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JOKYMEHTAaLUEN;

l IlosicHuTeIbHAS 3alIUCKA

1.1 eab u 3a0a4¥ JUCHUILIAHBI
I_ICJII: AUCHUIUIMHBI - IOATOTOBUTH BBIITYCKHHUKA, YMCIOIICTO OPraHM30BaTh YITPABJIICHUC
AIIEKTPOHHBIMU JIOKYMEHTAMHU B CUCTEMaX 3JIEKTPOHHOTO TOKyMEHTO000pOTA.
3aga4u TUCIUTUTUHBI:
- M3YYUTh TEOPUIO M MPAKTUKY MPUMEHEHHUsS CTaHIapTOB Ha (OpMaThl B YIPaBICHUU

- chopmupoBaTh NMpodeccuoHANbHBIE HABBIKU PA0OTHI ¢ JOKYMEHTaMH B O(HCHBIX

penakropax;

- HAYUUTBCS UCIIOJIb30BATD MMOJYUCHHBIC 3HAHUS ITPU OPraHu3allMOHHOM IPOCKTUPOBAHUN

3aga4 II0 CO3JaHHUIKO CUCTEMbI

TEXHOJIOTUYECKON HH(PPACTPYKType OpraHU3aIHIH.

AIIEKTPOHHOTO JOKYMEHTO000poTa B HH(POPMALMOHHO-

1.2 HepequL MJIAHUPYEMBIX pE3yJbTaToB oﬁyqumI o IMCHHMILINHE,
COOTHCCCHHBIX ¢ HHAUKATOPAMH NJOCTHKCHHUSA KOMHeTeHHHﬁ

CHUCTEM U HaBbIKaAMU
NPOCKTUPOBAHUS U
BHCAPCHUA CHUCTEM
3IIEKTPOHHOTO
JOKyMEHTOO0OpOTa
B OpraHu3anun

JTOKyMEHTO000POTA,
MIPABOBBIX aKTOB B cepe
yIpaBjeHus HHpopMaImei u
JOKYMEHTalMEn B
MIPAKTUYECKOU NEATEIILHOCTH

Komnerenuun WMHuKaTopbl KOMIIETEHIUI Pe3ynbrarsl 00yueHus
I1K-4 Bnaneer | [IK-4.1. [Ipumenser 3Hanue 3HaTh: COBpEMEHHbIE HH(POPMALIMOHHBIE
3HAaHUSAMU COBPEMEHHBIX CUCTEMBI, CUCTEMBI 3JIEKTPOHHOTO
COBPEMEHHBIX MH(POPMAIIMOHHBIX CHCTEM, JOKYMEHTO000pOTa, TPABOBOE
UH(POPMAIIMOHHBIX | CHUCTEM 3JIEKTPOHHOTO peryaupoBaHue cepsl yrpaBIeHUs

uHpopmanuen U TOKyMeHTauen
YMeTb: NPUMEHATh 3HaHUE HOPMATUBHO-
IIPaBOBOI 0a3bl B cepe yrnpaBieHus
nH(popmanuen U TOKyMEeHTalueH B
[IPAKTHUYECKOU IEeATEIbHOCTU

BrnaneTs: HaBbIKaMU BBIOODPA
HEOO0XOAUMBIX TEXHOJIOTUYECKUN
pelIeHui B IpoLecce yIpaBieHUs
nHpopmanuen U TOKyMeHTauen

I1K-4.2. ITpumenser
METOJIOJIOTHIO
OpraHu3alMOHHOTO
NPOCKTUPOBAHUS IIPU aHAIIN3E
CHCTEMBI
JTOKYMEHTAIMOHHOTO
oOecrieyeHus yrpaBieHUs B
OpraHu3aIuu

3HaTh: METOJOJIOTUYCCKUE OCHOBBI
MOCTPOCHHUS YIIPABICHYECKUX CUCTEM U
CHCTEM JOKyMEHTAI[HOHHOTO
oOecrieyeHns yrpaBJieHUs

YMeThb: IPUMEHSATh Pa3INYHbIC
MCTOAOJIOTHYCCKUEC TOAXOAbI ITPU
NPOCKTUPOBAHUY CUCTEM
JTOKYMEHTAI[HOHHOTO 00eCTICYCHUS
YIIPaBJICHUS

BJ'Ia,Z[eTB: HaBbIKaMU aHaJIn3a u
OpraHU3alMOHHOTO MPOEKTHPOBAHHS
CHCTEM JOKyMEHTAI[HOHHOTO
oOecrieyeHus yrpaBJICHUs

I1K-4.3. YyacTByeT B
MPOEKTUPOBAHUU U
BHEJPEHUH CUCTEM
3IIEKTPOHHOTO
JOKYMEHT0000pOTa B
OpraHu3aluu

3HaTh: npaBujia ¥ METOJOJIOTHYCCKUC
noaAXoJbl K NPOCKTUPOBAHUIO CUCTEM
3JIEKTPOHHOTO JOKYMEHTO000pOTa
VYMeTh: BHCAPATH CUCTCMbI
3JIEKTPOHHOTO JOKYMEHTO000pOTa
BJ'Ia,Z[eTB: HaBbIKaMH BBISIBIICHUA
Han0oJIee ONTUMAJILHBIX ITOKAa3aTelIeH,




HCOGXOZ[I/IMBIX JJIA TIPOCKTUPOBAHUA U
HACTPOMKH CUCTEM DJICKTPOHHOTO
JOKYMEHTO000pOTa

1.3 MecTo AUCUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/IibHOM
NPOrpaMmblI

Huctumunaa «®PopMmarbl  3IEKTPOHHBIX JOKYMEHTOB B CHUCTEMax JJIEKTPOHHOTO
JOKYMEHTOO0O0pOTa» OTHOCHUTCS K YAaCTH AMCLUIUIMH 10 BBIOOPY, (OPMHUPYEMON y4aCTHUKAMU
00pa3oBaTeNbHBIX OTHOIICHUH MOATOTOBKU CTY/IEHTOB I10 HAIPaBJICHUIO «/{OKyMEeHTOBEICHHE U
apXMUBOBEJICHUEY.

Jns  OCBOGHMS  JUCLUMIUIMHBI ~HEOOXOIUMBI  3HAHHs, YMEHUS M  BIQJICHUS,
c(OPMHUpPOBAHHBIE B XOJ€ H3YYEHHs CIEIYIOIUX MIUCUUIUIMH U TPOXOXACHUS TNPAKTHK:
WNudopmanmronnoe mnpaso, MHpopmannonusie TexHosoruu, MHpopMamioHHble TEXHOJIOTHH B
JOY, UndopmanimoHHBIE TEXHOJIOTHH B ApXUBHOM JETIe.

B pesynbraTe OCBOCHMS AMCHUIUIMHBI (OPMHUPYIOTCS 3HAHUS, YMEHHUS W BIIAJCHUS,
HEOOXOAMMBIE JUII HW3YYCHHS  CICNYIOIUX JUCHMIUIMH W TPOXOXKICHUS  MPAKTHUK:
WNupopMaliMoHHO-TOKYMEHTAIIMOHHOE  O0ECIIeYeHne YIpaBJICHUS MPOCKTaMM, MPOEKTHAs
NPAaKTUKA, TPEATUINIOMHAS TIPAKTHKA.



2 Crpykrypa JUCUMILIMHBI

OO0mas Tpy10eMKOCTh TUCITUIUIMHEI cocTaBisier 3 3.¢., 108 4.

