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1 TlosicHuTe/IbHAA 3aMKCKa

1.1 Ileap u 3aga4y AUMCHUILIMHBI

Ilenb MUCHMIUIMHBI: TOATOTOBUTH BBIMYCKHHKA, OOJIAZAIOMIETO JOCTATOYHBIM H
HEOOXO/JMMBIM YPOBHEM TEOPETUYECKMX 3HAHMHA W HABBIKOB UX MPUMEHEHHS B pEIICHUH
MPAaKTUYECKHX 3a/1a4 paboThl ¢ MHPOPMALMOHHBIMU TexHoJorusiMu B JIOY.

Bagaun:
- M3Y4YECHHE OCHOBHBIX MOHATHUH, HCHOJB3YyEMBbIX B MpoIecce MPUMEHEHUs MH(POPMAIMOHHBIX
texnonoruii B JIOVY;
- U3yYEHHUE UCTOPHH NTPUMEHEHH NH(POPMALMOHHBIX TexHojorui B JIOY;
- U3y4eHUE HOPMATHBHO-TIPABOBBIX OCHOB NPUMEHEHUs HH(OpMAIIMOHHBIX TexHonorui B IOV
- M3Y4YECHHE TEXHHUYECKOTO0 M MPHUKIATHOTO MPOTPaMMHOIO OOECHeueHHs], UCIOIb3yEeMbIX HpU
OpTaHU3aIMH JEKTPOHHOTO JOKYMEHTO000pOTa, HH(HOPMAIIHOHHOM 00eCIIeUeHIH YIIPABICHHUS,
OpraHU3aIK XpPaHEHUS JOKYMEHTOB Ha TPAAULIMOHHBIX M 3JIEKTPOHHBIX HOCUTEIISIX;
- M3yY€HHUE NMPHUHIIMIIOB BHIOOPA W OPTraHU3AIMM BHEAPEHHS U MCIOJIb30BAHUS TEXHHUECKOTO U
IIPOTPaMMHOTO 00eCTIIeUeHus;
- U3y4eHue nH(HOPMAIIMOHHBIX CUCTEM M OCHOBHBIX HH(OPMAIIMOHHBIX pecypcoB B IOV
- H3y4YeHHE M aHaJIU3 CPEACTB 3alUThl HH(popMarmuu B HWH(POPMAIMOHHBIX CHUCTEMAaX,
ucnosaszyemsix B JIOV.

1.2 HepequL IJIAHUPYEMBIX pPE3yJbTaTOB oﬁyqumI o IMCOMIlJIMHE,
COOTHCCCHHBIX ¢ MHAUKATOPAMH NJOCTU/KCHHUSA KOMHETCHIII/Iﬁ

Komnerennuu HNupaukaTopsl KOMIETEHIUN PesynbTarsl 00yuenus
OIIK-4. Cnoco6en | OIIK- 4.3. O6nagaer HaBbIKAMHU 3HaTh: HHPOPMALIMOHHBIE
NOHMMATh NPUHLKIILL | YCTIONb30BaHUS MH(OPMAIIIOHHO- CHUCTCMBI, MCIIOJIb3yCMEBIC B
PabOTBI COBPEMEHHBIX KOMMYHUKAIIMOHHBIX TEXHOJIOTUNA B | TOKYMEHTAllHOHHOM
MHPOPMaMOHHBIX
S cdepe T0KyMEHTAIIMOHHOTO o0ecreyeHn yrpaBieHus U
HCTob30BaTh ux s | OOECTIEUCHHS YIPABICHHUS U apXUBHOM JI€J1€
peleHust 3a1a4 apXMUBHOTIO Jieja YMeTh: HUCIIOIB30BATh
npo(ecCHOHANBHOM UH(OPMAIMOHHO-

ACHATCIRHOCTH KOMMYHUKAIIHOHHBIC TEXHOJIOTUH

C LEJIBI0 OpPTraHU3aUH
JTOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBieHUs U
apXMUBHOTO XPaHCHHUS
JTOKYMEHTOB

Brnanets: HaBbIKamMu BBIOOpA
ONTHMAIBHBIX HHPOPMAIIMOHHO-
KOMMYHUKAIIHOHHBIX PEIICHUI
IIPY BBITIOJIHEHUH PadoOT 1O
JTOKYMEHTAIHOHHOMY
00€CTIeYeHUIO yIIPaBICHUS U
apXUBHOMY JICITY

1.3 MecTOo AMCHUILUIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM
MPOrpamMmabl
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Hucuumuna «Muadopmaronssie TexHonoruu B IOY» BXoauT B coctaB 0a30BOH yacTu
JUCLUIIMH IOATOTOBKHA CTYIAEHTOB II0 HAIPAaBJICHUIO IIOATOTOBKHM «/lOKyMEHTOBEIEHUE H
apXUBOBEJICHUEY.

JUiss 0CBOGHMS AUCLUIUIMHBI (MO/YJIsI) HEOOXOIMMBI KOMIIETEHIUH, C(HOPMUPOBAHHBIE B
XOJI€ U3Y4YEeHUs CIEAYIOIUX JUCLUIUIMH U IIPOXO0KACHUS IIPAKTUK:

- UndopmanoHHble TEXHOJIOTUU

B pesynprare oOCBOGHMS JUCHMIUIMHBI (MOIyJs) (QOPMUPYIOTCS KOMIIETEHIIMH,
HEOO0XOUMBIE JJIS1 M3YUECHHUS CICAYIOUINX TUCIUILINH U TPOXO0XKACHUS MPAKTHK:

- UndopmanroHHble TEXHOJIOTUU B ApXUBHOM JIeJie

- Undpopmannonnoe obecrieueHue ynpaBieHUs

- MudopmanmonHo-npaBoBele 0a3bl JaHHBIX, HCIOJb3YyEMbIE B JIOKYMEHTAIIMOHHOM
o0ecreYeHnn YIpaBIeHHs

- YnpasieHnue uH}popmMarmei u 10KyMeHTaluen 3JeKTPOHHOTO NPaBUTEIbCTBA

- @opMaThl AMEKTPOHHBIX TOKYMEHTOB B CHCTEMAaX 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

2 CrpyKrypa JUCUHMILJIMHBI

OO0mast TpyA0eMKOCTh JUCHHUIUIHHBI COCTaBmseT 3 3.¢., 108 1.

CTpykTypa AUCHHUILIMHBI VI 04HOH (opMBI 00yUeHH

O6bveM TUCHMIUIMHBI B (pOpME KOHTAKTHOM PabOThl 00yYaromUXCs C MeAaroruuecCKuMu
pabOTHHUKAaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHONW MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IIPH MTPOBEACHNUU YUCOHBIX 3aHATHIL:

Cemectp | Tum yaeOHBIX 3aHATHI KonuuectBo
4acoB
2 Jlekuun 24
2 Cemunapsl/mabopaTopHbie paboThI 36
Bcero: 60

O0beM OUCHHIUTUHBL B (HOpPME CaMOCTOSTENbHON pabOTHI 00YUYAIOIINXCS COCTABISIET 48
aKaJIEMUYECKUX YaCOB.

CTpyKTypa JUCHHUIJIMHBI AJI51 04HO-3204HOI (popMBbI 00yUeHUs

O0beM TUCIUIUIMHBI B ()OopME KOHTAKTHOW PabOThl OOYYArOMIMXCS C TEAarorH4eCKUMU
paboTHUKaMU ¥ (WIIK) TUIIAMU, TPUBJICKAEMBIMHU K pear3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU IPOBECHUH YICOHBIX 3aHSATHH:

Cemectp | Tum y4eOHBIX 3aHATUI KonuuecTBo
4acoB
2 Jlexnu 14
2 Cemunapsl/nabopaTopHbie pabOThI 22
Bcero: 36

O0beM OUCIHILTUHBI B (POPME CAMOCTOSTENBHON pabOThI 00YYAIOIIMXCS COCTABISET 72
aKaJeMUYECKHIX YacOoB.

CTpyKTypa JTUCHUIIMHBI JJI51 3204HOI (popMBbI 00yUeHUs
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O0beM TUCIUIUIMHBI B ()OpME KOHTAKTHOW PabOThl OOYYAIOMIMXCS C TEAarorH4ecKuMHU
paboTHUKaMU ¥ (WIIH) TUIIAMU, IPUBJICKAEMBIMU K peair3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU MIPOBECHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATUI KonuuecTso
4acoB
2 Jlexumn 8
2 Cemunapsl/mabopaTopHbie pabOThI 16
Bcero: 24

O0beM OUCIHILTUHBI B (POPME CAMOCTOSTENBHON pabOThI 00YYAIOIIMXCS COCTABISET 84
aKaJeEMUYECKUX YacOB.

3 Coaepxanue IUCHUIINHBI
Paznen 1. BBenenue

IIpeamer, menp u 3amaun Kypca. Mcerounuku W jureparypa mno Kypcy. Passurtue
nH(POPMaMOHHBIX TexHoJorui B JJOVY.

OcHoBHble TepMuHBI W omnpeneneHuss B obmactu UT B JOVY; aBTOoMarusamus wu
uHpopmaruzanus, uHGpopmanuonnsle texHonoruu (UT), mrdopmanmonnsie cuctemsl (MC),
KOpIIOpaTHBHbBIE WH(POPMAIMOHHbIE CUCTEMBI, aBToMaTu3upoBanHbie cuctemsl JJOY (ACHOY),
CHCTEMBI 3JIEKTPOHHOTO AOKyMeHTooOopoTa (COJl) 37IeKTPOHHBIE JOKYMEHTHI, 3JIEKTPOHHBIN
JTOKyMEeHTO000poT u ap. ComocTaBieHHE MEXIyHAPOIHOH M OTEYECTBEHHOW MPOQMILHON
TEPMHUHOJIOTHH.

Ponb Kypca B COBEpIICHCTBOBAHUN OpPTaHU3AIMK pabOThI ¢ JOKYMEHTaMH B YIPaBJICHUHU,
CO3JITaHUH ONITUMAJIBHBIX YCIOBHUH pabOThI CIyX 0 JOKYMEHTAIIHOHHOT'O 00ECTICYCHHUS.

3navyenue nHGopmaruzanuu JJOY u apXMBHOTO J1ea Ha cOBpeMeHHOM 3Tare. OCHOBHBIC
MH(POPMALIMOHHbBIE TEXHOJIOTUH, puMenseMblie B JIOY u apxuBHoM nene. MHpopmannoHHbie
CBOMCTBA JTOKYMEHTOB. 3aKOHOMEPHOCTH pOCTa, CTAPEHUS M paccesHUsl AOKYMEHTHOW U
HbopManMu.  ABTOMAaTH3UPOBAaHHBIE  HMH()OPMAIIMOHHO-TIOMCKOBBIE  CHCTEMBI M HX
knaccudukanus. OtpacneBas cHCTeMa Hay4HO-TEXHHYECKOH wuHpopMamuu B 00IacTH
JOKYMEHTOBE/IEHUS U apXUBHOIO Jiena. [lepcnektuBHble HanpasineHus npuMenenus UT B JIOVY.

Pazpnen 2. Uctopus aBromatuzannu J0Y

OcHoBHbIC dTambl aBToMaTu3anuu JOY.

Oranbl  BHEAPEHHMS  aBTOMATHU3MPOBAHHBIX  TEXHOJNOTMH  00pabOTKM,  CcO3/1aHus,
UCIOJIb30BaHUsl M XPAHEHMs] JOKYMEHTOB. OBOJIOLMS ITHUX TEXHOJOTMH M MX BIUSHUE Ha
MPOLIECCHl JOKYMEHTHUpOBaHUs. M3yueHHe OCOOCHHOCTEH M 3aKOHOMEpPHOCTEW paloThl ¢
JOKyMEHTaMH, 3a(MKCUPOBAaHHBIMH Ha HOBBIX HOCHUTEISIX HH(pOpManMy (MAlIMHOYUTAEMBIE
JOKYMEHTBI, JJIEKTPOHHBIE TOKYMEHTHI).

Co3nanue o0Ierocy1apcTBEHHOM cuctemMbl cOopa U 00paboTKu MH(pOpMAIUK [T yderTa,
IUIAHUPOBAaHUsI U yINpaBieHHs HapoAHbsIM xozdiictBoM (OI'AC), aBToMaTH3MpOBaHHBIX
otpaciieBbix cucteM yrpasienus (ACY). TunoBas cucreMa JOKYMEHTAI[MOHHOTO OOecTieueHust
ynpasienus (TCHO). Co3nanue aBTOMaTU3UPOBAHHBIX UH(OPMAIIMOHHO-TIOUCKOBBIX CUCTEM TIO
YUYETHOM ¥ CTaTUCTMYECKOM JOKYMEHTAallu¥, aBTOMAaTHU3UPOBAHHBIX CHCTEM KOHTPOJA
ucnonaenus nokymentos (ACKN). Ludposas sxonomuka B Poccuiickoit @enepannu.

