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Pabouas nporpamma y4eOHOW AMCHUIUIMHBI pa3paboTaHa B coOTBeTCTBUM ¢ DenepanbHbIM
roCyJapCTBEHHBIM 00pa30BaTeIbHBIM CTaHIAPTOM BBICIIETO 0Opa30BaHUs 110 HANPABJICHUIO MOJ-
roroBku 38.03.02 MenemxMmeHT (yTBEpAkKAEH IpUKa3oM MuHHcTepcTBa 00pa3oBaHus U Hayku P®
or 12 aBrycra 2020 r. Ne 970).

Pabouas mporpamma yTBepkaeHa Ha 3aceganuu kadenpsl MHopmanmonHoro obecrneyeHus
U MOJIEJTUPOBAHHUS arpOIKOHOMHUYECKUX cUCTeM (mpoTokoa Ne 8 ot 26.04.2024 r.).

3aBenyrommii kageapoii: P.B. Iloakou3un

Pabouas mporpamMMa peKOMEHJOBaHA K HCIIOJIB30BAHHUIO B Y4eOHOM MPOIIECCE METOIUYE-
CKOM KoMuccuel skoHoMudeckoro (axkynpreTa (mpoTokos Ne 9 ot 21.05.2024 r.).

IIpeacenaresb MEeTOANYECKONH KOMHMCCHH: JI.B. bpsinuesa

Peuensent padoueii nporpammsl ['enepanbubiii aupexkrop OO0 «/leBunkuii Komoc» Ce-
MIUTYKCKOTO paiioHa BopoHesxckoii o6iactu 3yokoB B.B.



1. OO6masi XapaKTepuCTUKA JUCIUNINHBI

1.1. eab u3y4yeHUus1 AUCUMUIINHBI

O3HaKOMUTH OOYYAFOIIMXCS ¢ IPUHITUIIAMHI AJIEKTPOHHOTO JOKYMEHTOOOOpOTa, OCHOBAMHU Op-
TaHW3AIMH JEIIONPON3BOCTBA C MPUMEHEHHEM COBPEMEHHBIX MH()OPMAIIMOHHO-KOMMYHHUKAITHOHHBIX
TEXHOJIOTHH, 00yYUTh MPHUHIMIIAM BBIOOpA MPOTPAMMHBIX CPEJICTB JUIsl 0OPaOOTKH 3KOHOMHYECKOM
nH(OpMALIUY U TIpUEeMaM MPAKTHYECKOTO MCIIOIh30BAHUS CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOoTa B
po¢eCCHOHAIBHON JEATEIHHOCTH.

1.2. 3agaum u3y4yeHus JUCHUILTMHBI

dopmMupoBaHUEe 3HAHUNA 00 OCHOBHBIX MOHATHIX U CTPYKTYPE CHCTEMBI JIEKTPOHHOIO JIOKY-

MEHTO0000poTA.

®opMupoBaHUE 3HAHUNA O (PYHKIMOHAIBHBIX BO3MOXHOCTSIX M apXUTEKTypax CHCTEM DJICK-
TPOHHOI'O IOKyMEHTO000pOTA.

®opmupoBaHUE 3HAHUN 00 MHCTPYMEHTAIBHBIX CPEACTBAX, IIATPOpPMax U Cped i paspa-
OOTKHU CHCTEM 3JIEKTPOHHOIO JOKYMEHTO000POTA.

dopmupoBaHue 3HAHUH, YMEHUH 1 HaBBIKOB paboTel ¢ COJ1 Directum.
®opmupoBaHue 3HaHUH, yMeHHI 1 HaBbIKOB padoThl ¢ COJl «EBdpar-lokyMeHTO000pOTY.
®opmupoBaHue 3HaHUM, yMEHUH U HaBbIKOB paboThl ¢ COMl «1C: JJokymMmeHTO000pOTY..

1.3. IIpeaMeT TUCHUNIMHBI
Bunpl 1 coctaB cUCTEM 3JIEKTPOHHOTO JIOKYMEHTO000pOTa, IPOIIECChl BHEIEPEHUS U DKCILTya-
TaIU{ Ha MPEATNPUATHUIX.
1.4. MecTo IMCHHUILINHBI B CTPYKTYpe 00pa30BaTe/ibHON MPOrpaMMbl
Jucuunnuna «OpraHu3anus 3JIeKTPOHHOTO JTOKYMEHTOOOOpOTa» SIBJISETCS AJIEKTUBHOW JHC-
nuIMHOM (B yueonom mane b1.B./12.02.02).
1.5. B3aumocBs3b ¢ IPYrUMHU JUCHUILIHHAMHA

JucuumuimHa «OpraHu3anus 3J1eKTPOHHOTO JOKYMEHTO000pOTa» CBsi3aHa C JAUCHUIUIMHAMM:
b1.B.03 JlokxymeHTHpoBaHHe ynpaBieHUecKkoi aesrenbHocTd, b1.B.06 KopnoparusHbie nHpopmau-
OHHBIE CHUCTEMBI.



2. llepeuyeHb MJIAHUPYEMBIX Pe3yJILTATOB 00y4eHUs MO JUCIUILIMHE, COOTHECEHHBIX €
IVIAHMPYEMbIMH Pe3yJIbTATAMHU 0CBOEHHS 00Pa30BaTeIbHOM MPOrpaMMbl

Kommnerenus WNHaukaTop AOCTUKEHUS KOMIIETEHIIMU
Kon HazBanue Kon Coneprxanue
[IK-1 |Cnocoben >¢ddextuBHo 1C- H22 OpraHu3aInus JIEKTPOHHOTO JOKYMEHTO000poTa
TMIOJIB30BaTh METOBI yIIpaBIie-
HHS  CEJIbCKOXO3SHCTBEHHLIM 320 OCHOBBI YIIPABJICHHS JIEKTPOHHBIM JIOKYyMEHT0000pO-
IIPpOU3BOJACTBOM TOM
V22 paboTarh C CUCTEMaMU JEKTPOHHOTO IOKYMEHTO000-
porta

Obo3nauenue 6 maodauye: 3 — odyuarowuiics 0oadxcen sHamo: Y — odyuarowuiics 0oaicern ymems, H -
00YyUAIOWUILCS O0NIJICEH UMEMb HABBIKU U (UU) ONbIM 0esimelbHOCIU.

3. O0beM AJUCHMIUIMHBI U BUABI Y4e0HOI padoThl
3.1. Ounas popma o0y4eHUs!

Howkasate CeMGGCTp Bcero

OOm1ast TpyA0EMKOCTB, 3.€./9 3/108 3/108
OOmast KoHTaKTHas padoTa, 4 34,15 34,15
O6m1as camocTosiTeIbHas padboTa, u 73,85 73,85
KonTakTHas paboTta mpu npoBeieHuU y4eOHbIX 3aHITHH, B T.4. (4) 34,00 34,00
JIEKIIAHA 18 18,00

JabopaToOpHbIC -

B T.4. IPAKTHUYICCKAs ITOATOTOBKA -

MIPAKTUICCKHE 16 16,00

B T.4. IpaKTHYECKad IMOATrOTOBKA -

HHAUBUAYAJIbHBIC KOHCYJIbTAlUU ITPU BBIIIOJIHCHUH KYPCOBOI'O IIPOCKTA -

MHIUBUAYAJIbHBIE KOHCYIbTAIIMU MTPH BBIIIOJIHEHUH KypCOBOM pabOThI -

CamocrodTenbHas padoTa NpH MPOBEACHUN YIEOHBIX 3aHATUH, U 65,00 65,00

KonTakTHas pabora npu NnpoBeleHUU MPOMEKYTOYHON aTTecTanuu oOyda-

0,15 0,15
IOIUXCS, B T.4. (1)

T'pPYHIIIOBBIC KOHCYJIbTAllUN -

KYpPCOBOW IPOEKT -

KypcoBas paboTa -

3a4eT 0,15 0,15

324€ET C OLICHKOU -

9K3aMCH -

CamocrodTenbHas paboTa MpH MPOMEXYTOUHOM aTTecTaliu, B T.4. (1) 8,85 8,85

BBIITOJTHCHHUE KYPCOBOI'O IIPOCKTA -

BBITIOJTHEHUE KYPCOBOM pabOThI -

MOATOTOBKA K 3a4ETy 8,85 8,85

ITOATOTOBKA K 3a4ETY C OLIEHKOU -

IMOATOTOBKA K OK3aMCHY -

dopMa MPOMEKYTOUHON aTTECTAUN 3a4eT 3a4eT




3.2. OuHo-3204Hasi hopMa 00yUeHHUsI

Horasare CeME:eCTp Bceero

OO011ast TPyI0EMKOCTB, 3.€./d 3/108 3/108
OO6m1ast KOHTaKTHAas paboTa, 4 28,15 28,15
OO0mas camocrosiTenbHas padora, q 79,85 79,85
KonrakTHas paboTta nmpu npoBeeHUN yIeOHBIX 3aHATHH, B T.4. (1) 28,00 28,00

JIEKIIUA 14 14,00

nabopaTtopHbie -

B T.4. IPAKTHYECKAs ITOJATOTOBKA -

MPaKTHYECKHUE 14 14,00

B T.4. IPAKTHYECKas MOATOTOBKA -

WHUBUIYAIbHBIE KOHCYIBTAIMU MTPH BBITIOJHEHUH KYPCOBOTO TIPOCK- i
Ta

WH/IMBUyaJIbHbIC KOHCYJIBTAIIUH IIPH BBITIOJIHEHHUH KYPCOBOW pabOThI -
CamocTosTenbHas paboTa npy MPOBEICHUH YU€OHBIX 3aHATUH, U 71,00 71,00
KonTtakTHas paboTa npu MPOBEICHUU MPOMEXYTOYHON aTTecTaluu 00y- 0.15 0.15

Yaroumxcs, B T.4. (1)

T'PYHIIIOBBIC KOHCYJIbTallUU -

KYpPCOBOM IPOEKT -

KypcoBas paboTa -

3a4eT 0,15 0,15

324€ET C OLICHKOU -

9K3aMCH -

CamocrodTenbHas paboTa MpH MPOMEXYTOUHOM aTTecTaliu, B T.4. (1) 8,85 8,85

BBIITOJIHCHHUE KYPCOBOI'O IMPOCKTA -

BBINOJIHEHUE KYpPCOBON pabOThI -

MOATOTOBKA K 3a4eTy 8,85 8,85

ITOATOTOBKA K 3a4ETy C OLEHKON -

MOATOTOBKA K 3K3aMCHY -

qDopMa HpOMC)KYTOqHOﬁ aTTeCTallnuu 3a4CT 3a4CcT

4. CopepxxaHue TUCHUILTAHBI

4.1. ConepxxaHue TMCUMILUIMHBI B pa3pe3e pa3/iesioB U MoApa3iesioB
Paznen 1. BBegenue B ccTeMbl 371eKTPOHHOTO IOKYMEHT0000pOTa

1.1. OcHoBHBIE TOHATHS U CTpyKTypa COJI: MOHATHS 3JIEKTPOHHOTO JOKYMEHTA; CUCTEMBI dJIEK-
TPOHHOTO TOKYMEHTOO0O0pOTa; CTPYKTYpa, OCHOBHBIE (pyHKIIMHU, 3Tanbl pa3Butus COJ1; 00630p OCHOB-
HBIX CHCTEM 3JIEKTPOHHOI'O IOKYyMEHTO000pOTa, MpeACTaBIeHHbIX B Poccun; crienuduka BHEAPEHHUS U
KpUTEPUU BBIOOPA CUCTEM 3JIEKTPOHHOTO IOKYyMEHTO000poTa, 6e3onacHocTs CO/I.

1.2. ®yHKIIMOHAT M apXUTEKTypa CHCTEM DIIEKTPOHHOTO JJOKYMEHTO000pOTa: oOecrieueHne dTa-
NnoB paboOTHl C JOKYMEHTaMH B JAEJIONpPOM3BOACTBE (00paboTka M perucrpanust JOKYMEHTOB, YYerT,
KOHTPOJIb UCTIOJTHEHHMSI, apXUBUPOBAHUE); YIIpaBJICHHUE MOTOKaMH paloT; yIpaBlIeHHE apXUBaMHU dJIEK-
TPOHHBIX U OYMaXXHBIX JOKYMEHTOB; M3BJICUCHHUE JaHHBIX U3 aPXUBOB JJOKYMEHTOB M JPYTUX UCTOY-
HUKOB KOPIIOPAaTHBHON MH(OpManuu (MOUCK JOKYMEHTOB IO aTpuOyTaM U MOJHOTEKCTOBBII MOKUCK);
MHTETpalus ¢ BHEIIHUMH CHCTEMaMH 3JIEKTPOHHOW MOYTHI; cOBpeMeHHas apxutektypa COJ1: neHTpa-
JIM30BAaHHOE XPAHWIMLIE AJIEKTPOHHBIX JOKYMEHTOB, CHUCTEMBl YIIPABJICHUS JOKYMEHTOOOOPOTOM,




KOMMYHUKAIIMOHHAA CpC€aa, HUHTCTPAalUOHHBIC U CUCTCMHBIC KOMIIOHCHTHI, WOI'kﬂOW, pacrio3HaBaHUC
TEKCTA, IMOTOYHOC CKAaHUPOBAHMUC, TCKCTOBAA aHAJIWMTHUKA, YIPaBJICHUC KOJUJICKTHBHBIM BSaI/IMOI[eI\/'I-
CTBHUCM.

1.3. UHCcTpyMEHTaNbHBIE CPEACTBA, TUIATGOPMBI M CPEIIBI ISl pa3paboTKH CUCTEM AJIEKTPOHHOTO
JOKYMEHTO000pOTa: MCIoIb30BaHue miardopm s paspadborku perrenus (Lotus (IBM); SharePoint
(Microsoft), FileNet (IBM), Documentum (ECM), Alfresco (Alfresco); KOHCTPYKTOpPBI, KOPOOOUHBIE
perieHus1, aHaau3 0COOCHHOCTEH MHUPOBOTO U POCCHUICKOTO phIHKA MpousBoautTencii UT-pemennii ais
MOJICP>KKH yIIpaBlIeHHs JOKyMEeHTaMH U KoHTeHToM (1o Forester, Gartner); manamadT pocCHIICKOTO
peiaka COJ[ u ECM.

Pasnen 2. OcHOBHBIE CHCTEMBbI 3JIEKTPOHHOI'0 IOKYMET0000poTa

2.1. Cuctema snexTpoHHOr0 n1okymMeHTooOopota DIRECTUM: o0mias uHdopmanus o cucreme
DIRECTUM; ¢hyHKIMOHATBEHBIE BO3MOXHOCTH CUCTEMBI; apXUTEKTYpa U TEXHUYSCKHE BO3MOXKHOCTH
CHCTEMBI; CKBO3HBIC OM3HEC-3a/1auu (YIpaBieHUE TOTOBOPAMH, YIPABICHHUE COBEIIAHUSIMHU, KaHIIEI -
pusi, yIpaBlieHHEe B3aUMOACHCTBUEM C KIIMEHTaMH), CPEJCTBA IOCTaBKU JOKYMEHTOB B CUCTEMY M3BHE:
gyepe3 Desktop-knuent, Be6-ngoctyn, pacumpenus mis SharePoint u ciyxO0bl mpeoOpa3zoBaHus AOKY-
MeHToB (DIRECTUM TS); opranuzanus xpaHneHus 31eKTpoHHbIX gokyMeHToB B DIRECTUM; unre-
rpauusi cuctembl DIRECTUM c¢ ERP-cucremMamu: 1BYXCTOpOHHSISI CMHXPOHM3AIMsl CIPAaBOYHHUKOB,
BKJIIOUeHHE O0BEKTOB cucteMmbl B workflow, renepamusi JokyMeHTOB M JAOoCTyn kK HUM u3 ERP-
CUCTEMBI.

