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1.IINIAHUPYEMBIE PE3YJIBTATBI OBYUYEHUS
1.1 lleap 1 3a7a494 AUCUUILIHHBI

IHesb ocBOCHMS TUCHUIIJIMHBI:
- U3y4YCHUE TEOPETUUECKUX M MPAKTHYECKUX OCHOB CO3JIaHMs JIOKYMEHTOB yIIPABJICHUS;
- (GopMHpoBaHUE TPEICTABICHUA 00 DJIEKTPOHHOM JOKYMEHTE KaK O HOBOH CYIIHOCTH B
IPABOBBIX OTHOILICHHUSX,
- BBIpabOTKa Yy CTYJIEHTOB CHCTEMAaTU3MPOBAHHOTO MOAX0/Aa K MpoOIeMe HCIOJIb30BaHUS
CHCTEeM  JJIEKTPOHHOTO  JOKYMEHTOOOOpOTa M HH(OPMAIMOHHBIX  CHCTEM B
po(hecCuOHATIBHON e TENbHOCTH.

Tak xe peuaroTcsd 3agavud, OaTb CTyACHTaM OCHOBHBIC NPCACTABICHUSA O TCOPCTUUCCKHUX U
NPAaKTHYECKUX HANPaBICHHUAX PA3BUTHUS MPUMEHEHUS AJIEKTPOHHOIO JTOKYMEHTOOOOpOTa Kak
OTKpBITOW cHUCTeME, 3aKOHaX €€ (PYHKIIMOHUPOBAHUS, a TaKXKe IMPUOOpETeHHE YMEHUI B 4acTH
aJanTanyy OpraHU3alUil K M3MEHEHHSM BHEUIHEH Cpeabl, IPUMEHEHHE JTOKYMEHT000OpOoTa B
po(hecCUOHATILHON e TENIbHOCTH.

1.2 Ilnanupyembie pe3yabTaThbl 00y4eHHUS

B pesynbrate OCBOEHMS JAaHHOW JUCUMIUIMHBI Yy oOyyaromuxcs (opMHUpPYIOTCS
CIIEYIOIINE KOMIETEHIINHU:
YK - 1. CnocobeH oCymIecTBIATh IOUCK, KPUTHYECKUH aHaIM3 M CUHTE3 MH(MOpMAaIUH,
MPUMEHSTh CUCTEMHBIN TIOJIXO] IJIs1 pELICHUS IOCTaBJICHHbIX 3a/1a4;
YK - 2. CnocoGeH ompenensTb Kpyr 3ajad B paMKax IIOCTaBJICHHON LenM M BbIOHMpATh
ONTUMAJIbHBIE CIIOCOOBI MX PEIICHUs, UCXO U3 JEHCTBYIOIIMX MPABOBBIX HOPM, UMEIOIIUXCS
PECYpPCOB ¥ OTPAaHUYECHUM;
CIIK - 4. T'oToB OCyHIeCTBJIATh MPAaBOOXPAHUTEIbHYIO JEATEIBHOCTh Ha COOTBETCTBYIOIUX
JOJDKHOCTSAX B TOCYJapCTBEHHBIX OpraHax, CIyK0ax M YUPEeXKACHHUSAX, OCYILECTBIISIOLINX
byHKIMM TIO oOecreueHut0 Oe30TMacCHOCTH, 3aKOHHOCTH U TMPaBOIoOpska, Mo Oopbbe ¢
IPECTYIHOCTBIO, 110 3aIUTE MPaB U CBOOO YeJIOBEKa U IpakJaHHHA.

2. MECTO IUCIHMILIMHBI B CTPYKTYPE OBPA3OBATEJIBHOM
IHPOI'PAMMBbI

JluciiuimiHa BXOJMT B 4YacTh, (POPMHUPYEMYIO YYaCTHHKAMU OOPa30BATENBHBIX OTHOIICHUI
brnoka 1 “/Iuciprumae! (MOTYIN)”, U SIBJISIETCS 00SI3aTENTHHON JTS MI3YYESHHUSI.

3HaHUA U HABBIKW, MPUOOPETEHHBIC CTYJACHTAMU TP M3YYEHUH JUCIMIUTMHBI «DJIeKTPOHHBINA
JIOKYMEHTOOOOPOT B MPOPECCHOHATBHOM IETENTEHOCTI» UMEIOT TECHBIE CBSI3U C TAKMMH JTUCITUTUTHHAMA
Kak: «iorukay, «lH(popMaIMOHHBIE TEXHOJIOTMM W  OpraHW3allyis 3aluThl  WH(pOpMAIN,
«H}pOpMaIFIOHHBIE TEXHOJIOTHUH B FOPUINUECKOMN IS TETHHOCTI).

W3yuenne JaHHOTO Kypca CTPOHTCS C YYETOM IMOJY4YEHHBIX CTYJACHTAMHU paHee 3HaHWM Mpu
W3yYeHWUH JUCHIUITIMH JIOTHKA, (prytocodws, MHHOPMAIMOHHBIE TEXHOJIOTHA W OPTaHW3aIHsl 3aIlaThI
uH(OPMAIMH, METOIONOTYS KAYeCTBEHHOTO aHAITN3a MMCHbMEHHON U BEPOATHHOMN PEUH.

3. ObbEM U COJAEPXAHUE JUCHUIIJINHBI
3.1 O0beM qTUCHUILIUHBI

\ IToxa3aTenb 00beMa IMCHMILIMHBI \ ®opma o0yueHHs




Ounas ‘ OuHo-3204Has |
OO0BeM TUCHMIIIMHBI B 3a4ETHBIX €IMHUIIAX 2
O0beM TUCHUILIMHBI B yacax 72
KonTakTHas pabora 32,2 16,2
Jlexnun 8 6
[TpakTrueckue 3aHsTHs 24 10
KoHTaKTHBIE 4achl HAa IPOMEXKYTOUHYIO aTTECTALUIO: 0,2
3aueT 0,2
CamocrositenbHas pabora 32 | 48
Kontposb 7,8

dopma MPOMEKYTOYHOW aTTECTALMK: IO OYHON (opMe OOyueHHsT — 3a4eT BO 2 ceMecTpe, Io
OYHO-3209HOHU (hopMe 0OyUeHHsS — 3a4eT B 3 CEMEeCTpe.

3.2 Conep:kaHue TUCHUTNITIHHBI

I1o ouHol popme/ 04HO — 3204HOI hopme

KoJs1-Bo yacoB

IIpakTHYeckue
HaumeHoBaHue pa3/iesioB (TeM) 3aHATHUA

I[I/ICIII/IH.TII/IHI)I C KPaTKUM COA€pPKaHUEM

Jleknuu
Oo01ree
KOJNYECTBO

Tema 1. DJIeKTPOHHBII JOKYMEHT U JOKYMEHTO000POT. 212 212
OcHoBHbIC TOHATHA. lcTopHueckoe pa3BUTHE JIEJIONPOU3BOJICTBA;
NOHSITHE JIOKYMEHTa; BHUABI JOKYMEHTOB M HX KJacCU(UKAIHU;
cucTeMa  JIOKYMEHTAIllUH u YHUDHUIIIPOBAHHAS cucTema
nokymeHTauu. CocTaB W pacrojOKEHHUE PEKBH3HTOB; (OPMYIISp-
obpaserr; TpeOOBaHMS K JOKYMEHTaM, M3TOTABIMBAEMBIM C TTOMOIIBIO
NEYaTHBIX  yCTPOWCTB, TpeOOBaHUS K W3TOTOBICHHIO, YYeTy,
UCIIOJIb30BAHUIO M XPAaHEHHIO OJAHKOB C  BOCIPOHM3BEICHHEM
I"ocynapcrBenHoro rep6a P®, rep6oB cyobekToB PO.

Tema 2. IIpaBoBoe peryJimpoBaHue 3JIeKTPOHHOIO 2/2 2/2
AOKYMEHT0000poTA.

BHenpenue — 3ieKTpOHHOrO  JIOKyMEHTOOOOpoTa B OpraHax
rocynapcrBeHHou Biactu PO.

[IpaBoBble, OpraHM3aliOHHbIE M  TEXHOJIOTUYECKUE  YCIIOBHS
oOecrneveHus MpaB Tpak/IaH.

[IpaBoBoii craryc OOMEHY DJIEKTPOHHBIMH  COOONIICHHSMH |
AJIEKTPOHHBIMU JJOKYMEHTaMHU.

