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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

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

[TIK-4 Criocoben [IpuMeHseT  TEXHOJIOTHH  KOMITBIOTEPH3WAIIMA B
COLIMATIFHOMY comuanebHOW  cdepe,  TEXHOJOTHH  3JIEKTPOHHOTO
MIPOTHO3UPOBAHUIO, JTOKYMEHTO00O0pOoTa

MPOEKTHPOBAHUIO U
MO/JIEITMPOBAHUIO
MPOIIECCOB, HAIIPABICHHBIX
Ha obecrieueHne
COLMAJIFHOTO OJIaronoIyyduns
U COLMAIBHOM 3aIlIUThI
rpaxaaH

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 dopma oOyyeHus
n/n JIMCITUTUINH
’ Ounas 3aouHas
OTIPEIEISIOMNX

(cemectp) | (cemectp)

MEXTUCHUIUTMHAPHBIE
CBSI3H 213412134
1 {Kondnukronoruuecko | + +

€ KOHCYJIbTUPOBAHUC
n MCcauanus

2 |OHIalH-TEXHOIOTHH + +
Y TIPUKJIATHBIC
MIPOrPaMMBbI B
couuabHOU cdepe

3|OcHOBBEI MeqUanuu U | + +
KOMMYHUKAIHH




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 IHUCIUILIUHEL 2 3.€.

Oumnas: 2 3.¢.

3aounas: 2 3.e.

. Ounas 3aoyHas
Bun yueGHOM paboThI
(Bcero yacoB) | (Bcero 4yacon)
O0mas Tpy10€éMKOCTb JMCIHUIITHHBI 72 72
KonTaktHas pabora 24 6
Jlexnuu (Jlekiun) 8 2
[Tpaktuueckue (IIpakr. pab.) 16 4
CamocrostenbHas pabota (CP) 48 62
3auer - 4
3.2.ConepxaHue Kypca:
Ne HasBanue Bun yueGHoO# paboThl, yac. | @OpMBI TEKYIIETO
TEMBbI pa31[ena/ TEMBI Jleknun Hp aKT. CP KOHTPOJIA
pao.
o|3]o]3]0]3
3 cemectp
1 OCHOBHBIEC TIOHATHS Pedepar;
1 QYHKIMH CUCTEM TectupoBanue
AIIEKTPOHHOTO 4|1 g | 2 124131
JIOKyMEHTO000pOTa
B COIIMAJIbHBIX
OpraHu3aIusIX.
2 ONEeKTPOHHBIN Omnpoc;
JOKYMEHTOO00POT 4 1 8 | 2 124 |31 CobecenoBanue
U1l HAaCETICHUS




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:

3 cemecTp
* mocemaeMocTs — 10 6aiuioB



TEKYIHI KOHTPOJIb — 75 6aioB
npemMuaabHbie 0amisl — 20 6ayIoB

Pacnipenenenne 6aJiioB 10 3aaHKSIM:

TC
MbI

HasBanue TeMbl
/ BuJT yueOHOI
paboThI

Dopmbl
TEKYILETO
KOHTPOJIS

/ cpe3sl

Max.
KOJI-BO
0aJUIOB

MCTO,Z[I/IKa IMMPOBCACHUS 3aHATHA U OLICHKHU

OcHOBHBIE
MOHSATHS U
(hyHKIIH
CHCTEM
ANEKTPOHHOTO
JIOKYMEHTO000p
oTa B
COIHATBHBIX
OpraHu3aIHsX.

Pegepar

25

10-25 6amIoB — BBIMOJIIHEHBI BCE TPEOOBAHUS K HATMCAHUIO H 3aIUTE
pedepara: obo3HaueHa mpobiemMa u 00OCHOBaHA €€ aKTyallbHOCTb,
clAenmaH  KpaTKWii  aHajau3  pa3indyHbIX  TOYEK 3pCHUs  Ha
paccMarpuBaeMyr0 IMpOOJIeMy W JIOTUYHO H3JIOKEHA COOCTBEHHAsS
MO3uIMs, CHOPMYIUPOBAHBI BBIBOIBI, TEMa PAaCKpPBITA MOIHOCTHIO,
BBIEp)KaH O00BEM, COOMIONEHBI TPEeOOBaHUS K  BHEIIHEMY
oOpPMIICHUIO, JaHBl TPAaBUIbHBIE OTBETHI HA JIOMOJIHUTEIHLHBIC
BOTIPOCHI;