2.2. Cucrema 3JIeKTPOHHOTO JoKyMeHTooOopoTa «EBdpar-lokyMeHTOOO0pPOT»: cHCcTeMa JJIeK-
TpoHHOTO AO0KyMeHTooOopoTa «EB®PAT —JlokymMeHTOOOOpOT»; Ha3HAYCHHE CUCTEMBI, OCHOBHBIC
(GyHKIIMOHATIbHBIE BO3MOKHOCTH CUCTEMBbI; MPUHIUIIBI Pa0OTHI C CUCTEMOM; Ha3HAYEHHUE U pa3TpaHu-
YeHHE JOCTyNa K JOKYMEHTY; OMCK M pacCIIMpPEHHbI MOUCK TOKYMEHTOB U MOPYYEHHH; IOUCK J0-
KYMEHTOB 10 PETUCTPAlMOHHON (opMe; CO3AaHHUEe OTYETOB; OOMEH COOOIICHUSIMH MEXKIY MOJIb30Ba-
TEeJSAMU; padoTa ¢ AIEKTPOHHOHN TMOYTOI; paboTa ¢ 31eKTPOHHO-IU(POBOMA MOIIHUCHIO.

2.3. Cucrema 3JIeKTPOHHOTO JOKyMeHToo0opoTa «1C: JIoKyMEHTOOOOpOT»: CHUCTeMa  JIICK-
TPOHHOTO JI0KyMeHTooOopoTa «1C: JIoOKyMEHTOOOOpOT; JAEMOBEPCHs»; Ha3HAUEHHUE CUCTEMBI; OC-
HOBHbIE ()YHKIIMOHAJIbHBIE BO3MOKHOCTH CHUCTEMBbI; IPUHIUIBI pabOTHI ¢ CUCTEMOM; HaJIe)KHOCTh CH-
CTEMBbI; MOHATHE JIOKAJILHOTO 0¢uca; MpHUeMbl pabOThl; PETUCTPALUs TOKYMEHTA; 3all0JJHEHUE PEru-
CTpPAllMOHHOM KapTOYKH TOKYMEHTa; NpUcoequHEeHne (aiiaoB; 3anoaHeHne BKIagku «KOoHTpoib» pe-
TUCTPAIl[MOHHON KapTOYKHU JOKYMEHTa; Ha3HAu€HUE IpaB JO0CTyNa K JTOKYMEHTY; pa3rpaHUYEHUE J0-
CTyIla K JOKYMEHTY; JEHCTBUE OTBETCTBEHHOT'O MCIOJHUTEINS, UCIIOJHUTENSA, KOHTPOJIEPA MO BBINOJI-
HEHUIO TIOPYYEHUI; MOUCK JOKYMEHTOB U MOPYUYEHHH; 001U MOUCK; MOUCK MOPYYEHU; pacIIupeH-
HBIN TIOUCK; TIOUCK JJOKYMEHTOB 10 PETUCTPAILIMOHHOM (OopMe; CO3/1aHNE OTUYETOB.

4.2. PacnpenesieHe KOHTAKTHON U CAMOCTOATEIbHOM PadoThI
OuHas ¢popma 00yueHust

KonTakTHast padota

Pazpenbl, moapaszaens AUCHUILIAHBI CP
JIEKIIUHA JI3
Pasnen 1. BBeeHne B cHCTEMbI 3JIEKTPOHHOTO JOKYMEHT0000pPOTA
OcHoBHbIe NOHATHSI U cTpyKTypa COJ 51 1,3 10
DyHKIMOHAI ¥ aQpXUTEKTypa CUCTEM AJIEKTPOHHOT'O JOKYMEHTO000poTa 51 1,3 10

MHCcTpyMeHTaNbHBIE CPEICTBA, ITAT(GOPMBI M CPEIBI IS pa3pabOTKU CHCTEM

39 1,3 10
3JIEKTPOHHOTO JOKYMEHTO000pOoTa

Pa3znen 2. OCHOBHBIE CHCTEMbI 3JIEKTPOHHOI'0 I[OKyMeHTOOﬁOpOTa

Cucrema 3IIeKTpOHHOTO JokyMeHToobopota DIRECTUM 1,3 35 10
Cucrtema 3JIeKTpOHHOT0 JoKyMeHToobopoTa «EBdpar-lokymerT0000poT» 1,3 3,5 10
Cucrema 3JIeKTPOHHOTO AoKyMeHToo0opoTa «1C: JIokyMeHTO000pOT. 1,3 51 15

Bcero 18 16 65




OuHo-3a04Has popma 00ydeHHS

KonrakrHas pabota

Pa3I[eJ'ILI, noapasaciibl JUCHHUIIIMHBL CP
JICKITUHA JI3
Pasnen 1. BBeneHue B cucTeMbl 3JIEKTPOHHOI'0 JOKYMEHT0000poTa
OcHOBHBIE NOHATHA U cTpyKTypa CO/I 4,0 1,0 11,7
OYHKIIHOHAT ¥ apPXUTEKTypa CHCTEM 3JIEKTPOHHOTO JOKYyMEHTO000pOTa 4,0 1,0 11,8
WHcTpyMeHTaIbHBIE CPENCTBA, IIAT(GOPMBI B CpEIbI AT pa3pabOTKU CHCTEM 30 10 118
3JIEKTPOHHOTO TOKyMeHTo00OpOoTa ' ' '
Pasnea 2. OcHOBHBIE CHCTEMBbI 3JIEKTPOHHOI'0 IOKYMEHT0000poTa
Cucrema 31ekTpoHHOTO JokyMeHToobopota DIRECTUM 1,0 3,5 11,8
Cucrema 3IIeKTPOHHOTO JOKyMeHTooOopoTa «EBdpart-JokymMeHT0060pOT> 1,0 3,5 11,8
Cucrema 3IIeKTPOHHOTO ToKyMeHToo0opoTa «1C: JIoKyMeHTO000pOT». 1,0 4,0 12,3
Bceero 14 14 71




4.3. TlepeyeHb TeM H YUeOHO-METOIMYECKOTr0 obecredeHus 1JIsl CAMOCTOATEILHOH padoThI

o0yJammxcs

P a3aCIIbl, IoApasaAcibl JUCHUILINHBL

VuebHo-MeToauueCcKOe 0O0eCTIeUeH e

O6nem uacos CP

OYHasA

OYHO-
3a049Hasn

Pasnen 1. BBeneHue B cucTeMbl 3JIEKTPOHHOI'0 JIOKYMEHT0000poOTa

OcHoBHbI€ IOHATHS U CTPYKTypa COJ]

DyHKIMOHA U apXUTEKTYpa CHCTEM DJICK-
TPOHHOTO JTOKYMEHT0000pOoTa

HHCTpyMEHTAIBHBIE CPEACTBA, MIAT(OPMBI 1
cpenpl A1 pa3pabOTKU CHCTEM JIEKTPOHHOTO
JIOKyMEHTO000poTa

EBmokxumoBsa JI. M. DieKTpOHHEBIN JOKYMEHTOO0OPOT 1
obecrieyeHre 0E30MACHOCTH CTAHIAPTHBIMU CPEACTBAMH
windows [3mekTponHbIi pecypc]: Yuebnoe mocooue / JI.
M. EBnokumosa, B. B. Kopsiokun, A. H. [Teubkun, O. T
IlIBeukoBa - Mocksa: OO0 "KYPC", 2023 - 296 c. [DU]
[OBC 3HaHUYM] URL:
https://znanium.com/catalog/document?id=419620

Kynse H. H. Kondunenuuanbaoe 1e10npon3BoJICTBO
W 3alIMIIEHHBIH 3JIEKTPOHHBIA TIOKYMEHTOO00POT [3eK-
TpoHHBIH pecypc]: YueOnuk / H. H. Kynses, A. C. Jle-
mymikuH, T. B. Kongpamosa, A. I'. ®adpuunos; Bce-
pOCCUNCKMII ~ HAyYHO-HCCJIEIOBATEIbCKUNH  MHCTUTYT
JIOKyMEHTOBEICHUS U apXUBHOTO JeJa; YPaabCKUM roc-
YAApCTBEHHBIM IOPUANYECKUNA YHUBEPCUTET UMEHU B.O.
SlkoBneBa - MockBa: Msparensckas rpymnma "Jloroc",
2020 - 500 c. [DOU] [OBC 3nammym]| URL:
https://znanium.com/catalog/document?id=367431

Kabamos C. HO. DnexTpoHHOE MPaBUTEILCTBO. DJEK-
TPOHHBIN TOKYMEHTOOOOPOT. TepMHUHBI M ONpeNeICHUS
[amexTponHEIt pecype]: Yueonoe mocodue / C. HO. Ka-
6amoB - MockBa: OOO "HayuHOo-mM3maTenbCcKuil IICHTP
NHOPA-M", 2024 - 320 c. [BU] [OBC 3nanmym] URL:
https://znanium.com/catalog/document?id=435317

10

11,7

10

11,8

10

11,8

Pa3znen 2. OCHOBHBIE CHCTEMBI 3JIEKTPOHHOI'0 I[OKyMeHTOOﬁOpOTa

Cucrema 3JIeKTpOHHOTO JIOKyMEHT0000pOoTa
DIRECTUM

CucTeMa eKTPOHHOTO IOKYMEHT0000pOoTa
«EBdpar-IokyMeHTO000pOTY

Cucrema 2JIeKTPOHHOTO JIOKyMEHTO000pOoTa
«1C: JIokyMeHTOO00POTY.

EBmoxumoBa JLM. 3DeKTpOHHBIA JOKYMEHTOOOOPOT H
obecrieueHre OE30IaCHOCTH CTAaHIAPTHBIMH CPEICTBAMU
windows [3ekTpoHHbIi pecypc]: YuedHoe nmocobre BO -
bakanaspuar / JI. M. Enmoxumosa, B. B. KopsOxun. -
Mocksa: OO0  "KYPC", 2019. - 296 c.
URL.:http://new.znanium.com/go.php?id=1001864

Kupcanosa M. B. CoBpemMeHHOE J€T0NPOU3BOICTBO
[asexTponHbI pecype]: YuebHoe mocobue / M. B. Kup-
ca”oBa - MockBa: OOO "HayuHo-u3gaTenbCcKuii IIeHTP
HNHOPA-M", 2020 - 312 ¢. [OU] [OBC 3unanuym] URL:
https://znanium.com/catalog/document?id=372474

10

11,8

10

11,8

15

12,3

Bcero

65

71



https://znanium.com/catalog/document?id=419620
https://znanium.com/catalog/document?id=367431
https://znanium.com/catalog/document?id=435317
http://new.znanium.com/go.php?id=1001864
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5. DoHJ OLEHOYHBIX CPEACTB /JIsl IPOBeICHUA POMEKYTOYHOM aTTeCTAlMHU U Te-

KYIIero KOHTPOJIsI

5.1. Oransl popMupoBaHus KOMIETEHIUIA

KoMmnerenmnun n
na
Paznenbl, noapasnelsl AUCIUTUINHEL
IIK-1
Paznes 1. BBeienue B cucTeMBbI 3JIEKTPOHHOT0 IOKYMEHT0000pOTA
OcHoBHBIE TOHATHS U cTpyKTypa COJI H22
@OyHKIMOHAT M apXUTEKTypa CUCTEM DJIEKTPOHHOT'O JOKYMEHTO000poTa H22
WHcTpyMeHTanbHble CpecTBa, IIaTGOpPMBI U Cpelibl IS Pa3padOTKH CUCTEM DIIEKTPOHHOTO JO0KY- 22
MEHT0000pOTa
Pa3nen 2. OcHOBHBIE CHCTEMBI JJIEKTPOHHOT0 JOKYMET0000pOTa
CucTtema 3JIeKTpOHHOTO TokyMeHToobopota DIRECTUM 322,V22
CucTtema 3JIEKTPOHHOTO ToKyMeHToo0opoTa «EBdpar-/[okyMeHTO000pOT 322,V22
Cucrema 3IIeKTpOHHOTO ToKyMeHTooOopoTa «1C: JIokyMeHT0000pOT. 322,22
5.2. IlIxajael 1 KPUTEPUH ONCHUBAHUSA JOCTUKCHUS KOMHeTeHHHﬁ
5.2.1. IlIkans! OlleHUBAHUS JOCTHIKEHUS KOMIIETEHIIAN
Bug onenku Oue”ku
o HEYIOBJIET- | YyAOBJIETBO-
AKkaneMuieckas OIeHKa 1Mo 4-x 0aJuIbHOM mIKaie XOpOIIO OTJINYHO
BOPUTEIBHO PUTEIBHO
Bun onenkn One”ku
AkaJieMuieckast OIICHKa 10 2-X 0aUIbHOM HIKae HE 3a4€THO 3a4TEHO

5.2.2. Kpurepuu orieHUBaHUS TOCTHKCHUS KOMITETEHITUN

KpI/ITepI/II/I OIICHKH Ha 3K3aMCHC

Onenka, ypoBeHb
JOCTYKEHHSI KOMITETEHIINH

Onucanue KpuTepueB

OTINYHO, BEICOKUH

CryaeHT mokasall MOJHBIC U TIyOOKHE 3HAHUS MIPOTpaMMHOTO MaTepHaa, Jio-
TUYHO ¥ apryMEHTHPOBAHO OTBETWIJI Ha BCE BOMPOCHI AK3aMEHAIMOHHOTO OH-
JieTa, a TaK)Ke Ha JIOTOJHHUTENIbHBIE BOIIPOCHI, CIIOCOOEH CaAMOCTOSITENIEHO pe-
IATh CJIOXKHBIC 3a71aUM JUCIIUIIINHBI

Xopo1o, NpoIBUHYThIN

CryneHT TBepJO 3HAeT NMPOTPaMMHBIM MaTepual, TPaMOTHO €ro M3Jlaraer, He
JIOTTYCKAET CYIIECTBEHHBIX HETOYHOCTEN B OTBETE, JOCTATOYHO TOJTHO OTBETUII
Ha BONPOCH 3K3aMEHAI[IOHHOTO OWJIeTa U JOTOJIHUTEIbHBIE BOIIPOCHI, CIIOCO-
O€H CaMOCTOSITEIBHO PelIaTh CTaHAAPTHBIC 33/1a41 AUCLUIIIIHHEL

Y 10BIETBOPUTENBHO,
MOPOTOBBIN

CryJeHT ToKasaj 3HaHUE TOJBKO OCHOB MPOTPAMMHOIO MaTepHaia, YCBOWII
€ro MOBEPXHOCTHO, HO HE JIOMYCKaJl TPYObIX OIIMOOK MM HETOYHOCTEH, Tpe-
OyeT HaBOJSIINX BOMPOCOB JUIS MPAaBUJIBHOTO OTBETA, HE OTBETHI Ha JIOTOJI-
HUTEJbHBIE BOIIPOCHI, CHOCOOEH pellaTh CTaHAapPTHBIC 33]]a9d JUCIUILUINHEI C
MOMOIIBIO TIPEToIaBaTeNs

HeynosnerBopureinbHo,
KOMIIETEHIIUSI HE OCBOEHA

CryneHT HE 3HaeT OCHOB MPOrpaMMHOIO Marepuaia, JOIyCKaeT TpyObie
OIIKMOKU B OTBETE, HE CIOCOOCH peliaTh CTaHAAPTHBIC 3aJaud JAUCIUILIMHBI
JIaXKe C TIOMOIIIBIO TIPETIOAaBaTeIIsI




