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Heab ocBoeHUus AMCHUILUIMHBI: (OPMHPOBAHHE Y CTYICHTOB HAy4YHBIX 3HaHUH, MPEICTaBICHUNA O
TEOPETUYECKUX M NPAKTUUYECKHUX AacleKTaxX 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa, pa3BUTHE IO3HAHWHA B
IIPaBOBOM M IPOLEIYPHOM MEXaHHM3MaX 3JEKTPOHHOIO JOKyMEHTOOO0OpOTa, M3Y4EHHE 3aKOHOJAATENIbHBIX
UCTOYHHMKOB MO AUCLUUIUINHE «DJEKTPOHHBIA JOKYMEHTOOOOpPOT», a TaK)K€ COBPEMEHHOI'O 3Tana pa3BUTHA
3TOr0 Ba)KHOT'O BU/IA €SI TEIbHOCTH.

Ilnan kypca:

Tema 1. BBeneHue B cucTeMbl 3JIEKTPOHHOT0 JOKyMeHT0o00O0poTa. [IpaBoBble 1 HOPpMATHBHbIE
OCHOBBI JOKYMEHTAIIMOHHOT0 00ecTedeHnsl YIPaBJIeHUs

IIpenmer, conepxkanue, 3agaud  AUCHUIUIMHBL.  [loHsATHE  “DNEKTPOHHBIA  JTOKYMEHT B
WHPOPMAITMOHHON CHCTEME OpraHM3aluH. TEepMUHOJIOTHS, HCIONb3yeMas B CHCTEMaxX »JJIEKTPOHHOTO
JTIOKyMEHTO000pOoTa. 3a1a4i CUCTEM AIISKTPOHHOTO JIOKYMEHTOO0OpOTA.

HanpaBnenuss u  BuABl  JOKYMEHTAIIMOHHOTO  OOECIICYCHHS ~ YIpPABICHUS,  Ha3HAUYCHUE
JOKYMEHTHUPOBAHUS U OpPTaHU3AIMH PadOThI C JOKYMEHTaMH, POJIb WH(OOPMAIIMOHHBIX TEXHOJOTHHA B €ro
Pa3BUTHUH, CYLITHOCTh U OCOOEHHOCTH yNpaBJICHUs JOKyMeHTaMU. JIOKYMEHT Kak OOBEKT PEeryJIMpOBaHUs.

OYHKIIMK W BUABl JOKYMEHTOB, WX yHUGUKANMsI W CcTaHgaptuzanus. [ocymapcTBeHHOE
perylmpoBaHue, HOpPMATHBHAs TIPaBOBas W METOAWYECKAsh OCHOBA JOKYMEHTAIMOHHOTO O00eCIeYCHHUS
ynpasieHus. CylniHOCTh, HampaBlIeHWs W BUIbI TOCYAAPCTBEHHOTO PETYJIUPOBAHUS TOKYMEHTAIMOHHOTO
oOecrievyeHrs yNpaBleHUs, Ha3HAYCHHWE, OCOOCHHOCTH W COOTHOIIEHWE HOPMATUBHOTO MPABOBOTO U
METOJIMYECKOro peryaupoBanus. COCTaB U CTPYKTypa HOPMATUBHOW IPABOBOM M METOAMYECKOW OCHOBBI
JIOKYMEHTAI[HOHHOTO O0ECTICUCHUS YIIPABIICHUS, POJIb U OOBEKTHI PETYIMPOBAHMS 3aKOHOIATEIHLHBIX aKTOB
U HOPMATHBHBIX TMPABOBBIX aKTOB (eIepaIbHBIX OPraHOB HMCIOJHUTEIBHOM BJIACTH, HAIIMOHAJIBHBIX H
JOKAITLHBIX HOPMATUBHO-METOIUYECKUX 6 JOKyMEHTOB. Ha3HaueHMe M OCOOCHHOCTH HCIIOJIb30BaHUS
['ocynapcTBEHHO# CUCTEMBI IOKYMEHTAIIMOHHOTO O0ECIIeUeHUs yIpaBieHnH U [IpaBuit 1e0mpou3BoCTBA B
denepabHBIX OpraHaxX UCTOTHUTEIHLHOW BIACTH.

