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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

[IK-4 CrocobeH K cOIMaibHOMY MPOTHO3HMPOBAHUIO, MPOCKTUPOBAHUIO M MOJICITUPOBAHHUIO TPOIECCOB,
HaIpaBJIEeHHBIX Ha 00eCTIeYeHHE COIIMAIbHOTO OJIArONoMy4usi U COUMATbHON 3alIUThI TpaXkIaH

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax
OCBOEHUS JUCLUIIINHBI:

- HAy4YHO-UCCJIEA0BATEIbCKHI

- OpPraHU3alMOHHO-YIIPaBICHUYECKUN

- COLMAJbHO-TEXHOJIIOTHUECKUI

1.3 JucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIhHOCTH B
chepax: 01 ObpazoBanme u Hayka (B cdepe cpemHero mpodecCHOHATBLHOTO W BBHICIIETO OOpa30BaHUS,
po¢eCCUOHATBLHOTO O0Y4YeHHUsI W JOMOJTHUTENbHOTrOo o0pa3zoBanus), 03 ComumanbHoe OOCTy)KHMBaHHE (B
chepe ynpapieHUs COITUATBLHOM 3aITUTHI HACEIICHHUS )

1.4 B pesynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaroIIMXCsl TOJKHBI ObITH COPMUPOBAHBI:

O0001IEeHHBIC TPYIOBBIE Kon n HanmeHoBaHMe
(hyHKUMY / TPYAOBBIC komriereHiu @I'OC BO,
(GbyHKUMY / TPYyAOBBIC U HEOOXOIUMOM ISt
npodeccroHaIbHbIE (hopMHpOBaHUS TPYAOBOTO
JeiicTBus (py HaTU9IUU WK Ipo(ecCHOHATBHOTO
npodcranaapra) nefcTBUS
[TIK-4 Criocoben [IpuMeHseT  TEXHOJIOTHH  KOMITBIOTEPH3WAIIMA B
COLIMAJIEHOMY conmuanbHOH  cdepe,  TEXHOIOTHH  DIEKTPOHHOTO
IIPOTHO3UPOBAHMUIO, JOKyMEHTO000pOTa
IIPOEKTUPOBAHUIO U
MOJIEJTMPOBAHUIO
[IPOLIECCOB, HApPaBJIEHHbBIX
Ha obOeclieueHue
COLIMAJIHOTO OJIaronosyyust
Y COLMATIbHOMN 3aIIUThI
rpaxkaaH

I/IH,I[I/IKaTopLI JOCTHIXXCHUSA KOMHGTGHHI/If/’I

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBs3eH JAUCIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

[IK-4 CnocobeH K COUMAIbHOMY TPOTHO3SUPOBAHMIO, TMPOCKTHPOBAHUIO |
MOJICIMPOBAHHUIO  TPOIIECCOB,  HANpPAaBIEHHBIX Ha  OOEcCHeYyeHHEe  COLHUATbHOTO
0JaromnoTy4usi U COLMAIBLHOM 3aIUThI FPaXKIaH

Ne HaumenoBanue ®opma
n/m JIMCITUILINH, o0yueHus
OTIPEIEIIONINX 3aouHast
MEKIUCLUMIUTMHAPHBIE | (ceMecTp)
CBs3HU 2 3 4

—

Konduukroaoruuecko | +
¢ KOHCYJIBTHPOBaHUE
U Meuanus

2 |OH1aiiH-TeXHOJIOTUH +
U TPUKJIaIHbIC
IIPOrpaMMbI B
coluaabHOU cepe

3(OcHoBEI Memar U | +
KOMMYHHUKAIMH




4|CeMelHO-OpUEHTUPOB | +
aHHas MeIUalus B
paboTe CcrenuaIncToB
COIMAJIBHON Cepbl

5|CoBpeMeHHOE +
MPOOJIEMHOE TToJIe
COIMATTLHOU PabOTHI

6 |ConmaabHoe +
MO/ICJIUPOBAHKE,
MIPOTHO3UPOBAHUE U
MPOSKTUPOBAHUE

7 | Texnomornueckast +
MpaKTHKA

2. Mecto nucunmiimabl B cTpykrype OII marucrparypsi:

Jucuunnuna «KomnbroTepusanus 31eKTPOHHOTO JOKYMEHTO000pOoTa B COLMANBHOM cdepe» OTHOCUTCS K
4acTH, GOpMUPYEeMON yIaCTHUKaMU 00pa30BaTeIbHBIX OTHOIICHNH, y4yeOHoro maHa OIl mo HanpaBieHuio
nonrotoBku 39.04.02 - ConmanbHas padoTa.

