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Copmuposame komnemenyuu:

[1K-13 - ymMeHue npoeKTHpPOBaTh U BHEAPSITH KOMIOHEHTH U T-UHPpacTpyKTYyphl IpeAnpUsITHS,
o0ecrneunBaroye JOCTUKEHHE CTPATETHUECKHX 1esiel U OJAePKKY OM3HEC-IIPOLIECCOB.
[TK-OC13.3 - cnocoOHOCTh MPOEKTUPOBATH W BHEAPATH KOMIOHEHTHl WU T-uHpacTpyKTypbl
OpeanpusaTHsI, 00eCIeUNBAIOIINE JTOCTHKEHUE CTPATErHYeCKUX LeNed U IMOAJEPKKY OusHec-
IIPOLIECCOB.

[T1K-15 ymeHue npoeKkTUpOBaTh apXUTEKTYPY ANEKTPOHHOTO MPEANPHUITHS.

ITK-OC 15.2

Ilnan kypca:

Tema 1. Conepxkanne J0KYMEHTAIMOHHOT0 o0ecneYeHNs yIIPaBJIeHHs (1eJ10NPON3BOACTBA)
Beenenne B muciumuny. Llenb, 3agauu, NOpeaIMeT H3YyYEHUS W OCHOBHOE COJIEp’KaHUE
JUCLHUTIITUHBI.

Conepkanre JOKyMEHTAIIMOHHOTO oOecriedeHus ympasiaeHuss (JOVY). Ilenm u 3amaum
nenonpousBoacTBa.  Conepxanue W QyHKUMM — JokymMeHTa.  HopmaruBHas — 0aza
nenonpousBojictBa. Opranbl TOCYAapCTBEHHOW BIACTH U yIpapiieHus, opranusytommue JJOVY.
OCHOBHBIE JIOKYMEHTBI, perjiIaMeHTHpyolme padoTy ¢ uHpopManued u JOKyMEHTaIHEw.
['ocynapcTBeHHbIE CTaHIAPTHI HA IOKYMEHTAIINI0, HOPMAaTUBHBIE IOKYMEHTHI, KIacCU(PUKATOPHI.
OCHOBHBIE TIOJIOKEHUSI TOCYJApCTBEHHOH CHUCTEMbI JOKYMEHTAI[HOHHOTO oO0OecredeHus
ynpasnenus (I'CAOY).

Tema 2. OopmiieHne OpraHu3aMOHHO-PACTIOPSANTEIBHBIX IOKYMEHTOB

Vuudukanus w  craHgapTuzauusg JAokyMeHTauuu. OpraHu3alMoOHHO-PACIOpAIUTENbHAS
ylpaBiieHYecKass  JeATeIbHOCTb,  CBOWCTBA  YHpaBJIeHYECKOW  WHGOpMAlUH,  S3BIK
yIOpaBICHUYECKUX  JOKYMEHTOB,  KJacCU(QHUKalus  OpraHU3alMOHHO-PACIIOPSIUTEIbHBIX
nokymentoB (OPJI). ®opmynspsl, Omanku, ¢opmatst OPJI. CocraB pexBusutoB OPJI.
CopepxaHue, COCTaB PEKBU3UTOB W TOPSAIAOK OGOPMIICHHS OCHOBHBIX PaCHOPSAUTENbHBIX,
UH(POPMALIMOHHO-CIIPABOYHBIX M OPraHU3alMOHHBIX TOKyMeHTOB. Pa3paborka OP/I.

Tema 3. Opranusanusi 10KyMeHT0000pOTA

JIOKyMEHTOOOOPOT NPEANPUATHS, OpraHHU3alUs JOKYMEHTOOOOpoTa. J[BMKeHHe BXOIAIIUX,
UCXOJAIINX U BHYTPEHHUX JOKYMEHTOB. Perucrpanus, KOHTPOJIb UCIIOIHEHUS, CUCTEMAaTU3alUs
JOKyMeHTOB. PopMUpOBaHME M HOMEHKJIaTypa Aeil. I[loaroTroBka TOKYMEHTOB K apXHUBHOMY
xpaHeHuto. Texnnyeckas 6a3a IeI0MPOU3BOJICTBA.

