EJIELIKU TOCYJAPCTBEHHBI YHUBEPCUTET um. N.A. BYHUHA

"/.;,

K TATO»

0/ ‘l".
Ilipeiierog .HHSJW Tag ATeMATHKII, CCTe-

CTBORHGE ReXSaTH? Il g
2 53 '
\\ A o /4H.B Yeproycosa/

'v'r
P P
v" 4

. /

[

PABOYAS ITPOI'PAMMA IUCIUITINHBI

b1.B.07 DJ1eKTPOHHBIH JOKYMEHTO000POT

Hanpasaenue noaroroBku: /0.03.01 Ungopmayuonnas 6ezonacnocms
Hanpasaennocts (mpodunb): Opeanusayus u mexnono2us sauwumsl ungopmayuu (no

ompacnu unu 8 cghepe npogeccuoHanrbHoOU deamerbHOCmu)

KBanndukauus (crenenn): 6axanasp
®opma 00yueHUs: ouHas

I/IHCTI/ITYTZ MaTCMAaTHKH, CCTCCTBO3HAHUA M TCXHUKHU

Kadenpa: matemaTnueckoro MoAeIupoBaHusl U KOMIIBIOTEPHBIX TEXHOJIOTUI

ouHasi popma

OYHO-3a04YHasdA

3a04yHas popma

dopma
Kype 3
Cemectp 6
Jlekuu 18
JlabopaTopHble 3aHATHSA
IIpakTHYeckne (CeMMHAPCKUE) 3aHATHS 36
Kouncyabranuu
dopma(bl) MPOMEKYTOYHOMH ATTECTAIUI 3auer - 0,2
Kourpous
Hubie popmbl padoThl
CamocrosiTesibHast padoTa 17,8

Bcero yacoB: 72

TpynoemkocTb: _2  3a4eTHBIX eAUHHMIbI.

Pazpabotuuk(u) paboueil mporpamMmsl:

KaHOUOam _huzuko-mamemamuieckux HayK, OOUeHm

C.A. Pourynkun




|. OPTAHU3AIIMOHHO-METOJUYECKHA PA3IEJ
Henb u3yyeHuss AUCHUNIHHBI:

NOJTyYeHUE 3HAHUH O (QYHKIUSIX COBPEMEHHBIX CHCTEM JJIEKTPOHHOTO JOKYMEHTO-
obopora (manee — C3/]), o cTpykType (PyHKIMOHANIBHBIX KOoMIOHEeHTOB COJI, 3amauax

CO /[, nozuunonnposanuu COJI u cpencTB ee uHTEerpauuu B copeMeHHon [T cTpykrype.

?.anatm H3YYCHUA TUCHUIIJIUHDBI:

COCAMHUTDL YIIPABJICHYCCKNC 3HAHUA C COBPCMCHHBIMU I/IHCI)OpMaLII/IOHHLIMI/I TCXHO-
JIOTHUAMH IIpH pa60Te C QJICKTPOHHBIMHA JOKYMCHTAMM B ITPOLCCCC BSaHMOHeﬁCTBHﬂ COTpYa-

HUKOB BHYTpH Opranu3anuu (Gupmbl) U ¢ €€ KIMEHTaMHU.

Mecto aucuuniaunsl B cTpykrype OIIOII: peannsyercs B pamkax BapuaTUBHOU

yactu 6;10ka b1. Jlucuumnuusl (Moaymn).

Ilnanupyembie pe3yJibTaThl 00YUCHHUS 110 JUCIHUIIMHE:

BOJSIIIME W PErjaMEHTUPYIOIINE
JTIOKYMEHTBI B oOjacTtu uH(OpMa-
LIMOHHOI 0E€30I1aCHOCTH.

Kon Nupuxarops! nocTuxkenusi koM- | Ilnanupyemsblie pe3yjbTaThl 00y4eHHs
KOMIIeTeHIIHH neTeHUnu 10 JMCIHUNJIHHE
3HaTh: 3naer:
- OCHOBHBIE BHJIbI U KJACCH(HKa- | - TECOPETUUECKUE U METOJUYECKHE OCHOBBI
U0 MH()OPMAIMOHHBIX PECYp- | PAallMOHAIBHOTO IMTOCTPOCHUS HIIEKTPOHHOTO
COB OpraHu3alluu; JIOKyMEHTO000pOTa B JIFOOBIX OpraHu3aliu-
- MOZETH yrpo3 HH(OOPMAIIMOHHON | OHHBIX CTPYKTYypax;
0€30MacHOCTH U HapylHTeNeH, | - GyHKIHOHAIbHBIE BO3MOXXHOCTU U TpeJ-
METOIMKH OIICHKH PHCKOB PEaIH- | OCBUIKU 3(PPEKTUBHOTO MPUMEHEHUS pa3-
3alMy yrpo3 npu PYHKIHOHUPO- | JIUYHBIX THUIIOB TEXHOJIOTHYECKUX CHCTEM U
BaHWUU O0BEKTA 3alIUTHI; c1oco60B 00pabOTKHU U XpaHEHUS TOKYMEH-
- MIPUHIMIBI o0ecrieueHus nHPop- | TOB;
MaIllMOHHON 0€30MacHOCTH C TO- | - MPUHIHUIBI U METOJbI 00pabOTKH dJIeK-
MOIIBIO  MPOTpaMMHO-aNMNapar- | TPOHHBIX JOKYMEHTOB B MOTOKAX MpPH JIO-
HBIX U TEXHUYECKHX CPEJCTB 3a- | ObIX UCIOJIB3YEMbIX THUIIAX CUCTEM U CIIOCO-
IIUTHl HHGOPMAIUY; 0ax BBIMOJHEHHSI IPOIIETyp U OTepaluii mo
OIIK-7 - TEPMUHOJIOTHIO, OCHOBHBIE PYKO- | 00pabOTKe M XpaHEHUIO ATUX JIOKYMEHTOB.

