid u
CMedCHBIX 0bnacmell.

IIK-1.1. 3HaTsb:

- 3aKOHOJIaTEIIbHBIE u
HOPMATHUBHO-TIPABOBBIC aKThI
Poccwmiickoit denepanuu B cdepe
JIOKYMEHTAIIMOHHOTO 00eCTICUCHHUSI
yIOpaBlI€HUs, apXUBHOro jena (B
94acTu JIEKTPOHHOTO
JIOKyMEHTOO0OpOTa) U CMEKHBIX
obnacreii;

- HOPMAaTHBHO-METOAMYCCKHUEC
JOKYMEHTBI ¥  HallMOHAJIbHBIC
CTaH/IaPTHI B chepe
JIOKYMEHTAIIMOHHOTO 00eCTICUCHHUS
yOpaBleHUs, apXWBHOro jeina (B
9acTu AIIEKTPOHHOTO
JIOKYMEHTOO00POTa) W CMEXHBIX
oOnacreil.

[TIK-1.2. YMers: [TIK-1.2. YMers:
- OpUEHMUPOBAMbCS 6 | - OpUEHTUPOBATHCS B HOPMATUBHO-
HOPMAmMUBHO-NPA8o6oU U | IPaBOBOM W METOJIMYECKON Oaze B
Memoouueckol 6aze 8 CMENCHbIX € | CMEXHBIX C JOKYMEHTAIMOHHBIM
O0OKYMEeHMAYUOHHBIM oOecriedeHUEeM  yOpaBlIEeHUs U
obecneyenuem  ynpaeieHusi U | QpXUBHOTIO jejia o01acTsx;
apxueno2o oena ooaacmsx; - aHaNU3UpOBaTb HOPMATHUBHO-
- AHAU3UPOBATNL HOPMAMUBHO- IPaBOBYI0 0a3y B COOTBETCTBHM C
npagosylo 6asy é coomeemcmauy ¢ | 3a1a4aMu JOKYMEHTAIlMOHHOTO
3a0auamu OOKYMeHMAYUOHHO20 o0ecrieyeHUss ~ yOpaBieHUS U
obecneueHus: ynpasieHus u apXUBHOTO nena u 170
apxueHozo oena. aBTOMaTHU3alUU u
nH(OpMaTU3aLIUH.
IIK-1.3. Bnanets: I1IK-1.3. Baaners:
- HavlKaMu NOUCKA, aHAIu3a, | - HaBbIKAMHU TIOMCKa, aHalu3a,
MOKOBAHUS u npumeHeHus | TOKOBaHUS U NPUMEHEHHUS
npageosvix ~ HOpM 8  chepe | mpaBOBBIX ~ HOPM B cepe

doxymeumaquHHozo obecnevenus

JOKYMCHTAIITMOHHOT'O obOecrnieueHuUs




VAPAGIEHUsL U apXUBHO20 Oeld;

- HABbLIKAMU NPUMEHEHUs.
HOPpMAMUBHO-NPABOBbIX AKMo8 U
Memoouyeckux OOKYMeHmos OJisl
peutenust 3a0ay
npogheccuoHanbHol 0emanibHOCmu

YIOPaBJIEHUS U apXUBHOro Jena (B
4acTu 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa);

- HaBBIKAMH [IPUMEHCHHSI
HOpMaTI/IBHO-HpaBOBLIX dAKTOB H
METOAMYCCKUX JOKYMEHTOB IS

6 cghepe OOKYMEeHMAYUOHHO2O pelieHus 3aaq
obecneueHus ynpasieHus u npodeccuoHaNbHOM 1eTaTbHOCTH B
apxueHozo oena. chepe JOKYMEHTAIMOHHOTO
oOecriedeHHss  ympaBieHUS U
apxuBHOro  naena (B 4acTu
AIIEKTPOHHOTO
JIOKYMEHTO000pOTa).
[TK-6. Cniocoben I1K-6.1. 3HaTh: [1IK-6.1. 3HaTh:

AHATU3UPOBATH
CUTYalIMIO Ha PBIHKE
UH(POPMALIMOHHBIX
MPOIYKTOB U YCIYT,
JaBaTh SKCIICPTHYIO
OLICHKY
COBPEMEHHBIM
cHucTeMaM
JIEKTPOHHOTO
JIOKYMEHT0000pOTa,
BHEJIPSTH U BECTH
CHCTEMBI
JIOKYMEHTAIMOHHOTO
obecreueHust
yIpaBICHUS B
OpraHHU3aIy Ha
0a3e HOBEHIIHMX
TEXHOJIOTHI;

- 3aKOHOOamenbHble U
HOPMAmMu8HoO-npasossvle akmol PO
8 cihepe unpopmayuorHwvix
MEexXHON02Ull, UCNOIb3YEeMbIX 8
OOKYMEHMAYUOHHOMY obecneyeHuu
VIpAaGIeHus,;

- deticmsyroujue Me#cOyHaApoOHble
U HAYUOHAbHBIE CMAHOAPMbL 8
obracmu ynpaenenus
OJoKymenmayue,

- Npasua opeanu3AyUU
0e10nPoOU38600CMBEHHBIX
npoyeccos;

- Memoowl UCCIe008aAHUA, AHAIU3A,
NPOEKMUPOBAHUSL U PA3GUMUSL
cucmemvl OOKYMEeHMAYUOHHO20
obecneueHusl ynpaenieHus;

- PHIHOK NPOSPAMMHBIX NPOOYKMO8
no agmomamuzayuu
O0OKYMEeHMAayuoHH020 obecneyeHus

- 3aKOHOJaTEJIbHbIE U
HOpPMAaTHUBHO-TIPaBOBbIC aKThl PO B
chepe nHDOpMaITMOHHBIX
TEXHOJIOTHi, UCTIOJIb3YEMBIX B
AIIEKTPOHHOM JIOKyMEHTO000pOTE;
- IEWCTBYIOIINE MEKTyHAPOHbIE
Y HallMOHAJIBHBIC CTAHJAPTHI B
o0nacTu ynpaBlieHus JJIEKTPOHHON
(mdpoBOIf) JTOKYMEHTAITHEH;

- IpaBUJIa OpraHu3aIuu
JIeJI0IPOU3BOJICTBEHHBIX
MIPOLIECCOB B CHCTEMAaxX
AJIEKTPOHHOT'O JOKYMEHTO000pOTa;
- METOJIbl UCCIIEIOBAHUS, aHAIN3A,
MIPOCKTUPOBAHUS U Pa3BUTHUSA
CUCTEM JJIEKTPOHHOTO
JIOKYMEHTAllMOHHOTO 00ecrieueHus
yIpaBJiIeHUS;

- 0COOEHHOCTH phIHKA
MIPOrpaMMHBIX NPOJYKTOB 10

VIpagienus,; aBTOMAaTH3AINH
- (hyHKYUOHATbHBIE 0OCObeHHOCMU | TOKYMEHTAIIMOHHOTO 00eCIIeueHus
PA3IUYHBIX CUCTEM INeKMPOHHO20 | YIIPABICHUS;

00KyMeHmoobopoma, - pyHKIIMOHATBHBIE OCOOEHHOCTH

ucnonv3yemvlix 8 cghepe Pa3JIMYHBIX CHUCTEM JJIEKTPOHHOTO

0OKYMEeHMAayuoHHo20 obecnevenus | TOKyMEHTOO00pOTa,

VAPAasieHUsL. HCIIONIE3YEMBIX B chepe
JIOKYMEHTAIIMOHHOTO O0eCTICUeHUS
yOpaBIeHUSI.

ITIK-6.2. YMeTsb: ITIK-6.2. YMerTs:

- IPOBOOUMb AHANU3 U OYEHKY
603MOJICHOCIEN CUCTEM
NEKMPOHHO20
00KyMeHmoobopoma,
Pa3pabomaHHbIX 0151 OP2AHU3AYULL;
- BHEOPAMb U 8eCMU CUCTNEMY
NEKMPOHHO20
00KYMeHmoob0opoma op2anu3ayuu

- IPOBOAWTL aHAJIU3 U OLCHKY
(GYHKITMOHATBHBIX BO3MOYKHOCTEH
CHCTEM DJIEKTPOHHOTO
JTIOKYMEHTO000pOTa,
pa3pabOTaHHBIX I OpTraHU3aIi
pa3HBIX TUIOB U BUJIOB;

- BHCAPATH U BECCTH CUCTEMY
AIIEKTPOHHOT'O JIOKYMEHTO000pOoTa




- NPOBOOUMb AHAU3 OpraHu3aIuu
Oeticmeytowetl cucmembl - IPOBOJINUThH AHAJIM3 ACHCTBYIONICH
NEKMPOHHO20 CUCTEMBI AIIEKTPOHHOTO
00KyMeHmoobopoma. JIOKYMEHTO000pOTA.
IT1K-6.3. Bnanets: I1K-6.3. Bnanets:
- HasvlKamu pabomwl 8 cucmeme - HaBBIKAMHU paboThI
NEKMPOHHO20 (Top30BaTENS/aIMUHICTPATOPA) B
00KYyMeHmoobopoma cucreMe JIEKTPOHHOTO
JIOKYMEHT0000pOTa
2. OFBEM U COAEP KAHHUE IUCHUITJIMHBI
2.1. O0beM TUCHHUILINHBI
101010 300
Bun yuyeOHo# padoThI Bcero | Cemectpnbl | Bcero Kypc
4acoB 4acoB
KonTakTHasi padora (Bcero) 228 3-7 76 2-4
B TOM YHCIIC:
- nexyuu (J13) 88 3-7 36 2-4
- cemunapul (C3)
- npakmuyeckue (113) 140 3-7 40 2-4
- menkozpynnosvie (MI'3)
- unousuodyanvhuvie (M3)
- epynnogoe Koncyrvmuposaunue (I)
- UHOUBUOYATbHOE KOHCYIbmuposarue (M)
CamocrosiTesibHasi padoTa CTy/IeHTa (Bcero) 204 3-7 356 2-4
CPC 124 329
KOHTPOJIb 80 3-7 27 2-4
B TOM YHCIIE:
- 10020MOBKA KYPCOBOU pabomuvl
- MeKywuti KOHmpOoJib 49
- NPOMENCYMOUHbIL KOHMPOIb (N0020MOBKA K 31 3-7 27 2-4
9K3aAMEHY U 3auemy)
OO0masi TPy10€eMKOCTh:
(Bcero 3a4. En./x0.1-Bo yacos no ®I'OC) 12/432 4-7 12/432 2-4
Bua npomexyTrouHol arrectanuM (3a4eT, | ceMeCTpPbI: Kypc:
IK3aMEH)
3ayem 6
IK3AMEH 45,7 2,3,4




2.2. TemaTnueckuii miaan (O®O u 390)

Temarnueckuit miaag ODPO

n/n

HaumeHoBaHue pa3aeioB U TeM
(popMupyemMble KOMIIETEHIIH)

KoJj-Bo yacoB

Bcero uacos no

DIrocC

Bcero aya.
4acoB

KonrakTHas padora

CamocTosiTe1bHasi padoTa
CTY/IEHTOB

J3 | 113

Koncyabrauumn

(I, 1)

Bcero yacos

CPC

CPC

koHTpoas CPC

MPOMeE:K
TeKy

% | yrouHsl
i i

DIEeKTPOHHBIH JTOKYMEHT, KaKk
OCHOBA 3JIEKTPOHHOT'O
nokymentoobopora (YK-1; ITK-1;
[1K-6)

Cucrema 3J€KTPOHHOTO

JOKYMEHT0000pOTa OpraHu3aIiu:

noustue (YK-1; I1K-1; I1K-6)

Cucrema 37€KTpOHHOTO

JOKYMEHT0000pOTa OpraHu3aIiu:

npuHuunsl padotsl (YK-1; ITIK-1;
I1K-6)

Cucrema 3J€KTpOHHOTO

JOKYMEHT0000pOTa OpraHu3aIiu:

obmue xapakrepuctuku (YK-1;
[K-1; ITK-6)

13

Cucrema 3J€KTPOHHOTO

JOKYyMEHT0000pOTa OpraHu3aIiu:

CBOMCTBA U 3aJa4u
(YK-1; IIK-1; TIK-6)

13

Cucrema 3JeKTPOHHOTO

JIOKyMEHTO000pOTa OpraHu3aIlnu:

Bugbl cucteM(YK-1; I1K-1; I[TK-6)

13

Cucrema 3JeKTpOHHOTO

HOKyMeHTOO60pOTa OpraHusanuvu:

knaccugukanuu cucrem (YK-1;
[K-1; ITK-6)

11

[Tpumenenne MOOMITBHBIX
pereHnii 1 00IayHbIX
TEXHOJIOTUH B 3JIEKTPOHHOM
JOKyMEHT0000poTe

(YK-1; IIK-1; T1K-6)

11

Lndposas (koMIbIOTepHAS
TEXHHKa) IPUMEHsIeMasi B
npolecce Co3IaHus U padoThl
CHCTEMBI 3JICKTPOHHOTO
nokymentoooopota (YK-1; ITK-1;
I1K-6)

15

10

CHOCO6BI U METOJbI 3allIUTHI
QJICKTPOHHOTI'O JOKYMCHTA B
CHUCTEMAX 3JICKTPOHHOI'O
,Z[OK}’MCHTOO6OPOT3

(VK-1; [IK-1; [TK-6)

13

11.

OnexTpoHHas HudpoBas

13




MOJIMKCh: TIOHSTHE, chepa
NPUMEHEHUS 3aKOHOIaTeIIbHAS
0a3a mpuMCcHEeHHS,
HCIIONIb30BaHKE B
MEXYHAPOTHON JIEATETHHOCTH
OpraHU3aIHH. OCOOEHHOCTH
UCIIOJIB30BaHMsI 32 pyOekoM
(VK-1; IIK-1; TTK-6)

12.

DIEeKTPOHHOE MPABUTEIBCTBO:
ONBIT peaniu3aiuu B Poccuu u 3a
pyOekoM, 1IeTH 3a1a4H,
npuaIunel (YK-1; I1K-1; ITK-6)

15

TlonroToBka K 3K3aMeHy

O

HToro 3a 4 cemecTp

144

66

22

44

78

58

11

13.

CraHmapTsl 1 HOPMATHBHBIE
JIOKYMEHTBI, PETyJIUPYIOIIUC
paboTy cHUCTEM DIIEKTPOHHOTO
JIOKYMEHT0000pOTa OpraHU3aIiu
(VK-1; IIK-1; TTK-6)

14

12

14.

HopmaTtuBHOe perynupoBaHue
3JIEKTPOHHOTO
JOKyMEHT0000poTa B
Poccuiickoii @eaepannn
(YK-1; IIK-1; T1K-6)

14

12

15.

HopmarusHoe perynupoBaHue
3JIEKTPOHHOTI'O
JIOKyMEHT0000pOTa B
EBponeiickom corose

(YK-1; [IK-1; TTK-6)

16.

HopmartusHoe perynupoBaHue
3JIEKTPOHHOTO
JIOKyMEHT0000pOTa B CTpaHax
CesepHnoii u HOxHOI AMepuku
(YK-1; IIK-1; T1K-6)

17.

OteuecTBeHHbIE U 3apyOeKHBIE
CUCTEMBI DJIEKTPOHHOTO
JIOKyMEHT0000pOTa: CXOJCTBA U
pa3nMyMs, peaanzyeMble
nporeccsl U GpyHKIHN

(YK-1; IIK-1; TTK-6)

13

12

18.

CucTeMsl ynpaBiieHUS
MH(POPMALMOHHBIMH PECypcCaMu
TPEANPHUSITUS

(YK-1; IIK-1; TTK-6)

10

10

HOILI‘OTOBKa K DK3aMCHY

HToro 3a 5 cemectTp

72

56

20

36

19.

Pabora ¢ cucremamn
3JICKTPOHHOI'0
JIOKyMEHT0000pOTa
(VK-1; TIK-1; ITIK-6)

108

52

26

26

56

42

14

20.

[IpoGieMb! 1 IepCTIeKTUBEI
JJIEKTPOHHOTO
JOKYMEHT0000pOoTa Ha
COBPEMEHHOM JTare
(YK-1; [IK-1; TTK-6)

32

12

20

14

HO,I[FOTOBKa K 3a4CTy

10




HToro 3a 6 cemectp

144

64

32

32

80

56

20

21.

TeopeTnueckue 1 METOUIECKUE
NPUHIMIEI CO3JaHUS U
OpraHu3alfy CHCTEMBI
HIIEKTPOHHOTO
JIOKyMEHT0000poTa

(YK-1; IIK-1; T1K-6)

22.

CHCTEeMBI SIEKTPOHHOTO
JIOKyMEHT0000pOTa Ha
COBPEMEHHOM PBIHKE
MHQOPMAIIMOHHBIX TPOYKTOB U
yeayr (YK-1; TIK-1; T1K-6)

23.

Criernuaau3upoBaHHbIE CHCTEMBI
3IEKTPOHHOTO
JIOKYMEHT0000pOTa (IT0 0OTPaCIsIM
HapOJIHOTO XO3SICTBA)

(VK-1; IIK-1; TTK-6)

24.

HNHdopmamoHHbIe CHCTEMBI
NPEONPUATHS U HHTErPaLUs C
CHUCTEMOMH 3JIEKTPOHHOIO
nokymentoobopora (YK-1; TTK-1;
I1K-6)

25.

Bueapenue cucteMbl
3JIEKTPOHHOTO
JOKyMEHT0000poTa B
OpraHu3aluu

(YK-1; IIK-1; TTK-6)

26.

PazpaboTka TeXHUYECKOTO
3aJlaHusl Ha BHEIPEHUE CUCTEMBI
AIIEKTPOHHOTO
JIOKyMEHT0000pOTa B
OpraHu3alyu

(YK-1; IIK-1; TTK-6)

16

16

12

HO,I[FOTOBKa K OK3aMCHY

Hroro 3a 7 cemectp

72

42

14

28

30

13

Bcero uacos:

432

228

88

140

204

124

49

31

11




TemaTnueckuii mian 30O

n/n

HaunmeHoBaHue pa3aesioB H TeM
(popmupyemble KOMNIETEHIIUH)

KoJj-Bo yacoB

Bcero yacoB no
dIroc

KonTakTHas padoTa

CamocTosiTe1bHasi padoTa
CTYIEHTOB

J3 | II3

Bcero aya.
4aC0B
Kouncyabrauuu

T, n
Bcero yacos

CPC

CpPC

KoHTpoab CPC

NpoMexK
TeKy

Y | YyTO4HBI
i i

DNEKTPOHHBIN JTOKYMEHT, KaK
OCHOBA DIIEKTPOHHOTO
nmokymenToobopota (YK-1; I1K-1;
[1K-6)

Cucrema 3J€KTPOHHOTO
JOKYMEHT0000pOTa OpraHu3aIin:
nmonrstue (YK-1; I1IK-1; I1K-6)

Cucrema 3J€KTPOHHOTO
JIOKyMEHT0000pOTa OpraHnu3aluu:
npuHIUs padoTs (YK-1; ITK-1;
I1K-6)

Cucrema 3JI€KTPOHHOTO
JOKYMEHT0000pOTa OpraHn3aIin:
obmme xapakrepuctuku (YK-1;
ITK-1; TIK-6)

10

Cucrema 37€KTpOHHOTO
JIOKYMEHT0000pOTa OpraHu3aIin:
CBOICTBA U 3aJ1a41

(YK-1; IIK-1; TTK-6)

14

12

12

Cucrema 37€KTpOHHOTO

I[OKyMeHTOO60pOTa OpraHu3alnuun:

Bugbl cuctem(YK-1; I1K-1; [1K-6)

Cucrema 371€KTPOHHOTO

JIOKyMEHTO000pOTa OpraHu3aIlnu:

knaccudukarym cuctem (YK-1;
ITK-1; TIK-6)

[TpuMeHeHne MOOMITBHBIX
pereHuit 1 00IavHBIX
TEXHOJIOTHIA B JIEKTPOHHOM
JIOKYMEHTO000POTE

(VK-1; IIK-1; ITIK-6)

Hudposas (kommproTepHas
TEXHUKA) IpUMEHsIeMas B
MpoIecce CO3AaHNs U pabOTHI
CUCTEMBI DJIEKTPOHHOTO
nokymenroobopora (YK-1; IIK-1;
[1K-6)

14

12

12

10

Croco0bI 1 METOIBI 3aIUTHI
AJIEKTPOHHOTO JIOKYMEHTA B
CUCTEMaX 3JIEKTPOHHOTO
JIOKYMEHT0000pOoTa

(YK-1; TIK-1; TIK-6)

14

12

12

11.

OnexTpoHHas LuppoBas
NOJMHKCE: TIOHSTHE, chepa
MIPUMEHEHUS 3aKOHOAATeIbHAS
0a3a mpUMeHeHus,

15

12

12

12




HCTIONIb30BaHKE B
MEKTyHAPOIHOM AEATETBHOCTH
OpraHu3alu. 0COOCHHOCTH
UCIIOJIB30BaHMsI 32 pyOekoM
(YK-1; TIK-1; TIK-6)

12.

DIEKTPOHHOE MPABUTEIBCTBO:
OMBIT peanu3aiuu B Poccun u 3a
pyOekoM, 1T 3a1a4H,
npuaIunel (YK-1; [1K-1; I[TK-6)

15

12

12

TlonroToBka K 3K3aMeHy

NeJ

HToro 3a 2 rox

144

24

12

12

120

111

13.

CraHaapThl 1 HOPMAaTHBHBIC
JIOKYMEHTBI, PETyJIUPYIOIIUe
paboTy cUCTEM DIIEKTPOHHOTO
JOKYMEHT0000pOTa OpraHu3aliu
(VK-1; IIK-1; TTK-6)

21

18

18

14.

