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PABOYASA NPOrPAMMA YYEEHON OUCLMMIINHDI

6£1.6.21 Cucmembi 351ekmpoHHo20 OoKymeHmoobopoma
Ko0 u HaumeHosaHue ducyurinuHbl 8 COOMBEeMCcmeuU ¢ Y4ebHbIM rinaHom

1. lWUndp n HanmeHoBaHUe HanpaBneHUsa NOAroToBKM / cneuyuanbHOCTHU:
38.05.013koHoOMuUYecKkass be3onacHocmb

2. NMpocdnnb NOAroToBKM:
OKOHOMMKO-NPaBoBOe obecneyeHne aIKOHOMNYECKON Be3onacHOCTH

DKOHOMMKO-MNPaBOBOe obecrneyeHre 3KOHOMMYeCKon 6e3zonacHocT, BoeHHbIn moaynb

3. KBanudwmkaums (cteneHb) BbINYCKHUKA:  crieyuasucm

4. ®dopma obyyeHus: OYHasi

5. Kacheppa, oTBevarLwan 3a peanmsaumio QUCLUUNSINHDbI:
UHgbopMmayuOHHbIX mexHono2ul u Mamemamu4eckux Memooo8 8 IKOHOMUKE

6. CoctaButenu nporpammsl: LLlypwukosa anuHa BnadumupogHa

DUO
K.m.H. ooueHm
yueHas cmenensb YuyeHoe 36aHue

7. PekomeHgoBaHa: HMC skoHomuyeckoz2o gpakynbmema BI'Y om 15.04.2021 Ne4

(HaumeHogaHue pekomMeHOyrowel cmpykmypbl, Gama, HOMep rnPomokxosa)

8. YueOHbIM roa: 2021/22 Cemectp(-bl): 2
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9. Uenu n 3apgaum y4yeOGHOW AMCLMNNMHBLI: NoaroToBka obyvarowmxca B obnactu
MCNONb30BaHMSA COBPEMEHHbIX CUCTEM 3NEKTPOHHOro OOKyMeHToobopoTa (ganee
can), AaTb npeacrtaBneHne O CTPYKType (YHKUMOHASbHBIX KOMMOHEHTOB,
onpenenutb 3agayn CO[L u rpaHnubl NPUMEHMMOCTUN, afekBaTHO NO3ULMOHMPOBATL
C3[ v cpenctea ee nHTerpaumm B coBpemeHHom IT cTpykType.

3adayu:

- cdopmupoBaTb NpeacTaBrieHMe O  3aKkoHoA4aTeNlbHOM U HOPMAaTUBHO-
MeToandeckon 6ase 3aneKTPOHHOro AoKyMeHToobopoTa

- HayuuTb CO3a4aBaTb COXHbIE€ 3NIEKTPOHHbIE JOKYMEHTbI

- 03HaKOMWUTb C COBPEMEHHbLIMU CUCTEMaMM SMIEKTPOHHOrO JOKYMEeHToobopoTa

- cdopmMMpoBaTb MNPaKTUYECKME HaBbIKM WMCMONb30BaHUS COBPEMEHHLIX CUCTEM
3NEKTPOHHOro AOKyMeHToo6opoTa

- 03HAKOMWUTb C 3Tanamyv BHEOPEHUS CUCTEMbl 3NEKTPOHHOro AOKyMeHToobopoTa
B OpraHusaumm

10. Mecto y4yeb6HOM pgucumnnuHbl B cTpyktype OOIl: gucuunnuHa BXOAWUT B

BapuaTUBHYK 4YacTb MOArOTOBKM CneunanucToB (OucuunnuHbl no Bbibopy). [Ons ee

OCBOEHMSI HeoOXOoOUMbl 3HaHUSl, YMEHMS U KOMMneTeHuun, CEHOPMUPOBAHHbIE B

pesynbTate U3ydeHus CTyaeHTaMmym AUCUMNINH MaTemMaTuyeckoro umkna. OucuunnuHa

CBsi3aHa C OMCUMNIIMHAMW: KOMMbIOTEPHbIA NPaKTUKYM, MHOPMAaLUNOHHbIE CUCTEMbI B

SKOHOMMKE, cpeacTBa M MeToAbl 3alnTbl MHbopmMauuu.

11. KomneTeHuum oOyuvawuwerocs, dopmMmupyemble B pe3ynbTaTe OCBOEHUA
AUCLMNSINHBI:

KomneTteHuus MnaHnpyemble pesdynbTaTbl 06y4eHns
Kop HaseaHue

OK- | CnocobHocTb paboTaTtb ¢ | 3Hamb!:

12 pasnUyHbIMM - TEXHOSOrMU 3NEKTPOHHOIO AOKYMEHTO0bopOoTa;
MHOPMALMOHHBLIMU - Ha3HayeHne ¥ BUAbl AreKTPOHHOW NoanucK
pecypcamu n | Ymems:

TEXHOMOrVAMM, - CO37jaBaTb 3NEKTPOHHbIE POPMbI JOKYMEHTOB
Bnadems:

NPUMEHATb OCHOBHbIE

- HaBblkaMi UCMNOJIb30OBaAHUNA KOMHbeTepHOI‘fl TEXHUKN N
MeTOoOhl, cnocooOsbl n

MHAOPMALIMOHHBIX TEXHONOMNNA;

Cpencrea NONy4YeHNst, | _ yapwikamu onucaHUst MapLLPYTOB AOKYMEHTOB;
XpaHeHu4, MOUCKa, | - HaBblkaMW perncTpauum 3neKTPOHHOro [OKyMEeHTa B
cucreMaTmn3auuu, cucrteme.

obpaboTkn u nepenauu

nHdopmMauunmn

12. O6bemM AaucuMNNUHbLI B 3a4YeTHbIX eauHuuax/yacax B COOTBETCTBUU C
y4eOHbIM nnaHom — 3 / 108.

dopma NPoMeXyTOYHOM aTTecTauumn(3avem/sKk3ameH) - 3adem.




12.2 Buabl yuebHOM paboThbi:

TpyaoemkocTb (Yachl)

- o cemecTpam
Bug y4ebHon paboThl Bcero Ne ceM.p

2 cem.

AyONTOpHbIE 3aHATUSA 50 50

B TOM 4ncCne:

nekuum 16 16

npakTn4eckme

nabopaTopHble 34 34

camocTosiTenbHasi paborta 58 58

HToro: 108 108

PopME MPOMEIKYTOHOR sasiem

13.1. CopepxxaHne AUCLUMIUHBI

n/n HanmeHroBahve paspena CopaepxxaHue pasgena QUCUUNNIUHbI
AUCUMNNUHBI
1. Jlekyuu
1.1 Uenb, 3agaun n cogepxaHne aucumninHbl. OCHOBHble

AOKYMEHTOO00pOT.
OCHOBHbI€ NMOHATUS.

OnNEKTPOHHbIN AOKYMEHT U

TexHonornu co3gaHus
CITOXHbIX 3TEKTPOHHbIX

dopmbl y4yebHon paboTtbl. VICTOYHMKM M nuTepaTtypa no
AVcumnnnmHe. KntoyeBble onpeaeneHuns:
«OOKYMEHTOOOOPOTY», «3NEKTPOHHbIA OOKYMEHTOO60pOTY,
ONEKTPOHHLIN  OOKYMEHT», «3NEeKTPOHHad uudposas
nognucb». Vctopusi aBTomatmsaunm AoKymeHToobopoTa:
opMMpOBaHME OCHOBHbIX MOAXOAOB K aBTOMaTu3aumu

AOKYMEHTO000pOoTa; NPUHATNE MOCToB Ha
ynpaBrieHYeCckne OOKYMEHTbI, CO30aHne 0bLLEPOCCUMCKMX
KnaccmdukaTopos, YHUULMPOBAHHbIX cucTem

AOKYMEHTaUuW; co3daHue HopMaTMBHOW Gasbl  Ans

AOKyMEHTOB aBToMaTM3aUMM  [OKyMeHTooBopoTa;  aBToMaTu3aums
oTAEenbHbIX onepauni paboTbl C JOKYMEeHTaMK, co3aaHme
aBTOMAaTM3MPOBAHHbLIX ~ CUCTEM  ANs pabotbl C
AOKYMEHTaMMU.
TekcToBble pedakTopbl: pacLUMpPEHHblE  BO3MOXHOCTW.
Vicnonb3oBaHne MakpocoB
1.2 depepanbHbii  3aKOH « 06  wnHdopmauuu,
NH(POPMALIMOHHbBIX TEXHOMOIMAX U 3almTe nHopMaLmny
3akoHogaTenbHoe (2006); depepanbHbii  3akoH  «O6  3neKTpOHHOWM
HOpMaTMBHOE nognucu» (2011).
perynupoBaHue FTOCT P 53898-2010 «CucTteMbl  3NEeKTPOHHOrO
MCMOJIb30BaHUS AOKyMeHTOoobopoTa. B3anmogencreue CUCTEM
3NEKTPOHHOro ynpaBneHust AoKkymeHTamu. TpeboBaHUS K 3NEKTPOHHOMY
OOKyMeHToobopoTa COOBLLEHNIOY.
OnpegeneHve 9neKTPOHHOIO  [OKyMEHTa, npuaaHue
IOPUONYECKON  CUNbl  SNEKTPOHHbIM  AOKYMEHTaM U
0cobeHHOCTU paboThbl C SNEKTPOHHLIM BUOOM AOKYMEHTA.
1.3 HeobxoanmocTb  knaccudmkaumm. Kputepun  ansa
Knaccudukaumm cucTem 9NEKTPOHHOIoO
Knaccudukauus A0KyMeHTOoOobopoTa.
3NEKTPOHHOro Knaccudumkaumss Ha 0CHOBE MCMNOSb3yEMbIX TEXHOMNOMNIA B
AOKyMeHToOo6opoTa cucTemax anekTPOHHOro JoKyMeHToobopoTa.

