... Toanmeano undposoii noamucsio: lynkon Asexcanap Buxroposus
n” SN:  70a09dc00d181¢69900£319d027¢711

Kewrwe - Jleiicreurenen ¢ 16.02.2023 no 11.05.2024

MunucreperBo KynbTypsl Poccuiickoit denepanuu
OI'BOY BO «KemepoBckHii rocyTapCTBEHHBIN HHCTUTYT KYJIBTYPhD)
dakynpTeT UHOOPMAIIMOHHBIX, OMOIMOTEUHBIX M MY3€HHBIX TEXHOJIOTHIA
Kadenpa nuudpoBbIX TEXHOIOTUN U PECYPCOB

TEXHOJIOI'MYECKHUE OCHOBBI CUCTEM 3JIEKTPOHHOI'O
JOKYMEHTOOBOPOTA

PaGouasi nporpaMMa TUCHHILINHBI

HamnpaBneHue moroToBKu:
46.04.02 «/lokyMEHTOBEIEHUE U apXUBOBE/ICHUE)

[Ipoduib MOATOTOBKH:
«YnpaBieHue T0KyMEHTalMe! B YCIOBUAX HU(PPOBU3ALMU OOIIECTBAY

KBanuduxanms (creneHs) BHITYCKHUKA!
Marucrp

dopma 00yuyeHUs:
Ounasn, 3a09Han

Kemepogso, 2023



Pabouvas nporpamma TUCHMITIMHBI pa3padoTana B cooTBeTcTBUH ¢ TpeboBanusmMu @I'OC BO no
HarpaBjeHuto moarotoBku 46.04.02 «JlokyMEeHTOBEeIEHHE U apXUBOBEIACHUEY», KBATU(DHUKAIIUS
(cTerneHp) BBITYCKHUKA «MarucTpy.

VYTBepkIeHa Ha 3aceqaHud Kadeapbl MU(POBBIX TEXHOJIOTUH M PECypCcOB U PEKOMEHIOBaHA K
pa3MelieHnIo Ha caiite KeMepoBCKOro rocyaapcTBEHHOTO MHCTUTYTA KYJIBTYpPbl « JIEKTPOHHAs
obpasoBarenbHas cpexa KemI MK» mo web-aapecy http://edu.kemguki.ru/ 31.08.2022 r.,
nportokos Ne 1.

[TepeyTBepskacHa Ha 3aceqaHuu Kadeapbl HU(POBLIX TEXHOJIOTHIA U PECYPCOB U PEKOMEHI0BaHa
K pa3MemieHuro Ha caiite KeMepoBCKOro TOCYZapCTBEHHOTO HMHCTHUTYTa  KYJIbTYpPbI
«Onekrponnas oOpazoBatenbHas cpega KemI MIK» mo web-ampecy http://edu.kemguki.ru/
23.05.2023 r., npotokoa Ne 10.

TexHonornyeckue OCHOBBI CHUCTEM 3JIEKTPOHHOTO JOKYMEHTOoOOpoTa: paboudas mporpamma
JUCIUIUIMHBI ISl 00yYarouxcs 0 HampasiieHn o MoaArotoBku 46.04.02 «/lokymeHTOBEACHHE U
apXUBOBEJCHUE», NPOQMII0 MOATOTOBKH «YTIpaBlieHUE JOKyMEHTalMed B  YCIOBHUSX
nupoBHU3alMi  00IIeCTBa», KBalu@uUKalus (CTENeHb) BbIMyCKHMKA «Maructp» / O.B.
CamakoBckas. — KemepoBo: KemepoB. roc. uH-T KynbTypsl, 2024. — 26 c. — Tekcr
HEIOCPEICTBEHHBIMN.

Aemop:
0O.B. CamakoBckasi,
KaHJI. KYJIbTYpPOJIOTHHI



Conep:kanue padoyeil NPOrpaMMepl IV CHUNJINHBI (MOIVJIS)

1. Ileau ocBOCHUS JUCHUILIMHEI

2. Mecro IUCLUIUIMHBL  (MOAYJsl) B CTPYKTYpe  OCHOBHOM
npodeccnoHaIbHON 00pa30BaTeIbHOI MPOrpaMMBbl MATUCTPATYPHI

3. Ilnanupyemble pe3ynbTaTbl OOY4YEHMsS 10 IJUCLMIUIMHE (MOAYJIIO), COOTHECEHHBIE C

IUIAHUPYEMBIMH  pe3yJbTaTaMd OCBOCHHMS OCHOBHOW Mpo(ecCHOHANBHONW 00pa30BaTebHON

IPOTpaMMBI

4.  OObeM, CTpYKTypa U CoJepKaHUe AUCLHUIUINHBI

4.1.
4.2.
4.3.
5.
5.1
5.2
6.
7.
8.
8.1.
8.2.
8.3.
9.
10.

O0BeM AUCIUTUIMHBI (MOTYJIS)

CrpyKTypa JUCIUIUIMHBI

CopepxaHue TUCIUILINHBI

OO0pa3oBarenbHbIe 1 HHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU
OO6pa3oBarenbHbIe TEXHOIOTUN

HubopManinoHHO-KOMMYHHKAITMOHHBIC TEXHOJIOTHH 00YICHHUS
Y4eOHo-MeTonu4Yeckoe obecreyeHne caMoctosTeabHon padboTsl (CP) oOyuarommxcs
@DOH/I OLIEHOYHBIX CPEJCTB

Y4eOHo-MeToIn4YecKoe U HH(OPMALIMOHHOE 00eCTIeUeHNE TUCIUTITHHBI

Crnincok nuTepaTypsl

Pecypcel nH(hopMannoHHO-TEIEKOMMYHUKAITMOHHOM ceTu «HTepHeT»
[TporpamMmmHoe obecrieueHue u NHOOPMAIIMOHHBIC CIIPABOYHBIE CHCTEMBI
MatepuanbHO-TEXHUYECKOE 00eCTIedeHHE TUCITUILTNHBI

Oco0OeHHOCTH pealu3alui  JUCHUIUIMHBL IS WHBAIAIOB W JIMI C OrPAaHHMYCHHBIMU

BO3MOJKXHOCTAMHU 310pPOBbA

11.

Cnucok (nepedyeHb) KI0YEBBIX CIOB



1. Henu ocBOeHMs TMCHUILTHHBI (MOTYJIA)
dbopMupoBaHue y O0OYYaIOIIMXCS CHCTEMHOTO TMPEACTABICHUS O MPHUHIMIIAX

opraHu3alnunu, MOCTPOCHUA U IPUMCHCHUS CUCTEM 3JICKTPOHHOI'O IIOK}’MGHTOO60pOTa.

2. Mecto nucuuniaudbl (MoayJis) B ctpykrype OITIOII marucTpatypsbl
HuctummmHa «TexXHOMOTHYeCKUe OCHOBBI CHUCTEM DIIEKTPOHHOTO JIOKYMEHTOOOOpOTa»
OTHOCUTCS K 4acTd, (GOpMHUPYEeMOHl YydYacTHHKaMH OO0pa30BaTelIbHBIX OTHOIIEHUN OJloKa

JUCHUITIIINH

o0pa3oBaTeNnbHOM

IIPOrpaMMbI

110 HaITpaBJICHUIO

46.04.02

HOATOTOBKH

«JlokyMeHTOBe/ICHHE M apXWBOBEACHUE», KBATH(UKALMS (CTENEHb) «MarucTp». Jucuurumza
uzydaercs B 3 u 4 cemectpe.

3. Ilnanupyemple pe3yabTaThbl 00y4eHUs M0 JUCHUIINHE (MOTYJII0)
W3yuenne AUCHUIUIMHBI HAampaBieHo Ha (opmupoBanue cienyromux kommereHmuid (YK,

OIIK, IIK) u "HAMKATOPOB UX JOCTHIKCHUS.

Kon U | MuauKaTophl J0CTHKEHUS] KOMIIETCH UM
HAaHMEHOBaHHUE | 3HATH yMeThb BJIaJIeTh
KOMIICTCHIIUH
—TIK-1. 3aKOHOJATEIIbHBIE U COCTaBIIATh U METOJaMH OpTraHU3alHH
Criocoben HOPMAaTUBHO-TIPaBOBbIE | OOPMIIATh paboThI CITyKObI
PYKOBOAWTH akTel PD, MmeToguueckue | JIOKaIbHbIE JOKYMEHTAllMOHHOI'O
JESTENIbHOCTD JIOKYMEHTHI, HOPMAaTUBHBIE aKThl, | o0ecredyeHus
10 110 HalMOHAJIbHBIE OIpeAeIIAIOINe YIIPaBJICHUS U
JIOKYMEHTalu CTaHAapThl B o0nacTu IIPABOBOE MOJIOKEHUE | CHELMATUCTAMH apXHUBa
OHHOMY paboThI ¢ CTPYKTYPHBIX Ha OCHOBE COBPEMEHHBIX
o0ecnedeHuno JOKyMEHTalen 1 IIOApAa3AeICHUN U HAy4YHBIX 3HAHUU.
yIpaBICHUS uHpopmanuei, pabOTHUKOB
OpraHu3aiuel | apXuBHOTO Jiena, OpraHu3aluy;

IpaBuJIa IUIAHUPOBATh

OpraHU3aI[MOHHOTO JIESITEIIBHOCTB C

IIPOEKTUPOBAHMS [Tt y4ETOM

OpraHu3aluu 1 HAI[MOHAJILHOTO

METOJUKH YIPaBICHUS pacripeniesnieHus: paboT

MIEPCOHAIIOM U 00BEMBI

OpraHH3aIiHy. IIPOU3BOJICTBEHHBIX

3aJa4 OpraHu3aluu.

—1IK -3. TpeOOBaHUS K YIPaBIATh TEXHOJIOTHSIMU ~ aHalIn3a
Cnocoben nH(pOPMaAITMOHHBIM JTIOKYMEHTaMHU JTAHHBIX
pa3pabarbiBat cUCTEMaM OpraHM3aly C JIOKYMEHTHUPOBAaHHBIX
b CUCTEMBbI JIOKYMEHTHUPOBAHHBIX IIPUMEHEHUEM coep JeSITeIbHOCTH
AQHAINTUKH cdep AeATeNbHOCTH IO ABTOMATU3UPOBAHHBIX | OPraHU3ALMH.
uuppoBoi COXPaHHOCTH U 3alllUTE | CUCTEM aHAJIUTUKU
TpaHcopmail U(pPOBOro KOHTEHTA g poBoi
uu OpraHH3aIiH. TpaHcpopmaluu
JIOKYMEHTHUPO JIOKyMEHTHUPOBAHHBIX
BaHHBIX cdep cdep nesTenbHOCTH
JESATEIIBHOCTH OpraHH3aIiHy.
OpraHu3aluu




Ilepeyenb 0000MIEHHBIX TPYAOBBIX QYHKIUIA W TPYAOBbIX (yHKUMIA,

HMCEKIINX

OTHOLIEeHNe K NPodecCHOHAIBHOI 1esiTeIbHOCTH BHIMYCKHUKA

IIpo¢eccnonaibubie O0001meHHbIe TPY/IOBbIE TpyaoBbie pyHKIUH
CTAHJAAPTHI byHKuun

07.004 TIIpodeccronanbHbil | JJOKyMEHTAITMOHHOE OcymecTBienue paboT 1O

crannapt «Crneuuaiuct Mo | obecriedeHre  YIpaBlEHUs | IPOCKTHUPOBAHUIO u

YIPABICHUIO JOKYMEHTALUEW | OpraHu3aluen BHEJIPEHUIO CHCTEMBI

OpraHu3aIum) 3IEKTPOHHOTO
JOKyMeHTOoOOOpoTa B cdepe
JOKYMEHTAIlMOHHOT'O

YIPABJICHNS OpraHU3aLUH

VYrnpapieHue JOKyMEHTaIMen
OpraHu3aIu

VYpasieHne NpoeKTaMHu IO
BHEJIPEHUIO KOPIIOPATUBHOM
CHUCTEMBI JIEKTPOHHOIO
JOKYMEHT0000pOTa
OpraHu3aly M pa3paboTke
CTpaTeruu ee pa3BUTH

07.013 IIpodeccuonanbubiii | TexHOMOrHUECKOE CucremaTtu3zauus CTpyKTypH
CTaHAapT «CrenuamucT | COMpPOBOXKACHUE IUPPOBOI | pOBAaHHBIX JAHHBIX
uudpoBoir  Tpanchopmanuu | TpaHCHOpPMAIIUU JOKYMEHTUPOBAHHBIX  cdep
JOKYMEHTUPOBAHHBIX  Cdep | JOKYMEHTUPOBAHHBIX  Cdep | NeATEeIBbHOCTH OpTraHu3alun
NEeSTeNIbHOCTH OpPraHU3aluu» | IeATENbHOCTH OPTaHU3allud | 7S WCIIOJIb30BAHUS u
XpaHeHUs
Opraau3zanuoHHOE PazpaboTka meToauku
COMPOBOXKACHHE UGPOBOM | OpraHU3aIUN
TpaHchopmaruu CTPYKTYpPUPOBAHHBIX JaHHBIX
JIOKyMEHTUPOBAHHBIX  cep | U METalaHHBIX

JEeSTEeIbHOCTH OPraHN3aluy | JOKYMEHTHUPOBAHHBIX cdep
JeSITeNIbHOCTH
CTpyKTypHpOBaHHE JaHHBIX
U MeTaJlaHHbIX
JOKYMEHTUPOBAaHHBIX chep

ACATCIIBHOCTH OpraHru3alnuu

4. O0bem, CTPYKTYpa U coJep:KaHue TUCHUILINHBI (MOAYJIsT)
4.1 O0beM TUCHUNIHHBI (MOIYJIsSA)

OOmass TPyAOEMKOCTh JMCHUUIUIMHBI COCTaBIsieT 5 3adeTHbIX eauHunbl, 180
aKaJeMUYecKHX yaca, B 3 cemecTpe (opmMa KOHTPOJIS — 3a4eT, B 4 cemecTpe popMa KOHTPOIs —
IK3aMEH.

