AHHOTAUUA K padoveil mporpaMMe TUCHMILIAHBI
b1.B.04.01 OCHOBBI JIEKTPOHHOI'O JOKYMEHTOOBOPOTA
B OPTAHU3ALIMN

O0bem Tpynoemkoctu: 144 yac. = 4 3aueTHbIC €IUHULIBI

Heab aucuumianHbl: «OCHOBBI 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa B OpraHM3alldn»
ABJIAETCS IOJArOTOBKA CIylIaTeJed [0 OCHOBHBIM BOIIpOCaM TEOPUU U IPAKTUKU
IPOEKTUPOBAHUS U UCIIOIb30BAHUS CUCTEM JIEKTPOHHOTO IOKYMEHTO000pOTa B OpraHU3aIHsIX.

enn u3yveHusi AMCUMIIMHBI:

1) ¢dopmupoBaHune  HaydyHOro  MpPEACTAaBICHHE O  CTPYKType W OCHOBax
(YHKIIMOHUPOBAHUS CUCTEM DJIEKTPOHHOTO TOKYMEHTOOOOPOTa, UX COBPEMEHHOM COCTOSTHUH U
NIEPCIIEKTUBAX PA3BUTUS;

2) TpUOOpETEeHHE 3HAHHI O KOHIEMIUSIX, JICKAIIUX B OCHOBE HH()OPMALIMOHHBIX CUCTEM
JIOKYMEHTO000pOTa;

3) oBnameHWE MHCTPYMEHTAaMH W TEXHOJOTHMSMH CO3JaHMs, MapUIPYTH3alUUd U
apXUBUPOBAHUS TOKYMEHTOB B CO/;

4) npuoOpeTeHUE NMPAKTUYSCKUX HABBIKOB PAa0OTHI C KOHKPETHBIMH IPEICTABUTEISIMU
CHCTEM 3JIEKTPOHHOTO IOKYMEHTO000pOTa OpraHU3altu.

JucuumimHa ~— paccMaTpUBAaeT — JBOJIOLMIO  Pa3BUTHSL  CUCTEM  BJIEKTPOHHOIO
JIOKYMEHTO000pOTa, METOAbI cOOpa, cUCTeMaTu3aluu U XpaHeHus uHpopmauuu B COJI, ux
NpeuMyIecTBa B CpPaBHEHHH C TPAAUIMOHHBIMA METOJaMH JAenonpou3BojacTea. Ocoboe
BHUMaHHE YJAEISEeTCS M3YUYEHUIO KOHLENUUN 6e30yMa’kHOro JIeNONpPOM3BOJICTBA M Iepexoaa K
AIIEKTPOHHOMY JIOKYMEHTAllUOHHOMY COIPOBOXACHUIO IIPOLIECCOB YIPABIEHUS KPYIHBIMU
COLIMATIbHO-D)KOHOMHUYECKUMU CUCTEMAMH.

3agauu AMCHMIIMHBI

Jlia nocTrkeHus Leed penaroTcs CISAYOIUE 3a1a4d U3yYEeHUs JUCIUIIIINHBI:

Teopemuueckas kKomMnonenma

1) wu3y4YeHHE OCHOBHBIX TEXHOJOTHI TOKYMECHTUPOBAHHUS;

2) W3y4YCHUE OCHOBHBIX TEPMHHOB B OOJIACTH AJIEKTPOHHOTO JOKYMEHTOOO0OpOTa W
JIEJIONIPOU3BO/ICTBA;

3) wu3ydyeHHe METOAMK (OPMUPOBAHUS TPEOOBAaHHH M BBHIOOPA CHUCTEM 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa JUIsl OpraHU3alluY;

4) wu3ydyeHume MeTolOoB aHanmu3a pbiHKa CDJ] W mporpaMMHBIX IUIaTGOPM ISl KX
peann3anny.

llosnasamenvrnas komnonenma

5) wu3ydeHHE OBOJIONMH PA3BHTHS CHUCTEM JJIEKTPOHHOTO JOKYMEHTOO0OpOoTa |
KOHUEMNINI TOKyMEHTUPOBAHUSI YIIPABJIEHYECKON JeSITENbHOCTH;

