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PABOYASA ITPOIPAMMA IUCHHUIIJIINHBI

COCTaBJIEHA B COOTBETCTBUU ¢ DenepaibHBIM IOCY1aPCTBEHHBIM
o0pazoBareIbHbIM CTAHJAPTOM BBICIIETO OOPa30BaHUS C yUYE€TOM
npo(eCCUOHATBHBIX CTAHAPTOB MO YKPYIHEHHOM rpyIine

090000 <KMHOOPMATHUKA 1 BEIYMCIIMTEJIBHAA TEXHUKA»

Hanpasnienre noAroToBKY /CeNUaIbHOCTD (Mo uiib/crienuanu3anusi)

09.03.03 [Ipuknannas uadopmarruka

ITporpammy K.T.H., 3aB.Kadeapoii, Ckyparenko E.H.

COCTaBUIIN



1 Hean u 321294 M3VUYCHUA TUCHMIIIIAHBI
1.1 Iexp mpenoagaBaHus TUCIIUILINHBI

[lenpt0o wW3y4YeHUS OUCHMIUIMHBI sSBISeTCS: VI3ydeHWe OCHOBHBIX
MOJIOKEHUH M CTaHAApTOB 1O JOKYMCHTHPOBAHHUIO  YIPABICHUYCCKOM
JESATEIIBHOCTH, (POPMHUPOBAaHWE 3HAHWA W YMEHHA B OOJIACTH COBPEMCHHBIX
CUCTEM  DJIEKTPOHHOTO  JOKyMEHTOOOOpOTa HW  HMX  Pa-IIMOHATHHOU
OpraHU3aIuHU Ha MIPEATPUSITHH.

JlaHHBIE ~ 3HAHWS,  yMEHUSA HEOOXOMUMBI I IEJIOCTHOTO
dbopMupoBaHUs KOMIIETCHIIMKA OakamaBpa 1o HampasieHuro 09.03.03. 04
«IlpuxmagHas wHpOpPMAaTHKa B TOCYJAapCTBEHHOM W  MYHHUIIUNIATBHOM
YIPaBICHU.

1.2 3amayu n3ydyeHusa JUCIUTLTHHBI

3amayamMu U3y4YeHUs TUCIUTUTHHBI SBIISIFOTCS:

3HaTh:  TPHHIUIBI W  OCOOCHHOCTH  PabOTBI ~ COBPEMEHHOTO
IPOrpaMMHOTO  00ECHeYeHHs], TO3BOJISIIOIIETO paboTarh €  AIEKTPOHHBIM
JOKyMEHTOOOOPOTOM M B3aUMOJIEWCTBOBATH  MEXAY  COTPYJHHUKAMHU
OpraHH3allny;

yMeTb: pa3pabarbiBaThb YETKHE W CTPYKTypUPOBAHHBIE a0OCTpaKIUU U
QITOPUTMBI U1l YTPABIEHYECKUX TMPOILIECCOB, KACAIOIIUXCS AIIEKTPOHHOTO
JIOKyMEHTOO00pOTa M B3aUMOJICUCTBHSI MEXY COTPYIHHUKAMHU OpTraHU3AIUH,
a TaKkKe JUIsl BHEUIHMX CBsI3ed C KIMEHTaMU OpraHu3aluii; yCTaHaBIUBAaTb
(GYHKIIMOHAIBHBIE W BPEMEHHBIE CBS3M MEXIY CTPYKTYPHBIMU BIIEMEHTAaMU;
co3gaBarb M MOAU(PUUMPOBATH HEOOXOAUMbIE HH(OpPMALMOHHbIE 0a3bl
(cTIpaBOYHHKHM), a TAKIKE OTUYETHI IO HUM B TPeOyeMOM MPE/ICTABICHNH;

npuoOpeCT  HaBBIKM: 110  pa3pabOTKe W  peaTu3allud  3a7ad
ANIEKTPOHHOTO  JIOKYMEHTOOOOpOTa W  B3aUMOJACUCTBUS C  KJIMEHTaMH,
UCIIOJNIb3Yysl HauboJjee MOAXOMASIINEe U YMECTHBIE ISl JaHHOM 3aladu CpeicTBa
B JAaHHOM NIPOTPAMMHOM Cpe€le; BBINOJHATh CUEHAPUU, PEATU3YIOLIME
TUNIUYHBIE  JIEHCTBUS,  KacalolIMecs  YOPaBICHUA  JTOKYMEHTOOOOPOTOM
(docflow) u B3auMOAEHCTBUEM MEXIY COTPYAHUKAMHU BHYTPH OpraHU3ALUU U
COTPYAHHMKOB OpraHuzaiuu c ee kiaueHtamu (workflow).