Jlist cTyIeHTOB O4HOW (opMBbI OOyueHHs] MPEIYyCMOTPEHO: B TpPETbeM cemecTpe - 56
4acoB KOHTAKTHOW (ayauTOpHOM) paboTel ¢ oOywarouumucs (28 yacoB nekuuii, 28 4dacoB
MPaKTHYECKUX padboT) U 16 yacoB caMoOCTOATENbHOI pabOThI; B YETBEPTOM cemecTpe - 68 yacoB
KOHTAaKTHOM (ayauTopHoOi) paboTel ¢ oOywatrommmucs (34 wyacoB Jjekuuid, 34 dyacoB
MpakTUYeCKuX paboT) m 4 daca caMmocTosTenbHOM paboTel. 60 uacoB (30 %) aymuTopHOMH
paboThI MPOBOAUTCS B UHTEPAKTUBHBIX (popMax.

Jlnist cTyIeHTOB 3a09HOM (hOpMBI OOYYEHHUsS TPETyCMOTPEHO: B TPETheM cemectpe - 12
4acoB KOHTAaKTHOM (ayIuTOpHOI) paboThl ¢ oOyuarommmucs (4 yacoB Jeknuii, 8 yacoB
MpakTH4YeCcKUX pabot) U 60 yacoB caMOCTOSATEIbHONU padOTHI; B YETBEPTOM CEMECTpe - 8 4acoB
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KOHTaKTHOW (ayquUTOpHON) paboThl ¢ oOydaromumucs (2 Jaca JeKIuid, 6 4acoB MPAKTHYECKHUX
pabot) u 91 yac camocTositensHOM padoTel. 7 yacoB (30 %) aynuTopHOI pabOThI MPOBOIUTCS B
MHTEPaKTUBHBIX (hopMax.

[IpakTuueckass MOATOTOBKA MpH pealu3alud Y4eOHON TUCHUIUIMHBI  (MOJIYJIsi)
OpraHu3yeTcsl IyTeM NpPOBEACHUS MPAKTHUECKUX (TMPAKTHUECKUX, CEMUHAPCKUX 3aHATUH),
MpelyCMaTPUBAIOLINX y4acTHe OOY4YaroIIMXCsl B BBIIOJHEHHH OTIEIBHBIX 3JIEMEHTOB paldor,
CBSI3aHHBIX ¢ OyayIei mpodeccuoHaNbHON NesITeTbHOCTBIO.

[IpakTuueckasi MOArOTOBKA BKJIIOYAEeT B ce0sl OTJENbHbIC 3aHATHUS JIEKIMOHHOTO THIIA,
KOTOpBIC MPEIyCMAaTPUBAIOT Tiepenady yd4eOHOU mHQpOpMAIUu O00YyJaroIUMCs, HEOOXOAMMOMN
JUISL  TIOCJIEYIOIIErO BBINOJHEHHS paboT, CBs3aHHOM ¢ Oyaymeidl npodeccruoHanbHON
JeSITeTbHOCTBIO.

4.2. CTpyKTYypa JUCHHUIINHBI

Ounas gpopma obyuenus

Ne Pa3neanl/TeMbl Buabl yueOHoii padoThl, Hurepakr | CPO
n/n AUCUHMILINHBI BKJIIOYAsl CAMOCTOSAATEIbHYIO | . (hOpMBI
o padoTy CTy1eHTOB H o0yueHust
§ TPYA0EMKOCTb (B 4acax)
= JeKIMH | CEMHH. G 030100: 8
S (mpakr.) [3aHATHSA
3aHATHA

1 Pazoen 1. 3akonooamenvHo-HopmamueHnasn o6aza 6 cghepe I1eKMpPOHHO20

00KymMeHmoooopoma

1.1. BBenenue B cucTeMbl 3 4/4* 4 4* 2
ANEKTPOHHOTO [IpesenTart
JIOKYMEHTOO000pOTa 17011
(COH)

12. | Cucremsl 3 4/4* 4 4% 4
perilaMeHTUPYIOLIEn IIpesenrar
JTIOKYMEHTAIUHU B uu
cdepe IMEKTPOHHOTO
JIOKYMEHTO000pOTa

1.3. | Pernmamenranus 3 6/4* 6 4* 2
IIPUMEHEHHUSI CHCTEMBI IIpesenran
3JE€KTPOHHOTO uu
JIOKYMEHTO00O0pOTa B
OpraHu3alnu

Pazoen 2. Cmpykmypuposanue 0aHHBIX U MEMAOAHHBIX OOKYMEHMUPOCAHHBIX Chep
deamebHOCIU 0pP2aHu3ayuu

2.1. MeTtanmannbie 3 4/4* 4 4% 4
JIOKYMEHTOB u [Ipesenrary
yOpaBiIeHHE WMH B 701
UH(OPMAIIMOHHBIX
CUCTEMaX.




2.2

Bunel, crmoco0sl 3 4/4* 4 4% 2
MpEICTaBICHUS [IpesenTarg
CTPYKTYPUPOBAHHBIX W

JAHHBIX U

METaJJaHHbIX, METO/IbI
WX CTPYKTYPUPOBAHUS

2.3. | Pa3paborka 3 6/4* 6/4* 4* 2
METaMOJIEIIN [Ipesenran
(apXUTEKTYpHI) 17071
CTPYKTYPUPOBAHHBIX 4*
TAHHBIX U O0yuator
METAJAAHHBIX 15471
JOKYMEHTUPOBAaHHBIX TPEHUHT
cdep nesTeNbHOCTH
OpraHu3aiuu

Pazoen 3. Hugpopmayuonnvie nomoxu cmpyKmypupo6anHvlx OAHHbIX U NOPAOOK
63auUMo0eiicmeus cucmem 31eKmpoHH020 0OKyMEeHmooodopoma

3.1. OyHKIIMOHAIBHBIC 4 6/4* 6 4* 2
Y TEXHUYECKHUE [IpesenTan
xapaktepuctuku COJ] 15051

3.2. | Enunble cucTEMBI 4 8/6* 6 6*
XpaHeHus U [IpesenTart
o0paboTku uu
nHpOpMaUK U
BO3MOYXHOCTH HX
B3aMMOJICICTBHS

3.3. | DneKkTpoHHOE 4 6/4* 8 4*
B3aMMO/ICHCTBHE [IpesenTart
FOPUINYCCKUX H uu
(bU3MYECKUX JTUIL C
roOCy1apCTBEHHBIMU
OpraHaMHy BIACTH

Pa3zoen 4. Opzanusayuonnsle u mexHo102U4ecKUe Memoobl CO8EPULEHCINBOBAHUSA
INEKMPOHHO20 OOKYMEHMOoobopoma

4.1. | OnTumu3anus 4 8/6* 8/4* 6* 1
JIOKYMEHTOIIOTOKOB B [TpesenTarg
OpraHu3aIu uu

4*
3amura
POEKTa

4.2. | Ilpumenenue 4 6/4* 6/4* 4* 1
MPOLIECCHOTO MOAX0/1a [Ipe3enTart
B cepe un
JOKYMEHTO000poTa 4*

HemoBas
CUTYaIlMOH
Has urpa




Bcero yacos B 48 12 60

HHTEPAKTHBHOMI

dopme:

Hroro 62 62 20
3aounasn ¢hopma 0byuenus

Ne Pa3nesibl/TemMbl Buabl yueOHo# padoThl, Hurepakr | CPO

n/n JUCIUILINHDBI BKJIIOYasl CAMOCTOSAAITEIbHYI) | . (hOpMBI

o padoTy CTY/IeHTOB U o0y4eHust
§ TPYAOEMKOCTh (B Yacax)
s JEeKIHUH | CeMHH. HNnpus.
8 (mpakTt.) [3aHATHSA
3aHATHS

1 Pazoen 1. 3akonooamenvHo-Hopmamusenasn 6asa é cghpepe I1eKmMpoOHHO20

00Kymenmoobopoma

1.1. BBenenue B cucTeMbl 3 1/1* 1* 12
3JIEKTPOHHOTO [IpesenTarg
JOKYMEHTO000pOoTa 15471
(Co)

1.2. | Cucremsl 3 1/1* 1* 12
perilaMeHTHPYIOLEen IIpesenran
JOKYMEHTAIH B 15471
chepe IEKTPOHHOTO
JIOKYMEHTO000pOTa

1.3. Pernmamenranus 3 1/1* 2 1* 12
MIPUMEHEHHUS CUCTEMBbI [Ipe3enrarg
3JIEKTPOHHOTO 15071
JOKYMEHTO000pOTa B
OpraHu3aIu

Paszoen 2. Cmpykmypuposanue 0aHHbIX U MEMAOAHHBIX OOKYMEHMUPOSAHHBIX chep
0esamelbHOCM U OP2aAHU3AYUU

2.1.

MetanaHnHsie
JTOKYMEHTOB u
yOpaBJI€HHUE UMHU B
MH(OPMALIMOHHBIX
cHUCTEeMaXx.

3

1/1*

1*
IIpesenran
un

12

2.2.

Buanl, cmoco0Obl
MIpeICTaBICHUS
CTPYKTYPUPOBAHHBIX
JIAHHBIX U
METaJaHHBIX, METO/bI
WX CTPYKTYPHPOBAHUS

17

2.3.

Pazpabotka
METaMO/IeIH
(apXUTEKTYpHI)
CTPYKTYPUPOBAHHBIX
TaHHBIX U
MeTaJJaHHbBIX

4/2*

2*
OO6yuaro
278
TPEHUHT

17




AOKYMCHTHUPOBAHHBIX
chep AesITeNbHOCTH
OpraHu3aIu

Pazoen 3. Hugpopmayuonnvie nomoxu cmpyKmypupo8anHvlx OAHHbIX U NOPAOOK
63AUMO0CIICIMEUS CUCEM ITIEKMPOHHO20 0OKYMeHmoobopoma

3.1. DyHKIHOHAIBHBIE 4 1/1* 1* 12
M TEXHUYECKUE [Ipesenrary
xapakrepuctuku CO/] uu

3.2. Ennnnle cucreMbl 4 17
XpaHCHUS U
o0paboTku

nHpopManuu u
BO3MOXXHOCTH HX
B3aMMOJICHCTBHS

3.3. | DneKkTpoHHOE 4 2 14
B3aHMO/JICHCTBHE
IOPUINYCCKUX U
(bHU3MIECKUX JIHII C
rOCyJAapCTBEHHBIMHA
OpraHamu BIIACTH

Pa3zoen 4. Opzanuzayuonnsle u mexHo102U4ecKue Memoovl CO8EPUIEHCINEOBAHUSA
INEKMPOHHO20 OOKYMEHMOoobdopoma

4.1. Onrumuzanus 4 1/1* 2/1* 1* 13
JIOKYMEHTOIIOTOKOB B [IpesenTan
OpraHu3alu 15471

1*
3ammuTa
MPOEKTa

4.2. | Ilpumenenue 4 2 13
MPOLIECCHOTO MOJIX0/1a
B cepe
JIOKYMEHTO000poTa
Bcero yacoB B 6 3 9
HHTEPAKTHUBHOMI
(popme:

Hroro 6 14 151

4.3 ConepxaHue JMCUMILTHHBI (MOIYJIA)

Buani
Conep:xanue OLICHOYHBIX
N CpeaCTB;
JUCIHUILINHDBI Pe3yabTaThl 00yueHus
n/n ¢opmbr
(Pazpennl. Tembl)
TeKyIlIero
KOHTPOJIA,
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NMPOMEKYTOYHOM
arTecTauuu

Pazoen 1. 3akonooamenvno-nopmamuenan daza ¢ cghepe I1eKmMpPOHHO20 00OKYMEHmMoodopoma

Tema 1.1. Beeoenue @
cucmemyl  3J1eKMPOHHO20
00Kymenmooodopoma.
ONEeKTPOHHBIN
JIOKyMEHTO000pOT KaK
3 PEKTUBHBIIT HUHCTPYMEHT
yIpaBIeHUSI.

