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BBEJAEHUE

Pabouas nmporpamMMa AUCHUIUIMHBI SBJSIETCS YaCThI0 OCHOBHOM PO eCcCHOHATBLHOM
00pa3oBaTeNbHON IPOTPaMMBI BBICILIETO 00pa30BaHus - MPOrpaMMbl OakagaBpuaTa, pa3paboTaHHON B
coorsercTBuu ¢ PI'OC BO

oIoC BO

®DenepanbHbIi rOCyJapCTBEHHBIN 00pa30BaTeIbHbIN CTAaHIAPT BBICHIETO 00pa30BaHUs
- OakaJiaBpuar 1o HampasieHuto moArotToBku 38.03.02 MenemxMeHT (Ipukas
Muno6puayku Poccun ot 12.08.2020 r. Ne 970)

I1C

1. HEJIb OCBOEHMSA N CHUIIJINHBI

Lenbr0 OCBOSHMSI JUCHUIUIMHBI SBISIETCS (POPMUPOBAHKE Y CTYACHTOB TEOPETUYECKUX 3HAHUN U
NPAaKTUYECKUX YMEHHUI NPU U3y4eHUH (POPM H COJICPIKAHUS YIIPABICHUYECKUX TOKYMEHTOB, CUCTEM
JOKYMEHTAIMH, a TAKXKE U3Y4CHHUE IBHKCHUS JOKYMEHTOB B OPTaHHU3ALIUN.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII

JlucuunianHa OTHOCUTCS K BApUATUBHOM YacTy yueOHOTO TIaHa.

3. OBBbEM JUCHHUIIVINHBI

Yacos
KonrakrtHas pabora .(1o y4.3aH.)
- CamocrosTens
paKTHYEeCKHe Hast paborTa
[IpomexyTouHslif KOHTPONb | Beero 3a 3aHATHS, B TOM UHCIIE 3.e.
BKJIFOYAsT
cemectp | Beero | Jlekiuu MOTOTOBKA
KypcoBoc KOHTpOJ'IbeIX u
MPOCKTHUPOBAHH KyPCOBBIX
e
Cemectp 3
3auer | 72 [ 20 | 8 | 12 | 48 E

4.1IJTAHUPYEMBIE PE3YJIbTATBI OCBOEHMUS OIIOII

B pesynbrate ocBoenust OIIOII y BeImycKHHKa TOIAKHBI ObITH COPMUPOBAHBI KOMIIETEHIINH,
ycraHoBieHHble B cooTBeTcTBHH PI'OC BO.
[Ipodeccuonansubie kommereHuu (I1K)

HIudp 1 HaumeHOBaHUE
KOMIIETCHIIUU

Nuaukatopel JOCTHXEHUST KOMIIETCHITUN

UH(OPMAaIMOHHO-aHATUTHYECKU I

[1IK-2 JlokyMeHTHpOBaHHE N/-1.IIK-2 3nats:

pouecca yupaBJIeHUs JloxanpHbIE HOPMATUBHBIE aKTHI IO YIPABICHUIO PUCKAMH B OPraHU3aLAN
pUCKaMu U KOPPEKTUPOBKA (TTOMUTUKH, IPOLIEYPHI, PE-TJIAMEHTHI, METOJTUKH OLICHKH PUCKOB)
pPEECTpOB PUCKOB B PaMKax Peectp puckoB, kapTa pUCKOB, IUIAHBI MEPOTIPUATHI U KOHTPOJIbHBIE

OTIENBHBIX OM3HEC-

IPOIIECCOB U

(GyHKIIMOHAIBHBIX

HalnpaBJICHUN

MpOoLEeAYpHI I10 pUCKAM

[IpuHIUITBI TOCTPOEHUS peecTpa PUCKOB, KAPThl PUCKOB
TpebGoBanus kK 00eCIeUeHNI0 COXPaHEHHUsI KOMMEPUECKOM TailHbI
HopMbl KOpHOpaTHBHOTO yIPaBICHUS U KOPIOPATHBHOM KYJIbTYPHI




[1K-2 JIokymMeHTHpOBaHHE NJI-2.11K-2 YmeTs:

mpoiiecca yrnpaBieHUs AHaMM3UPOBATh U KJIACCUPHUITUPOBATH OOJIBIION 00beM HHPOPMAITHH
pHCKaMUu ¥ KOPPEKTHUPOBKa Hcnonw3oBarh mporpaMMHoe obecrieueHue it padoThl ¢ nHopMaren
pPEeCTpOB PUCKOB B paMKax (TekcroBble, rpaduvecKue, TAOIMYHbBIC U AHATTUTHYCCKHE TTPUIIOKCHHS,
OTJIENLHBIX OU3HEC- MPUIIOKECHHUS JJ1s1 BU3YaIbHOTO TPE/ICTABICHUS IaHHBIX) HA YPOBHE
IPOIIECCOB U OIIBITHOTO TMOJIb30BATEIIS

(GYHKIIMOHATBHBIX Hcnonp30BaTh IPUHIIMITEI TOCTPOSHUS KAPTHI PUCKOB M PEECTPa PUCKOB
HarpaBJICHUH CocCTaBisTh OTYETHI M CUCTEMATH3UPOBATh HH(POPMAIIUIO