Tema 3. CucremMbl 3JIEKTPOHHOT0 JOKYMEHT0000pPOTA. 2/2 4/2
Bubl 2JIEKTPOHHOTO JTOKYMEHTOOOOpOTa, KiacCH(UKAIMs CUCTEM

4




3JIEKTPOHHOT'0 JOKYMEHTO000POTA.

Tema 4. [IpumMeHeHne CUCTEM JIEKTPOHHOIO TOKYMEHT0000pOTA B
NMPaKTHYECKOIi 1esITeTbHOCTH.

1C 1okyMeHTOOO0pOT;

1C Apxus;

EB(dpar-goxkymeHTO000pOT;

Bbocc-Pedepent

21-

4/2

Tema 5. 3apy0e:kHble CHCTEMBI 3JIEKTPOHHOT'0 IOKYMEHT0000pOTA.
3apyOeKHbIe CUCTEMBI HJIEKTPOHHOI'O JOKYMEHTO000pOTa U MPOOIEMBI
UH(POPMALIMOHHOM 0€30MacHOCTH MPH UX dKCIuTyaTanuu B Poccun.
[Tpenmyiecrsa " HEJ0CTaTKN CUCTEM JJEKTPOHHOTO
JIOKYMEHTO000pOoTa.

Hcnonb3yemble B Poccun 3apyOexHble CHCTEMBI 3JEKTPOHHOTO
JIOKYMEHTO000pOTa.

4/2

Tema 6. BHeapennme H  HCHOJb30BaHHUE
AOKYMEHTO0000pOTA B NPAKTUYECKOM 1eSITeILHOCTH.
Otanbl BHEIPEHHs] DAJIEKTPOHHOTO  JIOKYMEHTOOO0OpOTa
CHCTEMBI JIEJIONPOU3BOACTBA.

[Tpo6iieMbl BHEIpEHHS] CHCTEMBI 3JIEKTPOHHOTO JIOKYMEHTO000pOoTa.

3JIEKTPOHHOI0

Ananus

4/-

Tema 7. J1eKTPOHHBINH TOKYMEHTO000POT B IrOCyAapCTBEHHBIX M
NPaBOOXPAHUTEIbHBIX OPraHax.

[IpaBoBble BONPOCHI 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa B OpraHax
roCyJapCTBEHHOM BJIACTH.

IIpaBuna nemonporu3BOACTBA B OpraHaX MECTHOTO CAMOYITPaBJICHUS.
@OYHKIMOHUPOBAHUE CUCTEMbI 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa B
MB/] Poccumn.

Enunnas cucrema uHGOPMAMOHHO-aHAIUTUYECKOTO OOeCIeueHHs
JeATeIbHOCTH ~ MUHHCTEPCTBA  BHYTpEHHUX Jen  Poccuiickon
®denepannu,

CHUCTEMBI  JJIEKTPOHHOrO  JokymeHTooOopota MBJI  Poccum.
OnextpoHHas mnoxanuce B cucreMe MBJI Poccun. OnextpoHHas
noanuck. Pabora snekTponHO#l moamucu. OpraHuzaiusi padboT 1o
3alUTe UHPOPMALIMU B CUCTEMAX 3JIEKTPOHHOTO JJOKYMEHTO000POTAa.
Kpunrorpaduueckue MEXaHU3MBbI 3aIUTHI AHTUBUpPYCHBIE
MEXAHU3MBI 3aILUTHIL.

BCET'O

8/6

24/10

4. YYEBHO-METO/INYECKOE

OBECIIEYEHHME

CAMOCTOSTEJIBHON PABOTHI OBYUYAIOIIUXCSI

I1o o4HOI1 U 04HO-3204HOIi hopme 00yUeHHH

Tembl o151
CaMOCTOSITEILHOIO
U3YYCHUS

Koanu
€CTBO
4acoB

DopMbl
CaMOCTOSITEJI
bHOM
padoThI

H3y4yaemble BOIIPOCHI

MeToanueck
ue
o0ecmeuyeHn
a1

DopMbl
OTYETHOCT
U

DJIeKTPOHHBIH u
AOKYMEHT "

1. | DNEKTPOHHBIM TOKYMEHT 4/6 [Tonroroska
JTIOKYMEHTOOOOPOT. K
OCHOBHBIE IOHSATHSI. MPAKTUYECKH

OcHoBHas
auTeparypa
JlomonHuTen

Koncmoekr
JIEKIIUU  IIO
TEME 1;




AOKYMEHTO0000pOT. Hcropuueckoe pa3BUTHE M 3aHATHSAM C | bHas ydJacTue B

JIEJIONPOU3BO/ICTBA; MOMOIIbIO auTepaTypa | Ompoce;

MIOHATHE JOKYMEHTA; yueOHOi JIOKJIa/T

BUJbI JOKYMEHTOB M HUX JUTEPaTyphl, pedepar

KJIaccu(uKaIumy, HOpPMaTHBHBI

CUCTeMa JOKYyMEHTAIlUH X TPaBOBBIX

U YHU(UITUPOBAHHAS aKTOB,

CUCTeMa JOKYMEHTAaLUH. Wnrepuer-

CocTaB u pacnoioxeHue pecypcos,

PEKBU3HUTOB; (HOpMYIISIp- Hay4YHO-

oOpaser; TpeboBaHHS K MIePUOINIECK

JIOKyMEHTaM, UX U3JaHUN U

M3TOTaBJINBAEMBIM c np.,

MOMOIIBIO MEeYaTHBIX COOTBETCTBY

YCTPOWCTB; TpeOOBaHUs ouien

K HM3TOTOBJICHUIO, Y4YETY, U3Y4YEHHOMN

UCTIOJIb30BaHUIO " TEME.

XpaHeHuto OJaHKOB C

BOCIIPOM3BEICHHEM

['ocynapctBenHoro repba

P®, repbos

cyonexToB PD
Tema 2. Ilpasosoe | IIpaBoBoe 4/6 [MogroroBka | OcHOBHas Koncnekr
peryJMpoBaHue peryaupoBaHue K auTeparypa | JEKIHMH 110
3J1eKTPOHHOT 0 AIIEKTPOHHOTO npaktuyecku | JlomomHHUTEN | Teme 2;
JAOKYMEHT0000pOTa. | JOKyMEHTO000pOTA. M 3aHSATHUSM C | bHas yyacTue B

Buenpenmue MTOMOIIIBIO JauTepaTypa | OIpoce;

3IIEKTPOHHOT O yueOHOi JIOKJIaJ1

JIOKyMEHTOO00O0pOTa B JUTEPATYPHI, pedepar

oprasax HOPMAaTUBHBI

roCyJapCTBEHHOM BIIACTH X IIPaBOBBIX

PO. aKTOB,

IIpaBoBsie, WNurtepHer-

OpraHu3alIOHHbIE u pecypcos,

TEXHOJIOTUIECKHE Hay4YHO-

ycinoBus — oOecrieueHust MEePUOINYECK

npaB rpaxaad [IpaBoBoi WX U3JIaHUU U

cTatyc oOMeHy p.,

ANEKTPOHHBIMHU COOTBETCTBY

COOOLICHUAMU u ol1e

AJEKTPOHHBIMHU W3y4eHHOU

JTIOKYMEHTaMH. TEME.
Tema 3. Cucremsl | CUCTEMBI 3JIEKTPOHHOTO 4/6 ITogroroBka | OcHoOBHas Koucnekr
3J1eKTPOHHOI0 JIOKYMEHTO000pOTa. K auTeparypa | JEKIHH 10
AOKyMeHTooGopoTa. | Bumsl AJIEKTPOHHOTO npaktudeckn | JlomomHUTEN | Teme 3;

JOKYMEHTO0000pOTa, M 3aHATHUSM C | bHas ydyacTue B

KJIacCU(UKaLUs CUCTEM MTOMOIIBIO JauTepaTypa | Ompoce;

AJIEKTPOHHOTO yueOHOU OKJIaI




JIOKyMEHTO000pOoTa.

JUTEPaATypBbl,
HOPMAaTHUBHBI
X TPaBOBBIX
aKTOB,
HNurepHer-
pecypcoB,
HAaYy4YHO-
MEPUOUYECK
UX U3JaHUHN U
np.,
COOTBETCTBY
forei
W3Y4EHHON
TEME.

pedepar

Tema 4. Poccuiickue
CHCTEMBbI
3JIEKTPOHHOTO
AOKYMEHTO0000poTA.

IIpumeneHune
3JIEKTPOHHOTO
JIOKyMEHTO000poTa B
MPaKTUYECKOU
JESTEIIbHOCTH.

