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1. Iles1u ocBOEHUST THCIUTLIMHBI
— dopmupoBanre y o0O0y4JaroUUXCs CUCTEMHOTO TMPEICTABICHHUS O TPUHIUIAX
OpraHu3alluy, TOCTPOCHHS U MPUMEHEHHS CUCTEM DJICKTPOHHOTO JJOKYyMEHTO000pOTA.

2. Mecto qucuunaunbl B crpykrype OIIOII marucrparypsbl
JucuunnuHa «TexHoJornyeckue OCHOBBI CUCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa»
OTHOCHUTCSI K 4YacTH, (OpMHUpPYEeMOH ydaCTHHKaMH OOpa30BaTENbHBIX OTHOIICHUH Oioka

JUCHUITIINH

o0pazoBarenbHON

IIporpamMmbl 110

HaIPaBJICHUIO

46.04.02

IIOArOTOBKH

«JloKyMEeHTOBE/IeHUE M apXWBOBEACHUE», KBaTH(UKalus (CTENeHb) «Maructpy. JucuurumHa
usydaercs B 3 u 4 cemectpe.

3. Ilnanupyemble pe3yJibTaThbl 00yUeHHs N0 TUCHUTIIIHNHE
N3ydeHre nucuUIUIMHBI HANpaBieHO Ha GopMupoBaHue cieayromux komnereHuui (YK,

OIIK, I1K) u "HIUKATOPOB UX JOCTUKECHHUS.

Kon U | MHaMKaTopbl 10CTHKEHUS] KOMIIeTeHIM I
HAaNMEHOBaHHeE | 3HATH yMeTh BJ1a/IeTh
KOMIETEeHI[HH
—TIK-1. 3aKOHOJIATEeIbHBIE H COCTaBJISITh U METOJaMH OpTaHU3AIIH
Crniocoben HOPMAaTUBHO-TIPaBOBbIE | OPOPMIISTH paboThI CITyKObI
PYKOBOJUTH akThl PO, MeToauueckue | JOKaIbHbIE JOKYMEHTAIHOHHOTO
JeATeNbHOCTb JOKYMEHTHI, HOpPMAaTHBHBIE aKThl, | o0OecreyeHus
10 IO HaI[OHAJIbHBIE oTpeeNsIoNnue yIpaBJICHUS U
JOKYMEHTAIH CTaHJapTHI B 001aCTH IIPaBOBOE MOJIOKEHHUE | CIIELUAINCTAMH apXHBa
OHHOMY paboThI C CTPYKTYPHBIX Ha OCHOBE COBPEMEHHBIX
o0ecrieueHuro JIOKYMEHTaIuen u MoJIpa3ieICHU 1 Hay4YHBIX 3HAHHI.
yIpaBiIeHUs uHpopmanuei, pabOTHUKOB
OpraHu3anel | apXuBHOIO Jena, OpraHu3alum;

npaBuia IUTaHUPOBATh

OPraHU3aLMOHHOTO NeSITeIbHOCTD C

IPOEKTUPOBAHUS TS y4eTOM

OpraHu3aluu U HallMOHAJILHOTO

METOIUKH YIIPaBJICHUS pactpeneneHus padbot

[IEPCOHATIOM U 00beMBI

OpraHu3aluHm. IPOM3BOJICTBEHHBIX

3aJ1a4 OpraHu3aluy.

—1IK -3. TpeOOBaHUs K yIpaBIIATh TEXHOJIOTUSMHM ~ aHAJIN3a
Cnocoben UH(POPMALMOHHBIM JOKyMEHTaMU JTAHHBIX
pa3pabatbiBat cucreMam OpraHu3alum ¢ JOKYMEHTHUPOBAaHHBIX
b CUCTEMBI JOKYMEHTHPOBAaHHBIX IpUMEHEHHEM chep JeSITeIbHOCTH
aHAITUTUKH cdep AeATeNIbHOCTH IO aBTOMAaTU3UPOBAHHBIX | OPraHU3aLUHU.
upoBoi COXPAHHOCTH U 3allIUTE | CUCTEM aHAJIUTHKHU
TpaHchopmarg U(PPOBOro KOHTEHTA upoBoi
U OpraHu3aIuH. TpaHchopmalu
JOKYMEHTUPO JOKYMEHTHPOBAaHHBIX
BaHHBIX c(ep cdep AeATeNbHOCTH
JeATeNbHOCTH OpraHu3alu.
OpraHu3alum




Ilepeyenr 0000IEHHBIX TPYAOBBIX (QYHKUHA W TPYAOBBIX (yHKIUI,

HMEIOIIUX

OTHOIICHHE K HpO(l)GCCI/IOHaJILHOﬁ ACATEJIbHOCTH BBIITYCKHUKA

IIpo¢eccuonaibublie O000menHbIe TPYI0BBIE TpyaoBbie pyHKIIUH
CTaHIAPTHI Gynkunu

07.004 IIpodeccuonanpHblii | JJoKyMEHTAITMOHHOE OcymectBienne paboT 1Mo

crangapt «Crnenuanuct 1o | odecriedeHne  YIpaBJICHUsS | IPOSKTHPOBAHUIO "

YIIPaBIICHUIO JTOKyMEHTALMEeH | OpraHu3anuei BHEAPCHHIO CHCTEMBI

OpraHu3aIum» AIIEKTPOHHOTO
JOKyMeHToOOOpoTa B chepe
JOKYMCHTAIITUOHHOT'O

YIPaBJICHUSI OPraHUu3aIuu

VYipasneHne AOKyMEHTalMeEn
OpraHu3aluu

VYrpasineHrne NpoOeKTaMu IO
BHEJIPEHUIO KOPIOPATUBHOM
CUCTEMBI AJIEKTPOHHOTO
JTIOKYMEHTOO0O0pOTa
OopraHu3anul U pa3paboTke
CTpaTeruu ee pa3BUTUs

ACATCIIBHOCTH OpraHusanuu

07.013 IIpodeccuonanpHslii | TexHomorunyeckoe CucremaTtuzanus CTpyKTypH
CTaHAapT «CreuuanucT | CONpoBOXKIAeHHE LU(GPOBOM | POBAHHBIX JAHHBIX
uuppoBoit  TpaHcopmanuu | TpaHCHOpMaLIUU JIOKYyMEHTUPOBAaHHBIX  chep
JOKYMEHTUPOBAHHBIX  cdep | JOKYMEHTUPOBaHHBIX  cdep | IeATENbHOCTH OpraHu3aluu
NeSATeNbHOCTH OpraHnu3aluny | AEATEJbHOCTH OPraHu3aluu | Ui UCTIOJIb30BAHUS u
XpaHEeHUs
OpraHu3anoHHOE Pa3zpaboTka MeToauku
CONPOBOKJEHHE LU(POBOM | OpraHU3aLuu
TpaHchopMau CTPYKTYPUPOBAHHBIX TaHHBIX
JOKYMEHTUPOBAaHHBIX  c(ep | 1 MeTalaHHbIX

JIOKyMEHTUPOBAHHBIX cep
JeSITEIbBHOCTH
CTpyKTypupOBaHUE TaHHBIX
U METa/IaHHbIX
JIOKyMEHTUPOBAHHBIX cep
JESITeIbHOCTH OpraHu3aluu

4. O0beM, CTPYKTYpa U COAepPKaHUe TMCUMILTHHBI (MOAYJIA)
4.1 O6bem aMCUMIIHHBI (MOIYJIfA)

OOmast TpylOEMKOCTh JUCHMIIMHBI COCTaBIsieT S5 3adeTHbIX eauHunsl, 180
aKaJIeMHUYeCcKuX 4aca, B 3 cemecTpe (hopma KOHTpOJIs — 3a4eT, B 4 cemecTpe popma KOHTPOIs —
9K3aMeH.

Jnis cTyneHToB O4HOM (opMbl 00yueHMsI HPEAYCMOTPEHO: B TPETbeM ceMmecTpe - 56
9acoOB KOHTAKTHOM (ayquTopHOM) paboThl ¢ oOydaromumucs (28 yacoB mnekiuid, 28 yacoB
MPAKTUYECKUX paboT) U 16 yacoB caMOCTOATEIBHOI PabOTHI; B YETBEPTOM CeMecTpe - 68 Jacos
KOHTaKTHON (ayauTopHOW) paboTsl ¢ oOywatomumucs (34 wyacoB Jjekuuid, 34 dyacoB
MPaKTUYEeCKUX padboT) um 4 yvaca camoctosTtenbHOM paboTel. 60 wacoB (30 %) ayauropHOU
paboTHI MPOBOAUTCS B UHTEPAKTUBHBIX (popMax.

st cTyIeHTOB 3a04HOM (hOpMBI 00y4eHUs! MPEeTyCMOTPEHO: B TpPeTheM cemecTpe - 12
4acoOB KOHTAKTHOHM (ayIuUTOpHON) paboThl ¢ oOydarommmucs (4 dvacoB JIeKIMid, 8 dYacos
MPAaKTUYECKUX paboT) u 60 4yacoB caMOCTOSTEIHLHON pabOTHI; B YUETBEPTOM CEMECTpE - 8 4acoB
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KOHTaKTHOU (ayTuTOpHO) paboThl ¢ oOydaromuMucs (2 gaca JeKIui, 6 4acoB MPaKTHICCKUX
pabot) u 91 gac camocrosTenbHOM paboThl. 7 dacoB (30 %) aynuTopHO# pabOTHI TPOBOIUTCS B
MHTEPaKTUBHBIX (popMmax.

[IpakTuyeckas TOArOTOBKA TpH peaau3alud Y4eOHOW JUCHMIUIMHBI  (MOMIYJs)
OpraHu3yeTcsl IMyTeM NPOBEACHUS TPAKTHUYECKUX (MPAKTHUYECKHX, CEMUHAPCKUX 3aHSITHIA),
MPEeIyCMaTPUBAIOMINX y4acTHE OOYYaIOUIMXCS B BBITIOJIHEHHH OTICIBHBIX JJIEMEHTOB pPadoT,
CBSI3aHHBIX ¢ Oyayiien mpodeccuoHaIbHOM NeATeNTbHOCTRIO.

[IpakTdeckass MOATOTOBKA BKIIIOYAET B ceOs OTHENBHBIC 3aHATHS JICKIMOHHOTO THIIA,
KOTOpBIE MPEeIyCMATPUBAIOT Tiepenady y4eOHOU WHpOpMaAIuM O0O0yJaromuMcs, HEOOXOAMMON
JUIL  TIOCJEOYIOIIETO BBIMOJIHEHUS paloT, CBs3aHHOW C Oyaymed mnpodeccHoHaIbHOM
JEeSATEITBHOCTBIO.