YMmeTh:

- BBIICTISITH U3 00IUX WH(pOpMAaIIU-
OHHBIX PECYPCOB TIPEIIPHUSITHS
nH(MOPMALIHIO, TOANISKAIYIO 3a-
IIUTE;

- CTPOUTH YACTHBIE MOJETH yrpo3
MH(OPMALIMOHHON 0€30MacHOCTH
MpEeNnpusITHs, TMPUMEHSIThH Ha
MTPAKTUKE METOTUKH OIICHKHU PHC-
KOB peain3aiuu yrpo3 npu QyHk-
IMMOHUPOBAHUH 00BEKTA 3aIUTHI,

Ymeer:

- 0OPMIIATH pa3UYHbBIE TOKYMEHTHI C
yaetoM TpedoBanmii [OCT P 6.30-2003;

- 3aII0JIHSTH CIPABOYHUKH, CO3/1aBaTh J10-
KYMEHTBI, KOHTPOJIUPOBATH CPOKH HCITOJI-
HEeHUs1, POPMUPOBATH OTYETHOCTD, UCIIONb-
30BaTh MU(PPOBYIO MOITHUCE.




- OMNpeAeNsTh HEOOXOAMMBIN WH-
CTPYMEHTApHUH, MpOrpaMMHO-all-
MapaTHble U TEXHUYECKHE Cpe/l-
CTBa 3aIIUTH HHPOPMAIUH;

- peanu30BBIBATH MOJUTHKY HH(OP-

MAIMOHHON 0€30MacCHOCTH, MpUMe-

HSTh HOPMATHUBHO-TIPABOBBIC AKTHI

U HOPMATHUBHO-IIPABOBBIC JIOKY-

MeHTEI B o0nmactu UB.

Baanern:

- CHOCOOHOCTBIO OIPENEINATh HH-
(opMalMOHHbIE pecypcChl, MOJIe-
Kallye 3aluTe, yrpossl 6e3omnac-
HOCTU HMH(OPMALUU U BO3MOXK-
HBIC TIyTH UX peaJIn3alii Ha OC-
HOBE aHaju3a CTPYKTYpbl U CO-
JIepKaHuss  WHQPOPMALMOHHBIX
IPOLECCOB U OCOOEHHOCTEH
(yHKIMOHUPOBAHUSI OOBEKTA 3a-
LIUTBI:

- METOIMKAMH IOCTPOSHUS YacT-
HOW Mojenu yrpo3 uHpopmanu-
OHHOM 0€30I1aCHOCTU IpEIIpHsI-
THS;

- HaBBIKAMH YCTaHOBKH, HACTPOHKHN
U METO/IaMH, HHCTPYMEHTaMH Te-
CTHPOBaHUSI TPOrPAMMHO-AIIIa-
pPaTHBIX M TEXHUYECKHX CPENICTB
3alUThl HH(OPMALINN;

- pa3pabaThiBaTh MPOEKTHl HOpMa-

TUBHBIX ¥ OPTaHU3AIIOHHO-PACIIO-

PSIUTENBHBIX JTOKYMEHTOB, peria-

MEHTHPYIOIIUX paboTy MO 3aluTe

Baaneer:

- pa3pabaTbIBaTh MPOEKTHI HOPMATUBHBIX U
OpraHU3aIMOHHO-PACTIOPSIUTEIBHBIX  J10-
KYMEHTOB, periaMeHTHUPYIONINX padoTy ¢
AIIEKTPOHHBIMH JJOKYMEHTAMHU.

IIK-15

UHpOpMaLIUH.

3HaTh: 3Haer:

- OCHOBBl OpPraHM3allMOHHOTO M | - METOJbl U IPUEMBI 3aIUTHl 3JTEKTPOHHON
IIPaBOBOT'O oOecriedeHust | TOKyMEHTUPOBAaHHOW MH(POPMAIIUU U HOCH-
UH(pOPMAaIMOHHOM TN 3Toi MHbOpMalMU OT HECaHKIMOHH-
0€30I1aCHOCTH, OCHOBHBIE | POBAaHHOI'O JIOCTyNa B IMPOIIECCE BBIMOJIHE-
HOpPMAaTHBHbIE MPABOBBIE aKThl B | HUS KaXKIOH MPOLEAYpPhI U ONEpallu;
o0nactu oOecrniedeHus | - MOPsIIOK 00pabOTKH, JABMKEHHUS, XpaHe-

nH(POPMAIMOHHOI 0€30MacHOCTH
U HOPMAaTHUBHBIE METOJUYECKHE
nokymentel ®Cb Poccum wu
OCTOK Poccum B obmactu
3aIUThl HH()OPMALINK;

- TIPaBOBBIC OCHOBBI OpPTaHU3AIMH
3aIUThI uH(popMaIuu
KOH(PHUACHITMAIBHOTO XapaKTepa;

