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1. [losicHuTEILHAA 3aIUCKA

1.1. Ileab u 3axa4u AU CHUNINHBI

Llenb MUCHMIUIMHBI: TOJATOTOBUTH BBIMYCKHHKA, OOJAJAIOIIEro JOCTaTOYHBIM U
HEOOXOJUMBIM YPOBHEM TEOPETHYECKHX 3HAHWW W HABBIKOB HMX MPUMEHEHHUS B PEUICHUU
MPaKTUYECKUX 3a/1a4 paboThl ¢ UHPOPMALMOHHBIMU TeXHOJoruaAMHU B JJOVY.

3anauu:

- M3y4YEHHE OCHOBHBIX MOHATHH, MCHOJb3YEMBIX B MpOLECCe MPUMEHEHUS HMH()OPMAIIMOHHBIX
texHonoruii B JIOVY;
- U3y4EHHUE UCTOPHH MPUMEHEHHs HHPOPMALMOHHBIX TexHonorui B JI0VY;
- U3y4YeHHe HOPMATHBHO-IPABOBBIX OCHOB IIPUMEHEHUsI HPOPMAIMOHHBIX TexHonorui B JI0VY;
- U3Y4YECHHE TEXHHYECKOTO M MPUKIAJHOTO MPOrPaMMHOI0 OOECIEeUYeHMs, UCTOIb3YEeMBbIX MPH
OpraHM3aliK 3JIEKTPOHHOTO JOKYMEHT0000pOoTa, MH(POPMALIMOHHOM O0ECIIeUeHNH YIIPaBIIEHUS,
OpraHM3alMM XpaHEHUs JOKYMEHTOB Ha TPAIULUOHHBIX U 3JIEKTPOHHBIX HOCUTENISX;
- U3y4YeHHe MPUHIUIIOB BHIOOpPA M OpPraHu3alliy BHEJPEHUS U UCIOJIb30BAaHUS TEXHUYECKOTO U

IPOTPaMMHOT0 0OecreueHus;
- U3y4yeHne HH(POPMAIIMOHHBIX CUCTEM U OCHOBHBIX MH(POPMAIIMOHHBIX pecypcoB B JIOY;
- U3y4YeHHE U aHalu3 CPEeACTB 3alUThl HHpOpMAMKM B HH(YOPMAIIMOHHBIX CHUCTEMax,

ucrnonb3yemsix B JI0Y.

1.2. IlepeyeHb IVIAHUPYEMBbIX Pe3yJabTATOB 00y4YeHUs MO AUCHUILUINHE, COOTHECEHHBIX C
HHAUKATOPAMM JOCTHKEHHUS KOMIIETeHIUI

0a3oBbIC 3HAaHUSA B
obsactu
UHPOPMALMOHHO-
KOMMYHHKAIIHOHHBIX
TEXHOJIOTHH B cepe
CBOE
npodeccrnoHaIbHOM
JeSITeIbHOCTH

KOMMYHUKAIIUOHHBIX TEXHOJIOT UM
B chepe JOKYMEHTAIIHOHHOTO
oOecrniedeHyst ynpaBieHus 1
apXMBHOTO JieNa

Komnerennuu WNHukaTopel KOMIIETEHIIUI PesynbraThl 00yueHus
OIIK-4. Cmnocoben | OIIK- 4.3. O0nanaeT HaBbIKAMU 3HaTh: MHPOPMAITMOHHBIE
UCIIOJIb30BaTh UCIIOJIb30BaHUS MHQOPMAIIMOHHO- | CUCTEMBI, HCII0JIb3YEMBIC B

JOKYMEHTAI[MOHHOM
o0ecrieueHNN yIpaBIeHUs U
apXHBHOM JIeJIe

YMeTh: HCHOIb30BaTh
MH(POPMALIMOHHO-
KOMMYHUKAIIHOHHBIE
TEXHOJIOTUH C LIENbIO
OpraHHU3aLUH
JOKYMEHTAIHOHHOTO
o0ecrieueHHs YIpaBIeHUs U
apXUBHOTO XPAaHEHUS
JTOKyMEHTOB

Brnaners: HaBbIKaMu BEIOOpA
ONITHMAJIbHBIX HHPOPMAIIMOHHO-
KOMMYHHUKAIIHOHHBIX PEIICHHUNA
IPY BBITIOJIHEHUU paboT 1o
JOKYMEHTAITUOHHOMY
00€eCICUCHHIO YIIPaBICHUS U
apXMBHOMY JIETY
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1.3 MecTo AMCHMINIMHBI B CTPYKTYpe OCHOBHOI 00pa30BaTe/IbHOI IPOrpaMMBbl

Huctummuaa «MapopManonnsie TexHomorud B JJOY» OTHOCHTCS K 00s13aTeIbHBIM
OUCHUIUTMHAM Y4eOHOro IlaHa TMOATOTOBKH CTYJEHTOB [0 HAMpaBICHUIO TOATOTOBKHU
«JlOKyMEHTOBEICHUE U apPXUBOBEICHUE.

Jns  ocBOeHHs] JAMCUUIUIMHBI ~ HEOOXOMUMBI  3HAHHS, YMEHUS W  BIAJCHUA,
c(OpPMUPOBAHHBIC B XOJI¢ W3YYCHHUS CICAYIOIMUX MUCIUIUIMH W TPOXOXKICHUS TPAKTUK:
«MHpOpMAIIIOHHBIE TEXHOTOTHI.

B pesynpTaTe OCBOCHUS TUCHHUILIUHBI (DOPMUPYIOTCS 3HAHUS, YMEHUS W BIIAJICHUS,
HEOOXOMUMBIE [UIsl M3y4YeHHUs CJIEAYIOUIMX JUCHUIUIMH W TMPOXOXKICHHUS  MPAKTUK:
«MHpOpMAIIMOHHBIC TEXHOJIOTHMH B apXUBHOM jenie», «CHCTeMBl XpaHCHHS JJICKTPOHHBIX
JIOKYMEHTOBY.
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2. CTpyKTYypa AUCHHUILINHBI
Obmas Tpya0EMKOCTh TUCIUTUTHHBI cOCTaBiseT 3 3.e., 108 akameMudecKkux 4acos.

CTpyKTypa IMCUMIJIMHBI /51 04HOH (popMbl 00yUeHust

O0beM AUCHUIUTHHBI B (pOpMe KOHTAKTHOW PabOThI OOYYArOMIMXCSl C TEeAarorudecKuMu
paboTHUKaMU U (WJIH) JTUIAMU, TPUBIEKAEMbIMH K peau3alii 00pa30BaTeIbHONU MPOTrpaMMBbl
Ha MHBIX YCIIOBUSX, PU MPOBEJACHUN YUCOHBIX 3aHATHIMA:

Cemect | Tum y4eOHBIX 3aHATHIA KonnuectBo
P 4acoB
3 Jlekun 24
3 JlaboparopHbie pabOTHI 36
Bcero: 60

OO6beM AUCHUILTUHBL B (HOpPME CaMOCTOSATENbHON PaOOTHI 00YYAIOIIMXCS COCTABIsET 48
aKaJIEeMUIECKHX YacCOB.
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3. Coaepsxkanue U CHUNITTHHBI
Pasznen 1. BBenenue

[Ipeamer, nenp u 3amaum Kypca. McrouHmku wm smreparypa mo Kypcy. PasButue
MHPOPMALMOHHBIX TexHonoruit B JIOVY.

OcHoBHBIE TepMHUHBI W ompenencHuss B obmactm UT B JIOVY; aBromaTuzamus u
uHpopmaruzanus, uHpopmanuonnsle texHosnoruu (MT), undopmarmonnsie cuctemsl (MC),
KOpIOpaTUBHbIE HUH(POPMAIIMOHHBIE CUCTEMBI, aBTOMaTu3upoBaHHble cuctemsl JJOY (ACLOY),
CHCTEMBI 3JIEKTPOHHOTO J0KyMeHTooOopoTa (COJl) 3/meKTpOHHBIE JOKYMEHTHI, 3JIEKTPOHHBIH
TOKyMeHTO0000poT U ap. ComocTaBlieHHE MEXIyHApPOJHONW W OTEUYECTBEHHOW MPOGUIBLHOMN
TEPMHHOJIOTHH.

Ponb Kypca B coBepIlIeHCTBOBAaHMHM OpraHu3aluu padoThl C TOKYMEHTaMU B yIpaBICHUH,
CO3JITaHMH ONITUMAJIBHBIX YCIIOBHM paboThI Ci1yk0 JOKYMEHTAIIMOHHOTO 00eCIIeYeHusl.

3nauenue nHGopmaruzanuu JOY u apxuBHOro Jena Ha coBpeMeHHOM 3T1are. OCHOBHbIE
MH(POPMAaLIMOHHBIE TEXHOJIOTUH, puMeHseMble B JIOY u apxuBHoM gaene. HHpopmanroHHbIe
CBOMCTBAa JOKYMEHTOB. 3aKOHOMEPHOCTH pOCTa, CTapeHHs M pPACCESIHUS JOKYMEHTHOU H
HpopManuu.  ABTOMAaTU3MPOBAaHHBbIE  HWH(MOPMAIIMOHHO-TIOUCKOBBIE  CHUCTEMBI U HX
knaccudukamus. OtpaciieBas CcHUCTeMa HAyYHO-TEXHHUECKOW wWHGOpManuu B 00JacTu
JOKYMEHTOBE/IEHUS U apXUBHOTO Jiena. [lepcniekTuBHble HanpasiaeHus npuMenenus UT B JIOVY.

Pasznea 2. Uctopus apromatuzauuu J0Y

OcHoBHbIE ATanbl aBToMaTH3anuu JJOY.

Ortanbl  BHEAPEHHS  aBTOMATHU3MPOBAHHBIX  TEXHOJOTMH  00pabOTKM,  co3/1aHus,
WCIIOJIb30BAaHNUS W XPaHEHUs [TOKYMEHTOB. OBOJIIOLWSA 3THUX TEXHOJIOTMH M HUX BIMSHHUE Ha
MPOLIECCHl JIOKYMEHTHpOBaHUSA. M3ydeHne OCOOCHHOCTEW U 3aKOHOMEPHOCTEH paboThl ¢
JOKYMEHTaMH, 3a(UKCUPOBAHHBIMU Ha HOBBIX HOCHUTENSX HHGOpManuu (MalIlMHOYMTAaEeMble
JOKYMEHTBI, 2JIEKTPOHHBIE IOKYMEHTBHI).

Coznmanne o0IIeToCy1apCTBEHHONW CHCTEMBl cOopa U 00pabOoTKU MH(pOpMAIUK ISl ydeTa,
IUIAaHUPOBAaHWsI U yINpaBieHHs HapoiHbsIM XxoszdaiictBoM (OI'AC), aBTOMaTM3MpOBaHHBIX
orpacineBbix cucteMm ympasieHus (ACY). TunoBas cuctema JOKYMEHTAIIMOHHOTO OOECTICUCHHUS
ynpasienus (TCO). Co3nanue aBTOMaTU3UPOBAHHBIX HH(OPMAIIMOHHO-TIOUCKOBBIX CUCTEM TIO
YYETHOM W CTaTUCTHUYECKOM JOKyMEHTallW{, aBTOMAaTU3UPOBAHHBIX CHUCTEM KOHTPOJIS
ucnonnenus nokymeHToB (ACKHN/). Hudposas sxonomuka B Poccuiickoii @eneparui.

Pasznen 3. TpeOoBaHusi HOPMATHMBHO-NPABOBBIX MW  HOPMATHBHO-METOIMYECKHX
JOKYMEHTOB, PerjiaMeHTHPYIOIIUX UCII0/Ib30BaHue HHPOPMANMOHHBIX TexXHoJ0orHil B JIOY

MexyHapoaHbIe MPaBOBbIC aKThl. 3aKOHOJATENIbHbIE M TOA3aKOHHBIE akThl PO.
[TocranoBnenuss u pacnopsbkenus IlpaBurenbctBa P®, ¢enepanbHble W peruvoHalbHBIE
IpOrpaMMbl, CTpaTeruu M KoHuenuuu. Crparerus pa3BUTHs MHPOPMALMOHHOIO OOIIECTBA B
Poccuiickoit ®denepanmu. Harnuonanenas mnporpamma «lludposas skonommka Poccuiickoit
Oenepauyn». HopmaTnBHO-METOAMYECKHE AOKYMEHTBI, MEKIYHApOIHBIE W HALMOHAJIBHBIC
CTaHIApTHI B 00JIaCTH HHPOPMALIUU U JOKYMEHTAIIUH.

Paznen 4. OcHoBHble 00beKTHI M NpUHOHMNBLI aBToMaTH3auuu JOY m opranumsanum
3J1eKTPOHHOI0 I0KYMEHT0000poTA.

Ilenu u 3amauu, CTOSIIME MPH UCIOJB30BAaHUU MH(POpMaAIMOHHBIX TexHoyoruil B JJOVY.
Tunoseie 3amaun aBromatuzauuu JIOVY: co3ganue, nepegada, XpaHEHHE, MOHCK, KOHTPOJIb
HCTIOJIHEHUS] JOKYMEHTOB.

OcHoBHbIe HTHPOPMAITMOHHEIE TEXHOJIOTUH, HCTIONb3yeMble B JIOY U ux knaccudukausi.
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TexHosornu: BKIIIOUEHUS JOKYMEHTOB B CUCTEMY YIIPABJIEHUS JOKYMEHTaMHU M PETHCTpalVH B
Hel; ynpaBlieHUS JOKYMEHTaMH B CHCTeME (pacHpelesIeHHOTO YNpaBiICHHUS IOKYMEHTaMH);
JO0CTyTa, TIONCKA ¥ HCIIOJIb30BAHUS JOKYMEHTOB B CHUCTEME M KOHTPOJISI 32 UX UCIIOJHEHHEM;
XpaHEeHUS! M YHUYTOXKEHHUS JOKYMEHTOB. TEXHOJOrMM TIOTOKOBOTO CKAaHHPOBAHUS U
Pa3MHOXXEHHUS JOKYMEHTOB U T.II.

[TonsiTue <«ANEKTPOHHBIM JOKYMEHT». (OCHOBHBIE BH[bI AJIEKTPOHHBIX JOKYMEHTOB.
DNEeKTpOHHAs MOIIHUCH.

Bunet  uHpopmanuu, conepkamieiics B 3JIE€KTPOHHOM  JOKYMEHTE: TEKCTOBas,
rpaduyeckas, TabJM4yHas U T.11.

[ToHsiTHE «3NEKTPOHHBIN JOKYMEHTOOOOPOT», €r0 BO3MOKHOCTH U IYTH HCIOJIb30BaHUS.

OCHOBBI IOPUIMYECKH 3HAYUMOIO 3JIEKTPOHHOrO JOKyMeHTooOopoTa. HopmaTuBHO-
MpaBOBOE OOECIIeYeHNE TTPOIIECCOB UCTIONB30BaHNUS HHPOPMAITMOHHBIX TexHooruil B JIOY.

OcHoBHbIe BHIBI (opmaroB, ucrnonb3dyemble B JIOY. ®opmarel mnpeicTaBiIeHUS U
XpaHEHUs! AJIEKTPOHHBIX TOKYMEHTOB. OTKpbIThIe (hopmathl. [lepCreKTUBBI HCIIONIb30BAHUS
OTKPBITBIX (popMaToB M cBOOOAHOrO mnporpammuoro obecneuenuss (CIIO) B Poccum u 3a
pyOexoM. HopMmaTuBHO-IpaBOBbIE M METOAMYECKHE JIOKYMEHTBHI, pPETIaMEHTUPYIOLIUe
nporiecchl ucnoib3oBanus CI1O u oTkpeITEIX popmaroB B Poccun.

[TpuHuunel U 3Tambl  pa3pabOTKM U BHEApPEHHs HH(OPMALMOHHBIX CHUCTEM B
JesTeNbHOCTh OpraHM3aluu. 3anaun, GYHKIUU U CTpyKTypa uH(popmarmonHoi cuctemsl (MC)
opranmzanuu. TepmuHonorus, ucnonab3dyemas B MC. IIpoekTHble pemeHus COBPEMEHHBIX
uHpopManoHHbIX cucteM B obaactu JIOY. OTKpbIThIe HH(OPMAIIMOHHBIE CUCTEMBI, KPUTEPUU
UX OLEHKHU.

