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b6e3onacHocmeb
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OKOHOMMKO-NpaBoBOe obecneyeHmne aKOHOMMUYeckon 6e3onacHoOCTH
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4. dopma obyyeHUA: ovHas
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7. PekomeHgoBaHa: HMC akoHomu4deckoro dakynbteta npotokon Ne3 ot 21.03.24 .
8. YuebOHbIn roa: 2024-2025 CemecTp: 2
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9. Uenu n 3apgaum y4e6HOM AUCLMNIIUHDI:

Lenu: noarotoBka oby4yaiowmxca B 06nactu UCMOMb30BaHNA COBPEMEHHBIX CUCTEM
3NeKTPOHHOro fokymeHToobopoTta (ganee C3/), OaTb npeacTaBneHne O CTPYKType
YHKUMOHASbHBLIX ~ KOMMOHEHTOB, onpegenuts 3agadnm C3O wn  rpaHuubl
NPUMEHNUMOCTU, afeKkBaTHO nosuumoHupoBatb COL0 1 cpencTtBa ee wHTerpaumm B
coBpeMeHHon IT cTpykType.

3adayu:

- cdopmupoBaTb NpeAcTaBreHne O  3aKkoHo4aTeNbHOM M
MeToan4eckon 6ase aneKkTPOHHOro AoKyMeHToobopoTa

- Hay4uTb CO3A4aBaTb COXHbIE 3NIEKTPOHHbIE JOKYMEHTbI

- 03HAKOMWTb C COBPEMEHHBIMU CUCTEMaMM 3NEKTPOHHOIO AOKYMeHToobopoTa

- cdopmMupoBaTb MNPaKTUYECKME HAaBbIKM WMCNONb30BaHUS COBPEMEHHBLIX CUCTEM
9NEKTPOHHOro OKyMeHToobopoTa

- 03HAKOMWUTb C 3TanaMmu BHEOPEHUS CUCTEMbl ANEKTPOHHOrO JOKyMeHToobopoTa
B OpraHm3aumm

10. Mecto yu4yebHOM AucuunnuHbl B cTpykTtype OOIl: yactb, dopmupyemas

yyacTHMKamm obpasoBaTeribHbiX OTHOWweHun 6noka bB1. TpeboBaHus K BXO4HbIM

3HAHUSAM, YMEHUAM W HaBblkaM: 3HaHuMst B o6nactm 6as3oBbiXx WH(OPMALMOHHBLIX

TEXHOMNOMMN, OPUCHBLIX NPOrpaMMHbIX NPOAYKTOB. OUCUMNANHBI, ANS KOTOPbIX AaHHas

ANCUMNIIMHA ABNSIETCA NpeallecTByowen - MHPOPMaUMOHHbIE CUCTEMbI B 9KOHOMUKE,

cpeacTBa v MeToabl 3aWwmnTbl MHpopmauuu.

HOPMaTMBHO-

11. MnaHnpyemble pe3ynbTaTbl OOy4YeHMA MO AucuunnuHe/moaynio (3HaHuS,
YMEHUsl, HaBblkW), COOTHECEHHble C NNaHupyeMbiMU pe3yfibTaTaMu OCBOEHUA

obpasoBaTenbHOM nporpamMmbl (KOMNEeTeHUMsiIMU) U UHAUMKAToOpaMn  UX
DOCTMXKEHUSA:
Koa HasaHune Koa(bt) NuaunkaTop(bl) MnaHupyemble pesynbTaTbl 06y4yeHus
KOMMNeTeHunmn
3HaTb:
—  TexHonormu 3NEKTPOHHOro
[deMoHcTpupyeT AOKYMEHTOo00poTa;
3HaHue — HasHa4yeHue n BMAbI
MHOPMALNOHHbIX ANEKTPOHHOM NoLNUCKU
TEXHONOrnm n | YMmeTsb:
CnocobeH nporpaMMHbIX — co3aaBaTb ANEKTPOHHbIE POpMbI
MCNonNb30oBaTb Cpeacts, B TOM AOKYMEHTOB
coBpemeHHble | OlK- | uncne BnageTtsb:
nHcpopmaumnoHH | 6.1 OTEYECTBEHHOIO
OlN | ble TexHonorum NpOu3BOACTBA, —  HaBblKamu MCNONb30BaHUSA
K-6 | n nporpammHble NpUMEeHsSEMbIX KOMMbIOTEPHOWN TEXHWKU n
cpeactea npwm opraHusaunsamm NHOPMALIMOHHBIX TEXHOMNOTNIA;
peLueHnn npu peLeHun — HaBblKamMu OMUCaHWUS MapLUPyTOB
npodeccunoHan npodgeccmnoHarbH OOKYMEHTOB;
bHbIX 3a4ad bIX 3agau — HaBblkamMu peructpaumu
9NEeKTPOHHOrO  AOKYMEHTa B
cucTeme.
Bbibupaet n | 3HaTb:
OrlK- | npumeHseT — 6asoBble (PYHKLMM NPOrpaMMHOro
6.2 COBPEMEHHbIE obecnevyeHus ans Ooy,
NHPOPMaLNOHHBI obecneynsaroLme




3

e TexHonorun u
nporpaMmmHble
cpeacTea
peLeHum
npodeccnoHarnbH
bIX 3agau

npu

cucTemaTusaunio n aHanus
ynpaBneH4Yeckom " NHON
MHdOpMaLUnN.

YMeTb:
- ohOpMNATb JOKYMEHTALMIO B
COOTBETCTBUM C HOpPMaTUBHOM
6ason, B TM. ncnonb3ys
NHPOPMALMOHHbBIE TEXHOMOIUMW.

Bnapetb:

— TEepMUHOMOormnemn B obnactu
undposuzaunmn JOY;

- HaBblkaMu paboTbl C
cuctemamu yrnpaBneHus
OOKYMEHTaMM.

12. O6bLemM AUCUUNIIUHBbI

y4eOHbIM nnaHom — 3 / 108.

B 3a4YeTHbIX eguHuuax/yacax B COOTBETCTBUM C

dopma NpoMexXyTOYHOM aTTecTauun(3avem/sk3ameH) - dK3aMeH.

13. TpyaoeMKocTb No Buaam y4yebHon paboTbl

TpyooeMKOCTb
- Mo cemecTpam
Bug yyebHon paboThbl Bcero 3 comecTp
u. 4., B hopme I
AyONTOPHbIE 3aHATUSA 36 36 0
nekumm 18 18 0
B TOM 4ymMCne: NpaKkTU4ecKmne 0 0
nabopartopHbie 18 18 0
CamocTtoatenbHas paboTta 36 36 0
B TOM u4ucne: kKypcosas pabota 0 0 0
(npoekT)
dopma NpomMeXyTOYHOM aTTecTaumm -
36 36
OK3aMeH
WToro: 108 108 0




13.1. CopepxxaHne AUCLUMIUHBI

n/n HaumeHoBaHue
pasgena CopepxxaHue pasgena AUCLMNIINHbI
ANCLUNJIVHDI
1. Jlekyuu
1.1 Llenb, 3agaum n copgepxanHve gucumnnuHbl. OcHoBHble | Kypc:
dopmbl y4ebHonm paboTtbl. NcTouHMKM N nutepaTtypa no | CucTemsbl
AVCuMnnnHe. KnioueBble onpeaeneHns: | aNeKTPoH
5 «OOKYMEHTOOOOPOT», «3NEKTPOHHbIN LOKYMEHTOO60POT», | HOro
OneKTPOHHbIN «3NEKTPOHHbIA  [OOKYMEHT», «3NeKTpOHHas undpoBasi | JOKYMEH
AOKYMEHT " noanucky». Mctopuss asTomatmsaummn OoKymeHToobopoTa: | Too6opo
AOKyMEeHTOOBOpOT. dhopMUpOBaHME OCHOBHbLIX MOAXOAOB K aBToMatusauuv | Ta, cred.
OcHoBHble [I0KyMEHTO060pOoTa; npuHATUE FOCToB Ha | Ok. 6es,
MOHATUA. yrnpaBreHYyeckme OOKyMeHTbI, co3gaHune obLuepoccuinckmx | 1 Kkypc
TexHonorum KrnaccugmKaTopoB, YHUUUMPOBAHHBIX cuctem | https://ed
CO3MaHnA CNOXHBIX | nokymeHTaumMK; cosgaHue HopmaTMBHOM Gasbl  Ans | u.vsu.ru/
SNEKTPOHHbIX aBTOMaTM3aLMM  [OKYMEHToobopoTa; aBTomaTtusaums | course/vi
AOKYMEHTOB oTAenbHbIX onepauuin paboTbl ¢ JOKYMEHTaMu, co3aaHve | ew.php?i
aBTOMaTU3NPOBAaHHbIX cucrtem ansa paboTbl c | d=4247
AOKYMEHTaMMm.
TekcToBble peaakTopbl: paclUMpPEeHHbIE BO3MOXHOCTH.
1.2 depepanbHbidi  3aKOH « 06 WHpopmaLmu,
NH(POPMAaLMOHHbBIX TEXHOMOIMAX K 3awmTe uHdopmMaummy»
(2006); depepanbHbil  3akoH  «O6  MHoOpMaLmuK,
3akoHogaTenbHoe i
" HOPMATUBHOE MHd)opmaTM:’:aumm, 3awuTte umHdopmauuny (1995); «O6
perymMpoBaHie anekTpoHHown nognucuy» (2011).
CTIONb30BAHMSI rOCT P 53898-2010 «CVICTe\I'VIbI 3IEKTPOHHOIO
AOKyMeHToo6opoTa. B3aumopencteue cucTem
3NEKTPOHHOro
nokymenTooBopoTa ynpaBneHust AoKkymeHTamu. TpeboBaHUs K 3neKTPOHHOMY
COODLLEHNIO.
OnpepeneHne  SMnekTPOHHOrO OOKYMeHTa, npuaaHue
IOPUONYECKON  CUNbl  3NEKTPOHHBbIM  AOKYMEHTaM U
0c0beHHOCTN paboThbl C 3NEKTPOHHLIM BUOOM LOKYMEHTA.
1.3 HeobxognmocTe  Knaccudukauuu. Kputepun  gns
Knaccudukaumm cucTem SMNEKTPOHHOro
AOKyMeHTOoGopoTa.
Knaccudumkaumss Ha OCHOBE MCMONb3yeMbIX TEXHOMNOMMA B
Knaccudmkaums cMCcTeMax 3NeKTPOHHOro AOKYMeHToobopoTa.
cucTeMm Knaccudmkaumsa Ha ocHoBe 3ajady  onpefeneHHoro
3MNEKTPOHHOTO YPOBHS, peLlaembIx cucTemonm 3NEKTPOHHOro
[0KyMeHToOGBopoTa | ACKYMeHToobopoTa.
O6was Knaccudmkaums cucTem 3IEKTPOHHOIO
AOKyMeHToobopoTa. KoHuenums «ynpaBrneHns
KkopnopaTuBHbIM  cogepxumbim»  (Enterprise  Content
Management — ECM).