Knaccudukaums Ha oOcHOBe 3agay  ornpefeneHHoro
YPOBHS, peLluaeMblx cUcTemon 3NEKTPOHHOIO
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n/n HanmeHoBaHue pasgena
CopepxxaHue pasgena AUCLUUNIIUHBI
ANCLUMNINUHDI

AOKyMeHTOoobopoTa.

Obwas Knaccudukaums cuctem 3NEKTPOHHOI0
AOKyMeHToobopoTa. KoHuenums «ynpaBneHns
KoprnopatueHbIM  cogepxumbiM»  (Enterprise  Content
Management — ECM).

14 CpaBHUTENDBHbIN aHanus cucrtem 3NEKTPOHHOro
AOKYMeHTOObOopoTa, nNpeacTaBfneHHbIX Ha POCCUMCKOM
pbiHke. OCHOBHble pa3paboTyMkn, OCHOBHble BUAbI
cucTeMm.

O630p OTEYECTBEHHbIX
Cuctembl opraHusaumm 1 ynpasrneHvs apxmsamm
cucTem 9NEKTPOHHOro .
Cuctembl MapLlipyTMsauumn  gokymeHtoB  (Optima
OOKyMeHToobopoTa U UX
dyHKUMOHanNbHbIE Workflow)
Cuctembl  aNeKTPOHHOro  AoKkymeHToobopota (CO3[
XapaKTepUCTUKM.
«[enoy», «Anpektym»)
Cuctembl  KOMMfeKkcHOM  aBTomaTm3aumm  GusHec-
npoueccoB (BPM-cuctema ELMA aBTomaTtmsaumm 6usHec-
npoueccos npeanpusatus, cuctema BOCC-PedepeHT).

1.5 MpeummywiectBa BHEOPEHUA  CUCTEM  SNEKTPOHHOrO
AOKyMeHTO0obopoTa (TakTU4eCcKne n ctpaTerniyeckme).
HeobxoanmocTb BHeApeHUs 9NEKTPOHHOro
AOKyMeHToobopoTa B paboTy opraHOB rocyaapCTBEHHOWN
Bnactn. O6wue TpeboBaHUA K Noaaep)KKe 3NeKTPOHHOro

OoKyMeHToobopoTa Me opraHamu rocygapcTBEHHOM
MNepcnekTusebl AOKY P KAy op yAap
BMacT N ynpaBneHusl.
NCNonNb30BaHUS cucTem N
SMEKTPOHHOTO Mporpamma  «Uudpposas  akoHommka  Poccumnckon
depnepauuny: aTanbl, OCHOBHbIE 3a4a4u, peanusaums.
OOKyMeHToo6opoTa
OcobeHHocTH BHEAPEHUS cucTem 3NIEKTPOHHOIO
AOKYMEHTOO060poTa B rOCYAAPCTBEHHbIX Y4YpEeXaeHUsIX.
Mpeumyiectea n nepcnexkTyBbI NCNonb30BaHWs
9NEKTPOHHOro  AOKyMeHToobopoTa Mexay opraHamu
rocygapcTBEHHOW BNacTu.
Me>xBeJOMCTBEHHbIV 3NEKTPOHHbLIV AOKYMEHTO0BOPOT
2. [Mpakmu4eckue 3aHsIMUs1 He NPedyCcMOMpPEHbI
3. JTabopamopHbie pabomsi
3.1 ONEKTPOHHbIV LOKYMEHT M TekcToBble pedakTopbl:  pacLUMPEHHblE  BO3MOXHOCTMW.
AOKYMEHTOO00pOT. Mcnonb3oBaHme MakpocoB
OcCHOBHbIE MOHATUS.
TexHonornm cosgaHus
CMNOXHbIX 9NEKTPOHHbIX
OOKYMEHTOB
3.2 3akoHogaTenbHoe m| | fOCT P 53898-2010 «Cuctembl  3NEKTPOHHOrO
HOopMaTuBHOE AOKyMeHToobopoTa. B3anmopgeicTteue cuctem
perynupoBaHue ynpaBneHns AoKkymeHTamu. TpeboBaHUS K 3NEKTPOHHOMY
NCNOMNb30BaHUA COOOLLIEHNIOY.
3NEKTPOHHOro Buabl anNekTpoHHOM MOAMUCKM M TEXHONOMMN CO34aHusA Ha
AOKyMeHToobopoTa npumepe cuctemol KAPMA
3.3 Obwasn Knaccudukaums cuctem 3ANEKTPOHHOrO
Knaccudukauus cucTtem
AOKyMeHTOoobopoTa. KoHuenums «ynpaBneHus
3NEKTPOHHOro .
KopnopatuBHbIM  cogepxumbim»  (Enterprise  Content
AOKyMeHToobopoTa
Management — ECM)
3.4 O630p oTeyecTBeHHbIX | CucTema  aneKkTpoHHOro  AokymeHtoobopota  (C3O[H)
cucTem SNEKTPOHHOIO | «[UpeKTym»,
OOKymMeHToobopoTa M wux | Cuctema  KOMMMEKCHOM  aBToMatm3aumm  GuaHec-




n/n HaunmeHoBaHue pasaena c
oAepxaHue pasaena AUCLUMNNUHBLI
ANCLUMNINUHDI
YHKUMOHamMbHbIE npoueccoB (BPM-cuctema ELMA aBTomatusanuu 6usHec-
XapaKTEePUCTUKM. npoueccos NpeanpusaTus)

3.5 MepcnekTuBbl MexxBegOMCTBEHHbIA  OMEKTPOHHLIN  AOKYMEHTOOOOPOT.
NCNonNb30BaHUSA cucteM | dyHKUMKM nopTana rocyaapCTBEHHbIX U MyHMLUMNANbHbIX
3MEKTPOHHOTO yCnyr.

OoKyMeHToobopoTa

13.2 Pasaenbl gucuunnuHbl U BUAbl 3aHATUN:

Buabl 3aHsATUIN (4acoB)

(o]
rll\;_n HanmeHoBaHue pasgena ouCuMnIvHbI
Nekumn JTabopaTtopHble [CamocTosiTeNnbHas Beero
H paboTbl paboTta
ONEKTPOHHbIN JOKYMEHT 1
OKyMeHTo000poT. OCHOBHbIE NMOHATUS.
1 | HOKY P 2 4 6 12

TexHonormm cosgaHust CROXHbIX
QNEKTPOHHbIX AOKYMEHTOB

3akoHogaTtenbHoe M HOpMaTuBHOE
2 | perynvipoBaHue NCMonb30BaHUs 2 4 6 12
3NEKTPOHHOro AOKyMeHTooGopoTa

3 Knaccobl cuctem 3EKTPOHHOIo 5 4 14 20
AOKymMeHToobopoTa
O630p OTEYECTBEHHbIX cuctem

4 | 9NEeKTPOHHOro AOKyMeHToobopoTa U KX 6 18 24 48
PYHKUNOHAMNbHbIE XapaKTePUCTUKN.

5 lMepcnekTBbl UCMOMNB30BaHMSA CUCTEM 4 4 8 16
3NEKTPOHHOro fokyMmeHToo6opoTa
NTOIro 16 34 58 108

14. MeToaun4yeckume yKkasaHus ans oby4arowmxcsi No OCBOEHUIO AUCLUNIUHDI

B npouecce wu3yyeHns ANCUMNAUHBI MUCMNONBL3YOTCA Takve Buabl ydebHowm
paboTbl, kak nekunn, nabopaTopHble paboTbl, KOHCYNbTaUUK, a Takke pasnuyHblie BUAbI
CaMOCTOATENbHOM PaboTbl 06y4YatoLLmMXCS.

O6yvaowmmecs pekoMeHayeTcsl BEeCTM KOHCMEKT, B KOTOPOM [AOJDKHbl ObiTb
KpaTKO  M3MOXEHbl, OCHOBHble OnpedeneHns W  MNONOXeHUd, 0coBeHHOCTU
MCNONb30BaHMA OTAENbHbIX NpueMoB paboTbl, obyyarowmecss UMEKT BO3MOXHOCTb
3afaTb BONPOCHLI NpernofaBaTeniio no Teme 3aHATUI. [pe3eHTaumm no gucumniamHe u
AEMOHCTPALMOHHbIN MaTepuan B Buae annos npenocTaBnsoTcst o0yyatowmmes.

[na noagrotoBkn K nabopaTtopHOMY 3aHATUIO ObyvaloWMNCa OO0SMKEH 3apaHee
03HAKOMUTbCA C 3afJaHMeM W TeopeTUYEecKMM MaTepuanom, nocne BbINONHEHNS
paboTbl opopMnUTL OTYET O MNpoaenaHHonm paboTe M MOArOTOBUTBLCH K €€ 3aluTe.
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OTyeTbl hopmMUpyOTCA B BUAE TEKCTOBOroO (hansia n BbiCbINaTCa npenogasartesito ans
NpOBEPKW.