JucrtunmHa «KoMmbroTepu3anus 3JeKTPOHHOTO JOKYMEHTO000pOoTa B COIMaabHOM chepe» nzydaercs B 3
ceMecTpe.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM QUCLUILUIMHEL: 2 3.€.
3aounas: 2 3.e.

Bun yueOHo# paboTh 3aounas
(Bcero 4yacoB)
O0mast Tpy10éMKOCTb TUCHMILIHHBI 72
Konrakthas pabota 6
Jlexmmm (JIextmm) 2
[Mpaktuaeckue (IIpaxr. pad.) 4
CamocrositensHas padota (CP) 62
3auer 4

3.2.Conepxanue Kypca:

No Haspanue Bun yuebnoit | dopmbl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
L[UH | KT.
pao.
313 1|3
3 cemecTp
1 OcCHOBHBIE IOHATHSA Pedepar;
1 QYHKIIH CUCTEM TectupoBanue
ANIEKTPOHHOTO 1 > |31
JTOKyMEHTO00OpoTa
B COIMANTbHBIX
OpraHH3aIHSIX.
2 DIEKTPOHHBII Omnpoc;
JIOKyMEHTOO000pOT 1 2 |31 CobecenoBanue
JUIS HACEJICHMUS




Tema 1. OcHOBHbIE MOHATHS M (PYHKIIMU CHCTEM JIEKTPOHHOI0 JOKYMEHTO000pOTa B COUMAIBLHBIX
opranmzanusx. (ITK-4)
Jlekumus.

npoueayp pabotel ¢ gokymMeHTaMu. COBpeMEHHbIE TEXHOJOTUU aBTOMAaTHU3allMM JI€JIO0MPOU3BOACTBA.
CucTteMbl 3JIeKTPOHHOTO JIOKyMEHTOO00pOTa: aBTOMATU3aLMs MIPOLIEAYp MOTYyUYEHUs U Mepead BXOIAIINX
U UCXOISIIMUX JOKYMEHTOB, PErHMCTpallid JOKYMEHTOB, KOHTPOJS HCIOJHEHHS JOKYMEHTOB, XpaHEHUs
AIIEKTPOHHBIX JTIOKYMEHTOB. Pa3znenenue mnpaB nocTyna ayTeHTHU(UKaus monb3oBareneil. Kpurepun
BeiOOpa COJI. O030p phIHKA COBPEMEHHBIX CHCTEM JJIEKTPOHHOTO JOKyMEHT00OOpoTa. CpaBHUTEIbHAS
XapaKkTepucTuka (YHKIMOHAIBHBIX BO3MOHOCTeH cuctemM EBdpar Jlokymenrtoobopotr, Documentum,
Office Media, JIEJIO, LanDocs, DIS:Class, Docsvision.

IIpakTnyeckoe 3ansATHE.

IIpakTH4yeckoe 3aHATHE
1 1. Nzyuenune dpynknuonana COJl «1C:moxkymenT0000pOT. JlemMoBepcus»

[Tonsatue nokansHOro oduca. [IpuHIUIBI ¥ TpHEMbI PaOOTHI C CHCTEMOM:
- peructpanus 10KyMeHTa;
- IpUcoeIMHeHne (aitos;
- 3aronHeHne BKIaaku « KoHTpoib» perucTpaliuoHHON KapTOYKU JOKYMEHTA;
- HA3HAUYEHHE MPaB JOCTYIA K TOKYMEHTY;
- OOIIUH MOMCK;
- CO37JaHHE OTUETOB;
- 0OMeH COOOIICHUSIMU MEXKY TOJIH30BATEIISIMH;
- paboTa C 3IeKTPOHHON TOYTOMH;
- paboTa ¢ 3IeKTPOHHO-ITU(DPOBOI MOAMHUCHIO.