N-3.11K-2 MeTh npakTUYECKUH OIBIT:

C6op, cucremMaTH3alys, aHaJIN3 HHPOPMAIIUHN O PEATU30BABIINXCS PHCKAX
(craTucTHKA PeaTu30BaBITUXCS COOBITHIA)

KoHnconupanus napopmanuu no BCeM pUcKaM B 30HE CBOEH
OTBETCTBEHHOCTHU B €JIMHBIN peecTp U KOPPEKTHUPOBKA peecTpa B Ipolecce
HX U3MEHEHUI

AKTyanu3anus KapTbl pUCKOB, PEECTpa PUCKOB, IIJIaHa MEPONIPUATUH IO
YIIPaBJICHUIO PUCKAMU

Wnentudukanus u perucrpanus npo0ieM, Kacatoluxcs yrpaBIeHHs
pUCKamMH

JIOKyMEeHTUpOBaHKE IpolLiecca YIPaBICHHs B Ype3BbIUANHBIX U KPU3HCHBIX
CUTYyallUsAX KaK 4acTbh IIpOLecca yIpaBIeHUs pUCKaMU

5. TEMATHYECKHWM ILUIAH

Yacos

KonTakTHas pabora (10 y4.3aH.)

KonTtpons
Tema Bceero Camocr. p
HaunmeHoBaHHe TeMBI IpakTruec CaMOCTOSITEIbH
4acoB Jlabopatop pabota N
Jlexuun KHe oif paboThI
HbIE
3QHATHS
Cemectp 3 638

OCHOBHBIE OHATHSI 3JIEKTPOHHOTO
Tema 1. | HokyMeHTO060pOTa. OCHOBHBIE KOHIIETIIIUH 13 1 2 10
6e30yMaXXHON TEXHOJIOTUHU YIPABICHUS

OpraHmaum{ JAOKYMCHTAIIMOHHOT'O

Tema 2. 13 1 2 10
o0ecrieyeHus yrpaBieHus B OpraHu3aluu

Tema 3. Opranu3zanus 3JIeKTPOHHON CUCTEMBI 14 5 9 10
yIpaBiIeHUs JOKYMEHTO0O0POTOM

Tema 4. Cucrema yrnpaBieHUs AIEKTPOHHBIMU 21 5 5 14
JOKYMEHTaMu

Tema 5. 3amra HHPOPMALIUU B CUCTEMAX 7 5 1 4
AJIEKTPOHHOTO JOKYMEHTA

6. ®OPMBbI TEKYIIIEI'O KOHTPOJISI 1 TIPOMEKYTOYHOM ATTECTAIIUA
HIKAJIBI ONEHUBAHUSA
Paznen/Tema Brx ouerouroro Onucanue OLEHOYHOr0 CPEACTBA Kpurepn
CpeacTBa OLICHUBAHMS

Texymmit koaTpOas (IIpunoxenue 4)




Tect (Ilpunoxxenue

Cucrema CTaHAApPTU30BAHHbIX 33,HaHHI>i,

10 6amoB - 3a
Hanuune 80%
MPABIIILHBIX
OTBETOB Ha
TECTOBBIE 3aIaHUS;

7 6aiioB - 3a
Hamuune 70%
MPaBUIIBLHBIX
OTBETOB Ha
TECTOBBIE 3aIaHU;

5 Oayu - 3a HAJIMYue

Tema 1 2) MO3BOJISIONIAs aBTOMATHU3UPOBATH MPOLIEAYPY 50% mpaBUIBHBIX
M3MEpEHHs YPOBHS 3HAHUM 00y4daroIerocs OTBETOB Ha
TECTOBBIC 3aJ[aHMS;
3 6anna - 3a
Hamaue 40%
MIPABHIILHBIX
OTBETOB Ha
TECTOBBIE 3aJJaHUS;
1 Gann - 3a HanM4Ke
30% mpaBHIIBHBIX
OTBETOB Ha
TECTOBBIE 3aJaHMUS.
3ananus penpoyKTUBHOTO YPOBHS,
MO3BOJISIOIINE OLIEHUBATh U IMaTHOCTUPOBATH
3HaHue (aKTUYECKOro MaTtepuaia (6a3oBbie
Pa3znoypoBHeBbIE [IpaBunbHOCTH
MOHSITHSI, AITOPUTMBI, (DAKTHI) U YMEHHE
Tema 2 3aJa49d U 3aJIaHUS BEINIOJTHEHUS
MPAaBUIIBHO HCIIOIB30BATh CIICIIUATbHbBIC .
(ITpunoxenue 4) 3a1aHU I
TEPMHHBI U TIOHATHUS, Y3HaBaHUE O0BEKTOB
M3Yy4YeHUs B paMKax ONpPeIeNIEHHOTO pa3/ena
JUCITUTUTAHBL.
3aiaHus PerpoTyKTHBHOTO YPOBHS,
MTO3BOJISIONINE OIEHUBATh U TUATHOCTUPOBATH
3HaHWE (paKTHUeCcKoro Marepuaina (6a3oBbie
Pa3znoypoBHEBbIE [IpaBunpHOCTB
MOHSTHSI, AITOPUTMBI, (DAKTHI) U YMEHHE
Tema 3 3a/laud U 3aJIaHus BBITIOJTHEHUS
MIPaBUIILHO MCTIOIB30BaTh CIICIIHATBHBIC .
(ITpunoxenue 4) 3a1aHU I
TEPMHHBI U TIOHATHS, Y3HaBaHUE 00BEKTOB
M3Yy4YEeHUs B paMKax OMPEEICHHOTO pa3enna
JACITUTUTAHBI,
3aiaHus PerpoIyKTHBHOTO YPOBHS,
MTO3BOJISIOIINE OIEHUBATh U TUATHOCTUPOBATH
3HaHWE (aKTHUeCcKoro Marepuaia (6a3oBbie
Pa3znoypoBHeBbIE [IpaBunpHOCTB
MOHSTHS, AITOPUTMBI, (DAKTHI) U YMECHHUE
Tewma 4 3a/la4ud U 3aJIaHus BBITIOJTHEHUS
MPABWJIBHO HCIIOIb30BATh ClIELUATbHbIE .
(ITpunoxxenue 4) 3aJaHuI

