banakoBCckuii HHKEHEPHO-TEXHOJIOTUYECKUN HHCTUTYT — (hrtai GpeaeparTbHOTO
rOCy/IapCTBEHHOTO aBTOHOMHOTO 00pa30BaTEIbHOTO YUPEXKICHUS BBICIIET0 00pa30BaHUs
«HarmoHanbHbIN UCCIIE0BATENBCKUM ANepHbIA YHUBEpCUTET « MU DN

DaKyIbTET AaTOMHOW YHEPTETUKHU U TEXHOJIOTUI
Kadenpa «adopManiioHHbie CUCTEMBI M TEXHOJOTHI

PABOYAS ITPOI'PAMMA
10 JUCLIUIUINHE
«CHCTEMBI 3JIEKTPOHHOTO IOKYMEHTOO00POTa Ha MPEATIPUATHID)

HanpagieHusi noAroToBKu
«09.03.02 NudopMaliiOHHbIE CUCTEMBI U TEXHOJIOTUI

OcHoBHas npodeccuoHaNbHAadA 00pa3oBaTe/lbHas POrPpaMMa
«MHpOpMaLIMIOHHBIE CUCTEMBI U TEXHOJIOTUN

Kpaiunduxkanus BoIYCKHUKA
bakanasp

dopma 00y4eHuUs1
3aouHas

baiakoBo



Hean ocBoeHus1 yueOHOM IMCUMILTHHBI

[lenb ocBOEHMS AUCHUIUIMHBI B 00JaCTH 00ydeHUs, BOCIIUTAHUS, PA3BUTHS, COOTHECEHHBIE ¢ 00-
mmmu tensmu OOIT BO u tpeboBanusMu npodeccruonanbHbix crannaptoB ([Ipodeccnonanbubiii cTan-
naptT «PyKoBOAHMTENb MMPOEKTOB B 00aCTH MH(POPMAIIMOHHBIX TEXHOJOTUIY) SABISIOTCS. (OPMUPOBAHUE,
pa3sBUTHE U COBEPIICHCTBOBAHUE Y CTYJICHTOB NPO(PECCHOHATBHBIX KOMIIETCHLUH; NaTh CTYACHTaM
yriayOJeHHOe, IeTbHOE U KOMIUIEKCHOE MPECTaBICHUE O TEOPUH M IMPAKTUKE UCIOIb30BAHUS METOAOB U
CpeAcCTB mepexoja K 0e30yMaXHOH TEXHOJIOTHH YIIPABJICHHS: aBTOMATH3aLUH MPOLENyp paboThl ¢ 3IeK-
TPOHHBIMU JTOKYMEHTaMH, OpPraHU3alMy XPAaHEHHS W TMOHCKAa DJIEKTPOHHBIX JOKYMEHTOB, OpraHU3alluu
3JIEKTPOHHOTO JTOKYMEHTOO0OPOTa W OOECIIEYEHHUs] YIPABJICHUS C IMOMOIIbIO HOBEHMIIMX TEXHOJOTUH B
JOY u apxuBHOM Jere.

MecTo y4eOHOM qucHuIUInHbI B cTpykTtype OOII BO

Heo0xonuMbIMK yCIOBUSIMU AJ11 OCBOCHUSI IUCLIUILIIMHBI SIBJISIFOTCS] 3HAHUS, YMEHUS U IIPAKTHYE-
CKHE€ HABBIKH 110 MPEIIECTBYIOIINM JUCIUIUIMHAM U MPAKTUKAM:

MeToap! 1 CpeCcTBa MPOSKTUPOBAHU HHPOPMALMOHHBIX CHCTEM U TEXHOJIOTHMA

VYrpaBieHue JaHHbIMU

CoBpeMeHHbIE TEXHOJIOTUN UHTEPHET-IIPOrpaMMHUPOBAHUS

HHTepakTHBHOE MTpOrpaMMupoBaHre web-mpunokeruii / Co3qaHne MHTEPaKTUBHBIX MPUIIOKEHUI
JUISL UHTEPHET

Texuosoruu cozaanus web-pecypcos / OCHOBBI Web-IIporpaMMHUPOBaHHS

WMHOCTpaHHBIN A3BIK

NudopmaTtuka

WHocTpaHHBIN A3BIK I TPO(HECCHOHALHOTO OOIIECHUS

BBenenue B cienuanbHOCTh

J1enoBoi NHOCTPaHHBIN A3BIK

VYyeOHas npakTuka (03HaAKOMHUTEIIbHAS )

3HaHUs, yMEHUS U MPAKTHYECKUE HABBIKH, TIOJTYYECHHBIC TIPH OCBOSHUH JAMUCIUIUINHBI, HEOOXOIH-
MBI IIPU U3YYEHUHU CIAEAYIOIIEH TUCIMILIUHBIL

WupopMalilnoHHBIA MEHEIKMEHT

a TaK»Ke MpHU MPOX0KAEeHUU ['0Ccy1apCTBEHHON UTOTOBOM aTTECTAIUHU. .

[Tpu ocBOeHMM NaHHOW AUCHMILIMHBI CTYJEHT CMOXET YAaCTHUHO MPOJIEMOHCTPUPOBATH CIEIYIO-
mue 00o001eHHbIe TpyAoBble GyHKkuuu: CO0p MHGOPMALUNU JUTsI MHULIMAIUKN [IPOEKTa B COOTBETCTBUH C
MIOJIyYE€HHBIM 3a/IaHUEM.

KomnereHnuuu oﬁyqammerom, (l)Ole/lpyeMble B p€3yJjibTaTe 0CBOCHUSA TUCIHUIIJIMHBI
B mponecce OCBOCHU A JaHHOW IUCLMILINHBI Y CTyACHTA q)OpMI/IPYI-OTC}I CJICAYIOINEC KOMIICTCHIIUU

YHHUBCPCAJIbHBIC
KOI[ KOM- HaumenoBaHue
I/IHI[I/II(E[TOPLI JAOCTHIKCHUA KOMIICTCHIINN
INETCHI U KOMIICTCHIIN U

VYKI-1 | CnocobGen B uug- | 3-YKII-1 3Hath: coBpeMeHHble HHPOPMALIMOHHBIE TEXHOJIOTHH U LU }-
POBOIi cpejie UC- | pOBBIE CPEICTBA KOMMYHUKAIIUY, B TOM YHCJIE OT€YECTBEHHOTO MPOM3-
II0JIB30BATh Pa3- | BOJACTBA, a TAK)KE OCHOBHBIE IPUEMBI U HOPMBI COLIMAIBHOTO B3aUMO-
JUYHbIE IUPPO- | JEHCTBUS U TEXHOJIOIMH MEXJIMYHOCTHON U IPYNIOBOM KOMMYHUKALIUN
BBIE CPEACTBA, | C UCIOJIb30BAHUEM JUCTAHIIMOHHBIX TEXHOIOTHH
no3Bossitomye Bo | Y-YKII-1 YmMers: BbIOMpaTh cOBpeMeHHbIE MH(OPMALMOHHBIE TEXHO-
B3aUMOJICHICTBUM | JIOTUM M LU(POBBIE CPEACTBA KOMMYHUKAIlMH, B TOM YHUCIIE OTEYe-
C IpyruMu CTBEHHOTO TPOM3BOJCTBA, a TAK)KE YCTAaHABIMBATh U MOJAJIEPKUBATH
JIOBMU JIOCTH- | KOHTAKThI, 00eCIeunBaloIIle yCHemHnyo paboTy B KOJUIEKTUBE U NPH-
raTh IOCTAaBJIEH- | MEHSATh OCHOBHBIE METO/IbI 1 HOPMbI COLIMATIBHOTO B3aUMOJICHCTBUS AJIs
HBIX LIeJIen pean3allud CBOEW pOJIM M B3aUMOJECHCTBUS BHYTPU KOMAHJbI C HC-
M0JIb30BAHNEM JMCTAHIIMOHHBIX TEXHOJIOTHM
B-VKII-1 Bnangers: HaBbIKaMM NMPUMEHEHHsI COBPEMEHHBIX HH(pOpMa-
[UOHHBIX TEXHOJOTMH M IUPPOBBIX CPEICTB KOMMYHUKALIUH, B TOM
YKCJIe OTEYECTBEHHOTO MTPOU3BOJICTBA, a TAK)XKE METOJAMHU U IIPUEMaMU
COLIMAJILHOTO B3aUMOJIEUCTBUS U pabOThl B KOMaH/I€ C UCIOJIb30BaHUEM
JVCTAaHIIMOHHBIX TEXHOJIOTUI