Mpn noarotoBke nabopaTtopHbiM paboTam ocoboe BHMMaHWe cnegyeT yaensaTb
OCOBEHHOCTSAM UCMNONb30BaHUA M3y4aeMblX MPOrpaMMHbIX MPOAYKTOB M rPamMOTHOMY
0POPMIIEHMIO MOMYYEHHbIX PE3yNbTaToB.

CamocTosiTenbHas paboTa obyyalowmxcsi HanpaBfieHa Ha CaMOCTOATESbHOEe
n3ydeHne OTAEeNbHbIX TEM W BOMNPOCOB Yy4ebHOM OUCUMNAWHBI K ABMASETCH
obsizatenbHOM OnNa Kaxgoro obyvawouierocd, ee obbem onpegenseTrcs yvebHbIM
nnaHoM, obyvawowmnca pabotaeT C peKOMeHOOBaHHbLIMWM  MaTepuanamyv  npu
MWHUMarbHOM y4acTuu npenogasaTtens.

CamocTtosTenbHaa pabota c ydebHukamu, y4yeBHbIMM NOCOBUSIMU, HayYHOW,
CNpaBOYHOM M MOMYyNSAPHOW nuUTepaTypour, MaTepuanamm nepuogmyeckux mnsgaHum m
pecypcamn cetu Internet, CcTaTUCTUYECKMMW [aHHbIMM  SBNsSieTCa  Haubonee
3(ppeKTUBHBIM METOLOM MONYYEHNSA 3HAHWI, NO3BONSET 3HAYUTENBHO aKTUBM3NPOBATb
npouecc oBnageHus wuHdgopmaumen, cnocobcTByeT 6Gonee rnybokoOMy YCBOEHUIO
n3ydaemoro matepuana, popmmpyeT y obyyatoLLmMXCs CBOE OTHOLLUEHUE K KOHKPETHOW
npobneme.

Bonpocekl, koTopble Bbi3bIBalOT Yy 0by4valowmMxca 3aTpyAHEHMS NPU NOArOTOBKe,
AOMMKHbI BbITb 3apaHee chopMynMpOBaHbl U 03BYYEHbI BO BPEMS 3aHATUN B ayAUTOPUM
AN OOMNONHUTENBHOIO pPasbACHEHUA NpenofaBaTenieMm.

Buabl camocTtosTenbHon paboTbl: KOHCNEKTUpoBaHWe Yy4ebHOM W  Hay4yHOM
nutepaTtypbl; npopaboTtka ydebHoro matepmana (No KOHCNeKTam 3aHATUKr, yv4ebHom n
Hay4YHOW nuTepaTtype); paboTa B 3NeKTpoHHOW OUBNMOTeYyHoW cucteme; paboTta cC
MH(POPMALMNOHHBIMW  CNPABOYHBIMU CUCTEMAMK, BbIMOMHEHME [OMALUHUX 3a[aHuMu;
BbINOSIHEHNE KOHTPOSbHbIX paboT; noaroToBka K flabopaTopHbIM 3aHATUAM; paboTta ¢
BOMpOcCamMu A5 CaMonNpOBEPKN.

15. YyebGHO-MeTOAUYECKOE M MH(pOPMaALIMOHHOE obecnevyeHne AUCLUNIIUHDbI:

a) OCHOBHagda nuTepartypa:

Ne n/n | UcTouHuK

FpuHGepr, A. C. [lokymeHTaumoHHoe obecrnedeHne ynpasrneHusa : yd4ebHuk / A.C.
pynHGepr, H.H. Nopb6aués, O.A. MyxameTwunHa .— Mockea : KOHutn-faHa, 2015 .—
1. | 391 c. : Tabn., rpad., un., cxemol .— bubnuorp.: c. 382-383. — http://biblioclub.ru/ .—
ISBN 978-5-238-01770-9 —
<URL:http://biblioclub.ru/index.php?page=book&id=115031>

FpuHGepr, A. C. NH(popmaLMOHHbIE TEXHONOMMKU ynpasneHusa : yyebHoe nocobue /
A.C. I'punbepr, A.C. boHgapeHko, H.H. Nopb6auyés .— Mocksa : OHuTK-[aHa, 2015 .—

2. 479 C. — http://biblioclub.ru/ — ISBN 5-238-00725-6 —
<URL:http://biblioclub.ru/index.php?page=book&id=119135>
AceHeB, B. H. /lHdpopMaUMOHHBIE CUCTEMBI U TEXHOSIOTUU B 3KOHOMUKE : y4yebHoe
nocobue / B.H. AceHeB .— 3-e n3a., nepepab. n gon. — Mocksa : FOHuTK-JaHa, 2015
3. | .— 560 c. : Tabn., rpad., vn., cxemol .— bubnwuorp.: c. 490-497. — http://biblioclub.ru/

— ISBN 978-5-238-01410-4 —
<URL:http://biblioclub.ru/index.php?page=book&id=115182>

KynsieB, H.H. HpopmauMOHHbIE TexHonorMm B LOKYMEHTauuoHHOM obecneyeHunn
ynpaBneHnss 1 apxmBHOM ferne [OnekTpoHHbIN pecypc]: y4ebHuk ansa sysos / H.H.
KyHsies, T.B. Kongpawosa, E.B. TepeHTbeBa, A.I'. ®abpunyHoB / nog obw,. ped. A.10.H.,
npod. H.H. Kynsesa - M. : Jloroc, 2017. — Mocksa : Jloroc, 2017 .— 408 c. —
4. | MIHOPMAaUMOHHbIE TEXHOMOIMMU B AOKYMEHTALUMOHHOM OBOEecneyYeHun yrnpaerieHust u
apxvMBHOM ferne [ONeKTpoHHbIN pecypc]: yyebHuk ana BysoB / H.H. Kynses, T.B.
Kongpawosa, E.B. TepeHTbeBa, A.I'. ®abpnyHos / nog obu. pea. 4.10.H., npod. H.H.
KyHsieBa - M. : Jloroc, 2017. — ISBN 5-98704-786-6 —
<URL:http://www.studentlibrary.ru/book/ISBN9785987047866.htm|>



https://lib.vsu.ru/zgate?ACTION=follow&SESSION_ID=7718&TERM=%D0%93%D1%80%D0%B8%D0%BD%D0%B1%D0%B5%D1%80%D0%B3,%20%D0%90.%20%D0%A1.%5B1,1004,4,101%5D&LANG=rus
http://biblioclub.ru/index.php?page=book&id=115031
https://lib.vsu.ru/zgate?ACTION=follow&SESSION_ID=7718&TERM=%D0%93%D1%80%D0%B8%D0%BD%D0%B1%D0%B5%D1%80%D0%B3,%20%D0%90.%20%D0%A1.%5B1,1004,4,101%5D&LANG=rus
http://biblioclub.ru/index.php?page=book&id=119135
https://lib.vsu.ru/zgate?ACTION=follow&SESSION_ID=7718&TERM=%D0%AF%D1%81%D0%B5%D0%BD%D0%B5%D0%B2,%20%D0%92.%20%D0%9D.%5B1,1004,4,101%5D&LANG=rus
http://biblioclub.ru/index.php?page=book&id=115182
https://lib.vsu.ru/zgate?ACTION=follow&SESSION_ID=7718&TERM=%D0%9A%D1%83%D0%BD%D1%8F%D0%B5%D0%B2,%20%D0%9D.%D0%9D.%5B1,1004,4,101%5D&LANG=rus
http://www.studentlibrary.ru/book/ISBN9785987047866.html

0) JONOJIHUTENbHAS JINTEpaTypa:

Ne n/n

NcToYHMK

FOCT 7.73-96. MNouck n pacnpoctpaHeHe nHdopmauum : TepMUHbI 1 onpegeneHns.—
Odwuu. mn3g. — BsameHn TOCT 7.27-80 ; BeegeH 01.01.1998 .— MuHck : U3g-Bo
Mexroc.CoeT no ctaHgaptusaumm, 1997 .— 11 c. — (Cuctema craHgapToB nNo
nHpopmaumm, GUbIMoTEYHOMY 1 M3ATENBCKOMY Aeny)

Bobbineea, MapuHa lNaBnoBHa. YnpaBneH4YeCckUin AOKYMEHTO0O0POT: OT ByMaXKHOro K
anektpoHHomy / M.IN. Bobbinesa .— M. : U3pgaTtenbckun gom M3OU, 2010 .— 295 c. :
un.,Tabn. — bnbnuorp.: ¢.280-294.