1.4 CpaBHUTENbBHbIN aHanus cuctem anekTpoHHoro | Kypc:
O630p AOKyMeHTOOb0opOoTa, MNpeAcTaBfneHHbIX Ha poccunckom | Cuctemol
OTEYECTBEHHbIX pblHKke. OCHOBHble pa3paboTyYMKM, OCHOBHblIE BWAbI | SMEKTPOH
cucTem cuUcTeM. HOro
3NEKTPOHHOro Cuctembl opraHusaumm 1 ynpasrneHus apxmeamm OOKYMEH
AokyMeHToobopoTta | Cuctembl mMapwpyTusaumm  gokymeHtoB  (Optima | Too6opo
" nx | Workflow) Ta, cneuy,.
dyHKUMOHanNbHble | CUCTEMbI  3NEKTPOHHOro  gokymeHToobopota (C3[M | Ok. 6es,
XapaKTepUCTUKN. «Jenoy», « Anpektym») 1 kypc

Cuctembl  KOMMNEKCHOW  aBTomaTtu3aumm  6usHec- | https://ed




n/n HanmeHoBaHue
pasgena CopepxaHue pasgena AUCUUNIIUHDbI
AUNCLUNSIVHDbI
npoueccoB (BPM-cuctema ELMA aBTomaTtmsaumm 6usHec- | u.vsu.ru/
npoueccos npeanpusatus, cuctema BOCC-PedepeHT). courselvi
ew.php?i
d=4247
15 lNpeumyuiectBa BHeOpeHUss  CUCTEM  ArNeKTPOHHoro | Kypc:
AOKYMEeHTOO60pOoTa (TakTUYeckne u ctpaternyeckue). Cuncremsl
HeobxoanmocTb BHEApEeHNs 9NEKTPOHHOIO | 3NEKTPOH
AOKyMeHToob6opoTa B paboTy OpraHoB rocygapCTBEHHOM | HOMO
Bnactn. O6wue TpeboBaHUA K NogaepXKKe 3MNEKTPOHHOro | AOKYMEH
MepcnekTnBbl AOKYMEHTOO6opoTa Mexay opraHamu rocyaapCTBEHHOW | Toob6opo
NCNonNb30BaHWSA BNacTu N ynpaBneHus. Ta, cneu.
cucTem Mporpamma  «UudpoBas  skoHommka  Poccuiickon | Ok. 6es,
3NEKTPOHHOro depnepauuny: aTanbl, OCHOBHbIE 3a4a4n, peanusauus. 1 Kypc
AokymeHToobopoTa | OcobeHHoCTH BHeapeHus cuctem aneKkTpoHHoro | https://ed
AOKYMEHTOO0opOoTa B rOCYAApCTBEHHbIX Yy4pexgeHusx. | u.vsu.ru/
MpeumyiecTBa n nepcnexkTuBbI ncnonb3oBaHusa | course/vi
9NEKTPOHHOro  AOKYMeHToobopoTa Mexay opraHamu | ew.php?i
rocygapcTBEHHOWN BNacTu. d=4247
Me>xBeJOMCTBEHHbIV 3NEKTPOHHbBIV AOKYMEHTOODOOPOT
2. MMpakmuyeckue 3aHIMUs He NMPedyCcMOMpPeHbI
3. JlabopamopHsbie pabomal
3.1 TekcToBble pefakTopbl: paclupeHHble BO3MOXHOCTW. | Kypc:
Mcnonb3oBaHme MakpocoB Cucrembl
- 3NEKTPOH
OIEKTPOHHbIN
OOKYMEHT 1 Horo
OOKYyMEHTOO00pOT. AOKyMEH
OcHoBHble T0000pO
MOHATUSA. Ta, cnetl.
Ok. 0Oes,
TexHonornm
CO3[aHunA CITOXHbIX 1 kype
https://ed
3NEKTPOHHbIX
NOKYMEHTOB u.vsu.ru/_
course/vi
ew.php?i
d=4247

3.2 3akoHogaTtenbHoe | TOCT P 53898-2010 «Cuctembl  3neKTPOHHOrO
n HOpMaTMBHOE | JOKyMeHToobopoTa. B3anmogenicteme cuUcTem
perynupoBaHue ynpaBneHnst AokymeHTaMmu. TpeboBaHUsA K 3NeKTPOHHOMY
1CNonb30oBaHuA COOOLLEHNION.
3NEKTPOHHOro Buabl 9NeKkTpoHHOM NOAMMCK U TEXHOSNOMMU CO3[4aHus Ha
AoKymeHToobopoTa | npumepe cuctembl KAPMA

3.3 Knaccudukauus O6was Knaccudukaums cucTem 3MNEKTPOHHOI0
cucTem AOKyMeHTOoobopoTa. KoHuenums «ynpaBneHns
3NEKTPOHHOrO KkopnopaTuBHbIM  cogepxumbiM»  (Enterprise  Content
AOKymeHToobopoTa | Management — ECM)

3.4 O630op Cuctema anekTpoHHoro  pgokymeHtoobopota (C3[) | Kypc:
OTEYECTBEHHbIX «Odnpektymy», Cucrembl
cuUcTeMm Cucrema KOMMMEKCHON  aBTOMaTtu3auunm  OU3HecC- | aNeKTPOH
3NEKTPOHHOro npoueccoB (BPM-cuctema ELMA aBToMaTusauuun 6GM3HEC- | HOro
AOKyMeHTOObOpoTa | npoueccos NpeanpusaTus) OOKyMeH
" nx TO060pO
dbyHKLUMOHANbHbIE Ta, cneu.




n/n HauwmeHoBaHue
paspena CopepxaHue pasgena AUCUUNIIUHDbI
AUNCLUNSIVHDbI
XapaKTEPUCTUKN. Ok. 6es,
1 Kypc
https://ed
u.vsu.ru/
course/vi
ew.php?i
d=4247
3.5 MepcnekTuBbl MexxBegOMCTBEHHbIA  OMEKTPOHHLIN  JOKYMEHTOOOO0pOT.
NCNonNb30BaHWs ®dyHKUMM NopTana rocyaAapCTBEHHbIX U MyHMUMNANbHbIX
cucTem yCIyr.
9NEKTPOHHOro
OOKyMeHToobopoTa
13.2 Tewmbl (pasgensl) AUCUUNIIUHBLI U BUAbI 3aHATUK:
Buabl 3aHaTui (Yacos)
I"I\jl%l HanmeHoBaHue pasgena ancumnniinHbl
n JlabopaTtopHble [CamocTosiTenbHas
ekumnmn Bcero
paboTbl paboTta
OnNEeKTPOHHbIV AOKYMEHT U
1 A0KyMeHT00060poT. OCHOBHbIE MOHATUS. 5 5 4 8

TexHonornm co3gaHust CNOXHbIX
ONEKTPOHHbIX AOKYMEHTOB

3akoHoOaTenbHoe M HOpMaTUBHOE
2 | perynupoBsaHue NCMonb3oBaHus 2 2 4 8
3MNEeKTPOHHOro AoKyMeHToo6opoTa

Knaccebl cucTem 3MNEeKTPOHHOro

3 2 2 4 8
AOKYMeHToOobopoTa
0630p OTEYECTBEHHbIX cucTem

4 | 3NEeKTPOHHOrO0 OOKYMeHToobopoTa M UX 6 8 14 28
PYHKLMOHAmNbHbIE XapaKTEPUCTUKN.
MMepcnekTnBbl MCNOMNb30BaHUS CUCTEM

5 6 4 10 20
SNEKTPOHHOro JOKYMeHToobopoTa
NTOIro 18 18 36 72

14. MeTogn4yeckue ykasaHmMAa Ans odyvaroWmxca Nno 0OCBOEHUIO AUCLUIMIIUHDI

B npouecce u3ydeHMa OuCUMNAMHBI MCMOMbL3YKOTCA Takne Buabl Yy4ebOHOW
paboThl, Kak nekumm, nabopatopHble paboTbl, KOHCYNbTALUKW, a TakKe pasfMyHble BUabI
caMoCToATeNbHOM paboThl 0byvaroLmXCs.

Obyvarowmmcs pekoMeHOyeTCAa BECTU KOHCMEKT, B KOTOPOM AOSMKHblI ObiTb
KpaTKO  W3MO0XEHbl, OCHOBHble oOnpedeneHnsa n  MONoXeHusi, OCODEHHOCTU
NCMonb30BaHMs OTAENbHbIX NpueMoB paboTbl, obyvarwmecs MMEKT BO3MOXHOCTb
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3agaTb BONPOCHLI NpenogaBaTenio no Teme 3aHATUI. [pe3eHTaumm no gucumnimHe u
AEMOHCTPaLMOHHbIA MaTepuan B BUAe hannoB NpeaocTaBnaoTca obyyatowmmcs.

[na noarotoBkn K nabopaTopHOMY 3aHATUIO OBy4YaloWMACA OO0SMKEH 3apaHee
O3HaKOMUTLCA C 3ajJaHMeM W TeopeTUYecKUM MaTepuanom, nocne BbINOSIHEHNS
paboTbl ohopMUTL OTYET O MNpogenaHHoOM paboTe M MOArOTOBUTBLCS K €e 3aluTe.
OT4yeTbl (hopMmpyrOTCA B BUAE TEKCTOBOrO (hanna 1 BbICbIIalTCs npenogasatento ang
NPOBEPKW.

