EJIELIKU TOCY JAPCTBEHHBI YHUBEPCUTET um. N.A. BYHUHA

PABOYAS ITPOI'PAMMA JIUCHUITJINHBI
b1.B./1B.09.01 DieKTpoHHBINH JOKYMEHT0000POT

Hanpasaenue noaroroBku: 45.03.01. Quronocus

Hanpasaennocts (mpoguin): Cnuupatimune u 0e1080e AOMUHUCMPUPOBAHUE
KBanmudukanus (crenenn):  Oaxanasp

dopma 00y4eHUs: ouHas

Nucruryr: gunonocuu
Kadenpa: pyccrozco asvixa, memoouxu e2o npenooasanus u 00OKYyMeHmMOB8eOeHs.

ouyHas popMa | OYHO-320YHAS 3a04Hast
dhopma dbopma
Kypc 4
CemecTp/Tpumecrtp 7
Jlekuuu
JlaGopaTopHble 3aHATHS
IIpakTHYecKkHe (CeMMHAPCKHE) 24
3aHATHA
KouncyabTammuu 2
®opma(bl) MPOMEKYTOUYHOM
pma(sr) np y Ik3amen — 0,3
arTrecTanumn
KonTpoJb 27
CamocrosiTesibHas paboTa 54,7

Bcero yacos:_108
TpynoemkocTb: 3 3a4eTHBIX eIMHMII.

Pa3pabotuuk paboueil mporpaMMbl: KaHAUAAT MEJarorvueckux Hayk, noueHT Meanosa M. 1O.



I. OPTAHU3AIIMOHHO-METOJJUYECKHAM PA3IEJ

Henr wu3ydyeHus [AUCHMIUIMHBI: IIPOYHOE YCBOCHUE TEOPETUYECKUX U
METOJ0JIOTUYECKUX OCHOB 3JIEKTPOHHOIO, MPOLIECCOB CO3[aHMsl, (PYHKIIMOHUPOBAHUS U
pa3BUTUSI MaccUBa JOKYMEHTOB, B KOTOPBIX MH(pOpMalus NpPEJCTaBI€HA B 3JIEKTPOHHO-
udpoBoii popme.

B obnactu BocnuTaHUs LENBIO SIBISETCS Pa3BUTUE y CTYIEHTOB IPaBOCO3HAHUS,
IPAKJAHCKOM OTBETCTBEHHOCTH, IIYOOKOTO YBa)XEHUS K IpaBy W 3aKOHY, HeajlaM
MIPAaBOBOTO TOCYAApCTBa; ILEJIECYCTPEMIICHHOCTH, OPraHU30BAHHOCTH, TPYHOJIIOOHUS,
OTBETCTBEHHOCTH, TOJIEPAHTHOCTH; MOBBIIICHUE OOIIEH KyJIbTypbl, BRIpa0OTKAa HABBIKOB U
YMEHUN CaMOCTOSTEIbHON paOOTHI.

3agaum u3ydyeHust JMCUMILINHBI:

- (QopmMupoBaHHE y CTYACHTOB 3HAHM 00 OCHOBHBIX UYepTax »dJIEKTPOHHOTO
JOKYMEHTa ¥ €ro OTIMYMIX OT TPaJAMIMOHHOIO JOKYMEHTA; IMPUPOJAE U CYIIHOCTH
AJIEKTPOHHOT'O JAEJIONPOU3BOICTBA U 3JIEKTPOHHOTO IOKYMEHTO000POTAa;

- (opmMHpoBaHHE CIIOCOOHOCTEN OIpPENEsATh YCJIOBUS HPUIAHUS SJIEKTPOHHBIM
JOKYMEHTaM M COOOUICHUSIM FOPUIUUYECKON CUIIBI;

- (opmupoBaHue YMEHUH NPUMEHSTh MEphl, MO3BOJIAIOIINE OOECIECUUTD
JI0Ka3aTEIIbCTBEHHYI0  CHJIy  JJIGKTPOHHBIX  JOKYMEHTOB U  COOOIIEHWH, BecTH
JEJI0NPOU3BOACTBO B OPraHU3ALINH;

- HAy4YuTh IMOJb30BATbCS YHU(PUIMPOBAHHBIMU JTOKYMEHTaMH, O(OPMIISTH
YIIPABIECHYECKYIO JOKYMEHTAIUIO.

