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1. HEJIX OCBOEHUA TUCHHUIIIMHBI (MOJYJIS)

1.1

dopmupoBanne MpodeccnoHATBHBIX KOMIIETEHINI B 00JIaCTH OpPTraHU3alluH JIEKTPOHHOTO JOKYMEHTO000pOTa IPH
OpraHU3aIMOHHO-METOANYECKOTO 00ECIeYeHHUs POrpaMM MPOPECCHOHAITBHOTO O0YYEHHUS COTPYHUKOB M NIPU BBHITIOJTHEHUH
HAYYHO-HUCCIIEOBATEIbCKUX U OIIBITHO-KOHCTPYKTOPCKUX PaboT

1.2

1.3

2. MECTO JUCIHUIIJIMHBI (MOAY.JIsT) B CTPYKTYPE OBPA3OBATEJILHOM ITPOT'PAMMBbI

Hukn (pazgen) OIL:

|BI.B.Z[B.O3.02

3. KOMIIETEHIINN OBYYAIOIIEI'OCs, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHUA JUCHUIIIMHBI (MO JIS)

40.011. IIpodeccuonansusiii crangapt "CIEINUAJIUCT IO HAYYHO-UCCJIEJOBATEJBCKHUM U OIIBITHO-
KOHCTPYKTOPCKHUM PA3PABOTKAM", yrBep:kaénnblii npukazoM MuHUCTEpCTBAa TPYAa U cOUMAILHOM 3amuThl Poccuiicko
®@epnepanuu ot 4 mapta 2014 r. N 1211 (3aperucrpupoBal MuHucrepcrsoM octunun Poccuiickoii ®@egepanuu 21 mapra 2014 r.,
perucrpanuonnslii N 31692)

ITK-4. C. IIpoBeaeHue HayYHO-UCCIEAOBATENBCKUX U ONBITHO-KOHCTPYKTOPCKUX PabOT 110 TEMATHKE OpraHU3aluu

C/02.6

praBJ’ICHHC pe3ybTaTaMi HAYyYHO-UCCICA0BATCIbCKUX U ONTBITHO-KOHCTPYKTOPCKUX pa60T

B pe3ysbTaTte ocBoeHNs JMCHUILIHHBI (MOIYJIs) 00y4Yalommiicst 10J1KeH

3.1

3HaTh:

3.1.1

KJIACChI CUCTEM JOKYMEHTaUUuoHHOTO obecrieuenus ynpasienus (COY) u poib, BEIOTHsAEMAast HIMH B JIelie OpraHU3aI[HN
€MHOTO JOKYMEHTO00O0POTa;

3.1.2

MCTOAUKY IMMPOCKTUPOBAHUA U peaiu3alilui BApUATHUBHBIX MOAYJIBHBIX JOIMOJIHUTEIIbHBIX rlpO(i)eCCI/IOHaJ'lI)HI)IX IporpamMm Jjis
MEeAarornieCKux KaapoB;

3.13

COBpPEMCHHBIC METOAbl PCUICHUA HAYYHbIX 1 HAYYHO-TIPOM3BOJACTBCHHBIX 3a1a4 Ha OCHOBC I/IH(i)OpMaIlI/IOHHbIX TEXHOJIOTHH.

3.2

YMeTh:

3.2.1

BBISBIIATH OCOOCHHOCTH pabOTHI C JOKYMEHTaMH U OpraHU3aLMK JOKyMEHTO000pOTa, CyIECTBYIOIIHE Ha IPEIIPHATHH;

322

BBIOMPATh METOJIBI U OAXOABI K IpoekTuposanuio COJ10 Ha npeanpusTuy;

323

BBISIBIISITH OCOOEHHOCTH COCTABJICHHS JJOKYMEHTOB, OTPaKAIOIINX MPUHSATHIE PeLIeHNUs, pa3padbaThiBaTh IOCTAHOBKY 3aJau U
BBIOMPATh CPEACTBA AV BEICHUS U aKTyalIn3aluy 0a3 JaHHBIX ¢ (JOpMaMH JIEKTPOHHBIX JOKYMEHTOB;

324

BBISBIIATH OCOOCHHOCTH M ()OPMHUPOBATH TPEOOBAHMS K CHCTEME OPTaHM3ALMH KOJJIEKTUBHOM pabOTHI C TOKYMEHTaMH U
nepe/iayy UX Ha UCIIOJIHEHHUE 110 3JIEKTPOHHOM MMOYTE WIIM 110 JIOKAJIbHOM CeTH.

