MHHHCTEPCTBO HAYKHU U BhICLIET0 00pa30BaHMs
Poccuiickoit ®enepaimn

denepanbHOE TOCYAAPCTBEHHOE OIODKETHOE
o0pazoBaTebHOE YUPESIKIACHUE BBICIIET0 00pa3oBaHus
«JloHelKui rocy1apCTBEHHbIN YHUBEPCUTET»

dakyapTeT MaTEMaTUKU M UHPOPMALIMOHHBIX TEXHOJIOTHIA
Kadenpa unpopMamoHHbIX CUCTEM YIIPABJICHUS
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COEP JIEATEJIBHOCTH

YKpynHeHHas rpynia HarpaBJIeHHUi 46.00.00 UcTopus U apxeoiorus
MOJArOTOBKH

[Tporpamma Baiciiero oopazoBaHus [Tporpamma Gakanaspuara

HamnpaieHnue noaroToBKu 46.03.02 JIOKYMEHTOBEICHUE H
apXWBOBE/ICHUE

[Tpounb noAroToBKH JIOKyMEHTOBEICHHE ¥ ApPXUBOBEICHHUE

KBanupukauus bakanasp

®opma 00yueHus Ouynas, 3a04Has

Pa6Gouas nporpaMma ajianTupoBaHa is JIUL
C OrpaHUYEHHBIMH BO3MOXKHOCTSIMHU 3/10POBbS U HHBAJIHIOB

Jlonenxk 2024



Pa6ouas nporpamMma JACLITUTHHBI «lnpposan Tpancopmanus
JAOKYMEHTHPOBAHHbIX cep AeATeIbHOCTH» VTS 00y4aroImMXCs [0 HAMPaBJICHUIO MOATOTOBKU
46.03.02 loxymenroBesaenue u apxusosenenne (Ilpoduns noarorosku: JJoKyMCHTOBEACHUE U
apXMBOBEIECHHME), COCTaBJieHAa Ha  OcHoBaHMM  DelepajibHOr0O  roCyAapCTBEHHOIO
oOpa3oBaTeNbHOrO CTaHAapTa BbiclIero oOpa3oBaHus — OakajaBpuaT [0 HaIPaBJICHUIO
noarotoBku 46.03.02 JloKyMeHTOBeleHUE M apXUBOBEIEHUE, YTBEPXKIECHHOIO IIPUKA30M
MuHucTepcTBa HayKH M Bbiciero obpasoBanus Poccuiickoit @enepauuu ot 29 oktabps 2020 r.
No 1343 (¢ w3m. m gon.), Tlopsaxa opranuzanmum W OCymeCTBIEHUS 00pazoBRaTeNLHOMU
JEATEeIbHOCTH 1O 00pa3oBaTesibHBIM [pPOrpaMMaM BbICHIEro o0Opa30BaHMs — MporpaMmam
OakanaBpuaTta, MporpaMMaM CIELHAJINTeTa, I[POrpaMMaM MarucTpaTypbl, YTBEpXKIECHHOIO
npuka3oM MuHHCTepcTBa HayKu U Beiciuero oopasosanus Poccuiickoiit @enepanuu ot 06 anpens
2021 r. Ne 245 (c u3M. U J101.), B COOTBETCTBUU C YYEOHBIM IUIAHOM, YTBEPHKIACHHBIM Y UYEHBIM
coetom ®I'BOY BO «/lonl'Y» mis na6opa 2024 rona.

PazpaboTuuk:
IoueHT kKabdeapsl HHOOPMALMOHHBIX CHCTEM
yIpaBlieHus!, KaH/l. 9KOH. HayK, TOLIEHT H. E. Mamenko

PabGouas mnporpamma opoOpeHa Ha 3acegaHud Kadeapbl HHPOPMALMOHHBIX CHUCTEM
yIpaBJIeHHUS.
[Tporokon ot 22.03.2024 r. Ne 6a

3aBeaytoiuii kKadeapoit Wd/ H. 1. TTonomapenko
COTI'JTACOBAHO:

JlexaH ¢akyJibTeTa MaTeMaTUKU L

WH(OPMAIHOHHBIX TEXHOJIOTHIMA : H. A. Mouceenko

28.03.2024 1.

VYuebHO-MeTo1u4ecKass KOMUCCHS (paKyJbTeTa MaTeMaTHKH U WH(OPMALIMOHHBIX TEXHOJIOTHH.
[Tporokon ot 27.03.2024 r. Ne 3. /
[Ipencenarens JI. . CensxoBa

PykoBoauTeNb OCHOBHOM NMpodeccnoHaNbHOM
o0pa3oBaTeIbHOM MPOrpaMMBI,

JI-p KOH. HayK, JOLEHT W H. I1I. ITonomapenko
26.03.2024 r.
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1. MECTO JUCLIUITIMHBI B CTPYKTYPE OBPA3OBATEJIBHOM ITPOI' PAMMBI

1.1. TpeboBaHus K MpenBapUTENBHON MOATOTOBKE 00YYaIOUINXCS, MPEIIIECTBYIOIINE
U COIIyTCTBYIOIIME AUCLHIIIIMHBI, HA KOTOPBIX OCHOBBIBACTCS U3YyYEHHUE JaHHOM:

WNudopmannonnsie Texnonoruu, Jlokymenrosenenue; basol nanusix; Mapopmannonnsie
TEXHOJIOTUH B JOKYMEHTALIMOHHOM 00€CIIeUeHUH YIPaBJICHUS U ApXUBHOM JIETIE.