4.2. CTpyKTypa AUCHUNINHBI

Ounas gpopma obyuenus

Ne Pa3nesnibl/Tembl Buasbi yueOHoii padoTsl, Hurepakr | CPO
n/n AUCUHMILINHBI BKJIIOYasi CAMOCTOATEJIBHYIO | . (DOpMBI
o padoTy CTYAeHTOB 1 o0yueHust
5 TPYAOEMKOCTh (B Yacax)
E JeKIHH | CEMHH. HNuaus.
S (mpakTt.) (3aHsATHSA
3aHATHA

1 Pazoen 1. 3akonooamenvho-nopmamuenasn 6aza 6 cghepe 31eKmpoHHO20

00KyMenmoobopoma

1.1. | BeeneHue B CUCTEMBI 3 4/4* 4 4* 2
AJIEKTPOHHOTO [IpesenTan
JTOKyMEHTOO000opoTa uu
(COH)

1.2. | Cucremsl 3 4/4* 4 4% 2
periIaMeHTUPYIOIIECH [IpesenTan
JOKYMEHTAIH B uu
cdepe AMEeKTPOHHOTO
JOKYMEHT0000poTa

1.3. | Pernamenranus 3 6/4* 6 4* 2
MIPUMEHEHHS CUCTEMBI [IpesenTan
AIEKTPOHHOTO uu
JOKYMEHTO000pOTa B
OpraHu3aIuu

Paszoen 2. Cmpykmypuposanue 0GHHbHIX U MEMAOAHHBIX OOKYMEHMUPOCAHHBIX chep
0esmenbHOCImU OP2AHU3AYUU

2.1. | MeramaHHbIe 3 4/4* 4 4* 4
JOKYMEHTOB " IIpesenTan
yIpaBJIeHHE WMH B uu
MH(OPMAIIMOHHBIX
CUCTEMaX.




2.2.

Bungpl, criocoOs! 3 4/4* 4 4% 2
MIPEICTaBICHUS TTpesenTar
CTPYKTYPUPOBAHHBIX WU

MaHHBIX U

METaJJaHHBIX, METObI
UX CTPYKTYPHPOBAHHUS

2.3. | Pa3paboTka 3 6/4* 6/4* 4* 2
METaMOJEIHN [IpesenTan
(apxuTeKTypbl) uu
CTPYKTYPUPOBAHHBIX 4*
MAHHBIX U O6yuatoiir
METaTaHHBIX 3478
JIOKYMEHTHUPOBAHHBIX TPCHUHT
cdep eaTenbHOCTH
OpraHu3aIuu

Pazoen 3. Hnugpopmauuonnvie nomoxu cmpykmypupoeaHHslxX OAHHbIX U NOPAOOK
83aUMO0eiicmeusn cucmem 31eKmpoHH020 00KyMeHmooodopoma

3.1. | dyHKIMOHAIBHBIE 4 6/4* 6 4* 2
U TEXHUYECKHUE [TpesenTan
xapakrepuctuku COJ 15051

3.2. | Enunble cuCTEMBI 4 8/6* 6 6*
XpaHEHUs 1 [IpesenTan
00paboTKu 17071
nHpOpManuu u
BO3MOHOCTH HX
B3aMOJEHCTBUA

3.3. | DieKTpoHHOE 4 6/4* 8 4*
B3aMMO/JICHCTBUE [Ipe3enran
IOPUANYECKUX U uu
(bu3MYECKUX JUI] C
rocy/1apCTBEHHBIMU
OpraHaMH BJIACTH

Pa3zoen 4. Opzanuszayuonnsle U mexHO102UYECKUE MEMOObL COBEPUIEHCB0BAHUA
I71eKMPOHHO20 OOKYMEHM0000poma

4.1. | Ontumu3anus 4 8/6* 8/4* 6* 1
JOKYMEHTOTIOTOKOB B [IpesenTan
OpraHu3aIuu uu

4*
3amura
MPOEKTa

4.2. | [Ipumenenue 4 6/4* 6/4* 4* 1
IIPOLIECCHOTO MOAX0/1a [Ipe3enran
B cepe uu
JTOKYMEHT0000poTa 4*

Jlenopas
CUTYaIlMOH
Hasl urpa




Bcero yacos B 43 12 60

HHTEPAKTHBHOMI

dopme:

Hroro 62 62 20
3aounasn hopma ob6yuenus

Ne Pa3nesbl/Tembl Buabl yueOHoii padorsl, HNurtepaxkr | CPO

n/n AUCHMILTUHBI BKJIIOYASl CAMOCTOSAITEIbHYIO | . (hopMBbI

o padoTy CTYAeHTOB 1 o0yueHust
§ TPY10eMKOCTbH (B yacax)
s JEKIUU | CEMMH. Nupus.
S (mpakr.) (3aHsATHSA
3aHATHSA

1 Pazoen 1. 3axkonooamenvhno-nopmamuenasn 6asa é cghpepe InNeKmpoHHO20

00Kymenmoooopoma

1.1. | BBenenue B CUCTEMBI 3 1/1* 1* 12
3JIEKTPOHHOTO [TpesenTan
JTOKYMEHTO000pOTa 17071
(CO1)

1.2. | Cucremsl 3 1/1* 1* 12
periIaMeHTUPYIOIIEeH [IpesenTan
JOKYMEHTAIH B uu
cdepe IEeKTPOHHOTO
JTOKYMEHTO000pOTa

1.3. | Pernamenranus 3 1/1* 2 1* 12
MIPUMEHEHHS CUCTEMBI [IpesenTan
AJIEKTPOHHOTO uu
JOKYMEHTO000pOTa B
OpraHu3aiuu

Pazoen 2. Cmpykmypupoeanue OGHHBIX U MEMAOAHHBIX OOKYMEHMUPOBAHHBIX chep
0esAmeIbHOCHU OP2AHU3AYUU

2.1. | MeramaHHble 3 1/1* 1* 12
JOKYMEHTOB u [IpesenTan
ylpaBjeHHE WMH B uu
MH(OPMAIIMOHHBIX
CUCTEMAX.

2.2. Bunpl, ciocoOs! 3 2 17
MpEeACTaBICHUS
CTPYKTYPUPOBAHHBIX
TaHHBIX U
METaJaHHbIX, METO/IbI
WX CTPYKTYPUPOBAHUS

2.3. | Pa3pabotka 3 4/2* 2% 17
METaMOIENTH OO6yuaror
(apXUTEKTYpBHI) ui
CTPYKTYPUPOBAHHBIX TPEHUHT
TAHHBIX U

MCTaJaHHBIX




AOKYMCHTHUPOBAHHBIX
cdep nesaTeIbHOCTH
OpraHu3aIuu

Pazoen 3. Hugpopmauuonnvie nomoxku cmpykmypupoeaHHslX OAHHbIX U NOPAOOK
63aUMO0eiiCMEUs CUCIEM IJIEKMPOHHO20 00OKYMEHM000opoma

3.1. OyHKIMOHATHHBIC 4 1/1* 1* 12
U TEXHUYECKHUE [IpesenTan
xapakrepuctuku COJ] un

3.2 Enuable cucteMbl 4 17
XpaHEHUS U
00paboTKu

nHpopmaluy u
BO3MOXHOCTH HX
B3aMMOJICICTBUSA

3.3. | DriekTpoHHOE 4 2 14
B3aNMOJICNCTBHE
IOPUANYECKUX U
(bu3HYECKUX JUI] C
rocy/lapCTBEHHbBIMU
OpraHamu BJIaCTH

Pazoen 4. Opzanu3zayuonnsie u mexHon02udecKkue Memoovl CO8ePUIEHCHB08AHUA
971eKMPOHHO20 OOKYMEHN000opoma

4.1. | OnTuMu3zanus 4 1/1* 2/1* 1* 13
JOKYMEHTOTIOTOKOB B [Tpe3enTar
OpraHu3aIuu uu

1*
3amura
poeKTa

4.2. | Ilpumenenue 4 2 13
MPOIIECCHOTO IMOIX01a
B cepe
JOKYMEHT0000pOTa
Bcero yacos B 6 3 9
UHTEPAKTUBHOM
dopme:

Hroro 6 14 151

4.3 Copepsxkanue IMCUUILIHHBI (MOIYJIA)

Buasbl
OLIEHOYHBIX
Conep:xanue
Ne CPEICTB;
AUCHMILINHBI Pe3yabTaTsl 00yueHus
n/n (popmbl
(Pa3zneanbl. Tembr)
TeKylIero
KOHTPOJIA,
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MPOMEKYTOYHOM
arTecTaluu

Pazoen 1. 3akonooamenvno-nopmamuenasn 6a3a é cghpepe INeKmMpoHH020 0OKyMeHmoodopoma

Tema 1.1.  Beeoenue ¢
cucmemupl  3J1eKMPOHHO20
00Kymenmooodopoma.
ONEeKTPOHHBIN
JOKYMEHTO000POT Kak
3pPEKTUBHBIA WHCTPYMEHT
yIIpaBJICHUSI.

d)opmupyeMble Komnemenuuu.

e crnocobeH PYKOBOIUTD
JeSITeTbHOCTHIO 1o
JOKYMCHTAIITUOHHOMY
00ecreveHnIo yIIpaBJICHUS

opranmzanueii (ITK-1).
B pe3ynprare n3y4eHus: TEMbI CTYJIEHT

VYeTHbI onpoc,
OTYET O
BBITIOJTHEHU T
MPAKTUYECKOU
paboTHhI

[Ipenmymiectna JOJIKEH:
AJIEKTPOHHOTO 3Hamy:
JOKYMEHTOO0OpOTa TEepes e podheCcCHOHATBLHYIO
OymaxHbIM. [loHsTHE W TEPMHUHOJIOTHIO B cdepe
Ha3Ha4YCHUC CUCTEM 3JICKTPOHHOTO

11 3JIEKTPOHHOTO nokymentoobopota (ITK-1);
noxymenroobopora (CI/I). ® OCHOBBI 3JIEKTPOHHOTO
[Ipennoceuiku co3nanus nokymenroobopora (ITK-1);
COJl.  Opomonust  cucTem e oransl passutus COJI (TTK-1);
AJIEKTPOHHOTO ymemp:
JIOKYMEHTO000poTa. 3anaun ® ONpENEsTh OCHOBHBIE BHJIbI
CBZ[. Tpe60BaHI/I5{, Cgﬂ (HK-l).
npenssiBisiembie k- COIL | o060
['pynmet M0JIb30BaTENEN e mpodeccHoHATBHOT
CO/L. Knaccngukaums TepMuHoOJIOTHEH B cepe CIJI
COA. (TTK-1).
Tema 1.2. Cucmemoi Dopmupyemvle KOMnemeHyuu: YcTHBI onpoc,
peznamenmupyiouieii e crnocobeH PYKOBOJIHTH OT4YCT O
0oKymenmauuu 6 chepe JIEATEIIbHOCTHIO 110 BBINOJHCHUH
/IEKMPOHHO20 JIOKYMEHTallUOHHOMY MPaKTUYECKOU
00Kymenmoooopoma. o0ecreyeHHIO YIIPaBICHUS paboThI
CocraB 1 XapaKTEepPUCTHKA opranusarueii (ITK-1).
HOPMAaTHUBHO-TIPABOBBIX U B pesynbrate n3yueHusi TEMbl CTYICHT
HOPMAaTUBHO-TEXHUYECKUX | JOJDKEH:
JIOKYMEHTOB B cepe 3Hamp:
AJICKTPOHHOTO e HOPMATHUBHO-TIPABOBYIO u
JIOKYMEHTO000pOTA. HOPMAaTUBHO-TEXHHUYECKYIO 0a3y,

1.2. | IlpoGaemsl cranmapTU3aluu PErIaMEHTUPYIONIYIO
JIEKTPOHHOTO UIEKTPOHHBIA JIOKYMEHTOOOOPOT
JOKYMEHTOO00pOTA. (TIK-1).
Hopmarusnoe ymemo:
peryinpoBanue ® HCIOJIB30BAaTh HOPMATHUBHO-
SJICKTPOHHOTO npaBoByl0 0a3y B peIEHUH
JIOKyMEHTO000pOTa B npodeccuonanbHelx 3amau (ITIK-
OpraHu3aIusix. 1).
OcHoBHBIE TPOOIIEMBI U enademn:
TICPCTICKTHBBI PASBUTHA ®  OIBITOM IPaKTHYECKOTO
HOpPMaTHBHO-IIPaBOBOM PUMEHCHUSI 3HaHUH

0a3bl SJICKTPOHHOTO

HOPMATUBHO-IIPABOBLIX OCHOB B
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JOKYMEHTO0000pOTa B
Poccun Ha coBpeMeHHOM
JTame.

cdepe AIIEKTPOHHOTO
nokymenrooboporta (ITK-1).