ISBN 978-5-383-00426-5

KysHeuoB, Wropb Hwukonaesu4. [JOKyMeEHTaUMOHHOE obecneyeHue ynpaBreHns wu
OEenonpon3BoacTBO : YYebHMK Onst BbICWIMX U CpegHux y4yebHux 3aeegenun / U.H.
KysHeuoB .— M. : FOpant, 2010 .— 576 c. — (OcHoBbl HayK) .— bubnwuorp.: c.444-452
.— ISBN 978-5-9916-0261-7 .— ISBN 978-5-9692-0587-1

MwupoBoI pbIHOK MHPOPMALIMOHHbIX YCnyr : [y4ebHuk gnsa By3os] / 3.C. CnnpmnaoHoB [
ap.] ; nog pea. 3.C. Cnnpngonoea, M.C. KneikoBa .— M. : JIMBPOKOM, 2010 .— 410
c. : un., Tabn. — bubnwuorp.: ¢.407-410 .— ISBN 978-5-397-01351-2

NHTEepHEeT-TEXHONOIMM B 9KOHOMMUKE 3HaHUM : y4ebHuK : [yyebHoe nocobue ansa crya.
By30B, OOy4varowmxcs no HanpaenenHuto 080100 "OkoHomwmka" M SKOH.
cneunanbHoctam] / [H.M. ABankees u ap.] ; noag Hayd. peg. H.M. Abankeesa .— M. :
NH®PA-M, 2010 .— 447, [1] c. : vn., Tabn. — (Bbicluee obpasoBaHne) .— Bubnwuorp. B
KoHue rm. — ISBN 978-5-16-003767-7.

10.

Hekpaxa A. B. , LLeBuosa . A.
OpraHu3aums KoHMAEeHUManbHOro OenonpousBoAcTBa W 3awmta  MHdopmaumn.
Y4yebHoe nocobue. M.: «Akagemuyeckmin npoekTy, 2007. - 222 ¢

11.

KoHdumaeHumnansHoe AEeNONpon3BOACTBO n 3aLUNLLEHHbIV 3NEKTPOHHbIN
OOKyMeHTOoo6opoT : y4ebHuk / A.ll. ®abpuyHos, A.C. OémywknH, T.B. KoHgpawoBa,
H.H. KyHaeB .— Mocksa : Jloroc, 2011 .— 452 c. — (HoBasa yHuBepcuteTckas
onbnuoteka) .—  http://biblioclub.ru/  .— ISBN  978-5-98704-541-1 .—
<URL:http://biblioclub.ru/index.php?page=book&id=84996>.

12.

depepanbHbln  3akoH OT 27 wwonsa 2006 r. Ne 149-&3 «O6 wuHdopmaumw,
NHPOPMAaLIMOHHbBIX TEXHOMOIMAX M O 3amTe MHopMaLMny

13.

depepanbHbin 3akoH oT 27 niona 2006 r. N 152-03 «O nepcoHanbHbIX AaHHbLIX» U OT
27 pekabps 2009 r. N 363-&3 «O BHeceHMM WM3MEHeHun B cTatbn 19 u 25
depnepanbHoro 3akoHa «O NepcoHanbHbIX AaHHbIXY.

B) MH(OPMAIIMOHHBIE 3JIEKTPOHHO-00pa30BaTENIbHbIE PECYPCHI:

Ne n/n | ACTOYHMK
1 OnekKmpoHHbIU  Kamarnoe Hay4yHol — 6ubnuomeku  BOpOHEXCcKo20  20cydapCmeeHHO20
) yHusepcumema. — (http // www.bib.vsu.ru/)
2 https://fedu.vsu.ru/ — obpasoBaTenbHbln nopTan «ONEKTPOHHbIM  yHMBepcuTeT BIY»/LMC
" | Moodle https://edu.vsu.ru/courselview.php?id=4247
3. | OBC JlaHb, http://e.lanbook.com/
4, OBbC YHuBepcutetckast 6ubnmoteka online https://biblioclub.ru/
5. | BoHanbHas Hay4Has 6ubnunoTteka BI'Y https://www.lib.vsu.ru/
6 Cuctema anekTpoHHoro pgokymeHToobopota FossDoc. OdwuumanbHbin  cawT.
" | http://www.fossdoc.ru/
7 Cuctema anektpoHHoro gokymeHTtoobopota (C3[) DIRECTUM. OdumumanbHbii cauT.
" | http://www.directum.ru/
8 Cuctema anekTpoHHoro pokymeHtoobopota ESCOM.BPM OdwuumnanbHbin - cawT.
" | http://www.escom-bpm.com/
9 Poccunckasa rocygapctBeHHas  6ubnuoteka. EOWHBIA 3NEKTPOHHbIM  KaTanor

http://www.rsl.ru/ru/s97/s977242/



https://www.lib.vsu.ru/zgate?ACTION=follow&SESSION_ID=11029&TERM=%D0%91%D0%BE%D0%B1%D1%8B%D0%BB%D0%B5%D0%B2%D0%B0,%20%D0%9C%D0%B0%D1%80%D0%B8%D0%BD%D0%B0%20%D0%9F%D0%B0%D0%B2%D0%BB%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.lib.vsu.ru/zgate?ACTION=follow&SESSION_ID=2829&TERM=%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2,%20%D0%98%D0%B3%D0%BE%D1%80%D1%8C%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
http://old.biblioclub.ru/author.php?action=book&auth_id=42239
http://old.biblioclub.ru/author.php?action=book&auth_id=42240
http://biblioclub.ru/index.php?page=book&id=84996
https://edu.vsu.ru/
https://biblioclub.ru/index.php?page=book_red&id=236489
https://www.lib.vsu.ru/
http://www.fossdoc.ru/
http://www.directum.ru/
http://www.escom-bpm.com/
http://www.rsl.ru/ru/s97/s977242/
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16. lNepeyeHb y4yebHO-MmeTOAMYECKOro obecnevyeHUss ANs CaMOCTOATENbHOWM
paboThbl (y4ebHo-memoouyeckue pekomeHoauuu, rocobus, 3a0ayHuKu,
MemoouYecKue yka3aHusi 10 8bINOJSTHeHU Mpakmu4yeckux (KOHmMpOosibHbIX) pabom u

op.)

Ne n/n NCcTOYHUK

1. | http://www.gosecure.ru/ - cant komnaHum Gosecure Software Development.

http://www.pcweek.ru/ecm/article/detail.php?ID=131150 (10.06.2017)

AHgpeeB B. CosgaHve cuctembl aBTOMaTu3aumMm [OKymeHToobopoTta. Yactb 1.
BBeneHue [aneKTpoHHbIN pecypc].
http://lwww.pcweek.ru/ecm/article/detail.php?ID=131552

AHgpees B. Co3gaHue cucteMbl aBToMaTm3auumn JokymeHToobopoTa. YacTb 2. Knaccol
cucTeM, NpeacTaBneHHbIX Ha PbIHKE [3NEeKTPOHHBIN pecypc].
http://lwww.pcweek.ru/ecm/article/detail.php?1D=131945

Angpeee B. CosgaHne cuctembl aBTomMaTtu3aumm LOKymeHToobopoTa. Yactb 3.
2. | JOKyMeHT B MH(POPMAaLNOHHON CUCTEME [3NEKTPOHHbBIN pecypc].
http://www.pcweek.ru/ecm/article/detail.php?1D=132839

Angpeee B. CosgaHne cuctembl aBTomMaTtu3aumu OokymeHToobopoTa. Yactb 4.
Knaccudumkaumsa OYHKUMA 1M NPUMOXKEHUIM aBToMaTu3aumMm  JOKYMeHToobopoTa
[anekTpoHHBIN pecypc].

http://www.pcweek.ru/ecm/article/detail.php?ID=135396

AnppeeB B. Co3gaHue cuctemMbl aBTOMaTU3aLUMM A0KYyMeHToobopoTta. Yactb 5. Yo
npeBpallaeT npunoxeHmsa kopnopatnsHon C3 B eOMHYH CUCTEMY [9NEKTPOHHbIN

pecypc].

http://www.securit.ru/ - cant komnanmm SecurlT.

http://www.abipage.ru/ - caWT komnaHuu «AreHTCTBO Oe3onacHocTn uHdopMaLun

AB»
lopb6aTtiok, C.M. WMHMoOpMaLMOHHbIE TEXHOMOrMKM : 1abopaToOpHLIN  MPaAKTUKYM
5 [OnekTpoHHbI pecypc] : y4eb. nocobme / C.M. lNopbaTtiok, HO.C. Tapacoe, M.T.

HaymoBa. — 9nekTpoH. gaH. — Mocksa : MUCUC, 2016. — 39 c. — Pexum gocrtyna:
https://e.lanbook.com/book/93684. — 3arn. ¢ aKpaHa.

17. WUHcbopmaLMOHHbIE TEXHONOIMKU, UCMOSb3yeMble ONA peanu3auuum y4ebHoun
OUCUMNSINHBI, BKIKOYasi nporpamMmHoe obGecrneyeHne U MHGOPMALMOHHO-
crpaBoOYHble CUCTEeMbI (NMpu Heo6xoANMMOCTH)
Mcnonbayetca CeBobogHoe nporpammHoe obecneyeHue. MIcnonb3yoTcsl TEKCTOBbIE U
TabnuuHble  pedakTopbl, pPeAaKkTopbl  PacTpoOBOWM M BEKTOPHOW  rpadumkm
pacnpocTpaHsieMble Mo CBOOOAHOM NINLEH3NN.

