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Llenv  Oucyunaunol

1 TlosicHuTeabHAA 3aIIMCKA
1.1 Ieab u 3agaum AUMCHUILINHbI

- M3Y4YEHHE TEOPETUYECKUX MpoliIeM

U MPUKIAAHBIX ACIICKTOB

MH(POPMALIMOHHOT0 00ECIIeUeHMsI YIIPaBIICHU, KaK YaCTH MEHEIKMEHTA, aKTUBHO [TPUMEHSEMOMN
B COBPEMEHHOM MPAKTUKE KaK B TOCYAapCTBEHHOM YIPABJICHUH, TaK U B YaCTHOM OH3HECE.

3aoauu:

e l3yuenue rocynapcTBeHHON NOJUTHUKH B chepe HH(POPMAIIMOHHO - TOKYMEHTALIMOHHOTO

oOecnieueHus ynpasiaeHus B Poccun B HCTOPUYECKOM Pa3BUTHHU.

e lI3yueHue xapakTepUCTHK MH(GOPMAIMOHHOTO OOIIECTBA.

e l3yuenue poau HHPOPMAIMH B YIPABICHUH.

e lzyuenue uHPOPMALMOHHON MHPPACTPYKTYPH OpraHU3aLNU.

e Uzyuenue ¢penomena
ynpasieHus. OmmoOka! 3akiagka He onpeeseHa.

QJICKTPOHHLBIX ANOKYMCHTOB B I/IH(l)OpMaL[I/IOHHOM obecneueHUH

o I/I3yquHe PIH(bOpMaI_II/IOHHOFO obecreyeHus QJICKTPOHHOI'O IIPAaBUTCIILCTBA.

o I/I3yquHe O6H.[I/IX BOIIPOCOB aBTOMaTU3allul  YIIPABJICHUS

uH(popMalvel B OpraHu3alum.

,HOKYMeHTHpOBaHHOﬁ

e l3yuenuwe poiam W MecTa KIacCU()UKATOPOB TEXHUKO-PKOHOMHUYECKOH M COLMATBHOM

uHpopmanuu u

YHH(bHHHpOBaHHBIX CUCTEM JOKYMCHTAllUU B I/IH(bOpMaI_II/IOHHOM

obecnieuenuu ynpasieHusIOmmoka! 3akaaaka He onpeaeseHa.

e lzyuenue MHPOPMALMOHHOTO MEHEIHKMEHTA KaK METOIOJIOTUH HWH(OPMAITHOHHOTO

obecneyeHus YIpaBJICHU.

1.2 TlepeuyeHb MIAHUPYEMBIX Pe3yJabTATOB 00y4eHUsI N0 JUCHUIIHHE,
COOTHECEHHBIX ¢ HHAMKATOPAMM JAOCTH/KEHUS] KOMIIETCH M I

pelICHUs TPU
pElIeHNH 3314 B
cdepe cBoeit

npodeccuoHanbH
O ICATCILHOCTH;

Komnerenuus NuaukaTopbl KOMIIETEHI U Pe3yabTaTsl 00yyeHus
(xom m (Kol ¥ HANMEHOBAHUE)

HaWMEHOBAHHE)
OIIK-2. OIIK-2.1. 3HaeT OCHOBHBIE 3Hamu: COBpEMEHHBIE
Crniocoben COBpPEMEHHBIE MTPOOIIEMbI MH(OPMAaLIMOHHBIE CUCTEMBI, CUCTEMBI
HaXO0/UTh IIOCTPOEHHUS CUCTEMBI 3JIEKTPOHHOI'0 JIOKYyMEHTO000pOTa,
OpPraHMU3aIMOHHO- | IOKYMEHTALlMOHHOTO 00ECIIEYeHHsI | IPaBOBOE PEryIUpOBaHUE CPepbl
YIIPaBIEHYECKUE | YIIPABJICHUS U apXUBHOTO Jieja ylnpasieHus uHpopmaruen u

JIOKYMEHTalHuen

Ymems: nmpuMeHsITH 3HaHNE
HOpPMaTUBHO-TIPaBOBOM 0a3bl B chepe
ylnpaBieHus uHpopmaruen u
JIOKyYMEHTaIMEl B MPAKTUYECKOU
JEATEIbHOCTH

Braoems: naBbIKaMu BBIOOpA
HEOOXOIUMBIX TEXHOJIOTUYECKUN
pELIeHUH B IPOLIECcCe YIIPABICHUS
uHpopManreil 1 JOKyMeHTaIen

OIIK-3.
Cnocoben
HpI/IMeHﬂTB
TEOPETUYCCKHE

OIIK-3.2. [Ipumensier
TEeopeTUYecKHe 3HaHus B chepe
JOKYMEHTOBEICHUS
apXMBOBEJICHUS B

3namu: METO0JIOTNYECKHE OCHOBBI
IIOCTPOEHHUS YIPABIEHUYECKUX CUCTEM
U CUCTEM JJOKYMEHTAIlMOHHOIO
oOecrieyeHus yrpaBJIeHUs
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3HAHUSA Ui | IpO()ECCUOHATIBHON JESITEIbHOCTH | Ymemsb: IPUMEHATH pa3INyuHbIe

pelieHus METOJI0JIOTUYECKUE TTOAXOABI IIPU

IIOCTABJIEHHBIX IIPOEKTUPOBAHUH CUCTEM

3ajad B o0OnacTu JIOKYMEHTAllMOHHOT'0 00ecieueHus

JOKYMEHTOBEZIEH yIpaBIEHUS

us u Braoemw: naBbIKaMu aHaU3a U

apXUBOBE/ICHHUS OpPraHU3alMOHHOTO IPOCKTUPOBAHUS
CUCTEM JJOKYMEHTALlHOHHOI'O
o0ecreyeHus yrpaBJIeHUs

OIIK-5. OIIK-5.2 PaboTaer ¢ pa3anyHbIMU 3nams: IpaBUIa U METOJI0JIOTUYECKUE

Crniocoben UCTOYHHUKAMU UH()OPMAaLUH NIPU IOAXO/IbI K IPOEKTUPOBAHUIO CUCTEM

CaMOCTOSITENIFHO | OCYIIECTBICHUH MPO(ECCUOHATBHON | 3JIEKTPOHHOTO JJOKYMEHTO000pOTa

paboTtath C | ACATEIBbHOCTH Ymemw: BHEOPATH cUCTEMBI

pa3IMYHbIMU AJIEKTPOHHOTO JIOKYMEHTO000pOTa

HUCTOYHUKAMHU Braoems: HaBbIKAMU BBISBICHUS

uHbopMaUd U Hau0OoJee ONTUMAJIbHBIX IIOKa3aTeNeH,

IIPUMEHSTH HEOOXOAUMBIX JUISl IPOEKTUPOBAHUS U

OCHOBBI HACTPOIMKHU CUCTEM 3JIEKTPOHHOTO

MH(pOPMAaIMOHHO- JIOKYMEHTO0000poTa

AHAIMTUYECKON

JESTEIBHOCTH

pu pelieHnu

po¢eCCHOHAIIbH

BIX 33Ja4

[IK-8. Cmocoben
OCYIIECTBIISTh
yIpaBiieHUE
MH(OPMALOHHBI
MH pecypcamu
OpraHu3aIu

[TK-8.1 criocoGen onpenesTh
HOPSIIOK YITPABIICHHS
JIOKYMEHTalHUen

3namu: paBUIa U METOJIOJOTUYECKUE
IIOXO/Ibl K POEKTUPOBAHUIO CUCTEM
3JIEKTPOHHOI0 JIOKYMEHTO000pOTa
Ymemuw: BHEOPATH cuCTEMBI
3JIEKTPOHHOI0 JIOKYMEHTO000pOTa
Braoems: HaBbIKaMU BBISBICHUS
Han0oJiee ONTUMaJbHBIX IIOKA3aTeIeH,
HEOOXOAUMBIX JUISl TPOEKTUPOBAHUS U
HAaCTPOWKHU CUCTEM AJIEKTPOHHOIO
JOKYMEHTO000pOTa

[1K-8.2. ymeeT ocymiecTBIsTh
aHaIu3 UHPOPMALIMOHHBIX
NMOTpeOHOCTEN TOJIb30BaTENICH

3uams.: METOIOIOTHYECKHE OCHOBBI
MOCTPOCHMS YIIPABIEHUYECKUX CUCTEM
U CHCTEM JJOKYMEHTAIMOHHOTO
o0ecrieueHus yrpaBlieHUs

Ymemu: npumMeHsTh paznuyHble
METOA0JIOTUYECKHE MOIXOABI TPU
MPOEKTHPOBAHUN CHCTEM
JIOKYMEHTAIMOHHOTO 00eCTIeueHH s
yIIpaBICHUS

Braoems: HaBbIKaMU aHaIN3a U
OPraHU3aIMOHHOTO TPOSKTHPOBAHUS
CHCTEM JIOKyMEHTAIIHOHHOTO
o0ecrieyeHust ynpaBieHus
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1.3 MecTo AUCHUILUIMHBI B CTPYKTYpe OCHOBHOI1 00pa3oBaTeIbHOI

NMPOrpamMmblI

Hucuunnuna «MHbopManimonHoe obecrieyeHre yrpaBiIeHHs» BXOJUT B COCTaB 0a30Boi
YacTW AMCUMILIMH Y4eOHOro IUlaHa IOATOTOBKM CTYAEHTOB I10 HANpPAaBICHHUIO MOATOTOBKH
46.03.02 «/loxymenToBeneHue u apxuBoBeneHue» Ilpodwminp «MHTEMIEKTyaIbHbIE CHUCTEMBI B
yIpaBJIeHUN JOKyMEHTamMu». JMCHMIUIMHA peanu3yercss Ha (axKyiabTeTe apXUBOBEACHHUS W
JIOKYMEHTOBeIeHUs KaeIpoii aBTOMAaTU3UPOBAHHBIX CUCTEM JOKYMEHTAIIMOHHOTO O0eCcTieueHus
yIpaBJICHUS.

Jl1st ocBOGHMS AUCUUILIMHBI HEOOXOIUMBI 3HAHUS, YMEHUS U BIaJeHUs, C(HOPMUPOBAHHbBIE

B XOJI€ U3YyUYEHUS CIAEAYIOIUX TUCUUIUIMH U IIPOXOKICHUS IMPAKTUK:

- UadopmanmonHoe o01ecTBo U 1iudpoBas SKOHOMHUKA

- NHpopmanmoHHbIe TEXHOIOTHH

- Uadopmanuonnsie TexHojoruu B JJOY

B pesynbraTe OCBOCHMS AWCHUILIUHBI (POPMHUPYIOTCSI 3HAHUS, YMEHHUS W BIIAJCHUS,
HE0OXOUMBIE JJI U3YUECHHUS CIACAYIOIMIMX AUCIUILINH U MIPOXOXKIACHUS MPAKTUK:

- Yrpasienue nHpopMauei u J0KyMeHTauel JeKTPOHHOTO IPaBUTEIbCTBA
- MudopmanmonHo-10KyMEHTAIIMOHHOE OOecTieueHre YIPaBICHUs TPOESKTaMU
- @opMaThl ANEKTPOHHBIX IOKYMEHTOB B CUCTEMAX AIEKTPOHHOI'O JOKYMEHTO0O0POTA.