Mpn nogrotoeke nabopaTopHbIM paboTam ocoboe BHMMaHWe cnegyeT YyAensaTb
0COBEHHOCTSAM MCMNONb30BaHUA M3y4YaeMblX MNPOrpaMMHbIX MPOAYKTOB M rPamMOTHOMY
OPOPMIIEHMIO MOMYYEHHbIX Pe3ynbTaToB.

CamoctoaTenbHass pabota oOy4yaromMxca HanpasfieHa Ha CaMOCTOSITENbHOE
n3ydeHne OTAEeNbHbIX TeM W BOMNPOCOB Yy4ebHOW OUCUMNAWHBI UM ABNSETCH
obaszaTtenbHOM AOna Kaxgoro obyvatowlerocd, ee obbem onpegensetca yv4ebHbiM
nnaHomMm, obyyalowunca pabotaeT € peKOMeHOOBaHHbIMM  MaTepuanamu  npu
MUHUMarbHOM y4acTum npenogaBaTens.

CamocTosiTenbHas pabota c y4yebOHuMkamu, y4yebHbIMM MNOCOOMSMKU, Hay4HOW,
CNpPaBOYHOM W MONYMSiPHOM NUTepaTypon, mMaTtepuanamm Nepuoamnyeckux U3gaHun u
pecypcamn cetu Internet, CTaTUCTUYECKMMW [aHHbIMW  SBNsieTcsa  Haubornee
3(hbeKTUBHBIM METOLOM NONYYEHNSA 3HAHWIA, MO3BOMSET 3HAYNTENBHO aKTUBU3NPOBATb
npouecc oBnageHus uHdopmaumen, cnocobectsyet 6ornee rnybokoMy YCBOEHWUIO
n3ydaemoro martepuana, opmmpyeT y obyyatoLmMXCs CBOE OTHOLLUEHNE K KOHKPETHOM
npobnewme.

Bonpocebl, koTopble BbI3bIBAOT Yy 0Oy4valoWmMxca 3aTpygHEHUS Npu MOLArOTOBKeE,
AOMMKHbI BbITb 3apaHee chopMynMpoBaHbl 1 03BYYEHbI BO BPEMS 3aHATUI B ayauTopun
AN OOMNONHUTENBHOIO pas3bsACHEHUSA NpenofaBaTenem.

Buaobl camoctosTenbHon paboTbl: KOHCNEKTUPOBAHWE Y4eOHOW W Hay4yHOM
nutepaTtypbl; npopaboTka ydebHoro matepmana (N0 KOHCMNEKTam 3aHATUK, yd4ebHon n
Hay4yHoOM nuTepaType); pabota B anekTpoHHoM OmbnmoteyHon cucteme; paborta C
MH(POPMALMOHHBIMA  CNPABOYHBIMW CUCTEMAMM, BbIMOSHEHME [OMALUHUX 3a4aHui;
BbINOSIHEHNE KOHTPOSIbHbIX paboT; noaroToBka K nabopaTopHbIM 3aHATUAM; paboTta c
BOMpocamu 4511 CaMonpOBEPKM.

15. YyeOGHO-MeTOAMNYECKOE U UH(pOpMaALMOHHOE obecnevyeHne ANCUUNIINHDI:

a) OCHOBHas nuTepaTypa:

Ne n/n | cToYHUK

ABTOMaTU3aUMs AOKyMeHToobopoTa : y4ebHoe nocobue : [16+] / A. A. TuweHko,
0. M. Kaszakos, M. B. TepexoB [u gp.]. — Mocksa : ®JIMHTA, 2018. — 108 c. : vn.,
Tabn. - Pexunm aoctyna: no noagnucke. -
URL.: https://biblioclub.ru/index.php?page=book&id=690996 (gata obpauweHus:
11.06.2023). — bubnuorp.: c. 96-97. — ISBN 978-5-9765-4024-8. — TekcT
3JIEKTPOHHbIN.

Be3onacHOCTb 3MeKTPOHHOro AOKyMeHToobopoTa : yyebHoe nocobue : [16+] /
M. A. Tuwenko, KO. M. Kasakos, P. A. dununnos [u agp.]. — Mocksa ; bepnuH
Oupekt-Megna, 2021. — 54 c¢. — Pexum pgoctyna: no nognucke. —
URL: https://biblioclub.ru/index.php?page=book&id=602225 (nata obpaleHus:
11.06.2023). — bwubnuorp. B KH. — ISBN 978-5-4499-1928-1. — TekcT
3JIEKTPOHHbIN.

Kypbecos, A. B. KopnopaTusHblie MHOpMaLMOHHbIE CUCTEMBI : y4ebHoe nocobue :
[16+] / A.B. KypbecoB. — PoctoB-Ha-[loHy : W3paTenbcko-nonurpadunyeckun
3. | komnnekc PIaY (PUHX), 2018. — 122 c. : un. — Pexnm goctyna: no nognucke. —
URL.: https://biblioclub.ru/index.php?page=book&id=567042 (naTta obpalyeHus:
11.06.2023). — bubnuorp. B KH. — ISBN 978-5-7972-2476-1. — Tekct



https://biblioclub.ru/index.php?page=book&id=690996
https://biblioclub.ru/index.php?page=book_red&id=602225
https://biblioclub.ru/index.php?page=book&id=567042

AITEKTPOHHbIN.

PoroxuH, M. 0. [JokymeHTaLMOHHOE obGecrnedeHne ynpaBreHusi : npakTu4eckoe
nocodue / M. 0. PoroxunH. — Mockea ; bepnuH : OQupekt-Megua, 2014. — 400 c. :

un. - Pexum goctyna: no nognucke. -
URL: https://biblioclub.ru/index.php?page=book&id=253705 (nata obpaLleHus:
11.06.2023). — bBwubnuorp. B KH. — ISBN 978-5-4475-1869-1. — DOI

10.23681/253705. — TEKCT : 3NEKTPOHHbIN.

6) gononHUTEeNbHasa nuTeparypa:

Ne n/n

NcToYHMK

JlabopaTopHbI  NPaKTUKYM MO MH(OPMALMOHHLIM  TEXHOMOMMSIM W cucTemam B
3KOHOMMUKe : y4ebHoe nocobue / [1. WN. boicTpsiHueBa, O. B. XKgaHosa, I'. B. LypwmkoBa, A.
A. KOpoBa ; BopoHeXCckui rocygapCTBEHHbIN yHUBEpPCUTET. - BopoHex : M3gatenbckuii Aom
BIY, 2022. - 92 c. : uB. un., Taén. ; 20 cm. - bubnwuorp.: c. 91-92. - ISBN 978-5-9273-3360-
8

Haruna, E.K. HHbopmanyoHHbIe TEXHOJOTHMU: MOpThenb 3agad 1o o00paboTke
KOHOMHYECKOM U yIpaBiieHuecKoi nupopmarmu : yueonoe nmocodue / E. K. Haruna, I
B. HlypmukoBa, 1. H. Illenuna ; BopoHeXckuil rocyaapCTBEHHbIA YHUBEPCUTET. -
Boponex : M3parensckuii mom BIY, 2024. - 236, [1] c.:wr, Taom ;20 cm. -
ISBN 978-5-9273-3934-1. - TekcT . HenocpeICTBEHHBIN

Bobbinesa, MapuHa lNaBnoBHa. YnpaBneH4YeCKMn OOKYMEHTOOOOPOT: OT ByMaXkHOro K
anektpoHHomy / M.IN. Bobeinesa .— M. : N3patenbckun gom M3, 2010 .— 295 c. :
un.,Tabn. — bubnuorp.: ¢.280-294.

ISBN 978-5-383-00426-5

KysHeuoB, Wropb Hwukonaesu4. [JOKyMEHTAUMOHHOE obGecrneyeHne ynpaBreHuss W
[enonpon3BoACcTBO : YYeOHMK Anst BbICIUMX U CpedHux y4ebHux 3aBepeHun / U.H.
KysHeuoB .— M. : FOpawrt, 2010 .— 576 c. — (OcHoBbl HayK) .— bubnwuorp.: c.444-452
.— ISBN 978-5-9916-0261-7 .— ISBN 978-5-9692-0587-1

MupoBon pbIHOK MHPOPMALMOHHLIX yenyr : [ydebHuk ans Bysos] / 3.C. CnvpruaoHoB [m
ap.] ; nog pea. 3.C. CnupuaooHoea, M.C. KneikoBa .— M. : JIMBPOKOM, 2010 .— 410
C. : vn., Tabn. — bmubnwuorp.: ¢.407-410 .— ISBN 978-5-397-01351-2

10.

MHTEepHET-TEXHOMNOIMN B 3KOHOMUKE 3HaHUM : y4ebHUK : [yuebHoe nocobue ons crya.
By30B, Obydvarowmxca no HanpasneHuto 080100 "OkoHOMMKA" M SKOH.
cneunansHocTtam] / [H.M. ABankees u ap.] ; noa Hayd. peg. H.M. Abankeesa .— M. :
NH®PA-M, 2010 .— 447, [1] c. : vn., Tabn. — (Beicluee obpasoBaHne) .— Bubnwuorp. B
KoHue rm. — ISBN 978-5-16-003767-7.

11.

KoHdumaeHumnansHoe Aenonpon3BoacTBO n 3aLUNLLEHHbIV 9NEKTPOHHbIN
OOKyMeHTO0o60opoT : yd4ebHuk / A.l. ®abpuuHoB, A.C. OémywkuH, T.B. KoHgpawoBa,
H.H. KynaeB .— Mockea : 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 wuionsa 2006 r. Ne 149-&3 «O6 wHpopmaumw,
MHAOPMAaLIMOHHBLIX TEXHOMOMMAX U O 3almTe MHdopMaunumn»

13.

depepanbHbii 3akoH oT 27 utons 2006 r. N 152-03 «O nepcoHanbHbIX AaHHbBIX» U OT
27 pekabps 2009 r. N 363-®3 «O BHeceHUM wuaMeHeHun B cTtatbn 19 n 25
depgepanbHoro 3akoHa «O nepcoHanbHbIX AAHHbIXY.