TEPMHHBI U MIOHATHUS, Y3HaBaHHE OOBEKTOB
M3YYEHHUS B paMKaX ONpPEEICHHOTO pa3iena
JCIUTIAHBL.




Kpatkoe n3noxxenue B MMCbMEHHOM BU/IE ITomxoTta

Pedepar MOMY4EHHBIX PE3YITATOB TEOPETHIECKOTO 1 PacKpBITUS TEMBI U
Tema 5 (Tptoserue 4) MPaKTHYECKOTO aHATN32 ONPEIEIICHHON TEMEL, B riryouHa OCBOCHNA
paMKax KOTOpOil aBTOp pacKpbIBAET CYTh HOHSITUHHOTO
UccIeyeMoil mpoOaemMbl anmnapara.

[IpomexxyTounsiii KOHTpoJIb ([Ipunoxenue 5)

3amaHus pernpoyKTUBHOTO YPOBHS,
MO3BOJISIONINE OIEHUBATH U IMAaTHOCTUPOBATH
3HaHHWE (paKTHUECKOro Marepuaia (6a3oBbie

[IpaBunbpHOCTD
Bonpocs 1is MOHSTHSI, AITOPUTMBI, (DAKTHI) U YMEHHE
3 cemectp (3a) BBITIOJIHEHUS
3ayeTa MIPABWJIHO KCIIOB30BATh CIIELUATbHbBIC .
3a/laHui

TEPMUHBI ¥ TIOHATHSI, y3HaBaHUE O0BEKTOB
M3yYEHUS B paMKax ONPEACICHHOTO pa3elia
JYCHUIMIINHEL

OIIUCAHMUE IKAJI OUEHUBAHUSA

[Tokazarens ouenku ocBoenus OIIOII popmupyercs Ha OCHOBE 0ObEIUHEHUS TEKYLIEH U
IIPOMEXKYTOUYHOM aTTeCTalli 00Yy4aroIerocs.

[TokaszaTens pedTHHra 110 KaXJ10M JUCLUIIIIMHE BBIPAKAETCA B IPOLEHTAX, KOTOPBIA ITOKA3bIBAET
YPOBEHb IIOJIFOTOBKU CTYJEHTA.

Texymias arrecranus. Mcnons3yercs 100-0amibHas cuctema onenuBanus. OueHka padoTsl
CTYJEHTa B TEYEHUH CEMECTPa OCYIIECTBIIETCS IIPENoAaBaTesieM B COOTBETCTBUH € pa3pabOTaHHON UM
CHCTEMOM OLIEHKH y4eOHBIX TOCTHKEHUH B Ipoliecce 00yUSHHS 10 JAaHHOH JUCIUTUIHHE.

B pabouux nporpamMmmax JUCIUIUIMH U MPAKTUK 3aKPEIJICHbI BUJIbI TEKYIIEH aTTECTAllUH,
IUTAHUPYEMBIE Pe3YJIbTaThl KOHTPOJIbHBIX MEPONPUATUI U KPUTEPUH OLICHKU Y4EOHBIN TOCTUKEHUH.

B Teuenue cemecTpa npenogaBaTesieM IPOBOJANUTCSA HE MEHEE 3-X KOHTPOJIbHBIX MEPOIPUITHIH, 1O
OILICHKE JEATEIbHOCTH CTYAEHTA. ECIIM MoCemenus 3aHsITHI 0 JUCHUIIIMHE BKIIFOUYECHBI B PEUTHHT, TO
JaHHBIN TTOKa3aTesb cocTaBisieT He Oosiee 20% 0T MakCUMAaJIbHOTO KOJMYECTBA OAJIJIOB 110 IUCHHUIUIMHE.

[Ipomexyrounas attectanus. Mcnonezyercs 5-6amibHast cucreMa oleHnBanus. OnieHka paboThl
CTYJI€HTA 10 OKOHYaHHIO TUCHUIUIMHBI (YaCTH JUCIUIUIMHBI) OCYIIECTBISETCS MPENo1aBaTeIeM B
COOTBETCTBUH C pa3pabOTaHHON UM CUCTEMOU OLIEHKU JOCTHKEHUN CTYJEHTa B Ipoliecce 00ydeHus 1o
naHHoW qucummiuHe. [IpoMexxyTouHas aTTecTalys TakKe IPOBOAUTCS IO OKOHYAHUIO0 (POPMHUPOBAHUS
KOMIIETCHITHH.