Kputepun olleHKM Ha 3a4yeTe

OreHka, ypOBEHb
JOCTHIKCHUST KOMIICTCHITU I

Orncanne KpUTEPUEB

3a4TeHO, BEICOKMI

CTyIeHT BBINOJIHWI BCE 3aJaHUsl, IPEAyCMOTPEHHbIE padodyell mporpaMMoH,
OTYHUTAICSA 00 X BBITIOJHEHUH, AEMOHCTPUPYS OTIMYHOE 3HAHUE OCBOECHHOI'O
MaTepHaga U YMEHHE CaMOCTOSITENIbHO PELIaTh CIOXKHbIE 3aJa4i TUCIUIUINHBI

3auTeHo, NPOBUHYTHII

CTyIeHT BBINOJIHWI BCE 3aJaHUsl, NPEeAyCMOTPEHHbBIE padodell mporpaMMoH,
oTyuTaICsA 00 WX BBINOJIHEHUH, AEMOHCTPUPYS XOPOIIee 3HAHHNE OCBOSHHOI'O
MaTepuaiga U YMEHHE CaMOCTOSITEIbHO pellaTh CTaHAApPTHbIE 3a/a4M JUCIIH-
TUTMHBI

3a4TeHo, MOPOTOBBIA

CTyIeHT BBINOJIHWI BCE 3aJaHUsl, NPEeAyCMOTPEHHbIE padodell MporpaMMoHu,
oTyHTaNICsA 00 MX BBIIOJHEHUH, IEMOHCTPUPYS 3HAHUE OCHOB OCBOCHHOI'O Ma-
TepuaJia ¥ YMEHHE pellaTh CTAHIAPTHBIC 33Jadd AUCLUIUIMHBI C IIOMOILBIO
IIperoJaBaTes

He 3aureHo, KOMIIETCHITUS
HE OCBOCHA

CTyneHT BBIITOJHWI HE BCE 3a/IaHUs, IPEAyCMOTPEHHbBIE paboyeil mporpaMMmoit
WIK HE OTYHUTAICI 00 UX BBITTIOJIHCHHUH, HE MMOATBCPKAACT 3HAHUC OCBOCHHOI'O
Marepuajia 1 HC YMECT pCIlaTh CTAHAAPTHBIC 3aJa4i JUCHUIUIMHBI OaXKE C I10-
MOILBIO PETIOAABATENS

KpI/ITepI/II/I OLICHKU ITPpH 3aIUTC KYPCOBOI'O IIPOCKTA

OreHka, ypoBEeHb
JOCTIIKEHHSI KOMIIETCHINH

OnucaHue KpUTepues

OTIUYHO, BEICOKUH

CrtpyKkTypa u cofiepkaHie KypCOBOTO IpoeKTa (paboThl) MOTHOCTHEO COOTBET-
CTBYIOT IIPCABABIISACMBIM Tpe60BaHI/I$IM, B pacdy€Tax OTCYTCTBYIOT JIOTUYCCKUC
U aJrOPUTMHYECKH OLIMOKHU, BCE BBIBOJBI U MPEATIOKEHUS TOCTOBEPHBI U ap-
TYMEHTUPOBAHbI; CTYIEHT MOKa3aJl [OJHbIE 1 ITyOOKHE 3HAHUS M0 U3Y4YEHHOMH
mpobieme, JIOTHYHO U apTYMEHTUPOBAHO OTBETHI Ha BCE BOIIPOCHI, CBSA3aHHBIE
C 3aIUTOI KypCcOBOTO MpoeKTa (paboThl)

Xopo1o, NpOJIBUHYThIH

CtpykTypa U coJep:kaHue KypcOBOI'O IMpoekTa (pabdoThl) B LIEJIOM COOTBET-
CTBYIOT IIPEIBSIBISIEMbIM TPEOOBAHMSM, B pacieTax OTCYTCTBYIOT JIOTUYECKHUE
U aJTOPUTMUYECKU OIIMOKH, HO OTAEJbHBIE BBIBOJABI M HPEAJIOKEHUS BbBI3bI-
BalOT COMHEHHE U HE J0 KOHIa apryMEHTHPOBAHbIl; CTYACHT TBEPAO 3HAET Ma-
TepuaJl 10 TEME UCCIIEI0BAHUs, IPAMOTHO €ro M3J1araeT, He JAOILyCKaeT Cyllie-
CTBEHHBIX HETOYHOCTEH B OTBETaX, JOCTATOYHO ITOJIHO OTBEYAET HA BOIPOCHI,
CBSI3aHHBIE C 3AIUTON KypCOBOI'O MpoeKTa (paboTsl)

VY 10BIETBOPUTENBHO,
MOPOTOBBIN

CTpyKTypa H comepikaHhe KypcoBOro MpoeKTa (paboThl) HE HOJIHOCTHIO COOT-
BETCTBYIOT NPEABSBISIEMbIM TPEOOBAHUSAM, B pacueTax JOMYIICHBl He TpyObie
JIOTHYECKHE U aJTOPUTMUYECKH OLIMOKHM, OKa3aBILIME HECYIECTBEHHOE BIIHSI-
HUE Ha Pe3yJbTaThl PACUETOB, OTJEIbHBIC BBIBOJBI M MPEJIOKEHHSI BHI3BIBAIOT
COMHEHHE U HE /10 KOHI[a apryMEHTHPOBAHbI; CTYJEHT M0Ka3ajl 3HaHUE TOJIBKO
OCHOB Marepuajla [0 TeMe HCCIIEJ0BaHMs, YCBOMWI €r0 IIOBEPXHOCTHO, HO HE
JOIyCKaJ IPHU OTBETE Ha BOMPOCH IPYOBIX OIIMOOK MIIM HETOUHOCTEH

HeynosnerBopureibsHo,
KOMIIETEHIINS HE OCBOCHA

CTpyKkTypa U cojiep)KaHue KypcOBOTO MpoekTa (paboThl) HE COOTBETCTBYIOT
MIPEeIBABISEMBIM TPEOOBAaHUSAM; B pacyerax JOMYIIEHBbI IPyOble JIOTHYECKUE
WU QJITOPUTMHAYECKUE OIMMOKH, MTOBIHUABIINE HA PE3YIbTaThl PACUCTOB U JI0-
CTOBEPHOCTH CJICTIAHHBIX BBIBOJIOB W MPEUIOKEHUMN; CTYy/IEHT HE 3HAET OCHOB
MaTepuaia Mo TeMe MCCIEeIOBaHUA, TOIMYCKAeT MPHU OTBETE HA BOIPOCHI I'Py-
Obl€ OMIMOKH U HETOYHOCTH




Kpurepun onieHKu TECTOB

OreHka, ypOBEHb
JOCTHIKCHUST KOMIICTCHITU I

Orncanne KpUTEPUEB

OTIMYHO, BEICOKUI

CopneprkaHre IpaBUIBHBIX OTBETOB B TecTe He MeHee 90%

Xopo1o, MNpOIBUHYThIN

CopneprkaHre paBUIBHBIX OTBETOB B TecTe He MeHee 75%

VY 10BIIETBOPUTEIILHO,
TOPOTOBBIN

ConeprkaHre NpaBUIbHBIX OTBETOB B TecTe He MeHee 50%

HeynosnerBopurensHo,
KOMIIETCHLIUS HE OCBOEHA

COI[ep)KaHI/IC IMPaBUJIBHBIX OTBETOB B TECTEC MCHECC 50%

Kpurepuu onieHKH yCTHOTO Orpoca

Onenka, ypoBeHb
JOCTHKEHHS] KOMITETeHINH

Ornrcanre KpuTepueB

3auTeHO, BEICOKHI

CTyoeHT NEMOHCTPHPYET YBEPEHHOE 3HAHHME MaTepHaja, YeTKO BBIPAXKaeT
CBOIO TOYY 3pEHHS [0 pacCMaTpUBAEMOMY BOIIPOCY, IPUBOAS COOTBETCTBYIO-
1€ MpUMepHI

3a4TeHo, NPOABUHYTHIN

CTyneHT NeMOHCTpPHUpYET YBEpEeHHOE 3HaHHEe MaTepuaya, HO JOIMyCKaeT OT-
JIeTIbHBIC TOTPEITHOCTU B OTBETE

3a4TeHO, NOPOrOBBIN

CTyIeHT IEMOHCTPUPYET CYIICCTBEHHBIC IIPOOCIBI B 3HAHUAX MaTepHaia, J10-
MyCKaeT OIMOKHU B OTBETaX

He 3aureHo, KoMITeTCHITS
HE OCBOCHA

CryIeHT IeMOHCTPUPYET HEe3HaHWE MaTepuala, JOIMYCKaeT Ipyoble OmMOKU B
OTBETax

Kputepuu onieHku perienus 3aaa4y

OueHka, ypOBEHb
JOCTHIKCHHSI KOMITETEHIINIHA

Onucanue KpUTepUeB

3a4TeHO, BLICOKMI

CTy,Z[eHT YBEPEHHO 3HACT MCTOJUKY U aJITOPUTM PCLICHUSA 3aJla4yH, HEC NOIyC-
KaeT OIMO0K IIpU €€ BBITIOJIHCHHUU.

3a4TeHo, MPOIBUHYTHIH

CTyIeHT B IeJIOM 3HaeT METOJMKY U aITOPUTM PELICHHUS 3a7a4yH, He JOIMyCcKa-
eT rpyOBIX OIMOOK MPH €€ BHIIOIHEHHH.

3a4TeHO, TOPOTrOBBIN

CTyzneHT B 1eJIOM 3HAaeT METOJUKY U aITOPUTM PEIICHUsS 3a/ladyd, JTOIMyCKaeT
OIIMOOK TIPH €€ BBIMOJIHEHUH, HO CITOCOOCH MCIPABUTh WX MPU MOMOIIU Tpe-
IoJIaBaTeIs.

He 3aureHo, KoMIIeTeHITUS
HE OCBOCHA

CTyJeHT He 3HaeT METOJIMKY U QJITOPUTM pPElICHUs 3a/1a4H, IOIyCcKaeT Ipyoble
OoMOKK NpU €€ BBINOJIHEHHH, HE CIIOCOOCH MCIPAaBUTh UX MPH IOMOLIM Ipe-
I01aBaTENs.




5.3. MarepuaJbl /sl OLEHKHU JI0CTHKEHUS KOMIIeTeHIN
5.3.1. OueHouyHbIE MaTepUAIIbl TPOMEKYTOUHON aTTECTALIUU
5.3.1.1. Bonpocsl k 5K3aMeHy
He npenycmorpeno
5.3.1.2. 3amauu K 3K3aMeHY
He npenycmorpeno

5.3.1.4. Bonpocsl k 3aueTy

Kowmrre-

Ne Copneprxanne TeHws na
1 | IloHsATHE 37€KTPOHHOTO IOKYMeHTa. BUIbI, 0COOEHHOCTH. IK-1 322
2 | [pencraBnerne nokymeHToB B CO/I. [IK-1 322
3 | Konmemnmus snexTpoHHOTO JOKyMEeHT0o000poTa. [IpuHnmmer CO/I. IK-1 322
4 | OcHoBHbIe TpeOoBaHus K pyHKIIHOHATEHOCTH CO/I. IK-1 322
5 | ABTOMaTH3alMs COCTaBJICHUS IEKTPOHHBIX JOKYMEHTOB. I1K-1 y22
6 | ABTOMaTH3aIHA IMpoIlecca BBOJA MOTOKOB BXOJHBIX JOKYMEHTOB. [1K-1 322
7 3aJaun CUCTEM NEKTPOHHOTO T0KyMeHTooOopoTa. Kputepuu BeiOopa cucTeM aBTOMAaTH3aUU K-1 30

JIOKyMEHT0000pOTA.
8 | Kourpomas Bepcuii B CO/I. IK-1 H22
9 OnekTpoHHO-IIM(POBast HOANUCH: THITU3ALNS, XapAKTCPUCTHKA, HOpMATHBHa 6a3a, obecrneun- TK-1 22
BAlOIasi BHEIPEHHE U PEATN3alIO, YCIOBHUS MPUAAHUS IOPHIMICCKON CHIIBIL.

10 | Xpanenue moxymentoB B CO/I. Jlena, apXuBHI. IK-1 H22
11 OCHOBHBIE TEXHOJIOTHUH, 00CCIICUUBAIOIINE PAa3pabOTKY CUCTEM AJICKTPOHHOIO JOKYMEHTO000- K-1 22

pora.

12 | Yuer aBmwxeHust JOKyMeHTOB U oT4eThl B CO/I. I1K-1 H22
13 | Meroas! u cpencTsa 3aumThl nHGpopManuu B CO/I. IK-1 H22

CoBpeMeHHOE 3aKOHOJaTeILCTBO M HOPMATUBHO-METOIHMYECKOE PEryINPOBAHUE AIEKTPOHHOTO
14 IK-1 322
JIOKYMEHTO0000pOoTa.

15 | OcobenHOCTH NOKYMEHTO000pOTa U MpuMeHeHHst CO/] Ha mpeanpusaTHAX pa3HBIX OTpaCIei. IK-1 322
16 | Apxutektypsl u criocoObl nocrpoeruss CO/I. IK-1 y22
17 | IlpoekTrpoBaHHe TOKYMEHTOO0OPOTA — IPHHIUIIBI, OCHOBHBIE 33/1a4H, ITPOOIEMBbI. IK-1 322
18 | MouenupoBaHue JOKYMEHTOO00POTa U OU3HEC-TIPOLIECCOB. IK-1 322
19 | Dramer BEeAperus CO/I. [1K-1 V22
20 | Bunel cucteM 3JIEKTPOHHOTO JOKYMEHTO000POTa. IK-1 322
21 00630p poccuiickux CO/] n aHanu3 BHeApeHUS MpoekToB CO/] 0 0TpacisaM, npeanpusTHsIM, K-1 320

3ajavam.

22 | Ucropwust pazsutust COJ1, orpannuenus CO/], mepcreKTUBbI pa3BUTHSI. IK-1 322
23 | HopmaruBHas 6a3a UIs BEACHUS JEKTPOHHOTO JOKYMEHTOO00POTA HA MIPEIPUSTHH. IK-1 y22
24 I;I(?Te;mq)nxaum[ U ayTeHTH(UKALKUS [T0JIb30BaTENEH B CHCTEME 3JIEKTPOHHOTO JIOKYMEHT0000- K-1 v22
25 | Ocobennoctu BbiOOpa obmaunoit COJI. Apxutektypa obnaunbix CO/I. MK-1 y22
26 Ilepexon ot C?)I k ECM. [Ipuunss! nepexona; orpanndenus CO/1; n3MeHeHne oTpeOHOCTEH K-1 322

TMI0JIb30BATEIICH; HAlPaBICHUS Pa3BUTHSL.
27 Ces3p ECM 1 ]vEIM. OCHOBHBIE IOHATHSA, 00JIACTH IPUMEHEHNUS, PYHKIIMOHAIEHBIE BO3MOXKHO- K-1 322
CTH, B3aUMOJICHCTBHE.

28 | Ananus 3apy6esxnoro peiaka COJ1. OCHOBHBIC TEHACHIIMH, IPOILYKTHI U TJIABHBIC HTPOKH. MK-1 322

29 | ApxuTeKTypa M TeXHHYecKHe Bo3MOKHOCTH cucteMbl DIRECTUM. [K-1 v22
OcHOBHBIE (PYHKIMOHAIBHBIE BO3MOXXHOCTH cUcTeMbl EBdpaT-noxkymenToo00pot. [IpuHINTIEI

30 . IK-1 y22

paboThI C CUCTEMOH.

