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1. [losicHuTEILHAA 3aNMUCKA

1.1. Ileab u 3aga4u QM CHUANINHBI

Llenv Oucyunaunvl - W3y4YEHHE TEOPETUUYECKUX MPoOIeM U TPUKITAJHBIX ACIEKTOB

I/IH(i)OpMaI_II/IOHHOI‘O obecneueHus YIpaBJICHUA, KakK qaCTu MCHCIXKMEHTA, AKTHUBHO

IPUMEHSEMON B COBPEMEHHOH NpaKkTUKE, KaK B TOCYJapCTBEHHOM YIIPAaBICHUM, TaK U B
JaCcTHOM OM3Hece.

3aoauu:

W3ydeHnue TroCyTapCTBEHHOH IOMUTHKH B cdepe HHOOPMAIMOHHO - JOKYMEHTAIHOHHOTO
obecnieueHus ynpasieHus B Poccun.

N3yyeHne XapakTepUCTHK MH(POPMAIIMOHHOTO OOIIECTBa.

W3zydenune ponu MHPOpPMALIUU B YIPABICHUU.

W3ydenne MHPOPMAIMOHHON HHPPACTPYKTYPHl OpraHH3aINH.

W3yuenue (¢eHomeHa AJIIEKTPOHHBIX JOKYMEHTOB B MH(OPMAIIMOHHOM 00ecreueHuH
yTIpaBICHUS.

W3ydenne mHPOpPMAIMOHHOTO 00ECTIeUeHHsI AIEKTPOHHOTO IPAaBUTEIILCTBA.

W3ydenune oOUIMx BOIPOCOB aBTOMATH3AIIMH YIPABJICHUS JIOKYMEHTHPOBAHHOW WH(pOpManuei
B OpraHM3aIHH.

N3yyeHnne pomm W MecTra KIacCH(PHUKATOPOB TEXHUKO-DKOHOMHYECKOH U COLHUAIBHOM
MHPOpPMALIUU U YHU(DUIIUPOBAHHBIX CUCTEM JOKYMEHTALMU B HHPOPMALMOHHOM 00ECIIeYeHUI
yIpaBJICHUS.
Nzydenue UH(POPMALIMOHHOTO  MEHEKMEHTA

KaK METOJOJIOTUU  HH()OPMAIIMOHHOTO

o0ecrnieueHus ynpaBiIeHUsl.

1.2.1lepeyeHs  IUIAHMPYEMBIX  pPe3yJbTATOB  O0y4YeHHS IO
COOTHECEHHBIX C HHIAMKATOPAMH JOCTHKEHHS] KOMIIEeTeHIIN:

JUCHMILJINHE,

Komnerenuus

(ko1 1 HAUMEHOBAaHME)

HNHaukaTopbl KOMIIEeTeH NI

(ko1 1 HAUMEHOBAaHME)

Pe3yabTaThl 00y4eHust

T1K-3. Crioco6eH oCyIeCTBISTh
MOKYMEHTALIMOHHOE
obecrieueHre nesITeIbHOCTU
OpraHM3aluii pasaInyHbIX GOpM
COOCTBEHHOCTH,
roCcyJapCTBEHHBIX OPTaHOB U

OpraHoB MECTHOT'O

IIK-3.1. ITpumeHsieT 3HaHUS O
knaccudburKalum 1 BUTJOBOM COCTaBe
pPa3INYHBIX CUCTEM JTOKYyMEHTAllU B
npouecce JOKYMEHTAPOBAHUS
NeSITeJIbHOCTU OpraHu3alui
paznuyHbIX GopM cOOCTBEHHOCTH,
rocyIapCTBEHHbBIX OPraHOB U OPraHoOB

3HaTh: KIacCUPUKAIIIO U BUIOBOIA
COCTaB pa3/IMYHBIX CUCTEM
JOKYMEHTalIN

YMeTh: IIPUMECHATHb TCOPETUYECKUE
3HaHUs IIpU pa60Te C pa3/IMYHbIMH
CUCTEMaMU JOKYMECHTAlI




caMoyTIpaBJIeHUs

MECTHOTO CaMOYIIpaBJICHUSI

B.HaJlCTbZ HaBbIKaAMH UCITIOJIb30BaHUA
Pa3JIUYHBIX BUIOB JOKYMCHTOB U
CUCTEM NOKYMCHTALUU OJIsA
obecrieueHus nesITeTbHOCTU
OpraHu3alyii pa3TunIHbIX GopM
COOCTBEHHOCTH, TOCYTapCTBEHHbIX
OpraHoOB 1 OPraHOB MECTHOT'O
caMOyTIpaBJIeHUS

[1K-3.2. OcymecTBisieT
MIOKYMEHTAalIMOHHOE 00ecTieueHre
IeSITeTbHOCTHA OpraHU3alIMiz
pasITMIHBIX GOPM COOCTBEHHOCTH,
roCyIapCTBEHHBIX OpraHax M opraHax
MECTHOTO CaMOYIIpaBJIE€HHUs

3HaTh: HOpMaTUBHbBIE TpeOOBAHMUS K
MOKYMEHTAIIMOHHOMY O0eCITeueHnIO
IeSITeTbHOCTA OpraHU3aliz
pasInIHBIX GOPM COOCTBEHHOCTH,
rocyIapCTBEHHBIX OpraHax M opraHax
MECTHOTO CaMOYIIpaBJIE€HHUs

YMeThb: IpUMeHSTh 3HaHHe
HOPMAaTUBHO-TIPaBOBOM 0a3bl MpU
OCYIIECTBJIEHUN TOKYMEHTAIIMOHHOTO
obecrieueHus1 NesITeTbHOCTU
OpraHM3aluil pa3IuIHBIX GopM
COOCTBEHHOCTHU, TOCYIaPCTBEHHBIX
opraHax M opraHax MeCTHOTO
caMOyTIpaBJIeHUS

BiameTh: HaBBIKAMU BBISIBJICHUS
coCTaBa JOKYMEHTOB,
obecreunBaroIImx pPa3INYHbIC
IIPpOLECChI

I1K-3.3. PaboTaer ¢ pa3anyHBIMUI
CHCTEMaMM TOKYMEHTAIIN

3HaTh: 0cO6EHHOCTH PabOTHI C
Pa3IMYHBIMU CHCTeMa TOKYMEHTAIHI

YMeTh: paboTaTh ¢ pa3TUIHBIMU
CHCTeMaMU TOKYMEHTaIun

BiameTs: HaBBIKaMU
COBCPIICHCTBOBAHUIO pa6OTI)I C
IJTOKYMEHTaMU, o0ecIeYnBaroIMKI
PA3JIMYHBIC ITPOLECCChHI

[1K-4. BrageeT 3HaHUSIMU
COBPEMEHHBIX
MHGOPMALIMOHHBIX CUCTEM U
HaBBbIKaMU MIPOEKTUPOBAHUS U
BHEIPEHUST CUCTEM
3JIEKTPOHHOTO
IIOKYMEHTO060pOTa B
OopraHu3aiun

[1K-4.1. ITpumensieT 3HaHUE
COBpEMEHHbIX MHGOPMAIIMOHHBIX
CHCTEM, CHCTEM 3JIeKTPOHHOTO
IOKYMEHTO000pOTa, MPaBOBbIX aKTOB
B chepe ynpasieHus: uHdopmanvein u
NOKYMEHTAIIMEN B NPAKTUYECKOM
NeATeTbHOCTU

3HaTh: COBpeMeHHBIE
nHGOPMAIIMOHHBIE CHCTEMBI,
CUCTEMBI BJIEKTPOHHOTO
IIOKYMEHTO000pOTa, IPaBOBOE
peryaupoBaHue chepbl yIpaBieHUs
nHpopMaIyeil 1 ToOKyMeHTaIein

YMeTh: IpuMeHsITh 3HaHe
HOpMaTUBHO-NIPaBOBOI 6a3bl B cdhepe
yIIpaBiIeHNs HHOOpMaImel 1
IOKYMEHTallueil B IMIpaKTU4YECKOU
TEeSATEIbHOCTHU




Bnanets: HaBbIKaMU BEIOOpa
HEOOXOOUMBIX TEeXHOJIOTUYECKUN
peleHuit B IpoLiecce yrpaBJIeHUs
nHbopManueil 1 TOKyMeHTaen

[1K-4.2. TIpuMeHsieT MeTOIO0JIOTHIO
OpPTaHW3aIIMIOHHOTO MMPOEKTUPOBAHUS
TPV aHAJIN3€ CUCTEeMbI
TMIOKYMEHTaIIMOHHOTO 06ecIieueHrst
yIIpaBJIeHUs] B OpraHU3alun

3HaTh: METOJOJOTMYECKIE OCHOBBI
IIOCTPOEHMS YIIPABIEHUECKUX CUCTEM
U CUCTEM JOKYMEHTALIMOHHOIO
obecrieueHNs YIIpaBIeHUs

YMmers: IIPUMEHATDH pa3jINYHbIC
METOOOJOTUYECCKUE ITOAXOObI TP
IIPOCKTUPOBAHUM CUCTEM
JOKYMCHTAIMMOHHOT'O obecnieueHus
YIpaBJI€HUA

BnaneTs: HaBBIKAMU aHAIU3a U
OpPraHM3aIlMOHHOTO MPOEKTUPOBAHUS
CUCTEM JOKYMEHTALIOHHOTO
obecrieueHns yIrpaBiaeHUs

[1K-4.3. YuacTByeT B IpOEKTUPOBAHUK
1 BHEIPEHUN CUCTEM DJIEKTPOHHOTO
MIOKYMEHTO060pOoTa B OpraHU3aliu

3HaTh: npaBujia 1 METOOOJOTNYCCKUEC
IOAXO0ObI K ITPOCKTUPOBAHUIO CUCTEM
QJICKTPOHHOTI'O I[OKyMeHTOO60pOTa

YMeTs: BHEIOPATH CUCTEMbI

SJICKTPOHHOTI'O I[OKyMeHTOO60pOTa

BiameTh: HaBEIKAMU BBISIBJICHUS
HauboJiee ONTUMAJIbHBIX
MoKa3aTejeld, HeOOXOIMMBIX IS
NPOEKTUPOBAHUS U HACTPOMKU
CHCTEM 3JIeKTPOHHOTO
IIOKyMeHTOObOOpOoTa

1.3. MecTo AMCHUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/ibHOI NPOrpaMMbl
Juctunnuna «MHbopManimonHoe olecniedueHre YympaBieHHs» BXOIAWT B COCTaB YacTH,
dbopMupyeMoil yyacTHHUKaMU 0O0pa30BaTENIbHBIX OTHOLIEHUIN JUCHMIUIMH y4eOHOro IiaHa
MOATOTOBKM CTYAEHTOB 1O HampaBiieHHt0 noarotoBku 46.03.02 «JlokyMeHTOBeneHUE U
apXuBOBeACHUE» TMpouis «AyAHOBU3YyalbHbIE, HAYYHO-TEXHUYECKHE W DKOHOMHUYECKHE
apXUBBI.
Jlnst ocBOEHUS AMCUUIIIMHBI HEOOXOIUMBI 3HAHUSI, YMEHUS U BIaIeHUs, CHOPMUPOBAHHbBIE
B XO0JI€ U3YUYEHHUS CICAYIOMUX AUCIHUIUIMH U MPOXOKACHUS MPAKTHK:
- UudopmanmioHHbIe TEXHOIOTHH
- Unpopmarmonnsie Texnonoruu B /I0Y
- MudopmannonHoe od11ecTBo U U(ppoBast SKOHOMHUKA
B pesynbrare ocBOeHUS JUCHUIUIMHBI (OPMUPYIOTCS 3HAHUS, YMCHUS W BIAJICHUS,
HEOOXOUMBIC IS U3YYCHHS CICAYIONINX AUCIUILTUH U IPOXOKICHHSI MPAKTHK:

CucreMbl XpaHEHUs JIEKTPOHHBIX JOKYMEHTOB



HpeI[,Z[I/IHJ'IOMHa}I IMPpaKTHUKa
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2. CTpyKTypa AMCUMIIIMHBI

Obmmas TpyA0EMKOCTh IUCIUIUIMHBI COCTaBIsIeT 5 3.¢., 180 akageMUyecKux 4acos.

