MUHUCTEPCTBO HAVKHU U BBICILIET'O OBPA30BAHM S POCCUMCKOM ®EJEPALIMA

OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOJUKETHOE
OBPA30OBATEJIbHOE YUPEXJIEHUE
BBICHIEI'O ObPA3OBAHUA

"BPATCKHNU 'OCYJIAPCTBEHHBIY1 YHUBEPCUTET"
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Bnapeneu: Cutos Unbsi Cepreesny
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PABOYAS ITPOI'PAMMA JUCHUIIJIMHBI

b1.B.14 CucreMbl 3JIEKTPOHHOI0 TIOKYMEHT0000pOTA

3akperieHa 3a kadbeapoit  ba3zoBasi kadeapa MeHeaKMeHTAa U HH(POPMAITHOHHBIX

TeXHOJIOTrHi
VYyeOnnbiii ian  bs090303 23 VIIBLD.plx

Hamnpagnenue: 09.03.03 [Ipuknagnas nuadopmaTuka

KBamudukarms Bbakaaasp

dopma 00yueHHsT ~ 3a04YHasi
OO6mmas Tpy10€MKOCTh 4 3ET

Buasl koHTpOJIS HA Kypcax:
3auer 3

Pacnpeneﬂenue JaCcoB JUCHMILIMHBI IO KypcaM

Kypc 3
Hroro
Bup 3ansatui vI PII

Jlexuuu 2 2 2 2
JlabopatopHsbie 6 6 6 6

B ToM uucrie uHT. 2 2 2 2

B ToM umcre B hopme 6 6 6 6
MIPAKT.MOATOTOBKH

HWroro ayn. 8 8 8 8
KonTtaktHas pabota 8 8 8 8
Cawm. pabora 132 132 132 132
Yackl Ha KOHTPOJIb 4 4 4 4
Hroro 144 144 144 144
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[Iporpammy cocraBui(m):
0.c., cm.np., 3eepunyes C.A.
Paboyas mporpamma JUCHUTUIAHBL

CucTeMbl 3JIEKTPOHHOT0 IOKYMEHT0000pOTA
paspabotana B coorBercTBUH ¢ I'OC:

denepanbHbIi rocy1apcTBEHHBIN 00pa3oBaTeIbHbII cTaHAapT BhICHIEro 00pa3oBaHus - 6akagaBpuar 1o
HanpasiieHuto noarotoBku 09.03.03 INpuxnagnas napopmaTuka (npuka3 Munobpuayku Poccun ot
19.09.2017 r. Ne 922)

COCTaBJICHA HAa OCHOBAHUH y‘-IC6HOl"O I1J1aHa:

Hampasnenue: 09.03.03 Ilpuknagnas uHpopmaTika
YTBEPKACHHOI 0 IpUKa3oM pexropa ot 17.02.2023 Ne 72.

PaGouas nmporpamma oo0peHa Ha 3aceJaHuH Kadeapsl

Ba3oBas kadeapa MeHem:KkMeHTa M1 HHPOPMALMOHHBIX TEXHOJIOTHMH

IIporokon ot 27.04.2023 r. Ne 14
Cpok aeiictus mporpammsl: 2023-2026 yu.r.

3aB. kadenpoit Baxpymesa M. 1O.

[Ipencenarens MK®
JIOIIEHT, K.3.H., [’ pynucroBa E.I". 11.05.2023 . Ne 14
OtBercTBeHHBIN 3a peanuzanuio OITOIT Baxpymesa M.10.
(moamnuck) (®UO)
JupexTop OubInoTeKn Cotnuk T.®.
(monrmuck)
Ne perucrpanmun 46

(MeToIMYeCKU OTHEI)
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BuszupoBanue PII/] 1151 McriOSTHEHMSI B 0YepeTHOM y4eOHOM roay

[Ipencenarens MK®
2024 r.

Paboyas mporpaMMa mepecMoTpeHa, 00cykeHa 1 0100peHa st
ucnonHeHus B 2024-2025 yaeGHOM rony Ha 3aceaHuu Kadbeapbl
ba3oBas kadenpa MeHeKMEHTa U MH(POPMAIIHOHHBIX TEXHOJIOTHIA

Buecens! usmenenust/nononnenus (Ilpunoxenue )

[Iporokon ot 2024 r. Ne
3aB. kadenpoit

Buzuposanue PIIJ] 119 ucno/iHeHust B o4epeIHOM Y4eOHOM roay

IIpencenarens MK®
2025 .

Pabouas mporpamMma rmepecMoTpeHa, 00CyKIeHa U 0100peHa IS

ucnonHenus B 2025-2026 yueOHOM Toy Ha 3aceIaHui Kadeaphl
ba3oBas kadenpa MeHeKMeHTa U MH(POPMAIIMOHHBIX TEXHOJIOTHIi

Buecens! msmenenust/nononnenus (Ilpunoxenue )

IIpotokom or 2025 . Ne
3aB. xadenpoit

Busuposanue PIIJ] 11 ucno/sineHust B ouepeIHOM Y4eOHOM roay

IIpencenarens MK®
. 2026 .

Pabouas mporpamma nepecMoTpeHa, 00CyXIeHa 1 ogo0peHa st
ucroaaenus B 2026-2027 yueOHOM roay Ha 3acefaHuu kadeapsl
ba3oBas kadeapa MeHeq)kMeHTAa M HHGOPMAIMOHHBIX TEXHOJIOTHil

Brecens! m3meHenust/nononaenus ([Ipunoxenue )

IIpotokom ot 2026 r. Ne
3aB. xadenpoit

BuszupoBanue PII/] 1151 McriosTHEHMSI B 0YepeTHOM y4eOHOM roay

[Ipencenarens MK®

- 2027 .