Dopmupyemovle KomMnemeHyuu:

e crnoco0eH PYKOBOJIUTH
JEATEILHOCTBIO o
JTOKYMEHTAIIOHHOMY
o0ecreYeHnIo yIpaBJICHUS

opranusanueit (ITK-1).
B pesynbTare u3ydeHus TEMbI CTYAEHT

VYcrHblii onpoc,
OTYET O
BBIMIOJTHEHUH
IIPAaKTUYECKON
paboThI

IIpeumyiecrBa JIOJIKEH:
3JIEKTPOHHOTO 3Hamy:
JOKYyMEHTOO00pOTa  Iepe e 1poeCCHOHATBHYIO
6yMa>KHI>IM. [lousitue wu TEPMHUHOJIOTHIO B c(bepe
Ha3Ha4YCHUE CUCTEM 3IIEKTPOHHOIO

11 3JICKTPOHHOI'O noxkymeHtoobopora (ITK-1);
noxymenroobopora (COM). ® OCHOBBI 3JIEKTPOHHOTO
IIpennoceuiku Co3/1aHKA nokymenToobopora (I1K-1);
CO. Osomonust cucrem e oransl passutus COJI (ITK-1);
3IEKTPOHHOTO ymemb:
JIOKyMEHT0000pOTa. 3anaun ® ONpENEsTh OCHOBHBIE BHIbI
COM. TpeGoBanus, CDJI (TIK-1).
OpeabsBIseMBbIE K C3I[V. enaoentn:
['pymbr MoJIb30BaTeneit o  IPODECCHOHATBHO
CONL. Kinaccnduxarus tepmuHosiorueii B chepe CO/]
COA. (TTIK-1).
Tema 1.2. Cucmemot Dopmupyemvle KOMnEemMeHYUU: VYcrHblii onpoc,
peznamenmupyiouieil e cnocobeH PYKOBOIUTH OTYCT O
O0oKymenmauyuu 6 cghepe JCATECIbHOCTBIO o BBITTOJTHCHHUM
9/1eKMPOHHO20 JTOKYMCHTAITMOHHOMY NPAKTHYECKOH
00Kymenmoooopoma. o0ecreyeHuno YIpaBIIEHUs paboThI
CocTtaB 1 XxapakTepucTUKa opranusanueit (ITK-1).
HOPMAaTHUBHO-IIPABOBBIX U B pe3ynbrate u3yueHus: TeMbl CTYJEHT
HOPMAaTUBHO-TEXHUYECKUX | JOJKEH:
JIOKYMEHTOB B cdepe 3Hamy:
IIEKTPOHHOIO ® HOPMATHBHO-TIPABOBYIO U
JOKyMEHTOO00POTA. HOPMAaTHBHO-TEXHHUYECKYIO 0a3y,

1.2. | [IpoGnemsl cTangapTU3AIIH pErIaMeHTUPYIOLIYIO
3JIEKTPOHHOTO AJIEKTPOHHBIN JOKYMEHTOOOOPOT
JIOKYMEHTO000pOTa. (TIK-1).
HOpMaTI/IBHoe ymembo:
peryaupoBaHne ®  JICIIOJIB30BaTh HOPMaTHUBHO-
SJICKTPOHHOI'O npaBoByl0O 0azy B pelUICHUH
JIOKyMEHTO00O0pOTa B npodeccnoHanbHbx 3amad (I1K-
OpraHu3anusIx. 1).
OcHoBHBIE TIPOOIEMBI U eademn:
MEPCIEKTUBEI PAsBUTHA e  OIBITOM IPAKTHIECKOTO
HOPMAaTHBHO-TIPaBOBOU PUMCHCHHS 3HaHUU

0a3bl AITEKTPOHHOTO

HOPMATUBHO-IIPABOBLIX OCHOB B
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JIOKYMEHTO000pOTa B
Poccun Ha coBpeMEHHOM
JTarne.

chepe AIIEKTPOHHOTO
nokymenroobopota (ITK-1).

Tema 1.3. Pecnamenmauus

(DopmupyeMbte KomnemeHuuu.

YerHbI onpoc,

NPUMEHEHUs CUCHIeMbl croco0eH PYKOBOJUTH OTYET O
IN1eKMPOHHO20 JeSITEIbHOCTBIO 10 BBINOJIHEHUH
00Kymenmoobopoma 6 JIOKYMEHTAllHUOHHOMY IPAKTHYECKOM
opzanuzayuu. 00ecrneveHuo YIPaBICHUS paboThI,
HeobxomumocTh opranu3aiueit (ITK-1). TECTOBBIN
periiaMeHTalnH B pesynprare u3ydeHHs TEMBI KOHTPOJIb
IPUMEHEHUS CTYJEHT JIOJIKEH:
KOPIOPAaTUBHOU CO/I. HaAmMb:
JlokanbHblE HOPMaTHBHBIE HOPMATHBHO-TIPaBOBYIO u
aKThI 1o Bolpocam HOPMAaTHBHO-TEXHUUYECKYIO 0a3y,
MIPUMEHEHUS COJI. PErIaMEeHTHPYIOIIYIO
Nuctpyxkipmst o AIIEKTPOHHBIA TOKYMEHTOOO0O0pOT
JIeJIOTIPOU3BO/ICTBY B (IIK-1).
. YCIIOBUSAX IPUMEHEHHUS ymemp:
= | COLL PernaMeHTaquﬂ UCIIOIb30BaTh HOPMAaTHBHO-
JocTyna TOJb30BaTeled K PaBOBYI0 0a3y B  pELICHHH
COLL. I/I3MCHCHH§3 poiin npodeccronanpubix 3amad (I1K-
JIOKYMEHTallMOHHOMN 1).
CrykOpl B yCHOBHAX paspabarbIBaTh JIOKaJIbHBIE
npumenerns COJI. HOPMAaTHBHbIE aKTBI 1o
Bonpocam npumeHeHuss COJI
(1IK-1).
eénaoemu:
OIBITOM IIPAKTUYECKOTO
[IPUMEHEHUS 3HaHUN
HOPMAaTHBHO-TIPABOBBIX OCHOB B
chepe AIIEKTPOHHOTO
nokymentoobopora (ITK-1).
Paszoen 2. Cmpykmypuposanue 0GHHbHIX U MEMAOAHHBIX OOKYMEHMUPOCAHHBIX Chep
0eamenbHOCmu Op2anu3ayuu
Tema 2.1. Memaodannovie Dopmupyemovie KOMnEMEHYUU: YcrHbIii onpoc,
OOKYMEHmMO6 u ynpasieHue croco0eH PYKOBOJIUTH OTYET O
uMu 6 UHPOPMAUUOHHBIX JeSITeTbHOCTHIO 1o BBIITOJIHCHUH
cucmemax. JOKYMEHTAITHOHHOMY IIPaKTUYECKON
[MonsTHs «TaHHBIEY, obecreveHno yIpaBieHus paboThI
«veragannsie». ['OCT P opranm3anueii (ITK-1).
NCO  23081-1-2008 1o B pesynbrare H3ydeHUs TEMBI
2.1. | ympaBlIeHUIO CTYJEHT JIOJIKEH:
MeTa/laHHbIMH. 3Hamv:
Knaccudukanus TEPMHMHONIOTMIO B 0OJNACTH
MeTa/IaHHbIX. Cocras >JIEKTPOHHOTO
METaJaHHbIX B nokymeHToobopota (ITK-1).
ACTONPOU3BOACTBEHHBIX U KJIacCU(PUKAITHIO u coCTaB
apXUBHBIX CUCTEMAX. METaIaHHbIX B
JocTyn k MeTaJaHHBIM. JIETIONPOU3BOJICTBEHHBIX u
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apxuBHbIX cuctemax (ITK-1).
ymembw:

COCTaBISITh  METaJaHHblE K
aneKTpoHHBIM JIokymMeHTaMm (ITK-
1)

HACTpauBaTh U OCYILIECTBIISTH
noctyn K MmetaganabiM (ITK-1).
enademp:

OIBITOM MPaKTHYECKOTO
OPUMEHEHHS ~ METaJaHHBIX B
cdepe AJIEKTPOHHOTO

nokymenroobopora (ITK-1).

2.2.

Tema 2.2. Buowt, cnocoowt
npeocmaenenus
CMPYKMYpUpo6aHHbIX
OAHHBIX U MEMAOAHHDIX,
Memoosl ux

CMPYKmypupoeanus
CnocoObl, MPUHIMUNBL U
WHCTPYMEHTHI

CTPYKTYpUPOBaHUS u

BU3YyalM3alUsl pe3yJIbTaTOB
CTPYKTYPHUPOBAHUS JIaHHBIX
JIOKYMEHTUPOBAaHHBIX chep
JeSITebHOCTH
OpraHu3aluHm.
OnpeneneHue  MCXOIHOTO
YpOBHS OpraHu3aluu
CTPYKTYpPUPOBAaHHBIX
JaHHBIX U METaJlaHHBIX
JIOKYMEHTHUPOBaHHBIX chep
JeSITEIbBHOCTH
OpraHH3aIiH.

Dopmupyemole KOMnemeHyuu:

CIO0COOEH PYKOBOJIUTH
JeSITETLHOCTHIO o
JOKYMEHTALHOHHOMY

o0ecre4eHuno yIpaBiIeHUs

oprauusarueit (ITK-1).

crocoOeH pa3pabaTsiBaTh
CUCTEMBbI aHATUTUKU [TUPPOBOI
Tpanchopmanuu
JIOKYMEHTHUPOBAHHBIX cep
JESITEIIbBHOCTH OpraHu3aluu
(TIK-3).

B pesynbrare wu3yueHUsT TEMBI
CTYACHT JIOJKCH:

3Hamy:
UHCTPYMEHTHI
CTPYKTYPHUPOBAHUS JaHHBIX
JIOKYMEHTHUPOBAHHBIX cdep
JeSITeIbHOCTH OpraHu3aIHH.
(TIK-1).

ymembo:

BU3YQJIU3UPOBATh  PE3yJIbTATHI
CTPYKTYPHUPOBAHUS JTAHHBIX
JIOKYMEHTHPOBAaHHBIX chep
JeSITeTbHOCTH OpTaHU3aIHH.
(TIK-3).

ONpENeNATh MCXOAHBIN YPOBEHb
OpraHu3anuu
CTPYKTYPUPOBAHHBIX JAHHBIX H
METaJaHHBIX

JIOKYMEHTHPOBAHHBIX chep
JIESITSIIBHOCTH OpraHU3aAIHA
(TIK-1).

enaoemsn:

OTIBITOM MIPAKTHYECKOTO
NPUMEHEHHUS  METaJlaHHBIX B
chepe AIIEKTPOHHOTO

nokymenroobopora (ITK-1).

VYcrHblii onpoc,
OTYET O
BBITIOJTHEHUH
IIPAaKTUYECKON
paboThI
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Paspabomka memamooenu

(DopmupyeMble KomnemeHnuuu.