Pasnen 3. Tpe6oBaHUsI HODPMATHBHO-IIPABOBBIX 1 HOPMATHBHO-METOAMYECKHX JOKYMEHTOB,
perJiIaMeHTHPYIOIIHMX HCI0JIb30BaHNe HHPOPMALMOHHBIX TexHoJorui B 1I0Y



MexxnyHapoaHbIe IPABOBLIE aKThl. 3aKOHOAATENIbHbIE M  TMOJ3aKOHHBbIE aKThl PO.
[TocranoBnenus u pacnopsokenus IIpaBurensctBa P®, ¢exnepanbHble W perHOHANbHBIC
IporpaMMbl, cTpateruu M KoHuenmuu. Ctparerus pa3BUTUS WH(POPMAIMOHHOTO OOIIEeCTBA B
Poccuiickoit ®enepanuu. Harmumonanbhas mporpamma «L{udpoBas skonHomuka Poccuiickoii
O®enepauun». HopMaTMBHO-METOOUYECKHE JOKYMEHTBI, MEXIAYHAPOAHBIE U HALUOHAJIbHBIC
CTaHJAapTHI B 00JIaCTH WH(POPMAIIUY U TOKYMEHTALINH.

Pasnen 4. OcHoBHble 00beKTHI M NpUHHUNBI aBToMatu3auuu JJOY wum opranmszanum
3J1eKTPOHHOI0 JIOKYMEHT0000pOoTA.

Henu u 3agaum, cTosIMe NPU UCTOIB30BaHUM MH(OpMaMoHHbIX TexHonoruid B JI0Y.
Tunoseie 3amaun aBromatuzauuu J[OVY: co3nmanue, nepenaya, XpaHeHHE, MOUCK, KOHTPOJIb
HCIIOJIHEHUS IOKyMEHTOB.

OcHoBHBIE HHPOPMALIMOHHBIE TEXHOJIOTHH, UcTIOb3yeMble B JIOY 1 ux kiaccuduxamnus.
TexHoyIoTUK: BKJIIOUEHUS JOKYMEHTOB B CHUCTEMY YIIPaBJICHHUS JOKYMEHTAMU U PErHMCTpaluU B
HEH; ynpaBlieHUs TOKYMEHTaMU B CUCTEME (pacIpeleleHHOIO YIPABJICHUS IOKYMEHTAMH);
J0CTyTa, TIOUCKA U HCIIOJIBb30BaHMS JOKYMEHTOB B CUCTEME M KOHTPOJISA 32 UX HCIIOJIHEHUEM;
XpaHEHUs U YHUUTOXKEHUS IOKyMEHTOB. TEXHOJIOIMH IOTOKOBOI'O CKAHUPOBAHUS U PA3MHOKEHUS
JOKYMEHTOB H T.II.

[lonsiTHE «3NIEKTPOHHBIN NOKyMEHT». OCHOBHBIE BHBI 3JEKTPOHHBIX JOKYMEHTOB.
DNeKTpOHHAs MOAMNKCH.

Bungsl  unpopmanmu, conepkamieiicss B AJIGKTPOHHOM — JOKYMEHTE: TEKCTOBasd,
rpaduydeckas, TabJIMYHAs U T.11.

[lonsATHE «3MEKTPOHHBIA JOKYMEHTOOOOPOT», €r0 BO3MOXXHOCTH H ITyTH MCIIOJIb30BaHMUS.

OCHOBBI IOPUIUYECKH 3HAYUMOIO 3JIEKTPOHHOTO JOKyMeHTooOopoTa. HopmaruBHO-
IpaBoBOE 00ECTIEYeHHE MPOIIECCOB UCIOIB30BaHUS HHPOPMALMOHHBIX TexHonoruii B JIOVY.

OcHoBHBIe BHIBI (opMmaToB, ucnoibdyembie B JIOY. dopmaTsl mpencTaBieHUs u
XpaHEHUsI AJIEKTPOHHBIX TOKYMEHTOB. OTKphIThIe (hopMaThl. IlepcrieKTHBBI HMCIIONB30BaHUS
OTKPBITHIX (hOpMaToB U cBOOOJHOTO Iporpammuoro ooecneyenus (CI10) B Poccun u 3a pyOesxom.
HopMaTuBHO-IpaBOBbIE M METOAMYECKHE JOKYMEHTBI, PpErVIAMEHTUPYIOLUIUME IPOLECCHI
ucnonb3oBanus CI1O u oTkpeITEIX popmaToB B Poccun.

[TpuHIMTIBL ¥ 3TAITBI Pa3pabOTKH U BHEAPEHUS HH(POPMAIIMOHHBIX CHCTEM B JAEATEIbHOCTD
opranuzanuu. 3agaud, GyHKIUU U CTpyKTypa MH(popmanuonHoi cuctemsl (MC) opranuszaiuu.
Tepmunonorusi, ucnonszyemas B C. IIpoekTHbIe pelIeHnsT COBPEMEHHBIX MH(POPMAIMOHHBIX
cucreM B obnactu JIOY. OTKpbIThIE HHPOPMALMOHHBIE CUCTEMBI, KDUTEPUU UX OLIEHKU.

Paznen 5. Peanuzanus 3aga4q JIOY ¢ nomombio MS Office

[TpuHIMOBL TOCTPOCHUS U (PYHKIMOHHUPOBAHUS O(QHUCHBIX CHUCTEM B cpeae makera MS
Office. IToaroroBka, perucrpanus, 00padoTKa U XpaHEHHUE JOKYMEHTOB CpeAcTBaMu naketa MS
Office.

[lonsTue peructpannonHas kaprouka qokymeHTa B ACY /I, Ha3HaueHHE U BO3MOKHOCTH
ucnonb3oBanus. Vcnonbs3zoBanue kinaccudukarop u pyopukaropoB st co3aanus b/l yuerHoro
THUIIA.

Peanm3zanust 3amaum KoHTpossi ucnonHeHws B cpeae makera MS Office. Crpykrypa
CTaHJApPTHBIX 3aIPOCOB JIsl PEIIEHUS 3a/1a4 KOHTPOJIS 32 MCIIOJIHEHHEM JOKyMEHTOB. [Iprmepsl
uHTEpQEicoB.

[onsatus «otueroB», «hopm» u «madnoHoB» B cucreMe MS Office. McnonszoBanue
11a0JIOHOB U 3JIEMEHTOB aBTOTEKCTA.

JlonomHHUTENbHBIE BO3MOXKHOCTH padoThl ¢ opucHbME porpammamu Word u Excel 8 MS
Office:



- CozaHue naHesnei HHCTPYMEHTOB U KHOIIOK.

- ABTOMAaTH3aIMsl BHITIOJIHEHUS 33124 ¢ TOMOIIBI0 MaKpocoB. CriocoObl cO3AaHUsT MaKpOCOB.
- ABTOMaTH4eCKOE CO3aHUE OTJIABICHUS U IJIOCCAPHSL.

- Pabora ¢ popmamu u Tabnunamu.

[onatne «KOMNO3ULIMOHHBINA 3NEKTPOHHBIA JOKYMEHT» M MPUHLUIBI €r0 CO3JaHMS.
KomOunupoBanue pa3HOBUIHOCTEH (TEKCTOBOM, rpaduueckod, Tabmu4HOM) HH(pOpManuu B
JTOKyMEHTE.

Poccuiickue ananoru MS Office.

Pa3nen 6. ba3pl 1aHHBIX B HH(POPMAIIMOHHOM O0eclieYeHUH YIIPABJICHHSA.

[Tonsarue 6a3pl nanHbIX. CTpyKTYypa 6a3bl AaHHBIX. [loHsTHE MabM0oHa 6a3bl JaHHBIX. THITBI
noJiei u ganHbIX. TexHomorus 06paboTKH JaHHBIX. MoaeaH MocTpoeHHst 0a3bl JaHHBIX.

Koprnopatususie 6a3bl ganHbIx. [lonstHe kopmnopatuBHoi BJ[ m kopmopatusnoit MC.
TpeboBanus k koprnopatuBHoit b/l 1 UC. OcoOeHHOCTH TEXHOJIIOTUHN «KIHEHT-CEPBEPY.

OcHoBHble cBoiicTBa 0a3bl maHHbIX Lotus Notes 1 MS Access. Apxutektypa Lotus Notes.
Mopenu xkomMMmyHuKanuii, noanepxkuBaeMbix Lotus Notes. OCHOBHBIE CBEIEHHSI O CTPYKTYype
nporpaMMmHoro obtecneueHus. OxoHHblii uHTepdeiic Lotus Notes, OCHOBHbBIE 3IIEMEHTBHI.
BapuanTel noctpoenust uurepdetica nonp3osarens. Mcenonb3oBanue MS Access mpu pemieHHH
3agaq JJOVY.

Cucrembr ympaBnenus 0Oazamu  gaHHBIX (CYB]). Ilpodeccuonanpaprie CYB/I.
[Tepconanpapie CYBJl. OmHOMONB30BAaTENBCKHE W MHOTOINOIB30BATENbCKUE 0a3bl JIaHHBIX.
[TocnenoBarenbHBI U MapajuleNbHbIM gocTyn. LleHTpanu3oBaHHbIE M paclpeesieHHbIe 0a3bl
JAHHBIX.

Hcnonws3zoBanue b/l B opranax rocy1apCTBEHHOH BJIACTH U YIIPaBJICHUS.

Pasznen 7. TpeOoBaHusl K (yHKIMOHAJILHOMY H aNINIAPATHO-NPOrPaMMHOMY 00ecleqdeHHI0
aBTOMATH3HPOBaHHBIX cucteM JOY

[Ipu3Haku kiaccupurkanuy WHPOPMALMOHHBIX CHUCTEM: YPOBEHb HMHTETpAallMU JAHHBIX B
paMKax MpennpusaTusi, OTpaciv; MHOTO(YHKIIMOHAIBEHOCTh, BO3MOXHOCTH MAacIITaOUpOBaHHS
CHCTEMBI, 0XBAaT Pa3IMYHBIX CUCTEM JOKYMEHTAINH, pa3pabOTYHK, OTHOIICHUE K OT€YECTBEHHBIM
crangaptam J10Y, MynsTu(OpMaTHOCTh U OTKPBITOCTH (popmara.

CucteMmsl yripaBieHus T0KyMeHTo000poToM. KopriopatusHbie HHGOpPMAIMOHHbBIE CUCTEMBI.
Bunst u pasnoBugHoctn AC JIOY. Kpurepun BbpiOOpa komnanuu-pazpadorumka AC JIOV.
Kpurepun Boi6opa AC JIOY U MHBIX NPOrpaMMHBIX MPOTYKTOB MPUMEHHUTEIHHO K 3a/Jadam
opranuzanuu. Pa3paboTka TexHMYecKoro 3aaaHus. [IpMHOUOBI NMPOEKTUPOBAHUS W 3TaIbl
BHeapeHusa AC JIOV B nedarenpHOCTh opranu3anuu. Kpyr pemaemsix 3aad.

[Ipumepsl coBpemenHbIx oTeduecTBeHHBIX AC JIOY.

Crienmanu3upoBaHHble  MH(GOPMAIIMOHHBIE CHUCTEMBI:  KaJpOBble, OyXraJlTepckue,
CTaTUCTHYECKHE U Jp. BO3aMOKHOCTH TUITOBON KOH(UTYpaLIUU POTPaMMHBIX MTPOAYKTOB.

CripaBo4HO-TIpaBoBble UH(OPMAIIMOHHBIE cUcTeMbl. OCHOBHBIC NPUHIIUIIBI IIOCTPOCHUS U
nosib3oBaHusa. CrnpaBouHO-nipaBoBble cucteMmbl «KoHcynbrant-Ilmtocy, «['apant», «Komekcy.
«npopmanonHo# cripaBoyHo# cuctembl apxuBHOM otpaciu (MCCAO)».

Pasnen 8. UHTepHeT-TeXHOIO0IMU U HH(OPMALIHOHHBIE pecypchl, HcnoJib3yembie B IOY

[onarue «uHOPMAIIMOHHBIA pecypc». BHyTpeHHHEe U BHEIIHHE, JOKalbHBIE U
rino0anbHble HHPOPMALMOHHBIE pecypchl. MHppacTpykTypa HHPOPMALMOHHON eI TETbHOCTH.

[onarue wundopmanmonHoir cetu. I['nmoGanpHble BhuUcHuTensHblE cetd (WAN) u
JoKaJabHbIe BeuncauTenbHbie cetu (LAN).

Wntepuer. Hauratopsr u nouckoBuku (Yahoo, Yandex, Rambler u ap.) Cucrtema
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anpecoB cetd. Ocobennoctu noucka nHpopmaru B UntepHeT. IIpocThie U CIOXKHBIE 3aMIPOCHL.
Pecypcol MnaTepret s cnenpanuctoB chepst JOVY.

Hcnonp3oBanne Bo3MoxkHOCTeH MHTepHeT ansi oOMeHa MH(OpManuel, opraHu3anuu
KOH(pepeHIM, T0COK 00bsiBIIeHUH, cTpaHiuy WWW u T.11.

JlokanpbHOE M YyNAJICHHOE COCJMHEHHE KOMIIBIOTEpOB (paboumx MecT). Mopaemsl,
INPUHIUIBL PabOThl U BO3MOKHOCTU. CpeacTBa OpraHu3allMd BHYTPEHHMX M BHEIIHUX CeTeH
oOMeHa nHpopManueil B OpraHu3aluy.