[Topsnox nepeBoaa peTHHra, NpeayCMOTPEHHBIX CUCTEMOU OLIEHUBAHUS, 110 AUCLUILIMHE, B
NATUOATUIBHYIO CUCTEMY.

Beicokuit ypoBens — 100% - 70% - oTnu4HO, XOPOILIO.

Cpenuuii yposenb — 69% - 50% - ya0BI€TBOPUTENIBHO.




IToxa3aTeab OEHKH

ITo 5-6aIbHOM cucTEMe

XapakTepuCTHKA MOKa3aTesi

100% - 85%

OTJINYHO

00J1a1a10T TEOPETUUCCKUMU 3HAHUSIMU B TTIOJTHOM 00BbEMe,
MOHUMAFOT, CAMOCTOSTCIIBHO YMEIOT IPUMEHSTD,
HCCIIeIOBATh, UICHTH(PHUIIMPOBATH, AaHAJTHU3UPOBATH,
CUCTEMaTHU3UPOBATh, PACIPEICIIATH 110 KaTCTOPUSIM,
paccuuTaTh MoKa3aTeld, KiacCu(UIIMPOBaTh,
pa3palaThIBaTh MOJCIH, AITOPUTMH3UPOBATE, YIIPABJIATH,
OpraHW30BaTh, IUTAHKUPOBATH MPOIIECCHI HCCIICIOBAHUS,
OCYIIIECTBIIATH OIICHKY PE3yJbTaTOB Ha BHICOKOM YPOBHE

84% - 70%

XOpOLIO

00/1aJat0T TEOPETUYECKMMHU 3HAaHUSIMU B IIOJTHOM 00beMe,
IOHUMAIOT, CAMOCTOSATENIEHO YMEIOT IIPUMEHSITD,
UCCIIE10BaTh, UAEHTU(PHULIUPOBATh, AaHAIN3UPOBATh,
CUCTEMATHU3UPOBATh, PACIPEEIATD 110 KATETOPUSIM,
paccuuTaTh MoKa3aTelu, KiacCu(puIupoBaTh,
pa3palaTeIBaTh MOJEIH, AITOPUTMHU3UPOBATH, YIIPABIIAT,
OpraHu30BaTh, IUTAHUPOBAThH MPOLIECCHI UCCIIEI0BAHUS,
OCYILIECTBIISITh OLIEHKY PE3yJIbTaTOB.

MoryT OBITh JONYIICHBI HEAOYEThI, UCIIPABICHHBIC
CTYZICHTOM CaMOCTOSITEIIBHO B ITpoIiecce paboThl (OTBETA
U T.J.)

69% - 50%

YAOBJICTBOPUTCIBHO

0071a/1a10T 00IIMMU TEOPETUYECKUMHU 3HAHUSMHU, YMEIOT
MIPUMEHSTD, UCCIIEI0BATh, UIEHTU(DHUIIMPOBATD,
AHAJIN3UPOBATh, CUCTEMATHU3UPOBATL, PACIIPCACIIATD 11O
KaTeropusM, pacCCYMTATh TIOKA3aTEINH,
KJaccu(uupoBaTh, pa3padaTeiBaTh MOIEIIH,
alrOpUTMU3UPOBATH, YIIPABIIATh, OPraHU30BaTh,
IUTAHUPOBATH MIPOIIECCHI HCCIIETOBAHUS, OCYIIECTBIAThH
OLIEHKY Pe3yJIbTaTOB Ha CPEJHEM YPOBHE.
JlomyckaroTcst oMOKH, KOTOPbIE CTYACHT 3aTPyIHACTCS
UCIPAaBUTh CAMOCTOSTENBHO.

49 % wu meHee

HCYIOOBJICTBOPUTCIBHO

00712/1a10T HE TIOJTHBIM 00BHEMOM OOIINX TEOPETUUECKUMU
3HAHUSIMU, HE YMEIOT CAMOCTOATENbHO TPUMEHSTH,
UCCIIeIOBATh, UICHTH(PHUIIMPOBATH, aHATH3UPOBATH,
CHUCTEMAaTU3UPOBATh, PACIIPEACIIATH 110 KATETOPHSIM,
paccuuTaTh MOKa3aTenu, KiaccuuiupoBarh,
pa3pabaTeiBaTh MOJAEIH, AITOPUTMHU3UPOBATH, YIIPABIISTH,
OpraHU30BaTh, INIAHUPOBATH MPOLIECCHI UCCIIEI0BAHMUS,
OCYIIECTBIISATh OLIEHKY PE3YJIbTATOB.