Pabouas nporpamMmMa nepecMoTpena, oocysxaeHa u ono0pena asst
ucnoyHeHus B 2027-2028 y4eOHOM Toy Ha 3aceIaHuy Kaheapbl
Ba3oBas kadeapa MeHeKMeHTa M HHPOPMALIMOHHBIX TEeXHOJIOT U

Brecenb! m3menenus/nononaenus (Ipunoxenne )

IIpoTokomor __ 2027 r. Ne
3aB. xadenpoi



1. HEJIX OCBOEHUS JUCIUITJINHBI

1.1

(opMupoBaHIe y 00yJarOIIIXCsI 3HAHUI U YMEHUH, HEOOXOJUMBIX IJIS yIIPAaBICHUS HH()OPMAIIMOHHBIMU CHCTEMAMHU
OpraHu3alliy, JOCTHKEHUS €€ CTPATerHueCcKUX IeJiei, TPaMOTHOr0 MPUMEHEHHUsI aBTOMATU3HPOBAHHBIX
HH(POPMAIMOHHBIX TEXHOJIOTHH, (POPMUPOBAHHS CHCTEMBI HH(OPMAIIHOHHOTO 00SCIICYeHHS YIPABICHHS TOIDKHOTO
KagyecTBa

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

uxn (pazoen) OOIT:

b1.B.14

21

TpeGoBanus K NpeIBapPUTEIbHOI MOATOTOBKE 00y4aIOIIErocs:

2.1.1

I/IH(I)OpMaI_II/IOHHLIe CUCTEMBI B 3SKOHOMHKE

2.1.2

Wnadopmanmonnas 6€30macHOCTD

2.13

Wudopmaruka u mporpaMMHpOBaHUE

2.14

TexHOIOrMK CONUANBHBIX CETEU B YIPABICHUH NIEPCOHATIOM

2.1.5

VYnpasnenue UT-npoexramu

2.1.6

VYnpasieHue nepcoHagoM OpraHu3alui B HUU(PPOBOH SIKOHOMHUKE

2.2

JMCHUIUIMHBI U PAKTUKH, I KOTOPBIX OCBOEHHE TAHHON JUCHHMILUIMHBI (MOYJ15) HEOOX0AMMO KaK
npeallecTBYOLIee:

2.2.1

BrImonHeHNe 1 3aIMTa BRITYCKHOH KBaNN(HKAIIMOHHOW pabOTHI

222

I/IHTCJIHCKTyaHI)HBIC I/IH(I)OpMaI_[I/IOHHBIC CHUCTCMbI

223

Pa3paboTka nmporpaMMHBIX PHI0KESHHN

3. KOMIIETEHIIMA OBYYAIOIIEI'OCA, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUA JTUCIIUITJINHBI

(MOZY.JIS)

IIK-7: Cnocoben k ynpasiieHUu10 3¢ (peKTUBHOCTHI0 paGoThI ePCOHAa

Wnpukarop 1

[IK-7.1. Brageet npuHIMIIAME U METOIaMH OLIEHKH Y PEeKTUBHOCTH pabOTHI IepcoHaa

Wnpukarop 2

[IK-7.2. CriocoOeH BBISBIATH HAIIPaBIeHUs pocTa 3PPEeKTUBHOCTH paboThI IEpCOHAa MPU BRIOTHEHUH paboT Mo
CO371aHHUIO U conpoBoxaeHmo NC

Wnnukartop 3

I1K-7.3. Bnageer HaBBIKaMU OIICHKH pa6OTI>I NEpCOoHaJIa Mpyu BBIITOJJHCHHUHA pa60T 110 CO3JaHUIO U COIMPOBOXIACHUIO
nuc

B pe3yJabTaTe 0OCBOCHUSA TUCHUIIIUHDBI Oﬁy‘lalOHIHﬁCH JOJIZKCH

3.1 |3uaTs:

3.1.1 | byHKINHU TOKYMEHTOOOOPOTa Kak OCHOBBI CAMOpETU3aIiH B IPOPECCHOHATEHON 00JIACTH; 0COOCHHOCTH
CHUCTEMAaTHU3alluu U o6ecnequI/Ie COXPaHHOCTHU JOKYMEHTOB, KaK OCHOBBI CaMOp€aIn3aliuu B Hpoq)eCCHOHaHBHOﬁ
obractu; onpeaenacHre MOHITUS IIEKTPOHHBIA JOKYMEHT, (hOpMAaThl SIEKTPOHHBIX JOKYMEHTOB, IPEUMYIIECTBA
AIIEKTPOHHBIX TOKYMEHTOB.

3.2 [ Ymern:

3.2.1 | ompenensATh MPaBUIBHOCTH O(OPMIICHHS PEKBU3UTOB JOKYMEHTOB; (POPMYIHPOBATH OOLIME TPEOOBAHUS K TEKCTY

JOKyMEHTA B podecCHOHANBHOM 00J1aCTH; KJIACCU(PHITIPOBATH BUIBI JOKYMECHTOB B OpTaHHU3AIIHH.
3.3 | Baagerb:
3.3.1 | HoHMMaHuEeM NPaBHIBHOCTH O(OPMIICHUS TOKYMEHTAIMH; 3HAHMSIMHU B 00JIACTH CUCTEMATH3aLHUs U 00ecIieueHue
COXPaHHOCTHU JOKYMCHTOB; 3HAHUAMHU O CTPYKTYPC, KOMIIOHCHTAX 1 MMOAX0JaX K BHCAPCHUIO ECM cucrem.
4. CTPYKTYPA U COAEP XAHUE JUCHUIIJIMHBI (MOAYJIS)
Kon Bun HaunmenoBanue pa3nenoB u | Cemectp / | UacoB | Komneren- | Jlureparypa | Uurte | [Ilpumeuanne
3aHATUA 3aHATUSA TeEM KVDC un PaKT.
Paspnen | Pazgea 1. O6mue cBegenus u

MOHSITHS, OTHOCSIINECS K
opraHu3anun
JOKYMEHT0000p0Ta Ha
npeAnpUsTHH.