YceTHBI onpoc,

(apxumexkmypuot) e crnocoOeH PYKOBOJIUTH OTYET O
CMPYKmMypupoeaHHbIX JCATCIIBHOCTBIO 1o BBIIIOJIHCHHAH
OQHHBIX U MEMAOAHHBIX JIOKYMEHTAallUOHHOMY IPaKTUYECKON
OOKYMEHMUPOBAHHBIX o0ecreueHno yhpapieHus | paboThl, TECTOBbIH
cgpep deamenvnocmu opranmzanueit (I[TK-1). KOHTDPOJIb
opzanuzauyuu e crnocoOeH pa3pabaTbiBaTh
[TpuBenenue CUCTEMBI aHAITUTUKU [TUPPOBOK
CTPYKTYPUPOBAHHBIX Tpanchopmauu
JaHHBIX W MCTAaJaHHBIX JIOKyMEHTHUPOBAHHBIX chep
JIOKYMEHTHPOBaHHBIX ~ cep JIESITETbHOCTH OpraHU3aIun
JESITeIbHOCTH K (TIK-3).
(hopmanbHOMY BUAY. B pesynbrate wu3ydyeHUs TEMBbI
PaspaboTka CTYIEHT JOJIKEH:
KJIaCCH(bHKaTOpOB u 3HaAmMbv:
CIIPaBOYHHKOB, e  UHCTPYMEHTEI
CTPYKTYPHUPOBAaHHBIX CTPYKTYPUPOBaHUSA JAHHBIX
JaHHBIX M MCTallaHHBbIX JIOKYMEHTHUPOBaHHBIX cdep
JIOKYMEHTHPOBAHHBIX ~ Cep JIEATEIIbHOCTH OpraHU3aLNH.
2.3. | IeATenbHOCTU (IIK-1).
OpraHu3aIiu. ymemp:
Cucremarusanus ®  CHCTEMATH3MPOBAThH
CTPYKTYPHPOBaHHBIX CTPYKTYPHUPOBAHHBIE JaHHbBIE
AQHHBIX JOKYMEHTHPOBAHHBIX chep
JIOKyMCHTHPOBAHHBIX  Cep JEATEIbHOCTH OPraHu3aliy s
ACATCIBHOCTH OpraHu3aliu UCIIOJIb30BAHUSI M XPAaHCHUSI
JUIL  UCIIOJNB30BAaHUA | (TIK-3).
XpaHCHHs. e pa3pabaThIBaTh KIaCCHPUKATOPHI
u CIIPaBOYHHUKHU
CTPYKTYPUPOBAHHBIX JAHHBIX H
MeTaJJaHHbIX
JIOKYMEHTHUPOBaHHBIX chep
NeSATeTbHOCTH OpraHU3aIlHH.
(TIK-3).
enademu:
® OMBITOM MPaAKTUYECKOTO
NMPUMEHEHUS  METaJaHHBIX B
chepe AIIEKTPOHHOTO
nokymenToobopora (ITK-1).
IIpomexxyrounas
aTTeCTalUs: 3a4eT
Pa3zoen 3. Hughopmayuonnvie nomoxku cmpykmypupoeantslx OGHHbIX U ROPAOOK
63aUMO0elCmEUs CUCHEM IJIEKMPOHHO20 0OKYMERmMO0Ddopoma
Tema 3.1. Dopmupyemole KOMnemeHyuu: YcerHblii onpoc,
DynKyuonanvHvle e crocobOeH PYKOBOJHTH OTYET O
u mexHuuecKue JESATETbHOCTHIO 1o BBITTOJIHEHUH
31 |Xapaxmepucmuxu CI. JOKYMEHTAMOHHOMY IPAKTHIECKOM
" | IlonsiTue cepBep, KIIMEHT, o0ecIeYeHn o yIpaBJICHUSA paboTsI

apXHUTEKTypa «KJINEHT-
cepBep». [TonsTue
apxutektypel COJl u eé

opranusanueii (ITK-1).
B pesysbrare u3ydeHus TEMBI CTYIEHT
JIOJDKEH:
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COCTaBJISFOIIHE.
00s13aTEeIIbHBIX

(GYHKIIMOHATIBHBIX u
TEXHUYECKUX TPEOOBaHMIA K
COBPEMEHHBIM  CHCTEMaM
YIIPABJICHUS 3JICKTPOHHBIMH
JOKYMEHTaMH: TOAJCPIKKa
pa3In4HbIX (pOopMaTOB, BBOA

Ha6op

u  obpaborka  oOpa3oB
OyMaxHBIX  JIOKyMEHTOB,
UHTETpalus ¢ OQUCHBIMU
MIPHIOKCHUSIMU,
yIpaBieHUE BEPCUSIMH U
aTpudyTamu, COCTaBHBIC
JIOKYMEHTHI,
MOJTHOTEKCTOBBI TOUCK U
aHanu3 JIOKYMEHTOB,
yIpaBJcHHUE JTarlaMu
YKU3HEHHOTO LUKJIa
JTIOKYMEHTA, yIpaBJeHHE

OM3HEeC-TIPoIIeCCaMH,
yIIpaBJICHUE COJICPIKAHHEM.
Crocobbr  padoter ¢ CO/J]
(ymajeHHO, pacrpenesieHHO
¥ 00J1aYHO).

3HAMb:

HabOp 00s13aTeNbHBIX
(GYHKIMOHATBHBIX u
TEeXHHUYECKHX TpeOOBaHWH K
COBPEMECHHBIM crcTeMaM
YIPaBICHUS  DICKTPOHHBIMH
noxkymentamu (I1K-1);

crpykrypy COJ1 (ITK-1).

ymembs:
® COCTaBJIATH JAOKYMCHTHEI,
OTpaxaromue MMPUHHUMACMBIC
pelIeHHs, BECTH u
aKTyalIu3upoBath 06azy ¢opm
ANEKTPOHHBIX JTOKYMEHTOB
(ITK-1);

peoOpa3oBbIBaTh  OyMakKHbBIE

JOKYMEHTBI B 3JICKTPOHHYIO
dbopMy, BBOAWTHP WX B
AJIEKTPOHHBIN apXWB,
OpPTraHU30BBIBATH

aTpuOyTHUBHBIN u
COZIEPIKATEIIbHBIN TIOUCK

JOKYMEHTOB ¥ (HOPMHPOBATH
otyetsl 0 padore COJ (ITK-1);

eénaoemp:

poQeCCHOHAILHON
tepmuHONIOTHEeH B chepe CO/I
(TIK-1).

3.2.

Tema 3.2. Eounvie
cucmemul XpaHeHus u
oopabomku ungopmayuu
U 803MOMCHOCHU UX

eé3aumooeiicmeus

I[Moastua S0, O350,
M3B/10. Enuneie
UH(PPACTPYKTYpHBIE,
TEXHOJIOTHYECKHE 5
METOHOJIOTHYECKHUE

pEIIeHNs] CHCTEM XpaHEHUS
u 00paboTku HHpopMaIUH
U BO3MOYKHOCTH 1754
B3aUMO/ICHCTBUS.

I'ocynapcTBeHHbIE

UH(POPMALIMOHHbBIE CUCTEMBI
(TUPBO, 'uc
«DNEKTPOHHBIN  OIOJKET»,
ENC B cdepe 3akymok,
ENC T'O3, Equnslii nopran
TOCYJapCTBEHHBIX YCIyT |

JpyTHE).

(Dopmupyejnble Komnemernuuu.

croco0eH PYKOBOJIUTh
JIeSTEIbHOCTBIO o
JOKYMEHTALUOHHOMY

o0ecneveHuno yIpaBiIeHUs

opranmzanueii (ITK-1).

crocoOeH pa3padaTsiBaTh
CHCTEMBI aHATUTHKHU IHU(POBOI
TpaHchopManuu
JIOKYMEHTUPOBAHHBIX c(ep
JeSITeIbHOCTH OpraHU3aIH
(TIK-3).

B pesynbrare u3yueHHs TEMBI
CTYACHT JIOJDKCH:

3Hamy:

HOPMAaTHUBHBIE TpeOOBaHUS K
XPaHEHUIO U o0paboTku
undopmarmu (I1K-1)

OCHOBHBIE rOCyJIapCTBEHHBIE
WH(POPMAIIMOHHEIE CHCTEMBI
XpaHEHUs U 00paboTKu

nH(OPMAIIUK B BO3MOXKHOCTH UX
B3aumoeiicteus (ITK-1).

YcerHbI onpoc,
OTYET O
BBINIOJTHEHUH
[IPaKTUYECKOU
paboThI
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ymembp:

OPUMEHATh Ha TPAKTUYECKOM
OTIBITE rocyaapCTBEHHbBIE
UH(POPMAIIMOHHBIC CHCTEMBI
XpaHeHHUs u 00paboTku
unpopmanuu (ITK-1)

enademp:

OIIBITOM MPAKTUIECKOTO
PUMEHCHHS 3HaHUH
HOPMATHBHO-IIPABOBBIX OCHOB B
chepe AJIEKTPOHHOTO

nokymenroobopora (ITK-1).

3.3.

Tema 3.3. dnekmponnoe
63aumodeiicmeue
wpuou4ecKux u
duzuueckux auy c
20¢y0apcmeeHHbIMU
opeanamu enacmu
PazButue
BHYTPUBEJOMCTBEHHOTO U
MEXBEIOMCTBEHHOTO
UH(POPMAITMOHHOTO
B3aMMOJICHCTBHS B CHUCTEME
rOCYJapCTBEHHBIX OPTaHOB.
CnoxxHocTM B Pa3BUTUHU
uHdppactpykrypsl F033/10.
[Tepexon oT
KB (UIIUPOBAHHBIX
AJIEKTPOHHBIX TMOANUCEH Ha
bremkax K  00JAUYHBIM
MOAMHKCSIM.

Dopmupyemole KOMnemeHyuu:

CIO0COOEH PYKOBOJIUTH
JEeSITETLHOCTHIO o
JOKYMEHTALHOHHOMY

o0ecreveHuno yIpaBiIeHUs

oprauusarueit (ITK-1).

crocoOeH pa3pabaThiBaTh
CHCTEMBI aHAJTUTHKHU IHU(POBOIi
TpaHchopmauu
JTOKYMEHTHPOBaHHBIX chep
NeSITeIIbHOCTH OPTaHU3aIUH
(TIK-3).

B pesynbTare u3yueHHs TEMBI
CTYACHT JIOJDKCH:

3HaAmMb:

HOPMAaTHUBHBIE TpeOOBaHUS K
AJEKTPOHHOMY B3aMMOJICHCTBHIO
IOPUJIMYECKUX U (PU3NYECKUX
JUII  C  TOCYAapCTBEHHBIMHU
opranamu Biacty (ITK-1)
OCHOBHEBIE rOCyJIapCTBEHHBIE
UH(POPMAIMOHHEIE CHCTEMBI
XpaHEHUs U 00paboTKH
UHPOPMALINU U BO3MOKHOCTH HX
B3aumogeiicreus (ITK-1).

ymembs:
NPUMEHATh Ha IPaKTUYECKOM
OIIbITE rOCY/apCTBEHHBIC
UH()OpPMaIMOHHBIE CHCTEMBI
XpaHEHUs U o0paboTku
uadopmarmu (ITK-1)

enademp:

OIBITOM MPaKTHYECKOTO
NPUMEHEHHS 3HAHHH
HOPMAaTHBHO-TIPABOBBIX OCHOB B
chepe AIIEKTPOHHOTO

nokymentoobopora (ITK-1).

VYcrHblii onpoc,
OTYET O
BBINIOJTHEHUH
IIPAaKTUYECKOU
paboTHI,
TECTOBBIN
KOHTPOJIb

Pa3zoen 4. Opzanuzayuonnsle u mexHo102U4eCKUE MEMOObL COBEPUIEHCINEOBAHUS
INEeKMPOHHO20 OOKYMEHMoobopoma
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Tema 4.1. Onmumuzayusn
O0OKYMEHMONOMOKO8 8
opeanu3zayuu

(DopmupyeMble KomnemeHnuuu.

crocoOeH PYKOBOAHTH
JEeSITETLHOCTHIO o
JIOKYMEHTAITUOHHOMY

00ecnedeHuno yIpaBJIeHUs

oprauusarueii (ITK-1).

crocoOeH pa3pabaTbiBaTh
CHCTEMBbI aHAJTUTHKH LU(DPOBOM
Tpanchopmauu
JOKYMEHTHPOBaHHBIX chep
NeSITeITbHOCTH OPTaHU3aIUH
(TIK-3).

B pesynbTare u3yueHHs TEMBI
CTYACHT JIOJIKCH:

3HaAmMb:

C KaKkOW LeJbl0 OpraHu3aluu

YcerHbIi onpoc,
OTYET O
BBITIOJIHCHUH
MPAKTUYECKOU
paboThI

41 OPOBOJAT  MEPONPUATHUS  TI0
h OIITUMHU3ALUUA
nokymenToobopota (ITK-1)
OpraHU3allMOHHBIE ~ MEphl 10
ONTUMU3AIIH
nokymentoobopora (ITK-1),
TEXHOJIOTHYECKAE  MEpbl IO
ONTUMU3AIIH
nokymentoobopora (ITK-1).
ymemp:
pa3pabaTbIBaTh MapIIpyTHbIE
CXEMBI (O10K-CcXeMBl,
rpadukn)(I1K-3)
enademu:
OIIBITOM MIPAKTUYECKOTO
PUMEHEHUS 3HaHUM o
ONITUMU3AIIH
nokymentoobopora (ITK-1).
Tema 4.2. Ilpumenenue Dopmupyemovie KOMnEemMeEeHyuu: YcTHBIi ompoc,
npoueccHozo no0xooa 6 CIIOCOOCH PYKOBOJIUTH OTYET O
cghepe OoKymenmooodopoma JIeATETLHOCTHIO o BBITTOJIHEHUH
JIOKYMEHTAIlUOHHOMY MIPAaKTUIECKON
o0ecTieyeHn o yIIpaBJICHUS paloThI,
opranusanueii (ITK-1). TECTOBBIH
crocoOeH pa3pabaThiBaTh KOHTPOJIb
CHCTEMBI aHATUTHKHU IHU(POBOI
4.2. TpaHchopManuu

JIOKYMEHTUPOBAHHBIX cep
JESTEIIBHOCTH OpraHu3aluu
(TIK-3).