CTpyKTypa IMCUMIJIMHBI /51 04HOH (popMbl 00yueHust

O0beM AUCHUIUIMHBI B (pOpME KOHTAKTHOW PabOTHI OOYYArOMIMXCS C TeAarormndecKuMu
paboTHUKaMU U (WJIM) JTUIAMU, TPUBIEKAEMbIMH K peal3au 00pa30BaTeIbHONW MPOTrpaMMBbl
Ha WHBIX YCIIOBHUSX, IPHU MPOBEJACHUN YUCOHBIX 3aHATHIA:

Cemect | Tum y4eOHBIX 3aHATHIA KomnnuecTBo

p 4acoB

6 Jlexknuu 28

6 IIpakTyeckue 3aHsTUS 28
Bcero: 56

O6beM AUCUUILTUHBI B (HOpME CaMOCTOSATENbHON pabOThI 00YYAIOIIMXCs cocTapiseT 124
aKaJeMHYECKHX Jaca.
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3. Coaepsxkanue U CHUNITTHHBI

Haumenosanue pazoena
OUCYUNTUHDL

Cooeporcanue

Tema 1

Beenenne B UOVY. Passutue
WHQOPMAIIIOHHOTO O0IIeCTBa.

O6wee nonsitue nHpopmauuu. JJoKyMeHTUPOBaHHAS
HHPOpMAIHsI KaK pecypc yIpaBleHHS.
3aKOHO/IaTEeNbCTBO, PETYIUPYIOIIEE BOMPOCHI
ynpasneHust nHpopMaIei u fokymenranueit. [Ipasuna
u cra"gaptel B chepe MOY. Jlureparypa mo Bompocam
NOY. PazButre nuHGOPMAIIMOHHOTO OOIIECTBA U €ro
OCHOBHBIE XapPaKTEPUCTHKH.

Tema 2

Poxr nadopmaruy B
YIpaBJICHHH.

bazoBble nousTHS MHGOPMALIUN: JaHHBIE, CBEACHUS,
3Hanus. Madopmanmonnsiii npouecc. Madopmanmnonnas
cucrema. Pois nHopMarum B ynpapieHHH.
Cucrematnzanus HHGOPMALUH B aIMUHUCTPATHBHOM
ynpagsieHnn. CBolicTBa HHGpopMarmu. OTINIHTENHHBIE
CBOHCTBA JOKyMEHTHPOBAaHHOHN NWH(POPMALHH.

Tema 3

WNndopmanmonnas
HHPPaACTPYKTypa OpraHU3aIHH.

Wudopmarrionnas cpea opraHu3alyu.
Nudopmanmonnas nHGpacTpyKTypa, €€ KOMIIOHEHTEHI.
BHyTpeHHSS 1 BHEIIHSS Cpe/ia OpraHU3aIlHH.
HNudopmanmonnoe obecrieyenre padbouero Mecra
COTpyaHHUKa oprann3anmu. Madopmarmonnse pecypcsl
OpraHM3al|y.

Tema 4

QHGKTpOHHLIe JOKYMCHTHI.

[TonsiTHE 37IEKTPOHHOTO JOKYMEHTA. 3aKOHOIaTENIbHOE
Y HOPMAaTHUBHO-METOUYECKOE PELIEHUE BOIIPOCOB
MIPUMEHEHUS Ha IIPAKTHKE JJIEKTPOHHBIX JOKYMEHTOB.
Hocwurenn nadopmarmm. bappepsl Ha MyTH BHEAPEHUS
3JIEKTPOHHBIX TOKYMEHTOB. DJIEKTPOHHAs! TOAINUCH.
DJEKTPOHHBIN TOKYMEHTO00O0POT.

Tema 5

OBoonys HH(HOPMAITIOHHOTO
obecrniedeHus yrpaBIeHUs.

Pa3Burtne cucrem penomnponsBoacTsa B Poccnn kak
6aszuca MOY. Opranuzanus ynpasieHHs JOKYMEHTaMHU
B HayaJle COBETCKOI0 MEPUOJA POCCUINCKON UCTOPUH.
VYcunenue BIUSHUS apXUBHBIX OPraHOB Ha
roCyJapCTBEHHOE JiesIonpou3BoacTBo. CozgaHue
BHUUJA/. ITonroroska ET'CIL u ET'CAOY, YC/.
Hauvano aBTomaTuzanum 10OKyMEHTaIllMOHHOTO
obecrieuenus ynpasienus. Pazsutue MOV B
COBPEMEHHBIN NEPUOJ POCCUICKON HCTOPUH.

Tema 6

ABTOMaTH3aLUS YIPABICHUS
JTOKYMEHTHPOBAaHHOU
HHpOpMaIHEH.

HauanbHblii 3Tan aBTOMaTU3alMK 1€I0MPOU3BOICTRBA
(OYVY) na 6aze ACY. Pacmupenue peiHKa
KOMIIBIOTEPHOW TEXHUKHU. Pa3BUTHE MPOU3BOACTBA
aBToMaTH3upoBaHHBIX cucteM /1OY. Bo3nukHoBeHNE
CHEIMATN3UPOBAHHBIX (DUPM — POU3BOIUTENCH
ACJHIOY. CoBpemennsiii perHok ACLIOY.
Cucremaruzanus ACHOY. IIpobnemsl olieHKH 1
BbI0Opa ACZIOY 11 KOHKPETHOM OpraHHU3aIlky.

Tema 7

Knaccugukaropsl TeXHHKO-
SKOHOMHUYECKOU U COLIMAIBHON

Henu u 3agaun yHU(DUKAIMN JTOKYMEHTOB.
Hanpagsnenus, npuHInnb 1 MeToabl yHupukammu Y C/I.
[TpuHIMIIE KIacCHPHUKALNT JOKYMEHTHOR
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HHpOpPMaIH U nHpopmanuu. Koguposanue nHPpopMaIum.
l'ocynapcTBeHHas cucTemMa KiaccupUKauuy 1
CTaHAapThl B koxupoBaHus nHpopmanuu. Knaccupukaropsl TeXHUKO-
HH(OPMAITHOHHOM SKOHOMHUYECKOM ¥ COIMATBHON HH(POPMAIIHH.

o0ecIieueHNH yIIpaBIICHUSI.

Tema ONeKTpOHHOE KoHuennus 31eKTpOHHOTO IPABUTEIBCTBA B

8 MPaBUTEILCTBO. coBpeMeHHOM obuiecTBe. CocTaBHBIE YaCTH
AJIEKTPOHHOTO MPABUTEIHCTBA: OpTraHU3aIHS
rOCYJapCTBEHHOTO YIPABJICHUS HA OCHOBE
AJIEKTPOHHBIX CPENICTB 00pPa0bOTKH, Miepeaadn U
pacmpocTpaHeHuss HHPopMannuy; HHPOPMAaINnOHHEIE
TEXHOJIOTHH B TOCYJapCTBEHHOM YIIPABIICHUH; CETEBBIE
TEXHOJIOTHH; MH(OpMAIIMOHHOE B3aUMOCHCTBHE
OPTaHOB TOCYAapPCTBEHHOM BIaCTH U OOILIECTBA C
WCTIIOJIb30BaHUEM WH(POPMAIIOHHO-
TCJIICKOMMYHUKAIIUOHHBIX TeXHOHOFHﬁ; 3J'IeKTpOHHI:H>i
OM3HEC, aBTOMAaTU3UPOBAHHBIE FOCYIAPCTBEHHBIC
CILy>KOBI.

OCHOBHBIE COCTABIISIIOIIHE JICKTPOHHOTO
MPaBUTEIHCTBA: MOOMIBHOE TOCYAAPCTBO, YIIPaBICHNE
B3aUMOOTHOLICHUAMU C I'pakaAaHaMM, 3JICKTPOHHAA
neMokpatus (e-democracy, 3JI€KTpOHHBIE COOOIIECTBa,
OHJIAHHOBBIE CITY>KObI U MH(OpMAaNKs, CTPYKTYpHast
repecTpoiika TocyJapCcTBEHHBIX CiIyk0. Poib
rocyJapcTBa B IOCTPOSHUU HOBOT'O MH(OPMAOHHOTO
o01ecTaa.

dopmupoBanne HHPPACTPYKTYPHI, 0OecIieunBaromeit
B3aUMO/JICHCTBUE OPraHOB rOCYIapCTBEHHOM BJIACTH
MEXIY co00ii, a TaK)Ke C OpraHu3alHsIMU U TPaKIaHaMU
B PaMKax IpeAOCTaBJICHUS TOCYIapPCTBEHHBIX YCIYT.
[Tpo6eMbl, TPENATCTBYIOMINE TTOBBIICHHUIO

3¢ PEKTUBHOCTH HCIIOIB30BaHUS HHPOPMAIIHOHHO-
KOMMYHHMKALIMOHHBIX TEXHOJIOTUH B JE€SITEIbHOCTH
OpraHoOB IrOCYJAapCTBEHHOH BIIACTH.

Enunast rocygapcTBeHHas MOIUTHKA POPMUPOBAHHUS
JJIEKTPOHHOTO NPaBUTEILCTBA.

Tema 9 | MuadpopMantnoHHBINA ITosBeHMe MHGOPMAITMOHHOTO MEHEDKMEHTA KaK
MEHEDKMEHT. cepbl MPaKTHIECKOH IeATeNbHOCTH M HAyYHOU
JUCIIATUIAHEL

dopmupoBaHue eTMHOTO HHHOPMAIIMOHHO-
KOMMYHHUKAIIMOHHOI'O IIPOCTPAHCTBA BHYTPU
rocyJapcTBa M B MUPOBOM MaciuTaOe;
CTaHOBIICHHE U Pa3BUTHE B SKOHOMHKE HOBBIX

TEXHOJIOTHYECKHUX YKIIaJ0B, 0a3UPYIOIIUXCS Ha
COBPEMEHHBIX NH()OPMAIIMOHHBIX TEXHOJIOTHSIX.
Co3pmaHue U pa3BUTHE phIHKA HHQOpMALMU U 3HAHUN
KaK TOBapoB M Mepexo,l MHPOPMAIMOHHBIX PECYPCOB B
pa3psii OCHOBHBIX COLIMATIBHO-DKOHOMHYECKUX
pecypcoB. Bo3pacranue ponu nHPpOpMaIMOHHO-
KOMMYHHUKALMOHHON HH(PACTPYKTYpPhI B CUCTEME
00ILIECTBEHHOTO MMPOU3BOJICTBA; PacIpeHue chephl

WH(POPMAIIOHHON AEATETHHOCTH U YCIIYT.
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[oBrilienne ypoBHs 00pa3oBaHUs, HAYIHO-
TEXHUYECKOTO, KYJIBTYPHOTO Pa3BUTHS 32 CUCT
pacuMpenus: BO3MOKHOCTEH MH(POPMAIIHOHHBIX CUCTEM
Pa3HOTO YPOBHS TSl 0OMeHa HHpOopMaIuen.

Co3znanne 3pGeKTUBHON CUCTEMbI 00ECIICUCHUS TIPaB
rpaxaaH 1 COOUAJIBHBIX HHCTUTYTOB Ha CBO60]IHO€
MOJYYCHHUE, PACTIPOCTPAHCHHE U UCTIOIb30BAHUS
WHQOPMaINH KaK BaXKHEHIIETo yCIOBUS
JIEMOKPATHYECKOTO Pa3BUTHSI.