6) dopmHpoBaHUe NPENCTABICHUS O METOIOIOTHIYECKUX OCHOBAX CO3/IaHHUS TTOICHCTEMbI
JIEJIONPOU3BO/ICTBA Ha 0a3e MH(POPMAITMOHHBIX TEXHOJIOTHIA;

7)  u3ydyeHHe METOAUKH (HOPMUPOBAHHS TOJCHCTEMbI HHPOPMALIMOHHOTO 00eCTIeUeHH s
B CUCTEME MEHEPKMEHTa IPEIPUITHS;

Ilpaxmuueckas xkomnonenma

9) ymenue chopMynnpoBaTh TpeOOBaHUS K CUCTEME FIEKTPOHHOTO JOKYMEHTOO00pOTa
KOMIIaHUM;

10) ymeHue npoBOIUTH CPaBHUTENBHBIN aHAIU3 U BEIOOp MporpaMMHBIX cpeactB CO/I;

11) mpuobpeTeHune onbiTa pereHus MPaKTHUECKUX 3a7ayd CPeICTBAMH CUCTEM
AIIEKTPOHHOTO JJOKYMEHTO000pOTa;

12) mpuobpeTeHne HaBbIKOB paboThl B KOHKpEeTHBIX COJI.

MecTo iucuMIIMHbI (MOYJIs1) B CTPYKTYpe 00pa30BaTe/IbHON IPOrpaMMbl

Jucuumimmna «OCHOBBI JIEKTPOHHOTO JIOKYMEHTOOOOPOTa B OPraHMU3ALUU» OTHOCUTCS K
brmoxy Hucrumauael (Moxynu), (GOpMUPYEeMOH YYaCTHHKOM OO0pa30BaTENbHBIX OTHOIICHUN
Monayns 4 "L{nppoBbie TEXHOJIOTHH B yIIPaBIEHUH JOKYMEHTaluel" yueOHOro riaHa.



Nzyuaetcst B 7 ceMecTpe Ha 04HOM popMe oOydeHusi, Oa3upyeTcsi Ha 3HAHUSAX, YMEHUAX U
HaBBIKAaX, IIOJIyYEHHBIX Ha TMEPBBIX TpeX Kypcax IMOATOTOBKH. B cBowo ouepens oHa
ofOecrieunBaeT M3y4YeHUE CIEAYIOIUX AUCUUIUIMH: OJIEKTPOHHBIE apXUBbl W  apXHUBHBIN
ayrcopcunr, lludpoBpie TeXHONOTMM B JOKYMEHTOBEACHHM W apxuBoBeneHUU, OCHOBBI
KOHTPOJIbHOM JIeATEIbHOCTH B IOKYMEHTOBEICHUH U apXUBOBEACHUHU, TeXHOIOTUU Ou(pPOBKU
U PETPOKOHBEPCHS JOKYMEHTOB H JIp.

YueOHast mnporpamMma AUCUUILIMHBL «OCHOBBI 3JEKTPOHHOTO JOKYMEHTOOOOpOTa B
OpraHu3alumy MpelyCcMaTpUBaeT MPOBEACHUE 3aHATHI B (hopMe JeKIuid, 1adopaTopHbIX padoT,
MpakTH4ecKuX 3aHsATUi. OHa MOJArOTOBJIEHA B COOTBETCTBUU TPEOOBAHUAMU, IPEIbSIBICHHBIMU
¢ tpeboBanusimu OI'OC BO 3++. JlocTmkeHUE LETU COMPOBOXKIACTCS PACKPBITUEM MEpe.
CTyJdeHTamMH (yHJaMEHTAIbHBIX 3HAHUN B O0JACTAX CBS3aHHBIX C CHCTEMaMH JJIEKTPOHHOIO
nokymentoobopota (CD/I), kKoTopbie BCIEACTBUE HEMPEPHIBHOIO OOHOBIICHUS M M3MCHCHHS B
anmapaTHbIX CpEeACTBaX HAXOASAT BakHOe MecTo B (opMHUpoBaHHHM HH(OPMALMOHHO-
TEXHOJIOTUYECKOT0 TIOTCHIMANa TMPEANpPUATHS, YTO OO0ECIEYUT IPOYHOE U CO3HATEIBHOE
OBJIaJICHUE CTYJEHTAaMH OCHOBAaMHU 3HAaHUH O Mpoleccax MOJIY4YCHHs, XpaHEHUs, Mepenadd u
npeoOpaszoBanus uHpopMmanuu. 3Hanus nmoctpoeruss COJl, pa3paboTKu, aIMUHUCTPUPOBAHUS U
TEXHOJOTHMHM JOCTyHa HEOOXOJUMO AJi ycliexa Jr00ro CrenuanucTa mo MH()OpPMalMOHHBIM
cucremam. llepen cryneHTamMH pacKpbhIBAIOTCS 3HA4YEeHUS WH(POPMAIMOHHBIX 0a3 NaHHBIX B
pa3BUTUU COBpEMEHHOro oOmiectBa. B  xozme 00y4eHHS CTYyAEHTHI JIOJDKHBI Hay4darcs
CO3HATEJIbHO U PAlMOHAIBHO HCIOJIb30BAaTh BO3MOXKHOCTHU, MPEJOCTABISEMbIE KOMIIBIOTEPHOMN
TEXHHUKOM, JJI PEeIIeHUs] pa3HOOOpa3HbIX yIPaBICHUECKUX 3aau.