B pe3ynbrare H3yueHUs TEMBI
CTYZAEHT JIOJIXKEH:

3Hamb:

pOJb IPOLIECCHOIO MOAXOJa B
COBEPUICHCTBOBAHUU
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nokymenroobopora (ITK-1).

ymemp:
®  BLIJEIATH OU3HEC-TIPOIIECCHI
opranu3aiuu (ITK-3)
enademp:
®  OIBITOM MPAKTUIECKOTO
IPUMEHCHHS 3HaHU o
nporieccHomy noaxonay (ITK-1).
[TpoMexxyTouHas
aTTecTallus:
9K3aMeH
KOMOMHUPOBAaHHO
i hbopme
(TecToBbIi
KOHTPOJITb
cobecel0BaHNE)

5. O6pazoBare/ibHbIe U HHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOT MU
5.1 O6pa3zoBaresibHbIe TEXHOJIOTHH

B xome oOydeHus HCHONB3YIOTCA TPaJAWLMOHHBIE OOpa30BaTENbHBIE TEXHOJIOTHH,
BKJIIOYAIOIIME ayIUTOPHBIE 3aHATHS B (opMe JICKIHA W TMPAKTHYECKUX pabdoT, a Takxke
pa3BHUBAOIINE MPOOIEMHO-TIOUCKOBBIE TEXHOJIOTUU: MPOOJIEMHOE HU3J0KEHHUE JIEKIIHOHHOTO
MaTepuaa; mpoOIeMHO-UCCIIEAOBATENLCKUE 3aIaHUS; TUCKYCCUU; TIPOCKTHI.

OcBoenue y4eOHOro Marepuaia COMPOBOXKIACTCS HWHTEPAKTUBHBIMU (popmamu
oOyuyenus. [lpm opraHumzanuy JIEKIMOHHBIX 3aHATHHA HCHONB3yeTcs ¢dopMma JEKIUU C
COMPOBOXACHUEM JJEKTPOHHOM mpe3eHTauueld. B mpoBegeHMH mnpakTUYECKUX padoT
MPEIoIaraeTCss UCIOIb30BAaHNUE CIECIYIONMX HHTEPAKTUBHBIX (DOpM: NMPOBEACHUE IEIIOBBIX
CUTYAIMOHHBIX U POJIEBBIX UT'P, 00YUAIOIIUX TPEHUHTOB, 3aIIUTa TPOEKTOB.

Jlonst ayAMTOpPHBIX 3aHATHIA, MPOBOJMMBIX B WHTEPAKTHUBHBIX (QopMax oOydeHHS,
coctaBisger 30% Ha ouHOW Qopme oOydeHus u 30% Ha 3aouyHOi (opme 0O0ydeHus, 4To
cootrBercTByeT TpeboBanusim DOI'OC BO mno wHampaieHuto mnoarotoBku 46.04.02
«JloKkyMeHTOBe/IeHUE U apXUBOBEJICHHUEY.

B mensix caMOKOHTPOJISI 3HAHUH CTYIEHTOB MCIIOJIB3YIOTCSI TEXHOJIOTHH TIPOBEPKH YPOBHS
OBJI/ICHUSI Y4EOHBIM MaTepHUaroM C HCIOJIb30BaHUEM KOHTPOJIBHBIX BOMPOCOB M TECTOBBIX
3aJ]aHuil 1O pa3aesnaM JUCUUIUIAHBL.

JU1st AMarHOCTUKKM KOMIIETEHLUH MPUMEHSIIOTCS cleayronie GopMbl KOHTPOJIS: YCTHBIN
OlpPOC, 3alldTa OTYETOB O BBINOJHEHWHM MPAKTUYECKHX padoT, 3ammra yd4eOHOTro
HCCIIEI0BATENILCKOTO MPOEKTa (Ha OYHOM M 3a04HOM opmax oOydeHus ), TECTUPOBAHUE, 3aUeT,
9K3aMeH.

5.2 NudopManHOHHO-KOMMYHUKAMOHHBIE TEXHOJIOTHI

IIpu opranuzamuu yd4eOHOro TIpolLecca IIUPOKO  HCIHOJBb3YETCs  COueTaHHe
o0Opa3oBaTeNbHbIX M WH(GOPMAIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTHI: MPaKTUKYIOTCS
MYJIbTUMEIUMHBIE JICKIIMOHHBIE 3aHATHS, MH()OPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHU
COTPOBOXKAAIOT MPOBEACHHE JTaOOPATOPHBIX PabOT, OPraHU3aLMI0 CaMOCTOSATEIbHONW pPadOThI

CTYIICHTOB.
Ha caiite «ONeKTpOHHAs obpasoBarenbHas cpena KemMI'MTK»
(https://edu2020.kemgik.ru/course/view.php?id=4144) pa3MenieHbl TEOPETUYECKHE,

MPAKTUYECKHE, CIPAaBOYHbIE, METOJINYECKUE, KOHTPOJIbHO-U3MEPUTENbHbIE 3JIEKTPOHHBIE
pecypchl IO JUCIMILINHE.
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AKTHBH3ALUIO CAMOCTOSITETILHON paboThl CTYJJICHTOB M KOHTPOJb PE3Yy/IbTaTOB U CPOKOB

OCBOEHUS pa3/JelioB U T€M JUCUUIUIMHBI 00ECIeUYnBaeT MCIOJIb30BAHUE TaKMX MHTEPAKTUBHBIX
DIIEMEHTOB «JJEKTpOHHOU oOpa3oBatenbHOi cpenbl KemI MK», kak «3amanme» u «Tect.
HuTepakTuBHBINA 37eMeHT «TecT» BKIIIOYAeT pa3iu4HbIC TUIBI BOIPOCOB M HCIIOJIb3YETCS Kak
OJTHO M3 OCHOBHBIX CPEICTB OOBEKTHBHOI OLIEHKM 3HAHUH CTyHEHTa B XOAE CaMOKOHTPOJIA,
TEKYIIEro U MPOMEKYTOUHOTO KOHTPOJIS 3HAHUN IO JTUCIUILINHE.
WHTepakTUBHBIN 37eMEHT «3afaHue» IMO3BOJISET IPENoAaBaTelio MOAICPKUBATh OOpPATHYIO
CBSI3b CO CTYJIEHTOM IIOCPEICTBOM MPOBEPKH 3a7aHMs (OTYETOB O BBIIOJHEHUU J1a0OPaTOPHBIX
paboT) B BUJIC PELICH3NH WJIH KOMMEHTAPUEB, a TAK)KE 00€CIEYUTh WHAUBUIYATBHBIN MOJX0] K
oOydJalmuMcsi C YY4eTOM HUX ICUXO(PHU3UOIOTHYECKUX ocoOeHHocTel. HHTepakTuBHBIC
AJIEMEHTHI C BO3MOXKHOCTBIO OOpAaTHOW CBS3M MMEIOT 0CO00€ 3HAUEHHUE JUIs 3a0YHON (OpPMBI
00y4eHus, MOCKOJIBKY TIO3BOJISIOT HE TOJILKO KOHTPOJIUPOBATH BBHIIIOJIHEHUE CTYACHTOM 3aJJaHUI
(KOHTPOJIBHBIX paboT), HO © MOTUBHUPOBAThH €TO CAMOIIOJATOTOBKY B MEKCECCHOHHBIN EPUO/I.

Hcnonb30BaHne MHTEPAKTUBHBIX 3JIeMEHTOB «3ananue» u «Tect» Takxke obecreunBaet
¢ukcanmio xoja 00pa30BaTENBHOTO IMPOIECCa, PEe3yJIbTaTOB TEKYIIeH U MPOMEKYTOYHOH
yCIeBaeMOCTH O0yUaIOUIUXCS MO TUCIUILINHE.

6. YueOHO-MeTOAMYECKOE 00eclieYeHHe CAMOCTOSATEeIbHOH padoThl 00yYA0IIUXCS
6.1. IlepeuyeHb Yy4YeOHO-METOAMYECKOI0 oOOecleYeHUs [JIA CaMOCTOSTEbHOH PadoThI
00y4aKIIHNXCS
Marepwuansl Uil OpraHA3alUuU CAaMOCTOSTEIbHOW PabOThl 00YJAIOLINXCS IO TUCIUILIHHE

«TeXHOJIOTHYEeCKUE OCHOBBI CHUCTEM JJIGKTPOHHOTO JOKYMEHTOOOOPOTa» pPa3MEIICHB B
«DnexTpoHHOM oOpa3oBarenbHOi cpene» (https://edu2020.kemgik.ru/course/view.php?id=4144)
U BKJIFOYAIOT:
OpeanuszayuonHule pecypcul

* Temaruueckuii MIaH AUCIUILUIMHBI JJIs1 CTYICHTOB OYHOU (POPMBI O0YUICHUS

» Temarnueckuii MIaH AUCUUIUIMHBI IS CTYICHTOB 3209HON (hOPMBI O0yUIECHHUS
Yuebno-meopemuueckue pecypcul
Yuebno-npaxmuueckue pecypcul

*  OnucaHus NpakKTUYECKUX PaboOT
Yuebno-memoouueckue pecypcoi

* Meroauueckue ykazaHus M0 U3y4EHHIO TEOPETUUECKON YacTH AUCHUIUINHBI

* Meroanueckue ykazaHus MO BBITOJHEHUIO J1a00paTOPHBIX paboT
Yuebno-cnpasounsie pecypcot

* ['moccapwuii, c1oBapu Mo JUCHUILIMHE
Yuebno-naenaonuie pecypcul

*  DJEeKTpPOHHBIE MTPE3ECHTALUH
Yuebno-6ubnuocpaguueckue pecypcoi

* Cnucok peKOMEHIyeMOil InTepaTypbl
DoHO oyeHoUHbIX cpedcma

* Temartuka goxnagoB

* KoHTponbHBIE BONPOCHI 110 pa3zesaaM JUCHUILIMHBI

* Tectsl no pazaenam

* Bompocsl k 3x3aMeHy

6.2. TemaTnka 1eJ0BBIX POJIEBBIX U CHTYAMOHHBIX HI'P
Paspaborka cueHapusi U npoBeJAeHHMe [e10BOM curyanuoHHoii urpsl «Ilepexon
YUpesKAeHUS] Ha JJIEKTPOHHBIH JOKYMEHT0000pOT».
Lenu:
e 3akperieHue MOJyYEHHBIX 3HAHUM.
e MotuBanus npouecca NO3HaHUS.
e @DopMHpPOBaHUE HABBIKOB MIPUHATHUS PEIICHUH B MO100HON CUTYaIUH.
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3aoanue:
e BriOpaTh yCIIOBHOE yUpeKICHUE, B KOTOPOM UMEIOTCSI KOMMEPYECKUE CEKPETHI;
e OmpenenuTs 3TAIbl BHEIPECHUS SJICKTPOHHOTO TOKYMEHTO000POTa;
e Omnpenenuts CO/I: 3pPeKTUBHOCTh BHEIPCHHSI.
Ponu:
e CryneHTsl pacupe/ieieHbl Ha 3 TTOATPYIIIIbL:
e l-g moarpymnma — pyKOBOJUTEIb YUPEKIACHUS;
e 2-s MOATPYIIA — HAYAIBHUK OOIIET0 OT/CIa;
e 3-s moArpymnma — HadaIbHUK oTaena UT.
Tlopsidok npogedenus npaKmuyecKo2o 3aHsAmus

1. Opranuzanus 3aHsATust (IpOBEpKa MPUCYTCTBYIOUIMX M FOTOBHOCTU K 3aHSITHSIM,
00BSIBIICHUE TEMbI U LEJIH 3aHATUS, TOBEACHUE TTOPSJIKA MPOBEICHUS 3aHATH).
2. Pacnpenenenue Ha HOATPYMIbI M 03BYYHBAaHUE CUTYAIIUH.

3. IlpucBoeHue mnoarpynmam MEpPBOHAYAIBHBIX pPOJEH (JUPEKTOp YUpPEXKIACHHUS,
PYKOBOJIUTENb O0LLEro oTAeNa, HayalbHuK otaena UT).

4. OOcyxneHrue CTyJeHTaMH Ka)kJI0M MOATpYyNIbl BOIPOCOB IO aBTOMAaTH3aLUU
JIeJIOTIPOU3BO/ICTBA, PEIIAEMbIX PYKOBOJICTBOM YUPEXKACHUS.