Tema 1.3. Pecnamenmayus

(DopmupyeMble Komnemenuuu.

YeTHbI onpoc,

npUMEHEeHUs CUCmeMbl Croco0OeH PYKOBOJUTD OTYET O
INEKMPOHHO20 JESITENIbHOCTBIO o BBINIOJTHCHUH
00KymMenmoooopoma é JOKYMEHTAallHOHHOMY IPaKTHYECKOH
opeanuzayuu. 00ecre4eHnIo yIIpaBJICHUS paboTHI,
Heo6xoaumocTh opranusanueii (ITK-1). TECTOBBIi
pernaMeHTanuu B pesynbrare usydeHuss TEMBI KOHTPOJIb
PpAMCHCHUA CTYACHT HOJDKEH:
KOPIIOPATHUBHOM CoO/. 3HAMD:
JlokasibHBIE HOpPMATHBHBIE HOPMATHBHO-TIPABOBYIO "
aKTbI 1o BOIIpocam HOPMAaTHBHO-TEXHUYECKYIO 0a3y,
MIPUMEHEHUS CoO. periIaMeHTHPYIOIIYIO
Wucrpykums o AJIEKTPOHHBIM JOKYMEHTOOOOpPOT
JIeIONIPOU3BOJICTBY B (TIK-1).
13 YCIIOBUSAX MIPUMEHEHUS ymemo:
= | COL. PerﬂaMeHTavHH“ UCIIO0JIb30BATh HOPMAaTHBHO-
JOCTyNa TOJb30BaTeNed K NpaBOBYI0 6a3y B  pELICHUH
COA. H3MeHeHHf poy npodeccrnonanbHpIx 3amad (I1K-
JOKYMEHTAI[MOHHOMN 1).
CIyKOB B YCTOBHAX pa3pabaTbIBaTh JNOKaNbHbIE
npumenenus COJI. HOPMAaTHBHEIE aKTBI 1o
Bonpocam npumeHeHuss COJ]
(TIK-1).
enademu:
OTIBITOM PAKTHYECKOTO
PUMEHEHUS 3HAHUU
HOPMAaTUBHO-TIPABOBBIX OCHOB B
chepe AIIEKTPOHHOTO
nokymenroobopora (ITK-1).
Pazoen 2. Cmpykmypupoeanue 0GHHBIX U MEMAOAHHBIX OOKYMEHMUPOBAHHBIX chep
0esAmeIbHOCH U OP2AHU3AYUU
Tema 2.1. Memaoannuvie Dopmupyemvle KOmMnemeHyuu: YcTHBIH onpoc,
0OKYMEeHm o6 u ynpaenenue croco0O¢eH PYKOBOJIHTH OTYET O
umu 6 uHpopmayuoHHbBIX JESATECIIbHOCTBIO o BBITIOJTHCHHUH
cucmemax. JIOKYMEHTALMOHHOMY [IPAKTUYECKOU
[TonsTus «TAaHHBIEY, 00ecIeYeHnIo yIpaBICHUS paboThI
«veranannubiey. ['OCT P opranmzanueit (ITK-1).
HNCO  23081-1-2008 1o B pesynbrare H3yd4eHHS TEMBI
2.1. | ympaBlIeHHUIO CTYJIEHT JOJIKEH:
MeTaJaHHBIMHU. 3Hamv:
Knaccudukarms TEPMHUHOJIOTUIO B obnactu
MCTaJaHHBIX. CocraB JIEKTPOHHOTO
METaJJaHHBIX B nokymentooboporta (ITK-1).

ACIIOMPOU3BOACTBCHHBIX U KHaCCI/I(I)I/IKaLII/IIO u COCTaB
apXI/IBHLIX CHUCTCMaAX. MeETaIaHHBIX B
JlocTyt K MeTaJaHHbIM. JIETIOTIPOU3BOJICTBEHHBIX u
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apxuBHbIX cuctemax (ITK-1).
ymembp:

COCTaBJISITh ~ METaJaHHbIE K
anekTpoHHbIM JokymeHTam (I1K-
1)

HACTpaWBaTb W  OCYIICCTBIISAThH
noctyn kK metaganusiM (ITK-1).
enademy:

OIIBITOM IMPAKTUICCKOI0O
IMPUMCHCHUA METaJaHHbIX B
chepe AJIEKTPOHHOTO

nokymentoobopota (TTK-1).

2.2.

Tema 2.2. Buowi, cnocoowl
npeocmaeieHus
CMPYKHLYPUPOBGAHHBIX
OAHHBIX U MEMAOAHHDBIX,
Memoovl ux

CIMPYKmMYpUpo8anus
CriocoObl, MPUHIMIBI U
WHCTPYMEHTHI
CTPYKTYPHUPOBaHUS "

BU3YaJM3alisl PE3yIbTaTOB
CTPYKTYPUPOBaHUS JTAaHHBIX
JOKYMEHTHUPOBAHHBIX cdep
JeSTEITbHOCTH
OpraHu3aIuH.
OmnpeneneHue  UCXOJIHOTO
YPOBHS OpraHu3aIu
CTPYKTYPUPOBaHHBIX
JaHHBIX W  METaJaHHBIX
JOKYMEHTUPOBaHHBIX cdep
JeSATEIbHOCTH
OpraHu3aIuH.

(Dopmupyem blé Komnemernuuu:

crocoOeH PYKOBOJUTH
JEeSITeTbHOCTHIO 1o
JOKYMEHTAIITUOHHOMY

00ecrevyeHnIo yIIpaBJICHUS

opranm3anueii (ITK-1).

criocoOeH pazpabaThiBaTh
CUCTEMbI aHAIUTUKU LU(POBOM
TpaHchopmanun
JIOKYMEHTHPOBAHHBIX chep
NeSITeTbHOCTH OPTaHU3aIluN
(TIK-3).

B pesynprate W3ydeHHS TEMBI
CTY/ICHT JIOJDKEH:

3Hamp:
UHCTPYMEHTBI
CTPYKTYpPUPOBAHHUS JTAHHBIX
JOKYMEHTHUPOBAHHBIX cdep
JEeSITEIbHOCTH OpraHu3aIum.
(TIK-1).

ymembw:

BU3YQJIU3UPOBATh  PE3yNbTaThl
CTPYKTYpPUPOBAHHUS TTAHHBIX
JOKYMEHTHUPOBAHHBIX cdep
JEeSITEIbHOCTH OpraHu3aIm.
(TIK-3).

ONpeNeNsATh UCXOAHBIM YpPOBEHb
OpraHu3auu

CTPYKTYPHUPOBAHHBIX HOAHHBIX U
MCTaJaHHBIX

JOKYMEHTUPOBaHHBIX chep
JeSITeITbHOCTH OpraHu3aIu
(TIK-1).

enademp:

OTILITOM PaKTUYECKOTO
NPUMCHCHHST ~ METaJIaHHBIX B
chepe AIIEKTPOHHOTO

nokymenroobopora (ITK-1).

YeTHbI onpoc,
OTYEeT O
BBITIOJTHEHU T
MPaAKTUYECKOU
paboThI

12




Paspabomka memamoodenu

(DopmupyeMble Komnemenuuu.

YeTHbI onpoc,

(apxumexmyput) e crocobeH PYKOBOJIUTh OTYET O
CMPYKmMypupo6aHHbIX JACATCIIBHOCTBHIO o BbINOJIHCHHUH
OAHHBIX U MEMAOAHHBIX JOKYMEHTAITUOHHOMY NPAaKTUYECKON
O0OKYMEHMUPOBGAHHBIX obecrieueHnIo yIpapieHus | paboThl, TECTOBBII
chep oeamenvnocmu opranmzanueii (ITIK-1). KOHTPOJIb
opzanuszayuu e crnocoOeH pa3pabaThiBaTh
[pusenecnue CHCTEMBI aHATUTHKH IU(POBOI
CTPYKTYPHUPOBAHHBIX Tparchopmarum
JAHHBIX W METaJlaHHBIX JOKYMEHTHPOBaHHBIX chep
JIOKYMEHTUPOBAHHBIX ~ Cep JEATEIbHOCTH OpraHu3aliuu
JICATCIbHOCTH K (TIK-3).
popmansHOMY BHTY. B pesynbrare u3ydeHHs TeMBbI
PazpaboTka CTY/IEHT JOJKEH:
KJIaCCU(UKATOPOB " 3HAMb:
CTIPaBOYHHUKOB, ® HMHCTPYMEHTHI
CTPYKTYPUPOBAHHBIX CTPYKTYPUPOBaHUS JAHHBIX
JaHHBIX W METaJaHHBIX JIOKYMEHTHPOBAHHBIX cdep
JIOKYMEHTHPOBAHHBIX  Chep NeATEIIbHOCTH OpraHu3aIuu.
2.3. | DeATENbHOCTH (TIK-1).
OpraHu3aIuH. ymemp:
Cucrematusanus ®  CHCTEMaTH3MPOBATh
CTPYKTYPHPOBAHHbIX CTPYKTYPHPOBAHHEIE JaHHBIE
AaHHBIX JOKYMEHTHPOBAHHBIX chep
JIOKyMCHTUPOBaHHBIX  Cep JEATEILHOCTH OPraHU3alliy JIjIst
ACATCIPHOCTH OpraHU3alny UCIIOJIL30BAHUS W XPaHCHHS
JUIA ~ UCIOJIb30BaHUA U (TIK-3).
XpaHCHHUAL. e pa3pabaThIBaTh KIacCU(PUKATOPHI
u CIIPaBOYHHUKHU
CTPYKTYPUPOBAHHBIX JIaHHBIX U
MeTalaHHbIX
JOKYMEHTHUPOBAHHBIX cdep
JEeSITEIbHOCTH OpraHu3aIum.
(TIK-3).
enademu:
®  OIBITOM MPAKTHYECKOTO
OPUMEHEHHUS]  METaJlaHHBIX B
chepe AIEKTPOHHOTO
nokymentoobopora (ITK-1).
IIpomexxyrouHas
aTTecTallus: 3a4eT
Paszoen 3. Hughopmayuonnvie nomoxku cmpykmypupo6annvlx OAGHHbIX U ROPAOOK
63AUMOO0€IICIGUS CUCHIEM ITIEKMPOHHO20 0OKYMEeHmoobopoma
Tema 3.1. Dopmupyembvie KOMnemenyuu: YcTHbli onpoc,
DynKyuonaivHvle e crocobeH PYKOBOJHTH OTYET O
u mexnuuecKue NeSITeIbHOCTHIO 1o BBITIOJTHEHUH
31 |Xapaxmepucmuxu CI/1. JOKYMEHTAlMOHHOMY MPaKTUYECKOU
[lonsiTue cepBep, KIIHMEHT, 00ecIeueHnIo yIIpaBJIeHUs paboThI

apXUTEKTypa «KITUEHT-
cepBep». [TonsTue
apxutektypel COJ[ m eé

opranu3zanueit (ITK-1).
B pe3ynbrate u3y4eHus: TeMbI CTYJICHT
JIOJDKCH:
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COCTaBJISIFOIIUE. Ha6op
00s13aTEIIbHBIX