Texnonorus Untepuer - Mutpaner. OCHOBHbBIC MOHATHS U METOJIMKA PaOOTHl B CETH.

OnexTtpoHHass mouta. OCHOBHbIE (DYHKIIMM W KOMITOHEHTHI. FOpuamueckue acmeKThl
ucnonb3oBanus. [louroBsie nporpammbl Web-cailTbl 1 METOAMKA UX MTPOSKTUPOBAHMUS.

Pa3nen 9. YnpaieHnue 10cTynom K J10KyMeHTHPOBaHHON HH(OPMAaLMH.

HopmaTtuBHO-TIpaBOBbIE M METOJMYECKHE IOKYMEHTBI, PErjaMEeHTHUPYIOIINE BOIPOCHI
J0CTyTa K HH()OPMAITMOHHBIM PEeCypcam.

Kpurepun 6€301macHOCTH 3JIEKTPOHHOTO TOKYMEHT0000poTa. OCHOBHBIE METO/IbI 3AIUTHI
JOKYMEHTUPOBAaHHOM  MHpOpMauuu. [pynmbl  MeTOHOB  3alUThl  WHpOpMANMU B
MH(POPMALIMOHHBIX CHCTEMaXx (armnapaTHble, IPOrpaMMHbIE, OPraHU3alUOHHBIE).

JocTyn, mpaBa J0CTyIa, KOHTPOJIb JIOCTyNa M MCIOJIb30BaHHE JOKYMEHTHPOBAHHON
unpopmanuu B AC JIOV.

MarepuanbHble HOCUTEIH HH(POPMAIMU U UX (U3HUECKas 3aIluTa.

[TpuHIMOBI XpaHEHUS ¥ YHUYTOXKEHHS JOKYMEHTUPOBAaHHON MH(POPMALIMH, BKIIOUEHHON

B AC JIOV.

4 OoOpa3oBaTe/ibHbIE€ TEXHOJIOTHH
Jlnist mpoBeieHus y4eOHBIX 3aHATHH 110 AUCHUIUIMHE UCTIONIB3YIOTCS pa3InuHble 00pa3oBaTeIbHbIC
TEXHOJIOTUH. {151 opraHu3anuy yuyeOHOro mporecca MOXKET ObITh HCIIOJIIB30BAHO 3JIEKTPOHHOE
oOydeHue U (WJIH) JUCTAHIIMOHHBIE 00Pa30BATENBLHBIC TEXHOIOTHH.

5 OwueHka IIaHUPYEMBbIX Pe3yJIbTATOB 00y4eHHs

5.1 Cucrema onieHUBaHHUSA
U1 OYHOM (OPMBI O0YUCHUS:

®dopma KOHTPOJIS Makc. KOJIM4ecTBO 0aJIJIOB
3a omHy paboTy Bcero

Texymuit KOHTPOJIb:

- ompocC 5 6ayoB 35 6amioB

- TecThI (TeMbI 1-9) 5 6ayoB 5 bayoB

- moaroToBka pedepara (temsr 1-9) 20 6amnos 20 6amioB
[IpomexxyTouHas aTTecTanus 40 6amioB 40 6amioB
(3Kx3ameH)
Wtoro 3a quciuminnay 100 6ayutoB

JUTSL 3a09HOM ¢ MPUMEHEHHEM JUCTAHI[HOHHBIX TEXHOJIOTUH (OPMBI 00yUCHHS, 3a04HOMN POPMBI
oOydeHus

dopma KOHTPOJIS Makc. KOJIMUeCTBO 0aII0B
3a onHy paboTy Bcero

Texkymuit KOHTPOJIb:
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- MPOBEpKa MPaKTUIECKOU PabOTHI 5 6ayoB 15 6amnoB
- TecThI (TeMbI 1-9) 25 bamnos 25 Gamnos
[IpomexxyTouHas aTTecTanus 40 GamnoB 40 6amnoB
(3Kx3amMeH) moIroToBKa pedepara (TeMsr 1-
9)
Wtoro 3a qucuminnay 100 6ayut0B

[Tonmy4yeHHBI COBOKYNHBIM pe3ynbTaT (MakcumMym 100 OanioB) KOHBEpTHUpYETCS B
TPAJULMOHHYIO IIKAJy OLEHOK U B IIKaly OLICHOK EBpONENHCKONM CUCTEMBI IIEpeHOCa U
HakorieHus kpenutoB (European Credit Transfer System; namee — ECTS) B cooTBeTcTBUU €

TaOJINIEN:
100-0ambHas mkaga TpagunroHHas MIKaza Ixana ECTS

95 -100 A
8304 OTJINYHO B

68 — 82 XOpOIIO 3a4TEHO C

26— 67 OBJIETBOPUTEIIBLHO D
5055 YA p E
20-49 FX
0-19 HEYJTOBJICTBOPUTEIILHO He 3auteno 5

5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCHHUIIJINHE

Bamnel/ O1ueHka 1o
Hlkamna ECTS | qucouruinge

Kpurepun onieHKH pe3yiabTaToB 00yUEHUs 10 TUCIHUILIINHE

100-83/ COTIINYHO
A,B

BricraBnsiercs o0yuaromemMycs, €ciid OH IITyOO0KO U
IIPOYHO YCBOMJI TEOPETUYECKUN U NIPAKTUUECKUI
MaTrepua, MOXET IIPOAEMOHCTPUPOBATE ITO HA 3aHATUAX U
B X0JI€ IPOMEKYTOYHON aTTECTALUU.

OOyuaronuiics HICUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
IIPAKTUKOM, CIIPABISIECTCA C PEILICHUEM 3a1a4
npodeCCUOHATBLHON HAMIPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHJILHO OOOCHOBBIBACT IIPUHSATHIC
peleHusl.

CB00O0/IHO OpUEHTHPYETCS B YUEOHOH U
npodeCCUOHATILHOM TUTepaType.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/ «XOPOLIO»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUN U IIPAKTUYECKUNA MaTepua, IpaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHON aTTECTAlUH, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromnuiicss IpaBUIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS [TPU PEIICHUHN ITPAKTUYECKUX 3a/1a4
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Bamnel/
lkama ECTS

O1ueHka 1o
NIUCIUATUINHE

Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIHE

npodeCCHOHATBLHON HAMPABICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHHUIUIMHE BBICTABIISIOTCS 00YYarOMEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnereniuu, 3akpeniéHuble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHUI.

67-50/
D,E

«yIOBJIETBOPU-
TEIILHO

BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTeprall,
JIOMYCKAET OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUHU Ha
3aHATHUAX U B XOJE IIPOMEXKYTOYHOU aTTECTALIUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEICIEHHBIE 3aTPYAHEHUS
B IPUMEHEHUH TEOPETUYECKUX ITOJI0KEHUN IIPU PEILICHUN
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHONW HAPaBIEHHOCTH
CTaHZAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJICET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET 0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUIIIINHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnereniuu, 3akperniéHuble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F, FX

«HCYHOOBJICTBOPUTC
JIBHO»

BricraBnsiercs o0yuaromemycs, €ciii OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTHUECKUI
MaTepHal, oMycKaeT rpyObie OUIMOKY pHU ero
U3JI0’)KEHUU Ha 3aHATHIX U B XOJ€ IPOMEXYTOUHON
aTTeCTalUu.

OOyuaronuiicsi UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJI0KEHUN IIPU PEILICHUU
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHONW HAPaBICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIAJIEET
HEOOXOUMBIMU JIJIs1 3TOTO HAaBBIKAMU U IPHUEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

KomMmnereHuu Ha ypoBHE «JOCTaTOUHBII», 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHPOBAHBI.
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5.3 OueHouHble cpeAcTBA (MATEPUAJIBI) NJIA TEKYIEr0 KOHTPOJIA
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTANNM 00YYAOIIUXCSH 10

JTUCHUILJINHE
IIpumepHbIe TeMbl pedepaToB 1O pa3jaesaam AUCHUILIMHBI:

1. HccrnenoBanne OCHOBHBIX OOBEKTOB U MPUHIIMIIOB aBTOMATHU3ALMU B YIPABJICHUU.
2. OnexTpoHHbl o¢uc. MccrnenoBaHue COBPEMEHHBIX HH(GOPMAIMOHHBIX TEXHOJIOTHH,
ucnosabszyemsix B JIOV.
3. Hcnonp3oBaHne aBTOMATU3UPOBAHHBIX HH()OPMAIIMOHHBIX CUCTEM B YIIPABICHHH.
4. AHanau3 HOPMAaTUBHO-TIPAaBOBBIX AKTOB, PETVIAMEHTUPYIOLIMX MPOLECCHl BHEAPEHUS U
MCTOJIb30BaHUS HH(POPMAITMOHHBIX TexHosorui B JIOY.
5. AHanu3 HOPMAaTHBHO-METOAMYECKUX JOKYMEHTOB, PETJIaMEHTUPYIOIIUX IPOLECCHI
BHEAPEHHS U MCTIOJIb30BaHMsI HH(POPMAIIMOHHBIX TexHoJoruii B JIOY.
6. HccnenoBanue popMaToB 3JIEKTPOHHBIX JOKYMEHTOB, HCIIONB3yeMbIX B JIOVY.
7. Hcnonp3oBaHne OTKPHITHIX (OPMATOB 3JICKTPOHHBIX JTOKYMEHTOB M CBOOOJHOTO
pOTrpaMMHOTr0 obecnieueHus Ui pemeHus 3agad JJOY.
8. Benymme komnaHuu-pa3pabOTYMKM TOpOrpaMMHBIX mponyktoB miis JOY u wux
pa3paboTKu.
9. 00630p myOnMKanuii 0TEYECTBEHHBIX aBTOPOB T10 BOIIPOCAM HCIIOJIb30BAHUS COBPEMEHHBIX
nH(POPMaMOHHBIX TexHoJorui B JIOVY.
10.  O0630p mybnukanuii 3apyOeKHBIX aBTOPOB 1O BOIIPOCAM HCIIOJB30BAHHSI COBPEMEHHBIX
nH(POPMaMOHHBIX TexHoJorui B JJOVY.
11.  HccrnenoBanue NpakTUKU MCIIOIB30BaHHUS COBPEMEHHBIX MH(MOPMAIIMOHHBIX TEXHOJIOTUN

JIOY 3a pyOexxoMm (mo cTpaHam, BBIOPAHHBIM CTYJEHTAMH) U BO3MOXXHOCTH MPUMEHEHHS HX
onsiTa B Poccun.

12. be30ymakHasi TEXHOJIOTUS IOATOTOBKU JTOKYMEHTOB.

13. Ilpunanue OpUINYECKON CHIIBI 3JIEKTPOHHBIM TOKYMEHTAM.

14. Pecypcst UnTepHeT ans cnienuanuctoB cdepsl 10OY.

15. OcHoBHbI€ 3Tanbl pa3BUTHs HH(POPMAIIMOHHBIX TexHoJoruii B JIOY.

16. OcHoBHbI€ 3a1aun, crosimue nepex ACY /I v nmyTH UX peuieHus..

17. AHanu3 coBpeMeHHBIX MH(OPMAIIMOHHBIX TEXHOJIOTUI CO37aHMs, XPAaHEHUS! U OOHOBJICHUS
JOKYMEHTOB.

KOHTpOJ’[LHbIe BOIIPOCHI M 3aJaHUA IJIA l'[pOMC)KyTO‘lHOﬁ aTTEeCTAllM1 IO U TOIr'aM
OCBOCHHUSA JHCHUIIINHBI

1.Tlonstue «uupopmams» U «uHpopMmannoHuele Texnonorun» B JIOY. Knaccudukarms
MH(POPMALMOHHBIX TEXHOJIOTHH.

2.Ha3nayenue, MeCTO, poJib OCHOBHBIX HMH(OPMAIIMOHHBIX TEXHOJOTHH, MPUMEHSEMBIX B
yTpaBJICHUH.

3. T1oHATHUS «3NEKTPOHHBINA JOKYMEHT» U «3JIEKTPOHHBIN JTOKYyMEHTO000pOT».

4.3akoHomarenbHas 6a3a, perJiaMeHTHUPYIOLIasi MPOLECChl MPUMEHEHUs MH(POPMAIMOHHBIX
texnonoruii B JIOY.

5.HopmaTuBHO-TIpaBoBas 6as3a, periaMeHTHpYoIas MIPOIIECCHI IPUMEHEHHS
nH(POPMaMOHHBIX TexHoJoruii B JJOVY.

6.HopmaTtuBHO-MeTOIMUecKkass  0a3a,  perylaMeHTHpYIOLIas  MPOLECChl  NMPUMEHEHUs
nH(POPMaMOHHBIX TexHoJorui B JIOVY.

7.OcHOBHBIE 3Tanbl ¥ YpoBHM aBToMaTH3anuu JOVY.

8. OcHOBHBIC 00BEKTHI M MPUHIHIBI aBToMaTu3anuu J10Y.

9.1lenu u 3agaun aBTroMaTuzanuu JJOY.
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10. OcHoBHble ~ WHGOpPMAIMOHHBIE  TEXHOJIOTHMHM,  HUCHOJb3yeMble B  paboTe ¢
MH(POPMALIMOHHBIMH PECYpCaMH OpraHU3alllu.

