banakoBckuii MH)KEHEPHO-TEXHOJIOTHIECKUN HHCTUTYT - (prythan
(benepanbHOro roCy1apCTBEHHOTO0 aBTOHOMHOTO 00pa30BaTeIbHOTO YUPEKICHUS
BBICITIIETO 00pa3oBaHUs
«HaunoHaIbHBIN UCCAEN0BATENbCKUN siepHbId YHUBEpcUuTeT «MUDI»

@akynbTET AaTOMHON YHEPTETUKU U TEXHOJIOTUI
Kadenpa «MHpOopMaLMOHHBIE CUCTEMBI U TEXHOJIOT MM

PABOYAS ITPOI'PAMMA
10 AUCLUILIINHE
«ONEeKTPOHHBIN JOKYMEHTOOOOPOT»

HanpagieHusi noAr0TOBKHU
«09.03.02 NudopMaliiOHHbIE CUCTEMBI U TEXHOJIOTUI

OcHoBHasi npodeccnoHaTbHAs 00pa3oBaTeJbHasI MPOrpaMMa
«H(pOpMaIIMOHHBIE CUCTEMBI U TEXHOJIOTHUIY

KBanudukanus BbINIyCKHHUKA
bakamasp

®opma 00ydeHust
Ounas

bamakoBo



eab ocBOeHUS Y4eOHOM TUCIMILIMHBI

[lenb OCBOGHMS TUCIUIUIMHBI B 001aCTH O0yUYEHUS, BOCOIUTAHUS, Pa3BUTHS,
cooTHecenHble ¢ obommmu nensimu OOIT BO u tpeboBanusaMu npodeccrnoHanbHbIX
crangaptoB ([IpodeccronanbHbIil cTaHgapT «PyKOBOAMTENH MPOEKTOB B 00JIACTH
UH(GOPMAIIMOHHBIX TEXHOJOTHI, YTBEPKACHHBIN prUKa3oM MHUHUCTEPCTBA TPyia
U conuanbHOW 3ammThl Poccmiickori @enmeparmm ot 18.11.2014 Ne893H)
ABIAIOTCA: (pOpMUpOBaHUE, pa3BUTHE M COBEPIICHCTBOBAHUE Y CTYICHTOB
npo(eCCUOHANIBHBIX KOMIIETEHLIMN; JaTh CTYyJEHTaM YIIyOJIEHHOE, LEIbHOE U
KOMIIJIEKCHOE TPEICTABICHUE O TECOPUU U IPAKTUKE HCIOJI30BAHMSI METOJOB U
CpeACTB mepexofa K 0e30yMaKHOW TEXHOJOIMH YIPABIEHUS: aBTOMaTHU3alUU
npouenyp paboTbl € 3JIEKTPOHHBIMU JOKYMEHTAMH, OPraHU3alMl XpaHEHUs U
IIOMCKA DIIEKTPOHHBIX JIOKYMEHTOB, OpraHu3aluu AIIEKTPOHHOTO
JOKYMEHTOO00pOoTa M OO0ECHeuYeHUs] YIpaBJIE€HUS C MOMOUIbI0 HOBEMIINX
texHosoruil B JIOY u apxuBHOM Jiene.

Mecto yueOHOU qucuuILuiuHbI B cTpykrype OOII BO

Heo0xoaumbIMK yCIIOBUSAMM ISl OCBOCHHS TUCUUIUIMHBI SIBJISIOTCS 3HAHMS,
YMEHUSI U TPAKTUUYECKHE HABBIKM 1O NPEAMICCTBYIONUM JUCHUIUIMHAM H
MPAKTHUKAM:

Meroabpl W CpelcTBa MPOEKTUPOBAHUS HWH(OOPMAIIMOHHBIX CHCTEM H
TEXHOJIOTUH

VYrpaBiieHre TaHHBIMU

CoBpeMEHHBIE TEXHOJIIOTMU UHTEPHET-IIPOTPAMMUPOBAHUS

WuTepakTuBHOE TporpaMMupoBanue  web-npuinoxkenuin /  Co3ganue
WHTEPAKTUBHBIX IPUJIOKEHUM 111 UHTEPHET

TexHonoruu co3nanus web —pecypcos / OCHOBBI Web-TIpOrpaMMHUPOBAHHS

NuocTpaHHbIN SA3bIK

Nudopmatuka

WNHocTpaHHbIN A3BIK 17151 TPO(PECCHOHATBHOTO OOLIEHUS

BBenenne B cneuaibHOCTD

J1e110BOM MHOCTPAHHBIN S3BIK

VYyebOHas nmpakTrKa (03HAKOMUTETHHAS)

3HaHUSA, YMEHUS U MPAKTUYECKUE HABBIKW, IMOJYYEHHbIE MPU OCBOCHUU
JUCHUIUIMHBL, HEOOXOUMBI IPU U3YUEHHUHU CIIEYIOIIEH TUCIUIINHBI:

NudopmaimoHHbIi MEHEIKMEHT
a TaKXKe IPU NPOXOKIACHUH ['0CyapCTBEHHOW UTOTOBOM aTTECTALUMN. .

IIpy OCBOEHMM JAHHOW JUCUUILIMHBI CTYJEHT CMOXET YaCTUYHO
MPOJIEMOHCTPUPOBATH  CEAyIomue 0000IeHHbIe TpynoBbie dyHKuu: COop
uH(pOpMaIUK JJI1 MHULAALMY [TPOEKTa B COOTBETCTBUM C MOJYUYECHHBIM 33JJaHUEM.

Komnerenuuu odyuyaromerocs, (popmupyembie B pe3yjibTaTe 0CBOCHUA
AUCUMILTHHBI

B mpomecce ocBoeHMsi AaHHOW AMCHMIUIMHBI Yy CTyACHTa (HOPMHUPYIOTCS
CIEAYIOIINE KOMIIETEHIINHN:



YHUBEpCAIbHBIC

Kon
HaumenoBanue
KOMIIET WNHaukaTopsl 1OCTUKEHUS KOMITETEHIIUH
KOMIIETEHIINU
€HIUU
3-YKI-1 3nare: coBpeMeHHBbIE HH(OPMAIIMOHHBIE
TEXHOJIOTUM U LHU(POBBIE CPelICTBAa KOMMYHHUKAIUHU, B
TOM YHUCJE€ OTEUECTBEHHOTO MPOU3BOJACTBA, a TaKXKE
OCHOBHBIE  IIPUEMBI U HOPMBl  COLHUAIBHOIO
B3aUMOJICUCTBUSL M TEXHOJOTHH MEXIUYHOCTHON U
IPYNIIOBOM  KOMMYHHUKAallMM  C  HMCIHOJIb30BaHUEM
JIMCTAHIMOHHBIX TEXHOJIOTUM
Y-YKI-1 YMeTs: BBIOMpATh COBPEMEHHBIE
. MH(pOpMAIIMOHHBIE TEXHOJIOTMH U IU(GPOBBIE CPEICTBA
Cnocob6eH B 1iupoBoii cpese opman i p peil
KOMMYHUKallud, B TOM YHCI€ OTEYECTBEHHOIO
UCII0JIb30BATh pasuyHbIC
MIPOU3BOJICTBA, a  Takxe yCTaHaBJIUBATh u
U poBbIE CPEACTBA,
MO//IEPKUBATH KOHTAKTBhI, o0ecrnieurBaoIye
VKII-1 | mo3Bomstomnme BO
. VCICMHYI0 pPaboTy B KOJUICKTUBE U IMPUMCHSTH
B3aUMOJICHCTBUU C APYTUMHU
OCHOBHBIE ~ METOAbl M  HOPMBI  COLIMAJIBHOIO
JIOJIbMH JIOCTUTaTh . .
. B3aUMOJICHCTBUSL I pealiM3allid  CBOCM pOJIU U
MIOCTaBJICHHBIX LEIeH N
B3aUMOJICHCTBUSL BHYTPU KOMAHJIbl C HCIIOJb30BAHUEM
JIMCTAHIIMOHHBIX TEXHOJOTHUMA
B-YKII-1 Bnanets: HaBBIKaMH TIPUMEHEHUS
COBPEMCHHBIX  WH(MOPMAIMOHHBIX  TEXHOJOTHH W
U(pPOBBIX CPEACTB KOMMYHHUKAllMM, B TOM YHUCIE
OTEYECTBEHHOTO TMPOU3BOJICTBA, a TaKXKe METOJAMH U
pHeMaMU COIMAILHOTO B3aMMOJEUCTBUA U PabOTHI B
KOMaHJIe C  HCIOJb30BaHUEM  JUCTAHIIMOHHBIX
TEXHOJIOTUI
po(eCCUOHAIIbHBIE
3anauu
. HaumenoBanue
npodeccnoHanbHOM OObexT unu WNHaukaTopbl 1OCTUXKEHUS
KOMIIETEHIINH,
JeSATETbHOCTH 00J1aCTh 3HAHUS KOMITETCHITHT
KOJT KOMITETCHIINH
€110y
BBEIOOp ucxonHbIX | MHDOpManmoHHbie
JAHHBIX JUISL | TIPOLIECCHI,
MIPOCKTUPOBAHUS TEXHOJIOTHH,
CUCTEMBbl U CETH,
ux
WHCTPYMEHTAJIbHOE 3-IIK-12 3nath: TpeboBaHUA K
(mporpammHoOE, [IK-12 Crnocoben | pa3paboTke TEXHUYECKOTO
TEXHUYECKOE, MPOBOJUTH BBIOOp | 3alaHUsl, €ro  CTPYKTypy U
OpTaHU3AIMOHHOE) | UCXOJIHBIX TIPUHITUIIBI COCTABIICHUS
obecrieyeHue, JAHHBIX g | Y-1IK-12 YmeTs: aHanu3upoBaTh
CIIOCOOBI M METOJIBI | MPOEKTUPOBAHUS | UCXOJIHYIO JIOKYMEHTAIIHFO
MPOEKTUPOBAHUS, | C Y4ETOM | 3aKa34MKa
OTJIAJKH, TpebOoBaHMIT B-TIK-12 Bnanets: MeTOINKOH
MPOU3BOJCTBA U | 3aKa3yuKa COCTaBJICHUS TEXHUYECKOTO
JKCIUTyaTaIluu 3a/IaHus
MH(OPMAIIMOHHBIX
TEXHOJOTHI 51
CUCTEM B
Pa3IUYHBIX
obnacTsx u chepax