(GYHKIMOHATIBHBIX u
TEXHUYECKUX TPeOOBaHMHA K
COBPEMEHHBIM  CHCTEMaM
YIIPABJICHUS DJICKTPOHHBIMH
JOKYMEHTaMH: IOJIEPIKKa

pa3nu4YHBIX OPMATOB, BBOJ

u  oOpaborka  0Opa3oB
OyMaXHbIX  JOKYMEHTOB,
WHTETpauss ¢ OQUCHBIMU
MIPHIIOKCHUSIMH,
yIpaBlieHUE BEPCUSIMHU U
aTpulOyTramu, COCTaBHBIE
JOKYMEHTHI,
MOJIHOTEKCTOBBIA TOUCK U
aHamn3 JOKYMEHTOB,
yIpaBJieHUE JTaraMu
YKU3HEHHOTO ITUKITa
JOKYMEHTA, yIIpaBIICHUE

OM3HEeC-TIpoIIeCCaMH,
yIpaBlICHUE COJICPIKAHUEM.
Cnoco6sr pabdotsr ¢ COJI
(ymaneHHo, pacrpeesieHHO
1 00J1aYHO).

3Hambv:

HaboOp 00s13aTeLHBIX
(GYHKIIMOHATBHBIX u
TEXHUYECKUX TpeOOBaHUI K
COBPEMEHHBIM cucreMam
yIpaBJIEHUSI  AJIEKTPOHHBIMHU
nokymentamu (I1K-1);

crpykrypy COJI (IIK-1).

ymembw:

COCTaBJIATH JOKYMEHTBI,
OTpaXarolue TMpPUHUMaeMbIe
perreHus, BECTH u
aKTyaJqu3upoBaTh 0azy ¢Gopm
AIIEKTPOHHBIX JOKYMEHTOB
(TIK-1);

npeoOpa3oBbIBaTh OyMakKHBIC
JNOKYMEHTBI B DJIEKTPOHHYIO
dopMy, BBOOUTH WX B
3IEKTPOHHBIN apXuB,
OpPraHu30BBIBATH
aTpuOyTUBHBII u
coaep KaTeIbHbIN TIOUCK
JTOKYMEHTOB # (OpMHUPOBATH
otuethl 0 padote COJI (TTK-1);

eénaoemsp:

npoeCcCHOHATBHOU
tepmuHosiorueit B chepe COJ]
(TIK-1).

3.2.

Tema 3.2. Eounbie
cucmemul XpaHeHus u
0opabomku unghpopmayuu
U 603MONCHOCHIU UX

é3aumooeiicmeus

[Monstua 5140, O350,
MBJ10. Enunere
UH(PaACTPYKTYpHBIE,
TEXHOJIOTHYECKHUE u
METOI0JIOTHYECKHUE

peleHus] CUCTEM XpaHEHUs
u 00paboTku MHPOpPMALUU
u BO3MOKHOCTH ux
B3aMMO/ICHCTBUSL.

I'ocynapcTBeHHbIe

MH(POPMAIMOHHBIE CUCTEMBI
(F'PBO, I'Muc
«ONEKTPOHHBIN  OIOJLKETY,
ENC B cdepe 3akymoxk,
ENC I'O3, Enunblii nopTain
rOCyJapCTBEHHbIX YCIYr H

apyrue).

Dopmupyemovle KOMnemeHyuu:

crocoOeH PYKOBOJHTD
JEeSITENIbHOCTBIO o
JOKYMEHTAaIMOHHOMY

00ecrevyeHnIo yIIpaBJICHUS

opranusarueii (ITK-1).

criocoOeH pazpabaThiBaTh
CHCTEMbI aHAIUTHKY IU(POBOI
TpaHchopmauu
JOKYMEHTUPOBaHHBIX chep
NeSITeIbHOCTH OPTaHU3aIluu
(TIK-3).

B pesynbrare u3ydeHHS TEMBI
CTYIEHT JIOJIKEH:

3Hamy:
HOpMaTHBHbIE TpeOOBaHUSA K
XPaHEHUIO U 00paboTkH
urdopmarmu (I1IK-1)

OCHOBHBIE rOCyJJapCTBEHHbIE
UH(POPMAIIMOHHBIE CHCTEMBI
XpaHEHUs U 00paboTku

UH(GOPMAIIMK U BO3MOKHOCTH UX
B3aumoieiictBus (ITK-1).

YcrHbli onpoc,
OTYeT O
BBITIOJTHEHUH
MPaKTUYECKOU
paboThl
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ymembp:

OPUMCHITh Ha MPAKTUYCCKOM
OTIbITE roCy/1apCTBEHHbIE
UH(POPMALMOHHBIE CHCTEMBI
XpaHEHUs U 00paboTku
urdopmaruu (ITIK-1)

enademu:

OTIBITOM IIPAKTHYECKOTO
NIPUMEHEHUS 3HAHUU
HOpPMAaTHBHO-TIPABOBBIX OCHOB B
chepe AJIEKTPOHHOTO

nokymentoooopora (ITK-1).

3.3.

Tema 3.3. dnekmponnoe
e3aumooeiicmeue
10pUOUYECKUX U
¢uzuueckux auy c
20¢y0apcmeenHbIMu
opeanamu enacmu
PazButune
BHYTPHBEJOMCTBEHHOTO H
MEKBEIOMCTBEHHOTO
MH(}OPMAIIMOHHOTO
B3aMMOJEHCTBUSI B CUCTEME
rOCy/IapCTBEHHBIX OPIaHOB.
CIO)XHOCTH B pa3BUTHHU
nadpactpykrypsl F033]10.
[Tepexon oT
KBaTM(UITUPOBAHHBIX
AJIEKTPOHHBIX MOJAMUCEH Ha
¢dnemkax K 0oOJaYHBIM
MIOATIHCSM.

(Dopmupyem blé Komnemernuyuu:

crocoOeH PYKOBOJUTH
NEeSITeTbHOCTHIO o
JOKYMEHTAalHOHHOMY

00ecrevyeHnIo yIIpaBJICHUS

opranm3anueii (ITK-1).

criocoOeH pazpabaThiBaTh
CHCTEMBI aHATUTHKH IU(POBOMA
Tpanchopmaun
JOKYMEHTHUPOBAHHBIX chep
JEeSITeIbHOCTH OpraHu3aluu
(TIK-3).

B pesynbrare wu3ydeHHS TEMBI
CTYIEHT JIOJIKEH:

3Hamp:

HOpPMaTUBHBIE TpeOOBaHUSA K
JNIEKTPOHHOMY B3aUMOJEHCTBUIO
IOPUINYECKUX U (U3NYECKUX
JUIl € TOCYJapCTBEHHBIMH
opranamu Biactu (ITK-1)
OCHOBHBIE rocy/1apCTBEHHbIE
uH(GOPMAaIIMOHHBIE CUCTEMBI
XpaHCHHS u 00paboTku
uH(GOpPMAaIMK U BO3MOKHOCTH UX
B3anmoseiicteus (I1K-1).

ymemw:
NPUMEHATh Ha IPAKTUYECKOM
OTIbITE roCyJJapCTBEHHbIE
UH(pOpPMaIMOHHBIE CHCTEMBI
XpaHEHUs U 00paboTku
uapopmarmu (ITK-1)

6naoems:

OTIBITOM PaKTUYECKOTO
PUMEHEHHSI 3HAHHUU
HOPMAaTHBHO-TIPAaBOBBIX OCHOB B
chepe AIIEKTPOHHOTO

nokymenroobopora (ITK-1).

VYeTHbI onpoc,
OTYEeT O
BBITIOJIHEHUH
MPaKTUYECKOU
paboTHl,
TECTOBBIN
KOHTPOJIb

Paszoen 4. Opzanuzayuonnvie u mexHoON0UUECKUE MEMOObL COBEPULEHCIMEOBAHUA
97IeKMPOHHO20 OOKYMEHM000opoma
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Tema 4.1. Onmumuzayus
00KYMEHmMONnOmMOoKO08 8
opeanuzauuu

(DopmupyeMble Komnemenuuu.

cnocobeH PYKOBOJIUTH
JEeSITeTbHOCTHIO o
JOKYMEHTallUOHHOMY

00ecreveHnIo yIIpaBJICHUS

opranuzanueii (ITK-1).

criocoOeH pa3pabaThiBaTh
CHCTEMBI aHATUTHKH IU(POBOI
TpaHchopmaIuu
JOKYMEHTHPOBaHHBIX chep
NeSITeTbHOCTH OPTaHNU3aIluN
(TIK-3).

B pe3ynprate u3ydeHUsS TEMBI
CTY/ICHT JIOJDKEH:

3Hamp:

C KakoWl IeNbl0 OpraHu3aluu

YeTHbI onpoc,
OTYET O
BBITIOJTHEHU T
MPAKTUYECKOU
paboThI

41 MPOBOJSAT  MEPOTPHUATHSA IO
OTITHMH3AIHH
nokymentoobopoTa (ITK-1)
OpraHW3aIlMOHHBIE  MEpPBl  TIO
OTITHMH3AIHH
nokymentoobopora (ITK-1),
TEXHOJOTMYECKHE  MEphl IO
OTNTUMM3ALUH
nokymenroobopora (ITK-1).
ymembw:
pa3pabaThIBaTh MapHIpyTHBIC
CXEMBbI (61oK-CXEMBI,
rpadukn)(I1K-3)
enademp:
OTIBITOM PAKTHYECKOTO
PUMEHEHUS 3HAHUU 1o
ONTUMM3ALNU
nokymentoobopora (ITK-1).
Tema 4.2. Ilpumenenue Dopmupyemobie KomnemeHyuu: YcTHBIH onpoc,
npoueccHo20 nooxooa 6 CII0COOCH PYKOBOJIUTH OTYET O
cghepe OoKymenmooodopoma JIeATEIIbHOCTHIO 110 BBINOJIHCHU U
JTOKYMEHTAIMOHHOMY MPAKTHYECKOU
obecrnevyeHno YIIpaBJICHUS paboThI,
opranuzanueit (ITK-1). TECTOBBIN
crocoOeH pa3pabaThIBaTh KOHTPOJIb
CUCTEMbI aHATUTUKU TU(DPOBOH
4.2. TpaHchopMmau

JOKYMEHTHPOBaHHBIX chep
NeSITeTbHOCTH OPTaHU3aIuU
(TIK-3).