33

Baanern:

33.1

TUIIOBBIMHU CPEACTBAMHU OpraHU3allun HpO(beCCI/IOHaHLHOI‘O O6y‘IeHI/IH COTPYAHUKOB pa3HOTO YPOBHSA KBaHI/I(I)I/IKaIII/II/I;

332

HCIIOJIb30BaHMS HHCTPYMEHTOB CO3/IaHHA U PEaKTHPOBAHUS JIOKYMEHTOB (TEKCTOBBIX IpoueccopoB, HTML-penakropos, XML-
PENaKTOPOB, CPENCTB MOJTOTOBKU TPaQUIECKUX CXEM, CPEJICTB Pa3pabOTKH AIIEKTPOHHOW CIIPaBKH, CPEICTB 3aliCH
BHJICOPOJIMKOB U TIp.), CPEJICTB MpeoOpazoBaHus (OPMATOB JOKYMEHTOB; KOMIIOHOBKH, PEIaKTUPOBAHUS U 0()OPMIICHHSI TEKCTOB
JIOKyMEHTOB; CPEJICTB YIPaBIeHUS TPEOOBAHMAMH.

4. CTPYKTYPA U COJIEP’)KAHUE JUCLUIIIMHBI (MOY.JI5T)

Kon HaunmenoBanue pa3aenoB u TeM /BH] 3aHATHUS/ Cemectp / | Yacos | IIpumeuyanue
| 3aHATHA Kvpe

Paznen 1. BeenenueCucrema 3JIeKTPOHHOT0 JI0KyMeHTo000poTa (CI/I)

1.1 IIpenmer, cogepxanne, 3aqaun AUCIUTUIAHEL. [oHSATHE ‘“2NEKTPOHHBIA JOKYMEHT” B 4 1
MH()OPMAIIMOHHON CUCTEMEe OpraHu3aluy. TepMHHOIOTHS, UCIONb3yeMast B CHCTEMax
3JIEKTPOHHOTO JIOKYMEHT0000poTa. 3aaul CUCTEM 3JIEKTPOHHOTO
JIOKyMeHTo000poTa. /JIex/

1.2 Knaccupukanus cucteM 3IeKTpOHHOTO TOKyMeHTooOopoTa /JIek/ 4 1
Pa3nen 2. Anajau3 cucTteM J0KYMEHTALMOHHOTO o0ecrieyeHusl YpaBJeHus

2.1 Haznauenne Cucremsl JlokymentaunonHoro Obecnieyenus: Ynpasienus (CA0Y). 4 2
CocraB ¢yHkiwuit u 3aaa4, BeimoaaseMsix B CIOY. Knaccsr u crpykrypsr CIOY.
I'CA0Y. YCOPH /Jlex/