11. OcHoBHbIe (hopMaThI HEKTPOHHBIX JOKYMEHTOB, UCTIOIb3yeMble B JJOY.

12. ®opmatsl XpaHEHUSI SJIEKTPOHHBIX TOKYMEHTOB.

13. OtkpsiThie dopmatel DJ] 1 cBoOOAHOE MporpaMMHOE oOecrieueHue, UX 3HaYCHUE s
HOV.

14. OcHoBHBbI€ 3Tanbl pa3BUTHs UH(POPMAIIMOHHBIX TexHoJorHii B JIOY.

15. OcHoBHbIe HH(OPMAIIMOHHBIE TEXHOJIOTUH, UCTIOIb3yEeMbIE IPU PabOTE ¢ JOKYMEHTAMHU.

16. TexHnonoruu co3anusi JOKYMEHTOB.

17. TexHonoruu ckaHupoBaHus A0KyMeHTOB B J/IOV.

18. [IpMeHeHne TeXHOIOTUH IITPUXKOAUPOBAHUS B pabOTe ¢ JOKYMEHTaMH.

19. TexHonmorum xpaHeH!sI TOKyMEHTOB B COBPEMEHHBIX yCIOBUSIX.

20. ITonsiTe 6a3a JaHHBIX, OCHOBHOC HAa3HAUYCHUE.

21. Ucnonp3oBanue 6a3 JaHHBIX B yripaBieHUH. [Ipumepsl.

22. Tlonstue «KoOpropaTHBHas ©0a3a JaHHBIX» U «KOPIOpAaTHBHAsA WH(POPMALMOHHAS
cucteMa». TexHOIorus «KJIMEHT-CEPBEPY.

23. Ncnonp30BaHMEe KJIACCH(PHUKATOPOB U CHPABOUYHUKOB B aBTOMATHU3WPOBAHHBIX CHCTEMax
JOKYMEHTAITMOHHOTO 00ECTIeYeHHs yIIPaBICHUS.

24. TlpuknagHoe MporpaMMHOe oOecreueHue s aBTOMaTU3MpoBaHHBIX cucteM JIOVY.
ITpumepsl coBpemennbix AC JI0V.

25. Pa3paboTKu BeAyIIMX KOMITAaHUI-pa3pabOTUMKOB MPOrpaMMHBIX MPOoAyKToB must JOY
(KOMIIaHHSI 110 BEIOOPY CTYIIEHTA).

26. Kputepuu oueHKH H BbIOOpa KOMIIAHMHU-pa3pabOTYMKa MPOTPAMMHOTO MPOAYKTa IS
HOYV.

27. CripaBOYHO-IIPaBOBBIE CHCTEMBI, MX COCTaB, CTPYKTypa M HPHUHLMIIBI I[TOCTPOECHMS.
IIpumepsl.

28. IHTepHEeT-TEeXHOJIOTUU U HHPOPMALIMOHHBIE PECypCh, UcTob3yembie B JJOY.

6 YdyeOHO-MeTOAMUYECKOE M HHPOPMAILIMOHHOE O0ecTievyeHe TN CIUTIIUHBI

6.1 CnucOK HCTOYHHUKOB M JIUTEPATYPHI

OcHoBHas muTepaTypa

1. Jlapun Muxaun BacunbeBnd. MHpopmanmonHoe obecriedeHre ynpapieHus: yueOHoe
nocobue / M. B. Jlapun; [M-Bo o6pazoBanus u Hayku Poc. deneparu, enep. roc. 6101keTHOE
o0pa3oBaT. yupexaeHue Boicil. o0pa3oBanus "Poc. roc. rymanurapssiii y-1"]. - Mocksa: PITY,
2018.-278 c.

2. HuH}popMannOHHBIE TEXHOJIOTHH B JTOKYMEHTAIIMOHHOM OOECIICUEHUH YIPABICHUS U
apxuBHOM jede : yueOHuk a1 By3oB / H. H. Kynses, T. B. Konnpamosa, E. B. Tepentsena, A.
I'. ®abpuynoB / mox obmr. pen. H. H. Kynsesa. - Mockaa : Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekcrt : anexTpoHHbIi. - URL: https://znanium.com/catalog/product/1211641

3. E3snakos, A. JI. OxcnieptHbie cuctembl CAIIP : yuebnoe nmocodue / A. JI. E3nakoB. —
Mocksa : DOPYM : UH®OPA-M, 2022. — 160 c. : wi1. — (Bricmee oopazoBanue). - ISBN 978-
5-8199-0398-8. - Tekct : anexkTpoHHbIH. - URL: https://znanium.com/catalog/product/1836621

4. AranbuoB Buxtop IletpoBuu. ba3sl nanusix: YueOnuk: B 2 kuurax. - 1. - Mocksa;
Mocksa: U3narensckuit Jlom "®@OPYM»: OOO "Hayuno-nsnarensckuii nenrp UH®PA-M",
2018.-271 c. - ISBN 9785819907139. http://znanium.com/go.php?id=929256.

5. EmpgokumoBa Jlrogmuna MuxaiiioBHa. DIEKTPOHHBIM  JOKYMEHTOOOOPOT |
obecrnieueHre OE30MAaCHOCTH CTAaHAAPTHBIMU cpencTBamu windows : YuebHoe mocobue. - 1. -
Mocksa; Mocksa: OOO "KYPCx»: OOO "Hayuno-uzgarensckuii nienrp MH®PA-M", 2018. - 296
c. - ISBN 9785906923240. http://znanium.com/go.php?id=939786
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6. Yepuukos, b. B. MHpopmMannoHHble TEXHOJIOTHU ynpasieHus : yuyeOnuk / b.B.
YepHUKOB. — 2-¢ U31., nepepad. u gon. — Mocksa : DOPYM : UHOPA-M, 2024. — 368 c. —
(Beicmiee obpazoBanue: bakamaBpuat). - ISBN 978-5-8199-0782-5. - Tekct : 3MeKTpOHHBIN. -
URL: https://znanium.com/catalog/product/2127027 (mata o6pamenus: 26.03.2024). — Pexum
JOCTYTIA: 110 TMOATHUCKE.

7. WndopManMoHHbIE TEXHOJIOTUU B SKOHOMHKE M YIPABJICHUU : YUEOHHUK AJIS By30B /
B. B. Tpodumos [u np.] ; orBercTBeHHBIN penakrop B. B. Tpodpumos. — 4-e uzn., nepepad. u
norn. — MockBa : WsnmatenbctBo HOpaiit, 2024. — 556 c. — (Beicmiee oOpa3oBaHue). —
ISBN 978-5-534-18678-9 . — TekcT : snextponHslii // O6pa3oBatensHas iargopma HOpaiir
[caiiT]. — URL: https://urait.ru/bcode/545322 (nara o6pamenus: 30.03.2024).

Jlomo/IHUTeIbHAS JIUTepPaTypa

1. Tonumeiaa, O. JI. Madopmanmonnsie cuctemsl : yuedHoe nocodue / O.J1. Tonuiisina,
H.B. Makcumos, .1 [Tonos. — 2-¢ u3xa. — Mocksa : ®OPYM : UHOPA-M, 2022. — 448 c. :
w1, — (Beiciee obOpazoBanue). - ISBN 978-5-91134-833-5. - Tekcr : snektpoHHbd. - URL:
https://znanium.com/catalog/product/1832410

2. Pa3paboTka METOOUKM TIOATOTOBKM OpPraHM3alMUd K BHEAPEHHIO CHCTEMBI
3JIEKTPOHHOTO JJOKyMeHTooOopoTa [MHTepHeT-xypHan "HaykoBeaenue", Beim. 1, 2014, ctp. -] -
Pexum noctyna: http://znanium.com/catalog/product/477586

3. Humarynaes, M. M. MH(popMaiioHHbIE TEXHOJIOTHUHU B MPO(eCcCHOHANBHOM
nesTenbHOCTH : yueOHuk / M. M. HumarynaeB. — Mocksa : UTHOPA-M, 2020. — 250 c. —
(Beicmiee obpazoBanue: bakanaBpuat). - ISBN 978-5-16-015399-5. - Tekct : 2IeKTpOHHBIH. -
URL: https://znanium.com/catalog/product/1031122

4. DIeKTpOHHBI JITOKyMEHTOOOOpOT u obecredeHne Oe30MacHOCTH CTaHAAPTHBIMU
cpenctBamu windows : yueOHoe nocooue / J.M. EBnokumona, B.B. Kopsokun, A.H. ITsupKuH,
O.J. [IlBeukoBa. - M.: KVYPC, 2019. - 296 c - Pexum pocryna:
http://znanium.com/catalog/product/1001864

5. DNeKTpOHHOE NPABUTEIBCTBO. OJIEKTPOHHBIA JOKYMEHTOOOOPOT. TepMuHB U
onpexaeneHus: yue6. mocoodue / C.1O. Kabamos. — M.: UH®PA-M, 2017. — 320 c. — (Bsicmee
obpasoBanue: bakanaspuar). - Pexxum goctyna: http://znanium.com/catalog/product/809828

6. HudopmarmonHsie cucteMbl U nU(ppoBbie TexHoMoruu. YacTs 1 : yuebHoe nmocobue /
B.B. Tpodpumos, M.1. bapabanosa, B.I. Kuses, E.B. Tpodumona ; mox obm. pen. mpod. B.B.
Tpodumona u B.1. KuseBa. — Mocksa : UHOPA-M, 2021. — 253 c. — (Bricuiee
obpaszoBanue: bakanaBpuar). - ISBN 978-5-16-109479-2. - Tekct : anexTponHsrii. - URL:
https://znanium.com/catalog/product/1370826

7. WHdopmanmoHHbIe CHCTEMBbI U IU(POBBIE TEXHOJIOTHH : yuyebHoe mocodue. Yacts 2 /
nox obmr. pea. mpod. B.B. Tpodhumona u B.U. KusieBa. — Mocksa : UHOPA-M, 2021. — 270
c. — (Bricmiee o6pa3oBanue: bakanaspuar). - ISBN 978-5-16-109771-7. - Tekcer :
anekTpoHHbIH. - URL: https://znanium.com/catalog/product/1786660

8. HMudpopmaTrka, aBTOMaTH3HMPOBAHHBIE MH()OPMALMOHHBIE TEXHOJIOTMH M CHUCTEMBI:
yueOHuk / B.A. I'BozneBa. — M.: U]l «®OPYM»: UHOPA-M, 2019. — 542 c. — (Cpennee
npodeccuoHaIbHOe oOpa3oBaHme). - Pexum JOCTyTa:
http://znanium.com/catalog/product/999615

9. I'Bo3zmeBa, B. A. bazoBbie u npuKiaaHble HHHOPMAIIMOHHBIE TEXHOJIOTHHU : YUeOHHK /
B.A. I'BozneBa. — Mocksa : DOPYM : UHOPA-M, 2023. — 383 c. — (Bricuiee oOpa3oBaHue).
- ISBN 978-5-8199-0885-3. - Teker : AIIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1893910

10. IIpoektupoBanne u peanuzanus 6a3 manHeix B CYBJl MySQL ¢ ucnons3oBaHuem
MySQL Workbench. Metoasl u cpenacrBa NpOeKTUPOBaHHS HH(OPMAIIMOHHBIX CHUCTEM H
TexHosoruil. UHCTpyMeHTanbHbIe cpeicTBa HHPOPMAIIMOHHBIX cucTeM: yuebHoe nocodue / C.A.
Maptumms, B.JI. Cumonos, M.B. Xpamuenko. — Mocksa: Ul «®OPYM»: UH®PA-M, 2020.
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— 160 c. — (Cpennee mpodeccuonanpbHoe oOpa3oBanme). - Tekct: snmekTpoHHbId. - URL:
http://znanium.com/catalog/product/1065833

6.2 TlepeueHn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKALIMOHHOM CETH

«AHuTepHeT»

1. Bcepoccuiickuii Hay4HO-MCCIEAOBATEIbKUNA HHCTUTYT JOKYMEHTOBEIEHHUS U
apxusHoro nena (BHUUIAA/) [Onekrponnsiii pecypc] /BHUUJA - Dnextpon, naH. - M.,.—
Pexum noctyna: www.vniidad.ru, cBoO0HBINH. — 3ari. ¢ sKpaHa.

2. KoncantunroBas rpymmna «Tepmuka». [HopmartuBHo-mpaBoBas 0a3a IaHHBIX I10
JIeTIOTIPOU3BO/ICTBY, JIOKYMEHTOOOOPOTY W apXuUBHOMY Jeny| [OnekrpoHHbId pecype] /
«Tepmukay - DNEeKTpOH, JIaH. - M., [200-].— Pexxum JIOCTyma:
http://www.termika.ru/Catalog/catalog.html, cBoboansIif. — 3ari. ¢ skpaHa.