HUS U UCTIOJIH30BAHMS SJICKTPOHHBIX JIOKY-
MEHTOB;

- COBPEMEHHBIE CUCTEMBI DJIEKTPOHHOTO J10-
KYMEHTO00OpOTa OTEYECTBEHHOI'O W 3apy-
OEKHOTO TPOU3BOJICTBA, OCHOBHBIE (YHK-
uuu 1 Bo3moxkHoctu COJI;

- mpodeccuoHaNbHBIN YpOBEHb OpraHU3a-
1IN JIEJONPON3BOJICTBA B OHUCE C TEIBIO




- opraHuM3anuio paboTbl U HOpMa-
TUBHBIC TIPABOBBIC AKTHI, U CTaH-
JapTHI 110 JTUIEH3UPOBAHUIO JIes-
TEJIBHOCTH B 00JIacTU obecreue-
HUS TEXHUYECKOW 3alllUThl WH-
dbopmaruu  KOH(HUICHIIMATIEHOTO
Xapakrtepa, 110 aTTeCTaIli O0bCK-
TOB HMH(OpMAaTH3aIMK U CEPTH-
(dukamuu CpeACTB 3alIUTHl WH-

3P PEKTUBHOTO MHPOPMAITMOHHO-TIOKYMEH-
TallMOHHOTO  OOECIIeUeHHs  YNpPaBJICHUS
bupmoii.

dhopmarumn.
YMmeTh: YMmeet:
- MIPUMEHSATH HOPMAaTHUBHBIC | - pa3pabaThIBaTh MPOCKTH HOPMATHBHBIX U

MIPABOBBIC AKTHl M HOPMATUBHBIC
METOJMYECKUE JOKYMEHTHI B
oOnactu obecrieueHus
HH(POPMAITMOHHOMN
0e30I1aCHOCTH;

- pa3pabarhiBaTh MPOCKTHI HOpMa-
TUBHBIX U OpPraHW3aI[MOHHO-pAC-
MOPSAUTEBHBIX JOKYMEHTOB, Pe-
[JIaMEHTUPYIOUIMX padoTy 1o 3a-
nMTe HHGOpMaIum.

OpPra’Hu3aliOHHO-PACTIOPAAUTEIBHBIX  J10-
KYMEHTOB, PErJIAaMEHTHPYIOMIHUX paboTy C
AIIEKTPOHHBIM JOKYMEHTOOOOPOTOM.

Baagern:

- HaBBIKAMH paboThI c
HOpMaTI/IBHI)IMI/I HpaBOBI)IMI/I
aKTaMH;

- METOAaMHU OpI‘aHI/ISaIII/II/I n
YIPABICHUS JIeSITENEHOCTBIO

ciyk0 3anuTel “HOpMAUU Ha
NPEIIPUATHH;

- MeToAaMu (popMUpOBaHus Tpebo-
BaHUi1 10 3a1uTe HHPOPMALIUH.

Baaneer:
- HaBbIKAMU PAOOTBI C HOPMATHBHBIMHU
HpaBOBBIMI/I aKTaMMU.

Il. COAEP’KAHUE U OFBEM JIUCHHUIIJIMHBI

€ YKa3aHMEM KOJMYeCTBA YACOB, BbIIEJIEHHBIX HA KOHTAKTHYIO pa0oTy 00y4arouuxcs
¢ nmpenoaasarteseM (10 BUAAM Y4eOHbIX 3aHATHII) 1 HA CAMOCTOSATEILHYI0 padoTy

Ounas popMma 00yueHust

AyIMTOpHBIE 3aHS-

Bcero Cam.
Ne HaumeHnoBaHue pa3ienoB U TeM 4acoB THA Pac
JIK 13 Jb )
Paznea 1. «OCHOBHbBIE IOHSITHS 3J1€KTPOHHOTO 16 4 8 4
JTOKYMEHTO0000pOTa»
1 | Tema 1. OcHoBHbIE IOHATUS U onpeneneHus. [lons- 8 2 4 2

THUS IOKYMEHT, J1€J0IPOU3BOJICTBO, JOKYMEHTO000-
POT, 3JIEKTPOHHBIE TEKCTHI, 3JIEKTPOHHBIN JOKYMEHT,
AJIEKTPOHHBIN JOKYMEHTOOOOPOT. ATpHOYTHI TOKY-
MeHTOB. Tumsl 1oKymMeHTooOOpoTa. PernmameHnt pa-
O0THI C TOKYMEHTAMHU.




Tema 2. ATpuOyThl TOKYMEHTOB. THIIBI TOKyMEHTO-
obopora. PernameHT paboThl C JOKyMEHTAMHU.

Pa3ne

J1 2. «Opranuszanus padoThl ¢ JOKYMEHTAMMI

16

oo

Tewma 3. JlokyMmeHTOOO0pOT. YueT oObeMa JOKyMEH-
Toobopora. OOpaboTka gOKyMeHTOB (0OpaboTka
BXOJIAILIUX JIOKYMEHTOB, 00paboTKa UCXOIAIINX J0-
KYMEHTOB, 00pa00TKa BHYTPEHHHX JOKYMEHTOB).
Peructpanus nokymentoB. opmbl perucTpanuu 10-
KyMEHTOB. Peructpamusi BXOISIIUX JTOKYMEHTOB.
Peructpanust ucxoasumx U BHYTPEHHUX TOKYMEH-
TOB. MlcloJIHEHME TOKYMEHTOB.