4.1. Bompocsl €O CTOPOHBI NOJAIPYNINbl BBICTYHNAIOUUX B POJIM PYyKOBOJIUTENIEH
HOPEIPUATHSL.

4.2. Boripocsl co CTOPOHBI pyKoBoauTesel oouiero oraena u oraena UT.

4.3. OTBETHI U IUCKYCCHH.

4.4. BeipaboTka 0011ei mo3ummu u oomiero moaxoaa k Beioopy CO/I.

S. OO6cyxaeHue npenojaBaTeaeM U CTapIIMMU IPYII OLIEHOK Y4aCTHUKOB 3aHATHUS.

6. [lonBeneHne UTOroB 3aHATHA C OODBSIBICHUEM OKOHYATENIbHBIX OLICHOK
YYaCTHUKOB IPAKTUYECKOT'O 3aHSTHUS.

Odicudaemvie pe3yiomamol:

@opMHpOBaHUE CIEAYIOIMUX KOMIIETCHIINN:
—IIK-1. Cnoco6eH pyKOBOIUTH AESATEIBHOCTHIO 110 JOKYMEHTALIMOHHOMY 00€CIIeYEeHUI0
YIIPABJICHUS OPraHU3aLHEH.

6.3. TemaTnka NPOEKTHOro 00y4YeHHs
1. Pa3paboTka Mozenel JOKyMEHTOOO0pOTa B M OpraHU3aIMsIX.

6.4. Meroanuyeckne yka3aHusl I O0y4aIOIIMXCH IO OPraHM3AIMHM CaAMOCTOSITEIbHOM
padoThbI

CamocrtositenbHast pabota obOywatomuxcs (CPO) sBasercss 00s3aTeIbHBIM  BUAOM
y4eOHOM paboThI MO NUCIMIUIMHE, BBIOIHSAETCS B COOTBETCTBUHU C BBIJAHHBIM IIPETIO/IaBaTesieM
3a/IaHHEM U B YCTAHOBJICHHBIE CPOKH.

CamocrosiTennpHass paboTa OOydyaroImMXCS HaMpaBieHa HAa OCBOCHHE TEOPETHUYECKUX
3HaHWH, OBJaJeHHWEe TMpo(deccHOHANBbHON TEPMUHONIOTHEH, pa3BUTHE HABBIKOB pPAa0OTHI Ha
KOMITbIOTEPE U B ceTH MIHTEpHET.

Bupgamu CPO no nucuMIuivHE SIBISIIOTCS: CAMOCTOSITEIbHOE M3YYEHUE TEOPETHUYECKOTO
Marepuaia, IOATOTOBKA K TECTUPOBAHHUIO, BBHITIOJIHEHHE YYEOHOTO HCCIIEIOBATEIHCKOTO
MPOEKTA, MOJIOTOBKA K HK3aMEHY.

Mertoandeckue yka3aHus 1O BBITTOJHEHUIO OTACIbHBIX BUI0B CPO, a Taxke TpeOoBaHUs
K OQOPMJICHHIO M TPEACTABICHUIO PE3yIbTAaTOB pa3MEIICHBl B COOTBETCTBYIOIIUX MOJIYISX
ANIEKTPOHHOTO Y4EOHO-METOANYECKOTO KOMIUIEKCA AUCIUIUIMHBI «TeXHOJIOTHYEeCKHE OCHOBBI
CUCTEM DJIEKTPOHHOTO JOKYMEHTO00O0POTay, pa3MEIIeHHOTO B « IJIEKTPOHHON 00pa3oBaTenbHON
cpeae» (https://edu2020.kemgik.ru/course/view.php?id=4144)
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ConeprkaHe caMOCTOSATENbHOM paboThl 00YyJaIOIIHXCS

TeMbI
IJISI CAMOCTOATEIbLHOM
padoThI 00yYaAOIIMXCS

KoanuecTBo 4acoB

()

=

=
sz
5 = 5
©
= 2 =
= SO
X °©

[

JIsl 3A09HOM
dopmbl
00yuyeHHs

A

Bunnl 3pannii
U co/iepKaHue
CaMOCTOSITeJIbHOM PadoThI

Pa3zoen 1. 3axkonooamensn

0-HOpMamueHasa 6asza 6 cghepe 1eKMpPOHHO20 OOKYMEHmMoodopoma

BBeznenue B cuctemMbl CamocrosTenpHOe W3yueHHE
AIIEKTPOHHOTO 2 12 TEOPETUYECKOT0 MaTepuana; MOATOTOBKA K
nokymeHToobopota (CO]I) TECTUPOBAHUIO

Cucrembl CamocTrosiTenbHOE U3yUEHUE
periIaMeHTHPYIOIIEH TEOPETUYECKOTO MaTepHaa; MoAroTOBKa K
JOKYMEHTAIUH B cepe 4 12 TECTUPOBAHUIO

AJIEKTPOHHOTO

JIOKYMEHTO000pOTa

Pernamenrarus CamocTosTenbHOE U3YdeHUE

NPUMEHECHHUS CUCTEMBI TEOPETUYECKOTO MaTepHaa; MoAroTOBKa K
AIIEKTPOHHOIO 2 12 TECTUPOBAHUIO

JIOKYMEHTO000pOTa B

OpraHu3aIu

Pazoen 2. Cmpykmypuposanue 0GHHBIX U MEMAOAHHBIX 0OKYMEHMUPOBAHHBIX Chep

0eamebHOCIU OP2aHU3aAyUL
MeTtaanHble JTOKYMEHTOB CaMocTrosiTenbHOE U3yueHue
W yIOpaBJI€HUE WMH B 4 12 TEOPETHYECKOr0 MaTepuaia; MmoAroToBKa K
UH(GOPMaILMOHHBIX TECTUPOBAHUIO
CHUCTEMaX.
Bunsi, cioco6bt CamocTosTenbHOE U3yUEHUE
MIPEICTABICHUS TEOPETHYECKOr0 MaTepuaa; MmoJAroToBKa K
CTPYKTYPUPOBAHHBIX 2 17 TECTUPOBAHUIO
JIAHHBIX U METaJIaHHBIX,
METO/IbI UX
CTPYKTYPUPOBAHUS
Pa3paboTtka Mmetamoienu CamocrosiTenbHOe H3y4yeHue
(apxXuTEKTYpHI) TEOPETUYECKOTO MaTepualia; MOJArOTOBKA K
CTPYKTYPUPOBAHHBIX TECTUPOBAHUIO
NAHHEBIX U MEeTaJaHHBIX 2 17
JIOKYMEHTHPOBaHHBIX
chep AesITeNbHOCTH
OpraHu3aIn

Pazoen 3. Hugpopmayuonnvie nomoxu cmpyKkmypuposaHHviX OAGHHbIX U ROPAOOK
63aUMO0elicCmEUs CUCHeEM IJ1IeKMPOHHO20 0OKYMEHmMO0dopoma

DyHKIIMOHAIBHBIE
U TEXHUYECKUE
xapakrepuctuku COJ]

2

12

CamMocTosATENBHOE H3YUYEHHE
TEOPETUYECKOT0 MaTepHala; OArOTOBKa K
TECTUPOBAHUIO
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EI[I/IHBIC CHUCTCMbI CaMocCTOSTEIIEHOC HU3YUCHUC

XpaHeHus1 1 00pabOTKH TEOPETHYECKOT0 MaTepHaia; MoAroToBKa K
uHpOpMALIUU U 17 TECTUPOBAHUIO

BO3MO>KHOCTH HX

B3aMMOJICHCTBHUS

DNEeKTPOHHOE CaMmocTosTenbHOE U3yueHUE
B3aMMOJICIICTBHE TEOPETUUYECKOr0 MaTepuana; oJroToBKa K

IOPUANYCCKUX U
(U3UYECKUX JIUIT C
roCy/IapCTBEHHBIMHU
OpraHamu BJIaCTH

TECTUPOBAHULIO
14 p

Pa3zoen 4. Opzanuzayuonnsle u mexHo102U4ecKue Memoobl CO6EPUIEHCMEOEAHUA
9J1IEKMPOHHO20 0OKYMEHMO0Oopoma

Onrumuzanus CamocTrosiTenbHOE U3yUEHUE
JIOKYMEHTOIIOTOKOB B 1 13 TEOPETUYECKOI0 MaTepuaa; MoAroToBKa K
OpraHu3aIu TECTHUPOBAHUIO
[Tpumenenue CamocTosATenbHOE H3ydYeHue
IIPOLIECCHOTO M01X0/1a B 1 13 TEOPETUYECKOr0 MaTepuaa; oAroToBKa K
cdepe T0KyMEeHT0000poTa TECTUPOBAHUIO

20 151 [ToaroToBka K 9K3aMeHy

7. ®OH]I OLIEHOYHBIX CPEACTB

Bxirodaer oneHOYHBIE CpeACTBA JUIsl TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH U JUIS
MIPOMEKYTOYHOU aTTECTAIIMHIIO UTOTaM ocBoeHUs  guciuIumHbl.  CTpykTypa H
conepkanue (OHNIA OICHOYHBIX CPEJICTB IPEICTABICHBI B 3JEKTPOHHON HH(DOpPMAIIMOHHO-
oOpaszoBatenbHoii cpene (https://edu2020.kemgik.ru/course/view.php?id=4144) wu Ha -caiite
KemI'UK (https://edu2020.kemgik.ru/course/view.php?id=4144).

8. YueOHo-MeToanuyeckoe 1 HHPOPMALMOHHOE 0O0ecneYeHrue TUCIHIIIMHBI
8.1.Cnucok JuTepaTypsbl

Ocnoenas numepamypa

1. be3omacHOCTb 3JEKTPOHHOTO JOKyMEHToOoOOpoTa: yueOHOe mocobume: [16+] /
I1. A. Tumenko, 0. M. Kazakos, P. A. ®ununnos [u ap.]. — Mocksa ; bepnun : Jlupekt-
Menua, 2021. — 54 C. — Pexum JoCTyna: o MHOJIHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=602225 (nata oOpaleHus:
13.03.2024). — bubnuorp. B kH. — ISBN 978-5-4499-1928-1. — TekcT : 2MEKTPOHHBII.

2.  TpunGepr, A.C. JlokyMeHTallMOHHOE OOecrieYeHue yIpaBieHHs. y4eOHHK /
A.C. I'pun6epr, H.H. I'opbaués, O.A. Myxamerimmna. - Mocksa : FOuurtu-Jlana, 2015. -
391 c. // YuuBepcuterckas Oubnuoreka online: snekTpoH. Oubn. cucrema. — URL:
http://biblioclub.ru/index.php?page=book&id=115031. — TeKkcT: 3IEKTPOHHBIH.

3. Kynses, H.H. Konduaennuanpaoe Aemonmpou3BOACTBO W 3aIIUIIEHHBIN AJIEKTPOHHBINA
nokymenroobopot: yueOnuk / H.H. Kynses, A.C.Jémymxun, T.B.Kowapamona,. -
Mockaa : Jloroc, 2011. - 452 c. // YHuBepcurerckas 6ubnnoreka online: 31eKTpoH. OUOII.
cuctema. — URL: http://biblioclub.ru/index.php?page=book&id=84996. — Tekcrt:
3JIEKTPOHHBIMN.

4.  OCHOBBl TPOEKTUPOBAHMSI CHCTEM DIEKTPOHHOTO JOKYMEHTO00OpoTa: ydeOHOe
3JIeKTpOHHOE M3aHue: yueoHoe nocodue: [16+] / M. H. Kpacusuckuii, C. B. Kapnymkus,
A.JI. O6yxoB [u nap.]. — TamboB : TamOOBCKMII TrocynapCTBEHHBIH TEXHUUYECKHUM
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https://biblioclub.ru/index.php?page=book&id=602225
http://biblioclub.ru/index.php?page=book&id=115031
http://biblioclub.ru/index.php?page=book&id=84996

yauBepcuter (TI'TY), 2018. — 81 c. : cxem., mi. — Pexxum goctymna: mo MOANMCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=570397— TeKcT: 37EKTPOHHBIA.

Hopmamuenuvie 00Kymenmaot

3akonooamenvHbvle u HOpMamueHvle npasosvie akmul Poccuiickoii @edepayuu:

Poccuiickass ®Depepanusi. 3akonbl. OO0 apxuBHOM nene B Poccuiickoii ®eneparumu:

denep. 3akon: [yrB. 22.10.2004 r. Ne 125-®3] // Koucynerant Ilmtoc: crnpaBodHas

npaBoBast cuctema. — 3ari. ¢ skpana . — URL: http://www.consultant.ru/. — Tekcr:

AJIEKTPOHHBIN.

Poccuiickass ®eneparus. 3akoHbl. O MOpsAIKE pPacCMOTPEHUS OOpAIICHWH TpakKaaH

Poccutickoit denepanuu: denep. 3akon: [yrs. 02.05.2006 r. Ne 59-d3] // Koncynabrant

[Tmoc: CIpaBOYHas MpaBoBas cucTemMa. - 3arn. ¢ 9kpaHna. — URL:

http://www.consultant.ru/. — TekcT: 31eKTPOHHBIN.