Paznen 5. Peanuzanus 3aga4g JIOY ¢ nomombio MS Office

[TpuHLIMIIBI TOCTPOEHUS M (PYHKIIMOHUPOBAaHUS OPUCHBIX CHCTEM B cpele makera MS
Office. [lonroroBka, perucrpanus, 00paboTka 1 XpaHEHHE TOKYMEHTOB CpeJCTBaMu naketa MS
Office.

[lonsTue perucrpanuonHas kaprouka gokyMeHTa B ACY /[, Ha3HaueHUE U BO3MOKHOCTH
ucnoyp30BaHus. Vcnonbp3zoBaHue KiaccupuKaTop U pyopukatopoB Juist co3aanus bJl ydyerHoro
THUTIA.

Peanuzanms 3amaun koHTpons ucnondHeHUss B cpeae makera MS Office. Ctpykrypa
CTaHJAPTHBIX 3alPOCOB JIsI PELICHMs 3a/1a4 KOHTPOJISA 32 UCIOJHEHUEM JTOKyMEHTOB. IIpumMepsl
uHTEep(PENcoB.

[onsatus «otueToB», «hopm» u «madbmoHoB» B cucteme MS Office. Mcnonb3oBanue
111a0JIOHOB M 3JIEMEHTOB aBTOTEKCTA.

JlonosHUTENbHBIE BO3MOXKHOCTH paboThl ¢ opucHeiMU nporpammamu Word u Excel B
MS Oftice:

- Co3nanue naHesnel HHCTPYMEHTOB U KHOTIOK.

- ABTOMaTH3a1Ms BHIMOJIHEHUS 3a/1a4 C TOMOILIBI0 MakpocoB. CriocoObl CO3aHNSI MAKPOCOB.
- ABTOMaTH4Y€ECKOE CO3/IaHNE OTJIABJICHUS U II10CCApHUsL.

- Pabora ¢ ¢hopmamu u Tabauramu.

[lonste «KOMIIO3MIIMOHHBIN 3JIEKTPOHHBIM JOKYMEHT» W HNPHUHLMIBI €r0 CO3IAHMS.
KomOunupoBanue pazHOBUAHOCTEH (TEKCTOBOW, rpaduueckod, TaOIM4YHOM) HMHPOpMAIUHU B
JOKYMEHTE.

Poccuiickue ananoru MS Office.

Pa3pnen 6. ba3bl 1aHHBIX B MFHPOPMALIMOHHOM O0ecle4YeHNH YIIPABJICHHS.

[Tonsitue 6a3b1 manHbIX. CTpyKTypa 06a3bl naHHbIX. [loHsTHE MabioHa 6a3bl JaHHBIX. THIIBI
nosnieit ¥ nanHbIX. TexHomorust 00pabOTKU NaHHBIX. MOJenu MoCTpoeHus Oa3bl JaHHBIX.
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Kopropatusnsie 6a3bl gaHHbIX. [loHsTHe KopmopatuBHON BJ] m xopmopartusnoit MC.
Tpebosanus k koprnopatuBHoil B[ 1 UC. OcoGeHHOCTH TEXHOJIOTUN «KIHEHT-CEPBEPY.

OcHoBHble cBoiicTBa 0a3bl qaHHBIX Lotus Notes u MS Access. Apxutektypa Lotus Notes.
Monenu koMMyHHKalMi, nogaepxuBaemMbeix Lotus Notes. OCHOBHBIE CBEIEHHS O CTPYKTYype
nporpaMMmHoro ooOecrneueHus. OxoHHbI uHTepdelic Lotus Notes, OCHOBHbBIE 3JIEMEHTBHI.
BapuanTtsr moctpoenus uHTEep(deiica momp3oBatens. Mcnonb3oBanue MS Access mpu penieHun
3agaqd JJOVY.

Cuctembr ympaBnenus ©6azamu  naHHbiXx  (CYBJl). IIpodeccuonansuasie CYB/I.
[Tepconansupie CYBJl. OnaHOMoOIb30BaTENbCKME M MHOTOIOJIB30BATENLCKUE 0a3bl JaHHBIX.
[TocnenoBarenbHbIl M MapajuIeNbHBI AocTym. lleHTpanu3oBaHHbIE U paclpelieleHHble 0a3bl
JAHHBIX.

Hcnons3oBanne b/l B opranax rocyjapCTBEHHOM BJIACTH U yIIPABJICHMUS.

Pa3znen 7. TpeGoBaHusi K QyHKIHOHAJBLHOMY H aNNAPATHO-TIPOTPAMMHOMY o0ecleyeHH 0
aBTOMaTH3HPOBaHHBIX cucteM 10Y

[Mpusnaku knaccudukanuu UHPOPMALMOHHBIX CHCTEM: YPOBEHb MHTErpalliM JaHHBIX B
pamKax MpeanpusaTHs, OTPaciu; MHOrO(QYHKIHOHAIBHOCTh, BO3MOKHOCTH MacIITaOUpOBaHUS
CHCTEMBI, OXBaT pPAa3JIMYHbIX CHCTEM JIOKyMEHTAalluW, pa3pabOTYMK, OTHOIIEHHE K
oteyecTBeHHbIM cTanaapTam J10Y, MynbTuopMaTHOCTh U OTKPBITOCTH (hopMara.

Cuctembl  ympaBieHHs —JIOKyMeHTooOopoTroMm. KopmopaTuBHble HH()OPMaLMOHHBIE
cuctembl. Buast u pasHosunnoctu AC JIOY. Kputepuun Bbibopa komnanuu-paspadorunka AC
JOVY. Kpurepuu Boioopa AC JIOY u MHBIX NPOrpaMMHBIX MPOJYKTOB NPUMEHUTEIBHO K
3ajayaM opranuzanuu. Pa3paOoTka TexHuuyeckoro 3ajnaHus. [IpyHIMIBI MPOEKTUPOBAHUS U
stansl BHeApeHus AC JIOY B nestenbHOCTh oprann3annu. Kpyr pemaemsix 3aiay.

ITpumeps! coBpeMeHHbIX oTedecTBeHHbIX AC JIOY.

Crienmanu3upoBaHHble  MH(GOPMAIMOHHBIE CHUCTEMBI: KaJpOBble, OyXraJiTepckue,
CTaTUCTUYECKHE U Ip. BO3aMOKHOCTH TUIIOBOM KOH(PUTYypalluu MPOTrpaMMHBIX TPOTYKTOB.

CripaBo4HO-TIpaBOBbIe MH(OPMAIMOHHBIE cUCTeMbl. OCHOBHbIE NMPHHLUIBI TOCTPOSHUS U
nosb3oBaHud. CripaBouHoO-IIpaBoBble cucteMbl «KoncynbranT-Ilmrocy, «['apant», «Kompeko».
«upopmamoHHO# cripaBoyHOi cuctembl apxuBHoit otpaciu (MCCAO)».

Pa3pnen 8. UnTepHeT-TeXHOJI0rUN U MHGOPMAIMOHHBIE PecypPChl, Hcnoyb3yeMblie B IOY

[lonatue «uH(MOPMAIMOHHBIA pecypc». BHyTpeHHME U BHEIIHWE, JIOKalbHBIE U
robanbpHbIe HHPOpMaMOHHBIE pecypcebl. MHbpacTpykTypa HHGOPMAITMOHHON AeSATETLHOCTH.

[Monstne wundopmarmonHoit ceru. [mobanpHble BbUHcAUTENbHBIE ceTd (WAN) u
JOKaJabHBIC BeruncauTenbHbie cetn (LAN).

WNurtepuer. HaBuratopsl u nouckoBuku (Yahoo, Yandex, Rambler wu ap.) Cucrema
anpecos cetd. OcobenHocTH noucka nuopmanuu B MuTepHer. [IpocThie U cloKHBIE 3alIPOCHI.
Pecypcol MuaTepHeT 11 cnenuanuctoB chepst JJOY.

Hcnons3oBanue Bo3MoxHOcTell MHTepHeT misi oOMeHa uH(poOpManuel, opraHU3aluu
KOH(epeHIH, T0COK 00bsiBIeHUH, cTpanuy WWW u T.11.

JlokanpHOe M yJalleHHOE COEIMHEHHE KOMIBIOTEpoB (pabouux wmecT). Moaemsl,
NPUHIUIBL pabOThl U BO3MOXKHOCTH. CpeacTBa OpraHM3alliil BHYTPEHHUX W BHEIIHUX CETeH
oOMeHa nH(pOpMaIMe B OPraHU3aIUH.

Texnonorus Murepuer - UnTpaner. OCHOBHbIE MOHATHS U METOAMKA pabOTHI B CETH.

OnektpoHHass moyTa. OcHOBHbIE (YHKIMU M KOMIIOHEHTHI. FOpuaumdeckue acreKThl
ucnonb3oBanus. [loutoBbie nporpammsl Web-caiiTbl 1 METOIMKA UX MTPOSKTHPOBAHUS.

Pa3nen 9. YnpaBiaenue 10cTynom K J10KyMeHTHPOBAHHON HH(OPMAaLMH.
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J0cTyna K UH(POPMaIIMOHHBIM peCypcaM.

Kpurepun 0e30MacHOCTH  3JEKTPOHHOIO JTOKYMEHTOOOOpOTa.
3alUThl JOKYMEHTHpOBaHHOM uH(popManuu. ['pynmel MeTomOB 3alUThl HHQOpPMAIUH B

I/IH(I)OpMaI_II/IOHHBIX CHUCTEMaAxX (aHHapaTHLIC, MMpoOrpaMMHBLIC, OpFaHI/BaHI/IOHHLIG).

Hoctym, mpaBa aocTymna, KOHTPOJIb JOCTyNa W HCIOJb30BaHUE JTOKYMEHTHPOBAHHOU

unpopmanuu B AC JIOV.
MarepuanbHbIe HOCHTENH HHPOPMAIIMU U WX (hrU3NdecKast 3aluTa.

[TpuHIUIBI XpaHEHHUS U YHUUTOXKEHHS TOKYMEHTHPOBAHHOM MH(OpMAINK, BKIIOUYCHHON

B AC JIOV.
4. O0pa3oBaTe/ibHbIE TEXHOJIOTHH
Ne .
'/ Haumenosanue Buowt yueonoi Hugopmayuonnvie u
n pazoena pabomot oopazoeameibHble MEXHON0ZUU
1 2 3 5
1 |BBenenue Jlekmmsa Ne 1 BBognas jeknus ¢ UCIoJIb30BaHUEM
BHJICOMATEPHAJIOB
CaMocTosTenbpHast KoHcynbpTHpOBaH#E 1 MpOBEPKa
pabota JIOMAIIHUX 3aIaHUI TOCPEACTBOM
3JIEKTPOHHOU IMOYTHI
2 |Uctopus Jlexuus Ne 2 Jlexums-Bu3yanu3anus ¢ IpUMEHEHUEM

aBromatusanuu JJOY

CIaliI- MpoeKTopa

JlabopaTtopHnast pabota
No 1

3aHsATUSL B KOMITBIOTEPHOM KJlacce

¢ niomotnsbio MS Office

CamocrosiTenbHas KoHcynbTHpOBaHMEe U IpOBEpKa
pabora JIOMAIIHUX 3a1aHUN IOCPEACTBOM
AJIEKTPOHHOMU ITOYThI
3 |TpeboBanus Jlexmst Ne 3 Jlekuus-Bu3yanusanys ¢ IpUMEHEHUEM
HOPMAaTHUBHO-TIPABOBBIX claili- MPOeKTopa
1 HOPMATHBHO- JlaboparopHas pa®oTa|3aHsATUS B KOMIIBIOTEPHOM Kjlacce
METOAMYECKUX No 2
JOKYMCHTOB, CamocrosiTenbHas KoHcynbTHpOBaHME U IPOBEPKA
PETIIaAMCHTHPYIOIINUX paborta JIOMAIIIHKUX 3aJaHui OCPEICTBOM
HCIIOJIb30BaHNE 3JIEKTPOHHOU MOYTHI
UH(GOPMaIIMOHHBIX
texHojoruii B JIOY
4 |OcHoBHbIe 00BeKTHl U |Jlexuus Ne 4 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM
MIPUHLHUIIBI claili- MPOEeKTOpa
apromatusanuu JIOY n Jlaboparophas paboTa|3aHsATHS B KOMIIBIOTEPHOM Kiiacce
OpraHu3alu No 3
SJICKTPOHHOI'O CamocTosrenbHas KoHcynbTHpOBaHKE U IPOBEPKA
JIOKyMEHTO000pOTa paboTta JIOMAIIHUX 3a1aHUI OCPEACTBOM
AJIEKTPOHHOMU MOYTHI
5 |Peanuzamus 3amau IOV |Jlekius Ne 5 Jlekuus-Bu3yanusanys ¢ HpUMEHEHUEM

CJIalJI- TPOEKTOpa

OCHOBHBIE METOEI




11

" aHaslornyHbIX | JJabopaTtopHas paboTa|3aHsTHS B KOMIIBIOTEPHOM KJ1acce
IIPOrpaMMHBIX Ne 4
IIPOAYKTOB CamocTosTrenbHas KoncynpTupoBanue u npoepka
pabota JIOMAIIIHUX 33JIaHUH TIOCPENCTBOM
AIEKTPOHHOU MOYTHI
ba3bl naHHbIX B Jlexuus Ne 6 Jlexuus-Busyanusanus ¢ IpUMEHEHUEM
MHPOPMALMOHHOM ClaliJI- MpoeKTopa
obOecrieyeHnn JlaGopatopHas paboTa|3aHsATHS B KOMIIBIOTEPHOM KJIacce
yIIpaBICHUSA Ne 5
CamocTosrenbHas KoHncynpTHpoBaHue u nposepka
pabota JIOMAIIIHUX 33JIJaHUH TIOCPEICTBOM
AIEKTPOHHOMW MOYTHI
TpeboBanwus k Jlexus Ne 7 Jlekuus-pu3yanuzanys ¢ IpUMEHEHUEM
IIPOrpaMMHOMY Claii- IPOEKTOpa
o0ecreyeHno JlaGopatopHas paboTa|3aHATHS B KOMIIBIOTEPHOM KJ1acce
aBTOMATU3UPOBAaHHBIX (Ne 6
cucrem JIOY CamocrositesbHast KoHcybTHpOBaHKE U MPOBEPKa
pabota JIOMAIIHUX 33JaHUH TIOCPENCTBOM
AJIEKTPOHHOMU MOYTHI
Nutepuer-texnonorun |Jlekmus Ne 8 Jlekuusa-pu3yanuzanys ¢ HpUMEHEHHEM

U UH(OpMaIMOHHBIE

pecypchl,
ucnoius3zyemsele B I0OY

ClIaliJI- MPOEKTOpa

JlabopaTtopHnast pabota
No 7

3aHsATUSI B KOMITBIOTEPHOM KJlacce

CamocTosrenbHas KoHncynpTupoBaHue u npoepka
pabota JIOMAIIIHUX 33JJaHUH OCPEICTBOM
AIEKTPOHHOW MOYTHI
VYnpasnenue poctynom Jlekuust Ne 9 Jlexuus-Bu3yanusanus ¢ IPUMEHEHUEM

