AHHOTAUUA K padoveil mporpaMMe TUCHMILIAHBI
b1.B.04.01 OCHOBBI 2JEKTPOHHOI'O JOKYMEHTOOBOPOTA
B OPTAHU3ALIUAN

O6bem TpynoemkocTu: 144 yac. = 4 3a4eTHBIC €TUHUIIBI

Heap aucuunauHbl. «OCHOBBI 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa B OpraHU3aIMK»
SBJISICTCS  TOATOTOBKA CIyIIaTeJIe TI0 OCHOBHBIM BOMNpPOCAM TEOPHUU U NPAKTHKH
MPOSKTUPOBAHUS U UCTIOIB30BAHUS CUCTEM AJIEKTPOHHOTO JOKYMEHTOO0OPOTa B OpraHU3aIUsIX.

Heau n3yvyeHust TUCHUTITHHBI:

1) ¢opmupoBaHMe  HAy4YHOTO  MpPEJACTaBICHHE O  CTPYKTYpe W OCHOBax
(YHKIIMOHUPOBAHUS CUCTEM DJIEKTPOHHOTO JJOKYMEHTO000POTa, UX COBPEMEHHOM COCTOSTHUU U
MIEPCIICKTHBAX Pa3BUTHS;

2) mnpHOOpETEeHHE 3HAHHM O KOHIIEMIIUAX, JCKAIIUX B OCHOBE HMH()OPMAIHOHHBIX CHCTEM
JIOKYMEHTO000pOTa;

3) oBnameHWEe WMHCTPYMEHTAMH UM TEXHOJOTHSAMH CO3JaHHs, MAapUIpyTU3AlUd U
apXUBHUPOBAaHUSI TOKyMEHTOB B CO/I;

4) mnpuoOpeTeHHE MPAKTHYECKMX HABBIKOB PaOOTHI ¢ KOHKPETHBIMU IPEICTABUTEIISIMU
CUCTEM 3JIEKTPOHHOTO JOKYMEHTOO00pOTa OpraHU3aIiH.

JluctumuinHa ~ paccMaTpUBAaeT — OBOJIOLNMIO  Pa3BUTHS ~ CUCTEM  DJIEKTPOHHOTO
JIOKYMEHT0000pOoTa, MeToAbl cOopa, cucreMaTusaluud U xpaHeHus uHpopmanuu B COJI, ux
MPEUMYIIECTBA B CPAaBHCHWH C TPATUIIMOHHBIMH METOJaMHu JejornpousBojactBa. Ocoboe
BHUMaHUE YAENSETCS M3YYCHHIO KOHLEMIUI 0e30yMa)XHOTo JETONpPOU3BOICTBA M MEPEeXoa K
AJIEKTPOHHOMY JIOKYMEHTAIIHOHHOMY COIPOBOXKIACHHIO TIPOIIECCOB YIPABICHUS KPYITHBIMU
COLIMAIbHO-3KOHOMHYECKUMHU CHCTEMAaMHU.

3aga4u AUCHHUIINHBI

s nocTrkeHus nene pemaroTes CIeyIUe 3a1a4l U3y4eHUS JUCIUIUINHBL:

Teopemuueckas kKomMnonenma

1) wu3yYeHHe OCHOBHBIX TEXHOJOTUI TOKYMEHTHPOBAHMUS,

2) W3ydYeHHWE OCHOBHBIX TEPMHUHOB B OOJACTH JIIEKTPOHHOIO JOKYMEHTOOOOpOTa W
JeNIONIPOU3BO/ICTBA;

3) wu3ydeHHe METOAMK (GOPMHUPOBAHUs TPeOOBaHHH M BHIOOPA CHCTEM 3JIEKTPOHHOTO
JOKYMEHTO000pOTa JUIsl OpraHNU3aLUY;

4) wu3ydeHue MeToJ0B aHaim3a pbiHka CDJ] W mporpaMMHBIX mIarhopM Ui HX
peanu3anum.

Ilo3nasamenvnas komnonenma

5) mW3ydYeHHE OBOJIOUUHM PA3BUTHA CHCTEM OJJEKTPOHHOIO JOKYMEHTOOOOpOTa W
KOHLEMNIHUI TOKyMEHTUPOBAHUSI YIIPABIEHYECKON JESATEIBHOCTH;

6) dopMupoBaHUE MPEICTABICHUS O METOIOJIOTUYECKUX OCHOBAX CO3JIAHMUS TIOJICUCTEMbI
JIeNIOTIPOU3BO/ICTBA Ha 0a3e MH(POPMAITMOHHBIX TEXHOJIOTUH;

7)  W3y4YeHHe METOIUKH (HPOPMHPOBAHUSI MOJCUCTEMbI HHPOPMAIIMOHHOTO 00ECICUCHHUS
B CUCTEME MEHEPKMEHTA IPEPUITHS;

IIpakmuueckas komnonenma

9) ymenue chopMyIMpoBaTh TPeOOBAHUS K CUCTEME AJIEKTPOHHOIO TOKYMEHTO000pOTa
KOMIIaHUM;

10) ymeHue npoBOAUTH CPAaBHUTEIbHBIN aHAIN3 U BBIOOP MporpaMMHbIX cpeacts CO/I;

11) npuoOpeTeHne onbiTa perieHus MPaKTUYECKUX 3a]1a4 CPEICTBAMU CUCTEM
3IIEKTPOHHOI0 IOKYMEHTO000pOTAa;

12) npuoOpeTeHne HaBbIKOB paboThl B KOHKpeTHBIX CO/I.