Tema 2 ®YHKIUHU U KJIACCH(PUKALMS CHCTEM 3JIEKTPOHHOI0 JOKYMEHT0000pOTa

@DyHKIUY CHCTEM: PErucTpanys JOKYMEHTOB. YTpaBJIE€HHE JJICKTPOHHBIMH JoKyMeHTamu. Co3naHue
U XpaHEHHE PA3IUYHBIX HECTPYKTYPHPOBAHHBIX JOKYMEHTOB (O(HCHBIC NPHIOXKEHHUS, TpaduuecKkue U
MeauaMarepuael, 4YepTexu U 1p.), Bepcum u OLIl, mommepikka >XH3HEHHOTO LKA JIOKYMEHTOB,
Ha3HAYCHUE MPaB JIOCTYIA, BEACHNUE UCTOPUHU PaOOTHI, HOTHOTEKCTOBBIM U aTpuOyTHBHBIN ouck. Co3naHue
JNIEKTPOHHBIX JOKYMEHTOB, BEICHHE CHCTEMBI CIPAaBOYHUKOB, YIIPABICHHE [EJOBBIMU IPOIECCaMH.
[Monnepkka TMPOLIECCOB COITIACOBaHMSA M OOpaOOTKM TOKYMEHTOB, BbIJaya 3aJaHUN WU KOHTPOJIb HX
UCTIONTHEHUsI, 00eCIICUeHNEe B3aUMOJICHCTBHS MEXy COTPYAHUKAMHU B XOJie OM3HEC-TIPOIECCOB, MOAICPIKKA
CBOOOJHBIX M kecTKkux MapuipytoB (workflow). Ilpu3naku kmaccuuKanmuu: COOTBETCTBHE CTaHAApPTaM
OTEYECTBEHHOT'O JEJONPOU3BOJICTB; Pa3pabOTUMK CHCTEMBI; pellaeMble 3afadd AEIONpPOU3BOJCTBA; THI
OpraHU3aIMH HA KOTOPbIE CUCTEMBI PACCUUTAHBI



Tema 3. Bb100op ¥ BHepeHHE KOMILJIEKCHBIX CHCTEM 3JIEKTPOHHOT0 JOKYMEHT0000poTa

BriOupaemasi cucrema JO0DKHa OOecneuuBaTh BBIOJHEHHE 337134, KOTOPbIE MPHUXOAUTCS pemaTbh
COTpYAHHMKAaM, a HUMEHHO - aBTOMAaTHU3allMd KOHKPETHOTO YIPaBJIEHYECKOro  Ipolecca, B KOTOPOM
NPUCYTCTBYET 00pabOTKa JOKYMEHTOB, M CO3/IaHHE B OpPraHU3allMy KOMILJICKCHOM CUCTEMBI aBTOMATH3AIUN
JIOKYMEHTO000pOTA.

OTO rapaHTHpPYyeT CHIKEHHUE 3aTpaT Ha aBTOMATH3alUIO, CIAXEHHYIO padOTy BCeX 4acTel CHCTEMBI,
BO3MOXKHOCTh €€ MHTETpallui B HHPOPMAIIHOHHOE POCTPAHCTBO, a IPU HEOOXOAUMOCTH - CBOEBPEMEHHYIO
KOHCYJIbTallMOHHYI0, TEXHUYECKYIO M METOJIOJIOTUYECKYIO MOIEPIKKY.

[Tonxomel K CO3MAaHHUIO CHCTEM AIIEKTPOHHOTO JTOKyMeHTooOopoTa. TpeOoBaHHS K cucTeMaM. DTarbl
BbIOOPA CUCTEMBI aBTOMATHU3ALMK. DTallbl BHEAPEHUS CUCTEMBbI aBTOMATHU3ALIUH.