poeCCHOHAIbHBIC

3anaun nmpodec- HaumenoBanue
o WNHaukaTopbl JOCTUXKEHUS
CHUOHaNbHOM fesi- | OObeKT WK 061acTh 3HAHUS KOMITETEHINH,
KOMIIETEHIIUH
tenpHOCTH (3I1]]) KOJl KOMITETCHIIUU
BbIOOp Hcxonubix | MHpopmannonnsie nponeccel, | [IK-12 Cnocoben | 3-IIK-12 3naTh: TpeOoBaHus K
TAHHBIX JUIS IPO- | TEXHOJIOTUHU, CUCTEMBI U CETH, | MPOBOJIUTH BBIOOP | pa3paboTKe TEXHUYECKOTO 3a-
EKTHUPOBAHUS UX WHCTPYMEHTaJIbHOE (TIPO- WCXO/IHBIX JIaH- JaHWA, €70 CTPYKTYPY U
rpaMMHO€, TEXHHUYECKOE, Op- HBIX JJIs1 IPOEK- MIPUHIIMIIBI COCTABJICHUS
raHu3alMOHHOE) o0ecnieyeHue, | TupoBanus ¢ yue- | Y-IIK-12 Ymers: ananusupo-
CIOCOOBI M METOJIBI IPOCKTH- | TOM TPeOOBAaHUI | BaTh HCXOTHYIO JOKYMEHTA-
pOBaHMsl, OTJIAJKU, MPOU3BOJA- | 3aKa3yUKa MO 3aKa34yMKa
CTBA | KCILTyaTaruu HHPop- B-IIK-12 BnangeTts: MeToaukon
MaIMOHHBIX TEXHOJIOTHI U CU- COCTaBIICHUS] TEXHUYECKOTO
CTEM B Pa3JIMYHBIX 00JIACTAX U 3aJlaHus
cdepax AesTeaTbHOCTH
3agayu BocnuTaHus, peajiu3yeMble B PAMKAX OCBOCHHS JMCIUIIIHHBI
Co3pnanue
Hamnpagine . Bosiieuenue B pazHo-
yCIIOBUH, Hcnonp30BaHre BOCIUTATENBHOIO TOTEHLIMAA
Tne- . IUTAHOBYIO BHEYUYEOHYIO
obecrnieunBa- y4eOHOM TUCIUTINHBI
HUE/TIeTH JeSITeTbHOCTD
FOLIUX
[Ipodec- | popmuposa- | Mcnonp3oBaHue BOCIHUTATENBHOrO moTeHuuWana | [loBblieHre 3HaHMI 1O
CHOHAJIb- | HA€ KYJIbTY- | JUCHMIUIMH TPO(PECCHOHATBHOTO MOAYJIs Ul | mHpOpMaTu3auu oorie-
HOE BOC- | ppl  uHGOp- | hopMUpoBaHHE 0A30BBIX HABHIKOB MH(POpPMAIU- | CTBA U KOMMYHUKAIIU-
[IUTAaHUE | MAllMOHHOM | OHHOM 0€30IaCHOCTU uYepe3 M3y4YEHHE IOCHE]- | OHHbIX TEXHOJOTHH s
6e3omacHo- CTBUI XalaTHOTO OTHOLIEHHS K paboTe ¢ WH- | pelIeHus]  KOMMYHHUKa-
ctu (B23) (OopMaIMOHHBIMH CHUCTEMaMH, 0a3aMH JaHHBIX | THBHBIX W TI03HABATEIb-
(BKJIIOYAsl IEPCOHANBHBIE JaHHBIC), MpPHEMaxX W | HbIX 33/1a4 CTYJACHTAMHU.
METOJIaX 3JIOYMBILIUIEHHUKOB, MOTEHIMAIbHOM
YPOHE IN0JIb30BATEISIM.

CTpyKTypa u cofep:kaHue y4eOHO! JUCHUIIIMHBI
JlucuunnnHa u3ydaeTcsl CTyIeHTaMHu B 7-oM ceMmectpe. OO01mas TpyJI0eMKOCTh TUCIUILIAHBI CO-
cTaBiIseT 3 3a4eTHRIX eauHuIbl, 108 ak. yacos.

KajenaapHslii nJjian

N Bunel yueGHoi nestenbHo-
o
. CTH (yac.
P (dac.) Artre-
Ne Makcu-
a cTanus
T o i MaJlb-
3 . HaumenoBanue pasnena (TeMbl) = = pasze- L
JTUCIHHUILINHBI = 9 ga
A Sl & Oa 3a
e S| e = (dop-
bl o E | & & pazzaen
1 = g | o 5 &) Ma)
(9] % O <
a Q ) ] o =¥
aa) B | B = Q
1 OcHOBHbIE MOHATHS B chepe JIeKTPOHHOI0 IOKYMEHT0000poTa KN 30
1 | AokyMeHTOOOOpPOT Ha COBpPEMEHHOM | 9 1 - |- 8
TPEIPUSTHH
2 | ABTomarm3anws MpoIeccoB BBojaa mo- | 13 1 - |2 10
TOKOB BXOJISIIIIUX JOKYMEHTOB.
3 | CucremMbl DJIEKTPOHHOTO JOKyMeHTO- | 13 1 - |2 10
obopoTta
Cnenuduka BHEIPEHUS CUCTEM IJICK-
TPOHHOI'O JIOKyMEHTOO0OpOTa B TOCY-
JAPCTBEHHBIX YUPEXKICHHSIX.




MU JTIOKYMEHTOOOOpOTa W JI€JOBBIX
nporieccoB O030p OCHOBHBIX CHCTEM
ANEKTPOHHOTO  JOKYMEHTO000pOTa,
MpeJCTaBIeHHbIX B Poccun

4 CucreMbl KOMIUIEKCHOM aBtomMarusa- | 13 1 - |- 10

JIEKTPOHHOTO JTOKYMEHTO000pOTa
(C210). Kpurepuu BbIOOpa CHCTEM
AJIEKTPOHHOTO JIOKyMEHTO00OpOTa B

5 | OcHoBHble TpeOoBanuss K cucrteme | 13 1 - |- 10

rOCYUPEeXKJICHHUSIX
2 Cucrema NauDocs. 3amura nndopmanuu B cdepe 3jekTpoHHoro go0- | K1 30
KYMEHT000opoTa
6 | Kommiekc mnporpammuoro obGecmede- | 10 - - |2 10
mus NauDocs. Hasmauenme, o0Gmiactb
npumeHenusi, ctpykrypa I1O, ocHoB-
HbIe ()YHKIUU ¥ IPUHIUIIBI 3AIIUTHL.
7 | [Ipunnumnsl padoTel ¢ nHpoOpManuei B | 12 - - |2 10
cucreme NauDocCs (ocHOBHBIE IPAaKTH-
YeCKHEe IPHUEMBI)
8 | IlpoGmemsr IT-6e30macHocTH 11 1 - |- 10
9 |3ammra wuHbopmanuu B cucreme | 12 - - |4 8
NauDocs
3auér 4 40
Hroro 108 | 6/2 | - | 12/4 | 86
KU — KoHTpOIIb 110 UTOram
CojaeprkaHue JIEKIIMOHHOT0 Kypca
Beero YueOHo-
Tema sexuun. Bonpocsl, oTpadarbiBaeMble HA JTeKIUH wacop | METOAHMUECKOE
o0ecnieyenue
JJoxkyMeHT0000pOT HA cOBPeMEeHHOM npeanpuaTHu. [Ipenmer u conepxanue 1 1-3
Kypca. CoctaB (QyHKIMI 1 AETOBBIX MPOLIECCOB, BHIMOJIHAEMBIX B MOJIpa3iene-
Husix. [loHsTHE TOKYMEHTa, KIacchl
JIOKYMEHTOB, CBSI3aHHBIE C BBIIOJHEHHEM (YHKLIMN yIpaBlIeHUs U J1€JTOBBIMU
npoueccamu. [IoHsATHE TOKYyMEHTONOTOKA, €r0 CTPYKTYpa.
ABTOMaTH3alus NPOLECCOB BBO/IA NOTOKOB BXOASIIIIUX JOKYMEHTOB. 1 1-3
CoctaB u conepkaHue omnepanuil aBTOMaTU3UPOBAaHHOTO BBOJIAa IMOTOKOB BXO-
JAmMX JOKyMeHToB. ColepikaHue ornepanuil IoAroToBUTeNbHOU craguu. [lo-
Hsatue popmarupoBanHoro nokymenra (®JI). Buaer /. AcnekTsl onucaHus
noneit ®J]. Coneprxkanue onepauuit OCHOBHOW cTaguu 00pabOTKU U BBOJA J0-
KyMeHTOB. Kiaccel ckaHepoB, XapakTEepHUCTUKH CKaHEpOB M TpeOOBaHMS,
pebsBIsiEeMblE K BBIOOPY CKaHEPOB.
CucTeMbl 3J1IEKTPOHHOT0 JOKYMEeHT0000poTa. O01ue moioxxeHus. 1 1-3
Crienudrixa BHEJPEHUsS] CUCTEM JIEKTPOHHOTO JIOKYyMEHTO00OpOTa B rocyap-
CTBEHHBIX yupexaeHMsX. [ maBHoe HazHaueHne COJI. Pemenne aBTomarusupo-
BaHHBIMHU CpEJICTBAaMH HambOoJiee aKTyalbHbIX JEJIONPOU3BOACTBEHHBIX 3aJau
YUPEKIACHUM.
CucreMbl KOMIJIEKCHOH aBTOMAaTH3allMU JOKYMEHT0000pOTa M /1eJ10BBIX 1 1-3
npoueccoB O030p OCHOBHBIX CHCTEM JJIEKTPOHHOIO JOKYMEHTO0000poOTa,
npeacraBjeHHbIX B Poccnu.
OcHOBHBIE 3374l OPraHU3allid CHCTEMBI HJIEKTPOHHOTO JIOKYMEHTOOO0OpOTa
(C20). Orans pazsutusa CIOJ10. Knacest CO/1O. [IpuHnums 1 0COOEHHOCTH
IIOCTPOEHHUS
AptomatusupoBanHbix Cucrem Kontpons Hcnonmnenus JlokymentoB (AC-
KIJ).
OCHOBHBIE TpPeO0OBAHHSI K CHCTEMe 3JIeKTPOHHOT0 JIO0KYMEHT0000poTa 1 1-3




(C210).

