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1.HaumeHoBaHMe TMCHHUIIHHBI

b1.B.03./1B.04.03 «YnpaBneHue 31eKTPOHHBIM JOKYMEHTOOO0POTOMY.

2.IlepeyeHs NJIAHUPYEeMBIX Ppe3yJbTATOB OCBOEHHUS 00pa30BaTeIbHOI
nporpaMmsl (epeyeHb KOMIeTEHIHIT) ¢ YKa3aHHeM MHIMKATOPOB UX J0CTUKEHHUS

U IVIAHUPYEMBbIX Pe3yJibTAaTOB 00y4YeHUsI M0 TUCIHUIINHE

JuctuminHa «YrnpaBieHUE 3JIEKTPOHHBIM JTOKYMEHTOOOOPOTOMY» OOecreunBaeT
dbopmupoBanue ciaeayronux komrereHui: [TKII-3.

PesyabTarnbl 00yyeHus

Ko Nupuxaropsl MEHHS U 3HAHUA
! HanmeHoBaHue ! P (¥ ),
KoMIleTe AOCTUKEHU S COOTHECEHHbIE €
KOMIIeTeHIIUH
HIUH KOMIIeTCHIIUH HHIMKATOPAMH J0CTHKCHUS
KOMIIeTeHUMH
[TKTI-3 CrnocobHOCTB 1. Ananu3upyet TeKyuuii 3HaTh: METONBI aHAIU3a
npeaaraTh pa3jinyHble yYpOBEHb TEKYILEro YpOBHS
BapUaHTHI UHOPACTPYKTYPHBIX UHPPACTPYKTYPHBIX pelIeHUI
UHPPACTPYKTYPHBIX pelieHui MPEIANPUSATHSI/ OpraHU3auN
pelIeHnii 1Jisd oa- peaIpUATHs/OpraHu3aluu YMeTh: aHaIUM3UpPOBATh
nepxxkn UT/NUC TEKYILLUI YPOBEHb

UHPPACTPYKTYPHBIX pelIeHUi
PEIPUITHSI/ OpraHu3aluu

2. GopmupyeT U 3HaTh: KIHOUEBBIE METOBI U
00OCHOBBIBAET BapUaHThI 0coOeHHOCTH (OPMUPOBAHUS
TEXHOJIOTMYECKOI0O CJIOs BapHAHTOB TEXHOJOTUYECKOTO
apXUTEKTYPHI IPEAIIPU- CJIOSL apXUTEKTYPBI
THS1/OpraHU3aLIH OpraHu3alyu

YMmerh: popmMupoBaTh U
00OCHOBBIBAaTh BapHAHThI
TEXHOJIOTHYECKOTO CII051
ApPXUTEKTYPbI
IpEIPUITHSI/OpraHu3aluu

3.MecTO IMCHUILIMHBI B CTPYKTYype 00pa3oBaTe/ibHO MPOrpaMMbl

«YmpaBiieHue 3JICKTPOHHBIM JIOKYMEHTOOOOPOTOM»  SIBIIACTCS  AUCITUTUTHHON
Monynsa «Ynpasnenue nudppoBoil opraHuzanueily, ynryonusoneid ocBoeHrue npoduis,
o0Opa3oBaTeIbHONM TPOTPaMMbI BBICIIIETO OOpa30BaHMS IO HAIPABIICHUIO ITOATOTOBKH
oakanmaBpoB 38.03.05 «busHec-undopmaruka», npodwib «AT-MEHEIKMEHT B
ousHEeCce».

JlaHHBIM Kypc paccMaTpuBaeTCs B Ka4€CTBE OCHOBHI JIJISl CIICIIMAIM3UPOBAHHBIX
KypCOB, OPHUEHTHUPOBAHHBIX Ha Oosiee TTyOOKOE HM3yUeHUE OTIENbHBIX HaINpaBiICHUI
VYrpaBieHus AEKTPOHHBIM IOKYMEHTOOOOPOTOM.




4.00beM IUCHUILIMHBLI B 3a4eTHBLIX €IHHHMIIAX U B aKAJAEeMHYECKHX 4acax ¢
BblleJICHHEM O0beMa ayIMTOPHON (JIeKHUM, CEMHHApPbl) M CAMOCTOSITEJIbHOM
padoThI 00y4aromuxcs (B ceMecTpe)

Ounas gopma 00OydeHUS.

Bun y;;ii:;ﬁ;ﬁ?“ o Bcero (B 3.e 1 yacax) Cemectp 7 (B yacax)
OO61mast TpPyI0€MKOCTh 3/108 108
JVCHUTLIHBI
KonrakrtHas pabora — 50 50
AyIUTOpHBIE 3aHATHS
Jlexun 16 16
CemuHapel, IPaKTUYECKUE 34 34
3aHSATHUS
CamocrosiTenbHas padbota 22 22
Bup tekymiero KOHTposst KontponbHas padora | KonrponsHas padota
Bua npomexyTouHO# DK3aMeH DK3aMeH
aTTecTaln

5.Conep:kanue AMCHUILUIMHBI, CTPYKTYPHPOBAaHHOE MO TeMaMm (pa3aesiam)
AUCHUILVIMHBI € yKa3aHHMeM HX 00beMOB (B aKaJeMHYeCKMX 4Yacax) M BHJIOB
Y4eOHBbIX 3aHATHH

5.1.Coaepxanue QJUCHMILIMHBI

Tema 1: BBenenne B 3J1eKTPOHHBIA JOKYMEHT0000POT

[TonsTHe W 3HAYEHUE AMEKTPOHHOTO JAOKyMeHTooOopora. VMctopuueckuit 0630p
pa3BUTHS JTOKyMeHTOOOOpoTa. OCHOBHBIE KOMIIOHCHTBI CHCTEMBI 3JICKTPOHHOTO
IoKyMeHTooOopoTa. [IpenmymiecTBa U HEMOCTATKH IEKTPOHHOTO JOKYMEHTOO0OpOTA.
HopmatuBHo-tipaBoBass 6aza B 00JacTH  AJIEKTPOHHOTO  JOKyMEHTOOOOpOTa.
Knaccudukarus 3IeKTpOHHBIX JOKYMEHTOB. OCHOBHBIC TEPMUHBI M ONPEICICHUS B
00J1aCTH NMEKTPOHHOTO JOKYMEHTOO0O0pOTA.

Tema 2: TexHOJIOTHH M HHCTPYMEHTBI JJIEKTPOHHOT0 JOKYMEHT0000pPOTA

ApXHTEKTYypa CHCTEM DIIEKTPOHHOTO JTOKymMeHToobopora. IIporpammuoe
oOecrieueHue IJisl ypaBiIeHUs IEKTPOHHBIM JTOKYMEHTO000pOTOM. MHCTPpYMEHTHI 115t
CO3/IaHMsI, XpAaHEHUSI U 00paOOTKHU AIEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHAS TOAMHKCH:
BUJIbI, TEXHOJIOTUU W TIpuMeHeHue. CucreMsl ynpaiieHus JokymeHTamu (DMS) u ux
byakiuu. WHTErpanuss CHCTEM 3JEKTPOHHOTO JOKYMEHTOOOOpOTa C JApYyTUMHU



WH()OPMAIIMOHHBIMI CHCTEeMaMHu. be30macHOCTh M 3amuTa JaHHBIX B AJICKTPOHHOM
JTIOKYMEHTO000pOTE.

Tema 3: Ilpouecc ynpagpJieHusi 3JIeKTPOHHBIM IOKYMEHTO000OPOTOM

DTarnbl BHEIPEHUS CHUCTEMBI AJIEKTPOHHOTO JOKYMEHTOooOOpoTa. OpraHuzanus
paboThI ¢ JTOKyMEHTaMu B 3JIeKTpoHHOU (popme. TIponecchl co3nanus, coracoBaHus U
YTBEPXKJIEHUS JAOKYMEHTOB. XpaHEHHE M apXUBUPOBAHUE DJIEKTPOHHBIX JOKYMEHTOB.
VYipaBieHue JOCTYIIOM U TpaBaMH IOJb30BaTelied B CHCTEMaX JOKYMEHTOOOOpOTa.
MoHuTOpHUHT U aHalu3 d(PPEKTUBHOCTU MEKTPOHHOTO JOKYMEHTO000poTa. O0yueHue
MOJIb30BaTeNeH U COMPOBOKIACHUE CUCTEMBI.

Tema 4: IlepcmekTMBBI W TpeHAbI B YIOPABJIEHUM 3JIEKTPOHHBLIM
JOKYMEHT0000pPOTOM

Bynyiee 31eKTpOHHOTO JOKYMEHTOOOOpOTa: TEHAECHUMUU W NMPOTHO3bl. BinsHue
OoO0JIauHBIX TEXHOJIOTMH Ha YINPaBJICHHE JOKYMEHTOOOOPOTOM. ABTOMATH3AIUA
MPOIIECCOB JOKyMEHTOo0OOpoTa ¢ nmomoipio MM u MammHHOro 00y4eHus. DBOIIOIUS
CTaHJIapTOB W TMPOTOKOJIOB JJisi OOMEHa JOKyMEHTaMH. YCTOMYMBOE pa3BUTHE U
DKOJIOTHS B KOHTEKCTE DJIEKTPOHHOTO JIOKyMeHTooOopora. I[IpoGiemMbl U BBI3OBBI
BHEJIPEHUS JIEKTPOHHOTO JOKYMEHTO00O0pOTa B Opranu3anusax. MccienoBanus u Keichl
YCHENIHON pean3alii CUCTEM IEKTPOHHOTO IOKYMEHTO000pOTa.