CTpyKTYypa AU CUMILIMHBI /151 04HOH (pOpMBbI 00yUeHUsI

OO0beM IUCUMIUIMHBI B ()OpMe KOHTAKTHOM paOOThl OOYYAIOUIUXCS C MEAAarorHuecCKUuMHU
paOOTHHUKAMU U (MJTH) JIMLIAMH, TIPUBJIEKAEMbIMHU K peau3alii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IPH MPOBEACHUHU YI€OHBIX 3aHSATHIL:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos
2 Jlexuun 24
2 Cemunapsbl/mabopaTopHbIe pabOThI 36
Bcero: 60

O0BbeM AUCHIUTITUHBI B POPME CAMOCTOATEIbHON pabOThI 00YUAIOIIUXCS COCTABIISACT 48
aKaJIEMUYECKUX YACOB.

CTpyKTypa AUCHUNJIMHBI VIS OYHO-32049HOH opMBbI 00yUeHHnst

O0beM mucHUIUIMHBI B (hOpME KOHTAKTHOW pabOThl OOYYArOIIMXCS C MEAaroTHYECKUMHU
paboTHUKaMU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTi3aIiii 00pa3oBaTeIbHOM MpOorpaMMbl Ha
WHBIX YCIOBUSX, IPH MTPOBEICHUH YI€OHBIX 3aHSATHH:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos
2 Jlexuun 16
2 Cemunapsbl/mabopaTopHbIe pabOThI 20
Bcero: 36

O0beM AUCUIUTITUHBI B OPME CAMOCTOATETHbHON pabOTHI 00YUAIOIIUXCS COCTABIISET 72
aKaJeMHYECKUX YacoB.

CTpyKTypa AUCHUNIMHBI 115 3209H0H GopMBbI 00yUeHusI

O0beM mucCHUIUIMHBI B (hOpME KOHTAKTHOW pabOThI OOYYArOIIMXCS C MEAaroTHYECKUMU
paboTHUKaMHU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTi3aIiii 00pa3oBaTeIbHON MpOorpaMMbl Ha
MHBIX YCIOBUSX, IPH MTPOBEICHUH YI€OHBIX 3aHATHH:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos
2 Jlexuumn 8
2 Cemunapsbl/mabopaTopHbIe pabOThI 16
Bceero: 24

O0beM AUCIHUTITUHBI B OPME CAMOCTOATETHHON pabOThI 00YUAIOIINXCS COCTABIISAET 84
aKaJIEMIYECKUX YACOB.




3 Conpepxanve TUCHUILIAHBI

HaunmenoBanue pazaena
JUCHUTLIHHBI

Conepxanue

BBenenue

[Ipeamer, uenu, 3amauu, coAepKaHUE M METOIMKA
n3ydeHus kypca «DopMathl SJIEKTPOHHBIX TOKYMEHTOB B
CHUCTEMaXx DIIEKTPOHHOTI'O IOKYMEHT0000pOTa», €ro poJib
B MOATOTOBKE 0akaiaaBpOB, CBSA3b C IPYTUMHU YUEOHBIMHU
muciuruinHamu, TepmuHonorus B cepe UT. Tlonstue
«Dopmat». HopmaTuBHO-clipaBOYHAasi, METOAUYECKAS U
yueOHas nmuTeparypa. IHTepHET — pecypchl.

Pasmen 1.

HopmaTtusHo-TIpaBoBOC
peryIMpoBaHUE UCIIONB30BAHUS
(hopMaTOB INEKTPOHHBIX JIOKYMEHTOB
B COJI

MexayHapoqHble TPaBOBBIE aKThl. 3aKOHOAATEIbHBIE U
MOJ3aKOHHBIE  aKThl  PO. [locranoBnenus  u
pacnopspkenust  [IpaButensctBa P®D, nupekTuBel U
KoHIenuuu. HopMaTuBHO-MeTOAMUYECKHE JOKYMEHTHl U
CTaHIApTBHI.

HopmatuBHast nmokymeHTauus 1o pabore ¢
3NEKTPOHHBIMU JOKyMeHTamu: [IpaBuia 31eKTpOHHOTO
JOKyMeHTooOopoTa, MHcrpykumst mo pabore ¢
3NEKTPOHHBIMU TOKYMEHTAMH H.T.JI.

3akoHOAaTeNbHAsT M HOPMATUBHO-IIPaBOBas
0aza, periaMeHTHp YOI ast IIPUMEHEHNE
WHOOPMALIMOHHBIX  TEXHOJOTHUH, a  Takxke
WCIOJIb30BaHNUE TMPOTPAMMHOTO 0OeCleYeHHusT Hu
CTaHJIapTOB B YIIPABJICHUU TOKYMEHTaAMU.

Pasnen 2. CtannapTel Ha GOPMATHI
ANIEKTPOHHBIX TOKYMEHTOB

[onstue «Ctanmapm». Enuneie IpaBuiIa
¢bopMHUpOBaHUS,  XpaHEHWS W HCIOJIb30BaHUS
JNEKTPOHHBIX JTOKYMEHTOB pa3M4YHBIX TUIIOB U
Ha3HaueHHs. [IpMHIMIBI CcTaHAAPTH3alMM  CHCTEM
AJIEKTPOHHOI0 IOKYMEHTOO00pOTa.

Pasnen 3. Ynpasnenue
3EKTPOHHBIMM TOKYMEHTaMH Ha
0a3e mporpaMMHOro obecredeHus,
WCTOJIb3YEMOTr0 B HH(POPMAIOHHOMH
HHQPACTPYKTYpe OpraHU3aAIH

Wndopmanmonnass MHPpPacTpyKTypa  OpraHH3ALMH.
Ocobennoctu ee opranu3auuu. VcTopuss u MUpPOBOH
ONBIT MPHUMEHEHHUS MPOrPaMMHOTO OO0ECHeueHHsS B
YIPaBIEHUH MIEKTPOHHBIMH JOKYMEHTAMHU.

Pa3nen 4. DopmaTel JJIEKTPOHHBIX
JOKYMEHTOB, IPUMEHSAEMBIC B
YIPABJICHUH TOKYMEHTaMHU

[oustne «®Popmat». XapakTepucTuka (QopMaToB
3EKTPOHHBIX JOKYMEHTOB.

MexmiaTdopMeHHbIH ¢dopmar AIEKTPOHHBIX
nokymeHntoB PDF. Mexmnatdopmennsiii  ¢popmar
JONTOCPOYHOI'0 APXMBHOTO XPAHEHUS AJIEKTPOHHBIX
nokymentoB PDF/A.

[IpoOnembl OmEpaTHBHOTO XpaHEHHs SJIEKTPOHHBIX
nokymeHToB B CO/l. IIpoOnembl apXuBHOrO XpaHEHUs
3JEKTPOHHBIX JOKYMEHTOB B CO/I.

ObecrieyeHne  IEIOCTHOCTH M HEU3MEHHOCTH
9NEKTPOHHBIX JIOKYMEHTOB, XpaHUMBIX B CHCTEMax
3JEKTPOHHOTO JOKyMEeHT0000poTa. Murpanus
SNEKTPOHHBIX JOKYMEHTOB Ha JApyroi ¢Qopmar.
YTunutel 1A OpOCMOTpa  JOKYMEHTOB — Pa3HBIX
¢dbopmaToB B cucreMax 3JIEKTPOHHOT' O
JOKYMEHT0000poTA.

Panen 5. [lepciekTuBbI 1
HaIpaBJICHNs pa3BUTHUS XPaHEHUS
3EKTPOHHBIX JTOKYMEHTOB B COJ]

[TepcniekTUBBl HCHONB30BAHUS CTAHIAPTOB XpPaHEHUS
AJIEKTPOHHBIX JOKYMEHTOB B Poccuiickoii denepanuu.
[Ipobnembl  OIEPaTUBHOTO W apXWBHOTO XPaHECHUS
SJEKTPOHHBIX JOKYMEHTOB B CHCTEMax S3JCKTPOHHOTO
JOKYMEHTO000poTa. BakHOCTH  CTaHAApPTOB  JUIA




JEMOKpPaTUYECKOr0 TOCYJapCTBEHHOIO  YIPABJICHUS.
HammonansHas nporpaMmHast matgopma.