31 | Konuenuus mratdopmsr 1C:Ipeanpusitue. IK-1 Vy22




5.3.1.5. IlepeueHb TEM KypCOBBIX IPOEKTOB
He npenycmotpeno
5.3.1.6. Bonpockl K 3amuTe KypcoBOro npoekta (padoThl)
He npenycmorpeno
5.3.2. OueHOYHbBIE MaTepUaIbl TEKYILET0 KOHTPOJIS

5.3.2.1. Borpocsl TeCcTOB

Copepxanue

Komme-
TEHIIUS

1201

EcTpb 111 B cucTeMe 3IeKTpOHHOT0 JoKyMeHTooOopoTa 1C BO3MOKHOCTE KOIMPOBATh JOKYMEHTHI? (1a,
HET)

[K-1

y22

Uro takoe DocFlow? (cuctempl aBTOMaTH3auy yIpaBieHus fokyMmeHToo00oporoM, CRM-cucrema, Cu-
CTeMa yIpaBJIeHHs] KOHTCHTOM)

[K-1

322

Kakne n3 C3/1 (Ad-hoc, ACKH, Groupware, Docflow, Workflow) BKiIrogatoT B ce0st SIIE€KTPOHHYIO
ouTy WU paboTy ¢ Hei? (Bce Beimenepeunciennsie, Groupware n Docflow Workflow, Ad-hoc u AC-
KWJI)

[K-1

322

ABTOpUM3anKs — 37O ...(IPOLIECC OMPEACICHHS A0CTYyNa ayTeHTU(HUIIMPOBAHHOTO MOJIH30BATEINS K OIpe-
JICTICHHBIM pecypcaM U ISHCTBUSIM; MPOLIECC MPOBEPKHU TMOTMHHOCTH MOIh30BaTENs, 4TOOBI YOS AUThC,
YTO OH SIBJISICTCS TEM, 32 KOTO ce0s BBIIAET; MPOLIeAypa pacio3HaBaHus cyObeKTa 1o ero uaeHTuuKa-

TOpY)

IIK-1

y22

AyrenTudukanys — 370: ...(IPOIECC ONpeIeeHUs J0CTyIa ayTeHTHPHUIMPOBAHHOTO MOJIB30BATENS K
OIIpEETICHHBIM pecypcaM M ICHCTBUSM; MPOLECC IPOBEPKH MOAIMHHOCTH MOJIb30BATENS, YTOOBI yOe-
JIUTHCSI, YTO OH SIBJIAETCS TEM, 3@ KOrO ce0sl BhIJAET; MPOLeypa paco3HaBaHus cyObeKTa 110 ero ujieH-
tudukaropy)

IIK-1

y22

bnank mokymMeHTa — 3T0: (CTaHAAPTHBIH JIMCT OyMaru ¢ peKBU3NTaMH, UICHTU(DHULIUPYIOLIMMH aBTOpa
O(HIMATBHOT0 TOKYMEHTA,; MaTepUalbHbIH HOCUTEIb ¢ 3aIKCHPOBAHHOM Ha HEM B JII000i hopme HH-
(opmarmeii B BUzie TEKCTa, 3BYKO3aIIUCH, H300paXeHHsI U (WIIN) MX COUCTAaHHS, KOTOPBIH NUMEET PEKBH-
3WTHI, TO3BOJIAIOIINE €r0 NACHTU(UINPOBATH, U NIPEAHA3HAYCH I [Iepeladn BO BPEMEHH U B IIPO-
CTPAHCTBE B LIEJISIX OOIICCTBEHHOrO MCIOJIb30BAHMUS U XPAHCHHUSI)

[K-1

y22

B o0beMe 1oKkyMeHT0000pOoTa ClIeAyeT YYUTHIBATh: (BCe BXOMIAIIME, UCXOMAMINE H BHYTPCHHHUE IOKY-
MEHTBI, a TAK)KE BCE KOIIMH, U3TOTOBJICHHBIE CPEJICTBAMH ONIEPAaTUBHON MOJIUrpauy 1 OPTTEXHUKH ; BCE
PEKBH3HTHI, XapaKTEPU3YIOLINE TOKYMEHT)

[K-1

322

Kax Ha3bIBaeTcs OJIaHK, COAEPIKAIIMIA OANHAKOBEIA HAOOP PEKBU3UTOB JUIS BCEX BUIOB JIOKYMEHTOB!
(oOuHii, TUITOBOH, CIICITHAIIBHBIH)

IIK-1

322

JTIoKyMeHTO06OPOT — 3TO: (HEMPEPHIBHOE JBMUKEHHE JJOKYMEHTOB B OPraHM3aIlldi C MOMEHTA MOy IEHUSI
JI0 C/Ia4yM B apXMB; CUCTEMbI aBTOMATH3AIMK yIpaBiieHus 10KyMeHToo0opoToM, CRM-cucrema, Cucre-
Ma YIpaBJICHUs KOHTCHTOM )

IIK-1

322

10

I'naBHOE MpaBUIIO OpraHU3aNH JOKYMEHTOO00pOTa — 9TO: (OMEPATHBHOE JIBIKEHUE JOKYMEHTOB 110
Hau0O0JIee KOPOTKOMY IyTH C MUHUMAJILHBIMU 3aTpaTaMi BPEMEHH U TPYa; TOYHOCTh MepeIadn HH-
(dopMayu MeXy YIaCTHHKAMK OU3HEC-TIPOLIECCOB)

IIK-1

322

11

I'pynmsl gocTyna HeoOX0 UMb (1711 OpraHU3aI|K JOCTYIA K JOKYMEHTaM JJIs OTJEJI0B OpraHu3alny,
KOJUICKTHBA COTPYAHUKOB, pabOTAIONINX HAJl OTISIEHBIM MIPOSKTOM; 3allIUTHI OT HECAHKIIMOHUPOBAHHO-
T'0 KOIMPOBAHMSI PEKBU3UTOB JOKYMEHTOB; 3allIUTHI OT BUPYCOB)

[K-1

322

12

Z[CJICFHPOB&HI/IG IpaB JOCTyIa HGO6XO,I[I/IMOZ (B CJIydac OTCYTCTBUA COTPYAHUKA OTBETCTBECHHOI'O 3a pa-
60Ty HaJl JOKYMEHTOM U HGO6XO,HI/IMOCTLIO €C MPOAOJLKEHUE B €0 OTCYTCTBU S, IJIA MIEPEPACIIPEACIICHUA
HArpys3Kd B KOJUICKTHUBE; AJIsI BBIACJICHUSA HanboIee 3(1)(1)€KTI/IBHLIX COTPYAHUKOB B KOHHeKTI/IBC)

[K-1

322

13

Takol TOKyMEHTOIOTOK COCTOUT U3 IOKYMEHTOB, CO3/1aBa€MbIX B JaHHOW OpraHMU3alllU U OTIIpaBIIsie-
MBIX 32 €€ TIpeeibl: (MCXOMSIINNA, BXOIAIINN, BHYTPCHHHINA)

[K-1

322

14

JIOKYyMEHTOIOTOK — 3TO: (COBOKYITHOCTh JOKYMEHTOB OJTHOTO BH/IA HJIM Ha3HAYCHHS, UMCIOIINX SAUHbIH
MapuIpyT; HabOp JOKYMEHTOB, OTHOCSIIMICS K OJHOMY MPOEKTY; TPYIIIa OAHOTUIIHBIX JOKYMEHTOB,
JBIDKYIIUXCS] B €TMTHOM BPEMEHHOM IIEPHO/IE)

[K-1

322

15

JIOKyMEHT MMeeT JIBe CYIHOCTH: (MH(OPMAIMOHHYI0, MaTepHUAIbHYI0, KOTHUTHBHYIO)

IK-1

322

16

JIOKYMEHTOITOTOKH 110 HATIPABJICHUIO JETISATCS Ha TaKHe MMOTOKU: (TOPU30HTAIbHBIC, BEPTHKAIbHBIC, pa3-
HOHATPAaBIICHHbIE)

IK-1

322

17

JIOKYMEHTOIIOTOKH TI0 HATIPABJICHHUIO JEJIATCS HA TaKHe MOTOKK: (TOPU30HTAIbHBIC, BEPTHKAIbHBIE, Pa3-
HOHATPAaBIICHHbIE)

IK-1

322

18

O06beM TOKYMEHTOO0OPOTA BBIPAKAETCS: (APOOBIO, T/I€ YUCITUTEND — KOJIMYECTBO KOCHOBHBIX)» JIOKY-
MCHTOB, 4@ 3HAMCHATCJIb — KOJIMYCCTBO KOHHﬁ; IMPONU3BEACHUEM KOJINIECTBA «OCHOBHBIX)» JOKYMEHTOB U
KOJIM4YECTBA KOHHﬁ; CyMMOﬁ KOJIMYECTBA KOCHOBHBIX» JOKYMCHTOB U KOJIMYCCTBA KOHHﬁ)

[K-1

322




19

OCHOBHOH CTPYKTYypHOU eAMHUIICH (OPMATHPOBAHHOTO TOKYMEHTA PH PACIIO3HABAHNH CYUTACTCS:
(Toyre TOKyMeHTa; PeKBU3UT JOKYMEHTA; THII JOKYMEHTA)

IK-1

322

20

OCHOBHBIMH BHIaM{ CPOKOBOTO KOHTPOJIS SBIIFOTCS: (TEKYIIHH, IPEAYIPEAUTEIbHBIMN, HTOTOBBIH,
YIpeKTArOIINiA)

[K-1

322

21

OdurranbHbLi JOKYMEHT — 3TO: (ZOKYMEHT, CO3/IaHHBIN OpraHu3alnei, JOKHOCTHBIM JIUIIOM HIIH
rpakAaHHMHOM, 0(OPMIICHHBIH B YCTAaHOBJICHHOM NOPAIKE; 3a(nKCHpOBaHHAS HA HOCUTEIE HH(OpMAaIUs
C PEKBH3UTaMH, MO3BOJIIOLINMY €€ HACHTH()HIHPOBATH)

[K-1

322

22

IMoaroToBKa JOKYMEHTa K CKAHHPOBAHHUIO BKIIIOYAET B ce0st Takue orepanun: (ONHCaHue HaCTPONKI
CHCTEMBI; HETIOCPEICTBEHHYIO MOJATOTOBKY JOKYMEHTa; CKAHUPOBAHHE; IIPOBEPKA PE3yIbTaTOB CKAHHPO-
BaHUs)

[K-1

322

23

ITox TakuM KOHTpOJIEM NOHUMAIOT HOATOTOBKY CBEJCHUIN O JOKYMEHTaX, CPOK UCTIOTHEHUS KOTOPBIX
HCTEKAeT CeroHs (TeKyIIIM)

[K-1

322

24

Ilox Takum KOHTPOJIEM MOHMMAIOT aHAJIUTUYCCKOC 0606IlIeHI/Ie ,ZlOKyMeHTOO60pOTa, HUCTIOJTHUTENCKOMN
JUCHUINUIMHBI B OpraHu3aliu U €€ CTPYKTYPHBIX NOAPA3ACTICHUAX! (I/ITOFOBLIM)

[K-1

322

25

ITox TakMM KOHTpOJIEM NOHUMAIOT MOJATOTOBKY CBEJCHUI O JOKYMEHTaX, CPOK UCIIOTHEHUS KOTOPBIX
ucTeKaeT uepes 2 — 3 aHd: (IpenynpeuTeIbHbIM)

[K-1

322

26

HonyquI/Ie I/1306pa)KGHI/IH JOKYMCHTA BKJIIOYACT B cebs ornepanunu: (COCTaBJ’IeHI/Ie Fpa(l)I/IKa CKaHUpOBa-
HUS, CKAHUPOBAHUEC, KOHTPOJIb Ka4€CTBA, BO3SMOKHOC ITOBTOPHOC CKaHI/IpOBaHHe)

[K-1

322

27

Kaxk Ha3bpIBaeTcs poliece NpUBEICHUs Yero-Indo K eNuHoi cucteMe, hopme, eqruHoo0pasnio: (YHupU-
Kalusl, CTaHapTU3aIs)

IIK-1

322

28

Pacrmo3HaBaHue nmpearonaraeT BEIIONHEHIE CISAYIONNX oreparuii: (mpeapapuTenbHas 06paboTka
n300paKeHHH, IOKCK MoJIeH, CKAHUPOBaHHUE, MPOBEPKa paclo3HaHHOW HH(pOpMaIHN)

[K-1

322

29

Perucrpanust — 310: (3aIMCh YYETHBIX JAHHBIX O JOKYMEHTE 110 YCTaHOBIICHHOH (opMe, pukcupyronieit
(akxT ero cozgaHus, OTHPABICHNS W MOITYyYCHHS,; TIPOLIECC ONPENEICHHS T0CTYIa ayTeHTU()HUITNPOBaH-
HOTO TTOJIb30BAaTEISI K OINIPEIETICHHBIM PECypcaM U IeHCTBHUSIM; IIPOLIECC IIPOBEPKHU IO UTMHHOCTH IOJIH30-
BaTeIsl, YTOOBI yOSIUTHCS, UTO OH SIBIISIETCS TEM, 32 KOTO ce0s BBIIACT; IPOLELypa PACIO3HaBAHUS CyO'b-
€KTa [0 ero HACHTU(HKATOPY)

[K-1

322

30

Perucrpanuu moiexar: (Bce JOKYMEHTBI, TPEOYIOIIIE CIICHHAIbHOTO y4eTa, HCIIOJHEHHS B HCIIOJb30-
BaHMs B CIIPABOYHBIX LIEJISIX, HE3aBUCHMO OT CIIOCO0a MOJTy4eHHUs ; BCE JOKYMEHTBI; BCE BXOJISINE TOKY-
MEHTBI)

IIK-1

322

31

PexBH3UT mOKyMeHTa — 3T0: (aTpUOyT, XapaKTepPU3YIOIINil JOKYMEHT; XapaKTepHCTHKA OpraHU3aIlnH,
yHUDHUIIMPOBaHHAS] TOAIICH TOKYMCHTA)

IIK-1

322

32

Kak Ha3bIBaeTCs peKBU3UT, OTPAXKAIONINI OCHOBHOE COJEpKaHHE TOKYMEHTa: (TEKCT, aJipec, OTBET-
CTBEHHOE JIMIIO, MTOJIIHCH)

IIK-1

322

33

PexBu3nTHI XapakTepHbIE TOJBKO IS OJIaHKa MAChMa — 3TO: (11aTa, HOMEp, MOJIKICh, OTBETCTBEHHOE JIH-
o)

IIK-1

322

34

CHUMBOJIBI ¥ MHJIEKCHI, BHOCHMBIE B JOKYMEHT B IIPOILIECCE €r0 MOJArOTOBKU 1 0hOpMIIEHHST — 3TO ... peK-
BH3UTHI JOKYMEHTA. (IIepeMEHHBIE)

IIK-1

322

35

I'naBHBIE 0OCOOEHHOCTH POCCUICKOTO JIENIONIPOU3BOJICTBA, BIUSIONIME HA ClIeU(UKY OTeUeCTBEHHBIX
C3/1? (oueHb BBICOKUH ypOBEHb MPOHUKHOBEHUSI VT B IeIONPOU3BOACTBE POCCUHCKUX KOMITAHUH; OT-
CYTCTBHE JJOBEPHSI K UCTIOITHHUTEIIO0, KOTOPOT'O HY>KHO IMOCTOSHHO KOHTPOJINPOBATH U TIEPETIPOBEPSITH;
JIETIOIIPON3BOJICTBO MOJCTPOCHO MO HEPAPXUUECKYI0, BEPTUKAIBHYIO CUCTEMY YIPaBIICHHS CTPAaHOMH,;
OYEHb YaCTO MEHSIOLIMECS MapIIPyThl IOTOKOB JOKYMEHTOB)