Poccuiickas ®@enepanus. 3akonbl. O6 nHpopManuu, THPOPMAITMOHHBIX TEXHOJIOTHIX U O
3amute nHpopmanuu: ¢enep. 3akoH: [yrB. 27.07.2006 Ne149-d3 02.05.2006 1. Ne 59-D3]
/I Koncynsrant Ilmroc: cmpaBouHas mpaBoBasi cucrema. - 3ari. ¢ 9kpana. - URL:
http://www.consultant.ru/. — TekcT: 31eKTpOHHBIN.

Poccuiickas @enepanus. 3akoHsl. O0 opraHuzaiy NpeoCTaBICHHs TOCYIapCTBEHHBIX
U MyHHLUNAIbHBIX yciyr: denep. 3akon: [yrB. 27 wmions 2010 r. Ne 210-d3]  //
Koncynpsrant Ilmioc: cmpaBouyHas mpaBoBasi cucrema. — 3ari. ¢ skpaHa - URL:
http://www.consultant.ru/. — TekcT: 31eKTpOHHBIN.

Poccuiickas @enepanus. 3akonbl. OO0 3ekTpoHHOW moamucu: ¢enep. 3aKoH: [yTB.
06.04.2011 r. Ne63-®3] // Koncynperaut [Ltoc: crpaBovHas npaBoBasi cucrema. — 3ard.
¢ okpana. - URL: http://www.consultant.ru/. — TekcT: 3J€KTPOHHBIIA.

Poccuiickass @enepanus. 3akoHbsl. O TEpCOHANBHBIX NaHHBIX: (emep. 3akoH: [yTB.
27.07.2006 1. Ne 152-®3] /I Koncynprant Ilmtoc: cmpaBouHas MpaBoBasi CUCTEMaA. —
3ari. ¢ skpana. - URL: http://www.consultant.ru/. — TekcT: 371eKTPOHHBIA.

Hopmamusno—memoouueckue u HOpMamusHO—mexHuyecKue 0OKYMeHmbi.:

. 06 yrBepxaenuu [IpaBmit nenonpon3BoCcTBa B eAepaTbHBIX OpraHaxX HCIIOJHUTEIHHON
BiacTu: (YTBEpKIeHHBIMU mocTaHoBieHrneM [IpaButenbctBa Poccuiickoii denepanuu ot
15 urons 2009 1. Ne 477) // Koncynprant [Intoc: cripaBoyHas mpaBoBasi cuctema. — 3ari.
¢ akpana. - URL: http://www.consultant.ru/document/ cons_doc_LAW_88695/. — Tekcr:
AIEKTPOHHBIMN.

. TOCT P 7.0.97-2016. Cuctema cTanaapToB 1o HHpOpMaUU, OUOINOTEUHOMY U
u3zarenabckoMy aeny. OpraHu3alliOHHO-pacopsIuTeabHas JOKyMeHTalus. TpeboBaHus
K 0()OpMJIEHHIO IOKYMEHTOB. — TEKCT: HEMOCPEICTBEHHBIM.

. TOCT P 7.0.8.-2013 CUBUJI. [lenonpou3BOACTBO U apXUBHOE €0 - TepMUHBI U
onpezeneHus. — TeKCT: HeMOCPeICTBEHHBIH.

. T'OCT UCO 15489-1:2007 CUBU /. Ynpasnenue nokymeHtamu. O6mue tpedoBaHus. —
TekcT: HemoCpeICTBEHHBI.

. TOCT 6.10.4-84 YHuduuupoBaHHble cUCTEMbI JOKyMeHTaluu. [Ipunanue opuandeckoin
CHWJIBI JOKYMEHTaM Ha MAalIMHHOM HOCHUTEJIE U MallMHOTPAMME, CO3JaBacMbIM
CpeICTBaMU  BBIYHMCIUTENBHONM  TEXHMKH. (OCHOBHBIE IOJOXKEHHA. —  TeKcr:
HEIOCPEICTBEHHBIN.

. TOCT 6.10.5-87 VYHupUIMpPOBAHHBIE CHUCTEMBI JIOKyMEHTauuu. TpebGoBaHus K
MOCTPOEHUIO popMyIsipa-oopasna. — TeKCT: HeMmoCPEACTBEHHBIH.

. TOCT P 52294-2004 WndopmanMoHHAs TEXHOJOTHs. YTMpaBlIeHUWE OpraHu3alue.
DNIeKTPOHHBIN PErjiaMeHT aJMUHUCTPATHBHON U CIy)KeOHOU nesTenbHOCTH. OCHOBHBIC
MI0JIO’KEHUS. — TEeKCT: HEMOCPEICTBEHHBIM.
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https://biblioclub.ru/index.php?page=book&id=570397
https://ecm-journal.ru/docs/Federalnyjj-Zakon-N-149-FZ-Ob-informacii-informacionnykh-tekhnologijakh-i-o-zashhite-informacii.aspx

8. TOCT 7.70-2003 CHBUJ. Omnucanue 06a3 JaHHBIX M  MAIIMHOYUTAEMbIX
nH(pOpMallMOHHBIX MaccuBOB. CoctaB U 0003HAaYeHHE XapaKTepUCTHUK. — TeKcT:
HETOCPEICTBEHHBIN.

9. TOCT P 51353-99 I'eonndopmanmonHoe  Kaprorpaguposanue.  MeTajaHHbIE
ANIEKTPOHHBIX KapT. CocTaB U cojiepkanue. — TeKCT: HemoCpeICTBEHHBIM.

10.TOCT P UCO 22310-2009 CUBM/I. Mudopmanus u nokymeHTauus. PykoBoaCTBO JUIs
pa3pabOTUMKOB  CTAaHJAPTOB, YCTAHABIMBAIOIIMX TpeOOBaHUS K  YIPaBICHUIO
JIOKYMEHTaMHU. — TeKCT: HEIOCPEACTBEHHBIN.

11.TOCT 34.602-89 WudopmanuoHHas TexHOJOrMs. KOMIIeKC CTaHIapToB U
PYKOBOZSIINUX JOKYMEHTOB HAa aBTOMATH3WPOBAHHBIC CHCTEMBI. TEXHUYECKOE 3aJlaHue
Ha CO3/IaHHEe aBTOMAaTU3UPOBAHHON CUCTEMBI. — TEKCT: HEMOCPEICTBEHHBIH.

12.T0OCT 34.603-92 NudopmanmronHas TEXHOJIOTHA. Busl HUCIILITAHUN
ABTOMAaTU3UPOBAHHBIX CUCTEM. — TEKCT: HEMOCPEACTBEHHBIM.

13.TOCT 34.201-89 WudopManuonHass TexHoJOrus. KOMIJIEKC CTaHIapTOB U
PYKOBOZSIIUX JOKYMEHTOB Ha aBTOMAaTU3UPOBAHHBIE CHCTEMBI. BUIbI, KOMIUIEKTHOCTh U
0003HaYeHHE AOKYMEHTOB IPHU CO3/IaHUM aBTOMATH3WPOBAHHON CHUCTEMbI. — TeKcT:
HETOCPEICTBEHHBIN.

14.TOCT P 53898-2013 Cucremsl ANEKTPOHHOTO JOKyMEeHTooOopoTa. B3ammoneiicTBue
CUCTEM YIpaBJICHUS JOKyMEHTaMHU. TexHudyeckue TpeOOBaHUA K DIEKTPOHHOMY
coo01eHuto. — TekcT: HenocpeACTBEHHBIH.

15.TOCT P 54989-2012 OGecneyeHue IONTOBPEMEHHOM COXPAHHOCTH 3JIEKTPOHHBIX
JIOKYMEHTOB. — TeKCT: HENOCPEACTBEHHBIN.

16.'OCT P 54471-2011 CucTeMbl SIEKTPOHHOTO JOKYMEHTOOOOPOTa. YIpaBleHHUE
nokymeHnTanuei. Mudopmarnus, coxpansiemas B 3J€KTPOHHOM Buje. Pekomennanuu mno
00ecrevyeHnI0 TOCTOBEPHOCTH M HAJIE)KHOCTH. — TeKCT: HeOCPeICTBEHHBIN.

ﬂonwmumeﬂbmm Jaumepamypa

1. Kysneno, C.JI. CoBpeMeHHble TEXHOJOTHMH JIOKYMEHTAllUOHHOTO obOecrneueHus
yIpaBiieHusi: y4eOHOe mocoOue misi BY30B. — 2-€ W34., nepepad. m gomn. — M.:
NznarensctBo « TEPMUKAY, 2014. — 288 c. — TekcT: HenmocpeACTBEHHBIN.

2. Mwuama, W.B. 3ammra KOHPUIACHIIMANBHOW WHQPOPMAIMK TIPH  DAJICKTPOHHOM
nokyMeHToobopote: ydueOHoe mocodue / M.B. Munun, O.B. Munun. - HoBocubupck :
HI'TY, 2011. - 20 c. - ISBN 978-5-7782-1829-1; // YHuBepcuteTrckas OMOIHOTEKA
online:  snekTpoH.  Oubn.  cucrema. - 3arm. ¢ 9kpaHa. —  URL:
http://biblioclub.ru/index.php?page=book&id=228779. — TeKkcT: 371€KTPOHHBIA.

3. Myxun, H.II. KomnbioTepHble CHUCTEMbI yIpaBieHUs JOKyMeHTooOopoToMm /
H.IT. Myxun. - Mocksa : Jlaboparopust kuuru, 2010. - 58 c. // YHuBepcuteTckas
6ubmuoreka online: amekTpoH. OuOa. cucrema. - 3ari. ¢ 9KpaHa  —
URL: http://biblioclub.ru/ index.php?page=book&id=87235. — TekcT: 371eKTpOHHBIIA.

4. PoibakoB, A.E. OcHoBsl nenonpousBojcTsa: yueOHuk / A.E. Poibakos. - 3-e uzna., ucrp. -
Munck : PUIIO, 2016. - 320 c. / YauBepcuteTckas 6ubnroreka online: 3nekTpoH. 610.
cucrema. - 3ara. ¢ skpana — URL: http://biblioclub.ru/index.php?page=book&id=463666.
— TeKCT: 3IEeKTPOHHBIN.

5. CwmupnoBa, I'.'H. DieKTpoHHBIE CHUCTEMbI YIPaBICHHS JOKYMEHTOOOOpOTOM: YueOHoe
nocodue, MpakTUKyM Mo AucUUIUIMHE: yyeOHoe mocobue / I'.H. CmupHoBa. - Mocksa :
MoOCKOBCKHUI TrOCyJapCTBEHHBIN YHUBEPCUTET SKOHOMHUKH, CTATUCTUKH U UHPOPMATHUKH,
2004. - 115 c. // YuuBepcuretckas Oubmuoreka online: aekTpoH. Oubi. cucrema. - 3ard.
¢ oskpana. — URL: http://biblioclub.ru/ index.php?page=book&id=90954. — Tekcr:
JJIEKTPOHHBIN.
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6. Tecnoga, E. FO. Cuctema 31eKTpOHHOTO TOKYMEHTOO0OpOTa: MPOOJIEMbl U IEPCIEKTUBBI
/ E.YO. Tecmosa // JemompomsBoactBo. — 2010. — Ne 2. — C. 38-42. — Tekcr:
HEINOCPEICTBEHHBIMN.

7. XpamroBckas, H. A. DnekTpoHHBIC TOKYMEHTBI: TPSJIET Y)KECTOUCHHE TPEOOBAHUI K UX
coxparroctd / H.A. XpommoBckast / COBpeMEHHbBIE TEXHOJIOTHH ACIOTPOU3BOACTBA U
nokymeHToobopota. — 2012, — Ne 5. — C. 6-10. — TekcT: HEenmocpeICTBEHHBIN.

8. Xpammosckas, H. A. HopmaTuBHBIE TOKYMEHTHI, HEOOXOAMMBIE IS SJICKTPOHHOTO
IoKymMeHTooOopoTta B  opranmsaumu/  H.A.Xpammosckas//  JlokymeHTamuss B
UHPOPMALIMOHHOM O0IIecTBe: YHH(HUKAIUS M CTaHIApTH3AIMUS MEKBEIOMCTBEHHOTO
KOPIOPAaTUBHOTO JOKyMeHTooOopoTa: Jlokmansl u coobmenus Ha [X MexayHapoaHon
Hay4YHO-TIpakTHueckoe KoH(pepenuuu 05-06 mapra 2003 r.. - Pocapxus. BHUNIA/I.-
M., 2003.-C.292-293 . — TekcT: HeOCPEACTBEHHBIH.