1.3 TlepeuyeHp IMIAHUPYEMBIX PE3yJbTaTOB OOYYCHHUS IO JUCITUTIINHE
(MOIyNI0), COOTHECEHHBIX C IUIAHUPYEMBIMH pe3yJbTaraMd OCBOEHUS
o0Opa3oBareIbHOM MPOrpaMMBbl

YK-4:CnocofeH ocymecTBJISATH /1€JI0BYI0 KOMMYHUKALMIO B YCTHOI U NMCbMEHHOM
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(¢opmax Ha rocynapcrBeHHoM si3bike Poccuiickoit degepanun U MHOCTPAHHOM (BIX)
s3bIKe(ax)

MK-5:CnocodHocTh MOIEJIMPOBATH NPUKJIAAHBIE (0M3HEC) MpoLecchl U MPeIMETHYI0
obJacTh

1.4 Mecro aucuuIuiMHbl (MOJYJA) B CTPYKType 0Opa3zoBareibHOMN
IIPOTrPaMMBI

JlucuurmiivHa SIBASIETCS BapUATMBHOW W BKIIFOYEHA B 00pa30BaTEILHYIO
MporpaMMy JUIsl peaTr3allid BO3MOXKHOCTEW (popMHpOBaHUS KOMIIETCHIIUNA B
o0JacTH HAyYHO-UCCIICIOBATEIIbCKON  JIESITEIbHOCTH B COOTBETCTBHH C
®I'OC BO. CryaeHT nomkeH oOjianaTh YMETh aHATU3UPOBAaTh U 0000IIaTh
BOCIIpMHUMaeMyr0 wHpopmaruio. J[Jis yCHemHoro OCBOCHHS AUCIUIUINHBI B

MOJTHOM 00BEeMe CTYyACHT JOJDKCH o00janaTh aHATUTHYECKUM CKJIIQJI0OM
MBIIIICHUS.

1.5 Oco0eHHOCTH peanTn3alii JUCIIUILINHBI
S3pIk peanm3zanvu IUCUMIUIAHBI Pycckuit.

HucnuniunHa (Monynib) peanusyercsa 6e3 npumenenus 20 u JJOT.



2. O0beM JUCUUILIMHBI (MOTYJIS)

CemecTtp
Bcero,
. 3aUETHBIX
Bun yue6HO# paboThI
€IMHHIL 5
(akam.gac)

Oo0mas Tpy10eMKOCTh

AMCHHUIUTHHBI 3.(108) 3 (108)

KonTakTHas padorta ¢

1,5(54) | 1,5(54)
npenoaaBaTejiemM:

3aHATUS JEKIHOHHOIO TUIIA 0,5(18) | 0,5(18)

3aHATHA CEMUHAPCKOTO THUIIA

B TOM YHUCJIC: CCMUHAPbI

MPAKTUYCCKUC 3aHATHA

IIPAKTUKYMBI

J1abopaTropHbIe paboTHI 1(36) 1 (36)

JpyTHe BUIbI KOHTAKTHON
paboTEI

B TOM YHCJIC: TPYIIITIOBBIE
KOHCYJIbTalluN

UHAWBUAYAIbHBIC
KOHCVYJIbTAllMH

HWHad BHEAyAUTOPHAaA
KOHTaKTHas pa60Ta:

TPYHIIOBBIC 3aHATUS

WHAWNBUAYAIBHBIC 3aHATU

CamocrosiTesibHass padora

obyualommxcs: L5G34) | 1,5(34)

H3y4YCHUE TEOPETHYECKOTO
kypca (TO)

pacyeTHoO-TpadUuecKue
3amanws, 3anaun (PI3)

pedepar, acce (P)

KypCOBOE IIPOEKTUPOBAHHE

(KTT) Her Her

KypcoBas pabota (KP) Her Her

IIpoMeskyTOYHAS aTTeCTANMSA
(3auéT)




3 Conep:xanue IMCHUTIIAHBI (MOTYJIs1)

3.1 Paznensl TUCHUIUIMHBI U BUJbI 3aHATUN (TEMaTHYECKUM TU1aH

3aHATH)

