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1.HanmeHoBaHMe M CUMILTHHBI

b1.B.03./1B.04.03 «YnpaBieHue 31€KTPOHHBIM TOKYMEHTOOOOPOTOM.

2.IJlepevyeHp IUIAHUPYEMbIX Pe3yJIbTATOB OCBOEHHSI 00pa30BaTEJLHOM
nporpaMmsl (nepedyeHb KOMIIETEHIHI) ¢ YKa3aHMeM HHIMKATOPOB MX JOCTHKEHUS

U IVIAHUPYEMBIX Pe3yJIbTATOB 00y4eHUs 10 AMCHUILIMHE

JucuuninnHa «YIpaBiaeHUE 3JIEKTPOHHBIM JTOKYMEHTOOOOPOTOM» 00eCIeunBacT
dopmupoBanue cieayromux komnerenuuii: TTIKII-3.

PesyabraTsl 00yueHus

Ko NuaukaTopsbl MEHUSA U 3HAHUSA
A HaumeHnoBanue A P (¥ ),
KoMIieTe JAOCTHKEHU S COOTHECEHHBIE ¢
KOMIIeTeHIIH U
HIIUU KOMIIeTEeHIIUH HHANKATOPAMU I0CTHKEHUSI
KOMIETEeHINH
TIKTI-3 Croco6HOCTH 1. Aranmu3upyer TeKyImit 3HATh: METO/bI AHATN3A
npeaiaraTh pa3jInvyHbIe YPOBEHB TEKYIIIETO YPOBHS
BapUaHTHI HH(PPACTPYKTYPHBIX WH(PPACTPYKTYPHBIX PEIICHUM
HHPPACTPYKTYPHBIX pereHui MPEANPUATHS/OpraHU3aIuN
peuieHui uis moxa- IpeIIpUITHSI/OpTaHU3aluN YMerb: aHaIU3UPOBATH
nepxxku UT/NC TEKYIIUH ypPOBEHb

UH(QPACTPYKTYPHBIX pelIeHU
PEeINpUITHs/OpraHu3alnu

2. ®opmupyer u 3HATh: KJIIIOYEBBIE METO/IbI U
000CHOBBIBAET BAPUAHTHI 0ocoOeHHOCTH (POPMUPOBAHHMS
TEXHOJIOTMYECKOT0 CJI0s BapHAHTOB TEXHOJOTUYECKOTO
ApPXUTEKTYpPHI MPEANPUS- CJIOSl APXUTEKTYPbI
THUsI/OpraHu3alnuu OpraHu3anuu

YMeTb: GopMHUpPOBATH U
000CHOBBIBATH BAPUAHTHI
TEXHOJIOTMYECKOTO CJI0s
APXUTEKTYPHI
NPEeINpUITHS/OpraHnu3alun

3.MecTO IMCHUILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

«YrOpaBieHUEe SIEKTPOHHBIM JOKYMEHTOOOOPOTOM» SBISIETCA JUCUUILUIMHON
Monyns «Ynpapinenne mupoBoi opraHu3aiueil», yrmyoustoneil ocBoenrne mpodus,
o0pa3oBaTebHONM TPOTPaMMbl BBICHIETO OOpa30BaHUS IO HAMPABICHUIO MOATOTOBKU
6axanaBpoB 38.03.05 «buznec-undopmarnkay, mpopuis «buzHec-aHATUTHKAY.

JlaHHBIN KypC paccMaTpUBaeTCsl B KAUE€CTBE OCHOBBI ISl CHEI[MATU3HUPOBAHHBIX
KypCOB, OpPHEHTHPOBAaHHBIX Ha Ooyiee ITyOOKO€ HM3yuUeHHE OTICIHHBIX HAIPABICHHM
VYrpaBneHust 3EKTPOHHBIM TOKYMEHTOOOOPOTOM.




4.00beM AUCHUILIMHBI B 324€THBIX €AMHULIAX U B aAKaJAeMHYECKHX Yacax ¢
BblICJICHHEM oO0ObeMa ayIuTOPHOM (JIeKLHH, CEeMHHApbl) M CAMOCTOATEJIbHOM
padoThI o0yyarouuxcs (B cemecTpe)

OuHo-3a04Hast popMa 00yUEHUS.

Bun y;;ii:;i;i?“ no Bcero (B 3.e 1 yacax) Cemectp 8 (B yacax)
OO611as Tpyn10eMKOCTh 3/108 108
JUCIIUATLITAHBI
KonrakTtHas pabora — 38 38
AyIUTOPHBIC 3aHSITHUS
Jlexkunu 12 12
CemuHappl, IPaKTUYECKUE 26 26
3aHATHUSA
CamocTtosTenbHas pabora 70 70
Bun Texyiiero KoHTposst Kontponbnas padora | KontponsHas padora
Bun npomexyTouHOi DK3aMeH DK3aMeH
arrecTaluuu

5.Conepxxanue AUCHUILVIMHBI, CTPYKTYPHMPOBAHHOE IO TeMaM (pasgejiam)
AUCHUILVIMHBI € yKa3aHueM HX 00beMOB (B aKaJeMHM4YeCKHX 4Yacax) U BHIOB
YUeOHbIX 3aHATHH

5.1.Conep:xanue QMCIUTLIHAHBI

Tema 1: BBeneHnne B 3JIeKTPOHHbII JOKYMEHTO000POT

[TonsiTe W 3HAYEHUE IIEKTPOHHOTO JOKyMeHTooOOopoTa. Mctopuyeckuii 0630p
pa3BUTUA JTOKyMEHTOOOOpoTa. (OCHOBHBIE KOMIIOHEHTBl CHUCTEMBI AIIEKTPOHHOTO
ToKyMeHTooOopoTa. [IpenmyiecTBa U HETOCTATKUA AIEKTPOHHOTO JOKYMEHTOOOOPOTA.
HopmaruBHo-tipaBoBasi 6a3za B o0jacT  9JEKTPOHHOTO  JOKYMEHTOOOOpOTA.
Knaccudukamust 3meKTpoHHBIX JOKYMEHTOB. OCHOBHBIE TEPMUHBI U OMPEICICHUS B
00J1acTH 3JEKTPOHHOTO JOKYMEHTOO0O0pOTa.

Tema 2: TexHOTI0THMH M HHCTPYMEHTHI JJIEKTPOHHOI0 IOKYMEHT0000pOTa

ApXHTEKTypa CHCTEM DJJIEKTPOHHOTO JOKyMeHTooOopoTa. [Iporpammuoe
o0ecriedeHne AJisi YIPaBIEHUS AIEKTPOHHBIM JOKYMEHTO000pOoTOM. MHCTpYMEHTHI 1151
CO3/IaHMsI, XpaHEHUSI U 00paOOTKH IEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHAS TOMIUCH:
BUJIbI, TEXHOJIOTUU U TipuMeHeHue. Cuctembl ynpapieHus nokymeHtamu (DMS) u ux
bynkuuu. HHTErpamuss cuCTeM 3JIEKTPOHHOTO JOKYMEHTOOOOpoTa C APYyruMU



WH()OPMAIIMOHHBIMU CHCTeMaMH. be30macHOCTh W 3aIuTa JaHHBIX B AJIEKTPOHHOM
JTIOKYMEHTOO0O0POTE.

Tema 3: IIpouecc ynpap/jieHHs 3JIEKTPOHHBIM JOKYMEHTO000POTOM

Otanbl BHEAPEHUS CUCTEMBI AJIEKTPOHHOTO JOKyMeHTOooOOpoTa. OpraHuzanus
paboThl ¢ TOKYyMEHTaMH B 3JeKTpoHHOU (popme. IIponecchl co3nanus, cornacoBaHus U
YTBEPKJACHUSI JTOKYMEHTOB. XpaHCHUE U apXUBUPOBAHUE DJICKTPOHHBIX JIOKYMEHTOB.
VYopaBiieHre OCTYNOM W IpaBaMu IOJIb30BaTelel B CUCTEMax JOKYMEHTOOOOpoTa.
MonuTtopuHr u aHanu3 3PpGEeKTUBHOCTH AJIEKTPOHHOTO JOKyMeHTooOopoTa. O0yueHue
MOJIb30BATENEH U COTPOBOXKICHUE CUCTEMBI.

Tema 4: IlepcnekTMBBI W TPeHAbI B YINPABJIEHUH IJIEKTPOHHBIM
AOKYMEHTO0000pPO0TOM

Bynyiee 31eKTpOHHOTO TOKYMEHTOOOOpOTa: TEHJAEHIIMU U MPOrHO3bl. BrusHue
OoOJTaYHBIX TEXHOJOTMH Ha YNpaBlIeHHE JTOKYMEHTOOOOPOTOM. ABTOMAaTHU3AIUS
IPOIIECCOB JOKYMEHTO0OOpoTa ¢ moMolsio MM u MammHHOr0 00y4eHUs. DBOIIOIUS
CTaHJAPTOB W TMPOTOKOJIOB IS OOMEHa JOKyMEHTaMH. YCTOMYMBOE pa3BUTHE H
DKOJIOTHSI B KOHTEKCTE DJIEKTPOHHOTO JIOKyMeHTooOopoTa. I[IpoGnemMbl U BBI3OBHI
BHEJIPEHUS JIEKTPOHHOTO JOKYMEHTO000pOTa B Opranmu3anusx. MccienoBanus u KeUchl
YCIICIIHOM peann3alui CUCTEM AIIEKTPOHHOTO IOKYMEHTO000poTa.