Mecto qucuuniaunsl B cTpykrype OIIOII: peannsyercs B pamkax BapHUaTUBHOU
yactu 610ka b1. lucuumiunasl (MOAyn).

Ili1anupyembie pe3yJbTaThl 00yYeHHUs M0 JMCHHUIIMHE:

Kon IInanupyemsie pe3yabTaThl 00y4eHUs
KOMII I/IHZII/IKaTOpLI JAOCTHIKCHHUA KOMIIETCHIIMHU 110 AMCHUILIHHE

IK-8. 3HaTh: 3HaeT: KaHpPbl TEKCTOB JI€JIOBOIO M
Bnanenue — HparmMaTH4yecKue CPEICTBA | HAYYHOI'O COJIEP/KaHUsS; CTaHIApPTHbIE
6a30BBIMU OpraHu3aluu U MIOCTPOCHHUSI | METOAUKHU u necTByrolme
HaBbIKaMU OpPUTMHAJIBHBIX TEKCTOB BCEX | HOPMaTHUBBI pa3IMYHBIX THUIIOB
CO3/1aHUS Ha CTHJIEH, CpeacTBa OCHOBHOTO | TEKCTOB.
OCHOBE M3Y4aeMOTO SI3bIKa JJIS BBIPAXKCHUS
CTaHJIapPTHBIX JOTUYECKOW W 3MOLMOHAIBHO-
METOJIUK U OLICHOYHOW HMH(poOpMaIMU  JIFOO0H
JEWCTBYIOIIUX CIIOHOCTH;
HOPMaTUBOB — CHCTEMY XaHPOB TEKCTOB JEJIOBOTO
Pa3IMYHbIX Y HAYYHOT'O COJIepKaHus;
TUIIOB TEKCTOB — CTaHJapTHbIE METOUKH U

JIEHCTBYIOIINE HOPMAaTHUBBI

pa3IMYHBIX THUIIOB TEKCTOB;

— THIIOBBIE MaKpOCTPYKTYpPbl Pa3HOTrO
pola  TEKCTOB, MNPHHLUMIBI  HX
pEeIaKTUPOBAHUS.
— OCHOBHBIE IIOHSTHSI CTUIIMCTHUKH,
MIPUHIIMIIBI u MIPUEMBI
JUTEPATYPHOTO PENAKTUPOBAHMUS;
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JIEHCTBYIOIINE HOPMATHBBI
co3maHusi OQUIMAIBHO-IEJIOBBIX U
HAyYHBIX TEKCTOB.

YMeTh:

CO3/1aBaTh Pa3jIM4HOTO PO/ia TEKCTHI,
OTTAJIKUBASICh OT JIEHCTBYIOIIUX
HOPMAaTHBOB;

pEeIaKTUPOBATh TEKCT;

CO3/1aBaTh BCE BU/IbI
npoecCuoHaNbHBIX TEKCTOB U
JIOKYMEHTOB;

YyCTaHaBIMBAaTh KOHCTPYKTUBHBIE
OTHOIICHHUS B KOJUIEKTHUBE, paboTaTh
B KOMaH/Ie Ha 00U pe3ybTar;
OpraHU30BaTh AaHAJTUTHYECKUN
MOAXO/ K ACSATEIHHOCTH T10
CO3aHMIO PA3TUYHBIX TUIIOB
TEKCTOB.

YMeer: co3naBarh BCE BUbI
po¢eCCHOHATBHBIX TEKCTOB U
JIOKYMEHTOB; YCTaHABJIMBATh
KOHCTPYKTHUBHBIC OTHOIIICHHS B
KOJUIEKTHBE, pab0oTaTh B KOMaH/Ie Ha
0OIIni pe3ynbTar.

Baagern:

HaBBIKAMH BOCTIPUSITHS M CO3/IaHHS
YCTHBIX U TMCbMEHHBIX TEKCTOB
0001 TeMaTHKH, B TOM YHCJTIE B
XO0Jie HAy4HOU U
npodeccuoHanbHOM
KOMMYHUKAIUH,
KOMMYHUKATUBHBIMU TaKTUKaMU;
TEXHOJIOTHSIMU U METOJIMKAMU
CO3/IaHUs PA3IUYHBIX TUIIOB
TEKCTOB Ha OCHOBE JEHCTBYIOLIUX
HOPMAaTHBOB;

TEXHUKaMHU U METOJMKaMH1
ONTUMAIBHOTO PaCIpPEACIICHUS
PECYPCOB JUIsl TOCTUKEHUS
MOCTaBJIEHHBIX 1IEJI€H, CBA3aHHBIX C
peanu3anuen Toro Wil HHOTO
MIPOEKTA;

HaBBIKAMH HCTIOJIb30BaHUS
MOJYyYECHHBIX 3HAHUW B
npodeCCHOHATILHOMN 1€ TEIbHOCTH.