CBs13b HHPOPMALIMOHHOTO MEHEPKMEHTA 1
JOKyMEHTAllMOHHOTO 00ecIIeueH!s! ypaBIeHHUS.
WNnbopMaimoHHbIA MEHEKMEHT KaK dTar pa3BUTH
JOKYMEHTALlMOHHOTO 00ECIeYEeH s YIIPaBIeHHU,
CBSI3aHHBIN C BHEAPCHUEM HOBBIX HH)OPMAIIMOHHBIX
TEXHOJIOTHH B 00pabOTKY JOKyMEHTHPOBAHHOU
uapopmanmu. CTpaTernyeckuii ¥ OnepaTUBHbIN
nHGOPMAIIMOHHBIN MEHE/HKMEHT.

4. Ob6pa3oBaTeibHbIE TEXHOJIOTHH

[Ipu peanmn3anuu IPOTrpaMMmBbl JUCLUITINHBI HCITOJIB3YIOTCSA pasiuyHbie
nH(pOpMAITMOHHBIE TEXHOJIOTHU. BO BpeMsl JIEKIIMOHHBIX 3aHSATHUN HUCIIOIB3YIOTCS JICKTPOHHBIE
MpE3eHTalM C HCHOJIb30BAaHMEM IpoekTopa. Kiacc, OCHaIlEHHBbII COBPEMEHHBIMU
KOMIThIOTEPAMH, TMOJKIIOUYCHHBIMA K WHTEepHET M OO0BEAMHEHHBIMH B €IMHYIO BHYTPEHHIOIO
ceTh. JleMOHCTpalMOHHBINA SKpaH, CBS3aHHBIN C KOMIIBIOTEPOM IPENOJaBaTEIs.

JlaGopaTopHble pabOTHl MPOXOIAT B KOMIBIOTEPHOM KJAcCe€ C HCIOJIb30BAaHUEM
CHEIUATU3UPOBAHHOTO MPOTPAMMHOTO OOecTieueHuss 1 MHPOPMAIIMOHHBIX PECypCOB, a TaKKe
HEO0OXOAMMOTO TEXHHUECKOTO 00eCTIeUCHUSI.

CamocrosiTenpHas paboTa CTYJIEHTOB BKJIIOYACT B CeOsl KOHCYJbTAlUU TPENOaaBaTelIs
pU TOJATOTOBKE pedepaToB, a TaKKe CaMOCTOSTENbHYI0 paboTy CTyAeHTa C pecypcamu
WNHutepuera, nHOOPMAIMOHHBIMKH TPABOBBIMH CHCTEMaMH, IOCEIICHHE CICIHAIM3UPOBAHHBIX
BBICTaBOK U KOH()EpEeHIIHiA, yyacTHe B pab0Te KPYIJIBIX CTOJIOB H T.II.

B nmepuon BpeMEHHOTO TPUOCTAHOBICHMS IMOCEMICHUS OOYYaIOMIMMHUCS TOMELICHUH |
tepputopur PITY s opranuzaiuu yueOHOro mporecca ¢ NPUMEHEHHUEM 3JICKTPOHHOTO OOYYeHHUS W
TUCTaHITMOHHBIX ~ OOpa30BaTENbHBIX  TEXHOJIOTHH  MOTYT  OBITh  HCIIOJNB30BAaHBI  CIIEAYIOIINE
00pa30BaTeIbHBIC TEXHOJIOTHH:

— BUJICO-TIEKIINH;

— OHJIAHH-JIEKLIMH B PEKHME pPealbHOrO BPEMEHU;

— JJICKTPOHHBIC y‘-Ie6HI/IKI/I, y‘-Ie6HBIe HOCO6I/I$I, HAY4HBIC U3JJaHUA B DJICKTPOHHOM BUAC U JOCTYII
K MHBIM 3JICKTPOHHBIM 00pa30BaTeIbHBIM pecypcam;

— CUCTEMBI JJId SJICKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIBTAITUH C UCTIOIH30BAHNEM TEIIEKOMMYHHUKAITMOHHBIX CPE/ICTB.

Haumenosan Hughopmayuonnvle u

Ne n/n Buowl yuebnoii pabomut
ue pazoena 06pazosamenbHble MEXHON02UU

1 2 3 4
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Beenenue B |JIekmmsa Ne 1 BBoanas jexnus ¢ UCHoJIb30BaHUEM
HoYy. BHJIEOMATEPHATIOB
PazButue
MH(OPMALHO CamocrosTenbHas pabora KOHcyannpOBaHpEe U IIPOBEpKa
HHOTO JIOMAITHUX 33JIaHUI OCPEICTBOM
00IIeCTBA. JIEKTPOHHON IOYTHI
Jlexuwmst Ne 2 Jlexums-Bu3yanuzanus ¢
IIPUMEHEHUEM CIIali[I- IPOEKTOpa
Pounb
uHpopmamu | CamocTosTebHas paboTa KoncynpTupoBanue u npoepka
B JIOMAIIHUX 33JIJaHUI IOCPECTBOM
YIpaBIEHUHU. ANEKTPOHHOU MOYTHI
Undopmarm Jlekima Ne 3 HeKHI/ISI-BI/I?;yaHI/ISaVHI/IH c
OHHASE IIPUMEHEHUEM CIIali[I- IPOEKTOpa
HHPpacTpyK [Ipaktrueckoe 3ansaTue Ne |3aHATHSA B KOMIIBIOTEPHOM Kilacce
Typa 1
OpraHu3aluu
CamocrosrenbHas padora |KoHCyiabTHpOBaHHE U IPOBEPKA
JIOMAIIHUX 3aJaHUI NOCPEACTBOM
AIEKTPOHHOU IMOYTHI
Jexnus Ne 4 Jlexnus-Bu3yanusanus ¢
IIPUMEHEHUEM CIIali[I- IPOEKTOpa
ONEeKTPOHHBI
[IpakTuueckoe 3anarue 3aHsTHS B KOMIIBIOTEPHOM KJ1acce
© No2
JTIOKYMEHTHI.
CamocrosrenbHas padora |KoHCyiabTHpOBaHHE U ITPOBEPKA
JIOMAIIHUX 3a1aHUI OCPEACTBOM
AIEKTPOHHOU IOYTHI
Opomtonus |Jlexuns Ne 5 Jlexums-Bu3yanusanus ¢
uHbOpMaIno MIPUMEHEHUEM CIIai- IPOEKTOpa
HHOTO
o6ecmeuenns |[IPAKTHYECKOE 3aHATHE 3aHsTHS B KOMIIBIOTEPHOM KJ1acce
ynpasnenns |Ne3
CamocrostenbHas pabora |KoHcynbTHpoBaHUE U IPOBEPKa
JIOMAIITHUX 3a/1aHui TIOCPEICTBOM
ANIEKTPOHHOMN MOYTHI
ABtomartnsa |Jlekmus Ne 6 Jlekuus-Busyanuszanus ¢
s IIPUMEHEHUEM CIIal[I- IPOEKTOpa
yIpaBiIeHUs
JIOKYMEHTHP [Ipaktnueckoe 3anarue Ne |3aHATHS B KOMIIBIOTEPHOM KJ1acce

OBaHHOU
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CamocrosrenbHas paboTa

KoncynpTupoBanue u npoBepka
JIOMAIIHUX 3aJaHUI MOCPEACTBOM

uHpopmanue AIEKTPOHHOU MOYTHI
.
Knaccuduxka |Jlexus Ne 7 Jlexums-Bu3yanuzanus ¢
TOPBI MIPUMEHEHUEM CIIai- IPOEKTOpa
TEXHUKO-
skonomuuec |IIPAKTHYECKOE 3aHATHE 3aHATHS B KOMITBIOTEPHOM KJIacce
KOU 1 Ne5
COLMAJIBHOM
7 HEhOPMAITHH CamocTtosTenbHas paboTa KOHch'ILTI/IpOBaHI/Ig U TIpOBEpKa

" ZIOMAIIHHX 3a/1aHUH I0CPEICTBOM
CTAHIEPTH B ANIEKTPOHHOMN MOYTHI
UH(pOpMALINO
HHOM
obecrieyeHnu
yIpaBJICHUSI.

8 OnextpoHHO |Jlexnus Ne 8 Jlexuus-Busyanusanus ¢
e MIPUMEHEHUEM CIIAMI- MPOEKTOpa
MPABUTEIBCT
BO. [TpakTHyeckoe 3aHsATHE 3aHsATHS B KOMIIBIOTEPHOM KJIacce

Ne6
CamocrostensHas pabora |KoHcynpTupoBaHuE 1 MpoBEpKa
JIOMAIIHUX 3a/IaHUI IOCPEACTBOM
AIEKTPOHHOU MOYTHI

9 Nudopmanu |JIexmus Ne 9 Jlekuus-pusyanuzanusi ¢
OHHBIN MIPUMEHEHUEM CIIANJI- IPOEKTOpA
MEHEKMEHT

[IpakTuyeckoe 3aHsATHE
Ne6

3aHaTHS B KOMIIBIOTCPHOM KJIaCCC

CamocrosTensHas pa60Ta

KoncynsTupoBanue u npoBepka
JIOMAIIHUX 3a/IaHUM TOCPECTBOM
AIIEKTPOHHOMN MOYTHI

B mepuon BpeMEHHOro NPHOCTAHOBIEHUS MOCEIIEHUS OOYYaroIMMHCS MOMELICHUHA U
tepputopun PITY mns opranmzamum y4eOHOTro mporecca ¢ MPUMEHEHHEM JIIEKTPOHHOTO
o0y4yeHMs W JUCTAHLMOHHBIX O0pa30BaTEIbHBIX TEXHOJOTHM MOTYT OBITH MCIOJIb30BaHbI

clieayronme o0pa3oBaTebHbIE TEXHOIOTHU:

— BUJIEO-JIEKIIMH;

- OHHaﬁH-HeKHHH B PCIKUMC PCAJIbHOT'O BPEMCHU

— QJICKTPOHHBLIC y‘le6HI/IKI/I, y‘le6HbIe HOCO6I/I${, HAaYYHBIC U3JaHUS B OJICKTPOHHOM BHUIC U

JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEeIbHBIM pecypcaM;
— CHCTEMBI /1715 3JIEKTPOHHOT'O TECTUPOBAHUS;
— KOHCYJIbTAllUM C UCIIOJIb30BAaHUEM TEJIEKOMMYHHUKAIIMOHHBIX CPEJCTB.
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5. OneHka JIaHMPYeMbIX Pe3yJIbTaTOB 00y4eHHs

5.1. Cucrema onieHNBaHUA

dopma KOHTPOJIS

CpOK OTUETHOCTH

Makc. KoJIn4ecTBO 0aljIoB

3a ogHy Bcero
pabory
Tekyuuii KOHTPOJIb:
- ompoc 1,2,3,4,5 nenenu 5 6amioB 25 0amioB
- KOHTpOJbHas padora (Tema 4) 4 nenens 15 6annos 15 6annos
- MOArOTOBKA pedepata (Temsl 1-5) 2 Henens 20 6ammoB | 20 Gamos
Wrorosas arrecramus 7 Henmens 40 6ayuIoB 40 6ayuIoB
(?K3ameH)
WToro 3a AUCHUIITUHY 100 6amnoB

[Tomy4yeHHBIN COBOKYIIHBIN PE3yJIbTAT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO KAy OLIEHOK U B
mIKamy oneHok EBpomneiickoii cucteMbl mepeHoca u HakorieHus: kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM € TabIULIEH:

100-6aupHas ToalHOHHAs LKA lxana

IKaja pazut ECTS

95 -100 A
OTJINYHO

83 -94 B

68 — 82 Xopotio 3a4TEHO C

56 — 67 D
YIOBIICTBOPUTEIIEHO

50 -55 E

20 -49 FX
HEYJIOBJICTBOPUTEIIEHO HE 3aYTEHO

0-19 F




15

52KpI/ITepI/II/I BBICTABJICHUSA OLICHKH 110 JUCHHUITIINHE

bansl/
Hlxama ECTS

Orneunka 1o
OUCLIAIIINHE

Kputepuu onieHKH pe3ynbTaToB 00yUYeHUS MO AUCLUIIIIMHE

100-83/
A.B

COTIIMYHOY/

«3a4YTCHO»

BrictaBnsercs oOydaromemycs, €cid OH TIyOOKO u
IIPOYHO  YCBOWJI TEOPETHUECKUH M  IPAKTUYECKHUH
MaTepuai, MOXKET MPOJEMOHCTPUPOBATH 3TO HA 3aHATHIX
U B XO/€ NMPOMEXYyTOuHOH arrectaruu. OOydaromuiics
MCYEPIBIBAIOIIE U JIOTMYECKU CTPOMHO M3J1araeT y4eOHBbIH
MaTepuan, YMEET YBA3bIBaTb TEOPHUIO C IPAKTHKOM,
CIpAaBIIETCS C pelIeHHeM  3a1ad NpodeccuoHaIbHOM
HAIPaBJIEHHOCTH  BBICOKOTO  YPOBHSA  CIIO)KHOCTH,
IIPaBUJIBHO 00OCHOBBIBAET NMPUHSATHIE penieHus. CBOOOIHO
OpUEHTUpYEeTCS B y4yeOHOM U  mpodeccHoHaNbHOM
mutepatype. OneHka 10 JUCUUIUIMHE BbICTABIISIFOTCS
oOyuatomieMycss € Y4€TOM pe3yJbTaToOB TeKylled Hu
MIPOMEKYTOUHOMN aTTECTaLNU. Komnierennuu,
3aKperuI€HHbIE 3a JUCHMIUIMHON, CPOpPMHpPOBAaHBI Ha
YPOBHE — «BBICOKHI».

82-68/

«XOpomIoy/
«324TEHO»

BricTaBnsiercs  oOywaromemycsi, €clid  OH  3HAeT
TEOPETUYECKUH U IIPAKTUYECKUN MaTepua, IpaMOTHO U 110
CyIIECTBY H3JIaraeT €ro Ha 3aHATUAX M B  XOJ€
IIPOMEXYTOUHOM aTTeCcTalluy, HE 10IyCKasl CyLIECTBEHHbBIX
HeToyHOcTeH.  OOydaromuiicsi TPaBWIBHO TMPUMEHSET
TEOPETUUECKHUE TOJOKEHUS MPU PELICHUH NPAaKTUYECKUX
3aja4  MpodeccHOoHaAbHOM  HAMpPaBJIIEHHOCTH  Pa3HOTO
YPOBHSI CJIOKHOCTH, BJIAJIEET HEOOXOIUMBIMH JUIsI 3TOTO
HaBbIKAMM U NIpUEMaAMMU. JlocratouHo  Xopoio
OpUEHTUpYETCI B y4yeOHOM U  TpodeccHOHATBHOM
auteparype. OLeHka 1O AUCUUIUIMHE BBICTABISIOTCS
oOyuaromeMycss C Y4€TOM pe3yJbTaTOB TEKylIeH W
IIPOMEKYTOUHOU aTTeCTal1u. Komnerennuu,
3aKpeIUIEHHBIE 33 JUCHHUIUIMHON, CQOPMHPOBAaHBI Ha
YPOBHE — «XOPOLLUI».

67-50/

D.E

«yAOBIETBOPHU-
TEIHHOY/
«3a4TECHO»

BricTaBnsiercs oOy4aroniemycs, €Ciiid OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUMH W NPAKTUYECKHI MaTepual,
JIOTYCKaeT OTIENbHBIE OLIMOKH TPU €ro U3JIO0KEHUH Ha
3aHATUSIX M B XOJ€ MPOMEXKYTOYHOM aTTECTallMH.
OOyyaromuiicsi UCIBITHIBAET OIpeeIEHHbIE 3aTPyAHCHUS
B IPUMEHEHUU TEOPETUYECKUX IOJOKEHUNA MPU PEUICHUU
MPAKTHYECKUX 3a]1a4 Mpo¢eCCHOHATHHON HAIIPABICHHOCTH

CTaHJApPTHOIO YPOBHSA CJI0KHOCTH, BIIZICET
HEOOXOIUMBIMU Ul 3TOro 0a30BBIMU HABBIKAMHM U
pUEMaMH. JleMoHCTpUpyeT JO0CTaTO4HBI YPOBEHB

3HaHUs Y4eOHOU JuTepaTypsl Mo qucuuiuiie. OueHka mno
JUCIUIUIMHE BBICTABJIAIOTCS OOyyarouiemycs ¢ y4éTom
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Bamnel/

O1eHka 1o

[Ixana ECTS | gucuumiuge

Kpurepuu onieHkr pe3ynbTaToB 00yUSHHS M0 JUCIUTUINHE

pe3yJIbTaTOB TEKYLIEH M IPOMEKYTOUHOW aTTECTALUU.
Kommerenmumn, 3aKpETUIEHHBIE 3a JTUCIHIIHHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBIN.

49-0/

F,FX

«HEYIOBIICTBOPUTE
JIHO»/

HC 3a4TCHO

BricTaBnsiercs oOydaromieMycsi, €cliM OH HE 3HaeT Ha
0a30BOM YpOBHE TEOPETUYECKHH U  MPAKTHYECKHH
MaTtepual, JONmycKaeT rpyOble OmMOKA TpH  €ro
U3JI0)KEHUU HA 3aHATHAX M B XOJE€ IPOMEKYTOYHOU
arrecraunu. OOy4arolMICS UCIBITHIBAET CEPbE3HBIE
3aTPyJHEHUS B NPUMEHEHUU TEOPETHUYECKHUX ITOJIOKCHHUN
NpU pEeIIeHUH NPAaKTUYECKUX 3a1ad MpodeccHoHaNbHOMI
HAIPABJICHHOCTH CTAaHAAPTHOTO YPOBHS CIIO)KHOCTH, HE
BJaJ€ET HEOOXOAMMBIMU JUIsI O3TOTO HAaBbIKAMU U
npuémamu.  JleMoHCTpupyeT (QparMeHTapHble 3HaHMSA
yueOHOM  juTepaTypsl Mo aucuuiuimHe. OneHka 1o
JUCLHUIUIMHE BBICTaBIAIOTCA oOyuwarolmemycs ¢ y4éTom
pe3yJIbTaTOB TEKYIIEH M IPOMEKYTOUHOM aTTECTALUU.
KomneTeHnmyu Ha ypoBHE «IOCTaTOYHBINY, 3aKPEIUIEHHBIE
3a TUCIUIUTMHOMN, He COPMHUPOBAHBI.

5.3. OneHouHble cpencTBa (MaTepuabl) ISl TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH,

HpOMe)I(YTO‘IHOfl aTreCTalu 06yan01111/1xc;1 IO JUCIHMITIIINHE

IIpumepHbIe TEMBI KYpcOBBIX padoT U pedepaToB 1o pasaenaMm IMCHHUILIMHbBI:

Eal

00630p 3akoHOAATENBHBIX aKTOB B chepe NOY.

O0630p HOpMATUBHBIX akTOB B cepe MOY
00630p cranmapToB B chepe NOY

O0630p HOpMATUBHO-METOIUYECKUX JOKYMEHTOB B chepe MOV (IIpaBuna,
UHCTPYKILIHHU, PETJIAMEHTHI).

O0630p MexTyHapOIHBIX CTaHAapTOB B chepe NOY.
Ponp undopmaruu B ynpaBieHuH.

[TonsaTue nnpopMaIyy u ee CBOMCTBA.

[TonsaTHe nH(MOPMAIIMOHHOTO MpolLiecca.

[TonsaTue nHMHOPMAIIMOHHON CHCTEMBI.
Knaccudukanus nadopmarum.

Crienn¢urka TOKyMEHTHPOBAHHON HHQOPMAIIUH.

Nudopmanmonnast uHPpacTpyKTypa OpraHu3aIlvH.
[TonsiTne nHOPMAITMOHHOTO pecypca.

[Tonsitue anexTponnoro gokymenta (3 /1).
HopmartuBHo-mMeToanueckas 6a3a npumeneHus /1.

[Tpobnemsl BHempeHUs: D] B COBPEMEHHYIO MPAKTHKY PaOOTHI OpraHU3aInil.

OcHOBHbIE HaNpaBJIeHHsI aBTOMATU3aMU paboThI ¢ HH(MOpMaLen U

HOKYMGHTaHHeﬁ B OpraHusanusx.
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18.  IloHATHe aBTOMAaTU3WPOBAHHON MH(YOPMAITMOHHON CUCTEMBI.

19.  Cucremarusanusi aBTOMaTU3UPOBAHHBIX CUCTEM YIIPABIICHUS JOKYMEHTaMH.

20. Mertoarka BbIOOpa aBTOMATU3UPOBAHHON CHCTEMBI YIIPABICHHS JOKYMEHTALIUEH.
21.  MeToauKu OLIEHKH aBTOMaTU3UPOBAHHBIX CUCTEM YIPaBIE€HUE TOKyMEHTALIUEH.
22, XapakTepUCTUKU HH()OPMAIIMOHHOTO OOIIECTBa.

23. [TonsTre nHGOPMAITMOHHOTO MEHEHKMEHTA.

24.  IIpeamert nHGOPMAIMOHHOTO MEHEKMEHTA.

25. Casi3p UM 1 1OKYMEHTalIlMOHHOTO 00ECIIeUeHNUs yIIPaBICHHUS.

26. Crparernueckuit M.

27. OneparuBHbii UM.

28. OpranuzanuonHas ctpykrypa UM B ynpaBieHuu.

29. CocraBnble 31eMenTsl UM opranuzanuu.

30. Poinrn yenoBseka — crienuanncta B cucreme VMIM.

31. Uctopuueckas sBomonusa MOY

32. DNEeKTPOHHOE MPABUTENIBCTBO: 3a/1au, (PYHKIIMH, CTPYKTypa

Bonpochb! kK KOHTPOJILHOI padoTe:
1. IloaroroBka cxeMbl HHPPACTPYKTYpPbl OpraHU3aluu

2. ABToMartu3anus ynpasJeHUs JTOKYMEHTHPOBAHHOM MH(pOpMaIHei.

Bomnpocsl k 3xk3aMeny:

e (O030p 3aKOHOAATEITHHBIX aKTOB B chepe OV .

e O0630p HOpMATHBHBIX aKTOB B cepe NOY

e O030p cranaaptoB B chepe NOY

e O030p HOPMATHUBHO-METOIMYECKUX JOKYMEHTOB B chepe MOV (IIpaBuina, mHCTpYyKLHUH,
pErJamMeHThl).

e 0030p MeXTyHapOJHBIX CTaHAapTOB B chepe NOY.

e Ponb nHdopmaiuu B yrnpaBieHuUH.

o [lonsATue uH(poOpMaIMU U €€ CBOWCTBA.

e [lonsATHe MH(OPMALIMOHHOTO MpoLecca.

e [lonsTHe MHPOPMALIMOHHON CUCTEMBI.

e Knaccudukamus nadopmanun.

e Crenuduka TOKyMEHTHPOBAHHOW HHPOPMALINH.

e HudopmannonHas HHPPaCTPYKTypa OpraHU3AIIH.

e [lonsTHe nH(MOPMAIIMOHHOTO pecypca.