K JOKYMEHTUPOBaHHON
uHpOpMaun

ClaliI- MpoeKTopa

JlaboparopHas pabota
Ne 8

3aHATUSL B KOMIIBIOTEPHOM KJlacce

CaMocTosTeIbHas
pabora

KoHcynpTHpOBaHKE U IPOBEPKA
JIOMAIIHUX 33JJaHUH TIOCPEICTBOM
AIEKTPOHHOMU MOYTHI

JlaGopatopHas paboTa
Ne 9

3aHATHS B KOMITBIOTCPHOM KJIaCCC

CamMocTosTenpHast
pabora

KoHncynpTupoBaHue u npoBepka
JIOMAIIHUX 33JaHUH TIOCPENCTBOM
IEKTPOHHOMU IIOYTHI

B mepuoa BpeMEHHOro MPHUOCTAHOBIEHHS MOCEIICHHS OOYYaroIMMHCS MOMEIIEHUH |
tepputopun PITY. anga opranmzanuu ydeGHOro mpolecca ¢ MPUMEHEHHEM 3IJIEKTPOHHOTO
o0y4yeHHs W JUCTAaHLMOHHBIX OOpa30BaTEIbHBIX TEXHOJOTHH MOTYT OBITh MCIOJIb30BAHbI
cieayronme o0pa3oBaTebHbIE TEXHOIOTHU:

— BUACO-JICKIINH,

- OHJ'I&fIH-J'IGKHI/II/I B PCKUME pCAJIbHOI'0O BpEMEHU

— DJICKTPOHHbIE YUEOHHMKH, yueOHbIe MOCOOMs, HayUHbIe U3/IaHHs B 3JICKTPOHHOM BHJE U
JIOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTEeIbHBIM pecypcam;

— CUCTCMBI IJId 3JICKTPOHHOTO TCCTUPOBAHUAA,
— KOHCYJIbTall1 C UCITIOJIb30BAHHUEM TCICKOMMYHUKAIITUOHHBIX CPEACTB.
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5.0neHKka IIIAaHUPYEMBIX Pe3yJ1bTATOB 00y4eHust

5.1. Cucrema oLleHUBAHU

dopma KOHTPOJIS Makc. KOJIM4ecTBO 0aJlIoB
3a onHy paboTy Bcero

TexyImuii KOHTPOJIb:

- OLIEHKA BBINIOJIHEHUS 3aJaHus 5 GaIoB 35 GaioB
nabopaTopHBIX padoT

- moarotoBka pedepara (temsr 1-9) 25 6amioB 25 GamioB
IIpomexxyTounas aTrectauus 40 6ammoB 40 6ammoB
(3a4er c oIeHKOMH)
Htoro 3a qUCIMIUITHHY 100 6amioB

[lonmyuyeHHbli cOBOKymHBIM pe3ynbTaT (MakcumyMm 100 OanoB) KOHBEpTHUpPYETCS B
TPAJULIMOHHYK0 WIKAJy OI€EHOK W B IIKaJIy OIEHOK EBpOMeickoil cHCTEMBI MHEpeHoca |
HakorieHus kpenutoB (European Credit Transfer System; manee — ECTS) B cooTBeTcTBHU C

TaOJIMLIEN:
100-0ayIpHas mKaga TpaguimoHHas nkajia Ixana ECTS

95 -100 A
304 OTJINYHO B

68 — 82 XOpOIIO 3a4TE€HO C

26— 67 OBJIETBOPHUTEILHO D
5055 A P E
20-49 FX
0-19 HEYIOBJICTBOPHUTEITHLHO He 3aureno F

5.2 . Kpurepuu BbICTaBJICHUS OLIEHKH 110 TUCIUILIHHE

Bamnsl/ Or1eHka 1o
Ixana ECTS | nucuumuinge

Kpurepuu onieHKH pe3ynbTaToB 00yUeHUs 10 JUCLUIIIMHE

100-83/ «OTIINYHO»
A,B

BrictaBnsiercst o0ydaromemycs, €Ciu OH rTyO0KO 1
MIPOYHO YCBOUJI TEOPETUYECKUIN U MPAKTUUCCKUI
MaTepHall, MOKET TIPOJIEMOHCTPUPOBATH ATO HA 3aHATHIX U
B X0/1€ IPOMEKYTOUHOM aTTEeCTalUH.

OO0y4aromuiicsi HICUYEPITBIBAIOIIE U JJOTUIECKUA CTPOMHO
u3naraet yueOHbI MaTepuan, yMeeT yBA3bIBATh TEOPHIO C
MPAaKTUKOH, CIIPABIISIETCS C pEIICHUEM 3a7ad
npodeccuOHaTLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CIIO’KHOCTH, NTPABHIILHO OOOCHOBBIBACT MTPHHSATHIC
pereHus.

CB00OOIHO OpUEHTUPYETCS B YUEOHOH U
npodecCUOHATIBLHOM TUTEpaType.

OrneHka no JUCHUILTAHE BBICTABISIOTCS 00ydaromemMycs ¢
Y4ETOM pEe3yIbTaTOB TEKYIIEW U IPOMEKYTOUHOU
aTTeCTallMU.

Komnierenumu, 3akpeni€éHnble 3a JUCIUIIITMHOM,
c(hopMHUPOBAHBI HA YPOBHE — «BBICOKHINY.
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Bamnel/
[Ixama ECTS

O1eHka 1o
JIUCLIUIUINHE

Kpurepun onieHKH pe3ynbTaToB 00yUeHUs 10 TUCIUILIIMHE

82-68/
C

«XOpOoHIo»

BericraBnsercs o0yuaromemycs, €Ciii OH 3HaeT
TEOPETHUYECKUM U IPAKTUYECKUN MaTEpHUaJl, IPAMOTHO U 110
CYILLECTBY M3JIaraeT €ro Ha 3aHATHAX U B X0
IIPOMEKYTOYHOM aTTECTAlMH, HE IOIIyCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHIE
II0JIO’KEHHUS IIPU PEIICHUN IPAKTUYECKUX 3a7a4
npo¢eCCHOHATBLHON HANPAaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMHU U1 TOI'0 HaBbIKAMU
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npodeCCUOHATBLHOM TUTEpaType.

OreHka o JUCLHUIUIMHE BBICTABIIAIOTCS 00YYarOIEMyCs C
y4E€TOM PE3yJbTATOB TEKYIIEH U IIPOMEKYTOUHON
aTTeCTaLUN.

Komnierenuuu, 3akpeni€éHnble 3a JTUCUUIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOILUI.

67-50/
D.E

«YyIOBJIETBOPU-
TEJIbHO»

BrictaBisiercst o0yyaromemMycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUI MaTepHuall,
JIOTTyCKaeT OT/AENIbHbIE OIIMOKH IPH €T0 U3JI0)KEHUU Ha
3aHATHAX U B XOJI€ IPOMEKYTOUYHOM aTTECTALUH.
OOyuaronuiics UCTIBITHIBACT ONPEICIEHHBIC 3aTPYAHEHUS
B IIPUMEHEHNUN TEOPETUYECKUX MOJIOKEHUM NIPU PELICHUH
MPAKTUYECKUX 3aj1a4 MPO(heCCHOHATLHON HAIIPaBIEHHOCTH
CTaHJIapTHOT'O YPOBHS CJIO)KHOCTH, BJIAJCET
HEOOXOMMBIMH JIJISl 3TOTO Oa30BBIMH HABBIKAMU U
MpUEMAMHU.

JIeMOHCTpHpPYET I0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPATYPHI 110 TUCLHUIUIMHE.

OneHka no JUCHMILIMHE BBICTABISAIOTCS 00ydarolemMycs ¢
Y4ETOM pe3yJIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTeCTalUU.

KomnereHnyu, 3akper€HHble 3a JUCUUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «IOCTATOUHBIN.

49-0/
F,FX

«HCYHOBJICTBOPUTE
JIBHO»

BrictaBnsiercs oOyuaromiemMycs, €Clid OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI U MPAKTUICCKUN
MaTepuall, J10MycKaeT rpyOble OIMOKH IPU €ro
W3JI0KEHUU Ha 3aHATHSX U B X0J1€ IPOMEKYTOUHON
aTTeCTalUN.

OOyJaronmiicst UCTIBITHIBACT CEPhEIHBIC 3aTPYAHEHUS B
IIPUMEHEHNN TEOPETUUECKUX MOJI0KEHUH NIPU PELICHUH
MPAKTUYECKUX 3aj1a4 MPO(heCcCHOHATLHON HAIIPaBIEHHOCTH
CTaHAapTHOT'O YPOBHS CIIOKHOCTH, HE BIIAJIEET
HEOOXOUMBIMU JIJIsl 5TOTO HABBIKAMH M ITPHEMAMH.
JleMoHCTpHpYeT (parMeHTapHble 3HaHUS y4eOHOMH
JIUTEPaTyphI 10 JUCLUILIIMHE.

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOIEMyCs C
Y4ETOM pe3yIbTaTOB TEKYIIEW U MPOMEKYTOYHON
aTTeCTalUU.
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bannsl/ Onenka no Kpurepun onieHKH pe3ynbTaToB 00yUeHUs 10 TUCIUILIIMHE
[Ixana ECTS | gucuumiuge

KomneTeHnuu Ha ypoBHE «JOCTaTOYHBIIN», 3aKPETIIEHHBIE
3a TUCIUILIMHOM, HE CPOPMUPOBAHBL.

5.3. OueHounble cpeAcTBAa (MATEPUAJIBI) I/l TEKYILEr0 KOHTPOJIS YCIIeBaeMOCTH,
NPOMEKYTOUYHOM aTTecTAUM 00y4aIOIIUXCS M0 TUCHUILINHE

IIpumepHbIie TeMbI pedepaToB MO pa3aejamM IUCIUIIIMHbI:

1. HccnenoBanne 0CHOBHBIX OOBEKTOB 1 IPUHIIMIIOB aBTOMATU3AIIMY B YIIPABICHUH.

2. OnexkTpoHHBI oduc. MccaenoBaHne COBpEMEHHBIX HMH(OPMAIMOHHBIX TEXHOJOTHH,
ucnosszyemsix B JJOV.

3. Hcnonb30BaHue aBTOMATHU3UPOBAHHBIX MH(MOPMALMOHHBIX CUCTEM B YIPaBJICHUH.

4. AHanu3 HOPMAaTUBHO-IPABOBBIX aKTOB, PETJIaMEHTHUPYIOIIMUX IMPOLECCH BHEIPEHUS U
UCIOJIb30BaHus MH(OpMaMoHHbIX TexHosoruii B /I0Y.

5. AHanu3 HOPMAaTUBHO-METOJWYECKUX JOKYMEHTOB, PErjJaMEHTHPYIOIMIMX IPOLECCHI
BHEAPEHMSI U MCTI0JIb30BaHMsI HH(OPMAIIMOHHBIX TexHoJoruii B JIOY.

6. HUccnenoBanue GpopMaToB 3IIEKTPOHHBIX JOKYMEHTOB, HCHIOIB3yeMbIX B JJOY.

7. Hcnonb30BaHue OTKPBITHIX (OPMATOB 3JIEKTPOHHBIX JOKYMEHTOB M CBOOOJHOIO
IIpOrpaMMHOT0 obecrnieueHus A pemenus 3agad J10Y.

8. Bengymue xommaHuM-pa3paOOTYMKM HOpOrpaMMHBIX mpoAaykroB it JIOY u ux
pa3paboTKHu.

9. OO630p myOnMKanui OTEYECTBEHHBIX AaBTOPOB IO BOIPOCAM  HCHOJIb30BAHUSA
COBpPEMEHHBIX MH(OpMAIIMOHHBIX TexHooruii B JI0Y.

10. O0630p nyb6auKanuii 3apy0eXHBIX aBTOPOB MO BOIPOCAM HCIOIb30BAHUS COBPEMEHHBIX
MHPOPMALMOHHBIX TexHonorui B JJOVY.

11. HccnenoBaHue  MpPAakTUKM — WUCHOJB30BaHMUSA  COBPEMEHHBIX  HMH(OPMAllMOHHBIX

texnonoruit JIOY 3a pyOexxom (Io cTpaHaMm, BBIOpaHHBIM CTYICHTAaMH) U BO3MOKHOCTH
IpUMEHEeHHUs uX omnbiTa B Poccum.

12. be3bymaskHasi TEXHOJIOTUS TOATOTOBKH JOKYMEHTOB.

13. [lpuanue IOPUANIECKON CHUIIBI JIEKTPOHHBIM JJOKYMEHTaM.

14. Pecypcst UnaTepHeT ams criermanuctoB cdepst JOY.

15. OcHoBHBIE Tanbl pa3BUTHI HHPOPMAIIMOHHBIX TexHOoorui B JIOY.

16. OcHoBHbIe 3a1auy, crosmue nepex ACY /I u nyTu ux pemeHus.

17. AHanu3 coBpeMEHHBIX MH(POPMALMOHHBIX TEXHOJOIUH CO3[aHUs, XpaHEHHUsI U OOHOBIICHHS
JIOKYMEHTOB.

KOHTPOJILH])IQ BOIIPOCHI U 3alaHUSA JAJIsA l'lpOMe)KyTO'lHOﬁ aTTeCTallui 110 M TOramM
OCBOCHHUSA JUCIHHUITIJIMHBI

1.Tloustne «uHDOpMamms» W «wHPOpMaIoHHbIe TexHojorunm» B JIOVY. Knaccudukarms
MH(GOPMAIIMOHHBIX TEXHOJIOTHIA.

2.Ha3naueHue, MeCTO, POJb OCHOBHBIX WMH()OPMAIMOHHBIX TEXHOJOTHH, MPUMEHSIEMBIX B
yIpaBICHHUH.

3.TloHATHS «PNEKTPOHHBIA TOKYMEHT» U «3JEKTPOHHBINA JJOKYMEHTOOOOPOTY.

4.3akoHo/aTenbHas 0aza, perJaMeHTHUPYIOIas MPOLECChl MPUMEHEHHs] HHPOPMAIIMOHHBIX
texHojoruii B J1I0Y.

5.HopmartuBHO-ipaBoBas 0a3za, pernaMeHTHPYOIIast MIPOLIECCHI MIPUMEHEHUS
MHPOPMAMOHHBIX TexHonorui B JJOVY.
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6. HOpMaTI/IBHO-MCTOI[I/I‘-IeCKaH 68.38., pPerilaMCHTUPYIOIIasd IMpONHCCChI NPUMCHCHUA

nH(pOpMalMOHHBIX TexHojorui B JIOVY.

7.OcHOBHBIE 3Tanbl ¥ YpoBHM aBToMaTu3anuu JOVY.
8. OcHOBHBIEC 0OBEKTHI U MPUHITUIIEI aBToMaTH3auu JJOY.
9.llenu u 3agaun aBToMaTuzanuu JOVY.

10.

1.
12.
13.

14.
15.
16.
17.
18.
19.
20.
21.
22.

23.

24.

25.

26.

27.

28.

OcHoBHbIE ~ MH(POpPMAIMOHHBIE  TEXHOJOTWH,  HCIOJNb3yeMble B  pabore ¢
MH(POPMALIMOHHBIMH PECypcaMH OpraHHU3aLNH.

OcHoBHbIE (popMaThI AIEKTPOHHBIX JOKYMEHTOB, HcTonb3yeMble B JJOVY.

@dopmaTbl XpaHEHUS! DJIEKTPOHHBIX JOKYMEHTOB.

OtkpbiThie hopmatsl D/ U cBOOOAHOE HporpaMMHOE ObOecriedeHHe, UX 3HaueHue s
HOYV.

OcHOBHBIE 3Tallbl pa3BUTHA HH()OPMALIMOHHBIX TexHoJorui B JIOY.

OcHoBHbIE MH(POPMAITMOHHBIE TEXHOJIOTHHU, UCIIONIb3YyEeMbIe TIPH paboTe ¢ IOKYMEHTaMHU.
TexHoIOrNM CO3/1aHUsI TOKYMEHTOB.

TexHosornn ckaHupoBaHus JOKYMeHTOB B JIOVY.

[IpruMeHeHne TEXHOIOTMH ITPUXKOAUPOBAHUS B pabOTE C TOKYMEHTaMHU.

TexHonornu XxpaHeHus JOKYMEHTOB B COBPEMEHHBIX YCIOBUSX.

[TonsiTre 6a3a JaHHBIX, OCHOBHOE Ha3HAUEHUE.

Hcnonb3oBanue 0a3 JaHHBIX B ynpaieHuu. [Ipumepsr.

[lonsiTue «xopriopatuBHas ©0a3a JdaHHBIX» M «KOpPIOpaTUBHAs WHGOPMAIMOHHAS
cucreMay. TeXHOJIOrus «KIUEHT-CEPBEP».