B pesynapTare u3ydeHUS TEMbI
CTY/ICHT JIOJDKEH:

3Hamo:

pOJIb TPOIIECCHOTO TMOAX0Ja B
COBEPIIICHCTBOBAHUH
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nokymenroobopora (ITK-1).

ymembo:
®  BBIICIATH OHM3HEC-TIPOIIECCHI
opranu3zaiun (I1K-3)
enademu:
®  ONBITOM PaKTUIECKOTO
[IPUMEHEHHUS 3HaHUM o
npoueccHomy nojaxoay (IMK-1).
IIpomexxyTouHas
aTTecTalus:
9K3aMEH
KOMOMHHPOBAaHHO
i popme
(TECTOBBII
KOHTPOJIb
cobecei0BaHNE)

5. O6pa3oBareibHbIe U HHPOPMALMOHHO-KOMMYHHUKAIMOHHBbIE TEXHOJIOT U
5.1 O6pa3zoBare/ibHbIE TEXHOJIOTHHI

B xone oOydeHHS WCMOIB3YIOTCS TPaauIIMOHHBIE OOpa30BaTENbHBIE TEXHOJOTHH,
BKJTIOYAIOIIUE AyAUTOPHBIC 3aHATHS B (opMe JIeKIM W TpaKkTUYeCKuX pabdoT, a TakkKe
pa3BHBaloIIre MpoOIEeMHO-TIOMCKOBBIE TEXHOJIOTUU: MPOOJIEMHOE W3JI0KEHHE JIEKIIHOHHOTO
MaTtepuana; mpooJIeMHO-UCCIIEeI0BATEIbCKHUE 3a/1aHUS; TUCKYCCHH; IIPOESKTHI.

OcBoenne y4eOHOTO MaTepHala CONPOBOXKIACTCS HWHTEPAKTUBHBIMU  (popmamu
oOyuenusi. [lpum opraHuzanuu JIEKIMOHHBIX 3aHATUN HCIOJb3yeTcsl (GopMa JEeKUUd ¢
COTIPOBOXCHUEM JJICKTPOHHOW TIpe3eHTanuei. B mpoBemeHWM MpakTUYECKHX padoT
MIPEIOoaraeTcsl UCHOJIb30BaHUE CIEAYIOMIMX WHTEPAKTUBHBIX (OpPM: NMPOBEIEHUE EIOBBIX
CUTYAIMOHHBIX U POJIEBBIX UT'P, 00YUAIOLIUX TPEHUHIOB, 3aIIUTa IPOEKTOB.

Jlonsi ayIMTOPHBIX 3aHSATUH, MPOBOJAUMBIX B HHTEPAKTHBHBIX (opmax oOydeHus,
cocraBnsier 30% nHa ouHoil dopme oOyuenuss u 30% nHa 3a0uHOil Qopme 0OyueHHUs, UYTO
coorBeTcTByeT TpeboBanmsiMm POI'OC BO mno HampaBinenuto mnoarotoBku — 46.04.02
«JlokyMeHTOBEZICHHE U APXUBOBEACHUEY.

B nensix caMOKOHTpOJISI 3HAHUN CTYIEHTOB HCIOJIB3YIOTCS TEXHOJIOTHH MPOBEPKU YPOBHS
OBJIaJICHUS] y4E€OHBIM MAaTE€pPHAIOM C UCHOJIB30BAaHHUEM KOHTPOJIBHBIX BOMPOCOB M TECTOBBIX
3aJlaHu# O pa3zenaM AUCHUTIINHBIL.

JIJis TMarHOCTUKY KOMIIETEHITNI MPUMEHSIOTCS CeIyroIue GOpMbl KOHTPOJIS: YCTHBIH
OMpOC, 3alliTa OTYETOB O BBINOJHEHUM MPAKTHYECKUX paboT, 3ammTa y4eOHOTO
HCCIIEIOBATENIbCKOTO MPOEKTa (Ha OYHOM U 3a04HOM (hopMax oOydeHus ), TECTUPOBAHUE, 3a4eT,
9K3aMEH.

5.2 UnpopManmoHHO-KOMMYHHUKALMOHHbIE TEXHOJIOTHU

IIpu opranuzanuu y4eOHOro Mpolecca IIHPOKO  HCHOJb3YeTCsl  codeTaHHe
o0Opa3oBaTeNbHBIX M MH(POPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOIMH: MPaKTHUKYIOTCS
MYJIbTUMEIUIHbIE JIEKIMOHHBIE 3aHATHUS, MH(MOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
COIIPOBOKJAIOT IMPOBEACHUE JIAOOPATOPHBIX PabOT, OpPraHU3aAIMI0 CaMOCTOSTENIbHON padoThI
CTYIECHTOB.

Ha caure «OQIEeKTpOHHAA oOpa3oBaTenbHas cpena KemI'IK»
(https://edu2020.kemgik.ru/course/view.php?id=4144) pa3MeIeHbl TEOpETUYECKHE,
MIPAaKTUYECKHUE, CIPABOYHBIE, METOJAWYECKUE, KOHTPOJIBHO-U3MEPUTENbHBIE 3JIEKTPOHHBIE
pecypchl 10 TUCLUILINHE.
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AXTUBH3AIMIO CAMOCTOSITEILHON pabOThl CTYAEHTOB U KOHTPOJIb PE3yJbTaTOB U CPOKOB

OCBOCHHS Pa3/eNIOB M TEM TUCHUIUIMHBI 00ECIIeUMBACT MCIIOJIb30BAaHNE TAaKUX MHTEPAKTHBHBIX
JJIEMEHTOB «DIEKTPOHHOU oOpazoBarenbHON cpenbl KemI MKy, kak «3amanume» u «Tecty.
WHTepakTuBHBIN 35eMeHT «TecT» BKIIOYAET pa3iMyHbIE TUIIBI BOIPOCOB M HCIOJB3YETCS Kak
OJIHO U3 OCHOBHBIX CPEICTB OOBEKTHBHOM OLIEHKM 3HAHWI CTYAEHTa B XOJE€ CaMOKOHTPOJI,
TEKYILEro U MPOMEXYTOUYHOTO KOHTPOJISl 3HaHUH MO AUCLHUILIIMHE.
WHTepakTUBHBIM 3J€MEHT «3ajaHue» MO3BOJISIET MPENOJaBaTeNi0 IMOAJIEPKUBATh OOpaTHYIO
CBSI3b CO CTYJIEHTOM IIOCPEICTBOM MPOBEPKH 3aJaHUs (OTUETOB O BBIIOJHEHUH JIAOOPATOPHBIX
paboT) B BUJE pELEH3UN WM KOMMEHTApHUEB, a TAK)KEe 00ECTIEYNTh MHIUBUIYaIbHBIN MMOJX0M K
oOyJaromumcsi ¢ YY4eTOM HX ICUXO(PHU3UOJOTHUECKNX OCOOeHHOCTeH. MHTepakTUBHBIE
AJIEMEHTHI C BO3MOYKHOCTBbIO OOpAaTHOM CBSI3M MMEIOT 0co0O€ 3HaueHue JUid 3a0YHOU (PopMbI
00yueHus1, MOCKOJIbKY MO3BOJIIOT HE TOJIBKO KOHTPOJIMPOBATH BBHIOJHEHUE CTYAEHTOM 3aJJaHU
(KOHTPOJIbHBIX PadOT), HO U MOTUBHUPOBATH €r0 CAMOIIOATOTOBKY B MEKCECCHOHHBIN MEPUO.

Hcnonb3oBaHne MHTEPAKTUBHBIX AJIEMEHTOB «3anaHue» U «Tect» Takxke oOecneunBaeT
¢ukcanuoo xoja 00pa30oBaTENILHOTO MpoIecca, pPe3yabTaTOB TEKYIIeH M NPOMEXKYTOUHON
yCIeBaeMOCTH 00yUaroUIuXcs M0 AUCHUTIIHHE.

6. YueOHO-MeTOAMUYECKOE 00ecIIeYeHHe CAMOCTOATEIbHON padoThl 00y4ar0LM XCs
6.1. IlepeyeHb Y4eOHO-METOAMYECKOr0 oOO0ecreYeHUs1 ISl CaAMOCTOAATEJIbHON PadoThI
o0yuyawmuxcsi
Marepwuansl Ui OpraHU3aldN CaMOCTOSTEIILHON PadOThI 0OYJAIOIIMXCS 110 JUCIUTUTHHE

«TexXHOIOTHYECKHE OCHOBBI CHCTEM JJIEKTPOHHOTO JOKYMEHTOOOOpOTa» pa3MElIeHBl B
«OnexTpoHHOU oOpazoBatenbHOU cpene» (https://edu2020.kemgik.ru/course/view.php?id=4144)
Y BKJIFOYAIOT:
Opeanuszayuonusie pecypcol

* Temaruueckuit IIaH AUCUUIIIIMHBI JAJISl CTYACHTOB OYHON (OpMBI 00yUeHUs

* Temaruueckuit IaH AUCUUIIIMHBI AJIS1 CTYACHTOB 3a04HOU (POpMBI 00yUeHHUS
Yuebno-meopemuueckue pecypcoi
Yuebno-npaxmuueckue pecypcoi

* Onwucanus MpakTUYECKUX paboOT
Yuebno-memoouueckue pecypcoi

*  Meroauueckue ykazaHHUs MO U3YYEHUIO TEOPETUYECKON YaCTH TUCIUILIUHBI

* Meroauueckue ykazaHUs MO BBITIOJHEHUIO J1a00OpaTOPHBIX padboT
Yuebno-cnpasounvie pecypcoi