Biajeer: TeXHUKaMHU U METOUKAMU
ONTHUMAJIBHOTO PACTIPEICIICHHS
PECYpPCOB JUIS IOCTHIKCHUSI
ITIOCTAaBJICHHBIX Heﬂeﬁ, CBA3aHHBIX C
peanu3anueil Toro Wik HHOro
IPOEKTa; CIIOCOOEH HCII0Ib30BaTh
HOJIy4YCHHbBIC 3HAHUS B
podecCHOHATBHOMN e TETLHOCTH.

II. COAEP)KAHME U OB BEM JUCHUIIJINHBI

00yYaromuxcs

€ YKa3aHHEM KOJIHYECTBA YaCOB, BbI/ICJICHHBIX HA KOHTAKTHYIO padoTy

¢ npenogasareseM (110 BUAAM y4eOHBIX 3aHATHI) U HA CAMOCTOSITEJIbHYIO padoTy

Ounas ¢popMma o0yueHust

/o

HanmeHoBaHMe pa3je/ioB U TeM

Bcero

AYyIUTOPHBIE 3aHATUS Cam.

JIK 113 JIb

pao.




1. | Pazpen 1. «<Ha3naueHnue kypca, 30 6 15
HUCTOYHHMKHU, UCXOOHBIC ITIOHATHUA»

2. | Tema 1. « OcHOBHBIE MOHATHS Kypca 10 2 5
«DJIEKTPOHHBIN JTOKYMEHTOO00POTH)

3. | Tema 2. «HopmaruBHO-1IpaBoBas 0aza 10 2 5
JIEJIOTPOU3BOJICTBAY
Tema 3. «Opranuzanus 10 2 5

JOKYMCHTAITUOHHOT'O obecrneueHus
YIIpaBJICHUSA B SHGKTpOHHOﬁ CHCTEME»

4. | Pa3znea 2. « DIeKTpOHHAs cCUCTEMa 37,7 10 19,7
yIpaBiIeHUS TOKYMEHTAIUEH

5. | Tema 4. «Opranuszanust 371€KTPOHHOM 10 2 5
CHCTEMBI YIIPaBJICHUS
JOKyMEHTOOOOPOTOM)

6. | Tema 5. «KABTOMAaTH3aIMsI COCTABJICHUS 7,7 4 4,7
AIIEKTPOHHBIX IOKYMEHTOBY

7. | Tema 6. «ABTOMAaTH3aIMS TPOIIECCOB 10 2 5
BBOJIa IOTOKOB BXOJSIIIIUX TOKYMEHTOB)
Tema 7. «ABTOMaTHU3aIs XPaHEHUSI 10 2 5
JIOKYMEHTOB)

8. | Pazgen 3. « CucTembl 3JIEKTPOHHOTO 40 8 20
JIOKYMEHT0000pOTa»

9. | Tema 8. « Opranuzarus CuCTeM 10 2 5
AIIEKTPOHHOTO JJOKYMEHTOOO0POTa»

10. | Tema 9. «Cucrema aBTOMaTHU3ALNH 10 2 5

JIEJIONPOU3BOJICTBA U 3JIEKTPOHHOTO
nokymeHToo0opota «IEJIO»»

11. | Tema 10. « CpaBHEHUE PNEKTPOHHBIX 10 2 5
CUCTEM YIPaBJICHUS
JJOKYMEHTOOOOPOTOM »

Tema 11. «3amura uHGOp™MaIuM B 10 2 5
JIEKTPOHHOM JIOKYMEHTO000pOTE»

12. | ®opMa 0TYETHOCTH: IK3aMeH 0,3

14. | UTOTI'O: 108 24 54,7

OuHo-3204Has popmMa 00y4YeHHsI HE peaTU3yeTcs.
3aouyHas popma 00yueHHs HE PEaTU3yEeTCS.