Bce sT0 mpuBOAMT K HEOOXOAMMOCTH 3aayMbiBarbes O BHeapenuu B NJIO uHbpacTpykTypbl amns
KOMIUJIEKCHOM aBTOMAaTU3alliy MPOLIECCOB JOKYMEHTOO00pOTa, KOTOpasi Obl O3BOJIMIIA PELIUTH CIEAYIOIINE
3a/1a4u:

1) VaemeButsh pazpaboTKy U BHEAPEHUE MHOTOUMCIIEHHBIX KOHTYpOB 00pa0oTKu 1oKymMeHToB B 1]J10.

2) Ob6ecnieunTh yaO0OCTBO MOJIB30BATENS U YHU(DUIIMPOBAHHBIN HHTEp(deiic AN TOCTyIa K pa3TuYHbIM
HPUIIOKEHUSIM.

3) CokpaTuThb CTOMMOCTh OJKCIUTyaTallud ¥  CONPOBOXKIEHHUS  KOMIUIEKCA  TMPUIIOKEHUH,
ABTOMATH3UPYIOIIUX MPOIECCHl TOKYMEHTO000pOTA.

4) OobecnieunTh YHU(DUIIMPOBAHHBIE CPEICTBA MOHUTOPHHTA W KOHTPOJS HCHOJHEHHs JTaroB,
Pa3IUYHBIX YIPABICHUYECKUX MPOIECCOB 00PAOOTKH TOKYMEHTOB.

5) OGecmne4nTs BO3MOXXHOCTh cOOpa CTaTUCTHUYECKOM MH(pOpPMAIMH O CKOPOCTH U CBOEBPEMEHHOCTH
UCTIOJIHEHUSI T€X WJIM MHBIX 3TaroB paboT W BO3MOKHOCTH MOJIU(HUKAIMK YIPABIEHUYECKUX MPOILECCOB HA
OCHOBE HAKOIJIEHHOW MH(pOpMAIUH.

Tema 4 /lokymMeHTHpPOBaHNE YNIPABJEHYECKO eI TeJIbHOCTH

OO6mue TpeboBaHUs K IOKYMEHTHPOBAHUIO YIIPaBICHUYECKOW jaesTenbHocTH. CoCTaB, ColepKaHue U
OCOOEHHOCTH peanu3allid TpeOOBaHUN K PACIONOKEHUI0 U O(OPMIICHHIO PEKBHU3UTOB JOKYMEHTOB.
CrpyKTypH3anus TEKCTOB YIIPABICHUYECKUX JOKYMEHTOB. BUbI YHU(UIIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH
opopmiieHus: TpadapeTHOro TeKkcTa, aHKeThl U Tabmuibl. CocTaB W Ha3HAUYEHUE OTAEIBHBIX BHJIOB
OpTraHHU3allMOHHO-TIPABOBLIX, pacnopsaauTCIbHBIX n I/IHq)OpMaIII/IOHHO-CHpaBOLIHI)IX JOKYMCHTOB.
JlokyMeHTanbHbI  (OHA ¥ TEpeYeHb JOKYMEHTOB, O0OpasymolMXcsi B TMpolecce JAeSITeIbHOCTH
rocyaapcTBeHHoOro oprana. CoctaB, pacIoyioKeHHe U MpaBwia opopMIIeHUST pEKBU3UTOB OTACIHHBIX BHJIOB
OpPraHM3aIlMOHHO-TIPABOBBIX,  PACHOPSAUTEIBHBIX U UH(POPMAIIMOHHO-CIIPABOYHBIX  JTOKYMEHTOB.
Ocobennoct 0hopMIIEHUST OTIENBHBIX BHJIOB JOKYMEHTOB, 00pa3yIOIIMXCs, 0Opa3yroLMXcsi B Ipolecce
JeSTeIbHOCTH TOCYIapCTBEHHOTO OpraHa.