| nesrenpHOCTH |

3a;laq1/1 BOCIIMTAaHUSA, pCAIM3YCMBIC B paMKaX OCBOCHUA NUCHUIIJIMHBI

Co3pnanue Bosneuenue B
Hampasne YCIIOBHH, Hcnons3oBanne BOCIUTATEIBHOIO Pa3HOILIAHOBYIO
Hue/uenu | obecrednBaro MOTEHITMAIA YICOHON TUCITUTIIMHBI BHEY4YCOHYIO
LIHAX JIeITEIbHOCTD
[Ipodeccu | popmupoBanu | Mcnons3oBaHue BocnuTaTeabHoro | IloBelllieHHe 3HAHUN IO
OHANBHOE | €  KYJIbTYpHI | MOTEHIHAIA JTUCIUIUIAH | WH(OpMAaTU3aIUN
BOCIIUTAaH | HUHPOPMAIMOH | MPOodheCcCHOHATBLHOTO MOYJIst i | obuiecTBa u
ue HOU (dbopMupoBanue 0a30BBIX HAaBBIKOB | KOMMYHHKAITHOHHBIX
0e30macHOCTH | MHPOPMAIIMOHHON O€30MacHOCTH 4Yepe3 | TEXHOJOTHM IS
(B23) U3Y4eHHE  TOCJIEICTBUH  XaJaTHOIO | peleHUus
OTHOILLIEHUS K pabore C | KOMMYHHKAaTUBHBIX H
MH()OPMAIIMOHHBIMU CHCTEMaMH, 0a3aMH | TO3HABATEIBHBIX 33134
JaHHBIX (BKITIOUAS MePCOHAJIbHBIC | CTYJCHTAMH.
JaHHbBIC), nmpuemMax H®  MeTojax
3II0YMBIIIJICHHUKOB, MOTEHIINATHLHOM
YPOHE TOJIb30BATEIISIM.

CTpyKTypa u coaep:KaHue y4eOHOM TMCHUIIIMHBI
JucuumuimHa u3ydaercs crylaeHTamu B 8 cemectpe. OOmas TpyI0eMKOCTh
JIMCIAIIIMHBI COCTABIISIET 3 3a4eTHHIX eauHHIIBI, 108 ak. gacos.

Kanenaapublid mjian

Ne | Ne'| HammeHnoBanwue pasnena Bunel yueOHoit nestenbHocTH | Atrectanu | Makcuma
Pa | T (Tempr) (uac.) st pazaena ( JIbHBII
3 e JUCITUTUTUHBI dbopma) Oas 3a
nena | M 0 o pazznen
3 S
Bl = ¥
5| ¢
s | 8| =
o = o | E
= = o S
() 2 o) < @
Q ) < o =9
M = |5 B | O
1 OcHOBHbBIE MOHATHSA B cepe anexkTponnoro | K1 30
AOKYMEHT0000poTa BXOJHOM
1 | JJokymeHTOOOOpOT Ha | 7 1 - - 6 | KOHTPOJb
COBPEMEHHOM NPEIIPUITHI
2 | ABromatm3anusi nporeccos | 11 1 - 2 8
BBOJIa IIOTOKOB BXOMISIIINX
JIOKYMEHTOB.
3 | Cucremsr aJIeKTpoHHOrO | 14 202 |- 2 10
JOKyMEHTOo000poTa
Crneuunguka BHEJIPEHUS
cucTeM 3IIEKTPOHHOT'O
JIOKYMEHT0000pOoTa B
TOCYJapCTBEHHBIX
YUPEKACHUSIX.
4 | Cucremsl KOMITIEKCHOH | 12 22 | - 2 8
aBTOMATHU3AIIUU
JIOKYMEHTO000poTa U
JenoBeIX mporeccoB O030p




OCHOBHBIX CHUCTCM
SJICKTPOHHOT'O
I[OKYMCHTOO60p0Ta,
MNpCACTAaBJICHHBIX B Poccun

5 | OcHoBuble TpeboBanus K | 14
cucTeMe AIIEKTPOHHOTO
nokymeHnToobopora (C2/10).
Kputepun BbIOOpa cHcTeM
3IIEKTPOHHOTO
JIOKYMEHT0000poTa B
TOCYUYPEKICHHUSIX

212

10

IJICKTPOHHOI'O HOKYMeHT0060p0Ta

2 Cucrema LanDocs. 3amura wuHdopmanmum B  cdepe

10 KM 30
10pedepar

6 | Kommiekc  mporpammuoro | 14
obecnieueHUs LanDocs.
Hasnauenwe, 001acTh
npuMeHeHus1, cTpykrypa I10,
OCHOBHEIE byHKIMH u
TIPUHIIUTIBI 3aIUTHI.

2

- |42

7 | Tlpunmmmst paboTHI c |16
uHpopmaimeit B cucreme
LanDocs (ocHOBHBIC
NPaKTUYECKHE IPUEMBI)

- | 4/4

10

8 | IlpoGnemsr IT-6e30macuoctu | 12

10

9 |3ammra wuHpOpMammu B | 8
cucteme LanDocs

Bupg MIPOMEKYTOUHOMN
aTTecTalnu

3auér 40

HUtoro 108/1

16/6

- | 16/6

76

KU — KOHTpOJIb 110 HTOTam

Conep:xaHue JIEKIMOHHOTO Kypca

Tema sekuun. Bonpocsl, orpadarsiBaemble Ha
JIeKIUH

Bcero
JacoB

YueOHO-MeTOAMIECKOE
o0ecreuyenue

JIOKyMeHT00G0pOT Ha COBPEMEHHOM NpPeINpPUsITHH.
[Mpenver u conepkanue Kypca. CocraB (QYyHKIMHA U
ACJIOBBIX MPOHECCOB, BBIMOJIHACMBIX B IMOAPA3ACTICHUAX.
[TonsiTHE TOKYMEHTa, KIacChl

JIOKYMEHTOB, CBSI3aHHbIE C BBIOJIHEHUEM (PYHKIIMH
yIpaBiIeHUsT © JENOBBIMU Tpoueccamu. [loHsTHe
JTOKYMEHTOIIOTOKA, €T0 CTPYKTYpa.

[TonsiTHe W BHIBI JOKYMEHTOOOOPOTa U  JICJNIOBBIX
MPOILIECCOB, WX CTPYKTYPbl M COCTaB KOMIIOHEHT.
Ob6ocHoBaHMe HE00X0IUMOCTH nepexoza K
0e30yMa)kKHOH TEXHOJOTMHM ymnpaBiieHus. OCHOBHbBIE
KOHIICTIIINY.

1

1-3

ABTOMATH3alUsl  TPOLECCOB  BBOJa  NOTOKOB
BXOASIIIIMX JOKYMEHTOB.

CocraB u coaepkaHue onepanuii aBTOMaTU3UPOBAHHOTO
BBOJIa TMOTOKOB BXOJSIIUX JOKyMEeHTOB. CojaepxaHue




omepauuid  MOATOTOBUTENbHOW  ctaguu.  [loHsTue
¢opmarupoBanHoro gokymenta (D). Bumsr D/
Acnektsl onucanusa nosierd @JI. Coaepxanue onepanui
OCHOBHOH cTaauu OOpabOTKM M BBOJA JOKYMEHTOB.
Krnaccel  ckaHepoB, XapaKTepUCTUKH CKaHEpPOB H
TpeOOBaHUs, PEIBSIBISIEMBIE K BEIOOPY CKAaHEPOB.
Xapaktepuctuka OCR, ICR u OMR-MeronoB
pacro3HaBaHUsi  JOKYMEHTOB. MeToabl  KOHTPOJIA
orepaluii CkaHUpOBaHUS U PaCO3HABaHUS TEKCTOB.
Meroasl  uHAekcupoBaHus — JokymMmeHTOB.  CocraB
(bakTopoB U TpeOOBaHMI, MPEABABIAEMBIX K CHCTEMaM
BBOJa OyMaXHBIX JIOKYMEHTOB.  XapaKTepUCTUKA
cuctembl Cognitive Forms u ee KOMIOHEHT 117151
aBTOMATHU3aIlMH BBOJA JIOKYMEHTOB.