I11. OHEHOYHBIE MATEPHAJIBI JIJIS1 IPOBEJAEHUSA TEKYIIENA U
MPOMEXKYTOUHOM ATTECTAIIUU OBYYAIOIIIUXCS MO JUCIHUILINHE

Tekymas arrectanus npoBoauTcs B hopme Tecta u pedepara.
Tunosoii BApuaHT TecTa

Buvibop 001020 u3z mnozcux:

1. VYxkaxwurte OCHOBHBIE 3a/1a4ll Y4eOHOM TUCIUIUIUHBI «JleTOonpOor3BOICTBOY:
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1) ®opmMupoBaHHE 3HAHUS U TOHMMAHHUS OCHOBHBIX TEPMUHOB U OIPEACIICHUN B
cepe TOKyMEHTALlMOHHOI0 00eceueH s polecca yupaBieHus

2) ®opmupoBaHHME 3HaHUN M MOHMMAHUS OCHOBHOH MPOOJIEMATUKN OpPTaHU3aALNUN
JOKYMEHTOO00pOTa B OpraHU3aLusiX

3) ®opmupoBaHME 3HAaHUII 1O OCHOBaM OpPraHU3allUd U  TEXHOJOTHUH
JIEJIOITPOU3BOICTBA

4) IlomyuyeHue TPaKTUUYECKUX HABBIKOB pa3pabOTKM TUIOBBIX  OJaHKOB
JOKYMEHTOB, UCIIOJIb3YEMBIX B TOKYMEHTOOOOPOTE

5) IlomydeHre HaBBIKOB TOJTOTOBKH JOKYMEHTOB

6) IlomydyeHue HaBBIKOB NpPUMEHEHUS HH(DOPMALMOHHBIX TEXHOJIOTUH B
JEJIOIIPOU3BOICTBE

2. Yo Takoe AeNONpOU3BOICTBO?

1) Bun aesTenbHOCTH, CBS3aHHBIM C TMOATOTOBKOM JTOKYMEHTOB, OpraHM3aluei
paboThl C HUMH B MPOIECCE YIPABICHUS U UX KaU€CTBEHHBIM HCIIOJTHEHUEM

2) Bua pgesaTenbHOCTH, OXBATHIBAIOIIUNA BOMPOCHI MOJATOTOBKA M CO3IaHUS
JIOKyMEHTOB B IPOIIECCE YIPABICHUS

3) IIpouecc MOKyMEHTUPOBAHUS Y KOHTPOJISI BBITIOJTHEHUS

4) Bua [neqarenbHOCTH, OXBAaTBHIBAIOIIMKM BOMPOCH OpraHU3aluu  padoOThl C
JIOKyMEHTAaMH B TIPOIIECCE YIIPABICHUS

5) VYd4eOHas MUCHUIIINHA, W3ydYarolIas TEOPETUUYECKHUE OCHOBHI M MPAKTHUCCKHEC
0COOCHHOCTH OpraHu3alliy IpoIecca JOKyMEHTUPOBAHUS

3. HazoBute QpyHKIIMM JOKYMEHTOB U AaiiTe UX KPATKHE XapaKTEPUCTUKU

1) WuTerpatuBHass — TMO3BOJSET OOBEAVMHUTh OYMaXXHBIH U BIEKTPOHHBIN
JOKYMEHTOO00POT

2) WndopmanmoHHas — JaeT BO3MOXKHOCTb aHaJIU3a JeATEIbHOCTH OpTaHu3aluu

3) TexHomornueckass — TO3BOJISIET BBICTPOUTH TEXHOJIOTMIO OpraHU3aLMH
JEJIOITPOU3BO/ICTBA

4) KoMmMmyHHMKaTHBHass — oOecledMBaeT BHEIIHME CBSI3U  YUPEKIACHUIH,
OpraHu3aun

5) HayuHo-ucropudeckas — obecrieduBaeT UCCASAOBAaHNE UCTOPHH OpTraHU3AIUH,
WX B3aMMOCBSI3HU, MECTO U 3HAYCHHUE B OOIIIECTBE

6) HOpuauyeckas — mnpugaeT OPUAMYECKUH CTaTyC JOKYMEHTHPYEMBIM
COOBITHSIM
4. HazoBure OCHOBHBIE po0IeMBbl, ONPEIEIIAIOIINE Ka4yeCcTBO

JTOKYMEHTAITMOHHOTO 0OCITYKUBaHUS

1) 3HauuTenbHOE JyOIMpOBaHUE JOKYMEHTOB W  CoOJepXkalledcs B  HUX
uHbopmaru

2) opraHu3alMOHHAs CTPYKTypa TMOApa3IeieHusl, KOHTPOJIUPYIOMIETO BEIACHHUE
JIEJIOTIPOU3BOJICTBA