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

Ne n/n | ACTOYHMK
1 OnekmpoHHbIU  Kamajioe  Hay4yHou  6ubnuomeku  BopoHexcko2o 2ocydapcmeeHHOo20
) yHusepcumema. — (http // www.bib.vsu.ru/)
https://fedu.vsu.ru/ — obpasoBaTenbHbll nopTan «ONEeKTPOHHbIM  yHuMBepcuTeT BIY»/LMC
2. | Moodle, kypc https://edu.vsu.ru/course/view.php?id=4247
3. | OBC JlaHb, http://e.lanbook.com/



https://biblioclub.ru/index.php?page=book&id=253705
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://biblioclub.ru/index.php?page=book&id=84996
https://edu.vsu.ru/
https://edu.vsu.ru/course/view.php?id=4247
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4. OBC YHuBepcutetckas 6ubnuoteka online https://biblioclub.ru/

5. | BoHanbHas Hay4Has 6ubnunoteka BIY https://www.lib.vsu.ru/

6 Cuctema anekTpoHHoro pgokymeHToobopota FossDoc. OdwmumanbHbii  canT.
" | http://www.fossdoc.ru/

7 Cuctema anekTtpoHHoro gokymeHtoobopota (C3[) DIRECTUM. OduumanbHbln canT.
" | http://www.directum.ru/

3 Cuctema anekTpoHHoro pokymeHtoobopota ESCOM.BPM  OdwuumnanbHbIin - cawT.
" | http://www.escom-bpm.com/

9 Poccuinickaa  rocygapcTtBeHHass ©Oubnuoteka. EQWMHBIAG 9NEKTPOHHBIA  KaTanor
" | http://www.rsl.ru/ru/s97/s977242/

16. lNepeyeHb y4yebHO-MmeTOAMYECKOro obecnevyeHUss ANs CaMOCTOATENbHOWM
paboTbl (y4ebHo-Mmemoouyeckue pekomeHdayuu, rocobus, 3a0ayHuKu,
MemoouYecKue yka3aHUsi 110 8bINOJSIHEHUI rpakmuyeckux (KOHmMposbHbIX) 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 aBTOmMaTM3aumMum [OOKymeHToobopoTa. Yactb 1.
BBeneHue [3nekTpOoHHbIN pecypc.
http://www.pcweek.ru/ecm/article/detail.php?1D=131552

AHgpees B. Co3gaHue cucteMbl aBTOMaTM3auumn JokymeHToobopoTa. YacTe 2. Knaccol
CUCTEM, NpeAcTaBieHHbIX Ha PbIHKE [9NeKTPOHHbIN pecypc].
http://www.pcweek.ru/ecm/article/detail.php?1D=131945

AHgpeeB B. CosgaHve cuctembl aBTOmMaTu3aumMum [OOKymeHToobopoTa. Yactb 3.
2. | JOKyMeHT B MH(bOPMAaLNOHHON CUCTEME [aNEKTPOHHbBIN pecypc].
http://www.pcweek.ru/ecm/article/detail.php?1D=132839

Angopeee B. CosgaHue cuctembl _aBToMatusauumm AokymeHToobopota. Yactbs 4.
Knaccudukaumsa dYHKUMA 1 MPUNOXEHUM aBToMaTuM3auum OoKyMeHToobopoTa
[anekTpoHHBIN pecypc].

http://www.pcweek.ru/ecm/article/detail.php?1D=135396

Anopees B. CosgaHue cucTemMbl aBTOMaTu3auMmM AOKyMeHToobopoTta. Yactb 5. Yrto
npeBpallaeT _npunoxeHmsa kopnopatnsHon C3[ B eOMHYH CUCTEMY [SNEKTPOHHbIN

pecypc].

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

http://www.abipage.ru/ - canWT komnaHum «AreHTCcTBO 6GesonacHocTn uHdOopMauun
AB»

lopbaTtiok, C.M. WMHMpOpMaLMOHHLIE TEXHOMOrMK : JlabopaToOpHLIN  MPaKTUKYM
[OnexTpoHHbIi pecypc] : y4veb. nocobue / C.M. lopbaTtiok, KO.C. Tapacos, M.I.
HaymoBa. — 39nekTpoH. gaH. — Mocksa : MUCUC, 2016. — 39 c. — Pexum gocrtyna:
https://e.lanbook.com/book/93684. — 3arn. ¢ akpaHa.

17. O6pasoBaTefibHble TEXHONOrMMU, UCMOSNb3yeMble NpuU peanusaumm y4ebHOMU
OUCLUMUNMUHBLI, BKIHOYasaA AUCTaHLMOHHble obpa3oBaTesnbHble TexHonoruu (OOT,
aneKTpoHHoe obGy4yeHue (J0), cmewaHHoe OOy4YeHue): nporpamma AUCLMUMINHBI
MOXeT ObITb peanu3oBaHa C MNPUMEHEHWEM [OUCTaHUMOHHbLIX OOpa3oBaTenbHbIX
TexHonornn. [lpn peanu3aumm OUCUMNIMHBLI  NPOBOAATCA O030pHblE  NEKuuM,
nabopaTtopHble  3aHATUS, BbINOMHAETCA  NPaKTUKO-OPUEHTUPOBAHHOE  3ajaHue.
lMpoBepka NPaKTUKO-OPUEHTMPOBAHHOIO  3aJaHUA  MOXET  OCYLecTBNATbCA C
MCNONb30BaHMEM OUCTAHLMOHHbIX ObpasoBaTenbHbiX TexHonornn. Wcnonbayetcs
CBobogHoe nporpammHoe obecnedeHune. MVcnonb3ytoTcss MNporpamMHble MPOAYKThI,
pacnpocTpaHsemble N0 CBOOOAHOM NULUEH3UN NN B PEXMME OeMOAOCTYyNa.



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/
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/
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18. MaTepmanbHO-TeEXHUYECKOE obecneyeHme QUCLUNIINHDI:

cneuvanuaMpoBaHHas Mebenb, MNPOeKTop, 9KpaH AN  MNpPoeKTopa HAaCTEHHbIN,
KOMMNbIOTEP.

19. OueHoOuYHble cpeacTBa ANA NPOBEAEHUA TeKylen U NPOMeXYyTOYHOMU
aTrecTauuu

MopsigoK  OUEHKM  OCBOeHMsI  obyvawwmmucss  ydebGHoro  matepuana
onpenensieTcs coaepXxaHvem crieayroLLmMxX pa3aenos AMCLUMMNIIMHDI:

HanmeHoBaHue
NHankaTop(bl
Ne pasgena Komnete
) BOCTMXKEHUS OueHou4Hble cpeacTBa
n/n ONCLUUNITUHDI HUmMA(n)
KOMMneTeHunmn
(Mozyns)
1. | Pasgenbl 1-3 Orl1K-6 OrlK-6.1 Hoknapbl. MpakTnyeckoe 3agaHne
OMK-6.2 MpakTnyeckoe 3agaHve, NpakTUKo-
-0. OpPUEHTMPOBaHHOE 3aJaHne
2. | Paspensi 4-5 OrK-6 "O6paboTka JOKYMEHTOB B CUCTEME
Directum”
|-|pOMe>KyTO‘-IHaFI atrTectaund [NepeyeHb BOnpocos
doopma KOHTPONSA — 9K3aMeH

20. TwnoBble OUEHOYHble cpeaAcTBa M MeToAuuYecKuMe  mMaTepuansl,
onpegensilowme npoueaypbl oLleHUBaHUA

20.1. TeKywWwmn KOHTPONb yCrneBaemMoCTHU

KoHTponb ycneBaeMoCcTn Mo OUCUMMINHE OCYLLECTBASETCA C MOMOLLBbIO CreayrLmnX
OLIEHOYHbIX CPeACTB: OOKIaA, NpaKkTUYeckoe 3agaHue u NpPakTMKo-OpUEHTUPOBAHHOE 3adaHune.

Tekywme aTtTectauun npoBoOOATCA B COOTBeTCTBUM C [lonoxeHuem o Tekylien
atTectaumm  obydvarowmxca No  nporpammMam  Bbicllero  obpasoBaHust  BOpoOHEXCKOoro
rocyJapCTBEHHOMO yHMBEpPCUTETA.

20.1.1. Joknaabl

OnuncaHune TexHoNornm npoBeaeHnA
Llenb - oBnageHMe HaBblkaMWU CaMOCTOATENbHOM paboTbl € HOPMaTUBHOWN
AOKYMEHTaumMen n HasblikaMu aHanuaa 3agad JOY. [Joknag conpoBoxaaeTcsa npe3eHTaumen.

TemaTuka goknagos

1. CosgaHue gokymeHToB http://www.elma-bpm.ru/kb/article-558.html

2. MapuwpyTbl fokymeHTOB http://www.elma-bpm.ru/kb/article-559.html.

3. Cepsep SMNEeKTPOHHOro B3anMMOAeNCTBUS
http://www.eos.ru/eos_products/eos_delo/sev.php

4. EouHbIn  nopTan rocygapCTBEHHbIX W MyHUMUMNAnbHbIX ycnyr www.gosuslugi.ru.
OcHOBHble YHKLMM.

5. EAvHbIA nopTan rocyAapCTBEHHbIX W MyHUUMNanbHbIX ycryr  www.gosuslugi.ru
cosfaHue nM4Horo kabvHeTa

6. EOnHbIA nopTan rocygapcTBEHHbIX U MyHUUUNAanNbHbIX ycnyr www.gosuslugi.ru Metozbl
noeHTngukaumm

7. C3[. CpaBHUTENbHbLIN aHan13


http://www.gosuslugi.ru/
http://www.gosuslugi.ru/
http://www.gosuslugi.ru/
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8. Pabora c cuctemon C3[ http://www.eos.ru/eos products/eos archive delo/
9. [MpuMmMeHeHne NcKyccTBeEHHOro uHTennekta 8 CoO[4

10. NoHATME 1 OCHOBHbIE (hopMaTbl ANEKTPOHHbIX JOKYMEHTOB.

11. OnekTpoHHasa NOAMUCH KaK PEKBU3UT ANEKTPOHHOrO AOKYMEHTa.

12. CywHOCTb 1 COCTaB MeTagaHHbIX AOKYMEHTA.

13. OundpbpoBaHme kak cnocod cos3aaHmsa INEKTPOHHOIO JOKYMEHTa.

Tpeb6oBaHUA K BbINOMHEHUIO 3aA4aHUN (UMK WKanbl U KPUTEPUU OLleHUBaHUSA):

OueHka  obyvalowlerocsd  3aBUCUT  OT  KayecTBa  NPOBEAEHHOrO  aHanuaa,
NPeACTaBlEHHbIX pekoMeHZ4auuhn u OTBETOB Ha Bonpocbl. OdopmrneHne poknaga AOrMmKHO
COOTBETCTBOBATbL TpeboBaHMAM, NpeabABAsSEMbIM K NMMCbMEHHbIM paboTam. TUTYNbHbIA NUCT
yctaHoBneHHon dopmbl. WpndT Times New Roman, pasvep wpudpTa 14, ab3auHbii OTCTYN
1,5, mexXcTpouHbii uHTepBan 1,5. Pasmepbl nonen: nesoe 3 cm, npasBoe 1 cm, BepxHee U
HWXHee 2 cM. Homep cTpaHuubl NPOCTaBASOT BHM3Y NO LEHTPY. Tam, rae ato Heobxoaumo, B
KayeCcTBe aHanNUTUYEeCKOrO0 WHCTPYMEHTA MOXHO WCMNONb3oBaTb rpadukn, guarpammbl Wt
Tabnuubl, KOTOpble AOIMKHbI ObITb 0OPMIEHbI B COOTBETCTBMM C TpeboBaHusammn FOCT.