Kputepun BeIOOpa CHCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa B TOCYUPEKIIe-
Husx. O0mue TpeOoBaHMsI K IeTONPOU3BOICTBEHHBIM (DYHKIIUSM, K

(GYHKITUSAM KOHTPOJISL MCIIOJTHEHHS, TOJICPIKKE MPOIECCOB Pa3pabOTKH H CO-
[JIACOBaHUS JOKYMEHTOB, K OOECIeUeHHI0 pabOThl COTPYIHUKOB TEPPUTOPH-
QIBHO YJAJICHHBIX MOJPa3C/ICHUH, K MOJICPKKE JICKTPOHHOTO JIOKYMEHTO-
000poTa MEXy OpraHaMy BIIACTH WM YIPaBIEHUsS, K MEXaHU3MaM HHTErpa-
1805071

Kommuieke nporpammuoro odecniedennsi NauDocs.

IIpuauunsr padorel ¢ uHpopmanueir B cucreme NauDocs (ocHoBHbIE
NMPaKTHYeCKHe NMPUEMBbI).

IIpodaemsl IT-6e30nacHocTm.

[TpryvHBl BO3HMKHOBEHHMS M 3HAUYMMOCTh pa3inMyHbIX mpobiem c UT-
6e3omacHoCTbI0. KOHTpOIB HOCTyna K HHGOpMAIUK, IPOrPaMMHBIE CPEICTBA:
CpeAcTBa KOHTPOJA JOCTyna K JOKyMeHTaM, K Web-pecypcy, ammaparHble
CpeACTBa KOHTPOJS JOCTYNA, OMOMETPHUYECKUE CPENCTBA, METOJ CKaHMPOBa-
HUS pajly’)KHOW 000JIOUKH IJ1a3a, TEOMETPUHU JIMLA, paclio3HaBaHUE IO ToJocy,
110 TOAIIMCH, 110 OTHCYATKY MNaJibla.

3amura nuadopmannu B cucreme NauDocs.

IlepeyeHb MPAKTHYECKUX 3AHATHI

Tema NMPAKTUYICCKOI0o 3aHATUSA. 3aZ[aHI/IH, BOIIPOCHI, OTpaﬁaTbIBaeMbIe Ha
NPAKTUYCCKOM 3aHATHH

Bcero
JacoB

YyeoHo-
MeTOANYECKOoe
ob0ecneueHmne

Wzyuenne unrepdeiica u ocHOBHI paboThl B crcteme NauDoc

1-3

Cucrema NauDoc: pabota ¢ mankamu

Cuctema NauDoc: paboTta ¢ ToKyMeHTaMH

Cucrema NauDoc: co3nanue 3a1aHuii K JOKYMEHTaM

Cucrema NauDoc: KaTCropun JOKyMCHTaA

Cucrema NauDoc: pabota ¢ )xypHanamu

Cucrema NauDoc: HOPMATHUBHBIC JOKYMCHTEI

NN PR

N
[
w|lw|lw|w|w|w

Ilepeuenn J1a0opaTOpHBIX PadoT - He MPeIYCMOTPEHbI Y4eOHbIM IIIAHOM

3aganus 17 CAMOCTOATEILHOI PadoThl CTY1EHTOB

3anaHusi, BONPOCHI, 1JIsl CAMOCTOSITEILHOI0 U3yYeHHs (3a1aHuUs)

Bcero
JacoB

YueoHo-
MeTOANYecKoe
odecreyeHue

[lonsTHe nokymMeHTOOOOpOTa U €ro XapakTepucTUku. [IoHsATHE U BUABI JOKY-
MEHTO000pOTa M JIEIOBBIX MPOILIECCOB, UX CTPYKTYPBHl U COCTaB KOMIIOHEHT.
O6ocHOBaHME HEOOXOAMMOCTH IepexoAa K 0e30yMaXXHOW TEeXHOJIOTHH
yrnpasyieHusi. OCHOBHbIE KOHIEMIINU.

8

1-3

[Tonsitue ¢popmarupoBanHoro nokymenrta (®J1). Buast OJI. Xapakrepucruka
OCR, ICR nu OMR-MeTO10B pacro3HaBaHus JOKYMEHTOB. MeToabl KOHTPOJIS
orepanuii CKaHUpOBaHUS U paclO3HaBaHUs TEKCTOB.

Metoabl MHIEKCUpOBaHUA JOKyMEHTOB. CocTaB (hakTopoB M TpeOOBaHUA,
IPEIbABISEMBIX K CHCTEMaM BBOJa OyMaXKHBIX IOKYMEHTOB. XapaKTepHCTHUKa
cucrembl Cognitive Forms 1 ee KOMIOHEHT IS

AaBTOMATH3allMK BBOJA IOKYMEHTOB.

10

OCHOBHBIE CBOWCTBAa CHCTEM DJIEKTPOHHOTO JOKyMEHTOOOOPOTa: OTKPBITOCTD,
BBICOKAsI CTENEHb WHTETPAllMU ¢ MPUKIAJHBIM MPOrpaMMHBIM OOecCreuyeHHEM
(ITO, ocobenHOCTH XpaHEHUsI JOKYMEHTOB, MapILIPyTHU3aLHsl JOKYMEHTOB, pa3-
TpaHUYEHHE JIOCTYIIA, OTCICKUBAHUE BEPCHIA U MTOIBEPCU JJOKYMEHTOB, HAJIU-
Yyyue YTHJIUT MPOCMOTpPa JOKYMEHTOB Pa3HbIX (pOPMATOB, aHHOTHPOBAHUE J10-
KYMEHTOB, TMOJJEPKKAa Pa3IHMYHBIX KIMEHTCKUX mporpamMMm. OCHOBHBIC THIIBI

10




COI.

0O030p OCHOBHBIX CHCTEM JIOKYMEHTOOOOpOTa, MpeAcTaBieHHbIX B Poccnn. Xa-
paKkTepUCTUKa METOJIOB U CPEICTB OpraHU3aIlMU MpHeMa-lepeaadu JOKyMEH-
ToB B COJIO ¢ texnonorueit "adhoc". Ocobennoctu opranmzaruu CO]] koi-
JEKTUBHON 00pabOTKM JOKYMEHTOB Ha MPUHIUIAX TEXHOJIOTHH "groupware" ¢
ucnonb3oBanueM cpencts Lotus Notes 1 MS. Ocobennoctu opranmsanuu CO-
JO, opueHTHpOBaHHBIX Ha ucmoyib3oBanue "docflow"-texuonoruu. O630p oc-
HOBHBIX CHCTEM JIOKYMEHTO000pOTa, peAcTaBleHHBIX B Poccuu.

10

Ocobennoctu Baeapenust CO/1 B rocy1apcTBEHHBIX

yupexaeHusix. CHCTeMbl C JIPYTMMH HPUIOKEHUSMH, K BO3MOXKHOCTSIM
HacTpoiiku CHUCTeMBbl, K CTaHmapTu3anuy, yHupukanun. OcoOeHHOCTH BHE-
penusi COJ1 B rocy1apCTBEHHBIX YUPEKICHUSIX.

10

[TpuHIUTIBL 321U T HHQOPMAIMK U Pa3TPaHUICHUC

MOJTHOMOYMIA monb3oBaTeneil B cucreme NauDocs. Haznauenue, obnacte npu-
MeHeHus, cTpykTypa [10, ocHOBHbBIE ()YHKIMM W MPUHIUIBI 3amuThl. Ha3Ha-
yeHue u obnacth npumMeHeHus cucreMbl NauDocs. CTpykTypa mporpaMMHOTO
obecnieuenus nuuun NauDocs.

Ocnosuble ¢yHkuuu cuctemsl NauDocs. [lpunnumne! 3amuTel uHGOpMaUU U
pasrpaHuyeHHe MOJIHOMOYUH noJb30BaTeneil B cucteme NauDocs.

Crneuuduka cuctemsl. [Toaxnrouenue k cucreme (paboTa B cCTEME OT CBOETO
MMEHHU, OT UMEHH pyKoBoauTels) CMeHa maposisi 10CTyna K KOHTEHHEepy JIrd-
Heix Kimroueir OUII. Wutepdeiic cucrembl (CTpyKTypa TJIaBHOTO OKHa
NauDocs).

10

[Tpunuuns! paboTsl ¢ HH(GOpMaLue B cucreme

NauDocs. PaboTa ¢ 6a30ii 1aHHBIX JOKYMEHTOB: IPOCMOTP TEPEUHS TOKYMEH-
TOB B )KYpHaJle perucTpaluy, perucTpallMOHHON KapTOYKU JOKYMEHTA, CIIUCKA
¢aioB 1okymeHTa. Perucrpanus JOKyMeHTa B JKypHaje perucTpaluu: 3amnoJ-
HeHue pekBu3uToB PK, npukperienue (aiinoB Kk perucTpaliMOHHON KapTOuke
nokyMmeHTa. M3menenue noxkymenta NauDOCS: m3MeHeHue perucTpanroHHON
KapTOYKM JIOKYMEHTA, pelakTUPOBaHHE TEKCTOBBIX (ailyioB nokymeHra. Pabo-
Ta C JKypHajaMmu peructpauuu. Pabora ¢ ¢umpTpamMu (IOMCKOBBIE (PHUIBTPBI,
orpanuyeHue 1o aare). Pabora ¢ coobimenusmu: padbota ¢ pasznenom «llouray,
oTmnpaBka coobmenus («YBemnomiueHuey, «3amanue»). OopaboTka cooOIIeHMI
B nanke «Bxonsmue»: kareropuu cooOmeHui, nomy4daemsix [lomp3oBarenem,
o0paboTka cooOmieHuss TUNA «YBEIOMIICHHE», «3aJaHue)» COOOIICHUII-
0T4€TOB. POPMUPOBAHNE AHAIUTHYECKUX OTYETOB.