1.2. JlucuumiauHbl, KypcoBble padOThl M MPAKTUKH, JUI KOTOPBIX OCBOCHHE TaHHOM
JUCLUIUIMHBI HEO0X0UMO KaK MpeIIeCTBYIOLIEe!

Wudopmanmonnass 0e30macHOCT, W 3ammra WHPOpManuu, PenHXUHUPHHT;

[TonroroBka K mpouenype 3aliuThl U 3allUTa BbITYCKHON KBaTU()UKALIMOHHON paboThI.

2. OIIMCAHUME AUCLMITIIMHDBI

2.1. OOmas xapakTepucTuKa

HaumeHnoBaHue nokaszaTesst 3HayeHue NoKa3aTes
HazBanue o0OpazoBaTenbHOM MPOrpaMMBbI 46.03.02 JlokyMEHTOBEIEHUE U
apxusoseaenue (IIpoduas moArOTOBKY:
JIOKyMEHTOBeIEHUE U apXHBOBEACHHUE)

Iudp u Ha3BaHUE B COOTBETCTBHHU C b1.B.O/1.8. Ludposas Tpanchopmanus
y4eOHBIM IJIAHOM JOKYMEHTHPOBAHHBIX cep JeATeITbHOCTH
Yacth 00pa30BaTENIbHOM MPOrpamMMbl BapuaTuBHas 4acTh: BEIOOpP By3a
KonunuectBo 3a4eTHBIX €MUHULL / BCETO YacOB 4144

2.2.  Pacnpenenenue yacoB 1o (popmam u repronaM o0ydeHuUs

OO0111e€ KOJIMYECTBO YaCcOB
o = CaMoOCTOS-
®dopma a8 g N
> | 2 JCKIU- | jJabopa- | MPaKTH- | TEJIbHOU dopma
o0yueHus & = BCEro
8 OHHBIX | TOPHBIX | YeCKUX | paboTHI + KOHTPOJISI

KOHTPOJIb
OvyHas 3 6 30 — 30 84 144 3a4eT
3aouHasn 3 6 — 6 132 144 3a4eT

3. HEJIN AUCHUTIJIMHBI

dopMHUpOBAaHUE CHUCTEMBl TEOPETUYECKHX 3HAHMA | MPUOOPETEHHUS MPaKTHUYECKUX
YMEHUM ¥ HaBBIKOB I10 MOCTPOCHHUI0O MH(POPMALMOHHON MOJENU OpraHU3alui Ha OCHOBE
UCCJIEIOBAaHUSI €€ OpraHu3alluOHHOW CTPYKTYpBl, [JOKYMEHTOIOTOKOB U IIOCTPOEHUS
MH(OPMALIMOHHBIX CBSA3€H KaK OCHOBBI BHEAPEHHUSI CUCTEMbI JIEKTPOHHOTO TOKYMEHTO000pOTa,
pa3paboOTKU M BHEIPEHUS CHCTEM HJIEKTPOHHOI'O JIOKyMEHTO00OpoTa Ha 0aze COBpPEMEHHBIX
KOMITBIOTEPHBIX, TEJIEKOMMYHHUKAIIMOHHBIX U PAa3BUTHIX MHCTPYMEHTAJIBHBIX CPEICTB.

4. KOMIIETEHIIMY OBYYAIOIUEI'OCS, ®@OPMUPYEMBIE B PE3VJIBTATE
OCBOEHUMA KOMIIOHEHTA OBPA30OBATEJIbHOU ITPOI'PAMMEI, UX THINKATOPDBI
N INTAHUPYEMBIE PE3VIJIBTATBI ObYUEHUA

Komnerenmmu WNHaukaTopsl Pe3ynbTarel 00yueHus
[TK-6. Crocob6en | [1K-6.4. [1K-6.4.1. 3maer KaTeropuum MpPEIMETHOM
OpraHU30BbIBAThH OpraHu3oBbIBacT obnactu ugpoBoi TpaHchopMauu
COIIPOBOXKICHUE uudpoByio JIOKYMEHTHPOBAHHBIX chep ASSTEIHbHOCTH




U poBoi TpaHc(hOpMAIHIO

[1K-6.4.2. YMmeer IPOBOANTH aHATN3 CUCTEMBI

TpaHchopmalu JOKYMEHTUPOBAHHBIX | U CTPYKTYpBI JOKyMEHTOO000pOoTa Ha

JIOKYMEHTUPOBAHHBIX | cep NeATSIbHOCTH
chep OEATENBHOCTH | OpraHU3alUN
OpraHu3aIuu

(ITpodeccuonanbHbIH
crangapt 07.013, B)

OpEANPUSITAN € LEJIbI0  OIpeAesIeHUs
noTpeOHocTH Bo BHenpennu COJI; mpuMeHATh
KpUTEpHH IIpU BeIOOpe onpeaeneHHoi CO /]

I1K-6.4.3. Bnageer Texnonorusmu padotsl 8 CJI

5. [MTPOI'PAMMA JTUCHUITJIMHBI

HazBauue temMsl

Kpatkoe conepxaHue TeMbl (BOIPOCHI TEMBI)

Paznen 1. Ilpeamernas oOGmacTh u
I[OKYMGHTaL[I/IOHHBIG I/IH(i)OpMaI_[I/IOHHbIe
texrHonoruu COJI

XapakTeprcThKa MpeMETHON 00JIacTH
CHCTEM DJIEKTPOHHOTO
nokymeHnTtoobopora (COJI)

1.OcHOBHBIEC TIOHATHS M KaTErOPUM MPEIMETHOMN
obmactu CO/I.

2.XapaKTepUCTUKa CTaJAud >KU3HEHHOTO IUKJIA
JIOKyMEHTa U HEOOXOAMMOCTh MX aBTOMAaTHU3aIlUU
B COJI.