[K-1

322

36

Ha ocHoBaHMH uero nenaeTcs nepepacipeaeneHne 10KyMeHToB? (0030pHOI cripaBKK; NpHKa3a JUPeK-
TOPA; MPOCTO ABTOMATHYECKH; PE3OJIOLIMU PYKOBOAUTEINS OPraHU3aLMH)

[K-1

322

37

CDI, koTopas MOKeT paboTaTh C JIHOOBIMU OU3HEC-TIPOLIECCAMH OPTaHU3AINH, BBIIEIEHHBIMH, CTPYKTY-
PHPOBAHHBIMH, U ITPABUJIA BBITIOJIHEHUS KOTOPBIX MOXHO C(HOPMYJIHPOBaTh, - 310 ...(workflow, group-
ware, docflow, webware)

IIK-1

322

38

CuctemMa «3IIeKTPOHHO# TOUTHI» SBJIsETCS TaBHbIM kKommoreHTom COJT kiacea ... (ad-hoc, groupware,
docflow, webware)

IK-1

322

39

IIporpammHOe 00ecnieyeHrne COBMECTHOM paboTHI - 3TO (IPOrpaMMHOE 0OeCIIeYeHre, CO3IaHHOE C Iie-
JIBIO IO AACPIKKU BSaHMOHeﬁCTBHH MECXY JIOJAbMU, COBMECTHO pa6OTaI-OIlH/IMI/I HaJl pCIICHUEM O6I_HI/IX
3aj1a4; MporpamMMa MITH MHOYKECTBO MPOTPAMM, MCIIOJIB3YEMBIX JUIS YIIPABJIECHHS KOMITBIOTEPOM)

IK-1

322

40

C3/1, mpenHa3HaYeHHBIE U1 aBTOMATH3ANH (DYHKIIHOHUPOBAHUS pabOUHX IPYIII OJIH30BaTEICH B
Macmirabax npeanpusrTus, - 910 ... (ad-hoc, groupware, docflow, webware)

IK-1

322

41

Texnomnorus, ocHOBO# KoTopoi siBiseTcs 1361k HTML, siBisietcst: (SI3bIKOM THIEPTEKCTOBON Pa3METKH;
(bopManbHBIM S3BIKOM JEKOTMPOBAHNS M OMMCAHHSI BHEIIHETO BUIa TOKYMEHTA)

[K-1

y22

42

Jnst xpaHeHus ¥ UCTIoNIb30BaHuA (aiina B cucreme DocsVision co3naercst kapTodka THIA (JIOKYMEHT,
PEKBH3HT, XKypHaJ)

[K-1

y22

43

KoHTeKCTHBII MONCK KapTOUeK 110 KJII0UYEBOMY CJIOBY WIH (pa3e B TEKYIEM IIPE/ICTaBICHNH Ha3bIBACTCS
MOMCKOM (IO MPEICTABICHHUIO, IO GUIIBTPY, 1O CIOBY, PACIIUPEHHBIM)

[K-1

y22

44

Crnoco6 0T06pa)KCHI/IH I/IH(i)OpMaL[I/II/I 0 KapTO4Kax B obactu MMpoCMOTpa COACPIKMMOTI0 NAITKN HA3bIBACT-

MK-1

y22




cs1 (npecTaBIeHUEM, OIIMCAHUEM, H300paKEHNEM, OTOOPaKEHHEM)

45

YTopsa0unBaTh CIIUCOK KapTOUEK IO OJHOMY M3 CTOJIOIOB TAOIHIIBI (CITMCKA KAPTOUYEK) B PSIMOM HITH
00paTHOM MOPSIKE MO3BOJISIET KapToueK (COpPTHPOBKa, 0TOOP, BEIOOPKA, TPYIIIIHPOBKA)

IK-1

y22

46

VICHOIHUTENY TI0Ty4aloT 3a1aHUs B TOM )KE OYEPENHOCTH, B KOTOPOM OHM YKa3aHbI B CIIUCKE B KAPTOUKE
UCTIOJIHEHUS TIPU BapHMaHTE MCIIOJIHEHMS 3a1aHus (KOHTPOJIBHOM, MOCIIEN0BATENILHOM, TapaslIeib-
HOM, aJIbTCPHATHBHOM)

[K-1

y22

47

KapTtouka 3aganus OTKpBIBaeTCs IIPH CO3MAHIM; IPU 3TOM JUIS 3aTI0JTHEHHUS TOCTYIIHBI BCE OIS KapTod-
KH B peKUME « _ » (peJakTHpOBaHWE, TONBKO YTCHHUE, HCTIOJHEHNE, KOHTPOIIb)

[K-1

y22

48

JIOKyMEHT, TOJTy4eHHBIH U3 aBTOMAaTH3MPOBAHHOW MH(POPMAITMOHHON CHCTEMEBI, TPHOOpeTaeT Iopuande-
CKyIO CrTy (HE3aBHCHMO OT TOTO - MOANKCAH OH IOJKHOCTHBIM JIMIIOM HITH HET; HOCIIE €r0 MOAMHCaHHs
JIOJDKHOCTHBIM JIMIIOM; KOT/Ia €0 OTredarand Ha OyMa)XHOM HOCHUTEJIE; IOCiIe NepeAayy ero Ha UCIoJ-
HEHUE)

[K-1

y22

49

Cnoco0 1ocTaBKY 3aJaHus M0JIb30BATENSIM, IPU KOTOPOM I10JIb30BaTE b MOIYYaeT 110 3IEKTPOHHOH I10-
yTe cnenuansHoe coodienue (popmy Outlook), BHENTHE MOX0Kee HA KAPTOUYKY 3aaHHs, OJJHAKO OOMCH
JIAHHBIMH TIPOMCXO/INT IO 3JICKTPOHHOM moute, HazpiBaeTcst «_ » (Off-line 3aganue, On-line 3aganue,
sanmgpposanHoe Off-line 3a1anue, ceblika Ha 3aaHuE)

[K-1

y22

50

JUi1st Tony4eHus pa3IuvHbIX OTYSTOB MPEAHA3HAUCHBI MTATIKK ([eTIeraThl, CTaHIapTHhIC, CHCTEMHBIE, BUP-
TyaJlbHbIE)

[K-1

y22

51

Tlouck KapTO4CK, KOTOprfI BBITIOJIHACTCS HA OCHOBC (bI/IJ'II)TpOB, coacpKaliuX HACTPOCHHLBIC IMOJIB30BATC-
JIEM YCJIOBHA IOUCKA, HA3bIBACTCA ITOMCKOM (HO MNPpU3HAKY, PACHIUPCHHBIM, 1O NPCACTABJICHUIO, 110

$unbTpy)

[K-1

y22

52

PG)KI/IM, IIpU KOTOPOM ITOJIL30BATECJIb MOKET MIPOCMATPHUBATh BCC MOJIS KAPTOUKH; PEAAKTHUPOBAHNC ToJIe
KapTO4YKHU HCAOCTYITHO, HA3BIBACTCS « » (peZ[aKTI/IpOBaHI/Ie, KOHTPOJIb, TOJIBKO YTCHUC, I/ICHOJ'IHGHI/IG)

[K-1

y22

53

I[J'ISI pa6OTBI C JOKYMCHTOM, HAIIPABJISICMBIM BO BHCHIHNC OpraHrU3ann, 3aBOJUTCA KapTOYKa TUIIA

MK-1

y22

54

OCHOBHOM HEAOCTATOK 3JIEKTPOHHOTO JJOKYMEHTO000pOTa — 3TO (HCXOMAAIINIT JOKYMEHT, COOOIICHHE,
kaprouka (aiina, 3aaHue)

[K-1

y22

55

Crioco6 JoCTaBKY 3aaHusl TIOJIB30BATEIISIM, TP KOTOPOM JaHHBIEC 33IaHHsA aBTOMATHIECKH MU (P YIOTCS
M MOTYT OBITh TIPOYHTAHBI TOJIEKO COTPYTHUKOM, KOTOPOMY OHO MPEIHa3HAYECHO, HA3BIBACTCA «__ »
(Off-line 3aganue, On-line 3amanue, 3amupposanHoe Off-line 3ajanue, TUCHMO ¢ OMUCAHUEM 3aIAHUN)

[K-1

y22

56

Jast co3nanust ¥ 0TOOpaXKeHUSI HEPAPXHH ITANOK JIEKTPOHHOTO apXMBa, a TAKXKE MEPCOHANBHBIX TTAIOK
MOJIK30BATEIICH CIy)KaT Manku (CHCTEeMHBIC, CTAHAAPTHBIC, BUPTYaNIbHbIC, ICJICTaThl)

IIK-1

y22

57

Crioco6 JocTaBKy 3aaHusI TIOJIB30BATEIISIM, TP KOTOPOM TP OTIPABKE 3aIaHHs B ICPCOHAIBHOM MarKe
M0JTK30BATEIIS MOSBISICTCSI CChIJIKA HA KAPTOUKY 3aaHUs; BCSA paboTa MOJIb30BaTENs C 3aJaHHEM OCY-
HIECTBIISIETCSI B paMKax paboTst ¢ DocsVision HaBuraropom, HassiBaercs «__ » (3ammmdposannoe Off-
line 3apanue, Off-line 3aganue, On-line 3amanue, cchutka Ha 3a1aHKE)

IIK-1

y22

58

IpueM BBIMOJIHEHHOTO 3a/IaHKs I BO3BPAT €0 Ha J0PabOTKY OCYIIECTBISIETCS (MCIOTHUTEIEM, KOH-
TPOJIEPOM, aBTOPOM, OTBETCTBEHHBIM HUCIIOJIHHUTEIIEM)

IIK-1

y22

59

st paGoThI ¢ BXOASAIIMM JJOKYMEHTOM, MOJIYYeHHBIM OT BHEIIHUX OPTaHMU3AIIHA, 3aBOJUTCS KApTOUKa
tuna (3aJanue, CooOIIeHNe, BXOIAIUIA JOKYMEHT, KapTouKa (aiiia)

[K-1

y22

60

Pexum KapTO4KHU 3aJaHusl, HOCTyHI/IBH.[Cﬁ INOJIb30BATECIIO, HA3HAYCHHOMY HCIIOJIHUTCIIEM, HAa3bIBACTCA
« » (TOHBKO YTCHHUC, KOHTPOJIb, pCAAKTHPOBAHUC, I/ICHOJ'IHCHI/IC)

[K-1

v22

61

Cucrema OIOBEIIECHHH O MOSIBICHUH HOBBIX KAPTOUYEK B JIMYHOM ITAIIKe MOJIb30BATENs, KOTOPAsk CHIHAIH-
3MpYET O MOJydeHHH Bamu HOBBIX KapTOYeK, Aaxke Korja ocHoBHoe npuioxeHue (DocsVision Hasura-
TOp) 3aKPbITO, HA3bIBACTCS MOKCKA KapToueK (KypbhepoM, aipecoM, HaBUIATOPOM, ar¢HTOM)

[K-1

y22

62

st obecrieueHus JOCTaBKH JOKYMEHTa K UCTIOJIHUTEI0 HEOOX0IMMO K CO3JaHHOMY JTOKYMEHTY 00s13a-
TenbHO 100aBUTH (3a1a4y, daiii, Ko ToKyMeHTa Ha OyMa)KHOM HOCHTeENe, KapTouKy (aiina)

[K-1

y22

63

3ajaua, pu KOTOPOH MCIIOIHUTEINb JIOJKEH TOJIBKO 03HAKOMHTBCSI C TEKCTOM JIOKYMEHTA, UCTIONb3YeTCsI
3a7a4a «__ » (Ha ucrojHeHue (Tpe0yercst 0TYeT), Ha UCIIOIHEHUE, Ha MIOIUCH, Ha 03HAKOMJIEHHE)

[K-1

y22

64

PC)KI/IM, IIPU KOTOPOM ITOJIB30BATEIb MOXKET MPOCMATPUBATH BCC MOJIA KAPTOUYKH, PEAAKTUPOBAHUC noJiei
KapTOYKHU HEAOCTYITHO, HA3BIBACTCH « » (pe}]aKTHpOBaHI/Ie, KOHTPOJIb, TOJBKO YTCHUE, I/ICHOHHGHI/IC)

IK-1

y22

65

Jlist XxpaHeHus1 Kakoro-1u00 cOOOMIEHHSI U CChITKY HA KaPTOYKY TOKYMEHTA, B CBSI3U C KOTOPOi ObLIO
CO3/IaHO0 COOOIIEHHUE, CO3/IAETCs KapTouKa Tuma (3a1aHue, COOOIIeHHe, BHYTPEHHUH JOKYMEHT, KAPTOUKa
(¢aiina)

IK-1

y22

66

[pucBoeHne JOKyMEHTY HHEKCa (HOMEPA) M IPOCTABJIEHHE €T0 Ha JOKYMEHTE C TOCIIELYIOIIEH 3aIu-
CBIO KPaTKKX JaHHBIX O HEM B )KypHaje (Ha KapTouke) win B namsatu [1K HaspiBaeTcs JOKyMEHTa
(ucrioTHEHHEM, BBOJIOM B JIEMCTBHE, 3aMMCBI0, PETHCTPALIUE)

IK-1

y22

67

3ajaya, KOTOpast OTIPABIIETCS B TOM CiIydae, KOT/ia [0 HOATOTOBIEHHOM CiryeOHOI! 3amucke TpedyeT-
Cs1 IOJTYYHTh NOAMKCH BBIIICCTOSAIIET0 PYKOBOIUTEIS, Ha3bIBaeTCA 3a1a4ell «  » (Ha O3HaKOMJICHHE, Ha
UCIIONHEHUE (TpeOyeTcst 0TYET), Ha MOAIKCH, Ha HCIOIHEHHE)

[K-1

y22

68

JeticTBue 1o o0beAMHEHNIO HA0Opa KapTOUYeK M0 KaKOMY-TO 00LIeMy IPU3HAKY Ha3bIBACTCS KapTo-
4eK (TpYIIUPOBKOH, 0TOOPOM, BEIOOPKOM, COPTHPOBKOI)

[K-1

y22

69

C HEJIBIO OTO6pa)K€HI/I$I COZACPIKUMOTr0 KaKo#-To CyIIIGCTByIOIlICﬁ TAIK1 B JPpYroM MECTC UCPAPXUU

MK-1

y22




W\WJIH ¢ IPYTHME HACTPOMKaMHU CO3/IAI0TCSI TIAITKH (JIENIeraThl, CHCTEMHBIE, CTAHIAPTHBIC, BUPTYAIBHBIC)

70

JloGaBieHre KOMMEHTAPHEB K 3aIaHUIO U K (pailiaM 3aJaHust OCYIIeCTBISIETCS (MCIIOMTHUTENEM, OTBET-
CTBEHHBIM HCITOJIHUTENIEM, KOHTPOJIEPOM, aBTOPOM)

IK-1

y22

71

3azaya, KoTopas, IOMUMO JEWCTBHM, TPEOYET OT UCIIOJIHUTENS 00A3aTENLHOIO HAIIMCAHKS OTYETA,
Ha3bIBaeTCA 3ana4edl «__ » (Ha NOANUCH, Ha MCTIOJIHEHHE (TpedyeTcs OTYET), Ha O3HAKOMJIEHHE, Ha UC-
[OJIHEHHE)