MecTo iucuunIuHbI (MO1YJIs1) B CTPYKTYpe 00pa30BaTe/IbHON IPOrpaMMbl



Juctunnmnaa «OCHOBBI AJIEKTPOHHOTO JTIOKYMEHTOOOOpOTa B OpraHU3allMu» OTHOCHUTCS K
bnoky Juctummuasl (Moaynu), (GopMupyemMoil y4acTHHKOM OO0pa3oBaTEIbHBIX OTHOIICHHMA
Monynb 4 "LludpoBbie TEXHOIOTUN B yIPABJICHUH TOKYMEHTAIMEH" y4eOHOTO TIIaHa.

N3yuaercsa B 7 cemMecTpe Ha ouHOU popme oOydeHus, 6a3upyercsi Ha 3HAHUAX, YMEHUSIX U
HaBbIKaX, IIOJYYEHHBIX Ha TEpPBBIX TpeX Kypcax NOArOoTOBKU. B cBoro ouepenb oHa
o0ecrieunBaeT M3y4YEHUE CIEAYIOLIUX AUCLUIUIMH: OJEKTPOHHBIE apPXUBBI U  apXUBHBIN
ayrcopcunr, LudpoBrie TexHONOrMM B JOKYMEHTOBEACHUU U apxuBoBeneHUU, OCHOBBI
KOHTPOJILHOHM JIEATETLHOCTH B JOKYMEHTOBEICHHH M apXUBOBEICHHH, TEXHOIOTUU OLU(PPOBKU
U PETPOKOHBEPCHS TIOKYMEHTOB U JP.

VYuyebHast mnporpamMma AMCUUIUIMHBL «OCHOBBI 3JEKTPOHHOTO JIOKyMEHTOOOOpOTa B
OpraHu3almy MpeycMaTpUBaeT MpoBeACHHE 3aHATUI B hopMe JeKIni, 1a00paTOpHBIX padoT,
IIPAKTUYECKUX 3aHATUH. OHa NOArOTOBJIEHA B COOTBETCTBUU TPEOOBAHUAMHU, IIPEIbSIBICHHBIMU
¢ tpeboBanmsimu PI'OC BO 3++. JlocTmkeHHE LIETU CONMPOBOXKIACTCS PACKPBITHUEM TEpPeT
CTyAeHTaMH (YHJAMEHTAJIBHBIX 3HAHUM B OOJIACTSAX CBS3aHHBIX C CHCTEMaMH AJIEKTPOHHOTO
nokymentoobopota (CO/]), koTopbie BcieACTBUE HEMPEPHIBHOIO OOHOBIIEHUS M W3MEHEHUS B
amnmapaTHbIX CpEJICTBaX HAaXOOIT BaXHOE MeECTO B (HOpMUPOBAHMHM HH(POPMALMOHHO-
TEXHOJOTMYECKOr0 TMOTEHIMala MPEANPHUATHS, YTO O0O0ECIeYUT MPOYHOE U CO3HATEIbHOE
OBJIaJICHUE CTYJIEHTAaMH OCHOBAMHU 3HAaHUHN O Ipoleccax MOJIYYEHHs, XpaHEHUs, Nepeladd U
npeoOpazoBanus uHpopmarnuu. 3Hanus noctpoerus CI/1, pa3paboTku, aIMUHUCTPUPOBAHUS U
TEXHOJOTHHU JOCTyIla HEOOXOIUMO I ycIexa JH00ro CHeruaiucTa Mo WH()OPMAIMOHHBIM
cuctemaM. llepen cryneHTaMu pacKpbIBalOTCS 3HAYEHUS HMH(DOPMAIMOHHBIX 0a3 JaHHBIX B
pa3BUTUHU COBpeMEHHOro oOmiectBa. B Xxome 00ydeHMsI CTyAE€HTHI JIOJDKHBI Haydarcs
CO3HATENbHO U PAllMOHAIILHO HCIOJIB30BaTh BO3MOXKHOCTHU, MPEJOCTABISEMbIE KOMIIBIOTEPHOMN
TEXHUKOM, JJIs PELIEHUs pa3HOOOPa3HbIX YIPaBICHUECKUX 3a/1a4.