O6yvatolmecs cuMTarTCsl OCBOMBLUMMMK MOPOroBbIi YPOBEHb MOArOTOBKWN (OLEHKA —
3a4TEHO), eCnMM UMM packpbliTa Tema, [[aHbl rPamMoOTHble U OOOCHOBaHHbIE OTBETbl Ha
AOMOMHUTENbHbIE BONPOCHI.

20.1.2. NpaKkTnyeckoe 3apgaHue no pasgeny 1

OnucaHune TexHONOrMn npoBeaeHus

Llenb - oBnageHne HaBblkaMW camoCTOSTENbHOM paboTbl C  HOpMaTUBHOWM
AOKYyMEHTaLmMen n HaBblkaMun pa3paboTKy 3NEeKTPOHHbLIX (POPM JOKYMEHTOB C UCMONb30BaHNEM
BbluMCNAEMbIX Monen un makpocoB. O6yvawolmnncs AOemoHcTpupyeT dopMy u  obpasel
AOKYMEHTa, NOSICHAET Lefb UCMOMb30BaHUA MONen N MakpoCOB B LLAaBroHe JOKYMEHTA.

Obyvarowuincs  paspabaTblBaeT  ANeKTPOHHy  dopMy  6naHKoB  OOKYMEHTOB
(HaumeHOBaHMSA NO COrMacoBaHWIO C MpenogaBaTenem), B MNOACHUTENbHOW 3anucke K
pa3paboTaHHbIM (hopmMam akueHTUpyeT pakT BbIMNOMHEHUA TpeboBaHUM K WCNONb30BaHUIO
BblYMCIISAEMbIX NOMEN N MaKpPOCOB.

Paspaboratb wabnoH OOKYMEHTOB C BbIYUCNAEMbIMA MNOMSAMU, aBTOTEKCTOM,
npeanoXuTb BapMaHTbl UCMONIb30BaHUS MaKpPOCOB:
1. Axt. Obwume TpeboBaHus
2. AKT o npuemke ToBapa, noctynueLlero 6e3 cyeta nocrasLuMKa
3. Akt 06 yCTaHOBMEHHOM pacxXoXOeHWM MO KOMMYECTBY W KavyecTBy nNpu npuemke
MMMOPTHbLIX TOBapoB
AKT 0 npuemke TOBapoB
AKT 06 YCTaHOBMEHHOM pPacXOXAEHUW MO KOMUYECTBY M KayecTBy Mpu MpuUeMKe
TOBapHO-MaTepuanbHbIX LEHHOCTEN
ToBapHada HaknagHas
dopma BHYTPEHHEN OMNUCU LOKYMEHTOB Aena
Mpukas
. lpoTokon
10. PacnopsiokeHne
11. [loBepeHHOCTb
12. [loroBop nocTaBku
13. [JoroBop Ha NoCTaBKy TOBapoOB
14. [loroBop cKNagcKkoro XxpaHeHusi
15. [loroBop TpaHCNOPTHOW aKkcneanuum
16. MNpeTeH3noHHOEe NMUCbMO

oas

©Co~NOo

TpeboBaHuUA K BbINOMHEHUIO 3aA4aHUN (UMK WKanbl U KPUTEPUM OLleHUBaHUSA):


http://www.eos.ru/eos_products/eos_archive_delo/
http://eokd.tolgas.ru/euk/dou/form/AKT3.xls
http://eokd.tolgas.ru/euk/dou/form/AKT3.xls
http://eokd.tolgas.ru/euk/dou/form/AKT5.xls
http://eokd.tolgas.ru/euk/dou/form/Vnutrennyayaopis'dela.doc
http://eokd.tolgas.ru/euk/dou/form/Prikaz.doc
http://eokd.tolgas.ru/euk/dou/form/Protokol.doc
http://eokd.tolgas.ru/euk/dou/form/rasporyazhenie.doc
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Obyuvatowmnca gemoHcTpupyeT ¢annbl ¢ WwabnoHoM [OKyMEHTa M MNOSICHUTENbHOM
3anunckomn o npogenaHHon paboTe. OueHka 3aBUCUT OT KayecTBa NpeACTaBMEeHHbIX MaTepmanos
M OTBETOB Ha BOMPOCHI.

O6y4atowmecs cunmTarTCs OCBOMBLUMMMK MOPOroBbIi YPOBEHb MOArOTOBKWN (OLEHKA —
3a4TEHO), €CNN NMWN BEPHO BbINOSMIHEHO 3a4aHNe, AaHbl rPamMoTHbIE U 06OCHOBaHHbIE OTBETHI Ha
AOMOMHUTENbHbIE BONPOCHI.

20.1.3. MNpakTuko-opueHTUpoBaHHOe 3apaaHue " ObpaboTka JOKYMEHTOB B cUcTemMe
Directum”

OnucaHue TexHONoOrnMmn nposeneHuns

Lenb - oBnageHue HaBblkamn 006paboTku OOKYMEHTOB B CUCTEME 3NIEKTPOHHOIO
AOKyMeHTOOGopoTa. 3ajaHuve BbINOMHAETCA B AEMOHCTPALMOHHOA BEpCUMM  CUCTEMDI
AOKYMeHTO0600Ta, Hanpumep,CUCcTeMbI Directum RX. Mo CCblInke

https://www.directum.ru/products/directum/demo obyuatomiica 3anonHaeT opmy 1 nonyvaet
AEemMoOoCTyn, npu 3TOM BO3MOXEH BXO4 B CUCTEMY MOA4 HECKONbKMMW  nNpodounsamu
(oormkHocTaMM). Mocne nsydeHns pasgenos Cnpaeku «Tun JokymeHTa» u «Bua JokyMeHTay,
«CornacoBaHvne AOKYMEHTOBY, «3afayv 1 3agaHuns», NPOCMOTpa BUAEOPOSIMKOB 0ByyaroLwmiics
BbINOMNHSAET creayoLlime 3agaHns.
CospgaHue nanku
CospgaHve foKyMeHTa, npuykasa, nMcbmMa
HacTpowka npas goctyna
CBsa3blBaHNe JOKYMEHTOB
CornacoBaHue JOKYMEHTOB
3agaun  Ha VMCMOMHEeHWe TMOpyYeHWUsi, Ha O3HaKOMSIeHWe C [AOKYMEHTOM, Ha
paccMOTpeHne 4OKyMeHTa.

7. 3apgaHusa n nopyyeHus.

8. Cocrtas moaynsa [lenonpon3BoacTBO.

9. leHepaums OTYETOB CUCTEMBI.

10. Bua n cnocobbl HACTPOWMKN BUOXKETOB.

AHanornyHble 3agaHus MOXHO BbINOMHUTL B NOOOM cucteme AOKYMEHTOo6opoTa,

KOTOpasa AOCTyMNHa B 4eMOAOCTYyNe Ha canTax pa3paboTynKoB.

ogrwNE

TpebGoBaHMA K BbINOSIHEHUIO 3aAaHUN (UNK LWKaNbl U KPUTEPUU OLLEHUBaHUA)

3agaHve [OOMKHO BbINOMHATLCA wuHAMBMAYanbHO. OueHka 3aBUCUT OT KadvecTBa
NPOBEAEHHOro aHanusa, NpeAcTaBreHHbIX B CUCTEME pe3ynbTaToB, peKOMeHAauMn n OTBETOB
Ha BOMpoCsl.

Bo3moxHO npoBefeHve TeCTUPOBaHWS yaaneHHo Ha noptane test.directum.ru. ¢ Lernbio
NPOBEPKM 3HaHMW  PyHKLMOHANa W HaBbIKOB paboTbl B  CUCTEME  3NEKTPOHHOro
AOKyMeHTOoobopoTa.

TecTtbl DIRECTUM oTHOCATCS K Tak HasblBaeMbIM « TeCTam C OTKPbITOM KHUrOW», T.e. K
TectaM, BO BpPEMSs KOTOPbIX paspellaeTcs Mnonb3oBaTbCs MOCOOMEM, CnpaBOYHUKaAMU U
HenocpeacTBEHHO caMol cuctemMon. Bpemsi orpaHmyeHo. Ha BOMpocbl MOXHO OTBe4YaTb B
nobom nopsgke. Ecnv Bonpoc Bbi3bIBAET COXHOCTU, TO €r0 MOXHO NMOMETUTb U BEPHYTLCH K
Hemy BnocneactTsun. MOXHO Takke MPOCMOTPETb CMNUCOK BCEX BOMpocoB. Bonpockl moryt
copepxaTtb oanH nnu 6onee npasunbHbIX BapuaHToB oTBeTa. B cnyyae, ecnun BepHbIX OTBETOB
HEeCKonbko, TO B TeKCTe Borpoca OyadeT ykasaHo ux konuvectBo. CuumTaetcs, 4TO OTBET
Ha BOMNPOC AaH npasBuibHO, ecny BblbpaHbl BCe BEPHbIE BapuaHTbl M HU OQHOrO HeBepHoro. Mo
3aBepLleHnto Ha e-mail, ykasaHHbIN Npy pernctpaunm Tectupyemoro, 6yaeT BbiCriaH NpoTOKON
aTTectaumm, U «ceptudmkat o crtaTyce cepTudULMPOBaHHOrO crieumnanuctay», Kpome Toro,
cepTuduKaTbl MOXHO CkayaTb C nopTtarna camocToATenbHO. [ns 3Toro Ha CTapTOBOW CTpaHuue
noptana test.directum.ru  HeobxoAMMO nepenTn Mo ccbirke «llonyyntb cepTUdUKaTbl O
cTaTtycax cneunanncToB» 1 3anonHUTb BCe HeobXxoaMMble Nons.



http://test.directum.ru/
http://test.directum.ru/
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O6yuatomecs cYMTaloTCs OCBOMBLUMMMK MOPOrOBbIA YPOBEHb MOATOTOBKM (OLEHKA —
3a4TeHO), €Cnn MMM YCMEeLIHO BbIMOSIHEHbI BCE MpaKTUYeckne 3afaHusl, OaHbl BepHble U
rPamMOTHble OTBETbI HA AOMOSNHUTENbHbIE BOMNPOCHI, BbIBOALI M NPEASIOKEHHbIE pEKOMEHOALMM
060CHOBaHbI, XapakTepU3yTcs NPakTUYEeCKON HanpaBeHHOCTLIO.