N

N

Tema 4. KOHTpOJb 3a UCIOIHEHUEM JOKYMEHTOB.
Cpoku ucnonHeHus: AokyMeHTOB. HoMmeHkiaTypa
nen. Bunel Homenknaryp nen. Coaep:kaHre HOMEH-
xiarypsl. @opmuposanue nen. IIpasuna u nopspok
dbopMupoBanus nen. XpaHeHHe Jell. XpaHeHue J0-
KYMEHTOB (CpPOKHM XpaHEHHUs IOKYMEHTOB, OIIpe/Ieie-
HUE CpOKa XpaHEHHsI JOKYMEHTOB). JKCIepTH3a
LIEHHOCTH JIOKYMEHTOB B JiejompousBocTse. [Ipo-
BEJICHUE SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB. JKC-
IIEPTHHIE KOMHUCCHUHU.

Pa3nes 3. «BHeapeHue cucTemMbl 3JIEKTPOHHOI'O 10KY-
MEHTO0000pPOTa»

16

5

Tewma 5. [logroroBurenpubiid dTar. O0ciHenoBanne 1
ONITUMHU3AIHS JJOKYMEHTO000POTA.

6

Tema 6. IloaroroBka TEXHHYECKOTO 3aJaHus. DTam
3aknroueHus noroopa. [loaroroBka wH(pacTpyk-
Typbl. MWHcTammsiuust cucrembl. Ortanm 0OydeHHS.
OmneiTHas skcrutyatanusa. Koppektuposka. Broa B
MIPOMBIIIIICHHYIO SKCIUTYaTalHIo.

Pa3neun 4. «Opranusanus 3J1eKTPOHHOT0 JOKYMEHT0000-

poTa»

23,8

12

5,8

7

Tema 7. Ucropus BHeapenus CO/I. Ilpasuna nemno-
npousBojicTBa. TpeboBaHus K HH(POPMALMOHHBIM
cucTeMaM  3JEeKTPOHHOIO  JTIOKYMEHTOOOOpoTa.
Oransl paboThl C TOKYMEHTaMH.

Tema 8. @ynknun COJI. Cucrema MapLIpyTHU3aLum.
IOpuanueckast 3Ha4MMOCTh TOKYMEHTA. DJIEKTPOH-
Has noanuck. Ilouckoseie 3amnpocsl. [lonoxenue o
CHCTEME MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO JTOKY-
MEHT0000poTA.

Tema 9. Texuuueckue TpeOOBaHUS K OpraHU3aLUU
B3aMOJECHCTBUS CUCTEMBI MEKBEJOMCTBEHHOIO
JIEKTPOHHOIO JOKYMEHTO000pOTa C CHUCTEMaMH
3JIEKTPOHHOTIO JIOKYyMEHTO00O0poTa  (peaepanbHbIX
opranoB wucnongHutenbHo Biactu. ['OCT «Cu-
CTE€MBI AIEKTPOHHOTO JJOKYMEHTO000POTay.

7,8

1,8

3auem

0,2

Hmozo 3a 6 cemecmp

72

18

36

17,8

UTOTO

72

18

36

17,8




OuHo-3204Has popma 00y4eHHS He peanu3yercs
3aouyHas popma 00yueHHs He peaaTu3yercs

I1l. OHEHOYHBIE MATEPUAJIBI IVIS1 TPOBEJEHUSI TEKYIIEA U
INPOMEXYTOYHOU ATTECTAIIMU OBYYAIOIIIUXCA 11O AUCHUITJIMHE

Texymias aTTectanus NpoBOAUTCA B (popme TecTa.
Tunosoii BapuaHT TecTa

1. DEeKTpOHHBIN JOKYMEHTOOOOPOT — 3TO:

1) MmaTepuanbHbIi 00BEKT, coAepKaluil nHpopMaIuio B 3aUKCUPOBAHHOM BUJIC U
CHeIMaIbHO MpeAHa3HAYEHHBIN JIJIs € Tepe/ladyl BO BPEMEHH U MPOCTPAHCTBE;

2) ABUKEHUE JTOKYMEHTOB B OpraHU3allMi ¢ MOMEHTA UX MOJIYYCHUS WU CO3/IaHUs
710 3aBEPIICHUS UCTIOJTHEHUS, OTIIPABKH a/IpecaTry WIH CJIa4d Ha XpaHEHUE;

3) BAEKTPOHHBIN JOKYMEHT - 3TO JOKYMEHT, B KOTOpOM HH(MOpMAIIs MPeICcTaBIeHa
B DJICKTPOHHO-IIU(PpOBOI Gopme.

4) oTpacib IeSITEIbHOCTH, OXBATHIBAIOIIAS BOMPOCKHI XPaHEHUSI U UCTIOJIb30BaHUS ap-
XUBHBIX JOKyMEHTOB.

2. Ha xakve mOKyMEHTOIIOTOKH JACIUTCS TOKYMEHTAITNS:

1) muceMa, paciopsiKeHus, JOrOBOPa;

2) 1oTroBOpa, TOKYMEHTBI OPTaHOB BJIACTH;

3) BxoasImue, UCXOIAIITNE, BHYyTPEHHNUE JOKYMEHTHI;

4) oOparteHus rpaxaaH (KaJIoObl, MPEIOKEHUS U 3asBJICHHUS ).