1.1 Jlex @YHKIMH JOKYMEHTA. 1 T1K-7 JI1.1J11.2 Jleknus-
OdopmiieHHE PEKBU3UTOB. JIT.1J12.1 BHU3yalTu3alu
O061ue TpeOOBaHUS K TEKCTY J12.2J12.3 s
JIOKYMEHTOB. J12.4 TIK-7.1, TIK-
OpraHu3annuoHHO- 7.2, T1IK-7.3
pacnopsiauTenbHble
JIOKYMEHTBI.

JIOKyMEHTBI KOJUTerHaIbHbIX
opranoB. HdopmanuoHHo-
CIIPaBOYHBIC JIOKYMEHTEHI.

1.2 J1a6 AHanu3 npeuMyIecTB 2 IK-7 JI2.1 JI1.1 Pabora B

BHeaperus COJ] JI1.2J12.2 MaJibIX
J2.3J12.4 rpymnmax

JI1.1 IK-7.1, TIK-

7.2, TIK-7.3

1.3 Cp YpoBHHU pa3BUTHSA 50 [K-7 JI2.1J11.1 [IK-7.1, IIK-
OpraHu3aIli, JI1.2J12.2 7.2, T1IK-7.3
XapaKTepU3yIOIIHNecs JI2.3J12.4
Pa3HOIi CTENEeHbI0 BHEPEHUS JI1.1
9NEKTPOHHOTO
JOKYMEHTO0000pOoTa.

Mopnens BHeapenust CO/1.
HcnonbzoBanue COJI B
HH(POPMALMOHHOIT cHCcTeMe
npennpusTus. Mozaenb
mpoxaykra (pemenns). Monens
KOMAaH/IbI
14 3auér [TonroToBka Kk 3aueTy 1 T1K-7 JI2.1 J11.1 TIK-7.1, TIK-
JI1.2J12.2 7.2, 11IK-7.3
J2.3J12.4
JI1.1
Paznen | Pa3zpmen 2. Opranusauust
JOKYMEHT0000pOTAa Ha
npeAnpusTHH.

2.1 Jlex [MonsATHE TOKYMEHTO000POTA. 0,5 TIK-7 JI2.1 JI1.1 TIK-7.1, TIK-
Cucremaruzanus u JI1.2712.2 7.2, TIK-7.3
obecrieyeHre COXPaHHOCTH J2.3712.4
TOKyMEHTOB. CITyKOBbI JIT.1
JOKYMEHTAIIHOHHOTO
obecrieueHus yrnpaBieHHs.

2.2 JIab OOGmume cBeneHus o Ou3Hec- 2 IIK-7 JI2.1 JI1.1 ITK-7.1, TIK-
rporeccax. JI1.2J12.2 7.2,1IK-7.3

J2.3J12.4
JI1.1

2.3 Cp CerMeHTUpOBaHNE 40 IK-7 JI2.1 J11.1 IK-7.1, TIK-
JIESITEIIbHOCTH OpraHU3aI[ui Ha JI1.2J12.2 7.2,1IK-7.3
CHCTEMY IPOLIECCOB. JI2.3J12.4
VYnpasnenue Gu3Hec- JI1.1
rpoliieccamu (rpoieccamu).

[puHIMTE! 3G PEKTHBHOTO

YIpaBJICHUS MPOLECCAMHU.

IToka3arenu npouecca,

IIPOAYKTa U

YAOBJIETBOPEHHOCTH

kiuenTa. JlIokyMeHTupoBaHue

nporneccos. CornacoBanue

BXOJIOB U BBIXOJIOB MPOIECCOB.

MeToauku periiaMeHTaIu

OU3HEC-TPOLIECCOB.

2.4 3auér |IloaroroBka K 3aueTy 1 IIK-7 JI2.1 JI1.1 ITK-7.1, TIK-

JI1.2J12.2 7.2, I1IK-7.3
J2.3J12.4

J1.1




Pazgen

Pa3znen 3. BBenenue B
cHCTeMbl HH()OPMATMOHHOI
NOIEPKKH yIIPaBJIeHUSI
JOKYMEHTaMHU U Ou3Hec-
NpoLeccaMu.

3.1

Jlex

BBenenue B 31€KTPOHHBIN
JIOKYMEHTO00O0POT.
JIOKyMEHT | 3JIEKTPOHHBIH
nokyMmeHT. dopmatel
JJEKTPOHHBIX JOKYMEHTOB.
IpenmMymiecTBa HIEKTPOHHBIX
JOKyMEHTOB.

[TonsaTHe 00 NEKTPOHHOM
JOKYMEHTO0000POTE.
[IpenmymiecTBa 31EKTPOHHOIO
JOKYMEHT0000pOoTa.

ECM cuctemsl — cucteMm
YIpaBJIeHUS] KOPHOPATHBHEIM
MH(POPMALIMOHHBIM PECYPCOM.
Crpykrypa cucteM ECM.
Komnonentst ECM-penienust.
Ipenrmocsiky BHEAPCHUS
ECM-cucrem. Ioaxons! k
BHeapenuto COJI (cuctem
JIIEKTPOHHOTO
JOKyMEHT0000pOoTa) Ha
MPEINPUSITHH.

Pacuer s¢exTa oT BHEAPECHUS
ECM-cuctem. Knaccst
a¢dexToB. [Tokazatens ROI
(Return on Investment) —
(MHAHCOBBIN KO DUITUCHT.
Iepexon ot 6uzHECIPPEKTOB K
KOJIMYECTBEHHBIM
XapaKTEePUCTHUKAM.
Cremnduranus MoReq
(Model Requirements for the
management of electronic
records) - «TumoBsie
TpeOOoBaHNUS YIPABICHUSL
3NEKTPOHHBIMU
JOKyMEHTaMI».

EDMS u ERMS cucremsi.

0,5

IK-7

JI2.1J11.1

JI1.2712.2

JI2.3 J12.4
J1.1

IK-7.1, IIK-
7.2, I1IK-7.3

32

JIab

CermeHTUpOBaHUE
JesATENbHOCTH OpraHu3aliy Ha
CHCTEMY IIPOLIECCOB.