CucreMbl 3JIEKTPOHHOI0 TOKyYMeHTo0oOopoTa. O01mue
MOJI0KEeHHSI.

Crneuuduka  BHEIpPEHHs]  CHCTEM  DJIEKTPOHHOTO
JOKYMEHTOO00pOTa B TOCYHApPCTBEHHBIX YUYPEKICHUSIX.

I'maBHOE Ha3HAYEHHE CO/I. Pemenne
aBTOMATU3UPOBAHHBIMU cpencTBamMu HauOoee
aKTyaJbHBIX JIEJIOTIPOU3BOJICTBEHHBIX 3a7a4
YUPEKIACHUN. OcHoBHbIE CBOMCTBA CUCTEM
3JIEKTPOHHOTO JOKYMEHTO00OopoTa: OTKPBITOCTb,

BBICOKAsi  CTENEHb  HMHTETPAllMd C  NPHUKIATHBIM
nporpaMMHbiM  obecrieuennem  (I1O, ocobGenHoctu
XpaHeHHsI JOKYMEHTOB, MapIIpyTH3alus IOKYMEHTOB,
pasrpaHuyeHre JOCTyNa, OTCIeKHWBAHUE BEpCUU U
MOJIBEPCU JTOKYMEHTOB, HaJIM4YUE YTWIHT IPOCMOTPA
JOKYMEHTOB  pa3HbIX  (OpMaToB, aHHOTHPOBAHHE
JTOKYMEHTOB, TIOJJICP)KKA  Pa3lMYHBIX  KIMEHTCKHUX
nporpaMM. OcHoBHbIE THIIBI CO/I.

CucremMbl KOMILIEKCHOI aBTOMATH3ALMHU
JOKYMEHT0000pOTa M JAeJ0BbIX mnpouecco O0630p
OCHOBHBIX CHCTEM YJIEKTPOHHOT'0 IOKYMEHT0000pOTAa,
npejacrasJjieHHbIX B Poccuu.

OCHOBHBIE 33]]a4l OPTaHU3ALUU CHCTEMBI SJIEKTPOHHOTO
nokymentoobopora (C30). Oransl pazsutus COIO0.
Knaccst COJ1O. [TpuHuIuns1 1 0cOOEHHOCTH OCTPOEHUS
ABromaruzupoBaHHbix Cucrem Kontpons Mcnonnenus
HokymentoB (ACKWJI). Xapakrepuctuka MeETOIOB U
CpEeACTB OpraHu3alMM IpueMa-nepeaadyd JOKYMEHTOB B
COJI0 ¢ Texnomormeit  "adhoc". OcobeHHocTH
opranmzaimn ~ CDOJ]  KomjnekTUBHOM  00paboTKH
JOKYMEHTOB Ha NPUHIMIIAX TEXHOJIOTMM 'groupware" ¢
ucnonp3oBaHueM cpeacts  Lotus Notes u  MS.
Ocobennoctu opranuzauuu COJ10, opHeHTUPOBAHHBIX
Ha wucnonb3oBanue "docflow"-texnomoruu. OG630p
OCHOBHBIX CHCTEM JJOKYMEHTOO0O0POTa, IMPEICTABICHHBIX
B Poccun.

OcHOBHBbIE TpeOOBaHHSI K CHCTeME JJIeKTPOHHOIO
aokyMmeHToodopora (CI10).

Kpurepun BBIOOpa cHCTEM AJIEKTPOHHOTO
JOKYMEHTOO0OpoTa B rocyupexaeHusx.  OOmue
TpeOOBaHUs K JeJIONPON3BOICTBEHHBIM (QYHKIIMSIM, K




GYHKIUSAM ~ KOHTPOJSL ~ HUCHOJHEHHs,  MOJJIEPKKe
MIPOLIECCOB Pa3pabOTKU U COTJIACOBAHMS JOKYMEHTOB, K
obOecrieueHNI0 PabOThI COTPYAHUKOB TEPPUTOPHAITBHO
yAQJICHHBIX Mo/Ipa3ieNICHUN, K MOJJICPKKE
AIEKTPOHHOTO JOKYMEHTOOOOpPOTa MEXIy OpraHaMu
BJIACTM WJIM YINPABICHUS, K MEXaHW3MaM MHTETpaluu
Cucremsbl ¢ IpYrUMH HPUIOKEHUSIMHU, K BO3MOXHOCTSIM
HacTpoiiku CUCTeMBI, K CTaHIApPTH3AIUH, YHUDUKAIIH.
Ocob6ennoctu BHeapenus CDOJl B rocymaapCTBEHHBIX
YUPEKICHUSX.

Kommiieke mporpammuoro otecnedyenusi LanDocs.
Hasnauenuwe, oOnmacth mnpumeHeHHs, crpykrypa I[IO,
OCHOBHBbIE (DYHKLIMU W MPUHLHUIBI 3amuThl. HazHaueHnue
u obnacte mpuMeHeHust cucreMsl LanDocs. CTpykTypa
porpaMMHOro obecrneuenus quauu LanDocs.
OcHoBable ¢yHKIMU cuctembl LanDocs. [Ipunimms
3amuThl MHGOPMAIMU M pa3rpaHUYCHHUE TOTHOMOYMIA
nosnb3oBarenei B cucreme LanDocs.

Crnenuduka cucremsl. [logkmouenue k cucteme (padbora
B CHUCTEME OT CBOETO MMEHHU, OT UMEHU PYKOBOIUTEIIS)
Cmena naposs JocTyna K KOHTEWHEpY JIMYHBIX KIHYei
SUII. UnaTepdeiic cucteMsl (CTpyKTypa IJIaBHOTO OKHA
LanDocs).

IIpunuunbr padorel ¢ uHpOpManueil B cucTeMe
LanDocs (ocHOBHbBIE IPAKTHYECKHE NTPUEMBI).

PabGora ¢ 06a30if JaHHBIX JOKYMEHTOB: IPOCMOTP
IepeyHsi JOKYMEHTOB B JKypHaJ€ pErucTpaluy,
pErucTpallMOHHON KapTOUKH JIOKYMEHTa, ClIUCKa (haiioB
JOKyMeHTa. Perucrpanusi [OKyMEHTa B IKypHale

pETHUCTpaLHHN: 3aII0JTHEHUE PEKBU3UTOB PK,
npUKperieHue (aiaoB K PEerUCTPAIMOHHON KapTOuke
JIOKYMEHTA. N3menenue JIOKYMEHTa LanDocs:

U3MEHEHHE PpETrUCTPAllMOHHONW KapTOUYKH JOKYMEHTa,
penaKkTUpOBaHUE TEKCTOBBIX (paitiioB JokyMmeHTa. Pabota
C JKypHaimamu peructpanuu. PabGora c¢ dQunbTpamu
(mouckoBble (hUIBTPBI, OrpaHUYeHUEe 1o Aare). Pabota ¢
cooOuieHussMu: pabota c¢ pazznenom «llodra», oTmpaBka
coobmieHust («YBemomieHue», «3amanue»). OOpaboTka
cooOmeHnit B mamnke «Bxoxsdmme»:  KaTeropuu
cooOuieHuii, nomydaembix Ilonb3oBarenem, oOpaboTka
cooOmieHnss  Tuma  «YBeAOMIIEHUE»,  «3aJaHue»
coo01IeHNnH-0TYETOB. DOpMUpPOBaHHE aHATUTUYECKUX
OTUYETOB.

IIpooJemsbl IT-0e30nmacHocTH.

[TpyurHBI BO3ZHMKHOBEHUS W 3HAYMMOCTb Pa3IHYHBIX
npobnem ¢ UT-6e3omacHocThio. KoHTponb noctyna k
uHbOpMalMK, TpPOTpaMMHBIE  CpEJACTBA:  CPEJCTBa
KOHTpOJISL JOCTynma K JoKymMeHTaMm, k Web-pecypcy,
anrmaparHble cpeacTBa KOHTPOJIS J0CTyIa,
OMOMETPHUYECKHE  CPENCTBA, METOJ  CKaHUPOBAHHS
pamykHo  OOOJOYKM  IJlaza, TEOMETpUH  JIMIA,
pacrio3HaBaH#e 10 TOJIOCY, TIO TOIHCH, IO OTIIEYATKY
nanpua. Kpunrozamura u 6e3omacHble KOMMYHUKAIIUU:
MOHATHE Kpuntorpaduu, HHUPPOBaHHE C TMOMOIUIBIO




KJII0Ya, C CHMMETPUYHBIM KJIIOYOM, aCHMMETPHUYHOE
mudpoBanue, MmUpPOBaHUE C CUMMETPHUYHBIM |
acUMMETpUYHBIM KJtouoM. [ludposeie ceprudukars.
Knaccet  ceprtudukaroB. CucremMa  MOANMHCAHHBIX
MPHJIOKEHUH. be3onacHOCTh pH nepenucke.