He copmupoBanbl yMeHUS ¥ HABBIKU IS PEIICHUS
npodecCHOHANBHBIX 3a7a4

100% - 50%

3a4TCHO

XapaKTCPUCTHKA ITOKA3AaTCIIA COOTBETCTBYCT «OTJIMIHO),
«XOpOo1o», KyHOBJICTBOPUTCIBHO»

49 % u MmeHee

HEC 3a4TCHO

XapaKTEPUCTHKA [TOKA3ATENIsI COOTBETCTBYET
«HEYJIOBJIETBOPUTEILHO»

7. COAEP KAHUE JUCHUITJIMHBI

7.1. ConeprxkaHue JEKIH




Tema 1. OCHOBHBIC TTOHATHUS FIEKTPOHHOTO IOKYMEHTO0000poTa. OCHOBHBIE KOHIEMIINN 0€30yMakHOU
TEXHOJIOTHH YIpaBICHUS

Tema 2. Opranu3ainus JOKYMEHTAIIMOHHOTO 00€CIIeYeHHs YIIPABICHUS B OpraHU3aIH

[TpaBuiia opopmIIeHHST PEKBU3UTOB JOKYMEHTOB. bllaHKH JOKYMEHTOB: BHJIbI OJIAHKOB M ITOPSIIOK
PacIoI0KEHUS PEKBU3UTOB B OJIaHKE.

I'OCT P 7.0.97-2016. Hartmonaneneiii ctangapt Poccutickoit @enepammu.

Tema 3. Opraau3aius 3JIeKTPOHHON CUCTEMBI YIIPABICHUS TOKYMEHTOO00pOTOM
OYHKIIMOHAT U apXUTEKTypa CUCTEM SJICKTPOHHOTO
JIOKyMEHTO000pOTA.

Tema 4. Cuctema ynpaiieHUs JIEKTPOHHBIMU IOKyMEHTaMU
CO/1 DIRECTUM RX. Moaynbs AamuHucTpupoBanue. Moaynb Jlenonpon3BoACTBO.

Tewma 5. 3aII_II/ITa I/IH(I)OpMaI_II/II/I B CUCTEMaAxX JJICKTPOHHOI'O JOKYMCHTA
33.,[[21‘{1/1 3aIllIUThI I/IH(i)OpMaI_II/II/I B CHUCTCMaX 3JICKTPOHHOT'O ,Z[OKYMCHTOO60pOTaZ

7.2 CopeprkaHue MPAKTHYECKUX 3aHATHH U JJAOOPaTOPHBIX padoT

Tema 1. OCHOBHBIE IOHSTHS AIEKTPOHHOTO JOKYMEHT0000poTa. OCHOBHBIE KOHLIETINH 0e30yMaKHOU
TEXHOJIOTUH YIIPABICHUS
WNudpopmanmonnsie pecypcebl opranuzanuu. [loHsTHe TOKyMeHTa.

SHGKTpOHHHﬁ JAOKYMCHT: OIIPCACIICHUC, CTPYKTYPA, OTPAHUYCHHU UCITIOJIb30BAHU. OcHOBHEBIE (1)YHKI_II/II/I
JAOKYMCHTOB. IOpI/I,Z[I/I‘{eCKa}I CHJIa JOKYMCHTA. CTaHI[apTI/ISaI_[I/IH. YHI/Iq)I/ILII/IpOBaHHaSI CHUCTEMaA
JAOKYMCHTAIUH. OFpaHI/ILIeHI/IH BCACHUA 6YMa)I(HOFO I[OKYMeHTOO60pOTa B COBpeMeHHOﬁ OopraHnu3aluu

Tema 2. Opranusanus 10KyMEHTallMOHHOTO 00eCIIeYeHHsl YIIPaBIE€HUS B OpraHU3aluu
OCHOBBI OpraHM3aIK JJOKyMEHTOO000pOTa MPEANPUATHS: IOHATHE, CXeMa IOKYMEHTO000poTa,
KOJIMYECTBEHHBIE XapaKTEPUCTUKH IOKYMEHTOO00pOTa.

Tema 3. Opranusaius 3JeKTPOHHOM CHCTEMBI YIIPaBICHUS TOKYMEHTOO00pOTOM

OyYHKIIMOHAT U apXUTEKTypa CUCTEM DIIEKTPOHHOTO

JIOKYMEHTO000pOTA.

[TonHonieHHOE 0O€ecneueHre BceX TPaJAULIMOHHBIX 3TAllOB pabOTHI C JOKYMEHTaMH B JIEIONPOU3BOJICTBE
(o6paboTka 1 perucTpainus T0KyMEHTOB, y4eT, KOHTPOJIb UCIIOTHEHHS, apXuBUpoBaHue). Opranu3amus
MH(}OPMaLMOHHOTO 0OMEHa U COBMECTHOU pabOThI C KOPIIOPATUBHBIMU XPAHUIUIIAMU HH(OpMaLInH,
yIpaBJIeHUE MMOTOKaMH paboT. YTpaBieHNEe apXUBaMH dJIEKTPOHHBIX M OyMa)XHBIX JJOKYMEHTOB.

Tewma 4. Cuctema ynpaBiieHUs JEKTPOHHBIMH JIOKYMEHTaMU

Cucrema yripaBieHUs S€KTPOHHBIMUA JOKYMEHTAMU: XapaKTEPUCTUKHU, TPOSKTUPOBAHUE U BHEIPEHUE.
Bunet C3/1. Ponu monp3oBareneii. YBenominenue ucnoiaHuteneii. OCHOBHbIE OM3HEC-TIPOIIECCH B
JTOKyMeHTO000opoTe. Pe3ynbrarhl OM3HEC-TIPOILIECCOB IOKYMEHTOO000pOTA.