(I)Oprl TEKYLIEro KOHTPOJHA U HpOMe)KyTO‘[HOﬁ aTreCcralmm:

dran ocBoenu | [lokazarenb ouenuBanusi | Kpurepuii onenuBanus | Cpeacrsa
KOMIIeTCHIINHU (MeTOabBI)
OLleHHBAHMS
OIIK-OC-1.2: npuoOpereT  HOBBIE | - ONTUMAJIBHO | YCTHBIN ONpocC
CIIOCOOHOCTH 3HAHMS U YMEHUS, B CBOEH | mpuoOpeTaer HOBBIE
puoOpeTaTh HOBBIE | TpOodecCHOHATBEHON 3HaHUA M YMEHHUA, B
3HAHWA WM YMCEHHS, | [eSATEIbHOCTH; cBOEH
MOBBIIIATH CBOM | - MOBBIIIACT CBOI [ mpodeccronanbHON
MHTEIUICKTYyalbHBIH ¥ | HMHTEIUICKTYaJIbHbIH u| nmesrempHOCTH;
OOIIEKYIbTYypHBII OOIIEKyIbTYpHBII 3(p(PEKTUBHO  MOBBIIIACT
YPOBEHb, pa3BHBaTh | ypOBEHD, CBOM HWHTEJUICKTYaIbHBIN
COLIMAJIbHBIC U | -pa3BuBaeT commanbHbIE M| H OOIIEKyIbTYpPHBIT
npodeccruoHaIbHbIE npodeccruoHaIbHbIE YPOBEHb;
KOMIETECHITUH KOMIETEHITUH - YCIICIIHO Pa3BUBAET
COIIMAJIbHBIC u
npodeccruoHaIbHbIE
KOMIETEHINH




IMK-13.2: cmocoOGHOCTH |- crmocoOeH  00ecTeuuTs | - kBanuuimpoBanHo | Ompoc
o0ecreynTh YCIIOBHS | YCIIOBHSI o0ocHOBBIBaeT  ycinosus | Kelic 3amanus
CaMOCTOSITEIILHOTO CaMOCTOSITEIIEHOTO CaMOCTOSITEIIEHOTO

OCBOEHHE FOPHINYECKON | OCBOCHHE  FOPUIMUYECKON | OCBOGHUE  IOPHIUYECKOM
CTeUAIN3aUT CTIeUAIN3aUuT CTeHATH3aIIN

00yJarIIMXCs 00yJaroImxcst 00yJarIIMXCs

[IK-14.1: cmocobHOCTh |- Croco0OeH - kBampummupoBangoOTIPOC
OpPraHu30BHIBATh OpPraHU30BHIBATh OpraHusyer Keiic 3amanus
MeIarOrnYeCKue MeIarOrHYeCKUe MeIarOrnIeCKUe

WCCIICIOBAHHUS WCCIICTIOBAHMUS WCCIICIOBAHHUS

OcHoBHas 1uTEpaTypa:

1. CremanoBa E.H. Cucrema »s1eKTpoHHOTO JOKyMeHTOOOOpoTa (00jauyHOE pEIICHHE)
[DnexTponHsbIil pecypc] : yueOHoe mocobue / E.H. CremaHoBa. — DJEKTPOH. TEKCTOBBIE HAHHBIE. —
CaparoB: Aun Ilm Dp Memma, 2018. — 182 c¢. — 978-5-4486-0136-1. — Pexum pocrtyna:
http://www.iprbookshop.ru/73341.html

2. YenypuoBa H.M. IIpaBoBble OCHOBbI HMH(OpPMATUKU [DNEKTPOHHBIM pecypc]| : yueOHOe
nocobue s CTYyIeHTOB By30B, oOywaromuxcs mo HampaieHuto «llpuxmannas uHpopmaruka» / H.M.
Uenypuoga, JI.JI. EpumoBa. — DnektpoH. TekctoBbie ganabie. — M. : FOHUTU-JJAHA, 2015. — 295 c. —
978-5-238-02644-2. — Pexum noctyna: http://www.iprbookshop.ru/34498.html

3. [[In6aes /1.B. IlpaBoBoe peryaupoBaHHE AIEKTPOHHOTO ITOKYMEHTOOOOpOTa [DIEKTPOHHBIN
pecypc] : yuebnoe mocodbue / J[.B. 1llubaeB. — DnekTpoH. TekcToBble AaHHble. — CapatoB: By3oBckoe
obpazosanue, 2016. — 70 c. — 2227-8397. — Pexxum noctymna: http://www.iprbookshop.ru/57260.html
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