3ammra uHpopmamum B cucreme LanDocs.
KoMmmonentsl moacucteMbl  0€30MAaCHOCTH:  CEpBEp
0€30MacHOCTH; aJIMUHHUCTPATOp CepBepa; KIMEHTCKAas
kommonenTa. [10 cucremsr LanDocs. O0nine cBeaesus o
KpUnTorpa@uueckux  alropuTMax:  CHUMMETPHYHOE,
HECUMMETpU4YHOe MmupoBaHUe, KOMOMHUPOBAHHBIM
MeToA MH(POBaHUs, INEKTPOHHAS LU(PPOBas MOAINUCH
(mporpamMMmHOe oOecredeHue AIEKTPOHHOW HH(POBOI
MOANUCH W MHUQPOBAHUS JOKYMEHTOB IS MOJIYJEH
cucteMbl LanDocs), cepTuUKaThl OTKPBITHIX KIIIOUEH.
Kmtoun wu ceprudukarsl (KOHTEHHEPHI CEKPETHBIX
KItouel, 0a3a JaHHBIX CEPTU(PUKATOB U CIPABOUYHUKH,
kimoun Llentpa ceprudukanuu, Cepepa 0€30MacHOCTH,
MOJIb30BaTeIeH ). [IudpoBanue uHbopMaIuu:
KOH(HICHIIHATBHBIX JOKYMEHTOB, MacTEP-KJIIOY.

IlepeyeHb NpPaKTHYECKUX 3aHATHA

Tema NMPAKTUYIECCKOI0 3aHATHUSA. 33)121![1/[7[, BOITPOCHI,
OTpaﬁaTbIBaeMbIe HA NPAKTHYCCKOM 3aHATHH

Bcero
qacoB

Y4yedHO-
METOANYeCKOoe
odecrmeyeHue

Nzyuenue unrepdeiica 1 OCHOBBI pabOTHI B CUCTEME
NauDoc

2

1-3

Cuctema NauDoc: paboTta ¢ nankamu

Cucrema NauDoc: pabota ¢ ToKyMEeHTaMu

Cucrema NauDoc: co3naHue 3aaHnii K JOKYMEHTaM

Cucrema NauDoc: kareropun J0KyMeHTa

Cucrema NauDoc: pabota ¢ )xypHanamu

Cucrema NauDoc: HOPMATHUBHBIC JOKYMCHTEI

NN INININ
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IlepedyeHnnb 1a00paTOPHBIX PadOT - He MPEXYCMOTPEHbI Y4eOHBIM IJIAHOM

3aganus 1 CAMOCTOATEILHOM Pa0doThI CTY1€HTOB

3agaHus, BONPOCHI, VIS CAMOCTOSITEJIbHOI0 H3y4YeHUSI Bcero Yu4eOHo-
(3apanust) 4acoB MeTOUYEeCKOoe
obecreyeHue
[ToHsATHE TOKYMEHTOOOOPOTA M €r0 XapaKTEPUCTUKH. 6 1-3
[Tonstue popmarupoBannoro gokymenta (OJ1). Buast O/ 8 1-3
Ocnosuble Bl CO/I. 10 1-3
00630p OCHOBHBIX CUCTEM JOKYMEHT0000pOTa, 8 1-3
npescTaBiIeHHbIX B Poccun.
Ocobennoctu BHeapenust CO/] B rocy1apcTBEHHBIX 10 1-3
YUPEKICHUSX.
[TpuHIMIBL 32U TH HHGOPMALIUK U pa3rpaHHUUYCHUE 8 1-3
MOJTHOMOYMI ToJIb30BaTenei B cucreme LanDocs.
[punimne! paboTel ¢ uH(GOpManuei B cucreme 10 1-3




LanDocs.

KpunTozamura u 6e30macHbie KOMMYHUKAITHAH.

10

3amuTa napopmanuu B cucreme LanDocs.

|-
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PacyerHo-rpadguyeckasi padoTa He MpeIyCMOTPEHA Y4eOHBIM IVIAHOM

KypcoBasi padoTa He npexycMoTpeHa Y4eOHbIM IJIAHOM
KypcoBoii npoekT He npeaycMOTpeH Y4eOHbIM IJIAHOM
Oo0pa3oBaTe/ibHbIE TEXHOJIOTHH

[Tpu peammzanuu ydeOHOrO MaTepuaga Kypca HCIONB3YIOTCS pa3IUdHbIC
oOpa3oBaTelbHbIE TEXHOJIOTHH, CIIOCOOCTBYIOIIHME CO3JIaHUIO  aTMOc(epbl
CBOOOJTHOM M TBOPYECKOM TUCKYCCHUHU KaK MEXAY MpernojaBaTeieM U CTYJICHTaMH,
TaKk M B CTyJdeH4Yeckod rpynme. llenpto mpu 3TOM sBIS€TCS BBIpAOOTKA Y
CTYJICHTOB HABHIKOB W KOMIICTCHIIUMA, IO3BOJISIONINX CAMOCTOSTEIBLHO BECTH
HCCIIEIOBATEIBCKYIO M HAYIHO-TIEIarOTHIECKYIO padboTy.

[IpakTrueckass TOATOTOBKAa TIPH peau3ali  Y4eOHOW IHCIUTIIAHBI
OpTaHU3yeTCs MyTEM MPOBEICHUS MPAKTHUYCCKUX 3aHITHH, TIPEIyCMaTPUBAIOIINX
ydacTHe 0OYy4aroIUXCsl B BBIITOJTHCHUH OTACIBHBIX JJIEMEHTOB PadOT, CBSI3aHHBIX
¢ Oyaymieit mpodeccroHanbHON AeATebHOCTHIO.

[IpakTryeckast TOATOTOBKA TAaK)Ke BKIIOUAET B CEOS 3aHSTHS JEKIIMOHHOTO
TUTIA, KOTOpBIE MpeAyCcMaTpUBAIOT  Mepedady  y4deOHOW  mHbOpManuu
oOydJarommMmcsi, HeOOXOAMMOW Il  TOCJENYIONIEro  BBIMOJIHEHUS  pador,
CBSI3aHHBIX C Oyay1el mpodecCHOHATBHOMN JAESITEIbHOCTHIO.

[IpenonaBanye NUCHUIUIAHBI BEAETCS C NMPUMEHEHHUEM CIEAYIOIMHUX BUIOB
00pa30BaTeIbHBIX TEXHOJIOTHI: MCIOJb30BAaHUE AJIEKTPOHHBIX 00Pa30BATEIBHBIX
pPEeCypcoB, oOecreunBaronux oOydeHne B WH(OOPMAIMOHHOW 00pa3oBaTelIbHON
cpelne; JCKIMOHHBIC 3aHATHS MPOBOIATCS C MCIOIb30BAHHEM MYIbTUMEIUIHOTO
JICKIIMOHHOTO MaTepHaia.

DOoH/| OLICHOYHBIX CPEACTB

@OHJ] OLIEHOYHBIX CPEACTB MO JUCHMUILNIMHE OOECHEeUYMBAET MPOBEPKY
OCBOCHMSI  IJIAHUPYEMBIX  pE3ylbTaTOB 00yuyeHUs (KOMOETEHIUMH ¢  HUX
WHIUKATOPOB)  TMOCPEJACTBOM  MEPONPHUSATUH  TEKyIIero, pyoOeKHOro u
MIPOMEKYTOUYHOT'O KOHTPOJIS 10 AUCLHUTIIAHE.

CBsi3b Mexay (QOpMUPYEMBIMU KOMMETEHLMSIMU U (OpMaMHU KOHTPOJIA UX
OCBOEHUS TMPE/ICTaBJICHA B CIEyIOIIel Tabaue:

Kox u HaumeHoBaHue

Ne HaumeHoBaHne KOHTPOJIUPYEMBIX WHAUKATOpA HaumenoBanue
n/m pa3enoB (TeMbl) JIOCTHKEHHUS OLIEHOYHOTO CPEACTBA
KOMIIETEHITII

BxosiHOM KOHTPOJIb

1 BxoaHoii KOHTpOJB Bomnpocst BXOJHOT'O




KOHTPOJIS
(MTMCHMEHHO/YCTHO)
ATTecTanus pa3esioB, TEKYIIHI KOHTPOJIb YCIIEBAEMOCTH

2 | Tema 1. Jlokymentoobopor Ha | 3-1IK-12,3-YKII-1 KouTtposns nroros (B
COBPEMEHHOM IPENIPUATHH. (dhopme TecTUpOBaHUS)

TeMa 2_ ABTOMaTI/I?)aHHﬂ HpOHeCCOB Y‘HK'lZ, Y‘VKH']. HpaKTI/I‘IeCKOC 3a1aHUC
BBOJIA HOTOKOB pxomamux | B-1IK-12, B-VKII-1 IpakTyeckoe 3anaHue

JIOKYMEHTOB.
Tema 3. Cucrembl 3JIEKTPOHHOTO
JIOKYMEHTOO00O0pOTA. Cnenuduka
BHEAPEHHUSI CUCTEM  D3JIEKTPOHHOTO
JIOKYMEHTO000poTa B
TOCYJapCTBEHHBIX YUPEKICHHSIX.
Tema 4. Cucrembl KOMIUIEKCHOM
ABTOMATH3AIMH JOKYMEHTO00OpOTa U
JIeNIOBBIX IpolieccoB O630p OCHOBHBIX
CHCTEM 3JIEKTPOHHOTO
JOKYMEHTO000pOTa, MPEeACTaBICHHBIX
B Poccumn.