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
3amaHus 1J1s1 CAaMOCTOSTE/IbHOM PadoThI

1. Hanucanue pedepara o CI/I.

2. [ToaroToBka K TECTUPOBAHUIO HA 3HaHHE OCHOB COJI.

3. I[OHOJIHI/ITCHLHEUI npopa60TKa JICKOHUOHHBIX MAaTCpUaJIOB IO TCMATHUKE JUCHUIIJIMHBL.
4. N3ydeHnne oTaenbHbIX BOIIPOCOB, CBSI3AHHBIX C PACIIUPEHUEM COIEPKATEIbHON YaCTH
JUCIUIUTAHBL.

Tema 2. DiIeKTPOHHBII J0KYyMeHT0000poT 1151 HacejaeHus: (ITIK-4)
Jlexknus.
[Topran rocymapcTBeHHBIX yCIyr. XpaHEHHE M COBMECTHas padoTa HaJl JOKYMEHTaMH B KOPIOPaTHBHOM
COLIMAJIbHOW ceTH. Pa3meleHre HOBOCTEW M paclopsDKEHUH MO OpraHu3aluu. BupryanbHble KaOWHETHI.
CiyxeOHble 3aKJIaJIKU COIIMATFHOTO COOOIIECTBA.

IIpakTnyeckoe 3aHsATHE.
[IpakTruueckoe 3aHsaTHE
1. 3HakoMCTBO ¢ GYHKIMSIMH U TIpaBriiaMu padoTel ¢ nmopraiom 'OCYCIIVI.
3agaHus AJ51 CAMOCTOSITEILHOI padoThI.
3agaHus A1 CaMOCTOSTENFHOM pabOThI
1. N3yuenue nonarusa OIII u ee BunoB.
2. JlononHuTeNIbHAs MPopad0TKa JIEKIMOHHBIX MaTEPUaoB M0 TEMAaTHKE AUCHUILINHBL.
3. M3ydeHune OoTAEIbHBIX BOIPOCOB, CBA3aHHBIX C PACILIMPEHUEM COAEPKATENBHON YaCTH JUCIUIUINHEI.

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHBbIE CPEICTBA
4.1. Pactipenenenue 0auioB:

banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS



Onpoc

Tema 2. DIEKTPOHHBINA JOKYMEHTOOOOPOT ISl HACETICHUS
Tumnoseie BONPOCHI ONpPoca
JlaiiTe onpeneneHne KOMIbIOTEPHON CETH.
[Mosicaute, uTo Takoe Opaysep.
Yro Takoe 00sauHble TEXHOIOTUN?
OObsicHUTE MpaBUIIA 3AIMCH a/Ipeca AIEKTPOHHON MOYTHI.
HazoBuTe nporpammsl, C MOMOIIBI0 KOTOPBIX MOYHO MOJYUUTh JEKTPOHHYIO TOYTY.

A i

Hatite onpenenenus nousituil: 1. [louckosas cuctema - 2. [lorckoBbie nHAEKCHI - 3. CallT - 4.
3JIGKTp0HHBII/I JTOKYMEHT - 5. JIoKyMeHTo000pOoT - 6. MapuipyTu3zaius cooOLeHU B CHCTEME
AIIEKTPOHHOTO TOKYMEHTO000pOTa -7. DIEKTPOHHBIN apXUB MPEANPUATHS

6. HazoBure Hanbosee monyssipHbIC MOMCKOBBIC MAaIIUHBI ITHTEpHETA.

7. Pacckaxure 0 KOMIIBIOTEPHBIX BUPYCaX.

8. TlosicHute noHATHUA UACHTUPUKAIIMY U ay TCHTHUPHUKAIIH.

9. Tlepeuncnure OCHOBHbIE (DYHKIIMH CHCTEMBI AIIEKTPOHHOTO JOKYMEHTO000pOTA.

10. BepHbl 1 yTBep K IeHHS « DIEKTPOHHBIN TOKYMEHT - 3TO TOJTHBIA aHAJIOT OyMa)KHOTO
JTIOKYMEHTA, TOJIBKO XPAHIIIUHCA HAa KOMITBIOTEPE», « DJIEKTPOHHBIA IOKYMEHT HE UMEET IOPUIUYECKON
CUJIBI»?