10

Kpunro3zamura n 6e3onacHple KOMMYHUKAIMK: TIOHATHE KpUuntorpaguu, mud-
pPOBaHME C TMOMOIUBIO KJIHOYa, C CUMMETPUYHBIM KIIOUOM, ACUMMETPHUYHOE
mu@poBaHue, MUPPOBaHUE C CUMMETPUYHBIM M ACUMMETPUYHBIM KIIIOUOM.
[ludpossie ceprudukarel. Kmaccel ceptudukaroB. Cucrema MOAMUCAHHBIX
MPUII0KEHU. be30macHOCTh TPU NEPENUCKE.

10

3amura wuHpopmarmu B cucteme NauDocs. KommoneHnTsl mojacuctemsl 0e3-
OTaCHOCTH: cepBep OE€30MaCHOCTH; aIMUHUCTPATOP CepBepa; KIMEHTCKas KOM-
nonenta. [10 cuctemsr NauDocs. Obuue cBefeHus: 0 Kpunrorpaguyeckux a-
rOpUTMax: CHUMMETPUYHOE, HECUMMETPUYHOE IMH(poBaHUE, KOMOWHUPOBAH-
HBI MeToA MH(POBaHUSA, HIEKTPOHHAs LU(ppOBas MOAMHMCH (MPOTrpaMMHOE
oOecrnieyeHre 3JIEKTPOHHON HU(POBOM MOANUCH U MMGPOBAaHUSA JOKYMEHTOB
i moayneit cucrembl NauDocs), ceptudukarsl OTKpHITBHIX Kitouei. Kioun u
ceptudukaTsl (KOHTEHHEPHI CEKPETHBIX Kitouel, 0a3a JaHHBIX CepTHU(UKATOB
U crpaBouyHukd, kimoun Llentpa ceprudukanum, CepBepa 0€30macHOCTH,
nosp3oBareneit). [llupposanue nHPopmau: KOHPUIEHIIUAIBHBIX JOKYMEH-
TOB, MACTEP-KJIIOY.

1-3
1-3
1-3
1-3
1-3
1-3

PacuerHo-rpaduyeckasi padora He NpPexyCMOTPEHA Y4eOHBIM IVIAHOM

KypcoBasi padora He nmpeaycMOTPeHA Yy4eOHbIM IJIAHOM




KypcoBoii npoeKkT He NpeayCMOTPeH Y4eOHbIM IJIAHOM

Oo0pa3oBaTre/ibHbIE TEXHOJIOTHHI

[Tpu peanmzanuu ydyeOHOTO MaTepuaia Kypca UCIONb3YIOTCS Pa3IMYHbIe 00pa3oBaTeIbHbIC TEXHO-
JIOTUH, CIIOCOOCTBYIOIINE CO3AaHUIO aTMOC(EPhl CBOOOIHON M TBOPUECKON IUCKYCCUU KaK MEXKIY Ipe-
noJlaBaTeyieM M CTYACHTaMH, TaK M B CTYACHYECKOW rpymre. Llenpio mpu 3ToM siBisieTcs: BRIpaOOTKa y
CTYACHTOB HAaBBIKOB U KOMHCTGHL{HIZ, MO3BOJIAIOIUX CaMOCTOATCIBHO BCCTH MCCIICAOBATCILCKYHO H
HAYYHO-TIEJJarOTUYECKYIO padoTy.

[TpakTHyeckas MOArOTOBKA MPU pean3aluy y9eOHON NUCIMIIIMHBI OPTaHU3YyeTCs IyTEM MPOBe-
JCHUS TPAKTUYCCKHUX 3aHATHIA, IPEAYCMATPUBAIOIINX YIaCTHE 0OYJaIONIMXCS B BBITOJHEHHH OT/ICIBHBIX
3IIEMEHTOB padoT, CBSI3aHHBIX ¢ Oy/yIIel NpodheCcCHOHAILHON e TEIbHOCTHIO.

[IpakTYeckas MOATOTOBKA TaK)KE BKIIFOYACT B CeOs 3aHATHS JICKIIMOHHOTO THIIA, KOTOPBIC TIPEIy-
CMaTpPUBAIOT Tiepenady y4eOHoW MHPOpMaAIuu O0yJarouMcsi, HEOOXOIUMOM IS MOCIIEAYIOMIErO BhI-
MOJTHEHHUSI Pa0OT, CBSI3aHHBIX C OyIyIiel NpopecCHOHATBFHON IeATEIbHOCTBIO.

Hpeno;[aBaHI/Ie JAUCHUIIIMHBI BEACTCA C MPUMCHCHUCM CJICAYIOIIUX BUIOB O6paSOBaTeJIBHBIX TEX-
HOJIOTHI: MCIIOJIb30BaHHE AIEKTPOHHBIX 00pa30BaTEIbHBIX PECYPCOB, 00ECIICUMBAIOIINX 00YYCHUE B UH-
(dbopMaImoHHON 00pa30BaTEILHON Cpelie; JEKIIMOHHBIE 3aHATUS MPOBOJISATCS C UCIIOJIb30BAHUEM MYJIbTH-
MEJIUHHOTO JICKIIMOHHOTO MaTepuaia.

DoH/1 OLIECHOYHBIX CPE/ICTB
@DOH/T OIICHOYHBIX CPEJCTB MO AWCIHMILTUHE 00eCIIeYnBACT MPOBEPKY OCBOCHUS TUIAHUPYEMBIX pe-
3yJlbTaTOB O0y4YeHUs (KOMIIETEHIIUI U WX WHIUKATOPOB) MOCPEACTBOM MEPONPUITHI TEKYILEro, pyoesx-
HOI'o U HpOMC)KyTOLIHOFO KOHTpOJI?I 110 JUCIIUITJIINHC.
CBs3b MKy GOPMUPYEMBIMH KOMIETCHIMSIMA U (hOPMaMU KOHTPOJISL UX OCBOCHHUS IpECTaBIIe-
Ha B CJIeAyIOMIeH TabnuIle:

Kon 1 HanMeHOBaHHE WHMKA- HaumenoBanue
Ne HanMeHoBaHME KOHTPOIUPYEMBIX
TOpa JOCTUKCHHUA KOMIICTCH- OLCHOYHOI' O
/1 pa3aesnoB (TeMbl) .
1M CpencTBa

Bxo/1HOW KOHTPOJIb

BOHpOCbI BXOAHOI'O

1 | BxoaHoit KOHTPOJIBb KOHTpoJis  (THCh-
MEHHO/YCTHO)
ATTecranus pas/ienoB, TEKYIINI KOHTPOJIb YCIIEBAEMOCTH

2 | Tema 1. JIokyMeHTOOOOPOT Ha COBPEMEH- 3-YKII-1, 3-T1K-12 KoHnTpons uroros
HOM TPEATPUSATHH. (B popme Tectupo-
Tema 2. ABTOMaTu3aIus MpoIeccoB BBOIA BaHMUSI)
ITOTOKOB BXOJSIIIUX JTOKYMEHTOB. Y-VKIU-1, V-IIK-12 [IpakTrueckoe
Tema 3. Cucrtembl 3JIEKTPOHHOTO JOKY- 3a/1aHNe
MeHToOoOOpoTa. Crenudpuka BHEIAPEHUS B-VKII-1, B-TIK-12 [IpakTrnueckoe
CHCTEM 3JIEKTPOHHOI'O JIOKYMEHTO000pOTa 3a1aHue

B TOCY/IapCTBEHHBIX YUPEKICHUSAX.
Tema 4. CuctemMbl KOMIUIEKCHOM aBTOMa-
THU3alUd JOKYMEHTOOOOpOTa MU AENOBBIX
nporieccoB  O030p OCHOBHBIX CHCTEM
ANEKTPOHHOTO JOKYMEHTO000pOTa, Mpe-
CTaBJICHHBIX B Poccuu.

Tema 5. OcHOBHBIE TPeOOBAHHS K CUCTEME
ANEKTPOHHOTO J0KyMeHToobopora (CO-
H0O). Kpurepuu  BbIOOpa  CHUCTEM
AJIEKTPOHHOTO  JOKYMEHTOOO0OpOoTa B

TOCYUpEeXJICHUSIX.