IK-7

JI2.1 J11.1

JI1.2]12.2

J12.3J12.4
JI1.1

TIK-7.1, [IK-
7.2, TIK-7.3




33 Cp OO0mue cBeneHus o ou3Hec- 3 42 TIK-7 JI2.1 JI1.1 0 I1K-7.1, TIK-

rporeccax. JI1.2J12.2 7.2,TIK-7.3
KonnenryanbHas cxema JI2.3 J12.4

OM3HEC MPOIIECCOB. JI1.1

busnecnponeccol

MIOJIpa3/ICIICHHSI.

BsanmopeiicTBue 6u3HeC
IIPOLIECCOB MOPAa3/ICIICHHUS.
CreneHb AeTanu3aluu
OTIMCaHUsI OM3HEC MPOIIECCOB.
Certb mporeccoB
MPEeaNpUSTHS.

IIpaBuia BelEIEHUS
IIPOIIECCOB B OpPTaHM3AINH.
Knaccudukanus nporeccos.
JIunetriHo-¢GyHKIIMOHATbHAS
CTPYKTYpa IPEATIPHUSITHS.
JIMBU3HOHHOE IOCTPOEHUE
opraHuzauuu. Marpuunas
OpraHH3aIys paboThI.
[IpaBuna onpeneneHus
pa3Mepa 1 4uclia IPOLeccoB

npu
OIMHMCAHNH.
ITomaroBoe BuIeICHHUE
MIPOLIECCOB.
34 3auér [TonroToBka Kk 3aueTy 3 2 T1K-7 JI2.1 J11.1 0 TIK-7.1, TIK-
JI1.2J12.2 7.2, 1IK-7.3
J12.3J12.4
JI1.1

5. OBPA3OBATEJIBHBIE TEXHOJIOI'MA

TpaauumoHHas (permpoAyKTUBHAS) TEXHOJIOTHUS (MIPErnojaBaTelb 3HAKOMHUT 00YYArOIIUXCS C MOPSAKOM BBITIOTHEHUS 3a1aHMs,
HaOJIOaeT 32 BRIIIOJIHCHUEM M ITPU HEOOXOJUMOCTH KOPPEKTHPYET paboTy 00yJarOIIHXCs)

TexHOJ0THs KOJUIEKTUBHOTO B3aUMOJIEHCTBUS (padoTa B MaNbIX TPYIIax) (CaMOCTOSTEIbHOE N3ydeHHE 00yJaroIUMICS HOBOTO
Marepuana moCPeACTBOM COTPYIHHYESCTBA B MaJIBIX TPYIIax, JaeT BO3MOKHOCTh BCEM YYAaCTHHKAM YYaCTBOBATh B paboTe,
MPAaKTUKOBATh HABBIKU COTPYIHUYSCTBA, MEKITMIHOCTHOTO OOIICHUS)

O6pa3OBaTeHLHBIC TCXHOJIOI'MH C UCIIOJIB30BAHUCM aKTHBHBEIX MCTOJJOB O6y‘I€HI/I$[ (HeKHHfI-BI/IByaHI/ISaHI/Iﬂ)

6. POHJ OIEHOYHbBIX CPEJICTB

6.1. KonTposabHble BONPOCHI M 3aJaHUS

Bompocs! 1t paboTh B MAJIBIX TPYIITIAX:

. IlonsiTHe DOKyMEHTa, JOKYMEHTO00OPOTa 1 OTOKA JOKYMEHTOB.

. Llenu BHEAPEHUS 3IEKTPOHHOTO JOKYMEHTO000POTA.

. TenmeHINN pa3BUTHS CHCTEM JICKTPOHHOTO TOKyMeHTooOopoTa. PrrHOK CO/.

. CrarmapThl B 001aCTH 3JIEKTPOHHOTO JoKyMeHToobopoTa (EDI).

. Mecto CO/I B uH(QOPMALIMOHHOM CHCTEME MIPEAMPUITHS.

. Tuner CO/1. Cucrema 1es10NpOU3BOACTBA U CHCTEMA BIIEKTPOHHOTO JIOKYMEHTO000pOTA.

. Kimaccn¢ukanms aBToMaTH3NpOBaHHBIX CHCTEM IEIOIPON3BOJICTBA 1 3JIEKTPOHHOTO IOKYMEHTO000pOTa.

. TumBI TEXHOJIOTUH MEKTPOHHOTO yIIpaBieHus fokymMeHTamu (DY ).

. JIokyMeHT B MH(OPMAIIMOHHOH cucTeMe. TuIbl JOKyMEHTOB B MH()OPMAaLMOHHOM cHcTeMe: OyMaXKHBIN JJOKYMEHT, 00pa3
JIOKyMEHTA, JJICKTPOHHEIA JOKYMEHT, CTPYKTYPHPOBaHHBIE TOKyMeHTH, XML — npencrasnenue.

10. Cnennduxa noxymenta B COJI. CnoxxHbIC JOKyMEHTHL. JJOKyMEHT B 1eJIONPOU3BOICTBE.

11. Jokyment B CO/. Poxnenue. CtanoBnenue. [lyonukamus. ApXxuBupoBaHHe.

12. Tlogneprkka *KU3HEHHOTO 1YKIa B paznnuHbix COJl. XpaHmnuiie arpuOyToB JOKYMEHTOB. XpaHWIUIIE CAMHUX JOKYMEHTOB.
13. Konnenmun 6e30yMaXxHOH TEXHOJIOTHH yIIPABICHHA.

14. TunoBele koMmoHeHTHI COJ1: XpaHUIHUIIE KapTodeK (aTpuOyTOB) JOKYMEHTOB; XpaHUJIMINE JOKYMEHTOB; KOMIIOHEHTEI,
OCYIIECTBISIONINE OU3HEC-IOTHUKY CUCTEMBI.