1C J1okyMeHTOO000pOT,
1C Apxus; Esdpart-
JIOKYMEHTOO00POT;
Bocc-Pedepent

CUCTEM

4/6

IloaroroBka
K
MPAKTUYECKHU
M 3aHSITHSAM C
IIOMOIIBIO
yueOHOU
JUTEPATYPBHI,
HOPMAaTHUBHBI
X TpPaBOBBIX
aKTOB,
WNurepHer-
pECYpPCOB,
HAay4YHO-
MIEPUOJUYECK
UX U3IaHUN U
np.,
COOTBETCTBY
1 {0)11(S)71
HU3y4YEHHON
TEME.

OcHoBHas
JauTeparypa
JomonauTen
bHas
auTeparypa

Koncmexr
JIEKIMH IO
TEME 4;
ydyactue B
onpoce;
JOKIaI
pedepar

Tema 5. 3apy0Oexnbie
CHCTEMBI
3J1eKTPOHHOT0
AOKYMEHT0000poTA.

3apyOexHbIe
3IIEKTPOHHOTO
JIOKYMEHTO000poTa.
3apyOeKHble  CHUCTEMBbI
AJIEKTPOHHOTO
JOKYMEHTO0000poTa "
POOIIEMBI
UH(POPMALIMOHHOM
0€30MacHOCTH TpU  UX
JKCIUTyatanuu B Poccuu

CHUCTEMBI

4/8

ITonroroBka
K
MPaKTHYECKH
M 3aHATUIM C
TIOMOIIILIO
yueOHOU
JUTEPATYPHI,
HOPMAaTUBHBI
X TPaBOBBIX
aKTOB,

IIpeumyiectsa 51 WNHuTtepHer-
HE/IOCTaTKU cHCTEM pecypcos,
AJIEKTPOHHOTO Hay4YHO-
JIOKYMEHT0000poTa TIePHONIECK

OcHoBHas
JuTeparypa
JomonauTen
bHas
auTeparypa

Koncnexr
JCKIIMH  II0
TEME 5;
ydyactue B
ompoce;
JIOKJIa]
pedepar




Hcnons3yemelie B Poccun

HUX U3JaHUHN U

3apyOeXHbIE  CUCTEMBI np.,
AIIEKTPOHHOTO COOTBETCTBY
JOKYMEHTO0000poTa oLIei
U3y4YEHHOHN
TEME.
Tema 6. Buenpenme | Buenpenue " 6/8 IMonroroBka | OcHOBHAas Koncnekr
" HCNOJIb30BaHUE | UCIIOIb30BAHNE K auTeparypa | JEKIHMH 110
3J1eKTPOHHOI0 AIIEKTPOHHOTO npaktuyecku | JlomomHuUTEN | Teme 6;
JAOKYMEHT0000poTa. | JOKYMEHTO0OOpOTa B M 3aHATHUSAM C | bHas ydactue B
NPaKTUYECKON MTOMOIIBIO JauTepaTtypa | OIpOCE;
NEeSITETbHOCTH. yueOHOi JIOKJIaJ1
Oransl BHEIPEHHUS JTUTEPATYPHI, pedepar
3JIEKTPOHHOTO HOPMAaTUBHBI
JIOKyMEHTO000poTa X IPaBOBBIX
Ananus CHCTEMBI aKTOB,
JIEIIOIIPOU3BOJICTBA. HNurtepHer-
[Tpobnembl  BHeApeHMS pecypcos,
CHCTEMBI 3JICKTPOHHOTO HAY4HO-
JIOKYMEHTO000pOTa. HepUOIUYECK
UX U3JIaHUU U
np.,
COOTBETCTBY
IOILIEeH
HU3y4EHHON
TEME.
Tema 7. | DINEeKTPOHHBIH 6/8 [MoaroroBka | OcHOBHAas KoHcmekr
JIeKTPOHHBII JIOKYMEHTO000pOT B K auTeparypa | JEKIHMH 10
AOKYMEHT0000pPOT B | FOCYIapCTBCHHBIX u npaktudecku | JlomomHuren | teme 7,
rocyJ1apCcTBEeHHbIX M | IPAaBOOXPAHUTEIIBHBIX M 3aHSATHUSM C | bHas yyacTue B
NMPaBOOXPAHUTEJbH | OpraHax. MTOMOIIIBIO JaUTEpaTypa | Ompoce;
bIX OpraHax. [TpaBoBBIE BOIIPOCHI yueOHOi JIOKJIaJ1
AIIEKTPOHHOTO JUTEPATYPHI, pedepar
JOKYMEHTO0000poTa B HOPMAaTUBHBI

oprasax
rOCyJapCTBEHHOM BIIACTH
[IpaBuna

JEJI0NPOU3BOJCTBA B
oprasax MECTHOTO
caMOYyIIpaBJICHHS

D yHKIHOHUPOBAaHUE
CUCTEMBI  3JIEKTPOHHOTO
JIOKyMEHTO000poTa B
MBJI Poccun

Enunas cucrema
UH(POPMALMOHHO-
AHAJTUTHYECKOTO
o0ecrieyeHus

X TPaBOBBIX
aKTOB,
WNHuTtepHer-
pecypcos,
HAay4YHO-
TIEPUOINYECK
WX U3JaHUN U
p.,
COOTBETCTBY
{01137
WU3y4YEHHON
TEME.




JESTEIIbHOCTH
MunucrtepcTBa
BHYTPEHHUX Jen
Poccuiickoit @enepanuu,
CUCTEMBI 3JIEKTPOHHOTO
JIOKyMEHTO000poTa
MB/] Poccun.
DNeKTpOHHasl MOJINCH B
cucreme MBJ[ Poccum.
DNeKTpOHHAs MOIHUCH.
Pabora AJIEKTPOHHOMN
MOJIIUCH.

Opranuzanus paboT 10
3ammTe MHQOpPMAIMH B
CUCTEMAX 3JIEKTPOHHOTO
JIOKyMEHTO000pOoTA.
Kpunrorpaduueckue
MEXaHU3MBI 3aIUTHL
AHTUBUPYCHBIE
MEXaHHU3MBI 3aIUTHL.

UTOT'O

32/48

5. ®OHJI OHEHOYHbIX CPEACTB AJIs1 TIPOBEJAEHWSI TEKYIIEA 1
IMPOMEXYTOYHOU ATTECTAIINU 11O JUCIHHUIIJIMHE

5.1 IlepeueHb KOMIETEHIIMI ¢ YKa3aHUEM ITaNnoB UX (popMupoBaHUs B NMpolecce 0OCBOEHHE

o0pa3oBaTeIbHOM MPOIrPAMMBbI

Koa u HauMeHOBaHN e KOMIIETEHIIUH

Jrtanbl GopMHPOBAHUSA

YK - 1. CnocobeH oOCyIecTBIATh MOUCK, KPUTHUYECKHH
aHaM3 ¥ CHUHTE3 WH()OpMAIUM, TPUMEHSTH CHCTEMHBIN
NOJXO/ JUIsl PeLICHUs TIOCTABJIECHHBIX 33/]a4;

1.Pabora Ha  Yy4eOHBbIX
3aHITHSIX.
2.CamocrosiTenbpHas padora.

YK - 2. Crnocoben ompenensith Kpyr 3agad B paMKax
MIOCTaBJIEHHON IIEJIM ¥ BBIOMpATh ONTUMAJbHbBIE CIIOCOOBI MX
pemeHus, MUCXOAd U3 JEHUCTBYIOUIUMX IIPAaBOBBIX HOPM,
UMEIOIUXCS PECYPCOB U OTpaHUYEHUI;

1.PabGoTa Ha  y4eOHBIX
3aHATHUSX.
2.CamocTosiTenbHas padoTa.

CIIK - 4. TOoTOB OCYIIECTBISATh MPABOOXPAHUTEIHHYIO
NeSITeIbHOCTh HAa  COOTBETCTBYIOIIMX  JIOJDKHOCTSIX B
TOCYJapCTBEHHBIX OpraHax, Clayk0aX W YUpeKICHUsX,
OCYILECTBIISAIOUINX (PYHKIIUH 110 00eCTIeYeHn 0 Oe30MaCHOCTH,
3aKOHHOCTH M TIPaBOIOPAIKa, 0 O0phOE ¢ MPeCTyMHOCTHIO,
110 3alUTE MPaB U CBOOO/I YeTIOBEKA U IPaXKAAHUHA.

1.PaGora Ha  y4eOHBIX
3aHATHUSX.
2.CamocTosiTennbHas padoTa.