CO/1 DIRECTUM RX. Moayne AamuHUCTpUpOoBaHue. Moaynb Jleompon3BoICTBO.




Tewma 5. 3ammuTa nHGOPMAIIMK B CUCTEMAX JIEKTPOHHOTO JOKYMEHTA
3anauu 3aKThl HHPOPMALIMK B CUCTEMAX AJIEKTPOHHOTO JOKYMEHTO0O0poTa:!

1. 3ammra apxuBa ¢aitioB 1 HHGOPMALIMK OT YHUUTOKEHHS U MHBIX YIPO3 B Cllydyae anmnapaTHBIX cO0eB

WM B PE3YJIbTaTe HAMEPEHHBIX EHCTBUM I10Ib30BaTEICH.

2. 3amuTa nHGOPMAIUH OT YTeUeK Mpu ee HaxoxaeHuu B /1O unu npu nepeaade B 001a4HOE XPAHUITUIIE
1100 KOHTpAreHTaMm.

3. 3amuTa nHGOpPMAIMH OT KOIUPOBAHHMSI TFOOBIM CITIOCOOOM.

4. 3amura JaHHBIX OT YHUUTOKECHHUS.

7.3. ConeprxkaHue caMOCTOSITEIIHHOM pabOThI

Tema 1. OcHOBHBIE TOHATHS 3JIEKTPOHHOTO JOKYMEHTO000pOoTa. OCHOBHBIE KOHLIENIMHN 0€30yMaKHOM
TEXHOJIOTHH YIPaBICHUS

3aKOHOJATeIbHOE U

HOPMaTHUBHO-METO/IMYECKOE PETYIUPOBAHUE

JIOKYMEHTAIlMOHHOT 0 00ecrieueHus

Tema 2. Opranusanus J0KyMEHTallMOHHOTO 00€CIIeYeHHsl YIIPaBIEHUS B OpraHU3aluu

CucTeMbl TOKyMEHTALMU: OPTaHU3AIOHHBIE, PACTIOPAIUTEIbHBIE, NHPOPMALIMOHHO-CIIPABOYHEIE.
TpeboBanwus k CoctaBieHuto u opopmienuto. Kimaccuduranms, yHuduKaus v CTaHIapTH3AINS B
JEJIOIPOU3BOJCTBE.

Tema 3. Opranuzanusi 3JIeKTPOHHON CHCTEMbI YIPABJICHHS TOKYMEHTOO00POTOM
VrpasneHnue apXxuBaMu 3JIEKTPOHHBIX U OyMa)KHBIX JOKYMEHTOB.

Tema 4. Cuctema ynpaBieHHs! 3JI€KTPOHHBIMU JIOKYMEHTaMHU

CoBpemenHas apxurekrypa CO/1: HIEHTpaTn30BaHHOE XPAHMUIIUILE MIEKTPOHHBIX JOKYMEHTOB, CHCTEMBI
yIIpaBJIeHUs JOKyMEHTO000pOTOM, KOMMYHHUKAIIMOHHASI Cpe/la, MHTETPALMOHHBIE U CUCTEMHBbIE
KOMITOHEHTbI. OCHOBHBIE TEXHOJIOTMH, 00ECIIEUHUBAIOIINE Pa3pabOTKy CUCTEM HJIEKTPOHHOIO
nokymenToobopora: Workflow, pacrioznaBanue Texcra, OTOYHOE CKAHUPOBAHHE, TEKCTOBAs aHATTMTHKA,

Tema 5. 3amura nHpopMauu B CUCTEMAX 3JIEKTPOHHOTO IOKYMEHTa
Oco0eHHOCTH 3aIUThI AIEKTPOHHOIO JJOKYMEHTO000pOoTa. 3aKOHO1aTENbHOE PEryIUpOBaHUE.




7.3.1. [IpumepHBIC BOMPOCHI ISl CAMOCTOATEILHON MOATOTOBKHY K 3a4€TY/9K3aMEHY
[Tpunoxenue 1

7.3.2. [IpakTrueckue 3aJjaHus 10 JUCHUILUIMHE VISl CAMOCTOSATEIbHOM MOJTOTOBKH K
3a4eTy/3K3aMeHy
[Ipunoxenue 2

7.3.3. [lepedyeHn KypcoBBIX paboT
Y4eOHbIM MJIaHOM HE IPEIyCMOTPEHO

7.4. DnexTpoHHOE MOPTGOINO 00YIAFOIIETOCS
Y4eOHBIM MJIaHOM HE IPEyCMOTPEHO

7.5. Metoanyeckne peKOMEHIAINH 110 BBITIOJTHEHUIO KOHTPOJIBHOM paboThI
VY4eOHBIM [JITAHOM HE MPEAYyCMOTPEHO

7.6 Meroanueckrue peKOMEHAINH 110 BBIIIOJIHEHUIO KYPCOBOI pabOThI
He npenycmorpeno

8. OCOBEHHOCTHU OPTAHU3AIIMU OBPA3OBATEJIBHOI'O
MMPOLHECCA 11O JMCHUIIVIMHE U1 JINL C OT'PAHUWYEHHBIMHA
BO3MOXHOCTAMMHU 310POBbs