Hcnonp3oBanue kiaccu(UKaTOpOB U CIPABOYHHUKOB B aBTOMATH3MPOBAHHBIX CHCTEMax
JOKYMEHTAI[MOHHOT'O 00ECTIeYeHHUS yTIPaBIICHHSL.

[IpuknanHoe mporpaMMHOe oOecriedeHue i aBTOMATHU3HpOBaHHBIX cucteM JIOV.
ITpumepsl coBpemennbix AC JI0OVY.

Pa3paboTku Beaymux KOMITaHUH-pa3paOOTYMKOB MPOrpaMMHBIX MpoaykToB aist 1OV
(KoMIaHHs 10 BBIOOPY CTYJICHTA).

Kputepun ouenku u BbIOOpa KOMIAHMHU-pa3pabOTUYMKa MPOrPAMMHOTO IMPOIYKTa JUIS
HOYV.

CnpaBOYHO-TIPABOBBIE CHUCTEMBI, HMX COCTaB, CTPYKTypa M IPHUHLHIBI OCTPOECHUS.
IIpumepsl.

HNHTepHeT-TeXHOI0THH U HH(DOPMAIMOHHBIE PECYPCHI, HcToib3yeMbie B JIOY.
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6. YueOHO-MeTOAMYecKOe M HHPOPMALMOHHOE 0O0ecneyeHHue U CIUTIIHHbI

6.1. Cnncoxk HCTOYHUKOB M JIMTEPATYyPHI

OcHoBHasi iMTEpaTypa

1. Jlapun Muxaun BacunseBuu. WHpopmannoHHoe obOecrnieueHue yHpaBiIeHUS :
yaebHoe ocobue / M. B. Jlapun ; [M-Bo oOpa3oBanus u Hayku Poc. @eneparuu, Dexaep. roc.
O0ro/pKeTHOE 00paszoBar. yupekIeHHe BhICII. oOpazoBaHus "Poc. roc. rymanuTtapHeii yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

2. Kynses, H.H. UndopManimoHHble TEXHOJIOTUU B JTOKYMEHTAIIMOHHOM OOecledeHUH
yIpaBJIeHUs] U apXuUBHOM jene : yueOHuk ais By3os / H.H. Kynses, T.B. Konapamosa, E.B.
TepentneBa, A.I'. ®abpudnoB ; Mo o6mI. pea.a.to.H., mpod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynendeckas Oubmmoreka) - ISBN 978-5-98704-786-6. - Pexum pocryma:
http://znanium.com/catalog/product/1015021

3. AranbnoB Buxtop IlerpoBuu. ba3el nanubix : YueOnuk: B 2 kaurax. - 1. - Mocksa ;
Mocksa : U3pgatensckuii JJom "®OPYM" : OOO "Hayuno-uznarensckuid nientp MHOPA-M",
2018. - 271 c. - ISBN 9785819907139.
http://znanium.com/go.php?1d=929256.

4. EBmokumoBa Jlrogmuna MuxaidaoBHa. DIEKTPOHHBIM — JTOKyMEHTOOOOPOT W
oOecrieueHrne OE30MaCHOCTH CTaHAAPTHBIMHU cpenctBamu windows : YueOHoe mocobwue. - 1. -
Mocksa ; Mocksa : OOO "KYPC" : OOO "Hayuno-uznarensckuii nentp MHOPA-M", 2018. -
296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786

5. HWHdopmanmoHHble TeXHONOTUH yrpaBieHus : yueonuk / b.B. UepHukoB. — 2-e u3f.,
nepepad. u jgon. — M. : U] «®OPYM» : UHOPA-M, 2017. — 368 c. — (Bsicuiee
oOpazoBanme). - Pexxum goctyna: http://znanium.com/catalog/product/545268

6. OCHOBBI TIOCTPOCHHUSI ABTOMATU3UPOBAHHBIX MH(MOPMALMOHHBIX CUCTEM: YUYEOHUK /
B.A. I'Boznesa, W.1O. JlaBpentrseBa. - M.: Ul ®OPYM: HUILL Uudpa-M, 2013. - 320 c.: un;
60x90 1/16. - (IlpodeccuonanbHoe obOpazoBanue). (mepemier) ISBN 978-5-8199-0315-5 -
Pexxum noctyna: http://znanium.com/catalog/product/392285

7. Kucenes, I'. M. MHpopmalnioHHbIE TEXHOJIOTMH B SKOHOMHKE W YIIPaBJICHUU
(@ dextuBHas padora B MS Office 2007) [DnekTponHbiit pecypc] : Yuebnoe mocobue / I'. M.
Kucenes, P. B. boukosa, B. . Cadonos. - M.: 3garenscko-Toprosas kopnopauus "Jlamkos u
Ke",  2013. - 272 c¢. - ISBN 978-5-394-01755-1. - Pexum  jgoctymna:
http://znanium.com/catalog/product/415083

Jlono/iHUTeIbHAS JIUTEpPaTypa

1. Pa3paboTka METOAWKH TOATOTOBKM OpTraHU3allil K BHEIPCHUIO CUCTEMBI
AJIEKTPOHHOTO0 JToKyMeHToobopoTta [MuTepuer-xypHan "Haykosenaenue", Beim. 1, 2014, cTp. -] -
Pexxum noctyna: http://znanium.com/catalog/product/477586

2. DNEeKTPOHHBIA JOKYMEHTOOOOPOT M obOecredeHrue O€30MacHOCTU CTaHIAPTHBIMU
cpenctBamu windows : yuebnoe mocooue / J.M. EBnokumoBa, B.B. Kopsiokun, A.H. IIsibkuH,
O.I. [IlBeuxkoBa. - M.: KVYPC, 2019. - 296 <c - Pexum pgocrymna:
http://znanium.com/catalog/product/1001864

3. DneKTpOHHOE MPaBUTENBCTBO. OJIEKTPOHHBIM JOKYMEHTOOOOpOT. TepMHHBI U
onpeneneHus : yue6. mocodbue / C.IO. Kabamos. — M. : UHO®PA-M, 2017. — 320 c. —

(Beicmiee oOpa3oBaHue: bakanaspwuar). - Pexum JIOCTYyTIA:
http://znanium.com/catalog/product/809828
4. 3ammwra KOH(UICHITHATEHOM uHpOpMAITUU pu AIEKTPOHHOM

nokymeHToobopote/Munnal.B., MuannO.B. - HoBocubupck : HI'TY, 2011. - 20 c.: ISBN 978-
5-7782-1829-1 - Tekcr : anekrponHsiit. - URL: http://znanium.com/catalog/product/546492
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5. Wlenenun, I'. U. JlokymeHTauss U JOKyMEHTOOOOPOT BHEIIHETOPTOBBIX CJIIEJIOK Ha
BHYTPEHHEM BOJHOM U CMEXHBIX BHJax TpaHcnopTta : cnpaBoynuk / I'. WM. enemun, I1. K.
Kpxemunckuit. - M. : Ansraup MI'ABT, 2010. - 138 c. - Tekct : snexrponHsIii. - URL:
http://znanium.com/catalog/product/1026173 -  Tekcr : osnektponHsid. -  URL:
http://znanium.com/catalog/product/1026173

6. HudopmManmoHHblE TEXHOJIOTHH U cucTeMbl: YuebHoe nocobue / E.JI. degorona. -
M.: Ul ®OPYM: HUIl UHDPA-M, 2014. - 352 c.: un.; 60x90 1/16. - (Breicuiee oOpazoBanue).
(mepemuter) ISBN 978-5-8199-0376-6 - Pexum JOCTYyTIA:
http://znanium.com/catalog/product/429113

7. WHdopmaThka, aBTOMaTH3UPOBAHHbIC WH(MOPMAIMOHHBIC TEXHOJOTHH M CHUCTEMBI:
VYueonuk / I'Bo3aeBa B.A. - M.:1JI ®OPYM, HULl UHD®PA-M, 2015. - 544 c.: 60x90 1/16. -
(ITpodeccuonanbuoe  obpasoanue) ISBN  978-5-8199-0449-7 - Pexum pgocrymna:
http://znanium.com/catalog/product/492670

8. HMudbopmaTtnka, aBTOMaTH3MpOBaHHBIE HH()OPMAIIMOHHBIE TEXHOJOTHH W CHUCTEMBI :
yuebHuk / B.A. I'Bo3neBa. — M. : U] «®OPYM» : UTHOPA-M, 2019. — 542 c. — (Cpennee
npodeccroHanbHOe o0Opa3oBaHHUe). - Pexum JocTyna:
http://znanium.com/catalog/product/999615

9. IlpoextupoBanue u peanusauus 6a3 nanHsix B CYBJl MySQL c¢ ucnonb3oBanuem
MySQL Workbench. Metonsl ¥ cpeactBa HPOEKTUPOBAHHUA HH(POPMALMOHHBIX CUCTEM U
TexHosoruil. MIHCTpyMeHTalbHble CpeAcTBa MH(OPMAIMOHHBIX CHCTEM : ydyeOHoe mocobue /
C.A. Maprumn, B.JI. Cumonos, M.B. Xpanuenko. — Mockga : UJ[ « DOPYM» : UHOPA-M,
2020. — 160 c. — (Cpennee npoeccroHanibHoe 00pa3oBaHue). - TekcT : anekTpoHHbId. - URL:
http://znanium.com/catalog/product/1065833

6.2. Ilepedyennb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHUKANUOHHON ceTH «MHTepHET»,
He00XO0AUMBIii /151 0CBOCHHSA THCUMILINHBI
pecypcebl MaTepHeT

1. Bcepoccuiickuii Hay4HO-HUCCIEAOBATEIBKUNA HMHCTUTYT JOKYMEHTOBEICHHS U
apxuHoro nena (BHUMIAHN) [Dnextponssiii pecypc] /BHUUIAAJL - Dnextpon, aan.- M.,
[2001].— Pexum mpocryna: www.vniidad.ru, cBoO0IHBIN. — 3ari. ¢ sKpaHa.

2. Koncantunrosas rpymma «Tepmukay». [HopmatuBHO-mpaBoBas 0a3a JaHHBIX IO
JIEJIOTIPOU3BOJICTBY, TOKYMEHTOOOOPOTY U apXuBHOMY jeny| [DnekTpoHHbeii pecypc| /
«Tepmuka» - DNEKTpOH, JIaH.- M., [200-].— Pexum JOCTyTaA:
http://www.termika.ru/Catalog/catalog.html, cBo60HBII. — 3ar1. ¢ 3KpaHa.

3. Docflow. Bce o mupe 31eKTpOHHOro AOKymMeHTooOopoTa. [Ilopran mocsiueH
AJIEKTPOHHOMY JOKYMEHTOOOOpPOTY M CMEXHbIM oTpaciasiM. OH npu3BaH IPelOCTABUTH
YUTATeNIM CaMylo IOJIHYI0, CTPYKTYPHUPOBAHHYI0 M TOJE3HYI0 HH(POpPMAIMIO O pBHIHKE,
TEXHOJIOTHSX, PEIICHUAX, KOMIAHUAX U JUIaX|. [DIEeKTpOHHBIN pecypc| - DIEKTpOH, AaH.-
M.,— www.docflow.ru, cBo60HBINA. — 3ari. ¢ sKpaHa.

4. DOC-Online. HezaBucumsIii mopTain 0 cUCTEMax 3JIEKTPOHHOTO JTIOKYMEHTOOOOpPOTa.
www.doc-online.ru

5. Odummansusiii caiit 1C: [peanpustue 8. - [DnexTpoHHbIN pecypc| - https://v8.1c.ru/.

6. OdunuanbHbIi caliT «IJIEKTPOHHBIE OUCHBIE CUCTEMBD) - [DNEKTPOHHBIN pecypc] -

https://www.eos.ru/.

7. Odwunuansublii caiit komnanuu «MHTtep-Tpact» - [OnekTpoHHBI pecypc] -

https://www.intertrust.ru/.

8. OdunmanpHeiii caiit kommanuu «Cognitive Technologiesy» - [DnekTpoHHsIi pecypc] -

https://www.cognitive.ru/



https://www.cognitive.ru/
http://www.doc-online.ru/
http://znanium.com/catalog/product/999615
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6.3 IIpoeccuonabHbIe 0a3bl JaHHBIX U MH(POPMAIMOHHO-CIIPABOYHbIE CHCTEMBbI
Hoctyn k npodeccroHanbHbIM 6a3am naHHBIX: https://liber.rsuh.ru/ru/bases

WHudopManroHHbIe CIIPAaBOYHbIE CUCTEMBI:
1. Koncynbrant Ilnroc

2. Tapant

7. MaTtepuajibHO-TeXHHYecKOe o0ecrievyeHne JMCIHIIIHHbI
Jli1 MaTepraIbHO-TEXHUUYECKOr0 00eCcieueH sl JUCIMIUIMHBI HCIIOJIb3YIOTCA: JabopaTopus
JOKYMEHTOBEACHUSI M TEXHOTPOHHBIX JOKYMEHTOB, CIECLUAIM3UPOBAHHBIE ayAUTOPUU
KHHOQOTOYOHO- M BUAEO-JOKYMEHTHPOBAaHHUS, KOMIBIOTEPHBIM  KJIAcC, pa3laTOYHbIe
MaTepHalbl, KOJUIEKIHs (POTOTOKYMEHTOB, 3ByKO3aMMUCeil 1 KUHO(PHIHLMOB.

8. Of0ecneyenne 00pa3oBaTeIbHOIO NpoLECCA IS JIML ¢ OTPAHNYEHHbIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/10B

B xone peanu3zanuu AMCHMIUIMHBI UCHOJIB3YIOTCS CIEIYIOIIUE JOTIOTHUTEIBHBIE METOIbI
00y4yeHHUs1, TEKYIIEro KOHTPOJI YCIEBAEMOCTH M IIPOMEKYTOUHOM aTTeCcTalluu 00y4aroluxcs B
3aBUCUMOCTH OT UX UHAUBUAYAIBHBIX OCOOCHHOCTEH:

® JIJIS1 CJICTIBIX M CITA0OBUISAIINX: JICKIIMHA O0(OPMIIIOTCSI B BHJIE DJICKTPOHHOTO JIOKYMEHTA,
JOCTYITHOTO C TIOMOIIBI0 KOMIIBIOTEpA CO CHEIHATH3HPOBAHHBIM ITPOTPAMMHBIM 00€CTICeYCHUEM;
MMCbMEHHBIE 33/1aHUS BBIIOJIHIIOTCS HAa KOMIBIOTEPE CO CIIENUATU3UPOBAHHBIM IIPOIPAMMHBIM
obecreyeHneM WM MOTYT ObITh 3aMEHEHbI YCTHBIM OTBETOM; 00€CIIeUnBaeTCs UHANBHyaIbHOE
paBHOMepHOe ocBelieHne He MeHee 300 JroKe; /A7 BBIIOJIHEHUS 3a/laHusl IPU HEOOXO0IMMOCTH
NIPEOCTABIIAETCS YBEIUUHMBAIOIEE YCTPOMCTBO; BOBMOXKHO TAaKXKe MCIIOJIb30BaHUE COOCTBEHHBIX
YBEJIUYMBAIOUIMX YCTPOUCTB; MUChbMEHHBIE 33JaHUs OQOPMIISIOTCS YBEJIWYEHHBIM IIPUPTOM;
9K3aMeH M 3a4€T MPOBOJATCS B YCTHOW (hopMe WM BBHIMOJHAIOTCA B MUCbMEHHON (Qopme Ha
KOMITBIOTEPE.

oI TIAYXUX H CHA0OCHBIIIANINX: JIGKIUH O(GOPMIIIOTCS B BHIE DJICKTPOHHOTO
JIOKyMEHTa, JHOO TPEeNOCTaBIseTCs 3BYKOYCHWIMBAIOIIAS —amIaparypa WHIWBHIYaJIbHOTO
IMOJIb30BaHHA, IMMUCBbMCHHBIC 3adaHWs BBIIIOJHAIOTCA Ha KOMIIBIOTEPEC B HHUCHbMEHHOU Q)OpMC;
9K3aMEH U 3a4€T MPOBOASTCS B MUCbMEHHOU (hopMe Ha KOMITBIOTEPE; BO3MOXKHO MPOBEJCHHUE B
dhopme TecTUpOBaHUS.