3.D7IeKTPOHHBII TOKyMEHT: F€HE3UC TIOHATHS,
HOpPMaTHBHO-TIpaBoOBas 0a3a

Opranu3anys CUCTEMBI HJIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa Ha MPEIIPUITHH.

1.Onpenenenne C3Jl, unenb, Ha3HAYCHHE U
TpeOoBaHuUs K HEH.

2.®ynkuoHansHOCTh COJI.
3.ABTOMAaTH3UPOBAHHBIE TOKYMEHTAIHOHHBIE
texnonoruu COJI.

Opranuzanus 3J1eKTPOHHOTO oduca B
CO /1. UadopmanrionHast MOJIETh
OpraHu3aIuu.

1.MudopmanmonHas MoJieinb OpraHu3alyu.
2.Konnenmus 1 MoAeIH SJIEKTPOHHOTO oduca.
3.CpaBHEHUE TEXHOJIOTHIA TPAIUIIMOHHOTO U
AJIEKTPOHHOTO oduca.

OpraHu3anus JIEKTPOHHOTO
JIOKYMEHTOO0OpOTa U apXuBa
JIOKYMEHTOB B CHCTEME SJIEKTPOHHOT'O
JIOKyMEHTO000pOTA.

1.TexHonorusi MOAJNEPKKH JTANOB >KU3HEHHOTO
LUKJIa JOKyMEHTa B Cpele MOporpaMMHOIO
npoaykTa «Jlemno». Xapakrepuctuka npeaMeTHON
00JacTH TPATUIIMOHHOTO apXHBa JOKYMEHTOB.
2.IlonsiTue, uenb, Ha3HAYCHHE,
(YHKIIMOHATBHOCTh CUCTEMBI «DJIEKTPOHHBIN
apXuB JOKYMEHTOBY, Tp€OOBaHUS K HEH.
3.0Opranuzanusi paboThl C DJIEKTPOHHBIM
apXUBOM B CpeJie MPOrpaMMHOTO MPOIYKTa
«ApPXHBHOE JEIO0».

Kputepuu BbiOOpa 1 BHEAPEHUS CUCTEM
3IIEKTPOHHOI'0 IOKYMEHT0000pOTa

1.Onpenenenne  HEOOXONMMOCTH  BHEIPEHUS
AJIEKTPOHHOTO JOKYMEHTOOOOpOTa Ha OCHOBE
OTIPE/ICIICHHBIX KPUTECPHUECB.

2. Knaccuduxauus CIO/I.
3.0Opranu3aioHHO-TEXHOJOTUUECKHE TMOIXO0/IbI K
BHEJIPEHHUIO JIEKTPOHHOTO JIOKYMEHTO000POTA.

CucreMsbl ynpaBiieHUs1 KOPIIOPATUBHBIM
KOHTEHTOM

1. KoHuenuuss  ympaBiieHHS ~ KOPIIOPAaTUBHBIM
KOHTEHTOM.

2.Jloruueckasi CTpyKTypa M (DYHKIHOHAJIBHOCTh
ECM-cucremsl.

3.ECM-miardopMa noaaep K1 MPUI0KESHUN JUIsI




YIPaBICHUSI KOHTEHTOM.

CucreMsbl YHpaBJICHUA KOPIIOPATHBHBIMU
3HaHMUAMU

CHUCTCMbI
KOpIIOpaTUBHBIMH 3HAHUAMMU.
3. TexHomorus CO3JaHus IopTaia 3HAHUM.

1.CyuiHocTh KOHIENIUN yIPaBICHUS 3HAHUSIMU.
2.0Opranuzanus

yHpaBJIeHUs

6. CTPYKTYPA U COAEPXXAHUE JUCHUITJIMHBI

6.1.

dopma o0yueHust — O4Hasi, Kypc — 3, ceMecTp — 6

HanmeHnopaHus pas3aciioB U TCM

KonnuectBO yacos

Jlexn. | Jla6op. | Ilpakr. | CPC+K | Beero

Paznen 1. [lpenmetnast o6nacTs u
JIOKYMEHTalMOHHbIE HHPOPMAITUOHHBIE 30 — 30 84 144
texHogoruu CHOJ
XapakTepHucTHKa MPEAMETHOM 00JI1acTH
CUCTEM 3JIEKTPOHHOTO JOKYyMEHTO000pOTa 6 — 6 12 24
(COM)
Opranu3anus CUCTEMBI DJIEKTPOHHOTO 4 3 4 12 20
JIOKYMEHTO000pOTa Ha TIPS AIPUITHH.
Opranmzanus 31exTpoHHOro opuca B CO/. 4 B 4 12 20
HHdopmanmoHHast MOJIENIb OPraHU3aIUH.
Opranu3anus JIeKTPOHHOTO
JIOKyMEHTOO0OpOTa W apXuBa JOKYMEHTOB 4 B 4 12 20
B CHCTEME 3JICKTPOHHOTO
JIOKYMEHTO000pOoTa.
Kputepun BIOOpa U BHEAPCHUS CUCTEM

4 4 12 20
AJIEKTPOHHOT'O JIOKYMEHT0000pOTa
CucreMsbl ynpaBlieHUsI KOPIIOPATUBHBIM 4 B 4 12 20
KOHTCHTOM
CucTeMbl yIpaBIIeHUs KOPIIOPATHBHBIMHU 4 B 4 12 20
3HAHUSIMHU
HNTOI'O 3A CEMECTP 30 — 30 84 144