e [lonsaTue snekTpoHHOrO AOKyMeHTa (D /1).
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e HopmaruBHo-MeToauueckas 6aza npumeHenus /1.

e [IpoGnemsl BHeApeHus D/] B COBpeMEHHYIO MMPAKTUKY padOThl OpraHu3alui.

e (OCHOBHBIEC HAIIPABJICHUS aBTOMATHU3AlUU PaOOTHI C HHPOpPMAIHEeH U JOKyMEHTaIlel B
OpraHM3aIusiX.

e [loHsATHE aBTOMATU3UPOBAHHON MH()OPMAITMOHHON CHCTEMBI.

e (Cucremaru3anys aBTOMaTU3UPOBAHHBIX CUCTEM YIPABICHUS IOKYyMEHTAMHU.

e MeToauka BRIOOpAa aBTOMAaTHU3UPOBAHHOM CHUCTEMBI YIIPABIICHHSI IOKYMEHTAIIUCH.

e MeToIuKH OLIEHKH aBTOMAaTU3UPOBAHHBIX CUCTEM YIIpaBJIEHNE JOKYMEHTAIUEH.

e XapakTepUCTHUKU HH(HOPMAIIMOHHOTO OOIIECTBa.

e [lonsTHe nH(MOPMALIMOHHOTO MEHEIKMEHTA.

e [Ipeamer nHPOPMALMOHHOTO MEHEKMEHTA.

e Casa3b M 1 JOKyMEHTAaLMOHHOTO 00ecrieueH sl yIpaBIeHuUs.

e Crparernueckuii M.

e OneparuBHsiii IM.

e OprannsanuonHas ctpykrypa MIM B ynpasieHunn.

e CocraBHble 31eMeHTHl VIM opranuzanuu.

e Poub yenoBeka — crienuainucTa B cucreme MIM.

e Hcropuueckas 3somonus HOY

e DJEKTPOHHOE MPABUTENIBCTBO: 331auu, PYHKIUH, CTPYKTYpA.

6. YueOHO-MeTOaM4YecKoe M HHGOPMALMOHHOE OOecTiedeHue TN CIUIINHbI

6.1. Crucox UCTOYHHMKOB U JIUTEPATYpPhI
- ICTOYHHKH (OCHOBHBIE, JOTIOJIHUTEIBHBIE);

a) OCHOBHBIE UCTOYHUKH

1. Koncrurynus Poccuiickoit @enepanuu ot 12 gexabps 1993 r.
2. ®enepanbHblii 3aKk0H OT 22 okTsAOps 2004 1. Ne 125-@3 «OO6 apXxwBHOM jelie B
Poccuiickoit @enepanuny».

3. ®enepanbhblii 3akoH OT 10 ssuBaps 2011 r. Ne 1-D3 «O0 351eKTPOHHOHN TIOAITUCH.

4. DepepanpHbli 3ak0H OT 27 nekabps 2002 r. Ne 184-@3 «O TexHUYECKOM
peryJIupoBaHUN».

5. ®enepanbHblii 3akoH oT 27 wutonas 2006 1. Ne 149-®3 «O06 wunHbpopmanum,
MH(POPMALIMOHHBIX TEXHOJIOTHAX U O 3alUTe HHPOPMALIUN.

6. ®enepanbhbiid 3ak0H OT 27 utoig 2006 r. Nel52-D3 «O nepcoHaNbHBIX TaHHBIX.

7. ®enepanbhblii 3akoH oT 27 urosig 2010 r. N 210-P3 «O6 opranuzanuy npeaocTaBIeHHs
roCy/IapCTBEHHBIX U MyHHUIIUIAIBHBIX yCIyT".
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8. ®enepanbHbiii 3akoH N 227-O3 "O BHeCeHUM HU3MEHEHUH B  OTIEJbHBIC
3aKOoHoOaTenpHble akThl Poccuiickoin denepanuu B cBsA3U ¢ NpuHATHEM DenepasbHOro 3aKOHa
"O06 opraHu3aluy NPe10CTaBICHNS TOCYJAPCTBEHHBIX U MyHUIIUTIAIBHBIX YCIYT .

9. [TocranoBnenue IlpaBurensctBa P® ot 15 urons 2009 r. Ne 477 «O06 yTBep)aeHUU
[IpaBun penonpou3BojACTBAa B (peliepalbHbIX OpraHax HCIOJHUTENBHOW BIacTH» (ped. OT
26.04.2016) // «Cobpanue 3axkoHomaTenscTBa PDy», 22.06.2009, Ne 25, cT. 3060.

10. IToctanosnenue IpaButensctBa PO ot 10 HOsOps 2003 1. No 677 «O6 olmiepoccuiickux
KIaccupuKaTopax TEXHUKO-d)KOHOMUYECKOM U COIUaNbHON HH(OpPMAMU B COIHUAIBHO-
SKOHOMUYECKOU 00J1aCTH».

11. Konnenuust ¢popmupoBanus B Poccuiickoit @enepannu 31eKTPOHHOTO MPABUTEIBCTBA JI0
2010 roma. Ono6pena Pacnopspkenunem [IpaBurensctBa Poccutickort deneparuu ot 6 mas 2008
r. Ne 632-p.

12. Vka3 IIpe3unenta Poccuiickoit @enepauyu ot 9 mast 2017 r. Ne 203 «O Crparerun

pa3ButTusi nH(popManmoHHoro odbmectBa B Poccuiickoit @enepanuu Ha 2017-2030 romb» //
«Cobpanue 3akoHonarensctBa POy, 15.05.2017, Ne 20, ct. 2901.

13. Pacnopspxenue [IpaBurensctsa Poccuiickoit deneparuu ot 28 uronst 2017 r. No 1632-

p «O06 ytBepxkaenuu mnporpammel "Lludposas skoHomuka Poccuiickoit deneparyu"y //
«Cobpanue 3axoHonarensctBa PDy, 07.08.2017, Ne 32, ct. 5138.

14. Tlocranosnenwue [IpaBurenscTBa PO ot 25 nexadps 2014 r. N 1494 «O06 yTBepxaeHnn
npaBuil OOMEHa TOKYMEHTaMH B 3JEKTPOHHOM BHJE NpPHU OpPraHU3alUd HWHEPOPMALKMOHHOTO
B3aMMOJECHCTBU.

15. Ilman meponpusaTHil IO HanpaBieHUO «HopmaTBHOE perympoBaHue)» NpOrpaMMbl
«Uu¢posas skoHomuka Poccuiickoii @eneparum» (yTB. [IpaBUTEIHCTBEHHOW KOMHCCHEW II0
UCTOJIb30BaHUI0 MH(OPMAIIMOHHBIX TEXHOJOTMHA sl yJIy4IIeHUs KauecTBa >KU3HU M YCJIOBUH
BEJICHUS MpPEANPUHUMATENBCKON aedarenbHocTu (mpotokosn ot 18 nmekabps 2017 r. Ne 2))

[DneKTpOHHBIM pecypc] URL:
http://static.government.ru/media/files/P7LOVHUjwVIPINcCHrMZQqEEeVqXAC wXR.pdf
16.  TlpaBwia opraHu3alii XpaHCHUs, KOMIUIGKTOBAHMS, Yd4eTa M HUCIOJIb30BaHUS

IOKyMeHTOB ApxuBHOro ¢oHga Poccuiickoit ®@enepaniu U APYrUX apXWBHBIX TOKYMEHTOB B
TOCYJapCTBEHHbIX W MYHUIMNAJIbHBIX apXuUBaxX, My3esdX U OMONIMOTEKax, Hay4HBIX
opranmzauusx (YTBEPXJEHBI npukasom ®enepanbHOro apXMBHOTO areHTCTBA OT 2 MapTa
2020 roga N 24) Pexwum nocryna: https://docs.cntd.ru/document/564515322

17. [IpaBmiia opraHu3aluy XpaHEHHUs, KOMIUIEKTOBaHMS, Y4€Ta U MCIOJIb30BaHUS HAy4yHO-
TEXHUYECKOM JIOKyMEHTAllUM B OpraHax TIOCyJapCTBEHHOW BJIAacTH, OpraHax MECTHOIO
CaMOYIpAaBJIEHUS, TOCYAAPCTBEHHBIX W MYHUUIUNAIbHBIX OpraHMU3aLMIX (YyTBEpK1€HBI
npuka3oM PocapxuBa ot 09.12.2020 Ne 155 B pen. mpukasza Pocapxusa ot 12.08.2021 Ne 72)
https://archives.gov.ru/documents/rules/pravila-ntd-2020.shtml

18. Obmepoccuiickuii knaccudukatop ynpaieHueckoi gokymentamuu OK 011-93 (yTB. u
BBeJCH B JeicTBHE mocTtaHoBieHneM [occranmapra Poccum ot 30 mekabpst 1993 r. Ne 299,
nocneanee usmenenue — 24/2005).

19. Ynpasnenue nokymenramu. Tepmunsl u onpenenenus: Cinosaps. M.: BHUNIA/, 2013.
C.31

20. ISO/IEC 21320-1:2015 «MuadpopmanmonHbie TEXHOIOTHA - Daiin-KOHTEHHED IS
nokymenta. Yacte 1: OcHoBHas yactb» (Information technology - Document Container File -
Part 1: Core).

21.TOCT P 7.0.8-2013. «CUBU/I. [lenonpou3BoACTBO M apXWBHOE nen0. TepMuHBI U
onpenenenus» (y1B. [Ipukazom Poccrangapra ot 17.10.2013 N 1185-c1).

22.TOCT P 52292—2004. DnexTpoHHbI 00MeH nHpopMarei. TepMuHbl U OIpeeneHHs.
— (UuadopmarimonHas TEXHOJIOTH).


https://archives.gov.ru/documents/rules/pravila-ntd-2020.shtml
https://docs.cntd.ru/document/564515322
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23.T0CT P 52294—2004. VYmpaBineHue OpraHuzalMend. ONEKTPOHHBIA PpErJIaMEHT
aJIMMHHUCTPATUBHOM U CITy>KeOHOMU AesTenbHOCTH. OCHOBHBIE MOJIOXKEHHUS.

- muTepaTtypa (OCHOBHAsI, JOMOJIHUTEIbHAS);

a) OCHOBHAsI JJUTEepaTypa:

1. Jlappyn Muxaun BacunseBud. WHpopmanmoHHoe oOecriedeHne yrpaBiIeHUsS
[DnexTpoHHBIi pecypc] : yuebnoe nmocodue / Jlapua Muxaun Bacunseuu; M. B. Jlapun ; [M-Bo
obpazoBanust u Hayku Poc. @enepanun, Penep. roc. OoKeTHOE 00pa3oBaT. yupexaeHHUeE
BeICII. oOpa3oBanusi "Poc. roc. rymaHuTapHslii yH-T"]. - DnekTpoH. aaH. - Mocksa : PITYVY,
2018. - 278, [1] c. - Pesxxum noctymna : http://elib.lib.rsuh.ru/elib/000012473. - 3aru. ¢ skpaHa. -
ISBN 978-5-7281-2036-0.