HopmaTtuBHOE peryaupoBaHue
3JIEKTPOHHOTO

JOKyMEHT0000poTa B
Poccuiickoii ®eaepannn

(VK-1; TIK-1; TIK-6)

21

18

18

15.

HopmarusHoe perynupoBaHue

JIEKTPOHHOT'O
JIOKyMEHT0000pOTa B

EBponeiickom corose
(YK-1; [IK-1; TTK-6)

16.

HopmaTtuBHOe perynupoBaHue

AIIEKTPOHHOTO

JIOKyMEHTO000pOTa B CTpaHax

CesepHoii u OxHOI AMepuku
(YK-1; IIK-1; TIK-6)

17.

OteuecTBeHHbIE U 3apyOeKHBIC
CHUCTEMBI 3JIEKTPOHHOTO

,I[OKyMeHTOO60pOTaZ CXO0JCTBA U
pa3ianius, peain3yeMbIC

nporeccsl U GpyHKIHN
(YK-1; IIK-1; TTK-6)

20

19

19

18.

CucTeMsl ynpaBiieHUS
MH(POPMALMOHHBIMH PECypcaMu
TIPEPUITHS

(YK-1; IIK-1; T1K-6)

21

20

20

19.

Pabora ¢ cuctemamu
AJIEKTPOHHOT'O
JIOKyMEHT0000pOTa

(YK-1; IIK-1; T1K-6)

76

14

10

62

62

20.

ITpobaemMbl U mepCIeKTUBBI

JJIEKTPOHHOTO
JIOKyMEHT0000pOTa Ha

COBpPCMCHHOM 3Tallc
(YK-1; TIK-1; TIK-6)

36

32

32

TlonroToBka K 3K3aMeHy

HToro 3a 3 roxg

216

26

12

14

190

181

21.

TCOpeTI/I‘IeCKI/IG U MCTOOUYCCKHUEC
MMPUHOMAIIBI CO3AAHU U
opraHu3anuu CUCTEMbI
SJICKTPOHHOI'O

13




,I[OKYMCHTOO6OPOTEI
(VK-1; TIK-1; TIK-6)

CuCTEeMBI DIIEKTPOHHOTO
JIOKYyMEHT0000pOTa Ha
22. | COBpeMEHHOM pBIHKE 6 2 1 1 4 4
WHQOPMAITMOHHBIX TIPOJTYKTOB U
yeayr (YK-1; TTK-1; TTIK-6)

Crennaau3upoOBaHHbIE CHCTEMBI
3IIEKTPOHHOTO

23. | nokymMeHTo000poTa (110 oTpacisM | 6 2 0 2 4 4
HApOJIHOTO XO3sIICTBA)
(VK-1; TIK-1; TIK-6)

HHbopManOHHBIE CHCTEMBI
HPEINPUATUS U UHTETPALHS C
24. | cucTeMoii 3IEKTPOHHOTO 6 2 1 1 4 4
nmokymenToobopota (YK-1; I1K-1;
[K-6)

Buenpenue cuctemsl
3JIEKTPOHHOTO

25. | toKkyMeHTO000pOTa B 7 3 2 1 4 4
OpraHu3alu

(YK-1; TIK-1; TIK-6)

PazpaboTka TeXHUYECKOTO
3a7aHusl Ha BHEJIPEHHE CHCTEMBI
JIEKTPOHHOT'O

26. 32 15 6 9 17 17
JIOKYMEHT0000pOTa B
OpraHHU3aIun
(YK-1; TIK-1; TTIK-6)
IToAroToBKa K 9K3aMEHY 9 0 0 9 9
Hroro 3a 4 roa 72 | 26 | 12 | 14 0 46 37 0 9
Bcero uacos: 432 | 76 | 36 | 40 0 |35 | 329 0 27

2.3. KpaTkoe coaep:kaHue pa3iaejioB U TeM

Tema 1. DJIeKTPOHHBIM [JOKYMEHT, KAK OCHOBAa 3JJIEKTPOHHOIO
JOKYMEHT0000pOTA

[loHsiTHE SJEKTPOHHOrO AOKYyMeHTa. Bunbl M QopMarbl 3IEKTPOHHBIX
NOKyMEHTOB. [IpuMeHeHrne JJEKTPOHHBIX JOKYMEHTOB B  OpraHU3aluu
JTOKyMeHTooOOpoTa. HopMaTHBHO-paBOBBIE  ACMEKThl  CYIIECTBOBAHUS U
IIPUMEHEHUS BJIEKTPOHHBIX TOKYMEHTOB.

Tema 2. Cucrema 3JI€eKTPOHHOI0 [JOKYMEHTOO000POTA OpPraHU3alUM:
MOHATHE

Omnpenenenne mnoHsATUA «CHUCTEMa BIEKTPOHHOTO JTOKYMEHTOOOOpPOTay.
Hctopusi mosiBneHUsT TEPMUHA, U3MEHEHHUE NOAX0oJa K MoHATUI0. (CpaBHEHUE
CHUCTEM DJJICKTPOHHOTO JTIOKYMEHTOOOOpPOTa M CHCTEM aBTOMATH3UPOBAHHOTO
TOKyMeHT0o0O0opoTa. OCHOBHBIC TPUHITUIIBI UCTIONB30Banus CO/I.

14




Tema 3. Cucrema 3JI€eKTPOHHOIO0 [JOKYMEHTO000pPOTA OpPraHU3ALUM:
NPUHIUNBI PA00THI

Teopetnueckoe oOocHOBaHue npuHIUIIOB padoTel COJI. ba3oBbie u
BTOpHYHbIe NpUHIMIBI padoTel CO/]. CiocoOs! peanu3aruu npuHuunos CO/I.

Tema 4. Cucrema 3JIeKTPOHHOIO [OKYMEHTOO0OPOTA OpPraHM3AIUN:
o01Iue XapakTepUuCTUKHN

OcHoBable xapakTepucTtukn COJI. CBs3b XapakTEpUCTUK W MPUHIUIIOB
pabotel COJI. 3aBUCMMOCTh XapaKTepUCTUK OT 1enen u 3aaau COJI.

Tema 5. Cucrema 3J€eKTPOHHOIO JTOKYMEHTO000pPOTA OpPraHU3ALUM:
CBOJCTBA U 3a1a4H

OcHOBHBIE U cHenuaIn3upoBaHHble cBoiicTBa COJl. B3auMoCBs3b MEXIy
NpUHIMIAMU, XapakTepucTukamu u cBoiictBamu COJI. 3amaun COJ] u crocoObl
UX peanuszanuu. Bzanmocss3b 3a1a4d u cBorcts CO/I.

Tema 6. Cucrema 3JI€eKTPOHHOIO0 [JIOKYMEHTO000POTA OPraHU3ALUM:
BU/IbI CHCTEM

Buaet COJI: ocobeHHOCTH pabOThl pa3auyHbiX cucteM. OcoOEeHHOCTH
co3fanust u pazpabotrku paznmuunbix COJI. COJI peructpaumnonnoro tuna. COJ]
nokymeHtHoro tuma. C3J] kak cuctema yrpaBieHusi WHOOPMAIMOHHBIMU
pecypcamu opranuzanuu. COJl kak cucteMa yrnpaBJeHHUs] IPOEKTaMU U 3aa4aMHu.

Tema 7. CucreMa 3JIEKTPOHHOIO [JOKYMEHTO00OPOTA OpPraHM3alUM:
KJIaccuPUKALMU CUCTEM

ITonxonpr k kmaccubpukanuu COJl. TexHudyeckwe KiacCUpUKAIIUN.
Knaccupukanuu mo  crmocody  co3maHuss U pacnpoctpaHenuss  COJI.
Knaccudukauuu no chepe npumenenuss CIJI. Knaccudukanumm no crnocody
B3aMMOJICHCTBHSI C TJOKYMEHTOOOOPOTOM OpPTaHU3AIINH.

Tema 8. IIpuMeHeHne MOOMJILHBIX PelICHUH U 00JIAYHBIX TEXHOJIOTHH B
3JIEKTPOHHOM JIOKYMEHTO0000poTe

Ucnonb3oBanue B COJl 001a4HbIX TEXHOJIOTUNA, M CITIOCOOBI UX peaIM3allUH.
O6maunbie COJl nist KPYMHBIX, CPEIHUX M MaJ€HBKHX KOMIIAHUN: OCOOCHHOCTH
(dbyHKIIMOHAIA U CITOCOOBI peanu3aui. Bo3MOXHOCTb UCIIOIB30BaHUs MOOUITBHBIX
yCTpOUCTB 1ipu padote ¢ COJI: MOTHBIN WM COKpaICHHBIN (YYHKITHOHAI.

Tema 9. IIndpoBasi (KOMNbLIOTEPHAs TeXHMKAa) NpPpHUMeHsAeMas B
npoiuecce CO3IaHUA U padoThl CHCTEMBbI 3JIEKTPOHHOT0 JOKYMEHT0000pOTA

Texnnueckas cocrasisromas COJ[:  cepBepbl, TEIEKOMMYHUKAUOHHBIE
CETH M CHUCTEMBbI, pabo4ue CTaHIMK, MOOWIbHBIE YCTPOMCTBA, MOAKIIOUaeMas
OpTTEXHUKA U JIp.

Tema 10. Crmoco0bl U MeTOABI 3aAIIUTHI JIEKTPOHHOIO JOKYMEHTa B
CHCTEeMAaX 3JIeKTPOHHOI0 I0KYMEHT0000poTa

15



Oco0eHHOCTH 3allUThl AJIEKTPOHHBIX JOKYMEHTOB M HH(OPMAaLMOHHBIX
pecypcoB. BHemmHue M BHYTpeHHHE CIOCOOBI 3amMThl JOKyMeHTOB B COJI.
Pasrpannyenue pgoctyna K JOKyMeHTaMm. Pa3rpaHvueHHe — BBINOJTHSIEMBIX
omneparuii. CucteMsl MU(GPOBAHUA U TPUMEHEHHUE 3JIEKTPOHHOM MOAMHCH.

Tema 11. DuexkrpoHHas unudpoBasi NOANMCH: MOHATHE, cdepa
NpPUMEHEHUs] 3aKOHOJAAaTeJbHAas 0a3a NPUMEHEHHUsl, HCIOJb30BaHHE B
MEKIYHAPOJAHOH JesiTeIbHOCTH OPraHM3alMHU. 0COOCHHOCTH HCIO0JIb30BAHMS
3a py0esxkom

OnexTpoHHass  UM@poBas  MOANKMCH:  ONPENCIECHHWE  TOHATUSA,  €ro
tpancopmanust. Chepa MpUMEHEHHUsS 3JIEKTPOHHON MOANUCH. 3aKOHOJATEJIbHAs
0a3a ee npumeHeHust B PO u 3a pyOexoM, HCIIOJIb30BaHUE JIEKTPOHHON MOJIUCH
B MEXIyHapoJHOM OusHece. Buabl snexktpoHHoil mnoamucu. OcoOeHHOCTH
UCIIOJIb30BAaHUSl AJIEKTPOHHOM moanucu 3a pyoOexom. CrocoObl NOTyuYeHUs
3JIEKTpOHHOM noanucu B PD, nesrenbHOCTh cepTU(PUKAITMOHHBIX IEHTPOB.

Tema 12. DyieKTPOHHOE PABUTEJILCTBO: ONBIT peasu3auuu B Poccuu u
3a py0eskoM, LeJH 3a1a49U, MPUHITAIBI

OrnpeneneHre MOHIATUSL «IJEKTPOHHOE MPABUTEILCTBO». OCHOBHBIC 1IEIHU U
3a/layd  €ro CO3JaHusl, 3aKOHOJATENbHbIC, TEOPETUYECKHE, METOAUYECKHUE U
TEXHUYECKHUE MPUHIIMIIBI €r0 peanusainuu. Peanusyembie (yHKIIUU 3JIEKTPOHHOTO
MPABUTEJILCTBA: TPEAHA3HAUYCHHBIC ISl TpaxaaH U ropuauueckux jui. [lopTan
«roC. YCIyTH», APYTHE MPOEKThl 00ECIeUnBaIONIUe JIEATEIbHOCTh 3JIEKTPOHHOTO
MPABUTENIbCTBA. 3aKOHOJATEIbHBIE JOKYMEHTBI PErIaMEHTUPYIOIINUE CO3JAaHUE U
JEATEIIbHOCTh  DJIEKTPOHHOTO mpaButTenbctBa B P®D. MexBegJOMCTBEHHBIN
AJIEKTPOHHBIN TOKYMEHTOOOOPOT.

DJIEKTPOHHBIE MPABUTENBCTBA JPYTUX CTPaH: LUEIU U 3aJlau, pean3yeMble
byHKIMH.

Tema 13. Cranaaprbl ¥ HOPMATHBHbIE JOKYMEHTbI, peryJupyrounue
padoTy cUCTEM 3JIEKTPOHHOI'0 JOKYMEHTO000pPOTA OPraHu3aluu

OTeuecTBEHHBIE U MEKIyHAPOIHbIE CTAHAAPTHI, PETYIUPYIOLIUE OCHOBHBIE
¢bynkunn u xapakrepuctuku COJ[ n cnocoObl ux peanuzanuu. OTeYEeCTBEHHbIE U
MEXIYHApPOJIHbIE HOPMATUBHBIE IOKYMEHTBI, PETYJIMPYIOIIUE OCHOBHbBIE (PYHKIIUU
u xapaktepuctuku COJl u crnocoObl ux peanuzauuu. M3MeHeHue CTaHAApTOB U
HOPMAaTUBHBIX JOKYMEHTOB C TEUEHUEM BPEMEHH.

Tema 14. HopmaTtusHoe peryJjMpoBaHue 3JIEKTPOHHOIO
H0KYyMeHT0000poTa B Poccuiickoit @enepanun
OcoOenHoctu 3aKOHOAATENIBHOTO pEeryJIMpOBaHUS OpraHu3aluu

3JIEKTPOHHOTO JTIOKYMEHTOO00pOTa W MPUMEHEHHS 3JIEKTPOHHBIX JTOKYMEHTOB B
Poccniickon ®enepannn. M3meHeHHe 3aKOHONATENBHBIX TOKYMEHTOB C TEYEHUEM
BPEMEHH.

Tema 15. HopmartusHoe peryJiupoBaHue 3JIEKTPOHHOI'0
AOKYMeHT0000poTa B EBponeiickom corose
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OcobenHoctu 3aKOHOJATEIBHOTO PEryJIMpOBaHUS OpraHu3aIuu
AIEKTPOHHOTO JOKYMEHTOOOOpPOTa M MPUMEHEHHUS SJIEKTPOHHBIX JIOKYMEHTOB B
EBponeiickom Cow3e u crpaHax EBponbl.  M3MeHeHHE 3aKOHOAATEIbHBIX
JIOKYMEHTOB C T€4eHUEM BpeMeHu. OO0II1e 1 HallMOHAJbHbBIE JOKYMEHTHI.

Tema 16. HopmaruBHoe peryjaiupoBaHue 3JIEKTPOHHOIO
A0KyMeHTo000poTa B crpaHax CesepHoii u FQxkH0il AMepuKu.

Ocobennoctu 3aKOHOJATEIBHOTO PEryJIMpOBAHUS OpraHu3alkH
AIEKTPOHHOTO JIOKYMEHTOOOOpPOTa M NMPUMEHEHHS 3JIEKTPOHHBIX JTOKYMEHTOB B
ctpaHax CesepHoii u IOxHOU Amepuku.  V3meHeHue 3aKOHOIATEIBHBIX
JIOKYMEHTOB C TEUEHUEM BPEMEHH.

Tema 17. OtedecTBeHHbIe W 3apy0e:KHbIE CHCTEMbI 3JJIEKTPOHHOIO
JOKYMEHTO000pOTAa: CXOACTBA M Ppa3jinvus, peajn3yeMble IMPoOUECChl H
Gynxkumn

Ocobennoctu (QyHkimoHana 3apyoexHsix C3Jl, uX 3aBUCUMOCTh OT
HaAIMOHAIBHBIX 0coOeHHOocTel opranuzanuu J1OY. CobitoieHne MeXIyHapOJHBIX
crauaaptoB. COJ] s TpaHCHAIMOHAIBHBIX KOpHopanuid — OCOOEHHOCTH
HaIOJHEHUSI U pealin3aluu QyHKINUM.

Tema 18. Cucremsl ynpasjeHusi HHPOPMALUMOHHBIMU pecypcamMu
NpeanpusTHs

Cucremsl yrpaBiaeHUs] HHPOPMALMOHHBIMU PECYpCaMU MPEANPUATHUS: LIEIIb,
peanuzyembie 3aauu U QyHkuuu. OTinuus ot kiaaccuueckort COJ1. CtanmapTHBIN
HaOop ¢pynkumii. Otiamune ot CO/l. Chepsl IpUMEHEHUS.

Tema 19. Pabora ¢ cucreMamMu 3JIeKTPOHHOTO IOKYMEHT0000pOTa

3HAKOMCTBO  C  HECKOJBKMMHM  BHJAMH  CHUCTEM  3JIEKTPOHHOIO
JOKYMEHTOO0OpOTa: PperucTpalMoHHON, JokymeHTHoM, ECM. BelnoaHeHue
CTaHJAPTHBIX oOlepalnuil mo paboTe ¢ JOKyMEHTaMM: CO3JaHME, PErucTpanus,
pPENAKTUPOBAHUE, CO3/JAHHME PE3O0JIOLMI M 3aJad IO JOKYMEHTaM, CBSI3bIBaHUE
JIOKYMEHTOB, COCTaBJICHUE PEECTPOB, OTIPABIECHUE OTPAOOTAHHBIX JOKYMEHTOB B
apxuB. CoznaHue TNOJHOTEKCTOBBIX JOKYMEHTOB HX IIA0JIOHOB, IMOATOTOBKA
JIOKYMEHTOB K ME€YaTH.

Pabota co cipaBounukamu C3/1, UX 3aroiHEHUE U peJakTHPOBaHUE.

Pabota c 6a3amu ganusix C3/1, popMupoBaHue HOBBIX pabOYNX KaOMHETOB,
peaKkTupoBaHue PyHKIUN COTPYIHHUKOB.

Tema 20. IIpodaembl " MePCNeKTUBBI 3JIEKTPOHHOI0
JTOKYMEHTO0000pOTAa HA COBPEMEHHOM JTale

[TepcniexktuBsl pa3Butus peiaka COJ[. OcoOEHHOCTH pa3BUTHS HATIPABJICHHUS
Ha coBpeMeHHOM dtare. [Ipobiembl u Gapbepbl BO3HUKAIOIINE MPU CO3AHUU U
BHeapeHnu COJI, crtocoObl MX MPEO0JICHHS.

Tema 21. Teoperudueckne M MeTOAMYECKHE TPUHIHUIBLI CO3JIAHUS M
OPraHM3alHuu CUCTEMbI 3JIEKTPOHHOTI0 JOKYMEHT0000pOTa
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Lenu, 3amaum, cBoiictBa u xapakrtepuctuku CDJI. OcobeHHocTu
peanu3anuu GyHKuid B pasnuuHbix Buaax COJI. OcoOEHHOCTH MPOrpaMMHON
apxutektypsl COJI. MoaynbHbIi noaxon k coznanuio CO/I.

Tema 22. CucTeMbl 3J1eKTPOHHOT0 TOKYMEHTO000POTA HA COBPEMEHHOM
pbIHKE HH(POPMAIMOHHBIX MPOAYKTOB M YCJIYT

Anamus peraka COJI. O0mas xapaktepucTuka peiHKa. PaboTa ¢ 0630pammu
CO/1. Cnoco6sl u Metoanl uzyuenus peiaka COJ1. IIpoBenenue uzydeHus: pbiHKa
COJl: paszpaboTka mporpamma, cOOp CBEIEHUM, coOcTaBiieHHe o0030pa.
CpaBHUTENBHBIN U PEUTUHTOBBIA METOJIbI MPU MpOBeIeHnH aHaiu3a peiHka CO/I.
N3yuenue comyrcTByromux BHeapennto CIJ pador.

Tema 23. Cneuunaau3npoBaHHbIE CUCTEMBI JIEKTPOHHOIO
AOKYMEHT0000poTa (110 0TPACJISIM HAPOJAHOI'0 X03SlICTBA)

3HakoMcTBO ¢ oTpacieBbiMu COJI. Cnenuanu3upoBaHHble (QYHKIUH H
TOKyMeHThl y oTpacneBbix COJI. OtpacneBbie MHOOPMAIMOHHBIE CUCTEMBI U HX
B3aUMOJICHCTBHE c CO/I. OO6pa3zoBateibHbIE, MEJMIIMHCKHUE,
CEILCKOXO3SIICTBEHHBIC, MPOU3BOJACTBEHHBIC, JECO3arOTOBUTEILHBIE, TOPTOBEIE,
TOCTUHUYHBIE, TYPUCTUUECKUE, My3€iHbIE, TeaTpalibHbie U nip. CO/I.

Tema 24. UnpopManuoHHbIe CHCTEMbI NPEeANPUATHS U WHTErpanus ¢
CHCTEMOM 3JIEKTPOHHOI'0 IOKYMEHT0000poTa

NudopmarimonHas cucreMa KpyIHOTO MPEANPUSITHS: OCHOBHBIC 2JIEMEHTHI,
BbIMONIHAeMble GyHKIMU. Brimouenne COJl B uHOOPMAIMOHHYIO CHUCTEMY
npeanpusatus. Muterpanus ¢yHkumii, mnoarotoBka gokymMeHToB B COJl u
CIICLIMAJIM3UPOBAHHBIX OTPACIIEBBIX IPOTrPaMMax.