20.1.4. BA0AHUA ANA AUATHOCTUYECKOW PABOTbI
3agaHuA OTKPbLITOro TMna

1. OnekTpoHHas NoAnuUCb, koTopasa noaTeepXaaeT dhakT POPMUPOBAHNS INEKTPOHHOWN

nognucu onpeaeneHHbIM NULOM NOCPeaCcTBOM UCMONb30BaHWUS KOOO0B, Naponen unm
WHbIX cpeacTs U HE no3sonset npoBepuTb (pakT BHECEHNA N3MEHEHNIN B LOKYMEHT
nocne ero NognNMCcaHuns:

a) npocTas

0) ycuneHHas

B) kBanuduumpoBaHHas

r) CrnoXxHas

2. Ona cornacoBaHus gokymeHta B CO[] cosgaeTtcs
a) 3apgava
6) yBegomneHue
B) M3BELLIEHNE
r) coobLueHne

3. CoTpyaHVK MOXET npocMmaTpmBaTh U pegakTMpoBaTb KapTOYKy U COAEPKUMOE BEpCUn
AOKYyMEHTa, co3aaBaTb HOBble BEPCUMM JOKYMEHTA, BblAaBaTb Npasa Ha NpoOCMOTP U
N3MeHeHMe JOKYMeHTa ecrnv y Hero npaeo

a) npaBo Ha U3MEHeHue

6) NnpaBo Ha NPOCMOTP

B) NpaBo «MOMHbIN JOCTYN»
r) NnpaBo «4OCTynN paspeLueH»

4. B C3[ nctopusa paboTbl C OKYMEHTOM OTOBpaXkaeTcs
a) B KapTo4ke
6) B nanke
B) B channe
r) B 3agave

5. B C3[] sapgaHus, KOTOpble AOMKEH BbINOMHUTL COTPYAHWUK, HAXOAATCA B nanke
a) Bxoaswme
0) ucxogsawme
B) obwwme
r) CNIPaBOYHUKM

6. HasoBuTe YacTu TekcTa npukasa

a) KoHcTaTupylowas, pacnopsgutenbHas
0) KOHCTaTupytloLlasi, BBOgHas

B) OCHOBHas, pacrnopsgutenbHas

r) BBOAHasl, OCHOBHas

7. Ob6sa3aTenbHbI NPU3HaK Ha AOKYMEHTE, YCTaHOBMNEHHbIN 3aKOHOM — 3TO
a) peKBwU3UT

0) wHTepBan

B) nonoxeHue Tabynatopa

r) ambnema



8.
a)

6)
B)
r)
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OpraHusaumoHHo-pacnopsaauTensHas JOKyMeHTaums — 3710

COBOKYNHOCTb B3aMMOYBAI3aHHbIX JOKYMEHTOB, (hyHKLMOHUPYOLLUX B chepe
ynpaBsneHus

YHUOMLMPOBAHHbIA JOKYMEHT

COBOKYMHOCTb PEKBU3NTOB

yHUunumposaHHasa dopma

OpraHn3aunoHHbIA OKYMEHT ONIMTENbHOro UK NOCTOSIHHOMO CpoKa AeNCTBUS, B
KOTOPOM onpeaeneHbl Hay4YHO-TeXHUYeckne, PUHAHCOBbLIE CTOPOHbI AESATENBHOCTH
[AOMKHOCTHBIX NUL, — 3TO

DOMMKHOCTHAA UHCTPYKLUS

LUTaTHOe pacnucaHune

ycTaB

nonoxeHve

. OpFaHI/I3aLI,VIOHHbIIZ OOKYMEHT, B KOTOPOM YKa3bIBakOTCA BCE CTPYKTYPHbIE

noapasaeneHns NpeanpuaTus, BBOAUMbIE Ha NPEANPUATAN JOMKHOCTU U KONTMYECTBO
LUTATHbIX €AMHUL, MO KaXXaoW U3 AOMKHOCTEN — 3TO

CTPYKTypa U WITaTHasi YNCIIEHHOCTb

npaBuna BHYTPEHHErO 1 TPYAOBOro pacrnopsiaka

ycTaB

LUTaTHOe pacnucaHune

. I'IepeqmcnvlTe BONPOCHI, KOTOPbI€ OTPaXakoTCA B NMpaBunax BHYyTPpEeHHEro TpyaoBoro

pacnopsaka
opraHusaumsa paboTbl NpeanpuATUsA, B3auMHble 00A3aHHOCTU PabOTHUKOB U
aAMUHUCTpaLMK, NpefocTaBnieHne OoTNyCKOB, KOMaHAMPOBaHME COTPYAHUKOB,
BHYTPUOOBHEKTHbLIN PEXUM

OOIMKHOCTHOWN M YMCNEHHbIA COCTaB NpeanpusaTms

Hay4HO-TEXHNYeckne, PUHAHCOBbLIE CTOPOHBI AEATENBbHOCTN JOMKHOCTHbLIX ALY
nopsigok obpasoBaHus, 3agayn, 06893aHHOCTH, NpaBa, OTBETCTBEHHOCTb M OpraHn3aLmio
paboTbl NpeanpuATUS B LENOM UMK €ro CTPYKTYPHbIX NogpasaeneHni

. HepeqmchTe OCHOBHbIE BUAbI Gr1aHKOB

o6wmin 6naHk, bnaHk ana nucem, 6naHK ¢ NPoAONbHLIM U YINOBbIM
pacnosoXeHnem peKBU3NTOB

CYLIECTBYET TONbKO 6r1aHK C NPOAOSbHLIM U YITIOBbIM PacronoXeHNEM PEKBU3NTOB
CyllecTByeT TOMbKO obLwmnin 6rnaHk

CyLLIeCTBYET TONbKO B61aHK Anga nucem

. Cuctema gokymeHTauum — 3To

COBOKYNHOCTbIO B3aMMOYBSI3aHHbIX JOKYMEHTOB, NPUMEHsIeMbIX B onpeaenéHHoun
cchepe peATenibHOCTU

COBOKYMNHOCTb PEKBU3NTOB

AOKYMEHT, coAepXaLluin NnepBuYHyo MHopmaumo

cucTeMa AOKyMeHTaL M1, co3fgaHHas no eanHbiM npasunam n TpebosaHnsm

. COBOKYMHOCTb B3aVMOYBSi3aHHbIX JOKYMEHTOB, (hYHKLMOHMPYOLLKX B cchepe

ynpaBreHusi — 3710

oPa

KagpoBasi JOKyMeHTaums
Byxrantepckasi JOKyMeHTaLms
TEXHUYecKas JOKYMeHTauus

. COBOKyI'IHOCTb AOOKYMEHTOB, OTpaXXarLwmnx pacnopaanTernbHYOo AeATeNIbHOCTb — 3TO

pacnopsaauTenbHble OKYMEHTbI
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6) OT4eTHble AOKYMEHTHI
B) MHOPMALMOHHO-CNPaBOYHbIE JOKYMEHTbI
) OpraHvM3auMoHHbIE JOKYMEHTI

16. CoBOKYMHOCTb AOKYMEHTOB, COAEPXKALLNX MHOPMALMIO O (DaKTUYECKOM NOSTOXKEHUN
Aen, cnyxawux oCHOBaHMeM ANs NPUHATUA peLLeHnid, U3gaHusa pacnopaguTenbHbIX
AOKYMEHTOB — 3TO

a) MHJOpPMaLMOHHO-CNpPaBOYHbIE€ AOKYMEHTbI

0) pacnopsianTenbHble JOKYMEHTbI

B) OpraHu3auVoHHbIE JOKYMEHTHI

r) OTYETHble JOKYMEHTbI

17. CoBOKYNHOCTb paboT MO JOKYMEHTUPOBAHUIO AEATENBHOCTM YNpaBeHnsi U No
opraHm3aumm JOKYMEHTOB B YYPEXAEHUN — 3TO

a) penonpou3BoACTBO

0) cuctema OOKYMEHTUPOBAHNSA

B) cucTemMa JOKYMeHTaumm

r) AOKYMEHTOOOOpOoT

18. CoBOKYMHOCTb pacnonOXeHHbIX B ONpeaeneHHon nocrnegoBaTenbHOCTU PEKBU3NTOB,
NPUCYLLMNX BCEM JOKYMEHTaM onpeneneHHon CUCTEMbI AOKYMEHTaL MM — 3TO

a) dopmynsap-obpasey

6) BbinNucka

B) GnaHk

r) OOKYMEHT

19. CrangapTusauyus — 3To

a) npouecc yCTaHOBIIEeHUA U NPUMEHEHUA NPaBUI C Lefbio YNOopAAoYeHUs
[eATeNbHOCTU B A4eNONpoON3BOACTBe.

0) cTtaHgapTHOe pacnonoxeHve maTepuana.

B) COrnacoBaHWe C TEKCTOM 3aMHTEPECOBAHHbIX NNL,.

r) ynoTpebneHne ycTonumebix 06GOPOTOB.