Pazpaborka  crparermii W XOpOIIMX  MPAaKTHK,
OPUMEHUMBIX K IIUPOKOMY CHEKTPY 3JIEKTPOHHBIX
JOKYMEHTOB TOCYJapCTBEHHOIO M YacTHOIO CEKTOpOB
Uil o0ecriedeHus] MX JONTOBPEMEHHOH JOCTYMHOCTH H
ayTEHTUYHOCTH.

4 QOoOpa3oBaTejibHbIE TEXHOJIOTUH

Jlnist ipoBeIeHUs YUeOHBIX 3aHATUH 10 AMCHUIUIMHE UCTIONB3YIOTCS pa3iuuHble 00pa3oBaTeNbHbIC
TexHoyioruu. Jlns opraHuzanuu y4eOHOro mpolecca MOKET ObITh MCIOJb30BAHO JIEKTPOHHOE
oOy4eHue U (UIM) IMCTAaHIIMOHHBIE 00Pa30BaTEIbHBIC TEXHOJIOT HH.

5 OueHka IIAHMPYEMbIX Pe3YyJIbTATOB 00y4eHH s
5.1 Cucrema oneHUBAHUSA

Maxc. KoJ1M4ecTBO 0a/1JI0B
®opMa KOHTPOJISA 3a ogny Bcero
padory
TexyImuil KOHTPOJIb:
- onpoc 5 6annos 25 bannos
- 8bINOJIHEHUE NPAKMUYECKUX 10 6annos 20 b6annos
3a0aHuil
- KoHmponvHas paboma (pepepam) |15 bannos 156ann06
[TpomexxyTouHas aTTecTarus 40 6annos
3auem
HTtoro 3a cemectp (ducyuniumy) 100 6annos

Ilony4eHHBIN COBOKYIIHBIN PE3YJIBTAT KOHBEPTUPYETCS B TPAJULIMOHHYIO LKAy OLICHOK U B
mIKany oneHok EBpomneiickoii cucremsl nepeHoca 1 HakoruieHus: kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUM ¢ TabnuIIEi:

100-6amusHas Ixama
LKA TpaguuroHHas mKana ECTS
95 -100 A
83904 OTJINYHO B

68 — 82 XOpOILIO 3a4TEHO C

56 — 67 D
5055 YIOBJIETBOPUTEIILHO E
20-49 FX
0-19 HEYJIOBJIETBOPUTEIILHO HE 3a4TEHO F




5.2 KpHTepnn BBICTABJICHHUA OHCHKH 110 JUCHUIIJIMHE

Bamsl/
lxkama ECTS

O1eHKa 110
JNIUCLIMILINHE

Kpurepun onieHKH pe3yabTaToB 00y4eHUs 110 TUCIUIUTNHE

100-83/
A, B

«OTIIMYHO»

BricraBnsercs oOyyaromemycs, €Ciid OH IITyOOKO U
IIPOYHO YCBOWJI TEOPETUUECKUM U MPAKTUYECKUI
Marepuai, MOXKET IIPOJAEMOHCTPUPOBATH 3TO HA 3aHATUAX U
B XOJI€ IPOMEKYTOYHOU aTTECTALUH.

OOyuaromuiicsi UCUEPIBIBAIOIIE U JIOTHYECKH CTPOITHO
u3naraeT yuyeOHbI MaTepHuai, yMeeT yBA3bIBATh TEOPUIO C
IIPAKTUKOM, CIIPABIIACTCS C PELICHUEM 3a1a4
npodeccuoHaTbHON HAPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0’KHOCTH, MIPaBUJILHO 0OOCHOBBIBAET MPUHSTHIC
peLIeHuUs.

CB000IHO OpUEHTUPYETCS B y4eOHOH 1
npodeccuoOHaNLHON TUTEpaType.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJIbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaLuu.

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUITMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «BBICOKHII».

82-68/

«XOopomo»

BricraBnsiercs oOydaromemycsi, €ciii OH 3HaeT
TEOPETUYECKUI U PAKTUYECKUI MaTepUall, IPaMOTHO U I10
CYILECTBY U3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOYHOM aTTECTAllUH, HE JOIYCKasl CYILECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIOXKEHHUS IIPU PELICHUH IIPAKTUYECKUX 3a1a4
npodeccuoHaTBbHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CII0’KHOCTH, BJIaJIeeT HEOOXOMMBIMHU JJIsl 3TOTO HABBIKAMHU
U IpUEMAMH.

JIOCTaTO4HO XOPOILIO OPUEHTUPYETCS B yUeOHOH 1
npoheccuoHaNBLHON IUTEpaType.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJITATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaLuu.

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUITMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOIIHIi».

67-50/
D,E

«YIOBIIETBOPUTEIb
HO»

BrictaBnsercs o0ydaroiemMycsi, €Ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U NMPAKTUYECKUN MaTepHall,
JOITYCKAET OTJENbHBIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUSAX U B XOJI€ IPOMEXKYTOYHOM aTTeCTalUH.
OOy4Jaromuiics UCTILITHIBACT ONPEACTIEHHBIC 3aTPYAHCHUS
B MPUMEHEHUH TEOPETUUECKUX MOJIOKEHUI MPU PEILICHUHN
MPAKTUYECKUX 33]1a4 PO (HEeCCHOHATHLHOM HAPABICHHOCTH
CTaHAAPTHOTO YPOBHS CJIOXHOCTH, BJIAJICET
HEOOXOIUMBIMH TSl 3TOTO 0A30BBIMH HABBIKAMU U
IpUEMaMHU.

JleMOHCTpHpYeT TOCTATOYHBIN YPOBEHB 3HAHUS yIEOHOMH
JUTEPaTyphl MO JUCIUILIIMHE.

OreHka Mo AUCHUTIIMHE BBICTABIISIFOTCS 00yUJaroeMycs ¢




Bamsl/ O1eHKa 110 Kputepuu onieHKH pe3yabTaToB 00y4eHHUs IO TUCIUTUTHHE
Hlkama ECTS | gucuuruimnae

Y4€ETOM PE3yabTAaTOB TEKYILLEH U IPOMEKYTOUHOU
aTTeCTaLluu.

KoMmnerenium, 3akperui€HHble 3a JUCLUIIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «JJOCTATOUHBII».

49-0/ «HeyznoBieTBopuTe | BricTaBnsercs oOyuaromemMycs, €ciii OH He 3HAeT Ha

F, FX JIBHO» 6a30BOM ypOBHE TEOPETUUYECKHUI U MPAKTUUECKUI
MaTepHall, JI0IycKaeT rpyoble OMMOKH MPH €ro
U3JI0’KEHUU HA 3aHATHUSAX U B XOA€ MPOMEKYTOUHOMN
aTTecTalllu.

OOyuaromuiicsi UCTIBITHIBACT CEPbE3HbIE 3aTPYAHEHUS B
MIPUMEHEHUH TEOPETUYECKHUX TOJIOKEHUH TIPU PELIEHUHT
MPAaKTUYECKUX 3a7a4 Mpo(hecCHOHaTbHON HalIPaBJICHHOCTH
CTaHJApPTHOI'O YPOBHS CJIOKHOCTH, HE BJIaJI€ET
HEOOXOAUMBIMHU JJIsl 3TOTO HAaBBIKAMU U MPUEMAMHU.
JleMoHCTpHpYeT (hparMeHTapHbIe 3HAaHUS YUeOHOI
JUTEPATypHI 110 AUCLUIIIIMHE.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCcTalllu.