3) HEIOCTAaTOYHOCTH KOHTPOJIsS JIOCTOBEPHOCTHU u ONEePATUBHOCTHU
JTOKyMEHTUPYEeMOU WHMOpMaIiu



4) HEmOCTaTOYHBIA YpPOBEHb CTPYKTypHM3allid, THUIU3AUA W YHUPUKAIAN
JTOKYMEHTUpYEeMOU HHpopmauu

5) TNOArOTOBKAa UCHOJHUTENEH K padoTe

6) HeompaBJaHHbIC OTPAHUYEHUS TOCTYIA K OTKPHITON HH(MOpMALIUH

7) CcOMOCTaBUMOCTH JaHHBIX B OTUYETHO-CTATUCTUYECKON TOKYMEHTAllUU

5. HazoBuTe CONpsDKEHHbIE OTpacid HAyKW, TaKXkKe H3Yy4alollie BOMPOCH
JTIOKYMEHTO000pOoTa

1) XypHamucTuka

2) KpUMHHAJIACTHUKA

3) IOKyMEHTOBEIECHUE

4) apxuBOBEICHUE

5) wHbOpMaTHKA U CTaHIAPTH3AIUS

6) aIMUHUCTPATHUBHOE MPABO

7) TpyIoOBOE IPaBoO

6.J10KyMeHTOOOOPOT — JABUKEHHE JIOKYMEHTOB B OpraHM3allMd C MOMEHTa HUX
CO3/IaHus J10:

1) mepenauu Ha UCTIOJHEHHE

2) TOAIIMBKY B JI€JIO

3) 3aBeplUICHUS UCIOJHEHUS WU OTHPABKU

7.11onsatue «/lenonpon3BoACTBO» — 3TO:

1) cucrema XpaHeHUs: JOKYMEHTOB

2) coCTaBJEHHUE JOKYMEHTOB

3)

JOKYMEHTUPOBAHHUE U OpraHu3alus padoThl ¢ JOKYMEHTAMH.

8.I1o KakiM OCHOBHBIM TIPU3HAKAM MOKHO KJIaCCU(UIIUPOBATH JOKYMEHTHI?

1) no TunoBocTn

2) no yHU(UITUPOBAHHOCTH
3) mo MecTy COCTaBJIEHUS
4) 1o cpokaM HMCHOJIHECHUS
5) 1o MOAJIMHHOCTH

6) 1O CTEIEeHH IIaCHOCTH
7) 1o Ha3HAYEHHIO

8) 1o cnoco0y XpaHEeHHUsI
9) mo cpokam XpaHEHHS

9.HazoBuTe 1BE OCHOBHBIE TPYIIIBI JOKYMEHTOB

1) MOKyMEHTHI 1O OOIUM U aAMUHUCTPATUBHBIM BOIIPOCAM
2) MOKYMEHTHI MO 001Iel NesTeTbHOCTH

3) uHpOpPMaAIMOHHO-CIIPABOYHBIC TOKYMEHTHI

4) mOKyMeHTHI O (QYHKIUSAM YIIPaBICHUS

5) IOKYMEHTHI MO KaJpam



6) opraHu3alMOHHO-PACHOPSAUTENbHBIE JOKYMEHTBI

10.Ha kakue BUbI JOKYMEHTBI KIIACCUPUITUPYIOTCS IO CBOEMY MPOUCXOKIACHUIO?
1) Bymaxubie
2) DNeKTpOHHbIE
3) IlucemenHsbIC
4) BayTpeHHue
5) CrnyxeOHbie
6) Bremnue
7) JInunbie

IIpuMmepHas TemaTuka pedeparon

Opranu3zanus ciiyx0 1eJI0MpOonu3BOICTBA.

JIoKyMeHT: ero (pyHKIMH 1 crIOcOObI JOKYMEHTUpOoBaHHsL. CHCTEMBI JOKYMEHTALIUH.
OcHoBHbIE TPeOOBaHUS K OPOPMIICHHUIO YIIPABIEHYECKUX (OpTraHU3allMOHHO-
acropsIANTENBHBIX ) TOKYMEHTOB.