2 CTpyKTypa JTUCHUNIHHBI

OO01mast TpyA0eMKOCTh TUCIUTLINHBI COCTaBiseT 6 3.e., 216 u.

CTpyKTypa JUCHUIIMHBI /151 04HOH (POpMBI 00yUEeHUs

O0beM AUCHUILTUHBI B (OpME KOHTAKTHOW Pa0OTHI OOYYAFOIIHUXCS C MEAarorn4ecKuMU
paboTHUKaMU U (WJIK) TUI[aMH, TPUBJIEKAEMBIMH K pealin3aiuy o0pa3oBaTelbHOM MPOrpaMMbl Ha
UHBIX YCIOBHSIX, TIPY MIPOBEJACHUH YICOHBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATHIA KomnnuectBo
4acoB
6 Jlekumun 32
6 Cemunapbl/1abopaTopHble pabOThI 48
Bcero: 80

O0beM TUCIHIIIHHEI B (popMe caMOCTOSATENTbHON paboThl o0yJaromuxcs cocraisier 136
aKaJeMUYEeCKHX 4acoB, KypcoBas paboTra, KOHTpoJb — 20 akaJieMU4ecKHUX YacoB.

3 Coaepxkanue TUCHMILITHHBI

Ne Haumenosanue pazoena Cooeporcanue
OUCYUNTUHDBL

Tema 1 | Beenenne B UOY. Pa3zsurne O01ee noHsATHE UHPOPMAITUH.
UHGOPMAIMOHHOTO O0IIIECTBA. JloxymeHTHpoBaHHAas HH(POpPMAITHS KaK pecypc

ynpasiieHHs. 3aKOHOAATENBCTBO, PETYIUPYIOLIEe
BOINPOCHI yIpaBiieHus HHPopMalrend 1 JOKyMeHTaue.
IIpaBuna u craamaptsl B chepe MOY. Jluteparypa mo
BonpocaMm MOYVY. PazuTtre nadpopmMamoHHOro
00IIIECTBA M €r0 OCHOBHBIE XapaKTEPUCTHKH.

Tema 2 | Posb nuadopmanmu B bazoBble moHATHs HH(GOPMAIIUU: JaHHEIE,
YHOpaBJICHUH. cBeneHus, 3HaHus. MHbopMamoHHbIN TIpoiiecc.
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Nudopmannonnas cucrema. Pois nadopmaruu B
ynpasieHud. Cucremaruzanus HHGpopManuu B
aJIMUHUCTPATHBHOM yrpaBieHuu. CBOHCTBA
uHpopmanuu. OTIMYUTETHHBIE CBOMCTBA
JOKYMEHTUPOBAaHHOW HH(OpPMAITHH.

Tema 3

HNudopmannonnas

uH(ppacTpykTypa
OpraHu3aIg.

NudopmannonHas cpega opraHu3aiiiy.
Nudopmannonnas uHGPacTpyKTypa, e
KOMITOHCHTHI. BHYTpEHHSISI 1 BHEIITHSIS Cpefia
opranuzanuu. MHpopmanmonnoe odecrieueHmne
pabouero Mecra COTpyIHUKA OPraHU3AIHH.
WudopmanmoHHbIe pecypchl OpraHnu3alny.

Tema 4

SHCKTpOHHLIC HOKYMCHTHEI.

[TonsiTHE AMIEKTPOHHOTO JOKYMEHTa. 3aKOHOIAaTENbHOE
1 HOPMATUBHO-METOIMYECKOE PEIICHHE BOIIPOCOB
NIPUMEHEHUS HA IPAKTUKE AIEKTPOHHBIX JOKYMEHTOB.
Hocwurenn nadopmarinu. bapsepsl Ha MyTH BHEAPEHUS
ANEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHAS TIOJIITUCH.
ONEKTPOHHBIN JIOKYMEHTOOOOPOT.

Tema 5

OBOJIIONHUS
UH(POPMALIMOHHOTO
oOecrnieueHus yrnpaBIcHUs.

PazButue cucrem nenonpounsBoactsa B Poccun kak
6azuca MOY.

Opranuzanys ynpaBjieHHs JOKYMEHTAMH B Hadaje
COBETCKOI'0 [IEPUO0/1a POCCUIICKON UCTOPHUH.
VYcuiienue BIUsHUS apXUBHBIX OPraHOB Ha
rocyJapCcTBEHHOE J1eJ0Mpon3BoaAcTBO. Co3nanue
BHUNIAA. Iloaroroka EI'CII u EI'CIOY,
VCJI. Hauano aBTomMaTu3anuu
JOKYMEHTAIMOHHOTO 00ECTICUCHUS YIIPABICHHUS.
Pazsutue MOY B coBpeMeHHBI NEproO
POCCUICKON UCTOPHH.

Tema 6

ABTOMaTH3a1Us YIIPaBICHUS
JIOKYMEHTHUPOBAaHHOMH
uH(popMaruei.

HauansHeiii 3Tan aBToMaTu3aniu
nenonpousBojctaa (IOY) na 6aze ACY.
Pacmmpenue ppiHKa KOMITBIOTEPHON TEXHUKHU.
Pa3BuTHe npon3BoACTBa aBTOMATU3UPOBAHHBIX
cucteM JIOY. Bo3HukHOBEHUE
CMELUATU3UPOBAHHBIX (PUPM — IPOU3BOIUTETCH
ACJ10Y. CoBpemennslii peiHok AC/IOVY.
Cucrematuzanus ACIOY. [IpoGiembl OLleHKH U
BbI00Opa ACJIOVY 111 KOHKPETHOM OpraHu3aIiH.

Tema 7

Knaccugukatopsl TEXHHKO-
YKOHOMHUYECKOHN U
COLIMAJIbHOM MH(OpPMALUU U
CTaHapThl B
UH(POPMALIMOHHOM
o0ecreueHnn yrpaBIeHHUsL.

Henu 1 3anaun yHuUKAIUKA JOKYMEHTOB.
Hanpasnenus, npuHuuns! 1 Metoas! yaudukammu Y CI.
[puHnumne! knaccuuKauy JOKyMEHTHOM
nHpopmanuu. Konupoanue nHpopmamuu.
l'ocynapcTBenHas cucrema kinaccuuKauy 1
koaupoBaHust nHpopmaruu. Kinaccuduxaropst
TEXHUKO-3KOHOMHYECKOH M COlMaIbHON HH(pOpMAIIHY.

Tema

DIIeKTPOHHOE
MIPaBUTEIHCTRO.

Konnenmust 31eKTpOHHOTO TPaBUTENHCTBA B
coBpeMeHHOM obmiectBe. CocTaBHBIE YaCTH
3NEKTPOHHOTO MPABUTENIbCTBA: OPTaHU3AIINS
rOCYIapCTBEHHOT'O YIPABJIECHHS HA OCHOBE
3JIEKTPOHHBIX CPEICTB 00padOTKH, Mepesadu u
pacnpocTtpanenust uHpopMaluui; WHPOPMAIUOHHEBIE
TEXHOJIOTHH B TOCYJJAPCTBEHHOM YTIPaBJICHUH; CETEBHIE
TEXHOJIOTHH; HHPOPMAIIMOHHOE B3aUMOICHCTBUE
OpraHoB rOCYAapCTBEHHOH BJIACTH M 001IeCTBa C
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HCTOJIb30BaHIEM MH(OPMAIIMOHHO-
TEJIEKOMMYHHKAITHOHHBIX TEXHOJIOTHIA; SJIEKTPOHHBIN
Ou3HeC, aBTOMAaTH3UPOBAHHbIE FOCYIapCTBEHHBIE
CITY>KOBI.
OCHOBHBIE COCTABIISIOIINE JIEKTPOHHOTO
MPaBUTEILCTBA: MOOMIIBHOE TOCYIAPCTRO,
YIIPABJIEHUE B3aUMOOTHOILLIECHUSMU C TPAXKIaHAMHU,
aJIeKTpOHHAas JeMokpaTus (e-democracy,
ANEKTPOHHBIE COOOIIECTBA, OHIAWHOBBIC CITYKOBI U
nH(popMaIus, CTPyKTypHas IepecTporka
roCyIapCTBEHHBIX cITyk0. Ponb rocynapcrsa B
MMOCTPOSHUH HOBOTO MH()OPMAITMOHHOTO OOIIECTRA.
®opmupoBanue HHPPACTPYKTYPHI, 00eCTieurnBatomIeit
B3aUMOJICHCTBHE OPraHOB IOCYNapCTBEHHOMN BIACTH
MeXIy co0OH, a TakyKe ¢ OpraHU3alUsIMH U TPaKIaHaAMU
B paMKax MPe0CTaBICHHS TOCYIaAPCTBEHHBIX YCIIYT.

[Tpo6ieMbl, IPETATCTBYIONINE TTOBBIIIEHUIO
3¢ PEKTHBHOCTH HCIIOIB30BaHUS HHPOPMALIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH B IEATEIHLHOCTH
OpTraHOB TOCYIapCTBEHHOHN BIIACTH.

Enunas rocynapcTBeHHas MOJTUTHKA
(hopMHpOBaHUSI ANEKTPOHHOTO MTPABUTEIBCTBA.

Tema 9

HNudopmarmoHHsIi
MEHE/DKMEHT.