* T'moccapwii, coBapu o AUCHUILIIUHE
Yuebno-naensouvie pecypcoi

*  DJeKTpOHHbBIE MTPEe3EHTALUN
Yuebno-oubauoepaguueckue pecypcol

*  Crnucok peKoOMeHIyeMOU TUTepaTyphbl
DoHO oyeHoUHbIX cpedcma

* Temaruka noxmnanos

*  KoHTposbHBIE BOMIPOCHI 10 pa3jeiaaM JUCIUTUIHHBI

» Tectsl N0 paznenam

* Bomnpocsl k 5K3aMeHy

6.2. TemaTuka 1eJI0BBIX POJIEBBIX H CHTYaIIHOHHBIX TP
Pa3paborka cneHapusi W mnpoBefeHHe Ne10BOM cuTyanuoHHo urpbl «llepexon
yYUpeKAeHUs] Ha 3JIeKTPOHHBIH JOKYMEHT0000pOT.
Lenu:
e 3akperieHUE NOJYyYEHHBIX 3HAaHU.
e MoruBanus mpouecca o3HaHusl.
e @DopMHpPOBAHNE HABBIKOB IIPUHATHUS PEIICHUI B OJJOOHON CUTYyallH.
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3aoanue:
e BriOparh ycioBHOE yupexaeHHe, B KOTOPOM HMEIOTCSI KOMMEPYECKUE CEKPETHI;
e OmnpenenuTsb 3Tarbl BHEAPEHUS 3JIEKTPOHHOTO JOKYMEHTO000POTa;
Omnpenenute CO/1: 3hhekTHBHOCTH BHEPEHUS.
Ponu:
CryneHTsl pacnpeesieHbl Ha 3 MOATrPYIIIbL:
1-1 moarpymmna — pyKoBOJUTEINb YUPEKICHHUS;
2-51 TOATpYyIIa — HAYaJIbHUK OOIIEro oTAena;
3-s moArpymmna — HadaapbHUK otnena UT.
Ilopsiook npogedenus npaKmu4uecKko2o 3aHAmus
1. Opranuzanus 3aHATUS (IPOBEpPKa MPUCYTCTBYIOIIMX U TOTOBHOCTU K 3aHSITHSIM,
00BsIBIIEHUE TEMBI U LIEJIH 3aHITHSI, JOBEIEHUE MOPSIJIKA TPOBEICHUS 3aHATHUSA).
2. Pacrnipenenenue Ha noArpymnIbl ¥ 03ByYMBAaHUE CUTYaIUH.
3. IlpucBoeHue moArpynmnaM MEPBOHAYAIBHBIX poJied (JUPEKTOp YUpEKJEHUS,
PYKOBOIUTENb O0LIEro oTAena, HayanbHUK oTaena UT).
4. OO6cyxeHne CTyJeHTaMHM KaKJI0W MOATpYMHIbl BOMPOCOB IO aBTOMATHU3ALUU
JIeJIONIPOU3BO/ICTBA, PEIIAEMbIX PYKOBOJICTBOM YUPEKICHHUS.
4.1. Bompockl €O CTOpPOHBI NOArPYNIIBI BBICTYNAKOIIMX B POJIM PYKOBOJIUTEIEH
MIPEANPUSTHS.
4.2. Bormpocsl co CTOPOHBI pPyKOBOIUTENEH o01iero otaena u otaena UT.
4.3. OTBETHI U TUCKYCCHH.
4.4. BeipaboTka oOrieit mo3uiuu u o01iero noaxoaa Kk Beioopy CO/1.
5. OO6cyxeHue mpenogaBaTesieM U CTapIIMMHU FPYII OLEHOK YYaCTHUKOB 3aHSITHS.
6. [logBenenne WTOroB 3aHATUS C OOBSBICHHUEM OKOHYATEIbHBIX OILEHOK
YYaCTHUKOB ITPAKTUYECKOTO 3aHATHUSA.
Ooicuoaemvie pesynrbmamol.
DopMHUPOBAHKE CIECAYIOINX KOMITETCHIUMN:
—IIK-1. Cioco6eH pyKOBOIUTH JACSATEIBHOCTHIO M0 JOKYMEHTAIIMOHHOMY 00OCCIICUCHHIO
YIPABIICHUS OpraHU3aALNEH.

6.3. TeMaTuka NPOEKTHOr0 O0y4YeHUs
1. Pa3zpaboTka mMojeneil JOKyMEHTOO00pOTa B OpraHU3aIUsX.

6.4. Meroanyeckue yKa3aHHs Ui OOYYAIOIIUXCH IO OPraHU3AlUM CAMOCTOATEIbHOM
padoThI

CamocrosarensHas pabota oOyuatomuxcs (CPO) sBisercs 00s3aTENbHBIM BUIOM
y4eOHO# pabOTHhI MO AUCIUILIMHE, BBHITIOIHICTCS B COOTBETCTBHH C BBIJIAHHBIM IIPEIIOIaBaTEeIIEM
3aJJaHMEM U B YCTAHOBJICHHBIC CPOKH.

CamocrositenpbHass paboTa OOYYAIONIMXCS HANpaBiICHa HAa OCBOCHHUE TEOPETUYCCKUX
3HAaHUH, OBJaJcHHE NPO(ECCHOHAILHOW TEPMUHOJOTHEH, pPa3BUTHE HABBIKOB pPAa0OOTHI Ha
KOMIIbIOTEpE U B ceT MIHTEpHeT.

Bunamu CPO mo qucuMIiivHe SBISIOTCS: CAMOCTOSITEFHOE H3YyYEHHE TEOPETHYECKOTO
MaTepualia, IOJrOTOBKA K TECTUPOBAHHIO, BBINOJHEHHE YYEOHOTO HCCIICIOBATEIbCKOTO
MPOEKTA, MOJITOTOBKA K SK3aMEHY.

Metoauueckre yKkazaHus MO BBITIOJIHEHHUIO OTaeNbHBIX BUI0B CPO, a Takke TpeOoBaHuUs
K o(opMIIEHHIO U TPEJCTABICHUIO PE3yAbTAaTOB Pa3MEIIEHbl B COOTBETCTBYIOIIMX MOJIYISX
ANIIEKTPOHHOTO Y4eOHO-METOAMYECKOTO KOMIUIEKCA MUCHUIUIHHBI «TeXHOIOTHYeCKHe OCHOBBI
CUCTEM JJIEKTPOHHOTO JJOKYMEHTO000POTay», pa3MEIEHHOTO B « DJIEKTPOHHON 00pa3oBaTeIbHON
cpene» (https://edu2020.kemgik.ru/course/view.php?id=4144)
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Cozeprxanme caMOCTOATENBHOM paboThl 00yJaromuXcs

Tempbl
JJISI CAMOCTOSITEILHOM
padoThI 00yUYaKOIIUXCS

KoaudecTBO 9acoB

= =
S = = S - E
T = 5 S = 5
© =
" 2 > 0o 5
= SO R B
= 1) = 1)
=~

Buanbl 3nanmnii
U COJlepiKaHHe
CaMoOCTOSITeIbHON PadoThl

Paszoen 1. 3axonooamenvn

O-HOpmamueHan oaza e

cghepe 3nekmponno20 00Kymenmoooopoma

BBenenue B cucteMsbl CamocrosiTenpHOE U3y4eHHE
AJIEKTPOHHOTO 2 12 TEOPETUYECKOT0 MaTepuasa; MOATOTOBKA K
nokymeHToob6opota (CO]1) TECTUPOBAHUIO

Cuctemsr CamocTosTeTbHOE H3ydeHHE
periIaMeHTUPYIOLIEH TEOPETHUYECKOTO MaTepHaa; MoAr0TOBKa K
JTOKYMEHTAINH B cepe 4 12 TECTUPOBAHUIO

AIIEKTPOHHOTO

JTOKYMEHTO000pOTa

Pernamenrarus CamocTosITeTbHOE H3YdeHHE

MIPUMEHEHHSI CUCTEMBI TEOPETHUYECKOTO MaTepHaia; MoAr0TOBKA K
AIIEKTPOHHOTO 2 12 TECTUPOBAHUIO

JTOKYMEHTO000POTa B

OpraHu3aluu

Pazoen 2. Cmpykmypuposanue 0GHHBIX U MEMAOAHHBIX 0OKYMEHMUPOBAHHBIX Chep
oeamenpbHOCmU OP2aHU3ayuU

MertananHbpie JOKYMEHTOB CamMoCTOsATEIbHOE U3YUYECHHE

W yIOpaBlIcHUE UMH B 4 12 TEOPETUYCCKOT0 MaTepHaia; MorOTOBKa K
HH(OPMAITMOHHBIX TECTUPOBAHUIO

CHCTEMaX.

Buel, criocoObl CaMOCTOSATEIbHOE U3YUCHUE
MIPEJICTaBICHUS TEOPETUYECKOr0 MaTepHaa; MoroToBKa K
CTPYKTYPUPOBAHHBIX 5 17 TECTUPOBAHUIO

JIAHHBIX U METaJaHHbBIX,

METO/IBI UX

CTPYKTYPUPOBaHUS

Pa3paboTka MmeTamoaenu CaMoCTOSITEILHOE U3y4YCHHE
(apXUTEKTYpHI) TEOPETUYECKOro MaTepuaja; MOJArOTOBKA K
CTPYKTYPUPOBaHHBIX TECTUPOBAHUIO

JTAHHBIX U METaIaHHBIX 2 17

JTOKYMEHTHUPOBAHHBIX

cdep nesTenbHOCTH

OpraHu3aIuu

Pazoen 3. Hugpopma

63auUMoO0eiicmeus cucmem JJieKkmp

YUOHHbBIE ROMOKU CHPYKIMYPUPOBGAHHBIX OAHHBIX U ROPAOOK
OHHO20 00OKyMeHmoodopoma

OyHKIIMOHATbHBIE
U TEXHUYECKHE
xapakrepuctuku COJ]

2 12

CaMOCTOSTEIIFHOE HU3YyUCHUC
TCOPCTHUYCCKOTO MaTCpuraia, NOATOTOBKA K
TCCTUPOBAHUIO
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Enuneie cucreMnl CamocTosATenbHOe U3YUYEeHHE

XpaHeHus1 ¥ 00paboTKu TEOPETUYECKOTO MaTepHaa; MoAroToBKa K
uHpopMaUU U 17 TECTUPOBAHUIO

BO3MOKHOCTH UX

B3aUMOJICUCTBUSA

DNEeKTPOHHOE CaMoCTOSTENBHOE U3yUEHUE
B3aMMO/ICHCTBHE TEOPETHUYECKOTO MaTepHaa; MoAr0TOBKa K

IOPUINIECKUX U
(bU3NIECKUX JIHII C
rOCyJapCTBEHHBIMH
OpraHamu BJIaCTH

TECTUPOBAHUTIO
14 P

Pa3zoen 4. Opzanuzayuonnsle u mexHo102U4eCKUE MEMOObL COBEPUIEHCINBOBAHUA
INEKMPOHHO20 OOKYMEHM00H0opoma

Onrumu3anus CaMOCTOSTeThHOE U3YUCHUE
JOKYMEHTOTIOTOKOB B 1 13 TEOPETUIECKOTO MaTepHalia; MOrOTOBKa K
OpraHu3aIuu TECTHUPOBAHUIO
[Tpumenenme CaMOCTOSTETbHOE U3YUCHUE
MPOIIECCHOTO TIO/IX0/1a B 1 13 TEOPETUIECKOTO MaTepHalia; MOArOTOBKA K
chepe TOKyMeHTOOo0opoTa TECTUPOBAHUIO

20 151 [ToaroToBKa K 9K3aMEHY

7. ®OHJ OLIEHOYHBIX CPEICTB

Bxirouaer OLCHOYHBIC CpCACTBA /I TCKYHICIO KOHTPOJA YCIIEBACMOCTH W I
MPOMEKYTOYHOM aTTECTALIMUTIO ATOraM OCBOCHMS  gucuuIUiuHbl.  CTpyKTypa U
coaepxanue (PoHIa OIEHOYHBIX CPEJACTB NPEICTABICHBI B AJIEKTPOHHOW WH(GOPMAIIMOHHO-
obpazoBarenshoii  cpenme  (https://edu2020.kemgik.ru/course/view.php?id=4144) wu Ha caiite
KemI'MIK (https://edu2020.kemgik.ru/course/view.php?id=4144).

8. YueOHO-MeTOAMYecKOe U MH(OPMAIIHOHHOE 0O0ecTiedeHUe U CIIUTIINHbI
8.1.Cncok tureparypbl

Ocnoenasa numepamypa

1. besomacHOCTh DIEKTPOHHOTO JOKYMEHTOOOOpoTa: yudeOHoe mocobme: [16+] /
I1. A. Tumenko, FO. M. Kazakos, P. A. ®ununmnos [u ap.]. — Mocksa ; bepaun : {upekt-
Memua, 2021. — 54 C. - Pexum JOCTyna: o HOIIUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=602225. — bubnuorp. B xu. — ISBN
978-5-4499-1928-1. — TekcT : AICKTPOHHBIM.