3. Docflow. Bce o Mupe snekrpoHHOro ngokymeHTooOopora. [[lopram mocssmieH
AJIEKTPOHHOMY JIOKYMEHTOOOOpOTY M CMEXHBIM oTpacisiM. OH mnpu3BaH NPEIOCTaBHUTH
YUTATENIIM CaMyl0 TIOJIHYI0, CTPYKTYpUPOBaHHYIO U IOJIE3HYI0O HMH(OpMAIMIO O pBIHKE,
TEXHOJIOTHSIX, PEIICHUIX, KOMIIAHUSIX U JIULAaX]|. [DJIEeKTpOHHBIN pecypc] - DNeKTpoH, AaH. - M.,
— www.docflow.ru, cBo60OaHBII. — 3ari. ¢ sKpaHa.

4. DOC-Online. He3aBucumplii mopTaig 0 CUCTEMax 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa.
www.doc-online.ru

5. Opunmanssiii caiit 1C: Ipeanpustue 8. - [DnekTpoHHbIN pecypc] - https://v8.1c.ru/.

6. OpunmanbHbI caliT «NEKTPOHHBIE OPHUCHBIE CUCTEMBD - [DIEKTPOHHBIN pecypc] -

https://www.eos.ru/.

7. OdwunmaneHblii  caiit komnanuu «MuTep-Tpact» - [DnekTpoHHBIH pecypc] -

https://www.intertrust.ru/.

8. O¢unmansubiil caiit kommnanun «Cognitive Technologies» - [DnexkTponHsIii pecypce] -

https://www.cognitive.ru/

6.3 IlpodeccnonanbHble 0a3bl JAHHBIX U1 HHPOPMALMOHHO-CIIPABOYHbIE

CHUCTEMBI

Hoctyn k npodeccuonanbHbIM 0a3am qaHHbIX: https://liber.rsuh.ru/ru/bases

WudopmanroHHbIe CIIPaBOYHbBIE CUCTEMBI:
1. Koncynsrant Ilntoc
2. Tapanr

7 MaTepI/IaJILHO-TeXHI/I‘IeCKOG o0ecmeueHue ANCIHHUIIINHBI

Jns  obecriedeHus JUCHMIUIMHBI UCHOJB3YETCS MaTepUallbHO-TEXHUYecKas 0aza
00pa30BaTENbHOIO YUYPEXKJICHHs: ydeOHble ayIuTOPHUH, OCHALIEHHbIE JOCKOM, a Takke
KOMITBIOTEPOM U IMPOEKTOPOM ISl IEMOHCTPALIUHU YUEOHBIX MAaTEpHAIIOB.

CocTtaB IpOrpaMMHOTO 00ECTICUCHUS:
Windows
Microsoft Office

8 Oobecneuenne 00pa3oBaTeIbLHOIO MpoUECCa AJIA JUI ¢ OTPAHUYCHHBIMHU

BO3MOKHOCTHAMH 310POBbHA 1 HHBAJIUAO0OB
B X04¢ peajin3alv JUCHUTIIIMHBI UCITIOJIB3YOTCA CICAYIOMHNEC JOIMOJIHUTCIILHBIC
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METOJbl O00Yy4YEeHMsI, TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUYHOM aTTECTallMU
00yyYaromuxcs B 3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® IS CIENBIX U CAa00BUASAIINX:

- JeKuuu O(OpMISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CIEIMATN3UPOBAHHBIM IIPOrPAMMHBIM 00€CTieUeHUEM;

- THCHbMEHHBIC 3aJlaHUsl BBINOJHAIOTCS Ha KOMIBIOTEpE CO  CIEIHUATU3UPOBAHHBIM
MPOTPaMMHBIM 00€CTIeueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrieuynBaeTCs MHIMBUYallbHOE paBHOMEpHOE ocBenieHne He MmeHee 300 IoKc;

- JUIs BBINOJMHEHMS 3aJaHusl NP HEOOXOTUMOCTH TPEIOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEINYMBAIOIINX YCTPONUCTB;

- MUCBbMEHHBIE 3aJ]aHNs OPOPMIISIOTCS YBEIIMYESHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMeE MM BBIMIOJHAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

® IS TIYXMX M CIa0O0CIbIIIAIINX

- Jekuud O(OPMIISIIOTCS B BHJIE 3JCKTPOHHOTO JOKYMEHTa, JHOO MpPEeJOCTaBIISAETCS
3BYKOYCHJIMBAIOLIAs anmapaTypa WHAWBUIYATbHOTO MOJIb30BaHMS;

- MUCHbMEHHBIE 33JJaHUS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCBMEHHOM (hopMe;

- 9K3aMEH M 3a4€T MPOBOISATCS B MUCbMEHHOM (hopMe Ha KOMITbIOTEPE; BO3MOXKHO IIPOBE/ICHUE
B (hopMe TECTHUPOBAHUSI.

® IS JIUI] C HAPYIIEHUSIMH OTIOPHO-BUTATEIILHOTO amnapara:

- JeKuuu O(OpMISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CHEIMATU3UPOBAHHBIM ITPOrPAMMHBIM 00eCIICUeHUEM;

- THCHMEHHBIC 3aJ]aHMs BBINOJHAIOTCS Ha KOMIBIOTEpE CO  CIEIUATU3UPOBAHHBIM
MPOTPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOTHAIOTCS B MUCBMEHHOHN (opme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOMMMOCTH MPeyCMaTPUBACTCS YBEIIMUCHUE BPEMEHH Il IOATOTOBKH OTBETA.

[Iponienypa  mpoBefeHHs  NPOMEXKYTOUHOH  arTecTauuu Uil OOydaromuxcs
YCTAHABIMBACTCS C Y4YETOM WX HMHIUBHIYAJbHBIX ICUXO(PHU3HMUECKUX OCOOEHHOCTEH.
IIpomexyTouHast arTecTanusi MOXKET IIPOBOIUTHCS B HECKOJIBKO ATAIlOB.

[Ipu npoBeneHNH MpoLEayphl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs IMpeaycMaTpuUBaeTCs
UCTIOJNIb30BAaHME TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYaJIbHBIMH
0COOEHHOCTSAMH 00yUarOMUXCsA. DTU CPEICTBA MOTYT OBITh MTPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPENICTBA.

[IpoBenenue mpoueaypbl OICHHMBAHHUS  PE3yJAbTaTOB  OOy4YeHHs  JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTyN K MH(POPMAIMOHHBIM U OMOIMOrpaduyeckuM pecypcaM B CETH
WuTepHeT Ui Kaxkaoro oOydamomerocss B (opmax, aganTUPOBAHHBIX K OTPAHUYEHUSM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMALTUH:

® IS CIENBIX U CIAa00BUAAIIMX:

- B Ie4aTHON (opMe yBEIIMUECHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanoddaiina.

® IS TIYXMX M CIa00CHbIIAIINX:

- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYLICHUSIMU ONOPHO-/IBUTATEIBHOTO arapara:
- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanoddaiina.
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Y4eOHble ayAUTOPUU I BCEX BUIOB KOHTAKTHOM U CAMOCTOSITENILHON pabOThI, HAydHAas
OuOIMOTEeKa W MHBIC TIOMEIICHUS N7 O0y4YeHUs] OCHAIICHBI CHEeIHAIBLHBIM 000PYJIOBaHHEM W
y4eOHBIMUA MECTaMH ¢ TEXHHYECKUMU CPEJICTBAMHU O0yUCHUS:

® JUIS CJICIBIX U CIA00BHISIIINX:

- YCTpOMCTBOM Uil CKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiins PAC Mate 20;

- mpuntepoMm bpaiis EmBraille ViewPlus;

® ISl TIIYXHX U CIA0OCTBIIIAIINX:

- ABTOMATH3MPOBAaHHBIM pa0OYMM MECTOM /i JIOJAEH C HapylieHHeM ciiyXxa |
¢71a00CIIBIIIAIINX;

- aKyCTUYECKHUI YCUIIUTETh U KOJIOHKH,

e ISt OOYYAIOIIMXCS C HAPYIICHUSIMU OTIOPHO-/IBUTATEIILHOTO ariapaTa:
- IEPEIBIKHBIMU, PETYIUPYEMBIMU 3proHomMuueckumu napramu CHU-1;
- KOMITBIOTEPHOU TEXHHUKOW CO CIIEeUATBHBIM POTPAMMHBIM 00€CTICYCHHEM.

9 MeTtoanueckne MaTepuaJibl

9.1 IlnaHbl NPAKTHYECKUX 3AHATHIA.

Tema 3. TpeOoBaHus HOPMATHBHO-NIPABOBLIX H HOPMATHBHO-METOANYECKHX TOKYMEHTOB,
perjiaMeHTHPYIOIIHMX HCI0JIb30BaHNe HHPOPMALMOHHBIX TexHoJorui B 1I0Y

3aganust:

1. [lonp3ysick ucroyHMKamMu IIHTEpHET H3y4UTh COCTAaB U COJAEPKAHUE OCHOBHBIX
HOPMAaTUBHO-IIPABOBBIX M HOPMAaTUBHO-METOAMYECKUX JOKYMEHTOB, DPETJIaMEHTUPYIOLINX
UCTONb30BaHuEe HH(pOpMAMOHHBIX TexHojoruii B JIOY (B COOTBETCTBUH CO CIIMCKOM,
IIPETIOKEHHBIM IIPETIOaBaTENIEM).

Crnucox UCTOYHMKOB:

0a3bl TaHHBIX, THPOPMALIMOHHO-CIIPABOYHBIEC U TIOUCKOBBIE CUCTEMBI

- «Koncynprant [lmrocy

- «["apanT»

- «Konexc»

Tema 4. OcHoBHble 00beKTHI W NpUHHUNBI aBToMatu3auuu JOY u opranuzanum
3JIEKTPOHHOI'0 IOKYMEHT0000poTa

KoHTponbHbIE BOIPOCHI:

1. Tlepeuncnuth OCHOBHBIE 00BEKTHI aBToMatu3zamuu B JIOY (cM. Marepwanbl JIEKIHH -
IIpE3EHTALINS).

2. TlepeyucnuTh NPUHLUMIOBI OPTraHU3AIMM  AJIEKTPOHHOTO JIOKYMEHTO00OpoTa (CM.
MaTepHaIbl JIEKIUHU - TPE3CHTALHS).

3. OmnpenenuTh cOCTaB pa3pabOTUMKOB U HanboJee monmyssipHbeIx KommiekcHeX UT B JIOY
(CO/ECM cuctemsl) npuMeHsieMbIX a7 aBTomatusanuu JJOY.

4. Tlonb3ysice THTEpHET-UCTOUHUKAMHU O3HAKOMUTHCS C AaHATUTUYECKUMU MaTepHaliaMH 110
o63opy peiaka HT B JOY: http://www.cnews.ru, http://www.doc-online.ru,
http://www.tadviser.ru, caiitel pazpadotunkos [10 u np.

Bonpocs! it uzydenus:

ocHOBHBbIE IpencraButeny peiika UT B IOV,
HaunOoJiee MoMmyJIsipHbIe MPOTrPaMMHBIE TIPOTYKTHI,
CTaTHCTHKA 3a nocyueguue 5-10 ner,
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aHAJMTHKA pbIHKA, XapaKTEPUCTHKAa COBPEMEHHOIO COCTOSHHUS W TEHACHUUH, NpoOJIeMbl U
nepcneKkTuBsl pa3Butus coppemenHHsix UT B JIOY.
3. ChopmynrpoBath BBIBO [10 UTOTAM M3YUYEHHUS MaTepHaa.

Tema 5. Peasmsanus 3aga4y JOY ¢ nomombro MS Office m aHaJOrH4HBIX NPOrpaMMHBIX
NPOAYKTOB

3agaHus:
O3HaKOMHUTECS ¢ HHPOPMALIMOHHBIM pecypcoM https://www.microsoft.com.

1. Ilpoananu3upoBath cocTaB nporpaMmubIX cpeactB Microsoft Office. CocraBmstomue
nmakera Microsoft Office, ux HazHaueHue.

2. Ouenntb Bo3MoxkHocTu Microsoft Office B cdepe paborbl ¢ mHpOpManumeint s
VH/IMBUYAIbHOTO TOJIb30BAaHUS U ISl pabOThl OpraHu3anuii, o0mayHslie TexHojaoruu, Microsoft
365.

3. IloaroroBka 1mabI0HOB CIYKEOHBIX TOKyMEHTOB B cpeae MS Word

[ITabmoH — 3TO 0COOBI BHJ JOKYMEHTA, COAEPXKAIIMKA HEU3MEHSEMYI0O 4acTh M CpEeACTBa
opopmienuss mzMeHsemor dactu. lllabmoH ompenensieT OCHOBHYIO CTPYKTYPY JOKyMEHTa:
napaMeTphl CTpaHUIbl, (opMaTHPOBAHHUE U CTUIIH.