2. OpraHu3zaimoHHOe POEKTUPOBAHUE: peopranuzanus, PEUHKUHUPHHT,
rapMoHm3anus : yueo. nocooue / C.A. Jlouan, J.M. Ansoutep, ®.3. Cemenona, JI.C. [lerpocsH ;
mox pen. J.C. Ilerpocsna. — M. : HHOPA-M, 2018. — 196 c. — (Bricmiee oOpa3zoBanme:
Marwuctparypa). — www.dx.doi.org/10.12737/19670. - Pesxxum JOCTyTa:

http://znanium.com/catalog/product/969592

0) 10MOJIHUTEJIbHAS JINTepaTypa:

1. VYmpasnenue kauectBoM nHpopmannonueix cucrem / Ucaes I'.H. - M.:HUIl UHOPA-M,
2015. - 200 c.: 60x90 1/16 ISBN 978-5-16-103583-2 (online) - Pexxum npoctyma:
http://znanium.com/catalog/product/521644

2. Taiim-menemxmenT. [lomnbiii kypc / Apxanrensckuit I'.A., bextepes C.B., Jlykamenko
M. - M.:Anbnuna [1a6m., 2016. - 311 c.: ISBN 978-5-9614-1881-1 - Pexxum moctyma:

http://znanium.com/catalog/product/925383

3. Tomumeira Onwra Jleonnnosna. MudopmarnmonHsie cucteMsl : yaebHoe nocodue / O. JI.
I'omuneina, H. B. Makcumos, U. U. Tlonos. — 2-e uzg. — M. : DOPYM : UHDOPA-M,
2018. — 448 c¢. : wun. — (Bwicmee oOpaszoBanme). - Pexum mocryna:
http://znanium.com/catalog/product/953245

4. BapgonomeeBa Amnekcanapa OneroBHa. VHpopMalnMOHHBIE CHUCTEMBI NPEANPUATHS :

yue6. mocooue / A.O. Bapdonomeena, A.B. Kopsikosckuii, B.Il. PomanoB. — 2-¢ u3.,
nepepad. u gon. — M. : UHO®PA-M, 2019. — 330 c. — (Beiciee obOpa3oBaHue:
bakanaBpuar). — = www.dx.doi.org/10.12737/21505. - Pexmm  moctyma:

http://znanium.com/catalog/product/1002067

5. T'punGepr A.C., Koponp U.A. UHpopManmoHHbII MeHEIKMEHT: Yueb. mocobue ams
By30B. — M. : JOHUTU-JAHA,2017. — 415 c. — (Cepus «lIpodeccuonanbubiii
yueonuk: Mudopmarukay). - [ISBN 978-5-238-00614-4. - Tekct : anekrponnsiit. - URL:

http://znanium.com/catalog/product/1028593


http://znanium.com/catalog/product/1028593
http://znanium.com/catalog/product/1002067
http://znanium.com/catalog/product/925383
http://znanium.com/catalog/product/521644
http://znanium.com/catalog/product/969592
http://elib.lib.rsuh.ru/elib/000012473
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6.2 Ilepeuenb pecypcoB HHPOPMANMOHHO-TEJICKOMMYHUKAIIMOHHOH CceTH

«HTepHEeT»

www.gov.ru/ - CepBep OpraHoB ToCyIapcTBEHHOM Biactu PO

www.gosuslugi.ru/ - CnpaBouHo-HH(pOpMAIIMOHHBIH MopTan «l 0cyIapCTBEHHBIE YCIYTH»

www.rusarchives.ru — ApxuBHoe areHTcTBO PO

www.vniidad.ru/ - BHUNJIAJ] (Bcepoccuiickuii HayqHO-UCCIIE0BATENbCKII HHCTUTYT

AOKYMCHTOBCACHUA U apXHUBHOT'O L[ena)

WWW.minsvyaz.ru/ - MUHHCTEpCTBa CBSI3M U MAaCCOBBIX KOMMYyHHKanuii PO

www.consultant.ru/ - odpunmaneHeiii cailT komrmannu Koncynsrantlliroc

www.garant.ru/ - “HGOpMalMOHHO-TIPaBOBOM mopTai ['apaHT

WWW.CNews.ru/

www.ecm-journal.ru/

6.3 IIpodeccuonanbubie 6a3bl JAHHBIX U HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMbI

Hoctyn x npodeccroHanbHbIM 6a3am naHHbIX: https://liber.rsuh.ru/ru/bases

I/IH(bOpMaI_[I/IOHHHe CIIpaBOYHBIC CHUCTCMBbI:

1.
2.

7. MaTepuajibHO-TeXHUYECKOe o0ecnevyeHne JUCHMILTHHBI

Koncynsrant [Limroc
lapanTt

Jl1s MaTepranbHO-TEXHUUECKOT0 00ecneYeHNsl TUCIUILUINHBI UCTIONb3YIOTCS: JIabopaTopus

TOKYMEHTOBEJICHHST W TEXHOTPOHHBIX JOKyMEHTOB,
KHHOPOTODOHO- W BUACO-JOKYMEHTHPOBAHUS,

CHELMAIM3UPOBAHHbIE  AYAUTOPHH
KOMITBIOTEPHBIN

KJ1acc, pasaaTO4YHbIC

MaTCpHraibl, KOJJICKIHA q)OTOI[OKYMeHTOB, SBYKOSaHI/ICCﬁ u KI/IHO(1)I/IJ'IBMOB.

Cocras nporpamMMHOro odecnmeyeHuUs

Noni/ Haunmenosanue I10 IIpousBonutens Cnoco6 pacnpocTpaHeHUsT
i (tuyensuonnoe uau c60600HO
pacnpocmpausiemoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3UOHHOE
2. Windows 10 Pro Microsoft JINLIEH3UOHHOE
3. Kaspersky Endpoint Security Kaspersky JINLIEH3UOHHOE
4. Microsoft Office 2016 Microsoft JIuieH3noHHOE
5. Zoom Zoom JINIIEH3UOHHOE

HpO(beCCI/IOHaJIBHLIC MOJIHOTEKCTOBLIE 0a3bl JaHHBIX!

Nerr/
II

HaumeHoBaHue

1

IIpodeccronanbHble MOJHOTEKCTOBBIE B

T NERESE

HarnronanesHast anekrponHas 6ubnmuoreka (HOB) www.rusneb.ru
ELibrary.ru Hay4nas snextponHas 6nbnmnoreka www.elibrary.ru
OnexrponHas oubnmorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global



http://www.ecm-journal.ru/
http://cnews.ru/
http://www.garant.ru/
http://www.consultant.ru/
http://www.minsvyaz.ru/
http://www.vniidad.ru/news1/example.php
http://www.rusarchives.ru/
http://www.gov.ru/

22

6. SAGE Journals

7.  Taylor and Francis

8. JSTOR

WupopmalinoHHbIE CLIPAaBOYHBIE CUCTEMBI:

1 KommnbloTepHbIe CIIpaBOYHBIE TTPABOBBIE CUCTEMBI
KoncynpranT Iltoc,
TapanTt

8. O0ecneyenne 00pa3oBaTeIbHOIO NMpPoOLECCA IS JIML ¢ OTPAHNYCHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIU/I0B

B xone peanu3zanuu AMCHUIUIMHBI UCHOJIB3YIOTCS CIEIYIOIIUE JOMOTHUTEIBHBIE METO/IbI
00y4YeHHsI, TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH M MTPOMEKYTOUYHOM aTTECTANU OOYJarOIINXCS B
3aBUCUMOCTH OT UX WHAMBUIYaIbHBIX OCOOCHHOCTEMH:

® JUTSL CJICTIBIX M CTA0OBUASAIIMX: JICKIIMHA O(POPMIIIOTCS B BHJIE DJICKTPOHHOTO IOKYMEHTA,
JOCTYITHOTO C TIOMOIIBIO KOMITBIOTEPA CO CIIEIHAIM3UPOBAHHBIM IPOTPAMMHBIM O0eCTIeYeHUEM;
MUCbMEHHBIC 33/1aHUS BBIOJIHIIOTCS HA KOMIBIOTEPE CO CIEUATU3UPOBAHHBIM ITPOIPAMMHBIM
o0ecreueHHEM M MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; 00ECIIeUNBACTCS MHIUBH Ly aTbHOE
paBHOMepHOE ocBelieHrne He MeHee 300 JIFOKC; ISl BBIMOJHEHUS 33aJJaHus PU HEOOXOAUMOCTH
NPEIOCTABISACTCS YBEIMYMBAIOIIEE YCTPOWCTBO; BOSMOKHO TaK)Ke MCIOIB30BaHNE COOCTBEHHBIX
YBEJIMYMBAIOIINX YCTPOMCTB; MHUChMEHHBIE 33aJaHus O(QOPMIISIIOTCS YBEIMUYCHHBIM MIPUPTOM;
9K3aMEH M 3a4€T MPOBOJATCSA B YCTHOW (pOpME MM BBINOJHAIOTCS B MHCBMEHHOW (opme Ha
KOMITBIOTEPE.

eI TAYXMX M CIA0OCHBIIAMKX: JIEKHUH O(OPMISIIOTCS B BHJE DJICKTPOHHOTO
JOKyMEHTa, JH0O0 TMpeloCTaBiseTcs 3BYKOYCHIMBAIOLIAS —ammaparypa HHIUBHIYaIbHOTO
MOJIb30BAHMS; MUCHMEHHBIC 3aJaHUs BBIMOJHSIOTCS Ha KOMIIBIOTEPE B IMUCHMEHHOU (hopme;
9K3aMeH U 3a4€T MPOBOAATCS B MUCBMEHHOM (hopMe Ha KOMIIBIOTEPE; BO3MOXKHO MPOBEJCHUE B
dhopme TecTUpOBaHUSA.

® ISl JIMI] C HApPYUICHUSMHU OIOPHO-JABUTaTEIBHOTO ammapara: JeKIHA O(QOpPMIISIOTCS B
BUJZC  OJEKTPOHHOTO  JOKYMEHTa, JOCTYINHOIO €  TIOMOIIBIO  KOMIBIOTEpa  CO
CIIEMAIM3UPOBAHHBIM ITPOTPAMMHBIM 00ECIICYeHNEM; MMChbMEHHBIE 3a/laHHs BBIITOJIHSIIOTCS Ha
KOMIIBIOTEPE CO CHEIHMAIM3UPOBAHHBIM TPOTPaMMHBIM OOECIieueHHEeM; S5K3aMEH M 3auéT
IPOBOAATCS B YCTHOH (hopMe MIIn BBITIONHAIOTCS B IMCBMEHHOHN (popMe Ha KOMIIBIOTEPE.

[Tpu HEOOXOIUMOCTH MPETyCMaTPUBACTCS YBEIMUEHUE BPEMEHHU ISl TIOATOTOBKU OTBETA.

[lpouenypa  mpoBeneHHs  NPOMEXKYTOYHOM  arTecTalM Ui OOyYaromuxcs
YCTaHABIMBACTCS C Y4Y€TOM WX HHIAMBHIYaJbHBIX MCUXO(DU3MYECKUX OCOOCHHOCTEH.
[TpomexxyTodHas aTTecTalys MOKET IPOBOIUTHCS B HECKOJIBKO TAlloB.

[Ipu mpoBeneHNM HPOLEAYPHl OLEHUBAHUS PE3yIbTATOB OOyUEHHs IMpeaycMaTphBaeTCs
UCTIONIb30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOAMMBIX B CBS3M C HMHAMBUAYAJIbHBIMU
0COOEHHOCTSIMH O0YyYaromuXxcsi. T CPEACTBa MOTYT OBITh NPEIOCTaBICHBl YHHBEPCHUTETOM,
WJIM MOTYT HMCIIOIb30BaTHCSI COOCTBEHHbBIE TEXHUYECKHUE CPEICTBA.

[IpoBenenne mpouEAypbl OLEHUBAHHUA  PE3YIbTAaTOB  OOY4YEHHS  JOIMyCKAaeTcs ¢
UCTIONIb30BAaHUEM JTUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHUH.

Ob6ecneunBaeTcs A0CTyn K MHGOOPMAIIMOHHBIM U OMOIHOrpadMuecKuM pecypcam B CETH
Wutepner mis kaxnoro oOywaromerocss B (opMmax, aJanTHPOBAHHBIX K OTPAHUUCHHAM HX
3JI0POBbS U BOCIIPUATHUS HH(DOPMAIIH:

® IS CJENBbIX U cIabOBUAALIMX: B MeYaTHOH (opMe yBenndeHHBIM mmipudrom, B hopme
3JIEKTPOHHOI'O IOKyMEHTa, B (hopMme aynuodaiina.