20. laTa goKyMeHTa — 3TO:

a) parta ero noanvucaHus, NPUHATUA, YTBEPXKAEHUSA, COCTaBleHUsl, AaTta coobITus
0) marta ero noanucaHud, NPUHATUSA

B) [QaTa ero cocrtaBneHuns

r) pata cobbiTus

21. Kakvum CBOMCTBOM MOXHO OXapaKTepu3oBaTb Hanmune y JOKYyMEeHTa HEOTbeEMIIEMbIX
cnaraembix, 6€3 KOTOpbIX OH CYLLECTBOBATb HE MOXET:

a) aTpubyTUBHOCTL;

6) BeLWeCTBEHHOCTb;

B) CTPYKTYPHOCTB;

r) BEepHOro BapuaHTa OTBETA HET.

3apaHua oTKpbITOro TMNa
1. Mopsagok obpabotkm pokymeHtoB B CO[l, NpUHATBIN W YTBEPXKOEHHLIA B
opraHusaumm
OTBeT B hopMe: CyLecTBUTENbHOE, HAaNnpumep, anropuTm
pernameHT

2. Habop wuH(popmaumm (TekcT, usobpaxeHue, 3BYKO3anuCb), COXPaHEHHbIA Ha
komnbtoTepe (dpavnbl Word, Excel n 1.n.) n conpoBoXgaembli KapTOYKOW C
atpubyTtamu, aTo

OTBeT B hopme: npunaratenbHoe CyLeCTBUTENbHOE, Hanpumep, YepHbli ALWKK
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3neKTpOHHbI17I AOKYMEHT

3. KomnbloTepHas nporpamma (nporpaMmmHoe obecrnedeHue, cuctema), KoTopas
No3BONSAET OpraHvM3oBaTb pPaboTy C 3NEKTPOHHBbIMKM AOKYyMEHTaMu (Co3gaHwue,
N3MeHeHMe, NOUCK), a TaKkke B3anmMoOencTBne Mexay CoTpyaHukamu (nepegady
AOKYMEHTOB, Bblaady 3agaHui, OTNpaBKy yBEAOMIEHUA U T.1.)
OTBeT — abbpeBmnatypa n3 Tpex 6yke, Hanpumep, SLIM
cag

4. OOBbEKT cUCTEMbI, KOTOPbIN MCMONb3yeTCa ANs PeLeHns U yTouHeHUs1 pabounx
BOMPOCOB MeXay COTPYAHMKaMu opraHu3aumm. B Hem onucbiBaloTca paboTl,
NopsAOK M CPOK BBINOSIHEHMS, YKa3blBAKOTCA COTPYAHMKKW, KOTopble OyayT
BbIMOMHATL paboThl.
OTBeT B hopMe: CyLLECTBUTENBHOE, Hanpumep, nanka
3apava

5. O6pasey gns co3gaHus AOKYMeHTa, B KOTOPOM MpeaBapuTeribHO 3arnofiHeHa
YyacTb TEKCTa U HacTpoeHO odopMneHune: WpudTbl, NONA, OTCTYNbl U Np.; Ans
CO3[aHu1sA NPUKa30B, UCXOASLWMX NUCEM, CY>KEOHbIX 3anncok.
OTBeT B (hopme: CylecTBUTENBHOE, HaNpumep, dann
WwabnoH

6. VHdopmauMOHHO-CNPaBOYHbIN OOKYMEHT, COCTaBMSOWNACA Fpynnon nuy, ans
NOATBEPXOEHNSA YCTAHOBIEHHbIX (PakTOB — 3TO
OTBeT B (hopme: cylecTBuTenbLHoOe, Hanpuvep, ann
AKT

OnucaHue TeXHONOrMU NpoBeAeHUst

MpooomKnTenbHOCTb BbINOMHEHUS — 40 MUHYT.

Pabota coctouT 13 3agaHMM Ha BblIOOpP OOHOrNO WMSIM HECKOSbKUX MpaBuiibHbIX
OTBETOB, 3a4aHWs Ha COMOCTaBfEeHVWE WNW ynopsaovvMBaHue W T.O. M 3adaHui —
OTKPbLITOro TUNa - OTBET HEOBXOAMMO BBECTU B COOTBETCTBYHOLLEM MOSie, B TOM 4nUche,
3agaHue -acce.

3agaHns paboTbl NpegnaratTCAa B MPOM3BOSILHOM Mopsigke, € BO3MOXHOCTLIO
nepemeLLaTbCcsi N0 HUM NPOU3BOSIbHLIM 06Pa3oM, HO 3aaHne — 3cce — NnocnegHee.

TpeboBaHMA K BbIMOJIHEHNIO 3a4aHUN, WKalbl U KPUTEPUN OLLleHUBAHUA
3apaHua B Buae tectoB BbinonHawTes B 30C Moodle
Kputepum oueHnBaHus

3agaHua 3aKkpbITOro Tuna, CPEeOHUM YpPOBEHb COXHOCTM (OOMHOYHbLIN BbIOOP,
MHOXECTBEHHbIN BbIOOP, COOTBETCTBUE):

1 6ann — yka3aH BepHbIN OTBET;

0 6annoB — ykasaH HEBEPHbIA OTBET, B TOM YMCIIE YaCTUYHO.

3agaHne OTKpbITOro TMna, CpeaHnii YpoBEHb CITOXKHOCTH:
2 6anna — ykasaH BepHbI/ OTBET,;
0 6annoB — ykasaH HEBEPHbIA OTBET, B TOM YMCIE YaCTUYHO.

3agaHne OTKPbITOro TMna (MOBbLILEHHbIN YPOBEHb CIIOXHOCTW)

5 6annoB — 3agaHue BbINOMHEHO BEPHO (MOMyYeH npaBuibHbIA OTBET, 060CHOBAH
XapakTep NPUHATOrO peLleHns);

2 Ganna — 3agaHue BbINOSIHEHO C He3HauYnTeNbHbIMM OWKnBKamMn, HO NpuBedeH
NpaBUNbHbIN  XO4 pPacCy>XOEHWA, WM MNOorlydeH BepHbIn OTBET, HO OTCYTCTBYeT
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obocHOBaHME XxapakTepa MPUHATOrO pPeELUeHNsl, UnuM  3adaHue  BbIMONTHEHO He
MOMHOCTbIO, HO MOSyYeHbl NMPOMEXYTOYHbIE pe3ynbTaThbl, OTpa)XarLmne NpPaBUTbHOCTb
X0[a BbINOMHEHNs 3aAaHuns;

0 GannoB — 3agaHWe He BbINOMHEHO, UMM OTBET CoAepKaTellbHO He COOTHECEH C
3agaHneM, Unu 3agaHune BbINOMHEHO HEBEPHO.

TecT cunTaeTca NporaeHHbIM, ecnu HabpaHo 75% BepHbIX OTBETOB

3adaHusi pasdena 20.1.4 pPEKOMeHOYomMCcs K UCIMOMb308aHU0 Mpu  npogedeHuu
duazHocmu4eckux pabom ¢ Uesibio OUEHKU 0CmMamoYHbIX 3HaHUU o pesyrbmamam 0C80EHUS
0aHHoU AucyuruHsbl

20.2. NMpomexyTo4yHas aTrectauums

MpomexyToyHas aTTecTaumsi No ANCUUNIIMHE OCYLLECTBAETCS C MOMOLLbIO CRneayoLwmx
OLIEHOYHbIX CPEACTB:

— nepeYeHb BONPOCOB K 3K3aMeHy,

— pes3ynbTaTbl MNPOXOXOEHUSI TEKYLUMX aTTecTauui — BbINOMHEHME MPaKTUYEeCKoro
3agaHuvs, Aoknag v NPakTUKO-OPUEHTUPOBAHHOMO 3a4aHus.

MpomexyToyHass aTTecTauusi npoBoauTcsl B cooTBeTcTBUM C  [lonoxeHuem o
NPOMEXYTOYHONM aTTecTauumn obyyaroLmMxcs no nporpaMMam Bbicllero obpasoBaHus.

OnucaHue TexHONOrnMmn npoeeneHunn

OOyuarowmincs, NonyYMBLUMI OLEHKY 3a4TeHO MO pesynbTaTam TeKylMx aTtTectauun B
Xo4e MPOMEXYTOYHOW aTTecTaumm oTBeYaeT Ha [ABa TeOpeTUYECKMX BOMpOCa KOHTPOSIbHO-
N3MepuTENnbLHOro Matepuana.

O6y4yarolnincs, KOTOPbIM HE CMOr YCMEewWHO MPONTU Tekywume arrectauum no
ANCUMNINHE B TEYEHUEe ceMecTpa, Ha 3a4yeTe OOKeH NpeacTtaBuUTb pesyrbTaTbl BbiNOSHEHUS
NPaKTUYEeCKOro M MPaKTUKO-OPUEHTUPOBAHHOIO 3adaHus B COOTBETCTBUM C TpeboBaHuaMWU,
yKaszaHHbIMK B pasgene 20.1. n nony4aeT 4ONOSHUTENBbHbBIA BONPOC MO TEMATUKE AOKado0B.

KoHTpOnbHO-n3meputeneHbIi MaTepuan BkrnoyaeT B cebst ABa TeopeTMyeckmx Bonpoca
n3 MNepeyHsa BONpPOCOB K 3a4eTy.

HpomemyTquaﬂ atTectaumsa MoXeT ObiTb BbICTaBNeHa Mo pe3ynbTatam TGKyLLl,GVI npu
yCnoBUKM NOJNTOXUTESIbHbIX OLEHOK MO BCEM 3adaHUAM.