5.2 Onucanue moka3areieii M KpuUTepHeB OLEHWBAHUS
ITANaAX UX (1)0 MHUPOBAHHUSA, OIMCAHHUE HIKAJ OCHUBAHUSA

KOMIIETEHIIMH Ha Pa3IHYHBIX

Ouenus | YpoBeHb Jrtan (popmMupoBaHus Onucanne Kpurepun | llkana
aeMble copmupoB nokasareJei OLleHUBAH | OLleHUBAHUS
KOMIIeTe | aHHOCTH us

HIIMH

VK-1 IToporoserii | 1.Pabora Ha y4eOHH 3HaTh: Texkynmii | Illkana
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3aHATHAIX. - OCHOBHBIE BO3MOXXHOCTH | KOHTPOJIb: | OLICHUBAHUS
2.CamocTodTenbHas ANIEKTPOHHOTO JOKYMEHTa 000pOTa; | KOHCIEKT, | KOHCIEKTa
paborta. - IIpaBOBOE peryiupoBaHue | AOKIan, lkamna
JIEKTPOHHOTO JOKYMEHT0000pOTa. | Ipe3eHTa | OLCHUBAHUS
- CHCTEMBI JIEKTPOHHOTO | M JOKJIazna
JOKYMEHT0000pOTa; onpoc [Mkana
- OCHOBHBIE BO3MOXHOCTH OLICHUBAHUS
JIEKTPOHHOTO JOKYMEHT0000pOTa. IPEe3EeHTALUN
Ymers: Ixana
- HaXOJIUTh HEO0XOIUMYIO OLICHUBAHUS
nHpOpMaITHIo; ompoca
- [IpaBUJIa AEJIONPOU3BOACTBA,;
- aHaJIM3UPOBATH CUCTEMBI
JeNIONIPOU3BO/ICTBA,
- NPUMEHATh 3HAHMSA O CHCTEMax
ANIEKTPOHHOTO JIOKYMEHTOO00pOTa
B IIPAKTHYECKON ESTEILHOCTH.
IIponBunyT | 1.PaGora Ha yueOHbIX| Baagern: KoHcHekT, | [lkama
BIN 3aHATHIX. - HaBBIKAMHU KPUTHYECKOT0 aHAIM3a | JOKJAJ, OLICHUBAHUS
2.CamocTodTenbHas CUCTEMBI JIEKTPOHHOTO | Mpe3eHTa | KOHCIEKTa
pabora. JIOKYMEHT0000POTa,; s [kana
- HaBBIKAMHU 00paboTku | ompoc OIICHUBaHUS
IOPUINYECKU 3HAYNMOM JoKIaaa
uHQOpMaIHH, OCHOBHBIMHU lkana
METOAaMH, criocobaMu u OLICHUBAHUS
CpeZIcTBaMH TOJYYEHHUsI, XpaHEHMUS, pe3eHTAlUH
nepepaboTKH HHPOPMAIIUH; [Mkana
- HaXOJIUTh HE00X0IUMYIO OLICHUBAHUS
nHpOpPMaLHIO; orpoca
- aHaAJIM3UPOBATH CUCTEMBI
JIeJIOTIPOU3BOJICTBA.

YK -2 IToporoseriii | 1.PaGora Ha y4eOHBIX| 3HATH: KoHcnekT, | Illkana
3aHSATHSAX. - BUJIBI AIIEKTPOHHOTO | JOKJIA/, OLICHUBAHUS
2.CamocTodaTenbHas JOKYMEHT0000poTa, TpeOOBaHUS K | Mpe3eHTa | KOHCIEKTa
pa0ora. JOKYMEHTaM; st kana

- IPaBOBBIE, OPTaHU3ALMOHHbIE U | OIPOC OLIGHUBAHUS
TEXHOJIOTHUYECKHE YCIIOBUS JoKJIaz1a
o0ecriedeHus] IpaB PakIaH, lkamna
- BUJIBI 3IIEKTPOHHOTO OLICHUBAHUS
JIOKYMEHTO000pOTa, TpeOOBaHUS K MIPEe3eHTAINH
JOKYMEHTaM. [xana
YMmeTh: OILICHUBAaHUS
- KJTaccu(UIUPOBAThH TOKYMEHTHI; onpoca
- paboTathb c JJIEKTPOHHOM
MOJIHCHIO;
- aHaJIM3UPOBATH CHUCTEMBI
JIEJIONPON3BOJICTBA.
[ponsunyr | 1.PaGora Ha yueOHBbIX| Biagersn: KoOHcIekT, | Illkana
BIN 3aHATHIX. - CIOCOOHOCTBIO  ONpENeNATh | JOKIas, OLICHUBAHUS
2.CamocrosTenbHas mperMyliecTBa M HEJOCTaTKH | Mpe3eHTa | KOHCIEKTa
padora. Pa3JIMYHBIX CHCTEM 3JIEKTPOHHOIO | LU Ixana
JOKyMEHT0000poTa,; ompoc OLICHUBAHUS
- HaBBIKAMHU MPHUMEHEHHUS] CHUCTEM JOKJa1a
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UIEKTPOHHOTO TOKYMEHTOO00pOTa Ixamna
B NIPAKTUYECKON AEATENEHOCTH; OLICHUBAHUS
- CIIOCOOHOCTBIO ompenensiTh npe3eHTaluu
IpeuMyIlecTBa M HEJOCTaTKU Ixamna
cUCTEM 3JIEKTPOHHOTO OLICHUBAHUS
JOKYMEHT0000poTa. orpoca
CIIK - 4 | IloporoBsiii | 1.Pabota Ha yueOHbIX 3HATH: KoHCHekT, | Ilkama
3aHSATHAX. - 0COOEHHOCTH | JIOKNa, OLICHUBAHUS
2.CamocrosTenbHas (YHKIIMOHUPOBAHUS CHCTEMBI | MPE3eHTa | KOHCIEKTa
pabora. ANIEKTPOHHOTO JOKYMEHTO000pOoTa | IHs [xara
B MB/I; onpoc OIICHUBAaHUS
- 3apyOeKHBIE M OTEYCCTBCHHBIC JoKIazna
CUCTEMBI 3JIIEKTPOHHOI'O Ixana
JOKYMEHT0000poTa. OLICHUBAHUS
Ymersn: MIpe3eHTalUN
- OpraHu3oBaTh paboTy MO 3alluTe lkana
nHpOpMaLUH B cucTeMax OLICHUBAHUS
3JIEKTPOHHOTO JOKYMEHT0000pOTa,; orpoca
- BBISIBIISTD poOIEMBI
rH()OPMaIMOHHON  0e30macHOCTH
IIPU MX 3KcIuTyaTtauuu B Poccuu.
[MponBunyt | 1.Pabora Ha y4eOHbIX| Biagerhb: KoHcnekT, | Illkana
BIN 3QHATUSIX. - MEXaHU3MaMH 3aIIUTHI | TOKJIA, OLICHUBAHMSI
2.CamocrosTenbHas 3JIEKTPOHHOTO JOKYMEHT0000pOTa; | Mpe3eHTa | KOHCIEKTa
pa0ora. - HaBbIKAMM [0 OpPraHM3aLUUHM U | LUA kana
3amMTe  TpaB  TpaXIaH — IIpH | OMpoc OLICHUBAHUS
MTOMOILA 3JIEKTPOHHOT'O JOKJIazna
JIOKYMEHT0000poTa. kana
OLICHHUBAHUSA
MIpe3eHTaluN
[xana
OLICHHUBAHUSA
orpoca
KoHcnekTsl 1ek1uil OLIeHUBAIOTCH:
Yposennb Kpurepun onennBanus Bannbl
OLICHUBAHUA
KOHCIIEKTHI IeKIui | B conmepkaHuu KOHCHIEKTOB COOJIOZeHA JIOTHKa 20

o temam 1-7

U3JI0’KEHUSI BOIIPOCOB TEMbI; MaTepHall U3JIOKEH B
MIOJTHOM 00beMe; BBIIETCHbI KIIOYEBblE MOMEHTHI
BOIpOCa MaTepuan M3J0KEH MOHITHBIM S3BIKOM;
(bopMynIbl HamUCaHbl YE€TKO M C MOSICHEHUSIMH;
CXeMbl, TaOnuIbl, TpaQuKu, PUCYHKU CHAOXKEHBI
MOSICHEHUSIMM ~ BBIIIOJTHEHBI B COOTBETCTBHM  C
MpeIbsABISIEMbIMA TPEOOBAHUSIMH;, K HUM JaHbl BCE
HEOOXO/IUMBIE TOSICHEHUS; IPHUBEACHBI IMPHUMEPHI,

HITIOCTPUPYIOINIUE KITHOYCBBIC MOMCHTEI TCMBI.