® JUTSI TIIYXHX U cIa0OoCbIIaIuX: B Me4aTHOH hopme, B popMe IeKTPOHHOTO JTOKYMEHTA.

e 11l 0Oy4YaIOUIMXCS C HApYyLIEHUSAMHU OINOPHO-IBUIATENIbHOTO ammnapaTa: B IEYaTHOMH
¢dopme, B hopMe IEKTPOHHOTO JOKYMEHTa, B (hopme ayaunodaiina.
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VY4eOHble ayIUTOPUU AJIsl BCEX BHJIOB KOHTAKTHOM M CaMOCTOSITENIbHON pabOThl, Hay4Has
O6uOIMOTEeKa W MHbIE MOMENIEHHs JUIsl 00y4YeHHsI OCHAILlEHBI CIIEUAIbHBIM 000pYy/IOBaHUEM U
y4eOHBIMH MECTaMU C TEXHUYECKUMU CPEICTBAMU 00yUEHUS:

® JUI CJIENBIX U CIA0OBUISALIMX: YCTPOWCTBOM JUUIsl CKAaHUPOBAHUS M UYTEHMs C KaMepoi
SARA CE; nucnineem bpaitnst PAC Mate 20; npuaTepom bpaiins EmBraille ViewPlus;

® IS TIYXHUX M cIa0O0CTBIIIANIMX: aBTOMAaTH3UPOBAHHBIM pabodyuM MECTOM Ui JIoJeH C
HapylLIeHUEM CIyXa U cIa0O0CIbIIaliX; aKyCTHUECKHI YCHUIIUTENb U KOJIOHKH;

1151 00YYaIOLIMXCs ¢ HApPYIIEHUSIMH ONIOPHO-ABUIaTEeIbHOIO alnapara: nepeBHKHbIMY,
perynupyeMbIMu  3proHomMuuyeckuMu —mapramu  CU-1; KOMIbIOTEpHOM  TEXHHMKOHW €O
CIeLMaIbHBIM IIPOTPAaMMHBIM 00€CIIeUeHHEM.

9. Meroanueckue MaTepuaibl
9.1 Ilnanpl NpaKTHYECKHX 3aHATHI. Meroauyeckue yKa3zaHMsi MO OPraHM3alUU U
NPOBEICHUIO

Henp npakTuyeckux 3aHATHI — 00Y4YMTH NMPAKTUYECKUM HaBbIKaM, KOTOPbIE MO3BOJIMIN
Obl CTyJaeHTaM CBOOOJHO M Ha BBICOKOM YpPOBHE BIAJEeTh HNPOTPAMMHBIMU CPEACTBAMH IS
peleHus 3aa9 JOKyMEHTAI[HOHHOTO ¥ HH(POPMAIIMOHHOTO 00ECTICYEeHUS YIIPABICHHUS.

3amaueil MPaKTHUECKUX 3aHATHH SBISETCS OCBOCHHE CTYACHTAaMH HH(OpPMAIMOHHO-
TEXHOJOTMYECKHX BO3MOXHOCTEH aBTOMAaTH3alMM JEJIOBBIX IpOLeccoB, OOpabOTKU U
WCIIOJIb30BaHUs IOKYMEHTAJIbHBIX JaHHBIX, BBISBICHUS BO3MOXHOCTEH NMPOTPAMMHBIX CPEICTB
JUIS PEIICHUs KOHKPETHBIX NPAaKTHMYECKHUX 3a7ad B OOJIACTH COBPEMEHHOTO 3JIEKTPOHHOTO
JTOKYMEHTO000pOTA.

N3yuaeTcs KOHTEHT O(MUMANBHBIX CAlTOB KOMIIAHUM, B NPOrpaMMHBIX MPOAYKTax
KOTOpBIX OyayT MPOBOJIUTHCS J1abopaTOpHbIE (IPAKTUYECKUE) 3aHATHS.

Bengop IIporpaMMHbIii NPOAYKT Caiir
CO

DIEKTPOHHBIC JAEJIO https://www.cos.ru/

O(HCHBIC CUCTEMBI

DocsVision DocsVision http://www.docsvision.com/

Directum DirectumRX http://directum.ru

1C 1C Jokymenroobopot | http://v8.1c.ru/doc8/

XoyiaMoHT Tesuc https://www.tezis-doc.ru/features

Jloruka OusHeca Jloruka: CO/1 http://ecm.blogic20.ru/logikaccm/
docflow-solutions

[IpencTouT nmpoaHaaM3UpOBaTh JaHHBIE O pa3pabOTaHHBIX MPOTPAMMHBIX MPOAYKTaX H
NPEOCTaBIAEMBIX KOMIAHUSAMHU  yciyrax. Pe3ynbTaThl McCCleIOBaHUS — 3aHOCATCA B
CTPYKTYPUPOBAHHBIM, CO3MaHHBIA CTyIAEHTOM oOT4YeT. OT KOJMYECTBAa 4acoB, IMPENoJaBaTellb
pa3pabaTbiBaeT METOAMKY IPOBEINCHMSA 3aHATHUM W JaeT PEeKOMEHJALUH CTyJIeHTaM s
CaMOCTOSITEJILHOM pabOTHl.

Takum o0pa3zom, 1enecooOpasHO JeTaqbHO MOATOTOBUTH CTYAEHTOB JJIsl TecT-ApaiiBa
CHCTEM 2JIEKTPOHHOIO JOKYMEHTO000pOTa.

B 3akmrouennu MPAKTHUYCCKUX 3aHATHMN CTYACHTaMU IIPOBOJUTCA CpaBHHTeHBHBIﬁ aHaJIu3
HU3YYCHHBIX CHCTCM YIPAaBJICHUA I[OKYMGHTOO60pOTOM 0 MHOTUM KpPUTCPHAM, Ha OCHOBC
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NPAaKTUYECKUX HAaBBIKOB, JaHHBIX C HMHTEpHET-calfToB pa3paborunkoB COJI, uHTEpHET -
HCTOYHUKOB M CTaTEH MO CIEIYIOIIUM KPUTEPUIM:

- Ha3BaHUE CUCTEMBI (Pa3pabOTUHK);

- cepa MPUMEHEHHS POTPAMMBI;

- HCII0JIb30BAHME OTEUECTBEHHBIX CTAHJAPTOB YIIPABICHUS JOKYMEHTAMU;

- YPOBEHb KOPHOPATHUBHOCTU (MaciiTad — KOJIMYECTBO aBTOMATH3UPOBAHHBIX PabOuUX
MECT, BO3MOXXHOCTb pabOTHl ¢ (uiInManaMu, CTETeHb oxBara (DyHKIMA OpraHu3anuu/, WIu
TOJIBKO 0JIMH y4yacTok - JIOY);

- (YHKIIMH CUCTEMBI B LIEIOM;

- CTpyKTypa cucTtembl ((yHKIHMOHAIBHBIE M OOECTICUMBAIONINE MOMYIH (YacTH), HX
byHKIHN);

- npumensiemoe [10, ero pazpadorunk, CYB/I-mnardopma, cucremuoe I10;

- OTKPBITOCTbH (MYJIBTUIUIAT(HOPMEHHOCTh U MyJIbTH(OpMaTHOCTB) [10;

- OpraHu3alyy, B KOTOpBIX pealM30BaHa CHCTEMa, JUIs PELIeHUs KaKuX Hpodiem
OpraHu3aly OHA CO3/laHa, AaBTOMATHU3aLMs OU3HEC-TIPOLIECCOB.

[To xaxnoit U3 CUCTEM OTMEYaroTCsl OCOOEHHOCTH, (POPMYITUPYIOTCS PEKOMEHIALNUU 10
UX IPUMEHEHHUIO [l OpraHu3aluil pasIndHbIX (OPM JESTEITbHOCTH.

Kaxnaplii cryseHT oQopMisieT MHOTOCTpaHMYHBIM OTYeT, 3aBEJICHHBI B Hayaje
MPAaKTUYECKUX 3aHATHH, KOTOPBIA MILTIOCTPUPYET 3Talbl padOThI BO BCEX M3yYaeMbIX CHCTEMax
3JIEKTPOHHOT'0 JIOKYyMEHTO000pOTa U yIpaBieHHUs HHPOPMALIUEH U COEPKUT BHIBOIBI.

IL1aH npakTHYeCKUX 3aHATHI

3anstue 1. KoMmnanus, ee poyKThl U yCIyTH.

3anstue 2. Benenue B cuctemy. Madopmarus o pabote B cpene CO/1

3anstue 3. MccnenoBanue aBTOMaTU3MPOBAHHOTO pabovero Mecta. JInuHbIe manku

3ansatue 4. Unpopmanus o pabote ¢ nmankamu, KapToukamH, ¢ainamu.

3ansaTue 5. Pabota ¢ perucTpaliiOHHBIMU KapTOYKAMH BXOISIINX, UCXOIIIINX U BHYTPEHHHUX
JTOKYMEHTOB

3anstue 6. Pabota ¢ nmpoexkTamu 10KyMeHTOB. CBsI3bIBaHHE JOKYMEHTOB

3anstue 7. @opmupoBaHue 3a7a4 U 3aaHuil. BeimonHeHue 3aianuil. YueT pabouero BpeMeHH.
3ansatue 8. CornacoBaHue T0KyMEHTOB

3anstue 9. Ilouck moxkymeHTOB, 3a1a4, 3aganuii B CO/I.

3anarue 10. @opmMupoBaHHE OTUYETOB U AHAIU3 TAHHBIX MOYJISI.

9.2 MeToan4yeckne peKOMEHIAIUN 10 MOAT0TOBKEe MUCbMEHHBIX (KYPCOBbIX) padoT

Bun camocrosiTensHO paboThI: MOATOTOBKA pedepaTa.

IToaroroska pe(bepaTa MO3BOJEICT 3aKPCIIUTh TCOPCTHUYCCKHUC 3HAHHA 11O AUCHUILIWHEC,
HpHOGpCCTI/I HaBBIKM CaMOCTOATCIBHOT'O er'Iy'6J'ICHHOF 0 U3YUYCHHUA OJHOTO M3 pa3aCiIOB Kypca.
HpI/I HoArOTOBKE pe(bepaTa CTYACHTBI NIOJYHAarOT HABBIKU U YMCHUC pa6OT8.TB C HICTOYHUKAaMH U
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JUTEpaTypoi, aHaIM3UpPOBaTh (HAaKThl M JIAaHHBIC CHELMANBHOM JIUTepaTypbl, H3Jaratb
MIPOYNTAHHOE COBPEMEHHBIM NMPO(ECCHOHAIBHBIM S3BIKOM.

Pedepat nomxen O6b1Th 0hopMIIEH B COOTBETCTBUU C TPEOOBAHUSMU, IPEIBABISIEMBIMU K
MOJITOTOBKE U 0POPMIICHHUIO HAyUHBIX PabOT.

Pedepar Bxirogaer:

- TUTYJIbHBIN JIUCT;

- OIJIaBJICHMUE;

- BBE/ICHHUE;

- OCHOBHYIO 4acTb (TEMaTHUECKUE Pa3eibl);

- 3aKJIIOYCHHE;

- CIINCOK UCIOJIb30BaHHBIX HICTOYHUKOB U JIUTEPATYPBHI.

O6bem pedepata - 15-20 crpanun; Tekcra (nmpu Habope yepe3 1,5 uHTEpBana U pa3mepe
mpudra 13-14). Pedepar numercs Ha 0JHON CTOPOHE CTaHAApTHOrO JucTta Oymaru ¢opmara
A4 (210x197Mm).