Tema 5. OcHoBHBIE TpeOOBaHUS K
cucTeme 3JIEKTPOHHOTO
JOKYMEHTO000poTa (C210).
Kpurepun BbIOOpa CUCTEM
ANEKTPOHHOTO JIOKYMEHTOO000poTa B
TOCYYPEeKICHHUSIX.

3 | Tema 6. Kommuekc mporpammuoro | 3-I1K-12,3-YKII-1 Koutposns nroros (B
obecrieuenuss LanDocs. Ha3uauenwe, ¢opme Tectuposanus)
obnacTs pUMeHeHus, cTpykTypa I10, V-1IK-12, V-YKII-1 [IpakTudeckoe 3amanue
OCHOBHbIE (YHKIMM H HPHHUMIBI | B-TK-12, B-VKI[-1 | IIpaktudeckoe 3a1anue
3aIIUTBHI.

Tema 7. IlpuHuunsl paboTel C
uHpopmanueit B cucreme LanDocs
(OCHOBHBIEC TPAKTUIECKHE TIPUEMBI)
Tewma 8. I[IpoGaemsl IT-6e30nacHocTH
Tema 9. 3ammra wuHpopManuu B
cucreme LanDocs

HpOMe)KyTO‘{HaSI aTTeCTanuAa

4 3auer IIK-12, VKII-1

Bormpocsr k 3auety
(ycTHO)
BXOI[HOI?I KOHTPOJIb IIPCAHA3HAYCH [JIS BBISABJIICHUA HpOGGJ’IOB B 3HAHUAX

CTY/ICHTOB U TOTOBHOCTH UX K IMOJyYEHHIO HOBBIX 3HaHWN. OIIEHOYHBIC CPEICTBA
JUIE BXOJHOTO KOHTPOJISL TPEICTABISIOT COOOH BOMPOCHI, KOTOPHIE 3aal0TCs
CTYZCHTaM B YCTHOHM (opMe.

O1eHOYHBIE CPEICTBA ISl BXOJIHOTO KOHTPOJIS, TEKYIIETO KOHTPOJIS U
MPOMEKYTOUHOM aTTeCcTalluu (aHHOTAITUS)

OrieHOUHBIE CpeACTBa JJIsi BXOJHOTO KOHTPOJS TPEACTABISIOT COOOMU
BOIPOCHI, KOTOPBIE 33/IAFOTCS CTYJIEHTaM B YCTHOU (hopMme.

B kauecTBe OIICHOUHOIO CpeJICTBA TEKYIIErOo KOHTPOJS HCIOIb3YHOTCS
YCTHBIN OMpOC, TECTUPOBaHKE, pedepaTsl.



B kauectBe OLOCHOYHOIr'o Cpe€IACTBa aTTeCTaliu pasaciia HMCIIOJIb3YIOTCA
TECTBI, N'TOI'OBAsA KOHTPOJIbHAas pa60Ta.

I[J'ISI HpOMG)KYTOqHOfI aTrTecTalliu IpCayCMOTPCHBI TCCTbhI, TCOPCTHUUCCKHC
BOIIPOCHI.

[To uroram oOy4deHuUs BBICTABIIACTCS 3a4eT.
IlepeyeHb BONIPOCOB BXOAHOI'0 KOHTPOJISA

. [losicHuTe NOHATHE JOKYMEHTA.

. [losicHUTE MOHSTUE AIEKTPOHHOM MOYTHI HAa MPEANPUATUN (TOCYUPEKICHUN).
. [losicHATE NOHATHE IIEKTPOHHOTO JOKYMEHTA.

. [lepeuncnure MaTeprUaIbHBIE HOCUTENIH JICKTPOHHBIX JOKYMEHTOB.

. [losicaurte nonstre 6a3pl JanabIX, CYB/I.

. [lepeuncnure crmocoOs! 3amuThl nHGopMaluu Ha [1K.

. [TosicHuTE MOHATHE U BUBI JIOKAJIHHOMN CETH.

. [losicHUTE MOHATHE W BUBI TJIOOAILHOM CETH.

. [lepeuncnuTe OCHOBHBIC JOKYMEHTHI IIPH TPYI0YCTPOMCTBE HA padoTy.

10. [TosicauTe Ha3HAYEHHUE 3AIUTHI SJICKTPOHHON MOIUCH.

OO0 NONOT P WN -

Ilepeyens Tem pedeparTos

1. JIokyMEHTOBEIEHHE KaK HayKa.

2. IoKkyMeHTOOOOPOT U €r0 XapaKTEPUCTUKH.

3. «DneKTpoHHBIM OGUC» M €ro OTIWYHE OT TPAJAWIMOHHONW MOICIH
«OyMaKHOT0» TOKYMEHTO000pOTa.

4. Knaccudukanus CcuUCTEM YNPABIEHUS JIIEKTPOHHBIMU JTOKYMEHTaMU
(CYD).

5. OCHOBHBIE CUCTEMBI JOKyMEHTO0OOpoTa B Poccuu.

6. Ocobennoctu BHenpeHuss COJl B rocy1apCTBEHHBIX YUPEKICHUSAX.

7. llpuHuMnbl 3amMTel WHGOPMAIMM W pa3rpaHUYCHHE MOJIHOMOYHUN
II0JIb30BATENIEN B CUCTEMAX.

8. IMpunIumns! padbotel ¢ ungopmanuet B CIO/I.

9. Kpunro3zamura 1 6e30nacHble KOMMYHUKALINH.

10. 3amura uadopmaruu B COJI.

11. HopmaTHBHO-METOAMYECKUE JOKYMEHTHI IO BOIIpOCaM OpraHU3alun
OV B POD.

12. Knaccudukanus JOKyMEHTOB M JOKyMEHTHON HH()OpMAIIHH.

13. OcobGeHHoCTH cocTaBlieHUs U O(DOPMIIEHHS] OpraHU3aLMOHHO-TIPABOBBIX
JIOKYMEHTOB.

14. TlporpaMMHBIE CHUCTEMbl ABTOMATH3AIMM OpraHU3aluud paboOThl C
JIOKyMEHTaMHU.

15. CucremMbl aBTOMATHU3UPOBAHHOTO  YOPAaBJICHUS U BJIEKTPOHHBIN
JIOKyMEHTOOOOPOT.

IIepeyeHsb BOIPOCOB K ONpPOCY

1.TlosicHuTe MOHSATHE JOKYMEHTOOOpOTA.
2.IlosicauTe OCHOBHBIE TPEOOBAHUS K peaTn3allii JOKYMEHTO000pOTa.
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3.ITosicHuTE MMOHATHE JOKYMEHTOTIOTOKA M €T0 OCHOBHBIE XapaKTEPUCTUKH.

4. TlosicuuTe noHATHE 00BbEeMa IOKYMEHTO000pOoTA.

5.0xapakTepu3yiTe TeXHOJOTHIECKHII TpoIiecc 00pabOTKH U TIepeMeICHHsI
HUCXOJISIIEr0 JOKYMEHTAIIMOHHOTO ITOTOKA.

6. OxapakTepu3yiTe TEXHOJOTHIO IMpuema, o0pabOTKU MU pachpeneseHus
JTIOKYMEHTOB.

7. OxapakTtepuszyiTe 00pabOTKy M ABI)KEHHE HCXOIAIIUX M BHYTPEHHHUX
JTIOKYMEHTOTIOTOKOB.

8.0xapaKkTepu3ynTe TEXHOJIOTHIO PETUCTPALIMH TOKYMEHTOB.

9. Oxapakrepusyiite APM pykoBoAUTENS B CUCTEME JOKYMEHTOO0OPOTA.

10. IlosicHuTe TEXHONOTUIO OOPaOOTKM U JBIKEHHUS OTIPABISEMBIX H
BHYTPEHHUX JJOKYMEHTOB.

TunoBble TECTOBbIE 3aaHUS

1. DIIEKTPOHHBIN TOKYMEHTOOOOPOT — 3TO:

1) MaTtepuanbHbIA 00BEKT, coAepKaluii HHGOPMAITUIO B 3a)UKCUPOBAHHOM BHU/IE
Y CIIELIMAIBHO MPETHa3HAYEHHBIN IS €€ Iepeayd BO BpEMEHHU U MPOCTPAHCTBRE;
2) IBUKEHUE JOKYMEHTOB B OPraHU3alMy C MOMEHTA UX MOJIYYEHUS WIH CO3/IaHUs
710 3aBEPIICHMS UCTIOJHEHUS, OTIPABKHU aJpecaTy WIH CJa4d Ha XpaHEHUE;

3) ANEKTPOHHBIN JOKYMEHT - 3TO JOKYMEHT, B KOTOPOM HH(pOpMaLus
MpeACTaBIICHA B 3JIEKTPOHHO-LIUPPOBOM dopme;

4) oTpacib IeATeIbHOCTH, OXBaThIBAIOLIAS BOIPOCHI XPAHEHUS U UCIIOJIb30BaHUS
apXMUBHBIX IOKYMEHTOB.