3 | Tema 6. Komiiekc mporpaMMHOTo obec- 3-VYKII-1, 3-TTK-12 Kontponbs uroros
neyenuss NauDocs. Hasnauenue, o6macth (B popme Tectupo-
npuMeHenust, ctpykrypa I1O, ocHoBHbIE BaHUs)
(GYHKIMU ¥ TPUHLUIIBI 3AIIUTHI. V-VKII-1, V-IIK-12 [IpakTnueckoe

Tema 7. Ilpunuunsl paboTel ¢ uHGOpPMAa- 3aJlaHNe




uueir B cucteme NauDoOCS (ocHOBHbIE B-VYKII-1, B-TIK-12 [IpakTrueckoe
MPaKTUYECKHE TPHUEMBbI) 3aJjaHue
Tema 8. IIpoGnemsr IT-6e30macHocTH
Tema 9. 3amura nHGOPMAIMK B CHCTEME
NauDocs

[IpomexxyTouHas arrectauus

Bomnpocsr k 3auety

4 3ader VKII-1, ITIK-12 (yerHo)

BxonHo# KOHTpOJb MpeqHa3HAYeH Ui BBISIBICHUS MPOOEIOB B 3HAHUSIX CTYIACHTOB U TOTOBHOCTH HX K
MOJIYYEHUIO HOBBIX 3HaHUU. OIEeHOYHBIC CPENICTBA IS BXOJAHOTO KOHTPOJIS MPEACTABIISIOT COO0H BOIPO-
Chl, KOTOPBIE 33JJAI0TCS CTYACHTaM B YCTHOH (opme.

OuneHouHbIe CPeACTBA VI BXOAHOI0 KOHTPOJISA, TEKYLEro KOHTPOJIS M IIPOMEKYTOYHOI aTTecTa-
UM (AHHOTALMS)

OrneHouHbIe cpesicTBa AJIs BXOJHOIO KOHTPOJIS MPEACTABISAIOT COOOH BOIIPOCHI, KOTOPbIE 3a1at0T-
Csl CTyJICHTaM B YCTHOM (opme.

B kauecTBe 01IEHOUHOTrO CPECTBA TEKYILEro KOHTPOJIS UCIIOJIB3YOTCS YCTHBIM OIPOC, TECTUPOBa-
Hue, pedeparsl.

B kauecTBe OLIGHOUHOrO CpeACTBa aTTECTALMU pPa3/ieda HMCIOJIb3YIOTCS TECThl, UTOroBasi KOH-
TpoJbHAs padorTa.

JU1s IpoMeKyTOYHOMN aTTecTalluy NpeayCMOTPEHbI TECThI, TEOPETUUECKUE-BOIIPOCHI.

[To nToram oOy4eHHsI BEICTABIISIETCS 3a4ET.

IlepeyeHb BONPOCOB BXOAHOI0 KOHTPOJISI
. [losicHuTe MOHATHE JOKYMEHTA.
. [losicHuTe MOHATHE IEKTPOHHOMN MOUTHI HA MPEANPUATHU (TOCYUPEKICHHH ).
. [losicHUTE MOHATHE ANEKTPOHHOI'O JOKYMEHTA.
. [lepeunciure maTepuagbHbIe HOCUTEIIH 3JIEKTPOHHBIX JTOKYMEHTOB.
. [losicaure nousTue 6a3pl qanubix, CYB/I.
. Ilepeuncnure criocoOs! 3amuTel nHGopManuu Ha [1K.
. IlosicHuTe OHATHE U BUABI JIOKAJTbHOM CETH.
. [TossicuuTe noHsTHE M BUIBI ITI00AILHOMN CETH.
. [lepeuncnure OCHOBHBIE JOKYMEHTHI NIPU TPYIOYCTPONUCTBE HA paboTYy.
0. [TosicHuTe Ha3HAYEHHE 3AIUTHI FJICKTPOHHOU TTOAMHCH.

— O 0 1O\ N kW

Tunosble TeCcTOBBIE 32 IaHUS
1. DAEeKTPOHHBINA JOKYMEHTOOOOPOT — 3TO:
1) maTepuanbHbIl 00BEKT, coAepKaInil HH(OPMAIUIO B 3aUKCUPOBAHHOM BHJIE U CTIELIUATIBHO MIPEIHA-
3HAYEHHBIN U1 €€ Tiepejaul BO BPEMEHHU U IIPOCTPAHCTBE;
2) nBUKEHHE JOKYMEHTOB B OPraHM3alliy ¢ MOMEHTA MX MOJIyUYEHUS WIH CO3TaHMs 10 3aBEPLICHUS HC-
IIOJIHEHUS, OTIIPABKU aJipecaTy WIH Caul Ha XpaHEHHUE;
3) 2JIEKTPOHHBIN TIOKYMEHT - 3TO JOKYMEHT, B KOTOPOM MH(OpMAIHs MPEACTaBIEHA B JIEKTPOHHO-
udpoBoii popme.;
4) oTpacib JesTeIbHOCTH, OXBATHIBAIOIIAs BOIIPOCH! XPaHEHMSI U MCIIOJIb30BAaHUS ApXUBHBIX JOKYMEHTOB.
2. Ha xakue TOKyMEHTONOTOKHU AEIUTCS TOKYMEHTALINS:
1) nuceMa, paciopsiKeHHsl, TOrOBOpa;
2) noroBopa, JOKYMEHTbI OpraHOB BJIACTH;
3) BxoasuIMe, UCXOAIINE, BHYTPEHHUE IOKYMEHTHI;
4) obpatieHus rpaxaan (5kamoObl, MPEeATOKEHUS U 3asSBICHHUS ).
3. Perucrpanus 31€KTPOHHBIX JOKYMEHTOB — 3TO:
1) ycTaHOBJIEHHE KOJTMYECTBA U COCTaBa apXUBHBIX IOKYMEHTOB B €IMHUIIAX y4yeTa U (pukcanus npuHaiI-
JISKHOCTH KaXKJ10 eTMHUIIBI yueTa K ONpeIeICHHOMY KOMILIEKCY U 0011IeMy UX KOJIMYECTBY B YUETHBIX
JOKYMEHTaXx;
2) BaxkHeHIMH Tan paboThl C JOKYMEHTAMHU U ONIPEAEIAeTCS KaK 3aliCh YUETHBIX JaHHBIX O IOKYMEHTE
10 YCTAaHOBJICHHOH (opme, Ppukcupyromas (GakT ero co3aHus, OTIPABICHUS WIH MOTYyYSHHUS;
3) 3T0 MaKCUMAaJIbHO PALIMOHATIBHOE COKPALEHUE KOJIMYECTBA YEro-IM00 IMyTeM CTaHJapTU3aLUH K e11-




HOW (opme;
4) opranuzanusi JOKYMEHTOOOOPOTa, XpaHEHUSI U UCIIOJIb30BaHUS JOKYMEHTOB B TEKYILEH EATEIbHOCTH
YUPEXKICHUS.

Kputepuu onieHKu TECTOBBIX 33/IaHUI, YCTHBIX OIPOCOB:

1. [TonHOTa 3HAHUM TEOPETUYECKOTO KOHTPOJIIUPYEMOTO MaTepuarna.

2. KosnnuecTBO NpaBUIbHBIX OTBETOB.

TecroBoe 3aanue / ONPOC CYUTACTCS CAAHHBIM, €CIIM CTYACHT NMPaBMIIbHO OTBETWII Ha 60 mpoLeH-
TOB OT OOIIETO YKCciIa BOMPOCOB.

Kputepuu onieHnBanus Onenka
Crynent orBetun Ha 90 % (1 Ooiiee) BOIIPOCoB OTian4HO
Crynent orBetus Ha 70-89 % Bompocos Xopo11o
Crygnent orBetri Ha 60-69 % BompocoB Y 10BIETBOPUTENEHO
CtTyneHT oTBeTUII MEHee 4eM Ha 59 % BoONpocoB HeynosnerBopurenpHo

CymMma 6ayuioB 1o paszzaenam JTUCIHUILTHHBI CKIIABIBAETCS U3 OLEHOK, MOJYYEHHBIX 00yYaroIuMCs
B TEUCHHE CEMECTpa Mo BceM (opMaM TeKymiero KoHtpoisa. Kaxmas ¢popma KOHTpoIIs onieHuBaeTcst Oa-
aoM B untepsaie ot 0 1o 10.

IIpuMepbI NPAKTHYECKHUX 3aJAHUH

3ananme 1. Co3nath HOBYIO nanky «®uHaHCOBBIE JOKYMEHThD» B cucteme NauDoc, u Ha3HauuTh
IPYIIIOBBIE MPaBa JOCTYIIA.

Cozpaercs nanka «@UHAHCOBBIE JOKYMEHTBI»

Hasnawarorcs rpynnossie npasa goctyna kK nanke @uHaHCOBOMY OTAENTy

obecreynBaeTcsi JOCTYIl K Malke TOJIbKO (PMHAHCOBOMY OTHENY U JAUpeKTopy. OcCTaiabHbIE MOIb30-
Barenu cucteMbl NauDOC He Jo/KHBI UMETh AOCTYI K 3TOoM nanke. [[ist yrpaBieHus JOCTYIIOM K Iarke
I10JIb30BATENb I0JKEH UMETh Ha Hee 1paBo «PegakTop».

Jljig 3TOro npou3BOAUTCS BXOJ B (OpMy Ha3HAUEHMsI IPaB JOCTYIA K Marnke, ucnoipizyercs: «Kon-
TPOJIb JIOCTYINa» U3 PacKpbIBAIOILErocsi MEHI0, JInOo kHomnka «KoHTposib focTyna» Ha MaHeNIu MHCTPY-
menToB NauDoc.

Ha3znauarorcs rpynmnoBble npaBa Ha JOCTYH K nanke «PuHaHCOBBIE JOKYMEHTHI» (PMHAHCOBOMY OT-
JeIy.

3aganue 2. [IponsBecTy U3MEHEHHE CTaTyca NAKH.