3. Peructpatiuisi 31I€KTpOHHBIX JOKYMEHTOB — ATO:

1) ycraHOBIIEHHE KOJIMUECTBA U COCTaBa apXMBHBIX JIOKYMEHTOB B €IMHUIIAX yUeTa U
dbukcanys TPUHAIICHKHOCTH KaXKI0W €IUHUIIBI yUeTa K ONPEIeICHHOMY KOMIUIEKCY U 00-
IEMY WX KOJIMYECTBY B YUETHBIX JIOKYMEHTAX;

2) BayKHEHIINI dTan paboThl C JOKYMEHTaAMH U OMPEENSIeTCs KaK 3alucCh yUYeTHBIX
JAHHBIX O JIOKYMEHTE 0 YCTaHOBJICHHOW (opMme, dukcupytomas GakT ero co3maaHus, oT-
MIPaBJICHUS WM MTOJTYYCHUS;

3) 3TO MaKCHMMalbHO PAMOHAIBLHOE COKpAIEHUE KOJIMYECTBA YETO-TH00 MyTeM
CTaHAApTHU3AIUH K eAuHON hopme;

4) opraHm3anys J0KyMEHTO000pOTa, XpaHEHHUS U UCIIOIh30BaHUS IOKYMEHTOB B Te-
KYIICH TeITeTbHOCTH YUPESIKICHHUS.

4. Yyer 10KyMEHTOB — 3TO:

1) BaxkHEeHIIMI 3Tan pabOTHI ¢ JOKYMEHTAMH U OTNPEACISICTCS KaK 3alliCh YUETHBIX
JAHHBIX O JIOKYMEHTE TI0 YCTaHOBJICHHON QopMme, pukcupyromias GakT ero co3aanus, oOT-
MIPaBJICHUS WM TTOTYUYEHUS;

2) ABWKEHUE TOKYMEHTOB B OpPTraHM3aIlMi ¢ MOMEHTA UX TMOJYYCHUS WU CO3/IaHMUs
710 3aBEPIICHUS] HCTIOJTHEHUS, OTIIPABKH a/IpecaTy WiW Ca4d Ha XpaHECHHE,



3) yCTaHOBJIEHHE U MPUMEHEHUE MPABUJI C LIEJBIO YIOPSAOUYEHUS IEATEIbHOCTH B
OIIpeIeICHHON 00JIaCTH Ha MOJIb3Y U IIPU YYaCTUH BCEX 3aMHTEPECOBAHHBIX CTOPOH, B 4aCT-
HOCTH, JUIsl JOCTH>KEHUS BCEOOIEH ONTUMAIbHON SKOHOMMHU MPU COOJIIOIEHUU (DyHKIINO-
HaJIBHBIX YCJIOBUI U TpeOOBAaHUI TEXHUKU O€3011aCHOCTH;

4) ycTaHOBJIEHHE KOJIMYECTBA U COCTaBA APXMBHBIX JOKYMEHTOB B €IMHUIIAX YUETa U
(ukcanus NpUHAIEKHOCTH KaX/10M €AMHULIBI yyeTa K OIPEICIEHHOMY KOMILIEKCY U 00-
IIEMY MX KOJIMYECTBY B YUETHBIX JOKYMEHTAaX.

5. Kakue popmbl perucTpaiiuu 10KyMEHTOB CyIIECTBYIOT?

1) ’KypHanbpHas, KAPTOYHASA U ABTOMATU3HPOBAHHAS;

2) UEeHTpaNU30BaHHAas, ACIICHTPAIN30BAHHAS, CMEIIIaHHAs,

3) y4eT N1OKyMEHTOB, KOHTPOJIb 32 UX MCIIOJIHEHHEM, CIIPaBOYHAsl paboTa Mo JOKY-
MEHTaM;

4) anp00MHas1, KHUKHAS.

6. JIOKyMEHTOIIOTOK UCXOALINX JOKYMEHTOB COCTABIISAIOT:

1) oTBETHBIE U MHULIMATUBHBIC TUCHMA;

2) nucpMa, aKThl, IPUKA3bL;

3) moCTaHOBIIEHUS, PELICHUS, PACTIOPSIKEHUSI, TPUKA3bI, MUCbMA U T.IL.;

4) NOKyMEHTHI MOABEAOMCTBEHHBIX OpraHU3allui, MPUCHUIAIOIINX MEPBUYHYIO OT-
YETHO-YYETHYIO JOKYMEHTALMIO U Pa3JIUYHOr0 POJIA 3alpOCHI.

7. O6BEM JOKYMEHTO000pOTa — 3TO:

1) 3TO MakcUMalbHO PAIMOHAIIBHOE COKPAILEHHWE KOJIMYECTBA YEro-mbo MyTemM
CTaHAapTU3ALMU K eAUHON popme;

2) MaTepuanbHbIil 00BEKT, COAEPKAMNA HHPOPMALIKIO B 3a()UKCUPOBAHHOM BHUJIE U
cHenuaIbHO NMpeAHa3HAYEHHBIN 1715 €€ Iepelayi BO BPEMEHH U POCTPAHCTBE;

3) ycTaHOBIIEHUE KOJIMYECTBA U COCTaBAa APXHUBHBIX TIOKYMEHTOB B €IMHUIIAX YUYeTa U
(duKkcalys TpUHAIIECKHOCTH KaXA0W €IMHUIIBI YUE€Ta K ONPEIEeICHHOMY KOMIUIEKCY U 00-
IIEMY UX KOJIMYECTBY B YUYETHBIX JIOKYMEHTaX;

4) KOIM4YECTBO TOKYMEHTOB, I10 CTYNUBIIUX B OPraHU3aLMIO U CO3[IaHHBIX €10 B Te-
YEHHUE OINPEIEIICHHOIO IIEPUO0/Ia BPEMEHH, KaK IPABUIIO, TO/A.