2. Ha kakue TOKyMEHTONOTOKHU JAEIUTCS TOKYMEHTALUS:

1) nuceMa, pacniopsiKeHus, 10TOBOPa;

2) 10roBopa, JOKYMEHTBI OPTaHOB BJIACTH;

3) BXozsIye, UCXOIAIUE, BHYTPEHHUE JOKYMEHTHI;

4) oOpaiieHus rpaxaan (>kasoObl, IPEIJIOKCHUS U 3asIBIICHUS ).

3. Peructpanus 3JIeKTPOHHBIX JOKYMEHTOB — 3TO:

1) ycTaHOBIIEHHE KOJIMYECTBA U COCTABA APXUBHBIX JOKYMEHTOB B €IMHUIIAX y4€Ta
U (uKcalus NpUHAIICKHOCTA KaXI0M €IMHUIIBI yUeTa K OMPeAeIEHHOMY
KOMILJIEKCY U OOLIEMY MX KOJIMYECTBY B YUETHBIX JOKYMEHTAX;

2) BakHEWIIMI 3Tan pabOThl ¢ AJOKYMEHTAMH U OINPEAEIAeTCA KaK 3aliCh YUYETHBIX
JTAHHBIX O IOKYMEHTE MO0 YCTaHOBJICHHOU popme, Ppukcupyromias GakT ero
CO3JaHMsl, OTIIPABICHUS WIH MOTYUYEHUS;

3) 3TO MaKCUMAaJIbHO PAllMOHAIBHOE COKPAIIEHUE KOJIMYECTBA YET0-1100 MyTeM
CTaHJapTU3ALMH K eAMHOU (hopMme;

4) opraHuzaiusi JOKYMEHTOOOOpOTa, XpaHEHUS W UCIOJIb30BaHUS JOKYMEHTOB B
TEKYLIEN ACSATENbHOCTH YUPEKACHUS.

Kpurepuu oieHKH TeCTOBBIX 3aJaHUI:
1. ITonHOTa 3HAHMI TEOPETHUECKOTO KOHTPOIMPYEMOTO MaTEpHaIa.
2. KommyecTBO NpaBUIIbHBIX OTBETOB.
IIpumepsl NpaKTHYECKUX 3aJaHUI
3aganme 1. Co3nars HOBYIO Nanky «OUHAHCOBBIE TOKYMEHTBD) B CHUCTEME
NauDoc, 1 Ha3HaYUTh IPYNOBbIE MTpaBa AOCTYMA.



Coznaercs nanka « DUHAHCOBBIE JOKYMEHTBI»

Hasznauatorcs rpynnoBblie mpaBa qocTyna K nanke @uHaHcoBomMy OTAEy

obecrieunBaeTCs JOCTYII K ManKe TOJbKO (PMHAHCOBOMY OTACITY U JUPEKTOPY.
OcranpHble noab30BaTenu cucreMbl NauDOC He JOMKHBI UMETh JIOCTYI K 3TOU
nanke. J[Jig ynpaBiaeHuss JOCTYIIOM K TANKe MOJIb30BaTEIb JOIKEH UMETh Ha HEe
npaBo «PegakTopy.

JIy1st TOTO MPOM3BOIUTCS BXOJ B (hOpMy Ha3HAUCHHUS MPaB JOCTYIA K TAIKe,
ucrosb3yercs: «KoHTpostb MOCTyIa» W3 pacKphIBAIOMIETOCS MEHIO, JIMOO KHOIKA
«KonTpons noctyna» Ha nanenu nHCTpymeHToB NauDoc.

Ha3nauaroTcsi rpymnmoBble MpaBa Ha JOCTyn K mnanke «DuHaHCOBbBIC
JOKYMEHTBD (DMHAHCOBOMY OT/ICITY.

3amanue 2. [Ipon3BecTy U3MEHEHHE CTaTyCa MANKH.

[Tocne co3gaHus Manku aBTOMAaTUYECKH MEepexoauM B Hee. BHOBb co3/ianHas
MafnKka He COAECPXKHUT JIOKYMEHTOB. BMecTo chmcka JOKYMEHTOB YKa3bIBaeTCS
«ITamnka mycta», TO €CTh, IPUCBOEH cTaTyC «PegakTupyemMasy».

N3MeHsieM cTaTyc Manku Ha «3aMOpoKeHHas» yepe3 PegakTop namnku.

MeToauka npoBeaeHus 3a4era
[IpomexxyTouHasi arTecTanus Mo JUCHUILIMNHE B COOTBETCTBUU C YUEOHBIM

IUTAHOM HaIlpaBJICHUA NPOBOAMUTCA B (Qopme 3aueta. 3adeT MO AUCHHUIUIIHHE
MpEeACTaBIsAeT  CcOOOM  WTOrOBOE€  HUCIHBITaHHE 1O  MpodheCCHOHAIBHO-
OpPUEHTHPOBAHHBIM npobiemMam, yCTaHaBIIMBAIOIIEE COOTBETCTBHE
MOJITOTOBJICHHOCTH CTYJEHTOB TpeOOBaHMSIM 00pa30BaTEILHOTO CTaHAapTa. 3adeT
OPOBOAMUTCA C 1LENbI0 NPOBEPKM YPOBHS U KayecTBa (POPCHUPOBAHHOCTU
KOMIETEHIIM B paMKax COOTBETCTBYIOILEIO 3Tala U MO3BOJSET BBIIBUTH U
OLIEHUTh TEOPETHUYECKYI0 U MPAKTUYECKYIO MOJATOTOBKY CTYACHTA ISl PELICHHUS
po(ecCUOHANBHBIX 3a/1a4.

3adeT mpOBOAWTCSA B MUCBMEHHOW (OpMeE MO MHAVBUIAYATPHOMY 33JaHUIO B
J[Ba JTarma:

1 sman — @vinoHeHue nepeoeo 3a0amus, KOMopoe GKIYaen Nno020MmosKy
omeema Ha meopemuyeckuil 60Npoc,
2 oman - BbINOJHEHUe 6Mopo20 3a0anus, KOMOpoe 6KIoyYaem peuleHue
NPAKMUYECKO20 3A0aHUS.
IIpuMep THIIOBOrO 3aIaHUA VIl 3a4eTa

1. [IpoBectu ananu3 oteuecTBeHHbIX COJ]
2. Co3pmaiilTe W 3aperucTpUpyHWTE€ HOBBIM BXOMSIIMA  JOKYMEHT
"MndopManinonHoe MUCcbMO" B KypHaje peructpaiuu "Bxoasmiye 10KyMeHThI".

IIepeyeHsb BOIIPOCOB K 3a4eTy

1.TlosicHuTe NOHATHE TOKYMEHTOOOpOTA.

2.TlosicauTe OCHOBHBIE TPEOOBAHUS K peaM3aIiui JOKyMEHTO000pOTa.
3.IlosicHuTE MOHATHE IOKYMEHTONOTOKA U €T0 OCHOBHBIE XapaKTEPUCTHUKHU.

4. TMosicaute noHsiTHE 00BEMA JOKYMEHTOO0OPOTA.

5.0xapakTepu3yiTe TEXHOJOTHUYECKHI Tpoiecc 00paboTKU M TepeMEIICHHS
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HUCXOJISAIIEr0 JOKYMEHTAI[MOHHOTO MOTOKA.

6.1TosicauTe knaccel u ctpykrypa MC.

7.0xapakTepusyite ooecneunBaromiye noacucrems NC.

8.0Oxapakrepu3zyiite UC o ypoBHSAM YyIIpaBICHUS.

9.0xapaxrepusyiite MC 1o creneHu cliokHOCTU U MacuTady.

10. [TosicHuTe OCOOEHHOCTH apXUTEKTYPHI “KIIMEHT-cepBep”.

11. I[Tosicaute otnuuutensubie cBoiicTBa KMC.

12. Ioscaute 3agaun DCY /1.

13. IlosicauTte 1ienu BHeapenus DCVY /I

14. [osicHuTE OpraHU3alMOHHBIE 3a/1a4d MPEAIPUSLTUS PelllaeMble C
BHepennem DCY 1.

15. Oxapakrepusyiite HanpasieHus BHenpenus CO/1.

16. Oxapakrepu3yiite npukiagHoe nporpaMmmaoe odecneuenue ICY /.

17. TlosicauTe pa3paboTKy "aKTHMBHOTO'" MPOTPAaMMHOIO OOECICUCHHS s
OCVY .

18. TIlosichure amantaumto [0 DOCVY][ Kk U3MEHEHUIO B YCIOBUH
AKCILTyaTalu.

19. Oxapakrepu3yiiTe cucTemMy 3JIeKTPOHHOTO TokyMeHToo6opoTa NauDoc.

20. [TosicauTe ocHOBHBIE 00BEKTHI B cucTeMe NauDoc.