6.2. ®opma oOydeHms — 3a04yHas, Kypc — 1, cemecTp — 2
HaumeHnoBanwust pa3aenoB u TeM Komiectso yacos
Jleku. | Jla6op. | IIpakr. | CPC+K | Beero

Paznen 1. [IpeqmeTHast 06acte u
JIOKyMEHTallMOHHBIE HH(POPMAIIHOHHBIE 6 - 6 132 144
texHojoruu CHOJ{
XapakTepHucTrKa MPeAMETHON 00J1acTh
CHCTEM DJICKTPOHHOTO IOKYMEHTO000pOTa 0,5 - 0,5 19 20
(CO)
OpraHu3anus CHCTEMBI AJIEKTPOHHOTO 1 B 1 19 21
JIOKYMEHTO000pOTa Ha MPENPUITHH.
Opranuzanus s5ekTpoHHoro opuca B CO/I. 1 B 1 19 21
WudbopManmoHHasi MOJIE)Ib OpraHU3aIiu.
OpraHuzanusi 3JIeKTPOHHOTO
JTIOKyMEHTOO0OpOTa W apXuBa JOKYMEHTOB 1 B 1 18 20
B CHCTEME 3JICKTPOHHOTO
JIOKYMEHTO000pOTA.
Kputepuu BbIOOpa U BHEAPEHUS CUCTEM 05 B 05 19 20

3JIEKTPOHHOTO JIOKYMEHTO000pOoTa




CucreMsbl ynpaBiieHUs1 KOPIIOPATUBHBIM 1 1 19 21

KOHTEHTOM

CucreMsl ynpaBiieHUsI KOPIIOPATUBHBIMU

3HaAHUSIMH . . 19 21

HUTOI'O 3A CEMECTP 6 6 132 144
7. OLEHOYHBIE MATEPUAJIBI (CPEACTBA) UL TEKYIIEI'O KOHTPOJIA

N

Nookw

10.
11.
12.

13.
14.

15.

16.

17.
18.

19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.

YCIIEBAEMOCTH, [TIPOMEXYTOYHOM ATTECTALIMNA

7.1.  KoHTpoJbpHBIE BOIPOCHI

OcCHOBHBIE TIOHATHS ¥ KaTeropuu npeameTHon oomactu CO/I.

XapakTepucTUKa CTaAuM KU3HEHHOIO IMKJIa JOKyMEHTa W HEOOXOAMMOCTb HX
apromarusanuu B COJI.

Onpenenenne CO/I, 11eb, HA3HAYCHHE U TPEOOBAHMSI K HEH.

@yHkimoHanbHOCTh COJI.

OcnoBHoe HaszHadyeHue COJI.

ABTOMAaTHU3UPOBAHHBIE JOKYMEHTAMOHHBIE TeXHOIoruu CO/I.

TexHomorusi CKAaHUPOBAHUSI OYMaXKHBIX JOKYMEHTOB M BH3yaJIM3allMUd MX DJIEKTPOHHBIX
00pa3os.

TexHONOTHs ITPUXKOAOBOM aBTOMAaTHUECKOW UICHTHU(PHUKAIIMN JOKYMEHTOB.
NudopmannonHas MoJenb opraHu3aum.

Konuenius u moienu 31eKTpOHHOTO oduca.

CpaBHeHUE TEXHOJIOTUN TPATUIIMOHHOTO U IEKTPOHHOTO oduca.

TexHonorust NoAEep>KKU ITANOB KUZHEHHOTO IUKJIA JOKYMEHTa B CPeJe IPOrpaMMHOIO
npoaykra «Jlemoy.

XapakTepucTuKa IpeIMEeTHOW 00JacTh TPaJUIMOHHOTO apXHBa JOKYMEHTOB.
[lonstne, uenb, Ha3HaueHUE, (PYHKIIMOHAIBHOCTh CHCTEMbl «DIEKTPOHHBIN apXuB
JIOKYMEHTOBY», TpeOOBaHUS K HEM.

Opranuzanus paboThl C AJIEKTPOHHBIM apXMBOM B Cpelie MPOrpaMMHOTO MPOIYKTa
«ApXHMBHOE JEIIOM.

OnpeneneHrie HEOOXOAMMOCTH BHEPEHUS SJEKTPOHHOTO JOKYMEHTOOOOpPOTa Ha OCHOBE
OTIpe/IeNIEHHBIX KPUTEPHUEB.
Knaccudukamus CO/I.
OpraHu3anoHHO-TEXHOJIOTHUECKHE
JIOKYMEHTO000pOTA.

KoHnnenmus ynpasieHus KOPIIOPATUBHBIM KOHTEHTOM.

Jlornyeckas ctpykrypa u QpyHkunoHanbHOCTh ECM-cucTeMBl.
ECM-nnardopma noanepxku JOMOTHEHUN 1)1 YIPaBIECHUS! KOHTEHTOM.
CyurHoCTh KOHLICTIMH YIIPABICHUS 3HAHUSMU.

Opranu3zanus CUCTEMbI YIIPaBICHUS KOPIOPATUBHBIMU 3HAHUSIMHU.
TexHoiorus co3aanys nopraia 3HaHUM.

CucreMbl 3JIEKTPOHHOIO YTNpaBICHUS JOKYMEHTAMHU.

Kopnopatusnsie cucrembr DY /1.

Knaccudukanus cuctem yrpaBiieHUs KOPIIOPATUBHBIM KOHTEHTOM.

OTanbl BHEAPEHUS CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

Kputepuu onieHrBaHMsI CUCTEMBI 3JIEKTPOHHOT'O JOKYMEHTOO0O0pOTa.