7-9 GannoB — OCHOBHBIE TpeOOBaHUS K pedepary M €ro 3aliure
BBITIOJTHEHBI, HO TpPH 3TOM JOMYIICHH HEM04Y€Thl. B wacTHOCTH,
MMEIOTCS HETOYHOCTH B W3JIOKCHWHM MaTrepuala; HeIOoCTaTouyHas
JIOTUYECKAs MOCIICA0BATEILHOCTh B CYXKICHUSX; UMCIOTCS YITYIIICHUS
B O(QOpPMIICHUH; HA JOMOJHUTEIHHBIC BOIMPOCHI MPHU 3allUTE JaHBI
HETMOJIHEIC OTBETHI;

5-6 0aIOB — UMEIOTCS CYIIECTBEHHBIC OTCTYIUICHUS OT TpeOOBaHUI
K pedepupoBaHuio. B yacTHOCTH, TeMa OCBEICHA JIMIIL YACTHYHO;
JOITYIIEHBI (haKTUYECKUE OIIMOKH B COICPKaHUU pedepara U MpH
OTBETE Ha JIOTIOJIHUTEIIEHBIC BOIIPOCHI, OTCYTCTBYIOT BBIBOJIBI

3-4 Gamna — Tema pedepara pacKphiTa YaCTUYHO W TOBEPXHOCTHO;
JIOTUKA W3JIOKCHHUS (PparMeHTapHa; TEKCT WPEACTABISCT COOOM
KOMITHJISITIVEO M3 Pa3HBIX UCTOYHUKOB 0€3 aBTOPCKOTO OCMBICIICHUS
1-2 OGamma — TemMa pedepara pacKphITa OYCHb IMOBEPXHOCTHO U
(dopManbHO, HE BBELIEP)KaH 00BEM pedepara; JIOTUKA H3I0KCHHS
OTCYTCTBYET; CTYISHT JIEMOHCTPHUpPYET HEIIOHUMAaHHE 3asBICHHON
TEMBI

Tectupos
aHue

20

Tect coctouT u3 15 Bompocos.

10 6amnoB — cTymeHT mpaBuiIbHO oTBeuaeT Ha 75-100% Bompocos B
TecTe

5-7 6amiaoB — CTyAeHT mpaBWIbHO oTBedaeT Ha 50-74% Bompocor B
TecTe

3 Oamma — CTyIEHT NpaBWIbHO oTBeyaeT Ha 25-50% BompocoB B
TecTe.

Menee 25% mpaBHIIbHBIX OTBETOB 0AJJIOB HE Aa€T




ONEeKTPOHHBIN
JIOKYMEHTO000p
OT JyIst
HaCeJICHUS

Ormpoc

15

11-15 06amioB — CTyIEHT YMEET COMOCTAaBHTh MOJIYYECHHYIO IpH
MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO MH(POPMALUIO, CPAaBHUBATH
pasHble TOYKH 3pEHHsI Ha aHAIM3UPYEMYIO MpOOJeMy, YMETh UYETKO
(opMynHpOBaTh CBOM BOIPOCH M OTBEUaTh Ha 3a/aBacMblec EMy
BOMPOCHI, BECTH JOUCKYCCHIO C HCIOJBb30BAaHHEM TEPMUHOIOTUU
COBPEMEHHOH CHCTeMbI 00pa3oBaHHs

8-10 OammoB - CTyZEHT yMeeT NPUMEHATH MOJIYYCHHYIO TIpH
MOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO WH(POPMAIUIO, OTBEYaTh Ha
OOJIBIIMHCTBO BOMPOCOB, BECTH JAUCKYCCHIO C HCIIOJIB30BaHUEM
TEPMHUHOJIOTUU COBPEMEHHOM CUCTEMBI 00pa30BaHUSI.

5-6 6annoB — CTYACHT BiaJeeT TEOPETHUECKUM MaTEpUAJIOM 110 TEMe
MPaKTUYECKOTO 3aHATHS, WHOTAA 3aTPyAHSETCSl IMpH OTBETE Ha
BONPOCHI, HE YMeeT CQOPMYIMPOBaTh CBOIO TOYKY 3pEHHUS Ha
o0cyxmaeMyto mpoonemy

3-4 Oamma - CTYOEHT U3JlaraeT MaTephajl HElNoIHO H
HETIOCIE0BaTeNbHO, JOIMYCKAaeT HETOYHOCTH B  ONpelesICHUH
MOHATUM WIH (HOPMYITUPOBKE TEOpUH; HE yMEeT AO0Ka3aTreibHO
000CHOBATH CBOH CYKIICHHS U PUBOAUTH CBOH MIPUMEPHI