[K-1

y22

72

Kaptouxka, comepskarias onpeeIeHHbIH Ha0op IoeH, 00eCIeunBaOmnX OBICTPBIA TIONCK JOKYMEHTA B
6a3se JaHHBIX, HA3BIBACTCS (COMPOBOIMTEIBLHOMN, PUKCHPYIONIEH, MOMCKOBOM, PETHCTPAIIMOHHOI)

[K-1

y22

73

Jlnst oTIpaBKY 3aJaHuUS 110 ONPEICICHHOMY MapLIpyTy UCIIOTHUTEISIM M KOHTPOJIEpaM 3aaHus CO3aeT-
Csl KapTOYKa THIA (BHYTPEHHHUIT JOKYMEHT, COOOIICHNE, HCXO SN JOKYMEHT, 3aJaHHe)

[K-1

y22

74

OI[HO M1 TO K€ 3aJaHUE€ OTIPABIIICTCA HECKOJIBKUM UCIIOJHUTEISIM OJHOBPEMEHHO, HO MOCJIE B3ATHUA €TO
B pa60Ty OJIHUM M3 MCIIOJIHUTEIICH OCTalbHBIM OTIIPABJISICTCS YBEAOMIICHUEC 00 OT3EBIBE 3aJaHus Ipr
BAapUaHTC UCIIOJIHCHUA 3a1aHUs (HapaJ'IJ'IGJ'II)HOM, AJIBTCPHATHBHOM, MTOCJICJOBATCIIBHOM, KOHTpOJ'II)HOM)

[K-1

y22

75

HwmeroT MpeaonpeaACJICHHYIO HCUSMCHIACMYIO CTPYKTYPY U HE MOT'YT OBITH YAaJICHbI U3 CUCTEMBI ITAallK1
(CI/ICTCMHLIe, CTaHJapTHBIC, ACJICTAThI, BI/IpTyaJ'II)HI)Ie)

[K-1

y22

76

BbI0Op CXeMBbI HCIIOJHEHHS 33 1aHUsI OCYLIECTBISETCS (MCIIOIHUTEIEM, OTBETCTBEHHBIM UCIIOIHUTEIIEM,
KOHTPOJICPOM, aBTOPOM)

[K-1

y22

77

PexxiM KapTOYKHM 3aaHus, MOCTYMUBIICH HA KOHTPOJIb MOJIb30BATEII0O-KOHTPOIUIEPY, HA3BIBACTCA «_ »
(TONMBKO YTEHHE, UCTIONHEHUE, KOHTPOJIb, PEIAKTHPOBAHHE)

[IK-1

y22

78

Kaxoit u3 popMaToB ABISETCS HAUITYYIIAM C TOYKH 3pEHUS OJJHO3HAYHOCTH OTOOPAKEHUS Ha DKPAHE U
BBIBOJIE HA MMEYaTh JJIs pa3IMuHBIX KOMIBIOTEPHBIX miatdopm? (txt, pdf, docx)

IIK-1

y22

79

JlokyMeHTHpOBaHHas! HH(POPMAIHS, IPEACTaBICHHAS B JJICKTPOHHOI (hopMe, TO €CTh B BHJIEC, IPUTOJHOM
JUTSL BOCTIPHSITHSL YEIIOBEKOM C HCIOIB30BAHNEM 3JIEKTPOHHBIX BHIYMCIUTEIBHBIX MAIINH, a TAKKe JUTs
nepeady 1o NHGOpMannOHHO-TEIICKOMMYHHKAIMOHHBIM CETSAM MM 00paOOTKH B MH(OPMALIMOHHBIX
cucTeMax, Ha3pIBaeTes ...

[K-1

y22

80

B03MOXXHOCTD IJ1s pa3MUYHBIX CTPYKTYPHBIX IOAPA3ICIICHAN U TPy TI0JIb30BaTeNel paboTaTh B COO-
CTBEHHBIX «Cpe3ax» XPaHWJININA JOKYMEHTOB U CIIPAaBOYHOTO IIPOCTPAHCTBA MOIy9MiIa Ha3BaHHE ...

[K-1

y22

81

Cnoco6 pasrpaHr4eHHs IpaB JIOCTYIA K JOKYMEHTaM B 3JIEKTPOHHOM JIOKYMEHTO000pPOTE, ITPH KOTOPOM
Ha3Ha4YeHHUE NpaB [UIs IT0JI30BaTECH M IPYII MOIb30BaTENIEH OCYIECTBIIETCS Ha KOHKPETHBII 00BEKT,
Ha3bIBACTCS ...

[K-1

y22

82

Cnoco0 pasrpaHH4eHus PaB JIOCTYIA K JIOKYMEHTaM B 3JIEKTPOHHOM JIOKYMEHTO000POTE, IPHU KOTOPOM
BBINOJIHSAETCS CpaBHEHHE TPU(OB yPOBHS JIOMYCKa MOJIb30BaTENs U YPOBHS JIOCTyIa 00bEKTa, Ha3bIBaET-
e ..

IIK-1

y22

83

ONEeKTPOHHBIN JOKYMEHT I0JIy4aeT CTaTyC MONHOLEHHOTO (MMEIOIIEro IOPUINIECKYIO CUITY), B ClTydae,
€CIIM Ha HeM MMeeTcsi: (1eyaTh OpraHu3allyy, MOIIUCh PYKOBOAUTEIS, 3JIEKTPOHHAS MTOJIIHCH, TP,
OIPEACTSIIONINI €r0 HOJHOLCHHOCTD)

IIK-1

y22

84

COBOKYITHOCTh PEKBH3UTOB, W3 KOTOPBIX COCTOMUT JOKYMEHT, Ha3biBaeTcs (abaoHOM JTOKyMeHTa, Gop-
MYJSIPOM TOKYMEHTa, OJIAHKOM JIOKYMCHTA)

IIK-1

y22

85

[IporpamMmHo-anmapaTHbeIi KOMILIEKC, IPeJHa3HAUYEHHBIN /111 00pabOTKU IOKYMEHTOB M aBTOMAaTH3aIUU
paboTHI IIOJIb30BATENeH B CHCTEMAX YIPABIICHUs, HAa3bIBACTCA. .. (JIEKTPOHHBIN O(HUC, FIEKTPOHHBIN
JIOKYMEHT0000pOT)

[K-1

y22

86

B 1C: JokymeHTO000pOT, eciut JoKyMeHT Nel cBsi3aH ¢ JokymeHTOM No2, Iipr 3TOM oOpaTHasi CBsI3b
MEX]y TOKyMEHTaMH OTCYTCTBYET, TO TAKOH THI CBS3M HAa3bIBAaeTCA ...(OJHOCTOPOHHEH, IBYCTOPOHHEHH,
OJTHOHAIIPABJICHHOM)

[K-1

y22

87

Ces13b B 1C: JIoKyMEHTOOOOPOT IMOApa3yMeBaroIasi, 9To JOKyMeHT Ne 1 MOKHO CBS3aTh C IOKYMEHTOM
Ne 2, ipu 5ToM fokymeHT Ne 2 takke Oyer cBsi3an ¢ JokyMmeHToM Ne 1, HaspiBaeTcsi: (0IHOCTOPOHHEH,
JIBYCTOPOHHEH, B3aMMHOIA)

[K-1

y22

88

Cas3b MOpa3yMeBaromias, 4To JOKYMEHT MOXKET ObITh CBS3aH TOJBKO C OJHUM JJOKYMEHTOM, Ha3bIBAET-
cst: (€IMHUYHOM, MHOXKECTBEHHOM, MOHOCBSI3b)

IIK-1

y22

89

CB3b MOJIpa3yMeBaeT, YTO JOKYMEHT MOXKET OBITh CBS3aH C HECKOJIBKUMH JOKYMEHTaMHU OJHOBPEMEH-
HO, Ha3bIBaeTCs: (€IMHUIHOMN, MHOYKECTBEHHOM, THTIEPCBSI3b)

IK-1

y22

90

Mepomnpustre, moapasyMmeBarolee moja coooi BO3SMOKXHOCTE () OPMUPOBAHUS HTOTOBOTO TOKYMEHTA IO
pe3yIbTaTaM ero MpOBEICHHs, Ha3bIBaeTCs: (IIPOTOKOIBHBIM, HETPOTOKOIBHBIM, O(HIIHATBLHBIM)

IK-1

y22

91

Mepomnpustre, o pe3yabTaTaM MPOBEICHUS KOTOPOTO HE00S3aTeIFHO COCTABICHIE IPOTOKOJIA, HA3bl-
Baetcst: (MPOTOKOJIBHBIM, HEMPOTOKOIBHBIM, HE(OPMAIIEHBIM)

IK-1

322

92

BusyaibHoe npejcTaBieHue rpaguka paboT, MOCTPOSHHOE COINACHO MIIaHy MPOEKTa, OTpaXKarolee 3a-
Jla4d ¥ TIOCTIEIOBATEIBHOCTh MX BBHIMIOTHEHUS, Ha3bIBaeTcs: (nuarpamma ['anTa, pacnpenenenue ["aycca,
maket ['pocca)

IK-1

322

93

HpOHCCC, KOTOpBIﬁ HalpaBJICH Ha BBIIIOJIHCHUC l'[pOCKTHOﬁ 3aJa4u Ipyu OpraHu3altuu ,Z[OKyMeHTOO60pO-
Ta, HA3bIBACTCA ...

[K-1

322

94

HpOHCCC, KOTOpBIﬁ HE BJIMACT HA PE3yJIbTAT BBIIIOJHCHUSA HpOCKTHOﬁ 3a1a4u IpH OpraHru3altu JO0KYy-
MeHTOO60pOTa, Ha3bIBaCTCA ...

[K-1

322




95 OneKTpoHHas NOANHUCH, KOTOPAs TIOCPEICTBOM HCIIOIb30BaHMSI KOJOB, TAPOJICH MM HHBIX CPEICTB IO- K-1 30
TBepXKIaeT (akT GOPMUPOBAHHS ICKTPOHHOHN HOAIIMCH ONPEAEICHHBIM JIMIIOM, Ha3bIBAETCS ...
DJeKTpOHHAs MTOAIUCH, TOTYYCHHAs B pe3yIbTaTe KpUnTorpaduaeckoro mpeodpa3oBaHus HHPOPMATHN
96 | c ucmoMp30BaHUEM KITFOYA SJIEKTPOHHON MOIKICH M UMEIOIas IOPUAMIECKYIO CIUTY ToJbKO rmpu Hammanu | [1K-1 322
JOTIOJIHUTENBHOTO COTIAIICHHS 00 MCTIOIb30BaHHIHY TOAMICH, HA3bIBACTCS ...
ONeKTpoHHAas MOATNCH, SBIISIOIIASICS TOJHBIM aHAJIOTOM PYYHOH MMOJIHCH, IMEIOIIAs CIICINalIbHbBIA
97 | ceprudukat, TpeOYIOMHNN €KETOTHOTO MPOAJICHHUS, a TAKXKE UCTIOJIE30BAHIS CIICIIHAIBHOTO IIPOrpaMM- IK-1 322
HOTO o0OecredeHusl, He TpeOyIoIas 3aKII0UeHIs JOOJHUTENbHBIX COTTIAICHIH, Ha3bIBACTCA ...
BapuaHsT peanuzanun, yCHICHHON KBATH(OUITMPOBAHHON AJIEKTPOHHOH ITOAIICH, C TOIICPIKKOH TOTI0JI-
gg | HHTEIBHEIX IPOTOKOIOB OCSP (Online Certificate Status Protocol) u TSP (Timestamp protocol), koTo- K-1 30
pBle 00ecTIeunBarOT OHJIAIH-TIPOBEPKY JIEHCTBUTEILHOCTH CEpTU(HKATa B MOMEHT ITOIIMCaHNUs, Ha3bIBa-
ercs ...
DJIeKTpOHHAs MOIINCH, KOTOPast NPEeICTaBIIeT cOO0H MHTEPHET-CEPBUC, TO3BOJISIONIHIA 3aBEPATH TOKY-
99 | mentsl DI 6e3 HeoOX0AMMOCTH pa3BepThIBaHMA crierraibHoro I10 Ha pabouem MecTe COTpyAHUKA U [K-1 322
XpaHEeHHUs KJIrouel, Ha3pIBaeTcs ...
100 OpraHuzanusi, Ipe1oCcTaBisomas 00IauHbIi cepBUC 00MEHA FOPUINYECKH 3HAYMMBIMHU IOKYMEHTaMHU K-1 322
MEXJly KOHTpareHTaMu, Ha3bIBaeTcs ...
101 JlesTenbHOCTB, 00eceunBaronias co3aanue oGUIHaIBHBIX JOKYMEHTOB H OPraHU3alUio paboThl ¢ HUIMU K-1 320
B (eliepasIbHBIX OpraHax MCIOJTHUTEIbHON BIIACTH, HA3bIBACTCS ...
102 3adukcupoBaHHas Ha HOcUTEIEe HHYOPMALHS C PEKBU3UTaMH, ITO3BOJIIOIINMHY €€ UACHTU(DHUIUPOBATH, K-1 322
Ha3bIBaCTCH ...
103 OtmMmeTka, mpocTaBisgeMas Ha JOKYMEHTaX, COJAepPKaIX HH()OpMaLUIo OrpaHMICHHOT0 JoCTyMa ((KOM- K-1 320
MEpYECKYI0 TalfHy MM KaKoH-i00 BUJI KOH(HUICHINATbHOM HH(OpMAaIiK), HA3bIBAETCS ...
JlelicTBrE WM COBOKYITHOCTh NOAYMHEHHBIX JEUCTBHI, KOTOPBIC HAIIPABJICHBI Ha BBIOJHEHHE KOHKPET-
104 | Holi pabOTHI, OKA3aHUIO YCIYT 0 JOCTHIKEHHIO KOHEYHOH I1ENM MPOESKTa, Ha3blBaeTcs: (MopoxkHas kapra, | I[1K-1 322
NPOEKTHAs 3a/1a4a, POTHO3 IeHCTBU)
ITndpoBoii Ko, KOTOPBII ONpEesieT MECTO 3aJaul B CTPYKTYpE IIPOEKTa MIIM B CIIMCKE 3a7ad IIPOEKTa,
105 | mosyuwnn Ha3BaHue: (KOA CTPYKTYPHOU JEKOMITO3UIMK paboT, KO JOPOKHOM KapThl, OPSAAKOBBIN HO- IK-1 322
Mep 3aJ1auu)
106 [TpaBuio popMUpOBaHKs PETHCTPALIMOHHOTO HOMEPA B 3aBUCHMOCTH OT Pa3JINuHBIX PEKBU3UTOB JJOKY- MK-1 30
MEHTa, Ha3bIBaeTCs ...
Kox cTpykTypHOI1 JexoMo3unuu paboT B CTPYKType MPOEKTa WIN B CIIUCKE 3a/1a4 TPOEKTa MOXKET HOJ-
107 | BeprarhCst peaKTUPOBAHHIO: (TOJIBKO PYKOBOIUTENIEM MTPOEKTA, TFOOBIM YIACTHUKOM MPOEKTA, JTFOOBIM IK-1 322
YYACTHUKOM C JICJIETHPOBAHHBIMH TIOTHOMOYHSIMU)
108 Touka MpoeKTHOro IIaHa, KOTOpas 0TMEYaeT BAKHOE COOBITHE B MPOEKTE M UCTIOIb3YeTCs I KOHTPOJIS K-1 30
X0J1a €ro BBIMOJHEHNUS, Ha3biBaeTCs: (Bexa, MOMHTEP, MUTCTOII)
5.3.2.2. Bonpocs 7151 yCTHOTO OIpoca
Ne Conepxanue Koume- %01
TEHLIUS
1 | B gem 3akmouaercs HEOOXOIUMOCTH Mepexoaa K 6e30yMaxKHOH TeXHOJIOTHH YIPABICHUS? IK-1 322
2 | KaxkoBbl OCHOBHBIE KOHIIEMIUH IIEPEX0a K 0e30yMa)KHOM TEXHOJIOTHH YIPaBJICHUs? IK-1 322
3 | Yro Takoe 6uzHec-mpoiecc? IK-1 322
Uro Takoe JOKYMEHTOIIOTOK M KaKHe MoKa3aTeI OLEHKH IOTOKOB HH(OPMAIHH HCTIONB3YIOT IPH K-1 30
4 | IpOEKTHPOBAHUU MH(POPMAIIMOHHBIX CHCTEM?
UYro Takoe JOKyMEHTOOOOPOT, €ro CBsA3b C QYHKIMAMH YIPaBICHUS 1 OU3HEC-TIPOLIECCaMH, THIIBI K-1 322
5 | 1OKyMeHTOOOOpOT.
6 | Kakue xiaccel On3HEC-TIPOIIECCOB XapaKTEPHBI U1 YKOHOMHYIECKHUX CHCTEM? [K-1 322
7 | HazoBure kiaccuduKamuio ciucTeM 3JIEeKTPOHHOTO JOKYMEHT0000poTa IK-1 322
8 | KakoBo Ha3HaueHHE NPOLEAYPBl KOHTPOJIS UCIIOJIHEHHS JOKYMEHTOB? IK-1 322
9 | KakoB cocTaB onepauuii npoueaypbl KOHTPOJIS UCIIOJHEHHS. JOKYMEHTOB? IK-1 322
10 | Yro takoe "/eno"? IK-1 322
11 | Yro takoe "Homenkiarypa aen " u ee HazHavYeHUE? MK-1 v22
12 | Yro Takoe JIEKTPOHHBII JOKYMEHT U KaKUe KJIACCHI MOJIeH B HEM BBIIEISIOT? IK-1 322
13 | Kaxue npeumymectsa ucnonaszoBanus ][ Bel 3Haere? IK-1 322
14 | KaxoBsl aTans! paspadbotku D/] u ux coneprxanue? IK-1 322
gpp_lBezmTe CpaBHEHHE TaKMX CUCTEM HIIEKTPOHHOTO JOKyMEHT0000poTa, Kak «Directum» u «Docs K-1 v22
15 1SIon»