15. KomnonenTs! pyakunonamsaocTd CO/l. YipaBieHne ToKyMeHTaMH B XxpaHumumie. [Torck qokymeHTOB. MapmpyTu3amnus u
KOHTPOJIb UCTIONHEHUsL. OT4eTH. AIMUHUCTPHPOBAHUE.

16. MeToab! cOpTHPOBKH JOKyMeHTOB B CO/I.

17. OcHoBHbie ¢pyHkuuu COJI. Tunobie TpeboBanus k CO/I.

18. IlpenmymiecTBa BHEAPSHNS CHCTEMBI SIEKTPOHHOTO TOKyMEHTO000pOTa.

O 002N Nk~ W —




19. [lpuumnHbl aBTOMaTU3aMK. BEIOOP cHCTEMBI aBTOMATH3aLIU Y.

20. BapuanTs! pemieHus 3a1a4 aBTOMaTH3aluK J0KyMeHToo0opoTa. [Ipobiema enuHcTBa HHOOPMAIMOHHON CUCTEMBI U
unaTerpann CO/J1 B nHppacTpykTypy KoproparnsHoii VC.

21. Kpatkuit 0630p peIHKA U KIaccupukams miathopM, IPeCTaBICHHBIX Ha PHIHKE.

22. ®akTopbl, BAUSIONKE HA BHIOOP 0a30BOi MIaTGOPMEI.

23. ECM-cucTeMsl.

24. BPM — cucremsl.

25. OteuectBennbie COJI.

26. Lotus Notes.

27. @akrop Microsoft SharePoint.

28. TTogcucTeMbl aBTOMATH3AKU TOKYMEHTOO00POTA.

29. CucreMbl aBTOMaTU3aMH JIETIOMPOU3BOJICTBA.

30. [Togcucrema apxuBa JOKyMEHTOB, YIIPaBICHH KOHTEHTOM U CPE/ICTBa CTPYKTypu3anuu. (Oprann3anust XpaHuwinia Gpaiios;
Opraxm3anus MeTagaHHbIX; MHTerpanus ¢ oducHEIME NpriIoxeHusMI; CpesicTBa CTpyKTypU3anni HHGOpMaLUH B apXUBE;
Cpenctsa 3arpy3ku nokymMeHToB Data Capturing; [Tpumeps! cpeacTB opraHu3aliy apXxuBa JOKyMEHTOB B pa3nuuHbIX kKinaccax [10).
31. CucteMbl BBOJIA TOKYMEHTOB M CHCTEMBI 00paObOTKH 00pa30B JOKYMEHTOB

32. INogcucremMa MapuIpyTH3andHl JOKYMEHTOB U yIIpaBiIeHuUs 3agaHisiMu. (IIpuMeps! Henonb30BaHUs MapIIpyTH3AMN
JIOKyMEHTOB B Pa3IMYHBIX MPUKIAJHBIX CHCTeMax; BUIBI i cIOcOOBI

MapuipyTu3aluu J0KyMeHToB; Ennnas ungpactpykrypa 3aganuii, pynkiun; CpeacTsa opranuzanuu 3amenienuii; Cpeacrsa
YBEIOMIICHHI U aBTOMaTn3anust 00padoTku 3ananuii; [IpruMeps

CPEZCTB MapIIPyTH3AIMX U TOACUCTEMBI 3aJaHIH B pa3InuHbIX Kinaccax [10).

33. CrucTemMbl KOMIUIEKCHOW aBTOMATH3aluU OU3HEC-TPOIIECCOB.

34. Tumsl NpUI0KEHUH, BHEIPAEMBIX B paMKax KoprnopatuBHoil COJl: apXuBBI 27€KTPOHHBIX JOKYMEHTOB; aBTOMAaTH3aIHs
MPOLIECCOB KIACCHYECKOTO POCCHICKOTO TIOKYMEHTO000poTa (TIoAepKKa JOKYMEHTAI[MOHHOTO 00eCTIeYeHHS YIIPABICHHUS —
JIOY); aBTOMaTH3aIHS IPOLIECCOB COTTIACOBAHMS JOKYMEHTOB; aBTOMATH3AIH YIIPABJICHHS OyMa)kKHBIM apXHBOM; aBTOMATH3AIIH
MpOLECCOB 00IeaMUHICTPATUBHOTO JOKYMEHTO000pOTa; aBTOMATH3ALUsI CIIEU(PUIECKUX OTPaAcIEBbIX 3a7a4; aBTOMAaTH3aLUsL
HPOLIECCHOTO YIIPABIJICHUS; aBTOMATH3aLMs JOKYMEHTOO00pOTa B YIPABICHUH IPOEKTaMH; aBTOMATH3aINs TEXHUUECKOTO
JIOKYMEHTOO00pOTA.

35. ApXuBBI T€KTPOHHBIX JOKYMEHTOB.

36. ABTOMaTH3a1Ms MPOLECCOB KIACCHYECKOI0 POCCUICKOT0 JOKYMEHT0000pOTa (TIOAEPKKa JOKYMEHTAlHOHHOTO 00ECIIeUeHNs
ynpasienus - JJOVY).

37. ABTOMaTu3alys IPOLECCOB COINIACOBAHUS JOKYMEHTOB.

38. ABTOMaTH3aIMs yIpaBieHHs OYMaKHBIM apXHBOM.

39. ABromMaTH3auus NPOLECCOB 00IIEaIMUHICTPATHBHOTO JOKYMEHTO000POTA.

40. ABToMaTH3anus cuenupUIECKUX OTPACIIEBhIX 3a1a4.

41. ABTOMaTH3anuUs IPOIECCHOTO YIPABICHHUS.

42. ABromarH3anys JOKyMEHTOO00pOTa B YIIPABICHUH MPOCKTAMH.

43. ABTOMaTH3anMs TEXHHYECKOTO TOKYMEHTO000pOTa.

44. Cucrema 3J1eKTpOHHOTO J0KyMeHTooOopoTa Lotus Domino & Notes.

45. OcoOeHHOCTH BHEAPEHUS U OKCILTyaTalluy.

46. Cucrema >I1€KTpOHHOTO JoKyMeHToobopoTta Lotus Domino & Notes. [Tonoxenue Ha peiHKe. [cTopHs cuCTEMBI, TULIEH3UN U
CepTH(HUKATEL.