Pedepar

Tema 1. OcHOBHBIE MOHATHS M (PYHKIIMH CUCTEM JIEKTPOHHOTO JOKYMEHTOO00pOTa B COLUANIBHBIX
OpraHu3alusX.

Tunosblie TeMbl pepepaToB

. DNEeKTPOHHBIN TOKYMEHTOOOOPOT: CYIIHOCTb, TPOOJIEMBbI

. MexayHapoHbIi TOKYMEHTO000pOT. [IpobiieMbl TpaBOBOTO pEryIHMpPOBAHUS
. CucTeMsl 2IeKTPOHHOTO IOKYMEHTO000pOTa

. DIEKTPOHHBIN IOKYMEHTOOOOPOT: MPOOJIEMBI BHEAPECHHS

. 3akoH «O0 31EeKTPOHHON TUPPOBON OATIUCH

. OGecrieuenne 6€30MacHOCTH | 3amuTa JokyMeHToB Microsoft Office Word.

. @opmars! (aiinoB u npeodpazoBanue J0KyMeHTOB B Microsoft Office Word.

00 3 N L AW

. [IpaBoBBIE ciocOOBI 3anuThl HHpOpMaIuu B Poccun
9. 3amura HHGOPMAIH OT BPEIOHOCHBIX IPOTPamMM

10. MuadopmMannmoHHOE HEpPaBEHCTBO, HU(PpPOBOE pasneicHue o0ImecTBa, WHOOPMAIIMOHHAS OCIHOCTD.
[TpobiemMsbl, TOCIeNCTBUS, TyTH PEIICHUSI.

11. TlocnenctBusa pa3Butus MHTepHETa B COBPEMEHHBIX rocyaapctBax. OCHOBHBIE YTPO3bl CO CTOPOHBI
WuTepHeTa 111 COBPEMEHHOTO rocyjapcTBa (B YaCTHOCTH, MOJTUTHUYECKHE U SKOHOMHUYECKHE).

12. Ilomxompl K TrOcCymapcTBEHHOMY perynupoBaHuio MHTepHeTta B Poccum u apyrux rocymapcrBax.
MeponpusaTus U 3aKOHOAATENbHbIE HHUIIUATUBBL.

TecrupoBanue

Tema 1. OcHOBHBIEC TOHATHA U (QYHKIIMH CUCTEM 3JIEKTPOHHOTO JOKYMEHTOOOO0POTa B COLMATIBHBIX
OpraHu3aIusiX.

HpI/IMepHBIe BApPHUAHTLI TCCTOB IJIA BBIXOAHOT'O KOHTPOJIA
1. IokyMeHTOOOO0pOT - 3TO:

a. JABUIKCHHUC JOKYMCHTOB B OpraHu3alki € MOMCHTA HUX CO3JaHUA WKW IMOJIYYCHHS OO 3aBCPUICHUA
HUCIIOJIHCHUA WUJIN OTIPAaBJICHUS.



0.

B.

YacTh JEJIONPOU3BOICTBA, HEIIOCPEACTBEHHO CBSI3aHHASI C CO3/IAHUEM JTJOKYMEHTOB.
OTpacib JESATENHOCTH MO pa3paboTke U O(QOpPMIICHUIO OPHUIMAIBHBIX AOKYMEHTOB, OPraHHU3AlMH HUX

JBUKCHUS, yUeTa U XPaHECHHUS.
I. JOKYMEHTAIlHOHHOE 0OecreyeHe yIpaBIeHusl.

.

N B~ W N = W W N =N

AW N =B

3.
1.
2.