KoMmiereH1um Ha ypoBHE «JI0CTaTOYHbINY, 3aKPETIIEHHBIE
3a IMCUUIUIMHON, HE C(DOPMHUPOBAHBI.

5.3 OueHouHble cpecTBa (MaTepHUAJIbI) AJ TEKYIer0 KOHTPOJIS
ycneBaeMoOCTH, IPOMEKYTOUHOM aTTecTAllUN 00yUAKIINXCSH M0

JUCHUILINHE
IIpuMepHBIi IepeYeHb BOIIPOCOB K 3a4ETy

1.3akoHOIaTeNTbHAsE U HOPMATHUBHO-IIPaBOBas 0a3a, peraaMeHTUPYIOLIas HCII0JIb30BaHHE
U IPUMEHEHHUE CTaHIapTOB XpaHEHUS 3JIEKTPOHHBIX TOKyMeHTOB B CO/I.

2.TTonsTUs «cTaHgApPT», «GOpPMAT» FNEKTPOHHOTO JOKYMEHTA.

3.0cHOBHBIE MH(OPMAITMOHHBIE TEXHOJIOTHH, HCIIOJIb3yeMble B JIOKYMEHTALIMOHHOM
oOecrieyenuu ynpasieHus. Haznauenue, MecTo, pob.

4.IIpumepbl IpOrpaMMHBIX POAYKTOB AJIs PELICHUS 3a/1a4 YIPABICHUS JOKYMEHTaMHU.

5.Peanu3anus THUMOBBIX 3a/ad JEJONPOM3BOACTBA Ha MpHUMEpe MNakeTa OQHCHBIX
MIPUIIOKCHUH.

6.Wcnonp3oBanue  (opMaToB  IEKTPOHHBIX JOKYMEHTOB B JIOKYMEHTAIHIOHHOM
o0ecreyeHn! yrpaBaeHHs.

7.CranapThl XpaHEHUs 3JIEKTPOHHBIX JOKyMEHTOB B CO/JI.

8. @opmMaTsl B3aMMOIEHCTBHS SJIEKTPOHHBIX TOKYMEHTOB.

9.IlepcrieKTHBBI ¥ HAIIPaBJIEHUsI Pa3BUTHUS XPAHEHUS NIEKTPOHHBIX JOKYMEHTOB B CO/]

10. O030p 3akoHOmaTenbHOM 0as3bl, perJaMeHTHpyromeid cdepy NTpUMEHEHHUS
CTaHJapPTOB XpaHEHUs ANIEKTPOHHBIX JOKyMeHTOB B CO/I.

11.  AHanu3 HOPMaTHMBHO-METOJANYECKUX JOKYMEHTOB, PEriaMeHTUPYIOIIUX POLIECCHI
BHEIPEHMS U UCIIOJIb30BAaHUS CTAHIAPTOB XPAHEHUS 3JIEKTPOHHBIX T0KyMeHTOB B CO/I.

12. AHanu3 TepMUHOJIOTUH, UCTIONb3YeMOH B chepe MHPOPMALMOHHBIX TEXHOJIOTHH.

13.  AHanwu3 CTaHIapTOB, UCTIOJIb3YEMBIX IIPU YIPABICHUH JOKyMEHTAMHU.

14, Ananmu3 GopMaToB 3IEKTPOHHBIX JOKYMEHTOB, MCIOJB3YEMbIX MPHU YIPABICHUH

JIOKYMEHTAMHU.
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15. O630p myOnUKauii OTEUECTBEHHBIX aBTOPOB 10 BOIIPOCAM MCIOIB30BAHUS CTAaHAAPTOB
XpaHEHUs 3JIEKTPOHHBIX JOKyMeHTOB B CO/I.

16. O630p myOnuKanuii 3apyOeKHBIX aBTOPOB MO BOMPOCAM HCIIOJIB30BAHMS CTAHIAPTOB
XpaHEHUS JIEKTPOHHBIX JOKyMeHTOB B CO/I.

17. Pemenne THUIOBBIX 3a/a4  JICJIONPOM3BOJICTBA  CPEACTBAMM  IakeTa O(QUCHBIX
MIPUIIOKECHUH.

6 VYueOHO-MeTOAM4YecKoe U MHGOPMALMOHHOE o0ecTiedeHUe TUCIHIJINHBI
6.1 CnuCOK HCTOYHHUKOB M JIUTEPATYPHI

Hcrounnku
OcHoBHBIE

1. ®enepanbublii 3akoH Poccuiickoit @eneparuu ot 27 nexadps 2002 r. Ne 184-03 «O
TeXHU4YeCcKOM perynupoBanumn» // C3 PO. - 2002. - Ne 52 . - Cr. 5140.

2. ®enepanbhbiii 3akon Poccuiickoit @epepannu ot 27 utonsa 2006 r. Ne 149 - @3 «O6
uHpopManuy, HHHOPMAIIMOHHBIX TEXHOJOTHAX U 0 3amuTe uHpopmauun» // C3 POD. - 2006. -
Ne31(u.1). - Cr. 3448.

3. TlocranoBnenue IlpaBurensctBa Poccuiickoit denepannuu ot 22 nexadbps 2012 r. Ne
1382 «O mnpucoenuHeHnrn WHGOPMAIMOHHBIX CHUCTEM OpraHM3anuii K WHPPACTPYKTYpe,
oOecrieunBaromeil  MHGOPMALMOHHO-TEXHOJIOTUYECKOE B3auMoOJIeiicTBHE HH(OPMAIIMOHHBIX
CHCTEM, HCTOJB3YEMBIX JJISI MPEJOCTABICHUS TOCYJApCTBEHHBIX M MYHMLHMIAIBHBIX YCIYT B
anekTpoHHOU popme» // C3 PO. - 2012. - N 53 (u. 2). - Ct. 7938.

4. Pacniopspxenue [IpaBurensctBa Poccuiickoit @enepaunu ot 17 nexadpst 2010 roma Ne
2299-p «O mutane mepexoaa QenepanbHbIX OPraHOB HCIIOJHUTENBHON BIACTH M (enepaIbHbIX
OI0/DKETHBIX YUYpPEeXKJICHHH Ha MCHOJIb30BaHHWE CBOOOJHOrO mporpamMMmHoro obecreuenus» // C3
P®. - 2010. - Ne52 (4.1). - Cr. 7181.

5. [Mpukaz MunkomcBszu Poccum ot 02.09.2011 Ne 221 «OO6 VYTBepxkaecHUU
TpeboBanmii kK HH(POPMAIMOHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO00O0poTa (enepaabHbIX
OpPraHoOB HCHOJHHUTEIBHOM BIACTH, YYUTHIBAIOIIME B TOM YHCIIE HEOOXOIUMOCTH 00pabOTKH
uHpOpMaIMK, JOCTYH K KOTOPOH orpaHuden» [DnekTpoHHBIH pecypc] // Pexum poctyma:
http://minsvyaz.ru/ru/doc/index.php?id 4=637 , cBOOOAHBIIA.

6. ®enepanbHblii 3akoH 0T 6 anpenst 2011 r. Ne 63-D3 «O06 31eKTpOHHOM MOATUCH
// C3 P®. 2011. Ne 15. Ct. 2036; 2020. Ne 24. Ct. 3755.
7. [Tocranosnenue IIpaButenscrBa Poccuiickoit @epepanuu ot 25 nexadps 2014 .

Ne 1494 «O6 yrBepxnenun IIpaBmi oOMeHa JOKyMEHTaMU B 3JIEKTPOHHOM BHJIE TNPH
opranu3zanuu uHpopMaoHHoro Baumoeiicteus» / C3 P®. 2015. Ne 1. Ct. 284; 2018. Ne 49.
Cr. 7600.