Ilepeyens muIaHMpyeMbIX pe3yabTAaTOB OO0y4YeHHs] MO JUCHUILVIMHE (MOAYJIIO),
COOTHECEHHBIX C IUIAHNPYEMBIMH Pe3YJIbTATAMHI 0CBOEHHS 00Pa30BaTeJIbLHOI MPOrpaMMbl

W3ydenne naHHOW y4eOHOW MUCIMIUIMHBI HAITPABJICHO Ha (OPMHUPOBAHUE Y 00YUArOIIHXCS
CIEIYIOIIMX KOMIETCHIIUMN:

Pe3ynpTarel 00yueHus MO AUCHUTIIIMHE
(3Haem, ymeem, e1adeem (HABbIKU U/UNU ONbIM
OdesimenvbHOCMIL))

Kon u HaumeHoBaHue
WHJUKaTOpa™

ITK- 4 Cnoco0eH ocymiecTBJSATH Pad0ThI MO0 NPOCKTHPOBAHUIO M BHEIPECHHIO CHCTEMBbI
3J1eKTPOHHOI0 J0KYMEHTo00opora B cdepe JOKYMEHTAIMOHHOIO YIPaBJCHHSA
OpraHu3anuu

UIIK- 4.1. YuacTtByert B pabote
MO MMPOEKTUPOBAHUIO U
BHCIPCHHUIO CUCTCMBbI
AIIEKTPOHHOTO
JTIOKyMeHT0ooOO0poTa B chepe
JIOKYMEHTAIlMOHHOTO yIPaBICHHUS
OpTraHu3aIuu

3HaeT CUCTEMBI 3JIEKTPOHHOT'O JOKYMEHTO000pOTa

Ymeer  pabotaTh ¢ cHCTEMaMH  DIIEKTPOHHOTO
JIOKYMEHT0000pOTa

Brnaneer cuctemaMu 31€KTPOHHOTO IOKYMEHTOOOOpOTA B
cdepe TOKyMEHTAlMOHHOTO YIPaBICHUS OpraHu3aluu

HNIIK- 4.2. CniocoGeH NpUMEHSTh
CHCTEMBI DJIEKTPOHHOTO
JIOKYMEHTO0000poTa B cepe
JOKYMEHTAIIMOHHOTO yTIPABIICHUS
OpraHu3aIu

3HaeT MPUHIUITBL MPOEKTHUPOBAHHUS cucTeM
HIIEKTPOHHOTO IOKYMEHT0000pOoTa

Ymeer BHE/IPSATH CHCTEMBI AIIEKTPOHHOTO
JIOKYMEHT0000poTa

[TpuMeHsieT cUCTEMBI AIIEKTPOHHOIO JOKYMEHT0000pOoTa
B cepe TOKYMEHTAlMOHHOTO YIPaBJIeHHs OpraHu3aluu

OOmiast Tpya0EMKOCTh TUCIMIUIMHBI cOCTaBisieT 4 3auetHble eauaunbl (144 gac.), ux
pacmpeziefieHue Mo BuaaM paboT MpeCTaBICHO B TAOIHIIE