5.2.Y4eOHO-TEMATHYECKHNH TIJIAH

TpynoemMkocTh B yacax
AynutopHasi padora
Ne| HaumenoBan IIpakTn Dopmel
Camoc
1| e TeMbIl YyecKue TeKyIero
Bcer TOSITEJ
/ (pa3nena) o Oo6ma | Jleknu " nas KOHTPOJIsA
N | AMCUUILJIMHBI s " CeEMHHA YCIIeBAE€MOCTH
padora
pcKue
3aHATUA
1 | BBenenue B 27 13 4 9 14 CobecenoBanue 1o
3J'ICKTpOHHLII71 BOIIpoCcaM
JIOKyMEHTOO000P
oT
2 | TexHonoruu u 27 13 4 9 14 Dkcmnpecc - TecT
HHCTPYMEHTHI
BIEKTPOHHOTO
JIOKYMEHTO000D
oTa




3 | Ipomecc 27 12 4 8 15 CamocrosiTenbHas
yIOpaBIeHUS pabota
JJIEKTPOHHBIM NuauBuayanbHbIe
JIOKyMEHTO000p 3a/1aHus
OTOM

4 | IlepcuexktuBbl u | 27 12 4 8 15 Co0ecenoBanue 110
TPECHJIBI B BOIIpOCaM
YIpaBIeHUU
AJIEKTPOHHBIM
JIOKyMEHTOO000P
OTOM

B uenom no 108 50 16 34 58 KonrtposnpHas

TUCIUILINHE pabota

5.3.Coaepxkanue CeMUHAPOB, IPAKTUYECKUX 3aHATHH
HaumenoBanue IlepedyeHb BONPOCOB /1Jis1 00CY:KIeHUST HA ®opmbl
TeM (pa3/esioB) CeMHHAPCKHX, IPAKTUYECKUX 3aHATHSAX, NpoBeIeHNsl
MUCHUTLTAHBI peKoMeHIyeMble HCTOUHUKH U3 pa3esioB 8,9 3aHATHI
Bgenenue B [ToHsiTHE W 3HAYEHHE SITEKTPOHHOTO Ompoc. duckyccus
AIIEKTPOHHBIN ToKyMeHToobopoTa. Mctopuyeckuii 0030p pa3BUTHS 0 aKTyaJlbHbIM
JIOKyMEHTO000pOT JTOKyMeHTO000poTa. OCHOBHBIC KOMITOHEHTBI CHCTEMBI | BOTIPOCAM TEMEI.

AIIEKTPOHHOTO ToKyMeHToobopoTa. [Ipeumymiecrsa u
HEJIOCTATKH JIEKTPOHHOTO JOKyMEHTO00O0pOTA.
HopmatuBHo-nipaBoBas 6a3a B 00J1aCTH JIEKTPOHHOT'O
nokyMeHToobopoTa. Kinaccuduxanust a3neKTpoHHbIX
JOKyMeHTOB. OCHOBHBIE TEPMUHBI U OIIPEICIICHUS B
00J1aCTH SJIEKTPOHHOTO JIOKYMEHTO000pOTA.

Pemenue
CUTYallUOHHBIX U
MPaKTUYECKUX
3amad. Tect

Texnonoruu u

ApXHUTEKTypa CUCTEM IEKTPOHHOTO

Omnpoc. Juckyccust

UHCTPYMEHTBI nokyMeHToobopoTa. [IporpammHoe obecnieuenue ais 10 aKTyaJIbHbIM
AIIEKTPOHHOTO yIpaBJIEHUS 3JEKTPOHHBIM JTOKyMEHTOOOOPOTOM. BOIIPOCAM TEMBI.
JTIOKyMEHTO000pOoTa NHCcTpyMeHTHI [Tl CO3/1aHusl, XpaHEHHST B 00pabOTKH Pemenne
ANIEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHAs MOAMNCH: CUTYallMOHHBIX U
BU/JIbI, TEXHOJIOTUU U TpuMeHeHHne. CucTeMbl MPAKTHYECKHUX
ynpasieHus nokymenramu (DMS) u ux ¢pynkuumu. 3ajgad. Tect
WuTerpanus cucteM 3JIeKTPOHHOTO I0KyMEHTO000pOoTa
C Ipyr'MHU UH()OPMAIIHOHHBIMH CUCTEMaMHU.
be3onacHOCTh U 3alIMTa JaHHBIX B AJIEKTPOHHOM
JIOKYMEHTOO00OPOTE.
ITpouecc Oransl BHEIPEHUS CUCTEMBI 3JIEKTPOHHOTO Ompoc. [quckyccus
yIpaBIEHUS JOKyMeHToobopoTa. Opranuzanus paboTsl C 10 aKTyaJIbHBIM
AIIEKTPOHHBIM JIOKYMEHTaMU B 3JIeKTpoHHOU (popme. [Tponeccsr BOIIPOCAM TEMBI.
JIOKYMEHTOOOOPOTOM | CO3JJaHMs, COITIACOBAHUS M YTBEPKJIEHHS TOKyMeHTOB. | Pernenue
XpaHeHHEe U apXUBUPOBAHUE IEKTPOHHBIX CUTYallHUOHHBIX U
JIOKYMEHTOB. YIIPaBJIE€HUE IOCTYIIOM U ITPaBaMHU MPAKTUYECKUX
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MOJIB30BaTENeH B CHCTEMaX JOKyMEHTO00O0poTa. 3ajaq
MoHuTopuHT 1 aHayu3 3()HEKTUBHOCTHU IEKTPOHHOTO
TokyMeHTooOopoTa. OOyueHue monbp30BaTeei u
COIPOBOXICHHUE CUCTEMBI.
IlepcriekTuBbI U Byny1iee 31eKTpOHHOTO JOKYMEHTO000pOoTa: Ompoc. duckyccus
TPEH]IbI B TEHJCHIIMU U IPOTrHO3bI. BiinsHue o0nauHbIX 10 aKTyaJIbHbIM
yIpaBICHUU TEXHOJIOTHI Ha YIPaBJICHUE TOKYMEHTOOOOPOTOM. BOIPOCAM TEMBI.
AIIEKTPOHHBIM ABTOMaTH3aIUs TPOLECCOB IOKYyMEHTO000pOTa C Pemenue
JOKyMEeHT0000poToM | omouibio MM u MamuaHOr0o 00y4eHus. DBOTIOIHS CUTYallUOHHBIX U
CTaHJapTOB U MPOTOKOJIOB JIJIsl OOMEHA JOKYMEHTaMHU. MPAKTHYECKHUX
YcToWunBOE pa3BUTHE U DKOJIOTUS B KOHTEKCTE 3a7ad.
AIIEKTPOHHOTO JIOKyMeHTooOopoTa. [Ipobiaemsl
BBI30BBI BHEAPEHHSI AIIEKTPOHHOTO IOKYMEHTOO00pOTa
B opranu3anusx. VccinenoBanus v KeHChl yCIEITHOM
peasn3ali CUCTEM MIEKTPOHHOTO JOKYMEHT0000pOTa.
6.IlepeyeHb y4eOHO-METOAMYECKOTO oOOecCleYeHUus1 JJIA CaMOCTOATEIbLHOM

padoThI 00y4YAOIIUXCH 10 JUCHMILIHHE

6.1.1lepeyeHr BONPOCOB,

OTBOAMMBIX Ha CaMOCTOSITeJIbHOE OCBOEHHUE
TUCUMILUIUHBI, (JOPMBI BHEAYIMTOPHOH CAMOCTOSATEILHON padoThl

[Tpu w3ydeHnn AUCIUTUTHHBI « YIIPABICHUE AJICKTPOHHBIM JTOKYMEHTOOOOPOTOM)
00s13aTeTLHBIMU SBJISIOTCA CIAEAYIOMUe (POPMbI CaMOCTOSTENHHONU PAOOTHI:

1. Pa36op TeopeTnyeckoro Marepuaia mo mocoOusM U KOHCIIEKTaM JICKIIHH;
2. CamocToSTeNIbHOE U3YUYCHUE YKAa3aHHBIX TCOPETUUSCKUX BOTIPOCOB;
3. Brinmonnenne nHAUBUAYIbHBIX 3adanuit (113)
4, Brimonnenue koHTposibHOM paboTsl (KP)
HaumenoBanu
e pa3/eJios, Yka3anue pasiesioB M TeM, OTBOAMMBIX HA ®opma BHeayIMTOPHOI

TEM, BXOAALIINX
B TUCHUILIUHY

CaMOCTOATECJIbHOC OCBOCHHUC Oﬁy‘IaIOIJ.[I/IMI/ICﬂ

CaMOCTOSAITeIbHOI padoThI

Brenenue B
ANEKTPOHHBIN
JIOKYMEHTO000
poT

[TonsiTvie ¥ 3HaYE€HKE EKTPOHHOTO
ToKymMeHToobopoTta. Uctopuueckuii 0630p
pa3BUTHSI JOKyMEeHT0000poTa. OCHOBHBIE
KOMIIOHEHTBI CUCTEMBI 3JIEKTPOHHOTO
nokyMeHToobopota. [Ipeumyiiectsa u
HEI0CTaTKHU 3JIEKTPOHHOTO JOKYMEHTO000POTA.
HopmarusHo-nipaBoBast 6a3a B 00macti
AIIEKTPOHHOT'O JOKYMEHTO000POTA.
Knaccudukanus 3m1eKTpOHHBIX JOKYMEHTOB.
OcHOBHbBIE TEPMUHBI U OTIpEIETICHUS B 00JIACTH
BIEKTPOHHOTO JOKYMEHT0000pOTA.