1-2 Oannm - cTymeHT OOHapy)XHMBaeT HE3HaHWE OOJbLIed YacTu
COOTBETCTBYIOILIETO pa3lena HW3y4yaeMoro Marepuania, JOIyCKaeT
omuOKku B GOpMYyNHpOBKE ONpEACICHUI U TEOpUil, NCKaKAIOIINE HX
CMBICII, OECTIOPAI0YHO U HEYBEPEHHO M3JIaracT Marepual

Ecnu ctyneHt He BnazeeT mpoOieMaTHKOW MPakTHYECKOTO 3aHSTHS,
HE MOXET OTBeYaTb Ha BOINPOCHI, 3a4YUTHIBAET OTBET 110
Hale4aTaHHOMY TEKCTY — OTBET OaJylaMH HE OLICHUBACTCA.

Cobeceno
BaHHE

15

11-15 GamioB — CTYIEHT YMEET COIOCTAaBUTH ITONYUCHHYIO IPHU
MOATOTOBKE K TPAKTHYECKOMY 3aHATHIO WH(POPMAIUIO, CPABHUBATH
pasHble TOYKH 3pEHUS HA aHAIU3HPYEMYIO MPOOIeMY, YMETh YETKO
(opMynHpOBaTh CBOM BOMPOCHI M OTBEYaTh Ha 3aJIaBacMbIC eMy
BOMPOCKHI, BECTH JHUCKYCCHIO C HCIOJb30BAaHHEM TEPMUHOIOTUN
COBPEMEHHON CHCTEMBI 00pa30BaHMUsI

8-10 OammoB - CTYOCHT yMEET MPUMEHATH IMIONYICHHYIO IpH
MOJTOTOBKE K MPAKTUYECKOMY 3aHSATHIO WH(POPMAIUIO, OTBEYaTh Ha
OOJILIIIMHCTBO BOMPOCOB, BECTH JUCKYCCHUIO C HCIOJIL30BAHUEM
TEPMUHOJIOTUU COBPEMEHHOM CUCTEMBI 00pa30BaHUSI.

5-6 0aJyIoB — CTYICHT BIaJieeT TEOPETHUYCCKUM MATEPHAIOM TI0 TEME
MPaKTUYECKOTO 3aHATHS, WHOTJA 3aTPYJHSETCS MpPH OTBETe Ha
BONPOCHI, HE yMeeT CQOPMYIHPOBAaTh CBOI TOYKY 3pEHUS Ha
obcyxIaeMyIo pooIeMy

3-4 Oamma - CTyACHT W3JIaraeT Marepuajg HEHoJHO U
HETIOCIIe/I0BaTeIbHO, JIOMYCKACT HETOYHOCTH B  ONpEJeIICHUH
MOHATHH WU  (HOPMYITUPOBKE TEOPUH; HE yMEeT JO0Ka3areibHO
000CHOBATH CBOM CYXKJICHHS U IIPHUBOANUTH CBOH MIPUMEPHI

1-2 Gamn - cTymeHT OOHapyKHWBaeT HE3HAHHE OOJNbIIEH YacTh
COOTBETCTBYIOILIETO pa3jieia W3ydyaeMoro Marepuania, J0IMyCcKaeT
omuOKu B GOpMYIUPOBKE ONPEICICHUI U TEOPUH, NCKAKAIOIINE HX
CMBICIT, OECTIOPSIOYHO U HEYBEPEHHO M3JIaracT MarepHal

Ecmu cryneHt He BiazeeT mpoOiIeMaTHkod MPaKTHYSCKOTO 3aHSTHS,
HE MOXET OTBeYaTh Ha BOINPOCHI, 3a4YUTHIBAET OTBET II0
Halle4aTaHHOMY TEKCTY — OTBET OaJilaMU HE OI[CHUBACTCA.