5.2.Y4e0HO-TeMATHYECKHI TJIAH

TpynoeMKOCTb B 4yacax
AynuTopHasi paéora
Ne| HanmenoBan IIpakTu P opmbI
Camoc
1 e TeMbI yecKHue TEeKylIero
Bcer TOATEJI
/| (pasnena) o O6ma | Jlekun u CHas KOHTP 0JIst
I | AMCIIMIIJINHBbI S | )/ | CeEMHUHA ycnneBaeMoCTHn
pabora
PCKHE
3aHATHS
1 | Beengenue B 27 10 3 7 17 CoOecenoBanue 1o
AIIEKTPOHHBIN BOIIpOCaM
JOKYMEHTO000D
oT
2 | Texnonoruu u 27 10 3 7 17 DKcmpecc - TecT
WHCTPYMEHTHI
ANEKTPOHHOTO
JOKYMEHTO000D
oTa




3 | [Ipomecc 27 9 3 6 18 CamocTrosTenbHas
yIpaBJICHUS pabota
IEKTPOHHBIM NuauBuayaibHbIE
JTOKYMEHTO000D 3aIaHus
OTOM

4 | IlepciektuBbl U | 27 9 3 6 18 CobecenoBanue 1o
TPEHJIBI B BOIIpOCaM
yIpaBIeHUU
ANIEKTPOHHBIM
JTIOKYyMEHTO000p
OTOM

B nenom no 108 38 12 26 70 KonrponpHas

IUCLIUAILIINHE pabora

5.3.Conep:xanne ceMMHAPOB, NPAKTUYECKUX 3aAHATHI
HanmenoBanue IlepeyeHb BONIPOCOB /151 00CYXKICHUS HA ®opmbl
TeM (pa3aesioB) CEeMHMHAPCKHUX, MPAKTHYECKHUX 3AHATHHAX, NnpoBeJeHust
AMCHUIINHBI peKoMeHyeMble MCTOYHUKHU U3 pa3aesioB 8,9 3aHATHI
Brenenue B [ToHsiTuEe ¥ 3HAUEHUE AIIEKTPOHHOTO Omnpoc. duckyccus
AIEKTPOHHBIN TOoKyMeHTo0OopoTa. Mcropudeckuii 0030p pa3BUTHS M0 aKTyaJIbHbIM
JOKYMEHTOO000pOT JTOKYMEHTO000poTa. OCHOBHBIE KOMIIOHEHTHI CUCTEMBI | BOIPOCAM TEMBI.

ANIEKTPOHHOTO JJ0KyMeHTooOopota. [Ipenmyiiectsa u
HEJIOCTaTKH 3JIEKTPOHHOTO JOKYMEHTO000pOTa.
HopmaruBHo-1ipaBoBas 6a3a B 001acTH IEKTPOHHOTO
nokymeHToo6opota. Kimaccudukanus 3neKTpoHHbBIX
JTOKyMEeHTOB. OCHOBHbIE TEPMUHBI U OTIPE/ICTICHHUS B
00J1aCTH ANEKTPOHHOTO IOKyMEHTO000pOTA.

Pemnrenne
CUTYallHOHHBIX U
MPaKTUYECKUX
3agay. Tect

Texuonoruu u

ApXUTEKTypa CUCTEM AJIEKTPOHHOTO

Omnpoc. duckyccus

UHCTPYMEHTBI JIOKyMeHTooOopoTa. [IporpaMMHoe oOecriedeHue st 0 aKTYaJIbHBIM
ANEKTPOHHOTO yIIPaBIEHHSI AIEKTPOHHBIM JIOKYyMEHTOOOOPOTOM. BOTIPOCAM TEMBI.
JOKyMEHTO000poTa | IHCTPYMEHTBI JUIsl CO3/IaHUs, XpPaHSHUSI U 00paboTKU Pemenue
ANEKTPOHHBIX JJOKYMEHTOB. DJIEKTPOHHASI ITOJIITHCh: CUTYallMOHHBIX U
BUJIbI, TEXHOJIOTHH U puMeHeHue. CHCTEMBbI MPAKTUYCCKUX
ynpasienus fokymeHTamu (DMS) u ux gpyHkmm. 3anad. Tect
WuTerparus cucteM 3JeKTPOHHOTO JTOKYMEHTO000pOoTa
C IpYrUMH HHPOPMAIIMOHHBIMU CUCTEMAMH.
be3omacHoCTh ¥ 3a1UTa JAHHBIX B AIEKTPOHHOM
JOKYMEHTO000POTE.
[Tpouece DTanbl BHEAPEHUS CUCTEMBI AIIEKTPOHHOTO Omnpoc. Jluckyccust
yIpaBICHUS JTOKyMeHTo0oOopoTa. Opranusaiys padoTsl ¢ M0 aKTyaJbHBIM
ANEKTPOHHBIM JTOKYMEHTaMH B 3JIeKTpoHHOU hopme. [Iporeccs BOIIPOCAM TEMBIL.
JOKYMEHTOOOOPOTOM | CO3/IaHusl, COITIACOBAHUS U YTBEPKICHH TOKyMeHTOB. | Perenue
XpaHeHHe U apXUBUPOBAHUE IEKTPOHHBIX CUTYAIIMOHHBIX U
JOKYMEHTOB. YIpaBleHUE TOCTYIIOM U ITPaBaMHU MPAKTUICCKUX
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MOJIK30BATEIICH B CUCTEMAaX JOKYMEHTO000pOTa.
MonuTopuHT U aHaIu3 3)HEKTUBHOCTH 3JEKTPOHHOTO
noKyMeHTooOopoTa. OOydeHue mob30Baresiel u
COTIPOBOX/ICHUE CUCTEMBI.

3aga4

[TepcniexkTrBBI 1
TpeH bl B
yIpaBICHUU
ANIEKTPOHHBIM
JOKYMEHTOOO0POTOM

Bynymiee anekTpoHHOTO JOKYMEHTOO00pOoTa:
TEHJCHLIUU U IPOTHO3bI. BinsiHue o0nauHbIx
TEXHOJIOTMH Ha YIPaBJIE€HUE TOKYMEHTOOOOPOTOM.
ABTOMaTH3aIMs MPOLIECCOB TIOKYMEHTO000pOTa C
nomoibio MW u mammuaHOoro 00yueHus. DBOIOIHUS
CTaH/JapTOB U IPOTOKOJIOB JUIsl 0OOMEHA JOKYMEHTaMH.
YcroitunBoe pa3BUTHE U SKOJIOTHUS B KOHTEKCTE
ANEKTPOHHOTO JOKyMeHToobopoTa. [Ipobiemsr
BBI30BbI BHEJIPEHUS AIEKTPOHHOTO JTOKYyMEHTOO00pOTa
B opranu3anusx. MccnenoBanus U KEUCHI yCIIEIHON
peanu3aniy CUCTEM IEKTPOHHOTO JOKYMEHTO000pOTa.

Omnpoc. uckyccust
0 aKTYaJIbHBIM
BOIIPOCAM TEMBI.
Pemenne
CUTYallMOHHBIX U
MPAKTUIECKUX
3ajad.

6.Ilepeyenn

Y4eOHO-MeTOAMYECKOro ol0ecrnedyeHUus1 I CaMOCTOATEILHOM
padoThI 00Yy4AKOIUXCS MO TUCHUILTINHE

6.1.1lepeyeHr BONPOCOB, OTBOAUMBIX HA CAMOCTOAATEJIbHOE OCBOCHHE

AUCHUILINHBI, GOPMBbI BHEAYIUTOPHOI CaMOCTOATEIHLHON PadoThI

HpI/I N3YYCHHUH AUCHUITIIINHBI ((praBJIeHI/IG QJICKTPOHHBIM ,IIOK}’MGHTOO6OPOTOM»
00s13aTCILHBIMU SIBJISIOTCS ciacayromuce q)OpMBI CaMOCTOSITEIbHOM pa60TI>I:

1. Pa36op TeopeTryeckoro marepuasa mo mocoOusiM U KOHCTIEKTaM JICKITUH;
2. CaMocTosiTeNIbHOE N3YyUYCHHUE YKAa3aHHBIX TEOPETUUYECKUX BOIIPOCOB;
3. BrinonHenue uHAMBUAYAJIbHBIX 3aanuii (M13)
4. BrimonHenne kouTposibHOM padoTsl (KP)
HaumenoBanu
e pa3/eJioB, Yka3zanue pasaesioB U TeM, OTBOAMMBIX HA ®dopMa BHeayIMTOPHOM

TEeM, BXOAAILIIHNX CaAaMOCTOATEJIbHOEC OCBOCHHE oﬁyqamanncn

B IMCUHHIJIMHY

CaAMOCTOAITEJIbHOM padoThI

Beenenue B [TonsiTHE U 3HAYEHHE AIIEKTPOHHOTO
ANEKTPOHHBIN JTOKyMeHToobopoTa. Mcropuyeckuit 0030p
JOKYMEHT0000 | pa3BUTUA JOKYMEHTO000poTa. OCHOBHBIE
pot KOMITOHEHTBI CUCTEMBI 2JIEKTPOHHOTO

JIokyMeHToobOopoTa. [Ipeumymiectsa u
HEJIOCTATKHU 3IEKTPOHHOTO JOKyMEHTOO0O0pOTA.
HopmarusHo-nipaBoBas 6a3a B 001acTH
ANEKTPOHHOTO IOKYMEHTO000pOTA.
Knaccugukanust a1eKTpOHHBIX TOKYMEHTOB.
OCHOBHBIE TEPMHHBI U OTIpeeNICHHs B 001aCTH
3IEKTPOHHOTO JOKyMEHTOO00OpOTAa.