47. Crpyxrypa CompanyMedia. ApXUTEKTypa CHCTEMBI.

48. CB/1 Lotus Domino & Notes. Kputrka. Konkypupyroriue pa3paboTKH.

49. OueHka 3KOHOMUU | BbITOJI. VcuncisieMble BHITOBI.

50. OrneHka YKOHOMUH U BBIT0J. HencuucisieMblie BBITOJIbI.

51. Ouenka s¢dextuBHocTH BHenpeHust CO/1.

52. Pacuer pacxozoB. Pacuer 10x0/10B.

53. DxoHOMMYECKas eIeco00pa3HOCTh HOBOBBeNCHMS. COCTaBIAIONINE SKOHOMHYIECKOTO 3 (heKTa.

6.2. TeMbl NUCbMEHHBIX PadoT

HE TPeTyCMOTPEHBI

6.3. ®OH/1 OLICHOYHBIX CPEACTB

Bomnpocsl k 3auery:

1.1. ITonsaTHE OKYMEHTa, JOKYMEHTOO00POTA U TIOTOKA JOKyMEHTOB.

1.2. Llenu BHEAPEHUS SIEKTPOHHOTO TOKYMEHTOO00POTA.

1.3. Mecto CO/I0 B nHGOPMALMOHHON CHCTEME MTPEITPUSITHS.

1.4. Tumer COJ10. Cucrema AeTOMPON3BOJICTBA U CHCTEMA DIIEKTPOHHOTO JJOKYMEHT0000pOTA.

1.5. Knmaccuduxaryst aBTOMaTH3UPOBAHHBIX CHCTEM JIEJIONPOM3BOACTBA U MIEKTPOHHOTO JOKYMEHTO000POTA.

1.6. TenaeHMK pa3BUTHUS CUCTEM DIIEKTPOHHOTO JI0KyMeHTooOopoTa. PerHok C310.

1.7. CranmapTsl B 00J1aCTH 3JIEKTPOHHOTO TOoKyMeHTooOopoTa (EDI).

1.8. Tumbl TeXHOJIOTHH 3TIEKTPOHHOTO yIpasieHus fokymeHTamu (OY I1).

1.9. lokymeHT B HH(GOPMAIIMOHHOM cucTeMe. TUIbI JOKYMEHTOB B HH(OPMAIIMOHHOM cUcTeMe: OyMakKHBIH JOKyMEHT, 00pa3
JOKyMEHTa, JJIEKTPOHHBIA JOKYMEHT, CTPYKTYpPHUpOBaHHBIE JOKyMeHThl, XML — npencrasnenue.

2.1 Crnenuduxka nokymenta B COJ10. CiioxxHble TOKYMEHTHI. JIOKYMEHT B JISIOTPOU3BOJICTBE.

2.2 loxyment B COJ10. Poxxnenue. Cranosnenue. ITybmnukarus. ApXuBUpOBaHUE.

2.3 Ilogaeprkka sKA3HEHHOTO 1MKIa B paznuuubeix COJl. XpaHunuiie aTpuOyTOB JOKYMEHTOB. XpaHUIHIIE CAMUX JOKYMEHTOB.
2.4 Konmnenmuu 6e30yMaKHOU TEXHOJIOTUHN YIIPaBJICHUS.




2.5 TunoBsle kommnoHeHTH COJ1O: xpaHuIHIIe KapTouek (aTpHOyTOB) JOKyMEHTOB; XPaHUIIUILE JJOKyMEHTOB; KOMIOHEHTHI,
OCYIIECTBISIONINE OU3HEC-IOTHUKY CUCTEMBI.

2.6 KommnonenTs! pyakunonansHocTd CO/10. Ynpasnenne qokyMeHTaMH B XpaHminme. [lonck qokyMeHToB. MapmpyTusaris 1
KOHTPOJIb UCTIONHEHUsL. OT4eTH. AIMUHUCTPUPOBAHUE.

2.7 Metoap! copTUpoBKH JoKyMeHTOB B CO/]0.

2.8 OcuHoBHbie ¢pyHknuu C3J10. Tunoseie TpeboBanus k COJO.

2.9 IlpenmymiecTBa BHEAPEHNS CHCTEMBI SIEKTPOHHOTO JOKyMEHTO000pOTa.

2.10 INpuunze! aBTOMaTH3alUH. BEIOOp cCHCTEMBI aBTOMATH3AIHH.

2.11 BapuaHThl perieHus 3a1a4 aBTOMaTH3alnuK JoKyMeHTooooporta. [Ipobiema exuHcTBa HHPOPMAIIMOHHON CHCTEMBI U
uaTerpanu COJ10 B nHGpacTpyKTypy KoprnopatuBHoit C.

2.12 Kpatkuit 0630p peIHKA U KJIaCCU(PUKAIHA IIAaT(HOPM, IPEICTABICHHBIX Ha PHIHKE.

2.13 dakropsl, BiusoIINEe Ha BEIOOp 0a30BO# MIaT(opMel 3a7jad aBTOMAaTU3aLMH JOKYMEHT0000poTa

2.14 ECM-cucremsl.

2.15 BPM — cucteMsl.

3.1 OteuectBennsie COJ10.

3.2 Lotus Notes.

3.3 ®axkrop Microsoft SharePoint.