11
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B comepxaHWMM  KOHCIEKTOB HE  COOMIOAEH 10
JUTEPATypPHBIA CTUIb M3JI0XKEHUS, MPOCICKUBACTCS
HESICHOCTD u HEUYETKOCTh U3JI0KEHUS,
WUTIOCTPAIIMOHHBIE TPUMEpPhl TMPUBEACHBI HE B
II0JIHOM 00BbEME.
KoHcnekTsl cocTaBieHbl HEOPEKHO U HErpamMOTHO, )
UMEIOTCS ~ HApyWICHWs  JIOTMKH  W3JI0XKCHUS
MaTepuaia TeM, He IPUBEICHbl WILTIOCTPAlMOHHbIE
IPUMEpPbI, HE BBIACICHB KIIOYEBHIE MOMEHTHI
TEMBI.
KoHcnekTsl 0TCyTCTBYIOT 0
Omnpoc oueHuBaeTcs:
YpoBeHb Kpurtepun ouennBanus bajuibl
OlleHUBAHMS
orpoc CB00OHOE BlIaICHUE MaTEpPUAIIOM 20
JlocTarodHoe ycBOSHHE MaTepraa 10
[ToBepxHOCTHOE YCBOCGHUE MaTepuana 5
HeynoBnerBopurensHOE YCBOSHUE MaTepraa 0
[IIxana oneHNBaHUA A0KJIAAA
Kpurtepuu onennBanus MaxkcumainbHoe
KOJINYeCTBO
0a/1J10B
CopneprkaHue OKJIaJa COOTBETCTBYET €ro Ha3BaHuio. Jlokmam opopmiieH B 20
COOTBETCTBUM C TpeOOBaHMAMU. B TEKCT€ TMOJHOCTBIO PAaCKPBITHI
KJIIOYEBBIE  aCIMEKThI TMPOOJIEMBI, COJEPKHUTCS CIUCOK JINTEPaTypHI.
CryneHT XOpolIo OpUEHTUpPYeTCsl B TEKCTe JOKJa/la U paccMaTpUBaeMon
npobJeme, CaMOCTOSITEIbHO OTBEYAeT Ha BOIIPOCHI, HE MOJIB3YSICh TEKCTOM
JIOKJIa/la WiK npuberas K HEMy B MUHUMAJIbHOM 00beMe, UILTIOCTPUPYET]
CBOW OTBET TMPAKTHYECKMMH TpUMEpaMH, JelaeT HeOoOXOIIMMbIe
000CHOBAHHBIEBBIBO/IBI.
CopepxaHue 10K1a/la COOTBETCTBYET ero Ha3BaHuio. J{okmnan opopmiieH B 10
COOTBETCTBUM C TPeOOBaHUSAMH. B TEKCTe pacKphITHl KIIOYEBBIE ACHIEKTHI
pOOIEMBI, COIEPIKUTCS CIUCOK JHUTEpaTypbl. CTYACHT OPHEHTUPYETCS B
TEKCTe JJOKJIaa U paccMaTpuBaeMoi mpobieme, OTBEYaeT Ha BOIPOCHI,
MOJIB3YSCh TEKCTOM JIOKJIaJa, AejaeT HE0OXOAUMBbIE BBIBOJIBI.
ConeprkaHue J0KJIaa COOTBETCTBYET ero HazBaHuIo. Jlokian odhopmiieH 5

B COOTBETCTBUU C TpeOOBAaHUSIMH, COJIEPKUT CIHCOK JIUTEPATYpHI.
CTylleHT OTBEYaeT Ha BOIPOCHI, MOJB3YSICh TEKCTOM JOKJIaJa, JEJIaeT
HeoOXoauMble OOOCHOBAaHHBIE BBIBOABI MPH  YCIOBHUH  OKa3aHUS
HaBOANIEeH TOMOIIH.

12
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CopepxaHue JOKJIaga HE COOTBETCTBYET €ro Ha3BaHHUIO, HeE
packpblBaeT  paccMarpuBaemblii  Bompoc.  OdopmiieHue — He
COOTBETCTBYET HEOOXOAMMBIM TpeOoBaHUAM. B TekcTe pokiana
CTYICHT HE OpUEHTHpPYETCs, HE MOXeT JaTh HEeO0OXOAUMBIX
Pa3bACHEHUM 110 TEKCTY.

IIxkaja oneHUBAHUS MPE3eHTALNHU

Kpurepun oueHuBanus

MakcumaabHoe
KOJIMYECTBO
0aJ110B

COI[ep)KaHI/IC COOTBCTCTBYIOT IMOCTABJICHHBIM LCJIN W 3a1a4aM, U3JIOKCHUC
Marcepuajia OTIMYaCTCAd JIOTUYHOCTBIO H CMBICIIOBOM 3aBCPUICHHOCTLIO,
CTYACHT IIO0Ka3all BJI1aACHHUC MaTcpuajioM, YMCEHUC 4Y€TKO,
APTrYMCHTUPOBAHO MW KOPPCEKTHO OTBCYATHL HA IMOCTABJICHHBIC BOIIPOCHI,
OTCTaI/IBaTLCO6CTBeHHy10 TOYKY 3pCHUA.

20

CoaepxaHue Mpe3eHTaluud HEJOCTATOYHO IOJHO PACKPBIBAET LEIU U
3a/laud TEMbI, paboTa BBHIMOJHEHA HAa HEJOCTAaTOYHO IIMPOKON Oaze
UCTOYHUKOB W HE YYHUTHIBAET HOBEHINNE TOCTHKEHHS, H3JI0KEHHUE
Marcpuajia HOCUT NPCUMYIICCTBCHHO onyrcaTeIbHbBIN XapaKkTep, CTYACHT
MoKa3ajd JOCTaTOYHO YBEPEHHOE BIAJCHHE MaTepuajoM, OJHAKO
HEJI0OCTAaTOYHOE YMEHHE Y€TKO, apryMEHTHPOBAHO U KOPPEKTHO OTBEYATh
Ha MOCTaBJICHHBIE BOPOCH! M OTCTAaUBaTh COOCTBEHHYIO TOUKY 3pEHUSI.

10

I/I36paHHOI>'I TEMBI, HC COOTBETCTBYCT INOJITHOCTBHIO ITOCTABJICHHBIM 3aJavaM,

IMO3UIMION OTBCYATHL HAa BONIPOCEHI.

ConepkaHue TMpe3eHTAIMd HE OTpakaeT OCOOCHHOCTH MPOOJIEMATHUKH]

0a3a UCTOYHHMKOB sIBIsiETCS (PparMEHTApHOM M HE MO3BOJSET KauyeCTBEHHO
pelnTh BCe IOCTaBIEHHblE B paboTe 3agadd, paboTa HE YUYUTHIBACT
HOBEHIlINE JOCTMXKEHHsI HCTOpHOorpaduu  TEeMbl, CTYAEHT IOKa3all
HEYBEPEHHOE BJIAZICHHE MaTepualioM, HEyMEHHME OTCTauBaTh COOCTBEHHYIO

PabGora He MeeT TOrHUHOU CTPYKTYPBI, COACPKAaHNC pa6OTLI B OCHOBHOM
HE COOTBCTCTBYCT TCMC, 0a3a HCTOYHHUKOB pa60TBI SIBJISIETCA HEIOCTAaTOYHOM
AJi1 pCHICHUA TMOCTABJICHHBIX 3ajJiad, CTYACHT IIOKa3ajl HCYBCPCHHOC
BJIaJACHUC MaTcpualioM, HCYMCHHC (bOpMy.III/IpOBaTL CO6CTBCHHyIO
ITO3HUIIHIO.

5.3. TumoBble KOHTPOJILHBbIE 3aJaHHsl, HeOOXOAUMMbIE [JI OIEHKH 3HAHMHA, YMEHHIi,
HABBIKOB M (WJIH) ONBITA JAeATEJbHOCTH, XapaKTepU3yHMX 3Tanbl (oOpMUPOBAHUS

KOMIIETEHIHI B IIpoLecce 0CBOEHHs 00pa30BaTe/IbHOM POrpaMMBl.

IIpumepHBIe BOPOCHI VIS ONIPOca

1. KakoBbl OCHOBHBIE I W 3aJa4d aBTOMATHU3UPOBAHHOTO JIOKYMEHTOOOOpOTa Ha

IpeaIpUATHH?
Ha3zoBute ocHOBHBIE (DOPMBI JOKYMEHTOB Ha MPEIIPUATHH
3. B uem pasHuma Mexay nepeBojoM U nepemMerieHuem?

o
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10.
11.
12.
13.
14.
15.