PaboTa ¢ KOHCIIEKTOM JIEKIUH; -
paboTa ¢ IeKTPOHHOMN
OMOIMOTEYHOI CUCTEMOIH;
Pabota ¢ pecypcamu
MH(OPMaIMOHHO-
00pa3oBareabHOro opTana
(MOII) ®unynuBepcurera;
CocrapieHue 1iaHa U Te3UCOB
OTBETOB Ha KOHTPOJIbHBIE
BOTIPOCHI; TTOJITOTOBKA K
YYacCTHIO B JUCKYCCHH.




HaumeHnoBanu
e pa3eJos,
TeM, BXOASIIIIHX
B JUCUMILIMHY

Yka3zaHnue pa3iesioB M TeM, OTBOJUMbIX Ha
CaMOCTOSITeJIbHOE OCBOEHHE 00yYAIOIIUMHUCH

dopMa BHeayIMTOPHOM
CaMOCTOSITEILHOM padoThI

Texnonoruu u

ApXUTEKTypa CUCTEM IEKTPOHHOIO

Pabora ¢ KOHCIIEKTOM JIEKIIUH;

UHCTPYMEHTBI nokyMeHToobopota. [Iporpammuoe - paboTa ¢ NIEeKTPOHHON

3IIEKTPOHHOTO oOecrieueHue AJis yIpaBiIeHUs JIEKTPOHHBIM OUOIMOTEeYHON CUCTEMOM;

JIOKyMEHTOO00 JIOKyMEHTO000pOoTOM. MTHCTpYMEHTHI /115 PabGora c pecypcamu

opota CO3JIaHMsI, XpaHEHUsI M 00pabOTKH IIEKTPOHHBIX MH(POPMALTMOHHO-
JIOKYMEHTOB. DJIEKTPOHHAs MOAMNKCH: BHUIBI, o0pa3oBareabHOro mopTaa
TEXHOJIOTUH U NpuMeHeHne. CUCTEMBI (UOIT) ®unyHuBepcuTeTa;
ynpasieHus gjokymenramu (DMS) u nx CocraBieHue 11aHa u TE3UCOB
¢yHkumu. MHTErpanus cucteM 31eKTPOHHOTO OTBETOB Ha KOHTPOJIbHbBIE
JIOKYMEHTO000POTa C IPYTUMHU BOIPOCHI; MOATOTOBKA K
nH(OPMAIMOHHBIMH cucTeMaMu. bezonacHocTh Y4acTHUIO B JUCKYCCHHU.
U 3al11Ta JaHHBIX B 3JIEKTPOHHOM
JIOKyMEHTO000poTE.

ITponecc Oranbl BHEAPEHUS CUCTEMBbI 3JIEKTPOHHOTO Pabora ¢ KOHCIIEKTOM JIEKIUH;

yHpaBJIeHUs JOKyMeHToo0opoTa. Opranuzanus paboTsl ¢ - paboTa C JIeKTPOHHOU

IEKTPOHHBIM JIOKYMEHTaMH B 3JIEKTPOHHOU hopme. OMONIMOTEYHON CUCTEMON;

JIOKYMEHTO00 [Tpoueccel co3aanusi, COrIACOBAHUS U Pabora c pecypcamu

OpOTOM YTBEPKACHUS TOKYMEHTOB. XpaHEHUE U nH(OPMAIMOHHO-
apXMBHPOBAHUE TEKTPOHHBIX JOKYMEHTOB. 00pa3oBareabHOro rnopraia
VYnpasieHue JOCTYNOM U IpaBaMu (UOIT) dunynuBepcuTeTa;
M0JIb30BaTeNel B CUCTEMaxX JOKYMEHTO000poTa. CocraBieHue I1aHa U TE3UCOB
MonuTOpUHT U aHaau3 3 (HEeKTUBHOCTH OTBETOB Ha KOHTPOJIbHbIE
AIIEKTPOHHOTO JOKyMeHTo0OopoTa. O0ydyeHune BOIIPOCHI; IOATOTOBKA K
M0JIb30BaTENEN U CONIPOBOXKIAECHUE CUCTEMBI. Y4acCTHUIO B JJUCKYCCHUU.

ITepcriekTHBBI Byny1iee 31eKTpoHHOTO 10KyMEHTOO00pOTa:! PaboTa ¢ KOHCIIEKTOM JIEKIIHH;

U TPEH/IBI B TEH/IEHIIMH U MPOTHO3bI. BiusHue 00nauHbIx - paboTa C JIeKTpOHHOU

yIIpaBICHUU TEXHOJIOTUH Ha yIPABIICHHUE OMONIMOTEYHON CUCTEMON;

AJIEKTPOHHBIM JIOKYMEHTOO00pOTOM. ABTOMATH3aLINS Pabora c pecypcamu

JIOKyMEHTOO00 MPOIIECCOB TOKYMEHTO00O0poTa ¢ moMortisio NN nH(pOpPMAITMOHHO-

OpOTOM U MaIIMHHOTO 00y4eHus. DBOIIONUA 00pa3oBareabHOro Mmoprasa
CTaHJapTOB U NMPOTOKOJIOB JJIsi OOMEHa (MOIT) ®dunynusepcutera;

JIOKYMEHTaMHU. YCTONYMBOE Pa3BUTHE U
SKOJIOTHS B KOHTEKCTE 3JIEKTPOHHOTO
JTOKyMeHTO00opoTa. [IpoOineMbl 1 BHI3OBBI
BHEPEHUS IIEKTPOHHOTO JOKYMEHTO000pOTa B
opranuzanusax. McciaegoBanus v KeHChl
YCHEIIHOW peaIn3alii CUCTEM 3JIEKTPOHHOTO
JIOKYMEHTO00O0pOTA.

CocraBieHue IUIaHa U TE3UCOB
OTBC€TOB Ha KOHTPOJIBHEIC
BOIIPOCHI; MIOATOTOBKA K
yY4acTuro B JUCKYCCHUH.




6.2.IlepeyeH, BOMPOCOB, 3aJaHWil, TeM [JIA TOATOTOBKH K TeKyIIeMy
KOHTPOJII0

OnHoit w3 QopM TEKylero KOHTPOJIsS SBJISETCS KOHTpOJbHas padora,
TECTHUPOBAHUE U BHIMIOJIHEHNE WHANBHUYaTbHbBIX 33JJaHUH.

IlepeyeHb KOHTPOJIBLHBIX BONIPOCOB IO AUCIHUIINHE

1. Uto Takoe 3lEeKTPOHHBIN JOKYMEHTOOOOPOT M B YEM €ro MpEeuMYyIIecTBa IO
CPaBHEHHMIO C TPATUIIMOHHBIM OYMa)KHBIM JJOKYMEHTO000pOTOM?

2. OnummTe OCHOBHBIC JTalbl  BHEIPEHHUS  CHCTEMBI  DJIEKTPOHHOIO
JIOKYMEHTO000pOTa B OpraHu3aIliu.

3. Kakue OCHOBHBICE KOMIIOHEHTHI BKJIIOYAE€T B Ce0s cUCTeMa yHpaBiICHUs
AIIEKTPOHHBIM TOKYMEHTOOOOPOTOM?

4. KakoBa poib CTaHIapTOB U HOPMAaTHUBHBIX aKTOB B YIIPABICHUH JJICKTPOHHBIM
JIOKyMEHTO000pOTOM?

5. Kak ocymectBisieTcs 0€30MacHOCT, M 3allUTa JIaHHBIX B CHCTEMax
AIIEKTPOHHOTO TOKYMEHTO0O0pOoTa?

IIpuMepsI 3a1aHNIT KOHTPOJIbHOH PadoThI

1. [IpoBenure aHanmM3 CyMIECTBYIOIIETO JOKYMEHTOOOOpOTa B  Balllel
OopraHu3anuu wWin Yy4dyeOHOM 3aBefieHuU. Ormpenenure OCHOBHBIE MPOOJEMbl H
MPEAJIOKUTE TYTH MX PELIEHUS C IOMOIIBI0 BHEAPEHUS CHUCTEMBI 3JIEKTPOHHOTO
JIOKyMEHTO00O0pOoTA.