2. TIpunbepr, A.C. JlokyMeHTalMOHHOE oOOecleyeHue yrnpaBJieHUs: y4eOHMK /
A.C. I'punbepr, H.H. I'op6aués, O.A. Myxametmuna. - Mocksa : FOuutu-Jlana, 2015. -
391 c. // YuuBepcurerckas Oubnnoreka online: smekTpoH. Oubn. cuctema. — URL:
http://biblioclub.ru/index.php?page=book&id=115031. — TekcT: FMEKTPOHHBII.

3. OcCHOBBI TNpPOEKTUPOBAHMSI CHUCTEM DJIEKTPOHHOTO JOKyMEHTO00OpoTa: ydeOHOe
ANEKTpOHHOE U3aHue: yuebHoe mocodue: [16+] / M. H. Kpacusauckuii, C. B. Kapmymikus,
A. 1. O6yxoB [u np.]. — TamboB : TamOOBCKMII TOCYyIapCTBEHHBIH TEXHHUYECKHM
yausepcuteT (TI'TVY), 2018. — 81 c. : cxem., win. — Pexum gocTyma: mo MOAMMCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=570397— TekcT: aneKTPOHHBIN.

Hopmamuenvie 00Kymenmaol
3akonodamenvHble u HOpMamueHvle npagosvie akmol Poccutickotl Dedepayuu:
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https://biblioclub.ru/index.php?page=book&id=602225
http://biblioclub.ru/index.php?page=book&id=115031
https://biblioclub.ru/index.php?page=book&id=570397

Poccuiickass ®enepauusi. 3akonbl. OO0 apxuBHoM jnene B Poccuiickoit ®enepanuu:
denep. 3akon: [yrB. 22.10.2004 r. Ne 125-®3] // Koncynsrant [laroc: crnpaBouHas
mpaBoBasi cucrema. — 3ari. ¢ 3kpana . — URL: http://www.consultant.ru/. — Tekcrt:
JJIEKTPOHHBIH.

Poccuiickass @eneparus. 3akoHbl. O TOpsIKE pPacCMOTPEHHS OOpalleHHW Tpa)aaH

Poccuiickoit @enepanuu: deaep. 3akon: [yrs. 02.05.2006 r. Ne 59-d3] // Koncyiasrant

[Tmroc: CrpaBOYHas MpaBoBas cucrema. - 3am. ¢ 9kpaHa. — URL:

http://www.consultant.ru/. — TekcT: 3J€KTPOHHBIIA.

Poccuiickas @enepanus. 3akonsl. O6 nHpopManuu, HHGOPMAITMOHHBIX TEXHOJIOTHSAX U O
3amute nHbopmanuu: ¢enep. 3akoH: [yre. 27.07.2006 Ne149-D3 02.05.2006 1. Ne 59-03]
/I Koncynsrant Ilmioc: cmpaBouHas mpaBoBas cucTema. - 3aril ¢ 3kpaHa. - URL:
http://www.consultant.ru/. — TexcT: 3J€KTPOHHBIIH.

Poccuiickas ®@enepanus. 3akonbl. O0 opraHu3alMy NpeAoCTaBICHUS TOCYAapCTBEHHBIX
U MYHHIUOAIbHBIX ycuyr: ¢enep. 3akoH: [yrB. 27 wmions 2010 r. Ne 210-d3]  //
Koncynbrant Ilmroc: cmpaBouyHasi mpaBoBas cuctemMa. — 3ari. ¢ skpaHa - URL:
http://www.consultant.ru/. — TexcT: 3JIeKTPOHHBIIH.

Poccuiickas ®enepanus. 3akoHbl. OO0 31eKTpoHHOM moamucu:. denep. 3aKoH: [YTB.
06.04.2011 r. Ne63-®3] // Koncynerant [Intoc: cripaBouHas mpaBoBas cucTemMa. — 3aril.
¢ akpana. - URL: http://www.consultant.ru/. — TekcT: 3JeKTPOHHBIH.

Poccuiickass deneparusa. 3akonpl. O MEepCOHANBHBIX JTaHHBIX:  (eaep. 3aKOoH: [YTB.
27.07.2006 t. Ne 152-®3] // Koncynbrant Ilmoc: cnpaBouyHasi mpaBoBasi CUCTEMa. —
3ar. ¢ skpana. - URL: http://www.consultant.ru/. — TekcT: 371eKTPOHHBIH.

Hopmamusno—memoouueckue u HopmamueHo—mexHuueckue OOKyMeHmbl.

. O0 yrBepxnenuu [IpaBui aenonpon3BoACTBa B PeiepaIbHBIX OpraHax UCIOJHUTEITLHON
BiacTu: (YTBEpKACHHBIMH MocTaHoBIeHHEM [IpaButenbctBa Poccuiickoit @enepanun ot
15 urons 2009 1. Ne 477) // KorcynwranT [lmtoc: crnpaBouyHasi mpaBoBas cMCTeMa. — 3aril.
¢ akpana. - URL.: http://www.consultant.ru/document/ cons_doc_LAW _88695/. — Tekcr:
3JIEKTPOHHBIMN.

. TOCT P 7.0.97-2016. Cucrema cranmaptoB 1o wuHdopmanuu, OHOIMOTEYHOMY H
u3aTeabcKoMy neny. OpraHu3aloOHHO-PacIopsANTENIbHAS JOKyMeHTanus. TpeboBaHuMsI
K 0()OPMIICHHIO TOKYMEHTOB. — TEKCT: HEMOCPEACTBEHHBIN.

. TOCT P 7.0.8.-2013 CHUBU/. [denonpow3BOJACTBO W apXWBHOE ACIO - TEepMHUHBI U
omnpeneneHus. — TeKcT: HemoCpeACTBEHHBIN.

. TOCT P 52294-2004 WndopmanuoHHas TEXHOJOTHs. YIpaBJI€HUE OpraHU3aIHei.
DJIEKTPOHHBINA PErjJaMeHT aJMUHUCTPATHBHON M CiyxeOHOM aesTeibHOCTH. OCHOBHBIC
MOJIOXKEHUSI. — TEKCT: HeMoCPEICTBECHHBIH.

. TOCT 7.70-2003 CHBUJI. Omnucanmme 06a3 JaHHBIX W  MAalIHHOYHUTAECMBIX
nHpOpMAIMOHHBIX MaccuBOB. CocTaB W 0003HAYCHUE XAPAKTEPUCTHK. — TEKCT:
HETIOCPEICTBCHHBIN.

. TOCT P  51353-99 I'eoundpopmanmonHoe  kaprorpadupoBanue. MeTagaHHbIe
3JIeKTPOHHBIX KapT. CocTaB U cojiepkanue. — TeKCT: HermocpeICTBEHHbIH.

. TOCT P UCO 22310-2009 CUBU/. Uudopmarus u JoKyMeHTarus. PykoBoJcTBO ams
pa3pabOTYMKOB  CTAaHAApPTOB, YCTAHABIMBAIOIIMX TpeOOBaHHS K  YIPaBICHUIO
JTOKyMeHTaMH. — TeKCT: HeloCpeICTBEHHBIH.

. TOCT P 53898-2013 Cuctembl 3J€KTPOHHOTO JOKyMeHTOoOOopoTa. B3ammopeiicTBue
CHCTEM YIpaBJIeHHUS JOKyMEHTaMHU. TexHudyeckue TpeOOBaHUS K DIIEKTPOHHOMY
coo0mIeHn10. — TeKCT: HemoCpeICTBEHHBIH.

. TOCT P 54989-2012 ObGecneueHue JOJNTOBPEMEHHOM COXPaHHOCTH 3JIEKTPOHHBIX
JOKYMEHTOB. — TeKcT: HermocpeiCTBEHHBIH.
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https://ecm-journal.ru/docs/Federalnyjj-Zakon-N-149-FZ-Ob-informacii-informacionnykh-tekhnologijakh-i-o-zashhite-informacii.aspx

10.TOCT P 54471-2011 CucreMbl 3IEKTPOHHOTO JOKYMEHTOOOOpOTa. YIIpaBIICHHE
nokymeHnTarueil. Magopmarus, coxpansemas B 3JIEKTPOHHOM BHJle. Pekomenaanuu mo
00eCTeyeHN O JOCTOBEPHOCTH U HAJIE)KHOCTU. — TEeKCT: HEMOCPEACTBEHHBIN.

/Jlonoanumenvhan numepamypa

1. Kyzueuos, C.JI. CoBpeMeHHbIE TEXHOJOTMM JOKYMEHTAI[MOHHOTO oOecredyeHus
yIpaBlieHUs: ydeOHOoe mocobme aisi By30B. — 2-¢ W3A., nepepad. m jgom. — M.:
MzparensctBo « TEPMUKAY, 2014. — 288 c. — TekcT: HenmocpeaCTBEHHBIM.

2. PwibakoB, A.E. OcHOBHI aenonpon3BoicTBa: yaeOHUK / A.E. Peibakos. - 3-e uzn., ucmp. -
Mumnck : PUIIO, 2016. - 320 c. // YauBepcuteTckast oubauoreka online: siexTpoH. 6uodi.
cucrema. - 3ari. ¢ akpana — URL: http://biblioclub.ru/index.php?page=book&id=463666.
— TeKCT: PNEKTPOHHBIN.

8.2. Pecypchl uHGOpPMAIIHOHHO-TEJIEKOMMYHHUKAIMOHHOI ceTn «AHTEepHeT»

e Bcepoccuiickuit HUM  noxymenroBenenuss U apxuBHoro jgema. —  URL:
http://www.vniidad.ru;

e [unpaus ympaBJSIIOIIMX OpraHusanueil: npodeccuoHalbHbI GOpyM pyKOBOIUTENEH U

CIIEIATICTOB B 00JacTH yrpasienus gokymentamu. — URL: http://www.gdm.ru/;

Wudopmarronnsiii mopran «Zakonbase.ru». — URL: http://zakonbase.ru;

KoprioparuBHasi cuctemMa dJIEKTPOHHOTO JOKyMeHTooOopoTa Directum/ - URL:

https://www.directum.ru/;

e [IpaBoBoii mopTais B chepe KyabTypbl: HHGOPMAITMOHHO-CIIPaBOYHAsl 0a3a HOPMATHUBHBIX
JOKYMEHTOB 1O KYJIbType / MuHHCTEpCTBO KynbTyphl Poccuiickoit denepammu. — URL:
http://pravo.roskultura.ru;

e Poccuiickuii  Hay4HO-TEXHUYECKMW IeHTp HWH}OpManuu TO  CTaHAapTHU3AIUH,

Merposiorud  u  omneHke cootBerctBus «CTAHAAPTUH®OPM». - URL:
http://www.gostinfo.ru/;
e Cekperapckoe JIelo:  ©KeMecsuHbli  mpodeccuoHanmbHBIM  KypHain. —  URL:

www.sekretarskoe-delo.ru;
o OdezpepabHOE areHTCTBO IO TEXHUYECKOMY PETYIUPOBAHUIO W METPOJIOTHH
(Poccranmapr). — URL.: https://www.gost.ru;
e [leHTp KOMIIETCHIIMU MO BOIPOCAM JOKYMEHTAIIMOHHOTO OOECICUCHUs YNpPaBICHUS H
apxuBHoro jaeina. — URL: http://www.edou.ru;
ECM-Jornal.rtu Baxnoe 00 53JI€KTpOHHOM JOKYMEHTOOOOpOTE U yIPaBICHUU
B3aumoeiicreueMm. — URL: www.ecm-jornal.ru;
PRO-lenonpousBoactso u CO/1: moptan ans pykooaureneii cnyx6 IOV u cekperapeii
Bcex ypoBHer. — URL: www.sekretariat.ru.