OO111e MPUHIUIIBI ITOCTPOCHUS! CUCTEMBI JIEKTPOHHOTO JIOKYyMEHTO000pOTA.
[IpoGembl BHEAPEHUSI CUCTEM AJIEKTPOHHOTO JOKYMEHTOO0O0pOTA.
[Ipeumymectsa CO/I.

TexHonorust peructpauuu 10KymeHToB B CO/I.

Hasnauenue snexrponHoii nudposoit noamucu B CO/I.

Monenb oduca kak HHOOPMAITMOHHOW CHCTEMBI.

MOAXOABI K  BHEIPEHUIO  AJIEKTPOHHOTO
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36. DTanbl pa3BUTUS KOHIIETIIIMU JIEKTPOHHOTO oduca.

7.2.  Tewmsl gokmnanos (pedepaton)

1. Yrpasnenue OusHec-mporieccaMyd U motokamu pabot B cucreMax kinacca WorkFlow.

2. KoHTpoJsib BBHINIOJIHEHUS TOpPY4YeHUH U paboT B cucremax kiacca WorkFlow.

3. Opranmzanusi pabodero mecrta W pabodero BPEMEHH B CHCTEMax 3JEKTPOHHOTO
JIOKYMEHTO000pOTA.

4. OpraHuzanusi COBEIIaHUH U pabouynx rpynn Ha 6a3e nHcTpymeHnToB CO/I.

5. ApxwuBaius uHGpopMaum pasHbix BugoB u hopm B CO/I.

6. Peammsamus Web-untepdeiica B CO/I.

7. Peanuzaiysi MOJHOTEKCTOBOTO MOMCKA MH(POPMAIIMH B SJIEKTPOHHOM apXHUBE.

8. Peammzanus WHPOPMAIIMOHHOTO B3aMMOJCUCTBHS COTPYJHHUKOB B CHCTEMax
ANEKTPOHHOT'O JOKYMEHTOO0O0pOTa.

9. AynuT nelicTBUi TOIB30BATENICH B CUCTEME JICKTPOHHOTO IOKYMEHTOO00POTA.

10. ABTOoMaTH3aIMs ITANOB )KU3HEHHOTO [TUKJIA T0KyMeHTOB B CO/I.

11. UnTerpanust paboThl CTPYKTYPHBIX MOpa3aeneHuil opranuzanuu B CO/I.

12. TloBblmieHHWe  OMEpaTUBHOCTH  Tpolecca oOMeHa  uHMOpMamuend  MexIy
nozapazaenenusamu B COJI.

13. Opranusanus COBMECTHOH pabOThl COTPYAHHUKOB Haj JokymeHTamu B CO/I.

14. ®opMupoBaHrE OTYETHOCTH O COCTOSIHUU JJOKyMeHTooOopoTta B CO/I.

15. Opranuzauus 3amutel nHGopmanuu B CO/1.

16. ABTOMaTH3aMA MPOIIECCOB 00PaOOTKN OyMaKHBIX JOKYyMEeHTOB B CO/I.

17. Camxenue 00beMOB OyMaKHOTO IOKyMEHTO000pOTa Ha MPEANPUSITHH.

18. Hcnonp3oBanue TexHojaoruu Web-kimuentos B CO/I.

19. HUcnonb3oBanue TexHoidornu ABBYY B COBpeMEHHBIX CHCTEMax 3JIEKTPOHHOI'O
JIOKYMEHTO000pOTA.

20. Vicnonp3oBaHue MTPUX-KOJAOBOW UACHTUDHUKAIIMU JOKyMEeHTOB B CO/I.

21. [naropMHBIE pelIeHUs Ui CO3JaHHS CHCTEM YIPABJICHUS JOKyMEHTaMH.

22. ABroMaTu3anus OuzHec-npoueccoB npeanpustus B CO/I.

23. OpraHu3anys MEeKTPOHHBIX XpaHWIUII JaHHBIX B CO/I.

24. KoHuenuus ®U3HEHHOTO [IUKIIA JOKYMEHTa U ee peanuzanus B CO/I.

25. AnmmapatHas matdopma u nporpammuoe oodecrieuenne COJI.

26. Opranuzanus «3JIeKTpoHHOro oduca» B CO/L.

27. Mapmpytuzanus aokymeHToB B COJ] kak 3¢ @dexkTuBHOE CpeacTBO yMpaBieHUs
OM3HEC-TIPOIIECCAMHU.

28. CpaBuuTenpHas Xapaktepuctuka (yHknuoHamsHocTH CDJI, mpeacTaBiIeHHBIX HA
peike I1O crpan CHI'.

29. Opraam3anus «3JIeKTPOHHOH KaHensapun» B CO/I.

30. TexHOMOTUS SIEKTPOHHOM LUPPOBON OANKCH JOKYyMEeHTOB B CO/I.

31. Hacrtpoiika OusHec-mipolieccoB 0€3 MporpaMMHpOBaHHs B CHUCTEMax Kiacca
WorkFlow.

32. Peanuzanusi GecKJIaBHaTYpHOTO BBOJA TEKCTOB JOKyMeHTOB B COJI.

33. O6paboTKa TOKyMEHTOB B TEPPUTOPHAIIEHO pactipeneneHHbix VC.

34. Metoabl CTPYKTypu3alMd HWHGOpPMALMU MO OMpeleleHHBIM KIacCU(PUKALNMOHHBIM
MIPU3HAKAM B 3JIEKTPOHHOM apXUBE.

35. Cpenctsa pacnpoctpanenus nadopmaruu B b/ CO/1.

36. Peann3anus perumMKamoOHHBIX MeXaHU3MOB HHpopmanuu B CO/.

37. CuctemMbl COBMECTHOH 1€ATEIHLHOCTH COTPYIHUKOB mpeanpusatus Ha 6aze CY /1.

38. Cucremsl yrpaBieHHs 3HAHUSIMH Kak pe3ynbTat passutus CO/I.

39. M3smeHeHne KoprnopaTUBHOM KyIbTypsl ipu BHeaApeHun CO/I.

40. Kpurepuu Beioopa CO/] st BHEAPEHUS HA TIPEIIPUSTHH.
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41. Tlepexom OT TEXHOJOTHHA O3JIEKTPOHHOTO JOKYMEHTOOOOPOTa K TEXHOJIOTHSIM
yIpaBICHUS 3HAHUSMHU.