16 | Kaxue kmaccer [10 coctapnenns D] 3HaeTe, UX OTIMYMS, IPUBEIUTE IPUMEPHL. IK-1 v22
17 | Kakue MeTobl MOMCKa JOKYMEHTOB OTHOCATCS K KJIacCy "WHIEKCHBIX"? [IK-1 V22
18 | Kaxue MeToab! OTHOCATCA K CTATUCTUYECKUM METOAAM IIOUCKA U UX OCHOBHOE Ha3HauYeHue? IK-1 322
19 | Ilepeurcnute OCHOBHBIE MPUHIMITBI BHEAPEHUS CUCTEMBI SJIEKTPOHHOTO IOKYMEHTO000poTa IK-1 322
20 | Hasnauenwue u (yHKIMH, BEINOJHIEMBIE CUCTEMOH JIEKTPOHHOTO JOKyMeHToobopoTa (CO/1)? IK-1 322
21 | Kakue stans! B passutin KoHUenuu C3J] MOXKHO BBIICIHUTE? IK-1 322
22 | Kakwue xnaccsl COJl mpUMEHSIOTCS B HACTOSIIIEE BPEMs? IK-1 322
Kakwne ocobennoctn B ¢pynknnonnpoBannu CO/] Ha 0OCHOBE HCHOIB30BaHMUs TeXHOIOTHH D1 MOKHO TK-1 320
23 | BBIICINTH, IPUBCINTS HpHMepr?
24 Ha gem ocHoBeIBaetcs pabora CO/, ncnonsiytomas texHoaoruio "docflow", mpusenure mpuMepsl. IK-1 322
25 | TpeboBaHUs K CHCTEME JIEKTPOHHOTO TOKYMEHTO000pOTa MPEANPHATHA. IK-1 322
26 | Kakue TpeOOBaHUS MPEIBABIAIOTCSA K IPOrpaMMHOMY o0OecTiedeHnto cocTaBieHus D /1?7 IK-1 322
27 | dnst 9ero Hy’kKHa dJIEKTPOHHAs IIM(PPOBast OAIUCH? IK-1 322
28 | Hdns yero ucnonbayercs muppoBanue? IK-1 322
29 | B gewm otimmuame mudpoBaHUsS HA OCHOBE CEPTUPHUKATOB OT MU(PPOBAHUS C TApOIeM? IK-1 322
Kakne yHKIMOHaIBHBIE BO3MOKHOCTH PEATH30BAHbI B OOJIBIIMHCTBE CHCTEM HJIEKTPOHHOTO JTOKY-
30 | merTOOOOpOTA? IK-1 322
31 | Kakue oCHOBHBIE CBOHCTBA CHCTEM DJICKTPOHHOTO JOKYMEHTO000POTa MOYKHO HAa3BaTh? IK-1 322
32 | Kak onmuceIBaeTcs JOKYMEHT B CHCTEMaXx JIEKTPOHHOTO TOKyMEHTOoOopoTa? IK-1 322
33 | Kakue Tumsl npaB nojb3oBaTesield Ha JOKYMEHT CyLIECTBYIOT? IK-1 322
34 | Yto Takoe MapuipyT JOKYMEHTa B CHCTEMaX 3JICKTPOHHOTO JJOKYMEHT0000poTa? ITK-1 322
35 | Kaxoii OpIBacT MapIIpyTHU3AIUs B CHCTEMaX JIEKTPOHHOTO TOKYMEHTO00opoTa? IK-1 322
36 | Kak MOXHO aHHOTHPOBATh JOKYMEHT? IK-1 322
Kakoit nononHuTenbHBIN MOy, ycTaHaBIMBaeMbli B CO /I, oTBevaert 3a paboty UHTepHeT-
37 | monp3oBatens cucteMsl D17 IK-1 322
38 | Kakoii TMIl apXUTEKTYphI B KIIMEHT-CEPBEPHBIX THIIAX CHCTEM Hctojb3yercs B CO/1? I1K-1 322
39 | Ha kakue Kimaccel Aemstcs cyniecTByromue cucteMbl J/1? OxapakTepru30BaTh KPaTKO KasKIbIH. IK-1 322
40 | OcHOBHBIC HANIPABICHHUS PA3BUTH MUPOBOTO phiHKa CO/I. IK-1 322
41 | B vem 3akirouaercs cyTh KoHIennuu ECM? [1K-1 322
42 | Kakux nuaepoB B cdepe papaborunkos 3apyoexHbix COJ] (ECM) Bbl 3HaeTe? I1K-1 322
43 | OcHOBHbIE TEHJICHIIMY Pa3BUTHSI MUPOBOT'O PhIHKA cucTeM DJ]? I1K-1 322
44 | Kakne HanmpaBIeHHS Pa3BUTHS HHPOPMAITMOHHBIX TEXHOJIOTHHA BIHUSIOT HAa peIHOK CD/1? IK-1 322




45 | Kakue cermenTsl poccuiickoro peinka CO/I BbLIEISIOT cerous? IK-1 322
46 | Kakux aumaepos poccuiickux COJI mo pa3BuThio HyHKIIMOHAIA BbI 3HAETE? ITK-1 322
47 | KakoBBI OCHOBHBIEC TEHIICHIINY PAa3BUTHUS POCCHICKOTO phIHKA cucteM D17 IK-1 322
48 | Kak Biauser mupoBoii perHok COJ] Ha poccuiickuii? IK-1 322
49 | C kakumMH THIIaMH CHCTEMaM U NpWIOKeHUH naTerpupyercs CO1? IK-1 322
50 | KakoBa 0CHOBHasl 11eJ1b BHEJPEHHS CHCTEMBI 3JIEKTPOHHOT'O JOKYMEHTO000pOTa Ha NpeNpUsTHH? IK-1 322
Kakne meponpusaTus HeOOXOIUMO CAEIATh MEpe BHEAPCHUEM CUCTEMbI JJIEKTPOHHOTO JOKyMEHTO-
51 | obopota Ha npennpusTUI? IK-1 322
52 | Kakue ocHOBHBIE KpuTepuu BeIOopa COJl Ha3bIBAIOT ceroHs? IK-1 322
53 | KaxoBsl kputepun i Beibopa COJ] ¢ menpro ee BHEAPEHHUS Ha TPEATIPHATHN? IK-1 322
54 | C xakumu npobaemamu npu BHeapenun CO/1 crankuBaeTcs yalle BCero npeanpusitue? IK-1 322
55 | KakoBbI JBIKYIINE CHIIBI M IPENSTCTBUS K BHeaApeHuro CO/1? IK-1 322
56 | OcHoBuble 00beKTHI KOHuUryparmu 1C. KoHcTaHThI. IK-1 y22
57 | OcuoBHbIe 00BeKTH KOHUTYpanuu 1C. JIOKyMEHTHI. IK-1 Y22
58 | OcroBHbIe 00BeKTH KOHUTYpanuu 1C. CpaBOYHHKH. IK-1 Y22
59 | OcHoBHble 00BeKTHI KOHMUTYpanuu 1C. Peructpsl. IK-1 V22
60 | OcuoBHble 00beKTHI KOHGUTYyparuu 1C. OTYETHI IK-1 Y22
61 | OcrHoBHBIe 00BeKTH KOHGUTYpanuu 1C. O6paboTKu. IK-1 Y22
62 | Tuns! nanubex B 1C. [1K-1 V22
63 | YHuBepcanpHBIC KOJUIeKIMHY 3HaueHw B 1C. [1K-1 V22
64 | BerpoenHsli s13b1k iporpamMupoBanst 1C I1K-1 Y22
5.3.2.3. 3ajaum 1y1si IPOBEPKH YMEHHM U HaBBIKOB
Komne-

No Conepxanue TeHms nn
1 | /laiiTe cCpaBHUTEIIbHYIO OIICHKY (PYHKIIUI CHCTEM 3JICKTPOHHOI'O TOKYMEHTO00O0pOTa I[IK-1 | H22
2 | HactpoliTe OCHOBHBIE POJIH IOJb30BATEIEH B CUCTEMaX JJIEKTPOHHOTO JOKYMEHTO000pOTa IIK-1 | H22
3 | [poBemute HacTpoitky CO/l ¢ BHEUTHHUMH CHCTEMAaMH JJICKTPOHHO ITOYTHI I[IK-1 | H22

W3zyuure ocHoBHbIe yrpo3bl COJl: yrposa 1enocTHOCTH, yrpo3a KOHPHICHHAIBHOCTH, YIpo3a pa-
4 IK-1 | H22
60TOCIIOCOOHOCTH
5 | Ipousseaure Hactpoiiky COJ] "Directum" K-1 | H22
6 | Ipousseaure nHactpoiiky CI/] "EBOPAT-/okymeHToob0pot" MK-1 | H22
7 | lpowusseaute HacTpoiiky COJ "1C" [K-1 | H22
5.4. CucreMa olleHMBAaHHS JOCTHKEHUS] KOMIIeTeHUM I
54.1. OI_[CHKa JOCTHIKCHU A KOMHeTeHHI/Iﬁ B X0A€ HpOMeX(YTOqHOﬁ aTTeCTallunu
Kon ConeprkaHne KOMIIETCHIUN ¥ HHAWKATOPOB BOIIPOCHI K 3a4€eTy
[IK-1 CiocoOHOCTh HaCTpanBaTh, IKCILTYaTUPOBATh U CONPOBOK/IATh MH()OPMALIMOHHbBIE CHCTEMBI U CEPBHCHI
322 | OCHOBBI OpraHM3alNH IEKTPOHHOTO JIOKYMEHTO000pOoTa 1-4.6, 7,14, 15, 17,
18, 20-22, 26-28
5, 16, 19, 23-25, 29-
Y22 | HacTpauBaTh U 3KCIUTyaTHPOBAHHS CHCTEMBI 3JIEKTPOHHOTO JOKYMEHT0000pOTa 31
H22 | paboTsl ¢ cucTeMamu 3J€KTPOHHOIO IOKYMEHTO000poTa 8-13




5.4.2. OneHKa TOCTHKEHUSI KOMIETEHIIMH B X0J1€ TEKYLIET0 KOHTPOJIS

3a1a4n
BOTIPOCHI
Kon ConepxaHre KOMIIETeHIIMI 1 HHINKAaTOPOB BOTIPOCHT YCTHOTO JWLL PO~
TECTOB BEPKHU
orpoca
HaBBIKOB
ITK-1 CnocoGHOCTh HAaCTpanBaTh, IKCILTYaTHPOBAThH U COIPOBOKIATh
NudopManmoHHbIe CHCTEMBI U CEPBHCHI
2,3,7- | 1-10, 12-
322 | OCHOBBI OpraHu3aIuH ICKTPOHHOTO JOKYMEHTO000pOTa 40, 91- 14, 18-
108 55
11, 15-
HACTpauBaTh U AKCILTyaTHPOBAHMS CUCTEMBI JICKTPOHHOTO I0KY- 1, 4-6,
v22 17, 56-
MEHTO000pOTa 41-90 64
H22 | paGoTsl c cucTeMamu 3JIEKTPOHHOTO JOKYMEHTO000pOTa 1-7
6. Y4eOHO-MeTOIMYeCcKOe 0O0ecnieyeHre AU CHUILINHbI
6.1. Pekomenayemas Jureparypa
KoaunuectBo
Tun pexkomen- | IlepeyeHb U peKBU3UTHI JIUTEPATYPbI (ABTOP, HA3BaHUE, IOl U1 MECTO H3- K3 B Gub-
Wi HUS )
Aat Aanus) JHOTeKe
1 2 3

2.1. YueOHrle
U3IaHNSA

benos C.II. PazpaboTka METOMKH MOATOTOBKH OpraHU3aIlMH K BHEIPEHUIO
CUCTEMBI 3JICKTPOHHOTO JOKYMEHTO000pOoTa [31eKTpOoHHbIH pecypc]: Ctatbs /
C.IL. Bbenos - Mocksa: U3natenbckuit nentp "Haykosenenue", 2014 - 13 c.
[DU] [9BC 3nanuym] URL:
https://znanium.com/catalog/document?id=114531

EBnoxumona JI. M. DneKkTpoHHBII 1OKyMEHT0000poT 1 obecrnieuenue 0e3-
OMACHOCTH CTaHIAPTHBIMH cpelicTBaMU Windows [3JIeKTPOHHBIN pecypc]:
Yyebnoe mocobue / JI. M. EBgokumona, B. B. Kopsiokun, A. H. ITsutbkus, O.
I'. IlIBeuxoBa - Mockaa: OO0 "KYPC", 2023 - 296 c. [QU] [OBC 3HanuymMm]
URL: https://znanium.com/catalog/document?id=419620

Ka6amos C. 0. DnekTpoHHOE TPaBUTENBCTBO. DIEKTPOHHBIN TOKYMEHTO-
000poT. TepMUHBI U ONIPEICIICHHUS [3CKTPOHHBIN pecypc]: YueOHoe mocodue
/ C. YO. Kabamos - Mocksa: OOO "Hayuno-uznarenbckuii nentp MHOPA-
M", 2024 - 320 c. [OU] [OBC 3nanuym] URL:
https://znanium.com/catalog/document?id=435317

Kupcanosa M. B. CoBpeMeHHOE e0npOU3BOICTBO [3MEKTPOHHBIN pecypce]:
Yuebnoe nocodue / M. B. Kupcanosa - Mocksa: OOO "HayuHo-
nznarensckuii nentp MHOPA-M", 2020 - 312 ¢. [DU] [DBC 3nanauym] URL:
https://znanium.com/catalog/document?id=372474