8. Va3 [Ipesunenra Poccuiickoii ®denepanun ot 9 mag 2017 r. Ne 203 «O Crparerun
pa3BuTHs nH(popMaoHHoTro obmecTBa B Poccuiickoit ®@eneparuu Ha 2017-2030 rogsn» // C3
P®. 2017. Ne 20. Cr. 2901.

JlonoIHUTENbHEIE

9.TOCT P 13008-2015 «Mudopmamus u noxkymeHtanus. I[Iporeccbl KOHBEpCHH H
MUTpAIMX SJIEKTPOHHBIX JOKYMEHTOB» - M.: Ctanmaptundopm, 2016.

10. Otuer o HUP «CpaBHutenbHblii aHanu3 ¢GopMaToB (ailyioB 3IEKTPOHHBIX
JOKYMEHTOB MOCTOSIHHOTO (JOJTOBPEMEHHOTO) XpaHEHUs» [DNeKTpOoHHBINA pecypc] // Mocksa.
PITY. 2013 Pexxum nocryma: http://archives.ru/documents/methodics.shtml

JIureparypa


http://minsvyaz.ru/ru/doc/index.php?id_4=637
http://archives.ru/documents/methodics.shtml
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OcHoBHas

1. I'Bo3neBa, B. A. ba3oBble u nmpukiaaHble HHPOPMALMOHHBIE TEXHOJOTHH: y4yeOHUK / B.A.
I'Bo3neBa. — MockBa: ®OPYM: UHOPA-M, 2023. — 383 c. — (Bricmiee o6pazoBanue). - ISBN
978-5-8199-0885-3. - Texkcer: ANEKTPOHHBIM. - URL:
https://znanium.com/catalog/product/1893910. — Pexxum noctyna: mo nommcke.

2. Kab6amos C. 0. D1eKTpoHHOE MPAaBUTENBCTBO. DIEKTPOHHBIN JOKYMEHTOO00POT. TepMUHBI 1
ompenenenus: Yuebnoe nocodue. - 1. - Mocksa: OOO «Hayuno-u3natensckuii nentp MHOPA-
Mp, 2017. 320 C. ISBN 9785160068350.
http://znanium.com/go.php?id=809828

3. Yepnukos b. B. Mndopmarmonssie TexHosoruu ynpasineHus: yaeOnuk / b.B. UepHukos. 2-¢
u3n., nepepad. u gon. M.: UJ] «®OPYM»: UTHOPA-M, 2018. 368 c. (Bricuiee obOpazoBaHue:
bakanaspuart). http://znanium.com/bookread2.php?book=954481

JOIIOJTHUTCIIbHAA

1. Jlapun M.B. DnexTpoHHbIE JOKYMEHTHI B yrpasieHuu: Hayd.-meton. mocoOue. 2-e
u3n., non. / M.B. Jlapun, O.U. PrickoB. M.: BHUMJIAL, 2008. - 208 c.

1. SlranoBa A.A. OTKpBITBIE CTaHAAPTHI U OTKPBIThIE (OpPMAThl IIEKTPOHHBIX
nokymeHnToB // JlenonpousBoactso. 2009. Ne 4. C. 23 — 28.

2. SAranoBa A.A. ®opmMaTsl 3NEKTPOHHBIX JOKYMEHTOB, UCIIOJIb3YEMBIE B YIIPABJICHUU
nokymenranueii // Jlenonpoussoactro. 2009. Ne 3. C. 27 - 31.

3.  SranoBa A.A. CBoOoJHOE MporpaMMHOE oOecreueHre U OTKpbIThie (hopMaThl B
Poccuu // Jenonpounssoactro. 2010. Ne 1. C. 29 —33.

4. SAranoBa A.A. OTKpBITbIE CTaHJAPTHI U ANEKTPOHHBIE JOKYMEHTHI B Poccuiickoii

@enepanu Ha coBpeMeHHOM »HdTane // Tpyabl TpeTbeil MEKIyHapOJHON KOH(epeHIHH
«CrapaapTuzanus nHGOPMAIIMOHHBIX TEXHOJOTH U HHTeponepadenbHoCcTh - SITOP’2009%. 27
okTs10pst 2009 ., Mockaa. C. 137 — 140.

S. SlranoBa A.A. OTkpbITble HMH(OPMALMOHHBIE TEXHOJOTUM B  YIPaBICHUU
ANIEKTPOHHBIMH ~ JTOKyMeHTamu //  Tpymsl  ueTBepToil  BcepoccHHCKOW  KOHpepeHIMu
«CranpaapTuzanus nHGOPMAIIMOHHBIX TEXHOJOTHH U MHTeponepadbenbHocTh Sitop 2010». — M.:
Axanemus nHpopMmaMoHHbIX cucteM. C. 38-41.

6. SranoBa A.A. DOneKkTpOHHbIE JIOKYMEHTbI M OTKPBITBIE CTaHAAPTHl B
roCyJapCTBEHHOM yrpaBiieHHH // JlokyMeHTalus B UH(QOPMAIIHOHHOM 0011ecTBe. DJIEKTPOHHOE
MIPaBUTENBCTBO: yIpaBieHue noKyMeHTamu: Jloknmansl u coobmeHus Ha XVI MexayHapoaHoi
HAy4YHO-TIpaKTHUeCcKoi KoHpepeHuuu 26-27 nosiops 2009 r. / Pocapxus. BHUNA/. - M., 2010.
C. 148 - 151.

6.2 TlepeueHnb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKALMOHHOI CeTH
«AnTepuer»
ArentctBo CNews Analytics; Onekrpon. nan. M. Xonnuar PBK. Pexxum nocryna:
http://www.cnews.ru
www.ecm-journal.ru/
6.3 IIpodeccuonanbHbie 62361 JaHHBIX U HHGOPMALMOHHO-CIIPABOYHbIE

CHCTEMBI

Hoctyn k nmpodeccuoHanbHbIM 06a3aM naHHbIX: https:/liber.rsuh.ru/ru/bases

WHpopmaimoHHbIE CIIPAaBOYHBIE CUCTEMBI:
1. Koncynsrant ITmoc
2. Tapanr


http://znanium.com/go.php?id=809828
http://znanium.com/catalog.php?item=author&code=35054
http://znanium.com/bookread2.php?book=954481
http://www.cnews.ru/
http://www.ecm-journal.ru/
https://liber.rsuh.ru/ru/bases
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z MaTepl/IaHLHO-TeXHI/I‘leCKOC odecmeyeHue AUCHHUITIINHBI

Jlnst oGecrieyeHns JUCUUIUIMHBI UCTIONB3YeTCsl MaTepruallbHO-TEXHUYecKas 06aza
00pa30BaTENLHOTO YUPEKACHUS: yueOHbIe ayIUTOPUH, OCHAIIIEHHBIE TIOCKOH, a TAKKe
KOMIBIOTEPOM U MPOEKTOPOM ISl AEMOHCTPALIMU YU€OHBIX MaTepPHAJIOB.