16.

14

KakoBo »s¢¢extuBHOE coyeTaHHE BJIEMEHTOB AJIEKTPOHHOIO U TPaIUIMOHHOTO
JTOKyMeHTOoOoOopoTa?

HazoBute ¢opmarsl U1t CO3AaHUS M XPaHEHHS YJIEKTPOHHBIX JOKYMEHTOB

Bo3moxkeH 11 BBOJI HECKOJIBKUX OpraHu3aluii B mporpammy?

[TonaTue 1OKyMeHTa, JOKYMEHTOO00POTa U MOTOKA JOKYMEHTOB.

JlokymeHT B uWH(pOpManuOHHON cucTeMe. THmbl JOKYMEHTOB B HWH(OpPMAIMOHHOMN
cucreme: OyMaXHBIH JOKYMEHT, 00pa3 JOKyMEHTa, »JJCKTPOHHBIM JOKYMEHT,
CTPYKTYpUPOBAHHBIE IOKYMEHTHI.

Crenuduka IOKYMEHTa B CHCTEME DJJIEKTPOHHOTO JTOKyMEHTOoOopoTa. CII0XKHBIE
JOKYMEHTHI. JIOKYMEHT B A€NONPOU3BOCTBE.

JIOKyMEHT B CHCTEME DJEKTPOHHOTO J0KyMeHTooOoporta. Poxnenue. CraHOBICHHE.
[TyOnukanusi. ApXUBUpOBaHUE.

[Mommepkka  JKM3HEHHOTO  LUKJIAa B Pa3IMYHBIX ~ CHUCTEMax  DJIEKTPOHHOTO
JTOKyMeHToOOOopoTa. XpaHWIHILEe AaTpuOyTOB JOKYMEHTOB. XpaHWIHIIE CaMUX
JIOKYMEHTOB.

KaxoBbl kauecTBEHHBIE XapaKTEPUCTUKH CUCTEMBI?

KakoBbI OCHOBHBIE MpaBHIIa U MOPSAIOK HEHTPAITU3OBAHHOTO yueTa?

Lenu BHEeIpeHUSI SJEKTPOHHOTO TOKYMEHTO000pOTA.

Knaccudukanuss aBTOMAaTU3MPOBAHHBIX CHCTEM JEJIONPOU3BOJCTBA M DIIEKTPOHHOTO
JIOKyMEHTO000poTA.

Twurbl TeXHOIOTHI SJEKTPOHHOTO YIIPABICHUS TOKYMEHTAMHU.

IIpumepHbIe TEMbI Npe3eHTALUH

©CoOoNO O AW

12.

13.
14.

15.
16.
17.

Krnaccugukaiys 3neKTpoHHBIX TOKYMEHTOB.

CoBpeMeHHbIE TEXHMUYECKHE CpeJCTBAa M MporpaMMHOe oOecreyeHne OIHU(pPOBKH
OpPUTHMHAJIbHBIX JOKYMEHTOB.

CrannapTtsl oliMppoBKH (PU3HMUECKUX OPUTHHAIIOB JOKYMEHTOB.

OcHoBHbIe popMaThl (HaliIOB FTEKTPOHHBIX TOKYMEHTOB U UX KPAaTKOE OIUCAHHE.
OcHOBHBIE (OPMBI 3AIUTHI HIEKTPOHHBIX JOKYMEHTOB.

ABTOMaTH3UPOBAaHHbIE HH()OPMALIMOHHO-TTOMCKOBBIE CUCTEMBI.

Co3zanue KaTaJloroB U CIIPaBOYHUKOB I10 2JIEKTPOHHBIM JJOKYMEHTaM.

®opmbl pabOTHI OJIB30BATENEN C JIEKTPOHHBIMHU JOKYMEHTAMHU.

Oco6eHHOCTH MOATOTOBKM APXUBHBIX CIIPABOK, APXMBHBIX KOMUN M apXMBHBIX BBITHUCOK
Ha OCHOBE 3JIEKTPOHHBIX JOKYMEHTOB.

. TpeboBaHus K MyOIMKAIIMA APXUBHBIX JOKYMEHTOB.
11.

@®opMBbl UCTIOIB30BAaHUS JIEKTPOHHBIX JOKYMEHTOB IMpPH MyOJUKalUWK Ha OyMa)KHBIX U
AIIEKTPOHHBIX HOCUTEIISX.

Bos3moxaoctn MPUMEHCHUA DJICKTPOHHBIX JOKYMCHTOB B BKCHOSI/IHI/IOHHO-BBICT&BO‘—IHOﬁ
NEeSITETbHOCTH.

OneHka pa3BUTHA ChEpPbI ANEKTPOHHON JOKYMEHTAIIMHU B POCCUMCKUX apXUBaXx.
OCHOBHBIE PELICHHs] MEXAYHAPOIHBIX apXUBHBIX OPTraHU3alMi 110 OBOY 3JIEKTPOHHBIX
JTIOKYMEHTOB.

OcoGenHocTr padOTHI C 3JEKTPOHHBIMH JJOKyMeHTaMu B apxuBax CIIIA.

OcobeHHOCTH paboThI C 3JEKTPOHHBIMU JTOKYMEHTaMH B apXuBax cTpaH EBpombl.
ConmepkaHe ¥ OCHOBHBIC  33aJaddl  JOKYMCHTAIlMOHHOTO  COIPOBOXKICHUS
rOCyIapCTBEHHOI0 U MyHULIUIIAIIBHOTO YIIPABICHHUS.

14



18.

19.
20.

15

HopmaruBHasi mpaBoBasi M METOIMYECKas OCHOBA COBPEMEHHOrO HH(OPMAIMOHHO -
JIOKYMEHTAIMOHHOT0 00eCIIeueHHs yIIpaBJIeHUsI.

[MonsaTtus: nHPOPMALUIY «TOKYMEHTY, «TOKYMEHTHPOBAHUE.

CBs3b UH(OPMAIMK U TOKYMEHTA.

IIpumMepHbIe TeMbI I0KJIA10B

1.

CoNoORWN

10.
11.

MexayHapoaHblid JOKYMEHTOOOOPOT

CHUCTEeMBI AIEKTPOHHOTO JOKYMEHTO000pOTa

[Tpobnembl obecriedeHnst TOITMHHOCTH AIEKTPOHHON IIU(PPOBON MOANCH
[TpobGnembl BHEIPEHUS SIEKTPOHHOTO IOKYMEHTOO000pOTa

Obecneuenne 6e3omacHOCTH 1 3amuTa JoKymMeHToB Microsoft Office Word
Cucrema 3amutsl nHGopManuu B Poccuu

VYrpo3a nHpOPMAMOHHOM 0€30MMaCHOCTH OT BPEJIOHOCHBIX ITPOrPaMM
3amura HHPOPMAIIUU OT BPEIOHOCHBIX ITPOrPaMM

NudopmanronHoe HepaBeHCTBO, U(POBOE pasnencHue oOIecTBa, MHPOPMAIMOHHAS
O€HOCTb.

[TonuTuka 6e30nacHOCTH ¥ MHPOPMALIMOHHOM Oe3omacHocTu Poccun
WNudopmannoHHbIC PHCKH.

I[IpumepHBbIe BONPOCHI 115 3a4eTa

1.

2.

©oNe

11

12.

13.
14.
15.
16.

17.

[TonsiTie WMHPOPMAITMOHHO-KOMITBIOTEPHBIX — TEXHOJOTHH. TexHoIoruu  Cco3JaHws,
XpaHeHUsl, OOHOBJICHUS JOKYMEHTOB

[enu ucnospb30BaHMs COBPEMEHHBIX MHPOPMAIIMOHHBIX TEXHOJIOTHIA.

Crpareruu  HCHONB30BaHHUS  COBPEMEHHBIX  HMH(DOPMALIMOHHBIX  TEXHOJNOTUH B
YIPaABICHUYECKOMN AEATEIBHOCTH, UX MPEUMYILECTBA U HEIOCTATKHU.

TpeboBanus k cucreMaM aBTOMATHU3AIMU JEIONPON3BOACTBA.

YHupepcanbHble HTHHOPMAIIMOHHBIE TEXHOJIOTUM U MX TUIIOJIOTHUS TI0 OCHOBHBIM 3Taram
mpolecca JOKYMEHTOO0OpOTa M TUIOBBIM (PYHKIMSIM OPTaHU3AIIMIOHHOTO 00ecreYeHUs
yIpaBJICHHUS.

NudopmanroHHbie TEXHOJIOTHH MTOATOTOBKH JOKYMEHTOB.