ACATCIIBHOCTD 11O OpraHrU3alli XpaHCHUA TOKYMCHTOB.

. KakoBo 0cHOBHOE Ha3zHaueHHE NMEKTPOHHOTO JOKYMEHTO0O0poTa?
. XpaHEeHHe

. yuer

. ABTOMaTH3aIHs

. TIOUCK

. TunoBas cxema JIBHKEHHS BXOJAIIETO JOKYMEHTA COCTOUT U3 CIIEIYIOIINX IPOLECCOB:
. [lonydenue -> PaccmoTtpenue -> Mcnonnenue -> Peructpauus -> B neno.
. [lony4yenue -> B neno -> Perucrpanus -> PaccMorpenue -> McnonHenue.
. [lonyuenue -> B geno -> PaccMoTrpenue -> Mcnonnenue -> Peructpanusi.
. [lony4yenue -> Perucrpauus -> Paccmorpenue -> Mcenonnenue -> B geno.
. [lonyuenue -> PaccmoTpenue -> Peructpanus -> Mcnonnenue -> B neno.

. TurnoBas cxema IBUKEHUS UCXOMAIIETO JOKYMEHTA:

. [lonroroBka -> Peructpanus - >B aeno -> ComacoBanue -> YTBepxkaeHue -> OTnpaBka.
. [TogroroBka -> CornacoBanue -> YTBepxkaeHue -> Peructpanus - >B geno -> Otnpaska.
. IlonroroBka -> ComnacoBanue -> Perucrpanus, B 1e10 ->YTBepxkaeHUE -> OTnpaBKa.

. [TogroroBka -> CornacoBanue -> YTBepxkaeHue -> Ornpaska -> Perucrpauus - > B JI€70.

JIokyMeHTBI, 00pa3yIoluecs B Ipolecce AeITeIbHOCTH OpraHU3aluy, B JadbHeHem:
OCTAIOTCSI B apXMBE OpPraHu3alluy Ha JJIMTEIbHOE apXUBHOE XpaHEHHE.
XpaHATCS B YCTAHOBJICHHBIE CPOKHM M 3aT€M IEpealoTcs Ha JJIMTENbHOE XPaHEHHE B COOTBETCTBYIOIINE

roCylIapCTBEHHbIE OpraHU3aI[IH.

3.
4.

W N = N

LW N =

8

MOJJIEKAT YHUUTOXKEHUIO.
BEpHBI OTBETHI 1,2 1 3. 5. BepHBI OTBETHI 2 U 3.

. Kak Ha3bIBalOT 27IEKTPOHHBIE TOKYMEHTBI, KOTOPBIE COJIEPKAT TEKCThI HA €CTECTBEHHOM f3bIKE?
. CTPYKTYpUPOBaHHbBIE

. HECTPYKTYypUPOBaHHbIE

. €CTECTBEHHBIE

. IIpenmMymiecTBa 3MEKTPOHHOTO TOKYMEHTOO0OPOTa B CPABHEHUH C OyMa)KHBIM:

. yI00CTBO XpaHEHUS TOKyMEHTOB;

. BO3MOXXHOCTb pabOThI B OPraHU3ALUIX C MOCTOSSHHBIMU CTPYKTYPHBIMH N3MEHEHHSIMU;
. 3 PEeKTUBHBII KOHTPOJIb 32 UCTIOTHEHHEM TIOPYUYEHUH;

. YCKOpEHHE TIOMCKA JOKYMEHTOB.

. Ha ocHOBe kakoro 3akoHa MO>KHO MPUIATh IOPUANUECKYIO CHUITY JIEKTPOHHOMY JOKYMEHTHI?

a) «O06 undopmaryu, HHPOPMATU3ALUHU U 3ALTUTE UHPOPMAITUID

0) «3aKkoH 00 IEKTPOHHOU TU(PPOBOI TOATUCHY

B) «I'pakaaHCKUI KOIEKC)

9.