2.2 ONeKTPOHHBIH JOKYMEHTOO00POT U 3h(HEKTUBHOCTE CUCTEMBI FOCYAAPCTBEHHOTO 4 2
ynpasienus /J1ab/




23 Poccuiickue cHCTEMBI 3IEKTPOHHOTO JJOKYMEHTO000pOTA: IIepeUeHb, XapaKTePUCTHKH 2
/Cp/
Pazgen 3. Opranuszanusi NPOeKTHPOBAHUSA JJIEKTPOHHOI CHCTEMBbI yNIPaBJIeHHs
JOKYMEHT0000pOTOM
3.1 Henu n Haznauenune Cucrems! JnekrpoHHoro JJokymenroobopora (CO/10). 1
TToxxome! k mpoektupoBanuio COJO. [Tpobiemsr noctpoennss C3J10. OcobeHHOCTH
IpoeKTUpoBaHus U BHeApeHus DCY ][] 11t KoprnopaTUBHBIX cucTeM. /JIex/
32 ITpunuunst nocrpoenus COJ10 coctaB QyHKIMOHATIBHBIX MOAYJIEH U 1
obecneunBaromux nojacucteM. Conepkanue TpeOOBaHHUI K CTPYKTYPe M OTAETEHBIM
kommonentaM C3J10. CocTaB TEXHOJOTHI1, METOJIOB M CPEJICTB MPUMEHSIEMBIX TSI
npoektupoBannst COJ10. Opranuzanus npoekrupoBanus COJ10. /Jlex/
3.3 JIOKyMEHT Kak dJIeMeHT yIpaBlieHYecKol nesitrensHoctH /I1p/ 4
34 ITouck B cetn IHTEpHET U COCTABJICHUE XPOHOJIOTHUECKON TAOIHUIIBI pa3BUTHS 2
CPEICTB BBIYMCIUTENLHOI TEXHUKH B HAllleH CTpaHe C HUCIOIb30BaHUEM CEPBUCA
http://www.dipity.com/ /J1a6/
3.5 ITouck B cetn MIHTEpHET U cOCTaBIEHUE XPOHOJIOTHUECKON TaOIUIIBI pa3BUTHS 4
CPEICTB BBIYUCIUTENBHOI TEXHUKH B HallleH CTpaHe ¢ MUCIOIb30BaHUEM CEpBUCA
http://www.dipity.com/ /Cp/
3.6 IIpoeKTHPOBAHHUS CHCTEM COCTABJICHHS dJICKTPOHHBIX JJOKYMEHTOB /JIek/ 2
3.7 Co3nanue u BelieHHE HHPOPMAIIMOHHO — TOKYMEHTAJILHOW 0a3bl. Y CTaHOBKA U 4
HacTpoiika cuctemsl /TIp/
3.8 Co3pnanue u BelieHHE HHPOPMAIIMOHHO — TOKYMEHTAJILHON 0a3bl. Y CTaHOBKA U 4
HacTpoiika cuctemsl /J1a6/
3.9 DTarsl JOKYMEHT0000poTa. DIIEKTPOHHBIH 00MEH HEIOPHINIeCKIUMHU 2
nokymenrtamu /Cp/
3.10 IIpoekTrpoBaHUe CUCTEM BBOA MOTOKOB BXOMAIINX JOKYMEHTOB /JIek/ 2
3.11 I'nmaBHoe HazHaueHue COJl. Pemenue COJl Hanbonee akTyalbHbIX 2
JeTIONPOU3BOJICTBEHHBIX 3a/1a4 yupexaenuit. /I1p/
3.12 I'naBHoe HazHauenue COJI. Pemrenne COJ] Hanboiee akTyaabHBIX 2
JIEJIOTIPOU3BOJICTBEHHBIX 3a/1au yUpexaeHui. /J1ab/
3.13 IIpoexkTupoBaHUE CUCTEM YIPaBJIECHUS JOKyMeHTaMH /JIex/ 2
3.14 IocTpoeHne MOJEH CHCTEMBI AIEKTPOHHOTO ToKyMeHTooOopota /ITp/ 4
Pa3nen 4. 3amura undopManuu B cMcTeMAaXx 3JIEKTPOHHOI0 JOKYMEHTA
4.1 TexHonoruu obecreyeHus: 6€30acCHOCTH. MeTOIbl U CPeICTBA 3aLUThI UHGOPMaLUH 2
B C. KonupoBanue sxoHOMuueckoi nuopmanuu. [IpuMeHeHne Ko 0B B porecce
peuieHus 3amaay /Jlex/
42 DneKkTpoHHbIe moaAnucH. Vcnonbp30BaHue IeKTpoHHOM moanucu B Poccun. /TIp/ 2
43 DneKkTpoHHbIE noanucy. Vcnonabp3oBaHue eKTpOHHOM noanucu B Poccun. /J1a6/ 4
44 Iouck B cetu VIHTEpHET LEHTPOB BBIJAYH dJIEKTPOHHOMN MOIIHACH U COCTABJICHHE 3
nepeyHs 3Tux 1eHTpos /Cp/
Pa3nen 5. OcHOBBI J1eKTPOHHOTO IOKYMEHT0000p0oTa B 00pa30BaTeIbHOM
YUpe:KIeHUM
5.1 ONeKTPOHHBIH JOKYMEHTOOO0OPOT B 00pa30BaTENbHOM YUPEXKIECHUU. Y CIIOBUS 2
BHEJIPCHHUS] MOJICIH DJIEKTPOHHOTO AOKyMeHTooOopoTa B OY. /Jlek/
5.2 Co3anue MOJIENH 3JIEKTPOHHOTO IOKYMEHTO000pOTa B 00pa30BaTeIbHOM 2
YUPEKIACHUH.
/J1a6/
Pa3nen 6. CamocTosiTesibHas padoTa
6.1 IToxaroroska k sekiusam /Cp/ 8
6.2 ITogroroBka k mpakTudeckum 3anstusim /Cp/ 16
6.3 TToxaroroBka k nadopatopusiM padoram /Cp/ 16