2. CocraBbTe MPOEKT BHEAPEHUS CUCTEMBI SJIEKTPOHHOTO IOKYMEHTO0O0pOTa
JUIE  YCIOBHOW OpraHu3anuu. Bxiiounte onucaHue Ueneld, 3TanoB BHEAPECHUS,
HEOOXOJMMBIX PECYPCOB U 0XKHIAEMBIX PE3YJIBTATOB.

Kpumepuu 6annvhoit ouenku paziuuHvlX Hopm meKyuiezo KOHmMpOisn
ycneeaemocmu

Kpurepun OammpHON  OICHKM  pasiu4HBIX  (HOPM  TEKYIIETO  KOHTPOJIS
YCIIEBAEMOCTH COJIEPKATCA B COOTBETCTBYIONIUX METOJUYECKHX PEKOMEHIAIUIX
kadenpel «Marematnka u uHbopmaTuka»y KpacHomapckoro ¢uimana OUHAHCOBOTO
YHUBEPCUTETA.

7.@oHa OLEHOYHBIX CpeacTB JJid MPOBECACHUSA l'[pOMC)KyTO‘lHOﬁ aTrecranumn
OqualO[[IHXCﬂ o JUCIMIIIMHE

OueHouHble  CpelCcTBA  MpEeAHA3HAYEHbl  JUIsl  KOHTPOJISI U OIEHKHU
00pa30oBaTeNbHBIX JOCTHXKEHUW OOYyYaloluXcsi, OCBOMBILIMX MPOrpaMMy YyueOHOM
JTUCHUIUIMHBI « YIIPABIEHUE IEKTPOHHBIM JOKYMEHTOOOOPOTOM.

@DOHJT OLIEHOYHBIX CPEICTB BKIIIOYAET KOHTPOJIbHBIE MaTepUalibl JJIs MPOBEACHUS
TEKYIIEr0 KOHTPOJIS U MPOMEKYTOUHON aTTeCTallUU.
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7.1.0nucanue nokasarejeu u KPUTEPHUEB OLICHUBAHUA KOMHeTeH]_[l/lﬁ

ILnanupyembie
pe3yabTaThl
OCBOCHUA
KOMIIETEHIIUH
(mHAUKaTOpa
AOCTH/KEHHUSA
KOMIIETEH LM )

YpoBeHb 0CBOCHHS

«HEYAOBJIETBO
PUTECIBLHO»

«YAOBJIETBOPH
TeJIbHO»

«XOpOLLIO0»

«OTJIMYHO»

OueHouyn
oe
CpeacTBo

IKII-3 Cnoco0HocTh npeajararb pasjn4yHble BAPUAHTHI UHQPACTPYKTYPHBIX pelIeHu# IJIst
nogaepxkun UT/UC

AHanu3upyeT TeKyIUi YpOBeHb HHPPACTPYKTYPHBIX PEIICHUH MPeInpUsTHs/OpraHi3au

3Harb: ®parmenraprHo | Henonnsle Coopmuposann | ChopmupoBanH | Bonpocst
METO/IbI e IIPEICTABICHUS | bIE, HO | bI€ JUTS
aHanusa IIPEICTABJICHUE | O METOZAX | COAEpIKAILNE CUCTEMAaTUYECK | OLICHKHU
TEKYILEro 0 METOJaxX | aHajau3a OTJIETIbHBIE ue 3HAHUW U
YPOBHS aHanusa TEKYILEro pooebl IIPEICTABICHNS | YMEHUH,
UH(QPACTPYKTYp | TEKYILEro YPOBHS IIPEACTABIICHUS | O METOJIaxX | IPaKTHUKO-
HBIX PEIIECHUN | ypOBHSA UHPPACTPYKTYp | O METOZAX | aHaIu3a OpUEHTUD
OpeAnpusaTHs/o | HHQPACTPYKTYp | HBIX PpeIICHUH | aHanmu3a TEKYILEro OBaHHBIE
praHu3anuu HBIX peLICHUH | NpennpuaTus/o | TEKyLIero YPOBHs 3a/laHus,
NPEANPUSITHS/O | praHu3aluu YpOBHS UH(QPACTPYKTYp | TECTOBBIE
praHu3anyu UHPPACTPYKTYp | HBIX PELICHUH | 3aJaHus
HBIX pEIIeHUuH | MpeanpHusITHs/O
NPEANPUATHS/O | praHu3aluu
praHu3aimu
Ymersn: ®parmenrapHo | Hecucremarnye | B nesnom | ChopmupoBanH | Bornpocst
AQHAJIM3HUPOBaATh | € YMEHHUE | CKOE YCIEIIHOE, HO | O€ yMEHUue | s
TEKyIINN aHAJIM3UPOBaTh | IPUMEHEHUE coeprkailee aHAJIN3UPOBATh | OLICHKU
YPOBEHb TEKYIIHI YMEHHI OTAEbHBIE TEeKYIIHNI 3HAaHUN U
UHPPACTPYKTYp | YPOBEHb aHAJIM3UPOBATh | MPOOEIIBI YPOBEHb YMEHHUH,
HBIX pelleHu | UHQPACTPYKTYp | TEKyIIUH yMEHHE UHQPACTPYKTYp | MPaKTHKO-
OPEANPUATHS/O | HBIX PELIeHHUH | ypOBEHb aHAJIN3UPOBATh | HBIX PEIICHUMN | OPUEHTHUD
prasusanuu OpEeanpUiITUs/O | HHQPACTPYKTYp | TEKyIIUH MPENNpUITHSI/O | OBaHHBIE
praHu3anyu HBIX PEIIEHUH | ypOBEHb praHu3anyu 3a/laHus,
HNPEaNpUITUS/O | HHPACTPYKTYD TECTOBBIE
praHu3anuu HBIX pElIeHuN 3a/1aHus
MPEIPUITHS/O
praHu3alnyu
dopmupyer 000CHOBBIBAET BApPUAHTHI TEXHOJIOTHYECKOTO cnost APXUTEKTYPBI
OpeANpUATHS/OpraHU3aluu
3HaTh: @®parmenrapHo | HenomHeie Ccdopmuposann | ChopmupoBanH | Borpocst
KJIFOUEBBIE e MIPE/ICTABICHUS | bIE, HO | bI€ JUTSt
METOABI U | IPECTAaBICHUE | O  KIIOUEBBIX | COAEpIKaIIMe CUCTEMATUYECK | OLIEHKHU
0COOEHHOCTHU 0  KIIOYEBBIX | METOAAX U | OTIEIbHBIE ue 3HAHUH W
dbopmMupoBaHUs | MeTOnAX U | 0COOEHHOCTH pooebI IIPEJICTABICHNS | YMEHUH,
BapUAHTOB 0COOEHHOCTH (GbopMHUpOBaHUS | MPEICTABICHUS | O  KJIFOUEBBIX | PAKTHKO-
TEXHOJIOTHYECK | (POPMUPOBAHUS | BAPHAHTOB 0  KJIIOYEBBIX | METOAAX U | OPUEHTUD
oro CJIOSl | BADUAHTOB TEXHOJIOTHMYECK | METoAax U | 0cOOEHHOCTH OBAHHBIE

11




ILnanupyembie YpoBeHb 0CBOCHUS
pe3yabTaThl
OCBOCHUA Ouenoun
KOMIIETCHIIMH | «HEYIOBJIETBO | «YyI0OBJIETBOPHU oe
(mHAUKaTOpa PUTEJIbHO» TeJIbHO» «Xopomo» (OTIHO» CpeacTBo
AOCTH/KEHHUSA
KOMITETEHIIUH)
ApPXUTEKTYPBI TEXHOJIOTHYECK | OTO CJI0sl | 0COOEHHOCTH dbopMupoBaHUs | 3a/aHUs,
OpraHu3aluu oro CJIOSl | ApXUTEKTYpPbI (dbopMHupOBaHUS | BAPHAHTOB TECTOBBIE
ApPXUTEKTYPBI OpraHu3aluu BapUAHTOB TEXHOJIOTMYECK | 3a/laHUs
OpraHu3aluu TEXHOJIOTMUYECK | OO CII0s1
oro CJIOSL | apXUTEKTYPBI
aApXUTEKTYPbI OpraHu3aluu
OpraHu3aluuu
Ymersn: ®parmenrapHo | Hecucremarnue | B nenom | ChopmupoBanH | Bompocsr
dbopmupoBaTh U | € YMEHHE | CKOE YCIEIIHOE, HO | 0€ yYMEHHE | 1A
000CHOBBIBaTh | (POPMUPOBATH U | IPUMEHEHNE cojieprailiee (bopMHPOBaTh ¥ | OLICHKH
BapUAHTHI 00OCHOBBIBaTh | YMEHUH OTIEJIbHbIE O00OCHOBBIBaTh | 3HAHUH U
TEXHOJIOTMYECK | BapUAHTHI (dopmMupoBaTh U | IPOOEIBI BapHaHThI YMEHHUH,
oro CJIOSI | TEXHOJIOTHYECK | OOOCHOBBIBATh | YMEHHUE TEXHOJIOTMYECK | MPAKTUKO-
ApPXUTEKTYPBI oro CJIOSl | BapUAHTHI (dbopMupoBaTh U | Oro CJIOSl | OPUEHTHP
OPEANPUATUS/O | APXUTEKTYPBI TEXHOJIOTHYECK | OOOCHOBBIBATh | apXUTEKTYPHI OBaHHBIE
prasusanuu OPEANPUSITHS/O | OTO CJIOSl | BapUAHTHI NPEANPUATHS/O | 3a7aHus,
praHu3anuu ApPXUTEKTYPBI TEXHOJIOTMYECK | praHu3alyu TECTOBBIE
MPEANPUSITHSI/O | OTO CI0st 3a7aHus
praHu3anuu ApPXUTEKTYPbI
HPEIPUITHS/O
praHu3anyu
7.2.Bonpochl  AJIA  OLEHKHM 3HAHUM M yYMEHMH, XapaKTepu3yIOLIUX
(¢GopmupoBanue KOMIETEHIIMA
Hingp Bompocer IIpaBUIIBHBIN OTBET
KOMITETEHIIUU
[IKTII-3 1. OTMeTbTE OCHOBHYIO 1I€J1b OnTtumusaius paboynx MporeccoB

MCIIOJIb30BaHUS 3JIEKTPOHHOTO
JJOKYMEHT0000pOTa B OpraHU3aIIH.