ITocemaeMocThb

10

10 6amnoB — crynent nocetui Bce 100% 3ansTuit

7-9 GanmoB — CTyAeHT moceTu He MeHee 80% 3aHsaTuit

4-6 6amioB — cTyeHT nmoceTwi He MmeHee 50% 3anaTuit

1-3 Gana — CTyIeHT MOCeTHIT He MeHee 25% 3aHaTuit

Ecnu crynenT mocermn meHee 25% 3aHATHIA, OAJUTBI HE HAUUCIISIFOTCS

[IpeMuansHbie OaIbl

20

JlomoTHUTENbHBIC TPEeMHUATTbHBIC OAJITBI MOT'YT OBITh HAYHCIICHBI:

- MOCTOSHHAs aKTWBHOCTh BO BpeMsl MpakTHUECKHX 3aHsATHi — 10
0aIoB;

- BBIMOJIHCHUE WHAVBUAYAIGHBIX 33/IaHUH MOBBINICHHON CI0XHOCTH
— 10 GammoB




| 5. | HUroro 3a cemectp 85

HToroBast oueHka 1o 3a4ety BeicTaBisgercs B 100-0auibHOM 1IKane U B TPaJIUIIMOHHON YeThIPEeXOaIbHOM
mkane. IlepeBog 100-OamipHONW  PEeHTHHTOBOM  OLEHKM IO JAMCUUIUIMHE B TPAaTUIMOHHYIO
YeThIpeX0auIbHYIO0 OCYIIECTBISIETCS CIEAYIOUIMM 00pa3oM:

100-6annpHas cuctema Tpagunuonnas cucrema

50 - 100 6aiuioB 3aureHo

0 - 49 Gaiu10B He 3aureno

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
Omnpoc

Tema 2. DneKTpOHHBIN JOKYMEHTOOOOPOT AJIsi HACETICHUS
Tunosbie BONPOCHI ONIPOCa
Jaiite onpeneneHre KOMIBIOTEPHON CETH.
[TosicauTe, uTO Takoe Opaysep.
UYro Takoe 00auyHbIe TEXHOJIOTUU?
OOBsICHUTE TIPaBUIIA 3aIUCH aJIpeca JIEKTPOHHOM MOYTHI.
HazoBure nporpaMmel, ¢ TOMOILBIO KOTOPBIX MOYKHO MOJIYYUTh JIEKTPOHHYIO MOYTY.

Haiite onpenenenust noustuid: 1. [Touckopas cucrema - 2. [lonckoBbie HHAECKCHI - 3. CalT - 4.
BHeKTpOHHLH/I TOKYMEHT - 5. JIokyMeHTO000pOT - 6. MapiipyTu3amus COOOIIEHHH B CUCTEME
AIIEKTPOHHOTO IOKyMEHTO000pOTa -7. DIEKTPOHHBINA apXUB MPEIIPUITHS

N N N N

6. HaszoBure Hanboee NoOMyIsipHbIC TOMCKOBBIE MaluHbl IHTEpHETA.

7. PacckaxuTe 0 KOMIIBIOTEPHBIX BUPYCaXx.

8. TlosicHure MOHATHS UACHTU(DUKAIIMY U ayTEHTU()UKAIIUH.

9. Ilepeuncnure OCHOBHbBIE (PYHKIIMU CUCTEMBI AJIEKTPOHHOTO IOKYMEHTO0O0pOTA.

10. BepHnbl 1 yTBepKAeHUS « DINEKTPOHHBINA JOKYMEHT - 3TO MOJHBIN aHAJI0T OyMa)KHOTO
JOKYMEHTA, TOJIBKO XPaHALIUICSI Ha KOMIIBIOTEPEY, « DIEKTPOHHBIN TOKYMEHT HE UMEET IOPUINUECKOI
CHJIBI»?

Pedepar

Tema 1. OcHOBHBIEC TOHATUA U (QYHKIIMH CUCTEM 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa B COLUATBHBIX
OpraHu3aIusiX.

Tunosblie TeMbl pepeparoB

. DIEKTPOHHBIN TOKYMEHTOOOOPOT: CYIITHOCTh, MPOOJIEMbI

. MexayHapoaHbIii ToKkyMeHT0060poT. [IpobiaeMbl MpaBoBOTO pPerylInpoBaHHs
. CucreMsl AIEKTPOHHOTO TOKYMEHTOO000pOTa

. DNEeKTPOHHBIN TOKYMEHTOOOOPOT: MPOOIEeMbl BHEIPEHUS

. 3akoH «O0 >eKTPOHHON UGPPOBON MTOATTHCH))

. Obecneuenne 6e30macHOCTH U 3amuTa JoKymMeHToB Microsoft Office Word.