NudopmaninoHHbIe TEXHOJIOTUU XpaHeHUsI HHPOPMAIIMKM U OPTaHU3AIUMHU JOCTyIa K HEH.
CereBble HH(POPMAIIMOHHBIE TEXHOIOTHH.

Tumnossie TEXHOJIOTUM KOMIUJIEKCHON aBTOMaTHU3alUHI JTOKYMEHTAIlMOHHOT'O
obecrieueHus yrpaBIeHUs.

. Ucnonb3oBaHKre aBTOMaTU3UPOBAHHBIX HHPOPMAIIMOHHBIX CUCTEM B YIIPABIICHUU.
. cnonp3oBaHne OTKPHITHIX (OPMATOB 3JIEKTPOHHBIX JIOKYMEHTOB M CBOOOJHOTO

MIPOTrpaMMHOTO 00eCTIeUeHU .

OnextpoHHbld oduc. CoBpeMeHHbIE MH()OPMAIIMOHHBIE TEXHOJIOTUH, HCIOJIb3yeMbIE B
JOKYMEHTAITMOHHOM O0ECTICUCHHUH yITPABIICHHUS.

CraHOBJIEeHHE U pa3BUTHE MOHATHUS «3JIEKTPOHHBIN JTOKYMEHTY.

[Tpobnema mpuaaHus IOPUANIECKON CHIIBI DJIEKTPOHHBIM JTOKYMEHTAM.

DJNEeKTPOHHBIA JOKYMEHTOOOOPOT U €ro OTJIMYME OT aBTOMATHU3aLIUH JIeTOIPOU3BOJICTBA.
HopmatuBHOEe  TpaBOBO€ M METOAMYECKOE  OOecreueHue  DIIEKTPOHHOTO
JIOKYMEHTO0000pOTa.

[TpoOnembl TpaTUIIMOHHBIX TEXHOJOTHH JOKYMEHTAIMOHHOTO 00ECIICUCeHUs YIIPaBICHUS
1 ux O6’beKTI/IBHLIe IIPpUYUHBI.
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[IpobnemMbl M TEPCHEKTHBBI PACIIMPEHUS HCIIOIB30BAHUS CHUCTEM aBTOMATH3alUU
JIeJIONIPOU3BO/ICTBA U IOKYMEHTO000pOTA.

Ku3HEeHHBI MK TpOrpaMMHOro obecneueHus MH(MOPMAIUMOHHOW CHUCTEMBI M €ro
cTpyKTypa. OCHOBHBIE, BCIIOMOTaTENIbHBIE U OPraHU3alMOHHBIE IIPOLIECCHI.

Mogenu >KM3HEHHOTO IMKJIAa MPOrpaMMHOrO OOeCTeyYeHHs: KacKaJaHas, IO3TaIHasd,
CIUpaJIbHasl.

OyHKIMOHANBHBIE Bo3MOKHOCTH Microsoft Office u ee mpuioskeHui.

Peanun3anus TMIIOBBIX 3aJa4 AEJIONPOU3BOACTBA HAa mpuMepe nakera MS Office.
OpraHu3anvoOHHbIE U TEXHUYECKHE MPOOIEMBI KOHTPOJIS 33 UCTIOJIHEHHEM JOKYMEHTOB.
Bo3MmokHOCTH peanu3any KOHTPOJIS UCIIOJIHEHHs JOKYMEeHTOB B cpenie MS Office.
Bo3MokHOCTH CO3/1aHMsI KOMITO3UIIMOHHBIX JOKYMEHTOB B cpene MS Office. [IpuHumn
CBSI3bIBaHUS U BCTpauBaHUs 00BEKTOB.

[IpuHIMNI TMHAMUYECKOro 0OMEeHa 1aHHBIMH.

Knaccugukanus 10KyMEHTOB U TOKyMEHTHOH MH(OpPMAIIH.

KnaccuukannoHHbie cXeMbl JOKYMEHTOB B OpTaHH3aIINH.

[IpumeHeHne OOIIEPOCCHMCKUX KIACCU(PHUKATOPOB TEXHUKO - SKOHOMHYECKOM U
COLMAIBbHOW HH(MOpMAIMM KaKk JJIEMEHT METOJUYECKOTO OOECIeYCHHS CHUCTEM
3JIEKTPOHHOTO JOKYMEHTO000pOTA.

B03M0OKHOCTH MCTIOIB30BaHMS COBPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOJIOTUH Ha pPa3HBIX
JTanax apXuBHOU PabOTHI.

JIOKYMEHTBI OpraHu3aluy, perJaMeHTHUPYIOIINE MIEKTPOHHBIN JOKYMEHTOO00POT.
XapakTepucTUKa aBTOMAaTU3MPOBAHHBIX TEXHOJOIHHM, HCIOJIb3YEMBIX B COBPEMEHHBIX
apXuBax.

CoBpeMEHHOE  COCTOSIHUE  POCCHMCKOrO  pbBIHKAa  NporpaMMm  aBTOMAaTU3ALMH
JIOKYMEHTAIlMOHHOT'0 00ecreueH s yIpaBIeHUsl.

BHezapenue cucteM 3JeKTPOHHOTO IOKYyMEHTO000poTa.

Tennenuun pa3BUTHA MH(}OPMaLMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOT U,
UCTIOJIb3YEMBIX B cepe JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIIPABICHHUSL.
Perucrpanmonnas kapra JnokymeHTa. Ha3HaueHue M BO3MOXHOCTH HCIOJIb30BAHUS.
Peanu3zanust KOHTPOJIS UCTIOIHEHUS IOKYMEHTOB Ha 0a3e perucTpalMoHHBIX KapT.
[IpoexTupoBanue u co3zganue 6a3bl TaHHBIX B cpere MS Access.

ITpumMepHBIii cocTaB U CTPYKTypa KiaccupukaTopoB. Vcnonab3oBaHue Ki1acCH(PUKATOPOB
IIPU 3aM0JIHEHUN TabIuLL.

Bo3MokHOCTH pa3pabOTKKM THUIOBBIX 3alpocoB Uil 0TOOpa JTOKYMEHTOB M KOHTPOJIS
UCTIONHEHUS B cpene MS Access.

HopMaTuBHO-IpaBOBBIE aKThI, PETTIAMEHTHPYIOIIMX IIPOLECCH BHEAPEHUS U HCIIOIb30Ba-
HUSl ”HPOPMAITMOHHBIX TEXHOJIOTHM B TOKYMEHTAllMOHHOM O0ECII€UeHUH YIIPaBICHHUS.
HopMaTuBHO-MeTOAMUYECKHE TOKYMEHTBI, PETTIAMEHTUPYIOLINX IPOLECCHl BHEAPEHUS U
UCIIOJIb30BaHUsl MH(POPMAIIMOHHBIX TEXHOJIOTUH B JIOKYMEHTAI[MOHHOM 00ecreyeHun
yIpaBIEHUS.

Cucrtema 3JIEKTPOHHOTO JOKYMEHT0000poTa «Jleno». XapakTepuCTHKH M OCHOBHBIE
BO3MO>KHOCTH.

Benymme koMnaHMM-pa3paOOTUYMKKU TMPOTPAMMHBIX TMPOAYKTOB Ul OpraHU3aluu
AaBTOMATHU3UPOBAHHOW PabOTHI C IOKYMEHTAMHU B OpraHU3aI1H.

Bo3MokHBIE Cdepbl HCMONB30BaHUS COBPEMEHHBIX HMH()OPMAIMOHHBIX TEXHOJOTHH B
JOKYMEHTAIMOHHOM OO€CTIEUeHUH YIPABIICHUS.

3akoHonaTenbHas 0a3a, periiaMeHTHpYIOUIast MPOLECcChl BHEAPEHUS M HCIOJIb30BAHUS
MH(POPMALMOHHBIX TEXHOJIOTUH B TOKYMEHTALIUOHHOM 00€CIICYEHUH YIIPaBICHUS.
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46. Llenu 1 3a7a4n BHEIPEHUS HJIEKTPOHHOTO TOKYyMEHTO000pOTa B OPraHU3aIHsIX.

47.MecTO CHCTEMBI 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa B CHCTEME HH()OPMALMOHHOTO
oOecrnieueHns yIpaBieHUsl OpraHu3alyH.