8.3. IIporpammHoe obecnieyeHne 1 HHPOPMALMOHHBIEC CIIPABOYHBIC CHCTEMbI
IIporpammHoe obecrieueHue:
- IUYEH3UOHHOE NPOSPAMMHOE 0becneyeHue:
— omnepanuonHas cucrema — MS Windows (10, 8,7, XP)
— oducheni naker — Microsoft Office (MS Word, MS Excel, MS Power Point, MS
Access)
—  C3B/]] DirectumRX (1o Cornamenunio Nel18-08130 Ha MCIIOIE30BaHKE TPOTPAMMHOTO
obecrnieyeHus B Y4eOHBIX LETIX)
- c60000HO pacnpocmpamnsemoe npozpammHoe obecneverue:
— o¢ucHsii naker — LibreOffice
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— Opaysep - Mozzila Firefox (Internet Explorer)
— o¢ucHsii naker — LibreOffice

bazml JaHHBIX, I/IH(bOpMaLII/IOHHO-CHpaBO‘-IHBIe U ITOHUCKOBBLIC CUCTCMBI.
— Koncynsrant Ilmroc.

9. MaTepuajibHO-TeXHUYECKO€e o0ecredeHne T CUNIITUHbI

Hamnumne yueOHOM mabopaTopuy, OCHAUICHHOW TPOCKIMOHHOW M KOMIBIOTEPHOH
TEXHUKOMN, UHTEIrpUPOBAaHHOMN B IHTEpHET.

Hanmnyne  HOpPMAaTHUBHBIX  JOKYMEHTOB, pPETJIAMEHTHPYIOMIMX  HWH()OPMAIMOHHBIC
TEXHOJIOTUH, (DOHJIA SJTEKTPOHHBIX HH(POPMAITMOHHBIX PECYPCOB (AEMOBEPCH).

10. OcobGeHHOCTH peaju3alMyu AUCHUIIMHBI IS WHBAJIMIOB H JIMI C OrPAaHMYEeHHBIMH
BO3MOKHOCTSIMH 3710POBbSI.

Jlia obGecrieueHus 00pa30BaHMUS HWHBAIUAOB M OOYyYarOMIMXCS C OrPaHUYEHHBIMU
BO3MOXHOCTAMM 3J0POBbA NMPUMCHACTCSA HHI[HBHI[yaHBHBIﬁ II0aX0J K OCBOCHHIO JUCIIUIIIIMHBI,
WHIVBUAYyaJIbHbIE 3a/laHusl C YYE€TOM OCOOEHHOCTEH HuX TNCHUXO(QHU3UYECKOrO pa3BUTHS U
COCTOSTHHS 37I0POBbSL.

[Ipn cocTaBieHMHM HHIUBUIYaIbHOTO Tpaduka oOydyeHUs NPeayCMOTPEHBI pa3IUyHbIE
BapUaHTHI MPOBEJCHUS 3aHATHI: B 00pa30BaTEIbLHON OpraHu3aiii (B akaJeMUIeCcKON TpyIe u
I/IH)II/IBI/IHyaJ'IBHO), Ha TOMY C UCITI0JIb30BaAHUEM JUCTAHIIMOHHBIX O6p330BaTeJ'II)HBIX TEXHOJIOTHIA.

JInst OCyIIECTBJICHUS TMPOLEAYp TEKYIIEr0 KOHTPOJIS YCHEBAEMOCTH U TMPOMEKYTOUHOI
aTTecTali OOYYalOIIMXCs CO3MAr0TCs (OHIBI OIICHOYHBIX CPENCTB, AJANTHPOBAHHBIC I
VMHBAJIUIOB U JIMIl C OTPAHMYECHHBIMH BO3MOKHOCTSIMU 370POBBS M IO3BOJISIONIME OLCHUTH
TOCTIHKCHHE MMM 3aIUIAHHPOBAHHBIX B OCHOBHOI 00pa30BaTeNbHOI NporpamMMe pe3yiabTaToB
o0y4eHHs U ypOBeHb C(HOPMUPOBAHHOCTH BCEX KOMIIETCHIIMH, 3asBICHHBIX B 00pa30BaTEIbHON
nporpamme. C  y4eToM  MHAMBUAYAIBHBIX  MCHUXO(U3MOJIOTHYECKUX  OCOOCHHOCTEH
00y4Jaromuxcsl yCTaHABIMBAIOTCS CIEAYIOIINE adanTHPOBAHHBIE (JOPMBI ITPOBEICHNS TEKYILETO
KOHTPOJIS YCIIEBAEMOCTH M NIPOMEXKYTOYHOW aTTECTAllMM: JUIL JIMI C HapyLICHUEM 3PEHUS
3a7aHus MIPEUIaraloTcs ¢ YKPYITHEHHBIM MIPUQTOM, JUIS JIHUI C HApyIIEHHEM CITyXa — OLCHOYHBIE
CPEICTBa MPEIOCTABISIOTCS B MUCBMEHHON (hOpMe C BO3MOXKHOCTBIO 3aMEHBI YCTHOTO OTBETa Ha
MUCBMEHHBIN, JUIS JIUL ¢ HAapyIIEHUEM OMOPHO-BUTaTEIBHOTO aIapara JBUraTelbHble GOpMbI
OLICHOYHBIX CPEJICTB 3aMEHSIOTCSI HA IHCHMEHHBIC/YCTHBIE C HMCKIIOUYCHHEM JIBUTATEIHHOM
aKTUBHOCTH. [Ipym HEOOXOAMMOCTH CTYIECHTY-MHBAJIHIY IPEJOCTABISACTCS JOMOJIHUTEIHHOE
BpeMsl IS BBINOJNHEHMs 3a4aHus. lIpy BBIOMHEHWW 3aJaHui JUIS BCEX TPYNI JIHMI C
OTPAaHMYCHHBIMH BO3MOJKHOCTSIMH 3J0pPOBbSI JIOITYCKAeTCS NPUCYTCTBHE WHAWBUIAYAIHHOTO
MIOMOIITHAKA-COMPOBOXKJAIONIETO Ui OKa3aHWs TEXHUYECKOW MoMomMu B  0(hOpPMIICHUH
pe3y/IbTaToB MPOBEPKH Cc(HOPMHPOBAHHOCTH KomnereHuuid. dopma mpoBeneHHs TEKyIIed MU
NPOMEXYTOYHOW aTTecTallMyd Uil CTYJACHTOB-MHBAIHMIOB YCTAHABIMBAETCS C  YYETOM
WHIUBUIyaBHBIX TICUXO0(PHU3UYECKUX 0COOEHHOCTEH (YCTHO, MTUCBMEHHO Ha Oymare, MTMCbMEHHO
Ha KOMITbIOTEpE, B ()OPME TECTHPOBAHHS U T.IL.).

[MonOop um pa3paboTka y4eOHBIX MaTepUaOB OCYLIECTBISETCS C YYETOM TOTO, YTOOBI
NPEAOCTaBIATh STOT MaTepuall B pa3IMYHBIX (OpMax Tak, YTOOBI WHBAIHIBI C HAPYIICHUSMH
Cllyxa TONydalnd WHGOPMALMIO BH3YaJdbHO, C HApYyHICHUSIMH 3pEHUS - ayAWalIbHO.
OOyyaronuecss HHBAIUABI W JIMIA C OTPAaHUYCHHBIMH BO3MOKHOCTSIMHU 3/I0POBBSI 00€CTIeYeHBI
y4e0HO-METOIMUECKUMHU pecypcaMu B (opMax, aZanTHPOBAaHHBIX K OTPAaHUYEHUSIM UX
3JI0POBBS. Y4eOHO-METOANYECKUE PECYPCHI IO AUCHHIUTHHE «TeXHOIOrHYecKne OCHOBBI CHCTEM
ANEKTPOHHOTO JIOKYMEHTOOOOpOTa» pa3MelIeHbl Ha caiite «DIeKTpOHHas 00pa3oBaTelbHAs
cpena Kem['MIK» (https://edu2020.kemgik.ru/course/view.php?id=4144), koTopas UMeeT BEpCUIO
IS C1a00BUISIITHX.
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11. IlepeyeHb KIIOYEBbIX CJIOB
AOGOHEHT CUCTEMBI AJIEKTPOHHOTO JOKYMEHTO000pOTa
AJIMUHUCTPATOP CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTa
baza nannHbIxX
Buiagenen imuHoro Kirouda
Brnanenen ceptudukara OTKpBITOTO KITFOYa
JlanHbI€ (3NIEKTPOHHBIE JAHHBIC, IIU(POBHIC TaHHBIC)
JoxymenTarmonHoe odecnieuenue ynpasieHus (10VY)
JIOKyMEeHTO000POT
KBamuduumpoBannas snekrponnas noanuck (KIIT)
KpanudunupoBanubiii cepTu(UKaT OTKPHITOrO KIIF04a
KopnopaTuBHas crcreMa 3J1eKTpOHHOTO JOKYMEHTO000poTa
JIngHbBIA KITFOY (3aKPBITHIN KITFOU, KITIOY DJIEKTPOHHOMW MOAMUCH
MertananHbie
MesxkopriopaTuBHasi CUCTEMa 3JIEKTPOHHOIO JOKYMEHTO000poTa
OO6naunblii cepBHC (00IaYHBIE TEXHOJIOTHH )
Omneparop cucTeMbl AIEKTPOHHOTO JOKYMEHTO000poTa
OTKpbITasi CUCTEMA 3IEKTPOHHOTO JOKYMEHTO000pOoTa
Onudposka (oruppoBbIBaHUE)
[ToanuHHOCTD ANIEKTPOHHOTO JOKYMEHTA
[loanucanue JOKyMeHTa B 3JIEKTPOHHOM BH/JIE
Peructpanmonno-kontposibHas kaptouka (PKK, kapTouka noxymenTa)
Cucrema 31eKTpoHHOTO AOKyMeHToo0opoTa (CO/I)
YyacTHUK (A00HEHT) CUCTEMBI AJIEKTPOHHOTO JOKYMEHTOO0OpOTa
[udposas moanuck
DJIEKTpOHHAs MeYaTh
OnekrponHas nmoanuck (II1)
OnekrponHas nudposas noanuck (DLIT)
DNEKTPOHHBIN apXUB (APXUB AIEKTPOHHBIX JOKYMEHTOB)
DOneKkTpoHHBIN JoKyMeHT (D /)
DNeKTpOHHBIN JokyMeHT0o000poT (D/10)