8. JlokymeHT — 3T0:

1) 370 IpaBOBOM AKT PYKOBOJAUTENS OPraHU3alMi WIHM €T0 3aMECTUTEIIEH, COlepKa-
UK 00sA3aTeNbHbIE MOPYUYEHUs AJI1 MOJYMHEHHBIX CTPYKTYPHBIX MOJpa3esieHuH, TOJIK-
HOCTHBIX JIMII U PSIIOBBIX paOOTHUKOB;

2) maTepuanbHbIil 00BEKT, COAEpKALMNA HHPOPMaALIKIO B 3a()UKCUPOBAHHOM BHUJIE U
crenuaIbHO MpeAHa3HAYEHHBIN JIJIs €€ Tiepe/ladyi BO BPEMEHH U MPOCTPAHCTBE;

3) COBOKYMHOCTb (pOPMAJIbHBIX JIEMEHTOB B COCTABE CJEJKHU WM IOKYMEHTa, OTCYT-
CTBUE KOTOPBIX JIMIIAET CAEIKY WIH JOKYMEHT IOPUINYECKON CUJIBI;

4) MozieNb MOCTPOCHUSI JJOKYMEHTA, YCTaHABIMBAIOIIAsl 001acTh TpUMEHEHUs, pop-
MaThl, pa3Mepbl MoJei, TpeOOBaHUS K MOCTPOCHUIO KOHCTPYKIIMOHHOW CETKA U OCHOBHBIE
PEKBU3HTHI.

9. Jlenonpous3BoICTBO — ATO:

1) oTpacib aeATeNIbHOCTH, OXBATHIBAIOIIAS BOIIPOCHI XPAHEHUS U UCIIOJIb30BaHUS ap-
XUBHBIX JOKyMEHTOB;



2) oTpaciib AEATETbHOCTH, 00ECIeUnBaIONIasl JOKYMEHTHPOBAHUE U OPTaHHU3AIHI0
paboThI ¢ OpULIHATBHBIMU JOKYMEHTaMH;

3) IUCUMIUIMHA, U3y4Yarollas CTPYKTYpy M oOLIie CBOMCTBA HAYYHOU MH(OpMaLnH,
a TakKe 3aKOHOMEPHOCTH €€ CO3/IaHus, IPeoOpa3oBaHus, MEPEAAYN U UCIOJIb30BAHUS B
pa3IMyYHBIX cepax YeIOBEUECKOHN NeATEIbHOCTH;

4) 510 Hayka 00 0OIIECTBE, CUCTEMAX, COCTABISAIOLIUX €0, 3aKOHOMEPHOCTAX €ro
(YHKIIMOHUPOBAHHUSA U PA3BUTHS, COLIUAIBHBIX HHCTUTYTaX, OTHOIIEHUSAX U OOLIHOCTSX.

10. KT0o MO€T OCyIIeCTBISATh IEPBOHAYATBHBIN MTPHEM U 00pabOTKY TOKYMEHTOB:

1) cekperaps;

2) TUPEKTOP;

3) HayaJIbHMK OTJIENa KaJpOB;

4) cienmanbHOE Moapaszaenenne caykowl [0V, padotauk ciyx0s1 JIOY nmu cexpe-
Tapb PyKOBOJUTES.

HpOMe)KYTOLIHa}I arrecranusa 06yqa}om1/1x051 OCYHICCTBIIACTCA B q)opMe 3a4cTra C HC-
IMOJIb30BAHUCM CJIICAYIOINUX OLCHOYHBIX MATCPHUAIIOB: nE€peUerHb 60NPOCO6 K 3a4enty.

Bomnpocsl k 3auery
(6 cemecTp, ouHast popma 00yUeHNs )

[TonsiTe nOKyMeHTa, TOKyMEHTOO00pOTa U MOTOKA JJOKYMEHTOB.

[{enu BHepEeHUS 3IEKTPOHHOTO JOKYMEHTOO0O0pOTA.

TenaeHMN pa3BUTUS CUCTEM AJIEKTPOHHOIO JOKyMeHTooOopoTa. PeiHok CO/I.

CranaapTbl B 00J1aCTH 2JIEKTPOHHOTO AoKyMeHTooOopoTa (EDI).

Mecto CO/] B nH(pOpMaMOHHON cUCTEME MTPEANPUATHS.

Tuner COJI. Cucrtema nenonponu3BOICTBA U CUCTEMA JIEKTPOHHOTO TOKYMEHTO-

obopora.

7. Knaccudukanuus aBTOMaTU3UPOBAHHBIX CUCTEM JEIOMPOU3BOACTBA U JIEKTPOH-

HOTO JIOKYMEHTO000pOTA.