Ilo 3asa6nenuto cmyoenma

B nenstx ocTynmHOCTH OCBOEHHMSI IPOTPAMMBI JUJIS JIML C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMHU 370POBbsI
py He0OXOAMMOCTH Kadeipa 0OecreunBaeT CIeyoHe yCIOBU:

- 0COOBI MOPSAIOK OCBOCHHUS TUCIUITIIMHBI, C yIETOM COCTOSIHUS UX 3/I0POBbS;

- DJIGKTPOHHBIE O00pa3oBaTeNbHbIE pPECYpChl MO JAUCHUIUIMHE B (OpMax, aJdalTUPOBAHHBIX K
OTpaHUUYEHUSAM HX 3/10POBbBS;

- W3YyYeHHUE JUCIMIUIMHBI 10 HHIUBUAYaJbHOMY y4eOHOMY IUlaHy (BHE 3aBHCHUMOCTH OT (hOpMBI
o0yueHus);

- DJEKTpOHHOe oOyuyeHHe | JAUCTaHIMOHHblE OOpa3oBaTeNbHbIE TEXHOJIOTUH, KOTOpHIE
peaycMaTpuBaOT BO3MOXHOCTH IpueMa-nepeaadu nHhopMaluy B JOCTYIHBIX 71 HUX (opmax.

- goctyn (yIaJeHHBIH JOCTYN), K COBPEMEHHBIM MpO(ecCHOHAIbHBIM 0a3aM JaHHBIX U
UH(POPMALIMOHHBIM CIIPAaBOYHBIM CHCTEMaM, COCTaB KOTOpbIX onpeneneH PIT/I.

9. MEPEYEHHh OCHOBHOMN U I[OHOJIHHTEJILHOFI YUYEBHOWM JIUTEPATYPBHI,
HEOBXOI[I/IMOI?'I JJIs1 OCBOEHUA JUCITATTJINHBI
Caiit oubamnorexu YpI'dy
http://lib.usue.ru/

OcHoBHas1 iuTEparypa:

1. EBnokumona JI.M., KopsOkun B.B. DnekTpoHHbII T0KyMEHTOO00POT U 0OecrieyeHre
0€30IMaCHOCTH CTaHIAPTHBIMU cpeacTBamMu WINdows [DmekTpoHHbIi pecype]:YuebHoe mocobue. - Mockaa:
00O "KVYPC", 2019. - 296 — Pesxum moctyma: https://znanium.com/catalog/product/1001864

1. beixoBa T. A., Ky3nenoBa T. B. JlokymeHTanmonHoe o0ecredeHue yrnpaBieHUs
(memompoun3BOACTBO) [DIEKTpOHHBIN pecypc]:YuedHoe nmocodue. - Mocksa: OOO "Hay4uHo-u3aarenbckuit
neatp MHOPA-M", 2020. - 304 — Pexxum goctyna: https://znanium.com/catalog/product/1078152



1. Kynsie H.H., lemymkuna A.C., Konapamoa T.B., ®a6puunoB A.I". Kondunenuuansnoe
JIETIOTIPON3BOJICTBO U 3aLUIIICHHBIN 3JIEKTPOHHBIA TOKYMEHTOOOOPOT [ DIEKTPOHHBIN pecypc]|: YueOHuK. -
Mocksa: M3narensckas rpynna "Jloroc", 2020. - 500 c. — Pexxum gocrymna:
https://znanium.com/catalog/product/1212394

2. Noponuna JI. A., Uputukosa B. C. Opranu3zanus 1 TEXHOJIOTHUS JOKYMEHTALIMOHHOTO
oOecrieyeHus yrpaBiieHus [ DIEKTPOHHBIN pecypc]:y4eOHUK U PAKTUKYM JUIs BY30B. - MockBa: FOpaiir,
2022. - 233 ¢ — Pexxum goctyna: https://urait.ru/bcode/489555

JonoJHUTe/IbHAA JTUTEpPATYypa:

1. Ka6amos C.}O. DnekTpoHHOE MPaBUTEIBCTBO. DIEKTPOHHBIN TOKYMEHTO000pOT. TepMUHBI 1
onpeneneHus [ DneKTpoHHbINA pecypc]: Yuebnoe mocodue. - MockBa: OOO "Hay4yHo-U31aTEIbCKUIN TIEHTP
NH®PA-M", 2021. - 320 c¢. — Peskum mocryma: https://znanium.com/catalog/product/1132150

2. lllyBanosa H. H., IBanoBa A. FO. OCHOBBI A€IONPOU3BOACTBA. SI3BIK CIIy>KEOHOTO
JIOKYMEHTA: yUeOHHUK U MPAKTUKYM JJIs aKaJleMUUecKoro OakaiaBpuara: s CTyJeHTOB BY30B,
00y4aromuxcsi Mo 3JKOHOMUYECKUM HAIIPaBJICHUSM U CHEHalbHOCTIM. - MockBa: FOpaiir, 2017. - 375