CocTaB mporpaMMHOTO 00ECTICUCHHSL:
Windows
Microsoft Office

8 OO0ecneyenue 00pa3oBaTeJIbHOIO NMPOLECCA ISl JIUI[ C OTPAHUYEHHBIMH

BO3MOKHOCTAMMU 3/1I0POBbHA 1 HHBAJIHU/I10B
B xone peannzanuy AMCUMILIMHBI UCTIOIB3YIOTCS CIEAYIOLINE TOTIOIHUTENbHBIE
METOJbl OOy4YeHHs, TEKYIIero KOHTPOJS YCHEBAeMOCTH M IMPOMEXKYTOYHOM aTTecTaluu
o0y4aromuxcs B 3aBUCUMOCTH OT UX WHAMBHIyaIbHBIX 0COOEHHOCTEH:

* IS CIENBIX U CIaO0BUISIIUX:

- JeKIuu O(GOPMIISIOTCS B BHJE SJIEKTPOHHOTO JIOKYMEHTa, JOCTYITHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEIUATU3UPOBAHHBIM IIPOTPAMMHBIM 00eCIIeueHIEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCS HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
IIPOrpaMMHBIM 00ecTieueHHEM, MIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTCs MHIUBUyaIbHOE paBHOMEpHOE ocBerieHre He menee 300 JTrokc;

- JUIA BBINOJIHEHHS 3aJaHusl NMPH HEOOXOIUMOCTH MPEJOCTAaBIICTCS YBEIHMYUBAIOIIEE
YCTPOKCTBO; BO3MOYKHO TaK)K€ MCIOJIb30BaHNE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 3aJJaHUs 0(DOPMIIIOTCS YBEIIMYCHHBIM HIPUPTOM;

- DK3aMeH M 3a4€T MPOBOJIATCS B YCTHOM (hopMe MITH BBITIOJIHSIOTCS B MUCbMEHHON (opme Ha
KOMIIBIOTEpE.

* IS TIYXUX U CIa00CIBIIIAIINX:

- JeKuuu o(GOpMIIAIOTCS B BHUJAE 3JCKTPOHHOTO JOKYMEHTa, JMOO IMPEeIoCTaBIseTCs
3BYKOYCHJIMBAIOIIAs alllapaTrypa MHAUBUAYAJIbHOTO TIOJIb30BaHUS;

- MUCHbMEHHBIE 331aHUS BHITIOJIHIIOTCS HAa KOMIIBIOTEpPE B IMCbMEHHOH (opMme;

- 9K3aMEH U 3a4€T MPOBOATCS B MUCBMEHHOM (JOpME Ha KOMIBIOTEPE; BO3MOKHO IPOBEICHHE
B (hopMe TeCTUPOBAHUSI.

*  JUIsl UL C HAPYLIEHUSMU OTIOPHO-/IBUTaTENIBHOTO alnapara:

- JeKIuu O(GOPMIISIOTCS B BHJIE SJIEKTPOHHOTO JIOKYMEHTa, JOCTYITHOTO C IOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPAMMHBIM 00eCIIeueHUEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCST HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
MIPOrPaMMHEIM 00eCTIeueHUEM;

- DK3aMeH M 3a4€T MPOBOJIATCS B YCTHOM (popMe MITH BBITIOJHSIOTCS B MUCbMEHHON (opme Ha
KOMIIBIOTEpE.

[Tpu HeoOX0IMMOCTH TPETyCMATPUBAETCS YBEIMUCHUE BPEMEHH IS TOJITOTOBKH OTBETA.

[Ipouenypa  mpoBedeHHWsS]  MPOMEKYTOYHOW — aTTecTaliud g OOydJarouiuxcs
YCTAQHABJIMBACTCS C Y4€TOM MX HWHAUBUIYAJIbHBIX TCHXO(U3MUECKHMX OCOOCHHOCTEH.
IIpomexyrouHas aTTecTalus MOKET IIPOBOAUTHCS B HECKOJIBKO JTAIIOB.

[Tpu mpoBeneHUH MPOLEAYPHl OLIEHUBAHUS PE3yJIbTaTOB OOYyYEHHs HMpeaycMaTpHUBaeTCs
UCTOJb30BAHUE TEXHUYECKUX CPEJACTB, HEOOXOIMMBIX B CBS3U C HHAMBUIYAIbHBIMH
0COOEHHOCTSIMH 00yUarOIUXCs. DT CPEACTBA MOTYT OBITh IPEJOCTABICHBl YHUBEPCUTETOM, WITH
MOTYT MCIIOJIb30BATHCSI COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.
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[IpoBeneHne mpouenypbl OLEHUBAHHWS  pe3yiIbTaTOB OOY4EHHUS JOMYyCKaeTcs ¢
UCIOJIb30BAHNEM TUCTAHIMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOT HA.

ObecnieunBaercs 10CTyNn K MH(QOPMAIMOHHBIM M OubIuorpadguyeckuM pecypcaMm B CETH
WuTepHer mis Kaxjaoro oOydaromierocss B (opmax, agalnTHPOBAHHBIX K OTPAHMYEHUSAM HUX
3JI0POBBSI U BOCIIPHUSTHUS HH(POpPMAIUH:

* IS CIENBIX U CIaO0BUISIIUX:

- B IeYaTHON (opMe yBEITMUYCHHBIM HIPUPTOM;
- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamodaiina.

* IS TIYXUX U CIa0O0CIBIIIAIINX:

- B Ie4aTHOH opme;

- B (hopMe 371eKTPOHHOTO JOKyMEHTA.

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEIHOTO aniapara:
- B Ie4aTHOH opme;

- B (hopMe 37eKTPOHHOTO JOKyMEHTA;

- B hopme ayaunoaiina.

VYueOHble ayIUTOPHH JUISI BCEX BUIOB KOHTAKTHOW M CAMOCTOSITEIBHOM pabOTHI, HayyHas
OubIMoTEeKa W MHbIE MOMEUICHUs Il 0OY4eHHUsS! OCHAILEHBI CIEelUaTbHBIM 000pYJOBAHUEM H
y4eOHBIMH MECTaMHU C TEXHUYECKUMHU CPEACTBAMU O0yUEHUS:

* IS CIENBIX U CIaO0BUIIIUX:

- YCTPOICTBOM JUIsl CKaHUpOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaiins PAC Mate 20;

- mpuntepoM bpaitns EmBraille ViewPlus;

* IS TIYXUX U CIa0O0CIBIIIAIINX:

- aBTOMAaTH3MPOBAaHHBIM pPa0OYMM MECTOM JUIsi JIIOJECW C HapylleHHEeM clyxa |
¢1a00CIIBIIIAIINX;

- aKyCTUYECKUN YCHIIUTEIb U KOJIOHKH;

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEILHOTO aniapara:
- IEPEBMKHBIMHU, PETYIHPYEMBIMH S)proHOMU4YeckuMu napramu CH-1;
- KOMITIBIOTEPHON TEXHUKOM CO CIEIMATIBHBIM ITPOrPAMMHBIM 00€CIICYEHHEM.

2 MeToaudeckue MaTepHuajbl

9.1 IlnaHbl NPAKTHYECKUX 3aHATHIA.

Tema 1 Hopmamueno-npasosoe pezyiuposanue UCNONbIOBAHUS (POPMAMOE 3JIeKMPOHHBIX
ooxymenmos 6 COJ]

Llenv 3anamus; N3y4uTh TpeOOBAHU K popMaTaM JOKYMEHTOB, COAEPIKAIINXCS B HOPMATUBHbIX-
paBoBbIX akTax Poccuiickoi denepaunn

Dopma npogedenuss — TACKYCCUs

Bonpocwl ons o6cyscoenus:

1. TpeboBanus k popmaram rnepenadn J0KyMEHTOB B CUCTEMaX MEXBEIOMCTBEHHOTO
AIIEKTPOHHOTO JOKYMEHTO000pOTA.

2. TpeboBanus k (hopmaTaM XpaHEHUs TIOKYMEHTOB.

3. TpeboBaHus K KOHBEPTHPOBAHUIO JOKYMEHTOB U3 opmara B popmar.

Tema 2 Cmanoapmul Ha (hopmambl S1eKMPOHHBIX OOKYMEHMO8
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Llenv 3anamus; WCCIenOBaTh MEXaHM3M HCHOJb30BAHUSA (POPMATOB AIIEKTPOHHBIX
JOKYMEHTOB B OIIEpaTHBHOM paboTe
Dopma npogedenuss — TACKYCCUs
Bonpocuwl ons ob6cyscoenus:
1. OTKpBITBHIE U IPOTIpHETapHbIe (POPMATHI AIEKTPOHHBIX JOKYMEHTOB.
2. Posib ICO B pa3zpaboTKe OTKPHITHIX (POPMATOB AIEKTPOHHBIX JOKYMEHTOB.
3. IlepcrieKTHUBBI pa3BUTHsI CTAHIAPTU3ALMH Ha (DOPMATHI SJEKTPOHHBIX JOKYMEHTOB.