Mporpamma  OuCUMMNMHBLI  peanua3yeTtcs C  MPUMEHEHMEM  3IEMEHTOB
ANCTaHUMOHHBIX 06pa3oBaTenbHbIX TEXHONOMM

Kaxgbin obyvatowmimnca obecnevyeH vHAMBUAOYaNbHbIM HEOrpaHWYeHHbIM AOCTYMOM K
SNEeKTPOHHO-6MBNNOTEYHBIM cMcTeMaM (3NEKTPOHHbIM BMBIMoTEKaM) N K NEeKTPOHHOW
MHOPMaUNOHHO-06pa3oBaTenbHOM  cpede.  JNeKTPOHHO-6ubnmotevyHass cuctema
(anekTpoHHas GubnuoTeka) n ANEKTPOHHas MHOpPMaUNOHHO-0bpa3oBaTensHasa cpega
obecneunBatoT BO3MOXHOCTb JoCTyna oby4valowerocda u3 ndon TOYKM, B KOTOPOM
nMmeeTcsa O0CTyNn K UHPOPMALNOHHO-TENEKOMMYHUKAUNOHHOM ceTu «IHTepHeT», kaK Ha
Tepputopun ®Ire0OY BO «Bl'Y», Tak 1 BHe ee.

VHpopmMaLmOHHO-CnpaBoYHbIe pecypchl

1. http://lwww.ict.edu.ru - noptan "MIHdpopmMaLMOHHO-KOMMYHMKALUWUOHHbIE

TexHonorum B obpasoBaHun" .
2. http://www.iot.ru - noptan HdpopmMaunoHHbIX oBpasoBaTenbHbIX TEXHOMOMMNA.



http://www.gosecure.ru/
http://www.pcweek.ru/ecm/article/detail.php?ID=131150
http://www.pcweek.ru/ecm/article/detail.php?ID=131552
http://www.pcweek.ru/ecm/article/detail.php?ID=131945
http://www.pcweek.ru/ecm/article/detail.php?ID=132839
http://www.pcweek.ru/ecm/article/detail.php?ID=135396
http://www.securit.ru/
http://www.abipage.ru/
http://www.ict.edu.ru/
http://www.iot.ru/
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3. http://biznit.ru - canT o0 NPUMEHEHUN NHPOPMALIMOHHBIX TEXHONOMMW B Pa3fnyHbIX

obnacrtax.

www.consultant.ru - opuumaneHbin cant 3A0 «KoHcynbTaHT lntocy.

www.garant.ru - odpunumnansHeii cant OO0 «HIIM MapaHT-CepBurcy.

www.kodeks.ru - oprymnaneHbIin canT MHPOPMaLMOHHO-NPaBOBOro KOHCOpUUyma

«Kopekey.

http://www.hse.ru - lNMopTan Beicwwen LLkonbl QKOHOMUKN;

http://ecsocman.edu.ru - ®egepanbHblini 06paszoBaTenbHbIN NopTan «OKOHOMMKA.

Coumnonorusi. MeHe g KMeHT»;

9. http://www.aup.ru - T[lopTan N0 MEHEeMKMEHTY, MapKETUHTy W pekname,
doMHaHCcaM, NHBECTULMAM, YNPaBreHUIo NepcoHanom;

10.http://www.eu.ru - 3KOHOMMKA W YynpaBreHue Ha npeanpuatnax. HayyHo-
obpasoBaTenbHbIi nopTan. bubnunoteka 3KOHOMMYECKOM W YynNpaBreHYeCcKoM
nnteparypsl;

11.Poccuinckas rocygapctBeHHas 6ubnuoteka. EAVHBIN 9neKTPOHHbLIV KaTanor
http://www.rsl.ru/ru/s97/s977242/

12.Hay4Has sanekTpoHHasa bubnuoTeka http://elibrary.ru

13.Poccuickasa HaumoHanbHasa oubnuoteka http://www.nlr.ru

o g b

© N

18. MaTtepuanbHoO-TexHU4YecKoe obecrnevyeHme QUCLUNIIUHDI:

Y4yelbHbI KOoprnyc 9KOHOMMYeckoro pakynbteta BlY wnMeeT: HyXHOe KOonmMyecTBO
NEKUMOHHbIX ayauTOPUK, OCHALEHHbIX MyINbTUMeaUAHbIM obopyaoBaHuem,
KOMMbIOTEPHbIE  KMacCbl, WUMeeTCss  HeoOXOAUMbIN  KOMMMEKT  NULEH3NOHHOro
nporpaMmmHoro obecneyeHusi. CTyaeHTbl MMEKT [OCTyn K y4vyebHom nuTepaTtype,
npeactasneHHon B AbC.

Ana npoBedeHWss  3aHATUW  UCMNOMb3YKTCA:  chneuvManusaMpoBaHHaa  mebernb,
KOMMbIOTEPDLI, MNPOEKTOpP, 3KpaH ANnd MpoekTopa HacTeHHbIN,  undpoBas ayamo
nnartpopma, TeneBu3OpPbl, KOMMMNEKT aKTUBHbIX TPOMKOroBopuTenen, MUKpPOgOH
NPOBOOHOMN.

YyebHas ayautopus: cneumanunanpoBaHHas mebenb, HoyToyk HP Probook 450 15.6",
npoektop Acer X1240, akpaH ans npoekTopa HacTeHHbIn Projecta Compact Electrol,
WHDMI-npnemMHuk

AyouTtopus ansa npoBeaeHusi nabopaTopHbIX 3aHATUI: creumann3MpoBaHHas mebens,
komnbtoTepbl 3QNTP-Shell NM-10-B260GBP-525 (11 wT.).

19. POoHA OLEHOYHbIX CPeacCTB:

19.1. MepeyeHb KOMNETEHLUIN C YKazaHueM 3TanoB hOpMUMPOBaHUA U
nnaHMpyeMbIX pe3ynbTaToB 00y4YeHus

Koga n cogepxaHue lMnaHupyemble pesynbTathl OTanbl hopmMnpoBaHus
KkoMneTeHuun (unu ee 00yyeHus (Nnokasartenu KoMneTeHuuu (pasgensl 0C*
yacTu) AOCTXEHUS 3a4aHHOr0 YPOBHS (Tembl) AMCUMMNUHDI (cpencTBa
OCBOEHMSI KOMMETEHLMM Uy Moayns u ux oLEeHUBaHus)
nocpeacTeoM hopMUpPOBaHUS HaumeHoBaHwue)
3HaHWN, YMEHUIN, HABbIKOB)
OK-12 3namo: YCTHbIN onpoc
CnocobHocTb - TEXHONOIMNW 3NEKTPOHHOrO | 1. NEKTPOHHLIN [oknapg
paboTtaTb c | LokymeHTo060pOTA; OOKYMEHT 1
pa3nnyHbIMU - HasHayeHne M BUAbl | AOKYMEHTOOOOPOT.
3IEKTPOHHON NoANNCK OCHOBHbIE NOHATUA.



http://biznit.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://www.kodeks.ru/
http://www.hse.ru/
http://ecsocman.edu.ru/
http://www.aup.ru/
http://www.eu.ru/
http://www.rsl.ru/ru/s97/s977242/
http://elibrary.ru/
http://www.nlr.ru/
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MHOPMaLNOHHBLIMU
pecypcamu n
TEXHOMOrnamu,
NPUMEHSATb
OCHOBHblE  METOAbI,
cnocobbl n cpeacTea

TexHonornm cosgaHus
CIOXHbIX
3NEKTPOHHBIX
AOKYMEHTOB

2. 3akoHopaTenbHoe
N HOpMaTMBHOE

nonyyeHNs perynmpoBaHue
’ NCrnonbL3oBaHUA
XpaHeHuda, nowucka, 3MEKTPOHHOTO
cucrtemarvisaumm, [OKyMeHToo6opoTa.
06paboTku v 3. Knaccudmkaums
nepenasqin CUCTEM 3MEKTPOHHOrO
nHdopmauum AOKyMeHToo6opoTa
Ymemp: 1. ONEKTPOHHbI Otyet no
- cos3faBaTb OIEKTPOHHbIe | AOKYMEHT n | nabopaTopHbIM
hOpMbI JOKYMEHTOB AOKYyMEHTOO00pOT. pabotam
OcCHOBHblE  MOHATUSA.
TexHonornm cosganns
CIOXHbIX
SNEKTPOHHBIX
OOKYMEHTOB
Bnaoemo: 4. O63op OTueT no
- HaBblkaMX MCMOMNb30BaHUA | OTEYECTBEHHbIX nabopaTtopHbIM
KOMMNbIOTEPHON  TEXHUKA UK | CUCTEM INEKTPOHHOrO paboTtam
NHGOPMALIMOHHBIX AOKyMeHToo6opoTa 1
TEXHOMOINN; X (PyHKLMOHanNbHbIE
- HaBblkamu OMUCaHUs | XapaKTepUCTUKN.
MapLUPYyTOB LOKYMEHTOB; 5. MepcnekTuBbl
- HaBblkamMu  perucTpauum | MCMONb30BaHUA
SNEKTPOHHOr0 [OKyMEHTa B | CUCTEM JMEKTPOHHOrO
cucTeme. AoKyMmeHTOoobopoTa
NMpomeXxyToyHaa aTTrecTauus KM

19.2 OnncaHue KpUTepmeB U LWIKanNbl OLLeHUBaHUA KOMNEeTEeHUMN (pe3yfibTaToB 00y4YeHus)
NPy NPOMEXyTOYHOM aTTecTaumum
[ns oueHnBaHWs pes3ynbTaToB 00y4YeHMs1 Ha 3a4eTe UCMONb3YITCH cneaylwue

nokKkasaTtenu.