Ne i/t

Monaynu, Tembl

(paznesnsl)
JICTIATUTHHBI

3aHsaTus
JEKI[HOHH
Oro THUIIa
(akam.gac)

3aggaTusa
CEMHUHAPCKOTO THUIIA

CemuHap
bl W/WIIH
IIpakTuye
CKHe
3aHATUSA
(akam.qac)

JlaGoparo
pHBIE
paboThI
u/unu
[IpakTuxy
MBI
(akam.gac)

CamocTtost
TeJIbHAs
paborTa,

(akam.gac)

dopmupyemble
KOMIICTCHIINHU

la]

Benenne B Kypce
"Cucrembl
ANIEKTPOHHOTO
JIOKyMEHTOO0OPOT

"

a

[IK-5 YK-4

Amnanns CUCTEM
JIOKYMEHTAMOHH
oro obecreueHus
yIIpaBIIEHUA
(CAOY)

[IK-5 YK-4

Opranu3zanus
IIPOEKTUPOBAHUS
ONEKTPOHHOU
CUCTEMBI
yIpaBICHUS
JIOKYMEHTOO0O0POT
oM

18

[IK-5 YK-4

[IpoexkTupoBanus
CUCTEM
COCTaBJICHUS
AIIEKTPOHHBIX
JIOKYMEHTOB

18

IIK-5 YK-4

IIpoexTupoBanue
CUCTEM BBOJIA
ITIOTOKOB
BXOJSIIUX
JIOKYMEHTOB

18

[IK-5 YVK-4

IIpoexTupoBanue
CUCTEM
yIIpaBIICHUS
JIOKYMEHTaMH

12

IIK-5 YK-4




[IpoekTupoBanue
CUCTEM
7 ANEKTPOHHOTO 4 0 8 12 [IK-5 YK-4
JIOKYMEHTOO0O0POT
a
Bcero 18 0 36 90
3.2 3aHaTHs JIEKIMOHHOI'O THUIIA
O0BeM B akaja.gacax
No Ne paznena 5 B TOM 4YHCIIE, B
W | AMCHMTUTH HanmenoBanwue 3ausTHI 5 uHHOBaIHOHHoH | B TOM HHCIC, B
Bl CEro bopme AIIEKTPOHHOM
dbopme
Benenue B kypc
1 1 "CucTeMbl 3JI€KTPOHHOTO 2 0 1
JOKyMeHTO0O00opoTa"
AHanus cuctem
OKYMEHTAaIlHOHHOTO
2 2 AoKyMerTan 2 0 1
obecrieyeHus ynpaBieHUs
(CAOY)
Opranuzanus
MIPOEKTUPOBAHUS
3 3 DJIEKTPOHHOM CUCTEMBI 2 0 1
yTpaBIICHUS
JIOKyMEHTOO00POTOM
[IpoekTupoBanus cucrem
COCTaBJICHUS
4 4 2 0 1
AIIEKTPOHHBIX
JIOKYMEHTOB
[IpoexTrnpoBaHue cucTeM
5 5 BBO/Ia TOTOKOB BXOISIIINX 2 0 1
JIOKYMEHTOB
[IpoexTnpoBanue cucreM
6 6 yIpaBJIEHUs 4 0 2
JOKYMEHTaMH
[IpoekTupoBanue cucrem
7 7 3JIEKTPOHHOTO 4 0 2
JIOKyMEHTOO000pOTa
Daoann 1Q N QO
3.3 3aHgaTHs CEMMHAPCKOTO THIIA
No O0ObeM B akaj.uacax
- B TOM YHUCJIE, B B TOM YHCIJIE,
Ne | paznena N N
HanmeHnoBanue 3aHsATHIA WHHOBAIMOHHOMN B
I/T1 | AMCITUTLT Bcero .
dbopme AJIEKTPOHHOMU
WHBI
dbopme
Daoaox