2.
AIIEKTPOHHOTO JJOKYMEHTO000pOTa, CBSI3aHHOE
C 3aTpaTaMu.

VYKaxxute npenMyniecTBo

CHmkeHue 3arpat Ha Oymary

CKaHUPOBaHUs OyMa)KHBIX TOKYMEHTOB U
HepeBoJia UX B AEKTPOHHBIN popmat?

3. Kakolt ctanfapt ncronb3yercs Uis EDIFACT
oOMeHa 3JIeKTPOHHBIMU JJOKYMEHTaMH MEXKIY

OpraHu3aLusIMu?

4. Kak Ha3bIBaeTcs npouecc Jururanuzanus

S.
AIIEKTPOHHOTO IOKYyMEHTOO0OPOTa OTBEYACT
3a KOHTPOJIb BEPCHI TOKYMEHTOB?

Kaxkoit KOMIIOHEHT CUCTEMEI

Monynb ynpaBiaeHHUs BEpCUIMU
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6. Uto Takoe 3IeKTpOHHAs [U(poBast
nonnuch (D1I1)?

Kpunrorpaduueckoe cpenctso

7. Kaxoii meTon ucnones3yercs s
3aIUTHI JAHHBIX B CUCTEMAX JIEKTPOHHOIO
JIOKyMEeHTooOopoTa?

HIudposanue

8. Kakoii iporiecc sSBIsieTCs BaKHBIM JIJIS
YIIPaBJICHUS )KU3HEHHBIM ITUKIIOM
JIOKyMeHTa?

ApXuBUpOBaHUE

9. Yro BKIIIOUAET B c€0sI MOHSITHE
"MeTagaHHbIe" B KOHTEKCTE 3JIEKTPOHHOTO
JIOKyMEeHToobopoTa?

JlaHHbIE O JJAHHBIX

10. Kaxoii noaxozn ucronb3yercs 1is
MHTErPALMHU CUCTEM 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa C IpyTrUMHU
MH(GOPMAIIMOHHBIMU CHCTEMaMu?

API

11. Kakoit snement HE sBnsiercst uacteio | Momynb 00paOOTKH TEKCTa
CHCTEMBI YIPaBICHUS IEKTPOHHBIM

JIOKyMEHTO000pOTOM?

12.  Yro sBnsieTcs BaxKHbIM pakTopoM nipu | CTOMMOCTH CUCTEMBI

BBIOOPE CUCTEMBI SJIEKTPOHHOTO
JIOKyMeHToo0opoTa?

13. Kak Ha3biBaeTcs MeTox, TP KOTOPOM
UCIIONB3YIOTCSI HHTEP(EICHI
IIPOrpaMMUPOBAHUS IPWIOKEHUN [
UHTETpaly cucTeM?

API

14. Kakoe npenmy1ecTBo 31eKTPOHHOIO
JOKyMEHTO000pOTa CBA3aHO C JOCTYIIOM K
uHbopMau?

VYnpouienue nocrymna

15. Kakum TepmuHoM 0003Ha4aeTCst
IPOIIECC MOATBEPIKICHHS TMYHOCTH B
CHCTEME NMEKTPOHHOIO JOKyMeHTooO0opoTa?

AyTeHTudukanus

16. Kaxkoii KOMITOHEHT CUCTEMBI
AIIEKTPOHHOTO JIOKyMEHTO000pOoTa
oOecrieunBaeT 0€30aCHOCTh JAHHBIX ?

Monayns 6e30macHOCTH

17. Kakoif metos 00paboTKH TaHHBIX OUII
UCTIONb3yeTcs A1 00ecTedeHus

AyTeHTUYHOCTH JOKYMEHTa?

18.  Kakoii TepMUH HCHOIB3YETCS IS Mertanansble

ONMCaHUsI CTPYKTYpPHUPOBAHHOTO Habopa
JTAHHBIX O JOKyMEHTE?

19. Kaxoli KOMIIOHEHT cucTeMbl OTBeYaeT | Moayib ynpaBieHHs JOCTyIIOM
3a yOpaBJIEHUE TOCTYIIOM K TOKyMEHTaM?

20. Kak na3pIBaeTcs nporecc co3gaHus Boxan

PE3EPBHBIX KOIUM 3JIEKTPOHHBIX

JIOKYMEHTOB?

13




7.3.1IpakTHKO-OPHMEHTHPOBAHHBIE 3aJaHHUS

Mudp
KOMIIETCHI[UA

Bomnpocsl

[IpaBuIBHBIN OTBET

IIKTI-3

1. Onpenenure, Kakas cucTema
ynpaBiieHus: 0a3aMu IJaHHBIX HauboJiee yacTo
HCIOJIB3YCTCA MJIA XPAaHCHUSA MCTAJdaHHBIX B
cucTeMax MIEKTPOHHOIO JOKYMEHTO0000poTa.

Pensiuuonnas CYB/]

2. VkaxxkuTe, Kakoil U3 3TaroB
JKU3HEHHOTO IIUKJIA JIOKYMEHTAa BKIII0YaeT
MIPOBEPKY Ha MOJUIMHHOCTh M AKTYAJIbHOCTD.

Bepuduxanus

3. Kak Ha3bIBaeTcs mporecc
ABTOMATHYECKOTO pPacIpeIeTICHUs
JTOKYMEHTOB I10 KaTerOpHsIM B CUCTEME
AIIEKTPOHHOTO JIOKYMEHT0000poTa?

Knaccudukanus

4, Kakoit MeTon ucnonb3yercs st
BOCCTAHOBJICHUS JAHHBIX B CITy4ae UX yTPaThl
B CHCTEMaXx JJICKTPOHHOTO
JIOKyMEHTO0oOopoTa?

PGSCpBHOG KOIIMPOBAHHEC

5. Kaxoif KoMITOHEHT CHCTEMBI
3JIEKTPOHHOTO JIOKYMEHTOO00pOTa OTBEUAET
3a OTCJICKUBAHUE U PETUCTPAIUIO BCEX
onepanui ¢ T0KyMeHTaMu?

KypHanupoBanue

6. VYkaxure, uto Takoe workflow B VYpasneHnue notTokamMu padoT
KOHTEKCTE 3JIEKTPOHHOTO JOKYMEHTO000poTa.
7. Kax Ha3pIBaeTcst MexaHu3M, Koutpons goctyna

o0ecrieynBaoNUil pa3rpaHUYeHHUE IPaB
Jl0CcTyna K IOKyMeHTam?

8. yKa)I(I/ITe, KaKasi TCXHOJIOI'usA
HCIIOJIB3YCTCA JIA aBTOMAaTHYECKOM
O6pa6OTKI/I BXOAAIHNX JOKYMCHTOB Ha OCHOBE
HX COACPIKAHMA.

OCR (onTHueckoe pacro3HaBaHHE
CHUMBOJIOB)

9. Kak Ha3bIBaeTCs MpOLECC MHTErPALUN
JAaHHBIX U3 PA3JIMYHBIX UCTOYHUKOB B €ITUHYIO
cucremy?

Konconnpamms

10. Kako#t Tum 70KyMEHTOB 4aIiie BCero
UCIIONB3YETCS B AIIEKTPOHHOM
JIOKYMEHTOO0OPOTE JIJIS FOPHINYIECCKU
3HAYMMBIX OTepanuii?

DNEeKTPOHHBIE KOHTPAKThI

11. VYkaxuTe, KaKol MOJIX0/ UCTIOJIb3YETCS
JUTS aHan3a O0MIBIINX 0OBEMOB JTAHHBIX B
CUCTEMaXx 3JIEKTPOHHOTO TOKYMEHTO00O0pOTa.

Data mining

12. Kak Ha3bIBaeTcs npoiecc nepechbluiku
}IOKYMeHTOB BHYTpI/I CUCTEMBI BJ'IGKTPOHHOFO
JIOKYMEHTOO0OPOTA JIJIsl BBITIOJIHEHUS
ONpeICICHHBIX 3a7a4?