— BIageHue

AUCLUMNIIUHBI,

— CrnocobHOCTb

NOHATUMHBIM annapatom w”“ TEopeTn4eCKMMnm oOCHOBaMu

WNCTPUPOBATL

MCMNornb30BaHNA TEOPETUHECKOIro MaTtepuana,
— CNOCOBHOCTL CBA3aTb BOMPOCHLI TEOPUN C NMPaAKTUH4ECKNMUN 3aJaHUAMMN,
— MNPUMEHATb TeopeTU4EeCKNE 3HaHUA ONnA peleHnda nNpakTn4eckmnx 3agad,

— OpueHTauunda B

(byHKLl,I/IOHaJ'IbeIX

NporpaMMHbIX NPOAYyKTaXx,
— TrpamoTHasi, yBepeHHas!, CBaA3aHHasi peyb Npu YCTHOM OTBETE,
— CNoCOBHOCTbL ObLICTPO OpUEHTUPOBATbLCA B Martepuane, oTBedas Ha
AOMNOJSTHUTENbHbIE BOMPOCHI B pamkax n3ydaemoro obvema.

OoTBET

npumepamm

BO3MOXXHOCTAX

PesynbTaTt 06y4eHNss OLeHMBAETCA: «3a4YTeHO», «HE 3a4YTEHOY.

NPaKTn4ecKkoro

n3yvyaembix

CooTHOLLEeHNe rfokasaTernen, KpUTepueB M LIKamnbl OLEHMBAHUS pe3ynbTaToB

oby4eHuns.
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YpoBeHb
Kputepum oLeHmBaHmnst KOMNETEHLMI cchopmumpoBaH Llkana oueHok
HOCTU
KOMMEeTEeHLINN

MpoaeMOHCTPMpOBaAHO  3HaHWE 6a30BbIX NoHATMM | [loporosbin 3a4TeHo
3MEKTPOHHOro AOKYyMEHTO060opOTa; HOPMAaTUBHbIX
npaBoBbIX akToB B obnactu C3[l; OCHOBHbIX METOAOB,
cnocobos n npnemMmoB paboThbl B cucteme
AOKyMeHToobopoTa; yMeHMe UCnonb3oBaTb NpOrpaMmHoe
obecnevyeHne  gns peweHna  3agaud, BnageHue
NOHATUNHBLIM annapaToM ANCUUMNINHGI.

OTBEeT Ha KOHTPOSMbHO-U3MEPUTENDBHLIN MaTepuan He - He 3a4yteHo
CcOOTBEeTCTBYET nepeyYncneHHbIM nokasaTesnsim.
O6yuvatowmics AEeMOHCTpUupyeT OTPbIBOYHbIE,
dparMeHTapHble 3HaHUS, AonyckaeT rpydble owunbkn B
otBeTe Ha Bonpoc KWM, 3atpygHsetrcsas oTBeTUTb Ha
OONONHUTENbHbIE BOMPOCHI.

19.3 TunoBble KOHTPONbHble 3adaHUA WNU WHble MaTepuanbl, Heob6xoaumble AOns
OLIEHKU 3HaHWKN, YMEHWUM, HaBbIKOB U (UNKU) onbiTa OEATENbLHOCTU, XapaKTepusylowme
3aTanbl (pOpPMUPOBAHMA KOMMNETEHUMM B npouecce OCBOEHUA obpasoBaTeribHOU
nporpaMmmbl

19.3.1 lNepeyeHb BONPOCOB K 3a4eTy

1. UcTopuyeckme atanbl aBToMaTU3auumn opraHmsaumm paboTbl C 3NeKTPOHHbIMN
AOKYMEHTamu.
. Mpobnembl nepexoaa k 6e36ymMaxHOM TEXHONOMMN yNpaBreHns
. OcHoBHbIe KoHLUenunn nepexoaa K 6e3dymMaxHOn TEXHONOMN
. NoHATNE 3NEeKTPOHHbIN AOKYMEHT, JOKYMEHTOMNOTOK, JOKYMEHTOO60pOT
. TexHu4eckoe obecneveHne ANC un ero cocrtas
. MporpammHoe o6ecneyeHmne ANC un ero coctas
. MpuHumnbl noctpoeHna ACY[
. ®yHKUMOHanbHbIE nogcmucTembl B OCY[]
. Metoabl 3CY/[] 8 JNC

10. OT1anbl AOKYyMeHTOO60pOTa 1 BO3MOXHOCTM X aBTOMaTU3aLnn.

11. TpeboBaHus, KOTOPbIM AOSMPKHA YAOBMNETBOPSATb 3JNEKTPOHHAs cuctema
yrnpaBreHns JOKyMeHTOobopoToM

12. BO3MOXXHOCTN aBTOMaTU3aumMn OTAENbHbLIX 3TanoB AOKYMeHToo6opoTa.

13. «OneKTpoHHbIK OdUC» M €ero OoTnMuYne OoT TPaauLMOHHOW Moaenu
«ByMaXkHoro» A4enonpoun3BoACTBa.

14. Knaccudukaumss 9nNekTPOHHbIX AOKyMeHToB. [lpobnema npugaHus
tOPUONYECKOro cTaTyca 3NeKTPOHHbIM JOKYMEHTaM.

15. TloHsATME cucTemMbl ynpaBneHWsa SNEKTPOHHbIMM AoKymeHTamu (CY[L),
CUCTEMBbI 3MEKTPOHHOro AoKymeHToobopoTa (C3[).

16. Knaccuduvkaums cuctem ynpaBrneHns aneKTpOHHbIMU JOKYMEHTaMu.

17. ®yHkumm CY[.

18. TpeboBaHus K cMcTemMam yrnpaBrieHUs JOKYMEHTOOBOPOTOM.

19. NHpacTpyKTypa OTKPbITbIX KITHOYEN: COCTOSIHUE U NEPCMNEKTMBDI.

20. OCHOBHbIE MOHATMSA TEXHONOMMN LMAPOBbLIX CEPTUPUKATOB.

21. MNpenmyLiecTsa aBTOMaTU3NPOBAHHbIX CUCTEM PerncTpauumn JOKyMeHTOB.

22. Cdpepbl NpUMEHEHUSI AOKYMEHTanbHbIX  WH(OPMaLNOHHO-NONCKOBbLIX
CUCTEM.

O©Coo~NOOODWDN
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23. BHegpeHue cuUCTeEM 9NEKTPOHHOrO AOKyMeHToobopoTta: npobnembl w
peLleHuns.

24. ONeKTPOHHbIE AOKYMEHTbI 1 6a3bl aHHbIX.

25. MNMpobnema anekTpOHHOW NOANUCK.

26. O6wme NpMHUMMbI XPaHEHUST ANEKTPOHHbLIX AOKYMEHTOB.

27. YcTponctea pe3epBHOro KonmpoBaHUs MHpopmMawmu.

28. CkaHMpoBaHMe JOKYMEHTOB.

29. HasHauyeHune cuctembl MaccoBOro Beoga 6yMakHbIX JOKYMEHTOB

30. CocTaB aTanoB un onepauyum TeEXHONOMMM MaccoBOro BBoAa JOKYMEHTOB

31. HasHauyeHue onepaunun npeBapuTeribHOM NOLATOTOBKN JOKYMEHTOB

32. MeToabl BBOAA JOKYMEHTOB B CUCTEMY

19.3.2 Tembl goknagoB

. MpuHUMNbI NocTpoeHnst 6e36yMakHOM TEXHOOrMn
. MprHLMNbI 3NEKTPOHHOro AOKYyMeHToobopoTa
. Knaccudmkauus cuctem ynpasneHuss JOKyMeHTaMm
. ABTOMaTn3aums XxpaHeHUs1 SNEKTPOHHbIX JOKYMEHTOB
. Knaccndmkauma cuctem ynpaBneHust aneKTpoHHbIMKU AokyMmeHTamu (CY[).
. WccnepoBaHue CBOMCTB 1 XapakTepUCTUK npoLecca ynpasneHuns.
. MepcnekTnBbl aBTOMaTM3aUMM OPUCHON OEATENBHOCTU.
CuctemMbl  aBTOMatuM3MpPOBAHHOIO  YMpaBfieHUA M SNEKTPOHHbIN
AOKYMEHTOOBO0pOT.

5. ABTOMaTtuM3MpoBaHHbIA  KOHTPOMb  MCMNOSIHEHWUSI  pacnopsaamnTENbHbIX
[OKYMEHTOB.

6. CoBpeMeHHble Noaxoabl K aBToMaTU3auumn ynpaBneHnsa oKyMeHTaumnen.

7. [lporpamMmHble cucTeMbl aBToMaTuU3auum opraHmsaumm paboTtbl C
AOKYMEHTamu.

8. «3OnNeKTpoHHbIN OduC» U €ero oTnAMuMe OT TPaguLMOHHOW MOoAenu
«BymaxkHoro» gokymeHToobopoTa.