[Tocne co3maHus manku aBTOMAaTHYECKH MEPEXOJMM B Hee. BHOBB CcO3/aHHAs IManka HE COAEPKUT
JNOKYMEHTOB. BMecTo cniucka JoKyMeHTOB yKasbiBacTcs «Ilamka mycra», To ecTh, IpUCBOEH cTaTtyc «Pe-
JTAKTUpyeMas.

N3meHsieM cTaTyc nanky Ha «3aMOpOKEeHHas» uepe3 PenakTop nankw.

Meroauka npoBeaeHus 3a4era

[TpomexyTouHas aTTecTalus MO0 JUCUUIUIMHE B COOTBETCTBHM C yYEOHBIM IUIAHOM HAarpaBiICHUS
npoBouTCs B hopMe 3auera. 3adeT 1Mo AUCLUUILUIMHE NPEACTaBIseT co00il HTOroBOE UCHBITAHUE MO TPO-
(heccuoHaIbHO-OpPUEHTUPOBAHHBIM Tpo0JeMaM, YCTaHABIIMBAIOIIEE COOTBETCTBUE IOJTOTOBIEHHOCTH
CTY/IEHTOB TpeOOBaHMSIM 00pa30BaTEIbHOIO CTaHAApTa. 3a4eT MPOBOAUTCS C LENIbIO MPOBEPKU YPOBHS U
KauecTBa (pOPCHUPOBAHHOCTH KOMIIETEHIIMI B paMKaxX COOTBETCTBYIOILETO 3Tama U MO3BOJISET BBIIBUTH U
OLIEHUTh TEOPETUYECKYIO U MPAKTUYECKYIO MMOATOTOBKY CTYAEHTA JUIS PElIeHUs NPOo(ecCHOHANBHBIX 3a-
nad.

3auer NpOBOJUTCS B IUCHbMEHHOM (hopMe 10 MHAWBHYaIbHOMY 33/IaHUIO B JIBa Tara:

1 aman — @vinonneHue nepeoeo 3adanus, KOmopoe kIUaem noo020MoseKy omeema Ha meopemu-
YecKuti 6onNpoc;

2 sman - 8bINOIHEHUE 8MOPO20 3A0AHUS, KOMOPOE GKII0YAem peuleHue npakmuiecko2o 3a0anusl.

[Tpu 3a0uHOl (opme 0OyueHHsI B KayecTBE OLIEHOYHOI'O CPEICTBA aTTECTALUU pa3/elia HCIOJIb-
3yeTcs TaKke KOHTPOJIbHas padorTa.
Koumponvnasa paboma — cpeicTBO MPOBEPKH YMEHUHN MPUMEHSTH MOJy4YE€HHbIE 3HAHUS ISl BBITOJHEHUS
3aJlaHuM 0 TEME WK pas3zeily. BullonHsAeTcs 10 HHAMBUAYAIbHOMY 3aaHUIO, NIPEACTABIEHHOMY B Mé-
TOANYCCKUX YKA3aHUAX IJIA BBIITIOJTHCHWSA KOHTPOJBbHBIX pa60T 10 JUCIIUIIIINHE.
KpuTtepun onieHKH KOHTPOJIbHOH PadoThI



MaxkcumanbHOe KOJTMYECTBO OAJUIOB, HAUHUCIISIEMOE 3a KOHTPOJIBHYIO paboTy, coctaBiseT 20 6ayioB
no cucreme ECTS.

Pacmmdposka ypoBHs 3HaHMI, cooTBeTCTBYIONIEro 6amiam ECTS

Onenka Cymma TpeboBaHUsI K 3HAHUSAM HA YCTHOM 3a4€Te
(ECTS) 0asIoB
«3aureHo» — A — E 12-20 | Onenka «3a4TeHO» BBICTABISACTCS CTYJEHTY, €CIM OH BBITOJHUI HE

meHee 60% 3amaHMii KOHTPOIBHOW PAaOOTHI; BEPHO OTBETHI Ha BO-
POCHI MPENOIaBATEIISI

«He 3auteno» — F Mmenee 12 | Onenka «He 3auTeHO» BBICTaBISETCS CTYACHTY, €CIM OH BBIMOJHUI
meHee 60% 3agaHuii KOHTPOJIBHOU PabOTHI; 3aTPYIHSETCS C OTBETa-
MU Ha BOIIPOCHI IPENO/1aBaTEeNs

IIpuMep THIIOBOTO 3aaHK s 3a4eTa
1. IIpoBecTn ananu3 oredecTBeHHBIX COJ]
2. Co3naiiTe W 3aperucTpupyiTe HOBBIM BXOASIIUK MOKyMmMeHT "MHdopmammonHoe muchMo" B
KypHaJyie peructpanuu "Bxoasume T0KyMEeHTHI'".

Ilepeuens BONpoCoB K 3a4eTy

1.ITosicHUTE MOHSATHE TOKYMEHTOOOPOTA.

2.IlosicHuTe OCHOBHBIE TPEOOBAHMSI K peanu3aliy J0KyMeHTO000poTa.

3.IlosicHuTe MOHATHE TOKYMEHTONOTOKA U €r0 OCHOBHBIE XaPAaKTEPUCTUKH.

4. [losicHuTe noHsATHE 00beMa JOKYMEHTO000POTA.

5.0xapaKkTepu3yiTe TEXHOJIOTHUSCKUN MPoIece 0OpabOTKU M MEePEMEIICHUs HUCXOISIIETO JOKY-
MEHTAI[MOHHOTO MOTOKA.

6.[losicauTe Kiaccel u ctpykrypa UC.

7.0xapaktepusyiite obecneunBaromue noacucremsl MC.

8.0xapakrepusyiite C 1o ypoBHSM yrpaBieHUsI.

9.0xapaxtepusyiite IC no creneHu CioXHOCTU U MacIiTady.

10. [TosicauTe 0COOEHHOCTH apXUTEKTYPHI “KIIMEHT-CEpBEp .

11. Ilosicaute oTnnuutensHbie cBoiictBa KUC.

12. Tlosicaute 3agaun DCY /1.

13. [losicaute uenu BHeapenus ICY /|

14. TlosicHuTe OpraHu3allMOHHBIE 3a/1a4M MPEANPUATHS pertaeMble ¢ BHeapeHnueM DCY 1.

15. Oxapakrepusyiite HanpasiaeHus BHeapeHus CO/I.

16. OxapakTepusyiTe npukiagHoe nporpaMMHoe obecrneuenne CY 1.

17. Tlosicuute pa3zpaboTky "akTuBHOTrO" nporpammHoro ooecnedenus A ICY /.

18. [Tosicaute aganTaruio [10 DCY ]| k U3MEHEHHUIO B YCTIOBUHM IKCILTyaTaIlH.

19. OxapakTepusyiTe cucTeMy dIeKTPOHHOTO JoKymMeHToobopoTa NauDoc.

20. [Nosicuute ocHOBHBIE 00BEKTHI B cricteme NauDoc.

IIpumepHble NpakTHYECKHUe 32JaHUS K 3a4eTy
1. BpInogHUTE IPOCMOTP 3aIMCH C UCTIONIb30BaHUEM (uiIbTpa «OTOOpaKeHUEY.
2. BBINONHUTE peruCcTpannio JOKYMEHTA.
3. BBImmosHUTE MPOCMOTP 3aMUCel B )KypHAJIE U YAATUTE HE aKTyalIbHbIC 3aITHCH.

Kpurepumn onenku 3adera
[Ixanp! orieHKH 00pa30BATENBHBIX JOCTHKEHUN

Cymma 6aJ1J10B Ouenka no 4-x 0aJUILHOM 1IKAJIe 3auer Ouenka (ECTS)

90-100 OTJINYHO 3auTeHo A
85-89 XOpOIIIO B
75-84 C
70-74 D
65-69 YJIOBJICTBOPUTEIIEHO
60-64 E

Hwxe 60 HEYJOBJIETBOPUTEIIHLHO HE 3a4TEHO F
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Banasl

(utoroBoit banasbt
N N TpedoBanus kK 3HAHUAM
PEUTHHTOBOM (3auer)
OIICHKH)
100-90 3a4TeHo TEOPETHYECKOE COJEPIKaHUE Kypca OCBOCHO TIOJHOCTBIO, 0e3
24 — 40 6ayoB | mpoOenoB, HEOOXOOUMBIC MPAKTHUYECKHE HAaBBIKA pPadOTHI C

OCBOEHHBIM MaTepHuaIoM chOopMHUPOBaHBI, BCE
MPEIyCMOTPEHHBIE TMPOrpaMMOil 0OydeHHs y4eOHbBIE 3aJaHus
BBITIOJTHEHBI, KAYECTBO UX BBIMIOJHEHUS OLIEHEHO YHCJIOM 0aslioB,
OJIM3KUM K MaKCUMAJIbHOMY

85 -89 TEOPETHYECKOE COJEPIKaHUE Kypca OCBOCHO TIOJHOCTBIO, 0e3
npo6esoB, HEOOXOOUMbIE MPAKTHUYECKHE HAaBBIKK pPabOTHI C
OCBOGHHBIM MaTepHajJioM B OCHOBHOM C(OpPMHUPOBAHBI, BCE
MPEIyCMOTPEHHBIE TMPOrpaMMOil O0OydeHHs y4eOHbBIE 3aJaHus
BBITIOJTHEHBI, KA4yeCTBO BBINOJHEHUS OOJBIIMHCTBA U3 HHX
OLICHEHO YUCJIOM 0AJUIOB, OJM3KUM K MAaKCUMAJIbHOMY.