YHupumpoBaHHas cUCTEMa OpraHU3alMOHHO-PACTIOPSIUTENBHON JOKYMEHTALIUH.
OcobeHHocTy U POpMBI KOMMEPUECKOM MEPENUCKU C 3apyOEKHBIM ITapTHEPOM.
Typucrckas TOKyMEHTaIIUs.

Opranu3zaiusi JOKyMEHTO000pOTa.

Cucremaruszanusi JOKyMEHTOB B JIEJIONPOU3BOJICTBE.
HNHupopmanmoHHO-CIIpaBOYHbIE JOKYMEHTBHI.

10. Dkcrneptr3a HEHHOCTH IOKYMEHTOB.

11. IloaroroBka JOKyYMEHTOB K XpPaHEHHIO.

12. PacnopsaurenbHble JOKYMEHTHI.

13.  JlenonpousBOACTBO MO JIMYHOMY COCTaBY.

14. HexoTopsie peKOMEHIAIIMHU TIPH MeUaTaHUU TEKCTOB CIY>KEOHBIX TJOKYMEHTOB.
15. OdopmieHue u cocTaBicHHUE.

16. OCHOBHBIX BUJIOB YIIPABJICHUYECKUX JOKYMEHTOB.

17.  Opranuzainus apXxuBHOTO XpPaHEHUS TOKYMEHTOB B OpraHU3AIINH.

0N AU AT W

[IpomexxyTouHas arrecTalnys 00yJaronuuxcsi OCyIIeCTBISIETCS B popMe IK3aMeHa C
MCIIOJIb30BAHUEM CJIEAYIOIIMX OLIEHOYHBIX MAaTEPUAIIOB. HEpeUeHb BONPOCO8 K IKIAMEHY.

Bomnpocs! k 3k3aMeny
(7 cemectp, ouHas popMa 00y4eHUs1)

1. [IpeumytiecTBa nepexoia k 0€30yMaXKHOM TEXHOJIOTHH.
2. DKOHOMHUYECKas cCUCTeMa, ee (PYHKIIUU U CBOWCTBA.

3. JlokyMeHT.

4. IOKyMEHTOIIOTOK U JOKyMEHTOOOOPOT.

5. HopmatuBHO-ipaBoBas 6asa JeJIONPOU3BOJICTRA.

6. 'CHOY.



7. ApXHBHOE XpaHEHHE.
8. DIeKTpOHHO-IM(POBAs TOAIHUCH.
9. Cucrems JJOY.
10.0Opranu3aninoOHHO-PacIOPSIUTEIbHBIE IOKYMEHTHI.
11.®opMupoBaHue U XpaHEHUE apXUBa JIOKYMEHTOB.
12.ladopmarinonHas cucTema.

13.ABTOMATH3UPOBAHHBIE paboune MecTa.

14 Ilonstue DCY Jl, mpuHIMIIBI CO3/TaHUA.
15.251eKTpOHHBIN TOKYMEHT.

16.Knaccuduxarms cpeacTs aBToMaTu3auu co3nanus /1.
17.Cuctemsl pa3zpabotku D/I.

18.Knaccudukarusi JOKyMEHTOB MIPH MEPEBOJIEC UX B AIEKTPOHHBINA BUJ.
19.9r1anbl nepeBoia JOKYMEHTOB B 3JIEKTPOHHBINA BH/I.
20.TpeboBanusi, npeabspiasiembie K CMB.
21.Xapakrepuctuka cuctem FineReader u Cognitive Forms.
22 MupopMalimoOHHO-IIOUCKOBAs CUCTEMA.
23.Cucrema ynpaBieHUs SEKTPOHHBIMU JOKYMEHTAMM.
24 .Metoapl ioricka HHMOpPMAITUH.
25.Knaccudukanus u xapakrepuctuka cucteM EDMS.
26.90tanbl pazsutus CO/I.
27.Knmaccel COJ] 1 ux XapaKTEpUCTHKA.
28.CoBpeMenHble KoMIuIeKcHbIe CO/I.
29.Cuctema «/Jlemao».
30.ApxutekTypa cucTemsl «Jlemo».
31.®ynkumMu cucrteMsl «Jlemoy.
32 Knaccuduxanus ¢pyakuuit CO/I.
33.CpaBnenune OCY /1.
34 Kpunirorpadust B 5J€KTPOHHOM IOKYMEHTOOOOPOTE.
35.TpeGoBanus, MPeAbIBISIEMbIE K KDUIITOCUCTEMAM.
36.11lucdpoBanre MOTOKOB JaHHBIX.