®opma o0yyeHus
Bcero e
Bunsr pador 7 8
9acoB
CEMECTp | CEeMecCTp
(149 | ()

KonTtakTHasi pa6oTa, B TOM YHCJIe: 54,3 54,3
AynuTopHBbIE 3aHATHS (BCEro):

3aHATHA JCKIIMOHHOTO THUIIA 16 16
71a00paTOPHBIE 3aHATHS 18 18
PAKTUYECKHE 3aHSTUS 16 16
CEMHMHAPCKHE 3aHSATH

Vkazviearomesa 6uovi pabom 6 coomeemcmeuu ¢ yueoHvIM

NAAHOM

HNHas koHTaKTHas padora:

KoHTtposb camocTositenpHoM padoTel (KCP) 4 4
ITpomexxyrounast arrectanus (MKP) 0,3 0,3
CamocrosiTesibHas padoTa, B TOM YHCJIE: o4 54
Kypcosas paboma/npoexm (KP/KII) (nodcomosxa)

Koumponvnas paboma 10 10
Pacuémno-epaguuecxas paboma (PI'P) (noocomoexa)

Peghepam/s>cce (noocomosxa) 10 10
CamocmosmenvHoe usyyeHue pazoenos, Camono02omosKa

(npopabomka u noemopeHue JeKYUOHHO20 Mamepuaia u
mamepuana y4eOHUKo8 u yueOHbIX nocooull, nN0020MOBKA K 14 14
1abopamopHuim u NPAKMu4ecKum 3AHAMUAM,

KOJILIOKBUYMAM U M.0.)

ITonroTroBKa K TEKylL1eMy KOHTPOJIIO 20 20
KoHTpoJb:

[ToaroToBKa K 3K3aMeHY 35,7 35,7

Oomas yac. 144 144
TPYAO0EMKOCTH | B TOM YHCJe KOHTAKTHAas padoTa 54,3 54.3

3a4. el 4 4

PaCHpeI[CJ'ICHI/IC BHU 0B yqe6H0171 pa60TBI " UX TPYAOCMKOCTH I10 pa3JaciiaM JUCIUILINHBI.

Paznensl (TeMbl) AUCHUIUTUHBIL, U3ydaeMble B 7 cemecTpe (ouHas hopma 00ydeHus)

KoanuecTBo yacos
Bueayau-
Ne HaumeHnoBanue pa3zaenos (Tem) AyRuTOpHaS TOpHas
Bcero pabota
pabota
J | I3 | JIP | CPC
1 Beenenne. OCHOBBI OpraHU3aIK HIEKTPOHHOTO 99 4 4 4 10
JIOKYMEHT0000poTa
2. |Knaccel cucTeM 3JEKTPOHHOTO IOKYyMEHT0000poTa 22 4 4 4 10
3 Opraau3anus CHCTEMBI IIEKTPOHHOTO 30 4 4 4 20
JIOKYMEHT0000poTa
4.  |Coenuduxka BHeapenusi C3J1 B Kopriopaiuu 28 4 4 6 14
UTOI'O no pazdenam oucyuniurvl 104 | 16 | 16 | 18 54
Kypcosas pabota
KonTpons camocrositensaoi pabotsl (KCP) 4
[Tpomexxyrounas arrecrauus (MKP) 0,3




ITonroToBKa K TEKyLIEMY KOHTPOJIIO 35,7
OO01m1as TPyJ0EMKOCTh 1O TUCIUILINHE 144

[Tpumeuanue: JI — nekmuu, [13 — npaktudeckue 3aHsaTus / cemuHapbl, JIP — maGoparopHbie
sansitusi, CPC — camoctosiTenbHast paboTa CTyAeHTa

KypcoBbie padoThl 110 AUCHUIUIMHE HE IIPEYCMOTPEHBI
®opma npoBeieHUs ATTeCTALMH M0 JUCHMILIMHE. K3aMEH

ABTOP: IOLEHT Kadeapbl 0011ero, CTpaTernueckoro, MHPOPMaLMOHHOTO MEHEKMEHTA U
OM3HEC-TIPOLIECCOB, KaHA. KOH. HayK, 10LeHT MupouHuueHko M.A.