3.4 TlogcucTeMbl aBTOMAaTH3aINH JOKYMEHTO000POTA.

3.5 Cucrembl aBTOMaTU3aMH JIETOMPOU3BOJICTBA.

3.6 Iloacucrema apxuBa JOKyMEHTOB, YIPABICHUS KOHTEHTOM M CPEACTBA CTPYKTYPU3aLHU.

3.7 Cuctemsl BBOJIa JOKYMEHTOB 1 CHCTEMBI 00pab0TKH 00pa3oB JOKYMEHTOB

3.8 INoacucrema MapuIpyTU3aUUU JOKYMEHTOB U YIIPABICHUS 3aJaHUSIMU.

3.9 Cucrembl KOMIUIEKCHOM aBTOMAaTH3alUU OU3HEC-TIPOLIECCOB.

3.10 Tumel npuno>XXeHuil, BHEAPSIEMBIX B paMKkax koproparusHoi C3/1O.

3.11 ApxXuBBI 3IEKTPOHHBIX JOKYMEHTOB.

3.12 ABTOMaTH3aus MPOLECCOB KIACCHYECKOT'O POCCUHCKOTO JOKyMEHTO000poTa (MOJAEePKKa JOKYMEHTALlMOHHOTO 00eCTIeYeHHUs
yrnpasinenus - [JOY).

3.13 ABTOMaTH3anus POLECCOB COTIACOBAHUS JOKYMEHTOB.

3.14 ABToMaTu3anus yIpaBIeHUs] OyMaXXHbBIM apXUBOM.

3.15 ABTomaTH3anus IPOLECCOB 00IEaAMHUHICTPATHBHOTO JOKYMEHTO000POTA.

3.16 ABToMaTH3anus cenu(pUIeCKUX OTPACIEBHIX 3a1ad.

3.17 ABToMaru3anus NPOLECCHOIO yNPABICHHUS.

3.18 ABTomaru3anus JOKyMEHTOO00pOTa B YIIPaBICHUN POEKTaMHU.

3.19 ABTOMAaTH3aIUs TEXHUIECKOTO TOKYMEHTOO00POTA.

3.20 Cuctema 37eKTpOHHOTO JoKyMeHTooOopoTa Lotus Domino & Notes.

3.21 OcobeHHOCTH BHEAPEHHS U IKCILTyaTalluy.

3.22 Cucrema 31eKTpoHHOTO JJoKyMeHTooOopoTa Lotus Domino & Notes. [Tonoxenne Ha peiHKe. VicTopus cHCTeMBb, JIMIEH3UU 1
cepTH(HUKATEL.

3.23 Crpyxkrypa CompanyMedia. ApXUTEKTypa CUCTEMEI.

3.24 COJ Lotus Domino & Notes. Kputnka. Konkypupyrouiue pa3paboTki.

3.25 OneHka 5KOHOMUHM U BbIroJl. Mcuncnsemble BBITOMBL.

3.26 O1ieHKa 5 KOHOMHH U BBITOJ. Hencuncnsemple BHITOIbI.

3.27 Onerka 3¢ dexruBHOCTH BHeAperus COJ10.

3.28 Pacuer pacxomnoB. Pacuer 10x0/10B. DkOHOMHUYECKasl 1ierecoodpa3zHocth BHeapenus COJ10.

6.4. IlepevyeHb BU/I0B OLIEHOYHBIX CPEACTB

Bormpocs! 1uist paboThl B MaIBIX TPYIIIAX, BOIPOCH K 3a4ETy

7. YHEBHO-METOJANYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JIS)

7.1. PexoMenayemas JquTeparypa

7.1.1. OcHoBHasd JIMTepaTypa

ABTODBI, 3arnasue W3parenncTBoO, Koi-Bo On. aapec
JI1. | ®abpuunos | KonpunennmampaOE Mocxkaa: Jloroc, 1 http://biblioclub.ru/index.php?
1 [A.T., JIEJIONIPOU3BOJICTBO U 3alUIICHHBINA 2011 page=book&id=84996
JéMymkux AIIEKTPOHHBIA JOKYMEHTOO00POT:
A.C, yaeOHHIK
Konpgpamosa
T. B., Kynsies
H. H.
JI1. | Cromnsipos, JlokymeHTomorus : yaeOHoe mocooue Opemn : 1 https://biblioclub.ru/index.php?
2 |10.H. I'opusonr,, 2013 page=book&id=276208