IV. MIEPEYEHD JUTEPATYPBI, HEOBXOJUMOMH 1151 OCBOEHUSA
ANCIUIIJINHBI
4.1. OcHOBHasI JJUTEpaTypa
1. OCHOBBI POEKTHPOBAHUSA CHUCTEM 3JIEKTPOHHOTO JTOKYMEHTOOOOpOTa: yuyeOHOe
anexktponnoe wu3nanue / M.H. Kpacusuckuii, C.B. Kapnymikun, A.J[. OOyxoB u ap.;
MunucrepctBO  oOpa3oBaHuss W Hayku Poccuiickoit  @epepauun, TamOOBCKUi
rocyJapCcTBeHHbI TeXxHUYecKuid yausepcuteT. — TamOos: ®I'BOY BIIO "TI'TY", 2018. —
81 C.: CXEM., WIT. — Pexxum JOCTyTa: 10 TIOJIITHCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=570397. — ISBN 978-5-8265-1935-6
(mara obpamenus 21.08.2020)
4.2. JlonoJIHUTEJIbHAS JIUTEPATypa
1. I'punbepr, A.C. JlokyMeHTallMOHHOE OOECIeYeHUEe YNpaBlIeHUA: YYEOHUK /
A.C. I'punbepr, H.H. I'op6aués, O.A. MyxamermmHa. — Mocksa: FOuutu, 2015. — 391 c.:
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http://biblioclub.ru/index.php?page=book&id=570397

Ttabm., Trpad., win., cxempl — Pexum gocryma: mo mommucke. — URL:
http://biblioclub.ru/index.php?page=book&id=115031 (mara obpamenus: 26.08.2020). —
bubmuorp.: c. 382-383. — [SBN 978-5-238-01770-9. — TekcT: 3ME€KTPOHHBIM.

2. MWnpucoBa, A.P. TexHomornu MOKYMEHTAIIMOHHOTO ¥ WHHOBAIIMOHHOTO
oOecrieueHus ympasieHus: ydyebHoe mocodue / A.P. Unpucoa, A.D. AXMeTOBa;
denepalbHOE areHTCTBO MO0  00Opa3oBaHMIO, [ OCymapcTBEHHOE 00pa30oBaTElbHOE
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V. IEPEYEHD PECYPCOB HH®OPMAIIMOHHO-
TEJEKOMMYHMKALIMOHHOM CETU «MAHTEPHET», HEOBXONMBIX
JUISI OCBOEHMS TUCIHUATIIMHBI
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VII. JUMIIEH3UOHHOE U CBOBO/IHO PACITPOCTPAHSIEMOE
INPOI'PAMMHOE OBECIIEYEHHUE
[Ipu peanuzanuu y4eOHOW AUCITUIUITMHBI TPUMEHSIETCS CIEAYIONee JMIICH3MOHHOE U
CBOOOJTHO PaCIpPOCTPAHIEMOE TPOrPAMMHOE 0OCCTICUCHHE:
- Microsoft Windows;
- Microsoft Office;
- LibreOffice

VIII. ObBOPYJOBAHUE U TEXHUYECKHUE CPEJACTBA OBYYEHMNAI,
HEOBXO/MUMBIE IS OCYIMECTBJIEHUA OBPA3OBATEJIBHOI'O
IMPOIECCA IO JUCHUIIVIMHE (MOAYJIIO)

Y4eOHBIE  3aHATHA  TOPOBOIATCA B aAyAUTOPUAX,  YKOMILIEKTOBAHHBIX
CHEIUAIN3UPOBAaHHON MeOeNbl0, B TOM YHCJE CTAIlMOHAPHBIMHA WJIW TIEPEHOCHBIMHU
TEXHUYECKUMU CPEJCTBAMU 00ydeHUs (IPOEKTOP, IKPaH, KOMIBIOTEP/HOYTOYK).

CamocTosiTenbHas paboTa MPOBOJUTCS B KaOMHETaX, OCHAIICHHBIX KOMITbIOTEPHOM
TEXHUKON ¢ BO3MOKHOCTBIO MOAKITIOUEHUS K ceTn «MIHTepHeT» 1 o0ecredeHrneM q0CTyIa
B DJIEKTPOHHYIO HH(OPMAIIMOHHO-00Pa30BaTENbHYIO CPEAy YHHUBEPCUTETA.
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