MNepeyeHb BONPOCOB K 9K3aMeHy

1. VicTtopnyeckne aTtanbl aBToMaTnsaumm opraHmsaumm paboTtbl C 3NEKTPOHHbLIMU
AOKYMEHTaMM.
. Mpobnembl nepexoaa k 6e36ymakHOM TEXHONOIMN yrNpaBneHns
. OcHoOBHbIe KoHLUenunn nepexoaa K 6e3dymMaxHOn TEXHONOMMN
. MoHATME 3NEKTPOHHBIA AOKYMEHT, JOKYMEHTOMNOTOK, LOKYMEHTOOO0pOT
. TexHu4eckoe obecneveHne ANC u ero coctaB
. MporpammHoe obecneyeHne SNC un ero coctas
. MpuHUmnel noctpoeHus SCY[
. ®yHKUMOHanbHbIE nogcmucTembl B OCY[]
. Metoabl 3CY[] 8 JNC

10. OT1anbl AOKYyMeHTOO60pPOTa 1 BO3MOXHOCTM X aBTOMAaTU3aLNN.

11. TpeboBaHus, KOTOPbIM AOSMPKHA YAOBMNETBOPATb 9fIEKTPOHHAA cucTema
ynpaBneHns JOKyMeHToo60poToM

12. BO3MOXXHOCTM aBTOMaTU3aLmMm OTAENbHbIX 3TanoB 4OKYMeHToobopoTa.

13. «ONEeKTPOHHbIN OodUC» W ero oTnMyYne OT TpaguUMOHHOW Moaenu
«BymaxxHOoro» oenonpomnsBoacTBa.

14. Knaccudukaumst 9nNeKTPOHHbIX  AOKyMeHTOB. [lpobnema npuaaHus
IOPUANYECKOro cTaTyca 3f1eKTPOHHbLIM JOKYMEHTaM.

O©CooO~NOOODWDN
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15. TlloHAaTne cuctembl ynpaBneHUss SNeKTPOHHbIMK AoKkymeHTamu (CY[L),
CUCTEMbI 3NEKTPOHHOro AoKyMeHToobopoTa (C3[).

16. Knaccudumkaums cuctem ynpaBrneHns aneKTpOHHbIMU JOKYMEHTaMu.

17. ®yHkumm CY[.

18. TpeboBaHus K cucTemMam ynpaBieHUs JOKYMEHTOOBOPOTOM.

19. IHgpacTpyKTypa OTKPLITbLIX KNKOYEN: COCTOSHUE U NEPCNEKTUBDI.

20. OCHOBHblE NOHATUSA TEXHOOMMU LNPPOBbLIX CEPTUPUKATOB.

21. lNpenmyLiecTsa aBTOMaTU3MPOBAHHLIX CUCTEM perncTpaunum JOKyMeHTOB.

22. Cdpepbl nNpUMEHeHWA OOKYMeHTalnbHbIX  MHGOPMAaLMOHHO-MOUCKOBbIX
CUCTEM.

23. BHegpeHue cucCTeM 3NEKTPOHHOMO [OKyMeHToobopoTa: npobnembl u
peLleHuns.

24. ONeKTPOHHbIe AOKYMEHTbI 1 6a3bl JaHHbIX.

25. MNMpobnema anekTpOHHOW NOANUCK.

26. O6Lwme NpUHUMNBI XpaHEHNST ANEKTPOHHbIX AOKYMEHTOB.

27. YcTponcTea pe3epBHOro KonmpoBaHUsa nHopmMaumu.

28. CkaHMpoBaHMe OOKYMEHTOB.

29. HasHauyeHune cuctembl MaccoBoro Beoga byMaXkHbIX AJOKYMEHTOB

30. CocTaB aTanoB 1 onepauum TEXHONOrMM MacCcoBOro BBOAa JOKYMEHTOB

31. HasHauyeHune onepaunun npeaBapuTericHOM NOLATOTOBKN JOKYMEHTOB

32. MeToapbl BBOOa AOKYMEHTOB B CUCTEMY

TpeboBaHMA K OTBeTy Ha 3K3amMeHe, ONUCaHME KPUTEepueB M LWKanbl OLEHWBaHUA
KOMMNeTeHUun (pe3ynbTaToB 00y4YeHMsA) NpYM NPOMEXYTOYHON aTTecTauum
[nsa oueHnBaHMA pe3ynbTaToB 00y4YeHUsA Ha 3adeTe MCMOMb3YTCA cneayowme

nokasartenu:

— BIageHue TMOHATUMHBIM annapatoM W TeOpeTUYEeCKMMM OCHOBaMM
ANCUUNIINHBI,

— CMOCOOHOCTb  WNMKOCTPUPOBaTb OTBET  MpUMMepaMn  MpakTU4eCKoro
MCNONb30BaHMA TEOPETUYECKOro MaTepuana,

— CNOCOOHOCTb CBSA3aTb BOMPOCHI TEOPUM C NPAKTUYECKMMU 3adaHUSAMM,

— MNPUMEHSATb TEOPETUYECKME 3HAHUS AN PeLLUeHMs NPaKTUYeCcKuX 3agau,

— OopueHTauus B dYHKUMOHAIbHbIX BO3MOXHOCTSIX n3y4yaemblx
NporpaMMHbIX NpoAayKTax,

— TrpamoTHasi, yBepeHHas!, CBs3aHHas peyb Npu YCTHOM OTBETE,

— CNoCcoBHOCTbL OLICTPO OpUEHTUPOBATLCA B Martepuane, oTBedas Ha
AONONHUTENbHbIE BOMPOCHI B pamMkax n3y4aemoro obbema.

PesynbTaT 06y4eHns oLeHMBaeTCs No YeTblpexbannbHow LwKane.

CooTHOLWEHNE noKas3aTenen, KpuTepueB W LUKanbl OLEHMBAHUA pe3ynbTaToB
0by4yeHuns.

YpoBeHb
Kpntepuun oueHnBaHns KoMneTeHuum cdopmumpos | Llkana ouyeHok
aHHOCTU
KOMNeTeHuun
n

MpooeMoHCTpMpoBaHO  3HaHMe  6a3o0BbIX NoHATUW | [NoBbILWEHH OT1nunyHo
3IEKTPOHHOro AOKYMEHTO0060pOTa; HOPMaTMBHbIX | bl YPOBEHb
npaBoBbiX akTtoB B obnactu C3[l; OCHOBHbIX METOAOB,
cnocoboB n npuemos paboTbl B cucreme
AOKYMEHTO060pOTa; YMEHME MUCNOMb30BaTb NPOrpaMmMHoe
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obecrneyeHne aOnNA  pelleHns  3agad, BnageHue
MOHATUMHBLIM annapaToMm AUCLUMNIVHBI.

OTBET Ha KOHTPOSbHO-U3MEPUTENbHLIN MaTepuan | basosbin XopoLuo
He COOTBETCTBYeT OLHOMY (OBYM) W3 MEPEeYUCNEHHbIX | YPOBEHb
Kputepues, HO obyyvarowwmica gaeT npaBuiibHble OTBETHI
Ha AONOSTHUTENbHbIE BOMpPOCHI. HepoctaTto4yHo
NpOAEMOHCTPMPOBAHO YBEPEHHOE BriaieHne maTtepuanom
UnNu cogepxaTtcs OTAenbHble NpoGenbl U HETOYHOCTM B
oTBeTe Ha Bornpoc KUM.

OTBeT Ha KOHTPOSbHO-U3MepUTENbHbIN MaTepuan | NoporoBbin | YOooBReTBOpU-
HEe COOTBETCTBYET JHOObIM TPEM U3 MNEPEYUCIEHHbIX YPOBEHb TEenNbHO
nokasarteneun, obyyarowmica gaeT HenosfHble OTBETbl Ha
AONOSTHUTENbHbIE BOMPOCHI. [1eMOHCTPUPYET YacCTUYHbIE
3HaHUS OTAErNbHbIX pasfesioB AUCUMMMWHBI, JonyckaeT
CyWEeCTBEHHbIE OWWNOKM B POPMYNMpPOBaHUM OTBETA Ha
noctasneHHble B KMM Bonpoch!.

OTBET Ha KOHTPOSbHO-U3MEPUTENbHBIN MaTepuan - HeynoeneTtsopwu
He cooTBeTCTBYyeT NObiM YeTbipeM M3 NepPeyYUCrneHHbIX TenbHO
nokasartenemn. O6yuvatowmnncs AEMOHCTpUpyeT

OTPbIBOYHbIE, PparMeHTapHble 3HaHWUA, AonyckaeT rpybble
ownbkm B oTBeTe Ha Bonpoc KM, 3aTtpyaHseTcs oTBETUTL
Ha JOMONHUTENbHbIE BONPOCHI.

MpomexyToyHasa aTTectaums ¢ npumeHennem 4OT

1. MNpomexyTodHas aTTecTaumns ¢ NPUMEHEHNEM ANEKTPOHHOIO 0ByYeHUs, AUNCTaHLMOHHbIX
obpasoBaTenbHbIX TexHonornn (ganee — 30, OT) npoBoANTCA B pamKax 3N1EKTPOHHOIO Kypca,
pasmeleHHoro B QVOC (obpasoBaTernbHbI NopTan «ANeKkTpoHHbIM yHuBepcutet BIY» (LMS
Moaodle, https://edu.vsu.ru/)).

2. MNpomexyToyHasa aTtTectaumnsa oby4aroLmxcsa ocyLectTsnsaeTcs B popme ak3ameHa.

3. Obyuatowmecd, npoxodline MPOMEXYTOYHYH aTTectaumio ¢ npumeHenvem [OOT,
AOMKHbI  pacnonaratb TeXHUYECKMMM CcpeacTBamMum W NporpaMmHbiM — obecneveHunem,
nossonswwmm obecneduntb npoueaypbl arrectauun. OOByYalOLWMIACA CaMOCTOSATENbHO
obecrneynBaeT BbINOMHEHME HEOOXOOAUMbBIX TexXHWYeckux TpeboBaHUM ANA NpoBeAEHUS
NPOMEXYTOYHOWN aTTecTaummn ¢ NPUMEHEHNEM ANCTAHLMOHHbIX 0Opa3oBaTenbHbIX TEXHOMOIMMN.

4. WpeHTndukaumss JIMYHOCTM oOy4arowerocss npu MNPOXOXAEHUN MPOMEXYTOYHON
aTTecTaumm obecnednBaeTcs MOCPEACTBOM  WUCMONb30BaHWUS  KaxabiM  obyvarowmmcs
WHOMBUAYANbHOrO forMHa M Naposis Npy BXo4e B NUYHbIN kKabuHeT, pasmelleHHbin B ANOC
Bry.

3adaHus pasdena 20.1.4 pPEKOMEHOYoMCs K  UCMOMb308aHUK Mpu  rposedeHuuU
duazHocmu4eckux pabom ¢ Uesibio OUEHKU 0CmMamoYHbIX 3HaHUU o pesyrnbmamam 0C80EHUS
OaHHoU ducyunIuHbI