Tema 25. BHeapeHue cucTeMbl JIEKTPOHHOIO J0KYMEHTO000pPOTa B
OpraHu3anuu

[TonrotoBka  opranmmzamuu  k  BHeapenutro  COJl.  IIpoBenenue
NpeAnpoeKTHOro uccienoanre. Beioop COJ] 1moj KOHKPETHYIO OpTraHU3alMIO.
[TonrotoBka mnpoekta mno BHeapeHuro COJI. Ilpouecc BHenpenuss CO/I.
[ToaroroBka MHCTPYKLMI U perJaMeHToOB npu BHeApeHun CIO/I.

Tema 26. Pa3paboTka TeXHHMYECKOT0 3aJ1aHMsI HA BHeJAPEHUE CHUCTEMBI
3JIEKTPOHHOI0 IOKYMEHT0000P0TA B OPraHU3aLMH.

Texnnueckoe 3amaHue: OCOOEHHOCTH (OPMHUPOBAHUA, IEIM W 3aJa4H
nokymenTta. OcHoBHbie (yHku u dactu T3. OcobeHHOCTH cocTaBieHue T3.
Cranmaptel mpuMmeHsiemble Tpu  Hanucanuu T13. CnocoOwsl  odopmiteHHs
tpedoBanuii k COJ] B T3. T3 Ha cozmanume COJI. T3 nHa BHeapenue CO/I.
B3aumoieiicTBre 3aKka3yrka U UCTIOJHUTENS pu padoTe Hag T3.
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3. YYEBHO-METO/JMYECKOE OBECIIEYEHUE JUIsI
CAMOCTOSITEJLHOM PABOTBI OBYYAIOLUXCS 1O
JTUCLUTIIJIMHE

3.1. [li1a”Hbl CeMUHAPCKUX 3aHATHI
CeMuHapcKue 3aHATHS HE IPEAYCMOTPEHBI B Y4€OHOM IIJIaHE JJISL CTYIEHTOB
ODO u 3DO.

3.2. IlnaHbl NIPAKTHYECKUX 3aHATHH

IIpakTnyeckas padora Ne 1
no teme «CucremMa 3JIeKTPOHHOIO JOKYMEHTO000POTA OPraHU3aluNn: 001ue
XapaKTepUCTHKN

Hean 3ansiTHA — GOPMHUPOBAHUE CIOCOOHOCTH aHAIU3UPOBATh CUTYALUIO
Ha pbIHKE MH(POPMALHUOHHBIX MPOAYKTOB M YCIYT, JaBaTh AKCIEPTHYIO OLEHKY
COBPEMEHHBIM CHUCTEMAM  3JIEKTPOHHOTO  JOKYMEHTOOOOpOTa W  BEACHUS
AIIEKTPOHHOTO apXUBa

3aganme: CTyIEeHT JOJDKEH OINPENEIINTh, KAaKUE W3 MPEACTABICHHBIX B
cnucke xapakrepuctuk CO/l, oTBeHaroT 3a onpeneneHHble (PYHKIUU CUCTEMBI.

IIpakTnueckas padora Ne 2
1o teme «CrcreMa 3JIEKTPOHHOTO IOKYMEHT0000p0OTa OPraHu3alMu:
CBOMCTBA U 32/1a4N»

Heap 3anaTH — HOPMHUPOBAHKUE CIIOCOOHOCTH aHAIM3UPOBATH CUTYAIIHIO
Ha pPBIHKE MH(POPMAIIMOHHBIX IMPOJYKTOB M YCIYT, JaBaTh JKCIEPTHYIO OILCHKY
COBPEMEHHBIM  CHUCTEMaM  JJICKTPOHHOTO JOKYMEHTOOOOpOTa ¢  BEACHUS
AIIEKTPOHHOTO apXHuBa

3aganme: CTyIEHT JOJDKEH OINPENENINTh, KaKUE W3 MPEACTABICHHBIX B
cnucke cBorctB COJI, oTBewaroT 3a ompeneneHHble 3anauu. MHbopmaums s
aHanu3a OepeTcs ¢ CATOB CUCTEM AJIEKTPOHHOTO IOKYMEHTOO00pOTA.

IIpakTnueckas padora Ne 3
o Tteme «CucremMa 3J1eKTPOHHOI0 JOKYMEHTO000p0OTa OPraHU3auMu: BUAbI
cHUCTEM)

Hean 3anaTs — GopMUpOBaHUE CIIOCOOHOCTH AHAIM3UPOBATH CUTYAIUIO
Ha phIHKE HWH(POPMAIMOHHBIX MPOIAYKTOB W YCIYT, JaBaTh JKCIEPTHYIO OICHKY
COBPEMEHHBIM CHUCTEMaM  DJJIEKTPOHHOTO JOKyMEHTOOOOpOTa H  BEICHUS
AIIEKTPOHHOTO apXuBa

3ajaHue: CTYJIEGHT JOJDKEH OO0OOIUTh M MPEICTaBUTh B TaOJUIIEe
MH(pOpMAIIMIO TI0O CUCTEMaM 3JIEKTPOHHOIO JIOKYMEHTOOOOpOTa, peain3yeMbIX B
Poccuiickoit denepanuu. Madopmarys 1y 3aHeCEHHS B TaOJIUIly pa3bICKUBACTCS
Ha caittax npousBoaurenert CO/I, nponasioB CI/I.
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CB3b MEXIY

Bun CB/1 Hanuune Hpyrue
Kommnanust MPOrpaMMHBIMU
HazBanue YuuBepcanbHas/ 00J1auHbIX, IIPOrPaMMHBIE OcHOBHBIE (QYHKIUH
BBIITYCKAOIIas MPOIYKTaMH U
coa ol WHIUBUyanbHast/ MOOMITEHBIX MPOAYKTHI coll CoJ1
KOMOMHHMpPOBAaHHAsI | BO3MOXKHOCTEH KOMIaHUH

€CTh/HET

*CTyIeHT OJDKEH IPeACTaBUTh B Tabimie He MmeHee 4 CO/JI.

IIpakTuyeckas padora Ne 4
o reme «Cucrema 3J1eKTPOHHOI0 JOKYMEHTO000POTAa OPraHU3alMu:
KJIaccupukanum cucrem,

Hean 3ansaTs — GopMUpPOBAHUE CIIOCOOHOCTH aHAIM3UPOBATH CUTYAIHIO
Ha phIHKE WH(POPMAIMOHHBIX MPOAYKTOB W YCIYT, JaBaTh JKCIEPTHYIO OICHKY
COBPEMEHHBIM CHCTEMaM  3JIEKTPOHHOTO  JOKYMEHTOOOOpOTa U  BEACHHUS
AIEKTPOHHOTO apXuBa

3aganmMe: CTYACHT JOJDKEH OOOOIUTh W TPENCTaBUTh B TaOiHIle
UHOOPMAIUIO 10 CUCTEMaM JJIEKTPOHHOTO JOKYMEHTOO0OpOTa, peain3yeMbIX B
Poccuiickoit denepanuu. Madopmanus uist 3aHECEHUS B TaOJIMILy pa3bICKUBAETCS
Ha caiftax npousBoautenet CO/I, npogasnor CO/I.

Bun CO Hannaune DNEeKTPOHHBIN

VuuBepcanpHas/ Cdepa 00JIaYHBIX OKYMEHTO000pOT
Hassanue CD/J P dbep ’ CDJI/EMC sloxy P
uHIUBHAyanbHas/ | mpumeneHus COJ] MOOMIILHBIX /TUOpUIHBIH

KOMOWHHPOBaHHAS BO3MOXHOCTEH JIOKYMEHTO000pOT

*CTyIeHT IOJDKEH IpeacTaBUuTh B Tabimie He MmeHee 4 COJ1. CTyaeHT MOXKET
aHaau3upoBaTh Te-xke COJI, uTo M B IpeabIayIel MpakTHIecKoi pabore.

IIpakTnuyeckas padora Ne 5
1o teme «lIpumMeHenrne MOOMJIBHBIX PEICHMHA U 00JIAYHBIX TEXHOJIOTHH B
3JIEKTPOHHOM JOKYMEHT0000poTe»

Heanb 3aHsTHsE — (HOPMHUPOBAHKME CIIOCOOHOCTH AHATWU3UPOBATH CHUTYAIlUIO Ha
phIHKE HWH(GOPMAIMOHHBIX MPOMYKTOB W YCIYT, JaBaTh JKCIEPTHYIO OIICHKY
COBPEMCHHBIM CHCTEMaM DJJICKTPOHHOTO JIOKYMEHTOOOOpOTa U BEICHHS
AIIEKTPOHHOTO apXuBa, (OPMUPOBAHHE HABBIKOB HCITOJIb30BaHUS KOMITBIOTEPHOMU
TEXHUKH U MHOOPMAIIMOHHBIX TEXHOJIOTHH B JOKYMEHTAIIMOHHOM OOeCTIeUCHUU
yIIpaBJICHUS K ApXHUBHOM JIeIe.

3ajaHue: CTYJIEHT JOJDKeH OO0OOMUTh W TMPEJACTaBUTh B  TaOIHIE
uH(OPMAITUIO TI0 CHUCTEMaM 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa, MCIOIB3YIOIINX
obOnaunble TexHONOruu. MHpOpManus is 3aHECEHUS B TAaOJIHIy Pa3bICKUBACTCS
Ha caittax npousBoautenert CO/I, mpoagasuos CI/I.

Pazme
Bun obnaka P Cdoepa Venosus
001aKa/KOTMYECTBO
Hasanune CO/] (obmecTBeHHOE/ npumenenust | OcHoHble GyHKIHH COJ] MTOAKITIOYECHUS K
€IMHOBPEMEHHBIX
KOPIIOPAaTHBHOE) Ccoa Coa

O IKJTFOYCHUI

*CTyneHT HO/HKEeH MpeCTaBuTh B Tabnuie He meree 4 COJI.
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IIpakTnuyeckas padora Ne 6
no rteme «Iludposas (koMnbOTEPHAsA TEXHUKA) IPUMEHAEeMas B IIpouecce
CO31aHHMA U PA00OTHI CUCTEMBbI JJICKTPOHHOI'0 JOKYMEHTO0000pOoTa»

Hean 3anHsaTusi — (HOPMHUPOBAHHWE TPEACTABICHUNH OO0 WCIOIL30BAHUH
KOMIBIOTEPHOU TEXHUKHU U MHPOPMAITMOHHBIX TEXHOJIOTUH B JIOKYMEHTAIIMOHHOM
oOecrieueHNH yOpaBJICHWS W apXWBHOM JIeJie W BJAJICHWE TMpaBUJIaMU
DKCIUTyaTallMM ~ TEXHUYECKHMX  CPEICTB M  CIHOCOOHOCTBIO  HCIOJIb30BaTh
TEXHUYECKHUE CpEeACTBAa B JOKYMEHTAIIMOHHOM OOECHEeUYeHUM YIIpaBiICHUS U
apXWBHOM JIeJie

3aganme: Pazpaborarhk mpe3eHTalni0™ 1Mo BOIpocaM:

Texnuueckas cocrapisitomnias CI/1:

e CepBephl: oOmpenesicHHe, Ha3HAYEHUE U BHUABI CEPBEPOB (MOUTOBBIE,
XpaHWIUIa JOKYMEHTOB, peaju3alusi KOHLEMIIMK TOHKOro KJIMEHTa B
OpraHu3alliy, OPTaHU3alMs JOCTyNa B UHTEPHET). TeXHUYECKUE XapaKTePUCTUKA
CEPBEPOB: KECTKUE JUCKHU, PEUJI MACCHUBBI, CEPBEPHBIC CTPOUKH, OpTaHU3AIMS
OecniepeOOMHOr0 MUTAaHUS CEPBEPOB, 3aMKMCh U XpaHeHUe OdkamoB. OpraHuzarus
CEPBEPHBIX MOMEUICHUMN: TEXHUYECKUE TpeOoBaHMS, TpeOOBaHMS
UH(OPMAITMOHHON O€30ITaCHOCTH U JIP.

o TelleKOMMYHHUKAITMOHHBIE CETH M CHCTEMbl B OpraHM3alldu: Crocod
OpraHu3allid CBSI3H, MPOBOHOI/OECTIPOBOIHON, MApPUIPYTU3ATOPHI, POYTEPHl U
np. CnocoObl TOCTPOCHMS CETe B OpraHW3alvM, BUIbI CETEW, 3aBUCHUMOCTh
BbIOOpAa  CeTM  OT  XapakTepucTuk  opranuzamuu. [P Tenedonwus.
BayTpuopranuzaionssie GopyMbl U MOPTaIbI

e Pabouue cTaHIIUU COTPYAHUKOB: TPEOOBAHUS K IEPCOHATLHBIM KOMITBIOTEPA
(3aBucumocth xapakrepuctuk [IK or cnocoba opranuzarnuu uHPOpMaTHU3aIN B
OpraHu3allii: TPAJUIMOHHBIE paboyue MecTa, ONEH CIeic, yhaleHHas pabora,
KOBOPKHUHTH).

e MoOunpHbIC YCTpPOMCTBA VICTIOJIb3yEMBIE B 3JIEKTPOHHOM
JIOKyMEHTOO00pOTE, WHIMBUTy AJIbHBIE/OpTraHU3aIiH (BUABI  YCTPOWCTB,
TEXHUUYECKUE XapaKTEePUCTUKH, MporpaMMHbie xapaktepuctuku). I[loctpoenue
CEeTH TMPU HCIOJH30BAHUM MOOUIBHBIX YCTPOWCTB. YCJIOBUS HCIOJIb30BAHUS
MOOMJIBHBIX YCTPOMCTB B OpraHu3aiuu

e [logkiroyaemass OpPITEXHHUKA: BHAbl W XapaKTEPUCTUKA TEXHUYECKHUX
YCTPOMCTB MCMOJIB3YEMbIX B JOKYMEHTOOOOPOTE OpraHU3allid, WHIUBUyaTbHBIC
U 00IIMe TEXHUYECKUE YCTPOMCTRA.

*CTyneHT MOJDKEH TMPEACTaBUTh MPE3CHTAIMIO MO0 JIBYM M3 3asBJICHHBIX

BompocoB. [IpencraBneHHass B mpe3eHTanuu WHGOpMAIUsS T0JDKHA OBITh

CUCTEMATU3UPOBAHA, AaKTyajbHa, COMNPOBOXKAATHCA KAauYE€CTBEHHBIMU W

COOTBETCTBYIOIIMMH KOHTEHTY WUTIOCTparusiMu (pucyHku, dotorpadum,

cxembl, nHporpaduka, BUACOPpParMeHThI).
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IIpakTuuyeckas padora Ne 7
1o TeMme «Cnoco0bl M METOABI 3AUTHI IJTEKTPOHHOT0 JOKYMEHTAa B CHCTEMAaX
3JIEKTPOHHOI'0 IOKYMEHT0000pOTa)

Heabp 3anaTua — ¢GopMUpPOBaHME BIAJACHUA 0a30BBIMU  3HAHUSMHU B
obrmacti  WHGOPMALMOHHBIX  TEXHOJOTHA, dbopMupoBaHue  BIAJACHUA
COBPEMEHHBIMH CHCTEMAMH HH(POPMALMOHHOTO M TEXHHYECKOTo OOecreyeHus
JOKYMEHTAIlMOHHOTO O0ECIIEUEHNs YIIPABICHUS U YIPABICHUS apXUBaMU
3aganue: PazpaboTaTh npe3eHTaUIO™ 110 BONpOCaM:

AHTUBUPYCHI.

Opranusanus pa3rpaHuueHus JOCTyIa K JokyMmeHTaM B CO/I.

Opranusanus pa3rpaHUueHUs BBITONHIEMBIX onepaunid B CO/I.

Cucrempl HIM(ppPOBaHUS U IPUMEHEHHUE IEKTPOHHOU noanucu B CO/I.
*CTyAeHT JOJDKEH  NPelICTaBUTh NPE3CHTALUI0 10 OJHOMY U3
3asiBIIEHHBIX BompocoB. [IpeacraBineHHas B mpe3eHTauuud UHGOpManus
JOJDKHA OBITh  CHUCTEMaTHU3UMPOBAHA, AaKTyallbHa, COIPOBOXKAATHCS
KAUECTBEHHBIMA M COOTBETCTBYIOIIMMH KOHTEHTY WIIOCTPALUSIMA
(pucyHnku, pororpaduu, cxemol, uHporpaduka, BUACOPpParMeHThI).

IIpakTnuyeckas padora Ne 8
1o TeMe «JIeKTPOHHAasi G poBasi NOANUCH: MOHATHE, chepa MPUMEHEHHSA
3aKOHOJaTeJbHAs 0a3a MPUMEHEHHUD)

Heanb 3anaTusi — (GOpMUPOBAHME HABBIKOB BIAJCHHUEM COBPEMEHHBIMU
CHUCTEMaMH HH(POPMAITMOHHOTO u TEXHUYECKOTO obecrnieueHUs
JIOKyMEHTAITMOHHOTO 00ECTICUCHH S YIIPABICHUS U YIIPABJICHUS apXUBaAMU

3ajaHue: CTYACHT JOKEH HAWTH B CETH HWHTEpPHET, OOOONIUTh U
MpEeACTaBUTh B Tabiuile UHPOPMALMIO MO JEATEIBHOCTH CEePTUDUKAITMOHHBIX
1eHTpoB. CTyAEHT JODKEH MpOoaHAIM3UpOBaTh JCSATENIBHOCTh HE MeHee 4
CEepTU(PHUKAUOHHBIX IIEHTPOB, CAMOCTOATEIHLHO pa3padOoTaTh TAONMIy aHaIHM3a
NEeATEeILHOCTH IICHTPOB.

IIpakTnyeckas padora Ne 9
o TeMe «JIEKTPOHHOEe NPaBUTEJIbCTBO: ONBIT peaju3aunu B Poccun u 3a
pyoOexom, eJiu 3a1a494, MPUHIMUIIBD

Hear 3anaTtusas - ¢dopmupoBaHue 0a30BbIX 3HaHWUM B o0macTH
WH()OPMAITMOHHBIX TEXHOJIOTHH, CIOCOOHOCTH aHaM3WPOBATh CHUTYyaIlMI0 Ha
phIHKE HWH(GOPMAIMOHHBIX MPOIYKTOB W YCIYT, JaBaTh OJKCHEPTHYIO OICHKY
COBPEMEHHBIM CHCTEMaM DJIEKTPOHHOTO IOKYMEHTOO00pOTa

3ajaHmMe: CTyJACHT JOJKEH HAaWTH B CETH WHTEPHET, OOOOMIUTh U
MPEACTaBUTh B Tabimile WHPOPMAIMIO 00 AJIEKTPOHHBIX TpaBUTEILCTBax PD,
CHI', EC. CtyneHT HODKEH CaMOCTOSTENbHO pa3paboTaTh TaOMUIly aHajIn3a
NEATEILHOCTH IIEHTPOB, C YUYETOM OCHOBHBIX (DYHKIIMHA W TPABOBBIX OCHOBAaHUM
NEATETLHOCTH YJICKTPOHHOTO MPAaBUTEIIHLCTBA.
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IIpakTuuyeckas pabora Ne 10
1o teMme «CTaHIaApThl U HOPMATHBHBIE IOKYMEHTBI, PeryjJupywinue padory
CHUCTEM 3JIEKTPOHHOI0 TOKYMEHTO0000POTAa OPraHu3alum)

Heab 3ansitusi — (GopMHupoBaHHE BIAJCHUS MpPaBHIIAMU SKCILTyaTalluu
TEXHUYECKUX CPEACTB M CIIOCOOHOCTHIO MCIOJIB30BaTh TEXHHUUECKHE CPENICTBA B
JIOKYMEHTAITMOHHOM O0ECTICUCHUH YIIPABJICHUS U ApXUBHOM JIeNIe

3agaHmMe: CTYJEHT JOJDKEH cJenarb WHOOPMAIMOHHYIO MOAOO0pKY 00
UCIIOJIb30BAaHUU B CHUCTEMax JJIEKTPOHHOTO JOKYMEHTOOOOpOTa OMpe/eIEHHOTO
CTaHJapTa WM HOPMATUBHOIO JOKYMEHTA.

Nudopmarmonnas mnoadopka JokHA ObITH OQopmIIeHA B BHUJIC
npe3eHTauuu. llpencraBieHHas B mpe3eHTalMu HHPOpMAIUs JOJKHA OBITh
CUCTEMATU3UPOBAHA,  aKTyalbHA,  COMNPOBOXKAATHCS  KAUECTBEHHBIMU U
COOTBETCTBYIOIIMMHU KOHTEHTY WILTIOCTPALUSIMU (PUCYHKH, doTorpaduu, CXemsbl,
uH(porpadrka, BUACOPPArMeHThI).

IIpakTnuyeckas padora Ne 11
o reMe HopmaTuBHOE peryjJMpoBaHue 3JICKTPOHHOI'0 IOKYMEHT0000poTa B
Poccuiickoit ®enepanuu

Hean 3ansiTuA — GOpMUPOBAHUE CIOCOOHOCTHU aHAJIM3UPOBATh CUTYAIUIO
Ha pBIHKE MH(POPMAIMOHHBIX MPOJYKTOB W YCIYT, JaBaTh JKCIEPTHYIO OICHKY
COBPEMEHHBIM CHCTEMaM  DJIEKTPOHHOTO JOKYMEHTOOOOpOoTa U  BEACHUS
AJIEKTPOHHOTO apXuBa, (HOPMUPOBAHKME HABBIKOB HCIIOIB30BAHUS KOMITBIOTEPHOU
TEXHUKU U MH(POPMAIIMOHHBIX TEXHOJOTUH B JIOKYMEHTAlIUOHHOM 00€CleueHUun
YIIPaBJIEHUS U apXUBHOM JIEIIE.