Tema 4. ABTOMaTH3a1Usl A€JIONPOU3BOACTBA



OYHKIMA ¥ BUABI CHCTEM aBTOMATH3AIMH JEIONPOU3BOACTBA. DYHKIIMH CUCTEM YIIPABICHUS
AJIEKTPOHHBIMUA apXHBaMH, CHUCTEM YIIPaBJICHMsI AJIEKTPOHHBIM JOKymMeHTooOopoToM (ECM-
cucteMm - Enterprise content management). Opranusanus JIOY ¢ ucnoib30BaHHEM CpPEICTB
MakeTa MNPUKIAIHBIX mporpamMMm Microsoft Office: pabota ¢ HOKyMEHTaMHM B TEKCTOBOM
penakrope Word; rmiiaHupOBaHWE W OPTaHU3ANUS ACSITEIbHOCTA YaCTHBIX JIMIl M OpraHU3aIuil ¢
UCIIONIb30BaHueM JjeKkTpoHHoro odguca Outlook, pabora ¢ goKyMeHTaMH B TaOJIHMYHOM
nporeccope Excel, coszmanue mpesenrtanuii B cpeae Power Point, pazpaboTka 0a3pl JaHHBIX
JOY. IlpakTrueckue 3aHATHA 110 pa3zpadboTke nmpototunnoB ECM-cucrem.

Tema 5. CucteMsbl ynpaBjieHHs JIEKTPOHHBIM IOKYMEHT0000pPOTOM

KpaTtkass xapakTepucTHKa OTEYECTBEHHBIX U 3apyOeXKHBIX CHCTEM JOKYMEHTAI[MOHHOTO
obecrieueHust ympasiieHus. COBPEMEHHOE COCTOSHUE U TEPCICKTHBBI PA3BUTUS CHCTEM
aBTOMAaTHU3AlMK TOKyMEHT000opoTa u AenonpousBoactsa (ECM-cucrem)

®opMbI TEKYLIEr0 KOHTPOJIS U MPOMEKYTOYHON ATTECTANM
dopma NpOMEKYTOYHON aTTECTALUN — 3a4eT.
B pe3ynbraTe 0CBOSHUS IUCHUIUTMHBI O0YYalOUIUiics 3HAET, YMEET, BiIaJieeT:

KO)_] 3Tana 0CBOCHUA KOMIICTCHI NN Pe3yJ’IbT2TbI OﬁyquHﬂ

IK-13.3 Ha ypoBHe 3HaHuii 3HaTh!

- couepKaHME  JIOKyMEHTAI[MOHHOTO  OOECHeuYeHHUs
yrpaBiieHus (eI0MPOU3BOJICTBA);

- cojiepXaHWEe M TOPSANOK O(GOPMIICHUS OCHOBHBIX
OpPraHnu3alfMOHHO-PACHOPAAUTEIILHBIX TOKYMEHTOB,

- OCHOBBI  OpraHM3allMiM  JOKyMEHTOOOOpOTa  Ha
MPEANPUATHH, B OPraHU3aIMU, YUPEKICHUY;

- METOJIBI M CPE/ICTBA ABTOMATHU3AIIUS JICIONPOU3BOJICTBA;
KIacCUPUKAIMIO W BHABl  CHCTEM  YIpaBIICHHS
JNEKTPOHHBIM JOKYMEHTO0OOPOTOM;

- COCTOSIHHE U MEPCIEKTHBBI PA3BUTHSI CUCTEM YIIPABICHUS
AJIEKTPOHHBIM JIOKyMEHTOOOOPOTOM.