Tema 3 Ynpaenenue 31eKmMpoHHbIMU OOKYMEHMAMU HA Oaze npocpammHO20 obecneyeHus,
UCNONBL3YEMO20 8 UHPOPMAYUOHHOU UHPPACMPYKMYpe OpeaHUu3ayuU

Llenv  3amamus: WCCIEAOBAaTH MEXaHU3M HCHOJB30BaHMS (OPMATOB  AINEKTPOHHBIX

JOKYMEHTOB B OIIEpaTHBHOM paboTe
Dopma npoeedenus — NeNOBast UTpa
Bonpocuwl ons obcyscoenus:

1. Pa3paboTka IOKanbHBIX HOPMATUBHBIX akToB: IlpaBmia, WHCcTpykuumu, TpebGoBaHus
OpraHu3aluy, MPEANPUATUS U.T. 1., PETJIaMEHTUPYIOIIUX ONEPaTUBHOE HCIOIb30BaHNE (POPMATOB
AJIEKTPOHHBIX TOKYMEHTOB.

2. Pemenue BOmpocoB BbIOOpa (opmMaTa ONEPATUBHOTO XPAHEHUS DIEKTPOHHBIX
JOKYMEHTOB.

3. Pemenue BonpocoB BeIOOpa (hopmara [UTUTEIBHOTO XPAaHEHHS JICKTPOHHBIX JOKYMEHTOB.

Konmponvnwvie 6onpocoi:

1. CocraBbre IlpaBuia, perJamMeHTHPYIOIIME OINEPATUBHOE HCIOJb30BaHUE (OPMATOB
JIEKTPOHHBIX IOKYMEHTOB B OpraHU3aliy.

2. CocrtaBbre MHCTpYKIIMH, pEriIaMEeHTHUPYIOIINE ONEepaTUBHOE UCIOJIb30BaHUE (HOpMATOB
JIEKTPOHHBIX IOKYMEHTOB B OpraHU3aliy.

3. CocraBbTe TpeboBaHUs, periiaMeHTHPYIOIINE ONEPATUBHOE HCIOJIb30BaHUE (HOpMATOB
JIEKTPOHHBIX IOKYMEHTOB B OpraHU3aliy.

4. Tlepeuucnure QopmaTbl OMEPATUBHOTO  XPAHEHUs  JJEKTPOHHBIX  JOKYMEHTOB.
OxapakTepu3ynTe ux.

[lepeuncnaure ¢Gopmarsl ATUTETHHOTO (APXMBHOTO) XPAHEHUS 3JEKTPOHHBIX TOKYMEHTOB.
OxapakTepu3ynTe ux.

Tema 4 Dopmamvl 21eKMPOHHBIX OOKYMEHMO8, NPUMEHSeMble 8 YNPABIEeHUU OOKYMEHMAMU.
Llenv 3anamus: yMeTh TOATOTOBUTH TOKYMEHTHI B Pa3HBIX O(UCHBIX NPHIOKEHHUIX U

NPOBECTH aHaidu3 (OpPMATOB 3JIEKTPOHHBIX JIOKYMEHTOB, MHCIIOJb3yeMBIX B paboTe cC
yIpaBJIeHYeCKOH JoKyMeHTauuel npu padote B CO/I.
Dopma npogedenus — 1eJ10Bas Urpa
Bonpocuwl ons obcyscoenus:
Co3nanue (aiaoB TEKCTOBBIX JOKYMEHTOB. CoXpaHEeHHE UX B Pa3HOOOPA3HbIX (popMaTax.
Co3nanue (aiioB 3MeKTpoHHbBIX Tabnul. CoXpaHeHue UX B pa3HOOOPa3HbIX popmMaTax.
Co3nanue QaiinoB rpapuuecknx n3oodpaxenuit. CoxpaHeHne Ux B pa3HOOOPa3HBIX popMaTax.
CpaBHEHHE XapaKTEPUCTHUK AIEKTPOHHBIX JOKYMEHTOB, COXPaHEHHBIX B pa3HBIX (popmartax.
Okcnopt nokymenta B ¢popmar PDF u wiki.
Koumponwvhvie sonpocui:
B kakux ¢opmarax 3JIEKTPOHHBIX JOKYMEHTOB BO3MOXHO COXpaHEHHE OpraHU3alOHHO-
MIPABOBOM, PaCHOPSAUTENIbHOW HH()OPMAITMOHHO-CIIPAaBOYHON JOKYMEHTAIUN?
Kakue mporpamMMbl BXOJSIT B COCTaB MaKeTa O0(UCHBIX MPUIIOKEHHNA?
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Kakue 3a1aun ynpaBieHus 3IeKTPOHHBIMHU TIOKYMEHTaMU MOXHO PEIIMTH C MOMOIIBIO MaKeTa
O(HCHBIX MPUIIOKEHU?

9.2 MeToaudeckue PEKOMEHIAIIUA 110 NOATOTOBKE NHCbMECHHBIX paﬁoT

Pexomenaruu no noAroToBke U opopmieHuro pedepata

[TonrotoBka pedepaTa MO3BOJISIET 3aKPEHUTh TEOPETHUECKHE 3HAHMA IO JUCIUILINHE,
pUOOPECTH HABBIKM CaMOCTOSITEIILHOTO YIIIyOJIEHHOTO M3YYeHHs OJHOTO M3 pa3ziesioB Kypca.
[Tpu moaroroBke pedepara CTyIEHTHI MMOJIy4alOT HABBIKK M YMEHHE paboTaTh C HCTOYHUKAMHU U
JUTEpaTypoil, aHanM3upoBaTh (AaKTBl M JaHHBIC CHENHMAJIBHOM JHMTEpaTypbl, U3JaraTh
MPOYUTAHHOE COBPEMEHHBIM MPO(PECCHOHATBHBIM SI3BIKOM.

Pedepar nomkeH ObITH OPOPMIIEH B COOTBETCTBHH C TPEOOBAHUSAMU, IPEIBIBISIEMBIMU K
MOJITOTOBKE U O(hOPMIICHHIO HAYYHBIX padoT.

Pedepar Brimoyaer:

- TUTYJIBHBIN JIUCT;

- OTJIaBJICHUE;

- BBEJICHUE;

- OCHOBHYIO 4acTh (TE€MAaTHUYECKHE Pa3JIeIibl);

- 3aKJIIOYEHHE;

- CIIUCOK UCIIOJIb30BaHHBIX HCTOYHHUKOB U JINTEPATYPHL.

O6wem pedepara - 15-20 crpanur Tekcra (mpu Habope uepe3 1,5 uHTepBana u pasmepe
mpudTa 13-14). Pedepar nuinercs Ha 0AHOM CTOpPOHE CTaHJAPTHOTO JincTa Oymaru ¢popmata A4
(210x197Mmm).

Crpanunsl pedepara HymepyroTcss apabCKUMU L(ppaMu Ha BEpPXHEM IOJe JHCTa, 0e3
KaBbIUEK, 1e(DUCOB U JPYTrUX 3HAKOB MpenuHaHus. TUTYIbHBIN JTUCT U OTJIaBlIeHHE HE HyMEpYIOT,
HO BKJIIOYAIOT B 00ImMii 00beM pedepara.