3ajaHue: CTYIAEHT JOJDKEH MOATOTOBUTH XPOHOJEHTY, OTPAKAIOLIYIO
JIEUCTBHE OJAHOTO M3 HOPMATHUBHBIX JOKYMEHTOB, PETYJIUPYIOIINX OPTaHU3ALUI0
AJIEKTPOHHOTO JOKYMEHTOOOOpOTa M MPUMEHEHHUS DJEKTPOHHBIX JIOKYMEHTOB B
Poccuiickoit @enepann U €ro U3BMEHEHUE C TEUEHUEM BpeMEHHU. B XpoHomeHTe
JIOJDKHO OBITh yKa3aHO Ha3BaHME JOKYMEHTa, JaTa ero MpUHSATHSA, JaTta
BCTYIUIEHUSI B JCHUCTBHUE, OTMEYEHbI BHOCHMBIE W3MEHEHUA. Ecin TOKyMeHT
OTMEHEH, WM 3aMEHEH Ha 00Jiee aKTyalbHBIHN, 3TO TOXE JOJDKHO OBITh OTPaKEHO
B XPOHOJIEHTE.

IIpakTnueckas padora Ne 12
1o teme «HopmaTnBHOE peryjiMpoBaHue 3JIEKTPOHHOI0 IOKYMEHT0000pOTa B
EBponeiickom corose»

Hean 3ansiTHA — GOPMUPOBAHUE CIOCOOHOCTHU aHAIM3UPOBATh CUTYALIUIO
Ha pbIHKE MH(POPMALMOHHBIX MPOAYKTOB M YCIYT, JaBaTh 3KCHEPTHYIO OIEHKY
COBPEMEHHBIM  CHUCTEMaM  3JIEKTPOHHOTO  JOKYMEHTOOOOpOTa U  BEACHMS
AJIEKTPOHHOTO apXuBa, (DOPMUPOBAHKHE HABBIKOB HCIIOIb30BAHUS KOMITbIOTEPHOU
TEXHUKU U MH(POPMALMOHHBIX TEXHOJOTMH B JIOKYMEHTAlMOHHOM OOecreyeHun
YIIPABIICHUS U ADXUBHOM JIEJIE.
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3agaHmMe: CTyIEHT JOJDKEH ITOATOTOBUTH XPOHOJIEHTY, OTPAKAIOLIYIO
JEUCTBHE OAHOTO M3 HOPMATHBHBIX JOKYMEHTOB, PErYJUPYIOIIHMX OPTraHU3aLUI0
AIEKTPOHHOTO JIOKYMEHTOOOOpPOTa M NMPUMEHEHHS 3JEKTPOHHBIX JTOKYMEHTOB B
EBponeiickom Coro3e u ctpaHax EBpoIbl U €ro n3MEHEHUE C TEYEHUEM BPEMEHMU.
B XpoHOnEeHTe AOHKHO OBITh YKa3aHO Ha3BaHUE JOKYMEHTA, Jara €ro NpUHATHA,
JlaTa BCTYIUICHHS B JEHCTBHE, OTMEUYEHBI BHOCHMbIE M3MEHEHUs. Eciy TOKyMEHT
OTMEHEH, WJIM 3aMEHEH Ha 00Jiee aKTyaJbHBIN, 3TO TOKE JOJKHO OBITH OTPAKEHO
B XPOHOJICHTE.

IIpakTuyeckasi padbora Ne 13
no teme «HopmaTuBHOe peryjiMpoBaHue 3J1eKTPOHHOIO
AOKYMeHT0000poTa B cTpaHax CeBepHoil u FO:xxHOIT AMepuKn»

Hean 3ansiTHA — GOPMHUPOBAHUE CIOCOOHOCTH aHAIU3UPOBATh CUTYALUIO
Ha pbIHKE MH(POPMALMOHHBIX MPOAYKTOB M YCIYT, JAaBaTh 3KCIEPTHYIO OLEHKY
COBPEMEHHBIM CHUCTEMAM  3JIEKTPOHHOTO  JOKYMEHTOOOOpOTa W  BEACHUS
AJIIEKTPOHHOTO apXuBa, (DOPMUPOBAHHE HABBIKOB HCIIOIb30BAHUS KOMITBIOTEPHOU
TEXHUKA W MH(POPMALMOHHBIX TEXHOJOTMH B JIOKYMEHTALIMOHHOM O0O€CleueHnun
YIIPABJICHUS U ADXUBHOM JIEJIE.

3ajaHue: CTYJAEHT JOJDKEH MOATOTOBUTH XPOHOJEHTY, OTPAKAOLILYIO
JEHUCTBHE OAHOTO M3 HOPMATHBHBIX JOKYMEHTOB, PEryJUPYIOIIMX OPTraHU3aLUI0
3JIEKTPOHHOT'O JIOKyMEHTOO00pOTa M MPUMEHEHUS 3JIEKTPOHHBIX JTOKYMEHTOB B
ctpanax CesepHoi ninu FKOxHON AMEpPUKH U €r0 U3MEHEHUE C TEUEHUEM BPEMEHU.
B XpoHoJsieHTe A0KHO OBITh YKa3aHO Ha3BaHHUE JIOKYMEHTA, JaTa €ro MpHUHSITHS,
JlaTa BCTYIUIEHHS B JEHCTBHE, OTMEYEHBI BHOCHMbIE M3MEHEHUS. ECiM TOKyMEHT
OTMEHEH, WM 3aMEHEH Ha 0oJiee aKTyaJbHBIN, 3TO TOXKE JOJKHO OBITh OTPAKEHO
B XPOHOJICHTE.

IIpakTnueckas padora Ne 14
no TemMe «OTeyecTBeHHbIE H 3apy0eKHbIEe CHCTEMBbI 3JIEKTPOHHOT O
JOKYMEHTO0000pOTA: CXOACTBA M Pa3jiu4us, peajudyemMble Pouecchbl U
GyHkum»

Heap 3anaTus — GpopmMupoBaHre CIOCOOHOCTH aHAJIM3UPOBATH CUTYAIUIO
Ha pbIHKE MH(POPMAIMOHHBIX MPOJIYKTOB M YCIYT, JaBaTh SKCIEPTHYIO OLIEHKY
COBPEMEHHBIM CHCTEMaM  3JIEKTPOHHOIO JOKYMEHTOOOOpOTa U  BEJEHUs
AJIEKTPOHHOTO apXuBa, (POPMHUPOBAHME HABBIKOB HCIIOIb30BAHMS KOMITBIOTEPHON
TEXHUKH ¥ MH(POPMAIIMOHHBIX TEXHOJOTHI B JOKYMEHTAIlMOHHOM OOeCHe4YeHUn
YIPABJICHHS U ApXUBHOM JIEJIE.

3agaHme: CTYJIEHT AOJKEH 000OIIUTh, MPEACTABUTH B TAONULIE W ClIENaTh
KpaTKU CpaBHUTENbHBIA aHAIW3 HWHOOpPMAIMM IO CUCTEMaM 3JIEKTPOHHOIO
JIOKyMEHTO000poTa, peann3yembix B Poccun u 3a pyoOexxom. Mudopmanus nms
3aHeceHWs B TaOnMily pa3bIiCKUBaeTcsi Ha cailtax mnpousBogutenein CI/I,
npoaaBioB COJI.

| Hassanne COJ1 | Bux COJ1 | Coepa | Hanuuue | COI/EMC | DJIeKTpOHHBIH | OCHOBHBIE
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VYHuBepcanbHast/ | IpUMEHEHUs 001a4HBIX, JNOKyMeHTooOopoT/T | ¢yukunu CIJ]

WHIMBUTyaJbHast/ Co/[ MOOMIILHBIX NOPHIHBIA

KOMOMHHMPOBaHHA BO3MOXHOCTEH JIOKYMEHT0000pOT
st

*CTyneHT AoJDKeH mpenctaBuTh B Tabmuie He meHee 4 COJI. CryaeHT
MOXET HCIIOJb30BaTh WHQOpPMAIMIO, TMOJYYCHHYIO B pe3yJIbTaTe BBIMIOJHEHUS
npakTuyeckux padbot Ne 3 u 4

IIpakTHyeckas padora Ne 15

no Teme «CucremMsl ynpapJjieHuss HHPOPMALMOHHBIMHU pecypcaMu
npeanpusATHs

Hean 3ansiTHA — GOpMUPOBAHUE CIOCOOHOCTH aHAIM3UPOBATH CHUTYAIIUIO
Ha pBIHKE MH(POPMAIMOHHBIX MPOJYKTOB W YCIYT, JaBaTh JKCIEPTHYIO OICHKY
COBPEMEHHBIM CHCTEMaM  3JIEKTPOHHOTO JOKYMEHTOOOOpOTa U  BEACHHUS
AIEKTPOHHOTO apXMBa.

3ajaHue: CTYJIEGHT JOJDKEH O0O0OIUTh U MPEJICTaBUTh B TaOIuUIE
MHpOpMAIIMI0O 10 CHUCTEMaM YIpaBlieHUs WHOOPMALMOHHBIMU pecypcamu
npeanpusatus (Ha SharePoint, OpenText wimm Documentum). Tabnuna
pa3zpabaTbIBaeTCsl CTYACHTOM C€aMOCTOsITeJbHO. B Tabimuue (¢ukcupyercs:
HAJIMYWE KIIOYEBBIX KOMIIOHEHTOB ECM; kak NO3UIMOHHUPYETCS CUCTEMa
npousBogutenem (COJ[, EMC, CDA); nHanuuue/ OTCYTCTBHE COBPEMEHHBIX
byHKumii (00J1aK0, MHTEIUIEKTYaTU3allns ).

*CTyIeHT HOJHKEeH MpeCcTaBUTh B Tadnuie He meHee 4 ECM.

IIpakTnueckas padora Ne 16
no reme «Padora ¢ cucreMamMu 3J1eKTPOHHOT0 JIOKYMEHT0000pOTa»

Heab 3ansTust — QopmupoBaHUE Y CTYAECHTAa HABBIKOB BEJIEHUS CHUCTEMbI
JOKYMEHTAllMOHHOTO OO€eclieueHusi yIpaBieHUs] B OpraHu3zaluu Ha 0asze
HOBEHIIMX TEXHOJIOTHI, HABBIKOB HCIIOJIb30BAHUSI KOMIBIOTEPHOM TEXHUKH U
MH(OPMAIIMOHHBIX TEXHOJOTUN B TOKYMEHTALIMOHHOM OOECIIEUEHUU YIpaBICHUS
Y apXUBHOM JI€JI€ U BJAJICHHE COBPEMEHHBIMH CHCTEMaMH WH(OPMAIMOHHOIO U
TEXHUYECKOTO OO0ecrneyeHusl JOKYMEHTAIIMOHHOTO OO€eCleyYeHusl YNpaBlICeHUs U
YIPABJICHUS ApXUBaAMHU.

3agaHue: BO BpeMsl NPAKTHMUECKUX 3aHATUH CTyAeHT palboTaer ¢
HECKOJIbBKUMHM  BHJIaMU CHCTE€M DJJIGKTPOHHOTO JoKyMeHTooOopota. Ilocne
O3HAKOMJIEHUSI C PYKOBOJCTBOM IIOJIb30BATENsl  BBINOJIHAET CTaHAAPTHBIE
orepanuu 1no paboTe ¢ JOKyMEHTaMHU: CO3JaHue, perucTpalus, peaakTHpOBaHUE,
CO3JaHUE pE30JIOUMM M 3a7ad I0 JOKYMEHTaM, CBS3bIBAHHE JIOKYMEHTOB,
COCTaBJICHHE pPEEeCTPOB, OTMPABICHHE OTPAOOTAHHBIX JIOKYMEHTOB B apXUB.
Co3naeT MoJHOTEKCTOBBIX JOKYMEHTOB U3 MIA0J0HOB, OCYIIECTBIISIET OJATOTOBKY
JIOKyMEHTOB K meuyatu. Paboraer co cmpaBounukamu COJI, 3aHumaeTcss HX
3aMoJHEHUEM U pellakTupoBanueM. Paboraer ¢ 6azamu ganusix CO/I, dopmupyer
HOBBIE paboune KaOWHETHI, peAakTUPYeT PYHKIIMU COTPYIHUKOB.
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https://ru.wikipedia.org/wiki/SharePoint
https://ru.wikipedia.org/w/index.php?title=OpenText&action=edit&redlink=1
https://ru.wikipedia.org/w/index.php?title=Documentum&action=edit&redlink=1

IIpakTH4yeckas padora Ne 17
no teme «IIpo6;1eMbl U NepCHeKTUBBI JJIEKTPOHHOI0 IOKYMEHTO000pOTAa HA
COBpPEMEHHOM 3Tarne»

Heap 3anaTus — GpopmupoBaHue CIIOCOOHOCTH aHATU3UPOBATH CHUTYAIUIO
Ha PBIHKE MH(POPMAIIMOHHBIX MPOIYKTOB M YCIYT, JaBaTh SKCIEPTHYIO OLIEHKY
COBPEMEHHBIM CHCTEMaM  3JIEKTPOHHOIO  JIOKYMEHTOOOOpOoTa M  BEJCHUS
AJIEKTPOHHOI'O apXHBa, (POPMUPOBAHUE HABBIKOB HCIIOIb30BAHMSI KOMIIBIOTEPHOU
TEXHUKH UM MH(POPMAIMOHHBIX TEXHOJOTUMH B JOKYMEHTAllMOHHOM O0O€CIEYeHUU
yIpaBJIEHUS U apXUBHOM JIEIE.

3agaHue: CTYJEHT JOJDKEH MMOATOTOBUTH IIPE3EHTALIMIO 10 BOIIPOCAM:

e [lepcnekruBsl pa3BuThs peiHka CO/I.

e (Oco0eHHOCTH pa3BUTHS HAIPABJICHHUS HA COBPEMEHHOM JTarle.

e [IpoGiembl n Oapbepbl BO3HUKAIOIIKME MPU CO3JIaHUU U BHEIPEHHUU
CB/1, criocoObl X MPEOI0JICHHUS.

[IpencraBineHHass B Mpe3eHTAUUMU  HHPOpMAIUs  JOJDKHA  OBITh
CUCTEMAaTHU3UpOBaHa,  aKTyalbHa,  CONPOBOXKIATbCS ~ KAUECTBEHHBIMH U
COOTBETCTBYIOIIMMU KOHTEHTY WIIIOCTPALUSIMU (PUCYHKH, GoTorpaduu, CXemsl,
uH(porpadrka, BUAEOPPArMeHThI).

IIpakTnuyeckas padora Ne 18
1o TeMe «CucreMbl 3JIEKTPOHHOI'0 IOKYMEHT0000pOTa HA COBPEMEHHOM
PbIHKE HH(POPMALMOHHBIX NPOAYKTOB M YCJIYI»

Hean 3ansiTuA — GOopMUPOBAHUE CIIOCOOHOCTHU aHAJIM3UPOBATh CUTYAIIUIO
Ha PBIHKE MH(POPMAIMOHHBIX MPOAYKTOB W YCIYT, JaBaTh JKCIEPTHYIO OIEHKY
COBPEMEHHBIM CHCTEMaM  D3JIEKTPOHHOTO JOKYMEHTOOOOpOTa U  BEICHHS
AIIEKTPOHHOTO apXMBa.

3aganme: uUCnonb3ys HUHPOpPMAIMIO, TIONYYCHHYIO B  pE3yJibTare
BBITIOJTHEHHUS TpakTUdeckux padot Ne 3, 4, 12, 15 cTyneHT AoKeH 0000IUTh U
MPEACTaBUTh KPaTKWW aHAIM3 TEPCHEKTHBAM TMPUOOPETEHUS W COOTHOIICHHIO
«ueHa-kauectBO» COJI s ManeHbKUX/CPEAHUX/KPYIHBIX — OpraHu3aIuu.
Haunnas ananus CTyI€HT OPUEHTUPYETCS HA ONPEACIICHHBIN pa3Mep KOMIIaHHH.

IIpakTnueckas padora Ne 19
no teme «CrenuaJu3upoOBaHHbIE CUCTEMbI JJIEKTPOHHOI0 IOKYMEHT0000poTa
(1Mo oTpacJIIM HAPOJXHOTI0 X035 CTBA))

Hean 3ansiTHA — GOpMUPOBAHUE CIOCOOHOCTHU aHAIM3UPOBATh CUTYALUIO
Ha pbIHKE MH(POPMALMOHHBIX MPOAYKTOB M YCIYT, JaBaTh 3KCHEPTHYIO OIEHKY
COBPEMEHHBIM CHUCTEMaM  3JIEKTPOHHOTO  JOKYMEHTOOOOpOTa U  BEACHMS
AIEKTPOHHOTO apXUBa.
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3agaHue: CTYJIEHT JOJDKEH OO0OOIUTh W TMPEeJACTaBUTh B  TaOIHIE
UHOOPMAITMIO TI0O OTPACIEBBIM CHCTEMaM OJJIEKTPOHHOTO JOKYMEHTOOOOpOTa.

I/IHCI)OpMaHI/Iﬂ 11 3aHECECHUA B Ta6J'II/IHy PAa3bICKNBACTCA  HaA caurax
npousBoaurenied COJI, mponasioB CO/I.
Coepa Cnenpann3upoBaHHbIE Cneunansuposanse
OcHOBHEIE (oTpacneBsie)
Haszsanue CO/1 MIPUMEHEHUS (oTpacneBble) [Ipumeuyanus
ol ¢ynxmnn CO /1 dymca COJL JIOKYMEHTBI
cosnaBaembie COJ1

*CTyAeHT JOJDKEH MpencTaBuTh B Tabmuie He menee 4 CO/I.

IIpakTnuyeckas padora Ne 20
no teme «MH(pOpMaLMOHHBIE CHCTEMbI NPEANPUSITHS M HHTETPALUs C
CHCTEMOI 3JIEKTPOHHOTI'0 IOKYMEHT0000p0oTa»

Heap 3anaTus — GopMupoBaHHEe CIOCOOHOCTH aHAJIM3UPOBATH CUTYAIUIO
Ha pbIHKE MH(POPMAIMOHHBIX MPOJIYKTOB U YCIYT, JaBaTh SKCIEPTHYIO OLIEHKY
COBPEMEHHBIM CHCTEMaM  3JIEKTPOHHOTO  JOKYMEHTOOOOpOTa U  BEICHUS
AJIEKTPOHHOI'O apXHBa.

3agaHue: CTyJEHT JOJDKEH 0000IIUTh, MPEACTaBUTh B TAOJIMIIE U CAETaTh
KpaTKui aHaiu3 MHGOpMalUUd O BO3MOXKHOCTH MHTErpallud HHQOPMAIIMOHHBIX
CUCTEM MPEOUPHUATHI C CUCTEMAaMH DJIEKTPOHHOTO  JIOKYMEHTOOOOpOTA.
Nudopmanuss nans  3aHeceHus B TaOnuIy  pa3bICKMBAaeTCsl Ha  caiTtax
npousBoaurenert COJI, mpoaasuoB CO/I.

Haspanue CO/]

Cdepa
npumeneHns CO/]

OCHOBHBIE
hyHKIUN
Co

Hanpasnenue unterpauuu co
croporauM [10
(uHTErpHpyeMble QYHKIIH)

Cosmectumoe 10

*CTyneHT HOJDKEH mpencTtaBuTh B Tabmuie He meHee 4 CDJI. CrynmeHT
MOXXET HCIIOJb30BaTh WH(OPMAIIMIO, TONMYYECHHYI0 B PE3YJIbTATEC BBIMOTHCHUS
npakTuyeckux padot Ne 3, 4, 15.

IIpakTnueckas padora Ne 21
1o reme «BHeapeHHe cucTEMbI 3JTEKTPOHHOI0 JOKYMEHTO000pOTa B
OpPraHMu3anum»

Heab 3ansiTust — GOpMUPOBAHUE Y CTYACHTA HABBIKOB CO3JIaHUS U BEJICHUS
CUCTEMBI JIOKYMEHTALIMOHHOTO 00eCIeYeHHsl yIpaBJIeHUsI B OpraHu3aluy Ha 0ase
HOBEMIIMX  TEXHOJIOTMM,  CIOCOOHOCTH  COBEpUICHCTBOBATh  TEXHOJIOTHUHU
JIOKYMEHTAIlMOHHOTO OOeCHeuYeHUs YIpaBJeHUS U apXUBHOrO Jeja Ha Oaze
WCITOJIb30BAHUSI CPEACTB ABTOMATH3aLlMU M aHAIM3UPOBATh CUTYALMIO HA PBIHKE
UHPOPMAIIMOHHBIX ~ MPOAYKTOB W  YCAYr, JlaBaTb JKCHEPTHYIO  OLIEHKY
COBPEMEHHBIM CHCTEMaM  3JIEKTPOHHOTO  JOKYMEHTOOOOpOTa U  BEACHMUS
AIIEKTPOHHOT'O apXHBa

3agaHue: CTyIEeHT Ha OCHOBAHMHU IIOJIyYEHHOTO Kelca (cBeneHus o0
OpraHu3aliid, ypoBeHb €€ umHpopmaTuzauud u 1p.) GopMupyeT TpeOoBaHUS K
BHenpsemon CO/1, atanbl BHEAPEHHUS.
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IIpakTnyeckas padora Ne 22
no teme «Pa3padoTka TeXHHYECKOT0 32IaHUA HA BHEPeHNE CUCTEMbI
3JIEKTPOHHOI0 JOKYMEHTO0000pOTa B OPraHU3 Al

Hean 3ansaTus — GopMUpOBaHKE y CTYyJCHTA HABBIKOB CO3JaHUS U BEICHUS
CUCTEMBI TJOKYMEHTAllMOHHOTO O0ECII€YeHHs YIPABJIEHUs B OpraHu3aluu Ha 0ase
HOBEHIIMX  TEXHOJIOTHH,  CIOCOOHOCTM  COBEPLIEHCTBOBATH  TEXHOJOTUU
JIOKYMEHTAIMOHHOTO OO0ecredYeHusl yMnpaBJIeHWsT M apXUMBHOrO Jiejga Ha Oasze
UCIIOJIb30BAHUS CPEICTB aBTOMATU3ALIUU.