Pabora ¢ KOHCTIEKTOM JIEKIINY; -
paboTa ¢ PIEKTPOHHOM
OMONIHOTEYHOM CUCTEMOII;
Pabora c pecypcamu
MH(POPMAILIMOHHO-
00pa3oBaTenbHOTO Moprana
(MOI1) dunyHuBepcuTeTa;
CocraBiieHue 11aHa U Te31UCOB
OTBETOB Ha KOHTPOJIbHbIE
BOTIPOCHI; MOATOTOBKA K
Y4YacTHIO B TUCKYCCHUHU.




HaumeHoBaHu
€ pa3eJioB,
TeM, BXOASIIIUX
B JUCUMILIIMHY

Yka3zanue pa3xejioB 1 T€M, OTBOAUMBIX Ha
CaAMOCTOATECJIBbHOC OCBOCHHE Oﬁy‘lalOHII/IMI/ICH

®opma BHEAYyIUTOPHOM
CaMOCTOSAITEJIbHOI padoThI

Texunosmoruu u

ApXUTEKTypa CUCTEM JIEKTPOHHOTO

PaboTa ¢ KOHCIIEKTOM JICKIUH;

HUHCTPYMEHTHI nokyMmeHToobopora. [IporpamMmmHoe - paboTa C IEeKTPOHHOI

AIEKTPOHHOTO obecriedeHre Il YIpaBIICHUs JIEKTPOHHBIM OMOIMOTEYHON CHCTEMOIA;

JIOKYyMEHTO00 JOKYMEHTO000pOTOM. THCTpYMEHTBI JIsI PaGota c pecypcamu

opoTa CO3/1aHHUs, XpaHEHUsI U 00pabOTKU ANEKTPOHHBIX MH(OPMaLMOHHO-
JOKYMEHTOB. DJIEKTPOHHAS ITOAIUCH: BUIHI, 00pa3oBaTeIBHOTO MOpTaIa
TEXHOJIOTUU U TIpuMeHeHne. CucTeMbl (UOI1) ®dunyHuBepcureTa;
ynpasieHus fokymentamu (DMS) n nx CocrapneHnue njaaHa 1 Te3UCOB
¢bynkin. MHTETpanus cucTeM JIeKTPOHHOTO OTBETOB Ha KOHTPOJIbHBIE
JTOKYMEHTO000pOTa C IPyrUMH BOTIPOCHI; TIOATOTOBKA K
WH(POPMAIIMOHHBIMH CHCTeMaMH. be3omacHOCTh YYaCTHIO B TCKYCCHH.
Y 3aIlIUTa JJaHHBIX B JICKTPOHHOM
JOKYMEHTO00O0pOTE.

[Tpouecc DTanbl BHEAPEHUS CUCTEMBI AIEKTPOHHOTO PaboTa ¢ KOHCIIEKTOM JIEKITUH;

YIPaBJICHUS TOKyMeHTO0OOopoTa. OpraHuzamus paboThl C - paboTa ¢ IEeKTPOHHON

IEKTPOHHBIM JOKYMEHTaMH B 3JIEKTPOHHOM (opme. OUOIMOTEYHOU CUCTEMOM;

JOKYMEHTO000 [Ipouecchl co3nanus, cOrmacoBaHus U Pabora ¢ pecypcamu

OpOTOM YTBEPKACHUS TOKYMEHTOB. XpaHEHHUE U UH(OPMAIIMOHHO-
apXUBUPOBAHUE AIIEKTPOHHBIX TOKYMEHTOB. 00pa3oBaTeapHOro MopTana
VYrpasieHue J0CTYIIOM | IPaBaMH (UOIT) ®dunyHuBepcuTeTa;
0JIb30BaTeliel B CUCTEMax JIOKyMEHTO000opoTa. Cocrapnenue jaaHa 1 TE3UCOB
MounuTtopuHr u aHanu3 3pPeKTUBHOCTH OTBETOB Ha KOHTPOJIbHbBIE
ANIEKTPOHHOTO J0KyMeHTooOopoTa. ObyueHue BOIIPOCHI; MMOATOTOBKA K
M0JIb30BaTENEH U CONIPOBOXKICHUE CUCTEMBI. YYaCTHUIO B TUCKYCCHUHU.

[lepcniekTuBbI Bynymiee anekTpoHHOTO JOKYMEHTOO00pOTA: Pabora ¢ KOHCIIEKTOM JIeKIUH;

U TPEH/]IbI B TEHACHIIUU U IPOTHO3bI. BinsiHue 001aqHbIX - paboTa C 2IeKTPOHHOU

yIpaBICHUH TEXHOJIOTHIA Ha YIIpaBlIeHUE OUOIMOTEYHON CUCTEMOM;

ANEKTPOHHBIM JOKYMEHTOOO0POTOM. ABTOMAaTH3aIIHs Pabora ¢ pecypcamu

JOKYMEHTO000 POIECCOB TIOKyMEHTO000poTa ¢ momouisio N nH(OPMAIIMOHHO-

OpOTOM U MAIIMHHOTO 00y4YeHwUsI. DBOIIOLHUS 00pa3oBarenpHOro mopTana

CTaHJIaPTOB U MPOTOKOJIOB /I OOMEHa
JTOKyMEHTaMH. YCTOIHUYMBOE pa3BUTHE U
9KOJIOTHSI B KOHTEKCTE AJIEKTPOHHOTO
nokyMeHToo0opoTa. [TpoOiemMbl 1 BBI30BBI
BHEJPEHHS AJIEKTPOHHOTO JOKyMEHTO00OpOTA B
opranm3anusx. MccnenoBaHus u KeHChI
YCHEITHOH pean3aiyy CUCTEM JIEKTPOHHOTO
JOKYMEHTO000poTa.

(MOIT) ®unynuBepcurera;
Cocrapnenue jaaHa 1 TE3UCOB
OTBETOB Ha KOHTPOJIbHBIE
BOIIPOCHI; MOATOTOBKA K
YYaCTHUIO B TUCKYCCHUHU.




6.2.1lepeyeHs, BONPOCOB, 3aJaHUM, TeM /JIA MOATOTOBKH K TEKylLIeMy
KOHTPOJIIO

OpHoli w3 (QopM TEKyHIEro KOHTPOJIS SIBISETCS KOHTpOJIbHas —padora,
TECTUPOBAHME U BBINIOJHEHUE UHAUBUIYAJIbHbIX 3aJaHUM.

IlepeyeHb KOHTPOJBHBIX BONPOCOB O IMCUMUILINHE

1. YUro Takoe 3NEKTPOHHBIM TOKYMEHTOOOOPOT M B YEM €ro NMpeuMyllecTBa IO
CPaBHEHUIO C TPAJAUIIMOHHBIM OYMa)KHBIM JJOKYyMEHTOOOOPOTOM?

2. Onumure OCHOBHBIE JTambl BHEAPEHHUS  CHUCTEMBI  3JIEKTPOHHOIO
JOKYMEHTO000pOTa B OpraHU3allUu.

3. Kakue oCHOBHBIE KOMIIOHEHTHI BKJIIOYAaeT B ceOsl cucTema YIpaBICHUS
AIIEKTPOHHBIM JIOKYMEHTOOOOPOTOM?

4. KakoBa posib CTaHJIaPTOB U HOPMATUBHBIX aKTOB B YIPABICHUH JIEKTPOHHBIM
JOKYyMEHTO000pOTOM?

5. Kak ocymecTtBiasiercss 0e30MacCHOCTh M 3allUTa JaHHBIX B CHCTEMax
AIIEKTPOHHOTO IOKYMEHTO0OOopoTa?

IIpumepsl 3agaHN i KOHTPOJIBHOK PadoThI

1. [IpoBequTe aHaIM3 CYIMIECTBYIOMIETO JOKYMEHTOOOOpPOTa B  Ballel
opraHu3anuu Wik y4eOHoM 3aBeaeHUU. OrmpenenuTe OCHOBHBIE TIPOOJIEMBI U
MPEIJIOKUTE TYTH KX PEIIEHHUS C TOMOIIBIO BHEAPEHUS CHUCTEMBI SJIEKTPOHHOIO
JIOKyMEHTOO000POTA.

2. CocraBbTe NMPOEKT BHEAPEHUS CUCTEMBI 3JIEKTPOHHOTO JIOKYMEHTO000pOoTa
IJI1  YCIIOBHOM OpraHu3alud. Bkitounte omnmcaHue IMeleld, 53TaloB BHEAPEHUS,
HEOOXOMMBIX PECYPCOB U O’KHUJIAEMBIX PE3YJIBTATOB.