42. KopniopatuBHbI HWH(GOPMAIMOHHBIN TOPTal Kak CHUCTEMa YIPABICHHS 3HAHUSIMHU
Ha TPEITPHUSITHH.

43. TexHonoruu peanu3aluu OW3HEC-TIPOIIECCOB YIPABICHHUS 3HAHUSAMHU B CHCTEME
yIpaBICHUS 3HAHUSMHU.

44, Kaptel 3HaHud W TpOoPHIM OKCIEPTOB B pealu3aluud  OHU3HEC-TIPOIECCOB
yIPaBICHUS 3HAHUSMHU.

45. Cuctembl ynpaBiIeHUs] KOPIIOPATUBHBIM COACPKUMBIM (KOHTEHTOM).

8. PACIIPEJEJIEHUE BAJIJIOB, KOTOPBIE ITOJIYUHAIOT OBYYAIOHIUECA

OOmas omeHKa 3HaHMK OOYYAIOIIMXCS MO AMCHUIUIMHE mpoBoauTcs mno 100-6ammpHOU
1IKajie MCXO/Asl M3 MaKCMMyMa, MPUBEJACHHOrO0 B Tabmuie Huxe. OpraHu3anvoHHO-ydeOHas
paboTa B ayAMTOpPUU OLICHHWBAETCS HAa OCHOBE TAKUX KPUTEPHEB KaK MOCEIAEMOCTb 3aHATHUH,
CBOEBPEMEHHOE W KAa4eCTBCHHOE BBIMIOJHEHUE JAOMAIHUX 3aJlaHWH, aKTUBHOCTh BO BpeMs
MPOBEJICHUSI JIEKIIMOHHBIX W MPAKTUYECKUX 3aHATUN (ydacThe B OOCYXKIEHHUU TEKYIIETo U
MIPOMICHHOT'0 MaTepuasa, peleHne 3aaad 1 T.11. ).

8.1. Cemectp 1

Howmepa pa3zaenon Bunp pabot Maxcumanproe
KOJIMYeCTBO 0aJlJIOB
1-2 Opranu3annoHHO-y4eOHas paboTa B ay AUTOPHH 80
HUTOT'O 80
HroroBoe cobecenoBanue (3a4eT) 20
OO0muii uTOT 32 CeMecTp 100

CooTBeTCTBHE 0AIIIOB OLICHKC

OlLieHKa 1Mo MATHOAUILHOM IIKalle
KonnuecTBo 6anios "
s 100 ECTS | Dxkzamen, nuddepeHunpoBaHHbIN 3auer
3a4eT

90-100 A OTJIHNYHO 3a4TEHO
80-89 B 3a4TEHO
75-79 C XOPpOILO 3a4TCHO
70-74 D 3a4TCHO
60-69 E YAOBIETBOPUTEILHO aTTeHO
35-59 FX HE 3a4TCHO

0-34 = HEYIOBICTBOPUTEIHHO He 339TeHO

9. OBECIIEYEHME OBPA30OBATEJIbHOI'O [TPOLECCA JJIA JIUIL C
OI'PAHMYEHHBIMU BO3MOXHOCTAMMU 3J0POBbA 1 UHBAJINZIOB

B xone peanuzauuy JUCHUIUIMHBI UCIIOJIB3YIOTCS CIEAYOLIUE JOIOIHUTEIBHBIE METO B
00y4eHus1, TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH U MPOMEKYTOYHOM aTTecTallMi 00Yy4arolInuXcsl B
3aBHCUMOCTH OT UX MHIMBHIyaJIbHBIX OCOOCHHOCTEH:

1) JUIA CJIENBIX U CIIA0OBUIAIINX

— JEKIMH O(hOPMIISIOTCS B BHJIE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TOMOIIBIO
KOMITIBIOTEPA CO CIICHHUAIIU3UPOBAHHBIM IIPOIrPpaMMHBIM 066CHG‘I€HI/IGM;

— JUIs  BBINOJHEHUS  3aJaHusl  OpU  HEOOXOAMMOCTH  IMPENOCTaBIAETCS
YBEJIMYUBAIOLIEE YCTPOMCTBO; BOZMOXKHO TaKXKE MCIOJIb30BaHUE COOCTBEHHBIX YBEINYMBAIOIINX
YCTPONCTB;
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- NMCbMEHHBIE 3aaHUs O()OPMIISIOTCS YBEIUUYEHHBIM IIPU(TOM.

2) JUTS TITyXUX U CIa00CTBIIIAITHX:

- JEKIMU O(OPMIISIOTCS B BUJIE 3JIEKTPOHHOTO JJOKYMEHTA;

- NUCbMEHHBIC 33aHUS BBIIIOTHIIOTCS Ha KOMITBIOTEPE B MUCbMEHHOH (opme;

- 9K3aMEH IIPOBOJIUTCA B INHCBMEHHOHM (OpME Ha KOMIBIOTEpPE; BO3MOXKHO
MpOBeICHNE B (JOPME TECTUPOBAHMS.