Mapupytuzanus

13. VYkaxxure, Kakoil cTaHAapT
npUMeHseTCs AU U (POBAHUS AIEKTPOHHBIX
JTOKYMEHTOB.

AES (Advanced Encryption
Standard)
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14. Kax HazpiBaeTcs npouenypa ynajieHus | YaajaeHue

YCTapeBIINX WU HEHY)KHBIX JIOKYMEHTOB M3
CHUCTEMBI?

15. VYkaxxute, kakoi koMroHeHT cucteMbl | ECM (ympaBiieHre KOpIoOpaTHBHBIM
00ecreurBaeT ypaBieHHe )KU3HEHHBIM KOHTEHTOM)

LUKJIIOM JJOKYMEHTa OT CO3JaHus 10

apXMBaIliu.

16. Kak Ha3biBaeTcs mporecc Ponesas mogens goctyna

npeaoCTaBJICHUA OOCTYyIIA K JOKYMCHTAM Ha
OCHOBAaHHH POJIH TOJIH30BaTEIIs ?

17. VYKaxkute, KAKOH TEPMHUH OIHCHIBAET Ksmmposanue

BPEMCHHOC XpaHCHHUEC JaHHBIX B CUCTEME 10
HNX OKOHYATCJIbHOIO MEPEMCIICHUS WA
YAAJICHUS.

18. Kakoi1 TiII OTYeTHOCTH HCIIOJIB3YCTCA AHanuTHYeCcKHe OTYETHI

Ju1st aHau3a 3 (HEKTUBHOCTHU MIPOLIECCOB B
CHCTEME IEKTPOHHOTO JOKyMEHTO00OopoTa?

19. VkaxuTte, kKakoil Mmeton ucnonb3yercs | CkaHUpOBaHUE

JJIA aBTOMAaTu3allMd BBOAA JAaHHBIX U3
6YM21)KHI)IX JOKYMCHTOB.

20. Kak Ha3biBaercs cucrema, DNEeKTPOHHBIN apXUB

06CCH€‘-II/IBaIOIIIa$I LHCHTPAIN30BAHHOC
XPaHCHUEC BCCX TOKYMCHTOB OpFaHI/ISaHI/II/I?

7.4 Tectbl
[Tu N
bp Bompocsr IIpaBUIIBHBIN OTBET
KOMIIETEHIIUHU
[TKTI-3 1. OTMeTbTe OCHOBHYIO 11€J1h UCTIONIb30Banust | b)  [loBeImeHne  ckopocTu

ANIEKTPOHHOTO TOKYMEHTO000pOTa B OpraHu3aluy.
a) YBenuueHue o0beMa OyMa)kHOM TOKyMEHTaluu
b) [ToBblmIeHne CKOPOCTH 0OPaOOTKH TOKYMEHTOB U
ONTUMM3AIMS pabOUUX MPOIECCOB

C) VYBenuueHHe 4HCIa COTPYIHHMKOB, 3aHATHIX
00paboTKOM TOKyMEHTOB

d) IToBeimienne pacxonoB Ha UT-undpacTpykrypy

00pabOTKH  JIOKyMEHTOB H
ONTUMU3ALMA pabounx

Imponeccon

2. VYkakuTe, Kakoe U3 NMepeUnCICHHBIX
npeumyiiects HE oTHOCHTCS K 21eKTpOHHOMY
JTIOKYMEHTOOOOPOTY.

a) YMeHbIIEHHE BpEMEHH Ha IIOMCK HY>KHOTO
JOKyMEHTa

b) Ympomenue nocryna kK MHGOpPMAIMH JUISL BCEX
COTPYIHHKOB

C) YBenMueHHE pHUCKa MOTEpU JOKYMEHTOB H3-3a
¢buznyeckoro u3HoOca

d) CHmxenue 3arpar Ha Oymary M rneJatb

c) VYBenuueHHe pHUCKa MOTEpU

JIOKYMEHTOB
(u3nyeckoro u3HoOca

n3-3a

3. Onpenenurte cTaHAapT, UCHOJIb3YEMbIN 1A
00MeHa ANIEKTPOHHBIMH JJOKYMEHTAMH MEXKILY
OpraHu3aIMsIMU.

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

4. OTMeTbTe, KaK Ha3bIBACTCs MPOLIECC
CKaHHPOBaHUsI OYMa)KHBIX JIOKYMEHTOB H UX
nepeBo/ia B ANIEKTPOHHBIN (popMmar.

a) ApxuBanus

b) Jlururaausamnms

c¢) Koruposanue

d) O6paboTka JaHHBIX

b) JIururanuzamnus

5. OnpenenuTe KOMIOHEHT CUCTEMBI
AIIEKTPOHHOTO JOKYMEHTO000pOTa, OTBEUAIOIINH 32
KOHTPOJIb BEPCUH IOKYMEHTOB.

a) Monaynb 6e30macHOCTH

b) Mozaynb ynpaBieHus: BEpCUIMU

¢) Monynb noucka

d) Mostyb 0TYETHOCTH

b) Monyns
BEPCHSIMH

yIpaBIeHUS

6. VYkaxkure, 4TO TaKoe AEKTPOHHAas nudpoBas
noanucs (DLII).

a) Cnoco0 MTOATBEPKICHUS
HI0JIb30BATENISl HA CalTe

b) Kpunrorpaduueckoe cpenctBo oOecCIeUeHUs
AayTEeHTHUYHOCTH U LEJIOCTHOCTH 3JEKTPOHHOTO
JIOKyMEHTa

C) DNEeKTPOHHBIH aHanor OOBIYHOW MOJNHCH Ha
OyMa)KHBIX JJOKyMEHTaX
d) Ilporpamma s
JIOKYMEHTOB

JIMYHOCTHU

CO3JaHusA  IJICKTPOHHBIX

b) Kpunrorpaduueckoe
CpEICTBO obecrnieyeHus
AYTCHTUYHOCTU n
LEJIOCTHOCTH  DJICKTPOHHOTO
JIOKYMEHTA

7. Onpenenure METOM, KOTOPBINA UCTIONb3yeTCs
JUTS 3alIUTHI JAHHBIX B CHCTEMAaX 3JIEKTPOHHOTO
JIOKYMEHTO00O0pOTA.

a) Bogsnble 3Haku

b) AHTUBHpPYCHBIE IPOTPAMMBI

¢) llIudpposanue

d) bpanamayspsl

c¢) llugpoanue

8. OtMmeTbTe, KaKol IPOLECC SBISIETCA
BaYKHBIM JJIS1 YIIPABJICHUS KU3HEHHBIM LIUKIJIOM
JIOKYMEHTA.

a) YHUYTO)XXEeHUE JOKyMEHTa

b) PenaktupoBanue 10KyMeHTa

¢) Knaccudukarus qokymMeHTa

d) ApxuBHUpoBaHHE JOKYMEHTa

d) ApxuBHpOBaHUE JOKYMEHTA

9. VkakuTe, 4TO BKIIFOUAET B CE0s TOHATHE
"MeTa/laHHbIe" B KOHTEKCTE AJIEKTPOHHOTO
JIOKYMEHTO00O0pOTAa.

a) OCHOBHOE coziep)KaHUE JOKyMEHTA

b) JlaHHBIE O JaHHBIX, TaKWe Kak aBTOp, Jara
CO3JIaHMS U KIIIOUEBBIE CIIOBA

¢) PesepBHBIC KOTMHU TOKYMEHTA

b) JlanHbie O MaHHBIX, TaKWe
KaKk aBTOp, Jara CO3[aHUi U
KITFOUEBBIC CIIOBA
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d) Texnuueckne XapaKTePUCTUKU CHCTEMBI

10. Ornpenenure, KaKOH MOIXO]T UCITOJIb3YETCS b) Hcnonp3oBanue
JUTSL HHTETPAIliU CUCTEM JJIEKTPOHHOTO uHTepdeiicon
JIOKyMEHTO000pOoTa ¢ IPYruMu HH(OOPMAITMOHHBIMU | TIPOTPAMMHPOBAHUS
CUCTEMaMU. npuiioxkenuit (API)

a) PydHoli BBOA TaHHBIX

b) Hcnonb3oBanue uHTEepdeiicoB

nporpaMmmMupoBanus npuwiokenuid (API)
¢) [Teyars JOKYMEHTOB U CKaHUPOBAHUE
d) OOMeH yepe3 (hHu3ndecKre HOCUTEITH
11.  VYkaxwure, KaKOW U3 MEPEUNCICHHBIX ¢) Moxaynb 06paboTKH TEKCTa
anemenToB HE siBiisieTcst 4acThiO CUCTEMBI
yIPaBJICHUS IEKTPOHHBIM JIOKyMEHTOOOOPOTOM.
a) Monysb ayTeHTH(UKAIIUH [TOJTb30BaTEIICH

b) Momyib yrpaBieHUs TOCTYIIOM

¢) Moaynb 06paboTKu TEKCTa

d) Monynb apXMBHUpOBaHUS

12.  OmpenenuTte, 4TO U3 HIDKENEPEUUCIIEHHOTO | @) CTOMMOCTh CHCTEMBI
SIBJISICTCS] BAXKHBIM (PaKTOPOM TIPH BBIOOPE CHCTEMBI
ANIEKTPOHHOTO JIOKYMEHTOO0O0POTA.