Kpumepuu oannvnoit oyenku paziuuHvix Hopm meKyuieco KOHMPOJA
ycnesaemocmu

Kpurepun OannpHON  OIEHKHM pa3nu4HBIX (HOPM  TEKYIIETO  KOHTPOJS
YCTIIEBAEMOCTH COJACPIKATCS B COOTBETCTBYIOIIMX METOJUYECKUX PEKOMEHIAIUAX
kadenper «Marematuka u uHpopmarukay KpacHomapckoro dunmana OUHAHCOBOTO
YHUBEPCHUTETA.

7.D0H OLIEHOYHBIX CPEICTB JIsl MPOBeIeHUs] MPOMEKYTOUHOM aTTecTalun
00y4amuXxcs Mo AMCUUILIHHE

OneHouHbIE  CpeACTBAa  MpEAHA3HAYCHBI Ui  KOHTPOJISA W OICHKHU
0o0pa30BaTeIbHBIX JOCTMKEHUN OOYYarONIMXCsS, OCBOMBIIUX MpOTrpamMMy Yy4eOHOU
JTUCITUTUTHHBI « YTIPaBIEHUE IIEKTPOHHBIM JIOKYMEHTOOOOPOTOM ».

@DOHT OIIEHOYHBIX CPEJICTB BKIIOUAET KOHTPOJIBHBIE MaTEPUANTBI JIJISI IPOBEACHUS
TEKYIIETO KOHTPOJIS U IPOMEKYTOYHOM aTTeCTaIny.
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7.1.0nucanue mokasarejeid ¥ KpUTEprUeB OLCHMBAHUA KOMIIETCH MM

Ili1anupyemsie YpoBeHb 0CBOEHMSI
pe3yJabTarhl
0CBOCHHSH Ouenoyn
KOMIIETEHIIMH | «HEYIOBJIETBO | «YyIOBJIETBOPH oe
«XOpo1I0» «OTJIHYHO»
(uHauKaTopa PUTEIbHOY TeJbHO» CpelacTBo
AOCTHKEHUS
KOMIIETEHIIUH)
IKII-3 Cnoco0HocTh mpemjiaratb pa3jindHble BapUAHTbl UH(PPACTPYKTYPHBIX PelIeHU /i
nomaep:xkku UT/UC
AHanu3MpyeT TeKYNUi ypoOBeHb HHOPACTPYKTYPHBIX PEIICHUHN MPEANPUITHS/OpraHnu3aiuu
3HaTh: ®parmenrapHo | HemomHbie Cdopmuposann | ChpopmupoBanH | Bornpocst
METO/IbI e MIPENICTABIICHUS | BI€, HO | BI€ JUTSt
aHaJn3a MIpEJICTAaBICHUE | O METOJaxX | coaeprKaline CHUCTEMAaTHUYECK | OIICHKHU
TEKYILEro 0 MeToJlax | aHajau3a OTZIeTIbHBIE ue 3HaHUN U
YpOBHS aHaJM3a TEKYIIETO poOeTbI MIPE/ICTABIICHUS] | YMEHUH,
MHPPACTPYKTYpP | TEKYIIETO YpOBHS MIPENCTABICHUS | O METOJIaX | TMPAKTHKO-
HBIX PEIICHHH | yPOBHSA UHPPACTPYKTYp | O METOJIaX | aHaJIu3a OPUEHTHUD
MPEANnpUATHs/O | ”HOPACTPYKTYP | HBIX PEIICHUH | aHATM3a TEKYIIETO OBaHHBIE
prasu3amnuu HBIX PEIICHHUH | IPEINPHUATHS/O | TEKYIIETO YpOBHS 3a/1aHus,
MPEeINPUITHSI/O | praHU3aIiu YPOBHS UHQPACTPYKTYp | TECTOBBIE
prasHuzanuu UHGPACTPYKTYp | HBIX pElIeHHUH | 3aJaHus
HBIX pEIIEeHUuH | MpeanpusTHs/o
NPEINpUATHS/O | praHu3aIiu
praHuzanuu
YMmerTn: ®parmenrapao | Hecucremaruue | B nenom | ChopmupoBans | Bompockr
aHAJIM3UPOBaATh | € YMEHHE | CKOE YCHEIIHOE, HO | 0€ YMEHHE | AJis
TEeKYIIUH AQHAJIM3UPOBATh | IPUMEHEHUE cozepaxaiiee AQHAJIM3UPOBATh | OLICHKU
YPOBEHb TEeKYIIHI YMEHUIN OT/ICJIbHBIE TEeKYILIHI 3HAHUU U
UHPPACTPYKTYp | YPOBEHB aHAJIM3UPOBATh | IPOOEIBI YPOBEHb YMEHUH,
HBIX pelIeHUuN | UHQPACTPYKTYp | TEKyLIU yYMEHUE UHQPACTPYKTYp | MPAKTHKO-
MPEIIPUITUS/O | HBIX PEIIeHUN | ypOBEHb AQHAJIM3UPOBATh | HBIX PELICHUN | OPUEHTUDP
prasHu3anuu OpEeanpuaATus/o | HUHGPACTPYKTYp | TEKyLIUi MNPEeINpUATUs/O | OBaHHbBIE
praHu3anuu HbIX PpELICHUN | YpPOBEHb praHuzanuu 3a/1aHus,
OpeanpuaTus/o | uHGPACTPYKTYp TECTOBbIE
praHu3anuu HbIX pELICHUN 3a/1aHus
MPEANPHUATHS/O
praHu3anuu
dopmupyer 000CHOBBIBAET BapUaHTBI TEXHOJIOTUYECKOTO crost aApXUTEKTYPbl
MPEeINPUITHS/OpraHu3alnun
3HaTh: ®parmenrapuo | Hemonubie Cdopmuposann | ChopmupoBanH | Bompocsl
KIIFOYEBbIE e MPE/ICTABICHUS | bI€, HO | bI€ JUTSt
METO/IbI U | IPEACTABICHUE | O  KIIOYEBBIX | COAEpIKalLIne CHUCTEMAaTUYECK | OLICHKHU
0COOCHHOCTHU 0  KIIYEBBIX | METOJAX U | OTIEIbHBIE ue 3HaHUU U
dbopMupoBaHUs | METOJAX U | 0ocoOeHHOCTH poOeIbI MPEICTABICHUS | YMEHUH,
BApUAHTOB 0COOCHHOCTH dbopMupoBaHUs | IPEACTABICHUS | O  KJIFOUEBBIX | MPAKTHKO-
TEXHOJIOTHYECK | (GOPMHUPOBAHMS | BAPHAHTOB 0  KIIOYEBBIX | METOJIAaX U | OPUEHTHP
oro CJIOsl | BADUAHTOB TEXHOJOTHUYECK | METOJIaX U | 0COOEHHOCTH OBaHHbIE
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Ili1anupyemsie YpoBeHb 0CBOEHMSI
pe3yJabTaThl
OCBOCHUA Ouenoun
KOMIIETEHIIMH | «HEYIOBJIETBO | «YyIOBJIETBOPH oe
«XOpOLIO0» «OTJIMYHO»
(uHaUKaTOpa PUTEJIbHO» TeJbHO» CpelacTBo
AOCTUKEHH S
KOMIIETEHIIUH)
APXUTEKTYPbI TEXHOJIOTMYECK | OTO CJI0s1 | 0COOEHHOCTHU dopMupoBaHus | 3aaHusl,
OpraHu3anuu oro CJIOS | apXUTEKTYPbI (dopMupoBaHusl | BApUAHTOB TECTOBBIE
aApXUTEKTYpPbI OpraHu3aluu BapUAHTOB TEXHOJIOTMYECK | 3a/laHus
OpraHu3aluu TEXHOJIOTHYECK | Oro ciost
oro CJIOS | apXUTEKTYpPbI
ApXUTEKTYPbI OpraHu3aluu
OpraHu3aluu
Ymersb: ®parmenrapHo | Hecucremaruue | B nenoMm | Cpopmuposans | Borpocsl
¢dbopMupoBaTh U | € YMEHUE | CKOE yCIIELIHOE, HO | o€ YMEHUE | JJid
000CHOBBIBaTh | (DOPMHUPOBATH U | IPUMEHEHUE cozepkaiiee dbopMUpOBaThH U | OLIEHKU
BapHaHThI 000CHOBBIBATh | YMEHUH OTJEJIbHbIE 000CHOBBIBATh | 3HAHUU U
TEXHOJIOTHYECK | BapUaHTHI dbopMupoBaTh U | IPOOEIHI BapHaHTHI YMEHUH,
oro CJIOSI | TEXHOJIOTHYECK | OOOCHOBBIBATh | YMEHHE TEXHOJIOTHYECK | MPaKTHKO-
ApPXUTEKTYPbI oro CJIOS | BApUAHTHI dbopmMupoBaTh u | OTO CJIOSl | OPUEHTHP
MNPEINPUITUS/O | apXUTEKTYPBI TEXHOJIOTHUECK | 0OOCHOBBIBATH | APXUTEKTYpPHI OBaHHbIE
prasusaiuu MPEIIPUITUS/O | OTO CJIOS | BApUAHTHI NPEeaNpUATUs/O | 3aJaHus,
prasuzanuu ApPXUTEKTYPbI TEXHOJIOTHUECK | praHu3aliu TECTOBBIE
OPEaNpUATUs/o | oro clost 3alaHus
prasusanuu ApPXUTEKTYPbI
MPEANPUATHS/O
prasuzanmu
7.2.Bonipocbl i  OUEHKH 3HAHUN W YMEHMiHd, XapaKTepU3YHIOIIUX
¢dopmMupoBaHre KOMIETEHIU A
Hlndp Bonpocsl [IpaBuiabHBINA OTBET
KOMIIETEHIIUU
TIKII-3 1. OTMeTbTE OCHOBHYIO 11€J1b Onrumu3zanys pabodux MPoIecCoB

HCITIOJIb30BAHUA IJICKTPOHHOI'O
,Z[OKYMGHTOO60pOTa B OpraHu3aluu.