. ®opMmarsl (aitioB u npeodpazoBanue 1o0KyMmeHTOB B Microsoft Office Word.
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. IIpaBoBbIe criocoObI 3amuThl HHpopManuu B Poccun

9. 3ammTa nHGOPMAIIMK OT BPEIOHOCHBIX MTPOTpaMM

10. NudopmaimoHHoe HEpaBEHCTBO, IUGPOBOE paszjieneHue oOlmiecTBa, WHPpOpMANMOHHAS OETHOCTD.
[Tpobnembl, MOCIENCTBUS, TyTH PELICHUS.

11. IocnenctBust pa3Butus VHTepHETa B COBpEMEHHBIX rocyaapcrBax. OCHOBHbBIE YIpO3bl CO CTOPOHBI
WuTepHeTa 111 COBPEMEHHOTO TOCyJapcTBa (B YaCTHOCTH, MOJTUTUYECKUE U IKOHOMHUECKHUE).



12. Ilogxonmpl K rocylapcTBEHHOMY peryaupoBaHuto MHrepHera B Poccum m apyrux rocynapcrBax.

Meponpmm/m M 3aKOHOATCJIbHBIC MHUIINATHUBBI.
TecTupoBanme

Tema 1. OcHOBHBIE TOHATHS M (PYHKIIMH CUCTEM JIEKTPOHHOTO JOKYMEHTOO00POTa B COLUAIBHBIX
OpraHu3alusX.

[TpyMepHBIe BapHaHTBI TECTOB JUTS BBIXOIHOTO KOHTPOJIS
1. JIokyMeHTOOOOpOT - 3TO:

a. JBHXKCHHE OJOKYMCHTOB B OpraHu3alikd C MOMCHTA HUX CO3JaHUA WKW IOJIYYCHHSA OO0 3aBCPUICHUA
HCITIOJTHCHUA WUJIN OTIIPAaBJICHUS.

0. 4acTh JEJIONPOU3BOICTBA, HETIOCPEACTBEHHO CBSI3aHHAS C CO3/IAaHUEM JIOKYMEHTOB.

B. OTPacib JCSATEIBHOCTH MO pa3paboTke U O(GOpMIICHHIO O(PUIMANBHBIX TOKYMEHTOB, OpPraHU3aLUU HX
JBIKEHUS, y4€Ta U XPAHCHMUSL.

. JOKYMCHTAIMOHHOC obOecrieucHue YHOpaBJICHUA.
A. JCATCIBbHOCTD IO OpraHrU3alu XpaHCHUS JOKYMCHTOB.

. KakoBo 0CHOBHOE Ha3HaueHME AEKTPOHHOTO TOKYMEHTO000poTa?
. XpaHCHHUE

. yuer

. ABTOMATH3alHsI

W N =N

. IIOUCK

. TunoBas cxema JBMKEHUS BXOASAIIETO TOKYMEHTA COCTOUT U3 CIEAYIOIINX MPOLIECCOB:
. [lonyyenue -> PaccMmorpenue -> Mcnonnenue -> Peructpauus -> B geno.
. [lonyuenue -> B geno -> Peructpanus -> Paccmorpenne -> McnonHenue.
. [lonyyenue -> B neno -> Paccmorpenue -> Mcnonaenue -> Perucrpanus.
. [lonydenue -> Peructpanus -> Paccmorpenune -> Mcnonnenue -> B neno.

D AW N = W

. [lonyyenue -> PaccMmorpenue -> Perucrpanus -> Menonnenue -> B neno.

. TunoBas cxeMa JBUKEHUS UCXOMAIIETO JOKYMEHTA:

. [TogroroBka -> Peructpanus - >B neno -> ComiacoBanue -> YTBepxkaeHue -> OtnpaBka.
. [lonroroBka -> CornacoBanue -> YTBepxkaeHue -> Peructpanus - >B zeno -> OTnpaBka.
. [TogroroBka -> CornacoBanue -> Perucrpanus, B 1eno ->YTBepxkaeHue -> OTnpaBka.

LW N = B

. [lonroroBka -> CornacoBanue -> YTBepxaeHue -> Otnpaska -> Peructparus - > B 1eJ0.

5. JIOKyMeHTBI, 00pa3yIolrecs: B IpoIecce AeITeIbHOCTH OpraHu3aIluy, B JaTbHEHIIIEM:
1. ocTaroTcsl B apXuBE OPraHU3allly Ha AJTUTEIbHOE ApXUBHOE XpaHEHUE.