[osiBnenne nHGOPMALIMOHHOTO MEHEPKMEHTA KaK
cepbl MPaKTUIEeCKON NEATEIBEHOCTH U HAYIHOH
JOUCUMIIINHBI:

dopmupoBaHre €TUHOTO HHPOPMALTUOHHO-
KOMMYHHKAIIHOHHOT'O IPOCTPAHCTBA BHYTPH
rocyapcTBa U B MUPOBOM MacIiTade;

CraHOBJI€HHE U pa3BUTHE B SKOHOMHKE HOBBIX
TEXHOJIOTUYECKUX YKIIAA0B, 0a3UPYIOMIUXCS Ha
COBPEMEHHBIX MH(POPMAIIIOHHBIX TEXHOJIOTHSX.
Co3nanue 1 pa3BUTHE PhIHKA HH(DOpMAIH U
3HaHUI KaKk TOBapoOB U Nepexo HH(POPMaIMOHHBIX
PECYpPCOB B pa3psii OCHOBHBIX COLMAIEHO-
HSKOHOMHYECKUX pecypcoB. Bo3pacranue ponu
MH(POPMAIIMOHHO-KOMMYHHKAITMOHHOMN
UHPPACTPYKTYpHI B CUCTEME OOIIECTBEHHOTO
MIPOU3BOJICTBA; paciiupenue cheps
MH(POPMAIIMOHHOH IeSTETbHOCTH U YCIIYT.
[oBbIIeHUE ypOBHS 00pa30BaHUs, HAYIHO-
TEXHUYECKOTO0, KYJIbTYPHOT'O Pa3BUTHUS 3a CUET
pacupeHusi BO3MOKHOCTEH HH()OPMAITOHHBIX
CHCTEM Pa3HOro YpOBHs [yt 0OMeHa
nHpopmanuet. Cozganue 3¢ (HEeKTUBHON CUCTEMBbI
o0ecreyeHrs IpaB TpakJaH U COLUAIBHBIX
WHCTUTYTOB Ha CBOOOIHOE MOTyUYEHHUE,
pacrpocTpaHeHHEe U MCIIOb30BaHUs HHPOpMAaLUU
KaK BOXHEWIIIETO YCIOBHS JEMOKPATHIECKOTO
pa3BuTHs. CBsi3b HH)OPMAIIMOHHOTO MEHEKMEHTA
Y JIOKyMEHTAIIHOHHOTO 00ECIIeYeHUS YIIPaBIICHHUS.
WHpopManMoHHbII MEHEKMEHT KaK dTarl
pa3BUTHS TOKYMEHTAIIMOHHOTO 00ecTieueHMs
yTIpaBJICHUs], CBA3aHHBIN C BHEJIPEHUEM HOBBIX




9

MH(POPMAITMOHHBIX TEXHOJOTUIA B 00pabOTKY
JOKYMEHTHUPOBAaHHOH HH(pOpMAIIHH.
Crparernyeckuii u onepaTUBHBII
WHGOPMAIIMOHHBIN MEHEPKMEHT.

4 (Oopa3oBaTesibHbIE TEXHOJIOTHH

[Tpu peanu3aryy nporpaMmbl AUCUUTUIMHBI UCIIOIB3YIOTCS Pa3InYHbIe HHPOPMAITMOHHBIE
TEXHOJIOTMM. B0 BpeMsi JIEKIIMOHHBIX 3aHATHUH HCIOJNb3YIOTCS 3JEKTPOHHBIE NPE3EHTAlUU C
UCIOJIb30BaHUEM  IpoekTropa. Kilacc, oOCHalIeHHBIH  COBPEMEHHBIMM  KOMIIBIOTEPAMH,
MNOJKIIIOUEHHBIMU K VIHTepHET ¥ OOBEIMHEHHBIMU B €IWHYIO BHYTPEHHIOIO  CETh.
JIeMOHCTpallMOHHBIN PKpPaH, CB3aHHBIN C KOMIIBIOTEPOM MPEMNO1aBATENS.

JlaboparopHble pabOTHI MPOXOJAT B KOMIIBIOTEPHOM KJacCe C HCHOJIb30BaHUEM
CHELMATU3UPOBAHHOTO MPOrPAMMHOTO OOecrieueHus 1 MH(OPMAIIMOHHBIX PECYpPCOB, a TaKKe
HEO0OXOIUMOT0 TEXHHUUECKOTO 00eCeueHusl.

CamocrosTenbHas padoTa CTYyJIECHTOB BKJIIOYAET B ce0sl KOHCYJIBTAIlMH IPEToiaBaTels
Ipu TOJrOTOBKE pedepaTroB, a TakkKe CaMOCTOSTENbHYI0 paboTy CTyIeHTa C pecypcamu
WuTepHera, MHPOPMALMOHHBIMU MPABOBBIMU CHUCTEMaMH, IOCEIICHHUE CIEHUATU3UPOBAHHBIX
BBICTaBOK U KOH(EpEeHIIHiA, yyacTHe B pabOTe KPYIJIBIX CTOJIOB | T.II.

B nepuon BpeMEHHOro IpHOCTAHOBJIEHUS MOCELIEHUS OOYYaroIMMUCS MOMEIIEHUN U
tepputopun PITY nana opranuzanmum y4eOHOro mporecca ¢ NPUMEHEHHEM JIIEKTPOHHOIO
Oo0y4eHHsT W JWCTAHIMOHHBIX OOpPa30BaTEIbHBIX TEXHOJIOTHH MOTYT OBITh HCIIOJIB30BAHbI
cienyomue o0pa3oBaTelibHbIE TEXHOJIOTHH:

— BUJICO-JIEKIINH;

— OHJIAWH-JIEKIIUH B PEKUME PEAIbHOTO BPEMEHH;

— DIIEKTPOHHBIE Y4eOHUKH, ydeOHbIE TOCOONs, HAYYHbIC H3/IaHUS B DJICKTPOHHOM BUJIC U
JOCTYT K HHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM peCcypcaM;

— CHCTEMBI JUIsl 3JIEKTPOHHOT'O TECTUPOBAHUS;

— KOHCYJIbTALIUM C UCITIOJIb30BAHUEM TEJIEKOMMYHUKAIIMOHHBIX CPEJICTB.

Haumenosan N Hnpopmayuonnvie u
Ne n/n Buowi yueonwix 3anamuii popmay
ue pazoena 0bpazosamenvhble MexHON02UU
1 2 3 4
1 BBenenue |Jlexumsa Ne 1 BBogHast mekmus ¢ UCIIOJIb30BaHUEM
B IOV BUJIEOMATEPHATIOB
PasBHTHE CamocrosiTenbHas padbora KoncynsTupoBanue u mpoBepka
JIOMAIIHUX 33JaHUI OCPEACTBOM
utpopmarl 3JIEKTPOHHOU MOYTHI
HUOHHOTO
oO1ecTBa.
2 Jlextust Ne 2 Jlekuus-Busyanusanusi c
Pomsb PUMEHEHUEM CJaiil- MPOEKTOpa
nH(OpMALIL CamocrosiTenpHas paboTa KoncynsTupoBanue u nmpoBepka
U B JIOMAIIHUX 33JaHUI OCPEACTBOM
3JIEKTPOHHOU MOYTHI
YIIpaBJICHU
H.
3 Nudopmann |Jlekuns Ne 3 Jlexuus-Bu3yanusanus ¢
OHHas MPUMEHEHHUEM CJIaiil- MPOEKTOpa
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uHppactpyk |[IpakTudeckoe 3ansaTue Ne |3aHATHS B KOMIIBIOTEPHOM KJlacce
Typa 1
opranusanuu |CamoctosrenbHas pabora |KoHCynbTHpoBaHUE U IPOBEPKA
JIOMAIIIHUX 3a/IaHUH TOCPEICTBOM
3JIEKTPOHHOU MOYTHI
Jlexuust Ne 4 Jleknus-Busyanusanus C
IPUMEHEHUEM CJaill- IPOEKTOpa
DJIEKTPOHHBI
[IpakTrueckoe 3aHsiTHE 3aHATUSL B KOMIIBIOTEPHOM KJlacce
© Ne2
JIOKYMEHTBHI.
CamocrosrtenbHas pabota |KoHcynbTupoBaHHe U IPOBEpKa
JIOMAIIIHUX 3a/IaHUH TOCPEICTBOM
3JIEKTPOHHOU MOYTHI
Opomtorus  |Jlexkuus Ne 5 Jlexuus-Bu3yanu3sanus ¢
uHdopmanuo IPUMEHEHUEM CJaill- IPOEKTOpa
HHOT'O [IpakTrueckoe 3aHsiTHE 3aHATUSL B KOMIIBIOTEPHOM KJlacce
obecrieuenus | Ne3
ynpasjenus |CamocrosTenbHas padota |KoHcynbTupoBaHue u npoBepka
JIOMAIIIHUX 3a/IaHUH IOCPEICTBOM
3JIEKTPOHHOW IMOYTHI
Asromarusa |Jlexnus Ne 6 Jlexuus-Bu3yanusanus ¢
uus PUMEHEHUEM CJaiil- IPOEKTOpa
ynpasienus |[Ipaktuyeckoe 3anarue Ne [3aHSTHS B KOMIIBIOTEPHOM KJlacce
JTOKyMeHTup |4
oBanHOi |CamocrosTenpHas pabota |KOHCYNbTHpOBaHUE U MPOBEPKA
uH(popmalue JIOMAIIIHUX 3a/IaHUH IOCPEICTBOM
178 JJIEKTPOHHOMU ITOYTHI
Knaccuduka |Jlexmus Ne 7 Jleknus-Busyanusanus ¢
TOPBI IIPUMEHEHUEM CJIAIJI- POEKTOpa
TEXHUKO- [IpakTHueckoe 3aHsATHE 3aHATUS B KOMIIBIOTEPHOM KJlacce
dkoHOMU4YEC |No5
KOH 1 CamocrositensHast pabora |KoHcynbTHpOBaHME U TPOBEPKA
COLIMATIbHOU JOMAaIIHUX 3aJaHui OCPEACTBOM
uH(popManuu 3JIEKTPOHHOU MOYTHI
u

CTaHJapTHl B

UHpOpMALIO
HHOM
o0ecrieueHNH
yIpaBJeHUsl.
OnektpoH |Jlexuuns Ne 8 Jleknus-Busyanusanusi C
HOE MIPUMEHEHHUEM CJIaiiJ1- MpOoeKTopa
npasuren |[IpakTuueckoe 3aHsATHE 3aHATHS B KOMIIBIOTEPHOM KJ1acce
BCTBO. Ne6
CamocrostenbHas pabota |KoHcynbTupoBaHHe U IpOBEpKa
JIOMAITHUX 33JJaHUI OCPEICTBOM
3JIEKTPOHHOU MOYTHI
Nudopmannu |Jlekuus Ne 9 Jlexuus-Bu3yanusanus ¢
OHHBIN MPUMEHEHHUEM CJIAi- MPOEKTOpa

MCHCIPKMCHT
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[IpakTrueckoe 3aHsTHE 3aHATHS B KOMIIBIOTEPHOM KJ1acce
No6
CamocrosrtenbHas pabota |KoHcynbTupoBaHue U IpoBepKa
JOMAaIIHUX Bal[aHI/Iﬁ MmoCpecACTBOM
AJIEKTPOHHON MOYTHI

S5 OueHka IVIAHUPYEMBbIX Pe3yJabTATOB 00y4YeHUs
5.1 Cucrema onleHMBaHUs

dopma KOHTpOIIs Cpok oT4eTHOCTH Makc. Kou4ecTBo 0aJlioB
3a ogHy Bcero
pabory
Tekyiuii KOHTPOJIb:
- ompoc 1,2,3,4,5 uenenu 5 6awIoB 25 6amnoB
- KOHTpOJIbHas padoTa (Tema 4) 4 nepens 15 6anmoB 15 6ammos
- moJroroBka pedepara (tTemsl 1-5) 2 Henens 20 6ammoB | 20 GaysoB
Wrorosas arrecramnus 7 venens 40 6ammoB | 40 Gamos
(ox3amen)
Wroro 3a nucuumimny 100 GansoB

IToy4eHHBIN COBOKYITHBIN PE3yJIbTAT KOHBEPTUPYETCS B TPAAULIMOHHYIO HIKAIy OLIEHOK U B
mIKaTy oneHok EBpormeiickoli cucTeMsl iepenoca 1 HakoruieHus kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBUM ¢ TabIHIICH!