2. VYKaxuTe mpeuMyiecTBO
ANIEKTPOHHOTO JIOKYyMEHTOO0O0pOTa, CBA3aHHOE
C 3aTparamu.

CHuxeHue 3arpar Ha Oymary

CKaHMPOBAHUS OYMa)KHBIX IOKYMEHTOB U
NIEePEeBOJIa X B MEKTPOHHBIN opmat?

3. Kaxoi1 cranmapt ucnosns3yercs 1iis EDIFACT
oOMeHa MEeKTPOHHBIMU JOKYMEHTaMH MEXTy

OpraHu3alusIMu?

4. Kak Ha3bIBaeTcs mporecc Jururanuzanus

S. Kaxoil KOMIIOHEHT CHCTEMBI
ANEKTPOHHOTO IOKYMEHTO000pOTa OTBEYAET
32 KOHTPOJIb BEPCUM TOKYMEHTOB?

Moaynb ynpaBieHus! BEpCUIMHU
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6. UTto Takoe AeKTpoHHas U poBas
noanuck (DLI1)?

Kpunrorpaduueckoe cpenctso

1. Kaxkoit Mmeron ucnonp3yercs s
3aIIMUTHl JAHHBIX B CUCTEMAX 3JIEKTPOHHOTO
JOKYMEHTO000poTa?

HIudposanue

8. Kaxkoi1 mpouiecc ABisieTcs: BaXHbIM IS
YIPABIICHUS] )KU3HEHHBIM ITUKIIOM
JIOKyMEHTa?

ApxuBHUpOBaHUE

9. Yr10 BKIIOYAET B CEO0sI IOHATHE
"MeTaaHHbIe" B KOHTEKCTE JIEKTPOHHOTO
JIOKyMEHTO00OopoTa?

JlaHHbIC O TaHHBIX

10. Kaxkoit moaxon ucnons3yercs st
MHTErpaluy CUCTEM AIEKTPOHHOTO
JOKYMEHTO000pOTa C IpyruMu
MH(OPMAIIMOHHBIMU CHCTEMaMu?

API

11. Kaxoii anement HE siBnsiercst wactpto | Moynb 0OpaboTKH TeKCTa
CHUCTCMBI YIIPABJICHUSA SJICKTPOHHBIM

JIOKYMEHT0000pOoTOM ?

12. Uro sBisiercst BaKHBIM (pakropoM npu | CTOUMOCTh CUCTEMBI

BI)I60pe CHUCTCMBI JJICKTPOHHOTI'O
JOKYMEHT000opoTa?

13. Kax Ha3pIBaeTcst MeTOH, MPHU KOTOPOM
HCTIONB3YIOTCS HHTEP(EHCHI
MPOrpaMMHUPOBAHUS TPHIIOKEHUH 17151
WHTETPALIUU CUCTEM?

API

14, Kaxkoe nmpenmyiiecTBo 37eKTPOHHOTO
JOKYMEHTO000POTa CBSI3aHO C IOCTYIIOM K
nHopmarn?

VYnpouienne gocrymna

15. Kakum TepmuHOM 0003Ha4YaeTCst
MPOIIECC MOATBEPXKICHHS TMYHOCTH B
CHCTEME EKTPOHHOTO JOKYMEHTO000poTa?

AyTeHTHpUKAIHS

16. Kako# KOMIIOHEHT CUCTEMBI
3JIEKTPOHHOTO JIOKYyMEHTOO00pOTa
obecrieunBaeT 0€30MaACHOCTD JaHHBIX?

Moynb 6e30macHOCTH

17. Kaxoii MeTo 00pabOTKH JaHHBIX OUII
UCTIOJIB3YeTCs 1Isi 00eCIIeUCHUs

AyTEHTHUYHOCTH JOKyMeHTa?

18. Kakoii TepMUH UCHIONB3YETCS ISt MeraiaHHbIe

OTHCAaHUS CTPYKTYPHUPOBAHHOTO Habopa
JAHHBIX O JJOKyMeHTe?

19. Kakoif KOMIIOHEHT CUCTEMEI OTBEUAET
3a YOpaBJICHHUEC JOCTYIIOM K I[OKYMCHTaM?

Monyns yrpasiieHus: JOCTYIIOM

20. Kak Ha3bIBaeTcs npouecc co3aaHus
PE3EePBHBIX KOMUH AIIEKTPOHHBIX
JOKYMEHTOB?

bakan
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7.3.1IpaKTHKO-OPHEHTHUPOBAHHbIE 32 IaHUA

ludp
KOMIIETEHIIAN

Bomnpocser

IIpaBUIBHBIN OTBET

IIKTI-3

1. Omnpenenure, Kakasi cucTeMa
yIpaBiieHHs 0a3aMH TaHHBIX HanboJiee 4acTo
HCIIOJIB3YCTCA MJIA XpaHCHUA METAaJaHHBIX B
CHCTEMaXx 3JIEKTPOHHOTO JOKyMEHTO000pOTa.

Pensiunonnas CYB/]

2. VkakuTe, Kakoil U3 3TaroB
YKU3HEHHOTO IHKJIA JOKYMEHTAa BKJIFOYACT
MTPOBEPKY HA MOJUTHHHOCTH M AKTYaJIbHOCTD.

Bepuduxkanus

3. Kak nazpiBaercs mporiecc
ABTOMATHYECKOTO PacIpe/IeIeHuUs
JAOKYMCHTOB I10 KaTCTOpUAM B CUCTEME
AJIEKTPOHHOTO JJOKyMeHTOo0OOopoTa?

Knaccuduxarus

4, Kaxkoit Meton ucnonp3yercs ais
BOCCTAHOBJICHUS JJAHHBIX B CIy4ae UX YTPaThl
B CHCTEMaX AJIEKTPOHHOTO
JOKYMEHT000opoTa?

Pe3epBHOE KonIMpoBaHUE

5. Kaxo# KOMITOHEHT CHUCTEMEI
ANIEKTPOHHOTO JJOKYMEHTOO00POTa OTBEYAET
3a OTCJICKUBAHUE U PETUCTPAITUIO BCEX
ornepanuii ¢ J0OKyMEeHTaMu?

KypnanupoBanue

6. VYkaxwure, uto Takoe workflow B VYrpaneHue notokaMmu padoT
KOHTEKCTE AJIEKTPOHHOTO TOKYMEHTO000POTA.
7. Kax Ha3pIBaeTCcsi MEXaHU3M, Kountpons gocryna

00ecTeunBaOINi pa3rpaHUUICHUE TIPaB
JOCTYyIa K TOKyMEHTaM ?

8. yKa)KI/ITe, Kakas TCXHOJIOTHA
HCITIOJIB3YCTCA AJIA aBTOMAaTHYECKOM
O6pa6OTKI/I BXOJAIIHUX JOKYMCHTOB Ha OCHOBE
X COICPIKAHUS.

OCR (omnTH4eckoe pacro3HaBaHHE
CHMBOJIOB)

9. Kak Ha3pIBaeTcs npoliecc HHTErpauu
JAHHBIX U3 PA3JIMYHBIX HCTOYHUKOB B €IUHYIO
cucremy?

Koncomupanus

10. Kakoii Tunn 1oKyMeHTOB Yalie BCero
UCTIOJIB3YETCS B AIICKTPOHHOM
JOKYMEHTO000POTE JIJIsl FOPUANYCCKH
3HAYMMBIX OIEPALIHii?

SJ'IGKTpOHHBIe KOHTPAKThbI

11. VYKkaxxute, Kakoi MOAX0/1 UCTIONb3YeTCs
JUIA aHanu3a O0JbIINX 0OBEMOB IAaHHBIX B
CUCTEeMaXx 3JIEKTPOHHOTO TOKyMEHTO000pOTa.

Data mining

12.  Kak Ha3bIBaeTcs Mpolecc NepechlIKu
JOKYMEHTOB BHYTPH CUCTEMBI AEKTPOHHOTO
JOKYMEHTO000pOTa /151 BBIIIOJTHEHUS
ONpEACIEHHBIX 3a1a4?