2. XpaHATCS B yCTAHOBJIEHHBIE CPOKH U 3aTEM IEPEAOTCS HA JJIUTEIBHOE XPAaHEHUE B COOTBETCTBYIOLIUE
rOCyapCTBEHHBIC OPTaHU3ALIUN.

3. moasiexar YHUYTOKEHHUIO.
4. BepHbI OTBETHI 1,2 11 3. 5. BEpHBI OTBETHI 2 U 3.

. Kak Ha3bIBalOT 3M1EKTPOHHBIE TOKYMEHTHI, KOTOPBIE COJIEPKaT TEKCThI HA €CTECTBEHHOM S3bIKe?
. CTPyKTypUPOBaHHbIE
. HECTPYKTYypUPOBaHHBIE

W N =

. CCTCCTBCHHEIC

7. Ilpeumy1iecTBa 3IEKTPOHHOTO JJOKYMEHTO000pOTa B CPaBHEHHH C OyMa>kKHBIM:

10
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1. yno6cTBO XpaHeHUsI JOKYMEHTOB;
2. BO3MOXXHOCTb pabOThI B OPraHU3ALUIX C HOCTOSHHBIMU CTPYKTYPHBIMH N3MEHEHHSIMU;
3. 5 pexTUBHBIN KOHTPOJIb 32 UCTIOTHEHHEM TIOPYUEHUH;
4. ycKopeHHe TIOMCKa JOKYMEHTOB.

8. Ha ocHOBe Kakoro 3ak0OHa MOKHO NMPUAATH IOPUAUYECKYIO CHITY 3JIEKTPOHHOMY JTIOKYMEHTHI?
a) «O06 unpopmaryu, HHPOPMATU3ALUHU U 3ALTUTE UHPOPMAITUID)

0) «3aKkoH 00 IEKTPOHHOU TU(PPOBOI TOATUCHY

B) «I'pakgaHCKUI KOIEKC)

9. DnekrpoHHas nuppoBas MOAMUCH 0OECIICUNBACT:

a) OXpaHy ePCOHAIbLHON MH(OPMAIIMH OT TIepexBaTa

0) mu¢poBaHUe TEKCTA JOKYMEHTA, IEPEJaBaeMOro Mo CETH
B) MTOVTMHHOCTB TTOJIIHCEH TOKyMEHTa

10. C wucnonp3oBaHMEM, KAKHMX MPOrPpaMMHBIX CpPEICTB MOXKHO OpPraHU30BaTh  AJEKTPOHHBIN
JTIOKyMEHTO000pOoT?

1. ELMA
2.1C

3. DIRECTUM
4. EBOPAT

11. Ectb 1 B cucreme 1C 3IeKTpOHHBIN JOKYMEHTOOO0POT BO3MOXKHOCTh YUUTHIBAaTh pabouee Bpemsi?
1. na

2. HeT

3. 1a, HO TOJIBKO IPU HAJIMYMU MAKCUMAJIBHBIX MPaB Y YYETHOM 3amucH

12. C nomo1ibIo Kakoil IporpaMMbl MOKHO TOJIYYUTh JEKTPOHHYIO TOUYTY?
1. Outlook Express

2. Windows Commander

3. briokHot

4. WinZip

4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIIUIUIMHE MPOBOIUTCS B JopMe 3adeTa

Tunosbie Bonpocsl 3auera (I1K-4)
. DNeKTpOHHAs TOKYMEHTALUs: OIpeiesieHHe U 0COOEHHOCTH.
. DnekTpoHHBIN 1oKyMeHT (D]1).
. HedopmanuzoBanHbIi 1 ci1yxeOHbIE (OQHUIIMATBHBIC) JIEKTPOHHBIE JJOKYMEHTHI.
. DIEKTPOHHBIN TOKYMEHTOOO0POT. [IpHHIIUIIBI TOCTPOEHHS CHCTEMBI AIEKTPOHHOTO JOKYyMEHTO000pOTa.
. CxeMa 3JIeKTpOHHOTO JTOKyMEHTO000pOTA.
. DyHKINYU CUCTEM 3IIEKTPOHHOTO TOKYMEHTO000POTA.
. Ilpeumy1iecTBa U HEAOCTATKH AIEKTPOHHBIX JOKYMEHTOB 10 CPABHEHUIO C OyMa>KHBIMHU.

00 3 N L WL

. Buzpl moucka JOKyMEHTOB U ClTydad UX UCIIOJIb30BAHUS.
9. 3agauu, perraeMble COBPEMEHHBIMU CHCTeMaMH JoKyMeHToobopota. [Tpumepsr CO/I.