DnexTpoHHas MU(PoBas MOAMUCH 00CCTICUNBACT:



a) OXpaHy NepCOHAIBHON HHPOPMAIIMK OT TIepexBara
0) mudpoBaHUE TEKCTA JOKYMEHTA, MIEPEIaBaeMOro 0 CETH
B) MOJIJTMHHOCTH MOJIIIUCEN TOKyMEHTa

10. C wucnonb30BaHUEM, KaKUX IPOrPAaMMHBIX CpPEICTB MOXHO OPraHU30BaTh dJIEKTPOHHBIN
JTOKYMEHTO000pOT?

1. ELMA

2.1C

3. DIRECTUM

4. EBOPAT

11. Ectb 1 B cucteme 1C 21eKTpOHHBINA JOKYMEHTOOOOPOT BOBMOKHOCTh YUHUTHIBATh pabouee Bpems?
1. na

2. HeT

3. 1a, HO TOJIBKO NPU HAJIMYMM MAaKCHMAaJbHBIX PAB y YUETHOH 3alKCH

12. C noMo111b10 KaKoi IporpaMMbl MOJKHO MOJIYYUTh JIEKTPOHHYIO MOUTY?
1. Outlook Express

2. Windows Commander

3. binokHoT

4. WinZip

4.3 TIpomexxyTouHas aTTecTalus 10 AUCIHUILINHE IPOBOAUTCS B hopMe 3aueTa

Tunosbie Bonpocekl 3auera (I1K-4)
. DJeKTpOHHAs JOKyMEHTAIUs: ONPEEIeHNE U OCOOCHHOCTH.
. OneKTpOoHHBIA JOKyMeHT (D/1).
. HeopmanmzoBanHusbIit u ciry:xeOHbIe (OpHUITHATBHBIC) AIEKTPOHHBIE TOKYMEHTHI.
. DNEeKTPOHHBIN TOKYMEHTOOOOPOT. [IpHHIIUITEI TOCTPOCHUS CHCTEMBI JIEKTPOHHOTO JJOKYMEHTO000pOTA.
. Cxema 3JIeKTpOHHOTO IOKYMEHTOO0O0pOTa.
. OYHKIIUH CUCTEM HIIEKTPOHHOTO JOKYMEHT0000pOTA.
. [Ipermy1iecTBa U HEAOCTATKU AIEKTPOHHBIX JOKYMEHTOB IO CPAaBHEHUIO C OyMa)KHBIMHU.

0 I N D bW

. BI/II[bI MOUCKa JOKYMCHTOB U CIIy4aH UX HUCIIOJIb30BaHUA.
9. 3agauu, pemaeMbie COBPEMEHHBIMH CHCTeMaMu JokyMeHToobopoTta. [Tpumepsr CO/I.

10. DnexTpoHHbIE MOTOKM WHGpOpPMAaLWU Ha mpeanpuituu (B oduce). TexXHOIOTUS CKaHUPOBAHUS U
pacrno3HaBaHMs JOKYMEHTOB. [Ipumepsl nmporpamm.

11. HocuTenu 3eKTpOHHBIX JOKYMEHTOB. OONauyHbIe TEXHOIOTUH XPaHEHUs JaHHbIX. [[puMepsl cepBUCOB.
12. Buabpl cUCTEM 3JIEKTPOHHOTO JIOKYMEHTOO0OpOTa

13. IIpo6nembl OpraHu3amy MEKTPOHHOTO JOKYMEHTO000poTa.

14. Texnonoruu obecrnedeHus: 6e3onacHocTH. CTaHIapT OIEHOK 0€30MaCHOCTH KOMITBIOTEPHBIX CHCTEM.
15. ®enepanphbrii 3akoH Ne 1- @3 ot 10 ssuBaps 2002 roga "O06 31ekTpoHHOM 1TMppOoBOH moamHcH".