B nmporpammax makera Microsoft Office — Word, Excel u PowerPoint, ma6moHbI MOXHO HaiTH,
ucnonb3ys Bkaanky Paitn onmuro Co3nate. B OTKphIBIIEMCS OKHE, MOKHO BBIOpPAaTh HE TOJBKO
Hoseriit nokyment, Ho u lllabnon noxymenTa. [11aGnoHbI, pa3MelnieHHbIe He TOJIBKO Ha JIOKAIIbHOM
KECTKOM JHCKe, HO M Ha BeO-caiite Office.com, mpeacTaBieHbl B BUAE CIHUCKA MO KaTETOPHUSIM.
Vcnonb3ys NeByI0 KIABUINY MBIIIH, BEIOMPAaEM HEOOXOIUMYIO KaTErOPHIO0, YTOOBI POCMOTPETh
cojepxaiecs B Hed mabmonbl. [l mpocMoTpa 1m1aOloHOB B BBHIOpaHHON KaTErOpHH,
yCTaHaBJIMBAaEM KypCcOp Ha MM IIA0JIOHA U €ro COJIEpKUMOe OTKpbIBaeTcst B OKHE MPOCMOTpa
IOKyMeHTOB. Ecnu maHHBIA MIaOJOH COOTBETCTBYET 3ajadyaM, KOTOpPbIE C €ro IMOMOILBIO
HEOOXOMMO pelnTh, HaXMMaeM Ha KoMaHAHyl KHomky Co3mate. Ecnu nanHbIN 1m1a0iioH
pasmemien Ha moprane Office.com, B 3TOM ciyyae Ui OTKPBITUS BBHIOpAHHOTO IMIabjoHAa B
penakrope MS Word ucrons3yemM KOMaHIHYIO KHOIIKY 3arpy3uTh.

Pa3paboTtaTs HOBBII BU/ I1a0JI0HA BO3MOXKHO HA OCHOBE CYIIECTBYIOIIETO TOKYMEHTA WIIN
1rabioHa. AIrOpUTMBI pa3padOTKHU 1a0JIOHOB.

1. Co3z0anue wabnona Ha 0CHOBe NYyCmo2o OOKYMeHma

Ortxkpoiite Bkiaaky Daiin u Beioepute omniuio Co3naTh.

B otkpeiBmiemcs okHe, BbiOepure HOBBII TOKYMEHT M Ha)KMHUTE KOMAHAHYIO KHOIIKY
Co3pars.

Baecute HeoOXoaMMble U3MEHEHUS B pa3Mephl MOJIEH U CTpaHULl, OPHEHTAIMIO CTPAHHLI,
CTUJIM U ApYTHE MapaMeTpbl (opMaTHPOBAHUS.

Ecnmu ectb HEOOXOOMMOCTb, MOXKHO TaKkKe JOOABUTHb 3JEMEHTHl YIPABICHUS
COJZIep’KMMBIM, TaKH€ KaK: BEIOOP JaThl, MOSICHUTENBHBIN TEKCT U rpadudeckre 00beKThl, KOTOPbIE
JOJDKHBI IPUCYTCTBOBATH BO BCEX HOBBIX JJOKYMEHTAX, OCHOBAHHBIX Ha JAHHOM ILI1a0JI0HE.

Ortxkpoiite Bkinaaky Daiin u Beioepute omniuio Co3naTh.

B oxHe co3gare BbeiOepure Tpymnmy JloCcTymHBIE IIAa0JIOHBI, Jajiee OIIUI0 U3
CYIIECTBYIOILETO TOKYMEHTA.

Bribepure mabnoH Wi JOKYMEHT, KOTOPbI MOKET OBITh MCIOJIB30BaH KakK MIA0JIOH, U
HaXxMuTe KHONKY Co3/1aTh HOBBIH.

Baecute HeoOXoaMMble U3MEHEHUS B pa3Mephl MOJIEH U CTpaHULl, OPHEHTAIMIO CTPAHHLI,
CTUJIM U ApYTHE MapaMeTpbl (popMaTHPOBAHUS.

CoxpanseM U3MEHEHUs, UCTIONb3Ys BKIaAKy Daiin u onuuio COXpaHUTh Kak...

B nmuanoroBom oxHe COXpaHUTh Kak... BBIMOJHUTE CIEAYIOIINE JeHcTBUS: BblOepuUTe
MECTO, I/Ie JOJDKEH pa3MelnaThes pazpaboTaHHbli (aiin — B paznene Microsoft Word BeiGepure
3naucHue [11a6naoHbI,
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yKaxute uMs (haitia HoBoro madsioHa,
nosne Tun ¢aiina Beidepure [1ladion Word u Haxxmure kHonky COXpaHUTb.
3akpoiite madIIoH.

2. Jlobasnenue K wabioHy cmaHOapmHuuix 0J10K08

CraHgapTHbIe OJOKM — 3TO MHOTOKPATHO MCIIOJIb3yEMbIE 3JIEMEHTHI COACPKUMOTO WIIN
ApYTHe YaCTH JOKYMEHTa, KOTOPBIC XPAaHATCS B KOJUICKIHMSAX U B JIF000E BPEeMs JOCTYIHBI IS
MOBTOPHOT'O UCIIOJIb30BAHUSL.

CrangapTHbIe OJOKM TaK)K€ MOKHO XPaHHTh U PAcIpPOCTPAHAThH C MOMOIIBIO MIA0JIOHOB.
Hanpumep, MOXKHO co3/1aTh MA0IOH OTYETa, COACPIKAIMIA JIBA THUIIA COTPOBOJUTEIBHBIX ITUCEM,
KOTOPBIE ITOJIb30BATENIM CMOTYT BBIOPATH MPH CO3JJaHUU OTYETa Ha OCHOBE JIAHHOTO MIa0JIOHA.

OTkpoiiTe m1a6sI0H, K KOTOpOMY TpeOyeTcst J0OaBUTh CTaHJapTHBIE OJOKH.

Co3paiite craniapTHBIC OJIOKH, KOTOPBIE HY)KHO MPEIOCTABHUTH IOJIb30BATEIISM.

[pu BBOJE cBeeHMiA B qranoroBoM okHe Co3jaHue HOBOTO CTaHAapTHOTO OJ0Ka B TOJIE
CoxpaHHTh yKa3bIBacTe HOBOE UMsI IIA0JIOHA.

[I1ab710H TOTOB K NPUMEHEHHIO.

3. 3anpem uzmenenutl 6 wadbnoHe

K oTaenbHBIM 3J€MEHTaM YINpaBJICHUS CONEPKUMBIM B MIa0JIOHE MOXHO J100aBUTh
3alIMTy, 4YTOOBI 3ampeTUTh YyJNAJIEHHE WIM PEAAKTHUPOBAHUE OINPEACICHHBIX 3JIEMEHTOB
YIPaBIEHUS COAEPKUMBIM WM TPYIIIBI JJIEMEHTOB YIIPaBICHHUS.

AJTOPUTM 3aLIUTHI 3JIEMEHTOB Ia0JIOHA:

OTkpoiiTe 11a6IIoH, K 3JIEMEHTaM YIIPaBJICHHUsI KOTOPOT0 HEOOXOIUMO JOOABUTH 3aIIUTY.

Bbinenure 31eMEHT yNpaBICHUS COACPKUMBIM, HM3MEHEHHUS KOTOPOro HEOOXOIMMO
OTPaHUYUTH.

Ha Bxnagke Pa3paboTuuk B rpymme Di1eMeHTs! YIIpaBIeHHs HAXXMUTE KHONIKY [ pymma

Hanee na Briaake PaspaboTka B rpymnme OneMEHTHl YIpaBlCHHS BHIOEPUTE IYHKT
CgoiicTBa.

B nuanoroBom okxHe CBoiicTBa 3J€MEHTa YNPABICHUS COAEPKUMBIM B pasfeiie
bnokupoBKka BBIIOIHUTE JII000E U3 CIEAYIOMUX JSHCTBUH.

YcranoBute ¢uiaxkok DIEMEHT yIpaBJIeHUs COACPKUMBIM HEJb3sl yIAIUTh. ITO TIO3BOJIUT
U3MEHATH COJEPKUMOE DJIEMEHTA YIPABICHHs, HO caM 3JEMEHT YNpaBJCHUS HeNb3s Oyaer
yIAIUTh U3 MA0JI0HA WU CO3[JaHHOTO C €0 MOMOIIBIO JOKYMEHTA.

VYcranoBka (naxxkka Comep>kKUMoe HeJb3sl PeJaKTHPOBATh MO3BOJUT YIAIUTh JIEMEHT
yTpaBJICHUS], HO PeIaKTUPOBATh COJEPKUMOE B 3JIEMEHTE YIPaBJICHHUS OyAET 3alpeIIeHO.

I[aHHBIC HapaMeTpBI MOI‘YT 6BITB HCIIOJBb30BAaHbI JJIA 3alllUTHI TCKCTA, €CJIM OH BKIIFOYCH B
1abJIoH.

4. Hcnonvzosanue napous 0 wabiona

VYceraHoBKa 3alUThl JOKYMEHTa IIApOJEeM IIO3BOJISET BBINOJIHATE PEAAKTUPOBAHUE
DNEMEHTOB YNPaBJICHUS COAEP)KUMBIM TOJIBKO IOJIb30BATENSIM, CO3AABIINM JAHHBINA JOKYMEHT.
310 06ecneurnBaeT rpaMOTHBIN JJOKYMEHTOOOOPOT B OpraHU3aluu. AJITOPUTM YCTaHOBKH HapOJIs:

OTkpoiiTe 111a6I0H, KOTOPOMY HYXKHO Ha3HAYUTH MAPOJIb.

Ha Bkianke PenensupoBanue B rpynme 3alluTHTh BbiOepuTe KOMaHIy OrpaHUYUTh
penaKkTUpOBaHUE.

B paznene BximtounTs 3amuTy JIEBOM KIIaBHIIEH MBIIIN BHIOEPUTE KOMaHAHYIO KHOTIKY /la,
BKJIFOYUTH 3aLIUTY.

B oTkprIBIIEMCS TMaIOTOBOM OKHE BKITIOUMTSH 3a1uTy BeIOepuTe paano kHonky [lapons

Beenure naposis B mosie HoBbii maposib (He00s3aTebHO), a 3aTeM MOATBEPANTE €ro B
HrokHeM note [loareepxaenue naposs.
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Ecnu maposb He BBeIeH, U3MEHUTh OIpaHUUYCHHSI PeITaKTUPOBAHHS MOKET JIF000H
[10JIb30BATENb.

B cootBerctBum ¢ 'OCT P 7.0.97-2016 «Cuctema cranaapToB 110 HHPOpMALUU, OUOIHOTEYHOMY
U M3JaTeNbCcKoMy Jeny. OpraHu3allMOHHO-paclopsauTenbHas AOKyMeHTanus. TpeOGoBaHUs K
oOpMIICHHIO TOKYMEHTOB» O(QOPMHUTH IIA0JIOHBI TOKYMEHTOB (B COOTBETCTBUU C 3a/IaHUEM,
OTIpeIeNIIEMBbIM MIPEI0IaBaTeNEM. )

4. O3nakoMHTBECS ¢ MaTepuaiamu caifta https://myoffice.ru, coctaBom n Ha3HaueHHEM
npoayKToB «MoitOducy.
5. ChopmynrpoBath BBIBOJ [0 UTOTAM U3YUYEHHUS MaTepHaa.

porpaMMHOe oOecrieueHue

Hcnons3oBanue:

- O¢ucHslit maket npunoxenuit Microsoft Office

- OpenOffice.org

- Internet Explorer, Mozilla Firefox, Google Chrome

Tema 6. ba3pl faHHBIX B HHPOPMALMOHHOM 00ecleYeHUH YIPaBJICHUSsI
3anaHus:
1. Peammzanus o¢ucHbIx npunoxenuil B cpexe makera MS Office.: mpoekTtupoBanue u
coznanue Tabaui B cpeae MS Access Ha oT60p nokyMeHTOB It BJ] «JlokyMeHThD»
2. Hcnonp3oBanue 6a3 JaHHBIX B pabOTE € AEKTPOHHBIMH JOKYMEHTAMHU.

Tema 7. TpeGoBannss K (pYyHKIMOHAJBLHOMY M aNNAPATHO-NPOrPaMMHOMY OOecre4eHHI0
aBTOMATH3HPOBaHHBIX cucteM JOY

3aganust:
1. TlepeuncnuTh (QYHKIUU CHCTEM DJJIEKTPOHHOTO JOKyMEHTOOOOpOTa (OCHOBHEIE,
JOTIOJTHUTEBHBIC)

2. OCHOBHBIE U JIOTIOJIHUTENIbHBIE MOJYJIM aBTOMAaTU3UPOBaHHbBIX cucteM JJOY

Texuuueckue TpeOoBaHus K paboTe aBTOMAaTU3UPOBaHHBIX cucteM JI0OY

4. XapakTepHUCTHKa CHCTEMBl 3JEKTPOHHOTO JOKyMeHTooOopoTa (Ha mpumepe 1C
HokymenTtoobopot, COJI «/leno — Be6», E1 EBdpat, CI]] «Directum RX» u np.)

5. AHaiu3 MpakTUYECcKOH peanuzannu QyHKIHA paboThl ¢ fokymenTamu B CO/] Ha npumepe
(1C Hoxymentoobopot, COJI «eno — Be6», E1 EBdpat, CO/] «Directum RX» u ap.)