3) JUIS JIML C HApYLIEHUSIMU OIIOPHO-/IBUTaTENbHOTO allapara:

- JEKIMH 0(hOPMIISIFOTCS B BHJIE SJIEKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C TIOMOIIBIO
KOMIIbIOTEpA CO CIIEUAIM3UPOBAHHBIM IPOIPAMMHBIM 00€CIIeYeHUEM;

- NMCHMEHHBIE 33JaHUS BBITIOJIHIIOTCS HA KOMITBIOTEPE;

- 9K3aMEH U 3au4€T NPOBOJATCA B YCTHOW (pOpME MIIM BBIMOJHSIOTCS B MMCBMEHHOM
(dhopMe Ha KOMITBIOTEPE.

ITpu HEOO6XOAMMOCTH MpelyCMaTPUBACTCS YBEIMUEHUE BPEMEHHU IS IOATOTOBKHU OTBETA.

[lponienypa  mpoBeACHHsS  NPOMEXKYTOYHOH  aTTecTaliii Uil OOYYaroUIuXCs
yCTAHABIMBAaETC C YYETOM MX HMHIUMBUAYAIBHBIX TMCUXO(U3UYECKUX OCOOEHHOCTEH.
[IpomesxyTodHas aTTeCTalrs MOXKET MIPOBOIUTHCS B HECKOIIBKO ATAIIOB.

[IpoBenenne mpoueaypbl OLEHHBAHUS pE3yJbTaTOB OOyuYeHHMs JIONyCKaeTrcs ¢
WCTIOJIH30BAHUEM JTMCTAHIIMOHHBIX 00Pa30BATEIBHBIX TEXHOJIOTHH.

OO6ecneunBaeTcs AOCTYI K HHPOPMALIMOHHBIM U OUOIMOrpauueckuM pecypcaM B CETH
WuTtepner nns kaxgoro oOyuaromierocss B ¢GopMmax, aJalnTHPOBAHHBIX K OTPAaHUYEHHUSM HX
3JI0pOBbsI U BOCIIPUATHUS UHPOPMALIUU:

1) JUTSL CJIETIBIX W CITA0OBUISIINX

— B MIeyaTHOH (popme yBeTMueHHBIM MIpUdTOM;

- B (hopMe AIEKTPOHHOTO JOKYMEHTA;

2) JUTSI TITYXUX U CTa0O0CTBIIIAINX

— B IIeYaTHOU opme;

- B (hopMe IIIEKTPOHHOTO JJOKYMEHTA.

3) JUTsE 00yYarOMIUXCsl ¢ HAPYIICHUSIMU OTTOPHO-ABUTATEIIFHOTO ariapara:

— B MeyaTHO opme;

- B ()OpMe IIIEKTPOHHOTO JOKYMEHTA.

10. MATEPUAJIbBHO-TEXHMYECKOE OBECIIEYEHHME YUEBHOI'O ITPOLIECCA

VY4yeOHbIe 3aHATHS TPOBOJATCS B B 8-M yueOHOM Kopiryce (T. JloHenk, yi. YearocKHHIIEB,
n. 198 a) yauBepcuterta. s mpoBeneHus J1abOpaTOPHBIX 3aHATHH TpeOyeTcs ayauTopus,
00Opy/IOBaHHAsT MEJIOBOM MM MapKEepPHOM OCKOH, MYyJIbTUMEIUHHBIA MPOEKTOp M HKpaH,
HOYTOYK, KOMIUIEKT Y4eOHOU MeOenn UIsl CTYJCHTOB, pabodee MECTO MpernoaaBaTeisi, BEIXO B
WHTepHeT — MpOBOAHOM WK ¢ Uctoib30BaHueM Wi-Fi.

Jnst caMocTOATENbHONM pabOThl HCIONIB3YIOTCS TEKCTOBBIE U JJIEKTPOHHBIE PECYPCHI
HayuHo#i OMOIMOTEKM YHUBEpCUTETa M JPYTUX DIICKTPOHHBIX OMOIMOTEUHBIX 0a3 JaHHBIX,
y4eOHO-MeTOIUYecKOoe OOecIedeHne, MpPeICTaBIeHHOE B Y4YeOHO-METOIUYECKOM KaOuHeTe
I'maBHOTO KOpHyca (ayn.405).

OOyyaronuecss HMMEIOT BO3MOXHOCTh HCIIOJIb30BaTh  y4eOHble MaTepuajbl IO
TMCLUIUIMHE, pa3MelneHHble Ha 1uiatdpopme Moodle LleHTpa AucTaHIIMOHHOTO OOpa3OBaHHA
OI'bOY BO «/lonl'Vy». Ilpu u3ydeHUN AUCHUTIIMHBI MPUMEHSIOTCS JICKTPOHHOE O0ydYeHUE U
JTMCTaHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHH.

C  wucnonp3oBaHHMEM  pecypcoB  MmIaTGOpMbl  TUCTAHIIMOHHOTO  0Opa3oBaHUS
OCYLIECTBIIIETCS TEKYIIMH KOHTPOJb 3HAHUN OO0yyalolluxcs Ha OCHOBE TECTUPOBAHUA U
MIPOBEPKHU PE3yJIbTATOB CAMOCTOSATEIBHON paOOTHI.