Ilepeyenb muIaHMpyeMbIX pe3yabTAaTOB OO0y4YeHHs] MO JUCHUILUIMHE (MOAYJIIO),
COOTHECEHHBIX C INIAHUPYEMBIMH Pe3yJIbTATAMH OCBOCHHA 00Pa30BaTEJIbHON MIPOrpaMMBbI

W3ydeHue naHHOW yueOHON JUCIMILIMHBI HAIIPaBJIEHO HAa (pOpMHUpOBaHUE Y 00yUaOIIUXCs
CIIEYIOIIMX KOMIIETEHIINMN:

Pe3ynpTatel 00yueHus MO AUCHIUTIIIMHE
(3Haem, ymeem, e1adeem (HABbIKU U/UNU ONbIM
OdesimenvbHOCmL))

Koxa u HaumeHnoBaHue
WHJUKaTopa™

ITK- 4 Cnoco0eH ocymiecTBJSATH Pad0ThI MO0 NPOCKTHPOBAHUIO M BHEJPECHHIO CHCTEMBbI
JJIEKTPOHHOI0 [JOKYMeHT000opora B chepe AOKYMEHTALMOHHOIO YIpPaBJICHUS
OpraHu3anuu

NIIK- 4.1. YuacTtByert B pabote
MO MPOEKTUPOBAHUIO U
BHCOPCHHUIO CUCTCMBbI
AIIEKTPOHHOTO
JTIOKyMeHTOo00O0poTa B chepe
JIOKYMEHTAI[MOHHOTO YIIPaBJICHUS
OpTraHu3aIuu

3HaeT CUCTEMBI AJIEKTPOHHOTO JJOKYMEHT0000poTa

YMmeer  pabotaTh ¢ cHCTEMaMH  DIIEKTPOHHOTO
JIOKYMEHT0000pOTa

Brnaneer cucremamu 31€KTPOHHOTO JIOKYMEHTO00OpOTa B
cdepe TOKyMEHTAlMOHHOTO YIPaBIEHUs OpraHu3alun

HNIIK- 4.2. CniocoOeH NpUMEHSTh
CHCTEMBI DJIEKTPOHHOTO
JIOKYMEHTO0000poTa B cepe
JOKYMEHTAIMOHHOTO yTIPABIICHUS
OpraHu3aIuu

3HaeT TPUHIUITBL MPOEKTHUPOBAHHUS cucTeM
HIIEKTPOHHOTO IOKYMEHT0000pOoTa

Ymeer BHE/IPSATH CHCTEMBI 3JIEKTPOHHOTO
JIOKYMEHT0000poTa

[TpuMeHsieT cHUCTEMBI AIIEKTPOHHOIO JOKYMEHT0000poTa
B chepe TOKYMEHTAIlMOHHOTO YIPaBJIeHHs OpraHu3aluu

Coaep:xxaHue TMCUMIINHBI:

Pacnpenenenne BuaoB yueOHOM pabOThI U MX TPYIOEMKOCTH IO pa3jieiaM AUCHUIUINHBL.




Pasnensl (TeMbI) AUCIUIUTMHBL, H3y4YaeMble B 7 cemectpe (ouHast popma 00yUeHMs)

KonnuecTBo 4acos
Bueaynu-
Ne HammenoBanwme paznenos (Tem) AyaaTopHas TOpHast
Bcero pabota
pabora
JI 113 JIP CPC
1. BBC,I[CHI/IC. OCHOBBI OpraHu3anuu 3JICKTPOHHOI'O 22 4 4 4 10
JIOKYMEHT0000pOoTa
2. |Kiaccel cuctem 3JeKTPOHHOTO IOKYMEHTO000poTa 22 | 4 4 4 10
3. Opranu3anus CUCTEMBbI JIEKTPOHHOTO 32 4 4 4 20
JIOKYMEHTO000pOTa
4. |Coenuduxka BHeapenusi COJ1 B Kopriopauu 30 | 4 4 6 16
HUTOI'O no pasdenam oucyuniurol 106 | 16 16 18 56
Kypcosas pabora
KoHnTpoanb camocrosTenbHoil pabotsl (KCP) 2
[Tpomexyrounas arrecrauusi (MKP) 0,3
[ToaroToBka K TeKylieMy KOHTPOJIIO 35,7
OO61mas TpyJ0€MKOCTh MO JUCIUILTUHE 144

[Tpumeuanue: JI — nekmum, 113 — mpaktudeckue 3aHatus / cemuHapel, JIP — maGopaTopHbie
3anatus, CPC — camocrosiTenbHas paboTa cTyneHTa

KypcoBbie padoThlI 110 AUCHUIIIMHE HE TPEyCMOTPEHbI
dopMa NpoBeeHUs] ATTECTANUM MO TUCHUILIHHE. YK3aMEeH

ABTOP: JOUEHT Kadeapbl 001Iero, CTpaTerHiecKoro, MHPOPMAIMOHHOTO MEHEKMEHTA
OM3HEC-TIPOIIeCCOB, KaH. SKOH. HayK, TOUeHT MupomHnueHKo M.A.