W

Tema 8. UnTepHET-TEeXHO10TUHM 1 HH(POPMALIMOHHBIE PecypPchl, HcnoJb3yemblie B IOY
3aganust:
1. IpaxTuxa pabotsl B UHTEpHET.

2. HnTepHeT-TexHOI0TUH, HcTiosb3yeMble B JIOVY.

3. T'mobGanbubie Beraucautensubie ceta (WAN) u tokanbHble BeraucauTenbabie ceTu (LAN).
4. OcoOeHHOCTH MoKcka nHpopMmanuu B IHTEpHET.

5. Pecypcsl UnaTepHer amns crieranuctoB cdepsl 1OY

Tema 9. YnpaBieHue 10CTynIOM K JOKYMEHTHPOBAHHOI HHGopManuu

3aganust:
Pazpaborka MeponpustHii mo obecriedeHuto 3ammThl uHpopmammu B ACAOY
(anmapaTHble, IPOrpaMMHBIE U OPTaHNU3ALIMOHHBIE METOIBI).
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9.2 MeToanuyeckue PECKOMEHIAIIUHA 110 ITOATOTOBKE IMCHbMECHHBIX paﬁoT

[TonroToBka pedepaTa MO3BOJIET 3aKPENUTh TEOPETUUYECKHUE 3HAHUS MO AMCLUIUIMHE,
npuoOpecT HaBBIKM CaMOCTOSATENIBHOTO YIIIyOJEHHOTO M3YyYeHHs! OJHOTO M3 pa3zelioB Kypca.
[Tpu moaroroBke pedepaTa CTyACHTHI MMOJyYAIOT HABBIKK U yMEHUE paboTaTh ¢ HCTOYHUKAMHU U
JUTEpaTypoi, aHanu3upoBaTh (AKThl M JaHHBIC CHEIHMAJIbHON JUTEpaTyphl, H3JIaraTh
MIPOYUTAHHOE COBPEMEHHBIM MPO(PECCHOHATBHBIM S3BIKOM.

Pedepat nomken 66T 0pOpMIIEH B COOTBETCTBUU C TPEOOBAHUSIMH, MTPEIABIBISIEMBIMH K
MOJIrOTOBKE U 0()OPMIICHUIO HAYYHBIX PA0OT.

Pedepar Brimrouaert:

- TUTYJIbHBIN JIUCT;

- OTJIaBJICHUE;

- BBEJICHUE;

- OCHOBHYIO 4acTh (TeMaTUYECKUE pa3/ieibl);

- 3aKJIIOYCHUE;

- CITUCOK MCMOJIb30BAHHBIX UCTOYHUKOB U JINTEPATYPHI.

O6wem pedepata — 15 crpanun Tekcra (mpu Habope uepe3 1,5 uHTepBana U pazMepe
mpudta 13-14). Pedepat numiercs Ha OJHON CTOPOHE CTaHAAPTHOTO JHcTa Oymaru popmata A4
(210x197Mm).

Crpanunpsl pedepara HymepyroTcss apabckuMu mudpamMu Ha BEpXHEM IoJjie JUCTa, 0e3
KaBbIUEK, 1e(PUCOB U APYTUX 3HAKOB MpeNuHaHus. TUTYIbHBIHN JHUCT U OTJIaBJICHUE HE HyMEpYIOT,
HO BKJTIIOYAIOT B 00Imuii 00beM pedepara.

Hayuno-cnipaBounsblil anmapat pedepara BKIOYAET CIIMCOK UCTOUHUKOB M TUTEPATYPhI U
MOJCTPOYHbIE CHOCKU. [ToCTpOUYHBIE CHOCKM HCHOJB3YIOTCS BO BCEX CIy4asX HUTHPOBAHUS B
TEKCTe pedepaTa MPaBOBBIX AKTOB, JTIOKYMEHTOB, IIPOM3BEIEHUI aBTOPOB MOHOTpadHii, crarei,
y4eOHUKOB, y4eOHBIX TOCOOUH, a TaKXKe NP IIUTUPOBAHUH CTAaHAAPTHBIX ONPEICICHUN TEPMUHOB
u noHaTuil. Bee mpuBoauMeie B pedepare GaxThl, HUPPHI, 1aThl, KOHKPETHBIE JaHHBIC TaKXKe
JIOJKHBI OBITH MOATBEPKACHBI MOJICTPOUYHBIMUA CHOCKAMH.

CHOCKM HyMEpYIOT B Ipeieiax OJHON CTpaHUIbl apaOCKUMH HU(pPaMH, TEKCT CHOCKH
pPa3MeILAroT MO IOCJIEIHEN CTPOKOU TEKCTa

9.3 MeToauueckue YKazaHusd AJas oﬁyqamumxcn IO 0OCBOCHHUIO JUCHHUIIJINHBI

(MoayJis)
Bun pa6otsl Coaepxxanue Tpynoemko Pexomenganuu
(mepeveHb BONPOCOB) CTh
caMmocTosiTe
JIbHOM
padoThI
(B yacax)
Pazpnen 2. Uctopus aBromatuszanuu J0Y
IlonroroBka | 1. OcHOBHBIE  3Talbl 4 yaca 1. Jlapun Muxaun
K JIEKIIUU aBromatuzanuu JOY. BacunbseBuu. HNudopmanronsoe
2. Drtanbl  BHEAPEHUS o0ecrieueHre ymnpaBleHUs: y4eOHOe
aBTOMATHU3HPOBAHHBIX nocobue / M. B. Jlapun; [M-Bo
TEXHOJIOTMM  CO3J1aHus, obpazoBanust ¥  Hayku  Poc.
00paboTKH, ®denepanun, Oenep. roc. OIOIKETHOE
HCIIOJIb30BaHUs u o0pa3oBaT.  yYpPEKICHHE  BBICII.
XpaHEHUs! JOKYMEHTOB. o0pa3zoBaHUs "Poc. roc.
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3.  DOpomonus
TEXHOJIOTHH
JTOKYMEHTUPOBaHUS
uHpOpMaLUH.

ryMaHuTapHbiii yH-T"]. - Mocksa:
PITY, 2018.-278 c.

2. Kymnses,

H.H. NadopmanrioHHble TEXHOJIOTUI
B JIOKYMEHTAIlMOHHOM O0OecreueHUH
yIOpaBJICHUS W apXUBHOM JeJe:
yuebnuk s By3oB / H.H. Kynses,
T.B. Konapamoga, E.B. Tepenrbena,
ATI. ®abpuyHoB; moj OO
pen.n.ro.H., nmpodp. H.H. Kynsesa. -
M.: Jloroc, 2017. - 408 c. - (HoBas
cTyneHdeckas OuOmmoteka) - ISBN
978-5-98704-786-6. - Pexum
JOCTyTIa:
http://znanium.com/catalog/product/1
015021

3. AranblLoB Buktop
[TerpoBuu. ba3bl naHHBIX: YUEOHUK:
B 2 knwmrax. - 1. - MockBa; Mocksa:
M3patenwckuit  Jlom  "OOPYMx:
OO0 "HayuyHO-u31aTENbCKUNA LEHTP
NHO®PA-M", 2018. - 271 c. - ISBN
9785819907139.
http://znanium.com/go.php?id=9292
56.

4. EBnokumoBa JIronmuna
MuxannoBHa. DNEKTPOHHBIN
JOKYMEHTOOOOpPOT U obecreueHue
0e3omacHoOCTH CTaHJAPTHBIMHU
cpenctBamu  Windows:  YueGHoe
mocobue. - 1. - MockBa; Mocksa:
OO0 "KVYPC»: OOO '"HayuHno-
nznarensckuit nentp MHOPA-M",
2018. - 296 c. - ISBN
9785906923240.
http://znanium.com/go.php?id=9397
86

5. WNudopmannoHHble
TEXHOJIOTUH YTIPaBIICHUS: yUYeOHUK /
b.B. UepHukoB. — 2-¢ u3., mepepao.
u gon. — M.: U «DOPYM»y :

NHOPA-M, 2017. — 368 c. —
(Beicmiee obpazoBanue). - Pexum
JOCTyTIa:

http://znanium.com/catalog/product/5
45268
Koncnexr nexkmuit

HUroro

4 gaca

Pa3zpnen 3. Tpe

OoBaHUA HOPMATHBHO-NIPABOBbIX U HOPMATHBHO-METOAUIECCKUX TOKYMECHTOB,

perJiaMeHTHPYIOIIHMX HCI0JIb30BaHNe HHPOPMANMOHHBIX TexHoJorui B 1I0Y

IloaroroBka
K JIEKIIUU

1. 3akoHOHATENBHBIE U
MOA3aKOHHBIE aKThl PO,

4 gaca

www.jurizdat.ru/editions/official/lcrf/
- CoOpanue 3akoHOHaTeIbCTBA PD
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periaMeHTHpYIOIe www.rg.ru/ - Poccuiickas rasera
BHEIPEHHE U www.rusarchives.ru — ®enepanbHoe
HCIIOJIb30BaHUE apXMUBHOE areHTCTBO PO
WH(OPMALITMOHHBIX www.vniidad.ru/ - BHUNAL
TexHozoruii B JIOVY. (Bcepoccuiickuii Hay4YHO-
2. HopmatusHo- HCCIIEN0BATEIbCKAN UHCTUTYT
METOAMYECKHUE JTOKYMEHTOBEICHHUS U ApXUBHOTO JIeTIa)
JIOKYMEHTBI U CTaHIapTHI. www.consultant.ru/ - opuanbHbII

3. Coser 1o caiit komnanuu Koncynsrantllntoc
MH(POPMALMOHHOM www.garant.ru/ - ”H(pOpMaImoHHO-
6e30macHOCTH npu IIpaBoOBOM noprain I'apanT

[Ipesunenre PO. Koncnexr nekmuit

4. MexnnyHaponssie

crangaptel UCO u MOK.

S. HaunonansHb1e

CTaHIAPTHI.

HUroro

4 yaca

Pasnen 4. OcHoBHBIe 00beKTHI M NPpUHIMNBI aBToMaTu3anuu I0Y n opranmzanuu
3JIEKTPOHHOI0 JOKYMEHT0000poTa

IloxroroBka
K JIEKIIUU

1. Tunoswsle 3agaun
apromarusanuu JJOVY.

2. OcHoBHbIE
MH(POPMAaIMOHHbIE
TEXHOJIOTUH,

ucnoaszyemele B JIOVY u
uX Kiaccuukanus.
3. Bugsl undopmarmu,

cojepIKalencs B
AJIEKTPOHHOM
JOKYMEHTE.

4. Tepmunosorus,

ucnoias3zyemas B UC.

5. OcHoBHBIE  BUIBI
¢dopmaros,
ucnoiaszyemsle B JIOY.

6 4acoB

1. Jlapun Muxaunn
Bacunsesuu. HNudopmannonnoe
oOecrieyeHne yMpaBieHUsA: ydeOHOe
nmocobue / M. B. Jlapun; [M-Bo
o0Opa3oBaHUs u HayKu Poc.
Oeneparun, Denep. roc. OIOIKETHOE

oOpa3oBaT.  yYpEeKIEHHE  BBICIIL
o0Opa3oBaHUs "Poc. roc.
ryMaHuTapHeli yH-T"]. - Mocksa:

PITYVY, 2018.-278 c.
www.consultant.ru/ - opuManTbHBIN
caiT komnanuu Koncynsrantllotoc
www.garant.ru/ - ”H(pOpMaImoHHO-
paBoBOM noprai I'apant
www.doc-online.ru;
WWW.CCIM.CNEWS.TU

OdurmanbHbII calT 1C:
[Ipennpusitue 8. - [DIEKTPOHHBIN
pecypc] - https://v8.1c.ru/.
OdunmanbHblil callT «ONEKTPOHHBIE
O(UCHBIE CHUCTEMBI» - [DIEKTPOHHBIN
pecypc] - https://www.eos.ru/.
OdurmanbHbII cauT KOMITaHUU
«urtep-Tpact» -  [OneKTpOHHBIN
pecypc] - https://www.intertrust.ru/.
OdurmanbHbII cauT KOMITaHUU
«Cognitive Technologies» -
[DnexTpoHHBII pecypc] -
https://www.cognitive.ru/

U JIp.

Koncnexr nekmuit
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Hroro ‘

6 4acoB

Paznen 5. Peanuzanus 3aga4q JIOY ¢ nomombio MS Office

ITonroroBka | 1. ITpuHIUIIBL 6 yacos Kucenes, I'. M. Mudopmarmonnsie

K JICKIIMU MOCTPOCHHUS " TEXHOJIOTUM B  OJKOHOMHKE H
(YHKIIMOHUPOBAHUS ynpasinenun (3¢¢dexktuBHas padora B
O(HCHBIX CHCTEM B Cpelie MS  Office  2007) [DneKTpOHHBII
nakera MS Office. pecypc]: YuebHoe mocobue / I'. M.
2. IloaroroBka, Kucenes, P. B. boukosa, B. U.
peructpanus, o0paboTka CagponoB. - M.: MUzparenbcko-
U XpaHEHHE IOKYMEHTOB Toprosast kopnopauus "/lamxkos u K°",
cpeactBamu mnakera MS 2013. - 272 c¢. - ISBN 978-5-394-
Office. 01755-1. -  Pexum  gocryma:
3. JloMmOJIHNTEILHBIC http://znanium.com/catalog/product/41
BO3MOXXHOCTH padOTHI ¢ 5083
oducHBIMU KoHcrekT nekuuii
nporpammamMu = Word u
Excel 8 MS Office.