11. PEKOMEHAYEMA JINTEPATYPA

11.1. OcHoBHas nuTepaTypa
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1. Bynuauk, P. A.TIpaBoBoe peryimpoBaHUE SJIEKTPOHHOIO JOKYMEHTOOOOPOTa : yueOHOE
niocobue it By30B / P. A. Bynnuk ; mox penakuueii M. A. @enoroBa. — 2-€ U3, iepepad. u A0 —
Mocksa : UznarensctBo FOpaiit, 2024. — 70 c.— (Boicmee obpazoBanue). — ISBN 978-5-534-
17208-9. — Texkct : anekTponHsIii / OOpa3oBatenbHas 1wiatgopma HOpait [caiit]. ¢. 2 — URL:
https://urait.ru/bcode/544884/p.2 (nara oopamenus: 22.04.2024).

2. Acranuyk, B. A. KopnopartuBubsie MH)OpMAIMOHHBIE CHUCTEMBI: TPEOOBaHUS TpU
MIPOCKTUPOBAHUY : yueOHOe mocodue 1y1s By30B / B. A. Acramuyk, I1. B. Tepemenko. — 3-e usn.,
nepepad. u gomn. — MockBa: WznatensctBo HOpaiit, 2024. — 175c.— (Bricuiee
oOpazoBanue). — ISBN 978-5-534-16715-3. — Texker : snexTpoHHbI // OOpa3oBaTenbHas
mwiardopma FOpaiit [caiit]. ¢c. 2 — URL: https://urait.ru/bcode/531569/p.2 (mara oOpameHus:
22.04.2024).

3. HpopManimoOHHBIE CHCTEMBl W TEXHOJIOTMH B JKOHOMHUKE W YINPABICHHH B 2 H.
y4eOHUK /I By30B / OTBETCTBEHHBIH peaakTop B. B. Tpodumos. — 5-e uzn., nepepad. u non. —
Mocksa : U3natensctBo Opaiit, 2024. — 324 c. — (Bricmiee ob6pa3oBanue). — ISBN 978-5-
534-09092-5. — Tekcr : anektponHsblil / O6pazoBarensHas miatdopma FOpaiir [caift]. c. 2 —
URL.: https://urait.ru/bcode/540773/p.2 (nata obpamienus: 22.04.2024).

4. Acees, I'. I'. DnexTpoHHBIN TOKyMeHT0000pOT : yueb. ms By3oB / . I'. Acees. — K. :
Konnop, 2007. — 500 c.

5. MHdopmaiioHHble CUCTEMbl M TEXHOJIOTMM yrpaBieHus : yueO. / mox pen. I. A.
Turopenko. — 3-e m31. — Mocksa : FOHUTH, 2010. — 591 c.

11.2. [lomonHHUTEIBHAS IUTEPATYPA

1 HHdopmanimoHHble CUCTEMBI U TEXHOJIOTUU B SKOHOMHUKE : Y4el. /Ui BBICII. C.-X.
yue0. 3aBeaenuit o sxoH. cneil. / T. I1. bapanosckast, B. U. Jloiiko, M. . Cemenos, A. W. Tpyounun
; [lox pen. B. W. Jloiiko. — 2-e u3a. — M. : @unaHchl U ctatucTtuka, 2005. — 416 c.

2. Ilpaktrkym TO0 mUcIUIDIMHE "DIEKTPOHHBIN JOKYMEHTOOOOPOT" : Ui CTYJICHTOB
HarnpaBieHus moarotoBku 46.03.02 "JlokymeHTOBeIeHHEe U apXuBoBeAeHHE" Bcex GopM o0ydeHus /
[coct. H. E. Mamenko] ; Jlonenkuii Harl. yH-T, ®Dak. MaTemMatuku 1 UHPOpM. TexHosorui, Kad.
uHdopm. cuctem ymp. - JJonenk : lonHY, 2016. —39 c.
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rocymapctBeHHass oubaroreka. — Mocksa, 2019- . — URL: https://rusneb.ru/ (mata obparenmus:

01.09.2023). — Pexum moctymna: cBOOOIHBIN, moanucka. Heodxomuma ycTaHOBKa MPOrpaMMHOTO
obecnieueHust. — TEKCT: AICKTPOHHBIN.
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«OtkpeiTas Hayka». — Mocksa, 2014- . — URL: https://cyberleninka.ru/. — Pexxum nmocryma:
CBOOOJIHBIN. — TEKCT: 3JIEKTPOHHBIMN.

4, DNEKTPOHHO-OMOIMOTeUHAs cucreMa «Jlanb»: [caiiT]. — URL:

https://e.lanbook.com (mara oOpamenus: 01.09.2023). — Pexxum goctyma: Uis aBTOPH30B.
MIOJIb30BaTEIEH. — TEKCT: 2JIEKTPOHHBIMN.
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7. OuekTpoHHBbIN KkaTajor Hayunoit OuGmmoreku [lonl'Y: pasmen caiita / Hb
Joul'Y. — Tekct: anexrponnsiii / DBC JHoul'Y: cait. — URL: http://library.donnu.ru/catalog/
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/1 OBC HouIl'V: caiit. — URL: http://repo.donnu.ru/ (nara obpamenus: 01.09.2023). — Pexum
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13. I[TPOI'PAMMHOE OBECIIEYEHUE

1. Windows 7 PRO (xopmioparuBnas nurier3us Joal'Y Ne 46484614)

2. Microsoft Office (kopnoparusnas nunensus Jonl'Y Ne 46472919)

3. Microsoft Visual Studio (sunensust nmporpammsl Dream Spark st BRICIINX y9eOHBIX
3aBEJICHUN )

4. AwntuBupyc Kacnepckoro, Adobe Acrobat Reader, xPDF (imnensun GPL, Apache,
BSD a5t cB0601HOTO IPOrpaMMHOT0 00ECTICUSHHS).
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