Mapupyrusanus

13. VYkaxkute, Kakod cTaHaapT
MpUMEHSIeTCs TSl U(POBAHUS AIEKTPOHHBIX
JTIOKYMEHTOB.

AES (Advanced Encryption
Standard)
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14. Kak HazbpiBaeTcs npouenypa yraieHus
YCTapeBUINX WM HEHYXHBIX TOKYMEHTOB U3
CHCTEMBI?

VYnanenue

15. VKaxxuTe, KaKol KOMIIOHCHT CHCTEMEI
o0ecrieunBaeT ynpaBiIeHUE )KU3HEHHBIM
IUKIIOM JIOKYMEHTA OT CO3JIaHus JI0
apXHMBAIIHH.

ECM (ynpaBiieHne KOpropaTuBHBIM
KOHTEHTOM)

16. Kak na3piBaercs nmporecc
MPEIOCTABICHHUS JOCTYNA K JOKYMEHTaM Ha
OCHOBAHHH POJIU TIOJTH30BATENIs?

Ponesas monens nocryna

17. VYKa)xuTe, KAKOM TEPMHH OITHUCHIBAET
BPEMEHHOE XpaHEHHUE JIaHHBIX B CUCTEME JI0
MX OKOHYATEJILHOTO MepEeMEILIEHUS HIIN
YAAJICHHUS.

Ksmmposanue

18. Kaxkoi1 TuI1 0T4ETHOCTH UCTIONIB3YETCSA
JUId aHanu3a 3QPEeKTUBHOCTH MPOLIECCOB B
CHCTEMeE JIEKTPOHHOT0 JOKyMeHTooOopoTa?

AHAIUTAYECKUE OTYETHI

19. Ykaxxute, Kakol METOJT UCTIOIb3YeTCSA
JUISl aBTOMAaTU3allMy BBOJIA TAHHBIX U3
OyMa)KHBIX JIOKYMEHTOB.

CkaHupoBaHue

20. Kak HaswiBaeTcst cucrema,
o0ecreunBaromas IeHTPATU30BAHHO S
XpaHEHHUE BCEX JOKYMCHTOB OpraHU3aIuu?

DNEKTPOHHBIN ApXHUB

7.4 TecTnl
lngp Bompocel [IpaBuiabHBINA OTBET
KOMIIETEHIIUU
[IKII-3 1. OTMeThTE OCHOBHYIO 11€J1b UCIIOJIb30BaHUS b) IloBblieHHE  CKOPOCTH
ANIEKTPOHHOTO TOKYyMEHTOO0OpOTa B OpraHu3anuu. | oOpaboTKM  JOKYMEHTOB U
a) YBenmuueHue oobeMa OyMakHOU TOKyMEHTAIMH OTNITUMU3AIIHS pabouunx
b) IToBbIIeHNE CKOPOCTH 0OPAOOTKH JOKYMEHTOB U | TIPOLIECCOB

onTUMU3AIHS pabOYMX TPOIIECCOB

C) VYBenMuYeHHE YHCIA COTPYIHUKOB,
00paboTKOM TOKYMEHTOB

d) [Noseimenue pacxonos Ha UT-undpactpykrypy

3aHATBIX

2. VYKa)kuTe, Kakoe U3 MepeyrucIeHHbIX
npeumymiects HE oTHOCHTCS K SlIeKTpOHHOMY
JTOKyMEHTOOOOPOTY.

a) YMEHbIIEHHE BpPEMEHH Ha TIOUCK HYKHOIO
JOKYMEHTA

b) Vnpomenue poctyma k MH(pOpMaAIMK JUIsL BCEX
COTPYAHUKOB

C) YBelIMUYEHHME pHUCKa TOTEpU JOKYMEHTOB H3-3a
¢u3nvecKoro n3HoOCa
d) CHmxenue 3arpar Ha Oymary M nedarb

C) YBenuueHUe puCKa MOTepU
JTIOKYMEHTOB u3-3a
(bu3nYeCKOro 3HOCA

3. OHpC,Z[CJ'II/ITe CTaHOapT, HCHOHB3y€MBIf/'I JJIA
oOMeHa QJICKTPOHHBIMU NOKYMCHTAMU MCKIAY
OpraHu3alusIMu.

b) EDIFACT
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a) ISO 9001
b) EDIFACT
¢) 1SO 27001
d) COBIT

4, OTMeTbTe, KaK Ha3bIBaCTCs MPOLIECC
CKaHMPOBaHUS OYMa)KHBIX TOKYMEHTOB M UX
IepeBoia B AEKTPOHHBIN (opmar.

a) ApxuBanus

b) Jururanuzamnus

c¢) Konuposanue

d) O6paboTka TaHHBIX

b) Jdururanuzanus

o. Onpenenure KOMIOHEHT CUCTEMBI b) Monayns yIIpaBJICHUS
ANEKTPOHHOTO JIOKYMEHTO000POTa, OTBEUAIOIINIA 32 | BEPCHSAMHU

KOHTPOJIb BEPCUH JIOKyMEHTOB.

a) Moxaynb 6e30macHOCTH

b) Moaynb yrnpaBiieHusI BEpCUSIMU

¢) Moynb noucka

d) Monayns oTueTHOCTH

6. VYKkaxuTe, 4To Takoe AEeKTpoHHAs 1uppoBas | b) Kpunrorpaduueckoe
noarmuch (D). CpENCTBO obecrieueHus
a) Crnioco0 MIOJITBEPKICHUS JUYHOCTH | QyTeHTUYHOCTH u
MOJTL30BATEIIS HA CalTe [IEJIOCTHOCTH  DIIEKTPOHHOTO
b) Kpunrtorpaduueckoe cpencrtBo obOecrneueHus | JOKyMEHTa

AyTEeHTUYHOCTH ¥  IEIOCTHOCTH
JOKYMEHTA

C) DONEeKTpPOHHBIH aHAJIOT OOBIYHOW MOANMHUCH Ha
OYMa)KHBIX JIOKYMEHTAax

ANEKTPOHHOTO

d) Ilporpamma mams co3maHusl  DIEKTPOHHBIX
JOKYMEHTOB
7. Omnpenenute MeTo 1, KOTOPBIN ucnonb3yercs | ¢) Lludporanue

JUTSl 3aIIMThI JAHHBIX B CUCTEMaX IEKTPOHHOTO
JOKYMEHTO000pOTA.

a) BonsHble 3HAKK

b) AHTHBUpPYCHBIE TPOTPAMMBI

¢) Hludposanue

d) Bpanamayspsl

8. OTMeTbTe, KaKo# MpoLecc sIBIAETCs
B)KHBIM JUTS YIPABICHHS KU3HEHHBIM [TUKIOM
JTOKyMEHTA.

a) YHUUTOXKEHHUE IOKYMEHTa

b) PegaktupoBanue 10KymeHTa

¢) Knaccudukanus nokymenra

d) ApxuBHpOBaHHE TOKYMEHTA

d) ApxuBrpoBaHH€E JOKYMEHTa

9. VKkakuTe, 4TO BKIIIOYAET B CEOS MOHSATHE
"MeTa/iaHHbIe" B KOHTEKCTE 3JIEKTPOHHOTO
JOKYMEHTO000pOoTa.

a) OCHOBHOE cO/Iep>)KaHHUE JOKYMEHTA

b) [anHble O MaHHBIX, TaKkWe Kak aBTOp, Jdara
CO3JIaHMS U KIIFOUEBBIE CIIOBA

c) Pe3epBHbIE KOMTUU JTOKYMEHTA

b) JlaHHBIE O JMAHHBIX, TaKWE
Kak aBTOp, Jara CO3/[aHus W
KITFOUEBBIC CIIOBA
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d) Texnuueckue XapaKTepUCTUKU CHCTEMBI

10.  Ompenenure, KaKO# MOAXO]T UCIIONIB3YETCS b) Hcnonb3oBanue
JUISL HHTETPAIH CHCTEM DJICKTPOHHOTO UHTEpEHCcoB
JOKyMEHTO000pOTa C APYTUMH HHPOPMALIMOHHBIME | IPOTPAMMHUPOBAHHSI
CUCTEMaMH. npuiioxxeHuil (API)

a) PydHoii BBO/ JaHHBIX

b) Hcnonp3oBanue uHTEpPEIcOoB

[porpaMMUpoBaHusl npuiioxeHuit (API)
c) [ledaTp TOKYMEHTOB U CKAHUPOBAaHUE
d) O6meH uepe3 GU3NIECKUE HOCHTEIH
11. VYkaxxute, Kakoi U3 MepeYrCICHHBIX ¢) Moayns 00paboTKH TeKcTa
anemeHToB HE sIBIIsSIETCS 4aCThIO CUCTEMBI
YIIPaBIIECHHSI AIEKTPOHHBIM JIOKyMEHTOOOOPOTOM.
a) Moynb ayTeHTH(QHUKAIMH 0JIb30BaTeIeH

b) Moaynb ynpaBiieHHs! 10CTYIIOM

¢) Moxayns 00paboTKH TeKcTa

d) Moaynbs apXuBHpOBaHUS

12. Omnpenenure, 9TO U3 HIDKETIEpEUUCIEHHOTO | a) CTOMMOCTD CUCTEMBI
SBJISIETCS BAXKHBIM (PaKTOPOM IIPH BHIOOPE CUCTEMBI
ANIEKTPOHHOTO I0KyMEHTOO000pOTA.

a) CTOMMOCTB CUCTEMBI

b) KonnuecTBo coTpyIHUKOB B KOMITaHUU

¢) ['eorpaduueckoe pacnosiokeHre KOMIaHUU

d) Tum ucnosib3yeMbIX KOMIIBIOTEPOB

8.IlepeyeHb OCHOBHOWI W  JONMOJHHUTEJbHOW Yy4YeOHOW JHUTEPATypBhI,
HEeO0X0AUMOM VI OCBOCHHS M CIUIIMHBI

OcHoBHas JquTEpaTypa

1. KapyceBuu, T. E. Opranuzanus 3J€KTpOHHOTO IOKYMEHTOOO0pOTa B CHUCTEMax
yIPaBJICHUS pPeCypcaMy U B3aUMOOTHOIICHUSMH MPEANPUATUS : ydeOHoe mocobue / T.
E. Kapycesuu, K. A. [loranoBa. — Mocksa : PTY MUPOA, 2021. — 129 c. — Tekcr :
aNeKTpoHHBI /  Jlane  :  snekTpoHHO-OMOnmoreunas — cucrema. —  URL:
https://e.lanbook.com/book/226550 — Pexxum mocTyma: 1 aBTOPHU3. MOIb30BaTEIIeH.