3apanue: 1. CTygeHT aHaNU3UPYET MPEICTABICHHBIN MEAArOroM MPOEKT
TEXHUYECKOTro 3afaHud 1o BHeApeHuto COJ1. BeisBisger Hanuuue Bcex yacten T3,
MPaBUILHOCTh UX HAIIOJHEHUS.

2. Ha ocHoBe mpaktuueckoro 3amaHusi No 20 cTyneHT QopMupyer
TEXHUYECKOE 3a/JaHHeE.

3.3. Bonipocsl AJ1s1 CAMOKOHTPOJIS

l. OcoOEHHOCTM ~ HOPMATUBHOIO  PEryJIMPOBaHUS  DJIEKTPOHHOIO
nokyMeHToobopota B Poccuiickoii denepanuu.

2. OcoOEHHOCTM ~ HOPMATUBHOIO  PEryJIMPOBaHUS  DJIEKTPOHHOIO
JTOKyMEHTO000poTa B EBponelickoM coro3e.

3. OcoOeHHOCTH ~ HOPMATUBHOTO  PETYJUPOBAaHUS  BJIEKTPOHHOTO
JTOKyMeHTo0OopoTa B cTtpaHax CeBepHoit 1 FOxHOM AMepuku.

4. OTteuecTBEHHbIE W 3apyO€XKHBIE  CHCTEMbBl  3JEKTPOHHOTO
JIOKYMEHTOO00pOTa: CXOJCTBA U pa3INyusl.

5. OTteuecTBeHHbIE W 3apyOeXHBIE  CHCTEMBl  BJIEKTPOHHOTO
JIOKYMEHTO000pOTa: peann3yemMble IPOLEecCchl U QYHKIUH

6. [IpoOnemMbl ¥ TEPCHEKTUBBl MPUMEHEHUS MOOWJIBHBIX PEIICHUNA U
00JIaYHBIX TEXHOJIOTHI NPOAYKTHI B 3JIEKTPOHHOM JJOKYMEHTOOOOPOTE.

7. Cucrema 3JEKTPOHHOTO JIOKYMEHTOOOOPOTa OpraHu3aliu: BUIIbI
CUCTEM.

8. Cucrema  DJIEKTPOHHOTO JTOKyMEHTOO000pOTa OpraHU3alNHN:
KJ1IacCU(UKAIIUUA CUCTEM.

0. CucrteMa 3JIGKTPOHHOTO JIOKYMEHTOOOOpOTa OpraHu3alvu: oO0Iue
XapaKTePUCTHUKHU.

10. CucremMa 3IeKTPOHHOTO JJOKYMEHTOOO0POTa OpraHU3alliu: MIOHATHE U
OCHOBHBIE MTPUHIIUIIBI.

11. CucremMa 3JIEKTPOHHOTO JOKYMEHTOO0OPOTa OPTaHU3AIIMN: TTPUHITUTIBI
paboTHI.

12. CucreMa 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa OpraHW3alliu: CBOMCTBA
U 3a]1a4H.

13. CucremMa 3JI€KTPOHHOTO JOKYMEHTOO00pOTa OpraHU3allii: OCHOBHBIE
ATarbl

14. Cucrema  BIEKTPOHHOTO JIOKyMEHTO000pOTa OpraHU3alNn:
COOEHHOCTH BHEIPEHUS

15.  CnocoObl 1 METOBI 3AIIUTHI JIEKTPOHHOTO TOKYMEHTA.
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16. CranpapTel U HOPMATHBHBIE JOKYMEHTHI, DPETYJIHPYIOIIUE paboTy
CHCTEM DJICKTPOHHOTO IOKYMEHTO000pOTa OpTaHU3aIIH

17. Texnuueckoe 3a1aHue Ha BHEJIPEHHE 3JIEKTPOHHOTO
JTOKyMEHTO000pOTa

18. DnektponHas  uudpoBas TMOANHCH:  3aKOHOJaTeNnbHas  0Oa3za
NPUMEHECHHUS, UCTIOJIb30BAaHUE B MEXKTyHAPOIHOH JIEATEIILHOCTH OpPraHU3allHH.

19. DnekrpoHHas 1UdpoBas MOIMUCH: OCOOCHHOCTH HWCIOJIB30BAHUS 32
pyoexom.

20. DOmnektpoHHas nu(poBas MOANNCH: MOHITHE, chepa MIPUMEHEHUS.

21. DneKkTpoHHOE IMPaBHUTENbCTBO: OIBIT peanu3anuu B Poccum u 3a

pyoexom

22.  DJeKTpOHHOE MPABUTENBCTBO: UENH 3a/1a4M, IPUHIIMUIIBI

23.  DneKTpOHHBIH JOKYMEHT, KaK OCHOBa AIIEKTPOHHOTO
JIOKyMEHTO000pOTA.

24.  DJEeKTPOHHBIN TOKYMEHTOOOOPOT HA COBPEMEHHOM JTarie: MpoOJIeMbI
Y TIEPCIIEKTUBBI.

25. CucreMsl ynpaBieHHs] HH(OOPMAILIMOHHBIMU PECYpPCaMH MPEATPUATHS:
OCOOEHHOCTH OpraHU3alNH, OTJINYHE OT CUCTEM AIEKTPOHHOTO
JIOKyMEHTOO00pOTa OPraHU3aLUH.

4. METOANYECKHUE YKA3AHUA 11O OCBOEHMIO JIMCHHUIIJIMHBI

YcBoeHHne MaTepuana JUCUUIUIMHBI Ha JIEKLIUIX, CEMUHApax, MPaKTHYECKUX
3aHATUSAX U B PE3yJbTaTE CaMOCTOSATEIBHON NMOATOTOBKM M M3YUYEHHUS OTIAECIBHBIX
BOIPOCOB JIMCUUIUIMHBI, HAMKUCAaHUS KypCOBOH pabOThl, MO3BOJSAT IMOAOHTH K
IIPOMEKYTOUYHOM  aTTECTAallMd IOJATOTOBJIEHHBIM. 3HAHMS, HaKallJIMBaeMble
MOCTENEHHO W B Pa3JIMYHBIX PaKypcax, C HCIOJb30BAHUEM MPOTHUBOIOIOKHBIX
MHEHUA W B3IJSJ0B HAa Ty WIM HHYIO MNpoOJeMy SBISIIOTCA TIIyOOKUMHU U
KaueCTBEHHbBIMH, U MO3BOJISIFOT dbopmHpoBaTh COOTBETCTBYIOIIHE
npoecCUOHaNIbHBIE KOMIETEHIIMU KaK HMTOr 00pa3oBaTelbHOro mpoiecca. J[is
CUCTEMATU3ALMKM 3HAHUWA 1O TUCLUUILIMHE MEPBOHAYAIBHOE BHUMAaHHUE CIEAyeT
oOpatuTh Ha paboYyr0 MpOrpamMMy Kypca, KOTOpas BKJIIOYAET B ce€0Sl OCHOBHBIE
po0IeMbl TUCUUILIUHBI (TEMATUKY 3aHATUI), B pAMKaX KOTOPBIX U (POPMUPYIOTCS
BOIIPOCHI  JUIi  KOHTpoiss M arrectauuu. llostomy CTyneHT, 3apaHee
O3HAKOMUBILIKCH C IPOTPaMMOM Kypca, MOXET JIy4llle COPUEHTHPOBATHCS B
IIOCJIEOBATEIBHOCTH OCBOCHHMS Kypca C MO3ULHUNA OpraHU3allud CaMOCTOATEIbHON
paboTHI.

[Ipu opranu3zanuy mpouecca OCBOEHUS JUCHUIUIMHBI CIEAYET YUUTHIBATS!

1. Ilnanuposanue epemenu, 0meeoeHH020 Ha 0C80EHUE OUCYUNTUHDI.

[Ipy nnaHupoBaHUM BPEMEHM HAa OCBOCHHE JUCIUIUIMHBI  CIEAYEeT
PYKOBOJICTBOBAaThCS: CTPYKTYpOl JAMCHUUILIMHBI, B KOTOPOM yKa3aHbl KOJUYECTBO
aKaJleMUYECKHX YacoB B pa3pe3e KaKIOM TeMbl, BUJA 3aHATUN (JIEKIIMOHHOE,
MPaKTUYECKOE, CEMHUHAPCKOE) M Yachl Ha CaMOCTOSITEJIbHYIO padoTy; (opmoii
TEKYILLIEro KOHTPOJII YCIEBAEMOCTU (TECThl, BBINOJIHEHHE HWHAMBUAYAJIbHBIX U
MPaKTUYECKUX 3aHIATHH U Jp.); POopMOil MpoMEKYTOUHOU aTTecTaluu (IK3aMeH).
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2. Ilocnedosamenvrocms Oeticmeuii npu 0C80eHUU OUCYUNTUHDBL.

N3ydyenne Kaxmod TeMbl AUCHUIUIMHBI LeJdecooOpa3HO HA4YMHATH CO
3HAKOMCTBA C COAEP/KAHUEM IUCUUIUIMHBI B pa3pe3e TeM; 3aTeM CIEAYeT dTall
1n0/100pa UICTOYHUKOB U3 YKCIIa PEKOMEHAYEMbIX U OJJOOPaHHBIX CAMOCTOSATEIHHO
(mayunbsie craTbu; WHGOOpMaIUsi C O(HUIMAIBHBIX CAWTOB TOCYAAPCTBEHHBIX
OpraHOB, OPraHOB MECTHOTO caMOympaBieHus U Ap.). 3yueHue MCTOYHUKOBOM
0a3pl MOXET COMPOBOXKIATHCS KOHCIEKTHpoBaHHEM. llenecooOpa3Ho BecTH
nepedyeHb MPOOJEMHBIX BOIPOCOB KaK IO CYHIECTBY TEMbl, OOYCIIOBIECHHBIX
npo0eiraMu B HAYyYHOM M TIPaBOBOM I0J€ U MpoOJIeMaMu MNPaKTHYECKOTO
XapakTepa, Tak U B ClIy4dae 3aTPYJHECHHH C YSICHEHHEM CMBICIIA U3JI0KEHHOTO B
UCTOYHMUKAX MmaTepuana (yKa3aHHbIE BOIPOCHl MOTYT OBITh pa3pelieHbl
CaMOCTOSITEJIbHO, BO BpPEMSI CECCHOHHBIX 3aHATUM WJIM Ha KOHCYJbTallUU C
pernojiaBaresem).

Jns MOATOTOBKM K NPAKTUUECKUM 3aHSATUSIM PEKOMEHIYETCs MOAPOOHO
M3YYUTh KOHCIIEKT JIEKIIMM U MaTepUaibl CEMUHAPCKUX 3aHATUH, NPEIIIECTBYIOMINX
IIPAKTUYECKOMY 3aHATHIO. TaKKe PEKOMEHIYETCS O3HAKOMUTBHCS C TEXHOJOTHEU
IIPOBEACHUs MPAKTUYECKUX 3aHATUM, KOTOpas BKIIOYAECT CIECAYIOIIME OTaIlbl:
OOBSICHEHUE 3a/IaHUSI U HABBIKOB (KOMIIETCHIUM), KOTOPhIC 3aKPEIISIOTCS B XOJ€
€ro BBIMOJHEHUS; 3HAKOMCTBO C KOHKPETHBIMU HMCTOYHUKAMU WH(pOpManuu st
BBINIOJIHEHUS 3aJaHusl; OOCYX JEHHE M YTOUHEHHE BONPOCOB B XOJE€ aHaIM3a
HMCTOYHUKOB WH(GOPMAIIMK; COBMECTHBI MTPOCMOTP MEPBUYHBIX PE3YJIbTATOB,
OIICHKA UX COOTBETCTBUSA M0 (JOPMAJILHBIM U COJIEP>KATEIIbHBIM TPEOOBAHUSIM.

3. HUcnonvzosanue yueOHO-MemoOudecKUx mamepuaioe u pabomy c
Jumepamypotl.

Crenyer NpUMEHATH CIEAYIOIIYIO IOCIENOBATENbHOCTh WCTOYHUKOB IS
MU3y4YEeHUs TEM JWCLUIUIMHBI: HOPMATHUBHBIEC IPABOBBIE AKThl MO JAUCLUUIUIMHE;
KOMMEHTApUU K 3aKOHOJATEJIbHBIM aKTaM; HayYHYI0 W y4eOHYIO JUTEpaTypy, a
TAKXK€ IPyrUe NCTOUHUKH.

4. Iloo2omoeky Kk mekyuemy KOHmMpOJI0 YChe8aemMoCcmu.

OcHOBHOM 3a/laueil TEKYILIEro KOHTPOJISI YCIEBAEMOCTH OOyYaroluxcs
SIBJISIETCS TIOBBIIICHUE KaueCTBa 3HAHWM, MPUOOPETEHUE U Pa3BUTHE UMHU HABHIKOB
CaMOCTOATENbHON paboThl. Tekymui KOHTPOJb 3HAHUNW OOYYaroIIMXCs II0
JUCLUIUIMHE MOXET HMETh CIEAYIOIIME BUJIBL: YCTHBIM ONPOC HA JIEKLUSX,
MIPAKTUYECKUX 3aHATHUSX; MPOBEPKA BBIIIOJHEHUS MUCbMEHHBIX CAMOCTOSTEIIbHBIX
paboT U JOMAIIHUX 3aJaHUI; TECTUPOBAHHE.

5. [looecomoeka u 3awuma Kypcogou pabomul.

OcHOBHOM 3ajaueil MOATOTOBKM W 3aIIUTHl KYypCOBOM pabOTHI SIBIISAETCS
MOBBINICHUE KAa4eCTBAa 3HAHMM OOydYarOMIMXCs, MPUOOpPETEHHWE W Pa3BUTHE HMHU
HABBIKOB CaMoOCTOATEIbHOM paboThl. [lpu mnoaroroBke KypcoBoil paOOThl H
MOJTOTOBKE K 3allIUTEe KYpCOBOM pabOThl 00yYaroumMcs CiaeayeT BOCIOIb30BaThCS
METOJAMYECKUMHU PEKOMEHJALMSIMU IO HAlMHUCAHUIO KypCOBOW paboOThl 1O
JUCHUIUIMHE «OJEKTPOHHBIA JTOKYMEHTOOOOPOT OpraHu3aluu», C KOTOPbIMU
MOHO 03HAaKOMHUThCs Ha kadenpe BUJInA.

Hnst »hPexTuBHON MOATOTOBKM K TEKYIIEMY KOHTPOJIO MO JUCIUILUIMHE
HEOOXOJMMO HCIIOJIb30BaTh PEKOMEHJOBAHHYI0 OCHOBHYIO U JIOMOJIHHUTEIHHYIO
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JUTEPATYPY, KOHCHEKTHI JEKUUW, pa3pabOTKHM CTYAEHTOB, BBIMOJHEHHBIE B
pe3yJIbTaTe MOJTOTOBKU U BBIMIOJHEHUSI CEMUHAPCKUX U MPAKTUYECKUX 3aHSITUH.

5. ®OHJI OHEHOYHBIX CPEACTB AJIs1 IPOBEJEHU S
HNPOMEXYTOYHOU ATTECTAIIUU 11O JMCHUIIJIMHE

5.1. llepeyenb kKOMIeTeHUM 1 dTanbl UX GOPMUPOBAHUS
Cormacho ®I'OC BO mno HampaBieHuto mnoarotoBku  46.03.02
JIoKyMEeHTOBEeIcHUE U apXMBOBCJICHHE B paMKaxX M3y4YCHUS JUCHUIUIUHBI
«INEKTPOHHBIN JTOKYMEHTOOOOPOT OpraHU3alluiy y 00yUarONTUXCs TOKHBI ObITh
c(hOpMHUPOBAHBI CICAYIOIINE KOMIICTCHITUH:

Kon DopMYJIMPOBKA KOMIIETCHIIUU
YK YHUBEPCAJbHbIE KOMIIETEHIHMH
VYK-1. | CnocoOeH ocyIIecTBIATh NOUCK, KpUTUUECKUN aHAIN3 U CUHTE3 HH(pOpMaluH,
MIPUMEHATh CUCTEMHbIN MTOAXO0 JIJIsl PELICHHUsI IOCTABJIEHHBIX 3a/1a4
K npogecCHOHATbHbIC KOMIIETCHIIMHU
[IK-1. Bianenue 3akoHOmaTeIbHON M1 HOPMAaTHUBHO-METOAMYECKOM 0a30i

WH()OPMAMOHHO-OKYMEHTAITMOHHOTO 00SCTICUCHUS YIIPABJICHHS U aPXUBHOTO
Jena, cnoco0eH OPUEHTHPOBATHCS B MPABOBOM 0a3e CMEXKHBIX 00JacTei

[IK-6. | CnocobeH aHalu3upoBaTh CUTYAIIMIO Ha PIHKE HH()OPMAIMOHHBIX TTPOIYKTOB U
YCIIYT, aBaTh YKCIEPTHYIO OIIEHKY COBPEMEHHBIM CHCTEMaM JICKTPOHHOTO
JOKYMEHTOO000pOTa, BHEAPSATH U BECTH CHCTEMBI JOKYyMEHTAIIMOHHOTO
o0ecIeUeHus YIIpaBIICHNs B OPraHU3allii Ha 0a3¢ HOBEUIIIMX TEXHOJIOTHH.

Jtanbl GOPpMHUPOBAHUS KOMIIETEHIIUN:

Hauanoueni — Ha 93TOM  9Tane  (QOpMUPYIOTCS  3HAHUEBBIE U
WHCTPYMEHTAJIbHbIE OCHOBBI KOMIIETEHIIMH, OCBAaMBAIOTCA OCHOBHBIE KaTErOpHUHU,
dbopmupyrorcs 6a3oBbie  ymMeHHS. CTYIEHT BOCIPOU3BOIUT TEPMHUHBI, (DaKTHI,
METO/Ibl, TOHSATHUS, MPUHIIUIBI U TPaBWIIA; peliaeT yueOHble 3a1a4uu o oOpasiry.
Ecnu crygeHT oTBeuaeT 3TUM TpeOOBaHUS MOKHO TOBOPUTH 00 OCBOCHUU UM
MIOPOTOBOT'0 YPOBHSI KOMIIETEHIINH;

OcHosHOU — 3HaHWSI, YMEHHs, HaBBIKU, oOecnednBarone (GpopMupoBaHue
KOMIETEHIIMHU, 3HAYUTEIbHO BO3pAcTalOT, HO €lle HE JOCTUTal0T HWTOTOBBIX
3HaueHnii. Ha »TOM »3Tame CTyJAeHT OCBaMBAae€T AHAIIUTUYECKUE JIEUCTBUS C
NpeAMETHBIMU ~ 3HAHUSIMU  TIO  KOHKPETHOW  JUCLUMIUIMHE,  CHOCOOEH
CaMOCTOSITEJIbHO peliaTh yueOHble 3a7ayd, BHOCS KOPPEKTHBBI B aJITOPUTM
JEUCTBUM, OCYIIECTBIISASI CAMOPETYJISIIIUIO B X0Jie¢ PabOThl, MEPEHOCUTh 3HAHUS U
YMEHHSI Ha HOBBIE YCJIOBHS. YCIICIIHOE MPOXOXKJIECHUE JTOr0 3Tara MO3BOJISET
JIOCTHYb CTAHJAPTHOTO YPOBHS C(HOPMUPOBAHHOCTH KOMIIETEHITUH;

3asepwarowuii — Ha 3TOM 3TaNe CTYJEHT JOCTUraeT UTOTOBBIX MOKa3aTelen
M0 3asIBJICHHOW KOMIIETEHIIMH, TO €CTh OCBAaMBAET BECh HEOOXOMUMBIA 00BEM
3HAHWM, OBJAJCBACT BCEMU YMEHHUSMH UM HaBbIKaMd B cdepe 3asBICHHOU
koMmrieTeHiuu. OH CIOCOOEH WCMOJB30BaTh T 3HAHWS, YMEHUS, HABBIKH TIPHU
pEelIeHNH 3aJlay TOBBIIICHHOW CJIOKHOCTU W B HECTAHAAPTHBIX ycioBusax. Ilo
pe3yJibTaTaM 3TOro JTama CTYJIEHT JEeMOHCTPUPYET OTAJIOHHBIM ypOBEHBb
c(hOpMUPOBAHHOCTH KOMIIETECHIIUU.
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5.2. lloka3aTe/n U KPUTEPUHU OLIEHNBAHNS KOMIIETEHIIHI

JUist oLleHMBaHUSL PE3yabTaTOB OOYYEHMsS] B BHJE 3HAHUU HCIOJIb3YIOTCS
CIIeyIOIIMEe TMPOLEAYpPbl W TEXHOJIOTMHM: WHIMBUIYaIbHOE cOOeceqoBaHue,
IIACHbMEHHBIE OTBETHI HA BOIIPOCHI, BBIITOIHEHNE NTPAKTUYECKHAX 3aTaAHUM.