® IS JIMI[ C HAapYUICHUSMHU OINOPHO-ABUraTEIbHOIO ammapara: JEeKIUH O(QOpPMIISIOTCS B
BUJE€  DJIEKTPOHHOIO  JOKYMEHTAa,  JOCTYIIHOTO C  IIOMOLIBIO  KOMIIBIOTEpPA €O
CMELMAIM3UPOBAHHBIM [IPOTPAMMHBIM OO€ClieYeHUEM; MMCbMEHHbBIE 33aHUs BBIMOJIHSAIOTCS Ha
KOMIIBIOTEPE CO CHEIHMAIM3UPOBAHHBIM IMPOTPaMMHBIM OOecrieueHHeM; 5K3aMEeH M 3auéT
MIPOBOJISATCS B YCTHOM (hOpMe MITH BHITIOJIHSAIOTCS B MMCbMEHHOM (JOpMe Ha KOMITBIOTEpE.

[Tpu HE0OXOIMMOCTH MpeTyCMaTPUBACTCS YBEIMUEHNE BPEMEHHU IS [TOJITOTOBKH OTBETA.

[Iponienypa  mpoBeaeHHMs  NPOMEXKYTOUYHOM  arTecTali  JUIsl  OOydarolMxcs
yCTaHaBIMBaeTCA € Y4YETOM UX HMHAWBUIYAIBHBIX MCUXOPU3NYECKUX OCOOEHHOCTEH.
IIpomexyTouHas arTecTaluus MOKET IPOBOJUTHCS B HECKOJIBKO JTaIlOB.

[Ipu mpoBeneHUM NpoLETyphl OLEHUBAHUS PE3yIbTaTOB OOydYeHHUs IpeaycMaTpHUBaeTCs
UCTIOJIb30BAaHUE TEXHUYECKHX CpEACTB, HEOOXOAMMBIX B CBS3M C HMHIUBUAYaJbHBIMU
OCOOCHHOCTSIMU O0y4YaroIuXcs. ITH CPeJCTBA MOTYT OBITh HPEAOCTaBIEHbl YHHBEPCUTETOM,
WJIA MOTYT HCIIOJIb30BATHCSl COOCTBEHHBIC TEXHUYECKHE CPE/ICTBA.

[IpoBenenne mpoueaypbl OLEHUBAHUS  pe3yiabTaToB  OOy4YeHHS  JOMYyCKaeTcs C
UCTIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH.
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OO6ecneunBaetcs 10CTyn K MHGOOPMAIMOHHBIM U OMOIHOrpaduuecKuM pecypcam B CETH
WuTepHer mis kaxzaoro oOywaromierocss B gopmax, aJaNTHPOBAaHHBIX K OrPAaHUYCHHSIM HUX
3JI0POBbS U BOCIIPUATHUS HH(OPMAIIH:

® ISl CJICTIBIX M CIa0OBHIAIIMX: B TEYaTHON (hopMe yBeTHUEHHBIM MpU(PTOM, B Popme
ANIEKTPOHHOTO JIOKYMEHTa, B popMme aynuodaiina.

® IS TIIyXUX U cIa0O0CIbIIalMX: B Ie4aTHON Gopme, B popMe 3JEKTPOHHOTO TOKYMEHTA.

o [UIsl OOYYAIOIIMXCS C HAPYIICHHSMH OIOPHO-JBUTATEILHOIO armapara: B IE4aTHON
dbopme, B popMe 3IIEKTPOHHOTO TIOKyMEHTa, B (hopMe aynuodaiina.

Y4eOHble ayIUTOPUU AJIE BCEX BHJIOB KOHTAKTHOW M CAMOCTOSATEIHHOU pabOThI, HAyIHAS
OMOIMOTEKa W WHBIC MOMEIIEHUS JUIsl OOyYEeHHsI OCHAIIEHBI CIICIHATIbHBIM 000pY/IOBaHUEM U
y4eOHBIMH MECTaMU C TEXHHUYECKUMHU CPEJICTBAMHU O0yUCHUS:

® [ CJEMBbIX U CNAO0OBUIAIINX: YCTPOWCTBOM ISl CKAaHUPOBAHUS M YTCHHS C KaMepou
SARA CE; nucnneem bpaitnsg PAC Mate 20; npunrepom bpaitnsg EmBraille ViewPlus;

® JJIA TITyXHUX U cna6ocm,1mamnx: ABTOMATHU3WPOBaHHBIM pa60‘II/IM MECTOM AJIdA JIIOIICfI C
HapyHaICHUEM ClIyXa U CJ'Ia6OCJ'IBII_HaH_[I/IX; aKYCTI/ILICCKI/Iﬁ YCUIIUTEIIb U KOJIOHKH,

e /Ui 00y4aroUMXCcs C HapYUIEHUSIMH ONIOPHO-ABUTaTEIbHOIO arnmapara: nepeIBUKHBIMU,
perynupyeMbiMu  3proHomMuueckumMu  mapramu  CH-1;  KOMIBIOTEpHOM  TEXHHMKOHW  CO
CMELMAIbHBIM IIPOTPAMMHBIM 00€CTIeUeHHEM.

9.MeToauyecKkre MaTepUAaJIbI
9.1 Ilnansbl 1a00paTOPHBIX 3aAHATHI

Tema 3. TpeGoBaHMs HOPMATUBHO-NIPABOBHIX 1 HOPMATHBHO-METOAMYECKHX TIOKYMEHTOB,
perjJiaMeHTHPYIOIIHMX HCI0JIb30BaHNe HHPOPMANMOHHBIX TexHoJorui B 10Y

3anaHus:

1. [Tons3ysace ucrouHukamMu VIHTEpHET U3Y4YUTh COCTaB M COIAEPKAHME OCHOBHBIX
HOPMAaTUBHO-IIPABOBBIX M HOPMAaTUBHO-METOJMYECKUX JOKYMEHTOB, PEIAMEHTHUPYIOIIHUX
UCMOJb30BaHUuEe HH(POpMAIMOHHBIX TexHojoruid B JIOY (B COOTBETCTBHMM CO CIIMCKOM,
MIPEAJIOKEHHBIM MPETIOAABATEIIEM).

Crucox UCTOYHMKOB:

0a3bl JaHHBIX, HH()OPMALIMOHHO-CIPABOYHbIE U TIOUCKOBBIE CUCTEMBI

- «Koncynprant [lmrocy

- «["apaHT»

- «Kogexc»

Tema 4. OcHoBHble 00beKTbI W npuHHUNBbI aBromMatm3anuu /IOY u opranmzanum
3JIEKTPOHHOI0 I0KYMEHT0000poTa

KoHTpoiibHBIE BOITPOCHL:
1. Tlepeuncnuth OCHOBHBIE 00BEKTHl aBTomaru3aiuu B JIOY (cM. MaTepuasbl JEKIUH -
MIpe3eHTAaLNs).
2. IlepeuucnuTh MNPUHLUIBI OpraHU3allMd >JIEKTPOHHOTO JOKyMEHTOoOopoTa (CM.
MaTepuabl JEKIUH - TPE3CHTALINS).
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3. OmnpenenuTs cocTaB pa3pabOTUYUKOB M Hanbosee momysipHbIX KoMmiiekcHbx UT B JIOY
(COA/ECM cuctemsbl) npuMeHsieMbIX JUIs aBToMaTu3anuu JJOY.

4. llonw3ysice MHTEpHET-UCTOYHUKAMHU O3HAKOMHTHCS C aHAIMTUYECKUMH MaTepUalaMHy 110
o03opy pemka WT B  JOVY: http://www.cnews.ru, http://www.doc-online.ru,
http://www.tadviser.ru, caiiTel pazpadorunkoB [10 u mp.

Bomnpocs! juist uzydenust:
ocHOBHbIe npeacraButeny peiika UT B IOV,
HauboJIee MonyJspHble MPOrpaMMHbBIE TPOAYKTHI,
CTaTUCTHUKA 3a nocyeguue 5-10 ner,
aHAJIMTUKA PBIHKA, XapaKTEpUCTHUKAa COBPEMEHHOI'O COCTOSHUS U TEHJEHLUH, MPOOJIEeMbl U
nepcneKkTuBsl pa3BuTus coppemenHsix UT B JIOY.
3. CpopmynrpoBaTh BBIBOJ 10 UTOraM U3yUEHUS] MaTepUaa.

CnucoK HCTOYHUKOB:

Jlapun Muxaun BacunseBud. MHpopmannoHHoe obecrieueHue yIpaBieHHs : yuyeOHoe
nocobue / M. B. Jlapun ; [M-Bo oOpaszoBanusi u Hayku Poc. ®enepamuu, denep. roc.
O10/KeTHOE 00pa3zoBaT. yUpexJIeHHe BbICII. oOpa3oBanus "Poc. roc. rymaHuTapHbiid yH-T"]. -
Mocksa: PITYVY, 2018. — 278 c.

Kynsie, H.H. UnpopmalnMoHHble TEXHOJOTUM B JOKYMEHTAI[HOHHOM OOECIeYeHUU
yOpaBlieHUs U apXuUBHOM Jene : yueOHuk s By3oB / H.H. Kynses, T.B. Konnpamona, E.B.
Tepentbena, A.I'. ®abpuyHoB ; o ob1I. pex.a.1o0.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynenueckas 6ubnmoreka) - ISBN 978-5-98704-786-6. - Pexum pocrymna:
http://znanium.com/catalog/product/1015021

CNews.ru — HM3JaHHe O BLICOKUX TEXHOJIOTHX. [ DIEKTPOHHBIN pecypc]
-http://www.cnews.ru/

Docflow. Bce o wmwmpe »smekTpoHHOTO 1M0KyMeHTooOoporta. [[loptam mocsmeH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTy M CMEXHbIM oTpacisiM. OH mpu3BaH MNPEeIOCTaBUTh
YUTATEISIM CaMyl0 TMIOJHYI0, CTPYKTYPHPOBAHHYIO U TIOJE3HYIO HWH(MOpPMAIMIO O pHIHKE,
TEXHOJIOTHSIX, PEUICHUAX, KOMIAHUAX U JUIax]. [DJIEKTpOHHBIN pecypc| - DIEKTpOH, AaH.-
M.,— www.docflow.ru, cBoO0aHBINA. — 3ari. ¢ dKpaHa.

DOC-Online. He3aBucumblif moprajl 0 CHUCTEMax 3JIEKTPOHHOTO IOKYMEHTOOOOpOTa.

www.doc-online.ru

Odwunmansueiii caiit 1C: [pennpusitue 8. - [DnekrponHslil pecypc] - https://v8.1c.ru/.

OdunmanbHpii callT «OIeKTPOHHBIE OQHUCHBIE CUCTEMBD» - [DIEKTPOHHBIH pecypc] -

https://www.eos.ru/.

Odunmanenpiii  cadt kommanmu «UHTEp-Tpact» - [OnexkTpoHHbld pecypc| -

https://www.intertrust.ru/.

Odunmaneneiii cadt kommannu «Cognitive Technologiesy - [DnmexkTpoHHBIN pecypc] -

https://www.cognitive.ru/

Tema 5. Peanusanus 3agaq JJOY ¢ nomompsro MS Office 1 aHa10rMYHBIX NPOrpaMMHBIX
MPOAYKTOB

3aganus:
OsHakomHThCs ¢ HHYOPMAMOHHBIM pecypcoM https://www.microsoft.com.
1. IIpoananu3upoBath coctaB nmporpaMMHbIX cpeactB Microsoft Office. CocraBnsromue
makera Microsoft Office, ux Haznauenue.

2. Ouenuts Bo3MoxHOCTH Microsoft Office B chepe pabGorsl ¢ mHbOpmarmenn mms
WHAWBUAYATBHOTO MOJIb30BAHUS U 7Sl pabOTHl OpraHu3aiuii, o0mayHbie TexHoJIoruu, Microsoft
365.

3. IMoaroroBka m1adI0HOB CITyKeOHBIX TOKYMEHTOB B cpene MS Word


https://www.cognitive.ru/
http://www.doc-online.ru/
http://www.cnews.ru/
C:\\<C0><BF><B4> 2018-19\\<C0><BF><B4> <BE><D1><DD><DE><D2><DB><D5><DD><DD><EB><D5>\\<B8><B4><BE><C3> 2018\\
CNews.ru - <D8><D7><D4><D0><DD><D8><D5> <DE> <D2><EB><E1><DE><DA><D8><E5> <E2><D5><E5><DD><DE><DB><DE><D3><D8><EF><E5>
C:\\<C0><BF><B4> 2018-19\\<C0><BF><B4> <BE><D1><DD><DE><D2><DB><D5><DD><DD><EB><D5>\\<B8><B4><BE><C3> 2018\\
CNews.ru - <D8><D7><D4><D0><DD><D8><D5> <DE> <D2><EB><E1><DE><DA><D8><E5> <E2><D5><E5><DD><DE><DB><DE><D3><D8><EF><E5>
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[IlabmoH — 3TO0 0COOBIM BUJA JOKYMEHTa, COJEpKallluii HEU3MEHSEMYI0 4YacTb M CpelCTBa
opopmiieHuss u3MeHsemor dvactu. [llaGnoH ompenenseT OCHOBHYIO CTPYKTYpPy MAOKyMEHTa:
napaMeTpbl CTpaHHIIbI, HOpPMaTHPOBAHUE U CTHIIH.

B nporpammax mnakera Microsoft Office — Word, Excel u PowerPoint, ma6i10Hb MOXHO
HaiiTu, ucnone3ys Biaaky Paiin onmuio Cosznath. B OTKphIBIIEMCS OKHE, MOXKHO BBIOpaTh HE
tonbko HoBelit nokyment, Ho u [llabnon noxkymenta. 111a0n0HbI, pa3MelieHHbIE HE TOJIBKO Ha
JIOKaJIbHOM JKECTKOM JIMCKe, HO U Ha BeO-caiite Office.com, nmpezacTaBieHbl B BUAE CIUCKA 1O
KareropusM. Mcronb3ys J€By0 KJIABUIIY MBI, BHIOMpaeM HEOOXOAUMYIO KaT€rOpHIO, YTOOBI
IIPOCMOTPETh cojAepkaiuecs B Heil mabionsl. Jlns mpocMoTpa mabjioHOB B BBIOpAaHHOM
KaTeropuy, yCTaHaBJIMBAaeM Kypcop Ha MM 1IabJIOHA U €ro coJiepKUMoe OTKphIBaeTcs B OkHe
pOCMOTpa JOKyMeHTOB. Ecin maHHBIA 11a0JIOH COOTBETCTBYET 3ajadyaM, KOTOpbIE C €ro
MOMOUIbI0 HEOOXOJUMO PEIINTh, HA)KUMaeM Ha KoMaHAHyI0 KHONKy Coznath. Eciam nanHbIif
11abyoH pasmerteH Ha noptane Office.com, B 3ToM citydae A7 OTKPBITHS BHIOPAHHOTO 11abJI0Ha
B penakrope MS Word ncrnonb3yeM KOMaHAHYIO KHOIIKY 3arpy3uTh.

Pa3zpaboTare HOBBINM BHJ 11abjI0HAa BO3MOXKHO Ha OCHOBE CYIIECTBYIOIIETO JOKYMEHTa
WM 11a0J0Ha. AJITOPUTMBI pa3pabOTKH MTA0JIOHOB.

1. Co3z0anue wabnona Ha 0CHOBe NYCMO20 OOKYMeHmda

Ortxkpoiite Bkiaaky ®aitn u Beioepute onmuto Co3aaTh.

B otkpeiBmiemcst okHe, BbiOepuTe HOBBIM TOKYMEHT M HaXMHUTE KOMAaHIHYIO KHOMKY
Coszpnats.