9. Cuctema aBTOMaTM3aumm  OenOonpou3BOACTBA M ANEKTPOHHOTO
AokymeHToobopoTta «AEJNO».

10. Cuctema ynpaBneHus gokymeHtamm « EBdppaTt-[JokymeHToo060poT».

11. Lotus Notes un Novell GroupWize - cucrtema 3nEKTPOHHOrO
AOKyMeHToobopoTa

12. DIRECTUM - cuctema 9neKTpPOHHOro LOKYMeHTOObopoTa U ynpaBneHus
B3aMMOOENCTBUEM.

13. TunoBble onepaumn B C3[l: permctpaums AOKYMEHTOB, MapLUpyTM3auus,
KOHTPOMb MCMNOSMIHEHWs, BU3yanusaunsa pesynbTatoB paboTbl (Ha npumepe peanbHOM
can).

PON_PON -

14. Busyanusauua paboTbl nepcoHana B cuctemax 4oKkymeHToobopoTa

Kputepum oueHku:

Hoknag B Buae TekctoBoro ¢pamna. OueHka oby4varowierocs 3aBUCUMT OT KadecTBa
oTBeTOoB Ha Bonpocbkl. OdopmneHve poknaga AOMMKHO COOTBETCTBOBaTb TpeboBaHUAM,
npeabABNsSeMbIM K MUCbMEHHbIM paboTaM. TUTYrbHbIA NUCT yCcTaHoBNEeHHOW dopmsbl. WpnudT
Times New Roman, pa3mep wpudta 14, absauHbin otctyn 1,5, MEXCTPOYHbIM MHTepBan 1,5.
Paswmepbl noneun: nesoe 3 cMm, npaBoe 1 CM, BEpXHEe U HWxHee 2 cM. Tam, rge 910
HeobXxoOuMO, B KavyecTBE aHanuTU4YecKOro WMHCTPYMEHTa MOXHO WCMoNb30oBaTb rpaduku,

anarpamMmmbl 1 Tabnuubl, KOTOpbIE A0MKHbLI ObITb 0OhOPMIIEHBI B COOTBETCTBUN C TpeboBaHNAMMU
MOCT.
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O6yqa+ou.l.mecs=| CHMTaTCA OCBOMBLUMMMU I'IOpOFOBbIVI YPOBEHb NOArOTOBKU (OLl,eHKa -
3al-ITeHO), eCclim MK packKkpbiTa TeMa, AdaHbl TpamMOTHbIE WU 00OCHOBaHHble OTBETbl Ha
AononHnTe bHble BOMPOCHI.

19.3.3 MepevyeHb 3agaHuK AOnNsi  NpoBepkn  ChOPMUPOBAHHOCTU
KOMneTeHLUm

1) TecToBbIE 3a4aHMS (3aKPbITOro TUNa CpeaHEro YPOBHSA CMNOXHOCTU):

3AOAHVME 1. 3OnekTpoHHas noanucb, KoTopasl noaTBepxgaeT akt dopmMmnpoBaHus
3MIEKTPOHHON NOANUCKM ONpegerieHHbIM  JIMLOM MNOCPEACTBOM  MUCMONb30BaHMS KOAOB,
naponen vnu mMHeix cpeacts M HE nossonsget npoBepuTb hakT BHECEHUS U3MEHEHUN B
OOKYMEHT rnocne ero nognucaHus:

= npocTas

~ yCurneHHas

~ KBanMuumMpoBaHHas

~ CNnoXHas

3A0AHUE 2. lna cornacoBaHusa gokymeHta B CO[l cospaetcs
= 3agava
~ yBegoMrieHme
~n3BeLleHne
~ CcO0O0LLeHne

3AOAHUE 3. CoTpyaHuUK MOXET NpocMaTpuBaTh M peakTMpoBaTh KapTOUvKy N COAEPXKNUMOE
BEpCUU OOKYMEHTa, co34aBaTh HOBbIE BEPCUM JOKYMEHTA, BbldaBaTb Npasa Ha NpoCcMOTpP U
N3MeHeHne AOKYMEHTa ecnn y Hero npaso

npaBo Ha U3MEeHEeHUue

npaBo Ha NPOCMOTP

~ MPaBo «MNOJSIHbIN JOCTYN»

NpaBoO «AOCTYN paspeLueH»

l

l

3A0AHUE 4. B C3[ nctopua paboTbl C OKYMEHTOM OTobpaXkaeTcs
B KapTo4ke
B narnke
B (hanne
B 3agadve

l

l

l

3A0AHUE 5. B C3[] 3agaHust, KOTopble AOJMPKEH BbINOMHNTL COTPYAHMK, HAXOASATCA B Narnke
BXogasuime
ncxogswime
~ obLwme
~ CMpaBOYHUKN

l

3ALJAHNE 6. Obs3aTenbHbIN NPU3HaK Ha AOKYMEHTe, yCTaHOBIIEHHbIN 3aKOHOM — 3TO
pPeKBU3NT
nHTepBan
nonoxexue Tabynatopa
ambnema

l

l

l

3A0AHUE 7. Cuctema oOKyMeHTaLUM — 3TO

COBOKYNMHOCTbIO B3aMMOYBSI3aHHbIX AOKYMEHTOB, NMPUMEHSieMbIX B onpeaenéHHoun
ccepe gesaTenbHOCTU

~ COBOKYMHOCTb PEKBU3UTOB

~ [OKYMEHT, coepKallunin NepBUYHYIO0 NHOPMaLNIO

~ cucTemMa AOKYMeHTaL MK, co3gaHHasi No eanHbIM Npasunam 1 TpeboBaHnaM
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3AOAHUE 8. MNpynnbl goctyna Heobxoanmbl:
= ANA opraHuM3auMu AoCTyna K AOKYMeHTaM Ans OTAeNioB opraHuM3auuu, KOJseKTuBa
COTPYAHUKOB, paboTarowmx Hag oTAeNbHbIM MPOEKTOM
~ ANS NpefocTaBneHns npaB KOHTporiepa coTpyaHMKam o0si3aHHbIM CreanTb 3a OeUCTBUSMN
nonb3oBaTenen CUCTEMBbI
~ B Crny4yae OTCYTCTBUS COTPYyAHMKA OTBETCTBEHHOro 3a paboTy Hag [AOKYMEHTOM W
HeobXoaNMOCTbIO ee NPOAOIIKEHNE B €ro OTCYTCTBME

3AOAHUE 9. [enernpoBaHne npas AocTyna He06XoaANMO:
= B CllyMae OTCYTCTBMA COTpPyAHMKa OTBETCTBEHHOro 3a paboTy Hag AOKYMEHTOM U
Heo6XxoAMMOCTbLIO ee NPoaoIKEeHNe B ero oTCyTcTBue
~ [Ns npegocTaBneHus npaB KOHTponepa CoTpyaHukam o00s3aHHbIM —CcrneauTb  3a
JencTBMAMU Nosib3oBaTerien CUCTEMbI
~ Ons opraHMsaumMm goctyna K AOKYMEeHTaM ANnsl OTAENOoB OpraHu3auun, KoNnekTvBa
COTPYAHMKOB, paboTatoLlwmx Hag OTAENbHBIM MPOEKTOM

SBAOAHNE 10. T[lpucBoeHue cybbektam M obbekTam [OCTyna YHUKamnbHbIX «METOK» U
CpaBHeHVEe MeTKU, NpegbsaBrsaeMon Nonb3oBaTenem CUCTEMbI, C YTBEPXKOEHHBIM NepeyHem
- 3TO

=UpeHTUdMKauusn

~ aBTOpM3auusA

~ YHUdmKaumsa

~ Knaccudmkaumsa

2) OTKpbITbI€ 3a4aHNA (TEeCTOBbIE, NOBLIWEHHbIN YPOBEHb CITOXXHOCTMU):

3AOAHUE 1. Mopsagok ob6paboTkm aokymeHToB B CO[, NPUHATLIN U YTBEPXKAEHHbIA B
opraHusaumm

OTBeT B hopMe: CyLLECTBUTENBbHOE, HAaNPUMeEp, anropuTm

OTtBeT: pernameHT

3A0AHUE 2. Habop uHpopmaumm (TekcT, nsobpaxkeHne, 3BYyKO3anucb), COXPaHEHHbIN
Ha komnbtoTepe (dpannsl Word, Excel 1 T.n.) n conpoBoxgaembin KapToOvKon ¢ aTtpubytamu, 310

OTBeT B hopme: npunaratenibHoe CyLecTBUTENbHOE, Hanpumep, YepHbli ALWKK

OTBeT: 3NeKTPOHHbLIN AOKYMEHT

3AOAHUE 3. KowmnbioTepHas nporpamma (nporpammHoe obecrnedeHne, cuctema),
KOTOpas Mno3BOMNsieT oOpraHn3oBaTb paboTy C SMEKTPOHHbIMM  OOKyMEeHTamun (co3gaHue,
M3MEHEHME, NOUCK), a Takke B3aMOAENCTBME MEeXAY COTpyAHUKamMu (nepeaady OOKYMEHTOB,
Bbl4ady 3agaHui, OTNpaBKy yBEAOMITEHUA U T.N.)

OTtBeT — abbpesnatypa 13 Tpex 6yks, Hanpumep, LI

OTBeT: CO

3AOAHUNE 4. OB6bekT cucTeMbl, KOTOPbIA UCNOMNb3YeTCs ANA pPeLeHus U YTOYHEHUS
paboymx BONPOCOB MexXAy COTPyaAHUKaMm opraHnsaumm. B Hem onuckiBatoTcst paboTbl, MOPSA0K
N CPOK BbIMOSTHEHUS, YKa3bIBAKOTCA COTPYAHUKN, KOTOpble OyAyT BbINOMHATL paboThl.