a) CTOUMOCTh CHUCTEMBI

b) KonruecTBO COTpYAHUKOB B KOMITAaHHH

¢) ['eorpaduueckoe pacnosiokeHne KOMIaHUU

d) Tun ucrob3yeMbIX KOMITBIOTEPOB

8.IlepeyeHb OCHOBHOW W [IONMOJHUTEJNbHOW Yy4YeOHOW JIUTEpPaTypBhl,
HEeO0X0AMMOM /IJISi 0CBOCHMS TUCIUILINHBI

OcHoBHas uTEpaTypa

1. Kapycesuu, T. E. Opranusaiius 1eKTpOHHOTO TOKYMEHTOO0OpOTa B CUCTEMAaxX
YIPaBJICHUS] pECypcamM ¥ B3aUMOOTHOIICHUSIMU TIpEANpuaTUs : yueoHnoe nocodue / T.
E. KapyceBuu, K. A. IToranoBa. — Mocksa : PTY MUPOA, 2021. — 129 ¢. — Tekcer :
ANEKTpoHHBIN //  Jlanp @  anekTpoHHO-OMOnmoreunass  cucrema. —  URL:
https://e.lanbook.com/book/226550 — Pexum noctyna: st aBTOpU3. MOJIb30BATENICH.

2. Ilytekuna, JI. B. YnpapneHnue 31eKTPOHHBIM JOKYMEHTOOOOPOTOM B BBICILIEM
yueOHOM 3aBefeHuu : yueoHoe nocodue / JI. B. Ilyrbkuna, B. FO. Mokpsiii. — CaHKT-
[TerepOypr : CIIOI'VII, 2022. — 65 c. — ISBN 978-5-7621-1103-4. — Texkcr :
aNeKTpoHHbIN //  Jlane @ anekTpoHHO-OMOnmoreunass cucrema. —  URL:
https://e.lanbook.com/book/215444 — Pexum gocTyna: AJis aBTOPU3. TOTH30BATEIICH.

3. I'pubkoB, JI. H. TexHomorum sneKTPOHHOTO TOKYMEHTOOOOpOTa : ydeOHOe
nocooue / JI. H. I'pubkoB, A. B. Kangno. — Open : OI'MUK, 2021. — 105 ¢. —
Texct : anextponnsiii / Jlane : snexTpoHHO-OMOnMmMoTeunass cucrema. — URL:
https://e.lanbook.com/book/261932 — Pexum goctyna: AJjis aBTOpU3. MOTH30BATEIICH.
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JlonoiHUTEIbHAS JIUTEpaTypa

4. CumonoBa, A. B. Pa3paboTka cucTeM 3JIEKTPOHHOTO TOKYMEHTOOOOpOTa :
yaebHOo-MeToanueckoe nocodue / A. B. Cumonona, A. K. PeiOnukoB. — Mocksa : PTY
MUPDA, 2023. — 72 ¢. — ISBN 978-5-7339-1727-6. — Tekct : anexTponHsbii // Jlanb
: AIEKTpOHHO-OMOMoTeunas cucteMa. — URL: https://e.lanbook.com/book/331556 —
Pexxum noctyna: st aBTOpHU3. TOJIB30BATENEH.

5. OpraHu3aiMoHHO-TIPaBOBOE 00ECIIEUEHUE AIIEKTPOHHOTO JOKYMEHTO000pOoTa :
ydyebHo-MeToaudeckoe mocodue / E. M. Muxaitnoa, A. B. Camoxsamos, H. JI.
Koponesa, E. B. ApxunoBa. — Tam60B : TT'Y um. I.P.Jlep>xaBuna, 2023. — 142 c. —
ISBN 978-5-00078-692-5. — Tekcr: oanexkTpoHHbIM // JlaHb : 3JIEKTPOHHO-
oubnumoreunass cucrema. — URL: https://e.lanbook.com/book/416120 — Pexum
JOCTYyTa: JJIsl aBTOPHU3. NOJIb30BaTENEH.

9.1lepeyeHb pecypcoB HMHPOPMANUOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«/HTEpHET», HEOOXOAUMBIX IJISI 0CBOEHMS TUCIUILINHBI

1. OnekTpoHHass ~ OuOnunoreka  ®PunHancoBoro  yHuBepcutrera  (OB)

http://elib.fa.ru/
2. DnexTpoHHO-0mOmoTeuHas cuctema BOOK.RU http://www.book.ru

3. DneKTpOHHO-OMOIMOTEYHasT cHUCTeMa «YHUBEpCUTETCKas Oubinoreka
OHJIAMH)» http://biblioclub.ru/

4, DJeKTPOHHO-0MOIHOTEeYHas crucTeMa Znanium http://www.znanium.com

5. DIeKTPOHHO-0MOIMOTeYHAS cucTemMa U31aTebCTBA «IOPAUTY
https://urait.ru/

6. DNEeKTPOHHO-0MOIHOTEeYHAs cucrema U3/1aTeIbCTBA [Ipocnekr
http://ebs.prospekt.org/books

1. DIIEKTPOHHO-OUOINOTEYHAS cucremMa U31aTEIbCTBA JlaHb

https://e.lanbook.com/

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

9. OnektpoHHass Oubnuoreka UM3parensckoro jgoma  «['peOEHHUKOBY
https://grebennikon.ru/

10.MeTonnueckne MarepuaJibl, ONpedeJAKINNE MPOUEAYPbl OLEHUBAHUS
3HAHUN M YMEHHMH, XapaKTEePU3YIUHX CTENeHb C(POPMUPOBAHHOCTH KOMIIETEHIU M

Pexomenoayuu no noocomoexe x 1eKYyUOHHbIM 3AHAMUAM

N3ydyenne AUCHUIUIMHBI TpeOyeT CUCTEMAaTHYECKOr0 M MOCIEAOBATEIbHOTO
HAKOIUJICHUS 3HAHUM U MPAKTUYECKUX HABBIKOB, CJIEIOBATENIbHO, MPOMYCKH OTACIbHBIX
JEKLIMA HEOOXOIUMO Cpa3y HaBEPCTHIBATH MOCPEICTBOM CaMOCTOSTEIBHOTO M3Yy4YEHUS
MPOIYIIEHHOW TEMbI M KOHCYJbTAIMI C MpernoiaBaTesaeM, BeAYyIIUM 3aHIATHS.

Pekxomenoayuu no no02omogke Kk NpaxmuyecKum (CeMuHapcKum) 3aHamusm

CryneHTtam clieqyeT Ha KaXxJo€ IPAKTUYECKOE 3aHATUE NPUXOAUTh C
pe3yJibTaTaMu  BBITIOJTHEHHOM JOMaliHel paboThl NpenblAyliero cemMuHapa. Takoe
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TpeOOBaHHUE CBSI3aHO C TE€M, YTO CJIOXKHBIC TPOTPAMMbI OOCYKITAIOTCS U BBITIOIHSIIOTCS
HECKOJIbKO CEMHUHApOB MOAPSA, W sl pabdoThl MO TeMe TEKYIIEero CeMHHapa
UCITOJIB3YETCS PE3yabTaThl pabOThl Ha MPEABIIYIIEM CEMHHApe W COOTBETCTBYIOIICH
JIOMAIIHEN PaOOTHI.

CamocrosiTenbHas paboTa CTYI€HTOB BKIIIOYAET B CE€0sl BHIMOJIHEHUE PA3IMYHOTO
polla 3aJaHuii, KOTOpbIE OpPUEHTUPOBAHBI Ha Oojiee ITyOOKOE YCBOCHHE Marepuasa
U3y4aeMoOil JTUCHUIUIMHBI U MPUOOpPETEHUE MPAKTUYECKUX HABBIKOB IO JUCIUIUIMHE
yIIpaBJeHYECKasi JKOHOMHKA.

K BbINONHEHUIO 3aJlaHU JUIsl CAMOCTOSITENIbHOW PaOOThl  TIPEIbABISIOTCS
cienyroue TpeOOBaHMS:  3aJlaHus  JIOJDKHBI  BBIMIOJHATBCS ~ CAaMOCTOSATEINBHO.
PesynbratoM BBIMOJIHEHUS 3a7aHUs  SIBISETCS TMPUMEHEHHE HABBIKOB B cdepe
VYrpaBneHue >IeKTPOHHBIM JIOKYMEHTOOOOPOTOM. 3aJaHh€ MOXET OBITh BBHIIOJIHEHO
KaK Ha KOMIIbIOTEpPE CTyJEHTa (OMallHEM WJIM B KOMIIBIOTEPHOM Kjacce), TaKk U Ha
KOMIIBIOTEpE TIpernojanareyiss (JOMAIlHEM WM YCTAaHOBJICHHBIM B KOMIIBIOTEPHOM
KJ1acce).