Crpanunsl pedepata HyMepyloOTCst apaOCKUMH IIM(PpaMH HA BEpPXHEM II0Jie JIMCTa, 0e3
KaBbIYeK, Je(DUCOB M J[PYrUX 3HAKOB MpenuHaHWs. TUTYIbHBIA JHCT W OIJIaBIIEHUE He
HYMEpYIOT, HO BKJIFOYAIOT B 00IImii 00heM pedepara.

Hay4Ho-cripaBouHBIif anmapar pedepara BKIFOYAET CIUCOK HCTOYHUKOB H TUTEPATYPhI U
MOACTPOYHBbIE CHOCKH. [I0ACTpOUHBIE CHOCKHM HCIIOJB3YIOTCS BO BCEX CIy4asix LIUTUPOBAHUS B
TeKcTe pedepara MPaBOBBIX AKTOB, TOKYMEHTOB, TPOU3BEICHUI aBTOPOB MOHOTpaduil, cTarei,
y4eOHUKOB, Y4YeOHBIX IOCOOWH, a TakkKe MpH IUTHUPOBAHWHM CTAaHIAPTHBIX OIMpPEACICHUN
TepPMUHOB U TOHATHHA. Bce mpuBoammbie B pedepare ¢aktbl, udphl, 1aThl, KOHKPETHHIE
JTAHHBIC TAKXKE JTOKHBI OBITH MOATBEPKICHBI TTOJICTPOUYHBIMU CHOCKAMH.

CHOCKHM HYMEpYIOT B IIpeiesiaX OJHOM CTpaHUIIbl apaOCKUMU TUPPaMH, TEKCT CHOCKH
pa3MemIaroT MoJ MOCIeTHEN CTPOKO TeKCTa

9.3 Unble MaTepHaIbl

MeToauuyecKkue YKa3aHusd NJisd oﬁyqamumxca 0 OCBOCHHIO JUCHHUILIIMHBI

Tpynoemkoct
b
Conep:xkanue
Buna padoTsl CaMOCTOATENT PexoMenaanuu
(nmepeyeHb BONPOCOB) bHOH padoThI
(B yacax)
Pasnen 1. BBenenne. Pa3Butue uH(pOPMALMOHHOI0 0011eCTBA.
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IloaroroBka k

OO011ee noHITHE

N3yuuTs MaTepHabl HCTOYHHUKOB:

JICKIUU MH(QOPMALHIH.
JlokyMeHTHpOBaHHas
HH(OPMALHS KaK pecype Jlapug M.B.  HudopmanmonHoe
YIIPABIICHHS. obecrieueHue yIpaBIECHUSA: VYueb.
3aKOHOIATENBCTRO, nocobue. M.: PITYVY, 2018. 279 c.
PEryaupyoLIee BOIPOCHI
yrpaBiieHHs HHPOpMaLen
U TOKyMEHTauen

Hroro 18

Pa3nes 2. Posib nHpOopManuy B ynpaBieHUH

ITogroroBka x | ba3oseie MIOHATHSA N3yuuTs MaTepHabl HCTOYHUKOB:

JEKIUU WHQOPMAIIH: JaHHEIE,
CBE/ICHUS, 3HaHMUA.
MH(OPMALHOHHEIH Jlapyug M.B.  HudopmanmonHoe
nporece. obecrieueHue YIPAaBICHUS: VYue0.
WHpOopMAaIoHHast mocoome. M.: PITY, 2018. 279 c.
cucrema. Pons

Jlapun, M.B., Prickos, O.1.
HHPOpMaIIH B
T — OJNeKTPOHHbIE JOKYMEHTHI B YIPABICHHUH.
Crict eMaTm;lun;{ Hayuno-meTos. moco6ue, 2-u3IaHue,
nononaeHHoe. BHUMJIA. M., 2008. —

HHPOpMaIIH B 208 o.-
AAMUHUCTPAaTHBHOM €
YIpaBJICHAN. CoiicTBa KOHCIEKTEE NeKyui
nH()OPMAIIHH.
OTnUuuTENBHBIE CBOMCTBA
JOKYMEHTHPOBAaHHON
nHGOPMAITHH.

Hroro 18

Paznen 3. UndopmannonHasi MHHQpacTpPyKTypa OpraHu3anuu

[oaroroBka k | Buapl  opraHu3alMOHHBIX UzyunTh MaTepHuajbl HICTOYHUKOB!
IIPAaKTUYECKOM | CTPYKTYP yIpaBieHHUS.
Y 3aHSATHIO BHYTpeHHSII ¥ BHEIIHSS
cpena OpraHM3aIHN. Jlapug M.B.  HudopmanmonHoe
WHpopMarionHHas  cpeza obecrnieueHme YIpaBICHUS: VYue0.
OpraHM3aLHH. mocobme. M.: PITYVY, 2018. 279 c.
Wudopmanmonnas .
KoncrnekTs! nekiuii
UH)pacTpyKTypa, ee
KOMITOHEHTBHI.
Hroro 18

Pa3znen 4. DjaeKTPOHHBIE TOKYMEHTHI

IloaroroBka x
JICKIIUU

[Tonarue 3JIEKTPOHHOT O
JIOKyMEHTa. Hocurenu
HH()OPMAIIHH.

DIIeKTpOHHAS TOJIITHCH.

N3yuuTs MaTepHabl HCTOYHUKOB:

Jlapup  M.B.
obecrieueHue yIpaBIICHAS
nocobue. M.: PITYVY, 2018. 279 c.

Wudopmanmonnoe
VYueb.

WWwWw.cnews.ru/
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KoncnekTs! geximii

Utoro

16

Pazgen 5. JBosronust HHGPOPMALUOHHOTO 00ecTeYeHns yIp

aABJICHUSA

IToaroroska x

Pa3Butue cucrem

N3yuuThs MaTepHanbl HCTOYHHUKOB:

JIEKITUH JICJIONPOU3BOJICTRA B
Poccum kak Oa3zuca
MH(OPMAIIHOHHOTO Jlapug M.B.  MudopmanuonHoe
0GeCIIeUeHN S YIIPABICHHS B obecrieueHme YIpaBJICHUS: VY4eO.
COLHUATbHO- nocobue. M.: PITY, 2018. 279 c.
SKOHOMMYECKUX CHCTEMAX. .
www.rusarchives.ru — ApXuBHOe
Opranu3zanys ynpasieHus areHTcTBO PO
JIOKYMEHTaMH B HaJase ..
COBETCKOrO TIEPHONA www.vniidad.ru/ - BHUUJIAL
POCCHICKOM HCTOPHH. (Bcepoccuiickuit HayHO-
Cosnanne BHUMIAJL HCCIIEIOBATEBCKUIA HHCTUTYT
Toaroroska ETCJL u ' JIOKYMEHTOBEIECHHUS M apXUBHOTO JIej1a)
EFCAOY, VCA. KoncnekTsl nexmuit
Hauano aBromatusanun
Hroro 20
Pa3nen 6. ABTOMaTH3aIUsI yNIPaBJIeHHS TOKYMEHTHPOBAHHOH HH(popManneii.
IMoarororka k | CoBpeMEHHBII PBIHOK N3yuuTh MaTeprasbl HICTOYHUKOB:
npaktuueckom | ACHOYVY. Amnanus
Y 3aHATHUIO TEHJCHIUI pa3BUTHL https://www.eos.ru/
ACJIOY. http://www.docsvision.com/
http://www.paydox.ru/
PaspaboTunku ACJIOY. http://directum.ru
Knaccuduramms ACJOY. http://v8.1c.ru/doc8/
https://www.tezis-doc.ru/features
http://ecm.blogic20.ru/logikaeccm/
docflow-solutions
KoncnekTs! Jeximii
WWW.Cnews.ru/
Hroro 16

Paznen 7. Knac

B MH(OpMannoHHOM o0ecniedeHUH YNPaBJIeHHUA

cH(pUKATOPBI TEXHMKO-IKOHOMHYECKOH M COMANBbHOI MH(pOpPMANMK H CTAHAAPTHI

IloaroroBka k
JIEKIIUHA

Ilenn u 3agaun
YHU(UKAIIMH JOKYMEHTOB.
Hanpasnenwst, npuHIUTIBL 1
Mmetoabl yaupukanun Y C.
Knaccudukaropsl TeXHHKO-
SKOHOMHUYECKOH 1
couuansHON HH(pOpPMAaIIUH.

I/I3y‘-II/ITL Marepuajibl ICTOYHHUKOB:

www.rusarchives.ru — ApxuBHoe
are’rcrso PO

www.vniidad.ru/ - BHUWUJIA
(Bcepoccuiickuit HayqHO-
HCCIIE0BATEIbCKUI HHCTHTYT
JOKYMEHTOBEJICHHS 1 apXHBHOTO JIeJ1a)

KoHcnekTs! ekmmii



http://www.vniidad.ru/news1/example.php
http://www.rusarchives.ru/
http://cnews.ru/
http://www.vniidad.ru/news1/example.php
http://www.rusarchives.ru/

28

Hroro

20

Pa3nen 8. DiaeKTpoHHOE MPABUTEILCTBO

IToxroroBka k
JIEKIUU

Konueniust 31eKTpOHHOTO
MPaBUTEIHCTBA B
COBpPEMEHHOM  OOIIECTBE.
CocraBHbIE JacTH
AJIIEKTPOHHOTO
MIPaBUTEIHCTBA:
OpraHu3anus
rOCyJIapCTBEHHOTO
yIOpaBiIeHHUsT Ha
ANEKTPOHHBIX CPEencTB
00paboTKM, mepemaun |
pacIpocTpaHeHHs
UHQOPMAIHH;
nH()OPMAITIOHHEIE
TEXHOJIOTHNN B
rOCy1apCTBEHHOM
YIpaBICHHH;
TEXHOJIOT UM,
WHQOPMAIOHHOE
B3aMIMOJICHICTBHE  OpPTaHOB
TOCY/IapCTBEHHOW BIIACTH H
oOmiecTBa c
HUCIIOJIb30BAHUEM
HH()OPMAITHOHHO-
TEJIeKOMMYHHUKAITHOHHBIX
TEXHOJIOTUW; BJIEKTPOHHBIN
ousnec,
ABTOMATU3UPOBAHHEBIC
TOCY/IaPCTBEHHBIE CITYKOBI.

OCHOBC

CCTCBBIC

W3yunth MaTepuabl HICTOYHUKOB!

www.rusarchives.ru — ApxuBHOe

areaTcTBo PO

www.vniidad.ru/ - BHUM A
(Bcepoccuiickuii HayqHO-
UCCIIEI0BATEIbCKUI HHCTUTYT
JIOKYMEHTOBE/IEHUS U apXUBHOTO JIeTIa)

KoHcrekTs! neximii

Hroro

20

Paznen 9. UndopmanuoHHbIH MEHEIKMEHT

IToarorosxka x
MPAKTUYCCKOM
Y 3aHSITHIO

Oo61eTeopeTndecKue
ACTICKTHI MOHSATHH
«MEHEDKMEHTY,
«JIOKyMEHTAI[HOHHOE
obecrieueHue yrnpaBieHUs,
«THGOPMAITHOHHBIHA
MEHEKMEHT,
«JIOKYMEHTAI[MOHHBIN
MEHEDKMEHTY,
«HPOPMAITMOHHO-
JIOKYMEHTAIIMOHHBIT
MEHEKMEHT,
«yIpaBJICHHUE
JIOKYMEHTaLUEen.

I/I3y‘{I/ITL Marepuajibl MCTOYHHUKOB:

Jlapun M.B. HndopmarmonHoe
obecrieucHue YIPaBICHUS: Vueo.
nocobue. M.: PITYVY, 2018. 279 c.

KoHCIIEKTRI TEKINA.

Utoro

20

Bcero:

146
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