Jis  >QQpexTuBHON TOATOTOBKM K TMPOMEKYTOYHOMY KOHTPOIIO IO
JUCUUIUIMHE HEOOXOJMMO HCIOIb30BaTh PEKOMEHJIOBAHHYIO OCHOBHYIO U
JOTIOJTHUTENBHYIO JIUTEPATypy, KOHCHEKTHl JIEKIMH, pa3padOTKU CTYJIEHTOB,
BBITIOJTHEHHBIE B PE3YJIbTATE MOJATOTOBKU U BBINIOJHEHUS IPAKTUYECKUX 3aHATHIA.

IIpomMe:KyTOUHBIH KOHTPOJIb PEATM3YETCs] B XOJ€ Cllayd 00YyYarolUMUCS
OYHOM (popMbI OOyUEHHUS SK3aMEHOB U 3a4E€TOB, OOyHaromuecs 3a04HOM (opMbI
OoOy4eHHMsI - CTAIOT PK3aMEHbl. DK3aMEH MPOBOAMUTCS B opMe coOeceOBaHUS IO
owieraM. B 3aBucHUMOCTH OT Kypca OOydeHHs 5K3aMEHAIIMOHHBIA OWJIET MOXKET
COZIEpKATh JIBA TEOPETUUECKUX BONPOCH WIIA OJJMH TEOPETUYECKUM BOIIPOC U OAUH
npakTudecknd Bompoc. Ha moarotoBky orsetoB orBoauTcsa 30 mMuHyT. OneHka
3HaHUU MPOU3BOAUTCS 10 4-X OayIbHOM 1mIKane. B ciydae Hey10BIE€TBOPUTEILHOM
OLICHKH CTYJEHT UMEET MPABO MEPECAATH IK3aMEH B YCTAHOBJIEHHOM HOPSIIKE.

Oﬁmue KPHUTECPHUHU OLICHKHU O0TBECTOB CTYACHTOB

Onenka Onenka Onenka Onenka
«OTJIHIHO» «XOpOIo» «Y/10BJIETBOPUTEIHLHOY «HEYT0BJIETBOPHUTEIHHOY
OIICHHUBAETCS OTBET, OIICHUBAETCSA OTBET, | OIEHUBAETCS HEIIOJIHEIN OIICHUBAETCS OTBET, MPU
€CJIA CTYJCHT UMEET B KOTOPOM OTBET, B KOTOPOM KOTOPOM CTYJICHTHI
CUCTCMHBIC ITOJIHBIC OTCYTCTByIOT OTCYTCTBy}OT I[CMOHCTpI/Ip}IIOT
3HAHUS U YMEHHUS TI0 HE3HAYNTEILHBIE 3HAYHUTENLHBIC 3JICMEHTBI | OTPHIBOYHBIC, OECCUCTEMHBIC
MOCTaBJICHHOMY DJIEMEHTHI COJICPYKAHUS HITH 3HaHUSI, HEYMCHUE BBIICIHTh
Bonpocy. Conepxanue COJICPIKAHUS WU MIPUCYTCTBYIOT BCE IJIaBHOE, CYIIECTBEHHOE B
BOIIpOCa M3JIaraet MPUCYTCTBYIOT BCE BBIIIEU3IIOKEHHEIE OTBETE, JIOIYCKAIOT IpyObIe
CBSI3HO, B KPaTKOU HEOOXOIMMBIE 3HAHUSI, HO JOMYIICHBI OIINOKH
(dopMme, pacKpbIBacT 3JIEMEHTHI CYIIECTBEHHBIC OIIMOKH,
MOCJIECZI0BATENBHO CYTh COJICPIKaHUs, HO HEJIOTMYHO, TIPOCTPAHHO
H3yYEHHOTO JIOTTY II[CHBI H3JI05KEHO OCHOBHOE
Marepuara, HEKOTOPBIC OIINOKH, coJiepKaHue BOMpoca.
JEMOHCTPUPYS HWHOT1a HapyIIaaach
MPOYHOCTh U IIOCJIEN0BATEILHOCT
MPUKIIATHYIO b M3JI0KEHUSL.
HaIPaBJIEHHOCTh

MOJy4YEeHHBIX 3HAHUU U
YMEHUH, HE TOMyCKaeT

TEPMHHOJIOTHYECKUX
OmKOOK H
(akTHUECKUX
HETOYHOCTEN
OmnpenesieHue YpOBHS 0CBOEHHSI KOMIIETEHIIMA B COOTBETCTBUM € OLIEHKO# 0TBETa CTY/IEHTAa
Onenka «oTaM4H0» | OneHka «XOpomo» Ounenka Ounenka
CBUJETEIBCTBYET O CBUJIETENILCTBYET O | «YAOBJETBOPHUTEJIBHO» «HEYTOBJICTBOPHUTEIbHO)
HATAYIH HATAYIH CBUJETEIBCTBYET O CBUJICTEILCTBYET 00
c(hopMHPOBaHHBIX c(hopMHPOBaHHBIX HaJIMIUU OTCYTCTBHM
KOMIIETEHIIUI KOMITETEHIIUI c(hOopMHPOBaHHBIX c¢()OpMHPOBAHHBIX
BBICOKOI'0 CTaHAAPTHOTO KOMITETeHIINH KOMIeTeHIM i 1JIs1 pelIeHNS
(3TaJIOHHOT0) YPOBHS YPOBHS 151 MOPOroBOro YPOBHSA 151 | MpodhecCHOHAIbHBIX 33134
JUTSI peIIeHus pelIeHus pelieHus
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npodeccHoHaTbHBIX
3a/1a4

npodeccuoHaIbHBIX
3a1a4

po(heCcCHOHANTBHBIX
3a1a4

3auér mpoBoauTcsa B popMe cobeceroBaHuUs 10 OUiIeTaM, COAEPKAIINX OJUH
TEOPETUUYECKU BOMPOC W OJHO TNpakTUyeckoe 3ananue. OleHKa 3HaHUN
MPOU3BOJUTCS MO 2-Xx OanpHOM IIKaje (3auTeHo/He3auTeHo). B ciyuae
HEYJIOBJICTBOPUTEIFHOW OIIGHKH CTYJEHT HMEeT NpaBO IiepecaaTh 3adéT B
YCTaHOBJICHHOM TIOPSIIKE.

Oﬁmne KPUTECPHUHU OLICHKHN 0TBECTOB CTYACHTOB

Onenka Onenka
«324YTEHO» «HE3a4YTEeHO»

OLIEHMBAEeTCsI  OTBET, B KOTOPOM  OTCYTCTBYIOT | OLICHMBAETCSl HEIMOJIHBIA OTBET, B
HE3HAYHUTEIbHEIE 9JIEMEHTHI COJIEpXKaHUS WM | KOTOPOM OTCYTCTBYIOT
MPUCYTCTBYIOT BCE HEOOXOAMMBIC DJIEMEHTHI COACPKAaHUS, | 3HAUNTEIIbHBIC 2JIEMEHTHI
HO JIOMYIICHBI HEKOTOpPbIE OMIMOKH, WHOTJA HAapyllanach | COACpXKaHUS  WIH  JIOMYLICHBI
MOCJIEIOBATEIbHOCTh M3JI0KeHHUs. (CaMOCTOATENbHO (C | CYIIECTBEHHBIE OIINOKH,
HEOOJIIIMMHA HETOYHOCTSIMH) BBIMOJIHSACT OCHOBHBIC BHJIA | HEJIOTHYHO, MIPOCTPaHHO
paboT C CHCTEMOM DJIEKTPOHHOTO JOKYMEHTOOO0OpOTa | M3JI0KEHO OCHOBHOE COJEpP>KaHUE
OpraHu3aIu BOIIpOCA.

C noMoOIIBIO IeAarora BEITOJHIET
3aJaHus, TPEACTaBICHHbIE B
IIPAKTHUYECKON YaCTH BOIPOCOB.

OmnpenesieHne ypoBHS OCBOCHHUSI KOMIIETEHIIMI B €00

TBETCTBHMH C OLICHKOM OTBETAa

CTyeHTa
Ouenka Ouenka Ouenka OuneHka «HeyJA0BJIETBOPUTEIbLHO)
«OTJIINYHO» «XOpOLIO0» «Y/OBJIETBOPUTEJI | CBHICTEILCTBYET 00  OTCYTCTBUH
CBUJCTEIBCTBYET O | CBUJIETEIICTBYET O | BHO» c(pOpMHPOBAHHBIX KOMIETEHIIUH
HaIn4Yumn HaJIUN4YUH CBUACTCILCTBYET O IJid pCUICHUA HpO(l)eCCI/IOHaJIBHLIX
chOpMHUPOBaHHBIX | C(HOPMHUPOBAHHBIX | HAJIMYUHU 3a1a4
KOMIIETCHIIMH KOMIIETEHIIUA c(OpMHPOBaHHBIX
BBICOKOT0 CTAHAAPTHOIO KOMITETeHIIUH
(3TaJI0HHOT0) YPOBHS JUIs1 IOPOroBOro
YPOBHSA JUIS pemeHns YPOBHSA JUIsS
perenus po(heCCHOHAIBHBI | PEIICHUS
npodecCHOHAIBHBI X 3a/1a4 npodecCuoHaIBHBI
X 33134 X 3a/1a4

5.3. MarepuaJibl AJis1 OUEHKH U KOHTPOJISl Pe3yJIbTATOB 00y4eHUs

3agaHus K 3K3aMeHy

dDopmupyeMble
KOMIIETEHIIMH

l. Buenpenue

CUCTCMBI

SJICKTPOHHOT'O

OopraHu3alrn: OCHOBHBIC J3Tallbl 0T6opa W BHCAPCHUA

JAOKYMCHTa B

VYK-1; I[IK-1; TIK-6

2. OCoOEHHOCTH HOPMATUBHOTO PETYJIUPOBAHMS JIEKTPOHHOTO

JTOKyMeHT0o00opoTa B Poccutickori denepanmu

VYK-1; I[IK-1; TIK-6

3. OCoOEHHOCTH HOPMATUBHOTO PETYIUPOBAHMS JIEKTPOHHOTO

JIoKyMeHToobopoTta B EBporelickoM corose

VYK-1; I[IK-1; TIK-6

4. OCOOCHHOCTH HOPMATHBHOTO PErYJIUPOBaHHS 3JICKTPOHHOTO YK-1; TIK-1; IIK-6
JIOKyMeHT0000poTa B cTpaHax CeBepHoit u FOxHOM AMEpHUKH
5. OreuecTBeHHBIE © 3apYOCKHBIE CHCTEMBI 3JEKTPOHHOIO YK-1; TIK-1; IIK-6

JIOKYMEHTO0000pOTa: CXOJCTBA U pa3Inyus
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6. OteuecTBeHHBIE U 3apyOEKHBIE CHUCTEMBI AJIEKTPOHHOTO
JIOKYMEHTO000POTa: peain3yeMble TPOIECChl U (DYHKITHMH

VYK-1; I[IK-1; TIK-6

7. [IpobnemMbl W  TEPCHEKTHBBI MPUMEHEHHS MOOMIIBHBIX
pelieHuit W 00JaYHBIX TEXHOJOTMH TMPOAYKTHl B 3JIEKTPOHHOM
JIOKYMEHTO000pOTe

YK-1; I[IK-1; TIK-6

8. CucremMa 53JEKTPOHHOIO JOKYMEHTOOOOpPOTa OpraHH3allHH: YK-1; TIK-1; ITIK-6
BHUJIbI CHCTEM

9. CucremMa 53JCKTPOHHOIO JOKYMEHTOOOOpPOTa OpraHH3allHH: VYK-1; TIK-1; ITIK-6
KJIACCU(UKALIUU CUCTEM

10. Cucrema 5SIEKTPOHHOIO JOKYMEHTOOOOpOTa OpraHH3al[MH: YK-1; TIK-1; ITIK-6
o0uIMe XapaKTepUCTUKU

11. Cucrema 53JIEKTPOHHOIO JTOKYMEHTOOOOpOTa OpraHH3al[HH: YK-1; TIK-1; ITIK-6
HOHSTHE ¥ OCHOBHBIE TIPHHITUITBI

12.  CucremMa DIEKTPOHHOIO JOKYMEHTOOOOPOTa OpraHu3alluu: VYK-1; TIK-1; ITK-6
HPUHIAITEL paGOTHI

13. Cucrema D3JCKTPOHHOTO JOKYMEHTOOOOpOTa OpraHU3aIluu: VK-1; TIK-1; ITK-6
CBOICTBA M 331241

14. Cucrempl  ympaBicHHS HWHGPOPMAIMOHHBIMH  pecypcaMu VYK-1; IIK-1; T[IK-6

OPeANpUsATHs: OCOOEHHOCTH OpraHu3alMy, OTIMYHUE OT CUCTEM
JIEKTPOHHOI'0 IOKYMEHT0000pOTa OpraHu3alu

15. Co3naHue  cuCTEMBbl  3JIEKTPOHHOIO  JOKYMEHTO00OpOTa VK-1; TIK-1; TTIK-6
OpraHu3aIiK: PUHLIUIIBI M STAIIbI

16.  Cnenuanu3upoBaHHbIE CHCTEMBI AIIEKTPOHHOTO YK-1; TIK-1; IIK-6
JIOKYMEHTOOOOpOTa:  OCOOCHHOCTHM  CO3JIaHUS.  BHEAPEHUS U

UCIIOJIb30BAHUSL.

17.  Cnoco0bl U METO/bI 3ALIUTHI IEKTPOHHOIO JOKYMEHTA VK-1; TIK-1; TIK-6
18.  CranmapTel W HOPMATHBHBIE JIOKYMEHTBHI, PErYJIUpPYOIIHE VK-1; IIK-1; IIK-6
paboTy cUCTEM BJEKTPOHHOIO IOKYMEHTO000pOTa OpraHu3aluu

19.  Texuuueckoe 3aJlaHue Ha BHEAPEHUE CHUCTEMBI 3JIEKTPOHHOIO VK-1; TIK-1; ITK-6
JOKYMEHTOOOOpOTa B  OpraHM3allid: Ha3HaYeHHe, OCHOBHBIC

DJICMECHTHI, BBITIOJIHACMBIC q)YHKIII/II/I

20.  DnexTpoHHas uudpoBas TMOANUCH: 3aKOHOJATelIbHas 0a3a
IPUMEHEHHUs, HCIOJb30BaHUE B MEXAYHApOAHOU JESITeNbHOCTH
OpraHu3aIluu

VYK-1; IIK-1; TIK-6

21. DneKTpoHHas undposas MOJINCE: 0COOEHHOCTH VK-1; TIK-1; TIK-6
MCIIOJIb30BaHUs 32 PyOSIKOM

22. OnekTpoHHass  mudpoBas  MOAMUCH:  TMOHATHE, cdepa VK-1; IIK-1; TIK-6
PUMEHEHUS

23. DNEeKTPOHHOE MPaBUTEILCTBO: OMBIT peain3anuu B Poccun u VK-1; IIK-1; TIK-6
3a pyOexom

24. DNEeKTPOHHOE MPABUTENIBCTBO: 11U 33]1a4H, MPUHIIUITBI VK-1; IIK-1; TIK-6
25.  DIEKTPOHHBI JOKYMEHT, KaK OCHOBa 3JIEKTPOHHOTO YK-1; IIK-1; TTIK-6
JIOKYMEHT0000poTa

26. DNEeKTPOHHBIM JTOKYMEHTOOOOPOT HAa COBPEMEHHOM JTarle: VK-1; TIK-1; TIK-6

HpO6JICMBI 1 IICPCICKTUBLI
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3aganus K 3a4ery
TeopeTnyeckue BONpPOCHI

dDopmHpyeMble
KOMIIETCHIIUH

1. Bujpl 2JIeKTPOHHOM MOANUCH: OCOOCHHOCTH UX IPUMEHEHUS

YK-1; I[IK-1; TIK-6

2. OCHOBHBIE OTJIMYMSA HCIIOJIH30BaHUS MOOWIBHOU U 0OO0JIauHOM
TEXHOJIOTHI B 3JIGKTPOHHOM JIOKYMEHTO000pOTE

YK-1; IIK-1; [IK-6

3. OcHOBHBbIC (YHKIMH 3apyOeKHBIX CHCTEM 3JICKTPOHHOIO
JIOKYMEHT0000pOoTa

YK-1; IIK-1; [IK-6

4. OcHOBHBIE XapaKTEePUCTUKU cucTeM
UH(POPMALMOHHBIMH PECYpCaMH MPEIPUSATHS

yIpaBlIeHUs

YK-1; IIK-1; [IK-6

5. CnocoObl 3alUTHl IEKTPOHHOI'O JOKYMEHTa B CHCTEMax
JIEKTPOHHOTO JIOKYMEHT0000pOTa

YK-1; I[IK-1; TIK-6

6. TexHuueckue  yCJIOBHS  HUCIOJIb30BAHUSA
MOJIKUCH: annapaTHbIe U TEXHOJIOTUYECKUE

ANEKTPOHHOM

YK-1; I[IK-1; TIK-6

7. Hudposas (koMObIOTEpHAs TEXHHWKA) HWCIONIb3yeMas B
npolecce paboThl CUCTEMBI ANEKTPOHHOTO JOKYMEHT0000poTa

YK-1; [IK-1; TIK-6

3agaHus K 3a4eTy
IlpakTH4yeckue 3aanus

1. Hapucyiite cxemy aaropuTMa UCIOJIb30BAHUS SJIEKTPOHHOTO
KJIF0Ya B CHCTEME JIEKTPOHHOTO JOKYMEHT0000poTa

VK-1; [TK-1; [IK-6

2. Hapucyiite cxemy UCIOIB30BaHUS JIEKTPOHHOM MOJIIKUCH B
CUCTEMeE JJIEKTPOHHOTO IOKYMEHTO000poTa

VK-1; ITK-1; [IK-6

3. OxapakTepusyuTe CalT peruOHaIbLHOTO MIEKTPOHHOTO
MPABUTENHCTBA (33/1aHKE BBIMOIHIETCS IPU OOPALICHUH K CETU
WnTepHer)

VK-1; ITIK-1; [IK-6

4. TlokaxxuTe aaropuTM IMOJy4YEHUs TOC.yCIYyTd Ha caiTe
xa0apoBCKOro Kpas (3aJjaHue BBIITOJIHACTCS IPU OOpPAIEHUH K CETH
WnTepHer)

VK-1; IK-1; [IK-6

5. IIponemoHcTpupyiTE poLECC CO3NaHUs MEKTPOHHOTO
JIOKYMEHTa B JINYHOM 00J1aKe (3aJaHKe BBIOJIHSAETCS MPU 00pallieHun
K cetu IHTEepHeT)

VYK-1; IIK-1; TIK-6

6. Pabora c cucTemoil 3JIeKTPOHHOTO JOKYMEHTO000pOoTa:
BU3HPOBAHHE, COTJIACOBAHME, YTBEPKICHUE U MOMKICH TOKYMEHTOB.

VK-1; TTIK-1; TIK-6

7. Pabota ¢ cucTeMoil 3JIeKTPOHHOTO IOKyMEHTO000pOoTa:
Ha3HauY€HUe OTBETCTBEHHOTI'O 3a IOKYMEHT, Ha3HaueHUE CPOKOB
HCITOJIHECHUA JOKYMEHTOB, OTMCTKH O BBIITIOJHCHUHN JOKYMCHTA,
CHSITHE C KOHTPOJIS, POJUIEHUE CPOKOB UCIIOJIIHEHHS] TOKYMEHTaM

VK-1; TTIK-1; TIK-6

8. Pabora c cucteMoif 371eKTPOHHOTO JOKYMEHTO000pOTa: MTOUCK
JIOKYMEHTa C UCII0JIb30BaHUEM aTpUOyTUBHOTO U KOHTEKCTHOTO
TIONCKA

VK-1; TIK-1; TIK-6

9. Pabota ¢ cucTeMoi 3JeKTPOHHOTO JOKYMEHTO000pOTa:
perucTpanusi JOKyMEHTOB (BXOASIINX, UCXOSIINX, BHYTPEHHHUX)

VYK-1; IIK-1; TIK-6

10. PaGota ¢ cucteMoii 3eKTPOHHOTO TOKYMEHTO000pOoTa:
CO3/1aHHE€ CIIPABOYHHKOB.

VYK-1; I[IK-1; TIK-6

11. PaboTa ¢ cuctemMoii 3JIeKTpOHHOTO JOKYMEHTO000pOTa:
CO3/IaHHE AJIEKTPOHHOTO JOKYMEHTA, CO3JJaHHe MPOEKTa TOKYMEHTa,
CO3/IaHHE PETUCTPANMOHHON KapTOUYKH IEKTPOHHOTO JOKYMEHTA,
CO3/IaHHE PETUCTPALIMOHHON KAPTOUYKU MPOEKTa JOKYMEHTA.

VK-1; TIK-1; TIK-6

12. PaboTa ¢ cucTeMoii 3JIeKTPOHHOTO JOKYMEHTO000pOoTa:
CIIMCaHHeE JIeN B aPXUB.

VK-1; TIK-1; TIK-6

13. PaboTa ¢ cucTeMoil 3JIeKTPOHHOTO JOKYMEHTO000pOTa:

VK-1; TIK-1; TIK-6
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YCTAaHOBJICHUC B3aNMMOCBA3U BXOJANIUX U UCXOOAINUX JOKYMCHTOB;
YCTaHOBJICHHE B3aUMOCBSI3U IOKYMEHTOB, IIOCBSIIIICHHBIX OJTHOMY
BOIIPOCY

14. PaGoTa ¢ cuCTEMO# 3JIEKTPOHHOTO JOKYMEHTO000pOTA: VK-1; IIK-1; IIK-6
dbopMupoBaHue A€, padoTa C HOMEHKIATYPOU JeJl OpraHu3aIlHiH.