100-6amnpHas TpaionHas mkaa IIkana
mIKaia ECTS
95— 100 OTangHo A
83-94 B

68 — 82 Xopo1io 3a4TEHO C

56 — 67 D

50 55 YIOBJICTBOPUTEIIHHO E
20-49 FX
0_19 HEYJIOBJICTBOPUTEIHHO HE 3a4YTEHO F

5.2 Kpurtepuu BbICTaABJI€HHS OLEHKH MO TUCHHUILINHE

Bamsl/ OrueHka 1o Kputepun onieHKu pe3ynbTaToB 00yueHuUs 0 JUCITUTINHE
IIxana ECTS | nucuumuinge

100-83/ «OTIUYHOY BricTaBnsiercs o0ydaromemycsi, €Ciu OH TITyO0KO U

AB IIPOYHO YCBOWJI TEOPETUYECKUN U NMPAKTHYECKUI
MaTepHall, MO>KET MPOJIEMOHCTPUPOBATh 3TO HA 3aHATUAX U
B XOJZI€ TPOMEKYTOUYHOM aTTECTAIIHH.

OOyuaronuiics HCUEPIBIBAIOLIE U JTOTMYECKH CTPOITHO
M3JIaraeT yueOHbI MaTeprall, YyMEeT yBSI3bIBATh TEOPHUIO C
MIPAKTUKOH, CIIPABIISETCA C pelIeHueM 3aay
poheCCHOHATTLHON HANPaBIEHHOCTH BRICOKOTO YPOBHS
CIIO’KHOCTH, MPABIIILHO 00OCHOBBIBACT MTPHHSATHIC
peleHHs.

CB000OIHO OpUEHTUPYETCS B yUeOHOH U
npoeCCHOHAILHOMN JINTEpaATYpe.
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Bamuisr/
lxkama ECTS

Ornenka 1o
JOUCLIAIIIIMHE

Kputepuu onieHku pe3ynbTaToB 00yueHus 0 JUCIUIUINHE

OneHka no JUCHUILTMHE BBICTABISIOTCS 00y4daromeMycs ¢
y4€TOM PE3YJIBTATOB TEKYILEH U IIPOMEKYTOUYHON
aTTeCTalUu.

Komniereniuu, 3aKkpeniénnple 3a JUCUUILTMHOM,
c(hOpMUPOBAHBI HA YPOBHE — «BBICOKUI».

82-68/

«XOopouo»

BrictaBisiercst o0yyaromemMycs, €Cii OH 3HaeT
TEOPETUYECKUN U IPAKTUYECKUN MaTepHas, FPaMOTHO U II0
CYLIECTBY M3JIaraeT €ro Ha 3aHATHSIX U B X0/
IIPOMEXYTOYHOM aTTeCTaluy, He JOIyCKas CYILIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiics IpaBUIbHO IPUMEHSAET TEOPETUUECKHE
II0JIOXKEHHUS IIPU PELIEHNUN IPAKTUUECKUX 3a7a4
npo¢ecCHOHATLHON HANPaBJIEHHOCTH Pa3HOIO YPOBHS
CIIO’KHOCTH, BJI/ICET HEOOXOJUMBIMH IS TOTO HABBIKAMH
A OIpUEMaMU.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUEOHOM U
npogeccuOHaIbHOMN JINTEpaType.

OneHka no JUCHUILIMHE BBICTABISIOTCS 00y4daroeMycst ¢
Y4€TOM pEe3yJIbTaTOB TEKYLIEH U IPOMEKYTOUHON
aTTeCTallUu.

Komnerenuu, 3akpeni€Huble 3a AUCUUTIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUI».

67-50/
D,E

«YyHAOBJICTBOPU-
TCIIBHO»

BeictaBisiercs o0yyaromemycs, €cii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U IPAKTUYECKUNA MaTepual,
JIOIYCKAET OT/AEIbHbIE OIINOKY MPH €ro U3JI0KEHUHU Ha
3aHATUAX U B XOJ€ IPOMEXKYTOYHOU aTTECTALINH.
OOyuaromuiics UCTIBITHIBACT ONpeIEIEHHbIE 3aTPYAHEHUS
B IPUMEHEHHUH TEOPETUYECKUX ITOJI0KEHUN ITPU PEILICHUH
MPAKTUYECKHX 3a/1a4 MPO(eCcCHOHATbHON HAalPaBIEeHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJIEET
HEOO0XOAUMBIMU JJIS1 3TOT0 Oa30BBIMH HAaBBIKAMU U
NpUEMaMHU.

JleMOHCTpHUpYET 10CTaTOYHBIN YPOBEHb 3HAHUS y4eOHOM
JIUTEPaTypHl 110 AUCLUILIVHE.

OneHka 1o JUCHHUIUIMHE BBICTABISAIOTCS 00YJatOEMYCs C
Y4ETOM PE3YIbTATOB TEKYILEW U IPOMEKYTOUHOU
aTTeCTaluu.

Komniereniuu, 3aKkpeni€éHuble 3a JUCUUTITMHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F,FX

«HEYOOBJICTBOPUTE
JIBHO»

BeicTraBnsiercs oOyuaromemMycs, €Clii OH HE 3HAeT Ha
6a30BOM ypOBHE TEOPETUYECKHIA U MPAKTUUECKUI
MaTepual, 10IMycKaeT rpyObie OMUOKH P €ro
U3JI0’KEHUU Ha 3aHATHAX U B XOZE MPOMEKYTOUHON
aTTeCTallUH.

OOyuaronuiics: UCTIBITHIBACT CEPhE3HBIE 3aTPYIHEHUS B
MPUMEHEHUH TEOPETHUECKUX TMOJI0KEHUH MPHU pelIeHUH
MPAKTUYECKHX 33124 MPO(heCCHOHAIbHONW HANpaBIeHHOCTH
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Bamuisr/

Hlxkama ECTS | gucuumimyae

Onenka no Kputepuu onieHku pe3ynbTaToB 00yueHus 0 JUCIUIUINHE

CTaH/IapTHOT'O YPOBHS CJIOKHOCTH, HE BIIaICET
HEOOXOJMMBIMH JUIS ATOTO HaBBIKAMU M TPUEMaMHU.
JleMoHCTpHpYET (parMeHTapHbIC 3HAHUS YIeOHOH
JUTEPATYPHI IO AUCIHUIUIAHE.

OueHka 10 JUCHUIIMHE BBICTABIIIOTCS 00yJaromeMycs ¢
y4ETOM PEe3yJIbTaTOB TEKYIIEH U MPOMEKYTOUHON
aTTeCTAIlHH.

KommeTeHm Ha ypoBHE «10CTAaTOUHBINY, 3aKPEIUIEHHbIE
3a AMCUUIUINHON, HE C(POPMHUPOBAHBI.

5.3 OueHouHbIe cpeacTBa (MaTepHAJIbI) JAJI TEKYILIEr0 KOHTPOJIS
yCIIeBA€MOCTH, IPOMEKYTOYHOH aTTeCcTAIUM 00YYAIOIIUXCS 110

ANCIHUIIJINHE
IIpumepHbIe TeMbl pedepaToB 1Mo pasaenam JMCHUIIIMHbBI:

1.

2
3.
4

© o N o O

11.
12.
13.
14.
15.
16.
17.

18.
19.
20.
21.

0030p 3aKOHOAATEIBHBIX aKTOB B chepe MOV,

0O0630p HOpMaTHBHBIX aKTOB B cepe MOY

00630p cranmapToB B chepe MOY

00630p HOpMATUBHO-METOIUYECKUX TOKyMEHTOB B chepe MOV (IIpaBuna,
UHCTPYKLUU, PETJIAMEHTHI).

0O0630p MexayHApOIHBIX cTaHnapToB B chepe NOY.

Pounb nndopmanuu B ynpaBieHHH.

[TonsiTre nHoOpMaLUU U ee CBONCTBA.

[TonsiTre nH(MOPMALIMOHHOTO IpOLECCa.

[TonsiTue nH(GOPMALIOHHON CUCTEMBI.

Knaccugukanus nadopmarum.

Crienuduka T0KyMEHTUPOBaHHOW HHPOPMALIUH.

Nudopmanmonnas napacTpykTypa opraHu3aiim.

[TonsiTne nH(pOpPMAITMOHHOTO pecypca.

[TonsiTue anekrponHoro gokymenra (/).

HopmartuBHo-MeToanueckas 6aza npumeHenus /1.

[TpoGniems! BHepenust /1 B COBpEMEHHYIO IPAKTUKY paOOThl OpraHu3aliii.
OcHoBHbIE HampaBJIeHUs aBTOMaTU3alUK paboThl ¢ UHPOpMaIuel u
JIOKyMEHTallMEN B OPraHN3alMsIX.

[ToHsiTHE aBTOMAaTU3UPOBAHHON MH()OPMAITMOHHON CHCTEMBI.
CucremaTu3zaliys aBTOMaTU3UPOBAHHBIX CUCTEM YNPABJICHUS TOKYMEHTaMHU.
Mertoarka BEIOOpa aBTOMaTU3UPOBAHHON CUCTEMBI YIIPaBJICHUS JOKYMEHTAIUEH.

MeToauKu OIEeHKH ABTOMATU3HUPOBAHHBIX CUCTCM YIIPABJICHUC ,Z[OKYMCHTaHI/Ieﬁ.
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22.  XapakTepuCTUKU WH(HOPMAITMOHHOTO OOIIECTRA.