2. Ilyrbkuna, JI. B. YnpaBieHue 31€KTPOHHBIM JOKYMEHTOOOOPOTOM B BBICHIEM
yaeOHOM 3aBenennn : yueoHoe mocodue / JI. B. [lytekuna, B. 0. Moxkpsriit. — CaHkT-
[letepbypr : CIIOI'VII, 2020. — 65 c. — ISBN 978-5-7621-1103-4. — Texkcr :
aNeKTpoHHBI /  Jlane  :  snekTpoHHO-OMOnmoreunas — cucrema. —  URL:
https://e.lanbook.com/book/215444 — Pexxum noctyna: AJjisi aBTOPU3. MOJIb30BaTENECH.

3. T'pubkoB, JI. H. TexHOMOrHMM SIIEKTPOHHOTO JOKYMEHTOOOOpOTa : y4eOHOE
nocooue / J[. H. I'pubko, A. B. KansnoB. — Open : OI'MUK, 2021. — 105 c.—
Texct : osnexkrponHsii / Jlane : 3mekTpoHHO-OMOMMoOTeuHas cuctema. — URL:
https://e.lanbook.com/book/261932 — Pexxum nocTyma: 1 aBTOPHU3. IMOJIb30BaTEIICH.
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JonmoiHUTEIbHAA JIUTEPATYPA

4. CumonoBa, A. B. PazpaboTka cucteM 3JE€KTPOHHOTO JTOKYMEHTOOOOpOTa :
yueOHO-MeToanueckoe nocodbue / A. B. Cumonosa, A. K. PeionukoB. — Mocksa : PTY
MUPDA, 2023. — 72 c. — ISBN 978-5-7339-1727-6. — TekcT : aneKTpoHHbIH // JlaHb
: ANEeKTpOHHO-OnbMnoTeunast cuctema. — URL: https://e.lanbook.com/book/331556 —
Pexxum moctyna: st aBTOpH3. MOJIb30BaTENCH.

5. OpraHu3aioHHO-TIPaBOBOE 00ECIeueHre IEKTPOHHOTO JOKYMEHTO000pOTa :
yueOHOo-MeTonuueckoe mocooue / E. M. Muxaiinosa, A. B. Camoxsanos, H. JL
Koponesa, E. B. Apxunosa. — Tam60B : TT'Y um. I.P.JlepxaBuna, 2023. — 142 c. —
ISBN 978-5-00078-692-5. — Tekct: onexTpoHHbI / JlaHb : 3JIEKTPOHHO-
oubnuoreunass cucrtema. — URL: https://e.lanbook.com/book/416120 — Pexum
JOCTYTIA: JIsl aBTOPHU3. TIOJIB30BATEIICH.

9.Ilepeyenb pecypcoB HMH(POPMALMOHHO-TEJIEKOMMYHUKAINIMOHHON CeTH
«/HTEpHET», HEOOXOAMMBIX /111 OCBOCHUS TN CIIUTIHHBI

1. OnekTpoHHass ~ OmOimoreka  duHaHcoBoro  yHuBepcutera  (OB)
http://elib.fa.ru/
2. OnexTpoHHO-OMOIMoTeuyHast cucrema BOOK.RU http://www.book.ru

3. DONEeKTPOHHO-OMOIMOTEUHAsT CUCTeMa «YHHUBEPCHUTETCKass OubiMoTeka
OHJIAMH» http://biblioclub.ru/

4, DNIEKTPOHHO-OMOIMOTEUHAs cucTeMa Znanium http://www.znanium.com

5. DNEeKTPOHHO-OUOIMOTEUHAS cucremMa W31aTeIbCTBA «OPAMT»
https://urait.ru/

6. DNEKTPOHHO-OMOINOTEUHAS cucreMa W3/1aTeNIbCTBA [Ipocnekt
http://ebs.prospekt.org/books

1. DIEeKTPOHHO-OMOIMOTECUHAS cucreMa W31aTeIbCTBA Jlanp

https://e.lanbook.com/

8. JlenoBas onnaitH-Onbroreka Alpina Digital http://lib.alpinadigital.ru/

Q. OnextpoHHass OubOmuotexka M3patenbckoro goma  «I'peOCHHHUKOBY
https://grebennikon.ru/

10.MeToguueckne MaTepualibl, ONpeAeAIIHNEe NMPOUeAYPbl OLEHUBAHUA
3HAHUM M YMEHHMH, XapaKTePU3YIIHUX CTeleHb C(POPMUPOBAHHOCTH KOMIIETEHIUI

Pexomenoayuu no noocomoere xk 1eKYUOHHbIM 3AHAMUAM

N3yuenue aucuuIiiHbl TpeOyeT CUCTEMATUYECKOrO0 U IMOCIEA0BATEIHLHOTO
HAKOIUICHUSI 3HAHUM U NPAKTUYECKUX HABBIKOB, CIEAOBATEIBHO, MPOIYCKU OTAECIBHBIX
JEKIU HEeoOXOAMMO Cpa3y HaBEpPCTHIBATH MOCPEJACTBOM CAMOCTOSITEIBLHOIO M3Y4YEHUS
MPONYLIEHHOW TEMBI M KOHCYJIBTALIMI C MPENOIAaBATENEM, BEAYILIUM 3aHATHS.

Pexomenoayuu no noocomoexe k npakmuieckum (CeMunHapCcKum) 3aHAmusIm

CrymeHtaM clielyeT Ha KaXJI0€ MPAKTUYECKOE 3aHATHE NPUXOOUTH C
pe3yJibTaTaMH BBINIOJIHEHHOW JOMalllHel paboThl MpeAblayllero cemuHapa. Takoe
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TpeOOBaHUE CBSI3aHO C TEM, YTO CIOKHBIE MPOrpaMMbl 0OCYXIatOTCSI M BBIIOJIHSAIOTCS
HECKOJIbKO CEMHHAapoOB MOApAA, M s paboTbl MO TEeMe TEKYyIIEero CeMuHapa
UCIIONIb3YETCSl PE3ylbTaThl padOThl HAa MPEABIIYIIEM CEMHHApe U COOTBETCTBYIOIIEH
JOMaIlHend paboThlI.

CamocrosiTenbHas padoTa CTYJIEHTOB BKJIIOYAET B C€0s BBINOJIHEHUE Pa3IUYHOTO
poia 3ajaHMii, KOTOpbIE OPUEHTHUPOBAHBI Ha Oojee MTyOOKOE YCBOEHHE Marepuania
U3y4aeMOW IUCUHUIUIMHBI U MPUOOpPETEHUE MPAKTUUYECKUX HABBIKOB IO JAUCIUIUIMHE
ylpaBieHYeCKas SKOHOMHUKA.

K BbllOMHEHUIO 3aJaHuil ISl CaMOCTOSITENbHOW pPabOThl TPEIbABISIOTCS
cienyrone  TpeOOBaHMS: 3aJlaHUs  JIOJDKHBI  BBINOJHATBCS ~ CAMOCTOSATEIBHO.
Pe3ynbTaTtoM BBIMONHEHHS 3aJaHMsl SBISETCS TMPUMEHEHUE HAaBBIKOB B cdepe
VYrpaBiieHHe 3J€KTPOHHBIM JOKYMEHTOOOOPOTOM. 3aJaHHe€ MOXET OBbITh BBIMOIHEHO
KaK Ha KOMIIbIOTEpE CTYyAEHTa (JOMAalllHEM WA B KOMIBIOTEPHOM Kjacce), Tak U Ha
KOMITbIOTEpE TpernojiaBaresst (JOMallHEeM WM YCTAHOBJICHHBIM B KOMIIBIOTEPHOM
KJacce).