48. TexHonorust 6a3 TaHHBIX B AJIEKTPOHHOM JIOKYMEHTOOOOPOTE: Ha3HAUCHUE CO/AEpIKAHUE,
MECTO.

49. DnexTpoHHbIN oduc. bazoBbie HHPOPMAIIMOHHBIE TEXHOJIOTUU, UCIIOJIb3YyEMBIE TPU €TI0
CO3aHHH.

OLICHUBAHUSI 3HAHMI,
Tanbl (pOPMUPOBAHUS

5.4 MeroanuecKkue MaTepUaJibl, ONpeleJsioNe MPOoLeayPbl
YMeHHil, HABBIKOB M ONbITA JeSTEJbHOCTH, XaPAKTEPU3YIOIIMX
KOMIIETEeHIINH.

Pacnpeneueﬂue 0aJ1J10B O BUAAM paﬁoT:

BHJI pa00ThI KOJI-BO 0aJ1710B (MakcHMaJIbHOE
3HAYeHue)
KOHCHEKTHI JIEKIUH 1o Temam 1-7 20
OIIpocC 20
MIPE3CHTAIHS 20
JOKJIaz 20
3auer 20
IkaJia oneHNBAHUA 324ETA
Kpurepuii onenuBanus Bansl
ITonHelli ¥ TpaBUIBHBIM OTBET HAa TEOPETUYECKUU 20
BOIIPOC; MOJHOE U MPAaBUIILHOE pPELICHUE 3aJa4H.
Teopernyecknii BOIPOC U3JI0KEH JOCTATOYHO; 3a7a49a 10
pelleHa Npy He3HAYUTEIbHBIX OIINOKaX.
Teopernuecknii BONPOC H3JIOKEH HEIOJHO; 3a/1aya) 3)
peleHa He MOJIHOCTBIO JIN0O C CYIIECTBEHHBIMU OIMOKa-
MHU.
Teopernueckuit BOIpoc U3MI0KEH III0XO0 UITH € TPYOBIMU 0
omuOKamMu; 3a7a4a He pelIeHa.

Hrorosas mkajia BLICTABJIE€HH OLIEHKH 10 AMCIHILINHE.

OmneHka 3a 3auem BBICTaBIAETCS C YYETOM BCeX BUAOB PabOT, OCYLIECTBICHHBIX
CTYJEHTOM IpH OCBOCHUHM JUCHUIUIMHBI (MOAYJSI), B TOM 4YHCIE IOCEIAaeMOCTh
CTYJCHTOM JIEKIIMOHHBIX 3aHATHH, BBIIOJIHEHUE paboT, 33aJaBaeMbIX K MPAKTUYECKHM
3aHATHSM, BBINIOJHEHHE KOHTPOJIb- HOM pabOThI U MpoUee.

OueHka 1o 5-0aIpHON cUcTEME DK3aMe- o
Ha Ouenka o 100-0ayu1pHO cucTteme
3a4meHo 41 — 100
He 3aymeno 0-40

6. YYHEBHO-METOANYECKOE U PECYPCHOE OBECIHHEYEHHME JUCLHHUIIJINHbBI

6.1 OcHoBHas iMTEpaTypa:
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1. DNEeKTPOHHBIA JTOKYMEHTOOOOpOT U obecredyeHrne O€30MacHOCTH CTaHIAPTHBIMU
cpeactBa- mu WINDOWS : yueOHoe mocobue / JLM. Epmoxkumona, B.B. Kopsokun, A.H.
[Meiiekun, O.I'. IIBeukoBa. - Mocksa : KYPC, 2019. - 296 c. - ISBN 978-5-906923-24-0. -
Tekcr : anextponnsiii. - URL: https://znanium.com/catalog/product/1001864

2. Kabamos, C. ). DnekTpoHHOE NPAaBUTEIBCTBO. IDJICKTPOHHBIA JOKYMEHTOOOOPOT.
Tepmu- Hbl U ompeneneHus : ydedHoe nocooue / C.JO. Kabamos. — Mocksa : UHOPA-M,
2021. — 320 c. — (Bsicmiee obOpa3oBanue: bakanaspuar). - ISBN 978-5-16-006835-0. - Tekcr :
snexkrpounsiii. - URL: https://znanium.com/catalog/product/1132150

3. Kondunenmnuansaoe JIEJIOTIPOU3BOJICTBO u 3aIUIIICHHBIN ANEKTPOHHBIN
nokymeHToobopot : yueObnuk / H. H. Kynses, A. C. Jémymxkun, T. B. Konapamona, A. T
®abpuynoB ; mox oour. pexn. H. H. Kynsesa. - 2-e uzn., nepepa0. u gom. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas yHuBepcuterckas Oubnuoreka). - ISBN 978-5-98704-711-8. - Tekcr :
anekTpoH- Helid. - URL: https://znanium.com/catalog/product/1212394

6.2. JlonosiHuTEIbHASA JUTEpATypa:

1. Pomanos, JI. A. IlpaBna 006 anekTpoHHOM AokyMeHTooOopote / PomanoB JI.A., Mibuna
T.H., JlJorunosa A.1O., - 2-e u3z., (311.) - Mocksa :JIMK Ilpecc, 2018. - 222 c.
2. Kabamos, C. 0. DnekTpoHHOE TPaBHUTEIBCTBO. IJICKTPOHHBIA JOKYMEHTOOOOPOT.

Tepmu- Hbl U omnpenenenus : yaedHoe nmocobue / C.}O. Kabamos. — Mocksa : UHOPA-M,
2021. — 320 c. — (Bsicmiee obpa3oBanue: bakanaspuar). - ISBN 978-5-16-006835-0. - Teker :
snekrpounsiid. - URL: https://znanium.com/catalog/product/1132150

6.3 Pecypcbl ”HpOPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH «AHTEepHEeT»

1) http://www.ksrf.ru
2) wwwe.arbitr.ru
3) http://www.vsrf.ru

7. METOAUYECKHUE YKA3ZAHUSA 11O OCBOEHUIO JTUCHUIIJINHBI
1. Metoauueckue peKOMEHAALNH 110 MOATOTOBKE K MPAKTUUECKUM 3aHIATUSM.
2. Meroauyeckre peKOMEHAINHN TI0 OPTaHU3AIH CaMOCTOSATEIIEHOW PabOTHI MO
JTUCLUTUIMHAM.

8. HH®OPMAIIMOHHBIE TEXHOJOI'MA JJIA OCYUIECTBJIEHUA
OBPA3OBATEJIBHOI'O ITPOLIECCA IO JUCIHHUAIIJIMHE

JInneH3noHHOe NporpaMMHoe odecrevyeHue:

Microsoft Windows

Microsoft Office

Kaspersky Endpoint Security

HNHpopmManMoHHBIE CIPABOYHbIEC CHCTEMBbI:
Cucrema 'APAHT
Cucrema «KoncynpranTllimoc»

[Tpodeccnonanbabie 6a3bl JTaHHBIX
fgosvo.ru — Iopran PenepaibHBIX TOCYIAPCTBEHHBIX 00pa30BaTEAbHBIX CTAHAAPTOB BBICIIETO

00pasoBaHus
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http://fgosvo.ru/
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pravo.gov.ru - OdunuanbHbId HHTEPHET-IOPTAJ IIPABOBOM HHGOPMAIH
www.edu.ru — ®enepanbHblii mopran Poccuiickoe 06pa3oBaHue

CB000OHO pacpocTpaHsieMoe TPOrpaMMHOE OOecTieueHre, B TOM YHCIIe OTEYECTBEHHOTO
IIPOU3BOJICTBA

OMC Ilneep (nnst Bocripon3BeieHUsI DIEKTPOHHBIX YUeOHbIX Momyiieit)

7-zip

Google Chrome

9. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHUE JUCHUITJIMHBI

MarepuanbHO-TEXHUUECKOE 00eCTIeUeHNE TUCLUIUIMHBI BKIIOYAeT B ce0sl:

- yyeOHble ayAUTOPUH JUIS IPOBEAECHUS YU€OHbIX 3aHATHUH, OCHAILIEHHbIE 000pYI0BAHUEM
U TEXHUYECKUMHU CpEACTBAMU OOydYeHHs: y4eOHOM MeOelblo, JOCKOM, JEeMOHCTPAIIMOHHBIM
000py10BaHUEM, IEPCOHATIBHBIMU KOMIIBIOTEPAMU, TPOECKTOPOM;

- TIOMEIICHUS JUIsI CaMOCTOSITENIbHOW pabOThl, OCHALICHHBIE KOMITBIOTEPHON TEXHUKOH C
BO3MOXKHOCTBIO MOAKIIOUEHHEM K ceTu «VHTepHeT» U obecredyeHueM JOCTyIa K 3JIeKTPOHHOH
UH(POPMALMOHHO-00Pa30BaTEILHON Cpee.
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