3.4 JIabopaTopHbIE 3aHATHS

O0Obem B akaj.gacax
Ne
Ne | pasnena } B TOM YHCIIC, B | g 1oM ymCIe,
HanvmenoBanue 3aHsATHIA WHHOBAIMOHHOMN B
/I | JUCIIAILT Beero
dopme 3JIEKTPOHHOM
WHBI P
dhopme
Benenue B kypc "Cucrembl
1 1 3JIEKTPOHHOIO 4 0 2
JTOKyMeHTOoOOopoTa"
AHanu3 cuctem
OKYMEHTAIlHOHHOTO
2 o |[ASNYMEHTAN 4 0 2
o0ecrieyeHns ynpaBieHUs
(CAOY)
Opranuzanus
MIPOSKTUPOBAHUS
3 3 DJIEKTPOHHOM CUCTEMBI 4 0 2
YIpaBICHUS
JOKYMEHTO000pPOTOM
[IpoekTupoBanus cucrem
4 4 COCTAaBJICHUS AJIEKTPOHHBIX 4 0 3
JIOKYMEHTOB
[IpoekTupoBanue cucreMm
5 5 BBOJIa TIOTOKOB BXOISIIINX 4 0 2
JIOKYMEHTOB
[IpoekTupoBanue cucrem
6 6 POCHIUD 8 0 4
YIpaBJIeHUs JOKYMEHTaMU
[IpoekTupoBanue cucreMm
7 7 AJIEKTPOHHOTO 8 0 4
JIOKyMEHTO000pOTa
Daonxn 24 N 10

5 ®oHA OLEHOYHBIX CPEeICTB AJsl NPOBeIEHHUS MPOMEKYTOYHOMN
arTrecTanun

O1ieHOYHBIE CpEeJICTBA HAXOMSITCA B MPHJIOKEHUU K paboyuM
nporpamMmam JUCIUIUINH.

6 IlepeyeHb OCHOBHOW W JONMOJHUTEJbHOM Y4eOHOH JHMTEpPaTypbl,
HE00X0AMMOM Il OCBOCHMS U CHUILIHHBI (MO1YJIS)

6.1. OcHoBHas UTEpaTypa

ABTODBI, 3armaBue WznarenscTBO,
COCTaBUTENIU ros
JI1.1 |KaGamos C. 1O. DNEKTPOHHOE MTPABUTENBCTBO. Mocksa: OOO
ONeKTpOHHBIA JOKyMeHT0000opoT. Tepmunsbl | "HayuHo-
u onpezeneHus: YueGHoe nocobue W3JaTeIbCKUI
uentp MHOPA-
M", 2013




JI1.2 | Kabamos C. 1O. DNEKTPOHHOE MTPABUTENBCTBO. Mocksa: OOO
ONeKTpOHHBIA JOKyMeHT000opoT. Tepmunsbl | "HayuHo-
U orpeseneHus: YuebHoe mocooue W3/1aTeNIbCKUN
uentp MHOPA-
M", 2017
6.2. JlonoJIHUTENBHAS JIUTEPATypa
ABTODBI, 3arnaBue H3narenscTBO,
COCTaBUTEIHU roj
JI2.1 |I'pombiko B.A. JloKyMEeHTOBEIEHUE U DIIEKTPOHHBIN Kpacnostpck:
JIOKyMEHTOOOOPOT: [yueO-MeTO/I. Cdy, 2017
Marepuaibl K U3YYSHUIO TUCITUTUTHBI
st ...09.03.02.05 - UapopmanronHbie
CHUCTEMBI ¥ TEXHOJIOTHH B
QIMUHHUCTPATUBHOM YTIPABJICHHH |

7 IlepeueHb pecypcoB HH(POPMALUOHHO-TEJIEKOMMYHHUKALMOHHOM
cetu « MHTEpHET», HEOOXOAMMBIX /1151 OCBOCHM S AU CHUTIMHBI (MOAYJIs1)

31 | kype «2nexTpoHHbI fokyMeHToo0opot» | URL https://e.sfu-

kras.ru/course/view.php?1d=24116

8 Meroauveckue ykazaHusl A OOYyYAIOIIUXCHA [0 OCBOCHHIO
AUCHHUILIAHBI (MOXYJIs1)

Marepual  Kypca TOJEJIeH  Ha
PEKOMEHIYETCsI OCIIeI0OBATEIbHO;

TIOCTIe 3aBepIICHUS HW3y4YeHUs Kypca CTyACHT chaer 3adeT. st atoro
HEOOXOaUMO Ha0paTh MPOXOJHOM Oaml K KOHIy CEMECTpa, VYCHEIIHO
BBITIOJTHUB MPaKTUYECKHE U JTabopaTopHble 3ananusi, TecThl (50 6aioB);

B CJIy4ae €CJM [0 OKOHYAHUIO M3y4YeHUs Kypca CTYJEHT He HaOupaeT
NPOXOJHOW Oami, TO 3a4eT CHaeTcsi, B OOIIENPHUHSATOM MOPSAKE, COTJIACHO
CETKE pacHCaHusl.