Crynenram cienyer:

—PYKOBOZICTBOBATHCS Tpa)KOM CaMOCTOSTENIbHOU paboThl, onpenesieHHbIM PI1]]

—BBINIOJHATh BCE IUIAHOBBIE 3aJaHUsl, BbIJABa€Mble MPENOAaBaTeIeM s
CaMOCTOSITEIIbHOTO BBITIOTHEHUS

—pa3buparh Ha CEMHHApax U KOHCYJbTAIMSAX OMIMOKH B MporpamMMmax U Mpouue
HETOHATHBIE BOIIPOCHI.

dopma MPOMEKYTOUHOU aTTECTALMU 110 TUCIHUILINHE — IK3AMEH.

Kpurepyu oueHuBaHMs 3HAHUM M YMEHHMH, XapPaKTepPU3YIOIIHMX CTeleHb
c(popMHPOBAHHOCTH KOMIIETCHLIMH:

- OLICHKOW «OMIUYHO) OLEHUBAETCS MOJHOE OCBOCHHE KOMITETEHIIUH O JTaHHOM
nucuumuinHe. OlleHKa BBICTABIACTCS MPU TOJNydeHUH oOydaronmuMmces 86 u Oosee
6amos. [Ipu 3TOM OH:

3HAeT: 3aKOHONATeJIhCTBO W HOpMaTuBHBIE akThl B cdepe UT; meromuku
oOcnenoBaHusl TPEANPUATHS JJIS BBIIBJICHUS OWU3HEC-TIPOIIECCOB; COBPEMEHHBIE
teHaeHu 1 dpdextuBnpie Texnonoruu B UT-chepe; addhekTHBHBIE METOABI CO3TAHUS
U aHAJIN3a TEXHOJIOTHYECKOTO CII0S apXUTEKTYPhI MIPEATIPUSTHS.

yMmeeT: TMpeoOpa3oBhIBaTh OW3HEC-TIPOIECCHI TMPEANPHUATAS B  yCIOBHSIX
Tpancopmarni OuM3HECA C YYETOM HOPMATHBHBIX AaKTOB U CYIIECTBYIOIIETO
3aKOHOJIaTENILCTBA; CO3/1aBaTh, (HOPMHPOBATH, MOJCPHH3UPOBATh W OOOCHOBHIBATH
BapUAHTBI TEXHOJOTUYECKOTO CIIOSI ApXUTEKTYPhI IPEIITPHITHS.

-OLIECHKOW  «XO0pouio» OIICHUBACTCS OCBOCHHE KOMIETCHIIMKA 10 JJIaHHOM
JTUCITUTIIMHE, OJHAKO B OTBETAX JOMYCKAOTCS HETOYHOCTH Y HE3HAYUTEIIHHBIC OITHMOKH.
OreHka BBICTABIIACTCS NIPU MojdydeHUu oOydaromumes ot 70 qo 85 6amnos. [Ipu atom
OH:
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XOpPo1I0 3HAeT: 3aKOHOATEIbCTBO U HOPMaTUBHBIE akThl B chepe UT;MmeToaunku
oOcieoBaHMs TMPEANPUATUS ISl BBISBICHUA OW3HEC-TPOIIECCOB; COBpPEMEHHbBIC
TeHaeHuuu u dpdexruBapie Texnonoruu B UT-chepe; addekTuBHbIE METONBI CO3aHUS
Y aHAJIM3a TEXHOJIOTHYECKOTO CI0S apXUTEKTYPhI PEATPUSTHS.

X0pouIo ymeeT: npeoOpa3oBbIBaTh OM3HEC-TIPOLECCHl MPEANPUATUS B YCIOBUAX
TpaHcopMmalMu OH3HECA C YYETOM HOPMATHBHBIX aKTOB U  CYIIECTBYIOLIETO
3aKOHOAATENbCTBA; CO3/AaBaTh, (OPMHUPOBATb, MOJEPHHU3UPOBATH U OOOCHOBBIBATH
BapUAHTHI TEXHOJIOTMUECKOTO CJI0Sl apXUTEKTYPbl IPEAIPUATHS.

-OLICHKOU «)00671€emeopumenbHo» OLECHUBAETCS OCBOCHHUE KOMIIETEHIMH 10
JAHHOW TUCLUIUIMHE, OJHAKO B OTBETaX JOMYCKAIOTCS OTAENbHble OomMOKH. OleHka
BBICTABIIIETCA IIPU MOJTydeHUun oOydarormmmcest oT 50 1o 69 6annos. [Ipu 3Tom oH:

IJIOXO 3HAEeT: : 3aKOHOJATENIbCTBO U HOpMAaTHBHBIE aKkThl B chepe U T;MeTonuku
oOcnenoBaHusl TPEANpusATUs JJId BBISIBICHUS OWU3HEC-TIPOLIECCOB; COBPEMEHHBIE
TeHaeHUun U 3pdextuBHbie TexHoioruu B UT-chepe; adpdhekTrBHBIE METOABI CO3IAHUS
Y aHaJIM3a TEXHOJIOTUYECKOTO CI0 apXUTEKTYPhI PEANPUATHS.

IUIOX0 yMeeT: IpeoOpa3oBhIBaTh OM3HEC-NPOLECCHl MPEANPUITHS B YCIOBHUSX
TpaHcopma Ou3HECA C YYETOM HOPMAaTHBHBIX AaKTOB U  CYIIECTBYIOLIETO
3aKOHOAATENNbCTBA; CO3/1aBaTh, (POPMHUPOBATb, MOJEPHU3HPOBATbH U OOOCHOBHIBATH
BapHAHTBI TEXHOJIOTMUECKOTO CJI0Sl apXUTEKTYPhl IPEAIPUATHUS.

-OLICHKa «HEYAOBJICTBOPUTEJIbHO» BBICTABILIETCS B TOM Clydae, €CIH
KOMITETEHIIMM HE OCBOEHBI, OTBETHI COJEPXKAT CYIIECTBEHHbIE OUIMOKH 1 00yJaromuMes
nosyaero menee 50 6amtoB. [1pu aTom oH:

He 3HaeT: 3aKOHOAATeJIbCTBO M HOpPMAaTUBHBIE akThl B chepe UT;meronuku
oOcieoBaHMsT TMPEANPUATUS Il  BBISBICHUS OWU3HEC-NPOILIECCOB; COBPEMEHHbBIE
TeHaeHUuu U 3pdextuBHbie TexHoioruu B UT-chepe; addhekTrBHBIE METOABI CO3AHNUS
Y aHaJIM3a TEXHOJIOTUYECKOTO CI0S apXUTEKTYPhl MPEATPUSTHS.

He YyMeeT: MpeoOpa30oBbIBaTh OW3HEC-TIPOLECCHl MNPEANPHUITHS B YCIOBHSIX
TpaHchopmal Ou3HECa C YYETOM HOPMAaTHBHBIX AaKTOB U  CYIIECTBYIOLIETO
3aKOHOJIaTeNIbCTBA; CO3/1aBaTh, (HOPMHPOBATh, MOJEPHHU3UPOBATH W OOOCHOBHIBAThH
BapUAHThI TEXHOJOTUYECKOTO CJIOSI ApXUTEKTYPbI NPEAIPUITHS.

11.ITepeyenr HMHPOPMANMOHHBIX  TEXHOJIOTHH, HCHOJb3yeMbIX NpPH
OCylIIeCTBJIEHUN 00Pa30BaTEJIbHOIO NMPOIeCcca MO JUCHUILINHE, BKJIIOYAs NepevyeHb
HEeO0X0AMMOI0 MPOrPAMMHOI0 odecrneyeHHs] U HUH(POPMAIHOHHBIX CIPABOYHBIX
CUCTEM

11.1.KoMIJIeKT JIMIEH3MOHHOT 0 ITPOTPAMMHOI0 00eCIeYeHUs:
[TakeT oucHBIX MpOrpaMmM;
AntuBupyc Kaspersky.

11.2.CoBpeMenHbIe nIpodeccoHAIbHBIEC 0a3bl JAHHBIX U HHGOPMAIITUOHHBIE
CIIPaBOYHbIE CHCTEMBI:
Nudopmanmonno-npaBosas cucrema «Koncynbrant [Lmtocy;
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HNupopmanmonHo-npaBoBas cuctema «["apant»;

Cucrema  komriekcHOro  packpbitusi  uHopmammu  «CKPUH» -
http://www.skrin.ru/

11.3.CepTupnuupoBaHHbIe MPOrPAMMHbBIE H ANNIAPATHBIE CPEICTBA 3AINTHI
HH(pOPMALUU:

He nmpenycMOTpeHBI.

12.0nucanne MaTepuaJbHO - TEeXHHYECKOM O0a3bl, He00XOAUMON JIst
OCyIIeCTBJIEHHsI 00Pa30BaTEJIbHOI0 MPoLecca Mo AMCIUIJINHE

HOMGIHGHHH IJI IIPOBCACHHUA HGK]_II/If/'I, CCMHUHAPCKUX SaHHTHﬁ, I'PYIIIOBBIX H

VHJMBUAYAJIBHBIX KOHCYJIbTAWN, TEKYLIErO0 KOHTPOJIS U MMPOMEKYTOUYHON aTTECTALINH,
a TaKXe MOMEILEHUS JJIsl CAMOCTOSATEIbHON padoTHI.
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