CryneHram clieyer:

—pPYKOBOZCTBOBAThCS rpa)KOM CaMOCTOSITEIbHOM paboThl, onpeneneHHbIM PIT/]

—BBITMIOJIHATh BCE TUIAHOBBIE 3aJlaHWs, BBIJABa€MbIE IIpernojaBaTesieM s
CaMOCTOSITEJILHOTO BBITOJTHEHUS

—pa30uparh Ha CEeMUHapax M KOHCYAbTAMSIX OMIMOKM B MPOTrpaMMax U MpoUyue
HETIOHSATHBIE BOIPOCHI.

<DopMa HpOMG)KYTO‘IHOﬁ arreccraiguu 110 AUCHUIIIIMHC — 9K3AMEH.

Kputepun ouneHUBAHUS 3HAHUNA M YMEHMH, XapaKTepPpU3YyKWIUUX CTENEHb
c¢hopMUPOBAHHOCTH KOMIIETEHIIMI :

- OIICHKON «omauuno» OLICHUBAETCS IOJIHOE OCBOCHHE KOMIICTEHIINN IO JaHHOU
muctumuinae. OleHKa BBICTABISETCS IPU TOJYyYCHHH oOydarommmcs 86 u Ooiee
6amnos. [Ipu sToM OH:

3HaeT: 3aKOHONATeIhCTBO W HOpMaTuBHBIE akThl B cdepe UT; meromuku
oOcneoBaHus TPENNPUSATUS IS  BBISIBJICHUS OW3HEC-TIPOIIECCOB; COBPEMEHHBIE
TeHAeHIN U dddextuBHbIe TexHONOTHH B UT-cepe; apdexkTnBHBIC METOBI CO3TaHMS
Y aHAJIN3a TEXHOJIOTUYECKOTO CIIOSl apXUTEKTYPhI IPEANPUATHS.

ymeeT: TmpeoOpa3oBbIBATh OW3HEC-TIPOLECCHl  TPEANPHUSATHS B yCIOBHUSAX
TpaHcpopManu Ou3HEca C YYETOM HOPMATUBHBIX aKTOB U  CYIIECTBYIOILIETO
3aKOHOJATENIbCTBA; CO3/1aBaTh, (OPMHUPOBATh, MOACPHUZHPOBATH M OOOCHOBBIBATH
BapUAHTHI TEXHOJOTHUYECKOTO CJIOSl apXUTEKTYPhI MPEATPUSATHS.

-OLIEHKOW  «X0pouto» OIICHUBAECTCSI OCBOCHHUE KOMIIETCHUMH II0 JaHHOMU
JTUCUUIUIMHE, OAHAKO B OTBETaX JOMYCKAIOTCA HETOYHOCTU U HE3HAYUTEIbHBIE OIIHOKHU.
OueHka BhICTaBISICTCS MPH MoMydyeHu olyyaromumcs ot 70 no 85 6amnos. Ilpu sTom
OH:
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XOPOILIO 3HAeT: 3aKOHOJATEIbCTBO U HOPMAaTUBHBIE aKkThl B cpepe UT;MeTonuku
oOcnenoBaHus NPENNpUATUS JJI1  BbIIBICHUS OW3HEC-TIPOLIECCOB; COBPEMEHHBIE
TeHAeHIMHN U 3P dexTuBHbIe TexHONornu B UT-chepe; appexkTuBHbIE METONIBI CO3TAHMS
Y aHaJIM3a TEXHOJIOTMYECKOTO CI0s apXUTEKTYPhI MIPEANPUATHU.

XOpPOLIO yMeeT: MpeoOpa3oBbIBaTh OU3HEC-TIPOLIECCH MPEANPUITHS B YCIOBUSIX
TpaHcopMalui Ou3HECAa C YYETOM HOPMATUBHBIX aKTOB U  CYIIECTBYIOLIETO
3aKOHOJATENIbCTBA; CO3/1aBaTh, (OPMUPOBATh, MOAECPHU3UPOBATH M OOOCHOBBIBATH
BapUaHThl TEXHOJIOTHYECKOTO CII0SI APXUTEKTYPhI MPEATPUITHS.

-OLICHKON «y00671€meopumenbHo» OLEHUBACTCS OCBOCHUE KOMIETEHLMH IO
JAHHOW AMCIMUIUIMHE, OAHAKO B OTBETaxX JOMYCKAIOTCA OTAeNbHbIE omMOKU. OreHka
BBICTABJISIETCS IPU MOTYyYeHUH oOyyatomumcest ot 50 10 69 6amnos. [1pu sToM oH:

IJIOXO 3HAET: : 3aKOHOJATENbCTBO M HOpMaTHBHBIE akThl B chepe UT;meTonuku
oOcneioBaHus TPEANpUsTUS JJiA  BbISBICHUS OHU3HEC-TPOLIECCOB; COBPEMEHHbIE
TeHAeHIMN U 3¢ dexTrBHbIe TexHonoruu B UT-cdepe; apdekTuBHbBIE METONBI CO3AAHUS
U aHaJIM3a TEXHOJIOTMUYECKOTO CJI0S apPXUTEKTYPbI MIPEANPHUSATHUS.

IUIOX0 YMeeT: IPeoOpa3oBbIBaTh OU3HEC-MPOIECCHl MPEANPUATHS B YCIOBHIX
TpaHchopMalui Ou3HEca C YYETOM HOPMATHUBHBIX aKTOB M  CYIIECTBYIOIIETO
3aKOHOJATENIbCTBA; CO3/1aBaTh, (OPMUPOBATh, MOJAECPHU3UPOBATH M OOOCHOBBIBATH
BapUAHTHI TEXHOJIOTUYECKOTO CJI0S ApXUTEKTYPhI MPEATPUITHS.

-OlICHKa «HEYI0BJIETBOPUTEJbHO» BBICTABISETCS B TOM CIy4yae, €cCiH
KOMIIETEHLIMH HE OCBOEHBI, OTBETHI COZIEPKAT CYLIECTBEHHbIE OINOKH U 00ydYaroLUMCs
nonydeHo meHee 50 6amioB. [Ipu 3ToM oH:

He 3HaeT: 3aKOHOAATeNIbCTBO M HOpPMAaTUBHBIE akThl B cdepe WUT;meTonuku
oOcieIoBaHUs TPEANPUATUS ISl  BBIABICHHUS OM3HEC-NPOIIECCOB; COBPEMEHHBIE
TeHaeHInH U dddextuBHbIe TexHOoIorun B UT-cdepe; addhexTuBHBIC METOIBI CO3AaHUS
Y aHAJIN3a TEXHOJOTUYECKOTO CJIOSI ApXUTEKTYPhI IPEATIPUATHSL.

He YyMeeT: IIpeoOpa3oBbIBaTh OW3HEC-NPOLECCHl MPEANPUSATUS B YCIOBUSAX
TpaHcpopmanuu Ou3HECA C YYETOM HOPMATHUBHBIX AaKTOB U  CYILIECTBYIOIIETO
3aKOHO/IATENIbCTBA; CO3/1aBaTh, (OPMHPOBATh, MOAEPHUZUPOBATH M OOOCHOBBIBATH
BapHUaHThl TEXHOJIOTMYECKOTO CJI0S apXUTEKTYPhI MPEATPUITHS.

11.Ilepeyenr  UHGPOPMAIMOHHBIX  TEXHOJOIMH, HCHOJIb3yeMbIX MpPH
OCYLIECTBJICHUHU 00Pa30BaATEJIBHOIO NPoLecca no JUCUHUILINHE, BKJIKYas NepeYeHb
HEeO00X0AUMOr0 NPOrPaMMHOI0 oOecrevyeHUs] U HH(POPMANHOHHBIX CIPABOYHBIX
CHCTEM

11.1.KoMIIeKT JUMIEH3MOHHOI'0 POrPAMMHOI0 00ecIeYeHM I :
[TakeT oucHBIX MpoTrpamMm;
AntuBupyc Kaspersky.

11.2.CoBpeMeHHbIe npodeccuoOHANbHBIE 0a3bl JAHHBIX U HHPOPMALIUOHHBIE
CIIPABOYHbIE CUCTEMBbI:
Nudopmanmonno-npasosas cucrema «KoncynbranT [lmocy;
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HNupopmarmonHo-npaBoBas cuctemMa «l'apanr;

Cucrema  KoMIUIeKCHOro  packpeitusi ~ uHpopmamuun  «CKPUH» -
http://www.skrin.ru/

11.3.CepruduuupoBaHHble NPOrpaMMHbIe M aNlllapaTHbIE CPeICTBA 3AINTHI
HHpOpMALUK:

He npenycmotpens!.

12.0nucanue MaTepuajJbHO - TEXHHYECKOH O0a3bl, HeOOXOAUMOM JIs
OCylIeCTBJIeHHUS 00Pa30BaTEJIBLHOI0 MPOLEcCa M0 AUCIUIINHE

HOMGH_IeHI/IH IJIA IIPOBCIACHUA HeKL[Hﬁ, CCMUHAPCKUX SaHHTHﬁ, I'PYIIIOBBIX H

WHIUBUAYAJIbHBIX KOHCYHBT&HHﬁ, TCKYIICT'O KOHTPOJIA U HpOMG)KYTO‘IHOfI aTTeCTalum,
a TaAKOKC ITIOMCIIICHUA OJIA CaMOCTOSITCJIbHOM pa6OTBI.
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