5.4. Metoanuyeckne MaTepHaJibl 10 OLIEHUBAHUIO Pe3YJbTATOB 00y4eHH s

IIpome:kyTouHasi aTTecTalMs peaju3yeTcss B XO€ cladyl 00y4YaroImUMUCS
OYHOM U 3a04uHOM (QopMbl 00y4deHHS SK3aMEHOB M 3aueroB. llenbio
IPOMEXKYTOUHOM aTTeCTAallMu SABISETCS KOMILIEKCHAsT U OOBEKTHUBHAS OIICHKA
3HaHWW CTYJIEHTOB B TIPOIIECCE OCBOCHHS HMH OCHOBHOW 00pa3oBaTEIbHOMN
IPOrPaMMBbI BBICIIETO MPO(ECCHOHATBHOTO 00pa30BaHMUsL.

Ok3aMeH (3a4€T) MO JUCHUIUIMHE «DJIEKTPOHHBIA JOKYMEHTOOOOPOT
OpraHu3alMu» TMPEeCcleyeT 1elib OIEHUTh paboTy CTyAeHTa 3a cemecTp (Kypc),
CTETIEHb YCBOCHHS TEOPETUUECKUX 3HAHUN U KOMIIETCHIINH, yPOBEHb TBOPUYECKOTO
MBILUIEHUS, HaBBIKOB CaMOCTOSITENIBHOM pabOThl, yMEHUE aHaJIU3UpOBaThH
NOJTyYEHHBIE 3HAHUA U IPUMEHATh UX B PEILICHUHU IPAKTUYECKUX 3a/1a4.

DK3aMeH TMpOBOAUTCS B YCTHOM WM THUCbMEHHOM (Qopme 110
HK3aMEHALIMOHHBIM  OuWiieTaM, KOTOpble yTBepxknarorcs Kadenpoi. Ilpu
HEOOXOJMMOCTH HK3aMEHATOpy IPEIOCTaBISETCS MpaBO 3a/laBaTh CTyACHTaM
JIOTIOJIHUTEIbHBIE BOIPOCHI, @ TAK)KE€ IMOMUMO TEOPETUYECKUX BOMPOCOB J1aBATh
3aJ]a4uM U IPaKTHYECKUE 3aJJaHus TI0 IporpaMMme Kypca.

Ha 3adere CTyaeHT OTBEYaeT HA TEOPETUUYECKUI BOIMPOC M BBIMOJHSACT
KOHKPETHOE TMPaKTUYECKOE 3a/JaHue: BBIMOJHEHWE KOHKPETHBIX OMepanuil B
CHUCTEME DJJIEKTPOHHOTO JOKYMEHTO0OOpoTa (MOMCK JOKYMEHTOB, paboTa c
JOKYMEHTaMH, CO3JJaHHE€ HOBBIX JOKYMEHTOB B cHCTeMe, (HOpPMHUPOBAHHE
ApXUBHOW JOKYMEHTAIUH ).

Bo Bpemsi sk3ameHa (3auera) CTYIEHTBHI MOTYT MOJIb30BaThCS Y4e€OHBIMU
mporpaMmMamMu, CIOPaBOYHUKAMHU U TPOYUMH HCTOYHMKAMU HH(OpMaIuu,
nepeyeHb KOTOPBIX YCTaHABJIMBACTCS MpEnojaBaTesieM M COIJIACOBBIBACTCS Ha
3acenaHuu  kageapel. Mcnonp3oBaHHWE MaTepuanoB, HE MNPEAyCMOTPEHHBIX
yYKa3aHHBIM NIEPEYHEM, a TAKXKe MOMbITKA OOLIEHUS C IPYTUMH CTYIEHTAMH, B TOM
Yyciie C NPUMEHEHUEM OJJIEKTPOHHBIX CPEACTB CBSI3U, HECAaHKIMOHUPOBAHHbBIE
NEePEeMEIIEHHS CTYACHTOB U T.I1. SIBJISIIOTCS OCHOBAHUEM JIJISl YJIAJICHUS CTYyIEHTa U3
ayIUTOPUM W TOCIEAYIOIIEr0  BHECEHHS B BEAOMOCTb  OTMETKHU
«HEYJOBJIETBOPUTEIBHO» («HE 3aUTEHOM).

KputepussMu yCHEmIHOCTH OCBOGHHUSI CTYJACHTOM JaHHOW  yd4eOHOM
JTUCIUIUTMHBI TIPH MIPOBEICHUHN TEKYIIEr0 U HTOTOBOTO KOHTPOJIS SIBISIOTCS:

1. KonmuecTBO MpaBUIbLHBIX OTBETOB MO 3K3aMEHAIIMOHHOMY OHUJIETY.

2. AKTUBHOCTh W aJCKBAaTHOCTh IIOBEJCHUS CTYJCHTA HA TMPAKTHYCCKUX
3aHATUSAX, BBIMIOJIHEHWE KaXIbIM CTYICHTOM BCEX MPaKTHYECKUX padorT,
OCMBICJIEHHOCTbh U CaMOCTOSITEJIBHOCTh CYK/I€HUH, MPOSIBICHHBIX B XOJI€ YCTHOTO
ornpoca.

3. [IpaBusibHBIE OTBETHI Ha BOMPOCHI 1O COAEPKAHUIO 0a30BBIX UCTOYHUKOB M3
CIIMCKOB PEKOMEH/I0BAaHHOM JINTEPATyPhI 110 AUCLIUILIIHE.
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4. [lemoHcTpauusi 3HaHMA TNPO(ECCHOHAIBHBIX TEPMHUHOB, IOHSTHUH,
KAaTE€ropui U TEOPUM.

5. Hamuume CcOOCTBEHHOTO BHJACHHS pPacCMaTpUBaEeMOW TMPOOJIEMBI,
c(OpMUPOBAHHOTO Ha OCHOBE M3yUCHHUS M aHaJIN3a HAyYHBIX PabOT, BBHITIOJHEHUS
MIPAKTUYECKUX 3aTaHUM.

6. PECYPCHOE OBECIIEYEHUME

6.1. OcHOBHASl U JONOJIHUTEIbLHAA y4eOHAasl JIUTEPATypa

OcHoBHas JuTEpaTypa

1. Anankas, A. I'. 3ammTa 3J€KTPOHHOTO JOKYMEHTOOOOpOTa : y4deOHOe
mocooue / A. I'. Amankas. — Owmck : CubAJIA, 2019. — 87 c.— Teker:
ANEKTPOHHBIN //  Jlanb : anekTpoHHO-OMOMMoTeyHass cucrema. — URL:
https://e.lanbook.com/book/149493 (nata oOpamenusi: 07.05.2021). — Pexum
JOCTYyIA: JUIsl aBTOPU3. MOJIb30BaTENEH.

2. be3onacHOCTh ANEKTPOHHOTO JTOKYMEHTOOOOPOTa : y4yeOHOE MocoOue :
[16+] / A.A. Tumenko, [1.A. Tumenko, KO.M. Ka3zakoB u ap. — Mocksa ; bepiuH :
Hupexr-Menuna, 2021. — 53 c¢. — Pexum pgoctyma: mo mnoamucke. — URL:
https://biblioclub.ru/index.php?page=book&i1d=602225 (mara oOpallleHus:
07.05.2021). — bubmuorp. B kH. — ISBN 978-5-4499-1928-1. — Tekcr
AJIEKTPOHHBIM.

3. TI'punGepr, A.C. JlokyMeHTallMOHHOE OOEeCleYeHUEe YIpaBICHUS
yueonuk / A.C. I'punbepr, H.H. I'op6aués, O.A. Myxamermuna. - MockBa :
FOnutu-/lana, 2015. - 391 c. : tabn., rpad., wi., cxemsl - bubmauorp.: c. 382-383. -
ISBN 978-5-238-01770-9 ; To ke [OnekrponHbii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=115031.

4. Kpaxun, A.B. HWHpopmallmoHHBIE TEXHOJOTMM U CHUCTEMbI B
YOPABJICHUYECKOW NIEATENbHOCTH : ydyeOHoe mocobue : [16+] / A.B. Kpaxun. —
Mockga : ®JIMHTA, 2020. — 256 c. : wi1., Tabn. — Pexxum goctyna: mo moamucke.
— URL: https://biblioclub.ru/index.php?page=book&id=607279 (nata oOpaienus:
07.05.2021). — ISBN 978-5-9765-4392-8. — TeKCT : 3JIEKTPOHHBI.

JlonosHUTEILHAS JIUTEpPaTypa

1. JlokyMeHTallMOHHOE  oOOecreueHue  ympaBieHUsS  OUOIMOTEUHO-
UH(OPMAITMOHHON AESATENBHOCTBIO : ydyeOHOe mocobue uisi OakanaBpoB / aBT.-
cocT. A.C. PymsHueBa ; MuHucrepctBo KyiabTypbl Poccuiickoit ®exnepaiuu,
denepaabHOE TOCYJAapCTBEHHOE  00pa30BaTEIbHOE  YUPEKIEHHWE  BBICIIETO
npodeccuoHanbHOTO 00pa3oBaHusi «OpPIOBCKUIT TOCYAApCTBEHHBIA HMHCTHUTYT

UCKYCCTB M KyJbTYpbl». - Open : OpJOBCKUIl TOCyJapCTBEHHBIM HHCTUTYT
UCKYyCCTB U KynbTypbl, 2015. - 180 c. : tabn. - bubmuorp. B kH. ; To xe
[DneKTpOHHBIN pecypcl]. - URL:

http://biblioclub.ru/index.php?page=book&i1d=439357 .

2. HUcaxoBa, A.M. OcHOBbl WH(MOPMAIIMOHHBIX TEXHOJIOTHI : YyuyeOHOe
nocobue / A.M. HcakoBa ; MunuctepctBo oOpazoBanusi U Hayku Poccuiickoit
®deneparuu. - Tomck : TYCVYP, 2016. - 206 c. : wi. - bubnuorp.: ¢. 197-198. ; To
xKe [DneKTpOHHBII pecypcl]. - URL:
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https://biblioclub.ru/index.php?page=book&id=602225
http://biblioclub.ru/index.php?page=book&id=115031
https://biblioclub.ru/index.php?page=book&id=607279
http://biblioclub.ru/index.php?page=book&id=439357

http://biblioclub.ru/index.php?page=book &1d=480808.

3. Cuctemsbl 3amuThl WHOOpPMAIMU B BEAYNIUX 3apyOCKHBIX CTpPaHAX :
yaeOHoe mocobue mist By3oB / B.M. ABepuenkos, M.1O. Prrtos, I'.B. KonapammH,
M.B. PynanoBckuil. - 4-e u3n., crep. - Mocksa : U3narensctBo «PnunaTay, 2016. -
224 c. - (Opranuzanusi ¥ TEXHOJOTHSA 3aUThl nHpOopMarun). - bubmmorp.: c. 192-
193. - ISBN 978-5-9765-1274-0 ; To xe [Dnexktponnsiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&i1d=93351.

4. Cenuenko, II.B. [loxymeHTanmoHHOE OOecHeUYeHHE YIPABICHUECKUX
pemieHuit  : ydeOHoe mocobue [DnextpoHHsid pecypc]/ I1.B. Cenuenxo,
FO.I1. ExnakoB, B.E. Kupuenko ; MunucrepctBo o00pa3oBaHus U HayKH
Poccuniickoit ®enepauun, Tomckuii ['ocynapctBeHHbIl YHuBepcuteT Cucrem
VYupasnenus u Paguosnekrponuku (TYCVYP). - Tomck : 91 Kontent, 2011. - 142
c. — Pexxum nocryna://biblioclub.ru/index.php?page=book&id=208691.

5. [Illep6ako, B.C. Ilporpammbel 111 o0¢GUCHOW aBTOMaTH3AIUMU
[DnexTponnslil pecypc]/ B.C. lllepbakos. - M. : Jlaboparopus kauru, 2011. - 109
c. - Pexxum goctyma: //biblioclub.ru/index.php?page=book&id=142041.

6.2. Pecypcbl HHGOPMAIMOHHO-TEJIEKOMMYHUKAIUOHHOM ceTn «AHTEepHET»

B coorBercTBUM €  JIMUEH3MOHHBIMH  HOpMaTHUBaMH  OOecCleueHUs
OnOMMOTEYHO-MH(POPMALIMOHHBIMU ~ pecypcaMu  OMOJIMOTeKa  OpraHu3yeT
WHIUBUyAJIbHBI HEOIPAaHUYEHHBIN JOCTYI U3 000N TOYKH, B KOTOPOU UMEETCS
JIoCTyll K cetu MHTepHeT, K y4eOHbIM MaTepHaiaM DJIEKTPOHHO-OMOIMOTEUHBIX
cuctem (ObC):

1. OBC «YuuBepcurerckas Oubamorexka onnaiin». MzmatensctBo: OO0
«HexcMenua». llpunannexHocts cTopoHHss. www.biblioclub.ru. KonnuectBo
kiouerd  (momb3oBateneid): 100% on-line. Xapaxktepuctuku OHOIUOTEUHOTO
¢doHa, AOCTyn K KOTOPOMY MPEIOCTaBISETCS JAOTOBOPOM: JOCTYN K 0Oa30BOM
yactu ObC.

2. OBC «U3narenscTBo Ilnanera My3bIKH». IIEKTPOHHO-OMOIMOTEYHAS
cucreMma OOO «M3narenbctBo IIJTAHETA MY3bBIKN». IlpuHaaiexxHOCTh
cTopoHHss. www.e.lanbook.com. KomnuectBo kmroueit (mosb3oBareneit): 100%
on-line. Xapaktepuctuku OuOIMOTEYHOTO (HOHAA, JOCTYI K KOTOPOMY
MPEIOCTABIISIETCA TIOTOBOPOM: JAOCTYN K KoJIeKIMsIM: «My3bika u Teatp», «baier.
Tanen. Xopeorpadus».

3. B/l Onextponnas Cucrema «KynpTypa». ba3a JlaHHbIX DieKTpOHHas
Cucrema «Kynbrypay. [IpuHaginexxHocTb cTopoHHsA. http://www.e-mcfr.ru.

4. Web UPBUC XabapoBCkuid rocylapCTBEHHbIH WHCTUTYT HUCKYCCTB H
KYJIbTYpbI (3J€KTPOHHBIN KaTajor). MexayHapoHasi acCoLMalMsl MOoJb30BaTeNnei
U pa3pabOTYMKOB DJICKTPOHHBIX OMOTMOTEK W HOBBIX HWH()OPMAIMOHHBIX
TEXHOJIOTUH (accommanus OBHUT). [IpuHAAIEHKHOCTD CTOPOHHSISL.
http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponHass Oubnmoreka. OOO Hayunas
JIEKTpOHHAss Oubnumoreka. IllpuHAmIEKHOCTH CTOpPOHHsSA.  http://elibrary.ru/
JIunensnonnoe cormamienue Ne 13863 ot 03.10.2013 1. — 6GeccpodHo.
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6. DnexTponHo-6momoTeunas cucrema ®I'bOY BO «XT'MKy». ®I'BOY BO
«XT'UK». [IprHaamexHoCTH cOoOCTBEHHas!. JloxanpHbIN JIOCTYIL.
http://carta.hgiik.ru. ITpuka3 mo Mucturyty Ne 213-06 ot 07.10.2013 .

7. EnuHOE OKHO J0cTyna K 0O0pa3oBaTelIbHBIM pecypcam. ODJIEKTPOHHAas
oubmmorexka. ®I'AY 'HUN UTT «Uudpopmuka», MunucrepcTBo 00Opa3oBaHus U
HayKH P®. IIprHaIe) KHOCTH CTOPOHHSIS. CBoOoHBIN JOCTYII.
http://window.edu.ru

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

9. ®enepanbHblii LEHTP HHDOPMAIMOHHO-00PA30BATEIBHBIX PECYPCOB.
®denepanbHbli 1EHTp HUHGOPMAIIMOHHO- 00pa3oBaTelbHBIX pecypcoB, DI'AY
['HUU UTT «udopmuka». [lpunannexHocts cropoHHss. CBOOOAHBINA JOCTYII.
http://fcior.edu.ru

JI1s1 MOATOTOBKU KYPCOBBIX, BBITYCKHBIX M HAYYHBIX Pa0OT 0Oydaromiuecs
MOTYT HCIHOJIb30BaTh TMOJIHOTEKCTOBYIO 0a3y maHHbIX Web of Science. Pexum
JIOCTyIA: DJJIEKTPOHHBIM, W3 BHYTpPEHHEW ceTu HHCTUTYyTa. OQUIranbHbINA
caiiT: webofknowledge.com

IIpodeccuonanbibie 0a3bl JaHHBIX, MHGOPMAIMOHHBIE CIPABOYHbIE
cucreMbl M pecypcbl UHTEpHeT CBOOOIHOIO 10CTYNA

10. https://www.gost.ru/portal/gost/ - cBoOOAHO pacmpocTpaHsieMble
MOJTHOTEKCTOBBIE 0a3bl JAHHBIX HallMOHAJIbHBIX CTaHJapTOB,
MEKTOCY/JAPCTBEHHBIX  CTaHIApTOB,  MEXAYHapoAHBIX  craHgaptoB  ISO
pa3MmenieHHbIXx Ha caiite DenepalbHOr0 areHTCTBA MO  TEXHUYECKOMY
PETryJIMPOBAHUIO U METPOJIOTUH

11. https://www.eos.ru/eos_delopr/ - cBOOOAHO pacmpocTpaHseMast
uH(pOpMaIMOHHAs CIpaBOYHAsl CHUCTEMa IO BOMPOCAM OpraHu3aluu padoThl C
JIOKYMEHTaMH, aBTOMATH3AIIUU JIeJI0NPOU3BOICTBA, 3IEKTPOHHOTO
JIOKyMEHTO000pOTa, apXUBHOTO JIENA.

12.http://base.garant.ru - cipaBo4Has rmpaBoBasi cuctema «I apanT».

13. ttps://www.doc-online.ru/tags/rynok sed - cB000IHO pacnpocTpaHsemas
nH(pOpMaIIMOHHAs CTIPABOYHAS CUCTEMa O CTATUCTUKE M aHAJIMTUKE PhIHKA CUCTEM
AIIEKTPOHHOTO JOKYyMeHTooOopoTa B Poccun.

14. https://www.gdm.ru/info/ - cBOOOJHO pacmpocTpaHsIEMbIi HWHTEPHET
pecypc, MPEACTABIISIOIIN T MaTepUaJIbl «I'mnpaumn Yrpapisromux
JlokymeHTaruen» - mpodecCHOHATBHOTO OOBETUHEHUS CIEIUATUCTOB CIIYXKO
JIOKyMEHTAIMOHHOTO ~ oOecnieyeHus ympasinenus ([JAOY) npenmpustuéi u
yupexaenui Poccun.

15. http://www.top-personal.ru/ - cBOOOJHO pacHpOCTpaHIEMbIi HHTECPHET
pecype, MPENCTaBISIOMMNA JOCTYN K KypHajaM «YTIpaBieHUE MEPCOHATIOMY,
«TpynoBoe mpaBo», «AJIMHUHUCTPATUBHOE MpaBo», «Jleronponus3BoaCcTBOY,
«Cexkperapckoe e1o.

16. http://www.rusarchives.ru/ - moprtan «ApxuBsl Poccum» cogepxur
CBOOOJHO  pacmpocTpaHsemble  NpodecCHOHabHbIE  0a3bl  JaHHBIX IS
CHEUAINCTOB B 001aCTH apXUBHOTO Jea.
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17. http://delo-up.ru - cBOOOAHO pacmpocTpaHseMas HHPpOPMAIMOHHAS
cpaBo4Hass 0aza, NPEACTABISAIONIAs JOCTyH K 0O0pas3laM pa3Iu4HbIX BHJOB
JOKyMEHTOB ¥ QJITOPUTMY JOKYMEHTHPOBAHUS Pa3IUYHBIX YIPABICHYECKUX
omnepanui.

18. www.docdelo.ru - cBoOGomgHO pacmpocTpaHsieMas WHGOPMAIMOHHAS
crpaBo4Has 0aza, MPEACTABISAIONMIAas JOCTyH K oO0pas3laM pa3Iu4HbIX BHJIOB
JOKyMEHTOB ¥ QJITOPUTMYy JOKYMEHTHPOBAHUS Pa3IUYHBIX YIPABICHUYECKUX
OTICpALUH.

19. https://www.rsuh.ru/vestnik/daizi/ - cB0oOOJHO pacHpocTpaHsIeMbIi
MHTEPHET pecypc, Ipenacrasiusarommi nocryn Kk Becrauky PITY, cepusm
«loxymentanuctuka. JlokymeHntoBenaeHue. ApxuBoBeneHue», «MHbopmaruka.
3amura uHbopmanuu. Maremarukay, «JlOKyMEHTOBElIEHUE M apXUBOBEICHUE.
Nudopmatuka. 3ammra nuapopmanuu 1 uHbopMamoHHas 6€30MacHOCTbY.

20. http://elar.urfu.ru/handle/10995/10015 - cBoOOgHO pacmpoCTpaHsIEMBbIii
UHTEPHET pecypc, COAEpKAIlMi MaTepuaibl TMEPUOJUYECKOr0  COOpHHKA
UCTOPUYECKOTO (haKkyibpTeTa Y paabcKoro ¢eaepaibHOro yHUBEPCUTETA.