Ha ypoBHe ymeHuil ymers

- oTpabaThIBaTh OCHOBHBIE OpTraHU3aI[IOHHO-
pacmopsauTedbHble  JOKYMEHTBI C  HCIIOJIb30BaHHEM
CpPEeICTB aBTOMAaTH3AIlHN;

- UCTIOJIb30BATh WHCTPYMEHTaJIbHBIE cpexacTBa
KOMITBIOTEPHBIX TEXHOJIOTHI Ut s dexkTUBHOM
OpraHM3aI{ 1 BEICHUS JICIONPOU3BOICTBA;

- paspabaTbiBaTh  OTAEIbHBIE IPOTOTHIEI  CPEICTB
aBTOMATH3ALIMH JAEIONPONU3BOCTBA

Ha YPOBHE HAaBbIKOB BJIAaJICTh:

- HaBbIKaMH pa3pa60TKM OCHOBHBIX OpraHU3allMOHHO-
pacnopAaUTEIbHBIX JOKYMEHTOB C HCIIOJIb30BAHUEM
Cp€aCTB aBTOMATHU3AIIUH,

- HaBBIKAMH pa3pa60T1<14 OTACJIBHBIX MPOTOTHUIIOB CPCICTB
aBTOMAaTU3alnu JCJIOIPOU3BOJACTBA,

- BJIaaCTh HaBbIKAMHU pa3pa60T1<14 OCHOBHBIX
OPraHnU3aIMOHHO-PAaCIOPAIUTEIIBHBIX JOKYMEHTOB C
HCIOJIB30BAHUCM CPEACTB aBTOMATHU3allUuH;

- HaBBIKaMH pa3pa60TKH OTACJBbHBIX MPOTOTHUIIOB CPECIACTB
aBTOMATHU3alnu ACJITOIPOU3BOJACTB..

I1K-15.2 Ha ypoBHe 3HaHuil 3HaTh:

- coumepaHME  JOKYMEHTAllMOHHOTO  00ecHedYeHus
yIIpaBJIeHUs (IEIONPON3BOACTBA);

- CcomepXaHHE W TMOPSIOK OGOPMIICHUS OCHOBHBIX
OpTaHM3aI[OHHO-PACTIOPSAANTEIBHBIX JOKYMEHTOB;

- OCHOBBl  OpraHM3allMM  JOKyMEHTOOOOpoTa  Ha
MIPEANIPUSATHN, B OPTaHU3AINH, YIPEKICHUH,




- METOABI U CPEACTBA aBTOMATU3aLUs AE€TONPOU3BOCTBA;
-  KjJaccU(UKAIMI0O ¥  BUABl CHCTEM  YNPABICHUS
3JIEKTPOHHBIM JOKYMEHTO00OPOTOM;

- COCTOSIHHE U MEPCIIEKTHBBI PAa3BUTHS CHCTEM YIPABICHUS
JIEKTPOHHBIM JOKyMEHTOOOOPOTOM.

Ha ypoBHe ymeHnuii: ymers

- 0TpabaThIBaTh OCHOBHBIE OpTaHHU3aIIOHHO-
pacnopsauTenabHble  JOKYMEHTbl C  HCIOJb30BaHHEM
CpeCTB aBTOMAaTH3allUH;

- UCTI0Jb30BaTh UHCTPYMEHTAJbHbIE cpeicTBa
KOMIIBIOTEPHBIX TEXHOJIOTUii Ui s deKkTUBHOM
OpraHu3alliy U BeJCHUs JeI0NPOU3BOJICTRA;
pa3pabaTbIBaTh OTJICNIbHBIE MPOTOTHIIBI CpencTB
aBTOMATH3ALMH AEIONPOU3BOICTBA

Ha ypoBHe HaBBIKOB BJIaJI€Th:

- HaBBIKAMH pPa3pabOTKM OCHOBHBIX OPraHW3aIMOHHO-
pacIOpSITUTENBHBIX ~ JOKYMEHTOB C  HCHOJBb30BaHUEM
CPE/ICTB aBTOMATH3alNY;

- HaBBIKAMH Pa3paOOTKH OTAENBHBIX NMPOTOTHUIIOB CPEICTB
aBTOMATH3ALMH AEIOIPON3BOJICTBA.

Hugopmayuonnvie mexunonozuu, npocpammuoe obecneuenue, MamepuaibHo-
mexHuueckasa 0a3a, OUeHOUYHble CPeOCcCmed, HeodXooumovle 01 0C60CHUA OUCUUNIUHDL,
a0anmupoeansvl 0714 O00yHAIOWUXCA UHBATUO08 U O00YUAIOUWUXCA C O0ZPAHUYEHHBIMU
603MOHCHOCMAMU 300DP0BbA.
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