JUis  opraHuM3aiuu  BEACHUS MUCLUUIUIMHBI B DJIEKTPOHHOH (dopme
paboOThl  UCIIOJIB3YETCsl  AJIEKTPOHHAs  WH(GOPMAalMOHHO-00pa3oBaTeIbHAs
cpena COY: kypc «DmekTpoHHBIN nokymeHToobopot», URL https://e.sfu-
kras.ru/course/view.php?id=24116

pasgensl, HU3y4YECHHUE

Kypca

Meroanueckue yKazaHus

JIOKyMEHTHpOBaHUE YNPABIECHUYECKON aesTenbHOCTH [TekcT| : MeTos.
ykazaHus K JjaboparopHoit pabote / [[. B. Ilorpomckuii, }O. B. [lukux. -
Kpacnosipck : Cub. dpenep. yu-t; XTHU - punuan COY, 2009. - 30 c.

JIOKyMEHTHpOBaHUE  yIpPaBICHUYECKONW  JeaTeabHOCTH  [TeKcT]
Meroguueckue ykazanus / H. JI. CuradeBa ; XakacCKMil TEXHUYECKUU
UHCTUTYT - punuan COVY. - Kpacnospek : Cub. penep. yu-t; XTU - dpunman
CdY, 2008. - 22 c.




9 IlepeyeHb MHGPOPMALMOHHBIX TEXHOJIOTHMH, HMCIOJb3yeMbIX IpPH

OCYIIIeCTBJIEHUN 00Pa30BaTEIbLHOIO Mpolecca Mo AUCHUILIAHE (MOAYJIIO)
(mpu He00X0AMMOCTH)

9.1 Ilepeuenbp HEOOXOAMMOTO TIPOTPAMMHOTO OOSCIICUCHHS

9.1.1 | Ilepeyerp mporpaMMHOTO OOECTEeUYeHUs, HCIOIb3yeMOro B y4eOHOM MpoIiecce Io
JTAHHOM JUCUUILUIAHE:

9.1.2 | coBpeMEeHHBIE BEPCUU HHTEPHET-Opay3epoB

9.1.3 |mporpammHoe obecneuenne Microsoft Office 2007 wu Beimie, B YacTHOCTH:
Microsoft Office Word, Microsoft Office PowerPoint, Microsoft Office Excel,
Microsoft Office Access.
9.2 IlepedyeHb HEOOXOIUMBIX MH(POPMAIIMOHHBIX CIIPABOYHBIX CHCTEM

9.2.1 | Uadopmannonno-npasosoit noprai [apant.py, URL: http://www.garant.ru.

9.2.2 | OdpunuanbHeIiA CalT KOMITAaHU U "Koncynprantllntoc", URL:

http://www.consultant.ru.

10 MarepuajibHO-TeXHHUYECKASs 0a3a, HeoOXoauMas Jif) 6 |

OCYIIECTBJIEHUSI 00PAa30BaTEJIbHOIO MPOIeCcCca M0 JUCHUILIMHE (MOYJII0)

I[J'IH OCYIICCTBJICHUA O6pa30BaTeJ'IBHOFO nponecca UMCHOTCA y‘IC6HLIC Ay JUTOpHU:

JUIE  TIPOBEACHUS JICKIIMOHHBIX 3aHATHA — OCHAICHHBIC TPOCKIMOHHOW H
KOMITBIOTEPHOM TEXHUKOW;

JUTSL BBITIOJIHGHUSI TPAKTHYECKUX pabOoT U TMPOBENEHUS WHTEPAKTUBHBIX JICKIUH —
KOMIIBIOTEPHBIE KJIaCChl, OCHAIICHHBIE KOMIIBIOTEpAaMH HE MeHee deM Ha 10-12
paboumx MeCT C YCTaHOBIIGHHOW COBPEMEHHON BepcHel WHTEepHET-Opay3epa,
nporpaMMHbIM  oOecrieuenneM Microsoft Office 2007 w Bwile, MareMaru4eCKHM
nporpaMMHBIM oOecrieduenneM Mathcad, mporpammuam oGecniedennem MS Visual
Studio 2010, RAD Studio (Delphi-2009) u BbIme 1 11p.
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