6.3. UnpopmannoHHbIE TEXHOJOIMH, IPOrPAMMHOE 00ecreYeHue 1
HH(OPMANMOHHBIE CITPABOYHbIE CHCTEMbI

[IporpamMmMHO-MH(pOPMALIMOHHOE ~ OOecreyeHrue  y4yeOHoro  mpoiecca
COOTBETCTBYET TpeOOBaHUIM benepaabHOTO rOoCyJIapCTBEHHOTO
0o0pa3oBaTeILHOIO CTaHIaApTA.

Jlns ipoBeieHUs 3aHATHI JIEKITMOHHOTO THUIIA, 3aHATUM CEMHUHAPCKOTO THUIIA,
3aHATAW TMPAKTUYECKOTO THIA, KYpPCOBOT'O IIPOCKTUPOBAHUS  (BBITTOJTHEHUS
KYpPCOBBIX  pabOT), TPYNIOBBIX KOHCYJbTAllMM, TEKYIIEro KOHTPOJIS U
MPOMEXKYTOUHOH  aTTECTAllMM  MCIOJIB3YeTCS  CACAyIolee  IPOrpaMMHOC
obecrieueHue:

— JINIIEH3UOHHOE MPOTPUETAPHOE MPOTPaMMHOE 00ecIIeueHue:

1. Microsoft Windows

2. Microsoft Office (B cocraB maketa BxomaT: Word, Excel, PowerPoint,
FrontPage, Access)

3. Adobe Creative Suite 6 Master Collection (B coctaB makera BXOJSIT:
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 MPOrpaMMHOE oOecTIcUeHHE:

1. nabop oducueix mporpamm Libre Office

2. ayauonpourpsiBaresnb AIMP

3. BuneonpourpsiBaresis Windows Media Classic

4. unrtepHer-0pay3ep Chrome.

JIJIsl caMOCTOSTENHPHOU MTOATOTOBKY CTYJICHTOB K 3aHATHAM TIO JUCITUTUIHHE
TpeOyercs oOpamieHue K nporpaMMHoMy obOecnedenuto Microsoft Windows,
Microsoft Office, B ToM umuciie aJjisi MOATOTOBKH MYJBTHUMEIUNHBIX MPE3eHTAIUN
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no TemMam cemMuHapoB B nporpamme PowerPoint. Jlyis co3naHus KOHEUHBIX HE
PETAKTUPYEMBIX BEPCHI TOKYMEHTa PEKOMEHYETCS HCTOIb30BaTh Acrobat X Pro,
Bxo il B coctaB maketa Adobe Creative Suite 6 Master Collection.

[Ipy w3ydYeHWH [OUCUUIUIMHBI OOydYaloIuecs HMMEIT BO3MOXXHOCTH
UCIIOJIb30BaHUsl HHPOPMAIIMOHHO-CTIpaBOUHbIX cucteM «KynbTypa» u «["apant,
Bcepoccuiickyro OTpPaCJIEBYIO CIIPABOYHYIO CUCTEMY «udopmuoy,
pedepaTuBHBIX U OMOIMOMETPUYECKUX 0a3 JaHHBIX PELEH3UPYEMOM JUTEpaTyphl
Web of Science u Scopus, B COOTBETCTBHH € 3aKIIOYEHHBIMH JIOTOBOPaMHU.

Ha Bcex KoMmbioTepax B MHCTUTYTE YCTAHOBJIEHO JIMIIEH3MOHHOE
aHTUBUpYCHOe TmporpamMmHoe obOecneuenne Kaspesky Endpoint Security.
HeobxoaumbiM yciioBUeM HH()OPMAIMOHHOM O€30MaCHOCTH MHCTUTYTA SIBISIETCS
oOs3aTeNbHAsl MpOBEpKa Ha HaJW4YMe BHUPYCOB BHEUIHUX HOCHUTENEH Mepes uX
ucrosib3oBanueM ¢ nomoipto Kaspesky Endpoint Security.

[lepeunciieHHOE porpaMMHOe oOecrieueHrne OOHOBISIETCS IO MEpE BBIXOAA
HOBBIX BEPCUU ITPOTPAMM B PAMKAX COOTBETCTBYIOIIMX JIMIIEH3UM U COTJIAIIEHUN.

6.4. MarepuajJbHO-TeXHUYECKas 0a3a

MarepuanbHO-TEXHUYECKOE OOECIEUEHUE pealn3yeMOl  JIUCHIUTLINHBI
COOTBETCTBYET TpeOOBAHUIM benepabHOTO rocyJapCTBEHHOTO
00pa30BaTeIbHOrO CTaHAAPTA.

JInst mpoBeAeHus 3aHATUI JIEKIMOHHOTO TUMA, 3aHATHI CEMUHAPCKOTO THUIIA,
3aHSATHH TIPAKTUYCCKOTO THIIA, KYpCOBOTO IPOCKTUPOBAHUS (BBITOJHEHUS
KYpPCOBBIX  paboOT), TPYMIOBBIX KOHCYJIbTAIlMH, TEKYIIETO KOHTPOIS U
MIPOMEKYTOUYHON aTTeCTallid B yYeOHOM IMPOIECCe AKTHBHO HCIOJIB3YIOTCS
CJICTYIONTHE CIIEITHATbHBIC TTOMEIICHUS:

- aymuropun 303, 309 (;mabGopaTtopuu HUHPOPMAIMOHHBIX TEXHOJOTHUIA,
KOMITBIOTEPHBIE KJIacChl (C BBIXOAOM B MHTEpHET M JOCTYIIOM B JJIEKTPOHHYIO
nH(OPMAITMOHHO-00pa30BaTENIbHYIO CPEY BY3a).

JJist caMoCTOsITeIbHOM pabOThI CTY/ICHTOB IIPEIHA3HAUYCHBI:

- aynuropust 209 (uuTanmbHBIN 3a7), OOOpPYAOBAHHBIA MMEPCOHAIBHBIMU
KOMITbIOTEpPAMH, OOSCIEYMBAIOIIMMHU JIOCTYN K AJIEKTPOHHON WH(OOPMAIMOHHO-
oOpa3oBaTenbHON cpelne opraHu3anuu, K cetu «HTepHeT», K 3JIeKTPOHHBIM
OMOJMOTCYHEIM CUCTEMAM;

- nmaboparopur WH(DOPMAITMOHHBIX TEXHOJIOTHUH, KOMIBIOTEPHBIC KIACChI
(ayn.303, 309).

[Ipu HEOOXOAMMOCTH B Y4YEOHOM IIPOIIECCE HCIIONB3YIOTCS KOMIIICKTHI
MIEPEHOCHBIX IEMOHCTPAIMOHHBIX KOMIUIEKCOB (HOYTOYK, IPOEKTOP, IKPaH).

Bce xommbroTepsl HCTHTYTa 00OBEIMHEHBI B JIOKAIBHYIO CETh, C KaXKI0TO
U3 HUX BO3MOXKEH BBIXOJ B IJ100anbHyi0 ceTh MHTepHET. UHCTUTYT HCTONIB3YyeT
BBIZICJICHHBI KaHal co ckopocteio 10 MO/c. Jlms CTymeHTOB HMeeTcs
BO3MOKHOCTh BbIXOJa B C€Th MHTEpPHET ¢ MOOWJIBHBIX YCTPONCTB MOCPEICTBOM
cetn WiFi, koTopast ycTaHOBJIEHa B UWTaIbHOM 3ajie MHcTuTyTA.

[TpoBenenHue JEKIMNA MO AUCIMIUIMHE COMPOBOXKIACTCS MCIOJIb30BAaHUEM B
KauecTBe y4eOHO-HATJISAIHBIX MaTePUAJIOB CIalI-TIpe3eHTAIUH.
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7. BOCIIMTATEJIbHAA PABOTA

Bocnutanue ~ oOywarommxcsi  MpU  OCBOGHMHM  MMH  OCHOBHBIX
npodeccHoHaNbHBIX ~ 00pa3oBaTeNbHBIX  mporpamMm  (mamee —  OIIOII)
OCYILIECTBIISIETCS. HA OCHOBE pabouell mporpaMMbl BOCHUTAHUSA U KaJI€HAAPHOTO
IJIaHa BOCIIUTATENbHOM padoThl, BKiItoYaeMbix B OITOIL.

llenr BocmuTaTeNbHONM pPAaOOTBI — CO3/[aHHUE YCIOBUH MJi aKTHUBHOU
KU3ZHEACATEIIPHOCTH  00y4alolMXCsl, HUX TIPakJaHCKOTO CaMOONIPEEIICHHUS,
1po(heCcCUOHATIBHOTO CTaHOBJICHUS U VH/IMBU1yaJIbHO-TMYHOCTHOM

caMOpeaJiu3allud B  CO3MJATENIBHOM  JI€ATEIBHOCTH JJI  yJIOBJIETBOPEHMS
HOTPEOHOCTEN B HPAaBCTBEHHOM, KYJIbTYPHOM, MHTEJUIEKTYaJIbHOM, COLUAIIBHOM U
1po(heCCUOHATILHOM Pa3BUTHUHU.

3ajaul  BOCHUTATENbHOM  pabOTBI:  pa3BUTUE  MHPOBO33PEHUS U
aKTyalqu3alus CUCTEMbl 0a30BbIX LEHHOCTEH JIMYHOCTH, NPHOOIICHHE K
0OLIEYeIOBEYECKUM HOPMaM MOpajy, HallMOHAIbHBIM YCTOSIM M aKaJIEeMUYECKUM
TpaJMLMsAM; BOCIUTAHHE YBA)KCHHS K 3aKOHY, HOpPMaM KOJUIEKTUBHOMN KW3HH,
pa3BUTHE TPAXKIAHCKOM M COIMAIBHOW  OTBETCTBEHHOCTH;  BOCIHUTAHUE
MOJIOKUTEIBHOIO OTHOWIEHUS K Tpyay, (OpMUPOBAHHE KyJIbTYpbl W 3THUKH
npodeCCUOHAIBHOTO ~ OOIIeHus;  (GOpPMUPOBAHWE  JIMYHOCTHBIX  KA4eCTB,
HE0OX0AUMBIX 151 3D PEeKTUBHON NMPODEeCCHOHATBHON AESTENbHOCTH; BOCITUTAHUE
BHYTpPEHHEHN NMOTPEeOHOCTH JIMYHOCTU B 37J0POBOM 0Opa3e JKHU3HU, OTBETCTBEHHOTO
OTHOUIEHUS K NPHUPOAHOW M COLHOKYJIBTYPHOM CpEnNe; MOBBILIEHUE YPOBHS
KyJbTYpbl 0€3011aCHOTO TTOBEICHHUS.

OcobGenHoctn u Tpaguuuu HMHcTuTyta 0OYCHOBIMBAIOT — CIEAYIOIINE

OCHOBHBIC  HAIpaBJICHUS  BOCIHUTATENBHONW  pabOThl:  MATPUOTHUYECKOE,
rpaXJaHCKOE,  JYXOBHO-HPAaBCTBEHHOE,  KYJbTYPHO-TBOPYECKOE,  HAy4YHO-
o0Opa3oBaTenpHOE, npohecCHOHaTBLHO-TPYI0BOE, BOJIOHTEPCKOE

(moOGpoBoJibueCcKOE),  dKOJIOrHYecKkoe, (usznueckoe. Buasl  aesTeIbHOCTH
oOyyJaronMxcsi B BOCIUTATEIbHOM CHUCTEME 00pa30BaTeIbHONM OpraHU3aliu:
MIPOEKTHAs JIEATEIbHOCTh (KaK KOJIJIEKTUBHOE TBOPYECKOE JIE€N0), BOJIOHTEPCKas
NeSATEIbHOCTh,  y4eOHO-MCCIEIOBATEIbCKAsI W HAYYHO-MCCIE0BATEIbCKAS
JEATENBHOCTD, 1I0CYTOBas, TBOPYECKASI U COLMATIBHO-KYJIbTypPHas AEATEIbHOCTD U
Ap.

BocriurarenpHblii  TOTEHIMAT — Y4EOHO-MCCIENOBATENLCKOW U HAy4YHO-
UCCIICIOBATEIbCKON  JIEATENIBHOCTH  PEAIIU3YyEeTCs B IIPOLIECCe  Pa3BUTHA
UCCIIEIOBATENCKONM KOMIETEHTHOCTH O0yUaroluXcsl Ha MPOTSHKEHUH BCETO CPOKa
ux o0yuenuss B  HWucturyre.  Pe3ynbrarhl  CTyJAEHUECKOM  HAy4yHO-
WCCJIEIOBATENLCKON JIEITEIbHOCTH MPOXOMAST ampoOaIuio B paMKax Hay4YHBIX U
HAyYHO-TIPAKTUYCCKUX KOH(MEPEHIUN PAa3THMYHOTO YPOBHS, B T.4. KOH(MEpPEHIUH,
OpraHW30BaHHBIX THCTUTYTOM.

CouunanbHO-KyJIbTypHasi W TBOpYECKash JEATEIbHOCTh OOYyYarouIuXcs
peanusyeTcss TOpU OpraHu3aldd W T[POBEACHUM 3HAYUMBIX COOBITUH U
MEPOTPUATHN IPaKIaHCKO-NIATPUOTUYECKOH, Hay4YHO-HMCCJIEN0BATENBCKOM,
COITMOKYJIBTYPHOU ¥ (DU3KYJbTYPHO-CIIOPTUBHON  HAMpaBJICHHOCTH. Buabl
TBOPYECKON  JeATeNbHOCTH oOydaronmxcs B MHCTUTyTE:  My3BIKaJIbHOE
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TBOPYECTBO, Xopeorpaduyeckoe TBOPUECTBO, TeaTpabHOE TBOPYECTBO, HAYYHOE
TBOPYECTBO, MEIUANPOEKTHI U JP.

BononTepckas AesITensHOCTh 00YYAIOUINXCS — IIMPOKUN KPYT HaIllpaBICHUN
CO3HMIaTeIbHON NEATEIBHOCTH, BKIIOYAIOMIUNA pa3inuyHble (OPMBI TPaskJaHCKOTO
yuactus. [lo wHHMIMaThBEe OOy4aromMxcs M TpPU HUX AKTUBHOM Yy4YacTUU B
HNHCTUTYTE OCYIIECTBIIET CBOKO IEATEIBHOCTh JOOPOBOIBYECKUN OTPAL «MBbD».

Peanuzanuio PaGouelt mporpaMmbl BOCTIMTaHHS IOMOTAeT OOECIICUMBATH
B3aMMOJICUCTBUE C PA3JIUYHBIMU COIMAIBHBIMU HMHCTUTYTaMHU, CyObEeKTaMu
BocnuTanus. (Ocoboe 3HaueHHWE I BOCHUTATEIBHOTO Mpolecca HUMeEeT
OpraHu3alys MPaKTUYECKOW MESITeIbHOCTH OO0yYaroumxcsl C IEJIbI0 Pa3BUTHS
npo(ecCUOHANBHBIX KOMIETEHIMH B ycioBusx WHCTHUTYyTa W NPOQPUIBHBIX
YUPEKICHUN U OPraHU3alnM.

8. OCOBEHHOCTHU OBYYEHUSA MHBAJIMIOB U JINL C
OI'PAHUYEHHBIMH BO3ZMOKHOCTSAMMU 3/10POBbS

B npornecce nzyueHus AUCHUILIMHBI U OCYIIECTBICHUS MPOLIEAYP TEKYIIETO
KOHTPOJISl YCIIEBAEMOCTH W TPOMEXKYTOUHOM aTrTecTalldd WHBAJIUJOB W JIUI[ C
OTPAHUYECHHBIMH BO3MOXKHOCTSIMU 3JI0POBbSI MPUMEHSIOTCS  aJlallTUPOBAHHBIE
dbopMbl  O0y4YeHHSI C YYETOM HHAMBUIYATbHBIX TCUXO(PU3UOJIOTHYECKUX
0COOEHHOCTEH.

OOyueHue Ml C OrPAaHUYEHHBIMH BO3MOXKHOCTSMHM U HMHBAJIHJIOB
OpraHU3yeTCcsi KaK COBMECTHO C JIPYTMMU OOYYAIONIMMHCS Ha JIEKIMOHHBIX H
MPAKTUYECKUX 3aHITHUSIX, TaK U 110 HHIUBUyAIbHOMY yueOHOMY I1aHy. Bo Bpems
MPUEMHOM KaMIIaHUH, a TaKKEe BO BPEMSI CIaud Pa3ITUYHBIX (JOPM MPOMEKYTOUHON
1 TOCYJAapCTBEHHOM HMTOTOBOM arrecTaluu B MHCTUTYTE CO3/aHBl HEOOXOIUMBIC
YCIOBUS Il  OKa3aHWsl TEXHUYECKOW TMOMOIIM HWHBAIMAAM U JUIAM C
OTPAaHUYECHHBIMU BO3MOXXHOCTSIMU 37I0pPOBbsSl (MPpU HEOOXOJUMOCTU MOXKET OBITh
JOMYIIEHO TPUCYTCTBUE B ayJIUTOPUU ACCHUCTEHTOB, COMPOBOXKIAOUIUX JIHII,
cO0aKHU-MOBOJBIPSA U T.I1.).

OOyuaroruecss W3 4YUClIa WHBAIMIOB M JIMIl C OrPAaHUYCHHBIMHU
BO3MOXXHOCTSIMU 3JI0POBbsl, MPU HEOOXOJAMMOCTH, MOTYT OBITh OOECICUCHBI
AJIEKTPOHHBIMU M TICYaTHBIMU O0pa30BATEIbHBIMM pPECypcaMy C YUYE€TOM HX
WHIUBUIYAIbHBIX TOTpeOHOCTeM. [l peanmuzanmu JOCTYMHOM Cpenbl Tpu
HEOOXOJIMMOCTH B Y4eOHOM IIpOIIECCE MOTYT OBITh 3aJ€HCTBOBAHBI JIOKYMEHT-
KaMmepa JUIsl YBEIIMYEHUS TEKCTOBBIX (PparMEHTOB W M300pakKeHWUW (A JIUI[ C
HapylIeHUSIMA  3pEHUs]) MW  [EPEHOCHAas UWHAYKIMOHHAsh  CHCTEeMa s
cmabocnpimammx «Mctok» A2 cO BCTPOCHHBIM IIJIEEPOM — 3BYKOBBIM
uH()OpMATOPOM.

OBC  «YHuBepcuterckas  OWOMMOTEKa  OHJIAWH»  MPEJOCTABIISET
oOyuatommumcsi ¢ OB3 (mo 3peHuro) psjg BO3MOXKHOCTEH [Jisi OOecreueHUs
s dexTrBHOCTH mporiecca oOyuenus. [Ipu ureHMM macmTad CTpaHMIIBI caiTa
MOXHO YBEJIMYUTH C TMOMOIIBIO CIEIHAIBHOTO 3HAYKa Ha TJIABHOM CTpaHHUIIE.
MoOXHO HCMOJB30BaTh IOJHOAKPAHHBIM PEXUM OTOOpaKEHUsS] KHUTH WU
BKJIIOYMTHh O3BYYMBAHHUE HEMOCPEJICTBEHHO C caillTa MpU IOMOIIM Mporpamm
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AKpPAHHOTO J0cTyma (Hampumep, Jaws , «Balabolkay). CkaunBaembie ¢hparMeHTHI B
dopmare pdf, wumeromme BBICOKOE KA4eCTBO, MOTYT  HCIOJIB30BAThCS
TU(IONPOTrpaMMaMU ISl TOJIOCOBOTO  O3BYYMBAHUS TEKCTOB, MOTYT OBIThH
3arpy’KeHbl B THQIIOIUIEEPH], a TaKKe CKOMUPOBAaHBI Ha JI0O0E YCTPOWCTBO st
KOM(pOPTHOTO YTEHHUS.

CepBuc ObC «lluTaTHUK)» MOMOTAaeT IMOJIB30BATEN0 HU3BJIEYb LUTATy U
aBTOMAaTUYECKH (POPMHUPYET KOPPEKTHYIO OMOIMOrpa@uueckyro CChUIKY, YTO
OCOOEHHO aKTYaJIbHO /IS JIMI] C OFPAHMYEHHBIMU BO3MOXHOCTSIMH M O0JIer4aeT
MPOILIeCC HAMKUCAHUSI KypCOBOM WJIM BBIITYCKHON KBAIM(PUKAIMOHHON paOOTHI.

JIisi moAroTOBKU K 3aHATHsAM oOyuaromuecss ¢ OB3 (mo 3peHuto) mMoryr
UCIOJIb30BaTh MOOWIbHOE mnpuiiokenue ObC «Jlanby», mpenHasHadyeHHOE IS
O3BYYHMBAHUSI TEKCTa KHUTH. PexuMm pgocTyna: SJIEKTPOHHBIA, MPUIIOKEHHE
CKauMBaeTcs 00y4aroluuMcs CaMOCTOSTENIbHO ¢ caifTa e.lanbook.ru, HeoOxoaumoe
ycioBue: ObITh 3apeructpupoBaHHbiM B OBC «Jlanby. Ucnons3yercs cBoOOIHO
pacmpocTpaHsemas mporpamma 3KpaHHoro noctymna Nvda.

[TongpoOHee 00 opraHuzanuu JIOCTYIMHOM Cpeabl CM. COOTBETCTBYIOUIUMN
pazzie’ OCHOBHOM NpodhecCHOHaIbHON 00pa30BaTENbHONU TPOTrPaMMBI.
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