Tunbl TEXHOJIOTHI SJIEKTPOHHOTO yIpaBieHus JokyMeHTamu (DY ]1).

9. HoxymeHT B nH(pOpMAIIMOHHOM cucTeMe. TUIIbl TOKYMEHTOB B MH(POPMAITMOHHOM
cucTeMe: OyMakKHbIH JOKYMEHT, 00pa3 JOKYyMEHTa, SJEKTPOHHBIA JTOKYMEHT,
CTPYKTYpUpPOBaHHbIE JOKYMEHTHI, XML — nipeacrasieHue.

10.Cneunduka nokymenta B CO/I. CrnoxxHble TOKyMEHTHI. JJOKYMEHT B JIEJIOMPOU3-
BOJICTBE.

11. Hoxyment B CO/. Poxxnenue. Ctanosnenue. [lyOnukaius. ApXuBUpOBaHUE.

12.TToanepskka >kM3HEHHOTOo 1MKIiIa B pa3nuudbix COJI. Xpanunuiie aTpuOyToB J0-
KYMEHTOB. XPaHWINILE CAMUX JTOKYMEHTOB.

13.Konrnenuuu 6e30yMakHOM TEXHOJOTUH YIIPABIICHHUS.

14. TunoBsie koMnoHeHThl COJI: xpaHuuie KapTouek (aTpuOyTOB) JOKYMEHTOB;

XpPAaHWIKIIE JOKYMEHTOB; KOMIIOHEHTBI, OCYILECTBIIAIONINE OU3HEC-JIOTHKY CH-

CTEMBI.

ook whE
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HBIN.

menus: 01.09.2020). — ISBN 978-5-7782-1829-1. — TekcT : 3JI€KTPOHHBIM.

15.Komnonentsl pynkunoHansHoctd CIJl. YmpaBieHue NTOKyMEHTaMU B XpaHU-
muie. Ilonck noxkymeHToB. MapuipyTusanus U KOHTPOJb HCHonHeHus. Ot-
4eTbl. AIMUHUCTPUPOBAHHUE.
16.Metoasl cOpTUPOBKU JOKYMeHTOB B CO/I.

17.0cunoBublie pynkiuu COJI. Tunossie TpedoBanus k CO/I.
18.1IpenMy1iecTBa BHEAPEHUSI CUCTEMBI JIEKTPOHHOTO IOKYMEHTOO00POTA.
19.11prunHbl aBTOMaTH3aUK. BEIOOp cUCTEMBI aBTOMAaTU3alluu. APXUBBI JJIEKTPOH-
HBIX JIOKYMEHTOB
20.KoMmnoHeHTbI 000pyI0BaHHUsI JIJIsl POBEACHUS BUICOKOH(DEPEHITHIA.

IV. IEPEYEHD JIUTEPATYPBI, HEOBXOJINUMOW JUISI OCBOEHMS
JUCHUATIIMHBI

1.

2.

4.1. OcHoBHasI JIUTEPATypa

1. OcHOBBI TPOEKTHUPOBAHUS CHUCTEM OHJIEKTPOHHOTO JIOKYMEHTOOOOpOTa: ydeOHOoe
anektponnoe uznanue / M.H. Kpacusuckuii, C.B. Kapnymkun, A.Jl. O6yxoB u ap. ; Tam-
OOBCKHI roCyIapCTBEHHBIN TeXHUYECKUI YHUBEpcUTeT. — TamOoB : TamOOBCKHit rocymap-
cTBeHHbIN TexHudyeckuit yausepeuret (TTTVY), 2018. — 81 c. : cxem., wi. — Pexum noctymna:
no noanucke. — URL.: https://biblioclub.ru/index.php?page=book&id=570397 (nara o6pa-
mennst: 01.09.2020). — bubauorp. B ku. — ISBN 978-5-8265-1935-6. — TekcT : 27€KTPOH-

4.2. lonosHUTEILHAS JIUTEPATYpPa

KonpunenunanbHoe ne10mpor3BOACTBO U 3AIUIICHHBIA 3JIEKTPOHHBIA JTOKY-
MEHTO000pOT : yueOHuk / A.I'. ®abpuunos, A.C. [Iémymikun, T.B. Konnpamosa, H.H. Ky-
HsieB. — Mockaa : Jloroc, 2011. —452 c. — (HoBas ynuBepcurerckas Oubianoreka). — Pesxxum
J0CTyna:
URL.: https://biblioclub.ru/index.php?page=book&id=84996 (ngara
01.09.2020). — ISBN 978-5-98704-541-1. — TekcT : 3J€KTPOHHBIIA.
Munun, U.B. 3amura koHpuaeHnanbHoN HHGHOPMAITIH TIPU AIEKTPOHHOM JI0-
KyMeHTooOopoTe : yuebnoe nocooue / U.B. Munun, O.B. Munun. — HoBocubupck : HoBo-
CUOMPCKUI rOCYJapCTBEHHBIN TexHuUeckuit yuusepcuret, 2011. — 20 ¢. — Pexum noctymna:
no noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=228779 (nara o6pa-
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IMTOAITMCKE.

oOparieHus:

V. IIEPEUEHb PECYPCOB UH®OPMAINMOHHO-TEJJIEKOMMYHUKAILIU-
OHHOMU CETU «<MHTEPHET», HEOBXO/IUMBbIX /IJIS1 OCBOEHUA TUCIIU-

nopraJj. Bkiaoyaer

INJIMHBI
Ne Ccplika Ha HaumeHnoBaHue pa3padoTku
nn . . HJocrynHocTh
HHPOPMALMOHHBII pecypc B JICKTPOHHOI1 opme
1. http://edu.ru/ Poccuiickoe oopa3oBa-
Hue: PegepajbHbIN CB0OOAHBIH JOCTYI



https://biblioclub.ru/index.php?page=book&id=570397
https://biblioclub.ru/index.php?page=book&id=84996
https://biblioclub.ru/index.php?page=book&id=228779
http://edu.ru/

CCBUIKM Ha TMOpTalbl H
caiThl 00pa30BaTEILHBIX
YUpEKIACHUM; rocyuap-
CTBEHHBIC 00pa30BaTEIIb-
HBIE CTAaHAAPThI, HOpMa-
THUBHBIC TOKYMEHTHI; Ka-
TaJor dKCKypcuil u 00y-
YAIOIIUX TPOTPAMM.

http://citforum.ru/database/osbd/contents.shtml

WNudopmannoHHo-aHAIN-
THYECKHE MaTepUalIbI

CBOOOAHBIN TOCTYIT

V1. COBPEMEHHBIE IPO®ECCHUOHAJIBHBIE BA3bI IAHHBIX
N UHOOPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI

1. | http:/Awww.biblioclub.ru | S1eTeMa (9BC)

JIalH

DNeKTPOHHO-OMOIMOTeYHAs

YHuBepcurerckas OMOINOTEKa OH-

Perucrpanus yepes Jiro-
00l YHUBEPCUTETCKUI
KOMIIBIOTED.

B nansneiiem npeno-
CTaBJISICTCS HEOIPAHUYECH-
HBI NHAVBUAYAJIbHBIN
JOCTYII U3 JII0O0M TOUYKH,
B KOTOPOM MMeEETCs 10-
cTyn K cetu MHTepHeT

Www.garant.ru

WudopmannoHHO-TIpaBOBO#i mopTat

CB0OOHBIH JOCTYN

Poccuiickuit nHMOpMaAITMOHHBIN TTOP-
3. | www.elibrary.ru TaJ B 00JIACTH HAYKH, TEXHOJIOTHH,
MEIHUIMHBI M 00pa30BaHus

CB0OOHBIH JOCTYT

4, www.consultant.ru

Poccuiickas komnbproTEpHAs Cripa-
BOYHO-IIPABOBAasi CUCTEMA

CBoboaHbIi JocTyn

VIl. JUOEH3UMOHHOE U CBOBO/JIHO PACITPOCTPAHSAEMOE
IHPOI'PAMMHOE OBECIIEYEHHUE

[Tpu peanuzanuu ydeOHOW AUCITUTUTMHBI IPUMEHSIETCS CIICTYIOIIee JTUIICH3MOHHOE U CBO-
00/THO pacIpoCcTpaHsIeMOe TPOrPaMMHOE 00ECTICUCHHE:

- Microsoft Windows;
- Microsoft Office;
- Libre Office u nmp.

ViIl. OBOPYJAOBAHUE U TEXHUYECKHUE CPEACTBA OBYYEHMUSI,
HEOBXOJAMUMBIE IS OCYIIECTBJIEHUSA OBPA3OBATEJIBHOT'O
MHNPOLECCA IO JUCHUIIJTIMHE

VYyeOHble 3aHATHS TPOBOJATCS B Ay AUTOPHUSAX, YKOMIUIEKTOBAHHBIX CIIELUATU3U-
POBaHHOI MeOEJbIO, B TOM YUCJIE CTAlMOHAPHBIMU WM NIEPEHOCHBIMU TE€XHUYECKUMHU
cpelncTBamMu 00yueHus (IPOEKTOp, IKpaH, KOMIIBIOTEP/HOYTOYK).
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http://www.biblioclub.ru/
http://www.garant.ru/
http://www.elibrary.ru/
http://www.consultant.ru/

JlaGopatopHble 3aHATHS, TPYIIOBbIE U UHAUBUAYATbHbIE KOHCYJIbTAIH, TEKY-
mas ¥ MPOMEXKYTOYHAS aTTECTALMU POBOJSATCS B CHEIMAIN3UPOBAHHBIX KOMITBIOTEP-
HBIX Ki1accax. [lepeyeHb OCHOBHOTO 000pYAOBaHUS: aBTOMAaTH3UPOBaHHbIE pabovne Me-
CTa C KOMIBbIOTEpaMH, MporpaMMHOe oOecreueHne oOmero M mnpohecCHOHAIBHOTO
Ha3HAuYCHUSI.

CamocTosiTenbHast paboTa IPOBOAUTCSA B KAOMHETAX, OCHALLEHHBIX KOMIIbIOTEP-
HOW TEeXHHKOW C BO3MO>KHOCTBIO MOJKIIIOUEHHUS K ceT «MHTepHeT» U obecrieueHuem
JIOCTYIIA B 3JIEKTPOHHYIO HH(POPMALIMOHHO-00pa30BaTEIbHYIO CpEy YHUBEPCUTETA.

[TpemycMoTpeHbl MOMEIISHHS ISl XpaHEHUS U TPO(UIAKTHIECKOT0 00CTyKUBa-
HUSl y4eOHOTrO 000pyI0BaHUS.
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