23.  Ilonarue nHMHOPMAIIMIOHHOTO MEHEIKMEHTA.

24.  IIpenmer MH(GOPMALMOHHOTO MEHEIKMEHTA.

25. Css3p UM u 1OKyMEHTAIIMOHHOT'O OOCCIICUCHHS YITPaBICHUS.
26.  Crparernueckuii M.

27.  OnepatuBnbliii M.

28.  OpranmzanuoHHas cTpykTypa UM B ynpaBieHun.

29. CocrtaBHble 31eMeHThl UM opranuzanum.

30. Poinrn yenoseka — crienuanncta B cucrteme M.

31.  Hcropuueckas sBomorus MOY

32.  DEeKTPOHHOE MPABUTEILCTBO: 3a/1a4M, (PYHKIIUU, CTPYKTYypa

KOHTpOJIbeIe BOIIPOCHI U 3alaHUA VI l'lpOMe)KyTO‘{HOi/Jl arrecralmm I1o urToramM
OCBOCHMA NTUCHHUIIJIMHBI

KonTponbHoe 3ananue: [loaroroBka cxeMbl HHPPaCTPYKTYpPbl OPraHU3alUuA

KouTtponbHas pabota: ABTOMATH3alMsA YNPABJEHUS] [JTOKYMEHTHPOBAHHOM

uHopMaLHeH.

dopmMa MpOMEKYTOUHON aTTECTALINN:

Bonpocs k 3k3aMeny

e (030p 3aKkoHOAATENBHBIX akTOB B chepe MOY.

e (OO030p HOPMATHUBHBIX aKTOB B chepe NOY

e (O030p crangaptoB B chepe NOY

e O030p HOPMAaTUBHO-METOINYECKUX JIOKyMeHTOB B cpepe MOV (IIpaBuina, mHCTpYyKLHUH,
periamMeHThl).

e O030p MeXAYHAPOJHBIX cTaHIapTOB B chepe MOY.

e Posb uHpOpMaLIUU B yIIpaBICHUH.

e [lonsTue nHPOpMAINK U €€ CBOWCTBA.

e [loHsATHE MHPOPMAIIMOHHOTO MpoIiecca.

e [lousTHE MHPOPMAIITMOHHON CHUCTEMBI.

e Knaccudpukanus nadopmarum.

e Crenuduka J0KyMEHTUPOBAHHOW HHPOPMALIUH.

e HudopmannonHas HHPPaCTPyKTypa OpraHU3aIUH.
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e [lonarue nadopMaIOHHOTO pecypca.

e [lonsTue 31ekTpoHHOTO AOKyMeHTa (D/]).

e HopmaruBHo-MeToanueckas 6aza npumeHenus /1.

e [Ipo6nemsl BHeIpeHUs: D1 B COBPEMEHHYIO IPAKTHKY PaOOThl OpraHu3aLuil.

e OcCHOBHBIE HalpaBJIEHUs aBTOMAaTHU3aLUU pabOThI ¢ HH(pOpMaLMEN U JOKyMEeHTalue B
OpraHu3aIusIX.

e [loHATHe aBTOMAaTU3UPOBAHHON MH(MOPMALIMOHHONW CHCTEMBI.

e (Cucremarusanys aBTOMaTU3UPOBAHHBIX CUCTEM YIIPABIICHUS JOKYMEHTaMHU.

e Meroauka BbIOOpa aBTOMaTU3MPOBAHHONW CUCTEMBI YIIPaBIICHUS JIOKyMEHTALUEH.

e MeTonMKHN OLEHKH aBTOMAaTU3HPOBAHHBIX CUCTEM YIIPAaBJIEHUE JOKYMEHTAIUEH.

e XapakTepUCTUKU HHPOPMAITMOHHOTO OOIIEeCTBA.

e [lonarue nHOOPMAITIOHHOTO MEHEIKMEHTA.

e [Ipenmer uHPOPMALIMOHHOTO MEHEIKMEHTA.

e Cas3b IM u 10KyMEHTALlMOHHOTO 00ecreueH sl yIpaBIeHusl.

e Crparernueckuit UM.

e Onmneparusnsbiii M.

e OpranuzanuonHas ctpykrypa IM B ynpasieHuu.

e CocraBHble 31eMeHThl IM opranuzanuu.

e Poub yenoseka — cnenuanucra B cucreme M.

e Hcropuueckas ssomonusa NOY

e DIEKTPOHHOE MPABUTENbCTBO: 3a]1au, PYHKIUH, CTPYKTYpa.

6 VYueOHO-MeToaAMUYECKOe H HH()OPMAITMOHHOE OOecTiedeHre TUCIMITHHbI
6.1 Cnmcok HCTOYHUKOB H JIUTEPATYPbI

a) OCHOBHBIC UCTOYHHUKH

1. Koncrutynus Poccuiickoit denepanuu ot 12 nexadbps 1993 r.
2. denepanbHbIN 3aK0H 0T 22 okTs10pst 2004 1. Ne 125-D3 «O06 apxuBHOM Jeie B Poccuiickoit
Denepauun».

3. ®enepanbublii 3ak0oH OT 10 stHBaps 2011 r. Ne 1-D3 «O0 »11eKTpOHHON TOATIHCHY.

4. ®denepanbHblii 3akoH 0T 27 pekabps 2002 r. Ne 184-03 «O TeXHHYECKOM
PEryJInpOBaHUM.

5. @enepanpubiii 3akoH oT 27 wmronsas 2006 1. Ne 149-®3 «O6 wuHpopmanuu,
UH(POPMALIMOHHBIX TEXHOJIOTHUAX U O 3aLIUTe UHPOPMALTUI.

6. ®enepanbublii 3aKoH 0T 27 uroist 2006 1. Ne152-D3 «O nepcoHaTbHBIX TAaHHBIXY.

7. ®enepanbublil 3akoH oT 27 utong 2010 r. N 210-®03 «O06 opranuzanuu NpeaoCcTaBIeHUs
rOCYJapCTBEHHBIX U MYHUIIMITIAIbHBIX YCIyT".
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8. ®enepanbubiii 3akoH N 227-D3 "O BHeceHUH U3MEHEHHI B OTACNIbHBIC 3aKOHOIaTeIbHBIC
akThl Poccuiickoit deneparnuu B cBsizu ¢ npunatuem denepanpHoro 3akona "OO opraHuzauu
MPEA0CTABICHUS TOCYJAPCTBEHHBIX U MYHULIUIIATBHBIX YCIIYT .

9. [Toctanosnenue IlpaButensctBa PD ot 15 urons 2009 r. Ne 477 «O06 yTBepKIaeHUU
[TpaBun nmenonpousBojacTBa B (heaepanbHBIX OpraHaXx HCHOJHUTEIBLHOW BiacTu» (pelm. OT
26.04.2016) // «Cobpanue 3akoHomareabcTBa PDy, 22.06.2009, Ne 25, cT. 3060.

10. ITocranoBnenue [IpaBurensctBa PO ot 10 HOs10pst 2003 1. No 677 «O06 0011epoccuiicKux
KJIaCCU(UKATOPAX TEXHUKO-JKOHOMHUYECKOM U COLUANbHOW WHQPOpPMAIMK B COIMAIHHO-
SKOHOMMYECKOI 00s1acTh.

11. Konnenus popmupoBanus B Poccuiickoit deaepanun 3JeKTPOHHOTO TPABUTEIHCTBA 110
2010 rona. Onobpena Pacnopsixenuem IlpasurensctBa Poccuiickoit @enepauuu ot 6 mas 2008
r. Ne 632-p.

12. Vkas3 [Ipesunenta Poccuiickoit deneparuu ot 9 mast 2017 r. Ne 203 «O Crparteruun

pa3Butus wHQOpMaIoHHOro obmiectBa B Poccuiickoit ®@enepanuu Ha 2017-2030 romer» //
«Cobpanue 3akoHoaarenbcTBa POy, 15.05.2017, Ne 20, ct. 2901.

13. Pacnopsokenue [IpaButensctBa Poccuiickoit @enepanuu ot 28 uronst 2017 r. Ne 1632-

p «O0 yrBepxkaenun mnporpammbl "LludpoBas sxonomuka Poccuiickoit ®Deneparuu'y» //
«CoOpanue 3akoHoaarenbcTBa POy, 07.08.2017, Ne 32, cr. 5138.

14. TlocranoBnenue [IpaButensctBa PO ot 25 nexabps 2014 r. N 1494 «O06 yTBepxkaeHun

npaBuJl OOMEHa JOKYMEHTaMH B SJIEKTPOHHOM BHJE MpPH OpraHu3aliu HHPOPMAIMOHHOTO
B3aUMOJICHCTBHUS».

15. Ilnan meponpusituii o HanpasieHuo «HopmaTuBHOE peryinpoBaHue» NporpamMmbl
«udposas skonomuka Poccuiickoit @eaepanumn» (yrB. [IpaBUTENbCTBEHHOI KOMHCCHEH MO
MCIIOJIb30BaHUI0 MH(POPMAIIMOHHBIX TEXHOJOTMM AJIs YJIy4IIeHHUs KayecTBa KU3HU M YCIIOBUHN
BEJICHUS TPEANPUHUMATENHCKON neaTenbHocTu (mpotokon ot 18 mekabps 2017 r. Ne 2))
[DneKTpOHHBII pecypc] URL:
http://static.government.ru/media/files/P7LOVHUjwVJPINCHrMZQqEEeVgXAC wXR.pdf

16. [Ipuka3 Munuctepcersa KynbTypbl PO ot 31 mapta 2015 r. Ne 526 (3apeructpupoBan
Munroctom Poccun 7 centsiops 2015 r.) «O6 yrBepxxkaenuu [IpaBuil opraHuzanuu XpaHeHHUs,
KOMIUJIEKTOBAHHUS, yde€Ta W MCIOJBb30BaHUS JOKYMEHTOB apXxuBHOro ¢onna Poccuiickoit
@denepallii U APYTUX apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM BIIacTH, opraHax
MECTHOI'O CaMOYIIPABJICHUS U OPTaHU3ALMSIX Y.

17. IlpaBuia opraHuzaluu XpaHeH!sl, KOMIUIEKTOBAHUS, y4eTa U UCTIOIb30BAHUS
JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoil @enepanuu U Apyrux apXUBHBIX JTOKYMEHTOB B
rOCy/IapCTBEHHBIX M MYHUIUNAIbHBIX apXHBaX, My3esX M OHOIMOTEeKax, OpraHu3alMsIX
Poccniickoil akaneMuu HayK YTBEpXKICHBI NPHUKa30M MUHUCTEPCTBA KYJIbTYpbl MU MacCOBBIX
koMMyHHUKaluil Poccuiickoit @enepannn ot «18» ssuBaps 2007 r. Ne 19.

18. IlepedyeHb THUMOBBIX YNPaBIEHYECKUX AapXMBHBIX  JIOKYMEHTOB, OOpPa3yIOIIMUXCS B
IpoLECcCe JIEATENbHOCTH TOCYJApPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYMpaBIEHUS U
OopraHu3zaiyii, ¢ ykazanuem cpokoB xpaHeHus (ytB. [Ipukazom MunkynsTypsl PO 25 aBrycra
2010 r., mpuka3z Ne558). M., BHUWUJIA/], 2010.

19. O6mepoccuiickmii kiaccudukarop ynpasieHdeckoir mokymentanuu OK 011-93 (yTB. u
BBeJIeH B JeiicTBue mocraHoBieHueM [occranmapra Poccum ot 30 mexabpst 1993 r. Ne 299,
nocienHee namenenue — 24/2005).

20. Yrpasnenue nokymeHTaMu. Tepmunsl u onpeneneaus: Cinosaps. M.: BHUNUJIA /], 2013.
C.3l1

21. ISO/IEC 21320-1:2015 «udpopMarmoHHbIe TeXHOIOTHH - Daiia-KOHTEHep s

nokymenTta. Yacte 1: OcHoBHas yacThy» (Information technology - Document Container File - Part
1: Core).
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22.TOCT P 7.0.8-2013. «CUBU/I. [denonpou3BOJACTBO U apXWBHOE JaeN0. TepMHHBI U
onpeneneHus» (yrB. [Ipuka3zom Poccranmapra ot 17.10.2013 N 1185-cT).