OTBeT B (hopMe: CyLeCTBUTENBHOE, HANPUMEP, nanka

OTBeT: 3agava
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3AOAHUE 5. O6pasey ana cosgaHus AOKYMEHTa, B KOTOPOM NpeaBapuTernbHO
3anofiHeHa 4acTb TEKCTa M HACTPOEHO OdopMreHue: WpuUdThl, NONA, OTCTYNbl W Np.; ANS
CO3aHu1s NPUKa30B, UCXOASLWMX NUCEM, CY>XEOHbIX 3anuncok.

OTBeT B hopme: cywecTBUTENbLHOE, HaNpumep, dann

OTtBeT: WabnoH

3A0AHUE 6. PekBn3NT aNeKTPOHHOIo OOKYMEHTa, NpedHasHa4YeHHbIN Ansl ero 3awuTbl
OT U3MEHEHMI 1 NO3BONAOLLMIA MAeHTUMUMpoBaThL BNagensLua nognucu (abbpesnatypa)

OTBerT: Al

OTBeT: AUMN

SA0AHVNE 7. CM3B pacwudgpoBbiBaeTca Kak «cuctema .ONEKTPOHHOro
B3aMMOAENCTBUA»
OTBeT: MeXBeAOMCTBEHHOIo

SAO0AHUE 8. VHdopMaLnOHHO-CNPaBOYHbIN JOKYMEHT, COCTaBNAOLWNACA FPYyNnon nuy,
OIS NOATBEPXKAEHWST YCTAHOBMNEHHbIX PaKTOB — 3TO

OTBeT B hopme: cyllecTBuTeNbLHOE, Hanpumep, gann

OTBeT: AKT

3A0AHME 9. TlpoBepka nogfMHHOCTM CcyObekTa no MNpPeabsiBIEHHOMY UM
noeHTUdUuKaTopy ANns NPUHATUA pelleHna o npeaocTaBneHun emy AoCcTyna K pecypcam
CUCTEMbl — 3TO

{

OTtBeTt: AyTeHTudukauuns

3A0AHUME 10. TexHomnorua OCR, noseonsiowasi npeobpas3oBbiBaTb MNeYaTHble WK
PYKOMUCHbIE OOKYMEHTbl B pedakTMpyemble TEKCTOBLIA MaTepuan, 3T0
pacno3sHasaHune cumBonoB (Kakoe? BcTaBbTe nponyLlieHHOe CoBo)

OTBeT: onTudeckoe

Kputepun u WwKanbl oueHUBaHUA:
[ns oueHMBaHWs BbINONHEHNS 3a4aHUN UCNonb3yeTca bannbHas wkana:

1) 3aKkpbITble 3a4aHus (TECTOBbIE, CPEAHUIN YPOBEHb CITIOXHOCTU):
e 1 6ann — ykasaH BEpHbI OTBET;
e 0 Gannos — ykasaH HEBEpPHbLIN OTBET, B TOM YMCIE YaCTUYHO.

2) OTKPbITble 3aaHUs (TECTOBbIE, MOBbILLIEHHbI YPOBEHb CITIOXKHOCTU):
e 2 Danna — ykasaH BepHbI OTBET;
e (0 6annoB — ykasaH HEBEpPHLIN OTBET, B TOM YMCIIE YAaCTUYHO.

3) OTKpbITble 3a4aHUs (MUHU-KENCHI, CPEAHUN YPOBEHb CIIOXHOCTU):
e 5 Gannos — 3agjaHue BbINOSIHEHO BEPHO (MOMyYeH MpaBuUIibHbIA OTBET, 0OOCHOBaH
(aprymeHTMpoBaH) Xxapakrep NpUHATOrO peLleHus);
e 2 Oanna — 3agaHue BbIMOMHEHO C He3Ha4yuMTenbHbIMKM OLKMOKamMKn, HO npuBeaeH
NpaBUNbHbLIN  XOA4 PacCyXOEHWA, WK MNOMNydYeH BEpPHbI OTBET, HO OTCYTCTBYeT
00OCHOBaHMe xapakTepa NPUHATOrO PELLEeHUs, UNu 3agaHne BbINOSIHEHO HE MOJTHOCTLIO,
HO MOfyYeHbl MPOMEXYTOYHblE pe3ynbTaTthl, OTpaXarwue MnpaBUibHOCTL Xoda
BbIMNOMHEHWS 3a4aHns, Unu, B criydae ecnv 3agaHne COCTOUT U3 BbIMOSHEHNS] HECKOMNbKMX
noasagaHuii, 50% KOTOpbIX BbIMOSTHEHO BEPHO;
e (0 GannoB — 3agaHMe He BbIMOMHEHO, WM OTBET coaepXaTelNbHO HE COOTHECEH C
3agaHunemMm, Unm BbINOSTHEHO HEBEPHO (XOA BbIMOMHEHMS OLLUMOOYEH UM COOQEPXKUT rpydble
OLUNGBKK, 3HAYUTENBHO BIMAIOLME HA JanbHENLIEE ero n3yyeHue).
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19.4. Metoamuyeckue MaTepuanbi, onpefensilolme npoueaypbl OLEHUBAHUA 3HAHWUMN,
YMEHUI, HaBbIKOB U (UnKM) onbiTa A[eATeNbHOCTU, XapaKTepusylLwux I3Tanbl
¢hopMUpOBaHMA KOMNETEHLUN

OueHka 3HaHUW, YMEHUM W HaBbIKOB, XapaKTepusyllwias aTanbl  (OPMUPOBaHUS
KOMMETEHUUA B pamKax WU3ydeHuMs OUCUMMNMAMHBbI OCYLLECTBNSETCA B XO4e TeKylen wu
NPOMEXYTOYHOWN aTTeCTaUuN.

Tekywan atrectaunsa NpoBOAMTCS B COOTBETCTBUM C [ONoXeEHMEM O TekyLlen aTTectauum
obyyaromxca no nporpammam BbiCllero obpasoBaHus BopoHexckoro rocygapCTBEHHOrO
yHuBepcuTeTa. Tekylas aTrectaums npoBoautca B popmax: YCTHOro onpoca (ppoHTanbHas
Oecepa n goknagpl); oT4eTOB Mo nabopaTopHbiM paboTam. Kputepum oueHnMBaHUSA npuBegeHbl
BbILLE.

lMpomexyToyHas aTtTecTauus nNpoBOAMTCA B COOTBETCTBMM C [lonoxeHuem o
NMPOMEXYTOYHOW aTTecTaumm obyyaroLmMxcsa no nporpaMMmam BbiCLLEro 06pa3oBaHus.

KOHTpONbHO-M3MepUuTenbHble MaTepuarnbl MPOMEXYTOYHOW aTTecTaumm BKNoYaT B cebs
TeopeTnyeckue BONpOChI, MO3BOMSOLWMNE OLEHUTb YPOBEHb MOSTYYEHHbIX 3HAHWN.

Mpn oueHMBaHUM MCNOMb3YKTCA LWKana 3avTeHo - He 3ayTeHo. Kputepum oueHuBaHus
npvBeaEHbI BbiLLE.

1. MNpomexyTodHas aTtTecTaumnsa ¢ NPUMEHEHUEM INEKTPOHHOIO 0BYyYeHNs, ANCTAHLUMOHHbIX
obpasoBaTenbHbiX TexHonorun (ganee — 30, [OT) npoBoanTCA B pamKax 3N1EKTPOHHOIO Kypca,
pa3meryeHHoro B QMOC (obpasoBaTtenbHbli nopTan «3AnNekTpoHHbIN yHuBepcuteT BIY» (LMS
Moaodle, https://edu.vsu.ru/)).

2. MNpomexyTodHas atTectauns obyyaroLmnxcst OCcyLecTBnsieTca B opMe 3ayeTa.

3. O6y4atowmecs, npoxogslime MNPOMEXYTOYHYH aTtTectauuio ¢ npumeHeHnem [OT,
AOMKHbI  pacnonaratb TEeXHUYECKMMM CcpeacTBamMuM WM NpOrpaMMmHbiM - obecneveHunem,
nossonawWwnm obecneunTb npoueaypbl  aTtrectaumn.  OOy4yalWMACA CaMOCTOATENBbHO
obecne4ynBaeT BbINOMHEHNE HEeOBXOOUMbIX TexHW4Yeckux TpeboBaHUM ANa NpoBeAeHUs
NPOMEXYTOYHOWN aTTecTaummn ¢ NPUMEHEHNEM ANCTAHLMOHHbIX 00pa3oBaTenbHbIX TEXHOMOIMMN.

4. WpeHTndukaumss JIMYHOCTM oOy4arowerocss npu NPOXOXOEHUN MNPOMEXYTOYHON
atTectaumm obecnednBaeTcs MOCPEACTBOM  UCMOMb30BaHWSA  KaxabiM  obydarommcs
WHOMBUAYANbHOrO forMHa M Naposis Npy BXo4e B NMUYHbIN kKabuHeT, pasmelleHHbin B ANOC
Bry.