Kynses H. H. KondunenimaibHoe qeIONPOU3BOICTBO U 3aIUIIEHHBIN 3JICK-
TPOHHBIA JOKYyMEHTOOOOPOT [351eKTpoHHBIH pecypc]: YueOnuk / H. H. Kyns-
eB, A. C. demymkun, T. B. Konapamosa, A. I'. ®abpuunos; Beepoccuiickuii
HAy4YHO-MCCIIE0BATENbCKII HHCTUTYT JOKYMEHTOBEIEHUS M apXHUBHOTO Jie-
Ja; YpalbCKUil rocyJapCTBEHHBIN IOPUANYECKUI YHUBEPCUTET UMEHU B.D.
SIkoBneBa - Mocksa: Uznatensckas rpymnmna "Jloroc", 2020 - 500 c. [OU]
[@BC 3uannym] URL: https://znanium.com/catalog/document?id=367431

ansrun B. @. KomruiekcHast 3ammra nHGOpMAaLy B KOPIIOPATUBHBIX CH-
cTeMax [3JIeKTpOHHBIN pecypc]: YueOHoe nmocodue / B. ®. [llanprun -
Mocksa: U3garensckuii JJom "OOPYM", 2022 - 592 c. [OU] [OBbC 3nanunym]
URL: https://znanium.com/catalog/document?id=389857



https://znanium.com/catalog/document?id=114531
https://znanium.com/catalog/document?id=419620
https://znanium.com/catalog/document?id=435317
https://znanium.com/catalog/document?id=372474
https://znanium.com/catalog/document?id=367431
https://znanium.com/catalog/document?id=389857

Tun pekomeH-
hig:N1070%4

IlepeueHb U PEKBUUTHI JJUTEPATYPHI (ABTOP, HA3BaHUE, IOl M MECTO H3-
JaHUs)

KoanuecTBo
JK3. B OM0-
JHOTEKe

1

2

3

2.2. Meronnue-
CKHE U30aHUI

Opranu3aius 3JIeKTPOHHOTO JOKYMEHTO000poTa [ DNEeKTPOHHBIH pecypc]:
METOANYECKHE YKa3aHUsl Uil 00YUaIOLIMXCs IO OCBOCHUIO AUCIUILTHHEI U
CaMOCTOSITENTEHOM paboTe HampaBieHHe MoAroToBKH: 38.03.02 «Menemxk-
MeHT» podwin: «IIpon3BoacTBeHHBIH MeHEHKMEHT B AITK», « MapkeTHHT»
/ BopoHeKcKHli TOCY1apCTBEHHBIN arpapHblil yHUBEPCUTET ; [cocT.: A. A.
Toncteix, C. C. Ilogmy6Hsriii] - Boponex: BopoHexckuii rocyapcTBeHHBII
arpapusblil yausepcutet, 2021 [IIT] URL:
http://catalog.vsau.ru/elib/metod/m165776.pdf

2.3. Ilepunoauue-
CKHE M3/1aHHs

BectHrnk BopoHEKCKOTr0 TOCyapCTBEHHOTO arpapHOT0 YHUBEPCUTETA: TEO-
peTUYeCKUi U Hay4IHO-TIPAaKTHUECKUH KypHan / BopoHex. roc. arpap. yH-T -
Boponex: BI'AY, 1998-

HNudopmaimoHHble TEXHOJIOTHH M BEIYUCIUTEIbHBIC CHCTEMBI: €:KEKBAPTaIlb-
HBIH )xypHan / Yupenutenu : Poccuiickas akagemMus HayK, IHCTHTYT cHCTEM-
Horo anamm3a PAH - M.: PAH, 2012 [IIT] URL:
https://elibrary.ru/contents.asp?titleid=8746

6.2. Pecypcsl cetu UnTepHer

6.2.1. DIeKTpOHHBIC OMOITMOTEYHBIC CHCTEMBI

HazBanue Pasmemenne

JlaHb

https://e.lanbook.com

ZNANIUM.COM http://znanium.com/

http://www.biblio-online.ru/

E-library

https://elibrary.ru/

1
2
3 | IOPAUT
4
5

DnekTpoHHas Oubianoreka BIAY http://library.vsau.ru/

6.2.2. IlpodeccronanbHble 6a3bl JaHHBIX U HHOOPMAllMOHHBIE CUCTEMBbI

HazBanue Anpec noctyma

EILPIHafI MCXKBCIOMCTBCHHAsA I/IH(I)OpMaI_II/IOHHO—CTaTI/I-
CTHYCCKas CUCTEMa

https://fedstat.ru/

" | Banmit

baza manHBIX TTOKa3aTeNelt MyHHITUTIATFHBIX 00pa3o-

m

http:/Aww.gks.ru/free_doc/new_site/bd_munst/munst.ht

. | baza nanaeix ®AOCTAT http://www.fao.org/faostat/ru/

. |TTopTas OTKPHITHIX TAHHBIX PD https://data.gov.ru/

. | CripaBounas npaBoBas cucrema Koncynesrant [Tmoc | http://ivo.garant.ru

. |ITpodeccronanpHble cripaBouHble crcTeMbl «Komekey | https:/Texakcnept.caiit/sistema-kodeks

2
3
4
5. | CpaBoynast mpaBoBasi cucrema ['apaHat http://www.consultant.ru/
6
7
8

. | Pocpeectp: ITyOimdHas kazacTpoBasi Kapra https://pkK5.rosreestr.ru/

6.2.3. CaiiTel 1 H”HGOPMAIIMOHHBIE TOPTAIIBI

HasBanue Pasmenienune

DOCFLOW — aHanuTryeckuii mopTait: 3JIeKTPOHHbIH JoKyMeHTo00opoT, CO/I,
ECM, aBromartu3aiys JOKyMEHTO000pOTa, YIpaBieHne nHpopMalne

http:/Aww.docflow.ru/

EB®PAT-/1okymMeHTOO00POT - CHCTEMA 3JICKTPOHHOTO JIOKyMEHTO000pOTa 1
aBTOMATH3AIIUK OU3HEC-TIPOIIECCOB

http://www.evfrat.ru/about/

Directum - cucrema QJICKTPOHHOT'O )_'[OKYMCHT006OPOT3 " aBTOMAaTu3alun Oous-
HEC-TIPOECCOB

https:/Aww.directum.ru/

1 C:IlpenmpusiTie — mporpaMMHBII TPOAYKT Kommanuu «1Cy», peaHa3HadeH-
HBIW 17151 aBTOMAaTHU3aLUU JESITEIbHOCTH Ha NPEIPUSTHH.

https://1c.ru/



http://catalog.vsau.ru/elib/metod/m165776.pdf
https://e.lanbook.com/
http://znanium.com/
http://www.biblio-online.ru/
https://elibrary.ru/
http://library.vsau.ru/
http://www.consultant.ru/
http://ivo.garant.ru/
https://техэксперт.сайт/sistema-kodeks

/. MaTtepuajJbHO-TeXHHUYECKOE U IPOrPaAMMH

oe odecnevYeHue TUCHNILIMHBI

7.1. Tlomemenus 1Jis1 BeJeHusi 00pPa30BaTeJbHOr0 nMpouecca 1 000pya0BaHue

HanMeHoBaHve TOMEIICHUH /ISl TIPOBEICHUS BCEX BUIOB
Y4eOHOM JIeITeNbHOCTH, MPEAYCMOTPEHHON y4eOHBIM IIIAHOM, B
TOM YHCJIE IOMEIICHHS U CAMOCTOSITEIbLHON pabOThI, C
yKa3aHUEM IEPEUHs OCHOBHOI'O 000pyI0OBaHMsI, yU4eOHO-
HaTJISTHBIX TOCOOUIA U UCTIONIB3yEMOTO MPOTPAMMHOTO
obecreyeHus

Anpec (MECTOIOIOKECHIE ) TIOMEIIICHHH TSI
MPOBENICHHS BCEX BUJIOB YUEOHOM
JIESATSIILHOCTH, TIPEAYCMOTPSHHON Y4eOHBIM
TJTAaHOM

Yuebuvie ayoumopuu

VYuebHast ayTUTOPUs [T IPOBEACHUS 3aHATHI JEKIIMOHHO-
ro TUMA: KOMIUICKT y4eOHOW MeOenu, JeMOHCTpaIlMOHHOE 000-
pyJOBaHKe, Y4eOHO-HATTISIHBIC TOCOOHS B BUJE MPE3CHTAIHH,
nporpammuoe obecnedenne: MS Windows, MS Office

Poccuiickas denepanusi, BopoHnexckas
o0acTh, TOpOACKO OKpyT ropoa Boponex,
ropon Boponex, ynuna Muuypusa, gom 1

VYuebHass ayauTopusi Ui TpPOBENEHHsS J1a0OpaTOpHBIX U
MPaKTUYECKUX 3aHATHHA, TEKYIIET0 KOHTPOJIS U MIPOMEKYTOUHON
aTTecTalui: KOMIUIEKT y49eOHOW MeOenr, AeMOHCTPAIMOHHOE
o0opyoBaHKe M Y4eOHO-HATJIAAHBIE TTOCOOUS B 3JICKTPOHHOM
BUAC, KOMIIBIOTEPLI C BO3MOXHOCTBHIO MOAKIIOYCHUA K I/IHTCp-
HeT U jpoctynom B DMOC; mporpammHoe obOecriedenne: MS
Windows, MS Office , DrWeb ES, 7-Zip, MediaPlayer Classic,
SAunexc Bbpaysep / Mozilla Firefox / Internet Explorer, ALT
Linux, LibreOffice, AST Test, BPWin

Poccuiickas ®enepanns, BopoHexckas
00J1acTh, TOPOACKON OKpYT ropox Boponex,
ropoa Boponex, ynmuua Muuypuna, 1om 1

YyeOHast ayauTopust [UIsl TPOBENEHUS Ja0OpaTOPHBIX W
MPAKTUYCCKUX 3aH$ITI/II>'I, WHAWNBUAYAJIbHBIX W TPYIIIOBBIX KOH-
CYNbTAlMii: KOMIUIEKT Yy4eOHOH MmeOenu, KOMIBIOTEPhl C BO3-
MOXKHOCTBIO TOJKIIOUeHus K "MHTepHeT" 1 obecrieueHneM a0-
cryna B DMOC; mporpammHoe obecriedenne: MS Windows, MS
Office , DrWeb ES, 7-Zip, MediaPlayer Classic, SIuaexc bpay-
3ep / Mozilla Firefox / Internet Explorer, ALT Linux,
LibreOffice, AST Test, BPWin

Poccuiickas ®enepanns, BopoHexckas
00J1acTh, TOPOACKOH OKpYT ropox BopoHex,
ropoa Boponex, ynuua Muuypuna, 1om 1

HOMeu/;eHu}l 07151 camocmosimen

bHOU pabomol

[Momemienue yisi CaMOCTOSATEIIBHOM pPaOOThI: KOMILICKT
y4eOHOW MeOenu, KOMIBITEPHI ¢ BO3MOXHOCTBIO MOIKITIOYE-
Hus K "HuatepHer" m obecneuenueM noctyna B OMOC; mpo-
rpammuoe obecrieuerne: MS Windows, MS Office , DrWeb ES,
7-Zip, MediaPlayer Classic, fIuaexc bpaysep / Mozilla Firefox /
Internet Explorer, ALT Linux, LibreOffice, AST Test, BPWin

Poccwiickas @enepanms, Boponexckas 00-
JIacTh, TOPOJICKOM OKpYT Topoja Boponex,
ropoa Boponex, ynuua Muuypuna, qom 1,
a.: 113,115, 116, 119, 120, 122, 122a, 126,
219 (c 16.00 o 20.00)

7.2. TlporpamMMHoOe odecrieyeHne

7.2.1. IIporpammHOe obecnieueHre o011ero Ha3HaueHus!

No HasBanue Pasmemienue

1 | Onepanmonnsie cucreMbl MS Windows /Linux /Pex OC IIK B mokansHOU cetu B'AY
2 | Hakets! oducusix npuiokennii MS Office / OpenOffice/LibreOffice I1K B nokanbHo# cetn BITAY
3 | Iporpammel s npocmotpa ¢ainoB Adobe Reader / DjVu Reader I1K B nokanesHoM cett BIAY
4 | bpaysepsl SAngekc bpaysep / Mozilla Firefox / Microsoft Edge I1K B nokansHOU cetn B'AY
5 | ArtuBupycHas nporpamma DrWeb ES I1K B nokansHOU cetn B'AY
6 | Ilporpamma-apxuBarop 7-Zip I1K B nokanpHOM cetn BITAY
7 | Mynsrumenua npourpsiatens MediaPlayer Classic I1K B nokanpHOM cetn BITAY
8 | [Inardopma onnaitH-oOyuenus elearning server I1K B nokanesHoM cetn BIAY
9 | Cucrema kommbrotepHoro rectuposanusi AST Test I1K B mokansHO# cetn BTAY

7.2.2. Crienanu3upoBaHHOE POrpaMMHOE oOecriedeHne

He npenycmotpeno




8. MexaucuuniMnHaApHbIe CBSA3M

[Iporokon corinacoBanusi paboueit MporpamMmbl C APYTUMU JUCHUTIIIMHAMM .

o o Iloanuce
HaumeHoBaHMe AUCUUIUIMHBI, C KOTOPOU Kadenpa, c koTopoii 3ABEYVIOLIETo
HPOBOIMIIOCH COTJIACOBaHME IPOBOJHIIOCH COTJIACOBAHHE yiotme
Kadeapoi
e o
b1.B.03 loxymeHTHpOBaHuE VYrpasieHus 1 MapKETHHTa B /‘5 @w/
YIPaBJICHYECKOHN JAEATEIbHOCTH AIIK
HNudopmanroHHoro
Bb1.B.06 KopriopaTuBHbie nH()OpMaIIOHHBIE
obecrieueHHs 1 MOJICTTUPOBAHUS
CHUCTEMBI
arpO3KOHOMHYECKUX CUCTEM




IIpuiaoxenne 1

JIMCT mepuoanvecKux MpoBepoK padoyeil MporpaMmabl
U MH(GOPMAaIHA 0 BHECEHHBIX H3MEHEHHUAX

[ToTpebHOCTH
OJKHOCTHOE JTUI[O B KOPPEKTUPOBKE
A 1o, pp p Wudopmanus o BHECEH-
IIPOBOAMBILIEE TIPOBEP- Hara YKa3aHHUEM COOTBET-
HBIX U3MEHEHUSIX
ky: ®.1.0., 1omxKHOCTD CTBYIOIIUX Pa3JieIOB

paboueii mporpaMMbl

3aB. kadenpoii

UH(POPMALIMOHHOTO Pabouas nporpamma

IIpoTokon
obOecreyeHns 1 MOJIEIIH- %07 or aKTyaJu3upoBaHa HAa | BHeceHbl H3MEHEHHMS B 11
OBaHMS arpO’IKOHOMHU- - 2025-2026 yueOHbIit 43,6.1,7.1
P P 15.05.2025 . ya
YECKHX CUCTEM rof
ITonxom3un P.B.
3aB. kadeapoii
MH(OPMaLMOHHOTO ooToKo Pabouas nporpamma
obOecrieyeHnst 1 MOJIEH- %.09 or aKTyalM3upoOBaHa Ha HeT

POBAHUS arPOSKOHOMH- | 55 (16 5056 2026-2027 yueOHbI!
YECKUX CUCTEM rof
[Tonkoisun P.B.
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