75 -84 TEOPETHUECKOE COJEPKaHME Kypca OCBOCHO TIOJHOCTBIO, 0e3
MpoOEJIOB, HEKOTOpPhIE MPAKTUYECKHE HABBIKK pabOThI €
OCBOEHHBIM MaTepuaaoM Cc(HOPMUPOBAHBI HEIOCTATOYHO, BCE
MPEAYyCMOTPEHHBIE TPOrpaMMoOi 00ydeHUs: y4deOHBIC 3aJlaHUs
BBITIOJTHEHBI, KA4YE€CTBO BBIIIOJIHEHUS HU OJHOTO U3 HHUX HE
OIICHCHO MHUHUMAJIBHBIM YHCIOM OalllIOB, HEKOTOPHIC BH/IBI
3aJlaHu# BBINOJHEHBI C OIMOKaMHU.

65-74 TEOPETUUECKOE COJIepKAaHUE Kypca OCBOCHO YAacCTUYHO, HO
poOeNbl HE HOCAT CYIIECTBEHHOTO XapakTepa, HEoOXOIMMbIe
MIPAKTUYECKUEC HABBIKA Pa0OTHI ¢ OCBOCHHBIM MAaTEpPHAIIOM B
OCHOBHOM C(OPMHUPOBAHbBI, OOJBIIMHCTBO MPEAYCMOTPEHHBIX
porpaMMoil  00ydeHus  y4yeOHbIX 3aJaHUl  BBINOJIHEHO,
HEKOTOpBhI€ M3 BBINOJHEHHBIX 3aJaHHi, BO3MOKHO, COJIEpKaT
OIIUOKH.

60-64 TEOPETUUECKOE  COAEp’KaHWE Kypca OCBOEHO  YacTUYHO,
HEKOTOPBIC MPAKTUYCCKHEC HABBIKH PAa0OTHI HE C(HOPMHUPOBAHEI,
MHOTHE TMpPEeIyCMOTPEHHbIE MpPOrpaMMoi oO0y4deHHs y4eOHbIE
3aJlaHus HE BBIIOJIHEHBI, JIMOO KA4eCTBO  BBITIOJIHECHUS
HEKOTOPBIX M3 HHUX OIEHEHO YHCIOM OaiioB, OJIM3KUM K
MUHUMATHbHOMY

Huxe 60 HE 3a4T€HO | OYeHb cjalble 3HaHMS, HEJOCTATOYHBIC JJII MOHHUMAHUS Kypca,
0-23 GammoB | mMeeTcst 0OJIBIIOE KOJMYECTBO OCHOBHBIX OIIMOOK M HEJOYETOB

YuedHo-MeToAMYeCcKOEe U MH(OPMAIIMOHHOE o0ecnieyeHne Y4eOHOH TUCIUIIINHBI
OcHoBHasi iMTEpaTypa

1. Kpakosckuit, FO. M. Metoab! 3ammuTsl nHGopMaruu: yueoroe nocodbue ais By3oB / 0. M. Kpa-
KOBCKUH. — 3-e wu3a., nepepad. —  Canxt-IlerepOypr: Jlams, 2021. — 236 c.
https://e.lanbook.com/reader/book/156401/#159

2. CaukoB, B. E. Pa3paboTka cucTteM 3JEKTPOHHOTO JOKYMEHTOOOOpOTa : y4eOHO-METOJIHYECKOE
nmocobue / B. E. CaukoB, M. A. UuctsakoBa. — Mocksa : PTY MUPDA, 2023. — 91 ¢. — ISBN 978-5-
7339-1808-2. — Tekcr : anmektpoHHbIii / JlaHb : anekTpoHHO-OMOMMOTeuHass cucrema. — URL:
https://e.lanbook.com/book/368765 — Pexwum gocTyma: st aBTOPHU3. MOJIb30BATEICH.

3. I'pubkos, /[. H. TexHOMOrNM 3JIEKTPOHHOTO JOKYMEHTO00O0poTa : yueOHoe nmocooue / . H. I'pu6-
koB, A. B. KanssroB. — Open : OTUHUK, 2021. — 105 c. — Texcr : anexTpoHHbIH // JIaHb : 2JIEKTPOHHO-
oubnmoreunas cucrema. — URL: https://e.lanbook.com/book/261932 — Pexxum moctyma: sl aBTOPU3.
MOJIb30BaTENEN.

JloToJTHUTEIbHAS JIUTEPaTypa
4. .Amnankas, A. I'. 3ammTa 2MeKTpOHHOTO JOKYMEHTOOOOpoTa: ydyebHoe mocodue / A. I'. Anarkas.
— Owmck: CubAJIU, 2019. — 87 c. — TekcT : anekTpoHHbIH // JlaHb : ANeKTpOHHO-OMOIMOTEeYHAS CH-
crema. — URL.: https://e.lanbook.com/book/149493 — Pexum gocTyra: Jjs aBTOPHU3. TOJIb30BATEIIECH.
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Iporpammuoe obecnnieyenne u UuTepHer-pecypcbl

1. DnextpoHHO-OMOMMOTEYHAs cucTeMa «Jlauby - http://e.lanbook.com.

2. DnexTpoHHO-OMOIHoTeuHas cuctema «fOpaiit» - http://www.biblio-onlain.ru.
3. Poccuiickast HanmoHanbHas oubnmoreka - http://www.nlr.ru/
5. Tlomckosas cucrema - http://www.rambler.ru.
6. IlouckoBas cucrema - http://www.yandex.ru.
7
8

Iapanr - http://base.garant.ru/.
Wurepuer-Yuusepcuter Mupopmarnmonnsix Texnonorui -http://www.intuit.ru
JIi1st TpoBeIeHHsT MPAKTHYESCKUX 3aHITHI U BBIIIOJHEHUS] CAMOCTOSATEIIBHON PaOOThI UCIIONb3YIOT-
csl yueOHBbIC KOMIBIOTEPHBIC KJIACCHI C BBIXOJIOM B MHTEpHET U JNHMIIEH3MOHHBIM MPOrPaMMHBIM oOecIe-
YCHHEM.

MarepuajibHO-TeXHUYeCKoe o0ecrneyeHue y4eOHOol JUCIMILIUHBI

JIeKIIMOHHBIE 3aHATHUS MPOBOAATCSA B ayIUTOPHUIX: ydeOHas meOenb, yueOHas JOCKA, KOMIUIEKT
MYJbTUMEAUMHOTO 000py10BaHUS

[TpakTHdeckue 3aHATH MPOBOJISATCS B KOMITBIOTEPHBIX KJlaccax: yueOHas MeOelnb, yueOHast TI0CKa,
KOMIUIEKT MYJIbTUMEIUHHOTO 000PYIOBaHHUS, IEPCOHAIBHBIE KOMITBIOTEPHI.

st caMocTOosSTeNIbHON pabO0Thl 00YYAIOIIMXCSl UMEETCS: YMTAIBHBINA 3aJ1 C BBIXOAOM B ceTh UH-
TepHeT: YueOHas MeOesb, KOMIUIEKT MYJIbTUMEIUHHOTO O0OpYyIOBaHMs, NMEPCOHATIbHBIE KOMIBIOTEPHI,
MOY.

Y4eOoHO-MeTOoANYECKHE PEKOMEHTAMH IJIsl CTYI€HTOB

1. YkazaHwust Ui IpOCTyITHBAHUS JICKIIUN

Hepe)l HadaJIOM 3aHITUU BHUMATEILHO O3HAKOMUTLCS C y‘-Ie6HBIM IJIaHOM IIPOBCACHUA J'IeKIII/II;'I u
CIIUCKOM PEKOMEH/I0OBAHHOM JIUTEPATYPBHI.

Hepe)l IIOCCIICHUEM OLICpeIIHOf/i JICKOHUN OCBCXKHUTH B ITaMATHU OCHOBHBIC KOHIICIIITUN HpOfII[CHHOFO
panee Matepuaia. [1oAroToBUTh pU HEOOXOIUMOCTH BOIPOCHI IpernoaaBatesto. He Hamo onacaTbes, 4To
BOIIPOCHI MOT'YT OBITH ITPOCTHIMH.

Ha nekiiuu 0CHOBHOE BHUMAHUE CIIEAYET YACIATh He (popMyiaM U MaTeMaTHYCCKUM BBIKJIAIKaM, a
COJICPIKAHUIO U3yYaeMbIX BOIIPOCOB, OMPEICICHUSAM M TOCTAHOBKAM 3a/1a4.

B mporecce u3yueHus JEKIIMOHHOTO Kypca HEOOXOIMMO 10 BO3MOXHOCTH YacTO BO3BpAIAThCs K
OCHOBHBIM HOHSATHSAM M METOJaM pellIeHus 3a/1a4 (31eCh BO3MOKEH BBIOOPOUYHBII KOHTPOJIb 3HAaHUH CTY-
JICHTOB).

KemaTenbHO UCIONL30BaTh KOHCIEKTEI HCKHHﬁ, B KOTOPBIX HUCIIOJB3YCTCA IMPUHATAA IIPErogaBarTc-
JIeM cucTeMa 0003HaYCHUH.

Jlnst Gosiee MOAPOOHOTO U3YUCHHUS Kypca ClieyeT paboTaTh ¢ PeKOMEHIOBAaHHBIMH JINTEPATYPHBIMU
WCTOYHUKAMHU ¥ BHOBB MOSBJISTFOIUMUCS UCTOYHUKAMHU.