23.TOCT P 52292—2004. DnextpoHHbI 00MeH nH(popMmarueld. TepMUHBI B OTIpeICTICHUS.
— (MuadopmarmonHas TEXHOJIOTHUA).

24. TOCT P 52294—2004. VYmpaBieHue OpraHu3alueid. IJICKTPOHHBIA PETIAMEHT
aIMUHHUCTPATUBHOMU U CITy>KeOHOMU JesiTebHOCTH. OCHOBHBIE MOJIOKEHUS.

- TuTepaTypa (OCHOBHAs, JOIMOJIHUTEIbHASA);
a) OCHOBHAS JIUTEepaTypa:

1. Jlapunp Muxaun BacuibeBuu. HUnHpopMaumonHoe olecnevyeHue yrnpaBJjeHUs
[DnexkTpoHHEbI# pecypc] : yueOHoe nocodue / Jlapua Muxaun Bacunseuu; M. B. Jlapus ; [M-Bo
oOpaszoBanus u Hayku Poc. @enepanuu, Dexnep. roc. Or0HKETHOE 00pa30BaT. YUPESIKICHNE BBICIIL
obpa3zoBanus "Poc. roc. rymanutapsbsiii yH-T"]. - D1eKTpoH. aaH. - Mocksa : PITY, 2018. - 278,
[1] c. - Pesxum moctyma : http://elib.lib.rsuh.ru/elib/000012473. - 3ari. ¢ skpana. - ISBN 978-5-
7281-2036-0.

2. OpraHu3alMoOHHOE MIPOCKTUPOBAHUE: PEOPTaHU3aLINsl, PCUHKHHUPHHT, TAPMOHHU3AIIHS
yue0. mocooue / C.A. Jlouan, JI.M. Ansburep, ®@.3. Cemenona, [1.C. Iletpocsn ; mox pen. [.C.
[TerpocsiHa. — M. : UTH®PA-M, 2018. — 196 c. — (Bricuiee o6pa3oBanue: Marucrparypa). —
www.dx.doi.org/10.12737/19670. - Pexxum nocryna: http://znanium.com/catalog/product/969592

0) JOMOJIHUTEIbLHAS JIUTEpaTypa:

1. Vmnpasienue kauecTBoM nHpopMmanmonHsix cucrem / Mcaes I'.H. - M.:HUL] UH®PA-M,
2015. - 200 c.: 60x90 1/16 ISBN 978-5-16-103583-2 (online) - Pexum mgocryma:
http://znanium.com/catalog/product/521644

2. Taiim-menemxment. [lomabiii kypc / Apxanrenbekuii I A., bextepes C.B., JIykamenko M.
- M.:Anpnuna ITa6m., 2016. - 311 c.: ISBN 978-5-9614-1881-1 - Pexxum pocryma:
http://znanium.com/catalog/product/925383

3. Tommupaa Onwra Jleonnnosna. MHpopManmonnsie cuctemsl : yaebnoe nocobue / O. JI.
INomuneiaa, H. B. Makcumos, U. U. TTonoB. — 2-¢ u3g. — M. : ®OPYM : UH®PA-M,
2018. — 448 c¢. : wmn. — (Beicmee o0Opa3zoBaHme). - Pexum jgocryma:
http://znanium.com/catalog/product/953245

4. BapdonomeeBa Anekcanapa OneroBHa. MHbopManmoHHBIE CUCTEMBI MPEINPHUITHS :
yueb. mocodue / A.O. Bapdponomeera, A.B. Kopskosckuii, B.I1. PomanoB. — 2-e u3z.,
nepepad. u qon. — M. : UH®PA-M, 2019. — 330 c¢. — (Bsicmiee obpa3zoBaHue:
bakamaBpuar). —  www.dx.doi.org/10.12737/21505. -  Pexum  jgocryma:
http://znanium.com/catalog/product/1002067

I'punbepr A.C., Kopons N.A. UHpOpMaLMOHHBIM MeHEIKMEHT: Yuel. mocobue s
By30B. — M. : JOHUTU-IAHA,2017. — 415 c. — (Cepusa «IIpodeccruoHanbHblii y4eOHUK:
Wudopmaruka»). - ISBN 978-5-238-00614-4. - Tekcr : osmekrponnsid. - URL:
http://znanium.com/catalog/product/1028593

6.2 IlepeueHb pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHUMKAIMOHHOM CETH
«AHTepHeT»

tww.gosuslugi.ru/ - CnipaBoyHO-HH(POPMAIIMOHHBIN TTOpTal «I 0CYyIapCTBEHHBIE YCITYTH)

Y

P
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&
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- BHUNJIA ] (Bcepoccuiickuii Hay9HO-HUCCIEI0BATEIHCKUM HHCTUTYT IOKYMEHTOBEACHUS U

ApXHUBHOTO JIETIA)

WWW.qarant.ru/ - nH(opmManMOHHO-TIpaBOBOM nopTai ["apaHT

H
Y

vyww.ecm-iournal.ru/
=]

6.3 IIpodeccuonabHbie 6a3bl JAHHBIX U HH(POPMAIHOHHO-CIIPABOYHbIE
CHCTEMBI

Hoctyn k npodeccruoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases
WHpopMalnoHHbIE CIIPAaBOYHBIC CHCTEMBI:

1. KoncynbranT Ilmtoc
2. Tapant

- mX 0mM KT

7 MaTepuajibHO-TeXHHYECKOe o0ecnevyeHne TUCIUNINHbI

I[J'ISI obOecreyeHus AUCHUIUIUHBI UCIIOJIB3YCTCA MATCPHUAIIbBHO-TCXHUYCCKAA 0aza
06p330BaTeJ'IBHOFO YUpCIKACHUA: y‘Ie6HBIe ayJuTOpuH, OCHAaIIEHHbBIC ﬂOCKOﬁ, a TaKXKC
KOMIIBIOTECPOM U IMPOCKTOPOM I JCMOHCTPAllUN y‘le6HI>IX MaTCpUuaJIOB.

ZXN RZ E—

COCTaB HpOFpaMMHOFO 06CCHC‘ICHH}II
Windows
Microsoft Office

P

8 ObecneyeHue 00pa3oBaTeJbLHOI0 MPOIECCA IS JIUI] C OTPAHUYEHHBIMH
BO3MO’KHOCTSIMM 3/I0POBbSI 1 HHBAJIU/I0B
B X0[€ peajin3daiu AUCHUIIIIMHBI UCITOJIB3YIOTCA CIACAYIOMUEC NOIMOJTHUTCIIbHBIC
€TOJbI O6y‘{eHI/I${, TCKYHIECTO KOHTPOJIAA YCIICBAEMOCTH H HpOMC)KYTOqHOﬁ aTTCCTalluu
YUarOMUXCA B 3aBUCUMOCTH OT UX UHAWNBUAYAJIBHBIX 0COOEHHOCTE:

o~ <=

® IS CHEMNBIX U CIIA00BUAAIINX:

- JeKIuu O(OPMIAIOTCS B BHUJE AJIEKTPOHHOTO JOKYMEHTa, JOCTYIMHOTO C TOMOIIBIO
Rommbrotepa co crermaai3HpoBaHHBIM IPOrPAMMHBIM 06ECIICUCHHIEM;
/ - TIMCBMCHHBIC 3a[aHWs BBIMONHIIOTCS Ha KOMIBIOTEPE CO  CICHUATH3HPOBAHHBIM
[IpOrpaMMHBIM O0eCTieueHHUEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrnieunBaeTCsl MHIUBUIyAIbHOE paBHOMEPHOE ocBerieHue He meHee 300 Jirokc;
fy - AUIA BBINOJHCHUS 3aJaHUsA IPH HEOOXOJUMOCTH TPEAOCTABISIECTCS YBEIMYHUBAIOIIIEE
YCTPONCTBO; BO3MOKHO TaK)K€ MCITOJIb30BAHUE COOCTBEHHBIX YBEITMUYUBAIONINX YCTPOUCTB;
W - mucbMEHHBIE 3a/1aHus OPOPMITSIFOTCS] YBEITMUECHHBIM HIPHPTOM;

- 9K3aME€H | 3a4ET MPOBOJSITCS B YCTHOM (hOpME HIIH BBITIOIHSIOTCS B TUCBMEHHON (hopme Ha
HOMIIBIOTEPE.
W e I TIIYXUX U CIa0OCIIBIIIAIIMX

w
n
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- Jekuud O(OpMIIIOTCS B BHJIE JJIEKTPOHHOTO JOKYMEHTa, JHUOO MpPedoCTaBIsETCS
3BYKOYCHJIMBAIOIIAs annapaTypa WHAUBUYAIbHOTO M10JIb30BaHMS;

- MUCHbMEHHBIE 3aJJaHUs BBITIOJIHAIOTCS Ha KOMITBIOTEPE B MTUCbMEHHOM (hopme;

- 3K3aME€H U 3a4€T ITPOBOJIATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOKHO IIPOBE/ICHUE
B (hopMe TECTUPOBAHUSI.

e JUIs JIUL C HAPYILIEHUSIMH OINIOPHO-/IBUTATEIbHOTO allnapara:

- JeKIUH O(OPMISIIOTCS B BHJE AJIEKTPOHHOIO JOKYMEHTA, JOCTYHHOIO C MOMOIIBIO
KOMIIbIOTEPA CO CHELMATU3UPOBAHHBIM IIPOrPaMMHBIM 00€CIIeUeHUEM;

- TMCbMEHHbBIE 3a/laHusl BBIIIOJIHAIOTCST HA KOMIBIOTEPE CO CIELHMAIU3UPOBAHHBIM
IIPOrpaMMHBIM 00€CIIEUCHUEM;

- 9K3aMeH M 3a4€T MPOBOAATCS B yCTHOW (hOpME MU BBITIOJIHSIOTCS B MUCBbMEHHOM (hopme Ha
KOMIIBIOTEPE.

IIpu HEOOXOIMMOCTH NPENYCMATPUBAETCS YBEIMUEHNUE BPEMEHH IS ITOATOTOBKH OTBETA.

IIponenypa  mpoBeaeHUs ~ IPOMEXYTOYHOM  arrectamuu Uil OOy4aroLIUXCs
YCTAHABIMBACTCS C Y4YETOM WX HMHIUBHAYAJbHBIX TCUXO(PHU3UYECKHX OCOOEHHOCTEH.
[TpomexyTouHas aTTecTalysi MOKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

[Ipu nmpoBeneHun npouesypsl OLIEHUBAHUS PE3YIbTATOB OOYUYEHHS MpPEAyCMaTpUBAETCS
UCIOJIb30BAaHUE TEXHUYECKHUX CpEACTB, HEOOXOAMMBIX B CBSI3U C HMHIUMBUAYAJIbHBIMHU
0COOEHHOCTAMHU O0YYarOIIMXCsl. DTU CPEJCTBA MOTYT OBITh ITPEOCTABIEHbI YHUBEPCUTETOM, MU
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKHUE CPEJICTBA.