Hroro 6 yacos

Pasnen 6. ba3pl 1aHHBIX B MH(POPMAaLHOHHOM O0eclieYeHNH YIIPABJICHHUS

IlonroroBka | 1. IloHarue u cTpykrypa 6 yacos 1.  AramsuoB Buxrtop Ilerposuu.
K JIEKIIUH 0a3bl JaHHBIX. baswl qannbIx: YueOHuk: B 2 kHUTaX. -
2. Monenu mnocTpoeHUs 1. - MockBa; Mocksa: M3narensckuii
0a3bl TaHHBIX. Hom "®OPYM" : OOO "HayuHo-
3. ITonsiTue n3narensckuit  nentp MHOPA-M",
koprnoparuBHoi B/l u 2018.-271 c. - ISBN 9785819907139.
KOPIOPaTUBHON ncC. http://znanium.com/go.php?id=92925
TpeboBanus K 6.
kopnoparuBHo b/l u KoHncnekr nexnuit
nc.
4. OcHOBHBIE CBOICTBa
0a3el  maHHBIX  Lotus
Notes u MS Access.
5. Cuctemsl ynpaBileHUs
6azamu nanueix (CYB]).
Hroro 6 yacos

Pasznen 7. TpeGoBanns K GyHKIMOHAIBHOMY M aNNapaTHO-NPOrPaMMHOMY o0ecle4yeHHUI0

aBTOMATH3HPOBaHHBIX cucteM JOY

IlonroroBka | 1. KopnopatusHbie
K JICKIIMU MH(POPMAaIMOHHbIE
CHCTEMBI.
2. Bunnl u
Pa3HOBUIHOCTHU AC
HOV.
3. Kpurepuun BbiOopa
KOMITaHUHU-pa3paboTynKa
AC 10YV.
4. Kpurepuu Boibopa AC
H0Y i HMHBIX
IPOTPaMMHBIX

6 4acoB

1. Jlapyn Muxaun BacwibeBuu.
WNudopmannonnoe obecrieueHue
ympasieHus: yueonoe nocodue / M. B.
Jlapun; [M-Bo 00pa3oBaHUs M HAYKH
Poc. ®epepauun, Denep. roc.
Oro/KeTHOE 00pa30BaT. yUpeKICHHE
BbicI.  oOpasoBanust "Poc. roc.
TYMaHUTapHbI  yH-T"]. Mocksa:
PITY, 2018.-278 c.
HNuTtepHeT pecypcesl:
www.doc-online.ru;
WWW.CCM.CNEWS.IU,
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MIPOAYKTOB
PUMEHHUTEIHHO K
3aJjauaM OpraHu3allyu.

5. Pa3pabotka
TEXHUYECKOTO 3a/1aHUsl.
6. ITpuHIMIIBI
MIPOEKTHUPOBAHUS U STAIbI
BHenpenuss AC JIOY B
JesITeIbHOCTD
OpraHU3aIHH.

7. Haubonee
MOy JISIPHBIE
coBpeMeHHble AC JIOV.

WWW.COmpress.ru; www.business-
process.ru; Www.eos.ru u Jip.;
KoHcniekTs! nekiuii.

Hroro

6 4acoB

Pasnen 8. UHTepHeT-TeXHOI0IMY U HH(POPMALIHOHHBIE

pecypchl, ucnoiab3dyembie B JIOY

IloxroroBka
K JIEKIIUU

I. [TonsaTue
«H(pOPMAITMOHHBIT
pecype».

2. ['mobGanbpHBIC
BBIUUCIIUTENIFHBIE  CETH
(WAN) wu noxanbHble
BBIUUCIIUTENIFHBIE  CETH
(LAN).

3. OcobeHHOCTH TOHMCKA
uHpOopMauu B
HNuTtepHer.

4. Pecypcsl Hutepuer
TUTS CTELUATHNCTOB

cdepst JIOY.

6 gaca

1. EBnokumoBa JIrommuiia
MuxannoBHa. ONEeKTPOHHBIN
JOKYMEHTOO0OpOT U  oOecredeHue
0e30macHOCTH CTaHJApTHBIMHU
cpeactBamu  windows:  YueOHoe
rmoco6ue. - 1. - Mocksa; Mocksa: OOO
"KYPCx»: 000 "HayuHo-

m3narensckuit  uentp HMHOPA-M",
2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=93978
6

2. WNudopmannoHHble
TEXHOJIOTUHU YTIPaBJICHUS: y4eOHUK /
b.B. YepnukoB. — 2-e u3m., nepepao.

u gon. — M.: U «DOPYM»:
NHOPA-M, 2017. — 368 c. —
(Boiciuee oOpasoBanue). - Pexum

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

HuTepHeT pecypcesl:
www.jurizdat.ru/editions/official/lcrf/ -
Cobpanue 3akoHOaTeNIbCTBA PD
www.rg.ru/ - Poccuiickas razera

www.rusarchives.ru —  ApxuUBHOE
areHTcTBO PO

www.vniidad.ru/ - BHUNIAL
(Bcepoccuiickuii Hay4HO-
UCCIIEIOBATEIbCKUN UHCTUTYT

JIOKYMEHTOBEICHHSI M apXUBHOTO Jiej1a)
www.consultant.ru/ - opuIanTbHbINH
caiit komnanuu Koncynsrantllntoc
www.garant.ru/ - ”HQpOpMaIMOHHO-
IIpaBoOBOM noprai ['apanT u 1p.;
KoncnexTsl J1eKiumii.
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Pa3nen 9. YnpaBienue 10cTynom K JOKYMEHTUPOBAHHOMN HHpoOpMAaiu

IloxroroBka
K TecTaM
IloxroroBka

pedepata

4 gaca

1. Jlapun Muxaunn
Bacunbesuu. HNudopmannonnoe
o0ecrieyeHne ympaBlIeHUs: ydeOHOe
nmocobue/M. B. Jlapun; [M-Bo
o0pa3oBaHUs u HayKu Poc.
Oeneparun, denep. roc. OIOIKETHOE

oOpa3oBaT.  y4YpeKIEHHE  BBICIIL
o0Opa3oBaHUs "Poc. roc.
ryMaHuTapHbli yH-T"]. - Mocksa:
PITYVY, 2018.-278 c.

2. AranbioB Buxkrop

[TerpoBuu. basbl nanHbIX: YueOnuk: B
2 kHurax. - 1. - MockBa; MockBa:
Uznmarensckuii JJom "®OPYMy: OO0
"Hayuno-uzgarenbckuit LEHTP
HMH®PA-M", 2018. - 271 c. - ISBN
9785819907139.

http://znanium.com/go.php?id=929256

3. EBnoxkumoBa  Jlronmmuiia
MuxainoBHa. DNEeKTPOHHBIN
JOKYMEHTOO0OpOT u  obecredeHne
0e30macHOCTH CTaHJAPTHBIMHU

cpeactBamu  Windows:  YuebHoe
mocodue. - 1. - Mocksa; Mocksa: OO0
"KYPCx»: 000 "Hayuno-
m3narenbckuit  nentp MHOPA-M",
2018. - 296 c. - ISBN 9785906923240.
http://znanium.com/go.php?id=939786
4. WNndpopmannonnsie
TEXHOJIIOTMH  ympaBieHus:  Yueo.
nocobue ans By3oB / [lon. pen. mpod.
I'A. Turopenko. 2-e uzn., non. — M.:
IOHUTHU-AHA, 2005. 439 c.

S. JlJapupg  M.B.  VYmnpasienue
JOKYMEHTAIlMel B OpraHm3alusax. —
M.: Hayu. kH., 2002.

6. CankoB B.B.
NudopmaninoHHple  TEXHOJIOTHH |
KOMITBIOTEPHU3aIUs JIEIOMPOU3BOICTBA
/ B.B. CamnkoB. — 2-¢ u3., cTep. — M.:
W3narensckuii UEHTp «AKaaeMUs»,
2007. 288 c.

7. MeseH1eB K.H.
ABTOMAaTU3UPOBAHHBIC
nH(OpPMAalMOHHBIE  CUCTeMbI, M3.:
Axanemus, 2012, 176 c.

HNuTtepHeT pecypcesl:
www.jurizdat.ru/editions/official/lcrf/
- CoOpanue 3akoHOAaTEIHCTBA PD
www.rg.ru/ - Poccuiickas razera
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www.rusarchives.ru —  ApXUBHOE
areHTcTBO PO

www.vniidad.ru/ - BHUNIAL
(Bcepoccuiickuii Hay4HO-
UCCIIeI0BATEIbCKUN UHCTUTYT

JIOKYMEHTOBEJICHUS U apXUBHOTO JIej1a)
www.consultant.ru/ - opuanTbHBIN
cait komnanuu Koncynsrantllotoc
www.garant.ru/ - ”H(pOpMaImoHHO-
[IpaBoOBOM noprai ['apanT u 1p.;
KoHcnekTsl nexuuii.

IHpuioxenue 1

AHHOmMayua oucyunaunvl (Mooyns)

Huctumuza «Hpopmanonnsie TexHoiaoruu B JJOY» BXoauT B coctaB 6a30BOi yacTu
JUCLUIIIMH IOATOTOBKHA CTYIAEHTOB II0 HAIPAaBJICHUIO IOATOTOBKH «/lOKyMEHTOBEIEHUE H
apxuBoBeneHue». JucummuimHa — peamusyerca  Ha  DakyibTere  apXUBOBEIEHHUS U
nokymeHntoBeneHus Kagpenpoii aBToMaTu3npoBaHHBIX CUCTEM JIOKYMEHTAIIMOHHOTO 00ECTICYeHHS
yIpaBJIEHUS.

CopepxaHue IUCHUIUIMHBI OXBATHIBAET KPYT BOIIPOCOB, CBSA3AHHBIX C MCIOJIb30BAaHUEM
MH(POPMALMOHHBIX TEXHOJIOTHH B JIOKyMEHTAIIMOHHOM 00ECIICUeHUH YIIPABICHHUS.

Lenb TUCIMITITMHBI — 00€CTIEYUTh JOCTATOYHbIN M HEOOXOIUMBIN YPOBEHb TEOPETHUECKUX
3HAaHUHM M MPAKTHUYECKUX HABBIKOB B PELICHUM 3aJa4 MPUMEHEHHS HOBBIX HH(OPMAIIMOHHBIX
TEXHOJIOTUH B TOKYMEHTALIMOHHOM 00€CIIeUeHUH yIpaBICHUSI.

3ajayamMy JUCUUIUIMHBI SIBJISIFOTCSL M3YYEHUE TEOPUHM M TPAKTUKH IPUMEHEHUS
uHpopManroHHbIX TexHoJorui B JIOY, BeIpaboTKa y CTYyJEHTOB HABBIKOB CaMOCTOSTEIBbHOM
paboThI ¢ KOMIUIEKCHBIMU HH(OpMAIIMOHHBIMU cucTtemamu JJOVY.

JlucuumuinHa HanpaBJieHa Ha pOpMUPOBaHHUE CIIETYIONUX KOMITETCHIIMA:

OIIK-4. CnocoOeH mMOHUMATh MPUHLUUIBI PAOOTHI COBPEMEHHBIX HH(OPMAIIMOHHBIX
TEXHOJIOTUH U UCTIONB30BaTh UX JUIs peIIeHHs 3a/1a4 POo(pEeCCUOHATIBHOM 1eATEIbHOCTH

B pesynbraTe 0CBOGHUS TUCIUILIMHBI 00YYaIOLUIUICs JOKEH:

3uamo. ungopmayuonnvie cucmemyl, UCNONb3YeMble 8 OOKYMEHMAYUOHHOM ObecneyeHuu
VRPpasNeHus u apXusHom oeie
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Ymems: ucnonvzoeamv uHGOPMAYUOHHO-KOMMYHUKAYUOHHBIE MEXHOIO02UU C YETblo
opeanuzayuy OOKYMeHMAayuoHH020 00ecneyerus ynpasieHus U apXusHo20 XpaHeHus 0OKYMeHMo8

Bnaoems: Hasvikamu 6b100pa ONMUMATLHBIX UHDOPMAYUOHHO-KOMMYHUKAYUOHHBIX
peulenull npu  GblNOJHEHUU pabom no OOKYMEHMAYUOHHOMY O00OeCneyeHuio ynpasienus u
apxugHoMmy Oeny

Paboueii mporpaMMoii mperyCMOTPEHBI CIeAYIOIINE BUIbI KOHTPOJIS: TEKYIIMNA KOHTPOJIb
yCIIEBaEMOCTH B (JOpPME ONpOca, KOHTPOJIbHOW paboThI U pedepara, MPOMEKYTOUHAs aTTECTAIH
B (hopMe dK3aMeHa.

OO1m1ast TPyA0EMKOCTh OCBOCHHUS AUCIUIUIMHBI COCTABIISCT 3 3a4ETHBIX €IMHUIIBL.