HpI/IMepHLIe NMPAKTHYECCKHUE 3aJaHUA K 3a4Y€Ty

1. Breimonnute MpocMOTp 3alMCH  C  MCHOJIb30BaHHEM  (DUIbTpa
«OToOpaxkeHue».
2. BrinonHuTE perucTpauio 10KyMeHTa.
3. BrinonHuTE NpOCMOTP 3anUCeN B )KYpHAJIE U YAAJIWUTE HE AKTyaJbHbIC
3aIIncCH.
IIkaJbl OLeHKH 00pa30BaTeJIbHBIX 10CTHKEHU I
bauisl Ouenka (0an
(utoroBoi 32 OTBET Ha
PCATHHTOBOM 3aueTe) TpeGoBanus k 3HAHUAM
OLIEHKH)

— OmeHKka «3ayTeHO» €CAM OH HMEET 3HAaHUS OCHOBHOIO
MaTrepuaya, €CiId OH IPOYHO YCBOWI IPOrpaMMHBIM MaTepual,
MOCJIE0OBATENBHO, YETKO M JIOTMYECKH CTPOMHO €r0 H3JIaraer
«3a4meHo» ero Ha 3adeTe, BiajieeT HeOOXOUMbBIMU HABBIKAMH U IPUEMaMHU
24-40 6annos | UX BBITIOJHEHUS, YMEET TECHO YBSI3bIBATH TEOPHIO C MIPAKTHKON
— VY4yeOHbIE JOCTHXKEHMS B  CEMECTPOBBIM MEpuox U
pesyabTaTaMi  pyOEKHOTO  KOHTPOJS  JEMOHCTPUPYIOT
JIOCTaTOYHYIO CTENEHb OBJIAJICHNS IPOrPAMMHBIM MaTEPUAIIOM.

100-60

— OlueHKa «He 3a4TE€HO» BBICTABIISIETCS] CTYJEHTY, KOTOPBIM HE
3HaeT 3HAYUTENbHOM YacCTH MPOrPpaMMHOIO  Marepuana,
JIOTTyCKaeT CyliecTBeHHbIe ommOKku. Kak mpaBmio, orneHka «He
3aUTE€HO» CTABUTCS CTYAEHTaM, KOTOPbIe HE MOTYT MPOJIOJIKUTH
«He 3aumenoy | 00ydeHUEe 0€3 JTOMOJTHUTEIBHBIX 3aHSITHH IO COOTBETCTBYIOIICH
23 -0 6annoé | MUCLUILINHE.

— VYueOHble JOCTMXKEHHS] B CEMECTPOBBIM MEpUON U
pe3ynbTaTaMu  pyOeKHOTO KOHTPOJST JAEMOHCTPHUPOBAIM HE
BBICOKYIO CTEINEHb OBJIAJICHHS MPOTPAMMHBIM MaTEpPHAIOM IIO
MHHHUMAaJIbHOH IIJIaHKE.

59-0




YueOHO-MeTOoAM4YecKOe U MHPOPMALIMOHHOE o0ecriedeHue y4eOHo
AUCHUNIHMHBI

OcHoBHas JuTEpaTypa
1. Anamxkas, A. I'. 3ammra 53J€KTPOHHOTO JOKYMEHTOOOOpOTa: Yy4deOHOE
mocoome / A. [I. Amnamkas. — Owmck: CubAJdMA, 2019. — 87
c. https://e.lanbook.com/reader/book/149493/#1

JlonoJiHMTEIbHASA JIUTEpaTypa
2. Kpaxorckuii, 0. M. Metoas! 3amuTsl nHGOpMaIru: yaeOHOe mocodue s
By30B / F0. M. KpakoBckuii. — 3-¢ uzn., nepepad. — Cankr-Iletepoypr: Jlanp,
2021. — 236 c. https://e.lanbook.com/reader/book/156401/#159
3. Kynses H. H. KondunenmuanpHoe AETONPOU3BOACTBO M 3aTUIICHHBINA

ANIEKTPOHHBIN JTOoKyMeHTooOopoT: yueOHuk / H.H. KynseB. - Mocksa: Jloroc,
2013. - 452 c. https://ibooks.ru/bookshelf/29403/reading

IIporpammuoe odecnieyenue 1 MHTepHET-pecypcChl
DIeKTPOHHO-0MOIMoTeuHas cucteMa «Jlauby.
DnexkTpoHHO-0MbIMoTeuHas cuctema «Opaitm»

Poccuiickas HanmoHallbHast onbamoreka - http://www.nlr.ru/

[TounckoBast cucrema - http://www.rambler.ru.

[TouckoBas cuctema - http://www.yandex.ru.

["apanT - http://base.garant.ru/.

HNHTepHeT-YHUBEpPCUTET NupopmanmoHHbIX Texnonoruu -
http://www.intuit.ru

NoOabkowbdPE

JIJ1st TpoBEeICHUST IPAKTUYECKUX 3aHATUA U BBITIOJIHEHUS CaMOCTOATEIBHOMU
PabOTHI UCIIOJB3YIOTCS YUeOHBIE KOMIIBIOTEPHBIE KJIACChl ¢ BBIXOAOM B MHTEepHET
W JUIICH3UOHHBIM IIPOTpaMMHBIM obecrieueHueM. Mcmonb3yemoe mporpaMMHOE
obecnieuenne: MS Office, cucrema snekTporHoro qokymentoobopora NauDoc.

MaTepuajibHO-TeXHHYECKOe o0ecreueHre y4eOHOH U CIMIIIMHBI

JIeKuMOHHBIE 3aHATHUS TPOBOJATCA B Ay AUTOPUAX: yueOHas MeOesb, yueOHas
JIOCKa, KOMIUIEKT MYJIbTUMEAUMHOTO 000PY10BaHHUS

[IpakTUueckue 3aHATHS MPOBOAATCS B KOMIBIOTEPHBIX Kilaccax: yuyeOHas
Mebenb, yyeOHass JOCKa, KOMIUIEKT MYJIbTUMEIUHHOTO  000pYy/IOBaHUS,
NEPCOHANIbHBIE KOMIIBIOTEPHI.

Jlns camocTosiTenbHONM paboThl 00YYaIOIMMXCSI UMEETCS: YUTAJIBHBIA 3a11 C
BBIXOJIOM B ceTh HWHTepHeT: YueOHass meOenb, KOMIUIEKT MYJbTUMEIUIMHOTO
o0opy0BaHUs, IEPCOHATLHBIE KOMITBIOTEPHI, MDY

quﬁﬂo-MeTounquKne PECKOMEHIANMHA NJIA CTYACHTOB

1. Ykazanus 1151 npoCayIIMBaHus JICKIHUI
[lepen HauamoM 3aHSATUM BHUMATEIBHO O3HAKOMHUTHCS C YYEOHBIM IIJIAHOM
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MIPOBEICHUS JIEKIIUN U CIIMCKOM PEKOMEHIOBAaHHOMW JIUTEPaTYPHI.

[lepen mocemieHUEM OYEpETHONW JEKIIMU OCBEXKUTh B TMaMATH OCHOBHBIC
KOHIISTIINH MPOWIEHHOTO paHee marepuana. [loaroToBUTh Mpu HEOOXOAMMOCTH
BOTIPOCHI TpernojaBatenmto. He Hamo omacaThCsi, 4TO BOMPOCHI MOTYT OBITh
MIPOCTHIMU.

Ha nekmum OCHOBHOE BHHUMAaHHME CIENyeT VYACIATh He QopMynaMm u
MaTeMaTUYeCKUM  BBIKJIQTKaM, a  COJCP)KAaHUIO  M3y4aeMbIX  BOIIPOCOB,
OTIpE/IeTICHUSM ¥ MIOCTAaHOBKaM 3a/1a4.

B mporecce u3ydeHUsT JEKIMOHHOTO Kypca HEOOXOAMMO IO BO3MOXKHOCTH
4acTO BO3BPAIIATHCS K OCHOBHBIM TOHATHSM W METOJAaM DEIICHUs 3aaad (3/1ech
BO3MO>KEH BEIOOPOYHBIN KOHTPOJIb 3HAHUM CTYICHTOB).

KenaTenpbHO WCIONB30BATh KOHCIEKTHI JICKITUH, B KOTOPBIX HMCIOJIB3YETCS
MPUHSATAS TIPEToaBaTeieM CUCTeMa 0003HAYECHUH.

Hns  Oosee moApOOHOTO HM3YyUYEHHsl Kypca cleayeT paboTtaTh ¢
PEKOMEHIOBAaHHBIMH JINTEPATyPHBIMA HMCTOYHUKAMH ¥ BHOBB TIOSIBIISTFOIITUMUCS
MCTOYHUKAMHU.