Pa3znen 7. KoHTaKTHEIE YaChl K ATTECTAIIUHA

7.1 3auer /KD/ 4 0,25

5. OHEHOYHBIE MATEPHUAJIbI

OmueHOYHBIC MaTePHAITBI IS IPOBEICHHS IPOMEKYTOUHON aTTECTAIIMN 00yJaroIUXCs IIPUBEICHBI B IIPAIOKEHUH K paboueil mporpaMme
JVICTIATIIAHEL.

DopMbl U BUJBI TEKYIIET0 KOHTPOJISI O JUCHUILIMHE (MOYJII0), BUBI 3alaHUH, KPUTEPUU UX OLCHUBAHUS, paclipeeneHye 0aLIoB Mo
BHUJIAM TEKYIIETO KOHTPOJIS pa3pabaThIBAfOTCS MPEIofaBaTeNIeM JUCIHILTHHEI C YUYETOM €€ CIIeHU(UKH ¥ JOBOJATCS O CBEACHUS
00y4aroIuxcst Ha HEPBOM yueOHOM 3aHATHH.

TexyIuii KOHTPOJIb YCIIEBAEMOCTH OCYILECTBIIAETCS IPENOaBaTeNeM JUCIUIUINHEI (MOLYJIs), KaK IPaBUIIo, ¢ ucroab3oBanueMm DMOC
WITH ITyTeM TIPOBEPKHU IMIChMEHHBIX paboT, MPeyCMOTPEHHBIX PA0OYNMH NIPOTrpaMMaMH AUCIHILTHH B PaMKaX KOHTAKTHOH pabOThI U
caMoCTOATeNbHON paboTh! oOydaromuxcs. s GUKcupoBaHUs pe3yIbTaToOB TEKYIETO KOHTPOIIS MOXKeET ucnoib3oBatses DMOC.

6. YHEBHO-METOANYECKOE U THOOPMAIIMOHHOE OBECHHEYEHUE JUCHUILITUHBI (MOAY JIST)

6.1. PexoMennyemas aureparypa

6.1.1. OcHoBHas aUTEpaTypa

ABTODBI, COCTABHTEIH 3arnaBue U3znatensc . agpec
TBO. IO
JI1.1 |XBopenkos C.T. Cucrema Dnekrponnoro Jlokymentoobopora (CO/I) Ha ,2012 https://e.lanbook.com/b
mwiatdopme 1C:Ilpennpusrtue 8.2: yuebHoe nocodue 00k/153532

6.1.2. lonotHUTEILHAS JUTEPATYPa

ABTOpBI, COCTaBUTEIH 3arnaBue W3znatensc On. aapec
TRO. TOJT
JI2.1 |Amnankas A.T. 3amuTa 3NeKTPOHHOTO JOKYMEHT0000poTa: YueOHoe mocobue Owmck, 2019 https://e.lanbook.com/b
00k/149493