Baecute He0OX0AMMbIe U3MEHEHUS B pa3Mephl MOJIeH U CTPAaHUI], OPUEHTALIUIO CTPAHUII,
CTHJIM U JIpyTHE MapaMeTpbl popMaTHPOBAHUSI.

Ecnmu ectb He0OXOAMMOCTb, MOMHO TakXke JJI00AaBUTh HJIEMEHTHI  YIPABICHHS
COJIEP’)KUMBIM, TaKM€ Kak: BbIOOp JaThl, MOSCHUTEIbHBIA TEKCT M TpapuuecKue OOBEKTHI,
KOTOpBIE JOJDKHBI IPUCYTCTBOBAaTh BO BCEX HOBBIX JIOKYMEHTAaX, OCHOBAHHBIX Ha JaHHOM
1a0JoHe.

Ortkpoiite Bkianky ®aiin u Beioepute onuuio Co3aats.

B oxne Co3nate BbiOepure rpynmy JloctynHble mabioHsl, naiee omuuio U3
CYILIECTBYIOILErO JOKYMEHTA.

Bribepute 1mabiioH WM JOKYMEHT, KOTOPbIH MOXET ObITh MCIOJIb30BaH Kak MIa0JjoH, U
HaXMHTe KHONIKY Co371aTh HOBBIIA.

BHecuTe HeoOXouMble H3MEHEHUS B pa3Mephl MOJIeH U CTpaHUL], OPUEHTALIUIO CTPAHHUII,
CTUJIM U IpYTHE napaMeTpsl (hopMaTUPOBAHUSI.

CoxpansieM U3MEHEeHMs, UCIOJb3ys BKIaAKy Daitr n onuto CoOXpaHUTh Kak. ..

B numanoroBom oxHe COXpaHUTh Kak... BBINOJHUTE CIEIyIOIIUE ACUCTBUS: BhIOEpUTE
MECTO, TJIe JO/HKEH pa3MeniaThes pazpaboTanHblil ¢aiin — B pazaene Microsoft Word BeiOepute
3Havenue [11aGnonsr;

yKaxuTe uMs (aiiiaa HOBOro mabioHa,

nose Tun ¢aiina Beidepure [ladnon Word u Haxkmure kHOnKy COXpaHUTb.

3akpoiiTe madIIoH.

2. Jobasnenue x wabiony cmanoapmmusix 610K08

CrangapTHbie OJIOKM — 3TO MHOTOKPATHO HCTOJIb3yeMbIe DJIEMEHTHI COJEPIKUMOTO UITH
JPYTHE YacTH JIOKYMEHTA, KOTOPhIC XPAaHATCS B KOJUICKIUSX U B JIIO00C BpeMs JOCTYITHBI JUIS
MOBTOPHOT'O UCIIOJIE30BaHUS.

CraHgapTHbIe OJIOKH TAK)KE€ MOYKHO XPaHUTh M PACIIPOCTPAHSITH C MIOMOIIBIO Ta0JI0HOB.
Hanpumep, MOXKHO co3/1aTh MIa0I0H OTYETa, COACPIKAIINIA /1B THUTIA COMIPOBOTUTENBHBIX MTHCEM,
KOTOPBIE ITOJIb30BATEIN CMOTYT BBIOPATh TIPU CO3JJaHUM OTYETa HA OCHOBE JTAHHOTO IIa0JIOHA.

OrtxkpoliiTe madia0H, K KOTOPOMY TpeOyeTcst 100aBUTh CTaHIAPTHBIC OJIOKU.

CosnaiiTe craHIapTHBIC OJIOKH, KOTOPBIC HY)KHO MPEIOCTABUTH TTOJIH30BATEIISIM.

[Ipu BBOAE cBeneHMil B AranoroBoM okHe Co3/1aHne HOBOTO CTaHAApTHOTO OJ0Ka B TIOJE
CoxpaHUTh YKa3bIBaeTe HOBOE UM IIIA0JIOHA.
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[11ab710H TOTOB K IPUMEHEHUIO.

3. 3anpem uzmeHnenuil 8 wiabioue

K oTaensHBIM deMeHTaM YIIpaBiICHHsI COJCPKHMBIM B IIA0JIOHE MOXHO T00aBUTH
3alIMTy, 4YTOOBl 3ampeTUTh YJaJlleHHEe WIM pEeIaKTUPOBAHHE OIPEICICHHBIX AIIEMEHTOB
YIPaBJICHUS COACP)KUMBIM WIIM TPYIIIBI DJIEMEHTOB YIIPABJICHHUS.

AJNTOPUTM 3alIUTHI SJIEMEHTOB I1a0JIOHA:

Ortxkpoiite m1a0I0H, K 3JIEMEHTaM YIIPaBJIeHUs KOTOPOTOo HEOOX0IMMO T00aBUTH 3AIUTY.

Boiienure 3JeMEHT yHpaBieHUS COAEPKUMBIM, HM3MEHEHHs KOTOPOro HEOOXOIMMO
OTPaHUYHUTh.

Ha Bknagke PazpaboTuuk B rpymme D1eMeHTH! YIIpaBIeHHUs HAXXMUTE KHONIKY [ pymmna

JHanee Ha Bkiagke Pa3paboTka B rpymnme DieMEHTbl YHpaBlIEHUS BHIOEPUTE ITYHKT
CgoiicTBa.

B namanoroBom oxHe CBOICTBa 3JIEeMEHTa YIIPABICHHUS COIACPKUMBIM B pasjelie
brokupoBKa BBIMOIHUTE JIF000€ U3 CIeIYIOIUX JeHCTBUH.

VYcranoBute (nakok OJIEMEHT YNPaBICHHUS COACPKHUMBIM HENb3s YyAaIUTh. JTO
MO3BOJIMT U3MEHATH COAEPKUMOE 3JIEMEHTa YIPABJICHUS, HO CaM 3JIEMEHT YIPaBICHHS HENb3s
OyZeT yAanuTh U3 abJIoHa WK CO3/IaHHOTO C €r0 MOMOUIBI0 JOKYMEHTA.

VYcranoBka ¢naxkka CopepkuMoe Helb3sl PeJaKTHPOBATh MO3BOJIUT YIATUTh 3JIEMEHT
yIpaBlieHUs, HO PeJaKTUPOBATH COJIEPKUMOE B 3JIEMEHTE yIpaBlieHUs OyAeT 3alperieHo.

ﬂaHHI—;Ie napaMeTpLI MOFYT 6BITB HCIIOJIBb30BAaHBbI 1JI1 3allTUTHI TEKCTA, €CJIM OH BKJIIOYCH B
1a0JIOH.

4. Hcnonvsosanue napous 04 wiabiona

VYcraHOBKa 3amIUThl JOKYMEHTA MAapoJeM MO3BOJISIET BBIINOIHATh PEIAKTUPOBAHME
DJEMEHTOB YIIPaBJICHUs COJEPKUMBIM TOJIBKO MOJIb30BATENSAM, CO3/IaBIINM JAaHHBIN JTOKYMEHT.
Orto obecreynBaeT TIpPaMOTHBIA JTOKYMEHTOOOOPOT B OpraHu3aluu. AJTOPUTM YCTaHOBKU
apoJs:

Otkpoiite ma010H, KOTOPOMY HY>KHO Ha3HAYUTh MapOJb.

Ha Bknanke PenensupoBanue B rpynne 3amuTUTh BbliOepuTe KoMmMaHay OrpaHHUYUThH
penaKkTHpOBaHUE.

B paznene BximounTh 3amuTy JeBOW KIaBHUILEH MBIIIM BbIOEPUTE KOMAHAHYIO KHOIKY
Jla, BKJIIOYUTH 3alUTYy.

B oTkpeIBIIEMCS TaTOTOBOM OKHE BKITIOUNTSH 3a1uTy BeIOepuTe paano kHonky [laposs

Beeaute maposs B mosie HoBbIi mapons (HE00sS3aTeNbHO), a 3aTeM TOITBEPIUTE €T0 B
HkHeM nosie [lonTeepxnenne naposs.

Ecnu naponb He BBeJIeH , U3MEHUTh OTPaHUYEHUs PETaKTHPOBAHUS MOXKET JTH000M
I10JIb30BATENb.

B coorBerctBun ¢ I'OCT P 7.0.97-2016 «Cucrema cTaHaapToB M0 HHGOpMAIHH,
OMOIMOTEUHOMY M M3JaTeNbCcKoMy jeny. OpraHu3allMOHHO-pacTOpsAUTENbHAST JOKYMEHTALIMS.
TpeboBanust k 0(pOpMIIEHUIO TOKYMEHTOB» 0(hOPMUTH IIAOIOHBI JOKYMEHTOB (B COOTBETCTBUU C
3aJJaHUEM, OIIPEEIIAEMbIM NIPEIOAABATENIEM. )

4. O3nakoMuThCs ¢ MaTepuaigamu caiita https://myoffice.ru, cocraBom n Ha3HaueHuem
npoayKToB «MoitOducy.
5. ChopmyarpoBaTh BBIBOJ [0 UTOTAM W3YYEHUS MaTEpHaa.

MPOrpaMMHOE 00eCTICUCHHE
Hcnonb3oBanue:
- O¢ucHsrit maket npuinoxkenuit Microsoft Office
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- OpenOffice.org
- Internet Explorer, Mozilla Firefox, Google Chrome
CrHuCcOK HCTOYHUKOB:

1. Kucenes, I'. M. HdopManimoHHbIE TEXHOJIOTMM B DSKOHOMHUKE M YIpaBICHUH
(o dextuBnas padora B MS Office 2007) [DnexrponHslii pecypc] : Yue6Hoe nocobue / I'. M.
Kucenes, P. B. boukoBa, B. . Cadonos. - M.: 3garenscko-Toprosas koprnopauus "Jlamkos u
Ke",  2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum pgocrymna:
http://znanium.com/catalog/product/415083

Docflow. Bce o wmwmpe »smekTpoHHOTO 1M0KyMeHTooOopota. [[lopranm mocBsmieH
ANIEKTPOHHOMY JOKYMEHTOOOOPOTY UM CMEXHBIM oOTpaciasiM. OH Tpu3BaH MPeIOCTaBUTH
YUTATEJSIM CaMyl0 TIOJIHYIO, CTPYKTYPHUPOBAHHYIO W TOJE3HYI0 HWH(OpPMAIMI0O O PBHIHKE,
TEXHOJIOTHSIX, PEUICHUAX, KOMIAHUAX U JUIax]. [DJIEKTpOHHBIN pecypc| - DIEKTpOH, AaH.-
M.,— www.docflow.ru, cBoO0aHBINA. — 3ari. ¢ SKpaHa.

DOC-Online. He3aBucuMmblii mopTaii O CHCTEMax JJIEKTPOHHOTO JIOKYMEHTOOOOpOTa.

www.doc-online.ru

Odunmanpuerii caiiT Microsoft Office - [Dnexkrponnsiii pecypc] https://myoffice.ru.
Odunmanpubiii caint Moii Oduc -[Dnekrponnsiii pecypc] - https://myoffice.ru.

Tema 6. ba3bl 1aHHBIX B HHPOPMAIIMOHHOM 00ecleYeHU YIPaBJIeHUsA
Samanus:
1. Peammzauus odpucHbIX mpuiiokeHuil B cpene makera MS Office.: mpoekTupoBanue u
co3ganue Tabmu B cpeae MS Access Ha oT00p qokymeHTOB 1iis B/ «JlokyMeHTBI»
2. Hcnonp3oBanue 6a3 JaHHBIX B pabOTe € AIEKTPOHHBIMH JOKYMEHTAMHU.
CIHCOK HCTOYHHKOB:

1. Aransnos Bukrop IlerpoBuu. ba3el nansbix : Yue6Huk: B 2 kuurax. - 1. - Mocksa ;
Mocksa : U3narensckuit Jom "®OPYM" : OOO "Hayuno-uznarensckuii nuentp MHOPA-M",
2018. - 271 c. - ISBN 9785819907139.
http://znanium.com/go.php?id=929256.

http://www.cnews.ru/

Docflow. Bce o wmpe »diekTpoHHOro JOKyMeHTooOopota. [[lopTanm mocBsIeH
3JIEKTPOHHOMY JTOKYMEHTOOOOpOTy M CMeXHbIM oTpaciasiM. OH mpu3BaH MNPeIOCTaBUTh
YUTATEISIM CaMyl0 IIOJIHYI0, CTPYKTYpPUPOBAHHYIO M TOJE3HYH0 HH(OPMALMIO O pBHIHKE,
TEXHOJIOTUSX, PEIIECHUAX, KOMIIAHUAX U JIMLAX].  [DNEeKTpoHHBIN pecypc] - DNEKTpOH, JaH.-
M.,— www.docflow.ru, cBoO0oaHBIA. — 3ari. ¢ sKpaHa.

4. DOC-Online. He3aBucuMBlif mopTan 0 CUCTEMax 3JEKTPOHHOTO JOKYMEHTO000pOTa.
www.doc-online.ru

Tema 7. TpeGoBanuss kK QYHKIHOHAJBHOMY M aNNapaTHO-IPOrPAMMHOMY o0ecleYeHHI0
aBTOMATH3HPOBaHHBIX cucteM J0Y

3anaHus:
1. Tlepeuncnuth (QyHKIOMM CHCTEM 3JEKTPOHHOTO JOKYMEHTOOO0OpOoTa (OCHOBHBIE,
JIOTIOJIHUTENIbHBIE)
2. OCHOBHBIE U JOIOJIHUTENBHBIE MOLYJI aBTOMAaTU3UPOBaHHbIX cucteM JJOY
3. Texuuueckue TpeOoBaHUs K paboTe aBTOMAaTU3UPOBaHHBIX cucteM JIOY
4. XapakTepUCTHKa CHCTEMBl 3JIEKTPOHHOIO JOKyMeHTooOopoTra (Ha mnpumepe 1C

Hokymentoobopot, COJI «/eno — BeO», E1 Edpar, COJI «Directum RX» u ap.)


http://www.doc-online.ru/
http://www.cnews.ru/
http://www.doc-online.ru/
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5. AHanu3 mnpakTUdeckoi peanuzanuu (QyHKOWA paboTel ¢ mokymeHtamu B CDOJ[ Ha
npumepe (1C Hoxymentoobopot, COJI «leno — Be6», E1 EBdpar, CIO/] «Directum RX»

W JIp.)
CHI/ICOK HNCTOYHHUKOB:

[Ipuka3 Pocapxusa ot 22.05.2019 N 71 "O6 yrBepxxaeHuu IlpaBun nenonpous3BoJcTBa B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOro camMoymnpasieHus" (3aperucTpupoBaHo B
Muntocte Poccnn 27.12.2019 N 57023);

[Tpuxa3 Pocapxusa ot 15.06.2020 N 69 "O06 yrBepxaeHun TUMOBbIX (GyHKIMOHATBHBIX
TpeOOBaHUI K CHCTEMaM »JJIEKTPOHHOI'O JIOKYMEHTOOOOpOoTa M CHCTeMaM XpaHEeHHUs
ANIEKTPOHHBIX JTOKYMEHTOB B apXuBax TOCYJapCTBEHHBIX OpraHoB" (3aperucTpupoBaHO B
Mumnrocte Poccun 20.10.2020 N 60484)

Kynsie, H.H. UndopmaiimoHHble TEXHOJOTHH B JOKYMEHTAIIMOHHOM OOecCreYeHun
yIpaBJICHUsI U apXUBHOM Jene : yueOHuk uist By3oB / H.H. Kynses, T.B. Konapamosa, E.B.
TepentbeBa, A.I'. ®abpuuHOB ; Mo 0011, pea.a.ro.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynenueckass oubmmoreka) - [ISBN 978-5-98704-786-6. - Pexum nocrymna:
http://znanium.com/catalog/product/1015021

Jlapun Muxaun BacunweBuu. MHdopmanmonHoe oOecrieueHre ympaBieHUs : yuyeOHOe
nocooue / M. B. Jlapun ; [M-Bo oOpazoBanus u Hayku Poc. Depeparum, dDenep. roc.
Oro/pKeTHOE 00paszoBar. yupeKIeHHE BbICII. oOpazoBaHus "Poc. roc. rymanuTapHeii yH-T"]. -
Mocksa: PITYVY, 2018. — 278 c.