10. DnexkTpoHHBIE MOTOKKM WHMOpMaMK Ha mpeanpustuu (B oduce). TexHOMOTHS CKAaHUPOBAHHS M
pacro3HaBaHus JOKyMEHTOB. [I[puMepsl mporpamm.

11. Hocutenu 3neKTpOHHBIX TOKyMeHTOB. OOIauHble TEXHOJIOTHH XpaHEeHUs JaHHbIX. [I[puMepsl cepBHCOB.
12. Bupl CUCTEM AIEKTPOHHOTO JOKYMEHTO000pOTa



13. [Ipo6nembl OpraHu3amy MEKTPOHHOTO JOKYMEHTO000poTa.

14. Texnonoruu obecrnedeHus: 6e3onacHocTH. CTaHIapT OIEHOK O€30MaCHOCTH KOMITBIOTEPHBIX CHCTEM.
15. ®enepanphbrii 3akoH Ne 1- @3 ot 10 ssuBaps 2002 roga "OO6 31ekTpoHHOM 1TMppOoBOH oamHcH".

16. Pa6ota ¢ mopranom 'OCYCIIVT.

Tunosble 3aganusa 1 3adera (IIK-4)
. DNEeKTPOHHBIN TOKYMEHTOOOOPOT: CYIIHOCTb, TPOOJIEMbI
. MexayHapoHbIi TOKyMEHTO000pOT. [Ipo6iieMbl TpaBOBOTO pEryIHMpPOBAHUS
. CucTeMsl 3IeKTPOHHOTO IOKYMEHTO000pOoTa
. DIEKTPOHHBIN IOKYMEHTOOOOPOT: MPOOJIEMBI BHEAPECHHS
. 3akoH «OO0 31eKTPOHHON TU(PPOBON MOATIUCH
. OGecrieuenne 6€30mMacHOCTH | 3amuTa JokyMeHToB Microsoft Office Word.
. @opmars! (aiinoB u npeodpazoBanue J0KyMeHTOB B Microsoft Office Word.
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. [IpaBoBBIE criocOOBI 3anuThl HHPOpMaIuu B Poccun

9. 3amura HHGOPMAIH OT BPEIOHOCHBIX IPOTPaMM

10. MuadopmMannoHHOE HEpPaBEHCTBO, HU(pPOBOE pasieicHue o0ImecTBa, WHOOPMAIIMOHHAS OCIHOCTD.
[IpoGneMbl, MOCIEACTBUS, ITYTH PELICHHUSL.

11. TlocnencrBusa pa3putus MHTepHETa B COBPEMEHHBIX rocyaapctBax. OCHOBHBIE YTPO3bl CO CTOPOHBI
WuTepHeTa 111 COBPEMEHHOTO rocyjapcTBa (B YaCTHOCTH, MOJTUTHYECKHE U SKOHOMHUYECKHE).

12. Ilomxompl K TOCymapcTBEHHOMY perynupoBaHuto MHTepHeTta B Poccum u apyrux rocymapcrBax.
Meponpusartus U 3aKOHOAATEIbHbIE HHUIIUATUBBL.

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

Jeckpuntops! (ypOBHI) — OCHOBHBIC PU3HAKK OCBOCHUS (TIOKa3aTEIH

Orenka Kommerentim
TOCTYOKCHHSI pe3YJIbTaTa)
[IK-4 JIeMOHCTpUpPYET BBICOKMH ypPOBEHb MPHUMEHEHHS TEXHOJIIOTUH
«3a4TEHO» .
KOMIBIOTEpU3AIlMKM B COIMANbHOUW  cdepe TEXHOJIOTHH
(50 - 100 Gaon) prsall 1 bepe,
AIIEKTPOHHOTO IOKyMEHTO000pOTa
IK-4 JIEMOHCTPUpPYET HEYIOBICTBOPUTEIIBHBIA YPOBEHb TMPUMEHCHUS

«HE 3a4TCHO»

TEXHOJIOTMM KOMIIBIOTEPU3ALMKM B COLMAIBHON cdepe, TEXHOIOTun
(0 - 49 Gannos) pr3al I (bepe,

AIIEKTPOHHOTO TOKYMEHTO000pOTa

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl IO OCBOEHHM IO TMCIUILIMHBI (MOXYJIA)

Metoanueckue yKa3aHus 10 OpraHU3aIMi CaMOCTOATEIbHOM paboThl 00yYaromuxcs

[Ipuctynas kK M3y4yeHUIO AMCLUMIUIMHBI, B MEPBYIO Odepeab OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTHCS C
conepkanremM padoueii mporpammbl aucturummabl (PIT[]), koTopas ompenenseT comepskaHue, oObeM, a
TaK)Ke MOPSAIOK U3YUESHHsI U MTPEToAaBaHus yueOHOM TUCIUIUIMHEIL, €€ pa3/iena, YacTu.