7.1.2. lonoiHUTeIBHAS JIUTEPAaTypa

ABTODBI, | 3armaBue | W3znarenscTBoO, Kon-Bo On. aapec




ABTODBI, 3armaBue W3znarenscTBoO, Kon-Bo On. aapec
JI2. | KpacusHCckuit | OCHOBBI IPOEKTUPOBAHHS CUCTEM Tam60B: 1 http://biblioclub.ru/index.php?
1 |M.H, 3NEKTPOHHOT0 TOKYMEHTO000pOTa: Tam0OoBcKmit page=book&id=570397
Kapnymikus | yaeOHOE 3JIEKTPOHHOE U3IaHHE: TOCyIapCTBEHHBI
C.B,, yueOHOe mocobue 1 TEXHHYECKHA
O0byxoB A. YHHBEPCHUTET
., Kopobopa (TT'TY), 2018
n.J,
Kapmos C. B.
JI2. | Munun 1. B., |3amuTa koHOUISHIHATBHON HoBocubupck: 1 http://biblioclub.ru/index.php?
2 [Munun O. B. | uHGOpMAITUH MIPH SIIEKTPOHHOM HoBocubupckuit page=book&id=228779
JIOKYMEHTOO000pOTE: yaeOHoe mocodune TOCYyIapCTBEHHBI
1 TeXHUYECKUI
YHHUBEPCHTET,
2011
JI2. | Tumenko A. | be3onmacHOCTh 3JEKTPOHHOTO Mocksa|bepnu: 1 http://biblioclub.ru/index.php?
3 |A. JIOKYMEHTOO000poTa: yueOHoe mocodue Hupekr-Menua, page=book&id=602225
2021
JI2. |Munyk C. B. | lokyMeHTOBeicHHE: IPAKTUKYM Jlumernk: 1 https://biblioclub.ru/index.php?
4 Jlunenkuit page=book&id=619318
TOCyIapCTBEHHBI
i
nearorndeckui
YHHUBEPCHUTET
nmenu [LII.
CemenoBa-TsH-
[anckoro, 2020
JI2. | XaputoHnoBa | Teopwus opraHU3aIMU: METOINICCKUC Bparck: bpI'V, 1 https://ecat.brstu.ru/catalog/¥YueOHbIe
5 |IL.B. YKa3aHUsl 110 BBITIOJIHEHHUIO 2023 %20u%20y4ebH0-MeToAIIeCKIe Yo
MIPAKTUYECKUX 3aJaHuN U 20moco6us/IxoHomuka%20n%
CaMOCTOSTENIBHON padoTe 20ynpasierne/XapuToHOBa %
oOygarommxcs 20I1.B.Teopusi%
20opraruzanun.MYnolI3uCP.2023.p
df
7.3.1 Ilepevyens NporpaMMHOro odecreveHust
7.3.1.1| 1C: IIpennpusitue 8.2 YueOHas Bepcus
7.3.1.2 | Microsoft Windows (Win Pro 10)
7.3.2 IlepevyeHb HHGOPMALIMOHHBIX CIIPABOYHBIX CHCTEM
8. MATEPUAJIBHO-TEXHUYECKOE OBECINEYEHHUE JUCHUIIJIMHBI (MOAY JIsT)
Aynuropus Hasnauenne OcHalleHne ayIuTOPHUU Bun 3angatus
2201 YUTAIBHBIN 3211 Nel Komrutekt mebenu (1mocagouHbIX MECT) Cp
Cremnaxu
Kommnekt mebenu (mocaiouHbIX MecT) Iuist ONOIHoTeKaps
BeicTaBounsIe mxader
IK i5-2500/H67/4Gb (MmoruTop TFT19 Samsung) (10mrT.);
npunrtep HP Laser Jet P2055D (1mut.)
3234 VY4eOHas aynutopus OcHOBHOE 000pY/TOBaHHE: JIa6
(aMCTIIeHHBIN KI1acc) - IIK AMD 3.9 GHz 4GbDVD 19 KbMs (13 1mT.).
JlOnOJIHUTENBHO:
- MapKepHas jgocka — | mr.
VYuebHas mebenb:
- KOMIUIEKT Mebenu (mocagounsix Mmect/APM) — 24/12 mr.;
- KOMIUIEKT MeOen (HOCS.,I[O‘IHI)IX MCCT) UL TIperoaaBaTeiid — 1 IT.;
- KOMIUIEKT MebenH (rmocagounsix Mect/APM) s oneparopa — 1/1 .
3217 VYueGHas aytuTopHs OcHoBHOE 000pyIOBaHHE: Jlex
(MyTBTUMENIHEIHN KI1acc) - naTepakTuBHAs 1ocka SMART Board 680i2/Unifl,
- MHTepaKkTUBHBIN mianmer Wacom PL-720,
- kosoHKH Microlab Solo-7C,
- HOyTOyK Samsung R610<NP-R610-FS08>,
- TEeNeBU30p MIa3MeHHbIH Samsung 63 PS-63A756T1M.
JlonoTHUTENBHO!
- MapKepHast Jocka — 1 mT.
YueOHas MeOenb:
- KOMIUTEKT MeOenu (ocaouHbIX MecT) — 42 1mT.;
- KOMITJIEKT MeOen (HOCB.Z[O‘-IHBIX MeCT) JUI mpernojaBareiid — 1 .

9. METOANYECKHUE YKA3ZAHUWSA JJISA OBYYAIOIINXCSA IO OCBOEHUIO JUCHUIIJIMHBI (MOAY JIS)




Nzyuenne qucruminHbl « CHCTEMBI DJIEKTPOHHOTO JOKYMEHTO000POTay MpeoiaracT paBHOMEPHbIA peXUM pabOThI U
PUTMHUYHBIN €€ XapaKTep.

[TpopaboTKa JIEKIIMOHHOTO TEOPETHIECKOTO MaTeprala OCyIECTBISIETCS B TeUeHHE ceMecTtpa. IIpu 3Tom npenycMarpuBaeTcs
HaIMCaHUe KOHCIIEKTa JIEKIUH, U3y4eHHEe TEPMUHOJIOTHY, PA3IMUHBIX METOOB.

B xoze BbInosHEHHS TPAKTUYECKUX PabOT MPOU3BOAUTCS 00001IeHNE, CUCTeMAaTH3allKs, YIyOJieHHe U KOHKPEeTH3aIus
HOJTyYEHHBIX TEOPETHYECKHUX 3HAHUH, (HOPMHUPOBAHNE HABBIKOB PEIICHUS PA3JIMYHbIX 33/1a4 U TOTOBHOCTH HCIOJIB30BaHUS
HEOOXOAMMBIX 3HAHUH Ha IPaKTHKE.

IIpu moAroToBKE K MPaKTUIECKUM paboTaM HeoOXoAuMa MpopaboTKa OCHOBHOI! U TOMOTHUTEIBHON TUTEPaTyphl, CBEACHHH,
SIBIISIIOIMXCSl OCHOBOIOJIAraloMMU B TEME/paszielie, a TAKXKE BBIIOJIHEHUE 3a/laHuH,

HEOOXOANMBIX JUIS YYaCTHS B HHTEPAKTHBHOW, aKTUBHOW M HHHOBAIIMOHHEIX (JopMax 00ydIeHUs IO FCCIIETyEeMBIM BOIIPOCAM.
Jpyroiif 9acThi0 CaMOCTOSATENbHON pabOTH 00YUArONIIXCS SBIISETCS MOAr0TOBKA K 3K3aMeHy. [Ipu aToM Heobxoanmo
OPHEHTHUPOBATHCS Ha KOHCIEKTHI JIEKIIUH, PEKOMEHAYyEMYIO JINTEPATypy U UCHONb30BaTh PECypChl HHPOPMALMOHHO-
TeJIEKOMMYHHKaIlHIOHHON ceTH «IHTepHeT».
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