WNudopmanronHbie TEXHOJIOTUHN yrpaBieHus : yueOnuk / b.B. YepHukoB. — 2-e u3f.,
nepepad. u gom. — M.: U «DOPYM» : MHOPA-M, 2017. — 368 c. — (Bricmee
oOpazoBanue). - Pexxum noctymna: http://znanium.com/catalog/product/545268

CNews.ru — n3J1aHle O BBICOKHUX T€XHOJIOTUSIX. [DJIEKTPOHHBIN pecypc]
-http://www.cnews.ru/

Docflow. Bce o0 wmwupe »531neKTpoHHOro aokymeHToobopota. [Ilopranm mnocssiieH
AIIEKTPOHHOMY JTOKYMEHTOOOOpOTYy ¥ CMeXHBIM oTpacisiM. OH Tmpu3BaH TPEIOCTABUTH
YUTATeNsIM CaMylo IIOJIHYI0, CTPYKTYPHUPOBAHHYI0 M TIOJE3HYI0 HH(POpPMAIMIO O pBHIHKE,
TEXHOJIOTHSX, PEIICHUAX, KOMIAHUAX U JUIax]. [DIEeKTpOHHBIN pecypc| - DIEeKTpOH, AaH.-
M.,— www.docflow.ru, cBo60HBINH. — 3ari. ¢ sKpaHa.

DOC-Online. He3aBucuMmblii TOpTaJI O CHCTEMax JJICKTPOHHOTO JOKYMEHTOOOOpPOTA.

www.doc-online.ru

Odwurmanererii cait 1C: Ipennpustue 8. - [DnekrporHbIi pecypc] - https://v8.1c.ru/.

OduumanbHblil caiT «31eKTpOHHBIE O(UCHBIE CUCTEMbI» - [DIEKTPOHHBIA pecypc] -

https://www.eos.ru/.

Odunmanbubiii  cailt  kommanun «MHTtep-Tpact» - [OnekTpoHHBI pecype] -

https://www.intertrust.ru/.

Oduumansubiii caiit komnanun «Cognitive Technologies» - [DnexTponHsIi pecypce] -

https://www.cognitive.ru/

Tema 8. UnTepHeT-TeXHOJIOTUM M HH(POPMALMOHHBbIE Pecypchbl, Hcnoab3yembie B JIOY
3anaHus:

1. Ilpaktuka pabotsl B UHTEpHET.

2. HnTepHer-TexHONOrNY, Hcnosb3yeMsble B JIOVY.

3. T'nmoGanbhbie BbruncautenbHble ceth (WAN) U JIOKaJdbHbIE BBIYMCIUTENBHBIE CETU

(LAN).


https://www.cognitive.ru/
http://www.doc-online.ru/
http://www.cnews.ru/
C:\\Users\\GlotovaSA\\AppData\\<C0><BF><B4> 2018-19\\<C0><BF><B4> <BE><D1><DD><DE><D2><DB><D5><DD><DD><EB><D5>\\<B8><B4><BE><C3> 2018\\
CNews.ru - <D8><D7><D4><D0><DD><D8><D5> <DE> <D2><EB><E1><DE><DA><D8><E5> <E2><D5><E5><DD><DE><DB><DE><D3><D8><EF><E5>
C:\\Users\\GlotovaSA\\AppData\\<C0><BF><B4> 2018-19\\<C0><BF><B4> <BE><D1><DD><DE><D2><DB><D5><DD><DD><EB><D5>\\<B8><B4><BE><C3> 2018\\
CNews.ru - <D8><D7><D4><D0><DD><D8><D5> <DE> <D2><EB><E1><DE><DA><D8><E5> <E2><D5><E5><DD><DE><DB><DE><D3><D8><EF><E5>
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4. OcoOeHHOCTH MTOMCKA HHPOpMaLUU B IHTEpHET.
5. Pecypcol UaTepHeT mis crieninanuctoB chepsl [JOY

Crncox UCTOYHMKOB:

1. Jlapua Muxawnn BacunseBnu. UHpopmanimonHoe obecrieueHre yrpaBiaeHus : yueOHOe
nocobue / M. B. Jlapun ; [M-Bo oOpazoBanus u Hayku Poc. Depeparum, dDenep. roc.
Oro/pKeTHOE 00paszoBart. yupekaeHHe BhICII. oOpazoBaHus "Poc. roc. rymanuTtapHeii yH-T"]. -
Mocksa: PITY, 2018. — 278 c.

2. Kynses, H.H. UndopmaninoHHble TEXHOJOTUU B JOKYMEHTAllMOHHOM OOECTeueHUU
yIpaBJIeHUs] U apXuUBHOM jene : yueOHuk ais By3os / H.H. Kynses, T.B. Konapamosa, E.B.
TepentneBa, A.I'. ®abpudnoB ; Mo ob6mI. pea.a.to.H., mpod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynendeckas Oubnmoreka) - ISBN 978-5-98704-786-6. - Pexxum pocryma:
http://znanium.com/catalog/product/1015021

3. AranbsuoB Bukrop IlerpoBud. basel gannbIX : YueObHuk: B 2 xnurax. - 1. - Mocksa ;
Mocksa : U3pgatensckuii JJom "®OPYM" : OOO "Hayuno-uznarensckuid nientp MUHOPA-M",
2018. - 271 c. - ISBN 9785819907139.
http://znanium.com/go.php?1d=929256.

4. EpmokumoBa Jlrommuina  MuxaigoBHa.  DIEKTPOHHBIM — JOKYMEHTOOOOPOT U
obecrieueHrne OE30MaCHOCTH CTaHAAPTHBIMHU cpenctBamu windows : YueOHoe mocobwme. - 1. -
Mocksa ; Mocksa : OOO "KYPC" : OOO "Hayuno-uznarensckuii nentp MHOPA-M", 2018. -
296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786

5. MndopManimoHHble TEXHOJIOTHH yIipaBieHus : yueOonuk / b.B. Uepuukos. — 2-e u3n.,
nepepad. u jgon. — M. : U] «®OPYM» : UHOPA-M, 2017. — 368 c. — (Bsicuiee
oOpazoBanme). - Pexxum goctyna: http://znanium.com/catalog/product/545268

CNews.ru — u3aHue O BBICOKMX TEXHOJOTUSIX. [DIEKTPOHHBIN pecypc]
-http://www.cnews.ru/

Docflow. Bce o0 wmwupe »5310eKTpOHHOTO JOKymMeHTooOopoTa. [[lopranm mocssiieH
AJIIEKTPOHHOMY JOKYMEHTOOOOpPOTY M CMEXHbIM oTpaciasM. OH npu3BaH MPelOCTaBUTH
YUTATENsIM CaMyl0 IIOJIHYI0, CTPYKTYpPUPOBAHHYIO H TIOJE3HYI0 HWH(OPMALUIO O pPHIHKE,
TEXHOJIOTHSX, PEIICHUAX, KOMIAHUIX U JUIAX].  [DJIEKTPOHHBIN pecypc] - DIEKTPOH, JaH.-
M.,— www.docflow.ru, cBo60HBINH. — 3ari. ¢ FKpaHa.

4. DOC-Online. HezaBucumsIii mopTai 0 cUCTeMax 3JIEKTPOHHOTO JTOKYMEHTOOOOpOTa.
www.doc-online.ru

Tema 9. YnpasieHue 10CTyIIOM K JOKYMEHTHPOBAHHOM MHpopManun
3amanus:
1. Pa3paboTka wmepomnpuatuii mo obOecrnedeHuto 3anmTbl uHbpopMmamu B ACIOY

(anmapaTHbIe, MPOrpaMMHbBIE M OPTaHU3ALMOHHBIE METO/IBI).

Cnucok UCTOYHUKOB:

1. Kynses, H.H. MadopmanionHble TEXHOJIOTUH B JAOKYMEHTAI[MOHHOM OOECTICUCHHH
yIpaBJIeHUs: U apXuBHOM Jene : yueOnuk ans By3oB / H.H. Kynses, T.B. Konxgpamona, E.B.
TepentneBa, A.I'. ®abpuunoB ; Mo o6mI. pea.a.ro.H., mpod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crynmendeckas Oubmmoreka) - ISBN 978-5-98704-786-6. - Pexxum pocryma:
http://znanium.com/catalog/product/1015021

CNews.ru — u3jaHue O BBICOKMX TEXHOJOTUSIX. [DIEKTPOHHBIN pecypc]
-http://www.cnews.ru/

Docflow. Bce o wmpe »dnekTpoHHOro mokymMeHTooOopota. [[lopranm mocBsiieH
AJIIEKTPOHHOMY JOKYMEHTOOOOPOTY M CMEXHbIM oTpaciasiM. OH npu3BaH MPelOCTaBUTH
YUTATESIM CaMyl0 IIOJIHYI0, CTPYKTYpPUPOBAHHYIO H TIOJE3HYI0 HWH(OPMAIUIO O pPHIHKE,


http://www.cnews.ru/
C:\\Users\\GlotovaSA\\AppData\\<C0><BF><B4> 2018-19\\<C0><BF><B4> <BE><D1><DD><DE><D2><DB><D5><DD><DD><EB><D5>\\<B8><B4><BE><C3> 2018\\
CNews.ru - <D8><D7><D4><D0><DD><D8><D5> <DE> <D2><EB><E1><DE><DA><D8><E5> <E2><D5><E5><DD><DE><DB><DE><D3><D8><EF><E5>
C:\\Users\\GlotovaSA\\AppData\\<C0><BF><B4> 2018-19\\<C0><BF><B4> <BE><D1><DD><DE><D2><DB><D5><DD><DD><EB><D5>\\<B8><B4><BE><C3> 2018\\
CNews.ru - <D8><D7><D4><D0><DD><D8><D5> <DE> <D2><EB><E1><DE><DA><D8><E5> <E2><D5><E5><DD><DE><DB><DE><D3><D8><EF><E5>
http://www.doc-online.ru/
http://www.cnews.ru/
C:\\Users\\GlotovaSA\\AppData\\<C0><BF><B4> 2018-19\\<C0><BF><B4> <BE><D1><DD><DE><D2><DB><D5><DD><DD><EB><D5>\\<B8><B4><BE><C3> 2018\\
CNews.ru - <D8><D7><D4><D0><DD><D8><D5> <DE> <D2><EB><E1><DE><DA><D8><E5> <E2><D5><E5><DD><DE><DB><DE><D3><D8><EF><E5>
C:\\Users\\GlotovaSA\\AppData\\<C0><BF><B4> 2018-19\\<C0><BF><B4> <BE><D1><DD><DE><D2><DB><D5><DD><DD><EB><D5>\\<B8><B4><BE><C3> 2018\\
CNews.ru - <D8><D7><D4><D0><DD><D8><D5> <DE> <D2><EB><E1><DE><DA><D8><E5> <E2><D5><E5><DD><DE><DB><DE><D3><D8><EF><E5>
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TEXHOJIOTHSIX, PEUICHUAX, KOMIAHUAX U JUIax]. [DJIEKTpOHHBIN pecypc| - DIEKTpOH, AaH.-
M.,— www.docflow.ru, cBoO0aHBINA. — 3ari. ¢ SKpaHa.

4. DOC-Online. He3aBucHUMBIH MoOpTan 0 CUCTEMaxX 3JIEKTPOHHOTO JOKYMEHTO000pOTa.
www.doc-online.ru

9.2 MeToanyeckue peKOMEeHAAIMH 110 OAr0TOBKe NUCbMEHHbIX padoT

[TonroroBka pedepara Mo3BOISIET 3aKPENUTh TEOPETUYECKUE 3HAHUS IO AUCLUILIMHE,
nproOpecTH HAaBBIKM CaMOCTOSTENILHOTO YIIIyOJIEHHOTO M3Y4YeHHs OJHOTO M3 Pa3JiesioB Kypca.
[Ipu moaroTtoBke pedepara CTyIEHTHI MTOJIY4alOT HaBBIKA U YMEHHE PAadOTaTh ¢ UCTOYHUKAMU U
JUTEpaTypoi, aHaIM3UpPOBaTh (HAaKThl M JIAaHHBIC CHELUANIBHOM JIUTepaTypbl, H3iaratb
MIPOYUTAHHOE COBPEMEHHBIM MPO(ECCUOHATILHBIM S3bIKOM.

Pedepar nomxen 66T 0hOPMIIEH B COOTBETCTBUH C TPEOOBAHUSIMHU, MTPEIBSIBIIEMBIMU K
MOJITOTOBKE U O(POPMIIEHHUIO HAyUHBIX PaloT.

Pedepar Brmouaert:

- TUTYJIbHBIN JIUCT;

- OTJIaBJICHHE;

- BBE/ICHHUE;

- OCHOBHYIO 4acTh (TeMaTHUYEeCKHe pa3/iebl);

- 3aKJIIOUYEHUE;

- CIIUCOK MCTIOJIb30BaHHBIX HCTOYHHUKOB U JIUTEPATYPBI.

O0bem pedepara - 15cTtpanunr Tekcra (mpu Habope depe3 1,5 mHTEepBama u pasmepe
mpudTa 13-14). Pedepar numercs Ha 0JHONH CTOPOHE CTAHAAPTHOTO JMcTa Oymaru (opmata
A4 (210x197mm).

Crpanunpl pedepata HymMepyroTcss apaObCckuMu nudpaMu Ha BEpXHEM IoJie JHcTa, 0e3
KaBbIYEK, Je()UCOB M J[PYrUX 3HAKOB MpenuHaHWs. TUTYIbHBIA JHCT W OIJIaBIIEHUE HE
HYMEpPYIOT, HO BKJIIOYAIOT B 001IMii 00BbeM pedepara.

HayuHno-cripaBouHblif annapar pedepara BKIIOYaeT CIUCOK HCTOYHUKOB U JIUTEPATyPhl U
MOJICTPOYHBIE CHOCKH. II0/ICTpOYHBIE CHOCKM HCIOJIB3YIOTCS BO BCEX CIIydasX LIUTUPOBAHUS B
TEKCTe pedepara MpaBOBBIX aKTOB, TOKYMEHTOB, MPOU3BEICHUN aBTOPOB MOHOTpaduil, CTaTeH,
yu4eOHUKOB, Y4eOHBIX IMOCOOMH, a Takke MpH LUTHUPOBAHWU CTAHAAPTHBIX OIpe/eIeHUi
TEpMUHOB W TOHATHH. Bce mpuBommmeie B pedepare ¢dakThl, MUQPPHL, AaThl, KOHKPETHHIE
JaHHBIE TaKXKe JOJDKHBI OBITH MOJITBEPHKIEHBI HOJCTPOYHBIMU CHOCKAMHU.

CHOCKHM HYMEpYIOT B IIpeeiiax OJTHON CTPAHUIIBI apaOCKUMU U(PpaMu, TEKCT CHOCKH
pa3MenIaroT Mo/ MOCIEIHEN CTPOKON TEKCTA

9.3  HHble MaTepHaJbI
MeTO)II/I‘leCKI/Ie YKazaHuA 1Jisd oﬁyqamumxcn I10 OCBOCHMUIO JUCHUIIJINHBI

Bun padorsl Conep:xkanue Tpynoemko Pexomenpaunu
(mepeveHb BONPOCOB) CTh
caMoCTosITe
JIbHOM
padoThbI
(B yacax)

Paznea 2. Uctopust apTomaTuzauuu J0Y

IToaroroska 1. OcHoBHEIE 3TAaIIbI 4 yaca 1. Jlapun Muxaun
K JIEKI[IUU aBromatuzanuu JJOY. BacunbseBuu. HNudopmanmonaoe
2. Dramnbl  BHEAPEHUS o0ecrnieueHre ympaBjeHHs : yueOHOe
aBTOMATHU3HPOBAHHBIX nocobue / M. B. Jlapun ; [M-Bo

TEXHOJIOTHI CO31aHHuA, O6pa30BaHI/IH )44 HaYKH Poc.