[IpoBeneHne mpoueAypbl OLIEHUBaHMUSA  pe3ylbTaroB  OOydeHHUs  JIONyCKaeTcss ¢
MCIIOJIb30BaHUEM JTUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTUH.

ObecnieunBaeTcss 10CcTyn K MHGOPMALMOHHBIM M OHOIHOrpaduueckuM pecypcam B CETH
WuTepHeT Ui Kakaoro oOydaromierocs B (opMmax, aJalTHPOBAHHBIX K OTPAaHHYCHHSM HX
3JI0POBbsl U BOCHIPUATHUS UH(DOpMALUK:

e JUIs CIeNbIX U CIa00BUIAIINX:

- B ICYAaTHON (pOpMe yBETUUYEHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO TOKYMEHTA;

- B popme ayauodaiina.

e U IIIYXHX U clIaboCibIIIaIuX:

- B Ie4aTHou opme;

- B (hOopMe 3JIEKTPOHHOTO JOKYMEHTA.

e s 00YyYaroIMXCs C HAPYIIEHUSIMU OIOPHO-/IBUTaTENILHOTO anmnapara:
- B Ie4aTHoM (opme;

- B (hOopMe IIEKTPOHHOTO JOKYMEHTA;

- B (hopme ayauodaiina.

VYyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSATENbHOM paOoThl, Hay4dHas
O0uOIMOTEKa W MHBIE NOMEUIEHUs NIl O0y4YeHHs] OCHAIIEHbI CIelHaIbHbIM 000pyJI0BaHUEM U
y4eOHBIMM MECTaMHU C TEXHUYECKMMHU CPEACTBAMHU O0YUEHUSI:

® IS CIEMNBIX U CIA00BUAAIINX:

- YCTPOMCTBOM JJIsl CKaHUpOBaHUs U uTeHus ¢ kamepoir SARA CE;

- mucreeM bpaiinas PAC Mate 20;

- npuHTepoM bpaiinsg EmBraille ViewPlus;

® Ui TIIYXUX U CIa0OCIHbIIIAIINX:

- aBTOMATHU3MPOBAHHBIM pPAOOYMM MECTOM JUIsl JIIOJEH C HapylIeHHeM cliyxa |
¢J1a00CIIBIIIAIINX;

- AKyCTUYECKHH YCUIIUTENb U KOJIOHKH;

e s 00YYaroMIMXCs C HApYLIEHUSIMU ONOPHO-/IBUTaTEILHOTO anmnapara:
- IEPEABIKHBIMH, PETYIUPYEMBIMH dproHoMudeckumu napramu CH-1,
- KOMIIBIOTEPHON TEXHUKOM CO CIIEUAIbHBIM IPOrPAMMHBIM 00ECTIEYEHUEM.
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9 MeTtoauyecKkue MaTepuabl

9.1 IlnaHbl NPAKTHYECKUX 3AHSITHIA.

Lenb npakTUYECKUX 3aHATHI — 00Y4YMTH NMPAKTUYECKUM HaBbIKaM, KOTOPbIE I1O3BOJIWIN
Obl CTylIeHTaM CBOOOJHO M Ha BBICOKOM YPOBHE BJIa/leTh NPOIPAMMHBIMHM CPEICTBAMU IS
peleHns 3aa4 JOKYMEHTAI[HOHHOTO U HH()OPMAIIMOHHOTO 00eCIIeYeHus YIIPaBICHHUS.

3amauell NMpPaKTUUECKUX 3aHATUH SIBISETCS OCBOEHUE CTYJIEHTaMU HH()OPMALMOHHO-
TEXHOJIOTUYECKAX BO3MOXKHOCTEH aBTOMATH3allMM JICJIOBBIX IIPOLIECCOB, OOpPabOTKH U
WCIIOJIb30BaHUs TOKYMEHTAJIbHBIX JAHHBIX, BBIABICHUSA BO3MOXHOCTEH NMPOTPAMMHBIX CPEICTB
JUI PELICHUS KOHKPETHBIX MPAKTHYECKUX 3a/1a4 B 00JacTH COBPEMEHHOTO 3JEKTPOHHOTO
JIOKYMEHTO000pOoTa.

W3yuaeTcss KOHTEHT OQHIMAIbHBIX CANTOB KOMIIAHWH, B MPOTPaMMHBIX INPOIYKTaX
KOTOPBIX OyIyT IPOBOAUTHCS Ja00OpaTOpHbIE (IPAKTUUYECKUE) 3aHATHUS.

Benpnop IIporpamMmmHubIii Caiit

npoaykr CIJ1

DJIEKTPOHHBIC JEJIO - web https://www.eos.ru/

oducHbIe

CHUCTEMBI

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

Directum DirectumRX http://directum.ru

1C 1C http://v8.1c.ru/doc8/
JlokymMmeHnToo60poT

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

Jloruka 6usneca | Jloruka: CDJ] http://ecm.blogic20.ru/logikaecm/docflow-

solutions

[Ipencrout nmpoaHaaM3UpPOBaTh JaHHBIE O pa3pabOTaHHBIX MPOTPAMMHBIX MPOJYKTaX U
NPEIOCTAaBIAEMbIX KOMIAHUSMH  yciyrax. Pe3ynpTaThl  HcCCleJOBaHMSI  3aHOCATCS B
CTPYKTYpUPOBAHHBIN, CO3/aHHBIM CTyA€HTOM oOT4yeT. OT KOJMYeCcTBAa 4acoB, INPENOJABaTENb
pa3zpabaTbiBaeT METOAMKY MPOBEIEHHUS 3aHATUNW W J1aeT PEKOMEHJAIMM CTyAEHTaM s
CaMOCTOSITENIbHON PabOTHI.

Takum 00pa3zoM, 1enecooOpa3HO JETaJbHO IMOATOTOBUTH CTYAEHTOB IJIsl TeCT-ApaiiBa
CHCTEM 3JICKTPOHHOT'0 IOKyMEHTO000pOTa.

B 3akmroueHnM npakTUYeCKUX 3aHATHH CTyIEHTaMU IPOBOAUTCS CPaBHUTENbHbBIN aHAIIN3
U3YYEHHBIX CHUCTEM YIPABICHHUS JOKYMEHTOOOOPOTOM IO MHOTMM KpHUTEPHSIM, Ha OCHOBE
MPaKTUYECKUX HAaBBIKOB, JAHHBIX C WHTEpHET-CaUTOB paszpaboruukoB COJI, uHTEpHET -
VCTOYHUKOB M CTATEH MO CIEAYIOINUM KPUTEPUAM:

- Ha3BaHHeE cUCTeMBI (pa3paboTUuK);

- c(epa NpUMEHEHUs IPOTPaMMBl;

- HCII0JIb30BaHUE OTEUECTBEHHBIX CTAHJAPTOB YIPABJICHUS JOKYMEHTaMU;

- YpOBEHb KOPIOPAaTUBHOCTH (MacmITad — KOJIMYECTBO aBTOMATU3MPOBAHHBIX PabOUMX
MECT, BOBMOKHOCTbh pa0bOTHI ¢ (pusimanaMu, CTeTeHb 0XBaTa (YHKIUI OpraHu3alun/, Wik TOJIbKO
0oMH y4acTok - JI0VY);

- (pyHKIIMM CUCTEMBI B LIEJIOM;

- CTPYKTypa cucTeMbl ((pyHKIMOHANbHbIE M OOecreyuBarolie MOAYIH (4YacTu), UX
dyHKIHH);

- npumensiemoe 110, ero pazpaboruuk, CYB/[-nardopma, cucremuoe I10;

- OTKPBITOCTH (MYJIBTUILIAT(HOPMEHHOCTH U MyJibTU(OpMaTHOCTS) [10;
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- OpraHu3alyy, B KOTOPBIX pealu30BaHa CHCTEMa, Ul PEIICHUS KaKuX Mpobiem
OpraHu3alliy OHA CO3/laHa, AaBTOMAaTH3alHsl OM3HEC-TIPOLIECCOB.

ITo xaX 101 M3 CUCTEM OTMEYAIOTCSI OCOOCHHOCTH, (DOPMYITUPYIOTCS PEKOMEH IAINH TI0 UX
IPUMEHEHHUIO Ul OpraHU3alMi pa3InyHbIX GOPM IeSTEIbHOCTH.

Kaxnpiii cryneHT oQoOpMIIsSeT MHOTOCTpaHMYHBIA OTYET, 3aBelCHHBIH B Hayalie
IPAaKTUYECKUX 3aHATHH, KOTOPBIN MIUTIOCTPUPYET 3Talbl pabOThI BO BCEX U3yYaeMbIX CHUCTEMAX
AIIEKTPOHHOTO JIOKYMEHTO000pOTa U YIpaBiIeHUsI HHPOPMALIUEH U COEPKUT BHIBOIBI.

Ili1an npakTHYeCKUX 3aHATHH

3anstue 1. Komnanus, ee npoAyKThl U YCIYTH.

3ansTtue 2. Breaenue B cucremy. Madopmanus o padore B cpeae COJI

3anstue 3. MccrenoBanne aBTOMaTU3MPOBAHHOTO pabodero Mecrta. JInunbie nanku

3anstue 4. Undpopmanus o paboTe ¢ mankamu, KapToukamu, (aiiamu.

3anstue 5. Pabora ¢ perncrpallMOHHBIMU KapTOYKaMU BXOJSALIMX, UCXOAALIUX U BHYTPEHHUX
JIOKYMEHTOB

3anstue 6. Pabora c nmpoektamu 10KyMeHTOB. CBsI3bIBaHHE JOKYMEHTOB

3anstue 7. @opmupoBaHue 3a7a4 U 3a7aHuii. BeimonHeHue 3aianuii. YueT pabodyero BpeMeHu.
3anstue 8. CoriacoBaHue JOKYMEHTOB

3anstue 9. Ilouck nokymeHTOB, 3a1a4, 3aaanuii B CO/I.

3anstue 10. dopmupoBaHre 0TUETOB U aHAIU3 JAHHBIX MOJYJIS.

9.2 MeTouuqecmle PEKOMECHIANUMA 110 MOATOTOBKE MUCbMEHHBIX paﬁoT

Buz camocrostenbHOl paboThl: TOArOTOBKA pedepaTa.