16. Pa6ota ¢ mopranom 'OCYCIIVT.

Tunosble 3aganusa 1 3adera (IIK-4)
1. DneKTPOHHBIN JOKYMEHTOOOOPOT: CYIIHOCTb, POOIEMBI
2. MexayHapoaHblii JOKyMeHTO000poT. [IpobiemMbl MpaBoBOTO peryaupOBaHMs
3. CucteMsl AJIEKTPOHHOTO TOKYMEHTO000pOTa
4. DNEeKTPOHHBIN JOKYMEHTOOOOPOT: TPOOIEeMbl BHEIPEHUS
5. 3akoH «O0 371eKTpOHHON IIU(PPOBOI MOITUCH



6. ObecneueHne 6€30MaCHOCTH U 3amuTa 10KyMeHToB Microsoft Office Word.
7. ®opmarsl ¢aitnoB u npeodpazoBanue 10kyMmeHTOB B Microsoft Office Word.
8. IIpaBoBbIe crtocoOb! 3amuThl HHPpOpMaruu B Poccun

9. 3ammTa uHGOPMAIIMKA OT BPEIOHOCHBIX MTPOTrpaMM

10. WudopmaimoHHoe HEpaBEHCTBO, IUGPOBOE paszjieneHue oOmiecTBa, WHPpOpPMAMOHHAS OETHOCTD.
[TpoGneMsbl, MOCIEACTBUS, ITYTH PEIICHHSL.

11. IlocnenctBusa paszButus MHTEpHETAa B COBpEMEHHBIX rocyaapcrBax. OCHOBHBIE YIpO3bl CO CTOPOHBI
WHuTepHeTa 1)1 COBPEMEHHOTO rocyJapcTBa (B YaCTHOCTH, OJTUTHYECKUE U SKOHOMHYECKHE).

12. Ilogxonpl K rocylapcTBEHHOMY peryaupoBaHuto MHrepHera B Poccum m apyrux rocynapcrBax.
MeponpusaTus 1 3aKOHOAATEIbHBIE UHULUATUBBI.

4.4. llIkana oueHUBaHUS TPOMEKYTOUHOM aTTeCTALMKI

JleckpunTopsl (YpOBHH) — OCHOBHBIC IPU3HAKH OCBOCHHUS (ITOKA3aTeIn

Orenka Kommnerenmu
TOCTHKEHHMSI pe3ynbTaTa)
1TK-4 JIEeMOHCTpUpPYET BBICOKHH YPOBEHb NPUMEHEHHS TEXHOJOTHH
«3a4TECHON KOMITBIOTEpU3allMd B COLMAIBHOM  cdepe,  TEXHOIOTHH
3IIEKTPOHHOTO JJOKyMEHTO000pOTa
[IK-4 JIEMOHCTpUPYET HEYAOBIECTBOPUTENbHBI YPOBEHb IPUMEHEHUS
«HE 3a4TCHO» TEXHOJIOTHH KOMIIBIOTEPHU3AIMKU B COLMAJILHON cepe, TEXHOIOTUU

AIIEKTPOHHOTO JJOKyMEHTO000pOoTa

5. MeTonnueckue ykazaHusi AJ1s1 00y4a0IIUXCS 10 OCBOCHUIO M CHUILTUHBI (MOLYJIS)
MeTtonnueckue ykazaHusi IO OpraHU3alui CaMOCTOSTEIbHOU paboThl 00yYarommxcst

[Tpuctynas K M3y4EHHUIO AUCHUIUIUHBI, B MEPBYIO Ouepeab OOydaromuMcs HEOOXOAMMO O3HAKOMHTBHCS C
copepkanueM paboueit mporpammbl nucuuruinabl (PIT[), xotopast ompexpensier coiep:kanue, oObeM, a
TaKKe MOPAIOK N3yUEHHs U TIPENoAaBaHus y4eOHOU AUCIUIUINHBI, €€ pa3/elia, YacTH.

Jliist caMOCTOSITENTFHON paOOThl BAYKHOE 3HAUCHUE UMeeT pasnenbl «O0beM 1 coiepsKaHue JUCIUTUTMHBDY,
«Y4eOHO-MeTouueckoe U HH(popMaImoHHOE 00eCTIeYeHNE TUCIUILTMHBD U «MarepruaabHO-TEXHUIECKOEe
obecrieueHre JUCITUTUIMHBI, TpOorpaMMHOE obecrieueHue, MpodecCuoHaIbHbIC Oa3bl TaHHBIX 1
WH(POPMAIIMOHHBIC CIIPABOYHBIC CUCTEMBIY.