2. YKa3zaHus 1715 y4acTUs B IPAKTUUECKUX 3aHITUAX

[lepen mocemieHHEeM ySICHUTh TEMY MPAKTUYECKOTO 3aHSATHS U CAMOCTOSITEIILHO U3YUUTh TEOPETH-
YEeCKHE BOMPOCHI.

B KOHIIe IPaKTUYECKOTO 3aHATHS MPU HEOOXOIUMOCTH BBIICHUTH Y TIPEIOJIaBaTelsl HESICHBIE BO-
MIPOCHL.

OCHOBHBIE Pe3yJIbTaThl BHITOJHEHHS Pa0OThI HEOOXOAUMO pacreyaraTh.

3. CamocrosTenpHas paboTa CTYICHTOB OOBIYHO CKIIA/IBIBACTCS M3 HECKOJIBKHX COCTABJISIOIINX:

- paboTa ¢ TeKcTaMH: Y4eOHHKaMH, JOTOJHUTEIBHOM JINTEpaTypOil, B TOM YKCIIe MaTepHallaMH HH-
TEpHETa, a TaK)Ke MPopabOTKa KOHCIIEKTOB JIEKIIHH;

- HaIMCaHUE JIOKJIAJI0B, pedepaTos;

- IOATOTOBKA K IMPAKTHUYCCKUM 3aHATHUAM,

- MOJITOTOBKA K 3aYeTy HEMOCPEJICTBEHHO TIEPET HUM.

Takum 006pa3om, camocTosTeIbHAs paboTa CTYICHTOB SIBJISETCS HEOOXOAMMBIM KOMIIOHEHTOM I10-
JYYCHHUS TIOJTHOIICHHOTO BBICIIETO 00pa30BaHUS.

MeToanyeckre peKOMEHIAlUM /I IpenojaaBareseu
1. Ykazanus st npoBeAeHUS JIEKIUN
Ha miepBoii BBOJIHOM JIEKIIUU CIeNaTh 001Ul 0030p cojepKaHus Kypca U OTMETUTh HOBBIE METO/IBI
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Y TIOJIXOJIBI K PEUICHHIO 3a]1a4, PACCMaTPUBAEMBIX B Kypce, TOBECTH JI0 CTYIACHTOB TpeOoBaHUs Kadeapsl,
OTBETUTH Ha BOTIPOCHI.

[Tpu mOArOTOBKE K JEKIIMOHHBIM 3aHATUSM HEOOXOAUMO MPOAYMaTh IJIaH €ro MPOBEASHUs, CONep-
JKaHHe BCTYMUTEIbHON, OCHOBHOM M 3aKJIIOUMTENIBHON YacTH JIEKIIUU, 03HAKOMHUTHCSI C HOBUHKaMU yue0-
HOW ¥ METOJWYECKOU JIMTEPATYPhI, MyOTUKAIIUIMHU IMEPUOTUICCKON TIEUaTH M0 TEME JICKITHOHHOTO 3aHSsI-
TUSA. YTOYHUTH IUIaH MPOBEICHUS MPAKTHUECKOTO 3aHATUA MO Teme JieKuuu. llepen u3noxeHueM TeKy-
IEeTO JICKITMOHHOTO MaTepuajia HalOMHUTH 00 OCHOBHBIX MTOTAX, JOCTUTHYTHIX Ha MPEIBIIYIINAX JTCKI[H-
ax. C 3TOH LIeTbI0 331aTh HECKOJIBKO BOIIPOCOB ayIUTOPUU U OCYIIECTBUTH BHIOOPOUHBIM KOHTPOJIb 3HA-
HUS CTY/ICHTOB.

B xoje nekunoHHOro 3aHATHS MPEenoAaBaTesb JI0JDKEH Ha3BaTh TeMy, yueOHbIe BOMPOCH], O3HAKO-
MUTH CTYJEHTOB C MEPEUYHEM OCHOBHOW W JOIMOJIHUTEIBHOU JIMTEPATyphl MO TeMe 3aHATUA. PackpbiBas
coJiep>kaHue y4eOHBIX BOIIPOCOB, aKLIEHTUPOBATh BHUMAHKUE CTYACHTOB Ha OCHOBHBIX KaTETOpUsX, sIBJIe-
HUSX U TpoLeccax, OCOOCHHOCTSIX WX MpOoTeKaHus. PacKkphiBaTh CYIIHOCTh M COJEpKAHHE Pa3IUYHBIX
TOYEK 3PEHHUS U HAYYHBIX MOAXO0/I0B K 00BSICHEHUIO TeX WJIM UHBIX SIBJICHHUM U MPOLIECCOB.

Crenyer apryMeHTHPOBAHO 00OOCHOBATH COOCTBEHHYIO TO3MIIMIO IO CIIOPHBIM TEOPETHYECKUM BO-
npocaM. [IpuBoauThk mpumepsl. 3aaaBaTh MO XOAY U3JIOKEHUS JIEKLIMOHHOTO MaTepHalia pUTOPHYECKUE
BOIIPOCHI U CAMOMY JIaBaTh HA HUX OTBET. JTO CIIOCOOCTBYET aKTUBH3AIMH MBICIIUTEIHLHON JESTEIIbHOCTH
CTYJICHTOB, TIOBBIIIICHUIO UX BHUMAHUS M UHTEpeca K MaTepuaiy JIEeKIUH, ee coaepkanuto. [Ipernonasa-
TeNb JOJDKEH PYKOBOJUTH PaOOTOH CTYAEHTOB MO KOHCIEKTHPOBAHHIO JICKIIMOHHOTO MarepHaia, MO-
YepKUBaTh HEOOXOJUMOCTh OTPAKEHHUSI B KOHCIIEKTaX OCHOBHBIX TOJIOKEHUN HM3ydaeMOW TeMbI, 0000
BBIJICTISIS, KATETOPHANIBHEIN amnmapar. B 3aKIr0uuTeIbHOM YacTH JICKIIMH HEOOXOAUMO C(HOPMYIIUPOBATH
o011re BBIBOJBI IO T€ME, PACKPBIBAIOIINE COAEPKAHUE BCEX BOMPOCOB, MOCTABICHHBIX B JeKIUH. O0b-
SIBUTH TUTAH OYEPETHOTO MPAKTUYECKOTO 3aHSTHS, IaTh KPAaTKHE PEKOMEHIAIUU IO MOJATOTOBKE CTY/ICH-
TOB K MPaKTUYECKOMY 3aHATHIO. ONpenenuTh MeCTO U BpeMsl KOHCYJIbTAllMH CTYACHTaM, MOKeJIaBIINM
BBICTYIHUTH Ha MPAKTUYECKOM 3aHATUU C pedepaToM.

Ha nmocnenuneil nexuuu ynenuth Bpems Ajisg 0030pa HauboJiee BaXKHBIX IMOJIOKEHHUH, pACCMOTPEH-
HBIX B Kypce.

2. YkazaHus A7 MPOBEACHUS MPAKTUIECKUX 3aHATUN

UeTko 0003HAYUTH MPAKTUYECKOTO 3aHSITHSI.

OO6cyauTh OCHOBHBIE TIOHATHS, CB3aHHBIE C TEMOM MPAKTUYECKOTO 3aHSTUS.

B npouiecce BeIMoMHEHUN MPAKTUYECKUX 3aIaHU PEKOMEHI0BATh CTY/IEHTaM IIPUMEHSTh COOTBET-
CTBYIOIIIME Pa3/IeTbl TCOPETUIECKOTO yueOHOro MaTepuana.

OTMeuaTh CTYJIEHTOB, Han0O0JIee aKTUBHO BBIMOIHSIIONNX MPAKTUICCKUE 3a/ITaHUS.

B KoHIIe TpakTHUECKOTO 3aHATHUS 337aTh ayIUTOPUU HECKOJIBKO KOHTPOJIBHBIX BOIIPOCOB.

3.Yka3aHus 0 KOHTPOJIIO CAMOCTOSITEIbHON pabOThI CTY/IEHTOB

[To ycMoTpeHuio mpemnoaaBarens 3ajlaHie Ha CaMOCTOSITENbHYIO paboTy MOXKET OBbITh MHIWBUIY-
QJTBHBIM.

[Ipy ucnons30BaHWM MHIAUBUAYANBHBIX 3aJaHUl TpeOOBaTh OT CTYJAEHTa MUCHBMEHHBIA OTYET O
MpoieTTaHHOM padoTe.

C 1enpio KOHTPOJISI KQUeCTBA BHITIOTHEHUS CAMOCTOSTENIbHOM paboThl TpeOOBaTh WHANBHUIYaIbHBIE
OTUYETHI (OMYCTUMO BMECTO MHCHMEHHOTO OTYETa MPUMEHSTh WHAMBUAYyaJIbHbIE KOHTPOJBHBIE BOIPO-
CBI).

[Tporpamma coctaBiieHa B cooTBeTcTBUU ¢ TpeboBanusimu OC HUAY MUOU no HampaBieHHIO
09.03.02 NadopManimiOHHBIE CUCTEMBI U TEXHOJIOTHH

PaGouyro mporpammy cocraBmia aoreHT H.M. Bumirak

Pentensent: norneut M.A. HecwIThIX

[Tporpamma ono6pena Ha 3acenanuu Y MKH «MHpopManiMoHHbIE CUCTEMBI U TEXHOJIOTHM.

[Ipencenarens yaeOHo-MeToanueckoir komuccuu O.B. Bumtak