9. UYepnos, B.H. Cucrembl 31eKTpOHHOTO AOKyMEHTOOOOpoTa: ydeOHoe mocobue / B.H.
YepHos; Poc. akan. roc. cioyxOwl npu Ilpesunente Poc. denepanuu. — M.: U3n-Bo
PATIC, 2009. — 83 c. — TekcT: HEenocpeACTBEHHBIH.

8.2. Pecypchl nHGOPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH « AHTepHET»

e Bceepoccuiickuii HHWM  noxkymentoBeneHuss u  apxuBHoro gema. —  URL:
http://www.vniidad.ru;

e [wiIbaus ynpaBIISIONIMX OpraHU3alHen: MpodecCHOHANbHBIN (OpYM PYKOBOIHMTEICH M
CIEIUAIUCTOB B 001acT ynpasieHus gokymentamu. — URL: http://www.gdm.ru/;

e UMudopmarmonsnsiii nopran «Zakonbase.ru». — URL: http://zakonbase.ru;

e KoproparuBHas cHCTEMa OJJIEKTPOHHOrO JoKyMeHTooOopora Directum/ - URL:
https://www.directum.ru/;

e [IpaBoBoii mopran B chepe KynbTypbl: HHHOPMALIMOHHO-CIIPaBOYHAsl 0a3a HOPMATHUBHBIX
JIOKYMEHTOB 10 KyJbType / MunuctepctBo KynbTypsl Poccuiickoit denepanuu. — URL:
http://pravo.roskultura.ru;

e Poccuiicknii Hay4YHO-TEXHUYECKUH LEHTp HHPOpMAIMK TIO0  CTaHAapTU3ALIUU,

metposniorn ¥ oueHke coorBerctBus «CTAHJAPTUH®OPM». - URL:
http://www.gostinfo.ru/;
e Cekperapckoe Jeno:  exeMecsuHbll mpodeccuonanbHblii  kypHanm. —  URL:

www.sekretarskoe-delo.ru;

e ®depxepasbHOE AareHTCTBO 10 TEXHHUYECKOMY PpETYJIMPOBAaHUIO W METPOJIOTHH
(Poccranmapt). — URL: https://www.gost.ru;

e [leHTp KOMITETEHIIMW MO BOIMPOCAM JTOKYMEHTAIIMOHHOTO O0eCHeueHUs YIpaBICHHUS H
apxuBHoro jaena. — URL: http://www.edou.ru;

e ECM-Jornal.ru Baxnoe 00 5JI€KTPOHHOM JOKYMEHTOOOOpPOTE U  yIpaBlICHUH
B3auMmozekcrteueM. — URL: www.ecm-jornal.ru;

e PRO-Iemonpoussoacteo u COJI: mopran mis pykoBoguteneit ciryxx0 JIOY u cexperapeit
Bcex ypoBaei. — URL: www.sekretariat.ru.

8.3. IIporpammHoe obecnieyenne 1 HHPOPMANMOHHbIE CIIPABOYHBIE CHCTEMbI
[TporpamMmmMHOe oOecrieueHue:
- IUYEH3UOHHOE NPOSPAMMHOE obecneyeHue:
— omepanuonHas cucrema — MS Windows (10, 8,7, XP)
— oducusni maker — Microsoft Office (MS Word, MS Excel, MS Power Point, MS
Access)
— CB/J1 DirectumRX (1o Cornamenuto Nel8-08130 Ha MCIOIB30BaHKE IPOIPAMMHOIO
olecrieueHns B Y4eOHBIX [EJISIX)
- c60000HO pacnpocmpansieMoe npocpammHoe obecneyeHue:
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— o¢ucHsii maket — LibreOffice
— Opaysep - Mozzila Firefox (Internet Explorer)
— oducusrii maker — LibreOffice
ba3bl gaHHbIX, HH(OPMALIMOHHO-CIIPABOYHbBIE U TIOUCKOBBIE CUCTEMBI:
— Koncynprant Intoc.

9. MaTepuajibHO-TEXHUYECKO€E o0ecnevyeHne TUCHUIIMHBI

Hannune yueOHOM nabopaTopuy, OCHALICHHOW TPOEKIMOHHOW M KOMIIBIOTEPHOMH
TEXHUKOMW, UHTETPUPOBAHHOU B IHTEpHET.

Hannune  HOpMATHBHBIX  JIOKYMEHTOB, PETJIAMEHTUPYIOMUX  HMH()OPMAIMOHHBIC
TEXHOJIOTHH, (POHAA FITEKTPOHHBIX HHPOPMAIIMOHHBIX PECYPCOB (IEMOBEPCUIA).

10. OcobOenHocTH peasu3alUM IMCHUIUVIMHBI JJIS MHBAJIMIOB M JIMI[ C OrPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI.

s obecriedenust 00pa3oBaHUs WHBAJIMAOB M OOy4aroOUIMXCAd C OrpaHUYEHHBIMU
BO3MOKHOCTSIMH 3/I0POBbBsI IPUMEHSETCS] HHINBUIYaIbHBIN TOAXO0 K OCBOCHHUIO TUCIHIUIHHBL,
WHAUBUAYyallbHbIE 3aJ]aHUSl C YYE€TOM OCOOCHHOCTEH UuX NCHUXO(PHU3UYECKOTO Ppa3BUTHS U
COCTOSIHUS 37IOPOBBSL.

[Ipu cocraBneHUM WHIUBUAYaTbHOrO Tpaduka OOyueHUs NPEIyCMOTPEHBI pPa3IHYHBIC
BapUaHTHI IPOBEACHNUS 3aHATUI: B 00pa30BaTeIbHON OpraHn3auy (B aKaJeMUIecKOi Tpymme u
WHAUBUAYAIIbHO), HA JIOMY C UCIOJIb30BaHUEM JAUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHA.

Jnis ocymiecTBIeHHS TPOIEIyp TEKYIIEro KOHTPOJIS YCIEBAEMOCTH W IPOMEKYTOYHOMH
aTTecTallid OOYYaloIIMXCS CO3/4al0TCs (POHIBI OIEHOYHBIX CPEICTB, AJAaNTUPOBAHHBIE IS
WHBAJIUAOB U JIMI C OTPAaHUYCHHBIMH BO3MOXKHOCTSMHU 3[0POBbS W TIO3BOJIIONINE OICHUTH
JOCTHKEHUE MMU 3allJIAaHUPOBAHHBIX B OCHOBHOM 00pa3oBaTENbHON IMPOrpaMMe pe3ylIbTaToB
00y4YeHHs ¥ YPOBEHb C(POPMHPOBAHHOCTH BCEX KOMIIETEHIIHI, 3asBJICHHBIX B 00pa30BaTEIbHON
nporpamme. C  y4eToM  UHIMBUAYAIBHBIX  MCUXO(MU3HOIOTHUECKUX  OCOOEHHOCTEH
00y4aromuXCcsi yCTAaHABIMBAIOTCS CIEIYIONIUE adanTHPOBAaHHbIE (POPMBI IPOBENCHUS TEKYIIETO
KOHTPOJISI YCIIEBAEMOCTH W MPOMEKYTOYHOW AaTTeCTallMu: AJs JUI[ C HapyIIEHHUEM 3peHus
3aJaHus IPEUIAraroTCs ¢ YKPYITHEHHBIM MpU(TOM, /IS JIUI] C HApYIIEHHEM CITyXa — OIEHOYHbIE
CpeZCTBa MPEJOCTABIAIOTCSA B MUCBbMEHHON (popMe C BO3MOXKHOCTBIO 3aMEHBI YCTHOTO OTBETA Ha
NUCHMEHHBIN, IS JIUI] C HApYIIEHHEM OTIOPHO-/IBUTATEIHHOTO anmapaTa JABUraTeIbHbIe (POPMBI
OLIGHOYHBIX CPEJICTB 3aMEHSIOTCS Ha MNHCbMEHHBIE/YCTHBIE C MCKIIOYEHHEM JBHraTeIbHON
akTUBHOCTH. [lpM HEOOXOIMMOCTH CTYAEHTY-WHBAIUIY IPEIOCTABISIETCS JIOTIOTHUTEIEHOE
BpeMs Ul BBIMOJHEHUS 3ahaHus. llpu BBIMOMHEHMH 3afJaHUi A BCeX TIpyNI JIML C
OTPaHUYECHHBIMH BO3MOXXHOCTSIMH 3/I0POBBSl JIONTYCKAETCSl TPUCYTCTBHE WHIMBHIYaIHHOTO
MOMOIIIHUKA-COMPOBOXK/IAIOIIET0 Il OKa3aHUs TEXHMYECKOW momou B  odopmieHun
pe3yabTaTOB MPOBEPKU CHOPMHUPOBAHHOCTH KommeTeHIuH. dopma mpoBeAeHUs TEKyled Hu
NPOMEXYTOUYHOW aTTecTallMd s  CTYJICHTOB-MHBAJIUAOB YCTAHABIMBAECTCA C  Yy4ETOM
MHAMBUAYAJIbHBIX NICUX0(HU3NUYECKHX 0coOeHHOCTEHN (YCTHO, MUCHbMEHHO Ha Oymare, MNiCbMEHHO
Ha KOMIIbIOTEpE, B (hOpMe TECTUPOBAHHUS U T.I1.).

[TogGop u pa3paboTka y4eOHBIX MaTEPHAIIOB OCYIIECTBIAECTCS C YYETOM TOTO, YTOOBI
IPEJOCTABIATh 3TOT MaTepuall B pa3IMYHbIX (OpPMax TakK, YTOOBl MHBAJIHJIBI C HAPYLICHUSIMHU
clyxa ToJy4yand HHPOpPMAIMIO BH3yaJbHO, C HAapyIIEHUSMU 3pEHUS - ayJIualbHO.
OOyuaromiyecs MHBAJIUAbI U JIMI[Aa C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3]I0POBbsI 00€CIIEUECHbI
y4eOHO-METOIUYECKUMHU  pecypcaMu B (opMax, aJanTHPOBAHHBIX K OrPaHUYEHHUSIM HX
3/10pOBbsl. ¥Y4eOHO-METOAUYECKHE PECYPCHI M0 TUCHUIINHE « TeXHOIOTHYeCKre OCHOBBI CUCTEM
AIIEKTPOHHOI'O JOKYMEHTOO0OOpOTa» pa3MEIIeHbl Ha cailTe «JNeKTpoHHas o0pa3oBaTeiabHas
cpena KemI['MIK» (https://edu2020.kemgik.ru/course/view.php?id=4144), koTopast IMeeT BEPCHUIO
JUTSL CITA0OBUAAIINX.
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11. IlepeyeHb KIOYEBBIX CJIOB
AOOHEHT CUCTEMBI JIEKTPOHHOTO JOKYMEHTO000pOoTa
AJIMUHHCTPATOP CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTa
baza nagueIx
Buiagenen mmuHoOro KIilroua
Brnanenen ceptudukara OTKpbITOro Kitro4ya
JlanHbie (37€KTPOHHBIE JJAHHBIC, IIU(PPOBBIC TAHHBIE)
JoxymenTanmonHoe ooecneuenue yrpasienus (JIOY)
JloKyMeHT0000pOT
KBanudunupoannas snexrponnas noamnuch (KOIT)
KBanmuduuupoBanHbiii cepT(UKAT OTKPBITOTO KITFOYa
Kopnoparusnast cuctema 3J€KTPOHHOTO IOKYMEHTO000poTa
JInuHbI K104 (3aKPBITHIN KII0Y, KIIF0Y 3JIEKTPOHHOM MOAINCH
MeTtananHbie
MexKOopIopaTUBHAs CUCTEMa HJIEKTPOHHOTO IOKyMEHTO000poTa
OO6naunbIii cepBuUC (00Ia4YHBIE TEXHOJIOTHH)
OmnepaTop CUCTEMBI AIEKTPOHHOTO JJOKYMEHTO000pOTa
OTKpBITast CUCTEMA NEKTPOHHOTO TOKYMEHTO00O0pOoTa
Onudpoka (onudpoBLIBaHHE)
[TonnMHHOCTE 3NIEKTPOHHOTO TOKYMEHTA
[Tognucanue TOKyMEHTa B DJIEKTPOHHOM BHUJIE
Perucrpanmonno-konrponsHas kaprouka (PKK, kapTouka nokymenTa)
Cucrema 371eKTPOHHOTO JIoKyMeHToobopoTa (CO /1)
YyacTHUK (a0OHEHT) CUCTEMBI AIEKTPOHHOTO TOKYMEHTO000pOoTa
[Hudposas noanucey
DneKTpOHHAas NeYaTh
OnekrponHas noanucsk (I11)
OnektponHas udposas noanuck (L)
DJNEKTPOHHBIN apXUB (APXUB AIEKTPOHHBIX TOKYMEHTOB)
OnexTpoHHbIH JoKyMeHT (D/])
DIEeKTPOHHBIN TokyMeHToobopoT (D/0)
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