Jlnist caMOCTOSITEN HON pabOThl BayKHOE 3HaUCHUE UMeeT pasenbl «O0beM U coiepikaHue JUCIUTUIHHBDY,
«Y4eOHO-MeToauuecKkoe U HH(popMaIMOHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruaibHO-TEXHUIECKOe
obecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

6. YueOHO-MeTONM4YecKoe M HHPOPMALIMOHHOE o0ecrieyeHre JUCHMIITTHHbI

6.1 OcHoBHas UTEpaTypa:
1. Boin. 4: DnekTpoHHBINA JOKyMeHTo00O0poT, 2014. - 24 c.

2. YpuHioB, A. Y. DnexTpoHHBI 0OMEH TaHHBIMU : yaeOHOe Tocobue. - 2021-12-31; DnekTpoHHbIH 00MEH
naHHbIMHU. - MockBa: EBpasmiickuii oTKpbIThI MHCTHTYT, 2011. - 181 c. - Tekct : snexrponnsiid // [PR
BOOKS [caiir]. - URL: http://www.iprbookshop.ru/11136.html

6.2 JlonosHUTENBHAS TUTEpPATYpA:
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1.2013, Ne 1, 2012
2. Ne 1 (250), 2014

6.3 VHbIe NCTOUHMKMU:

1. Poccuiickas HanmoHanbHast OnbIuoTeka - www.nlr.ru

2. FOpuanueckas 6udmunoreka «OpuctJIud» - http://www.juristlib.ru/

3. CnpaBouHo-mipaBoBas cuctema Koncynwsrant [Tnroc http://www.consultant.ru - http://www.consultant.ru

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUIIMHBI, IPOrpaMMHOe odecreveHne,
npodeccuoHaIbHbIE 0a3bI JAHHBIX U HH(POPMAIIMOHHBIE CTIPABOYHbIE CUCTEMbI

MarepuaabHO-TEXHUYECKOE 0OecrieueHre TUCIUIUTMHBL, TPOrpaMMHOe obecrieueHre u HH(pOpMaIimoHHbIE
CIIPABOYHBIE CUCTEMBI

I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITIINHEC HGOGXO,Z[I/IMO CJICAyIOHmICC MarcpruaJIbHO-TCXHUYCCKOC
obOecrieucHue: y‘-Ie6HI>Ie AyauTOpruun Jid TIPOBCACHUA 3aHATHI JICKHIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJIbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 114 CaMOCTOSITEIIHLHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMEICHHUS JJIS1 CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbl0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIs1 TIPEACTaBIeHUs yueOHo nHpopManuu
OO0JIBIION ayTUTOPHH.

Jlist mpoBeeHMs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHIOHHOTO 000PYI0BaHUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpaud (TPOEKTOP, HOYTOYK, IKpaH/ MHTEPAKTUBHAS JIOCKA).

JlunieH3noHHOE ¥ CBOOOHO PAcIIPOCTPaHIEMOE MPOTPaMMHOE 00eCTICUCHHE:
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”

ITpodeccronanbhplie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:

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

2. [Ipesunentckas 6udbnmmoreka umenu b.H. Enprinna. — URL: https://www.prlib.ru
3. Poccuiickas HarmoHanbpHas 6nbamoreka. — URL: http://nlr.ru

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

5. Dnekrponnas 6uomuorexka POOU. — URL: https://www.rtbr.ru/rffi/ru/library

DJIeKTpPOHHAS HH(OPMALIMOHHO-00pa3oBaTe/IbHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

BsaumogeiicTBue mnpemnopaBarensi M CTyAE€HTa B Iporecce OOy4YeHHs] OCYIIECTBISETCS MOCPEACTBOM
MYJIBTUMEIUNHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKALMOHHBIX TEXHOJOTHH, MCHOIb3yEeMbIX B
AIIEKTPOHHON MHPOPMAIIMOHHO-00pa30BaTeIbHOM Cpesle YHUBEPCUTETA.