2. YKa3aHus JJIsl y4acTHs B IPAKTUUECKUX 3aHITHIX

[lepen mocemieHWeM  YSCHUTb TEMY  IPAKTHYECKOTO  3aHITHS U
CaMOCTOSATEIEHO U3YYUTh TCOPETHICCKUE BOTIPOCHI.

B KOHIE mMpakTHYECKOro 3aHATHS TPH HEOOXOJUMOCTH BBIICHUTH Y
MIPETIOIaBaTeNIsl HESICHBIC BOTIPOCHI.

OcHOBHBIC pe3yIbTaThI BHITOJIHEHHS pa0OThl HEOOXOMMO pacriedaTarh.

3. CamocrositenpbHasi paboTa CTYISHTOB OOBIYHO CKJIQJBIBACTCS W3
HECKOJBKHUX COCTABJISIFOIIUX:

- paboTa C TekcTamMu: Y4eOHUKaMH, TOTIOJHUTEIBLHOW JUTEPaTypod, B TOM
YHUCJIe MaTeprajaMu MHTEPHETA, a TakKe MPOopadoTKa KOHCTICKTOB JICKITU;

- HallMCaHUe JI0KJIaJI0B, pedeparos;

- IOJTOTOBKA K MPAKTUYCCKUM 3aHSITHIM;

- IOJTOTOBKA K 3a4ETy HEMOCPEICTBECHHO TIEPET HAM.

Takum  oOpa3om, caMmocTosiTelbHasi paboTa  CTYJIEHTOB  SIBIISETCS
HEO0OXOMMBIM KOMITOHEHTOM TIOJTyY€HHUSI TIOJTHOIIEHHOTO BBICIIIETO 00pa30BaHMUS.

MeToanyeckue peKOMeHAAUN [JIsl NIpenoaaBaTeaen

1. Ykazanus Jyist mpoBeACHUS JIEKITUH

Ha mnepBoii BBOJHOI JEKIMU claeaTh oOIMi 0030p coAEp)KaHHUS Kypca U
OTMETUTh HOBBbIE METOJABl M TOAXOAbl K PEIICHHUIO 3a/lady, PacCMaTpHUBAEMbIX B
Kypce, JOBECTH JI0 CTYJICHTOB TpeOOBaHUS Kadeapbl, OTBETUTh Ha BOIIPOCHI.

[Ipu moAroTOBKE K JICKIIMOHHBIM 3aHSATHUAM HEOOXOAMMO MTPOIyMaTh IJIaH €T0
MIPOBENICHUA, COJIEPKAHUE BCTYNHUTEIbHOW, OCHOBHOW W 3aKJIFOYUTEIIBHOM YacTH
JIEKIIMA, O3HAKOMUTHCA C HOBHHKAMHU Y4eOHOW M METOJUYECKOW IJIUTEpaTyphl,
nyONnuKausIMU  TIEPUOJIMYECKON TeYaTH TI0 TEeMe JIGKIIMOHHOTO 3aHSTHA.
YTOUHHUTH TIJIaH MPOBEACHUS MPAKTUYECKOTO 3aHATHS 1O TeMe Jiekuuu. Ilepen



U3JI0)KEHUEM TEKYILEero JIEKIMOHHOTO MaTepuajia HAlmOMHHUTh 00 OCHOBHBIX
UTOraX, TOCTUTHYTHIX HA NPEeAbIAyIIMX JIEKIuAX. C 3TOM LENbI0 3a1aTh HECKOJIBKO
BOIIPOCOB ayJAUTOPUH U OCYIIECTBUTH BEIOOPOUYHBIN KOHTPOJIb 3HAHUS CTYICHTOB.

B xozme NEKIMOHHOrO 3aHATHUS TMPENOJABATENb JOJDKEH Ha3BaThb TEMY,
y4eOHbIE BOIPOCHI, O3HAKOMHUTH CTYACHTOB C T[EPEYHEM OCHOBHOU U
JOTIOJIHUTENBHON JUTEPATYpbl IO TEME 3aHATUs. PackpwiBas colepixkaHue
y4eOHBIX BOINPOCOB, AaKIEHTUPOBAThH BHHMAHUE CTYJECHTOB Ha OCHOBHBIX
KaTEropusX, SBJICHUSAX U MPOIECCaX, OCOOCHHOCTAX MX MpOTeKaHus. PackpwiBaTh
CYIIHOCTh U COJAECPKAHUE PA3TUYHBIX TOUEK 3PEHUS W HAyYHBIX MOAXOJI0OB K
OOBSICHCHHIO T€X WJIM WHBIX SIBJICHUH U TPOIIECCOB.

Crnenyer apryMEeHTHPOBAaHO 0OOCHOBATH COOCTBEHHYIO TIO3HUITHIO 10 CITIOPHBIM
TeopeTuYecKuM Bompocam. [IpuBoauTh mpuMepsl. 3a7aBaTh MO XOAY H3JIOKEHUS
JIEKIIMOHHOTO MaTepHalia pUTOPUUYECKUE BOMIPOCHI U CAMOMY J1aBaTh Ha HUX OTBET.
OTO CHOCOOCTBYET AaKTHUBMU3AIMU MBICIUTEIBLHON JIESITEIbHOCTH CTYJEHTOB,
MOBBIIICHUIO UX BHUMaHUSA M MHTEpPECa K MaTepually JICKLIHH, €€ COAECPKAHUIO.
[IpenoiaBarens JOIKEH PYKOBOJIUTH PabOTOM CTYJEHTOB MO KOHCIIEKTUPOBAHUIO
JEKIIMOHHOTO  MaTepuala, IMOAYEePKUBATh HEOOXOJUMOCTh OTPaKECHHS B
KOHCIIEKTaX OCHOBHBIX TIOJIO)KEHMM M3y4aeMoil TeMbl, 0C000 BBIIEIS,
KaTeropuajibHbIN anmapar. B 3akiIiouuTenbHOM 4YacTH JIEKIUU HEOOXO0IUMO
chopMynHpoBaTh OOIIKME BHIBOABLI MO TEME, PACKPBIBAIOIIUE COACPKAHUE BCEX
BOIIPOCOB, MOCTABJIEHHBIX B JIEKIIUU. OOBSABUTH TUIAH OYEPETHOTO MPAKTUYECKOTO
3aHSATUSA, JaTh KpaTKue pPEKOMEHAAIMW IO TMOJTOTOBKE CTYJIECHTOB K
MPaKTUYECKOMY 3aHsATHIO. ONpeeIuTh MECTO U BpeMsl KOHCYJIbTAIIUU CTYJCHTaM,
MOKEJIaBIIMM BBICTYIIUTh Ha IPAKTUUECKOM 3aHITUU € pedepaToM.

Ha mocnegneit nekuuu yaenauTh BpeMms Uisi 0030pa HauOosee Ba)KHBIX
MOJIO’KEHHM, paCCMOTPEHHBIX B KypcCe.

2. Yka3zaHus JJid MPOBEACHUS TPAKTUUECKUX 3aHATUI

UeTko 0003HAYUTH MPAKTUIECKOTO 3AHSITHS.

OOCyIuTh OCHOBHBIC TTOHSITHUS, CBA3aHHBIE C TEMOM MPAKTUYECKOTO 3aHITHSI.

B nponiecce BhIMOJTHEHUN TPAKTUYECKUX 3aJJaHUA PEKOMEHI0BATh CTyACHTaM
MPUMEHSTH COOTBETCTBYIOIINE Pa3/Iebl TEOPETUUECKOT0 YUeOHOr0 MaTepuaa.

OTmeyaTh CTYJIEHTOB, HauOOJI€€ AaKTUBHO BBIMOJHSIOMIMX TMPAKTHUYECKUE
3a/IaHuS.

B KkoHIe TpaKTHUUECKOTO 3aHATUS 3a7aTh ayJAUTOPUU  HECKOJIBKO
KOHTPOJIBHBIX BOIIPOCOB.

3.YKka3aHus 1o KOHTPOJIO CAMOCTOSITENIbHON PabOThl CTYAEHTOB

[Io ycMmoTpeHuio mpemnojaBaTeliss 3aJlaHUE Ha CaMOCTOSITENbHYHO paboTy
MOXET OBbITh UHAUBUIYATbHBIM.

[Ipn wucmosb30BaHUM WHAWMBUIYAIBHBIX 3aJlaHWi TpeOoBaTh OT CTy/ACHTa
MMCBMEHHBIN OTUYET O MPOJIECIIaHHOM padoTe.

C 1enpi0 KOHTPOJISI Ka4eCTBa BBITIOJIHEHHSI CAMOCTOSITEIBHONW pabOThl TpeOOBATh
WHJMBUAYAJIbHbIE OTYETHI (IOMYCTUMO BMECTO MHUCHBMEHHOTO OTYETa MPUMEHSTH
WHIMBUAYaJIbHbIE KOHTPOJIbHBIE BOIIPOCHI).

[Iporpamma coctaBieHa B cooTBeTcTBUHU ¢ TpeboBanusmu OC HUAY MUDU mo
Hamnpasyieauto 09.03.02 NudopmaiimoHHbIe CUCTEMbI U TEXHOJIOTUU
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