HayuHo-cripaBouHblif anmapart pedepara BKIIOYAET CIUCOK UCTOYHUKOB U JIUTEPATYPHI U
MOJICTPOUYHBIE CHOCKH. [10JICTpOUHBIE CHOCKM HCIOJIB3YIOTCS BO BCEX CIy4asX HUTHPOBAHHS B
TEKCTe pedepaTa MPaBOBBIX aKTOB, JOKYMEHTOB, IIPOU3BEACHUI aBTOPOB MOHOTpaduii, cTaTe,
y4eOHHKOB, Y4€OHBIX IOCOOMIA, a TAKKe IPH LIMTHPOBAHUU CTAHAAPTHBIX OMPEIEICHHI TEPMHHOB
u noHsTui. Bee mpuBoauMele B pedepare GakTol, HUQPHI, AaThl, KOHKPETHBIC JaHHBIC TaKXKe
JOJKHBI OBITH TIOATBEPKACHBI IT0ICTPOUYHBIMUA CHOCKAMH.

CHOCKHM HyMEpYIOT B Mpeeiax OJHON CTPaHUIbI apaOCKUMHU ITU(ppPaMu, TEKCT CHOCKH
Pa3MEILAroT MO MOCIEIHEH CTPOKOM TEKCTa.

[TpumepHas TemaTuka pedeparon

1. O0630p 3aKOHOAATEIBHOM 0a3bl, perIaMeHTHPYIOIIeH chepy IPUMEHEHHS CTaHJapTOB
XpaHEHUS JIEKTPOHHBIX JOKyMeHTOB B CO/I.

2. AHaiu3 HOPMAaTHBHO-METOJMYECKUX JOKYMEHTOB, PErIaMEHTHUPYIOIIMX MPOLECCHI
BHEIPEHMS U UCIIOJIb30BAaHUS CTAHIAPTOB XPAHEHUS 3JIEKTPOHHBIX T0KyMeHTOB B CO/I.

3. AmnHanu3 TepMUHOJIOTHH, UCTIONB3YeMOil B cepe MHHOPMAITMOHHBIX TEXHOJIOTHH.

4. AHanu3 CTaHIAPTOB, UCTIOJIb3YEMbIX IIPU YIPABICHUH JOKYMEHTAMHU.

5. Amnanu3 ¢opMaToB 3JIEKTPOHHBIX JTOKYMEHTOB, MCIOJB3YEMbIX MPH YIPaBICHUU
JOKyMEHTaMHU.

6. O030p mnyOnUKaIMii OTEYECTBEHHBIX AaBTOPOB IO BOMPOCAM  HCIOJIb30BaHUS
CTaHJapPTOB XPaHEHUs ANIEKTPOHHBIX JOKyMeHTOB B CO/I.

7. O0630p mybauKanuii 3apyO0exHBIX aBTOPOB 110 BOIPOCAM MCIOJIb30BAHUS CTaHAAPTOB
XpaHEHUs JIEKTPOHHBIX JOKyMeHTOB B CO/I.

8. Pemiennie TUIOBBIX 33a/1a4 IEIOTPOU3BO/ICTBA CPEACTBAMH MAKeTa O(PHCHBIX
MIPUIIOKECHUH.
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9. 3nauenue popmaTa JOKyMEHTA JUIs IOJITOBPEMEHHOTO XPaHEHHUS.
10. ®opmaThl 3TEKTPOHHBIX JOKYMEHTOB B CUCTEMAX AJIEKTPOHHOTO IOKYMEHTO000pOTA.
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Hpuioxenue 1

Annomauusa oucyuniunst (M00y/is)

Hucuummmaa  «DopMaThl  JNEKTPOHHBIX  JIOKYMEHTOB B CHCTEMax  AJIEKTPOHHOTO
JOKYMEHTOO0OpOTa» peanu3yercs Ha ¢haxkyibmeme apXUBOBENCHUS W JOKYMEHTOBEICHUS
Kagedpoii Aemomamuszuposanuvix cucmem JJOY.

Lesb AUCIUIUIMHBL: TOATOTOBHUTH BBHIITYCKHUKA, YMEIOIIETO OPraHU30BaTh yIIPaBICHHE
AIIEKTPOHHBIMU JIOKYMEHTAMHU B CUCTEMaX 3JIEKTPOHHOTO IOKyMEHTO000pOTA.

3agaun:

- M3YYUTh TEOPUIO M MPAKTUKY MPUMEHEHUS CTAaHIApTOB U (OPMATOB B YIPABICHUH
JOKYMEHTALUEN;

- copmupoBaTh HpoQecCHOHATbHBIE HABBIKK PabOThl C JOKYMEHTAaMH B O(HCHBIX
penakTopax;

- HAYYUThCSI UCTIOIB30BATh MOTYYSHHBIE 3HAHUS IIPH OPraHU3aIOHHOM IPOEKTUPOBAHUH
3aJad IO CO3J@HHIO CHCTEMBl 3JIEKTPOHHOTO JOKYMEHTOO0OpoTa B HH(MOPMAIMOHHO-
TEXHOJIOTHYECKON HH(PPACTPYKType OpraHU3alHH.

JlucuumuivHa HanpaBjieHa Ha (JOPMHUPOBAHUE CISTYIONUX KOMITETCHIIMIA:
[1K-4 Bnangeer 3HaHMSMU COBPEMEHHBIX HH(POPMAIIMOHHBIX CHUCTEM M HaBBIKAMH
MPOEKTUPOBAHUS U BHEJPEHUS CHCTEM 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa B OpraHu3aluu

3Hamy:

cospemeHHble uHpopmayuorHsie cucmembl, cucmembl INIEKMPOHHO20
00KYMEHmooOopoma, npagogoe pe2yiuposauue cgepvl ynpagieHus uHngopmayuen u
OOKyMeHmayuet

Memoooso2udecKue OCHO8bl NOCMPOECHUS  YNPAGNEHUECKUX CUCmeM U  CUCmeMm
O0OKYMEHMAYUOHHO20 0becneyenus ynpasieHus

npasuia u Memooonozuieckue nooxoovl K NPOEKMUPOBAHUIO CUCTEM INEKMPOHHOO
00KYyMeHmoobopoma

Ymemn:

NPUMEHAMb 3HAHUE HOPMAMUBHO-NPABOBOL 6a3bl 8 cihepe ynpasieHus ungopmayueri u
O00KyMeHmayuel 8 NPaKmuyeckoli 0esimeabHOCmu

NPUMEHAMb PA3IUYHbIE MEeMOO00a0UdecKue no0Xo0bl NPU NPOEKMUPOBAHUU CUCTHEM
O0OKYMEHMAYUOHHO20 0becneyenus ynpasieHus

BHEOPAMb CUCMEMbL INEKMPOHHO20 OOKYMEHMO0O0poma

Braoems:

HAaBbIKAMU 8blO0PA HEOOXOOUMBIX MEXHON02UUeCKUll peueHuli 8 npoyecce ynpagieHus
ungopmayuel u doxymenmayuet

HABLIKAMU AHANU3A U OP2AHU3AYUOHHO20 NPOEKMUPOBAHUS CUCEM OOKYMEHMAYUOHHO20
obecneueHus ynpasieHus

HABbIKAMU  BbIAGNIEHUS. HAUubONee ONMUMATbHLIX NoKasamenel, HeoOX00UMbIX Ol
NPOEKMUPOBAHUSL U HACMPOUKU CUCTEM INEKMPOHHO20 OOKYMEHmoobopoma

[To aucuumuIMHE MpeIyCMOTPEHA MPOMEXKYTOUYHAs aTTecTaluus B popme sauema.

06H_Ia51 TPYAOCMKOCTb OCBOCHHUA JUCHHUIIIIMHBI COCTABJIACT 3 3a4eTHBIX CAUHUIL.
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