3. Tutos /I.B., HaumoB A.H. DnexTpoHHOE aIMUHUCTPUPOBAHUE B FOCYIapPCTBEHHOM YIIPABICHUU
[DnexTpoHHBIH pecypc]: YuebHnoe mocobue. - Bonoraa: genepansHoe ka3eHHOE 00pa30BaTEIIbHOE
yupexJIeHUE BhIcHIEro 00pa3oBaHus «Boyioroackuii MHCTUTYT IpaBa U SKOHOMUKHU DenepanbHoil ci1yxKObl
UCIIOTHEHUS Haka3aHuii», 2019. - 78 ¢. — Pexxum mocryma: https://znanium.com/catalog/product/1229826

10. MEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOT Ui, BKJIIOYAS IIEPEYEHD
JIMHEH3UOHHOTI'O TPOTPAMMHOI'O OBECIIEYEHUSA U TH®OPMALIMOHHbIX
CIIPABOYHBIX CUCTEM, OHJIAHH KYPCOB, UCHIOJIb3YEMBIX ITPU OCYIIIECTBJIEHUA
OBPA3OBATEJIBHOI'O MTPOIECCA ITO JUCHUIIJIMHE
ITepedeHb TUIIEH3NOHHOIO MPOTPAMMHOI0 00eCIeYCHHS

Microsoft Office 2016.[Jorosop Ne 52/223-110/2020 ot 13.04.2020, Akt Ne Tr000523459 ot
14.10.2020 Cpox neitctus aunensun 30.09.2023.

Directum RX.Cornamenne Ne 21-1208 ot 31.08.2021. Cpok aeiictus nunensuu 31.08.2023.

Microsoft Windows 10 .Jlorosop Ne 52/223-110/2020 ot 13.04.2020, Akt Ne Tr000523459 ot
14.10.2020. Cpox neiictus munenzun 30.09.2023.

IMepeyeHb HHPOPMAIMOHHBIX CIPABOYHBIX CHCTEM, PecypcoB HHGOPMAIMOHHO-
TeJ1eKOMMYHUKANIMOHHO¥ ceTn « AHTepHET»:
CrnpaBouno-npaBoBas cuctema Koncynprant +. Cpok jgetictBus mieH3nu 10 31.12.2023

CropaBouno-mipaBoBasi cuctema [apant. JloroBop Ne 58419 ot 22 nexabps 2015. Cpok neiictBus
JMIIEH3UU -0€3 OrpaHuYeHUs CpOKa



11. ONMCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bI, HEOBXOJIUMOM 1151
OCYHUIECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLHECCA 11O AUCIUIIJIMHE

Peanuzanus yueOHONM AMCHUIUIMHBI OCYHIECTBIISETCA C UCIOJIb30BAaHUEM MaTepUaIbHO-TEXHUYECKOM
6a3b1 YpI' DV, obecnieunBaronieii MpoBecHNUE BCEX BUIOB yUeOHBIX 3aHATUM M HayYHO-UCCIIEIOBATEIbCKON U
CaMOCTOSITENIbHOM paboThl 00yYarOIIUXCS:

CreunanbHble MMOMEIIEHUS MPEACTABISAIOT COO0N yueOHbIe ayAUTOPUM JJIsl IPOBEJCHUSI BCEX BUJOB
3aHATUHN, TPYNIOBBIX U HHANBUAYAIbHBIX KOHCYIbTAIHM, TEKYIIETO KOHTPOJIS U MPOMEKYTOUHOM aTTEeCTAIUH.

[TomemieHnust Asii CaMOCTOSITENILHON pabOThl 00YYarOIIMXCS OCHALICHbl KOMIBIOTEPHONW TEXHUKOH C
BO3MOXKHOCTBIO TOAKIIOYEHUsT K cetd "MHrepHer" uw oOecriedeHWeM J0CTyna B OSJIEKTPOHHYIO
nH(popManmoHHO-00pa3oBaTeNbHYIO cpeny Ypl DVY.

Bce nmomernienusi yKOMITJIEKTOBaHbI CIIEHUATU3UPOBAHHON MEOETbI0 U OCHAIIEHBI MYJIbTUMEIUNHBIM
o0opynoBaHueM crernodopynoBaHueM (MHPOPMAIOHHO-TEIEKOMMYHUKAMOHHBIM, UHBIM KOMITBIOTEPHBIM),
JOCTYTIOM K MH(OPMAIIMOHHO-TIOMCKOBBIM, CIIPABOYHO-TIPABOBBIM CHCTEMaM, 3JIEKTPOHHBIM OMOIMOTEYHBIM
cuctemaMm, 0a3aM JaHHBIX JEHCTBYIOLIErO 3aKOHOJATENbCTBA, HWHBIM HH(POPMAIMOHHBIM pecypcam
CITy’KallluMU IS TIpe/icTaBiIeHus yueOHol nHdopmanuu 60Ib1I0H ayTUTOPUH.

Jlia mpoBefieHHs 3aHSITUN JIGKIIMOHHOTO THUMA MPe3eHTAlMU U JpYyrue ydyeOHO-HarisaHble mocolus,
00ecIeunBaroe TEeMaTUUECKUE UIUTFOCTPAIIIH.