6. YueOHO-MeTOAUYecKOe U HHPOPMALIMOHHOE 00ecnieyeHUue TUCIHIIMHBI

6.1 OcHOBHas nuTEpaTypa:
1. Boim. 4: DnexkTpoHHBINA JOKyMEeHTO000poT, 2014. - 24 c.

2. Ypunnos, A. . DnexTpoHHbII 00MeH TaHHBIMU : yueObHoe nocobue. - 2021-12-31; DnekTpoHHBI 00MeH
naHHBIMU. - MockBa: EBpaszuiickuii oTkpbIThIii mHCTUTYT, 2011, - 181 c. - Teker : anexrponHsiit // IPR
BOOKS [caiit]. - URL: http://www.iprbookshop.ru/11136.html

6.2 JlononHUTENBHAS JIUTEPATYpA!
1.2013, Ne 1, 2012
2. Ne 1(250),2014

6.3 VlHble HICTOYHUKHU:

1. Poccuiickas HanmoHanbHass OMOInoTeKa - www.nlr.ru

2. FOpunuueckas 6udnuoreka «OpuctJ/Iuby - http://www.juristlib.ru/

3. CnpaBouno-npaBoBas cuctrema Koncymerant [Tmtoc http://www.consultant.ru - http://www.consultant.ru

7. MaTepuaJbHO-TeXHMYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHOe o0ecrnedyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI
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MarepuaabHO-TEXHUYECKOE 0OecrieueHre TUCIUIUTMHBI, IPOrpaMMHOe obecrieueHre u HH(pOopMaoHHbIE
CIIPABOYHBIE CUCTEMBI

I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITIINHEC HGOGXO,Z[I/IMO CJICAyomee MarcpruaJIbHO-TCXHUYCCKOC
obOecrnieucHue: y‘-Ie6HI>Ie AyauTOpruun Jid TIPOBCACHUA 3aHATHI JICKIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJIbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHbHOM pa6OTI:I.

VYdeOHble ayTUTOPUN U MIOMEICHHUS JJIS1 CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeICTaBIeHus yueOHo nHpopManuu
OO0JIBIION ayTUTOPHH.

Jlist mpoBeeHNs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHIOHHOTO 000PYI0BaHUS,
o0ecreunBaIIfe TeMaTHYECKUE MILTIOCTpaud (ITPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JTI0CKA).

JluneH3noHHOE ¥ CBOOOTHO PAcIIPOCTPaHIEMOE MPOTpaMMHOE 0OecTIeUCHHE:
Omneparmonnas cuctema Microsoft Windows XP SP3

Abby FineReader 10.0

Microsoft Windows 10

Omnepanuonnas cucrema Microsoft Windows 7, 8, 10

LibreOffice

Omnepanmonnas cucrema "Anst O6pazoBanue”

ITpodeccronanbhblie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:

1. Hayunas snexrponnas 6ubnuoreka eLIBRARY.ru. — URL: https://elibrary.ru

2. [Ipesunentckas 6udnmuoreka umenu b.H. Ensrinna. — URL: https://www.prlib.ru
3. Poccuiickas HarmoHanbpHas onbamoreka. — URL: http://nlr.ru

4. Poccuiickas rocynapctBenHas Oubnaunoreka. — URL: https://www.rsl.ru

5. Dnekrponnas o6udmuorexka POOU. — URL: https://www.rtbr.ru/rffi/ru/library

DyIeKTpPOHHAS HH(POPMALIMOHHO-00pa3oBaTe/IbHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz
B3anMoneiicTBue mpenomaBaTenss W CTY[JCHTa B Tpolecce OOyYeHHUs OCYHIECTBISIETCS MOCPEICTBOM

MYJIBTUMEIHUHHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEIICKOMMYHHUKAIIMOHHBIX TEXHOJIOTHH, HUCHOJIB3YEMBIX B
ANIEKTPOHHOH HH()OPMAIIMOHHO-00Pa30BaTEILHON CPEIe YHUBEPCHUTETA.