6.2 NHdopmManuoOHHBIE TEXHOJI0IHH, HCIOJIb3yeMble IIPH OCYIIeCTBICHHH 00pa30BaTebHOI0 Npolecca Mo JUCHUIINHE (MOYJII0)

6.2.1 IlepeyeHb TNEH3UOHHOTO W CBOOOAHO PACTIPOCTPAHSIEMOr0 MPOTPAMMHOI0 o0ecreyeHust

6.2.1.1|Microsoft Windows10 Pro [Torosop Ne034210000481700004

6.2.1.2|Microsoft Office 2013 (JIuuensus Ne 61887848) Jorosop Ha nocraBky Ne 0342100004813000011

6.2.2 IlepeueHb npodeccHOHAIbLHBIX 023 JAHHBIX H MH(OPMALMOHHLIX CIIPABOYHbLIX CHCTEM

6.2.2.1|Kpynneiimuit Be6-cepBuc uis XoctuHra IT-poekToB U MX COBMECTHOM pa3paboTku- https://github.com/

6.2.2.2|ba3a kaur 1 myoaukanui DiektpoHHoi oubinorexu "Hayka u Texuuka" - http:/www.n-t.ru

6.2.2.3|ITopTan o pa3pabOTUNKOB IEKTPOHHON TeXHUKH: http://www.espec.ws/

6.2.2.4|ba3a nannbix «bubnuoreka mporpaMmuctay https://proglib.io/

6.2.2.5|ba3a manHBIX «OTpacieBOH IOpTal CIEHATICTOBY http://Www.connect-wit.ru/

6.2.2.6|'apanT.py https://www.garant.ru/

6.2.2.7|Koucynprantllnroc http:// www.consultant.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCHUIIJIMHBI (MOY JIST)

7.1|YueOHbie ayTUTOPHUH IS IPOBEICHHUS 3aHATHIH JCKIIMOHHOTO THIIA, YKOMIUICKTOBAHHbIC CIICIMATN3UPOBAHHON MEOENBIO 1
TEXHHYECKUMHU CPEICTBAMHU O0YUYCHUS: MyJIbTHMEIUITHOE 000pYAOBaHUE ISl IPEIOCTABICHHS YIeOHOW HH(POPMAIIMU OOTBIION
ayJIUTOPUH W/WIIK 3BYKOYCHIIMBaOIIee 000py10BaHue (CTALIMOHAPHOE WK TIEPEHOCHOE).




7.2|YaeOHbIe ayJUTOPHH JUIS IPOBEICHHS 3aHATHH CEMUHAPCKOTO THIIA, TPYNIOBBIX M HHIUBUIYAIbHBIX KOHCYIBTAIHI, TEKYIIETO
KOHTPOIIS ¥ MIPOMEXKYTOTHOH aTTECTAINH, YKOMIUIEKTOBAaHHBIE CTICIINATN3HPOBAHHON MeOEIbI0  TEXHHIECKUMHU CPEICTBAMHU
00y4eHHs: MyJIbTUMEIUIHOE 000pyA0BaHNUE U/WIIU 3BYKOYCUIIUBaIOLIee 000py0BaHHE (CTAMOHAPHOE UK IIEPEHOCHOE)

7.3|lomenieHus A1 CaMOCTOSITENBHOM PabOThl, OCHAIIEHHBIE KOMITBIOTEPHON TEXHUKOM ¢ BO3MOKHOCTBIO ITOIKITIOYEHHS K CETH
"UuTepHer" n obecrieueHHeM JI0CTYIa B 3JICKTPOHHYI0 HHQOPMAIIMOHHO-00pa30BaTeIbHYIO CPE/ly YHUBEPCHUTETA.

7.4|TTomereHus U XpaHEHUs U PO(UITAKTHIECKOTO 00CITy)KUBaHUS Y4eOHOTO 000pyI0BaHNS.

7.5