[ToarotoBka pedepara MO3BONSIET 3aKPENUTh TEOPETHUYECKUE 3HAHUS IO TUCIHILIMHE,
nproOpecT HaBBIKM CaMOCTOSATENBHOTO YINyOJIEHHOr0 M3y4eHUs OJHOTO M3 pa3lelioB Kypca.
[Tpu moaroroBke pedepara CTYACHTHI HOTYYalOT HABBIKK U YMEHHE PabOoTaTh C UCTOYHUKAMU U
JUTEpaTypol, aHaIM3upoBaTh (AaKTbl M JaHHBIE CHELMANIbHOM JUTEpaTyphl, HU3jaraTbh
POYNTAHHOE COBPEMEHHBIM NMPO(ECCHOHANBHBIM S3BIKOM.

Pedepat nomxen ObITh 0pOpMIIEH B COOTBETCTBHM C TPEOOBAHUSAMH, IPEIBSBIAEMBIMHU K
MOJIrOTOBKE U 0(DOPMIICHHIO HAYYHBIX padoT.

Pedepar Brmouaer:

- TUTYJIbHBIN JIUCT;

- OTJIaBJICHUE;

- BBEJICHHE;

- OCHOBHYIO 4acCTh (TeMaTUYeCKHe pa3/ieibl);

- 3aKJIIOUYEHUE;

- CIIMCOK MCIOJIb30BaHHBIX HCTOYHUKOB U JINTEPATYPBI.

O06nem pedeparta - 15-20 cTpanun; Tekcra (mpu Habope depes 1,5 nHTepBana u pazmepe
mpudTa 13-14). Pedepar numiercs Ha 0IHOM CTOPOHE CTaHAAPTHOTO JiMcTa Oymaru popmara A4
(210x197Mm).

Crpanunpsl pedepata HyMepyroTcs apabckuMU LudpamMu Ha BEpXHEM IoJie JHcTa, 0e3
KaBbIUeK, IeHCOB U IPYTUX 3HAKOB MpEeNUHAHUS. TUTYIBHBIHN JIHCT U OTJIABIIEHUE HE HYMEPYIOT,
HO BKJIIOYAIOT B 00IIMi 00beM pedepara.

Hay4Ho-cripaBo4HEI anmapat pedepara BKIFOYAET CIIMCOK HCTOYHUKOB M JIUTEPATYPHI U
HOJCTPOUYHBbIE CHOCKH. [10/ICTpOUHBIE CHOCKH HCIOJIB3YIOTCSl BO BCEX CIIy4asx IIUTUPOBAHMS B
TekcTe pedpepaTa MPaBOBBIX aKTOB, TIOKYMEHTOB, MPOU3BEACHUN aBTOPOB MOHOTpaduii, craTeil,
y4eOHHKOB, Y4eOHBIX NOCOOHMI, a TakXke MNpU IMUTUPOBAHHM CTAHJAPTHBIX OIpEeICHUH
TEPMUHOB ¥ IOHATHI. Bce mpuBomumbie B pedepare hakTel, mudpsl, 1aThl, KOHKPETHBIC TaHHBIC
TaKXke JJOJDKHBI OBITh MOATBEPKACHBI MOJICTPOUYHBIMU CHOCKAMH.
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CHOCKHM HyMEpYIOT B Ipeieiax OJHON CTPaHUIbI apaOCKUMH LU(paMU, TEKCT CHOCKU
pasMenaroT Mo/ MOCIEIHEN CTPOKOUN TEeKCTa

Ipuioxenue 1

Annomayus oucyuniunvl (Mooynis)

Jucuuiuinza «MHpopManMoHHoe o0ecreyeHue YNpaBiICHUs» BXOAUT B COCTAB 4YacTH,
dopMupyeMoil ydyacTHUKaMHU OOpa30BaTENbHbIX OTHOILIEHUH JIUCUUIUIMH Y4eOHOIo IUIaHa
MOATOTOBKU CTYJIEHTOB IO HampasieHuto noaArotoBku 46.03.02 «J/lokymeHTOBeneHUE U
apxuBoBezieHne» llpoduns «HTeNIeKTyanbHbIE CHCTEMBl B YIPABICHHH JIOKYMEHTAMMU.
JucuumnHa peanusyercs Ha (pakyinbTeTe apXUMBOBEICHHsI U JOKYMEHTOBEICHMs Kadenpoii
ABTOMATH3UPOBAHHBIX CHCTEM JIOKYMEHTAIIMOHHOTO 00eCIIeUeH I YIIPaBICHUSI.

CopnepxaHue AMCLUUIUIMHBI OXBAaThIBA€T KPYI BONPOCOB, CBA3aHHBIX C NPUMEHEHUEM
MH(POPMALMOHHBIX CHCTEM W TEXHOJIOTHH B MH()OPMAITMOHHOM 00ECTICYCHUN YIIPABIICHHUS.

Llenv Oucyunaunvr - U3yd4€HUE TEOPETUUECKUX NpOOJIEeM U MPUKIAIHBIX aCIEKTOB
UH(POPMALMOHHOTO 00ECTICYCHNUS YIIPABICHUS, KaK YaCTH MEHE/PKMEHTA, aKTUBHO PUMEHIEMOU
B COBPEMEHHOM MIPAKTHUKE KaK B TOCYJAapCTBEHHOM YIPAaBJICHUH, TaK U B YaCTHOM OM3HECE.

3aoauu:

- U3y4eHHE OCHOBHBIX MOHATHM, HCIIOJIb3YEMbIX B Mpolecce HH(YOPMALMOHHOTO o0ecreyeHus
yIIpaBJICHUS;

- U3y4yeHHE HMCTOpUU HMH(POPMAIMOHHOTO oOecledyeHus: yNpaBieHUs B Hallel cTpaHe M 3a
pyoexom;

- U3y4eHHe HOPMATUBHO-TIPABOBBIX OCHOB MH()OPMAIIMOHHOTO 00eCreueHus YIpaBICHUs;

- U3YYEHHE TEXHUYECKOr0 W MPUKIAJAHOIO MPOrpaMMHOI0 olecrnedeHusi MH(OPMALHOHHOTO
oOecrieyeHus yrpaBiIeHUs.

AKTyalbHOCTh, HOBU3HA M OPUTMHAIBHOCTH Kypca 0OecledyMBaeTcs €ro MOCTOSHHON
MOJICpHU3allMe B COOTBETCTBUU C PA3BUTHEM H3YYa€MBIX MPOTrPAMMHO-TEXHOJIOTHYECKUX
peleHnH, UCII0JIB3YEMBIX B YIIPABICHUH OPraHU3alUeH.

JlucuumnrHa HarpasiieHa Ha pOPMUPOBAHUE CIEIYIOIUX KOMIETEHIINMI:

OIIK-2. Cnoco0eH HaXx0AUTh OpraHU3alMOHHO-YIIPABIEHYECKUE PELICHUS] IPU PELICHUH
3aj1a4 B cepe cBoeil npodheccuoHalIbHON AeITENbHOCTH;

OIIK-3. CnocobeH NpUMEHSTh TEOPETUUYECKHE 3HAHUSA [IJISl PEIICHHs] TOCTaBICHHBIX
3aja4 B 00JIaCTH JOKYMEHTOBEICHUS U apXUBOBEICHUS

OIIK-5. CnnocobeH caMoCcTOATENbHO padoTaTh C pa3IMYHBIMU HCTOYHUKAMU HH(pOpMauu
U TPUMEHATH OCHOBBI MH(OPMAIIMOHHO-aHAJUTUYECKON JIEATENIbHOCTH TPH  pEIIeHUH
npodeccuoHaNbHBIX 3a7a4

IIK-8. Cnoco0GeH OCyLIeCTBIATh yINpaBieHHE HMHOOPMAIMOHHBIMH  pecypcamu
OpraHu3aluu

B pe3ynbrare u3yueHus: AMCUMILIUHBI CTYAEHT JTOJIKEH 3HATh:
COBpEMEHHbIE HH(POPMAIIMOHHBIE CHCTEMbI, CHCTEMbI JJIEKTPOHHOTO JOKYMEHTO00O0pOTa,
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MIpaBOBOE peryarupoBaHue chepsl yrnpasiaeHus nHGopmalmen 1 JOKyMEeHTAIUEH;
METOJIOJIOTUYECKUE  OCHOBBI ~ TOCTPOEHHS  YIPABJICHUYECKUX  CUCTEM U CHUCTEM
JIOKYMEHTAITMOHHOTO 00eCIIeYeHUs yIPaBIICHHUSI;
npaBuja W METOJOJOTUYECKHE TOJXO0Jbl K MPOEKTUPOBAHUIO CHUCTEM 3JIEKTPOHHOIO
JIOKYMEHTO000POTA.

B pe3ynbprare uzydeHus: AUCIHUIUIMHBI CTYICHT JOJDKEH YMETh!
MPUMEHATh 3HAHWE HOPMATHBHO-TIPABOBOM 0aszpl B cdepe ympamiaeHus uHPopManuen u
JIOKYMEHTaIMEe B TPAKTUYECKON JEATeIIbHOCTH;
MPUMEHSTh  Pa3JIMYHbIE METOJOJIOTUYECKHUE TMOAXOAbl IPH NPOCKTUPOBAHUU  CHUCTEM
JIOKYMEHTAITMOHHOTO 00eCIIeUeHUs yIPaBIICHHUSI;
BHEJIPATH CUCTEMBI DJIIEKTPOHHOTO JJOKYMEHTO00O0POTA.

B pe3ynbpTare nuzydeHus: AUCIUIUIMHBI CTYICHT JTOJDKEH 00J1a1aTh HAaBBIKAMM:
HABBIKAMHU BBIOOpPa HEOOXOJUMBIX TEXHOJOTHUSCKUW pEIICHW B MPOIECcCe YIpPaBIICHUS
uH(popManrel 1 TOKyMEHTAIUECH;
HaBBIKAMHM aHalM3a W OPraHU3allMOHHOTO TMPOEKTUPOBAHUA CHUCTEM JOKYMEHTAI[MOHHOTO
oOecrnieueHus yrnpaBIeHUS;
HaBBIKAMHM  BBIABICHHMS  HauOojliee ONTHMAJIbHBIX  IOKasarened, HeOOXOAMMBIX I
MIPOCKTUPOBAHUS U HACTPOUKH CUCTEM DJIEKTPOHHOTO JOKYMEHTO000pOTA.

PaGoueit mporpamMmoit mpeaycMOTPEHbBI CIIEAYIONINE BUAbI KOHTPOJIS: TEKYIIHI KOHTPOJIb
ycrieBaeMocTH B (popme pedepara, MpOMEKYTOUHBIH KOHTPOIb B JOpME 3adeTa.

Paboueil mporpamMmMoii npenycMOTpeHbI CIEAYIONUE BUIbI KOHTPOJIS: TEKYIIUNA KOHTPOIIh
yCIIeBaeMOCTH B (hopMe OTpoca, KOHTPOIBHON paboThl U pedepaTa, IPOMEKYTOUHAs aTTECTAIHS
B (hopMe HK3aMeHa.

OO611ast TpPyA0€MKOCTh OCBOEHUS IUCLUILIMHBI COCTABIISIET 6 3a4ETHBIX €AUHMII.