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

27

00paboTku,
UCIIOJIb30BaAHUSI

XPaHEHMsI TOKYMEHTOB.

3. DOpomronus
TEXHOJOT U
JIOKYMEHTUPOBAHUS
uHpOpMaLIUH.

denepanuy, Denep. roc.
Or0/DKETHOE 00pa3oBaT. yupeKaCHUE
BbIclI. oOpaszoBanust "Poc. ToC.
ryMaHUTapHbld yH-T"]. - Mocksa:
PITY, 2018.-278 c.

2. Kynses,

H.H. MadopmanmoHHbIe TEXHOIOTUI
B JIOKyMEHTAllUOHHOM O0OecreueHun
yOpaBIeHUS U AapXWBHOM JIETe :
yueOonuk st By30B / H.H. Kynses,
T.B. Konnpamosa, E.B. Tepentbena,
ATI. ®abpuynop ; mom oOmI.
pen.n.ro.H., mpod. H.H. Kynsesa. -
M.: Jloroc, 2017. - 408 c. - (HoBas
cTyneHdeckass OuOmmoteka) - ISBN
978-5-98704-786-6. - Pexum
JOCTyTA:
http://znanium.com/catalog/product/1
015021

3. AraibloB Buxkrtop
[letpoBuu. ba3bl naHHBIX ;| YUeOHUK:
B 2 knmrax. - 1. - Mocksa ; Mocksa :
WUznparenwckuit Jlom "®OPYM"
OOO "HayuHo-u3aaTenbCKUN LEHTP
NH®PA-M", 2018. - 271 c. - ISBN
9785819907139.
http://znanium.com/go.php?
1d=929256.

4. EBnokumoBa Jropmuna
MuxaitioBHa. DJIEKTPOHHBIN
JTOKYMEHTOO0OpPOT U obecneueHue
0€30MacHOCTH CTaH/IapTHBIMU
cpeactBamu  windows :  YueOHoe
mocobue. - 1. - MockBa ; Mocksa :
OO0 "KYPC" : OOO '"HayuHo-
m3patensckui nentrp MHOPA-M",
2018. - 296 c. - ISBN
9785906923240.
http://znanium.com/go.php?
1d=939786

5. WNudopmannonnsie
TEXHOJIOTHH YIIpaBJICHUS ;| yUeOHUK /
b.B. UYepHukoB. — 2-e wu3n,
nepepadb. u gon. — M. : W]
«DOPYM» : UHOPA-M, 2017. —
368 c¢. — (Bricmiee obpazoBanme). -
Pexum Jocryna:
http://znanium.com/catalog/product/5
45268

KoHucnekr mexnmin

Hroro

4 yaca

Pa3nes 3. TpeGoBaHusI HOPMATHBHO-NPABOBBIX H HOPMATHBHO-METOIMYECKHUX JOKYMEHTOB,
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perJiaMeHTHPYHIIHUX HCI0Jb30BaHNe HHGOPMAIMOHHBIX TexHoJoruii B JIOY

ITonroroska | 1. 3akoHOIAaTeILHBIE U 4 gaca www.jurizdat.ru/editions/official/lcrf/

K JIEKIIUU IIO/A3aKOHHBIE aKThl PO, - Cobpanue 3akoHOJaTenbcTBa PO
perJaMeHTHpyIoIne www.rg.ru/ - Poccuiickas razera
BHE/IPEHHE U www.rusarchives.ru — ®exnepanbHoe
UCIIOJIb30BaHUE apXuUBHOE areHTCTBO PD
MH(POPMALIMOHHBIX www.vniidad.ru/ -  BHUMJAJL
texnoaoruii B JIOY. (Bcepoccutickuit Hay4HO-
2. HopmatusHo- HCCIIEN0BATEIIbCKAN UHCTUTYT
METOJINYECKUE JOKYMEHTOBEJICHHSI U apXUBHOTO
JIOKYMEHTBI u niena)
CTaHJapPTHI. www.consultant.ru/ - odpunanbHBINH
3. Coger o caiit komnanuu Koncynsrantllntoc
nH(OpMAITMOHHON www.garant.ru/ - “HHOpPMaLMOHHO-
6e3omacHoOCTH npu paBoBOM nopraiu I'apant
[Ipe3unente PO. KoHucnekT mexnuit
4. MexnyHapoaHblie
cranaaptel UCO u MOK.
5. HanumonaneHbie
CTaHJapThI.

Utoro 4 yaca

Pa3znen 4. OcHoBHBIC 00beKThl U NPpUHIUNBI aBToMaTH3auuu JOY u opranusannu
3JIEKTPOHHOT0 IOKYMEHT0000poTa

TloaroroBka
K JIEKLIUU

1. TunoBele 3agauu
apromaru3anuu JJOVY.

2. OCHOBHBIE
nH(GOpPMaIMOHHBIE
TEXHOJIOTHH,

ucnoaszyemele B 10V un
WX KJaccuuKaIms.
3. Bunel undopmanum,

coaepkaniencs B
JIEKTPOHHOM
JIOKYMEHTE.

4. Tepmunouorus,

ucnoinsizyemas B 1C.

5. OcHOBHblE  BH[BI
¢dbopmaToB,
ucnoiaszyemsle B JIOY.

6 Jacos

1. Jlapun Muxaun
Bacunsesuu. HNudopmannonHoe
obecrieueHne yIpaBieHUs : ydeOHOe
nocooue / M. B. Jlapun ; [M-Bo
o0Opa3oBaHus u HayKu Poc.
Oenepanun, Penep. roc. OIOIKETHOE

obpazoBar. YUpEKICHUE BBICIII.
o0Opa3oBaHus "Poc. roc.
ryMaHuTapubli yH-T"]. - Mockaa:

PITYVY, 2018.-278 c.
www.consultant.ru/ - opunuanbHbII
caiT komnanuu Koncynsrantllntoc
www.garant.ru/ - ”HGOpPMAaIMOHHO-
paBoBOM noprai I'apant
www.doc-online.ru;
WWW.CCIN.CNEWS.TU

OdunumanbHbIi cailt 1C:
[Ipennpusitue 8. - [DIEKTPOHHBIN
pecypc] - https://v8.1c.ru/.
OdunmanbHbiil caliT «IEKTpOHHBIE
0opHUCHBIE CUCTEMBD» - [DIEKTPOHHBIN
pecypc] - https://www.eos.ru/.
OdunmanbHpIf CauT KOMIIaHUU
«utep-Tpact» -  [OneKTpoHHBIN
pecypc] - https://www.intertrust.ru/.

OdunmanbHbIi cauT KOMITaHUH
«Cognitive Technologies» -
[DJ1IeKTpOHHBII pecypc] -



http://www.ccm.cnews.ru/
http://www.garant.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://www.consultant.ru/
http://www.vniidad.ru/news1/example.php
http://www.rusarchives.ru/
http://www.jurizdat.ru/editions/official/lcrf/
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https://www.cognitive.ru/
U Jp.
Koncnexr nexmuii
Hroro 6 yacoB
Paznen 5. Peanuszauus 3aga4u JIOY ¢ nomombio MS Office
[loaroroBka | 1. [TpuHIATIBL 6 yacos Kucenes, I'. M. Mudopmannonusie
K JICKIHH MTOCTPOCHUS u TEXHOJIOTHH B JKOHOMHKE |
(YHKIIMOHUPOBAHUS ynpasienun (3¢pdexktuBHas pabdora B
O0(UCHBIX CHUCTEM B CpeJie MS  Office  2007) [DnekTpoHHBII
nakera MS Office. pecypc] : YueGHoe mocobue / I'. M.
2. IToxgroroBka, Kucenes, P. B. boukoBa, B. .
peructpanus, o0paboTka CagonoB. - M.: MUsnarenscko-
U XpaHEHHE JOKYMEHTOB ToproBass Koprnopamus "JlamkoB u
cpeacTBamMu maketa MS K°", 2013. - 272 c. - ISBN 978-5-394-
Office. 01755-1. - Pexum JOCTYTIA:
3. JlomomHUTEIbHBIC http://znanium.com/catalog/product/41
BO3MOKHOCTH PabOTHI ¢ 5083
O(pUCHBIMU KoHcnekT nekuuit
nporpammamu  Word u
Excel B MS Office.
Htoro 6 yacoB

Pa3nes 6. ba3pl JaHHBIX B HH(OPMALIMOHHOM O0eclie4eHUH YIPaBJIeHUs!

[TogroroBka | 1. IlonaTHe U cTpyKTypa 6 JacoB 1.  AramsnoB Bukrtop IlerpoBuu.
K JIEKIIUHU 0a3bl JaHHBIX. ba3el nanubix : YueOHuk: B 2 kHUTaX.
2. Moaenu mnOCTpOCHUS - 1. - MockBa ; Mocksa
0a3bl TaHHBIX. M3narensckuit  fom "OOPYM"
3. [TonsiTne OOO "Hay4yHO-W31aTeNbCKANA LEHTP
kopnopatuBHo b/ wu NH®PA-M", 2018. - 271 c. - ISBN
KOPIOPaTUBHOM nc. 9785819907139.
TpebGoBanus K http://znanium.com/go.php?
koprnoparuBHo B/l u 1d=929256.
ncC. KoHncnexr nexuuit
4. OCHOBHBIE CBOMCTBa
6a3pl  nmaHHBIX  Lotus
Notes u MS Access.
5. Cuctemsl ynpaBlieHUs
6a3zamu nanHbIX (CYBJ).
Hroro 6 yacos

Pazgean 7. TpeOoBanusi kK GyHKIUMOHAJIBHOMY H ANNIAPATHO-MPOrPaMMHOMY oO0ecle4YeHnI0

aBTOMaTH3MPOBaHHBbIX cuctem 10Y

[MogroroBka | 1. KopnopartuBHblie 6 yacoB 1. Jlapun Muxaunn
K JICKIHH MH(POPMALMOHHBIE BacunbeBuy. HNudopmannonnoe
CHCTEMBI. o0ecrieyeHne ympaBieHus : ydeOHOe
2. Buner u nmocoobne / M. B. Jlapun ; [M-Bo
Pa3sHOBUHOCTH AC o0pa3oBaHUs u HayKH Poc.
J0OY. Oenepannn, Deaep. roc. OIOTKETHOE
3. Kpurepuun BbIOOpa o0pa3oBaT.  yUYpeXKACHHUE  BBICIIL
KOMIIaHUH-pa3paboTurKa o0Opa3oBaHUs "Poc. roc.



http://znanium.com/catalog/product/415083
http://znanium.com/catalog/product/415083
https://www.cognitive.ru/
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AC J10V. ryMaHuTapHbeii yH-T"]. - Mocksa:
4. Kpurepuu Beidopa AC PITYVY, 2018.-278 c.

A0V u UHBIX HHTtepHeT pecypcesl:

MIPOTrPaMMHBIX www.doc-online.ru;

MIPOIYKTOB WWW.CCIM.CNEWS.IU,

MIPUMEHUTETHHO K WWW.COmpress.ru; www.business-
3aJa4aM OpraHU3aIuu. process.ru; Www.eos.ru u ap.;

5. Pa3zpaboTka KoHcnexTs! JIeKImii.

TEXHUYECKOTO 3aaHMs.

6. [TpunIUTIBEI

MPOEKTUPOBAHUS u

stanbl BHenpeHus AC

JIOY B J1edaTeiabHOCTH

OpraHH3aIiHy.

7. Haubonee

MOIYJISIPHBIE

coBpemennbie AC J10Y.

Htoro

6 yacoB

Pa3nes 8. UHTepHeT-TeXHOJI0TMN U HH(OPMALIMOHHBIE pecypchl, HcnoJb3yemble B JIOY

TloaroroBka
K JIEKIIAU

I. [TonsTue
«UH()OPMAITMOHHBIH
pecypey.

2. ['mobanbHBIE
BBIUUCIIUTENIFHBIE  CETH
(WAN) wu noxanbHbIE
BBIUUCIIUTENIFHBIE  CETH
(LAN).

3. OcoOeHHOCTH MOMCKA
uHbOopMaIuu B
HNurtepner.

4. Pecypcsl HHTepHer
JUTst CTIETIHATICTOB
coepsr J10Y.

6 gaca

JIronmuita
ONEeKTPOHHBIN
o0ecrnieueHue

1. EBnmoknmoBa
MuxaiinoBHa.

JOKYMEHTOO00pOT U
0e30IMacHOCTH CTaHJapTHBIMU
cpenctBamu  windows Y4ebOHoe
mocobue. - 1. - MockBa ; Mocksa :

00O "KYPC" OOO '"Hayuno-
m3narensckuii  nenrp HMHOPA-M",
2018. - 296 c¢. - ISBN
9785906923240.
http://znanium.com/go.php?
1d=939786

2. WNudopmannonnsie

TEXHOJIOTUH YIIPABIICHHS | YICOHUK /
b.B. UepaukoB. — 2-e uzn., nepepao.

u gon. — M. : U «DOPYM»y» :
NHO®PA-M, 2017. — 368 c¢. —
(Beiciee  obpazoBanme). - Pexum
JOCTYyTIA:

http://znanium.com/catalog/product/54
5268

HuTepHeT pecypchl:
www.jurizdat.ru/editions/official/lcrf/ -
Cobpanue 3akoHoaTeNbCTBA PD
www.rg.ru/ - Poccuiickas rasera

www.rusarchives.ru —  ApXHUBHOE
are’HrcTBo PO

www.vniidad.ru/ - BHUUIAL
(Bcepoccuiickuii Hay4HO-
YICCIIE0BATEIILCKUH UHCTUTYT
JNOKYMEHTOBEIICHUSI W  apXHUBHOTO

Jiena)



http://www.vniidad.ru/news1/example.php
http://www.rusarchives.ru/
http://www.jurizdat.ru/editions/official/lcrf/
http://www.eos.ru/
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www.consultant.ru/ - opuranbHbINR
caiit komnanuu KoncynerantlInroc
wWww.garant.ru/ - “HQOpPMAIIMOHHO-
npaBoBoil moptaiu ['apaHT u 1p.;
KoncnexTs! TeKIui.

Pa3nen 9. YnpasJiieHue J0CTYIIOM K JI0OKYMEHTHPOBAHHOH HH(OPMAHH

IloaroroBka
K TeECTaM
TloaroroBka

pedepata

4 yaca

1. Jlapun Muxann
BacunbeBuu. NudopmarnmonHoe
obOecrieueHHe yMpaBiIeHUs : ydeOHOe
nocooue/M. B. Jlapun; [M-Bo
00pazoBaHUs u HayKH Poc.
Odenepannn, denep. roc. OFOIKETHOE

oOpa3oBar. YUpEKICHUE BBICIII.
00pa3zoBaHUs "Poc. roc.
ryMaHuTapHbli yH-T"]. - Mocksa:
PITYVY, 2018.-278 c.

2. ArainploB Buxrop

[TerpoBuu. ba3pl gaHHBIX : YUYCOHMHK:
B 2 kuwnrax. - 1. - MockBa ; Mocksa :
Hzparensckuii Jlom "OOPYM" : OO0
"HayuHo-u3narenbckuit HEHTP
HUH®PA-M", 2018. - 271 c¢. - ISBN
9785819907139.
http://znanium.com/go.php?id=929256
3. EBpoxmmoBa Jlrommuna
MuxaiisioBHa. DIIEKTPOHHBIN
JIOKYMEHTOO00pOT U  oOeclieueHue
0€e301IMacHOCTH CTaHJapTHBIMU
cpenctBamu  windows @ YueOHOe
mocobue. - 1. - MockBa ; Mocksa :
00O "KVYPC" : OOO "Hayuno-
m3narenbckui  nentp MHDOPA-M",
2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786
4. HNudopmannonnsie
TEXHOJIOTMH  ympaBieHus:  Yuel.
nocobue s By30B / I[log. pen. mpod.
I'A.Turopenko. 2-e u3a., gom. — M.:
IOHUTU-IAHA, 2005. 439 c.

5. Jlapun M.B. VYmpasnenue
JIOKyMEHTAllued B OpraHU3aIMsIX.—
M.: Hayu. kH., 2002.

6. CankoB B.B.
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